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JIABOPATOPHASA PABOTA 1: BA3OBbLIE IIPUEMbI
PABOTbI C TEKCTOBBIMHU JOKYMEHTAMUA

N3yyaembie BONPOCHI:

1. B03MOXHOCTH TEKCTOBOI'O peAaKkTopa, MHTepdec.
2. BBoJI u peakTUpOBaHUE JTAHHBIX.

3. dopmMatupoBaHUE CUMBOJIOB U a03alleB.

4. Tlouck u 3ameHa pparMeHTOB TEKCTA.

BoinosinuB padory, HAyYuTeCh:

- CcO37aBaTh HOBbIE JOKYMEHTHI B TEKYIIIEM OKHE U PEaKTHPOBATh UX;
~  BBIIOJHATH IPOBEPKY IPABOIUCAHUS;

~  BBINOJHATH ONIEPALMU HaJ TEKCTOBBIMH CTPOKaMH;

~ paboTarh ¢ HEMeYaTaeMbIMU CUMBOJIAMU;

~ (opmMaTupoBaTh CUMBOJIBI U a03allbl;

~  yCTaHaBIUBAaTh MEXJyCTPOUHBIE U MEKCUMBOJIbHBIC HHTEPBAJIbL;

~  BBINIOJIHATH IIOUCK U 3aMEHY CUMBOJIOB B TEKCTE;

~  COXpAaHATb JOKYMEHTHI.

1.1 TeopeTnyeckue cBeIeHUA

Bo3mo:xnoctu Word

Oanum w3 Haubosiee COBEPIICHHBIX M  PACIPOCTPAHEHHBIX TEKCTOBBIX
penakTopoB B HacTosiee BpeMs sBisiercs Microsoft Word (manee — Word).

Kpome BBOna, pemnakTupoBaHusi u nedatd Tekcta WOrd mo3BosisieT BBIMOJHSATH
CJIEYIOINE OTIepaIIH:

- (opmatupoBanue (HacTpoiika mpudToB U ad3a1eB) TOKYMEHTOB;

- yOpaBJICHHE BIPABHUBAHUEM TEKCTA;

- pabota ¢ TabnuIamMu;

- CO3JaHME W DPEJAKTHPOBAHHWE KOJOHTHUTYJIOB, CHOCOK, 3aKJIaJ0K U JAPYTUX
CCBUIOK, B TOM YHCJIC OTJIaBICHUH;

- mpoBepka opporpadumu;

~  aBTOKOPPEKIIMS TEKCTa, CO3/ITaHNE U BCTaBKa aBTOTEKCTA,;

- CcO3lIaHHe COOCTBEHHBIX CTUJICH JOpMATHPOBAHUS TEKCTA;

~  CO3JIaHUE U PENAKTUPOBAHHE CIIHCKOB;

~  aBTOBEPCTKa, pa30WBKa Ha CTPAHMIIBI, 0(hOPMIICHUE TEKCTA B KOJIOHKH;

- BCTaBKa OOBEKTOB B JOKYMCHTHI W YIPaBICHHE PSKUMaMU OOTEKaHUS
JIAHHBIX 00BEKTOB;

~  CO3JIaHHE€ DJIEKTPOHHBIX TOKYMEHTOB (3TO OTHOCUTCS K TE€M JOKYMEHTaM
Word, kotopbie B3auMoaeiCTBYIOT ¢ IHTepHETOM).

Pexxum WYSIWYG (What You See Is What You Get — uto BBl BUAMTE, TO BbI
MoJTydaeTe) 03HavaeT, YTO BHUJ JOKYMEHTa Ha dKpaHe OyJeT COOTBETCTBOBAThH €r0 BHILY
Ha Oymare.

OCHOBHBIMH 3TANIAMM TIOJITOTOBKU TEKCTOBBIX JJOKYMEHTOB SIBJISIFOTCS:
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- CO3JIaHME HOBOTO WJIM OTKPBITHE CYIIECTBYIOIIETO JOKYMEHTA;
- Habop TeKcCTa;

- peIaKkTHPOBAHHE TEKCTa;

- (dopMaTupoBaHHE TEKCTA;

- TIeYaTh TEKCTa;

~  BEJCHHE apXHBa JJOKyMEHTOB.

Hutepdeiic Word

Hns  3amycka pemakropa Word — mocTarodyHO — BBIOJHUTH — KOMAaHIY
IMyck/Iporpammer/Microsoft Office/Microsoft Word wimm ucnosnn3oBath sipJbIK Ha
Pabouewm crone, B ' 1aBHOM MeHI0, B [laHenu ObICTpOro 3amycka u T.1I.

[Tocne 3amycka Ha SKpaHe MOHUTOpA MosiBIseTcs OKHO perakropa Word. Okno
Word 2007 u 2010 Bepcuii COHEPXKHUT CIEAYIONIMA HAa0Op D3JIEMEHTOB: pPaMKY,
3arojIOBOK, MaHelb OBICTPOro JOCTYyNa, CTPOKY BKJIAJOK JIEHTBI, JIEHTY, IOJIOCHI
HMPOKPYTKH, CTPOKY COCTOSIHUSL.

Oxno Word conmepxur mOAOKHA (IIOJYMHCHHBIC, BTOPUYHBIC) — OKHA
JOKyMeHTOB. Kaxaoe MOJAOKHO HMeeT CBOWM 3arojoBOK, TOJOCHI IPOKPYTKH,
yhpasisiolue (MacTaOHble) TMHEUKH, CTPOKY COCTOSTHHUSL.

3arosoBok oroOpaxaer mukrorpammy Word, Ha3BaHHME pETAKTUPYEMOTO
JOKYMEHTA, UMsI PEIaKTOpa U KHOIIKU yIPaBJICHUS pa3MEPOM OKHa.

Ilaneab ObICTPOro nocrymna Wi 9 -0l GG pacroiaraercs npsiMo Ha

CTPOKE 3arojoBKa HaJl JICHTOW (HO MOKHO PAaCIIOJIOKHUTh M IOJI JICHTOW) U BKJIIOYAET B
cebss Hamboyiee YacTO MCIOJIB3yeMble KOMAaHJIbI, NPUMEHSEMBbIC JUIS CO3JaHUs,
OTKPBITUS, COXPAHECHMS, TIEYaTU JOKYMEHTA, OTMEHBI IIPOU3BEICHHBIX U3MEHEHUN. Ee
MOYKHO JIOTIOJHSATH HEOOXOIWMBIMH KOMaHJAaMH WJIM CKpPBIBATh JIMIIHHE KOMAaH/IbI,
KCTOJIb3Ysl KOHTEKCTHOE MEHIO.

CTpoka BKJAQJAOK JIEHTbI COJICPKHUT 3aroJIOBKM BKJIAJOK JIEHTHI, K KOTOPHIM
oTHocATcs: «Daim», «['naBHas», «BcraBkay, «Pa3zmerka crpanunp», «CChUIKAY,
«Paccouikny, «PenensupoBanuey, «Bumy (pucyHok 1.1).

[TepexiroueHure Mo BKJIAJKaM IMO3BOJISIET MOJy4aTh JOCTYI K COOTBETCTBYIOIIUM
KoMaHAaM JieHThl. CaMa JIeHTa pacrojoKeHa HIXKE.

m InaeHan Bcraeka PazmeTka cTpaHuUbl CChINEN Paccelnkm PeueHInpoEaHne Bug

(=7

= Times Mew Ro - 14 - A A Aa- | iz L= EE AT
BCTaBuTh ) K & Y - ahe x, X° AP LA =E=E=E=E| = - B o
= # wopmar no oBpasuy - . R — I

Bydep ofmeHa Wpudt ABzal

Pucynok 1.1 — Bkiaaku J€HTBI

JleHTa Comep:KMT KOMAaH[bI, MO3BOJIIONINE peann30BaTh Bo3moxkHoctu \Word.
OpHako He BCe BKJIAJIKM JICHTHI M3HA4YaJIbHO BHUAHBI. [locie BcTaBku, K mpuMepy,
TaOIUIBI WM TpaduuecKoro oObEeKTa aBTOMATHYSCKH TMOSIBJISIOTCS HOBBIC BKIIAJIKH,
colepKale KOMaHAbl, HEOOXOoAWMBbIC MpU paboTe ¢ TadIUIAaMU WU TpaduKoil.
Komanapl Ha JIeHTE MpencTaBiICHBI B BUIE KHOIOK C rpad)MueCKUMH 3HAYKaMU HIIH
3Haukamu ¢ noganucsmu. [loackaska mo QyHKIMHU, BEITOIHIEMON KHOTIKOM, TOSIBIISETCS
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ABTOMATUYECKM IPU HABEACHUM Kypcopa MbIIIM Ha JaHHYIO KHONKYy. Kaxnmas us
BKJIQJOK JIEHThl pa30uTa Ha rpynmnbl, yToObl OBUIO yAOOHEE OPUEHTHPOBATHCS B
MHOT000pa3uu pa3IinyHbIX KoMaHA. [Ipy 3TOM Ha JIEHTY BBIHECEHBI HE BCE KOMaH/bI, a
b HanOosiee nomyssipHble. Eciin HeoO0X0uMo 100aBUTh Ha JIEHTY HOBbIE KOMaH/Ibl,
TO MOYKHO MCNOJIb30BaTh KomaHay «HacTpoiika JIeHTbI» B €€ KOHTEKCTHOM MEHIO.
KoManzapl 100aBIsIFOTCS TONBKO B HOBBIE (II0JIb30BATEIBCKUE) TPYIIIIHL.

Yupapasiomue (MacmiTadHbIe) JIMHEHKH MCIOJB3YIOTCS Uil YCTAaHOBKH
OTCTynoB B ab3anax. OHU conepKaT MapKepbl OTCTYIIOB, OTPAXkKAIOIINE YCTAHOBKH TOIO
a03a1a, B KOTOPOM HaXOAUTCS Kypcop BBoJa. OTCTYIBl YCTaHABIMBAIOTCS MapKepamu
C IOMOUIBIO MEPETATUBAHUS MBIIBIO.

Ha3zHaueHne KaXqoro M3 YeTbIpeX TUIOB MAPKEPOB MOYKHO Y3HATh, 3aBHCHYB
KypCOPOM MBIIIHU Ha TIOOOM U3 HUX:

- omcmyn nepeoil cmpoKu CIBATaeT HadaJlo IIEPBOM CTPOKH a03ala BIIPaBo;

~ @blcmyn pa3MeIlaeT MOCIeAyIoUIMe CTPOKH ab3ala MpaBee Haudaja IEepBOM
CTPOKH;

~ omcmyn cieea BblIENAeT a03all B TEKCTE, OTOABHUras Hayajao BCEX CTPOK OT
JIEBOTO TOJII CTPAHULLBI,

~ omcmyn cnpaea OTOABUTaeT TEKCT OT IPABOTO IMOJIA CTPAHUIIbL; OOBIYHO
IIPUMEHSETCSA BMECTE C OTCTYIIOM CJIEBA JJI CO3JaHUs JBOMHOIO OTCTYyIA.

Jliis Toro uTtoObl OTOOpPA3UTh WM CKPBITh JIMHEWKH, HA/J0 BHIIOJHUTH KOMaHIY
JInneiika» Ha Bkiagke «Bumy (pucyHok 1.2).

CeblIKn Pacceinkmn PeueHzvpoeanue Bug

V| Nuneiika ()] [Ell 0ama crpanuua
~ ) o
CeTka .ﬂ JEee CTpaHuLUbl
_ Macwrab 100%
QBnacTe HAaBEWraLMK = Mo wuprHe CTpaHuLL

Moka3aTk Maciwtat

Pucynok 1.2 — Bkimanka «Bumy»

Takxe MOXKHO IICJIKHYTh [0 MaJICHBKOM KHOIKe «JIuHelika», KoTopas
pacnoJiokeHa B BEpXHEW YaCTH BEPTUKAIBHOM MOJI0Ce MPOKPYTKH (pUCyHOK 1.3).
&

NuHerka

Pucynoxk 1.3 — Knonka «JIunenka»

MecTonosnoxxeHne moJa0c NPOKPYTKU Ha SKpaHE COOTBETCTBYET MX HA3BAHUSAM:
BEPTUKAJIbHASL U TOPU30HTAIIbHAS.

Bepmukanwnaa monoca TmO3BOJISET MNPOJNMCTHIBATH JOKYMEHT, KOTOPBIM He
MOMENIAeTCs] Ha HKpaHE MOJIHOCThIO, PEJAaKTUPOBATh JBE pa3HbIe YacTH OJIHOTO
JOKYMEHTA WJIA Pa3HbIE JOKYMEHTHI OJJHOBPEMEHHO.

TI'opuzonmanvnasa 1010Ca, KpOME CMEUIEHUS JOKYMEHTa BIPaBO M BIIEBO,
o0ecreunBaeT BO3MOXKHOCTh OBICTPOTO MEpexo/a B pa3iIMyHbIE PEXHUMBI MPOCMOTPA
JOKYMEHTOB.



CTpoka cocTOSIHUSI OTOOpaXaeT COCTOSIHHE TEKCTOBOTO PEAAKTOPA, BHIBOJIHT
MOJICKa3Ky MO BO3MO>KHBIM OIEpanusiM, TEKYILyl0 HHpopMaluio (Hanpumep, IO3UIUI0
Kypcopa B JOKYMEHTE, HOMEp TEKyIled CTpaHMIbl W T.I.), @ TaKKe IOKa3bIBACT
cocTosiHME (HaXkaTa/He Ha)kaTa) CHEIUaIbHbBIX KJIaBUIIl (PUCYHOK 1.4).

Crpanuua: 9 uz 71 | Ywcno cnoe: 10935 | 5.0 pycckni | | Bl Zz = 100% (—) U {+]

Pucynox 1.4 — CTpoka cocTosiHus

Word mpenocTapisieT IsTh pe;KMMOB IPOCMOTPA TOKYMEHTA.

Yepnosuk wcnonb3yercss Uil BBOJAA, PEAAKTHPOBAHUS U (HopMaTupoBaHHS
TekcTa. CTUIH, KOJIOHTUTYJIbI, PUCYHKH M KOJIOHKU B 3TOM PEKUME HE BUJTHBI.

Pesrcum 6ed-0okymenma 1one3eH mnpu padboTe ¢ JOKYMEHTOM, MOJTY4YEHHBIM M3
cetu MHTEpHET.

Pesxicum pazmemku 1mo3BosseT padoTaTh ¢ JOKYMEHTOM B TOM BHJIE, B KAKOM OH
OyzeT HanevaTaH (yCTaHOBJIEHHBIM B KOMITBIOTEPE IPUHTEPOM).

Pestrcum cmpykmyper ynoOeH aiig paOoThl C IJIAHOM WUJIM IOKYMEHTOM Ha 3Tarie
CO3JaHus I IPOCMOTpPA BCEH CTPYKTYPBI JOKYMEHTA.

Pestcum umenus no3BOJIIET NPOCMATPUBATh JOKYMEHT B BUJIE PACKPBITOM KHUTH
0€3 BO3MOKHOCTHU €r0 peJaKTUPOBAHUS.

Jlis Toro 4toObl BHIOpATh HYXKHBIM PEXHM MPOCMOTPa, HEOOXOAUMO JIHOO
BBITIOJTHUTh KOMaHIy BkIagku «Bum» (pucyHok 1.4), mubo HMCHoib30BaTh OIHY W3
KHOIIOK B CTPOKE COCTOSIHHSI.

Daiin [naeHan BcTaeka PazmeTka cTpaHuLbl CChlnkw Paccelnkn PeleHInpoBarne Bua

J ﬂ ﬂ i J NuHelika [ \

Gl 0ana crpammua
|:| CeTka

.ﬂ JEee cTpaHuUbl
PazmeTka | Pexxum Beb-gokymedt CTpyKTYpa “YepHOBKK ) Macwrab 100%
CTPaHNLI| UTEHNHA |:| OfnacTe HaBUraunu =] Mo WupKHHe cTpaHULE

Pexumel NpOCMOTRa J0KYMEHTa Mokazats Macwtab

Pucynox 1.4 — Bknagka «Buny. Pexxum nmpocMoTpa JoOKyMeHTa

Pabo4ee nosie J0KymMeHTa — 3TO 00JaCTh HA SKpaHe, B KOTOPOI BeneTcs paboTa
C TOKyMEHTOM (OyKBaJIbHO, 3TO JIUCT OyMaru).

JIOKyMEHT, KOTOpPBIN B JAaHHBII MOMEHT PEAAKTUPYETCS, HA3bIBACTCS AKTUBHBIM.
OKHO JIOKYMEHTa MOKHO pa3/IeNIuTh Ha JIB€ YacTH U paboTaTh OJHOBPEMEHHO C JIByMs
pPa3HBIMU YacTAMU OJHOTO M TOTO k€ JoKymeHTa. Kaxkgas yacTh JOKyMEHTa UMEET
COOCTBEHHYIO MOJIOCY MTPOKPYTKHU.

Pazodenums OKHO HA J]Ba TTOJ0KHA MOKHO JIMOO TIEPETACKUBAHUEM BHU3 KHOTIKH,
KOTOpAasi HaXOJIUTCA HaJ[ BEpPXHEW CTPENIKOM BEPTHKAIBHOWU MOJIOCHI MPOKPYTKH, JTHUOO
BBINIOJTHUTL KoMaHay «Pa3zgenurs» B rpynne «Macmrad» Ha BiIagke «Buay
(pucynok 1.5).

PeleHInpoBarne Bua

Ll 0ana crpanmua I %
= =

A"
.ﬂ JEee cTpaHuUbl
Macwrad 100% Hoeoe YnopagounTs|Pazgenurs|
= Mo wupkHe cTpaHuugl OKHO BCE

Maciwtat

Pucynox 1.5 — Bknagka «Buny, rpynma «Macmaby, komanaa «Pa3genutsy
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[Tonocy pasnesieHHs OKHA MOXHO IEpPEMEIaTh C MOMOIIBIO MBIIIHU. 3aKPbITh
BTOPOE MOJIOKHO MOKHO KOMaHJ10i «CHATH pa3/ieieHne).

PeleHInpoBarne Bug

Gl 0ana crpammua I %
= =

A
.ﬂ JEee cTpaHuUbl
Macwrab 100% Hoeoe Ynopagoduts]  CHATL
=l Mo WrpKHe CTPaHULB | qgng BCE pasaencHue

Maciwtat

Pucynok 1.6 — Brimanka «Buny», koMmanaa «CHSATh pa3ielICHUE»
OcHOBHBbIE IPABUJIA BBO/JIA TEKCTA

1. BBoa TekcTa MOKHO HAYMHATH Cpa3y Mociie OTKPBITUS OKHA. CHMBOJIBI BCETIA
OynyT BBOIUTHCS W 00pabaThIBaThCS TaM, TJI€ HAXOIUTCA TEKCTOBBIM Kypcop —
MUTAIOIIAsl BEpTUKAIbHAS YepTa.

2. [Tepememienne Kypcopa MpOU3BOAUTCS C TIOMOIILIO KIIaBUATYPhI WM MbIIA. B
MOCIICAHEM CITy4ae HaJ0 YCTAaHOBUTH yKa3aTellb MBIIIN B TpeOyeMoe MECTO JOKyMEHTa
Y C/IETIaTh IIETUYOK MBIIIBIO.

3. Mexny cnmoBamu craButcs 1 mpober.

4. Tlepen 3HakaMu TpENUHAHUS MPOOEN HE CTABUTCA, a TOCIIe HUX — CTABUTCS
00s13aTENBHO.

5. Tekct, 3akmou€HHBIA B CKOOKM WM KaBBIUKH, HE OTIESIETCS OT HHUX
mpoOesoMm.

6. 3Hak - (neduc) craBurcs 6e3 mpo6esoB ¢ 00enx CTOPOH.

7. 3Hak — (TUpe) BbIAENsAETCA MpodeaMu ¢ ABYX CTOPOH.

8. [lepexol Ha HOBYIO CTPOKY BBINOJHsAETCS aBTomMaTudecku. CloBO, He
MOMECTHBIIIEECS B TOJIBKO UTO 3aIIMCAHHOMN CTPOKE, MEPEHOCUTCS IIETUKOM.

9. YaamuTh HENpaBUIBHO BBEICHHBIC CHMBOJBI MOXKHO KiaBuimed «Deletey,
KOTOpas yIaisieT CUMBOJIBI ClIpaBa OT Kypcopa win Kiasuiiei «Backspace», kotopas
yHaansieT CUMBOJIBI CJIEBa OT Kypcopa.

10. Tlepexom k HOBOMY a03aIly OCYIIECTBIISCTCS HaKaTHeM KiaBuIIn «ENnter.
Word mo3Bosiser oToOpakaTh Ha JKpaHe CHMBOJIBI KOHIIA ad3ala W CTPOKH, YTO
oOneryaer, mpu HEOOXOJUMOCTH, OOBEAMHEHHE NBYX ab3areB (MM CTPOK) B OAMH
a63ary (ogHy CTpoky). IS BKIIOYEHUS PEKUMA OMOOPAXHCEHUsA Heneuamaemvlx

3HaK06 HEOOXOIMMO HaKaTh KHOMKY «Mapkep a63ama» ' Ha BKIaJAKe JICHTHI

«I'J1aBHasI.
11. TlpuHyaAUTENbHBIA Pa3phIB CTPOKH (MM «KOPOTKAsl CTPOKa») MPOU3BOIUTCS
Hakatuem kiauin «Shift+Enter». [IpusHakoM pa3pbiBa CTPOKH SBJSICTCS HATHUHC

CHUMBOJIa @, KOTOPBII MOSIBIISIETCS TIPU OTOOPaKCHUH HEeTleuaTaeMbIX 3HAKOB Ha SKpaHe.

12. BcraBka mycTo# CTPOKH MPOU3BOIUTCS HAXKATHEM KiiaBuiu «Entery.

13. Ins ynaneHus MyCTOW CTPOKH HAI0 YCTAaHOBUTH Kypcop B Hadajo 3TOM
CTPOKH U HakaTh KiaBuiiy «Deletey.

14. O6benuuenre NByX ab3aieB B OJIMH (WU JIBYX CTPOK B OJIHY) TIPOU3BOUTCS
Hakatuem kiasuim «Delete» B koHIile mepBoro ad3ara (Wim NepBOit CTPOKH).



PepakrupoBanue Texkcra
PenakTupoBaHue TeKCTa — 3TO IPOLECC BHECEHUS B TEKCT JIFOOBIX U3MEHEHUH, a
UMEHHO:
~  HUCHpAaBJIEHUE TPaMMaTHYECKUX OLIHOO0K;
- CKJICMBAaHHE U pa3pe3aHue CTPOK;
- BCTaBKa U yJAJICHUE JAONOIHUTENBHBIX IIyCThIX CTPOK;
- KOIHUpPOBaHUE, IepeMEIleHUE, yaaleHue (parMeHTOB TEKCTa U T.I1.

1. Jlns ommensr BBHINOTHEHHBIX JEUCTBUH HCIOIB3YETCS KHOIKA o ||
(OTMeHNTBH) Ha MaHENW OBICTPOro AOCTyna. MOXKHO OTMEHHUTH HECKOJBKO paHee

BBITIOJTHEHHBIX JEHCTBUM.

2. Bozéspamump OTMEHEHHBIE paHee JCHCTBUA TIO3BOJSIET KHOIIKA
(BepHyThb) Ha maHe M OBICTPOTO JAOCTYIIA.

3. YcraHOBKa nosiell B TOKYMEHTE, a TakKe M3MEHEHHE Pa3MEpPOB U OPUCHTAIIUN
CTpaHullbl (KHW)KHAsT WM  albOOMHasl) BBIMOJHSIETCS KOMaHAaMU B  TPYIIE
«IlapameTpnl cTpaHunb» Ha BkiIagke «Pa3merka crpaHumbl» (pucyHok 1.7).
MOXHO TakKe HCIOJIb30BaTh JIBOMHOM IIEIYOK MBIIIM [0 BEPTUKAJIBHOM JIMHEHKE,
yT0OBI BBI3BaTh OKHO «[lapaMeTpbl cTpaHUIIBIY.

Bcraeka PazmeTka cTpaHuUbl CChINEN Paccelnkm PeueHzu)

J _5 lj J = PazpeiEbl ~

#3 Homepa crpok -
MonAa  Opuedtauna Pazmep KonoHkKW

- - - -

b~ PaccraHoEKa NepEeHOCoE ~

MNapamMeTphl CTPaHNLEI

Pucynok 1.7 — Bknanka «Pa3metka ctpanunpi». ['pynmna «[TapameTpsl cTpaHUALIBDY

4. Komanna «®ait» (kHonka Office) —» «Ilapamerpbl» — «/l0NMOJTHUTEIHHO»
— «Iloka3biBaTh coaep:kumoe Jo0KyMeHTa» — «llokasbiBaTh I'paHunbl TEeKCTa)»
MO3BOJISIET BBIBECTH HAa DKpPaH ZpAHuUYybl mexkcma (€Ciu yCTaHOBJIECH (JIaXOK) s
BHU3YaJIbHOTO KOHTPOJIS MOJIEH.

5. Ilposepka npasonucanua (opdorpagum u TpaMMaTUKH) BBITIOIHACTCA
KomaHou JeHTel B rpymne «lIpaBonmmucanue» Ha Bkiagke «PeueH3upoBaHue»
(pucynoxk 1.8).

InaeHan Bcraeka PazmeTka cTpaHuUbl CChINEN Paccelnkm PeueHznpoEaHne
€4 -4 = ABC a-& oF = = L
v 4 @ [ o %) 'f ol ¢4 )

Mpaeonucaduel CnpaeodyHnkn Tesaypyc CTatuctuea | MNepeeog  AsbiK Co3gate  ¥ganute Mpegsidyliee Cnegyrolee
- - npumMedaHue

Mpaeonucadne AzbIK MpuMeyaHna

Pucynox 1.8 — Bknagka «PenensupoBanuey. ['pynma «I[IpaBonucanue

6. BkitoueHne pexuMa aemomamuuecko0 NnepeHoca €06 BbINOJIHAETCS
KOMaHJ10i1 1eHThl «PaccTaHoBKa nmepeHocoB» B rpymnne «IlapaMerpsl cTpaHnubDy Ha
BKiasike «Pa3mMeTka cTpaHuub» (pucyHok 1.9).



Bcraeka PazmeTka cTpaHuUbl CChINEN Paccelnkm PeueHzn

J _5 lj J = PazpeiEbl ~

#3 Homepa crpok -

MonAa  Opuedtauna Pazmep KonoHkKW

- - - -

Ih’é' PaccTaHoBKA NepeHoCcoB 'I

MNapamMeTphl CTPaHNLEI

Pucynok 1.9 — Bxnanka «Pa3mertka crpanuiby. ['pynmna «llapameTpsl cTpaHUIBDY

7. Ilepen BBIOTHEHUWEM ONEpALMA pEJAKTUPOBAHUS WM (HOPMATUPOBAHUS
HEO0OXOIUMO BBIJICIIUTH TEKCT.

8. Briienenue TekcTa U CHATHE MAPKUPOBKHU:

— BBIIETUTh 6ecb meKkcm KoMaHlioW Ha Bkiagke «[J1aBHasD») TpyIIbI
«PenaktupoBanue» — «Bplaeaurb» — «BblaeJauTbh BCe» WM TPOMHBIM IIECITYKOM
MBIIIH TI0 JIEBOMY MOJIIO;

—  BBIJCIUTH TNPOU3BOJIBHBIN ¢hpacmenm mekcma — TPOTSHKKOW MBIIMIA TIPU
Ha)XaTOW JIEBOM KHOIIKE WJIM YCTAaHOBHUB KypCcOp B Hayaylo BbIAENISIEMOro (pparMeHTa,
Ha)XaTh W, yaepkuBas kiaBuiny «Shifty, 1meaKHyTh JIeBOM KHOIKOW MBI B KOHIIE
BBIJICJISIEMOT0 (PparMeHTa;

—  BBIICJIUTH €1060 IBOWHBIM IIEITYKOM JIEBOW KHONIKOW MBIIIN HA CIIOBE;

—  BBIJIETIUTh CHMIPOKY IIETYKOM JIEBOW KHOIMKOW MBIIIKM B T0JIE MapKUPOBKHU
HaIPOTUB CTPOKU;

— BBIACIUTH af3ay JBOVHBIM IIEIYKOM JIEBOM KHONKOW MBIIIK B TMOJE
MapKHUpOBKH a03a1a;

— CHATHh BBIJICJICHUE MOXHO, IICJIKHYB JI€BOM KHOMKOW MBIIIA BHE TOJS
BbIJICTICHUSI.

9. Konuposanue mexcma:.

— BbIOpaTh komaHny «KommpoBaTh» Ha Brianke «I[JaBHas» (Haxarue
kiaBuil «CTRL+Cy); korus Texcra moMerniaercs B 0ydep oOMeHa;

— YCTaHOBUTbH KypCOp B COOTBETCTBYIOIIYIO MO3UIMIO JOKYMEHTA U BBIIOJIHUTH
koMmaHy «BcTtaBuTh» Ha Brianke «maBHas» (Haxarue kiaBuin «CTRL+V»).

10. Konupoeanue gpopmama:.

— YCTaHOBUTH KypCOp B IMO3HIIMIO JOKYMEHTa, coaepxkamiero gopmar-odpaserl,
HIEJIKHYTh MBIIIBIO 110 KHOMIKE «@opMat nmo o0pa3uny» B rpynne «bydep odmena» Ha
BKianke «l'1aBHash» ¥ IIETKHYTH IO CJIOBY, K KOTOPOMY TpeOyeTcsi MPUMEHUTh

dbopmat-o6pazer (pucyHok 1.10);
InaeHan Bcraeka

i

=

Bcraeute —
- If Gopmar no oﬁpamyl

52 KONWpoeBart

Bydep ofmeHa

Pucynox 1.10 — Bxnanka «I'maBuas». I'pynma «bydep oOMena»

— JIByKpPATHBIHA MIETYOK MBIIMIK MO KHOMKE ¥ IMO3BOJISIET HMPUMEHATH «KHUCTH»
MHOTOKpaTHO. [l BBIXOIAa M3 pEKUMa MHOTOKPATHOTO KOMUpoBaHus (opmata
JIOCTaTOYHO €IIle Pa3 IIEJIKHYTh 10 KHOMKe 7 .
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11. Ilepemeuwsernue mexkcma:

— BbIOpaTh KOMaHIy «BbIpe3aTh» Ha BkIanke «[J1aBHas» (HaxkaTue KIIABHUIII
«CTRL+X»). Tekct momernaercs B 0ydep ooMeHa;

— YCTaHOBUTH KypCOp B COOTBETCTBYIOIIYIO IMO3UIINIO TOKYMEHTA U BBITIOJHUTH
komaHay «BeraBuTh» Ha Brianke «[iaBHas» (Haxkatue kiaaBuin « CTRL+V»).

12. Yoanenue mexcma Buinonusercs kinapuiiei «Dely.

Onepany  KOMUPOBAaHUS, TEPEMEIICHUS U YAAJEHUS MOXHO BBIMIOJHUTH C
MTOMOIIBIO KOHM EeKCHIHO20 MEHIO.

dopmMaTHpOBaHUE TEKCTA

dopMaTHpOBaHHE TEKCTA — 3TO W3MEHEHHE BHEIIHEro BHUJA TEKCTa, MpU
KOTOPOM HE U3MEHSIETCS €r0 COJIEp KaHHe.

1. ®opmarupoBanue cumMBOJI0B. DopmMaTUPOBAHHE CHUMBOJIOB BBINOJIHAETCS
koMmangamu rpynnbl  «dpudT» Ha Brimagke «l1aBHas» WM € [TOMOIIBIO
KOHTEKCTHOT'O MEHIO.

MoxHO Takke OTKpbITh auanioroBoe okHO «llpud¢T», re BbIOpaTh BKIANKY
«Ipu¢T» u ycraHoBuTh TpeOyemble mapameTpbl (pucyHok 1.11): mpudt, pasmep,
HayepTaHue MpUQTOB U T.1.

DR

naeHan Brraeka PazmeTka cTpaHusl Cehlnen Pacceinku
& Bupesare Times New Ro - 14 ~ A A A~ | E
53 Konupoeats

BCcTaemTs K & Y - abe x, X -3, A

v F ®opwmat no o6pazuy —
Eydep obmeHa i LpugT Fl

OTKpLITHE AMANOTOEOro okHa "LUpudt".

Pucynoxk 1.11 — Bxkuanka «I'naBaas». I'pynna «IIpudt»

Jl71st TOro 4TOOBI YCTAHOBUTH MEKCHUMBOJIBHBIA MHTEPBAJ, CMEIICHHUE, MACIITa0,
HaJI0 OTKPHITH 1ruanoroBoe okHO «lIpugr» u BeiOpaTh BKiIaKy «/10MOJHUTETHLHO.

2. ®opmatupoBanue ad3auen. Jlro0as mocnea0BaTeIbHOCTh CHMBOJIOB B TEKCTE
Ha3bIBaeTCcsi (pparMeHTOM. A03al — 5T0 (parMeHT TEKCTa, 3aKaHYMBAIOIIUNCS
Ha)kaTueM KiaBuiu «Entery.

dopmarupoBaHue ad3aleB NpeaycMaTpUBAaCT U3MEHEHHE OTCTYNOB ab3aleB B
TEKCTe, M3MEHEHUE HWHTEPBAJIOB MEXIy CTPOKaMH U MEXIy al3alaMu, yCTaHOBKY
KpacHOM CTpPOKH, BbIpaBHUBaHUE a03alleB. BBIMOMHIETCS KOMaHJIaMH BKJIAJIKU
«I'naBHasy rpynna «A63am Win ¢ MOMOIILI0 KOHTEKCTHOTO MEHIO.

MoOXHO Tak)Ke OTKPBITh JUAJIOTOBOE OKHO «A03al, 4TOOBI MOJYUYUTh AOCTYI K
HaunOoJiee moyiHOMY Habopy komaH[ (pucynku 1.13-1.14).
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WpwndT ? *

MeXIHAKOBLIH WHTEpBaN

Macwrab: | 100% ~

WHTepean: | OObIYHBI ~ | Ha: =
CmeweHne: | Het e HE: S
[ ] KepHuur ans aHakoe pazmepom: +1 nywkToB u Gonee

WpudTel OpenType

Nuratypel: Het ~
WnTepean mexay undpamu: | Mo yMOAYAHHK ~
Dopmel Undp: Mo yMonuaHu 823
CTunucTudeckne Habopel: Mo yMonYaHHK ~

l:‘ Hcnonb30BaTE KOHTEKCTHLIE BAPHEHTLI

Obpazey

.

LUFIHCDT TrueType. OH WCNONL3YETCA ANA BLIBOAA KAK HA 3KPEH, TAK W HA NPUHTEp.

Mo ymonuaHuo TekcroBble 3hderThl... OTMeHa

Pucynox 1.12 — Oxno «pudt». Briagka «JlomnoaHUTEIbHOY

=-E-E- EE 4

EEl = = $§v & -
Abzal, ]
Abzay
OTKpBITHE AMANOrOBOro OkHa "AB3au".

Pucynok 1.13 — Bxiagka «I'naBHasi». ['pymnma « AG3ar»
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AB3au ? X

OTCTYNBl M UHTEPBANEl  MONOKEHWE HA CTPAHUUE

ObLwmne

Beipastiearme:  [INNIETTINING

YpoBeHs: OCHOBHOH TEKCT o

OTecTyn

Cneea: 0cm = nepeag CTpoKa: Ha:

L1

Copasa: 0 = (HeT) W

[] 3epransHeie otcrynel

WHTepean

Nepeq: ont = MERIYCTPOYHBIN: IHAURHKE:

A

Mocne: 0nr = OavHapHIA ~

[ ] He noaenATe wHTepEan Mexay ab3auaMit 04HOTO CTHAA

Obpazey

Ofpazeye
Mpaten TexcTa (kg

TabynAums... Mo yMonyaHu OTmeHa

Pucynok 1.14 — OkHo «A63amy». Britagka «OTCTynbl 1 HHTEPBAJIBD»

CoxpaHeHHe JOKYMEHTA Ha JNCKe
Beimonasiercs komanaon «CoxpaHuTh Kak» B MeHio «®@aiti» (Knonka Office).
B nuanoroBom okHe «CoxpaHeHHe TOKYMEHTa» CIICAyeT BbIOpaTh IUCK, MAmKy, B
10JIc UMEHU BBECTH MMs COXpaHseMoro ¢aitiia u Haxarh KHONKY «COXpaHMTb» IS
COXpaHCHHS JOKYMCHTA.

[ToBTOpHOE COXpaHEHHE MOKYMEHTA BBIMOJIHSAETCS KHONMKONW «COXpPaHMTB)» =
Ha TaHesu ObICTPOTo JOCTYTIA.

OTKpbITHE TOKYMEHTA

Brinonnsiercss komaH10i «OTKPBITH» B MeHIO « @Ay WIKM METYKOM MBIIIH 110
=]
OJTHOMMEHHON KHOTMKe '~ Ha maHenu OBICTPOro JocTyma. B amamoroBoM OKHE

«OTKpBITHE JOKYMEHTa» CIeAyeT yKa3aTh ITUCK, TaINKy, €Cld HEOOXOIWMO — THII
(aiina u BRIOpaTh UMS U3 MOSBUBIIIETOCS CITUCKA.

Onepanun MouCKAa ¥ 3aMeHbI
B nokymentrax Word Mo>xHO OCYIIECTBIISTh IMOMCK M 3aMEHYy TeKcTa, (opMaToB
(mupudra, ab3ara, s3bIKa, CTHIIA), PA3IMYHBIX CHMBOJIOB (Mapkepa ab3alia, CHOCKH,
npuMevaHus, mpoodena u mp.).
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Hnst sToro wucnosib3ytorcss komaunbl «HalTtw» uim «3aMeHUTb» TPYIIIbI
«PenakrupoBanue» Ha Bkiajke «['maBHas» (pucyHok 1.15).
34 Haiitu ~
3 3aMEHNUTE
kg BbIOAENWTE ™
PE,.-J,E!KTI.I[}C'BE!HI.I'E

Pucynok 1.15 — Bkianka «I'maBHas». ['pynna «PegaktupoBaHuey

JlJiss yTOYHEHHs TIOWCKa HCIIOJIb3YIOTCSA BKIIAJIKUA M (DIIaXKKK HUAIOroBOTO OKHA
«HaiiTu 1 3aMeHuTh» (prUCyHOK 1.16).

HaiTi U 3aMeHnTs ? X

NepeiiTn

HaliTu: PybuoBck

3amMeHuTk Ha: | BapHayn

<< MeHbLUe 3AMEHUTE 3aMEHWTL BCE HaiiTi ganee 3aKpLIT

MapaMeTphl NOWCKa

HanpaeneHwe: |Bezpe b

|:| YUHTLIBETE pErMCTp |:| YUuTHIBETH Npedmnke

|:| ToNbKO CNOBO UENMKOM |:| YunThIBaTh CychmKe

|:| MogcTaHoBOUYHbIR 3HAKK

|:| MpoM3HOCUTCA Kak |:| He yuWTLIBATE 3HAKW NpenuHaHuA

|:| Bce cnoeochopmbl |:| He yuuTblBaTe npobens
3aMEHUTE

Qopmart ~ CneunansHeId *

Pucynok 1.16 — OxHo «HaliTu 1 3aMEeHUTH»

B mone «HaiiTtw» ykaspiBaeTcs oOpasel] MOKCKa, a B MoJie «3aMeHUTh Ha) —
oOpa3zerr 3aMeHBI.

Knomnka «3aMeHMTB» TO3BOJISIET 3aMEHUTH, HAWJIEHHBIN oOpasell Moucka, Ha
oOpas3elr, MOMEMIEHHBIN B MOJIE€ «3aMEeHUTh HA)» U UCKATh CIEAYIONIEE BXOKICHHE.

Knomnka «3amMeHUTH BCe» MO3BOJISIET UCKATh BCE BXOXKJEHUS oOpasiia u3 MoJis
«HaiiTu» 1 3aMeHuTH ero Ha oOpasel] u3 MoJjs «3aMeHUTh Ha) 110 BCEMY JIOKYMEHTY.

[lo okoHYaHWU oOmMepaly OTKPHIBAETCS JUAJIOTOBOE OKHO C COOOIIEHHEM O
KOJINYECTBE 3aMEH U C 3aIIPOCOM O MPOAOJIKEHUH MOUCKA.
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1.2 IlpakTHYeCKHUE 3a1aHUA

3ananue 1. ®opMaTHpoOBaHMe TEKCTA!
a) co3/1aiiTe HOBBIM IOKYMEHT U HA0EpHUTE Ha KJIABHATYPE TEKCT:

TEKCTOBBII PEJJAKTOP MICROSOFT WORD

(tupughbm Times New Roman (TNR), pazmep 14 nyukToB (IIT), Hauepmanue 0ObIUHBIH,
BCE MMPOIMKCHBIC, pAMKa HE HY)KHA);

0) ckomMpyiiTe W BcTaBbTe TeKCT 11 pa3 dyepe3 ABOMHONW MEXIYyCTPOUHBIN
UHTEPBaTI U OTHOPMATHUPYHTE €r0 pa3HBIMHU MIPUPTAMU B COOTBETCTBHHU C 33JJaHUEM B

Tabmure 1.1;

B) coxpanuTte ¢aiin ¢ umeHem «Illpughm» B nTuaHOM manke.

Ta6mumna 1.1 — 3amganue as popmaTupoBaHus TEKCTa

MexcuMBOJIbHbBIN
HIpudr | Hayepranme | Pazmep AP dexThI ——
Arial OObIuHBIH 14 Her YIIOTHEHHBIH,
1,5 or
Arial  |Tlomyxupnsiii| 14 [{Bet mpudTa — cuHU OOBbIUHBIH
TNR OObI4HBIIM 12 |LBer mpudra — KeAThIN Pasp ez)K E;IHHH’
TNR O6LIHLL 10 [Togué€pkuBanue, Pa3pexxennsii,
TOJIBKO CJIOBA 1nr
TNR | [Homyxupusii| 12 Heet wp H(vaa - OObIUHBIN
KpaCHBII
TNR HomyxHpHeIi 12 Hert OObIYHBIN
KypCHUB
TNR OObI4YHBIT 12 3a4epKHYTHIN OObIuHBIIH
TNR OOBIYHBIN 14 Hazcrpouneri - OObIYHBIN
IToncTpounslii
TNR [TomyxupHbIi 12 Bce TPOIIHCHEIE, O6LIMHEL
KypCHB 3eNEHBIN 1[BET
TNR OObIuHBIN 12 Marbie nponucHbie yHH(;TgITEHHH’
Courier | Iomy>»XupHbIii 12 OnunapHoe O6LIHLI
New KYPCHB ITOAYEPKUBAHNE
Courier OOBIYHBIIHA 12 /lsoiHoe OOBIYHBIH
New MOYEPKUBAHUE

3ananue 2. BBoa u popMmaTUpOBaHME TEKCTA!
a) cO3/1aliTe HOBBIM IOKYMEHT;
0) ycTaHOBUTE noJisA CTpaHWIbl: éepxHee 2,0 cM; Huxcnee 2,0 cM; npasoe 2,0;
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neeoe 2,0 cm;
B) ycraHoBuTe wpugpm TNR, oObluHbI, pasmep 14 nTt u HalOepure Ha
KJIaBUATYpE TEKCT, MOKA3aHHBIM HIKE (paMKa HE HYKHA);

OcHOBHBIC PaBUJIAa PA00THI B TEKCTOBOM peaKTope

TekcToBBI pegaKTOpP — OJHA U3 CaMbIX MOMYJSIPHBIX IpOrpamMMm B
KoMribtoTepe. CyIIEeCcTBYIOT pa3HbIE TEKCTOBBIE PEIAKTOPBL, OTIMYAKOIIHUECS 110
CBOMM BO3MOKHOCTSIM. HO ecTb OCHOBHBIE MpaBHUiia BBOJA M PEIAKTUPOBAHMS
TEKCTa, KOTOPbIE MTPUCYIIU BCEM PEAAKTOPAM.

IpaBuia:
|. [Tepexon TekcTa Ha HOBYIO CTPOKY MPOU3BOAUTCS aBTOMATUYECKH, TTOITOMY
Ha)XUMaTh KiaBuiny «Enter» He Hano.

Il. Ins npuHYIUTENIBHOrO MEPEXo/ia Ha HOBYIO CTPOKY HAJ0 HaXKaTh KJIABHIIIU:
«Shift + Enter» (ue otmmyckas «Shifty, Haxats «Entery).

I1l. KitaBuma «Enter» zaxxuMaercs TOJIBKO U1 Hadajia HOBOro ad3aria.

V. Jlna ynaneHus: CMMBOJIA CJI€Ba OT Kypcopa peIaKkTopa UCIOIb3YETCs KIIaBulla
«Backspace» (HaxomuTcs Hax KiIaBuIen «Entery).

V. lns ynameHuss CUMBOJIa CIpaBa OT Kypcopa pelakTopa HCIOJIb3YeTCs
kiaBuiia «Deletey.

V1. UtoOsl BCTaBUTh CHUMBOJ B TEKCT, HEOOXOJUMO YCTAHOBUTH TEKCTOBBIN
Kypcop B NO3HILMIO, MEPEN KOTOPOW IPOU3BOJIUTCS BCTaBKa, W BBECTU HYKHBIN
CHUMBOIL.

VII. UtoOsl mepeBecTH Kypcop B Ha4aJio CTPOKH, HAJ0 HaXaTh KiaBuiry «Homey,
a B KoHell — «Endy.

VII1. YtoObl mepeBecTH Kypcop B Ha4ajao0 JOKYMEHTa, Hajo HaxaTh kiaBuiu «Ctrl
+ Homey, a B kouer — «Ctrl + Endy.

IX. UToOBl yBUAETh HA DKpaHE CIEAYIONIYI0 CTPAHUIly TEKCTa, MOXKHO HaXaTh
knaBuiry «Page Downy, a npenpiaymryto — «Page Up».

X. JInsg Toro 4TtoOBl BCTaBUTHh ITYCTYIO CTPOKY IIOCE TEKYIIEH, HaIo Kypcop
YCTAaHOBUTH B KOHEI] CTPOKH M HaXaTh KJIaBUIly «Enter.

XI. JInga Toro, 4roObl BCTaBUTh MYCTYHO CTPOKY TEpes TEeKYIIeH, Halo Kypcop
YCTAaHOBUTH B HAYaJ0 CTPOKHU M HaXKaTh KJIaBUILy «ENntery.

XII. Ins ynanmeHus: mycTod CTPOKM HAJ0 YCTAHOBUTH KypcOp B Hayajao ATOM
CTPOKHM M HaXKaTh KiaBuiry «Deletey.

XI. YroObl 00BEOUHUTH ABE CTPOKH, HAJO YCTAHOBUTH KypCcOp 3a MOCIEIHUM
CHMBOJIOM TIEPBOM CTPOKH M HaXkaTh KiaBuiy «Deletey.

XIV. UTtoObI pa3nenuth CTPOKY Ha JIBE, HEOOXOJUMO B ITOW CTPOKE YCTAaHOBUTH
KypCOp B MO3HIINIO, C KOTOPOM OyAeT HAUMHATHCS BTOPasi CTPOKA, M HAXKATh KIIABUIITY
«Entery.

XV. Coxpanutb TeKcT B ¢aite ¢ umeneMm «IIpaBuiia» B TUUHOMN TaIKe.

Pucynok 1.17 — Obpazen; TekcTa A BBoga U hopMaTUPOBAHUS TEKCTA
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r) ycraHoBute mmpudT ansd  3arosioBka  Arial, momyXupHBI  Kypcus,
NOMYEPKHYTHIN, pazmep 16 mr;

1) oThopMaTUPYHTE MYyHKTHI CIIUCKA CIEIYIONIUM 00pa3oM:

2-1 myukt: mpudt Arial, kypcus, pasmepl4 nr, 1BET KpaCHBI;

4-i1 myHkT: mpudT TNR, 00b1uHbIH, pazmep 14 nT;

6-i1 myHkT: mpudt TNR, mosy:kupHbIii, pazmep 12 1T, BET KpacHBIIA;

8-t myHkT: mpudTTNR, 00b1uHBIH, pazMep 12 NT, IBET CUHUI;

10-# mynkT: mpudt Arial, mosxy:xkupHblii, pazmep 12 nr, nBeT 3eIEHBIH;

12-# mynkt: mpudt Arial, oOpranbIi, pazmep 12 0T, IBET CUHMIA;

14-it mynkT: wpudt TNR, kypcus, pazmep 14 0T, mogu€pKHYTHIH;

€) MOMEHsUTe MecTamMu S-il v 13- MyHKTHI CIIUCKA;

) CKomupyiTe 1-i MyHKT CIUCKA B KOHEI] TEKCTa;

3) BBIPOBHSHTE CTPOKH IO MIUPHUHE;

M) M3MEHUTE OPUEHTALIMIO CTPAHMIIBI C KHI)KHOM Ha aJb0OMHY10;

K) coxpaHuTe (a1 3aKpoiTe ero.

3ananue 3. Ucnpasiienue opporpadpuyuecknx ommdOOK B TEKCTE:

a) ckonupyire ¢aiin «Ilpunoxenue A» B IUUHYIO MMANKY;

0) HaWIUTE U YCTPAHUTE OIIUOKU B TEKCTE;

B) coxpanute Qaitn ¢ umeHeM «llpaBonucanue» B JIMYHOM MAaNKe U 3aKPOMTE
daiin.

3ananue 4. [lepectanoBKa a03a1eB B TEKCTeE:

a) ckonupyiite ¢pain «llpunoxenue by B IMUHYIO NANKY;

0) BBIBEIUTE HA SKpaH HeTMleYaTaeMbI€ 3HAKU;

B) C TOMOIIbIO omnepannii «Boipe3aTh» U «BcTaBUTBLY», pacnoiiokute ad3albl B
nopsjike Bo3pactanusi HomepoB:1 234567 89 10;

') MEXy ab3aliaMy BCTaBbTE MO OJHOMU MTyCTOM CTPOKE;

n) coxpanute (aitn ¢ umeHem «llepectaHoBka a0G3aneB» B JUYHOM IankKe U
3aKpOUTE €r0.

3amanue 5. ®opMmaTupoBaHue a03a1eB TEKCTA:

a) co3maire HOBBIN AOoKyMeHT WOrd B IMYHOM Mamke;

0) ycTaHOBUTE BCE MOJIA 0 2 ¢M, ucnonb3ys «[lapameTpsl cTpaHULbDY;

B) BBIBEIMTE Ha SKpPaH rpaHUIbl TEKCTA M HenevyaTaemMble 3HaKH (Kak 3TO CAeNaTh
— CM. TEOPETUYECKUE CBEJICHMUS);

r) HabepuTe Ha KIABUAType TPEIIOKEHHBI HIDKEe TeKCT (pucyHok 1.18),
ycraHoBuB: mpudt TNR; pasmepl4 nr, MexaycTpouHblii MHTEpBaJ TOuyHO 12 mT,
BBIPaBHMBAHME IO IIMPUHE, PACCTAHOBKY MEPEHOCOB, paMKa HE HY)KHa!

A03al — 7T0 pparMeHT TEKCTa, 3aKaHYMBAIOIINIACS Ha)XxaTUeM KiaBuim Enter.
Dopmamupoeanue aozauees (TpeaBapUTEIHLHO BBIJICJICHHBIX a03ar1ieB)
npeaycMaTpuBaeT U3MEHEHHE OTCTYIOB a03alleB B TEKCTE, M3MEHEHHE WHTEPBAJIOB
MEXIy CTPOKaMH M MEXIy a03allaMy, YCTaHOBKAa KPAaCHOW CTPOKH, BBIpAaBHUBAHWC
a03areB — BeInoJIHAeTCS KoManaou I'y1aBHas/A03an Ha JIeHTE.

Pucynok 1.18 — O6pazen 1 BBoja U (hopMaTUPOBAHUS TEKCTA
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1) CKONUPYHTE TEKCT U BCTABBbTE 3 paza yepe3 UHTepBal — 24 nT;

e) oropmarupyite ad3aIs:

1-#1 ab3aw: oTCTYyN 1O MpaBOMy Kparo 6 CM, BEIpaBHUBAHME 110 JIEBOMY Kpalo;

2-i1 abzam: oTcTyn Mo JeBoMmy Kpato 6 cm, wuHTepBan nepex 30 mr,
MEKCUMBOJIBHBIM HHTEPBAJl YILIOTHEHHBIN | IT, BBIpaBHUBAHKE 110 IPABOMY KPao;

3-i1 ab3a1: OoTCTyH C JIEBOIO W IpaBoro kpas 2,5 cM, WHTepBal nocie 18 mr,
MEXCUMBOJIBHBIM HHTEPBAJl PA3PEKECHHBIN 2 11T, BRIPABHUBAHUE 110 LIEHTPY;

4-i1 a03al: BbIPAaBHUBAHUE MO IIMPUHE CTPAHULBI, MEKIYCTPOUHBIM HMHTEpBaI
JIBOMHOM;

X) coxpanute (aiin ¢ umeHeM «PopmaTupoBaHue ad3aleB» B JMYHOI Marke.

3aganue 6. [louck u 3aMeHa cJi0B, CHMBOJIOB!

a) coznaiTe HOBBIN nokymeHT Word;

0) ckomupyiite Teker ¢aina «Ilpoumeccop m mamsare» ([Ipuinoxenue B) w3
CETEBOTO JMCKA C 33JJaHUSAMH Ha YUCTYIO CTPAHUILY JOKYMEHTA;

B) YCTAHOBUTE BCE MOJIA 1O 2 CM;

I') BBIBEJMTE HA SKPaH IPAHUIIBI TEKCTA U HENeYaTaeMble 3HAKU;

) IO BUJY HETeYaTaeMbIX 3HAKOB YOCIUThCS B HAJUYUU JIUIIHUX Tpo0esoB (),
MSTKHX TIEpEHOCOB (™), pa3pbiBoB cTPOK- () 1 mycThIX cTpoK (1);

€) yIaJIuTe IMyCThIe CTPOKH, HCIOJB3Ysl KiaBuiry «Deletey,

K) yIalduTe JUIIHKE Tpooensl, ncnoibiys onepanuio «Ilonck u 3amenay:

~ BBITNIOJHUTE KOMaHy «3aMeHUTb» JIJIsl BEI30Ba JUAJIOTOBOrO OKHA,

- B crpoke «HaitTu» Haxkats 2 pa3a Ha knaBuiny «I[Ipo6en» Ha kiaBuatype, a B
CTpoke «3aMeHUThb Ha» HaXMUTE | pa3 Ha nmpober;

~ IIETKHUTE MBIIIBIO MO0 KHOMKE «3aMEeHUThb BCe» JIJIsi 3aMEHBbI BCEX JIBOWHBIX
poOeIIoB;

- mOpouduTaiiTe WHGOOpPMAIMIO O KOJMYECTBE BBIMOJHEHHBIX 3aMEH, B
MOSIBUBIIIEMCSI HA SKpaHe JUAJIOrOBOM OKHE M MOBTOPUTE OMEPAIUIO 10 TeX MOop, MoKa
KOJIMYECTBO BBITTOJTHCHHBIX 3aMEH HE CTaHET paBHBIM 0;

3) yaanuTe MITKHE ePeHOCHI, ucnoib3ys onepanuio «[louck u 3amenay:

~ BBITIOJTHUTE KOMaHIy «3aMeHUTb» JIJIs BbI30Ba JUAIOTOBOTO OKHA,

- ouncTtuTe CTpoKy « HauTm»;

- IIETKHUTE MBIIIBI0 MO0 KHOMKe «bojbmie» sl 0TOOpaXeHUsS W CKPBITHS
JOTIOJTHUTENIBHBIX YCIOBUH TTOMCKA U 3aMCHBI;

- HICMKHUTE  MbIIBIO 10  KHomke  «CnemuaabHbli»  (Jlo6aBiaenHue
CIEeNUAIBLHOI0 3HaKa) U BbIOepHuTe MyHKT «MsArkuii nepenoc» (B crpoke «Hadtm»
JIMAJIOTOBOTO OKHA MOSIBUTCS] COOTBETCTBYIOIIUNA CHMBOI);

~ OYHUCTHUTE CTPOKY «3aMEHHUTHh HaY,

~ IIETKHUTE MBIMIBIO M0 KHOMKE «3aMeHUTh BCe€» /IS YIAJICHHUS BCEX MSITKUX
IIEPEHOCOB;

1) CKJICHTE pa3opBaHHbIE CTPOKH, UCTIONB3Ys oneparuio «[lonck u 3amenay:

~ BBITIOJTHUTE KOMaHIy «3aMeHUTb» ]IS BbI30Ba JUAJIOTOBOTO OKHA,

- ouucTuTe CTpoKy « HauTmy;

- IIEJTKHHUTE MBIIIBIO 10 KHONKE «boJibiey;

18



~ IETKHUTE MBIIIBIO 1O KHOTIKE «CnenuaiabHbli» 1 BRIOepUTE MyHKT «Pa3pbiB
cTpokm» — B cTpoke «HaiTw» AMamoroBoro OKHA MOSBUTCS COOTBETCTBYIOIIHA
CUMBOJI;

~ OYHCTHTE CTPOKYy «3aMeHHThb Ha» W Haxmute kiapumy «Ilpoben» Ha
KJIABUATYDE;

~ IIETKHUTE MBIIIBIO IO KHONKE «3aMEeHUThb BCe» ISl 3aMEHbI BCEX Pa3phIBOB
Ha mpobelr;

~ 3aKpOWTE AUATOTOBOE OKHO 3aMEHBI;

K) ucrionib3ysl omnepanuio «Ilouck m 3amena», HalliuTe B TEKCTE U 3aMEHUTE
CIIOBA: KOMRIOmep Ha KOMRblIOmep, MUKOCXeMa Ha MUKPOcXema W JIPyTue OIIHOKH
ophorpaduu u popMaTupoBaHuUs, COXpaHss MEPBOHAYAILHOE KOJIMUECTBO a03alleB;

) coxpaHuTe (aiisl ¢ IMeHeM «3aMeHa) B JIMYHOM Marke.
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JABOPATOPHASI  PABOTA  2:
JTOKYMEHTA

HN3yyaembie BONPOCHI:
1 Pa30ueHue 10KyMeHTa Ha CTPAHUIIBI.
2 Hymeparus cTpaHMI] TOKYMEHTA.
3 Cosznanue orjiaBieHUs TOKYMEHTA.
4 CozmaHue crycKa JUTepaTyphl.

BbinoiHuB paﬁoTy, Bbl HAYYUTECH:

CTPYKTYPA

- pa30uBaTh JOKYMEHT Ha CTPAaHHUILIbI, BBIIEISS IEPBYIO CTPAHUILY;
- HYMEpOBaTh CTPAHUIBl JOKYMEHTa B 3aBHCHUMOCTH OT TpeOOBaHMI MO €ro

o(popMIIEHHIO;

— HCIIOJIb30BAaThb CTHUJIM 3aro0JIOBKOB, CO3JdaBaTb W PCAAKTHPOBATHL OIJIABJICHHC

JOKYMEHTA;
- €O03/1aBaTh U pEJaKTUPOBATh CIUCKA JTUTEPATYPHI.

2.1 TeopeTuyeckue cBeIeHUA

Pa30uBKa TeKCTAa HA CTPAHMLBI

Word aémomamuuecku npon3BoauT pa3OMBKY TOKYMEHTA Ha CTPAHUIIBI, HO MIPH

9TOM, HOMCpa CTPpaHUIl HC IIPOCTABJIAKOTCA.

Onnako, ecnu TpeOyeTCs ClenaTb HPUHYOUMENbHbLI nepexod Ha CICIYIONIYIO

HOBYIO CTPaHHUILY, TO, He Haxcumasn xiasuiry «Enter», HyxHo:

a) yCTAHOBUTE Kypcop B TOM MeCT€ JOKYMEHTa, ¢ KOTOPOro HaJ0o CHAelaTh

Mepexo] Ha HOBYIO CTPAHUILY;

0) BbInOTHUTE KOMaHAy «Pa3pbIB cTpaHunby Ha BKIajke «BeraBka» rpynimbi
«CTpaHuIbl» WK HAXMUTE KoMOuHarmio kiasumr «Ctrl + Enter» (pucynok 2.1).

@aiin [naeHan Bcraeka PazmeTka CTpaHuLbl CChInKm Paccelnkn

2 005 B HEDP2 d -

TutyneHan MMyctan | Paspelie | Tabnwua | PucyHok KapTuHka Curypel Smartart Juarpamma CHUM

CTpaHuua ~ cTpaHnua cTpaHuubl - -
CTpaHnub Tabnuubl Kankcrpadum

-

Pazpbie crpanuubl (Ctrl+Return)

Hauano cnegyrolweii cTpaHilel B NO3WLMKM KypCopa.

@ Ana nonyueHWA AONOAHUTENEHLIX CEEAEHWA HaXKMKTE kKnaeuwy F1.

Pucynok 2.1 — Bknagka «BctaBka». [ pynna «CtpaHuibby

Bcmaesxka HoMepoB cTpaHuIl Tpou3BoauTcs komaHao «Homep crpaHunb» B

rpynne «KoaonTuTyas» Ha BkIagke «BeraBkay (pucyHOK 2.2).

20



= 2

BepxHui HuseHmi Homep

| A

KONOHTUTYN ™ KONOHTUTYN T |CTpaHKUEl = M -

KONoOHTUTY kI lﬁ

E:|

B BB

1%

Pucynox 2.2 — Bkiagka «BceraBkay. ['pynina «KonoHTUTYIIBD)

B mosiBuBIIEMCS CIMCKe HYXXHO BBIOpaTh IOJIOKEHHE M (opMar HOMEpPOB

CTpAHHUII.

OrsaBijieHHe — 3TO CIIMCOK 3ar0JIOBKOB U TI0J[3arOJIOBKOB B TEKCTE C yKa3aHUEM
COOTBETCTBYIOIIMX CTpaHUIll. OOBIYHO OTJIaBJICHHE CO3/1aeTCsl MO0 Ha TepBOM, MO0 Ha

BEEp®Y CTRAHMUEI
BHU3Y CTRaHMLEI
Ha nonAx crpaHuubl

TekyLlee NoNoxKeHne

DOPMAT HOMEROE CTPAHML,..

¥aanuTe HOMEpPA CTPaHUL

]

r

]

g & Ctpoka nognncy -
(8} Nata u Bpema

Hagnuce Jkcnpecc-Bnokn Wordart

. bl Obwext -

Tekcr

T Q

Gopmyna Cumeon

- -

CHUME Okl

MpocToif

Mpocroii Homep 1

MpocToii Homep 2

Mpocroiil Homep 3

Mpocroii Homep

BepTHkanbHbIi koHTyp 1

BepTUKantHEIl KoHTYp 2

Co3nanue orjiaBJIeHUSA

HOCH@I[HCﬁ CTpaHnIC JOKYMCHTA.

Hpemz[e 4eM CO3aBaThb OIJIABJICHHUC HYXXHO OTMCTUTHL JJICMCHTBLI OTIJIABJICHUA,
T.C. 3ar0JIOBKH U I10A3ar0JIOBKH, KOTOPBIC 6yz[eT BKJIIOUYCHBI B OI'JIaBJICHHC. CI[GJ'IaTI) 9TO

MO>KHO JIByMS CLIOCOOaMHU:

— 100 OTMETHTE 3ar0J0BKH, MMOJIB3YACh rpynnoi « CTHIIN» Ha BKIIaKE

«I'naBHas» (pucyHok 2.3);
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m InaeHan Bcraeka PazmeTka cTpaHuLbl CChlkK Pacceingm

Y Tmestewko- 4 < & X a2 AaBG| AaboBe Aabol AaBoB AaBoB | A

Bcraeume . K & 9 - abe x, X - % - A - 3aronoeok 1 | T OGkIUHLI | 38r0N0B0K 2 3aroNOBOK 3 3aronoBoK . | V3MeHMTE
= # ®opwmar no oBpasuy — T o v

Bydep obmeHa LpngT CTnnm

Pucynok 2.3 — Bknanka «I 'maBHas». ['pynna «Ctunm»

— aub0 OTMEThTE YPOBHM, TNOJB3YysACh KOMaHI0N «/l00aBUTH TeKCT» B
rpymnne «OriaBjieHue» Ha BiIagke «CcbUIkW» (WM KOMaHIONW «A63am» B
KOHTEKCTHOM MEHIO) (PUCYHOK 2.4).

m [naeHan Bcraeka PazmeTka cTpaHuLbl Ceblnkm Paccelngn PeleHInpoBarne Bug

=¥ NoBaeuTs Teker ~ AR [}y BCTABUTL KOHUEEBYH) CHOCKY b () Ynpaenenwe nerouHnkanmi
2 O6HoBuTL TABANLY Ag Cne yroLLan cHoCKa ~ — I Crune: APA Fifth Edition -
Ornaenexne Bcraeute Bcraeute
- cHocky couinky &P Cnwncok nuTeparypel ~

OrnaenexHne CHOCKW CCBINKN W CNKCKKN NUTERATYDBI

AobaBuTh TEKCT

MomMeTKa TeKyLLErD ab3ala kakK 3NEMEHTa OTABNEHUA.

@' AnA noAyueHHA AONONAHUTENEHLIX CEEAEHWA HaXKMKTe knaeuwy F1.

Pucynok 2.4 — Bxknagka «Ccpuikuy. ['pynna «OrnaBnenue». Komanaa «Jlo0aBuTh
TEKCT»

B nmepBoM ciywyae 3arojJoBOK OTMEYAETCS KaK »JJEMEHT OIVIaBJICHUS, H
U3MEHsAETCs ero GopMaTUPOBAHUE B COOTBETCTBUU C BHIOPAHHBIM CTUJIEM.

Bo BTOpOM ciyyae 3aroIoBOK OTMEYAeTCsl KaK 3JEMEHT OIJIaBJIECHHUS, HO €ro
(dbopMaTupoBaHue, Kak IPaBUIIO, HE U3MEHSETCS.

Jlanee s CO31aHMs OIVIABJIICHHSI MCIOJNB3YyEeTC KOMaHnaa «OrJyasjeHHe» B
rpynne «OraaBiaenue» Ha Bkiaake «Cceblikm» (pucyHok 2.5). B mosBuBmemcs
CIIUMCKE MOKHO BbIOpATh CTUJIb OTJIABJICHUS WM YKa3aTh MOJb30BATEILCKUE apaMETPhI
(pucyHok 2.6).

Word mnpeasmaraeT  HECKOJIBKO  CTaHAAPTHBIX  ¢hopmamoe  OTIIABJICHUS
(xmaccuueckuit, GopMalIbHbBIN, IPOCTOM U T.I1.).

[Io ymMOJlMaHHMIO HWCIIONB3YETCS YCTAHOBKA U3 WiAOI0HA, KOTOpas IO3BOJIAET
CO3/aTh OIJIaBJIEHHE HA OCHOBE IIa0J0HA TEKYIEro JOKYMEHTA.

OrnaBieHHue TPAKTyeTCsl KaK €MHOE I0JIe — IPU BbIAECIEHUN OHO OTOOpakaeTcs
Ha 3areHeHHoOM ¢onHe. Ho, kak 000 TeKCT, ero MoOXHO (OPMATUPOBATH,
IIPEABAPUTEIILHO BBIIEIUB HYKHBIN JIEMEHT.

MoxHo MonupuIMpoBaTh GOpMAT OTJIaBICHUS, T.€. U3MEHATh CHUIU, U3MEHSTh
YUCIIO YPOGHel WU 3anojHumesns. J[Ji1 3TOro HYXKHO, NPENABAPUTEIIBHO BBIIACIUB
OrJIaBJIEHUE WLIEIYKOM MBIIH, BBIIOTHUTE «CeblIKkm» —«OriasjeHue» —
«OrunasJjieHne.

JInsi M3MEHEeHUusi cmujisi MOXKHO BOCHOJB30BAaThCSl KHOMKOW «M3MeHMTB» Ha
BKIaJiKe «OrJiaBjieHue» okHa «OrJiaBjieHue». BeIOpaB COOTBETCTBYIOILIME MTapaMETPhI
B TMAJIOTOBOM OKHE, IeNKHUTE 1o KHOTKe «OK» (pucyHok 2.7).
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m [naeHan Bcraeka PazmeTka cTpaHuLbl Ceblnkm
;
OrnaenexHne

-

[JoBaBHTE TekeT = [y BCTAEMTL KOHUEBYIO CHOCKY

2 06HoBMTL TaBANLY hg CnedytoLLan cHocka -
Bcraeute
cHOCKY = MokazaTk cHockM

| BcTpoeHHbIH

[Auﬂ}coﬁupaemoe ornagnexune 1

Ornasnenue
FATDTIOBOK | o.eereeneereevsrnnscasnsssemssresssns snsesssa s emssresssnnsssnsssssssscmssaesssmssssnsssssssnsmsrnesssmssnse |

T4 PP |

AeTocobupaemoe ornagneHue 2

Ornasnenue
FATOMOBOK 1 _.oeeeeerecvesinscan s s s e sssns snnesse s cmssressssnsssnsssessss caseeesssmnsssnsssssssnsnsressesmssnse |
FATOMOBOK 2 ....ooreesescmse e nscssssnsmssreses s snsassansssassrnssnsassnsassansssnssesssmansrnssssmssnse |

Pyl-IHDE ornagneHle

Ornannenue
Beeaure Hassanme raasst (YPoBenb 1) e 1
BReaHTE HAIRAHHE TIABKL (YPOBEHE 2).0.uiiiiesemessis s ssssenssesrssssessesses sesssenssnsssnssnssess &

BEEAWTE HEIEEHWE MAEH [YPOBEHE 3] ettt eneee
Beeaure nazsanue raasel (YPOBeHE 1) e 4

Foamors masooous rraocs (unaoaoc T 5

OrnaeneHue...

¥AanuTe OrnasneHue

B COXpaHWTE BbIAENEHHBIN GPArMEHT B KOMNEKLMK OFNEENEHMI...

Pucynok 2.5 — Bknanka «Cebuikn». ['pynna «Ornasnenue». Komanga «OriaBieHue»
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Jlost

Ornasnexue ? >
Viazatene  Ornasnedwe  CNMCOK MAMKCTpauMid  Tabiuua Couinok
Obpazel NeyaTHOro AOKYMEHTa Obpazey Beb-pokymeHTa
3aromoBok 1 1 ~ | |3aronoBok | ~
3aroI0OBOK 2.................. 3 3aroJIOBOK 2
3aroIoBOK 3 ........... 5 3aroJIOBOK 3
w W
MokazaTs HoMepa CTpaHuL MMMNEPCCLUTKY BMECTO HOMEPOE CTPaHNL
HomMepa cTpaHuy Mo NpaeoMy Kpaw
3anonHuTens: | ...... e
Obwme
@opmatel: | W3 wabnoHa o
MNapaMeTpel... HaMeHuTL...
OTMeHa

Pucynok 2.6 — OxHo «OrnaBnenuey». Bxianka «OrnaBieHue»

CTunb ? X
BrifepiTe HYKHEIA CTHAL ANA 3NEMEeHTa YKa3aTens

CTunM:

OrnaeneHue 1

T Ornaeneuue 2
T Ornaenenue 3
T Ornaenenne 4
T Ornagnenne 5
T Ornaenenue 6
T Ornagneuue 7
T Ornaenenue 8
T Ornaenenne 9

Obpazey
Times New Roman S
Bez npoBepkn NpasonUCaHnd, MHTepBan ~
Mocne: 50T
Noz.Tabynauwu: 0,71 cM, no neeomy kpawr + 16,98 cm, no
NPaBoMy Kpaw,3anonHWTenb: ..., CTiab: OBHOBNATE R

OK OTmeHa

Pucynok 2.7 — Oxkno «Ctriib»

TekcT B caMOM OTJIaBJICHUMU MEHSTh HE PCKOMCHAYCTCS, HO OOHOBIJISITH €T'0 MOJKHO.

O9TOIro noc.ie

6HECeHUA UBMEHEHUU 6 meKCcm 00Kymenma

CleyeT

BOCITIOJIB30BATbCA KOHTCKCTHBIM MCHIO OIJIABJICHUSA, 4@ UMCHHO ITYHKTOM «OOHOBHUTH
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nojse». B okHe «OOHOBJIeHHE OIJIABJIEHUS» BbIOPaTh «OOHOBHTH IEJTHKOM)
(pucynoxk 2.8).

CONEP/KAHIIE
BBEJTEHUE ...ttt ettt ettt ettt ettt et e e et e e et e e et e e e e e e e e e e e e aaaaaanaanaaans 4
JIABOPATOPHAS PABOTA 1: BA3OBBIE IIPMEMBI PABOTBI C
TEKCTOBBIMM JOKVYMEHTAMEL.......cooiiiiiii e 5
1.1 TeOPeTHUYECKHE CBEMEHIIM ..o..ouuunteeeeeieeeeeaiaaia e e aaaaeaenananennna e aaaaeeeeneennnnnnnns 5
1.2 ITIPAKTHYCCKHE 3ATAHII . ...ooetueininee e eeeieaiiai e e e e e e eae et eentaan e e e e e eeeaeeeennsnnnnnns 16
JIABOPATOPHAS PABOTA 2: (IR ETNPAJTOEVAIEHTA L. 21
2.1 TeopeTHUeCKHE CBETAEHHA ki 4 4.5 %7 A o eiiiieeiseee e 21
2.2 IIpakTHYECKHE 3a,uaHHﬂ|... ........................................... 30
O6HOBNEHME OTNABAEHMA ? X

BuifepiTe oauH W3 PEXUMOE 0GHOBNEHMA OTNBNEHNSA:
() ofHOBWTL TONLKO HOMEPa CTPAHNL]

III|I
=

OTMeHa

Pucynok 2.8 — KonrekctHoe mento. [TyHKkT « OOHOBUTH T0JIEY.

JloryckaeTcsi OOHOBIATH TOJBKO HOMEpa CTpaHUl], UChoib3ys «OOHOBHTH
TOJILKO HOMEpa CTPAHUI» B KOHTEKCTHOM MEHIO OIIaBiieHUs] « OOHOBUTH MOJIe».

OriiaBiieHHE COAEPKUT CIIUCOK COJEPKAIMUXCSA B JOKYMEHTE TEM M IO3BOJISET
OBICTPO MEPEXOJUTh OT OAHOW TeMbl K Apyrou. Eciam, HaXxonasch B OIJIABJICHUU MPHU
Hakarol kimaBuiie «Ctrhy menkHyTh J1eBOH KHOIIKOW MBIIIHA HA 3JIEMCHTE OTJIaBJICHUS,
TO IPOU3OUIET A6MOMAMUYECKUU TIEPEXO] HA Ty CTPAHMIYy AOKYMEHTA, C KOTOPOU
HAaYMHAETCS BbIOpaHHAs TeMa.

Co3naHne CIUCKA JIUTEPATYPbI

[Ipn HamucaHuu pas3HBIX HAYYHBIX paboT, Oyab TO IIKOJBHBIN pedepar wuiu
JIOKTOpCKasi JTUccepTarusi, 00s3aTeTbHO BO3HHUKAET HEOOXOIMMOCTh B O(POPMIICHUH
cnucka nureparypel. Haumnas ¢ Bepcum Word 2007, mosSBUIMCh HOBBIE CPEJCTBA,
KOTOPBIE 3aMETHO YTMPOIIAIOT 3TOT ATAI MOJATOTOBKA HAYYHBIX TPYIOB.

PaGoTtas Hajg &OWUIJIOMOM WM KYpPCOBBIM TIPOEKTOM, CTYJIEHT, KakK IMPaBUIIO,
JIeIaeT CHOCKM Ha JMTEPaTypy, pa3Melias WX B KOHIIC CTPAHMIIBI WM K€ B KOHIIE
nokymeHTa. Eciu B paboTe Ha OJIHY M Ty )K€ KHHUTY HY)KHO CCBHUIAThCS HECKOJIBKO a3,
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TO HY>XHO WM BBOAUTH JAHHbIE O HAa3BaHWM, TOJE W3JAHMs, U3JAaTEIbCTBE M IIP.
BTOPUYHO, UJIU KE UCKATh MEPBYIO CCHUIKY.

Korma pabora Haj mpoeKTOM MOAXOAMUT K KOHILY, HEOOXOAMMO MPOCMAaTpPUBATH
BCE ITH UCTOYHHKU M BBIHOCUTH MX B CHUCOK JuTepaTypbl. Kpome 3TOro, Hy>)kHO He
3a0bITh O TE€X KHUTAX, JKYPHAJIbHBIX CTaThAX M NPOYMX HCTOYHUKAX, HA KOTOPHIE
MPSIMBIX CCBUIOK HET, HO KOTOPBIE TAK)KE€ HEOOXOAMMO BHECTH B CITHCOK JINTEPATYPHI.

B Word 2007-2010 Bce 3Tu 3amaHus 3aMeTHO ympoleHbl. st paboTel ¢
VMCTOYHHKAMU HYKHO IepedTH Ha BKIAAKY «CebIJIKH» M 0OpaTUThCS K KHOIKaM
rpynibl « CChUIKH M CITMCKH JIUTEPATYPbI» (PUCYHOK 2.9).

Daiin [naeHan Bcraeka PazmeTka cTpaHuUbl CCbUNKN Paccelnkn PeueHInpoEaHne Bug

[Zw Aobaeuts TekcT ~ B [y BeraewTe koHuesyo chocky | [= (4} Ynpaenexue ucTouHUKaMY
=¥ OBuoBuTE TabBnuuy Ag CRegyroLan cHoCKa - — I Crune: APA Fifth Edition -
OrnaeneHne Bcraents Bcraents
= 1 ] 1| -
. cHOcKy ceuinky &P Crucok nuTepaTtypel
Qrnaenexue CHOCKHN CChUTKH W CMIMCKM NHTEDATY b

Pucynok 2.9 — Bknanka «Cepuikm». ['pynmna « CChUIKM M CITUCKY JIUTEPATYPBI».

J{nst mo0aBJieHHsI HOBOTO MCTOYHMKA BBITIOJIHUTE CIEAYIOIIEE:

1. Haxxmute kHONIKY « BCTAaBHTB CCBIIKY» U BbIOEpUTE KOMaHAY «/[00aBUTH
HOBBI HCTOYHUK» (PUCYHOK 2.10).

PazmeTka cTpaHuubl Ceblkm Pacceinkmn PeleHsnpoeaHue

ABl [y BCTaBMTL KOHUERYHO CHOCKY ) YnpasneHue MCTOYHMKaMM
AE Crefyollan cHOCKa ~ — G Crune: APA Fifth Edition ~
BcTaBnTL BCTaBUTL
! . . R
CHOCKY cebUKy ﬂj CNUCoK nuTepatypel

CHOCKW

&7  [oBaEWTk HOBLIA HCTOYHKE..,

y " .
=2 [JobaewTe HOEBBIW 2AN0NHUTESb...

Pucynok 2.10 —I'pynmna «ccbliku U criucku Jutepatypb». Komanaa «/{006aBuTh HOBBIIM
VUCTOYHUK»

2. B okne «Co3xaTh HMCTOYHMK)» BBIOEPUTE TUN MCTOYHUKA. DTO MOMKET
ObITh KHMIA, pa3/iesl KHUTH, KypHAJIbHAs CTaThs, CTaThsl B MEPUOAUYECKOM H3IAAHUM,
BeO-y3en, JIe70, MaTepuainbl KOH(EpPEeHUUH, UHTEPBBIO, (QUIbM, CHEKTaKIb,
ayJIMno3anuch u T.71. (pucyHok 2.11).
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Co34aTh MCTOUHMEK ? *

Tun MCTouHuka | KHura s Azelk | [0 yMONUYBHUD b
NanA cnvcka nWTepaTypel AnA APA Fifth Edition
Agrop | C.KM., Makapoea V2MEHHTE
|:| KopnopaTHEHEIA ABTOp
HazeaHWe DHOHOMWKO-METEMaTMUECKME METOAE W MOAENW. 3a0aUHHK.
lfog (2009
Nopog | Mockea

WanaTenbcreo  |MagaTenscreo "Kuopyc'|

[ | NokasaTe Bee Nons cMcKa NHTEpaTYPLI

HmMaA Tera MNpumep. Wagatenscreo "Adventure Works"

M09 SIEE

Pucynok 2.11 — OxnHo «Co31aTh UCTOUHUK»

3. 3anoaHUTE TMOJIS CIUCKA JIUTEPATyphl: Ha3BaHUE, aBTOp, TOJ M TOPOJ
BBIITyCKa, M3JaTeiIbCTBO. OOpaTUTE BHHUMAHHUE, YTO 3TH IIOJISI MOTYT H3MCHSTHCS, B
3aBHCUMOCTH OT TOTO, KAKOW THII UCTOYHHKa BbIOpaH. Takike MMeeT 3HaUYCHHE, KaKoh
BBIOpaH CTWJIb crircka JurepaTypsl. [1o ymomyanuto ucnons3dyercs 'OCT, omHako BbI
takxke MoxeT BeiOpaTh ISO 690, Turabian, MLA, APA, Chicago, GB7714, SIST02 u
npyrue. Beibop cmucka ocymiectBisiercss B MeHIO «CTwib» B rpymme «CCbLIKH U
CIUCKH JINTEPATyph» (pucyHOK 2.12).

PazmeTka cTpaHuLbl CChInKm Paccelnkn PeleHInpoBarne Bug MathType
)‘KBJ [y BCTABMTL KOHLEBYHO CHOCKY ﬁ &) ¥npasneHue MCTOUHMKANMM ﬂ ) CRMCOK AN CTRAELMi
= ) m £
J‘\E ChegywoLLaA cHOCKa R Crune: |FOCT - copTHpO| -
BCTaeuTs BCTaeuTs R - -
CHoCKy CCuinKy i Crucok APA Fifth Edition lepekpecTHan coelKa

Chicago Fifteenth Edition
GBT714 2005
IS0 630 - nepewlil 3NeMeHT W AaTa

CHOCKW CCBINKN W CNKCK d3EaHHA

150 690 - unppoean ccolka

MLA Sixth Edition

SISTO2

Turabian Sixth Edition

FOCT - cOpPTUROEKA NO UMEHAM
FOCT - cOpPTMPOEKA NO HAZEAHWAM

Pucynok 2.12 —I'pynna «CcblIKH U CIUCKA JIUTEPATypbD». MeHro «CTrib»
4, Ecnu  oOs3aTenpHbIX TOJEH  HENOCTAaTOYHO, YCTAaHOBUTE  (DIIAXKOK
«IToka3zaTh Bce MOJISl CHUCKA JHMTEPATYPbD», 4TOOBl OTOOPA3UTh AOMOIHUTEIIbHBIE

nosist (pucyHok 2.13). Cpenu Hux Qamwims penakropa, YMCIO TOMOB, KOJIHYECTBO
CTpaHUll, CTAaHJIaPTHBII HOMEP U M.
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Co31aTh MCTOUHMK ? *

TN UCTOYHKKE ~ Azbik | M0 YMONUBHWKD ~
Mons cnucka nutepatypel Ans APA Fifth Edition
*  AsTop H3MEHHTE ~
|:| KopnopaTeHkIi ABTOp
* HazeaHue
*  HazeaHwe XypHana
ropon
* Top
Mecau
[leHb
*  CTpaHnubl
PenakTop M2MEHHTE
WzgaTenscreo
T ~
MoKasaTh BCe NONA CHUCKA NUTepPaTyphl *  PeKOMEHAOEGHHOE None
WmA Tera
3anonHUTENb1 Otmexa
Pucynok 2.13 —Oxno «Co3nars uctounnk». @naxok «lloka3aTe Bce moss crnucka
JUTEPATYPHDY
S. Haxwmure xHOomky «OKy», urobsl mo6aButh uctoyHuK. Ccbulka Ha

MCTOYHUK OyJeT MOMEIIeHa B TOM MECTe, Tie ObLIT YCTAaHOBJICH Kypcop.

Ecnu B mporecce paboThl HaJl TEKCTOM HEOOXOJUMO CHOBA BCTaBUTH CCBHUIKY Ha
TO JK€ HW3JaHHWE, TMPOCTO BHIOEpUTE €ro U3 chucka «BCTaBUTBH CCBUIKY», Kyna
MOMEMIAIOTCS BCE HMCTOYHUKH, C KOTOPHIMH BBhI pabOTaeTe B paMKax TEKYIIETO
JTOKyMeHTa (pucyHok 2.14).

PazmeTka cTpaHuUbl CChINEN Paccelnkm PeueHInpoEaHne

ABl .__[}'1 BCTAEWTE KOHLUEEYHD CHOCKY j e} ¥NpaeneHue HCTOUHHKaMK
AE Cnegylollan cHOCKa ~ = I Crune: APA Fifth Edition -
Bcraents BcTaeuts
' ' ' el T
CHOCKY cobnKy * @ Crucok nutepatypel
CHOCKM Monoe A.M., Mothukor B.H.

IKOHOMWKO-MaTeMaTHyeckme
MEeToael M Mogenw, (2012)

&  [NoBaBuTh HOBLIH MCTOUHWEK..

y - "
= [JoBaeuTe HOELIA 2aN0NHWTENE...

Pucynok 2.14 — Bknagka «Ccbutkuy ¢ 700aBICHHBIM HCTOYHHUKOM

[Tocne 3aBepuieHuss pabOThl HaJ HAYYHBIM TPYIOM CIHCOK JIUTEPATypbl MOXKET
ObITh coO31aH aBTOMaTHuecku. OFHAKO TMpeXIe HMEET CMBICH TMPOCMOTPETH BCE
MCTOYHHUKH, KOTOPbI€ ObUIN JOOABIIEHBI, U ONPEACIUTHCS C TEM, HY>KHO JIM BHOCUTH UX
BCE B CIHCOK JIATEparypbl. IS 3TOro HaXMHUTE KHONKY «YIpaBJieHHe
HCTOYHUKAMIW» B Tpynne «CChUIKM U CIIMCKH JIUTEPATYPbI» Ha BKIaAKe « CCBIKNY.
B okne «/lucnmeryep MCTOYHHUKOB)» MOKHO BBINNOJHATH IOUCK CPEAU JIMTEPATYPHI,
COPTHPOBATh KHUTH U JIPYTHE€ MCTOYHMKHM IO HA3BAaHHIO, IO MMEHA aBTOpa, MO TOAY
BBIITYCKA U O JPYrUM KpuTepusiM (pucyHok 2.15). Takke HEermocpencTBEHHO U3 3TOTO
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OKHa MOJXHO CO3aBaThb HOBbBIC HCTOYHHUKHN U PCAAKTUPOBATL UMCHOIIUCCH.

[ucnetuep UCTOUHMKOE ? X
Mownck: CopTupoBKa nNo aeTopy ™
WCTouHMEN:

[NaBHbIM CWCOK TeryLui CMcoK
Monoe A.M., MOTHWUKOE B.H.; 3KOHOMKKO-METEeMaTHYECKWe METOALI M M | KonuposaTk -> Monoe A.M., MOTHWKOE B.H.; SKOHOMUKO-METEMETHUECKWEe METOOLI 1
Llleayenko A.C., Woparumos C.A.; YncnenHsle MeTodsl (2016 - LWeeyeHKo A.C., MBparumoe C.A.; Y4cneHHble MeTogel (2016)
¥aanuTe
M2MeHnTb...
Co3garb...

¥ UMTHPYEMBIA HCTOUHHK

?  zanonHuTENb

O6pazey (FOCT - COPTUPOBEKE NO UMEHAM ):

LWesyeHko A.C. UBparumos C.A. YucneHHble metoabl [KHural. - BapHayn : Usgatenscteo "AnTalicKuid rocyaapcTBeHHbIR

yHueepcuTeT”, 2016. - cTp. 199.

3aKpeITe

Pucynok 2.15 — OxHo «/lucneTyep HCTOYHUKOBY

Jns aBTOMATH4eCcKOro [100aBjieHMsl B JOKYMEHT CHHMCKAa JIMTepaTypbl
HaXMUTE KHONKY «CHHCOK JHTEpaTypbl» U BbIOEpUTE OJUH U3 BAPUAHTOB
o(opMIIEHUS CCBUIOK: KaK CIIMCKA JINTEpaTypa WIH Kak HUTUPYEMBIX TPYAOB.

PazmeTka cTpaHuubl Cehlnkn Paccelnku PeueHzvpoeaHue Bug MathType

ABl ._.[-;,] BCTEBNTE KOHLEBYHD CHOCKY y :’@ ¥YnpaeneHue NCTOYHHKaMK o ] Cnucok wankcTpaumii 1
=" = = [

AE Cnegylollan cHOCKa ~ \Z Crwne: MOCT - copTpo -
BcTaeuTe BCTaBuTE | 1 BcTaeute MomMeTHTe
CHOCKY cehbIky ™ a! Cucok nureparypei Hazeanwe - [NEPEKPECTHARA CCLIKA | 3pepmenT
CHOCKM : Ccel BerpoeHHBIR L

i1 Cnucok AuTepaTyphl

CnHcok JuTeparypbl

Benor Hrops Coznanne nyGnukamnd [Kaura). - Tomek @ Tome, 2005,
Merpoea Onera Hakonaesna Kak cocrapnare cnuckn nureparype [ Kaura). -
Mockna : Hagarensctao "Adventure Works", 2006,

Capopor Masen Cenngn # nurare |[Kuura). - Teeps @ Hayxa, 2003,

LiuTHpyeMble TpyAb

LInTHpYeMBIe TPYALI

bBenor Hrope Coznanme nydnukamms [Kaura), - Tosmck @ Tome, 2005,
Merposa Onsra Hakonaesna Kak COCTABNATE CNHCKH nHTeparypst [ Kuura). -
Mockea : Manarenscrso "Adventure Works", 2006,

Capnopos ITasen Cepinky 1 uprare: | Knnra). - Teepe : Hayxa, 2003,

ﬂj EcTaEuTL CNUCOK AUTepaTypLl

Pucynok 2.16 — Bknagka «Ccblikny». KHonka « CIHCOK TUTEpATYpPh»

Ucnonp3yiite MeHI0 «CTWIb», 4TOOBl M3MEHHUTH O(OPMIICHHE ITOTO CIUCKA U
T0JIsI, KOTOPBIE€ OYTyT BBIHECEHBI B ATOT CIIUCOK
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2.2 IlpakTHyeckue 3a1aHus
1. Cxonupyiite aitn «Teker aasi orsnaBiaenus» (Ilpwioxenue /) B IudHYIO

2. Otkpoiite daitn « TekeT AJs1 OTJIaBJeHUsD> U YCTAHOBUTE:!
~ TIOJIS: BEPXHEE U HUKHEE MO 2 CM, JIEBOE 3 cM, mpasoe 1,5 cm;
- aBTOMAaTHYECKYIO PACCTAHOBKY IEPEHOCOB.
3. BoiBeuTe Ha HKpaH rpaHUIIbl TEKCTA U HEMeuaTaeMble 3HAKH.
4. OTpegakTUpyHUTe TEKCT, UCIOJIb3YSl OINEpaluio «3aMeHUTb» (JUIIHUE WIH
MPOIYIIEHHBIE TPOOEIIBI, pa3pbIBBI CTPOK, Opdorpaduueckue OmMOKY  T.11.).
5. BBIpOBHSAWTE TEKCT MO MIMPUHE CTPAHMIIBI, YCTAHOBUTH B Ka)KIOM ald3ale
KpPacHYIO CTpOKY 1,25 cM ¥ MOJIyTOpHBIA MEKIYCTPOUYHBIA HHTEPBAI.
6. [ToMectuTe KakIblil pa3fen TEKCTa Ha OTIEIbHYIO CTpaHUILy, HCIOIb3Ys
pa3pbIB CTPAHMIIBI.
7. IIpoHymepoBaTh BCE CTpaHUIIbl, KpOME NEPBOM (BHU3Y CTPAHMIIBI, 110 LIEHTPY).
8. OTMETHUTBH 3JIEMEHTHI OIJIaBJIECHUS JIFOOBIM CIIOCOOOM:
~ 3arosoBku BBenenue 1 3akii04eHHe OTMETHTE KAK 3ar0JIOBKH 1-TO ypoBHS;
~  3aroJIOBKH pa3zesioB ¢ 1 Mo 8 0TMEThTE KakK 3arojoBKH 1-To ypoBHS;
- momzaronioBku: 6.1, 6.2, 8.1 u 8.2 0TMEThTE KakK 3ar0JI0BKH 2-TO YPOBHSI.
9. Ilepeiigute B HaYalIO TOKyMEHTA, BCTABbTE HOBYIO CTPAHHUILY ITOCIIE HA3BaHMUS.
10. Co3zpaiite oriaBieHne, BBI3BAB JUATOTOBOE OKHO «OriiaBjieHue.
11. IIpu HEOOXOAUMOCTH, YCTABUTh (DIAKKH:
- Iloka3aTb HOMepa CTPAHMUIL;
- Homepa cTpaHun 1o npaBoMy Kparo;
~  3amoJIHUTEJIb [10 CBOEMY YCMOTPEHHIO;
- @opmar u3 madoHa;
- YpoBHu 3.
Hanee Haxxatb kHonkKy OK 11151 3aBepiiieHus co3jaHus OIJIaBJIE€HUS U IPOCMOTPETh
MOJIyYE€HHBIN PE3YJIbTAT.
12. OrdopmatupyiiTe 3aroJiOBKU 6 MeKcHie OOKYMEHMA, VCTIONb3ysl KHOIKY
«DopmMmar o odopasiy»:
~ JUIsl 3arOJIOBKOB Beedenue, 3axntouenue v pasnenoB ¢ 1 mo 8 — ucnonb3ys
komaHael «llpugr» (TNR, nmomyxupnsiii, 18 nr, Bce mnpomnucHeie) u Ab3ail
(BpIpaBHMBAHUE MO LIEHTPY; NIEpBasi CTpoka 0e3 oTcTyna; 0e3 nHTepBaja Nepes 1 Mocie;
OJIMHAPHBIN MEXTyCTPOUYHBIA HHTEPBAN);
~ Juts mo3arojoBkoB 6.1, 6.2, 8.1 u 8.2 — ucnons3ys komauas! «Ipudr» (TNR,
MOy KUPHBIN, 16 mT, 0OBIUHEIN) 1 A03an (BRIpaBHUBAHKE 10 IICHTPY; MEpBas CTPOKa
0e3 orcTyma; 6e3 UHTepBaja Mnepea U Nocjie; OJUHAPHBIN MEXAYCTPOUHBIA UHTEpPBaN).
Ilpumeuanue: oquHAPHBIN HIETYOK MO KHOMKE MO3BOJISET KOMUPOBATH (pOpMAT TOJIBKO
OJIMH pa3, a ABOMHOM IIETUYOK MO0 KHOIKE MMO3BOJISIET KOMUPOBATh (hOpMaT MHOTOKPATHO.
JIns BbIXOJ@ M3 3TOrO peXuMMa HaJ0 HaXKaTh KJaBHILy «ESC» WM OTKaTh KHOIKY
«DopmMar o odopasiy».
13. OO6noBuUTE OrNaBlIeHUE, BBIOPAB B €70 KOHTEKCTHOM MEHIO MMyHKT «OOHOBHUTH
noJie» — «OOHOBUTH LEJTHUKOM).
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14. Otdopmartupyiite mexcm oz2nagnenus: mpudpt (TNR, oObrunbni, 14 T,
OTMEHHTD BCE MPOIUCHBIC) U YCTAHOBUTE IBOMHON MEKAYCTPOUHBIA MHTEPBAJL.

15. Coxpanute daiin c umeHeM «OrJiaBjieHre» B JTUYHOH Marke.

16. Co3paiite criucok aureparypsl U3 10 pa3nmUYHBIX HCTOUHUKOB.
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JIABOPATOPHASI PABOTA 3: CIHEINHWAJIBHOE
OOPMATUPOBAHUE AB3AILIEB. KOJIOHTHUTJIbBI

HN3yyaembie BONPOCHI:

CozpnaHue CIUCKOB.

Co3nanue KOJOHOK.

Coznanne OyKBHUIIBI.
YcTaHOBKa CHOCOK.

Co3iaHre KOJOHTHUTYJIOB.

Y cTaHOBKa rpaHUI] ¥ 3AJIMBKHU.

ook wdE

BoinosinuB padoTy, Bbl HAyYUTECh:

~ co3maBaTb M (popMaTUpPOBaTh  HYMEPOBAHHBIC, MapKUPOBaHHBIE U
MHOTOYPOBHEBBIE CITUCKH;

~ npeoOpa3oBhIBATh TEKCT B CIHCOK M HA00OPOT;

~ npeoOpa3oBhIBATh TEKCT B KOJIOHKH U HA00OPOT;

~  HU3MEHSATh Pa3MENICHUE TEKCTa B KOJIOHKAX;

- co3JaBaTh OYKBHUILY;

~  YCTaHaBJIUBATh OOBIYHBIE U KOHIIEBBIE CHOCKHU;

~  €O3/1aBaTh KOJIOHTUTYJIBI;

~  YCTaHaBJIMBATh I'PAHUIIBI U 3AJIMBKY a03alleB U TJOKYMEHTOB.

3.1 TeopeTuueckue cBeeHUs

Co3nanue CnuCKOB

CnmMcok — 3TO TOCIENOBATENbHOCTh CTPOK, B KOTOPBIX COJEPKATCS JaHHbIE
omHoro tuma. B Word pa3nuuaroT TpH OCHOBHBIX THUIMA CIHCKOB: IPOCTHIE,
MapKUpOBaHHbIE U HYyMEPOBAHHBIE.

IIpocToii cnmUCOK HE MMEET HU MapKEepOB, HU HOMEPOB M OTIMYAETCS OT
OCTaJIbHOT'O TEKCTA YBEJIUUYEHHBIM OTCTYIIOM.

[Ipocreitmmii cnocod co30anus Takoro CIUcKa:

—  BBEJUTE MEPBbIA JIEMEHT CIINCKA,

L
]

— Ha Bkimagke «[aBHas» B rpynmne «A03am» HAKMUTE KHONKY
«YBeJIHYUTH OTCTYI» (PUCYHOK 3.1);

— BBEIUTE OCTAJIbHBIE 3JIEMEHTHI CIUCKA; KaXIbld 3JIEMEHT CIHUCKa MPU BBOJE
JIOJDKEH 3aKaHYMBAThCS Ha)KaTUEM KiaBulun «Enter.

HNunave:

—  BBEJUTE BCE JIEMEHTHI CIIMCKA C NIEPBOM MO3ULIUU TEKCTOBOTO KypCopa;

—  BBIJIETIUTE 3JIEMEHTHI CIIUCKA;

— HaXMHUTE KHOMKY %
YroObl 6epHymbcsa K OOBIMHOMY TEKCTy, CIEAyeT HaXaThb KHONKY =
«YMeHbIIUTDH OTCTYID».
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InaeHan BcTaeka PazmeTka cTpaHuubl CeblIKn Paccelnkm PeueHzvpoeaHue Bug

. P = _ = = (=
Times Mew Ro - 12 - A A Aa- | By, iz LT Lo E[(E| AT
K K 49 - abe x, X - .AL | EE E|E| = -

¢ @opmart no obpazuy —

zp ofmeHa 1 WpngT ABzay ]

Yeenuuute oTLTYN

YEENWUEHWe YPOBHA oTcTyna abzaua.

Pucynok 3.1 — Bknanka «'maBuas». ['pynmna «A63amy. KHonka «YBeTu4uTh OTCTYI»

MapKl/lpOBaHHble H HYMEPOBaAaHHBIE€ CITMCKH CO3JAr0TCs C ITIOMOIIBIO KHOITIOK Ha

- —_

- —_

geare = = 7 («Mapkepb» u «Hymepamus»). TaMm ke MOKHO BBIOpATh CTHIIM
HyMepaluu WIA MapKepa, Hadallo OTCYeTa, 33JaTh HOBBIC CTWIH, HWCHOIB3Ys
PaCKpBIBAIOIIUECS CIIUCKH (PUCYHOK 3.2).

™
w¥

Bl == 4 [0

BuBnuoTeka Hymepauuu e
—
1 1)
HeT 2. 2)
3 3)
I A a)
II. B. b)
IIl. C. c)
L a. I.
== EmE o[ i .
MocneaHue McNoNLzOBaHHbIE MapKephl C. ii

@DopmMaThl HOMEPOE B AOKYMEHTE

Bubnuoteka MapkepoE

— l. 1. a}
Il 2. &)
—_ [ |
HEeT ® O * L N o
& e
D ™ v . 1
Mapkephl B AokymeHTe 2, 2. 2.
3.
— — — e
. 1 a) a
9 Vv e e O = 6) b
E) c

3 » OnpeaenuTs HOBLIA GOpMaT HOMEPA...

OnpegeniTe HOBLIH MapKep... =

Pucynox 3.2 — Bxknagka «I'maBHas». ['pynma «A63amy. MapkupoBaHHbIE U
HYMEPOBAHHbBIE CIIUCKHU
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YrtoObl paccmaeump HOMEpa UM MapKepbl, HEOOXOIUMO!

— BBECTH BCE DJIEMEHTBI CIIMCKa C TIEpBOM IMO3MIMU TEKCTOBOTO Kypcopa;
KXl DJIEMEHT CIUCKAa MPH BBOAE IODKEH 3aKaHYMBATHCA Ha)KaTHEM KJIaBUIIH
«Entery;

—  BBIJCIUTD DJIEMEHTBHI, Iepel KOTOPBIMH OYAYT CTOSTH HOMEpA W MapKephl;

— Ha)XaTh COOTBETCTBYIOIIYIO KHOIIKY Ha JICHTE UM B KOHTEKCTHOM MEHIO.

JIi1 yoanenus MapkepoB HEOOXOUMO:

—  BBIJICTIUTH DJIEMEHTHI CIHCKAa, KOTOpBhIE TpeOyeTcs M30aBUTh OT MapKepoOB
(ecnu peub uAeT 000 BCEM CIHCKE, TO BBIICIUTH BECh CIIUCOK);

— OTXaTh KHONIKY «MapKepbI» Ha JICHTE.

[ns nponycka nymepanun:
—  BBIICINUTH HY)KHBIE DJIEMEHTHI HYMEPOBAHHOI'O CIIMCKA;
— omxkarb KHOIIKY «Hymepauusp» Ha neHre.

st yoanenua nymepanuu HeOOXOIUMO:
—  BBIIEIUTH JIEMEHTHI CIUCKA;
— orxaTh kHonKy « HyMepanus» Ha JieHTe.

Mmnozoypoenegwiii CIiCOK MOXET ObITh U HYMEPOBAaHHBIM, U MapKUPOBAHHBIM.
st co30anus MHOTOYPOBHEBOTO CITUCKA HEOOXOIUMO:

— HaOpaTh TEKCT;

—  BBIJIETIUTH BCE JIEMEHTHI CIIUCKA;

14—
a—

— HaXaTh KHOMKY Ha JieHTe «MHOroypoBHeBbIi cnMCcOK» = (BKJIaJKa
nentsl «[J1aBHas» rpynmna «Ao63amy). C MOMOIIBIO paCKPBIBAIOMIETOCS CIHUCKA ITOU
KHOIIKM MO>KHO BBIOPATh CTHJIb MHOTOYPOBHEBOTO CIIHCKA;

— YCTAaHOBUTh KypCOp Ha TOT IYHKT CIMCKa, IS KOTOPOTO HEOOXOIUMO

YCTAHOBUTH OTCTYNl M HAaTh KHOMKY = (Ha)XUMaTh KHONKY HYXKHO CTOJILKO pa3,
Kakol JOJDKHA ObITh TIIyOMHa Hymepanuu). JlJis OTMEHBI OTCTyMa CleAyeT HaKaTh

£

KHOIIKY == . I[aHHBIC KOMaHAbI MOT'YT OBITH BBIIIOJHEHBI TAK)KE B KOHTEKCTHOM MEHIO.

Kosonku

JIJ1sl TEKCTOB Ta3€THOTO THUIIA BBIMOJIHAETCS HAOOP B HECKOJIBKO KOJOHOK. [Toce
3aMOJTHEHUsI JIEBOM KOJOHKU (10 BBICOTE CTPAHUIBI WM JIO YCTAHOBJIECHHOTO
OTpaHUYCHUS) KypCOp aBTOMATUYECKH MEPEXOJIUT B CIACAYIONIYIO KOJIOHKY.

JroObie moOaBieHMsT WM yJOajJeHUsT TeKCTa W TpaduKud BHYTPU KOJOHOK
00€eCIeunBaIOT «IIEPETEKAHNE) TEKCTA U3 KOJIOHKU B KOJIOHKY aBTOMATHYECKHU.

TexkcT KOJOHOK (hopMaTUPYETCsI IO OOIIIUM TTpaBUIaM.

dopMaT ra3eTHOTO TEKCTa 3aJaeTcsl ¢ MoMOIbi0 KHOMKK «KoaoHKuW» B rpyte
«ITapameTpsl cTpaHulb» Ha BKIaAKe «Pa3MeTka cTrpaHunbh (pucyHoK 3.3):
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EcTaeka PazmeTka cTpaHuubl Ceblkm Pacceinkmn PeleHsnpoBaHue

J _3 Ij J '_—'| Pazpbiebl ~ j

¥ Homepa crpok -
Mona  OpueHTauua Pasmep |KonoHKW

- - - -

Moanox

-

b€~ PaccTaHOBKA NEpeHOCOB ~

MapaMeTpel CTPaHuLL

KonoHkwu

pEICI'IpE,.'J,EJ'IEHl-IE TEKCTa No AEYM KK Bonee
KONOHKZM.

Pucynoxk 3.3 — Bknanka «Pa3merka ctpanuiisl». ['pymnma «[lapameTpsl cTpaHUALIB.
Knonka «Kosmoukm»

Ecnau 1oOKyMEHT HOBBIW, TO MOCJIE BBIMIOJIHEHUS TAHHOW KOMaH/Ibl TEKCT BBOJIUTCS
B 3aJJaHHO€ YHCJIO KOJIOHOK Ha cTpaHulle. CylIeCTBYIOIIUM TEKCT TaKKe MOXKHO
PaCIOJIOKUTh B KOJIOHKAX, MPEABAPUTEILHO BBIJEIUB JIUOO ero ¢hparMeHT, 1100 BeCh
JIOKYMEHT U 3ajaB pa3faeiauteib. s Toro 4ToObl mpeoOpa3oBaTh KOJOHOYHBIN TEKCT B
MIPOCTOM, HaJIO BEIOPATh TUIT PACIIOJIOKEHUS TEKCTA B OJIHY KOJIOHKY.

bykBuua
Jlns co3maHus TpUBIEKaTEILHOTO 3(deKkTa JOKYMEHTa MOXKHO HCIIOJIb30BaTh
OykBuily. BykBuua — 3To yBelnMueHHas B pa3Mepe rneppasi OykBa ab3aria.

Jnst coz30anus GyKBUIBI 1OCTAaTOYHO:

— BBIIETUTH OYKBY WJIM YCTaHOBUTH Kypcop B TOM a03aile, KOTOPbIA JOJKEH
HAaYMHATHCS C OYKBUIIBI;

— BBIIOJHUTH KOMaHay «bykBuua» B rpymme « Teker» Ha neHTe «BeraBkay,

— BbIOpaTh B PACKPBIBAIOUIEMCSl CIHCKE OJWMH W3 BAPUAHTOB pPa3MEILECHUS
OyKBUIIbI WJIK BBIOpaTh KoMaHay «IlapaMeTpbl OyKBHIBIY;

— BbIOpaTh B noje «BbicoTa B CTPOKax» YHUCIO CTPOK, 33JaIOIIUX BBICOTY
OYKBBI;

— BblOpaTth B mone «PaccrosiHme OT TekcTa» 3HAYCHHE PACCTOSIHUS OT
OYKBHIIBI JIO OCTABIIErOCs TEKCTa ab3ara;

—  IIEJKHYTh MbIIIBI0 KHONIKY «OK» (pucyHok 3.4).

bykBuity MmoxHo gopmatupoBath. {151 ommenst ycTaHOBIEHHOW OYKBHIIBI HAJIO0
BbIOpaTh BapuaHT «HeT» B MEHIO KHOIIKHU.
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Bcraeka PazmeTka CTpaHuubl CChUNKN Paccelnkn PeEUEHZNPOBAHWE

= B B 4

33peie | Tabnwua Hagnuece Jkcnpecc-Bnokn WordArt Bykenua
-

F=4 CTpoka nognucu -

I

j?; Jlata u epema

. A o
JaHMLI - - - . '§d OBbexT
Tabnuukl TekcT
Het
A B TekcTe
A Ha none
Eykesvua 7 4
42 Dapametpbl GyKBULEL.. MonoxeHne
Het B TekcTe Ha none
MapaMeTphl
WpHPT:
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Times New Roman

BbICOTA B CTPOKGX: 3

AR 4P

pPacCTOAHME OT TEKCTA: 0cm

Pucynox 3.4 — Bxiagka «BceraBkay. I'pynna «Texer». Komanga «byksunia»

CHockHu

CHOCKM HCIIOJB3YIOTCS B JIOKYMEHTaX IS 3alUCH PA3IUYHBIX YTOUHSIOIIUX
CBEJICHUI U CCHUIOK B TEKCTE JIOKYMEHTA.

CHOCKH pa3iiyaroT M0 UX MECTOMOJIOKEHUIO B JOKyMeHTe. Paznuyaiot odvtunbie
1 KoHyeevle CHOCKH. OOBIYHBIC CHOCKH TI€YaTAIOTCS B KOHIIC CTPAHUIILI, & KOHIIEBBIC —
B KOHIIE JOKyMEHTa Wiau pazzaena. OauH JOKYMEHT MOXKET COoAep)kKaTh U OOBIYHBIC, U
KOHIIEBBIE CHOCKH.

CHoOCKA COCTOUT U3 CCHUIKU — MeMmKU, UMEIOILIEH BU MOPSIKOBOIO HOMEpPA UIIH
MapKepa, U COOTBETCTBYIOIIETO €U mexcma.

Jl1g écmagku CHOCKM HEOOXOIMMO BBIIIOJIHUTD CIEAYIOINE AEUCTBHS:

— YCTaHOBHUTb KypCOp Ha MECTO BCTaBKU METKHU CHOCKH (IIpumeuanue: ccolika
Ha CHOCKY YCTaHAaBJIMBACTCS 6ce20d CIUTHO C MPEIUIECTBYIOLIUM CIIOBOM [0 3HAKa
MpenuHaHus);

— BBIIOJIHUTH KOMaHay «BcTaBUTB CHOCKY» Wi «BCTaBUTH KOHLEBYIO
cHOCKY» B rpynne « CHockm» Ha BKiaJike « CeblIKW» (pucyHOK 3.5).
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®ain InaeHan Bcraeka PazmeTka cTpaHuUbl CChINEN Paccelnkm PeueHInpoEaHne

I 3,
: [Er Nobaeuts TekeT ~ [y BCTABMTE KOHUEBYHD CHOCKY =L (4} Ynpaenexue ncTouHm
I —
! Ef o6HoBuTL Tabnuuy A§ CRegyroLLan cHoCKa - [@, Crune: FOCT - copTu
1 Qrnaenexue BcTaenTh BcTaenTh

— - T 4
! - cHoCKY OKa3aTh CHOCKL cobuKy * @ Crucok nutepatypel
I
! Ornaenexne CHOCKN [P CCHUTKN 1 CNCKW NUTEPATYPHI

BecraeuTh cHocky (Alt+Ctrl+F)

JoBasneHne CHOCKM B JOKYMEHT.

MepeHyMepauna CHOCOK B AOKYMEHTE BEbINCAHASTCA ABTOMATHYECKM.

0 Ana noayueHWA AONOAHUTENEHLIX CEEASHWA HaXXMKUTe knaeuwy F1.

Pucynok 3.5 — Bxiagka «Cepuikm». ['pynna «CHockn». Komanga « BcTaBUTh CHOCKY»

Ecnmu HyxHO M3MeHHTH (hopMaT HOMEpa, TOUYKY OTCUETa, IMOJ0KEHNE CHOCOK U MX
BHJ, TO HY)XHO BBI3BaThb JHAJIOroBoe OKHO «CHOCKHW» (PHUCYHOK 3.6), HCIOJB3Ys
rpynny « CHoCKm» Ha BKIIaJIKe « CCHLIKIWY.

aiin rnagHan BcTaBka PazMeTKa CTPaHNUE Coblnku Pacchinkn PELEHINPOEaHUE Eug

[Ew AobaeuTe TekeT ~ 1 U} BcraeuTe KoHueByO cHoCKy 5 &) ynpaenenne nctouHnkamu = ] Cnucok

2 OBHoBuTL TaBAMLY AE Cnegytowan cHocka ~ - @ Crune: TOCT - coptvpo - ~ 2 O6HoewM

OrnaeneHne BcTaenTh BrTaeuTh BcTaewnTh
S o < 5
- CHOCKY OKE38Tb CHOCKY ceulnky ~ i Cnncok nimeparypel HazeaHne [ Mepexp
OrnasneHue CHOCKK F CCBUTKN W CNMCKN NUTEPATYPHI HazeaHu:
CHocka

(rr— OTKpLITWE AWANOrOEOrD OKHA "CHOCKK",

CHoCKM ? x

MNonoxeHwe

BHW3Y CTPaHMUbI ~

O KOHLIEBbIE CHOCKWM: | B KOHLE AOKyMEHTa

@opMaT
Dopmat HoMepa: 1,2, 3, .. e
apyroi: I:l CHMBON...
HauaTkb C: 1 =
HyMepauma: MpogonxuTE w

MpPUMEHHTE HEZMEHEHHA

[OpUMeHHT: K BEASNEHHOMY TEKCTY b

BcTaenTe CTmeHa [pPHMEHITE

Pucynok 3.6 — /luanorosoe okHO «CHOCKM»

Jist npocmompa conep:kaHusi yCTAHOBIIEHHONM CHOCKHM JOCTaTOYHO 3aBUCHYTh
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MBIIIBIO HA €€ METKE B TEKCTE WJIU, ABAXKIbI IICJIKHYB HA €€ METKE, MePEeUTH K caMOu
CHOCKE.

CHOCKM MOXHO hopmamuposams Kak OObIUHBIN TekcT. g yoanenus
YCTAaHOBJICHHOM CHOCKH HAJ0 YAAJIUTh METKY CHOCKH B TEKCTE.

KosaoHTHTYIBI
KosonTHuTy Bl CcOonepxkaT HMH(OpMaLMIO, KOTOpas IOBTOPSETCS Ha Kaxcooil
cmpanuye T0KyMEHTA.

Co30anue KOJOHTUTYIJIOB BBINOJHSAETCS KOMAaHJIAaMH, KOTOPBIE PACIOJIOKEHBI B
rpymnme «KoJoHTuTYab» Ha BKIaake «BeraBkay (pucynok 3.7). Bosmoxuoctu Word
2007 wm 2010 mnO3BOJAIOT BCTABIATH B KOJOHTUTYJIBl MHOYECTBO MAaKeTOB
collepKUMOro. Pa3znuuaroT @epxnue v HudcHue KOJOHTUTYIbL. KOJOHTUTYIBI MOKHO
peoaxmuposéams 1 hopmamupoeéams KaK OObIYHBII TEKCT.

1 Bcraeka PazmeTka cTpaHiusl Coblnkn Pacceinkn PeueHznpoeaHue Bng

= RN IR e

Pazpeie | Tabnuua = PucyHok KapTuHeka ©urypel Smartart Quarpamma CHAMOK | Twnepccelika 3aknadka MNepekpectHan BepxHuii HitkHMi Homep
CTRaHuusl - M M CChINKa KONOHTUTYN ™ KQNQHTMTYA ~ CTRaHNUL ™

TaGnuue Manwcrpauum Ceelnkm KonoHTuTy sl

Bepxnui konoHTMTYA

KMameHeHne EEPXHErND KOMNOHTHTYNE JOKYMEHTa.

Codep:knMOE BEPXHEr0 KONOHTUTYNA NevaTaeTcA
BEEpXY KEXJ0il NeuaTHoil cTpaHubl.

@ AnA nonyueHHA AONOAHMTENLHLIX CEeASHHIA HaMMmuTe Knaeunwy F1.

Pucynok 3.7 — Brianka «BcraBkay. ['pynna «KonoHTUTy by

I'paHuubl U 327 1MBKa TEKCTA

YcranoBka rpaHui (PaMoOK) K TEKCTY ISl JOMOJHUTEIBHOTO O(OpMIIEHUS
JOKYMEHTA BBIMOJHIETCS KOMaHI0d «'paHuubl ¥ 3ajiMBKa» B rpymnmne «A03am» Ha
Briaaake «l'naBHas» (pucynHok 3.8). JIuanoroBoe okHO «['paHmma W 3aJMBKa»
MpeJICTaBICHO Ha pUCYHKeE 3.9.

Ecin HeoOXomuMoO yCTaHOBUTH TPaHUIy K OTIACIBHOMY, MpEABAPUTEIILHO
BBIJICJICHHOMY  ¢hpazmenmy TEKCTa, TO CIEAYET BOCIOJb30BAaThCS  BKIJIAJKON
«I'pannna» B 1naioroBom okHe «I'paHuna u 3aauBKa».

JInsi yCTaHOBKHM TpaHULl KO BCEMY OOKyMeHHy WCIHOJIb3YETCS BKJIaJKa
«Ctpanunay. [lpu HEOOXOTUMOCTH BBIOUPACTCS MIUN, WUPUHA, WBEM JTUHUU, MUR
PamKu.

Bxrnazaka «3aamBka» 1aeT BO3MOXKHOCTB 3P(HEKTHO 0(hOPMUTH TOKYMEHT.
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1 daiin naeHan BcTaeka PaszmeTka cTpaHuUEl Ceblnku Paccelngu PeuensnposaHue Bug
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Pucynox 3.8 — Briagka «I'naBnas». ['pynna «A63amy. Komanna «I"panuiia u 3a1uBKay

[paHMLbl 1M 33NMBKA ? X

CpaHuua CrpaHuua 3anuexa

Tun: Tun: Obpazey
~ Ana gobaeneHuA rpaHuL LWENKHWTE
HET obpazel MNK UCNONL3YATE KHOMKK
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TEHb .
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WupuHa:
Aapyran 0,50 @ —
mem MpUMEHHTE K:

abzauy e

MapaMeTphl...

[OpHEOHTANLHEA NHHKA... OTmeHa

Pucynox 3.9 — JIluanoroBoe okHO «['paHuIia u 3aJIMBKa
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3.2 IlpakTu4yeckue 3aJaHUA

3ananme 1. Co3panne MApKMPOBAHHOIO CITMCKA:

a) co3jaaiTte HOBbIN mokymeHnt Word,;

0) YCTaHOBWUTE IOJisA CTpaHullbl: BepxHee 2,0; meBoe 1,5; HmwxHee 1,5; nmpasoe
1,5; BBIBECTH HA 3KpaH I'PaHULbl TEKCTA U HENEYATAEMbIE 3HAKH;

B) ycraHoBuTe mpudt TNR, pazmep 14 nr, HauepTaHue NOTYKUPHBIM KypCHB,
ITOJTYTOPHBIA MEKIYCTPOUYHBIM HHTEPBAT,

r) Ha0epuTe NPUBEACHHBIN HIKE TEKCT (pucyHOK 3.10) u ohopmMuTh €ro B BUie
MapKUPOBAHHOI'O CIIUCKA;

n) oTgopMaTHpOBaTh 3aroJIOBOK: MOJYKUPHBIA KypcuB, pasMep 16 mnr, 1o

LEHTPY.
Pamka He HyXHa.

Henmp Hughopmayuonnvix Cucmem Oo0yuenusn npeonazaem:

» Ilo020mo6éKy u nepenoozomosKy CHEUUAIUCHO8 NO 6CeMy CHEKmpYy
KOMRbIOMEPHBIX OUCUUNTIUH.

» Tlosviuenue keanuukayuu neoazozuueckux Kaopos.

» Memoouueckoe u npozpammuoe odecneueHue NPenoOAGAHUA PA3TUYHBIX
npeomemos ¢ uCnoIb306aHUEM KOMNBIOMEPOBE.

» TenekomMmyHuKayuoHHbwle yCayzu.

» [Ilposeoenue coyuanbHo-nedazozuveckux u Opy2ux uccyi1e008aHuil.

» Huoueuoyanvnoe odyuenue Ha Komnviomepe.

» Koncynomuposanue wikonbHuKos.

Pucynox 3.10 — O6pa3zerr asist BBoja v popmMaTUpOBaHUS MAPKUPOBAHHOTO CITHCKA

3ananmue 2. Co31aHue HyMEPOBAaHHOTIO CIIMCKA:

a) TmepeianTe Ha HOBBIM JHMCT JIOKYMEHTa M NPOHYMEPYHTE BCE CTpPaHUIIbI
JOKYMEHTa, KpOME MEePBOM, BHU3Y CTPAHULIbL, IO LIEHTPY;

0) Habepute npuBenCHHbIN HUXKE TeKCT (pucyHok 3.11), BeiOpaB mpudr TNR,
pa3mep 14 0T, 0ObIYHBIN, OJTMHAPHBIA MEXAYCTPOUHBIA UHTEPBA;

B) 0(GOpMHTE TEKCT B BUJIE€ HYMEPOBAHHOI'O CITUCKA;

r) ordopMarupyiTe Bech TEKCT, kKak B oopasie: TNR, pazmep 14 nr;

1) oThopMaTUPYHTE 3aroJIOBOK: IMOIYXUPHbBIM, MOMAYEPKHYTHIN, pa3dmep 14 T,
10 LIEHTPY;

Pamka He HyXHa.
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TemaTnuyeckuii IaH Kypca

«OCHOBBI NIPOLIETYPHOT0 MPOrPAMMHPOBAHHUS)
BBenenue.
OCHOBHBIE TIOHATHUS IPOTPAMMHUPOBAHUS U AITOPUTMH3AITIH.
HNHCcTpyKIny sS3pIKa MPOTPAMMHUPOBAHUS U UX BUJIBI.
[Tponenyps! U GYHKINH S3bIKA TTPOTPAMMHUPOBAHMSI.
[TepeMeHHbIE, KOHCTAHTHI, OTIEPATOPHI, BHIPAKEHUS.
HcnionasieMble HHCTPYKITUU U UX BUJIBI.
Bcetpoennbie pyHKITMM S3b1Ka IPOTPaMMHUPOBAHUSL.
[TocTpoenue 6110K-CXeM aIrOpUTMOB.
. IIporpammupoBaHue JIMHEHHBIX TPOIIEAYP.
10 [TporpamMMupoBaHue IPOIEAYP C BETBICHUEM H ITUKIAMHU.
11. O6bEKTHO-OPUEHTUPOBAHHOE MPOrPaMMHPOBAHKE.

wCoNOOR~LDE

Pucynok 3.11 — O6pas3er a1 BBojia U popMaTUpOBaHUSI HYMEPOBAHHOTO CIHCKA

3aganue 3. Co3qaHue MHOTOYPOBHEBOI0 CIIUCKA!

a) TepeianTe Ha HOBBIM JIUCT JOKYMEHTa U HaOepuTe MPUBEACHHBIA HUKE TEKCT
(pucynok 3.12), wucnons3ys wmpudt TNR, 14 nr, oObIUHBIA, MOTYTOPHBIN
MEXAYCTPOUYHBIM MHTEpBaJ (UU(PHI BBOJUTH HE HYXKHO, MOCKOJIBKY OHH TMOSIBSITCS
aBTOMaTUYECKU IIOCI€ NpeoOpa3oBaHMsl TEKCTa B CHHMCOK). MOXKHO HCHONb30BATh
KOIIMPOBAHUE TaM, II€ 3TO LEIECO00pa3HO;

0) odopMUTE TEKCT B BHJI€ MHOTOYPOBHEBOT'O CITUCKA;

B) oTdopmarupyiire 3aroJIOBOK mpupTOM HOJTY>KHUPHBIN KYpPCHB,
NOTYEPKHYTHIN, 110 LIEHTPY, 14 1T; oTpopMaTUpPOBaATh TEKCT KaK B 0OpasLe.

Pamka He HyXHa.

3ananue 4. Co31anue KOJIOHOK:
a) TEpEeUINnTe Ha HOBBIM JIUCT JOKYMEHTA;
6) otkpoiite daitn (IIputoxenue /1) U CKOMUPYNUTE TEKCT HA YUCHYIO CHPAHUWY
OTKPBITOTO IOKYMEHTA;
B) BBIPOBHSIHTE TEKCT IO IMOJISIM, €CJIM 3TO HEOOXOUMO;
r) IIyHKTHI CIMCKA, IOMEYEHHEIE Tanoukoi M, oopMUTE B BHIE 2-X KOJOHOK:
1-10 KOJIOHKY — ¢ pazoenumenem,
2-10 KOJIOHKY — 6e3 pazoenumens (cM. oOpasel] — pucyHok 3.13);
1) YCTAaHOBHUTb MEXKIYCTPOUHBIE WHTEPBAIbI. OCHOBHOM TEKCT — IOIYTOPHBIH,
TEKCT B KOJIOHKaX — OJUHAPHBIM.
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NS

Ilnan xkypca «Ocroevt padbomul ¢ Oazamu OAHHHIX)

BBenenue.
IMousitue n Ha3Hayenue CYB/I.
Co3ganue Tad6auI 6a3 JaHHLIX:

3.1.
3.2.
3.3.

4.1,
4.2,
4.3.
4.4,

4.5,

6.1.
6.2.
6.3.
6.4.
6.5.

7.1.

7.2.
7.3.
7.4.
7.5.

[TonsiTe, Ha3HAYEHUE U CTPYKTypa TaOIUI] 623 TaHHBIX.
Coznmanue TabnuIl ¢ MOMOIIBIO KOHCTPYKTOPA.
Coznanue TabIuI] C TOMOIIBIO ITA0JIOHOB U METOJIOM UMIIOPTA.

. Co3nanue 3anpocoB B 0a3ax JaHHBIX.

[ToHsiTHE M HA3HAYEHUE 3aMPOCOB. Y CIOBUS 0TOOPA.
Co3znanue 3anpocoB ¢ TOMOIIbIO KOHCTPYKTOPA.
Co3znanHue 3anpocoB ¢ TOMOIIbIO MacTepa.
Co3znanue 3anpocoB Ha BEIOOPKY JaHHBIX.

4.4.1. TlpocTsie 3ampOCHI.

4.4.2. 3ampochl C BEIUKACISIEMBIMU TOJISIMH.

4.4.3. IlapameTpuyeckue 3ampochl.

4.4.4. 3ampochl C TPYNIUPOBKON U CTATUCTUIECKUMHU (DYHKITUSMHU.
Co3znanne MOAU(PUIMPYIOMIUX 3aIIPOCOB.

4.5.1. 3anpochl Ha CO3/1aHKUE TAOJIUIIBI.

4.5.2. 3ampochkl Ha OOHOBJICHUE JTAHHBIX.

4.5.3. 3ampochl Ha yajneHUe JaHHBIX.

. Co31aHue nepeKpecTHBIX 3aPOCoB.
Co3nanue ¢popm 0a3 TaHHBIX.

[TonsiTue, Ha3HaueHue U BUILI PopM Oa3 JaHHBIX.

Coznanue Gpopm ¢ MOMOLIBI0 KOHCTPYKTOpA.

Coznanue popm ¢ mOMONIBI0 MacTepa.

JloOaBiieHrE HOBBIX IEMEHTOB Ha 1oJjie GopMbl. Beruucisgembie mois.
Coznanue Gpopmbl ¢ BKIaJAKaMU U IOJJYUHEHHON (POPMBI.

Co31aHue 0TYETOB B 023aX JaHHBIX.

IloHsiTME M HA3HAYEHUE OTUETOB.

Co31aHre 0TYETOB € TOMOILBIO KOHCTPYKTOPA.

Co3iaHre 0TYETOB € TOMOIIBIO MacTepa.

JloOaBiieHrEe HOBBIX JIEMEHTOB B OTYET. BhIuncieHus B oTyeTe.
CopTupoBKa U rpyninupoBKa JTaHHBIX B OTYETE.

. CTpaHuIbl HA OCHOBE COJEPKMMOI0 0a3 JaHHbIX.
. Makpocsl B 0a3ax JaHHBIX. ABTOMaTH3alus padoThl.

Pucynoxk 3.12 — O6pa3er 115 BBoaa U (hOpMaTUPOBAHUS MHOTOYPOBHEBOTO

CIITNCKa
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OPOPMATUPOBAHUE JOKYMEHTA

3anomnume!
1. Ilpexne yeM HavaTh (QopMarupoBaHue (QparMeHTa TEKCTa, €ero Hajo
BBIICJINTD.
2. ®DopMaTHpOBAaTh MOXHO C TIOMOIIBI0 MEHK WIH KHONOK Ha IaHeln
UHCTPYMEHTOB Popmamuposanue.
3. ®opMaTHPOBAThL TEKCT — OTO 3HAYUT YMETh BBINOIHATH CJICAYIOIINE
oTiepaluu:

¢ YcranaBiuBaTh mpuT, T.€. 3a/1aBaTh apaMeTpPhI:

v’ Tum, v MogYepKUBaHUE,
v’ HayepTaHue, v’ 1Ber,
v pasmep, v’ up.

¢ Onpeensath 3P PEeKTh B mpudTax:
v’ BEpXHHI MHJIEKC, v YTOIUICHHBIH,
v/ HWXHWH HHJEKC, v’ IIPHUIIOAHATHIHA
v’ 3a4epKHYTHIH, v’ wup.

¢ YcraHaBIMBaTh MEKCUMBOJIBHBIC HHTEPBAJIHI;
¢ YcTaHaBIMBaTh MEKCTPOYHBIC HHTEPBAJIBI;
+¢ Jlenatp niepByI0 CTPOKY ab3aria KpacHOM MIIM BUCSUCH
4. U eme MHOXECTBO JIPYTHX ONEpaiuid, ¢ KOTOPHIMH MOKHO MO3HAKOMHUTHCS B

MeHI0 PopmMar.

Pucynox 3.13 — O6pa3zerr asist BBoga v popMaTUpOBaHUS TEKCTA C KOJTOHKAMHU

3amanue 5. YCTaHOBKA CHOCOK:

a) TMepeuIuTe Ha HOBBIM JINCT JOKYMEHTA;

0) ckonupyiite coaep:xkumoe daiina «Ilpunoxenue E» ¢ 3aganusaMu Ha YUCTYIO
CTpaHUILy OTKPBITOTO TOKYMEHTA;

B) B 1-M a03aie K CJIOBaM: MeMCOYNIEMEHHBIX, NOCHOAHHO W HAC/1eous
YCTaHOBUTH CHOCKH ¢ HOMepamu 1, 2 u 3;

r) BO 2-M a03alle K CJIOBaM: MeHCOYNIEMEHHbIX, HOCHOAHHO W HAC1eous
yCTaHOBHUTH CHOCKM ¢ MeTkamu:*,Yu ™. (IlpumMeyaHue: TEKCT CHOCOK CM. Ha PUCYHKE
3.14, mpudt TNR, 12 0T, momy>KUpHBI.
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'®posinoB M., Jlpesusis Pych. OmsIT MCCien0BaHWsS MCTOPHH COLMATIBHON U
NOJIMTHYECKOM 00pbOBI. — M., 1995. — C.22.

2Oposnos U.4. K ucTopuu 3apoxkaeHus pycckoro rocyaapersa. — JI., 1991,

3®posnosU.S. Kuesckas Pych: Ouepkr cONMAIBHO-NONMTHIECKOH HCTOPUH. —
JI.,1980. — C.10-11.

“©posnos WU.A. Jpesuss Pych. ONbIT MCCIENOBAHMS HCTOPUM COLMAILHON U
NOJIMTUYECKON O0pKOBI. — M., 1995. — C.22.

Y®posioB U.51. K ucropun 3apokaeHus pycckoro rocyaapersa. — JI., 1991.

"®posuos N.5. Kueckas Pych: Ouepku COIMANLHO-MOIUTHYECKON UCTOPUH. —
JI., 1980. — C.10-11.

Pucynok 3.14 — OGpasern TeKkcTa CHOCOK

3aganue 6. YcranoBka OyKBHMIbI, KOJTOHTHTYJIOB H 00paMJIeHUsI K TEKCTY:

a) IEPEUINTE HA HOBBIM JINCT JOKYMEHTA;

6) ckonupyire cogepxumoe Paina «lIpunoxxenue XK» Ha nucke ¢ 3aJaHUSIMU
HA YHUCTYIO CTPAHUILy OTKPBITOTO TIOKYMEHTA;

B) BBIPOBHSIWTE TEKCT IO IIMPHUHE, U YCTAHOBUTH ABTOMAaTUYECKHE IEPEHOCHI
CJIOB;

r) oTGopMaTUpyHTE 3aroJIOBOK M KaxAbld ab3all COIJIACHO CIEIYIOIIUM
rapameTpam:

3aronoBok — lpudt Monotype Corsiva, 24 1T, MEKXCUMBOJIBbHBIA UHTEPBAI
Pa3peKEHHBIN 2 NT, TOAYEPKHYTHIM, BBIPABHUBAHUE 110 LIEHTPY;

1 a63an — pudt Arial, 14 nT; MEKCUMBOJIBHBIN MHTEPBAJI Pa3pEKEHHBIN |
MT; OJIMHAPHBIN MEXTyCTPOUHBIA UHTEPBAJ; BEIPABHUBAHUE IO IIUPHUHE;

2 a63an — pudt Courier New, 16 nr, monyXUpHbIA KypcHB; aO3allHBII
orctyn cieBa 0 cm, chnpaBa 2,5 cM; OJMHAPHBIA MEKIYCTPOUHBIM WHTEPBAI,
BBIPaBHUBAHUE 110 IIMUPUHE;

3 a63an — lIpudt Times New Roman, 14 0T, mory>KupHbIii; MEKCHMBOJIbHBIN
WHTEpBaJ pa3peKEeHHbIM 2 T, ab3alHbIi OTCTym cieBa 5 cm, cnpaBa 0 cwm;
OJIMHAPHBIA MEXTyCTPOUYHBII HHTEPBAJI, BEBIPABHUBAHUE I10 IINPHHE;

1) MEX1y ab3alaMu yCTaHOBUTH MHTEPBAJIBI 110 24 MT;

e) BCTaBUTb BEPXHHMH KOJIOHTUTYJ M B I0JIE KOJIOHTUTYJIA BBECTH CE0I0
gamunuro v Texct: |CrucKu, KOOHKU, CHOCKU, KOJIOHMUMYblL, 2DAHULbI, 301UEKA
(Arial,14 1T, mOTyKUPHBIN KypCUB);

K) B KOKIOM ab3aile co3faiiTe OyKBHIly: BBICOTA 3 CTPOKH, PACCTOSTHUE OT
tekcra 0 cMm;

3) cheraiite oOpamiieHWE M 3aJIMBKY K KaXJoMy a03aily (TUI paMKd U LIBET
3aJIMBKU BBIOPATH MO CBOEMY YCMOTPEHHUIO);

W) CIeNaiTe paMKy KO BCell cTpaHuIile (TUI pamMKh BbIOpaTh TPOUHYIO
CIUIONIHYIO TOJIIMHOM 1,5 nT);

k) coxpanute (aitn mox umenem «Cnucku, konouku, Cnocku, I'panuyvt u

3a1u6Ka» B JINYHOM TAIIKE.




JIABOPATOPHASA PABOTA 4: HUCIOJbB30OBAHUE
TABYJIALIUU

H3yuyaembie BONPOCHI:
1. Topu3zoHTanmbHas ynpaBisirOLIas JUHEHKA.
2. YcTaHOBKA Ta0yJIATOPOB.

BoinosinuB padoTy, Bbl HAY4YUTECH:
— YCTaHABJIMBATh U UCTOJIb30BaTh MO3UIUHU TaOyIISIUY;
— co3/1aBaTh OJIAHKU JOKYMEHTOB.

4.1 TeopeTnueckue cBeeHUS

WNuorna npu BBOJIE TEKCTa BO3HUKAET HEOOXOJIUMOCTh OQOPMIIATH TEKCT WM
Yycjia B CTOJNOLBI. DTO MOXHO CJenaTh, HE HUCIHOJIb3YsS TaOJMIlbl, C TOMOIIBIO
Ta0yJIsauu. YCTAaHOBKY TaOylIsTOPOB MOXKHO BBINIOJHATh C MCHOJb30BAHHEM
yNpaBJISIIONINX JINHeeK (pucyHok 4.1).

&) SN, L E g 557

KHomnka ee10opa m
MapKepoB Ha TTO3HITHSX
Ta0yIBILHH

Pucynok 4.1 — 'opu3oHTalbHAs YIIpaBIIsIOlas JJMHEWKa (J1eBast 4acTh)

C noMol1pI0 KHOMIKK BBIOOpa MapKEPOB MBIIIbIO BBIOUPAIOT mun TadylsTOpA.
3aTeM ILETYKOM MBIIIM BBIOpaHHBIM MapKep YCTaHABIMBAETCS HA TOPU30HTAIBHOU
JTUHEWKe B TpeOyeMol nozuyuu tadynainuu (O3ULMK yKa3aHbl B CAaHTUMeETpax). Jlis
OmMeHbl TIO3ULIMM TalyJsAlMH HEOOXOAMMO MBIIIBIO MEpPEeTAllUTh MapKep
TalysATOpa 3a Npeeibl JMHEHKN (BHU3).

Jlnst 6oniee TOYHOW YCTAHOBKM TMO3UIUN TaOYJSAIUUA HCTIOIB3YIOT JTHAIOTOBOE
okHO «Tadyasiums». Jlns ero BbI3oBa HEOOXOJUMO JIBOKIbI MIEIKHYTH TIO
TOPU30HTAJILHOW JMHEHKE (ClIeqyeT MIeNKaTh OJMMKEe K HUIKHEMY Kparo JIMHEWKH)
(pucyHoxk 4.2).

B nosBuBmIEMcs auanoroBoM okHe B 1none «llo3ummu  Taldysasimm»
YCTaHABIUBAIOT no3uyuto (B CaHTUMETpax), B moje «BpipaBHUBaHUWe» BHIOUPAIOT
mun TaOynsITOpa, a B MOJE «3aMOJHUTENb) BBIOUPAIOT TUI 3anoanumens. 1locne
YCTaHOBKH BCEX MapaMEeTPOB TaOYISIUU HEOOXOAUMO MOATBEPAUTH BHIOOP HIETYKOM
MBIIIIK TI0 KHOMKaM «YcTaHoBUTb» U «OKy». JlumHue T1aOynsTopsl HalIo
«¥Y naanTeby», IpeBapuTEIbHO BbIIEHUB UX. Ilepemewienue xypcopa mo no3uLUsIM
TaOYJIALMU OCYIIECTBISICTCS KiIaBuien « Taby.
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Tabynauwa ? X

MozuunK TabynAum: Mo YMONYaHUIo:
3cm 1,25 cm

3cH
EYAYT yaaneHs.l:
BelpaBHHBEHKWE
(@) no pesomy kparw () no uewTpy () no npasomy kpawo
() no paspenvreno () ¢ wepToii
3anoNHUTENk
(@ 1 (HeT) (2 ()3

Oa__

YCTaHoBUTb Y¥nanuTb BCE

Pucynok 4.2 — OxHo «TaGynsius»

Ilocne 3amosiHEHHMsT OYEpEeIHOM CTPOKM JOKYMEHTA C MHCIOJIb30BAHUEM
TaOyJISIUU B KaXJOH CJENyIOIIeH CTPOKE OCTAalOTCS YCTAaHOBJICHHBIE paHee
Ta0yJIATOPBHI.

Crnenyet BOBpeMsl ylajsiTh HEHYKHbIE Oosiee TaOyJIATOpbl, OHM MOTYT MEIaTh
IPABUJIBHOMY 3aIlOJIHEHUIO MTO3ULIUHI Ta0yJIsALUN.

Ecin He mnomyyaercss AOOUTBHCS BBIBOJA JMAJIOrOBOIO OKHA YKa3aHHBIM
crocoboM, To MOkHO KomaHny «Ta0yasiums» BeiBecTH Ha JieHTY. Clieyer BbIOpaTh
B KOHTEKCTHOM MEHIO JIEHThl KoMaHy « HacTpoiika JeHTbI» (pUCYHOK 4.3).

AoBaBnTs Ha NaHens BeICTpOro AocTyna

Hactpoiika naHenw GelcTporo 4octyna...

Pazmectuts naHens EIbICTFICII'O A0CTyna nog nNeHTol

HacTpolika neHThl...

CEEpPHYTE NEHTy

Pucynok 4.3 — Konrekctnoe mento. Komanga «HacTpoiika neHTbI»

B npaBoit yacTu AuasoroBOro OKHa HY>KHO BBIOpaTh BKJIAAKY JICHTHI (J1t00YIO
WU CcO3JaTh HOBYIO), a 3aTe€M CO3/laTh TPYIIY U MEPEeMMEHOBAaThH €€. B naHHyIo
rpymmy Oyaer momenieHa KoManaa. B jeBoi yacTu OkHa HY>KHO BBIOpaTh U3 CIIUCKA
«KoMaHIbl He HA JIeHTe», a 3aTeM HalTu B cnucke KomaHay «TaOyasmus» u
HaxaTh KHOMNKY «J/lo0aBuTh» (pucyHok 4.4). Tenepb njii YyCTAaHOBKH NapaMeTpPOB
TaOYJISIUU MOXKHO OYJIET UCIIOIb30BaTh JICHTY.

TaOynsaiusa HaxX0IUT IPUMEHEHNE TAKXKe JUTsSl CO3/IaHMsI OJJAaHKOB JOKYMEHTOB C
MHOKECTBOM IYCTBIX CTPOK. YCTAHOBUB TO3UIIMIO TaOYJSIMA W 3aIlOJHUTEb,
J0OCTaTOYHO OJWH pa3 HakaTh KiaBuiny «Tab» mms moseienus crpoku. Eciau B
CTpOKax OJIaHKa pacriojaraeTcsi TeKCT, TO Jydllle 3aloJHUTENb IS TaOyJsSlUu He
CTaBHUTh, @ OPOPMUTH CTPOKY C MOMOIIBIO TOAUYEPKHYTOTO mpudTa.
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| Mapametpsl Word ? X
Obuwne = " u
" | Hac‘rpowka NeHTbl U COYeTaHWK KnaBWLL.
JKpaH
BhIfpaTk KOMaHARI: i Hactpoiika nextsi: i
MpaeonicaHine
KoMaHgkl He Ha NeHTe bt OCHOBHEIE BKNAAKN »
CoXpaHeHue
o —ospmG o
- . ~ OCHOEHEIS BKA3AKM
Azbik %8 COXpaHWTb BEIIENEHHEI PparMeHT .. [ Fnaswan
[ CoxpakiTs 1 33KpLITs NPeACTABNEH. .
JONONHUTENRHO COXpaHITL KaK PHOYHOK = Taﬁyﬂﬂuuﬂ (HacTpansaeman)
- | c - : = PaBoTa ¢ Tabynauneii (HacTpaneaemasn)
HacTpofika neHTs OXPAHUTE TEKYLLYID PaMKY KaK... 3 Tatynsun
CoxpanuTe WabnoH E
+ cTaska
Manene OwicTporo goctyna Cnncim...
= Cncok Pa3mMEeTKa CTPAHMLEI
i - /| Cestnin
Hagctpolikn EE  Crmcok (Be6-3nemeHT ynpaenenns)
n # [
LleHTp ynpaeneHus Ge30nacHoCTLI =B Caucok (snement AdtiveX) # o pacain
CrUcoK KoMaHa PELLEHEHDCIEEHME
Bua
@ cnpaexa
f, CnpaeouHbie maTepuansi & pexume... [lraspasorumx
] CpaeHuTs n 06beguHUTE Hagctpoiiki
i=  (TaHgapTHaA HymepauuAa dobaeus >> [+/] 3anuce Bnara -
:= (TaHAapTHbIE MapKepbl << VaanuTe Bcraska (3anuce Gnora) -
CTiNb I~ CTpykTYpa
#31 Cruns aBTodopmMata TaBauUbL... YaaneHue GpoHa
Ctins no oBpasuy
& Crpanuua ceoiicTe
G CTpenka eHuz
=] CTpenka enpaeo
E  Cymma
v Cxema jokymenTa
2| cuetunk (nement Activex)
TabynAumA...
Sl Texkcroeoe none (sef-3nemeHT ynp...
¥BpaTh BLICTYN Cozaats Brnaagky Cozgate [pynny OepenMeHoBaTb..
¥
YREAOMNEHUE O NOOAOTKEHUN KOH... Hanpoﬁku: Cﬁpoc = i
COUETAHNA KNaBHLLL Hactpoiika... Wmnopr-3kcnopr |

Pucynok 4.4 — Co3znanue Bkiaaku «TaOymsius»

4.2 TlpakTuecKue 3a1aHus

3ananue 1.Co31aHue NpOCTOro J0KYMEHTA ¢ UCMOJb30BAHNEM TAOYISIIIUMN:

a) co3manTe HOBBIA JokymeHT WOrd, ycraHoBHTe BCe MOJIA MO 2 CM H

BBIBCAUTC HA SKpPaH HCIICUATACMbBIC 3HAKH,

0) ycTaHOBUTE

~ 2 CM MO JIEBOMY Kpalo;
8,5 cM Mo LEHTPY;
- 13 cM no pazgenurento;
B) HaOepute u odopmure Tekct (pucyHok 4.5): TNR, pasmep 14 nr,
IIOJIY>KUPHBIH, ITOJIyTOPHBIA MEK1YCTPOUYHBIA UHTEPBAI,
') 100aBUTh paMKy K TEKCTY: IIUPUHA JIMHUU 1,5 TIT; TUTT ABOMHOM.
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MBILIBID HA 20PU3OHMANBHOU  YTPABISAIOLIECH JIMHEUKE
CIeNyIoNue Ho3uyuu TaOyIsAlUU, TPEIBAPUTEIHHO BHIOpAB mun TaOyIALNH
KHOTIKOM BBIOOpA:




AHTHIIOB A.A. JupexTop 15,5
Konapartbes IL.I. Pedepent 7,0
Eroposa H.B. I'n. 6yxraarep 10,5
Kuposa I1.H. Byxraarep-kaccup 3,0
Muponona K.JI. Nu:xenep 8,5
CrenanoBa B. I'. Benymmii mH:keHep 12,0

Pucynok 4.5 — O6pa3zerr 11 BBOJia TEKCTa C UCIIOJIb30BaHUEM Ta0yJISIIIUN

3apanue 2. Co3aaHHe CJO0KHOTO [JOKYMEHTa ¢ HCIO0JIb30BAHUEM
TAOYJISIIUN:

a) meperuTe Ha HOBYIO CTPAHUILy JOKYMEHTa W IMPOHYMEPYWUTE CTPAHUIIBL:
BHU3Y CTPaHMIBL, OT LIEHTPA, HOMEP Ha |-i CTpaHUIIE HE CTABUTb.

0) BBIMIOJIHUTE YCTAHOBKHU TaOYJISALIMM, YKa3aHHble Ha pucyHke 4.6. HabGepute
TeKCT co cnenyromuM popmatupoanueMm: TNR, pasmep 14 0T, 0ObIYHBIH.

CIIUCOK COTPYIHUKOB
(o TIeHTPY)
Iloopaszoenenusn
(mo3unus Tabymsiuy — 15 cM, BEIpaBHUBAaHUE — IO MPABOMY Kpalo, 3aIOJTHUTENb — JIMHUS )
Damunuu T'00 postcoenus Cmaoic Honscnocmeo
(6 — mo nenTpy 9,5 — o pasgenuresio 14 — 1o 1eHTpy)
1. UrnateeB U.U. ------ 1960 14.0 Jlupektop
(3amoTHUTENs — ITPUX-TIYHKTUP,S CM - 110 JIEBOMY KParo)

2. Kamunckuii B.A. ---- 1956 13.5 Menemxep
3. Hukonaes O.0O. ------ 1957 1.0 Byxrantep
4. TonuoB A.K.--------- 1960 12.0 Kaccup
5. ®enopos H.H. ------- 1980 5.5 OxpaHHHUK
6. AnexceeB ['.I". ------- 1971 3.5 [Iponmasen
7. AbpamoB P.M. ------- 1965 8.5 Yo6opmuk

IHoanuce

JlaTta

Pucynox 4.6 — O6pa3zerr 1y1st BBO/Ia TEKCTa C UCTIOIb30BaHUEM Ta0yJISAIINH

B) 175t cioB «IMoamucws» u «/laTa» ycTaHOBUTE MO3ULIMIO TaOYIALMH 9 cM, 11O
neBoMy Kparo. JlJist TMHUI 1ocie MOANKMCH U J1aThl YCTAHOBUTH MO3ULIMIO TaOyIJIALINU
16 cm, o mpaBOMY Kparo ¢ 3alOJTHUTEIIEM;

r) oTopMaTUpyHTE TEKCT KaK B 00paslie;
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1) CIeNaiTe 0OpamieHue K TEKCTY U 3aU6KY 3aroJioBKa TaOIUIIbl (TUI U 1[BET
BBIOPATH 110 CBOEMY YCMOTPEHHIO).

3aganue 3. Co3ganue 0JIaHKA JOKYMEHTA:

a) mepenuTe Ha HOBYIO CTPAHUIy JOKYMEHTa W co3faiTe OnaHk «loroBop
KYIUIM-TIPOJIaKUA TPAHCHOPTHOTO CPeACTBA», TOJB3YACh TalOymsnuen (pUCYyHOK
4.7);

0) orpopmarupyiite tekct: mpudt TNR 14 nr, BepaBHUBaHHE 1O ITUPHUHE.
[To3urum Ta0yasAIuN ONPEACTUTH CAMOCTOATEIHHO;

B) COXpaHHUTE JOKYMEHT B JIMYHOW Marke moa nMeHeM « Tadyasuusn».

JAOTI'OBOP
KYIUIL-ITPOJAXKU TPAHCIIOPTHOI'O CPEJICTBA

I'opon, nara
Mer, [Iponasen

O.1.0.
[achopT cepus HOMEp BBIJIaH
[IPOXKUBAIOIIUH T10 aJpecy
u [lokynareins

O.1.0.
[acHopT cepus HOMEp BBIJIaH

MPOKUBAIOIINH T10 aJpecy
3aKJTFOUMUIIA HACTOSIIHUMN IOTOBOP KYTUIM-MIPOJAXKU TPAHCIIOPTHOTO CPEACTBA O
HUKECIENYIOIEM

[TpomaBen nmpogaeT NpUHAISKAIIEE EMY TPAHCIIOPTHOE CPEACTBO

Nnent. nomep (VIN) Howmep ky30Ba
Mapxka, Mojienb Howmep maccu (pambr)
Tun TC ITactiopt TC
Monpens, Ne nBurartess BBIJIAH

LBeT I'on BBIyCKaA
CTOUMOCTBIO

U TEepelaeT ero B COOCTBEHHOCTh MOKYNaTelNl0, a MOKYIaTelb MPUHUMAET JaHHOE
TPAaHCIOPTHOE CPEICTBO M YyIUIauMBaeT ero croumocTb. lIpomaBen mnepemaer
MOKYTIATENII0 TPAHCIIOPTHOE CPEACTBO CBOOOJHBIM OT JIFOOBIX TMpPaB TPEThbUX JIMII.
[IpaBo COOCTBEHHOCTH Ha TPAHCIOPTHOE CPEIACTBO MEPEXOJUT K MOKYNATENH0 C
MOMEHTA MOJIMKUCAHNS HACTOSILIETO JOTOBOPA.

TpaHcopTHOE CPEACTBO JleHbru B cymme
MOJTYYHIT MOJIy4EeHbI

NOATIMCH NMOKYIaTEeIsA noAnurcCh nmpoaasua

Pucynok 4.7 — O6paszernt 11 cozganus 0JaHKa JOKyMEHTa
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JIABOPATOPHASA PABOTA 5: TABJIUIbBI

N3yyaeMbie BONPOCHI:

1. Co3znanue TabIUIIH.

2. VI3MmeHeHHWE CTPYKTYpPHI M BHEIITHETO BH/1a TAOJIHIIHI.
3. BcraBka hopmyn B sueiky TaOIHIIBI.

BoinojiHuB patoTy, Bbl HAYYHTECh:

- CO37aBaTh TaOJHNIIGI;

- (opmaTupoBaTh TAOIHUIIHI,

~  WCIMOJIb30BaTh TaOJUIBI JUIS YIpaBJICHUS pPa3MCIICHHEM TEKCTa B
JTOKYMEHTaX;

- 3aIOJHSITH TaOJMIIBI TEKCTOM;

—  BBITNIOJHATH BBIYUCIICHUS B TaOJIHUIIAX.

5.1 TeopeTnueckne cBegeHUsI

[Tox Tabanueit moHUMAETCsl TEKCT, OPOPMIICHHBIN B BUI€ CTOJIOILIOB U CTPOK.

Cmonoysl 0603HAYAIOTCS PONUCHBIMU JAMUHCKUMU OYKBAMU, a CHPOKU —
nudpamMu. DIeMEHT TaOJUIIbI, MMOJTYYEHHBIM B pe3yJjbTaTe MEPEeCceYeHUs: CTPOKU U
CTOJIOIA, HA3BIBAETCS AYECUKOI.

Aopec sueiiku (CCbUIKa) — 3TO MECTOINOJIOKEHUE SUYeUKU B Tabmuie. Anapec
sUeKu popMUpyeTCs U3 UMEHU CTOJIO0Ia U CTPOKU: OYKBa COOTBETCTBYET CTOJIOITY, a
uudpa — CTpoke, Ha MEPECEUCHUHN KOTOPHIX HAXOJIUTCS sSTYEHKa.

PacnonoxeHHple psaaoM s4yedku (UMerolue OOUIyl0 TpaHMIly), 00pa3yroT
AMANA30H. AJpec Auana3zoHa S4YEeeK 3aJacTCi adpecom JEBOW BEPXHEU SYECHKHU
(Hayano Juana3oHa) U adpecom HYDKHEW TMpaBol sueiku (KOHEI Juara3oHa),
pa3eseHHBIX JBOCTOUNEM, HanmpuMep: 010k B2:C3.

Tabmuubl ghopmupyromesn ¢ OMOIIBIO KHOMIKH, KOTOpasi HAXOJUTCSl B TPyIIIEe
«Tabaunbny Ha Bkinajnke «BeraBkay» (pucyHok 5.1).

FnaeHan EcTaeka PazmeTka cTpaHuubl Ceblkm Pacceinkmn PeleHsnpoeaHue

2 ) 2 B 4B P2 il «i €

TutyneHaa [MMyctaa  Paspele | Tabawua  PucyHok KapTwHka @urypel SmartArt AwarpammMa CHumok | Tunepc
CTPaHWLa ™ CTPaHWLE CTPaHKLbl =) w7 2
CTpaHuugl Tabnnukl KanwcTpauuu

Tabauvua

R Bcraeka TEIfjJ'II.ﬂLI,bI E OOKYMEHT WK DUCOEaHWE Tafj}'lHLl,bI E JOKYMEHTE.

@' AnA noayueHUA AONONHUTENLHbIX CEEACHWI HaXXMuKTe Knaeuwy F1.

Pucynok 5.1 — Briagka «CraBka». ['pynna « TaGauis»
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—e BcraBka Ta0aMIBI TyTeM BBIICICHUS HYKHOTO 4YHCJIA CTPOK U
CTOJIOLIOB;

e BcraButh TabaMIly dYepe3 AMATOTOBOE OKHO, 3a7aB YHUCIO CTPOK U
CTOJIOIIOB,

Bcraeka

JE| bd B @

TaGauya| PuoyHok KapTuHea ©urypel

-

Bcraska Tabnwnub

|
|
I
I
I
I
I
|

%j BcraeuTe TABAMLY. ..
j Hapwcoeate Tabnuuy

-IEI Tabnuua Excel
j Jkcnpecc-Tabanugsl J

Pucynok 5.2— BceraBka Tabnuiipl

B packpbiBaromieMcsi CIHUCKE MPEACTABIECHbl BapUaHThl OBICTPOrO CO3/aHUS
Ta0NUIBl MyTEM BbIOOpA KOJIMYECTBA A4YEEK, a Takxke KomaHabl «BcraBUTH
Tadauny», «Hapucosarb Tadimuy» u ap.

B ciywyae BbIOOpa kKOoMaHzbl «BcTaBUTH TA0JIMILY» BBIBOJUTCA JHATIOTOBOE
OKHO JIJIsl BBOJIA KOJIMYECTBA CTPOK, CTOJIOLOB M MMapaMeTPOB aBTONOAOOPA IIUPUHBI
CTOJIOLOB (PUCYHOK 5.3).

BcTaBka Tabavubl ? X

Fazmep Tabnuuel

Yucno cronbuos: 3

LILIRIE N

Yucno CTpoK: 2

AeTonogBop WKHPWHEI CTonBUCE

A

@ NoOCTOAHHAR: ABTO

() no cogepxumony

() no wupuHe oKHa

[ ] Mo yMonuaHMk ANA HOBLIX TaBauL

Pucynox 5.3 — JluanoroBoe okHo «BcTaBka TaOIUIIB

B canyuae BwiOOpa komanabl «HapucoBath Ta0aMIly» MpeanosiaraeTcs
pUCOBaHUE BPYYHYIO C IOMOINBIO KapaHJaila, 4YTO HEOOXOAMMO, €ciH Taldiauna
HUMEET CJIOKHYIO CTPYKTYPY.
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Tabnuia aBTOMaTHYECKHA BCTABIISIETCSI B TO MECTO IOKYMEHTA, T HAXOAUTCS
TEKCTOBBIN KypCOp.

[Tocne co3manust TaOMUIBI €€ CTPYKTYPY MOXKHO U3MEHAmMb 32 CUET
n00aBIICHUS WU YIAICHHS CTPOK, CTOJOIOB U sSYeeK, OOBEAMHEHUS WIIH pa3OnueHUs
STYCCK.

Takke MOKHO yCTaHaBIMBATh pa3Mephl SUEEK, BhIPABHUBAHUE, TPOU3BOAUTH
COPTUPOBKY JaHHBIX, 100aBJIsATh B suehku (OpMyay AJid pPacueToB, HU3MEHSTH
HampaBjieHHe TeKcTa. [ 3Toro HCMoib3ylOTCd KOMaHAbl Ha BKJIAIKE JICHTHI
«Pabora ¢ Tadaunamu»/»Maker» (pUcyHOK 5.4).

@' H w95+ Na6opatopHeld npakTvkym Word

®aiin [naeHan Bcraeka PazmeTka cTpaHuubl CChITKm Pacceinkn PeleHsnpoeaHue Bug MathType KoHcTpykTop Maket

e

=]

l¢ Begenuts ~ % Eﬁl Ed BcraBute cHizy i) odaem 2 HF B H = A= J

[E Otobpasute ceTky Al BcraeuTs cneea HE PasgennTb Aveiikn o 17,38 cm H E2E3 I
¥oanute  BCcTaewTe Hanpaenenwe [Mona [aHHele

= . =] .
Ceoiictea ' Pazgennts Tabnuuy ==l 6 - = = = " -
iz . cBepxy il Bcrasute cnpasa | == Pa3a Uy | EH AetonoaBop = = < TeKcTa Aueiiku

TaBnwua CTpoku  cronBubl OBbeaUHEHHE Pazmep Aueiiku BrlpaEHuEaHNE

Pucynok 5.4 — PaGoTa ¢ Tabnunamu. Bknaaka «MakeT»

JInst u3MeHeHus TUIa, TOJIIHUHBI, [BETa JIMHUN B TaOJUIIE WA BhIOOpA CTUIISA
TAOJUIIBI UCTIOJIB3YeTCs BKJIaaKa JieHThl «PadoTa ¢ Tadaumamm»/»KoHcTpykTOop».
JlaHHbBIE BKJAQJKU MOSBIISIIOTCS HPH YCTAaHOBKE Kypcopa BHYTPU OJHOW M3 SIUEEK

Ta6HI/IHBI WJIA IIPpXU BBIACIICHUHU AYCCK HUJIN BceH Ta6HHHBI.
W9 -5 NaBopaTopHbIf NpakTukym Word - O X

Qaiin TnagHan BcTaeka PazmeTka CTPaHLEl Ceulnki Pacceinki PelleH3lpoBaHIE Bug MathType KoHcTpykTOp MakeT o @

CTpoka 3aronoska Mepeslii cTonbel, - | — & 3anueka - - ﬁ =

_____ - | & fpawmus|~| 0501 ———— -

[ crpoka wroroe [T nocneanwii cronBeu

] HapucoBaTe flacTik
Yepeayrowpeca crpoki [ Hepeaytoumecs cronBuel M a LiBer nepa ~ Tabauly

MapameTpsl cTuneil Tabauy CTuan Tabany PUCOEGHUE rPaHuL

Pucynok 5.4 — Pa6ota ¢ tabnunamu. Brknaaka «KoHCTpyKTOp»

[Tpexxne, yeM BHOCUTH U3MEHEHMSI B CTPYKTYpPY TaOJIUILIbI, HAZO 6blOeIUnb T€
AJIEMEHTHI TAOJIUIIBI, C KOTOPHIMU OYJIET BBIMOIHATHCS padoTa. CTPYKTYpy TaOIUIIBI
MOKHO U3MEHSTh BPYUHYIO C TOMOILBIO MBILIH.

3anonnenue TAaONMIBI TPOU3BOJIUTCA NYTEM BBOJIAa TEKCTa B OTIECIbHBIC
aueriku. [Io mepe BBOJa TEKCTa sAUElKa PaCTATUBAECTCS O 6epmuKaiu. BBEICHHBIN B
SUEUKU TEKCT MOXKHO hopmamuposams N pe0aKmuposams Kak OObIYHBIN TEKCT.

Ilepemewenue TEKCTOBOTO Kypcopa IO sYedKaMm TaOJIMIbl OCYIIECTBIIAETCS
6o knaBuieil «Taby, 100 kIaBUIIaMK yIpaBJICHUS KypcOpOM, JIHOO INETYKOM
MBI B HY’KHOM STYEHKE.

Texkct B Tabnuie MoOXeT ObITh opuenmupoean NO BEPTHKAIM, CBEPXY BHU3
nii cHu3y BBepX. ISt 3TOro Hajgo BOCMOJIB30BaThCAa KoMaHAou «HampasieHue
TeKCTa» B rpyIie «BoipaBHnBaHue» Ha BkiIagke «Maker» (pUCYHOK 5.5).
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NabopaTtopHeIR NpakTyukym Word

KoHCTpyKTOPR MakeT
j 3] Buoicora: 042w = HE BLIPOEHATE ELICOTY CTPOK 234 &
ABTONOADOP | =3 linpuwa: 1738 e 2 T Bupoewats wmupuny cronfiuoe Hanpaenexue [ona

- = = = TeKcTa

Pazmep Adekiku BhIpEEHHBaHHE

Pucynok 5.5 —Bxkiagka «Maker». I'pynna « BeipaBHUBaHUE

AYEAKN

B ta6muiax Word 1omycTUMBI TPOCTBIC 6bI4UCICHUAL.
J171s1 BBITTOJTHEHUS BBIYKMCIICHHH B TaOJIHMIIC HCOOXOAUMO:
a) YCTaHOBUTE Kypcop B SUCHKe, T/Ie HY)KHO TOJIYYHTh Pe3yJIbTaT;

0) ucronp3yiite KoMaHay «@opmyda» B rpymne «JlaHHbIe» Ha BKIAJIKE
«MaxkeTr» (pucyHOK 5.6);

A = m :
Zl s =5 j:‘:
CopTupoeka MoeTopuTe cTpokk MNpeoBpazoeate TopMyna
3aroNoEKOE B TEKCT

[ aHHele

Pucynok 5.6 — Bxknanka «Maxet». ['pynmna «Jlanubie»

B) BBEJUTE JAHHbIE B JUAJIOTOBOM OKHE «@PopMyJia» WIH BHIOEPUTE HYKHYIO
(byHKLHIO.

Dopmyna ? *

Qopmyna:
=

@OpMaT Yucna:

BCTaBuTb YHKLWID: BCTABMTE 2aKnagKy:

OTMeHa

Pucynok 5.7 — lnanoroBoe okHo «Dopmyiiar»

dopmyia ecez0a BBOIUTCS TIOCIIE 3HAKA PABEHCTBA =.

dopmyna 3aaeTcsl KaKk BBIPAKEHHUE, B KOTOPOM MOTYT OBITh HCIOJb30BaHBI
CIIEAYIOIIUE IIEMEHTHI:

1. Koncmanmot (uucna, TEKCT B KaBBIYKAX).

2. Ccvinku na saiueniku TabIuIp (aapeca ssIeeK):

a) CCBUIKU Ha AYelKu TaOIUIbl; OHU Pa3ACAIoTCA 3amlsaThiMu, Hanpumep Al,
B4,

0) CCbUIKM Ha 010K (IUama3oH) SYEEeK; OHM YKA3bIBAIOT Yepe3 JIBOCTOUHE
aZipecoB sUeeK Havasia 1 KoHila 0j0ka, Hanpumep Al:B4,;

B) CCBUIKU Ha cmpoku, HatipuMep 1:2 (cchiika Ha cTpoku 1 u 2);

T) cChbUTKM Ha cmonoduwl, Hanpumep A:C (ccbuika Ha ctosorsl A, B u C).
3. 3naku onepanuii: +,—, =, /, *,%,™ u ap.
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4. Berpoennbie ¢pynkuuu \Word.,

5. Knroueswie cnosa aiis CChUIKU Ha OJIOK sTUYEEK:
LEFT — na siueiiku, pacmoioKeHHbBIE B CTPOKE Jiegee sTeHKH ¢ PopMyIIoi;
RIGHT — na sueiiku, pacmoyioxKeHHbIE B CTPOKE Hpagee siueiiku ¢ GopMyIioi;
ABOVE — Ha si9eiiku, pacroaoKeHHBIE B CTOJIOIE @blute TIeiiku ¢ (HhOpMYIIOif;
BELOW — Ha s4eliku, pacmoJIOKEHHbIE B CTOJOIE Hudce SUCHKU C

hopMmyIIOH.

Ha3zeanue GyHKUIUM MOXHO BBOJUTH C KIABUATyphl WIM BBIOUpaTh U3
PacKpBIBAIOIIErocs cucka (PYHKIMM B 1MaTI0rOBOM OKHE «PDopmyJia.
Apeymenmer GyHKUUM MOTYT OBITH YHCIaMH, (POPMYyJNaMH WIM HMEHAMH

SAYCCK.

B Tabmumax Word ucnone3yroTcs mamemamuueckue, Camucmuieckue u
JlocuyecKue BCTPOCHHbIE QYHKITUH.

Jlos

byHKITHA,

KOTOpPBIC TIPUBCACHLBI B

WCITOJIB30BaTh B KA4eCTBE apPryMEHTOB KOHCTAHTHI,
kmoueBbie cioBa (ABOVE, LEFT u 1.1.).

Tabaure

5.1, paspemiaercs

CCBIJIKM Ha SYCHKH HIIH

Tabnuna 5. 1 — Yacto ucnosnb3yemsie ¢pyakimu Word

DyHKIUA Ha3nauenue IIpumep
SUM Haxoxenue CYMMBI gucen | SUM(AL:E6)
B YKa3aHHOM OJIOKE siueeK SUM(ABOVE)
PRODUCT [Mpoussenenne uucen B ykazanHoMm | PRODUCT(AL:EG)
JIMAIa30He TYCCK MIIU YHCEl PRODUCT(3;4;5)
MAX Haxoxnenue MaKCHUMAaJILHOTO MAX(AL:E6;B10;H16)
3HAYCHHS B YKa3aHHOM OJIOKE STYCCK
MIN Haxoxaenue MUHUMAJIBHOTO |\ (AL:E6:B10:H16)
3HAYCHHUS B YKa3aHHOM OJIOKE sUeeK
IToncuér qHucia snauenuii | COUNT(AL:E6;B10;H1
COUNT
B YKa3aHHOM JIMaIla30He sYeeK 6)
AVERAGE Breruncnenue cpeadero 3nauenus aast AVERAGE(AL:E6;B10;H
JIMaIa30Ha SYeeK 16)

OOBIYHBIN TEKCT MOXKHO Hpeodpazoeéams B TaOIUILy, BBHINOJTHUB KOMAaHIY:

«BcraBka»/ «Tadauna»/ «I[IpeodpazoBaTh B TAGIHILY».

B nosBuBmIEMCS MANOrOBOM OKHE (PUCYHOK 5.8), HaJ0 YCTaHOBHUTh
Kouuecmeo U wiupumny CTOJIOIOB M yKa3aTh pazdenumens, 0 KOTOPOMY OyzAeT
MPOU3BOJIUTHCS Pa30MBKA HA CTOJIOIIBI.

ﬂ -
['panuibl TaOIULIBI MOXKHO CKPbIMb, UCTIONb3Ys KHOIKY M («BHemHmne
rpaHuubl») Ha Briaake «[naBHas» nim Bkiaake « Koncrpykrop»/»I'panunubi».
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Mpeo6pa3oeath & TabBAMLLY ? *

Fazmep Tabnuuel

Yucno cronbuos: 1

LRLARIEN

Yrcno CTpok: 1

AeTonogBop WKHPWHEI CTonBUCE

A

@ NOCTOAHHEA: ABTO

O no COgepPHHMOMY

O no WHPHHE OKHE
PazgenuTents

@ zHaK abzaua O TOUYKE C 3anATOH

() anak TabynAumm () apyroii:

Pucynox 5.8 — JIluanorosoe okHo «IIpeoOpa3zoBarh B TaOIUILY»

5.2 IlpakTHyeckue 3aaHUs

3aganme 1. Co3ganue Tadauubl, padoTa ¢ 3JIeMEHTAMHU TA0JIUIbI:

a) co3maiTe HOBBIN MokyMeHT WOrd u B HeM co3zaiite Tabnuity pasmepom 10
ga 10;

0) mpuBeauTe TAONMIy K TakOMy BHJY Kak B oOpasue (pucyHok 5.9),
UCIIOJNIBb3Ysl 00beIMHEHNE siueek, (hopMaTUpOBaHUE TPaHUIl (IIUPUHA JUHUHN 2,25 1T),
3aJIMBKY SIY€EK, CHATHE TPAHUI] U CKPBITUE CETKH;

B) 3aIIOJIHUTE sYeHKH TeKCToM (Kak B oOpasiue): TNR, 12 nr, momyXupHbIH,
BBIPOBHSTH TEKCT B AUEHKaX.

I') COXpaHUTE TOKYMEHT B JIMYHOM nanke noj umeHeMm « Tadauubiy.

N
3aJuBKa O0beInHEHHBIC
A4YeeK AYEeH KU

I'pannusl
Ta0JIULBI

Pucynok 5.9 — O6pa3zer Tabauiisl 111 GopMaTUPOBAHUS CTPYKTYPhI

3ananue 2. Co3nanue tadaunbl. BBoa J1aHHBIX:

a) mepeiauTe Ha HOBBIM JIUCT JOKYMEHTA;

0) cosmaiite OmaHk OanmaHca TPeANPUATUS (COKPAIICHHBIN), HCIOIB3YS
TabuLbl, pUcyHoK 5.10.
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BYXTAJITEPCKUM BAJIAHC KO/IbI
Ha“ 7 20 1. Hara (rog, mecsii, 4ucJI0)
Opraanzanus no OKITIO
NnentudurkanuoHHbIA HOMEP HAJIOTONMJIATEIbIIUKA UHH
Bua gesiTeJIbHOCTH no OKBO /]
Opranu3annoHHo-npaBoBas gopma/popma cOOCTBEHHOCTH
g(i(OH(I)/OK(I)C
Eannuna n3mepenusi: Thic. pyo./MJIH. py0. (HeHY:KHOE 3a4epPKHYTb) | no OKEH 384/385
Mecronaxo:xnenue (aapec) | I
AKTHB Kox oraemmors | oTaermore
noKasareJst rona nepuoaa
I. BHEOBOPOTHBIE AKTUBBI
HemarepunanpHble aKTHBEI 110
OCHOBHEIE CpeICTBA 120
Jonrocpounbie GMHAHCOBBIC BIOKEHUS 140
[Ipoune BHEOOOPOTHBIE AKTHBHI 150
HUTOI'O no pa3nexy | 190
I1. OBOPOTHBIE AKTUBbI
3amacel 210
Jonrocpodnas neduTopcKas 3a10;DKEHHOCTh 230
KparkocpouHnas neOuTopckas 3a10JKEHHOCTb 240
JeHexxHbIe cpeacTBa 260
[Tpoune 060pOTHBIE AKTHUBBI 270
HUTOI'O no pazpeny Il 290
BAJIAHC 300
MACCHB Kon | (i chiore | oracriors
nokasareJsist roaa nepHoIa
1. KAIIUTAJIbBI 1 PE3EPBbBI
YcraBHBIN KanuTaid 410
Jl00aBOYHBII KarnuTal 420
Hepacnpenenennas npuObUTs (HEMOKPBITHIN YOBITOK) 470
HUTOI'O no pazpeay Il 490
1V. 1OJIT'OCPOYHBIE OBA3ATEJIBCTBA
3aiiMbI U KPEAUTHI 510
[Ipoune nonrocpouHbie 00sI3aTENHCTBA 520
HUTOI'O no pazpeay 1V 590
V. KPATKOCPOYHBIE OBA3ATEJIBCTBA
3aiiMbI U KPEAUTHI 610
Kpenutopckas 3a101KEHHOCTb 620
[Ipoune KpaTKOCPOUHBIE 00sI3aTEIHCTBA 660
HUTOI'O no pazaeny V 690
BAJIAHC 700

PykoBoauTesb opranusanuu

I'maBubIi Oyxraarep

Pucynok 5.10 — OGpa3zen 6;1aHka OyxraaTepckoro danaHnca

B) OJaHK MOXKHO CO3/aTh OJHHMM H3 JBYX CHOCOOOB: JTMOO Bech OJaHK
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MOJIHOCTBIO TOMECTUTh B TaOMWIly W CHAENaTh TPaHUIBI HEKOTOPBIX SUYEEK
HEBHJIUMBIMH, MO0 Ha4Yao OJIaHKA TMTOMECTUTh BHE TAOJMIILI, & TAONHIy ¢ KOJIaMu
MOCTPOUTH OTNICTLHO W YCTAHOBUTH JJI HEe 00TEKaHUE TEKCTOM;

r) ordopmatupyiite mno obpasmy mpupt: TNR 11 nr, onunHapHbIH
MEXIyCTPOYHBI HWHTEpBaJ. PucOBaHME CTPOK MOKHO BBIIOJHUTH IPH TTOMOIIH
TaOyIISINY;

1) pa3MecTuTe OJIaHK Ha OJHOM CTpaHUIlE, YMEHbIIIAsk pa3Mephl TOJICH;

€) COXPAaHHTE JIOKYMEHT.

3aganue 3. Beruncienus B Ta0aune:.

a) meperuTe Ha HOBYIO CTpaHMILy JOKYMEHTa M HabepuTe Ha KiIaBUaType
HkenpuBeaeHHbIM TekeT (mpudt TNR, pasmep mpudrta 14 nr, HadepraHue
MOJTYKUPHBIN, IBET CUHUH, MOJUEPKUBAHUE TOJIBKO CJI0BA, BCE MPOIUCHBIE):

NPUEM CTYJEHTOB B TAMOXKEHHYIO AKAJIEMUIO

0) ycTaHOBUTE Kypcop Ha 3 CTPOKM HMXKE TEKCTa W co3faiTe Tadnuiy 8 Ha 7
(J1r00BIM cIOCOOOM);

B) U3MEHUTE CTPYKTYpPY TaOJHIBI B COOTBETCTBUM C TaOIMIEHl 5.2 U BBEIUTE
nanHele B Tadmuny: mpudt TNR, pasmep mpudra 12 nr, HauepTaHue OOBIYHBIH,
LBET YEPHBIH.

') paccunTaiite 3HaueHus B crtoidue «Bcero Ha dakynbrery (CM.
TEOPETUYECKHE CBEACHUSA), MPOCYMMHPOBAB KOJUYECTBO 3asiBJICHUH B KaXI0H
ctpoke. Ilpumeuanue: B OkHe quanora «@opmyJia» 10 yMOJYaHUIO IPEIIIAraeTcs
IPOCYMMHPOBATh JIaHHBIE, PACTIONOKEHHbBIE HAQ STYEUKOW, B KOTOPOU CTOUT Kypcop
— SUM(ABOVE).

1) paccuntaiite 3HaueHus B cronbue «Konkypc Ha 1 Mmecto», pa3nenuB B
KaKJI0M CTpOKE 00111ee KOJTMYECTBO 3asBJICHUI Ha TUIaH PUEMA;

€) paccuMTaiiTe 3HaUeHHs] B UTOIOBOM CTpOKe, kpoMme cTondna «Konkypc Ha 1
MECTOY;

Tabnuia 5.2 — toru npuema B Poccuiickyro TaMOXEHHYIO aKaJIEMHUIO

KoanuectBo BCEI'O
®AKYJIBTET | oTAEAEHHME | TTAH sasiBenHii wa | KOHKYPC
npuéma na 1 mecmo
Myocuunvl | Kenwunor | pax-m
TaMoKeHHOE ounoe 150 260 380
J1eJ10 3a04H0e€ 50 30 20
IKOHOMMYECKHIl | ounoe 40 150 200
IOpuHacckuii ouHoe 50 160 300
3a04HOe 30 30 50
HUTOTO:

k) B cronbue «Konkypc Ha 1 MecTo» paccuuTaTe CpeIHHl KOHKYpC,
pa3aeauB UTOTOBOE KOJIMYECTBO 3asIBJICHUIN HAa UTOTOBBIN IUIAH IIpUEMa;

3) oTdopMaTtupyiTe TEKCT B TaOJuUIle Kak B 0Opasiie, U BBIPOBHATh TEKCT HO
YeHmpy v no vlcome, BOCIIOJIb30BABIINCH KOHMEKCMHbIM MEHI0 TaOIUIbL;

M) YCTAaHOBUTE IUPUHY JIMHUIA TPAHUIIBI 3ar0JIOBKA U 1-r0 cTOs011a B TabIuIe
2,25 nr;

K) coxpaHuTe (aiis B TMIHOMN TaIKe.
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JIABOPATOPHAS PABOTA 6: ®OPMVJIbI

N3yyaeMbie BONPOCHI:
1.  BcraBka maTeMaTuueckux (popMys1 B TOKYMEHT.
2. PenaktupoBanue hopmyi.

BbinojiHuB padoTy, Bbl HAy4YHTeCh:

~ BCTaBIIATb MAaTEMATHUECKUE BBIPAXKEHUS U (DOPMYITBI B JOKYMEHTHI;
~ BCTaBJIATH OYKBBI IPEUYECKOTO alipaBUTa B TEKCT;

~ BCTaBJIATH HauboJee pacupocTpaHEeHHbIE (POPMYIIBI B IOKYMEHTHI.

6.1 TeopeTudeckune cBegeHUs

Bo3moxxHoctn  WOrd TO3BOJSIFOT BCTaBISATH B JOKYMEHT pPa3JIndHbBIC
MareMaThyeckrue (QopMysbl M BbIpakeHHs. [l 3TOro wucmnoip3yercs KOMaHza
«@opmyna» B rpymnne  «CuMBoJabD»  Ha BKiIaake «BcraBka» (pHCYHOK
6.1MecTo jisis1 GopMyJIbL.).

InasHan Bcraska PasmeTka CTpaHuLbl Ceblnkn Pacchinku PeLeH3npoBaHue Bug MathType @ @
j : EE =y T smartart 2 =l Bepxnuii konowtuTyn v [ &l Fkenpecc-Bnokw ~ [E -
a gu W = ) AS| o . .
il Avarpamma = Husknmit konoxTutyn ~ A wordart - £ £2 Cumeon -
Tabnuua | PucyHok KapTuHka Gurypel ... Ceblnku Hagnwees |, —
. ! ! F I—Ep st CHUMOK ~ v ] Homep cTpaHuuel ~ 'g', AS Bykeuua ~ hed -

Tabauubl MnnrocTpatmn KONOHTUTYNEI TekcT CHMBONKI

Pucynok 6.1 — Bknanka «BcraBkay. ['pynma «Cumoiey. Komanga «@opmymnay

MeHIO KHOMKH TO3BOJISIET BBIOpaTh JKcmpecc-popmyny, T.€. OJHY U3
HECKOJIbKMX HamOoJee pacnpoCTpaHEHHBIX WIM CO37aTh HOBYIO (Gopmyry. [lpu
BCTaBKe (OpPMyJBl TOSBISAETCS HOBas BkjIaaka JieHTH «KoHCTpyKTOpY,
HeoOxoaumast 11 paboTel ¢ popmynaMu.

[ |
m [naeHan BEcTaeka PazmeTka cTpaHuubl Coblnen Paccelnen PeleHzupoBaHne Bug KoHcTpykTOpR ] @

&3 . IE‘ E' X x X 2 {0} Crobra ~ im Mpeaen w norapugm ~
+ ~ || % b nq= s
n e ! = . y e X -r—x %

siné QOYHKUKMA ~ L Qnepatop -
Qopmyna IE‘ II‘ IE' | ApoBb Whaekc Pagukan WHterpan Kpyneeiii . -
. abe M . . . . onepatop ¢i Dwakputnueckue shakn ~ [13] Matpuua ~

CepeuC CUMEOEI CTpyKTy DRl

Pucynox 6.2 — Bkiagka «KoHCTpyKTOp»

BcraBnennas ~ ¢opmyna  mpencrtaBisieT  co0oit 00OBEKT,  KOTOPBIH
agmomamuiecku BCTABIAETCS B TO MECTO JOKYMEHTa, B KOTOPOM HaXOAWUTCS
Kypcop. JIto6ast popmysia MOXKET COCTOSITh U3 11a0JIOHOB, OYKB, YUCEN, ONIEPATOPOB,
MaTeMaTHYeCKUX CHMBOJIOB. B ¢dopMynax 4acTo MCHOIB3YOTCS MAOIOHBI IpOOeEH,
WHJICKCOB, PAJNKAIOB, WHTETPAIOB, TPYMNIOBBIX CYMM W MPOU3BEACHUN, CKOOOK,
GyHKIUH, MaTpPHII, CPEIHUX, BEKTOPOB JIp.

BcraBnennyto Gopmyiy MOKHO pedakmuposams, MEIKHYB 110 HEW MBIIIBIO.

s énecenua B Gopmyiny U3MEHEHUN CleAyeT MIETKHYTh MBIIIKON B HY)KHOM
MecTe (HOpMyIIbl; TIPU 3TOM GEPMUKANBbHBLI pA3ZMEp MUTAIOLIETO Kypcopa JIOJIKEeH
PaBHSTBCS 8bICOME TOTO CUMBOJIA (BBIPAXKEHUS ), KOTOPBIM pEeAaKTHUPYETCH.
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i yoanenus wiabiona HyXHO BBIJCIUTH IIA0JIOH M HAXKATH KiaBuiry «Dely.
Jns yoanenus ¢hopmynsl HYXHO BBIIECTUTH (POPMYTy M HaKaTh KIABUIILY

«Del».
dopmarupoBaHre (GOPMYJIBI OCYIMIECTBISICTCS, KaK W OOBIYHOTO TEKCTa C

HUCIIOJIB30BaHHUECM BKIIAJKH JICHTHI «I'maBHas».

CywmecTByer apyroi cnocod cozganusi Gopmy.i:

1. VYkaxuTe MECTO JJis BCTaBKH (POPMYIIBL.

2. Bribepute komanmy: BKIaaka «BeraBka» — rpymma « Teker» — KoMmaHIa
«O0bekT» — moakoManga «O0bekT» — THI 00BbekTa «Microsoft Equation 3.0»

w «MathType» (pucyHok 6.3).

Bcraeka
=l :_I ElE =R B " A= [& Crpoka noganucw -
! @l Eil ’T} Zﬁ G = = Tc Q
l - n = 5} flaTa u epema
azpele | Tabnwua  PucyHok KapTwHka Ourypel Smartart Auarpamma CHUMOK | Hagnwce 3kcnpecc-Gnokn WordArt E)rKBnu,am ®opmyna CUMEON
JaHuLLl - - o o . . . '$d OBbekr . .
Tabnuubl Mnnoctpaunn Tekct =] OBLekT... CHMEONEI
3 Tekerus talina...
BcTaBka obbekTa ? X
Co3naHue CozpaHue U2 daiina
Tun obbekTa:
Bitmap Image ~

MathType 6.0 Equation

Organization Chart Add-in for Microsoft Office programs
Package

Package

WordPad Document
AOeonudelid nuct Microsoft Excel hd |:| B BHae 3HAYKa

Pezynetar

Bcraeka Hoeoro obbekta Tuna "Microsoft Equation

-EE 3.0" B AOKYMEHT.

Pucynox 6.3 — Bkiagka «BceraBkay. ['pynma « Texer». Komanga «O0BekT»

B pesynprare yka3zaHHBIX [JEUCTBHM B JIOKYMEHTE TOSIBUTCA IaHENb
«Dopmyna» v OKHO JyTst BBoAA PopMyIibl (pUCYHOK 6.4).

@ NabopaTtopHelr npaktmikym Word - Microsoft Word (Coon aktveauwmn npoaykra) — | X
®arn [paska Bwma ®opwmar Cwne Pasmep Oxno Cnpaeka

_J-E-l'l-l'2|_:'3-l'l4'l'?"'é:"?'I-S-I'Q-l'lD-l'll'l'l2'l'13'l-l4'l )\I_@
- Dopmyna H a
5= cz= | jab- | g3 £e+@ |2 v3|Enc |dccl |Awl|an® E
' %i - % 0 [suss| nd e QY | w v
o !

A 7 z
By = p :
r?\ ¥
4 | i | »

—1 L T
Crpanua: 61 3 87 | Yucno cnoe: 12 698 | 48 pycekmii | [([EEE = = 100% (=) [ {+]

Pucynok 6.4 — Ilanens «Dopmyrian
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6.2 IlpakTHyeckue 3aaHUs

1. Co3naiite HOBBIH JoKymMeHT WOrd, yCTaHOBHUTH TOJISt B JOKYMEHTE 110 2 CM
CO BCEX CTOpPOH, pazmep popmy: 14 mr.
2. HaGepure cnenyrommue ¢opmynasl (1o oaHoW dopMmysie U3 Kakaou
TaOJINIIBI) ABYMsI CIIOCOOAMHU.
3. Coxpanure 1oOKyMeHT noJl uMeHeM «Padora ¢ popmynamm».

Tabauna 6.1 — YpaBHeHust

Ne ®opmyJia Ne DopmyJia
BapHaHTa BapuaHTa
1 x*+3x*-2=0 11 X°—2x—-1=0
2 4x—-8sin(x)+1=0 |12 tg(x)—2x—1:0
3 e*¥ —3x3—-2-=0 13 x—2c0s(x)+1=0
4 4x* —sin(x)-3=0 |14 x*—6x —8=0
5 —Inx=5 15 X —3x>+x-1=0
6 x—4cos?(x)=-3 16 e*—6Xx—-3=0
7 2x—-1.3=0 17 arcsin(x) +2x—-2=0
8 In(x) — 5cos(§j =0 18 10In(x) —3cos(x) =0
9 arccos(x) — x> =0 19 ﬁ—sin(x)=£
4 4
10 x*+3x +1=0 20 e*—x*=0
Tadauua 6.2 — CucremMbl ypaBHeHHi
Ne Cucrema ypaBHennii | Ne papumanta| Cucrema ypaBHeHHUil
BAPHUAHTA
1 sin(x+1)-y=1.2; 11 cos(x)+y=1.2;
{2x+cos(y) 2. {Zx—sin(y—O.S) =2.
2 cos(x —1)+y=0.5; 12 sin(x—0.6) — y =1.6;
{ X-cos(y)=3. {3x—cos(y) =0.9.
3 sin(x) +2y =2; 13 sin(x+0.5)-y =1,
{cos(y 1)+x=0.7. {cos(y—2)+x:0.
4 cos(x—1)+y=1 14 sin(x) +2y =2;
{sm(y)+2x 1.6. {cos(y—1)+x=0.7.
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> sin(x)-y =1.32; 15 {cos(y) +x=15;
cos _x=_085. 2y —sin(x—0.5) =1.
6 sm(x 06) y=16; |16 sin(x)+2y=3;
3x—cos(y)=0.9. cos(y 1)+x=0.8
7 {cos(y)+x 1.5; 17 sin(y)+2x=2;
2y —sin(x—-0.5) =1. cos(x +y=07.
8 cos(Xx+0.5)+y=1; 18 X +cos(y—1)=0.8;
sin(y) —2x= 2. y —cos(x) = 2.
9 sin(x+2)-y=15; 19 cos(x+0.5)+y=1;
X+ cos(y—2) =0.5. sin(y) —2x=2
10 sin(x) + 2y =1.6; 20 cos(x+0.4) +y=1;
cos(y—1)+x=1. sin(y +1) —2x = 2.
Ta6auna 6.3 — UHTErpasinl
Ne HNurerpan Ne HNurerpan
BapHuaHTa BapHuaHTa
1 Lgj 11 L
Smxzdx jxln(l+ X ) dx
21+ X
2 1 12 ’ 1 2
de dx j(x+ 3(x+ )dx
ve +1 0 x
3 L4 13 1 [ax
J~X6+1dx e 2+1dX
) X0 +1 v X
4 1 14 3
t 1 6x — 5dx
J = i
o V1-X
5 S 15 L
dx cos x*dx
o v1+ X4 0
6 1 16 L
1 ~dx cos(x* ) dx
71+ X+X 2




7 17 2
_[sin x>dx f x'e*dx
1
8 z 18 2
I sin” x Iln x(x+1)_1dx
: +cosx 1
9 1 19 3
jsin(x+x3)dx .[«/x+4dx
0 1
10 2 20 1
J\/4— X2 dx j dx
0 0
Taduanna 6.4 — IludpepeHunanbHble yPABHEHHUS
Ne YpaBHeHHe Y(% )= Yo [a,b]
BapHaHTa
1 : y y(L8)=26 |[1828]
y' = X+C0S—=
J5
2 : Y y(0.6)=0.8 | [0.6;1.6]
= X+Sin—=
y \/E
3 =Y hxti2x y(-1)=15 [-1;0]
X+ 2
4 Y . T T T
==+ XsInx —|=1 —i—=+1
Ty y( zj [2 2 }
5 y = xisinY y(17)=53 | [17;27]
/A
6 Y= X+COS% y(1.6)=4.6 [1.6;2.6]
7 X2y —xy =1 y(1)=0 [1,2]
8 y' =1+0.2ysin(x) - y° y(0)=0 [0;1]
9 , _ cos(X) _05y? y(0)=0 [0;1]
X+1
10 y'=1+0.4ysin(x)-1.5y* | y(0)=0 [0:1]
11 y' =cos(x+Yy)+0.7x y(0)=0 [0;1]
12 y' =40.2x° + y° y(0)=07 [0:1]
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13 y = cos(y) _03y? y(0)=0 [0;1]
X+ 2
14 y = cos(y) +0.3y? y(0)=0 [0;1]
X+ 2
15 y'=/0.2xy + y? y(0)=0.4 [0;1]
16 _ .
Y'=X+cos(%j y(0)=14 [0:4]
17 y' = \jcos(x+ y)+0.7x y(0)=0 [0;1]
18 0)=1 0:1
y' = x+cos(lj y(©0) [0
2
19 y' =1+0.2ysin(x) — y? y(0)=0 [0;1]
20 y'=(1-y*)cos(x)+0.6y | y(0)=0 [0;1]
Tadauua 6.5 — MaTpuuHbie BIYMCJICHUSA
Ne
Bapl/laHTa
1,11 3 2 -1\(1 4
4 -1 -3\ |-2|+2|-2
2 -1 -1 5 3
212 1 3 2)(2 -3 1) (15 7) (1 3 2
1 2 3|-|-3 5 2(-32 1 1|+|1 2 3
3 -2 1)\-2 5 5§ 3 21 3 -2 1
313 3 2 3% (3 2 3)(-3 -3 2) (-3 -3 2
3 -3 2| -223 -3 241 -4 1|+|1 -4 1
— 1 -2 5 1 2 -5 2 2 -5 2
4,14 (1 2 4)(1 3 1 2 1 2 4
1 0 5/{2 1 ol+50 1 1|-|1 0 5
~132J{1 -11) |2 =1 0) (-1 32
215 15 3% (15 3)(2 3 4) (2 3 4
3 2 1| -223 2 1|11 1 5{+|1 1 5
4 0 1 4 0 1)\3 0 1 3 01
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JIABOPATOPHASA PABOTA 7: TPAOUKA

H3yyaemble BONPOCHI:
1.  BcraBka 00BEKTOB pacTpPOBOIl 1 BEKTOPHOU I'paUKH B IOKYMEHT.
2. PenaktupoBanue rpadpudeckux 0ObEKTOB.

BeimmoaauB pa®oTy, BB OCBOUTE TEXHOJOTHIO CO3JaHUS JOKYMCHTOB, B
KOTOPBIX UCIOJIB3YIOTCS TpapuiecKue 0ObCKTHI:

- PHUCYHKH U3 KOJUICKIIUU KIIUIIOB;

- rpaduyeckue 00beKkThI U3 Kosutekuuu WordArt;

- rpadudeckue 00beKThI U3 KoJIeKIu duryp.

7.1 TeopeTuveckue cBeIeHUs

I'paduueckue 00bekThl B JOKyMeHThI WOrd MOKHO 100aBNIATH, HCIOJB3YS
KoMmaH bl B rpynne «Amoctpanun» Ha Bkiajake «BeraBka» (pucyHok 7.1).

Qaiin [naeHan BcTaeka PazmeTka cTpaHuLbl CChInKm Paccelnkn

4 5 B HdREDP2D @l o

TutyneHana Tyctaa  Pazpele | Tabnwua | PucyHOK KapTwHka @urypel Smartart Auarpamma CHUMOK
CTpaHula = CTpaHWulua cTpaHHUbl M - M

CTpaHuLbl Tabnuusl Kankcrpadum

Pucynok 7.1 — Bknanka «Bcrakay. ['pynma «Mmmroctpanymny

KoMaH/ibl aHHOM TPYIIIBI MO3BOJISIOT, KaK BCTABISATh PUCYHOK U3 (aiiina uiu
BBHIOMPATh €r0 U3 KOJUICKIUU KapTHUHOK, TaK M CO37aBaTh PUCYHOK C TOMOIIBIO
Habopa uryp. @Urypsl CrpynmupoBaHbl 10 KaTErOpUsiM JUTsl y100CcTBa paboOTHI.

st cozmanusi Gurypsl HEoOXOIMMO BBIOpaTh €€ BHUJ W IOMECTUTHh B
nokymeHT. [locne cozmanus Gurypbl WM BCTaBKHM M300paKE€HUs JaHHBIE OOBEKTHI
MOXHO pemakTupoBath. [locie BwImeacHUs TpadUUecKoro OOBEKTa TOSBISCTCS
HOBAas BKJIaJIKa JICHTHI.

Bxnangka PaGora ¢ pucynkammu/@opmar TmosBISETCS NOpu padoTe C
M300paKEHHUSIMU, BCTABJICHHBIMU M3 (aiina u kapTuHkamu. Komanzabl paboThl ¢
M300pKCHUSIMU  TTO3BOJISIIOT M3MEHSTHh I[BETA, BBIOMpATh CTWIL JUIsI PHUCYHKAa,
BBIOMPATh MaKeT PHCYHKAa, YCTAHABIIMBATh TPAHUIIbI, IIOJIOKEHHUE B TEKCTE,
oOTeKkaHue pUCYHKA TEKCTOM, TPOU3BOAUTH OOPE3KyY U ynaneHue (oHa.

Bkinaaka «CpeacrBa pucoBaHusi»/»®@opmMaT» TOSABISCTCS NMPH paboTe C
¢urypamu (pucyrok 7.2). KomaHpl BKIIQJKW TO3BOJISIOT 00aBISATh HOBBIE (DUTYPHI,
MIPOU3BOANUTH TPYNIUPOBKY OOBEKTOB, BEIOMPATH CTUIHU TSl GUTYPHI, YCTAaHABIUBATH
JOTIOJTHUTENIbHBIE 2((DEKTHI, TOJ0KECHHE B TEKCTE M 00TCKaHHE, JOOABIATh TEKCT B
¢burypy, moBopaunBaTh €€, epeMeniaTh Ha IePeTHUN WU 3 JHUH TUTaH.
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Fnaexan Bcraeka PasmMeTka cTpaHvLbl CeblnKn Pacceinkm PeueHanposaHue Eug Qopmar
SNNOo O < Miamenuts durypy - - ﬁianuaka Gurypel -
AlLlLed o - HapucoBaTh Hagmucs Abe - KoHTyp ourypel - Y
b% IREAN { } bAdld = | =i DpdexTol Guryp TekcToBkle IfpexTsl ~

Bcraeka quryp Crnn puryp Crnn WordArt

Pucynok 7.2 — Briagka «Cpenctsa pucoBanus»/ «@opmaty

Jns  mocTpoeHus TpaBWIBHBIX — (QUTYp, HampuMep KBajapara, Kpyra,
PAaBHOCTOPOHHETO TPEYTOJbHUKA CJEAyeT TMpU PUCOBAHUM JEp’KaTh HaXKaTOU
knaBunry «Shifty. s ObicTporo no0aBieHHS TEKCTa BHYTPh (DUTYpPBI MOYKHO
MCIIOJIb30BaTh KOMAaHAY KOHTEKCTHOTO MeHI0 «Jlo0aBuTh TekcT». C MOMOIIBIO
JEHTBI MOXXHO W3MEHHUTh BBIPABHMBAHHE J3TOTO TEKCTa W €r0 OPHEHTAIUIO
(HampaBiieHue).

Komanga «SmartArty B rpymme «AumocTpanmum» Ha Bkianke «BeraBka»
MpeIHa3HAuYCHA JIJIT BCTABKU B JOKYMEHT Pa3IMYHBIX MAaKETOB WILTIOCTPAITU-CXEM, B
KOTOpBIE 3aTEM J00aBISAIOTCS HEOOXOAUMbIE TEKCTOBbIC Haanmucu. Cpeyd BapuaHTOB
MaKeTOB TMPEJICTABIIEHbl MUPAMHIbBI, CBS3U, TMPOIECCHl, MATPUIIbI, HEpapXusl.
Hcnonb3oBaHue JaHHBIX MAaKETOB MO3BOJISIET COKPATUTh BPEMs CO3/IaHUS PUCYHKOB,
MOCKOJIBKY WX HE HYXXHO Oyaer co3gaBaTh C mnomoinbio ¢uryp. [lpu paborte c
pucynkamu SmartArt oTKpbIBarOTCSl JTONOJIHUTEIbHBIC BKJIAJIKU JeHTHl «Padora ¢
pucynkamu SmartArt», conepxamas «Koncrpykrop» u «®opmart». [laHHble
BKJIAJIKU TIO3BOJISIIOT M3MEHSATh MAKeT M CTHJIb PUCYHKA, J0OaBJISTH B HErO HOBBIC
CTaHJApPTHBIC DJIEMEHTHI, (hOopMaTHpOBATH IBETA, JUHUH. 1EKCT BHYTPH PHUCYHKA
BBOJIUTCS, peaKTUPYyeTCS U (hOpMATUPYETCS KaK OOBITHO.

Komanma «BcraBka/rpynna Texkcer/Haanucesb» 1O3BONSIET BCTaBISTH B
JOKYMEHT HaJImUCH. TEeKCT HaaImUCH MOXKHO (pOpMaTHUpOBATh W PEIAKTHPOBATH Kak
OOBIYHBIN TEKCT.

Jlmst co3maHus pa3MYHBIX KPACOYHBIX HAJIMMCEH WCIOJIBb3yeTCs KOMaHJa
aentel  «WordArt» B rpynme «Teker» Ha Bikiaagke «BcraBkay (pUCYHOK
7.3)..Haanucu MoxxHO (hopMaTHPOBATh, KaK U APYTrHe IpapruecKue 0OBEKTHI.

ﬂ é 4@ & CTpoka nognucu = n S_z

jz) Jlata w epema
Haanwce Skcnpecc-Gnokn WordArt ¥ OexT Dopmyna CUMEON

- - - - -

Tekcr CHMEOSEI

© 1 -12- 113 1 -14° || WordArt

Bcraeka AeKOPAaTHEHOID TEKCTa B JOKYMEHT.

@' AnA noayueHUA AONONHUTENLHbIX CEEACHWI HaXXMuKTe Knaeuwy F1.

Pucynok 7.3 — Bxianka «BcraBkay. 'pymnmna «Tekcr». Komanga «WordArty

C rpaduyeckuMu OOBEKTAMH MOKHO BBITIOJIHATh PA3IUYHBIC OIEPaIiu:
KONMPOBaHUe, epeMelleHue, epeuMeHOBaHUE U YIAJIeHUe.
KiounupoBath 00beKThI y100HO, TIEpeIBUTAs UX C HaxaTou Kiaauiei «Ctriy.
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7.2 TlpakTu4deckue 3aJaHUA

3ananue 1. PucoBanue 0,10K-cXeMblI:

a) co3maire HOBBIN HokyMeHT MSWord u B HeM co3aiiTe cxemMy IOArOTOBKU
TEKCTOBOT'O TIOKyMeHTa (0Opasel] Ha pucyHke 7.4);

0) Mpu CO31aHUU CXEMBbI UCIIOJIH30BaTh (DUTYPHI;

B) IPUMEHUTDH ONEPALIU TPYNIIUPOBKU U KOMUPOBAHUS OOBHEKTOB;

I') MPUMEHUTD 3aJMBKY 00BEKTOB (IIBET 3aJIMBKU BHIOPATh HA CBOE YCMOTPEHHE
WJIM UCTIOIh30BaTh OJMH U3 CTUJIEH) U CO3J]aTh paAMKY KO BCEH CXeMe;

n) coxpaHute ¢aia ¢ UMEeHeM B JHMYHOM mnanke ¢ umeHem «Padora c
rpagukon».

3aganue 2. PucoBanue u3o0pakeHusi ¢ NOMOIbIO PUTYP:

a) TepeiiuTe Ha HOBBIA JIUCT JOKyMEHTa, U H300pa3uTh cxemMy «CuCTeMbI
CUMCIIEHUsD» (CM. 00pa3el] Ha PUCYHKE /.D), UCIOIb30BaTh ONEpallui TPYNIIUPOBKU U
KOMHUPOBAHUE OOBEKTOB;

6) BBeIUTE U OT(opMaTupyilTe TEKCT MO LIEHTPY, MHTEpBaN meper ald3alem,
HayepTaHUe U LUBET Hmpu@Ta BEIOpaTh Ha CBOE YCMOTPEHHUE;

B) COXpaHUTE (ail.

3ananue 3. Co3nanue pucyHka ¢ nomomsio puryp. lodaBienue Haanucei
WordArt:

a) MepeiiuTe Ha HOBYIO CTPAaHUILY TOKyMeHTa U o¢popMuTh [Ipuriamenue (cM.
oOpa3sel] Ha pUCYHOK 7.6):

6) IpU CO3/IaHUM MPHUTITAMICHHUS UCTONb3yiTe purypsl u WOrdArt;

B) IPUMEHHUTE ONEPALMU IPYNIHUPOBKU U KOMHUPOBAHUS OOBEKTOB,;

r) IPUMEHHUTE 3aJIMBKY OOBEKTOB M LBET HIPpU(Ta Ha CBOE YCMOTPEHHUE WIIU
MCIIOJIB30BaTh CTHIIH JJIs1 OOBEKTOB;

1) cAenanTe paMKy KO BCEMY PUCYHKY;

€) COXpaHHUTE JTOKYMEHT.

3ananue 4. Ucnosb3oBanue pucyHkoB SmartArt:

a) IEPEUINTE HA HOBBIM JINCT JIOKYMEHTAa H© CO3JalTe MHUPAMUIY
noTpeOHOCTEH, ncmonb3ys SmartArt (cm. obpasen Ha pucynke 7.7);

0) BBEIUTE HCOOXOAUMbBIC HAJIIIVCH;

B) YCTAHOBUTE MAKET, CTUJIb JJIsl MUPAMUJIBI U U3MEHUTE LIBETA;

r) COXpaHUTE JOKYMCHT.

3apanue 5. Co3gaHue OpPraHU3alMOHHON JAHATPAMMBI C MOMOIIbIO
SmartArt:

a) IEPEUINTE HA HOBBIM JIMCT JOKYMEHTAa M CO3HJAWTE OPTraHU3aLMOHHYIO
auarpamMmy, UCrojnp3ys SmartArt (cm. oOpaserr Ha pucynke 7.8);

0) BBEIUTE HEOOXOAMMBIC HANMUCU, ycTaHOBUTE mpuT 12 0T, yBemuybTe
pa3Mepsl 0JI0KOB TaK, YTOOBI TOMEIIAIKNCH BCE HAJIIKCH;

B) YCTAHOBUTE MAKET, CTUJIb JUIsl AMarpaMMbl U U3MEHUTH 1[BETA;
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r) COXpPaHHUTE U 3aKPOUTE TOKYMEHT.

pIp

YTEeHHE TEKCTA
c MA

Teker
Cyly ECTBYET?

HET

3

HaGop Tekcra

TpebyeTcA
HIMEHEHHE
TEKCTaY

HET

TEKCTa

PenakTup oEaHue

]

Tpebyerca
neyatk”?

MevaTe TeKCTa

"~

Tpeayerca
TeKcTa?

COXpaHeHW e

Ha MAi

3anvce TekcTa

11
C KoHEW )
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CHCcTeMbI
CUHCJICHHS

/\

HenozHIoHHLIE

Besmrauna, obosHavaeman
IHAKOM, HE 3aBHCHT 0T ee
MOJI0EHHA B 3alFCH YHCIA.
Andaeur prmcrodi cHCTEMED
I vV X L ¢ D M
1 5 10 50 100 500 1000

Jdeom4Has cHCTeMA

r 3

hd

ITozIHOHHLIEe

Bemrauia, odozHagaenan
Irdpoi, 3aBHCHT 0T ee II0-
JI0ZKeHHA B 3aIHCH YHCIA.

OcHoe aHe: 2

Andaeur:
01

BDCBMEPI’I‘IH&H CHCTERNA |4

,II;EIZH THYHAHA CHCTENMA

OcHoe axme: 10

Andaeur:
01234567829

OcHoe aHue: 8

Andaeur:
01234567

L 4

IMlecTHamMIATEPITMHAA CHCTEMA

OcHoeaHne: 16

Andapur:
0123456789ABCDEF
101112131415

Pucynox 7.5 — O0pazen cxeMbl «CUCTEMBI CUUCTCHUS
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Pucynok 7.7 — Ilupamua notpedHOCTEM
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HauanpHuk
TaMO>KEHHOTO
mocra

Otnen
KOHTPOJISA 3a
TaMOXEHHBIM
TPaH3UTOM

HNudopmanno
HO-
TEeXHHYECKOE
OT/IETIEHHE

3am.
HavyaJIbHUKA
TaMO>KEHHOTO
mocra

Otnen
TaMOXXEHHOTO
odopMIIeHUS

Otnoen
TaMOYKEHHOTO
JOCMOTpA

ApxuBapuyc

Pucynox 7.8 — O0pa3en quarpamMmbl
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CIIMCOK MCIIOJIb30BAHHOW H
PEKOMEHIAYEMOM! JIUTEPATYPbI
1. AnenukoBa, JI. A. YrnpaxHenus no tekctopomy peaakropy Word / JI. A.

AnemukoBa. — Mocksa : COJIOH-ITPECC, 2019. — 119 c¢. — ISBN 978-5-91359-084-
8. — Tekcr : aneKkTpoHHBINA // DnekTpoHHO-OMOMMoTeunas cucrema [IPR BOOKS :

[catiT]. — URL: http://www.iprbookshop.ru/90385.html (mara oOpammenwus:
04.04.2021). — PexxuMm focTyma: Juisi aBTOPH3UP. TOJb30BaTEICH
2. bammakoBa, E. . Uudopmatnka 1 uHGOPMAIMOHHBIE TEXHOJIOTHH.

Texnonorus pabotst B MS WORD 2016 : yuebHoe mocodue / E. 1. bammakosa. —
Mocksa: A#t Ilu Ap Menua, 2020. — 90 c. — ISBN 978-5-4497-0515-0. — Tekcr:
ANIEKTPOHHBIH // DiekTpoHHO-O0nbmmoreunas cuctema [IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/94204.html (mara oOpamenus: 04.04.2021). — Pexum
JI0CTyIA: JUIsl aBTOPU3HP. TOJIb30BaTENICH

3. I'pomieB, A. C. Undopmaruka: yuebnuk / A. C. I'pomes, II. B.
3akisakoB. — 4-e, uzn. — Mocksa: JIMK Ilpecc, 2018. — 672 ¢. — ISBN 978-5-97060-
638-4. — TekcT: anekTpoHHbIi // JIanb : a5eKTpoHHO-O0ubIMoTeuHas cucrema. — URL:
https://e.lanbook.com/book/108131 (mara oOpamenus: 19.11.2020). — Pexum
J0CTyIA: JUIsl aBTOPU3. MOJIH30BATENCH.

4, KonokonbaukoBa, A.11. Word 2019: Teopust u npakTuka : B 2 4acTsX :
[16+] / A.. KonokonbHukoBa. — Mocksa ; bepnun : lupekr-Meaua, 2020. — Y. 1. —
337 c.: 1,018 — Pexxum JIOCTyIIA: 1o MIOJIITHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=595446 (nara oOpameHus:
04.04.2021). — buOmorp. B kH. — ISBN 978-5-4499-1330-2. — DOI
10.23681/595446. — TeKCT: 3JCKTPOHHBIA.

5.  HHbopManmoHHBIE TEXHOJOTHH: J1a0OpaTOpHBIM TpakTukym: [16+] /
aBT.-coct. A.I'. Xubpikuna, T.B. Munkuna; CeBepo-KaBkaszckuii QenepanbHbIii
yHuBepcuteT. — CraBpononb: CeBepo-KaBkasckuii denepanbHblii YHUBEPCUTET
(CK®Y), 2018. — 122 c.: wmi — Pexum pgocrtyma: 1o TOJNUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=562883 (mata oOparieHus:
04.04.2021). — bubsauorp. B KH. — TEKCT: 3IEKTPOHHBIH.

6. CepreeBa, A. C. ba3oBbie HaBbIKM pabOThl C MNPOrPAMMHBIM
obecnieueHueM B TexHuuyeckoMm Byse. [laker MS Office (Word, Excel, PowerPoint,
Visio), Electronic Workbench, MATLAB : yue6noe nocodoue / A. C. Cepreena, A. C.
CunsiBckas. — HoBocuOupck: CuOUpCKHil TroCylapCTBEHHBIN  YHUBEPCHUTET
TeleKOMMYyHUKanuid u uHpopmatuku, 2016. — 263 ¢. — ISBN 2227-8397. — Teker :
ANEKTPOHHBIN // DnexkTpoHHO-0MOmmoTeunas cuctema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/69537.html (mata oOpamenus: 04.04.2021). — Pexum
JOCTYyTIA: JIJIsl aBTOPHU3UP. TTOJIb30BaTENCH
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IHPUJTOXKXEHHUE A

IIpumepHoe cogepxkumoe Ppaiina «IIpaBonucanue»

CankrnerepOypr paskunyiics Ha Oeperax Hesbl npu BnaneHuu ee BOUHCKUN
3anmuB. Jlnmnaa Hesobr 74 kmito metpa, cpeanss mmpuHa — 500 meTpos, a rimybuna — 9
MeTpoB. [lo KommuyecTBy pek, OCTPOBOB M MOCTOB Halll TOPOJ 3aHUMAET IEPBOE
Mecto B crpaHe. Ha tepuroppun CankrnerepOypra 86 pek U KaHaioB, 42 oCcTpoBa,
cebiie 300 MOCTOB.

I'opon ocHoBan Iletpom IlepBeim 16 mas 1703 roma. B 1712 rogy on cran
crommiern Poccuickoro rocynapcTsa, NOJUTHYECKMM M KYJIBTYPHBIM LEHTPOM
CTPaHBI.

Cerogusi B CankrnerepOypre Oonee 150 3aBomoB u (abpuk, 6osee 300
Hay4YbHBIX, IPOEKTHO-KOHCTPYKTOPCKHUX U TEXHOJIOTHYECKUX OopraHu3auuid, oonee 20
BBICIIBIX Yy4YeOHbIX 3aBefeHud, 720 mkois, 87 CpeAHHUX CIEUbIAIbHBIX YYEOHBIX
3aBeJICHUM, 26 TeaTpOB, MHOTO JBOPIIOB U JOMOB KYJbTIOpHI, 60ee 2500 oubinartex.

CankrnerepOypr — rmnaBHbld Mapckoil mopT Ha Oantuke. OKTsOpbCKas
JKEJe3Has Jopora — camas MOIIbHAs JKEJIE3HONOPOKHAs MarucTpajlb CTPAaHbI, a
BO3JIYIIHBIMUA JUHUSAMU TOpo cBsizad ¢ 200 ropoaoB cTpaHsl M 15 3apyOekHBIX

roCcyJ1apCTB.
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IHNPUJTIOXKXEHHUE b

IIpumepnoe coxep:xkumoe ¢aiisia «IlepecranoBka ad3anen»

2. HaumenoBanus Poccuiickas ®enepanus u Poccus paBHO3HAYHBI.

1. Poccust ectb neMokpaTudeckoe ¢eepaTHBHOE MPABOBOE TOCYAApCTBO C
peciyoMKaHCcKon (HopMoil TIpaBIeHUS.

5. Hapon ocymiecTBisieT CBOIO BJIACTh HEMOCPEACTBEHHO, a TaKXKe uepes
OpraHbl FOCYJAPCTBEHHOW BJIACTH U OPTraHbl MECTHOTO CAMOYIIPABJICHUS.

7. HukTo He MOKET MpHcBauBaTh BiIAacTh B Poccuiickoit deneparuu. 3axBar
BJIACTH WJIM MPUCBOCHUE BJIACTHBIX MOJHOMOYUM MpECcieAyroTcs Mo (deneparibHOMY
3aKOHY.

3. UenoBek, ero mpaBa U CBOOOJIBI SBISIOTCS BBICIIEH 1IEHHOCTHIO. [Ipu3Hanue,
cOOJIIOZICHUE W 3aluTa IpaB U CBOOOJ YEJIIOBEKAa U TpakJaHWHA — OO0S3aHHOCTh
rocyJiapcTBa.

9. Koncrutynus Poccuiickoit @enepanmu u ¢enepanbHble 3aKOHBI UMEIOT
BEPXOBEHCTBO Ha Bceu Tepputopuun Poccuiickon denepanuu.

4, HocurenmeM CcyBepeHHUTETa M E€IWHCTBEHHBIM MCTOYHMKOM BJIACTH B
Poccuiickon @enepanuu ABiIsSeTCS €€ MHOTOHAIMOHAJIBHBIN HAPOJ.

8. Cysepenurer Poccuiickoit denepanuu pacnpocTpaHseTcss Ha BCIO €€
TEPPUTOPHIO.

10. Poccuiickas Oeneparnus oOecrieunBaeT [EJIOCTHOCTD u
HEMTPUKOCHOBEHHOCTh CBOEH TEPPUTOPHH.

6. BwicmiiM HEMOCPEICTBEHHBIM BBIPAKCHHEM BJIACTH Hapoja SBISIOTCS

pedepernyM u cBoOOHBIC BEIOODHI.
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MHNPUJIOXKXEHUE B

ITIpumepHoe coaepxumoe (paisia «IIpoueccop U mnaMATbL»

ITepconanbHbIC

KOMITFOTEPBl CMOTJIM TIOSIBUTHCS HA CBET TOJIBKO OJjarojapsi HWHTETPaTbHBIM
MUKocXxemaM.MasneHbKas WHTETpaibHas MHUKOCXEMa (unu YuIl,
no-aHrauiicku — Chip) oka3zaiack 3HaYUTENTPHO KOMITAKTHEE, HAJIEKHEE M JICIICBIIC
CTapbIX

QJICKTPOHHBIX JIJaMII W TPAH3HUCTOPOB, U3 KOTOPHLIX COCTOAIH IIPCKHHUC KOMITFOTCPHI.

Haubonee BakHas aeraib JIOOOTO  KOMIIOTepa — ero mporecop. Ilpomecop —

camass  Oomblas u CIOKHAsi ~ MHTErpalibHas  MUKocxema.Brpouewm,
3Ta
MHUKOCXEMa  TOJBKO Ha3bIBaeTCsA OOJBIION. Ha camom gnenme, BHyTpu 3TOrO

MaJIeHbKOT0 4YWIla Ha KPEMHHEBOH IUIACTUHKE pa3MepoM OoJblle IUIOUIaJd HOITA
pa3sMEnarTCs  COTHU THICAY WM MUUIMOHBI TPAH3UCTOPOB U IpYyTUX
AJIIEKTPOHHBIX

KOMIIOHEHTOB, M3 KOTOPBIX  COCTaBJICHBI JIOTUYECKUE DBJIEMEHTHl MHUKPOCXEMBI,
CocoOHble B mpouece  00pabOTKM HWH(OpPMAIUU BBIIONHITH MUJUIUOHBI

BBIYHCJINTCIIBHBIX onepaunﬁ B CCKYHIY.

Kopoue roBops, mporecop — 3TO camasi MHTCIUICKTyaJbHas 4acTh
koMmrroTepa.[Iporpamma, YIPaBJISIOIIAs
paboToii KOMITIOTEpa u oOpabaTtbiBaemast MIPOIECOPOM,
3arpyaercs

B ONEpPAaTUBHYIO NamATh. [laMsTh KOMIIOTepa OOBIYHO COCTOUT U3 HECKOJIbKUX
MUKOCXEM,HaXOJSIIMXCS HAa  MATePUHCKOM IJjaTte B  CHUCTEMHOM  OJIOKe
kommioTepa.llporiecop  Moxker  MTHOBEHHO — oOpamatbcsi K uHGbOpMaIu,
HaXOoJIAIIENCs B OIepaTUBHOMN

naMmsaTu. Takas MmaMmsATh Ha3bIBa€TCS OCHOBHOM wiu pabodeit.OgHako, cieayer
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IIOMHHTB, YTO IIPHW BBIKJIIOYCHHUH KOMIIIOTCPA I/IH(I)OpMaI_II/IH u3 OHepaTHBHOﬁ IHaMsATHu

CTHUPACTCA, T.C. KOMIIIOTEP e€ «3a0bBIBacTy.

[Toatomy, KpoMe KpPaTKOBPEMEHHOMN naMsTH,
HEeoOXoauMa U JOJTrOoBpeMeHHas mamsATh.UToObl coxpaHuTh HHGOpPMAIIUIO Ha
JUTATEIBHBIM CPOK,KOT/Ia KOMITFOTEP BBIKIIFOYEH, B TNEPCOHAIBHBIX KOMITFOTEpPAX
WCHOJIB3YIOTCA JUCKU. Bce monb30BaTeny KOMMOIOTEPOB 3HAKOT, YTO MArHUTHBIC
JIMCKU

OBIBaIOT >kEcTKUE U ruOKue. JKEcTKHe TUCKH OOJIBIION EMKOCTH — UX €IIEHA3LIBAIOT
«BUHYECTEPAMU» — 0OBIYHO

BCTPOCHLI BHYTPb CHCTCMHOI'O 0J10Ka ¥ TTOCTOSTHHO HaxoOATCs TaM.

I[I/ICKOBOI[BI,Hp@[[HEBH&‘ICHHBIG JJIA 3allMCH W 4YTCHUA THOKHUX JHUCKOB, TOXKEC, KaK

IIpaBUJI0, HAXOAATCA B CUCTCMHOM o10Ke.

[IpumeuaHue: TEKCT COAEPKHUT CKPBITHIE 3JIEMEHTHI (OPMATUPOBAHUS, TAKHE Kak
3HAKW MPOOESIOB (B TOM YMCIIE HECKOIBKO 3HAKOB MOJPSA), 3HAKU TaOYyJSLNUH, 3HAKH

pa3pbiBa CTPOKHU, 3HAKHU MAT'KOT'O IICPCHOCA, 3HAKN KOHITA a63aua " ap.
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MHNPUJTOXKXEHHUE I

IIpumepHoe cogepxumoe Ppaisia « TekeT AJas orjiaBJaeHUsD)

BBenenue

JlaHHast KHATA — 3TO  MPOCTOE U APYKECKOE PYKOBOJACTBO MO IOCIEAHEN BEPCUU
HOMYJIAPHOM  MpOrpaMMbl 3JEKTPOHHBIX Tabaul Excel.B Hell onncaHbl OCHOBHbBIE
TEXHUUYECKHUE CHOCOOBI CO3/aHusl, peAAKTUPOBAHUS U Te4aTu paboyux TaOuil,
PacCMOTPEHBI  OCHOBBI NIOCTPOEHUSI JAMarpaMM MW 0a3 [aHHBIX, a TaKkKe
IpPEICTABICHbl JJIEKTPOHHbIE TaOIMIBI B BHJE Kak CTaTUYECKUX, TaK U
MHTEpaKTUBHbIX Web-cTpaHuil .

KHura paccuntaHa Ha  IIOJIB30BATENIEM € PA3JIMYHBIM YPOBHEM  ITOATOTOBKH.
Jlerkuii ¥  JOCTYNHBIM CTUJIb UBJIOKEHHS  MOMOXET Ja)X€ HOBHUYKAM OBICTPO
OCBOMTH Bce BO3MOKHOCTU Excel u 3(peKTHBHO MCOIB30BATh UX B MOBCEAHEBHOM
pabore.

Orta kHura Oyjer IIOJIE3HOM KaK IoJb30BaTeNsiM MHTEpHeT, Kemarmum
OBJIAJIETh HEMPOCTBIM HCKYCCTBOM pa3pa0OTKU MHTEPAKTUBHBIX WED-y3noB, Tak u
ONBITHBIM  CETEBBIM AJMHHHCTPATOPAM, HOJJIEP>KUBAIOIINM KOPIIOPAaTUBHBIE

ceT U Web-cepBephi.

1. SI3pik  mporpammupoBanusi ActionScript

[TonpoOHO paccMOTpeH sI3BIK  IporpaMMHpoBaHusi ActionScript,Bkitouas OTIagKy
TOTOBBIX CLEHApHeEB .31€Ch Bbl HAIETE MHOKECTBO  MPAKTUYECKUX  IPUMEPOB,
WJUTIOCTPUPYIOUIUX TEOPETHUECKUE KOHIETIUY.

KHura paccuntaHa Ha  IOJIB30BATENE€l € Pa3jIMYHBIM YPOBHEM  IOJArOTOBKH.
Jlerkuii ¥ JIOCTYNHBIA  CTHJIb H3JIOXKCHUS MTOMOXKET JIakKe HOBHYKAM OBICTPO
OCBOMTH BCE€ BO3MOXXHOCTH ActionScript >(QexkTuBHO uUCMONB30BaTH UX B
ITOBCETHEBHOM padoTe.

Ota xkHura Oyzner  mosiesHo kak — modb3oBatessiM  [IK, xenaronum oBnaaeTsb
HENPOCTBIM ~ HCKYCCTBOM  Pa3pabOTKH  ajNrOpPUTMOB, TaK M  ONBITHBIM

MIPOrpaMMUCTaM.
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2. Pagora ¢ Microsoft Office

JlaHHasi KHUMra — HE3aMEHMMOE PYKOBOJCTBO [IJIi BCEX, KTO XOYET OCBOWTH
nepeIoBble KOMIIBIOTEPHBIE TEXHOJOTHH B 00JACTH JEIONPOU3BOJICTBA. JTa KHUTA
MIOMO>KET BaM OCBOMTH BCE MPOrpaMMbl CaMOT0 MOMYJSPHOTO B MUpE  TaKeTa
opucHeix mnporpamm Microsoft Office.XoTst oHa He clenaeT Bac CHEUATUCTOM
10 MCIIOJIb30BAHUIO KAKOW-TMOO OJTHOM  MpOrpaMMbl, B HEW Bbl Y3HAETE OCHOBHBIE
OPUHIMUIBI paOdOThl KaXJA0W  NPOrpaMMbl JIaHHOTO  TakeTra. ABTOpP KHUTH €
IOMOPOM u oe3 U3JTUIITHETO yrayOneHus B TEXHUYECKHE
NoJpOOHOCTH J1aeT caMble HeOOXOAMMble HABBIKU IS 3 (eKTHuBHON paboThl ¢
Office.

JlaHHAast KHUTA — 3TO  MPOCTOE U APYKECKOE PYKOBOACTBO IO TOCIEIHEH BEepCcUn
nomyisipHoil  mporpammel Microsoft Office.B Heli onncanbl OCHOBHBIE — MPUEMBI
pabotel B Microsoft Office ¢ takumu  mporpammamu, kak: Microsoft Word,

Microsoft Excel, Microsoft Access, Microsoft PowerPoint u mp.

3. MakeTrupoBaHue JOKYMEHTOB

Knura paccuntana Ha  TOJB30BATENE€Nl  C pPa3lMYHBIM YPOBHEM  IMOATOTOBKH.
Jlobpo noxanoBaTte B MHp KHUTH QuarkXPress.bu0mms MOJIL30BATENS —
PYKOBOJCTBA IO MOUIHOW,  MOJHO(PYHKIMOHAIBHOW M3IAaTEIbCKOW  CHUCTEME,
o0ecreunBaoIIe TOYHOE YIPABICHUE BCEMH aCTIEKTaMU MaKETUPOBAHUS CTPAHMII.
[lens kHUTH — IIOCJIEOBATEIBHO MPOMTH BCE HATallbl H3AATEIBCKOTO
nporecca u MPOJIEMOHCTPUPOBaTh BO3MOKHOCTH QuarkXPress. A kpome Toro,
JaTh  MOJIE3HBIE COBETHI U HAYYUTh BAC HEKOTOPHIM YHUBEPCAIBHBIM CEKpETaM
MaKeTUPOBaHUS U MyOJIMKAlMM JOKYMEHTOB, KOTOPhIE MOXHO HCIIOJb30BaTh B
T000M JIOKYMEHTE, BHE 3aBUCUMOCTH OTTOTO, co3aH oH B QuarkXPress wim Her.
QuarkXPress obecrmeunBaeTr OOMMPHBEIM HAOOPOM HMHCTPYMEHTOB HE TOJIBKO
HCKYIICHHBIX TU3aifHEPOB )KYPHAJIOB, KHUT U OPOIIIOpP .

Ora mporpaMma, C €€ BICUATISAIONICH KOJUICKIMEH  CpPeACTB M (PYHKITUH,
OTKpBIBAET nepen MOJIH30BATEIISIMU U KOJUICKTUBaAMU COTPYIHHUKOB

HCOIpaHNYCHHBIC BOSMOKHOCTH  I10 p€ajiu3alilii CBOHUX MBICH€I>'I, JKCJIaHUM U JaxKe
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xu3HeHHOU ¢unocoduu. [Ipucoeaunsiitech kK CcOOOIIECTBY  IMOJIb30BAaTEIECH ITON

IpOrpaMMbl U MPUCTyNaTe K OCBOCHUIO yauBHUTeNIbHOrO Mupa QuarkXPress.

4. Texnosnoruu ActiveX

KHura HanucaHHas XMBO M JOXOQYMBO, OHa  IIO3BOJIMT OCBOWTH MHOXECTBO
MOJIE3HBIX MIPUEMOB IpPOrpaMMHUPOBAHUSA, B TOM 4YHCIE OOBEKTHO-
OPHEHTHPOBAHHOI'O, U HAy4YMT, KaK CO3/1aBaTh 32-pa3psaHble  NPUIIOKECHUS IS
Windows — oT 3KpaHHBIX 3aCTaBOK JIO OporpamMM, OPUEHTUPOBAHHBIX Ha
Nutepher.

Kpome toro, Bel y3HaeTe, kak paclIUpUTh BO3MOXKHOCTHU SI3bIKA 3a  CYET (PYHKIMH
Win32 API u Bocniosnp30BaThbesl  IpeuMylliecTBaMu TexHonoruu ActiveX.

JlaHHas KHUTa — 3TO  IPOCTOE U JIPY’KECKOE pyKOBOACTBO. KHura paccunraHa Ha
IIOJIB30BATEE  C pas3IMYHBIM YPOBHEM NOATOTOBKHU. JIETKMii W JOCTYIIHBIA
CTWJIb U3JIOKEHUSI  MOMOXKET JakKe HOBUYKAM OBICTPO OCBOUTH BCE BO3MOKHOCTH U

3(PEKTUBHO UCITOIL30BaTh UX B IOBCEIHEBHOM paboTe .

5. IporpammupoBanue Ha si3bike Visual Basic

Kaura mpeana3zHadeHa BCeM MPOrpaMMHCTaM, KOTOPhIE UMEIOT 0a30BbI€ 3HAHMS
no anemeHTaM si3bika Visual Basic, xemator m3yuuts Visual Basic u  ctpemsitces
MOBBICUTH KBanuduKauio . OHa B TOJHON Mepe ONpaBIbIBAET CBOE Ha3BaHHUE —
ATO IEUCTBUTENBHO ""MacTepckas pazpaboTunka'.

Knura paccuutana Ha  TOJbB30BaTeNiel  C pa3IMYHBLIM YPOBHEM  IOJTOTOBKH.
Jlerkuii ¥ JIOCTYNHBIA  CTHJIb H3JIOXKCHUS MTOMOXKET JIakKe HOBHYKAM OBICTPO
ocBOMTH Bce Bo3MokHOCcTH Visual Basic, s¢ddexktuBHO wHCIONB30BaTh HX B
MTOBCETHEBHOM pabdoTe.

Ota xHura Oyner MMOJIC3HON KakK nonb3oBarensaMm 11K, kemaromum OBJIaJICTh
HEMPOCTBIM  HUCKYCCTBOM  pa3pabOTKHW  aJlfTOPUTMOB, TaK U  OIBITHBIM

MIPOrpaMMUCTaM.

6. TBopuecTBO
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6.1. BuneomoHTax)K

Knura Hanucana yBiieKaTeJIbHO M MHTEPECHO, HACKIIIEHA (DAKTUYECKUM MaTepHaIoM
W paccuuTaHa Ha MOJIB30BATENIEH BCEX YPOBHEU noarotoBku. Hacrosmee
U3JIaHUE  TIOMOXET OCBOUTHh OCHOBHBIE  IMPOTPAaMMHBIC  MPOJYKTHI B 00JIACTH
BuaeoMonTaka: Adobe After Effects, Adobe Premiere, Ulead Video Studio, MGI
Video Ware 4.0, Hollywood FX, Main Actor.

6.2. O0paboTka 3ByKa

B kHure onucaHsl KOMIIBIOTEPHBIC OporpaMMbl Uil MY3BIKaJIbHOTO
TBOpuYecTBa. PaccMOTpeHbl  MpoOieMBbl  CO3/1aHUSI MY3bIKAJIBHBIX KOMIIO3UIIUN Ha
ocHoBe MIDI-cuHTE3aTOpOB 3BYKOBBIX KAPT B COYETAaHMU  C OLM(PPOBAHHBIM
3BYKOM p€aJIbHbIX HHCTPYMEHTOB U IOJIOCOB  IIEBIIOB.

PacckasbiBaercs 0 mporecce 0OpaOOTKH 3ByKa B IOMAIIHEW CTyJIWH, CYIIHOCTU
3BYKOBBIX 3()(PEKTOB. MOAPOOHO OMHUCHIBAETCA pad0Ta MO PEJAKTUPOBAHUIO 3BYKa
cpenctBamu  Cool  Edit, CIOCOOBI CO3JJaHUsl  OPUTHMHAJIBHBIX
comruioB it WT-cunTe3aropa ¢ momomrsio Vienna SoundFont Studio,ceenenue
MIDI- u WAVE-xomnosunuii 8 Cakewalk Pro Audio.

7. IlIporpammHoe u annapatHoe o0ecneuyenue IIK

XoTute, 9ToOBI Balll KOMITBIOTEP Aeiall OOJIbIIE, a JJOMAJICS PekKe, HO HE 3HaeTe, C
yero Hauatb? Paccinabbrech! DTO  MOJHOCTHIO OOHOBJIEHHOE U3JIAHHE WM3BECTHOU
KHUTM  CHUMET MOKPOB TallHBI C  COBPEMEHHOIO NPOTPaMMHOTO U
anmapaTHoro ooOecrmeueHuss - HauvHas ¢ BuaeokapT M Windows, 3akaHYuBas
crtangaptom FireWire u OpanaMayspaMu, — U IIar 3a I1aroM pacCcKaXeT O TOM, Kak
MpPEBPaTUTh OOBIYHBIA  CEPEHBKUIM KOMIBIOTEP B OE30TKA3HYIO  CYNEPMOIIHYIO
MyJIbTUMEIHA-MAIINHY.

JlaHHasi KHUTa — 3TO  MPOCTOE U JIpy’KEeCKoe pyKkoBojcTBO. KHura paccuntana Ha
[I0JIb30BATENIEM € PaA3JIMYHBIM YPOBHEM IIOATrOTOBKH. JIerknii U IOCTYIHBIN
CTUJIb U3JIOKCHUSI  TTIOMOXKET JIa)K€ HOBUYKAM OBICTPO OCBOUTH BCE BO3MOXXHOCTH U

3¢ PEeKTUBHO UCIIOIL30BaTh UX B MOBCEIHEBHOM padoTe.
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8. IIporpammupoBanue

8.1. OcHOBBI NPOrPaMMHUPOBAHUA

Knura mnpenHazHaueHa Juis HaUMHAKOIMX — ITodb3oBaTenew. llepen Bamu onHa w3
CaMbIX IPOCTBIX KHHI, IIOCBSILEHHBIX IPOrpaMMHpOBaHUI0. OHa  TIO3BOJIUT
BaM c/enaTh NepBble LIaTd B OCBOCHUU OpEeMyApPOCTENl HamMCaHus

KOMIIBIOTCPHBIX  IIPOrpaMM .

8.2. A3bIk nporpammupoBannss BASIC u NPOrpaMMHUpOBaHNe I
HNurepuer
Bel y3Haere, 4TO TaKoe A3BIK IIPOTPAaMMHUPOBAHUs, U KaKUE S3bIKU

MpOrpaMMUpPOBaHUs Haubojiee  MOMYJSIPHBI HA  CErOJHAIIHUN JeHb. OTaenbHbIC
YacTU KHWTM  IIOCBAILEHBI UCIOJIB30BAHUIO sI3bIKa  nporpammupoBanus BASIC,
HCIIOJIb30BAaHUIO PA3JIMYHBIX CTPYKTYpP JAHHBIX, 4 TAKXKE IPOrPAMMMPOBAHUIO JUIA

HNuTtepher.

3akJj0oueHue
Knura paccunrana Ha MOJIb30BATEJIEM  C HAYAJIbHBIM YPOBHEM MOJITOTOBKH.
Jlerkuii ¥ TOCTYIHBIA CTUJIb U3JIOKEHHUSI TTOMOKET HOBUYKAM KaK MOXHO ObICTpee

IMPUCTYIIUTL K CO3AaHUIO COOCTBEHHBIX IMporpamMm.
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HNPUJTOXEHHUE /1

IIpumepHoe coaepxumoe ¢aiiina « TekeT 11 KOJOHOK»

POPMATUPOBAHUE JOKYMEHTA

3anomnume!
[Ipexxne yem Havath (QopMaTupoBaHHe (QparMeHTa TEKCTa, €ro Hajao
BbI/ICJINTD.
dopmaTUpoBaTh MOKHO C TIOMOIIBI0O MEHI0 WJIA KHONOK Ha MaHeIn
UHCTPYMEHTOB Popmamuposanue.
@opMaTHPOBATL TEKCT — OTO 3HAYUT YMETh BBHIMOJHATH CIIECAYIOIINE
omepanuu:
yCTaHaBIMBATh MPUPT, T.€. 33]]aBaTh MapaMeTpPBhI:
THII,
HayepTaHueE,
pasmep,
MOJ4YEpKUBAHUE,
L[BET,
U Tp.
Omnpenensath 3¢ exTsl B mipudTax:
BEPXHHUU UHJIEKC,
HIDKHUNA UHCKC,
3a4EPKHYTHIN,
YTOIUIEHHBIM,
MPUNOIHATHIN
U TIp.
VYcraHaBauBaTh MEKCHUMBOJIbHBIC HHTEPBAJIBI,
VYcraHaBIuBaTh MEKCTPOUHbBIE HUHTEPBAJIBL;
JlenaTh miepBYyIO CTPOKY a03alria KpacHOM WIIM BUCSYEH
N erie MHOXXECTBO APYTUX omeparuii, ¢ KOTOPHIMA MOXKHO MO3HAKOMMTHCS B

MeHI0 DopmMar.
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IHNPUJTOXKXEHHUE E

IIpumepHoe coaepxumoe paiiyia «TekeT I CHOCOK»

1. OOpa3oBaHHsI  KPYINHBIX  BOCTOYHOCJABSHCKUX  MEXIYIIEMEHHBIX
o0bennHeHuH, Habmo1aemMbiX ¢ VI B., @ TIOTOM U TOCTOSIHHO, BHECIIO CYIIIECTBEHHBIC
MepeMEeHbl B XapakTep KHSHKECKOW BIIACTH, OCBOOOXKmas €€ OT IyT pPOJOBOIO
HaCJICIUs.

2. OOpazoBaHHMs  KpPYIIHBIX  BOCTOYHOCJIABSHCKHX  MEXKIYIJIEMEHHBIX
o0bennHeHuM, Ha0moaemMbix ¢ VI B., a MOTOM U OCTOSIHHO, BHECJIO CYIIECTBEHHBIC
NepeMEHbl B XapakTep KHSKECKOM BJIACTH, OCBOOOXKJas €€ OT IyT POJIOBOIO

Hacjiacausd.
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IHPUJTOXKEHHUE XK

IIpumepHoe copep:xxkumoe daiina «Ilpuropoast Cankr-Ilerepoypra»
'aruynna. 125 ner Ttomy Ha3zan mnerepOypXkIpl BOCHEBaIM KpacoThl ['aTumHbBl B
TOPXKECTBEHHBIX cTuXax. M Temepp C OOJBIIMM BOCTOPTOM MBI JIFOOyEeMCs
YyJeCHbIMU BHJAaMU ['aTYMHCKOrO Mapka M C BOJIHYIOIIMMH JIFOOONBITCTBOM
OCTAHABJIMBAEMCsl IIepe] KaMeHHbIMM cTeHamu llaBnoBa kwinma wim ¢
BOCXHUILIEHUEM OCMAaTpUBAacM 4YyJeca W MaCTEPCTBO BHYTPEHHEHM OTHEIKH €TO.
I'atunHckuit nBopen u IlaBen! Mel yke HE MOKEM OTIENUTh UX APYT OT Ipyra — TaK

CHJILHO CKa3aJIOCh B3aMMHOE BIIMSHHE Ha 000nX !

IMapckoe Ceno. 24 uronsa 1910 roga TopKeCTBEHHBIM borociayXxeHHeM B TOPOJICKOM
ExarepuHuHCKOM cOOOpe M KPECTHBIM XOJOM Haudajoch npazgHoBaHue 200-meTus
Hapckoro Cena. FOGunero ropoja mnpujaBaiacb OCOOEHHAs HAPOYUTOCThb, HOO
UMIIepaTopcKas pe3ujieHursa K napcrBoBanuto Hukonas |l HecoMHeHHO mpuoOpena

3HAa4YCHUC I/ICTOpHKO-XYI[O)KeCTBeHHOﬁ COKPOBHINHHUIIBI MUPOBOI'O YPOBHA.

ITereprod Ob1n coznan Ilerpom Benukum B 1711 roay. Apxutektop Jlebmon ctpous
3aropOJHBIA IBOpEL 10 IJIaHy 3aMKa B Bepcane. Tak kak aBopen napb CTPOWII IS
cebs, To u HazBan ero «llereprodom». JlBopenm OBLT OJHUM U3 JTHOOUMBIX

MecronpeObiBanuii [lerpa.
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JABOPATOPHbBIN HNPAKTUKYM o NHO®OPMATHUKE
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YuebHoe mocodue /I CTYACHTOB BCEX HaINpPaBJICHUI
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Penaxrop E.®. U30T0Ba
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