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INEPEYEHb COKPAIIIEHUH

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

Ta6smma 1 — Cokpaienust 1 paciinppoBKHU

Coxpamienue PacmmdpoBka
(0]@ OmnepanyioHHas cucTeMa
[1O MoitOduc [Tporpammuoe obecrieuenne «MoiOduc CtanmapTHbIA. JloMaliHsIsT BepCHs»
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1 OBIIIME CBEJEHU S

1.1 Haznauenue

«MoitOduc CrangapTHbid. JlomMarmHss Bepcus» — MPOIAYKT Jijis pabOThl C 3JIEKTPOHHBIMHU
JOKyMeHTaMH CIlellallbHO JUIsl YaCTHBIX Iojib3oBaresied. C ero MoMolibi0 MOXHO CO3JaBaTh U
pelakTUpOBaTh TeKCThI U Tabimuubl. «MoiOduc CranmapTHei. JloMaliHss Bepcus» MoA/iep XkKUBaeT
MIOIYJISIpHBIe 3apyOeXkHble ollepallMOHHBble cucTeMbl ceMercTB Windows, Linux u macOS u He
TpeOyeT MOAK/IIOUeHHsI K UHTepHeTY.

«MoitOduc Tabmuna. omaiiHsis Bepcusi» — 3TO NpHIOXKeHUe Jyisi ObICTpoM U yHoOHOM
paboThI C 37IeKTPOHHBIMU TaO/IMIIAaMU Y aHAJIM3a JaHHbIX.

[TonpobHoe omucanuwe ¢ynkimu [I0  MoiOduc npuBereHo B JOKYMeHTe

«MoOduc Crannaprtaeii. JlomamHss Bepcusi. @yHKIMOHAIbHbIE BO3MOXXHOCTH.

1.2 CucremHbIe TpebOBaHUS

[Tlepeuenp TpeboBaHMI K MPOrpaMMHOMY M alllapaTHOMy obecliedeHUIO IIpHUBelleH

B okyMeHTe «MoiiOduc CrannaptHeii. Jlomamisss Bepcusi. CrucTeMHble TpeOOBaHUS».

1.3 Orpannuenus
1.3.1 Orpanu4yenus Ha popmat ¢aiiyioB

B Tabmume 2 npuBeleH cnucok ¢opMaToB, MOAAEPXKUBAEMbIX IPUIOXKEHWeM

«MouOduc Tabnura. JlomariHsiss Bepcus».

Tabnuna 2 — Ilopnep:xuBaemsble ¢popmaTth! QpaiijioB

Omnepanus ITonpepxuBaembie popMaThI

OTKpBITHE/UMITOPT ¢aﬁHOB1 XLS, XLSX, ODS, XODS, XOTS

Coxpanenue dpanioB XLSX, ODS, XODS

Oxkcropt aitnos PDF, PDF/A-1, XOTS

! OTkporTHe/MMIIOpT daiinos B popmate XLS HemocTymHe B OC macOS.
% Okcrnopr daiinos B popmate PDF/A-1 nemoctynen 8 OC macOS.
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1.3.2 Iloanep:xuBaemsble s1I3bIKU HHTepderica

—  Pycckuii;

—  AHrmuickuii;
—  DpaHITy3CKuH;
— Tarapckuii;

— balkupckui.

IIpu ycranoBke I10 MouOdwuc 36k nHTEpdEHca MPUIIOXKeHHUs OITPe/IeNiseTCs:

— B OC Windows — pervoHanbHbIM popmaToM (riopobHee cM. B fokyMeHTe « MoitOduc
CrangapThbiii. JlomariiHsst Bepcusi. PyKOBOJICTBO 110 YCTaHOBKEY);

— B OC Linux — ocHoBHBIM si3bikOM UHTepdetica OC;

— B OC macOS — npennountaembiM si36IkoM HHTepderica OC.

1.3.3 Orpanuuyenus Bepcuu 1j1s1 OC macOS

[Ipu pabote Ha OC macOS B npusio>keHUH HeIOCTYIHbBI CieAytolue GpyHKIUH:
— TPOCMOTP CIMCKa HeJJaBHUX JIOKyMEHTOB;

— oTmpaBKa (aityioB 10 3JIeKTPOHHOM 110YTe;

— OTKpbITHe/UMINOPT PaitsioB B popmate XLS;

— akcropt ¢arnos B popmare PDF/A-1.

B Tekcre naHHOrO pYKOBOACTBA TIPUBEJEHbI COYETAHUS KJIABUIN, HCIIOJIb3yeMble
nipu pabore B OC Windows n OC Linux. CooTBeTcTBY!OII[Me COYeTaHUsI KIaBUIll 11t paboTel B OC

MacOS nipuBefienb! B pasziene «lIpunoxenue 3. CoueTaHust KIaBUIID.
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2 IIOATI'OTOBKA K PABOTE

2.1 YcranoBska

VYcranoBka [10 MoiOduc ommcana B mokymente «MoiOduc CranmapTHbid. lomarrHss

Bepcusl. PyKOBOJICTBO 1O yCTaHOBKeY.
2.2 3amyck

2.2.1 3anyck B OC Windows

Yto6s! OTKPHITE NpwiiokeHre « MolOduc Tabmuna. JlomalHss Bepcus», yCTaHOBIIEHHOE C
caiita MoiOduc, menkHuTe 1o ero spiablky B raBHOM MeHro OC wnm Ha paboyem crosie

(cm. Pucynok 1).

- :J

MeoiOduc MoidOdguc
TewkcT TaBnwnua
JoraHang JdomawiHan
BEpCKA EEPCHA

H £ MNowck

Pucynok 1 — fApnbix npuioxenus: Ha pabodem crosie OC Windows

E
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Yto6bl OTKpEITH TpriiokeHue « MonOduc Tabmuia. JlomarHss Bepcus», yCTaHOBIIEHHOe

u3 Microsoft Store, menkuuTe 110 ero sipibIKy B ri1aBHOM MeHIo OC (cm. PucyHok 2).

=

p KanowTB
\?—:l’ KomnaHeoH koHoonw Xbox

M

' Mo#Oduc Tabauua JomalnHans BepouA
|_

CEbIE

MoitOinc Texor JomaluHan Bepoua
Hosbie

H

I' Habpocok Ha dparmeHTe 3KpaHa

je Hmﬁbl HaYaTb NOMCK, BEEAMTE 3AECk 3anpoc

Pucynok 2 — Spnbik npuioxkenus B riiaBHOM MeHio OC Windows

2.2.2 3anyck B OC Linux

Yto6s! OTKPHITE IpUsiokeHue «MoiOduc Tabnuia. JlomMariHsst Bepcrs», MeJIKHNATe 110 ero

pibIKy B MeHto npusioxkeHuit OC (cm. Pucynok 3).

@ Odnc b | B Libreoffice (Odnc)
CeTb . W oOkular (MpocmoTp gokymexToB)
@ CucTema B qstarDict (Cnosape)
@ 3aeeplueHe paboThl | d MoinOduc Tabnuua [oMalwHAA sepcus (InekTpoHHan Tabnuua)
: Ld MoiOduc TekcT JoMalwHAA BepcA (TEKCTOBLIA Npoleccop)
O

*
v

S E O

Pucynok 3 — dpmnbik npuioxkenus: B MeHto npusioskennii OC Linux
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2.2.3 3anyck B OC macOS

Yro6s! OTKpEITH NpuiokeHne «MoitOduc Tabnuna. Jomamusas Bepcus» B OC macOS,

mienikauTe 1o 3Hauky MyOffice Standard Home Edition B Launchpad (cm. Pucynoxk 4).

' \ \\',

System Preferences MyOffice St...ome Edition

Bk e L “iﬁ'

Pucynok 4 — Spnbik MyOffice Standard Home Edition B Launchpad
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OTkpoeTcst crapToBasi cTpaHuIia (cM. PucyHOK 5), C TOMOIIBbIO KOTOPOM MOXKHO BBITIOTHUTH
CJIeyIolve IeNCTBUS:
— Ortkpeite npwioxenne «MonOduc Texkcr. [lomamnuss Bepcus». Ilpu Bxozme B
MPWIOKEeHHe aBTOMaTUYeCKH CO3/1aeTCsl TEKCTOBBIN (ailil.
— Ortkpeith npwioxenue «MonOduc Tabmuma. JlomamHsiss Bepcusi». Ilpu Bxome B
MIPWIOJKEeHHe aBTOMAaTHYeCKH CO3J1aeTCsl 3JIeKTPOHHas Tabimma (cM. paznaen 4.1.1).
— OrtkpeITh cymiecTBytolmMi daiin B npunoxxennu « MontOduc Tekcrt. JloMaliHsst Bepcusi»

unu «MoitO¢uc Tabmuna. lomaminsis Bepcus» (cM. pasnen 4.1.4).

fo) @ No6po noxanosarb B MoiiOdpuc CtaHaapTHbIi. [loMallHas Bepcus

MoinOduc CtaHpapTHbIN. [loMallHAa Bepcus

l = ﬁ MoiiOduc TekcT. [lomaluHas Bepcus

iv i MoitOduc Tabnuua. [lomaluHss Bepcus

OTKpbITb daitn...

Pucynok 5 — CraproBas cTpaHuIia

[Tpu nepBoM 3amycke spibIK npuioxeHus: «MoilOduc Tabmuna. JlomamiHss Bepcusi»

aBTOMaTUYecku nobasngercd B Dock.
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3 UHTEP®EVC

3.1 I'maBHoOe oKHO

B rnaBHOM okHe mnpunoxxkenus «MounOduc Tabmuma. {omarmHsis Bepcus» COmepKaTcCs
(cM. PucyHok 6):

1. Komauguoe menro.

2. IlaHenb UHCTPYMEHTOB.

3. Crpoka ¢popmyii.

4. Pabouyas 061acTb.

5. bokoBas maHenb.

6. BkJagku JMCTOB.

7. CTpoka COCTOSIHHUS.

KOMaH}]HOE MEHIO ITanean HHCTPYMEHTOB
|

(=) Hoswiii goxyment|1 - MoiiOdme Cranpaptreiii, Jomalurag sepcus - O Ed

Mpaeka Beraska Popmar  Tabawua  Jandoie  WoctpymenTs Bua  OBwwid aoctyn
RS X, XOThames v| 12 v/ A= AY =~ L v 123 B 7
=~ W K Y = A~ &€+ A5
®ain Mpaeka WpwndT BripasHmBaHmne Yucno Aueiicn HanHbie Bcraska ~
fx

A B C D E F G H | A Q
1 Crpoka ¢popmy. bokoBasi nanejab ——»7,
2
3]
4
5 Pa6Gouasn odJacTh
B
7
8
9
10 v
< >
+
C¥MM 0 CP3IHAY 0 MigH 0 MAKC 0 CHET3 0 [F] - . + 100% v
BKJ’[ﬂIlKI/I JUCTOB CTpOKa COCTOAAHUSA

Pucynok 6 — I'nmaBHoe okHo nipuioxkenus «MoOduc Tabnuia. JlomatiiHsist Bepcusi»
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3.2 KomanaHoe MeHI0

3.2.1 Menrw «dPaitn»

Mento Paiisr conepxuT cieayromue koMadab! (cM. PucyHok 7):

©aikn [paeka Bcraeka Qopmar  Tabawua  Ja
E] Co3gats Ctrl+M

Cozgate no wabnony...

[ Omxpoith.. Ctrl+0
OTkpEITE B... r
HegaeHue gokymeHTsl L4

= Coxpanute Ctrl+5
CoxpaHWTe Kak... F12
JKCnopT...

Coxpanute wabnoH...

(= [MapameTpbl CTPaHWLBE! U NEYaTh Ctrl+P
JaKpPEITE

Pucynok 7 — Mento Parin

1. Co3paTh — co31aTh HOBBIM IOKyMeHT (cM. pasfen 4.1.1).

2. Co3gatp 1m0 mAbGJIOHYy — CO3/1aTh HOBBIA JIOKYMEHT HAa OCHOBAaHHWH paHee
coxpaHeHHoro 1abnoHa (popmar XOTS) u3 BeiOpaHHOTO daiiyia, HaXOAAIIErocs Ha
CTaI[MOHAPHOM WJIA CheMHOM HOCHUTeJle, TIOJIKIIF0OUeHHOM K KOMITbIOTepY MOJIb30BaTelis
(cm. pasnen 4.1.3).

3. OTKpBITH — OTKPBITh CYIIECTBYIOIIMIA JIOKyMEHT TIOCPeJICTBOM  YyKa3aHUs
€ro MeCTOHAXOXXIeHWS Ha CTAI[MOHAPDHOM WM CheMHOM HOCHTeJle, IMOAKII0YeHHOM
K KOMIIbIOTepY NoJib3oBaress (cM. pasnen 4.1.4).

4, OTKpPBITH B> — OTKDBITb TeKYIIMHA JOKYMEHT B J[IPyrOM TaOJIM4HOM peJaKTope

(cM. pasgnen 4.1.6).

3 Hepocrymnuo npu pa6ote B OC macOS.
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10.

11.

HenaBHue JOKyMeHTHI' — OTKDBITh M/WIA OYUCTHUTH CIIMCOK IMOCTICIHMX IOKYMEHTOB
(cm. pasnen 4.1.5).

CoxpaHUTh — COXPaHUTh JIOKYyMEHT C CYIIeCTBYIOIMM HMEHeM U pacllhpeHreM
B IAIIKe, IIPelyCMOTPEeHHOM 110 yMordaHuio (cM. paspen 4.1.7).

CoxpaHuTh KaK — COXPAaHUTDH JIOKYMEHT C BO3MOXXHOCTbIO Ha3HAYeHUs] HOBOT'O UMeHH,
pacIMpeHHs U ITyTH coXpaHeHus (cM. pasnen 4.1.7).

JKCHOPT — 3KCIIOPTUPOBATh JOKYMeHT B nojnepxxusaeMoM [10 MoitOduc dpopmare c
BO3MOXKHOCTBIO Ha3HAYeHUsI HOBOTO UMEHHU U MyTH 3KcropTa (cM. pazzen 4.1.9).
CoxpaHUTh MIA0JI0H — COXPAaHUTh TEKYIIHNA JOKYMEHT Kak 1mabioH B ¢popmate XOTS
VTSI CO3[ITaHUSI TIOCTIeIyIOIMNX JOKYMeHTOB (CM. pasnen 4.1.2).

ITapaMeTpsl CTpaHHUIIBI M MeYaTh — HACTPOMTH MapaMeTphl TeYaTH U pacledararb
nokyMmeHT (cM. pa3gen 4.1.10.2).

3aKpbITh — 3aKPbITh AKTUBHOE OKHO MpuioxeHus (cM. pasnen 4.1.11).

4 [Tynkt komangHoro merro Paiin > HemaBuue nokymMeHTsI HeyjoctyieH B OC macOS.
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3.2.2 Menw «IIpaBka»

Mesnto IIpaBka conepxur cieayroire koMadabl (cM. PucyHok 8):

Mpaeka Beraeka @opumatr  Tabawua  [JanHwe  HHeTp

T OTMEHUTL Ctrl+Z

" TosTopWTh Ctrl+Y

oo Bmpesath Ctrl+X

Kenupoeate Ctrl+C

Iﬁ BrTaguTe Ctrl+V
BcTaguTe 3HaUEHKE Ctrl=Alt+V

BeTaguTe HedopMaTUROBAHHEIA TEKCT

£ Konwposats dopmatpoBaHie Ctrl+5hift+C
MprmMeHUTE dopMaTHpoBaHWE Ctrl+Shift+V
BmaenuTs BcE Crl+4

Q. Momck Ctrl=F

Pucynok 8 — Menio IlpaBka

OTMeHHTH — OTMEeHHUTH N0CIIefIHee JIeHCTBUe, IPOU3Be/IeHHOe C JOKYMEHTOM.
IIoBTOPHTE — BepHYTh pe3yJibTaT OTMEHEHHOTI'0 JIeMCTBHUS C JOKYMEHTOM.

Bruipesats — nomectuth B Oydep obmeHa OC BbvifesieHHOe COIep)KUMoe TaOIUIIbI
C ero yajieHueM U3 JIokyMeHTa (cM. pasnen 4.4.1.6).

KonupoBats — nomectuts B 6ydep o6meHa OC BuiieJieHHOE COIEep>KUMOe TaOIHUIIbI
6e3 ero ymaneHus U3 JOKyMeHTa (CM. pasnen 4.4.1.6).

BcraButh - BcTaBuTh copepxxumoe Oydepa obmena OC ¢ coxpaHeHHeM
MCcxXoiHOTO popMaTUpoBaHus (cM. paszen 4.4.1.7).

BcraBuTh 3HaueHHe — BCTaBUTb UTOrOBOe 3HadeHHe GOPMYJIbl B KOHEUHYIO SUEHKy
6e3 camoit dopmyIiel (CM. pasaen 4.5.6).

BcraBuTth HedopMaTHPOBAHHBIN TEKCT — BCTaBUTH cojiepxkuMoe Oydepa oomena OC
6e3 coxpaHeHUsI UICXOHOTO ¢hopMaTUpOBaHus (CM. paszen 4.4.1.7).

KonupoBaTts ¢popmaTupoBanme — xonvupoBaTh B 0ydep oomena OC dopmaTtrpoBaHue
BbIJIeJIeHHOTO ¢pparmMeHTa TekcTa (cM. pasnen 4.11.12.2).

IIpumenuTs ¢opmMaTHpoBaHHe — IIpMMeHWTHh (GOPMaTUpPOBaHWe, COZep’Kalleecs B

6ydepe oomena OC, k BbiZieIeHHOMY dparMeHTy Tekcta (cM. paszen 4.11.12.2).
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10. BeimesnTh Bce — BIJIETIUTh BCe sTYeHKU TeKyIero jucta (CM. pasaen 4.2.2.2).

11. Ilouck — BBINIOJIHUTH MOMCK WM MOUCK Y 3aMeHy yKa3aHHOTO ¢dparmMeHTa TeKCTa I10

BCEMY JIOKyMeHTYy (cM. pasnen 4.4.6).

3.2.3 Menw «BcraBka»

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

E I

Beraeka  Qopmar  TaBauua

[
2]
O
|

g
Fx
&

7 © (b

Nuer
Mzobpaxerne...
TekcToBoe Nnone
Durypa
Aunarpanma
CeoaHana Tabanua...
DopMybl..

Ceblnka...

Hata
Epenmna

JameTra

Ctrl+K

JaHHme

MHeTpymeHTH
Imes v
Yy AR T
L1 MpamoyroasHme
O 3namnc
£ TpeyronsHuk
O Pomb
[} 3arHyTwii yron
17  3ee3ga
7 Cepaue
[] CroBkw
o Crpenkw
L] BwHockw

Bun

Pucynok 9 — Menio BcraBka

JIucT — BCTaBUTDH B JOKYMEHT HOBBIN JIUCT (CM. pa3zen 4.3.1).

M3o06paxenne — BcTaBUTh U300pakeHue (CM. pasfen 4.9).

durypa — BcraButh durypy (cm. pasnen 4.10.1).
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5. Jlmarpamma — BCTaBUTb auarpammy (cM. Pucynok 10 u pazgen 4.8).

Beraeka @opmar  TaBavua  [Jaddwsie  HHCTpymMeHTH

Bug OBwwmi g

D Mct IMEes i A
[ Mzobpakenne..

TekcToeoe none H AB = A
& @urypa ’

il Awarpamma L MwcTorpamma 4
fH Ceoanas TaBavua... B /uHefiuatan guarpamma ¥
Fx  OQopmynsi... X Tpadwk 4
& Cobinka.. Ctrl+K &= JAwarpamma c ofnactamm ¢
= [fara @  Kpyrosas guarpamma

® Bpemn

[ 3ametka

Pucynok 10 — Ilogmento Ilmarpamma

CBopnast TabuIa — BCTaBUTh CBOJIHYIO Tabiuiy (cM. paszen 4.7).

6

7. @Popmynsl — BcTaBUTh popmyity (cM. pasnen 4.5.4).

8. CcpUIKa — BCTaBUTh IMIIEPCCHUIKY (CM. pa3zen 4.4.3.1).
9

JlaTa — BCTaBUTH TeKYIIyIO JaTy (cM. pa3zen 4.4.1.5).

10. Bpems — BcTaBUThH Tekyliee BpeMs (CM. pasfien 4.4.1.5).

11. 3ameTrka — BCTaBUTh pPYKOIIMCHOE IpUMEYaHUe

(c™m. paznen 4.4.4).
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3.2.4 Menw «Popmar»

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

Mopmat | Tabawua  JaHHwe
WpundTem r

BblpagHWEaHWE r

Yncnoeoi dopMar..
Moeopot Tekcta r

OBnacTe Nnedyatu »

Pucynok 11 — Menio ®opmat

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

KOMaH/Ibl OTKPBIBAeTCsI IIOJMEHIO CO CJIeIyIoIMMU koMaHaamu (cM. PucyHok 12):

®opmar  TaBavuya  [Jaddsie WMecrpymedts Bug  OBwwi goctyn  Cnpaeka

WpndTe P X Nompxvphbii Ctrl+B E = = | 7T %
BmpaeHueanme K Kypeue Ctrl=l o
YnenoBoi GopMaT... Y MoauepkryToii Ctrl+L -
hEaHue
MoBopoT TekcTa ¥ A YmeHblwuTe pasmep wpndra
O6nacth nevaru ¥ AY YeeamuuTe pazmep wpndTa
3 C [ H

T 3auepKHyTH

#* HagcTpouHwii sHak Ctrl=Shift+=

¥z [ogcTpouHwil 3Hak Ctrl+=

AB  Bce nponucHwe Ctrl+Shift+A

MexwcMEDNEHEIA MHTEREAN P AR WhnoTHEHHBIN

AB OBBIuHBIGR

"5 PazpeweHHbA

Pucynok 12 - Ilogmento Ilpu¢ el
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— Iloxy:XupHBINi — U3MEHUTb TUIl HadepTaHUs COAEP>KUMOTO BbIJeJIEHHOW SYerKHu
Ha MOJIYKMPHBI;

— KypcuB — wu3MeHUTh TUN HavyepTaHUsS COJEPXKUMOrO BBIJIEJIEHHON sYerKu
Ha Kypcub;

— Ilom4epKHYTBIM — W3MEHUTbh TUIl Ha4epTaHUs COJIepXXUMOTO BbIJeJIeHHOU SYerKu

Ha DOOYEepPKHYTHIN;

— YMeHbIIUTH pasMep mIpudTa — yMEHbIIUTb pa3Mep HIprUdTa Ha OJUH ITYHKT;

— YBeuuuTh pa3mep mpudTa — yBeJIMIUTh pa3Mep MIpUdTa Ha OJIVH ITyHKT;

— 3aYepKHYTHIN — W3MEHUTb TUI HAuyepTaHHSI COJEPKUMOTO BBIIETIEHHOW SYEHKU
Ha 3a4epKIYTLHE,

— Hapacrpounslii 3Hak —  odopMUTHL  BBIOPaHHBIM  (parMeHT  TeKCTa
B BI/IHe HaJJCTPOYHBIX 3HHKOB;

— Iloacrpounsrii 3Hak —  odopMUTb  BBIOpAaHHBIM  (parMeHT  TeKcTa
B BHUJI€ noacrpouHbix 3HAKOB;

— Bce mnpommcHble - T1peobpa3oBaTb BCe CTpPOYHble OYKBBI —BBIJIEJIEHHOI'O
¢dparmenTa Tekcra B [IPOITMCHBIE;

— MexcuMBOJIBHBI  HHTEpPBaJX —  BbIOpaTh  TUI  WHTepBajla  MeXAy

CHMBOJIAMH TeKCTa: yrD'[OIHEHHb]ﬁ, O6bI‘IHbII>'I, Pa3peXeHHbl H.
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2. BpIpaBHHBaHHe — BBIPOBHSTH BbIJIeJIeHHBIH ¢parMeHT TekcTa (cM. pasmen 4.11.6).
[Tpu BBIOOpE MAHHOM KOMAH[bI OTKPBIBAETCS MOJMEHI0 CO CJIeAYIOIIMMH KOMaHAaMU

(cMm. Pucynok 13):

Dopmar  Tabavua fannwe  Woetpymentm Bug  OBwwi goctyn  Cnpaeka

Wpwgret " e vl | 12 vl AT AT . —
Beipaenneanne F = Buw POEBHATE TEKCT N0 NEBOMY Kpak Ctrl+L |
= <
Ywucnosoid dopmat.. | Mo ueHTpy Ctrl+E
Nosopor Texcra y = BrIpoBHATE TEKCT No NpaeomMy kpato Ctrl+R [f
OBnacTs neuat y = BoipoBHATh TEKCT No WHpKHE Ctrl+)
3 c I Mo sepxremy kparo
< BuIPOBHATE TEKCT N0 LEHTRY
b Mo HuseHemy kpato

Pucynok 13 — Ilogmento BoipaBHUBaHMe

— BbBIpOBHATH TeKCT 10 JIeBOMY Kpal —  BBIPOBHSTb  COJIepXKUMOe
BBIJIeJIEHHOW SYeKU 110 JIeBOMY Kparo S4YerKU;

— Ilo meHTpY — BBIPOBHSTH COIEP)KMMOE BBIIEJIEHHOU SYEHKH 110 LIeHTPY STYelKH;

— BbBIpOBHATH TeKCT 10 TMPaBOMY Kpal — BBIPOBHSTb  COJIepXKUMOe
BbIJIeJIEHHOW YeUKH I10 IIPaBOMY Kparo SYeuKu;

— BBIPpOBHATH TEKCT IO IIMPHHE — BBIPDOBHATH COJIEP)KMMOE BBbIJIeJIeHHOM SYerKu
110 LIUPYHE STYeKH;

— Ilo BepxHeMy Kpal — BBIPOBHATh COJIepP)KMMOe BBbIJIEJIEHHOM — sSTYeWKHU
10 BepXHeMy Kparo S4erKU;

— BBIPpOBHATH TEKCT MO IEHTPY — BBIPOBHATH COJIEP)KMMOE BBIJIEJIEHHOU SYerKu
10 [IeHTPY AYelKH;

— Ilo HmKHeMy Kpaw — BBIPOBHATb COJePXXMMOe  BBbIIeJIGHHON  STYerKU
10 HU)KHEMY Kparo S4YerKHU.

3. YucnoBoii ¢opmMar — OTKpPbITb OKHO HACTpOeK  YHCJIOBOro  ¢opmara

(c™m. pasnen 4.4.2.4).
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4. TIoBOpoT TekcTa — TIOBEPHYTh TeKCT B sueiike moj yrioMm oT —90 mo 90 rpamycoB

(cMm. PucyHnok 14 v pazpmen 4.11.7).

Dopmat  Tabawua  Jandwe  VHctpymentm Bug  OBwwi goc

WpndTe 4 v 1z v AT AY
BripaeHueaHue *
'é‘B F LT i " Q "
Yncnoeoi dopMar..
MoeopoT TekcTa AR Her (09
O6nacTe nedatu ¥ 2] NosepHyTs Bneso Ha 90°
i C D % NosepHyts enpaso Ha 90°
w5 MoeepHyTs BNeBO Ha 45°
Js  TosepHyTb Bipase Ha 45°
Jagate yroa k

Pucynok 14 — ITonmento IToBopoT Tekcra

5. O0sacTtp meyaTm — pacreyaTaTh 3aJlaHHYI0 objacth jucra (cMm. PucyHok 15 u

pasnen 4.1.10.1.2).

Wopmar | TaBavua  [Jaddsie  Weetpymedts Bug  OBwuii g

[ -
WpndTe v 12 v AT AY
BripaeHueaHue r

'&B F ooo i L ﬂ:)
Ywncnosol dopmar...
MNeeopot TekcTa »
OBnacte nevatw 4 lpaHvup cbaacTh NeYaTw
3 ' [ ' D

Jagate obnacTe NeYarn

OuncTiTe 0BAacTe NeYaT

Pucynok 15 — [Tonmento ObsiacTs meyaTu
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3.2.5 Menw «Tab6auma»

Menro Tabsmma cofiep>xuT ciiefytomiye KoMadbl (cM. PucyHok 16):

TaBavua  JanHeie  MHctpymedtsr Bug  OBwmid goctyn  Cnpaeka

= == Bd

H

BcTaguTe cTROKY BoilWE Alt+A I: ?

3|
=

BcTaEuTs CTPOKY HUME Alt+B

2 v =2
BctaBuTh cTonGey chega Alt+L
paBHMBaHWE
BeraewTe cTonbey cnpaea Alt=R

¥nanute cTpoky

¥nanuTe cTonbey,
CKpHITE CTROKY

MNokasats cTpoky
Ckpuite cTonBey

MNokazate cTonbey

OOBEIUHNTE AYEHKN Ctrl+Alt+M

PazbegHWTE AYERKI Alt+5hift+M

MepeHoc no chosam

JakpenuTe BEIGpaHHBIE CTPOKK W CTONBLE k 3aKpenuTh NO ropU3oHTAN

o N e w

JakpenuTE No BERTHKAAN

CHATE BCE 3aKpenaeHMA

Pucynok 16 — Menro Tabnuma

BcraBuTh CTPOKY BbIIe — BCTaBUThb HOBYIO CTPOKY HaJl BblJleJIeHHOM
CTpOKOM Tabmuibl (cM. pa3zen 4.2.5.7).

BcraBuTth CTPOKY HHIIKe — BCTaBUTh HOBYIO CTPOKY TIIOf  BbIJIeJIeHHOH
CTpOKOU Tabuib! (cM. pasaen 4.2.5.7).

BcraBuTh cronbern; cieBa — BCTaBUTh HOBBIM CTOJIOEI] cjieBa OT BBIJEJIEHHOTO
cToJb1a TabyuIlbl (CM. pasaen 4.2.5.6).

BcraBuTh CTOJIOEI cpaBa — BCTaBUTh HOBBIM CTOJIOEIl cCIpaBa OT BbIIEJIEHHOT'O
cToyib1a TabyuIikl (cM. pasaen 4.2.5.6).

Yaanurs cTpoKy — yIanuTh BbIJIeJIEHHYIO CTPOKY TabmuIlel (cM. paszen 4.2.5.10).
Ynanurs cronben — yoaiuTh BbileJIeHHbIN CcTos0ell Tabmuiel (cM. pasnen 4.2.5.10).
CKpBITBH CTPOKY — CKDBITh BBIJIEIEHHYIO CTPOKY Tabwuibl (M. paznen 4.2.5.4).

IToka3zaTh CTPOKY —OTOOpA3UTh paHee CKPBITYIO CTPOKY (cM. paznen 4.2.5.5).
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10.

11.

12.

13.

14.

CKPpBITH CTOJI0CI] — CKPHITh BBIZIJIEHHBIN CTOJIOeI] Tabaubl (cM. paznen 4.2.5.4).

IToka3arts crosiben — 0TOOpa3uTh paHee CKPBITHIN cTosber] (cM. pasnen 4.2.5.5).

O0BbenMHUTD STYeHKH — 00BeJUHUTD Bbl/leIeHHble sSTuelKy B ofHy (cM. paszen 4.2.3.1).

PazbenuHuTh SYEHKH — pa3fielluTh SYEHKy, CO3MaHHYIO MyTeM OOBbeIWMHeHWs, Ha

WCXOIHOEe KOJIMYeCTBO siueek (CM. paspen 4.2.3.2).

Ilepenoc mo cioBaM — BKJIIOYUTBL/OTK/IIOUNATH QYHKIMHM IlepeHOca TeKCTa 0 CJI0OBaM

BHYTPH BblJIeJIeHHOM sT9eliKY WK TPYIIIEL sideek (cM. pasnen 4.11.8).

BHKPEHI/ITL Bmﬁpam{me CTPOKH H CTOJIﬁIILI — IIpH BbI60pe AAdHHOI'O ITYHKTa MEHIO

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

3akpenuTh N0  TOPH3OHTAJIM  —  3aKpelNuTb  BbIOpaHHble  CTPOKHU
(cm. pasnen 4.2.5.8.1);
3akpenuTh 1O  BepTHKaJM  —  3aKpelNuTb  BblOpaHHbBle  CTOJIOIIBI
(cm. pasnen 4.2.5.8.1);
CHATh Bce 3aKpeIUIeHMsI — OTMEHUTb 3aKpelUleHHWe BceX CTOJIOIOB, CTPOK U

obnacreii (cM. paszen 4.2.5.8.4).
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3.2.6 Menro «J/lanasie»

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

Aanneie  Mrctpymedte Bug  OBwm
OBHoBUTE cBOAHYH TaBauuy
HacTpowTe ceogHy Tabauuy

YaanuTe ceogHyo TaBanuy

[ pPyNNMpoBEaTE CTROKW

MpynnupoeaTs cToabLB

pn HO &

OYWCTUTE FREYNINMEOEKY

Pucynok 17 — Mento JlanHbIe

1. OO0HOBUTH CBOAHYIO TAbIHILy — 0OHOBUTH CBOJHYIO Tabmuily (cM. pasnen 4.7.3).

2. HacTpouTs CBOJHYI0 TaOJIHILy — OTKPBITh TAaHeJb YIIpaBJIeHHs CBOJHOM Tabuuiled
(cm. pasnen 4.7.2).

3. YnanauTh CBOAHYIO TAOJIHMILY — YIQJTUTh CBOJIHYIO Tabmuiy (cM. pazzen 4.7.4).

4. T'pynmmpoBaTh CTPOKH — IPYIIIMPOBATh Bbl/leJieHHbIe CTPOKU (cM. pa3zen 4.2.5.9).

5. I'pynmupoBaTh CTOJIOIBI — TPYIIIIHPOBATDH BbljleJieHHbIe CTOJIObI (CM. pa3zen 4.2.5.9).

6. O4YHCTUTH IPYNNHPOBKY — OTMEHUTDH TPYNITMPOBKY BbIJIEJIEHHBIX CTOJIOI[OB HUJIM CTPOK

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

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

WMHcTpymenter Bug  OBwwid goctyn  Cnpaeka

Mpaeonucanue P+ [poeepka opdorpadun
HacTpaneaenmeli cnosaps Mpoeepka rpaMMaTiik
Makpokomangsl r [ e e

Pucynok 18 — Menio MHcTpyMeHTHI

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

2. HacrpauBaeMslii CJI0Bapb — OTKPBITh HAaCTpauBaeMbli CJI0Baphb (CM. pasnen 4.4.5.2).

1. MakpokoMaHABI — IIpYM BbIOOpPe JTAHHOI'O IYHKTA MEHIO OTKPBIBAETCS MOJMEHI0 CO
CllelyIoImuMu koManaamu (cMm. Pucynok 19):
— PemakTop MaKpoKoOMaH/ — OTKPHITh peIAaKTOP MaKpOKOMaH/ (CM. pasfen 4.12.1);
— 3anmcath MaKpokoMaHay (0era) — BBINOJHWTH 3aUCh MAaKPOKOMAaHIIbI

(c™m. paznen 4.12.1.1).

MHcTpymenTs  Bug  OBwwi goctyn  Cnpaeka

Mpaecnucadwe r + — ? s
HacTpaveaemmii choeape

MakpokomaHgm r PenakTop makpokomaHg

3anucate mMakpokomanay (Bera)

Pucynok 19 — Ilogmento MakpokoMaHIbI
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3.2.8 Menro «Bum»

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

Bug OBwwi gocyn  Cnpaeka

MacwTab 4 YEENMUMTE MaclwTab
RIC1 ¥meHbWWTE MacwiTab
MakTUUECKWA pasme Ctrl+0
Manens MHCTpyMeHTos  # pashep
HBaHWE T

1

Pucynok 20 — Menio Bug

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

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

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

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

cienyomuMu komanaamu (cMm. Pucynok 21):

Bug OBwwid poctyn  Cnpaeka

MacwTab » —
T
R1C1

2
T

MaHens MHCTpYMEHTOE F o CTaHpapTHas

=

KomnakTHan

CEpbITE NaHENb

~  HazsaHwa pasgence

Pucynok 21 — [Tonmento IlaHeib HHCTPYMEHTOB

- CTaHﬂapTHaﬂ - OTO6pa}KaTb IMaHeJIb THCTPYMEHTOB B CTaHIdPTHOM BU/IE;

— KomnakTHas — oToOpaXkaTh IaHelb MHCTPYMEHTOB B KOMIIAaKTHOM BU/IE;

— CKpBITh NaHeJIb — CKPBITh [TaHeJIb UHCTPYMEHTOB;

— Ha3Banus pa3nejioB — OT06p831/ITb/ CKPBITb HA3BAHUS  Pa3[]ejiOB

MHCTPYMEHTOB.
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3.2.9 Menw «O0uruii mocTym»

Menro O6mMiA OCTYII® CONEPXKUT ClIefyromuye KoMauabl (cM. Pucynok 22):

OBwwi goctyn | Cnpaeka

OTnpaenTe N NoJTe...

Pucynoxk 22 — Mento O01uii 7oCTyIn

4. OTnpaBUTH IO MOYTEe — OTIPABUTh PEIAKTHPYeMbId Gaiyl M0 3JIeKTPOHHOW IoYTe

(cm. pasnen 4.1.8).

> Mento O6mmii xocTyn He otobpaxkaercst mpu pabote B OC macOS.
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3.2.10 Menio «CnpaBka»

Mesntio CripaBKa COiep>XUT ciefiyroiire koManibl (cM. Pucynok 23):

Crnpaeka F1

JeMOHETRAUMA HOBLIX BO3MOMHOCTENR
BoicTprie geicTenA Ctrl+/f

MpoBepute HanK4ne cBHoBNEHWRA...

O nporpamme...
Pucynok 23 — Mento CnnpaBka

1. CmpaBka — OTKpBITh CIIPaBOYHbIe MaTepPUaJibl 110 paboTe C TAOIUYHBIM PeIaKTOPOM.

2. JleMOHCTpaIus HOBBIX BO3MOKHOCTEI — OTKPBITh OKHO C OITMCAHHEeM HOBBIX (PYHKIIUMA
MIPWIOXKeHHs], 100aBJIeHHbIX B TeKyIled BepcuH. J|aHHBIM MyHKT MEHIO OTOOpaXkaeTcs
TOJIbKO IIPU HaJIMUMK HOBOM (yHKI[MOHAJIbHOCTH.

3. bbICTpBIe HelcTBHS — OTKPBITh OKHO OBICTPBIX IeHMCTBUM (CM. pasnen 3.8).

4. IlpoBepuTh HaJiMuHne 0O0HOBJIEHUH — IPOBepUTh Hanuue obHoBIeHuit 110 MoitOduc

(cMm. PucyHok 24).

|5 OBHOBNEHME NpUACKEHNA *

o O6HOBNEHMIA He HaWaeHO.
Y Bac ycTaHOBNEeHa NocaefHAA
Bepcua: MoOduc CtaHaapTHbINA.
JdomawHaa sepcua 2022.01.

3aKpuITh

Pucynok 24 — OxHo O0HOBIIeHHEe IPOrpaMMbI
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5. O mporpamme — OTKpBITh OKHO UHOpMAIMH 0 porpamme (cM. PucyHok 25).

O nperpamme

MoitO¢uc® CtaHaapTHbIA. [loMallHAA BepcUna
Pepaktop MolOduc Tabauua, JomMmallHAR Bepcra
Bepcwa: 2022.01. CBopka 15

© 000 «HOBLIE OBMAYHBIE TEXHOMOT M, 2013-202
Bre npasa 3aWMWLEHBI

I'Ipaﬂonue VeenomMneHA YcnoBwa Mcnonsk3oeaHnA

Pucynok 25 — Okno O nmporpamme
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3.3 Ilanenb HHCTPYMEHTOB

B npunoxxennn «MonOduc Tabmuna. JlomamiHss Bepcrs» MOXXHO M3MEHSTh BHELIHWN BUJL
IIaHeJI UHCTPYMEHTOB:
—  CKpbIBaTh/OTOOpaXkaThb pa3fielibl ¥ Ha3BaHWsI pa3/ielioB IlaHeIu HHCTPYMeHTOB;

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

3.3.1 CKphITh WM 0TOOpa3UTh Ha3BaHUS Pa3/iesioB

[Tanens uHCTpYMeHTOB B npuiioxkeHnnd «MouOdwuc Tabmuma. JloMaiHsst Bepcrs» COCTOUT
n3 pasgenoB (cM. Pucynok 26). Kaxpaeli pasgesn COOEpXKUT TIpPyIIly HWHCTPYMEHTOB,
Npe/iHa3HAYEHHBIX JJIs1 BLINIOJIHEHUsT onpeiesieHHOM 3anauu. Hanpumep, paznen Uucio comepxut

VHCTPYMEHTHI JIs1 peJlakTUPOBaHUs popMara s4yeex.

v X% [~ ] X0 Thames v 12 v AT AT T % b OBwmit hd <Y H ~
= a9 C X K Y4 AB T o ﬁ" & v AB v = p 9, 00 00 =

Dain Mpaska Wpwndt BuipaBHUBaHWE Yucno Auerkn

Pucynok 26 — [1aHenb H”HCTPYMEHTOB

Ha3panust pasnesioB orTobpakaloTcs, ecjid IaHejlb WHCTPYMEHTOB IIpe/iCTaBleHa B
CTaHJApTHOM Buje (CM. pasnen 3.3.3). Ina onThMuzanuu pabodyero MpOCTpaHCTBA Ha3BaHUS
pa3ziesioB Ha [aHeIM UHCTPYMEHTOB MOXHO CKPBITb.

J1J1s1 3TOTO BBINIOJIHWTE CIIeAYIOIe IeUCTBHUS:

6. Bbibepute nyHKT koMaHAHOTO MeHIO Bup > Ilanens uncrpymeHnToB (cM. PucyHok 27).

7. B otkpeiBIIeMcs ogMeHt0 cHUMuUTe ¢raxxok HasBanus pasgesos.

Bug OBwwi gocyn  Cnpaeka

MacwTab k -
T
R1C1

Manene nHcTpymeHToe * @ Crangaprhan

T

KomnakTHan

CkpbITe NaHens

" HazeaHws pazgenos

Pucynoxk 27 — KomangHoe mento Bupg
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dnaxok HasBanusi pa3fesoB 3a0JI0KMPOBaH, eCiiy IaHeJlb WHCTPYMEHTOB CKpBITA WIH
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/ YBeJIMYEeHWH pa3Mepa I'NIdBHOT'O OKHa IIPUIOXKEHW S, UK BPYYHYIO.

YToObl CBepHYTb paszfiel MaHeld WHCTPYMEHTOB BpYYHYIO, HaBeJuTe KYpPCOpP MBbIIIH

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

Dailn  [paeka Beraska Qopmar TaBowua  JanHwe

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

dain Mpaska |kLIJpHDT

Pucynok 28 — Knorika cBopaurBaHus paszena

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

(cMm. Pucynok 29).

Daiin  [Npaeka Beraeka @opmar  TaBavua

A c><1 KO Thames
= v mn o KK YA

dain Mpaeka WpndT
fx % B~ &
2 C

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

Dailn  [paeka Beraska Popmar  TabBawua

w <><o X0 Tharmes

= w X K 4 AR
dain Mpaska I}’LU|JL10T

Pucynok 30 — Kxorka oTobpakeHust MHCTPyMEHTOB pasjiesia

3.3.3 3MeHUTH pe:KUM 0TOOPaKeHHUsI IaHeJI HHCTPYMEHTOB

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

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

Brg O6wwi goctyn  Cnpaeka

MacwTab L —_— L
T =
R1C1

h— 1
Manens MHCTpYMEHTOE * @ CraHpapTHas

1

KomnakTHan

CkpmiTe NaHENs

~  HaspaHwa pazgenos

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

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

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

Pucynok 32 — Knonka KomnakTHasi naHejIb HHCTPYMEHTOB

'ﬂ'ﬁ FpynnupoBaTts

- S
&y @y Emev\ﬂ”@(?""

Pucynok 33 — Knonka CTangapTHas naHelb HHCTPYMEHTOB
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3.3.4 Pa3nenbl naHem HHCTPYMEHTOB

3.3.4.1 Pasgen «®ain»

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

3 ~
= v

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

CTpesKy CIpaBa OT KHOIIKA OTKPBIBAETCS BBINAAKOIIMKA CIMCOK CO CIeAyHIIUMU

KoMaHaamu (cM. Pucynok 35 u pazgnen 4.1.7):

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

Pucynok 35 — Komanipl coxpaneHUst

— CoxpaHuTh — COXPaHUTb U3MeHeHHUs B TeKyIlleM JJOKYMeHTe;

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

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

F-H h o‘:{ ﬁ hd é KO Thames

Gy © ¢ X K 4 AB
-

WpndT
|E;] EwicTpan nevats
D
MNapameTpel CTPEHWLUE W NEYaTk.,
Srcnopt e POF
Pucynoxk 36 — KomaHnp! neuatu
— bbicTpasgs meyaTh — pacrnedaraTb JOKYMEHT, MCIIOJIb3ysl HACTPOMKHU IIeYaTu
0 yMOJTYaHuIo (cM. paznen 4.1.10.3);
— IlapameTrpnl cTpaHuIbI M IIe4aThb — HACTPOUTh I[lapaMeTpbl IeYaTd U

pacriedaTaTh IOKyMeHT (cM. pasfen 4.1.10.2);
— 3Okcnopr B PDF - oskcnoprupoBath ¢ain B ¢gopmare PDF wmm PDF/A-1°
(cm. pasmen 4.1.9).

% Okcnopr daiinos B dopmar PDF/A-1 nepoctynen 8 OC macOS.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2022 41



MonOdonc

3.3.4.2 Paznen «IlpaBka»

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

% 0O B>y &
D C

Mpaeka

Pucynok 37 — Paznen IlpaBka

1. 3 (Beipe3atsb) — nomectuth B 6ydep obmena OC BbIesIeHHOE COJlepKUMOe TabJIUIIbI
C ero yaajieHueM U3 JIokyMeHTa (cM. pasnen 4.4.1.6).

2. (KonmupoBartb) — mnomectuth B Oydep obmena OC BbliesieHHOe CO/IEpXKUMOe
TabyMIIbI 6e3 ero yjanaeHus U3 JOKyMeHTa (CM. paszen 4.4.1.6).

3. @ (BcraButh) — BcTaBUTH conepxkumoe Oydepa obmena OC ¢ coxpaHeHHEM
ucxogHoro d¢opmarvpoBanus. IIpy HakaTMUM Ha CTpeNKy CcHopaBa OT KHOIKHU
OTKpPBIBAeTCSI BbITIA]AIOIINN CITHUCOK co CJIeTyIOIIMU KOMaHJIaMU

(cm. PucyHok 38):

* |E% é X0 Tharmes -
O C
Mpagka [} Beraswms

BCTaEWTe 3HAUEHWE

BcTaguTe HedopMaTUPOBAHHBIA TEKCT

Pucynok 38 — KomMaH/ipl BCTaBKU
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— BcraBuTh — BcTaBUTh copepxkumoe 6ydepa oomena OC ¢ coxpaHeHHeM HUCXOJIHOTO
¢dopmatupoBanus (cM. pasgen 4.4.1.7);
— BcTraBuTh 3HaYeHHe — BCTaBUTh UTOTOBOEe 3Ha4eHHe GOPMYJIbl B KOHEUHYIO STUeHKY
6e3 camoit popmyiisl (CM. pasmen 4.5.6);
— BcraBuTth HepOpMaTHPOBAHHBIN TEKCT — BCTaBUTH COJiep>kuMoe Oydepa oOMeHa
OC 6e3 coxpaHeHHst UCXOAHOTO popMaTupoBanus (CM. paszen 4.4.1.7).
4. ) (OT™MeHHTH) — OTMEHHUTD TIOCIIe/IHee JeHCTBIe, POU3BEIeHHOE C JOKYMEHTOM.
5. ( (IloBTOpHTB) — BEPHYTH PE3yJIbTAT MOCIEIHEr0 OTMEHEHHOTO JIeHCTBHSI.
6. 5 (KomupoBats ¢opmarupoBanue) — komnuvpoBaTb B 0Oydep obmena OC
dopmaTUpOBaHUe BbI[IEJIEHHOI'O0 (parmMeHTa TekcTa. [Ipy HaxaThu Ha CTpesKy ClipaBa
OT KHOIKH OTKPBIBAETCS BBINAJAIOIIMN CIIMUCOK C OOBEKTaMHM paHee CKOIMPOBAHHOTO

¢dopmaruposanus (cMm. Pucynok 39 u pasnen 4.11.12.3):

=

X B « @% Calibri v 1w
D C 608 053 [

Mpaeka
CymmapHbie npogamm

A B 31-40

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

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

4n - At
KO Tharmes A 12 || A

W K Y4 AB T 0 Av £

Pucynoxk 40 — Paznen HIpudgT

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

yKa3aHHBIM BUIOM IipudTa (cM. pasnen 4.11.1).

2. 12 /¥ — dbopmaTrpoBaTh BbIIeNIEHHBIN HparMeHT TeKCTa B COOTBETCTBHH C YKA3aHHBIM
pa3mepoM tmpudTa (cm. paszgen 4.11.2).

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

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

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

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

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

Ha MOTYepKHYTHIN (cM. pasmen 4.11.3).

8. AR (Bce mpomucHbie) — mpeo6pa3oBaTh BCe CTPOYHbIE OYKBBI BBIIEJIEHHOTO ¢parMeHTa
tekcra B [IPOITMCHBIE (cM. pa3pgen 4.11.3).

9. “F (3auepKHYTBIil) — U3MEHUTb THIl HAYepTaHUs BBIIEJIEHHOTO ¢gparMeHTa TeKCTa Ha

3adepKHyThi (CM. pasnen 4.11.3).
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10. =-= (Jpyrue Bo3moxkHOCTH (OpMATHPOBAHUS) — IIPU HAXXAaTUU HA JAHHYIO KHOIIKY
pa3BoOpauMBaeTcsl  IOAMEHI0,  KOTOpOe  COJEepXUT  Cllefjylolllde  KOMaH/bl

(cm. Pucynok 41 u paznen 4.11.3):

HO Thames w12 v AT _,-'3,"" = = BE=
L& ] T 1 , j—
X K 4 BT m Av O v

WpK % 2 AR B APB BbipaBHWBaHWE
:}\i \\ + —

]

Pucynok 41 — JIpyrue Bo3mMoxHOCTH GOpPMaTHPOBAHUS

— X. (IlomcTpounbrnii 3Hak) — 0QpOPMUTL BLIOpaHHBIM  ¢parMeHT —TeKCTa

B BUJI€ nonctpounbix 3HAKOB )

— X" (Hanpcrpousblii 3HaK) — OQpOpMUTb  BBIOpaHHBIM ¢dparMeHT —TeKcTa

B BI/IHe HaJACTPOYHBIX 3HaKOB;

— AP (VmmoTHeHHBI) — YCTAaHOBUTH VIUIOTHEHHBII WHTEpBAl MeXIy CHMBOJAMU
B BbIOpaHHOM (pparmMeHTe TeKCTa;

— AB(OObrumBIi) - yCTaHOBUTH OOCBIYHBIA MHTEpBAl MeXIy CHMBOJIAMU
B BbIOpaHHOM (pparmMeHTe TeKCTa;

— 4D (Paspesxennblit) — yCTaHOBUTBL pa3peXXeHHBIH MHTEPBAT MEX/y CUMBOJIAMU B

BbIOpaHHOM (pparmMeHTe TeKCTa.
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11. i (IBet TexcTra) — PpopMaTUPOBATh BblfleJIeHHBIM (parMeHT TeKCTa B COOTBETCTBUU

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

XO Thames v 12w AT AT = = = = 7 %
a4 JR—
HKHABF-"Q%@* B v
WpundT
HeT nocnegHKx LIBETOR

MGEEEE

Bonbwe oTTeHkOE -

Pucynok 42 — IIBet Tekcra

12. © (IIBeT BBIIEJIeHHS TEKCTAa) — BbIIEIUTh GparMeHT TeKCTa BbIOpaHHBIM IIBETOM

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

KO Thames w12 v AT r"l't+ = = = = F _311
4 J—
X K 4 ABF - ivﬁﬂ B v
WpudT
Het n eqHWX LBETOB
Be3 ueeTa

PucyHoxk 43 — 11BeT BbiZiesieHUsI TeKCTa
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3.3.4.4 Paznen «BoipaBHUBaHMe»

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

BripasHuBaHue

Pucynok 44 — Pasnen BeipaBHuBaHMe

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

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

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

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

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

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

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

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

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

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

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

~  [NoeepHyTs Enpaec Ha 45°

Japate yron o w

Pucynok 45 — IloBopot Tekcra

9. —o (Ilepenoc mno cnoBaM) — pacIOJIOXUTb TEeKCT B BbIJIEJICHHOW siUelike

0 IIMpUHe cTojbma (cM. pasaen 4.11.8).
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3.3.4.5 Paszmesn «49uciao»

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

Cowmin W

P 0,.-"‘3 oo Qo

Yucno

Pucynok 46 — Paznen Yucio

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

2. P (Jenexnpnii ¢opmar) — 0TOOpasuTh  COJEPXKUMOE  BbIJIEJIEHHBIX  si9eeK
B JieHe)XXHOM ¢opmare (cM. paszen 4.4.2.2.3).

3. % (IIpouenTtHnIii ¢opMar) — O0TOOpPA3UTh CONEPXKUMOE BBIIEJIEHHBIX — sTYeeK
B IporieHTHOM ¢opmate (cM. pasnen 4.4.2.2.6).

4, 0 (YMeHBIINTH Pa3psSiTHOCTb) — COKPATUTh KOJIMYECTBO OTOOpakaeMbIX pa3psiioB
CIpaBa OT 3alsTOM B  YHCJIAX, HAXOMSIIMXCS B  BbIIEJIEHHBIX  sS4eikax
Y BBIDOKEHHBIX B BUIE JIECATUYHOM pobu (cM. pa3pen 4.4.2.5).

5. 99 (YBemuuuTh Ppa3psifHOCTb) — YBEJIMYUTH KOJIMYECTBO OTOOpakaeMbIX paspsijioB
CrpaBa OT 3amsITOM B  YHCJIAX, HAXOMSIIHUXCS B  BbIIEJIEHHBIX  sSdeiikax

Y BBIDOKEHHBIX B BUIE JIECATUYHOM JIpobu (cM. pa3pen 4.4.2.5).
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3.3.4.6 Paznen «$ueiiku»

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

L v EH"' ™ L S BE dakpenums v
= E g @ 0@ Mpynnupoeate v

Aueikmn

Pucynok 47 — Paznen SIueiiku

1. < (IBer 3anmuBKHM) — BbIOpaTh [IBET 3allOJIHEHUS  BbIJIEJIGHHOW  sSTYeHKHU

(cm. Pucynok 48 u pa3pen 4.11.10).

E%Hﬂvﬁﬁﬁﬁhﬁp&nmbv '1_j|

L]
WaTh ™

[aHHbie

Ol ] p

Be3 upeta

Bonblie oTTeHKDB »

Pucynok 48 —LIget 3anuBku
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2. HH - HAaCTPOUTh OTOOpakeHWe, TUIl U NBET JIMHUMA TPaHUI] BbIODAHHOM SYEMKU WIN

nuarnasoHa stueek (cM. Pucynok 49 u paspen 4.11.11).

L v |E% ™ & # B Zakpenute v T

Auenikmn [laHHbIE

/ HeT rpanuy

~L L

Pucynok 49 — Hacrpotika rpaHuil

3. B (O6bequHUTL S9eiikuM) — OOLEMHUTL WM pasbe[MHUTL BbileJIeHHbIe SYeKu
(cMm. pasnen 4.2.3).

4. 5 (BcraBUTH CTPOKY BBINIE) — BCTaBUTb HOBYIO CTPOKY HaJl BBIJIEJIIEHHON
(cm. pasnen 4.2.5.7).

5. && (BcraBUTH CTPOKY HH)Ke) — BCTABUTh HOBYIO CTPOKY IIOJl BbIJIeJIeHHOU
(cm. pasnen 4.2.5.7).

6. E (BcraBuTh croJifen; ciaeBa) — BCTAaBUTh HOBBIM CToiOell CjieBa OT BbIJIEJIEHHOTO
(cm. pasmen 4.2.5.6).

7. ﬂ (BcraBuTh CcTOJIOEI] CIIpaBa) — BCTaBUTh HOBBIA CTOJIOEI] CIpaBa OT BBIJIEJIEHHOTO
(cm. pasnen 4.2.5.6).

8. ¥ (YmaauTh CTPOKY) — YJIJIUTh BBIIEJIEHHYIO CTPOKY (CM. pasnen 4.2.5.10).

9. $ (Ymanurs crosiben) — yIajuTh BhIJIeIeHHbIN cTonber] (cM. paznaen 4.2.5.10).
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10. ¥ (3akpenuTsb) — 3aKpeNUTh BBIJIEJIEHHbIE CTPOKW WM CTOJIONGBI. [Ipy HakaTwu Ha
CTpelKy CIpaBa OT JAHHOW KHOIIKM OTKDBIBAeTCS IMOJMEHI0, KOTOpOe COHEepXKUT

ciepytone koMaHael (cM. Pucynok 50 u paznen 4.2.5.8):

O~ HE‘ v O |E JakpenuTs \{i T o
= L '
&=

. JakpennTe No ropUIcHTAN
AuerKn

l:l 33K|:I EMNAUTE NO BERTHUKANKW

5] JakpenuTe BRIBpaHHBIe CTROKKW W CTonbUb

[ ] JakpenuTe cbnacTe

Pucynoxk 50 — YnpaBieHue 3aKkperjieHHbIMU 3JIeMeHTaMU

— 3akpenuTh 0 FTOPU30HTAIH — 3aKPENUTh BbIOpPAHHbBIE CTPOKY;

— 3akpenuTh 0 BePTHUKAIH — 3aKPEIIUTh BLIOPAHHbIE CTOJIOIBI;

— 3akpenuTh BBIOpaHHBbIe CTPOKH M CTOJIONBI — 33aKpelNUTh OJHOBPEMEHHO U
BbHIOpDAHHbIE CTPOKH, U BbIOpaHHBIE CTOJIOIIHI;

— 3akpenuThb 00JIaCTh — 3aKpenuTh 00J1aCTh TAOIUIIBI, B KOTOPOM BepxHel JieBOu
STUEMKOU SIBJIsIeTCsl siuerika Al, a MpaBOM HMDKHEW SYeMKOM — syelKa, yKa3aHHas
M0JIb30BaTeJIeM;

— CHaTb Bce 3aKperuvieHus — OTMEHUTD 3aKpellyieHrne BCeX CTPOK U CTOJI6IIOB.
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11. ¢f (CpynmmpoBaTh) — TPyNIUPOBAaTh BLIOpAHHBIE CTPOKHM WM CTOJIOITHI.
[Ipu HaxaTHX Ha CTpeJIKy CIIpaBa OT JIAHHOW KHOIIKU OTKPBIBAeTCs MOAMEHI0, KOTOpoe

COJIEPXKUT Cllefytorye koMaHabl (cM. PucyHok 51 u paspen 4.2.5.9):

Ov HHy ™ 2 = B saperimn v ]
= E ﬂ % |¢Q [ pynnnposaTh ‘E]é*

AueKm
0@ [pyNAMpoBEaTE CTROKM

,:g:, MpynnupoeaTe cToabUb

gl

Pucynok 51 — I'pynnupoBka

— I'pynmmpoBaTh CTPOKH — IPYIIIMPOBATh Bbl/leJIeHHbIE CTPOKHY;
— TI'pymmupoBaTh CT0JIOIBI — TPYIIIMPOBATh BblJle/IeHHbIe CTOJIOIb;
— O4ucTUTH TPYNNHUPOBKY — OTMEHUTb I'PYIIMPOBKY Bbl/IeJIeHHBIX CTOJIOIOB WK

CTPOK.

3.3.4.7 Pazgen «J/lanunbie»

B pazpesne Janubie (cM. PucyHok 52) pacrnosioxkeHa KHOTKa v (CopTupoBka u puabTp),
C TIOMOIIBID KOTOpPOW OTpefieisieTCsl JWana30H JaHHBIX Ui GWIBTPAIMd W COPTHPOBKHU

(cm. pasgmen 4.2.6).

Vv

HanHbie

Pucynok 52 — Pazpnen /lannsble
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3.3.4.8 Pa3nen «BcraBka»

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

ol ~ &
Beraska

Pucynok 53 — Paznen BecraBka

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

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

A

soe (BCTaBKa) — IIpU HAXATHUU HA [OAHHYKO KHOIIKY OTKPbIBA€TCA IIdHeJIb BCTdBKH,

KOTOpasi COJEPXKUT cllefiytoliye KHONKH (cM. PrucyHok 54):

]

=
<

T (o s
1 B & R -
Nattbe Nuer ~

WMzobpasenns Q

TekcToBCE NOAE

;\h

= ;-
— |
= -

Durypa >

Jwarpanna ¥

-
I CeoaHan Tabauua
ji_)\ Dopmynb

P

/_} Cownka

o
M
Jata
| ll Bpema
@ JameTra

Pucynok 54 — Ilanenb BcTaBKU
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|:J (JImcT) — BCTaBUTH B JOKYMEHT HOBBIH JIUCT (CM. pasnen 4.3.1).

D (A300paxkenue) — BCTaBUTh M300pakeHue (cM. pasfen 4.9).

:_: (TexcToBoe 10JIe) — BCTAaBUTh TEKCTOBOe ToJie (cM. paszzen 4.10.2).
B (Purypa) — BcraBuTh Purypy (cm. pasznein 4.10.1).

Iﬁ (MuarpamMma) — BCTaBUTDb Auarpammy (cMm. pazgen 4.8).

Hj (CBomHas TabIMIIA) — BCTAaBUTh CBOAHYIO Tabuuily (cM. pasnen 4.7).
Fx (Popmybl) — BcTaBUTh popmyiny (cM. paszen 4.5.4).

.;'__.T' (CcpuIka) — BCTaBUTDb TMITEPCCHUIKY (CM. pa3zen 4.4.3.1).

5 (laTa) — BcTaBUTH TeKyIlyto aaty (cM. pasnen 4.4.1.5).

{ E' (Bpems1) — BcTaBUTh TeKylllee Bpemsi (cM. paszen 4.4.1.5).

EI (3ameTka) — BCTaBUTh PYKOIIMCHOE IpUMedyaHHe K BBbIJeJIeHHBIM siuelikam

(cm. pasnen 4.4.4).
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3.3.4.9 Pa3nen «CBomHaa Tadouma»

Eciu B 1okymeHTe BbijiefieHa CBOJAHAs TabiuIla WIA  OJHA/HECKOJIBKO  siUeeK
M3 ee juana3oHa (cM. pasgen 4.7), TO Ha TaHeId HWHCTPYMEHTOB OTOOpaXkaercs

pasnien CBogHasA Tab/IMIa, KOTOPHIKA COIEPXKUT Cileflytolie KHOMKHU (cM. PucyHok 55):

£y
7 OBHoBuTh @,

=

2897 Hactpowts

CeogHan Tabanua

Pucynok 55 — Paznen CBopgHas Tabiauna

1. E:; OOHOBUTH — 0OHOBUTH CBOAHYIO Tabyuiy (cM. pazzen 4.7.3).
2. 997 HacTpOMTB — OTKPHITh TIAHENb YIIPABIeHHUs CBOIHOI Tabmumeii (cM. paszen 4.7.2).

3. BB (Ynanuth cBOHYI0 TAOJIHMILY) — YIAIUTh CBOAHYIO TabuUIy (CM. pasnen 4.7.4).
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3.3.4.10 Paznen «/lmarpammar»

Ecmm B HOKYMeHTe BblleJIeHd OWaIrpdMMa (CM. pasznein 48), TO Ha IlaHeJIM MHCTPYMEHTOB

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

Ii_l v Ii w e {:f HactpouTe

|£ w IE w @b Yaanute

Awarpamma

Pucynok 56 — Paznen [lmarpamma

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

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

H rMCTI:IFrJEMME C HAKONAEHHMEM

=
ull HEIFIMMFICIE-EHHEH FTMCTOrpamma C HakonaeHWem

PucyHoxk 57 — I'mcrorpamma

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

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

=  [fluHeliuatan guarpamma © rpynnupoBkoi
duarpam

sm  [lMHeluaTan 4WarpaMma C HakomIeHWEwM

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

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

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

Ii_ w Ii w “ {3} HactponTe

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

|£ lpaduk

B

paduk c HakoneHWew

H

HopmupoeaHHBA rpadue © HaKONAEH e

[%

paduk c Maprepamm

3

Mpaduk © HAKONAEHMEM W MaPKEDAMM

i

HopmupoBaHHBIRA rpadik © HAKONAEHMEM W MapKERaMA

Pucynok 59 — I'padux

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

(cm. Pucynok 60).

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

duarpami

4 D[IU Owarpamma v IE' BOAHaA Tabauua

B [warpamma c oBRacTamm
= Jwarpamma c oBAacTAMK M HAKOMIEHWEN

& HopMWpoEaHHaA AWarpamma ¢ oBAACTAMM M HAKOMIEHHEN

Pucynoxk 60 — Jluarpamma ¢ obsactsaMu

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

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

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

B manHOM paspeite pacnosioykeHa KHOTIKA @; (Y mamuTs nzoopaxkenue) (cM. pasnen 4.9.4).

Ed

Maobpans...

Pucynok 61 — Paznen M3o6paskenue

3.3.4.12 Paznen «Purypa»

Ecimu B nmokymente BbiflenieHa ¢urypa (cMm. pasdzgen 4.10), To Ha maHeld HMHCTPYMEHTOB

otobpakaercst paszen ®Purypa, KOTOpbIN COJIEPXKUT CIleqyoIre KHONKU (cM. PucyHok 62):

MoaroHATe pasmep {E

Purypa

Pucynok 62 — Paznen ®urypa

1. HOIII‘OHS[TI) pa3Mep — IIOAOTHATb BBICOTY Cl)I/Il"ypr jae)i] paCHOHOXeHHbeI B HEM TEKCT

(c™m. paznen 4.10.4).
2. (E (Yoanurs ¢urypy) — ynanute ourypy (cm. pasgen 4.10.6).
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3.3.4.13 Pa3nen «Tabiuma»

Eciu B gokyMeHTe BbiJlelieH 3JIeMeHT «YMHOM» TaOJIMIbl WM «yMHash» TabJuIa IejIMKOM
(cm. paspen 4.5.8), To Ha maHeM UHCTPYMEHTOB oTobpakaetcs pasaen Tadmuna (cMm. Pucynok 63).

B nanHom paspeine oTobpaskaeTcsl Ha3BaHUe «yMHOMY TaOJIHIThI.

TaGawual

Tabnuua

Pucynok 63 — Paznen Ta6iauna
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3.4 Ctpoka ¢popmy.r

B crpoke ¢opmyn orobpakaeTcs HWCTHHHOE COIEPXXUMOe BbIIeJIeHHOW — STYeMKHU.
Hanpuwmep, B suerike Al (cm. PucyHok 64) orobpakaercss uncio 1 u comepXuTcs 4ucio 1;
B siueiike A2 oToOpaXkaeTCst YMCIIO 2 U COJIEPXKUTCS YMCIIO 2; B sdeiike A3 oToOpakaeTcst YUCTo 3,

HO cofiepkuTcst popmyria, pe3ysiIbTaTOM BBIYUCIIEHUS] KOTOPOU SIBJISIETCS YUCIIO 3.

f 1 fx 2 e =CYMM(AL; A7)
A B A B A B

1 1l 1 1 1 1

2 2 2 2| 2 2

3 3 3 3 3 3]

4 4 4

Pucynok 64 — Ctpoka ¢popmyi
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3.5 bokoBag nmaneinn

bBokoBasi maHesib COJEP>KUT ClleAyolre KHONKU (cM. PrucyHok 65):
— () — OTKpBITH TaHeJIb IIOMCKA M 3aMeHbl JJaHHBIX B IOKyMeHTe (CM. paszien 4.4.6).

— X — OTKpBITH NaHes b GopMy (cM. paszien 4.5.4).

— [l&] — oTkpeITb TaHenb ympaBieHUs CBOAHOM Tabmumei (cM. pasgen  4.7).
KHonka otobpaXxaercs, ecjid B JOKYMeHTe BblJleJIeH 37IeMeHT CBOJIHOM TaOJIUIIbI.
- @ — OTKpBITb TMaHeldb paboThl C MakKpokoMaH#amu (cMm. pazgen 4.12.1).

KHnorika oToOpakaeTcs, eciiv B IOKYMeHT JJobaBjieHa XOTs Obl 0JTHa MaKPOKOMaH/Ia.

>

Bcraeka

=
=
>
2 0O

=

©)

+ 100% w

Pucynok 65 — bokoBas naHesnb
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3.6 Bxiragku JiMcroB

Bxmanku mcroB (cMm. PucyHok 66) momoraioT Mojib30BaTesito IepeMeliaTbCs M0 JIMCTaM
TeKyIleil KHUTH.

Pabora c iucramu moapo6HO omnvcaHa B pasjene 4.3.

14
15
16
17

Nuctl Nuct2 m +

Pucynok 66 — Bxiiaiku nucroB

3.7 Ctpoka cocrossHHS

B crpoke cocTosiHus coziepkartcst ciieyoIiue JaHHble U MHCTPYMeHThI (cM. PucyHok 67):
— 3HA4YeHMS] aBTOMATHU4eCKH MOACUYHUThIBaeMbIX GpyHKIMM (CM. pasfen 4.5.3);

— UWHCTPYMEHTHI JIJIs U3MeHeHUs MaciliTaba TeKyIero jiMcra (cM. pasnen 4.3.6).

CYMM 0 CP3HAY 0 MWH 0 MAKC O CYET3 0 m = L + 100% b

Pucynok 67 — Ctpoka cocTosiHUS
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3.8 OxHO OBICTPHIX AeHCTBHIT

OxHO ObICTpBIX JeicTBUM (cM. PucyHok 68) mpemgHazHadeHO i1l OBICTPOrO BBIIIOJIHEHUS
KOMaH/I, KOTOpble COJiepXXaTCsl B KOMAaHJIHOM MeHIo (CM. paszen 3.2).
Ytobbl  OTKpPBHITH  JJAaHHOE  OKHO, BblOeprUTe  TyHKT  KOMaHOHOTO  MeEHIO

Copaska > BeIcTpBIe ielicTBHS WK Ha)kKMUTe codeTaHue kiasum Ctrl+/.

Cozgate

Cozpate no wabnaoHy...
OTEpBITE...

CoxpaHnTe

CoxpaHvTe Kak...

IKCOOPT...

BricTpan neuate

MapameTpsl cTRAHWLE W NeYaTE

JakpeiTe

Boipezate

KonwposaTe

Pucynok 68 — OxHO OBICTPBIX JIeHCTBUI

YT06b!I BEIOpaTh KOMaHy M3 CIIMCKA, BBIIIOJIHUTE OJTHO U3 CIIeAYIOLIUX JIeHCTBUM:

— IIpokpyTuTe CIIMCOK /10 HY>KHOM KOMaHZbl C IIOMOIIBIO KOJIeCHKa MBIIIU WM IIPaBOW
BepPTUKaIbHOM I10JIOCHI IIPOKPYTKU. BbibepuTe KOMaHy IIETYKOM MBIIIH.

— HaunuTte BBOIUTH Ha3BaHWe KOMaH/bI B CTPOKY mHoucka. Korma tpebyemasi komaHza

0TOOPa3UTCs B pe3yJsibTaTaxX IMOMCKa, BHIOEPUTE ee MIeTYKOM MBIIIIH.

OxHO 6bICprIX JEerCTBUM aBTOMaTUYeCKU 3dKpbIBA€TCs IIpHU BBIIIOJIHEHWW KOMdH/BI.
YTobbI 3dKPbITb OKHO 6e3 BbIGOpa KOMaH/BbI, LIeJIKHUTe IIO0 J'IIO6OMy MeCTy 34 IpefeinaMmu

JAaHHOI'O OKHA WJIK HA’)KMHUTE KJIABUIITY Esc Ha KJIaBHaType.
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4 PABOTA B TABJINYHOM PEJAKTOPE

4.1 TeiictBus C ¢paitnamu

4.1.1 Co3gatsb daiin

HoBeiii daiinn cozaeTcst 0 yMOIYaHUIO IIpY BXojle B IpwiokeHre «MonOduc Tabmuna.
JlomalHsist Bepcusi».

Yrobbl co3faTh HOBBIM aill BO BpeMsi pabOThl B IPWIOXKEHUM, BBIIOJHUTE OJIHO W3
CIIeVIOIIVX NeUCTBUM:

— Bribepute nyHkT koMaHaHOrO MeHto ®aiin > Co3agaThk (cM. PrcyHok 69).

— Haxwmure coueranue xiasumi Ctrl+N.

®aiin  [lpaeka Bcraeka @opmar  TabBavua  [a
D Cozgate Ctrl+N

Co3pate no wabnony...

[ OtkpbiTh.. Ctrl+0
OTKpRITE B... r
HegaeHwe gokymeHTH L4

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

Coxpanute wabaoH...

Pucynok 69 — KomannHoe menio Paiin
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4.1.2 Co3gathb mabsoH ¢aiina

[ITabsoH ¢aiyia MOIHOCTBIO MOBTOPsieT UCXOAHBIM ¢aii. [[labnoH yno6HO KCIoIb30BaTh
1pu pabote ¢ ¢paiiiamMu, y KOTOPbIX eCTh HabOp MOBTOPSIIOIIMXCSI 3JIeMEHTOB.

YtoObI co3pmath mabiioH daiisia, BBIMOIHUTE CIeIyIolIie JeHCTBHUS:

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

2. Bribepure myHKT koMaHaHOTO MeHIO Paiin > CoxpaHuTh madsoH (cM. PucyHok 69).

3. B oxnHe daitioBoro MeHepkepa BblOepuTe MAIKy [Jisi COXpaHeHUs IIa0JI0HA, YKaXXUTe

uMs ¢aiina 1 HaxxMuTe KHOIIKY CoXpaHHUTh.

4.1.3 Co3parp ¢aiin u3 mabioHa

Hns  cosganust  daiila M3 MOATOTOBJIEHHOIO  IMabJIoHa  BOCIOJIb3YHTeCh
OITHUM M3 CJIeAYIOIINX CIIOCOOO0B:
1. JIBaX[bl MEJIKHUTe 0 He0OX0AMMOMY IIAbJIOHY B GaliJIOBOM MeHeJKepe.
2. Broibepure nyHKT koMaHHOTO MeHI0 Paiin > Co3gars mo mabsony (cMm. Pucynok 69).
B oTkpsiBIIeMcst okHe $aiisioBOoro MeHekepa BbibepuTe 11abjIoH, HA OCHOBE KOTOPOTO

TpebyeTcs co3aaTh dail, U HAXMUTE KHOIIKY OTKPHITS.

OTKpoeTcsl HOBBIN IOKYMEHT, FOTOBBIN K peJakTUPOBaHUIO.
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4.1.4 OTkpBITH daiin

YToObI OTKPHITH (aiisl, BOCIOIb3YHTECh OOHUM U3 CIIeAYIOLIUX CIIOCOOOB:
1. JIBaxkabl 1miesikHUTE TI0 (ailily JIeBOoM KHOIKOM MBIIIIH.
2. Orkpoure nmpunoxenue «MonOduc Tabmuma. {omarmHss Bepcusi». 3aTeM BBITIOJTHUATE
cllefyIounye JercTBUs:
— Bribepute myHkT KomMaHaHOTO MeHI0 Pain > OTKpbeITh (cM. PucyHok 69) wim
HakxMuTe coderaHue kiiasui Ctrl+0.
— B oxue ¢aitmoBoro MeHemkxepa BblbepuTe TpeOyeMbli ¢aii U HaXKXMUTE

KHOTKY OTKPBITh.

Ecim B HacTosmui MOMEHT JIOKYMEHT OTKPBIT JPYTHMM I10JIb30BarejieM, TO IMPOCMOTP U
pelakTUpOBaHWe JIAHHOTO JOKyMeHTa He#ocTymHbl. Ha 3kpaH BbIBOAUTCS —coobieHue,
npejicTaBieHHOe Ha pucyHke 70.

3akpoiTe IOKYMEHT U JIOXKIUTeCh OKOHYaHUSI PabOThI IPYTOro MOJIb30BaTesl UM CO3JlakTe
KOIIUIO IAHHOTO JIOKYMEHTa.

YToObI 3aKpBITh JOKYMEHT, HAXKMUTE KHOTIKY 3aKPBITh.

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

o [ OKYMEHT yKe MCNob3yeTca

APRYTUM NONb30BaTENEM. OTKphITb
KOMWH 3TOTO A0KYMEHTAa, 4YTObbI
NnpocMaTpyBaTe W PelakTUpOoBaTb
ero CO,.EI,E!F-I}KHMOE?

OTKpLITE KONWHD JaKpeITh

Pucynok 70 — JInanoroBoe okHO
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4.1.5 OTKpBITH HeJaBHUE IOKYMEHTBI

B npunoxenun «MoiOd¢uc Tabnuma. [lomamHss Bepcus» COXpaHSIETCSl CIIMCOK
JIOKYMEHTOB, C KOTOPBIMHU I10J1b30BaTelIb paboTal B IIOC/IelHee BpeMsl.

Yrobel  OTKpHITb daiyl U3  COMCKA, BblOEpUTe IyHKT KOMAaH/IHOTO  MeEHIO
dait1 > Henasuue mnoxymentni’ (cM. Pucynok 71). B oroGpasuBimemcs IOIMEHIO BHIOEpHTe
Tpebyembii dai.

Ecnu crivcok HeflaBHUX GalIoB NOTEpPsyI aKTyalbHOCTD, yanuTe ero. Iis atoro Beibepure

ITYHKT KOMAdHJIHOI'O MEHIO daiin > HEI[aBHI/Ie JTOKYMEHTHI > OYHCTHTS.

Daitn  [Npaeka Beraeka @opumar TaGowua  Jandsie  Whctpyments Bug  OBwy
EI Cozgate Cirl+M

Cozgate no wabaony...

U AR T e A

[ Omkpwits... Ctrl+0
OTKprITE E... r
HeaaeHwne gokymeHTh ¥ [ Cnucok eeBunapos.xods

ol Coxpanute Ctrl+5 (7] 3akas yuebHukoe.xods

CoxpaHuTh Kak... F12 Quuctnts

Pucynok 71 — KomangHoe mento ®Paiin

’ IynkT koManaHOro MeHio Paitn > Hemaaue gokymentsl Hefoctyned B OC macOS.
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4.1.6 OTKpBITH Qaiii B JPyroM NpUI0KEeHUHN

Penaktupyemslii ¢aiiin MOXXHO OTKpPBITH B APYIOM TabJIMYHOM pefaKTope HaIpsIMyI0 W3
npunoxenus «MoitOduc Tabnuma. Tomamuss Bepcus»®. Boibop pemakropa Juis AajbHeHIIeH
pabOTHI OCYIIEeCTBJISIETCS C TIOMOIIBIO IyHKTa KOMaHAHOTO MeHI0 Paitn > OTKpHITH B...

(cm. Pucynok 72).

@©ain  [paeka Beraeka @opmar  Tabavua  fJaddwie WHctpyments B

m Cosgats Ctrl+M

harmes b
Co3gate no wabaoHy..
K 4 aBF -
(5 Omkpuits... Ctrl+0O
OTKpEITE B... ’ LibreQffice Calc
HegaeHwe oKy MeHTsl 4 Excel
= O E
5 Coxpanuts Ctrl+5
CoxpaHuTe KaK.. F12

Pucynok 72 — KomannHoe mMeHio Paiin

CnMcok AOCTYyNHBIX TaOJMYHBIX PeJJaKTOPOB CO3[aeTcsi BPYYHYIO C TOMOIbI0 daiia
koHurypanuu OpenWithList.ini (ogpobnee cM. B nokymeHTe «MoiOduc CraHIapTHBIN.
HomarHss Bepcusi. PykoBoACTBO MO yCTaHOBKeY).

Komanpa OTKpBITH B... He 0TOOpaXkaeTcsl, eCliM KOHPUIypalMOHHbIN (aiil He CO/Iep KUT
JIAHHBIX WX COJIEPXKUT HEKOPPEKTHBIE JJaHHbIE.

[Tpu BeimonHenny koMaHabl Pain > OTKPBHITH B... Galil 3aKphIBaeTCs B MPHIOKEHUU
«MoitOdpuc Tabnuna. JlomamHssi Bepcus» W OTKPbIBAeTCS B YKa3aHHOM IPUJIOXKEHUHU.
Eciu Ha MOMeHT 3akpbiTHsi ¢daiijla B HEM OCTaJMCh HeCcOXpaHeHHble W3MeHEeHUs, MPUJIOKeHHe

«MonOduc Tabmuma. [lomanisss Bepcusi» npejjiaraeT COXpaHUTb UX.

¥ Hepoctynuo npu pa6ote B OC macOS.
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4.1.7 Coxpanursp daiin

Y1oOBbl COXpaHUTH HOBBIM AW WM CO3[aTh KOMMIO TeKylero ¢aisia, BBIIOJIHUATE
CJIeyIolye IeNCTBUS:
1. BeinonHuTe KOMaHAY COXPAHeHHs OJIHUM U3 CJIeyIOIIHUX CII0COOO0B:
— Bribepute nyHKT KOMaHIHOTO MeHI0 Paiin > CoxpaHuTh Kak (cM. PrucyHok 72).
— Ha nanenu wuHCTpyMeHTOB, B pasfeie <Paiim HaXMUTE Ha CTPEJIKY
ClipaBa OT KHOIIKHA (CoxpanuTh) ¥ B BBINAJAIONIEM CIIMCKe BbIOepuTe
koMaHny CoxpaHuts kak (cM. PucyHok 73).
— Haxwmure wiaBumry F12 mpu pabore B OC Microsoft Windows wnmu coderanue
kiasui Ctrl+Shift+S npu pabote 8 OC Linux.
2. B oxnHe CoxpaHMTBh KaK BblOepuTe MaNKy /JIsi COXpPaHeHUs], YKOKWUTe UMS U THII

¢arina/konuu Paitsia U HaxMuTe KHONKY COXpaHUTh.

[Tpu cozmanuu konuy pabourM AOKYMEHTOM CTaHOBUTCS KONUs (aiia.

|% .\,‘( ﬁ v é KO Tharmes
X K Y AB
CoxpanmnTe WipnT
CoxpaHWTe KaK...
C D

Pucynok 73 — Knonka CoxpaHuTh

YtoObl n3bexaTh MOTEPU JIAHHBIX B Cydae cO0eB B paboTe KOMIIbIOTEPA, PeKOMEeHIyeTCs
MepUOJINYeCKU COXPAHSITh TEKYIIUM IOKYMEHT.
Inst  coxpaHeHusi U3MeHEHHMM B TeKyIIeM JIOKYMeHTe BBIIOJIHUTE OJIHO U3
CIIeYIOIIUX NeUCTBUIA:
— DBribepute nyHKT koMaHHOTO MeHI0 @aiin > CoxpaHutsb (cM. PucyHok 72).
— Ha nanenu wuHCTpyMeHTOB, B pasneiie Paiiyi HaXXMUTE KHOIIKY (CoxpaHuTts)
(cm. PucyHnok 73).
— Ha mnanemu wuHCTpyMeHTOB, B pasfene Paiim HaXMuTe Ha CTpPeJKy CIipaBa
oT KHOIIKH || (CoXpaHUTh) U B BbINAJIAIOIIEM CIIMCKe BbiOepuTe KoMaHy CoXpaHUTH
(cm. PucyHnok 73).

— Haxmure couetanue xiasumi Ctrl+S.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2022 70



MonOdonc

4.1.8 OTnpaButs Qaiin mo moyure

[Ipu pabore B  IPWIOKEHHWH  pelakTUpyeMbld  (ail ~ MOXHO  OTIPaBUTh

no onekrpoHHou moure’, daii  OTmpaBifercas C  [OMOIbI0  [OYTOBOIO  KJIMEHTa,
ykazanHoro B OC B kauecTBe IMPOTrpaMMBbI TI0 YMOJTYaHHUIO.

YT06b1 OTIIPAaBUTH AT 110 3JIEKTPOHHOM MOYTe, BBITIOJTHUTE CIIeIyIOIIne IeUCTBUS:

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

(cm. PucyHok 74).

OTnpaenTe No NoJTe...

Pucynok 74 — Komannnoe merro Oomuii gocryn

2. B okHe co3pmaHus HOBOT'O COOOIIeHH:
— BBeIUTE aJipec MoJTyydareris;
— Ipy He0OXOAUMOCTU U3MEHUTE TeMY COODIIeHHS;
—  BBeJIUTe TeKCT COOOIIeHHs.

3. OrtnpaBbTe cOOOIIEHKE.

¥ Hepoctynuo npu pa6ote B OC macOS.
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4.1.9 DxcnopTupoBaTth ¢ai

B npusioxkeHuu mpeycMoTped sKcropt daiiia B popmarsl PDF u PDF/A-11°,
Y1068 3KCIIOPTUPOBATH ¢aiil, BBIIIOIHUTE ClelylolIye JeHCTBUS:

1. BeimomHUTEe KOMaHY SKCIIOPTa OJJHUM U3 CIIeAYIOIIUX CIIOCOOO0B:

— BribepuTe myHKT KOMaHIHOTO MeHI0 Paiin > JkcrnopT (cMm. PucyHok 76).

®aiin  [paeka Bcraeka @opwmar  TaBawua  [fa
D Cozgate Ctrl+N

Co3pate no wabnony...

[ Omxpoith.. Ctrl+0
OTkpRITh B... r
HegaeHue gokymeHTsl L

= Coxpanute Ctrl+5
CoxpaHnTe Kak... F12
FKCNOPT...

Coxpanute wabnoH...

(= [apameTpbl CTRaHWLB M NEYaTh Ctrl+P
JaKpLiTE

Pucynok 75 — KomangHoe mento ®Paiin

1 3xcnopr daitnos B popmare PDF/A-1 Heoctynen B OC macOS.
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— Ha nmanenn wuHCTpyMeHTOB, B pasfene <dPaiyi HaXMHUTe HA CTPeJIKY
crpaBa oT KHONKH (— (BBICTpasi meyaTh) ¥ B BBLIIAJAIONeM CIIHMCKe BhIGepuTe

koMaHay Jkcnopt B PDF (cm. PucyHnok 76).

Daitn  [lpaeka Beraska @opmar  Tabowua [JanHwe

v &f; @ hd é XO Thames
e o< X K U

WpudT

E} BricTpan nevats

MapameTpsl cTpaHWLB M NEYaTE..,

Skcnopt e PDF

Pucynok 76 — Komanna 9xkcopt B PDF

2. B okse ¢ailioBoro MeHepkepa BblOepuTe MankKy ISl 3KCIIOPTA, yKaXkUTe WUMs U

¢dopmar ¢aiina u HaxkmMuTe KHONIKY COXpaHUTh.
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4.1.10 ITeyaTs mOKymMeHTa

4.1.10.1 Br16op obsiacTu meyaTu

J1J1st medaTi MOXKHO BbIOPATh:

dparMeHT JOKYMEHTA — YKa3bIBaeTCs BDYYHYIO.

3agaHHyl0 00/1aCTh — YKa3bIBaeTCs BPYYHYIO WM BBIOMpaeTCs aBTOMAaTHYeCKH,
eCJIM JIJIsl JOKYMeHTa B CTOPOHHEeM peJlakTope 33j/laHa 00J1acTh MevyaTH.

Jlmcr gokymeHTa — BBHIOMpaeTCs  aBTOMATHYeCKHd, eCId B JIOKYMeHTe

He BbI6paH q)pal"MeHT WJIKX He 3d/1dHd 00J1aCcThb JJIA I1e49aTH.

4.1.10.1.1 ITeuyaTs BrIOpaHHOro ¢pparmMeHTa

YTo0bbI paciiedaTaTb Cl)pal"ME‘HT AOKYMeHTd, BbIIIOJIHUTE Clleyroiue JerCTBUS:

1.

Brinenute pparmMeHT, KOTOPBIA HEOOXOUMO pacrieyaTaTb.

2. TlpaBoil KHOIIKOW MBIIIIY IIIeJIKHWTE TI0 Bbl/IeJIeHHOMY (parMeHTy.

3. BoimonHuTe KOMaHIy KOHTeKCTHOTO MeHto IleyaTs BhIesieHHo#i obstactu (cM. PucyHok 77).

(=T - B I = TR ¥, I Ry ¥ R o ¥

Py | = |t | o |t | o |t | e | | = | =
(== - RN R = T ¥ R A R N L™

A B c D E F C
01.02.2010 2010 2(20102 Toeap 1 422 656
01.02.2010 2010 nlonan o ™ n e
01.02.2010 2010 o  Beipesate Crl+X
01.02.2011 2011 Kenupoeats Ctrl+C
01.02.2011 2011 [} Berasute Ctrl+V
01.02.2011 2011 BcTaBuTh 3HAYEHWE Ctrl+Alt+Y
01.02.2012 2012 BcTaenTh HedopMaTROBEHHBIA TEKCT
01.02.2012 2012
01.02.2012 2012 TR BcraewTe cTpoky Boiwe Alt+A
01.03.2010 010 &8 Beraguts CTROKY HAME Alt+B
01.03.2010 ] E BrTaeuTe cTonBey, cneea Alt+L
01.03.2010 2010 ﬂ Bcrasute cTonbey cnpaea Alt+R
01.03.2011 2011 F YganuTe cTpoky
01.03.2011 2011 @ YaamTe cTonbey
01.03.2011 2011
01.03.7012 012 B OBveguHWTs Aueikun Ctrl+Alt+M
01.05.2012 2012 [MeyaTb BMAENEHHDA OBAACTW...

01.03.2012] 2012 S
01.04.2009 2009 Hucnoeoi fopmar...

Pucynoxk 77 — KoHTekcTHOe MeH10
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Otkpoertcst okHo IIapaMeTpbI cTpaHUIBI B MeyaTh (cM. pazzaen 4.1.10.2).

4.1.10.1.2 TTeyars 3agaHHOM 00J1ACTH

[Tpu mevatu JOKyMeHTa aBTOMAaTU4YeCKH BbIOMpaeTcs 3ajjaHHasi 06J1acTh, eCcii OHA yKa3aHa
B npwiokeHun «MouOduc Tabmuma. JlomamiHsss Bepcus» WIA B CTOPOHHEM IPWIOXKEHHH.
Hanpumep, B npunoxxenuu Excel ¢ momoripio komadbl Pazmerka crpanuns! > Q6sacTs nmeyaTu
v B npwioxkennu LibreOffice Calc ¢ momoribio komanasr @opmar > JIluana3oHsl nevaTH.

YtoOBI yKa3aTh 06J1aCThb MmevaTy B mpuioxkeHnd «MorOduc Tabmuia. J{omarHsis Bepcusi»,
BBITIOJIHUTE CJIeIYIOIe IeHCTBUS:

1. Boigenure Ha nucTe 06J1aCcTh, KOTOPYIO HEOOXOAUMO pacrevyaTaTb.

2. Boibepure mnyHKT KoOMaHgHOro MeHro @®opmar > OOsacth mewyatm >

3agaTh obs1acTh meuatu (cM. PucyHok 78).

HJISI Ka’XI0ro JIMCTa JOKyMeHTa 00/1aCTh IIeYaTH YKa3bIBAE€TCA OTAEJIbHO.

Dopmar  Tabavua Jaddwe WHectpyments Buag  OBwmnin go

LU 4 -
RS vilz vl AT A
BripaeHueaHue r
'&,‘B F ooo i L Ii:}
Ywncnosol dopmar...
MNeeopot TekcTa »
OBnacte nevatw / MpaHWuE oBAacTH NeYaTh
3 C D

Jagate obnacTe NeYarn

OuncTiTe 0BAacTe NeYaT

Pucynok 78 — KomangHoe meHio @opmar
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'panunbl  BIOpaHHOM

(cm. Pucynok 79).

obnacTtu re4yaTu BBIEJISAIOTCS

paMKOW  CUHEro

A B C D E F

1 [MHara Fog  Mecam loa-mecsn Tosap Ipopamn B pyod.

2 01.02.2010 2010 2 20102 Tosap 1 422 656
3 01.02.2010 2010 220102 Tosap 2 81343
4 01.02.2010 2010 220102 ToBap 3 8 853
5 01.02.2011 2011 220112 Tosap 1 868 818
6 01.02.2011 2011 220112 ToBap 2 271 237
7 01.02.2011 2011 220112 ToBap 3 46072

[Ipy HE0OXOIMMOCTH JaHHYIO paMKy MOXHO

CJIeIyIolve IeNCTBUS:

Pucynok 79 — I'panuiibl 06s1acTi nedaTu

CKPBITb.

1BeTa

HJISI OTOI'O0  BBIIIOJIHHUTE

1. Bribepure myHKT KOMaHHOTO MeHIO Popmat > Obsactes meyaru (cM. Pucynok 80).

2. Caumwure ¢naxok I'paHunbI 001aCTH IeYaTu.

Dopmar  Tabawua  Jannwme  WHctpymedte Bug OBwwi go

LWpndTe r v [11 v A

BripaeHueaHne r
AB T e A

Uncnosoli ¢opmar...

Moeopot TekcTa »
O6aacTs nevatk A lpannup cbaacTi nevatw
C D

Jagate obnacTe Nedarn

OYncTUTE 0BNacTE NEYaTK

A
&

Pucynok 80 — KomangHoe meHio ®opmar

YToOBI 0TOOPA3UTh PaMKYy, YCTaHOBUTE JAHHBINM (PIIa’kOK MTOBTOPHO.
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YtoObl u3MeHWTH 0OjacTh TIedyaTd (HarpuMmep, ecid o0jacTh IedaTH  Oblia
BbIOpaHa HEKOPPeKTHO), BBIIIOJIHUATE ClleyoIlre 1elCTBUS:

1. Boibepure mnyHKT KkKoMmaHjaHOoro MmeHio Popmar > Ob6macts mewyatu >
Ouucrutsh obsacth meuyaru (cM. Prucynok 80).

2. TloBTopHO BBIOEpHTE 06JIACTh MeYaTH TaK, KaK 3TO OMMCAHO BBIIIIE.

Y1o6B! pacnieyaTaTh 33JJaHHYIO 00/1aCTh, OTKpOKTe OkHO IlapamMeTphl cTpaHUIIBI U NTeYaTh
OJTHUM M3 CJIeJIYIOIIUX CII0CODOB:
— Bruibepute myHkT koMaHgHOTO MeH0 Paiin > IlapamMeTrpsl cTpaHMUBI M NeYaTh
(cMm. Pucynok 81).

— Haxmure coueranne kinasuil Ctrl+P.

@aiin  [lpaeka Bcraeka @opmar  Tabavua  [la
D Cozgate Ctrl+M

Coznate no wabnony...

[=  OtkpbiTs.. Ctrl+0
OTKpBITE B.. r
HegaeHwe gokymeHTH L4

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

Coxpanute wabaoH...

(= [apameTpbl CTRaHWLB M NEYaTh Ctrl+P
JaKpeiTe

Pucynok 81 — KomangHoe mento ®Paiin

OTtkpoetcst okHO ITapaMeTpb! cTpaHUIBI M MeYaTh (cM. pazzen 4.1.10.2).
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4.1.10.1.3 ITeyaTs Tekymiero JucTa

YToObI pacmevaraTh TEKYIIUN JTUCT JOKYMEHTa, BBITOJIHUATE CJIeYIOIIre AeCTBUS:
1. Y6emutech, 9To AJid JOKYMeHTa He 3ajilaHa 00acThb mevyatu (cM. pasaen 4.1.10.1.2).
2. Ortkpoute okHO [TapaMeTpsI CTPAHUIBI U EYATh OJJHUM U3 CIeIyIOIINX CIIOCOOOB:
— Broibepute nyHKT koMaHIHOTO MeHio dPaiin > IlapameTpsl cTpaHUIBI U eYaTh
(cm. Pucynok 81).
— Ha nanemm wuHCcTpymeHTOB, B pasfene Paiim  HaXMUTE Ha  CTPEJIKY
cinpaBa oT KHONKM (— (BBICTpasi me4aTh) ¥ B BHLINAZAlONIeM CIIMCKe BhlGepuTe

komaHy IlapameTrpsl cTpanunsl 1 medartsb (cM. PucyHok 82).

®ailn [paeka Beraeka @opmar  Tabavua  JadHwe
v 05('; ﬁ W é KO Tharmes
By o c X K 4

WpudT

E] BricTpan nevats

MapameTpsl CTRAHWLE W NEYATE...

3

FkcnopT & POF

Pucynok 82 — Komanja IlapameTpsl CTpaHUIIBI M ITe4aTh

— Haxwmure couetanue xkinasumi Ctrl+P.

OTtkpoertcst okHo ITapaMeTpb! cTpaHuIBI M meyaTh (cM. pazzen 4.1.10.2).
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4.1.10.2 OxHo mapamMeTpoOB CTPAHUIIBI U IIEYaTH

Oxno IIapameTpsl cTpaHunbl U nedyatsb (cM. PucyHnok 83) conepxur:
— 001aCTh HACTPOEK IeYaTy;

— 06J1aCTh IPEAIPOCMOTPA JIOKYMEHTA.

O0J1acTh HACTPOEK NMeYaTH O0JacThs npeanpocMorTpa

=2 MapameTpel crpaHuLsl ui'leqan: l >
MpunTep

Microsoft Print to PDF v fara Ton | Mecan | Fogmecnm Mpuisn m py.
2010 Fl D P 422 656
2010 2|20 2 Al 343
CeOICTEA NPUHTEpRA.., 2011 Fl BT [
2011 Z|xon1 2 Bl #16
201 ajzon 2 g 270 ET
Meuarts B OTTeHkax ceporo N 2oz Tonag 3 46072
R I 2[amzz Tuap | 1 573 386
. O1LIEH12 22 2|z 2 Tonag 2 Jhll 6
Kenuu 01,02 2012 2012 2[amiz 2 romsp 3 52 107
[ ] T Toaap | 200218
1 : KomnnekToeaTe 23. ¥ [T T 3f2000 3 Tonag 2 26 151
[ T E] TE ToRap 3 14185
T T fanin s Tomap | 1 762 651
R ) . . [T ETT e Tomap 2 428 875
LJ0aacTh nevatn fnanason [REET T El T Tanp 71202
[IEEE ETE ] R Toeap | 32 826
D Beck amct v | | Bee crpaH.. ¥ ENEEE Sz ranap 2 419424
[EEEE IETE i ENEE] ToRig 3 114 540
1.} 2003 4 |20 & Towap | 452 &30
- 0,04, 200 2003 4|20 4 kg 2 231 EE3

Hanpumep: 1-3, 37 :

aLoa 00| 2009 4200 5 Tanag 3 64 047
[ T 42004 Tuwap | 407 147
01062011 201 420040 & 160 02
[T ET Il 51 140
a He neyatatk NycTble CTPaHKLB 102011 2 4201 4 LR
R I Al a 253 034
[T T 4m11 4 19555
[BycTOpOHHAR NEYETL 2010 sl s 58027
2011 5[ s 54 534
Brikn. . 2010 5|20 5 22179
I [ 3HH 816
aLoe00s| 2009 |20 6 52 135
[ [ E 4l 447
Macwrab [ T G [2000 6 676 197
[ IR [ 401 255
Mo PazpeiBam cTpaHKy 01062011 2011 & |20 6 g 112 862
R T [ Towap | 736 395
o HOJ'II:];OBEITE'J'II:CKHI?I 100% : O10GH01 | 2011 L B ToRag 2 222 &85
01062011 2011 62011 6 o 3 708
e ETE Glaz Toaap | 52877
- [ T G2z i Tonag 2 260 857
prenTaLia [EEESE IETE [l EXTIE Tonag 27817
01.07.2008 2008 7|20a ¥ Teoap | 573 844
[T T fl 2 152 173
i 1EE 7 fani [
2 7 411 277

. = Bnncate
CoxpaHWTe Meuats OTtmena

Pucynok 83 — Oxno IlapameTpsl CTpaHUIIBI M ITIe4aTh

Ecmm nuct/BeiOpaHHBI pparMeHT/3alaHHasl 00JIacTh He COJIepXXUT JIaHHble JIsS IeyaTh
WIM BCe JlaHHble IS Tle4aTd HaXOASTCS B CKPBITBIX  CTOJIOIIAX W CTPOKax,
OKHO TTapaMeTpPOB CTPAHUIIbI U 1eYaTH He OTKpbiBaeTcs. Ha akpaH BBIBOJUTCS AMAIOTOBOE OKHO C
coobmenuem: «Her mannbix pama  medatu. [lokamyiicra, y6enurech, 4YTO y Bac ecThb

I10 KpaﬁHEﬁ Mepe OJlHd CTpaHUlld C AdHHBIMU IS TI€e4aTH).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2022 79



MonOdonc

4.1.10.2.1 IIpenBapuTeIbHBIH IPOCMOTP JOKyMEHTa

HJ’[S[ IpeaBapyuTeJIbHOI'O IIPOCMOTPA JOKYMEHTAa IIpe/lHa3Hd4eHbl CJIeJyIoIrue KHOIIKHU:

- Y il — YMeHbIIUTh/yBeJIMYUTh MacIlITab CTPAHUIILI B 00JIaCTU MPeAPOCMOTPa;
Bromcarp — BnimcaTh CTpaHUITY B 00/1aCTh PeJIIPOCMOTPA;

v [ — nepeiiTH K CiieyIome/peaplIyInel CTpaHulle JOKyMeHTa.

MaCHITa6, YCTaHOBHEHHbIﬁ B objactu NpearpocMoTpd, He BJIMSMEeT Hd TI'PdHHUIIBI I1e4YdTH.

WHCcTpyMeHTHl HM3MeHeHUs MaciliTaba IpefiHa3HAUYeHbl TOJIBKO [JIsl JIeTajIbHOTO IPOCMOTPA

COAepXXUMOIr'o 1IOKyMeHTd.

st ynobcTBa mpocMOTpa MOXHO pacmvpuTh oKHO IlapameTrpsl cTpaHHMUBI M IedarThb

JIO HY>KHOT'O pa3Mepa, JIBUT'asi ero rpaHuIlbI.

4.1.10.2.2 Hacrpoiiku neyaTu

B obnactu HacTpoek nme4aTy MO>KHO yKa3aTh CIleiyIolye TapaMeTphl l1e4aTH:

IIpunTep — npuHTEp AJIs [le4aTy JOKYMeHTa.

CBoiicTBa mpuHTepa — KHomka JjoctynHa Toibko B OC  Windows.
Ilpy HaxaTuum OTKpBIBAeTCSI OKHO CBOWCTB IpuHTepa. Bujgy u  cocraB
IlapamMeTpoB OKHA 3aBUCUT OT MOJleJIi IIpUHTepa, BBIOPAHHOIO B TIIOJie BBIIIE.
[TapameTprl, yka3aHHble B OKHe CBOMNCTB IIpUHTepa, aBTOMAaTUYeCKH I1epeHOCSTCS
B COOTBETCTBYIOIIME TI0JIst 06JIaCTH HACTPOeK meyartu' !,

IlevaTh B OTTeHKax ceporo — Ile4yaTb IIBeTHOIO TeKCTa W H300pakeHUH,
KOTOpBIe COJiep>KaTcsl B JOKYMeHTe, B OTTeHKax Ceporo IjBerTa.

Komnuu — kouecTBO 1eyaTaeMbIX 3K3eMIUISIPOB JIOKyMeHTa.

KomnnexkroBath/He koMmjiekToBaTh — 1I0jIe JIOCTYIIHO, eCJIM  KOJIMYECTBO
IevyaTaeMbIX 3K3eMIUISIpOB MpeBsliaeT 1. OmnpefesnseT NOPSJOK MPYyNIAPOBKYA CTPaHMIL
BO BpeMsl [1evaTy:

— KommiekToBaTh — rpynnupoBaTts 1o konusm (1,2,3 1,2,3 1,2,3);

— He xoMIuIeKTOBaTH — rPYIINUAPOBATh 10 HOMepaM ctpanui (1,1,1 2,2,2 3,3,3).

11

HaCTpOfIKH 11e49aTu, KOTOpbIE He MoAAep>KUBAIOTCSA IIpUHTEPOM, HeJOCTYIIHbI

B OKHe HapaMeTpm CTpAaHUIIBI U IT1€YaTh.
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— O6sacTb mevyaTH KokyMeHTa (cM. pazzen 4.1.10.1):
— 3agaHHas — 11e4aTh 33JJaHHON 06J1aCTU JOKyMeHTa.
— Bechb JIMCT — 1IeYaTh JIMCTa, KOTOPBIY OTOOpaXKaeTcs Ha dKpaHe B HACTOSIIIIUN MOMEHT.
— Beinenenssnii pparMenT — reyaTh GpparmMeHTa, BbIOPAaHHOTO B IOKYMEHTe.

— Ilome BBOJa HOMepPOB/IUANA30HOB CTPAHHUIl AJIS MeYaTH — HCIOJIb3YeTCs, eciu
HeoOX0JIMMO paciieyaTarb OTIe/IbHble CTPAHHUIIbI WA IUANa30Hbl CTPAHUIL BBIOPAHHOTO
ymcra/obnacry/dpparmMenTta. CTpaHHUIIBI [ IeYaTH MOT'YT OBITh YKa3aHbl KaK:

— Howmepa otaenbHbIx cTpanui. Hanpumep: 5, 10, 12.

— Jluamasonsl cTpanu — 9epe3 neduc. Hanpumep: 1-8, 10-11.

— Crpanunel ¢ Havasa JucTa/obaactu/pparmeHTa 10 yka3aHHOU — B ¢popmaTe -<No>.
Hanpumep, ecnu B 11osie BBe/ieHO 3HaUeHHUe -3, TO paclieyaTatoTCsl CTpaHUIbl 1-3.

— Crpanuubl C yKa3aHHOM 10 KOHIA JMcTa/obnactu/dparmMenta — B popmare <No>-.
Hanpumep, ecnu B mosie BBeieHO 3HaUeHUe 3-, U JIUCT/06J1acTh/HparMeHT COJIEeP>KUT
6 cTpaHMIl, TO pacevyaTaloTCsl CTPAaHUIIbI 3-6.

— JImamazoH — T1ojle  HEeAOCTYIIHO TIpU  [eyaTd  BbIOpaHHOro  ¢parMeHTa
(cm. paspmen 4.1.10.1.1). Comepxxut ciieiyIomiyie MyHKTHL:

— Bce cTpaHHIIBI — [T€YATh BCeX CTPAHMIT TEKYIIero JINCTa/3aJaHHON 06J1acTH MevaTHy.

— Hevernsle crpaHunpl, YeTHble CTpPaHHUIBI — [IyHKThl IpeJHAa3HAYeHbI
IUlsl  JABYCTOPOHHeM  @ledaTd  JIOKyMeHTa  BpPyYHy0O  Ha  IIpHHTepe,
KOTOpBIi He TMOJJep)XHUBaeT 3TOT TUIl Ie4aTU B AaBTOMAaTHYeCKOM pexXuMe.
JlJisi medaty cHavaja HYKHO BBIOpDAaTh HedeTHble CTPAHUIIbI, 3aTeM I1epeBepHYThb
CTOTIKY JIMCTOB 0OpPaTHOM CTOPOHOM U BbIOpATh MeyaTh YeTHBIX CTPaHUII.

— He meuyaTaTh mycThle CTPAHUIILI — ITYCTHIMA CYMTAIOTCS CTPAHUIIbI, HA KOTOPHIX HET
siueeKk C JJaHHBIMHM, OOBEKTOB (iMarpamMM, M300pakeHUi, GUTyp), siUeeK C TpaHUIIAMU
(cM. paspmen 4.11.11) wiu 3amuBkod (cM. pasgen 4.11.10). [lo ymomuanuio
¢dakoK yCTaHOBJIEH.

ITpu ycranoBke/cHsiTUH ¢rnaxkka He mewyaTaTh mycThble CTpPaHHIBI B 006JacTu
[Ipe/IBApUTEJIbHOTO IIPOCMOTPA CKPBIBAIOTCS/OTOOPAXKAIOTCSl IIyCThle CTPAHUIBl U
obI1iee KOJIMYECTBO CTPAHUI] YMEHbBIIIAeTCsl/yBeTMIUBAeTCSI.

Eciu  Tpebyercs  pacmeuyaTaThb ~ OT/AeNbHble  CTPAHUIIbI/IUANA30H  CTPAHMII
BBIOpAaHHOTO  JiMCTa/O0macTv/dparMenTa,  MpeABapUTENIbHO  yOeAuTeCch,  4YTO
¢naxxok He medaraTh m©IycThble CTPAHHIBI YCTAaHOBJIEH, a 3aTeM YKaXuTe
HeoOXOJIMMble  CTPAHUIIbI/IMANIa30H  CTPAHHUI[ JyUIsl Te4aTHd, OpPUeHTHUPYSICh Ha

HyMepalrIo CTpaHUIl B 00J1aCTH Npe/IBapUTeIbHOTO IIPOCMOTPA.
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— JIByCTOpOHHSISI IeYaTh:

— BeIiki. - OIOHOCTOPOHHSA 11e4dTh;

— Hepemle'r 1o JJIHHHOMY Kpaxo - ABYCTOPOHHSA 11e49aThb,

CTPAaHUIBI ITepeBOPAYrBAIOTCA OTHOCHUTEJIIbHO JJIMHHOI'O Kpasd,;

— Ilepemuer no KOPOTKOMY Kpam - IIBYCTOPOHHSIS TMeYaTh,

CTPaHUIIbI IepeBOPAYUBAIOTCSI OTHOCUTENIbHO KOPOTKOIO Kpasi.

— Macmradb - cocraB HAcTpoeK B JIaHHOW TpyIle 3aBUCAT OT 3HA4YeHus,

BbIﬁpaHHOFO B nnojie Q0JIacTh Me4YaTH.

— FEom B roJsie OosacTe nmeyaru BBIOpaH Texymmit JIMCT,

TO rpymnmna Macmrrad cofiepXuT cieyiomie HAaCTPOUKHU:

Ilo paspeiBaMm CcTpaHunm — eCIM Ha  JIMCT C  TIOMOIIBIO
TabmyHoro  pemaktopa  Excel wmm  LibreOffice  Calc  BcraBmeHsbr
Pa3peIBbl  CTpdHHUI, TO JIKCT paBGI/IBHETCﬂ Ha CTpaHUIBI B COOTBETCTBHUU
C TaHHBIMH Pa3pbIBAMHU.

Ecmu  wHa  smcre  HeT — pa3phiBOB  CTpaHHWI[, TO TpH  BhIbOpe
3HavyeHuss Ilo paspbIBaM CTpaHMI[ BCe COJIepXXMMOe JIUCTa pacredaTaercs
Ha OJTHOM CTpaHHUIIe B 0YeHb MEJIKOM MacIiTabe.

ITonb30BaTebLCKHIt - BPYYHYIO WU3MEHUTh MaciiTab JIUCTa
OTHOCHTeJILHO ITle4yaTHOW CTpaHuIbl. MaciiTab ykaspiBaeTcs B IIPOI[eHTaX.

Ecmu Ha sMcTe ecTh pa3pbiBbl CTpaHUIL (CM. OIMMCAHMWE HACTPOMKHU BBHIIIIE),
TO Tpu BbIOOpe Macmtaba Ilob30BaTeNbCKUid TeYaTh OCYIIECTBIISIETCS C

Y4eTOM JJaHHBIX pa3pbIBOB CTPaHMII.

— Ecm B mnone QO6smacts mewyaTH BboiOpaH BeineneHHbilt  ¢parmesr,

TO

B rpynme orobpaxaercs 1mose  Macmtad, KOTOpoe — COAEepXKUT

dlegyrone 3Ha9eHusd.

dPaxkTHIeCKHH pa3mep;

IlIo pa3mepy crpaHuIbl — IIOMECTUThb pacliedyaTKy BbIJJEJIeHHOIO ¢parMeHTa
Ha OJJHY CTpaHHILy;

Ilo mmpuHe cTpaHMIbI — BIMCATb BCe CTOJIOIBI BBIJIeJIeHHOTO ¢parmMeHTa
B OJIHy CTpaHHUILY;

Ilo BBICOTEe CTpaHMIIBI — BIMCAaTb BCe CTPOKHM BBIJEJIEHHOTO ¢parMeHTa

B OJIHY CTpaHMILY.
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Haxxmure knHomky Ilewarh, uToObl pacmedaraTtb AOKyMeHT, wid OTMmeHa,

YTOOBI 3dKPbITb OKHO.

4.1.10.2.3 HacTpoiiku cTpaHHIIbI

B o6macti HacTpoek IeyaTM MOXKHO YKa3aTb ClIe[ylolllhe IlapaMeTpbl CTPaHUIIbI
(cM. Pucynok 84):
— Opwuenranua - KHWXKHas (BepTUKalbHasl) WIM ajdb0OMHasi (TOPM3OHTAJIbHAS)
OpHeHTalUs CTPAaHUIIBI.
— Pa3smep 0ymaru — pazmep Oymaru, UCIIO/Ib3yeMOMU TPy TedaTu.
— Bepxnee mnone, Hwmxuee mosne, JleBoe mose, IIpaBoe mosie — paccrosiHue

MeXYy KpasdMH CTPaHUIIbI U COAEPXXHUMBIM JOKYMEHTaA.

C:|3|.1EHT-.’-LI,I.1FH

Paznmep Gymarn:

Ad (21%29.7 cm) -
Bepxree none: HuxHee none:

2,01 cm o 2,01 em .
JNesoe noae: Mpasoe none:

2,01 cm z 2,01 cem .

N =  Brnucate +
CoxpaHnTb Meuats QOTmeHa

Pucynok 84 — Hactpotiku cTpaHUIIbI

[TapameTprl  CcTpaHMIl, YyKa3aHHble [UIsi TeKyllero JIUCTa, MOXHO COXPaHUTH
IUIsl TIOCTIeAYIOIUX CeaHCOB IeyaTH. YToObl COXPAaHUTb HACTPOWKHM U 3aKPbITh OKHO, HaXXMHTe
kHonky Coxpanutb. UYT0OObI pacneuyaTaTb [OKYMEHT M COXPaHUTb HACTPOMKH, HaXMUTe
kHoIKy Iledarts.

[TapameTpel ~ cTpaHMIl,  yKa3aHHble  JJid  [e4yaTW  BbIOpaHHOrOo  ¢parmMeHTa
(cM. paspmen 4.1.10.1.1), mpuUMeHSIOTCS TOJIBKO BO BpeMs TekyIero ceanca. CoxpaHeHHe JaHHBIX

HACTpOeK HeJOCTYIIHO.
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4.1.10.3 BeicTpas meyaThb

JIokyMeHT MOXXHO pacredatatb B OJHO JeHCTBHe, 0e3 BbI30BA OKHA HACTPOHKU
CTpaHULIBI U [1€YaTH.

J11st GBICTpPOY MevaTH UCHOJb3YIOTCS:

— Hacrpoiiku neyaty o yMoT4aHuUIo.

— IlocnenHuii UCIOJIB30BAHHBIM NIPUHTEpP. ECiM HU OTHO YCTPOKCTBO He HWCIO0JIb30BaJIOCh,

TO BI)I6I/IpEIETC$I IIpUHTEDP, YKHBaHHbeI B HaCTpOﬁKaX CHUCTEeMBI.

JlJist 6BICTpOM MevaTH JOKYMEeHTA BBIIIOJIHUTE OJTHO U3 CIIeAYIOUIUX JeHCTBUM:

— Ha nmaHenu MHCTPYMeHTOB, B paszieiie daiin HaxxMuTe KHONKY (— (BBICTpas meyaTs)
(cm. Pucynok 85).

— Ha mnanenmu wuHCTpyMeHTOB, B pazfgene Paig HaXMUTe Ha CTPeJKy CIpaBa
or kHONKM (= (BbIcTpass meyaThb) M B BBINAJAIONIEM CIHCKe BbIbepuTe

KOMaHOy BI)ICTpaﬂ nevyarThb.

®aiin  [lpaeka Beraeka Qopmar  Tabavua JanHwie

h ‘;7':; ﬁ b é XO Thames
=2 o X K 4

W pudT

IE;] EwicTpan nevate

MapameTpsl CTRAHWLE W NEYATE...

JkcnopT e PDF

Pucynok 85 — Knonka beicTpast neyaTtsn
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4.1.11 3akpeITh daiin

[locne 3aBepmienuss pabotel c  ¢aljgoM coxpaHuTe ero (CM. pasfen
Y 3aKpOMTe OKHO MPUJIOXKEHUS OIHUM U3 CJIeAYIOIUX CIIOCOOOB:

— Bribepute myHKT KoMaHIHOTO MeHI0 Paiin > 3akpsITh (CM. PrcyHok 86).

@aiin  [paeka Bcraeka Qopmar  TaBawua [fa
|__h| Cozgatk Ctrl+M

Cozgate no wabnaony...

[ Omxpoith.. Ctrl+0
OTkpRITh B... r
HegaeHue gokymeHTsl L

= Coxpanute Ctrl+5
CoxpaHnTe Kak... F12
JKCNOpPT...

Coxpanute wabnoH...

(= [apameTpbl CTRaHWLB M NEYaTh Ctrl+P
JaKpLiTe

Pucynok 86 — KomannHoe meHio Paiin

— Haxwmure kHOIIKY 3aKPBITH B 3aT0JIOBKe OKHA IIPUJIOXKEHHSI.

— Haxmurte couetanvie xinasuil Alt+F4.
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4.2 JleiicTBHS C TUeHKaMH, CTOJIOIIAMH B CTPOKAMH

4.2.1 Pacimupurts padouyro 00J1acThb

Bce peiictBUsT Ha JIMCTe  OCYILIECTBIISIIOTCST B Ipefieiax  paboueit  obracTwy,
KOoTopasi HasbIBaeTcst Tabauuetl.

[To ymomyanuto tabmuma cocrouT u3 10 cronbmoB u 20 cTpok. 3a npenenamMu TabIIUIIbI
pacriojsio)keHa 30Ha ee pacliupeHus. Sl4eliku B 30He pacIIMpeHMUs] OKpallleHbl B Cepbli IIBET.
ITO 1oMoraeT CieJiaTh IPOIecC paclIupeHus TabIUIbl MHTYUTUBHBIM U yIOOHBIM.

['panuiel  TabAUIBI  PACHIMPSIOTCS ABTOMATUYeCKH, eclid Ha JIMCT  BCTaBJISIIOTCS
CKOIIMPOBaHHble  CTPOKW/CTOJOIBI,  KOJIMYeCTBO  KOTOPBIX  IIpPeBbIIIaeT  KOJIMYeCTBO
CTPOK/CTOJIOIOB B Tabiuile.

Eciu Tpebyercsi pacliipuTh TpaHUIBl TaOIMIBI BPYYHYIO, BBIIOJHUTE OJHO U3
CIIeVIOIIUX NeUCTBUM:

— JIBOWHBIM IIIeJTYKOM MBIIIM BblleNiuTe J0OyI0 s4eliky B CTpoKe WIM B CTojbIe,

KOTOPBIH CJieflyeT BKIIOYUTh B pabodyio 0671acTb.
— IlpaBo¥i KHOTKOM MBIIIM IIEJIKHUTE 110 3aTOJIOBKY CTPOKH/CTOJIOIA, KOTOPBIN ClenyeT
BKJIIOUUTh B pabouyyio 006J7acTb, ¥ BBIIOJHATE KOMAHJy KOHTEKCTHOTO MeEHIO

HMobaButs crpoku: n/ Jlod6aButs crosbns:: n (cM. PucyHok 87).

17
18
19
20
21
22
23 L\} Jobaente cTpoku: 2
24
25

Pucynok 87 — JlobaBinenue cTpok
— Broimenure mob0ylo sueliky B CTpoke/cTosblle Tiepefl 30HOM paclidpeHus. YToObl
YBeIUUWUTh pabodyio 006slacTh Ha OJMH WM HECKOJIbKO CTOJIOIIOB, WCIOJIb3YyHTe

kiaBuily Tab. YToOwl yBesnuuTh pabodyio 06JacTh Ha OJIHY WJIM HECKOJbKO CTPOK,

vcrosb3yiTe kiasuity Enter.
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4.2.2 BeigeauTh quana3oH ss9eex

4.2.2.1 BpietuTh IPOU3BOJILHBIN THANA30H STYeeK

YToObl BBIIENUTH TPOM3BOJIBHBIA [IMANa30H svueeK, HaBeJuTe Kypcop Ha S4euKy,
KOTOpasi CTaHeT IIepBOM B JMala3oHe. YepXXuBasi JIeBYIO KHOIIKY MBIIIH, MPOTSHUTE KypCop
JI0 TIoCTIefiHeH STYeMKU iMalia30Ha. 3aTeM OTITyCTUTe JIeBYIO KHOIKY MBIIIIH.

Heobxoaumblii Mana3zoH MOXHO BBIJIEJISITh B JIFOOOM HallpaBJIeHUHM CTPOKU WJTK CTOJIOIA.

[Ipumeps BbIZieIeHHsT TPOM3BOJILHOTO JTMAIla30Ha sueeK MpecTaBIeHbl Ha pucyHkax 8§8-90.

Pucynok 88 — Brijienenre auana3oHa sideek 110 TOPU30HTAIN

Pucynok 89 — Beinenenue yana3oHa siueek 0 BepTUKAIN

Pucynoxk 90 — BoiiesieHve quana3oHa siueek 110 JuaroHaau
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4.2.2.2 BeigesnTh BCe T4eiKH JINCTa

YTOoOBI BbIIEJIUTH BCe STUEeMKH, KOTOPble pacIoyioXeHbl B paboueil 001aCTH TeKyIllero JMcTa
(cM. paznen 4.2.1), BBITIOJTHUTE OTHO U3 CJIEYIONIUX JIeACTBUM:
— Bribepute nyHKT KoMaHHOTO MeHI0 IIpaBka > Beigenuts Bce (cMm. Pucyrok 91).

— Haxwmure coueranue kiasuin Ctrl+A.

HpI/I WUCIIOJIb30BaHUH 3THUX KOMAaH]l BBIJIEJISIOTCS SYEUMKH TOJIBKO Ha TeKylieM JI1CTe.
S4eriku Ha OPYIUX JINCTaX KHUI'Y HE BbIOEJIAIOTCH.

HpI/I rnepexojge Ha ,upyroﬁ JIUCT BbleJIeHe MUdIld30Hd Hd TeKYylleM JIMCTe COXPAHAEeTC .

Mpaeka Beraska @opumatr  Tabawua  JanHme FHeTp

D OtmeHuTs Ctrl+Z

" TMoeTopnTe Ctrl+Y

oo Beipesats Crl+X

Kenuwpoeate Ctrl+C

Iﬁ BrTaeute Ctrl+V
BcTaenTh sHa4veHwe Ctrl+Alt+V
BcTaenTe HedopMaTUROBaHHEIA TEKCT

& Konwposats dopmatpoBaHie Ctrl+5hift+C
MpumeHUTE GopMaTHROBEaHWE Ctrl+Shift+V
BmaenuTs Bce Crl+4

L Mouck Ctrl+F

Pucynok 91 — KomangHoe mento IIpaBka

4.2.2.3 CHATH BbIJiejIeHHe

YT10o06LI CHATDL BbIJle/IeHue, MIeIKHUTe JIeBOM KHOIIKOH MBIIIH 110 JII000H sYeiiKe JIUCTa.
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4.2.3 O0beIUHUTH U Pa3beUHUTH STYCHKH

4.2.3.1 O0peauHUTE A9eHKH

JIto60e KOMM4ecTBO sYeeK Ha TeKYIeM JIMCTe MOXKHO OObeTUHUTD.

[Ipu o6benuHeHNH sTueeK:

— OTMe4YeHHBIN JUAa30H CTAHOBUTCS eJIMHOU STYeHKOM;

— COXpaHSIOTCS JaHHbIe TOJIbKO U3 BePXHeU JIeBOU SUeiKU Auara3oHa;

— K O0OBbegMHEHHOW s4Yeiike TmpuMeHsieTcsi (OpMaTUpPOBaHME BepxXHel  JIeBOU

STYeMKH JUana3oHa.

YToObI 00BEIMHUTH STYEHKH, BbIIEJIUTE UX U BBIIIOJIHUTE OJIHO U3 CIeIyIOIINX JeHCTBUM:
— DBoibepute mnyHkT koMaHgHOro MeH TaGmumma > OO0BeIMHHTH SYEHKH

(cm. Pucynok 92).

TaGmmua fanneie  Wactpyments  Bug OBwwi goctyn  Cnp

TR  BcraewTo cTpoKy Boiwe Alt=A
& BcraewTe cTpoky Huke Alt=BE
E BrtaBuTe cTonbey cnega Alt=L
ﬂ Bectagute cTonbey cnpaea Alt+R
EE YaanuTs cTpoky
w ¥aanmTe ctonbey,
CkpbITh CTROKY
Mokazate cTpoky
CkpuiTe cTOABEL,
[Mokazate cTonbey,
B OBveanmiuTe Aueiikm Ctrl+alt+M
B PasweguHute Aueiikn Alt+Shift+M

Pucynok 92 — Komangaoe mento Taoaumna
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— Ha manenmu wuHcTpymeHTOB, B pasnene Sgeiikm (cm. Pucynok 93) HaxmwuTe

KHOIKY ] (O0BbeIHHUTE STYeHKH).

Qv HH” T & B 3acpervme v
E ﬂ % '“‘Q Tpynnupoeate v

Aueikmn

Pucynok 93 — Knonka O0beIHUTD STYeHKH

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

— Haxmure coueranne kinasuil Ctrl+Alt+M.

4.2.3.2 Pa3pequHUTE SYCHKH

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

YToObl pa3beduHUTL SIYeWKH, BbIEIUTe S4YelKy, CO3JIaHHYyI0 IIyTeM OObeJrHeHus,
Y BBIIIOJIHUTE OAHO M3 CIeAYyIOIUX JeUCTBUM:

— DBroibepute nyHKT KOoMaHmHOTO MeHio Tabimma > PazpequHuTh —sT9eHKH

(cMm. Pucynok 94).

TaBavua  fJadHeie  MHctpyments Bug  OBwwid goctyn  Cnp

TE  BcTaewTb CTpOKY Bhilwe Alt+A
& BcraewTe cTpoky Hiuke Alt=B
E BcraewTe cTonbey cneea Alt+L
ﬂ Betagute cTonbey cnpaea Alt+R
B YaanuTe cTpoky
w ¥aanuTe cTonBey,
CKpHTE CTROKY
Mokazate cTpoky
CkpuiTe cTOABEL,
[Mokazate cTonbey,
B OBveannuTs Aueiikm Ctrl+alt+M
B  PasweguHute Aueiikn Alt+Shift+M

Pucynok 94 — Komangaoe mento Taoaumna
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— Ha manenmu wuHcTpymeHTOoB, B pasnene S$geiikm (cm. Pucynok 95) HaxmwuTe

kHONKY [ (PasbeMUHHUTE STUeiKH).

O v HHH' ™ L S BE dakpenums v
FEH E g @ 0@ Mpynnupoeate v

Auerm

Pucynok 95 — Knonika Pa3sequHuTh ssueiiku

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

— Haxwmure coueranue xiasuin Alt+Shift+M.

JlauHtie, KOTOpbIE coniepkaTcst B 00BbeMHeHHOH sgJelike, [IOMEIIAI0TCS
B BEpXHIOID JIeByI0 s4YelKy TIOJyYeHHOro [vara3oHa. $luedikd Juama3oHa HacJIeAyloT

dopmaTupoBaHue 00beAMHEHHOU STYeKH.
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4.2.4 Anpecanus siueex M AUANA30HOB siYeeK

Anpecanuss — 3TO oOpalleHHe K s4YedKaM WM JWala3oHaM Il UX JlaJibHeWIero
WCII0/Ib30BaHUSI B BBIYHCIIEHUSIX.

Anpeca (Takke — CCbLIKU), OBIBAIOT TPEX BUJIOB:

— OrTHocUTeNnbHBIE — JTOT BHUJ] CCBUIOK U3MEHSeTCS IIPpU KONMPOBAaHUM WU
aBTo3amnojHeHuH. [lo yMomuaHUIO BCe CCBUIKM B pefakTope IPUHUMAIOT BUJ
OTHOCHUTEJIbHBIX.

— AOcoaoTHBIE — 3TOT BHJ CCBUIOK He U3MeHseTCs Tpd KONMPOBAHWM WM
aBTO3anoHeHud. [loaToMy MX HeoOXOIMMO HCMOJIb30BaTh Jjii GOPMYJ, B KOTOPBIX
eCTb ITOCTOSIHHbIE BeJINYMHBI, HAlIpUMep, MIPOIleHTHas CTaBKa.

— CwMmemaHHble — 3TOT BUJI CCBUIOK II03BOJIIET COYeTaThb KaK aOCONIIOTHBIM, TaKk U
oTHocuTeNbHbIN afpec. Hanpumep, B ccoiike B$5, D$S12 He MeHsieTcsi HOMep CTPOKH,

HO MOXeT MeHATbCA HaMeHOBdHHe CTOJ'I6I_[a.

4.2.4.1 Anpecanus sigeek B cTiiie Al

Crunb orobpaxenus cceiiok Al (cM. Tabnuma 3) ucnosnb3yeTcsi B IPUIOXKEHUH IIO
YMOJTYaHHUIO.

B crune Al agpec sueliku cocTOMT ©3 OyKBEHHOrO HMeHM CToibna |
9uciioBoro uMeHu ctpoky. Hanpumep: Al, C12, G37, ND185 u T.51.

[Ipu co3manuu daiina JIUCTBI COJlepKarT:

— 20 crpok ¢ umeHnamu ot 1 go 20;

— 10 cTronbioB c umeHamu ot A 1o J.

[Tpu nobaBneHuM CTONOIOB B TaO/IMIly HOBBIE 3JIeMeHTHI II0JIy4YaloT UMeHa, COCTaBJIeHHble
u3 Byx 0yks: AA, AB, AC, 3zatem BA, BB, BC u .11

Ecmu  nByxOykBeHHble — cOYeTaHMs]  3aKaHYMBAIOTCS,  CTOJIOIAM  IIPHCBAUBAIOTCS
TpexOyKBeHHbIe UMeHa.

[Tpu nobaBneHnu CTPOK B TAO/IMILY HOBBIE 3JIeMeHThI IPOAOJIKAIOT HyMepaluio.

Tab0suna 3 — AOCOJIIOTHBIE H OTHOCHUTEIbHBIE CChLIKHM B cTiie Al

OrtHocurenbHasa cceika | Al

AbconoTHasa cchUIKa $AS$1 — cronber ¥ CTPOKa He U3MEHSIFOTCS TIPY KOITUPOBAHUH

CMel1aHHBIe CCBLIKH $A1 - cronber; He U3MeHsIeTCs IPY KOTTMPOBAHHUY;

AS$1 — cTpoka He U3MeHsIeTCsl IPY KOTMPOBaHUU
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4.2.4.2 Anpecanus sigeex B criwiie R1C1

s nepexopma k ctwito otoopakeHus: cceliiok R1C1 BbiGepuTe MyHKT KOMaHIHOTO MEHIO

Bupg > R1C1 (cMm. Pucynok 96).

Buag OBwmia ao

MacwTab r

R1C1

Manens MHCTpyMeHTos  #
Pucynoxk 96 — KomangHoe mento Bug

B crune RIC1 u cronbmel, ¥ cTpoku o6o3HadatoTcs uuciamu (cMm. Tabmuma 4).
Anpec sueriky ipu 3ToM popmupyetcs 1o popmysie RnCm, rue:
— R - o6o3Hauenue crpoku (Row), a n — HOMep CTPOKH;

— C - obo3nauenue crosbia (Column), a m — HoMep cToJIbOIIA.
Hanpumep, ums stueriku D5 B ctune R1C1 - R5C4.

Ta0smua 4 — A0DCOJIIOTHEIE H OTHOCHUTeIbHBIEe CChUIKH B cTiiie R1C1

AbcomoTHas CCHUIKA R3C2 - abcomoTHas CChUIKA Ha S9eMKY, pacIOJI0KeHHYIO

Ha MepecevyeHUy CTPOKU 3 U CTOJIOMA 2;
R3 — abcomoTHas CChUIKAa HA CTPOKY 3;

C2 - abcosoTHas CChIIKA Ha crojberr 2

OTHOCHTeNTBHAS CCBUIKA | RC — grHOCUTeNbHAS CChUIKA HA TeKYIIyIOo sSTYelKy;

R[-2] — oTHOCHTENbHAS CChLIKA Ha CTPOKY, PAaCHoOJIOXKeHHYIO HA 2 CTPOKU
BBIIIIE TEKYIIeH;

C[3] — oTHOCUTeNbHAS CChITKA HA CTOJIOEIT, paclloIoKeHHbIN Ha 3 CTOJIOIA
MpaBee TeKyIIero

CMmenraHHbIe CCHLTKH RC5 - cchuika Ha siuelKy, paclioIoXKeHHYI0 B TeKyIllel CTpoke, B CTojb1ie 5;

RCJ-5] — ccpuika Ha sST9€HKY, PaCIONIOXKEHHYIO B TEKYIIEH CTPOKe
Ha D CTOJIOIIOB JieBee TeKYIIel sueiky;

R3CJ2] — ccpinka Ha sSYeiKy, pacIoyioXKeHHYIO B CTPOKe 3
Ha JIBa CTOJIOIIA TTpaBee TeKYIeH S9eiKu;

R[3]CI[-2] — ccrinka Ha s49eiKy, pacmoIoKeHHYI0 Ha 3 CTPOKU HIDKe
U 2 cTonbiia jJeBee TeKyiien sIerku;

R[-3]C[2] — cchutka Ha s9eliKy, pacIOIOKeHHY0 Ha 3 CTPOKHU BHIIIIe
U 2 cToN0OIa IpaBee TeKyIeH sSYeiKu
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Ecmm Ha MomeHT mepexitoueHust Tabmuiel u3 pexkuma Al B pexxum R1C1 B Hedt Obutn

abCoJTIOTHBIE CCBbUIKH, OHU OCTAaHYTCHA a0COJIFOTHBIMH.

4.2.4.3 Anpecanus quana3oHa

Cchuika Ha AMana3oH GOpPMHUPYeTCs IO IBYM ero yIJIOBBbIM sideKkaMm:
— HauanbHas si9eiiKa — JIeBbli BepXHUMW yTOJ1 IMala30Ha;

— Koneunas sigeiika — paBblii HUDKHUM YToJ1 AUalia30Ha.

HauanbHasi ¥ KOHedHasi siyedKa Ppas3fefiIioTCs orepatopoM «:». Hampumep: B4:D6
(cM. paznen 4.6.4).

Ecmw pna appecanuu siueexk BbiOpaH ctuib R1C1, To B HEKOTOPBIX CiIy4yasix MOXKHO
He yKa3bIBaTh OMEpaTop Iuarna3oHa «:». Tak, JJis MOJydyeHHUs CChUIKM Ha JIMAla3oH BCeX syeeK
OJTHOM CTPOKHM MOXKHO YyKa3aTb TOJIbKO CCBUIKY Ha 3Ty cTpoky. Hampumep, ccbuika R1 ykasbiBaer

Ha /IMaIa3oH BCex siueeK NepBOy CTPOKHU.
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4.2.5 CTOJIOIBI M CTPOKH

4.2.5.1 BeiietuTh CTOJI0CI HJIH CTPOKY

YToOb! BBIJIEUTH CTOJIOEI UJT CTPOKY, BOCIIOJIb3yHTEeCh OTHUM M3 CJIeIyIOIINX CIIOCOOOB:

— HaBeaute xypcop Ha 3arojoBOK CTOJIOIA/CTPOKM TaK, YTOOBI KypcOp TPUHSUT BUT +.
[IenkHUTE 1O 3aT0JIOBKY JIEBOW KHOIMKOW MBIIITH.

— IenkuuTe 1o M0O0H siuelike B CTPOKe WA CTOJOIe, KOTOPBLIM TpebyeTcsl BHIIETUTh.
YToObl  BBIAENIUTH  CTPOKy, HaxkmuTe codetaHue kiaBuml  Shift+IIpo6e.

Yro6bl BBIIENMUTDH CTOJO I, HaxkmUTe codeTaHue kiasuill Ctrl+IIpo6en.

Yro6bl BBIIENWTH BCe CTOJNOLBI, B KOTOPBIX paclojioXkeHa OOBeIWHeHHas s4YerKa
(cM. paznen 4.2.3.1), BoifesidTe 3Ty si9eiiKy U HaxkmuTe codeTanue kiiapuin Ctrl+IIpo6en.
YToOBbI BBIAENUTH BCE CTPOKH, B KOTOPBIX pacIoioXkeHa OO0beMHEHHas sS9eiKa

(cm. paspen 4.2.3.1), BeimenuTe 3Ty sS9edKy U HaxkmuTe codeTanye kiasuin Shift+IIpooesn.

4.2.5.2 BpiieinTh AUANa30H CTOJIOI[0B HJIH CTPOK

Jlns  BeIesieHWsT  HeOOJBINIOTO — JIMala3oHa  CTOJIOIOB WM CTPOK  BBITIOJTHUTE
CJIeZIyIolre IeNCTBUS:
1. HaBemuTe Kypcop Ha 3arojioBOK IepBOTrO BBIIEJISIEMOT0 3JieMeHTa TaK, YTOObI KYpCop
NpUHST BU7 4.
2. 3axaB JIeByI0 KHOIKY MBIIIH, MTPOTAIIUTe KypCcoOp IO 3ar0JIOBKaM 3JIeMEeHTOB, KOTOphIe
HeoOXOIUMO BBIAEIUTh.

3. OrtmycTuTe JIeBY10 KHOIIKY MBIIIIH.

Jliis BBIfieIeHHsl AMara30Ha CTOJIOOB UM CTPOK, KOTOPBIM BBIXOJUT 3a IpeJiesibl BUAUMOMN
o01acTy TabJIUIIbI, BHITIOJIHUTE CJIeIyIOlye 1efCTBUS:
1. HaBemure Kypcop Ha 3aroJioBOK IMEPBOTO BBIJIEISIEMOTO 3JIeMeHTa TaK, YTOOBbI Kypcop
MIPUHSIT BUL +.
2. Bblenure 3TOT 3arojIOBOK II€TYKOM JIEBOM KHOIIKY MBIIIIH.
3. HamenuTe Kypcop MBIIIX Ha 3ar0JI0BOK MOCTIETHETO BBIIEISIEMOTO 3JIEMEeHTa TaK, YTOOBI

oH nipuHs BUJ +. lllenkuure 1o 3arosioBKy, yaepkuBasi Haxkatod kiiasuiry Shift.
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4.2.5.3 N3MeHUTH pa3mep CTOJIONA HJIH CTPOKH

[Io yMomuaHWIO TIpM CO3JAaHUM JOKyMeHTa Bce CTONOIbl U CTPOKHM HMEIOT
OJIMHAKOBBIM pa3Mep. B mporecce paboTbl MOXXHO M3MEHSITh HIMPUHY CTOJIOIIOB U BBICOTY CTPOK
KaK BPYYHYIO, TaK ¥ aBTOMaTHUYeCKHU.

Ytobbl  U3MEHUTb  pa3mep crojbna WM CTPOKHM  BPYYHYIO, BBLITIOJIHUTE
CJIefyrolye qeiCTBUL:

1. HaBemuTe Kypcop Ha IpaByIO I'PaHUIly 3aroJIOBKA CTOJIOIA MJIM HA HUXKHIOIO TPaHUILY

3aroJioBKa CTPOKM TaK, YTOObI KYpCOP MPUHSI BUJI IBYHAIIPABJIEHHOM CTPEJIKU.

2. 3axaB JIeBYIO KHOMIKY MBIIIH, TIEPEMECTUTe TPaHUIly Ha HY>KHYIO OTMETKY .

3. OTHYCTI/ITE JIEBYIO KHOIIKY MBbIIIIH, YTOOBI BHCI)I/IKCI/IpOBaTb BbI6paHHO€ 3Ha4YeHHe.

Yrobel aBTOMaTMdeckd 10j00paTh MIMPUHY CTOJIOIA IO COJEpXXUMOMY  siuerKHu
C HaubOJBIIMM KOJIMYECTBOM JIJaHHBIX, BBIIIOJIHUTE OJJHO U3 CJIeAYIOIINX JIeHCTBUM:
— HaBegute kypcop MbIIIM Ha NpaBylO I'PaHUIy 3arojioBKa CTOJIONA Tak, 4TOOBI Kypcop
IIPUHSUT BU] IBYHAIIPABJIEHHOU CTPEeJIKU, Y IBXKIbI IIIeJIKHUTE MBIIIBIO.
— IllenkHuTe paBOM KHONKOM MBIIIM II0 3arojIOBKY CTOJIONA M BBIIOJIHWUTE KOMAaHAY

KOHTEeKCTHOTO MeHI0 BBIpOBHSATH 110 mupuHe copep:xumoro (cM. PrucyHok 97).

B C D E F G
D.E BcTaBuTe cTonBey cnega Alt+L
ﬂ Betagute cTonbey cnpaea Alt+R
m ¥aanuTte cTtonbey,

CrpriTe cTonbey,
E  OfbegnHuTte aueikn Ctrl+Alt+M

JakpenuTe BRIBpaHHBIE CTPOKKW W cToABLE

pynnWpoBaTe cTonbup

He

Bb-IFHIIBHHTh no WWpWHE CogemMoro

Pucynok 97 — KonTekcTHOoe MeH!0 cTonbia
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YT001I

aBTOMATU4YeCKd TMofo0paTh BBICOTY CTPOKA IO  COJIEPXKUMOMY  STYeMKH

C HauOOJIBIINM KOJIMYeCTBOM JAHHBIX, BBIIIOJIHUTE OAHO U3 CJIIEAYIOIIUX e CTBUM:

YT0o0b1I

Hagenivte Kypcop MBIl HAa HWDKHIOIO TPAHMITY 3arojIOBKA CTPOKU TakK, YTOOBI Kypcop
TIPUHSIT BUJI IBYHAMPABIIEHHOW CTPEJIKH, U IBAXKIIBI IIIEJIKHUTE MBIIITBIO.
[IlenkHUTE TTPAaBOM KHOMKOM MBIIIK I10 3arOJIOBKY CTPOKHA M BBIMOJHUTE KOMaHY

KOHTEKCTHOTO MeHI0 BBHIpOBHATH 110 BBICOTe copep:kumoro (cM. PucyHok 98).

A B C D E
1
2
3 Rﬁ BeTaBuTe cTpoKy BbiLLE Alt=A
4 EF  BcTaeuTb CTPOKY HMME Alt+B
3 @ YapanuTe cTpoky
&
7 CrpuiTe CTROKY
8 M OBbegMHNTE AUERKI Ctrl+Alt+M
9
10 JakpenuTe BoifpaHHbIe CTPOKKW W cToABLE

11 ©H Tpynnuposats cTpoku

BprDBHHTb No BICOTE COAEMUMOTro

Pucynok 98 — KoHTekCTHOe MeHIO CTpPOKU

dBTOMdATHYeCKH HOIIO6paTb I_HI/IpI/IHy'/ BBICOTY HECKOJIbKUX CTOJ'IGI_IOB/ CTPOK,

BBIIIOJIHUTE ClieAyromiye JeNCTBUS:

1.

Brienute Tpebyemble CTOIOIBI/CTPOKHY.

2. BpimonHUTe aBTONOAOOP MIUPUHBI/BHICOTHI OJTHUM U3 CJIEJTYIOIIUX CIIOCOOOB:

HaBemure Kypcop MBIIIM HAa TPAHUIY MeXAy [BYMsl JIIOOBIMHM 3aroJIOBKaMU
CTOJIOIIOB/CTPOK B BBIIEJIEHHOM [IMalla30He TaK, YTOOBI KypCcOp TPHUHSII BHJ
JIBYHalIpaBJIeHHOM CTpeJIKU. JIBaXKbl IIeJIKHUTEe MBIIIbIO.

[IlenxHuTe NpaBOM KHONKOM MBIIMIM II0 3arojioBKy JHOO0Oro CTOJOIa/CTPOKU
B BBIJEJICHHOM JMalla30HE ¥ BBIIOJIHUTE KOMAaHAY KOHTEKCTHOTO MEeHIO
BhIpOBHATH 10 IIHPHHE COHEPKHMMOro wWid BBIPOBHATH 10 BBICOTE

COZIePKHUMOTO.

st kaxaoro crosnbua/CTPOKU B BBIEJIEHHOM JMala3oHe Ioj0epeTcsl LIMPUHA/BBICOTA

10 COOepXXUMoMy JYEeUKHU C HAauOOJIBIIIUM KOJIMYeCTBOM JdHHBIX.
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4.2.5.4 CKpBITH CTOJI0EI] HJIH CTPOKY

YTOoOBI CKPBITH CTOJOEI] UK CTPOKY, BLITIOJIHUATE CJeIyIolne IeWCTBUS:
1. BbimenuTte 11eTMKOM HEOOXOIMMBIM 3JIEMEHT WJIH 3J1eMeHTHI (cM. paszen 4.2.5.1).
2. BroImonHUTe KOMaHTy CKPBITHS 3JIeMeHTa OJJHUM M3 CITIOCOOOB:
— BeibepuTe 1TyHKT KOMaHgHOro MeH0 Tabmmma > CKpbeITH cTosI0eny/

CxpsITh CTPOKY (cM. PucyHoxk 99).

TaBavua  fJandeie  WHctpymentsr Bug  OBwwid goctyn  Cnp

BH BCTaEWTb CTPOKY Boilwe Alt+A
& BCTaEWTE CTPOKY HMME Alt+B
E BcTaBuTe cTonBey, cnega Alt+L
ﬂ Beraeute cTonbey cnpaea Alt+R
2 Yganute cTpoky

ﬁ ¥aanuTe cTonbel,

CkpmTe cTPOKY
Mokasats cTpoky
CkpuTe cTonGel

[Mokazate cTonbey,

Pucynok 99 — Komangnoe mento Tabauna

— IlpaBoii KHONKOM MBIIIM IIeJIKHWTE 110 3arojlIoBKy 3JleMeHTa U BBINOJIHUTE
KOMaH/ly KOHTeKCTHoro MeHio CKpbITh crosoerny (cMm. Pucynok 97) wm

CxpoITh cTpoKy (cM. PrcyHok 98).

CKpBIThIe 37IeMeHTHl OTMevaloTCsl MapkepoM B 3arosioBke (cM. Pucynoxk 100).

B 10000

Pucynoxk 100 — CkpbITble CTpOKH

CKprTbIe CTPOKH U CTOJ'I6LILI He BBIBOJSTCS HA I1€4aTh.
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4.2.5.5 IToka3aTh CTOI0EI] HJTH CTPOKY

YTo6bI 0TOOPA3UTh CKPBITBINA CTOJIOEI] UM CTPOKY, BHITIOJTHUTE CJIeIyIOIIHe JeHCTBUS:
1. Bwimenure iBe CTPOKY WK CToJOMa (cM. pazaen 4.2.5.1), Mexxry KOTOPBIMU HaXOJIUTCS
CKPBITBIN 3JIEMeHT.
2. BroimonauTe KOMaHAY OTOOPaXKeHUs 3JIeMeHTa OJJHUM U3 CIT0COOO0B:
— BeibepuTe nyHKT KOMaHmHOro MeH0o TabOmumma > IlokasaTs cros0eny/
IToxka3ath cTpoky (cM. Pucynok 99).
— IlpaBo¥ KHOMKOM MBIIIN IEJIKHUTE TI0 3arojIOBKaM BBIJIeJIeHHBIX CTOJIOIIOB/CTPOK
Y BBITIOJTHUTE KOMaHy KOHTeKcTHOTO MeHio IToka3aTs crosoern (cMm. Pucynok 101)

vnu Ilokasatsk cTpoky (cM. Prucynok 102).

Ilocne BBIIOTHEHUS KOMaH/bI OTO6pa)KaIOTCH BCe CTpOKI/I/CTOJ'I6LIbI, CKpPBITbIE II0

MapKepoM.

A B G H ]

BrTaeuTe cTonbBey, cheea Alt+L

BcTaguTte cTonbey cnpaea Alt+R

=B

Yaanute cTtonbey,

CrpbiTe cTonBey,

[Mokazate cTonbel, L\}

JakpenuTe BEMEpPaHHBIE CTROKK W cTONBLE

pynnupoeats cTonbubp

He

wWote = on own s o pa —

r
=

BbIFHZIBHFlTb no WWRpMHE CogepumMora

r
—

Pucynok 101 — KonTekctHOe MeH!o cTosnbma
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A B C D
1
2
8
g T8 BcraewuTe cTpoky Beiwe Alt+A
10 & BcraewTs CTPOKY Huke Alt+B
11 3 YganuTh cTpoky
12
13 CrpuiTe cTpOKy
14 Mokasate cTpokry |}
15 3 OBbegMHWTE AYERKK Ctrl+Alt+M
16
17 3akpennTe BEIGPaHHBIE CTROKW W cToNB LB

18 eff [pynnWpoBEaTE CTROKW

B [FOBHATE NO BMCOTE COQERMMMOTD

Pucynok 102 — KoHTeKkcTHOe MeHIO CTPOKU

4.2.5.6 BcraBuTh CTOJIOLBI

YTo6bI OBHICTPO 106ABUTH OJIUH CTOJIOEI, BBHITIOJHUTE CIIelyIOoIIue JeHCTBUS:

1. Boigenure siueiiky unm crosibell, cjieBa WIK CIpaBa OT KOTOPOTO He0OX0auMO N00aBUTh

HOBBIH CTOJIOeIL.

2. BcraBbTe cTonbern 0JJHUM K3 CIIeIyIOLMX CII0OCOOO0B:

— DBruibepute myHkT komaHgHoro MeHio TabGmmma > BceraBuTh crosioen; cieBa/

BcraBuTh crosben cnpaBa (cMm. Pucynok 103).

TaBavua  fJadHeie  WHctpymentsl Bug  OBwwnid goctyn

BcTaeuTe cTpoky Boille

BcTaeuTe cTpoKy HUe

BcTaBuTe cTonBey, cnega

me B

Beraeute cTonbey cnpaea

Pucynok 103 — Komangnoe mento Ta6smna
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— Ha nanenmu wuHcTpymMenToB, B paznene $deiiku (cM. PucyHok 104) HaxmuTe

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

Ov HHv ™ & B B saperum v
= E ﬂ % ﬂ@ MpynnupoBate ¥

AueKK

Pucynok 104 — KHOIIKM BCTaBKH CTOJIOITOB

— IlenxHuTe 1O BBIJIEJIEHHOM siYeliKe WM 3aroJIOBKY BBIJIEJIEHHOI'O CTOJIOIA MpaBOM
KHOIIKOMU MBIIIIA U BBIIIOJIHUATE KOMaHJy KOHTEeKCTHOT'O MEHIO

BcraButs crosnber cieBa/BecraButh crosben cipasa (cm. Prucynok 105).

B C D E F G
m BrTaeute cTonbBey chesa Alt+L
a BetaguTe cTonbey cnpaea Alt+R
% Yaanute ctonbey

CrpwiTe cTonBey,
B OBvenuHwTE Ausiiku Ctrl+Alt+M

JakpenuTe BeIBpaHHBIE ETROKKM W cToNB LB

He

pynnupoBate cTonbus

BHPDBHHTI: no WWRKWHE Coaepsumarc

Pucynok 105 — KonTekcTHoe MeHIo cTosbna

— Jlnga  BcTaBKA  CTOJOII@ CjIeBa HaXMUTe  codeTaHuwe  kiaBum — Alt+L.

J171s1 BcTaBKM CTOJIOIA CIIpaBa HaXKMUTe codeTaHue KiaBuil Alt+R.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2022 101



MonOdonc

Y0661 106ABUTH HECKOJILKO CTOJIOIIOB, BBITIOJIHUTE CJIeIyIOII1e JeHCTBUS:
1. Boimenurte Takoe KOJIMYECTBO CTOJIOI[OB WX STYEEK 110 TOPU30HTAIA, KOTOPOe paBHSETCS
KOJIMYeCTBY CTOJIOIOB JJISl BCTABKHU.
2. BcraBbTe CcTONOIBI OMHUM U3 CIEIYIOINUX CIIOCOOOB:
— Beibepute myHKT KoMaHmHOrO MeHi0 TabGmmma > BceraButh crosidern; cieBa/
BcraBuTs crosben cnpaBa (cMm. Pucynok 103).
— Ha nanenmu uHCcTpymMeHTOB, B pasfene Hueiiku (cM. Pucynok 104) nHaxkmure
KHOTIKY E (BcraBuTB cTOJIOCIN CIIeBA) WU ﬂ (BcraBuTh cTOJI0CI CTIPaBa).
— IlpaBo¥ KHOMKOM MBININ IIEJKHUATE 0 JII060My MecTy BbIOpaHHOTO AMAara3oHa U
BHITIOJTHUTE KOMaH/y KOHTEKCTHOTO MeHIO BcraBuTh crosben; cieBa Wid

BcraButs crosnbern cipaBa (cMm. Pucynok 106).

A B C D E E
1
2
3 I:% BoipesaTe Ctrl+X
a Kenupoeate Ctrl+C
5 ﬁ BctaBute Ctrl+W
6 BcTaBuTh 3HAYEHWE Ctrl+Alt+Y
) BctaenTe HedopMaTHRoOBaHHBIA TEKCT
g
9 TR  BcraewTs cTpoky Boiwe Alt+A
10 & BeTaewTe cTpoKY Hike Alt=B
1 m BctaBuTe cTonBey, cnega Alt+L

CTEBMTE CToNBEL Crpaea t+

12 H B Bel cnp Alt+R
13 F YganuTs cTpoky
14 ﬁ YaanuTe cTonbey,
13
16 B OBveguHWTs Aueikn Ctrl+Alt+M
17 [MeyaTe BMASNEHHOA OBAACTH...
18
19 Uwncnosoi dopmar...
20

Pucynok 106 — KonTekcTHOe MeHIO siuelKu

— Jlnmg  BCTaBKM  CTOJIOIIOB  CJieBa HaXXKMuUTe codetaHue kiasuin — Alt+L.

J171s1 BCTaBKM CTOJIOIIOB CIIpaBa HaXKMUTe codeTaHue kiaBuil Alt+R.
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YTOoOBI YABOUTH KOJTMYECTBO CTOJIOIIOB HA JIMCTE, BHITOTHUTE CIIeyIOIHe TeUCTBUS:
1. Boipenure 1iesiukoM Jr00yI0 CTPOKY Ha jMcTe (cM. paszen 4.2.5.1).
2. BcraBbTe CTONOIBI OAHUM U3 CJIeIYIOIIUX CIIOCOO0B:

— IllenkHuTe TPaBOM KHOIKOW MBIIITH IO 00JIACTH 3aT0JIOBKOB CTOJIOIIOB M BBHITIOJTHUATE
KOMaHJTy KOHTEKCTHOT'O MEeHIO BcraButh cToJioerr cjieBa 78071
BcraBuTs crosben cipaBa (cMm. Pucynok 107).

— Jlng BCTaBKM  CTOJIOIIOB  CJieBa HaXMHTe codeTaHue kiaBuin — Alt+L.

J11s1 BcTaBKM CTOJIOIIOB CIIpaBa HAXKMUTe coueTaHue KiaBuil Alt+R.

A B C D E F
m BctaBuTh cTonGey chega Alt+L
ﬂ BeraewTe cTonbey cnpaea Alt+R
B O6begnnuTe Ausiikm Ctrl+Alt+M

JakpenuTe BEIBpaHHBIE CTPOKK W cToNBLE

B [FOBHATE NO WKWPWHE COg4ePRHUMOra

== TN I = T ¥, R S SE R R

Pucynok 107 — Y 1BauBaHue cT0JIOI[OB Ha JIUCTe

4.2.5.7 BctaBUTB CTPOKH

YtoObI OBICTPO A00ABUTH OFIHY CTPOKY, BLIIIOJIHUTE CJIeyIOIHe TeUCTBUS:

1. Boigenurte siueiiky WM CTPOKY, CJieBa WJIM CIIpaBa OT KOTOPOM He0O0XoauMo 100aBUTh
HOBYIO CTPOKY.

2. BcraBbTe CTPOKY OJJHUM U3 CJIeIYIOIIUX CIIOCOO0B:
— DBruibepute nyHkT koMaHgHOro MeHio Tabsmma > BcraBUTH CTPOKY BbIie/

BcraButh crpoky Hmxke (cM. Pucynok 108).

TaGmmua  [fanneie  Wactpyments  Bug  OBwwi goctyn  Cnp
TR BcraewTh cTpoky Boiwe Alt=A
& BcTaewTh CTpoOKY HUKE Alt=BE

Pucynok 108 — Komangnoe mento Taousmma
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— Ha manemu wuHcTpymeHTOB, B pasnene $deiiku (cMm. Pucynok 109) nHakmwure

kHOTIKY Ty (BecTaBUTH CcTpOKY BhiIe) WM & (BcraBUTH CTPOKY HIKe).

O v HHH' ™ | E EE dakpenurs v
= E g % 0@ [pynnupoBate v

AueikK

Pucynok 109 — KHoniku BcTaBKM CTPOK

— H_IEJ'IKHI/ITQ II0 BBbIJEJIEHHONW S4erKe WId 3dI'OJIOBKY BbIJIeJIECHHOM CTPOKH
HpaBOﬁ KHOIIKOM MBbIIIM M  BBIIIOJHUTE KOMaHy  KOHTEeKCTHOI'0  MeHIO

BcraButh cTpoky Bbie wiv BecraBuTth cTpoky Huzke (cM. Pucynok 110).

A B C D E
1
2
3 Dﬂ BcTagnTe cTROKY Boilwe Alt+A
4 EF  Bcraewth cTpoKy HWke Alt=B
3 B YaanuTe cTpoky
&
7 CrpbITe CTROKY
8 = OB begMHUTE AYENKI Ctrl+Alt+M
9
10 3akpenwTe BpBpaHHee CTPOKK W cTonBUD
11 eff [pynnWpoEaTe CTROKW
12 BLipoBHATE NO BHICOTE COASQMMMOTD
13
14

Pucynok 110 — KoHTekcTHOe MeHIO CTPOKU

— Jlns  BCTaBKM  CTPOKM  BbIllle  HaXMUTe  codyeTaHWe  kjaBum — Alt+A.

J17151 BCTaBKM CTPOKU HIDKe HaXXMHUTe coueTaHue kiaBuil Alt+B.
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YT06b1 106ABUTH HECKOJILKO CTPOK, BBITIOTHUTE CeAYIOoIre JeUCTBUS:
1. Boimenute Takoe KOJIMYECTBO CTPOK WM siYeeK IO BepPTUKaId, KOTOpOe paBHSETCS
KOJIMYeCTBY CTPOK JIJISI BCTABKHU.
2. BcraBbTe CTPOKU OHUM U3 CIIeAYIOIINX CIIOCOOOB:
— Bribepute nmyHKT kKoMaHaHOrO MeHIO TabGumma > BcTraBUTBH CTPOKY BbIIe/
BcraBuTth cTpoky Hmke (cM. Pucynok 108).
— Ha nanenmu wuHcTpymenTtoB, B pasfiene fdeiiku (cMm. Pucynok 109) nHaxmure
kHorniky T (BecraBUTHh cTpOKY Bhiie) vid G (BcraBUTH CTPOKY HIKe).
— IlpaBoii KHOMNKOM MBIIIM IIEJIKHHTE 10 JII06oMy MecTy BbIOpaHHOIO AMAla3oHa U
BBITIOJIHUTE KOMAHJIy KOHTEKCTHOrO MeHI0 BcCTaBHUTHL CTpPOKYy BbIIe WIK

BcraButh crpoky Hmxke (cM. Pucynok 111).

A B C D E F
.
2
3
4 L\\% BbipezaTh Ctrl+X
5 Kenupoeate Ctrl+C
g [} Beraeuts Ctrl+W
7 BeTagwTh 3HAUEHKWE Ctrl+Alt+V
8 BeTagwuTe HedopMaTHpOBAHHBIA TEKCT
9
10 TR BcraewTe cTpoOKy Boiwe Alt=A
11 & BeraewTe cTpoky HuKe Alt=BE
12 ﬂ BrTaeute cTonbBey chesa Alt+L
12 ﬂ BetaguTe cTonbey cnpaea Alt+R
14 3 YganuTe cTpoky
15 % ¥Yaanute ctonbey
16
17 B OBvenuHwTE Ausiiku Ctrl+Alt+M
18 [leyaTe BEIAENEHHOW OGNACTH...
19
0 Yucnoeoi dopmMar...

(o5
=

Pucynok 111 — KonTekcTHOe MeHIO siueKu

— Jlms  BCTaBKM  CTPOK  BBbIIle  HaXXMUTe  covyeTaHue  kjiaBum — Alt+A.

J171s1 BCTaBKM CTPOK HIDKe HAXKMHUTe coueTaHue kiaBuill Alt+B.
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YTOoOBI YIBOUTH KOJTMYECTBO CTPOK Ha JIUCTE, BBIITOIHUTE CIIeYIOITHe TeUCTBUS:
1. Bwimenure nenukoMm ro0o# cTosberr Ha ivcte (cM. pa3gen 4.2.5.1).
2. BcraBbTe CTPOKU OJHUM U3 CIIeAYIOMIMUX CIIOCODOB:
— IllenkHuTe TTPAaBOM KHOMKOW MBIIIA 1O O0JIACTH 3arOJIOBKOB CTPOK M BBITIOJIHUATE
KOMaHJTy KOHTEKCTHOTO MEeHIO BcraBuTh CTPOKY BEIIIIe 58071

BcraBuTh cTpoky Hmke (cM. Pucynok 112).

A E C D E
1
2
3 l/\\ﬂ BcTaeute cTpoky BoilE Alt=A
4 & BeraBwTh CTPOKY HWkKE Alt+B
Z OB begMHUTE AYERKK Ctrl+Alt+M
[ JakpennTe BeIGpaHHBIE CTROKKW W CTONE LB
z BbipOBHATE NO BHICOTE COAEPXMMOTo
10

Pucynok 112 — YaBauBaHue CTpok Ha JIUCTe

— Jlms  BCTaBKM  CTPOK  BBbIle  HaXMUTe  codyeTaHue  kjiaBum — Alt+A.

J171 BCTaBKM CTPOK HIDKe HaXKMUTe codeTaHue kiaBuil Alt+B.
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4.2.5.8 3akpenuTh CTOIOIBI, CTPOKH HJIH 00/1aCTh

3akpelrieHWe CTOJIOLOB, CTPOK M obsacred HCIoONb3yeTcs Npy pabore c 6HombIIMMU
obpemam J1aHHBIX. [Ipy poKpyTKe jiMcTa BIIPaBO W/WJIM BHU3 3aKpelljieHHas! CTPOKa, CTojberl Uiiu
o0uacTh Bcersia oTobpakaeTcsl Ha 3KpaHe.

3aKpeIieHHbIHN 3JIeMeHT OT/lelisleTCsl OT IPYI'MX 3JIeMeHTOB JIMCTa )KUPHOM JIMHUeH.

Ecnmu ctpoka wiu cronber 3akpeluisieTcs NPU HAJIWMYMU yXKe 3aKpelVIeHHOM CTPOKH WIN
cTonbua, To NpeablIyIlast HACTPOMKA IJIs UIeHTUYHOTO 3JleMeHTa lepecTaeT 1elCTBOBaTh.

[Tpu pabote B npunoxenuu « MoiOduc Tabnuna. JlomaiiHss Bepcus» MOXKHO 3aKpeIUTh:

— OOWH WM HEeCKOJbKO CTOJIONOB (cM. PucyHok 113) — mpu mpoKpyTKe JIMCTAa BIPABO

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

HaXOIATCA JieBee, CKPbIBAIOTCA C 3KPdHaA,

wote =] on oW oW =

[ gy
—

Pucynok 113 — 3akpemnsien cronber; B
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— OJIHy WIM HeCKOIbKO CTpoK (cM. PucyHok 114) — mpW TpOKpPyTKe JIMCTa BHU3
OTOOpaXXalOTCSI  TOJBKO  3aKpelUlIeHHble CTPOKW, a BCe CTPOKH, KOTOpbIe

HaXOIATC BbIlIe, CKPbIBAIOTCA C 3KPdHA,

A B C D E F G
4
14
13
16
17
18
19
Pucynok 114 — 3akperyieHa cTpoka 4
— CTONOLBI ¥ CTPOKHU OJTHOBpeMeHHO (cM. PucyHok 115) — npu npokpyTke JiicTa BIPaBo U
BHM3 OTODOpaXalOTCsSI TOJIBKO 3aKpeIUleHHble CTOJIOIbBI U CTPOKH, a BCe CTOJIOIIHI,
KOTOpble  HAaxoJsSTCs  JieBee, U  CTPOKH, KOTOpble  HAXOJSATCS  BBHIIIE,
CKPBIBAIOTCSI C DKPaHa;
= C G H J K
3
4
13
16
17
18
19
20
21
22

Pucynok 115 — 3akpemsiensl cton6ust B u C u crpoku 3 u 4
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— objacTb D3KpaHa, B KOTOPOM BepxXHeW JIeBOM S4YelKoW sBjseTcs s4edka Al,

a MpaBOM HUXKHEN STYeUKOU — sJ4eiika, yKa3aHHasl [I0JIb30BaTesIeM.

Wote = onown e o pa =

fu—y
L=

uary -
o =

Py | = | = | =
L =

Pucynok 116 — 3akperieHa o6s1actb
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4.2.5.8.1 3akpenuTh CTOJIONBI WIH CTPOKH

YToOBl 3aKpenmuTh OJWH WIM HECKOJIbKO CTOJIOIOB WJIM OJHY WM HECKOJIbKO CTPOK,
BBITIOJTHUTE CIIeAYIOIIMe IeHCTBUS:
1. Brimenute TpebGyeMble CTOJIOIBI/CTPOKU IIEJIMKOM WM BBIIENINTe JII000e KOJIUYecTBO
siYeeK, pacioyIOKeHHbIX B TAHHBIX CTOJIOIIAX/CTPOKAX.
2. 3akpenuTe CTOJIOIBI/CTPOKU OAHUM U3 CJIIYIOUIUX CIIOCOOOB:
— Bribepute myHKT KOMaHIHOTO MeHI0 Tab6umna > 3akpenuTh BbIOPaHHBIE CTPOKH
u croiaousr (cM. Pucynoxk 117). B oTkpeiBIIeMcs MOAMeHIO BbIOepUTe
OyHKT  3aKpenmuTh IO  TOPHU30HTANH, UYTOOBI  3aKpeluTb  CTPOKHY,

WM 3aKpenuTh 10 BePTHKAIH, YTOObI 3aKPEUTh CTOJIOIIbI.

TaBavua  JanHeie  MHctpymedtsr Bug  OBwmid goctyn  Cnpaeka

TH  BcTaewTh CTPOKY Bbllue Alt+A I: ?

i
3|
=

BcTaEuTs CTPOKY HUME Alt+B

P v o
BctaBuTh cTonGey chega Alt+L

paBHMBaHWE
BeraewTe cTonbey cnpaea Alt=R

¥nanute cTpoky

¥nanuTe cTonbey,

&= = e

CKpbITh CTROKY
MokasaTh cTpoKy
Ckpuite cTonBey

MNokazate cTonbey

OOBEIUHNTE AYEHKN Ctrl+Alt+M

H

PazbegHWTE AYERKI Alt+5hift+M

MepeHoc no chosam

JakpenuTe BEIGpaHHBIE CTPOKK W CTONBLE k 3aKpenuTh NO ropU3oHTAN

JakpenuTE No BERTHKAAN

CHATE BCE 3aKpenaeHMA

Pucynok 117 — Komananoe mento Tabsaumna

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MHWy, 2013-2022 110



MonOdonc

— Ha nanenmu mHCTpyMeHTOB, B pasfenie SIueldKH HaXMUTe KHONKY B 3akpenuThb
(cMm. Pucynok 118).

— Ha nanenu wuHCTpyMeHTOB, B pasferne fdeHKHM HaXMUTe Ha CTpesKy CIipaBa
or kHomku [fH 3akpenuts (cM. Pucynok 118). B oTkpeiBmIEMCS MTOIMEHIO
BbiOepuTe NYHKT 3aKpemuTh II0 TOPH30HTAIH, YTOObI 3aKperuTb CTPOKHY,

WM 3aKpenuTh M0 BePTHKAJIM, YTOOBI 3aKPEITUTh CTOJIOITHI.

QD v Hﬂ v T O |E JakpenuTs v] T i
B I '
5z32|

) 2
JakpenuTe No roprUIcHTANN
Auernm

l:l 33K|3 EMNAUTE NO BERTHKANKW

2] JakpennTe BRBpaHHBIe CTROKW W cToabUb

B JakpenuTe obnacTe

Pucynok 118 — Knonka 3akpenutsb

4.2.5.8.2 3akpenuTh CTOJIOIBI M CTPOKH

YToObI 3aKpenuTh OJJHOBPEMEHHO U CTPOKH, U CTOJIOIbI, BBITIOTHUTE CJIelytoIue JeCTBUS:
1. Beimenurte 060e KOJTUYECTBO siueeK, PACIlOIOXKeHHbIX B CTOJIOIAX/CTPOKAax, KOTOphIe
He0OXO0JJMMO 3aKpelnTh.
2. 3akpenuTe CTOJOIIBI U CTPOKHU OJTHUM U3 CJIEJIYIONIHUX CIIOCOOOB:
— Ha nanenmu wHCTpyMeHTOB, B pasfene SIueldKHM HaXMUTe KHONKY B 3akpenuTh
(cm. Pucynok 118).
Ha nanenmu wuHCTpyMeHTOB, B paszesie SIueHKH HaXXMUTe Ha CTpesKy CIipaBa
OT KHONKM [#d 3aKpenmuTh ¥ B  OTKPHIBIIEMCS IOJIMEHIO  BLIOepUTe

YHKT 3aKpenuTh BEIOPAHHbIE CTPOKHU U cTOJIONKBI (cM. PrucyHok 118).
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— Ilenkuure 1o 3aroJIOBKaM BBIJeJICHHBIX CTOJIOIIOB W CTPOK
MpaBOM KHOINKOW MBIIIM W  BBINOJIHUTE KOMaHAY KOHTEKCTHOTO MeHIO

3akpenuThb BHIOPaHHBIE CTPOKH U CTOJIONBI (cM. Prucynok 119).

A B C D E

1

2

3

4

5 TR  BcraewTh cTpoky Boiwe Alt=A

§ & BcTaeuTe cTpoky Hume Alt+B

7 & ¥apants cTpoky

8

. E  OBbegnHute Aueikn Ctrl+Alt+M
1c 3aKpenuTe BRIGPaHHBIE CTPOKKM W CTOABLE I,\x,
11 e Tpynnupoeats cpokn
12
13 BripoBHATE NO BEICOTE COASPMMMOTD
14

Pucynok 119 — KoHTekcTHOe MeHIO CTPOKU

4.2.5.8.3 3akpenuTsb 001aCTH

YToObI 3aKpenuTh 00JIaCTh, BHIOJIIHUATE CIIeyIOIIre AeiCTBUS:
1. Brimenure siueiiky, koTopasi OyeT sBISTbCS IPAaBOX HUKHeU siuelKoM 06J1acTh.
2. 3akpenuTe 001aCTh OJTHAM U3 CJIEYIOIIUX CIIOCOOOB:
— Ha nanenmu wHCTpyMeHTOB, B pasfenie SIuelKHM HaXMUTe KHONKY B 3akpenuTh
(cm. Pucynok 118).
— Ha nanenu wuHCTpyMeHTOB, B pasjesne fdyeHKM HaXMUTe HAa CTpeJIKy CIipaBa
oT KHONKMA ¥ 3akpenuTh ¥ B  OTKPBIBIIEMCS IIOJIMEHIO  BbIOepHTe

MyHKT 3aKpenuTsb 001acThb (cM. Pucynok 118).
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4.2.5.8.4 CHATBH 3aKperieHmne

YTOoOBI CHATH 3dKpelrieHre BCeX CTOJI6IIOB HU CTPOK B JOKYMeHTe, BbIIIOJIHUTE

OHO U3 CJIeYIOIUX JeUCTBUM:

— Bruibepute nmyHKT KOMaHAHOTO MeHIO Tabmuma > 3akpenuTh BHIOpaHHbIE CTPOKH H

cTosionpl > CHATH Bee 3akperuienus (cMm. Pucynok 117).

— Ha mnaHenu WHCTPYMEHTOB,

B pasnene $I4eiiKM HaXXMWUTe HA CTPEJIKY CIIpaBa

oT kHONKY B 3akpenuTh U B NOAMeHIO BbiOepuTe MyHKT CHATH BCe 3aKpeIieHust

(cMm. Pucynok 118).

— IllenkHuTe MO 3arojioBKy Ji0O0M CTPOKKM WM CTOJIOIA IMPAaBOM KHOMKOM MBIIHA U

BLIIIOJIHUTE KOMaHY

(cMm. Pucynok 120).

KOHTEeKCTHOI'O MEHIO

A B C D
1
2
2 R BcraewTh cTpoky Boiwe Alt=A
4 & BcraBuTe cTpoky Hume Alt+B
5 B YganuTe cTpoky
&
= CrpmTe CTpORY
!
'I; B ObvegnnuTe Aueiikm Ctrl+Alt+M
1 JakpenuTe BoiBpaHHbie CTpoKKW W cTONBL
1t CHATE BCe 3aKpenneHIn
N off pyNNWpoBEaTE CTROKK L}'
14
1t BripoBHATE NO BRICOTE COASPMMMOTO

Cuarb BCe 3dKpeIrvieHus1

Pucynok 120 — KoHTekcTHOe MeHIO CTPOKU
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4.2.5.9 I'pynnmpoBaTh CTOIOIBI WJIH CTPOKH

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

HMaunpie > I'pynmupoBars crononsl (cM. Pucyrnok 121).

Aanneie  Muctpymedts Bug OBww
OBHoBWTE CBOAHYH Tabawuy

HacTpowTe ceogHyo Tabavuy

¥panute ceogHyo Tabauuy

[ pynNMpoBEaTE CTROKK

MpynnupoeaTs cTonbUp

pn Ho &

OYWCTUTE FREYNINMEOEKY

Pucynok 121 — Komananoe mesio [lanHble

2. Ha nanenu uHCTpyMeHTOB, B pa3feiie SIdelikm HaXXMUTe KHOIIKY ef I'pynnupoBathb

(cm. Pucynok 122).

3. Ha mnaHenu WHCTpyMeHTOB, B pa3sfeiie SIueMKHM HaXXMHTe Ha CTpeJKy CIIpaBa
or keomku ©f I'pymnupoBatres u BbiObepuTe nyHKT I'pynmupoBaTh CTPOKH WU

I'pynnupoBaTth CTOIOLBI.

Qv Hﬂ v ™ S5 W BE akpenums v 1
= E ﬂ @ |¢Q [ pynnupoBEaTh \{i*

Auerkmn

0@ [ pynnKMpoEaTE CTROKK

L M B
,:g':, [pynnupoeate cTonBue

20

Pucynok 122 — Knonka I'pynnimpoBathb
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4. lllenkHUTE TpPAaBOM KHOMKOM MBI B 3arojiOBKe BBIJIEIEHHBIX CTPOK/CTOJIOIOB M
BBIIIOJIHUTE  KOMAaHJly KOHTEKCTHOTO MeHi0 I'pynmupoBaTh CTPOKH WM

I'pynnupoBaTth CTOIOIBL.

Ecnu BblzlesieH nuana3oH sideek, a He WCKIIOYUTENILHO CTPOKW/CTOJIONBI, TO IIPU HaXaTWUu
Ha KHOIIKY ¢f I'pynnupoBatre oTKpeiBaercs oxkHO I'pymmupoBka (cMm. Pucynok 123),

B KOTOPOM HEOOXOJIMMO BhIOpaTh TpebyemMble 3JIeMeHTHI.

Mpynnupoeka x

lpynnvpoBaTe CTROKKA
pynnwpoeate cTonbugl

OTmeHa

Pucynok 123 — OxHo I'pynmupoBka

HTOoroBoii CTpOKOM KaXIOM TIPYIIbl SBJSeTCS CaMasi HWKHSS CTpPOKa IPYIIIBL
HUtoroBelM CTOJIOIIOM TpYNIbl  SBJISIeTCS KpaWHUM IIpaBbld  CTOJIOEI] OTOW  TpYIIIBIL.
3arojloBOK ~ UTOTOBOM  CTPOKM W MTOIOBOIO  CTOJOIA  OKpalleH  CepblM  IIBETOM.
Mo>kHO co31aTh A0 7 YpOBHE! IpyIIL.

[Ipy HEOOXOAMMOCTM MOXHO OTOOpa3WTh WM CKPBITh JlaHHble B  TpYIIIax.
J171s1 3TOT0 UCIIONB3yWTe CUMBOJIBI CTPYKTYPBL: & MU @,

YTOOBI OYMCTUTH IPYIIIIMPOBKY, BHIIIOJIHUTE ClIeyIOIIre AeUCTBUS:

1. Beigenurte CTpOKW/CTONOIIBL, AJ11 KOTOPBIX HEOOXOIUMO OYUCTUTH TPYTIIIUPOBKY.

2. Bpibepure mnyHKT KOMaHOHOTO MeHI0O J[lanHble > O4YHCTUTHL TIpPYNNHPOBKY

(cM. Pucynok 121) wnm Ha maHenyd WHCTPYMEHTOB, B pasiese fyelKM HaXXMuTe Ha
CTpeJKy crpaBa oT KHOIIKA ¢f I'pynnupoBarsb u BbIOEepuTe

yHKT O4uCTHTH TPyNNMHMPOBKY (cM. PucyHok 122).

HpI/I OTIIPpdBKe JIMCTAa Ha I1e4dTb CrPYIIIIMPOBAHHBIE JdHHBIE I1€4dTal0OTCd B TOM BHU/E,

B KOTOpOM OTO6pa>KaIOTC$I Ha JAaHHBIM MOMEHT.
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4.2.5.10 YaanuTh CTOJIONBI HJIH CTPOKH

qTOﬁHﬁynaHHTb OJHWH WJIM HEeCKOJIbKO CTOH6HOB 50)1%1 CTpOK,BOCHOHBBYﬁTer OJHHUM H3

CHEHYKHHHXCHOCO6OB

1. Boigenute paHHBIE CTOJIOIBI/CTPOKM WM  SYeMKH, pacIlOIOKeHHble B HUX.

3aTeM BBITTOTHUTE OJTHO U3 CIeAYIOMNX JeHCTBUM:

— BribepuTe mnyHKT KOMaHAHOrO MeH Tabmuma > Ymamurs crosdeny

Ynamuts cTpoky (cM. Pucynok 124).

TaBmmua  [fanneie  Wactpyments By OBuwwid goctyn  Cnp

R BcraewTh cTpoky Boiwe Alt=A
& BCTaBWTh CTPOKY HMME Alt+B
E BctaeuTe cTonBey, cnega Alt=L

Beragute cTonbey cnpaea Alt+R

i
EF Yganute cTpoky
e

¥aanuTte ctonbey,

Pucynok 124 — Komangnoe mento Tabsmna

— Ha nanenu wuHcTpymeHTOB, B pasfiene Hdeiiku (cMm. Pucynok 125) Haxkmure

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

2 v HE‘\- ™ & || B 3akpenute v
[ E ﬂ @ 0@ MpynnupoBate

Auenkmn

Pucynok 125 — Knomnku ynanenust
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[TpaBo¥i KHONKOM MBIIIX IIeJIKHUTEe 10 J1II060MYy MecTy BbIOpaHHOrO AMala3oHa U

BBLITIOJTHUTE KOMaHAY KOHTEKCTHOTO MeHIo YaamuThb croioern (cM. PucyHok 126)

W1 Y JalduTh CTPOKy (cM. Pucynok 127).

2. Bbigenurte maHHbBIE CTOJIOIBI/CTPOKY IIEJTMKOM U Ha)XKMHUTe codeTaHue kiaBuin Ctrl+-.

Woote = on W B w g =

— o o o o o—
s W = o

Woote = o wn e L P —

— o om— o m— m—
B (w = o

BmpesaTs
Konwpoeate
BeTaenth

BeraguTe 3HaueHWe

BeTaeuTe HedopMaTUpoBaHHBIA TEKCT

BeTaeuTh cTpoky Bhilwe
BeTaeuTe cTpoKy HWMeE
Bcraente cTonbey cneea

Beraeute cTonbey cnpasa

[

OBbesgMHUTE AYERKK

¥panuTe cTonBey,

Ctrl+X
Ctrl+C
Ctrl+V
Ctrl+Alt+Y

Alt+A
Alt+B
Alt=L
Alt=R

Ctrl+Alt+M

Pucynok 126 — Komanaa Yganurs crosiben

A
o
(B
=z
=
H
i
H
=

A

B O <

M Hea=shd

BripezaTe
Kenwposate
BectaguTe

BcTaBuTe 3HaUsHWE

BcTaguTe HedopMaTUPOBAHHBIA TEKCT

BcTaEwTe cTpOKY BhIWE
BcTaenTe CTpOKY HAxe
BcTaenTe cTonbey, cneea

BeTaguTe cTonbey cnpaea

¥aanute cTpoky %

OBbegMHWTE AYERKK

Ctrl+X
Ctrl+C
Ctrl =V
Ctrl+Alt+V

Alt+A
Alt+B
Alt=L
Alt+R

Ctrl+Alt+M

Pucynok 127 — Komana YmaauTs CTpOKy
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4.2.6 PuibTpanusa 4 COPTHPOBKA

B npunoxenun «MoiOduc Tabmuna. [lomamHsas Bepcusi» MOXHO GUIBTPOBaTb U

COPTHUPOBATH NdHHbIe BHYTPH TeKYyIIero JIMCTd KHUT'A.

4.2.6.1 OnpenenuTh qUana3zoH GUIbTPALA H COPTHPOBKH

YT0O6BI onpeJielIuTh JIMaIa3oH dunbTpanuu U COPTHUPOBKH, BBIIIOJIHUTE
CJIeIyIolve IeNCTBUS:
1. Boeigenute amama3oH sueek, KOTOPBIM OyjieT copepkaTh BCe JlaHHbIe, IMOJJIeXalue
UIbTpAITMK U COPTUPOBKE.
IIpumeuaHue: BepxHsisl CTpOKA Aualia30Ha, OTMeuYeHHasi ¥ , He y4acTBYyeT B IIpoliecce
dWIbTpaIy U COPTUPOBKU. JlMania30H JaHHBIX HE MOXKeT COCTOSITh U3 OJHOU CTPOKHU.
2. Ha mnaHenu wuHCTpymMeHTOB, B pasfene JlamHble (cM. Pucynok 128) Haxmure

KHOIIKY g (CopTtupoBka u puiabTp).

?v

[aHHbie BcraBka

Pucynok 128 — Knonka CoptupoBka u GuibTp
AKTHBHBIV IUana3oH GUIbTPalui U COPTUPOBKY BBITVISAUT Ha JIUCTe CIIelyIoIIUM 00pa3oM
(cm. Pucynok 129):

— 3adr'0JIOBKH CTOJI6HOB " CTPOK BBIJEJIAIOTCA 3eJIeHbIM IIBETOM,

— BOKpPYT JHWdIld30HAd OTO6p8)K8€TCSI paMKa 3eJIeHOro 1BeTa.
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4.2.6.2 ABTOMaTHYeCKOe oIpeJiejieHNe fHuana3oHa GuibTpau U COpTHPOBKH

HpI/IJ'IO)KEHI/Ie MOXET dBTOMAaTHUYeCKH OollpedejisiTb OUdIld30H (l)I/IJIpraIII/II/I U COPTHUPOBKH,

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

J00ObIX pOpPMATOB.

Il aBTOOIIpe ie/ieHusl IYania30Ha BBIIIOJIHUTe ClIefyIole NeiCTBHUS:
1. Brimenurte mycTyio siYelKy, TPaHAYAIIYIO C TMAla30HOM.
2. Ha mnanenu wuHCTpyMeHTOB, B pasgene [lanHbie (cM. PucyHok 128) nHaxkmure

KHOIIKY v (CopTHpoBKa H QUIBTP).

4.2.6.3 PunpTpanusa

Hcnone3ys  ¢ubTpaiidio, MOXHO  CKpbIBaTb WM  OTOOpakaTb B CTOJIOIe

BbIOpaHHbBIE STYEUKU.

LFE I I

-] h un Fo

o0

w

11
12
iz
14
15
16
17
18
19
20
21

YT068! 0OTGUIBTPOBATH JAHHBIE, BBIIIOJIHUTE CIIeIyIOle 1eHCTBUS:
1. Haxmure KHONIKy ~ B BepxHed sdelike cTosibIa, B KOTOPOM HeOOXOAWMO
0oT$UIBTPOBATh aHHbIe (cM. PucyHok 129).

2. B oxHe HacTpoViky GpUIbTPAIIMK U COPTUPOBKU CHUMUTE iiakoK OYUCTHTH BCe.

A B - D E F G H
No - |ObpazoBannie * |Bospacr ~ (Ilox * |Topog T% A- 1 f-A

1 |Bricee 54 |Hencknit  |Mockea Mo Bo3pacTaHuio Mo y6iBaHMIo

2|Cpentee 32| Menckuit | Canxr-Tlerepbypr

3 |Beicuiee 33 | Menckwit | Canxt-Tlerepbypr

4 |HauansHoe 31 |Mywckoit  |Canxr-Tlerepbypr |

5 [Beiciuee 62 |#enckuit  |Mockea

6 |Briciuee 58 | Mywcroit |Canxr-Tlerepbypr OuMCTHTS Bee

7|Cpenuee 19|#enckumit  |Cauxt-TleTepbypr

8 |Briciuee 43 |Mymsckoit |Mockea

9|HayaneHoe 18 |Mysckoit |Mockea Mockea

10 |Cpensee 20| Henckwit | Canxr-Tlerepbypr Carkr-TeTepbypr

Pucynok 129 — OkHo HacTpo¥ku GUIbTpaiiv U COPTUPOBKU
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3. OtmetbTe dakkaMu 3HaYeHHsI, KOTOpbIe TpeOyeTcsl 0ToOpakaThb B CTOJIOIIeE.

4. EcnmM cnmcok COIepXUT OOJIBITIOE KOJIMYECTBO 3HaYEHUM, HCI’IOJ’II)BYﬁTE CTPOKY IIOHCKa:

BBenute B CTPOKY MOMCKAa 4YacThb KWCKOMOTO 3HA4YeHUS WIA HCKOMOe 3HaueHHe
nenukoM. Hampumep, 4To0bl HaWTh yuciao 123, B CTPOKy MOMCKAa MOXHO BBECTH
qucina 12, 23 wim 123.
B pesynbraTax mnoucka oTMeTbTe ¢UIaKKaMU 3HA4YeHHs, KOTOpble Tpebyercs
oToOpaxkaTh B CTOJIOIIE.
[Ipy HEoOXOIMMOCTHM TIOBTOpWUTE JEeUCTBUSI, UYTOObI HAWTU U  OTMETHUTH

Ipyrye 3HaueHusl.

5. Haxwmwure kHonky OK.

YTto0bbI BEpPHYTBCA K OTO6pa>KeHI/IIO BCeX [JdHHBIX B CTOJ'I6I_[E‘, ITOBTOPHO OTKpOﬁTe OKHO

HACTPOMKU GUIIbTPAIIMU U COPTHPOBKH U NOCTaBbTe ¢uiaxkok BeIOpaTh Bee.

4.2.6.4 ObHoBIIeHNe QpUIbTPa

Ecmu B Imponecce pa60TbI 3Ha4YeHH"usd B BbI6paHHOM JHudIla30He HW3MEeHWJIMCb, MO>XHO

MIOBTOPHO OTPWILTPOBAThH JaHHbIe Oe3 nepeHacTpoiiku ¢uibTpa. s atoro:

1. Ha maHenu HWHCTpYMeHTOB, B pasfieiie JlaHHBIe HaXMUTe Ha CTpesKy CIipaBa OT

KHOIIKA 1 (CoptupoBka u ¢punbtp) (cM. Pucynok 130).

2. B BeimagaroriemM MeHio BbioeprTe koMaH1y OOHOBHTS.

1y A
_—L\\} |n”ﬂv B Lxg/ sua

CJBHOBWTE
RBKa

Pucynok 130 — Komanna O0HOBUTH
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4.2.6.5 CopTupoBka

[Ipu coptrpoBke BbIOpaHHBle 3Ha4YeHWs pacnojaramTcs B cronbne (or A k ) wm
1o yowsiBauuio (0T 4 k A).
YToO6bI OTCOPTHPOBATH JAHHBIE B CTOJIOIE, BBIIIOJIIHUATE CJIeyIollre AeiCTBUS:
1. HaxmuTe KHOIIKY * B BepxXHel stuerike TaHHOTO crosibia (cM. Pucynok 129).
2. B okHe HacTpo¥ky GUIbTpPAIMK U COPTHUPOBKU BBIOEPUTE CIIOCOO COPTHUPOBKHU:
— Ilo Bo3pacraHuio, 4yToObI OTCOPTUPOBATH JIAHHBIE 110 BO3PACTaHUIO 3HAYeHU;

— Ilo yt-)'I)IBaHI/IIO, YTOOBI OTCOPTHUPOBATL JIdHHbIE 110 Y6BIBaHI/IIO 3HaYEeHHM.

4.2.6.6 3aBepmieHue padoTHI C IHMANa30HOM QUIBTPAIMHU U COPTHPOBKH

Yro6bl 3aBeplIUTh PpabOTy C TeKyIIMM Ouala3oHOM JUIbTpAlMM W COPTHUPOBKH,

Ha [aHeJIM MHCTPYMEHTOB, B pa3feiie JlaHHBIe Ha)XXMHUTE KHOIIKY N (CoprupoBKa 1 QHUIBTP)

(cMm. Pucynok 128).

[Tocne 3aBepuieHus paboTel C AMana3oHOM B Tab/Wile COXPaHSIOTCS —Ppe3yJIbTaThl

COPTUPOBKH.
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4.3 JleiicTBHS C JINCTaMH

4.3.1 BcraButh JHUCT

[To ymon4aHWIO HOBBIV IOKYMEHT COJIEPXKUT OJuH JIUCT. [Ipy HeobXxoauMocTH B JOKyMeHT
MO>KHO J106aBUTH TpebyemMoe KOJIM4eCTBO HOBBIX JIMCTOB BPYUYHYIO.
YTOOBI BCTaBUTD JIMCT, BHIIIOJTHUTE OJTHO U3 CJIeIYIONINX AeUCTBU:

— Bribepute nyHkT koMaHaHOro MeHio BeraBka > JIucr (cm. Prucynok 131).

Beraeka  @opmar  TabBawua  [fan

D Nuct

[ W=oBpakeHue...

Pucynok 131 — KomangHoe mento BeraBka

— Ha manenu HWHCTPYMEHTOB, B pa3neiie BcraBka HaxxMuTe KHOIIKY soe,

Ha oto6pasuBiiielicst maHejid BCTaBKA HAKMUTE KHOIIKY D (JImct) (cm. Pucynok 132).

- A
po v ) B4 & B

BE 3akpenute v Al
HanHbie D Nuer &
@ MzobpameHue Q

'ﬂ'a [pynnupoBats v

Pucynok 132 — Ilanenb BcTaBKkU

— Haxwmure kHOIIKY 4 cripaBa OT BKJIQJIOK JIUCTOB (cM. PucyHok 133).

Pucynok 133 — Knomnka myist 1ob6aBieHus JiMcTa
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4.3.2 IlepeumeHoOBaThH JIUCT

[Io ymonm4yanuto jaucTaM KHUTU TpUcBavBaeTcss UMs B ¢dopmate JIucr<Homep jucra>.
Ecnu tpebyetcs neperMeHOBATh JIUCT, BHITIOJIHUATE CJIeIyIOIIne JIeMCTBUS:
1. IlpaBOo¥M KHOIKOW MBIIIK IIEJIKHUTE 110 BKJIQJIKE JIUCTA, KOTOPBIA HE0OXO0IUMO
NepeuMeHOBaTh.

2. BeimonHuTe KOMaHy KOHTeKCTHOro MeHio IlepenmenoBarth (cM. Pucynok 134).

18
19 MepenmeHoEaTb
20 Co3pate KonWwo
21
53 CEpBITE
23 CkpbiBaTE HyNEEBIE SHAYEHMA
24
< Yaanute

Pucynok 134 — KonTekcTHOe MeHIo JIuCTa

3. B otkpsiBiemcs okHe (cM. Pucynok 135) BBeguTe ums ucta U Haxxmurte kHOIKy OK.

Mna nwcra:

‘ WCT2 X‘

Pucynok 135 — IleperimenoBaHue ycTa

Wms nmucra AOMKHO YIOBIIETBOPSTH CIeIYIONIUM TPeOOBaHUSM:
— copepxartb oT 1 no 31 cumBona;

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

— He cofiepkaTh «'» B Hauajie UM KOHIe UMEHHU;

— He AyOIMPOBaTh UM$ yXKe CyIeCTBYIOIIero JIUCTa.
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4.3.3 CKpBITH WIH 0TOOPA3HTh JIMCT

YT0OBI CKPLITB JIMCT B KHHUI'€, BBIIIOJIHUTE CJIeJYyIOoIIre eV CTBUS:
1. HpaBoﬁ KHOITKOM MBI IIEJIKHUTE I10 BKJIaJKe JIMCTa, KOTOprfI HEO6XO}II/IMO CKPBITb.

2. BeimonHuTe KOMaHTy KOHTEKCTHOTO MeHI0 CKpBITH (cM. PucyHok 134).

Yr1o6bI 0TOOpA3UTh BCe paHee CKPbIThble JIUCThI KHUTH, BBITIIOJIHUTE Cllelylolye NeHCTBUS:
1. IlpaBol KHOIKOW MBIIIY IIeJIKHWTE II0 BKJIaJIKe JF060ro 0To6paXkaeMoro JICTa.

2. BromomnnauTte koMaHay KoHTekCTHOrO MeHo IToka3aTs Bee (cM. PucyHok 136).

17
18 MepenmeHoEaTb
19 Co3gaTth KONKWH
20
71 CEpbiTh
23 [MokazaTe BCE
23 CKpbBIEATE HYNEBBIE 3HAYEHMA
24
< ¥nanute
e [

Pucynok 136 — KoHTekcTHOe MeHIO 11CTa
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4.3.4 KonnupoBaTthb JHCT

JIt0601 U3 TMCTOB KHUTH MOXKHO KOIIMPOBATh CO BCEM ero COJIePXKUMBIM.

YT0oOBI KOMUPOBATH JIMCT, BHIIIOJIHUTE CJIeIyIOlIre JeHCTBHUS:

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

2. BroimomnauTe koMaHy KoHTeKCTHOTO MeHIo Co3aaTh Komuro (cM. PucyHok 136).

4.3.5 IlepemecTuThH JINCT

[Topsimok creioBaHUs JIMCTOB MOXHO U3MeHUThb. UTOObI IlepeMecTUTh KaKoW-JIM00 JIMCT Ha
HOBYIO II03UIIMIO, BBIIIOJIHUTE CJIe/IyIOIIe JeHCTBUS:

1. Bribepure 1UCT, KOTOpPBIN TpeOyeTcs I1lepeMeCTUTb.

2. 3aaB JIeByI0 KHOIIKY MBIIIIH, [TlepeTalllyiTe BKJIQJKy 3TOrO JIUCTa HAa HOBYIO ITO3UIIUIO.

3. OTHYCTI/ITe JIeEBYIO KHOIIKY MBbIIIIH, YTOOBI BaCl)I/IKCI/IpOBaTb HOBOEe€ II0JIOZKeHHe JIMCTA.
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4.3.6 U3menurs Macurad jgucra

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

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

1. Bribepute myHKT KOMaHHOTO MeHIO Bupx > Macmrrab (cm. Pucynok 137).

2. B oTkpbiBIIeMcs IOJIMEHIO BbIOepuTe TpebyeMyro KOMaH[ly:

—  YBestHuuTh MacmITad — yBeJIuIUTh TeKymui Macitab Ha 10%;
— YMeHBIIUTH MACIITab — yMeHbIIUTh TeKylui Maciitab Ha 10%;

— daxkTHyecKuil pa3Mep — yCTaHOBUTH MaciTab no ymondanuio (100%).

Bng OBwwi goctyn  Cnpaeka

Macwrab - ¥eenmunTe MacliTah i
RIC1 ¥meHblWWTE MacwTab
» DakTHUSCKWA pasmep Ctrl+0

MaHens MHCTRYMEHTOE

~HBdHHE Thc

=

Pucynoxk 137 — Komananoe menio Bup

YTOoOBI UBMEHUTH MacIITal TEKYIEro JIMCTa C TOMOIIbI0 UHCTPYMEHTOB, PACIIOJIOKeHHbBIX B
cTpoke cocTosiHus (cM. PrucyHok 138), BeIIOIHUTE OJHO U3 CIIeIyIOLIMX IeUCTBUH:

— 3axaB JIeBYIO KHOIIKY MBIIIY, IlepeMeCTUTe OeryHOK BIIpaBO WM BJIEBO, YTOOBI
YBEJIMYUTD UM YMEHbIIIUTh MaCIlITab COOTBETCTBEHHO.

— Haxmure KHONKY +, YTOOBI YBEJIMUUTHh MacIITab, WIA KHOMKY —, YTOObl YMEHbIIIUTD
MaciTab. B kaxxnom citydae mar 6yaet coctaBiats 10%.

— BrienuTe 3HaueHHe TeKyIlero Macitaba, pefakTUpyHTe ero BpyYHYIO M HaXMUTe Ha
kiasuiy Enter.

— Haxmure Ha cTpesiKy, pacnoJioKeHHYIO CIpaBa OT 3HAaueHHs TeKyIero maciinraba, u

BbIOepuTe TpebyeMblii MacIITab U3 BbINAAIOIIero CIIHUCKa.

= -

CYMM 0 CP3HAY 0 MMH 0 MakC 0 cuET3 0 [F]|- o + 100% v

Pucynok 138 — MHCTpyMeHTbI U3MeHeHuUsl MaciTaba
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4.3.7 CKpBITH WIH 0TOOPa3HTh HyJIeBble 3HAaYeHUs

[Ipy Heob6xomMMOCTM Ha JIMUCTe MOXHO CKpbITh 3HAa4eHHWsS B TexX s4YeHKax,
KoTopble coziepxar (. OTa BO3MOXHOCTb 3HAYMTENIbHO oObsierdaer paboTy c Tabiaumamu,
B KOTOPbIX eCTb O0oOJbllloe KOJIMYeCTBO HYJIeBbIX 3HadeHWH. Kpome TOro, CckpeIThle
HyJIeBble 3HAUeHUs! He BBIBOASITCS HA 1€4aTh.

YToOBI CKPBITH HyJIeBble 3Ha4eHHs Ha JIMCTe, BBIIIOJIHUTE ClleflyIoliye edCTBUSL:

1. IlpaBol KHOIKOW MBIIIY IIIeJIKHWTE I10 BKJIAZIKe JAHHOI'O JIUCTA.

2. B KOHTeKCTHOM MeHIO JMcCTa mocraBbTe ¢uiakok CKpbIBaTh HyJIeBble 3HA4YeHHs

(cm. Pucynok 139).

7

18 MepenmeHoeaTs
19 Co3gaTte KONWK
20
1 Ckprite
27 Mokasats BCE
= ~  CKpbiBaTe HYNEEBIE 3HAYEHWA
24
< Yaanute

=] +

Pucynok 139 — KoHTekcTHOe MeHIO 1CTa

YtoObl 0TOOpa3uTh paHee CKpBITble HYJeBble 3HaUeHWs] Ha JIUCTe, BBINOJHUTE
CJIeZIyIolre IeNCTBUS:
1. IlpaBOoli KHONKOM MBI IIEJIKHUTE 110 BKJIaJKe JIUCTQ, HA KOTOPOM CKPBITHI
HyJleBble 3HaYeHUs.

2. B KOHTeKCTHOM MeHIO JIicTa CHUMUTe ¢iiaxkok CKpHIBaTh HyJieBble 3HaUYeHHs.

4.3.8 Ynanurs aucrt

YT06BI yAQIUTD JIUCT, BBIIIOJIHUTE CJIeIyIOlre JeCTBHUS:
1. IlpaBoii KHOIIKOM MBIIIIH IEJIKHUATE T10 BKJIAJIKe JIUCTa, KOTOPbIM HEOOXOIUMO Y/IaTUTh.

2. BrolimonHuTe KOMaH/y KOHTEKCTHOTO MeHI0 Y aaiauTh (cM. PucyHok 139).
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4.4 JleiicTBHA C JaHHBIMH

4.4.1 BBog maHHBIX

4.4.1.1 BBecTu naHHbIe B sT4eiiKy

YT0oO6BI BBECTH WM U3MEHUTD JJaHHbIE B siYeiiKe, BLITIOJIHUTE CJIeIyIolIne JIeMCTBUS:
1. Ilepeiinute B pexxuM pelaKTUPOBaHUsl OJJHUM U3 CJIeIyIOIIUX CIIOCOOOB:
— Bribepute mycTyto STYEMKy.
— JIBaKIpl IIEJIKHUTe TI0 siuelike, KOTOPYIO HeOOXOIMMO pelaKTUPOBATh.
— Brimenute sueliky, KOTOpPYyI0 HEOOXOAMMO pelaKTUPOBaThb, U NepeliuTe B CTPOKY
dopmyiL
2. BBegute B sd4eiiky HeobxoJuMble IaHHble. B kadecTBe pasgenuTens Ui Yucell
VICIIOJIb3YHTE CUMBOJI «y).
3. CoxpaHuTe BBefIeHHbIe JJaHHbIE OJTHUM U3 CJIeJIyIOIIUX CIIOCOOOB:
— Haxwmure knaBuiry Enter Ha kiiaBuatype.
— B mpaBoii yactu ctpoku dopmyit HaXMUTe KHOTIKY ' (cM. Pucynok 140).

— [lepeiiguTe K OpPyrou siuerike JIUCTA.

YTOOBI OTMEHUTDH BBeJleHHble U3MEHEHUS! BO BpPeMs pellaKTUPOBaHUS, BBIIIOJIHUTE OJHO U3
CIIeYIOIIUX NeUCTBUA:
— B mpaBoii yactu crpoku Gopmys HaXMHUTe KHOTIKY ' (cM. Pucynok 140).

—  Haxwmure KJIaBUIITY Esc Ha KJIaBHUaType.

T

Pucynok 140 — KHomku BBOfIa ¥ OTMeHBI BBOJIA JJAHHBIX
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4.4.1.2 ABTOpacimmpeHue siaeex

[Ipu BBoje uwnciaa B s4YEHKy OCYIIeCTBJISIETCS aBTOMAaTHYeCKUM I0AO0Op IIMPHHBI
JaHHOU STYEeHKHU.
ABTOIIO/100p IIMPHHBI HE BHIIOIHSETCS, eCIIH:
— IIMpHHA CTOosIOIa, B KOTOPOM pacIojioXeHa siuelika, Obula IpeBapyUTeIbHO U3MeHeHa
BpyuHYIO (cM. paznen 4.2.5.3);
— siueliKka UMeeT TeKCTOBBIN ¢opmar (cM. paszen 4.4.2.2.9);

— B HHEﬁKy BBOJOUTCSA TEKCT.

4.4.1.3 IInaBariee 0KHO pelaKTUPOBAHUS

[InaBaroiee OKHO penakTUpPOBaHUS (cm. Pucynok 141) TOSIBJISIETCH,
KOT'/Ia II0JIb30BaTe/lb peIaKTUPYeT siuelKy U IepeMellaeTcs 0 TeKyIeMy JIMCTy KHUTH.
OxHO oTobOpaXkaeT TeKyIlMe JJaHHble B siueiike, [IO3TOMY ero yIOOHO WCIIO/Ib30BaTh IPH

HaBUI'allUH I10 60JIbIHOMy MdCCHUBY OJdHHBIX B IOKYMEHTe.

10

11 E

12 [Inaearoiee okHo pE,D,EI{TI{pDBEHI{Iii |
13

14

13

16

Pucynok 141 — IlaBatoriee OKHO peIaKTUPOBAHUS
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4.4.1.4 ABTO3amosIHeHHe TUYeeK

ABTO3amoiHeHe — 3TO aBTOMAaTU4YeCKasl 3alMCh JAHHBIX B CMeXHble s4eriku. B kadecTBe
oOpa3ria Jijis 3aMoJIHeHUsI MOXeT ObITh BhIOpaHa Kak OfIHA sTYekKa, TaK U TMala30H sSYeek.

Eciu B xadecTBe rana3oHa-o0pasiia BbIOpaHa OffHA siuelika C TeKCTOBBIM WJIM YHUCIJIOBBIM
3HaYeHHeM, TO IPY aBTO3AMOHeHUH ee COepXKUMoe KOIMPYeTCs B TIOCTIeIyIoIIue ssYeiKu.

Ecrm B kauecTBe [uama3oHa-oOpasiia BblOpaHa  g4Yeiika C  GOPMYJIOH, TO
MoCJiefAyIoNIe  SYeWKW  3aloOJHSIOTCS  TOCTeJOBAaTeIbHOCTSIMU  JTAaHHBIX,  BBIYUCIIEHHBIMU
mo 3tou ¢opmyne. Ilpu 3TOM 3HaUeHUs aBTOMATHYeCKU IEePeCUUTHIBAIOTCS, eciid JdaHHbIe
B siueiiKax-apryMeHTaX U3MeHSIOTCSI.

Eciu B kauecTBe nuamna3zoHa-oOpasiia BbIOpAH /MAIa30H siueeK, TO MOCeAyIolre sueiKu
3aITOJTHSIOTCS 110 TIPaBWJIaM, OITMCAHHBIM HIKe.

3aroyiHsieMble sT9edKU HaclIeyroT GopMaT Jihana3oHa-oopasima (cM. pasaen 4.4.2.2).

YT0oObI IPUMEHUTh aBTO3all0IHeHHe, BLITIOJIHUTe ClIelyIoIIue JeHCTBUS:

1. BBemute Heob6xoMMOe COiepXKUMOe B OJIHY U3 sTUeeK.

2. HaBenuTe Kypcop MBIIIHY Ha YIJIOBOW MapKep Tak, YTOObI Kypcop IPUHSIT BUT @

3. Ileperaimiure YIJI0BOM Mapkep aBTO3AllOJIHEHHs 110 [WAla30HY sdeek, KOTOPBIU

HeoOX0JIMMO 3aroHUTh. [lepeTackrBaTh YIJIOBOM MapKep aBTO3aIOJIHEHUS MOXKHO KaK

110 BePTHUKAJIA, TdK U 10 TOPU30HTAJIH.

4.4.1.4.1 ABTO3anmoiHeHHe sYeeK IIOCIeJOBaTeJIbLHOCTSIMH C apudgMeTHYeCcKoi

nporpeccuei

Sdeiiki MOXHO 3alOHATh IOC/IEeIOBATeIbHOCTSIMU  JaHHBIX B apudMeTHYecKon
nporpeccuu. Ilpu 3TOM BHJle MOC/IEIOBATEIbHOCTH K KaXKIOMY CJIeIyIolleMy 3HAaYyeHUIo
mpubaBIIsieTcsl pa3HUIIA MeX Ty IByMs npenbinymumu. Hanpumep, 1, 2, 3, 4...

J1J1st aBTO3aI10JIHEe s BLITIOJTHUTE CIIeIyIoIIue JeHCTBUS:

1. Beenute B cMexxHble STYeHKU MepBble 2 3HAaYeHUsI Arana30Ha, YTOObI 33/1aTh 0Opaszelr.

2. Bbigenure Momy4YuBITANACS JUaTIa30H.

3. HaBemuTe Kypcop MBIIIM Ha YIJIOBOM MapKep Tak, YTOObI KypCOP MPUHSIT BUT @

4. Tleperammre YIJIOBOM MapKep AaBTO3alOJMHEHWS II0 [IHANA30HYy sUeeK, KOTOPBIMA

HeoOX0IUMO 3al0JIHUTD.
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4.4.1.4.2 ABTO3amoTHeHHe sSYeeK II0CJIeJOBAaTeJIbHOCTSIMH C TreOMeTpPHYecKoH

nporpeccuei

Suelikm  MOXKHO  3amlOJIHATH I10CIIeJ0BATe/IbHOCTAMH  JdHHBIX B FEOMeTpI/I‘{eCKOﬁ

IIporpeccHu. HpI/I 3TOM BH]Ie IOC/Ie0BaTeJIbHOCTHU KaXXao0e Ciieayrollee 3Ha9YeHre YMHOXaeTCd Ha

3aJIaHHBIA 3HaMeHaTeNb nmporpeccuy. Hampuwmep, 0,25; 0,5; 1; 2...

I[J'Ii[ dBTO3dII0JIHEeHHs BLBITIOJIHUTE ClleayIolnre JIEeUCTBHS:

1.

2
3.
4

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

HaBepnuTte kypcop MbIIIH Ha yTII0BOM MapKep Tak, 4YTOObI KypCcop IPUHSUT BU m.
[leperamure yrioBoi Mapkep aBTO3alOJHEHHs 10 JMAMa30Hy s4eeK, KOTOPbIA

HeoOX0OUMO 3al0JIHUTD.

4.4.1.4.3 OcHOBHbIe IPHHITUITHI ABTO3AII0THEHUS STUeeK

ABTO3anoJiHeHHe siueeK OCYIIeCTBIISIeTCs, eCiM JBe WK Oojiee siueeK M3 Juala3oHa-

obpasia cofep>kar cieyollye JaHHbIe:

— CepHuIo 11eJIbIX, IPOOHBIX WK OTPUIATEIbHBIX YUCEeT.

— JlaTbl Uy BpeMms.

— Tekct u yncno (c pasgenutesieM unu 6e3). Hampumep: Tekcr 1, Tekcr 2 wiu
Texkcrl, Tekcr3, Tekcr5.

— Cokpatiersble (SInB — [lek) vnu nonsble (IuBaps — Jlexkadbpb) Ha3BaHUS MeCSIIEB.

— Coxkpaenssle (ITn — Bc) win nonsele (Ilonenenbuuk — Bockpecenbe) Ha3BaHUS
JIHEeU HeJleJu.

Ecnu B quana3zoHe-o06pasiie ecThb siuelika C TEKCTOM, TO ITPU aBTO3aMOJIHEHUH CepUM OHa

OyzeT KOmMpoBaThCH, a Ipyrye sTYerKU — coBITI0IaTh 3aIaHHYI0 MTOCIIe[J0BATEeJIbHOCTb.

Ecm  sguelika C TeKCTOM pacIiojiokeHa MexAy s4YeldKaMu Cepud, HMeIUMHU

pas3HbIii ¢opmaT, TO TPU aBTO3ANOJHEHUM TeKCT OyJeT KOMUPOBAaThCs, a SYeHKHU

pa3HbIX $OPMATOB — COOJTIOIaTh Pa3HbIe TOCIIe0BaTeIbHOCTH.

Adgeiiku obmero u uucioBbix ¢opmaroB (Yucmo, [leHexubnii, PUHAHCOBBIMH,

HOpoousbiii, IlponeHTHBIH, JKCIOHEHIHANBHBIM) pAacCMATPUBAIOTCS KaK OJlHA

M0CJIe/I0BATeIbHOCTb.

Jdara 1 Bpemsi — He cBsi3aHHBIe JIpyT C APYyroM ¢oOpMaTbl ¥ pacCMaTpUBAIOTCS KaK

OTAeJIbHbIe I10C/IeJ0BaTeJIbHOCTH.
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— HpI/I dBTO34dIIOJIHEeHHWHN JaT I10CIeJOBAaTe/IbHOCTb BBIYMC/ISIETCS Ha OCHOBe (baKTH‘IECKOIZ

KaﬂeHlIapHOﬁ Pa3HUIIBI.

4.4.1.5 BcTaBuTh TeKyuiyo JaTy WiIH BpemMs

B mo60e MecTo 1oKyMeHTa MOXXHO BCTaBUTh TEKYIIyIO JIaTy UK BpeMs.

YToObI BCTaBUTH B JOKYMEHT TeKYyIIYyIO [JdaTy, BBIIIOJIHWUTe CJIeAYyIolIre IerCTBUS:

1. YcraHoBuTe Kypcop Ha TO MeCTO, KyJla HeOOXOAUMO BCTaBUTh TEKYIIyIO JaTy.

2. BroimonHUTe KOMaHIYy BCTaBKX OJTHUM M3 CJIEIYIONIHNX CIIOCOOOB:

— Broibepute nyHkT koMaHaHOTrO MeHio BeraBka > Jlara (cm. Pucynok 142).

BrTaska

Dopuar  Tabawua Jad
Nuer

Wzobpamenne...

TekcToeoe none

Durypa r
Juarpanma r
CeoaHan Tabavua...

Dopmynsl...

Cebinka... Ctrl+K

[Jata
Bpenn

JameTka

Pucynok 142 — Komangnoe menio BeraBka
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— Ha maHenmu wuHCTpyMeHTOB, B pa3feie BcraBka HaXMUTe KHOIIKY °°°

(cm.  Pucynoxk 143). Ha oroOpa3uBiieiics TlaHeJd BCTaBKM — HAXMUTE

KHOTIKY E (Iara).

5] Jakpenute ¥ I

T (o 9
- @ B @ &
'ﬂﬂ FpynnupoBaTe W L 15 - & I}, )
JaHHbie D Nuct ~
MzobpaxeHne Q
{ o P

]
;\:h

TekcToBOE NoNe

'\_\' Durypa >
D[IU [Ounarpanma »
T
I CeogHan Tabavua
j"}( Dopryasl

I
,:://”j Cceinka

LN
[Jata

(L) Bpenn

Pucynok 143 — [1anenb BcTaBKu

YTOoOBI BCTAaBUTH B IOKYMEHT TEKYIIlee BpeMsl, BBIIIOJIHUTE CJIe[lyIolye JeHCTBUS:
1. YcraHoBuTe Kypcop Ha TO MeCTo, KyJla HeOOXOIMMO BCTaBUTh TeKYyIIee BpeMsl.
2. BeinonHuUTe KOMaHAY BCTAaBKU OJTHAM U3 CJIeIyIOIINX CIIOCOOOB:
— BribepuTe nyHKT KOMaHHOTO MeHIO BeraBka > Bpems (cM. PucyHok 142).
— Ha maHenu wuHCTpyMeHTOB, B pa3sfiefie BcraBka HaXMUTe KHOIKY — “@*.
Ha otoOpasuBImieiics TmaHeJX BCTaBKM  HaXXMUTE  KHOIKY 'I' (Bpems)

(cm. Pucynok 143).

Bcrasngembie JdaHHbIEe SIBJIAFOTCSA CTATU4YHBIMU, TO eCTb He OOHOBJIIIOTCS

IIPY U3MeHeHUU paKTUYeCKUX JaThl U BpeMeHH.
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4.4.1.6 Beipe3aTh WM KONMUPOBATH JaHHbIE

[Ipu BbIpe3aHMM OaHHBIE YAQISIOTCS W3 BbIOpAaHHOM SYeMKU WJIM [Malla30Ha sdeek U
Konupytorcs B Oydep obmena. Ilpy konupoBaHMM [laHHble He H3MEHSIOTCSI B JJOKyMeHTe,
a B Oydep obOMeHa TTOMeIaeTcst uX KOIIHS.

JlaHHBIe BBIPE3al0TCs U KOIUPYIOTCS C COXpaHeHreM (GpOpMaTUpPOBaHUSI.

CkonupoBaHHble [JaHHble MOXHO HCIOJIb30BaTh KaK /JIi BCTaBKM B IIPUIOXKEHUH
«MonOduc Tabnuna. [TomaiHss Bepcusi», Tak U Il BCTaBKU B IPYTUX IPUJIOXKEHUSIX, HallpUMep,
B npuiioxkerun «MonOduc Tekcr. JlomManinss Bepcus» 2,

YroObl BbIpe3aTh JlaHHbIE, BBITIOJHUTE CIIe/lyIolllye 1eHCTBUSL:

1. Bolpenure siueiiky WM JUala3oH siueek, U3 KOTOPbIX He0OX0AUMO BbIpe3aTh JaHHBIe.

2. BpinonHyTe KOMaHAy BbIpe3aHHUs OJTHUM U3 CIIOCOOOB:

— Bribepute myHkT komangHoro MeHio IIpaBka > Beipe3ars (cM. Pucynok 144).

Mpaexa Bcraeka Qopmar Tabavua  [Jaddwe Mg

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

Pucynok 144 — Komangnoe mento IlpaBka

'2 KonmpoBanue Tekcra u 06bekToB u3 Google JJokyments! (Google Docs) He moepxuBaeTcs.
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— Ha maHenu MHCTPYMeHTOB, B pasfenie IIpaBka HaXkmuTe KHOIKY . (BbIpe3aTsn)

(cm. Pucynok 145).

®aiin  [lpaeka Beraeka Qopmar  Tabavua JanHwie

h c):; ﬁ b é XO Thames
=v 9OC X K 4

@ann Mpaeka W pudT

Pucynok 145 — Knonku Beipesats v KonupoBaTs

- HpaBOI)'I KHOIIKOM MBIIIM IIEeJIKHUTEe I10 BblJIeJIECHHOMY J3JIeMEeHTY W BbIIIOJIHUTEe
KOMdHy KOHTEKCTHOI'O MEHIO BBIPEBaTb.

— Haxwmure coueranue kiasuia Ctrl+X wiu Shift+Delete.

YT0o6B! CKONMMPOBATH JIaHHBIE, BHIIIOJIHUTE CJlelyIoIIye JeHCTBUS:
1. Bolmenure sueliKky WIM [Mala3oH s4yeeK, JaHHble M3 KOTOPBIX HeoO0XOAWMO
CKOIIMPOBATb.
2. BpinonHrTe KOMaH/y KOIMPOBAHUS OJJHUM U3 CJIEAYIONIMX CIIOCOOOB:
— Bribepute myHkT koma"gHoro MeHio IIpaBka > KonmmpoBats (cMm. PucyHok 144).
— Ha nanenu unctpymenToB, B pa3fene IIpaBka HaxkmuTe kHOIKY | | (KonmupoBaTs)
(cMm. PucyHnok 145).
— IlpaBoii KHONKOW MBIIIM IIeJIKHUTE 110 BbIFEJIEHHOMY 3JIeMeHTY M BBIIIOJIHUTE
KOMaH/ly KOHTeKCTHOro MeHi0 KonupoBaTs.

— Haxwmurte coueranue kiasui Ctrl+C unu Ctrl+Insert.
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4.4.1.7 BcTtaBuUThL JaHHEIC

JI1si BCTaBKM JOCTYIIHBI TpeBApUTEbHO CKOMKMPOBAaHHbIE WJIM BbIpe3aHHbIe JIaHHbIE,
Haxojsiivecs B Oydepe obOMeHa. Ecimyu Obll CKONMMPOBAaH WIM BbIpe3aH [IMAMA30H sYeeK,
TO TIpY BCTaBKe JaHHbIe 3aUMYT JJMalla30H TAKOr'o ke pa3Mepa.

Hauubie u3 Oydepa obMeHa MOXKHO BCTaBUTb C COXpaHeHWeM WM 0e3 CoXpaHEeHUs
HMCXOAHOTO (pOPMATUPOBAHUSI.

Y106l BCTAaBUTH [JaHHble C COXPaHEHWeM HCXOJHOro ¢GOPMATUPOBAHUS, BBIIOJIHUTE
CJIeyIolye IeNCTBUS:

1. Beimenure siueiiKy WM IMana3oH siueek, B KOTOpble He06X0IMMO BCTaBUTh JJaHHbIE.

2. BpeinonHuTe KOMaHy BCTaBKU OJIHUM U3 CJIeIyIOIINX CII0COOO0B:

— Bribepute myHkT koma"gHoro MeHio IIpaBka > BecraButh (cM. PrucyHok 144).

— Ha maHenm uHCTpyMeHTOB, B paszese IIpaBka HaXMUTe KHOIKY In (BcraBuTh)
(cMm. PucyHnok 146).

— Ha nanemu uHcTpymeHTOB, B pa3dfeiie IIpaBka HaXXMHUTe Ha CTpeJIKy CIpaBa OT
KHOIKH (] (BcraBuTh) 1 B BhIIafIaIOIIeM CIMCKe BblOepuTe koMaHAy BcraBuTH

(cMm. Pucynok 146).

-:( |Eq é X0 Tharnes v
. L
Mpaska @ BrcTaeuTh

BcTaEWTe 3HaUEHWE

BcTaEnTh HeQOPMATHOEIHHE i TekCT

Pucynok 146 — Knonika BecraBuTh
— TIlpaBoii KHOIIKOM MBIIIM IEJIKHUTE TI0 BBIJIEJIEHHOMY 3JIEMEHTY W BBINIOJIHUTE

KOMdaHy KOHTEKCTHOI'O MEHIO BcraBuTts.

— Haxwmure couerauue xinasuml Ctrl+V uiu Shift+Insert.
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[Ipu BcTraBke maHHBIX 0e3 COXpaHEHHs MCXOAHOro ¢bopMaThpoBaHus U3 Oydepa obmeHa
BCTaBJISIeTCSl TOJIBKO TeKCT. Tak, mpu BcTaBKe GOpMYyJibl, GUTYPHI C TEKCTOM WM THUIIEPCCHUIKU B
JIOKYMEHT BCTaBJIIeTCSI TOJbKO TEeKCT, KOTOPBIA cojiepXaT JdaHHble 0O0bekTel. Ecim B
CKOIIMPOBAHHOM WJIM BBIPe3aHHOM ¢parMeHTe COJIepP>KaTcsl M300paXkeHus, TO OHU B JOKYMEHT He
BCTaBJISIFOTCSI.

YT001I BCTaBUTDL IaHHbIe be3 HUCXOIHOTO dopMaTtupoBaHusl, BBIIIOJIHUTE
CJIeyIolve IeNCTBUS:

1. Boimenure sueiiky Wi IMana3oH siueek, B KOTOpble He0OXOIMMO BCTaBUTDH JJaHHbIE.

2. BrinonHuTe KOMaHAy BCTaBKU OJIHAM U3 CJIeIyIOIINX CIIOCOOOB:

— Broibepute nynkT komanaHoro Metio IIpaBka > BcraButh HedopMaTHpPOBaHHBIH

TekcT (cM. PucyHok 147).

Mpaeka Bcraeka @opmar Tabavua  Jadnwme MHerp

T OTMeHUTL Ctrl+Z
" [NoetopuTe Ctrl+Y
o Beipesath Ctrl+X
Kenwposate Ctrl+C
m BrragnTe Ctrl+V
BeTaeuTe 3HaUEHKE Ctrl+Alt+V

BcTaguTe HedopMaTUROBAHHEIA TEKCT

(e

Kenvwpoeate ¢opMaTHpoBaHe Ctrl=5Shift+C

MpumernTE dopMaTHpoBaHKE Ctrl+Shift+V

Pucynok 147 — Komangnoe mento IlpaBka

— Ha mnanenn wuHCTpyMeHTOB, B pasiene IIpaBka HaxMuTe Ha CTpeJIKy
ClipaBa OT KHOIKHU I (BcraBuTh) ¥ B BBINAJAlOIIEM CIKUCKe BbibepuTe
koMaH/ly BecraBuTh HedopMaTHpOBaHHBIH TeKcT (cM. PucyHok 146).

— IlpaBoii KHONKOW MBIIIM IeJIKHUTE 110 BBIJEJIEHHOMY 3JIeMeHTY U BBIIIOJIHHATE

KOMaH/1y KOHTeKCTHOro MeHI0 BcraBuTh He¢opMaTHPOBAaHHBIN TEKCT.

[Ipy BcTaBke [aHHBIX B HeNyCTble SYeWKW WIM JUala3oHbl NpeJblaylue J1aHHble
yaanstoTcs 0e3 mpenynpexieHus. Eciu TpebyeTcsi OTMEHUThH [AeMCTBHME BCTaBKH, HAXXMUTE

coyertanue kinasuin Ctrl+Z.
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4.4.1.8 Pacumpennslii 6y¢dep oomena

B npunoxenun «MoitOduc Tabnuna. [JomariHsisi Bepcus» AOCTyIIeH pacliupeHHbIN 6ydep
obmeHa. B HeM oHOBpeMeHHO MOXeT XpaHUTbCS 10 10 CKOMMPOBAHHBIX MM BBIPE3aHHBIX CJIOTOB
C JAHHBIMU J1I060TO TUIA: TeKCT, GpopMyJibl U T.A4. Kaxkgas HOBas 3alych 3aHUMaeT MeCTO CaMOI'o
CTaporo cJIoTa B CIIHCKe.

Pacmiipennsiii 6ydep o6MeHa MOXHO MCIIOJIb30BaTh ISl KOIMPOBAHUS M BCTABKU JIAaHHBIX
n3 npuinoxeHus «MoitOduc Tabnuna. lomamusas Bepcusi» B npuinoxenue «MonOduc Tekcr.
JlomarHss Bepcush» 1 Ha060poT.

YToObI OTKpLITH pacuiipeHHbIi Oydep ob6mena (cm. Pucynok 148), HaxmuTe
coueranre kiaBuil Ctrl+Shift+Z na wiaBuarype. [lo ymomdanuio oxkHO Oydepa obMeHa
pasMelnaeTcsl pslioM C BblleJIleHHOW sdeiikoi. YToObl M3MeHWTh pa3MellleHre OKHa, IlepeTaluTe

ero B He0OXOAMMYIO 4aCTb JIMCTA, YAepXKUBas JIeBYIO KHOIIKY MBIIIIH.

ﬁ Bmbop TekcTa gnn BcTaEkkM

log

2010

Mecay

2

[oa-mecAL
20102

Toeap

Toeap 1
Mpogaxn 6 pyb.

422 636

Pucynok 148 — bydep obmena
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[Ipu pabote c 6ydepom obmMeHa:
— BCTaBKa BBIIIEJIHHOW CTPOKM U3 Oydepa obOMeHa B yKazaHHOe MeCTO JIOKyMeHTa
OCYIIeCTBIISIeTCS TeTYKOM JIeBOM KHOIIKY MBIIIY WK HaXkaTveM Ha KiaBuiry Enter;

— nmepeMelieHue ¢GOKyca Mexay HOOKyMeHTOM W OydepoM oOMeHa OCYIIeCTBIISIeTCS

kiasuteii Tab;

— TepeMellleHWe TI0 CTpokaM 6Oydepa obOMeHa OCyIIeCTBIsSeTCSI C IOMOIIbIO

KJIdBUIII KJIaBUATYPbI CTpeJma BBepX 1 CTpeJma BHH3.

YToOBI 3aKpHITH OKHO Oydepa oOMeHa, HAXKMHUTE Ha KHOIIKY B €ro 3arojIoBKe.
[Tocne 3axpbITHst OKHO Oydepa oOMeHa He oumIaeTcs. Y jajieHue JaHHbIX U3 Oydepa ooOMeHa

OCYIIIeCTBJISIETCS TOIBKO MPH BbIxojie M3 nmpwioxkenust «MonOduc Tabiuria. [lomaliiHsist Bepcusi».

4.4.1.9 Yaanuts naHHeIe

YTOOBI OYMCTUTD COJIEPXKUMOeE siUeeK, BLIIIOJTHUTE ClIe[lyIolre JeHCTBHUS:
1. Boigenure siueliky Wiv Auana3oH, KOTOPbIM HEOOXOJIMMO OUYHUCTUTDH OT JIAHHBIX.

2. Haxwmure knaBuiry Delete miu Backspace Ha kiaBuarype.
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4.4.2 Pa3HOBHUIHOCTH JAHHBIX

4.4.2.1 Tunsl jaHHBIX

B mpunoxenun «MorOduc Tabmura. omarrHss Bepcus» oOpabaThIBAIOTCS CIIeyIOIHe
THIIBI JAHHBIX:

— Jlornueckui;

— Ilycro;

—  Ommubka;

— Yucno;

— (Crpoka CUMBOJIOB.

4.4.2.2 dopmatsl TaHHBIX

Tun garabix Yucmo (cM. pasnen 4.4.2.1) uMmeet pasnudHble GOPMaTHI:
—  OOmmi;

—  Ywucno;

— JleHeXXHBIH;

— @OUHAHCOBLIY;

— Jlara;

— Bpewms;

— Jlata u Bpems;

— IIporeHTHbIN;

— J1poOHbIi;

—  DKCIOHeHITUAJIbHBIH;

— TekcToBBIN.

@dopmarbl HyXHBl JJIi TPaBWIBHOM HWHTEepIpeTaliud JaHHBIX IIPpH ONepalusx B

IIPUJIOXKEeHWH, HallpuMep, NpY BBIYUCIIeHUSIX B popMyIIax.
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4.4.2.2.1 O0mmit

O6mmumii bopMaT NprCBanBaeTCsl BCeM siueiiKaM 0 YMOTYAaHUIO B MOMEHT CO37[aHUS JIUCTA.
O6mumit bopMat — yHUBEpCaIbHBINA, OH MOXET UCIOIb30BaThCS BO Beex ¢popMysiax U GYHKIIHSX.

B nanHom ¢popmare aBTOMaTH4YeCKH MTepeBOJIATCS B OKCIIOHEHIIUAIbHYIO GOpMY:

— TPOCTBIe YUCIIA, cocTosIMe 6osee yeM 13 11 cMMBOIIOB;

— JIpoOHBbIe YMCIia, B KOTOPHIX IeJlasi 4aCTh COCTOUT Oosiee 4eM u3 11 cuMBOJIOB.

[Tpeobpa3oBanyre B 3KCHOHEHIMaIbHYI0 GOPMY OCYIECTBIISIeTCS MOCyie 3aBepllieHus BBO/A

YHCIIa B SYEHKy.

st npoOHBIX ymcen B ¢opmate OOmuMiIA He3Hayalue HYJIW B JPOOHONW dYacTH He

OTOOPaXKAIOTCSI.

4.4.2.2.2 9ucno

®opmat Umcio siBisieTcss OCHOBHBIM (pOpPMaTOM JIJIsl BBIBOJIA YKCeJl.
st popmara Ym0 MOXXHO HACTPOUTD CIle[lyIole IlapaMeTphl:

— orobpaxkeHHe pa3JiesIuTelis IPYIII pa3psi/ioB;

— KOJIM4eCTBO 3HAKOB, 0TOOpaXkaeMbIX 110CTIe 3allSITOMH;

— THII IpedCTaBJieHd OTPUIATE/IbHBIX YHUCeJl.

Hactpoiika ykaszaHHBIX I1apaMeTpOB OCYIIEeCTBIISIeTCS C IIOMOIIBIO OKHAa HacCTpoeK
yucsioBoro ¢opmata (cM. pasznen 4.4.2.4). Hactpoliky koiudecTBa 3HAKOB TOCTIe 3aMsSTON MOXHO

TdKXXe  BBIIIOJIHUTH C IIOMOHOIbIO KHOIIOK, PACIIOJIOKeHHBbIX HaA IIdHeJIM HWHCTPYMEHTOB

(c™m. paznen 4.4.2.5).
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4.4.2.2.3 JleHeixHbII

JtoT (bOpMaT HCIIOJIb3YeTCd JIA NeHeXHbIX 3HAYEeHUH U I10 YMO/TYaHUIO [JOIIOJIHAET YrCJId
3HAKOM BaJ/IIOTBI, KOTOpasA COOTBETCTBYeT HaCTpOfIKaM CHUCTeMBbI TeKyllero KOMIIbIOTepad

(cM. Pucynok 149). 3HaK BaTIOTHI, HCIIOJIB3yeMbIi 110 YMOTYaHHIO, MOKHO U3MEHUTh.

fx  1045,12

1 1 045,12P

Pucynok 149 — Yucro, npezcrasienHoe B ¢popmaTte JleHe:KHbIH

YTo6b!I OBICTPO NepeBecTU sUelky B JleHemHBIH ¢popMaT 110Csie BBOZA JAHHBIX, BBIIIOJIHUTE
ClleflyIolye JeUCTBUS:

1. Brlmenure si9eliKy WM Iyana3oH siueek, GopMaTr KOTOPBIX HEOOXOAUMO U3MEHUTD.

2. Ha nanenu UHCTpyMeHTOB, B pa3zzesie Uucno HaxxmuTe KHONIKY £ (JleHexHbIi ¢popmar)

(cMm. Pucynok 150).

OB v OV H~

0{,}0 oo Qo E

HYucno Auerim
Pucynok 150 — Knonka Jlenexusbiii gopmar

Sluelike aBTOMAaTUYeCKH HazHavdaeTcs ¢dopmar JleHemHBIH, eciv MIPU BBOJIe TAHHBIX MOCTe
YKCIIa YKa3bIBaeTCsl OTHO U3 CJIeyIOMMNX 0003HaUeHHUH BaTIOThI:

—  Pp- Wik py0. — o603HauYeHrHe POCCUMCKOTO PyOIs.

— TIPH. — 0003HauYeHVe TPUBHHIL.

— BYR - o6o3Hauenue 6enopycckoro pyosis.

— Kopn Bamtotel. Hanpumep, 23,00RUB. [lonHeli cicok mopjiepKMBaeMbIX BallOT U UX

KOJIOB TIpejicTaBiieH B pasjeiie «lIpuwiokenue 2. CIMCOK NOJIEPKUBAEMBIX BaJIIOT.

IIpumeuaHue: ecmu 1yist stueiiku BbibpaH popmat TekcToBbIi, TO TIpU BBOZE KOJIa BaJIIOThHI

¢dbopMaT JaHHOM sTYerKHU He U3MeHsIeTCsl.
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s uncina B popmare JleHekHBIN MOXXHO HACTPOUTD CJIeIyIOIIMe ITapaMeTphl:
— BbIOpaTh KO WA CUMBOJI BaIIOThI, CJIeAYIOIIUHI 33 YUCIIOM;
— yKa3aTb KOJIMYeCTBO 3HAKOB, 0TOOpaXkaeMbIX T0CJIe 3allsiTOM;

— Bbl6paTb THUII IIpeJCTaBJIeHWs OTPHUIlaTeJIbHbIX YHCeJl.

Hactpoiika yka3zaHHBIX IIapaMeTpPOB OCYIIECTBJISIeTCS C IIOMOIIBIO OKHAa HacCTpoeK
gyrcsioBoro ¢opmata (cM. pasznen 4.4.2.4). HacTpoliky KojgudecTBa 3HAKOB TOCTIe 3alATON MOXHO
TAaKXKe BBINOJHUTb C TIOMOIIBIO KHOIIOK, pACHOJIOKeHHBIX HA I[aHeJId WHCTPYMEeHTOB

(c™m. paznen 4.4.2.5).

4.4.2.2.4 PuHaAHCOBBIH

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

[Ipu BBOzE uKicen B PuHaHCOBOM dopMaTe:

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

— OTpuLaTeJIbHbIe YMUCJld B sTYeHKe 3aKJII0YarTCs B KpyTJjible CKOOKH.

B crpoke ¢popmyn 1 B pexxriMe pefakTupoBaHus (0 ¥ oTpUIlaTeNIbHbIe YKCila 0TOOPaXKatoTCs

B UCXOJHOM BUJle (cM. Pucynok 151).

fx -65,85

1 ( 65.85P)
Pucynok 151 — OtpunarensHoe unciio B GopmMare PUHAHCOBBIN
Hns uucen B ¢opmare PHHAHCOBBIH MOXHO yKa3aThb KOJ[ WM CHUMBOJI BaJlOTHI,

cnenyroumﬁ 3d YMCJIaMH, U KOJIM4eCTBO 3HAKOB, 0T06pa>1<aeMbe I10CJIe 3aIsTOM.

Hactpoiika yka3aHHBIX I1apaMeTpPOB OCYIIECTBJISIeTCS C IIOMOIIbI0 OKHAa HAaCTpOeK
gyucsioBoro ¢opmata (cM. pasznen 4.4.2.4). HacTpoiiky kojM4ecTBa 3HAKOB IOCTIe 3aISITOM MOXHO
TaKXKe BBIIOJHUTH C IIOMOIIBIO KHOIIOK, pAcIOJIOKeHHBIX Ha I[aHeJId WHCTPyMeHTOB

(c™m. paznen 4.4.2.5).
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4.4.2.2.5 Jlata, Bpems, [laTa u Bpems

Ecmm B sueliky BBOAWTCS 4uciIO B ¢dopmaTe JaThl, BpeMeHM WM JaThl U BpPeMeHH, TO
JJAaHHOM siuelike aBTOMaTHM4ecKd HasHavyaeTcsi ¢opmar [ara, Bpemsa wiu Jlata u Bpems
cooTBeTCTBeHHO (cM. PucyHok 152—-PucyHok 154).

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

ITOMOIIbIO0 OKHA HACTPOEK YHUCIIOBOTO dopMaTa (CM. pasnen 4.4.2.4).

fx  18.07.2020

1 18.07.2020

Pucynok 152 — Yucino B popmate [lara

fx 12:25:00

1 12:25

Pucynok 153 — HYucno B popmare Bpems

fx  18.07.2020 12:25:00

A
1 18.07.2020 12:25

Pucynok 154 — Yucno B dpopmare /laTa u Bpems

Bcem pmanHbiM B ¢opmarax Jlata u Bpemss cCOOTBeTCTByeT MCXOJHOE YHCIIO.
Touka ero orcuera s Bcex nmat — 30 mekabpsi 1899 roma, ube uncxomgHoe uucio paBHO 0.
Hamnpumep, ncxonnoe uucio s natel 1 saBapst 1900 roga = 2.

HcxonubpIM umciioM Jisi gaHHbIX B ¢opmare J[lara Bcerja sBisieTCsl Ieloe YHUCIIO.
Yrobbl yBUJIETH €T0, U3MeHUTe ¢popMar siueriku Ha Oomuii v Yucio.

HcxoHBIM 4MCIIOM Jy1s TaHHBIX B popMmaTe Bpems Bcerna sBisieTcsl YMCIIO M3 UHTepBajla
ot 0,0 1o 0,999988426. Utobn1 yBUAETDH ero, Bbibepute s stueiiku ¢popmat duciio.

Hcxonuble yncia HeOOXOIWMBI NPU BBIUKCIEHUSIX. B MHOM cilydyae siyedikd C AaTaMu U
BpeMeHeM pacCMaTpUBaJIMCh Obl KaK TeKCTOBble M He MOIVIM IPUHMMATh pOJib apryMeHTOB B

dpopmynax U GyHKIHUSIX.
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4.4.2.2.6 IIponeHTHBII

Jror  ¢dopmar  ucHonb3yeTcs  AJig  IIpe/CTaBjleHus]  4Yucel  Kak  IIPOLIeHTOB.
ITpu npumenennn ¢opmara IIpomeHTHBIN BBelleHHOe 4YHCJIO YMHOXaercs Ha 100 wu
[IOJlydyeHHOe 3HaueHWe oOToOpakaeTcs B sueiike co 3HaKOM «%y». MHcxonHoe 3HadeHue

otobpakaetcs B cTpoke ¢popmyit (cM. Pucynoxk 155).

fx 0,253

1 25,50%

Pucynok 155 — Yucno, npencrasienHoe B popmate IIponeHTHBII

Yrobsl  ObicTpo  mepeBecTd  sdediky B ¢opmar IIpomeHTHBIN,  BBIIOJIHWTE
cllefiyIolive AefCTBUS:

1. Bolpenure siueiiky WM JUana3oH siueek, GpopMar KOTOPhIX HEOOXOUMO U3MEHUTb.

2. Ha mnanemu wHcTpyMeHTOB, B pasfeine Ywmciao (cm. Pucynok 156) Haxkmwure

KHOTIKY % (IIponeHTHBIN popMaT).

OB i v © v H~

P ofll.ﬂn oo Qo E

Yucno Auerm

Pucynok 156 — Knonka IIponenTHbIi popmart
Jnis gucen B popmare IIpomeHTHBIH MOXHO yKa3aTh KOJIMYECTBO 3HAKOB, OTOOpa’kaeMbIX

IOCJIe 3aIsITON, C TIOMOIIBI0 OKHA HACTPOEK YHCIOBOTO ¢popmaTa (CM. paszen 4.4.2.4) Wi KHOIIOK,

PAaCITIONIOXKEeHHBIX Ha MaHeJId HHCTPYMEeHTOB (cM. paszen 4.4.2.5).
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4.4.2.2.7 IpobHbIit

JtoT (bOpMaT HCIIOJIB3YETCH JIA IIpeCTaBJIeHUs leO6HI)IX quceJl B BHe OOBIKHOBEHHBIX
,11p06e171. To ecTb ,11po6Ha${ YaCTb 4YHCJIa 3dMeHseTCd Ha YHUCIWTellb W 3HadaMeHaTellb

(cm. Pucynok 157).

fx 1,6789

1 12/3

Pucynok 157 — Yuco, npezncrasienHoe B ¢popmate JpooHbIi

B dopmare JIpoOHBIH YMCITUTENb U 3HAMEHATEIb BHIYUCIISIIOTCS ABYMSI CITIOCOOaMHU:
— TouHO (Hanpumep, 0,5 = 1/2);

— npubmusuTesibHO (Hampumep, 1,6789 = 1 2/3).

4.4.2.2.8 YKcnoHeHIINAILHBIH

JKCIIOHeHIIUAJIBHBINA (WM Hay4Hbld) ¢GOpMaT WCIONb3yeTcsl Jis  Ipe/iCTaBIeHUs
OOJBIIINX YKCcesl B KOPOTKOU dopme.

B OxcnonennmuanbHOM dopMare YacTh BBeEHHOrO uwucia 3aMmeHsiercss Ha E +n,
rie E o603HauaeT skcrioHeHIIMaabHOe TpefiCTaB/leHre — YMHOXeHHe IIpeJ[IIeCTBYIOIero Yucia Ha
10 B crenmenn n. Hampumep, B 3KCIOHeHIIMAJIbHOM ¢QopMaTe Macca IUJIaHeThl J3eMJs
(5980000000000000000000000 kr) oTobpaxaercs kak 5,98E+24, uto o3Havaet 5,98, yMHOXKeHHOe
Ha 10 B 1BafillaTh 4eTBEPTOW CTeIleHHU.

Ecnu k siuelike npuMeHeH DKCIIOHEHITHAJIBHBIM pOpMaT, TO YHCJIO B siUelike 0TOOpaXkaeTcs
B OKCIIOHEHIIMAJIbLHOM IIpe/ICTaBIIeHMH He3aBUCUMO OT TOrO, KaKoe KOJIMYeCTBO CUMBOJIOB OHO
conmepxutT. Ilpu aTom uymcia, KOTOpble cojepXaT A0 15 CHMMBOJIOB BKJIIOUMTEIBHO, B pexuMe

PelaKTUPOBaHUs U B CTPoKe GOPMYJT OTOOPaKaIOTCS B UCXOTHOM BHUJIE.
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Yuciio B dopMaTe DKCHOHEHIHAJIBHBIA ITPE/ICTABIIEHO B sYeiike CliefylomuM obpa3oM
(cM. Pucynok 158):

— Ilenas yacTp, Bcerya cocrosiasi u3 OAHOW HAQPHI.

— Pazgenurens 1eoit 1 IpoOHOM YaCTH.

— JIlpobHas 4acTb, MO yMOJTYaHHUIO COCTOsIIas u3 JByX Iudp. Ilpm HeobxommmocTu
KOJIMYECTBO 3HAKOB B JIDOOHOW 4YaCTA MOXHO YMEHBIIUTb WIH YBeJIUYUTh
(cMm. paznen 4.4.2.5).

— TIlokasarens crenenu uyucia 10 B Bume E<sHak mokaszareis CTeneHH><IMOKa3aTellb

CTeIleHH>.

fx 1,23456789012346E+018

A
1 1,253E+18

Pucynok 158 — OtobpakeHre uncia B popmaTe DKCHOHEeHIHMATbHBIHI

4.4.2.2.9 TexcTroBEIH

B ¢opmare TekcroBBINi BBelleHHble [aHHble He IIPpe0OPa30BBIBAIOTCS WU OAMHAKOBO
oToOpaXkatoTcs B siuelike U CTPoKe GOPMY!L.

B ortnmnuume ot O6mmero, naHHble B popmare TeKCTOBBIH He YUMTBHIBAIOTCS B IIpoliecce
BBIUMCJIEHUH, Jlake eCId BHYTPH SYeMKM HaxOOUTCS 4YUCIO0. OTOT (opmar Ioje3eH, Korja

TPEGYETCH HUCKIIIOYNUTb HEKOTOPbIe YHUCJId U3 MdCCHBA dPI'YMEHTOB.
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4.4.2.3 Onpenenuts popMaT sTueHKH

Ilo YMOJ/TYaHHUIO IIPU CO3JaHHUU NOKYMEHTa BCeM si9erKaM IIpHUCBANBAETCA (l)OpMaT 0611[1/1171

Y10o6B1 M3MEHUTD GOpMaT sTUeiKH, BBITIOJIHUTE CJIelyIolye AeCTBUS:

1. Beigenure TpebyeMyto SSTYEMKy WU TUATIA30H STUeeK.

2. Ha maHenm WHCTPYMeHTOB, B paszaeile UHMCIO IeJKHWATe I10 II0JII0, B KOTOPOM

oToOpaXkaeTcsi HavMeHOBaHUe TeKyllero ¢opmara suelikd, U BbibepuTe TpeOyeMblii

¢dopmat u3 Belnagatoiero crvcka (cMm. Pucynok 159).

AB
—y

.z‘[\

BripasHWBaHue

I

15,4

=
T

A

OBwwmia "I:}'
W OBWMi
Yucno
JeHewHbBIR

DUHAHCOBRINA

Jata

Bpewa

Jata v epema
MpousHTHBIRA
Apobrbii
FKCNOHEHUWANBHBI A

TekcToBBIA

MapameTpst..

O~ Mo

Pucynok 159 — Onpenenenue popmara siueiiku
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4.4.2.4 Hacrpoiiku ¢popmaToB

[Tpunoxxenve «MonOduc Tabmuma. [lomamiHss Bepcusi» INpeAoCTaBisieT BO3MOXHOCTb
HaCTpPOMTh OTOOpakeHWe NaHHBIX B ¢opmarax Umcio, Jenexusniit, PunancoBbli, JlaTa w/um
Bpems u IIponieHTHBII.

J1715 HACTPOWKY BBITIOJIHUTE CJIeyIOIIne IeMCTBUS:

1. Boblmenure OIHY WIM HeCKOJIbKO siueek, JJIsi KOTOPbIX TpeOyeTcsi HACTPOMUTb

oToOpakeHHe JIAHHbIX.

2. OTkpoiTe OKHO HAaCTPOMKHU (HpOPMATOB OJTHUM U3 CJIEYIOIIUX CII0CODOB:

— DBroibepute nyHKT KOMaHgHOro MeHi0 Popmar > UYuciaoBoit ¢opmar

(cm. Pucynok 160).

Dopmar  TaBavwua  JaHHwe
WpundTem r

BblpagHWEaHWE r

Yncnoeoi dopMar...
Moeopot Tekcta r

OBnacTe Nnedyatu »

Pucynok 160 — Komannnoe meHto ®opmar

— Ha manenu uHCTpyMeHTOB, B paszeiie Uuciio pa3BepHUTE CIMCOK (POpPMAroB U
BbIbepuTe nyHKT Ilapamerps! (cM. PucyHnok 159).
— IlenkHuTe 10 BBIEJEHHBIM SYeWKaM I[IPaBOM KHOIIKOM MBIIIA U BBIIOJIHUTE
KOMaHJly KOHTEKCTHOrO MeHI0 YucnoBoii popmar.
3. B oxne YwuciuoBoin ¢opmar, B cromucke ciieBa BblOepure TpeOyemblii dopmaT
(cMm. Pucynok 161).
4. VYxaxwuTe rMapameTpsl JaHHOTO popmara (OrrMcaHue TapaMeTPOB CM. HHXKE).

5. Haxmwure kHonky OK.

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

BblJieJIeH CIIMCOK, TO II0 ITYHKTaM CITMCKd MOXHO IlepeMelidTbCAa C IOMOIIbIO KJIIABUIIT l, u T
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4.4.2.4.1 I1apametps! popmata «Uuciao»

s popmara Yuciio MOXXKHO HACTPOUTH Cllellytolye rapameTpsl (cM. Pucynok 161):

— Pa3pgensars rpynnsl paspsgoB — eCcid (UIKOK YCTAHOBIJIEH, TO TPYIIIbI pa3psiioB

B YMCJIaX pasfeisiorcs mpobermoM. Hampumep, wmcio 123456,00 orobpajkaercss Kak

123 456,00.

— Ymcio NeCATHYHBIX 3HAKOB — C IIOMOIIBIO IaHHOI'O CUEeTYHMKa MOXXHO YBeJIMYWUTL WU

YMEHbIINTb KOJIMYeCTBO 3HAKOB, OTO6p3)K8€MbIX Iocjie 3aIgTod. YBelndeHue u

yMeHbllleHrWe pa3psagHOCTU MOXKHO TaKXe

BBITIIOJIHUTD

C IIOMOIIBIO KHOIIOK,

PacIIOIOKeHHBIX Ha MTaHeJId UHCTPYMeHTOB (CM. pasfen 4.4.2.5).

— OTpunaresbHble 4YHCIAa — TUN  [pPeJCTaBlieHUs  OTpPUIATelIbHBIX  YHUCeI
B popmare Yucio.
Hucnoeoii dopmar >
Ouywii e
4 1012,12
Heno
JeHexHbIA
Pazgenarts rpynnel pazpagoe
MWMHAHCOBbIA
Yucao AEeCATUYHbBIX 3HAKOEB

Jata v epemn .

2 .
MpoueHTHBIRA
ApoBHbii OTpULATENEHBIE YACNE

- -100

IKCNOHeHUWaNbHbIA
TekcroBbliA ~1ou

(100)

(100

Pucynok 161 — Oxno YucnoBoi popmat
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4.4.2.4.2 TIlapameTtps! popMmarta «JleHe:KHBII»

s NeHexHoro ¢popmaTta MOXXHO HaCTPOUTH CJleflyloliue rnapamerpsl (cM. PucyHok 162):

— OO0Oo3naueHnme — CHMBOJI WM KOJ  BaJIOTHl, CJeIyIOMIMNA 33 YHACJIAMHU
B [lenexxnom dopmare.

— Ymncno mecATHYHBIX 3HAKOB — C IIOMOIIbIO JAHHOT'O CYeTYMKAa MOXKHO YBEIWYUTh WU
YMeHBIIUTb KOJIMYeCTBO 3HAKOB, OTOOpakaeMbIX IIOCJe 3alsToi. YBejludeHue WU
yMeHbIlIeHVe pa3psilHOCTU MOXKHO TakXKe BBIIOJHUTb C IIOMOIIBIO  KHOIIOK,
PAaCIIONIOXKeHHBIX Ha MaHeJId HTHCTPYMeHTOB (cM. paszen 4.4.2.5).

— OTpunarenbHble 4YHCIAa — TUI  IPe/CTaBlIeHUs  OTPUIATeNbHBIX  4HCell

B Jlenexxnom dopmare.

Hucnoeoii dopmar *

OBpaszey,

OB KA
1012,12F

Ycno

JeHexHbIn

OBozHaueHne
DuHaHcoBbIA Poccnitckmii pyGne () v

Larta v epema
L WMCAD AeCATUYHBIX 3HAKOE

[MpoueHTHBIR 5 -~

L pobHbIR

- C:T|3I-1LI,-3T EMbHbBIE YKMCNE
SKCI'IDHEHLI,HE.ﬂhHhIH

-100
TekcToBbIA

-100
100
(100]

(1007

Pucynok 162 — Ilapametpsl popmara {eHekHBbIH
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4.4.2.4.3 IlapameTtps! popmaTta «PHUHAHCOBBIN»

Hins  dPdunaHcoBoro ¢opmara MOXHO  HACTPOUTh  CJefylollde  IapamMeTpbl
(cM. PucyHok 163):
— OO0Oo3HaueHnme — CHMBOJI WIM KOJ  BQIIOTBHl, CJeAyIOIIAA 3a 4YUCIaMU
B ®duHaHCOBOM opmare.
— UYmncno mecATHYHBIX 3HAKOB — C TIOMOIIbIO JAHHOT'O CYeTYMKAa MOXKHO YBEIUYUTh WU
YMEHBIIUTh KOJINYeCTBO 3HAKOB, OTOOpaXkaeMbIX IIOC/Ie 3alsSTOW. YBeluueHHe U
yMeHbIIIeHHe Pa3psOHOCT MOXKHO TakKKe BBIIOJIHUTH C IOMOIIBIO  KHOIOK,

PacIIOIOKeHHBIX Ha MTaHeJId UHCTPYMeHTOB (CM. pasfen 4.4.2.5).

Yucnoeoii doprar x

OBpazew;

OB KA
1012,12¢

Yuecno
JeHexHbIiA OfasHaueHne
DUHaHCOoBLI Pocouniickmia py6ae (F) ¥
Jarta 1 epema
Yucno AEeCATUYHBIX 3HAKOB:

[MpousHTHBIRA ~

2 v
OpobHei
JKCNOHEH LW ANEHBLIRA

TekcToBbIA

Pucynok 163 — Ilapametpsl popmara PuHAHCOBBIN
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4.4.2.4.4 I1apametps! popmartoB «JlaTa», «Bpems», «JlaTa u Bpems»

Hns sueek B ¢dopmarax [ara, Bpems, [lata u BpemMsi MOXHO yKa3aTb ¢opmar

oTobpaxkeHus faHHBIX (cM. PrucyHok 164):

— FEcmu pna sveiiku BbiOpaH ¢opmaTt [ara, Bbibepure B crnucke Jlata d¢opmar

oToOpakeHMs J1aThl, a B ciucke Bpems myHkT Her.

— FEcmu pna sueriku BeiOpan dopmar Bpemsi, Boibepute B criucke ara mynkt Her,

a B ciiucke Bpems dopmaT 0ToOpakeHHsI BpeMeHH.

— Eom g sueiiku Beibpan ¢opmar Jlata u BpeMs, BbolbepuTe B crucke Jlata ¢popmar

oToOpakeHUsI JIaThl, a B crivicke Bpemsa ¢popmat oToOpakeHus] BpeMeHH.

Yncnoeoid gopmar X
OELU'Mﬁ u:-3|3-?!.:ELI,
4 08.10.2021
Heno

LeHexHuli [Jlata Bpemn

DMHAHCOBLIA Het . Het

fata v Bpema 8 okTAGpa 2021 r. 0:00

lMpoueHTHBIN NATHWUA, B okTABpS 2021 T. 0:00:00

[pobHbIi 08.10.2021

JKCMOHEHUWANBHBIIA 08.10.21

TekcToBbIF 8.10.21
8-oKkT
oKT-21 "

Pucynok 164 — [lapametpst dopmaroB laTa, Bpems, [lata u Bpems
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4.4.2.4.5 IlapameTtps! popmara «IIponeHTHBIH»

C nomomipio cuetyrka Ymciao mecITHYHBIX 3HAKOB (CM. PucyHok 165) MOXXHO yBelIUunTh

WJIN YMEHBIIWUTDb KOJIMYECTBO 3HAKOB, OTO6pa)KEIEMbIX B YMCJIaX I10CJIe 3allSITOM.

YBenmmueHve u yYMeHbIlleHre pa3pAJHOCTH MOXHO TdKXXe BBLIIIOJIHUTL C IIOMOIIBbIO KHOIIOK,

PAaCIIOIOKeHHBIX Ha TTaHeJId UHCTPYMeHTOB (CM. pasfen 4.4.2.5).

Yncnoeoid gopmar

OB KA

Yucno

JeHesHbIA
MAHaHCOBLIA

Jarta 1 epema
[MpousHTHBIR

O pobHbii
JKCNOHEH LW ANEHBLIRA

TekcToBbIA

OBpazew;

101212,00%

Yucno AECATUYHBIX ZHAKOB

Eal

2 v

Pucynok 165 — Ilapametpsl ¢popmara IIponeHTHBIH
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4.4.2.5 YBeITMYUTHh WIH YMEHBIIUTH Pa3psAIHOCTh

Hns uncen B ¢opmatax UYucmo, [eHexHsniii, PunancoBbiii, IIponeHTHBITI U°
DKCIOHeHITHAILHBIA MOXXHO YBEJIMYUTh WIA YMEHbBIIUTh KOJWYeCTBO 3HAKOB, OTOOpPakaeMbIX
I10CJIe 3alATOM.

[Ipu yMeHbIIEHWH KOJIWYECTBAa 3HAKOB IIOCJEHUNA BUJUMBIM pa3psi/i aBTOMATUYECKU
OKDYIJISIeTCSl B 3aBUCHMOCTU OT CKpbIBaeMoro 3Haka. OKpyTJieHHe BBIOJHSeTCS 10 CTaHIapTHBIM
MpaBUJIaM.

Hacrpoiiky konudecTBa 3HAKOB, OTOOpa)kaeMbIX IIOCJIe 3alsSTOM, MOXHO BBIIIOJIHUTh
C TIOMOIIIBIO:

— OKHA HaCTpOeK YrcIIoBOro ¢popmara (3a UckitouyeHrueM popmaTa JKCIIOHEeHIMAIbLHbBIN)

(c™m. paznen 4.4.2.4);

— KHOIIOK, PACIIOJIO’KEHHbIX Ha ITdHeJIM HHCTPYMEHTOB.

YT0OB! yBEJIMYUTH WIM YMEHbIINUTh KOJIMYeCTBO 3HAKOB II0CJIe 3alsSTON C IIOMOIIIbIO KHOIIOK
Ha I1aHeJIi UTHCTPYMeHTOB, BBIIIOJIHUTE Clleylollye AelCTBUSL:
1. Bolpenure siueliky WM JUalla30H siueek, KOTOpble cofepXxar Tpebyemble Yucia.
2. YroObl yBeJIMYUTH KOJIMYECTBO 3HAKOB IIOCJIe 3alSITOM, Ha IaHeIW WHCTPYMEHTOB, B
paznienie Yucao HaOXMUTe KHOIKY oo (YBenuuuts paspsigHocTh) (cM. PucyHnok 166).
YT1o6Bl  yMEHBUIUTb  KOJIMYECTBO 3HAaKOB  IIOCJIe  3alsiTOW, Ha)kKMHUTe

KHOIIKY Q0 (YMeHBIINTD Pa3psiTHOCTD).

Uucno b QO v EH b
1
P % | ¥ EH

Yucno Auerm

Pucynok 166 — KHonku yBesiiueHUs U yMeHbIlIeHHsl Pa3psiIHOCTU
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4.4.2.6 TexcroBoe ¢popMaTHpoBaHue GOpPMYJI U YHUCe

B HekoTophIX ciy4asx popMysly WM YKCIIO, KOTOpOe BBOJWTCSl B SiUeHKy, HEOOXOAMMO
COXpaHWTb B HCXOJHOM Buie. Hampumep, coxpanuts Hynu npu Boje uucia 00056 win
yKazaTb $opMyiy 0Oe3 ee AajbHeMIero npuMeHeHus. st 3Toro k siyeiike, B KOTOPYHO BBOJUTCS
YUCII0 WK GOpPMYJIa, ClleflyeT IIPUMEeHUTDb TeKCTOBOe GOpMaTHPOBaHue.

CumMBosioM TaKOT O dopMaTtupoBaHus SIBJISIETCS 3HaK «'» (amoctpod).
Arnoctpod ciiemyeT BBeCTH B S4eliKy HeIOCpe/ICTBeHHO Iiepesl GOPMyJION WM YMCIIOM, KOTOpOe
cJlelyeT pacrio3HaBaTh kak Tekct. Hampumep: '=CYMM(B1;C1) v '00056.

Ecnmm mepen naHHBIMA B siYeliKe YCTAHOBJIEH 3HAaK arocrpoda, TO P HakaTUM Ha
wiaBunly — Enter  dopmar  sA4eliku = aBTOMaTWUYeCKW  MeHseTCd Ha  TeKCTOBBIH.
ITpu aTOoM 3Hak anoctpoda He oToOpaXkaeTcs B siuelike U B CTPoKe (popMyII.

TekcroBoe <¢dopmaTUpoBaHWe TOJJIEPXKUBAETCSI BO BCeX TaOJMYHBIX — pefaKTopax.
OnHako IpU ero IpPUMEHeHWH B CTOPOHHEM pefakTope ¢opMar s4eeK MOXKeT COXPaHSTh
¢dopmar o ymondanuio — OOmIHii.

Eciyv [okyMeHT cozfepXXWUT Takve sYeKW, TO IIpA IIepBOM OTKpBITUM JIOKyMeHTa B
npwiokeHnn «MonOduc Tabnuna. JlomamiHss Bepcus» ¢opMmaT 3THUX sSdeeK aBTOMAaTUYeCKU
MeHsiercsi Ha TexcroBeiii. Ha skpane oTtoOpaxaercs BCIUIbIBaollee coobuieHue: «fldeliku c
JAHHBIMY, HAYMHAIOIIMMHUCA C CUMBOJIAa OAVMHAPHOW KaBbIUKU ('), ObUIM OTPOpPMATHUPOBAHBI Kak
Tekct.» Haxkmute B JTaHHOM COOOIIEHNH KHONIKY 3aKPBITh.

Ytobs! U3MEHUTb TeKCTOBbIU dopmar AYeUKU Ha Ipyrou

(Haripumep, 4TOOBI MPUMEHUTH GOPMYITy), BBITIOJIHUTE NeMCTBUS, OMMCAHHbIe B pa3fiene 4.4.2.3.
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4.4.3 I'unepcchlIKu

B nmokymMeHT MOXHO H00OaBUTH CCBIJIKY Ha BeO-CTpaHMIly WM afpec 3JIeKTPOHHOMW IOYTHI.
[Tpunoxxenune «MonOduc Tabmuna. [lomamHss Bepcusi» paclo3HaeT U JejlaeT aKTUBHBIMU
CCBUTKHM, KOTOPBIe HauWHAIOTCSI ¢ www, http, https, ftp, u amekTponHbIe ampeca.

[Ipumepsr:

—  www.website.ru,

— https://website.com,

— http://website.ru,

—  ftp://192.100.0.0,

— mailto:user@domain.ru,

— user.name@domain.com.

Ytobbl n3bexxatb omMOOK Ipu mepexofe Mo ccbuikaM, nepen URL  pexkomennyercs

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

4.4.3.1 BcraBUTB CCBUIKY

CchIJIKa MOXKeT OTO6pa)KaTbCH B IOKYMEHTe B BUJIE:

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

— TeKCTa — HallpUuMep, CChUIKA.

YtoOBI 106aBUTH B IOKyMeHT CChUIKY B BUsle URL, BoIosHUTE Clieiyroliye qerCTBUS:

1. Ilepeiinure B peXxuM pelaKTUPOBaHUS  sS4YelKHW, B KOTOPYD HeoOXOAWMO
BCTABUTH CCBIJIKY.

2. Bsenute URL ccriiku.

3. Haxwmwure knaBuiry Enter Ha kiaBuartype.
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YToOBI T00ABUTH B OKYMEHT CCBIJIKY B BUJIe TEKCTA, BBHITIOTHUTE CJIeAYIOIIHe IeUCTBUS:

1. Beienute sueliKy, B KOTOPYIO TpeOyeTCsl BCTaBUTh CCBIIKY.

2. BemonauTe KOMdHAY BCTABKHU I'MII€PCCbLJIKW OOHUM U3 CIT0coOOB:

BrTaska

SHrEHEQHBDO

[ © [

Bribepute nmyHkT koMaHaHOTO MeHIO BeraBka > Ccebuika (cM. PucyHok 167).

TaBnwua flan

Dopmar
Nuer
WzobpaxeHwe...
TekcTosoe none
Durypa k
Aunarpana r
CeoaHan Tabavua...
Dopuynsd...

Ceownka... Cirl+K

Jata
Bpewma

JameTka

Pucynok 167 — Komananoe mMenio BeraBka

— Ha nanenmu uHCTpyMeHTOB, B paslieiie BcraBka HakMuTe KHOIKY r;f-) (CchbLnka)

(cM. Pucynok 168).

JanHbie

ollp ~ 61 o

Bcraska ‘““

Pucynok 168 — Knonka Ccpuika

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2022

158



MonOdomc

— Ha manemm HWHCTPYMEHTOB, B pasjgeiie BcraBka HaxMHTe KHOIIKY

Ha otobpasuBiielics maHend BCTaBKM  HAXMHUTe  KHOIKY r;{fj" (CchpLuka)

(cMm. Pucynok 169).

2] dakpennTe ¥ "[_j"

- ”
iR A RZE
'ﬂ'ﬁ MpynnupoBats
JlaHHbie Nucr ~
HMzobpaxenne
Q p Q

TekcToBDE NONE

2

S D EE QO 4@@@

Purypa >

Awnarpanma >

CeoaHan Tabavua

Dopmyabl

Ccuinka

Pucynok 169 — Ilanenb BcTaBku
— IlpaBo¥ KHOINKOW MBIIIM I[eJKHUTEe II0 BBIOPDAHHOM sUeliKe U BBIIIOJIHUTE

KOMdHy KOHTeKCTHOI'O MeHIO BcraBurth CCBLIKY.

— Haxmure coueranne kiaasuil Ctrl+K.
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3. B okne BcraBuThb ccbLIKy (cM. Pucynok 170), B mosie Agpec BBenute URL ccpiku.
4. B mosne TekcT BBeuTe TEKCT, KOTOPBIN OyIeT oTobpaxkaThcst BMecTo URL cchimky.

5. Haxwmwure kHonky OK, 4T06BI BCTaBUTH CCHUIKY.

[Tpu Heo6X0IMMOCTH B OJIHY STUEMKY MO>KHO BCTaBUTh HECKOJIbKO CChUIOK.

BeTaeute cobinky >
MorOdwe X .
https://myoffice.ru/ >

“ OTmeHa

Pucynok 170 — OxHo BcraBUTH CCBUIKY

4.4.3.2 PejakTUpOBaTh CCHUIKY

Yto6nl pegaktrpoBaTh URL U TEKCT CCHIIKU, BBITIOJIHUTE CIIeyIOIHe TeUCTBUS:
1. Brimenure siueiiky, CChIJIKY B KOTOPOW TpeOyeTcsl pelakTUpPOBaTh.
2. OTKpOHTe OKHO peJaKTUPOBaHUs CCBIJIKA OJTHAM M3 CIIelyIOIINX CII0OCODOB:
— Bribepute nyHKT KOMaHHOTO MeHI0 BecraBka > Cebuika (cMm. Pucynok 167).
— Ha naHeJy MHCTPYMEHTOB, B paszeie BcraBka Ha)XkKMUTe
KHOIIKY {_? (Ccpuaka) (cm. Pucynok 168).
— Ha mnanemu wuHCTpyMeHTOB, B pasferle BcraBka HaXMWUTe KHOMKY e==.
Ha orob6pasuBiieiics 1laHeIM BCTaBKU HAXMHUTE  KHOIIKY {_fj (Ccpuika)
(cMm. Pucynok 169).
— IlpaBoii KHONKOW MBIIIM IIEJIKHUTe 110 BbIOpAaHHOW siYelike U BBIIOJIHWUTE
KOMaH/1y KOHTeKCTHOro MeHI0 PeakTHpoOBaTh CCBHUIKY.

— Haxwmurte coueranue xkinasumi Ctrl+K.
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3. B okne PemakTmpoBath cchbLIKYy (cM. Pucynok 171), B mone Anpec penakThpymTe
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 171 — OxHo PeakTHpoBaTh CCHUIKY

4.4.3.3 IlepeiiTH 110 CCBLIKe

YToObI IeperTH 10 CChIIKe, IMIeJIKHUTE 110 Hel, yaep kuBasi HaxkaToi kiiaBuity Ctrl.

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

[Ipy mepexose Mo cChUIKe Ha 3JIEKTPOHHBIM aJipeC OTKPBIBAeTCs TOYTOBas MpOrpamma,
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.

4.4.3.4 KonupoBaTh CCBUIKY

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

KOMdHy KOHTEKCTHOI'O MEHIO KOHI/IPOBEITI) aJipec CCbLIIKH.
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4.4.4 3ameTkn

3aMeTKd — 3TO JIONOJHUTEebHasi HMHQOpMaIKs K 3JIeMeHTaM KHHWUTH, KOTOPYI0 MOXeT
co37aBaTh aBTOP JIOKyMeHTa. Eciu pedb ulieT 0 JOKYMeHTe [JIi COBMECTHOTO peJlaKTUPOBAHUS,
TO C T1IOMOIIbIO  3aMeTOK  MOXHO  OOMEHMBATbCSi  3aMeYaHHsSMH C  KOJUIeraMu,
He BJIMSISI HA COJIepXKUMOe TaOIUIIbI.

Sldeiiky Cc 3aMeTKaMH OTMedYaloTCsl MapKepoM B MpaBOM BepxHeM yrity (cMm. Pucynok 172).

Ka;x,uaﬂ 3daMEeTKa IIPUBA3bIBAETCS K OJIHOU STYerKe.

Pucynok 172 — fI4eiika ¢ 3amMeTKOMN

4.4.4.1 Co3narts 3aMeTKy

YTo6bI CO3/1aTh 3aMeTKY, BBIIIOJIHWTE CllefyIolllre 1efCTBUS:
1. BrinonHuTe KOMaHAY CO3/1aHMS 3aMeTKU OJHUM M3 CJIeIyIOIIUX CII0OCOOO0B:
— Brimenure sdeliky U BblOepUTe IyHKT KOMaHJHOTO MeHI0O BcraBka > 3amMeTka

(cm. Pucynok 173).

Beragka @opmar  TaBavua  fdan
D Nuer

Wzobpaxerne.,

TekcToeoe none

& ou rypa L
il Anarpamma »
fH Ceocgnan taBanua...

Fx  Dopmynsi...

¢ Cowinka.., Ctrl+K

= dara
© Bpenn

[  3amerka

Pucynok 173 — KomangHoe mento BeraBka
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— DBroigenuTe sg4eiiky ¥ Ha IaHelIM WHCTPYMEHTOB, B pa3zeiie BcraBka Haxmwure

KHOIKY -==. Ha oToOpa3uBIiieiicsi maHeyu BCTaBKA HAaXXKMUTe KHOIKY @ (3ameTka)

(cm. Pucynok 174).

2] dakpennTe ¥ "[_j"

- ”
5L N
'ﬂ'ﬁ MpynnupoBats
JlaHHbie Nucr
HMzobpaxenne
Q p

TekcToBDE NONE

Purypa
Awnarpanma
CeoaHan Tabavua
Dopmyabl

Couinka

Jata
Bpemn

JameTra

N

@@ﬂ%?ﬁ“g@4@G|g

Pucynok 174 — [lanenb BcTaBKu

— DBrpimenure  g4eliky 1paBOM  KHOIIKOM MBI U

KOHTEeKCTHOI'O MEHIO HOﬁaBI/ITb 3dMETKY.
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2. B okHne 3ameTku BBeguTe TpeOyembiii TekCT (cM. PucyHok 175).

1 EEMETI{al

= T ¥ I S T B B

LY =T = = B

Pucynoxk 175 — OxHoO 3aMeTku

3. Haxmure kiaBunty Esc unm mieskHuTe 110 APYTOM sideiike, 9TOOBI 3aBepIIUTh CO3/IaHKe

3dMETKHU U 3dKPLITH ee.

4.4.4.2 PegakTupoBaTh 3aMeTKy

YTOoOBI pejakTUPOBATh 3aMETKY, BHIIIOJIHUTE CJIe[IyIolre JeHCTBHUS:
1. IlenxHUTe 1O siYeliKe, YTOOBI OTKPHITh 3aMETKY.
2. llepeiiiuTte B pexkuM pelaKTUPOBAHMS 3aMEeTKH OJTHUM U3 CJIeJIyIOIHUX CIIOCOOOB:

— [llesixkHuTEe 10 sYeliKe IIpaBOM KHOIKOM MBIIIM U BBIIOJHWATE KOMaHIY
KOHTeKCTHOro MeHi0 PemakTupoBarh 3amMeTrKy. Kypcop ycTaHOBUTCSI B Havaio
nepBoro ab3aiia 3aMeTKH.

— VYcraHoBuTe Kypcop B TpebyeMoM MecTe 3aMeTKH BPY4YHYIO.

3. BHecurte Heo0OXOAHUMbIe U3MEHEHHUS B TeKCT 3aMeTKH.
4. Haxmure wiaBuity Esc wid IelkHUTe 1O Jpyroil sidelike, 4YTOObI 3aBepIIUTDH

pedakKTUpOBdHHE 3dMEeTKU U 3dKPLITH ee.

4.4.4.3 Y nanuThb 3aMeTKy

YT1oObl yIaNuTh 3aMeTKy, IIeJIKHUTe M0 TpeOyeMol sdelike MpPaBOM KHONKOW MBIIIU U

BBITIOJIHUTE KOMdaHy KOHTE@KCTHOI'O MEHIO YHHJII/ITI) 3dMETKY.
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4.4.5 IIpoBepka npaBomucaHus

[Tpunoxxenve «MorOduc Tabnuna. JlomaiHsas Bepcusi» MOXXeT aBTOMaTUYeCKH IIPOBepsTh
TEeKCTbl Ha PYCCKOM M aHIJIMMCKOM sI3blKe Ha Hajnuue opdorpadpuueckux U rpaMMaTHYecKuX

OIIunOOoK.

4.4.5.1 IlpoBepka opporpadpuu

Yto6sI OTKJIOYUTH WU BKJIFOYMTh IIPOBEPKY opdorpadum, BbIOepuTe
IIyHKT KOMaHJHOro MeHO MHcrpymenTsl > IIpaBomucanue > IIpoBepka opdorpadpum
(cm. PucyHnok 176).

BxiroyeHne YW OTKIIIOYEHHe peXXuma IpOBepKA opdorpaduy IPUMEHSIeTCS TOJIBKO K

TeKyleMy OOKYMEHTY U He BJIMAET Hd APYyrre OTKPbIThIe JOKYMEHTHI.

WMHcTpymenter Bug  OBwwid goctyn  Cnpaeka

Mpaeonucanue P ¥ [lpoeepka opdorpadum
HacTpaneaenmeli cnosaps Mpoeepka rpaMMaTiik
Makpokomangsl r f e e

Pucynok 176 — Komananoe meHnio MHCTpyMeHTBI

[Ipunnuns! npoBepku opdorpadun:

— CnoBapp mpoBepku opdorpadpun BbIOMpaeTCsi aBTOMATHUYeCKH IO $SI3bIKY IEepPBOTO
CHMBOJIA B STYEUKe.

— KpacHoli BOJIHUCTOM JIMHUEHN MO T4ePKUBAIOTCS:
— CJIOBA, OTCYTCTBYIOIIME B BLIODAHHOM CJIOBApe;
— CJIOBa, cofiepskaiiie opdorpadryeckre OMMOKY.

— Ilpu BHeceHMM Hu3MeHEHMH B TeKCT JOKyMeHTa 3allyCKaeTCs IIOBTOPHasl IIpOBepKa

opdorpadum.
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4.4.5.1.1 cnpaBurs opdorpaduyeckrie ommoKku

Ecm B ciioBe HaijeHa omubka, ucnpaBbTe ee. [ljis  3TOro  BBIIIOJIHWUTE
CJIeyIolye IeNCTBUS:
1. IlomectuTe KypCcOp MBI Ha CJIOBO WJIM BBIJIEJIUTE CJIOBO, KOTOpPOE IOAYepKHYTO
KPAaCHOM BOJTHUCTOM JiuHuen (cM. Pucynok 177).
2. IllenkHUTe 110 JAHHOMY CJIOBY IPAaBOM KHOIIKOM MBIIIN HEIIOCPEe/ICTBEHHO B siueiike Win
B CTpPOKe GOpMYy!L.

3. B KOHTEeKCTHOM MEeHIO BI)I6epI/ITe HpaBPIJIbeII)'I BApPHUAHT HAIITMCAHUA NAHHOT'O CJIOBA.

Ecnmyv 1y BBIZEJIEHHOTO CJI0Ba OTCYTCTBYIOT BapWaHThl IIPaBAJIBHOTO HAlMCAHUS, B

KOHTeKCTHOM MeHIO OTO6p{:l)K8€TC}I HaAIIMCh Hert npenﬂomennﬁ.

fx  awnbka
A B C D E
1 awmbka |
2 —% cwmnbka
3 ownbka
4 wrbka
] a wnbka
&
7 JobaenTs B ChoBapL
8 MponycTute
9 ﬁ BrraenTe Ctrl+V
10 BeTaeuTe 3HaueHKe Ctrl+Alt+V
::12 BcTaguTe HedopMaTUROBAHHBIA TEKCT
13 ¢ BCTaBWTb CObINKY
14

Pucynok 177 — Ucnpasnenue opdporpadpryeckoit ommubKu
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4.4.5.1.2 Y panuth noguepKuBaHie CJI0OB

Yrobbl  u3bexkaTb  MOJYEPKUBAHWSI  CJIOB,  PACIO3HAHHBIX  IPWIOXKEHHWeM  Kak
opborpaduvyeck  HeBepHble, BHeCHUTe JaHHbIe CJIOBAa B  HACTpaWBaeMbId  CJIOBaph
(cMm. paznen 4.4.5.2) wiv fo6aBbTe B CIIMCOK UTHOPUPYEMBIX CJIOB.

Yro6bI 1OOABUTD CIIOBO B CIIMCOK UTHOPHUPYEMBIX, BHITIOJTHUTE CJIEAYIOIIHe AeHCTBUS:

1. TlomectuTe Kypcop MBIIIM HAa CJIOBO WM BBIJIEJIUTE CJIOBO, KOTOpOE MOJYEPKHYTO

KpPaCHOU BOJIHUCTOM JIMHUEHN.
2. lllenkHuTe MO JAHHOMY CJIOBY MPABOM KHOMKOM MBIIITH HETIOCPEICTBEHHO B siYeiiKe UITN
B CTpPOKe GOpMYII.

3. BrpimosiHATe KOMaHly KOHTeKCTHOrO MeHto IIpomyctuTs (cM. PucyHnok 177).

[Ipy BBIOJIHEHWU JAHHOM KOMaHIbl MTOAYEepKUBAHUE CJIOBA KPACHOW JIMHUEHN IPOIajiaer.
Ecm ciioBo BcTpedaeTcsi B JOKyMeHTe HECKOJIbKO pa3, TO HW3MeHeHWUs! IPUMEHSIOTCS IS
BCeX I[OBTOPEHUM C YYeTOM PerucTpa. lakve M3MeHeHMUs COXPAaHSIOTCS B paMKaxX OJHOU Ceccuu
paboTbl C JOKyMeHTOM. IIpy TIOBTOPHOM OTKPBITUM JIOKYMEHTa CHOBA 3aIlyCKaeTcs
npoBepka opdorpadpum.

B citydae omnbo4HOro nprMeHeHUs KOMaH/Ibl BEpPHUTECH K IPeJbIAyIeMy COCTOSIHUIO IIpU
oMoty komaH/ibl IIpoBepuTh npaBonucanue. /[Jis 3TOT0O BHIIOJIHUATE CIIeAYIOIINe JTeMCTBUS:

1. ITomecTuTe KypcOp MBIIIK HA CJIOBO WJIU BbIJIEJIUTE CJIOBO.

2. UlenkHUTe MO TAHHOMY CJIOBY NMPAaBOM KHOMKOW MBIIIM HEIIOCPeJICTBEHHO B siYeiiKke WIn

B CTpoke GOopMyIL.

3. BrimomHaute KOMdHY KOHTEKCTHOI'O MEHIO HpOBEpHTL IIpaBOIINCAHHE.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2022 167



MonOdonc

4.4.5.2 HacTpanBaeMsblii CJI0Baphb

Ytobbl un3bexaTb  IOAYEpPKUBAHUSI  OTHEIbHBIX CJIOB B  TekcTe (Hampumep,
MMeH COOCTBEeHHbIX, abOpeBUATyp, CHelMajlbHbIX TEPMHUHOB U T.lI.), MOXHO BHECTH HX B
HAaCTpauBaeMbIi CJI0Bapb.

[Tlepen Havamom paboTel cO cjioBapeM ybequTech, YTO B TPWIOXKEHUM BKIIOUYEHA

mpoBepka opdorpaduu (cM. pazuen 4.4.5.1).

4.4.5.2.1 JIobaBUTH CI0BO B CJIOBaph

B cnoBaps MOXHO 100aB/ISITh TOJIBKO OTAENIbHBIe ciioBa. [lobaBieHue ClI0BOCOYETaHUN He
JIOITyCKAeTCs.

[Tpu nobaBieHuu ciioBa B CJIOBAapb yUWTHIBaeTCsl perucTp. Eciu ciioBo muiiercs Kak co
CTPOYHOM, TaK U C 3arVIaBHOM OYKBbI, peKoMeHAyeTcsi N00aBUTh B CJioBapb 00a BapHaHTa
HaIlMCaHW IaHHOT'O CJIOBA.

Yro6bl [00aBUTH CJIOBO B HACTpaWBaeMbIM CJIOBapb IPSIMO W3 TEeKCTa, BBIIIOJIHUTE
CJIelyIolve IeNCTBUS:

1. IlomectuTe Kypcop MBIIIM WM BBIJEJIUTE CJIOBO, KOTOpoe HEeoOX0IWMO

106aBUTH B CJI0BApb.

2. llenkHWTe 1O CJIOBY IIPAaBOM KHOIIKOW MBI HENOCPEeICTBEHHO B siYelKe WIU

B CTpOKe GOpMYyIL.

3. BrbimosiHATe KOMaH/ly KOHTEKCTHOTO MeHio Jlo0aBUTH B cioBapsh (cM. PucyHok 177).

Yro6bl m006aBUTH HOBOE CJIOBO HeNOCPeJICTBEHHO 4Yepe3 CaM CJIOBApb, BBIIOJIHUTE
CJIeZIyIolve IeNCTBUS:
1. Boibepute myHKT kKOoMaHgHOro MeHi0 MHcrpymenTsl > HacTrpamBaemslil ci0Bapb

(cm. Pucynok 178).

MHctpymenter - Bug  OBwmi ac

Mpascnucadue r
HacTpaweaemblil cnoBaps

Makpokomanam r

Pucynok 178 — Komananoe meHio UHCTpyMeHTBI
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2. B okne HacrpauBaemsblii ciaoBapb (cM. Pucynok 179) BBeauTe cCiI0BO, KOTOpOe

HeoOX0uMO 0OaBUTh B CJIOBaph.

3. Haxmure kHONIKY v kiasuily Enter Ha kiaBuatype.
4. Haxmure xHomky I'oToBo, 4YTOOBI 3aBepUIMTb peJaKTUpPOBaHHWE CJIOBaps |

3dKPBITb OKHO.

B | Hactpaweaemeld cnoeape >

‘ MoiiOdud X

(Mycro)

MoaknoYnTe lNotoBo

Pucynok 179 — Oxno HacrpauBaemslii cJI0Bapb

4.4.5.2.2 Tlogk/IIOYUTH CTOPOHHHE CJI0BapH

YTOoOBI pacHIMpUTh 3arac CJI0B, JOCTYIHBIA B TAOJIMYHOM pelakTope, MOXKHO MOAKJIIOYUTD

ctopoHHue cioBapu B ¢popmare DIC. [Ins aToro:

1. B J1aJIOTOBOM OKHe HaCTpaI/IBaEMbIﬁ CJIOBAPb HAXMHUTE KHOIIKY HOI[KJIIO‘II/ITI)

(cMm. Pucynok 179).
2. B okne ¢aitmoBoro MeHepkepa Bblbepute ¢aiinn ¢ pacmmpenueM *.dic U HaxmuTe

KHONIKY OTKpPBITh.

ITo 3aBepiiennu cosiepkumoe ¢aiisia 0TOOpa3UTCs B HACTpaUBaeMOM CJIOBape.
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4.4.5.2.3 Y1anuTh CJI0BO U3 CJIOBaps

Panee mobaBiieHHOe CIIOBO MOXHO YJaJIUTh U3 HACTPAUBAeMOT'O CJIOBaps.
Y1o6Bl yAaIWUTh CJIOBO C IOMOIIbI0O HMHCTPyMeHTOB okHa HacTpauBaemblii CJIOBaphb,
BBITIOJIHUTE CJIeIyIolue IeHCTBUS:

1. Bribeputre myHKT kKOoMaHAgHOTO MeHI0O MHcTpymeHThl > HacTrpamBaemslil ClI0Baphb
(cm. Pucynok 178).

2. B oxne HacrpauBaemsriii cioBapb (cM. Pucynok 180) HaBenuTe Kypcop MBIIIM Ha
CJIOBO, KOTOpPOe HeobX0AUMO YAAJIUTh U3 CJIOBAPS, U HAXKMUTE KHOIKY Y IaJIUTh.

3. Haxmure kHOnKy I'oTOBO, 4YTOOBI 3aBeplIWTb pefaKTUPOBaHHWe CJIOBapsi M

3dKPBbITb OKHO.

i’ Hactpaweaemblidl cnosape >

MobOduac ¥aanuTs

N

MoaknounTe lNotoBo

Pucynok 180 — Oxno HacrpauBaemslii cJI0Bapb

Y1o6Bl ynamuTh CiIOBO 0e3 Iepexojla B OKHO HACTPauBaeMOI'O CJIOBAps, BBINOJHUTE
CJIeyouye qeCTBUL:
1. IlomecTuTe KypcOop MBIIIM Ha CJIOBO WJIM BBIENIMTE CJIOBO, KOTOpPOe HeoO0XOAUMO
YIaJIUTh U3 CIIOBAps.
2. llenkHWTe 1O CJIOBY IIPaBOM KHOIIKOW MBI HENOCPEeICTBEHHO B siYelKe WIH
B CTpOKe GOpMYyIIL.

3. BrimomHaute KOMdHy KOHTEKCTHOI'O MEHIO YHHJII/ITI) U3 CJIOBApA.
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4.4.5.3 IIpoBepka rpaMMaTHKU

YTOOB! OTKIIIOYMTH WJIM BKJIIOYWTH IIPOBEPKY 'PaMMaTHKH{, BblOepUTe IYHKT KOMAaHIHOTO
MeH!0 MHcTpyMenTs! > IIpaBomicanue > IIpoBepka rpammaTuku (cM. Pucynok 181).
BxitoyeHre W OTK/IIOYEHHe peXUMa IIPOBepKd TIpPaMMaTUKU IIPUMEHSIeTCS TOJIbKO

K TeKyIlleMy JJOKYMeHTY U He BJIMsieT Ha JIpyrHe OTKPBITbIe JOKYMEeHTHI.

MHcTpymentss Bug  OBwwi goctyn  Cnpaeka

MpaecnucaHwe r Mpoeepka opdorpadui
HacTpaveasmei chosaps Mpoeepka rpaMMaTiiig
Marpokomangm r f ¥ — v =&

Pucynok 181 — Komangnoe mento MHCTpyMeHTBI

[IpyHIUIIBI IPOBEPKU TPAMMATHUKU:

—  $I3bIK IpOBEPKU rPAMMATHKU BHIOMPAETCS] aBTOMATHUIeCKH 110 TIepBOi OyKBe B siueiike.

— IIpoBepka rpaMMaTHKH 3allyCKaeTCsl MOCye HaXKaTus rpobesia uiu kiaBuiu Enter npu
YCJIOBUH, YTO IIpeyIoJKeHre 3aBepliieHo.

— Ilpenynoxenuve ¢ rpaMMaTHYECKOM OIMMOKOM ITOAYePKUBAETCSI CHHEN BOJTHUCTOM JIMHUEH
KaK B siueliKe, Tak U B 110JIe BBOAA GOPMYJIBL.

— @opMyJibl ¥ 3HaYeHUs He IIPOBepsItoTCS.
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4.4.6 Ilouck u 3aMeHa MAaHHBIX

4.4.6.1 ITouck o MOKyMeHTy

YTOoOBI HAUTH JTAHHBIE B TEKYIIIEM JIOKYMEHTe, BBITIOTHUTE CJIeAYOIIHe IeUCTBUS:

1. OTkpoiTe aHe b MOMCKa OJHUM U3 CJIeYIOITUX CIIOCOOO0B:

— Bribepute nynkT komannHoro Mesto IlpaBka > ITouck (cm. Pucynok 182).

Mpaeka Beraeka @opmar Tabavua

2
c
o
[

(e

]

OTMeEHWTE

MoeTopuTE

Boipesath

Kenuwpoeate

BetaguTe

BcTaeuTe 3HaUEHKME

BcTaguTe HedopMaTUROBAHHBIA TEKCT
Konwpoeate dopmatiposadne

MpuMeHUTE dopMaTHpoBaHWe
BmaenuTs BCe

Mowck

JaHHeie  HcTp

Ctrl+Z
Ctrl+Y

Chrl+X
Ctrl+C
Ctrl+V
Chrl+Alt+Y

Ctrl+5hift+C

Ctrl+Shift+V

Ctrl+A

Ctrl+F

Pucynok 182 — Komananoe mento IlpaBka

— Ha 60okoBO#i TaHenu HaKMUTe KHOIIKY Q (cMm. Pucysnok 183).

— Haxwmurte couetanue xkinasuii Ctrl+F.

2. HpI/I H806XO)II/IMOCTI/I YKaXXuTe I1apaMeTpbl ITIOUCKA:

— Texymmii tuct/Bce TUCTBI — BBITIOIHUATD ITOMCK Ha JINCTE, OTKPHITOM B HACTOSIIIIHAM

MOMEHT, WX BBIIIOJIHUTD ITIOMCK Hd BCeX JIMCTaX JOKYMEHTa.

- C YueToM perucTrpa — BbIIIOJIHUTL IIOUCK C YY€TOM 3alJlaBHbIX U CTPOYHBIX 6y1(B B

HCKOMOM TeKCTe.

— Toabko cIoBa HEJIHMKOM — HAWTH TOJLKO IejIble CJIOBa/BHa‘-IeHI/IH, d He JJaHHbIe,

KOTOpBIe SIBJISIOTCS YaCThIO IPYTUX CJIOB/3HA4YeHHUH.

3. BBemure UCKOMBIe JaHHbIE B CTPOKY ITOUCKA.
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= Hoseiii aokyment 1 - MoiiOdnc — [m| X
Daiin  Mpaeka Beraska Qopmar TaBamua  [Jandoie  WHctpymentm Bug  OBwwii goctyn  Haactpoikw  Cnpaeka
v <><o XOThames v| | 12 |~ AT AT = v | v OBwmii v % '1_1'
g~ W K Y e ﬁv £ A p 9 |00 00
Dann Mpaeka WpudT BoipagHWBaHuWe Yucno Auerkn MaHHbe Becraeka -~
fx
=
A B c D E F G 2 Q
1 Haliti A
2
3 3aMEHUTh Ha
4
5 = -
JaMeHWTb JaMeHWTL BCe
6
7
8 MapameTpw nowncka
9
10 TekyLwmil aner v
1
12
3HaueHWA v
13
14
= C yueTom perucrpa
16 v TonbKo CNOBa LENMKOM
< B 3aMeHATL € YU4ETOM perncrpa
[E=] +
CYMM 0 CP3HAY 0 MWH 0 MAKC 0 CHET3 0 - o + 0 100% v

Pucynok 183 — [1anenb moucka

PESYJIbTaTI)I IIOMCKa ITIOJICBETATCA B NOKYMEHTe. HCHOHLBYI\/'ITE KHOIIKK ¢ » IIOJl CTPOKaMH

IIOMCKa U 3dMEeHHI, YTOOBI repemMeniaTbCA 1o sS'YerKaM C HalJIeHHbIMU pe3yjibTaTaMHu.

4.4.6.2 3amMeHa 110 JOKYMEHTY

YroObl HaWTHM W 3aMeHUTh [aHHble B TeKylleM JOKyMeHTe, BBIIIOJIHUTE Clle[ylolye
JeCTBUS:
1. OTkpo¥iTe naHesb IOKCKA OHUM U3 CJIeYIOINUX CIIOCODO0B:
— Broibepute nynkT komanaHoro metto IlpaBka > ITouck (cm. Pucynok 182).
— Ha 6oxoBo# naHe HAXKMUTe KHOTIKY Q (cm. Pucynok 183).
— Haxwure coueranue kiasui Cirl+F.
2. 1lpu HEOOXOJIMMOCTH yKa)kKUTe TTapaMeTphl MOKCKa:
— Texymmii mucT/Bce IMCTBI — BBIIIOJIHUTG IIOMCK Ha JINCTE, OTKPBITOM B HACTOSIIIIUI
MOMEHT, WJIM BBIIIOJIHUTD IIOMCK Ha BCEX JIMCTaX JOKyMEHTa.
— C yderoM perucrpa — BBIIIOJIHUTH IIOUCK C y4eTOM 3arjIaBHBIX U CTPOYHBIX OYKB B

HCKOMOM TeKCTe.
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— Tonpko cnoBa IeJIMKOM — HAaWTH TOJIBKO IleJible CJIOBa/3HAYeHHs, a He JaHHbIe,
KOTOPBbIE SIBJISIFOTCS] YaCThIO APYTUX CJIOB/3HAUYEHUM.
3. B none HaiiTu BBeuTe TaHHbIE 1JIsI [IOKCKA.
4. B crpoky 3aMeHHTB Ha BBeJIUTe JJaHHBIE VIS 3aMeHbI UJIM OCTaBbTe TI0JIe MTyCThIM, eCITH
TpebyeTcst yAaIuTh HailleHHble JaHHbIe.
5. Ecm 3ameHy TpeOyeTcsi BBINOJHSATH C y4YeTOM 3arjlaBHbIX W CTPOYHBIX OyKB B
HaWJIeHHOM TeKCTe, TOCTaBbTe GJIaXkOK 3aMeHATh C y4eTOM pPerucrpa.
IIpumep: B TekcTe HOKyMeHTa HeOOXOJWMO 3aMeHWTh CJIOBO J02060p Ha CJIOBO
koHmpakm. Ilpu 3TOM Ci0BO do2060p MoXKeT ObITh HANMCAHO KaK CO CTPOYHOM,
TaKk ¥ C 3aryiaBHOM OykBbl (HarpuMep, B Hadaje mpemioxenus). IlocraBeTe ¢uiaxkok
3aMeHATH C YY4eTOM perucrpa, uTobbl cJioBo 002060p CO CTPOYHOM OYKBBI 3aMEHWIIOCh
Ha CJIOBO KOHMPAKM CO CTPOYHOUM OYkBbI, a cjoBO J[o2o60op C 3ariaBHOM OYKBBI
3aMeHHJIOCh Ha cJIoBo KoHmpakm c 3aryiaBHOM OyKBBHI.
6. 3ameHHUTe JaHHbIe OJIHUM U3 CJIeIyIOIINX CIIOCOOOB:
— Haxmure kHOKy 3aMeHHUTBh, YTOObI 3aMEHUTh JaHHbIe B TEKYIIEM BblJeJIeHHOM
¢dparmeHTe.
— Haxwmure kHOTIKY 3aMeHUTH Bce, YTOObI OJTHOBPEMEHHO 3aMeHUTh JaHHbIe BO BCEX

Hal/IeHHbIX pparMeHTax.

3aMeHa YacTU HaWJeHHOI'0 3HAa4YeHMs WJIM 4aCTH HaWJeHHOIrO pe3yjibTaTa BbIYHCIIEHHS I10
c])opMyne He IMTPOU3BOJUTCH. 3HadyeHue I pe3yjibTaT BbIYHUCIIEHHUS 110 (bOpMYHE MO>XHO 3dMeHHUTDb

TOJIBKO LIEJIMKOM.
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4.5 ®opmyasl 1 pyHKIIUH

PopMysa — 3TO J000e BbIpDAKEeHWe B siYeilke, KOTOpOe HAYMHAeTCS CO 3HaKa «=».
DopMyibl MOTYT coJiepXaTh dyHkIMH, 3HAuYeHUs, azpeca siueex, HMIMeHa,
OIlepaTophl IeHMCTBUNA U AP.

dyHKIMs — peaycTaHoBieHHas: Gopmyia «MoOduc Tabnuma. JlomariHss Bepcus», I
BBIUMCJIEHUS] KOTOpPOW HeoOXOJIMMO MCIOJIb30BaTh apryMeHThl. [lofHBIM cHHMCOK  QYHKIMIMA

npusesieH B paszerie «IIpunoxenue 1. [lepeuens GyHKIMI U UX ONKACAHUE.

4.5.1 OcHoBHBIe NpUHIMIEI BBOAA GopMy1 1 pyHKIHI

OcHoBHBIe IPUHITUIIEI BBOAA POPMYI U PYHKIINNA:

— ¢opMyiia Bceryia HAYMHAeTCsl CO 3HaKa PaBEHCTBA «=»;

— TIIOCJle 3Haka paBeHCTBA MOIYT ClleloBaTb (QYHKLIWM, KOHCTAaHTHI, ajpeca s4deek,
OllepaTOpkbl AUCTBUM U APYTHE JJIEMEeHTHI;

— BCe OTKPBIBAIOIIMe U 3aKpbIBaIOIe CKOOKU JJOJDKHBI OBITh COIIACOBAHBI;

— o0bs3aTesibHbIe apryMeHThl UCII0JIb3yeMblX PYHKIMH JJOJKHBI ObITh YKa3aHbI;

— KOHCTAHTBI He JOJIXXKHbI COAep>KdTb CUMBOJI «S».

Hns dynkiui 4geiika 1 UHdopM BBoIUTE TEKCTOBBIE ITapaMeTphbl Ha aHIVIMMCKOM SI3bIKe,
3aKJIroyast 150:¢ B JIBOMHBIE KaBbIYKU 51 VCIIONIb3YSl paszienuTesb .

Hanpumep: =STIEMKA(" contents";A2), =MH®OPM("'system").
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4.5.2 ImenoBaHHEbIC fUANIA30HEI

B ¢opmynax MOXHO HCIIO/Ib30BaTh MMEHOBAaHHbIE AUAla30HbI, CO3/IaHHbIE C IOMOIIbIO
CTOPOHHUX MPOrPAMM.
YTo6b1 yka3aTh B GOpMyJsie UMEHOBAHHBIN AUaIla30H, BBITIOJIHUTE CeAYIolre JeHCTBUS:
1. HayauTe BBOAWTH Ha3BaHWe [Walla3oHa. B BbIAfaroNeM CHOHCKe OToOpassTcs
HAaMMEHOBAHMUS TUATIa30HOB, COOTBETCTBYIOIIME YCIIOBHUSIM MorcKa (cM. Pucynok 184).
2. Brbibepure Ha3BaHMe TpeOyeMOro [Auana3oHa C TOMOIIbI0O MbBIIIA WIA KJIABHUIII
KJIAaBUATYPHI:
— IllenkHuTe 10 Ha3BAaHUIO JHAIIA30HA JIBOM KHOIIKON MBIIIIH.
— BrimenuTe Ha3BaHMe 1Mana3oHa C MOMOIIBIO KJIABUII KJIABUATYPHL | U T ¥ HAXKMUTE

kiaBuiy Enter.

A B c D E F
1 |ToBapbl Mpoparun
2 |Toeap1l 175
3 |Tosap 2 154
4 |Tosap 3 176
5 |Tosap 4 123
& |[Toeap 3 109
7 |ToBap 6 103
g |Toeap? 454
9 |Topap &8 96
10 |Toeap 2 83
1 [uroro  =CYmMM(n|
12
12 &' NMpopaxw .
14

#x MEPEKTHOM

15
16 #» MEPECT

Pucynok 184 — BBoj ”MeHOBAaHHOTO JTMaria3oHa B popMyITy

Ha3zpanue nuanazona nojcraButcs B GopMyiy.
KoppekTHO BBe/leHHOe HaWMeHOBaHMe [Mala3oHa BblesieTcs B ¢GopMyse I[BETOM.
Ecnmu uMeHOBaHHBIM [Mana3oH CCbUIAETCS HA [IMAlla30H siueek, TO OTOT [UAalla30H sdeeK

[IOJICBEYMBAETCS B TaOIUIIe.
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4.5.3 ABTOMaTHYeCcKoOe BbIYMC/IeHHe QyHKIMH

Ecim nonb3oBarens BoiessieT B Tabiivile AUANa30H siueek, TO MPUIoXKeHe aBTOMaTU4eCKU
MOJICYUTHIBAET JUISI WX COJEPXXKHUMOTO 3HAYeHHWS TISTH CaMbIX HCIIOIb3yeMbIX QYHKITHA.
BrruuciienHbie 3HaueHUs] 0TOOpaXKaloTCsI B CTPOKe cocTosiHus (cM. PrucyHok 185):

— CYMM - cymMa Bcex 9ucen BBIJIeJIEHHOTO Iara3oHa.

— CP3HAY - cpeniHee 3HaYeHHE BCEX YHCEJT BbIIEIEHHOTO JTMAIla30Ha.

— MMH - HauMeHblllee 3HaUeHHe CPeiu BCeX YMCel BbIIeJIEHHOI'O JUaa30Ha.

— MAKC - naubosblilee 3HaueHHe Cpe/id BCeX YMCe BblJIeJIeHHOTO IMara30oHa.

—  CYET3 - K0JHM4eCTBO 3HAYeHUH B BHUIEIIEHHOM [HAIa30He. Y YUTHIBAIOTCS YUCIIOBBIE 1

TeKCTOBbIe 3HAYEeHH .

Ecin  Tpebyercss  HAcTpOMTh  CHOMCOK — OTOOpakaeMblx — GYHKIMH,  BBIIOJHUTE
clleflytoliye AeiCTBUS:

1. B crpoke cocTosiHUSI HAXKMUTE KHOTIKY [£].

2. B oTkpsiBIIEMcS criucKe OTMeTbTe driakkaMu GyHKITMH, KOTOphIe cileffyeT 0ToOpaXkaTh

B CTPOKE COCTOSHHA.

11

12 CYMM
13
CP3HAY

15 MIAH

16
MAKC

CYMM 0 CP3HAY 0 MWH 0 MAKC 0 CHET3 0 = L + 100%% b
I
b

Pucynok 185 — Hactpoiika oTobpakeHus 3HaueHUM
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4.5.4 Beop pyHkiumii

Crncok ¢yHKIMM, KOTOpble MOAJep)XuBalTcd B mpwioxeHnd «MonOduc Tabnuna.

HomaiHss Bepcush», iprBefieH B pasene «[Ipunoxxenne 1. [lepeuens GyHKIMI U UX ONKCAHUE.

Hist BBoIa PYHKIMM B sSYEMKYy MOXKHO HCIOJIb30BaTh HWHCTPYMEHThI HeNOCpelCTBeHHO

JIAHHOU STYeHKH, CTPOKHU GOPMYJT WIH MTaHeau GopMyil.

YTtobbl BBeCTH (PYHKIMUIO C IIOMOIIbI0 MHCTPYMEHTOB SYeMKU WIM CTPOKU (OopMyiI,

BBITIIOJIHHUTE Clleyroue JIerCTBUS:

1.
2.
3.

Briienute sueliky, B KOTOPY0 HEOOXOOUMO BBeCTH QyHKITUIO.

B gdeiike win ctpoke GOpMYIT BBEJIUTE «=».

Haunute BBOIWTHL Ha3zBaHMe (QYHKIMM, 4YTOOBI BBI3BATh CIIMCOK C IIOACKAa3KaMH
(cMm. Pucynok 186).

BribepuTe U3 nipeJyioXkeHHOTO CIIMCKA He0O6X0IMMYI0 (PYHKIMIO C ITIOMOIIbIO MBIIIN WU
KJIaBUII KJIABUATYPBI:

— Brigenute TpebyeMyto GpyHKIUIO B CIIACKE I1[eTYKOM MBIIIIH.

— Broienute Tpebyemyto GyHKIMIO B CIIMCKe C IIOMOIIbIO KJIABUII KJIaBUATyphl | U 1

Y HakxmuTe Kiasuiy Enter.

f:x =CyMM

A B C ) E
1 =CyMM |
2
3 x CYMM
4 f CYMMECM
5
6§  Fx CYMMECMMH
T
; Fx CYMMKB
9 Fx CYMMKBPA3H
10
11 CYMMMNPOW3B
12 £ CYMMPA3ZHKB
13
14 Fx CYMMCYMMEKB
13

Pucynoxk 186 — Cnincok dyHkImi
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[Ipy HEoOXOOUMOCTH TMpOYTUTE OmHcaHWe (YHKIWU. [[71 3TOro BO BCIUIBIBAIOIIEN
II0JICKa3Ke HA)KMUTe KHOIIKY ++ CIIpaBa OT Ha3BaHus ¢yHKIMU (cM. Pucynok 187).
BennpiBaromiyro  mopckasky € onucaHueM  QyHKIMM — MOXHO — IlepeMeliaTth,

yZiep>KUBasi JIeBYIO KHOIIKY MBIIITH.

=CYMM( (Y x

A B C D E F G

=CyMM( |

CYMM(zHaueHHel; [3HaueHne?; ..])

L R

Pucynok 187 — Onncanue GpyHkmu

BBenuTte apryMeHThl QyHKIIUHU.
YroObl 3aBepIIUTh BBOA (YHKIMH, HAKMHUTe KHOIKY ([ I CTpOKe (OpMyJl WU
wiaBuily Enter Ha kiaBuarype. YToObl OTMEHUTH BBOJ (QYHKLMH, HaXXMUTe

kHonky . B cTpoke dpopmyi1.

YT068!I BBeCTH QYHKIUIO C IIOMOIIIBIO ITaHeIu GpOopMYJI, BBIIIOJIHWTE CllefyIolye 1efCTBUS:

Briienute siueliky, B KOTOPYO He0OXOMMO BBeCTH QyHKIIHIO.

2. Pa3BepHuTe naHesb GopMy OJJHUM U3 CJIeYIOIUX CIIOCOOOB:

— Bribepute nyHKT KOMaHIHOTO MeHI0 BecraBka > ®opmyasl (cM. PrucyHok 188).

Beragka @opmar  TaBavua  fdan
Nuer

Wzobpaxerne.,

TekcToeoe none

Durypa L
I Awarpamma »

QEH®d

CeoaHan Tabavua...

| £

Dopmynsl...
¢ Cowinka.., Ctrl+K

Pucynok 188 — Komananoe menio BecraBka
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— Ha manemm HWHCTPYMEHTOB, B pasjgeiie BcraBka HaxMHTe KHOIIKY

Ha otoOpa3uBiieiics maHend BCTaBKM HaXXMUTe KHOIIKY j(:x (Popmyibr)

(cMm. Pucynok 189).

- A
B 3akpenute v ? —
a i @ B3 2 =

Nucr ~

'ﬂ'ﬁ [pynnuposats ¥

[aHHbe

MzobpameHne Q

TekcToeoe None

2

Durypa ¥

Jwnarpaneaa ¥

CeogHan Tabavua

Dophyas

VHEBEOHPOE

Cewinka

Pucynok 189 — Ilanenb BcTaBku
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— Ha 60KOBO#1 ITaHENH HAKMUTE KHOIIKY 1% (cM. Pucyrok 190).

B nose moncka HayHWTe BBOAUTH Ha3BaHUe (YHKIMM, YTOOBI BBI3BAaThb CIIMCOK C
IIOJICKa3KaMHU.

BribepuTe 13 IIpeJjIo)keHHOT'0 CIIMCKAa He00X0AUMYI0 PYHKITHIO.

[Ipy HEOOXOUMOCTH 03HAaKOMBTECH C KPAaTKOM CITPAaBKOM 1O QYHKITMH B HIDKHEN 9acTy
naHesy GOpMyII.

Yrobbl BCcTaBUTH (QYHKIUIO B  SYelKy, HaXMUTe KHOIKYy BcraButh wiu
kiaBuily Enter Ha kiiaBuarype.

BBenuTe aprymeHTbl GYHKITAU.

YT06bI 3aBepIIATH BBOJ GYHKITMH, HAXKMUTe KHOIKY &4 B cTpoKe GOpMYJI MIIM HOXKMUTe
kiaBully Enter Ha kiaBuatype. UToObI OTMEHUTH BBOA, GYHKIIMHM, HAXKMUTE KHOIIKY

B CTpOKe GOpMYyIIL.

Q
abs >
-
ABS
MHWM.ABS
Becraeuth
ABS(3HaueHue)

BosepawaeT aBCoNoTHOR 3HAYEHME
Jucna.

iHaYyeHHne

Yucno, ANA KOTOPOro HeobxodUuMo
BEpHYTE aBCoNOTHOE 3HaYEHME,

Pucynoxk 190 — Ilanens popmyn

YTOOBI OTMEHUTH IIOMCK IIO BBeIEHHOMY Hd3BdAHHIO qDYHKL[I/II/I, B IIOJIe IIOMCKAd HAXMHTe

KHOIIKY .

YToOb!I 3aKpbITh NMaHeIb GOpMyJl, HAXKMUTe KHOIIKY —* B ee BepXHel 4acTH WJIM IOBTOPHO

Ha)XMUTe Ha KHOIIKY /% Ha GOKOBOM IIaHeJIH.
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4.5.5 3amena ¢popmyJIbI Ha ee pe3yabTaT

st ynobcTBa paboThl MOXKHO IIPeo0pa3oBaTh CIOXKHYIO GpOpMyIly, BBeJIEHHYIO STYeiKYy, UITH
ee 4acTb Ha BbIYMCJIEHHOe 3HayeHue. [[jis aToro:
1. Boimenute yactb Gopmyiibl Wik GOPMYITy MEJIUKOM HENOCPe[CTBEHHO B sSYeKe WU
B crTpoke ¢opmyn. Ham BbiesieHHOM dYacTbio ¢GopMysibl/popMysiod 0TOOpPasUTCs
BCIUIBIBAIOIIIAS TIOJICKA3Ka C BBIYMCIIEHHBIM 3HAUeHHEeM.
2. Haxmure wmaBumy F9  gns 3amennl  uyactu  dopmysbl/bopMysbl  Ha

BbIYHMCJIEHHOE 3Hd4YeHue.

4.5.6 KonnmpoBaHnue u BcraBka ¢opmyst

KonupoBanve u BcraBka ¢OpMyJl  OCYILIECTBISIeTCS  CT@HJApPTHBIMM  criocobamu
(c™. paznensl 4.4.1.6 u 4.4.1.7).

[Tpu HEOOXOAMMOCTH M3 OTHOMW STYeMKU MOXHO CKOIUPOBAaTh GOPMYIly, a B IPYTYIO STUEHKY
BCTaBUThb WTOTOBOe 3HaueHHe 3TOM ¢opMysbl 6e3 camoi ¢opmysbl. [ljis 3TOro BBIIOJIHUTE
CJIelyIolve IeNCTBUS:

1. Komupyiite popmyity CTaHIaPTHBIM CIIOCOOOM.

2. Brienure s4eiiky, B KOTOPYIO TpeOyeTcsl BCTaBUTh UTOTOBOE 3Ha4eHHe 3TOW GOPMYIIbI.

3. Brimonnure komanay BeraBUTh 3HaUeHHMe OJTHUM U3 CJIEYIOIIUX CIIOCOOOB:

— DBroibepute nyHKT KOoMaHgHOro MeHio IIpaBka > BcraBurh 3HaueHHe

(cMm. Pucynok 191).

Mpaeka Bcraeka @opmar Tabawua  Jaddwe MHerp

T OTMeHuTE Ctrl+Z

" ToeTopuTe Ctrl+Y¥

oo Bripesate Crl+X

Konwposate Ctrl+C

m BrTaeute Crl+V
BeTaeuTe 3HaueHKe Ctrl=Alt+V

BeTaeuTe HedopMaTUROBaHHBIA TEKCT

Pucynok 191 — Komananoe menio IlpaBka
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— Ha manenu uHCTpyMeHTOB, B pasnerne IIpaBka HakmMuTe Ha CTpeJIKy CIipaBa OT
KHOIIKA N (BcraBuTb) u B BBINA/AI0IIEM CITMCKe BbIOEpUTE

koMaHy BecraButh 3Hauenue (cM. Pucynok 192).

Daiin  [Mpaeka Beraeka @opmar  TaBawua Jandme HHoTpymeHTH

b D)E(g |Ea é X0 Thames W

=v 9OC

i @ BrTaguth

Pann Mpaeka

FX. BcTaenTe 3HaueHWe

A s

BetaeuTe HedopMaTHpoOBaHHBIA TEKCT

Pucynok 192 — Komanzna BcraBurth 3HaueHHne

— OTKpOﬁTe KOHTEKCTHOE MEHI0 SYeWKH MIeTYKOM npaBoﬁ KHOIIKM MBI K
BBITIOJIHUTE KOMAHY BcraBuTh 3HaueHHe.

— Haxwmure coueranue kiasuil Ctrl+Alt+V Ha kiaBuarype.

4.5.7 Ilopsanok BeINOIHeHNs onepanuii B gopmyJie

Ecnu B popmyrie 1criosb30BaHO HECKOJIBKO Pa3HbIX OIlepaTopoB, IMOPS/IOK AeUCTBUM OyneT
OTIpeJIeNIATHCS 110 CIIeAYIOIUM IIPaBUIaM:
— IlepBBIMU BBIIIOJIHSIIOTCS OIlepaliiy B KPYIVIBIX CKOOKaX:
— BHYTPM CKOOOK OIlepaliM BBHINOJHSIOTCS B COOTBETCTBUM C IIPUOPUTETOM
oneparopa (cMm. Tabmura 5);
— eClii BHYTpH CKODOK eCTb BJIOKeHHBbIe CKO6KI/I, orepan B HUX BBIINIOJIHAIOTCA B
IIepByI0 O4epe[b.
— Hesnauumble CKOOKU aBTOMaTUYEeCKH YIAJSIFOTCSL. Hanpuwmep,
dbopmya =CYMM(1+(2*5)+1) oymner AaBTOMATUYECKU mpeoOpa3oBaHa
B popmyny =CYMM(1+2%5+1).
— Omnepanyy 3a mpefiejiaMd CKOOOK BBIIOJHSIFOTCSI B COOTBETCTBUU C IIPUOPUTETOM
oreparopa.
— OnepauHH C OAVHAKOBLIM IMTPHUOPUTETOM BBLIIIOJIHAIOTCA CjieBa HAIIPdBO. Hckmrogyenvem
SIBJISIFOTCSI OTlepalliy BO3Be/IeHUsI B CTeleHb (™), KOTOpbIe BBITOIHSIOTCS CITpaBa HajeBo.

[Ipumep: = 27472 = 2716 = 65 536.
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[TpuopuTteTbl oOIlepaTOpoOB IpH BBINOJIHEHWH OeHCcTBUM B ¢opMylie Ipe/CcTaBieHbl B

Tabumuiie 5.

Tabmuna 5 — Ilpuopurers! onepaTopoB

IIpuopurer

Omneparop

DyHKIHSA omepaTopa

1

Omnepatop o0benHEeHs

[IpoGen

%

Borancnenue H0JIK B IIPOEHTax

2
3
4

'YHapHbIH UTI0C
‘YHapHBIM MUHYC

YHapHbIi Tpoben

BosBenenue B crerneHb

YMHOXeHue

Henenwe

CnoxxeHue

Brruuranue

O0benuHeHye IBYX TEKCTOBBIX CTPOK B OJTHY

OmnepaTopbl CpaBHEHUS:
PaBno

Bonpiie

Memnbliie

Bomnpie vy paBHO
MeHbliie W1 paBHO

He paBHo
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4.5.8 CTpyKTYypHpOBaHHBIe CCHLIKH

Pabora co CTpPyKTYypHpOBaHHBIMM CCBhUIKAMH IOJJIEPXKMBAETCS TOJBKO B Tabiuiax, K
KOTOPBIM TPUMEHEeH TaOJIMYHbIM CTWIb popMaTHpoBaHusl B mporpamme Excel (Tak Ha3bIBaeMbIX
«YMHBIX» TaOIHIIaX).

«YMHBIe» TabmuIbl UMelT uMs (1o ymomdanuio — Tabauual, Tabauua?2 w T.10.) U
COCTOST UX CJIETyIOITUX 00IacTei:

— CTpOKa 3aroJioBKa,

— obJacTb JaHHBIX,

— CTpOKa UTOTOB.

4.5.8.1 Ucnonb3oBaHue CTPYKTYPHPOBAHHBIX CCHIJIOK

@®opMysibIl  CO CTPYKTYPUPOBAaHHBIMH CCHUIKAMH OIEPUPYIOT He ajpecaMH siyeek U
[UAna3oHOB gYeeK, a HWMeHaMM Tabjauibl U CTOJOIIOB TaOUILI, a TakKe Ha3BaHUIMU
obacrei TabOIUIILL.

B Tabnune Hike prBeieHbl IPUMephbl 00BIYHBIX U CTPYKTYPUPOBAHHBIX CCHUIOK.

Tabmuna 6 — IlpumMeps! cChLIOK

Onucanue OOBIYHAA CCHUIKA CTpyKTypHpOBaHHas CChLIKA

Cchlika Ha TUATIa30H TIeeK =CYMM(B2:B8) =CYMM(Tab6mumnal[IIpomaxmu])
cronbua Ipomanu tabmurer Tabsmmal

Ccplnka Ha 0071aCTb JaHHBIX =CYMM(A2:D8) =CYMM(Tabnuna?Z[#][lanHbie])
Tabmuns! Tabauma2

fx  =CYMM(Tabamuual[Npoaamu]) fx  =CYMM(Tabanua2[#0aHHbie])
A B C A B C D E

| I oo 3 mocwes [ beneuiwa [ nogmockcese K
2 |AnenbcuHbl 646 720 2 |AnenbcuHbI 63 256 93912 123 834
3 |baknamaHbl 387 125 3 |BaHnasaHbl 99518 49650 152 387
4 |BaHaHBl 748 675 4 |BaHaHbl 65820 184 186 139 159
5 |BapaHuM 2219 308 5 |BapaHHM 100405 677908 64 6BE
& |Bepmuwens 683 776 6 |Bepmuwens 92135 202482 60 731
7 [Tpywm 894 929 7 |Tpywm 103421 91902 118 991
8 |KaBaurwu 280 841 5 |KaBaukwu 16685 96553 16 481
9 58613?8. 9 2614104.

—
(=]
—
=

Pucynok 193 — CTpykTyprpoBaHHbIe CCBUIKU
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CTpyKTypUpOBaHHBbIe CCBUIKM MOTYT HCIIOJIb30BaThCid Kak B Tabmuile, Tak U
3a ee IpefeiaMH.

Ecm ¢dopmyna co CTpyKTYpHpOBaHHOM CCBUIKOM pacrojiokeHa HeINoCpe/ICTBeHHO B
Tabiile, TO yKa3blBaThb Ha3BaHHe TAOJHMIIbI B JJAHHOW CCbUIKe He HY>KHO. Eciau ums Tabiuibl 1o
KakoW-mMb0 TpUYMHe yKa3blBaeTcsl B  CCbUIKe, TO OHO AaBTOMAaTHYeCcKd yHaJisercs
pu BBOJIE bOpMYIIHI. Hanpumep, dbopmyita =CYMM(Tabunal [IIpogamu])
6yner aBToMaTuyecku rucnpasieHa Ha =CYMM([IIponaxmu]).

Ecm dopmyrna co CTpyKTypUpOBaHHOM CCHUIKOM PacIiOjio’KeHa 3a IpejiellaMu TabJIUIIb,
TO yKa3aHHe UMeHH! TabJIUIIbI SBJIsIeTCs] 00513aTeIbHbIM YCIIOBUEM.

YToObl y3HATh UMl TAaOJIUITEI, BBIJIEJIUTE B Hel JIt00YI0 s4ueiiky. Mms Tabnuiibl 0ToOpa3uTcs
Ha TIaHeJT UHCTPYMeHTOB, B pasfene Taomuna (cM. Pucynok 194).

Yrto0bbI CKOITMPOBATb UM Ta6JII/IHbI, BbIIe/InTe ero nejdKOM MBIIIIN.

TaGawual

- B8 & -

TaGnuua Bcraeka

Pucynok 194 — Ha3Banue TaGuIibl

4.5.8.2 CuHTaKCHC CTPYKTYPHPOBAaHHBIX CChLIIOK

CTpyKTypUpOBaHHbIE CCHIJIKU MOTYT 00PaIIaThCsl K CJIeTyIONUM JaHHBIM TaOJIUITbI:

Tao0smua 7 - Ykazareaun

Yxkasarensn Onucanue

#Bce Bcs Tabmuria, BITIOYasi CTPOKY 3aTOJIOBKA U CTPOKY UTOTOB (TIPY X HAJTUYIHHN)
#3aromoBKu Tonbko CTpoKa 3aroyioBKa

#]1aHHbIE Tonbko CTPOKY TAaHHBIX

#HWUToro Tonbko cTpoka UTOTOB

@HWms cronbia Syeiika Ha TIepeceyeHNH TeKyIlel CTPOKY M YKa3aHHOTI'O CTOJIOIa

WU (HesiBHOe IlepeceveHue)

@

NJIN

#37a cTpoka Vkazarenb #9Ta CTPOKa aBTOMAaTUYECKU MEHsIeTCsl Ha yKa3aTesb (@
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B Tabmnure Hibke puBeieHbl IPUMepbl CTPYKTYPUPOBAHHBIX CChUIOK.

Ta6smmma 8 — Ilpumeps! CTPYKTYPHPOBAHHBIX CCHLJIOK

Bcsa Tabimna Tonbko HaHHBIC ToabKko 3aro10BKu Toabpko uToru
Tabmuna Tabnmunal[#Bce] | Tabnumal Tabmunal[#3aronosku]| | Tabmunal [#HToro]
Tabnumal
Tabmumal [#]anHbIe]
Cronbernt N | Tabmumal[[#Bce], | Tabmumal|[N] Tabmumal [[#3aromoBku], | Tabmumal[[#UToro],
[N]] [N1] [NI]
Tabnunal[[#/1anHble],
[N]]
Cron6rel ¢ | Tabnunal[[#Bce], | Tabmumal[[N]:[M]] Tabmunal [[#3aromoBku], | Tabmumal[[#UToro],
N oM [N]:[M]] [N]:[M]] [N]:[M]]
Tabnumnal[[#1annble],
[N]:[M]]

4.5.8.3 BBoz1 CTPYKTYpPHPOBaHHOM CCHUIKH B popMyty

Beox ¢opmyi,
CTaHIAPTHBIMH CIIOCOOAMHU.
Ytobel  ykaszaTh

CJIeZIyIolre IeNCTBUS:

1. Hauuute BBOOUTL Ha3BaHWe TaOIUIILL.

B  dopmyine

Ha3BdHHE

KOTOpble CO/iepXKaT CTPYKTYPUPOBaHHBbIe —CCBUIKH,

«YMHON»

TaOJIUIILI,

OCYyIIeCTBJIAeTCA

BBITIOJTHUTE

B BbmagatoiemM crucke OTOOpassiTcst

Ha3BdAHUA BCEX «YMHbBIX» TaGJ'II/II_I, KOTOpPBbIe COAEep’KdTCA B JOKYMEHTe.

=1 oo e e P —

=oymm(t| |

BH TaBnmual

BH TaBnmua?

Pucynok 195 — Crircok «yMHBIX» Ta0IHIl
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2. Broibepute Ha3BaHMe TPeOYeMOM TaOJIUIIBI C TIOMOIIBIO MBITITH WJIA KJIABHUII KJIaBUATYPHI:
— IlenkHuTe MO HA3BAaHHUIO TAOJIUIIHI JIEBOW KHOIMIKON MBIIIIH.
— BroigenuTe Ha3zBaHMe TAOIUIIBI C TIOMOIIBIO KJIABUII KJIABUATYPHI | U T U HAXXMUTE
kiaBuiry Enter.

HazBanue Tabiuiib MoACTaBUTCS B GOPMYITY.

Y1o6nl BBecTM B GOpMYyJy UMs CTOJIOIA WIM yKa3aTellb Ha 00JIaCTh JAHHBIX TaOJIUIIbI
(manmpumep, #UTOro Wiy (@), BHIIIOJIHUTE CJIeAYIOIMe JeACTBUS:

1. Beemute cumBon [ (yieBasi kBajipaTHasi CKOOKa). B BeImajaromem crivicke 0TobpassTcst
Ha3BaHUs CTOJIOIIOB M yKa3aTeid Ha 06J1aCTH JAHHBIX TaOJIUIIbI.

2. Brpibepute TpeOyeMblii 3JIeMEHT CIIMCKA C IIOMOIIIbIO MBIIIN WK KJIaBUII KJIaBUATYPHI:
— IllesnikHUTE TIO CTPOKE 37IeMeHTa JIeBOM KHOIIKOW MBIIIIH.
— BrimenuTe CTpoKy 35ieMeHTa C MOMOIIBIO KJIABUII KJIABUATYpPbl | U 1 U HAOKMUTE

xiasuiy Enter.

BriOpaHHbIN 371eMeHT MOJICTaBUTCS B POPMYITY.

A B C D E F
1
2
: =CYMM(Tabmmuall] |
4
5 @ - 37a cTpoka
? Tosap
7
8 MNpogaxm
- #B
10 ce
L #[laHHble
12
13 #3aronoBkm
14 #¥rorm
15
16

17

Pucynok 196 — Cnincok Ha3BaHUM CTOJIOIOB U yKa3aTeslel Ha 06J1acTy JaHHBIX
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Ecm ykazarens Ha oOmacTh JaHHBIX TaOiuinbl (Hampumep, [#3arosoBku]) BBefeH B
¢$bopMyITy KOpPPeKTHO, TO OH BBbIJIeJISIeTCSl IIBETOM, a B Tabjuile MOACBEYMBAETCS UamNa3oH, K

KOTOPOMY OH 0bparaercst (HarpuMep, CTPOKa 3arojIoBKa).

4.5.8.4 YupaBieHnne «yMHBIMH» Ta0JIMIIaMH

«YMHbIe» Tabmiibl oTobpakatoTcs B npuioskeHnn « MorOduc Tabmuia. [fomarHsis Bepcrs»
B TOM BHJle, B KOTOPOM OHM ObUIM coxpaHeHbl B npuiioxkeHun Excel. Hampumep, eciiu B Excel
CTPOKa HWTOTOB ObUIa OTKIOYeHa, TO B «MoiOduc Tabmumna. JlomamiHss Bepcusi» Tabiuia
oToOpaxaercss 6e3 CTPOKM WTOroB. BxiioueHWe M OTKIIIOUeHHe O0JiacTell TaOJIMIBI, a TakKXKe
dwibTpanMy B CTpOKe 3arosioBka B rnpuiioxxkeHnn «MonOduc Tabmuna. JlomaiHss Bepcusi» He
MIO/1/Iep>KUBAETCSL.

[Ipy HEOOXOAMMOCTH CTPOKY HWTOTOB MOXHO CO3[aTh BpPy4HyI0. [ljisi 3TOro BBeauTe

dbopmyity B 100YI0 STUEKy CTPOKH, CIeIyIolei 3a MocieJHel CTPOKOM TabJIHIIbI.

[Ipu paboTe c «yMHOM» TaOIMUIIEH MOXKHO BBITIOJIHATDH CJIeAYIOIIHe Ollepaluu:

— PepmaktupoBaTh HazBaHMs CTOJOIOB. IIpu 3TOM Ha3BaHMSI CTOJIOIOB aBTOMAaTHUYECKU
OOHOBJISIFOTCS] B CTPYKTYPHUPOBAHHBIX CChIIKAX TaOJIUIIBI.

— BcraBnsaTh CTpoKM U CTONOLBI MeEXIy CYIIeCTBYIOIIMMU CTPOKaMH U CTOJIOIAMU
(10 He B KOHIIe TaOJIMITHI).

— KommpoBath «yMHbIe» TaOIUIIbI B MpejieiaX OJJHOTO JIOKYMEHTa WIA U3 JIOKYMeHTa B
JOKyMEHT TIpM yCJIOBUM, YTO o00a JOKyYMeHTa OTKPBITBI B  TPWIOXKEHUH
«MouOduc Tabmurna. /lomaminss Bepcusi». CKONMMPOBAHHOW Tab/MIle aBTOMaTUYECKU
MIpUCBaUBaeTCsl YHUKaIbHOe uMsl. Bo Bcex CTPyKTypHPOBAHHBIX CChITKAX UMsI TaOIUIIbI-

OpHUI'MHa/lda aBTOMAaTHU4YeCKHU 3aMeHAeTCs Had UM THGHHHbI-KOHI/II/I.

4.5.8.5 BeruncisgemMsbie CTOJIOLBI

Ecnu B Tabnvily Heo6x01MMOo 106aBUTH CTOsOel], BCe siuelKh KOTOPOTO COfepXaT OAHY U
Ty ke GOpMyJTy, Co37aiTe BBIYUCSIeMbIN cTosberl. [IJisg co3qaHusl BEIYMCIISIEMOTO CTOJIOA MOXKHO
HCIIOJIb30BaTh JIF000M cTosber] TabIuIlbl, KOTOPBIA HE COIEepPXKUT JJaHHBIX.

Y1o6Bl cpenath CTOJOEI] BBIYMCISIEMBIM, BBeIUTe B JIIOOYIO sUEMKY JIAaHHOTO CToJIOIa
TpebyeMyto popMyity U HaXKMHUTe KiaBuily Enter.

Bce siueliku cTosb1ia aBTOMaTU4eCKH 3al0JTHSTCS BBeZIeHHON GOpMYyJIOi.
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J17151 BBIYMCIIIEMBIX CTOJIOIOB JIEUCTBYIOT CJIeyFOIIHe TIPaBHIa:

— FEcmu dopmyna penmaktupyercs B J1H000M  siueliKe BBIYMCISIEMOTO CTOJIOI@, TO
aHAJIOTUYHOe  pellakTUpoBaHWe (OpMyJibl  aBTOMATHUYeCKHM OCYIIeCTBIISIETCS B
OCTAJIbHBIX TYeMKaxX JaHHOI'O CTOJIOIA.

— FEom 4acTh JJaHHBIX B CTOJIOIE yAaisieTCs WM BMeCTO (GOpMyJibl BBOASTCS OOBbIYHbBIE
JaHHbIe, TO CTOJj0Oelr TIepecTaeT OBITb BBHIYMC/IIEMBIM (M3MeHEeHHsT B GopMyJiax
MepecTaloT paCIpOCTPaHATLCS Ha BeCh CTOJIOEIT).

— FEcmu xoHCUCTEHTHOCTH CTO/IOIIA BOCCTAHABIMBAEeTCSI BPY4YHYIO (TO ecTb BO BceX
si9eiikaX CHOBA COJIEPXKUTCS OJTHA U Ta ke ¢opmysa), TO CToybel] CHOBa CTaHOBUTCS

BBIYMCIISIeMbIM.

4.5.8.6 ABTOpacHIipeHe «yMHOMH» Ta0IHIIbI

ABTOpAacIpeHre «yMHOM» TabJIUIIbI BBIIIOIHSETCS ITPU BBOJIe JAHHBIX B CMEXXHbIe sTYeiKY,
pacnosiokeHHble B CTOJIOIE CIpaBa OT «yMHOW» Tabmuibl. Eciim B Tabiuile OTCYyTCTBYeT CTpOKa
WTOTOB, TO aBTOpACIIMPEeHHe TaKXKe BBINOJHSIETCS MPU BBOJE JaHHBIX B CMEXHbIe SYerKH,
pacrionioXeHHble B CTPOKe, CJiefAyIolel 3a ocyeIHel CTPOKOM TabIUIIbI.

JlaHHBIE MOT'YT BBOIUTHCS CIIEAYIONIMMU CIIOCOHAMHU:

— Bpyunyto.

Ecm B cMexHbiM crosiberr BBoauTcs GoOpMysia, TO JaHHBIA CTOJ0Oel CTaHOBUTCS
BBIYMCIIsIeMBIM (CM. pa3zen 4.5.8.5).

— W3 bydepa obmena. ABTOpacHIMpeHUe BBIIIOIHSETCS, €CJIM JaHHble BCTaBJISIIOTCS
CJIeBa/CHU3Y OT TaOJIMIIBI WK BCTABJISIOTCS. OJTHOBPEMEHHO U B TAOJIUIly, U B CMeXHbIe
STYeUKU.

— Ilyrem aBTO3amosiHeHus siaeek (cM. paszmen 4.4.1.4), korja B KadecTBe siueHKH-00pasia

BbI6I/IpaeTCH OJJHA MJIM HEeCKOJIbKO d4eeK <<YMHOfI>) Ta6J'II/II_[bI.

ABTOpaciMpeHye BbIIOIHSIETCS, eCIIN:
— B 00JacT aBTOpaCUIMPeHUs He COJepKaTCs IaHHbIe;

— BCTaBJisieMble JaHHble He HAKJIaAbIBAIOTCA Hd APYI'YIO «KYMHYIO» Ta6m/1uy.
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B Tekymed BepcMuM He TIOAJIEPXKUBAETCS aBTOpPACIIMPeHHe «YMHBIX» TaOJHIl TIpU
aBTO3aMOJIHEHUU siueek (CM. pasfen 4.4.1.4), ecru:
— B KayecTBe suelKu-oOpa3ila BbhIOpaHA sYeiika TaOMUIBI CO CTPYKTYPHUPOBAHHOM
CCBIJIKOH;

— B KadveCTBe s'9efiKM-00pa3na BeIOpaHa siueiika B CTPOKe 3ar0JI0BKA TaOJIUITBL.
4.6 OnepaTopsh! JelCTBUH

4.6.1 Apudmernueckue onepaTopsl

Apudmernueckre omnepatopbl (cM. Tabmuna 9) ompenenstoT omepanyy Haj, YMCIOBBIMU
¢dopmaramMu JaHHBIX, a Takxxe Haj popmaTtamu Jlata u Bpems.
Ecin 3Hayenne He MoOeT OBITb IIpUBEJEHO K 4YHCIy, B pe3ysbTare Ollepalvy

BeIBOgUTCA oinbka #3HAY!.

Tao6umna 9 — Apudpmernyeckue onepaTopsl

3Hak omeparopa 3Hauenue IIpumep
+ Cnoxenue =6+7
- Boruuranue =B12-B3
OTpuranue -45
* YMHOXeHUe =86*34
/ Jemnenue =36/3
A BosBenenue B cTeneHb =D8"2
% Borauciienve mony B mporieHTax 76%

YT100OBI U3BITICYL KOpeHb 41CJId, HCHOHBBYﬁTe Cl)OpMy.TIy aregyromiero Bujia:
=M*(1/N),
rae M- 4YHnCJIO, U3 KOTOPOT'O U3BJIEKAETCA KOPEHb, N — mokasareib CTelleH:u KOpHA.

Hanpumep, popmyina =36 (1/2) usBiiekaeT KBaJipaTHbIA KOPeHb YnCIa 36.
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4.6.2 OnepaTopbl CpaBHEHHSI

Omnepatopsl cpaBHeHust (cM. Tabmuma 10) npuMeHSIIOTCS [Uisi CpaBHEHMSs JIBYX 3HAYeHHUHU.

CpaBHI/IBaTb MOXKHO JTIOObIe THIIBI OdHHbIX: YMUCJId, 1dThbl, CTPOKKX CHUMBOJIOB.

PesynbTat oneparuu cpaBHeHuUs — OHO M3 JIOTUYECKHUX 3HAUeHUM:

— HCTHHA - 3amvcaHHOe BbIpa’keHHe BEPHO;

— JIOJKD — 3anrcaHHOe BbIpaXKeHHe HeBepHO.

Ta6usmma 10 — OnepaTops! cpaBHeHHUS

3Hak omeparopa 3HaueHue IIpumep
= PaBHo =6=6
> Bonbie =9>17
< Mesnsbliie =A2<C3
>= Bousblile uimm paBHO =0>=6
<= MeHnbllie WM paBHO =P12<=7
<> He paBHoO =3<>4

4.6.3 TexcToBbIi OnIEpaTOp

TekcroBbiii oneparop (cM. Tabmwmma 11) wucnone3yercs st oObeMHEHUs! JAHHBIX W3

TEeKCTOBBIX d4eeK B OHY CTPOKY.

Tabnuna 11 — TexcroBrhlii onepaTop

3Hak omeparopa

Onucanmne

ITpumep

&

CoenuHsieT CTPOKH U3 IBYX U O0Jiee sueek B
HelpepbIBHYIO MT0CJIeJI0BATeIbHOCTh CUMBOJIOB

Suetikn: A2 (Moit) u A3 (Odwuc)
®opmyna: =A2&A3

Pesynbrar: MoiOduc

Yro6bl 00BEIVHUTL IaHHBIE M3 TpeX U Oojee sueeK, MCIOJb3YyHTe TeKCTOBBIM OllepaTop

Inepea KaXJibiIM HOBBIM aipeCOM STYEHKH.
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4.6.4 OnepaTopsbl CCHLIIOK

Omnepatopel cceuiok (cMm. Tabmuna 12) ucnonb3yloTcss AJis ONMCAHUS CCHUIOK Ha
Jvana3onbl  sdeek. (CchbUIaTbCs MOXHO KaK Ha  sS4YeHMKU TeKyllero JIMCTa, TakK |

Ha STYelKU JIPYTUX JIUCTOB.

Tao6smmuna 12 - OnepaTopsbI CCBLIOK

3Hak omeparopa Onucanue ITpumep

Omneparop auana3oHa

Co35aeT cChUIKY Ha JMATa30H SYeeK. =CYMM(B2:C4)
CraBuTCS MeXAy NIepBOM U MOCTIeTHeH (cM. Pucynok 197)
SIYeMKOM Auana3oHa

=CYMM(A1:B1:C4:D4) —
Moxet IIPpUMEHATbCA 71 O6’E;EJII/IHEHI/I$[ CyMMa Bcex siueek,
JAWAIIA30HOB sYeeK. B sTom clly4ae PaCIIOJIOKEeHHbBIX MEXTY

BO3BpalllaeT JUaNa30oH MexXay J1eBOi1 Al u D4, BKITIOUAS 5TH SIeHKHI
BepxXHel U IIpaBOi HIDKHeN S4YeliKaMH,

BKJIFOYAs 3TU SUeHKU (cm. Pucyrok 197)

[Tpo6en Omnepatop nepeceyeHus

Co3maeT CcChUIKY Ha STYeHKH, KOTOpbIe =CYMM(A2:C4 B2:D4)
PacCIIOIOKEeHbI HA TTepeceveHun
yKa3aHHBIX TUANIa30HOB

(cm. Pucynok 198)

'UMsuIMCTa'! CospaeT CChIIKY SYeMKy WK AUara3oH =CYMM(B2+"'JIuct2'!B2)
si9eeK Ha JIPYTOM JIUCTe TeKyIel KHUTH

=CYMM(B2:C4+'JTuct2''B2:C4)
(cm. Pucynok 199)

'‘uMsiiicTa n:uMsiiicta m'! | Co3maeT cChUIKy Ha OJHY U Ty ke stueiiky | =CYMM('fInBaps_2019:

Ha HECKOJIbKUX JIICTAX TeKyIIel KHUTH Hexadps_2019"'Al) — cymma
(3D-cchuka) sdeek Al Bcex JIMCTOB U3
YKa3aHHOTO JIMania30Ha

[Ipu BBOme ¢opMyn BbIIeTUTe HEOOXOOWMBIA Iuamna3oH sdeek (cM. pasmen 4.2.1),

YTOOBI HE BBOJIUTH €r0 BPYUYHYIO.
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~CYMM(B2:C4)

A

fx =CYMM(AL:BI: )
B C A B
1 1 15
1 2 2
1 2 3
1 2 4 15 2
5 36,
| 9 6
7
Pucynok 197 — Oneparops! quana3oHa
fx =CYMM(A2:C4 )
A C D
1
2 3 2 4
3 3 2 4
4 3 2 4
3
6 9
7
Pucynok 198 — Oneparop nepeceuyenus
fx =CYMM(B2:C4+
A B
il
2 1 2
3 1 2
4 1 2
5
6 30,
7
Pucynoxk 199 — OniepaTop CChUIKY Ha STYEHKU JIPYTOTO JIUCTa
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4.7 CBogubIe Ta0IHUIBI

4.7.1 Co3maTh CBOTHYIO TA0JIHILY

CBopiHast TabnuIla — 3TO WHCTPYMEHT, KOTOPBIA II03BOJIIeT MPEeACTAaB/IATh JAaHHBIE W3
OOBIYHOM TIJTOCKOM TabJIUIBI B YIOOHOM JI71s1 aHAIM3a BUJIE.
[Ipu ucnosnib3oBaHKY CBOAHOM TAOIMITBI MOXKHO!
— OBICTPO pa3MeliaTh JIaHHbIe M3 CTOJIOIIOB MCXOJIHOM TabJUIbI B CTOJOIAX M CTPOKaX
CBOJIHOH TabJIUIILI U MEHSTh UX MeCTaMH;
— IPOU3BOJIUTDH PACUeTHI;

— (QuIbTpOBaTh JAaHHBLIE.

st co3maHus CBOOHOW TaOMUIIBI HEOOXOOMUMO TpefiBapUTEeIbHO CO3[aTh HCXOOAHYIO
TabJIUIly — IVIOCKYIO TabIUITy C TpeOyeMbIMU TaHHBIMU.
[Ipu noiroToBKe MCXOIHOM TaOIUITBI pEKOMEH IyeTCsl YUUTHIBATh CllelyIolire TpeOOBaHUS:
—  CrosbI1bl B UCXOMHOM TabuIle AOKHBI UMETh 3aTOJIOBKHU.
— B npenenax ogHoro crosbiia Tabnuiibl peKOMeHIyeTcsl UCIIOJIb30BaTh JIaHHbIe B OTHOM
dopmate (cm. pasmen 4.4.2.2). Hanpumep, Tonbko B popmate «OOIIHi» WM TOIBKO B

¢opmare «latay.

CBo/iHY10 TabJIUITY MOXHO CO37]aTh HA HOBOM WJIM TeKYIlleM JINCTe JOKYMeHTa.
Yro06Bl CO3/1aTh CBOAHYIO TaOIIMITy, BBIIIOJIHUTE CIeyIolue JeHCTBHUS:
1. Brimenurte 0JIMH U3 CIeIyIOIINX 3JIEMEHTOB JIsl [IOCTPOeHUs] CBOJHOW TabJIUIIb:

— Jluamas3oH [aHHBIX B MCXOJHOW TabiMile, HA OCHOBe KOTOPBIX ClefyeT CO3[aTb
CBOJHYIO Tabmuiy. Jlpanma3oH [aHHBIX HEOOXOJUMO BBbIIENSTh BMecTe C
3aroJIoBKaMu CTOJIOIIOB.

Jlnana3oH JaHHBIX He MOXeT COCTOSTh U3 OHOW CTpPoKU. [lepBas cTpoka aunanasoHa
He JIOJDKHA COAepXKaTh IIYCThle JYerKHU.

— Slueiiky Ha TekyleM JIMCTe, B KOTOPYIO CJleflyeT BCTaBUTb CBOJIHYIO TabiMily.

JTa siuelika OyAeT sSBISITbCS BepXHeH JIeBOU siuelKoM Tabsuilbl. BeiOpaHHas siuelika

He JJOJDKHa CoOep>KaTb JdHHbIX.
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2. OTKpOHTe OKHO CO3[IaHuUSI CBOJTHOM TAOJIUIIBI OTHUM U3 CJIEAYIOLIUX CIIOCOOOB:

— Breibepute 1nyHKT KoMmaHgHOoro MeHio BcecraBka > CBopmHas —Tabsiuna

(cMm. Pucynok 200).

Beraeka  @opmar  TaBawua  [fan
Nuer

Wzobpaxerne...

TekcTosoe none

Gurypa g
Junarpansa r
CeoaHan Tabavua...

Dopuynsd...

Cemnka... Ctrl=k

D »EESQHBDO

Jata
Bpewma

[ © [

JameTka

Pucynok 200 — [TynkTt komangHoro Menio CBogHas Tabuia

— Ha nanemu wuHcTpymMeHTOB, B pasfienie BcraBka (cm. Pucynok 201) naxkmwute

L]
KHOIIKY (CBognas Tabsmma).

B 3akpenute v ’\[_]/| —
- o~ = B &

IHaHHbe BcTraBka

'ﬂ'ﬁ Mpynnuposate v

Pucynok 201 — Knonka CBognast Tabsmna
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— Ha mnanenu wuHCTPyMeHTOB, B pasfaeile BcraBka HaxmuTe

(cm.  Pucynoxk 202). Ha oroOpasuBiieics MaHeld

L]
KHOIIKY (CBomuas TabuuIa).

2] JakpennTe ¥ "?

T )
i A
'ﬂ'ﬁ Mpynnupoeats ¥
[aHHbie Nucr
WMzobpaxerne
Q P

TekcToBDE NoNe

Durypa

Awnarpanma

CeoaHana Tabanua

Dopmyabl

Coulnka

JaTa

Epenmna

@@ﬂ%%ﬁi%@]4@G|§

JameTra

Pucynoxk 202 — Ilanenb BcTaBKkU
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3. B oxue Co3mats cBomHyo Tabmauny (cMm. Pucynok 203) BBIMOTHUTE CIleqyroIue

IeMCTBUS.

Ecim nHa IepBOM Iiiare BI)I6I/IpaJIaCb sSYerKa [Jis8 BCTAaBKU CBOJHOU Ta6ﬂI/IIII)I,

TO B 1ojie ICTOYHMK MAaHHBIX YKQKWATe JWAMa30H JaHHBIX WCXOAHOUW TaOJIUIIHI,

Ha OCHOBE KOTOPBIX CJIelyeT CO37IaTh CBOAHYIO TabJIHITy.

Ecnmu Ha IIepBOM IIiare BbI6I/IpaJ'IC$I AWalla30H OAaHHBIX, TO YKa>XHUTe MeCTO BCTABKHU

TaOJIUIIGL:

HoBplit jiCcT — BCTaBUTH TAOIMITy Ha HOBBIM JIMCT. HOBBIM sMCT co3maeTcst
aBToMatuyeckd. [lo yMmomuanuio nucty npucBauBaetrcs uMs CBomHas Tabdauia
<Ne>, rne Noe — HomMep CBOAHOW TabiuIbl B TeKyllleM JIOKyMeHTe.
[Ipy HeoOxX0AMMOCTH Ha3BaHUE JINCTAa MOXKHO PeJIaKTHUPOBATh.

CymiecTBy1ommii JIUCT — BCTAaBUTDH TAOJIMITY HA JIUCT, KOTOPBIA O0TOOpaXkaeTcst Ha
OKpaHe B HACTOSIIMN MOMEHT. B nosie YkakuTe Ha4aIbHYI0 STUeHKYy BBeJlMTe
ajipec SlYeUKHU, B KOTOPOW CJefyeT PacIOJIOKUTh BEepPXHIOK JIEBYIO SYEerKy

CBOIHOU TaOJIUIILL.

4. Haxwmure kaonky OK.

Cozgate cECAHYH TaBnuLy >

cToUHKME ZaHHBIX

'MexogHas Tabnvua'lal.Dy *

MecTo pacnonosenna Tabanuk
© Hoswii aver

CyLLecTEY L WA AnCT

Pucynok 203 — Okao Co3maTh CBOJHYIO Ta0IHILy
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4.7.2 HacTpouTh CBOJIHYIO TaOTHITY

Hacrporika cBoiHOM TabiIMIIBEl OCYIECTBIISIeTCSl C IIOMOIIbIO TaHeJIy YIIpaBJIeHUs] CBOOHOW
tabmureit (cM. Pucynok 204). Ilanens ynpaBieHus: COOepXXUT ClleiyIoIIye BKIIaIKU:
— KoHCTpyKTOp — C IIOMOIIBIO JIaHHOM BKIJIQ[IKU OIpefielisieTcsl CTPYKTypa (BHEIIHWMN
BH/I) CBOJTHOM TaOJIMIIBI.
— IlapameTpbl — COfep)XWT IlapaMeTpbl CBOJHOW Tabmunbl. B Tekymield Bepcuu
IIPWIOXKEHNs B IAHHOM BKJIaZIKe JOCTYITHO TOJIBKO pelakTUpOBaHMe UCTOYHUKA JaHHBIX

CBOOHOHU TaOJIUIILL.

- . 5 e, Y
5] i w
OB H &~ B S B (1
D o 0o 0o ===l piy!
P % |20 09 #= - e v
Yucno Auerikn CeogHan Ta.. Beoraska e
=S
H roe Q
KoHctpyktop lNapamerpel A
A
JocTynHeie noan: DUALTRL: =
1%
Tosap
Mpynna
MocTaBwme
Jata nocTaekK
Cronbup:
Crpokn: 3HaueHuA:
v
>
v
CYMM 0 CPF3HAY 0 MMH 0 MAKC O CHYET3 O = L] + 100% v

Pucynok 204 — [1anenb ynpaBiieHus: CBOJIHOM Tabuuiien
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4.7.2.1 OTKpBITH NaHeJIb YIIPaBJIeHHs CBOAHOM Ta0unen

[laneny ympaBieHusi CBOJHOM TabJuIlel aBTOMATUYeCKU OTKPBIBAETCSl IPU BblJeJIeHUU
J000M STYeMKHA CBOAHOW TaOJIMIIBI M aBTOMATUYeCKH 3aKPbIBAeTCsl MIPU BblJIeJIEHUHU JTI000U suelKu
3a IpeieJlaMU CBOIHOMW TabJIUITBL.

[Tanesnb ynpaBiieHUsI MOXKHO TaKXKe OTKPBITh U 3aKPbITh BPYUHYIO.

Eciyv manenb 3akpbiBaeTcsi BPY4YHYIO, TO aBTOMaTH4ecKoe OToOpajkeHHe/CBOpauMBaHHe
MaHeJy IIpeKpaliaeTcs /10 Cyie[lyIolero BXo/ia B IpOrpaMmy.

YTOoOBI 3aKpBITh TaHeJIb BDYYHYI0, BHIIIOJIHUTE OJTHO U3 CIeAYIOMINX AeHCTBUM:

— B BepxHel 4acTH NaHeJd HAXMHUTe KHOTIKY —? (cM. PucyHok 204).

— Ha 6okoBoii ma"enu Haxxmure KHOTKY (|1 (cM. Pucynok 204).

YTOOB! OTKPBITH [1aHEIb BPYYHYIO, BBIIIOJIHUTE CllefyIolllre AelCTBUS:
1. Brimenure Bech AMANa30H WM OAHY/HECKOJIBKO siueeK M3 Auaria3oHa CBOIHOM TaOIMIIbI.
2. OTkpoiiTe MaHeIb OOHUM U3 CJIEAYIONIUX CIIOCOOOB:

— Broibepute nyHkT koManaHoro mMeHio Jlanuble > HacTpouTh CBOAHYIO TaOIHIy

(cMm. Pucynok 205).

Aanneie  Mrctpymedte Bug  OBwm

OBHoBUTE CBOLHYH TaBamuy
HacTpowTe ceogHy Tabauuy

YaanuTe ceogHyD TaGauuy

Pucynok 205 — Komananoe menio [lanHble

— Ha maHenmu wHCTpyMeHTOB, B pazneie CBogHas Tabiamia HAKMUTE

KHOIIKY et HacrpouTts (cMm. Pucynok 206).

G OBHOBWTE @ ~
plo v {5 B4 &7 -
E‘} HacTpouTe

CeogHan Tabanua Bcraska .

Pucynoxk 206 — Knonka Hactpouts
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i
— Ha 60okoBO# TaHeu HaKMUTe KHOIIKY (cMm. Pucynok 204).
— IllesukoM mnpaBoM KHOIKWA MBIIIA OTKPOHTE KOHTEKCTHOe MeHIO M BBIIIOJIHUTE

koMaHy HacTpouth cBogHYI0 Tad/IuILy.

4.7.2.2 HacTpouTH CBOIHYIO TAOJIHILY

[To ymosyanuio cBojHas Tabyvila He COJEPKUAT IaHHBIX, TaK KaK ee CTPYKTypa He

onpenenena (cMm. Pucynok 207).

fx CeogHas Tabauua
-
A B C D E . Q
KoHcrpyktop lNapametpel
! fx
2 ~
3 JoctynHeie noas: DuabTpb: =
: ]
4 T
5 CeopHan Tabmmua oEap
6 Her nonei Mpynna
7
8  OGwmii uror MocTapur
9 lata nocTaekm
10 ~
11 Pernon npogakn STOnDLEE:
12 n
LR
13 nod
4 ChwT
15
16 MpWEeae
17
18 Crpokn: JHaueHwA:
19
20
21
22
= v
< >
McxogHan Tabavua CeopHan Tabauuya 1 G v

Pucynoxk 207 — CBogHas Tabnuvia

Yrobbl  oOmpenenuTh CTPYKTYpPy CBOJHOW  TabOMuUIbl, BOCIOIB3YWTEeCh  BKJIAAKOU
KoucTpykTOp, pacnosyio)xeHHOU Ha IIaHeJy yTpaBjieHUsl CBOgHOW Tabimuiei (cM. Pucynok 207).
Bkianika KoHCTpyKTOP CONIepXXUT ciefyroniye 06acTu:
— JlocTynHble MOJsl — B 3TOM 00JIaCTHU COJIEPXKUTCS CIIMCOK BCeX BbIOpPAHHBIX CTOJIOIIOB
VCXOIHOW TabnuIlbl (anee — noseti). YToObl oripeiesuTh CTPYKTYPY CBOJIHOM TaOIMIIbI,
nobasbTe moJyiss K3 obsactu Jlocrymuble mosia B obnactu Ctpoku, Cronbnsl,

3nauenusa U PunbTpHI (CM. IpuMep Ha pucyHke 208).
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fx 353185
" 2
A B C D E F G
1 KoHerpyktop lNMapametpei
2 A
3 Tpynna MakapoHbl T JoctynHbie noas: DuasTpoi:
4 e —
5 Cymma no nomo Mpog; H: cronbuos ~ lLJ Tpynna
6  Ha3BauuA CTPOK + Bepmuwens MNanwa POMKM CnaretTn O6wmiA uTor | lpynna |
7 Banawmnxa 39483 1155 40638 ——
5 [Omurpos 80990 2990 20755 104735 MocTasumk
9 Mockea 49712 58094 107806 Jlara nocTaskn
10 MNoamockosbe 32535 32535 . qd
11 CamkT-MetepSypr 4884 40920 45804 | Peruon npogaxca | 19/01E"
12 CmoneHck 21667 21667 |n7| Tosap
12 OBUywiA wTor 153008 54596 45065 100516 353185 [lpoAxa
14 CouiT
15
16 Mpnbpias
17
8 CTDOKW: 3 .
LTpokn: SHa4YeHuA:
19
20 Peruon npogakun Cymma no noaw M.,
21
- y Cymma -
< > bez AonoAHKT
WexoaHan Tabanua + >
Pucynoxk 208 — Ilpumep cBOAHOM TaOIUITEI
— CTpOKI/I - I[OGaBbTe B 3Ty o0bJ1acThb I10J1d, OdaHHble K3 KOTOPLIX 6YLLy'T SABJISITBCSI
3aroJIOBKaMu CTPOK CBOJHOM Tabmuiel (cM. Pucynok 209).
2
3 Tpynna MaKapoHb! T
4
5 Cymma no nomo Npogamxu HazeaHwAa ctonbuoe ~
f Ha3BaHWA CTPOK -  Bepmuwens Nanwa PoxKKn Cnarettun O6GLWMA MTOr
7 Banawwxa 39483 1155 40638
8 OmuTpoe 20930 2950 20755 104735
0 MocHBa 49712 58094 107806
10 MNogmocHoBbe 32535 32535
11 | CanuT-NeTepbypr 4884 40920 45804
12 CmoneHcH 21667 21667
13 OBwmia utor 153008 54596 45065 100516 353185
14
Pucynoxk 209 — HazBanus ctpok
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— Crondusl — 106aBbTE B 3Ty 00JIACTH TOJISA, JAHHBIE M3 KOTOPBIX OYAYT SIBISTHCS

3aroJIoBKaMu CTOJIOIIOB CBOAHOM Tabimiel (cM. Prucynok 210).

2
i Ipynna MakapoHb T
4
5 Cymma no nono Mpopgamu HazeaHwA ctonbuoe -
& HassaHMA CTPOK = Bepmuwent Nanwa PoxkM Cnarerth  OGwmii utor
7 Banawwmxa 39483 1155 40638.
g OmuTpoB 80990 2990 20755 104735
9 Mockea 43712 380594 107806
10  NogmocHoBbE 32535 32535
11 Cawukt-NeTepbypr 4884 40920 45804
12 CmoneHcK 21667 21667
13 OGWwiA uTor 153008 54596 45065 100516 353185
14
Pucynok 210 — Ha3Banus cTosn61oB
— 3naveHus — 1006aBbTe B 3Ty 00JIaCTb MOJIsI, 3HAUE€HUsI KOTOPBIX OYyAYT MCIOJIb30BaThCS
11t pacueTtoB (cM. Pucynok 211).
2
3 Tpynna MaKapoHb! T
4
5 Cymma no nomo Mpopaxw Haseanwua ctonbuoe -
& Ha3saHuA cTpoK ~ Bepmuens Nanwa Poxtku Cnaretth  OBwmia utor
7 banawmwxa 39483 1155 40638
& [Omutpos 20990 2930 20755 104735
9 Mockea 49712 58094 107806
10 NogmocHoBbe 32535 32535
11 CaukT-NeTep6ypr 4884 40920 45804
12 CmONeHCK 21667 2166?_
13 OGWwmiA uTOor 153008 54596 45065 100516 353185
14
Pucynok 211 - 3Hauenus
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— PuapTpel — NpPU HEOOXOIWMOCTH M00aBbTE B 3Ty OO/MACTh TOJIsA, KOTOpble OyAyT
VICIIOJIb30BaThCsl I GUIbTpAllMM JAHHBIX B CBOAHOM Tabmume (cMm. Pucynok 212).

(I)I/IJ'[I:TpI)I IOMOrar0T 3a4dTb YPOBEeHb HeTa/In3dllMh OdHHbIX WU MEHAIOT BHEIIIHUM BUJ

TaOIUIILL.
2
3 Tpynna (Bce 3HaueHMA) M
s s
5 Cymma no nomo Npogawn Hassanua cronbuos ~ | Hawnti
& HaspaHWA CTPOH * AnenbCHHEI b
7_|Banamuxa QuwncTTe BCe 183
g8 OmwuTpoe 36606 350
9 Mocksa

s

10 MogmocHoBbE & Beineuka 535
11  Canut-Metepbypr 32264 MakapoHLl
12 Gwoneycu 2618C Caoup |
13 OBwmia uTor 115050 108
1 DpyKTEI
15
16
17
18
19
20

[
Pa | =

Pucynok 212 — ®unstp
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4.7.2.2.1 1o06aBHUTE OIS

[Tons u3 obnactu JdocTymHble mojst MOXXHO J106aBUTh B obsacti CTpoku u 3HaueHHs
BPYYHYIO WJIM aBTOMaTthuecku. Eciu nosst 106aBsitoTCs aBTOMaTUYeCKH, TO OHU pacpeiesisiioTCs
Mexny obmactsMu CTpoku v 3HaYeHHsI 110 TUITY JaHHBIX:

— Ecnu nose comepXUT TEKCTOBBIE 3HAYEHHsI, TO OHO TiepeMelnaeTcs B oomactb CTpPokH.

— Ecmu none COZIEPXXHUT YKMCJIOBbIE 3HAYeHMs, TO OHO I1epeMelllaeTCsd B obnactb 3HaYeHus.

YToOBI aBTOMATHYECKH paclpefiesuTb mojis Mexay obiactsmu CTpoxkn v 3HayeHHs,
MOCJIeIOBAaTeIbHO BLITIOJIHUTE JJIsl KQXKJIOTO U3 IAHHBIX TOJIeH CIiefyIolue IeHCTBUS:
1. B obnactu JlocTynmHble moJjisi HaBeJuTe KypCOp MBIIIM Ha Ha3BaHWe IO, KOTOpoe
TpebyeTcs mepeMecTUThb B 00s1acTb CTpoku viv 3Havenus (cM. Pucynok 213).

2. Haxmure kHomKy + (l00aBUTB).

foctynHmie noan DuneTps
Toeap
Mpynna
MocTaswme

Hata nocTaekn

. S
Pervon .. + e
| I,

bg”
Mpogaxm
CEwT
MprBbiab

Pucynok 213 — Kuomnka Jlo6aBuTh
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Ytobbl mobaBuTh mojis B obnact CTpoku ¥ 3HadeHHs] BPY4YHYIO, IepeTaliuTe UX B
COOTBETCTBYIOIIIKE 00JIaCTH, y/Iep>KUBast JIeBYI0 KHOTIKY MBIIIH, UM TTOCIIeIOBATEIbHO BBITIOTHUTE
JUTSL KQXKJTOTO TIOJISI CITIeYIOIe IeACTBUS:

1. B obmactu JocTrymHble moJiss HaBequTe KypCOp MBIIIA Ha I0Jie, KOTOpoe Tpebyercs

n06aBuTh B 061acTh CTpoku v 3HavyeHus (cM. PucyHok 214).

2. Haxwmwure kHotiky | (Emge).

3. B orobpasuBiiemcs MeHIO BeibeprTe 00/1acTh, B KOTOPYIO HEOOX0IUMO 106aBUTSH I10Ie.

JocTynHeie nona: DuAbTpb:
Toeap
Mpynna
MocTaewmk

Jata nocTaekm

[ 1 o .
. TonbLb:
| Perwod m.. + & [ - H

JobaeuTe B GUAETREI
JAobGaeute B cTonBUR
JobBaBuTe B CTPOKK

3HaueHnA:
JobaenTe B 3HaYeHKWA

Pucynok 214 — Kuonka Enze

HobaBnenuve mnosjer u3 obmactv [locTynmHble mosss B Jipyrue 06JIaCTH BBIIOJHSETCS

BPYUHYI0, QHAJIOTUYHO J106aBiieHuIo osiedd B obsactv CTpoku v 3HaYeHHUs.

4.7.2.2.2 TlepeMecTHUTH 110JIE 3 OTHOH 00JIACTH B JIPYIyI0

[Tepemeliienue noseil M3 OAHON OOJIACTH B APYTYIO BBINOJIHSETCS BPYYHYIO, aHAJIOTUYHO
nobapneHuto monedd u3 obsnactu  JlocTymHble mosiA B JipyrMe 00JIaCTM  KOHCTPYKTOPA

(c™m. paznen 4.7.2.2.1).
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4.7.2.2.3 VIaMeHNTH MOPSAOK PACIIOJIOMKEHHSI 10JIeii B 00J1acTH

B moboii obnacty, kpome obsactyd JlocTynmHbIe mOJIS, MOXHO H3MEHUTH IOPSIOK
pacrosioeHusi Iojed B chucke. PacrornoxeHue Moist B CIMCKe OIpeliesisieT paclojioXKeHue
COOTBeTCTBYIOLIEro I10JIsl B CBOAHOM Tabiulle.

Y1oOBl U3MEHUTh PacCIOJIOXeHre 0TIl OTHOCUTEJIbHO JPYTUX I0JIed B CIIMCKe, [lepeTaliure
ero B Tpebyemoe MeCTO CIMCKA, y/lep>KHBasl JIeBYIO0 KHOIIKY MBIIIHM, WK BBIIIOJIHUTE CJlelyroliue
JeCTBUS:

1. HaBenwure Kypcop MbIIIY Ha 110Jie U HaxxmuTe KHOIIKY : (Emre) (cm. Pucynok 215).

2. B BeImagaroieM MeHI0 BbIbepuTe TpebyeMyro KOMaHIy:

— IlepemecTHTH B Ha4aJI0 — IlepeMeCTUTh 110JIe B HAYaJIO CIIMCKaA;
— IlepemecTHTB BHIIIIe — [IOMEHSITh MeCTaMy BbIOpaHHOe U Npefpblayliiee 1oJe;
— IlepemecTHTh HM:Ke — IOMEHSTb MeCTaMH BbIOPaHHOe U I0cilefyiolliee TI0JIe;

— HEPEMECTI/ITL B KOHeEII — [lepeMeCTHUTh I10Jie B KOHeIl CIIMCKA.

MNepemecTUTe B HaYano
MNepemecTuTe BhILLE CronBup:
MNepemecTUTe HUXe

HE[CIE'ME'CI’HTI: B KOHel

HEFIEME‘CI'HTI: B 3Ha4eHWA

IHaueHWA:
Mepemectute B cTOABLE

MepemecTuTe B GWALTPLI

lrpynna oo |

Toeap

JaTta nocTaBkM

Pucynok 215 — Knonka Emge

CocraB KOMaH/I BbIIIaJialoiero MeHro oIlpejesdeTcsa MeCTOIIOJI0OXXeHHneM BbI6paHHOFO I10J141

B CIIMCKEe.
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4.7.2.2.4 PenakTHpoBaTh QYHKIIHIO B 00,1aCTH «3HAYEHUSI»

Ins mosisg, kotopoe JobaBisiercsi B 00yiacTb 3HaveHHsi, (QYHKIMS pacueTa JaHHBIX
BbIOMPAeTCsi aBTOMaTU4eCKHU:
— Ecnu nose comepXuT 4rCiiOBbIe TaHHBIE, BbiOMpaeTcs GpyHkims CymMa.

— Ecnu nose comepXuT TEKCTOBLIE TaHHbBIe, BhiOUpaeTcs pyHkius KomaecrBo.

Y10o6B1 U3MEHUTH CIIOCOO pacueTa JaHHBIX ISl TIOJIsl, BBITIOJIHUTE CJIeAyIolIne IeMCTBUS:
1. B ob6mactu 3HayeHHusi pa3BepHUTE BHITAAAIONTUN CIIHUCOK GYHKIIMM, COOTBETCTBYOITHN
JIaHHOMY 1noyto (cM. PucyHok 216).

2. BrbibepurTe B BbIajaroleM CIircke Tpebyemyto GyHKIUIO.

Crpokw: IHaueHus:

Pervon npogaxm Cyranea ...

Cynnaa v
" Cymma
Koanuecreo
Konnuecteo yncen
CpeaHee
Makcnyn
MrHKY M

cuETs 1 [F] - MNpowzseseqne

Cra HAAPTHOE OTEAOHEHE

Pucynok 216 — Crincok pyHKImi
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4.7.2.2.5 Yaaurs 1moJie u3 CBOAHOM Ta0IHUIbI

Y10o6Bl yoanuTh mojie U3 Kakou-inbo o06acTU CBOAHOU TabJIMIbI, BOCIOIb3YUTECh OTHUM
13 CJIeyIOIIUX CII0COOO0B:
— HapenuTe Kypcop MBIIIM Ha Ha3BaHWe JaHHOTO II0JIA U HakMHTe KHONKY [ (Y IaauTh)

(cm. Pucynok 217).

Crpoku: 3HaqeHus:
PernoH M., ]IL[ i | Cymma M.,
‘ Cyninaa v

Bez ponoaHnT

Pucynok 217 — Knonka Y ganurs

— VYoepxuBasi JIeBYIO KHOIKY MBbIIIM, I[epeTalliire Iojie M3 TeKylled obJactu

B 0671acTh JloCcTymHBIe MOJIS.

YToOBl ymanuTe mojie U3 Bcex objacTed CBOJHOM TabJiWIBI, B KOTOPble OHO J100aBJIeHO,
BBITIOJIHUTE CJIeyIOIIue IeUCTBUS:
1. B obnactu [locTymHble mojsi HaBeJluTe KypCOpP MBIIIM Ha Ha3BaHWEe JAHHOTO IOJIS
(cm. Pucynok 218).

2. Haxwmure kHonKy — (Y ZAJUTH U3 CBOAHOMN Ta0IUIIBI).

HocTynHee noag: DUABT B
Toeap
Mpynna
[MocTaBwKE

Jata nocTaeku

|' PermoN .. — | CronBuk:
| I,

| Mpogaxu . |

Pucynok 218 — Knonka YaaauTh U3 CBOZHOMN Ta0IHIbI
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4.7.2.2.6 PemakTHpPOBaTh HCTOYHHK JJAHHBIX

Eciu  Tpebyercsi penakTUpoBaTh MCTOYHUK JAHHBIX CBOOHOM TaOJUIbI, BBIIOJHUTE
CJIeyIolye IeNCTBUS:

1. Ha maHenmu ympaBieHuss CBOJHOM Tabmured BbiOepuTe BkiIanky IlapamMerpsi
(cm. Pucynok 219).

2. YcranoBute Kypcop B mosie MCTOYHHK JaHHBIX. B JOKyMeHTe OTKpoeTcsl BKJIAAKa C
VCXOJIHOM Tabnuiel, U 3HaueHue B 1ojie ICTOUHUK NaHHBIX CTAaHeT JOCTYIHBIM JJis
pPelaKTApPOBaHUs. YKa3aHHBIA JMANa30H JIaHHBIX BBIJIEJIUTCS B MCXOJHOM Tabiuile
IIBETOM.

3. PepaktupyiiTe 3HaueHWe B nojle VICTOUHMK MAHHBIX U HaXXMUTe KHOIIKY ® wwm

xiasuily Enter Ha kiiaBuartype.

-
Q
KoHctpyktop  [apametpel
fx
F
McTouHWE gaHHBIN: o
LeT]

‘MexoaHaA Taﬁnmua'fAB:H532| '@"

(1) MapameTpe ceogHOR TaBanLw ckopo
ETAHYT AOCTYTHE AJA PERaKTHPOBaHKA

[MokazpIBaTE MTOMM:
Ana cronBuoe

AnA cTpok

Pucynok 219 — Bxiiagka IIapameTrpsi
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4.7.3 O0HOBHUTD CBOJTHYI0 Ta0IHILY

O6HoBIeHUe CBOJIHOM TabJIUIIbI TPeOyeTCsl BBITIOJIHUTD, €CIIH:

— Ilpu pabore ¢ AOKYyMEHTOM B MCXOAHOMW Tabiulle M3MEHWIHWChb JlaHHble, Ha OCHOBe
KOTOPBIX CO3/1aBajlaCh CBOJ{HAs TabiuIIa.

— B npunoxennn «MoitOduc Tabmuma. JlomarHss Bepcus» OTKPbIBAeTCsl JOKYMEHT CO

CBOHOU TaOMIEH, CO3JAaHHOM B CTODOHHEM peflaKTope.

IIpumeuaHue: B TAHHOW BepCHM TPUJIOXKEHUS] HE COXpaHSeTCs (popMaTHpOBaHWE CBOJIHBIX

TabIMI], CO3JAaHHBIX B CTOPOHHUX pefaKTopax.

YT0o6b 0OHOBUTH CBOAHYIO TabJIMILy, BBIIIOJIHUTE CIIeAYIOLe 1efCTBUS:
1. Boipenure Bech uana3oH WIK OAHY/HECKOJIBbKO si9eeK U3 Juana3oHa CBOJHOW TabMIIbL.
2. BbimonHnTe KOMaHAy OOHOBJIEHHS! OJJHUM U3 CJIeAYIOLIUX CII0COOOB:

— Bribepute myHKT KoMmaHgHOro MeHio [laHHble > OOHOBHUTBH CBOJHYIO TaOJIHILY

(cM. Pucynok 220).

Jannme  MHctpymentm Bug  OBww

OBHoBMTE cBOAHYH Tabauuy
HacTpowTe ceogHy Tabauuy

YaanuTe ceogHyo Tabanuy

Pucynok 220 — Komananoe mesio /lanHble

— Ha maHenmu wuHCTpyMeHTOB, B pasfnerne CBogHasa Tabauma HaXMUTE

KHOIIKY ¥ 3 OGHOBHTB (cm. Pucynok 221).

G OBHOBWTE @ ~
o~ {5 B4 &7 -

{'I:'} HacTpouTe

CeogHan Tabauua BcraBka Ll

Pucynok 221 — Knonnka O0HOBUTH
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— IllesukoM IpaBOM KHOIKM MBIIIM BBI30BUTEe KOHTEKCTHOE MEHIO U BBINOJIHWATE
koMaHy OOHOBUTB CBOAHYIO Ta0/IUILY.
— Ecnu cBopHas Tabnuna co3iaHa B CTOPOHHEM IIPUJIOXKeHUH, Ha IIaHeJy yIIpaBJleHUs!

CBOIHOM TabuIel HaxkmuTe KHONIKY O0HOBHUTH (cM. PrucyHok 222).

=== B GD&HDBHTI: @

O -|
Jn_‘ D“U L*] _l oy ¢ soo
E @ Eﬂ H}Q W :0p Hactpouts
CeogHan Tabauua BcraBka gl
=3
.A
K L M Q
KoHectpykTop [NapameTphl £
A
-
':D cxogHbIe AaHHBIE M3MEHWAWC B, [ |T]
O6HoBwTe, YTOBH 38rpY3UTE BKTYa bH b E
ABHHBIE,
OBHOBWTE
JoctynHbie noan: D uaLTpH:
Toeap

Pucynok 222 — Knonnka O0HOBUTH

B naHHOM BepcuM IPUJIOXKEHUS CYIECTBYIOT CIIeAyIOLMe OrpaHWYeHHs IIpU OOHOBJIEHWUH
CBOJIHBIX TabJIUI], CO3[JaHHBbIX B CTODOHHUX pelaKTOpax:
— He nopnepxuvBaercs cBOopauMBaHWe Y pa3BopaurBaHKe YPOBHeW CBOJIHBIX TaOJIMII.
ITpu o6HOBNIEHUM TabIIMIIBI BCe CBepHYThle YPOBHU aBTOMAaTUYeCKH Pa3BOPaYUBaIOTCSI.

— He Mmoaaep>XrnBaAE€TCs NUCIIOJIb30BAHHE BbITHUCIIIEMbBIX IIOJIEH Y 3JIEMEHTOB.
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4.7.4 YnanuTb CBOAHYIO TAOIHILY

YTOoOBI yIanuTh CBOJIHYIO TAOJIMITY, BBIIIOJIHUTE CIIeAYIOIIe IeCTBUS:
1. BeimenuTe Bech Auana3oH WM OJJHY/HECKOJIbKO sSiYeeK M3 IMara3oHa CBOJAHOW TaOIUIIbL.
2. BprinonHuTe KOMaHAy yIalleHHs OJTHUM U3 CJIeyIOIINX CII0COOO0B:

— DBroibepute nyHKT KOMaHIHOTO MeHIO JlaHHBIe > Y@ajauTh CBOJHYI0 TaOJIHILy

(cMm. Pucynok 223).

Aanneie  Mrctpymedte Bug  OBwm
OBHoBUTE cBOAHYH TaBauuy
HacTpowTe ceogHy Tabauuy

YaanuTe ceogHyo TaBanuy

Pucynok 223 — Komananoe menio Jlannbie

— Ha nmanenmu wuHCTpyMeHTOB, B pasnerne CBogHasa Tabauma HaXMUTE

KHOIIKY 527} (Ymanuts cBogHyI0 Tabauiy) (cM. PucyHok 224).

G CBHoBWTE @ —~
o~ 05 &4 & -

{C} HactpouTe

CeogHan TaGanua BcTtaBka "

Pucynok 224 — Kxornka Y JaJIuTh CBOHYIO Ta0JIHIy
— [lemukoM MpaBOM KHOIMKU MBIIIM BBI30BUTE KOHTEKCTHOE MEHIO U BBITIOJHUTE

KOMaH/ly YAaJIUTh CBOTHYIO Ta0JIHILy.

— Haxwmure kinaBuiry Delete Ha kiaBuatype.
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4.8 I'paduiku u tuarpaMmsbl

TabmuaabIH pedakTop TIIpenoCTdaB/ideT BO3MOXHOCTb CO3JdHUS W pPelddKTHUPOBAHUSA

JMarpaMMm U rpaguKoB pa3jIngHOro TUIIA.

YTo6bl cO3/1aTh AMArpaMMy WK rpaduk, BEIIOIHUTE ClIeAyIole 1eACTBHUS:

1.

BbinenuTe nuanasoH, M0 JJaHHBIM KOTOPOTO HEOOXOAWMO IMOCTPOWThH AWArpaMMy WU

rpaduK.

BrinosinuTe kOMaH/y BCTaBKU AuarpaMMbl/TpadrKa OJHUM U3 CIIeAYIOIMIMNX CIIOCODOB:

— Bribepute nyHKT KoMaHHOrO MeHI0 BeraBka > Jlmarpamma (cM. Prucynok 225).

Becraeka ®opmar  TaGawua [Jandeie  Wectpymente Bug  OBwwin g

G HBEO

% s B

 ©

Ancr Imes w12 (w AT

Mzobpawerne... A
—
TekcToBoE None H AB T e -

Durypa r

Owarpamma * Dn Tucrorpamma r
Ceogran Tabamua... = JluHeiuatan guarpamma r
Doprmyasl... ¥ Tpaduk ¢
Ceuinka... Ctrl+K &2 Juwarpamma c ofnactamm r
flata @ Kpyroean guarpanmma

Bpenn

JameTka

Pucynok 225 — [IyHkT koMaHiHOTO MeHIo JIlnarpamma
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— Ha nanenu uHcTpymeHTOB, B pasgeiie BcecraBka (cMm. PucyHok 226) Haxmwure

KHOIIKY m (Muarpamma).

- A
B 2akpenure v '\Tf‘ ——
) IM*-'b 4 &

JlaHHbe MicTorpamma

'ﬂﬂ Mpynnuposate ¥

Nuneiivaran guarpamma

Mpadsmk

> & |~

¥ = |~

Auarpamma ¢ obaacTamu

Kpyroeas awarpamma

Pucynok 226 — Knonka Jluarpamma
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— Ha nanemu HWHCTPYMEHTOB, B pa3geiie BcraBka HaxmuTe KHOIIKY ===

(cM. Pucynok 227). Ha orobpasuBiieiicsi 1aHejld BCTaBKY HaBe[UTe KYpPCOP MBIIIN

Ha KHOIIKY M_U (Tuarpamma).

B Zakpenue v ]

T
i~ (B9 & B
0@ [pynnuposats ~
NarHbe D Macr ~
@ Wzobpamerne
| L] P Q

[
2

TekcToBDE None

'\_\' Durypa ¥
MueTorpamma \D[l_ﬂ Jwarpanma >
|‘L |== |== i CeogHan Tabamua
Nuneituatan gnarpamMma j& Dopmye
| B | m m (_;;I Cewmanka
o [ 1| ~ T 4
—h fa
Kl
Mpadiak - ™
(D) 8
. y [rema
X | |~ >/
@ IameTra

a — ———
|"\\\_'-/.(‘ |/“V') |./\_.-

e = (=

Kpyroean auarpamma

G

Pucynoxk 227 — IlaHenb BCcTaBKU

3. B oTkpbIBIIIEMCS TIOJIMEHIO BbIOEpHTe TpeOyeMbIi THII AMarpaMMbl WK rpaduka.
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['paduk/nuarpamma chopMupyeTcs: aBTOMAaTHYeCKH TI0 IeHTPY BUAUMOM 00J1aCcTH TabIIUITBL.
JlaHHBIE, WCIIONBb3yeMble IJIsi TIOCTPOeHUSs, MOACBeYHBAIOTCS HA JIUCTe IBETAMU, KOTOphIe

COOTBETCTBYIOT psiJiaM JJaHHBbIX uarpamMmel (cM. Prucynok 228).

A B (= D E F G

-Ka'l\empnn 1 42 2.4
Kareropua 2 2.5 4.4
Kareropus 3 3D 1,8
\Kareropus 4 4,5 2,8

Lo a2

Lkl

Karteropua 1 Kareropua 2 Kateropma 3 Karteropus 4

(V=T - - IR N I B ¥, B S PSR N R

L i e =
[, I S TS B N R |
[ [25] -~
&

=
= o
et

P B
T =TT - .
=

[
i8]

M Pagl [ Pag2 [ Pag?3

I
5%

[
=

]
Ln

Pucynok 228 — Jlnarpamma
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Ecrm  Tpebyercs  W3MeHWTh  TWN  CO3J@aHHOM  [MarpaMMbl,  BBIIETINTE  ee.
Ha nanenu wmHCTpyMeHTOB, B pasziene [lmarpamMma HaXMuTe Ha KHOIIKY, COOTBETCTBYIOIIYIO
TpebyeMoMy THITy TUarPaMMBbIL:

— [ ('mcrorpamma) — uToObI IIPe0Opa3oBaTh TEKYIIYIO IWAarpaMMy B THCTOIpaMMy

YKa3aHHOT'O THIIA WM U3MEHUTh THUII TeKyllleld TucrorpaMmmel (cMm. Pucynok 57).

TaBowua  fanneie  Woctpyments  Bug OBwwid goctyn  Cnpaeka

._.,'£L' Ii_l v E w e ‘J,:E:l___'ﬁ HactpouTe
I}, lnln Te3rpamma W Ceognan Tabavua
Ii_l MMcTorpamma © rpynnUpoeKoi
|=_= MMCTorpamma C© HaKoMIEHWEN
c Iﬁ HopmupoBaHHaA rMcTor paMia © HAaKOMAEHHENM H

Pucynok 229 — Knonika I'mcrorpamma

- = (/IuneiiyaTas nmarpamMma) — 4YTOOBI NpeoOpa3oBaTh TeEKYIIYH [harpaMmy B
JIMHEM4YaTyl0 [uarpaMMy yKa3aHHOTO TUIlAa WM U3MEHWTb THUIl  TeKyller

JIMHeW4yaToU ruarpamMmel (cM. PrucyHok 58).

TaBavua [JanHeie  WMrctpymedts Bug  OBwwil goctyn  Cnpaeka

£ I'_i v E - @ {'::':'E HacTpoute | —
% 1L R P = CpogHana Tabavua
¥ v = ; ;
|: NuHeliuatan guarpammMa C rpynnupoekoei
Auarpami
im  JIMHEUETaR AMArpaMME € HAKOMIEHWEM
c ms  HopmMupoBaHHAaA AMHEAUATAA JWArpamMMa ¢ HAKOMIEHMEN
Pucynoxk 230 — Knonka JInneituaTasi quarpamMma
— @ (KpyroBas pmmarpamMma) - 49Tob6bl IIpeobpa3oBaTh TeKYIIyl0 JdarpaMMy

B KPYTOBYIO JIMarpaMMy.
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— = (Muarpamma c¢ obsactsiMu) — 4yToObI NpeoOpa3oBaTh TEKYIIYI0 JharpamMmmy B
ouarpaMMy Cc 00JacTsMM  yKa3aHHOTO TWIA WIM HU3MEHUTb THI  TeKyllel

Iarpammel ¢ obmactsmu (cM. Pucynok 60).

Tabavua [JanHeie  WHcTpymedter Bug  OBwwi goctyn  Cnpaeka

._U'LL' “_i w E w e {g}' HacTpouTs
|£ v |E T} M& ¥panuTh

Ouarpam

. |:|[||:| Auarpamma v CeogHan Tabavua

Awarpanma ¢ obnacTamm
= [warpamma c 0BASCTAMM M HAKOMIEHWEM

] HDFIIMHFI'DBEHHEH Auarpamma oBNBCTAMM WM HAKOMNAEHMEM

Pucynok 231 — Knonka Jluarpamma c odsractssMu

Yto06bI Mpeobpa3oBaTh TEKYIIYIO AUarpaMMy B rpadpUK yKa3aHHOTO TUIA WIA U3MEHUTD TUII
TeKyllero rpagprka, HaOXXKMUTE Ha KHOIIKY | (I'padux) u BoibeprTe TpeOyeMbiit TN TpaduKa U3

BbITIafIatoNero crucka (cMm. Pucynok 59).

TaBawua fJanneie  WHctpymente  Bug  OBwwid goctyn  Cnpaska

i e v |= v @ {g} HactpouTs

| v |2~ |_uﬂéy ‘ \I][l_ﬂ Awnarpamma v Cooanan Tabanua
ST

Mpatuk

[patuk C HakonaeHWeM
HopmupoeaHHeii rpadik © HaKoNIEHWEN
Mpaduk c Mapkepamm

[patuk C HAKoNASHWEM W MAPKERAMM

RE RO R RO[%

HopmupoeaHHBIH rpaduk © HAKOMASHWEM W MaPKERaMK

Pucynok 232 — Knonka I'padpux
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[Ipy HEOOXOAMMOCTM MOXKXHO W3MEHHTb [IHMAIa30H JIaHHBIX, KOTOPBIA HCIIOIb30BaJICs
JUISL TIOCTPOEHMs] TlepBOHAYaJIbHOM Juarpammbl. [Ipy sTomM pguarpamMma OyneT mepecTpoeHa
B COOTBETCTBHHU C HOBBIMU I'DAaHUIIAMU JIMAIIA30HaA.
YT0oObI UI3MEHUTH IMAIa30H, BBITOJIHUTE CJIeAYIOlIre IefCTBUSL:
1. Belpgenurte quarpamMmy.
2. 3axaB JIeByI0 KHOIIKY MBbIIIM, IepeJJBUHbTe YIJIOBOW MapKep [xana3oHa [aHHBIX,
KOTOpble HCIIOJIb30BAJIUCh [JIsl IOCTPOEHHUs JMarpaMMbl. YTJIOBOM MapKep Jvara3oHa
MOXXHO TlepeJIBUraTh B JIF0OOM HallpaBJIeHUU: BIIPaBO, BJIEBO, BBEpPX, BHU3.

3. OrtmycTuTe JIeBYI0 KHOIIKY MBIIIH, YTOObI 3adHUKCAPOBATh IPAHUIbI HOBOTO JlMalia30Ha.

Takxke MOXHO BHECTM KOpPpPeKTWBBl B  3HaueHHs  sdeeK, HCII0JIb30BAHHBIX
IUIsl TIOCTPOeHusl auarpamMmsbl. ['padudeckoe n3obpaxkenue (rpadux/auarpamma) OyayT M3MeHeHb
aBTOMAaTU4YeCKU B COOTBETCTBUU C U3MEHEHUSIMU, BHECEHHBIMU B JIereH]Ty.

Jlisi u3MeHeHuUsT pa3Mepa JAMarpaMMbl IIeJIKHUTE [0 Hel JIeBOW KHOIKOW MBIIIN
Y IlepeTalliTe KOHTPOJIbHBIN MapKep B HY>KHOM HarpasiieHnu (cM. PrucyHok 233):

— 17151 U3MeHEeHUs! BBICOThI AMarpaMMbl UCIIOJIb3YHTe BepXHUM U HUXKHUM MapKephl;

— 17151 U3MeHEeHUs! LIUPYHBI IMarpaMMBbl UCII0JIb3yHTe IIPaBbIi U JIeBbI MapKepkhl;

— 711 TIPOTIOPI[MOHAIILHOTO K3MeHEeHMsI BBICOTbl M IIMPHUHBI UarpaMMbl UCIIOJIb3yHTe

YI'JI0OBbIE€ MdpKephI.

@ ® ’
5
4
3
2
® ¢
1
0
Kareropua 1 Kareropua 2 Kateropua 3 Kareropus 4
B Pagl [ Pag2 [ Pag3
L & 9

Pucynoxk 233 — M3aMeHeHue pa3Mepa AuarpaMMbl
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Jlns mepemernieHWs JyUarpaMMbl Ha JIUCTe INEJIKHHUTE 10 Hed JIeBOM KHOIKOW MBIIIN

U IIepeTAHUTE Ha HY>XKHYIO IIO3UIHIO, 3dTeM OTIITYyCTUTEe KHOIIKY MBIIIIH.

YToOb!I IepeiTH K HaCTpOMKaM JIMarpaMMbl, BBITIOJIHUTE ClIefyIollre AefCTBUS:

1. Belpgenure quarpamMmy.
2. Orkporite okHO HacTpoliku nuarpaMmsbl OJIHUM U3 CJIEIYIONIKMX CIIOCOOOB:
— Ha IIaHeJIn HUHCTPYMEHTOB, B pasfeiie JInarpaMMa Ha>XMUTe
KHOIIKY ‘{ﬁ}’ Hacrpouts (cM. PucyHnok 234).
— ]J_IeJIKHI/ITe 110 Avarpamme HpaBOfI KHOITKOM MBI u BBITIOJIHUTE
KOMaH/ly KOHTekcTHOro MeHio HacTpouTs auarpammy.
h n-\"'; ﬁ é I'_‘ hd IE ~ e {g} HactponTe
PR D[lﬂ Aunarpamma v
= v O [ v | v |E|&, Ynaaute
dann MpaBka Awnarpamma Bcraeka
fx
A B = D E F G H
1 Kateropms 1 42 24 2|
2 |Kareropwus 2 2,5 4.4 2
3 |Kareropua 3 3,5 1.8 3
4 |Kareropus 4 4.5 28 5
> L -
]
7 5
S I
; ‘ []
10 o5 BmpesaTte Ctrl+X
1 3 Konwpoeate Ctrl=C
12
13 2 YnanuTe guarpamuy
4 5 HacTpowTe guarpanmy
15
16 1 [MeuyaTs EMAEneHHoN obaacTh..,
17
18 0
19 Kareropua 1 Kareropusa 2 Kateropua 3 Kareropus 4
20
ol WPszl WPan2 M Paas3
22
23 P & 9

Pucynok 234 — [lepexos k HACTPOKKaM JUarpPaMMBbI
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OTtkpoercst okHo HacTpoiiku quarpaMMbl, KOTOPOe COMIEPXKUT CJIeIyIole HHCTPYMEHThI
(cM. PucyHnok 235):
— JInana3oH — U3MeHUTD JIMAIa30H JJaHHbIX, GOPMUPYIOIIUX AUATPaMMY;
— Ha3sBaHue — yKa3aTb Ha3BaHHe, 0TOOpakaeMoe Ha iuarpamme;
— 3apmaiiTe cepuH — YyKa3aThb CIOCOO pa3MeIeHus] HCXOJHBIX ITaHHBIX JUarpaMMBbl
(o crosnbIaM, o CTPOKaM);
— Ilopmucm — ykasaTh Crocob pasMelnieHuss MOJIHCENd IIKaJbl  JUarpaMMbl

(B epBO#1 CTPOKe, B [IEPBOM CTOJIOIIE).

Hactpofkn gnarpammel >

AwanasoH

A1:D4 S|

HaszgaHwne

JanakTe cepurm

O Cronbup CTpoKK

Mognucwk
Mepean cTpoka

(v Mepewiid cronbel

Pucynok 235 — Oxkno HacTpoiiku quarpamMmsl
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YToOb! yJIaMUTh UarpaMMy, BBITIOJHUTE CJelyIoIiue JeHCTBUS:
1. Beigenute nuarpammy.
2. VYpanvre quarpaMMy OJHUM M3 CJIeAYIOIIUX CIIOCOOOB:
— Ha nmanenu MHCTpyMeHTOB, B pa3zeiie JluarpaMMa HaXXMUTe KHOIIKY @b Ynanurse

(cMm. PucyHnok 236).

Tabavua JdanHweie  WMrctpyments Bug  OBwwi goctyn  Cnpaeka

“_i h IE b e‘ {Eff HactpouTe \l
Ouarpanma v
|£ v |E v M&, YaanmTte « [ U

Aunarpamma BcraBka

0=

Pucynok 236 — Knonka Y gaaurhb

— [IlpaBoii KHONIKOM MbIIIM IIeJIKHATe II0 JWarpaMMe M BBIIIOJIHWATE
KOMaHJTy KOHTEKCTHOTO MeHIO Y JaIuTh fuarpamMmy (cMm. PucyHok 234).

— Haxwmure kiiaBuiiry Delete v Backspace.
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4.9 UzobpaxkeHus

B noxymeHT M0>XHO 1006aBiATh U306pakeHusI:

— C KOMIIbIOTEPA;

— u3 bpaysepoB Google Chrome, Firefox, Internet Explorer u Microsoft Edge;

— U3 TEeKCTOBBIX U TaOJIMYHBIX PedakToOpoOB, BXOAAINIMX B COCTaB OCl)I/ICHI)IX IIaKeTOB

Microsoft Office u LibreOffice.

[TopnepxuBaercs pabora ¢ u3obpaxenusmu B popmatax PNG, BMP, JPG, JPEG, JPE,

GIF n TIFF.

4.9.1 BcraBuTth u300paxenue

4.9.1.1 BcraBuTh H300paXkeHHe ¢ KOMIIbIOTEpa

YToOLI  BCTABUTH

CJIelyIolve IeNCTBUS:

B OOKYMEHT 1/1306pa>1<eH1/1e C KOMIIbIOTEPA, BEBEITIIOJTHUTE

1. Beimenurte To MeCcTo B JOKyMeHTe, Ky/ila He0OX0JIJMMO BCTaBUTh N300paKeHUe.

2. BruimonauTe KOMaHy BCTdABKH OJHUM U3 CJIEAYIOIIUX CII0Cco0O0B:

— Bribepute nyHKT KOMaH/iHOTO MeHI0O BeraBka > M3o0paxenue (cM. PucyHok 237).

Beraeka  @opmar  TaBawua  [fad

D Nuer

VzoBpaseHue...

TekcTosoe none

¢ turypa r
il Awarpamma »
fH Cecgnan TaBavua...

Fx Dopmynbi...

¢ Ccoinka.. Ctrl=K
B [Jara

() Bpemna

[ 3ameTka

Pucynok 237 — KomanaHoe mMenio BecraBka
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— Ha nanenu uHcTpymeHTOB, B pasfgeiie BcecraBka (cMm. Pucynok 238) Haxmwure

KHOIKY || (I300paxkenue).

Ey 0w
? [T ]
oo~ 5 &) &

JaHHbe Bcraska ~

Pucynok 238 — Knonka M306paxenue

— Ha mnanemm HWHCTPYMEHTOB, B pasjgeiie BcraBka HaxMuTe KHOIIKY

o L]
Ha orobOpa3uBiieiics maHelW BCTaBKUM HaXXMHUTe KHOIIKY (N300pakenue)

(cMm. Pucynok 239).

B 3akpenute ¥ v \ﬂv @ g/_) m
JlaHHbie D Nucr ~

@ HMzobpaxeHne
o] P [y Q

T TekcToBOE None

'ﬂ'ﬁ [pynnupoBaTts

2

Pucynok 239 — Ilanenb BcTaBkU

3. B okne d¢aitsioBoro MeHemkepa BbiOepuTe u300paXkeHHe, KOTOpPoe HeoOXOAUMO

BCTdBUTb, U HA’KMUTE KHOIIKY OTKpI)ITb.
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4.9.1.2 BcraBuTh n300paxkeHue u3 dpay3epa Wi APyroro pegjakropa

YtoObl BCTaBUTH UH300pakeHHWe U3 Opay3epa WIM [JPyroro peaakTopa, BBIIOJIHUTE
CJIeyIolye IeNCTBUS:

1. CkonmpyiiTe n3obpakeHre U3 UCTOYHUKA.

2. Brimenurte To MeCTo B JOKYMeHTe, Ky/la He0OOXOMUMO BCTaBUTh M300pakeHUe.

3. BcraBbTe n3obpakeHre OJJHUM U3 CJIeYIOIIHUX CIIOCOO0B:

— Bribepute myHkT komangHoro MeHio IIpaBka > BecraButhb (cM. Pucynok 240).

Mpaeka Beraeka @opumat  Tabowua  JadHme FHcTp

T OTmeHuTs Ctrl+Z
" TosTopnTh Ctrl+Y
oo Bupesate Ctrl+X
Kenupoeate Ctrl+C
E BrTaeuTe Ctrl+V

Pucynok 240 — Komangnoe mento IlpaBka

— Ha naHeJy VHCTPYMEHTOB, B paszesie IIpaBka Ha)XKMUTe
KHOIIKY N (BcraBuTh) WM HAXXMUTE CTPEJIKY CIIpaBa OT KHOIIKU [0 (BcraButhb) U B

BBITIA/IAIOIIEM CITHCKe BbiOepuTe koMaHay BeraBuTh (cM. PucyHok 241).

@Dain  [Mpaeka Beraska @opmar  Tabavua  [Jaddweie  HCTpymeHTH

b QK: @9 é X0 Thames v

=v O C
ﬁ Beraeute
dann Mpaska
Fe BcTaewnTe 3HaUEHKE
A BeTaeuTe HedopmaTHpoBaHHBIR TEKCT

Pucynok 241 — Knonka BecraBuTh

— IlemykoM  NOpaBOM  KHONKW  MBIIIM  OTKPOHTE  KOHTEKCTHOE  MEHIO
Y BBINIOJTHUTe KOMaHy BcTaBUTE.

— Haxwmure coderanue kiaBuii Ctrl+V Ha kiaBuaType.
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4.9.2 N3meHuTh pazMep H300paxkeHust

Pa3zmep uzobpakeHrst MOXKHO U3MEHUTh C COXpaHeHHeM Wi 6e3 COXpaHeHHsl TPOTOPIIUH.
YToObl U3MEHUTHh pa3Mep HU300paKEHUsT C COXpaHEHWeM IPOIOPIUA, BBIIOITHUTE
CleflyIolye NeiCTBUL:
1. Beigenure nzobpaxkeHue, pa3Mep KOTOPOTro He0OX0IUMO U3MEHUTh.
2. YyepkvBasi JIeBYIO KHOIIKY MBIIIIH, IIPOTSHUTE JTF0O0M U3 yTIIOBbIX MAPKEPOB PaMKH Tak,
YTOOBI U300pakeHue MPUHSIIO HeoOXoANMbIN pa3dMep (cM. PucyHok 242).

3. OrtmycTuTe JIeBYyI0 KHOIIKY MBI, YTOOBI 3aUKCUPOBATh HOBBIYA pa3Mep N300pakeHus!.

A B C D E
1
2 £ g f
3
4
5
6
7 ¢ @
8
9
10 o ,
= MorOdunc
12 @ & %
13

Pucynok 242 — I3meHeHue pa3mepa U300paXkeHUst C COXpaHeHHeM IPOTIOPITUi

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MHWy, 2013-2022 227



MonOdomc

YTtoObl HW3MEHWUTh pa3Mep u300pakeHUss 0e3 COXpaHeHHWsl IMPOIOPIMKM, BBLITIOIHUTE
CJIeyIolve IeNCTBUS:
1. Boimenute uzobpaxkeHue, paamep KOTOPOTO HEOOXOANMO U3MEHHUTb.
2. YIepxwuBas JIeByl0O KHOIKY MBbIIIM, I[lepeMecTdTe OAWH U3 MapKepoB paMKH
n3006pakeHUsI:
— Ui W3MeHeHMsI BBICOTHI M300pakeHUsI IlepeMecTUTe BepXHHUW WM HIDKHUMN
MapKep paMKHu;
— Ui W3MEeHeHWs IMUPUHBI H300paKeHUsl I[epeMecTUTe JIeBbIA WM TIPaBbId
MapKep paMKH.

3. OrtmycTuTe JIeBYIO KHOIIKY MBIIIH, YTOObI 3adUKCUPOBATh HOBBINM pa3Mep U300pakeHusI.

A B C D E

1

2

3

4

5

6

7

8

9

10 = :

— MornOdmc

12 & @ s
13

PucyHok 243 — i3meHeHue pa3mepa u3obpakeHust 6e3 COXpaHeHUs! TIPOTIOPITHE

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MHWy, 2013-2022 228



MonOdonc

4.9.3 IlepeMecTUTH H300paKEeHHE

YTo0ObI IepeMecTUTh U300pakeHre, BHITTOJIHUATE CIIeAYIOIIHe eCTBUS:

1. Boigenurte uzobpaxeHue, KOTOpoe HEOOXOJIMMO TIePeMECTUTbD.

2. YpepxuBas JIeByI0 KHOIIKY MBIIIH, TepeTaluTe n3obpakeHHe Ha TpebOyemMoe MecTo
B JIOKyMEHTE.

3. OrtmycTuTe JIeBYIO KHOIIKY MBIIIH, YTOObI 3aHUKCUPOBATD MOJIOXKEHHe H300paXkKeHUsl.

4.9.4 Y nanuth u3obpaxkeHue

Yro06bl yianuth n300pakeHre, BBITIOJIHUTE CIle/lyIoIye 1eHCTBUSL:
1. Boigenurte uzobpaxeHue, KOTopoe HEOOXOJIUMO YIATUTh.
2. BpinonHuTe KOMaHAY yJaleHus OJTHUM U3 CJIeIyIOLIUX CIIOCOOO0B:
— Ha nanenmu uHCTpyMeHTOB, B pasfenie Vizoopaxenme (cM. PucyHok 244) Hakmure

KHOTIKY @ (YIaauTh n3o0paxkeHue).

®ailn  [paeka Beraeka Oopmar  Tabavua fJadHwie
v B~ & 2
= v 9O C

Gann Mpaeka Maobpas...

Pucynok 244 — Kxorka YaauTes u3oopaxkenue
— IlenkHute 10 W300paKeHUIO TPaBOM  KHOIKOM MBIIIM W BBIIOJIHWATE

KOMaHy KOHTEKCTHOI'O MEHIO Ynarme n306pa21celme.

— Haxwmure kiiaBuiry Delete niu Backspace Ha kiaBuaTtype.
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4.10 ®urypsl

B JOKYMEHTBbI MOHO )106aBJI$ITI> (l)I/IprbI CJleyromux TUIIOB: IPAMOYI'OJIbHUK, 3JUIMIIC,

TpeyToOJIbHUK, pOM6, 38FHYTbeI yTroJi, 3Be3ia, cepage, CKO6KI/I, CTPeJIKH, BBIHOCKH, TEKCTOBOE II0JIe.

4.10.1 BcraButh Qurypy

YT068!I 106aBUTH B IOKyMeHT (GUTYPY, BBIIIOJIHUTE CllelyIoIIye JeHCTBUS:
1. BplenuTe MecTo Ha JIMCTe, B KOTOPOe HeOOXOOUMO BCTaBUTh QUTYPY.
2. Otobpa3uTte cmCOK GUTYP OJHUM U3 CJIETYIOITUX CIIOCOOO0B:

— Broibepute nyHKT kKoMaHAHOTO MeHI0O BeraBka > ®@urypa (cm. PucyHnok 245).

Beraeka @opmar  TaBavua  fJaddwsie  MHctpymentsr Bug

[ uer mes v 12
=] WzoBpakeHne...
TekcToBoe none H AB T e
1 Ourypa O MpamoyroasHKK
il Anarpanmma Y O 3pwnc
fH Ceognas rabavua... £ TpeyronsHuk
F¢  Gopmynsi... > Pomb
¢ Copaka... Ctrl+K  [J ZarnyTwii yroa
= fara 17 3ee3ga
@ B pemMa ) Cepaue
[] CroBrw *
(5 3amera = Crpenkn *
[1 BoiHockw k

Pucynok 245 — KomangHoe menio BeraBka
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Ha manemm HWHCTPYMEHTOB, B

paszeiie

BcraBka Haxmure

KHOIIKY

(cm. Pucynok 246). Ha orobpasuBieiicsi maHely BCTaBKU HaBeAUTe KypCOP MBIIIH

Ha KHOIIKY @ (Purypa).

™ & = B sakpervme v v
E ﬂ % 'ﬂ'ﬁ MpynnupoBats v

IaHHbe

OcHOBHBIE

0 O AN O
v QO

Crobrm

L)L

Crpenkn

> <& 4 4D
o] & D

BeiHoCKK

1 O

MOES +HBHEQHDJE

<
=i
?
N

Mact
HMzobpaxeHne

TekcToBDE NoAe

Durypa

[

Awnarpanma
CeogHan Tabavua
Dopmyabl

Couinka

Jata
Bpemn

JameTra

Pucynok 246 — [lanenb BcTaBku

3. B oTkpbIBIIEMCS TIOJIMEHIO BbiOepuTe TpebyeMyto GpUrypy.
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B ¢urypy MoxHO [006aBUTH TeKCT WIM CCbUIKY. /[ljis 3TOro  BBINOJIHUTE
CJIeyIolve IeNCTBUS:
1. JIBOMHBIM IIeTYKOM MBIIIM BbIJEIWTe QUIYypy, 4YTOOBl IIepedTH B pPeXUM ee
pellaKTUPOBaHMSL.
2. JlobaBbTe B GUTYPY TEKCT MU CCHUIKY:
— Benure TexcT BpyuHylo. dopMmaThpoBaHMe TeKCTa B (pUIype OCYIIeCTBIISeTCS

dHAJIOTUYHO (l)OpMaTI/IpOBaHI/IIO TeKCTd NOKYMeHTa.

¥ T = R (R = N ¥, (R S P B (6

Pucynok 247 — Beon Tekcra
— BcraBbTe B pUrypy CChUIKY Tak, KaK 3TO OIMCAHO B pazfene 4.4.3.1.

3. UlenkHute 1o mgr0O0OMy MeCTy JIMCTa 3a IipefiejlaMd (QUIYypBl, YTOOBI BBIMTH

N3 PeX¥Md ee peJaKTUPOBdAHMHAI.

B HacToslllee BpeMsi peXVM PpelaKTHPOBAaHWS He TOJJepXuBaeTcss [Uisi  uryp,

Pa3BEpPHYTHIX 110 IIPOMU3BOJIBHBIM YTJIOM B CTOPOHHUX TaOJIUIHBIX peldakTopax.
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4.10.2 BcraBuTh TeKCTOBOE I10JIe

TekcroBoe 1oje — 3TO TEKCT B paMKe, KOTOprﬁ MOJKHO IlepeMelldTb W PpdadcCliojlaraTb B

J1060M MecTe TeKyIero JIMCTa.
YToOBI BCTaBUTH TEKCTOBOE T10JIe, BBHITIOJIHUTE CIIeIyIOIIHe IeHCTBUS:

1. Beigenute MecTo Ha JIUCTe, B KOTOPOEe HEOOXOUMO BCTaBUTh TEKCTOBOE TT0JIe.

2. BrinonHuTe KOMaHAy BCTaBKU OJIHUM U3 CJIeIyIOIINX CIIOCOOOB:

— DBroibepure nyHKT koMaHAgHOro MeHio BcecraBka > TekcroBoe mosie

(cm. Pucynok 248).

Bcraeka  Qopmar  TabBawua  [fan

G' Nuct
[ W=oBpaskenne...

TekcToBOE None

&) urypa b

Pucynok 248 — Komangnoe menio BeraBka

— Ha nanemm HWHCTPYMEHTOB, B pa3jejie BcraBka HaxMuTe KHOIIKY ===

(cm.  Pucynoxk 249). Ha orobpasuBiieiics TaHeJd BCTaBKU  HAXXMUTE

KHOIIKY EI (TexcroBoe mote).

D“Uv @ 6/) = .

BE 3akpenure v A1
jollo
AatHbe D Nuer .
A

MzobpameHne Q.

ﬂﬁ [pynnuposats ¥

TekcToeoe None
£ %

(U Durypa ¥

2

Pucynok 249 — [1anenb BCTaBKU
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3. Bmemurte B TekcToBOe moJie TpeOyeMblili TeKcCT. IIpu HEOOXOOUMOCTH B TEKCT MOXKHO
n06aBUTh CChUIKY (cM. pasnen 4.4.3.1). ®opmaTvpoBaHHe TeKCTa B TEKCTOBOM IIOJe
OCYIIIeCTBJISIeTCS. aHAJIOTUYHO (POPMATHPOBAHUIO OCHOBHOI'O TEKCTA JIOKyMeHTa.

4. YrtoOBl CHATH BBIEJIEHHE C TeKCTOBOTO IOJIS, IIeJIKHHUTE II0 JII0OOMY MeCTy JIMCTa 3a

IpeaejaaMy TeKCTOBOI'O I10JIA.

4.10.3 sMeHuTH pa3mep purypsl

Pazmep ¢uryps MoOXXHO U3MEHUTDH C COXPAaHEeHHeM WU 6e3 COXpPaHeHHs ITPOIOPIHH.
YTo0Bl M3MeHUTh pa3mep GUIYpbl C COXpaHEHMEeM IMPOIOPLMH, BHIIOJIHUTE ClIeyIOIIye
JIeNCTBUSL:
1. Brimenure ¢urypy, paamep KOTOpoil He06X0IMMO U3MEHUTb.
2. YIepxxuvBas JIeBYIO KHOIIKY MBIIIIH, TPOTSHUTe JIF000M 13 YIIIOBBIX MAapKEepPOB paMKH TakK,
yTOOBI pUTypa MpHHsIIa Heo6xoauMbIH pa3mep (cM. Prucynok 250).

3. OrtmycTuTe JIeBYI0 KHOIIKY MBIIIHY, YTOObI 3aHUKCUPOBATh HOBBIN pa3Mep pUryphl.

gt

L= = = T (R = I O, (R S R B (6 I

—
=

Pucynok 250 — 3mMeHeHre padmepa GUrypel ¢ COXpaHeHHeM IPONOpIUi
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Ytobbl u3MeHUTH pasmep ¢urypsl 06e3 COXpaHeHHs TMPONOPIMM, BBLIIOJIHUTE

CJIeyIolve IeNCTBUS:

1.
2.

Bripenute ¢urypy, pazmep KOTOpoi He0OXOAUMO U3MEHUTb.

VnepxuBasi JIeByl0 KHOIKY MBIIIH, TIEPEMECTUTe OIWH M3 MAapKepOB PaMKH QUIypHI

(cMm. Pucynok 251):

— QI W3MEHEeHWs BBICOTHI QUIYpbl TIepeMecTUTe BepXHWM WM  HWKHUH
MapKep paMKHu;

— Ui U3MeHeHUs MUPHHBI GUTYPHI IepeMecTUTe JIeBbIH WX MTPaBbld MapKep PaMKH.

OTnycTtuTe j1eByI0 KHONKY MBIIIH, YTOOBI 3apUKCUPOBATh HOBBIM pa3Mep QpUIyphl.

¥ T = R (R = N ¥, (R S P B (6

—
=

Pucynok 251 — M3MeHeHune pa3mepa ¢urypsl 6e3 coxpaHeHus IPONOPIUN
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4.10.4 Iloporuars pa3mep GuUrypsl noj TeKCT

BricoTy ¢purypbl MOXXHO IIOJJOTHATh I10J] PaCIIOJIO>KeHHBIHN B Hell TeKCT.
J1J1s1 3TOTO BBINIOJIHUTE CIleAyIOLe IeUCTBHUS:

1. Beipgenure purypy.

2. Ha mnanenn wuHCTpyMeHTOB, B paszfene <Purypa (cMm. Pucynox 252) nHaxmure

kHo1Ky [ 1 | IToarosTs pasmep.

] MogroHate pazmep (ﬂ

1
i1l
|

Ab3ay durypa

Pucynok 252 — Knonika IlogrousaTs pazmep

YTOoOBI OTMEHUTH IIOATOHKY (l)I/II‘ypI)I I1I0[, TEKCT, BBIIIOJIHUTE JaHHbIE JeHMCTBUS IIOBTOPHO.

4.10.5 Ilepemectuth purypy

YroObl IepeMecTUTh GUTYPY, BBIIIOJIHUTE CleyIole NeiCTBHUS:

1. Brimenure ¢urypy, KOTopyto He06X0/IMMO I1epeMeCcTUTbh.

2. YIepxuBas JIeByl0 KHOIIKY MBIIIM, IlepeTaliure ¢UIypy Ha TpebyeMoe MecTO B
JIOKyMeHTe.

3. OTmycTUTe JIeBYIO KHOIIKY MBIIIIH, YTOOB! 3apUKCHUPOBATh [10JI0XKeHHe PUTYPHI.
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4.10.6 Ypamuts ¢purypy

Yro06bl yanuth GUrypy, BEIIIOJIHUTE CIeYIolHe eiCTBUS:
1. Beienute purypy, KOTOpyro HeOOXOAUMO YaIUTh.
2. BbinonHWTe KOMaHAy yAajeH!s OJHUM U3 CIIeyIOIUX CII0COO0B:
— Ha manenmu wunHcTpymeHToB, B pasfienie Purypa (cMm. Pucynok 253) Haxkmure

KHOIIKY (ﬂ (Yoanuts ¢urypy).

e Moaroxate pazmep rﬂ

1
i1l
|

AB3ay Turypa
Pucynok 253 — Knonka Ypanuts ¢urypy
— [IlpaBoi KHOIKOM MBIIIM IIEJKHUTE 110 QUIype U BBHIIOJIHUTE KOMaHAY

KOHTEKCTHOT'O MeHIO Y JaIuTh QUrypy.

— Haxwmure knaBunty Delete vy Backspace Ha kiaBuaType.
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4.11 ®PopmaTupoBaHue TOKYMEHTa

[Ipu coznmanuu ¢aiibl UMEIOT CTaHJapTHOe GOpMaTUpPOBaHKeE 110 HECKOJIbKMM ITapaMeTpaM.
Yrobbl u3MeHUTb QopMaTHpOBaHME Ha OJTale Co3JaHus (ailia, TMPOCTO BHIIOJIHUTE
HeobOxoiuMble KOMaH[Ibl. ECiii M3MeHeHUsI BHOCSTCS B yKe CYIIeCTBYIOIIUN ¢aill, TO mpexie 4eMm

BBITIOJTHSITH KOMAH/IbI, BbllesiuTe pparmMeHT, GopMaTHpoBaHUe KOTOPOTO He0OX0IMMO U3MEHUTbD.

4.11.1 MpudT

[To ymomuaHuioO TpyM CO3[aHUM JOKyMeHTa B mpwiokeHnd «MoitOduc Tabmuma.
Homarusis Bepcusi» ucnomnbayetcs mpudt XO Thames.
YToObI U3MEHUTDb MIPUDT, BLINIOJIHUTE CJIeIyIOlIre JeHCTBHUS:
1. Ha manenu uHCcTpyMeHTOB, B pa3feie HIpudgTt menkHure cTpesyiky cipaBa OT Ha3BaHUS
Tekymero mpugra (cMm. Pucynok 254).

2. B oTKpbIBIIEMCS CTIMCKe BbIOEPUTE HEOOXOUMBIH IIPUPT.

TaBavua  fJadHeie  MHctpyments Bug  OBwwid goctyn  Cnpaeka

11
1
|
N

& | XO Thames vl 12 v AT A =

.n 1 p—
«/ XO Thames v L' M5
BoipaBHMBaHMWE
|-:-.1I'I11\1I':Il'll
PT Astra Sans F 5 H
PT Astra Serif
PT Sans
PT Serif
X0 Caliburn

X0 Courser

X0 Oriel

Pucynok 254 — Criucok nipudToB

Pekomennyercs  ucnomb3oBaTh  mipudThl  cemeidictBa X0, UYTOOBI  COXpaHSITh

¢dbopmaTrpoBaHue JOKYMeHTa IIpY ero OTKPhITUU B APYTUX OllepallMOHHBIX CUCTEMaX.
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4.11.2 Pa3mep mpudra

YT0o6b! M13MEHUTh pa3Mep MIPUQTA, BHIIOJIHUTE CIIeAyIOLe 1eHCTBUS:
1. Ha nanenu uHCTpyMeHTOB, B pasfeie IlIpudT menkuute crpesky ciipaBa oT pasmepa
tekymero mpudTta (cM. Pucynok 255).

2. B oTkpbIBIIEMCS CTIMCKe BbIOEPUTE HEOOXOUMBbIN pa3mMep mpudTa.

TaBavua fJaddeie  MHctpymentsl Buag  OBwwid goctyn

KO Tharmes e |£_‘g A ."II:I".+
K K Y AR T 8 £ v
WpudT 9
10
C D E
1
12
14
16

Pucynok 255 — Bemanmarommii cncok Pasmep mpudra

Ecimm HeobxoMMoro pasMepa HeT B CIIMCKe, 3a/laiiTe ero Bpy4HY0. [jis 3Toro:

1. Ha manenu uHCTpyMeHTOB, B pasfieie IIIpudT BbimenuTe Tekylee 3HaUeHHe pa3Mepa
mpudra.

2. Bpemure HeoOxonumoe 3HaueHWe. B kauyecTBe pazgenuTensi i OPOOHBIX 3HAUYEHUU
Ycronb3yuTe 3anaryto. Hanpumep: 21,5.

3. Haxwmwure knaBuiny Enter.
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s yBenuueHust pa3Mmepa ImpudTa Ha OAHY eJUHUIlY BBIIOJHWTE OOHO W3
CIIeYIOIUX JeUCTBUIA:
— Buibepure IIyHKT KOMaH/THOI'O MEeHIO dPopmar > HIpudTeI >

YBenmuuuts pa3mep mpudta (cm. PucyHnok 256).

Qopmar  Tabavua  JanHoie  WHotpyments Bug  OGwwi goctyn Cnpaeka

WpndTe: P X NomysknpHii Ctrl+B
BmpaeHueanne P K Kypcwes Ctrl+1

Uucnosoi dopmar... M MoauepkryTeii Skl
MNosopoT TekcTa Y| A Ymenbwnts pasmep WpudTa

OBnacTe NEYaTH Y | AY Yeenmuuts pazmep wpnda

o sl

Pucynok 256 — Komanasnoe mento ®opmar

— Ha nanemu wunHctpymentoB, B pasfene IHIpudrt (cm. Pucynok 257) Haxmure

kHonky A" (YBenuuurs pa3mep mpudra).

TaBavua  fJaddeie  MHctpymentsl  Buag  OBwwid goctyn

KO Thames v 12 |» | A ."IEI'-.+

X K 4 ABF = Av &+

W pudT

Pucynok 257 — KHonky yBenn4eHUs! U yMeHbIlIeHUsI pa3mepa mpudTra

st yMmeHbllleHUsl pa3Mepa mpudTa HA OJIHY eJUHUI]Y BBIIOJIHUTE OJHO U3
CIIeIVIOIIUX JeUCTBUIA:
— DBribepute MyHKT KOMaHJTHOT'O MEeHIO dopmar > HIpudprer >
YMenbmuTh pasmep mpudra (cMm. PrucyHok 256).
— Ha mnanemu wunHcTtpymeHntoB, B pasfene IIpudrt (cm. Pucynoxk 257) Haxmwure

KHOTIKY 4 (YMeHbIIUTH pa3Mep mpuQTa).
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4.11.3 Odopmienue Texkcra

HaHHI:IM B slYEHKe MOXKHO IIpHUCBOUTH pPdA3HOE O(l)OpMJ'[eHI/Ie, YTOOBI BBIIEJINTh UX HA (l)OHe

OCTaJIbHOT'O COAEpP>XHUMOTI'0 B Ta6JII/IIIe.

B Tabnuiie Huke IpescTaBieHbl BapuaHThl OPOPMIIEHHS TeKCTa C COOTBETCTBYIOIIMMU

KOMaHIaMH.

Tabnuna 13 - Odopmienne Tekcra

Od¢opmienue Tekcra

HyHKT KOMAaH/THOI'o0 MeHI0

Knonka Ha maneian
HHCTPYMEHTOB, B
pasgene «IIpugrT»

CoueTanue KJIaBHIII

[Tomy>xupHbII ®opmar > lpudTe > W Ctrl+B
[Tomy>xupHbII

Kypcu6 ®opwmar > pudTs > K Ctrl+I
Kypcus :

[TogyepkHYTHIN ®opmar > [pudTh > Yy Ctrl+U
[TomyepkHy THIH —

BCE ITPOITMCHBIE ®opwmar > pudTs > AB Ctrl+Shift+A
Bce nponuchbie

Hoserponnas SHAK ®opwmar > [pudTs > > X, Ctrl+=
[TogcTpouHbIii 3HaK o )

Huerpounsi HIK ®opwmar > pudTs > e s X2 Ctrl+Shift+=

Hapcrpounsiii 3Hak
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4.11.4 IiBer Texkcra

Y1o0Obl M3MEHUTD I[BET TEKCTA B siueikaX, BHIIOJHUTE CJIeAyIOIIe AefCTBUS:

1. Beinenute Tpebyemble ST9eMKU.

2. Ha manenu wuHcTpymeHTOB, B pasnene IIpu¢gt (cMm. Pucynok 258) Haxkmure Ha
CTpeJIKy CIIpaBa OT KHOIIKU i (IIBet Tekcra).

3. B oTkpeiBII€lics AIWTPe BbIOepyuTe HeOOXOIUMBIH IIBET.

HOCJ’[EI[HI/IG II4Tb HCITI0JIb3OBAHHBIX IIBETOB 0T06pa>1<a}0Tcs[ Haja HaJ'[PITpDIZ.
YT06BI ITPpOCMOTpPEeTb JOIIOJIHUTEeJIbHbIe IIBeTa, 1011 HaJII/ITpOfI Ha>XMuUTe

KHOIIKY boJsibllie 0TTeHKOB.

TaBnawua  fJannwie  Whctpymedts  Bug  OBwwid goctyn  Cnpaeka

é X0 Thames vl |12 |~ AT AT = === 7F -
K K Y AR T e g%ﬂ?v‘ﬂgvﬁ
WpndT
HeT nocneaH BETOE

c > : MEEEE

Bonblwe oTTeHkoB A

Pucynok 258 — Knonka IIBer Tekcra

YTo06BI 6I)ICTpO IIPpUMEHUTL K TEeKCTy B sS4YerKax IIOCIeJHUNM MCIOJIb30BaHHBIA IIBET,

BBITIOJIHWUTE CllIeJyroiiye JeCTBUS:

1. Beimenure TpebyeMble TUEMKHU.

2. Ha nanenu UHCTpyMeHTOB, B pa3ziene IIpudT HaXkMUTe KHOIIKY i (IIBet Tekcra).
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4.11.5 IiBeT BBIZIEJICHHSI TEKCTA

[To ymomuaHuiO TIpYM CO3J@HUM [AOKYMEHTa y TeKCTa HeT JOIOJHUTeIbHOro ¢oHa.
Yro6b!I 106aBUTH POH /71l TEKCTA B siYefKax, BBIIIOJIIHUATE Clleylolye JeHCTBUS:
1. Brigenure TpebyeMmble sTUeHKHU.
2. Ha manemu wuHCTpymeHTOB, B paszfienie IlIpu¢T HaxkmMuTe Ha CTpeJKy CIpaBa OT
kuomku & (IIBet BBImesenus Tekcra) (cM. Pucynok 259).
3. B OTKPBIBIIEUCS MaJiiTpe BBIOEpUTE HEeOOXOAUMBIHN 1BET ¢doHa.

[TocnenHue yeThIpe UCIIOTB30BAaHHBIX IIBETA OTOOPAXKAIOTCS HAJT MATUTPOM.

Tabavua JdanHweie  WMrctpyments Bug  OBwwi goctyn  Cnpaeka
o XO Thames vilziv A == ==TF

X K Y4 AB F - iv@%‘i@va

WpwndT
F

Besz ueeta

Pucynok 259 — Knonka IlBeT BhizesieHHs TeKcTa

YToObl OBICTPO BBIAENUTH TEeKCT B s4YelKax I[IOCJIeJHUM HCII0JIb30BAaHHBIM IIBETOM,
BBITIOJIHUTE CJIeflyIolye eHCTBHUS:
1. Beimenute Tpebyemble sTUeHKHU.

2. Ha [aHeJu WHCTPYMEHTOB, B paszmerne IpudT HaXXMUTe

KHOIIKY & (ITBeT BBIIE/IEHUS TEKCTA).

Yro6s! yOpaTh POH TeKCTa B siueiiKax, BHIIIOJIHUTE CIIeAyIole 1eHCTBUS:

1. Brimenure TpeOyeMble sTYEMKHU.

2. Ha manemu wuHcTpymeHTOB, B pasfiene IlIpudT HaxxmMuTe Ha CTpejKy cIpaBa OT
KHOIIKU & (IIBeT BBIIE/ICHHS TEKCTA).

3. B OTKprBI.HEfICﬂ NaJINTpe HA’)KMUTE KHOIIKY bes nBeTa.
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4.11.6 BerpaBHHBaHMe TeKCTa

HaHHbIe B siYeriKe MOXKHO BbIPABHUBATDL 110 IBYM OCAM: 110 TOPU3OHTAJIX U BEPTHUKAJIH.
YT0O6BI BBIDOBHATb [JIdHHBIE TII0 TOPW30HTAJIH, BOCI’IOJ’II)SYfITECI) OJIHOM H3 KOMaH/I,

OIIMCAHHBIX B Ta6J'II/II_I€ HUXe.

Taommna 14 — BoipaBHHBaHHe 110 TOPH30HTAIN

ITosokeHue B sigeiike IIyHKT KOMaHXHOT0 MEHIO KHomnka Ha maHenn Coueranue
HHCTPYMEHTOB, B pa3fieie | KJIABHIII
«BeIpaBHHBaHHe»

[To neBomy Kparo ®opmar > BelpaBHrBaHUE > — Ctrl+L
BBIpOBHSATE TEKCT 10 JIeBOMY KPaio =

[To nentpy ®opwmar > BelpaBHUBaHuE > — Ctrl+E
[To meHTpy =

[To mpaBomMy kpato ®opmar > BeipaBHUBaHUE > — Ctrl+R
BBIpOBHSATE TEKCT 110 MTPAaBOMY KParo =

[To mupune ®opmar > BeipaBHUBaHME > Ctrl+J

BuIpoBHATE TEKCT 0 HMIMpPHHE

YToOBbl BBIPOBHATH JlaHHbIE 10 BepTHKA/IA, BOCIOJIL3YHUTeCh OJIHOM U3 KOMaH],

OIIMCAHHBIX B Ta6J'II/ILIe HUXe.

Tabmuna 15 - BelpaBHHBaHUe 110 BepTHKAIU

ITosio:keHue B suerike IIyHKT KOMaHIHOT'0 MEHIO KHonka Ha maHe/I# HHCTPYMEHTOB,
B pazneiie «BelpaBHIBaHMIe»

[To BepxHEMY Kpato ®opwmar > BeipaBHUBaHuE > T
[To BepxHEeMy Kpaio

ITo nentpy ®opwmar > BeipaBHUBaHuE > A

T

BBIpOBHSTE TEKCT 11O LIEHTPY

[To HI>XHEMY KpatO ®opwmar > BeipaBHUBaHuE >
[To HirxHEMY Kpato

Ecimu TekcT B sidelike pa3BepHYT (cM. pasnen 4.11.7), To BbIpaBHUBaHHE 110 BEepPTHKAIH
¥ 110 TOPU30HTAJIM OCYUIeCTBIISIETCSI B COOTBETCTBUM C pacCIOJIO)KeHUWeM JaHHOTO TeKCTa
B IpocTpaHcTBe. Hampumep, eciu TekCT pacmnosiokeH B suedike 1ofg yrioM 90 rpamycos,
TO TIPU BbIPAaBHHMBAHUM [0 TOPU30HTAJIM OH IlepeMellaeTcsl OTHOCUTEIbHO BepxHed W HIKHeu

I'PaHHUIIbI STYeMKH, a IIPpH BbIpaBHUBAHWH 110 BePTHUKA/JIKM — OTHOCHUTEJIbHO JIeBOU U npaBoﬁ r'paHUIIbI.
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4.11.7 IloBopoT Tekcra

TekcT B siuelike MOXXHO ITOBepHYTH 110 yriioM oT —90 1o 90 rpaaycos.

TpebOyeMblli yroj MOBOpPOTa MOXHO yKa3aTb C IIOMOIIBI0 KOMAaHAHOTO MEHI0 WK
MaHeJId MHCTPYMEeHTOB.

Yrobbl yKa3aTb Yrojl IMOBOPOTA TeKCTa C IIOMOIIbI0 KOMAHJHOTO MeHIO, BBIIIOJHUTE
CIleflyIolye NefCTBUL:

1. Beimenute crpoky/cTosibel], IYana3oH syeeKk WM sYelKy, B KOTOPOHM Heo0XOJIMMO

MTOBEPHYTh TEKCT.
2. Bribepute myHKT koMaHHOTO MeHIO Popmat > IloBopoT TekcTa (cM. Pucynok 260).
3. Broibepure TpeOyeMblii yros MOBOpPOTA TeKCTa W3 CIHCKA IPeayCTaHOBIJIEHHBIX

3HAUYCHUH.

Dopmar  Tabavua  fadnwe Woetpymentm Bug  OBwwi goctyn Cnpaex

WpndTe F L o (2 vl A= A* -
BripaeHWEaHWE ] *
Y AB T e A £y oAb
Yucnoeol dopmar... o
Bripat
MoeopoT TEkCcTa AR Her (M)
OBnacTe neyatu k o) MosepryTs enceo Ha 90°
3 = I'l%  MosepryTs enpaso na 90° G
v [osepHyTs Breso Ha 45°
. Js  MNoeepHyTe Bnpaso Ha 45°
Texcr |
. 1 3agate yroa 3 ap°
73"
60°
45°
gﬂﬂ
15°
.
-15°
S30°
-45°
_6{]“
-75°
-og®

Pucynoxk 260 — Komananoe menio opmat
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YToObl yKa3aTh yrojl MOBOPOTA TeKCTa C IOMOINbIO IaHeJIX WHCTPYMEHTOB, BBIOJIHHATE
CJIeyIolve IeNCTBUS:

1. Beimenute crpoky/cTosibel], [Wana3oH sueeKk WM s4eiiKy, B KOTOpPOM HeoOX0JIUMO
MIOBEpHYTh TEKCT.

2. Ha manenu uHCTpyMeHTOB, B pasnesie BoipaBHuBaHme (cM. PucyHok 261) nHaxkmure
kHOTKy ~E (IToBopoT Tekcra).

3. VYkaxure TpebyeMbIl yroJ IOBOPOTA TEKCTAa OJHUM U3 CIIeAYIOIIUX CII0COOO0B:
— BribepuTe U3 circka npeayCcTaHOBIIEHHOe 3HaUeHue.
— B none 3amare yronm BBeAWTe 3HaUeHHWe BPYYHYIO WM HaXXMUTe

KHOIIKY = U BbIﬁepI/ITe 3Ha4YeHHe U3 BhbIIIaJdIo1Iiero CIimcka.

WMuctpymentsr Bug  OBwwi goctyn  Cnpaeka

JeMaar E=== F &
48 F e A £ Y
AR Her(0)
Ta] -
E F G qT MoeepHyTe BA2BO Ha OO
lﬁ MoeepHyTe BNpRace Ha 90°
Texct © )
woa  [NoeepHyTs Bneso Ha 45
@S‘ MoeepHyTe BENpRaBD Ha 45°
Japate yron o w

Pucynok 261 — Knonka IIoBopoT Tekcra
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4.11.8 Ilepenoc no cioBam

[Tpunoxxenne «MoitOduc Tabnuna. JlomalHss Bepcrs» MOXeT [1epeHOCUTDh TeKCT BHYTpU
siyeeK 110 CJI0BaM, YTOOBI 00JIerYUTh ero NpoCMOTP U pellJakTHpPOBaHUe.

[To ymomuaHuIO TeKCT B siuelike pacriojiaraercss B OJHY CTPoKy. Eciu sueiika comep)xuT
GosblION (parMeHT TeKCTa, YKaKUTe, 9YTO TeKCT B 3TOH siuelike cileflyeT I1epeHOCUThb II0 CIOBaM.
IIpunoxeHre pasMecTUT TeKCT B HECKOJIbKMX CTPOKaX, YYMThIBas LIMPUHY CTO/OIA, B KOTOPOH
pacrionioxeHa sderika. IIpy M3MeHeHMM HIMpPHHBI CTO/OIA IIEPeHOC TeKCTa B s4elike Oyxer
BBITIOJIHEH IIOBTOPHO.

JlJ1s IepeHOCa TeKCTa BBIIIOJIHUTE ClleiyIolIve AeHCTBUS:

1. Boimenure crpoky/crosben, [uamna3oH siueek WM sYeHKy, B KOTOPOM HeoOXOAWMO

BBITIOJIHUTB [1epeHOC TeKCTa.

2. Bomomnnure koManzy IlepeHoc 1o cjioBaM OlHUM U3 CIIeIyIOIIMX CIIOCOOOB:

— Bribepute mnyHKT KomaHgHoro MeHio Tabmuma > Ilepenoc mo cioBam

(cm. PucyHnok 262).

TaBavua  fJadHeie  MHctpyments Bug  OBwwid goctyn  Cnp

TE  BcTaewTb CTpOKY Bhilwe Alt=A
& BcraewTe cTpoky Hiuke Alt=B
E BcraewTe cTonbey cneea Alt+L
ﬂ Betagute cTonbey cnpaea Alt+R
B YaanuTe cTpoky
w ¥aanuTe cTonBey,
CKpHTE CTROKY
Mokazate cTpoky
- i
CrpbiTh cTONDEL,
[Mokazate cTonbey,
[mmu] - r
e OBbegMHWTE AYERKK Ctrl+alt+M
B PasweguHute Aueiikn Alt+Shift+M

rlEpEHﬂ{ no cAoBam

JakpenuTe BEIGRAHHBIE CTROKKW W CToNBLE r

Pucynok 262 — Komananoe mento Taousmna
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— Ha HaHenu WHCTPYMEHTOB, B pasneiie BripaBHUBaHUue

kHoTKy ~» (Ilepenoc mo cnoBam) (cM. Pucynok 263).

T £ L Obuwi v

L]
EI %% oo .D_[}:l

&

~|-=

BblpaBHWBaHWE Yucno

Pucynok 263 — Knornika Ilepenoc nmo ciioBam

YTo06BI BEepHYTbCA K HCXOJHOMY  IIOJIOKEHHWIO  TeKCTa4, BBITIOJTHUTE OIHY

JAdHHBIX KOMaH/l IIOBTOPHO.

4.11.9 MexcuMBOJIbHBIH HHTEPBAJI

MekCUMBOJILHBIN HWHTEepBaJl — 3TO PdCCTOgHME MeXxXay CHMBOJIaMHU B
MeXCUMBOJILHBIN HWHTEepBaJI MOXeT OBITH YINIOTHEHHBIM, OOBIYHBIM B Ppa3peXeHHbIM.

[TpumMepsl 0TOOpaXKeHUS KAXKI0T0 U3 MHTEPBAJIOB Mpe/ICTaBIeHbl Ha pUCyHKe 264.

F G H I ] K
YNnoTHeHHLIA MEXOUMBONEHLIM MHTEPBAN 1234567890
OObIMHBIA MEXCUMBOMNBHLIN MHTEPBAN 1234567890

PazpeXeHHbIW MEXCUMBONbHbLIA MHTEPBAN 1234567890

PucyHnok 264 — Ilpumepsl MeXXCUMBOJIbHBIX HHTEPBalIoOB
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Tun MeXXCHUMBOJILHOTO HWHTepBa/la MOX>KHO Bbl6paTb C IIOMOIIBKO KOMAHIHOI'O MEHIO HIIN

IaHeJIM UTHCTPYMEHTOB.

YToObI U3MEHUTh MEeXKCHUMBOJIbHBIN HWHTepBaJl C IIOMOIIbIO KOMdHIAHOT'O MEHIO, BBLIIIOJIHUTE

CJlefyrolye qefCTBUL:

1. Bribepute TeKCT/s4eiiKy, B KOTOPbIX TpebyeTcsi U3MeHUTh MeXKCUMBOJIbHBIM UHTepBaJl:

— Ecmu mMexXcuMBOJIBHBIN HHTepBaJl TpE6y€TCH WU3MeHUThb B OJHOM CJIOBe, BblIe/IHNTe

JdaHHOe CJIOBO WX YCTaHOBHUTE B HEro Kypcop.

— FEcm MexcuMBOJIbHBIN HNHTepBaJl Tpe6yeTC${ U3MEeHUTh MJid 4YaCTHh TeKCTa,

PACIIOJIOXKEHHOT0 B TYerKe, BbIJIeIUTe JaHHbBIA TeKCT.

— Ecmm

MEXCHMBOJIbHbBIN

HUHTEPBAJ

Tpebyercs

HU3MEeHUTDb

UL TeKCTa,

PaCIOIOKEHHOI'O B OJHOM MJIM HECKOJIbKUX STYeWKaX, Bblle/IuTe JaHHbIe SYerKU.

— Ecom

PacCIIOJIO’)KeHHOI'o B OIHOM WJIM HECKOJIbKUX

MeXXCUMBOJILHBIN

VIHTepBaJl

JTAaHHBIE CTPOKU/CTOJIOIIBL.

2. Broibepure

IIyHKT

KOMaHJHOT'O

MeHIO

TpebyeTcs

Popmar

MexcuMBOJIBLHBIN HHTepBa (cM. PrucyHok 265).

HU3MEeHUTb

CTPOKax/CTOJIOIaX,

JJIsL TeKCTa,

BhBIIEJINTEe

> IIpudre1 >

3. B oTkpbiBIIEeMCs TOJIMEHIO BbIOepuTe TpeOyeMblil THUIT UHTepBasa.

Qopmar  Tabawua  Jadnwme MHctpymedts Bug  O6wwi goctyn  Cnpaeka
pndte: ¥ X Nompwuphwii Ctrl+B
BmpaeHueanwne Y K Kypcue Crl=l
Yncnosoii Gopwar... Y NoauepkryTwii Ctrl=L
Mosopot TekcTa ¥ A YmeHblwMTe pasmep wpndTa
ObnacTs nevatu ¥ A" VeeanunTs pasmep wpndTa

3 C [
T 3aqueprHyTbIA
¥®  HapcTpouHeil sHak Ctrl=Shift+=
Kz [MogcTpodyHeiA 3Hak Ctrl==
AB  Bce nponucHwe Ctrl+Shift+A
MexcMMBONEHBIR MHTEREAN ;

Pucynok 265 — Komananoe menio ®opmar
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YToObI HM3MEHHUTL MEeXXCHMBOJILHBIN HWHTepBaJI C IIOMOIIbIO IIdHEJIM HWHCTPYMEHTOB,

BBIIIOJIHWUTE Clleyroue JIerCTBUS:

1. Bribepute TekCT/siueliKH, B KOTOPBIX TpeOyeTcsi U3MEeHUTh MeXCHMBOJIbHBIN UHTepBall,

TakK, KaK 3TO OIIMCAHO BHIIIIE.

2. Ha nanenu uHcTpyMeHTOB, B pa3zeiie IIpudT Ha>kMuTe KHONKY === (cM. PucyHok 266).

3. Bribepute TpeOyeMblii TUII UHTEpBAJIA:

- &E’ — YIUIOTHEHHBIH,

AB _ 06bIambIL,

*3:? — pa3peXeHHbIH.

TaBnwua  Janneie  Wrctpyments Bug OBwwi goctyn

& X0 Thames vl 12 |~ AT AT

X K 4 ABF i Av &+

w X, X[ 42 AB 4P

BoipaBHWBaHKWE

Pucynok 266 — KHomku BbIOOpa MeXCUMBOJIBHOTO MUHTepBajia
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4.11.10 IIBeT 3a/IMBKH sT4eeK

[Io ymosyaHui0O TpU CO3AAHUM JIOKyMEeHTa y siuyeeK HeT IBera. UToObl A00aBUTH ero,
BBITIOJIHUTE CJIeyIOII1e 1eCTBUS:
1. Beigenure siueiky Wiv AWama3oH, BT KOTOPHIX HEOOXOAMMO U3MEHHUTb.

2. Ha mnaHenn WUWHCTpyMeHTOB, B pasfeie $4eiikm HaXXMuTe CTpeJIKy CIpaBa OT

KHOIIKA © (IBet 3amuBKM) (cM. PucyHok 267).

3. B oTkpeiBIIelics TalUTpe BbiOepuTe HeOOXOIUMBbIH 1IBET.

Ha,u HaﬂHTpOﬁ OTO6pa)KaIOTCH IIociiegaue II49Tb HCIIOJIb30OBAHHEBIX OBETOB.
YT06BI IMTPOCMOTPETDb JOITIOJIHUTEJIbHbIEe oBeTa, j3(0)I HaHI/ITpOﬁ HaXMUTe

KHOIIKY Bonsbliie 0TTEHKOB.

|§%H§| v T BB & B dakperwte v T

L]
laTh ™

[aHHbIE

O ] ,

Bez upeTa

Bonblie oTTeHKOB »

Pucynok 267 — Knonka IlBeT 3aiuBKuU

YToObl OBICTPO OKPACHUTH SYEHKHW B IIOCJIeJHUH MCIOJIb30BaHHBIA I[BET, BBIIIOJHUTE
CJIeZIyIolre IeNCTBUS:
1. Beigenurte TpeGyeMble TUYEHKHU.

2. Ha nanenu MHCTPyMeHTOB, B pa3ziesie SlueHKu Ha)XKMUTe KHOIIKY < (IIBeT 3aIMBKH).

Yr1o6b! yOpaTh 3aJIMBKY S49eeK, BBIIIOJIHUTE CIIeyIolye 1eHCTBUS:
1. Brimenure TpeOyeMmble sTYeHKHU.

2. Ha mnaHenn WUWHCTpyMeHTOB, B pasfiesie fldeiikm HaXXmMuTe CTpeJIKy CIpaBa OT

KHOTIKA © (IIBet 3aIMBKH).

3. B oTkpbiBIIeCs TanUTpe HAXKMUTe KHONIKY be3 mBera.
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4.11.11 I'panunsl sueex

[Io yMomuaHuio TpU CO3J]JaHUM JOKYMEeHTa MeXJy s4YelikaMd HeT TpaHHUIL.
Bunvmas Ha jmcTe ceTka yCJIOBHO OTAeNsieT sS'YerKd OfHY OT JPYroM, 4ToObl paboTa C JJaHHBIMU
ObL1a Jierde, ¥ He OTOOpakaeTcs TIPY TeYaTH.
YT06b1 10OABUTH STUEHKAM TPAHUIIbI, BBITIOJIHUTE CJIeYIOII1e JeACTBUS:
1. Beimenure siueiiKy Wi IMana3oH siueek, KOTOPbIM He0OX0IMMO Ha3HAUWUTh I'PaHUIIBL.
2. Ha maHenu WHCTPYMEeHTOB, B pasjeiie flyeHKH HaXXMuUTe HA CTpeJIKy CIipaBa OT
KHOIIKY [ (cm. Pucynok 268).

3. B oTKpbIBIIEMCSI MEHIO HACTPOUTE HEOOXOIUMbIe TTapaMeTphI:
— B IIepBOM 0OJIOKe YKaXkKUTe MecTo 0TOOpakeHUs TPaHUII;
— BO BTOPOM 0JIOKe YKa)XUTe TUIl TPaHUII;

— B TpeTrbeM BJI0Ke YKa’XXuTe BeT 'PaHUll.

2 v |E% T & = B dakperwe v T
= B =

Aueikmn [LaHHbIE

/ HeT rpasuy

~ L

Pucynok 268 — Hacrpoiika rpanurg

IIpumeuarue: dopmar XLSX He mojnepKUBaeT BO3MOXXHOCTbh TPHMEHEeHUs! Pa3IUYHbIX
TUIIOB JIMHUN U IBETOB JI1 1¥aIOHaJIbHBIX I'PAHUII.
YToObl MPUMEHUTh paHee 3aflaHHBIA CTWJIb TPAHUI] K JPYTUM si9eiikaM, BBIJENIUTe UX U

Ha I[IdHeJIM MHCTPYMEHTOB, B pa3feiie S4geliky HAXKMHUTE KHOIIKY HH
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YtoObl  y#ganmuTh  3a/laHHble  TPaHUNBl  SYeMKW WM JIMAalla30Ha,  BBHIOJIHWATE
CJIeyIolve IeNCTBUS:
1. Boigenure siueliky Wiy AUANa3oH sueek, JJisi KOTOPhIX He0OXO0AUMO OYMCTUTh TPAHUIIbI.
2. Ha nanenu UHCTPYMEHTOB, B pa3fiesie fI4eiKy HOKMHTe Ha CTPeJIKy CIpaBa OT KHOIIKU .
3. B oTkpbIBIIIEMCS MEHIO HACTPONTEe HeOOXOIUMbIe TTapaMeTphI:
— B IIepBOM 0OJIOKe 3afjaiiTe MeCTO yaJleHUsl TPaHUII;

— BO BTOpoM 6i10Ke BbibepuTe Her rpanmui.

4.11.12 KomupoBaTh u BCTaBUTH (popMaTHPOBaHHE

B «MoitOduc Tabmuma. JlomaiHsisi BepcHsi» MOXHO CKONMPOBAaTh (opMaThpoOBaHHe
OJIHOrO (pparMeHTa AOKYMeHTa U IPUCBOUTH 3TO e (pOpMaTHPOBaHUE:!
— OJHOKpPAaTHO — OJTHOMY parMeHTy JIOKYMeHTQ;

— MHOI'OKPATHO — HECKOJIbKUM (1)paI‘MeHTaM JOKYMeHTa I10oCjIieJoBaTeJIbHO.

q)OpMaTI/IpOBaHI/Ie, CKOIIMPOBdHHOE B 6ycl)ep O6M€Ha, MOXeT HMCIIOJIb30BATLCA JJId BCTABKH B

npuiokeHud « MoriOduc Tekct. JlomalHsst Bepcusi».

4.11.12.1 IlpaBuia KONUPOBaHMS U BCTaBKH (OPMAaTHPOBAHUSA

B 3aBucuMocTH OT 00beKTa, KOTOPBIM BbifieieH, [IJIsl BCTABKU JOCTYIHO GopMaTHUPOBaHUe:
— abzaa;

—  TEeKCTa,;

— ab3ama ¥ TeKCrTa;

—  SJYeHKHU.
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B Tabsuie 16 TpYBe/IeHbI CXEeMBHlI, o KOTOPBIM KOTIUPYeTCs u

BCTaBJIsieTcsl popMaTUpOBaHUe.

Tabnuna 16 - IIpaBuia komupoBaHUuA U BCTaBKU (popMaTHPOBaHHUS

IIpu xonmupoBaHUM IIpu BcTaBKe Pe3ynbTaT

®opmartupoBaHue ab3aria/

Y cTaHOBIIEH Kypco
ypeop IepBOT0 BhIZIeJIEHHOTO ab3aria

YcraHOBITeH Kypcop Wi Brinesnen ¢pparment a63ara dopMaTUpOBaHKe TeKCTa
BbIZIeJIeH ab3ary/ab3aribl
TIeJTIKOM Brinenen a63an/a63anp! nesmkom | PopmarrpoBaHye ab3ala U TeKCTa

Heckomnbko ab3amnes

dopmarrpoBanHue ab3ara
BbIJIeJIEHBI He JI0 KOHIIA

VYcraHoBeH kypcop dopmaTrpoBaHUe He BCTABJISETCS

Bruinenena gyacte ab3ara

Brinerniena yactb ab3aria Boizienien a63aiy/a63aipl nemvkoM | PopMaTUpoBaHUe TEKCTa, HaYuHasA
C TIePBOTO BBIJIIEHHOTO CUMBOJIA

Heckosnbko ab3arieB
BBIJIeJIeHbl He 10 KOHIIA

®dopmarrpoBanue ab3ara v TeKCTa

Y cTaHoBIIeH Kypco . .
ypcop IIUIS BBIIEJICHHOU TYeMKU

dopMaTvpoBaHUe TeKCTa

Bruinenena yacte ab3ara Bruinenena sueiika TabIuIbL . .
IS BBIJEJIeHHOU STYeMKU

Brinenen ab3ary/ad3annt

dopmartrpoBaHue ab3aria ¥ TeKCTa
1eJIKoM (J1o cuMBOJIa ab3aria)

dopMaTUpoBaHUe STUEMKH,

Brifenena s4erika TabauLbl
ab3ara 1 Tekcra

YcraHoBIeH Kypcop ®dopmatrpoBanve ab3ama
Brinenena gacth ab3aria dopMaTvpoBaHUe TeKCTa
Brinerniena svefika TabiuItbl Boizienien a63ary/a6saisl nenvkom | dopmarupoBaHue ab3ala U TeKCTa

Heckosnbko ab3arieB

®opmatupoBanue ab3ana
BbIJIeJIEHBI He JI0 KOHIA

dopmaTrpoBaHUe STIEHKY,

Boizieniena ctpoka wim crosbert
absara 1 Tekcra

— dopMaTHpOBaHUe sTUerKy, ab3ara

U TEKCTa U3 JIEBOU BepXHeu TYerKU
Beineniena crpoka vy cronber; | Beiernena crpoka wiu cronben B CKOIIMPOBAHHOMN CTPOKe/CTOJOLE;

— dopmaTupoBaHue CTPOKH/CTOIOIA
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4.11.12.2 KonupoBaTh U BCTaBUTH popMaTHpPOBaHHe

HJ’[S{ KOITMPOBAHUS Y BCTABKU (l)OpMaTI/IpOBaHI/ISI MOJKHO HCIIOJIb30BATh:
— IIYHKTBI KOMaHJJHOI'O MEHIO,
— COYeTaHUus KJIaBHIII,

— KHOIIKY 5 Ha aHeNH VHCTPYMEHTOB.

YTob6bl CKONMUPOBATh U BCTAaBUTh (GOpPMATUPOBAHME C MOMOIIBI0 KOMAHAHOTO MEHI0 WIA
COYeTaHWM KJIaBUIII, BBIIIOJIHUTE CIIeAYIOIIHe IeUCTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [jIsi KONMPOBaHUS (POpPMATUPOBAHUSI C IIOMOIIBIO
OJIHOTO U3 CI0cOO0B, YKa3aHHBIX B pa3jieie BhIIIIe.
2. BrinonHuTe KOMaHy KOMUPOBaHUSI GOPMaTUPOBAHUS OJJHUM U3 CJIEYIOIIHUX CIIOCOOOB:
— Bruibepute mynkT komangHoro meHio IIpaBka > KomupoBaTh ¢popmMaTHpoBaHue

(cM. PucyHnok 269).

Mpaeka Beraeka @opumatr  Tabawua  [JanHwe  HHeTp

T OTMEHUTL Ctrl+Z
" [NoeTopuTs Ctrl+Y
oo Bmpesath Ctrl+X
Kenupoeate Ctrl+C
Iﬁ BrTaguTe Ctrl+V
BcTaguTe 3HaUEHKE Ctrl=Alt+V

BeTaguTe HedopMaTUROBAHHEIA TEKCT

(e

Konupoeate dopumatuposadne Ctrl+5hift+C

MprmeHUTE dopMaTHpoBaHKE Ctrl+5Shift+V

Pucynok 269 — Komananoe menio IlpaBka

— Haxwure coueranue kiasui Ctrl+Shift+C.
3. Ecomum ¢opmarvpoBaHve TpebyeTcsi NMPUMEHUTb K OAHOMY ¢parMeHTy, BBIIIOJHUTE
Cllefyrolye NerCTBUS:
— DBribepute ¢parmeHT M BCTaBKM (OPMATHpPOBAaHHS C IIOMOIIBIO OJIHOTO U3
C11oco60B, YKa3aHHBIX B pa3jiesie BhIIIe.
— Bruibepute nyHkr komanaHoro MeHio IIpaBka > Ilpumenuts ¢popmMaTHpoBaHHe

(cMm. Pucynok 269) v Haxkmute coderanue kiaBuin Ctrl+Shift+V.
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4, Ecmu ¢opmaTupoBaHue TpebyeTcs TIPUMEHHUTh K HECKOJIbKUM ¢parMeHTaMm,
M0CJIeJIOBATeIbHO BhIJIeNIsIiTe JaHHble (PparMeHThbl B TEKCTe Y BBITIOJIHSNTE JIJIsl KaXKJI0T0

N3 HUX KOMdHAY BCTABKHU (bOpMaTI/IpOBaHI/IH.

YTobbl OJHOKpPAaTHO CKONHUPOBAaTh W BCTaBUTh (POpPMATUPOBaHHWE C  TOMOIIbIO
KHOIIKY f5 (KomupoBaTs popmMaTHpOBaHHe), BHIIIOJIHUATE ClleyIOIIye AefCTBUS:
1. Boibepute ¢parmMeHT HOKyMeHTa JJisi KOMMPOBAaHHS (POPMATHPOBAHHUS C ITOMOIIBIO
OJIHOTO U3 CIIOCODO0B, YKa3aHHBIX B pa3jiesie BhIIIIe.
2. Ha IaHeNu VHCTPYMEHTOB, B paszeie IIpaBka Ha)kKMUTe
KHOIIKY =] (KomupoBats ¢popmaTupoBanue) (cMm. Prucynok 270).
3. Brimenure dparMeHT st BCTaBKM GpOpPMATUPOBAHUS C TIOMOIIbIO OAHOTO U3 CIIOCO60B,

YKa3aHHBIX B pa3zere BhIIle.

©ain [paeka Beraeka Popmar  Tabavua  JadHwe

» oYc. ﬁ v é‘-’ XO Thames
=v 9 C X K d

®ann Mpaska WpudT

Pucynok 270 — Knonka KonmpoBaTts ¢popMaTupoBaHue

YToOBl MHOTOKpPaTHO CKOIKMpPOBAaTb M BCTaBUTb (GOpMaTUpOBaHHWE C  IIOMOIIBIO
KHOIIKH 5 (KonmupoBaTh ¢popMaTHpoBaHue), BLITIOJIHUATE CleIyIolIne JeHCTBHUS:
1. Boibepure ¢parMeHT HNOKyMeHTa il KONMPOBaHUS (POpPMATHpPOBAHUS C IOMOIIBIO
OJIHOTO U3 CI0COO0B, YKa3aHHBIX B pa3jiesie BhIIIIe.
2. Ha maHemum wuHcTpyMeHTOB, B pasfene IIpaBka [ABaXIbl HaXMHUTe KHOIIKY
& (KonnupoBats ¢opmaTupoBaHue), YTOOBI OHA IPUHSUIA BUJL .
3. IlocnenoBarenbHO TpuMeHUTe ¢GopMaTHpOBaHUe K TpebyembIM ¢parMeHTaM TeKCTa

OJHHUM U3 CHOCO6OB, YKa3daHHbIX B pa3jieJjie BbIIIe.

YTOOBI BBIMTH K3 peXXuMa MHOXECTBEHHOTO INpuMeHeHHs (GOpPMaTUPOBAHUSI, BBIIIOJIHUATE

OIHO U3 CJIeIYIOLIUX JeHCTBUM:
— Ha mnaHenmu wuWHCTpyMeHTOB, B pa3sfene IIpaBka HaXmuTe KHOIIKY ﬁ, YTOOBI

OHa MIPUHsIIa BUJ )

— Haxwmure knaBuiry Esc Ha ki1aBuarype.
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4.11.12.3 Ucropus xonupoBaHusa ¢opMaTHpPOBaHUSI

dopmaTtvpoBaHWe, CKOMMpOBaHHOe B Oydep oOMeHa, COXpaHsSeTcs B HCTOPUHU
¥ MOXET T03Ke UCTIOJTb30BaThCS JIJIsl BCTABKHU.
YToObl OTKPBITH HWCTOPHWIO, TJle JIOCTYIIHbBI OOBeKThl paHee CKOMHUPOBAHHOTO
¢dbopmMaTrpoBaHusl, BLITIOJIHUTE CJIelyIoIIue JeHCTBUS:
1. Ha mnaHemu wuHCTpyMeHTOB, B pasfgeine IIpaBka HaXMmuTe CTpesiKy cIipaBa OT
KHOIIKY F5 (KonmupoBaTth ¢popmaTHpOBaHUe).
2. B BmimajaromeM crnucke BbiOepuTe HEOOXOAMMBIM OOBEKT paHee CKOMHPOBAHHOTO
¢dopmarupoBanus (cMm. Pucynok 271). OObekTbl PpacroyioXkeHbl TaKUM 00pa3oM,
YTO  BBepXy CIIMCKA  TMpefCcTaBieH O0BEeKT  TIOCTeIHer0  CKOIKMPOBAHHOTO
dopmaTupoBaHUsI.
3. Boigenure dparmMeHT [j1s BCTaBKHM GOPMAaTUPOBAHUS C TIOMOIIBIO OJHOTO U3 CIIOCOOOB,

yKa3aHHBIX B paznene 4.11.12.1.

aiin [paeka Beraeka @opmat  Tabavua Jandeie  MActpymedtsr Bug  OBw

¥ X @ hd @% KO Thames v 12 (v AT

=R 12,34
®ann Mpaeka
Fx 17,55

Pucynok 271 — Criricok 06bekToB GopMaTHPOBAHKS
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4.12 CpencrBa aBTOMaTH3aIMH

4.12.1 MakpoxoMaH/IbI

MakpokoMaH/ibl TpeICTaBIISAI0T COOOW IporpaMmbl HeOOJBIIOTO pa3Mepa, C IOMOIIbIO
KOTOPbIX B JIOKYMEHTe aBTOMATHM3UPYyeTCs BBIOJIHEHWe IPOJIOJDKUTENIbHBIX WM 4acTo
MIOBTOPSIIONIUXCS orepaiuid. s pazpaboTku MakpokoMan] B npuwioxenun «MoitOduc Tabmuna.
JlomaliHsisi Bepcusi» UCIO0JIb3yeTcsl SI3bIK MporpaMMupoBanus Lua.

Kak npaBuiio, MaKpoKOMaH/Ibl UCIIOJIB3YIOTCS /1JIsl PellieHus! CIIeAyIoNUX 3a/1a4:

— pobaBieHue GOPMYIIbI B TUEHUKY;

— pobaBiieHMe TeKCTa B STYeUKYy;

— TIOMCK U 3aMeHa IO TeKCTY;

— yHAdJieHHe TeKCTd.

CoxpaHeHre MaKpOKOMaH]| TOJIepXXUBAeTCsl TOJIbKO B Tpeliesiax TeKYIero JOKyMeHTa.
Ecnu ananmorvyHbele MakpoKOMaHZbl TpeOyeTcCsl HMCIOJIb30BaThb B JIPYIOM JIOKyMeHTe, CleflyeT
CO3/1aTh X HeIllOCPe[ICTBEeHHO B IPYTOM JIOKyMeHTe.

[TonpobHoe omucanue paboThl C MaKPOKOMAaHJaMU I[IPUBEIEHO B  JIOKyMeHTe

«MouOduc CrangapTHbiii. CipaBOYHMK MaKPOKOMaH/]T Ha si3bike Luay.
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4.12.1.1 Co3gaTh MaKpOKOMaH/Y

MaKPOKOMaHlIy MOJKHO CO3[JaTb OJHUM H3 CJIeAYIOIIUX CITOCODOB:

1.

3amucaThb IOCJIefoBaTeJIbHOEe BBINIOJIHEHUE HOEeUCTBUM, W3 KOTOPBIX HOJIDKHA COCTOSTb

MaKpPOKOMaH/Ia.

2. BBecTH TeKCT MaKpOKOMAaH/IbI BPyUHYIO.

YTo6sI 3anKcaTh MaKpOKOMaH/AY:

1.

HaunuTe 3anmuch 0JJHUM U3 CIIeAYIOITUX CIIOCOOOB:

— DBroibepute mnyHKT koMaHAgHOro MeHI0 MHcTpyMeHTHI > MakKpokoMaHABI >

3ammncars MakpokomaHpy (0era) (cMm. PucyHok 272).

MHcTpymenter Bug  OBwwi poctyn  Cnpaeka

Mpasonucanue P = === F -
HacTpaveaemeli choBape N B -
Makpokomadasl r Pegaktop MakpokomaHg

danucate Makpokomangy (Gera)

Pucynok 272 — Komanaa 3anucars MakpokoMaHpy (0era)

— OrtkpoiiTe OKHO OBICTPBIX [HeWcTBUM (CM. paszmen 3.8) U BbIOepUTE KOMaHAY
3anucaTth MakpokomaHny (bera).

BrimonauTe 1mociiefoBaTenbHOCTh — JIeWCTBHM, W3  KOTOPBIX JIOJDKHA  COCTOSTH

MaKpOKOMaH/Ia.

IIpumeuaHue: B TeKyllleli BepCcHU TIPUJIOXKEHUS] He BCe IeHCTBHUSI I0JIb30BaTes

JNOCTYTIHBl i 3anuch. [lpyM BBINOJIHEHWU [AEMCTBHUS, 3alUChb KOTOPOTO He

IOJI/Iep>KMBAeTCs, Ha 3KpaHe OTOOpakaeTcsl BCILIbIBaoIllee coobieHue «/lelicTBre He

MOJKeT OBITH 3aITCAHO.
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3. 3aBeplilrTe 3aMUCh OJJHUM U3 CJIEYIOIIHUX CIIOCOOO0B:
— DBribepute nyHKT koMaHgHOro MeHio MHcTpyMeHTBI > MakpokoMaHABI >

OcranoBuTSb 3anuckh (cM. PucyHnok 273).

WMHcTpymenter Bug OBwwi goctyn  Cnpaeka

Mpaeonucanue LA
HacTpaveaemeli chosape

MakpokomaHasl L PegakTop MakpokomaHg

CcTaHOBWTE 3aN1ce

Pucynok 273 — Komanga OcTaHOBHTH 3aIIUCh

— B crpoke cocrosinus HaxkmuTte KHOTIKY [l OcraHoBuTSH 3anuck (cM. PucyHok 274).

10
1

B

B OcranoeuTe 2anvce

Pucynok 274 — Knonka OcTaHOBHUTB 3anich

4. B OTKpBbIBIIEMCS TUAJIOTOBOM OKHe (cM. PucyHok 275) ykaxuTe UMs MaKpOKOMAaH/bI U

HakmuTe KHOIIKY OK.

Knag:

‘ Ees MmeHn X ‘

Pucynoxk 275 — JluanoroBoe okKHO

HpI/I YCIIeMHOM COXPdHEHWHU MdKpPOKOMdHJbI Hd OSKpadHe OTO6p83HTCH BCIIJIBIBAIOIIIee

coobienue « MakpokomaH/ia "MMs_MaKpPOKOMaH[IbI"' COXpPaHeHa».
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YTo6bI BBECTH TEKCT MAKPOKOMAH/IbI BPYUHYIO:
> MakpokomMaHabl >

1. BuibepuTe mnyHKT KOMaHAHOrO MeHIO MHCTpyMeHTBI

PenaxTop makpokomanyg (cMm. PucyHnok 276).

Bug OBwwi gocyn  Cnpaeka

HIHCTpyMeHTEI

Mpaeonucanue L
HacTpaveaemeli choBape

11
1l
|
N
-1

Makpokomadasl r PegakTop MakpokomaHg,

danucaTte Makpokomangy (Gera)

Pucynok 276 — Komanpga PegakTop MakpokomaHy

2. B okne PegakTop MakpokoMaHJ Ha)XKMUTe KHOTNIKY =+ (cM. PucyHnok 277).

& PegakTop MakpoKomMaHg

+ —_
' BuinonHute ™ Ornagwte [:] ! £} '

Pucynok 277 — KHonka co3filaHrss MaKpOKOMaH/ bl
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3. BBE)II/ITE HMA MAKPOKOMaHJbl WM OCTaBbTeé WM, YKa3dHHOe II0 YMOJ/IYdaHHUIO

(cM. Pucynok 278). Utobel coxpaHuTh uUMs, HaxMuTe KilaBuily Enter wiv menkHure

MBIIIBIO 110 J1I060H 06s1acTH peflakTopa MaKpOKOMaH].

O] PegakTop MakpoKomMaHg, =
1 BeeguTe HOBLIW CKPUNT 308Ck
+ —
P Bononnuts ™ Omnagurs [
Pucynok 278 — BBog uMeHH MaKpOKOMaH/IbI
4. BaenuTe TekCT MakpokoMaH bl (cM. Pucynok 279).
G Pegaktop MakpokomaHg, X
range = document:getRange();
Makpokomanaa | startPos = range:getBegin();
textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;
range: setTextProperties(textProp);
9 startPos:insertText("MorOdmc!");
+ —_
P Bunonnute g Ornagnts [0
Pucynok 279 — BBop TekcTa MaKpOKOMaH/IbI
TeKCT MaKpOKOMaHJH)I COXpaHI/ITCH dBTOMATHUYECKHU.
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[Ipu pobGaBneHnd B JOKYMEHT MaKpOKOMaHIbI Ha OOKOBOM IIaHeNIM TIOSIBIISeTCS
KHOIIKA @ (Makpoxomangsbl) (cMm. Pucynok 280). [Ipy HakaTHy Ha JaHHYIO KHOTIKY OTKPBIBAeTCs
maHesib  paboTel €  MaKpPOKOMaHJaMH, C I[IOMOIIbI0O KOTOpPOM MOXHO  BBIIOJIHUTD
CIleflyIolye NeiCTBUL:

— HaWTH MakpokoMaHpy (cM. pazzen 4.12.1.2);

—  BBIMIOJIHUTH MaKpoKoMaHy (cM. paznen 4.12.1.3);

—  OTKPBITh pefJakToOp MaKpoKoMaH I (CM. pazfen 4.12.1.4).

Hy m &= 8Bv 7
v [ 2D
il oy - B B ¢

AdanHbie Bcraska "
_}
M N o” Q
Mowck ﬁ(
MakpokonmaHga 1 @

MakporkomMmaHga 2

MakpokomMmaHga 3

YMM @ CP3HAY 0 MWH 0 MAKC 0 CYET3 0 [F] - . +  100% v

Pucynoxk 280 — Ilanenb paboThl ¢ MaKpOKOMaHIaMHU

Yrobbl 3aKpLITh MaHelb paboThl C MaKPOKOMaH[AaMH, HAaXXMUTe Ha KHOIKY —%,
PacIiooXeHHYI0 HaJl CTPOKOM TTOMCKA, WM TOBTOPHO HAXXMUTE Ha KHOMKY ® (MakpoxkoMaHabI)
Ha HOKOBOM ITaHeNH.

Kuonka (&) (MakpokomaHbl) oToOpakaeTcsi Ha OOKOBOW MaHeIM IO TeX Top, IOoKa

JOKYMEHT COHOEPXUT XOTd OBI OHY MdKpPOKOMdHAY.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MHWy, 2013-2022 263



MonOdomc

4.12.1.2 HaiiTu MaKpoOKOMaHAy

Ecimv nokyMeHT cofiep>XUT OoJbIlioe KOJMYeCTBO MaKPOKOMAH], Jjisi OLICTPOro MOHMCKa
TpebyemMoii MaKpPOKOMAaH/IbI BBITIOJTHUTE CJIeAYIOIIUe IeACTBUS:

1. Ha 6oxoBo¥ naHeyd HAXXMUTE KHOIIKY @ (Makpoxkomanasl) (cM. Pucynok 281).

2. Ha nmanenm paboThl C MaKPOKOMAaH/AMH YKa)XKUTEe B CTPOKE MOKMCKA YaCTh HA3BaHUS WU

Ha3BaHHe TpebyeMOl MaKpPOKOMAH/IbI I1eJIUKOM.

B cnmcke makpokoMaH] 0ToOpa3sSTCs MaKpOKOMAH/IbI, Ha3BaHUsI KOTOPBIX y/IOBJIETBOPSIOT

YKa3aHHbIM pe3yJjibTaTaM IIOMCKaA.

Hy =@ ® 8. 7. — D ..
S R o~ 9 &4 &

Hantbie Bcraska &
_}
M N o’ Q
E 3
fx
MakpokomaHga 2 @

Pucynoxk 281 — Ilorck MaKpOKOMaH/IbI
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4.12.1.3 BoInoJIHUTH MAaKPOKOMAHIY

MaKpOKOMaHI[y MOZKHO BBIIIOJIHUTD C IIOMOIIbIO peJdKTOPda MdKPOKOMaH/I WX C IIOMOIIbIO

IIaHeJIn pa6OTbI C MAKpPOKOMdH/IdMH.

YToObl BBINOJIHUTL MaKpOKOMAaHJy C IIOMOIIbIO pefakTopa MaKpPOKOMAaH], BBIIIOJIHUTE

ClleflyIolye NefCTBUL:

1. Bpibepure myHKT KOMaHAHOro MeHi0o WHCTpymMeHTHI > MakpokoMaHabl >

PepaxTop makpoxkomanyp (cMm. Pucynok 282).

Muctpymentsr Bug  OBwwia goctyn  Cnpaeka

Mpaeonucanne L = T =
HacTpaveaempiil choBape

Makpokomanasl ¥ Pesaktop MakpokomaHs,

3anwcaTe MakpokomaHay (Geta)

Pucynok 282 — Komanpa PegakTop MakpokomaHy

2. B oxHe PemakTOop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpOKOMaHAY W3 CIIMCKa
(cM. PucyHnok 283).

3. Haxmure kHonky P BHIIOIHUTS.

& PegakTop MakpokomMaHg

1 kange = document:getRange();

Makpokomanaa 1 startPos = range:getBegin();

Makpokomarga 2 textProp = range:getTextProperties();
textProp.italic = true;

MakpokomaHaa 3 textProp.allCapitals = true;

range: setTextProperties(textProp);
startPos:insertText("MorOduc!");

+ —_—

’ BmnoaHuTe ]?'DTJ]E,II,HTI: D

Pucynok 283 — Knonka BeimotHuTh
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HNudopmariiss 0 BBHIMOTHEHWM MAaKPOKOMAHIbI OTOOpasuTcsi B obmactu  PesyiabTat
(cm. Pucynok 284).
E PengakTop mMakpokomaHg >
1 range = document:getRange();
Makpokomanaa 1 startPos = range:getBeqgin();
Makpokomarga 2 textProp = range:getTextProperties();
textProp.italic = true;
MakpokomaHaa 3 textProp.allCapitals = true;
range: setTextProperties(textProp);
startPos:insertText("MorOdmc!");
+ —
P BunonnuTe # Ornagute [0
Pesyantam: Makpokomarga 1 Ounetnts &
MaKpoKOMaHAE YCNELHO BEINONHEHS

Pucynok 284 — Pe3ynbTaT BbIIIOJIHEHUS] MAKPOKOMAH/IbI

YTOOBI BBIMOJHUTL MAKPOKOMaHAYy C IIOMOIIbIO IMaHeJd paboThl C MaKpPOKOMAaHJIaMH,

BBITIOJIHUTE CJIeflyIolye eHCTBHUS:
1. Ha 60k0BO¥ MaHesI HAKMUTE KHOIIKY ®) (Makpoxkomangsbr) (cM. PrucyHok 285).

—

| & = B v [} T
D”v ,;:::'ow
b o @ el i~ {3 & ¢

JaHHbie Bcraska "
%
N o” Q
Nouck
fx
Makpokomanaa 1 B & ()

MakpokomaHga 2

Pucynok 285 — [lanenb paboTel ¢ MaKpOKOMaHAAMU
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2. 3amycTyTe MaKpOKOMAaHJTy OJTHUM U3 CJIeJTyIOIIHUX CIIOCOOOB:
— Ha nanenu paboThl ¢ MakpOKOMaH/IaMU HaBeJlUTe KypCOpP MBI Ha Ha3BaHUe
MaKpPOKOMaH/Ibl M HaXKMUTe KHONIKY [> (BeimosmHuTs) (cM. PucyHok 285).

— BrimenuTe cTpOKY MaKpOKOMaH/IbI IBOMHBIM IETYKOM MBIIITH.

4.12.1.4 PepakTHpOBaTh MaKpOKOMaHIy

YToOBI peJakTHPOBaTh MAaKPOKOMAH]TY, BLITIOJTHUTE CJIeyOIIue JerCTBUS:
1. OTtkpoiiTe pelakTOp MaKPOKOMaH]I OJTHUM U3 CJIEIyIONTHUX CIIOCOOOB:

— DBroibepute mnyHKT koMaHAgHOro MeHI0 MHcTpyMeHTHI > MakKpokoMaHABI >

PenaxTop makpoxkomanp (cMm. PucyHok 286).

MHcTpymenTsr  Bug  OBwwi goctyn  Cnpaeka

Mpaecnucanwe r + ?
HacTpaveaemeld chosapb

ule

MakpokomaHgm k PenakTop makpokomaHg

3anucate makpokowmangy (Bera)

Pucynok 286 — Komanna PegakTop MmakpokomaHz

— Ha 6okoBo¥i naHen HaXXMUTe KHOIIKY ® (Makpoxkomangsbl) (cMm. Prucynok 287).
Ha manenu paboThl C MaKpOKOMaHJaMH HaBe[iUTe KypCOpP MBbIIIM Ha Ha3BaHUe

MdKpPOKOMdH/[IbI, KOTOPYIO Tpe6yeTc;1 pPedakKTUpoBdTb, W HAXXMHUTE KHOIIKY

¢ (PegaKTHpPOBATh).

 — |

S = )l T
D[Iv _,—;-‘?jooo
B i@ o i~ {3 & ¢

JaHHbie Bcraska

Makpokomanaa 1 > & ()

Makpokomanga 2

Pucynok 287 — Ilanenb paboThl ¢ MAaKpOKOMaHAaMuU
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2. B oxHe PemakTop MakKpokKoMaHJ BbiOepuTe TpeOyeMyl0 MaKpPOKOMaHAY M3 CITHCKa
(cMm. PucyHnok 283).

3. Buecure HeoOXoouMbIe U3MEHEHUS B ee TeKCT.

H3meHeHMs B TeKcTe MAaKPOKOMaH/bI COXPAHAIOTCA dBTOMATUY€CKH.

4.12.1.5 OTiaguTh MaKpOKOMaH/Y

[Tepen 3amyckoM OT/IaJluMKa MaKpPOKOMaHJl YCTAHOBUTE B TeKCTe MAaKpOKOMaH[Ibl TOYKU
OCTaHOBa OTJIaf4uKa. [y aroro:
1. OrxporiTe pegakTop MaKpOKOMaH/, OAHUM U3 CIIeAYIOIUX CIIOCOOO0B:
— DBroibepute nyHKT koMaHAgHOro MeHi0 MHcTpyMeHTBI > MakpokoMaHABI >
PepaxkTop makpoxkomanp (cM. PucyHok 286).
— Ha GokoBoll maHenu HaXMHUTE KHOIKY @ (Makpokomangsbl) (cMm. Pucynok 287).
Ha mnanenu paboThl C MaKpOKOMaHJaMH HaBe[iUTe KypCOpP MBIIIM HAa Ha3BaHUe
MaKpOKOMaH/[Ibl, KOTOpyl0 TpeOyeTcsi peNakTUpOBaTh, M HAXXMUTe KHOIIKY
& (PegaKTHpPOBATh).
2. B oxHe PemakTop MakpokoMaHJ BblOepuTe TpeOyeMyl0 MaKpPOKOMaHAY M3 CIIMCKa
(cm. Pucynok 288).
3. YcraHOBUTe IIepBYI0 TOYKY OCTaHOBA OTJIafuuKa. [[js 3TOro IeJKHWTe MBIIIbIO
CcIpaBa OT HOMepa CTPOKM, B KOTOpPOM HeoOXOJMMO CO3[]aTh TOYKY OCTaHOBA.
Touka ocranoBa 6yzieT o603HaueHa 3HaukoM @.

4. YcraHoBuTe APpyrvue TOYKU OCTAdHOBA dHAJIOTUYHBIM O6p330M.

Ecmm Tpe6yeTc;1 YAAJIIUTb KaKy'I-O-J'II/I6O TOYKY OCTdHOBA4, HIJIKHUTeE I10 HeM MBIIIbIO.

& Pegakrop makpokomang *

1 range = document:getRange();

Makpokomanaa 1 startPos = range:getBegin();

Makpokomanga 2 textProp = range:getTextProperties();
textProp.italic = true;

MakpokomaHga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoliOduc!");

Pucynok 288 — Touka ocraHoBa
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JlJis OTia Ky MaKpOKOMaH/IbI BBIIIOJIHUTE ClleyIoIIve AefCTBUS:

1. Haxmure kHonky £* Ormamurh (cM. Pucysok 289). 3amycCTHTCS IIPOIECC OTIamKHU
MaKpOKOMaHJpl. EciM B Tekcre MaKpOKOMaH/BI COJepXKaTCs TOYKM OCTAHOBA,
TO IIPOIeCcC OTJIaJKHA OCTAaHOBUTCS Ha CTPOKe, KOTOpas COJEepXXUT IIepBYI0 TOUKY.
Ecnu TodkM ocTaHOBa OTCYTCTBYIOT, TO IIPOLIECC OTJIAAAKM OCTAaHOBUTCS Ha IIepBOU

CTPOKe MdKpPOKOMAdH/IbI.

& Pegakrop makpokomang *

1 range = document:getRange();

Makpokomanaa 1 startPos = range:getBegin();

MakpokomaHga 2 @ textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos: insertText("MoiDdnc!");

+ _—

' BrnoaHuTe ﬁ~ Otnagute

Pucynok 289 — Knonka OTiiagurh

2. Jlns yripaBieHMs [IaraMy OTJIA[KK UCIIOJIb3yHTe cieyolye KHONKM (cM. PrucyHok 290):
1]
=»; (IIlar ¢ 3ax0o0M) — BBITIOJIHUTh OJIMH INAT OTJIAJKA WIM 3aX0f] B TeJo QYHKIIUH,
eCJIM TaKOBasl eCTh B TeKYyIIel M03UIIUY OTJIa/IKH;

3 (Illar ¢ 06X0/X0M) — BBLIOJIHUTEL OJIMH AT OTJIaIKK 6e3 3aX0/la B TeJIo pyHKIMH;

|
T (ITar ¢ BBIXO0IOM) — TMPOJIOJDKUATH BBIMIOJIHEHHE MaKPOKOMaHbl /10 MOMEHTa

BBIXO/Ia M3 PYHKINU, B KOTOPOU OTJIAAUMK HAXOJUTCS B TEKYIIeH MO3UIIHH.

B miporiecce oTiajiky B OKHe pefJakTopa MaKpOKOMaH T 0TOOPaskaloTCs CIIe/Tyrolie 06IacTu:

— BeIosHeHHe — OKHO OJ1s1 BBIBO/1d COO6IH€HHﬁ BO BpeMs OTJIdJIKH;

— CrTek BBI30BOB — OKHO CTeKa BBHI30BOB;

— IlepeMeHHbIe — OKHO BBIBOJIA 3HAYEHWM JIOKAIbHBIX U TJI00AIBHBIX TEepEeMeHHBbIX,
AOOCTYIIHBIX Ha TeKylleM Iare BbIIIOJIHEHHWA MdKPOKOMAaH/bI. Ecmm 0TO6pa)KaEMaﬂ
IiepeMeHHas IIpeJCTaBJ/IsIeT M3 cebs Ta6JII/IHy HJIN MAaCCHUB, TO IIPpU HAXXATWUHW KHOIIKU ©,

pacnonomeHHoﬁ CJIeBa OT UMeHH HEPEMEHHOﬁ, HOCTYyIIeH ITPpOCMOTp ee COAep>KUMOro B

pa3BepHYTOM BUJIE.
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& PegakTop MakpokomMaHg, H

range = document:getRange();

Makpokomaraa 1 startPos = range:getBegin();

Makpokomanga 2 @ textProp = range:getTextProperties();
5 % textProp.italic = true;

Makpokomanaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

+ —
P Buinonnue )? Cmnagnre [ -I»E Q ﬂ-b

BrinoaHeHwe... Crek EbIZ0BOB MepemeHHme

main()#Fup:1 NokaneHwe:

[nobanbHbie:

textProp = (DocumentAPl TextProperties)
startPos = (DocumentAPl.Position)
range = [DocumentAPlL.Range)

Pucynok 290 — Omiiajjka MakKpOKOMaH/IbI

OTnanika 3aBepIiaeTcs P JIOCTHXKEHUH KOHIIA MAaKPOKOMAH/IbI.
Ecmu Tpebyercst IpepBaThb Tporiecc OTJIAJIKH, HaXXMHUTe KHOTIKY

@ (OcranoBuTEL MakpoKoMaHTYy).

4.12.1.6 Ypanuth MaKpOKOMaH/Y

YToOB! yJanUTh MaKPOKOMAaHTy, BBITIOJIHUTE CJIe/IyIOle TeHCTBUS:
1. OTtkpoiiTe pelakTOp MaKpOKOMaH/I OIHUM U3 CJIe/TyIOIIKX CIIOCOOO0B:
— DBribepute nyHKT koMaHOHOro MeHi0 WHcTpymeHTbl > MakpokomaHabl >

PepakTop makpokomanyg (cMm. Pucynok 291).

MHcTpymenTer Bug  OBwwi goctyn  Cnpaeka

Mpaecnucanwe r + — ? -
HacTpaveaemeli chosapb

Makpokomangm » PeaakTop mMakpokomaHg

3anucate makpokowmangy (Gera)

Pucynok 291 — Komananoe mexio UHCTpyMeHTBI
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— Ha 6okoBoii maHenmn Ha)KMHUTE KHOIIKY @ (Makpoxkomanabl) (cMm. Pucynok 292).
Ha manenu paboThl C MaKpOKOMaHJaMH HaBe[WTe KypCOpP MBI Ha Ha3BaHUe
MaKpPOKOMAaHIHl, KOTOPYIO Tpebyercs VIQJTUTh, u Ha)KMHTe

KHOIKY ¢ (PelakTHpOBaTh).

 — |

™S &= B ]

BEd ¥ B v B3 B & -

JaHHbiE BrraBka ~
+
N o Q
Nonc
fx
Makpokomanaa 1 > & ™)

MakpokomaHaa 2

Pucynok 292 — Kuonka PerakTupoBarhb

2. B oxHe PemakTOop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpPOKOMaHAYy W3 CIIKMCKa
(cm. Pucynok 293).

3. HaxmuTe KHOIIKY —.

& Pegakrop makpokomang >

1 range = document:getRange();

Makpokowmanaa 1 startPos = range:getBegin();

Makpokomanga 2 textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MolCduc!");

+ —_—

P BoinoaHuts &'D’TJ]E,JJ,MT!: [ |

Pucynok 293 — KHomnka ynaneHrss MakpoKOMaH/ bl

4. B OTKpBIBIIIEMCS OKHe TIO/ITBEP/IUTe y/lajleHre MaKpPOKOMAaH/IbI.
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IMPWIOMXEHME 1. IEPEYEHD & YHKIIU U X OIIMCAHUE

DyHKIHA

Onucanue

Pyuxuuu ona pabomel ¢ 6azamu aHHLIX

BACYMM(6a3a_[aHHBIX; M1OJIE;
KpUTEepUH)

B TabnryHOM MaccrBe BBIYMCIISIET CyMMY 3HaueHHH, KOTOpbIe
OTBevaloT 3aJJaHHBIM YCJIOBUSIM

dynkuuu dameut u Gpemenu

I'OI(nata)

BosBpaiaer ros, COOTBETCTBYIOIIMM 3alaHHOM 1aTe

IATA(ron; MecsIl; IeHb)

[Ipeobpa3yet 3aaHHble 3HAUEHHS TO/1Q, MecsIa U IHS B AaTy

JATA3HAY(cTpoka_jiater)

[Tpeo6pasyer faTy, pe/iCTaBIeHHYIO TEKCTOM, B ee IHCIIOBOe
3HaYeHHe

JATAMEC (nata_Havasna; MecsIibl)

Bo3BpaiiaeT unciioBoe 3HaueHue qaThl, KOTOpasi HACTyTaeT
Jepe3 3aJlaHHOe KOJTMIeCTBO MeCSIIeB MOoCye 3aJaHHON JaThl UIH
IO Hee

JEHDb(nara)

Bo3BpaiiiaeT fneHb, COOTBETCTBYIOINIMM 33/TaHHOM JlaTe B
YHCIIOBOM (popMare

KOHMECSIIA (nata_Havasa; MecCsIibl)

BosBparmaer gaTy nocienHero JHs Mecsiia, KOTOPBIH HAaCTyIaeT
Yyepe3 3aJJaHHOe KOJIMYeCTBO MeCSIIEB TI0CJIe HaYaIbHOM AaThI
b0 [0 Hee

BosBpaiaeT mecs1, COOTBETCTBYIOUIMH 3aJaHHOU JlaTe B

MECST(nata) YucIoBOM dopmare
MUHY TBI(Bpens) BosBpariaeT koM4ecTBO MUHYT, COOTBETCTBYIOIIee 3aJJaHHOMY
BpeMeHU
HOMHEIEJTILISO (aa) Bosspamaer HOMep He/IeJu 10 CTAHAAPTY ISO (ot 1 o 54)
TSI 3aJJaHHOM aThI
CET'OIHSI() Bo3BpaiiaeT gaTy ceromgHsImHero Hs B YMCI0BOM dopmare
TIOATA( BosBpairiaeT Teky1iyio qaTy ¥ Bpemsi B YUCIIOBOM dopmaTe
YAC(spems) BosBparaeT kom4ecTBo 4acoB, COOTBETCTBYIOIIee

3aJJaHHOMY BpeMeHH!

Huxncenepuvie gyHkuuu

KOMIUIEKCH (neficTBUTebHAST 4aCTh;
MHUMas_4acTh; [cydPukc])

Bo3BpaiiaeT komMIuiekCHOe YMCI0 Ha OCHOBe JeNCTBUTENBHON U
MHHMMOMU JacTen

MHUWM.ABS(kOMIUIEKCHOE YHUCIIO)

BOBBpaHIElET abCoJII0THOE 3HAaYeHHe KOMIUIEKCHOT'O YHCIa

dunancoboie pynkuuu

BCJI(cymMa JileHe)XHBIX TIOTOKOB;
[mpubnm3uTenTbHasS CTaBKa))

Brruaucnser BHYTPEHHIOIO CTaBKYy JOXOJHOCTHU MHBECTUIIUN
Ha OCHOBe CepuU IMOTOKOB JEeHEeXXHbIX CpeiCTB

JATAKYIIOHIOO((pacuer;
JlaTa_TIIoTallleHusl; YacTOTa;
[crioco6 moncueTa fHEH])

Bo3BpaiijaeT unciioBoe 3HaueHUe JaThbl, KOTOPOE COOTBETCTBYET
JlaTe MOCJeJJHeH BBIIJIATHI 10 KYTIOHY, MPOM3BOJIMMOM JI0 AAThI
pacuera
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DyHKIUA

Omnmucanne

IIJIT(cTaBka; KOJIMUCTBO IUIAaTeXew;
TeKyIlasi_CTOUMOCTb;
[Oymyiasi_CTOMMOCTB],

[koHer WiM_Hadaso])

Brrunciiser cymmy nepruoidueckoro miaTexa
10 AHHYWUTEeTy Ha OCHOBe II0TOKA IljIaTeXxeld OJIMHAKOBOTO
pasmepa ¥ GUKCHUPOBAHHOM MPOIEHTHON CTaBKU

IIC(cTaBka; KOJIMYECTBO IIEpHOJIOB;
BbIIIJIaTA 3a_IIepHuof;

[OynmyIasi cTOMMOCTB];
[koHer_nnM_Hadano])

Brruncriser cToMMOCTb MHBECTUIIMU HA TEKYIIUM MOMEHT Ha
OCHOBe NepuouYecKuX IiaTexxed U pUKCUPOBaHHOM
MIPOLIEHTHOM CTaBKU

PYBJIB.JEC (necstuyuHasi 1pobb;
3HAMEeHAaTellb)

[Ipeobpa3yeT 1ieHy, npeficTaBJIeHHYIO B BUe 1pobu,
B IIeHy, BHIDQKEHHYIO JIECITUYHBIM YHUCIIOM

PYBJIb.IPOBb (necaTudHoOe_9HUCIIO;
3HaMeHaTeJlb)

[Ipeobpa3yert 1ieHy, pefCTaBIeHHYIO JeCITUYHBIM YHCIIOM,
B IIeHY, BBIPQXXEHHYIO JIeCSITUIHOU TpoObIo

YIIC(cTaBKa_AUCKOHTHUPOBAHMUS;
JIeHeXXHBIM IOTOK];
[DeHeXHBI TOTOKZ; ...])

Brruncrisier 4MCTyI0 TEKYIIyI0 CTOMMOCTD BKJIJIa C Y4eTOM
CTaBKY AVCKOHTHUPOBAHMS U JIGHE)KHBIX IOTOKOB TI0 BKIIAy
(BBIILJIATHL ¥ TIOCTYIIJICHUST)

HUngopmauuonnsie ynkuuu
Boss T UCTUHA u HHOe 3Ha4YeHHe SIBIISIeTCS
EJIOT MY (3Hauenye) o3Bpattaetr UC , €CJI 3aJJaHHOe 3HaueHue SIBIIeTC
JIOTUYeCKUM
Bosspamaer UCTHUHA, eciiu ipoBepsieMoe 3HaUeHUE COIEPKUAT
EHJI(3Hauenue) patt POBEp Aep
omnbxy #H/JT
.- Boss T UCTUHA u HHOe 3Ha4YeHHe SIBIISIeTCS
EHEYET (3Hauenye) o3Bpattaet UC , €CJI 3aJJaHHOe 3HaueHue SIBIIIeTC
HEYEeTHBIM YHUCIIOM
[IpoBepsiet, cofiep>XuT i apryMeHT Jiro0oe 3HaYeHre OIMMOKH,
EOIII(3uauenwue) POBEP Aep pry
kpome #H/J
EOIIINBKA (3HaueHue) Bossparmaer UCTUHA, ecnu 3HaueHUe SIB/ISIeTCS OMTHOKOM
Bosspamaer norudeckoe 3nauenue MCTUHA, eciii 3amanHas
EIIYCTO(3Hauenue) Bpalit o
siyeiika mycras
ECCBIJIKA (3HaueHue) [IpoBepsiet, siBsieTCs 1 3HaYeHUe CCBhIJIKOM Ha sSTUelKy
ETEKCT(3nHauenue) [IpoBepsiet, sBiseTCs U 3HAUEHUE TEeKCTOM
- Bosspamaer MCTUHA, eciiu 3aiaHHOe 3HAYEHUE SIBIISETCS
EUYETH (3uavente) patlt s
YeTHBIM YUCJIOM
EYNCJIO(3HaueHue) [IpoBepsiet, sBiseTCs M 3HAUEHUE YHUCIIOM

NMH®OPM(tun_uxbopMarum)

Bo3Bpariaer nH}popMaIuio, OTHOCSIIYIOCS K OIlepaliOHHOM
cuctemMe U UHGOPMAIIMOHHOM CpeJie MOJTh30BaTeNIs

HJI0

BosBpammaer omubky «3HaueHue oTcyTcTByeT», #H/]1

STYEMKA (tun_cBefienwii; [ccbuikal)

Bos3BpairaeT 3amparniviBaemMbie CBeJieHHs O 3aJJaHHOMN sIelike

Jlozuueckue gyHkuuu

ECJIA(iorudeckoe BhIpaXKeHUE;
3HAYeHHe eClTd_HCTHHA;
[3HaUeHMe ecM_JIOXKb))

Bo3BpairaeT pa3abie 3HaueHHs B 3aBUCUMOCTH OT TOTO,
cobJIroTaeTcs v 3afJaHHOe JIOTUYeCKoe YCIOBUe

ECJINOIINBKA (3Hauenue;
[3Hauenue eciu_ormwmbKal)

B03BpamaeT Ppa3HbIe 3Ha4eHHs B 3dBMCUMOCTH OT TOT'O, ABJIAETCA
JIN 3aJdHHOe 3Ha4eHune OIIMOOYHBIM UK HET
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DyHKIUA

Omnmucanne

ECH/I(3HaueHue; 3HaUYeHHWe eCcid_HJ)

BosBparinaeT 3HaueHre BTOPOTO apryMeHTa, eCJTA MepBhIi
apryMeHT coJiepXuT 3HaueHue omubky #H/II. B npotuHOM
CJTydae — 3HaYeHre epBoro apryMeHTa

N (nornveckoe BoipakeHuel;
[1ormyeckoe_BbIpaxkeHue?Z; ...])

Boseparmaer suauenne MCTHUHA, ecnu Bce 3aaHHbIe
apryMeHTHI SBJISIOTCS JIorndecku BepHbIMHY, Wik JIOXKD, ecnu
KaKOH-7100 apryMeHT SIBJISIeTCS JIOTHYeCK HeBepHbIM

MNJIN (normdeckoe_BbipaxkeHuel;
[ormydeckoe_BbIpakeHue?Z; ...]J)

Bosgpamaer UCTHUHA, ecnu kakue-nu60 13 3alaHHbIX
apryMeHTOB SIBJISIFOTCS JloThdeckd BepHbiMU, Winu JIOKD, eciiu
BCe 3a7JaHHbIe APTyMEHTHI SIBJISIIOTCS JIOTHYeCKH HeBepHbIMHU

WCTUHA()

Boseparaet norudeckoe 3nauenve MCTUHA

JIO2Kb()

Boseparmaet norudeckoe 3uavenve JIOZKb

INEPERJIIOY (BripaxkeHue; 3HaueHuel ;
pe3ynbTaTl; [3HaUeHHeZ; pe3ynbTaT?; ...];
[mo_ymomganuio])

CpaBHI/IBBET CIIMCOK Bpra)KEHI/Iﬁ " BO3BpallldeT pe3yJibTaT,
COOTBETCTBYIOIHI/Iﬁ IIepBOMY COBIIaldrOIIeMy BbIPpdA’)KEeHUTIO

dyHKUUU CCHUIKU U NOUCKA

AJTPEC(cTpoka; cTosnberr;
[crtocob _abCOMOTHBIN OTHOCUTETHHBIN |
[cTinb_ccputok_al]; [mmwmct])

Bo3BpaiiiaeT ajipec siueiiky B TabJivile HA OCHOBe 3aJIaHHBIX
3HAYeHUN CTPOKH M CTOJIOIA

BIIP(xitou mowucka; AUara3oH;
WHZIEKC_CTOJIONA; [TUII_COMOCTABIIEHUS |)

OcyI1mecTBiseT MOUCK KJIF0YA B IEPBOM CTOJIOIE TUana30Ha
Y BO3BpalllaeT COOTBETCTBYIOIEe eMy 3Ha4YeHHe B IPYTOM
crosnbie

BBIBOP (unnekc; Boibopl; [BbIOOPZ; ...])

Bo3BpamaeT 3HA4YeHHe U3 CIIMCKAd Ha OCHOBe 3dJIaHHOI'O MHIeKCa

I'NITEPCCBIIKA (url; [TekcT cchiku])

Co3paeT runepccrljky B siuekike

I'TIP(xttou_TioMCKa; [Mana3oH; UHAEKC;
[Tun_comocTaBienus))

OcymecTBiisieT IOUCK KJIt0Ya B [IePBOM CTPOKe JUana3oHa U
BO3BpaIllaeT 3HAUeHUe 33/IaHHOU STYeMKU B HAWIEHHOM CTOJIOIe

JOBCCBL/I(cchiika Ha sigeiiky B_dopme
cTpoky; [popmar_Al])

Bo3BpatjaeT cofiep>kxrMoe CChUIKH, 3aJaHHOM HOMEpOM SIYelKHU
WJIM TeKCTOBOM CTPOKOM

MHJIEKC (ccpinka; [cTpoka]; [cTonberr))

Bos3BpaiiaeT cofiepskumMoe ST4eky, KoTopasi HaXOJUTCS Ha
nepecevdeHNH 3afJaHHBIX CTPOKHU M CTOJIOIA

OBJIACTH(ccrimka)

BosBpaijaeT konuuecTBo 001acTell B CChUIKe Ha SYelKy Wiu
nvana3oHe sigeek. O65acTb — 3TO HAOOP CMEXHBIX sSUeeK UIN
OTZe/IbHad d4eika

ITIONCKIIO3(xrou_1OKCKA; TUAIMA30H;
[Tun_mowuckal)

B 3amanHOM inana3oHe OCYIIECTBIISeT MOMCK 3JIeMeHTa 110
BLIOPAaHHOMY THITY MOMCKA. PyHKIMS BO3BpAIAeT UHJIEKC

ayieMeHTa (HOMep MO3UIIMH, KOTOPYIO 3aHUMaeT 3JIEMEHT B
MaccuBe), a He CaM 3JIeMeHT
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IMPOCMOTP(witou_1oucka;
JIMaTla30H_IIOWCKa;
[nmama3oH_pe3ynbTaTal)

IMPOCMOTP(witou_1oucka;
MacCHUB_pe3yJsbTaTa_ITOHMCKa)

Ocy1iiecTBiseT MOMCK KJTI0Ya B OJTHOM CTPOKe WU KOJIOHKE U
BO3BpalllaeT 3HaYeHUe STYeKU, HaXOMSIIencs B
COOTBETCTBYIOILe! [TO3ULIMY APYTOM CTPOKU WIN KOJIOHKU

Ocy1iiecTBiiseT MOUCK KJTI0Ya B CTPOKAX WJIM KOJIOHKAaX U
BO3BpalllaeT 3HaueHue S4YeiKy, HaXOAAIencs B
COOTBETCTBYIOIIEH MO3UITUH TeX XXe CTPOK UJIH CTONOIOB. s
MIOMCKA KJI0Ya B OJTHOM CTPOKe WU KOJIOHKe HeobX0IMMO 3a7aTh
3HauYeHUe TPeThero apryMeHTa «quara3oH_pe3yabTaTay

CMEI(cchuika_Ha_sS9elKy;
CMellleHHble CTPOKY;
CMellleHHble CTOJOIbI; [BbICOTA];
[tprHal)

BOBBpaHlEIET CCBUIKY Ha ﬂ‘leﬁKy WJIKM JWAIla30H gd49eeK,
KOTOphbIe CMellleHbl OTHOCUTEeJIbLHO HUCXOIHOM CChUIKY Ha
3aJdHHOe KOJIN9eCTBO CTPOK U CTOJI6IIOB

CTOJIBEII([ccbuika_Ha_siueiky|)

BosBparaet HoMep cTosb11a 3aJaHHON STIeHKH

CTPOKA([ccpuika_Ha_STYeHKy])

BoasBpaiiiaeT HoMep CTPOKM 33JTaHHOU STYerKU

YUCJICTOJIb(nnama3on)

Bo3BparaeT KomaecTBo CTOIOIOB B 3aIaHHOM MaCCHBe WJIH
JIMana3oHe

YCTPOK (nuamazoHn)

BOSBpaIIIEIET KOJIM4eCTBO CTPOK B 3dJlaHHOM MdCCHBe HUJIN
Jralria3oHe

Mamemamuueckue u mpuzoHomempuueckue gyHKuuu

ABS(3Hauenue) Bo3Bpaiiaet abcomoTHOe 3HaUeHKe YUCIa

ACOS(3HaueHue) BosBpaliiaeT apKKOCHHYC 4MCIa, 33JJaHHOTO B pafiiaHax

ACOSH(3Hauenwue) BosBpammaer runep6onmaeckyii apKKOCHHYC 9HUCTIa

ACOT(3Hauene) Bbrauciisier apkKOTaHTeHC YMCiIa ¥ BO3BpAIlaeT Yol B pajjuaHax
B uHTepBase ot 0 (Hyns) g0 T

ASIN(3Hauenue) Bo3BpaiiaeT apkcuHycC 4mcia, 3aIaHHOTO B pajitaHax

ATAN(3Hauenwue) Bo3BpaiijaeT apkTaHreHC 4MCIIa, 33JJaHHOTO B paJiiaHax
Bbraucisier yros Mexxy 0ChbiO X ¥ OTPe3KOM M3 TOYKY Hadaa

ATAN2(x; y) koopauHart (0, 0) mo Touku, KoTopasi 3afjaHa Mapoi KOOpAUHAT
(x, y). Yron onpepensercs B paiaHax

ATANH (3HaueHue) BosBpammaer runep6onudeckuii apKTaHTeHC YHciia

COSH(3Havenue) Brraucnsier runep6onryeckuii KOCUHYC HATYpaJbHOTO YHCTIa

COTH(yron) Bo3BpaiijaeT runep6oamuieckuii KOTaHTeHC yTiia

CSC(yrom) Bos3BpairaeT KkocekaHc yriia, 3aJaHHOTO B pafiiaHax

CSCH(yron) Bos3BpairaeT runepbonmdeckuii KOCEeKaHC yTiia, 3aIaHHOTO B
pasiriaHax

EXP(crenenn) Bosspaiijaet uucio Jitnepa (e ~2.718), Bo3BeieHHOe B CTelleHb

LN(sHauenye) Bospparraet noraprdm umcia mo ocHoBauuio e (—2.718),

KOTOPBIM Ha3bIBAETCS HATypaIbHBIM JIOTApUPMOM

LOG(3Hauenwue; [ocHOBaHME))

BOBBpaH_[ElET norapchM YUnciia 110 3dJaHHOMY OCHOBAHHIO

LOG10(3HaueHwme)

Bosspammaer norapudm urcia no ocHoBaruto 10
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SEC(yron) Bo3BpaiiaeT cekaHc yria, 3aIaHHOTO B pafiiaHax

SECH(yromn) BosBpaiiaeT runep6onrueckyii cekaHc yria

SINH (3Hauenue) Brruncnsier runepbonuyeckuii CHHYC 9uciia

TANH (3HaueHue) BosBpartraeT runepboudeckuii TaHTeHC YHUCIIa

TPAJTY ChI(yron) [Ipeobpasyer 3HaueHue yIIIa, 3alaHHOTO B PafiiaHax, B 3HAYeHHe
B Ipajiycax

JABPAKTP (3Hauenue) BosBpartraeT nBoiiHOM dakToOpHUas 9rciia

KOPEHDb(3Hauenue) Bo3BpartraeT kBaipaTHBIN KOPeHb HOJIOKUTEILHOTO YHCIa

KOPEHBIIH (31auexye) BosBpariiaeT kBafipaTHBIN KOPEHb U3 YHCIIA ITH»

(3,14159265358979), yMHOXXEHHOTO Ha JIPYyroe YUCIIO

OKPYT'JI(3HaueHwve; pa3psiabl)

OxpyTJiser YUCIIo 10 3aJjaHHOTO KOJIMYeCTBa AeCITUUHbIX
Pa3psi/ioB B COOTBETCTBHU CO CTAHJAPTHBIMU ITPAaBUIIAMHU
OKpYTJIeHUSs

OKPYT'JIBBEPX (3Hauenue; pa3psiibl)

OprrJ'ISIET YHMCJIO B 6OHI)HIYIO CTOPOHY [0 oIlpeiej;ieHHOT' 0O
KOJIN4YeCTBa JeCATUYHBbIX Pa3psa10B

OKPYTI'JIBHM3(3HaueHue; pa3psibl)

OxpyTJisieT YMCIIO B MEHBIIIYI0 CTOPOHY 10 OIpefieJIeHHOT'O
KOJIMYeCTBa JIeCITUUHBIX pa3psi/ioB

114 19)

BosBpainiaeT 3HaueHUe YUCIIa «ITW», OKPYTJIeHHOe 10 14 3HaKOB
11ocJe 3amnsaToun

ITPOM3BE/I(MHOXuUTeNb 1; [MHOXUTENBZ;
)]

Bo3sBparmaer npoussesieHre quce

ITPOMEXKYTOUYHBIE.NTOI'U
(Homep yukIuu; Habop umcenl;
[Habop umcen?; ...])

Hcnomnwayet npyryto ¢yukuuio (CYMM, [TPOU3BE]] u T.4.),
YTOOBI TIOCYUTATE [IPOMEXXYTOYHBIN UTOT i Habopa 4ucerl.

[Toppo6HOe ommcanue cM. B pasziere
«Dynxkrusa [IPOMEXXYTOUYHBIE.UTOI My.

CJIYHC()

Bo3sBparmaer ciy4aiiHoe IeCITUIHOe YUCIIO B UHTEepBaJie
or0mol

CTEIIEHb(ocHoBaHMe; CTelleHb)

BOBBpaIHBET YHCJIO, BO3BeJleHHOe B CTelleHb

CYMM(3Hauenue 1; [3Hauenue 2; ...])

BosBparmaer cyMMy psijia 9vces W/WIK si9eex

CYMMEUC/JIN (rana3oH; KpUTEpUH;
[ramna3oH_ciioxkeHus|)

BosBparmaer cymMy 3HadeHHH Auana3oHa, KOTOPbIE OTBEYA0T
3aJaHHOMY YCJIOBUIO

CYMMECJ/IMMH (nivamna3oH_CII0XKeHMUS;
KpUTepUX Juarna3oHal; kpurepuiil;
[kpuTepuy muamna3oHaZ; KpUTepuii?; ...J)

BosBpamaer cyMMy 3Ha4eHUI IHara3oHa,
KOTOpBIE OTBEYAIOT MHOKECTBY 3a/IaHHBIX yCIIOBHUI

CYMMKB(3Hauenue 1; [3HaueHue 2; ...])

BosBparaer cymMMy KBafpaToB psfa Yuce

CYMMIIPOU3B(maccuBl; [MaccuB2;
..])

Brruncnsier cymMMy npou3Be/ieHH COOTBETCTBYIOIIMX 3HAUeHUH
B MaCCHUBaxX WJIM JHAlla30Hax

IIEJIOE(3Hauenue)

Oprr‘J’IHET 9HrCJIO JO OrKanIero MeHbIIIero oejaoro

YACTHOE (nenmumoe; gevrenb)

BOBBpaH_[ElET pe3yJibTaT AeJIeHrs: OJHOTO Y1CJild Ha Apyroe, 0e3
OCTaTKa
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Cmamucmuueckue gyHkuuu

F.PACII(x; crenienu_cBobopbil;
CTereHd CBOOOJIbIZ2; MHTErpaIbHBIHN)

Brrauciisier 1eBoCTOPOHHIOI BepoSITHOCTH F-pacrmpenenenust
(crenens pazbpoca) Asis ABYX HAOOPOB JaHHBIX MTPU 33JJaHHOM
3HAYEHUU X

F.PACILIIX(x; crenern_cBobobI];
cTeneHu cB0OOMBIZ)

Brruunciisier mpaBOCTOPOHHIOIO BEPOSATHOCTD F-pacnipenenenus
(crenens pa3bpoca) Asis ABYX MHOXKeCTB JAHHBIX TIPY 3aJaHHOM
BBOJITHOM 3HAYEHHH X

JUCII(3HaueHuel; [3HaueHneZ; ...])

Boramcnser AXCIIepCHIO Ha OCHOBe BI:vI60pKI/I

JUCIIA (3Hauenuel ; [3Hauenue?; ...])

Brraucisier auicriepcrio Ha OCHOBe BBIOOPKH, YCTaHABIMBAS JIJIS
Tekcra 3Haudenue 0

JUCIIPA (3Hauenuel; [3HaueHue?Z; ...])

Boramcnsier OUCIIepCHUIO JId I‘EHEpHJIbHOfI COBOKYITHOCTH.
TexcToBbIe U JIOrMYeCKre 3HAUYeHUSs YUYUTBIBAOTCSA IIPpHU
BbIYMCJIEHUH

JIMHEUWH (13BecTHBIE JTaHHBIE Y,
[M3BecTHBIe pmaHHBIE X|; [BRIYHCIUTE b];
[cTaTuCTHKA])

Bbrancsier pa3nuyHbie mapamMeTphl IMHEHHOTO TPeHia pu
MTOMOIIIM MeTOJ]a HANMEHBIIINX KBAJpaTOB

MAKCA((3nauenwuel; [3Hauenne?; ...])

Bo3Bpaiiaet HaubosbIlee YMCI0BOe 3HaUYeHe BO MHOXKeCTBe
IaHHBIX

MMWH (3Hauenuel; [3HaueHue?; ...])

BosBparaet HauMeHbIIIlee YHUCI0BOe 3HAaUeHHEe BO MHOXECTBe
JaHHBIX

HAHWBOJIBIIINM (nanHbIe; n)

Pacrnionaraet 3aaHHOe MHOXXeCTBO 1IH(POBLIX JAHHBIX B
Hopsijike yObIBaHUS ¥ BO3BpalllaeT 3HaUeHHe Ha OCHOBe ero
OTHOCUTeJIbHOW MO3UIUU CpeJli MHOXKeCTBa IaHHBIX

HAMNMEHBIIIUH (asHbI€; n)

BOSBpaIHBET «M»-0e HaruMeHbIIlee Y1MCJIO B MHOXXeCTBe JdHHbIX

HOPM.PACII(x; cpennee;
CTaHIAPTHOE_OTKIIOHEHWe; UHTerpajibHbIi)

BosBpaiiiaeT 3HaueHue GpyHKIIMKM HOPMAILHOTO paclipeieyieHust
(wm GyHKIIMM HOPMAJIBHOTO MHTErpajIbHOTO PacIipesieieHus])
JUTSL 33/IAHHOTO 3HAYEHHUS X, a TAK)XKe CPe/THETrO 3HAYEeHHs U
CTAaHIAPTHOTO OTKJIOHEHHUS

PAHTI'.PB(3HaueHue; JaHHbIE;
[To_Bo3pacTaHuio])

Pacrnionaraet urcioBble 3HaUeHUsI B TOPSIKe BO3PACTaHUs UITH
yOBbIBaHMS U OIIpefiesisieT [TO3ULKIO 33JaHHOT0 3HAYeHHs B
Habope naHHbIX. B ciiydae o6Hapy»keHUs OJJMHAKOBBIX 3HAYeHU
BO3BPAIIIAeTCs [T03UIIKS IIEPBOI0 HAalIeHHOTO

CP3HAY(3Hauenuvel ; [3HaueHueZ; ...])

BosBpaitjaet cpefiHee apudmMeTrueckoe BO MHOXXeCTBe JaHHbIX,
He YYUTbIBasl TeKCTOBble 3HaUeHUs

CTAHJOTKJIOH.B(3Hauenuel;
[3Hauenwne?; ...])

Bo3BpairaeT ctanmapTHOe OTKJIOHEeHWe Ha OCHOBe BBIOOPKH

CYET(3nauenuel; [3Hauenne?; ...])

Bo3sBpariiaer Kou4ecTBO YUCIOBBIX 3HAYEHUH B 3aJJAHHOM
Habope JaHHBIX

C‘IETECJII/I(LLHaHaBOH; KpUTEpUI)

BOBBpaHIEIET KOJIM4YeCTBO sfg4eeK, 3Ha9eHHs KOTOPbIX
COOTBETCTBYIOT 3dJdHHOMY KpUTEpPUIO

CUYETECJIMMH (kpuTepyy janazoHal;
Kkputepuitl; [(xputepuu jauanazoHaZ;
KpuTepuiiZ; ...])

BOBBpaHIElET KOJIMYeCTBO d49€eeK, 3Ha9eHHI KOTOPbIX
COOTBETCTBYIOT 3aJdHHBIM KpUTepUuiaIM
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CUYET3(3Hauenuel ; [3Havenue?; ...])

BOBBpaHlEIET KOJIM9eCTBO A4eeK, CoAepXallvux JdaHHbIe JIF000r0
THIIA

CUUTATBITY CTOTbBI(nuana3oH)

BosBpamaeT KOJIN49eCTBO IIYCTbIX sd49€eeK B 3a/JaHHOM J1hdlla30He

PUIITEP (3Hauenue)

Bos3BparaeTt npeobpazoBanue Puiriepa [j1s 3aJaHHOTO YHCIa

TexcmoBule ynxuuu

ASC(cTpoka)

[Ipeobpa3yeT TekCT U3 AByX0ANUTOBOM KOAUPOBKU B
onHobanToByI0. B TabmiaHoM peniakTope GyHKIHS
WCTIOJTb3yeTcs i obecriedeHus: 0OpaTHOM COBMECTUMOCTH C
JIOKYMEHTaMH, COJIePXKaIlMHU TEKCT B JIByXOAMUTOBOM KOJIMPOBKE

DBCS(ctpoka)

[Tpeo6pasyet Tekct u3 ASCII 8 DBCS u Hao6opot. B
TAOIMIHOM pefjakTope PYHKITUS UCTIONB3YeTCs IJIsl 0becredeHust
06paTHOM COBMECTHUMOCTH C JOKYMEHTAMU, COIePXKAIUMH TeKCT
B ASCII unmu DBCS dopmarax

JIS(cTpoka)

[Ipeo6pasyet tekct u3 ASCII B DBCS u Hao6opot. B
TabIMYHOM pefilakTope GYHKITMS UCIIONB3YeTCs st 0becredeHust
06paTHOM COBMECTHUMOCTH C IOKYMEHTaMH, COAep Kal[UMH TeKCT
B ASCII it DBCS dopmarax

UNICODE(cTpoka)

CoriacHo Tabyure FOHrKkona, Bo3Bpaiaer YMCIOBOH KO/
MepBOr0 CUMBOJIA B 3aJIaHHOM CTPOKe

JJINHB(TekcT)

Bo3BpaiaeT AyiMHy TeKCTOBOM CTPOKM U3 pacueTa 1 6aiiT Ha
KaXKIbIM CIMBOJI

JUICTP (Texcr)

BosBpataeT miivHy 3aJaHHOM CTPOKU

KOJICHUMB(cTpoka)

Bosgpamaer uncioBoe 3nadenrie KOHMKOAA KO TEpBOTO
CHMBOJIa B 33/IaHHOM TeKCTOBOU CTPOKe

JIEBB(cTpoka; [konudecTBo 6aiTOB])

BosBpaiiiaeT nepBbiii CUMBOJI UTH HECKOJIBKO MTEPBBIX CUMBOJIOB
TEeKCTOBOW CTPOKH Ha OCHOBe 33IaHHOI0 YMCIIa HaliTOB

JIEBCHUMB(cTpoka;
[KOIMYEeCTBO CUMBOJIOB])

Bo3sBparaeT moacTpoky ¢ Hayana 3a/laHHON CTPOKH

HAUWUTH (cKkoMBIN_TEKCT;
TEKCT JIJIsl_TIOMCKA; [HadarabHas TTO3UITHS )

BosBpariiaeT no3uiyio nepBoro nosiBjieHust ICKOMOW CTPOKH B
TeKCTe, YIUTBIBasl PerncTp

HAWNTUB(MCKOMBIN TeKCT;
TeKCT JJIsl_TIOMCKa; [HayasjabHasl MO3MUIUSL])

BosBpaiaet HauaibHYO MO3UITHUIO UICKOMOUM CTPOKH B TEKCTE,
CumuTas yJIBOeHHbIe OYKBHI IByMsI CHMBOJIaMU

ITEYCHUMB(TekcT)

YJIBIISIET M3 TeKCTa BCe HelledaTaeMble 3HAKH

IIOACTABUTD(TekCcT A IOUCKA;
HWCKOMBIN TeKCT; TeKCT JIJISl 3aMeHbI;
[kommuyecTBO citydaeB])

3ameHsieT 3a/IaHHBIM TEeKCT B CTPOKe Ha APyrof

ITOMCK(MCKOMBIM_TeKCT;
TEKCT JIJIsl_TIOMCKa; [Havaso))

Bo3BpairaeT HavaabHYIO TTO3UITHIO0 KUCKOMOM CTPOKU B TEKCTe

ITONCKB(1MCKOMBII_TEKCT;
TeKCT JIJIsl_TIOMCKa; [HadajabHasi IO3UIUs])

BOBBpaIIIElET Ha49aJIbHYIO ITO3UIIUIO WCKOMOM CTPOKH B TEKCTe,
CUHTas yaBOeHHbIe 6yKBI)I OByMSA CUMBOJIaMHA

ITPABB(cTpoka; [konuuecTBo 6aiTOB])

Bos3BpairaeT nociegHui CUMBOJT WM HECKOJIBKO TIOCTIeTHUX
CHUMBOJIOB TEKCTOBOM CTPOKHY Ha OCHOBE 3aJJaHHOTO YMCJIa OaliTOB
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ITPABCUMB(cTpoKa;
[komuecTBO CUMBOJIOB])

Bo3sBpaliaeT mogcTpoky ¢ KOHIIA 3a/IaHHOM CTPOKU

ITPOIINCH(TexcT)

H3MeHsieT peructp TekcTa B 3aJlaHHOM TeKCTOBOM CTPOKe Ha
BepXHUU

ITPOITHAY(TekcT Ui _CMeHbI pervcrpa)

Bo3sBpaiaeT cTpoKy, B KOTOPOM KaX/10e CJIOBO HAYMHAETCS C
MIPOIMTUCHON OYKBBI

IICTP(cTpoka; Havaso;
JUTMHA_ W3BJIeYeHHOTO CerMeHTa)

Bosspariiaet ¢pparMeHT TeKCTOBOM CTPOKH

IICTPB(cTpoka; Hayaso;
IUIMHA_ W3BJIeYeHHOI'0 CerMeHTa)

BosBpaiaeT cerMeHT CTPOKY Ha OCHOBe 33/IaHHOTO KOJIMYeCTBa
0aiToB

CHITPOBEJIBI(TekcT)

Y panser u3 TekcTa Bce mpobestbl, KpoMe OIMHOYHBIX MEeXIY
CJIOBaMU

COBIIAI(cTpoxkal; cTtpoka2)

CpaBHuBaert JiBe ctpoku U Bo3Bpaiaer UCTUHA, ecnu onu
OJTMHAKOBBIE

CTPOYH((Tekcr)

H3MeHsieT peructp TeKcTa B 3aJlaHHOM TeKCTOBOM CTPOKe Ha
HWKHUA

CHEIINTDb(cTpokal; [cTpokaZ; ...])

ObbenuHsieT HECKOJIBKO CTPOK B OJIHY

TEKCT (3Hauenue; popmar)

[Ipeo6pa3yeT 4nCiio B TEKCT B COOTBETCTBUU C 3aJJaHHBIM
dopmarom
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[MTPOMEXYTOYHBIE. UTOI'(Homep ¢yHkumu; Habop uwcenl; [Habop uucen?; ...])

Onucanue

Ucnonmsayer ppyryio o¢yaknuio (CYMM, I[IPOU3BEJl u T.1.), 49TOOBI MOCYUTATh

[IPOMEXXYTOYHBIN UTOT JIjIsl HAbopa drce.

HoMep_¢(yHKIIUH — YMCI0BOM KOoA QYHKIMH, KOTOPYIO CllefiyeT UCII0JIb30BaTh Il pacyera

npomexxyTouHoro urora (cm. Tabmuiy 17). Mcnonb3yiite kogpt 1-11, 4TOOBI BKIIIOUKTH B TOJICYET

slYeWKH, CKpbITble Bpy4HY0, Win 101-111, 9To6Bl MCKIIIOUUTh UX. SI4eliku, CKpBITbIe QUIBTPOM,

HCKIIIOYaI0TCA BCerja.

Taoauna 17 — YucinoBeie KOABI

Homep_ynxnmm Homep_¢yunxnun
(c BKJIIOYeHHeM CKPBITHIX (c ucKII0YeHHeM CKPBITHIX PyHKIHA
3HaYeHHiT) 3HAYeHHIT)
1 101 CP3HAY
2 102 CUET
3 103 CUET3
4 104 MAKC
5 105 MUWH
6 106 [TPOU3BE]]
7 107 CTAHOOTKJIOH
8 108 CTAHJOTKJIOHII
9 109 CYMM
10 110 JTUCII
11 111 JHUCIIP
Habop_uucenl — mnepBbll AMaNa30H WIA MacCUB, JJIi KOTOPOrO HY>KHO BBIYHCIUTH

IIPOMEXXYTOYHBIN UTOT.

[HaGop_umucen2; ...] — nomonHUTeNbHBIE IUANA30HBI WM MaccuBbl. Heobs3aTenbHBbIM

rapamerp.
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IIpumeput

=[IPOMEXYTOYHBIE.UTOTH(9; B2:B5) — paccuntaTh CyMMy 3HaUeHHid B s4eiKax
B2:B5, yuutsiBas 3HaueHUs B siUeriKaX, CKPBITBIX BPYYHYIO.

=[IPOMEXYTOYHBIE.UTOI'H(109; B2:B5) — paccuuTaTh CyMMy 3HAYeHU B sTYeHKAX

B2:B5, He yuuThIBas 3HaUeHHS B STY€HKaX, CKPHITHIX BPYUYHYIO.

fx =TMPOMEXYTOYHEIE.UTOTH(9; B2:E5) fx =MPOMEXYTOYHEIE.UTOTH(109; E2:ES)
A B C A B C

1 Tosap IMena 1 Tosap IMena

2 |Honoxu 100 2 |dbnoku 100

3 |AnenscHHEI 100 3 |AnenscHHE 100

4 |Bananw 100 4 |Banaunl 100

B 400 6 300

7 7

Pucynok 294 — [Ipumeps! uciionb3oBaHus GyHKIUU
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INPUJIOAEHME 2. CIIMCOK IIOJJEP KNBAEMBIX BAJIIOT

HazBanue BamoThI Kop BanioTs!
A3zepbaiKkaHCKUA MaHAT AZN
ApMsHCKUH ApaM AMD
Benopycckuii py6iib BYN
Bonrapckmuii neB BGN
Bpasunbckuit pean BRL
Bona KRW
['puBHA UAH
JlaTckas KpoHa DKK
Honnap CIITA USD
EBpo EUR
3m0ThIN PLN
Hena JPY
Wnpniickas pynus INR
MonpaBckuii neit MDL
Hogb1i1 TypkMeHCkui MaHaT TMT
Hopsexckas kpoHa NOK
Poccutickuii py6in RUB
PymbiHCKui neit RON
Poun ZAR
Com KGS
Comonn TJS
Tenre KZT
Typerkas nupa TRY
V36ekckuit cym uzZs
dopuHT HUF
@DyHT CTepIuHIOB GBP
Yerickas KpoHa CZK
[IBenckas kpoHa SEK
[ITBefiniapckuii ppaHk CHF
HOanb CNY
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INPUJIOAEHME 3. COYETAHUSA KJIABUIII

B naHHOM mnpwioXeHWH IpHBelleHbl COYeTaHWs KiaBull, ucrnosb3yeMble B OC Windows,

OC Linux (cm. Tabmuna 18) m OC macOS (cm. Tabmuma 19).

Tao6smua 18 — Coueranusa kixasuima B OC Windows 1 OC Linux

CoueTranue KJIaBHII

Komanna mim meiictBue

IIpa6ka codepiicumozo

Ctrl+X;

. Bripesats
Shift+Delete
Ctrl+C;

KomupoBath

Ctrl+Insert
Ctrl+V;

) BcraButh
Shift+Insert
Ctrl+Alt+V BcraButh 3HaueHue
Ctrl+S CoxpaHuTb

F12 — OC Microsoft Windows
Ctrl+Shift+S — OC Linux

CoxpaHUTh Kak

Ctrl+Z OTMeHUTD TIOCTIeTHEE BBHITIOTHEHHOE JIeHCTBUE
Ctrl+Y [ToBTOPUTH PE3yIBTAT OTMEHEHHOTO AEUCTBHS
Ctrl+Shift+Z OTKpBITH paclIvpeHHbIH 6ydep odMeHa

Backspace Y aanutb ofUH CUMBOJI CJieBa OT Kypcopa

Delete Y aanutb ofUH CUMBOJI CTIpaBa OT Kypcopa

Alt+Enter Hauatp HOBBI# ab3a1t

9 3aMeHHUTh Y9acTh GOpPMYIIb/HOPMYITy Ha BEIYHUCIIEHHOE

3Ha4YeHue

dopmamupobanue codepircumozo

Ctrl+B [Tomy>xupHbIH

Ctrl+I Kypcus

Ctrl+U [TomyepkHyTHIN

Ctrl+Shift+= Hapcrpounsiit 3Hak

Ctrl+= [ToncTpounsIii 3HaK

Ctrl+Shift+A Bce nponmchbie

Ctrl+Shift+C Konmposath popmaTrpoBanme
Ctrl+Shift+V [IpumenuTh popMaTUpOBaHUE
Ctrl+L BBIpOBHSATH TEKCT IO JIeBOMY Kpalo
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CoueTranue KJIaBHII

Komanna mim meiictBue

Ctrl+E BLIpOBHSATE TEKCT 10 HEHTPY
Ctrl+R BLIpOBHSATE TEKCT 10 ITpaBOMYy Kparo
Ctrl+J BBIpOBHATE TEKCT O HIMPUHE

Bvutdenenue codepicumozo

Crpenka BBepx

BoimenuTs stueiiky Bbilie

Crpenka BHU3

Boimenutsb sueiiky Hibke

Tab wmu Ctpenka BIIpaBo

Brimenuts cienyroniyio s4erky

Crpesnka BeBO

Boimenuts npepiayiyto suerKy

Home BriienmuTh siueiiky B Hadajie CTPOKH
End BrienuTsb sueiiky B KOHIE CTPOKU
Shift+IIpo6en Boimenuts cTpoky
Ctrl+IIpo6en Breigenuts cronbert
. CosnaTh 0671aCTh BbIJIeJIEHUS OT BbIIEJIEHHOM STYeMKu 10
Ctrl+Shift+Home AaTh 097 ner ne s
TIepBOM TYerKH pabodeit obacTy (saetika Al)
. Co3pmatb 0671aCTh BbIZIeTIeHHs OT BbIJIEJIeHHOU STYeHKH JI0
Ctrl+Shift+End AATD O5TACTD BHUIEICHY 8 s
rocJieIHel sT9eiku pabodeli obracTu
Ctrl+A Boinenuts Bce stuetiku B paboueit 061acTy JIMCTa

Shift+Crpenka BneBo

BriiesMTh OUH CUMBOJT CJIeBa OT Kypcopa

Shift+Crpenka BrpaBo

BeienyTe oivH CHMBOJI CIIpaBa OT Kypcopa

Ctrl+Shift+Crpenka BieBo

BeinenuTs 071HO CJIOBO CJieBa OT Kypcopa

Ctrl+Shift+Crpenka BrpaBo

BeimenuTh 0/1HO CJI0BO CIipaBa OT Kypcopa

Shift+Home

Briiesmth cofiep>kuMoe OT Kypcopa JIo Hadajia CTPOKH

Shift+End

Brienmth cosiepskuMoe OT Kypcopa Jio KOHI[a CTPOKH

Ctrl+Shift+Crpenka BBepx

PacmmpuTs BeiienieHre k Havamy ab3ara

Ctrl+Shift+Crpenka BHU3

PacmmpuTs Beiienienre 1o KOHIA ab3ara

Shift+Crpenka BBepx

PacimipuTs BeIzZiesieHHe Ha OZIHY CTPOKY TeKCTa/sTdeiKy
TabJIUIBI BBEpX

Shift+Crpenka BHU3

PacmmpuTth BeIziesieHre Ha OHY CTPOKY TEKCTa/sT9erKy
TaOIUIILI BHU3

JIBoMiHOe Ha)KaTHe JIeBOM KHOIIKU MBI

Brimenuts ciioBo

TpoiiHoe HaXkaTHe JIEBOM KHOTIKY MBIIIIN

Brimenuts ab3aig

Ha>kaTtue y1eBOM KHOIIKY MBIIIH U
nepemMeliieHe Kypcopa BBepX

Breinenuts TekCT BBEpX

Ha>xatue 1eBo KHOIIKY MBIIIIH 1

nepeMelleHre Kypcopa BHU3

BbI)Z[EJ'II/ITb TeKCT BHU3

Ilepemeuwenue no dokymeHmy

Crpenka Bi1eBO

Ha OJJHWH CHMMBOJI BJIeBO
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CoueTranue KJIaBHII

Komanna mim meiictBue

Crpesnka BIIpaBO

Ha onguH cuMBoI1 BipaBo

Ctrl+Crpernka BieBo

Ha opmHo cioBo BiieBo

Ctrl+Crpesnka BIIpaBo

Ha omHo ciioBo BIIPABO

Crpenka BBepx

Ha ogny cTpoxy BBepx

Crpenka BHU3

Ha onny cTpoky BHU3

Ctrl+Crpernka BBepx

Ha navano npeppiaymero ab3ana

Ctrl+Crpenka BHU3

Ha nauarno cnenytomero a63ara

Page Up Ha onun axpaH BBepx

Page Down Ha onun sxpaH BHU3

Ctrl+Home [lepeitTy kK IEpBOY sTuelike pabodeit obmactu (sdeiika Al)
Ctrl+End [lepeitTrl kK IOCTIEAHEH S9etike pabodel 0b6acTH

Paboma ¢ mabauueii

F2 [lepeliTi B peXXuM pelakTHPOBaHUS sTUeHKU
Alt+A BcraBuTh CTPOKY BBILIE

Alt+B BcraBuTh CTpOKY HIKe

Alt+L Bcrasurts cronber ciieBa

Alt+R BcraButh cronberr cripaBa

Ctrl+Alt+M Ob6beIUHUTE TYeHKU

Alt+Shift+M PazwequHUTL S4eiKu

Ctrl+— Y manmuTh CTPOKY WU CTONOeI]

Jlpyaue couemanus knaBuwt

Ctrl+N

Co3pmatb datin

Ctrl+O

OTKpbITH aiin

Ctrl+P

OTKpBITH OKHO Npe/IBapUTeIbHOI0 TPOCMOTPa U HACTPOWKH
[IapaMeTpoOB CTPAHHUIIBI ¥ [1eYaTH JOKyMeHTa

Ctrl+0 (1omB)

VYcranoBuTh pakTrdeckuit Macirtab crpanuist (100%)

Ctrl+K BcraBuTh ccbuiky

Ctrl+F OTKpBITH MaHeNb TOMCKa

Ctrl+/ OTKpBITH OKHO OBICTPBIX AeMCTBUM
F1 OTKpBITH CIIPaBKY MPUIOXKEHUS

Haxxatue npaBoﬁ KHOIIKH MbIIITHA

OTKprTb KOHTEKCTHOe MeHIO BbI6paHHOFO 3JIeEMEeHTa

Alt+ITpoben

OTKprTI) KOHTeKCTHOe MeHIO aKTHUBHOI'O OKHA ITPHUJIO’KeHH

Alt+F4

3aKprTb dKTUBHOE OKHO ITPUJIO’KeHUs1
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Taosmna 19 - Coueranuda kiaasuia B OC macOS

Coueranue KJIaBHIII

Komanpna niu meiicreue

IIpaBka codeprcumozo

¥ Cmd + X Bripesats
#Cmd + C KonuposaTs
®Cmd+V Bcrasuts

~< Option + ¢ Cmd + V

BcraBuTh 3HaueHue

$®Cmd+ S CoxpasHuThb

f Shift + $¢Cmd + S CoxpaHHTb Kak

% Cmd + Z OTMeHUTH OoCJIefHee BLIIIOJIHeHHOe NefiCTBHe
$#Cmd+Y [IoBTOPUTE pe3ysbTaT OTMEHEHHOTO JIeHCTBUS
{r Shift + ¢ Cmd + Z OTKpBITH paciMpeHHbIN 6ydep oOMeHa
Delete Y aanutb ofUH CUMBOJI CJieBa OT Kypcopa

Fn + Delete Y aanutb ofUH CUMBOJI CIIpaBa OT Kypcopa

~= Option + & Enter

Hauarte HOBGBIM ab3arl

dopmamupoBanue codepiicumozo

% Cmd+ B [Momy>xxupHbIH

2 Cmd + I Kypcus

€ Cmd+U [TomyepkHy THIN

f Shift + ¢ Cmd + = Hapncrpounslii 3HaK
% Cmd + = ITonmcTpo4HsIi 3HaK

{ Shift + ¢ Cmd + A

Bce nponuchbie

{ Shift + ¢ Cmd + C

Konuposats popmartrpoBanue

{ Shift + ¢ Cmd + V

[IpumenuTs GopMaTUpOBaHUE

£ Cmd + L BBIpOBHSATH TEKCT IO JIeBOMY Kpalo
% Cmd + E BuIpOBHSTE TEKCT 0 TIEHTPY

% Cmd + R BBIpOBHSATE TEKCT 10 TpaBOMY Kparo
2 Cmd +J BuIpOBHSATE TEKCT 110 MIMpPUHE

Buidenenue codepicumozo

Crpenka BBepx

Boiienutsb sueiiky Bbliiie

Crpenka BHU3

Boiienutsb sueiiky Hibke

Tab nmm Crpernka BripaBo

Brimenuts crnemyronyio sqeiky

Crpesika BeBO

Brimenuts npebiaynyo sueiKy

Fn + Crpesnka BreBo

Boiienutsb sueliky B Hadajie CTPOKU

Fn + Crpesnka BrpaBo

Breinenuts siuediky B KOHIIE CTPOKU

© Shift + ITpoGesn

Beimenuts cTpoky
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CoueTanne KJIaBHIII Komanpna nim meiictBie

{r Shift + ¢ Cmd + [TpoGen Brimenuthb cTonber

CosmaTh 00/1aCTh BBIIEIeHUS OT BbIIeJIeHHON SYeHKHU 10

7 Shift + Fn + 3¢ Cmd + Crperia seso nepBoy sT9eliku pabodeii obnacTty (suerika Al)

CosmaTh 00/1aCTh BBIIEJIeHUS OT BBIJITIeHHOH SYeHKHU JI0

f Shift + Fn + 3¢ Cmd + Crpesika BripaBo . .
TocyieTHel sTaeiky pabodeit obmactu

2 Cmd + A Brimenutsb Bce siuelikul B pabodeii 0061acTy JIMcTa

{t Shift + Ctpesnika BieBo BrienuTs 0MH CUMBOII CJIeBa OT Kypcopa

{t Shift + Ctpesnka BupaBo BrienuTs oiMH CUMBOII CIIpaBa OT Kypcopa

{r Shift + $¢ Cmd + Crpesnka BieBo Breigenuts 0gHO CII0BO ClleBa OT Kypcopa

{t Shift + ¢ Cmd + Crpesika BpaBo BriienuTh 0/1HO CJI0BO cIipaBa OT Kypcopa

Fn +{ Shift + Crpesnka BieBo Briienuts coniep>kxvMoe OT Kypcopa Ao Hadasia CTPOKU
Fn +{ Shift + Crpesnka BripaBo Boigenuts comepxuMoe OT Kypcopa JIo KOHITa CTPOKHU

{ Shift + ~ Ctrl + 3¢ Cmd + Crpenka BBepX | Pacumpurh BbijieIeHHe K Havyaly ab3ara

{ Shift + » Ctrl +  Cmd + Crpenka BHU3 PaciupuTh BbifieieHue [0 KoHIla ab3ana

PacuupuTs BelesieHre Ha OJIHY CTPOKY TeKCTa/siuerKy

f Shift + Ctpenka BBepx TaBIAIE! BBEDX

Pacmuputs BbiziesieHe Ha OHY CTPOKY TeKCTa/sTueiKy

{r Shift + Ctpeska BHU3
TabJIUIILI BHU3

JIBOIiHOE Ha)kaTHe JIeBOM KHOIIKK MBIIIA Bruimenuthb ciioBo

TpoiiHoe HaXkaTHe JIEBOM KHOTIKH MBIIIN Brimenuts ab3aig

HaskaTue j1eBo¥ KHOIIKH MBI K

BeimenuTs TekcT BBepx
nepeMelrieHre Kypcopa BBepx

HaskaTne 1eBoi KHOIIKY MBI 1

Boi1eiTh TeKCT BHU3
nepeMelneHre Kypcopa BHU3

Ilepemewienue no dokymeHmy

Crpenka BieBo Ha ogun cumBon BieBo

Crpenka BIpaBo Ha ongun cumBoi BIipaBo

38 Cmd + CrpeJsika Bi1eBO Ha omnO citoBo BieBo

3 Cmd + Ctpenka BIpaBo Ha onHo ciioBo BipaBo

Crpenka BBepx Ha onHy cTpoky BBEpx

Crpenka BHU3 Ha ogny cTpoky BHU3

3 Cmd + Ctpenka BBepx Ha nayvasno npepnpinyiero ab3ama

3 Cmd + Ctpenka BHU3 Ha nayvarno cienyromiero ab3ama

Fn + Crpenka BBepx Ha onun skpaH BBepx

Fn + Crpenka BHU3 Ha onuH skpaH BHU3

Fn + 3 Cmd + Crpesnka BieBo [lepeiiTy k epBo# siueiike pabodeii obmactu (srueiika Al)
Fn + 8 Cmd + Crpesnka BripaBo [lepeiiTi k OCTETHEH sTueiike pabodeit obaacTu
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CoueTranue KJIaBHII

Komanpga nin neiictBue

Paboma ¢ mabauueii

Fn + F2

[lepeliTul B pe>xuM peJlaKTUPOBAHUS STUeUKH

~ Option + A BcraButs cTpoKy Bhllle
~ Option + B BcraBuTh cTpoky HIKe

~ Option + L BcraBuTh cronber cieBa
~< Option + R BcraBuTth cronber cripaBa

~< Option + ¢ Cmd + M

OOBeIUHUTD TIEHKHA

~ Option + { Shift + M

PasvequuuThs s4ueiiku

% Cmd + —

Y manmuThb CTpOKY WK CTOJGeI

Jpyaue couemanus knaBuw

% Cmd + N

CosmaTb darn

% Cmd+ O

OTKpHITE aitn

% Cmd + P

OTKprTb OKHO ITpeJBapuTejIbHOr'o IIPOCMOTpPa U HaCTpOﬁKH
IIapaMeTpoOB CTPAHUIILI U TTe9aTHh JOKYMeHTa

38 Cmd + 0 (HoJB)

VY cranoBuTh dakTrdeckuii MaciTab crpanuitst (100%)

$®Cmd + K BcraBuTh ccbuiky

$Cmd + F OTKpBITH MTaHeb ITOUCKA

#Cmd +/ OTKpBITH OKHO OBICTPBIX AeMCTBUI
Fn+F1 OTKpBITH CIIPaBKy NPUIOXKEHUS

HaskaTre 1paBoii KHOIIKY MBIIIN

OTKprTb KOHTEKCTHOe MeHIO BbI6paHHOFO JJIeMeHTa

% Cmd + Q

BaKprTb dKTHBHOE OKHO IIPHUJIOXKEeHHs
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