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INEPEYEHb COKPAIIIEHUH

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

Tao6smmma 1 — Cokpaienust 1 paciinppoBKHU

Coxpamienue PacmmdpoBka

oC OmnepanuioHHas cucTeMa

I10 «MoiOducy» Hacronbabie npumnoxxenust «MoinOduc Tekcty, «MoiiOduc Tabnuiay,
«MonOduc IIpesenTtanus»

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2025 14




MonOdonc
1 OBIIIME CBEJEHU S

1.1 Haznauenue

«MoitOduc Tekct» — pemakTop st OBICTPOTO U yOOOHOTO Cco3MaHus U GpOpMaTHPOBAHUS
TEeKCTOBBIX JIOKYMEHTOB JIFOOOM CJIO)KHOCTH Ha OIllepallMOHHBIX cucTemaxX Linux, Windows u
macOS.

«MonOduc TekcT» BXOOUT B COCTaB IPOAYKTOB:

—  «MouOdwuc [IpodbeccroHaMbHBIN 2%;

«MouOduc [IpodeccruoHanbHbIN 3»;

«MoiiOduc Cxemay;
—  «MoitOduc CranaapTHbIN 3»;

—  «MouOo¢uc ObpazoBaHue.

Ho,upo6Hoe ONKUCaHMEe BO3MOXXHOCTEH IMIpUI0oXeHust IpuUuBeeHO B COOTBETCTBYIOIIEM

BallleMy IIPOJYKTY JIOKyMeHTe « PyHKIIMOHaIbHbIe BO3MOXXHOCTHY.

CocraB (IDYHKHI/IOHaJlebIX BO3MOXKHOCTEH IMPUWIOXKEeHUS MOXeT OTJIMYdTbCA B 3aBUCHUMOCTHU

OT IIPOAYKTa U OHepaHHOHHOﬁ CHCTEMEI.

1.2 CucremHbIe TpeOOBaHUSA

[lepeyennr TpeboOBaHMII K MPOrpaMMHOMY U alllapaTHOMYy oOOecliedeHUIO TIpUBEIeH B

COOTBETCTBYIOIIIEM BallleMy MPOAYKTY JIoKyMeHTe « ChucTeMHble TpeOOBaHUS .
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1.3 Orpannuyenus

1.3.1 Orpanuyenust Ha popmar ¢aiijioB

Crnncok ¢opmaros, nopajepxvBaeMbix npuioxenueM «MonOd¢uc Tekcr», npuseneH B

Tabnunax 2 u 3.

Taosmmna 2 — Ionpep:xuBaemsie popmars! ¢aitsioB B OC Windows u Linux

Onepanus

ITonnepxuBaembie popMaThI

OTkpsITHE/UMIIOPT GalyioB

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

CoxpaHeHre/3KCIopT (paiioB

DOCX, ODT, XODT, RTF, TXT, PDF, PDF/A-1

Co3naHue 11a610HOB $aiioB

DOTX, XOTT

Hcrionb3oBaHue 111a0JIOHOB 71
co3nanus $haiyion

DOTX, OTT, XOTT

Tabnuna 3 - Ilognep:xxuBaemselie ¢popmarsl paisioB B macOS

Onepanus

ITonnepxuBaembie GpopMaThI

OTKpBITHE/UMIIOPT GaIoB

DOCX, ODT, XODT, TXT, DOCM

CoxpaHeHre/3KCIopT (paitioB

DOCX, ODT, XODT, PDF, PDF/A-1

Co3pnanue 111a610HOB $anioB

DOTX, XOTT

Hcrnonb3oBaHye M1abI0HOB IS
co3nanus dailyioB

DOTX, XOTT

1.3.2 Ilonnep:xuBaemMsblie A3bIKM HHTEepgeiica

— Pycckui;

—  AHrnuickuii;
— DpaHIy3cKul;
— Tarapckwuii;

— bamkupcknii.
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2 IIOATI'OTOBKA K PABOTE

2.1 YcranoBka

VYcranoBka [10 «MoiOduc» moapobHO orvcaHa B AokyMeHTe «HacTonbHble MprioskeHus

«MouOduc Tekcry, «MoiOduc Tabmuray, «MoOduc I1pezenTtamnust». PyKoBoACTBO 10 yCTaHOBKeY.

1O «MoitOduc» cuuraercst ycranosiieHHbIM B OC Windows, eciiu B pe3yJsibTaTe JeHCTBUH,

H3JI0KeHHBIX B pa3zejie 2.2 YKa3dHHOT'O IOKYMeHTa, Had pa6oqu CTOJIe I10JIb30BaTe/Id U B I'NITdABHOM

MeHi0 OC oTob6pakatoTCs SIpIBIKH, TIPeJICTaB/IeHHbIe Ha pUCYHKaxX 1 u 2.

"

al =

"

MoiQdgue  MoiOdue MoiQdnc
Tekcr TaBnuua [pesedTayms

-« 5

Pucynok 1 — dpneiku [10 «MoiitOduc» Ha paboueMm crosie OC Windows

M

(;\ Meawanneep
- MoiOduc
Mo#Oduc lNpesenTaumsa

R MoiOduc Tabauua

Hosbie

MoitOduc Tekcr

HAOoBbie

i;‘\'_?’ Yaanute MoitOduc

Pucynok 2 — dpnbiku [10 «MoitOduc» B rimaBHom meHro OC Windows
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1O «MoitOduc» cuutaercs ycraHopieHHbIM B OC Linux, eciu B pe3ysnbTaTe JeHCTBUM,

M3JI0KEHHBbIX B pasfesie 2.3 yKa3aHHOrO IOKyMeHTa, B MeHI0 mpuioxeHuid OC oTtobOpakaroTcs

SPJIBIKH, IIpeJCTaBJieHHbIe Hd PUCYHKe 3.

(e Paboumin cron @ LibreOffice Impress g
. WHTepHeT Co3gaHwe W pefakTMpoEaHKUE NPe3eH...
[# KopawHa
> I w Oduc . LibreOffice Math
= Co3gaHwe W pefakTMpPoEaHWE HaydHhl..,
CUCTEMHEIE
CucTema u % LibreOffice Writer
IR& CTaHAapTHLIE Co3gaHwe W pefakTMpPoBaHKME TEKCTA ...
i MeHegxep NakeToB % i PTOjECELIDIE
— Libre.
S L R MnaHMpoBaHKE W YNPaBNEHWE NPOEKT...
LleHTp ynpaBnexsna _
MNapameTpel L?' MoinOdwc NpeseHTaunA
TepMuHan MpocMoTp 1 NOKAs Npe3eHTaWni ...
03 3a6 | MoiOd¢wnc Tabnunua I
! NIoKMpoBaTS kpan I BrinonHeHwe BeMWCIEHWNA, aHANWS...
E 3aBepLINTE CeaHC . MoilOduc Teker
_— _ a CospaHune W pefaKkTHpoOBaHME TEKE..
|0 | BriiATw
Nomek: | | Q
Sy Mewo @

Pucynok 3 — dpnsiku [10 «MoiOducy» B MeHto npunoxennit OC Linux

1O «MoiOduc» cuurtaercss ycraHOBIeHHBIM B macOS, eciv B pe3ysbTare IeHCTBUH,

M3JIOKeHHbIX B pasfiene 2.4 ykazaHHOro JIOKyMeHTa, B Launchpad oro6paxaroTcs 3HAYKH,

IIpeJiCTaBJIeHHbIe Ha PUCYHKe 4.

MonOoduc Tekct MonOo¢uc Tabnuua MoitOduc MpeseHTauma

PBHO=2"O80 @l

PucyHoxk 4 — 3nauku npunoxenuii B Launchpad

o880 o
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2.2 3amyck

3anycture npunoxenne «MonOduc TekcT» OTHUM/IBYMs IIeTYKaMU MBIIIA 10 ero

3HAUKY/SPIIBIKY.

2.3 JInneH3noHHOe CorJjIallieHue

[Tpu nepBom 3zamnycke 10 «MorOducy BHUMAaTeNbHO IPOYMTANTe YCIOBUS JIMIEH3NOHHOIO
COIVIALlIeHUs U MTOJIMTUKYU KOHPUIeHITMAIILHOCTH (CM. PucyHoK 5).
Ecinu BBl coryiacHbl ¢ 0003HaU€HHBIMU YCIIOBUSIMU:
1. IlocraBere ¢naxok $ mnpuHmMal YciaoBua wucnoab3oBanusas U Iloautuky
KOHQHIeHITHAJILHOCTH.

2. Haxwmwure kHonky HagaTh paoory.

= Y¥Ycnoewa mcnoneseeadua v MNoantvka kondrgeHuMansHooT >

_ [o6po noxxanoBatb
.5 B MoiiOduc!

NMUEH3MOHHOE COMALUEHWME C KOHEMHbBIM
MOSIE3OBATE/IEM

HacTosliee AMLEeH3MOHHOe coraleHne ¢ KoHeuHbIM
nosb3oBaTe/nem (danee - «/IMLEHIUOHHOE COrNalleHnes)
yCTaHaB/NMBAeT YCIOBUA UCMONb30BaHWA Nporpamm Ans 3BM
«MoiiOduc CrangaptHblii», «MoiiO¢uc YactHoe O6nako»,
«MoiiO¢uc 3awmweHHoe obnako», «MoiiOdguc
MpodeccuoHanbHbIi», «MoiiOduc MouTta», «Mailion»,
«Squadus» 1 nx 0BHOBAEHWIA (danee BMeCTe U Mo
OTAENLHOCTH MMeHYeMble [porpaMmHoe obecneyeHue) U
3aknoYaeTca Mexay KoHeyHbiM noabsosatenem v 000
«HOBbIE OBJIAYHBIE TEXHONOT N », ABnArLwLmMMCA
obnafateneM UCKIKOYWTENBHOMO NMpaea Ha [MporpaMMHoe
obecnevenme.

Meped ucnoab3osaHuem [poapaMmMHo20 obecneyeHus,
noxanylicma, 03HaKoOMbIMech ¢ YCI08UAMU Huxecnedytoweeo
JluyeH3uoHHoeo coznawieHus. Slroboe ucnob3oearHue Bamu v

[:] A NpuHUMake YonoBWA Mcnons3oeaHa 1 MoanTuky KoHGWLeHUManEHoCTH.

Hauate paboty OTmeHa

Pucynok 5 — OkHo YcnoBus ucnosnb3oBanus u [lonuTnka KoHPHUIeHINMATBHOCTH
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3 UHTEP®EVC

3.1 I'maBHOe 0OKHO

B riaBHOM okHe nipuioxkenust « MoniOduc Tekcr» comepxkarcs (cMm. PucyHok 6):
1. Komaumnoe meHro.

2. IlaHenb UHCTPYMEHTOB.

3. Pabouas 06sacThb.

4. BokoBas IaHeJb.
5

CTpoka coCcTosIHHUS.

KomaHgHoe MeHio MaHens MHCTPYMEHTOB
| |
= Hoesiii gokyment 1 - MoiiOguc - O x
®ain [lpaeka Beraska @opmar  WHotpyments Bug  OBwwi goctyn  Hagcrpofikw  Cnpaska
+ By xD0D@y & 0 A Ir
NoBaenTe g] v 9 C Q woe
H3bpanHoe ®ain Mpaska WpwndT AB3ay Crian BcraBka ~
2 -l 2 3 4 5 6 7 B g 10 11 1314 15 16 7. 18 -
1 Bokopas naHens ————@
z Pabouan obnacTe
3
4
5
5 v
CrpaHnua 1 uns 1 ' = * + W% v

|
CTpoKa coCTOAHMA

Pucynok 6 — I'naBHoe okHO nipunoxenus « MotOduc Tekct»
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3.2 KomanaHoe MeHI0

B xomanaHom Mmenio (cMm. PucyHok 7) comepkaTcsi OCHOBHble KOMaHIbI Jijisi paboThl C

IIpHUJI0KEeHHUEeM.

= Hoewld gokymedt 1 - ModOdmc

Maiin  paeka Beraeka Qopmat  Moorpywmedte Bug  OBwwi goctyn Hagetpolkw  Cnpaeka

Pucynok 7 — KomanziHoe MeHI0

J171s1 6BICTPOTO BBITTOTHEHHS 3TUX KOMaH/I IpeHa3HavYeHbl:
— couertanus kiaBuil (cM. Tabmury 18) — mpomucaHbl HAPOTUB KOMaH/ B KOMAaHHOM
MEHIO;

— OKHO OBICTPBIX JIeHMCTBUM (CM. pazpen 3.7).
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3.3 Ilanenb MHCTPYMEHTOB

[lanenb wuHCTpyMeHTOB (cM. PucyHok 8) comepXUT HWHCTPyMeHThI [yisi paboThl C

COIEpPKUMBIM JIOKYMEHTA.

+ v 0oy & [ | X0Thames v
Jobasnts =Y 9 & X K Y AR e

Via6panoe ®aiin Mpasia [ Ag3aL

om | AdD08 Awmen s | B @+ 5 -

Cram BcTagka ~

Pucynoxk 8 — [laHenbs HHCTPYMeHTOB

BHenHuii BUJI IaHesI UHCTPYMEHTOB MO>KHO U3MEHSTh:

— BbIOMpATh peXXuM 0TOOpa)keHus ITaHeJId UHCTPYMEHTOB WJIM CKPBLIBATh ee C 9KPaHa;
—  CKpbIBaTh/OTOOpaXkaTh Ha3BaHUS U COZIEPXKMMOe Pa3/iesioB MaHeIl NHCTPYMEeHTOB;
— HacTpauBaTh cocTaB pasjena MI3opaHHoe;

— CKpbIBaTh U 0TOOpaxathb pasnen M3opanHoe.

3.3.1 3MeHUTH pe:KUM 0TOOPaKeHHUsI TaHeJI HHCTPYMEHTOB

YT0oOBI U3MEHUTh pexum OTO6pa}KeHI/I$I IMaHeJIM THCTPYMEHTOB, BbIIIOJIHUTEe CJIeIyIoIIre JIEUCTBUS:

1. Boibepure nyHKT koMaHAHOTO MeHiO Bup > Ilanenbs uHcTpyMeHTOB (CcM. PucyHok 9).

Bug OBwwi goctyn  Hagctpolkn  Cnpaeka

JuHelka Ctrl+5hift+R A A+ E -
HeneuaTaemeie cUMBOLI
B o & w s
- f J—
Pesnm npeseHTanmm
AB3ay
MacwTtab b
[aHens MHCTRYMEHTOE b ®  CraHgapTHas
KomnakTHan

CKpBITE NaHENb

* HazeaHwa pazgence

~  |zB6panHoe

Pucynok 9 — Komanyinoe mento Bup

2. B oTkpbIBIIEMCS IOJIMEHIO BbibeprTe TpebyeMblil pexxuM 0TOOpakeHUsI:
— CrangapTHas — MHCTPYMEHTHI paclojioXXeHbl B JIBé CTPOKM, Ha3BaHWS paslielioB
otobpaxatotcs. [Ipy Heo6XOAMMOCTH Ha3BaHMS Pa3/ieioB IaHeJId WHCTPYMEHTOB

MO>KHO CKPBITh (CM. pasjen 3.3.2).
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— KoMmnakTHasi — HTHCTPYMEHTHI PACIIONIOXKEHBI B OJJHY CTPOKY, Ha3BaHMSI Pa3/ieioB He
0TOOpaXXaroTCSl.

— CKpBITI) IIaH"HeJb — [IdHeJIb MTHCTPYMEHTOB He OTO6pEl)K8€TCSI.

J1Jis1 GBICTPOTO TIepeKIIoueHusT MeX]Ty CTaHAAPTHBIM M KOMITAKTHBIM PeXXUMOM OTOOpaXKeHUst
MaHeJId MHCTPYMEHTOB  UCHOJb3yhTe KHONKA - (KoMmakTHas mnaHelb HWHCTPYMEHTOB)

(cm. Pucynok 10) u ~ (CraHmapTHas HaHeJIb HHCTPyMeHTOB) (cM. PucyHok 11).

ARy
AaBboB1 AaBbBsl ... ['}. v E

3aro...oK 2 3aro..ok 3 =

Bcraska

Pucynok 10 — Knonka KommakTHasi naHejib HHCTPYMEHTOB

114 [e)
CBBIYHBIA w Euie w [ | w W El sen
R s

Pucynok 11 — Knonka CTangapTHas naHeJlb HHCTPYMEHTOB

3.3.2 CKpBITh HJIH 0TOOPA3UTh HA3BaHHS Pa3/iesioB

[Tanens uHCcTpyMeHTOB (cM. PucyHok 8) B mpunoxennun «MoiOduc TekcT» cocTouT u3
pasnenoB. Kaxnpiii paszmen (3a uckiIodeHHeM pasjeiia  M30paHHOe) CONEpXXUT TPyIITy
VMHCTPYMEHTOB, IIpe[JHa3HaueHHBIX [UIsl BBIIIOJIHEHUs ompefesieHHOM 3amauu. Harpumep, pasnen
CTHiaM co/lep>XUT UHCTPYMEeHTHI /711 paboThl CO CTUJISIMU TeKCTa.

Ha3Banust pasgesnoB oToOpakaloTcs, eciyd IlaHejlb WHCTPYMEHTOB IIpe/iCTaBleHa B
CTaHIapTHOM Buje (cM. pasfen 3.3.1). [lns onTumuzanuy pabodero IMpPOCTPAaHCTBA HAa3BaHUS
pas/iesnioB Ha [aHeJId UHCTPYMEeHTOB MOXKHO CKPBITb.

J1Jis 3TOTO BBINIOJIHUTE CIIe[lyIoIlire 1eHCTBUSL:

1. Boibepure nyHkT komMaHaHOTO MeHi0 Bup > Ilanens uacTrpymeHToB (cM. PucyHok 9).

2. B oTkpeiBiIeMcs nogMeHto cHumuTe ¢puiaxkok HazBanus pasnesios.

Yrobbl 0TOOpA3UTh Ha3BaHUS Pa3/esioB, YCTAHOBUTE JIAHHBIN UIaXkOK TOBTOPHO.

dnaxox HazBanus pa3nejioB 336J'IOKI/IpOBaH, €CJI1 IlaHeJIb UHCTPYMEHTOB CKPbITd WA

0T06pa>1<aeTc;1 B KOMIIaKTHOM BH]IE.
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3.3.3 CKpBITh HJIH 0TOOPA3UTH COJiep:KIMOe pa3/iesioB

PBSI[EJII:)I IaHeJIM UHCTPYMEHTOB MOI'YT CBOPAYMBATBCI dBTOMdTUY€CKH, IIpU YMEHLIJ_IE‘HI/II/I/
YBeJIMYEeHUH pa3Mepd INIaBHOI'O OKHA ITPpUJIOXKeHWs, UJIK BPY4YHY1O.

YroObl CBepHYThb paszfiel MaHeld WHCTPYMEHTOB BPY4YHYIO, HaBe[UTe KYypCOp MBbIIIU

HA ero MpaByIO IPaHUITy U HAKMHUTe KHOTKYy * (cM. PucyHnok 12).

Beraeka @opmar  Wectpymednte  Bug  OBuwwid goctyn  Hapctpoikw

~ \r": ﬁ W é D HO Thames W
Sv 9 C Q %}K K Y AB

daiin Mpaska WpudT

Pucynok 12 — Knorika cBopaurBaHus paszena

Yto6bl 0TOOpA3UTh WHCTPYMEHTHI CKPLITOIO pa3fiena, IIeJIKHHUTe I10 HeMYy MBIIIbIO

(cMm. Pucynok 13).

Beraeka @opmar  Wectpyments Bug  OBwnid goctyn
o) v c><1 XO Thames w 14 | w
Sv . X K Y- A

dann Mpaska WpudT
o o~ & |
2 T &

Pucynok 13 — UHCTpyMeHTHI pa3zena

YroObl pa3BepHYTh pasjien, HAKMUTe KHONKY * (cM. PucyHok 14).

Beraeka @opmar  Moctpyments Bug  OBwwi goctyn  Hagctpobikw

o c>‘{o KO Thames w 14 |« AT ,ﬁ.,+
=N '%}»I{K U MB o Av £
dain Mpaska W pudT

Pucynok 14 — KHorka oToOpakeHUss MHCTPYMEHTOB pasjieria
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3.3.4 Hactpours cocras pa3aena «A3opanHoe»

B pa3zell rmaHejii MTHCTPYMEHTOB I/Isﬁpalmoe MOZKHO HOﬁaBHTbZ
— YdCTO UCIIOJIb3yeMble KHOIIKHY ITaHeJIX UTHCTPYMEHTOB;
— KHOIIKHY JJI4 BBIIIOJIHEHHS 9dCTO HMCIIOJIb3YyeMbIX ITYHKTOB KOMaHHOI'O MEHIO;

—  KHOIIKY JJIsl BBITIOJTHEHHS YaCTO MCIIOJIb3yeMbIX MaKpOKOMaH I (CM. pasfen 4.16.1).

B M30panHoe MOXXHO 106aBUTh OT 1 10 14 371eMeHTOB.

CocraB maHeu I/IBGPHHHOE XPdHUTCA B HaCTpOIZKaX IMPUJIO’KEHUA Ha TeKyIlleM KOMIIbIoTepe

" He I1epeldeTCsd B CO3[IaHHbIX Hd HEM JIOKYMEeHTdX.

3.3.4.1 J106aBUTH KHOIIKY C IIaHeJIH HHCTPYMEHTOB

Yrto6bl f06aBuTH B I30paHHOoe KHOIIKY C ITaHeJId MHCTPYMEeHTOB, IIeJIKHUTe 110 Hel MTPaBou

KHOITKOU MBIIIH U BBITIOJHUTe kKoMaHy [lo6aBuTh B n3bpannoe (cMm. PucyHok 15).

+ =

1 W
_ AaboB1
a7 ! DERIYHEIF

JobBaenTe B M3bpadHoe

el
I
{

[rp—

£ v T w =

AG3ay

Pucynok 15 — Komanga /lo6aButh B n3opanHoe

B Hacrosiee BpeMsi HeZJOCTYyIIHO J1006aBjileHMe KHOIIOK IaHeJld WHCTPYMEHTOB, KOTOpble

OTO6pa>KaI-OTC5I IIoCJIe HA’KaTU4 Ha KHOIIKY =°=.

[Tpu no6asnenvy B 30paHHoe KHOIIKA He y[assieTcs U3 pasfielia [aHelu UHCTPYMeHTOB, B

KOTOPOM OHd PdCIIOJIO’KEHA.

3.3.4.2 J106aBUTH KHOIIKY /I/I1 BBITIOJIHEHUS IIyHKTa KOMAaHIHOT'0 MeHI0

Yto6sl 106aBUTH B I30paHHOe KHOIIKY I BBITIOTHEHHS ITyHKTAa KOMaHIHOTO MEeHIO:
1. BeinmonauTte koMaHay A00OaBIeHHs OAHUM U3 CIIeAYIOMIUX CIIOCODOB:

—  Ecm paspen M30panHoe myCT, HKMUTe B HeM KHOIIKY —+ Jlo6aBuTh (cM. Pricynok 16).
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+ - ~ Y O B~ & 1]
JoBaenTs ng w S ¢ Q
MaGpanHoe Tain MpaBka

Pucynoxk 16 — Knomnka Jlo6aBuTH

— FEcm pasnen W30panHoe cojiepXuT Jo0OaBjieHHbIe 3JIeMeHTbI, IeJIKHUTe 110
mo0b0OMy MecTy pasjeiia IpaBOM KHOIKOW MBIIIM W BBIIOJHUTE KOMaHAY

KOHTeKCTHOro MeHIo [lobaBuTh AeiicrBue (cM. PucyHok 17).

'C_-\‘,- w Y, [ ﬁ w é D KO Thames
MzBpaHHoe Q X K
HM3Bpann WpudTt

JobaenTs JeiAcTBNE %

OYMCTUTE

Pucynok 17 — Komanpna JlobaBuTh fefictBue

2. B otkpeiBiiemcs okHe (cM. PrucyHok 18) BbibepuTe TpebyeMblii ITyHKT KOMaHIHOTO MEHIO.

N v X B Ry &0
JobaenTh IE;J bt (_.j C Q
M3BpaHH |_,- 1CK AedcTBKrA
Coszpate :

@ CozpaTe no wabaoHy...
|__E',i OTKPEITE...
[0 Coxpanwts
“0. MoanncaTe 4oKYMEHT..

g] BeicTpan nevate

MapameTpbl cTpaHuubl

& Mevatb..

J

OTMEHHTE

g

MoeTopuTe

Pucynok 18 — OkHo go6aBiieHus MyHKTOB KOMaH/IHOT'O MEHIO
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3.3.4.3 J106aBUTH KHOIIKY /I/IS1 BHITIOJTHEHUSI MAaKPOKOMaH/IbI

Yto6s! 106aBuTH B 130paHHOe KHOIIKY JIJIsl BBITIOJTHEHUSI MAKPOKOMAaH/IbI:
1. Ha 6oxoBo# maHen HAXKMUTe KHOTIKY @ (Makpoxkomanzsbr) (cM. Pucynok 19).

2. HaBenuTe Kypcop MbIIIM HAa Ha3BaHUe TpeOyeMoW MaKpPOKOMaH/bl M HAXKMHTEe KHOIIKY

(Emxe).
I
AaBOB AaB0B! AakoBs .. [H. [0 (0] &

Jarc.or 1 Jaro.ox 2 3aro..ox 3

Bcraska

- MakpokomaHabl Q

Hoean MakKpokoMaHaa @

MakpokomaHaa B

Pucynok 19 — Ilanens MakpokomMaHb1

3. B BrImazarolieM crycke HaBeUTe KYpPCoOp MBIIIK HAa koMaH/ly Jlo0aBHTH B H30paHHOe
(cMm. Pucynok 20).

4. Ha OTOﬁpHBHBIHGIZC&I IIaHeJIn BbI6epI/ITe KHOIIKY [IJId BBIIIOJITHEHUS MaKPOKOMAH/IbI.

- MakpokomaHgbl Q

Hoean MakKpoKomMaHLa @

MakpokomaHaa &
PenaktupoBatk
Bribepure sHauok: Lobaente B M3bpaHHoe I} >
G © 0 @
@ @
®

Pucynok 20 — Komanna /lobaBuTh B H30paHHoe
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Bribpannas kHomnka o6aBuTcs B pa3aen U3opanHoe.

[Ipu HaBeneHMM Kypcopa MBIIIM Ha KHOIKY OyneT oTOOpakaTbCsl IOJCKa3Ka B ¢opmare

MaKPOKOMaHHa: <Ha3BaHHe MAKPOKOMaHABLI>. HpI/I HAaXXaTWH Ha KHOIIKY 6y11€T 3dIlyCKaTbCsA

COOTBETCTBYIOIIldd MAdKPOKOMdH/IA.

Knomnka JJid BBITIOJIHEHKWS MAKPOKOMaHIbI OTO6pa>KaETC$I BO BCeX TeKCTOBLIX JOKYMeHTaX

Ha TEeKyIeM KOMITbioTepe. Eciii B TOKyMeHTe HeT COOTBETCTBYIOIEH MaKPOKOMaH/bI, TO KHOITKA

He daKTHMBHA W IIPpU HaBeIEeHWHW Hd Hee KypCcOpa MbIIIN OTO6pEl)KE:1€TC$I IIOJCKa3Ka B (bopMaTe

MaKPOKOMaHHa H3 IpPYyroro f0KymMeHTa: <Ha3BaHHE MAaKPOKOMaHIbI>.

3.3.4.4 I3MeHUTH KHOINIKY /IS BBIIIOJIHEHHSI MAaKPOKOMAaH/IbI

YTtoOBI U3MEHUTH KHOIIKY IJId BBIIIOJIHEHWUS MdKPOKOMAH/IBI:

1. Ha 60k0BOIi MaHeI HAKMUTE KHOIIKY @ (Makpoxomanzb) (cM. PucyHok 19).

2. HaBenuTe Kypcop MBIIIM Ha Ha3BaHWe TpeOyeMOW MaKpOKOMaH/bl M HAXKMHTEe KHOIIKY

(Exze).

3. B BmIajamwIneM CHOUCKe HaBeAUTe Kypcop MbIIIM Ha KoMmaHay M3MeHHTBH 3HA40K

(cm. Pucynok 21).
4. Ha orobpa3uBiencs

MdKPOKOMaH/bI.

IIaHeJIn BbI6epI/ITe HOBYIO

— MakpokomMaHabl

KHOIIKY  IJId

Q

=

BribepuTe 3Haqok:

)
WS

e
o
-
=)

f)
=)
G

(7
&)
(B
@

0
'\_39

P!
©

P
\_g'j

§
(™

Y
(1) Makpokomanga

PepakTupoBats
M2MeHWTE 3HaYOK

¥aanuTe 13 uzbpaHHoro

Pucynok 21 — Komanja i3sMeHUTH 3Ha40K
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3.3.4.5 IlepemecTHUTD 3J1IeMeHT

YToObI M3MEHUTh TOJIOXKEeHHe 3ieMeHTa B pasiesie VI30paHHoe, BBIOIHUTE CleIyOIIHe
JerCTBUS:
1. IllesykoM 1paBOM KHONKU MBIIIM 110 3JIeMEHTy OTKpOMTe KOHTEeKCTHOe MeHIO
(cm. Pucynok 22).
2. B KOHTeKCTHOM MeHIO BBIOepUTe TpeOyeMyro KOMaH/Iy:
— IlepemecTHTH B HA4aJIO — CJIeJIaTh BHIOPAHHBIN 3JIeMEHT TIePBBIM B pa3jierie;
— IlepemecTHTBH BJI€BO — TIOMEHSTh MeCTaMH BbIOPAHHBIN U MTPEeIbIIYIIUIA 3IeMeHT;
— IlepemMecTHUTBH BIPaBO — IIOMEHSTH MeCTaMH BbIOPAHHBIN U TOCIIeIYIOIINI 3JIEMeHT;

— HEPEMECTI/ITB B KOHeEII — C1eJjIaTb BbI6paHHbeI JJIeMEHT II0CJ/IeAHUM B paslielie.

= [ hd [C ﬁ b é |j X0 Thames v
HoE o By DO & X K Y AB

MaE-I"X’

JelicTene £d WpudT
ﬂE‘pE‘ME‘CTMTh B HaYano
ﬂE‘pE‘ME‘CTMTh Bneso
MNepemectTe BNpaBo
ﬂE‘pE‘ME‘CTMTh B KOHeL,

¥panute 12 wabpanHoro

Mz6panHoe
JobaeuTe gelcTeMe

OYKCcTTE

Pucynok 22 — KonrekctHoe MeH10 pa3ziesia M30panHoe

3.3.4.6 Ynaiurte 3j1eMeHT

Yr1obbl ynanuth K3 pasfiena M30paHHOe KHONKY IaHelIW WHCTPYMEHTOB, BBIIIOJHUTE
CJIeyouye qeCTBUL:
1. [lenxHUTe 1O HEM MPaBOM KHOIMKOM MbIIK B pa3jieiie M30paHHoe Wik B TOM pasjelie,
13 KOTOporo oHa Obuia gobasieHa (cM. PrucyHnok 23).

2. BrimonauTe KOMaHly KOHTEKCTHOI'O MEHIO YnaJm'rb 3 n36pa}mor0.
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b
% YaannTe w3 nsbpadHoro

Pucynok 23 — Komanja Y xaauTh u3 n30paHHOr0

Yrobsl ymanuTh U3 paszenia M30paHHOe KHOIMKY /Jis BBINOJIHEHHs ITYHKTa KOMAHJIHOTO
MEHIO, IIeJIKHUTe [0 Held IpaBOM KHOMKOM MBI M BBIIOJIHUTE KOMaHAy YJIaJuThb U3
u3opanHoro (cMm. PucyHok 22).

KHonky psis BbIIOSTHEHWS! MaKpPOKOMAHIbl MOXKHO VIalIUTh U3 pasfena M30panHoe
HE3aBUCUMO OT TOTO, COMAEpPXXUTCSI [laHHas MaKpPOKOMaHJla B TeKyIllleM JIOKyMeHTe WM HerT.
VnaneHve BBINONHSETCS aHAJIOTUYHO YJIAJIeHWUI0 KHOIKU JIJis BBIMIOJIHEHUs MYHKTa KOMAaHJIHOTO
MEHIO.

Eciv MakpokomaHzia COAEpXXUTCS B TeKyllleM JIOKyMeHTe, TO KHONKY MOXHO TaKxe
YAQIUTh C TIOMOIIBIO MTaHeId paboThl C MaKPOKOMaHAAMMU:

1. Ha GokoBoii MaHesi HAKMUTE KHOIIKY @ (Makpoxomanasl) (cMm. PrucyHok 24).

2. HaBemuTe Kypcop MbIIIM Ha Ha3BaHWe TpeOyeMoW MaKpPOKOMaH/bl M HAXKMHUTEe KHOIKY

(Eme).

4N
AabbB AaBo6B! AaB6Bs ... e [ @)y = -

3aro.ok 1 3aro..okK 2 3aro.ok 3 L

BrraBka ~

- MakpokomaHAbl Q

Hoean MaKpOoOKOMaHLa @

Mowck

Makpokomanaa [

Pucynok 24 — Ilaners MakpokoMaH/IbI
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3. B BbImaparoleM cnucke BoiOepuTe KOMaHy Y AAJUTh U3 u3dpanHoro (cM. PucyHok 25).

- MakpokomaHabl Q

Hoean MaKpOoOKOMaHLa @

Mowck

Makpokomanaa >

PegakTpoBaTh

MamMeHWTE 3HaY0K ¥

Yaanute W3 nabpaHHoro L\}

Pucynok 25 —-Komanzaa Ypanuth u3 u3dpaHHoro

Kpome Toro, kHomka ynmansercs U3 paszgena M30paHHoe, eciid U3 OKYMeHTA yIaseTcs
COOTBETCTBYIOIIIAsl elf MaKpPOKOMaH/Ia.
3.3.4.7 OuncTuTh pasngen

YTo06BI YOalIuTb W3 pa3feiia I/I36paHHOE BCe 3JIeMeHThI, HIeJIKHHUTe IIO JIIO60My MecCTy

paszziena IpPaBOM KHOIKOM MBIIIM M BBIIOJIHUTE KOMAaHAY KOHTEKCTHOro MeHI0 O4YHCTHTH
(cm. PucyHnok 26).

X0 Thames A
— 1 ”
o T B 9 C & X K Y AB
MsbpanHoe WpudT
KMz6panHoe

JobaeuTe AeHcTBME

OuneTHTE L\\y

Pucynok 26 — Komanga O4uctursb
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3.3.5 CkpboITh 11u 0To00pa3uTs pasgen «M3opanHoe»

[To ymomyanuto paznen M36panHoe oToOpakaeTcs Ha TTaHeJTM HHCTPYMeHTOB.
YToOBI CKPBITH Pa3/ies, BHITOIHUTE OJHO K3 CIeIYIONINX JeCTBUIA:
— Bribepute myHKT koMaHIHOTO MeHIO Buj > ITaHerh HHCTPYMEHTOB 1 B OTKPBIBIIIEMCSI

noaMeHio cHuMUTe uiaxkok VI3opannoe (cMm. Pucynok 27).

Bvag OBwwid goctyn  Hapctpoikw  Cnpaeka

Nuneiika Ctrl+Shift+R A .-"':'\+ EE -
Heneuartaemble cMMBOAL
k‘ W ﬁ} Lo i— L*)
Pexum npeseHTaLmm
AB3ay
MacwTab r
MaHens MHCTPYMEHTOE P ® (CrangapTHas

KomnakTHan

CrpbiTe NaHens

»  HaseaHwa pazgence

“  NzBpanHoe

Pucynok 27 — Komangxoe menio Bug

— Ecm paspen M3bpanHoe myCT, HaBequTe KypcOp MBIIIM Ha KHONKY -+ J[o6aBHTBL U

Ha)XXMHTe * B ee [IpaBOM BepxHeM yTiy (cM. PucyHok 28).

@aiin  [lpaska Beraeka @opmar  MHotpymentm Bug

+ x% v % B | &
AobasuTs g] - (—J .:__:’ Q

M3GpaHHoe ®ann Mpaeka

Pucynok 28 — Paznen M3opanHoe

Yrobbl 0TOOpa3UTh pa3zielt, MOBTOPHO ycTaHoBUTe diakok 30paHHoe B KOMAaHIHOM MeHIO.

Pnaxxoxk M30panHoe 3a0710KMPOBaH, eCiiv MaHelb MHCTPYMEHTOB CKPbITa.
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3.4 Pabouas obsacrn

B paboueii obsacty oToOpakaeTcs TeKyIIuii TMCT AokyMeHTa (cM. PucyHok 29).

= Hoewid gokyment 1 - MoidQdmc

Qaitn  paeka Bcraska @opmat  WHetpyments  Bug  OBwwid goctyn  Hapctpoiikw  Cnpaexa

+ hd X ﬁ ~ é D XOThames |w 14 || AT A+ TT
Ji— IE;] - <—_) I:_—) Q >.K K H s ﬁ v £ T aso san
Ws6pantoe dain MNpaska WpwndT AB3aw Ctunn Becraska ad
~
Q
v
Crpannua 1 us 1 = L 2 + 100% v

Pucynok 29 — Pabouas obmactb
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3.5 bokoBag nmaneinn

bBokoBasi maHesib COEpPKUT ciiefytonye KHOnkKU (cM. PrucyHnok 30):

— O ot
I .
A B @y B -
BcraBka ~
4 g 6 o 7 P
Q
)
A
W
- [ ] + 1200 v

Pucynok 30 — bokoBas nanemnb

— T (ObpasoBamme) — OTKPHITH MNaHeIb CCHUIOK Ha 06pa3oBaTeslbHbIe pecypChl
(cM. pasmen 4.18). Knomka otobOpaxkaercss mpu pabore c npusioxenuem «MonOduc
TekcT» B coctaBe nnpoaykTta «MoitOdurc ObpazoBanuey.

— () (ITomck u 3aMena) — OTKPHITH [TaHeJb [IOMCKA U 3aMeHbI TaHHbIX (CM. paszen 4.2.8).

- ® (MakpokoMaH/BI) — OTKPBITh MTaHEJIb pabOThI C MaKpOKOMaHiaMu (CM. paszien 4.16.1).

KHorka oTrobpaskaeTcsi, eciid B IOKyMeHT Jjo0aBjieHa XOTsI Obl O7JHa MaKPOKOMaH/Ia.

- [% (BoccranoBiieHHble ¢paiyibl) — OTKPBITh MaHeIb pabOThl C Pe3epBHBIMU KOIUSIMHU
nokymeHTOB (cM. pazmen 4.1.10). Knomka otobOpakaercs, ecjid ecTb XOTs Obl OJHa

HeCOXpaHeHHAds KOIIHu4.
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- @ (BepxHuii KOJXOHTHTYJI) WIU @ (HmkHMI KOJIOHTHTYJ) — OTKpPBITH IIaHeJb
HACTPOEeK KOJIOHTUTYJIOB (cM. pasmen 4.12.2). KHomka oToGpakaeTcs, ecjid BbljiesieH
KOJIOHTUTY/I.

- @ (DJIeKTpOHHAsA MOJANMCH) — OTKPHITH IIaHeJIb pabOThl C 3JIeKTPOHHOM IOIUCHIO

(cMm. paznen 4.17.3). KHonka orobpakaercsi, eciid JOKYMEeHT TTOJITUCAH.

[Tonmucanve TOKyMEHTOB 3JIeKTPOHHOM MOJIITUCHI0 HeJOCTYITHO ITpyU paboTe B macOS.

Ecnu noxkymeHT OTKpHIT B 0671ake (cM. paspen 4.15), To Ha HOKOBOI MaHesIn 0TOOpaXkaroTCs
aBaTapbl pelleH3eHTOB, KOTOpble OJHOBPEMEHHO C TeKyIIMM II0jib30BaTejleM BelyT paboTy Haj

ITUM JOKYMEHTOM.

cDyHKI_II/II/I pa6OTbI B 00jlake ¥ COBMECTHOTO pedaKTUPOBAHUS OOCTYIIHbI IIPpU HAJIMYUU

cepBepHoit yactu «MoiOduc [Ipodeccronanbubiity / «MoitOduc [JokymenTbl OHIANHY.
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3.6 Ctpoka cocrossHHuS

B cTpoke cocrosiHus comepxaTcsi cliefytoliue JaHHble U UHCTpyMeHThl (cM. Pucynok 31,
CJleBa HaIpaBo):

— HOMep TeKyIllel CTpaHUIlbl U 00Illee KOJIMYeCTBO CTPAHUI] B IOKYMEeHTe;

— UWHAWKATOP COCTOSIHUS MOJIKJIIOUEHUsI K cepBepy — O0ToOpaXkaeTcsl, eCii B NPUIIOKeHUH
OTKPBIT JIOKYMEHT, PACIIOJIOKeHHBIN B o0Jiake (CM. pasen 4.15);

— YpOBeHb IpaB JOCTyIa K JOKYMEHTy — OTOOpakaeTcsl, eClii B NPUJIOXKEHUH OTKPBIT
JIOKYMEHT, PACIIOJIOXKeHHbIN B 00J1ake, U MOJIb30BaTelb He SIBJISIeTCSl aBTOPOM JaHHOTO
nokymenTa (cM. pazzen 4.15.2);

— UWHCTPYMEHTHI JIJis U3MeHeHUs MaciliTaba JokyMeHTa (cM. pa3zen 4.13.2).

Crpannua 1 mz 1 @ Ecre nogknoueHvne & PepaktvpoeaHne = L + 100% W

Pucynok 31 — Ctpoka cocTosiHus

@yHkuMKU paboThl B 06jlake XU COBMECTHOTO peJJaKTHPOBAHUS JIOCTYIIHBI IPY HAJIU4WN

cepBepHoi yactu «MonOduc IIpodeccronanvubiiny / «MonOduc [TokymeHnTbl OHIANH.
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3.7 OxHO OBICTPHIX HeHCTBHIT

B npunoxennn «MoitOduc TekcT» coep>XUTcst OKHO ObICTpBIX JeicTBri (cM. PrucyHok 32).
JlaHHOe OKHO TIpefiHa3HA4YeHO [yIg OBICTPOrO BBIIOJIHEHWS KOMaHJ W IIPUMEHEeHWs CThIer
¢opmaTrpoBaHus TEKCTA.

YT0OBI OTKPBITH OKHO, BBIIIOJIHUTE OHO U3 CIIelyIOIIMX e CTBUI:

— Bribepute myHKT KoMaHHOTO MeHIO CripaBKa > BeICTpHhIe qeiicTBHS.

— Haxwmure coueranue kiaBuiil Ctrl+/ (Windows, Linux) unu #Cmd+/ (macOS).

OKHO OBICTPBIX NEHUCTBUN COIEPKUT:
— TIepedyeHb KOMaH]I, IIPeJICTaBJIeHHbIX B KOMaHAHOM MeHI0 (CM. pasnen 3.2);
— TIepedeHb BCTPOEHHBIX U IIOJIb30BAaTeIbCKUX CTHUJIEHM GOPMAaTUPOBAHUS —TeKCTa

(cMm. paznen 4.3.2).

Co3pate

Coszgate no wabaoHy..
OTKpBITE..

OTkpwTe B 0bnake..,
Bolith B oBnako...
Ckaqatb...

JarpyzuTe daiin...
CoxpaHuTe

CoxpaHuTe Kak..

HacTpoikn aETOBOCCTAHOBAEHNA

Pucynok 32 — OkHO OBICTPBIX AeHCTBUN
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J11st BBIOOpa KOMaHIbl/CTUJISL U3 CIIMCKA BOCIIO/Ib3YWTECh OJTHUM U3 CJIeIYIOIIHUX CII0CODOO0B:

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

— Haunure BBOAUTH Ha3BaHMe KOMAHJBI/CTUJII B CTPOKy moucka. Korjma Tpebyemas
KOMaH/Ia/CTUJIb OTOOPA3UTCs B pe3yJsibTaTax IOWCKA, BbIOepUTe ee C IMOMOIIbIO MBIIIN
WM KJIABUII KJIaBUATYPBHI:

— IllesnkHuTe O CTPOKE KOMAHIbI/CTUIIS JIEBOM KHOIIKOM MBIIIIH.
— BrbigenuTe CTpoKy KOMaHABI/CTWIISI C IIOMOIIBIO KJIABHMII KJIABHATypel | U T U

HaxMuTe kiiaBuily Enter.

OKHO OBICTPBIX JEMCTBUH aBTOMATH4YeCKH 3aKpbIBAeTCsl IMPY BBIIOJHEHUM KOMaH[bl WIK
npuMeHeHUs CTUIS. UTOOBI 3aKpbITH OKHO 0Oe3 BbIOOpa KOMAaH[BI/CTWJIS, IIEJIKHUTe M0 JIIoOboMy

MeCTYy 34 I1peiej)laMi JTdHHOI'O OKHd WJIW Ha’)KMUTE KJIdBUITY Esc Ha KJIaBHUdTYype.
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3.8 SA3pIk npuIOKeHHUS

Aspik  npunoxenus «MoiOduc TekcT» 10 yMOIYaHUIO OIpefeNiseTcsl  SI3bIKOM

OHepaHHOHHOﬁ CHCTEMBI. HpI/I H606XOJII/IMOCTI/I ero MO>XHO U3MEHUTb BPYYHYIO.

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

BbIOMpaetcs st mproxkeHu «MouOduc Tabmma» u «MouOduc [IpesenTarusy».

YTOObI U3MEHUTH A3BIK IMPUIIOXKEeHHW s, BbIIIOJIHHUTEe CJIeAyroliye JeUCTBUS:

1. Boibepute mnyHKT KOMaHAHOrO MeHIO HMHcTpyMeHTBI > W3MeHUTH S3BIK

(cm. PucyHok 33).

WHetpymedtsr Bug  OBwwi goctyn  Hagetpoikw

OrobpaxeHne MCNPABNEHWA W KOMMEHTAPWEE  #
Mpaecnucadwe r

Hactpaweaemmii cioeaps
MzmeHWTE A3HIK...

PegakTop MakpokomaHg

CpaeHuTk €... (Beta)

Pucynok 33 — [IyHkT kOMaHIHOTO MeHIO U3MeHHUTD 3BIK

2. B okHe, TpeAcCTaBlieHHOM Ha pUCYHKe 34, BblOepuTe M3 BBHIMAIAIONIETO CIHCKA

TpeOyeMbll S13bIK IPWIOXKeHUs! U HaxkmuTe KHONIKY OK.

CreHa A3blka *

BribepuTte Azpik:

A3k ccrembl (Pycckiid) v

OK OTmeHa

Pucynok 34 — OkHO BBIOODA SI3bIKA
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3. B okne, mpenictaBjieHHOM Ha pucyHke 35, HaxmuTe kHoOliky OK.

CrMeHa A3BIKA

N3ameHeHue BCTYNWT B CHUNY
nocne nepezanycka NpUIocxKeHWA

Pucynok 35 — YBenomiienre o Heo6X0IMMOCTH Iepe3alycKa IIPUI0XKeHUs]

4. TIlepesamycture npwioxenus «MoitOduc Tekcr», «MoitOduc Tabmuma» u «MoiOduc

[IpesenTanusy».
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4 PABOTA B TEKCTOBOM PEJAKTOPE
4.1 TeiictBus Cc ¢painamu

4.1.1 Co3gatsb daiin

4.1.1.1 C momomsio IlpoBogunka Windows

Yto6n1 ObICcTPO co3maTh darn B [IpoBogarke Windows, BEITTOTHUTE CIIeIyIOITHe JeHCTBHUS:

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

2. Yxaxwure HazaHue ¢arna. [To ymomyanuto ¢arin HazbiBaetcs Jlokyment MoitOduc.

3. Yrobbl COXpaHWUTb Ha3BaHUe, IIEJIKHUTEe 3a ero IpefiejlaMd WM HaXXMUTe KJIABUIIY

Enter na xaBuarype.

4.1.1.2 IIpu BXofe B IPIJIOKEeHHE

[Ipu Bxoge B npwioxenue « MoriOduc TekcT» HOBbIN daiil co3gaeTcsi aBTOMaTHYeCKHU.

4.1.1.3 Bo Bpems pab0ThI B IPHJIOKEHHH

Ytob6bl co3/aTh HOBBIM daili BO BpeMsi pabOThl B TPUJIOXKEHWH, BBLITTOJIHUTE OJIHO M3
CIIeYIOIIUX NeUCTBUA:

— Boibepute nyHKT koMaHAHOTrO MeHIo ®aiin > Co3nath (cM. PucyHok 36).

Daiin  [lpaeka Beraeka @opumar  MHetpyme

[ Cosgate Ctrl+N

Cozpate no wabnony...

[~ OTtkpoiTe.. Ctrl+0

Pucynok 36 — Ilyukt komanaHoro meHio Co3gatb

— Haxwmure coueranue kiaBuiil Ctrl+N (Windows, Linux) win $Cmd+N (macOS).
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4.1.2 Co3gathb mabsoH ¢aiina

Ecnmu BaM 4acTo MpUXOAWUTCS CO37aBaTh JOKYMEHTHI C OJIMHAKOBLIM COAEpPXXUMBbIM U
dbopmartrpoBaHueM, clieaiTe jis HUX I1abiaoH. Harmpumep, eciu BBl 4acTO co3/1aeTe OJHOTHITHBIE
nokymeHThl o ['OCTawm, crenaiiTe mabIoH, KOTOPBIK OYyIEeT comep)kaTh paMKy, TUTYJIbHBIN JIUCT,
HeoOXOUMbIe pa3jielibl U Habop CTUJIeH.

B npunoxennn « MoitOduc Texcr» moxkHo co3naTs 1mabimod B popmare XOTT wim DOTX.

YToObI CO3/1aTh MIA0IOH, BBIIIOJIHUATE CJIeYIOIINe IeHCTBUS:

1. Co3zpaiiTe TOKyMEHT, U3 KOTOPOT0 HEOOXOMMO CJielaTh I1abJIoH.

2. Broibepure myHKT koMaHIHOTO MeHIO Paiin > CoxpaHuTh madsoH (cM. PucyHok 37).

Daitn  [lpaeka Beraska Popumar WHctpyme

[ Cosgate Crl+MN

Cozgate no wabnony...

[ Omxpoits... Ctrl+0
OrmkpbiTe B 0bBnake... Ctrl+5hift+0
HepaeHwe gokymeHTH L
PaBoTa B obnake ’

ol CoxpaHuTs Ctrl+5S
CoxpaHuTe Kak... F12
ABTOBOCCTAHOBAEHWE r
Coxpanute wabnoH...

Pucynok 37 — Ilynkt komanaHoro meHio CoxpaHUTh 1a0JI0H

3. B okHe daityioBoro MeHeykepa BblOepUTe NANKy Jisl COXpPaHeHHs I1abiioHa, YKaKkuTe

Ha3BaHUe U popmat daitia U HaKMUTe KHONKY COXpaHHUTh.

4.1.3 Co3gats ¢aiin u3 mabdioHa

B npunoxennn «MoiOduc Tekcr» nopnepxkuBaercss pabora c mabnoHamu B ¢opmare
OTT (tombko B OC Windows u Linux), XOTT u DOTX.
[1Tabs10HBI MOXXHO UCIIOJIB30BATh CIIEAYIOLUIMMHU CIIOCO0aMMU:
— B OC Windows u Linux M0XXHO HacCTpOUTb aBTOMaTH4YeCKHWW BbIOOP OAHOTO I1a0JI0HA
IUIS BCeX JIOKyMEHTOB, CO3/iaBaeMbIx B npuioxeHun «MoilOduc Tekcr». Ilns atoro

111a610H He0OX0JUMO pa3MeCcTUTh B Marnke ycTaHoBkU «MorOduc CTtaHaapTHBINY.
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— Bo Bcex nopmeprkuBaeMbix OC MOXXHO BbIOMpPATh IIaOIOHBI TIPYA CO3/IaHUU JIOKYMEHTOB
BpyuHyl0. B 3TOM ciydyae MOXHO UCHONB30BaTh HeOTPAaHUYEHHOe KOJIMYeCTBO

IIIa6JIOHOB, PAacCIIOJIOKEeHHBIX B JIFOOBIX IanKax Ha TeKyleM KOMIIbIoTepe.

Hacrpoiika aBToMatnueckoro Beibopa mabimoHa B OC Windows u Linux He uckiodaer
BO3MOXXHOCTb BbIOOpa I11a0JI0Ha BPY4YHYIO.
[ITabnoner B popmate OTT Moryr HcCIiosnb3oBaThCs TONBKO Kak IIabJIOHBI, BbIOWpaemble

dBTOMATHU4YeCKH.

4.1.3.1 ABTOMaTHYeCKHI1 BHIOOP HIA0I0HA

HJ’[H HaCTPOﬁKH dBTOMdTHYEeCKOI'0O BI)I60pa mabJioHa O6paTI/ITECb 3d IIOMOIIBIO K

CUCTEMHOMY aJIMUHUCTPATOPY.

Ecmm I IIPpUJIOXKeHHda HACTPOeH ABTOMATUYEeCKHU BbI60p ma6n0Ha, TO BCe HOBbIE
AOKYMEHTBbI CO3JdI0TCd Hd OCHOBE 3TOI'0 mabsiona. Eciu aBTOMaTH4YeCKHi BbI60p 1abJI0Ha He

HACTpOeH, TO BCe JOKYMEHThI CO31dI0TCA Ha OCHOBe BCTPOEHHOI'0 mabJioHa.

4.1.3.2 Bp10op ma0i0Ha Bpy4HYI0

Yro6s! BpyuHyIO co3AaTh ¢ain Ha ocHoBe mabioHa B ¢popmare XOTT, Bocnomb3yiTech
OJTHUM U3 CJIe[YIOLIUX CIIOCOOOB:

— B daiinoBoM MeHeskepe IBaX/Ibl IIeJIKHUTE 10 IIA0JIIOHY JIeBOM KHONKOM MbIK. B
HekoTopbix OC Linux TpebyeTcst OAWH 11eTY0K JIeBOM KHOTIKY MBIIIIH.

— Orxkpoiite npusnoxenue «MoiOduc TekcT» U BbIOepUTe IYHKT KOMAHJHOTO MEHIO
daiin > Cozgarps mo mabaony (cM. Pucynok 38). B oTkpoiBiieMcs okHe ¢aityioBoro
MeHeJ)kepa BblbepuTe IIabJIOH, Ha OCHOBe KOTOporo Ttpebyercs co3faTth ¢aii, u
HakMuTe KHOTIKY OTKPBITH.

— Orkpotite npunoxenve «MoOduc TekcT» u neperaruTe 1MabJ0H WIK €ro sSpJblK U3

OKHa (baﬁHOBOFO MeHelKepa OHepaHHOHHOﬁ CHUCTEMBI B OTKPBITOE OKHO IIPUIIOKEHU .

Daitn  [lpaeka Beraska Popumar WHctpyme

[ Cosgate Crl+MN
Cozgate no wabaony...

Pucynok 38 — Ilynkt komanaHoro MeHio Co3gaTh mo maodaoHy
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YtoObl Bpy4HYIO co3math daiisi Ha ocHOBe mabiona B ¢dopmate DOTX, Bocmomb3yiTech

OJHHUM M3 CJIeJyIOoInX CII0COOOB:

Ecmm «MoinOduc Tekcr» sBnsieTcss NpUloXeHWeM I10 YMOJIYAHUIO JJISi OTKPBITUS
¢daitioB B popmare DOTX, To B PpaityioBoM MeHeKepe IBaK/IbI EeJTKHUTE TI0 MabIoHy
JeBOM KHOmMKOW Mbimd. B HekoTopbix OC Linux TpebyeTcsi oquH IIETYOK JIeBOH
KHOIIKY MBIIIIH.

B ¢ainoBom MeHemxepe IIeJIKHUTe 110 MA0IOHY NpaBoy KHOIKOM MbImU. [Tpu pabote
B OC Linux BBbINIOJHUTE KOMaHJy KOHTeKCTHOro MeHI0 OTKpwITH B «MoitOduc
Tekcr» / OTKpBITH ¢ nomomblw «MoitO¢guc Tekcr». Ilpu pabore B OC Windows
BBITIOJTHUTE KOMaH/y KOHTEKCTHOTO MeHI0 OTKpBITH € NIOMoOWIbIO, IIpU paboTe B
macOS — OTkpeITH B npumiIckeHHMH. B oToOpa3uBIIeMCs CIHUCKe IPUJIOXKeHUH
BbIOepuTe npunoxenue «MonOduc TexcTy.

Otkpoiite npunoxenne «MonOdguc Tekct» u BpibepuTe NYHKT KOMAHIHOI'O MEHIO
daiin > Co3garp mo mabaony (cM. Pucynok 38). B oTkpbiBiieMcs okHe ¢aityioBoro
MeHeJ[)kepa BblOepuTe I1abJIOH, Ha OCHOBe KOTOPOro Tpebyercs co3faTh aitsl, u
HakMuTe KHOIIKY OTKPBITS.

OTkpoiite npunokerre « MorOduc TekcT» U mepetamuTe MaOJIOH WM €ro SPJIbIK U3

OKHa Cl)afIHOBOFO MeHepKepa OHepaHHOHHOfI CHUCTEMBI B OTKPBITOE OKHO IIPpHUJIOXKEeHH.

OTKpoeTcsl JOKyMeHT, CO3[JaHHbIM Ha OCHOBe BbIOPAaHHOTO 11abJIoHa.

4.1.4 OTkpoITH daiia

YToObI OTKPBITH (Paiisl, BOCIOIB3YUTECh OJJHUM U3 CJIEAYIONIHUX CIIOCOOOB:

Ecmn «MoitOduc Tekcr» sBisieTcss NpWIOXeHWeM II0 YMOJMYAHUIO [UISl OTKPBITHS
daiioB CcOOTBeTCTBYIOIIEro ¢popMara, JBaXKAbl IIEJKHUTe MO (aiily JIeBOW KHOIKOMN
MmbiM. B HekoTopbix OC Linux ayist oTkpbiTUs daiina TpeOyeTcsi OJIUH LIeT40K JIeBOU
KHOIIKY MBIIIIH.

[enxkauTe mo ¢aimy npaBod KHokou MbIH. [Ipu pabore B OC Linux BbIOIHUTE
KOMaHJly KOHTeKcTHOro MeHio OTkpeiTh B «MoitO¢uc Tekcr» / OTKpPBITH C
nomombio «MoitO¢uc Tekcr». [Ipu pabore B OC Windows BBIIIOJTHUTE KOMaHAY
KOHTeKCTHOTO MeHI0 OTKpBITH ¢ moMomiblo, npu pabore B macOS — OTKpBITH B
npuwioxkeHuu. B oToOpa3uBiieMcs crnucke TPWIOXKeHUNW BbIOepUTe NPUIIOXKeHHe

«MonOduc Tekcty.
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— Orkpoiite npunoxenne «MoitOduc Tekct». Bpibepute MyHKT KOMaHAHOTO MEHIO
dPaiin > OTkpeITh (cM. Pucynok 39) win Haxmure coderanue kiasum Cirl+O
(Windows, Linux) unu #Cmd+0O (macOS). B okne daiiioBoro MeHemxepa Bbibepure

TpebyeMbid $Hail U HAXXMUTE KHOTIKY OTKPBIThH.

Dailn  [Mpaeka Beraeka Qopumar  WHetpyme

[ Cosgate Ctrl+N

Cozgate no wabaony...

[= Omkpwite... Ctrl+0

Pucynok 39 — [Tynkt koMaHgHOrO MeHi0 OTKPHITh

— Orxkpotiite npunoxxenue «MoirOduc TekcT» 1 neperamure JOKyMeHT WU ero SpJbIK K3
OKHa (aWJIOBOTO MeHeJpkKepa OIlepallJMOHHOM CUCTEMBI B OTKDPBITOE OKHO IPUJIOXKEHHS.

[leperackvBaHreM B OKHO MPUIIOXKEHUSI MOXKHO OTKPBITH 710 32 $aiiioB 0IHOBPEMEeHHO.

4.1.4.1 ®daiin B popmare DOC

Pabora c daitnamu B popmate DOC He nognepkuBaetcs Ha macOS.

[Tpu otkpeiTin daitnia B popmare DOC mporcxoguT ero aBToMaThyeckass KOHBepTalus B
dopmar DOCX. Ilog mnaHenbt0 HWHCTPYMEHTOB OTOOpa)kaeTCss HWHQPOpPMAIMOHHAs CTpPOKa C
COOTBETCTBYIOIIIUM yBeJloMJleHHeM: «JlokymMeHT ObuUl aBTOMaTH4YeCcKd IIpeoOpa3oBaH B Oosee

HOBBbIN popmaty. Haxkmute B manHoit ctpoke kHonky OK (cm. Pucynok 40).

= Hoebiii gokyment - MoidOduc

Daitn  Mpaeka Bcraska Qopmat  MHotpymentst Bug  OBwwid goctyn  Hapcotpoiikw  Cnpaska

. = n .
NoBaeuTe % ~ <__) -:__) Q ans ann sus sas
MsbpanHoe Dann Mpaeka WpwndT Ab3ay Crnm Beraska ad
(D) OokymeHT Gein aeToMaTMUECk NpecBpasosaH B Gonee HoBLI GopmaT
~

Pucynok 40 — Knonka OK
Yrto6b! coxpanuThb daiin B popmate DOCX, BbIIOHUTe IEMCTBUS, OMMCAHHBIE B pasfesie 4.1.7.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2025 45



MonOdonc

4.1.4.2 ®daiin focTyneH TOJBKO IS IPOCMOTPa

Ecmm nna daiina cpencrsamu OC ycTaHOBIIEHO CBOMCTBO « T0JIbKO UTeHHey, TO:
— JIJaHHBbIN dalsI OTKPBIBAETCS B peXKMMe MPOCMOTPa;
— Ha IaHeJId UHCTPyMeHTOB oTobpaxkaeTcsi yBefomieHHe: «JloKyMeHT NOCTyIeH TOJIbKO

VIt TpocMOTpa» (cM. PucyHok 41).

Uckmouennem sisitorcss ¢annbl B popmarax DOC m DOCM wu ¢aitnibl, pabota c

KOTOPBIMU OCYLIECTBJIsIeTCs 10 TpoTokoiy WebDAV.

B pexxume mpocMoTpa He JIOIyCKaeTCs BHOCUTb M3MeHeHHs B JOKYMeHT U U3MeHSTh ero
¢dopmarvpoBanue. Ilpy HEOOXOOMUMOCTHM MOXHO CO3[aTh pelaKTUPyeMyl0 KOIMIO JaHHOI'O

JOKyMEHTad. Z[JI}I 3TOI'0 Ha IIdaHeJIM MTHCTPYMEHTOB Ha>XMHWTe KHOIIKY PEZ[aKTI/IPOBaTb KOIIHIO.

= Hoeeiid gokyment - MoiiCduc - O X

@ain  MNpaeka Bcraska @opmar WMHctpyments  Bug  OBwwid poctyn  Hagetpoiikw  Cnpaeka

I.Jéli] i ﬂ,GKyMEHT AOCTYMEH TONbKO ANA NPpOCMOTRS PE‘,EIBKTM[}OBE!TI:- KOI'IM}-DI

~

Q

Pucynok 41 — Kuornka PegakTupoBaTh KONHio

Komnusi nmokymeHTa OTKpoeTCsSi B HOBOM OKHe IpUIoXeHHsl. UTOObl COXpaHUThH KOIIHIO,

BBITIOJTHUTE JIEWCTBHS, ONTMCAaHHbBIe B pa3zene 4.1.7.

4.1.4.3 dPaiiy uCIoIb3yeTCsl APYTUM NPUWIOKEeHHeM

Ecnu ¢aiin oTKpeIT Ha peJakTUpPOBaHue B IPYTOM IIPHIOXKeHUH, TO:
— JaHHBIN QA OTKPBIBAETCS B peXXUMe IIPOCMOTPA;
— Ha ITaHeJIM MHCTPYMeHTOB 0TOoOpa)kaeTcsl yBeZJOMJIEHHe O TOM, YTO JJOKYMEHT OTKPBIT B

apyrom mpusioxeHud (cM. PucyHok 42).

HckmoueHneM sIBISIOTCS:
— aiubl B popmatax DOC u DOCM,;
— a1, OTKPBITHIM B APYTOM NPWJIOXKEHUH, NPU YCIOBHH, YTO 3TUM IPUJIOKEHHeM He

co3nad lock-darin.
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= Hoseiid goryment - MoidOduc

®ain [lpaska Beraska @opmat  Wuctpymentol  Bug  OBwwid goctyn  Haactpoikw  Cnpaexka

% e ,ﬂ,OKyMEHT HeAoCTYNeH 4nA W3MEHEHWIA, Tak Kak WCNONL3YeTCA 4PYTUM NPUACKEHWEM WKW NOALIOBATENEM n')OBE')MTb AOCTYNHOCTE PE,QBKTVIF)OBBTI: Konuk

A

Q

Pucynok 42 — ®aiin ucrnonb3yeTcs IpyTruM MpUIOKeHHeM

B pexume mpocMoTpa He JIOITyCKaeTCsl BHOCUTh M3MeHeHHs B JIOKyMEeHT W U3MEHSTb ero

dopmaTrpoBaHue.

YroOBl peJlaKTUPOBATh JOKYMEHT, BBIIIOJIHUTE OJJHO U3 CJIelyIOIIMX e CTBUI:

— 3aBepummTe paboTy C JOKYMEHTOM B JIDYIOM IIPWIOXEHWU. 3aTeM B IIPUJIOXKEeHWUU
«MointOduc Tekct» Ha 1naHeNIW HWHCTPYMEHTOB HaxmuTe KkHonky IIpoBepuTh
mocTynmHoCTh (cM. PucyHok 43). Eciu pabota ¢ IOKyMeHTOM B IPYTrOM IPUJIOXKEeHUH He
3aBepllleHa, OTOOpa3WuTCs BCIUIbIBalOIlee coobmieHue  «JlokymMeHT Bce ellle
ucrnonb3yercsi». Ecimum  pabora 3aBepiieHa, JOKyMeHT IlepedieT B  peXUM

pelaKTHPOBAHUSI.

= Hoeeni gokyment - MoliOdmc - O X

Dain [Mpaeka Beraeka Qopmar  Wactpymedtsr  Bug  OBwwid goctyn  Haactpoiikm  Cnpaeka

IE] d ,ﬂOK}u’ME‘HT HeaoCTyNneH 408 W3MEHEHWIH, TaK Kak WCNOAB3YETCA ... ﬂpoaepmb ACCTYNHOCTL PE,CI,BKTHF)OBBTI: KOMWK

~

Q

JoKyMEHT BCE eLLE NCNONBIYETCA

Pucynok 43 — BenbiBaroriiee coobiiieHre

— Co3pgaliTe pelakTUPyeMylO0 KOIMIO JTIOKyMeHTa. [s1 aToro B mpuioxkenuun «MonOduc
TexkcT» Ha NaHenu MHCTPYMEHTOB HaXXMHTe KHOIKY PemakTupoBath Kommio. Komwus
JIOKyMeHTa OTKpOeTCsI B HOBOM OKHe MpWIOXKeHHs. YToObl COXpPaHUTb KOIMIO,

BBLITIOJTHUTE JIeHCTBUS, OMMCaHHbIe B pa3zene 4.1.7.
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4.1.4.4 Paiiy1 OTKPHIT APYTHM I0JIB30BaTeIeM

[Ipu monbITKe OTKPHITH JIOKAIbHBIM JOKYMEHT, OTKPBITHIM APYTHUM I0JIb30BaTeleM Ha 3TOM
»Ke KOMIIbIOTepe, Ha 3KpaHe OTOOpakaeTcsl IMajoroBoe OkKHO (cM. PucyHok 44), B xoTopoMm
COZIePKHUTCS:

— HWndopmarws o mosb3oBarese, KOTOPBIA B HACTOsIIIee BpeMsi paboTaeT C 3TUM JJOKYMEHTOM.

— Kuonka OTKpBITH KOIMIO [IsI CO3[JAHHUS peIlaKTUPYeMO# KOITHH JOKyMeHTa.

— Kuomnka BHKPBITI) IJIs1 3dBeplieHus paﬁOTI:I C JOKYMEHTOM.

Paiutel B popmatax DOC 1 DOCM 0TKpBIBAIOTCS B pEXXUME peJlaKTUPOBAHMUS.

OtkpeiTe daiin x

o Urobbl He NOTEPATL M3MEHEHMA
ApYroro Noib3oBaTens,
PEKOMEHAYETCA OTKPbITh KOMUH
Gaiina.

IHdopMmaLKMA o Nnonb3oBaTene:

EneHa CMMpHOBa, Ha4yano
pabotbl: DESKTOP-LSMEQKK,
16.04.2024 12:28:18

OTKpLITE KONKWHD 3aKpbITh

Pucynok 44 — JluanmoroBoe OKHO

4.1.5 OTKpPBITH HeTaBHHE JOKYMEHTBI

B mnpunoxenun «MoiOduc TekcT» coxpaHsieTcsi CIMCOK [IOKYMEHTOB, C KOTOPBIMH
1oJIb30BaTelb paboTam B mocieqHee BpeMs. CHHMCOK HeJABHUX JIOKYMEHTOB COJIEPXKUT Kak
JIOKaJTbHbIe GaiiiIbl, TaK U Paiiibl, KOTOPbIe OTKPHIBAJIUCH U3 00IaYHOr0 XpaHWHIIA (CM. paszen 4.15).

[Nociequue oTMedeHbl B CIIUCKe 0OJIAKOM.

@yHkuMKU paboThl B 06jlake U COBMECTHOTO peJJaKTHPOBAHMUSI JOCTYIIHBI IPU HAJU4YUU

cepBepHoii yactu «MonOduc ITpodeccronanbubiiny / «MonOduc okymeHnTb OHTalH.
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YToOBI OTKPBITH dail U3 CIIMCKA, BBIIIOJIHUTE CllefyIoIIve AefCTBUS:
1. Bribepure myHKT koMaHIHOTO MeHI0 Paiin > HemaBHue noxkymeHThI (CM. PUcyHOK 45).

2. B oTtobpa3suBiieMcs oJiMeHI0 BbibepuTe TpeOyeMblil dalil.

ain  [paeka Beraeka @opmat  Moorpymedts Bug  OBwmid goctyn  Hagctpobikw

D Cospare Cerl+N é D #0O Thames v
Co3aate no wabnoHy...
< X K 4 AB
OTrpBITE. . Ctrl+0
= - WpudT
OTkpwTte B 0Baake... Ctrl=Shift+0
HeaasHne AoKyMEHTLI ¥ [} Kakoii Bpayzep euifipath.docx
PaBora B oBaake » [} CpaeHenue Bpayzepos.docx
CoxpaHute Ctrl+5 L HETTE

Pucynok 45 — Ilyakt komanaHoro MeHio HeraBHHe JOKyMeHTHI

Ecmm cimcok HeJdaBHUX ('l)afIJIOB IoTepsI dKTyaJIbHOCTL, yAadJINTe ero. HJISI 3TOro BbI6epHTe

IyHKT KOMaHIHOTO MeHio Paiin > HemaBHue 1oKyMeHTHI > OUYHCTUTb.

4.1.6 OTKpBITH Qaiin B JPyroM NpHI0KEeHUH

Penaxktupyemslii ¢ain MOXHO OTKPBITH B JIPYIOM TeKCTOBOM peJlaKTOpe HalpsMYyl W3
npwioxenns «MorOdduc Tekct», eciii pabota ocyiectBisiercs B OC Windows wiu Linux.

Yr1oObI OTKPBITH daiil B IPyroM NPUIIOXKEeHUH, BBIIIOJIHUTE CleyIolue eHCTBHUS:

1. Boibepurte nyHKT KOMaHAHOTO MeHIo @aiit > OTKpPBITH B... (cM. PucyHok 46).

2. B oTkpbiBIIeMcs ciucKe BbIbepUTe Heob6xojuMoe MIpUIIoXKeHue.

®ain  [paeka Beraeka Qopmat  MHotpymedtsl Bug  OBwmid goctyn

[ Cosgate Ctrl+N s D ¥OT

Co3pate no wabnoHy...
& X

OTKpBITE... Ctrl+0O

= 3 W pwd
OTkpmTe B 0BAaKe... Ctrl=Shift+0
OTKpRTE B... r LibreOffice Writer
HeaaeHne gokymMeHTH » Word

Pucynok 46 — Criucok TIOCTYITHBIX TTPUJIOXKEeHUH
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Ecmu ITYHKT KOMaHJIHOI'O MEHIO OTKpBITI) B... HE OTOﬁp{:DKElETCSI, O6paTI/ITeCI> K CUCTEMHOMY

aIMUHUCTPATOPY [JI1 HACTPOUKH.

@aiin 3akpoercss B npwioxeHuu «MoiOduc Tekcr» U oOTKpoercs B BbIOpaHHOM
npunoxeHrnd. Eciim Ha MOMeHT 3akpbiTus daiila B HeM OCTaJIMChb HeCOXpPaHeHHble HM3MeHeHW,

npunoxenre «MoiOdwuc TekcT» peyiaraeT COXpaHUTh HX.

4.1.7 OTnpaBuTts ¢aiin mo noure

Komanzga OTnpaBuTh 1o moure HefJOCTYyIHA IpU paboTte B macOS.

[Tpu paboTe B HpPUIIOXKEHUM pelaKTUpyeMbld (ailyi MOXHO OTIIPAaBUTh IO 3JIeKTPOHHOM
noure. Paill OTHPABIISIETCSI C TOMOIBIO TIOYTOBOTO KiMeHTa, ykazaHHoro B OC B kauecTBe
MIPOTpaMMBI 110 YMOJTYaHUIO.

YToObI OTIIPaBUTH (ailil IO 3IeKTPOHHOM MOYTe, BBHITOJIHUTE CJIeAYIOIre 1eACTBUSL:

1. Beibeputre myHKT KoMaHaHOoro MeHio OOmmii mocryn > OTHpaBUTHL NO IIOYTe

(cMm. PucyHok 47).

OBwwmid goctyn  Hagetpoiiku

HactpowuTe goctyn

OTnpaenTe N NoJTe...

Pucynok 47 — KomanngHoe mMexto O0muii Joctyn

2. B okHe co3maHusa HOBOI'O COOOIeHUS:
— BBeJIUTE aJipec MoJTyydareris;
—  IIpy HeOOXOMMOCTU U3MEHUTE TeMY COODIIeHHS;
— BBeJINTe TeKCT COOOIIeHH .

3. OtnpaBbTe coobIeHue.
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4.1.8 PacmeuaraTh IOKyMeHT

4.1.8.1 be3 Bxona B IpWIOKeHHE

[Ipu pabore B OC Windows MOXHO pacriedaTaTb JOKYMEHT/TPYIIy JOKYMEHTOB 0e3 ux
MIpeIBaPUTEIbHOTO OTKPBITHS B TpuiioxkeHun «MoOduc Tekcry.

J1Jisl 3TOTO BBHIOJIHUTE CIIeIyIOIIYe IeACTBUS:

1. Brimenure TpebyeMblii JOKyMEeHT/TPYIIIY JTIOKyMEHTOB B ITpoBogHUKe Windows.

2. OTKpoOITe KOHTeKCTHOe MeHIO IIeTYKOM ITPABOM KHOIKHM MBIIIY U BHITIOJHUTEe KOMaHy

ITeuatn.

[TeuaTsb ocy1ecTBiIsieTCsl Ha NIOC/IeIHEM MCII0/Ib30BaHHOM IpuioxkeHUssMU «MoitOduc Tekcr»
u «MonOduc Tabmuma» npuHTepe. Eciy npuHTep paHee He BBIOMpAICSl B 3THUX IPUIOXKEHUSX, TO
Ileyarthb OCYIIeCTBIIsIeTCs Ha IIpUHTepe, ycraHoBiieHHOM B OC Windows 1o yMomyaHuto.
B npouecce neyaty BO3MOXHO 0TOOpaXkeHHe CJIeAYIOMIUX TUATIOTOBbIX OKOH:
— IS MHOTIOCTPAaHMYHOTO JOKYMEHTa WM TPYyNIbl JOKYMEHTOB — OKHO IIO/ITOTOBKU
JOKYMEHTOB K IIe4aTy;
— Ui JOKYMEHTa, 3alllUIIeHHOro rmaposeM (cM. pasfen 4.17.1), — okHO BBO/IA MApoJIs;

— OIIOBellleHUsI O NTOBPeX/IeHHbIX dainax U ¢aiiax ¢ Hello/iiepXkUBaeMbIMU popMaTaMu.
4.1.8.2 Bo Bpemst pab0ThI B IPHJIOKEHHH

4.1.8.2.1 Bei0op obJsiacTu meuyatu

J171s1 meyaTti MOXKHO BbIOpATh:
— ¢parMeHT JIOKyMeHTa,

— BeCb HIOKYMEHT WJIK ero OTAe/IbHble CTPAHUIIBI.

Yro6b! pacniedaraTs GpparMeHT JOKyMEHTA, BBIIIOJIHUTE CJIeIyIole 1eHCTBUS:
1. Brimenure TpebyeMmblii GpparMeHT.
2. lllenkHuTe MO HeMy MPaBOM KHONKOW MBIIIM U BBIIIOJIHUTE KOMaH/Iy KOHTEKCTHOI'O

menio IleuaTn BBIJIEJICHHOI' O (])parMeHTa.

Y1o6Bl pacnevaTraTh IOKYMEHT/CTPaHHUIIBI JOKYMEHTA, BBIIOJIHUTE OJIHO M3 CJIeAYIOIIMUX
JIeUCTBUMU.

— Bribepute nmyHkT koMaHgHOTO MeHIO Paiin > [Tewars (cM. Pucynok 48).
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Mann

(=)

Brraska

Mpaeka

Cozgatk

Cozgate no wabnony...

OmkpbiTe...
OrmkpbiTe B 0Bnake...

HegaeHWe QoK MEHTH
PabBoTa B oBnake

CoxpaHuTte
CoxpanuTe Kak...

ABTOBOCCTAHOBNEHWE
Coxpanute wabnoH...

Jagate naponb...

SNeKTPOHHAA No4NUCE
MapameTpsl cTpaHALE

Meyatb...

Dopmar

Ctrl+M

Ctrl+0

MHeTpyme

Ctrl+5hift+0

Ctrl+5
F12

]

Ctrl+5hift+P

Ctrl=P

Pucynok 48 — IlynkT komanaHoro mMento Ileuats

— Ha manemm HWHCTPYMEHTOB, B pad3jejie daiin HOKMUTE Ha CTPeJIKY CIIpaBa OT KHOIIKA

= (beicTpasi mewyaTh) W B BBINAJAIONIeM CIMCKe BblOepuTe komaHnay Iledars

(cM. PucyHnok 49).

— Haxwmure coueranue kiaBuiil Ctrl+P (Windows, Linux) uinu 8Cmd+P (macOS).

Makn

+

AoBaenTh

M3gpaHuoe

Mpaeka

BrTaeka

Dopuat

E} BricTpan nevate

& Meyats...

N

Skcnopt e POF

= [NapameTpol cTpaHiup

WMHcTpymenTe Bug

=
&

Pucynok 49 — Komanga Ilegarn
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Otkpoercs okHO Hacrpoiika medaTH, B KOTOPOM MOXHO IOCMOTpeTb, Kak Oymer

BBITVIAOETb JOKYMEHT Ha 6yMare, d TdKJXKe YKd3dTb HaCTpOﬁKH I1e4aTu.

4.1.8.2.2 I1leuyaTs c npeBapUTeIHLHBIMHI HACTPOHKaAMU

Oxuo Hacrpoiika nedatn (cM. Pucynok 50) conmepxut:
— obacTh peArnpocMoTpa JOKyMeHTa,

— ob5acTb HaCTpOeK IevyaTH.

OBnacTb HacTpoek ne4aTu OBnacTb npegnpocmoTpa

. Hactpoiika nedati

L ]
MpuHTep:
| Microsoft Print to PDF v
3.2 KoMamisoe Mefo
CeolicTEa NpUHTEPa... 321 .
|:| MeuaTk B OTTEHKAX CEporo Metino: aiin CONEPAHIT CIEMYHALHE BOMBHIN (o, Prcyros 4):
Kenmm:
G+
~
| 1 » ‘ ‘ Komnnektoate 123123, ¥ o
Carl e Sifea
v
OBnacTe nedvatu: Muanason: [

| ||=D Becb aokymeHT hd | ‘ Bce cTpaH... ¥ ‘

| Hanpumep: 1-3, 37 ‘

[T

,ﬂ'ByCTOFK]H HAA Ne4YaTb: ) - [t
R

|an<.r1. v Pracyeioe 6 — Menss Daiia

1. Coanars - CooaaTh Hoski okysesT (o, pasnen 4.1.1).

2. Coanams. ne mralinosy - CoRIaTe RABHA JOKYMEHT H DCHOBIHAH [AKSE COXPEREHHDT
mafnos (opaar XOTT) w3 thailna, Hi
i CHEMHOM HOCHTENE, NI EHROM L3 ROMITEITETY ML BATERR
{iem, prasaen 4.1.3).

OTRpMETE — OTRPHTE MR 0KV MEHT P VRAANHA  eT0

MECTUSAROAIEHIE 151 CTABHCHAPHOM U CREMHOM  HOCETENr,  OOUEINNENHDM X

HOMITHHTERY TOTHIOBATEN (o4, paamen 4.1 4).

- Brnucats +
Meuats OTtmenHa

Pucynok 50 — Oxno Hacrpoiika nmeuyatn
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B o6macTy ipeimpocMoTpa CoIepKaTcs CeyroIIye KHOIKUY:

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

— BmnmcaThb — BiiMcaTh CTPaHMITY B 00/1aCTh PeIIPOCMOTPA;

— v K — mepeiiTH K crieyromed/mpeapIIyIned CTpaHUile JOKyMeHTa.

Maciirtab, ycTaHOB/IEHHBIM B 00JIACTH IPeJIIPOCMOTpa, He BiMseT HAa IPAHMIIbI IIeYaTH.

HHCTPYMEHTLI M3MeHeHHs MacIuTada IpeaHa3Ha4YeHbl TOJIbKO JIA JEeTaJIbHOTO IPpOCMOTPa

COIep>XUMOI'0 NOKyMeHTa.

B o6nactu HACTPOeK I1e4YaTh MOXHO YKd3dTb IIdpAMEeTpPhI, IIepedruCIIEeHHble B Ta6JII/ILIe 4,

Tabnuna 4 — Ilapamerps! neyaTu

ITapamerp

Haznauenue

[IpunTep

[IpunTep my1st MeYaT JOKYMEHTa.

CBoticTBa ITpUHTEPA

Knormka mocrynna Tonbko B OC Windows. IIpy HakaThu OTKpPBIBAeTCSI OKHO
CBOMCTB IIpUHTepa. Buj 1 cocTaB mapamMeTpoB OKHA 3aBUCUT OT MOJIeIN
MIpUHTEpPa, BLIOPAHHOTO B TI0JIE BHIIIIE.

[TapameTpsl, yKka3aHHbIe B OKHE CBOHCTB IPUHTEpa, aBTOMAaTUYECKH
MIEePEeHOCATCS B COOTBETCTBYIOINKE 1oyl okHa HacTpoiika meyaTn.
[TapameTpbl, KOTOpPbIE He MOJJIEPXKUBAOTCS TIPUHTEPOM, HEJIOCTYIIHBI B OKHE
Hacrpoiika meuarn.

[leyaTh B OTTEHKAX CEPOTO

[ledats 1IBETHOTO TEKCTA U M300pakeHMH, KOTOPbIe COJEPKaTCs B
IIOKYMeHTe, B OTTeHKax Ceporo I[BeTa.

Komnuu

Yucrio rmevyaTaeMbIx 3K3eMIUIAPOB JOKyMeHTd.

KomiuextoBath /
He xommiexkToBaTb

[Tone mocTynHO, eciiy KOIM4eCcTBO MeYaTaeMbIX 3K3eMIUISIPOB NpeBbIiiaeT 1.
OmperniensieT NOpsAOK TPYIIIMPOBKY CTPAHHUI] BO BPeMsI I1edaTy:

— KommiekroBaTh — rpynmuposats 1o konwsm (1,2,3 1,2,3 1,2,3);

— He xoMIuIeKTOBaTh — rPyNINHUPOBaTh 110 HOMepam crpanwr (1,1,1 2,2,2
3,3,3).

O06macTp nevaTu

O06snacTh neyaTu IOKyMeHTa:
— Bechb J0KyMeHT — 1evyaTh BCEro JOKyMeHTa.

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

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

— CtpaHunpl — revyaTh ykasaHHBIX cTpaHUIl. Tpebyemble HOMepa W/uu
JTMaTia30HbI CTPAHUII IePeYUCTISIOTCS B ToJie Hibke. MoryT ObITh YKa3aHbI
Kak:

e Howmepa otnenbubix crpadun. Hampumep: 5, 10, 12.
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ITapamerp

Hasznauenue

e JluamaszoHsl cTpaHuI] — Yepe3 feduc. Hanpumep: 1-8, 10-11.

e CrpaHMIIBI C HaYaja IOKyMeHTa JI0 YKa3aHHOM — B popmare -<No>.
Hanpumep, eciivi B noJie BBeIeHO 3HaYeHue -3, TO pacliedyaTarTcs
cTpaHuIs 1-3.

o CTpaHMIIBI C YKAa3aHHOM JI0 KOHIIA JOKYMeHTa — B popmarte <Ne>-,
Hanpumep, ecu B mosie BBeJieHO 3HaueHHe 3-, ¥ IOKyMeHT COCTOUT U3
6 cTpaHuII, TO pacrevaTaloTCs CTPAHUIIBI 3-6.

JlvamnasoH

Bri6op nuanazoHa crpanun Asis nedatu. [lone gocTymHo, eciy B noje
Oo6nactb negatu BoiOpaH Beckb mokyment. Coep>XKUT MYHKTHI:

— Bce cTpaHunBI — 1evaTh BCeX CTPaHUI] IOKYMEeHTa.

— Heuernrple crpannnbl, YeTHbIe CTPaHUIBI — TYHKTHI [TPeIHA3HAYEHbI
ISl IByCTOPOHHEeH MevaTy TOKyMeHTa BPYYHYIO Ha PUHTepe, KOTOPBIN
He TOJIJIep>KUBaeT 3TOT THUII ITedaTy B aBTOMAaTUUeCKOM pexxume. Jliist
revyaTy CHaudajia Hy»XHO BbIOpaTh HeueTHbIe CTPAHUIIBI, 3aTEM
MepeBepHYTh CTOIKY JINCTOB 0OPaTHOM CTOPOHOM U BHIOpPATH MevYaTh
YETHBIX CTPAHHUII.

JIByCTOpOHHSIS 1TevyaTh

JIByCTOpOHHSIS T1evaTh:
— BBIKJI. — OJHOCTOPOHHSS [1eYaTh;

- HepeHJIET 10 JJIMHHOMY KPaI0 — JIBYCTOPOHHA 11€e49daTh, CTPaHWUIIbL
IepeBOopavMBalOTCA OTHOCHUTEJIbHO JJIMHHOI'O Kpad;

— IlepemieT o KOPOTKOMY Kpalo — IBYCTOPOHHSIS I1e4aThb, CTPAHUIIBI
[IepeBOpPaYMBAIOTCsl OTHOCUTEIbHO KOPOTKOI'O Kpasl.

YToObI paciieqaTaTb JOKYMEHT C YKd3dHHBIMU ITdpAMETPdAMHU, Ha’KMHUTE KHOIIKY IleuaTn.

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

4.1.8.2.3 BeicTpas neyarsb

,HOKYMEHT MO’XHO pacliedaTdaTb B OJJHO JenCcTBHe, 0e3 BLI30Ba OKHa HaCTpOﬁKH I1e4aTu.

Jly1st 6pICTpO¥ ITeYaTy UCIOJIb3YIOTCS:

— Hacrpoiiku neyaty 1o yMOoI4aHuUIo.

— HOCJIEI[HI/Iﬁ WCIIOJIb30BAaHHBIN IIpUHTEP. Ecmu a1 OJJHO YCTpOfICTBO He HMCIIOJIb30BAJIOCh,

TO BbIOMpAaeTCs IPUHTep, yKa3aHHBIN B HACTPOMKAX CUCTEMBI.

J11s1 6BICTpOY TTeYaTH JOKYMeHTa BBIMOJTHUTE OJTHO U3 CIeIyIOIIUX JeHCTBUM:

— Ha maHenu MHCTPYMeHTOB, B pasfieiie daiin HaxkmuTe KHONKY (— (BBICTpas me4yaTs)

(cm. Pucynok 51).
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— Ha nanenu uHCTpyMeHTOB, B paszeiie Paiin HOXXMUTE Ha CTPEJIKy CIpaBa OT KHOIIKU

(= (BBICTpasi meyarb) M B BBLINAZAIONIEM CIMCKe BhIGepuTe KoMmaHAy BeIcTpas

nmevyarhb.

Beraeka Qopmat  WHcTpymedtw  Bug

+ v X @ v &
NoGaewTe |g% 9 Q

M3GpaHHoe
gj Emctpan nevats

& Meuats...

Srcnopt e POF

MapameTpsl cTpaHALB

Pucynok 51 — Komanga BeicTpas nmedyarb

4.1.9 Coxpanurs Qaiin

4.1.9.1 CoxpanuTh Kak

Yrobbl COXpaHUTb HOBBIM Gaill WIM CO3[aTh KOMUIO TeKyllero ¢aia, BBIIOIHUATE

CJIeZIyIolre IeNCTBUS:
1. BoimonHUTe KOMaHAYy COXpaHEHHs OHUM U3 CJIeIyIOIIUX CIIOCOOOB:

— Broibepute nyHkT koMaHaHOTO MeHI0 ®aiin > CoxpaHuTh Kak (cM. PucyHok 52).

®ain [paeka Beraeka @opmar  WMHotpyme

[ Cosgate Ctrl+N

Cozgate no wabnony...

[ Omxpoits... Ctrl+0
OTkpwiTe B 0Bnake... Ctrl+5hift+0
HegaeHwe qokyMeHTsl L4
PabBoTa & obnake r

o CoxpanuTe Ctrl+5
CoxpaHnTe KaK... F12

Pucynok 52 — ITyHkTel koMmaHiHOro MeHi0 CoxpaHuth 1 CoXpaHUTH Kak
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— Ha manenmu wuHCTpyMeHTOB, B pasfene Paiin HakMWUTe Ha CTpENIKYy CIIpaBa OT
kHoMKH 1/ (CoxpaHUTB) U B BBINA IAI0IIEM CITHCKe BbiOepuTe koMaH1y CoxpaHHTH

Kak (cM. Pucynok 53).

®]y) 0o~
+ -
dobaenTe -
= CoxpaHnTb

M3GpaHHoe
CoxpaHuTe Kak...

Pucynok 53 — Knonka CoxpaHuTh

— Haxwmure knaBumry F12 (Windows), coueranue kiaBuin Ctrl+Shift+S (Linux) wiu
{1Shift+:Cmd+S (macOS).
2. B okne $aityioBOro MeHejkepa BbiOepUTe MAIKY JIJIs COXPaHeHUsl, YKaXKUTe Ha3BaHUe U

dopmat dariina/konuu ¢aityia 1 HaxxMuTe KHOIIKY CoXpaHHUTb.

HOnsa coxpanenuss daina B ¢dopmare PDF wim PDF/A-1 MOXHO TakXe BBIIOJHUTh
CJIeIyrolve enCTBUS:
1. Ha maHenu MHCTPYMEHTOB, B pasfieiie daiiyi HAXXMUTE Ha CTPEJIKY CIpaBa OT KHOIIKHU
= (beicTpast meyaTh) U B BBINA/IAIOIIEM CIIMCKe BbiOepuTe koMaHy JKcnopT B PDF
(cMm. PucyHok 54).
2. B okne ¢aitsioBoro MeHepkepa BbiIOepUTe MaIKy Jijis COXPaHeHUs!, yKaXKUTe Ha3BaHUe U

dopmat daiina/konuu daityia ¥ HaxxMuTe KHOIIKY CoOXpaHUTh.

; w r i 'J'—L'
+ .q Iy &
JobaeuTe |I.E;J ‘-"'_| O Q

HM3GpaHHoe
E} BricTpan nevats

& MevaTb..

2kcnopT B POF

= MNapameTpw cTpaHuUg

Pucynok 54 — Komanna 9kcnopt B PDF
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[Tpu coxpanenuu B popmatax PDF u PDF/A-1:

— Ccpuiku Ha Be6-caliThl COXPaHSIOT pabOTOCIIOCOOHOCTS.

— OrnaBnenve, cCbUIKM Ha ¢aiyibl U ajipeca 3JIeKTPOHHOW IIOYTHI, IepeKpecTHbIe
CCBIIKA Ha 3aKJIaJIK¥, 3arojIOBKA M HyMepOBaHHBbIe CIIMCKM, a TaKKe CHOCKH He
OKCIIOPTUPYIOTCSL.

[Ipu co3manuy konmuu paboyrM JIOKYMEHTOM CTAaHOBUTCS Komus ariia.

4.1.9.2 CoxpaHuTh

YtoObl M30exaTh MOTEPU JIaHHBIX B Cydae cO0OeB B paboTe KOMIIbIOTEPA, peKOMeH1yeTCsl
[IeprUOJINYeCKU COXPAHSTh TEKYIIUHI IOKYyMeHT.

J1J1s coxpaHeHUs1 U3MEeHeHHUH B TeKYIeM JIOKyMeHTe BBITIOJIHUTEe OHO U3 CIIeYIOIIMX JIeHCTBUN:

— Bribepute nyHKT koMaHAHOrO MeHI0 ®aiin > CoxpaHuTsh (cM. PucyHok 52).

— Ha nanenu wuHCTpymMeHTOB, B pasfienie Paiinm HaXMUTe KHOIKY (CoxpaHuTts)
(cm. Pucynok 53).

— Ha nanenu wHCTpyMeHTOB, B pasfene <Paiyi HaXXMUTe HAa CTpeJIKy CIipaBa OT
kHomkY ([l (CoxpaHUTh) U B BBINNAJAIONIeM crucke BblbepuTe koMaHny CoxpaHHUTH
(cm. PucyHnok 53).

— Haxwmure coueranue kiaBui Ctrl+S (Windows, Linux) i $#Cmd+S (macOS).

4.1.10 ABTOBOCCTaHOBJIEHHE IOKYMEHTOB

A6moBoccmaHobneHue — 3TO0 GYHKIMS, TO3BOJISIIONIAS TOJ30BATENI0  BOCCTAHOBUTH
JOKyMeHThI, paboTa C KOTOphIMH Obllla 3aBepllleHa HEKOPPeKTHO (HampuMmep, Ipu cboe
3JIeKTPOIIUTAHHS).

Yrob6bl OOecmeunTbh BO3MOXKHOCTH BOCCTaHOBJIeHUs, mnpuioxeHue «MoiOduc Tekcr»
[epUoANYecKd COoXpaHsieT pe3epBHble KONuU pefaKTUPyeMbIX [IOKyMeHTOB, B TOM 4HCJle —
JIOKYMEHTOB, HU pa3y He COXpaHeHHBIX IoJjib30oBaTesieM. Eciy pabota mpusioskeHUs 3aBepliiaeTcst
aBapyiHO, TO MPU IIOBTOPHOM BXOJle B IPWJIOXKeHHe I10/Ib30BaTejlb MOXeT COXPAaHUTb KOIHHU
JIOKYMEHTOB Kak OT/ieJIbHble (aiyibl WX 3aMeHUTh KOITUSMH OpPUTMHAJIbHbIEe JOKYMEHTHI.

PeBepBHI)Ie KOITMKU JOKYMEHTOB XPAdHATCA OJJMH MecCHIl, 4 3dTeéM aBTOMdTUYeCKH yIa/IAI0TCA.

Pe3epBHbIe komnuy JOKYMEHTOB He COXPAHSIIOTCS MpHU paboTe B obiake (cM. pa3zen 4.15).
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4.1.10.1 HacTpouTh aBTOBOCCTAaHOBJIEHHE JIOKYMEHTOB

[To ymomuanuto npuoxxenue «MonOduc TekcT» coxpaHsieT pe3epBHble KOIIMM BCeX

pedakKTupyeMbIX JOKYMEHTOB KaXXKJible 5 MHHYT.

YT0oOBI UI3MEHUTb HACTPOUKH, BHITIOJIHUTE CIIeAYIOIINe IeHCTBUS:

1. Bribepute myHKT KOMaHgHOTO MeHIO daiin > ABTOBOccTaHOBJeHHe > Hacrpoiiku

aBTOBOCCTaHOBJIeHHs (cM. PucyHok 55).

ain  [paeka Beraeka @opmat  Moorpymedts Bug  OBwmid goctyn  Hagctpobikw

O

=

Cozpars e é D KO Thames w
Co3aate no wabnoHy...

& X K 4 AB
OTRpBITE. . Ctrl+ 0

WpudT

OTkpwTte B 0Baake... Ctrl=Shift+0
HegaeHwe gokymMeHTsl k
PaGota e obnake r
CoxpaHute Ctrl+5
CoxpaHnTe Kak.. F12
AETOBOCCTAHOBAEHWE r HacTpolikw aeToBOCCTAHOBAEHWA

BoccTaHoBneHHmE dainb
CoxpaHnTe wabnoH..,

Pucynok 55 — [lyHkT koMaHiHOrO MeHi0 HacTpoiiku aBTOBOCCTaHOBJICHHSI

2. B oxne Hacrpoiiku aBTOBOCCTaHOBJIeHHUs (CM. PrcyHOKk 56):

YTOOBI OTKIIOYWTH WJIM BKJIIOYMTH COXPaHEHWEe De3epBHBIX KOIMWM JI0KyMeHTOB,
CHUMHUTe WM 1nocTaBbTe ¢naxok CoxpaHATH pe3epBHbIe Konuu ¢aijioB
Kakable.

YTOoOBI M3MEHUTh MHTepBall COXPAHEeHHs pe3epBHBIX KOIHWM JOKYMEHTOB, YKa)kKHUTe
€ro BPY4YHYIO, C IIOMONIbIO IlepeKJltouaTesis, KJIABUII KJIaBHATypsl | U T Wi
Kojiecuka Mblu. llarom nepexsitoyenus sisisiercs 1 MunyTa.

Eciu TpebyeTcsi OTKIIIOYUTH COXpaHeHHWEe pe3epBHBIX KOMWUW [JIi OAHOIO WU
HECKOJIbKMX JIOKYMEHTOB, OTKPBITBIX B JJaHHBIA MOMEHT, OTMeTbTe UX (UIa’KKaMU B
cnucke He coxpanars maa ciaenywomux ¢aiioB. B 3rom cnmcke He
0TOOpaXXaroTCs IOKYyMEeHTHhI, KOTOpble HU pa3y He OblJIM COXPaHeHbl BPyUHYIO.

Ecnu Tpebyetcst ckonvpoBaTh MyTh K I1allKe, B KOTOPOM XPaHSTCS pe3epBHbIe KOITUU

OOKYMEHTOB, Ha’)KMHTe KHOIIKY .

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2025 59



MonOdonc

3. Haxwmwure kHONKy IIppMeHUTB.

HacTpoliki aeToBOCCTaHOENEHMA x
CoXpaHATh pe3epeHbie KoNWK Gainoe Kaxasle! | 5 puu.

He coxpaHATe 40A cnegykow iy Gainoe:

Kakoi Gpaysep embpate.docx

~'  CpaenHenune Bpaysepoe.docx [Tekywmii]

Pacnonosedme:

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

MprMeHTE OTmeHa

Pucynok 56 — Oxxno HacTpoiiku aBTOBOCCTaHOBJICHUS

4.1.10.2 BoccraHoBeHue J0OKyMEHTOB

Ecnu pabora ¢ nokymeHnTamu Obula 3aBepllieHa HeKOPPeKTHO, TO IpY IIOBTOPHOM BXOJie B
IIPUJIOXKeHHe OTKPBIBAeTCsl TUAJIOTOBOEe OKHO, IpeJiCTaB/leHHOe Ha pUcyHKe 57. HakmuTe B JaHHOM

OkHe KHONIKY OTKpPBITh.

ABTOBOCCTAHOBNEHWE X

BoccraHoBaeHbl $aifibl, € KOTOPbIMU
Bbl paboTtanu

o —

MameHeHWA B 3TWX JOKYMEHTaX He BbINW coxpaHeHsl
W3-3a aeapwWiiHOro 2aegeplleHna paboTwl
npuaoxeHua, OTkpeITe Gaine?

OT1kpBIT He oTkpbieats

Pucynok 57 — Jluanorosoe okHO
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B HOBBIX OKHaX HMPUJIOXKEHUS] OTKPOIOTCS] pe3epBHbIe KOIIUK JOKYMEHTOB.
YTOOBI COXPAaHUTh KOIMH, BBITIOIHUTE JIJIsl KQXKJIOM U3 HUX ClIeJlyIolue JeUCTBUS:
1. BemonauTe komanay CoxpaHHTh KaK OJIHAM U3 CJIeYIOIIUX CII0COOOB:
— B crpoke yBemomiienusi, KoTopas OTOOpakaeTCs IOJi MaHelbi0 WHCTPYMEHTOB,

HakmuTe KHOIIKY CoxpaHuTh Kak (cM. PrcyHok 58).

®ain  [paeka Beraska @opmar  Woorpymente  Bug  OBwwi goctyn Hagctpoikw  Cnpaexa
= v
3toT $ainn Bein asToMaETWYEC KK BoccTaHoBaeH. CoxpaHuTe ero, uTobm HEe NoTepATh gaHHbIE. ¥Yaanute CoxpaHnTe KakK...

L

Q

Pucynok 58 — Knornka CoxpaHuTh Kak

— Bribepute nyHKT KoMaHHOrO MeHto Paiii > CoxpaHuTh Kak (cM. PucyHok 59).

®aiin  [Npaeka Beraeka @opmat  MHotpyme

[ Cosgate Ctrl=M

CozaaTe no wabnony...

[ Ormepwite... Ctrl+0
OTkpwiTe B oBnake... Ctrl=5Shift+0
HegaeHne qokymMeHTsl L4
PaBoTa & obnake r

o CoxpaHuTs Ctrl+S
CoxpaHWTe Kak.. F12

Pucynok 59 — [Tynkt koMaHiHOTO MeHI0 COXpaHUTh KaK

2. B okxne CoxpaHHTBH KaK:
— Ecmm TpeGyercss coXpaHWUTh KONUIO KaK OTAeNbHBbIA ¢aiijl, BbIOepUTe MalKy s
COXpaHEeHHsl, YKaKWTe TUIl U Ha3BaHHe ¢aiijia U HaKMUTe KHOTIKY CoXpaHUTh.
— FEcmu Tpebyercs 3aMeHUTh KOIMeM WCXOJHBIM daii, BbiOepuTe 3TOT dalil U

HaXXMUTe KHOTIKY COXpaHUTh.

Ecmm TPE6YETC$I YAAJIIUTh KOIINIO, HAXMHWTe B CTpPOKe YyBeAOMJIeHWs 110/ IIdHeJIbIO

VHCTPYMEHTOB KHOIIKY Y AaiuTh (cM. PrucyHok 58).
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4.1.10.3 Ilanens «BoccranoBienHbie gaiiabi»

Ecmm kakue-nmubo pe3epBHble KOMMM JOKYMEHTOB He ObUIM COXpaHEeHbl WIM yJajieHbl Tak,
KaK 3TO OIMKMCAHO BHIIlle, OTKpOWTe NaHesib BoccTanoBieHHbIe (aiiibl.

J17151 3TOrO BBITIOTHUTE OJHO U3 CJIeIyIOIIUX JIeUCTBUM:

— Beibepure rmyHKT koMaHAHOTO MeHio dPaiin > ABTOBoCCTaHOBJIeHHe > BoccraHoBieHHbIe

¢aiinel (cM. Prucynok 60).

®aiin  Mpaeka Beraeka Popmat  Mocrpymedts Bug OBwwid goctyn  Hagctpoikw

(9 Cospare = é D KO Thames v
Co3zgate no wabnoHy...
& K K Y AB
OTkpbITh. . Ctrl+0
=] 2 WpndT
OThpwTe B obaake.. Ctrl=Shift+0
HegaeHwe gokymeHTH »
PaboTa 5 obaake 4
B CoxpaHute Ctrl+5
CoxpaHnTe Kak. F12
ABTOBOCCTAHOBAEHWE r HacTpolikn aeToBOCCTAHOBAEHWA

BoccTaHoeneHHBlE dainm
CoxpaHnTe wabnoH...

Pucynok 60 — [TyHkT koMaHiHOTO MeHIO BoccTaHoBiieHHBIe Qaiiibl

— Ha 6okoBo#i aHey HaXKMUTe KHOIIKY [% (Boccranoiiennsle ¢aiinnl) (cM. Pucynok 61).

OBwwid goctyn  Hagetpoikn  Cnpaska

XO Thames v 14 v AT A Tr
X K Y AR = A v &«

WpndT AB3ay CTinm Bcraska ~

L]

Q

g

Pucynok 61 — Knornka BoccranoBsienHbie ¢aiiiibi
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YToOBl OTKpBITh, COXPAaHUTb WM YAAIUTb pPE3epPBHYIO KOIHIO JOKYMEHTA, BBIIOJIHUTE

CIIeIyIolve IeNCTBUS:

1. HaBeauTte Kypcop MBIIIHM Ha Ha3BaHKe KOMTHH (CM. PUCyHOK 62) 1 HOKMUTE KHOTIKY

2. B BeimagaroieM crivcke BeibepuTe TpebyeMyro KOMaHIy.

=» BoccTtaHoBNeHHbIe daiinbl Q

3TW daitnel BelAW BOCCTAHOBAEHB NOCae
ABAPUIAHOIO 3AKPHEITUA NPUAGKEHMA 1
GyayT xpaduTeca 30 AHeR C gatw
BOCCTAHOBAEHMA, YToBw He noTepaTs
AaHHBIE, COXPAHWNTE HYRHEIE Baine.

YaaniTe Bce

15:11 CpaBHeHwe Bpay3epoe.docx
15:10 Kakoil 6pay3 Orkpuite
CoxpaHuTe Kak..

¥aanmTh

Pucynok 62 — Komanjip! ynpasiieHUs! KOven

OTKprTb pe3epBHYI0 KOIINIO NOKYMEHTd MOXHO TdKIKe JBOMHBIM IIIEJTYKOM MBIIIH II0 ee

HAa3BAHHIO B CIIMCKE.

Ecnmn Tpebyercs ynanuth BCe KONMM [IOKYMEHTOB, HaXMHTe KHOIKY YJaJIHUTh BCe

(cm. PucyHnok 63).

—» BoccTaHoBNEHHble paiinbl Q

311 daiine GbIW BOCCTAHOBNEHB! NOCNE
3BAPMAHOND 33KPBITUA NPUACHEHWA 1
GyayT xpannTeca 30 gHed © gatol
BoCCTaHOBAEHMA, UToGe He noTepaTs
AaAHHBIE, COXPaHMTE Hy#HbIE halinsl,

Y AaNnTb BCE

Pucynok 63 — Knonka Ynanuts Bce
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4.1.11 3akpeITh daiin

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

— BpibepuTe myHKT koMaHAHOTO MeHI0 Paiin > 3akpeITh (CM. PUCcyHOK 64).

Daitn  [paeka Beraska Dopumar  MHctpyme

[ Cosgate Ctrl=M

Co3gate no wabaoHy..

[ Omkpoito. Ctrl+0
OrmkpbiTe B 0Gnake... Ctrl+5hift+0
HegasHwe gokymeHT 4
Pabota e obnake r

ol Coxpanuts Ctrl+S
CoxpaHWTe Kak... F12
ABTOBOCCTAHOBAEHKWE r

Coxpanute wabnoH...

Japate naponk...

JNEKTPOHHAA NOANUCE r
MapameTpel CTpaHKUE Ctrl+5hift+P

= [Meuars... Ctrl+P
JakpuiTe

Pucynok 64 — [TyHKT kOMaHAHOTO MeHIO 3aKPBITh

— Haxmure kHOTIKY * (3aKpBITh) B 3ar0JIOBKe OKHA IPWIOXKEHUS.

— Haxwmure coueranue kiaBuill Alt+F4 (Windows, Linux) wim $#Cmd+Q (macOS).
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4.2 Pabora c TeKcToM

4.2.1 BBop Tekcra

TexcT BBOOUTCS IIPU NIOMOIIM KJIaBUATYyphl B paboueli 06s1acTH I71aBHOTO OKHA. BBelleHHbIN
TeKCT MOXXHO B JIFOOOH MOMeHT OTpeJJaKTUPOBaTh, YAJIUTh, COXPAaHUTb.

[To ymomuanuto i TekcTa nmpumeHsiercs cTiib OObI4HBIN (CM. paszen 4.3.2), KOTOpBIf
VMeeT CllefyIoliye IlapaMeTpsbl:

— IlIpudt: XO Thames;

— Pasmep mpudrta: 14;

— DBrIpaBHMBaHMe: 110 HIVMPUHE;

— MexcrpouHblii uHTepBal: OAUHAPHBIN;

— Orcryn nepso# crpoku: 0;

— HHurepsan 1o a63ama: 0;

— MHurepsan nocne ab3ana: 0;

— Orcryn cnega: 0;

— Orcryn copaga: 0.

4.2.1.1 ABTo3amena neduca Ha TUpe

[Tpu BBOJIE TEKCTa MOJTb30BATENIM OOBIYHO CTABSIT 3HAK Jledrica B TEX MecTaX, TJie 10 MpaBiIaM
PYCCKOTO SI3bIKa HEOOXOIUMO CTAaBUTh THUPE, TaK KaK Ha KJIaBUAaType 3HaK TUPe OTCYTCTBYeT. B cBsi3u C
3THUM TIPWIOKEHUe aBTOMAaTHUYeCKHU 3aMeHsIeT 3Hak Jieduca (-) Ha KOpOTKoe THpe (—), eClii B IOKyMeHTe
nocsesioBatebHO BBOJSTCS TeKCT IIpoben neduc IIpoden texcr IIpooern/Enter/Tab.

Ecm TpeOyercs OTMEHMTh aBTO3aMeHY, BBINOJHUTe KOMaHay OtTMeHHTH (CM. paszen

4.11.1.1).

4.2.1.2 ABTOo3aMeHa KaBLIYCK

Ecnu TekcT BBOOWTCS Ha PyCCKOM WM GPaHIy3CKOM SI3bIKe, TO KOMIIbIOTepHble KaBbIYKU
("") aBTOMaTHYECKU 3aMeHSIOTCSl Ha PpaHITy3CKHe KaBBIUKHU ().
Ecnu TpebyeTcss OTMeHWTh aBTO3aMeHY JIeBOW WJIM IIpaBOM KaBBIUKM, IIOCJIe ee BBOZA

BBITIOJTHUTE KoMaH Ty OT™MeHuTh (CM. paszaen 4.11.1.1).
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4.2.2 CHOCKH

CHocka — 3T0 CIIPaBOYHAas WIA IIOSICHUTEJIbHAA I/IHCl)OpMaIII/ISI K CJIOBY WIX 8638Hy TeKCTa.

Paznmuyaior oOBIUHBIE M KOHIIeBble CHOCKHM. OObIUHBIE CHOCKH pacIiojiararoTCsd BHHU3Y

CTPaHMITBI, @ KOHIIEBbIe CHOCKU — B KOHIIe pa3fiesia WX JJOKyMeHTa.

CHOCKH COCTOSIT U3 CIIeAYIOIMX 371eMeHToB (cM. PucyHok 65):

— 3HdK CHOCKH — pAacCIiojiaraeTCsa HellOCpeACTBeHHO II0CJie CJI0OBa WK 86331_121, K KOTOpOMY
OTHOCHUTCs CHOCKA,
— HOMep U TeKCT CHOCKH — PACIIOJIardlOTCA B KOHIIe CTPAHUIIbI, pa3iejlda Uik JOKYMEHTA,

[10[] TOPU30HTAILHOM YepToi, ClIeAyIoIei I0Cjie OCHOBHOTO TEKCTaA.

B TekcTe CHOCOK He IOAJIepP>KUBAETCS:
— IIOWCK U 3aMeHa JIaHHBIX;
— IIpoBepKa [IPaBOIMCAHUS;

— ,[[O6aBJ'IeHI/Ie KOMMEHTApHUEB.

IMocne sToro NMpennoeHHda CTOHT 3HaK CHDCI{I{] .

! 3a HOMEpPOM CHOCKH CTeqYeT TeKCT CHOCKH.

CrpaHnua 1 13 1

Pucynok 65 — IIprmep 06bI9HONM CHOCKM
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4.2.2.1 BcTraBuUTBH CHOCKY

B Texymeii Bepcuu npuiioxkenus «MoOduc TekcT» neCTBYIOT ciellyoliye IpaBuiIa:

— Jlisa OOBIYHBIX CHOCOK IIOJIepXKMBAEeTCsl CKBO3HAs HyMepalusi B IIpefiejlax BCero
IOOKyMeHTa. JIj1s1 KOHIIeBBIX CHOCOK IIOf/IeP>KMBAeTCs WA CKBO3HAs HyMepalus, WU
HyMepalysi 110 pa3jiesniaM, eClii OHa HaCTpOeHa B CTOPOHHEM TeKCTOBOM peflaKTope.

— Ilpu HyMmepanuy OOBIYHBIX CHOCOK MCIIO/Ib3YIOTCS apabckue 1udpsl. [Ipy Hymepanuu
KOHIIEBBIX CHOCOK MCIHOJb3yeTcss ¢opmar i, i, iii, .. Wi ¢opmar, BbIOpaHHBIA IIpU
paboTe C JOKYMEHTOM B CTOPOHHEM TeKCTOBOM pe/laKTope, eClIM 3TOT ¢opmaT
nofijiepkuBaeTcs B nmpuioskeHnu « MonOduc Tekcty.

— Ilo yMos4aHHIO KOHIIeBble CHOCKM 0TOOpaXaroTcsl B KOHIle JokyMeHTa. OTobpaskeHue B
KOHIle pasjerna IO/JIep>KMBaeTCsl, eClii OHO HAaCTPOEHO B CTOPOHHEM TeKCTOBOM

pemakTope.

He nonyckaercs no6aBieHrie CHOCOK B JitoOble 0OBEKThI, KpoMe Tabuiuil, B KOMMEeHTapu1

" KOJIOHTUTY/JIBI.

YT06b!I 106aBUTH CHOCKY, BBIIIOJIHUTE CIIeAYIOLe 1efCTBUS:
1. Yxaxwre MecTO AJ1 BCTaBKM CHOCKU OJIHAM U3 CIIeJyIOIINX CII0CODOB:
— YcraHOBHUTE KypCOP MBIIIY B TpeOyeMoe MeCTO TeKCTa.
— BroienuTe pparmeHT Tekcra, ocie KOTOpOro He06X0AUMO BCTaBUTh CHOCKY.
— VYcraHOBUTE KypcOp WM BBbIIeJMTe SUelKy TaO/uIbl, B KOTOPYIO HeobX0IWMO
N00aBUTH CHOCKY.
— DBrpienuTe nuanasoH siyeek, kK KOTOPOMY HEOOXOAUMO 100aBUTh CHOCKY. B maHHOM
Clly4ae 3HaK CHOCKUA OyzleT yCTaHOBJIEH IIOCJle MOCJIeHero CHMBOJIA HIDKHEH

MPABOM STYEHKHU.
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2. Jlo6aBbTe CHOCKY OJIHUM M3 CJIeIYIOIIUX CIIOCOOOB:

Beraeka @opmar  MncTpymedTm
[]  Wzobpamerne...
TekcToeoe none

¢l Ourypa

BEH TabBawua...
(M  Oopmysa...

CneynansHele CUMBOE...
' Paspbie cTpaHuul

‘= Paspeie pasgena

H#  Homepa cTpatuy,

H KoaoHTumyaw

=: OrnasneHwne

7 Comnka..

=l [lepekpecTHan ccouka...
[l  3aknagka..

AE  CHocka

[ KommenTapwii

= [lara

() Bpewms

=) Monr

Boibepute nmynkT komaHgHoro meHio BcecraBka > CHocka (cM. PucyHok 66). B

OTKPBIBIIEMCS ITIOJAMEHIO BbI6epI/ITe Tp96yeMLIfI THIT CHOCKH.

SNEMEHTE yTIPaBAEHHA

Ctrl+Enter

Ctrl+K

Bug OBwwi goctyn Hagctpoiikun

j KO Thames

X K 4

WpudT

af CHocka

[i] KoHueean cHocka

Cnpaeka

Ctrl+Alt+F
Ctrl+Alt+E

Pucynok 66 — ITyHkT komangHOTO MeHI0 CHOCKa
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— Ha mnaHenmn wuWHCTPpyMeHTOB, B pasflene BcraBka HaxxmuTe KHONKy - . Ha
OTOGpA3UBILeICA NTaHeIM BCTABKY HaBeJWTe KypCOp MBIIIM Ha IyHKT 45 CHOCKa U B

OTKPBIBIIEMCs [I0IMEHIO BelOeprTe TpeOyeMbIi THIl CHOCKH (cM. PucyHok 67).

AaBoBBl AaBoBeIT AaB6BelT ... [jv @ v E] -

3aronoBeok 2 3aronoceok 3 3aronoceok 4

E HzobpaxeHwe..,

EI TekcToBDE NONE : ~
& owrypa >

HH  Tadawua.. >
Dopyna...

[E] CneynanbHble CHMBOABI... ¥

= Pazpeie cTpaHuuw

L

*=  Pazpwe pazgena

Howmepa cTpanvd,. ¥

Q KonoHTUTY AR ¥

Ornaenenne

(_fj Cornka...

=1 MepekpectHas cowika..,

'_,\' Iaknagka...

1

AE  Crocka AE  CHocka L\\,.) b
[i] KoHueeas cHocka I:' KonmmeHTapuii

Pucynok 67 — [1anens BcTaBku

— Haxmure  coueranme  kjaBum  Ctrl+Alt+F  (Windows, Linux) wim
~Option+#Cmd+F (macOS), uyrobbl BcTaBUTH O0OBIYHYIO CHOCKYy. Haxmwure
coueranre kiapum Ctrl+Alt+E (Windows, Linux) wiu ~=Option+&Cmd+E

(macOS), 9ToOBI BCTaBUTh KOHIIEBYIO CHOCKY.
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3. B ykazaHHOM MecTe JOKYMeHTa OTOOPa3UTCs 3HAaK CHOCKH, @ BHHU3Y CTPAHUIIbI, pasjieia

WJIN IOKYMEeHTa — HOMep CHOCKH. BBe,III/ITe TEeKCT CHOCKHU I1I0CJie ee HOMepad.

Eciv [okymMeHT He COJepXXUT [ApPYyTUX CHOCOK, TO TPH BCTaBKe OOBIYHOM CHOCKe
Ha3HavaeTcs HoMep 1, a KOHIIeBOM CHOCKe — i.

Ecmm  nokymeHT copepXdT OOBIYHBIE CHOCKHM, TO OOBIYHOM CHOCKe Ha3Ha4aeTcs
MOPSIZIKOBBIM HOMEP, COOTBETCTBYIOIIMM ee paCIOIOKEHHI0 OTHOCHUTENbHO APYTMX OOBIYHBIX
CHOCOK.

Eciu nokyMeHT cofiep>KUT KOHIIeBble CHOCKHU, TO JJIsi KOHI[eBOM CHOCKHU:

— mpuMeHsieTcs GOpPMAaT CHOCOK TeKYIIero JOKyMeHTa;

— Ha3HAYaeTCs MOPSAKOBBIA HOMEp, COOTBETCTBYIOIIHM ee PACIIONIOXEeHUI0 OTHOCUTENIbHO

IPYIUX KOHIIEBBIX CHOCOK.

4.2.2.2 IlepeiiTu K CHOCKe

HpI/I HaBeleHNMHW Hd 3HdK CHOCKM B OCHOBHOM TeKCTe [OOKYMeHTa OTOﬁpB)KBETCSI

BCIUIbIBalOIIlee OKHO C TeKCTOM CHOCKH (cM. PucyHok 68).

V NIYyKOMOpPBLA 11y 0 3eEHbII|
@}TPHBDK M3 Nozmul «Pycnad u
Nrogmmaan,

Ctrl + LleakHwTe 40A Nepexoga No cCbake

Pucynoxk 68 — BcemibiBaroiiiee OKHO C TEKCTOM CHOCKH
YToOBI mepedTH K TEKCTy CHOCKHM, HaxkmuTe Ha kiaBumry Ctrl (Windows, Linux) win

#Cmd (macOS) u miesikHUTE O 3HAKYy CHOCKU. Kypcop aBTOMaTW4ecku NepeMecTUTCS! B TeKCT

CHOCKH B KOHIIe CTPpaHUIbI, pa3iejida WX JOKYMEHTd.
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4.2.2.3 KonupoBaTh, BbIpe3aTh H BCTABUTh CHOCKY

CHOCKM MOXHO KOITMPOBATh, BbIpe3aTh U BCTABJIATH (CM. pa3zen 4.11.2) B mpefiesiax 0/IHOTO

JIOKyMeHTa WK Mexay fokyMeHTamu «MonOduc Tekcry.

He HOITYCKAeTCda BCTdBKa CHOCOK B JIFOObIe O6’b€KTbI, KpoMe Ta6JII/III, B KOMMEHTapuHu "

KOJIOHTHUTY/IBI.

Bripe3aTh, KONMpoBaTh ¥ BCTaBUTb MOXHO!
— TEeKCT CO CHOCKOU;

— TOJIBKO CHOCKY — JIf 3TOI'O Bpre)KbTE/ CKOHI/IPYI‘/JITQ M BCTAaBbTe 3HAK CHOCKMH.

[Ipu BcTaBKe BBIpE3aHHBIX WM CKOIKMPOBAHHBIX CHOCOK J€MCTBYIOT Te e IIpaBuiIa

HyMepadllyH, 9YTO U IIPHU BCTaBKe HOBbIX CHOCOK.

4.2.2.4 PegakTupoBath 1 popMaTHPOBATh CHOCKY

PepnaktupoBanve u <¢dopMaTupoBaHHe TeKCTa CHOCKM OCYIIeCTBJISIeTCS aHAJIOTHUYHO

pelaKTUPOBaHUIO U GOPMATUPOBAHUIO OCHOBHOT'O TEKCTa JIOKYMeHTa.

4.2.2.5 YnanuTh CHOCKY

YToOBI yIaIUTh CHOCKY, BBITTOJIHUTE OIJHO U3 CJIeJTYIOITUX JIeUCTBUM:

— Ypanute 3HaK CHOCKA B OCHOBHOM TeKCTe JIOKyMeHTa. HoMep U TeKCT CHOCKM B KOHIle
CTpaHUIIbI, pa3ielia Wik JOKYMeHTa yAaJISITCS aBTOMaTUYeCKHU.

— BrizenuTe TeKCT CHOCKY WUJTM TIOMECTUTE KypCop B JIE000e MeCTO TeKCTa CHOCKU B KOHIIe
CTpaHUIIbI, pa3fielia Wi JoKyMeHTa. llleJlkHUTe MpaBoy KHOMKOW MBI U BBIIOJIHUTE
KOMaHJly KOHTEKCTHOT'O MeHI0 YaJHMTh CHOCKY. 3HAK CHOCKM B OCHOBHOM TeKCTe

AOKYMeEHTda YIdJIUTCA dBTOMATHUYECKU.

HpI/I yAdJleHHnW CHOCKH HyMepalivsl OCTaBIINXCS CHOCOK dBTOMdTUY€CKU OOHOBJIIETCS.
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4.2.3 Ccpuiku

B Tekcr HOKYMeHTa MOKHO 21063BI/ITI) CCBUIKY Ha BE6-CTpaHI/IIIy, azipec SHEKTpOHHOfI II04YTHI

WU paitl.

4.2.3.1 BcTaBUTB CCBUIKY Ha Be0-CTPAHHUILY WIH aJipec 3JIeKTPOHHOH MOYTHI

[Ipunoxenune «MonOduc Tekcr» pacro3HaeT W JenaeT aKTUBHBIMU CCBUIKM, KOTOpbIe

HAYMHAIOTCSI C www, http, https, u a5exTpoHHBIE afpeca.

[Ipumepsi:

www.website.ru,
https://website.com,
http://website.ru,
mailto:user@domain.ru,

user.name@domain.com.

Ccpuika tuma mailto:user@domain.ru MoKeT TakKe CoaepKaTh TeMy, TEKCT MUChbMa U

3JIEKTPOHHBIE aJpeca sl OTIIPABKU KOIIMU U CKpbITOM Konmu. Hanpumep:
mailto:user@domain.ru?subject=This%620is%20the%20subject&cc=user2@domain.ru&body
=This%20is%20the%20body.

Yto0OBI M3bexaTh OMKMOOK HpHU Iepexofe Mo ccbuikaM, B URL pekomenpayeTrcs yka3blBaTh

npotokosi. Hanpumep: http://website.ru.

CchIIIka MOXKeT OT06pa)KaTbCH B IOKyYMEHTe B BUJIE:

URL — Hanipumep, http://www.website.ru;

TeKCTa — HallpuMep, CChLJIKA.

Yto0bl 106aBUTH B JTOKyMeHT cCbulky B BuJle URL, BBIIOIHUTE OMHO K3 CIIEyIOLIUX

JeUCTBUMH:

BBenuTe ccbuiky BpyuHyto U HaxkmuTe kiauilly IIpo6en wiv Enter Ha kiaBuarype.
CkomnupyiTe CCBIIKY W3 MCTOYHMKA, BCTaBbTe B TpebyemMoe MeCTO IOKYMeHTa U
HaxkxmuTe kiiaBuiny IIpo6en vy Enter Ha kiaBuartype.

CkomnupyiTe CCBUIKY W3 MCTOYHMKA, YCTAHOBUTe Kypcop B TpeOyeMoM MecTe
NOoKyMeHTa ¥ HaxmuTe coderanue kiaBuinl Ctrl+Shift+V (Windows, Linux) wmu

{Shift+:Cmd+V (macOS).
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YT0oOBI 106aBUTH B JOKYMEHT CCBIJIKY B BHJle TEKCTA, BBIIIOJIHUTE CIIeqyIOIIue 1elCTBUSL:
1. Ckonupy¥iTe CCbUIKY U3 NCTOYHUKA.
2. YkaxuTe MeCTO /JIsl BCTABKU CCBUIKU OHUM U3 CJIeIYIOLIUX CIIOCOOO0B:

— Yro6bI 0HOPMUTD KaK CCHUIKY HalleyaTaHHOE CJIOBO, YCTAHOBUTE B HET'O KypCOp WU
BbIJIeJIUTE ero meJMKoM. YToObl 0pOPMUTH KaK CChUJIKY HaledyaTaHHbIA (parMeHT
TeKCTa, BbIJIEJIUTE ero IeJIMKOM.

— Yro0ObI 106aBUTH B IOKYMEHT ellle He HalledaTaHHOe CJIOBO UM GparMeHT TeKCTa CO
CCBIJIKOM, yCTaHOBUTE Kypcop B TpeOyemoe MeCTO JJOKyMeHTa. Eciu cioBo winu
¢dparMeHT TeKCTa CO CCHUIKOM TpeOyeTcsi BCTaBUTh B IYCTYIO SYEWKY TaOJIMITHL,
BBIJIEJIUTE 3Ty SIYelKy WIA yCTaHOBUTE B Hee Kypcop.

3. BrinonHrTe KOMaH/ly BCTaBKY CCBUIKM OJJHUM U3 CJIeYIOIIKX CIIOCOD0B!

— Bribepute nyHKT KoMaH/iHOrO MeHio BeraBka > Ccepuika (cM. PucyHok 69).

Becragka Qopmar  Wecrpymentm  Bug 06

Wsobpametue..,
TekcToBoe none

&) @urypa >
BEH Tabawua...

() Dopwmyna...

CneupansHee CUMEDALL..,

' Paspeie cTpaHuusl Ctrl+Enter
'= Pazpuie pasgena

H*  Homepa cTpanuy, r
B KosoHTuTyaw r
=: OrnasneHne

7 Comaka. Ctrl+K

=l [epekpecTHan ccolka...

[[]  3aknagka...

AE  CHocka »
& Kommentapwuii

B [lara

(0 Bpemn

=) Tonas

INEMEHTH YMPaENEHMA r

Pucynok 69 — Ilynkt komanaHoro meHto Ccbuika

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2025 73



MonOdonc

— Ha nanerm uHcTpyMeHTOB, B paseiie BeraBka HaxMyTe KHOMKY === (cM. Pucynok 70).

Ha OT06p83HBMEﬁCH IIaHeJIM BCTABKKW HAXXMHWTEe KHOIIKY {:} Cchuika.

I
Hy 4 @ &

AaboB AaBoB1 AaBéBsel ...

Jaro..ok 1 3aro..ok 2 3aro..ok 3

[

L

®

=] @ E

g

||v|:

i Gy

&

=]

11

Wzobpamenne..,
TekcToBODE NONe

Durypa

Tabnauua...

Dopuyna...

'CI'IE'LI,MEJ'II:-HI:IE' CHUMBONBL...

Pazpbie cTpaHuLp
Paspuie pazaena
Homepa cTpanvy,.
KonoHTUTY AR

CirnagneHme

Coulnka..,

N

MepekpecTHan CopIKa..,

Pucynoxk 70 — [1anens BcTaBKU

— H_IEJI‘IKOM npaBoﬁ KHOIIKM MBIIIH OTKpOfITe KOHTeKCTHOe MeHIO K BELIIIOJIHUTE

KOMaHy BcraBurtnb CCBLIKY.

— Haxwmure coderanue kiauil Ctrl+K (Windows, Linux) ninu $Cmd+K (macOS).

4. B oxue BcraButh ccbuiky (cM. PucyHok 71):

— Ecmu mone Anpec He 3dIlI0JIHEHO, BCTaBbTe B HET'O CCBUIKY. Ilo YMOJI9aHHUIO B II0JIe

AHPEC dBTOMATHUYE€CKU IIOJACTABJIIETCA CCBhbLUIKd, CKOIIMPOBdAHHAS W3 MCTOYHHKA Hd

IIepBOM II1are.
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— FEcmu mone Tekcr He 3amosiHeHO, BBeMTe B HEro TeKCT, KOTOPBIA Oyjer
oToOpaxkaTtbCcsi BMecTo cChUIKU. [Io ymomuanuio B mosie TekcT aBTOMaTHM4ecku
MO/ICTABJISIETCSl CJIOBO, HA KOTOPOM YCTAHOBJIEH KYpCOp, BblJeJIeHHOe CJIOBO WX
BbIJIEJIEHHBIN PparMeHT TeKCTa.

— Haxwmure kHonIKy OK.

BcraewnTe coelnky =

TekcT:

MoROdwnc et

Anpec:

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

HepaBune daitne:
m Hoewil gokymenT.docx

ﬂ Hoewili gokymedT.doc

Pucynok 71 — OxHo BcTaBUTB CCBUIKY

4.2.3.2 BcraBUTB CCBLIKY Ha ¢aiii

B [OKyMeHT MOXHO BCTaBUTb CCBHUIKY Ha (paiiyi, KOTOPBIA PpACIOJIOKeH Ha TeKYIeM
KOMITbIOTepe Wi B ceTeBoM narnke. CchIJTKa MOXKeT yKa3bIBaTh Ha aiis jiroboro popmara.
Ccpiika MOXKeT 0TOOpaXkaThCsl B IOKyMeHTe B BH/IE:
— Ilytu k ¢aitmy — Hanpumep, C:\Users\User\Documents\@aitsi.docx (OC Windows) nmm
/Users/User/Downloads/@avin.docx (OC Linux u macOS).

— Tekcra — Halipumep, CCbUIKd Hd dain. TekcT CCBIIKM MOXKHO YKa3daTb WK B TeKCTe

OOKYMEeHTa, WJIN U B OKHE BCTABKU CCBIJIKH.
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Y0661 106ABUTH B JOKYMEHT CChIJIKY Ha ¢ail, BHITIOJTHUTE CIeqyIolne IeUCTBUS:
1. Vkaxure MeCTO [iJis BCTaBKU CCbUIKM OJTHUM U3 CJIeJIyIOLIHUX CIIOCOOOB:

— Yrto6bI 0pOpMUTH KaK CCHUIKY HalleyaTaHHOe CJI0BO, YCTAHOBUTE B HEI'O KYpCOp WK
BbIJIeJIUTE ero MeJIMKOM. YToObl 0pOpPMUTh KaK CChUIKY HaledYaTaHHbIA (parMeHT
TEeKCTa, BbIJICJIUTE ero IIeJIMKOM,

— YrtoOBI 106aBUTH B IOKYMEHT ellle He HalledaTaHHOe CJIOBO WJIK pparMeHT TeKCTa CO
CCBUIKOM, yCTaHOBUTe Kypcop B TpebyeMoe MecTo AokyMmeHTa. Eciu ciioBo wimu
¢dparMeHT TeKCTa CO CChUIKOM TpeOyeTcsl BCTaBUTb B IYCTYIO SIUEMKy TaOJIMUIbI,
BBIJIEJIUTE 3Ty STYeUKy WIM yCTaHOBUTE B HEe Kypcop.

2. BprinonHuTe KOMaHY BCTaBKU CCHUTKWA OJIHUM U3 CJIeIyIOIIUX CIIOCOOO0B:

— Bribepute nyHKT KoMaH/iHOTrO MeHio BeraBka > Ccepuika (cM. PucyHok 72).

Beragka @opmar  Wecrpymentm  Bug 06

Wzobpamerne..

TekcTosoe none

Durypa L

B @@

TaGnuua...

fyrs
\.ﬁ.z'

Dopuyna...

l[:I'Il‘_"Ll,b'1-EJ'II:|-HI:lll‘_" CHMEBECONB...

y
Bt

ML T

PazpbiE cTpaHWLE Ctrl+Enter

Paspwie pasgena
Hownepa cTpaniy, k

KonoHTUTY AR »

om

Ornaenedne

Ceobinka... Ctrl=K

i 165

MepekpecTHan ccwaaka...
Jaknagka...
CHocka L

KommerTapri

Data
Bpemn

4 @M ™ a

Mona

SnemMeHTE YNPaENeHUA »

Pucynok 72 — Ilynkt komanaHoro meHto Ccbuika
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— Ha nanemu vHCTpyMeHTOB, B pa3feliie BctaBka HaXMuTe KHOIIKY == (cM. PrcyHok 73).

Ha OT06p83HBMEﬁCH IIaHeJIM BCTABKKW HAXXMHWTEe KHOIIKY {:} Cchuika.

AaboB AaBoB1 AaBéBsel ...

Jaro..ok 1 3aro..ok 2 3aro..ok 3

[

L

®

=] @ E

g

||v|:

i Gy

&

=]

11

Hy 4 @

Wzobpamenne..,

TekcToBODE NONe

Durypa

Tabnauua...

Dopryaa...

'CI'IE'LI,MHJ'II:-HI:-IE' CHUMBONBL...

Pazpbie cTpaHuLp
Paspuie pazaena
Homepa cTpanvy,.
KonoHTUTY AR

CirnagneHme

Coulnka..,

N

MepekpecTHan CopIKa..,

Pucynok 73 — [lanenb BCTaBKU

e |

—

— H_IEJI‘IKOM HpaBOﬁ KHOIIKM MBIIIH OTKpOI:ITE KOHTeKCTHOe MeHIO K BELIIIOJIHUTE

KOMaHy BcraBurnb CCBLIKY.

— Haxwmure coueranme kinaBuil Ctrl+K (Windows, Linux) wim $Cmd+K (macOS).

3. B okae BcraButh cchLIKy (cM. PucyHok 74) BbiOepuTe daiil, Ha KOTOPBIH TpebyeTcs

BCTABUTDH CCBUIKY, OOHUM U3 CIIeJyIOInUX CIrocoboB:

— Bribepute ¢ain u3 crincka HepaBHue ¢aiinbel. B 3ToM cnimcke otobpaxarorcst 50

nocyieTHUX (aiyioB, KOTOPble OTKPBHIBAIUCH B TpuioxkeHUusx «MoiOduc Tekcry,

«MoitOduc Tabnuna» u «MorOduc IIpesenTarusy.
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B cniucke HemaBHue Qaiinbl He 0ToOpakaroTcs ¢paiibl, KOTOpPble OTKPHIBAIUCh
n3 obyaka (cM. pasgen 4.15). YToObI BCTaBUTh CChUIKY Ha ¢aiyl U3 obiiaka,
CKOIIMPYMTe aJipeC CChUIKM Ha 3TOT ¢aiin B Opay3epe M BCTaBbTe B JOKYMEHT

KaK CCBUIKY Ha BeO-cTpaHuIly (cM. pa3zen 4.2.3.1).

— BribepuTe daiin ¢ momornpio GaioBoro MeHemkepa. s 3Toro Ha)kKMUTE KHOIIKY

BriopaTts ¢ari.

BcraenTe coulnky >

TewcT:

CCeLIKE Ha Gaiin .

Anpec:

‘ | Bribpate daiin...

HegaBune daitne:
Hoean npeseHTauma. pptx
ﬂ Hoean Tabavuga.xlsx:

ﬂ Hoewid gokymenT.docx

OK OTMmeHa

Pucynok 74 — OxHo BcTaBUTB CCBUIKY

4. Fcmm ccpulka JO/DKHA OTOOpaXkaTbCs B BHe TeKcTa W mojie TekcT He 3arosiHeHo,
BBefuTe Tpebyemblii TekcT. Ilo ymomuanuio B mosle TekcT aBTOMaruyecku
IIOJICTABJISIeTCSl CJIOBO, HAa KOTOPOM YCTaHOBJIEH KYpCOp, BBIJIeJIEHHOe CJIOBO HWJIU
BblJleJIeHHBIM (parMeHT TeKCTa.

5. Haxwmwure kHomnky OK.
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4.2.3.3 bricTpasi BCTaBKa CCHLIKH

B HameuaTaHHBIM TeKCT MOXXHO OBICTPO 1O0OABUTh CCBUIKY Ha BeO-CTpaHMIly, ajpec
3JIeKTPOHHOM IIOYTHI WU (paiil.

Jlyist OBICTPOM BCTAaBKU IOAJIEPXKUBAIOTCS CJIeIyIOIIMe BUJIbI CCHUJIOK HA JIOKaJbHbIE U
ceTeBble QanJIbl:

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

— smb://192.168.1.1/Files/®aiin.docx

—  ftp://Guest@127.0.0.1/share/FTP/®aiin.docx

—  sftp://Guest@127.0.0.1/share/FTP/®aiin.docx

[TonnepxviBaeMble BUZIBI CCBUIOK HA BeO-CTPAHUIIBI U afjpeca 3JIeKTPOHHOM IIOYTHI OIKMCAHbI
B pazpene 4.2.3.1.

Yro6bI 6BICTPO JOOABUTH CCHIIKY B HalledaTaHHBIN TeKCT, BBIIIOJIHUTE CIIefyIolue JeiCTBYS:

1. Cxonmpy¥iTe CCBIIKY.

2. UYtobel 0POpPMUTH KaK CCBUIKY HalledaTaHHOe CJI0BO, YCTAaHOBHUTe B HEr0 KypCop WU
BblJIeJIUTe ero IeiaukoM. YTobbl 0dOpMUTH KaK CChUIKY HalledaTaHHbIM (parmMeHT
TeKCTa, BbIJIeJIUTe ero IeJINKOM.

3. Haxmure coueranue kiaBuin Ctrl+Shift+V (Windows, Linux) wim {iShift+Cmd+V

(macOS).

4.2.3.4 IlepeiiTu no cchLIKe

YToOBI ITepeiTH 110 CChIIKe, BHIIIOJIHUTE OHO U3 CJIeIYIOINX JIeHCTBUM:
— IllenkuuTte mo cchuike, ynaepxwuBas HaxaTod kiaBuimry Ctrl (Windows, Linux) wm
$Cmd (macOS).

— YcraHoBUTe KypCOp Ha CChUIKY U HaKMUTe kiiaBuilry Enter.

Be6-ccbuiku OTKpBIBAIOTCS B Opaysepe, KOTOPBIM MCIOIb3yeTcsl B OllepallMOHHON cHhCTeMe
10 YMOJIYaHHUIO.

@aiibl  OTKpBIBAIOTCS B mnpuiiokeHUsix «MonOduc Tekcr», «MoiOduc Tabmumay u
«MonOduc I[Ipesentanus». Ecin dopmar daiina He mojnepKUBaeTcsi, TO OH OTKpPbIBAeTCs B
IIPUJIOXKEHNH, KOTOpOe MCIIOJIb3yeTCs B OINEepalMOHHOM CHCTeMe II0 YMOJIYaHHUIO I paboThl C

¢aitiaMu cooTBeTCTBYIOIIero popmara.
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[Tpu mepexone MmO CChUIKe HAa 3JIEKTPOHHBIM aJpeCc OTKPBIBAETCSl IOYTOBAasl MIPOrpaMMa,
KOTOpasi HWCIIOJIb3yeTCs B OIepallMOHHOM CHUCTeMe II0 YMOJ4aHWIO. B J[aHHOM mnporpamme

dBTOMATH4Y€CKHU CO30d€TCs HOBOE ITMCbMO, B KOTOPO€e KOIIMPYIOTCA JdaHHbIE, YKa3dHHbI€ B CCBbLIKE.

4.2.3.5 KonnupoBaTh CCBUIKY

YT0O6BI CKOITMPOBATL CCBUIKY, IIEJIKHUTE II0 Heu npaBoﬁ KHOIIKOM MBIIIA W BBIIIOJTHUTE

KOMdHy KOHTEKCTHOI'O MEHIO KOHI/IPOBHTB aJipec CCBLIKH.

4.2.3.6 PegakTHpoBaTh CCHUIKY

YTo6B!I peJlakTHPOBaTh CCHIJIKY, BBIIIOJIHWATE CllefyIolre AelCTBUS:
1. YcraHoBuTe Kypcop Ha CChUIKY WIH BbIIENIUTE YaCTh CCHUIKH/CCBIIKY 1IeJIUKOM.
2. OTKpOITe OKHO peJJakTUPOBAHKs CCBUIKU OJTHUM U3 CJIe[lyIOIUX CII0COO0B:
— Broibepute nynkT koMmanaHoro MeHio BeraBka > Ccepuika (cM. Pucynok 72).
— Ha nanerm vHCTpyMeHTOB, B pasfieiie BcraBka HaxMuTe KHOIIKY = (cM. PucyHok 73).
Ha oTto6pasuBieiicst aHe M BCTABKH HAXKMUTE KHOTIKY ¢~/ CChUIKa.
— IlleukoM MpaBOM KHONKM MBIIIM OTKPOHTe KOHTEKCTHOe MeHIO U BBIIIOJIHUTE
KoMaH/ly PemakTHpoBaTh CCBLIKY.
— Haxwmure coueranue kinaBuil Ctrl+K (Windows, Linux) wim $Cmd+K (macOS).
3. B okne PemakTupoBarth cchbuIKy (cM. PucyHok 75) BHecuTe TpeOyemble U3MeHEHUs B
TEKCT U afipec CChIIKH.

4. Haxwmure kHonky OK.

4.2.3.7 YnanuTh CCBUIKY

CchUIKY MOXHO YIAJIWTh C IOMOIIBIO OKHA pelaKTUPOBAHMUSI WIA KOHTEKCTHOTO MEHIO.
Ccbuika ynansiercs 6e3 TekcTa, KOTOPBIM ee COAep>KHT.
YToOBl yIaNMUTh CCHUIKY C IIOMOIIBIO OKHA peJaKTHPOBAHUS, BBLIIOJIHUTE ClelyloIue
JIerCTBU:
1. VcraHoBuTe Kypcop Ha CCBUIKY WJIM BbIIeJIUTE YaCTh CChUIKW/CCBIIKY IeJTUKOM.
2. OTkpoKTe OKHO peJaKTUPOBAHUsI CCbUIKU OJIHUM U3 CJIeJIyIOLIMX CIIOCOOOB:
— Bribepute nyHkT koMaHaHOTrO MeHio BeraBka > Ccepuika (cM. PucyHok 72).
— Ha nmanerm uHCTpyMeHTOB, B pazfiesie BecraBka HakmuTe KHOTIKY === (cM. PucyHok 73).

Ha 0T06pasUBIIIeiiCs TTaHe M BCTaBKK HaXKMUTE KHOMKY ¢~/ CChbUIKa.
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— IlenukoM TpPaBOM KHOIMKH MBIIIA OTKPOHTE KOHTEKCTHOE MEHIO W BBIIOJIHUATE
KoMaH/ly PefakTHPOBAaTh CCBLIKY.
— Haxwmure coueranue kiaBuil Ctrl+K (Windows, Linux) wim $#Cmd+K (macOS).

3. B okne PegakTHpoBaTh CChUIKY (CM. PUCYHOK 75) HOXKMUTE KHOTIKY Y JQJIMTh CCBHLIKY.

PegakTuposate coblnky X

Tewct:

MoRQdc >

Anpec:

htt ps:ffmyofﬁce.ruﬂ s Brbpate dain...

Hepasune dainb:
Hoean npesenTauma. pptx
ﬂ Hoean tabanua.xlsx

m Hoemid gokymenT.docx

Yaanute coelnky “ OTmeHa

Pucynok 75 — OxkHo PemakTHpOBaTh CCHUIKY

YToOB! yAaIUTh CCHIIKY C IIOMOIIBI0 KOHTEKCTHOI'O MEHIO, BBIITOJIHUTE CJIefyIOlHe NeHCTBUS:
1. YcraHoBuTe Kypcop Ha CCBUIKY WIH BbIIEJIUTE YaCTh CCBUIKH/CCBIIKY LIeJIMKOM.
2. IllemykoM 1paBoO¥ KHOIKU MBIIIM OTKPOWTe KOHTEKCTHOe MEeHIO U BBHIIIOJHUTEe KOMaHly

YaanuTh CCBLIKY.

YT06B! yHaluTh OTHOBPEMEHHO HEeCKOJIbKO CCBUIOK, BBIIIOJIHUTE CleyIoIIye JeHCTBUS:
1. Beimenurte pparmMeHT TeKCTa, B KOTOPOM COZEepXaTCsl JaHHbIe CChIIKU.
2. IllemykoM mpaBoO¥ KHOIKYU MBIIIM OTKPOWTe KOHTEKCTHOe MEeHIO U BBIIOJHUTEe KOMaHy

YnaauTeh CCHLIKH.

Ecmu Tpe6yeTc;1 YAAJINTb CCBUIKY BMeCTe C TEKCTOM, KOTOprfI ee COAep’KUT, YAdJINTe ee KdK

OOBIUHBINM TeKCT (cM. pa3zen 4.2.10).
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4.2.3.8 CoueTaHus KJIaBHII JIJISI IepeMeIlleHUsI MeXTy 3JieMeHTaMH OKHa

B Ta6JII/IIIe 5 IpeacCTaBJIeHbl COYeTdHHA KJIaBHII, KOTOPbIE MOXHO HCIIOJIb30BATh IJId

6bICTpOFO IepemMenieHusd Mexay sJiIeMeHTaMH OKHdAd BCTaBKH/ pedaKTUpPOBaHHS CCBIJIKH.

Taosmua 5 — Coyeranus KJIaBHIII

Coueranue KJIaBHIII

Onucanue
Windows, Linux macOS
Ctrl+K 3 Cmd+K OTKpHITH OKHO
Tab [IepeiiTu K CilefiyroniemMy jieMeHTY OKHa
Shift+Tab [lepeiiTul k IpeabIAYIIEMY JIEMEHTY OKHA
[Ipo6en HaxaTtp kHOTIKY BBIOpaTs ¢aiin i OK
Enter Haxatp kHonky OK He3aBHCHMO OT TOT0, KaKOi JIeMeHT OKHa
BbIOpaH B JaHHBIM MOMEHT
Lut [epeittu k cneily}omeMy/npenbmymeMy ¢aitnny B cimcke
HepnaBuue ¢Qaiinnt
Home Fn+ « [lepelitu k epBoMy daiiiny B criicke HeraBHue ¢paiibl
End Fn+— [lepetiti k mocnegHemy ¢aiuty B civicke HeraBaue ¢aiiib
[TpoGen BribpaTts ¢aiin B crivicke HeraBaue gaiibi
Esc 3aKpbITh OKHO
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4.2.4 IlepexpecTHBIE CCHLIKH

HGPEKPECTHHH CCbIJIKA — 3TO CCBIJIKA HA 3JIeMeHT, KOTOprﬁ PacIiOJIO’KEeH B npyroﬁ 4aCTH

JOKYMEHTd.

B npunoxenun «MonOduc TekcT» MOXHO cO3/1aTh CCBUIKY Ha 3arojIoBOK

(cM. pasmen 4.12.6.1), MyHKT HyMepoBaHHOTO crHcka (cM. pasmen 4.3.10) wiu 3akjaajiky

(c™m. paznen 4.2.5).

B Tekymieil BepcMr TpPWIOXKeHHs HeJOCTyIHa paboTa C IepeKpecTHbIMHU CChIIKaMU

HeroJiep>KMBaeMoro Tuna (CHOCKa, KOHIIeBasi CHOCKAa, pUCYyHOK, Tabiuila, ¢opMysia), CO3IaHHbIMU

B CTOPOHHHUX peJaKTOpax.

4.2.4.1 BcTaBUTBH epeKpecTHYIO CCBUIKY

YToOBI CO3/1aTh NTepeKPeCcTHYIO CChUIKY, BBIIOHUTE CIIeAYyIOIIe 1eUCTBUS:

1.

YcraHoBure KypCOp B TO MeCTO OOKYMEHTd, Kylld HeO6XO,I[I/IMO BCTAdBHUTD II€PEKPEeCTHYIO

CCBUIKY.

OTkpoiiTe OKHO pabOThI C IePeKPeCTHbIMUA CChUIKAMU OJIHUM U3 CJIeIyIOIIUX CIIOCODOB:

— DBruibepute nyHKT koMaHgHOro MeHI0 BcraBka > IlepexkpecTtHasi ccbLIKa

(cm. PucyHok 76).

Bcragka Qopmar  Wecrpymentm  Bug O

B QHm@

oy
\_ﬁ_)

1C

1] '[

wom

By

!l

WzobpaxeHne..,

TekcToBoe none

Durypa

Tabauua...
Dopnyaa...

CI'IE'LI,H-E.ﬂbeIE' CHUMECAE...

Paspeie cTpaHuus
Paspuie pasgena
Howmepa cTpanuy,
KonoHTUTYABI

OrnaeneHne

Couinka...

MepekpecTHan ccpaka...

Ctrl+Enter

Ctrl+K

Pucynok 76 — KomangHoe menio BecraBka
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— Ha naneymm uHCTpyMeHTOB, B paszienie BecraBka HakmuTe KHOIIKY === (cM. PucyHok 77).

Ha oTobpasuBIielics HaHeJ i BCTaBKU HakMHTe KHOIKy = | IlepekpecTHasi cChLIKa.

AabbB AaBoB1 AaB6Bs ... [:jv @ v E

Jaro..ok 1 Jaro..ox 2 Jaro..oK 3 !
E Mzo6paxmeHne.., ~
IZI TekcToBDE NOne
& ourypa , |9
FEH  TaGawua >
Dopryna...

ChneunansHele CUMBOBI.., >

= Paspeie cTpanuum

*=  Paspus pasgena

Howmepa cTpanuy, >

Q KonoHTUTy AR >
Ornaenenne

(Ej Comanka,.,

::J MepekpecTHaA CoblAKE... %
I/\. Jaknagka..

AR CHocka >

D KommeHTapwd
Data

@ Epenmn

[@ MNoas

INEMEHTH YTIPEBAEH U >

Pucynok 77 — [lanenb BCTaBKU
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3. B oxue IlepexkpectHasi ccbiika (cM. PucyHok 78), B BhimajaromieM crvcke Twum
CCBLIKM BbIOEpUTe THUI 3JIeMeHTa, Ha KOTOPhIM OyAeT yka3blBaTh CChIIKA: 3aroJI0BOK,
HymepoBanubiii cnucok wi 3akiaaaka. Eciu TpebyeTcss yCTaHOBUTH CCBUIKY Ha
CHUCTeMHYIO 3aKaaKy (cM. pasmen 4.2.5.3), B HH)KHeM YacTH OKHA IOCTaBbTe (JIaskoK

IToxa3aTh cHCTEeMHBIE 3aKJIAIKH.

MepekpecTHan coblka *

Tvn cowakm:

3aronoBok W

CcuinaTecd Ha:

3aronosok 1
3aronoBok 2

3aronoeok 3

BcTaeuTe CCbINKY Ha.

TekecT 3aronoBKa W

BecraBute OTMeHWTE

Pucynoxk 78 — Okno IlepekpecTHas cchUIKa

4. B none CcbuiaTbesl Ha BbIOepUTe KOHKPETHBIN 3/1eMeHT, Ha KOTOPbIHM Oy/ieT yKa3blBaTh
cchlIKa. B maHHOM mosie aBTOMaTudecku (pOpMHUpPYyeTcsl CIIMCOK BCeX 3JIeMeHTOB TOrO
THIIa, KOTOPBIN ObUI BEIOpAH Ha Mpe/ibIyIIeM Iiare.

5. B Beimaparmoniem cnucke BCTaBUTh CCBUIKY Ha YKaXKUTe YHUCIIOBOE WM TEKCTOBOe
3HaueHue NepeKpeCTHOM CChUIKU (cM. Tabmuiy 6). CnMcok 3HaYeHUN 3aBUCUT OT THIIA
3JleMeHTa, BBIOpaHHOI'O paHee.

6. Haxmute kHONKYy BCTaBHTSE.
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Tao6smna 6 — 3HaueHHs IepeKPecTHHIX CChLIIOK

DJieMeHT 3HaueHnue

3aroJI0BOK — Texcr 3arosioBKka — TeKCT 3ar0JIOBKa.

— Homep cTpaHunbI — HOMep CTPaHUIIBI, HA KOTOPOM paclooXeH
BbIOpaHHBIHN 3aT0JIOBOK.

— Howmep 3arosioBka (KpaTKHii) — KpaTKHi HOMED 3aroJiOBKa,
SIBJISIFOIIIETOCSI ITYHKTOM MHOTOYPOBHEBOTO CriicKa. Hampumep, cchlika
Ha 3aroJIoBOK ¢ HoMepoM l.c.ii OyJeT rpefcTaBieHa Kak ii.

— Howmep 3aronoBka (IOJIHBIH) — TOJTHBIA HOMEP 3aTr0JIOBKA,
SIBJISIOLIETOCs ITyHKTOM MHOTOYPOBHEBOTO ciiMcka. Harpumep, 1.c.ii.

— Bele/Hmke — CJIOBO «BBIIIE», €CJIA 3aTOJIOBOK HAXOIUTCS BHIIIIE
MePeKPEeCTHOMN CCBHIJIKH, WIH «HUXKE», eCJIM 3aT0JIOBOK HAXOUTCS HIDKe
nepeKkpecTHOH cChiIKU. [TooykeHre 3arooBKa OnpeenseTcs
AaBTOMATUYECKH.

HymepoBaHHBII criicok — Homep cTpaHunbl — HOMep CTPaHUIIBI, HA KOTOPOM pacoyoXeH
BBIODAHHBIN IyHKT CIHCKA.

— Howmep 3nemenTa cnmcka (KpaTkHii) — KpaTKU HOMep TyHKTa
MHOTOYPOBHEBOTO crivcka. Hanpumep, Homep myskTa 1.c.ii 6ynet
MIpe/ICTaBJIeH KaK ii.

— Howmep 31emenTa criicka (IOJIHBIN) — TTOJTHBIA HOMep MYHKTa
MHOT'OYPOBHeBOTO ciiicka. Hanpumep, 1.c.ii.

— Texcr 371eMeHTa CIIHCKA — TEKCT ITYHKTa CITMCKa.

— Beie/HmKe — CJIOBO «BbIIIE», eCJI ITYHKT CITMCKAd HAaXOWUTCA BbIIIe
HEPEerCTHOﬁ CCBbUIKH, W «HUXKEe», eCJI ITYHKT CITMCKAd HaXOJUTCA
HHXe HEPEerCTHOﬁ cceinku. ITonoxxenme ITYHKTA CIIMCKa OollpeaesaeTcs
dBTOMaTHU4YeCKH.

3akiagka — Texcr 3axyagku — pparMeHT TeKCTa, Ha KOTOPOM YCTaHOBJIeHa
3akjazika. JlaHHOe 3HaueHre MOXHO BhIOPATh TOJIBKO JIIS 3aKJIaIKH,
KOTOpas yCTaHOBJIEHA Ha BBIZIEJIEHHOM TEKCTe, a He Ha TIOJIOKeHUH

Kypcopa.

— Homep cTpanunsl — HOMep CTpaHMIIbI, HA KOTOPOM pacroioeHa
3aKyIazika.

— Howmep 31emenTa cicka (KpaTKHii) — KpaTKUK HOMep ITyHKTa
MHOT'OYPOBHEBOTI'0 CIIMCKA, HA KOTOPOM yCTaHOBJIEHA 3aKJIaJIKa.
Hamnpumep, Homep nynkTa 1.c.ii 6ymeT npecrasieH Kax ii.

— Howmep 3emenTa cnucka (IOJIHBIIN) — TOJTHBIN HOMep ITyHKTa
MHOT'OYPOBHEBOTI'O CIIMCKA, HA KOTOPOM yCTaHOBJIEHA 3aKJIaJIKa.
Hanpuwmep, 1.c.ii.

—  Belre/umxe — CJIOBO «BBbIIIE», eCJIN 3dKJIdJJKd HAaXOOUTCs BbIIIIe
HepeKPECTHOﬁ CCBUIKH, WA «HHXXe), eCJIN 3dKJIdJJKd HaXOOUTCs HHXe
HepeKPECTHOﬁ ccpiikd. Ilomoxxenue 3dKJIAIKU OIIpenesaeTcsa
dBTOMaTHU4YeCKH.
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Ecmm IepekpeCTHdsd CCblJIKA YCTaHOBJIEHA HEKOPPEKTHO, BMECTO 3HA4YeHHs CCbLIJIKU

oTobOpakaeTcsi CUMBOJT #.

AmnanornuHbIM 006pa3oM BCTaBbTe B JIOKYMEHT JIpyTHe MepeKpecTHbIe CChUIKU.
OxHO paboThI CO CChUIKAMU He OJIOKHMpPYeT paboTy C IJIaBHBIM OKHOM HpuiioXeHus. UToObI

3dKPLITh IdHHOE OKHO, HAX)XMKWTEe KHOIIKY #_B ero 3aroJIoBKe.

4.2.4.2 IlepeiiTu o cChLIKE

[MenxuuTe MO cchbiiKe, yaepxkuBas Haxatou kiaBuiny Ctrl (Windows, Linux) win $Cmd

(macOS).

4.2.4.3 OOGHOBUTH IepeKpecTHbIe CCHLIIKU

O6HoBIEHHe IepeKkpeCTHbIX CCBLIIOK OCYyHIeCTBJIIeTCS dBTOMATUYECKU.

4.2.4.4 I3MeHUTD NepeKpPecTHYIO CCBLIKY

YT0oOBI U3MEHUTH CYIIECTBYIOIIYIO IIepeKpecTHYIO CChUIKY, YJaluTe ee TaK, KaK OINHCAHO

HIMXe, U ):[O6aBbTe HOBYIO IIepeKpeCTHYIO CCBLIKY TdK, KdK OIIMCAHO BBbIIIIE.

4.2.4.5 Y 1aauTh nepeKpecTHYI0 CChLIKY

YTOoOBI yIaNIUTh IIepeKPeCTHYIO CChIIKY, BBIIIOJIHUTE CIIelyIolre JeHCTBHUS:
1. BelgenuTe CChUIKY IIETYKOM MBIIIH.
2. BblnonHNWTe KOMaHAy yiajeHus OHUM U3 CIIeIyIOIIUX CIIOCODOB:
— Ha naHenmu WHCTpyMeHTOB, B pasneiie IIpaBka HaXMUTe KHOIIKY ]j (Y mamuts)

(cm. Pucynok 79).

. By X0 Bv & [@
JoBasuTe 'Ei] w ‘:__} Q

M3GpanHoe dann MpaBka

Pucynok 79 — Knonika Y ganurtsb
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- HpaBoﬁ KHONKOM MBIIIW IIEJIKHUTe II0 CCbhbUIKE U  BBIIIOJHUTE KOMaHOy
KOHTeKCTHOI'O MEHIO YI[aJII/ITL.

— Haxwmure kiiaBuiry Delete Ha kiiaBuartype.
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4.2.5 3axkiaagku

3ak/IaJIki B pellakTOpe TeKCTa aHAJIOTWUYHBI 3aK/IaJIkaM B O0ObIYHOM KHUre. OHU MMOMOTAIOT
OBICTPO BEpHYTbCS K BaXXHbIM MeCTaM B JOKyMeHTe. 3aK/IaJIKW MOXHO YCTaHaBJIMBaTb Ha
¢dparmeHTax Tekcra, TabIUIAX U UX 3JIeMeHTax (CTPOKax, CTOJOIaX, sYerKax), U300paKeHUsIX U

KOJIOHTHUTYJIaX.

B3auMHasi cOBMECTUMOCTh 3aKJIa/IOK, CO3MaHHBIX B mpwioxkeHUsx «MoiOduc Tekct» u

Word, nonnepxxuBaercst B dpaitniax popmara DOCX, XODT u ODT.

CoBmecrHast paboTa Haji JOKYMeHTOM (CM. paszien 4.15) npuocTaHaBIMBaAeTCs IIPY OTKPBITHU

OKHa BamIamm ¥ BO300HOBJIIETCS IIOCTIe ero 3dKPbITHA.

4.2.5.1 BcraBUTb 3aKIaiIKy

YT0oO6BI BCTaBUTH 3aKJIa/IKy B JOKYMEHT, BBIIIOJIHUTE Clleylollye NeHCTBUS:

1. YcranoBute Kypcop B TpebyeMoe MeCTO IOKyMeHTa WK BbljleJIuTe 00beKT, Ha KOTOPOM
HY>KHO YCTaHOBUTb 3aKJIAfIKY.

2. BbinonHATe KOMaHy BCTaBKU OJIHUM U3 CJIeyIOIIUX CIIOCOOOB:

— Bribepute nyHKT KoMaH/iHOTrO MeHI0 BeraBka > 3akiaaka (cMm. Pucynok 80).

Beraeka @opmat  WHotpymedtm  Bug O

WzobpameHue..,
TekcToBCE NOne
(7 Owrypa b
BEH TabBawua...

() Dopmyna..

CneupansHee CHMBLAL..,
'5  Paspbie cTpaHuug Ctrl+Enter
‘= Paspuie pasgena

H  Homepa ctpanuy, 3
B KoaoHTumyaw r
=: Ornasnexnune

¢ Comanka.. Ctrl+K

=1 [lepekpecTHan cChLIKA...

[[]  3Zaknagka...

Pucynok 80 — ITyHkT koMaHAHOTO MeHIO 3aKJafKa
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— Ha nanerm uHCTpyMeHTOB, B pasziene BeraBka HakmuTe KHOIIKY === (cM. PucyHok 81).

Ha oro6pasuBineiics maHe/y BCTaBKU HAXKMHUTE KHOIIKY || 3aKJiaaKa.

AabbB AaB6B! AaB6BE ... [}, @ v E

Jaro..ox 1 Jaro.ox 2 Jaro.ok 3
E MzobpaxeHne... ~
IZI TekcToBDE NoNe
{:‘_rl Durypa > Q
HH  Tatawua >
Dopmyaa...
E] CneurnantHee CHMBOAE.., >

'H Pazpeie cTpaHWLp

—

*= Paspwie pasgena

Howmepa cTpaduy, >

@ KonoHTUTY AR >
OrnaeneHne

(E) Cemanka...

=1 MNepekpecTHan cobinka..

[

AR CHocka ¥

D KonmerTapuia

L Zawnagka..

Jata
@ Bpemna

Pucynok 81 — I[1anens BcTaBku

3. B oxne 3akiagku (cM. PucyHok 82), B mosie BBO/Ia yKaXKUTe Ha3BaHUe 3akyiajiki. Ha3zBaHue

HOBOM 3aKJIQJIKK He JIOJDKHO COBITJIaTh C HAa3BAHUSIMU CyHIECTBYIOMINX 3aK/IaI0K.
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Jaknagkn =
‘ Jaknagka 1 et ‘
CopTupoBaTth:

O Mo Hazsanuo Mo nopagky

MokazaTe CUCTEMHBIE 3aknagki

3aKprITE

Pucynok 82 — Okno 3akyagku

4. HaxmuTe KHOTIKY vy kiauily Enter Ha kiaBuatype (cM. Pucynok 82). 3akiianka
nobaButcst B criucok (cMm. Pucynok 83). Ilpy HeoO6XoquMOCTH JIeWCTBUSI 10 BCTaBKe
3aKJIQJIKU  MOXHO OTMEHUTb WM  [OBTOPUTh  CTAHIOAPTHBIMU  CIOCOOAMU

(cm. pasmen 4.11.1).

3aknagen *

Ma3eaHKe 3aKknajky

CopTupoeate:

© Mo HazsaHuo Mo nopagky

3aknagka 1

MokazaTe CUCTEMHBIE Jaknagkia

3aKpbITE

Pucynok 83 — 3aksazika nobasineHa
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5. 3akpouTe OokHO 3akjamku. [[Jis 3TOro HaXXMHUTE KHOMKY 3aKPBITh WIM KHOIKY X B

3droJIOBKe OKHaA.

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

4.2.5.2 OTo0pa3uTh 3aKJIaIKU

Yr1ob6bl 0TOOPA3uTh 3aKiafku B AokyMeHTe (cM. PucyHok 84), BKiIouMTe OTOOpakeHue

HerevyaTaeMbIX CUMBOJIOB (CM. pazzen 4.3.1).

E-koHue.aToro-npeqnoxeH A yCTaHOBNeHa-3aKagK a'["'

Pucynok 84 — OTobpaxkeHue 3aKIa/IKi

4.2.5.3 Iloka3aTs cucTeMHEIe 3aKJIaaKH

[Ipu co3manum mepekpecTHOW CChUIKH (CM. pasfen 4.2.4) Ha 3aroJIOBOK WJIM HyMepOBaHHBIN
CIIMCOK B JJOKYMeHTe aBTOMaTU4YeCKH CO3/1aeTcsl CUCTeMHasl 3aKiajka. Hanpumep, eciu co3gaercs
IepeKkpecTHasi CChblIKa Ha 3arosoBok 1, To 3arosioBok 1 CTaHOBUTCS CHCTEMHOM 3aKJIaJKOM.

CucreMHble 3dKJIaIKK OTMEYdIOTCA B HNOKYMeHTe Helle4dTdeMbIMU CHMBOJIdMH, dHAJIOTUYHbIMU

OOBIYHBIM 3aKJIafIKaM — T T
YroObl yBUIETh BECh CIIMCOK CUCTEMHBIX 3aKJIa/IOK, BBIIIOJIHUTE ClleyIoIive AeHCTBUS:
1. OrtkpoiiTe OKHO 3aKJIagKH OJHUM U3 CIIeAYIOIIUX CIIOCOOOB:
— Bribepute nyHKT KoMaH/HOTO MeHI0 BeraBka > 3akianka (cMm. Pucynok 80).
— Ha manerm vHCcTpyMeHTOB, B pa3nesie BeraBka HakmuTe KHOIKY = (cM. PucyHok 81).
Ha oTob6pa3suBiieiics naHeau BCTaBKU HAXKMUTE KHOIIKY .. 3aKJIagKa.
2. B okne 3akimamku (cMm. Pucynok 85) mocraBbTe ¢uakok Iloka3zaTh cHCTeMHBbIe

3aKJIa/IKH.
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Jaknageu >

CopTvpoBaTh:

Mo Hazsanmio  © Mo nopaaky

_Ref513670639
Jaknagka 1
Jaknagka 2
_HIk15302917
_Ref83635693

_Refe5687147 o

MokazaTk CMCTEMHBIE 3aKNALKK

3aKpbITE

Pucynok 85 — OkHo 3akyiagku

CucreMHbIe 3dKJIaIKH1 OTO6pa>KaI-OTC5I B OJHOM CIIMCKe C 3dKJIdAKdaMH, YyCTdHOBJIEHHBIMHU
BPY4YHYIO. Pabora ¢ cucreMHBIMH 3dKJIaIKAMHU OCyHIIeCTBJIIEeTCA dHAJIOTUIHO pa60Te C OOBLIYHBIMU

3adKJ/IaJIKaMHU.

4.2.5.4 IlepeiiTH K 3aKjagKe

Yrobbl mepedTHM K 3aKjajike, YCTAHOBJIEHHOM B [IOKYMeHTe, BBIIIOJIHUTE OAHO W3
CJIeYIOIUX JIeNCTBUM:

— BoibepuTe nyHKT KoMaHAHOTrO MeHI0 BeraBka > 3akianka (cMm. Pucynok 80).

— Ha nanenu uHCTpyMeHTOB, B pasfiene BecraBka HaxkmuTe KHOTIKY == (cM. Pucynok 81). Ha

OTO6p€:13PIBLH€I>'ICH IaHeJIM BCTABKU HA’)KMUTE KHOIIKY .| BHKJIalIKa.

OTkpoeTcst OKHO 3aKJIaIKHU CO CITUCKOM 3akJjiafiok (cM. PucyHok 86).
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3akJ1aIki MOXKHO OTCOPTUPOBATH B CIIUCKe CIIeAYIOUIMMHU CII0CO0aMMU:

— Ilo Ha3BaHMI0O — COPTUPOBKA 3aKyIafok 1o andasuty (or A no ). laHHBINA cniocob
COPTUPOBKHU BBIOPAH 10 yMOJTYaHHUIO.

— Ilo mopsaKy — COPTHPOBKA 3aKJIaJIOK B IIOPsSIKe KX PpaclOIOXKeHUs B JIOKyMeHTe

(cBepxy BHHU3).

Bribepute B crucke HavMeHOBaHHe TpeOyemod 3akianku. Kypcop mepemecturtcss B TO

MECTO JOKYMEHTd, Hd KOTOPOM yCTdHOBJIeHad 3dKJId[JKd.

Jaknageu >

CopTHpoEaTh:

© Mo HazsaHno Mo nopagky

Jaknagka 1
Jaknagka 2

Jaknagka 3

MokasaTe cUCTEMHBIE Jaknagkia

3aKpLITE

Pucynok 86 — OkHo 3akyiagku

4.2.5.5 IlepenMeHOBaTh 3aKJIAAKY

YT1o0bI IEpeMMeHOBaTh 3aKJIAZIKY, BHITIOJIHUTE CJIeYIOIHe eUCTBUS:
1. OtkpoiiTe OKHO 3aKJIaAKU OJJHUM U3 CJIeIyIOIIHUX CII0OCOOOB:
— Bribepute nyHKT KoMaH/HOTO MeHI0 BeraBka > 3akianka (cMm. Pucynok 80).
— Ha manenmu uHCTpyMeHTOB, B pa3niesie BcraBka HakmuTe KHOTIKY == (cM. PucyHok 81).

Ha OTOﬁpHSHBI.HQﬁCH IaHeJIM BCTABKU HA’)KMUTE KHOIIKY | .| BHKJIHIIKH.
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2. B okne 3akmagku (cM. PucyHok 87) HaBeguTe Kypcop MBIIIM HA 3aKJIAJIKY, KOTOPYIO

TpebyeTcs IeperMeHOBaTh, U HAXKMUTE KHOTIKY & (PeakTHpoBaTh 3aKIaiKy).

HasBanue cucremHo# 3akmagky (cM. pasfen 4.2.5.3) JOJDKHO HAYMHATBCS C

-\ CHMMBOJIA HWDKHETO TIOYePKUBAHUA — «_».

3aknagku >
Ma3BaHKWe 3aknajki
CopTMpoBEaTh:
© Mo HazsaHno Mo nopaaky
Jaknagka 1 65'% |
Jaknagka 2
Jaknagka 3

MokasaTe CUCTEMHBIE 3aKNALKKN

3aKpbITE

Pucynok 87 — [lepemeHOBaHMe 3aK/IaJIKU

3. PenmaktupyiiTe Ha3BaHHWe 3aKjaJIKu UM HaxkmuTe kiiaBuiny Enter Ha kiaBuatype. Ilpu
HEOOXOJIUMOCTH HEeMCTBUSl 10 PeJaKTUPOBAHUIO 3aKJIaIKU MOXHO OTMEHHUTh WU
MMOBTOPUTH CTAaHAAPTHBIMU CIlIocobam# (cM. pasgmen 4.11.1).

4. 3akpoiTe OokHO 3akjamkH. [[Ji 3TOr0 HaXXMHUTe KHOIKY 3aKPBITh WIA KHOIKY X B

3dI'OJIOBKe OKHA.
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4.2.5.6 YmanuTh 3aKJIagKy

YTo6b! yOaIUTh 3aKJIaKy, BBIIIOJHATE CIIe/lytollye IeHCTBUSL:

1. OrtkpoiiTe OKHO 3aKJIagKH OJHUM U3 CJIeYIOLIUX CIIOCOOOB:
— BribepuTe myHKT KOMaHIHOTO MeHIO BeraBka > 3akiaaka (cM. Pucynok 80).
— Ha manenmu uHCTpYyMEHTOB, B pa3nerie BecraBka HakmuTe KHOTIKY === (cM. PucyHok 81).

Ha orobpasuBiiieiicsi maHey BCTaBKA HAXXMUTe KHOIIKY .| 3aKJIaKa.

2. B oksue 3akmanmku (cM. Pucynok 88) HaBeguTe Kypcop MBIIIKM Ha 3aKJIajiKy,
KOTOPYIO TpefyeTcs yaaauTh, W HaxkmuTe KHONKy [ (Ymamurh 3akiaaky). I[Ipu
HEOOXOJJMMOCTH AEeUCTBUS 10 YIAJIeHHIO 3aKIaJJKU MOXXHO OTMEHUTh WIH IOBTOPUTH

CTaHAAPTHBIMU criocobamu (cM. paspgen 4.11.1).

Jaknagku >

CopTupoeaTts:

© Mo HazeaHuo Mo nopaaky

Jaknagka 1 & ]
Jaknagka 2

Jaknagka 3

MNokazaTe CMCTEMHBIE Jdknagki

3aKpLITh

Pucynoxk 88 — V nanenue 3aknaaku

3. 3akpoiiTe OKHO 3akjaAkKu. [l 3TOro HaXXMUTE KHONKY 3aKpbITh WIM KHOIIKY X B

3dI'OJIOBKe OKHA.
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4.2.6 CrierimajibHBIE CHMBOJIBI

CHeL{I/IaJIbHLIe CUMBOJIbI — O3TO CHMBOJIbI, KOTOPbIX HET Hd KJlaBUd4TYype. HaanMep,
MaTeMdThU4YeCKHe OIlepaTOpHhl, J:[I/IHF6aTbI, 3Haku BamoT. WX MOXHO ,I[O6aBI/ITb B JOKYMEHT C

IIOMOIIBIO ITaHeJIN 6bICTpOﬁ BCTAaBKH CIIeIICMMBOJIOB MJIK OKHA CIIE].II/IaJIbeIE CHMBO.IBI.

4.2.6.1 ITanenb OBICTPO¥ BCTAaBKH CIIEIICHMBOJIOB

YTo06BI OTKPLITH IIaHEJIb 6bICTpOfI BCTdBKH CIIeIICMMBOJIOB, BBIIIOJIHUTE OOHO M3 CJIeAYIOMKUX

IeUCTBUM:

— Ha nmanenu nHCTpyMeHTOB, B pa3zeiie BcraBka HOXXMUTe KHOIKY (CnenmanbHbIe

cuMBOJIbI) (cM. Pucynok 89).

- JEEE
AaboB AaB6B1 AaB6Bsl ... ['}, v% E -

Jaro.ok Jaro.okK 2 3aro.oK 3 =

(NE}
™

§ % % — @ 3
® fi # = + - P
HepaspweHwmid npoben Ctrl+Shift+5Space
HepazpbieHpii geduc Ctrl+Shift+(-)
Kopotkoe Tupe Cerl+Mumi-)

Bonble cMMEDADE...

Pucynok 89 — Ilanesns 6bICTPOM BCTaBKU CIIEIICUMBOJIOB

— Ha nanemm HWHCTPYMEHTOB, B pa3jee BcraBka Haxmure KHOIIKY === . Ha

oTroOpa3uBIIeCS TIaHeIW HaBeJuTe KYpCOpP MBIIIM HAa CTPEJKy CIpaBa OT KHOIKU

Crnenuanbable cuMBOJIBI (cM. Pucynok 90).
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AaboBr = AabB0B AaBoB1  AabBoBsl .. . [2] [0]v =] -
OBbI4HbIF Jaro..ok 1 3aro...ok 2 Jaro..ok 3 !
- E WzobpaxeHue.., ~
E[ TekcToBoe none
(5' Durypa » Q
HH  TaGauua.. ¥
[‘} Dopmyna..,
E CneyransHble CHMECR . ¥
I © ® P % u Vv N
3 o = Pazpeie cTpaHnup
§ % % — 1 ¥
"=  Paspwis pazgena
A 2 = o+ 0+ x g
Howmepa cTpanuy,. »
. . @ KonoHTuTy R ¥
HepazpbieHwiA npoben Ctrl+5hift+5pace
. - OrnaeneHune
HepazpeiBHeA geduc Ctrl+5Shift+(-)
KopoTkoe Tupe Ctrl+=MNumi-) (_::' Ccoinka...
=1  TMepexpectian copnka...
Bonblue cMMBORGCE... .
L) Jaknagka...

Pucynoxk 90 — [IaHenb 6bICTPOM BCTaBKU CIIEIICUMBOJIOB

YToOBI BCTaBUTH CIIEIICUMBOJI, BBLITIOJTHUTE OHO U3 CJIeyIOIMINX JIeMCTBUM:

Bribepute cuMBOn M3 Habopa IpelyCTaHOBJIEHHBIX CHMBOJIOB. [lo mepe paboTel c
MIPWIOXKeHreM IIpe/lyCTaHOBJIEHHble CHMBOJIbI MEHSIOTCSI Ha CHUMBOJIBbI, /100aBJIeHHbIE
[ojib30BaTejleM B JOKyMeHT C T1oMollbio okHa CrenuanbHble CHMBOJIBI
(cM. paspen 4.2.6.2). Ilpu HaBemeHMM Kypcopa MBIINIMA HAa CHMBOJI OTOOpaXkaeTrcs

Ha3BaHMe BBIOpPAHHOTO JIs1 Hero mpudra.

[Ipn BCcTaBKe K CHMMBOJIy TIpUMeHseTCs MIPUPT TekcTa JokyMeHTa. Ho eciu
mpUPT TeKCcTa He MOAJepXXUBAeT 3TOT CHUMBOJ, TO IPUMEHSIeTCS UIPUPT,

BbI6paHHbeI I10JIb30BdTeJIEM.

Boibeputre nynkt Hepa3spwiBHbiii npobesn, HepaspwiBHbnii mepuc uiu Koporkoe

THPpeE, eClik Tp66y'ETC$[ BCTAaBUTb COOTBETCTBYIOIJ_[Hﬁ CHMBOIJI.
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4.2.6.2 OxHo «CreninajibHBIC CHMBOJIBI»

YtoObl OTKpBITh OKHO CHenmuajabHbIe CHMBOJIBI, BBIIIOJIHUTE OJIHO U3 CJIEYIOIIUX
JeMCTBUMH:
— DBoibepute mnyHKT KoMaHAHOro MeHI0 BceraBka > ChoenuanbHbIe CHMBOJIBI

(cMm. Pucynok 91).

Beraeka @opmar  Wecrpymednts Bug 06

MzobpaxeHne...

2]
TekcToeoe none

& Owrypa .
BEH Tabawua...

Dopyaa...

9] CI'IELI,HEJ'II:HI:IE CHMEBQNBL...

Pucynok 91 — Ilyukt komanaHoro MeHio CrerfuaibHbIe CHMBOJIBI

— Ha nmanenu nHCTpyMeHTOB, B pa3zeiie BcraBKka HOXXMUTe KHOIKY (CnenmanbHbIe
cumBoJIbl) (cM. Pucynok 92). Ha manenu ObICTpoOi BCTaBKHU CIIEIICUMBOJIOB BbIOepuTe

ITYHKT Bosbiie cCMMBOJIOB.

AaboB AaB6B1 AaB6Bel ... F'].., @ .., E _

Jaro..ok 1 3aro..oK 2 3aro..ok 3 L1

2 3 14
§ 2 W — m Y
= A # = + - "
HepaspmeHwiil npoben Ctrl+Shift+5pace
HepazpoeHiA geduc Ctrl+5hift=(-)
KopoTkoe Tupe Ctrl+=Mumi(-)

Bonbwe cMMBONDE. .. %

Pucynok 92 — [TynkT Bosbiie cuMB010B
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— Ha nmanenmu uHCTpyMeHTOB, B pa3zerie BcraBka HaXMHUTe KHOTIKY === (cM. PucyHok 93). Ha

0T06pa31/113111e1?1c;{ TaHeJIM HA’)KMUTE KHOIIKY CIIEI_[I/IaJIbeIE CHMBOJIBI.

AaB06B Aab6B1  AaB6Bel ... % v B [Q)y & -
3aro..ok 1 Jaro..ok 2 3aro...ok 3 — 1

WMzobpamerue.. ~

- e : [E1  Tekcroeoe nose
{_lj—-—l Durypa » Q
BH  Tabmmua.. y
C) Dopmyna...
CrneunanbHbie CHMECAB ¥

Pucynok 93 — Knonika CrienfuajibHbIe CHMBOJIBI

— Ha manenu uHCTpyMeHTOB, B pa3ziere BeraBka HaxkMuTe KHOITIKY =«= (cM. PucyHok 94). Ha

OTO6p83HBHI€fIC$I IIdHeJIM HaBeuTe KYypCOp MBI HA CTPeJIKy CIIpdBa OT KHOIIKH

CnemuanbHble cuMBOJIBI. Ha maHenmu ObICTPOM BCTaBKM CIIELCUMBOJIOB BblOepuTe

ITYHKT Bojbine ciMB0JI0B.

AaBoB:  AabbB AaB6B1  AaB6Bsl ... @v [,‘3_«\ [[—JJV El

OBbIuHbI 3aro..ok 1 3aro.ok 2 3aro..ok 3

Wzobpamerue..

]:[ TekcToBoe None

Cruam

-:_lj—-l Durypa H

HH  TaGmaua... >

C) Dopmyna...

n CneunanbHee CHMBOb... >
T © ® P % u V B
Y 3 5 = = Paspeie cTpanuubl
§ ] & — T 2
"= Paspuis pasgena
A £ = £ = x 2
Howmepa cTpanuy,. H
KonoHTuTyb >
HepaspoieHwf npoben Ctrl+5hift+5pace @ o
OrnaeneHne
HepaspbisHuiit geduc Ctrl+Shift+(-)
KopoTkoe Tupe Ctrl+=Numf-) (_:.f\' Cebinka...
=1 Mepekpectian copinka..
bonblue CHMBOADB...
[} L 3aknagka..

Pucynok 94 — Ilyukt Bosbiie cuMBoJIOB
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Oxno CnenmanbHBIe CHMBOJIBI (CM. PrcyHOK 95) comiepskuT ciiefyrorye HHCTPYMEHTHI:

CI'IELIMEJ'IbeIE CUMEONBI >'<
X0 Thames v bykeonogobHele CUMBOALI A NUMERQD SIGN
~ HKHukom: U+2116
No ™ Q)
] 1 (11 LL) 1
—_— — L] 1 T ¢
... %o < > / 0
—
] -~ - - - ] o ~ L
T
. P ~ ~ — - . " o ” KO Thames
\ . No N2 No
q N  Ne  Ne
No Ne Ne
A I —_ v

3aKpthh OKHO Nocne BCTaBkKK CMBONAE OTmeHa

Pucynok 95 — Okao CneruajbHbIe CHMBOJIBI

— Brimaparonuii criucok yis Beibopa mprgTa CrieljCMMBOIA.

— Brimaparonuii criMcok st BeIOOpa IPYMNIIBI U KaTeropuu cuMBona. Ecimu mpudt He
MIO/IJIeP>KMBaeT CUMBOJIBI TPYIIIBI KaTerOpyii WM KaTeropyu, TO OHa He 0TOOpaXkaeTcs B
CIIMICKeE.

— CumBonbl. [lo ymonuaHuio BbIeNsieTCs IepBbIM CHUMBOJ BBIOPAHHOM KaTeropuu.
KaTeropum oTnenstorcs Apyr OT pyra 4epToi.

— Ha3BaHue Bbl/leJIeHHOTO CUMBOJIA Ha QHTJIMMCKOM SI3BIKe.

— Kog BeigenienHoro cuMBosa B cucteMe KOHUKOST.

— HauepraHue BbIJleIeHHOTO CUMBOJIA.

— 1lIpudT BeIIETIEHHOTO CUMBOJIA.

— BapuaHTel Ipyrux HauepTaHUH BbIIEJICHHOI'O CUMBOJIA.
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Yto6bl BCTaBUTH CUMBOJI U3 OKHA CmHenuajbHbIe CHMBOJIBI, BBIIIOJIHUATE CJIeYIOIHe
JerCTBUS:

1. Bribepure mpudr criericuMposia. Bei6op ocyiiecTBisieTcsl aHaJIoTUYHO BBIOOPY IpUdTa
B IVIaBHOM OKHe IPWIOXKeHus (CM. pa3zen 4.3.3).

2. Broibepure kaTteropuro cMMBOJIa. BBIOOp OCYIIECTBISIETCS aHAJIOTUYHO BBIOOPY mIpudTa
CIeIICUMBOJIA.
YcraHoBuTe Kypcop B TO MeCTO JOKYMeHTa, Ky/la He0OXOJMMO BCTaBUTh CUMBOJL.

4. BcraBbTe CUMBOJI OJTHUM U3 CJIeIYIOIINX CIIOCOOOB:
— BroigenuTe ciMBOJI IBOMHBIM IIETIKOM MBIIIIH.
— BbigenuTe ciMBOJI OOHUM IETYKOM MBIIIN U HAXMUTE KHOTIKY BCTaBHTS.
— DBpigenuTe cUMBOJ OJHUM IIETYKOM MBI U HaXkMuTe KiaBuily Enter wmu

IIpo6esn Ha KIaBUATYype.

Ecmm Tpe6yeTc;[, YTOOBI OKHO 3dKPbIBAJIOCb dBTOMdTHY€CKH, I[IOCTABbTE (1))'[21)1(01( BaKprTb

OKHO IT0oCJie BCTaBKH CHMBOJIA.

YT06b! 3aKpEITh OKHO CHenuaJbHbIe CHMBOJIBI BDYUHYIO, HAXKMUTe KHONIKY OTMeHa v

KHOIIKY X B 3arOJIOBKe OKHa.
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4.2.7 Texymas maTa wia BpeMs

B m060e mecto HOKYMeEHTd, 3da MCKJIF0OUeHHEeM KOJIOHTHUTYJIOB, MOXHO BCTABUTb TEKYHIYIO

JAaTy UK BpeMs.

Bcrasnsemuie JdHHbBIe SABJISAIOTCA CTAaTUYHBIMH, TO eCThb He OOHOBJISIIOTCS I[Py M3MEeHEHHN

dakTUieckux AaTbl ¥ BpeMeHU. UTOOBI BCTaBUTh B JIOKyMEHT OOHOBIISIEMYIO JIaTy WIIN

BpeMsi, UCIIOJb3yiTe modist (cM. paszen 4.10).

YTOOBI BCTAaBUTD B JOKYMEHT TeKYyIIYyIO JdaTy, BBIIIOJIHWUTe CJIeAYIolIre IerCTBUS:

1. VYcraHoBure KYypCOp Hd TO MeCTO, Kyd HeO6XOI[I/IMO BCTdBUTDH TEKYIIYIO [aTy.

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

— Bribepute nyHkT KoMaH/iHOrO MeHIo BeraBka > Jlara (cm. PucyHnok 96).

Beragka @opmar  Wecrpymentm  Bug 06

Wzobpaxetue..,
TekcToeoe none
¢! @urypa *
BH  Tabawua...
() Dopwmyna...
CreunansHee CUMBTIL...
*= Pazpele cTpaHuLbl Ctrl+Enter
'= Pazpeie pasgena
#  Homepa ctpanuy, 3
H KoaoHTuTyab *
=: OrnaeneHue
¢ Comaka. Ctrl+K
=l [lepekpecTHan ccoka...
Jaknagka...
AE  CHocka »
[ EKommenTapwid
= [lara
() Bpemn
) Tloas

SINEMEHTH YNPABAEHMA

Pucynoxk 96 — [TynkTtel komanaHoro Mexto Jlata u Bpems
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— Ha manenmu uHCTpYMEHTOB, B pa3nerie BecraBka HakmuTe KHOTIKY °*° (cM. PucyHok 97).

o ity
Ha oro6pa3suBiiieiicst maHeu BCTaBKYA HaXKMUTe KHOTIKY [=1] laTa.

AaB0B AaB6BI AaB6Bs ... [+ [2] (O]v [=] -

3aro.ok 1 3aro.oK 2 Jaro.oK 3 — % !

Mzobpaxerne... "

[E] Tekcroeoe none

-_l—rl Durypa > Q

HH  TaBawua 3

C:}- Mopnyna...

CrneunantHbie CHMEDABI. ¥

’H Pazpbie cTpaHuup

"= Paspeis pasaena

Howmepa cTpanuy, »

@ KonoHTUTy b H]
OrnagaeHune

y
( ) Cewnka.,
=1 MepekpecTHan CobLKA..,

-]  3aknagka..

ABE CHocka >
[ Komer

-

£ fara

f;: Bpema

Pucynok 97 — I1anens BcTaBku

YTOoOBI BCTAaBUTH B IOKYMEHT TeKylllee BpeMsl, BBIIIOJHUTE Clleflytolye JeCTBUS:
1. VcraHoBuTe Kypcop Ha TO MeCTO, Ky/ila HeOOXOMMO BCTaBUThb TeKYyIllee BpeMsl.
2. BbinonHKTe KOMaHy BCTaBKU OJIHUM U3 CJIEyIOIIUX CIIOCOOOB:
— Bribepute nyHKT KOMaHHOTO MeHI0 BecraBka > Bpems (cm. Pucynok 96).
— Ha mnanenu wHcTpyMeHTOB, B pasnene BcraBka HaxmuTe KHOIKy <= . Ha

0TO6pasHBIIeiiCsa MaHeIM BCTAaBKU HAKMUTe KHOMIKY (- Bpems (cM. Pucynok 97).
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4.2.8 IIpoBepka MpaBoOIMHCAHUS

HpI/IJ'IO)KeHI/Ie ((MOP'IO(IJPIC TexkcT» MOXXeT aBTOMaTHYeCKHU IMpoBepATb TEKCThl Ha PYCCKOM U

AHTJIMKACKOM SI3bIKEe Ha HaJIn4ue Op(l)OFpa(l)I/I‘IECKI/IX ¥ I'PAMMAaTUYECKUX OIIHOOK.

4.2.8.1 IlpoBepka opporpadpuu

YroObl OTKIIIOYMTH WM BKJIIOYUTb IIPOBepky opdorpadpuy, B KOMaHAHOM MeEHIO

HNucrpyments! > IlpaBonmcanme cHuMWTe wind nocrtaBbTe ¢raxok IIpoBepka opdorpaduu

(cm. Pucynok 98).

BiitoueHne ¥ OTK/IIOUYEHME peXuMa NpoBepku opdorpaduul MpUMeHsIeTCs TOJbKO K

TeKyleMy OOKYMEHTY U He BJIMAET Had APYIrrMe OTKPLIThIe JOKYMEHTHI.

WHetpymenter Bug  OBwwi goctyn Hagcrpoiikn  Cnpaeka

OrobpamkeHne MCNPaBaeHRA W KommenTapres  * | L, | a— A+ —
Mpaeonucanwe b~ [lposepka opdorpadun
HacTpaveaemelil choeape Mpoeepka rpaMMaTHEN

Pucynok 98 — KomangHoe MeHio MHCTpyMeHTBI

[Ipunnuns! npoBepku opdorpadun:

CrnoBapsb npoBepku opdorpaduu BHIOMPAeTCsl aBTOMaTUYeCKU 110 $13bIKY TIEPBOT0 CJI0Ba
B abzarte.

KpacHoii BomHUCTOM TMHKEeN ToTYepKUBAIOTCS:

— CJIOBA, OTCYTCTBYIOIIME B BLIODAHHOM CJIOBape;

—  CJIOBa, cojiepkaiiie opdorpadpruyeckue OIMOKH.

[Ipy BHeceHWHM H3MeHEHUN B TEKCT JOKyMeHTa 3allyCKaeTCsl IOBTOpHasi IIpOBepKa

opporpadum.

4.2.8.1.1 cnpaButs opdorpaduyeckue ommoKku

Ecmu B crioBe HaiiieHa ommbka, vcripasbTe ee. J1J1s 3TOro BBIIOIHKTE ClleAyIoIye JIeMCTBUSL:

1.

[TomectrTe Kypcop MBIIIM Ha CJIOBO WIMA BBIJEJINTE CJIOBO, KOTOpOe IIOJYepKHYTO
KpPaCHOU BOJIHUCTOM JIMHUEH.

[ITesrykoM ITpaBOM KHOIIKY MBIIIU OTKPOMTe KOHTEKCTHOe MEeHIO.

B kOHTeKCTHOM MeHIO BblOeprTe NPAaBWIbHBIM BapUaHT HaMMCAHWS JAHHOTO CJIOBA

(cm. Pucynok 99).
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Awnbxa
Ib clnbra

owWbKa
wKbka

A wnbka

Jo6aewTe B cnoeape

MponycTute

[y Bcrasuts Ctrl+W
BcTaenTe Tonbko TekcT

Betaeute vz Bydepa obmena r
¢ BCTaEuTb Ccobaky...

[Z  [Oobaeute komMmeHTapwi

Pucynok 99 — IlpoBepka npaBonucanus

Ecmm OJI1 BbIAEJIEHHOI'0 CJIOBA OTCYTCTBYIOT BdPHUAHTHI IIPABWIBHOI'O HAIIMCAHUSA, B

KOHTeKCTHOM MeHIO OTO6pa>K88TCH HaAIINuCb Her IIpEIUIO?KEHHﬁ.

4.2.8.1.2 Ypanuth noguepKuBaHue CJI0B

YTo0bI M36exaTh MOoYepKUBaHMsI CJIOB, PACIIO3HAHHBIX PWIOXKeHHeM Kak opdorpabruyecku
HeBepHbIe, BHECUTEe JJaHHbIe CJI0Ba B HACTPaWBaeMbIH CJIOBaph (CM. pasnen 4.2.8.2) wiu nobaBbTe B
CIIMCOK UTHOPUPYEMBIX CJIOB.

YToOBI 100aBUTH CIIOBO B CIIMCOK UTHOPUPYEMBIX, BBITTOIHUTE CJIeyIOIIUe IeUCTBUS:

1. ITomecTuTe Kypcop MBIIIA Ha CJIOBO WJIM BBIJEJIUTE CJIOBO, KOTOpPOe IMOAYEepKHYTO

KpPaCHOM BOJIHUCTOU JIMHUEN.
2. UlenkHuTe MO HeMy IPaBOM KHOMKOM MBIIIM W BBINOJIHUTE KOMaHAY KOHTEKCTHOTO

MeHmO IIponmycTHTs.

[Tpu BbIMOSTHEHWM JTAHHOW KOMAaHbl NOJYEpKUBAHKME CJIOBA KPAaCHOM JIMHHEM Iporajaer.
Ecnu croBo BcTpedaeTcss B JIOKYMeHTe HECKOJIBKO pa3, TO HM3MeHeHHUs TPHUMEHSIOTCS ISl BCex
MMOBTOPEHUM C y4eToM pervcrpa. Takuve u3MeHeHHUs] COXPAHSIOTCS B paMKaX OJTHOM CecCUu paboThI

C IOKyMeHTOM. [Ipy OBTOpPHOM OTKpPBITHMH JJOKyMeHTa CHOBA 3allyCKaeTCsl IpoBepKa opporpadpuu.
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B ciyyae omnboyHOro nprMeHeHUs KOMaH/bl BEpHUTECH K MPe/IbIAYIIeMY COCTOSIHUIO TIpU
oMoty komaH/ibl IlpoBepuTh npaBonucanue. /[jist 3TOro BLIIOJIHUTE CIeAyIOIIKe JIeUCTBUS:

1. ITomecTuTe KypCcOp MBIIIX HA CJIOBO WJIU BbIJIEJIUTE CJIOBO I[EJTUKOM.

2. lllenkHuTe MO HeMy MpPaBOM KHONKOW MBIIIM U BBIIOJIHUTE KOMaHAy KOHTEKCTHOI'O

MeH1o IIpoBepuTh nIpaBonucaHue.

4.2.8.2 HacTtpauBaeMsblii CJI0Baphb

UYtobObl wu30exaTh IOAYEepKUBAHUS OTMAENbHBIX CJOB B TekcTe (Hampumep, HWMeH
cOoOCTBEHHBIX, abOpeBUATYp, ClelIMaIbHBIX TEPMUHOB U T.1.), MOXKHO BHECTH UX B HAaCTpauBaeMbIH
CJIOBapb.

[lepen HauasoM paboThl CO ClOBapeM yOeAuTech, YTO B MPWIOXKEHUHM BKJIFOUEHA ITpoBepKa

opdorpaduu (cm. paznen 4.2.8.1).

4.2.8.2.1 [IobaBUTH CI0BO B CJI0Baphb

B cnoBapp MOXXHO 1006aB/ISITH TOJIBKO OTAeNIbHBIe cjioBa. JlobaBieHue CjI0BOCOYeTaHWU He
JIOITyCKaeTcCsl.

IIpu pnobaBneHuM cjaoBa B CJIOBapb YYMTHIBAeTCs peructp. Eciu cinoBo muinercs Kak co
CTPOYHOHM, TaK U C 3arJIaBHOM OYKBBbI, peKoMeHAyeTcsi N0OaBUTh B CJIoBapb 0b6a BapuaHTa
HaIlMCaHMS IAaHHOTO CJIOBA.

Yrobbl 10OAaBUTH CJIOBO B HAaCTpaWBaeMBbIH CJIOBaphb NPSIMO M3 TEKCTa, LIeJIKHUTe 110 HeMy
IIPaBOM KHOIIKOM MBIIIH U BBIIIOJIHUTEe KOMaHly KOHTeKCTHOro MeHio Jl00aBHTh B CJI0Baph.

Yro6bl [006aBUTH HOBOE CJIOBO HeNOCPeJCTBEHHO 4Yepe3 CaM CJIOBApb, BBIIOJIHUTE
CJIeJIyIolre IeNCTBUS:

1. Boibepute myHKT kKoMaHAHOTO MeHI0 MHcTpymenThl > HacTpamBaemsblil Cl10Bapb

(cm. Pucynok 100).

WHetpymedtsr Bug  OBwwi goctyn  Hagetpoikw
OrobpaxeHne MCNPABNEHWA W KOMMEHTAPWEE  #

Mpaecnucadwe r

Hactpaweaemmii cnoeaps

Pucynok 100 — IIyukT komananoro mento HacrpanBaemsblii cjIoBapb
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2. B okne HacrpauBaemsbiii cioBapb (cMm. Pucynok 101) BBeauTe ciioBO, KOTOpOe

HeoOX0uMO 0OaBUTh B CJIOBaph.

i’ Hactpaweaemblidl cnosape >

‘ MoiiOdud X

MogknouynTs loToBO

Pucynok 101 — Oxno HacrpauBaemsblii cJI0Bapb

3. Haxmure KHOIIKY vy Kiasuily Enter Ha kiiaBuartype.

4. Haxwmure KHOIIKY FOTOBO, YTOOBI 3dBepIIUTb peldKTHUPOBaHHe CJIIOBAPS YU 3dKPBITh OKHO.

4.2.8.2.2 TlogkIIOYUTH CTOPOHHHE CJIOBapH

YToOB! paclIMpUTh 3amlac CJIOB, JOCTYIIHBIM B TEKCTOBOM pefaKTOpe, MOXKHO IOJKIIIOYUTh
crtopoHHUe cioBapu B ¢dopmare DIC. [lng storo B nuanoroBoM okHe HacrpauBaemblii ciioBapb
HaxxmuTe kHONIKY Ilogkmiounts (cMm. Pucynok 101). B oTkpeiBiieMcst okHe $ailyioBOoro MeHepxepa
BbIOepuTe ¢aiisl ¢ pacmupenueM ¥.dic u HaxxmuTe KHOIIKY OTKPBITS.

ITo 3aBeprieHny conepxuMoe daiia 0ToO6pasUTCs B HACTPaUBaeMOM CJIOBape.
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4.2.8.2.3 YaanuTh CJI0BO U3 CJIOBaps

Panee mobaBieHHOe CII0BO MOXKHO YAAJIIUTb U3 HACTPaBAeMOTI'0 CJIOBAPAI.

YT0O6BI YAAJIIUTh CJIOBO C IIOMOIOBbIO HWHCTPYMEHTOB OKHa HaCTpaI/IBHEMbIﬁ CJIOBAPDb,

BBITIOJTHUTE CJIeYIOITHe TIeUCTBUS:

1. Bribepute myHKT KoMaHAHOTO MeHI0O MHcTpymenTsl > HacTpamBaemslii ClI0Baphb

(cm. Pucynoxk 100).

2. B okne HacrpauBaeMmblii Cl10Bapb HaBeJliTe KYpCOP MBIIIM HA CJIOBO, KOTOpOe

HeoOXOAUMO YAAIUTh U3 CJIOBAps, U HAXKMUTE KHONIKY Y aaauTh (cM. Pucynok 102).

3. Haxwmure xHoriky I'oToBo, 4TOOBI 3aBepIINTh pelakTHPOBaHUe CJI0Bapsl ¥ 3aKPbITh OKHO.

B | Hactpaweaemeld cnoeape

MobiOdc

MogknouynTs

¥nanuTh
fil

N

loToBo

Pucynok 102 — ¥V ganenue cioBa U3 cjioBaps
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YtoObl ymanuTh CioBo 6e3 mepexofa B OKHO HACTpaWBaeMOro CJIOBaps, IIEJIKHUTE I10
JJAHHOMY CJIOBY IIpAaBOM KHOIIKOM MBIIIM HENOCPe/ICTBeHHO B TEeKCTe W BBIIIOJIHUTE KOMAaHJy

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

4.2.8.3 IIpoBepka rpaMMaTHKH

YToObl BKIIOYNTh WIA OTKIIOYUTH TPOBEPKY TIpaMMATUKH, B KOMaHJHOM MeEHIO
HNucrpymentst > IlpaBonmcanme moctaBbTe wid cHuMUTe ¢iakok IIpoBepka rpaMmaTHKU
(cm. Pucynok 103).

BxiltoueHne ¥ OTK/IIOYEHHe peXyUMa IPOBePKH T'PAaMMAaTHKH TIPUMEHSIeTCS TOJIBbKO K

TeKyIleMy OOKYMEHTY U He BJIMAET Had APYIrrue OTKPbIThIe JOKYMEHTHI.

Mrctpymenter Bug  OBwwi goctyn  Hapgetpobikw  Cnpaeka

OtobpameHre MCNPaBASHWA W KoMMeHTapres  * |, | A— A+ —
MpagcnucaHwe r Mpoeepka opdorpadui
HacTpaveasmeli cnoBaps ~  [lpoeepka rpaMMaTiEmn

Pucynok 103 — Komananoe meHio MHCTpyMeHTBI

[TpyHIMIIBI IPOBEPKU IPaMMAaTHKHU:

— $I3bIk MpOBEPKU rPaMMAaTHKU BbIOMpaeTCsl aBTOMaTH4eCKH 110 IIepBoi OykBe ab3aria.

— IIpoBepka rpamMmarukm 3amyckaercs nocjie Haxatus kiaBuiu IIpo6esn win Enter npu
YCIJIOBUY, YTO Npe/JIOXKeHNe 3aBepIlleHo.

— lIpensnoskeHue c rpaMMaTAYeCKOM OIMOKOM MOJYepKHUBAETCs CHHel BOJTHUCTOM JIMHUEH.

4.2.9 Ilouck ¥ 3aMeHa JaHHBIX

[Torick ¥ 3aMeHa [1aHHBIX BBINOJIHSETCS [0 BCEMY COIEPXXMMOMY JJOKyMeHTa, Kpome

CHOCOK (cM. pasnen 4.2.2).

Ecmm JAOKYMEHT OTKPBLIT B peXXuMe IIpOCMOTPd, TO B HEM JOCTYIIEH TOJIBKO IMOUCK JaHHbIX

(6e3 3ameHbI).

YTOoOBl OTKPBITH IaHeIb MOWCKAa U 3aMeHbl JAHHBIX B JIOKYMEHTe, BBIINOJIHUTE OJIHO W3
CIIeIYIOIIUX JeUCTBUIA:

— Buibepute nmynkT komanaHoro MeHro IIpaBka > ITouck (cm. Pucynok 104).
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Mpaeka Bcraeka @opmar  MWactpyments  Bug O

T OTmeHWTB Ctrl+Z

" MNoetopute Ctrl+Y

&  Boipesats Ctrl+X

Konwpoeats Ctrl=+C

[y Berasuth Ctrl+V
BcTaBuTe ToMBKD TEKCT
BectaewTe w3 Bydepa obumena r

A KonvposaTh dopMaTWpoBaHWe Ctrl=5Shift+C
MprMeHWTE $opMaTHRoBEaHWE Ctrl+5Shift=V
BwaenvTte Bce Ctrl+4
JEWNTHTE OT MIMEHEHMIA
CHATE 3aLMTyY

1 Mowck Ctrl+F

Pucynok 104 — ITynkt komanaHoro mento Ilouck

— Ha 6okoBoi1 maHenn HAKMUTE KHOTIKY () (ITouck u 3ameHa) (cM. Pucynok 105).

- O et
- At
AT A Tr
v £ v
Ab3ay Crunm Bcraska -
-~
W
- L + 100% b

Pucynok 105 — Kuonka Ilouck u 3ameHa
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— Haxwmure couveranme kiaBuin Cirl+F wmu Ctrl+H (Windows, Linux), wm $#Cmd+F

(macO5).

Ha nanenu Ilouck u 3amena (cM. Pucynok 106) npu Heo6X0AMMOCTH yKaXKWTe ITapaMeTphbl
IIOKCKA U 3aMeHbl JaHHBIX:
1. Pa3Bepnute IlapamMeTpbl HAX)KaTHeM Ha KHOIIKY .
2. Yxaxure O0jsacTh MONCKA JAHHLIX:
— Bech TOKyMeHT — BBIIIOJIHUTH IIOMCK BO BCEM JIOKYMEHTe, BKJII0Yasi KOJIOHTUTYJIbI
(cm. pasnen 4.12.2).
— be3 KOJOHTHUTYJIOB — BBIIOJIHUTH IIOMCK BO BCEM JOKyMeHTe, 3a HCKJII0YeHHeM

KOJIOHTUTYJIOB.

=2 [lovck » 3amMmeHa Q

JamMeHWTh JamMeHWTL Boe

MapameTpw .

:15'3.’-."-:'“: noncea:
O Bec LOKYMEHT

bes kon OHTWTY.NOB
DunbTRLL

Tonkko cnoBa LenMKom
¥UWTEIBaTE PEMVCTR NPW NOWCKE

YUWTEIBATE PETWCTD NPK 3aMEHE

Pucynoxk 106 — IlapameTtps! movcka

3. OtMmetbTe dprnakkamu Tpebyemble PHUIBTPHI:
— Toubko cnoBa IeJIMKOM — HAWTH TOJIBKO Ilejible CJIOBA, @ He TeKCT, KOTOPBIN
SIBJISIETCS. 9aCThIO IPYTOTO CJIOBA.
— YuuThIBaTh PerucTp NPH MOMCKe — BBIINOJIHUTH IOMCK C y4eTOM 3arjlaBHbIX U

CTPOYHBIX 6yKB B UICKOMOM TeKcCTe.
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— YuuThIBaTh PerucTp HpH 3aMeHe — BBIIOJIHUTb 3aMeHy C Y4YeTOM 3arjlaBHbIX U
CTPOYHBIX OYKB B HaiileHHOM TeKcTe. [Ipumep: B TekcTe JOKyMeHTa HeOOXOIUMO
3aMeHUTb CJI0BO doeoBop Ha cloBO koHmpakm. Ilpu aTtom ciioBo doeoBop Moxet
OBITH HAIMMCAHO KaK CO CTPOYHOM, TaK M C 3arjlaBHOM OYKBBI (HalprMep, B Hadaje
npenyoxenus). [locraBbTe ¢iiakok Y4UUTHIBAaTh PerucTp IPH 3aMeHe, YTOObI
CJ10BO 002060p CO CTPOYHOW OYKBBI 3aMEHUJIOCh Ha CIIOBO KOHMPAKM CO CTPOYHOM
6ykBel, a cioBo /[o2o6op c 3aryiaBHOM OYKBBI 3aMeHUJIOCh Ha cjioBo KoHmpakm c

3aryiaBHOM OYKBBI.

Perucrp y4uTeiBaeTcs TOJIBKO 11 [IEPBOI'0 CUMBOJIA B HAWIEHHOM CJIOBe.

4. Caepuute IlapamMeTpsl HOXKaTHeM Ha KHOIIKY #.

YToObI HAMTU JaHHBIE B IOKYMEHTe, BBITIOJIHUTE CIIeAYIOIe IeHCTBUS:

1. B none HaiiTn BBeguTe naHHbIe 1u1s orcka (cMm. Pucynok 107).

2. Haxmwure KHONIKY E v kiasuiy Enter Ha kiaBuatype.

= [lowck v 3ameHa Q

FaMEHNTE JaMEHNTE BCe

Pucynok 107 — JlanHble j1s orcka

CoBrmajieHUsI TIOJICBETATCSI B TEKCTe JIOKYMEHTa M OTOOpa3sTcs B BHje CITUCKA HA TaHeNH
ITouck u 3amena (cm. Pucynok 108).
[TepemerraTbCs 0 COBMAIEHUSIM B CITUCKE MOXHO CJIeIVIOITUMU CIIOCOOaMu:
— IIemukamu J1eBOM KHOIIKH MBIIIIH.
— C nomorpio kHomok v (Cienyroiee coBmanenne) u ~ (IIpeabigyniee coBmaseHue),
PacIiooXeHHBIX HaJl CIIMCKOM.
— C momoIIpio KJIaBHII KJIaBUATyphl | U 1. [lJis 3TOr0 Ciefyer rnpeiBapyuTeIbHO BbIIETUTD

JTIrI000€e COoBIaIeHue MeTYKOM MBIIIIH.
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BbI6paHH08 COBIIaIeHHe BbiejideTCsad KOHTPACTHBLIM JXXeJITbIM IIBETOM B CTPOKe CIIMCKd U B
TeKCTe [JJOKYMEHTd. Oﬁmee KOJIMYEeCTBO COBIIQIeHUH M HOpﬂlIKOBbII)'I HOMep BbI6paHHOFO

COBIIaJIeHMs TI0Ka3bIBAeT CUETUYUK COBIIAJIEHUH, paCHOJIO)KEHHbeI HaJl CITMCKOM.

= [lowmck v 3ameHa Q

Y nyxkomopbsi 1y0 3enéHbIH (0TPBIBOK
u3 mo3Msl «Pycnan u JIronmuna»)

V mykoMopb# Oy0 3e/EHLIIH; 3aMeHUThL JaMeHWTL Boe
3imarag 1enk Ha oy be ToM:

H nHEM 1 HOYBIO KOT Y4EHBIA Mapamertpel ~
Bcé XooUT no Henu Kpyrom;

Hpgr HanpaBo — MecHb 3aBOJMT, VoA Coenagenve 1 n3 6
HaneBo — cKa3Ky rOBOpHT.

Tam 4yymeca: Tam el OpOOHT, Tam uygeca: Tam newunii GpoguT,

Pycanka Ha BeTBAX CHOMT;
Tam Ha HeBeIOMBIX JOPOXKaxX
Crnenel HeBHOAHHEIX 3Bepeli; Tam Ha HeBeOMBIX AOpOXKaX
M30yIKa TaM Ha KyPBUX HOXKAX
Crour Oe3 OKOH, Oe3 niBepeii;
Tam nec U 100 BHAEHHWH TTOJIHEI; Tam nec v 40A BUAGHWA NONHLL;
TaMm o 3ape NPHUX/IBEIHYT BOMHEL
Ha Oper mec4aHblii H ITyCTOH,

W TpuauaTte BUTA3e IpeKpacHbIX
Ypenoii U3 BOL, BEIXOOAT ACHBIX,
H c HUMU JA0bKa UX MOPCKOM;

Tam uygeca: Tam newnii BpogwT,

Mabylika Tam Ha KypbUX HOXKaxX

Tam o 3ape NpUXALIHYT BOAHbI

CrpaHnua 1wz 1 - L + 100% v

Pucynoxk 108 — Haitnennble coBnafieHust

[TapameTprl mOMCKa MOXHO MeHSATb B Iipollecce paboTbl C coBHafieHUsMU. CIHCoK
COBIIaJIEHUI IIPY 3TOM OOHOBIISIETCS aBTOMAaTUYEeCKHU.
YToObl 3aMEeHUTH COBIAJIeHHs, HalJleHHble B JIOKyMEHTe, BBIIIOJHUTe Cllefyollye
JIerCTBU:
1. B crpoky 3amenuts Ha (cM. Pucynok 107) BBeuTe gaHHbIe 1Jis 3aMeHbl UJIM OCTaBbTe
110Jle IIyCTBIM, eCJIA TpebyeTcsl yAaIuTh Hal/IeHHOe COBIIaJIeHue.
2. 3ameHHTe COBIIaJIeHUs OJHUM U3 CIIeIYIOLIUX CII0COOO0B:
— Haxwure kHOnIKy 3aMeHHTH, YTOObI 3aMEeHUTD BblJleJIeHHOe COBIIaJ/leHue.
— Haxwure kHONIKy 3aMeHHTB Bce, YTOObI 3aMeHUTh OJIHOBPEMEeHHO BCe HaljleHHble
coBHajleHUs. B oxHe c coobmieHVeM «3aMeHWUTb BCe COBIIAJEHUS?» HaKMUTe

KHOIIKY 3aMeHHUTb.
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YToOBbI 3aKpHITh IMAaHeNb TOWCKAa W 3aMeHbl JaHHBIX, BBITOJHUTE OJIHO W3 CJIeIyIOIINX

IeUCTBUM:

— B BepxHeli yacTy naHenu Ha)XKMUTe KHOIIKY —2.

Ha GoxoBoit maxesu Haxmure kuorky (! (ITonck u 3aMeHa).

Haxxmure kiiaBuiry Esc Ha kiiaBuarype.

B Ta6JII/IIIe 7 IpeacCTaBJIEeHbl COYeTdHHUS KIIdaBUII, KOTOpPbIe MOXHO HWCIIOJIb30BATh MJId

6bICTpOI‘O IepemMenieHus Mexxay 3JIeMeHTaMU IIdHeJIX IIOMCKA U 3dMEeHBI.

Taosmuna 7 — CoyeraHus KJIABHIII

Coueranue KJIaBHIII

Onucanue
Windows, Linux macOS
Ctrl+F unu Ctrl+H $Cmd+F OTKpBITH TaHeNb [TOUCKA U 3aMeHBI
Enter BEITIOTHATE NOUCK 0 YKa3aHHOMY 3HA4eHHIO
Tab [IepeiiTu K CilefiyroniemMy 3j71eMeHTY [TaHelu
Shift+Tab [lepeiiTul k IpebIYIIEMY 3JIEMEHTY TTaHeIu
[TpoGen PackperTh wiu cBepayTh IlapameTpsi
[Tpoben Bri6path 061acThb moMcKa Wiy GUIbLTP
[Tpo6en Haxatb kHOTIKY
a7 [lepetiT K CrleAyrOIEMY/TIPeIBITYIIEMY COBIAIEHUIO
Home Fn+« [lepeiiTi kK TepBOMY COBIIaZIEHUIO B CITHCKe
End Fn+— [lepefiTi K IOCIETHEMY COBIIAJIEHUIO B CITHCKe
Esc 3aKpHBITh NTaHeJIb IIOMCKA ¥ 3aMeHbI
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4.2.10 Yaanenue TeKcra

4.2.10.1 YaaauTh TeKCT C IOMOIIBLI0 KOMAaHAEI

YToOb! yJIaMUTh TEKCT, BBIIIOJHUTE CJIeyIolye JeCTBUS:

1.

Brimenute TpebyemMylo 9acTb TeKCTa AJIS YAQJeHWs: OJWH WM HEeCKOJIbKO CHMBOJIOB,
4acThb CJIOBA, OJJHO WJIM HECKOJIbKO CJIOB, Ipe/iIoxKeHri win ab3anes. Eciu U3 nokymeHTa
HYXXHO yJaJIuTh BeCb TEeKCT, U 3TOT JIOKYMEHT He COJIEepPXKUT HHYero, Kpome TeKCTa,
BBIIIOJIHUTE KOMaH/y BermesuTs Bce. [l 3TOro BeIOEpHTe IMyHKT KOMAHJHOTO MEHIO
IIpaBka > Beinenuts Bee (cM. Pucynok 109) vin Haxkmute coderanue kiasuil Ctrl+A

(Windows, Linux) nmu $8Cmd+A (macOS).

Mpaeka Becraeka @opmatr  VHctpymednte Bug O
= OTMEHWTB Ctrl+Z
" MoeTopuTs Ctrl+Y¥
S Bripezate Ctrl+X
Kenwpogats Ctrl=C
[Ty BcTaBuTe Ctrl=V

BcTaBWTh ToMbKD TEKCT

BcTaemte nz Gydepa obmena r
A KonvposaTe dopMaTMpoEaHWe Ctrl+5hift+C

M PUMEHUTE QOPMATW2OBAHWE

BmaenvTte Bce Ctrl+4

Pucynok 109 — [IyHkT KoMaH[IHOTO MeHIO BeiesmTh Bce

2. Ha naHemu uHCTpyMeHTOB, B pasfieie IlpaBka Haxmure kHomky || (Ymamurh)

(cMm. Pucynok 110).

aiin [paeka Beraeka @opmat  Mootpymedts Bug  OBwmid goctyn  Hagctpobikw

+ A Q‘:: @ w é D KO Thames w

JoBasnTh IE;] W (__) ':__> Q ¥ K H AB

M6 panHoe dain Mpaeka WpudT

Pucynok 110 — Knonka Y paaurtb
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4.2.10.2 YaanuTh TEKCT C MOMOIIBI0 KJIABHII KJIAaBHATYPHI

YT0O6BI YAAJIIUTb M3 TEKCTda OOWH WJIM HEeCKOJIbKO CHUMBOJIOB, BOCHOHBSYﬁTECb OJHHUM H3

cdJIeJyromux cIrocoboB:

VYcraHoBUTe Kypcop Iocjie CUMBOJIOB, KOTOpble TpebyeTcsl yIaauTh. Y IaJuTe CUMBOJIBI
rmocyiefioBaTeIbHBIM HakatueM kimaBuimv Backspace (Windows, Linux) umu Delete
(macO5S).

VYcraHoBuTe Kypcop [0 CUMBOJIOB, KOTOpble TpeOyeTcsl yAalliTb. Y AajliTe CUMBOJIbI
nocsiefioBatebHbIM HakatveM KiaBuiid Delete (Windows, Linux) wmu coderanus

kiaBuil Fn+Delete (macOS).

YTo0bbI YAAJIIUTDh 9d4CTh CJI0BA WIN CJIOBO, BOCHOJIb3y1>'ITeCI> OIHUM U3 CJIeJyIoInux CIIOCO0OB:

YcraHoBUTE KypCOp IOC/Ie 4YacTH CJIOBa WM CJIOBA, KOTOpOe TpebyeTcsl yAauTh.
Haxmure coderanue kiaBuin Ctrl+Backspace (Windows, Linux), $sCmd+Delete v
~Option+Delete (macOS).

YcraHoBUTe KypCop /IO YaCTH CJIOBA WM CJIOBA, KOTOpoe Tpebyercs yaanuTh. Haxkmure
coueranve kiaBuin Ctrl+Delete (Windows, Linux), #Cmd+Fn+Delete wmm

~=Option+Fn+Delete (macOS).

YToOb! ynanuTh GpparMeHT TeKCTa, BHITOTHUTE CIIeyIOIIue TeUCTBUS:

1.
2.

Brienute Tpebyemblii pparmMeHT.
Haxwmure kiaBunty Delete i Backspace (Windows, Linux), Delete i Fn+Delete

(macOS).
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4.3 dopmaTHpOBaHHEe TEKCTa

4.3.1 HenmeuaTaeMEIe CHMBOJIBI

HemeuaTaemble CHMBOJIBI — 3TO YCJIOBHBIe CHUMBOJIBI (OPMATUpPOBAHUS, KOTOpPbIe
WICIIOJIb3YIOTCSL JIJISl OPTaHU3alMK COJEePXKUMOT0 JIOKyMeHTa, HO He 0ToOpakaroTcs 1pu edatu. Mx
M0JIe3HO O0TOOpaXkaTh MPU PeIaKTUPOBAaHUM JOKyMeHTa, YTOObI M306eXaTh, HalpuMep, JBOMHBIX
1po6eJioB B TEKCTe.

YToOBbI BKJIIOYWATH OTOOpakeHWe HeledaTaeMbIX CHMBOJIOB, BBHITIOJIHUTE OJHO W3
CIIeVIOIIUX NeUCTBUMA:

— Bribepure nyHKT KOMaHHOrO MeHio Bup > HerreuaTraemsbie cuMBostbI (cM. PucyHok 111).

Bug OBwwi goctyn  Hagetpoikn  Cnpaek

NuHelika Ctrl+5hift+R

Heneyaraembie CHMMBOA
Pexcrm npeseHTaLmmn
MacwTab L

MaHens MHCTRYMEHTOE r

Pucynok 111 — [IynkT komangHoro MeHio Heneyaraemble CHMBOJIBI

— Ha manemu uHCTpyMeHTOB, B pasferne A63an Haxkmure KHOTKY 9| (Hemeuaraemsbie

cuMBOoJIbI) (cM. Pucynok 112).

AN S =ZE == @
AaBboB1
& }E v = 4= :E[ w qr OEbIYHbI
AB3ay CTiam

Pucynok 112 — Paznien manenu uHCTpymMeHTOB Ad3arg

HeneuaraemMble cUMBOJIBI, KOTOpPbIe UCIOJIB3YIOTCSI B TEKCTOBOM pefaKkTope, Ipe/iCTaBjIeHbl

B Tabmnuiie 8.
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Taosiuna 8 — HermeuaTaeMbie CHMBOJIBI

IIpumep cuMBoJIa B TEKCTe 3HaueHue

Lorem.ipsum-dolor-sit-amet,-consectetur-adipiscing-elit,.se | IIpoGen
labore-et.dolore-magna-aliqua.-Ut-enim-ad-minim.veniam,-

Lorem.ipsumf Kowerr a63ara
dolor.sit.-amet,

consectetur”

Lorem - ipsum-dolor-ssit —» amet, »consectetur —» Tabynsamus

» elusmod -» temporincididunt - ut -» labore

Lorem-ipsum.’ PaspbIB cTpoKH
dolor.sit-amet,

consectetur,!

Pa3phbiB cTpaHuIibl

JlC

PaspniB pasnena

m]r

Pa3pbiB kKo10HKH

[IpuBs3ka:

— TabHIIbI, It KOTOPOM HACTPOEHO
3 oOTekaHUe TeKCTOM;

— U300pakeHus;

— durypsl

T 3akJagka

4.3.2 CTuian Tekcra

Hasnauenuwe ctussi 1mo3BosisseT OBICTPO IPUMEHSTh OJMHAKOBOe ¢opMaTUpOBaHHWe [Jis
pasHbIX (PparMeHTOB TEKCTa, Harpumep, 0GOPMIISITh 3ar0JIOBKU pa3HbIX YPOBHEHM, CCBUIKA U AP.
Hnst opopmiieHUs] TeKCTa MOXHO HCIIOJIb30BaTh KaK IIpe/lyCTaHOBJIEHHble CTHJIM, TaK U CTWIH,

CO3[JaHHbIEe BPYYHYIO.

4.3.2.1 BeiOpaTs cTHIB

ITo YMOJ/IYaHUIO TIpU CO3OdHUHN JOKYMEHTd UCIIOJIb3YeTCd CTUJIb Oo0prunbni. CTUIL TeKCTa

MOKHO MU3MEHHUTH C ITIOMOLIBIO ITaHeJIM HHCTPYMEHTOB WMJIM OKHa 6bICTpI)IX IeHUCTBUM.
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YOOI UIBMEHUTH CTHJIb C TIOMOIIBIO TTAHEeM MHCTPYMEHTOB, BHITIOJTHUTE CJIeAYFOIHe JeHACTBYS:
1. VYkaxure dparMeHT TeKCTa, JUisi KOTOPOTO TpeOyeTcsl U3BMEeHUTh CTUIb:
— UYrtobObl M3MEHWTb CTWIb Jis OJHOTO ab3alla, yCTaHOBUTe B HEro Kypcop WU
BBIJIEJIUTE €ro IeJIUKOM.
— YTOOBI UI3MEHUTH CTUJIb HECKOJIbKUX ab3arleB, BHIJIEIUTE UX IIeJTUKOM.
2. Ha maHenmu WHCTPyMeHTOB, B pa3zeiie CTHiM BbiOepuTe TpeOyeMbli CTUJIb M3 CITKCKa
0TOOpakaeMbIX CTUJIEH WJIM HAXXMUTE KHOTIKY “** U BbIOEpHUTEe CTWIb U3 BBINMAJAIOIIEro

cnucka (cM. Pucynok 113).

AaB6Be AabbB1 AaBoBr AaB6Bsl  AaB6Bsl

DEbIYHbI 3aronoeok 1 Fmronome

LT

m oo m e : ;o4

Crianm

AaBoBeITnEeE&Kx33UuHi

DEbIYHBIKA

AaB6BBI'rInEeLéKx33H

Jaronoeok 1

AaBoBeI'T/InEeE k33 1ul
3aronoeok 2

AaB6BeI'T/InEe Eé Hm33UnllitK

JATOAOBOK 3

AaB6BaI'rInEeEei i3 nlliiK ]

3aronoeok

AaB6Bel'rInEeE i3 Mullii Kk L

JEArQNOBOK 2

+ Co3patk HOBLIA CTUAR

Pucynok 113 — Crincok crumnen

YT0OBI U3MEHUTH CTUJIb C IOMOIIBIO0 OKHA OBICTPBIX IeHCTBUN:
1. VYkaxure ¢pparMeHT TeKcTa, Jyisi KOTOPOTro TpeOyeTcst UBMEHUTDb CTUIb:
— YtoOBbl M3MEHUTb CTWIb JIJI1 OJIHOrO ab3alla, yCTaHOBUTE B HEro Kypcop WIH

BBIIEJINTE ero IeJIMKOM.
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— YTOOBI U3MEHUTh CTUJIb HECKOJIbKMX ab3alleB, BbIJeJIUTe UX [IeJIMKOM.
2. OTkpoiiTe OKHO OBICTPBIX JEMUCTBUIM OJHUM U3 CJIeAYIOIIUX CIIOCOOOB:
— DBruibepute nyHkT KomanzHoro MeH0 ChnpaBka > BeicTpele pelicTBHA

(cMm. PucyHnok 114).

Cnpaeka

Cnpaeka F1
BoicTpmie gefcTEmA Ctrl+/f
O nporpamme...

Pucynok 114 — [IynkT komanHoro MeHio BeIcTphlie neicTBus

— Haxmure coueranue kiaBui Ctrl+/ (Windows, Linux) umu #Cmd+/ (macOS).
3. B okne 6picTpbIX HeucTBui (cM. PucyHok 115) BbibepuTe Tpebyemblii CTWIb OJTHUM M3

CJIeIyIOIIUX CIIOCOOOB:

+~ OOBIYHBIA
3aroyioBok 1
3arojaoBok 2
3arojioBok 3
daronoeok 4
Jaromoeok 5
HA3BAHMUE J10...
Ilodsazonobok
KonouTuTyn

CHocka

Pucynok 115 — OkHO ObICTPBIX AeHCTBUMA
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— HaynuTe BBOOWTHL Ha3BaHWe CTWJI B CTpOKe Toucka. Korma TpeOyeMblii CTWIb
0TOOpasuTCs B pe3ysibTaTax IOWCKa, IIEJIKHUTe 10 CTPOKe CTWIs JIeBOM KHOIIKON
MBI WK BBIJIEJIUTE CTPOKY CTWIS C IOMOIIbIO KJIABUII KJIaBHATypbl | U T U
HaXMuTe KiaBuinry Enter.

— IlpokpyTture crivcok KoMaH/ /10 KOHIIa. B 6yi0Ke cTuIiel 11eT4KoM MBIIIH BbIOepuTe

TpeOyeMbIy CTHIIb.

4.3.2.2 Co3pgarhb CTHIEL

[Ipunoxenve «MorOduc TekcT» mMoaJiep)KUBaeT BO3MOXXHOCTb CO3J]aHUSI CTHJISL Ha
OCHOBaHWM (pOpMaTHPOBAHUS BBIJIEJIEHHOTO TEKCTa WJIM TeKCTa, B KOTOPOM PpacCIlOJIOXeH KypCop.
HoBbl1ii cTiiib co3niaercs ¢ ipeaycraHoBiIeHHbIM uMeHeM «CTuib 1», «Ctunb 2» U T. 1.

J11st co3maHusi HOBOTO CTUJISL BBITIOJTHUTE CJIeTyIoIne NerCTBUS:

1. Ilpumenure Tpebyemoe ¢opMaTUpOBaHWe K CJIOBYy WM ¢parMeHTy TeKCTa

(cMm. Pucynok 116).
2. Brbigenure naHHOe CJI0BO/pparMeHT MM MOCTaBbTe B HETO KypPCop.
3. Ha manenu uHCTpyMeHTOB, B pa3zeiie CTHIH HAXXMUTe KHOIIKY ===.

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

v A = w = = = E T1 w J—
o - T - Aab6Be = Aab0B1 AaB0Be AaB6Bel  AaB6Bell [[ese]
ﬁv 9 w ",E - (_: _,E H w q'|' 1 DEbI UHbI 3aronoeok 1 Forananoe Forananoe 3 Farmnons —_
AB3au Crnam - - -
AaBoBerI' T[] aEeE&ed k33111
DBkl Ukl A
AaB6BsIr/InEel e Km3311
Jaronosok 1
«MoitO¢guc TekcT» — yAOOHBII pefakTop A1 pabOThl C TEKCTOBLIMH
IOKyMeHTaMH Jilo0 0il CROHCHOCTNLL .. .
AaBoBBIT/ITEeE éH{xk331nl
Jaronosok 2

AaB6BBITIaEeEeHm3sMniTiaK
3aronoBok 3

AaB6BeI't/InE el e M3 itk
Jaronos

AaBoBel'TAgEeE e 3 ulliiKulL

3aronoeok 5

+ CozgaTe HOBLIA CTWAL

Pucynok 116 — Co3nanue HOBOTO CTUJIS
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Co3nmaHHbBIN CTHUIIb 0TOOPA3UTCS B BhiNlafdaroieM crvcke (cMm. Pucynok 117).
HocTynHO co3faHue cTWied Ha OCHOBe HyMmepoBaHHbIX (1., 2., 3. ...) 3arosoBkoB. [Ipu

CO3[IdHUH TAKOI'O CTHUJIA CXeMd HyMepalun 6y,11€T BKJIIO4YeHd B CTHJIb.

AaB6Bel'tIaEeEié Hm3sullin KL

JATQNOBOK 2

AABBBBITIIEEE!

Ha3saHke goKyYMEHTS

AaB6B6I=/I0EeE e  wc3sHuH iKx/In

Moa3arcnoBok

AabBoBel'rOgEe Eau3sHunKxTaMmHu0
KonoHTHTYA

AaB6BelrAnEeEeKxIsHuHaKkIInM

AaB6B6I2/T0E eE &nc33Huli

CTine1

+ Co3gate HOBLIA CTWAB

Pucynok 117 — Ilonb30BaTenbCckuil CTUIIb

4.3.2.3 PegakTHpoBaTh CTHIb

[TapameTps! popMaTrpoBaHuUsI JIFOOOTO CTUIISI MOXKHO U3MEHUTh BPYUYHYIO.

YT106BI UBMEHUTDH CTUJIb, BBIIOJIHUTE CJIe/lyIoIlre IeHCTBUS:

1. Boipenurte ¢pparmMeHT TeKkcTa, K KOTOPOMY IIpUMeHeH TpebyeMblil CTHIIb.

2. Bnecute HeobxonvMble U3MeHeHUsI B popmatrpoBaHue (cM. Pucynok 118).

3. Ha nmanenu nHCTpyMeHTOB, B pa3zeiie CTHIN HaXXMUTe KHOIIKY «=:.

4. B BplmajarolieM CHOHCKe HaBeAWTe KypCcOp MbIIIM Ha Ha3BaHWe JTOr0 CTUJIS U

Ha)XKMUTe KHOIKY = (OOHOBHTH CTHWIb 110 BBIOpAaHHOMY ¢parMeHTy).
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HBMeHeHI/Iﬂ, BHeCeHHble B CTWUJIb, dBTOMATHUYeCKH IIPDUMEHAI0TCA KO BCeM (bpaFMEHTaM

TeKCTad, K KOTOPbIM IIpUMeHeH JIQHHBIN CTHUJIb.

£

=
I

£
I
11
il
11
=

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

O6bI4HbI# 3aronoceok 1 —

I»
£
ks
£
il
£
T
|

lil

I
£

|

AB3ay CTram -
AaBoBel'rIaEek k3 HulTiKel

3aronoBoK 5

AABEBBBIT/JIEEE]

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

Moasaronceok

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

Konortimyn

AaB6BelrInEe EEx3aMulaKxaM

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

+ Co3aath HOBLIA CTUAL

Pucynok 118 — KHonku peflakTHpOBaHUS U y/IaJleHUs! CTUJIS

4.3.2.4 YaauThs CTHWIbL

[Ipu HEoOxomuMocCTH J1I0O0W CTHIIb, CO3JJaHHBIM BPY4YHYIO, MOXHO yAQIWTh. [ljist 3TOTO
BBITIOJIHUTE CJIeyIOIIue IeUCTBUS:

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

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

3. B BbImajaroIieM ClycKe HaBe[UTe KYpCOP MBI HAa Ha3BaHHWe 3TOT0 CTWIS U HAXKMUTE

kHOINKy [ (¥ aaiuTh cTHIb) (cM. Pucynok 118).

[Tocne ypanmeHusi cTuisi KO BceM ¢parmMeHTaM TeKCTa, OpOPMIIEHHBIM B JIaHHOM CTHIIe,

npuMeHsieTcss OOBIMHBIN CTHIIb.
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4.3.3 lllpudpr

[Io ymonyaHuiO T1IpU CO3MAaHUM JOKyMeHTa B npuioxeHun «MoiOduc Tekcr»
ucnosnb3yercs mpudTt XO Thames.

Y1oOBl OBICTPO M3MEHUTH HIPUQT, BHIIIOIHUTE CIleyolue JeHCTBHUS:

1. Beigenurte TpeOyeMbidi pparMeHT TEKCTa.

2. Ha nmanenu unctpymeHToB, B pazzese HIpudt (cMm. Pucynok 119) mienkHuTe 1no moiio ¢
Ha3BaHMeM TeKyIllero mpugra.

3. HaunuTe BBOOUTH Ha3BaHWe HY>XHOIO LIpudTa. B BhINagaromiem crnucke orobpasurcs
CIIMCOK IIPUQPTOB, COOTBETCTBYIOIINX YCIOBHASIM ITOMCKA.

4. Brpibepute TpeOyeMblii MIPUPT C IIOMOLIBIO MBIIIX WIK KJIaBUII KJIAaBUATYPBHI:
— [IesnkHuTe 110 Ha3BaHUIO MIPU(PTA JIEBOM KHOIIKOM MBIIIIH.
— BblgenuTe Ha3BaHWe HIPUQTa C IOMOIIBIO KJIABHUII KJIABUATYpPbl | U T U HOXMUTE

kiaBuily Enter.

Dopmat  WHcTpymenTw Bug  OBwwiA goctyn HagcoTpoikw  Cnpaeka
r ﬁ (Y é D [xu:u Dm \'| 14 v A
D C & X0 Oriel

Mpaeka

X0 Oniel Condensed

Pucynoxk 119 — Ilouck mipudra

YTo6b!I BEIOpPaTh MIPUPT M3 ITOJIHOTO CIMCKA MPUQPTOB, BHIIIOJIHUTE CIIeyIOIIUe JeHCTBU:
1. Beigenure TpeOyeMblii pparMeHT TeKCTa.
2. Ha nanenu uHCTpyMeHTOB, B pa3zeiie IlIpudT HaxkmuTe KHONIKY ¥ CIlpaBa OT Ha3BaHUS
tekyiero mpudrta (cMm. Pucynok 120).
3. B BbImazaroIieM crivcke BbiOepuTe TpeOyeMblil MPUPT C MOMOIIbIO MBIIIN WIA KJIABUII
KJIaBUATYPBI:
— [llesnkHUTE IO Ha3BaHUIO MIPU(PTA JIEBOM KHOIIKOM MBIIIIH.
— BroienuTe HazBaHMe MIpUPTa C OMOIIBIO KJIABUINI KJIABUATYPhl | U 1T U HAXXMUTE

kiaBuily Enter.
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Dopmar  VHcTpymentes Bug  OBwwi goctyn Hagectpoikw  Cnpaeka

I ﬁ w é D [K[}Thames \"'.| 14 |w A .."':'\+

i
(_J ':-_} Q " X0 Thames L &

MpaBka

Cormarant

FT Astra Sans
PT Astra Serif
PT 5ans

PT Serif

X0 Caliburn

X0 Courser

Pucynok 120 — ITonHblii cincok mpudToB

Pexomennyercs ucrionbzoBath MpUPTHI ceMericTBa X0, 4TOObI COXpaHSTh GOpMAaTHPOBAHKE

AOKYMEHTd IIpU er'0 OTKPLITUU B IPYTUX OII€PAIIMOHHBIX CUCTeMdX.

4.3.4 Pazmep mpudra

YT0o6bI MI3MEHUTh pa3Mep MIPUQTA, BHIIOJIHUTE CIIeAyIOle 1eHCTBUS:

1. Boigenure TpeOyeMbiii pparMeHT TEKCTa.

2. Ha nanenu uHCTpyMeHTOB, B pazfiene HIpudT HaxkMuTe KHONKY v clipaBa OT pa3mepa
Teky1ero mpudra (cMm. Pucynox 121).

3. B oTKphbIBIIEMCS CIMCKe BbIOEpUTe HeOOXOUMBIN padmep mpudTa.

Ecim HeobxoiMMoro pa3Mepa HeT B CIIMCKe, 3a/IaiiTe ero Bpy4yHyto. [ljis aToro:

1. Ha manenu uHCTpyMeHTOB, B pazfese IIIpudT BoimenuTe Tekyllee 3HaUeHHe pa3Mepa
mpudra.

2. Baenurte Heobxonumoe 3HaueHue. B kadecTBe pazjenuresis i JIPOOHBIX 3HAYEHUH
vcronb3yuTe 3ansaryto. Hanpumep: 21,5.

3. Haxwmure kiaBuily Enter Ha kyiaBuarype.
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Dopmar  VHcTpymentss Bug  OBwwi goctyn Hapgetpoiikw  Cnpaeka

o‘-"{; ﬁ A é E X0 Thames w E
D & X K 4 AB 8 £ v

MpaBka WpndgT

=]

12

16

18

Pucynok 121 — Pa3mep mipudra

st yBenmudeHust pasmepa LIpUdTa Ha OJHY €[AWHHUILY BBIIOJHUTE OJHO M3 CIIeAYIOLIUX
IeUCTBUMH:
— Bribepute nmyHkT komaHnHoro MeHo Popmar > Illpudt > YBenuuuts pasmep

mpudta (cM. Pucynok 122).

Dopmat  WMHotpymedtsr Bug OBwwi aoctyn HapcTpodkw  Cnpaexa

OuncTuTe fopraTipoeaHne Ctrl+5pace [l'nes - 1w v A™ At = "
LWpudT P X TMomyswupHoii Ctrl+B
BwipaEHuEaHME P K Kypowe Ctrl+|
HacTpolikn cnucka Y MoguepkHyTei Crl=U I
MNoeopoT TekcTa r

A7 ¥YmeHbwuTe pasmep wWpudTa
WzoBpaerme Y| A Yeeawuuts pasmep wpndta
Tabauua L

T+  JaqepkHyTHIA

Pucynok 122 — KomaHnzp! yBer4eHUs U YMeHbIlIeHUs pa3mepa mpudra

— Ha manemu uwHCTpyMeHTOB, B pasfene IlIpudt Haxkmure kHomky A (YBenuuursb

pa3mep mipudTa) (cM. Pucynok 123).
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Buvg OBwwmi goctyn  Hagctpoikw  Cnpaeka
oy [ | XO Thames vl 11 v
Q X K Y AB - A

WpndgT

AT AT = v
v &’ _'_iE w
AG3ay

Pucynoxk 123 — Knonku yBenm4eHHUs: ¥ YMeHbIIIeHUs pa3Mepa mpudTa

Jlyist yMeHbIlleHHs pa3Mepa mipudTa Ha OJIHY eIMHUIYy BBIIOJIHUTE OOHO W3 CJIeYIOIIHNX

IeUCTBUM:

— Beoibepute myHkT komaHgHoro MeHio Popmar > Ilpudprt > YmeHbmmuTs pasmep

mpudra (cM. Pucynok 122).

— Ha nanenmu wHcTpymeHToB, B paszene Illpu¢grt Haxkmure kHONKy A (YMeHBIINTH

pa3mep mipudTa) (cM. Pucynok 123).

4.3.5 OdopmiieHue TeKcTa

B npunoxennn «MoiOduc TekcT» MOXHO 1o-pazHOMY O0QOPMIITH PparMeHThI TEeKCTa,

YTOOBI BbIJJ€JINTh UX HA (bOHe OCTAJIbHOI'O COAepKNMOr'o JOKyMeHTd.

B Tabmnuite 9 npepcraBieHbl BApUaHThI 0POPMIIEHHS TEKCTa C COOTBETCTBYIOIIMMH KOMaHIaMHU.

Taonuna 9 - Odpopmienue Tekcra

Knonka Ha maneau

CoueTranue KJIaBHIII

Od¢opmienne | IIyHKT KOMaHIHOrO
HHCTPYMEHTOB, ) )
rexcra MEHIo B pasaene «IlIpupr» = Windows, Linux macOS
.. | ®opmat > Ulpudrt >
IomyxupHsbIil TToMy>XHpHBIT X Ctrl+B #Cmd+B
®opwmar > llpudt >
Kypcu6 Kypcue K. Ctrl+I #Cmd+I
[ToyepkHYTHIN Popmar > IHPI:KDT g Y Ctrl+U #Cmd+U
[TopuepkHyTBIN
BCE ®opwmar > llpudt > . .
IPOITMCHBIE | Bee mpomucrtie AB Cal+Shift+A | ¥Shift+sCmd+A
BauepiyTb ®opmar > pudr > T B B
3a4epKHYTHIH '
Ioxcrpounsit SHAK Popmar > LHPHCI)T g son > Xz Ctrl+= ¥Cmd+=
[HoncTpounsblit 3HAK
Harcrpouni oy | POPMAT > Llpugr > o> X Ctrl+Shift+= | {Shift+Cmd+=

Hapctpounsrii 3Hak
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4.3.6 IIBeT Texkcra

YToObI U3MEHUTH 1IBeT HIpU(TA B TEKCTe, BHITOIHUTE CIIeyIOIue T1eUCTBUS:
1. Beigenute TekcT, Ji KOTOPOro TpeOyeTCst U3MEHHUThD 11BeT ipudTa:
— Yrobbl U3MEHUTH LBeT HIpUdTa B OJHOM CJIOBE, YCTAHOBUTE B HEro Kypcop WU
BBIJIEJIUTE ero LeJIMKOM.
— YtoOBbl M3MeHUTH MBET MpHUPTa B KAaKOM-THO0 dparMeHTe TEKCTa, BBIJIEJIUTE ero
I[eJTUKOM.
— YroObl u3MeHUTH HBeT IIpUdTa [Jis TEKCTa, PacCIOIOXKEHHOTO B OIHOM syeiike
TabJIMIIbI, BBIIETIUTE 3Ty SIUeHKY WIH BblIeJIUTe BeCh TeKCT B 3TOMU sueiike.
— UYrobbl M3MeHUTh NBeT wIpupTa i TeKCTa, PACIOIOXKEeHHOI'O0 B HECKOJbKUX
siuerKax, CTOJIONAX WM CTPOKAX, BBIJIEJIUTE 3TU 3JIeMeHThI TaOJIUIbI.
— YroObl M3MeHWTH LIBeT HIpUQTA AJis1 BCEro TeKCTa, PACIIONIOXXeHHOro B Tabiule,
BbIJIeJIUTe TAOJIUITY IIeJIUKOM.

2. YtoObl BBHIOpaTH NOCIEAHWM IIBET, KOTOPBIM INPUMEHSUICS K HIPpUPTy paHee, Ha IaHEIU

VHCTPYMeHTOB, B pazziesie IIIpu¢T HakMuTe KHOIIKY i (IBet Tekcra) (cM. Pucynok 124).

Moto Serif v 12 v AT AT = v

K K Y AR - |ﬁ_:| €~ ' =
-

LlpeTa TeMbI:

WpudT

CTaHLapTHEIE UEETE:

] ]

MocnegHue ueeTa:

Apyrre UEETa.., ﬂ

Pucynok 124 — Knonka IIBet Tekcra v maHesb BbIOOpa 1BeTa
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3. YrtoObl BbIOpaTh yIsl MIpUdTa APYroM I[BeT, HAXKMHUTE Ha CTPEeJIKYy CIIpaBa OT KHOIIKHU
'_'ﬁ“' (IlBet Tekcra).

4. Ha OoTKpBIBIIEHCS TTaHeJIM BHIOOpA I[BeTa YKaXKUTe IBET IMpPUQTa OJHUM U3 CIIEAYIOMINX
CIoco0oB:
— BblOepUTe BT B OJIHOM U3 MpeJICTaBJIeHHbIX HA0OPOB 1IBETOB,
— YKaXHUTe KOJ I[BeTa BPy4HYIO,

—  CKOIMPYHTE IBET C TIOMOIIbIO MUIETKH.

4.3.6.1 BeiOpaTh 11BeT B nIpe/icTaB/JIeHHbIX HA00opax IBeTOB

Ha nanenu Beibopa 18eta (cM. PrucyHok 124) nipesicraBiieHsl ciiefytolirie Habophbl I[BETOB:

— IIBeTa TeMbI — COJIEPXKUT I[BETOBYIO MAJIUTPY TeMbI TEKYIIETro TOKyMeHTa.

— CrangapTHble IIBeTa — COIEPXUT I[BeTa, KOTOpble II0JIb30BaTeIM dYallle BCEero
BBIOMPAIOT TpU POPMATUPOBAHUH JOKYyMeEHTa.

— ITociemnme mBeTa — COIEPXKUT JI0 JIECATH MOCJIEIHUX I[BETOB, KOTOPHIE BbI BHIOMPAIIU
npu $opMaTUpoBaHUU HOKyMeHTa paHee. Habop Ilocnemnme mBera oTOOpakaerc,

eCJIN BBI BbI6I/IpaJ'II/I XOTS OBl OJHH IIBeT.

[Ipy HaBenmeHWM Kypcopa MBIIIKM Ha JIF0OOM IBeT oToOpakaeTcsi 3HaYeHWe 3TOro IBeTa B
nBeroBoii Mosienin RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOpA 11BeTa IIeJIKHUTe M0 HeMy JIeBOM KHOIKOW MBIIIIH.

[IBeT nob6aBuTcs B Habop Ilociaenqnue nBera u orMeTruTcs diakkoMm. [1aHenb BbIOOpa 11BeTa

3akpoetcs. [lIpudT Texcra okpacuTcsi B BHIOPAaHHBIH I1BET.

4.3.6.2 Yka3aTh Ko IBeTa BPYYHYI0

Ecnmn B mepeuncieHHbIX Habopax I[BeTOB HeT IOAXO/SIIEro IIBeTa, YKaKUTe ero Koj
BpPYUHYIO:
1. Haxwmurte xkHoniKy JIpyrue nBera (cMm. PucyHok 124).
2. B otkpoiBiieMcst okHe Beioop nBera (cM. Pucynok 125) ykakuTte TpeOyeMmblii I[BET B
Bujie HEX-koma wimm B popmare RGB.

3. Haxmure xkHonky OK.
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Brifop ueeta >
Hex-kog MpegnpocuoTp
e |
KpacHmi 3eneHbl i CHHWIA

o Cllo Z.|o

R

Pucynok 125 — Okno Beroop nBera

LIBet, ykazaHHbIM Bpy4HyO, nobaButrcss B Habop ITociemuue nBera (cM. PucyHok 124) u
orMetuTcsl ¢uakkoM. Ilanens BeiOopa 1Beta 3akpoercs. HIpudt Tekcra okpacuTcsi B BbIOpaHHBIN

oBeT.

4.3.6.3 CxonupoBaTh IBET C MIOMOMIBI0 MHUNETKU

ITunerka IpeaHa3Ha4eHa /I OAHOBPEeMEHHOT'O KOIIMPOBAHHS IIB€Td C TeKCTad WU O6'I)€KTa,
pacIiooXkeHHOTo B paboyeid 06J1acTH TJIaBHOTO OKHA (CM. pa3zen 3.4), ¥ MpUMeHeHHsl 3TOTo IIBeTa

K H_IpI/ICl)Ty BBIJI€JIEHHOI'O TeKCTAd.

[TuneTka HeaKTUBHA B peXXMMe PeJJaKTUPOBAHHUS KOJIOHTUTYJIOB (CM. pasfen 4.12.2).

YTo06BI CKOITMPOBATL IIBET C [IOMOLIbIO IMHUIIETKH, BBITIOJIHUTE CJIeYIoIIre JIeVICTBUSL:

1. HaxmuTe KHOUKY & (ITunetka) (cMm. Pucynok 124). [Tanens BeiOOpa 1[BeTa 3aKpoeTcs,
¥ KypCoOp IIpUMeT BUJI «IIpHIiesia» Jjis BbIOOpa 1BeTa.

2. HaBemuTe kypcop Ha I[BeT, B KOTOpBIM TpeOyeTcss OKPAaCHTh BbIJIeJIeHHBbIA TekcT. [liis
Oosiee TOYHOTO BBHIOOPA IIBETAa OPUEHTUPYUTECHh HAa 00JIaCTh, PACIIOIOKEHHYIO CIIpaBa OT
Kypcopa. B Hell oToOpakaeTcs IBET MUKCeJIsl, HA KOTOPBIM B IAHHBIM MOMEHT HaBefleH
KYpCOop.

3. llenkHuTe 10 IBETY JIeBOW KHOIIKOM MBIIIIH.
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[pudT BHIAEIEHHOTO TEKCTa OKPACUTCSI B YKa3aHHBIM 1IBET, U KypCOp IMPUMeT OOBIYHBIN
BUJ. YKa3aHHbIM IBeT mobaButTcs B Habop Ilocmemnme mBera (cMm. PucyHok 124) u oTmerutcs
¢daxkoM Ha IaHesy BbIOOpa IBeTa.

Eciu Tpebyercss oTkiOuMTh nuIeTKy 6e3 BbiOOpa I[BeTa, HakmuTe kiaBuiny Esc Ha

KJIaBHaType.

4.3.7 IIBeT BBIIEJICHHS TEKCTa

[Ipu pabore Haj [OKyMEHTOM OTJelbHble ¢GparMeHTbl TeKCTa MOXHO BbIIENSATh
Pa3IMYHBIMU I[BeTaMu (II0 THITy Mapkepa), YToObI CAejlaTh UX 3aMeTHee Ha (OHe OCTaJIbLHOTO
COJIEP>KMMOT0 JIOKyMeHTa.

YTOOB!I BBIIEIUTH TEKCT I[BETOM, BBIIIOJIHUTE CJIeIyIOle 1efCTBUS:

1. Beimenure TpebyeMblii GparMeHT TEKCTa.

2. Utobnl BbIOpaTh MOCTEIHUN I[BET, KOTOPBIA MCIIOIb30BaCS JJIsl BBIIEIEeHHs TeKCTa
paHee, Ha IaHeJld UHCTPyMeHTOB, B paszeiie IIpudT HaxmMuTe KHONKY & (IBet
BbIJIeJIeHus TekcTa) (cM. PucyHok 126).

3. Yrobbl BbIOpaTh AJi BbIJEJIEHUS] TeKCTa JIPYrOM ILBeT, Ha IlaHelu WHCTPYMEHTOB, B
paznene IIpudT HaXxMUTe Ha CTpeNKy CIIpaBa OT KHOIKU & (IIBet BBHIIENIEHHUS

TeKCTa).

OBwwiA goctyn Hapctpolkw  Cnpaeka

T

[
il
o

L4

D ¥0 Thames v |14 v AT AT =

- —

X K 4 AB - ivm%* =

WpudT
N
aEN Tens

MocnegHue LBeTa:

Bes ueeta

Pucynok 126 — Knornka IlBeT BbigesieHus1 TeKCTa
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4. BribepuTe HEOOXOMUMBIHN I[BET B IIPeJICTaBJIeHHON NanuTpe wid B Habope Ilociemume

nBeTa. HaHHbII;'I Ha6op IIBETOB OTO6pEl)K8€TC$I, eC/ii paHee [OJid BbleJIEHWdA TeKCTa

KCIIO/IL30BAJICS XOTS OBl OOWH IBeT U3 IaJINTPhI. Bcero B Ha6ope HOCJIEHHI/IE nBeTa

MOXXeT OTO6pa>KaTbC$[ OT OHOI'O 10 BOCBMHU IIOC/IIeJHUX HMCIIOJIb30BAHHBIX IIBETOB.

Bri6paHHBIH 11BET OTMETUTCS HIIa’KKOM, U TEKCT BBIZEIIUTCS 3TUM IIBETOM.

YTOoOBI OTMEHUTD BBIJIeJIeHHe TeKCTa I[BETOM, BBITIOJIHUATE CIIeyIoIIye eHCTBUS:

1. Brimenure TpeOyeMbliii GparMeHT TeKCTa.

2. Ha mnaHemu WHCTPYMEHTOB,

B pasfene IlIpudT HaxMuTe HaA CTpeNKy ClipaBa

ot kuonkn & (IIBet BBImesreHus Texkcra) (cM. Pucynok 126).

3. B oTKpbIBIIEMCS OKHe Ha)kmuTe KHOIIKY be3 nBera.

4.3.8 BrlpaBHHBaHHe U HHTePBaJIbl

HacrpauBaemble BblpaBHMBAHWe, WHTepBajbl U OTCTYIIBI UCIOJBL3YIOTCS ISl KOPPEKTHOM

OpraHHU3dllMk TEeKCT4d. Bnaronap;{ 9TUM IIdpaMeTpdM MOKHO BU3YAJIbHO pa3feysiTb TEKCT B

COOTBETCTBHH C LeJIIMH I10JIb30BaTeJId.

YtobBl H3MEHHTH IIapaMeTpbl HA4 OJTdlle CO3OdHHs cbal?ma, BLITIOJIHHUTE HeO6XO,I[I/IMI)Ie

KOMaH[bl. ECiu u3MeHeHMsI BHOCSTCSL B yKe CYIIeCTBYIOIIMW JOKYMEHT, BbIJeJIUTe (pparMeHT,

IapaMeTpbl KOTOPOT'O HQO6XO)II/IMO HN3MEHHWTD, IIpeX/e 9YeM BBITIOJIHATbL KOMaH/Ibl.

4.3.8.1 BeipaBHUBaHHe 10 TOPH30HTAIH

YTtoObbI BBIPOBHATD TEKCT IIO0 TOPHU30HTAJIN, BBITIOJIHUTE Clieayroine JIeVCTBUSI:

1. Beimenurte pparmMeHT TeKCTa, Jyisi KOTOPOTO TpeOyeTCss HACTPOUTH BbIpaBHUBAHUE.

2. BroinosiHWATe OAHY M3 KOMaH/, NpeAcTaBieHHbIX B Tabmuie 10.

Tabmuna 10 - BeipaBHIBaHUe 110 TOPU30HTAIN

Kuxonka Ha manenu

CoueTraHue KJIaBHIII

ITonoxenue ITyHkT KOMaHTHOrO
HHCTPYMEHTOB,
Texcra MEHI0 B pasnene «A6zany | Windows, Linux macOS

®dopwmar >

[To neBomy Kparo BripaBHUBaHue > = Ctrl+L #8Cmd+L
ITo teBoMy Kpato
®opmar >

ITo nentpy BripaBHUBaHuE > = Ctrl+E #8Cmd+E
[o nentpy
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Knonka Ha maHesu CoueTaHue KjIaBuIIl
ITonoxkenue IIyHKT KOMaHIHOrO
TEKCTa MEHI0 HHCTPYMERTOB, : :
B pasgene «Ag3amy Windows, Linux macOS
®Popmar >
ITo mpaBoMy kpato | BripaBHUBaHUE > = Ctrl+R #Cmd+R
[Io npaBomMy kparo
®Popmar >
[To mmpune BripaBHuBaHuE > = Ctrl+J $8Cmd+J
o mmpune

BrlpaBHMBaHHMe 110 TOPU3OHTAIM IIPOUCXOAUT B paMKaxX OTCTYIOB, 3aJlaHHBIX [JIs
penakTupyemoro ab3ara (cM. pasnen 4.3.8.5).

Ecnmu Tekct B sidelike pa3BepHyT (cM. pasgen 4.3.9), TO BblpaBHMBAaHHE IO TOPU30HTAJIU
OCYIIECTBJISIETCSI B COOTBETCTBUU C €r0 paclojioXKeHHWeM B IIPOCTPAHCTBe: TeKCT IlepeMelaeTcs

OTHOCHUTEJIbHO BepXHel U HU)KHEeW TPAaHULIbl TUYEUKU.

4.3.8.2 BrlpaBHHBaHuHe 10 BepTHKAJIHN

BbipaBHMBaHUe 110 BepTUKAIU IPUMEHSIeTCS] TOJIbKO IJis COlepXKUMOoro Tabnuiibl. KHomku
BBIDAaBHUBAHUS OTOOpaXkalOTCSl Ha IMaHeJd HUHCTpyMeHTOB (cMm. Pucynok 127), ecin xypcop
YCTaHOBJIEH B Ta0JIMIle WU BblfieJieH 3jIeMeHT TaO/IUIIbl/TabJnIia [eJIMKOM.

YTOoOBI BLIDOBHSATH TEKCT B TabJIvIle 110 BEPTUKAJIH, BHITIOJIHUTE CJIeIyIolye JeHCTBUS:

1. Beimenure ajeMeHT, [ KOTOPOTo HE0OXOIMMO HAaCTPOUThH BhIpaBHUBAHUE:!

— YToObI BEIDOBHATH COIEPXKUMOe OHOM STYeKH, BbIJIeJIUTe ee UK YCTAaHOBUTE B Hee
KypCop.

— YTOOBI BLIPOBHSTH COJIEPKUMOE HeCKOJIbKUX siueek, CTOJIOIOB WK CTPOK, BbIJIEIUTe
JTaHHbIE 3JIeMEHThI TaOJTUITHL.

— YToObI BEIPOBHSTH COJIEP>KUMOE BCEeM TaO/UIIbI, BBIIEINUTE TabIUITY IEeJTUKOM.

2. Ha maHenm MHCTPYMeHTOB, B pasjiesie AG3al HaKMUTe KHOIKY | .

3. Bribepute criocob BbIpaBHUBAHUS YKa3aHHOTO 3JIeMeHTa:

" (BLIDOBHSITH II0 BepXHeMy KpPal0) — BLIPOBHSTh COZIEPXKHMOe MO BepXHEeMy Kpalo
STYeUKU;
1 .
~ (BbIpOBHATH IO cepeuHe) — BLIPOBHSTH COJIEPXKUMOE TI0 IeHTPY STYerKH;
- (BrIpoBHATH M0 HH:KHEeMY Kpalo) — BLIPOBHSThH COIEpPXKUMOe 110 HIDKHEMY Kpaio

STUYCUKU.
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Pucynoxk 127 — UHCTpyMeHTbI BEIpABHUBAHUS 110 BEPTHUKAIN

Ecimu Texcr B sueiike pasBepHyT (cM. pasgen 4.3.9), TO BbIpaBHHBAHHE II0 BEPTHKAJIH
OCYIIECTBJISIETCS. B COOTBETCTBHMHU C €ro PacCIOJIOKeHWeM B IMPOCTPAaHCTBe: TeKCT IepeMellaeTcs

OTHOCUTEJILHO JIEBOM U NPaBOM I'PAHUIIBI SYEHKU.

4.3.8.3 MexcTpo4HbIii HHTEepBaJ

MeXCTpouyHBIM MHTEpBajl — 3TO pacCTOsIHKMe MeXXIy CTpokaMu ab3ama. [To ymomdanuio miis
BCEro TeKCTa YCTaHOBJIeH UHTepBal 1.

[Tpu HEOOXOANMOCTH MEXCTPOYHBINM UHTEepPBaJl MOXXHO U3MEHUTDb KakK JIJIsl BCETO TeKCTa, TaK
W Il OTHeNbHBIX ab3aileB. 3HayeHHe MEXCTPOYHOTO UHTepBajia MOXHO BbIOpaTh U3
IIpe/lyCTaHOBJIEHHbIX 3HAUeHUH WM yKa3aTb COOCTBEHHOe.

[Ipu BBIOOpE IIpelyCTAaHOBJIEHHOI'O 3HAYeHHs MeXIOYCTPOYHBbIM WHTepBal paBeH
MpoM3Be/ieHrI0 pa3Mmepa mipudTa Ha yKazaHHOe 3HadeHWe. Hampumep, eciii [jisi BBIIEIEHHOTO
abzana BeIOpaH mpUPT 12 0T M ABOMHONW MeXIyCTPOYHBIM WHTEpBal, TO PACCTOSIHUE MeXIy
cTpokamu ab3aria 6ymer paBHo 24 it (12 ot x 2).

YT0o6B! HA3HAYUTH IIPe/lyCTAaHOBJIEHHBIN UHTepBaJl, BBHIIOJIHUTE CIIeAAyIole 1efCTBUS:

1. Boigenure TpeOyeMbiii pparMeHT TEKCTa.

2. Ha maHenm WHCTpyMeHTOB, B paszaeie A03al HaXXMUTe KHOMNKY, Ha KOTOPOH

oTobpaskaeTcs TeKyllee 3HadeHMe uHTepBania. Hampumep: 11 (cM. Pucynox 128).

3. B oTkpbiBIIeMcs ciiucKe BbibepuTe He0b6X0IMMOe NpelyCTaHOBIIEHHOe 3HaYeHHe.

T m—v% AaRABRr  AaRf]
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= W =

I

il

o
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OpwvHapHbIi

AG3aly

s 105
s 15
T2 JeoiiHoi

I MpouzeoneHwi uHTEpEAN...

Pucynok 128 — Beibop MexxCTpo4HOIr0 UHTepBaja
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YToOBbI HA3HAYUTH ITPOM3BOJILHBIA WHTEPBAJI, BHIIOJHUTE CIeIyIoIre NeHCTBHUS:

1.
2.

Brienute Tpebyemblii pparmMeHT TeKCTa.

Ha manenmu wWHCTpyMeHTOB, B pasfene A03am HaXXMHUTe KHOMKY, HAa KOTOpPOH
oTOOpakaeTcs TeKyllee 3HaUYeHye HHTepBana. Hampumep: | (cm. PucyHok 128).

B otkpsiBItieMcs ciivcke BbibepuTe MyHKT IIpou3BoJIbHBIN HHTEPBAJI.

B oxue IlpousBonbHbIH uHTEpBaa (cM. PucyHok 129), B BbIafamoIeM CucKe ciieBa

YKaxxute crocob pacyeTa uHTepBdJia:

MHoxuTenb — MeXIyCTPOYHBIM WHTepBaj, KOTOpPBIM yBeIMYMBAeTCS WIN
yMeHbIIIaeTCsi B COOTBETCTBHMU C YKa3aHHbIM MHOXuTtejaeMmM. Muoxurens 1,00
COOTBETCTBYeT OJWHAPHOMY HWHTepBally. MHoxuTenb 6Oosblile  eIJMHUIBI
yBelIMuMBaeT WHTepBal. Hampumep, mMHOXuTenb 1,2 yBenvyuBaeT WHTepBaj Ha
20%. MHoXuTesb MeHbllle eIMHUIIBI YMeHblllaeT UHTepBajl. Hanpumep, MHOXUTeTTb
0,7 ymenbiaet uaTepBail Ha 30%.

ToyHo -~ QUKCUPOBAHHBI MHTEPBAJl, pPaBHBIA 3HAYEHHIO, YKa3aHHOMY
B TIIOoJie CIlpaBa. 3HAaueHHWe YyKa3blBaeTcsi B MyHKkTax (nT). B oriomume ot
IIPOM3BOJIBHOTO  WHTepBajla,  (UKCUPOBAaHHBIM  WHTEpBal He  MeEHSeTcs
IIPU YMeHbIIIeHUH/yBeJIMYeHUH pUdTa.

MuHuMyM -~ MUHUMQIBHO JONYCTMMBIA WHTEpBaJl, paBHBIA 3HAYEHUIO,
yKa3aHHOMY B II0jle CIipaBa. JHauyeHWe YyKa3blBaeTcsli B MYyHKTax (1IT).
[Ipu yBenuueHny pasmepa mpudra WM A00aBIeHWH B CTPOKY CHMBOJIOB,
BBICOTA KOTOPBIX OTJIMYAeTCS OT OCHOBHOrO HIpU@Ta (Harpumep, HaJICTPOYHBIX U
MO/ICTPOYHBIX 3HAKOB), 3HAYeHUWe HHTepBaJla MeXJy CTPOKaMH paCcCYUTBHIBAETCS

dBTOMATHUYeCKH.

MpowzecnbHEBIR MHTEREAR *

MHoxKTENE ¥ 1,15 v

Pucynok 129 — Okno IIpou3BoibHBIN HHTEPBAJ
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5. B mose crpaBa ykakuTe 4MCIIOBOe 3HAYEHMeE JIJIsl BBIOpAaHHOTO CIiocoba pacyera.

6. Haxmure xkHonky OK.

4.3.8.4 MexcuMBOJILHBINA HHTEPBaJI

MeXCUMBO/IBHBIM HHTepBaJl. — 3TO PpacCTOsSiHMe MeXJy CHUMBOJIaMHU B TeKcCTe.
MeXCHMBOJIBHBI HMHTepBajl MOXeT OBbITh VIUIOTHEHHbM, OOBIYHBIM M paspexxeHHbIM. Ilo
YMOJIYaHHUIO JIJIS1 BCEro TeKCTa BbIOpaH OOBIYHBIA MEXCUMBOJIbHBIA HHTEPBaJl.

Tun MeXCHMBOJIBHOTO HMHTepBaja MOXXHO BbIOpAaTh C IIOMOIIBI0 KOMaHJHOI'O MEHIO WIN
IIaHeJIu UHCTPYMeHTOB.

YT0oOBI UBMEHUTH MEXXCUMBOJIbHBIN MUHTEPBaJl C IIOMOIIIbI0 KOMAaHJHOT'O MEHIO, BBIIIOJIHUTE
CJIeIyIolve IeNCTBUS:

1. Boimenure ¢parMeHT TekcTa, B KOTOPOM TpeOyeTcs HacCTPOUTb MeXCUMBOJIbHBIM

VHTepBaJl.
2. Brpibepure nyHKT komaHfgHoro MeHio Popmar > Illpudpt > MeKCHUMBOIBLHBIN
uHTepBal (cM. Pucynok 130).

3. B oTkpbiBIIeMCs TOJIMEHIO BbIOepuTe TpeOyeMblii THUIT MHTepBaJa.

Dopwat  Mectpymedter Bua OBwwnid goctyn HagctpoWkw  Cnpaeka

OuncTHTE dopMaTURoBaHHE Ctrl+5pace

mes w 14 || AT ﬁ\+ EE A4 = = = E
LWpwdT FOX NomekwpHeia Ctrl+B = 5= :E[ iy q]
BripaeHneaHne FOK Kypcue Ctrl+
HacTpolky cnucka Y MoguepkHyTwii Ctrl+U
MosopoT TekcTa »

A7 YmeHblWIWTE pazmep wpudta
Wsobpaerne YAt Yeemuuts pasmep wpnudTa
TaGnnua L4

T 3avepkHyTwIA

%*  HagcTpoursil sHak Ctrl+5Shift+=

¥z MogcTpoddeli 3Hak Ctrl+=

AB  BcenponucHwme Ctrl+Shift+A

M edCMMBOABHE A WHTEpEAN P AR YhnoTHEHHDIH

AR OBbiuHbIA

AR PaspemeHHbIN

Pucynok 130 — [IyHKT koMaHHOTO MeHI0 MekCHMBOJILHBII HHTepBaJl
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Yrobbl M3MEHUTh MEXCHMBOJIBHBIA WHTEpBAal C IMOMOINBIO TAHEeJId WHCTPYMEHTOB,
BBITIOJTHUTE CJIeAYIOIIe IeHCTBUS:
1. Bwimenutre ¢parmMeHT TeKCTa, B KOTOPOM TpeOyeTcss HACTPOUTh MeXCHUMBOJIbHBIMA
WHTepBaJl.
2. Ha nanenu uHcTpyMeHTOB, B pa3zeiie IIpudT HaxkMuTe KHOMKY === (cM. Pucynok 131).

3. Bribepure TpebOyeMbli THIT HHTEpBaa:
AB

LY — YIUIOTHEeHHBIH,
AB_ OOLIYHBIHN,
A B

+ 5 — pa3peXeHHBLI.

Bug O6wwi goctyn  Hagctpoikw  Cnpaeka

i [l | %O Thames v 14 v AT AT =
& X K Y AB = LA v &v' i=w
T X X' | 582 88 2B ——

Pucynok 131 — Beibop MexxCUMBOJIBHOTO UHTepBasia

4.3.8.5 lnTepBajbl U OTCTYIHI /I a03a1eB

J11s1 i3MeHeHUs HACTPOEeK OJTHOTO ab3alla yCTaHOBUTe Kypcop B JitoOoe MecTo 3Toro ab3ara
WIA BBIJIEIUTE ero IeJukoM. Jljis u3MeHeHHsT HACTPOeK HEeCKOJbKUX ab3alleB BBIIENUTE WX

OeJIMKOM.

YT0oOBl HACTPOMTH MHTEpPBajbl U OTCTYIBI BbIOPAaHHBIX ab3alleB, BBIIOJIHWTE ClelyloIiye

JerCTBUS:

1. Ha maHenu UHCTPYMEHTOB, B pa3fiesie A@3al HaXKMUTe KHOIKY = (Hactpoiiku ab3amna)
(cm. Pucynok 132).

2. B oTKpbIBIIEMCSI OKHE YKakuTe HeoOXOJIMMble YMCJIOBble 3HAUeHWS ISl CIIeTyIOIUX
MapaMeTpOB:
— IlepBasi cTpoka — pacCTOsIHHE OT JIeBOTO TOJIs IOKYMeHTa [0 TIepBOM CTPOKY B ab3arle;
— OrTcTyn ciieBa — pacCTosiHYE OT JIeBOTO MOJIsl AOKYMeHTa J10 ab3aria;
— OrTcTyn cnpaBa — pacCTOsiHUe OT IIPaBOT0 TOJIsk JOKyMeHTa /10 ab3a1ia;
— HHuTepBas 10 — UHTEpPBAJ MEX/Ty TEKYIIIUM U TIPeJIbIAYIIMM ab3alieM;

— HHTepBaJ nocjie — MHTePBaJl MeX]y TEKYIIUM U NIOCJIeYIOIIUM ab3arem.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2025 138



MonOdonc

[Tonst B MOKyMeHTe HACTPaMBAIOTCS C TOMOIIBIO JMHeeK (cM. pasmen 4.13.1) wim okHa

ITapameTpsI cTpanunb! (cM. pasnen 4.12.1).

=y == = = o~
AaboBr = Aabol]
R “ S= :E[ " C|'|' ! OEbIYHbI 3aro...oK 1
AB3au L‘x’
HacTpoiikn abzaua, cm |
Mepean cTpoka 0,00 C
Orctyn cneea 0.00 i
Orctyn cnpaea 0,00 :
WHTepean go 0,00 :
WHTepsan nocne 0.00 C

Pucynok 132 — Hacrpoiiku a63aria

YToOb! OBICTPO YBEJIMYUTH ab3aIHbIM OTCTYT Ha 1,25 €M, BBINIOJIHUTE OJHO U3 CIIEAYIONIUX
IerCTBUM:
— Bribepute myHKT kKOMaHIHOTO MeHIO PopMmaT > BbIpaBHIBaHMe > YBeJIMYUTH OTCTYII

(cm. Pucynok 133).

Gopmar  Wectpymentss Bug  OBwwmi goctyn Hapgetpoikw  Cnpaexa

OuncTTe dopuatipoeaHne Ctrl+5pace

mes w 14w AT ,.ﬂ".,+
Wpndr ’ L AR A L &
BuipaeHWeaHWe F = [lonesomy kpao Ctrl+L
Hactpoiikn cnncka = Mo ueHtpy Cirl+E
MoeopoT TekcTa * = Mo npasomy kpato Ctrl+R
Wsobpaxenne y = [lowwpwne Ctrl+J
Tabnnua Y| = Yeennuuts oTCTY N

€= YMEHBLWWTE oTCTYN

Pucynok 133 — KomaHzp! yBesindeHNs U yMeHbIIIeHUs] OTCTyTIa
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— Ha maHesmm vHCTpyMeHTOB, B paszieiie Ad3alr] HaKMHUTe KHONKY += (YBeJIMYHUTH OTCTYII)

(cm. Pucynok 134).

ATAT =Y = EEE v
AaBboBi
IQ.' a4 1.— p— p— d e .
v ¥ v |le= ="y T OBhbl4HbIi
AB3au CTnm

Pucynok 134 — KHomiku yBesTMueHus! U yMeHbIIIeHUs OTCTyIa

YT06b! 6BICTPO YMEHBIINUTD a03alHbIM OTCTYII HA 1,25 CM, BBIIIOJIHATE O/THO U3 CIIeAYIOIIUX
IeUCTBUMH:
— Bribepute myHKT KOMaHIHOTO MeHI0O PopMaTt > BeIpaBHUBaHue > YMEHBIINTDL OTCTYII
(cMm. Pucynok 133).
— Ha manemu uHCTpyMeHTOB, B pa3nerie Ad3an HAKMUTE KHOMKY <= (YMEHBIIHTh OTCTYII)

(cm. Pucynok 134).

VYBenuuyenue ab3anHOro OTCTyma Ha 1,25 €M MOXHO TakXKe BBIIOJHUTH C IIOMOIIBIO
KJIaBUIIK KjaBUaTtypsl Tab, a yMmeHbllleHHMe — C TIOMOIIbIO KJIaBUIIK KiaBuaTypbl Backspace
(Windows, Linux) unu Delete (macOS). [Ipu aTtom, eciu oTCTyn MeHsieTcsl [jisl OTHOTO ab3a1ia, To

HeO6XOI[I/IMO BBIIEJIUTD 3TOT 86381_[ [eJIMKOM WM YCTaHOBUTH KypCOp CTPOr'o B HA4aJIO 86381_18.

4.3.9 IloBoOpoOT TekcTa

TexcT, pacnosyio>KeHHBIN B siueiiKax TaOIuIlbl, MOXXHO ITOBepHyTh Ha 90° BjieBO WM BIIpaBo.
J17151 3TOrO BBITIOTHUTE CIIeAyIOIIHe 1elCTBUS:
1. Vkaxwure, rie TpebyeTcs IOBepHYTh TEKCT:
— YToOBI NTOBEPHYTh TEKCT B OIHOM siuelke, BbIIleJIUTE sueliky, dpparMeHT TeKCTa B
siuerike, TEKCT B sTYekKe 11eJIMKOM WUJTM YCTAaHOBUTE B HETO Kypcop.
— YToOBI NOBEPHYTH TEKCT B HECKOJIBKUX siUeMKaX, CTOJI0IaX WIX CTPOKAX, BBIIEJIUTe
TaHHbBIE 3JIeMeHThI TabUIEI (CM. paszen 4.4.6.2).
— Yrobbl TOBEepHYTh TeKCT BO Bcel Tabiuile, BBIJEJIUTe TaOJUIy IEeJIMKOM
(cm. pasnen 4.4.8).
2. OTkpoiTe N0JIMEHIO IOBOPOTA TeKCTa OJTHUM U3 CJIeJIyIOLIUX CIIOCOOOB:

— Bribepute nmyHkT koMaHIHOTO MeHIO Popmat > IloBopoT Tekcra (cM. PrucyHok 135).
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Dopmar  WHotpymenter Bug OBwwi goctyn Hapgerpoiikw  Cnpaeka

OuncTute dopuatposadne Ctrl+5pace nes | v 14w AT AT
Wpndt g L| e

BmpaeHueaHme g

Hactpoiikn cnwcka

MoeopoT TekcTa P AR Her (07

UsoBpaxenme , | [MMoeepryTs eneeo Ha 90°

h-3 t]
TaBauua y lm [Mosepryts enpaso na 90
T

Pucynok 135 — [lynkTt komannHoro mexto IloBopor Tekcra

— Ha nmanemn uHCTpyMeHTOB, B paszene A@3am HaXXMUTe KHOIKY ‘eiff} (IToBopoT

Tekcra) (cM. Pucynok 136).

[rpu—

— W

v?v ;If:v ﬁvz

— 1
llE W £= 5= H w 1;?.@/;. v ':l_[ ) EH W @
Ab3ay %

AR Her(07)

- —

QT MoeepHyTe Breeo Ha O0°

l@ MoeepHyTe BNpaso Ha 90°

Pucynok 136 — Knonka IloBopoT Tekcra

3. Broibepure HampaBieHue mnoBopoTa TekcTa: IloBepuyrs BiaeBo Ha 90°, IloBepHyTh

BIpaBo Ha 90°.

KOMaHJIa BBITIOJTHAETCA [JId BCEro TeKCTd, PaCIlOJIOKeHHOI'O B suetike. B ogHoM syelike He

MOXXeT OBITb HECKOJIBKO Cl)paFMeHTOB C PA3HbIM HAIIpABJIEHUEM I1IOBOPOTAd TEKCTd.

YToObl BepHYTbCS K CTaHIAPTHOMY OTODpakeHHIO TeKcTa B sueikax (mox yriom (°),

BBITIOJTHUTE CJIeYIOIINe JIeHCTBUS:
1. VYkaxuTe 3TH S9€HKH TaK, KaK 3TO OMKUCAHO BHIIIIE.
2. BrbInonHMUTe KOMaHY OIHUM M3 CJIEIYIOMIUX CII0COGOB:
— Bribepute myHkT kKomaHaHOro MeHio Popmart > IloBopor Tekcra > Her (0°)

(cm. Pucynok 135).
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— Ha manenmu uHCTpyMeHTOB, B pa3fesie Ad3al HaXKMUTe KHOIIKY ‘?‘%?' (IToBopoT Tekcra).

B otkpbiBiemMcst moaMento Beibepute komanay Her (0°) (cm. Pucynok 136).

4.3.10 Criucku

B IMPUIIOXKEeHUH «MOIZO(I)HC TekcT» MOXHO CO31dBdTb MdPKHUPOBdHHbIE 1 HyMepOBdHHBIE

COMCKHM. B MapKuUpOBaHHBIX CIHMCKaX KaXIbli HOBBIM IYHKT OTMeYaeTCs MapKepoM, B

HyMepOBaHHbBIX — YUCJIOM WJIU OyKBOMA.

4.3.10.1 Co3maTh CIIMCOK

YToObI CO3/1aTh CIMCOK, BBHITIOJIHUTE CIIeAYIOIe 1eACTBUS:

1. Boimenute ¢dparMeHT TeKCTa, KOTOpPbIM HeoOXOAMMO IpeoOpa3oBaTh B CIIHMCOK, WU
yCTaHOBUTE KypCOp Ha MYCTYIO CTPOKY, C KOTOPOU CJieflyeT HayaThb CITUCOK.

2. Ha maHenu MHCTPyMeHTOB, B pa3sfiejie Ab3al HaXKMHUTE Ha CTPEeJIKy CIpaBa OT KHOIKH
:= (MapKupoBaHHBI cIHMCOK) (cM. PucyHok 137), 4Tobbl CO3[aTh MapKMPOBAHHMIA
CIHMCOK, WJIM Ha CTpelKy cmpaBa oOT KHOMKU .'— (HyMepoBaHHBI CIHCOK)

(cm. Pucynok 138), 4To6b1 CO3/1aTh HyMEPOBAHHBINM CITUCOK.

3. BribepuTe cTHIIb MapKMPOBAHHOTO WM HYMEpPOBAaHHOI'O CIIMCKa.

ATAY [E = === T
. AaRAR  AaBboOB
- AS:} - Jaro...ok 1
» o =
o B o
Her o ” °
u n =
» o =
- 3 o
3 [} B =
B o + =
n = o s}
- 3 o
HacTpowTe Mapkep ¥
H ACTPONKK CNWCKa

Pucynok 137 — Jlob6aBiieHre MapKUPOBAaHHOTO CITKCKa
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Pucynok 138 — JlobaBiieHre HyMepOBaHHOT'O CITHCKa

Jlist  OBICTpOro CO37@aHHWSl CIKMCKa B TYCTOM CTPOKe BOCIOJIb3YUTECh CIIeAYIOIIUMU
criocobamu:

— Yrobbl OLICTPO HAYATh OWH U3 HYMEPOBAHHBIX CITMCKOB, BbIJIeJIeHHbIX HA pucyHKe 139,
BBeJIMTe CHMBOJI TIePBOTO YPOBHS 3TOTO CIHCKA (Harmpumep, 1. WM a)) U HAKMUTE
IIpo6e.

— Yrobbl OBICTPO HAauaTh MAPKUPOBAHHBIN CIIMCOK, BBIJENEeHHbIM Ha pucyHke 140 B
BepXHeM psjy, BBeiuTe cuMBoIl * 1 HaxkmuTe IIpobe.

— Yrobbl OBICTPO HAYaTh MApPKUPOBAHHBINA CITMCOK, BBIIEIEHHbIM Ha pucyHke 140 B
HIDKHeM psiy, BOCIIOJIb3yHTeCh OJIHUM U3 CIelyIOIINX CII0CODO0B:

e Haxwmure jiedpuc (-) IIpobe;

e HaxwMute IIpoben neduc (-) IIpobdes.
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Pucynok 139 — HymepoBaHHbIe CIMCKH

EM ==== T+~
— - AaRnAR]
. o "
o = o
Her = F @
| [ ] b
. o "
= . v
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HactpouTe mapkep ¥
Hactpoikm cnvcka

Pucynox 140 — MapkupoBaHHbIe CITUCKH

HpI/IJ'IO)KeHI/Ie 3allOMHHAeT ITOC/IeJHUN BbI6paHHbIﬁ CTWIb JId

HYMEpOBaHHOT'O CITHCKA.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MWy, 2013-2025

MdpPKUPOBAHHOTO U

144



MonOdonc

Ytob6bl OBICTPO CO3AATh MAPKUPOBAHHBIM CIMCOK B TOM e CTWIe, YTO W HpeIblTyIInH,
BBITIOJIHUTE CJIeIyIolye IeHCTBUS:

1. Beimenure ¢parmMeHT TeKCTa, KOTOpPBIM Heob6XoauMMo Ipeobpa3oBaTb B CIMCOK, WK
YCTAaHOBUTE KypCOP Ha MyCTYyI0 CTPOKY, C KOTOPOM CjieJlyeT Ha4aTb CIIMCOK.

2. BrbimonHyTe 0IHO U3 CIeTYIONMHX JeMCTBUM:
—  Ha maHeny MHCTPYMEHTOB, B pasfiefie Ab3al HOKMHUTe KHOTKY : — (MapKHpOBaHHBIH

CIMcoK) (cM. Pucynok 137).

— Haxmure coueranue xnasum Ctrl+Shift+8 (Windows, Linux) wim Shift+3%Cmd+8

(macOS).

Ytob6bl OBICTPO CO3/1aTh HYMEpPOBAHHBIM CIIMCOK B TOM e CTWJIe, YTO U MpeIblTyIIuH,
BBITIOJIHUTE CJIeAYIOIe IeHCTBUS:

1. Brimenure ¢parmMeHT TeKCTa, KOTOpPBIM Heob6XxoauMo Impeobpa3oBaTb B CIMCOK, WU
yCTaHOBUTE KypCOp Ha MYCTYIO CTPOKY, C KOTOPOU CJieflyeT HayaTh CITUCOK.

2. BpblinonHUTe OAHO U3 CIIeYIONUX JIeUCTBUM:
— Ha nmaHenu MHCTpPYMeHTOB, B pasfieile A63al HaXMUTe KHOIKY . '— (HymepoBaHHbIH

CIMCoK) (cM. Prucynok 138).

— Haxmure coueranuve knasum Ctrl+Shift+9 (Windows, Linux) wi Shift+3%Cmd+9

(macOS).

Ecmu JOKYMEHT He COOEep’KUT CIIMCKOB, TO II0 YMOJ/JIYaHUIO CO3/1d€TCA CIIMCOK B TOM CTHIIe,

KOTOprfI IMpeaCTaBJIEH IIEPBBIM B IlepedHe MdPKUPOBAHHbBIX UJIK HYMEPOBdAHHbIX CIIMCKOB.

4.3.10.2 N3MeHuTH CTHWIL CIIUCKA

Crunb, BBIOPaHHBIM NpY CO3J@HUM MApKUPOBAHHOI'O WJIM HyMepOBAaHHOI'O CIIMCKA, MOXHO
u3MeHuTb. Kpome TOro, MoxHO INpeoOpa3oBaThb HyMEpPOBAHHBLIM CIIMCOK B MapKUPOBAaHHBIA U
Haob0poT.

YTOOBI UBMEHUTh CTUJIb CIIMCKA, BBIIIOJIHUTE CIIeAYIolre 1eUCTBHUS:

1. YcranoBuTe Kypcop Ha JIt000M ITyHKTe CIIMCKa WX BbIJIeJIUTe CIMCOK IIeJIUKOM.

2. Ha maHenu MHCTpPyMeHTOB, B pasfiejie A03am HaXXMHUTe Ha CTpeJIKy CIpaBa OT KHOIKH

:= (MapKupOBaHHBIi cHCOK) (cM. PucyHok 137) i ;= (HyMepoBaHHBII CIIHCOK)
(cMm. Pucynok 138).

3. BribepuTe cTHIb MAapKMPOBAHHOTO WM HYMEpPOBAaHHOI'O CIIMCKa.
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4.3.10.3 HacTpouTh OTCTYIIBI

B cnimcke MOXXHO HaCTPOUTD OTCTYTIBI:
— HOMepa WY MapKepa;
— TeKCTa IIepBOM CTPOKU B IIYHKTe CITHCKQ;

— TeKCTa BTOPOU U MOCJIeAYIOUIUX CTPOK.

OTcTynbl MOXXHO HaCTPOUTB:
— Jlyig Bcex MyHKTOB OJJHOTO YPOBHSL.
— JIyi1 OTHOTO WJIM HEeCKOJIbKKX ITyHKTOB OJHOIO ypOBHS. B aTOM ciiyyae Ha BhIOpaHHOM

YPOBHE CIIMCOK p8306beTCH Ha I1Bd CITMCKd C PA3HbBIMHA HaCTpOfIKaMH CbOpMaTI/IpOBaHI/IH.

Y1oObl HACTPOUTH OTCTYIIBI, BHIIIOJIHUTE CIIelyIOIIYe IeHCTBUSL:
1. Yxaxure TpeOyeMble IyHKTHI CIIMCKA:
— Yr1o0ObI HACTPOUTH OTCTYIIBI JIsl BCeX ITyHKTOB OJHOI'O YPOBHSI, yCTAHOBUTE KYpPCOP
B /11000 M3 3THUX ITyHKTOB WIX BBIJEJIUTe 3T ITyHKTHI 6e3 MOJJIIYHKTOB.
— YTOOBI HACTPOUTH OTCTYIIBI IJIsSi OJHOIO WM HEeCKOJIbKUX ITyHKTOB OJJHOI'O YPOBHS,
BbIJIeJIUTe 3TU IIYHKTHI 6e3 IOAITYHKTOB.
2. Orkporite okHo HacTpoliku criMcka ofHUM K3 CJIeIyIOLIUX CII0COOO0B:
— Bribepute nyHKT KOMaHgHOrOo MeHioo @Popmar > Hacrtpoiiku cmmcka

(cMm. Pucynok 141).

Dopmat  MiHcTpymedTte Bug  OBwwi goctyn

Ounctute fopMaTHpoBaHKe Ctrl+5pace
Wkt r
BmpaeHueanne r

Hactpoikn cnucka

MoeopoT TekcTa r
WMzobpaxeHne r
Tabanua »

Pucynok 141 — [IynkT komangHoro MeHio Hacrpoiiku ciucka

— Ha mnanenmu uHCTpyMeHTOB, B pasfiene A03al HaXMUTe Ha CTPeJIKy CIlpaBa OT
KHOIIKH, COOTBETCTBYIOIIEH TeKyIleMy CIHCKY: :— (MapKMpPOBaHHBINA CIIHCOK)
1. —

(cm. Pucynok 142) wm = (HymepoBaHHbIH cmucok) (cM. Pucynok 143).

Bri6epute komanny HacTpoiiku crucka.
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HacTponTe mapkep >
HacTpolkn cnucka

Pucynok 142 — Komanna HacTpoiiku ciicka 1yiss MAapKUPOBAaHHOTO CITHCKA

ATAT =y == == 10>
AaboBr Aabb0B
v & w = = 5= :E[ v qr 1 OBblIYHbIR Jaro.ok 1
1. 1. 1)
11 a. a)
HeT 1.2 b. k)
121 i. i)
2 2. 2)
| A a) a
a 1 1) 1
b 2 2) 2
1 i i i
Il B b) b
1) a)
a) 1)
&) 2)
i) i
2) &)
3apaTb HaYaNBHBIA HOMER
HacTpokkn cnucka L}

Pucynok 143 — Komanna Hacrporiku cnvcka i HyMepOBaHHOI'O CITHACKA

— IllemukoM 1NpaBOM KHONKM MBIIIM OTKPOHTE KOHTEKCTHOe MEHIO M BBIIOJIHWTE

koMmaHy HacTpoiiku cnucka.
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3. B okxue Hacrpoiiku cmmcka (cM. Pucysku 144 u 145) ykaxure TpeOGyemble OTCTYIIBI.

Omnwucanue noneli okHa HacTporiku crimcka npesicrasieHo B Tabiure 11.

Hactpoikn cnucka >
O1cTynb
Maprep: TekeT:
0,63 cm 127 em »
Mocne maprepa: Mozuuna Tabynaumm:
3HakK TabynAumKm ¥ 1.27 cm C

Pucynok 144 — OxHo HacTpoiiku cricka i MapKUPOBAaHHOTO CITHCKA

Hactpolikn cnucka >

Dopmar HoMepa:

1,2, 3. w

TewkcT go: TekcT nocne:
1 >

OTcTYNBI
Homep: Teker:

0,00 cm ~ . 063cm -
Mocne Homepa: Mozuuma Tabynauuu:

3Hak Tabynagum - ¥ 0,63 cm C

Pucynok 145 — Okao HacTpoiiku cricka Jijisi HyMepOBaHHOTO CITHCKa

4. Haxwwure kaonky OK.
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Tao6smmna 11 — Hacrpoiiku oTcTynon

IToste

Onucanue

Homep wiv Mapkep

CumBoi HOMepa WK MapKepa CMellldaeTCda Hd 3aIaHHOe 3HdYeHHre
OTHOCHTEJIbHO:

— JIEBOT'O IIOJIA CTPAHUIIbBI, eCJIk CITMCOK PACIIOJIOXEeH B TeKCTe,

—  JIeBOY T'paHUIbI PUTYPhI WX STYeMKH TaO/IHIbl, B KOTOPOM HAXOIUTCS
CITHCOK.

3HaveHHe MOXKHO BBECTH BPYUYHYIO, U3MEeHUTb C IIOMOILBIO CUeTYMKA, KJIABUII
KJIaBUATYpPHl T ¥ | WM IPOKPYYMBAHUEM KOJIECHKA MBIIIIH.

OnuH 1Iar yBesn4eHus WA yMeHbllleHYs 3HaueHust paseH 0,1. [l yBenuueHus
WA YMeHbllIeHHsl 3HaueHUsI Ha 1 BBIIIOJIHKTE OJIHO U3 CIIelyIOLUX IeHCTBUM:

— H3meHuTe 3HaueHue, yepkuBas HaxkaTou kiasuiny Shift.

— Haxwwre Page Up (Windows, Linux) wi Fn+1 (macOS) ans yBenudeHus
3nauenus. Haxkxmure Page Down (Windows, Linux) wmi Fn+| (macOS)
ISl yMEHbBIIIeHUS 3HAYeHUsI.

Texct

TekcT MyHKTa CIIMCKA, HAUMHAs CO BTOPOM CTPOKU, CMeIllaeTcs Ha 3a/laHHOe
3Ha4YeHUe OTHOCUTEJILHO:

— JIEBOT'O IIOJIA CTPAHUIIbI, eCJIk CITMCOK PACIIOJIOXKEeH B TeKCTe,

—  JIeBOY TPaHUIIBI QUTYPhI WK STIEHKU TaOIUIIbI, B KOTOPOM HAXOIUTCS
CITACOK.

3HaueHHe MOXXHO BBECTH WIHM U3MeHUTh aHaJIOTMYHO 3Ha4deHUIO B riosie Homep
v Mapkep.

ITociie HOMEpa Win

ITocne mapkepa

Tun HereyaTaeMoro cumBoJa (CM. pasfien 4.3.1) Mex Ty HoMepoM/MapKepoM U
TEKCTOM:

— 3Hak Tal0ynsauommu,
— Ilpoben,

— Hwuuero — cuMBoI Wiv Tpobes Mexxly HoMepoM/MapKepoM U TeKCTOM
OTCYTCTBYET.

B crmmcke Ha OIHOM YpPOBHE MOXeT OBITD 3d/1aH TOJILKO OJWH THII
Helle4yaTaeMoro CMMBOJIA.

Ilo3unusa Tadyasuu

[Tome ITozumus Tadynsuun vcrnonb3yetcs, ecid B mose Ilocine Homepa vmm
ITociie Mapkepa BeIOPAHO 3HaUeHHE 3HAK TAOYJISIIIHH.

B mone cdleyeT yKa3dTb 3Ha4eHHe II03UINN Ta6YJ'[$IIII/II/I — IIO3UIINH, Ha
KOTOPYIO CMellaeTCsa TeKCT nepBoﬁ CTPOKH IIYHKTA CIIMCKa OTHOCHUTEJIbHO:

— JIEBOT'O IIOJIA CTPAHUIIBI, eCJik CITMCOK PAaCIIOJIOXKeH B TeKCTe,

—  JIeBOW TpaHUIIbI PUTYPhI WK STYeMKH TaOUIlbl, B KOTOPOM HAaXOIUTCS
CIIUCOK.

3HayeHHe MOXKHO BBECTU WIHM U3MEHUTh aHaJIOTMYHO 3HayeHuo B riosie Homep
wiu Mapkep.

s Toro uToObI TIepBasi, BTOpasi ¥ MOCeyIole CTPOKY ITyHKTa CITUCKA
pacrioiarajvch Ha OTHOM YPOBHE, HeOOXOJIMMO yKa3aTh OJIMHAKOBLIE 3HAYEHUS
B nosisix Ilo3umms Tabynsmuu u Tekcr.
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OTcrynbl Mapkepa/HOMepa ¥ TeKCTa CIIMCKA MOXKHO TaK)Ke HaCTPOHUTDH C TIOMOIIBIO JIMHEeK
(cMm. paznen 4.13.1). Ilpu sTom:

— H3meHeHHe OTCTYNOB C TOMOINBIO JIMHEeeK He MeHsieT 3HaueHHs B okHe Hacrpoiiku
CIHCKa. 3HAUYeHUsl OTCTYIIOB, BBHICTABJIEHHbIE HA JIMHEWKe, OTHOCSATCS K HACTPOWKaM
ab3ara (cM. pasmen 4.3.8.5).

— H3menenue otcTynoB B okHe HacTpoiiku crucKa BivsieT Ha PacIoiioXKeHHe MapKepoB

Ha JIMHelKe.

B HacTos111ee BpeMs eMCTBYIOT CllelyIOlye OrpaHUYeHHUs :

— B pexwume 3amucu ucrpaBieHud (cM. pasgen 4.14.1) melicTBHSL TOJIb30BaTeNsl TI0
M3MeHeHHUIO OTCTYIIOB B CIIUCKe He 0TOOPaXKaroTCsl KaK MCITPABJICHHSI.

— Eom B cTOpoHHeM pefjakTope AJis OJHOTO IIyHKTA CIMCKA YKa3aHbl YHHKAaJIbHbIE
HaCTPOMKU OTCTYIOB, TO B npuioxeHun «MorOduc TekcT» aHHble HAaCTPOWKHU He

YUUTBIBAIOTCA U BCE ITYHKTBI COOTBETCTBYIOIIETO YPOBHS UMEOT OJUHAKOBbIE OTCTYIIBI.

4.3.10.4 IIponomkuTh HyMepOBaHHBIN CIIHCOK

Texyiiui ciMCoOK MOXeT Hacjie[JoBaTh HyMepaluio MpeAbIAYIIero Cliucka.
YToOBI IPOAOIKUATE HyMepalluio, BBIIOJIIHUATE CJIeyIolIre AeiCTBUS:
1. TlpaBoii KHOTKOM MBIIIH IIEJIKHUTE TI0 JJI000MY MYHKTY TeKyIero CImcka.

2. BrinonHuTe KOMaHly KOHTEKCTHOTO MeHIo IIpogo/nkuTh Cliucok.

HpI/I BBITIOJITHEHUH KOMAdH/IbI HPOI[OJI)KI/ITI) CITMCOK I TeKyllero CliMCKa aBTOMaTHU4YeCKH

BBIGI/IpaeTCH CTWIb IIpeAblayniero CIimckd.

4.3.10.5 HayaTh HOBBIN HyMepOBaHHBII CITHCOK

IIpy HeO6XOUMOCTH U3 YaCTH HyMePOBAaHHOT'O CIIMCKA MOXHO CO3/1aTh HOBBIN CIIUCOK. [1j1s
npeobpa3oBaHusl MOXHO BbIOpaTh IyHKTHI CIIMCKA Ha JII0OOM YPOBHe.

HoBbll1 crivcok Bcerjla HauMHaeTCsl C TOTO >Ke 3Ha4deHus, YTO M Tekyuwmi. Hanpumep, ecnu
TEKYIIUNA CIIMCOK HAYMHAeTCS C UPPHI 4, TO ¥ HOBBIN CIIUCOK Oy/IeT HAYMHATBCS C 3TOU ITUdpHL. [Ipu
HEOOXO/IMMOCTH HyMepaIlvio HOBOTO CITMCKA MOXXHO U3MEeHUTh BpPy4YHYIO (cM. pa3zen 4.3.10.6).

KomaHnpa co3panys HOBOro CIiMcKa He[JOCTYITHA, eCilu:

—  BbIJIeJIeHO HEeCKOJIbKO ITyHKTOB CIIMCKA Pa3HOTO YPOBHS;

—  BbIJIeJIeH IepBbIY ITYHKT CIIMCKA WX [1epBbIM ITyHKT YPOBHSL.
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YToOBI CO3/1aTh HOBBIM CITMCOK M3 YaCTH TEKYIIET0, BHIMOJIHUTE CJIeIyIONIe JeHCTBUS:

1.

Vkaxure ITYHKTBI [JI CO3[1dHKUSI HOBOT'O CITMCKA OJJHUM M3 CIIEAYIOIIUX CII0coOOB:

Bobigendre MyHKT CHMCKA, C KOTOPOro TpebyeTcs HAayaTh HOBBIM CIHCOK, WA
YCTAaHOBHUTE B HETO KypCop.

BbiennTe HECKOJIbKO MYHKTOB, C KOTOPBIX TpeOyeTcsl HayaTh HOBBIM CIIMCOK, WJIN
BCe MYHKTHI CIIMCKA, U3 KOTOPLIX TpebyeTcsl CcO3/1aTh HOBBIM CIIMCOK. BhieneHHble
MyHKTHI JI0JDKHBI HAXOJIUTHCSI HAa OJJHOM YpOBHe. Eciii y TyHKTOB 3TOT0 YPOBHS €CTh

INOAITYHKTBI, TO OHA 6y,IIYT BKJIFOUYEHbI B HOBBIM CIIMCOK aBTOMaTUYeCKH.

2. IllemykoM mpaBoM KHOIKHU MBIIIK OTKPOWTe KOHTEKCTHOe MEeHIO U BBIIIOJTHUTEe KOMaHy

HauaTs HOBBII CIIHCOK C [Ha‘laJIbHOE JHa4YeHue Texymero CHHCKa].

4.3.10.6 3amaThr HaYaTbHOE 3Ha4YeHHe HYMepOBaHHOI0 CIIHCKa

HYMepaI_[I/IIO MOXHO HM3MEHHTH C JIF0O0oro ITYHKTAa CIIMCKaA. HaHpI/IMep, MOXHO HA4dTb BeCb

CIIMCOK C ITyHKTA 2 WIX PaCIIOJIOXKUTH 10CJIe TyHKTa 3 MYHKT 6.

IIpu n3amenenun 3HayeHrst GopMaT HOMepa U3MEeHUTh Hellb3sl. 10 eCTb, ecyld Ha [1epBOM YPOBHe

CITMCKA HAXOJATCA pUMCKHe I_II/ICl)pr, TO HOBO€ 3Hd4YeHHe MOKHO YKd3dTb TOJIbKO PUMCKUMU I_[I/ICl)paMI/I.

[Tpu HEOOXOMMMOCTH popMaT HOMEepa BITOCIEICTBUN MOYKHO U3MEHHUTH (CM. pa3zen 4.3.10.7).

HpI/I HN3MeHeHNH HyMepallunu HeﬁCTBYIOT dlegyromye 1paBujia:

Ecnmi 3HayeHue MeHsieTCs IUIsl IIepBOrO ITYHKTa BepXHero YpOBHS, TO MeHseTCs
HyMeparus BCero CIIMCKa.
Ecnu 3HaueHue MeHseTcs 114 JI000r0 IPyroro IyHKTa CIIMCKa, TO CIIMCOK pa3fieNsieTcs.

YkazaHHOe 3HaUYeHue YCTaHaBJIMBAETCAI I IIEPBOTO ITYHKTA HOBOT'O CIIMCKA.

YTtoObI OTKPBITb OKHO HaCTpOﬁKH HyMepdllyy, BbIIIOJIHUTEe CJIeAYIoIIre JIEeNCTBUS:

1.

VYkaxkuTe ITYHKTBI CIIMCKA OJId U3MEeHEeHW HyMepdllui OHUM U3 ClIeJyIOoInuX Croco0OoB:

BbiienuTe NyHKT CIKCKA, C KOTOPOro TpebyeTcsi M3MeHWUTb HyMepaluio, WU
YCTaHOBUTE B HEro KypCop.

Boigenite HECKONMBKO MyHKTOB, C KOTOPBIX TpeOyeTcss U3MEeHUTh HyMepaluio, Win
BCe IMyHKTHI CIIMCKA, VISl KOTOPBIX TpeOyeTcs U3MeHUTh Hymepanuio. BoifeneHHbie
MYHKTBI JIOJDKHBI HAXOAUTBHCS Ha OJHOM ypoBHe. Eciiv y BblJleJIeHHbIX TYHKTOB eCTh

IMOAITYHKTBI, TO OHH YHACJIeAYIOT HOBYIO HyMepdllhuiO dBTOMAaTHU4YeCKH.
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2. Ortkpoute okHO HyMepaimus cimucKa OJJHUM U3 CIIeAYIOIIMX CII0COOO0B:

Ha manenu HUHCTPYMEHTOB, B pa3jejie A63au Ha’XMHUTE Ha CTpeJIKy CIIpaBd OT

kHonky '~ (HyMepoBaHHBIN CIIMCOK) U BeiGepuTe KOMaHZly 3afaTh HadaJlbHBIH

HoMep (cM. PucyHok 146).

AA Ev I EEEEIo
— AaboB:  AaboOB
v &~ |1IE :J = 3= H hd q7 1] OBbiuHbIik 3aro...ok 1
b 1. 1)
11 a. al
HeT 12 b. )
121 i i
2 2 2)
I A a) a
2 1 1) 1
o 2 2) 2
1 i. i i
Il B. ) b
1] a]
a) 1)
&) 2)
i) i)
2) &)
3anaTh Ha4ansHE W HOMER L\)
HacTpofkn cnucka

Pucynok 146 — Komanna 3agaThs HauaIbHBIH HOMep

[ITerykOM 1IPaBOM KHOIKW MBI OTKPOMTE KOHTEKCTHOE MeHI0 M BBIIIOJIHUTE

KoMaH/ly 3aJaTh HA4aJILHBII HOMeP.

B ok#e Hymepamus cmucka (cMm. PucyHok 147), B none HawaTe ¢ ykaxkuTe HaudalabHOE
3HaueHue CIKMCKa. B Tekylleil Bepcruy MPWIOXKeHUsl B KaueCTBe 3HAYeHUsI MOXKHO yKa3aTh TOJIbKO
apabckue 1udpsl: 1, 2, 3 u T.11.

Ecmu B cnmcke ucnonbdyercs ¢popMar HyMepanud, OTIMYHBIA OT apabckux nudp, To
yKazaHHOe YKCJIOBOe 3HaueHHe aBTOMATH4eCKH MpeoOpa30BbIBAeTCsl B COOTBETCTBYIOMIKIN dpopmar
¥ oToOpaxkaeTcs IO/ CIIMCKOM B BUJe TOJCKa3Ku. Hampumep: eciu B CHMCKe HCIOJIb3YIOTCS

pumckue 1upsl U B mnosie Hayarh ¢ ykasaHo 3HaueHue 28, TO B IOJCKa3ke oTobpaxkaercs

®dopmar Homepa: XXVIII.
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Hymepauma cnncka X
Hauate
. | —
28 w
Doprat Homepa: XXV

Pucynok 147 — Oxkao Hymepanus cmucka

[Ipu BBOZe 3HAUEHMs NeHCTBYIOT CIeAyIOIIHe IIpaBUIa:

— Eom ¢opmar HyMepalMM YWCIIOBOW, TO B IIOJie BBOJA MOXHO YKas3aTb TOJIbKO
TMIOJIOXKUTEIbHOe YMCJI0OBOE 3HaYeHre WUJIU HOJIb.

— Ecmu popmar HyMepanyy 6yKBeHHBIN, TO HOJIb YKa3aTh HeJIb3sl.

— Ecmu popmar Hymeparuuy 4MciIOBOM U CIIMCOK HAYMHAETCS C HYJIs, TO IIPU U3MEHeHU!
¢dopmaTa Ha OYKBEHHBIM CIIMCOK OYyJIeT HaUMHATHCS C OYKBBI « A».

— FEcmu B Tekcre mojacka3kd oOToOpakaeTcsl JIMHHBIM HOMep, TO OH oOpe3aercs
MHOT'OTOYHEM.

— B dopmare Hymepanyy C HUCIIO/Ib30BaHHWEM PYCCKOTO aidaBATa He IPUMEHSIOTCS
cuMBOIIB «Ey, «M», «by, «by. [Toce 3Havenus «5» cienyet 3HaueHue «AAy.

— B dopmare Hymepanuu «OAuH, B, ...» [IaJIeXXU He TOAJIepP>KUBAIOTCSL.

3nauenue B nosie HayaTh ¢ MOXHO BBeCTH BPYYHYIO, M3MEHHUTb C IOMOIIBIO CYETUHKA,
KJIaBUII KJIaBUATYPhI T ¥ | WM NPOKPYYNBAHUEM KOJIECHKA MBILIH.
OmvH mar yBelqWuYeHUsl WM YMeHblIeHWs 3HadeHWsl paBeH 1. JIjs yBenmudeHUs Win
yMeHbllleHHs 3HaueHus Ha 10 BBIOJTHUTE OHO U3 CIIeyIOINX 1eWCTBUM:
— H3menure 3HaueHue, yaiep>kvBas HaxkaTol kiiasuiry Shift.
— Haxwmure Page Up (Windows, Linux) umu Fn+?1 (macOS) s yBenvu4yeHus 3HaUYeHUS.
Haxmute Page Down (Windows, Linux) wmm Fn+| (macOS) mns ymeHblieHUs

3Ha4YeHH.

YToO6b! IPUMEHUTh YKa3aHHOe 3HaueHHe, HaxkxmuTe KHOIIKY OK.
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4.3.10.7 A3menuth popmaTt HoMepa

dopmar HoMepa B HYMepOBaHHOM CIIMCKe MOXXHO N3MEeHUTh:
— Jlyig Bcex MyHKTOB OJJHOTO YPOBHSL.
— ]Iy oTHOTO WJIM HEeCKOJIbKUX ITyHKTOB OJHOTO ypOBHS. B aTOM ciyyae Ha BbIOpaHHOM

YPOBHe CITUCOK Pa300beTcs Ha JiBa CITUCKA C Pa3HBIMH (pOpPMaTaMH.

H3menenve ¢popmara HOMepa IOCTYIIHO Ha J1it060M ypoBHe ciucka. [y KaXk/10ro ypoBHS
MOXXHO yKa3aTb CBOM dpopMar.
Ytob6b1 OTKpPHIT OKHO HacTpoMkH cHHcKa, C MOMOIIbI0 KOTOPOI'O MOXHO H3MEHHTh
¢dopmar HoMepa, BBIIIOJIHWTE CllefyIollre AeUCTBUS:
1. Yxaxure TpeOyeMble IyHKTHI CIIMCKA:
— Ecmu dopmar HOMepa TpebyeTcsi U3MEHUTh [IJIsi BCeX IYHKTOB OJHOTO YpPOBHS,
YCTAaHOBUTE KYpCOp B JIIOOOM M3 3THUX IYHKTOB WIM BBIJIEJIUTE 3TH IYHKTHI 0e3
MO/IITYHKTOB.
— Ecmu dopmaTt HOMepa TpeOyeTcsi U3MEHUTD JJIsl OJTHOTO WA HECKOJIbKHUX ITyHKTOB
OJIHOTO YPOBHSI, BbIIEJIUTE 3TH MYHKTHI 0e3 MOITYHKTOB.
2. Ortkpoiite okHo HacTpoiiku ciucka ofHUM U3 CJIeIyIONIMX CII0OCOOO0B:
— DBroibepute nyHKT KOoMmaHnHOro MeHio @Popmar > Hacrpoiikn chnmcka

(cm. Pucynok 148).

Dopmat  ViHcTpymente  Bug  OBwwi goctyn

Ounctute fopMaTHpoBaHHE Ctrl+5pace
Wpwdst 3
EnipagHrEaHWE r

Hactpolkn cnucka

MoeopoT TekcTa r
WMzobpaxenne r
Tabnuua k

Pucynok 148 — Ilynkt komanaHoro mexio Hacrpoiiku cnmcka

— Ha manenmu uHCTpyMeHTOB, B pasfiene A03al HaXXMUTe Ha CTPeJIKy CIpaBa OT
kHonKY ,'— (HymMepoBaHHBIH CIMCOK) U BhIOepuTe koMaHny HacTpoiiku cmmcka
(cm. Pucynok 149).

— IlemuxkoM NpaBOM KHONKH MBIIIA OTKPOHTE KOHTEKCTHOe MEHIO M BBIIOJIHWATE

komaHy Hacrpoiiku crmcka.
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ATAT EEY  EEE=EE 0V
— AaB6Be AaboOB
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1. 1. 1)
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HET 12 h. b
1.21 i il
2 2 2)
I A. a) a
2 1. 1) 1
0 2. 2) 2
1 i. il i
Il B b} b

JagaTh HAYANEHBIA HOMER

HacTpolikn cnucka L}

Pucynok 149 — Komanga Hacrpoiiku cinucka

B okne Hacrpoiiku cnucka (cMm. Pucynok 150), B BeinafatoieM crivicke PopmaTt HoMepa
BbiOepuTe TpeOyeMmblii ¢opmar. [lepBblii cuMBON BbIOpaHHOrO ¢opMara OTOOPa3UTCS B IIOJe,
BbIZIEJIeHHOM Ha pucyHke. Hampumep: eciu BbiOpaH ¢opmar Homepa 1, 2, 3... To B mose
otobpasutcs 3HaueHue 1. Eciu BbiOpaH ¢opmaT HOMepa be3 HomepoB, To B mosie 0TOOpasUTCs
IIpOYepK.

[Ipu HeoObxoauMOCTH yKaxkuTe B mosie TeKCT 10 TeKCT, KOTOpbIi TpebyeTcs oToOpaXkaTh 10
CUMBOJIa BbIOpaHHOTO ¢opMara, a B nojie TekcT mociae — TeKCT, KOTOPbIMA TpebyeTcsi 0TOOpaXkaTh
mocje cMMBoOJIa. Hanpumep: eciiv MyHKTHI CIUCKA JTOJDKHBI uMeTh ¢opmar Ilynkr 1), IlyHkr 2) u
T.1I., TO B riosie Tekcr mo ykaxxute 3HaveHre ITyHkT, B nocie TekcT mocie ykaxuTe 3Ha4eHHe ).

[Tpu BBIGOpe ¢dopmaTa Be3 HomepoB 3anonHenue noseil Teker mo w/wmu Tekcr mocie
SIBJISIETCS1 00s13aTeJIbHBIM yCIIOBUEM.

B nong Texcr mo u TexcTr mocie MOXXHO BBOOUTL JIIOOLIe CUMBOJIBL, HO He 0Oojee 15

CHMMBOJIOB B Ka’>KJJ0e I10JIe.
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Hacrpoikn cnncka x

MopmaT HoMmepa:

1,2, 3. w

Teket ao: Tekct nocne:
1 *

OTeTynbI
Homep: Tewe:

0,00 cm C 0,63 cm :
Mocne Homepa: Mozuuma Tabynaumm

3Hak TabynAumw ¥ 0,63 cm C

Pucynok 150 — Oxkno Hacrpoiiku cnimcka

Ecnu ans cnucka BelOpaHa MHOTOYpPOBHeBasi Hymepalius, re repBasi IUdpa ykasblBaeT Ha
OCHOBHOM ypOBeHb, BTOpas — Ha IOfipa3fieNl, a TPeThbsl — HA MYHKT BHYTPH 3TOTO MOjpasfeiia
(manpumep, 1.1.1.), To npu BbIOOpE JIOOOTO YPOBHS, KpOME IEPBOT0, MOXXHO M3MEHHUTh TOJIBKO
dopmar HoMepa 3Toro ypoBHS U Tekcr mocne (Hanpumep, 1.1.1. uamenuts Ha 1.1.A)). B mone
Texct mo otobpaxaercs ¢opMar HOMepa IpelbAYyIIMX YPOBHeW CIMCKAa, U JAHHOe 3HauyeHue

HeJIOCTYIIHO JJIsl pefakThUpoBaHus (cM. PucyHnok 151).

Hacrpoiikm cnncka >

MopMaT HoMEpa:

1.2, 3. v

TeweT go: TekcT nocne:

1.2 x 1 . >

Pucynok 151 — HacTpoiika MHOrOypOBHEBOTO CITMCKa
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YToOBbI COXpaHUTh BHECeHHbIe u3MeHeHus], B okHe Hacrpoiiku crmucka (cM. Pucynok 150)

HakxmuTe kHOIKy OK.

4.3.10.8 N3menuthb popmart Mapkepa

dopmar Mapkepa MOXHO HW3MeHWUTb MJis JiI0OOro YpOBHSI WM ITyHKTa MapKHPOBAHHOTO

CIIMCKaA.

B HacCTosI1lee BpeMs B Ka4eCTBe MdpKepd HEeBO3MOXKHO BbIGpaTb I/1306pa)KEHI/Ie. MapKep B

BHJIe U300paKeHus], CO3/IaHHBINA B CTOPOHHEM pelakTope, MeHseTcsl Ha cuMBoT X1,

YT0o68b! M13MeHUTL popMaT MapKepa, BBIIIOJIHUTE CIleiyIolue 1efCTBUS:
1. VYkaxure TpeOyemble MyHKTHI CIIUCKA:

— Ecmu ¢opmar mapkepa TpebyeTcs M3MEeHUTH Iisi BCeX IYHKTOB OJHOTO YPOBHS,
YCTAaHOBUTE KYpCOp B JIIOOOM M3 3THUX IYHKTOB WIM BBIJEJIUTe 3TH ITyHKTHI 0e3
HOJITYHKTOB.

— FEcmu ¢popmar mapkepa TpeOyeTcst U3BMEeHUTD JIsl OHOTO WMJIM HeCKOJIbKUX ITyHKTOB
OJIHOT'O YPOBHSI, BbI/IeJIUTe 3TH IIYHKTHI 6e3 IOIIyHKTOB.

— FEcmu ¢dopmar mapkepa TpeOyeTcss M3MeHWUTb IJii HECKOJIbKMX ITyHKTOB Pa3HOTO
YPOBHSI, BbIJIe/IUTE 3TH ITyHKTHL.

— Ecmu dopmat mapkepa TpebyeTcst U3MeHUTD JJIsl BCero CIMCKa, BbIJIeNNTe CIIHCOK.

2. OrtkpoiTe naHeb MapKepoB OHUM U3 CJIeIYIOLIUX CIIOCOOOB:

— Ha nanenu WHCTpyMeHTOB, B paszeiie A03al[ HaXXMUTe Ha CTpesKy CIpaBa OT
KHOTKY ; — (MapKHpOBaHHBIN CIMCOK) M HaBe[uTe KypCOD MBI Ha KOMAaHIy
Hacrtpouts mapkep (cM. PrucyHok 152).

— IlemukoM NpaBoO¥ KHOIIKY MBI OTKPOWTe KOHTEKCTHOe MeHIO U HaBeJluTe Kypcop
MbIIIY Ha koMaHy HacTpouts Mapkep.

3. Broibepure Mapkep u3 Habopa CTaHAAPTHBIX WIM IIOCJIEAHUX HCIOIb30BAHHBIX

MapKepoB.

3HaueHre Her mpeoGpasyeT BbIOpaHHble IIYHKTbl MapKMpPOBAaHHOI'O CIIMCKA B
oObluHble ab3arpl Tekcra. [Ipy aToM y abszareB TeKcTa COXpaHSeTCsl OTCTYII

CJieBa, paBHBIM OTCTYIy MapKepa Ha COOTBETCTBYIOIEM YPOBHe CIIHCKa.
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4. Ecmm B HabOpe CTaHIApTHBIX M HeJaBHUX MAapKepoB HET IOAXOISIIEro, BBIIOJIHHUTE
koMaHzy JIpyrue mapkepsnl. OTkpoercss okHO CrenpajabHbIe CHMBOJIBI, B KOTOPOM
MO>KHO BBIOpaTh B KaueCTBe Mapkepa JIr0060¥ APyroi CUMBOJI U3 MIPU(PTOB, JOCTYIIHBIX B

npwiokeHuu (cM. paspen 4.2.6.2).

= = === @ _
AaRAR  AaB0B AaB0B! AaB6BE ...
Jaro..ok 1 3aro..ok 2 3aro..oK 3
. o n
o * o
HeTt o * o
| | [ | b
. o n
- 2 o
B o g n
B o g n
n n o o
- p o
HacTpoute mMapkep >
sz\s CTaHgapTHeIE MapKepbl
Hactpofikn cnucka Her . o . o v B
HeaasHue
./‘ -
Apyrue mapkepsl...

Pucynok 152 — Komanna Hactpouts Mmapkep

4.3.10.9 N3mMeHUTH ypOBeHb BJIOKeHHOCTH

YTOoOBI U3BMEHUTh YPOBEHb BJIIOXKEHHOCTH JIJIsl OJTHOTO MMYHKTA CIIMCKA, YCTAHOBUTE KypCOp B
Jr060e MeCTO 3TOTO IyHKTA WM BBIIEJIUTE ero 1eJIMKOM. YToObl U3BMEeHUTh YPOBEeHb BJIOXKeHHOCTHU

JJI1 HeCKOJIbKUX WJIN IJId BCeX ITYHKTOB CIIMCKd, BbIAEJINTE UX HEeJIMKOM.

Ecmu B crmcke BbI6I/IpaF_‘TCiI HEeCKOJIbKO IIYHKTOB pd3HOI'O YpPOBH{, TO KaXKIbIH ITYHKT

CMelllaeTCd Ha OJUH YPOBEeHb OTHOCHUTEJIbHO TeKYIIIero II0JIOKeHHU .

YTtoObbI YBEJIMYUTL OTCTYII, BBIIIOJIHUTE Clleyromire JerCTBUS:

— Beoibepute nyHKT koMaHaHoro MeHio Popmar > BrlpaBHHBaHue > YBeJIHMYHUTH

orcryn (cM. Pucynok 153).
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Dopmar  WHotpyments Bug  OBwwi goctyn Hapcrpoikn  Cnpaeka

OuncTuTe dopuatupoeaHne Ctrl+5pace

E‘nes w 14 |w» AT ,r"i'-,+
Wpndr ’ L AR A L &
BripaeHuBaHwe F = [lonesomy Kpao Ctrl+L
Hactpoiikn cnncka = Mo ueHtpy Ctrl+E
MoeopoT TekcTa ' = Mo npasomy kpato Ctrl+R
Wsobpaxenne y = [lowwnpwne Ctrl=J
Tabnnua Y | == Yeenunuuts otcryn

€= YMEHBLWWTE OTCTYN

Pucynok 153 — Komanzp! yBeu4eHNs: U yMeHbIIIeHUsI OTCTyTa

— Ha mnanenu wHCTpyMeHTOB, B pasfene A03anm HaxmuTe KHONKY ~= (YBeIH4YHTH

orcrymn) (cM. PucyHnok 154).

- + — - = = = —_—
A .fé'*. = v = = = B 11w
AaBoOE!
w & w ! 11E w 4—3 —}E H w Cﬂ ! OEbIYHbI A
Ab3au CTunn

Pucynok 154 — KHoriku yBesTueHust U yMeHbIIIeHHs OTCTyIa

— H_IEJI‘{KOM HpaBOﬁ KHOIIKM MBIIIN OTKpOﬁTe KOHTEKCTHOe MEeHIO W BBITIOJIHUTe KOMdHOY

YBeu4uTs OTCTYII.

YTtoObI YMEHBbIINUTb OTCTYII, BBITIOJIHWUTE CJIeAYIOIIre JerCTBUS:

— DBeoibepute nmyHkT KoMaHaHOro MeHio Popmar > BbIpaBHHBaHHe > YMeHBUIUTH

orcryn (cM. Pucynok 153).

— Ha naHenu uWHCTpyMeHTOB, B pa3nene A03am HakMuTe KHONKY <= (YMeHBIINTH

orcryn) (cM. PucyHok 154).

— IemukoM mpaBOM KHONKY MBI OTKPOWTe KOHTEKCTHOEe MeHIO U BBIIIOJIHUTe KOMaHAY

YMeHbUIUTD OTCTYI.
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Jliis yBenW4yeHHs WIM yMeHBbIIeHHs OTCTyIla MOXHO TakKe BOCIIOJIb30BaThCs KJIaBUIIAMH
KJIaBUATyPHI:

1. YToOBI M3MEHUTH OTCTYII OAHOIO ITYHKTA CIIMCKa ¢ rnomoluisio Kiasuil Tab, Backspace
wnu Delete, ycraHoBHTe KypCcOp CTPOro B Hayaslo IMyHKTa. YTOOBI M3MEHUTh OTCTYII JIsI
HEeCKOJIbKUX ITYHKTOB, BbIJIEJIUTE UX [1eJIMKOM.

2. H3meHwuTe OTCTYyII:

— YroObl yBenmMuuTh OTCTYT, HAXKMUTe Tab.
— YtoOnl yMeHBIIUTE OTCTY™, HaxkMuTe Backspace v Shift+Tab (Windows, Linux),
Delete v TShift+Tab (macOS). Kiasuu Backspace u Delete He MeHstOT OTCTYII

IJIs1 HeCKOJIbKUX ITYHKTOB CIIMCKA4, PACIIOJIOJKeHHbIX Hd PA3HOM YpPOBHE.

C MOMOIIIbIO COYETAHWM KJIABHIII HEBO3MOXXHO H3MEHHUTH YPOBHHM BJIO’KEHHOCTHU CIIMCKA,

PacIoJIoXKeHHOTo B TabJIuIIe.

4.3.10.10 KonnupoBaTh ¥ BCTaBUTH CIIHCOK

KomnupoBanve 1 BcTaBKa CIIMCKOB C COXpaHEHHWeM HaCTPOeK MOJJIePXKUBAeTCsl B Ipejieriax
OJIHOTO JJOKyMeHTa WX Mexy TokyMeHTaMu « MonOduc Tekcry.

YToOBI CKOMMPOBATh U BCTABUTh CITUCOK, BBIMTOJIHUTE CIIEAYIOIIMe IeHCTBUS:

1. Bxumrouute oToOpaskeHHe HelleyaTaeMbIX CUMBOJIOB (CM. paszien 4.3.1).

2. BoigenuTe cMCOK € Havasa (a He € KOHIA) BMecTe C IOC/IeHUM ITaparpadoM-CUMBOJIOM.

[Ipu komupoBanum couckoB u3 «MouOduc Tekcr» B «MoitOduc IIpeseHTtarusy»

HaCTPOﬁKH CIIMCKOB COXPAHAKOTCA 9YdCTUYIHO.

[Tpu xonrpoBaHUM cMckoB U3 npusoxeHus: «MoiOduc TekcT» B CTOPOHHMe NTPUIIOXKEeHUS]

¥ HA00OPOT HACTPOMKHU CITHUCKOB HE COXPAHSIIOTCSL.

4.3.10.11 IlpeoOpa3oBaTh CIIMCOK B TEKCT

Yto6bI OTMEHUTDH pOopMaTHPOBaHUE TEKCTA KaK CITMCKA, BHITOTHUTE CIJIeYIOIIUe TIeUCTBUS:

1. BbI)IeHI/ITe CIIMCOK WJIM INYHKTBI CIIMCKA, /I KOTOPbIX H€O6XOIII/IMO OTMEeHUTDb
dbopmaTrpoBaHue.

2. Ha maHemu WHCTpyMeHTOB, B pa3snesie A03al] HAXKMUTe Ha CTPEJIKY CIpaBa OT KHOIIKH,
COOTBETCTBYIOIIIEH THITY CITHCKA: : — (MapKHpoOBaHHKI crcok) Wiy . — (HyMepoBaHHBII

cmucok) (cm. Pucynok 155 u Pucynok 156).
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3. Bribepure Bun popmatupoBanusi Her.
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Pucynok 155 — [Ipeo6pa3oBaHrie MapKMPOBAHHOTO CIIMCKA B TEKCT
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Pucynoxk 156 — IIpeobpa3oBanre HyMEpOBaHHOIO CITKCKa B TEKCT
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4.3.11 KonmupoBaTts u BCTaBUTH popMaTHPOBaHUe

B npunoxennn «MoiOduc Tekcr» MOXHO ckonvpoBaTh ¢GopMaTUpPOBaHKe OJHOIO
¢dparmMeHTa JOKyMeHTa U IIPUCBOUTH 3TO Xe popMaTUpOBaHUE!
— OIHOKpATHO — OJHOMY $parMeHTy JJOKYMeHTa;

— MHOI'OKPATHO — HEeCKOJIbKUM (bpal"MeHTaM JOKYMeHTa I10CjieJ0BaTeJILHO.

dopmMaTrpoBaHue, CKOITUPOBAaHHOE B Oydep oOMeHa, MOXKeT UCITOJIb30BaThCs AJIsl BCTAaBKH B

npwioxxeHny «MonOduc Tabmunay.

4.3.11.1 IIpaBuia KOMUPOBAHUS U BCTaBKH popMaTHpPOBaHMS

B 3aBucruMocTu oT 00beKTa, KOTOPBIH BbIJIeJIeH, /IJIsi BCTABKU JOCTYITHO GOpPMaTUPOBAHUE:
— abzama;

—  TeKcCTa;

— ab3ara 4 TeKCTa;

—  SJYeHKMU.
B Tabmnure 12 npuBefeHbl cxeMbl, 110 KOTOPbIM KOITUPYETCS U BCTaBJIsieTcs: GopMaTUPOBaHUe.

Tabnuna 12 - IIpaBuia KomUpoBaHUA U BCTaBKU (popMaTHPOBaHHUSA

IIpu xonmupoBaHUHU IIpu BcTaBKe PesynbraT

dopmartupoBanue ab3ara/

YcTaHOBIIEH Kypco
ypeop [IepPBOT0 BhIJIeJIEHHOTO ab3aria

YCTaHoBJIeH KypCOp M1 Brisiernien pparmenT ab3atia dopmaTUpoBaHUe TeKcTa
Bbl/leJieH ab3ary/ab3aribl
[[eJTMKOM Breinenen a63an/a63ans! nenvkom | @opmaTvipoBaHHe ab3aia v TeKCTa

Heckosnbko ab3atieB

®opmatupoBanue ab3ara
BbIJIeJIeHBI He JI0 KOHIA

Y craHOBIIeH Kypcop dopmMaTrpoBaHue He BCTaBIISeTCs

Brigenena yacts ab3ama

Briyienena uacts a6aaria BrinesieH a63ar/ab3ans! neiukoM | PopMaTUpOBaHHe TeKCTa, HaurHast

C I1epBOTI'0 BbIJeJIEHHOI'0 CMMBOJIa

Heckosnbko ab3atieB
BBIZIeJIeHbI He 10 KOHI[a

dopmaTtrpoBaHue ab3ama v TeKCcTa

Y cTaHoBieH Kypco . .
yp p JJI1 BbIIe/IeHHOU sT4YerKUu

cDOpMaTI/IpOBaHI/Ie TEKCTa

Broinenena yacts ab3arna Brigenena sueiika TabIUIbI N i
IS BBIIEJICHHOU STYeMKU

Brinenen ab3ary/ad3aribl

dopmaTrpoBaHue ab3ara v TeKCTa
[eJIMKoM (10 cuMBoJIa ab3a1ia)
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IIpu xonupoBaHNu

IIpu BcTaBKe

PesyabTaT

Brinenena sueiika TabIUIIbI

Brigernena sueiika TaOIUIbI

PopMaTUpoBaHUe STUEUKH,
ab3aria 1 TeKcTa

Y craHOBIIEeH Kypcop

®dopmarrpoBanue ab3ara

Brigenena yacth ab3ama

dopMaTrpoBaHUe TeKCTa

Brinesnen a63at/ab3alibl 11eJIMKOM

®opmMartrpoBaHue ab3aria U TeKCTa

Heckomnbko ab3aren
BBIJIeJIeHb] He 10 KOHIIA

dopmarrpoBanue ab3ara

Brinienena ctpoka winu crosnbery

dopmMaTrpoBaHue UKy, ab3ara u
TeKCTa

Brigenena crpoka wiv cTosbert

Brigenena cTpoka wiv cTosbert

— dopmartupoBaHue sueike, ab3ara
U TEKCTa U3 JIeBOU BepXHeH STYerKU
B CKOITMPOBAaHHOM CTpPOKe/CTOJOIe;

— dopMaTHPOBaHKEe CTPOKH/CTOJIOIA

4.3.11.2 KonnupoBaTh 1 BCcTaBUTH (opMaTHpPOBaHUe

J171s1 KonMpoBaHUS M BCTaBKM GOPMaTUPOBAHUS MOXKHO UCIIOJIb30BaTh!

— IIYHKTBI KOMaHJHOI'O MEHIO,

— CO4YeTaHHs KJIaBHIII,

iy
— KHOIIKY ~] Hd IIdHEeJIM UHCTPYMEHTOB.

YToObI CKOIIMPOBATb WM BCTABHUTDH Cl)OpMaTI/IpOBaHI/Ie C IIOMOIIBIO KOMAHIHOI'O MEeHIO WJIN

COYETAaHMWU KJIABUIII, BBIIIOJIHUTE dlegyromiye JEeUCTBUSL:

1. Bribepure ¢parmMeHT AOKyMeHTa [jIsi KONHWPOBaHUS (POPMATUPOBAHUS C IOMOIIbIO

OOHOTI'O 13 CHOCOGOB, YKa3dHHbBIX B pa3/iejie BhIlle.

2. BrinonHrTe KOMaH/y KONMUPOBaHUS GOPMATUPOBAHUS OJJHUM U3 CJIeYIOIIKX CII0CODOOB:

— Bribepute nyHkT koMaHgHoro meHio IIpaBka > KomupoBats ¢popmaTupoBaHue

(cM. Pucynok 157).

— Haxmure coueranue xinapum Crl+Shift+C (Windows, Linux) wm Shift+%Cmd+C

(macOS).

3. Ecm ¢dopmatupoBanuve TpebyeTcs NPUMeHUTb K OAHOMY ¢parMeHTYy, BBIIIOJTHUTE

clefyIonye qercTBU:

— Bribepute ¢parmeHT Il BCTaBKM (POPMATHUPOBAHMS C IIOMOIIBIO OJHOTO U3

CHOCO6OB, YKa3aHHbIX B pa3jieJjie BhIIIe.

— Bribepute nyHkT koMaHgHoro MeHio IlpaBka > Ilpumenuts ¢opmaTupoBaHHe

(cm. Pucynok 157) wiu Hakmure codertanuwe kiaBuinl Ctrl+Shift+V (Windows,

Linux) mwm {Shift+32Cmd+V (macOS).
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Mpaeka Bcraeka @opmar  Waorpymente  Bug 06
T OTmeHWTB Ctrl+Z
" MNoetopute Ctrl+Y
&  Boipesats Ctrl+X
Konwpoeats Ctrl=+C
[y Berasuth Ctrl+V
BcTaBuTe ToMBKD TEKCT
BectaewTe w3 Bydepa obumena r
A KonvposaTh dopMaTWpoBaHWe Ctrl=5Shift+C
MprMeHWTE GopMaTURoEaHWE Ctrl+5hift+V

Pucynok 157 — Komananoe menio IlpaBka

4. Ecmu dopmaTupoBaHue TpebyeTcsi TPUMEHUTb K HECKOJIbKHM ¢parMeHTaMm,
MI0CJIe/IOBATeIbHO BhIIeNIsIiTe JaHHble (pparMeHThbl B TEKCTe Y BBITIOJIHSNTE JIJIs1 KaXKJI0T0

M3 HUX KOMdHIY BCTABKHU Cl)OpMaTI/IpOBaHI/ISI.

YTob6bl OJIHOKPAaTHO CKOMHMPOBAaTb M BCTAaBUThb (GOPMATHPOBAHWE C TIOMOINbIO KHOIKHU
& (KomupoBaTths ¢popMaTHpPOBaHHUe), BHIIIOJIHUTE CIIeAYIOIINe IeMCTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [jIsi KONWPOBaHWUS (POpPMATUPOBAHUSI C IIOMOIIBIO
OJIHOTO U3 CIoCcoO0B, YKa3aHHBIX B pa3jiesie BhIIIIe.
2. Ha maHenmu HMHCTpyMeHTOB, B pa3fene IIpaBka HaXMHTe KHOIIKY & (KonmupoBartnb
dopmarupoBanmue) (cMm. Pucynok 158).
3. Boigenurte ¢pparmeHT [jis BCTaBKM GOPMATUPOBAHUS C IOMOIIIBIO OJTHOTO M3 CIIOCOOOB,

YKa3dHHbIX B pa3/iejie BhIlle.

Beraeka Qopmar  WHotpyments Bug  OBwwid goctyn HagcoTtpoiiku

b ;7‘;; @ v é D KO Thames @+

= v O C & K K Y -

Dann Mpaeka WpudT

Pucynok 158 — Knonka KonmmpoBaTs ¢popMaTupoBaHme
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YT0o6BI MHOTOKpPAaTHO CKOMMUPOBATb M BCTaBUTb (GOpPMATUpOBaHME C IOMOIIbI0 KHOIKHU
& (KomupoBaTths ¢popMaTHpPOBaHHUe), BHIIIOJIHUTE CIeAYIOIINe IeUCTBUS:
1. Boibepute ¢parmMeHT HOKyMeHTa i KOMMPOBaHUS (POPMATHPOBAHHUS C ITOMOIIBIO
OJIHOTO U3 CI0CcOO0B, YKa3aHHBIX B pa3jiesie BhIIIIe.
2. Ha mnanenu wuHcTpyMeHTOB, B pa3feie IIpaBka [ABaXIbl HaXXMUTe KHOIIKY
& (KonnupoBaTts ¢opmaTupoBaHue), YTOObI OHA IPUHSIIA BUJL )
3. IlocmemoBaTenbHO TpuUMeHHTe GOpPMaTHPOBaHWe K TpeOyeMbIM ¢parMeHTaM TeKCTa

OJTHMM M3 CITIOCOOOB, YKa3aHHBIX B pPa3iesie BhIIIIe.

YToOB! BBIUTH U3 peXXMMa MHO>XeCTBEHHOI'O IpUMeHeHHsl (pOpMaTUPOBaHMS, BBIIIOJIHUTE
OHO U3 CJIeYIOIUX JeUCTBUM:
— Ha mnanenmu uHCcTpymeHTOB, B pasnesne IIpaBka HaXmMuTe KHOIIKY &, 4roGbl OHa
IIpUHSIIa BUN é

— Haxwmure knaBuiry Esc Ha kiiaBuaType.

4.3.11.3 UcTropus xonupoBaHus ¢popMaTHPOBaHHS

dopmarrpoBaHHie, CKONMMPOBaHHOe B Oydep oOMeHa, COXpaHsSeTCs B HWCTOPUU U TIO3Ke
MOXXET UCIOJIb30BAThCS 1JIS BCTABKU.

YToOBl  OTKpPBITH HWCTOpPHIO, TIJle JOCTYNIHbBI OOBeKTbl paHee CKOIMPOBAHHOTO
¢$bopMaTrpoBaHusl, BBIIIOJIHUTE CllelyIoIIye JeHCTBUS:

1. Ha manenu mHCTPyMeHTOB, B pazjiesnie IIpaBka Ha)kMuTe Ha CTPeJIKY CIpaBa OT KHOIIKU

& (KonnupoBats ¢popmaTupoBanue) (cM. PrucyHnok 159).

Popmar  WncTpymentm Bug  OBwwid poctyn  Hagctpoiikw  Cnpaeka

IR @% [ | XOThames vl 1 v
D 371aTad eIk Ha Iy0e ToM:

Mpaeka

V TykoMoOpEA Ay0 3e/1EHEIH;

Pucynok 159 — Cnincok 06bekT0B GOpPMaTUPOBAHUS

2. B BmimajaromieM crnucke BbiOepuTe HEOOXOAMMBIM OOBEKT paHee CKOMHPOBAHHOTO
dopmaTtupoBanusi. OOBEKTBbl PACIOIOXKEeHbl TakKuM o00pa3oM, UYTO BBepXy CITMCKa

IpeacTraBJIeH 00BeKT rnocdjiegHero CKOImMpoBdHHOI'O (bOpMaTI/IpOBaHI/IH.
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3. Boigenure dparmMenT [jis BCTaBKHM GOPMAaTUPOBAHUS C TTOMOIIBI0 OJHOTO U3 CIIOCOOOB,

yKa3aHHBIX B pa3fesie 4.3.11.1.

4.3.12 Ypanuth popmaTupoBaHue

[Ipu paboTe c TEKCTOM MCIIONB3YIOTCS CTWIeBOe U IpsiMoe pOpMaTUpPOBaHUe.

CruneBoe ¢opmaTupoBaHue — 3T0 O0QOpMJIeHHe OJHOTUIIHBIX 3JIEMEHTOB TeKCTa
(3arosIoBKOB, OCHOBHOI'O TEKCTa, IPUMepoB U /Ip.) C IIOMoIIbio cTwied. CTrjieM HasbiBaeTcst Habop
napameTpoB popMaTHpOBaHUs: HayepTaHWe W pa3Mep MIpUQTa, BLIpAaBHUBaHWe TeKCTa, ab3alfHble
OTCTYIIBl, MEXCUMBOJIbHBIM MHTepBan U T.A. Hanpumep, nns opopMieHHs OCHOBHOTO TeEKCTa
ucronb3yercs: cTiib O0bryHbINA. [Ipy co3maHMy HOBOrO JOKYMeHTa 3TOT CTH/Ib MO YMOJIYaHHIO
IIPUMeHsIeTCs. KO BCeMY TeKCTY.

[Ipsamoe ¢opmaTtvpoBaHHe 3aKJIIOYAeTCsl B IIPUMEHEHWM I1apaMeTpoB (pOpPMaTUpPOBAaHUS K
IIPOM3BOJILHBIM dparmMeHTaM M ab3amaM Tekcra. IIpsmoe ¢opmarvpoBaHue HCHIONb3yeTcsl B
COYeTaHWHU CO CTUJIEBBIM (pOpMAaTUpPOBAHUEM.

YT0o6B! OUHUCTUTH NIPsIMOe pOpMaTUPOBAHUE M OCTaBUTh TOJIBKO CTWIeBOe (pOpMaTHpOoBaHKe
TEKCTa, BHIIIOJIHUTE Clle[lyIolye NeHCTBUS:

1. Breimenure Tpebyembiii GparMeHT TOKyMeHTa.

2. Beinonnurte koManay Ouuctuth ¢popMaTHpOBaHMe OTHUM U3 CJIeIVIONIMX CIIOCOOOB:

— DBruibepute nyHkT komaHaHoro MeHio ®Popmart > OuucTurh ¢QopMaTHpOBaHHUE

(cM. Pucynok 160).

Dopmar  MHctpymente Bug  OGwwi goctyn
OuncTite fopMaTHpoBaHKe Ctrl+5pace
WpndT r
BmpaeHueanne r

Hactpoikn cnvcka

MoeopoT TekcTa r
WMzobpaxeHne r
Tabawuua »

Pucynok 160 — ITynkTt komanaHoro mesto Quuctuth popMaTHpOBaHUE

— Ha nanenu wHCcTpy™mMeHTOB, B paszienie IIpaBka HaxmuTe KHOIKY & (Ouucrurh

dopmaTupoBanme) (cMm. Pucynok 161).
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Brraska

Dopumat

MHcTpymeHTH

Bug OBwwi goctyn  HagcTpoikw

& v
=Y

dainn

% O B~
D

Mpaeka

=

%

E X0 Thames | v

Pucynok 161 — Knonka Ouucturh popmaTupoBaHHue

— Haxwmwure coueranue kinasui Ctrl+IIpooesn (Windows, Linux) wiu ACtrl+\ (macOS).
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4.4 Tadauuel

4.4.1 BcraBuTth Ta0IHIy

Ta6m/1uy MOKHO BCTABUTLH C ITIOMOMIBI0O KOMAHJHOI'O MEeHIO WUJIN ITaHeJIM HHCTPYMEeHTOB.

YToOBbl BCTaBUTH TaOMMIy C TOMOIIBIO KOMAHAHOTO MEHIO, BBHITIOJIHUATE CJeAyIoIye
JeUCTBUSL:

1. Ycranosure KypCOp B TO MeCTO NOKYMEHTd, KyJd HEO6XO}II/IMO BCTABUTH TaﬁJ’[I/IIIy.

2. Broibepure myHKT koMaHIHOTO MeHIO BeraBka > Taosmmma (cm. PucyHok 162).

Beraeka  @opmat  VHctpyments Bug OB
MzobBpaxmerne...
TekcToBoE Nane

& Gurypa >

EH  TaBauua...
Pucynok 162 — [lynkT komangHoro Mexio Tabsma

3. B ok#e BcraBurh Tabmumy (cM. PucyHok 163) ykaxkuTe KOJIMYeCTBO CTOJIOIIOB U

CTPOK, KOTOpOe JIOJKHA COfiepKaTh Tabuuila, U HaxkMuTe kHonky OK.

BcraewTs TaBauwy >

Pucynok 163 — Okao BeraBuTh Tabmmy

YToObl BCTaBUTH TAOJHUIly C MOMOIIbIO TaHEJIW WHCTPYMEHTOB, BBIMIOJIHUTE CJeAyIoIye
JeUCTBUS:

1. VYcraHoBuTe Kypcop B TO MeCTO JOKyMeHTa, KyJla HeOOXOANMO BCTaBUTh TaOJIUITY.

2. BcraBbTe TabIUIly OJTHUM U3 CJIeYIOITUX CIIOCOOO0B:

J—
__i (Tabmuma)

Ha maneny MHCTPyMeHTOB, B pasjesie BcraBka HakMUTe KHOIIKY H

(cm. Pucynok 164). Boeimenure KypcopoM TO KOJMYECTBO CTOJOIOB U CTPOK,

KOTOpOe JOJI’KHA Cooep>KaTb Ta6J'II/II_[a, U IIeJIKHUTE JIeBOW KJIaBUIIIEeW MBIIIIH.
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AabboB AaB0B1 AaBo6Bsl

Jaro..ok 1 3aro..ok 2 3aro..ok 3

v
k5
"
m

00
0
=10

Tabavua Ix2

Pucynok 164 — Knorika Ta6mma

Ha nanenu nHCTpyMeHTOB, B pasfiesie BcraBka HakmyTe KHOIIKY === (cM. PucyHok 165).
Ha otoOpasuBiielics maHend BCTaBKM HaBeAUTe KypCOP MBIIIM Ha KHOIIKY
fH Tabauma. Beimendre KypcopoM TO KOJIMYECTBO CTOJIOIIOB U CTPOK, KOTOpoe

JIOJDKHA COJiep KaTh TabJIUIIA, U IIEJIKHUTE JIeBOM KJIaBUIIIEH MBIIIH.

AaBoB:  Aab0B AaB6B1 AaB6Bel ... Y B @)y & =
OEbI4HbIN 3aro..ok 1 Jaro..ok 2 3aro..ok 3 !
CTimm E Nao6pamerne.., 'S
III TekcToBoe Noae
&) ourypa | Q
HH TaBanua... >
Dopmyaa..
CrneupanbHbie CUMBOALL.. >
= Pazpbie cTpaHWLUB

||v|:

Paspwie pasgena

Homepa cTpaHuy.. »
@ KonoHTuTy e »
OrnasneHne
BrabepuTe pazmep
(_{/) Cebinka..,
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4.4.2 BcTaBUTH BJI0KEHHYIO Ta0JIMILY

B gadeiiku TabauIl MOXXHO HOOABIATL BJIOXKEHHBbIe Tabmuibl. BiiokkeHHOCTL MOXeT OBITh

MHOroypoBHeBoH (cM. PrucyHnok 166).

PoguTenbCKas Tabnuua

BnoeHHan Tabnuua

Tabnuua, BNOXEeHHaA BO
BNOKEHHYH

Pucynok 166 — BiiosxeHHbIe TabIUIIbI

YToOBl BCTaBUTh B sYEMKy TaOIMIBI BJIOXKEHHYIO TaO/IMIly, BOCIIO/Ib3YWTeCh OJIHMM U3
CJIeAyIOHIMX CIIOCOOOB:

— Ecmm syelika mycra, ycTaHOBUTe B Hee Kypcop. Il 3TOro BbIIieNIUTe ee JIByMs
IeylYKaMy MbIKM Wi Haxkmure kiasuiny F2 (Fn+F2 npu pabore Ha HOyTOyKe).
BrimosHuTe eicTBUS 0 BCTaBKe TabUIThl (CM. pasfen 4.4.1).

— Ecmm syeiika co/iep>XUT TeKCT, KOTOPBIN CileflyeT IIOMeCTUTh BO BJIIOXKEHHYIO TabiuIly,
BBIIIOJIHWATE IEeWCTBUSl 110 IpeoOpa3oBaHUIO 3TOr0 TeKCTAa BO BIIOXKEHHYIO TaOJIUITYy

(c™m. paznen 4.4.17).

Ecmm nepen BioxeHHOM Tabiuileid mycTto (HeT TeKkcTa, OOBeKTOB, MYCThbIX ab3aleB), U
TpebyeTcst 106aBUTh ITyCTOU ab3arl:
1. YcraHoBuTe Kypcop B Hauajo CTPOKH JIeBOW BepXHel sSTYeiKU BI0KeHHOU TaOJIUIIbI.

2. Haxwmure kiaBuiy Enter.

Pabora c BnoxxeHHOH TabuIel aHajoruuHa paboTe ¢ pOAUTEIbCKOM TabuIel.
Hacrpoiiku ¢opMaTrpoBaHusl, IPUMeHsieMble K BIIOKEHHOM TabuvIle, He MPUMEHSIFOTCS K

pOHHTeHBCKOﬁ Ta6J'II/II_Ie. HaHpHMep: BbIpdBHHMBdHUE, 3dJIMBKd AY€€eK, HaCTpOﬁKH I'paHUIL.
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Bricora nnun IHpHHA STYeUKHU pO,I[PITEJ'IbCKOfI Ta6J'II/II_[bI MOJKeT OBLITh MeHbIIIe BBICOTHI WU

IMUPHUHBI BJIO>KEHHOM Ta6J'II/IIIbI. B srom Clly4dae 4d4CTb BJIO>KEHHOM Ta6J'II/IIIbI CKPbIBAETCA 110

STYEHMKOU pO}IHTEJ’IbCKOﬁ TaﬁﬂI/IIIbI, paCHOJIO)ICEHHOﬁ CIIpaBa WUJIK CHU3Y. HpI/I HN3MEeHeHUH pa3mMepa

SIYeNKU POOUTEeIbCKOM TaOJIUITbI pa3Mep BIIOXKeHHOW TabJIUIlbl COXPaHSAeTCs.

Bnoxxennsie Ta6J'II/IL[bI MO>XKHO KOIIMPOBATL W BCTaBJIATHL B JpyTHe STYeUKHU Ta6J'[I/II_IbI WIn B

TeKCT JJOKyMeHTa CTaHAapTHBIMHU criocobam# (cM. paszen 4.11.2). KonvpoBaTh ¥ BCTABIIATh MOXKHO

KdK 94dCTH BJIO’KEHHBIX Ta6HHH, TdK W BJIO’KeHHLIe Ta6JII/IIIbI OeJIMKOM.

B HACTOd11Iee BpemMs HeﬁCTBYIOT dlegyromye orpaHruieHusa:

Jnsi BJIOXXEHHBbIX TaOJMI] HeIOCTyleH IIOBTOP 3arojloBKa Ha KaXKIOM CTpaHHIle
(cm. paszen 4.4.16) u HacTporku oOTeKaHUs TeKCTOM (cM. paszen 4.4.11.2).

Eciu B Oydepe obmeHa comepxuTcsi Tabiuia, KOTOPYIO TpebyeTcsi BCTaBUTh Kak
BJIOKEHHYIO, U TI0JIb30BaTelIb BbljieJisieT B POJAUTENILCKOM TaO/IuIle HeCKOJIbKO sSYeeK, TO
Tabmuia u3 Oydepa obMeHa BCTaB/ISIeTCS He KaK BJIOXKeHHasl TAaO/lMIA, a Kak 4acTb

POJIUTETbCKOM TAOJIUIIBI.

4.4.3 BcTaBUTB CTPOKH

Hosrle CTPOKHU BCTABJIAIOTCS BBIIIE UJIN HUXKe YKHBHHHOﬁ CTPOKH.

YT0oOBI 106aBUTH OJIHY CTPOKY:

1.

BrimonHUTe 01HO U3 ClIeyIOMUX 1eACTBUM:

Beienire CTpOKYy WIM [Malla3oH si4eeK B CTPOKe, BBIIIe WM HUXe KOTOPOHU
TpebyeTcst BCTaBUTb HOBYIO CTPOKY.
YcraHoBUTE KypCOp B SUelKe WJIM BBIIEIUTe SYelKy B CTPOKe, BBIIIe WM HIDKe

KOTOpOﬁ Tpe6yeTc;1 BCTABUTb HOBYIO CTPOKY.

BcraBbTe HOBYIO CTPOKY OJJHUM M3 CJIeYIOIIHX CIIOCOOOB:

Bribepute nyHkT koMaHgHoro MeHio Popmar > Tabmmma > BceraBuTh CTpoky
cBepxy w1 BecraButh cTpoky cHu3y (cM. PucyHok 167).

Ha nanemm HWHCTPYMEHTOB, B pa3/iejie TaﬁJmua Ha’>XMHTe KHOIIKY BbIIIaIdtOIIero MeHro

¥ (BcraBUTh SIYeiiKy, CTOJIOEIl WIH CTPOKY) U BbiOepuTe KomaHay TH (BcraBurh
CTPOKY cBepxy) Wi & (BcraBuTh cTpoKy cHusy) (cM. Pucyrok 168).

[[lerykoM TpPaBOM KHONKWA MBI OTKPOMTE KOHTEKCTHOe MeHIO M BBIIOJIHUTE
KOMaHJly BcTraBUTB CTPOKY cBepXy Wwiv BcTraBUTB CTPOKY CHH3Y.

Haxwmure coueranue kiaBuin Alt+A (Windows, Linux) nimn ~Option+A (macOS),
YTOOBI BCTaBUTb CTPOKY CBepxy. Haxkmure coderanue kiiaBum Alt+B (Windows,

Linux) win ~0ption+B (macOS), 4To6bI BCTaBUTb CTPOKY CHHU3Y.
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Dopmar  Mhotpymentet Bug  OBwwi goctyn  Hapgetpoikw  Cnpaeka

OuKncTHTE fopMaTMpoBaHKME Ctrl+5pace

Wpndt o U eee A v £ 11C v e=

I - T—
BripaeHueaHwe r )
Ab3ay
Hactpoilikn cnucka
MNoeopoT TekcTa »
Wzobpamerne r
TaBauua b TE BcraBute cTpoky cEepuy Alt=A

EH  BeTaeuTte cTpoKRY CHU3Y Alt+B

Pucynok 167 — [IyHKTbI KOMaHAHOT'O MEHIO JJisi BCTAaBKU CTPOKU

S o =M
L v H I_E{} B AaBo6BeITI = ...
H v~ B

TaGanua

T BcraBwTb CTpOKy CBEpXY

gl BCTaBWTb CTPOKY CHUM3Y

Pucynok 168 — Komanap! /17151 BCTaBKUA CTPOKU

Yrobbl OBICTPO [00aBUTH OJHY CTPOKYy HIDKe IIOC/eflHe CTpoKu B Tabmule,
BOCITOJTb3YUTECH OJTHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— VYcraHoBuTe Kypcop B MOCIIEAHIOO SYeKy 3TOM CTPOKU U HaxkMUTe KiaBuiny Tab.

— Ecmm tabnuna He BioxeHHast (cM. pasfien 4.4.2), BbienuTe JOOYIO S4YeKy B 3TOU

CTPOKEe Y HaXXMHUTe KJIdaBUIITY Enter.

YT0oOBI 106aBUTH HECKOJILKO CTPOK, BBITIOJIHUTE CJIeyIOIe 1eUCTBUS:

1. Beimenute CTPOKH, BBIIE WIA HIDKe KOTOPBIX TpeOyeTcss BCTaBUTh HOBbIE CTPOKHU.
KonmyecTBo BBIJIeJIEHHBIX CTPOK JIOJDKHO PaBHSATHCS KOJIMYECTBY CTPOK [IJisi BCTABKHU.
Hanpumep, eciu TpebyeTcsi BCTaBUThH JBe CTPOKH, BbIIeJIMTe [iBe CTPOKuU. Jljs
BBITIIOJTHEHUSI KOMaH/IbI MOXXHO BBIIeSTh KaK CTPOKM IeJIMKOM, TaK U STYedKH,

pacrosoXeHHble B HUX.
2. BcTaBbTe HOBbIe CTPOKH OHUM U3 CIIEAYIONIUX CIIOCOOOB:
— Bribepute nyHKT koMaHaHOrO MeHi0 @opmar > Tabauma > BcraBUTH CTPOKH

cBepxy wiv BcraButh cTrpoku cHu3y (cMm. Pucynok 169).
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Dopmar  Mhctpymente Bug OBwwi goctyn Hapcrpoidkw  Cnpaexa

OuKncTHTE fopMaTMpoBaHKME Ctrl+5pace nes | v T A"I:"\+ = .

[rp—

Tl

Wpugr "L Y o AV £y iEw
J— L] 2o—

BripaeHueaHwe r )

Ab3ay

Hactpoilikn cnucka

MNoeopoT TekcTa »
Wzobpamerne r
TaBauua b TR BoTaBWTe CTpOKKW CEEpRY Alt=A

&H  BeTaeuTe cTpOKW CHW3Y Alt+B

Pucynok 169 — [IyHKTBI KOMaHAHOT'O MEHIO JJisi BCTaBKU CTPOK

— Ha manemm HWHCTPYMEHTOB, B pa3jejie TaﬁJmua Ha>XMHTe KHOIIKY BbIIIaJdi0IIero MeHro

¥ (BcraBUTH SIYeKY, CTOJIOCI] WIH CTPOKY) U BbibepuTe KoMaHy T (BcTaBUTH

CTPOKH cBepxy) Wi & (BctaButh crpoku cHu3y) (cM. Pucynok 170).

S v =M
£ H |.E_H? = AaBOBBITI | ...
H v~ B

TaGanua

TN BcTaBWTh CTPOKKM CBEpNY

gl BCTaBWTh CTROKKM CHW3Y

Pucynok 170 — KomaHzp! 71 BCTaBKU CTPOK

— IlpaBoif KHOTIKOW MBIIIM IIEJIKHUTE 0 JIF0OOMY MecTy BbIOPaHHOTO AMara3oHa U
BBITIOJTHUTE KOMAaHJy KOHTEKCTHOrO MeHI0 BcCTaBHTB CTPOKH CcBepxy WiU
BcraBuTh CTPOKH CHHU3Y.

— Haxwmure couderanue knaBui Alt+A (Windows, Linux) uinu ~Option+A (macOS),
yTOObI BCTABUTh CTPOKU CBepxy. Haxkmute coueranue kiaBuin Alt+B (Windows,

Linux) w1 ~0ption+B (macOS), yToObI BCTaBUTh CTPOKU CHHU3Y.
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4.4.4 BcraBuTh CTOJIONBI

Hogrie CTOJIGIII)I BCTABJIAIOTCY CJIeBd UJIKU CIIPABd OT YKA3dHHOI'O CTOH6IIa.

YT10o6BI 10OABUTHL OOUH CTOJIOPILT:

1. BrinmosiHUTE OJTHO W3 CIEAYIONIMX AeHCTBUM:

— BeimenuTe cTonber wiv IUana3oH si9eek B CTOJIOIe, CIIpaBa WX ClieBa OT KOTOPOTO

TpebyeTcst BCTAaBUTh HOBBIM CTOJI0EII.

— YcranoBurte Kypcop B siYerKe WJIU BbIJEeJINTe quﬁKy B CTOJI6II€, CIIpaBad WM CJIeBd

OT KOTOPOT0 TpebyeTcsl BCTaBUTh HOBBIM CTOJIO L.

2. BcraBbTe HOBBIN CcTONOEI] OHUM U3 CIIEAYIOMUX CIIOCOOOB:

— Broibepute myHkT koMaHaHoro meHio Popmar > Tabiuma > BeraBuTh cTos10€ly

cieBa wiv BecraButh crosbery cnpasa (cMm. Pucynok 171).

Dopmat

WMHeTpymeHTH

Buvg OBwmi goctyn

OuncTnTe fopMaTMpoBaHKue

LWpudT
EbipaeHueaHue
Hactpolikin cnucka

MNoeopoT TekcTa

Wzobpaxernne

TaBnwua

Ctrl+5pace

Hagctpolhikn  Cnpaeka
— + - — f—
mes | W 14w AT A = v =
: H . i v £ S= v =
Ab3au
T BeTaBwTe CTpoky cBEpXY Alt+A
&8 BcraBwTe CTpOKY CHW3Y Alt+B
B Bcraewte cronBey cnesa Alt+L
ﬂ Beragute cTonbey cnpaea Alt+R

Pucynok 171 — ITyHKTBI KOMaH/IHOT'O MEHIO JIJI BCTaBKU CTOJIONA

— Ha nanemu uHCTpyMeHTOB, B pazziesie Tadmiia HaKMUTe KHOIKY BBIIAIAl0IIero MeHI0

¥ (BcraBUTH fYeiiKy, CTOJIOEN WJINM CTPOKY) U BbIOEpUTe KOMaHIy E (BcraButh

cToJI0err cjIeBa) Win ﬂ (BcraBuTs crosoen ciipaBa) (cM. PucyHok 172).

— H_IEJI‘-IKOM Hp&BOI:I KHOIIKM MBI OTKpOﬁTe KOHTEeKCTHOe MeHIO M BBIIIOJIHUTe

KOMaHy BcraButh CTOJIGEII cieBa Wi BeraBuTth CTOJIGEH CIIpaBa.

— Haxwmure coderanue kiaBum Alt+L (Windows, Linux) win ~Option+L (macOS),

4yTOOBI BCTaBUThH cTOJOel] ciieBa. Haxkmute coderanue kiaBuill Alt+R (Windows,

Linux) win ~0ption+R (macOS), 4To6bI BcTaBUTH CTOOEI] CIIpaBa.
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=)
A v =

TaGanua

T BcrtaBwTb CTpOKy CBEpXY

gl BCTaBWTb CTPOKY CHUM3Y

:Iije = AaboBelI'TH; ...

E BrTaenTe cTonBey cneBa

ﬂ BeTaguTe cTonbey cnpaea

Pucynok 172 — Komangp! j1s BCTaBKU CTOJI01Ia

YTo06BI lIOﬁaBI/ITI) HeCKOJIbKO CTOJI6IIOB, BBITIIOJIHHUTE ClIeAyrolire JIerCTBUS:

1. Beimenurte cronbiipl, clipaBa WM CjleBa OT KOTOPbIX TpebyeTcss BCTaBUTh HOBBIE
cronbupbl. KoinyecTBO BbIIeJIEHHBIX CTOJIOIIOB JIOJDKHO PABHSTBCS KOJIMYECTBY
CToJIOIOB Jijisi BCcTaBKU. Hampumep, eciu TpeOyeTcst BCTaBUTh ABa CTOJIOIA, BBIETUTE

JBad CTOJI6IIa. HJIH BBITIIOJIHEHW S KOMdH/JblI MO>XHO BBIJEJISATH KdK CTOJ161II)I [HeJIMKOM, TdK

W SSYEHKH, pacIiojioXXeHHbIe B HUX.

2. BcraBbTe HOBbIe CTOJIOIBI OTHUM U3 CIIeyIOIINX CII0COOO0B:

— BribepuTe myHKT KOoMaHAHOTO MeHIO Popmar > Tabimuma > BecraBUTH CTOJIONBI

cineBa wiv BcraBuThb cTosionb! cpaBa (cM. Pucynok 173).

Dopmatr  MHoTpymedTH

OuKncTHTE fopMaTMpoBaHKME

WpudT
Boipaenueanne
Hactpolikn cnucka

MosopoT TekcTa

Wzobpamerne
Tabanua

Bvg OBwmi goctyn

Ctrl+5pace

Hagctpohkn  Cnpaska

vi 14 v AT AT

mes = v =
: H asa i v £ o 111: w =
Ab3au
T BcraewTe cTpokw ceepxy Alt=A
& BCTaEuTh CTROKW CHW3Y Alt=B
B Bcrasute cronbuw cresa Alt=L
Hl  Bcraeute cronBuw cnpaea Alt+R

Pucynok 173 — [IyHKTBI KOMaHAHOI'O MEHIO ISl BCTaBKU CTOJIOI0B
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— Ha manenmm uHCTpyMeHTOB, B pazfieie Tabsmia Ha)kMUTe KHOIIKY BBIITAAIOIIero MeHIo

¥ (BcraBuUThb f4eiiKy, CTOJIOI] HMJIM CTPOKY) M BbIOepUTe KOMaHIY E (BcraBuTth

CTOJIONIBI CJIeBa) WIIN ﬂ (BcraBuTh cTo1onbI cipaBa) (cM. PucyHok 174).

S v =]
£~ H |-E%| ‘D paBoBert | ..
H~ &

TaGanua

TN BCTaBWTh CTPOKM CEEpXY

gl BCT3BWTE CTROKK CHW3Y

E BrTaeuTe cTonBUR CaeBa

ﬂ BetaeuTe cTonbue cnpaea

Pucynok 174 — KomaHnzp! /17151 BCTaBKU CTOJIOIOB

— IllesrukoM TpaBOM KHONKUW MBIIIM OTKPOMTE KOHTEKCTHOE MEHIO W BBINOJIHUTE
KoMaHy BecraBUTB €TO/I01IBI cieBa wiv BecraBUTH CTOIOIEBI cIpaBa.

— Haxwure coueranue kiaBuil Alt+L (Windows, Linux) wiu ~Option+L (macOS),
YTOOBI BCTAaBUTh CTOJIONBI cieBa. Haxkmure coderanue kiaBuil Alt+R (Windows,

Linux) win ~0Option+R (macOS), 4ToObI BCTaBUTH CTONOIIBI CIIPABa.

4.4.5 PenakTHpOBaTh COEPKUMOE TADIHUIIHI

YToO6BI BBECTH WM U3MEHUTD JaHHbIe B siUelike TaOJIMIIbI, BHIIOIHUTE CllelyIoliye JeHCTBUSL:
1. TlepeiiguTte B peXkXuM pelJakTUPOBAHUS STYeMKH OJJHUM K3 CJIeYIOLIUX CIIOCOOOB:
— YroObl BBeCTH J[JaHHble B IIyCTYIO S4eliKy, BBbIeJIMTe ee OJHUM WU IBYMs
I1eJTYKaMH MBIIIH.
— YT0OBI pelakTHpOBaTh JaHHbIE B siUelike, BbIJIEJIUTE ee ABOMHBIM I11eTYKOM MBIIIIH,
— UYroObI nepe3anucaTh JJaHHbIE B siYelike, BbIJIEJIUTE ee OJHUM I1eJTYKOM MBIIIIH.
2. BBenurte/pefakTupyiTe JaHHBIE B sUeliKe.
3. UroObl BBIUTM M3 peXkuMa pelaKTHPOBAHUS SUYelKH, IIeJIKHHUTe M0 JIoboMy MecTy

HAOKYMeHTa 34 I1peiejlaMu TaﬁJ'II/II_IbI.

HpI/I BBOJe TeKCTa W YHCeJl B HHEﬁKy ee IMHNpHHA He MEeHSeTCsS — IPOUCXOOUT IIepeHOC

JJAaHHBIX Ha CJIeJyIONIYI0 CTPOKY BHYTPH TeKyIled SYerKd, MpPU 3TOM MOXET IPOUCXOOUTH

dBTOMaTH4eCKoOe yBejIn4YeHHe BbICOThI STYEUKH.
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[Ipu BCcTaBKe B TabmMITy n300pakeHus! TPOMCXOIUT ero aBTOMaTH4eCKoe MacIiTabupoBaHHe
[0 IMHWpHHE CTOJIOIA, MPU 3TOM BBICOTA SYEMKH MOXKET MEHSTbCS, eCliM M300pakeHue OOJbliie
BBICOTHI STYEHKU.

[Tepemernienrie MeXxy sT9eHKaMHU TaOJIHUIIBI OCYIECTBIISETCS TIPH TIOMOIIY KJIABHIM <«—, T, |, —

Ha KJIaBUaTYype.
4.4.6 Beigenuth s4yeiiku

4.4.6.1 Beinentuth ssueiky

YTOoOBI BBHIAENUTH STUEHKY, IIEeJIKHUTe 10 Hel JIeBOM KHOINKOM MbIIM. BbriOpaHHasi siueiika
OKpACHUTCS B TOTyOOM I1BeT.

YTOOBI BBIIENIUT SYeHKy B Tabivlile, B KOTOPOU YCTaHOBJIEH KypCOp:

1. Ilenkaure 1o m0060MY MECTy JOKYMeHTa 3a MpefesiaMy TabJTUIIbL.

2. IllenkHuTe 1o siuelike, KOTOPYIO0 HEOHXOIMMO BBIIEJIUTD.

4.4.6.2 BuigenuTh HANa3oH g4eex

YToObI BHIIEJIUTH MPOU3BOJIbHBINA JIMAMIA30H STY€eK, BOCIOIb3YUTECh OJTHUM U3 CJIEYIOIAX
CIT0COOOB:
— HaBeauTte xypcop Ha MepByIO siuelKy U3 TpebyemMoro Auana3oHa. Y Iep>KyUBasi HaXKaTou
JIEBYIO KHOIIKY MBIIIA, MPOTIHUTE KypCcoOp M0 TIOCTeIHeH SYedKU Juara3oHa.
OTmycTUTe JIEBYIO KHOTIKY MBIIIIH.
— BeoienuTe nepByto siueiiky u3 TpeOyeMoro /varna3oHa. YJiep>KrBas HaXKaTOW KJIaBUIITY

Shift, BeIiesMTe OCIIETHIONO STYEHKY Auaria30Ha.

He06X0,I[PIMbeI AK1AIla30H MOXXHO BBIEJIATH B JIrobom HallpaBJIEHWKU CTPOKHU HUJIN CTOJ'I6LIa.

[IprMeps! BbIe/IeHNS POXU3BOJIBHOTO JIUAlla30Ha siueekK MpeiCTaB/IeHbl Ha pucyHkKax 175-177.

sk

Tk

PucyHnok 175 — Beienienve quana3oHa siyeex 110 TOPU30HTaIN
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Eyan

Pucynok 176 — Boienenuve quana3oHa siueek 10 BepTUKAIU

—

PucyHnok 177 — Brienenve quana3oHa siueek 110 AUaroHaau

4.4.7 BoigenuThb cTOI0€EL HIH CTPOKY

YTOOBI BBIJIESIUTh OJIUH CTOJIOEI] UM CTPOKY, BLITIOJIHUATE CJIeAyIOIIue JIeUCTBUS:
1. HaBenuTe Kypcop MBIIIM Ha BEpXHIOK I'PAHMITY CTOJIOIA WJIM JIEBYIO TPAaHUIly CTPOKH
TaK, YTOOBI KypCOp IIPUHSUIL BUJL 4 WUJTU —+.

2. IlenxHuTe JeBOM KHOIIKOU MBIIIIH.

YTOOBI BBIIEIUTH HECKOJIBKO CTOJIOIIOB WM CTPOK, BOCIIOJIb3YUTECh OJIHUM U3 CJIeIyIOIINX
CIT0COOOB:

— HaBeauTte kypcop Ha nepBbIii CTOJIOEI] UK CTPOKY U3 TpeOyeMOoro Juarna3oHa Tak, Kak
ONKCAHO BbINIe. YepXKuBas HAXXAaTOW JIEBYIO0 KHOIIKY MBIIIH, MPOTSHUTE KYpPCOp IO
MOCJIeJTHEero CToJ0IIa WK CTPOKM Jrana3zoHa. OTIyCcTUTe JIeBy10 KHOIKY MBbIIIIH.

— BrienuTe nepBbiit cTosibell WK CTPOKY U3 TpebyeMOro Judana3oHa TaK, Kak OMHCaHO
BbIIlle. 3aTeM, yIep>kuBas HaxkaTou kiaBuily Shift, BeinenuTe nocnennuii cronber] win

CTPOKY JHdIld30HAd.

4.4.8 Beigenuth Ta0mMImy

YT10oO6BI BBIJIEJIUTE BCIO TAOJIUITY, BBIIIOJIHUTE CIIeAyIOIIe AefCTBUS:
1. HaBepuTe Kypcop MBbIIIIM Ha JIeBbIM BepXHUN YToJl TabIUIlb! TaK, YTOOBI KypCOp IPUHSII
BUT .

2. IlenxkHuuTe JIeBOM KHOIIKOM MBIIIH.
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Eciu i TabimyIibl HACTPOeHo o6TekaHKe TeKCTOM (CM. pasnen 4.4.11.2):
1. HaBesnute Kypcop MbIIIY Ha TabuIy.

2. HaxmuTe KHOIIKY i, 0TOOpPa3UBIIYIOCS B JIEBOM BepXHEM YIJy TaOJIUIIbI.

YTOoOBI OTMEHUTD BbIJIeJIeHHe TabJIUITb], IIeJIKHUATE T10 JTI0O0MY MecCTy IOKYMeHTa.
4.4.9 IIBeT 3aJIMBKH ST9€CK

4.4.9.1 3asiuBKa si4eeK IBeTOM

J1J1s 3aMBKHU siueeK 1IBeTOM BBITIOJIHUTE CIle/lyolllye IeHCTBUSL:

1. Beimenure Tabiuvily Wi sS4YelKy/Mana3oH siueek, [BeT 3aJIMBKU KOTOPBIX HeoOX0IuMo
V3MEeHUTb.

2. YroObl OKpacUTh s;YeMKH B IIOCJIE[HUM I[BET, KOTOPbIM MCIIOJIB30BAJICS VIS 3aJIMBKU

sg9eeK pdaHee, Hd4 IIdHeJIM HWHCTPYMEHTOB, B pa3fejie Taﬁmma HA’XMHUTE KHOIIKY

£

== (IIBeT 3ammBKH) (cM. Pucynok 178).

=Y =~ T v O~ LB ® & B AR5
1— — = © ]
dmv = 5= Hv v T

W HeT 3annekn
Ab3ay

LieTa TemMbI:

b

CraHaapTHBIE LEETE:

MocnegHue UEeTa:

Opyrue ueeTa... j?

Pucynok 178 — Knonka IlBeT 3a1uBKH ¥ IIaHe b BbIOOpaA I[BeTa
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3. YtoObl OKpAacUTh SYEWKH B JIPyrOM IBeT, HXKMHUTE Ha CTPeJIKy CIpaBa OT KHOIKHU

<

== (LIBeT 3a/1MBKH).
4. Ha oTKpbIBIIIeics TaHeJld BbIOOpa I[BeTa yKaXkKUTe IBET 3aJMBKUA sSUeeK OIHUM U3
CJIe1yIOIINX CIIOCOOOB:
— BblOepUTe BT B OJIHOM U3 MpeJICTaBJIeHHbIX HA0OPOB 1IBETOB,
— YKa&XuTe KOJ I[BeTa BPy4HYIO,

—  CKOIMPYHTE IBET C TIOMOIIBIO MUIETKH.

4.4.9.1.1 BeiOpaTh HBeT B IpeCTaBJIEHHBIX HA0Opax IBETOB

Ha manenu Beibopa 118eta (cM. Pucynok 178) ripesicraBiieHsl ciieyolnive HabOphbl I[BETOB:

— IIBeTa TeMBI — COJIEPXXUT IIBETOBYIO MAJIMTPY TEMBI TEKYIIIero JJOKYyMeHTa.

— CrangapTHble IBeTa — COIEPXUT I[BeTa, KOTOpble II0JIb30BaTeIM dYallle BCEero
BbIOMpAIOT P GOPMATHPOBAHUU JOKYMEHTA.

— ITocimegnme mBeTa — COAEPXKHUT A0 JECSTH MOCJIeHUX IIBETOB, KOTOPbIe Bbl BHIOMPAH
npu ¢opmarvpoBaHuu AokyMeHTa paHee. Habop Ilociemmnme mBera oTobpakaercs,

€CJIU Bbl BbIOMPAJIA XOTs ObI OJIMH IIBET.

[Tpu HaBeneHMM Kypcopa MBIIIM Ha JI00OM IBeT oToOpaXkaeTcsl 3HaueHWe 3TOro IiBeTa B

uBetoBor Mogenu RGB. Hanpumep: RGB 192,80,77.
Jly1st BBIOOpA 11BeTa IIeJIKHUTe [0 HeMy JIeBOM KHOIKOW MBIIIIH.

IIBet mo6aBuTcs B Habop Ilociennue nBeta u or™MeTutcs daxkkoMm. [lanens BeIbOpa 11BeTa

3akpoetcs. Slueliku OKpacsaTCs B BbIOPaHHBIH I1BeT.

4.4.9.1.2 Yka3aTh KO/ IIBeTa BPy4YHYIO

Ecmu B nepeuniciieHHbIx Habopax 11BeTOB HeT IO/IXOASIIEro IIBeTa, YKaXKUTe ero Koj BpY4IHYIO:

1. Haxwmurte kHoniky JIpyrue nBera (cM. PucyHnok 178).

2. B otkpoiBiieMcs okHe Beioop nBera (cM. Pucynok 179) ykaxkurte TpeOyeMmblil I[BET B
Busie HEX-kona wim B popmare RGB.

3. Haxmure kHonky OK.

IIBeT, ykasaHHBIM Bpy4Hy!o, fob6aBuTcs B Habop Ilocnennue mBera (cMm. Pucynok 178) u

orMeTuTcs dnaxkoM. [laHens BeIOOpa 1BeTa 3akpoeTcs. Sueiiku oKpacsTcsl B BbIOpaHHbIH 11BeT.
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Brifop ueeta >
Hex-kog MpegnpocuoTp
e |
KpacHmi 3eneHbl i CHHWIA

o Cllo Z.|o

R

Pucynok 179 — Okno Beroop nBera

4.4.9.1.3 CxonupoBaTs IBeT C NOMOIIBI0 HIIETKH

ITunerka IpeaHa3Ha4eHa I OAHOBPEMEHHOT'O KOIIMPOBAaHHS IIB€Td C TeKCTa HUJIN O6’b€KTa,
pacIoioXeHHoro B pabodeit ob6jacTv riaBHOrO OkHa (CM. paszfen 3.4), U 3aJIUBKU S'9eeK 3TUM

IIBETOM.

[TuneTka HeaKTUBHA B peXXMMe pelJaKTUPOBAHHUS KOJIOHTUTYJIOB (CM. paszen 4.12.2).

YTo06BI CKOITMPOBATH IIBET C [IOMOIIbIO ITNIIETKH, BBITIOJIHUTE CJIeYyIoIIre JIeVICTBUSL:

1. Haxmure KHOIKY & (ITmmetka) (cm. Pucynox 178). Ilanens BwIOOpa 1BeTa
3aKpoeTcsl, U KYpCcop MPUMET BU]I «IIpHllesiay Jijisi BbIOopa IBeTa.

2. HaBemuTe Kypcop Ha I[BeT, B KOTOPBIN CJe[lyeT OKpacUTh siuediku. Jljis Gojiee TOYHOTO
BbIOOPA I[BeTa OPUEHTUPYHTeCh Ha 00J1acTh, PaclooXeHHYIO CIipaBa OT Kypcopa. B Heit
oToOpakaeTcs BT IUKCeJis, Ha KOTOPbIM B JaHHBIM MOMEHT HaBeJieH KypCcop.

3. llenkHwuTe 110 I[BETY JIeBOW KHOIIKOU MBIIIH.

Sldeliku OKpacsATCs B BBIOPAHHBIM IIBET, U KYPCOP MPUMeT OOBbIYHBIM BUI. YKa3aHHBIN IIBET
nobasutcss B Habop Ilocimennue nBera (cM. Pucynok 178) u otmeruTcs: uiakkoM Ha IaHeNu
BbIOOpA IIBeTa.

Eciu Tpebyercs oTkiouuTh nuieTky 6e3 BbIOOpa I[BeTa, HaxkxmuTe kiaBuiny Esc Ha

KJIaBHaATYype.
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4.4.9.2 OTMEeHUTH 3aJIMBKY

YTOoOBI OTMEHHUTH 3dJIMBKY fA4e€eK, BbIIIOJIHUTE ClieJyroiue JIerCTBUS:
1. BI)I}IGHI/ITe Ta6J'II/IIIy NIn SIQEFIKY/ ANAIId30H AYeeK, 3a/IMBKY KOTOPbIX HEOGXO}II/IMO OTMEHUTD.

2. Ha maHenu vHCTpyMeHTOB, B paszeiie Tabsuia HaXXMUTe CTpeJIKy ClipaBa OT KHOIKH

ﬁ (IBet 3amuBKH) (cM. Pucynok 178).

3. Ha nmanenu BeibOpa 1BeTa HaxkMuTe KHONIKY HeT 3a/IuBKH.
4.4.10 I'panuis! s9eex

4.4.10.1 N3mMenuTh NapamMeTphI rPaHHUIL

YToOBI M3MEHUTh MapaMeTphl TPaHUIL JJis STYEMKH/IMara30Ha sueeK/TabuIlbl, BhITIOIHUTE
CJlelyIolve IeNCTBUS:

1. BoienyTe TabIMITy WK STYEMKY/IUAIIA30H sSTUeeK, TPaHUITbl KOTOPBIX HeOOXOIMMO M3MEHUTb.

2. Ha manenu MHCTpPyMeHTOB, B paszfieiie Tabauma HaXXMHUTe Ha CTpeJIKy CIipaBa OT

KHOIIKHY [1] (cm. Pucynok 180).

I
<

171
<

AB3ay

= / HeTt rpaHuu

LLeeTa Tenb:

4 BEETEE

Cra HASBPTHRIE LLBETE:

MNocregHue useta:

Apyrve uBeTa.. ﬂ

Pucynoxk 180 — ITaHesib HACTPOMKY I'PaHMUIL
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3. Ha oTkpbIBiIedcs TaHeJd HAaCTPOMKU TPAaHMIl, B IepBOM 0JIOKe HACTPOEK yKaKUTe
MeCTO PACIOJIOXKeHUs TPaHHuIl, AJIsl KOTOPbIX He0O6X0/IMMO U3MEHUTh IlapaMeTphl.

4. Bo BTOpOM 06j10Ke HacCTpoek BbIOepUTe THI JIMHUU, KOTOPBIM ClelyeT MPUMEHHUTDb [
YKa3aHHbIX FPAHHUII.

5. B Tperbem 6i10ke HaCTpPOEK yKaXkKUTe I1BeT JIMHUW OJTHUM U3 CJIeJIyIOIIHUX CII0CODOO0B:
— BbIOepuTe 11BeT B OJIHOM U3 IPeJICTaBIeHHbIX HAOOPOB I[BETOB;
—  YKaXXHUTe KOJ I[BeTa BPy4HYIO;

- CKOHHPYFITE OBeT C IIOMOIIbIO ITUIIETKH.

Eciu B mepBoM miM BTOpoM OjioKe HAacTpoek BbiOpaHO 3HaueHuMe Her rpanmm, TO
IPAHUIIBI STYeeK OTOOPAKAIOTCS B BUJIe JIMHUM CBETJIO-CEPOro IBeTa. JTU JIMHUU YCJIOBHO
pasfesisioT SYeMKU U YIPOIIAIT paboTy c Tabiuieil. YCJIOBHbIe T'DaHUIIBl sueeKk He
0TOOpaXkaloTCsl B peXkuMme Tpe3eHTalyd, B oKymeHTax B ¢opmate PDF u PDF/A-1 u B

paciied4aTaHHbIX JJOKYMEHTaX.

4.4.10.1.1 BriOpaTh iBeT B NpeJCTaBJIeHHBIX HA00OpPax IBETOB

Ha mnanenu HacTpoWku rpaHul], B TpeTbeM O0isioke HacTpoek (cM. Pucynok 180)
MIpeJiCTaBJIeHbl Clieytolie Habopbl IIBETOB:
— IIBeTa TeMbI — COJIEPXKUT I[BETOBYIO MAJUTPY TeMbI TEKYIIET0 TOKyMeHTa.
— CraHgapTHble IIBeTa — COJIEPXUT I[BeTa, KOTOpble II0JIb30BaTeIM dYallle BCEero
BBIOMPAIOT TPU POPMATUPOBAHUH JOKYyMEHTa.
— TIlocnemnue mBeTa — COJIEPXKUT /IO JIeCATH MOCJIETHUX IIBETOB, KOTOPbIe Bbl BHIOUpAIU
npu dopMaTUpoBaHUU HoKymeHTa paHee. Habop Ilocnemnme mBera oTOoOpakaerc,

€CJIU Bbl BbIOMPAJIA XOTs ObI OJIUH IIBET.

[Tpu HaBeneHMM Kypcopa MBI Ha JiI0OOM IIBeT OoTOOpaXkaeTcsl 3HaYeHWe 3TOro IiBeTa B
uBeroBo Mofienii RGB. Hanpumep: RGB 192,80,77.

Jly1s BBIOOpA 11BeTa I1eJIKHUTe 110 HeMy JIEBOM KHOIIKOW MBIIIIY.

IIBer mob6aButcs B Habop Ilocnemnme mBera U OTMeTHTCS QuiakKoM. ['paHUIIBI sueek
OKpaCATCsl B BbIOpaHHBIN I[BET.

YToOBbI 3aKpBITH ITaHEJIb HACTPOMKY I'PaHUI], BBIIIOJIHUTE OJJHO U3 CIIeyIOIIUX AeHCTBUM:

— Ha manenu uHCTpyMeHTOB, B pasfieiie TaOumpma HaXXMUTe Ha CTpeJIKy CIipaBa OT

KHOIIKY [ (cm. Pucynok 180).
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— IlenxHuTe M0 MyCTOMY MeCTY JOKYMeHTa 3a IpefiejiaMy IlaHeJId HaCTPOMKY TPaHMII.

4.4.10.1.2 Yka3aThb KOJ I[BeTa BPYYHYIO

Eciu B mepeunciieHHbIX Habopax I[BeTOB HeT IOAXOJSIIEro IBeTa, YKaKHUTe ero Koj
BpPYYHYIO:
1. Haxmure xkHonKy JIpyrue nBera (cMm. Prucynok 180).
2. B otkpeiBiieMcst okHe Beioop nBera (cM. Pucynok 181) ykakurte TpeOyeMmblii I[BET B
Busie HEX-koma wim B popmare RGB.

3. Haxwmure kHoniky OK.

BriBop usera >
Hex-kog MpeanpocmoTp
o |
KpacHwid JeneHbid CHHKMA

o Cllo T/ |o

Pucynok 181 — Okno Beroop nBera

LIBet, ykazaHHbIN Bpy4HY!0, jo0aBuTCs B Habop Ilocinenqnue nBera (cMm. Pucynok 180) u
oTMeTUTCSl uiakkoM. [laHenb HACTPOMKM TpaHUI] 3aKpoeTcs. ['paHMIBI sYeeKk OKpacsTCs B

BBIODAHHBIN IIBET.

4.4.10.1.3 CxonpoBaTh IBET C IOMOIIHI0 TUIeTKHU

[Tunerka npegHa3HaueHa Jyisi OJHOBPEMEHHOT'0 KOIIMPOBAHHS IIBeTa C TeKCTa UM 0OBeKTa,
pacIoyioXkeHHOro B paboueli 06/1acTH TJIaBHOTO OKHaA (CM. paszen 3.4), ¥ IpUMeHeHMsl 3TOTO IIBeTa

K I'PAHUIIaM dYeeK.

[TuneTka HEaKTHBHA B peXXMMe PelJaKTUPOBAHHUS KOJIOHTUTYIIOB (CM. paszen 4.12.2).
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YTOoOBI CKOMTMPOBATH MBET C IIOMOIIIBIO MTATIETKH, BBIMTOJIHUTE CIIeIyIOIIe NeHCTBHUS:

1. Haxmure KHOIKY & (ITmmmerka) (cm. Pucynoxk 180). Ilanens BwIOOpa 1BeTa
3aKpOoeTcs, U Kypcop MpUMeT BUJI «IIpuIiesia» JIjisl BbIOopa IBeTa.

2. HaBenuTe Kypcop Ha I[BeT, B KOTOPBIN Clle[lyeT OKPacHTh IpPaHUIIbI sideek. [l Gosee
TOYHOTO BBbIOOpA I[BeTa OpPUEHTUPYWTeCh Ha OOJIACTb, PACIIOIIOXKEHHYIO CIIpaBa OT
Kypcopa. B Heli oToOpakaeTcst IBET MUKCeJisl, HA KOTOPBIM B IAHHBIA MOMEHT HaBeleH
KYpCOp.

3. lllenkHuTe MO BETY JIEBOM KHOIKOW MBIIIIH.

['panurpl siueek OKpacsSTCs B BBIODAHHBIM IIBET, W KYpCOp TNpPHUMeT OOBIUHBIM BUII.
Vkazauubiii niBeT nob6aButcs B Habop Ilocinennue nBera (cM. Pucynok 180) u otmetrutcs dutaskkom
Ha [1aHeJIM HAaCTPOMKU I'PaHULI.

Eciu Tpebyercs oTkiounTh nuileTKy 6e3 BbiOOpa I[BeTa, HakmuTe kiaBuiny Esc Ha

KJIaBHUaType.

4.4.10.2 IIpuMeHHNTH CTHIH IPAHUIL IPeAbIAyLIel Ta0 b

YtoObl OBICTPO MPUMEHUTb K s4YeliKe/Mana3oHy sdyeek/Tabiuile CTWIb TpaHUI
MpebIAyIIel TabIUIlbl, BLITIOJTHUTE CIeIyIoIIe TeHCTBUS:
1. Brimenure TpeOyeMyto TabJIMIly UK STYeHKY/UAIa30H siueeK.

2. Ha nanenu nHCTpyMeHTOB, B paszieiie Tabuma Ha)kMUTe KHOIIKY H (cM. Pucynok 182).

L s v
- & = AaB6BBITII = ...
% w @ E w {:.? OBbIUHbIF

TaGauua Ctinm

Pucynok 182 — KHonka npuMeHeHHst CTWJISI TPAHUIL TpeAblTyIiei TabauIbl

4.4.10.3 YanuTh rpaHUIbI

YrobObl yHaivTh 3aJjaHHble TPAHUIIBl SYEHKW/AMANa30HA sSYeek/TabuIlbl, BBIIOJTHUTE
Clleqytoliye AeiCTBUS:

1. Brimenure Tpebyemyto TabiIMIly WM STUeMKY/IMana30H sUeekK.
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2. Ha nanenu MHCTPyMeHTOB, B paszfieiie Tabauma HaXXMUTe Ha CTPeJIKy CIipaBa OT
KHOIIKHU [ (cm. Pucynok 183).

3. Ha oTkpbIBIIEHCS ITaHeTM HACTPOWKY T'PaHUIL:
— B nepBoMm 6J10Ke HaCTPOeK yKakuTe MeCTO yAaleHus TPaHHUII.

— Bo BTOpoMm 6510Ke HacTpoek BbibepuTe HeT rpaHuir.

[rpu—

— W

- —

<

%
<

=
<

Ty S v E &
S- =8 %‘ AaB6B1
Hiv = v By ! | Oserei

e
4

I

|

L4

T |
£

|

1.—
— w

AB3ay

— / HeT rpaHuy

Pucynok 183 — Y nanenue rpanuil

4. YToObI 3aKPBITh TTAHEJIb HACTPOUKY T'PaHUI], BBITIOTHUTE OHO U3 CJIeTYIOIINX JIeHCTBUMA:
— Ha nmanenu uHCcTpyMeHTOB, B pa3feiie Tabsmma HaXXMUTe Ha CTpeJKy CIpaBa OT
KHOTIKA 1] (cm. Pucynok 183).

— H_[eJ'IKHI/ITe o I1myCcroMy MeCTy [JOOKyYMEHTd 3a IIpefejldMHu IIdHeJIn HaCTpOfIKH

IPaHMUII.

4.4.11 BoipaBHUBaHMe U 00TeKaHUe TEKCTOM

4.4.11.1 BeipaBHuBaHue Ta0IUIBI

ITo YMO/TYdHUTIO Ta6J'II/II_Ia BbIPDABHUBAETCA II0 JIEBOMY KpdlO HOOKYMEHTd. OTCTYH cJIeBa

HacdjlegyeTrcsda OoT 86381_[8, IocJjie KOTOPOr'o pacCIioJIoXKeHa Ta6n1/1ua.

Yrtobbl M3MEHUTL CIOCOD BbIpaBHHMBaAHUA TaﬁJII/II_[bI MW OTCTYII, BBIIIOJIHUTE Cliegyronire

JIeUCTBUSL:

1. VcraHnoBuTe Kypcop B 00yI0 SYeKy TaOIMIbl WIM BbIIENIUTE JIFO00M 3JeMeHT

TAOIUIBL/ TabIIUITY 1EJIUKOM.
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2. OTKpo#Te OKHO HAaCTPOeK TaOIUIIbI OJJHUM U3 CJIeAYIOIIHUX CII0CODO0B:
— BribepuTe nyHkT KOMaHAHOTO MeHI0 Popmar > Tabnuna > Hacrpours Tadaumy

(cm. Pucynok 184).

Wopmar  WMeotpyments Bug  OBwwi goctyn Hapcrpoikw  Cnpaexa

OuncTnTe fopMaTMpoBaHKue Ctrl+5pace nes | w 14 v AT AT = =
WpndgT g : L e i v £ 11E v =
BripaBHUBaHKE » o
Ab3ay

Hactpolikin cnucka
MNoeopoT TekcTa r
Wzobpaxernne r
TaBanua b T BcraeuTo cTpoky ceepuy Alt+A

&8 BcraBwTe CTpOKY CHW3Y Alt+B

B Bcraewte cronBey cnesa Alt+L

ﬂ Beragute cTonbey cnpaea Alt+R

d ¥panuTe CTpOKY Ctrl+Alt+R

ﬁ ¥panuTe cTonbey, Ctrl+Alt=L

B YaanuTe Tabamuy Alt+5Shift+T

B ObbeguHuTh A4EAKK Ctrl+4lt+M

Ed Pasgenuto aueiky Alt+5hift+M

Pazmep Aauelkn...

@' HacTpowTe TaBanuy

Pucynok 184 — Ilynkt komManaHOTO MeHi0o HacTpouTh Tabuiry

— Ha nanenu uHCTpyMeHTOB, B pa3zernie Tabuuma HaXkMUTe KHOIKY det (Hacrpoutsn

Tabuiy) (cm. Pucynok 185).

-l(:} W W
- — = © AaboBeIT[z ...
HH ~ [ T W ‘Jr:'::'.-_lf OBkl

TaGauua Ctiam

Pucynok 185 — Knonka HacTpouts Taduigy
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— IlemukoM MpaBOM KHOINKH MBI OTKPOHTE KOHTEKCTHOe MEHIO U BBIIOJIHHATE

komaHny HacTpouts Tabsuy.

3. B okue Hacrpoiiku Tadmuns! (cM. PucyHok 186) Beibepute criocob BbIpaBHUBAHMUSL: 110

JIeBOMY Kpalo, 110 IIeHTPY WJIU 110 IPaBOMY Kparo.

4. FEcmm st Tabimuiel BLIOPAHO BBIPABHMBAHUWE TI0 JIeBOMY Kpato, B mojie OTcTyn cieBa

YKaXuTe paCCTOdHHe OT JIeBOr'o II0JId JOKYyMeHTa 10 Ta6J'II/II_IbI.

5. Haxwmwure knonky OK.

Hacrpofkn Tabauue

BripaeHWBaHWe

= = H

OrcTyn cnesa:

0,00 cm -

D ETeKaHWe TEKCTOM

Pucynok 186 — Oxao HacTpoiiku Tadaunsl

4.4.11.2 O0TexkaHue TeKCTOM

B nanHoO¥ Bepcry NPUIIOXKeHUs IeMCTBYIOT Clle/lytollle OrpaHUYeHUs

— Tabmumel B koyoHTUTYMAX (CM. pasfen 4.12.2) He MOTYT UMeTb CBOMCTBa OOTeKaHUS

TeKCTOM. HpI/I BCTaBKe TaKOM T86JII/II_U:>I B KOJIOHTUTYJI CBOMCTBO aBTOMATUYECKU

OTKJIIOYaeTCH.

— Ecm B Tabmure ectb oObequHeHHas sdeiika (cM. pasnen 4.4.14), yacTb KOTOpOW

IIepeHOCUTCA Ha CleJyIIyr0 CTpdHUIY, TO OdHHbIe, KOTOpble COHNEPXUT 3Ta sgJelka,

oToOpaXkatroTcsl Ha 06erx CTpaHUIlaX.
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Ecnmu TekcT B sdelike He IIOMellaeTcsi II0 BbICOTE HA OAHY CTpaHMIy, TO
HeIIOMeCTUBIIAsICS 4acTb TeKCTa oOpe3aeTcsl.

Ecnmu npu coBMmecTHOM paboTe Hag JOKyMeHTOM (cM. pasznen 4.15) omuH u3
[I0JIb30BaTesled BKJIIOYaeT WIM OTKIoYaeT JUIsi Tabiuibl oOTekaHWe TeKCTOM, TO
M3MeHeHMs], KOTOpble IPyroi M10JIb30BaTeslb BHOCUT B TaO/IMIly HEIIOCPeJICTBEHHO B 3TOT

MOMEHT, He COXPdHAIOTCA.

YT0O6BI HACTPOUTDb obTekaHve Ta6J'II/IIIbI TEeKCTOM, BBIIIOJIHUTE CJIeayrolire JerCTBUS:

1.

VYcraHoBuTe Kypcop B JI0OyIO0 S4elKy TaOiMIbl WM BblAeNWTe JH0O0W 3J1eMeHT

TAOIUIBL/ TAOIIUITY [IEJIUKOM.

OTkpoiTe OKHO HAaCTPOeK TabJIUIIbl OJHUM U3 CJIeIyIOIIMX CII0COOO0B:

— Bribepute nyHKT koMaHiHOTO MeHI0O @opMmat > Tab6smmma > Hacrpouts Tadsmiy
(cm. Pucynok 184).

— Ha nanenu unHcTpymMeHTOB, B pasnene Tadumia HaXXMUTe KHOIKY (HacTpoursn
Tabmuiy) (cM. Pucynok 185).

— [llesiukoM 1NpaBOM KHONKW MBIIIM OTKPONTE KOHTEKCTHOE MEHI0 M BBIIOJIHWTE
koManay Hacrpouts Tabsmmy.

B okae Hacrpoiiku Tabmunb! (cM. PucyHok 186) mocraBbre dakok Qb0TekaHHe TeKCTOM.

VYkaxute crocob® BbIpaBHHUBAHUSI TaOIUIBI W, TP Heobxoaumoctd, OTCTynm ciieBa

(cm. pasmen 4.4.11.1).

YKaxuTe paccTosHMe OT TpaHuI] TabiuIbl 10 OKpyXatoilero ee Tekcra CrieBa,

Copasa, CBepxy 1 CHusy.

Haxwure knonky OK.

Ecmu Ta6JII/IIIa 3dHUMdEeT HEeCKOJIbKO CTpaHHI], TO 00TeKaHue TeKCTOM IIpUMEeHseTCAa

TOJIBKO Ha CTpdHHUIIE C HOoCIegHer 4acThiO Ta6J'II/II_[bI. Ha JTy CTpAaHUIY IIePpEeHOCUTCSI BeCb

TeKCT, KOTOPBIM PACIIOIOXKEH TMOCyIe STKOPsI TabyuIibl (CM. pasaen 4.3.1).

Tabnuiy, Jiis KOTOPOM HACTpOeHO OOTekaHWe TEeKCTOM, MOXXHO OBICTPO IepeMeCcTHUTh B

Jpyroe MecTo AoKyMeHTa. J1j1s1 aToro:

1.
2.
3.

HaBenuTte kypcop MbIIIM Ha TabIUITy.
HaxxmuTe KHOIIKY i, 0TOOPA3UBIIYIOCS B JIEBOM BepXHEM YTy TaOJIUIIbI.

Y nep>kuBasi JieByI0 KHOIIKY MBIIIIH, TlepeMecTUTe TabJuily B TpebyeMoe MecTo I0KyMeHTa.
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4.4.12 3aMeHUTH pa3Mep CTOJIOIA WIM CTPOKH

Pa3mep cronbia unm cTpoku MOXKHO U3MEHUTh OJHUM U3 CIIeAYIOLIUX CII0COOO0B:
— IepeMeCTUTb I'PaHMIly CTOJI01a/CTPOKU BPYYHYIO;

— yKas3aTb TOYHYIO TUPUHY CTOJIOIA/BBICOTY CTPOKH.

4.4.12.1 I3meHuTH pazMep BPYUHYIO

Y106BI MU3MEHUTDH pa3Mep OJIHOT'O CTOJIOIA UM CTPOKHU, BBIIIOJHUTE CJIeyIOIIue T1eUCTBUS:

1. HaBemuTe Kypcop Ha TpaHMIy CTOJIOIA WM CTPOKH, pa3Mep KOTOPOM HeoOXOIUMO
u3MeHuThb. Kypcop mpuMet BU IBYCTOPOHHEN CTPEJIKH.

2. YIepxwBas HaXaToH JIeBYIO KHOIIKY MBIIIH, IIPOTSHUTE KypCOp Tak, YTOOBI I'paHHMIA
CTOJIOIA/CTPOKH MpHUHSJIA TpebyeMoe MoJIoXKeHue.

3. OTHYCTI/ITE JIEBYIO KHOIIKY MBIIIIH, YTOOBI BHCI)I/IKCI/IPOBHTI) II0JIO>KEeHHe.

HOCJIGI[HSISI BepPTUKAJIbHAS I'PAHHIIA Ta6JII/IHbI He MOXET IIPeBbIIAaTh IIPpaBOoe I10J1e CTPAHUIIBIL.

YToObl YCTAaHOBUTH OJWHAKOBBIM pa3Mep [JI HECKOJbKHUX CTOJIOI[OB/CTPOK TabJMIIb,
BBITIOJIHUTE CJIeyIOII1e TeUCTBUS:
1. Boigenurte maHHbIe CTOJOIBI/CTPOKH.
2. VYcraHoBUTe Ji OAHOTO CTOJIOIA/CTPOKU pa3Mep, KOTOPBIA TpeOyeTcsl IPUMEeHUTD JIJIs
BCeX BblJIeJIeHHBbIX CTOJIOIIOB/CTPOK TabmuIlbl. [[jis aToro:
— HaBenure kypcop Ha rpaHuily Jit060ro CToJIOIA/CTPOKU TaK, YTOOBI OH MPUHSIT BU/L
IIBYCTOPOHHEe! CTPeJIKU.
— YIepxuBasi HaXXaTOM JIeBYHO KHOIIKY MBIIIM, MPOTSHATE KypCOp TakK, 4YTOOBI
IPaHUIIA CTOIOIIA/CTPOKU NPHHSIIAa TpebyeMoe MOoJI0XKeHHe.

— OtTnycruTe J1eBy10 KHOIIKY MBIIIH, YTOOBI 3apUKCUPOBATh MOJI0XKEHHe.

J1ns1 BBIZIEJIEeHHBIX CTOJIOIIOB/CTPOK TAOIMITEI OyJleT aBTOMAaTHUYeCKH YCTAHOBJIEH pa3Mmep,
YKa3aHHBIHN JIJIs1 JAHHOTO CTOJI011a/CTPOKH.
YToObl yCTAHOBUTH OJMHAKOBBIM pa3Mep MJis BCeX CTOJIOIOB/CTPOK TaOJUIIbI, BbLIIEJIUTe

Tabymiy (cM. paznen 4.4.8) v BHITIOJTHUTE aHAJIOTHYHbIe JIeHCTBUS.
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4.4.12.2 Yka3aTh TOYHBIA pa3Mep

YTo0OBI YKa3daTb TOYHYIO HIWMPUHY IJId OJHOT! 0/HEeCKOJIbKHX CTOJI6IIOB WJIN BBICOTY IJId

OHHOﬁ/ HEeCKOJIbKHX CTPOK, BbIIIOJIHUTE ClieJyroniye e CTBUS:

1. Vkaxure maHHBIE CTOJIOIBI/CTPOKU:

— YToOBI U3MEHUTh MIMPUHY OAHOTO CTOJIOIA WMJTM BBICOTY OIJHOMW CTPOKH, BBIJIEJIUTE

3TOT CTOJIOEI/CTPOKY WJIM BBIZIEIUTE JTIOOYIO STUeiKy, KOTOpast HAaXOJUTCS B TAaHHOM

cTosb1e/cTpoke.

— YT00BI U3MEHUTH IMWPHUHY HECKOJIbKUX CTOJI6IIOB HJIN BbICOTY HECKOJIbKHUX CTPOK,

BBIJIEJIUTE 3TH CTOJIOIIBI/CTPOKH WA BBIJENHUTe JII0O0M Juamna3oH s4eeK, KOTOPBIN

HAXOJIUTCS B IAHHBIX CTOJIOIIAX/CTPOKAX.

2. Orkpotite okHO Pa3mep sigeliKu OHUM U3 CIIEAYIOMIUX CIIOCODOOB:

— Bribepute nyHkT komanaHoro meHio Popmar > Taomuma > Pa3zmep

(cm. Pucynok 187).

Dopmat

MHCTpyMEHT

OuncTuTe dopMaTHpoBaHKE

Wit
BoipaeHneanue

HacTpoiikn cnucka

MoeopoT TekcTa

WzobpaxeHwe

Tabavua

Bug OBwwi goctyn

Ctrl+Space

Pucynok 187 — IlynkT komanaHoro MeHio Pazmep stueiiku

IMES

Hagctpoikn  Cnpaeka
vi |14 v AT AT
L e i v &

HE T & =8 2o B A

&

BcTaewTe cTpoky cEEpxy

BcTaenTe cTpoKy cHM3Y

BcraewTe cToabey cneea

BeraewTe cTonbey cnpaea

¥nanute cTpoky

Y¥aanute cTtonbey,
¥nanute Tabanwy

COBbEgMHUTE AUEMKK
Paspenute Aueiiky

Pazmep Aueiku...

Hactpoute TaBanuy

Alt+A
Alt+B

Alt=L
Alt=R

Ctrl+Alt+R
Ctrl+Alt=L

Alt+Shift+T

Ctrl+Alt+M
Alt+Shift+M

SUYeHKH
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— Ha manemu wuHcTpy™mMenToB, B pasgenie Tabmmma (cM. Pucynoxk 188) nHakmure

KHoTIKY || (Pa3mep sueiiku).

l(:} W W
- — = = AaboBsel'T/[;
HH ~ [ T W E';':f OBkl

TaGauua Ctiam

Pucynok 188 — Knonka Pa3mep siueiiku

— [IlpaBoii KHONKOW MBIIIM IEJIKHUTe 110 BbIIeJIEHHbIM CTOJIOIaM/CTpOKaM |
BBITIOJTHUTE KOMaHy KOHTEeKCTHOTO MeHI0 Pazmep sueiikm.
3. B okue Pasmep siueiiku (cM. Pucynok 189) ykaxute Tpebyemyio Illupuny cToJiomoB
i BeIcoTy CTPOK.

4. Haxwmure kHonky OK.

Pazmep aueiin =

LW prHa

| R e

{3

Bricota

{3

0,36 cm

Pucynoxk 189 — Oxno Pa3mep siueiiku

4.4.13 Yka3aTb TOYHBII pa3mep siaeeK

YTo0OBI YKa3daTb TOYHBIN pasMep OJTHOM WJIM HECKOJIbKHUX SIYeeK, BBIIIOJIHUTE dlegyromiye

JeUCTBUS:

1. Broimenure 3TU sS4elKH.
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2. Ortkpouite okHO Pa3mep sideliKH OHUM U3 CIIEAYIOMUX CIIOCODOOB:
— Bribepute nyHkt komaHaHoro MeHio dPopmar > Tadomuma > Pa3mep sueiiku
(cMm. Pucynok 187).
— Ha manenu wuHcTpymeHTOB, B pasfiene Tao6muma (cM. Pucynok 188) Hakmwure
KHOTIKY || (Pa3mep siuelKkn).
— [IlpaBo¥i KHOMNKOW MBI INEJIKHATE IO BBIJIEIEHHBIM sYeKaM U  BBIIOJIHUATE
KOMaHJly KOHTeKCTHOTo MeHI0 Pa3mep siueiikm.
3. B oxue Pasmep srueiiku (cM. Pucynok 189) ykaxute Tpebyemyro Illupuny v BeicoTy

siueek ¥ HaxkmuTe KHOTIKY OK.

4.4.14 O0peauHUTE T4eHKN

JIroboe KoIM4YecTBo sS4YeeK B Tab/IuIe MOXKHO OObeIUHUTD.

[Ipu o6benuHeHnH stueex:

— OTMeuYeHHBbIN AMAIla30H CTAHOBUTCS eJUHOM STUYerKOMH;

— COXpaHSIOTCS JIaHHbIE TOJIBKO U3 BEPXHEeW JIEBOU STYeMKH JUarna3oHa;

— K 0OBeJUHeHHOM stuelike IpUMeHsieTcs: GopMaTUpPOBaHKe BepXHel JIeBOM sSUeiKU Iuara3oHa.

YT0o0Ob! 00BEIUHUTD STYEUKH, BHIIEJIUTE UX U BBIIOJIHUTE OJTHO U3 CJIeAYIONIUX JeHCTBUI:
— Bruibepute nmyHkT komaHaHoro meHio Popmar > Tabmumna > O0begUHUTH STYEHKH

(cMm. Pucynok 190).

Gopmatr  Muctpyments Bug  OBwwit goctyn Hagctpoiikn  Cnpaeka

OuncTuTe dopmMaTnposaHue Ctrl+5pace nes | v 14 |v| A A+ .E - =
Wpndr : [ ﬁ v £ ilE w =
BripaeHueaHue L4 - '
pe Ab3ay
HacTpoiikn cnncka
MosopoT TekcTa L4
WzobpameHne L4
Tabauua P T BoTaeWTs CTPOKY CBERXY Alt+A
& BcTasWTh CTpoKY CHM3Y Alt+B
B Bcrasuts cronBup cresa Alt=L
ﬂ BeraeuTe cTonbuw cnpaea Alt+R
B YaaniTb cTpoky Ctri+Alt+R
m Yaanuts cronbup Ctrl+Alt+U
B Yaanute TaBauuy Alt+Shift+T
E  ObvegnHute Aueikmn Ctrl+Alt+M

Pucynok 190 — [TyHkT koMaHHOTO MeHIO O0BeAUHUTD STYIeHKH
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— Ha nanemu uHcTpymeHToB, B pasferne Tabmmma (cMm. PucyHok 191) HaxkmuTe KHOIIKY

o (O0beqMHUTD AYeHKH).

O W (-]:-) w
- il AaBOoBeIT[ | ...
% hd z & ¥ {::';_' OEbIYHbI

TaBnuua Ctinm

Pucynok 191 — Knonika O0benMHUTE SYeHKU

— IlpaBo¥i KHONKOM MBIIIM IIEJIKHUTE TI0 J[Wala30Hy U BBIIOJIHATE KOMaHAY
KOHTEeKCTHOTO MeHI0 O0beTUHUTD STYeHKH.
— Haxmure coderanue kiasuin Ctrl+Alt+M (Windows, Linux) win ~Option+$Cmd+M

(macOS).

Jlyist pasnenenvss 0ObeJJUHEHHOW sSYeMKU BOCIO/Ib3ylTech KOMaHIoW Pa3menuTs sueiky

(c™m. paznen 4.4.15).

4.4.15 Pa3nenuthb sueiky

Paznienienne sueek Ha HECKOJIBKO CTPOK MJIM CTOJIOIIOB yIOOHO UCIIOIb30BaTh IIPYA CO3/1aHUU
CJIOXKHBIX TabnuIl (Hanpumep, B KOHCTPYKTOPCKOM JIOKyMeHTAIUH).

B Hacrosiiiiee Bpemst IeMCTBYIOT CJle[lyoIliie OrpaHUYeHUsL:

— HeJJOCTYIIHO OIHOBPeMeHHOe pasfiejieHHe HEeCKOJIbKUX sSUeeK;

— HeJIOCTYIIHO OJJHOBpPeMeHHOe pasfiejieHre ST9elKu Ha CTOJIOIbI U CTPOKH.

Ecm nna  pasnmenenusi BbiOMpaeTcsl siueiika, KOTOpPasi COCTOMT U3 00BbeIMHEeHHBIX
cTONOIOB/CTPOK (CM. pasfen 4.4.14), To 4uciio CTONOIOB/CTPOK, Ha KOTOpPbIe OHA pa3felisercs,
JIOJKHO SIBJISITHCSL JIeJIUTeJieM 4Hciia 00beIMHeHHBbIX CTONOIoB/CcTpoK. Hampumep, ecnu sderika
COCTOWT U3 8 00beITUHEeHHBIX CTOJIOIOB, TO ee MOXHO pa3/ieluTh Ha 1, 2, 4 wiu 8 cronbmos. Ecmm

siyerika COCTOUT U3 6 0ObeIMHeHHBIX CTPOK, TO ee MOXHO pa3fesiuThb Ha 1, 2, 3 uinu 6 cTpok.

YTOoOBI pa3/iesuTh STYeiKy, BBITIOJIHUTE CIeIyIolre JeHCTBHUS:

1. Beigenure siueiiky.
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2. BoimonsuTe koMaHy PaspesnTh 4eiiKy oIHUM U3 CIle/lyI0IIKX CIIOCOOO0B:
— BribepuTe nyHKT koMaHaHOTrO MeHio Popmar > TabGsmma > Pasnenuts siuediky

(cMm. Pucynok 192).

Dopmat  MHcTpymeHTs Bug  O6wwid goctyn  Hagctpoikw  Cnpaeka

OuKcTHTE dopMaTposaHie Ctrl+Space nes | v 14 v AT AT EE - =
Wpnt :: [ i v &£ v — =
BipaeHuBaHue -
i AB3au
HacTpofkn cnucka
MosopoT TekcTa
zobpamerne
TaGnwua T BcraewTb cTpOKy CBEpXY Alt+A
& BeoraewTe cTpoky cHWIy Alt+B
B Bcrasute croaBuw cresa Alt+L
ﬂ Bcraente cTonBuM cnpaga Alt+R
& YaanuTe cTpoky Ctri+Alt+R
ﬁ Yaanute cTonbuw Ctrl+Alt=l
BEE,  ¥YaanuTe Tabnuuy Alt+5Shift+T
B ObweauHnTe AYEikn Ctrl+Alt+M
[ Pasgennts Aueiky Alt=Shift=M

Pucynok 192 — IlynkT komanaHoro MeHio PaznenuTs siaeliky

— Ha manemu uHcTpymeHTOB, B pasfenie Tabimma HakmuTe KHOIKY g (PazgenuTnb

sgeiiky) (cm. Pucynok 193).

lO W W
- — = = AaboBeIT[z ...
HE‘ w T W {C:'} O6kIuHb

TaGauua Ctiam

Pucynok 193 — Knonka Pa3nenuTs sueiky
— IIpaBO¥ KHOIIKOW MBIIIM IIEJIKHUATE T10 BbIJIEJIEHHOM S'YeiiKe W BBIIIOJIHATEe KOMaHIy
KOHTEKCTHOTO MeHIo Pa3nenuTs siyeiky.

— Haxwmure coueranue kiasui Alt+Shift+M (Windows, Linux) wm ~~Option+{Shift+M

(macOS).
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3. B okne Pasmenenne siaeiiku (cM. PucyHok 194):
— VYkaxuTe, Ha KaKoe KOJIMYeCTBO CTOJIOIIOB WIM CTPOK CjelyeT pa3/ieiiuThb
BbIJIEJIEHHYIO siueliKy. YUMo MOXHO BBECTHM BpPY4YHYIO, BbIOpaTh C IOMOIIbIO
CYeTYrKa, KJIaBHII KJIaBUATYPHI | ¥ T WM MPOKPYTKOM KOJIECHKA MBIIIIH.

— Haxwmure kHOTIKY OK.

PasgeneHue A4efu -

O Cronbup

Crpokw .

Pucynok 194 — Okno Pa3gesnenne ssueiiku

JlaHHBIe W3 pa3JieJIeHHOW SYeMKU MOMeIAI0TCS B BEPXHIOK JIEBYIO SYEHKY I10Jy4YeHHOI'O

AH1dIla30Ha. S4aeriku AUAdIla30Hd HACIeYIO0T CI)OpMaTI/IpOBaHI/Ie pas,ueneHHoﬁ STYEUKU.

4.4.16 IloBTOPUTH 3aro/IOBOK Ha KaKI0H CTPaHHIIe

HHornma TekcToBble JIOKYMEHTBHI COep>KaT OoJibliive TabJuIlbl, KOTOPble pa3MeIaloTCs Ha
HeCKOJIbKMX cTpaHunax. [Ipu pabore c Oosblion Tabmuileld MepUOIUYeCKU TPUXOIUTCS
BO3BpAILlAaThCS K ee Hadally, 4TOOBl YBHJETh ee 3aroyioBOK. YToObl mM3bexaTb 3TOr0, HACTPOUTe
oToOpa)keHHe 3aroJiIOBKa Ha KaXk/10M CTpaHuIle, HAa KOTOPOM pacrojioXeHa Tabiuia.

B kauecTBe 3arojioBka MOXKHO yKa3aTb TEPBYIO CTPOKY TaOJIMIIBI WM HECKOJIbKO CTPOK
TAOIUITBI, BKJIIOYAs IEPBYIO.

YT06BI NOBTOPUTH OJJHY MJIM HECKOJIbKO CTPOK B KaueCTBe 3arojIoBKa TaOJIMIIbl, BBIIOJTHUTE
CJIelyI1olye qeCTBUS:

1. Ykaxure oJIHy UM HECKOJIBKO CTPOK, KOTOPbIe OYAYT SIBJISITHCS 3aT0JIOBKOM TaOJIUIIBL:

— Ecnm TpebyeTcs mOBTOPATH Kak 3aroJIOBOK OJIHY CTPOKY, YCTaHOBUTE B Hee Kypcop,

BBIJIEJINTE B HEU J'IIO6YIO HQEIZKY WJIK BbIAeJINTe ee IIeJIMKOM.
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— Ecmm Ttpebyetcsi IOBTOPSATh KaK 3arojIOBOK HECKOJIbKO CTPOK, BBIJIEJIUTE B JaHHBIX
CTPOKax JIt0O0M IMana3oH siueeK WU BbIeNIUTe JJaHHble CTPOKU LIeJIMKOM.
2. Ha nanenu uHCTpyMeHTOB, B pazfene Tadauna HAXKMUTe KHOIKY % (IToBTOPATH KaK

3aroJIOBOK Ha KayKmou crpanune) (cM. Pucynok 195).

& w M < w
I & - o AaBoBEITl; | ...
% i @ E w {:}} BbIYHBI M

TaGnuua CTinm

Pucynok 195 — Knonka IIoBTOpATH Kak 3aroJIOBOK Ha Ka:KI0H CTpaHHIIe

YT0o6Bl OTMEHWTH MIOBTOpPEHHWe 3arojioBKa Ha KaXk/I0M CTpaHuIle, BBIIIOJIHWATE Clelyloliye
JeUCTBUS:
1. VYcraHoBuTe Kypcop B /00yi0 sUeliKy WIM BbIIeNUTe J000H [Mana3oH sdeeKk B
Tabinuie.
2. Ha nanenu muHCTpyMeHTOB, B pa3zesne Tao6mmuma (cM. Pucynok 195) HaxxmuTe KHOIKY

% (IToBTOpPATH KaK 3aroJIOBOK Ha KAXK/A0M CTpPaHHIIe).

4.4.17 IlpeoOpa3oBaTh TEKCT B TAOIHILY

[Tpu pa3meliieHun TekcTa B TabJuvIle KaXKObIA ab3al] MMOMeIIaeTcsl B OTHEbHYI0 SYelKy.
Tabmura 3anosnHsieTcst ab3aliaMuy cjieBa HallpaBoO, CBEPXY BHUS.

KomuuectBo cronbrioB B Tabivile MOXHO yKa3aTb BpyuHylo. KomudectBo cTpok
orpeJiesIsieTCs aBTOMaTUYeCKH 110 KOJIMUeCTBY ab3alleB B TEKCTe.

Yto06b! peobpazoBaTh TEKCT B TAOJIUILY, BHITOJIHUTE CJIeAYIOIMe 1eHCTBUS:

1. Ortpenurte 3HakOM ab3aria KaXkablii GparMeHT TeKCTa, KOTOPbIA He0OXO0JIMMO BCTAaBUTDH B

OTIIeJIbHYIO SYEeKY.
2. Brigenure Bech TEKCT, KOTOPbIM HEOOXO/IUMO BCTaBUTh B TAO/IUILY.
3. Yrobwl OGBICTPO CO31aTh TAOIMIy U3 TpexX CTOJIOLOB, BbIOEPUTE IYHKT KOMaHIHOTO

MeHio BeraBka > Tabauna (cMm. PucyHok 196).
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Beraeka @opmar  Wecrpymentm  Bug O

[]  Wzobpamerne...

TekcToeoe none
) @urypa b
222

TaGnvua...

Pucynok 196 — Komangnoe mento BeraBka

4. FEcmu tpebyercs co3maTh TabIMIly U3 MEHbBIEro Wiu OOJbIIero KOJM4ecTBa CTOJIOIOB,
pa3BepHUTe I1aHelb CO3[JaHus TabIUIIbI OJJHUM U3 CJIeAYIOIIMX CII0CO00B:

FHH

— Ha nanenu uHCTpyMeHTOB, B paszeiie BcraBka HakmuTe kHONKY 1 (Tabsmma)

(cMm. Pucynok 197).

AabbB AaB6B: AaBoBs .. [{Hwv v
Jaro..ok Jaro..oK 2 33'::-. oK 3 L——J @ E] 4
DOoo0o [%

TaBnvua Sul

Pucynok 197 — Knornka Ta6una

— Ha mnanenu wuHCTpyMeHTOB, B pasgeiie BcraBka HaxmuTe KHONKY == . Ha
0TOOPa3MBIIIEHCs TTAaHEeJIM BCTaBKY HaBeIUTe KYpPCOp MBIIIM Ha KHOTKY HH Tabauma

(cm. Pucynok 198).
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0Bl  AaBbboB AaBoB: AaB6Bs ... [_]v @ v E

bl Jaro.ok 1 3aro...oK 2 3aro.ok 3

B

Mzobpaxerwe.., -~

]II TekcToBDE NoNe
@ Durypa ¥ Q
D D D D Q HH  TaBawua >
(_‘3 Dopryna...
E CneuransHele CUMBONL... ¥
= Pazpeie cTpanvuw
*=  Paspuie pasgena
Howmepa cTpaHny ¥
@ KonoHTuTyam ¥
OrnaeneHne
Tabavua 5wl
(_:j Cecblnka...

Pucynok 198 — Ilanenb BcTaBku

5. Brigenure KOIWYECTBO CTOIOIOB, KOTOpOe OOJIKHa COJiep’KdTb TabIMIA, U IIEJIKHUTE

MBIIIBIO.

4.4.18 IIpeobpa3oBaTh TAOIMILy B TEKCT

Yto6s! peobpa3oBaTh TAOIHITY B TEKCT, BHITOJIHUATE CJIEAYIOIIHE JIeHCTBUS:

1. Bwimenwure Tabmuity (cM. pasmen 4.4.8).

2. BblnonHWTEe KOMaHIy BbIpe3aHHs WM KOIHWPOBaHUS TabOIUIBI JHOOBIM yIOOHBIM
criocoboMm (cM. paznen 4.11.2.1).

3. BroimosiHATe KOMaHAy BCTaBKM 0e3 ¢$OpMaTHUPOBAaHUS JIOOBIM yIOOHBIM CIOCOOOM

(c™m. paznen 4.11.2.2).

Tekct u3 OJTHOM CTPOKHU Ta6J'II/ILIbI BCTaBJIsdeTCd B OJWH 36381_1. B kauectBe pasnenunTesis

JAdHHBIX U3 sg9eeK UCIIOJIb3YeTCs 3HAK Ta6y'J'[HI_[I/II/I.
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4.4.19 Ymanurth CTOIOIBI HIH CTPOKH

YTo0OBI YAAJIIUTb OOWH CTOH6€II HJIN CTPOKY, BbIIIOJIHHUTE ClleJyromiye e CTBUS:

1. Vkaxwure cronbel Wiy CTPOKY ISl yJlaJleHusl OTHAM U3 CJIe[IyIOLIMX CIIOCOOOB:

— BeimenuTe 3TOT CcTOMOEIl WM CTPOKY, WM AWAla30H sS4eeKk B 3TOM CTOJIOIe WiId

CTpOKe.

— VYcTaHOBHUTE KypCOp B siueiike WIH BbIIeJIUTe siYelKy B 3TOM CTOJI0Iie WK CTPOKe.

2. Ynpanure cToibell WM CTPOKY OJJHUM U3 CJIEIYIONIUX CIIOCOOOB:

— Bruibepute myHkT koManaHoro MeHio Popmar > Tabmuma > Ypanurs

Wiy Y qanuTh cTpoky (cM. Pucynok 199).

croJidery

Dopmat

WMHeTpymeHTH

OuUCTHTE SopMaTMpoBEaHKNE

LWpudT
BoipaBHueaHue

Hactpolikn cnucka

MosopoT TekcTa

Wzo6paxernne

Tabauuya

Bvg OBwwi goctyn

Ctrl+5pace

Hagctpolikn  Cnpaeka
— + - — f—
mes | W 14w AT A = v =
: ] e i v £ o 111: w =
Ab3au
T BcraewTe cTpoky ceEpxy Alt=A
& BoTaBwTe CTpOKY CHW3Y Alt+B
B Bcrasute cronbey ceea Altsl
fl  Bcraeute cronBey cnpasa Alt+R
a  ¥panuTe CTpOKY Ctrl+Alt+R
w ¥panuTe cTonbey, Ctrl+Alt=L
B Yaanute Tabamuy Alt+Shift+T
B  ObbeguHUTE A4Sk Ctrl+Alt+M
Ed Pazgenute Aueiiky Alt+5Shift+M
Pazmep AYueikm..,
8% HactpouTs TaBauwy

Pucynoxk 199 — IIyHKTBI KOMaHIHOTO MeHIO AJIsl YAAJIeHUs CTOJI0IA U CTPOKU

— Ha nanemu uHCTpyMeHTOB, B pazziesie Tadymiia HaKMUTe KHOINKY BBIIAIAl0IIero MeHIo

¥ (Ymanuth s4eiiky, CToJI0en WiIH CTPOKY) U BbIOepUTe KOMaHAy w (Ynanurs

crosoern) wiu 3 (Y gaaurs cTpoky) (cM. Pucynok 200).
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-o b W
- - .E_ = AaBoBeI'T[lz ...
HE‘ v [ |£ :& {c}} OBbIYHbI

TaGanua

B Yaaamte CTROKY

% ¥aanuTe cTonbel,

Pucynoxk 200 — Komanas! yanenus cTosnbia v CTpOKU

— IllesrukoM mTpaBOM KHONKKW MBIIIM OTKPOHTE KOHTEKCTHOE MEHIO U BBIITOJIHUTE
KOMaH/ly Y AaJuTh CcToJ0el Wik Y JaJIUTh CTPOKY.

— Haxwmure coueranue kiapui Ctrl+Alt+U (Windows, Linux) wi ~Option+sCmd+U
(macOS), uytobbl ymamuth cronber,. Haxmure coueranne kiaBumn Ctrl+Alt+R

(Windows, Linux) 1 ~Option+3Cmd+R (macOS), 4To6b! y1aauTh CTPOKY.

YTOoOBI yIaMuTh HECKOJIBKO CTOJIOIIOB WIIM CTPOK, BBITIOJIHUTE CJIeIyIolIre JeHCTBHUS:
1. Boigenurte 3TH CTONOIBI WIA CTPOKH, WIH STYEMKH, PacIiojiOXKeHHbIe B HUX.
2. Ynanurte CTONONBI WIKA CTPOKU OJTHAM U3 CJIeIyIOIIHUX CII0CODO0B:
— Bruibepute myHkT koMaHgHOTO MeHI0O Popmar > TabGumna > Yaanurs cToadnbi

Wi Y JanuThb cTpoku (cM. Pucynok 201).

Dopmat  MHcTpymedTe Bwg  OBwwi goctyn Hapctpoikw  Cnpaeka

OuncTuTe dopMaTHpoEaHKe Ctrl+5pace e | v 14 v A {ﬂ.\+ ;E w =
Wpngt r : L e i v & = v =
BoipaBHuBaHne » -
b AB3au
HacTpolikn cnucka
MoeopoT TekcTa »
MzobpaxeHne »
TabBavua F TR BcTaewTh CTPOKM CBEPXY Alt+A
i  BoTaEuTh cTpOKW CHW3Y Alt+B
E Betagute cTonbum cneea Alt+L
Ml Bcrasute cronfum cnpaea Alt=R
S ¥ganvTe cTpokKW Ctrl+Alt+R
m ¥aanute ctonbuw Cirl+Alt+U

Pucynoxk 201 — ITyHKTBI KOMaH/THOT'O MEHIO JIJIsl YaJIeHUs CTOJIOIIOB U CTPOK
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3. Ha maHenmu MHCTPYMEHTOB, B pa3zienie Tadsma HaXKMUTe KHOIIKY BBITTAQIAlOIIEero MeHio

¥ (Ypanurh sideiiKy, CTOJI0Oel WJIH CTPOKY) U BbibepuTe KOMaHIY % (Yoanutp

cTooubl) i &= (¥Yaamuts cTpokn) (cM. Pucynok 202).

.‘f} w *-I—P w
- - < = AabBoBel'tdr ...

Hv@ (@ & o
TaGauua —I:é

B Ypanute CTPOKK

% ¥ oanmTe cTonbum

Pucynok 202 — Komanab! yjjaneHust CTOIOIIOB U CTPOK

4. IlemyxkoM MpaBOM KHOIMKU MBIIIM OTKPONTE KOHTEKCTHOe MEeHIO U BBIITOJIHUTE KOMaHy
Ynanurs cTosous wiv Y JaINTh CTPOKH.

5. Haxmwure coderanue kiasui Ctrl+Alt+U (Windows, Linux) win ~QOption+sCmd+U
(macOS), uTobbl ymamuth crTonbibl. Haxmure coueranue kimaBuin Ctrl+Alt+R

(Windows, Linux) ninu ~0Option+$#Cmd+R (macOS), yTobbI y1aJIUTh CTPOKH.

YToObl OBICTPO yHAMUTh OIJWH WIA HECKOJbKO CTOJIOIOB WJIA CTPOK, BBIIIOJIHATE
clleflytoniye AeiCTBUS:
1. Boigenurte 3TH CTONOIBI WA CTPOKH IEJTUKOM.

2. Haxmwure codyeranue kiaBuil Ctrl+- (Windows, Linux) nian #$Cmd+- (macOS).

4.4.20 Y nanurthb Ta0IHILy

YToOBI yIanuTh TabJIUITy, BOCIIOIB3YHUTECh OJTHUM U3 CJIeIYIONIHUX CIIOCOOOB:

1. Boigenure yt060¥ 371eMeHT TaOJIUIIBI UK TaOJIMITY IeJIMKOM. 3aTeM BBITIOJTHUTE OfHO U3
CJIeIYIOIIUX TeUCTBUM:
— Bruibepute nyHKT KoMaHaHOTO MeH0 Popmar > Tabuuma > Ymanurh Tadauiy

(cMm. Pucynok 203).
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Topmar  WMhotpyments Bug OBwwi goctyn HapcTtpoikw  Cnpaexa
OuncTnTe fopraTipoeaHne Ctrl+5pace nes | w 14 v AT AT = =
Wpudr LY e A £y v =
BhipaBHUBaHWE » o
Ab3ay

HacTpoiikn cnucka
MNoeopoT TekcTa »
Wzobpamerne r
TaBauua b TR BotaEwTb cTpoKM CcEEpRY Alt=A

&H BeTaeuTe cTpOKM CHM3Y Alt+B

B Bcraeute cronBum coeea Alt+L

ﬂ Betagute cTonbum cnpaga Alt+R

S YaanuTe CTPOKKM Ctrl=Alt+R

@ ¥panuTe cTonGup Ctrl+Alt+LU

BER  Yaaaute Tabanuy Alt+5hift+T

Pucynok 203 — [IyHKT KOMaHTHOTO MeHIO YJaJIUTh TabJIuILy

— Ha manenu wHCTpyMeHTOB, B pasfesne IIpaBka HaXXMUTe KHOIKY 1] (Ynmanurn)

(cm. Pucynok 204).

Daitn  [paeka Beraeka @opmat  MHotpyments Bug  OBwwi goctyn Hagctpoiikw

+ vk @ v &~ |[] | xOThames v

fobaene | = v | D O & X K Y AB
M3GpaHHoe dain MpaBka WpnadTt

Pucynok 204 — Knonka Y ganurtb

— IlpaBoii KHONKOM MBI MIEJIKHUTE IO JII0O0OMYy MecTy B Tabjulle U BBIIOJHUTE
KOMaH/Ty KOHTEKCTHOT'O MEHIO Y JAJIUTh Ta0/IHILy.
—  Haxwvure coderanve xiasum Alt+Shift+T (Windows, Linux) wm ~~Option+{Shift+T
(macQOS).
2. Bbipenurte Tabnuily 1eMKoM U HakMuTe codetanue kiaBuil Ctrl+— (Windows, Linux)

wm ¥Cmd+- (macOS).
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4.5 N3o0paxenus

4.5.1 BcraButh u300paxenue

B TekCTOBBIN IOKYMEHT MOXXHO J00ABIISTh N300paXKeHHsI:
— C KOMIIBIOTEpa;
— u3 6payzepoB Google Chrome, Firefox, Internet Explorer u Microsoft Edge;

— W3 TEeKCTOBBIX U TaOIMYHBIX PedaKTOpoOB, BXOOAINIMX B COCTaB O(l)I/ICHbIX IIaKeTOB

Microsoft Office u LibreOffice.

[TopnepxuBaercs pabora ¢ nsobpaxenusimu B popmatax PNG, BMP, JPG, JPEG, JPE, GIF,
TIFF u TIF.

4.5.1.1 BcraBuTh H300paxkeHue ¢ KOMIbITepa

YToObl BCTaBUTH B JOKYMeHT u300pakeHHe C KOMIIbIOTEpPA, BBIMOJIHUTE CIIeAyIoIre

JEeNCTBUS:
1. VcranoBuTe Kypcop Ha TO MeCTO B J[JOKyMeHTe, KyJa HeoOXOOUMO BCTaBUTh
n3obpakeHue.
2. BeinonHuTe KOMaHIy BCTaBKU OJIHUM U3 CJIeIyIOMIUX CIIOCOOOB:

— Bribepute myHKT KOMaHHOTO MeHIO BeraBka > M3o0paxenue (cM. Pucynok 205).

Beraeka @opmar  WHctpymentm  Bug OB

[]  WzobpameHue...

TekcToBDE None

Pucynok 205 — KomangHoe mento BeraBka

o
— Ha nmanenu uHCTpyMeHTOB, B pa3sziejie BcraBka HaXKMUTE KHOTIKY (A300paxkeHue)

(cm. Pucynok 206).

AaB6Bel AaB6Bel' ... F]v O] v E

3aronoeok 3 Jaronoeok 4 L1

Beraska b

Pucynoxk 206 — Knonka 300paskenmue
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— Ha nanenu uHCTpyMeHTOB, B pasfieiie BcraBka HakMuyTe KHOIIKY === (cM. Pucynok 207).

Ha 0T0Gpa3HBIIIENCS TAHEIH BCTABKH HAKMKTe KHOTIKY || Mi306pancenye.

Hv ] [Q)y B -

[ MaoBpakenne... ~
[F1  Tekcrosoe none s
& Q

Durypa ¥

AaboB AaBoB1 AaBéBsel ...

Jaro..ok 1 3aro..ok 2 3aro..ok 3

11

Pucynok 207 — [1anenb BcTaBku

3. B okHe daioBoro MeHemxepa BbiOepuTe H300pakeHHe, KOTOpoe HeobX0JIUMO

BCTdBUTD, U HA’KMHUTE KHOIIKY OTKpBITb.

4.5.1.2 BcraBuTh H300paxkeHue U3 dpay3epa Wi APyroro pegjakropa

YtoObl BCTaBUTH H300pakeHHWe U3 Opay3epa WIX JIPyroro peaakTopa, BBIMOJIHUTE
CJIeJIyIolre IeNCTBUS:
1. Cxonmpy¥ite u300pa’keHre U3 UCTOYHHUKA.
2. YcraHOBUTE KypcoOp Ha TO MeCTO B JOKyMeHTe, KyJa HeoOXOJWMO BCTaBHUTh
u3zobpaxxeHue.
3. BcraBbTe n3obpakeHre OJJHUM U3 CJIeYIOIIHX CII0CO00B:

— Bribepute myHkT koMaHHoro MeHio IIpaBka > BeraButhb (cMm. Prucynok 208).

Mpaeka Bcraska @opmar  Vectpymedte  Bug O
2 OtmeHuTs Ctrl+Z
T ToeTopuTs Ctri+¥
oo Buipesats Ctrl+X
Kenwpoeate Ctrl+C
|E| BrTaeute Ctrl+W

Pucynok 208 — Komangnoe mento IlpaBka
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— Ha manenu uHCTpymMeHTOB, B pasfieiie IIpaBka HaXkXMuTe KHOIKY B (BcraBuTh)
WM HAOXMUTE CTPeJIKy CIpaBa OT KHOIIKHU N (BcraBuTB) U BBIIOJIHUTE KOMaHAY

BcraBuTts (cM. Pucynok 209).

@Daiin  [paeka Beraska Qopmar  MHotpymedtsel Bug  OBwwid goctyn

D v X Bl &
+ r |ﬁ—[|} &5 [] XOT
JobaeuTe |E;] v 9 i

} ﬁ BeTaguTs
M3aGpaHHoe ®ann Mpaeka

BCTaEWTE TOMBKD TEKCT

Pucynok 209 — Knonka BcraButhb

— H_IeJ'I‘IKOM HpaBOﬁ KHOIIKM MBIIIHN OTKpOfITe KOHTeKCTHOe MEeHIO M BLIIIOJIHUTEe
KOMaHy BcraButh.

— Haxwmure coueranue kiaBuin Ctrl+V (Windows, Linux) unu 8Cmd+V (macOS).

ﬁ Ecmu B JOKYMEHT Tpe6yeTc;[ BCTAaBUTH TEKCT C I/I306pa)KEHI/I}IMI/I, CKOHI/IPYI\/'ITE K BCTaBbTe

TEeKCT U 1/1306pa>1<eH1/m I1I0 OTOEJIbHOCTH.

4.5.2 N3meHuTH pazMep HN300paxkeHust

Pa3mep nzobpakeHrst MO>)KHO U3MEHUTh C COXpaHeHWeM Wi 6e3 coXxpaHeHUs! IPOIIOPIIU.

H3meHeHVe pa3MepoB HeJJOCTYIIHO Uil M300pakeHWH, pa3BepHYTHIX IO IIPOU3BOJIbHBIM

YTJIOM B JIF0OOM JIpyI'OM TeKCTOBOM peZlaKTope.

4.5.2.1 U3meHuTs pazmep n300pa:keHUs C COXpaHeHHeM PO P

Yrobbl OBICTPO M3MEHUTh pa3Mep U300pakeHHsi C COXpPaHEHHeM ITPOIOPIUM, BBIIOJIHUTE
CJIeyIouye qeiCcTBUS:
1. Breimenure nzobpaxkeHue, pa3mep KOTOPOTO HEOOXOAUMO U3MEHUTb.
2. Y7epxvBasi JIeBYIO KHOIIKY MBIIIIH, IIPOTSIHUTe JIF0O0M U3 YIJIOBBIX MapKepOB PaMKH Tak,
yTOOBI M300paKeHre MPUHSIIO HeoOxoquMbIl padmep (cM. Pucynok 210).

3. OrtnycTuTe JIeBYI0 KHOIIKY MBIIIH, YTOObI 3aHMKCUPOBATh HOBBIM pa3Mep U300pakeHusl.
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Pucynok 210 — U3MeHeHre pa3mepa n3obpakeHUsI C COXpaHeHHeM ITPOIOPIIHN

YToObl M3MEeHUTh pa3Mep H300paKeHHs C TOYHOCTBbIO [0 MUJUIMMETPA, BBINOJHUTE
CJIeyIolve IeNCTBUS:
1. Beigenute uzobpaxkenue.
2. Ortkpoiite okHO Pa3mep u moJsioxkeHune oqHUM U3 CIIEAYIONIUX CIIOCOOOB:
— Bribepute nyHkT komaHgHoro meHi Popmar > H3odpakenme > Pa3mep u

noJsoxenue (cMm. Pucynok 211).

Dopmat  WHetpymentm Bug  OBwwi goctyn Hagcorpoiikw  Cnpaeka

OuKeTUTE METWpoBaHWe Ctrl+5pace — —
$opmatipo pa EKCTE v = v | =
WpudsT r 1— —
IMED M NONOHKEHWE M= =
BbipagHWEaHWE r
keHune AB3ay
Hactpoikn cnvcka 1
MoeopoT TekcTa r
WzobBpameHne r O6TekaHWe TEKCTOM »
Tabauua L

=% Pazmep u nonoxeHwe

Coxpanute wsobpaxeHwe..,

Pucynok 211 — [Togmento M300paskenue

— Ha nanenu uHCTpyMeHTOB, B pa3zeiie FI3o0paxenne HaXMUTe KHOTKY (1 Pa3mep

u nojioxkenue (cM. Pucynok 212).

Dopmat  WHcTpymedTe Bug  OBwwi goctyn HagcTpolkw  Cnpaeka

o IE v é E 0= B rekcre v = v

P H H 1.
o O Q 57 Pasmep v nonoxeHne e

Mpaeka HMzobpamenne Ab3ay

Pucynok 212 — Knonka Pazmep u mosioxenue
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OTKpOﬁTe KOHTEeKCTHOe MeHIO IIe/IYKOM Hp&BOI:I KHOIIKM MBbIIIX W BbIIIOJIHUTE

KOMaHy Pa3Mep H II0JIOXKEeHHe.

3. B okue Pazmep u monoxkenme (cM. Pucynok 213), B momnsx Illupuna u BseicoTa
YKaXkuTe TpeOyemMyto IUPHUHY U BBICOTY M300paKeHuUs .

4. Haxwure xHonky OK.

Pazmep n nonoxeHue =
WwpuHa: BricoTa:
Eal Eal
341 cm L =2 254 cm "
Neewii oTeTyn: Bepxrui oty
Eal Eal
3,00 cm » 2,00 cm »

::T::T:_-'I'I OTCYWTBIBAETCA OT K[2aA CTRaHKMLUBL.

Pucynok 213 — Oxno Pa3mep u nosioxxenue

4.5.2.2 3MeHUTH pa3dmep H300pa:keHHs 0e3 cOXpaHeHHs MPOIOPIHIi

YToObl OBICTPO U3MEHUTh pa3Mep u3obpakeHust 6e3 COXpaHeHUsI TPOMOPITHH, BBITIOIHUTE

cllefiyIoliye AefCTBUS:
1. Brimenure n3obpaxkeHue, pa3mep KOTOPOTO HEOOXOAUMO U3MEHUTb.

2. YIepxwvBas JIeByl0O KHOIKY MBbIIIM, IlepeMecTUTe OAWH U3 MapKepoB paMKHU

nzobpaxenus (cM. Pucynok 214):

]

Pucynok 214 — 3meHenue pa3mepa n3obpakeHust 6e3 COXpaHeHHs TIPOTIOPITUi
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— IS U3MeHEeHHs BBICOThI M300pakeHUsI ITlepeMeCcTrUTe BepXHUM WM HIKHUN MapKep
paMKy;

— ]ISl UI3MEeHeHUs IHUPUHBI U300paXkeHusl MepeMecTUTe JIeBbld WJIM TPaBbli MapKep
paMKH.

3. OrtmycTuTe JIeBYI0 KHOIIKY MBIIIH, YTOObI 3adHKCUPOBATh HOBBIN pa3Mep H300pakeHusl.

YToObl H3MEHUTb pa3Mep H300paKeHUs! C TOYHOCTHIO O MWIIMMETpa, BBIIOJIHUTE
CIleyIole eNCTBUS:
1. Boigenute uzobpaxkenue.
2. Ortkpoiite okHO Pa3mep u nmoJsioxkeHne oHUM U3 CIIEAYIONIUX CIIOCOOOB:
— DBroibepute nyHkT komanaHoro meHio Popmar > W3obpakenue > Pasmep u

noJsoxenue (cMm. Pucynok 215).

Dopmar  WMrcrpymentss Bug  OBuwwi goctyn Haperpoikw  Cnpaeka

OynctuTe METHPOBAHWE Ctrl+5pace . — —
$op pa pa EKCTE w =™ =
Wpndt r — —
IMED M NONOHKEHHE = W =
BripaeHWEaHWE r )
keHue Ab3ay

HacTpoikn cnwcka 1

MoeopoT TekcTa r
Wzobpamerne k Of6TekaHWe TEKCTOM r
TaBnuua »

Pa3uep W NOAOHEHME

CoxpaHuTe nzobpaxkeHue..,

Pucynok 215 — [Togmento M300paskenue

— Ha manenmm vHCTpyMeHTOB, B pa3nene H300paskeHne HaXMHTe KHOMKY (1 Pa3mep

u nojioxkenue (cM. Pucynok 216).

Dopmat  MHcTpymedTe  Bug  OBwwi goctyn Hagctpolkw  Cnpaeka

b ) ~ ] D 0= B Tekcre v = v

— F-1 1.
R & 5™ Pazmep v NonoMEHre = v

Mpaeka 3ok pameHue Ab3ay

Pucynok 216 — Knonka Pazmep u mosto:xenue
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- OTKpOﬁTe KOHTEeKCTHOe MeHIO IIe/IYKOM Hp&BOI:I KHOIIKM MBbIIIX W BbIIIOJIHUTE
KOMaHy Pa3Mep H IT0JIOKEeHHe.

3. B oxue Pa3mep m monoxkenue (cM. PucyHok 217) oTkiarouuTe aBTOMaruieckoe

COXpaHeHHe MPOINOpIKil 1306paxenns. [y 3TOro Haxmute KHOnky —- (COXpaHHTH
COOTHOIIIEHHe CTOPOH) TaK, YTOOBI OHA MPUHsIA BUT C 2.
4. B nonax Iupuna v BeicoTa ykaxkuTe TpeOyeMyto IIIMPHUHY U BHICOTY U300PaXKeHUS.

5. Haxwmwure knonky OK.

Pazmep u nonoxeHne >
LWupuHa Bricota
Ll Ll
3.41 cm L =2 254 cm =
Neewiit oTcTyN BepxHui oTcTyn
Ll Ll
3,00 cra o 2,00 cm =

f:T:ZT:-I'I OTCHWTBRIBAETCA OT K28R CTPREaHWLUE

Pucynok 217 — Oxao Pa3mep u noJioxeHme

4.5.3 3MeHHUTH NO3UITHIO N300PAXKEHUSI B TEKCTe

H3o00paxkeHre MOXeT pacrojiaraTbCs OTHOCHUTEIbHO OCHOBHOTO TeKCTa [IOKyMeHTa
CJIeIyIONIMMU CIIOCODaMMU:
— B Tekcre — n300pakeHe SIBIISIETCS YaCTbIO TEKCTA KaK CJI0BO WJIM 3HAK MPeluHaHUS;
— Boxkpyr pamMkmu — TeKCT 00TeKaeT NPSIMOYTOJIbHYIO paMKy, B KOTOPYIO TOMeIaeTcs
n3obpakeHue;
— CBepxy U CHH3Y — TEKCT PaCIIojlaraeTcs BbIIIe U HUXe U300paKeHus;
— Ilepen TexcToM — U300pakeHUe pacrojiaraeTcs nepeji TeKCTOM B BUJie BEPXHEro CJIOS;

— 3a TeKkcToM — n300pakeHue pacIiojaraeTcs 3a TeKCTOM B BUJIe HUXKHETO CJIOS.
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[To ymomuanuio wuzobpakeHue pacrosaraercss B Tekcre. YToObl M3MEHWUTH IO3UIIHIO

1300pakeHus], BBIIIOJIHUTE CJIeIyIolye 1eHCTBUS:

1. Beimenurte Tpebyemoe wuszobpakeHue. YToObl BbIENUTH H300pakeHHWe, KOTOpoOe
HaXOJIUTCS B TO3WIMK 3a TEKCTOM, HaBe[UTe Ha HEro KypCcOp MbIIIM U HaKMHUTe Ha
0TOOPA3UBIIYIOCS KHOIIKY ®.

2. OrobpasuTe CIMCOK BO3MOXXHBIX [TO3ULINI N300paXkeHNsl OHUM U3 CJIeIYIOIIMX CII0COO0B:
— Bribepute nyHkT komaHaHoro MeHio Popmar > H3odpamenue > O0TexaHme

TexkcToM (cM. Pucynok 218).

Dopumat  MHctpymentsr Bug  OBwwi goctyn Hagctpoiikn  Cnpaeka

OuncTTe SopMaTipoBaHie Ctrl+5pace —

EKCTe v =¥ = = = = 1Iv
WpudT k 11— —
P ¢ MED W NONOXEHWE gi— ¥ = == :E,[ i C”
BripaeHuBanne r ]
keHue Ab3au
Hactpolikn cnucka
MosopoT TekcTa 4
Mzo6pameqne k OGTekaHWe TEKCTOM b D= B rekcre
Tabawua LS _
& Pasmep v nonoweHune D Bokpyr pamen
CoxpaHuTte nzobpamenue.. O Ceepxy W CHU3Y
I [epeg TexcTom

It

3a TekcTom

Pucynok 218 — [logmento O0TekaHue TeKCTOM

— Ha nanenu uHCTpyMeHTOB, B pa3zieiie M300paxeHne HaXkMUTe KHOIIKY v CIIpaBa OT

TeKyller mo3unuu n3obpaxenus (cM. Pucynok 219).

o @ v é D 0= B rekcre \f:} = v
— 1—

O C Q O= B rekcre 2= Y

Mpaeka Ab3au

0= Bokpyr pamku
O Ceepxy v cHU3y

IF Mepea Tekctom

3a TekcToM

Pucynoxk 219 — Beibop no3utium u3obpakeHust
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— IlpaBoii KHONKOM MBIIIM IIEJIKHUTEe 10 M300pakeHWI0 U BBIIOJIHUTE KOMAaHIY
KOHTEKCTHOTO MeHI0 Q0TekaHHe TeKCTOM.

3. B oTkpsiBIIeMcs I0IMeHIO BbibepuTe TpebyeMyto IO3ULINI0 U300pakeHusl.

H3ob6paxenue, kortopoe pacrosiaraercs B Tekcre, MOXXHO BBIPOBHSITH 110 TOPU30HTAIU
(pacrosoXuTh ClieBa, CIpaBa WIX IO IeHTPY CTpaHuIlel) (cM. pasmen 4.3.8.1). Eciu mipu stom
r300pakeHre He OT/IeJIeHO OT TeKCTa ab3allHbIMU OTCTYIIaMH, TO BbIOpaHHOe BhIpAaBHUBAHUE TaKXKe

IIpUMEeHSEeTCA K TeKCTY, HaXOAJgIeMyCda B TOM Ke Haparpacl)e, 49To U I/I306pa)KEHI/Ie.

4.5.4 IlepemecTuTh H300paKeHHE

H3obpakeHre MOXXHO IlepeMeliaTh CleAyIIMMU CII0CO0aMHu:

— IepeTacKUBaTh, yIep>kKUBasd JIeBYIO KHOIIKY MBIIIY;

— TepeMeInaTh 0 BEPTHUKAIMA WM 10 TOPU30HTAIM C MOMOIIBIO KJIaBuIl <«—, T, |, — Ha
KJIaBUATYDE;

—  yKa3bIBaTh OTCTYIIbI U300paXKeHUsI OT JIeBOT'0 U IIPABOI'0 Kpasi CTPAHUIIBL.

4.5.4.1 IlepemecTUTH C IOMOIIBIO MBIIITH

YroObl IepeMecTUTh N300paXkeHre C IIOMOIIIbIO MBIIIIH, BBITIOJIHUTE CIIelytoIliye 1eHCTBUSL:

1. Boigenurte uzobpaxenue, KOTOpoe HEOOXOIUMO IEPEMECTHUTh.

2. YIepxwuBas JIeByl0 KHOIIKY MBIIIM, IlepeTaliiTe u3obpaxkeHre Ha TpeOyeMoe MecCTO B
JIOKyMeHTe.

3. OToycTuTe JIeBYIO KHOIIKY MBIIIH, YTOOBI 3aUKCUPOBATH MO3UIHIO U300pakeHUsl.

4.5.4.2 IlepemMecTUTH C HOMONIHIO KJIABUII KJIABHATYPbI

[lepemeriene C TOMOIIBIO KJIABUII <«—, T, |, — HEIOCTYNHO i1 H300pakeHus,

pacrioniockeHHoro B Tekcre (cM. pa3zen 4.5.3).

Y1obbl INepeMeCTUTb H300pakeHHWe C IIOMOIIBIO KIJIABUII KJIABUATYPhl, BBIIIOJIIHUTE
CJIelyouye qeCTBUS:

1. Beigenurte nuzobpaxeHue, KOTOpoe HEOOXOJIUMO ITePeMeCTHUTb.

2. llepemectute n3obpakeHue BeBO/BIIPaBO/BBEpX/BHU3, HAXKUMasl Ha KJIABUILY «—, —, 1

WIH |.
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[ITar mepemeIeHus 3aBUCHT OT MaciiTada JOKyMEHTa:
— eciu Maciutad < 200%, To mar = 4 MMm;

— eciu macurtad > 200%, to mar = 1 MM.

YT1o6bl YBEJIMYUTH IIIAr, IepeMeliaiTe H300paskeHre KIaBUIIaMH «—, T, |, —, yIep)KuBas
Haxkatoi kiaauiy Shift. B manHoM ciydvae mmar mepemeliieHus OyieT paBeH:
— ecyu macirab < 200%, to mar = 4 cMm;

— eciu maciarad > 200%, to mar = 1 cm.

4.5.4.3 Yka3aTh OTCTYIIBI OT JIEBOT0 M BepXHero Kpas CTpaHHUIIbI

H306pakeHrie MOXHO IlepeMeCTUTh, YKa3aB ero OTCTYIIbI OT JIEBOI'O M BePXHEI'0 Kpasi CTpPaHHIIbI.

HHHHbIﬁ CIIocob repeMellieHrsa HeIOCTYyIIeH JJIsd I/I306pa)KEHI/ISI, PacCIIoIO’KeHHOI'O B Tekcre

(cm. pasgmen 4.5.3).

YToOBI yKa3aTh OTCTYIIbI U300paKeHHs], BHITOJIHUTE CIeAYIOIIue IeHCTBUS:
1. Beigenure uzobpaxeHnue.
2. Ortkporite okHO Pa3mep u mojioxkeHue OJJHUM U3 CJIeIIOLIMX CIIOCOOOB:
— DBruibepute nyHKT komaHaHoro MeHio Popmar > H3obpaikenue > Pasmep u

noJsoxenue (cMm. Pucynok 220).

Dopmatr  WMectpymente Bug  OBwwi goctyn  Hagetpoikw  Cnpaeka

OuKcTuTE dopuMaTHpoBaHme Ctrl+5pace —

BHLTE v — v =
Wpndt L — —

SMED W NONOHEHNE e S
BbipagHWEaHWE r )

keHue AB3au
Hactpoiiki cnucka
MoeopoT TekcTa r
WzobBpameHne r O6TekaHWe TEKCTOM »
Tabauua L

=% Pazmep u nonoxeHwe

Coxpanute wsobpaxeHwe..,

Pucynok 220 — [logmenio U3o0pakenue

— Ha maHenmu uHCTPyMeHTOB, B pa3zeiie VizobpaxeHne HAXMHUTE KHOTKY (1 Pa3mep

u nojioxkenue (cM. Pucynok 221).
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Dopmar  WHcTpymente Bug  OBwwii goctyn  Hagctpoikw  Cnpaeka

o ﬁ v é D C= B Tekcre v =

) p— .
2 O Q % Pazmep v nonoxeHune Mo v

Mpaeka M3o6 paxeHne AB3ay

Pucynok 221 — Kuonka Pa3mep u nmosioxkeHnue

— OrtkpoiiTe KOHTEKCTHOe MeHIO ILIeTYKOM IIpaBOM KHOIKYU MBIIIM M BBIOJHUATE
koMaH1ly Pa3mep u noJioxkeHue.
3. B okxue Pa3mep u mosioxkenme (cM. PucyHok 222), B nosie JIeBbIii OTCTYIl yKakuTe
OTCTyIl OT JIeBOrOo Kpasi CTpaHuIlbl. B mose BepxHuii oTCTym ykaxuTe OTCTyN OT
BepXHero Kpasi CTpaHUIIbL.

4. Haxwmure kHonky OK.

Pasmep u nonomeHne *
W puHa: BricoTa;
- -~
3.41 cm L =2 254 cm "
Nepwi otcTyn: BepxHWi oTcTyn:
= -~
3,00 cma o 2,00 cma o

CTCT}'I’I OTCYWTRIBAETCA OT K[2AA CTRaHMLUBL.

Pucynok 222 — OxHo Pa3mep u noJioxkeHue

4.5.5 CoxpaHuTh H300paxkeHne

H3o6paxkeHue U3 IOKyMeHTa MO>KHO COXPaHUTh Ha KOMITbIOTepe.
J1J1st 3TOTO BBITIOJIHUTE CIIeAYIOIMe IeMCTBHUS:
1. Beigenurte uzobpaxeHnue.
2. BpinonHuTe KOMaH/y COXPaHeHHs OJIHUM U3 CIIeyIoIINUX CII0CODO0B:
— Bribepute nmyHKT komaHaHoro meHio dPopmar > Hzodpakenue > CoxpaHHTH

n3obpaxenue (cM. PucyHok 223).
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Dopmar  WHotpymenter Bug OBwwi goctyn Hapgerpoiikw  Cnpaeka

Ounctute METHpoBaHWe Ctrl+Space «— —
dop po pa EKCTE v =Y | =
Wpndt r — —
EME W NOSOHKEHWE el R T
BripaeHWEaHWE r )
keHue Ab3ay
HacTpoikn cnwcka
MoeopoT TekcTa r
Wzobpamerne k Of6TekaHWe TEKCTOM r
TaBnuua L

o Pa3zmep v nonoxeHwne

CoxpaHnTe nzobpaxkeHue...

Pucynok 223 — [Togmenio M300paskenue

— OrtkpoiiTe KOHTEKCTHOe MeHIO IIeIYKOM IIpaBOM KHOIKU MBIIIM M BBIIOJIHUATE
koMaHly CoxpaHUTh H300paxeHue.
3. B oxne ¢aiisoBoro MeHepkepa BbiOepuTe IAIKy Ui COXpPAaHEHUs, YKaXUTe Ha3BaHUe

¢aiina u HaxmuTe KHOIIKY COXpaHUTh.

H3ob6paxkeHue coxpaHsieTcsl B UICXOJTHOM pa3Mepe.

Ecmm I/1306pa)KEHI/IE OBITIO O6p€38HO B JOKYMeHTe C IIOMOIIbIO CTOPOHHEr'o IMPUJI0XKeHUsd,

TO OHO COXpaHsIeTCs B UCXOAHOM (110 0Ope3Ku) BUJIe.

4.5.6 Ypanuts usobpaxkeHue

YToOb!l yIanuTh U300pakeHue, BHITIOHUTE CIIeIyIoIIe IeHCTBUS:

1. Bsigenure uzobpaxenue.

YTOoOBI BHIIENIUTH U300paXKeHre, KOTOpPOe HaXOJIUTCS B IIO3UIIMK 3a TeKCTOM (CM. pa3zen

4.5.3), HaBe/IMTe HAa HEro KypCcop MBIIIN U HAXKMHUTe Ha OTOOPA3UBIIYIOCS KHOIIKY @

2. BbInosiHATe KOMaH/y y/lajieHusl OJHUM U3 CJIeIyIOIINX CII0COOOB:
— Ha maHenmu MHCTpyMeHTOB, B pasieiie IIpaBka HaXxmMuTe KHOIIKY ]j (Y manuts)
(cMm. PucyHok 224).
— IlpaBoii KHOMKOM MBI IIEJKHATE I10 W300pPaKeHUIO0 W BBIMIOJIHUTE KOMaHY

KOHTEeKCTHOI'O MeHIO yzlaJII/lTI).
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— Haxwmure xiaBumry Backspace (Windows, Linux) win Delete (Windows, Linux,

macOS).

Dopmat  WVHcTpymenTe Bug  OBwwid goctyn Hagetpoikw  Cnpa

;{: ﬁ v .'_%l E EBTEK«CTE W

S C & 5% Pazmep w nonoxeHne

Mpaeka MaoBpaneHne

Pucynok 224 — Knonka Y ganurth

Ecnmu uzobpakenue HaxomuTcs B nosuiid B Tekcre (cM. pasnen 4.5.3), TO ero MOXHO

yIAIATDb KakK TeKCT (cM. pasnen 4.2.10).
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4.6 Purypsl

B HOKYMEHTbI MOXXHO I[OﬁaBJ'ISITb (l)I/II'ypr CJIeyIInUX THUIIOB: JIMHHM, IIPAMOYIOJIbHUK,

3JUTUIIC, TPEYTOJILHUK, POMO, 3aTHYTHIH yroJl, 3Be3/1a, Cep/ille, CKOOKH, CTPeJIKU, BBIHOCKU, TEKCTOBOE

nosie. PUrypbl MOXKHO AOOABIISATH B JIF0O0E MeCTO JOKyMeHTa, KpoMe CHOCOK U KOMMeHTapHeB.

4.6.1 BcraBuTh JIMHUIO

YTo0OBI I[OﬁaBI/ITb B JOKYMEHT JIMHHWIO, BBIIIOJIHUTE CiieAyroine JerCTBUS:

1. OrtkpoiiTe NOAMEHIO BCTaBKU OJIHUM U3 CJIeIyIOIIHUX CII0COOO0B:

Bribepurte myHkT koMaHaHOro MeHIO BeraBka > ®urypa > Jlunum (cM. Pucynok 225).

Bcraeka Qopmar  Wectpymentm Bug  O6wwid goctyn  Hagctpolikw  Cnpaeka

e P XO Thames vl 14 v ATOAT S
TekcToBOE NONE ) N

S Burypa b TuHkk LN [ 1T

B Tabmua.. 0 MNpasoyronsHuk A Crpenka
@ ®Gopmyna.. 2 3namnc 1 [eycTopoHHAR CTpENKa
CneuuansHele CHMECALL.., A Tpeyronenuk

{»  Powmb

' Paspbie cTpaHuusl Ctrl+Enter [ 3arHyTseii yron

'=  Pazpuie pasaena £ 3sesaa

#  Howmepa cTpaHuy » o Faue

B KonoHtutyaw [ [ i "

=:  OrnaeneHue o Crpeacw '

@ Ccoinka.. Crl+K [ BoiHockw »

=1 lMepekpecTHan ccolnka...

[[]  3aknagka..

aE  CHocka J

[ Kommertapwii

B fara

(0 Bpewms

Pucynok 225 — IlyHkT koMaHaHOTO MeHto JInamu

Ha mnanenmm wHCTpyMeHTOB, B pasfene BcraBka HaXMHTe KHOIKY °°° .

Ha

0TOOpa3uBILeNCs NTaHeIW BCTaBKM HaBe[UTe KypCOp MBIIIY Ha KHOHKy'ﬂ' Purypa

(cMm. PucyHnok 226).
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WMzobpaxerne.., ~

E[ TekcToBDE NONE

NuHMK ) Durypa >
/ /I / HH  TaBawua >
=)
OcHOBHEIE (L) Dopayna..
CrneunansHbBIE CUMEDALI, . >

i

Pazpwie cTpaHuubp

e
3

= Paspwis pasgena
Crobku Haomepa cTpanny by
[ ] { _} B Kononturyaw by
_—— OrnaeneHne

> {3 ﬁ @ EF} 7 Ccwna..

=]  Mepexpecthan cobinka..

g <9|] |£_L| [ L Zaknagka..

A
BeiHOCKN AE  CHocka >
™ = SMMEHTAPMIA
] O
|:| Jara

Pucynoxk 226 — Ilanenb BcTaBkU

2. B oTKpbIBIIeMCsSI TIOJMEHIO BbIOepUTe THN JIMHUM [JI1 BCTaBKU: JIMHHS, CTPeJIKa,
IIBYCTOPOHHSIs cTpesika. Kypcop nmpumet BUJI iepeKpecTHst — -+
3. Tlpu HeOOXOAMMOCTH BBIOEPUTE THUIT HAKOHEYHUKOB JIMHUU (CM. pa3zen 4.6.11).
4. ]lobaBbTe IMHUIO OJTHUM U3 CJIETYIOIIUX CIIOCOOOB:
— lenkHuTe J1IeBOM KHOMKOM MBIIIHM 110 MECTy, B KOTOPOM JIOJDKHA HAaXOAUTHCS TOYKa
Hayaa JIMHUU. B oKyMeHT n006aBUTCs JIMHUS ITTMHOM 4,24 CM C yTJIOM HakJIOHA 45°.
— YIepxuBasi HOKaTOM JIeBYIO KHOIIKY MBIIIIHA, HAPUCYUTe JIMHUIO B TpebyeMoM MecTe

IokyMeHTa. YTOOBI 3aBepIINTh pUCOBAHKe, OTIIYCTUTE JIeBYIO KHOIIKY MBIIIIH.
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5. Ilpu HEOOXOIUMOCTH peIaKTUPYUTe JIMHY U YTOJI HAaKJIOHA JIMHUM (CM. pasjen 4.6.10).

Ilo YMO/TYaHUIO JIMHUS BCTABJIIETCA Ilepel] TEKCTOM. HOSI/IIII/IIO JIMHUX MO>XXHO HW3MEeHHUTb

BpyuHy1o (cM. paszen 4.6.12).

4.6.2 BcraButh Qurypy

Yro6bI 106aBUTH B JOKyMeHT (UTYPY, BLIIIOJIHUTE CleyloIIye JeHCTBUS:
1. YcraHnoBuTe Kypcop B TO MeCTO AOKYMeHTa, KyJla HeOOXOAUMO BCTaBUTh QUTYDY.
2. Otobpa3uTte cmcoK GUTYP OJHUM U3 CJIETYIOITUX CIIOCOOO0B:
— Broibepute nyHkT koMaHaHOTrO MeHIo BeraBka > durypa (cMm. Pucynok 225).
— Ha mnamenu wHcTpyMeHTOB, B pasfene BcraBka Haxmure KHONKy === . Ha
OTOGPA3MBIIEHACS [TAHEN BCTABKY HABEIMTE KypCop MBI Ha KHOIKY (X durypa
(cm. PucyHnok 226).

3. B oTkpbiBIIeMcs oJIMeHI0 BbibepuTe Tpebyemyio Gpurypy.

4.6.3 BcTaBUTEL TeKCTOBOE II0JIe

TekcToBoe 1ojie — 3TO TEKCT B paMKe, KOTOPbIM MOXHO JIeTKO IepeMellaTh B Mpejeiiax
pelakTUpyeMOoro [AOKyMeHTa. TeKCTOBble II0Jii UMMeIT IIHPOKOe IpUMeHeHHWe W MOTyT
WCII0JIb30BAThCS, HAIIPUMeD, IS CO3JJaHUS TTOAIIMCeNA K 3jIeMeHTaM PUCYHKA WIA BBIHOCKM ITATAT
M3 OCHOBHOI'O TeKCTa JIJIsl IPHUBJIeYeHUs] BHUMAHUS K HUM.

YTOOBI BCTaBUTh TEKCTOBOE I10JIe, BBIIIOJIHUTE CIIeAYyIOIIe T1elCTBUS:

1. VcraHoBuTe Kypcop B TO MeCTO JOKYMeHTa, Ky/1la He0OXOJJUMO BCTaBUTh TEKCTOBOeE IOJIe.

2. BpblinosHUTe KOMaH/Ty BCTaBKH OJIHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— Bribepute myHKT koMaHAHOTO MeHI0 BeraBka > TekcroBoe noste (cM. PucyHok 227).

Beraeka @opmar  Wectpyments Bug  OG

Wsobpakerue...

TekcToeoe none

Pucynok 227 — Komananoe mMenio BecraBka

— Ha nanenu uHCTpyMeHTOB, B pazfieiie BcTaBka HaKMUTe KHOTIKY === (CM. PucyHok 228).

Ha oTobpasusiieiics laHe BCTaBKy HaxkmuTe KHONKy [7] TekcroBoe moute.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2025 219



MonOdonc

AaboB AaB6B1 AaB6Bel ... [_]v v E -

Jaro.ok 1 3aro..ok 2 3aro.ok 3

WzobpaxeHwe.., "
III TekcToBDE NoNE

Durypa ¥

Pucynoxk 228 — Ilanenb BcTaBku

3. Baeaute B TekcTOBOe Iosie TpeOyeMblil TeKCT. PopMaTUpOBaHKe TeKCTa B TEKCTOBOM
110JIe OCYIIIeCTBIISIeTCs! aHaJIOTMYHO GOPMAaTHPOBAHUIO OCHOBHOT'O TEKCTA JIOKyMeHTa.
4. YToOBI CHATH BblJlelleHHe C TeKCTOBOI'O I10JIs, LeJIKHUTe 110 JF060My MeCTy JIOKyMeHTa

34 1pejejiaMy TeKCTOBOT'O I10JIA.

4.6.4 PenaktupoBath purypy

B mobyto ¢urypy, kpome JTMHUU, MOXKHO 100aBUThH CJIEAYIOIIME 3JIeMEeHThI:
— TekcT (cm. pazgen 4.2.1),

— wuzobpaxenwue (cM. paszen 4.5),

— ¢opmyiny (cM. paznen 4.8),

—  CCBUIKY (cM. pasnen 4.2.3),

— TIepeKpecTHYIO CChUIKY (CM. pa3zen 4.2.4),

— 3awianky (cMm. pasmen 4.2.5),

— TeKyIIyIo AaTy Wix BpeMms (cM. paznen 4.2.7).

Yto0bI 106aBUTH B GUTYpPy KAKOW-TMOO 37IeMEeHT U3 MepevrCIIeHHbIX, ITIepeiiuTe B PeXXUM
ee peJlakTUpoBaHus. {7151 3TOro BeijieuTe GUTYpPy IBOMHBIM ITIETYKOM MBIIIIH.
YToOBI BBIATA W3 pekuMa peJlaKTUPOBAHUS, IIeJKHUTEe TOo JIFoboMy MecTy JOKyMeHTa 3a

npeziesiaMu GUTYPBHI.
B Hacrosiee BpeMs peXXuUM pelaKTUPOBAHUS He IOAJIeP>KUBaeTcs Uil PUryp, KOTOpbIe

HAXOMATCS B TMO3UIUU 3a TeKCToM (cM. paszen 4.6.12), u mis puryp, pasBepHyTHIX O]

IIPOM3BOJIbHBIM yTJIOM B CTOPOHHUX TEKCTOBBIX pelakKTopax.
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4.6.5 3anuBka purypsl

BHyTpeHHIOI0 06s1acTh y11060M QUIYpHI, KpOMe JIMHWAM, MOXXHO 3all0OJIHUTH ILIBETOM WU

r3o0pakeHueM.

4.6.5.1 3anuBKa QUrypsI IBETOM

J11s1 3a5IMBKM PUIypHI IBETOM BBIIIOJIHUTE CllelyIoIIye JeHCTBUS:
1. Beienute GpUrypy OJIHMM IIeJTYKOM MBIIIN WU BbIIEINTe PUIYPY IBOMHBIM IIeTYKOM
MBIIIH, YTOOBI [IEPEeHTH B PEXKUM ee PelJakTUPOBAHUSI.

2. UYToO6Bl 3am0IHUTL GUTYPY MOCIEAHUM IIBETOM, KOTOPBIM UCIIOIb30BAJICS ISl 3aJIUBKU

<&

paHee, Ha IaHeJId WHCTPYMEHTOB, B pasfiejie Purypa HaXXMHUTe KHOIKY e (IIBeT

3asmBKH) (cM. PucyHok 229).

I
&
£

5
£

[T
e
il
o
—

- - AaRAR  AaRAR
HeTt zanuekn
Ab3ay

LLgeTa TEMBI

H BEGENES

CTaHAapTHBIE LEETa:

MNocnegHue ueTa:

Apyrie ueeta.., ﬂ

Wzobpaxenne:

Bmbpate...

Pucynok 229 — Kuomnka IlBeT 3aiMBKH U 11aHesb BbIOOpA I[BeTa
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3. YtoObl 3amoyiHUTL GUTYPY JPYTMM IIBETOM, HAXMHUTE Ha CTPEJIKYy CIIpaBa OT KHOIIKHU

<

== (LIBeT 3a/1MBKH).
4. Ha oTkpbIBIIIeicsS TaHeId BbIOOpa I[BETa yKa)XkKWTe IBeT 3aJMBKUA (PUTYpPHI OJHUM U3
CJIeIyIOIINX CIIOCOOOB:
— BblOepUTe BT B OJIHOM U3 MpeJICTaBJIeHHbIX HA0OPOB 1IBETOB,
— YKa&XuTe KOJ I[BeTa BPy4HYIO,

—  CKOIMPYHTE IBET C TIOMOIIBIO MUIETKH.

4.6.5.1.1 Bei0paTh niBeT B Ipe/ICTaBJIeHHBIX HA0Opax IIBETOB

Ha nanenu Beibopa 118eta (cM. PucyHok 229) ripesictaBiieHbl ciieyolire Habophbl I[BETOB:

— IIBeTa TeMBI — COJIEPXXUT IIBETOBYIO MAJIMTPY TEMBI TEKYIIIero JJOKYyMeHTa.

— CrangapTHble IBeTa — COIEPXUT I[BeTa, KOTOpble II0JIb30BaTeIM dYallle BCEero
BbIOMpAIOT P GOPMATHPOBAHUHU JOKYMEHTA.

— ITocimegnme mBeTa — COAEPXKHUT A0 JECSTH MOCJIeHUX IIBETOB, KOTOPbIe Bbl BHIOMPAH
npu ¢opmarvpoBaHuu AokyMeHTa paHee. Habop Ilociemmnme mBera oTobpakaercs,

€CJIU Bbl BbIOMPAJIA XOTs Obl OJIMH IIBET.

[Tpu HaBeneHMM Kypcopa MBI Ha JiI0OOM IIBeT OTOOpakaeTcsl 3HaYeHWe 3TOro IiBeTa B

uBetoBor Mogenu RGB. Hanpumep: RGB 192,80,77.
Jly1st BBIOOpA 11BeTa IIeJIKHUTe [0 HeMy JIeBOM KHOIKOW MBIIIIH.
IIBet mo6aBuTcs B Habop Ilociennue nBeta u orMetutcs daxkkoM. [lanens BeIOOpa 11BeTa

3akpoetcs. PUrypa 3arnoIHUTCS BHIOPDAHHBIM 1[BETOM.

4.6.5.1.2 Yka3aTh Ko/ IIBeTa BPy4YHYIO

Ecmu B nepeuniciieHHbIx Habopax 11BeTOB HeT IO/IXOASIIEro IIBeTa, YKaXKUTe ero Koj BpY4IHYIO:

1. Haxwmurte kHoniky JIpyrue nBera (cM. PucyHok 229).

2. B otkpoiBiieMcst okHe Beioop nBera (cM. Pucynok 230) ykaxkuTe TpeOyeMmblii I[BET B
Busie HEX-kona wim B popmare RGB.

3. Haxmure kHonky OK.

LIBet, ykazaHHbIN Bpy4Hyt0, Jo0aBuTCs B Habop Ilocmenqnue nBera (cMm. Pucynok 229) u

OTMETUTCS Cl)]'[a)KKOM. ITanenn BbI60pa [IBeTa 3dKpOoeTCH. CDI/Il"ypa 34dIIOJIHUTCA BbI6paHHbIM OBETOM.
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Brifop ueeta >
Hex-kog MpegnpocuoTp
e -
KpacHmi JeneHulid CHHWIA

0 129 D e

Pucynok 230 — Okno Beroop nBera

4.6.5.1.3 CxonupoBaTh IBeT C NOMOIIBI0 ITHIIETKH

ITumeTka IpeaHa3Ha4eHa I OAHOBPEMEHHOT'O KOIIMPOBAaHHS IIB€Td C TeKCTa HUJIN O6’beKTa,
PacIIoNIoXXeHHOTo B paboueii 06/1acTH I7IaBHOTO OKHA (CM. paszen 3.4), U 3aJMBKU GUTYPHI 3TUM

LIBETOM.

[TuneTka HeaKTUBHA B peXXMMe pelJaKTUPOBAHHUS KOJIOHTUTYJIOB (CM. paszen 4.12.2).

YTo06BI CKOITMPOBATL IIBET C [IOMOIIbIO IMUIIEeTKH, BBIIIOJIHUTE CJIeYIoIIre JIeVICTBUSL:

1. Haxmure KHOIKY & (ITmmetka) (cm. Pucynok 229). Ilanens BbIOOpa 1BeTa
3aKpoeTcsl, U KYpCcop MPUMET BU]I «IIpHllesiay Jijisi BbIOopa IBeTa.

2. HaBenuTe Kypcop Ha LIBeT, KOTOPBIM CileJlyeT 3amnojHuTh ¢purypy. st 6onee TouHOTrO
BbIOOPA I[BeTa OPHEHTUPYITeCh Ha 00J1aCTb, PACIIONIOXKEHHYIO CIIPaBa OT Kypcopa. B Heii
oToOpakaeTcs BT IUKCeJis, Ha KOTOPbIM B JaHHBIM MOMEHT HaBeJieH KypCcop.

3. llenkHuTe 110 IIBETY JIeBOW KHOIIKOM MBIIIIY.

durypa 3aloJHUTCS yKa3aHHBIM I[BETOM, U KypCOp NpUMeT OObIYHBIM BUI. YKa3aHHBIN
1Bet go6aBurcs B Habop Ilocinemuue nBera (cM. Pucynok 229) u otMetutcs ¢priakkoM Ha IaHeIn
BbIOOpA IIBeTa.

Eciu Tpebyercs oTkiouuTh nuieTky 6e3 BbIOOpa I[BeTa, HaxkxmuTe kiaBuiny Esc Ha

KJIaBHATYpe.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2025 223



MonOdonc

4.6.5.2 3anuBKa QUrypsl H300paKeHHEM

YToOBI 3a110JIHUTH PUTYPY H300pakeHreM, BBITIOJIHUTE CJIelyIolre JeHCTBUS:

1. Beinenute ¢pUrypy olHMM IIeTYKOM MBIIIU WM BbleNUTe PUIypy JBONHBIM IeTYKOM

MBIIIIY, YTOOBI IIeperTU B peXXUM ee peJJakTHPOBAHUSI.

2. Ha nanHenu MHCTpyMeHTOB, B pasziejie @urypa Ha)kMUTe Ha CTpeJIKy CIIpaBa OT KHOIIKH

£

[
il
I
]

Ab3ay

== (IIBeT 3ammBKH) (cM. Pucynok 231).

il
||

|
-

Ha nanenu Beibopa 118eTa, B 6110ke M300paxkeHune HaxkMuTe KHONIKY BrIOpaTh.

= v

AaRAR  AaRkaR

HeT 2anveKu

LlgeTa TembI

H BSENEN

CTaHIapTHEIE LEETA!

MocnegHue ueeta:

Apyrve uBeTa...

WzobpaxeHne:

Bribpato...

Pucynok 231 — Knonka Beiopars

4. B oxHe dailsioBoro MeHekepa BblbeprTe TpebyemMoe H300pakeHHe U HAXKMUTe KHOIIKY

OTKpBITS.
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4.6.5.3 OTMEeHHUTH 3aJIMBKY

YTOoOBI OTMEHUTD 3a7IMBKY PUIyPbI, BBIIIOJIHUTE ClleAYIOLe 1eHCTBUS:
1. Brigenute GUrypy OIHUM IIETYKOM MBIIIN WA BbIJeINTe GUTYPY JBOMHBIM IIETYKOM
MBIIIH, YTOOBI [IEPEeHTH B PEXKUM ee PeJakTUPOBAHUSI.

2. Ha manenu WUHCTPyMeHTOB, B pa3szeyie Purypa HaXXMuTe Ha CTPeJIKy CIIpaBa OT KHOIKHU

£

== (IIBeT 3ammBKH) (cM. Pucynok 232).

3. Ha nmanenu Beibopa 1BeTa HaxkMuTe KHONIKY HeT 3a/IuBKH.

= = = = = | T (& 0=

- - T — & =~ AaRAR | AaRAR
v == H Y q

HeT 3an1BKW
AB3au
LieeTa Temb:
H BGENEN
Pucynok 232 — Knonka Her 3a1uBku

4.6.6 Koutyp ¢purypsi

HJ’[H KOHTYP4a Cl)I/Il"ypr MOJKHO OIIpeeJINTh OBeT, TOJIIWHY U TUII JINHUU.

4.6.6.1 BpiOpaTh nBeT KOHTYpa QUrypHI

YToOb! BEIOpATh 11BeT KOHTYpa GUTYPHI, BHITOJIIHUATE CIIeAYIOIIHe IeACTBHS:
1. Boimenute GUTypy OJHUM IIEITYKOM MBIIIN WIHA BbiiesuTe GUTYPy JBOMHBIM IETYKOM
MBIIIIH, YTOOBI IEPEUTH B PEXXUM ee pe/IaKTHPOBaHUSI.

2. Ha nasHenu MHCTPyMeHTOB, B pa3zieyie Purypa HaXkMuTe Ha CTPeJIKy CIIpaBa OT KHOIIKU

a= (KouTyp) (cM. Pucynok 233).
3. Ha oTkpeiBieiics maHenu BbIOOpa IBeTa yKaXKuUTe I[BeT KOHTypa GUIYpPbl OAHUM M3
ClleyIOIINX CII0CODOOB:
— BbIOepuTe IIBeT B OJIHOM U3 IIpeJICTaB/IeHHbIX HAOOPOB I1BETOB,
— YKaXWTe KOJ| I|BeTa BPy4HYIO,

—  CKOIIMPYHTe [BET C MTOMOIIbIO ITUITeTKH.
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CTaHaapTHeIE LEeTa:

MNocnegHwe ueeTa:

Opyrue yeeta... ﬁ

ToawmHa anHK; 1,00nT

Pucynok 233 — Knonka KonTyp 1 naHesns Bbibopa 11BeTa

4.6.6.1.1 BeiopaTs 1BeT B IIpeJCTaBJIeHHBIX HA00pax IBeTOB

Ha nanenu Beibopa nBeta (cM. Pucynok 233) nipeficTaBiieHsl ciefyrolire HabOpsI IBETOB:

— IIBeTta TeMBI — COJIEP)KUT IIBETOBYIO MAJIMTPY TEMBI TEKYIIIero JJOKyMeHTa.

— CrangapTHbIe IIBeTa — COJIEPXUT I[BeTa, KOTOpble II0JIb30BaTeIM dYallle BCEero
BBIOMPAIOT IPU POPMATUPOBAHUHU JOKYyMeHTa.

— Ilocnegnme nBeTa — COAEPXXHUT A0 HECSTH MOCJIeJHUX IIBETOB, KOTOPbIe Bbl BHIOMpAU
npu dopMaTUpoBaHuu JokymeHTa paHee. Habop Ilocimemnme mBera oTOOpakaercs,

eCJIU BBl BbIOMPAJIA XOTs ObI OJIMH IIBET.
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[Tpu HaBejeHMM Kypcopa MBIIIM Ha Ji0OOM 1IBeT OToOpakaeTcsi 3HaYeHHe 3TOro IiBeTa B

nseroBoi Mosienmn RGB. Hanpumep: RGB 192,80,77.

Hﬂﬂ BbIGOpa [B€Ta IEeJIKHUTEe 110 HEMY JIEBOM KHOITKOM MBIIIIH.

IIBet mo6aBuTcs B Habop Ilociemnue nBera u or™MetuTcs diaakkoM. [lanens BeIOOpa 11BeTa

3akpoetcsi. KouTyp ¢urypsl okpacurcs: B BbIOpaHHBIN I[BET.

4.6.6.1.2 Yka3aTh KoJ IIBeTa BPy4YHYIO

Ecmm B mepeunciieHHbIX Habopax IBETOB HeT TOAXOJSINEro I[BeTa, YKaXKuTe ero Kojj

BPYYHYIO:

1. Haxmure xkHonKy JIpyrue nBera (cM. PrucyHok 233).

2. B otkpeiBiieMcst okHe Beioop mBera (cM. PucyHok 234) ykaxkure TpeOyeMblii I[BET B

Busie HEX-kona wiu B dopmate RGB.

3. Haxwmure kHonky OK.

BeiGop ueeta

Hex-kog

A

35 96

R

PEANPOCMOTR

)

KpacHeii JeneHpi

CHHWIA

146

Pucynok 234 — OxHo Be10op nBera

IIBeT, ykasaHHBIM Bpy4Hy!0, fobaBuTcs B Habop Ilocnemnue mBera (cM. PucyHok 233) u

otMeTuTcs dprakkoM. [lanenb BeiOopa 1mBeTa 3akpoetcsi. KOHTyp ¢pUrypbl OKpacuTcsi B BbIOpaHHBIN

IIBeT.
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4.6.6.1.3 CxkonupoBaTh I[BET C MOMOIIBIO MHIIETKH

[Tunetka IpeaiHda3Ha4eHa [JId OOAHOBPEMEHHOT'O KOIIMPOBAaHHS IIB€Td C TeKCTa WUJIN O6’beKTa,

pacIiooXeHHoro B paboydeid 06J1acTH TJIaBHOTO OKHA (CM. pa3zen 3.4), ¥ IpUMeHeHUsI 3TOTo IIBeTa

K KOHTYPY QUTYPHI.

[TuneTka HeaKTUBHA B PeXXUMe PeJJakKTUPOBAHHUs KOJIOHTUTYJIOB (CM. pazfen 4.12.2).

YT0OBI CKOITMPOBATL IIBET C [IOMOLIbIO ITUIIEeTKH, BBIIIOJIHUTE CJIeAYIouire e CTBUS:

1.

3.

Haxmure kHONKY & (ITmmerka) (cM. Pucynoxk 233). Ilanenb BbiOOpa 1BeTa
3aKpOeTCsl, U KYpcop MPUMEeT BUJI «IIpHllesiay Jijisl BbIbopa 1BeTa.

HaBepute kypcop Ha 11BeT, B KOTOPBIN TpeOyeTcsi OKpaCUTh KOHTYP GUrypsl. s 6osee
TOYHOTO BBbIOOpAa IIBETA OpPHUEHTHPYUTeCh Ha 0O0JacTh, PACIOJIOXKEeHHYI0 CIpaBa OT
Kypcopa. B Heli oToOpakaeTcsi IBeT MUKCeJIsl, HA KOTOPBIM B IaHHBI MOMEHT HaBeleH
KYpCOp.

[ITeskHUTe 110 [IBETY JIeBOU KHOIIKOM MBIIIIH.

Kourtyp ¢urypsl okpacutcss B BBIOpaHHBIM IIBET, W KYpCOp IpPUMET OOBIYHBIN BU/I.

VkazanHbIi nBeT nobaButcs B Habop Ilocimennue nBera (cM. PucyHok 233) 1 oTMeTUTCS IIa’kKKOM

Ha IaHeJy BbIOOpA IBeTa.

Ecin Tpebyercs oTkitouuTh nuieTky 6e3 BbIOOpa IjBeTa, HaxkmuTe kiaBuily Esc Ha

KJIdBHUAaTYype.

4.6.6.2 Bp1OpaTh TOJIIIUHY U THII JITHUM KOHTYpa PUTypBI

Yro6bl BBIOpATh TONIIMHY W TUIl JIMHUM KOHTypa UIYpPHI, BBIIOJIHUTE Clelyloliye

IeUCTBUS:

1.

Brinenute ¢ourypy oiHAM I11e;TYKOM MBIIITH WK BBIIEINUTe GUTYPY JTBOMHBIM IIeTYIKOM
MBIIIIH, YTOOBI TIEPEUTU B PEXKUM ee peJlaKTUPOBAHMUS.

Ha nmanenu uHCTpyMeHTOB, B pasjieiie PuUrypa HaXXKMuTe Ha CTPeJIKYy CIIpaBa OT KHOMKU
E (KonTyp) (cM. Pucynok 233).

B none TonmmpHa JUHUH yKaXXuTe TpeOyeMyIO TOJIIMHY KOHTypa BPYYHYIO WIH C

IMOMOIIbIO TIeperyIrovaTesIs.

BribepuTe THII IMHUM KOHTYPA U3 IPeyCTaHOBIEHHBIX 3HAaYeHHH.
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4.6.6.3 IIpuMeHUTH HACTPOMKU KOHTYpa Npeabiayuieii Gurypsl

Yrobbl OBICTPO NPUMEHWUTb K (QUIrype HACTPOMKMA KOHTypa Ipelblaylied ¢QUTYpH,
BBITIOJIHUTE CJIeIyIolye IeHCTBUS:
1. Brigenute urypy oHUM IIETYKOM MBIIIM WIHA BbIIEJIUTEe PUTYPY ABOMHBIM IIETYKOM

MBIIIIY, YTOOBI IeperTU B peXXUM ee peJJakKTHPOBAHUSI.

2. Ha mnaHenu wuHCTpyMeHTOB, B pasfiele Purypa HaXMHUTe KHOIKY am (KoHTYpP)

(cm. Pucynok 235).

= = = = = | 1 L~ D=~
—_ —_ — L]
= = = H q1 ]
Ab3zay durypa

Pucynok 235 — Knonika Konrtyp

4.6.6.4 Y nanuth KOHTYp QUTrypHI

YToOb!I yIanUTh KOHTYP GUTYPHI, BBIIOJIIHUATE CJIeAYIOIIre IefCTBUS:
1. Beimenurte GUrypy oJHUM IIETYKOM MBIIIN WIHA BbiiesuTe GUTYpPy JBOMHBIM IIETYKOM
MBIIIIH, YTOOBI TIEPEUTU B PEXXUM ee PeJIaKTUPOBAHMUSI.

2. Ha nasHenu MHCTPyMeHTOB, B pa3ziejie Purypa HakMuTe Ha CTPeJIKy CIIpaBa OT KHOIIKU

am= (KonTyp) (cM. Pucynok 236).

3. Ha nanenu BbIObOpa 11BeTa HaXkMUTe KHOIIKY HeT koHTYypa.

— = = = = | 11 O v | O
~ - - _ | = AaB6B AaBoB
E {_E _}E ]j qT E "H"J ! OBl YHBIH 3aro...or 1
Ab3au
HeT koHTYpa Ik
LleeTa Tenb:

Pucynok 236 — Knonka HeTt koHTYpa
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4.6.7 Ctuias TMHAN

HJISI JIMHHUX MOXXHO OIIpelieJINTh UBeT, TUIl XU TOJIIHUHY.

4.6.7.1 BeiOpaTh nBeT JHHUHA

YToOBI BRIOpPATh IIBET JIMHUH, BHIIOJTHUTE CIIeTyIOITHe JeUCTBUS:

1. Broigenure JUHUIO.

2. Ha naHenu UHCTPYMEHTOB, B pa3zesie JIMHUA HaXXMUTe Ha CTPeJIKy CIpaBa OT KHOIKHU
E (Ctunp munun) (cMm. Pucynok 237).

3. Ha oTKphbIBIIIeMCs maHeIu BbIOOpA IBETa YKAaXKUTe IBEeT JIMHUM OJHUM M3 CJIeTYIOIUX
CII0CODOB:
— BbIOEpHUTE MBET B OJTHOM U3 MPeJICTaBJIeHHbIX HA0OPOB IIBETOB,

—  YKa)KuTe KOJI IIBeTa BPY4YHYIO,

— CKOIIMPYWTe [BET C IIOMOIIbIO ITUITeTKH.

AB3ay

HeT KoHTypa

LleeTa Tembi:

IIIIIIII
L

CraHgapTHbie LBeTa:

MocnegHwe ugeTa:

Apyrue ueeTa... j?

ToauHa AMHnA: 0,25nT

Pucynok 237 — Knonka CTHiIb THHUHM U [1aHeNb BbIOOPA 11BeTa
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4.6.7.1.1 BeiOpaTh HBeT B IpeCTaBJIEHHBIX HA0Opax IIBETOB

Ha nanenu Bribopa 118eta (cM. PucyHok 237) nipesicraBiieHsl ciiejytoliye Habophbl I[BETOB:

— IIBeTa TeMbI — COJIEP)KUT I[BETOBYIO ITAJIMTPY TeMbl TeKYIero JOKyMeHTa.

— CraHpapTHble nBeTa — COJEpXWT IBeTa, KOTOpPble II0/Ib30BaTesld 4Yallle BCero
BBIOMPAIOT TIpH GOPMATUPOBAHUY JOKYMEHTa.

— Ilociegnue mBeTa — COIEpPXXUT /10 JIECSTH IOCIeHUX [IBeTOB, KOTOPbIe Bbl BHIOKpAN
npu ¢opmarvpoBaHuu AokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,

eCJI1 BbI BbIﬁI/IpaﬂI/I XOTS OBI OJIMH IIBEeT.

[Ipy HaBenmeHMM Kypcopa MBIIIM Ha JIt0OOM IBeT oToOpakaeTCsi 3Ha4YeHHe 3TOro IiBeTa B
uBetoBor Mogenu RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOpA 11BeTa IIeJIKHUTe 10 HeMy JIeBOM KHOIIKOW MBIIIIH.

[IBeT no6aButcs B Habop Ilocnemnue nBera u otMeTuTCs QuiakkoM. Ilanens BbIOOpa 11BeTa

3akpoetcs. JIuHuS OKpacuTCs B BBIOPAHHBIH IIBeT.

4.6.7.1.2 Yka3aTh KoJ IIBeTa BPy4YHYIO

Ecnu B nepeuriciieHHbIX HabOpax I1BeTOB HET IIOAXO/SIIEr0 I[BeTa, YKaXKUTe ero KoJl BpY4HYIO:

1. Haxwmure kHotiKy JIpyrue nBera (cM. PrucyHok 237).

2. B otkpoiBiieMcst okHe Beioop mBera (cM. Pucynok 238) ykaxkuTte TpeOyeMmblii I[BET B
Busie HEX-kona wim B popmare RGB.

3. Haxmure xkHonky OK.

Bribop ueeta >
Hex-kog MpegnpocuoTp
KpacHmi 3eneHbl i CHHWIA

e L 129 . 185 .

Pucynok 238 — Oxkno Beroop nBera
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[IBeT, yka3aHHBbIM Bpy4dHy!0, Mo0aBuTCs B HaOop Ilociaemume mBera (cMm. PucyHok 237) u

OTMEeTUTCA (bﬂa)KKOM. [Tanens BbI60pa [IB€Ta 3daKpOeTCH. JInHusg OKpaCHUTCA B BbI6paHHbeI OBeT.

4.6.7.1.3 CxonupoBaTh I[BET C MOMOIIBIO MHIIETKH

ITunerka IpeaHa3Hada4eHa I OOAHOBPeMeHHOTI'O KOIIMPOBAHMS IIBeTd C TeKCTa HUJIN 00BeKTa,

pacIiooXkeHHoro B paboyeid 06J1acTH TJIaBHOTO OKHA (CM. pa3zen 3.4), ¥ IpUMeHeHUsI 3TOTo IIBeTa

K JIMHHUU.

[TuneTka HEAKTHUBHA B PeXKUMe pelaKTUPOBAHUs KOJIOHTUTYIIOB (CM. pa3zen 4.12.2).

YTo06BI CKOITMPOBATL IIBET C [IOMOLIbIO ITUIIEeTKH, BBIIIOJIHUTE CJIeAYIolire JIeVICTBUSL:

Haxmure kHONKY l (ITmmerka) (cM. Pucynoxk 237). Ilanenb BbiOOpa 1BeTa
3aKpOeTCsl, U KYpcop MPUMEeT BU]] «IIpHllesiay Jijisi BbIbopa 1BeTa.

Hagenure kypcop Ha 11BeT, B KOTOPbIM TpebyeTCsi OKpacUTh JIMHUIO. [lJis 6osiee TOUHOTO
BbIOOPA I[BeTa OPUEHTUPYUITeCh Ha 00J1aCTb, PACIIONIOXKEHHYIO CIIpaBa OT Kypcopa. B Hei
oToOpakaeTcsl 1BeT MUKCeJIsl, HA KOTOPBIM B JaHHBIM MOMEHT HaBefleH Kypcop.

[ITeskHUTe 110 [1BETY JIeBOU KHOIIKOM MBIIIIH.

JIuHus okpacuTcsl B BBIOpaHHBIN I[BET, U KYpCOp NPHMeT OOBIYHBIM BUJI. YKa3aHHBINA IIBeT

nobasutcss B Habop Ilocimenmnue nBera (cM. PucyHok 237) u oTMeTuTcs JIaXKKOM Ha IaHeNd

BbIOOpA I1BeTa.

Ecm TpeGyercss OTKIIIOUWTH MHUIETKY 0Oe3 BbIOOpa IBeTa, HaXmuTe kiaBuily Esc Ha

KJIaBHaType.

4.6.7.2 BpIOpaTh TOJIIIUHY U THII JITHUU

Yrtobbl BbI6paTb TOJIMIWHY W THUII JIMHWH, BBITIOJIHUTE CJIeayIolnre JIeVCTBUSL:

1.
2.

Beinienvre nvHUIO.

Ha nanenu mHCTpyMeHTOB, B pasfiene JIMHHSA Ha)kMUTe Ha CTPeJIKy CIIpaBa OT KHOIKHU
E (Ctunp muanun) (cMm. Pucynok 237).

B none TosmmHa JHHHUM yKaXuTe TpeOyemylo TOJIMHY JMHUU BPYYHYIO WIH C
MIOMOIIIbIO TIepeKJIroYaTessl.

BbI6epI/ITe THUII JIMHUU U3 IIPe]yCTaHOBJIEHHBIX 3HAYEHM.
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4.6.7.3 IIppuMeHHUTH CTIWIBb MPeAbIAYIIei JIMHIH

YT0OBI 6bICTpO IIpUMEHUTh K JIMHUH CTUJIb Hpe,ubmymeﬁ JIMHHWH, BBIIIOJIHUTE Cliedyroine

JeUCTBUSAL.

1. Broimenute nunuMIO.

2. Ha nmaHenu uHCTpPyMeHTOB, B pasfiesie JIMHHSI HaXMUTe KHOIKY mm (CTHJIB JTHHUM)

(cM. PucyHnok 239).

1
11
i1l
i
|
il =\
<
[m]
<

----- W

Ab3ay NuHKa

Pucynok 239 — Knonka CTuib TuHUN

4.6.7.4 COpocuTh HACTPOMKYU CTHJISI TUHUH

[Ipy HEOOXOAMMOCTU MOXHO COPOCUTH HACTPOWMKH CTHJISL JIMHUU. [ 3TOr0 BBINOJHUTE
clleflyioliye AeiCTBUS:
1. Broimenute nuHuMIO.

2. Ha nmanenu MHCTPyMeHTOB, B pa3zieiie JIMHHUA HaXXMUTe Ha CTPeJIKy CIipaBa OT KHOIIKU

e (CTHIB TUHUM) (cM. Pucynok 240).

3. Ha nanenu BbIObOpa 11BeTa HaXkMuTe KHONIKY HeT koHTYpa.

— = = == 1T + 4 P vTv
— =]
— | = o« OO s v R s
— |::'. vl
—_ S | ]
AB3ay
HeT KOHTYRa
Lipeta Temb:

Pucynok 240 — Knonka Het koHTypa
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4.6.8 N3menuTh pazmep pUrypsl

BricoTy v mmmpuHy GUrypbl MOXXHO U3MEHUTH C COXpaHeHWeM WM 6e3 COXpaHeHus! IPOIIOPLIH.

YTo6bl U3MEeHUTHh pasMep QUIYpbl C COXpaHEeHWeM IIPOIIOPLKMM, BBIIOJIHUTE Clelyloliye

IEeUCTBUS:
1.
2.

Brinenute purypy, paamep KoTopoit He06X0IUMO U3MEHUTb.
V nepxxuBasi JieBy10 KHOIIKY MBIIIH, IPOTSIHUATeE JTIF0O0M U3 YIJII0BBIX MapKepPOB PaMKH Tak,
9TOOBI GUTYypa MpUHSIA HeoOXoIUMBIM pa3mep (cM. PucyHok 241).

OTnycTuTe JIeByr0 KHOIKY MBIIIH, 9YTOOBI 3aPUKCUPOBATh HOBBIM pa3Mep QUIypHI.

& &

Pucynok 241 — M3amenenue pasamepa GUrypbl C COXpaHeHUeM IpOTIOpIUI

Yro6bl M3MeHUTh pa3Mep pUrypbl 6e3 coxpaHeHUs IIPOIOPIUM, BBHIIOJIHWTE Clelyoliye

JeUCTBUSA:
1.
2.

Brinenure purypy, pazmep KOTOpor He0OX0IUMO U3MEHUTb.

VnepxuBasi JIeByl0 KHOIKY MBIIIH, MEPeMEeCcTUTe OJUH M3 MapKepoB paMKH (GUIYPHI

(cm. Pucynok 242):

— JUI1 W3MEHeHHs BBICOTHI (UIYpPHl TIepeMecTUTe BepXHUN WM HIWKHUN MapKep
paMKy;

— Ul U3MeHEeHUsI UPUHBI GUTypBI IepeMecTUTe JIEBBIMA WK TpaBblii MapKep PaMKH.

OTnycTuTe y1eByI0 KHOIKY MBIIIH, 9YTOOBI 3apUKCUPOBATh HOBBIM pa3Mep QpUIypHI.

Pucynok 242 — V3amenenue paamepa Gurypol 6e3 coxpaHeHHsl IIPOIIOPLKI
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4.6.9 Ilogoruath pazmep GUrypsI NOJK TEKCT

BricoTy ¢purypsl MoXKHO OZOTHATH TOJ, PacIIOJIOKeHHBIN B Hell TeKCT (CM. pazfen 4.6.4).
J1J1s1 3TOTO BBINIOJIHUTE CIleAyIOLe IeHCTBHUS:

1. Brwipenure durypy.

1. Ha maHenu WHCTpyMeHTOB, B pasfene Purypa (cM. PucyHok 243) HaXMHUTE KHOIKY

(TToaroHATE pa3Mep).

i
I
1|
il
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q1 = v

Ab3au Purypa

Pucynok 243 — Kaonika Ilogrousts pazmep

YT0oOBI OTMEHUTD IIOATOHKY Cl)I/Il"ypr IIOJI TeKCT, BBIIIOJIHUTE JIaHHbIE JeMCTBUS ITIOBTOPHO.

4.6.10 VIsMeHUTH JJIMHY M YroJI HAKJIOHA THHUH

YTOoOBI UBMEHUTD JIJIMHY WK YTOJT HAKJIOHA JIMHUH, BBITIOJIHUTE CJIeJIyIolIre JeHCTBUS:

1. Broimenute nuHUIO.

2. HaBenmuTe kypcop Ha MapKep Haydaja WIMA KOHIIA JIMHUU TaK, YTOObI KYpCOp IPUHSUI
By .

3. VYneprkuBas JIeBYIO KHOIIKY MBIIIIH, TPOTSIHUTE MapKep B TpeOyeMoe MeCTOIOoJIOXeHHe.

4. OrmycruTe JIeBYIO KHOIKY MBIIIH.

HpI/I HEO6XOI[I/IMOCTI/I nepemMenieHrue MdpKepd MOXHO IIpepBATb HA’KdATHUEM Hd KJIdBUIITY Esc.

Mapkep BepHeTCSI B UCXOJTHOe TI0JI0XKeHHe.

4.6.11 BeiopaTh THII HAKOHEYHHKOB JINHUU

Jljis Hayana ¥ KOHIA JIMHUM MOXXHO BbIOpAaTh THUI HAaKOHEYHHKOB. BrIOOpP MOXXHO cliesiaTh
KaK JI0 Hayajla pUCOBaHHUs JTMHUHU (CM. pasnen 4.6.1), Tak ¥ MpU peJJaKkTMPOBAHWK HAapHMCOBAaHHOW

JIMHUU.
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YToO6b! BEIOpPATh THIT HAKOHEYHHKOB, BBITIOJIHUTE CJIeyIollye JerCTBUS:
A
1. Ha maHenu WHCTPYMeHTOB, B pasfieiie JImHusA HaxkmuTe KHOMNKY = (Tum crpenkm)
(cM. PucyHok 244).
2. B BbImaparomemM CHucke BbIOEPUTE TUIl JIEBOTO W/WIM IIPAaBOTO HaKOHeYHWKA. Ecim
TpebyeTcst yOpaThb paHee BbIOpaHHbIe HAaKOHEYHWKH, B TEPBOM CTPOKE BBINAIAIOIIEro
CITMCKa BbIOepuTe /1Jis JIEBOTO W/WJTK ITPaBOro HakoHeyHuKa Tuil — (Her).

| .
3. IloBTOpHO HaXXMUTE KHOIIKY o (Tum cTpenku), 9TOOBI 3aKPHITh BBIMA/IAIOIINM CIIUCOK.

OBwwiA goctyn Hapctpolkw  Cnpaeka

W =y =Z===|7F + L Eﬁ&gv
Ab3ay

*+“— — —»

= — —=

« — —»

»— — —

*— — —»

Pucynok 244 — Kuonka Tun crpesnkn

4.6.12 3sMeHUTH 103ULUI0 PUTYyPHI B TEKCTe

Pacnonoxxenrie ¢Qurypsl OTHOCHTEIBHO TeKCTa MOXHO H3MeHsTh. Harpumep, durypa
MO>KeT PaclioyaraTbCsi B TeKCTe, Iepe]] WX 32 TeKCTOM.
Jl1s BeIOOpaA o3Iy GUTYPEI BLIIIOJIHUTE CIIelyIoIIue JeHCTBU:
1. Boimemure Tpebyemyto ¢purypy. UtoObl BbIEUTH GUTYPY, KOTOpPasi HAXOAUTCS B TTO3UIUN
3a TeKkCTOM, HaBe[JUTe Ha Hee KypCOP MBIILIN ¥ HAKMUTE Ha 0TOOPa3UBIIYIOCS KHOIKY @
2. Otobpa3uTte CIMCOK BO3MOXKHBIX TO3UIMK GUTYPBI OJTHUM U3 CJIeIYIOIIUX CIIOCOOO0B:
— FEcnu BbiJlenieHa JMHMS, Ha NaHeIM HWHCTPYMEHTOB, B pasjese JIMHHS HaxxMuTe
KHOTIKY w CIpaBa OT TeKyIlel nmo3uruu JuHun (cM. Pucynok 245). Ecnu Bbiienena
mobas apyrasg ¢urypa, Ha IaHejld MHCTPYMEHTOB, B pasfieile Purypa Haxmwure

KHOIIKY w CIIpPaBa OT TekylIiel no3uiiud ¢purypsl (cM. PucyHok 246).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2025 236



MonOdonc

O6wmi goctyn  Hagetpoiikw  Cnpaeka

- —_— —_— —_— —_— —_— — lj —_—

M | = = ===17 F+ L g EV% o
= =B = ow
— S - O= B rekcre
Ab3ay NuHwna

(0 Bokpyr pamkw
Ceepuy W CHU3Y
Mepen TexcTonm

iu
= 3avekctom

PucyHok 245 — Beibop Mo3uIuu JIMHUA

vz ==EB o | 8- |ER
o - — % AaRAaR:
= = = :E[ T - O= Brekcre
Ab3ay Purypa -
0= Bokpyr pamkw
O Ceepxy v cHusy
IF MMepea tekcTom
= 3artekcrom

Pucynok 246 — Boibop no3uniuu ¢urypsl

— IllenkHuTe mpaBOM KHOMKOW MBI 1O GUTYpe W BBLIIOJIHUTE KOMaHAY

KOHTEKCTHOTO MeHI0 Q0TeKaHHe TeKCTOM.
3. B oTkpbIBIIEMCS TTOJIMEHIO BbIOEpUTe TPeOyeMyto MO3UIUI0 GUTYPHI:

— B Tekcre — ¢urypa sBJseTcs 4aCTbIO TeKCTa KaK CJIOBO WIM 3HaK MpPeIMHAHUS;

— Boxkpyr paMKu — TeKCT o0TekaeT IPSIMOYTOJIbHYIO PaMKy, B KOTOPYIO IIOMeIaeTcst
durypa;

— CBepxy U CHH3Y — TeKCT pacliojiaraeTcs Bblllle U HuXe GUrypsr;

— Ilepen Texcrom — purypa pacrionaraercs rnepej TeKCTOM B BUJle BEpXHET0 CJI0S;

— 3a TekcToM — GUrypa pacroyaraeTcsi 3a TeKCTOM B BUJle HUXKHETO CJIOSL.
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4.6.13 Ilepemectuth purypy

Purypy MOXHO IepeMelaTh CleIyIIUMU CIIOCOOaMu:

— IleperackuBaThb, y/iepXuBast IEBYIO KHOMKY MBIIIIH.

— IlepememiaTh CTpOro MO BePTUKAIM WM 10 TOPU30HTAJIM C [IOMOIIIbIO KJIaBUII «—, T, |, —
Ha kiiaBuarype. JlaHHbINM criocob IOCTyTieH, ecid GUrypa HaxoJuTCs B JIF0OOM MO3UIINH,

KkpoMme ro3uiiiy B Texcre (cM. paszen 4.6.12).

[Tpu nepemelnieHry GUTYPHI C TIOMOIIBIO KJIABHII «—, T, |, — MIar nepeMeIeHus 3aBUCUT OT
Macmirada J0KyMeHTa:
— eciu macirab < 200%, To mar = 4 MM;

— eciu maciarad > 200%, To mar = 1 M.

Yro6bl yBemuuMUTH MIar, IlepeMeliaiiTe GUIypy KiIaBUllaMu <—, T, |, —, yzaepkuBas
Hakaroi kinauiry Shift. B naHHOM citydae miar nepemertienus 6yer paBeH:
— ecyu Maciurab < 200%, to mar = 4 cMm;

— eciu maciarad > 200%, to mar = 1 cm.

4.6.14 Y namuts durypy

YToOb! yIanuTh GUTypy, BLITIOIHUTE CIIeYIOIIHe IeHCTBUS:

1. Beigenure durypy.

YToOb! BHIIEUTHh GUTYPY, HAXOMASIIYIOCS B TO3UIMH 3a TeKcToM (CM. pasfgen 4.6.12),

HaBeJUTe Had Hee KYPCOPp MbIIIX U HA’)KMUTEe Hd OTO6paBI/IBH_Iy'IOCH KHOIIKY @

2. BbinosiHATe KOMaH/y y/laJleHusl OJTHUM U3 CJIeIyIOIIUX CIIOCOOOB:
— Ha mnanenu uHcTpyMeHTOB, B pa3fene IIpaBka HaXMWTe KHOIIKY D (Ymanurn)

(cm. Pucynok 247).

Dopmat  WHcTpymenTw Bug  OBwwiA goctyn HagcoTpoikw  Cnpaeka

9{; ﬁ w é D {0 Thames | 4 |w| A i
D C W K Y o= [ A & °

Mpaeka WpndT

Pucynok 247 — Knonka Y gaiurthb
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— IlpaBoii KHONKOM MBIIIM IIeJIKHWTe 110 UIype U BBIIOJIHATE KOMaHIy
KOHTEKCTHOT'O MeHIO Y Ja/IuTh.
— Haxwure kiaBumy Backspace (Windows, Linux) win Delete (Windows, Linux,

macOS).

Eciu ¢urypa Haxomurcs B mo3urnuu B Texcre (cM. pasmen 4.6.12), To ee MOKHO yIaIUTh

Kak TekcT (cM. pasmen 4.2.10).
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4.7 lnarpamMmsbIl

Yrobbl 100aBUTH B JOKYMEHT JaMarpaMMy, co3faiite ee B mnpuioxeHun «MoiOduc
Tabnunay, a 3aTeM CKONUPYUTe U BCTaBbTe B TpeOyeMoe MeCTO JJOKyMeHTa.

JluarpamMma BCTaBJIsieTCsl Kak n3obpakeHue (cM. paszern 4.5).
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4.8 ®opmynbl

4.8.1 BcraButs popmyiy

B TexkcToBBI MOKYMEHT MOXHO A00aBisTb Gopmysbl. PoOpMysibl BBOASTCS Ha SI3bIKe
pasmetku LaTeX, aBToMaTH4eCcKy MpeoOPa30BBIBAIOTCS M 0TOOpAXarOTCS B TEKCTe B CTaHIAPTHOM
(obmenpuHsITOM) BUIE.

YT068!I BCTaBUTH GOPMYJTy, BBIIIOJIHUTE CIIeAYIOLIe 1efCTBHUS:

1. YcraHoBuTe Kypcop Ha TO MeCTO B IOKyMeHTe, Kyla He06X0JIMMO BCTaBUTh GpOPMYITy.

2. BpeinonHuUTe KOMaHAy BCTaBKU OJIHUM U3 CJIeIyIOIINX CIIOCOOOB:

— Bribepute nyHKT kKoMaHAHOTO MeHIO BeraBka > ®opmyia (cm. PucyHok 248).

Beraeka @opmar  Wecrpymednts Bug 06

23]
&
G
()

Pucynok 248 — Komangnoe mento BeraBka

MzobpaxeHne...

TekcToeoe none

Durypa L

Tabamua...
Dopyaa...

— Ha nmanenu UHCTpyMeHTOB, B pasfieyie BcraBka HakMuyTe KHOIIKY »= (CM. PrcyHok 249).

o fmy
Ha OTOﬁpHBI/IBIHGI/ICH IaHeJIM BCTABKW HA>)XMHWTe KHOIIKY .=/ (I)opmyﬂa.

AaboB AaB6B1 AaB6Bel ... [ ‘]v @ v E -

3aro..ok 1 3aro..ok 2 3aro..ok 3

E Mzobpamerne... ~
]:[ TekcToeoe None

H Durypa ¥

—t

HH  TaBawua.. ¥

Dopuyaa... I}

Pucynok 249 — [1anenb BcTaBku
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3. B okxne ®opmyna (cM. Pucynok 250), B mosie Beipaxkenune LaTeX BBemute dopmyiy
Ha s3bike pasmerku LaTeX. Hroroseii Bup ¢opmysel 0TOOpasuTCS B IOJe
IIpenBapuTeIbLHBIN IPOCMOTP.

4. Haxwure kaonky OK.

Dopryna

Boipamernwe LaTeX

.$ z=“frac{-b.pm “=gqrt[]{b"{2t-dac}i{2atyl

MpegeapuTenbHEIA NPOCMOTR

b+ v — dae

2a

Pucynoxk 250 — Oxno Popmyna

B Tekyieit Bepcur He TOJEp)KUBAeTCs oToOpaxkeHWe GopmyJi, Cco3laHHbIX B Microsoft

Word 2003 u 2007.

4.8.2 PenaktupoBaTth popmMyiy

YToObI peflakTUPOBATh GOPMYITY, BHIIOJTHUTE CJIeIyIolIre JeHCTBHUS:
1. OTkpoiiTe OKHO pefaKTUPOBaHUsl GOPMYJIbI OJTHUM U3 CJIeJTYIOITUX CIIOCOOOB:

— Brigenure ¢dopmyiy IIeUKOM JIeBOW KHONKM MblM. Ha maHenu MHCTPyMeHTOB,

B pazjiesie PopMyia HaXXMUTE KHOIIKY {0 VamenuTs dopmyy (cm. Pucynok 251).
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Popmar  Wnctpymentm Bug  OBwwid goctyn  Hagetpoiikw  Cnpaeka
o5 & v é D d,-_:f' Wsmernte | := » =
DO & =

Mpaeka PopmMyna Ab3ay

1~
Il

Pucynok 251 — Knonka IsmeHuTs popmyiry

— DBrpipenute ¢opmyily IeJYKOM IIPaBOM KHOIKM MBIIIM. BRIONHUATE KOMaHIy
KOHTeKCTHOro MeHI0 U3MeHHTH popmy.ty.
— DBrimenure popMyily IBOMHBIM IIeTYKOM MBIIIIHN.
2. B oxue ®opmyna (cm. Pucynok 250), B none Boipaxkenme LaTeX penakrtupyiite
dopmyiy.

3. Haxmure xkHonky OK.

4.8.3 IamenuTh pasmep popmMyJibl

Yto06b! M3MeHUTh padMep GOpPMYJIbI B TEKCTe, BLITIOJHUTE CIIeAYIOIe 1eHCTBUS:

1. Brimenure ¢popmyiy.

2. VYpepxxuvBas JIeBYIO KHOIIKY MBIIIIH, TPOTSIHUTE JIF0O0M M3 YIVIOBBIX MAapKepPOB PaMKHU Tak,
yT0OBI GOpPMYJIa IPUHSIIA He0OXO0OUMBIHN padmep (cM. PrucyHok 252).

3. OTnoycTuTe JIeBYIO KHOIIKY MBIIIH, YTOOBI 3aUKCUPOBATh HOBBIM pa3Mep GOPMYJIbI.

1 bt b — da
I 2a

Pucynok 252 — M3meHeHune pa3mepa GOpMyJIbl

4.8.4 Y nanuts popmyiy

YToOB! ynanuts GopMyily, BHIIOJIHUTE CIeAYIOIIre TeHCTBUS:
1. Beigenute ¢popmyiy.
2. BbInonHWTe KOMaHAy yajieHus OJHUM U3 CIeIyIOIIUX CIIOCODOB:
— Ha maHenmu MHCTpyMeHTOB, B pasieiie IIpaBka HaXmMuTe KHOIIKY ]j (Y manurs)

(cm. PucyHnok 253).
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Popmar  Wnctpymentm Bug  OBwwid goctyn  Hagetpoiikw  Cnpaeka

D‘:‘«; ﬁ w .'_'EJ D {':}HSI'.'IE'HHTI:CI]- EEv

2 & e

Mpaeka PopmMyna Ab3ay
Pucynok 253 — Knonka Y gaaurtb

— [IlpaBoii KHOMKOM MBI IIeJKHUTe 10 ¢opMyJie U BBIIOJHHATE KOMaHIY

KOHTeKCTHOI'O MEeHIO YnaJme.

— Haxwmure xnaBumry Backspace (Windows, Linux) wiu Delete (Windows, Linux,
macOS).

Taxcke I yaaJleHrusa Cl)OpMyan MOJXHO HKCIIOJIb30BATh COYeTaHWA KIIaBHUII I YdJIeHWsa

Tekcrta (cM. paszen 4.2.10).
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4.9 DieMeHTHI yIIpaBJIeHUS

JnemeHmbl ynpabneHuss — 3TO OOBEKTBI, KOTOpble HCIOJBb3YIOTCS B (opMax: aHKeTax,
OIPOCHMKAX, TecTaxX U T.A. (CM. npumep Ha Pucynke 254.)

B nmpunoxennn «MoOduc TekcT» MOXHO CO31aBaTh 37IEMEHTHI YIIPaBJIeHUs CIeAYIOIINX
THUIIOB:

—  @naxoxk,

— Ilosne BBOAA,

— BblHaHaIOIIII/If/'I CIIMCOK.

Taxoxe nofnepxuBaeTcsi paboTa CoO CIIeAYIONUMU 3jIeMeHTaMu YIIPaBJIeHHs], CO3JJaHHBIMU C
MTOMOIIIbIO TTprIokeHus: Word:

—  ®Jaxox,

— OOBIYHBIA TEKCT,

— Bpibop narsi,

— PackpbIBaronuiics CIiMcok,

— T'opuzonranbhas pamka (TextFrame) — uncTpymenT us npeabiayiux Bepcuit Word.

AHKeTa
1. Vkamwure Bamr conuaneHeii cratyc: [ lkonemmk unu [ Crygent

3.  YkamwuTe Bawy Oaty posagends: Mecrto ond BEoga 0aTel

4, YI{B)KPITE, KakKHM BHOOM CnopTa Bbl 3aHHMaeTeCk: E’::IIEHE:IITE JNeMeHT

Pucynok 254 — IIpumep a51eMeHTOB yIpaBJIeHHs B TEKCTe

Jliist aneMeHTOB ynipaBieHus: «Pnaxok», «PackpbiBatomuiics: cicok» U « OOBIYHBIN TEKCT»
peasM30BaHa MOAJIepXKKa TeKylllel U npeabinyiieit Bepcun Word.

OcobenHocTy paboTHI C 371eMeHTaMu yTIpaBJieHUsl IPyroro TUIa:

— OnemeHT YyripaBieHUss «®POpMaTUPOBAaHHBIM TeKCT» IpeobpasyeTcs B TEKCT C

COOTBETCTBYIONUM pOpPMaTUPOBAHUEM.
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— Onement ynpaiieHus «lloje co cromckom» mnpeobpa3oBbiBaeTcsi B «Bpimagaronuil

CITMCOK».

B Ttekyeit Bepcuu npunoxenus: «MoiOduc TekcT» He TOIIepPKUBAIOTCS:

— OrtobpakeHre Ha3BaHUM D3JIeMEHTOB YIIpaBjleHWssT B BHUAE OTKPHIBAIOIIETO U
3aKpbIBAIOIIEro TeroB.

— Pabora c aneMeHTaMH yIIpaBJIeHHsI B KOJIOHTUTYJIaX (CM. pasfen 4.12.2), KoMMeHTapusax
(cM. pasmen 4.14.2), monsix (cm. paszmen 4.10), B OOBIYHBIX M KOHIIEBBIX CHOCKAX
(cM. paspen 4.2.2), a Takke B APYTUX 3JIeMeHTax yIpaBJIeHusl.

— Pab6ora c anementamu ActiveX.

— CoBMECTMMOCTb C 37IeMeHTaMH yTipaBiieHust, co3fgaHHbMU B LibreOffice Bepcuu 7.4 u Boittie.

[Tpu coxpanennu nokymenta B ¢popmare ODT wim XODT cbpachiBatoTcs ciiefyromiye
CBOMCTBA 3JIeMeHTOB yIIpaBjleHUs], 3a/laHHble B CTOPOHHUX peJlaKTOpax:

— Ha3BaHUE;

— IBeT;

— HACTpOMKa yJhajleHWs — «YJauuTb OJJIeMeHT YIIpaBJIeHUsl COJepXXUMBIM IIpU
pellakTUPOBAaHUU CO/IEPXXKUMOI0»;

— HACTPOMKU OJIOKMPOBKM: «JJIeMeHT YIpaBJeHHs COJepXXUMbIM Hejb3sl YIAJIUThb,
«CopepxvMoe HeJlb3sl pe/lakTHPOBaThy;

— TIOfICKa3Ka B I10JIe BBOJA;

— HeCTaHJdapTHbIe CMMBOJIBI 3JIeMEeHTa YIIpAdBJIeHUs «Daxoxy.

[Tpu pobaBiieHnu B TaOIMIYy 37IeMeHTOB ylipaBilieHUs «Bbimagarommii crivcok» U «llome
BBOZIa» PAMKH 3THX 3JIEMEHTOB MOTYT BBIXOJUTH 3a Tpeielibl siueeK TaOJIrIIb.
Pasmep oroOpakaeMoro Ha3BaHHMSI 3jleMeHTa yIipaBjeHUsl orpaHudeH 60 CHMBOJIaMHU.

ITepeHoCH! B Ha3BaHHUSX He MO/JIeP>KUBAIOTCSL.
4.9.1 OncaHue 3/1eMeHTOB yIIpaBJIeHUs

4.9.1.1 daaxox

@Dnadiok — 371eMeHT yTIpaBJIeHus], KOTOPBIA COZlep>XUT (riaroByro KHOIKY (cM. PucyHok 255).
[Tonp3oBarenb CHUMaeT WM CTaBUT QUIAXKOK, BbIOMpasl MOJIXOASIMe BapyUaHThl U3 NepedrCIeHHbIX

WJIX BbIpaXXasd COrjiacre C 0003HaYEeHHBIMHA YCIIOBHUSAMM.
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K ¢uaroBoii KHOINKe MOXHO TIPUMEHUTb HacTpoWkud ¢opmarvpoBanus. Harmnpumep,

N3MEHUTDb pa3Mep WK OBET, BbIACJIUTL XUPHBIM.

1. VkamwuTe Baw couHanbHLIH CTATYC: %U_IHDHH—IHH win [ Cryment

Pucynok 255 — DnemenT ynpaBiieHus «Piaxox»

4.9.1.2 ITose BBOma

ITone 66oda («O6branbIN TeKCT» B Word) — 371eMeHT yIpaBiieHus, KOTOPBIM COIEepXKUT IoJie

JI1s1 BBOZIa OOBIYHOrO (HepopMaTHpPOBAaHHOTO) TekcTa (cM. PucyHok 256).

2. YEKawkuTe HazpaHHe BaLLEro }-"-IEEI-IDFD JaBeJeHHA. MecTo ons BBOOA TEKCTa

Pucynok 256 — DnemenT ynpasiieHus « OObIYHBIN TEKCT»

B mone MoxHO BBecTHM BpyuHyl0 Wiu u3 Oydepa obMeHa m000il 0o6beM TekcTa 06e3

paszesieHus Ha ab3anbl (cM. Pucynok 257).

2. VYkaxuTe HasBaHHe Ballero y4ebHOro aBegeHHs: | [MmMHazMs .\"f_-".| I

Pucynok 257 — BBog Tekcra

[Tpu BCTaBke B mojie BBOJa pOpMaTUPOBAHHOI'O TEKCTa BCe HACTPOMKUA (pOpMaTHUPOBaHUS
OYUINIAIOTCS.

BcraBieHHbIN WM BBeIeHHBIN BPYYHYIO TEKCT MOXKHO $OpPMaTHMpOBaTh HEIIOCPEICTBEHHO B
nosie BBoja (cM. Pucynok 258). Hampumep, n3meHuTh pa3mep U IiBeT mpudTa, CHeyaTh TEKCT
JKUPDHBIM WM IOJYepKHYTHIM, IIPUMEHUTb K TeKCTy IIpeAyCTaHOBJIeHHBIM cTuiab. Hacrpoiiku
¢opMaTpoBaHUs IPUMEHSIOTCS KO BCEMY TeKCTy B IIoJle BBOJA, (pOpPMaTHpOBaHHe OTAeNIbHBIX
(¢parMeHTOB TeKCTa He Jonyckaercs. [Ipy yBenudyeHuM pasMepa LIpUdTa MPONOPLHUOHATIBHO

MeHseTCsd pa3Mep I10Jid BBO/d.
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2. YkaxuTe HazeaHWe Baulero y4ebHoro sasegenus: |['UIMHA3UA Ml|

Pucynoxk 258 — ®opmaTHpoBaHHBINA TEKCT

YroOBbI IepeiTH B PeXKUM peIakTHPOBAHUS CO/IEP>KUMOTO TOJIs, IIeJIKHUTE 110 HEMY MBIIIIbIO.

Ecmm Tp86YETC$I BbI[IeJINTb TeKCT B I10JIe BBOJA:
— ,HJISI BblIeJIEHHs OJHOI'O CJIOBA ABAXKAbI IEJIKHUTE MbBIIIbBIO I10 3TOMY CJIOBY.

— HHH BblleJIeHHs BCero TeKCTa TPHXIbI IIeJIKHUTEe MBIIIBIO 110 J'IIO6OMy CJIOBY.

BbI,HEHeHHbeI TEeKCT MO>KHO Bpr€3aTb/ KOIIMPOBATb U BCTABUTH B Apyroe MeCToO JOKYMeHTd B

Buje TeKCTa. BprEB{:lHI/Ie, KOIIMPOBaHKWE W BCTdABKA OCYIIECTBJIAIOTCSA CTAHAAPTHBIMH criocobamu

(c™m. paznen 4.11.2).

4.9.1.3 Beinmagaroniuii CIIMcoK

Boinadarowuti cnucok («PackpsiBatomuiicss crimcok» B Word) — 371eMeHT yIipaBiieHHS,
KOTOPBIA COJIEP>KUT BBITIAJAIONIMNA CIMCOK 3aflaHHBbIX 3HayeHWM (cM. Pucynok 259 u 260).

ITons3oBaTesb MOXKET BbIGpaTb TOJIBKO OJHO 3HAa4YeHue. Pe,[[aKTI/IpOBaHI/Ie BbI6paHHOl"O 3HA4YeHHs He

AOITYyCKaeTCd.

“-'L YK,E}KI’ITE, KaKHM BHOOM CIOPTa Bl 3aHHMaETeCh: EJ:':IIE:I:":_'IZITI—? aeMeHT

Pucynok 259 — OnemeHT yripaBiieHus « Bolnagaronyi Crincok»

4. YICE}KHTE, KakHM BHIOOM CIOPTa Bbl 38aHHMaETECE: EJ:':III_:I:‘:_'IZITE INEMEHTY » |

BblbepuTe 3NSMEHT.
Bar

Nblseponnepbl
MnasaHwe

OUrypHOS KSTaHHe

Pucynoxk 260 — Beibop 3HaueHus
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Tekcr, KkoTOpeIi OTOOpakaeTcsi B IIOJle BBOAA BBINAAAMONIETO CIMCKA, MOXHO
¢dopmarrpoBats (cM. Pucynok 261). Hanpumep, usmeHuTs pasmep U 1BeT MIpUQTA, CAelaTh TeKCT
JKUPHBIM WJIM [IO/IYEPKHYTHIM, IIPUMEHUTD K TEeKCTy IIpe[lyCTaHOBJIeHHbIN CTub. [Ipyu yBenmuyennn
pasMepa mipr¢Ta POIIOPIIMOHAIILHO MeHsieTCs pa3Mep I0Jis BBoja. [Ipy 3TOM K IIyHKTaM CIIKCKa

¢dbopmartrpoBaHue He TIPUMeHSIeTCsl.

4. yKE}KI’ITE, HakHM BHIOOM CIOPTa Bbl 3aHHMAaETeCh: HBDREPD.'I.'IE}]H \{'J

s/ Iblseponnepbl
BriGEpHTE SNSMEHT.
Ber
MnasaHwe

CUrypHoS KaTaHHe

Pucynok 261 — ®opmaTupoBaHHBIN TEKCT

4.9.1.4 Bp16op naTsI

Bbibop dambl — 371eMeHT YTIpaBJIeHUs] U3 TeKyIrX Bepcuii Word, KOTOpBIH COIEpXKUT IoJie

BBO/Ia AaThl (cM. PrcyHok 262).

5.  YkamwuTe Bawy Oaty poxnenus: Mecto o BEona gaTe

Pucynok 262 — DnemenT ynpasiienus «Beibop gaTtbn»

Jlata BbIOMpaeTcst mojib30BaTeseM M3 PacKpbIBAIOIIErocsl KajeHaapsi U IOJICTaBiIseTcs B

nosie B 3afjaHHOM ¢dopmare (cM. PrucyHok 263). BBog naTsl BpyuHyIO He JOITyCKaeTcsl.

B Tekyimeit Bepcun He MOJEpXKHBaeTCsl 3HaueHUe, yka3aHHOe B Word, B OKHe CBOWCTB
JJleMeHTa YIIpaBJieHHsI COAepXXuMbiM, B Tiofie IIpu comocTaBiIeHHMH COXpPaHATH

conep:xxumoe XML B cienyromem ¢popmare.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2025 249



MonOdonc

3. YxamuTe Bawy JaTy puxc,u,euuﬁ:l MecTo ang BEOOA OATEH! ‘:'\J

{ Peepans 2011 >

1 3 4 3 b

7 & 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 2% %
28

CeroaHn

Pucynok 263 — Beibop naTe

JlaTy B mose BBoja MoXxHO ¢dopmarvupoBath (cM. PucyHok 264). Hampumep, naMeHUTH
pasMep U I[BeT, CleJiaTh IMOAYEepPKHYTOM, NMPUMEHUTh K JlaTe IpeyCTaHOBJIEeHHbIM CTWib. llpu

YBeJIM4eHUHn pa3dmMepd H_IpI/ICbTa IIPOIIOPIHOHAJIbHO MEHSETCA pa3mMep I10Jid BBOJd AdThI.

3. Yrawwure pamry gaty poxcaenua: | 02.02.2011 ~

Pucynok 264 — Jlata ¢ popmaTrpoBanuem

4.9.1.5 T'opu3oHTa/IbHAsA paMKa

I'opusoHmanbHas pamka — 37eMeHT ylpaBJeHUs U3 Npelbllylinx Bepcuid Word, KOTOpBIM
COZIEP>KUT KOHTeWHep JJIs BBO/IA TeKCTa (paMKy). PaMKy MOXHO IlepeMelaTh, a TakKe U3MEHSTh ee
pasmep.

B npunoxenun «MoitOduc TekcT» pamka aBTOMaTUdecku IpeoOpa3oBbIBAeTCS B
TekcToBoe Tione (cM. pasfmen 4.6.3). Ilpu aTomM coxpaHsieTcsi cojepXXumoe, MapaMeTphbl
¢dopmMaTrpoBaHus, pa3Mep U MOJI0XKeHHe Ha JIMCTe, 3afjaHHble B Word. [lapameTpel pamMky, KOTOpbIe
He TOJIJIepP>KUBAIOTCS ISl TEKCTOBOTO TOJIsl (CM. CIIMCOK), COXPaHSIIOTCS B CHCTeMe Jijisi 06paTHOM

KOHBepTalluu.
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[Ipu npeobpa3oBaHny paMKH B TEKCTOBOe IOJIe:

B TekcToBBIX M0JISIX HE 0TOOPAXKAIOTCS AUArPaMMBI.

st TeKCTOBBIX TOJIel He TMOJiep>KHMBaeTCsl MOBOPOT TEeKCTa, CHOCKA U 3arOJIOBKU.
Kpome Toro, oTcyTCTByeT BO3MOXXHOCTb paboThl C momsamMu (cM. pasgen 4.10), He
peann30BaHHLIMU B TIpuiioxkeHun «MoOduc TekcT.

Ecnu s pamky ycraHoBiieH 1BeT ¢OHA C 3aTeHeHWeM, TO BOCIIPOM3BOJUTCSI TOJIBKO
1Bet ¢oHa (6e3 3aTeHeHUsT).

Eciiv y paMku rpaHuIbl pa3HOrO TUIA, TO YCTaHABIMBAIOTCS OMHAKOBbIE TPAHUIIBI U3
CIUIOIITHOW JIMHUU. ['paHuUIlbl pa3HBIX 1[BETOB Mpeobpa3yloTcsl B I'PaHUIIbI YepHOro IIBeTa.
['paHuIlbl pa3HOM TOMIIMHBI MPeoOpa3ylOTCss B OJMHAKOBBbIE TPAaHUIBI CO CPeqHUM
3HaveHueM. [Ipu orcyTcTBUM XOTs ObI OTHOM IPpaHUIlBl YOMPAIOTCS BCe TPAaHUIIBI.

Ecnu TekcT B pamke pa3buT Ha OT/Ae/IbHbIe Taparpadbl U y paMKH eCThb 3aJIUBKa, TO 1BET
3aJIMBKU HE BOCIIPOU3BOJIUTCSL.

Ecnu Tekct B pamke pa3OUT Ha OTAebHble maparpadbl M y 3THX maparpadoB ecTb
IPaHUIIBI, TO YOUPAIOTCS TPaHUIIBI U Y TaparpadoB, U y TeKCTOBOTO mosisi. McxoaHbli
BUJ| TPaHMI] JJIs1 0OpaTHOW KOHBepTallMi He COXPaHSeTCsl.

[Tpu xonMpoBaHUM TEKCTOBOTO TOJISl B IpefieflaX UCXOJHOTO JIOKyMeHTa COXPaHSIOTCS
BCe TapaMeTpbl [ijisi 00paTHOM KoHBepTanuu. [Ipu KonmupoBaHUUM B IPYrod JTOKYMEHT

IapaMeTpbl HEe COXPAHAIOTCA.

[Ipu coxpaHeHMM [IOKyMeHTa BBINIOJIHSIETCSI OOpaTHasi KOHBepTalUsl TeKCTOBOIO IOJIS B

PaAMKY. ,HJ'IH PaMKU IIpUMEHAIOTCA IIdpdaMETpbl, KOTOpbIie He OBITM  MCIOJIb30BAHbI Ipu

peoOpa30BaHMUMU.

4.9.2 Co3gaTh 371eMeHT ynpaBJjIeHUs

YToOBI BCTABUTH 3JIEMEHT YyIIpaBJieHUd B JOKYMEHT, BbIIIOJIHUTE CileJyronjre OerCTBUS:

1.

YcraHoBure Kypcop B TpebyeMoe MecTo JOKyMeHTa.

2. BplimonHUTe KOMaH/y BCTaBKX OJTHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— DBroibepute mnyHKT koMaHAHOro MeHI0 BcraBka > 3JeMeHTHI YyIpaBJIeHHS

(cm. PucyHok 265).
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Brraska

BEH#E @&HE

ML T

nom #

R Q0 Wa ol S

Dopnat

Wzobpamerne..

TekcTosoe none

Durypa

TaGnuua...
Dopuyna...

CI'I'E'LI,H-EJ'II:-H b€ CHMMBOAB...

PazpbiE cTpaHWLE
Paspwie pasgena
Hownepa cTpaniy,
KonoHTUTY AR

Ornaenedne

Ceobinka...

MepekpecTHan copaka..,

Jaknagka...
CHocka

KommerTapui

Data
Bpemn
Mona

SNEMEHTE YTIPaBAEHHA

WMHeTpymeHTH

Ctrl+Enter

Ctrl+K

Bvg OBwmi goctyn

Hagctpoiikn

j KO Thames w
X K 4 AB -
WpudT
Dnanok

Mone eeoga

Bbinagamwmia cnucok

Pucynok 265 — [IyHKT KOMaHIHOTO MeHIO DJIeMeHTHhI yIIpaBJIeHHs

— Ha nanenu HMHCTPYMEHTOB, B pa3jejie BcraBka HaxxmuTe KHOIIKY === .

0TOOpa3uBIIeNCs

I[IaHeJIn

BCTaBKH

HaBeauTe KypCOp  MbIIIN

JueMeHTHI ynpasiaeHus (cM. PucyHok 266).

3. B oTkpbiBIIeMcsl IOJIMeHIO BbibepuTe TpebyeMblii 3jieMeHT YIIpaBJIeHuUs].
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6B AaB0B AaboB! AaBoBs ... @v @ v = =
bl 3aro..ox 1 3aro...ok 2 3aro..ok 3 e !
E Wzobpaxenwve.., ~
D TekcToBDe None
A Durypa > Q
HH  TaBmaua >
C‘j Dopuyna...
E CneunantHBIE CUMBOALL.., >
’H Paspuie cTpaHuLbl
*=  Paspme pasgena
Howmepa ctpanvy, >
@ KonoHTumyam >
OrnaeneHune
(_:) Cebinka...

=1 TepexpectHas copinka...

[] Jaknagka...

AB  CHocka >
D KomumeHTapui
[E] [ata
@ Bpemn
E@ Mona
Daamok SNEMEHTHI YNPaBAEHKA ¥

%

Mone eeoga

Bminagarowmii cnmcok
- s} +  210% hd

Pucynok 266 — Ilanenb BcTaBku

JJIeMeHT yIIpaBJieHUsl J0OAaBUTCS B yKa3aHHOe MeCTO JOKyMeHTa.

YTo6bl HAaCTPOUTHL MapaMeTphbl 3JleMeHTa YIIpaBJIeHHUs, BbIIeJIUTe ero IIeI4KOM I1paBou
KHOIIKY MBIIIIM ¥ BBIIIOJIHATE KOMaH/ly KOHTeKCTHOTO MeHI0 HacTpouTh 3/1eMeHT ynpaBjieHus.

OTtkpoercsi okHo HacTpoiiku 3jieMeHTa yNpaBJIeHHUsl, COCTaB IIapaMeTpPOB KOTOPOTO

3aBUCHUT OT THUIIA peJJaKTUPYyeMOro 3jleMeHTa yIpasjieHus (cM. npuMep Ha Pucynke 267).
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HacTpolikn 3nemeHTa ynpasneHna *

o MNoKasbiBaTh He nokasbiBaTb

SERTEEEs -

YOanUTL 3NEMEHT NOCTE PENaKTMPOBaHWA
3anpeTuTL YOanaTk INeMeHT
3anpeTWTe PeNaKTMPOBATE CONEpHMMOe

MpyunmeHWTE OTmeHa

Pucynok 267 — OxHo HacTpoiiku 3j1eMeHTa ynpaBJieHus JIJIs 3JleMeHTa yIipaBjieHus: « Pi1a>kok»

4.9.2.1 Obmue napameTpbl

O6IlII/Ie IapaMeTpbl UAEHTUYIHDBI [JId BCeX 3JIeMEHTOB YIIPpABJIEHU.

Tabnuna 13 - O6mue mapameTpsl

CBoiicTBa

HasBanue

HazBanue anemenTa ynpasnenus. OTobpaxaercs B Buzie
3aroJIOBKA MPH BbIJIJIEHUH 3JIeMeHTa YIIPaBJIeHus WK
HaBeJIeHUH Ha Hero Kypcopa MBIIIH.

ITonckaska

HOJICKHBK& 0T06pa>KaeTc;[:
— B IIOJIe BBOJ4A OO TOTI'O, KdK IT0JIb30BATEJIb BBeJI TeKCT;,

— B IIOJIe BBINAJAIOIIEro CIIMCKA O TOr0, KaK IOJIb30BaTellb
BBIOpaJT Kakoe-JInb0 3HaYeHue.

[lo ymomgaHuto ayis oS BBOZja OTOOpaXkaeTcs MoJICKa3Ka
«BBemuTe TEKCTY», a IIsl BRITIAJAIONIET0 CIMcKa — « Beibepure
13 criuckay. [Ipy HeoO6XoAMMOCTH TTO/ICKA3Ky MOXKHO
PelaKTUPOBaTh WIH YJIAJIUTh.

s anmemenTa yrpasienus «Piaaxok» mose Ilogckaska
OTCYTCTBYET.
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Ter

Teru ucnonb3yrOTCs Uit TOTO, YTOOBI CCHUIATHCS HA JJIEMEeHTHI
yIpaBJieHus B Kofle ITPYU CO3[IaHUK MaKpPOKOMaH]I
(cMm. pazmen 4.16.1), TOIKITFOYEHUH BHEIITHAX CACTEM.

Cruin

["'panuIer

JlJist ameMeHTa yIpaBieHUs MOXKHO BKJTFOUUTD WA OTKITIOYUTD
oTobOpakeHHe TpaHull. ['paHUITBI 0TOOPaXKAIOTCS TIPU
BBIJIEJIEHUH 3JIeMeHTa YITPaBJIeH!s UJIU HaBeJIeHUH Ha Hero
KYpCOpa MBIIIIH.

He pexomennyetcs oTkimodaTh 0TOOpaXKeHUe TPaHuIl st
BBITIAJIAIOIIET0 CIMCKa. Takou cnucok OyaeT npeicTaBieH B
IIOKYMeHTe KaK OOBIYHBIN TeKCT, ¥ ero MyHKTHI OyAyT
HeJOCTYTIHBI JIst BBIOOPA.

IBer

B BbIOpaHHBIl IIBeT OKpallMBaeTCsl Ha3BaHUe, TPaHUIlbl U
3aJIMBKa 37IeMeHTa yIpaBjleHHs IpY HaBe/IeHWY Ha Hero
KypCcopa MBIIIH WX ero BbllesieHuy. Ha3BaHue, rpaHuIisl U
3aJIMBKa He 0TOOpaXKaroTCs, ey IJIs 3JleMeHTa yIpaBJieHus
CKPBITBI FPaHUIIB! (CM. BBIIIE).

[To ymomganuto asis 37ieMeHTa yrpaBjieHys BEIOpaH cepblit
IIBeT.

Jpyroii BeT MOXHO BbIOpAaTh U3 HAbOOpa MpelyCTaHOBJIEHHBIX
[IBETOB UJIM YKa3aTb BPYYHYIO.

YT06bI yKa3aTh LBET BPYUYHYIO, HAKMUTE KHOIIKY .

B otkpriBiieMcst okHe Be10op nBera ykaxkute TpebyeMbli
uBet B Busie HEX-kona wiu B popmate RGB u HaxxmuTe
kHomKy OK.

Vka3aHHbIH 11BeT 106aBUTCS B HAOOp IpelyCTaHOBIEHHBIX
1[BeTOB. BribepuTe ero memuxoM MBIIIH.

3amura

Y nanure areMeHT Hociie
PelaKTUPOBaHUs

JlaHHas1 HaCcTpo¥Ka He MCII0JIb3yeTCsl 71 3IeMeHTa
ynpasinenus «Ilose BBogay.

Ecnm HacTpofika BrItOYeHa, TO 3/IeMeHT yIIpaBJieHus
«®Paxok» 11peobpasyeTcs B 0OBIYHBIN TEKCT II0CTIe TOr0, KaK
10JIb30BaTeJb CTaBUT (PJIAKOK, a 311eMeHT YIIpaBleHus
«BpInagaromuii CIMCcoK» — MOCJe TOro, Kak 110JIb30BaTellb
BbIOMPAeT ITyHKT BBIIA/IAIOIIero CIIHCKa.

[Ipu BKITIIOUEHMY JAHHOM HACTPOMKU OJIOKUPYeTCs] HACTPOMKa
3anpeTuTh yAaiaaTh 3J1eMeHT.

3anpeTuTh yIAsITh
3JleMeHT

Ecim HacTpoiika BKITIOYEHa, TO y/laJeHre 3JieMeHTa
yIpaBJIeHNs] B JOKYMEHTe HeJIOCTYITHO.

[1pu BrIIOYEHNY TaHHOM HACTPOKKY BIIOKMPYyeTCsl HaCTPOHKa
YnanuTe 3j1eMeHT 1ocjie peJaKTHPOBAHMUS.

3arpeTuTh pejaKTHPOBATh
COZIepXXUMoe

Ecim HacTpoiika BKITIOYEHA, TO PelaKTUPOBaHKe
COJIep>KMUMOT0 3JIeMeHTa YIIpaBjIeHus B IOKYMeHTe
HegocTymHO. HanmprumMep, HEBO3MOXHO peJTakKTUPOBATh TEKCT B
TI0JIe BBOJIA WX BLIOpATh APYTOM IMyHKT BBITIAAIOIIETO
CITMCKa.
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4.9.2.2 HacTpoiika BbIIIaIal0NIero CIucKa

[Ipu HacTpoiike anemeHTa yripaBiieHUsI «Bpimamaronuii crmcok» (cM. pasgen 4.9.1.3)
co3janTe NyHKTBI cnucka. [Ins asroro B okHe HacTpoiiku 3jieMeHTa ylipaBiieHHsl BblOepure
BkiIasiky CBolicTBa crvicka (cM. PrucyHok 268).

[To yMom4aHuio BBINAJIAIONINM CIMCOK COMIEPXKUT OJMH ITyHKT — «Bblibepure U3 crmckay.
ITpy HEOO6XOUMOCTH ero MOXXHO pelakTHPOBaTh WU YAAJIUTh.

YTo6bI pefakTUPOBaTh IIYHKT CIIHACKA:

1. Bbigenure myHKT.

2. Haxwmwute kHOTIKY PegakTHpoBaTh.

HacTpofkn 3nemeHTa ynpaeneHns >

O61Ke CBOWCTEA CNWCKA

JNeMeHTbl CNUCcKa

HazeaHWe aneMeHTa:

BoiBEpUTE U3 CUcKa NobaeuTb

PeqakTUpOBaTb

YaanuTb

MpymeHnTE OTmeHa

Pucynok 268 — Bxianka CBolicTBa criMcka

3. B oxne H3meHenue 3nemeHTa cmucka (cM. Pucynok 269) ykaxure HasBanue u
3nayenue. Ha3BaHue nyHKTa He JJOJDKHO COBIQJaTh C HA3BAaHUSIMM JIPYTHUX ITYHKTOB

CITMCKaA.
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MEMEHEHHEEIJ'IEMEHTE CNAUCKd ><
Haseanne: | BoiBEpUTE M3 CNMCKa X
3HaueHWe:

oc .

Pucynok 269 — OxHo I3MeHeHue 3j1eMeHTa CIIHCKaA

4. Haxwmure kHonky OK.

YT0o6B! yIaIUTh ITYHKT CIKCKA, BbIIEJIUTE er0 M HAKMUTe KHOIIKY Y ZaauTh (cM. PrcyHok 268).

YT06b!I 106aBUTH B CIIUCOK HOBBIN ITYHKT:

1. Haxwmure kHoniKy fo6aBuTh (cM. PrucyHok 268).

2. B okue [lobaBnenue 3nemeHnTta cnucka (cMm. Pucynok 270) ykaxure HazBanme u
3unauenne. HasBaHue IyHKTa He JJOJDKHO COBIAJATh C HA3BaHUSIMU JIPYTMX ITyHKTOB

CITMCKaA.

JoBasneHne 3NeEMeEHTa CNWCKE >

HazsaHwe: | |

3HaueHMe:

Coc

Pucynok 270 — Okno [lob6aBiieHue 3j1eMeHTa CIIUCKa

3. Haxwmwure kHonky OK.
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Ecnu TpebyeTcs mepeMeCTUTh ITyHKT BbIIlle WX HUAXe B CIIMCKe:
1. Beimenure nyHkT (cM. Pucynok 271).
2. Haxmure kHONKy 1, 4YTOOBI IlepeMeCTWUTb ITyHKT BBIIIe, WM KHOIKY |, YTOOBI

repeMeCTUThb IIYHKT HHXe.

HacTpofkn 3nemeHTa ynpasneHmna >

OGme CBOWCTEA CNMOKA

JNeMeHTbl CNUCKa

HazeaHWue 3nemMeHTa:

Ber NobaenTb
MnaBaHue PenakTMpoBaThb
Neixeponnepsl YpanuTb

OUIypHOE KaTaHWe

MpymeHnTE OTmeHa

Pucynok 271 — KHoniku nepeMeliieHus 37ileMeHTa B CIIMCKe

4.9.3 PenakTHpOBaTh 3JIeMeHT yIIpaBJIeHUs

Yro6bl pefJlakTUPOBATh [TapaMeTphl 3JIeMeHTa YIIpaBIeHUs :

1. Beimenure 351eMeHT YIIpaBileHUsl IIeTYKOM IIPAaBOM KHOIKM MBIIIM W BBIIIOJIHATE
KOMaH/1y KOHTeKCTHOro MeHi0 HacTpouTh 371eMeHT ynpaBjieHus.

2. B okne Hacrpoiiku siemeHTa ynpaBieHus (cMm. PucyHok 267) penaktupyiite

IapaMeTphbl TdK, KdK OIIMCAHO B pd3JieJie BhIIIe.
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4.9.4 Boipe3aTh, KOMHPOBATh H BCTABUTH 3JIEMEHT yIPaBJIeHUS

JJleMeHT yTpaBJIeHUs] MOXKHO KOIMPOBATh/BbIpe3aTh U BCTABUTh CTaHAAPTHBIMU CIIOCODAMU
(c™m. paznen 4.11.2).

YToOb!I BbIIETIUTH JJIs BbIpe3aHUs/KONMPOBaHKs TeKCTOBOe I10Jie, B KOTOpoe ITpeoOpa3oBaHa
TOPU30HTAJIbHA PaMKa, LIeJIKHUTe 10 HeMY MBIIIBIO.

YToOb! BbIIETUTH JIJIsl BHIPe3aHUsI/KOIIMPOBAHUS IPYTOM 3JIeMeHT YIIpaBJIeHHs], BBIIOJTHUTE
OJHO U3 CIeIYIOIUX JeUCTBUM:

— Boienure a5eMeHT yripaBiieHus, y1ep>KUBasi JIeBYI0 KHOIKY MBbIIIH.

— YcraHOBUTe KypCOp Ilepe]l 3JIeMeHTOM yIIpPaBJIeHUs WM 1I0CJIe 3JIeMeHTa yIIpaBJIeHus U

BBLIEIUTe ero, Ha)kaB couetanue kiasuin Shift+— win Shift+«—.

4.9.5 Yaanurtp 371eMeHT ynpaBJjieHHus

OJieMeHT yTipaBJIeHUs] MOXXHO YIalIUTh, €CJIA 3TO He 3alpeleH0 ero HaCTPOHKaMHU.
YToOBl yHnamuTh TEKCTOBOe IIojie, B KOTOpPOe IpeoOpa3oBaHa TOPU3OHTAJIbHAS PaMKa,
BBHITIOJTHUTE JIEHCTBUS, OMTMCAHHBIe B pa3zesie 4.6.14.
YToObl ymanuTh PYrol 3j7eMeHT YIpaBJiieHUs, BOCIOIb3yHTeCh OJHUM U3 CIIeYIOIIHUX
CIIoco00B:
— BoigenuTe anieMeHT yIipaBiieHus, Yep>KHBast JIEBYIO KHOTMKY MBI, HaxkmuTe Ki1aBUiiry
Backspace (Windows, Linux) wiu Delete (Windows, Linux, macQOS).
— YcraHoBUTe Kypcop Iepeji 3JIeMeHTOM YITpaBJIeHUs UK TI0CIIe 3jIeMeHTa YIIpaBJieHus U
BbIJIeJIUTe ero, HakaB coudeTanue kiaBuil Shift+— win Shift+«—. Haxmure xiaBumnry

Backspace (Windows, Linux) wiu Delete (Windows, Linux, macQOS).

OnemeHT ymnpaBieHus: «Praxxok», «Beibop maThl» WM «Beiagaromyii CIMCOK» MOXHO
TaKXXe yJIalUTh CJIeIyIOIIUMU CII0CO0aMHu:

— Ilpu pabore B OC Windows wiu Linux ycraHoBUTe Kypcop Iepel] 3JIeMeHTOM
yHOpaBJieHus] U JBAXAbl HaxmuTe KiaBuilly Delete vnm ycraHoBuTe Kypcop mocie
aJieMeHTa yIipaBJieHus U JBaXbl HaXkMuTe Kiiapuily Backspace.

— Ilpu pabore B macOS ycraHoBUTe Kypcop Iiepef] 3JIeMEeHTOM YIIpaBJieHUs] U JABaXKIbl

HaxxMmuTe kiiapuily Delete.
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4.10 ITona

ITona — 3T0 06BEKTHI, BBICTyHIAIOIIME B POJIM KOHTelHepa AJisl IIOCTaHOBKU JUHAMUYECKON
(Mensitolelics) MHGOPMAIUMHU B JOKyMeHTe.

B Texyiei Bepcuu MpUIOXKeHHsI MOXKHO CO3/1aTh TOJIS CJIeAYIOIero THUma:

— CreateDate (/laTa co3ganusi JOKyMeHTa),

— Date (Texymias nara),

— FileName (Ha3Banue v nyTh K IOKyMeHTY),

— ListNum (Hymepanus anemeHTa B ClIMCKe),

— SaveDate (/laTa mociegHero coxpaHeHusl),

— Time (Tekyiee Bpemsi).

YroObl BCTaBUTh B JOKyMEHT HeOOHOBIISIEMYIO TeKyIlyl0 [1aTy WM BpeMsl, BBIIIOJIHWATE

JIeViCTBYSL, OIIMCaHHbIe B paszere 4.2.7.

[lopnepxuBaercs B3aMMHass COBMECTHMOCTb JTHUX IIOJIeM MexXIy [pUI0KeHUsIMU
«MoiiO¢uc Texkcr» 1 Word, LibreOffice Writer.

Pabora c nonem ListNum nognepxxuBaercs B okymentax ¢opmata DOC u DOCX. Pabora
C IPyTUMHU IepevrclIeHHbIMU TMOJISIMUA AOCTyIHA B AokymeHTax ¢gopmara DOC, DOCX, ODT wu
XODT.

Taxxe B mpumnoxenun «MoiOduc Tekcr» nopnepxvBaercs paboTOCIOCOOHOCTH Ioyen
REF, cosnanabix B Word. [Tons REF comepxxar mepekpecTHble cChUlKH (CM. pasnen 4.2.4) Ha
3akyIaky (CM. pasnen 4.2.6).

[Tonss REF He oTOOpaXkaroTCSI B OKHe CO3[jaHWS M HAcTpouku mosied. Co3marth 3TU TOJIS
MO>XHO TOJIBKO C TIOMOII[bIO OKHA BCTABKH [1€PEKPECTHOM CChUIKYU (CM. pa3zen 4.2.4).

B Hacrosiiiee Bpemsi He OJIJIeP>KUBAETCS:

— Pabora c momsiMu, KOTOpble He IlepeyuciieHbl Bblille. EciM JOKyMeHT COOep>XyT
HeloJ/iep>XMBaeMble II0JIsl, CO3JJaHHble B CTOPOHHEM pefaKTope, TO TpPH OTKPLITUU
JOKyMeHTa Ha JKpaHe oOToOpakaeTcsi  JMajiorOBOe  OKHO CO  CIIMCKOM
Hero/I/iep>KUBaeMbIX 10JIed, KOTopble OyayT mpeobpa3oBaHbl B TEKCT WIX y/iaJleHbl.

— BcraBka nosield U3 CTOPOHHUX pefakTopoB. CKONMMPOBAaHHOE I0Jie WIM TeKCT C I0JieM

BCTaBJIAIOTCS 0e3 CBOMCTB II0JId.
Brigenenve yacTu mois.

— H3meHeHue coiep>KMMOTO TI0JISI BDYYHYIO.
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— PaszHoe ¢opmaTtupoBaHHe TeKCTa BHYTPH OJHOrO mosisi. Eciu Takoe 1osne co3gaHO B
CTOPOHHEM peJlaKTOpe, TO KO BCeMY TEKCTY B IOJjie pUMeHsieTcsl popMaTHpOBaHUE ero
[1IepBOTr0 CMMBOJIA.

— Ilonnepxka mosell B MaKpOKOMaHAaX W KOMMeHTapusix. Eciu mosie B KOMMeHTapuu

CO3[IaHO B CTOPOHHEM peflaKTope, TO OHO OyJeT mpeo6pa3oBaHO B TEKCT.

4.10.1 BcraButh moJie

He nonnep>uBaercs: BcTaBka 1oJiel B IpyTye 1osist, B300paXkeHHst 1 KOMMeHTapyH.

4.10.1.1 BcraBurs nmoJe ListNum

B 00bIYHBIX HYMepoBaHHBIX crHcKaxX (cM. pasgen 4.3.10) KaXAbld MyHKT HAYMHAETCS C
HOBOrO ab3arna u 3T ab3anbl ciieqyioT Apyr 3a ApyroMm. C mnomompbio mnojis ListNum moxxHO
CO3/7]aBaTh CITMCKH, IMYHKTbl KOTOPBIX PACIIOJIOXEHbI B JIIOOOM MeCTe OHOTO WM HECKOJIbKUX
ab3arieB, CJIeAyIONUMX WK He CIIeyIoNX APYT 3a JPYTOM.

Hampumep, ¢ momoripio nosis ListNum M0)XHO BBITIOJTHUATD TIEpeYrcIeHr e B OJTHOM ab3arie

(cMm. Pucynok 272).

Haxcumas Ha kHonky, A cozaawaroce © (i) [Nopadkom obpabomku nepcoHaibHbiX daHHBLX,
(ii) [IpaBunamu ucnoas3oBaqua mopzoboil naowadku u (iii) Ipafunamu Gozbpama.

Pucynoxk 272 — Crniucok B ab3arie

Wnu co3naTh B Tabivile MHOTOYPOBHEBBIN CITMCOK, IepBbI YPOBEHb KOTOPOI'O PacIioioXeH

B OJJHOM CTOJ1011e, @ BTOPOU YpPOBeHb — B IpyroM (cMm. Pucynok 273).

1. PpPYyKTEI 1.1. donoku
1.2. I'pyum
1.5. CnuBHI

2. OBoIoH 2.1. JIyk
2.2. MOpKOBB
2.3. CBeKna

Pucynoxk 273 — Cniucok B Tabnuiie
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HocrymnHble dopMaTs 1ot ListNum mnpezcrapiensr B Tabiuie 14.

JLJ1s TIOJIs1 UCTIOTIB3YIOTCSL CIIeAYIOIINe KITFOUH:

— \s — HauajbHOe 3HadeHWe cnucka. Hanpumep: ecimu ansg nonst ListNum BreiOpan
¢dopmat NumberDefault u ykazaH k104 \s 3, TO 3HaU€HHe OJIs — 3).

— \1 — ypoBeHb crucka. Hampumep: ecmu mis nons ListNum BwiOpan ¢opmar

LegalDefault u yka3zan krod \1 2, To 3HaueHHe noss — 1.1.

Eciu ximrou \ s He ykasaH:

— Hns criuckoB ListNum ¢ ¢popmatamu LegalDefaul, NumberDefault 1 OutlineDefault
MOJIJIEPXKMBAeTCSl CKBO3HAsi HyMmepanus. OTaeibHbIe TOCTIeI0BaTeIbHOCTH BeIyTCsS B
KOJIOHTUTYJIaX, CHOCKaxX U B TeKCTe JOKyMeHTa. Hampumep, eciiu B TeKCTe JTOKyMeHTa
co3nanbl Tpu ciucka ¢ ¢popmatamu LegalDefaul, NumberDefault u OutlineDefault,
COCTOSIIIIME U3 OJJHOTO ITyHKTa, TO Y MEPBOro Crvcka 6ymer Homep 1., y BTOporo — 2), y
Tpetbero — III.

— Cnucok ListNum ¢ popmarom Her HacienyeT HyMepalyio IpebIAyIIero Ciucka. JTo
MOeT ObITh KaK HyMepOBaHHbBIM CIIMCOK, TaK M CIIMCOK, CO3[JaHHBINA C TIOMOIIBIO TOJIS

ListNum.

Korpa nosnst 1o6aBmstoTcst B Ipefiesiax 0J{HOro ab3ara:
— Ecm puig nons ykasaH K04 \1, TO 3HaYeHHe KJIIOYa OIlpefiesiseT YPOBeHb CIIHMCKA.

Hampumep: niis nmosist ykasaH kitod \1 2, 3HaueHue mouis mpy 3tom — 1.1.

— FEom xmou \1 He ykazaH UM B Hauaje ab3ala pacojioKeH TeKCT, TO BCe I0JIs

PacIookeHbl Ha OTHOM ypoBHe ciiricka. Hanpumep: Tekcr 1), TekcrT 2), TeKkcT 3)...

— Ecm xmod \1 He yka3aH U B Hauasie ab3alja pacrojioXeHO I0jie, TO YPOBHU CIIMCKa
aBTOMaTUYeCKH YBeJIMIUBAIOTCS:

— Ilonme LegalDefaul, NumberDefault wnu OutlineDefault B Havanme a63ama
IIOMell[aeTCsl Ha [1epBOM ypOBHe CIIMCKA M MPOJobKaeT HyMepaluio IoJiel IIepBoro
ypoBHs. [lome B ¢opmare Her B Havane ab3ama MNpoaoLKaeT HyMeparuio
npebIAyIIero moJsl.

— Ilome, cnenyromee cpady 3a HHM, I[IOMelllaeTCsi Ha BTOPOM YpOBHe CIIMCKa.
Hanpumep: 1)a).

— IlepBoe noJe, ciepnytoliee 3a TEKCTOM, IIOMeIAeTCsl Ha CJIeAyIoIeM YpPOBHe CIIMCKa.
Hanpumep: 1)a) Tekcr i).

— Jlng mocnenyonmx Tojied YpoBeHb CIHCKa He yBennuuBaercs. Hampumep: 1)a)

TeKCT i) TeKCT ii) Tekcr iii).
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B HacTosiiee BpeMs AeMCTBYIOT ClielyIOIie OrpaHU4YeHus :

— He nonnepxxuBaetcs 3arpy3ka u coxpaHenue nojiedt ListNum B ¢aiiiax dopmara ODT
u XODT.

— He moppepxuBaercss BcraBka 1ot ListNum B TaOmumbl, [Jisi KOTOPBIX HACTPOEHO
obTekaHue TeKCToM (cM. pazzen 4.4.11.2), u B durypsl. BMecTo 3HaveHus OIS B TAKUX
obbekTax oToOpakaeTcsi CHMBOI #.

— Ilone ListNum c ¢opmatom Her, nobaBieHHOe B cOCTaB HyMepOBaHHOI'O CIIMCKA, He

aBJIgeTcs ero 4yacTbio. [locie momns HyMepalys CIIMCKa He IIPOA0JIKaeTCA.

Yto6b! BcTaBuTh nosie ListNum, BLIOIHUTE Clieyoliye JeHCTBUS:
1. VcraHoBuTe Kypcop B TO MeCTO AOKYMeHTa, Ky/la HeOOXOAUMO BCTaBUTh I10JIe.
2. BblinonHUTe OAHO U3 CIIeYIONUX JIeUCTBUM:

— Bribepute myHKT koMaHHOTO MeHIO BeraBka > ITons (cm. Pucynok 274).

Beragka @opmar  Wectpymentm  Bug O

Wzobpaxmerne..

TekcTosoe None

Durypa L

B @ HE

TaGawua...

fyrs
\.ﬁ.z'

Dopyna...

CI'IE'LI,H-EJ'IthlE' CHMBONB...

y
Bt

ML 1C

Pazpbie cTpaHWLp Ctrl+Enter

Paspwie pasgena
Homepa cTpaduy, »

KonoHTUTy AR r

0om

Ornaenedne

Ceobinka... Ctrl+K

i Ry

MepekpecTHan CobKka. .
Jaknagka...
| CHocka J

[ KommedTapwui

fata
Bpemna

) © [Of

Mona

SnemMeHTEl YNpaeneHua r

Pucynok 274 — [lyakT kxomangHoro mMexio Ilons
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— Ha mnaHemn wuWHCTpyMeHTOB, B pasfieie BcraBka HaxMuTe KHOIKY === . Ha
0TOOpa3uBIIIeNCs TaHeIW BCTABKM HABeIUTEe KYPCOP MBIIIM Ha KHOIKY [@ ITonsa

(cMm. Pucynok 275).

AabbB AaB6B! AaB6BE ... [ j,., @ .., E\

3aro.oK 1 3aro..ok 2 3aro..ok 3

E HMzo0bpaxerue... ~

[F1  Tekcrosoe none

{? Durypa > Q

HH  Ta6amua 3

Dopryaa...

CneumnansHeE CUMBOL.., >

*H Pazprie cTpaHuUm

"E Paspwie pasgena

Homepa cTpanny >

5 Konortumyne ’
OrnaeneHne

(E) Cewnka...

=] nMepekpecThan cceinka..,
I/\. Jaknagka...

AE CHocka >

|:| KonmerTapuii

[Jara
@ Bpema
[@ Monn

3

INEMEHTH YTIPEBAEHMA >

Pucynok 275 — Ilanenb BcTaBkU
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3. B okue Ilose, B o6macty Tun monst Boioepute ListNum (cm. PucyHok 276).
4. B obnactu ®opMat crucka BeiOepuTe GopMaT CIIUCKa (CM. TabIUITY HIKE).
5. Ecmm tpebyetcs yka3aTh Hada/lbHOe 3HaUeHVe WIM YPOBeHb CIIMCKa:

— Ecnu BaM u3BecTHHI KJII0YY, BBenuTe ux B nojie Ko,

— Ecnu TpeGyercs mocMoTpeTh Kitouu, HaxkmuTe IlapameTpsl moss.

MNone

ListNum

Hymepau,wﬂ JNeMEHTa B CNMCKE

Tun noas:
CreateDate
Date
FileMarne
SaveDate
Time

" ListMum

DopmaT cnvcka:
~  Her
Legal Default
MNurmberDefault
CutlineDefault

Koa:

LISTMLIM

MapameTpel Noas

Pucynok 276 — Oksxo Ilose

6. B okxue Ilapamerpsl nmosnsi (cM. PucyHok 277) orMerbTe iaXkKOM K04, KOTOPBIH

TpebyeTcst T06ABUTH K KOJy TOJISL:

CITKCKA (TOJIBKO I1eJI0e YHMCIIO0);

— \1 —3azaeT ypoBeHb CIIMCKa B BUJie \1 N, rige N — ypoBeHb CIIMCKa.

\'s — 3ajlaeT Ha4YaJIbHOe 3Ha4YeHHe CIIMCKA B BUie \s N, rzae N — Ha4a/JIbHOe 3Ha4YeHue

7. B none Kop ykaxkute 3HaueHUs1 BbIOpaHHBIX kiitodeil. Hanmpumep: LISTNUM \1 2 \s 3.
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MapameTpel nona

Karou:
wWoohg

vl

Karou \l 3apaeT ypoeers cnncka B euge i N

Koa:
LISTMURM Y 245 3

Pucynok 277 — OxuHo IlapamMeTpsI noJis

Tabnuna 14 - PopmaTs! ciucka
YpoBeHns criucka Het LegalDefaul NumberDefault OutlineDefault
| Hacnenyer 1. 1) L.
2 bopwar 1.1 a) A
MpeJbIIyIero o :
3 CITHCKa. 1.1.1. i) 1.
4 Ecmm B 1.1.1.1. ) a)
JOKyMeHTe HeT
5 crckos, oo | 11111 ©) 1)
6 YMOITYaHUIO 1.1.1.1.1.1. () (a)
COOTBETCTBYET
7 bopmary 1.1.1.1.1.1.1. 1. 0)
8 NumberDefault | | 1111711, a. (a)
9 1.1.1.1.1.1.1.1.1. i @)
[Tone mo6aBuTCS B yKazaHHOE MEeCTO JOKyMeHTa.
[Tone MOXHO BBIIEIUTH TOJBKO  IIEJIMKOM. BbijlesieHue, pelJakTUpOBaHUWe U

(bOpMaTI/IpOBaHI/Ie OTOeJIbHbIX CUMBOJIOB He JTIOITYyCKaeTCH.

cDOpMaTI/IpOBaHI/Ie noJjen OCYIIeCTBJIAETCI aHAJIOTUIHO Cl)OpMaTI/IpOBaHI/IIO TeKCTa.
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4.10.1.2 BcraBuTh Apyroe moJie

[Ipu BcTaBke moJsiel cieyeT yUdTbIBAaTh CIeAyIoIlIre 0COOeHHOCTH:

— Habop nocrynubix ¢opmaTtoB npar ompepnensiercs: B OC Windows — permoHajibHbIM
dopmaTtom, B OC Linux — OCHOBHBIM SI3bIKOM WHTepdeica OnepaliMoHHON CHUCTEMBI, B
macOS — npeioynTaeMbIM SI3bIKOM UHTepderica orepalliOHHON CHCTEMBI.

— FEcmu moxkymeHT HU pady He Obul coxpaHeH, TO B mojie SaveDate ([laTa mociemHero
coxpaHeHus1) otobpaxaercsi 3HaueHre Her mgatwel, a nosne FileName (Ha3Banue u
IyTh K JOKYMEHTY) OCTaeTCs IIyCThIM.

— B momax CreateDate ([lara cosmanms maoxymenrta) u SaveDate ([lata mociemnero
coxpaHeHust) ipy pabote B obake (cM. pazzen 4.15) orobpaxkaercs: 3HadeHre Her gaThl.

— B none FileName (Ha3Banue u yTh K IOKYMEHTY) ITpy paboTe B obtake (cM. pazzen 4.15)

oToOpakaeTcsi TOJTBKO HaszBaHWe ¢aiiia, Jake eciM TocTaBieH ¢naxok [[odaBHTHL K

Ha3BaHHUIO IIYTh K JOKYMEHTY.

YTOOBI BHITOJIHUTE KOMaH/y BCTaBKHU I10JIS:
1. YcraHoBuTe Kypcop B TO MeCTO JOKYMeHTa, KyJla He06X0IMUMO BCTaBUTh II0JIe.
2. BrblnonHUTe OAHO U3 CIIeYIONUX JIeUCTBUM:

— Broibepute nyHkT koMmaHaHoro MeHio BeraBka > Ilons (cm. Pucynok 274).

— Ha nanemn HUHCTPYMEHTOB, B pa3jejie BcraBka HaXMuTe KHOIIKY === . Ha

OTO6paBI/IBH_IeI‘/JIC9[ IMaHeJIM BCTABKW HaBegWTe KYpPCOp MBIIIN Hd KHOIIKY [@ Ilons

(cm. Pucynok 275).

OTtxpoercst okHO Ilosie (cm. Pucynok 278), npeqHazHaueHHOe 71 HACTPOWKM I1apaMeTpoB
OIS

Ecnu Bam m3BecteH kop mosst, BBenuTe ero B nose Kop. Ilapamerpsl, cooTBeTcTByOIIME
KOJy, BbIOepyTcs aBToMathudecku. Haxkmute kHonky OK.

Ecin  Tpebyercsi HacTpoWTh mapaMeTpbl II0JiS BPYYHYIO, MCIIOJIb3yHTe IIPOCThIe
nHcTpyMeHThl okHa Ilose win ortkpoiite okHOo IlapameTphl moJisi, B KOTOPOM OTOOpaXkaroTcs
KJIFOYU TOJIS.

YT1o6bl HACTPOUTH IMAapaMeTphbl MOJsSI C TOMOIIBI0 IPOCTHIX MHCTPyMeHTOB okHa Ilose
(cm. PucyHok 278), BeIlOSTHUTE Clieiytoliye JeHCTBUS:

1. B okue Ilose, B o6sacty Tum mosist BHIOEpUTE THIT MTOJIS JIJ1s1 BCTABKHU.
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2. Ecmu BbiOpan Tumn mnoss CreateDate ([laTa co3manus moxkymenrta), SaveDate ([laTa
nociaenHero coxpanenus) wik Time (Texkymee Bpems), To B o6iactu Popmat maThl

BbIOepuTe popmar 0TOOpaKeHus! 1aThl/BpeMeHH!.

Mone *

CreateDate

[aTta co3gaHna LokyMeHTa

Twn noas: DopmaT gaTh
~
" CreateDate v 06.11.2024
Date cpeaa, 6 HorGpa 2024 .
FileMame 6 HoaGpa 2024 1.
SaveDate OE.11.24
Time 2024-11-06
G-rHonA-24
06/11/2024
GHon, 24,
06,/11/24
v
Koa:

CREATEDATE @ "dd.MM.yyyy" " MERGEFORMAT

MapameTpel NoAA

B Coxpanate dbopMaTpoBaHie Npu 06HOBNEHWN NOAA

Pucynok 278 — Oxno Ilose

3. Ecmu BeiOpan tun nosst Date (Tekymas gara) (cM. Pucynok 279), to:
— Ecmu Tpebyercss BcTaBUTH J1aTy B ¢dopMare HEOOHOBISIEMOM TeKylllel IaThl —
dd.MM.yyyy (cM. pasnen 4.2.7), noctaBbTe ¢uia’kok HCIIOIb30BaTh IOCTIEXHUI

BBIOpaHHBII (opMar.
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Ecm tpebyercs BcTaBUTH faTy B ApyroMm ¢opmate, B objactu Popmar aaThl

BbIOepuTe popmar 0TOOpaKeHus 1aThI.

Mone

Date

Tekylwan gata

Tun nons: DopmaT gaTel:
ﬁ\
CreateDate ~  06.11.2024
" Date cpeaa, 6 Hoabpa 2024,
FileName 6 HoRBpRA 2024 1,
SaveDate 06.11.24
Time 2024-11-06
E-Hon-24
06/11/2024
6 Hoa. 24T,
AE P A '
Kog:

DATE 4@ "dd. MM.yyyy" \* MERGEFORMAT

MapameTpbl NoAsa

Vcnons2oBaTe NocnedHWA BeIOpaHHBIA GopmMat

B CoxpanaTts dopmaTpoBaHie Npu oEHOBAEHWN NOAA

Pucynok 279 — Ilapametpsl nosnst Date

4. Ecmu Beibpan Tvn mosis FileName (HazBanue u myTh K okymeHTy) (cM. Pucynok 280), To:

B ob6nactu Popmar Ha3zBaHMs BbibepuTe dopMaT OoTOOpakeHUs] MyTH K ¢ailty/
Ha3BaHUs daiia.

Ecm  Tpebyercs orobpaxkaTe B mojle  <myTh K (aiiry><Ha3BaHuUe
daitna><pacumpenue>, nocraBbTe ¢raxkok [lo0aBUTH K Ha3BaHHI IYTh K
noxkymeHTy. Ilo ymomyaHuio B T1oje oToOpaxaeTcs TONIbKO <Ha3BaHHe

daiina><pacumpenue>.
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Mone >

FileMame

HazeaHue 1 NyTe K JOKYMEHTY

Tun nons: DopmaTt HassaHKua:
CreateDate " OcTaeWTk Kak ecTe
Date BCE 3ATNAEBHEIE
~"  FileName BCE CTPOYHBIE
SaveDate MNepeoe chogo € 3arnagHom
Time Kaxgoe Choeo C 3arnaeHol
Kog:

FILENAME " MERGEFORMAT

MapameTpbl NonA

JoBaenTe K HAZBAHWKD MYTE K JOKYMEHTY

CoxpaHaTe GopmMaTUpoBaHWe NpK oGHOBAEHWK NOAA

Pucynok 280 — ITapametps! nosst FileName

5. B mone KOII dBTOMdATHYeCKH CCl)OpMI/IPy'ETCH KO IoJId C YKA3dHHBIMU IIdpdMeTpdMHU.

Haxxmure knonky OK.

@aroBasi kHorika CoxpaHATh (opMaTHpPOBaHHEe NPH OOHOBJIEHHH IIOJISI B TEKyIlen

BepCHU IIPpUJI0KEHHW He BJIUAET Hd HaCTpOﬁKH TIOJIeH.

YToOBbl HACTPOUTH TMapaMeTphbl MOJis C MoMollbio okHa IlapameTphl MOJIsI, BHITIOJIHUTE
CJIeyouye qeCTBUL:
1. B oksne Ilose, B o61acty Tum mosist BeiOeprTe TUN 10Jis 47151 BCTaBKU (cM. Pucynok 280).

2. Haxwmure Ilapamerpsl moss (cMm. Pucynok 281).
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Kog:
CREATEDATE V@ "dd.MM.yyyy" \* MERGEFORMAT

Mapametpbl HIEH

B Coxpanats dopmaTpoBaHe Npu 06HOBAEHMM NOAA

Pucynoxk 281 — Ilepexon k okny IlapaMeTpsI moJist

3. B orkpeiBuiemcsi okHe Ilapamerpsr mons (cM. Pucynok 282), B obmactu Popmat

BbIOepuTe popmar 0TOOpaXKeHus! TaHHBIX.

Mapamerpel nena X

HazeaHwe daiina
Dopmat:
' OcTaBuTb Kak ecTb
BCE 3ATNABHEIE
BCE CTPOYHbIE
Mepeoe cnoBo C 3arnaBHORA

Kawpoe Cnoeo C 3arnaeHoi

Karoum:
\p

Katou \p A0BaBAAET K HA3BAHWMD NYTh K AOKYMEHTY
Kog:
FILENAME \* MERGEFORMAT

PesynbTaT:

Text.docx

Pucynok 282 — Oxuno ITapamMeTpsI noJis

4. B obnactu Kimroun otMeTbTe ¢uiakKaMy KITFOUH, KOTOpbIe CJieflyeT 100aBUTh B KO MOJI.
Kon monst ¢ ykasaHHbIMM TapameTpaMHu aBTOMaTWdeckd copmupyercs B none Kop.

3HaueHue 1107151 0TOOpasuTcs B obactu Pe3ynbTar.
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5. UTtoObl COXpaHWUTb yKa3aHHbIe IapaMeTpbl W 3aKpbiThb OKHO Ilapamerpsnl mouis,
HaxkxmuTe kHOTKy OK.

6. B okue Ilose (cm. Pucynok 280) Haxxmute kHOnKy OK.

[Tomne mo6aBuTCS B yKa3aHHOE MECTO JOKyMEHTa.
[Toste MOXXHO BBIIENTUTDH TOJBKO IEJMKOM. BhifienieHue, pemaktTrupoBaHue U GOpMaTHPOBaHKE
OTJIeTbHBIX CHMBOJIOB He JIOITyCKaeTCsl.

CDOpMaTI/IPOBaHI/Ie oJjieu OCYIIeCTBJIAETCI aHaJIOTUIHO q)OpMaTI/IpOBaHI/IIO TeKCTa.

4.10.2 IToxa3aTh WIN CKPBITH KO II0JISA

YtoObl OBICTPO TMPOCMOTPETh KOJI OJHOTO WM HEeCKOJIbKUX TIOoJied B JIOKyMeHTe
(cM. PucyHok 283), BbIIOSIHUTE ClieiyIolIne JeHCTBUS:
1. Beimenure TpebyeMmble MOJISI WIK TEKCT, KOTOPBIM COAEPXKUT 3TH TOJIS.
2. Beinonnure koMaHay oTobpaXkeHHs Kofa OAHUM U3 CIIeAYIOIUX CIIOCOOOB:
— IllesiyukoM MpaBoOM KHONKWA MBIIIK T10 BbIJIEJIEeHHBIM TOJISIM WIA TEKCTy OTKpOWTe

KOHTEKCTHOe MeHI0. Eciu BbIJIeJIeHO OJHO I0jie WM TeKCT C OJHUM II0JIeM,
BbioiHUTe KoMaHAay Iloka3aTh/CKpHITH KON MOJISI, eClid BBIIEIeH TeKCT C
HECKOJIbKUMH TI0JISIMH, BbIIOSTHUTe koMaHy IIoka3zaTh/CKPHITH KOJbI MOJIEH.

— Haxwmure coueranue kinasuir Shift+F9.

Haxcumasa Ha knonky, a cozaawaroce © { LISTNUM NumberDefault \I 6 } INopadkom
ofpafomku NepcoHalkbHelX daHHeix, (i) [Ipafunamu ucnomszofanus mopzofoil naowadku u
(iii) [lpaburamu GosBpama.

Pucynok 283 — Kog nomns

YT0oOBI MPOCMOTPETH KOJIBI BCEX IOJIel B IOKYMeHTe, HakMuTe codeTaHue kiaBuil Alt+F9
(Windows, Linux) nnu ~Option+F9 (macOS).
YToObl BepHYTHCS K OTOODaKEHWIO 3HAYeHWM II0Jield, BBIMOJHUTE OIKMCAHHBIe BHIIIIe

JerCTBUS INIOBTOPHO.

ITpu pabote c kogamu 1osel JeHCTBYIOT CilelyIolye IpaBua:

— Ecm xoMaHza BBINONHSETCS VISl HECKOJIBKUX II0JIed, KOTOpble HaXOASTCS B pa3HbIX
pexxrMax (Jisi OJHUX T10JIeld 0TOOpaXKaloTCsl KOJbl, a i JPYIUX — 3HaYeHusi), TO Bce
BblJleJIeHHble TI0JISl TepeKJII0YaloTCsl B peXXUM, IPOTHUBOIIOJIOXHBIA PeXUMY I1epBOro

BBII€JIEHHOT'O IT0JIA.
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—  IIpu BBITIOJTHEHWUW KOMAaH/IBI ITOJIsSE He 0OHOBIISIFOTCS (CM. pasgen 4.10.3).

— Ilpu ormpaBke AOKyMeHTa Ha IedaTh (CM. paszen 4.1.8) winm coxpaHeHuu B ¢popmare
PDF (cm. pa3gen 4.1.9.1) Bo Bcex mosisx oToOpaXkatoTCst 3HaUeHUs, a He KOJIbI.

— Ecmu B kakom-mubo mose oTobpajkaeTcsl OIMIMOKa, TO TEKCT OIMMOKW BBIBOJUTCS M Ha

reyarb, U B JOKyMeHTe, coxpaHeHHOM B ¢opmate PDF.

B Tekymieli BepcuM TpUIOXKeHUS pedaKTUpOBaHMEe KOJla I0Jis B TeKCTe JIOKyMeHTa

HeOOCTYIIHO. HpI/I [IeJT9Ke MbIIIbIO 110 KOAY OTKPbIBAETCS OKHO HaCTpOﬁKH IapaMeTpOB I10JI4.

4.10.3 O0HOBHUTSH 10JIE

CopepxxuMoe 11051eii 0OHOBIISIETCSl aBTOMATHUYeCKH IPU OTKPBITUM JJOKYMeHTa, OTIIpaBke Ha
IleyaThb ¥ coxpaHeHuu B popmare PDF.
Y1oObl 0OHOBUTH I10JIS1 BpYUYHYIO, BBIIIOJIHUTE ClIe[yIOle el CTBUS:
1. Vkaxure monsa ojist oOHOBJICHUS:
— YroObl OGHOBUTHL OJIHO WM HECKOJIbKO IIOJIeH, BbIieJIUTe 3TH IIOJIsl WIW TeKCT,
KOTOPBIN COIeP>KUT 3THU I10JI4.
— YroObl OOHOBWTE BCe MOJIS B JIOKyMeHTe, BblOepuTe ITyHKT KOMaHIHOI'O MeHIO
IIpaBka > Beigenuts Bce (cM. PucyHok 284) wim HaXmuTe coueTaHHe KIIABUII

Ctrl+A (Windows, Linux) wm $Cmd+A (macOS).

Mpaeka Bcraska @opmar  VHctpymedte  Bug  O4F

= OTMeHWTB Ctrl+Z
" MNoetopuTs Ctrl=Y
ohn  DbipesaTh Ctrl+X
Kenupoeats Ctrl+C
[Ty Berasute Ctrl+W
BeraeuTe Tonbko TekeT
BeTaeute uz Bydepa obmena r
£ KonwposaTe dopMaTMpoEaHWe Ctrl+5hift+C
MpuMeHUTE $opMaTHpoBaHE
BmaenuTk Bre Ctri+A

Pucynok 284 — IlyHkT koMaHIHOTO MeHIO BeimesmnTs Bce
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2. BroimonauTe kOMaHTy 0OHOBJIEHHUS OJJHUM M3 CIeAYIOIUX CIIOCOOOB:
— IlemukoM MpaBOi KHOMKH MBIIIK TI0 BBIJEJIEHHBIM TIOJISIM WM TEKCTY OTKPOWTe
KOHTEKCTHOe MeHIO U BhIOoIHUTe KoMaHay O0HOBUTH mosie / OOHOBUTH IOJISL.

— Haxwmure kinaBumry F9.

4.10.4 PejakTHpoOBaTh 1oJIe

YToObI peakTUPOBaTh I10JIe, BBIIIOJIHUTE CIIeyIolye 1eCTBYUS:

1. Broimenure mojie MIeIYKOM JIPBOM KHOIIKY MBIIIIH.

2. IllemukoM mpaBO¥ KHOIIKY MBIIIY I10 IIOJIF0 OTKPOWTE KOHTEKCTHOe MEHIO U BBIIIOJIHUTe
KoMaHzy isMeHUTH moute.

3. B oxne Ilose (cMm. PucyHok 285) pemaktupyiiTe TpeOyeMble IapaMeTpbl U Ha)XXMUTe

kHonky OK.

Mone x

Date

Tekyulan aata

Tun nons: Dopmar gats:

CreateDate v 06.11.2024
v Date cpeaa, 6 HorBpa 2024 r.
FileName 6 HonGpa 2024 r.
SaveDate 06.11.24
Time 2024-11-06
6-Hon-24
06/11/2024
GHon, 24T,
~EI1A A v
Koa:

DATEN@ "dd.MM.yyyy" \* MERGEFORMAT

MapameTpbl Nnona

Mcnone3oeate NociegHWiA BRIGpaHHEIA dopmMat

Coxpanate ¢opmaTipoBaHWe Npw oBHOBNEHWW NanA

Pucynok 285 — OxHo Ilose
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4.10.5 IIpeobpa3oBaTh moJie B TEKCT

[Ipeobpa3oBanue moJiss B TEKCT 3aK/II0YAeTCsl B yHaJleHUH 0ObeKTa «I10Jie» U pa3MeleHun
Ha ero MecTre CO/Iep>KMMOTI0 B BUjle 0OBIYHOTO TEKCTA.

Yto6b! peobpazoBaTh MOJIS B TEKCT, BHIIOIHUTE CJIeIyIOIIe IeHCTBUS:

1. Vkaxwure moss [ijis mpeoOpa30BaHUS:

— Yro6bbI mpeobpa3oBaTh OHO I0JIe WM HECKOJIbKO TOJiel, BbIAeNUTe 3TU MOJIS WU
TEKCT, KOTOPBIM COINEP>KUT 3TH OJIS.

— Yrtob6sl mpeobpa3oBaTth BCe MOJSl B JOKyMeHTe, BbIOepUTe MyHKT KOMaHJHOTO MeHIO
IIpaBka > Beigenuts Bce (cM. PucyHok 284) wim HaXkXMHTe COYeTaHHe KIIABHII
Ctrl+A (Windows, Linux) mwm $Cmd+A (macOS).

2. BroinonHuTe KOMaH1y TpeoOpa30BaHuUsI OHUM U3 CJIeAYIOMIUX CIIOCODOOB:

— IllesiyukoM MpaBoOM KHONKU MBIIIM 10 BbIJIEJIEHHBIM TOJISIM WJIM TEKCTY OTKpOMTe
KOHTEKCTHOe MeHIO U BbIIoIHUTe kKoMaHAy IIpeodpa3oBaTh B TEKCT.

— Haxwmure coderanue kiaBui Ctrl+Shift+F9 (Windows, Linux) wiu {tShift+:Cmd+F9
(macOS).

4.10.6 Yoanutn moJie

YToOb!I yIaNnUTh 10JIe, BOCIIOIb3YUTeCh OJTHUM U3 CJIEYIOIIHUX CIIOCODOOB:

— Brimenure nosie memukoMm Mbimu. Haxkmute knaBuiry Backspace (Windows, Linux)
i Delete (Windows, Linux, macOS).

— YcraHoBUTe Kypcop Iepeji MoJieM WX TOCIe MOJsl U BhIJIeJIUTe ero, HaXkaB coueTaHue
kiiaBuin Shift+— v Shift+«—. Haxxmure kiiaBuiiry Backspace (Windows, Linux) ummi
Delete (Windows, Linux, macOS).

— Ilpu pabore B OC Windows wnu Linux ycTraHOBHTe KypCcOp TMOCJe TOJiSt U ABaXKIbl

HaxmuTe kiaBuily Backspace.
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4.11 IIpaBka conep:KUMOro
4.11.1 OT™MeHa u Bo3Bpar JelCcTBUA

4.11.1.1 OTMeHuTH NOC/IeAHEee BBLIIIOJIHCHHOe NeHCTBHEe

ITocnennee meicTBHe, BHIIOJIHEHHOE C COJIep’>KUMBbIM JOKYMEHTAd, MOKHO OTMEHHUTb.
,HJISI 9TOI'0 BOCHOHBBYﬁTECL OJHUM M3 CJIeJYIOoHrX CITOCODOB:

— Boibepute nyHkT koManaHoro MeHto IlpaBka > OtmenuTts (cM. Pucynok 286).

Mpaeka Bcraska @opmar  Vectpymedte  Bug O
2 OtmeHuTs Ctrl+Z
" ToeTopuTs Ctrl+Y
oo Buipesats Ctrl+X
Kenwpoeate Ctrl+C
|E| BrTaeute Ctrl+W

Pucynok 286 — Komananoe mento IlpaBka

— Ha maHesin WHCTPYMeHTOB, B pasfene IIpaBKa HaXMuTe KHOIIKY D) (OTMeHUTB)

(cMm. Pucynok 287).

@aiin  [paeka Beraeka @opumatr  WHetpyments Bug

+ By X OBy &

dobaenTh 'Ei] v (_J C) Q

H3Gpannoe dann Mpaeka

Pucynok 287 — Knonku Ormenuts u IloBTopurs

— Haxwmure coueranue wiaBum Ctrl+Z wim Alt+Backspace (Windows, Linux), wiu

$Cmd+Z (macOS).

YToObI OTMEHUTh HECKOJIbKO MOCJIEAHUX OeWCTBUM, BBIIIOJIHUTE KOMadHy OTMEHbI

HECKOJIbKO pas.
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4.11.1.2 TloBTOPUTH pe3yabTaT OTMEHEHHOTI'0 JeHCTBUS

OTmeHeHHOe JIeHiCTBHe TP He0OXOUMOCTH MOXKHO TOBTOPHTD.
J1J1st 3TOTO BOCIIOJIB3YHUTECH OJJHUM U3 CJIEYIOIIUX CIIOCOOO0B:
— Bruibepute nyHKT koMaHHOTO MeHI0 IIpaBka > IloBTopurs (cM. Pucynok 286).
—
— Ha manenmu wunctpymenTtoB, B pa3feiie IIpaBka Haxkmute kHONKYy _° (IloBTOpHTH)
(cM. Pucynok 287).
— Haxwmure coueranue kiasum Ctrl+Y, Ctrl+Shift+Z, Shift+Alt+Backspace (Windows,

Linux) i #Cmd+Y (macOS).

YTo06BI IIOBTOPHUTb HECKOJIbKO IIOC/IIeJHUX OTMEHEHHBIX JIeVICTBHM, BBIIIOJIHUTE KOMaHOYy

IIOBTOpPA HECKOJIBKO Pas.
4.11.2 By¢ep obmena

4.11.2.1 Beipe3aTs Wi KOIIMPOBATh IaHHbIE

[Ipu BbIpe3aHuy AaHHBbIe YAQISIOTCS M3 TIOKyMeHTa U IoMellarTcsl B 6ydep obmeHa. [Ipu
KOIMPOBAHWH JIaHHbIE He U3MeHSIIOTCS B IOKyMeHTe, a B Oydep o6MeHa oMelaeTcsi UX KOMUsI.

JlaHHBIe BBIpe3a0TCs ¥ KOUPYIOTCSI C COXpaHeHHneM popMaTUpOBaHUSI.

Bblpe3aHHble WM CKONKMPOBAHHBIE JJaHHble MOXHO HCIIO/Ib30BAaTh Kak [Isl BCTaBKU B
npwioxkennd «MonOduc TexkcTy», Tak U Il BCTaBKU B JIPYTUX TNPUIOXKEHUSX, Halmpumep, B
npusniokeHun « MorOduc Tabmuiay.

YTo6b! BbIpe3aTh JaHHbIe, BHIIIOJIHWATE CllefyIolre 1elCTBUS:

1. Boigenurte naHHble, KOTOPble HEOOXOIUMO BhIpE3aTh.

2. BeinonHuTe KOMaHy BbIpE3aHHs OJTHUM U3 CJIeIyIOIIHUX CII0COOO0B:

— Bribepute nyHKT KOMaHHOTO MeH!O IIpaBka > Beipe3ats (cMm. Pucynok 286).

— Ha nanenmu uHCcTpyMeHTOB, B pasfiene IIpaBka HaXMUTe KHOIIKY b (Beipe3ats)
(cm. Pucynok 288).

— IlpaBo¥ KHOMKOM MBIIIH HEJKHUTE 110 BBIJIEJIeHHOMY COJIEPXXUMOMY U BBITIOJTHUTE
KOMaH/ly KOHTeKCTHOro MeHI0 BrIpe3aTs.

— Haxmure coderanue kiaBum Ctrl+X wiu Shift+Delete (Windows, Linux), wmm

#Cmd+X (macQOS).
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@aiin  [lpaska Beraeka @opmar  MHotpymentm Bug
+ v % B~ &v
JobaeuTe g] ht <__j 7 Q

M3GpaHHoe ®ann Mpaeka

Pucynoxk 288 — Knonku Beipe3zaTs 1 KonupoBaTth

YTOoOBI CKOMTMPOBATH JIAHHBIE, BHITIOJIHUTE CIIeIyIONIre JeHCTBHUS:

1.
2.

BbIlIEJII/ITe HdHHbIe, KOTOpPbIe HEO6XOHI/IMO CKOITMPOBATh.

BrinosnHuTe KOMaH/1y KONMMPOBaHUsSI OJTHUM U3 CJIeJIyIOIIUX CIIOCOOOB:

Bribepute nyHkT komanaHoro mexio IlpaBka > KomupoBath (cM. PrucyHok 286).
Ha nanenu uncrpymeHnToB, B paszeiie IIpaBka Haxkmute kHOnNKY | (KonmupoBaTs)
(cM. Pucynok 288).

[TpaBoi1 KHOIIKOM MBIIIN LIEJIKHUTE 110 BbIIEJIEHHOMY COIEep)XXHUMOMY U BBIIIOJTHUTE
KOMaHJly KOHTeKCTHOro MeHi0 KonpoBars.

Haxwmure coderanuwe wiaBum Ctrl+C wim Ctrl+Insert (Windows, Linux), wiu

#Cmd+C (macOS).

4.11.2.2 BcraBuTh nocjieaHue BbIpe3aHHbIe HIH CKONMPOBaHHEIE JaHHbIe

HJIS[ BCTABKHW [JOCTYIIHbI IIpeABAPUTEJIbHO CKOIIMPOBAHHbLIE WJIM BbIpe3dHHbIe dHHBbIE,

Haxojsrecs B 0ydepe oomMeHa. JlanHble u3 6ydepa o6MeHa MOXKHO BCTaBUTh C COXpaHEeHWeM WU

0e3 coxpaHeHUsI UCXOIHOTO GOPMaTHUPOBAHHUSI.

YrtobBl BCTaBUTh JaHHble C COXpaHeHueM HCXOJHOI'O Cl)OpMaTI/IpOBaHI/IH, BBITIOJTHUTE

CJIeIyIolve IeNCTBUS:

1.

YcraHoBUTe KypCcop B TO MeCTO JIOKYMeHTa, KyJla HeoOXOIMMO BCTaBUTh JaHHbIEe, WX
BbIJIEJIUTe TeKCT (00BeKT), KOTOPBIM HY>KHO 3aMeHUTh Ha JJaHHbIe U3 Oydepa obmeHa.

BrimonauTe KOMaHy BCTdABKH OJHUM U3 CJIEAYIOIIUX CIT0CO0OB:

Bribepute nyHKkT komaHHoro MeHio IlpaBka > BeraButh (cM. PrucyHok 286).

Ha manenu uHCTpyMeHTOB, B paszeiie IIpaBka HaXMUTe KHOIIKY IN (BcTraBuTh)
(cm. Pucynok 289).

Ha nanenu uHcTpymeHTOB, B pa3zeiie IIpaBka HakmMHTe Ha CTpesKy CIpaBa OT
KHOIKH [[] (BcTaBuTh) U B BBINIAJaloOIIeM CIIMCKe BbiOepuTe KOMaHy BcTaBHTB.
[lemykoM mNpaBOM KHONKHU MBIIIM OTKPOWTE KOHTEKCTHOe MeHIO U BBIIIOJIHUTE

KoMaHly BcTraBUTB.
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— Haxwmure coderanme kimaBuin Ctrl+V wm Shift+Insert (Windows, Linux), wm

#Cmd+V (macQOS).

Daiin [paeka Beraska Qopmar  Weorpymedts Bug  OBwwi gocty

+ v X |E_—*H? £ [ |xo
dobBaenTe g] v (—_) C—)

M3GpaHuoe d®ann Mpaeka

ﬁ BrTaeuth

BCTaEWTE TONBKD TEKCT

Pucynok 289 — Knonka BcraButhb

[Ipu BcTraBke maHHBIX 0Oe3 coxpaHeHUs1 MCXOAHOro ¢opmatvpoBaHus u3 Oydepa obMeHa
BCTaBJISIETCS TOJIbKO TEKCT. TakK, MpU BCTaBKe TabJIuIlbl, PUTYPhI C TEKCTOM WM CChUIKU B JOKYMEHT
BCTaBJISIETCSI TOJIbKO TEKCT, KOTOPBIA COflepXKaT JlaHHble O0O0beKThl. Eci B CKOMMPOBAHHOM WU
BbIpe3aHHOM ¢dparMeHTe Cojiep>KaTcsi U300pakeHusl, TO OHU B JIOKyMEHT He BCTaBJISIFOTCSI.

K Tekcry, KoTOpBIM BCTaBisiercs U3 Oydepa oOMeHa, IpUMeHsIeTCSl CTUJIb TOIO TeKCTa, B
KOTOpBIH OH JTo6aBiisieTcs (cM. paznen 4.3.2).

Ytobbl BCTaBUTH JJaHHbIE 6€3 UCXOTHOT0 (OPMAaTUPOBAHKS, BBITIOJIHUTE CIIeIYIOIIHe AeUCTBUS:

1. YcraHoBuTe Kypcop B TO MeCTO JJOKyMeHTa, Ky/la He0OXOJIMMO BCTaBUTh JIaHHbIe, WU

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

2. BrblinonHUTe KOMaH/Ty BCTaBKH OJTHUM U3 CJIEIVIONIHUX CIIOCOOOB:

— Bribepute nyHkT komaHaHoro MeHoo IIpaBka > BcTaBUTB TOJNBKO TeKCT

(cMm. Pucynok 290).

Mpaeka Bcraeka @opmar  Wactpymente Bug  OF

= OTMEHWTE Ctrl+Z

" TNoetopute Ctrl=¥

o  Boipesats Ctrl+X

Konupoeate Ctrl+C

[y Beraeute Ctrl+V
BETaBWTE TOMLKD TEKET

Pucynok 290 — Komananoe menio IlpaBka

— Ha mnanenmu uHcTpyMeHTOB, B pasfesie IIpaBka HaXXMHUTe Ha CTpeJIKy CIpaBa
or kHonku [0} (BctaBuTh) U B BBHINQJAIONIEM CIHCKe BblOeprUTe KOMaHAY

BcraBuTh TOIBKO TeKCT (cM. Pucynok 289).
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- H_IeJ'IUIKOM Hp&BOI:I KHOIIKM MBbIIIN BbI3OBHUTE KOHTEKCTHOe MEeHIO W BBIIIOJIHHUTEe

KOMaHy BcTraBUTH TOJIBKO TEKCT.

4.11.2.3 BcraBuTh JaHHbIE U3 pacIIUpeHHOro 0ydgepa ooMeHa

B mnpunoxennmn «MouOduc Tekct» mocTyrieH pacimpeHHbId Oydep obmeHa. B Hem
OJIHOBPEMEHHO MOXeT XPaHUThCS 710 10 cKOMMPOBAaHHBIX WJIM BbIpe3aHHbIX CJI0TOB. Kaxknast HoBast
3alKCh 3aHMMaeT MeCcTO CaMOI'o CTaporo CJIOTa B CIIMCKe.

Pacrimpennsiit 6ydep o6MeHa MOXHO MCIOJIB30BaTh [IJisi KOMMPOBAHUSI U BCTABKU JIAHHBIX
n3 npusoxkerns: «MorOduc Tekct» B npusoxkenre « MorOduc Tabmuma» 1 Ha060pPOT.

Hannple u3 pacmypeHHoro Oydepa oOMeHa BCTaBJISIIOTCS C COXPAaHEHHWEeM HCXOIHOTO

¢popmaTtupoBaHusl.

4.11.2.3.1 BcraBuTh JaHHEIe

YrtoObl BCTaBUTh IaHHBIE U3 pacIIMpeHHOro 6ydepa obMeHa, BHITIOIHUTE CJIeAYIOIIMe JIeHCTBUS:
1. YcraHoBuTe Kypcop B TO MeCTO JJOKYMeHTa, Ky/la HeoOXOJUMO BCTaBUTh JJaHHble, WIH
BbIJIeJIUTe TeKCT (00BEeKT), KOTOPBIM HYKHO 3aMeHHUTh Ha JlaHHbIe U3 Oydepa oOMeHa.

2. OTkpo¥iTe cogep>XUMoe paciipeHHoro 0ydepa obMeHa OJJHUM U3 CJIeNYIOIMIUX CII0COOOB:

— Bruibepute nyHkT komanaHoro MeHio IlpaBka > BcraBuTh u3 O0ydepa odmena

(cMm. Pucynok 291).

Mpaeka Bcraeka @opmat  Mootpymentsr Bug  OBwwi goctyn Hagcrpoikw  Cnpaeka

T OTmenuTs Ctrl+Z X0 Thames v 14w AT H"ﬁ'\+
" [loeTopwTe Ctrl+Y
K Y4 AB T = A~ £
oa Bmpesats Ctrl+X
UpwudT
Konupoeats Ctrl+C
[y Berasuts Ctrl+V
BcTaeuTe Tonsko TekcT
BcTaguTte W3 Bydepa obueHa r ¥ nywomopen ay6 sengdeli;
3n 3] 3
A KonvposaTh dopMaTMpoBaHne Ctrl=Shift+C B e
MpUMeEHUTE SdopMaTHROBAHWE Ctrl+Shift+V WcTropua Gydepa obmeqa Cirl+Alt+Shift+V
Oumctute
BmaenuTs BCe Ctrl+&

Pucynoxk 291 — Jlanuble B paciiipeHHOM Oydepe obmMeHa
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— IlemukoM MpaBOM KHOINKH MBI OTKPOHTE KOHTEKCTHOe MEHIO U BBIIOJIHHATE
komaHy BeraButh u3 0ydepa odomeHa.
3. B oTkpbIBIIEMCs TTOJIMEHIO BBIOEpUTE JIaHHBIe JIJisl BCTAaBKH.
st ynobcTBa paboThl cofepskumoe Oydepa oOMeHa MOXXHO OTKPHITh B OTIeJIbHOM OKHe.
JIJ11 3TOTr0 BBIMIOJIHUTE OJTHO M3 CJIEAYIONIUX JIeHMCTBUM:
— Buoibepute nyHkT komanaHoro MmeHio IIpaBka > BcraButh u3 0ydepa obmena >

Hcropus oydepa oomena (cM. Pucynok 292).

Mpaeka Beraeka @opuat  WHotpymedte  Bug OBwwi gocyn Hapctpoikw  Cnpaeka

D Ormenuts Lk X0 Thames v |14 v AT AY
" MoeTopute Ctrl+Y
W K Y4 AB T o Av £v
oo Boipesate Ctrl+X
UpudT
Kenupogats Ctrl=C
[y Bcraeuts Ctrl+V
BcTaenTb TonbKo TEKCT
BcTaente w3 Gydepa oGmeHa r ¥ nykomopea ayG 3enéHmii;
3n B 3
A KonupoeaTb dopmaTmposaHne Ctrl+5hift+C S e
MpumeruTE dopmMaTHpoBaHne Ctrl+Shift=V Weropua Bydepa obumeqa Ctrl+Alt+5Shift+V
OurcTHTE
Brgenuts Bce Ctrl+A

Pucynok 292 — Komanzp! ynipaBiieHus paciuiipeHHbIM Oydepom o6MeHa

— OrTkpoiiTe KOHTEKCTHOe MEHIO IIeJIYKOM IIpaBOM KHOIIKM MBIIIK 10 JII060MYy MecTy
IOKYMeHTa U BBINOJIHKATe kKoMaHAy BcraButh u3 0ydepa oomena > Ucropus dydepa
obMeHa.

— Haxwmure couveranue kiaBuin Ctrl+Alt+Shift+V (Windows), Win+V (Linux) wm
~=Option+{IShift+Cmd+V (macOS).

[To ymomuanuio OkHO paciiupeHHoro Oydepa obomeHa (cM. Pucynok 293) pasmerraercs
PSIOM C BBIJIeJIEHHBIM TeKCTOM WIA O00BeKTOM JIOKyMeHTa. UTOObl U3MeHUTh pa3MellleHre OKHa,
repeTaruTe ero 3a 3arojioBOK, yAepKUBasi HAXKaTOM JIeBYIO KHOMKY MBbIIIIH.

[Ipu pabote c paciupeHHbM OydepoM oOMeHa:

— 1nepeMellleHHe 10 cjioTaM Oydepa oOMeHa OCYIIEeCTBIISIeTCS C IIOMOIIbIO KJIaBUII

KJIaBUATYpHL | U T;
— BCTaBKA BBIJIEJIGHHOTO CjIoTa K3 Oydepa obOMeHa B yKa3aHHOE MeCTO JIOKyMeHTa

OCYyIIeCTBJIAeTCd MeJIYKOM JIEBOM KHOIIKY MBIIIH WM HaKaTUeM Ha KJIaBUIITY EIltEI‘;
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— nmepeMelieHue ¢GoKyca Mexay AOKyMeHTOM U OydepoM oOMeHa OCYIIeCTBISIeTCS

kasuiiei Tab.

YroObl 3aKpBITH OKHO paciivpeHHoro 6Oydepa obmeHa, HaXMWUTe Ha KHOIIKY B ero

3dI'0JIOBKe.

ﬁ BwbBop TekcTa 40A BCTABKW

¥ nyrkomopen ay6 3enénoii;dnatan uene Ha aybe Tom:
M gHEM W HOUBKD KOT yuEHBRBCE xoguT No Lenw K...
Maét Hanpaso - NecHb 3a504WT, Haneso - CKasKy ro..
Tam uygeca: Tam newwnii GpoguT,Pycanka Ha seTenx ...
AC MywkwH

Mz noamm "Pycnan v Miogmuna”

Pucynoxk 293 — Pacmupennsiii 6ydep oomeHa

4.11.2.3.2 O4ncTUTH HCTOPHIO PacIIHpPeHHOro 0ydepa ooMeHa

YTOOBI OYMCTUTH HUCTOPHIO pacliMpeHHOro Oydepa oOMeHa, BBINOIHUTE CleyIOlIre
JeUCTBUSA:
1. OTkpoiiTe OJIMEHIO pacipeHHOTo Oydepa obMeHa OHUM U3 CIIeYIOIIUX CIIOCOOO0B:
— Bruibepute nyHkT komaHaHoro MeHio IlpaBka > BcraBuTh u3 O0ydepa odmena
(cm. Pucynok 292).
— OrTkpoliTe KOHTEKCTHOe MeHIO I1IeJTYKOM MPABOM KHOIKU MBIIIHU 110 JTI000MYy MecTy
JIOKyMeHTa ¥ BLINIOJIHATe KOMaHly BcraBuTh 13 0ydepa oomeHa.

2. B orobpasuBiiemcs mogMeH0 BbibepuTe kKoMaHAy OYHCTUTS.
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4.12 MakeT CTpaHHIIBI

4.12.1 ITapamMeTpsbI CTPAHUIIBI

[TapameTpbl  CTpaHUIIBI

HaCTpanBalOTCA

IIpu  IIOATOTOBKE

(cMm. paznen 4.1.8). K mapamerpam CTpaHUITBI OTHOCSTCS:

— OpHeHTalus CTPaHHUIIbL;

— pa3mep Oymaru Jijisi levarTy;

— II0JId JOKYMEHTa.

JIOKyMeHTa

K IIe4aTu

HapaMeprl CTPaHUIbI MOXHO HACTPOUTH KaK I BCEro NOKyYMeHTd, TaK WU IJid ero 4daCTH.

Hanpumep, 1uist cTpaHUIIBI IOKyMeHTa, Ha KOTOPOM paclojIoXKeH PUCYHOK WM Tabivija, MOXHO

BBIOPATh aJIbOOMHYIO (BEPTUKAIbHYIO) OpPHMEHTAIIHIO.
Eciv  mapameTpel  cTpaHMIIBI

IpeaBapyuTesIbHO BBIIIOJIHWUTE ClIeAYyIoIire JIeVICTBUS:

HY>XHO HACTPOUTbL TOJIBKO [UId YdCTH HOOKYMEHTa,

1. JoGaBbTe pa3pbIB pasfena (cM. paszaen 4.12.5) 1o u mocsie TpebyemMo 4acTH JJOKyMeHTa.

2. YcraHoBUTE KYypCOp, BbleJINTe YdCTb TeKCTad WJIIN TeKCT LeJIMKOM B Tpe6yeM0171 94daCTHU

HAOKYMeHTad.

YToOBI HACTPOUTH TTAapaMeTPbl CTPAHUIIBI, BBHITIOJIHUTE CIIeAYIOIINe IeUCTBUS:

1. Ortkpoiite okHo IlapamMeTphI CTPAHUIIBI OTHUM U3 CJIeIyIOIINX CIIOCOOOB:

—  Bolbepure myHKT KoMaHHOTO MeHto Paiin > Ilapamerpsl crpanumb! (M. PucyHok 294).

Qaidn  [lpaska Bcraeka

0

=

Cozgate

Co3pate no wabaony...

OTKpbITh...
OmkpoiTe B 0Bnake...

HeaaeHue gokymeHTol
PabBoTa B obnake

CoxpaHute
CoxpaHuTh Kak...

ABTOBOCCTAHOBNEHWE
Coxpanute wabacH...

3agaTb Nnaponb...

BJTEKTPDHHEH nognnce

MapameTpsl cTpaHULE

Qopmat  WHcTpyme

Ctrl+N

Ctrl+0
Ctrl+Shift+0
3

Ctrl+5
F12

Ctrl+Shift+P

Pucynok 294 — [lyakT komangHoro Menio IlapameTrpsl crpanunsi
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— Ha manenu uHCTpyMeHTOB, B pasnere Paina HaXXMUTe Ha CTPeNIKy CIipaBa OT
kHOTKY (— (BBICTpasi meyaThb) U B BHIIAJAIONIEM CIIHCKe BBIGEpHTe KOMaHJY

ITIapametps! crpanuns! (cM. Pucynok 295).

1 fal d b 0 v
DobaeuTs |E] v.| <__j|

HsGpannoe

Bt CTP2an NeYvYaTk

=
LEL:; Meuats...

Srcnopt e POF

MapameTpsl cTpaHALE L}

Pucynok 295 — Komanpa IlapaMeTpsl cTpaHHIIbI

— Haxmure coderanue kinasum Ctrl+Shift+P (Windows, Linux) wm {Shift+2Cmd+P
(macOS).
2. B oxue Ilapamerps! crpaHunbl (cM. Pucynok 296), B BhlIajaroiieM CIUCKe
IIpumennTs BhibepuTe 06J1aCTh PUMEHeHUs ITapaMeTpPOB:
— K 3TOMYy pa3feiy — IPMMeHUTb Bce TIOC/IeyIole U3MeHeHUs] K BbIOpaHHOW 9acTH
JIOKyMeHTa, 000CO0JIeHHOM pa3pbiBaMU pa3zienia;
— KO BCeMy AOKYMEHTY — IIPUMEHHTb BCe IIOCJIe/lyIolye H3MeHeHHs KO BCeMy
IIOKYMEHTY.
3. B pazpenie OpueHTanms BbiOepuTe OpveHTalMIO cTpaHull: KHinkHasa (BepTUKaIbHast)
v AJb00MHas (TOPU30HTAJIbHAS).
4. B Bemamgaromiem crvicke Pazmep 6ymaru BoiGepuTe pa3mep Oymard, Ha KOTOPOM OyzIeT
OCYIIIEeCTBIISATHCS TIeYaTh JOKYMEeHTa.
5. HacrpoiiTe nosist JoKyMeHTa:
— YToOBl HACTPOUTH AJISl BCeX CTPaHMI] JAOKyMeHTa OJIMHAKOBbIE IOJISl, YKaXKUTe HUX
LIMPHHY B NoJisix BBozia Bepxnee nosie, HimkHee noste, JIeBoe nmosie 1 IIpasoe mosne.
— YToOBI HACTPOUTH TOJIS AJISl IBYCTOPOHHEN MedaTH JOKYMEeHTa, CTPAHUIIBI KOTOPOTO
OyayT CIIMBAThCS MeXXy co00M (Harpumep, [jisi OpPOIIIOPbl WM KHUTH), YCTAHOBUTE
¢dnaxxok 3epkanbHble MOJA. JlaHHasg HacTpoiika oOO3HA4aeT, YTO TIOJIS JIEBBIX

CTPaHHUII IOKYMeHTa OyyT 3epKalbHO «0TOOPaXKaThy» IOJIS ero MpaBbIX CTPAHUII.
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MapameTpel CTpaHLB! pod
MprmeHUTE
KO BCEMY LOKYMEHTY v
OpuenTayua

Pazmep Gymarw

A (21x29.7 cn) v
Bepxree none HuxHee none
2,00 cm . 2,00 cm -
lNeeoe none Mpaeoe none
3,00 cm . 1,50 cm -
JepranbHBIE NoR

Pucynok 296 — Oxuno IIapameTps! cTpaHHuIibI

B nonsx BBoma Bepxnee mosie 1 HmkHee mosie yKaXyTe IHIMPUHY BepXHEro
HIDKHEro  Tojied  JokyMmeHTa. B mnone  BHyTpeHHee 1moJie  yKakure
IIMPUHY BHYTPEHHUX IOJied — TOJied, PACIIOJIOKEeHHBIX PSJIOM C IeperuieTOM.
B nmnone Buemmee mosie yKaXuTe IIWPHWHY BHEIIHUX I[IOJIeM — TIOJIeH,

PacIojIoXXeHHbBIX Y IlepeJJHero oope3a KHUTY WU OPOIIIOPHI.

3€pKaJII>HI>Ie I10JIA MOXXHO YCTAdHOBHTDH TOJIBKO [IJI1 BCEro JOKyMeHTd, HO He IJid
ero 4acTu. HOSTOMY JdaHHas1 HaCTPOP’IKa dKTHMBHAd, €CJId B BbIIIaJdIOIIIeM CIIMCKe

IIpuMeHuTH BHIOpaHO 3HaYeHUE KO BCeMYy JOKYMEHTY.

6. Haxmure kHonky OK.
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4.12.2 KoIOHTHTYJIBI

KonoHTuTymnel pacnonararoTcs Ha KaKIOW CTpaHUIle JOKyMeHTa B BepXHeM U HW)KHeM I10j1e
(cm. pasgen 4.13.1.1). B koJOHTUTYIaX MOXKHO pa3MecTUTh UHGOPMAIIHUIO, KOTOpast He OTHOCUTCS K
OCHOBHOMY TeKCTy JOKyMeHTa, a HOCUT HMHQPOPMAlMOHHBIM WM O(OPMHUTENIbCKUM XapakTep.
Hanpumep: Homepa crpanuI] (cM. pasgen 4.12.3), Ha3BaHHMe JOKYMEHTa WM €ro OT/AeIbHBIX
pas/ienos, JIOTOTUI KOMIIAHUHU U T.7.

HHq)OpMaIII/IH, pa3MelllieHHas B KOJIOHTUTYJIaX, YHHUKAJIbHA JJIA Ka’KA0I'0 pa3jiejld JOKyYyMeHTad

(c™m. paznen 4.12.5).

4.12.2.1 HacTpouThb KOJIOHTUTYJIbI

YT0o6BI HACTPOUTH KOJIOHTUTYJIBI, BBIIIOJIHUTE CJIeIyIOLIe 1efCTBUS:

1. YcraHoBuTe Kypcop Ha Jito0od cTpaHmie pasdmena (cM. pasmen 4.12.5), B KOTOpom
HY>KHO HAaCTPOUTDH BePXHUE WIH HUXKHUE KOJIOHTUTYJIBL.

2. llepeiiuTte B peXXxvM pelaKTUPOBAHUSI BEPXHUX WJIM HWKHUX KOJIOHTUTYJIOB OJJHUM M3
CJIeTyIOIIUX CIIOCOOOB:
— DBroibepute nyHkT koMaHaHoro MeHio BceraBka > KosonTutyner > Bepxuuii

KoJIoHTHUTYJI / Himxuauii konoHTHTY (CM. PucyHok 297).

Beraeka Qopmar  WHorpyments  Bug  OBwwid goctyn Hagetpolkw  Cnop

Vizobpaxetue... XO Thames v| |14

TekcToBOE NONe

& Qurypa » KK H AB T
WpudT

BEH Tabawua...

() dopmyna..

CneunansHele CUMBOALI,.

'5  Paspbie cTpanuus Ctrl+Enter

'= Paspuie pazgena

#  Homepa cTpanuy, *

H  KonoHTuTyAR P[5 BepxHuii konoHTUTYA

= OrnasneHwe E  HusHWid koaoHTATY

¢ Comnka... Ctrl=K

Pucynok 297 — Komangnoe mento BeraBka
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— Ha mnaHemn wuWHCTpyMeHTOB, B pasfieie BcraBka HaxMuTe KHOIKY === . Ha

OTOOpa3MBIIEHCS MaHeNd BCTABKM BhiGepute ) Komomrurymsr > Bepxmmi

KoJIOHTUTYJI / HinkHuit kosoHTHTYJ (cM. PucyHok 298).

AabBo0BBl AaBoBseI' Aab6BslT ...

3aronoBeok 2 3aronoceok 3 3aronoceok 4

T e B @ H B

[

Q0 G

% BepxHWA KonoHTUTYA

@ HuxHWA KonoHTUTYA

|
@

AR

H
O

HzobpaxeHwe..,

TekcToBDE NONE

Durypa

TaBniua...

Dopyna...

'CI'IE'LI,ME.HI:HI:IE' CHMEBECAB...

Pazpeie cTpaHuuw
Paspuie pazgena
Howmepa cTpanvd,.

KonoHTUTY AR

COrnaenerne

Coulnka...

MepekpecTHan copaKa..,

Iaknagka...

CHocka

Pucynok 298 — Ilanenb BcTaBku

He [ @ =

—  YTo0OHI HAaCTPOUTb BepPXHHUE KOJIOHTUTYIJIbI, IMOABEAUTE KYpPCOP MBIIHN K BerHEﬁ

YacTU CTpaHUIlpl. UTOOBI HACTPOMTh HUXXHHUE KOJIOHTUTYJIbI, IOJBEIUTe KypCop

MBIIIIM K HU>KHEM 4acTU CTPAaHUIIbI. Kor,ua KypCOp IIpUMeT BUJ

IIeJIKHUTe MBIIIBIO.
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3. OTKpoITe I1aHeJlb HACTPOeK KOJIOHTUTYJIOB OJJHUM U3 CJIeAYIOLIUX CIIOCOOO0B:
— Ilom wiy HaI KOJIOHTUTYJIOM HakMuTe KHonky IlapaMerpsl v B BhIajaroliemM
cnucke BblOepuTe NyHKT HacTpoiiku BepxHero kojoHTHTyIa / Hacrpoiiku

HIDKHEro KoJIoHTuTyaa (cM. Pucynok 299).

BepxHWii KOAOHTUTYA Mapametpel

HacTpoiikn BEPXHETD KONOHTWTY G
¥nanuTh BEPXHWUA KOAOHTTYN

Homepa crpaniy,

Pucynok 299 — [lynaxt HacTpoliku BepxHero KOJIOHTHUTYJIa

— Ha 6oxoBo# naHesm HaXMHUTe KHOIIKY @ (BepxHmii KOJIOHTHUTYJI) WU @ (HroxHui
KoJIoHTHTYJ) (cM. Pucynok 300).

4. Ha maHenu HaCTpPOeK KOJIOHTUTYJIOB YKaXkuTe TpeOyeMble mapamMeTphl (CM. Tabiuiy 15).

> BepxHuWiA KONOHTUTYN Q

_aﬂ’[.‘-‘::lr’lKH romMepa crpaHnL, @

BepxHWiA kKonoHTUTYR Mapametpel OTCTyn OT BepXHero
Kpan cTpaHuLbl

1,27 cm

Ocobriii 4nA Nepeoid cTpaHnL

PasHble UETHBIE M HEUETHbIE CTpaHnLbI

Pucynok 300 — Ilanesib HacTpoek BepXHero KOJIOHTUTYJIa

5. JlobaBbTe B KOJIOHTUTYJI JlaHHBIEe: BBEJIUTE TEKCT WJIM BCTaBbTe TpeOyeMbldt 00bekT. [1pu
He0OXOJIUMOCTA pOpPMaTHUPYHTE COJEPXKUMOe KOJIOHTUTYJa. Eciu BbIOpaH OCOOBIM
KOJIOHTUTYJI JIJIsl TIePBOM CTPAHUITI W/WIIM Pa3Hble KOJIOHTUTYJIbI JIJIs1 YeTHBIX U HeUeTHBIX

CTpaHuI], 106aBbTe U popMaTHUpPYTe CO/IePKUMOe B KOJIOHTUTYJIe KaX0r0o THIIA.
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Ta6usmma 15 — IlapameTps! KOJIOHTHTYJIOB

ITapametp Onucanue

OTCTyTI OT BEPXHEero Kpas CTPAaHUIIBI; OTCTYH OT BEPXHEero Kpas CTpaHUIIbI 1O CTPOKU BBOJd JAdHHBIX

OTCTYII OT HUKHEro Kpas CTPAHMIIBbI B BEPXHEM KOJIOHTHTYJIE,

OTCTYH OT HUXKHEI'O Kpad CTpAaHUIIBI 10 CTPOKKU BBOd [JdHHBIX B
HUKHEM KOJIOHTHUTYJIe.

Oco0blii KOIOHTUTYJI AJ1sl TIepBOM [To3BomsieT co3maBaTh YHHUKAIbHOE CO/IEPXKUMOe B
CTPaHMIIBI KOJIOHTUTYJIaX KaK Ha IepBOi CTPaHUIle BCero JOKYMeHTa, TaK
Y Ha MepBOM CTPaHUIIe JIF0O0T0 U3 Pa3/iesioB.

ITpu ycranoBke ¢a’kka 0COOBIM KOJIOHTUTYJIOM CTAHOBSITCSI U
BepXHUM, U HWDKHUN KOJIOHTUTYJI IIepBOY CTPAHMULIDL.

Eciu ¢pnakok ycTaHOBIIeH, IpUIoXeHre 3alI0MUHAeT TaHHEIe,
KOTOPbIe BBOZSTCSI B 0COOBINM KOJIOHTUTYJI, U TIPU
yCTaHOBKe/CHITUU PIiakKa 0TOOpaXkaeT/CKpbIBaeT UMEHHO 3TU

JaHHEIe.
PazHble KOJTOHTUTYIIBI 17151 YeTHBIX U [TpumensieTcss OMHOBPEMEHHO KaK ISl BEpXHUX, TaK U IS
HeYeTHBIX CTPAHUIL HIDKHHX KOJIOHTUTYJIOB.

OmnpeneneHye YeTHOCTH ¥ HEYETHOCTH CTPAHUIT BCET Ia
HAYMHAETCs C TIepBOM CTPAHUIIBI IOKYMEHTa, BHe 3aBUCUMOCTHU
OT HaJIM4MS pa3iesioB.

YTo6bl OBICTPO IeperTH OT HACTPOWKM BepxHero K HAaCTpOVKe HIKHEro KOJIOHTHUTYIIA,
BbIJIEJINTe HYDKHUM KOJIOHTUTYJI OHUM I11eJIYKOM MBIIIU. [1aHesnb HacTpoek BepxXHero KOJIOHTUTYJIA
3aKpOeTCsl ¥ OTKPOETCS ITaHeJIb HaCTPOeK HMDXKHero KOJIOHTUTYJAa. AHaJIOTUYHO MOXXHO ITeperTH OT
HaCTPOUKY HUKHET'O K HACTPOMKe BepXHero KOJIOHTUTYIIA.

IlaHenb HACTpOeK BepXHUX WM HW)XKHUX KOJIOHTUTYJIOB 3aKpbIBaeTCs aBTOMAaTU4eCKHU IpU
BBIXO/le U3 peXXuMa peJlaKTHPOBAaHUS KOJIOHTUTYJIOB. IIpy Heob6xoauMMoCTH ee MOXKHO CKPBITh
BPY4YHYIO BO BpeMs paboThI C KOJIOHTUTYJIAMHU.

J1J11 3TOTO BBINIOJIHUTE OHO U3 CIeyIOIIUX JeUCTBUN:

— B BepxHeli yacTy naHeny Ha)kMHUTe KHOIIKY —# (cM. Pucynok 301).

— Ha 6okoBo¥i maHeny¥ HaXXMUTe KHOIKY @ (BepxHuii KOJIOHTHUTYJI) WU @ (Hynxwmii

KOJIOHTHTY.I).

Yto6b! 0TOOpaA3UTh NaHesb, TOBTOPHO HaXXMUTe KHOIIKY @ (BepxHuii KOJOHTUTYJI) WIU

@ (HroxHMi KOJTOHTHTYJI).
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BepxXxHWIA KONOHTUTYA Q
Hactpoiikn Homepa cTpanny @
MapameTpel 0
TCTYN OT BEPXHErD
- o 1,27 cm

A

KpaA cTpaHWLbl

Ocobblil AnA NepBEOF cTpaHKUE

PazHkle YeTHEIE M HEYETHRLIE CTPaHKWLUB

Pucynok 301 — Knonku ynipaBiieHUs! 1aHeJIbIO

YToObl BBIMTM U3 peXuma PpeJJaKTUPOBAHUS KOJIOHTUTYJIOB, BBIIIOJIHUTE OJIHO U3
CIIeVIOIIVX NeUCTBUM:

— JIBaXXIblI LIIeJIKHUTeE I10 TEeKCTY JIOKYMeHTa 3a MpejleJlaMi KOJIOHTUTYJIOB.

— HaxmuTe kHomKy 48 oJ1 MJTM HAJT KOJIOHTUTYJIOM.

— Haxwmure kinaBumy Esc.

4.12.2.2 Ypanuth conep:KuMoe KOJIOHTUTYJI0B

[Tpu1 HEOOXOAMMOCTH MOXKHO YIAJIUTh COIEPXKUMOe BEPXHUX WM HUXKHUX KOJIOHTHUTYJIOB B
BBHIOpAaHHOM pasfielie JIOKyMeHTa (cM. pasgen 4.12.5). Ilpu ymaneHuw OeWCTBYIOT CleIyroIiue
MpaBwJIa:

— FEcmm [OKyMeHT CONEpXXHUT TOJNBKO OAWH pasfiell, TO COJIEePXKUMOe KOJIOHTHUTYJIOB

yasieTcsi BO BCEM JIOKYMEHTe.
— Ecm ycraHoBiIeH 0cCOOBbI KOJIOHTUTYJ IS TEepPBOM CTPAHHUIIBI, TO COIEpXKUMOe
KOJIOHTUTYJIOB TIePBOM CTpPAHUIIBI U COJIEPKMMOe KOJIOHTUTYJIOB pasjieyla HYXKHO
YAQIATB TI0 OT/IeJTbHOCTH.

— Ecium B pa3zernie HaCTpOeHbI pa3Hble KOJIOHTUTYJIBI [JIs YeTHBIX U HEYEeTHBIX CTPAHUIL, TO
yIaJIsieTCsl COIepKUMOe KOJIOHTUTYJIOB TeX CTPaHMII, KOTOPbIe aHAJIOTHYHBI BEIOPAaHHOM
npu yaajeHud. HampuMep, mpu BbIOOpe YeTHOW CTPAHMIIBI YIANISIeTCs COIEepXKUMoe

KOJIOHTHUTYJIOB YeTHBIX CTPAHHII.
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YTOoOBI yIaUTh COJIEPKMUMOEe KOJIOHTHUTYJIOB, BLITIOJIHUATE CeIyIOIIye JeHCTBUS:

1. YcranoBure KYpCOp Hd CTpaHUIE pa3liejlda, B KOTOPOM HY>XXHO YyIdJIUTh COOEpPXHUMOe

BepXHHUX WUJIKN HUXXHHUX KOJIOHTUTYJIOB. HpI/I OTOM:

— FEcmu B pasgene HacTpoeH OCOOBIM KOJIOHTHTYJ JJIsl TEpPBOM CTPAHMIIBI, TO JIJIs

yAaJieHus! COJIepP>KMMOT0 KOJIOHTUTYJIOB Ha MepPBOM CTPaHHUIle YCTAHOBHTE KypCcop Ha

NepBoy CTpaHHWIle, a ISl yJaJeHds COJep>XXUMOI0 KOJIOHTHTYJIOB Ha IPYyTrUX

CTpaHMIIaX — Ha JII0OOW JIPyroi CTpaHulle pa3fena.

— Ecm B pa3zeiie HAaCTPOeHbl pd3Hble KOJIOHTUTYJIbI [JI YeTHbIX W HEeYETHBbIX

CTPaHHII, YCTAaHOBUTE KYpCOp Ha YeTHOW CTpaHHUIle, YTOOBI YJAlIUThb COJIEPKUMOe

KOJIOHTHUTYJIOB Hd YeTHbIX CTPdHUIAX, WIK YCTdHOBUTE KYypCOP Ha He4YeTHOH

CTpaHHUIIE, YTOOBI YAAJIIUTh COOEep>XHUMOe KOJIOHTHUTYJIOB Hda HEYETHBbIX CTpdaHHIaX

paszerna.

2. HEPEfIHHTe B PpeXXUM peldKTHUPOBAHUS BePXHUX WJIIM HUKHUX KOJIOHTUTYJIOB OJHUM M3

CJIeJTyIOIIUX CIIOCODOOB:

— DBruibepute nyHKkT komaHaHoro MeHio BcraBka > KosonTHTynbl > Bepxuuii

KoyIoHTHUTYJ / Hinxuuii komonTutya (cM. Pucynok 302).

Beraeka @opmar  Wecrpymentm Bug OBwmid gocTyn
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Wzobpaxenwne...

TekcTosoe None

Durypa

Tabauua...
Dopryna...

l':I'I'F_"LI,M4':|.|'I bBHBIE CHMEBONB. ..

Pazpeie cTpanuuw
Paspuie pasgena
Howmepa cTpaniy,
KonoHTUTY AL

CrnaeneHwe

Cobinka..,

Pucynok 302 -

X0 Thames w14
v K K 4 ABF -
WpwndT

Ctrl+Enter

k

*» [5] Bepxtuii konoHTUTYA

£l HuskHWid KonoHTHTYN

Ctrl+K

Komanngnoe menro BeraBka
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— Ha mnaHemn wuWHCTpyMeHTOB, B pasfieie BcraBka HaxMuTe KHOIKY === . Ha
0TOOpa3uBIlIelCsS TaHeJId BCTaBKU BblbepuTe = Kosonturynsr > BepxHwuii

KoJIOHTUTYJI / Hinkauii kosoHTUTYIJ (cM. PucyHnok 303).

AaBoBBl AaBoBeIT AaB6BelT ... [_jv @ v =] [ .

3aronoBeok 2 3aronoceok 3 3aronoceok 4

E HzobpaxeHwe..,

EI TekcToBDE NONE ~
& owrypa >

HH  Tadawua.. >
Dopyna...

[E] CneynanbHble CHMBOABI... ¥

= Pazpeie cTpaHuuw

(S

*=  Pazpwe pazgena

Howmepa cTpanvd,. ¥
% BepxHWA KonoHTUTYA Q KonoHTuTyam ¥

[

@ HuxHWA KonoHTUTYA Ornaenenne
(_fj Cornka...
=1 MepekpecTHan CobLIKA...
'_,\' Iaknagka...
AE CHocka >

Pucynok 303 — Ilanenb BcTaBku

— YToOBI yoanuth CoJilep>kKUMOe BepXHUX KOJIOHTUTYJIOB, IIO/IBEIUTE KyPCOP MBIIIU K
BepXHel 4acTh CTpaHUIbl. UTOOBI yAamuTh COJlep>KMMOe HIKHUX KOJIOHTUTYIIOB,

MOJIBeJIUTe KypCOp MBIIIM K HMXKHel yacTu cTpaHuIlpl. Korma kypcop mpumer BUL

WIH =, 1BAXKJbI IIIeJIKHHUTEe MBIIIBIO.
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3. Ilon vimm Haj KOJIOHTUTYJIOM HakMuTe KHOIKY IlapamMeTpsl U B BbIIa/latoleM CIIMCKe
BbIOEpUTE MYHKT YAAJUTh BePXHHIH KOJIOHTHUTYJI / YIQJIUTh HIKHHH KOJIOHTHUTYJI

(cm. Pucynok 304).

BepxHWiA kKonoHTUTYA MapameTpbl

HacTpolikn sepxHerc KonoHTHTYAE

s

¥aanuTh BEPXHWA KONOHTUTYN

Homepa cTpanuy

Pucynok 304 — [1lyHkT YmaauTh BepXHUH KOJIOHTUTY.JI

4.12.3 Homepa cTpaHuig

B komonTHTynax mokymeHTa (cM. pasgen 4.12.2) MokHO oTOOpas3vWTh HOMEepa CTPAHHUII.
Homepa cTpanui] MoryT 0ToOpa)kaThCsl Kak B OJTHOM (BepxXHeM WJIM HU)KHeM) KOJIOHTHUTYJIe, TaK U B
000X KOJIOHTUTYJIaX OJTHOBPEMEHHO.

Howmepa ctpanun no6aBisiioTcs U yAQISIOTCS B Ipefiefiax BBIOpaHHOTO paszielia JOKyMeHTa
(cm. paspmen 4.12.5). [1pu 3TOM JIEMCTBYIOT CllelyroIiye paBHia:

— Ecimm nokymMeHT CONIep>KUT TOJIBKO OJIMH pasfiesl, TO HOMepa CTpaHUI] J00aBJISIOTCS U

YAQJSIOTCS BO BCEM JIOKyMeHTe.

— Ecnu B pasnene ycraHoBjeH 0COOBIM KOJIOHTUTYJI ISl IePBOM CTPaHUIIbI, TO HOMep Ha
IIepBoY CTpaHMIle U HOMepa Ha OCTaJbHBIX CTpaHUIAX pasfiesia HYy>XKHO A00aBISITh U
YAQIATh TI0 OT/IeJIbHOCTH.

— Eciu B pasfienie HacTpoeHbI pa3Hble KOJIOHTUTYJIBI /711 YeTHBIX U HeYeTHBIX CTPAHMUII, TO
N00aBJISIOTCS U YHAISIOTCS HOMepa Ha CTpPaHMIIAX, AHAJIOTMYHBIX BBIOPAHHOM IIpU
nobaBjeHUH WM yaaneHuM. HampriMep, npy BbIOOpe 4eTHOM CTpaHUIIbI 100aBIISIOTCS

WA YAJAIIAKOTCA HOMepd Hd YeTHbIX CTPaHUIIdX.

Howmep ctpanuisl ripefictaBisieT coboi TekcToBoe moJie (cM. pasnen 4.6.3).
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4.12.3.1 BcraBuTHh HOMepa CTPaHMIY

Ytobbl ObiCTpO 10OaBUTH HOMepa crpaHull B ¢opmate 1,2,3,..., BBIIOIHUTE CleAyIollye

JeUCTBUSL.

1.

VYcraHoBUTE Kypcop Ha cTpaHuile paszgena (cM. pasgen 4.12.5), B KOTOPBIA HYXKHO

nobaBrTh HOMepa cTpanull. [Ipu atom:

— FEcmm B pasgene HacTpoeH O0cCOOBIM KOJIOHTWTYJI Uil [€PBOM  CTPAHMUIIbI

(cm. pasgen 4.12.2), To ans nob6apieHyss HOMepa Ha MepBOM CTpPaHHUIle YCTaHOBUTE

KypCOp Ha HepBOﬁ CTpaHuUlIle, a OJid lIOﬁaBJIEHI/ISI HOMepd Had JPpYyTI'uX CTpaHHUIdX — Hd

0001 ApyTrod CTPaHUIle pa3iena.

— Ecm B pa3ziejie  HACTPOEHbl pd3Hble KOJIOHTUTYJIbI IS YeTHbIX W He4YeTHbIX

CTpaHMI], yCTAaHOBUTE KypCOp Ha 4YeTHOW CTpaHMIle, 4yTOOBbI /100aBUTH HOMepa Ha

YeTHBIX CTPAHMIIAX, WM YCTAaHOBHUTe KypCOp Ha He4YeTHOM CTpaHuIle, 4TOOBI

):[O6aBI/ITb HOMeEpd Hd HEYETHbIX CTPAHHIIAX pa3/Jeiid.

OTKpOﬁTe INOAMEHIO BCTABKY OJHUM U3 CJIEAYIOIIUX CII0CODOB:

— Boibepure myHkT koMaHiHOTO MeHIo BecraBka > Homepa crpanun (cMm. Pucynok 305).

Beraeka  @opmar  MHetpyments Bug  OBwmid goctyn
&
=2

_"
)

-
L3

y
wt

M 1C

N

gl Gy

|

=
m.

Wzobpamenne...

TekcToBoe None

Durypa r

TaBnauua...
Dopmyna...

CI'IE'LI,HHJ'I bHBIE CHMMBOAB...

Paspwie cTpaHWLp Ctrl+Enter
Paspwie pasgena

Howmepa cTpaduy, r
KonoHTUTY AR r

OrnagneHwe

Cebinka... Ctrl+K
MepekpecTHan coeiaka...

Jaknagka...

-

| |
[ =1 =i
| |

CHocka

KO Thames

X K 4 28

WpwdT

Ceepxy caesa

Ceepxy No ueHTRY

Ceepuy cnpaea

CHuzy cnesa
CHuzy no ueHTpy
CHuzy cnpaea

Hapctpoiiku

Pucynok 305 — Komangnoe menio BecraBka
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— Ha mnaHemu wuHCTpyMeHTOB, B pasfiee BcraBka HaxmuTe KHONKY -== . Ha
0TOOpa3uBIIIeNCs MaHeJIM BCTAaBKKA HaBeAUTe KYpCOp MbIIM Ha KHOIKY % Homepa

crpanun (cM. Pucynok 306).

. AabbB AaB6B! AaB6BE ... [ j,., @ .., E\

3aro.oK 1 3aro..ok 2 3aro..ok 3

E HMzo0bpaxerue... ~
[F1  Tekcrosoe none

{? Durypa > Q
HH  Ta6amua 3
Dopryaa...

CneumnansHeE CUMBOL.., >

[
*m  Pazpoie cTpaHvum
—
*= Pazpwie pasgena
. . . Homepa cTpaHuy Ik >
@ KonoHTUTY AR >
OrnaeneHne
(f) Cewnka...
=] nMepekpecThan cceinka..,
[ ] [ ] [ ]
-]  3aknagka...

AE CHocka >

|:| KonmerTapuii

[ata
@ Bpema

Pucynoxk 306 — Ilanenb BcTaBku

3. B OTKPphbIBIIEMCS ITIOAMEHIO BbI6epI/ITe MeCTO 0TO6pEDK€‘HI/IH HOMEpPOB CTPaHHUII.
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YT0o6b! 106aBUTH W/WIIK HACTPOUTb HOMepa CTPaHUI], BBIIIOJIHUTE CIIeAYIole 1eHCTBUS:

1. VYcraHoBuTe Kypcop Ha cTpaHMIle pasznena (cM. paszzien 4.12.5), B KOTOpOM HYXHO
100aBUTh W/WIIM HACTPOUTh HOMepa CTPaHMII, TaK, KaK OIIMCAHO BBIIIIe.

2. Tlepeiinutre B peXuM peJaKTUPOBAHMS TeX KOJOHTUTYJOB (cM. pasmen 4.12.2), B
KOTOPBIX HY>KHO J00aBUTh W/WJIK HACTPOUTh HOMepa cTpanuil. Harpumep, eciii Homepa
CTPaHUIl HY>KHO J100aBUTh W/WIA HAaCTPOUTh B BEPXHUX KOJIOHTUTYJIAX, IepeinTe B
PEeXUM pe/laKTHPOBAHUSI BEPXHUX KOJIOHTUTYJIOB. [IJii 3TOTO BBINOJHUTE OOHO U3
CJIeIYIOIUX TeUCTBUM:

— Bribepute myHKT KOoMaHgHOro MeH0 BcraBka > Komonturynel > Bepxumii

KooHTHUTYJI / Hixuuii kononTurya (cMm. Pucynok 307).

Beraeka @opmat  WMHorpyments Bug  OBwwid goctyn  Hagetpolkw  Cnpaeka

VizoBpaxetue... 1] | XOThames vl v
TekcToBoe Nose
Durypa r X K H AB e i
WpudTt
BEH TabBawua...
() Dopmyna...
CneunansHee CUMBOALI .
*5 Paspbie cTpaHWUp Ctrl+Enter
‘= Paspuie pazgena
# Howmepa cTpaHuy 3
= KonoHtumyaw » [5] Bepxxuii kosoHTUTYA
=: OrnasnerHue [E]  HuskHuid konoHTUTYN
¢ Coonka.. Ctrl+K
=1 [lepekpecTHan CcbliKa...
[[]  3aknagka..
AE CHocka r
[ KommerTapwii

Pucynok 307 — KomangHoe mento BeraBka

— Ha maHenmu wuWHCTpyMeHTOB, B pasfeie BcraBka HaXMuTe KHOIKy - . Ha
OTOBpA3KBIIIEHACS TTAHeNH BCTABKHU BhibepuTe = KomoHTHTyms! > BepXHHil KOJOHTHTY.I

/ HuxHui kooHTUTYJ (CM. PucyHok 308).
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AaBoBBl AaBoBeIl AaB6Belt .. [[H. @ v [=] -
3aronoBok 2 3aronosok 3 Jaronosok 4 L T !
E HzobpaxeHwe..,
E[ TekcToBDE NONE ~
! owrypa >
EEH TaBanua... »
(_‘3 Mophyaa...
n CneumansHele CUMBOALL.., >
"= Pazpbie CTRaHWLE
(S
*=  Pazpwe pazgena
Howmepa cTpanvd,. ¥
E]  BepxHuii konoHTUTYA B Kosonruryne =

S

HuxHWA KonoHTUTYA Ornaenenne

[

(,} Cemnka...

Pucynok 308 — Ilanenb BcTaBku

YroObl NepeldTH B PeXUM pellakKTUPOBAHMSI BepXHUX KOJIOHTUTYJIOB, IO/IBeIUTe
KypcOp MBIIIM K BepxHed 4dYacTd CTpaHUlbl. UYTOOBI IepedTH B Ppexum

PedaKTUPOBAHWA HUWKHUX KOJIOHTHUTYJIOB, IIOABeOWTE KYpCOpP MbBIIIHN K HIDKHEH

yacTu cTpaHunbl. Korma kypcop npumer Bupa WIM =, ABXIbl IIEJIKHUTE
MBIIIBIO.

Ecnmu B paspen yxe nobaBieHbl HOMepa CTpPaHMIl, Ha)XMHUTe COYETaHWe KJIABUII
Alt+P (Windows, Linux) win ~ Option+P B aHrnuiickod packiajKe KJIaBUaTypbl
(macOS). KonoHTuTys, B KOTOPOM pacIlOJIOXKeHbl HOMepa CTpaHMIl, IlepedzieT B
pexxuM penaktupoBaHus (cM. Pucynok 310). Eciin HoMepa cTpaHUI] cofiep>KaTcs U B
BepXHeM, U B HIDKHEM KOJIOHTUTYJIe, TO [0 YMOJYAHUIO B PEXXUM pelaKTUPOBaHUS
nepeijieT BepxHUM KoJOHTUTYJ. CrpaBa aBTOMAaTH4YeCKd OTOOpa3wuTCs IaHellb

HACTpoeK KOJIOHTUTYJIOB. [lepeiiinTe k eHCTBUSM 1.4,
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3. OTkpoiTe 1MaHeb HACTPOEK KOJIOHTUTYJIOB OJJHUM U3 CJIeAYIOLIUX CIIOCOOOB:
— Ilog wiv Hag KOJIOHTUTYJIOM HaxkmuTe KHONKY IlapameTpsl U B BbINajarolieM

cnucke Bbibepute yHKT Homepa crpanun (cMm. PucyHnok 309).

BepxHWiA KONoOHTUTYA MapameTpbl

HacTpoiikn BEpXHErD KOAOHTUTYAS
¥aannTb BEPXHUA KONOHTHTYA

Homepa cTpaHuy, [}

Pucynok 309 — [Iyaxt Homepa crpanuig

— Ha 60okoBoM nlaHey HaXKMUTe KHOIIKY @ (BepxHuii KOJIOHTUTYJT) WK @ (Hyoxwmi
KojoHTHTYa) (cM. Pucynok 310). Ha ortkpeiBlielics maHenud HAaCTpOeK

KOJIOHTHUTYJIOB BbI6epI/IT€ BKJIaIKY HOMEpa CTpaHHIl.

jo!

= BepxHWit KONOHTUTYA

—a-:'p-::tmm FAoMepa cTpaHunL, @

BepxHuid konoHTTY N MapameTpbl Dopar

bez Homepoe v

Pucynok 310 — [laHesnb HacTpoek BepXHero KOJIOHTUTYJIA

4. Ha maHemu HACTPOEK KOJIOHTUTYJIOB, BO BkiIagke Homepa crpaHuIl yKaxuTte
HeoOxouMble TapameTpsl (cM. PrucyHok 311):
— ®opmar — TuIl HyMepaluK, Hanpumep, apabckre Wi puMcKue 1UpsbIL.
— BrIpaBHHBaHHe — pPacII0yIoXKeHHe HoMepa [0 FOPU30HTAJIbHON OCH.
— Hauars ¢ — 3HaueHue, ¢ KOTOPOTO ClleflyeT Ha4yaTb HyMepallHIo.
— IIpomomxuTh C NpeabIAyIIero pasaeia — IPOJI0JDKUTh HyMepalyio Npe/ibIIyIero

pa3aeiia.
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—» BepxHWIA KONOHTUTYA Q

Hactpoiikn Homepa cTpaHiy @

Mapametpsi Dopmar

Bt PaBHHMEGHWE

=

~

Hymepauua
Hauatk ¢ 1

O NMpogomkuTs ¢ npeabigyLero pazgena

Pucynok 311 — IlapameTpsl HyMepaiyy CTpaHUI]

5. BrriauTe U3 pexxvMa pefjakTUPOBAHHUSI KOJIOHTUTYJIOB OJTHUM U3 CJIeJTyIOIIUX CIIOCOOOB:

- HBB)K}II)I IOEeJIKHUTE 110 TeKCTY NOKYMEeHTad 34 IIpe/iejlaMUi KOJIOHTHUTYJIOB.

— Haxmure KHOIIKY [ 110, MJIK HaJl KOJIOHTUTYJIOM.

— Haxwmure knaBuiy Esc.

B pexxuMe peJaKTUPOBdAHHW KOJIOHTUTYJIOB MOXXHO IIPUMEHUTDb Cl)OpMaTI/IpOBaHI/Ie K.

TexcToBoMy 1010, B KOTOPOM pacHoJIOXXeH HOMep cCTpaHuIlbl (cM. pasmen 4.6.3).
Hanpumep, usmenuTth 3anuBKy (cM. pasznmen 4.6.5) wimm koHTyp (cM. pasgen 4.6.6)
TEeKCTOBOTO TOJIS.

Homepy crpanunbl. Harpumep, uaMeHUTh BT WM HadepTaHue. dopmMaTupoBaHue
HOMepa CTPAHUIIBI OCYIIECTBIISETCS aHAJOTMYHO GOPMATHPOBAHHIO OCHOBHOTO TeKCTa
nokymeHTa (cM. paszen 4.3). UToObl nepedT k pOpPMaTUPOBAHUIO HOMepa CTPaHMIIbI,

BBIJICJIUTE TeKCTOBOe II0JIe JBOMHBIM IIeTYKOM MBIIIIH.

4.12.3.2 Ypanuths HOMepa CTPaHMIL

YToOBI yauTh HOMepa CTPAHMII, BBITIOJTHUTE CIIeTyIolye JeHCTBHUS:

1.

VYcraHoBUTe Kypcop Ha CTpaHMIle pasjiela, B KOTOPOM HY>KHO y/lallMTh HOMepa CTPaHuIl.

[Ipu s3TOM:

— FEcmm B pasnene HacTpoeH OCOOBIM KOJOHTUTYJ ISl 11€PBOM CTPAHUIIBI, TO [
yZlalleHHsl HOMepa Ha IIepBOM CTpaHMIle YCTaHOBUTe KypCOp Ha IIepBOM CTpaHMIle, a

TSl yJlaJieHus HoMepa Ha JIPYTUX CTpaHUIlax — Ha Jitob0M Apyror cTpaHuIle pasiena.
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Ecimu B pa3zneiie HACTPOeHbl pa3Hble KOJIOHTUTYJIbI [JId YeTHBIX W HeYeTHBLIX
CTpaHHUI], YCTAHOBUTE KYpCOp Ha YeTHOU CTpaHHUIIE, YTOOBI YAAJIIUThb HOMEpa Ha
YETHBIX CTpPAdaHUIAX, WK YCTAHOBHUTE KYpPCOP Ha HEe4YeTHOH CTpaHHUlIle, YTOOBI

yAQJIUTh HOMepa Ha He4eTHBbIX CTPAaHHUIaX pasfiena.

2. llepeiinutre B peXuM pelaKTUPOBAaHUSI KOJIOHTHUTYJIOB, B KOTOPBIX OTOOPaXKalroTCs

HOMepa cTpaHuIl. Harmpumep, eciu HOMepa CTpaHMII OTOOPAXKAIOTCSI B BepXHEM

KOJIOHTHUTYIJIE, Hepefl}IHTe B PeXHUM peJdaKTUPOBAHHWA BEPXHUX KOJIOHTUTYJIOB. HJISI 3TOro

BBITIOJIHUTE OFJHO U3 CJIeJYIOIIUX JIeUCTBUIM:

Breibepute myHKT kKoMaHgHOTO MeHIO BceraBka > KosonTHTYyNBI > BepxHuii
KooHTHUTYJI / Hixuuii kononTurya (cMm. Pucynok 307).

Ha mnanenu wuHcTpyMeHTOB, B paslene BcraBka HaxmuTe KHONKYy === . Ha
0TOGpA3MBIIeHCS IaHeTu BCTaBKM BeibepuTe = Komomruryasr > Bepxmmii
KoyoHTHUTYJI / Himxuuii kononTutya (cM. Pucynok 308).

YroObl mepedTH B PeXUM PeAaKTUPOBAHMS BepXHUX KOJIOHTUTYJIOB, IIO/IBE/IATE
Kypcop MBIIIM K BepxHel 4YacTh CTpaHulbl. YTOOBI IlepedTH B peXuM

peaaKTUpPOBaHUS HUXKHHUX KOJIOHTUTYJIOB, IIOABeJnTe KypCOpP MbIIIN K HIDKHEe 4acTH

crpanuiibl. Koryma kypcop npumer BUji — WIK =, , ABAXK/IbI EJIKHUTE MbIIIbIO.

Haxwmure coueranve kmnaBum Alt+P (Windows, Linux) wiu ~ Option+P B
aHITIMHACKOM  packiajke KiaBuaTypel (macOS). KomoHTuTyn, B KOTOpoM
pacIoiokeHbl HOMepa CTPaHWII, TIepeijieT B PeXXKUM peJlakTHpoBaHus. Eciu Homepa
CTPaHHUI] COiepXKaTcsl ¥ B BepXHeM, U B HIDKHEM KOJIOHTHTYJIe, TO TI0 YMOTYaHHUIO B

PeXUM pellaKTUPOBAHUA IIepereT BepXHUM KOJIOHTUTYIL.

3. VYpanure HOMepa CTPaHHUIl OHUM U3 CJIeAYIOIIUX CIIOCODOB:

HOII WM HA[l KOJIOHTUTYJIOM HAXMHUTE KHOIIKY HapameprI W B BHIIIdJ4dIOIIIEM

CIIMCKe BbIOepuTe MYHKT Y JAJIUTh HOMepa cTrpanul (cM. PrucyHok 312).

BepxHWA KONOHTUTYA Mapametpel

HacTpoliku BepiHErD KONOHTUTY S
¥AanUTb BEPXHWA KOMOHTUTYA
Howmepa ctpanuy

y,\'J,EJ'IMTh HOMERA CTRaHWL,

Pucynok 312 —Knonka IlapameTpsl
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— Ilop wiy Haj KOJOHTUTYJIOM HakMuTe KHONKy IlapameTphbl M B BhINIaaolieM
cnucke BblOepuTe NyHKT Homepa crpanun (cMm. Pucynox 312). Ha nanenu
HACTpOeK KOJIOHTUTYJIOB, BO Bkiajxke Homepa cTpaHuil, B BbIlIafaiolleM CIMCKe

dopmart BriOepuTe 3HaYeHHe be3 HoMepoB (cM. PucyHok 313).

—» BepxHWIn KONOHTUTYA Q
1 Hactpoiikn  Homepa crpaHuy, @
MapameTpel Dopuar
1.2.3, .. v
be3 HoMmepoB
Vo123 .
LILHL ...
Likili, ..
ABC, ..
ab.c ..
Crpannua 1
INER
/X
1=

Pucynok 313 — Beimamarommii ciiicok Popmar

- OHHI/IM [IeJTYKOM MBI BbIJIEJINTE TeKCTOBOe II0jiIe C HOMepOM CTpdHHUIbI K
yJlaJiTe ero Tak, Kak OIMCAHO B pa3szere 4.6.14.
4. Beriigure U3 peXxMMa peIakTHUPOBAHUS KOJIOHTUTYJIOB OJJHUM M3 CIIeAYIOMIKX CIOCOOO0B:
—  JIBaX/IbI IIEJIKHUTE I10 TeKCTY JOKyMEeHTa 3a IpeJieJlaMy KOJIOHTUTYJIOB.
— Haxmure xHOTIKY (54 110J] WJTM HAJ| KOJIOHTHUTYJIOM.

— Haxwmure knaBuiry Esc.

4.12.4 Pa3ppIB cTpaHUILIBI

[Ipunoxenue «MonOduc TekcT» aBTOMaTUYECKU IeTTUT JOKYMEHT Ha CTpaHUIIbl. Pa3pbIBbI
CTPaHUI] MOXKHO TakKe 00aB/ISTh BPyUHYIO B JII0OOM MecTe ioKyMeHTa. J1j1s1 aToro:
1. VYcraHoBuTe Kypcop Ha TO MeCTO AOKyMeHTa, IIOCJIe KOTOPOr0 HeoO6XOJMMO HayaTb

HOBYIO CTpaHMUILY.
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2. JlobaBbTe pa3pbIB CTPAHMITHI OAHUM U3 CIEIYIOIINX CIIOCOOOB:

— Boibepure myHKT KOMaHHOTO MeHIo BeraBka > Pa3priB crpanunbl (cM. PrcyHok 314).

Becraeka @opmar  MHctpymentm Bug O

MzobpaxeHne...
TekcToBOE None

Durypa 4

TaBamua...
Dopwuyna...

'CI'IELI,HEﬂbeIE' CHUMBOAL...

Pazpeie cTpaHuum Ctrl+Enter

Pazpwie pazsena

Pucynok 314 — Komangnoe mexio BeraBka

— Ha nanenu uHcTpymMeHTOB, B pazfieiie BcraBka HaXXMUTe KHOIIKY === (CM. PucyHok 315).

o L
Ha OTO6paSI/IBI_He1/IC$I IIaHeJIN BCTABKU HAXXMHUTe KHOIIKY " PaprIB CTpaHUuIbI.

AaBboB AaB6B:

Jaro..ok 1 3aro..ox 2

AaB6BB] ... @v [r:]]v E

3aro..ok 3

WMacbpaxene.., ~
E[ TekcToBDE NONE

c‘} Durypa » Q
HEH TaGanua... »

(_j Dopmyaa...

CI'IE'LI,MEﬂbeIE' CHMMBEOAB >

PasphiB cTpaHuUe

| -
= Paspwme pasgena

Pucynok 315 — Ilanesnb BcTaBku

— Haxwmure couyeranue knaBuill Ctrl+Enter (Windows, Linux) uwnu $Cmd+Enter

(macO5).

YroObl yBHAETh pa3pblB CTPAHUIIBI, BKIIIOUMTE OTOOpakeHUe HelleyaTaeMbIX CHMBOJIOB

(c™m. paznen 4.3.1).

YToOb! yIaMUTh pa3pbiB CTPAHUIIbI, BHITIOJTHUTE JIEHCTBUS, ONMMcaHHbIe B pasaere 4.2.10.
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4.12.5 Pa3prIB paszgeia

Jl1s kaKOoro paszesia IOKyMeHTa MOXKHO HACTPOWTBh YHHKAJIbHbIe ITapaMeTpbl CTPaHUIIbI
(c™. paznen 4.12.1) u kosoHTUTYIIHI (CM. pasnen 4.12.2).

[lo ymonm4aHuio JOKyMEHT COCTOWT W3 OJHOTrO pasfeiia. YToObl pa30HTh JOKyMEHT Ha
HECKOJIbKO pa3[lesioB, OT/IeJIUTe UX APYT OT JIpyra HelleyaTaeMbIM CHMBOJIOM, KOTOPBIN Ha3bIBAeTCs
paspblbom pasdena. Hampumep, 4TOOBI B JAOKYMEHTe, COCTOSIIIEM M3 TpeX IJIaB, Kaxias TIjiaBa
SIBJISITIACh OT/eJIbHBIM pas3fiesioM, YCTaHOBUTe Pa3pbIB pasziesia I10cie KaKIOU IIaBbl IOKyMeHTa.

YToObI BCTaBUTH pa3phlB pasfielia, BHIIIOIHUTE ClelylolIye JeHCTBUS:

1. VYkaxure MecTo AJis BCTaBKU OJHUM U3 CIJIeAYIOLIUX CIIOCOOOB:

— VYcraHoBUTE KypcOp Ha TO MeCTO [IOKyMeHTa, IIocjie KOTOpOro HeoOXOIUMO
BCTaBUTb Pa3pbIB pasjera.

— Ecsnu paspsIB pasena TpebyeTcsi BCTaBUTh 10 U 10ciie pparMeHTa TeKCTa, BbIe/InTe
3TOT pparMeHT.

2. BcraBbTe pa3phiB pasfiesia OIHUM U3 CIeIyIONINX CII0COOO0B:

— Bribepure nmyHKT KOMaHIHOTO MeHI0 BeraBka > Pa3priB paspena (cm. PucyHok 314).
— Ha nanenu uHcTpymeHTOB, B pazfeiie BcTaBka HaXMUTe KHOIIKY === (CM. PucyHok 315).

Ha oTo6pasuBIneiics aHeM BCTaBKU HaKMUTe KHOTIKY *= Pa3pbiB pasmesa.

Yrobbl yBUIETh pa3pblB pa3jieia, BKJIIOYUTE OTOOpakeHHWe HelevaTaeMbIX CHMBOJIOB
(c™m. paznen 4.3.1).

YToOB! yIamuTh pa3pbiB pa3jieria, BEITOJIHUTE IeWCTBHs, ONMMCAaHHbIe B paszere 4.2.10.

4.12.6 OrsiaBienue

B nokymeHT MoXHO J106aBUThH oryaBieHue. OriaBieHre GpopMUpYyeTCs U3 UMEIOIIUXCS B
JIOKyMeHTe 3aroJIOBKOB — ¢parMeHTOB TeKCTa, K KOTOPbIM IMPUMeHeHbI IpelyCTaHOBJIEHHbIe CTUJIN
3arosoBok 1 — 3arosioBoK 5 WM CTUIM 3ar0JIOBKOB, CO3/IaHHbIe BPYyUHYIO (CM. pasnen 4.3.2).

[To ymosyaHuio orjaBjieHHe aBTOMATU4YeCKd (GOPMUPYeTCs M3 3arojioBKOB, K KOTOPBIM
IIpUMeHeHbl TIpefyCTaHOBJIeHHble CTWIX 3arojioBok 1, 3arosoBok 2 u 3arosoBok 3. [lpu
HEeoOXOAMMOCTH MOXXHO HM3MEHUTh CTWIM 3aroJIOBKOB, U3 KOTOPBIX GOPMHUPYETCsl OrjiaBjieHue, U
KOJIMYeCTBO YPOBHe! B OTJIaBJIEHHUU.

OrnaBneHre OOHOB/SIETCS B JIOKyMeHTe aBToMaThdeckd. OOHOBJIeHHMe BKJIIOYAeT Kak

HN3MeHeHHUs B TeKCTe 3dI'0JIOBKOB, TdK U K3MEeHeHHd HOMepOB CTpPAHUII.
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4.12.6.1 IlpuMeHUTH CTHJIH K 3aroJI0BKaM JIOKYMeHTa

[Tpexxne 4yem BCTaBUTH OTJIaB/IeHHEe, MPUMEHUTe CTUIM THUIMA «3aroioBOK» K KaXIOMY
3aroJjiIoBKY, KOTOPBIM COJIEPXKUTCS B IOKyMeHTe. Hamprmep, eciii B JOKyMeHTe COJIep>KaTCsl TJIaBHl,
paszesibl U MoIpasfieibl, IPUMEeHUTe CTH/Ib 3aroJI0BOK 1 K 3aro/ioBKaM IJ1aB, CTH/Ib 3aroJI0OBOK 2 —
K 3aroJIOBKaM Pa3fielioB ¥ CTUJIb 3arojI0BOK 3 — K 3aroJIOBKaM I10JIpa3fIeioB.

YT0oOBI IPUMEHUTD CTHIb K 3ar0JIOBKY, BBIITOJIHUATE CJIEAYIOIIHe JIeHCTBUS:

1. BblmenuTe TeKCT WM IOMECTUTE KypPCOP B TeKCTe, KOTOPBIN SIBJISIETCS 3aTOJIOBKOM.

2. Ha manenmu uHCTpyMeHTOB, B pazzeiie CTHiau BbIOepUTe CTHIb 3arojiOBKa OJHUM U3

CJIeTyIONIHX CIIOCOOOB:

— BroibepuTe cTrmb 3arosioBka u3 orobpaxkaeMbix ctuieit (cMm. PucyHnok 316).

AaboBe AaboB1 AaB06BeB AaB6Bel AaB6Bel ... @v

OBbIYHbIF 3aronosok 1 3aronceok 2 3aronceok 3 3aronoeok 4

Crinmn BcraBka

Pucynok 316 — Paznen nanenu nucrpymentoB Ctuim

— Haxwmure Ha KHOIIKY === 1 BbI6€pI/ITe CTWJIb 3aroJIOBKA M3 BBIIIdJdrOIIero CIIMCKa

(cMm. Pucynok 317).

AaboBe = AaB0B1 AaB0BE AaB6BsI AaBoBsI' .|

OBbIYHbI 3aronosok 1 Formnen

Crinm

AaB6Bel'T[]nEeE&Kx33Unti

OBbIYHbI

AaB6BeIrInEeksKx331

3aronosok 1

AaB6BBITInEeE é¥m33nl

3aronoeok 2

AaBoBeI'T/InEeEe m3HnllitK

3aronoceok 3

AaB6BeI'r/InE eE e 3a it

3aronoceok 4

AaBoBel'rInEeEe#ix3MulliKu]L

3aronoceok 5

+ Cosaath HOBLIA cTWAL

Pucynok 317 — Crmcok ctuneit
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ITocne IIpUMeHeHus CTHJIEM 3aroJIOBKOB BCTAaBbTE B JOKYMEeHT OI'JlaBJIeHHe.

4.12.6.2 BcraBuTh orjiaBjieHue

YToOBI BCTAaBUTD OTJIaBJIeHHe, BLITIOJIHUATE CIeAYIOIIHe IeACTBUS:

1.

VYcraHoBuTe Kypcop B TOM MecTe TeKCTa, Iepell KOTOpbIM TpebyeTcsi BCTaBUTh

OI'JlaBJIeHHe.

BrinosHuTe KOMaH/ly BCTaBKK OJTHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— BribepuTe myHKT KOMaHIHOTO MeHIO BecraBka > OrsaBienne (cMm. Pucynok 318).

Beraeka @opmat  WHotpymedtm  Bug O

mf 1IC

m +#

By

= 4l

& @ [

MzobpaxeHwe...,

TekcToBOE None

Durypa

Tabanua...
Dopnyaa...

CI'IE'LI.H-EJ'I bHBIE CHMBONB...

Paspeie cTpanuym
Paspeie paspena
Howmepa cTpanuy,
KonoHTWTYABI

COrnaeneHne

Ccuinga...

MepekpecTHan copaka..,

Jaknagka...
CHocka

KonmerTapuia

farta
Bpena
Monna

INEMEHTE YNPEBAEHMWA

Ctrl+Enter

Ctrl+K

Pucynok 318 — [lyHkT koMaHiHOTO MeHio OrJiaBjieHue

— Ha maneim wuHcTpymenTtoB (cMm. Pucynok 319), B pasmene BceraBka HakmuTe

KHOIIKY ===. Ha OTO6p83PIBI.H€fIC§[ IdHeJI BCTABKU HAXKMUTE KHOIIKY Ornasienue.
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AaBbbB AaB6B: AaBoBs ... [']v @ v =] =

3aroc.ok 1 3aro.oK 2 3aro.ok 3 ’ 1

E Wzobpaxerwe.., ~

E[ TekcToBDE NONe

&' ourypa >
HEH Tabauua >
i:_) Mophyaa...
a CneuransHele CUMBONL... >
[
*—=  Paspbie cTpaHuuw
—_
*=  Pazpuie pazgena
Howmepa cTpaduy, >
@ KonoHTUTY AR >
Ornaenenne I}

Pucynok 319 — Ilanens BcTaBku

[To yMos4aHuIO OrjlaB/leHHe Bcerja OTHesleTCsl OT OCTaJIbHOIO JIOKyMeHTa pPa3phblBOM
cTpaHuIbI (cM. pa3zen 4.12.4). I1pyu He06X0JUMOCTH pa3pbIB CTPAHHUITBI MOXKHO Y/IA/IUATh.

HasBaHnue oriaBieHust yKaxure BPy4HYIO.

4.12.6.3 PemakTHpOBaThH OrJjIaBjIeHHe

HpI/I pPedaKTHUpOBAHHWHU OIJIaBJIEHH A MOXXHO BBIIIOJIHUTD Cliegyroiire JIerCTBUS:
- ,[[O6aBI/ITb WJIW YAAJIUTb YPOBHU OI'JIaBJIEHUS
— HW3MEeHHUTDb CTHUJIM 3aI'0JIOBKOB JId ypOBHEfI OI'JIaBJIEHH ],

— CKpBITb WM 0TOOPa3UTh HOMepa CTPAHUIL B OTJIaBJIeHHUH.

YToOBI peflakTUPOBATh OTJIaBieHHe, BBITIOJTHUTE OJTHO U3 CIIeAYIOIINX JeHCTBUM:

- H_IEJ'[KHI/ITE [0 OIVIaBJIEHWIO JIeBOM KHOIIKOM MBbIIIA M Ha [IaHeJM HWHCTPYMEHTOB,

B pazjiesie OryiaBjIeHue HAXKMHUTEe KHOIIKY {0* Usmenntn (cm. Pucynok 320).
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{E} NzmeHnTE o
v &
Cﬂ ]

=
Ab3au OrnagneHne BcTtaeka
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I
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Pucynok 320 — Knonka I3MeHUTH

— H_IEJ'[KHI/ITE I10 OIJIaBJIEHHIO npaBoﬁ KHOIIKOM MBIIIIA W  BBIIIOJHATE KOMaHay

KOHTEKCTHOT'0 MeHI0 I3MeHHTh orjiaBJIeHHe.

OTtkpoetcst okHo 3MeHuTH ornaBiaeHue (cM. Pucynok 321).

2meHWTEL ornaeneHme X
3aronoeok 1 hd
2 3aroNoBeoK 2 hd
3 3aronoeok 3 v | X

+ Hoewlid ypoeeHs

MokazblBaTe HYMEPaLWH CTpaHuL,

Pucynok 321 — OxHo 3MeHUTH OrjiaBjieHHe

[Tocne n3aMeHeHMs CBOMCTB OTJIaBJIeHUSs 3aKpoTe OKHO VI3MeHUTH orsaBiienue. [[jis aToro

IOEeJIKHUTEe MbIIIBIO 34 ITpejejldaMU IdHHOI'O OKHA WX HAXKMUTE KHOIIKY X B ero 3aroJjoBke.
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4.12.6.3.1 JTo6aBUTH YPOBEHbD OTJIABJICHUS

OrsaBieHre MoXeT copepXkaTb 10 9 ypoBHel 3arojioBKOB. [Io yMoyyaHMIO OHO COCTOWT
13 Tpex ypoBHeH. [lepBbIM ypOBHeM OIJIaBJIeHUsl SIBJISIFOTCS 3arOJIOBKM, K KOTOpPBIM IIpYMeHeH
CTWIb 3aroJioBOK 1, BTOpEIM ypOBHeM — 3arOJIOBKH, K KOTOPHIM IIPUMeHeH CTWJIb 3aroJioBoK 2,
TPeTbUM — 3ar0JIOBKH, K KOTOPBIM IIPMMeHeH CTWIb 3aroJioBoK 3.

Kak mnpaBuio, B oOrjaBjeHHe BKJIIOYAIOT He Oojlee TISITH YPOBHEM 3arojloBKOB.
ITpu nobaBeHny 4eTBEPTOIrO U ISTOTO YPOBHS OIJIaBJIeHUs JJI1 HUX aBTOMATU4YeCKH BBIOMPAIOTCS
IIpe/lyCTaHOBJIEHHble CTU/IY 3aroJjI0BOK 4 1 3aro/I0BOK > COOTBETCTBEHHO.

Eciu B oryaBieHue TpeOyercsi no6aBUThL Ooilee ISTH ypOBHeW 3arojiOBKOB, BPYYHYIO
co3mavite crtwM (cM. pasgen 4.3.2.2) u 1npuMeHHTe UX K TpeOyeMbIM 3arojioBKam
(cm. paznen 4.12.6.1). 3aTem 106aBbTe ypOBHM OIJIaBJIeHHUs, KOTOpble OynyT GOpMHpPOBATbCS U3
JTAHHBIX 3aT0JIOBKOB.

Yro0bl 106ABUTH YPOBEHB OIVIABJIeHNs], BBIIOJIHUTE CIle/lyIoIye 1eHCTBUSL:

1. B okue U3menuts orsaBienue Haxmute kHonky + HoBbrit ypoBens (cM. PucyHok 322).

B crivicke ypoBHeli 0TOOpa3UTCst CTPOKAa HOBOT'O YPOBHs orviaBjieHus (cM. PucyHok 323).

l12meHWTE ornaeneHmne X
3aronoeok 1 v
2 3aronoBok 2 v
3aronoBok 3 v | R

+ Hoewii ypoeeHs

Moka3blBaTe HYMEPaLIWKD CTRaHML,

Pucynok 322 — Jlob6aBieHue ypoBHS OrjlaBJIeHUs
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2. BpibepuTe u3 BBINAMAIONIETO CIKCKA CTWAJIb 3arojIOBKOB, M3 KOTOPBIX CJiefyeT
dopmMUpOBaTh JaHHBIM ypoBeHb orjaBieHus (cM. PucyHok 323), wiM ocTaBbTe CTUIIb,

BbIOpaHHBIY 110 YMOJTYaHHUIO.

l12mMeHWTE ornaeneHme X
I 3aronoeok 1 v
2 3aronoeok 2 v
3aronoeok 3 v
o 3aronoeok 4 v . x
O BBIYHBIA

3aronoeok 1
3aronoBok 2
3aronoBok 3

@ nc v 3aronoeok 4
3aronoBok 5
HazeaHwe gokymeHTa
Moazaronoeok

KonoHTWUTYA

CHocka

Pucynok 323 — Beibop crumns
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4.12.6.3.2 3MeHUTH CTHJIb 3aroJIOBKOB JIJISI YPOBHSI OIJIaBJICHHS

YpoBHM oOrJiaBiieHHss MOXKHO GOPMHUPOBATh KaK M3 3arojioBKOB, K KOTOPBIM IPHMEHEeHbI
NpelyCTaHOBJIeHHble CTWIA 3aroJoBoK 1 — 3arosoBok 5, Tak ¥ M3 3arojioBKOB,
K KOTOPBIM IPUMEHeHbI CTHJIH, CO3/IaHHbIe BPY4YHYIO (CM. paszen 4.3.2).

YTtoObl M3MEHWTh CTWJIb 3aroJIOBKOB, W3 KOTOPBIX (GOPMHPYETCS KaKOW-TH00
YPOBEHb OTJIaBJIeHHs], BBIIIOJHUTE CJIelyIolIye JerCTBUS:

1. B oxkHe A3MeHUTH OrjiaBjIeHHe, B CTPOKe TPeOyeMOro YpOBHSI OIJlaBJIeHHs pa3BepHUTE

BBITIA/IAOIIUI CIIMCOK CTUIel (cM. PucyHok 324).
2. BpibepuTe u3 BBINAAIONIETO CIKCKA CTWAJIb 3arojIOBKOB, W3 KOTOPBIX CJiefyeT

$bopMUpOBaTh JaHHBIN YPOBEHb OTJIABIIEHUSI.

M3meHWTL ornaeneHme X

3aronoeok 1 hd
O BBIYHBIA

" Jaronosok 1
3aronoBok 2
3aronoBok 3
Jaronosok 4
3aronoBok 5
HazeaHWe gokyMeHTa
Moazaronosok
KonoHTWUTYA

8 nc

CHocka

Ctunk1
S

Pucynok 324 — Beibop crus
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4.12.6.3.3 YmanuTh YPOBeHb OIJIaBJICHHS

[Ipy HeoO6XOAMMOCTH KOJIMYECTBO YPOBHEHM OIJIaBJIeHHWsI MOXKHO COKpaTuTh. Hampumep,
orjiaBjieHMe, KOTOpOe COCTOUT K3 4YeThblpex YpOBHEH, MOXHO Ipeobpa3oBaTh B OIJIaBJieHHE
13 JIByX ypoBHeH. [yt 3Toro ciefyeT yAaauTh YeTBepThid U TPeTHM YPOBHU OTJIaBJIeHUSI.

VpoBHU OrjiaB/ieHHs MOXKHO YIaJISITh, HAUWHAs C TIOCTIeIHEer0 YPOBHS B CIIMCKe.

YToOb! yJIaMUTh MTOCTIeAHUM YPOBEHb OrJlaBiieHus, B OkHe I3MeHHTD orjiaBjIeHHe HaKMUTe

KHOIIKY % CIIpaBa OT JIaHHOT'O YPoBHs (cM. PucyHok 325).

l12mMeHWTE ornaeneHme X
3aronoeok 1 v
2 3aronoeok 2 v
3aronoeok 3 v
4 3aronoeok 4 v
3aronoBoK 5 v | R

+ Hosbiit ypoBeHs

MNMokazbleaTe HYMepPaLWHD cTpaHnL,

Pucynok 325 — Y nanenuve ypoBHs OrJiaBjieHUst

4.12.6.3.4 CkpbITH WM 0TOOPA3UTH HOMepa CTPAaHHUI]L

[To ymomyaHuio [ijisi KaXk[IOTO 3arojioBKa B OIJIaBJeHWMM 0003HA4YeH HOMep CTPaHHIIbI, Ha
KOTOpO# OH pacrosiockeH. HoMepa cTpaHUI] BEIYUCIISIIOTCSI aBTOMATHUeCKHU.

YToOBI CKpHITH HOMepa CTpaHHWIl B OTJlaBJieHWd, B OkHe WM3MeHUTH oOrjiaBJIeHHe
(cm. Pucynok 325) caumure drakok Iloka3sIBaTh HyMepanui0 CTPaHMIL.

YroObl BepHYTHCSI K OTOOpa’KeHUIO CTPAHULL, I0CTaBbTe JIAHHBIN (IIaXKOK.
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4.12.6.4 ®opmaTupoOBaTh OrJIaBJICHHE

K ornasnenuro IIpUMEHSEeTCA (l)OpMaTI/IpOBaHI/Ie 10 YMOJ/IYdHHUIO. HpI/I H806XOJII/IMOCTI/I JJIs1

OrJIaBJIeHUs MOXKHO U3MEeHUTh CBOMCTBA MIPUQTa U CBOMCTBA ab3a1ia.

CDOpMaTI/IpOBaHI/Ie IIpUMEHsdeTCd KO BCeMy OIVIdBJIEHHWIO, HW3MEHeHHne O(l)OpMJIEHI/Iﬂ

OTHEJIbHBIX YaCTel OIJIaBJIeHUS He JOITyCKaeTCs.

cDOpMElTI/IpOBE:IHI/Ie OIJIaBJIEHUA OCYHIeCTBJIIETCA dHAJIOTUYHO Cl)OpMaTI/IpOBaHI/IIO OCHOBHOTI'O
TeKCTa JJOKyMeHTa.
YTo0bbI Cl)OpMaTI/IpOBaTI) TeKCT OIJilaBJIeHHd, BbIJejimTe ero. ,HJ'[H J3TOro ImeJjIKHUuTe IIO0

OTJIAaBJICHUIO JIeBOM KHOIIKOM MBIIIIH.

4.12.6.5 Yaanurth orjiaBjieHue

YToOb!I yIanUTh OTJIaBjieHHe, BBIIOTHUTE OJTHO U3 CIIeAYIOUIUX JeHCTBUI:
1. Brigenute orsasjieHue.
2. BrblinonHUTe KOMaHy y/IajieHus OHUM U3 CJIeIyIOIIUX CIIOCODOB:
— Ha mnanenu uHCcTpyMeHTOB, B pa3fene IIpaBka HaXMuTe KHOIIKY ]j (Ynmanurn)

(cM. PucyHnok 326).

Daidn [paeka Beraeka @opmat  MHctpyments Bug  OBwwid goctyn Hapctpoiikw

+ = v of: ﬁ w é D HO Thames w
JoBaenTs = v S & ¥ K Y AB

M6 panHoe dann Mpaeka WpudT

Pucynok 326 — Knonka Y panurtb

— IlpaBoif KHOIKOW MBIIIM IIEJIKHUTE II0 OIJVIABJIEHHIO U BBIIOJIHUTE KOMaHy
KOHTEKCTHOTO MeHIO Y TaJINTh.
— Haxwure kiaBuiy Backspace (Windows, Linux) win Delete (Windows, Linux,

macOS).
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4.12.7 Konouku

[Tpunoxxenne «MoiiOduc TekcT» 1mo3BosseT IpocMaTprBaTh U PelakKTHUPOBATh JJIOKYMEHThI

C KOJIOHOYHOW BepCTKOM, BHIIIOJITHEHHOM B CTOPOHHUX pefiakTopax (cM. Pucynok 327).

Daiin  lNpaeka Bcraeka @opmar  WHotpymentsl  Bug  OGwwmii goctyn
+ ™ ﬁ ~ é v D fﬁ\ a
JoBaeuts |E;] v 2 C Q
M3GpanHoe dain MNpaeka WpudgT

IlecHE mepBas

YV IyKoMOpEA Ty0 3e/IeHEIIH,
3iaTad Iellb Ha Iyde ToM:

H mHeM H HOUBI0 KOT YUeHBIH
BCé XOmUT 110 el KpPyToM;

Hper HanpaBo — IIeCHEb 3aBOJIHT,
HameBo — CKa3sKy TOBOPHT.

Tam uymeca: TaM JIEIIHE OPOHT,
Pycaika Ha BeTBSIX CHJIHT;

TaM Ha HeBe/IOMBIX [JOPOKKAX
Ciresibl HeBHJAHHEIX 3Bepeli;
H30ymKa TaM Ha KYPBHX HOXKKaX

Hapctpoiikun

Cnpaeka

AB3au Crinn Boraska ~

BJ1a/{IMIIP-COJTHIIE ITHP OB,
MeHBIITYI0 0L OH BEITABAT

3a KHA37 Xpadporo PyciaHa
M Me[ H3 TSDKKOTO cTaKaHa
3a HX 3/J0pOBLE BBIIIHBAJL
He cxopo eI Ipe K HAIIH,
He cxopo ABHTaTHCE KPYTOM
KoB1mmH, cepedpaHbIe YallTH

C KHIMAIIHM ITHBOM H BHHOM.
OHH Becelbe B Cep/le JHIH,
[Tyrrena meHa 1o Kpasam,

HX BaKHO JalTHHKH HOCHIH
H HHM3KO0 KJIaHATHCEL TOCTAM.

Pucynok 327 — JIokyMeHT ¢ KOJIOHOYHOW BepCTKOU

B Hacrosiee BpeMsd Ioagep>KrBaeTCd:

— OrtobpakeHre KOJIOHOYHOM BepCTKM C Yy4eTOM I1apaMeTpoB,

CTOPOHHEM pelldaKTope:
— YHCJIO KOJIOHOK;

— HIIMPHWHA KOJIOHOK;

IMPpOMEXYTOK MeXy KOJIOHKaMH;

Pa3pbIBbI KOJIOHOK.

IIpUMEHEeHHbIX B

— OtobpakeHre B KOJIOHKaX TeKCTa, TabJvIl, N300pakeHUH U GUTYp C y4eTOM HacCTpOeK

BbIpaBHHWBAHUSA U 00TeKaHUs TeKCTOM.

— Hsmenenue COIEPXXHUMOI'0 KOJIOHOK:

— BCTaBKa, BblleJIeHHWe, peldKTUPOBdHHE, KOIIMPOBdHHE, BbIpe3dHHWe W YyldJieHhe

IaHHBIX;

— BbIpaBHHBaHHe U GOopMaTUPOBaHUe TeKCTa BHYTPU KOJIOHOK;
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— UW3MeHeHMe pa3Mepa, IlepeMellleHHe W HACTPOWKAa IO3UIMKA B TEKCTe [
u3obpaxxeHuii U GUryp;

— M3MeHeHHe pa3Mepa M HAaCTpoWiKa 00TeKaHUs! TeKCTOM IJisl TaOIUIIbI;

— IIOWCK ¥ 3aMeHa TeKCTa.

— CoxpaHeHHe BHECEeHHbIX N3MeHeHU!.

B Hacrosiiee Bpemst He TIO//IeP>KUBAETCS:

— pelaKTUpPOBaHMe CTPYKTYPHI ¥ TAPaMEeTPOB KOJIOHOYHOW BEPCTKHU;

— KOJIOHOYHAsl BepCTKa TeKCTa BHYTPU PUTYPHI, B KOJIOHTUTYJIaX U CHOCKAX;

— aBTOMAaTUYecKoe MacIITabUpOBaHHe pa3Mepa BCTAaBJIEHHOTO M300pakeHusl MOJT ITUPUHY
KOJIOHKH;

— TepeMelrieHHe 10 IAaHHBIM BHYTPH KOJIOHOK C TIOMOIIIbIO COYeTaHHI KJIaBHIII;

— oToDOpaXkeHWe pasfeyuTeNs KOJIOHOK;

— orobpakeHHWe pa3JieleHus] TeKCTa 10 KOJIOHKAaM Ha TOPU30HTAIbHOW JIMHEHKe

(cm. pasmen 4.13.1).

Takoke neHCTBYIOT ClleiyIoliyie OrpaHUueHus

— B jmokyMmeHTax C KOJIOHOYHOM BEPCTKOM IO yMOJYaHWIO MpPUMeHseTCs OajaHCHUPOBKa
TeKCTa — paBHOMEpHOe pacrpejieJileHHe TeKCTa o KoJjioHKaM. Hampumep, ecimu B
IOKYMeHTe C IBYMs KOJIOHKaMH Ha TOCJiefIHell CTpaHWIle OCTaeTcsl HebOOoJbIIoH
¢dparmMeHT TeKcTa, TO OH paclpejieNsieTcsl Mo JIByM KOJIOHKaM C OJIMHAKOBOM BBICOTOM
(a He momemiaeTcsl B OfHY KOJIOHKY). OTkiIrodueHre GajlaHCUPOBKU TeKCTa B TeKylllen
BepCUU He MTPeJlyCMOTPEeHO.

— Ecnu uzobpakenue HaxoauTcs B mosuiiuu Bokpyr pamku (cM. paszen 4.5.3), TO TeKCT
BOKPYT U300pakeHusi MOXKeT IepeHOCUThCS He T10 CJIOBaM, a 1o GyKBaMm.

— MakcuManbHO JIoNyCTUMOe KOJIMYeCTBO KOJIOHOK Ha CTpaHuIle — 45.
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4.13 OToOpaxkeHHe COJIePKUMOro

4.13.1 JIuneiikn

JIuHelku OBICTPO W TOYHO PEeryJIMPYIOT OTCTYIIBI M TOJISI JOKYMeHTa 10 TOPU30HTAId U
BepTUKa/IU. ['Opu3oHTaNbHAs JIMHeMKa HAaXOAWTCS TI0]] MaHEeJIbI0 MHCTPYMEHTOB, BePTUKAJIbHAs —
BJIOJIb JIEBOT'O Kpasi IokyMeHTa. [0 ymMomyanuto obe TMHEeNKU 0TOOPaXKaroTCsl.

Ecimu Tpebyercs CKpBITh JIMHEWKU WIA OTOOPAa3UTh paHee CKPBIThble JIMHEHKU, BBITIOJIHUATE
OIHO U3 CJIeIYIOLIUX JIeUCTBUIA:

— B xomannHOM MeHro Bun cHuMuTe v ycraHoBuTe Grakok JImneiika (cM. Pucynok 328).

— Haxmure coderanue kiaBum Ctrl+Shift+R (Windows, Linux) wim {tShift+3Cmd+R

(macQOS).

Bug OBwwi goctyn  Hagetpoikn  Cnpaek
" [luHelika Ctrl+5hift+R

Heneyaraembie CMMBOA
Pexcrm npeseHTaLmmn
MacwTab L

MaHens MHCTRYMEHTOE r
Pucynoxk 328 — Komananoe menio Bup

4.13.1.1 HacTpouts nojisi 10KymMeHTa

[IIupyHa mnonedt oTobpaxaeTcsi Ha JIMHeMKax cepblM IBeToM (cM. PucyHok 329 wu

Pucynok 330).

d

1 alls | 3 2
| Nesoe none h

Pucynok 329 — I'panuria sieBoro noss
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.

BepxHee none
I |

Pucynok 330 — ['panuna BepxHero mnosmst

YTOOBI U3MEHUTH pa3Mep I10JIsl, BBIIIOJTHUTE CIIeyIOII1e TeUCTBUSL:
1. YcraHoBuTe Kypcop Ha JIMHEHKY, YTOObI OH MPUHSUT BUJ] IBYCTOPOHHEM CTPEeJIKHU.
2. Ypep>xuBasi JIeBYIO KHOIIKY MBIIIIH, ITPOTSIHUTE KYPCOP /10 HEOOXOJIUMON OTMETKH.

3. OTycTUTe KHOIIKY MBIIIH, YTOOBI 3apUKCUPOBATh HOBBIN pa3Mep IOJIs.

HaCTpOﬁKy noJien AOKYMeHTd MOHO TdK’Ke BBIIIOJIHUTH C IIOMOHIbIO OKHA HapaMBprI

crpaHunsl (cM. pasgen 4.12.1).

4.13.1.2 HacTpouTh OTCTYI IIePBOH CTPOKHU

VYkasaremnb OTCTYyIId HepBOﬁ CTpPOKH OTO6pa>KaETCH Ha FOpHBOHTaHBHOﬁ JIMHEMKe CHUHHM

NpsIMOYTONIbHUKOM (cM. Pucynok 331).

Pucynok 331 — Yka3aresnb OTCTyIIa 1epBOM CTPOKHU

OTcryn nepBoy CTPOKM MOXKHO U3MEHUTh B TeKCTe WJIM B CIIMCKe. B crrcke oTcTyn nepBoi
CTPOKH MeHsIeT I10JI0XKeHHe HoMepa WM MapKepa.
YT106BI U3MEHUTDH OTCTYII TIepBOM CTPOKH, BHIIIOJIHUTE ClIeyIolue eHCTBHYS:
1. Bribepure TpebyeMmblii TEKCT:
— Yr1o0Obl U3MEHUTh OTCTYI JyIsl OJHOrO ab3alla WM MyHKTa CIMCKA, YCTAaHOBUTE B

Hero KypCop HJIX BbleJINTe ero nHejiiKoM.
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— YT0oOBI M3MEHWUTb OTCTYI /JIsi HeCKOJIbKMX ab3aleB WIA HEeCKOJbKUX ITYHKTOB
CIIMCKA, PacIoJI0’KeHHbIX Ha OJHOM YPOBHE, BBIIEJIUTE UX I[eJIUKOM.
2. YIepxuBas JieByI0 KHOIIKY MBIIIM Ha yKasaTelle, IlepeTallliTe ero Ha Heob6XOIMMYO
OTMETKY.

3. OTmycTuTe JIeByIO KHOIIKY MBIIIH, YTOObI 3apUKCUPOBATh HOBBIM OTCTYII IIepPBOM CTPOKH.

Hactpoiiky oTcTynma mepBOMl CTPOKM MOXHO TaKXKe BBIIOJIHUTD C IIOMOIIbIO OKHA

Hacrpoiiku a63ama (cMm. pasnen 4.3.8.5).

4.13.1.3 Hactpouts oTcTyn ad3amna

VkazaTenb OTCTyma ab3ala oOToOpaXkaeTCs Ha TOPU30OHTAIbHOM JIMHEeWKe CUHUM

TpeyroiibHUKOM (cM. PucyHok 332).

PucyHnok 332 — Ykazaresb oTcTymna ab3ara

OTcryn ab3aiia MOXXHO U3MEHUTh B TeKCTe WM B Cliicke. B crucke oTcTyn ab3aria MeHsieT
ITOJIOKeHHe TeKCTa.
YT0oOBI MI3MEHUTh OTCTYTI ab3aria, BHITOJIHUATE CJIeAYIOIIre AeiCTBUS:
1. Boibepure TpeOyeMblii TEKCT:
— YToOBI M3MEHUTh OTCTYN ISl OJTHOTO ab3alla WK MyHKTa CIMCKA, YCTAaHOBUTE B
HEero Kypcop WJIU BbIJIeJIUTE ero IeJIMKOM.
— Yrtobbl M3MEHUTh OTCTYIN 1 HECKOJbKUX ab3aleB WIA HECKOJIbKUX ITYHKTOB
CIIMCKA, PACIOJIOXKeHHBIX Ha OJJHOM YPOBHE, BBIIEJIUTE UX I[eJIUKOM.
2. VYnepxuBas JIeBYIO KHOIIKY MBIIKM HA yKa3aTejle, IepeTaliuTe ero Ha HeoOXOIUMYIO
OTMETKY.

3. OTnoycTuTe JIeBYIO KHOIIKY MBIIIHY, 9YTOOBI 3aHUKCUPOBATh HOBBIM OTCTYII ab3aria.

HpI/I HN3MEHEeHNHN OTCTYIId 86381_161 HN3MeHSEeTCA TaKXXe OTCTYII HepBOfI CTPOKH, IIpHU 3TOM

pacCcTosdHre MeXy HUMH COXPaHAeTCH.
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Hactpoiiky otcryma ab3amia MOXHO Tak)ke BBIIOJHUTHL C moMolnbio okHa Hacrpoiiku

ab3ama (cMm. pazzen 4.3.8.5).

4.13.2 Maciurab gfoKkymeHTa

[To ymomuanuto macmtab mokymeHta coctaBiser 100%. Ilpu Heob6xomuMocTH MaciiTab
MOXXHO U3MEHHUTD B OOJIBIITYI0 WIX MEHbIITYI0 CTOPOHBI C IIOMOIIbI0 KOMAH/IHOT'O MEeHIO WUJIM CTPOKU
COCTOSIHUS.

YToObI M3MEHUTb MacIITab JOKyMeHTa C IIOMOIIbI0 KOMAaHIHOTO MEHIO, BBLITIOJIHUATE
clleflytoliye AeiCTBUS:

1. Boibepure nyHKT KOMaHAHOTO MeHI0 Bun > Macmrrab (cm. Pucynok 333).

2. B oTkpbiBIIeMcs IOJIMEHIO BbIOepuTe TpebyeMyto KOMaH[ly:

— YBeu4uTh MaclITad — yBeJIMUUTh TeKyIyi Maciitad Ha 10%;
— YMeHBIIUTH MACIITab — yMeHbIIUTh TeKylui Maciitab Ha 10%;

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

Bug OBwwi goctyn  Hagctpobikn  Cnpaeka

" [luHelika Ctrl+5hift+R A ,."_"\"' ‘E - = =
Heneuataemble CMMBEDL
v &~ llE w = 4=
Pescim npeseHTanmmn '
AB3au
MacwTab L4 YEenuunTe MacwTab

Y¥mMeHbWWTE MacwWwTak
MaHens MHCTRYMEHTOE r

DakTUUeckWid pasmep Ctrl+0

Pucynok 333 — Komananoe menio Bup

Yrobbl HM3MEHWUTH MacITab C IIOMOIIbIO HWHCTPYMEHTOB, PdCIIOJIOKeHHBIX B CTPOKe

cocrosiHUS (cM. PucyHok 334), BLITIOJTHUTE OHO U3 CJIeYIOIMINX JeiCTBUM:

CrpaHuua 1 w2 1 - [ ] + 100% v

Pucynok 334 — CTpoka cocTosiHUS

— 3axaB JIeBYI0 KHONKY MBbIIIM, IlepeMecTUTe OeryHOK BIIpaBO WA BJIEBO, YTOObI

YBEJIMYUTH WK YMEHbIINTb MacIuTab COOTBETCTBEHHO.
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— Haxmure KHONKY +, 4TOOBI yBeJIMYUTh MaclITab, WIM KHOIIKY —, YTOOBl yMeHBIIUTh
Macitab. B kaxom citydae mar 6yzaer cocrasisth 10%.

— BeolenuTe 3HaueHHe TeKylllero mMaciiraba, peJakTUpPyHTe ero BpyYHYI0 U HaOKMUTe Ha
kiaBuiy Enter.

— Haxmure Ha CTpesiKy, pacliOJIO)KeHHYIO CIpaBa OT 3HAdeHHsl TeKyllero Mmacuiraba,

Y BbIOepUTe TpeOyeMbli MacIITab U3 BBITAIAIOIIEr0 CIIHMCKA.

4.13.3 Pexxum npe3eHTanum

YToObl TepedTH B peXXHMM Tpe3eHTalldd, BbIOeprTe IyHKT KOMaHIHOTO MeHi0o Bup >

Pexxum npe3enranuu (cM. PucyHok 335).

Bug OBwwi goctyn  Hagctpokw  Cnpae
" [luHelika Ctrl+5hift+R

Henevyataemble CHMBOA

Pesum n [FEIEHTAUNIA

Pucynok 335 — Komananoe menio Bup

Pexxum nipesenTtanivu (cM PucyHok 336) mo3BoJisieT UCHOJb30BaTh BECh 3KpaH KOMIIbIOTepa

JJId IIPOCMOTPA JOKYMEHTd.

Pabora ¢ Tabimnamu, Hioopaxennamu u popmynamu

= ‘ - . o Jlobagnsiire TabnMILl, BCTARISHTE W YANSHTE CTPOKH
ﬁ ‘ ) U cTondiibl, BhilensiTe, 06beJHHANTe U pa3beHHANTe
j SIYeHKH, U3MEHSAHTe [[BeT HX 3aJIMBKH, a TaKxKe
. UCTIONB3YHTE NMOBTOPEeHHEe 3aro/loBKOB Tab/IMIlbl Ha
= = Ka)KJ10M CTpaHHILe.

= £ o Bcerasasire uzobpakenus ¥ GUIypbl, M3MEHSHTE MX
pasMepbl 1 TIOJI0KEeHNe B TeKCTe.
o Jlobapnsitre v peflakTHpYHTe MaTeMaTHYecKue
Bhipaxkenus B popmare LaTeX, nuamensiire ux
I [e——— pasMeprl U NoJoXKeHHe.

Pucynok 336 — Pexxum npe3enTaruu
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JI1s1 HaBUTAIIMM TIO0 CTPAHUIIAM JIOKYMEHTa B JAHHOM PEeXHMe HCIIOJIb3YIOTCS CJIeIyIolre
KJIABHUIIH KJIAaBUATYPBHI:
— i IIpoeben ayis epexofia K Cyieyroliel CTpaHHUIIe;

«— JUIS TIepexo/1a K MpeJbIAYIIed CTpaHuIIe.

Jly1st BBIXOZIa U3 peXkuMa Ipe3eHTalluu IpefiHa3HaueHa KiaBuiia Esc.
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4.14 Penren3upoBaHue T0OKyMeHTa

4.14.1 UcnpaBienus

4.14.1.1 Pexxum 3amucu ucnipaBiieHHH

Pexxum 3anucu vcnpaBiieHU UCII0NIb3YeTCsl, YTOObI OTCIIeXXrBaTh, 00pabaThiBaTh U XpPaHUTh
V3MeHeHHs, KOTOpble BHOCAT B JIOKyMeHT J[IpyrMe y4YaCTHUK{ pefakTUpoBaHus. YcnpasieHus
HAYMHAIOT 3aIMCBhIBAThCS TOJIBKO IIOC/Ie BKJIIOYeHUs] pexkuMa. [IpocmartpuBath M 06pabaThiBaTh
WICIIPABJIEHHS] MOXKHO TIPY BBIKJIFOUEHHOM peXUMe.

CraTyc pexxuma COXpaHSIeTCsl II0oCjle 3aKpbITUsl ¢ailyia, TO eCcTb eCciM B JOKyMeHTe OBl
BKJIIOUEH peXXUM 3allMCH UCIIpaBJIeHWH, TO IIPU ero MocjieylolleM OTKPbITUU PeXuM Takxke Oyzer
BKJIIOYEH.

YToObl BKJIIOUUTHL WM OTKIIOYUTH PEXUM 3allMCH UCIpaBIeHU, B KOMaHAHOM MeHIO
HNucrpymentsl > OToOpakeHHe HCHpPaBJIeHHMII M KOMMEHTapHeB IIOCTaBbTe WM CHHUMHTE

dnaxox OTciexxuBarh ucnpasiaenus (cM. PrucyHok 337).

WMuctpymentsr By OBwwi goctyn HagcTtpoikw  Cnpaeka

OrobpameHve MCNPaEneHWi W KoMMeHTapee P ¥ OTCiesmWEaTE MCNPEBAEHWA

Mpaeocnucanue r

BrigenwTe ncnpaseneHua
HacTpaveaemel i choBape

MokazaTe AOKYMEHT € MCMPABNEHWAMK

13MEHNTE A3BIK... MokazaTe MCXOAHBIA SOKYMEHT
Pucynok 337 — Komangnoe mento MHCTpyMeHTBI

4.14.1.2 OTo0OpaxkeHue u MPOCMOTP HCIPABJIeHHI

B nokymeHTax oTobpaXkaloTCsl WCIIpaBileHHsl, BHECeHHble KaK B NpuioxeHuu «MonOduc

TekcT», Tak ¥ B CTOPOHHHUX peflakTopax. [logaep>xyuBaroTcst MCIIpaBJieHus ClIelyIolero THIa:

BBOJ] U y/iaJieHue TeKCTa;

— ¢opmarupoBaHUe TeKCTa;

— ¢dopmarrpoBaHue ab3aa;

— BCTaBKa U yJjaJleH’e N300pakeHu;

— BCTaBKa U yJlajleHHe TabJIvI] U CTPOK B TaO/IMIIAX;

— BCTdBKad, peJdKTHUpPOBdHHE U yJdJIeHHhe I'MIIepCCbhLJIOK.
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HcnpapreHusi MapKUpPYIOTCSI IIBETOM M OTOOpaXKalOTCs Ha IaHelIW pelleH3WPOBaHUs

(cm. Pucynok 338). [l vcripaBiieHH KaXKJI0T0 TI0JIb30BaTesIsl Ha3HAYaeTCsl YHUKAJIbHBIH 1IBET.

v 0O @ é |j XOThames |v| | 14 |v| AT AY e = v [0 TT |:i:|
8y ©cC Q X K4 = Av Oy =v == Hv T
Daidn Mpaeka WpwndT AB3auy CTian BcraBka
«MoinOpuc TekcT» — pedakTop MAnA ObBICTpOro M YAOOHOTO CO3JAaHMA M
OpPMaTHpPOBAaHKMA TEKCTOBLIX OOKYMEHTOB MHOOOH CIOXKHOCTH HA OMNepalHoHHBIX
{p P pv ; ) ﬂr.Kl.y par 1 I @ JDobBaeneno "Linux"
cucremax Linux, Windows 1 macOS. | [

it Jobaeneno ", Windows w mac0S."

Pucynok 338 — UcnipaBnenus

Inst nobaBiieHHBIX W yAaJeHHbIX CTPOK U TaOJUIl TPUMEHSIeTCS JIOTOJIHUTesbHas
MapKUpOBKa IBeToM: (oH A0OaBIEHHBIX CTPOK W TAOJIMIl OKpaIllMBaeTCs B 3ejieHbId IBeT, PpoH

yAaJIeHHBIX CTPOK U TaO/IMI] — B KPacHbIX I1BeT (cM. PrucyHok 339).

B Tabnuue Huxe [ANA CPaBHEHHA MPeACTABNEHO paccTofHHe mnaHer ConHeyHOR CHCTEMEL OT
HeHTpaneHo i 3ee3nsl — CosHLA.

es—— S obasnexo
Ha3spaHme IIaHeTEI PaccroAHne oT CD\'IHU,a. MITH. KM o A

60
110
150

230

S ———— v, =
HazBaHie 1aHeTsl PaccrosHue-0r-ConHIa, MIH. KM o fanewo

108

150

ol

Pucynok 339 — MapkupoBka TabJidIl I[BETOM

B nanHO! Bepcuy IPWIOXKeHUs AeUCTBYIOT Cllelytollyie OrpaHUYeHus:

— B nokymentax, coxpanennbix B LibreOffice Writer, a 3atem oTkpbiThix B « MoitOduc
TekcTy, McnpaBiieHUs: MOTYT OTOOPaXKaThCsl HEKOPPEKTHO.

— B nmoxymenrax B popmate ODT, cozgannsix B « MoitOduc TekcTy», a 3aTeM OTKPHITHIX B

LibreOffice Writer, HekoppekTHO 0TOOpakaeTcsi BpeMsi BHeCEeHUST UCTIPaBIIeHU.
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Ecnu st Tabuiel HACTpoeHo obTekaHue TeKCToM (CM. pasnen 4.4.11) u mosb3oBaTenb

MpUHUMaeT ynaneHwe TekcTa (cM. pasgen 4.14.1.4.1), B KOTOPOM pacCIOIOKeH SKOPh

3TOM TabmuIle! (CM. pa3zen 4.3.1), To BMecTe C TEKCTOM yAaJisieTcs 3Ta TabiuIia.

HcripaBnenus ¢ OOMBIIMM KOJIMYECTBOM TeKCTa OTOOPAXAIOTCS HAa IAHENM PeljeH3MpOBaHUs B

COKpaIlleHHOM BUie. YToObI TPOCMOTPETH MOJTHOe OIMCAHKe UCIIPABJIeHMs, IIIeJIKHUTe 110 HeMY MBbIIIIBIO.

4.14.1.3 IlepemeiieHue Meky MCIIPaBJIeHUSIMHI

Jliist BpIcTpOro IepemellieHHst MeXKAy MCIIPABIeHUSIMU HCIOJb3YiTe KHOIKA @ (Cnemyromree

HCIIpaB/ieHHe WIM KOMMeHTapuil) U ® (Ilpenpigyinee ucnpaBieHHe HWIM KOMMEHTAapHIi),

KOTOpbIe pacIioyioXKeHbl Ha MTaHeJI MHCTPYMEHTOB, B pasieiie PerenzupoBanue (cM. Prucyrok 340).

W v AT AT Tr )
()

h IE h é v hd XO Thames |v

8- 9 & Tv[@Q8 - XKUY~ AvEy . e

Dain Mpaeka Peuen3svpoBaHue WpndT Ab3ay Cruan Beraeka
CO3JaHHA H

— PpemakTop Ans OLICTPOTO W YAOGHOro

«MonO¢puc TekcT»
(opMaTHpOBaHHS TeKCTOBEIX [OKYMEHTOB /000 C/IOKHOCTH Ha OIepalHOHHBIX | @ﬂ . TirrE
I obasneHo Linux

Jobaeneno ", Windows w mac0S."

- ) Pl
cucreMax Linux, Windows 1 macOS.

Pucynok 340 — Knornku nepemertieHus1 MeX/1y UCIIPaBIeHUSIMU

4.14.1.4 IIpuHATH ¥ OTKJIOHUTH UCIIPaBJIeHHUS

Pabora c HUCIIpaBJIEHUAMU  OCYHIECTBJISIETCA B peXuMe BI)IIIEJII/ITI) HCIIpABJICEHUS

(c™m. paznen 4.14.1.5).

HcnpaBieHuss B TeKcTe, 3alMIEHHOM OT W3MeHeHWH (CM. paspen 4.17.2), HeBO3MOXXHO

IMPUHATH NI OTKJIOHUTD.

4.14.1.4.1 IlpunaTs ucnpaBieHUs
YT0oOB! IPUHATH OJIHO UCIIPaBJIeHHe, BOCIIOIb3yUTeCh OJTHUM U3 CIIe[lyIOIIUX CII0CODOO0B:

1. Ha maHenu pelieH3WpOBaHUSI HaBeiUTe KYpPCOP MBIIIM Ha TpebyeMoe UCIIpaBjieHHe U
HakmuTe KHOTIKY + (IIpunsars) (cm. Pucynok 341).
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v 0By & I @« ® v E XOThames v | 14 ~| A= Af Tr ()
=v 9 C & FTv @O = X KUY« Av 2.
Dain Mpaska PeuensnpoBaHue WpwndT AbB3ay Ctinn BeraBka
- - o= }-@ DNobasneno " nroboil cromHocT" v X
«MornOguc TeKcT» — yIODHBIH pefakTop And padoThl C TEKCTOBBIMH JOKYMEHTaMH S

MHO00H CIIOMHOCTH.
Pucynok 341 — KHoliku IPUHSTHS U OTKJIOHEHUS! UCITPABJIeHUS

2. Ha maHenu pelieH3UpOBaHUsl BbljiejiuTe TpebyeMoe HCIIpaBjieHHe IeTYKOM MBIINA U
BBITIOJTHUTE OJIHO U3 CJIeAYIOIUX ercTBui (cM. PrucyHok 342):
— Ha nanenu penieH3npoBaHus HAOKMUTe KHOTIKY (~ (IIpUHATS).
— Ha mnaHenu wuHCTpyMeHTOB, B pa3sfeiie PeleH3npoBaHume HaXXMHTE KHOIIKY
©@ (IIpuHATH HCIIpaB/IeHHe).
— Ha nanenu uHCTpyMeHTOB, B pa3zieie PenieH3upoBaHme HaXKMUTe CTPEJIKY CIIpaBa OT

kHomku () (IIpuuaTs ucnipaBieHne) U BbibepuTe yHKT IIpUHATHL HcnpaBiieHue.

v % By & I Oy ®v E XOThames |v| | 14 |v| A™ AT Tr (+)
| = 17 )

=@y 9 C & ¥ K 4 « Av &
MpuHATE MCnpaeneHne -

Dain Mpaeka LWpndT AB3al CTnam Bcraeka
|—|3V|HﬂTh BCE MCNpaBneHUA

«MoiOgpuc TekcT» — YOOOHBIN pelakTop A7 padoThl C TEKCTOBHEIMH JOKYMEHTaMH @

000 C/I0XKHOCTH. Aob6aeneno " no6oid cnoxHocT”

Pucynok 342 — [Ipunstrie ucnpapieHui

Yrobbl MpPUHATH BCe WCIPABIEHWS B OJHOM HWJIM HECKOJIbKHX ab3alax, BBIIEJIUTE 3TU
ab3aIibl ¥ BHITTOJIHUTE OfTHO U3 CJIENYIONINX JeUCTBHMA:
— Ha mnanemu wHCTpyMeHTOB, B pasfene PeleHsupoBaHme HaXMHUTe KHOIKY
© (IIpunaTh HCHIpaBJIeHHe).
— Ha manenu vHCTpyMeHTOB, B paszieiie PeneH3upoBaHHe HaXMUTe CTPeJIKy CIpaBa OT

KHOMKH () (IIpunsaTs ucnpaBiieHue) U BbiOepuTe yHKT IIpuHATHL HcnipaBiieHue.

UYToOBbI MpPUHSATH BCe WCIPaBIIeHUs] B JIOKYMeHTe, Ha TaHeJIM WHCTPYMEHTOB, B pasjeiie
Penen3upoBaHie HA)XKMUTe CTPEJIKY CIIpaBa OT KHOIKH © (IIpunaTH UCHpaBjIeHUe) U BbibepuTe

nyHKT IIpuHATE Bce HCIpaBJIeHU.
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4.14.1.4.2 OTKJIOHUTH HCHIPABJICHUS

YTOoOBI OTKIIOHUTH OJTHO UCIIPABJIEHUe, BOCIIOIb3YHTECh OJIHUM U3 CJIeIYIOLIHUX CII0OCOOO0B:
1. Ha maHenu pereH3WpOBaHHUs HaBeguTe KypCOp MBIIIM Ha TpebyemMoe HCIpaBjieHUe U
Ha)kMHTe KHOTIKY * (OTKJIOHHTB) (cM. PrcyHok 341).
2. Ha manHenu pereH3UpOBaHUsI BbliesiuTe TpeOyemMoe HCIIpaBjieHUe IeTYKOM MBIIIN U
BBITIOJTHUTE OJTHO U3 CIIeAYIOIUX JerdcTBUi (cM. PrucyHok 343):
— Ha nanenu perieH3MpoBaHus HAXKMUTe Ha KHOIKY '/ (OTKJIOHUTBD).
— Ha mnanenm wuHCTpyMeHTOB, B pasjeiie PeleH3upoBaHHe HaXXMUTe KHOIIKY
)] (OTKJIOHUTH HCIIPaBJIEHHE).
— Ha manenu uHCTpyMeHTOB, B pasfieiie PereH3npoBaHHue Ha)kKMUTe CTPeJIKY CIpaBa
or kuomku () (OTKI0HUTH HCHpaBJieHHe) U BblOepyuTe NYHKT OTKIOHHUTH

HCIIpAaBJIeHHe.

v x% ﬁ v é (\:/:' v |@ V| XOThames |v| | 14 |v| AT AT T’T‘ |’;\|
5 v o & ST Y e AW £
- OTkaoHUTE MCNpaBneHne - -
Daian Mpaeka Peuen3up AB3aly Crinm Bcraska
OTknoHuTE BCE WCNpPaBneHnA
«MoiO¢uc TekcT» — yOOOHEIH pefaKkTop And paboThl C TEKCTOBEIMH [JOKYMEHTaMH @

JTF0D0H CIOMKHOCTH. HAob6aeneno " nw6oid cnoxHocT”

Pucynok 343 — OTk/I0HeHHe UCIIpaBIIeHUHA

YT0bObI OTKJIOHWTHL BCe HMCIIpaBJIeHHsI B OJIHOM WJIM HECKOJIbKHX ab3allax, BBbIIEIUTEe 3TU
ab3a1ipl ¥ BBIIOJHUTE OJIHO U3 CJIeAYIOIIUX JIeHCTBUM:
— Ha mnaHenmn uWHCTpyMeHTOB, B pasfiejie PeneH3upoBaHHe HaXXMUTe KHOIIKY
D) (OTKJIOHUTH UCHIPaBJIeHHUe).
— Ha maHenu MHCTPYMeHTOB, B pa3fiesie PelieH3upoBaHHe Ha)XMWTe CTPeJIKy CIIpaBa OT

kHorku () (OTkJIOHUTH HCIIpaBJIeHNe) 1 BbiOepuTe MyHKT OTKJIIOHUTH HCIIPaBJIeHHe.

YToObl OTKJIOHUTH BCE UCIIpaBIeHUs] B JIOKYMeHTe, Ha IMaHe/ld WHCTPYMEHTOB, B pasfelie
Penen3upoBanue HaXXMuTe CTpeJKy CIpaBa OT KHOIKHU O] (OTKJIOHHUTH HCHpaBJIeHHe) U

BbIOepuTe MyHKT OTKJIOHUTH BCe UCIIPaBJIEHUS.
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4.14.1.5 Pexxum oTOOpa’KeHMsI HCIIPaBJIeHUIH

Ilo YMO/TYaHHUIO B IOKYMeHTe MdPKHUPYIOTCS BCe UCIIPABJIEHUA. HpI/I HeO6XO,III/IMOCTI/I pexum

0TOOpakeHUsI UCIIPaBIeHU MOKHO U3MEHUTh.
J1J1st 3TOTO BBITIOJIHUTE CJIeAYIOIIHe TeUCTBUS:
1. OTkpoiTe CIMCOK PEXKUMOB OHUM U3 CIIeAYIOIINX CIIOCODOB:

— Bribepute myHkT KOMaHAHOTO MeHI0O HCTpyMeHTHI > OTOOpaXkeHHe HCIPaBJIEHHH

U KoMMeHTapueB (cM. PucyHok 344).

WHetpyments Bug  OBwmi goctyn  Hagctpoikw  Cnpaeka

OrobBpamedne MCNpaeneHnin M kommeHTapuee P~ OrcnemuneaTts MCnpaeseHWA

Mpaeonucanne »

®  BoigeaTe MCNpagseHua
HacTpaveaemei chosaps

MNokazate AOKYMEHT € WCNPaBREHWAMA

3MEHWTE A3BIK... MokasaTe MCXOAHBIA SOKYMEHT
PeaakTop MakpokomaHa 5 OUALTPaLMA MCNPEBAEHWHA W KOMMEHTAPHEE
CpaeHuTe ... (BeTa) [

Pucynok 344 — Komangnoe mexio HCTpyMeHTBI

— Ha mnanenu wuHCTpyMeHTOB, B pasjiele PeneHsupoBaHMe HaXXMUTe KHOIIKY
=== (OTOOpaxkeHue ucnpaBjIeHNH U KoMMeHTapueB) (cM. PucyHok 345).
2. Bribepute TpeOyeMblii peXkuM pelieH3UpPOBaHMUSL:
— BoigenuTh HcCHpaBleHHsA — B JJOKYMeHTe cojiepXarcs U oOpaboTaHHble, U
HeobpaboTaHHble ucnpaBieHUs. HeoOpaboTaHHble HCHpPaBIeHUs] MapKUPYIOTCS

I[BETOM U OTOOPAXKAIOTCS Ha MaHes M pelleH3upoBaHust (cM. PucyHok 345).

+ > b C IE ~ é ]j ':::' ~ ‘:::‘ - l;:| KO Thames |v 14 |w| AT A+ TT
JoBaenT @ v a9 C Q ? v @ @ i ¥ K Y - AL £

Ik 4 -
WM3bpanHoe Davn MNpaeka PeueH3npoBatne

AB3ay CTiamn BeraBka
' Buigenute ucnpaenequs

MokazaTe JOKYMEHT € UCNPABNEHHAMM

MokasaTe NCXOAHBIA ACKYMEHT

— _ oo I @ No6Gasneno " noboi caomHocTH"
«MoROdguc TekcT» — yOOOHBIA pelakTop Anf paboTel C TeKCTOBBIMH JOKYMeHTaMH

H00H CIIOMHOCTH.

Pucynok 345 — Pexxum BeimenuTh ucnpasiieHUsI
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— Iloka3aThp [OKyMeHT C HCHpPaBJIeHHSMH — B JOKyMeHTe CO/lepXarcsi |
obpaboranHble, 1 HeoOpaboTaHHbIe McrpaBiieHus. HeobpaboTaHHble ucpaBieHUs

He MapKHUpyoTcs 1iBeToM. [laHenb perieH3rpoBaHus ckpbiTa (cM. PrucyHok 346).

. B~ DRy &0 @« @~ & Aa r
JoBaenTs g]v S - Q ?v MI:}"

W3GpaHHoe $ann Mpaeka PeueH3npoBaHue aBKa
Bmaennte ncnpasneHnn

~  TlokazaTe ACKYMEHT C NCNPABNEHNAMK

MokazaTe MCXOAHBIR AOKYMEHT

«MoiOguc Tekcr» — yO0OHBIA pedaKToOp ANA pPaboThl C TEKCTOBBIMH JOKYMEHTaMH
TOO0H CIIOXHOCTH.

PucyHnok 346 — Pexxum Iloka3aTh JOKYMEHT C HCIIPaBJIeHUSIMU

— Iloka3aTh HCXOAHBIN JOKYMEHT — B JIOKyMeHTe COiepXXaTcsl TOJIbKO 00paboTaHHbIe
ucnpasineHus. [laHens perieH3upoBaHMsl CKpbITa. PenmakThpoBaHue [JOKyMeHTa B

JAHHOM pexxrMe HeJloCcTyTHO (cM. Prucynok 347).

+ B v 0By & I @ ®~ H Aa IT ()
[NoBaeuTs = v D & Y~ © @/ ‘

s

W3GpanHoe Dain Mpaska PeueHsnpoBalue ABKA
Boigeants wcnpasnedun

MNokazate ACKYMEHT C NCNPABNEHNAMMK

~  [lokazaTb MCKOAHBIA AOKYMEHT

«MoiO¢uc TekcT» — yOOOHLI pedakTop g paboThl C TEKCTOBLIMH J0KYMEHTaMH.

Pucynok 347 — Pexxum Ioka3aTh HCXOMHBINH JOKYMEHT
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4.14.2 KomMeHnTapun

Ecm pabory Han [OKyMEHTOM OJHOBpEMEHHO WM II009epeflHO BeIyT HeCKOJIbKO
TI0JIb30BarTesield, TO CBOM MJIed Y 3aMedaHtsl K TeKCTy OHW MOTI'yT U3Jlarathb B Brjie KoMMeHTapreB. Kpome
TOrO, TOJIb30BATENIM MOTYT OTBeYaTh HA KOMMEHTApWUH JpPYT Apyra, obpasysl TakuM o0pa3oM Iiejible
Ueno4Ku 0bCY>KIEeHHI 10 OITpe/ie/IeHHbIM ¢pparMeHTaM TeKCTa WM BorpocaM (cM. PucyHok 348).

B HacTosiiee BpeMs AeMCTBYIOT CllelyIOIIie OrpaHUYeHu s :

— KommenTapum u nenoyku 06Cy>XJIeHHUM He BHIBOASITCS Ha TIe4aTh.

— OrcyTcTBYIOT yBefjoMyieHUs1 06 M3MeHeHUH KOMMEeHTapHs WM OTBeTa.

— llenouka o6cCyXleHHs MOXeT pa3opBaTbCsd W OTOOPaKaTbCS B BUJIE OT/IEIbHBIX
KOMMEHTapueB, ecyid JIOKYMeHT ObLJT OTKPBIT M COXpaHeH: B CTOPOHHEM TeKCTOBOM
penaktope (3a uckimodenueM LibreOffice Writer), B Be6- wi MOOMIIBHOM TIPUJIOXKEHUH
«MonOduc Tekct», B HacTonbHOM pefiakTope «MoiOduc Texkct» mnaaiie Bepcuu 2.7.

— KommenTapuu B kosioHTUTYHaX (CM. pasnen 4.12.2) coxpaHsoTcs TONbKO B ¢daiiax B
dopmate ODT u XODT. [Ipu coxpanenuu nokymenta B popmate DOCX koMMeHTapuu
B KOJIOHTUTYJIaX aBTOMAaTUYeCKY yIastoTCS.

— 1lpu 3aKkpbITMM JOKyMeHTa He COXPAHSIOTCS KOMMEHTAapuHM K TaOyuilaM, JIjis KOTOPBIX

HaCTpoeHo oOTekaHHe TeKCToM (cM. pasnen 4.4.11.2).

KOMMeHTapI/II/I H IIeIl04YKH1 O6CY>KI[€HPII>1 OTO6pa>KaIOTCH Ha IMaHeJIn pelleH3rPOBAHHA.

e @ Anexcangp CvupHos
K TeKCTY MOXHO J00aBIATE KOMMEHTapHH. Cerognn, 13:34
KommenTapwi,

Enena Crmprosa
Cerognn, 13:44

[MepBELIf OTBET HA KOMMEHTaPMIA.

@ Wean Metpos

Cerognn, 14:25

Bropoli oTEET Ha KOMMEHTAPWIA.

Pucynok 348 — KommenTapuii ¥ 0TBeT Ha KOMMEHTapHii
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4.14.2.1 Pexxum oTOOpaXKeHMsI KOMMEHTapHeB

Ilo YMOJIYaHHUIKO KOMMEHTdpUH OTOGpEl)I(aIOTCS{ B JOKyMeEHTe. H3menenue pexxumMa
OTO6pEDK€HI/I$I KOMMEHTAdpHeB BbIIIOJIHAETCA dHAJIOTUYHO HKW3MEHEeHUIO peXuMda OTO6pa)KEHI/I$I

vcrnpaeiieHud (cM. pasgen 4.14.1.5).

4.14.2.2 TobaBUTH KOMMEHTapHil

YT1o6bI 106aBUTH KOMMEHTapUM, BLITIIOJIHUTE CllelyIoIIye JeHCTBUS:

1. YcranoBuTe Kypcop B TOM MecTe TeKCTa, B KOTOpoM TpeOyeTrcsi 100aBUTH
KOMMeHTap1M, WIX BbIJIeJINTe TeKCT, KOTOPBIA HY>KHO KOMMEHTHUPOBATbh.

2. Tlepeinute B pexxuM pabOThI C KOMMEHTapUsIMU OJHUM U3 CIIeIYIOLIUX CII0COOO0B:

— Bribepure myHKT koMaH/IHOTO MeHIO BeraBka > Kommenrapwii (cM. PrucyHok 349).

Beraeka @opmar  Wecrpymentm  Bug O

Wzobpaxerue...
TekcToeoe none
) Durypa r
BEH TabBawua...
() Mopwmyna...
CreupansHee CUMECAEL..,
*= Pazpele cTpaHuLbl Ctrl+Enter
'= Pazpeie pasgena
#  Homepa ctpanuy, 3
H KoaoHTuTyab *
=: OrnaeneHue
¢ Comaka. Ctrl+K
=l [lepekpecTHan ccoka...
3aknagka...
AE  CHocka »

[ EKommenTapwid

Pucynok 349 — KomangHoe mento BeraBka

— Ha nanemu uncTpyMeHTOB, B paszerie BcTaBka HaXkmMyTe KHOIIKY E\ (KommenTapwmii)

(cM. Pucynok 350).
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AabBoB1 AaBoBsl ... L

3aro.oK 2 3aro.oK 3 L

- B4 @v

BcTaska

Pucynok 350 — Knonka KommenTapuii

=

— Ha nmanemu nHcTpyMeHTOB, B paszernie BetaBka HaxmuTe KHOMKY === (cM. PucyHok 351).

Ha 0T06pa3MBIIIeiiCs TaHeH BCTABKU HaXMUTe KHONKY [—| KoMMenTapwii.

AaboB AaBoB1 AaB6Bsl ...

3aro.ok 1 3aro...ok 2 3aro...ok 3

r @B @ HOE

aC

ar

U &

)

B> B (@) B

Wzobpaxerue..

TekcToeoe noae

Durypa

Tabawua...

Dopmyaa..,

l|:I'IE‘LI,I-1-E.'1I:HI:nlE' CHMBEOAB...

Pazpeie cTpaHuusl
Paspwie pasaena
Homepa cTpadil..,
KanoHTuTy A0

OrnaeneHue

CoblKa..,
MepekpecTHan CorKA..,
3aknagka..

CHocka

KonmmeHTapui I}

Pucynoxk 351 — IlaHenb BcTaBKkU

— IllenxHuTe NpaBOM KHONKOW MBIIIM II0O TEKCTy WM BbIIEJIeHHOMY (parMeHTy

" BBIIIOJTHUTE KOMdHAY KOHTEKCTHOT'O MEHIO HOﬁaBI/lTB KOMMEHTapHﬁ.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MWy, 2013-2025

330



MonOdonc

3. Baenure TpebyeMbli TEKCT B 1ojie KOMMeHTapus (cM. PucyHok 352).
4. Ecmu Tpebyercs OTMEHWTb BBOJ| KOMMeHTapus, Haxkmure KiaBuiry Esc. Ecmm
TpebyeTcst COXpaHUTh KOMMEHTApHi, BHITIOJTHUTE OIHO U3 CJIeYIOIIUX JTeUCTBUM:
— B nosne kommeHnTapus HaxkmuTe KHONIKY COXpaHHUTB.
— lenxkHuTe MBIIIbIO B JII0OOM MecTe TIOKyMeHTa.
— Haxwmure coueranue knaBum Ctrl+Enter (Windows, Linux) wim $#Cmd+Enter

(macO5).

- | @ Anewcangp Cvnp...
K TeKCTY MOKHO N00aBIATL KOMMEHTapHH.

CoxpaHnTe

Pucynok 352 — Jlob6aBiieHrie KOMMeHTapuUsl

HYCTbIe KOMMEHTAdpHH dBTOMATUYECKHU YIAJIAOTCH.

,HJ'II/IHHbIe KOMMEHTapHrH 0T06pa>1<a10Tc;[ Ha IIdHeJIM pelleH3NMPOBAHHWA B COKpPdIlleHHOM BHJIE.

YT006BI IMIPpOCMOTpPETHb MOJIHBIM TEeKCT KOMMEHTapHs, BblJJeJINTe ero mejI4YKOM MBIIIH.

4.14.2.3 OTBeTUTH HAa KOMMEHTapUH

OTBeThl K KOMMEHTapHUI0 OTOOPaXKAIOTCSI B XPOHOJIOTMYECKOM Topsiike. OTBETUTbh MOXKHO
TOJIbKO Ha KOMMeHTapuH, JobaBjieHne OTBeTa K OTBeTy He JIOITyCKaeTCsl.
YT0oO6BI OTBETUTH HA KOMMEHTApUH, BBIIIOJIHUTE CJIe/IyIolye 1eHCTBUS:
1. Boibepute koMMeHTapHii [IJIs1 OTBETa OJJHUM U3 CJIeYIOIIUX CII0COOOB:
— IllenKHUTE MBIIIBIO I0 KOMMEHTAPHIO WM 110 JII0O0OMY OTBETY K HEMY.
— IlepelimuTe kK KOMMEHTapUIO C IOMOIIbIO KHOIIOK @ (Cnenyromee ucrpaBiieHHe
WIH KOMMEHTapui) U ® (IIpeppigyiee HcIpaBjieHHe HIH KOMMEHTAapHH),
pacrojioKeHHbIX Ha I[IaHeld WHCTPYMeHTOB, B pasferne PerensupoBaHue
(cm. PucyHnok 353).
— FEcnmum xypcop ycraHoBJIeH Ha IIaHeJIM pelleH3MPOBaHMUsl, TlepeliuTe K KOMMeHTapHIo

C IIOMOIIbIO KJIaBUII KJIIABUATYPHI l, u T
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Bvg OBwwi goctyn  Hagctpelikn  Cnpaeka

é D '.-:_" ~ '..:_" v |:TI X0 Thames |w 14 v
Q ? W @ @ LR * Ir"< H LR i
PeueH3anposaHne WpndgT

Pucynok 353 — KHonku niepemeliieHust MeXxly KOMMeHTapUsIMU

2. B mone oTBeTa Ha KOMMeHTapUii BBeIUTe TpeOyeMblii TeKcT (cM. PrucyHok 354).
3. Ecimu TpebyeTcsi oTMEHWTb BBOJ| OTBeTa, HaxkmuTe KiaBuiry Esc. Eciu Tpebyercs
COXPAHUTDH OTBET, BBHITIOJIHUTE OHO U3 CIIeyIOIIUX IeHCTBUM:
— B nosne otBera HakmuTe KHOIIKY COXpaHHUTh.
— lenxHuTe MBIIIBIO B JII0OOM MecTe IOKyMeHTa.
— Haxwmure coueranue knaBum Ctrl+Enter (Windows, Linux) win #Cmd+Enter

(macO5).

|

@. Wean Metpos s
K TEKCTY MOXHO ﬂDﬁﬂBﬂHTh'KDMMEHTapHH. Cerogna, 15:21

KommeHTapwid.

CoxpaHnTe

Pucynok 354 — [losie oTBeTa Ha KOMMeHTapUi

Ecnu npu coBMecTHOU paboTe Hajl IOKyMeHTOM (CM. paszient 4.15) Ipyroi mosb30BaTeNb
yAaseT KOMMEHTapui, K KOTOpoMy Jo00aBjisieTcsi OTBeT, WIM yJajsieT TeKCT, K KOTOpOMY
OTHOCHTCSI KOMMEHTapHii, BCSl IlelloYKa yJaiseTcss U Ha 3KpaHe OToOpaXkaeTcsl BCIIbIBAIOLIee
coobenre «KommeHnTapuii Wiy gparMeHT TeKcTa yAajaeH».

[TycTble OTBeTHI yIaJSIOTCS aBTOMAaTHYEeCKH.

JIIMHHBIe KOMMEHTapMM W OTBeThbl OTOOpaXkaloTCsl Ha I[IaHelIW pelleH3UpOBaHUS B
cokpaiieHHOM Buzie (cM. PucyHok 355). UToObl 0TOOpa3UTh MOJIHBIM TEKCT KOMMEHTapusi U BCeX
OTBETOB K HEMY, I[eJIKHUTe 10 KOMMEeHTAapHIO WU T10 JIF0O0OMY M3 OTBETOB.

Ecnu B nerouke conep>xutcst 60Jbllle ByX OTBETOB, TO OHa aBTOMaTU4eCKU CBOpauYrlBaeTCsl
¥ Ha TaHeJM pelleH3UpOBaHUSl OTOOpaXKaeTcsl TOJIBKO IepBbIi U MocieqHU oTBeT. UTOOHBI

Pa3BEepHYTH LEIIOYKY, HAXKMUTE Ha pa3ie/inTelIb ITokazartnp €e1re n OoTBeToB.
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Ecm paboTy Han OOKyMeHTOM OJHOBPeMeHHO WM TMoo4YepefHO BeOyT

HeCKONBKO HD}IBBDBEIT[-Z;{I_E_[EI, TO CB[_)_[/I_ HoerM M _3_E£.\'IE"[EIHHH__P£ TEKCTY _E)_H[/I @ e e ey

MOTYT H3/1araTek B BHAe KOMMEHTapHeR. Cerogna, 15:28

B HacToAlee BpemMA AelCTEYHOT cnegytoLyne
OrpaHUUYeHKA:

- KommeHTapui 1 uenodkw obcyxaeHWiA
He BLIBOAATCA Ha MeJath.

— OTCyTCTEYHOT YEELOMAEHWA 06
W3MEHEHWW KOMMEHTapUA UKW OTEETA.

- Uenouka obcyxaeHua Mm...

|".::|<a_=a-b eule 2 oTeeTa

@ HWean MNetpos

Cerogna, 15:34

OTeeThl K KOMMEHTE DD CrTOﬁpE)KEH)TCH B
HPOHONOTMYeCKoM NopAgKe, OTteeTuTh
MOMXHO TONBKD Ha KOMMEHTEPHF’L
AobaeneHe OTBETA K OTBETY He
AonycKaeTcA.

Pucynoxk 355 — Llenouka

Ecmm IIpHY pa3BOPAYHUBAHHWH IEIN04YKd CTAHOBUTCA JJIMHHEE BbICOThI CTPAHUIIBI, TO HA IIdHEJIN

pelleH3UpOBaHus [IJIs Tlepexojia K Haualy ¥ KOHITY IeMIOYKHA 0TOOpaXKaroTCsl KHOTIKU U

YTOOBI CBEPHYTH 11€110YKY, BBIMOTHUTE OJTHO U3 CJIeIYIONINUX JeUCTBUN:

— IllenkuuTe 10 TI06O0MY MECTY JJOKyMeHTa 3a MpejielaMU eroYKHU.

— IlenxHuTe M0 APyroMy KOMMEHTAPHIO WUJIH IIelI0UKe.

— IlepelimuTe k [ApyroMy KOMMEHTApUIO W/IM I[e[I0YKe C TIOMOIbI0 KHOIOK
@ (Cnenmylomee wucmpaBjieHHe WIH KOMMEHTapHui) U ® (IIpenbimyuree
HCIpaBJIeHHe WJINM KOMMEHTApPHUi), pacroJIOKeHHBIX Ha MaHeld WHCTPYMEHTOB, B
pasgene PenensupoBanue (cM. PrucyHok 353).

— lleperimure K IpyroMy KOMMEHTapHIO WJIM Iell0YKe C IMOMOIIbIO KJIaBUIIl KJIABUATYPbl

luaft.

4.14.2.4 IlepemerieHue Me;kTy KOMMEHTapHUSAMH H IleTI0YKaMH

Jlst 6bicTpOro TIepeMeliieHUs] MeXXTy KOMMEHTapUsSIMU U 1ell0YKaMU UCIOJIb3yWTe KHOMKHU
o ol fey
(2} (Cnenyromiee ucnpaBieHue win komMmeHTapuii) U '~/ (IIpenbigyiiee ucmpaBiieHHe WIH
KOMMEHTAPUii), KOTOpble pacrojioXKeHbl Ha MaHeI UHCTPYMEHTOB, B pa3zesie PerenzupoBaHue

(cm. Pucynok 353).
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4.14.2.5 PenakTHpOBaTh KOMMEHTAPHUH HJIH OTBET

YT0o6BI pefaKTHPOBAaTh KOMMEHTAPUI WJTM OTBET, BBIIOIHUTE CJIeyIOIue 1eCTBUS:
1. Boigenute koMMeHTapUii WIK OTBET OJIHUM U3 CJIeJIyIOIIUX CIIOCOOOB:
— HaBenute Kypcop MBIIM Ha IOJie KOMMEHTapHUs WIM OTBeTa. B mpaBomM BepxHeM

yrity HaxkmuTe KHOIKY # (PemakTHpoBaTth) (cM. PucyHok 356).

- | @ Anexcanap Cvnpros
K TeKCTY MOXKHO J00aBNATE KOMMEHTapHH. Ceropun, 16:24

C?'\

KommeHTapwid.

Pucynok 356 — Knonka PerakTupoBarhb

— BroienuTe none koMMeHTapust UK OTBeTa ABOWHBIM I[ETYKOM MBIIIH.

2. VI3MeHMTe TeKCT KOMMeHTapus WX OTBeTa.

3. Ecnu Tpebyercsi OTMeHUTh BBOJ M3MeHeHUN, HakmuTe kiaBuily Esc. Eciu Tpebyercs
COXPAHUTDb M3MeHeHHs], BBIIIOJIHUTE OJTHO U3 CIIeAYIOLIUX JIeHCTBUM:
— B none xommenTapus uinu otBeTa HaxkmuTe kHOIIKy CoxpauuTsb (cM. PrucyHok 357).
— IllenKkHUTE MBIIIBIO B JIFOOOM MecTe JIOKyMeHTa.
— Haxwmure coderanme wiaBum Ctrl+Enter (Windows, Linux) nwmm $#Cmd+Enter

(macO5).

| @ Anexcangp Camp...

K TEKCTY MOXKHO JIDGBB}IHTB'KD.\'L\'IE'HTB[JHH.

OTpeaakTVpOoBaHHLIR

KOMMEHTAPKI
CoxpaHuTb

Pucynoxk 357 — Ilone kommMeHTapus

Eciu npu coBMecTHOU paboTe Hajl IOKyMeHTOM (CM. paszen 4.15) mpyroi mosb30BaTelb
yIoajgeT KOMMeHTapHi, OTBeT K KOTOPOMY pelakTUPYeTCs, WIM yOalsdeT TeKCT, K KOTOPOMY
OTHOCHUTCSI KOMMEHTapHii, BCs Ilell0uka yIajiseTcs W Ha 3KpaHe OTOOpaXkaeTcsl BCIUIBIBAIOIIEe

coobrenre « KommeHnTapuit Wiy gparMeHT TeKcTa yaajaeH».
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HYCTbIe KOMMEHTAapHX U OTBETHI YAAJIAOTCA aBTOMATHYeCKH.

4.14.2.6 KonmpoBaTh, BbIpe3aTh H BCTABUTh KOMMEHTAPHI WIH HEI0YKY

KomMmeHnTapuy 1 11eoYkyd MOXKHO BbIpe3aTh, KOMMPOBATh M BCTABISTH B IIpefiesiax OAHOIO
JIOKyMeHTa WM Mexy AokymeHTamu «MorOduc Tekc.

Y10o6Bl BhIpE3aTh WM KONMMPOBaTh KOMMEHTApWUW WIH 1IeNOYKY, I[eJIMKOM BbIIeJIUTe TeKCT
WM O0BEeKT, K KOTOPOMY OHM OTHOCSTCS. [Ipy Bblpe3aHMM WIM KONHWPOBAaHUM YaCTU TEKCTa
KOMMEHTapWH U Iel0YKY He BbIPe3aloTCsl U He KOMUPYIOTCS.

KonupoBanue, Bblpe3aHre U BCTaBKa OTKOMMEHTHPOBAHHOIO TeKCTa WIM 0OBbeKTa

BBITIOJTHSIIOTCSL CTAaH/IAPTHBIMU criocobamu (cM. paszen 4.11.2).

4.14.2.7 Ypanuth KOMMeHTapHui UIH 0TBeT

KomMmeHTapuii yaassercst BMecTe C OTBeTaMH K HeMy .
YToObl OBICTPO yHAMWUTh KOMMEHTAapWi, HaBeIUTe Ha Hero KypCOp MBIIIK W B IPaBOM

BepXHeM YTy KOMMeHTapus HaxxmuTe KHOIIKY @ (YaamuTs) (cM. PucyHok 358).

gy Anexcangp Cvmpros |
K TekcTy MOXHO O00aBIATE KOMMEHTapHH. Ceropua, 16:24 {b
KommeHTapwid,

Pucynok 358 — Knonka Y panurs

Takoke 11 yaneHus: KOMMEHTapHs MOXKHO BBITIOTHUTD CJIeTyolye 1eUCTBUS:
1. Boibepute koMMeHTapHil OJJHUM U3 CIIeqYIONIUX CIIOCOOOB:

— lenxHUTE MBIIIHIO IO KOMMEHTAPHIO WU T10 JIF0OOMY OTBETY K HEMY.

— IlepelimuTe kK KOMMEHTapUIO C TTOMOIIbIO KHOIIOK O (Cnenyromee ucrpaBiieHHe
WM KOMMEHTapHii) U '33' (IIpenbimymiee ucHmpaBiieHHe HJIHM KOMMEHTapHIi),
pacroyioKeHHbIX Ha T[aHeldM WHCTPYMEeHTOB, B pasfene PernensupoBaHue
(cm. Pucynok 359).

— Ecnu xypcop ycTaHOBIIeH Ha MaHeNld pelleH3WpPOBaHUsl, IeperdiuTe K KOMMEeHTapUio

C IIOMOIIbIO KJIaBUII KJIIABUATYPHI l, u T
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Bvg OBwwi goctyn  Hagctpelikn  Cnpaeka

é D 'i::' v 'i::' b L:Tl KO Thames |v 14 | w
Q ? W @ @ LR * K H LR i
PeueH3anposaHne WpndgT

Pucynok 359 — Knonku nepemeliieHust MeXxly KOMMeHTapUsSIMU

2. Ynanute KOMMeHTapyi OJTHUM U3 CJIeYIOIIUX CIIOCODOB:

— Ha mnaHenu wuHCTpyMeHTOB, B pa3sfeiie PeleH3npoBaHue HaXXMHTE KHOIIKY

ﬁ (Yaanurs komMeHnTapuii) (cM. Pucynok 360).

— Ha nmanenu uHCTpyMeHTOB, B paszieiie PeleH3nmpoBaHHe HaXXMHTe Ha CTPeJIKY
CIlpaBa OT KHOIIKU ﬁ (Yoanute kKoMMeHTapuii) U BblOepUTe IyHKT YAaJIHUTh
KOMMEHTapHH.

— B mpaBoM BepxHeM YTy KOMMeHTapHs HaXXMUTe KHOTIKY B (Y xanuTs).

r‘ — I/'\I I/-\, ( hd o | — —|
E:' =5 D oy b |g|% s 24 | |v |/—|

(j —

[ b4 —>

o ? @ C ¥ aanUTL KOMMEHTAPWA
Mpaska PeueH3InpoBaHue
YAaTh BCE KOMMEHTAPUK
- I Anexcanap Cvmnphos Faan |
K TEKCTY MOXKHO N00aBIATh KOMMEHTapHH. Ceropns, 15:11
KommeHTapuii.

CoxpaHuTe

Pucynok 360 — ¥V nanenue koMMeHTapust

HJ’[H YAaleHrusa KOMMEHTAdpUd MOXHO TdKXe HEPEﬁTH B PeXUM ero peldKTUPOBdHUS TdK, KdK
JTO OIIMCAHO B pas3faeiie 41425, MIOJIHOCTBIO YyAAJIUTh TEKCT KOMMEHTAdPUSd W HaKdTb KHOIIKY

Coxpanurs (cM. PucyHok 361) mnu menkHyTh 110 JiFoO0MYy MeCTy JIOKYMEeHTa.

- | @ Anexcangp Cvmp...
K TeKcTy MO3KHO ZI003B/ISTE KOMMEeHTapHH. Cerogns, 16:24

CoxpaHWTe

Pucynok 361 — Y nanenue koMmMeHTapust
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Yro6bl yIamUTh BCE KOMMEHTAPHUU B JIOKyMeHTe, BBITIOJTHUTE CJIeYIOIIHe IeHCTBHS:
1. Ha maHenu MHCTPYMEHTOB, B pa3fiesie PerieH3upoBaHHe HAXXMUTE Ha CTPEJIKY CIIpaBa OT
KHOITIKU ﬁ (Ynanuts kommenTapuii) (cMm. Pucynok 360).

2. B BbImagaroiem Crvcke BbIOepuTe TyHKT Y JAJIHTh BCe KOMMEHTapHH.

YTOoOBI yIaIUTh OTBET, BBHITIOJIHUTE CIIeAYIOIIHe IeCTBUS:
1. HaBenure Ha OTBeT KypcOp MBIIIM WIA BbibepuTe IIENIOYKY C OTBETOM OIHUM W3
CJIeIyIOIINX CIIOCOOOB:
— IllenkHUTE MBIIIBIO TIO JTIOOOMY MECTY IeITOYKH.
— IlepedimuTe k 1ENOYKe C MOMOIIBIO kHOTOK (=) (Cnenyiomee ucnpaBiieHHe HIH
KOMMEHTapuil) u ® (IIpenbigyiee wucHIpaB/IeHHe WIHM KOMMEHTapHiA),
pacrojioKeHHbIX Ha I[aHeldM WHCTPYMEeHTOB, B pasneiie PerensupoBaHue

(cm. Pucynok 362).

Bug OBwwi goctyn  Hagctpolbikn  Cnpaeka

é D 'i::' A 'i::' L = KO Thames | v 14 | w
Q ? W @ @ soo * K H wEE i
PeueH3anpoBaHue WpndT

PucyHnok 362 — KHonku niepemertieHus: MeXXay KOMMeHTapUsIMU

— FEcnu xypcop ycraHOB/IeH Ha IaHeNld pelleH3UpOBaHMs, NepeiiuTe K I[elIoYKe C
IIOMOIIBIO KJIABUII KJIaBUATYyphl | U 1.
2. B mnpaBoM BepxHeM yriy TpeOyeMOoro oOTBeTa HaXMuTe KHOINKY B (YaamauTs)

(cm. PucyHnok 363).

W R R m e e @ Anexcangp CmupHos s B
K TeKCTY MOXHO N00aBIATh [(DMMEHTHPHH{ Ceropnsa, 16:24
KommeHTapwi.
Enena Crmprosa F 4

@IP

Ceroana, 17:16
OTBeT Ha KOMMEHTaPWRA,

Pucynok 363 — Y nanenue otBera
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4.14.3 PunbTpanus KCHpaBJIeHHH 1 KOMMEHTapHeB

Hcnonb3ys ¢unbTpaiuio, B JOKyMeHTe C OOJbIIMM KOJMYeCTBOM WCIPaBIeHUA U
KOMMEHTapUeB OT Pa3IMYHbIX PeIleH3eHTOB MOXKHO HaCTPOUTh OTOOPaXKeHHe:
— TIpaBOK (MCIIpaBJIeHUN W/WJTM KOMMEHTapHeB) OT BRIOPAHHBIX PEIleH3eHTOB;

— MPaBOK I10 TUILY:

— HWCIpaBJieHus: 1o0aBjIeHue, yaajieHne u/wim GpopMaTHpOBaHKe TaHHBIX;

— KOMMEeHTapHH.

4.14.3.1 ®unbTpoBaTh HCIIPABIeHHS U KOMMEHTapHH

YTOOBI OTKPBHITh OKHO GUIBTPAIIMM UCIPABJIEHUA WU KOMMEHTAapUeB, BBIIIOJIHUTE OJHO W3
CJIeIVIOIIUX JeUCTBUIMA:
— Boibepute nyHKT koMaHAHOTO MeHI0 MHCTpyMeHTHI > OTobOpaxeHue HCIIPaBIeHUH U

KOMMeHTapueB > PuiabTpanus HcnpaBIeHHH 1 KoMMeHTapueB (cM. PucyHok 364).

WHectpymente Bug  O6wwil goctyn  Hagctpoikw  Cnpaeka

Orobpamedne MCNPaBNeEHA W KoOMMEHTapMEE P |~ OrcnemWBaTs MCNpaEneH A

Mpaeonucanne r
® BoigenTs MCNPaBReEHnA

HacTpaveaemuii choeaps
MokasaTe AOKYMEHT C MCNPABAEHMAMM

|13MEHWTE A3BIK... MokazaTe MCXOAHBIA BOKYMEHT

PegakTop MakpokomaHs B DWABTPALMA MCNPEENEHWH N KOMMEHTAPWEE

CpaeHnTL €. (BeTa) [

Pucynok 364 — [lyHkT koMaHHOTO MeHI0 PHIbTpPaIUA HCIPaBIeHHII H KOMMeHTapHeB

— Ha mnanemm HWHCTPYMEHTOB, B pa3aeje PEIIEHBI/IPOBEIHI/IE Ha’XMHUTe KHOIIKY

g (PunbpTpanusa ucnpasieHui 1 KOMMeHTapHeB) (cM. PucyHok 365).

0 B~ & I @ v @« 5 KO Thames v | 14

S C Q Y ® o "X K Y -
L

QUALTRALMA MCNPEBAEHUE W KOMMEHTAPWEE

MNpaeka

O UCTUTE $WALTR

Pucynok 365 — Pa3nen nanenu nacrpymenToB PenrensupoBanue
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— Ha nanenu uHcTpyMeHTOB, B paszieiie Perjen3upoBanue HaXKMUTe Ha CTPeJIKY CIpaBa OT
KHOIKHA |/ (PunbTpanusa UCIpaBIeHUH 1 KOMMEHTAapHeB) U B BbINQ/IAIOIIEM CIIHCKe

BbIOepUTe MyHKT PWILTPAIUA HCIIPaBJIeHHI H KoMMeHTapueB (cM. PucyHok 365).

[Ipu pabore B obmake (cM. pazmen 4.15) B okHe PuibTpanusi HCIPABICHHHA H
KOMMEHTAapHeB [IMHAMHUYeCKM He OOHOBJISIOTCS JlaHHble 00 W3MEeHeHWH COCTaBa

pPeneH3eHTOB U KOJINYeCTBd HCHpaBHeHHIZ/ KOMMEHTApHUeEB.

YroObl BEIOpPAaTh OHOTO MIIM HECKOJIbKUX PelleH3eHTOB, KOMMeHTapyuX W/WJIU WCIpaBJIeHus
KOTOpPBIX ClleflyeT 0TOOpaXkaTb B IOKyMeHTe:

1. B oxHe ®PunbTpanusa HCIpaBlIeHHNl U KoOMMeHTapHeB (cM. PucyHok 366) cHumuTe
¢dnaxxox BeiopaTs Bcex.

2. OtmertbTe prakkaMu TpeOyeMbIX pelleH3eHTOB.

3. Ecmu cnmcok copepXuT 60sbllioe KOJIMYeCTBO pelleH3eHTOB, HCIOJIb3YHTe CTPOKY
IIOUCKa:
— Besure B CTPOKY ITOMCKA YaCTh UMEeHHU WIH IIOJIHOe UMs TpeOyeMOoro peljeH3eHTa.
— B pesynbraTax noucka orMerbTe (GJIakKOM 3TOTO pelleH3eHTa.

— Ilpu Heo6xomWMOCTH MOBTOPUTE IEHCTBUS, YTOObI HAWTH U OTMETUTb APYTHUX

peleH3eHTOoB.
DUNETPALMA NCNPABAEHWHA M KOMMEHTAPWER *
‘ |_ 1CK M EHK
Bribpate BCex KonmmeHTapum 1
WMenpaeneHia 5
AnekcaHap CMUpHOB 5
AobasneHo 2
EneHa CrwpHoBa 1
YaaneHo 1
OThopmaTipoBaHo 2
() Bcero wcnpaeneHuii v komMmenTapuee: 6 “ OTmeHa

Pucynok 366 — OkHo ®PunbTpanus UCIpaBjieHH H KOMMeHTapueB
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[To ymomyanuio B JOKyMeHTe OYIOyT OTOOpaXKaTbCsi BCe KOMMEHTApHMU U HWCIPaBJIeHUs
BbIODAHHBIX PEIeH3eHTOB, TaK Kak B OkHe PuabTpamus HCIpPaBJIeHHH M KOMMEHTapHeB
YCTaHOBJIEHbI Cliefiytolre BIIaxKu:

— KomMeHnTapuu — 0To6paXkaTh BCe KOMMEHTAapUH BbIOPAHHBIX PelleH3eHTOB.

— HcnpaBnenus — oToOpaxarhb CjielyIoliye UCIIpaBieH!s BHIOPaHHBIX PelleH3eHTOB:

— JlobaBiieHo — oToOpaXkaTh AaHHbIE, J0OaBIeHHbIEe B TEKCT IOKYMEHTa;
— YnaneHo — otroOpaXkaTh JJaHHbIE, YlaJleHHble U3 TeKCTa JOKYMeHTa;
— OtdopmaTupoBano - orobpaxaTb J[JaHHble, JUIsi KOTOPBIX H3MEHWJIOCH

dopMaTtupoBaHue.

[Tpu Heob6xomUMOCTU CHUMHUTE GIIAKKU 711 KOMMEHTapueB W/WIM UCIIpaBJIeHuH, KOTOphIe
He TpebyeTcsi 0ToOpaXkaTh B JIOKyMeHTe, U Haxkmute kHONKy OK.

B pnokymenTte orobpasurcsi GaHHep c coobmieHuem: «McripaBieHus ¥ KOMMeHTapyu
orunbTpoBanbl. YcnipaBnenus: n u3 N. Kommenrapuu: m uz M» (cM. Pucynok 367), roe: n u m —
KOJIM4eCTBO KOMMeHTapHeB U UCIPaBieHuH, 0ToOpaXkaeMbIX B JJOKyMeHTe Ha JaHHbIA MOMeHT, a N
u M — ofiiee KOIMYeCTBO KOMMEHTapyeB M WCIIpaBlleHWH B JIoKyMeHTe. UToObl CKpbITh OGaHHep,

Ha)XMHUTe B HeM KHOIIKY 3aKPBbITh.

@aiin  Mpaeka Bcraeka @opmat  MHctpymenTer  Bug  OGwwid goctyn  Hapgctpoiikn  Cnpaeka

= ! T e ) = A T )
+ v (DB~ & U @y @y By Aa It (+)
HoBasuTs % v <_) [ Q ? A @ @
HM3bpaHHoe ©ain Mpaska PeueH3IMpoBaHne LW padT Ab3au CTram BeTasha L
© Wenpaenerun v koMMeHTapHKW oTdUAETpoBaHL. WenpaeneHua: 3 us 5. KommerTapan: 1us 1 3aKpbITh
~

Pucynoxk 367 — bannep

Korna B jokymenTe HacTpoeHa ¢uibTpalysi KOMMeHTapHeB U UCIIpaBJIeHU:

— koMmaHzabl IlpunHare Bce wucnpaBieHuss ¥ OTKJIOHMTHL BCe HCIpaBIeHUSA
(cM. paspmen 4.14.1.4) npuMeHSIOTCS TOJIBKO K BUAWMBIM TOCie GUIbTPAIldA
WICTIPaBJIeHUsIM;

— KOMaH/a Y[IaJIHUTh BCe KOMMeHTapuH (CM. pasfen 4.14.2.7) mpuMeHsIeTCs TONBbKO K

BUJIMMBIM I10CJIe PUIbTPALIUA KOMMEHTAapUSIM.
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4.14.3.2 CoueTaHus KJjIaBHUUI JJis1 pa00THI B 0KHe QUIbTPAIUU

B Tabmune 16 mpeacraBieHbl COYeTaHUs KJIAaBUIIL, KOTOpPble MOXKHO HCIIOIb30BaTh JIJIs
OBICTPOrO TlepeMellleHUs] MeXJy HWHCTpyMeHTaMu OkHa PuabTpanusi HCOPaBIeHUH H

KOMMEHTapHeB.

Tao0smua 16 — Coueranua KiaBHuIln

CoueTaHue KJIaBHII
Onucanue
Windows, Linux macOS
Tab [lepeiiTul K criefyroIieMy UHCTPYMEHTY OKHa
Shift+Tab [lepetiTi K IpeABIAYIIEMY UHCTPYMEHTY OKHA
Lut [lepeiiTu k cremyroIeMy/IPebIYIIEMY ITYHKTY CITHCKA
pelleH3eHTOB WM [TPAaBOK
Home F+ Ecnm BblziesieH MyHKT CIMCKA PelleH3eHTOB WK IyHKT CIIMCKA
MIPaBOK — TIEPEHTH K ITEPBOMY ITyHKTY 3TOTO CIHCKA
End Fn+| Eciy BeiZIeieH yHKT CITHCKA perieH3eHTOB WK ITyHKT CITUCKA
MIPABOK — IIePeiTH K MOCJIeJHEMY ITyHKTY 3TOTO CIIMCKA
[Ipo6en Haxatb kHonky OK nm OTMeHa, eciiv OHa BblJlesieHa
Enter Haxatpb kHonky OK
Esc 3aKpBITb OKHO GHUIBTPAITAN

4.14.3.3 N3menuTh napamerps! puiabTpamuu

YT06b1 N3MEHUTH TTapaMeTphbl GUIILTPALUH:

1. OtkpoiiTe okHO PUAbTpanUs UCHPABJIEHUH U KOMMeHTapueB OJJHHM U3 CIIOCOOOB,
OTIMCAHHBIX BBIIIIE.

2. HW3menute napametpsl GUIBTPALIMY TaK, KaK OMIMCAHO BBIIIE.

3. Haxwmwure kHoniky OK.

4.14.3.4 OT™MeHUTH QUIHTPALIHIO

YT0oOB! BepHYTHCS K OTOOPa)KEHUIO KUCIIpaBIeHWH U KOMMeHTapHeB BCeX pelleH3eHTOB, Ha
IIaHeJIM MHCTPYMEHTOB, B pasliene PenmeHaupoBaHHMe Ha)XMUTe Ha CTpeNKYy CIIpaBa OT KHOIIKU
v (PunbpTpanusa HCIpaBiIeHH H KOMMeHTapHeB) U B BBIIAZAloOIleM CIIMCKe BbIOepuTe ITyHKT

Ounctuth GuabTp (cM. PucyHok 365).
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Dopmar  ViHcTpymedtsl Bug OBwwi poctyn Hapctpoiikw  Cnpaeka

@ v é ] 'i::' W ':::' v 3w KO Thames | » | 14

o C & FY©® O - X K Y -

MNpaeka
' QUABTPaLMA MCNPABAEHWIA W KOMMEHTAPHWEE

OyncTUTE $UALTR b

Pucynok 368 — Paznen nanenu uHctpymMeHTOB Penjen3upoBanue

4.14.4 AynuoxoMMeHTapHuH

B Texymieil Bepcuu HOCTYIHO MpOCTyIIMBaHWE ayJAMOKOMMeEHTapueB, H00aBJIEHHBIX C
MOMOIIbI0 MOOHIIbHOTO TTpwioXKeHus «MoitOduc JJokymMeHTb.
YtoObl mpociaylmaTh aygUOKOMMEHTapuH, IIeJIKHUTe II0 KHOIIKe AyJAHOKOMMeHTapHi

Ha IaHeJu pelleH3upoBaHus (cM. PucyHok 369).

Ekaterina, Cerogua, 17:35
K TEKCTY MOXHO 000aBIATh dYTHOKOMMEHTApPHH C TIOMOINBH)

MOOWUNEHOT0 npUnoxkeHns « MoiOguc JoKyMeHTED». AyaHOKOMMeHTapMid

Pucynok 369 — AynyvokoMMeHTapui

Knonka npeobpasutcs B Ijieep, U HAYHETCsl BOCIIpor3BeieHye 3anucu (cM. Prucynok 370).

|

Ekaterina, Cerogna, 17:35
K TEeKCTY MOXKHO I00aBIATh dYJHOKOMMEHTAPHH C TIOMOIUBED

MOOMIIBHOTO NPAToxKeHus « MoiOgHC [1o0KyMeHTED. [11] o— 00:11

E MpocaywneaHne.., = > + 100% ~

Pucynok 370 — IIpociyimBanve ayguoOKOMMeHTapUst
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[Tpu pemakTUpOBaHWU JAOKyMeHTa BOCIIPOU3BefleHHe ayIMOKOMMeHTapHs He IpepbhiBaeTcsl.
Ecmu TpeGyercsi ocTaHOBUTH BOCHpOM3BereHUe, HaxkmuTe Ha KHorky Il (IIay3a) Ha maHenu
perieH3UpPOBAHUSI WK B CTPOKE COCTOSIHUSI.

YtoObl BO30OHOBUTH BOCIPOHM3Be[eHHEe, HakMuUTe Ha KHOmNKy P (Ciymarb) Ha MaHeIu
pelleH3UPOBaHUs WK B CTPOKe COCTOSTHUSI.

JlJisi IepeMOTKH 3alMCH BIlepeji WM Ha3aJl IIeJKHUTEe MBIIIbI0 [0 Tpebyemol oTMeTKe
IIIKAJIbI BOCIIPOM3Be/IeHUs Ha TIaHeJId pelleH3UPOBaHUSI.

AynuokoMMeHTapuu MOXXHO BbIpe3aTh, KOIKMPOBAaTh, BCTaBJATh M YAQJISTh aHAJIOTHYHO

TEeKCTOBBIM KOMMEHTapHsM (CM. pasnensbl 4.14.2.6 v 4.14.2.7).

4.14.5 CpaBHeHHe JOKYMEHTOB

C nomorinpio nipuoxkenus «MoOduc TekcT» MOXHO CPaBHUThH pPa3Hble BEPCUM OJIHOTO U
TOro e TekcToBoro ¢arnna. [lognepxuBaercst cpaBHeHHe JOKyMeHTOB B ¢opmarax DOCX, ODT,
XODT.

[Ipu cpaBHeHUYU 0TOOpaXKAIOTCS CileflyIole U3MeHeH s, BHECeHHbIe B JOKYMEHT:

— pobaBiieHHbIe U yaalieHHble GparMeHThl TeKCTa;

— HO6aBHEHHbIe, YAaJleHHble 1 OTPeJdKTUPOBAHHLBIE Ta6J'II/II_[I)I.

CpaBHeHHMIO He TIOJIJIeXXaT:

— OrJIaBJIeHUE;

—  COflep>KUMOe KOJIOHTUTYJIOB;

— u3o0paXkeHus;

— CHOCKH,;

— TEeKCTOBbIe U ay/IMOKOMMEHTapUH;

— pa3pbIBbI CTPAHUII U Pa3pbIBbl Pa3flesioB;

— <dopmaTHpOBaHMe TEKCTa U ab3aria.

JlaHHBIE 37IeMEHTHI U CBOWICTBA IMEPEHOCITCS U3 CPaBHUBAEMOM KOITUH JIOKYMeHTa B (ai
CpaBHeHUs 6e3 U3MeHeHHUH.
Jliis cpaBHEHMSI JOKYMEHTOB BBITTOJTHUTE CJIeAYIOIIHe JelCTBUS:
1. OrTkpoiiTe JOKyMeHT, KOTOPBIH HY>KHO CPABHUTH C HCXO/IHBIM.
2. YKaxuTe HCXONHBIA NOKyMeHT. [lis 3Toro BwIOepUTe MYHKT KOMAHIHOTO MEHIO
HMucrpymentst > CpaBHUTBH C... (0era) (cMm. Pucynok 371) u B okHe daiisioBoro

MeHeJkepa BeiOepuTe TpedyeMbiid (aitil.
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WHetpyments Bug  OBwmi goctyn  Hagctpoiikw
OrobpameHue MCNpaBneHWA M KOMMEHTapUEE P
Mpaeonucanne »

HacTpaveaemei chosaps
H3MeEHMTE A3BIK...

PegakTop MakpokomaHg

CpaeHwTk ... (BeTa)

Pucynok 371 — [IyHKT KoMaHHOTO MeHIO CpaBHHTSH C... (0era)

B HOBOM okHe chopMupyeTcsi JOKyMeHT C pe3yJibTaTaMy cpaBHeHUs (cM. PucyHok 372).

B Tabmiue Hike 117 cpaBHEHHA TPECTABIIEHO PACCTOSHHE MIAHET oT GeEmais
ConHua. loBaeneHo " LEHTpanbHOMN 36e3abi —"

Hazsamie mwiaHeTsL Paccrosmne ot Connma, MIH. KM

Mepkypwuit 58

Benepa 108

3emns 150

Mapc 228

Hazsamie miaHeTsr Paccrosmie 0T coJIHIIA, MIH. KM

Mepxypuit 60

Benepa 110

3emns 150

Mapc 230

Pucynok 372 — Pe3ynbTaT cpaBHeHUs! IOKYMEHTOB

B nanHoMm pokymenTe:

— pobaBieHHbIe U yJjalleHHble pparMeHThl TeKCTa 0TOOpaXkatoTcsl B pexkume 0ToOpakeHHs
vcrnpaBiieHud (cM. paznen 4.14.1);

— Kakgasg Tabidila, B COJEepXKUMOe WM CTPYKTYPY KOTOpPOW BHECEeHbI HCIIpaBJIeHUS,
oToOpakaeTcs B BUJle ABYX TAOJIMII: OJTHOM yAajieHHOW (OTMedeHa KPACHBIM IIBETOM) U
OJTHOM n06aBiieHHOM (0TMeYeHa 3eJIeHbIM IIBETOM);

— JobaBiieHHbIe TaOJIUITBI BBIIENISIFOTCS 3€JIEHBIM I[BETOM;

— YAdJieHHbIe Ta6JII/ILU:>I BbIIEJIAOTCA KPACHBIM IIBETOM.

Pabora c JOKYMEHTOM, KOTOprfI COOEepPXUT pe3yiibTdTbl CpdBHEHHS, OCYIIeCTBJIIeTCA

aHaAJIOTMYHO paboTe C OOBIYHBIM IOKYMEHTOM.
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4.15 PabOora B o0s1ake

@yHKkIMKU paboThl B 00jlake U COBMECTHOTO peJJaKTHPOBAHMSI JOCTYIIHBI IPU HAJTUYUU

cepBepHoi yactu «MoOduc [Tpodeccronanbubiity / «MonOduc JokymeHnTbr OHITalHY.

Pabota B obsake npefocTaBiisieT CiieAyroIre BO3MOXXHOCTHU:
— CO3/laHWe ¥ COBMECTHOe peJlaKTMpPOBaHWe TeKCTOBbIX (aiioB B ¢dopmare XODT
OJTHOBPEMEHHO C JIPYTYUMH TI0JIb30BaTeJISIMH;
— 3arpysky, XpaHeHHe U CKauyMBaHUe GailyioB CIIeAYIONIUX TUIIOB:
— apXuBHBIE HaMITHI,
— TeKCTOBbIe (halJIbI,
— DJIeKTPOHHBIE TaOJIUIIHI,
— PDF-darinsi,
— TIpe3eHTAllWH,
— 11a0JIOHHI,
— wu3obpakeHHs,

— aynuo- u Bujeodaiibl.

HHSI Ha4daia pa60TbI C 0bOJIaYHBIM XPpaHWJIUILEM I10JIb30BaTeIt0 HQO6XOJII/IMO dBTOPHU30BATbCA

B obmake (cMm. pazgnen 4.15.1).

[Ipu pabote B obiake 1oIb30BaTeNO JOCTYIIHBI Cleiytoire nanku (cM. Pucynok 373):

B MoiiOduc Teker — O X

¢ Mou AoKyMeHTb
Mou AoKYMEHTEI

et JoctynHele MHe
i MMA t  Paamep [Nata U3IMEHEHUA
= OBwwme nanku

E OrveuenHbe a Hoeblin gokymeHT.xodt 7.13 kB 17.08.2023

(9 HegaeHne LOKYMEHTBI

| KopawHa

£

VA daina: | Hoeelid gokymeHT xodt TekcroBbIR AokymMeHT (*.xodt)

Cozgate nanky Cozgate daiin m OTmMeHa

Pucynok 373 — ObnayHoe xpaHWIHIie
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— Mou KoKyMeHTBI — MManku ¥ Gaiiibl, co3iaHHble (CM. pasfen 4.15.4) vim 3arpyskeHHbIe
(cM. paznen 4.15.5) nonb3oBaTesneM;

— JlocTynmHble MHe — TIaNKU U ¢ailiibl, K KOTOPHIM TMOJIh30BaTeJII0 MPEeI0CTaBIIeH AOCTYII
(c™m. paznen 4.15.9.1);

— OOmme manmku — mankyd U Galibl, o0IMe Ui OJHOW/HEeCKOJIbKUX TPYII WK BCeX
COTPYIHUKOB KOMIIaHUH;

— OTMeudeHHBIE — IANKU U (l)aflﬂbl, OTMeYeHHEIe I10JIb30BaTe/IeM KdK Bd’>XKHEbIe,;

OTMeTka 0 BaOXKHOCTH ITAIKH WJIH (l)aﬁna MOXXeT OBbIThb YCTaHOBJIEHA TOJIBKO C

OMOIIbI0 BeO-nipritoxkeHus: «MorOduc Paitnb.

— HepaBHHe MOKYMEHTBI — CIIMCOK MOCJEAHUX JOKYMEHTOB, KOTOpBIE TOJIh30BaTellb
OTKpBIBaJI U3 obaka (cM. paszen 4.15.2);

— Kop3una — daiibsl, yaaneHHbIe mob3oBartesieM (M. pasgen 4.15.7).

Ecm XODT-daiin, pacnonoxeHHBId B o0jake, OJHOBpPEMEHHO C II0JIb30BaTejleM
OTKPBIBAIOT Ui pelaKTUPOBaHUS APyrye y4aCTHUKU, TO UX aBaTapbl OTOOPaXKaloTCs Ha OOKOBOM
naHenmu (cMm. Pucynok 374). Ilpu HaBemeHMH Kypcopa MBI Ha aBaTap Y4YaCTHUKA BO
BCIUTBIBAIOIIIEH TIOJICKAa3Ke 0TOOpakatoTCsl ero UMs U GaMuIus.

H3MeHeHHs, KOTOpbIe YYaCTHUKH BHOCST B JOKYMEHT, OTOOpaXkaltoTCsl B peXkuMe peaibHOro

BpEMeHH.

= Hoewid gokymentxodt - MoiOduc — O >

@ain  [lpaeka Bcraska @opmat  WHotpymednts Bug  OBwmi goctyn Haactpofkw  Cnpaska

+ By x@av s T A Tr
JofaenTs IE;] v D I Q

WMz6panHoe ®ain Mpaeka WpwudT AB3ay Crinm Becraska el

«MonOd¢uc Texkcr» — pegakrop Ans ObICTporo W yAOOHOMO CO3JaHHS M
GOpPMaTHPOBaHHA TEKCTOBBIX [OKYMEHTOB MO0 CIOKHOCTH Ha OMepalMOHHBIX
cucremax Linux, Windows 1 macOS.|

CtpaHnua 1 13 1 @ Ectb nogknouene | & PegakTupogaHne - L + 90% v

Pucynok 374 — CoBMecTHOe pelakTUpOBaHUe
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4.15.1 BoiiTu B 00/1aK0

YTo06BI dBTOPU30BATLCS B O6JIaKe, BBIIIOJIHUTE cllieJyroniye IerCTBUS:

1. Bribepute nmyHKT KoMaHAHOrO MeHio Paiin > Pabora B obnake > Boiitn B 00s1ak0

(cMm. Pucynok 375).

@Daidn  [paeka Beraeka @opumat Wectpymedte Bug  OBwmi goctyn

[ Cosgate Ctrl+N é D ¥OT
Cozgate no wabnoHy..
OTKpBITE.. Ctrl+0

= P LU pads
OTkpwTE B 0BAaKE... Ctrl+Shift+0
HegaeHue oKyMeHTH k
PaGota B obaake r Boiith B obnake...

_ Ckavatb...

&l CoxpaHuts Ctrl+5S

darpyzute daiin...

CoxpaHnTe KaK... F12 r

Pucynok 375 — KomanaHoe menio Paiin

2. B okne Bxox B obsrako (cM. PucyHok 376) BBeuTe JaHHBIE 711 aBTOPU3AIUH:

Bxoa e oBnako *
MoiiOduc JokymeHTbl OHNakH
Noruvn:
| L'.ame.s'.||'.a|'1-_=:Qz:;.'l-::l*mn'..-:-::m
Mapoas:
L)
Cepeep:
BoATw OTtmMeHa

Pucynoxk 376 — OxHo Bxopx B 006J1ako

— JloruH — afpec 311eKTpOHHOM II0YTHI, yKa3aHHbIM 1Tpy perucrpanyu B I10 « MonOducy.
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— ITapons — maposb, yka3zaHHbIM nipu peructpanyu B [10 «MonOducy.
— CepBep — ajipec cepBepa Ballleil OpraHH3allKu. 3alloIHSIeTCs] aBBTOMATUIeCKU.

3. Haxmure xHONKY BoiiTh.

[Ipy TNOBTOPHOM OTKPBITUM TIPWJIOXKEHWS aBTOPU3aIMsi B OOJIake OCYIIeCTBIISIeTCs
aBTOMATUYeCKHA IPU YCJIOBUM, YTO J@HHbIE II0JIb30BaTelis JeHCTBUTENIbHBI U IOCTyIeH cepBep

ayTeHTUDHUKAIIAU.

4.15.2 OTKpHBITH daiin

[Tocne aBTOpM3anMyM MOXXHO OTKpbIBaTh W paborath c daiiiamu B ¢opmare XODT,
XPaHSIIMMUCS B 00J1ake OpraHu3alyu.
YToObI OTKPBITEH dai, pa3MellleHHbIA B 00J1aKe, BBITIOJIHUTE CJIeJlyIolre JeHCTBUS:
1. OrtkpoiiTe MPOBOJHUK 06JIaUHOTO XPAaHWIHKIIA OAHUM U3 CJIEAYIOUIUX CIIOCOOOB:
— Buibepure myHKT koMaHAHOTO MeHI0 Paiin > OTKPBITH B obsake (cM. PucyHok 377).
— Haxmure coderanue kinasum Ctrl+Shift+O (Windows, Linux) nmm TShift+:Cmd+O

(macOS).

Daitn  [paeka Beraeka Qopumar MHoTpymedTs

EI Cozgatk Ctrl+M

Cozgate no wabaony...

[ Omkpuits... Ctrl=0
Otkpwite B 0Bnake... Ctrl=5hift+0

Pucynok 377 — KomanaHoe MeHo ®aiin

2. B oxHe mnpoBopHuMKa ob6siayHOro XxpaHwiumia (cMm. Pucynok 378) cieBa BbiOepuTe
paszieli, B KOTOPOM HaxXOOUTCs TpebyeMblii dai.

3. Broipenure dait.

Eciu ABrop wm Boanenen BbeiOpaHHOro ¢aiina yAajleH M3 CHUCTeMbl
a/IMUHUCTPAaTOpPOM, TO CIpaBa OT ero HKMeHM oOTobpaXkaeTcs OTMeTKa
(HeakTHBeH). VYaneHuWe NOJIb30BaTelss He BIMSET Ha YPOBHU MAOCTyma K
IOKYMEHTy, KOTOpble OH TpefoCTaBWJ [IPYyTMM IIOJIb30BaTesisIM paHee

(cMm. paznen 4.15.9.1).

4. Haxwmure kHonky OK.
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B MoiiOduc Teker - O *
&5 Mowm LOKYMEHTEI

Mowu gokymeHThl
== JoctynHele MHe

i MmA *  Pazmep faTa M3MeHeHNA
B os

LWWe nankm
E Ormeuentuie a Hoewlid gokymenT.xodt T3 kB 17.08.2023

(O HenasHve gokymeHTbI

|| KopauHa

WA daina: | Hoeblid gokymenT.xodt TekcToBbIA gokyMeHT (*xodt) ¥

Co3paTe nanky Cozpate daiin “ OTmeHa

Pucynok 378 — [IpoBogHuK 0671a9HOTO XpaHWIUIIA

daiis1 OTKpOeTCst B HOBOM OKHe.
Ecm nns paborel BbiOpaH aii, CO3[aHHBIM APYTMM II0JIb30BaTesleM, TO B CTPOKe
COCTOSIHMSI OTOOpakaeTcsl IIpe/IOCTaB/IeHHbIM aBTOPOM JIOKyMeHTa ypoBeHb jjoctryna: IIpocmoTp,

PenakTupoBanue wiu Ynpasienue (cM. paznen 4.15.9). [Ipumep npenicraBieH Ha pucyHke 379.

= Hoeelii gokymenT.xodt - MoiiOduc - O x
@aiin  [paeka Bcraeka @Qopmat  WHotpymedts  Bug  O6wwid goctyn  Haactpoitkm  Cnpaeka
= = \ T
+ By xo@av & 0D A B Tt ®
NofaeuTs E} v i) (= Q
WM3bpanHoe ann Mpaeka WpudT AB3al Crunm Bcraeka ~
A
MoiiO¢puc Texct

«MofiOduc Tewct» obecmeumeaer vyooDHoe ®  OBICTpOE CO3TaHHE JOKVMEHTOE C
HCIIONB30BAHHEM MIAabIOHOB, CTHIEH H cpeAcTE GOpPMAaTHPOBAHHA TekcTa. DPYHKIHH COBMECTHOIO
PENAKTHPOBAHHA 0D eceTHBaoT 3¢ HeKTHEHYIO COBMECTHYIO PaboTy COTPYIHHKOB.

Crpanuua 1 w3 1 © Ecte nogknoueHmne | & PepaktmpoeaHue | - ® + 100% v

Pucynok 379 — YpoBens focryrma

B pexxrMe mpocMoTpa He JIOIyCKaeTCs BHOCUTb M3MeHeHHs B JOKYMEHT U U3MeHSTh ero
¢dopmarvpoBanue. Ilpy HEOOXOOMMOCTHM MOXHO CO3[aTh pelaKTUPyeMyl0 KOIHUIO JIaHHOI'O
JIOKyMeHTa. [lJi1 3TOro Ha IaHejid MHCTPYMEHTOB Ha)XXMHUTe KHOIIKY PemakTHpoBaTh Komuio B

obsake (cM. Pucynok 380).
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= Hoseoiii gokyment.xodt - MoiOduc - O *

@aiin  [paeka Beraska Qopmat  Whctpymentor  Bug  OBwwi goctyn  Hagctpoiikw  Cnpaska

% b ﬂ,OKyMEHT AOCTYNEeH TOABKO ANA NpOCMOTRa |PE,ﬂaKTL‘1[JUBaTb KOMWH B DflﬂaKEl

~

Q

Pucynok 380 — Knonka PemakTHpoBaTh KOIHI0

Komus mokymeHTa co3maeTcss B TamKe OOJIaYHOrO XpaHWIMIa MoHM JOKyMEHTBI
(cm. Pucynok 378). ABToMaTH4ecku el pucBavBaeTcsl Ha3BaHHe Komnus - <Ha3BaHHe OpUTrHHAJIa
(n)>, rne (n) — Homep KomuHu. [Ipy CO3JAHWM KOIKMK OPUTHMHA JOKYMEHTa aBTOMAaTHYeCKH
3aKPpbIBA€TCA U OTKPBIBAETCSA KOIINA JOKYMEHTA.

B pexume pemakTHpOBaHUSI W yTpaBieHHs paboTa C JOKYMEHTOM OCYIIEeCTBIISeTCS B
00bIYHOM TIOpsifike. Bce n3meHeHus:, BHOCHMbIe B ¢aiiji, aBTOMAaTUYeCKH COXPAHSIOTCS B OOJIAKO.

HOHOJ’IHHTEJ’IBHO COXPAHSATD IIPABKH HE HY>XXHO.

B pexxriMax npocMoTpa, peJakTUPOBaHKs U yIIPaBJleHUs! JOKYMEeHTOM HeJIOCTyIIHA 3aIlvCh
M TIPOCMOTP ucHpaBieHud (cM. pasgen 4.14.1). Pexxum oTobpakeHHs HCIpaBIeHUH

JOCTYIIEH TOJIKO aBTOPY JJOKYMEHTa.

Ecmu ¢ mokymMeHTOM [IONIT0 He BBITIONHSIETCS HUKAKUX JIEWCTBUM, TO CeaHC paboThl ¢ HUM
aBTOMAaTW4eCcKy 3aBepiaeTcs. Ha skpaH BBIBOIUTCS AWanoroBoe okHO (cM. PucyHok 381), ¢ momoriipio
KOTOPOTO MOXXHO HayaTh HOBBIN CEaHC pabOThI C 3THM JIOKyMEHTOM WM BBIOPATh /it paboTHI IPyToi

JOKYMEHT. Ecmm Tpe6yer Cs 3aKPbITh JIOKYMEHT, HAXKMMTE B TUAJIOTOBOM OKHE KHOIIKY .

Balu ceaHc pejakTUpOBaHWA 33BEPLUEH *

o Baw ceaHc peAaKTUpOBaHKWA
3aBeplueH

CeaHc Gbin 3aBeplueH, Tak KakK Bel 4OAT0S BPEMA He
ELINOAHANN HUKAKWY ZelcTBriA, YTobsl npogonsmTe
pefakTUpoBaHWe, oTKpoiTe ¢ain 3aHoeo,

OTKpbITh 3aHOBO BuibpaTte gpyroi dain...

Pucynok 381 — JluanoroBoe okHO
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4.15.3 Co3pars JIoKaJbHYI0 Konuio ¢aiina

JlJisi 3amUTHI OT TMOTepy HaHHBIX TPU paboTe B objake MpelyCMOTPeHa BO3MOXHOCTH
CO3/IaHUsI JIOKAJIbHOM KOIUU peJlakKTUpyeMoro daiiia.

Ecmm nipu pabote ¢ daiioM, pacrosiokeHHbIM B obJlake, BO3HUKaeT OIMMOKa (Hampumep,
MIPEepBIBAETCS COeJIMHEHWe C CepBepoM), Ha OJKpaH BBLIBOIMWTCS IHAJIOTOBOE OKHO, KOTOpOe
MIPeI0CTaBIIsIeT BO3MOXKHOCTb COXPaHHUTD JIOKAIbHYO KOO ¢atiia (mpumep cM. Ha Pucynke 382).

Haxxmure B AdHHOM OKHe KHOIIKY COBlIaTI: JIOKQJIBHYI0 KOITHIO.

BHumaHue! >

Baluu u3meHeHWA B Gaitne "HoBbiid
AokymeHT.xodt" He Bblnn coXpaHeHbl B
obnake.

XOTUTe COXpaHWUTb NOKaNbHYH KONUKD
Gaina?

Cozpate NOKaNEHYH KOMWHD... He coxpaHAaTe OTMEHWTE

Pucynok 382 — JlnanoroBoe 0KHO

B oTkpeiBIieMcs OkHe (ailyIoBOrO MeHe/Kepa YKaKWTe IallKy, B KOTOPYIO CllefyeT
COXPaHUTh a1, UM U TUII Paiiia U HaKMUTe KHOIIKY CoXpaHHTh.
Kpowme Toro, jokanbHyto Konuio daiiia B 1060 MOMEHT BpeMeHU MOXXHO CO3/1aTh BPYUHYIO.
J1J1s1 3TOTO BBINIOJIHUTE CIIe[lyIoIlire 1eHCTBUSL:
1. Bribepure nyHKT KOMaHaHOTO MeHI0 Paiin > Co3maTh JIOKAIbHYI0 KOIIHIO
(cm. Pucynok 383).
2. B okne ¢aitnoBoro MeHeskepa BbibepuTe ManKy JiIsl COXpaHeHHs], yKaXKUTe Ha3BaHUe U

¢dopmat daiina 1 HaxxMuTe KHONIKY COXpaHUTh.

4.15.4 Co3parp nanky uiM ¢pain

[Tanku v daibl MOXXHO CO3/1aBaTh B 0OJIake HANpsMYyto U3 npusioxeHus: «MonOduc TekcTy.
YT1o06BI cO3/1aTh NMANKy WK (aii, BEIIOJIHUTE CleyIolre TeCTBuUS:
1. OrtkpoiiTe NPOBOJHMK 06JIaUHOTO XPaHWIHIIA OAHUM U3 CIIeAYIOLIUX CIIOCOOOB:

— Bribepute myHKT koMaHAHOTO MeHi0 ®aiit > OTKPBITH B o0s1ake (cM. PucyHok 383).
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—  Haxwmure coveranve kinasui Ctrl+Shift+O (Windows, Linux) mwm {Shift+:2Cmd+O

(macOS).

®ain [lpaeka Betaska DPopmat  WHctpymenTs

[ Coszgams Ctri+N

Co3aate no wabaoHy...

[= Orepwite.. Ctrl+0
OTkpoiTe B 0GNaKE. . Ctrl+5Shift+0
HegaeHne fokyMeHTE 4
PaGoTa e obnake r
ABTOBOCCTAHOBNEHWE +

Co3aTh NMOKANBHYHD KOMWH..

Pucynok 383 — KomanaHoe Meno daiin

2. B mpoBonHuke obayHoro xpanuiuiia (cM. PucyHnok 384) BeiGepuTe pasziert, B KOTOPOM

TpebyeTcs co3[1aTh MaNKy WiIu Qail.

[Taniku 1 daitibl MOXKHO CO3/1aBaTh B pasziesie MoOH JIOKYMEHTBHI U B OOIIMX

MarnkKax, JOCTYIIHBIX IS peJdKTUPOBAHUA.

3. Urobwl co3pmaTh manky, HaxmuTe kHONKy Ceo3math manky. UYToObl cosjmarh daii,

HakmuTe kHOIIKy Co3marsh ¢aiin.

B MoiOdguc Teker — O x

5 Mow AOKYMEHTBI
MOW LOKYMEHTHI

& JoctynHeie mHe

) Mms *  Pasmep lata uameHeHuA
= OBwwe nanku

E OrueuenHbie e HoBblid fokyMeHT xodt T13kB 17.08.2023
@ HenaeHwe gokyMeHTbI
] Kopawna
Vima daina: | Hoewld pokymeHT xodt TekcToBbIA pokyMeHT (*.xodt) ¥

CozaaTe nanky Co3pate daiin “ OTmMmeHa

Pucynok 384 — [IpoBogHuK 0671a4HOTO XpaHWIHIIA
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4. B otkpseiBIiemMcs okHe (cM. PucyHok 385) BBemuTe HasBaHWe TANK{d Wik aiyla U

HaxkmuTe kHOTKy OK.

Hoeelid daiin 8 obnaxe >

HazeaHwe daiina:

X

Pucynok 385 — OkHo co3nanus ¢aiina

Ha3zpanue nanku/aiina 10/KHO yAOBIETBOPSTH CIIeAYIOIIUM TpeOOBaHUIM:

— JUIMHA — 0o 255 CUMBOJIOB;

— JIONYCTUMBIE CUMBOJIBL: «~», « », «!», «@», «#», «S», «%o», «™», «&», «(», «)», « »,
€W, €M, <=0, <, €, €Dy «], €GP, <D, G, K

— HeJoITyCTUMbIe CUMBOJIbL: «.» B Ha4dJlIe Ha3BaHUSI.

B BbiOpaHHOM mamnke oTOOpa3UTCsl HOBasl BIOXKeHHas Manka/daisi. HoBbie ¢aiinbl Bcerga

coznarotcs B popmate XODT.

YroObI BHIMTH M3 OKHA POBOAHMKA (CM. PrucyHok 384), Haxkmute kHOonKy OK.

4.15.5 3arpysurs ¢aiin

B ob6maunoe XpaHWIMIE MOXHO 3arpy’KdTb TEKCTOBbIe, dayJuO, BUIeO U Jpyrue THIIbI

¢arinos. [Ipu 3arpyske MOXXHO BbIOWpaTh TOJIBKO OTAeIbHbIe ¢aiisibl, 3arpy3ka namnok c ¢aiiamm

He JJOITyCKaeTCs.

MakcrMalibHO JOMYCTUMBIM pa3mep 3arpy3kd (QanioB KOHGUIYPHUPYeTCSl Ha cepBepe.
[Ipy BOBHMKHOBEHHHU OMIMOKY, CBSI3aHHOM C IIPeBLIIIeHHBIM pa3MepoM ¢aiiia, 00paTuTech

K CUCTeMHOMY aJIMUHUCTPATOpy.

YToObI 3arpy3uUTh B 06J1aK0O OJIMH WA HECKOJIBKO (HalIOB, BRIOHUATE CJIEAYIOIIMe IeHCTBUS:

1. Boibepute nmyHKT KOMaHAHOTO MeHi0 Paii > Pabora B obsake > 3arpy3uthb ¢aiin

(cm. Pucynok 386).
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Daitn  [lpaeka Beraeka @opmar  WHctpymentm Bug  OBwmid goctyn

[ Cosgate Ctrl+N é D %0 Th
Cozgate no wabaony...
[= Otkpoite. Ctrl+0
WpndgT
OtkpoiTe B oBnake... Ctrl+5hift+0
HegaeHwe fokyMeHTEl L
PaGota B oGnake r BoiiiTit w3 obnaka...
_ Cravatb...
& CoxpaHuTe Ctrl+5
3arpyznTte daia...
CoxpanuTe KaK... F12

Pucynok 386 — KomanaHoe menio Paiin

2. B oTkpeiBiIeMcsi okHe ¢alioBoro MeHekepa BbiOepuTe daliibl, KOTOpble TpebyeTcs
n00aBUThH B 06J1aUHOE XpaHWIHIIIE.

3. HaxmuTe KHONIKY 3arpy3HThb.

3arpy3ka ¢daiioB He OjokupyeT paboTy B rnpuioxkeHUd. OKHO, B KOTOPOM OTOOpa)KaeTcs
VHAUKATOp 3arpy3ku (cM. PucyHok 387), MOXXKHO CBepHYTb, YTOOBI OHO He MeIIajio AajibHeuIIen

pabore.

= 3arpyzxa aina — >
Jarpyzka Hoewli gokymenT.docx... 11.6%
I

Pucynok 387 — 3arpy3ka ¢aiina

BribpanHble ¢aisibl 110 yMOJYaHUIO 3arpy’kaloTCs B KOPHEBYIO TManky o06Ja4Horo
xpaHuuia Mou JOKyMeHTHI.
YtoObl yBUIleTh BCe ¢aiiyibl, XpaHsIIdecs B o0jake, MOXXHO BOCIIOJIb30BaTbCsl QyHKIIHAEH

ckaurBanus. [lonpobnee cM. B pasnene 4.15.6.
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4.15.6 CxauaTh manky win ¢paii

[Tanku ¥ daiyibl MOXXHO CKAaYMBaTh M3 00JIaka Ha KOMITbIOTEp.

YToObI cKkavaTh ManKy WK daiil, BLIOTHUTE CIIeAYIOIMe 1eACTBHUS:

1. Boeibeputre nyHKT KoMaHaHOro wmeHio Pain > Pabora B obOmake > Ckadathb
(cm. Pucynok 386).

2. B oxue mpoBomHuka (cM. PucyHok 388) cneBa BbiOepuTe pasjesl, B KOTOPOM
pacrionoxeHa Tpebyemass manka wid ¢ain. CropaBa O0TOOPa3UTCS COJEPXKHUMOe

BbIOpaHHOIO pa3zera.

B MoiiOdnc Tekcr — O >

5 Mow LOKYMEHTBI
Mow gokyMeHThl

== JlocTynHele MHe

) lma T Paimep [ata nEmMeHeHuA
B3 06wue nanku : :
E OrmeuenHsie Hoeana npeseHTaumna.xodp 11.33 kB 17.08.2023
f‘f:J HegaeHwe qokyMeHTEI ﬁ Hoeas tabnvuaxods 6.74 kB 17.08.2023
| KopauHa a Hoeeiil gokymenT.xodt 713 kB 17.08.2023
VA daiina: | Hoewlid gokymenT.xodt Bce dains v
Myte: | Ch\Users\User\Downloads >

OTKF}I:ITI: nocne 3ageplleHnn

Pucynoxk 388 — IIpoBogHMK 06/1a4HOTO XpaHUIIUIIA

3. Ecm copepxumoe pasnena Tpebyercss ¢GuIbTpOBaTh IO TUILY, pPa3BepHUTe
BbIMafatonuii cnucok Bce daiibl v BbiOepuTe TUIl (AMIOB, KOTOPBIM Cliefyer

oTobpaxaTh B pasfierne.
4. Broienute nanky win ¢aiii, KOTOPHIM TpebyeTcs: ckayaTh U3 00JIaka.
5. B nomne IlyTh ykaxuTe manky 1yisi COXpaHeHUs! BBIOPAaHHOM IaIky UK ¢aiina.

6. Ecnu BbiOpaHHBINM ¢aiin TpeOyeTcss OTKPBITH II0CJIe CKAaYWBaHUS, MOCTaBbTe (IIaXKOK
OTKpHITH NOCTIe 3aBepIIeHus.

7. Haxwmure kHonky OK.

Ecnu B noste IlyTh yka3aH HeKOpPpeKTHBIH Iy Th K nanke, kHotika OK HepocTymHa.
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Ecm nns ckaunBaHus BbIOpaHa Tamka, TO OHa 3arpykaercs B Buje ZIP-apxusa.

PacnaKyﬁTe dPXHUB C IIOMOIIIBIO YCTHHOBHEHHOﬁ Ha KOMIIbIOTepe NMpOorpdMMBI-dPXWUBATOPAd.

4.15.7 Y panmuts ¢ain

Vnaanute ¢dain u3 06J1a4HOr0 XpaHWJIMINA MOXKeT TOJIbKO aBTOP WM Bilafiesiel] JaHHOTO
daitna.

ABTOp — 3TO MOJIB30BATENb, KOTOPBIM co3/1all AaHHbIM daisl. Briagenen ¢aityia — 3T0 aBTOp
TaMKW, B KOTOPOW HAaXOJUTCSI CO3[aHHbIN (aiil.

Eciu aBTOp co3man ¢aiinm B cBoell manke, TO OH SIBJISIETCS OJJHOBPEMEHHO BIIafieliblieM
¢daina. Ecny aBTOp co3pait ¢aiil B narnke, KOTOPYIO CO3/1aJl IPYrOM MOJIb30BaTellb, TO OH SIBJISIETCS
TOJIbKO aBTOPOM UM He SBJseTcs BiajeiblleM ¢daiia. B nocnegHeMm ciydae BianesiblieM daiiia
SIBJISIETCSI aBTOP TAMKH, B KOTOPOW HAXOAUTCSI CO3MAHHbBIN (alil.

Yto6b! yianuth $aiis, XpaHSIUHACS B 00/1ake, BHIIOIHUTE CIIeAYIOIIHe IeHCTBUS:

1. Boibepure myHKT komaHaHOro MeHio @Pain > OTKpeITH B obsake wm Paiin >

Pabora B oosrake > Ckavars (cM. PucyHok 386).
2. B npoBopHuKe 0671aUHOTO XPAaHWIHIIA IIEJIKHUTe 10 (aiiTy MpaBoy KHOMKOM MBI U

BBIIIOJIHUTE KOMaH/y KOHTEKCTHOTO MeHI0 Y jainuTh (cM. Pucynok 389).

B MonOdguc Tewer

5 Mow AoKyMEHTEI
MoK LoKyMEHTEI
r:3 JocTynHele MHe
= ~ lmA
OBwwe NnankK o Lo

Hoewl gokymMeHT.xodt L}

H  Ormeuendbie

(Y HepaeHne gokymeHThl

Pucynoxk 389 — Komanga Y manurs

[Tocne ynanenus daiin nepemeiiiaercs B pasnei Kop3una.

Ecmm daiin HaxonuTcs B marnke, CO3JaHHOM JAPYTUM T0JIb30BaTesIeM, TO OH IepeMelaeTcst
B pasfen Kop3una Bnazenbila JaHHOM manku. Y aBTopa B paszeiie Kop3umna maHHBIN

¢daiist He oToOpaXkaeTcs.
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[Tpu HeobxomuMocTH aim MoXXHO BoccTaHOBUTH M3 Kopamusl (cM. paspen 4.15.8) wim

YAAJIUTb 683B03BpaTHO.

Y1o6bl 6e3BO3BpaTHO yIanuTh daii M3 00JIaYHOTO XPAHUJIUIIA, BBINOJIHUTE ClIelyIolre
IeUCTBUS:

1. B npoBomnmke ob6yavHOr0 XpaHuHia Beioepute pasaen Kopsuna (cm. Pucynok 390).

2. B cmrcke ¢ainoB pasfena meakHUTe 1Mo GaiiTy MpaBoOMd KHOIKOMW MBIIIM U BBITTOJTHUTE

KOMdHy KOHTEKCTHOI'O MEHIO YHaJII/ITL GQBBOBBpaTHO.

B ModOduwne Tekcr

<5 Mow AoKyMeHTb

KopzuHa
2 JocTynHele MHe
B 06uwme nanku A ¥panuTe Besso3BpaTHO
H - o (_» BocctaHoBWTe
F Otmeuentie OBBIA AOKYMEHT.XO

N

(Y HepaeHWe gokyMeHTHI

| KopawnHa

Pucynok 390 — Y nanenue ¢aiina uz Kopsunsl

4.15.8 BoccranoBuTh nanky win ¢aiin

YT0o6BI BOCCTAaHOBUTH Nanky WK ¢paiint u3 Kop3auHsl, BHIIOIHUTE CIleiyIolye 1efCTBUS:

1. Ilepeiinute B pa3nen Kop3una (cM. Pucynok 390).

2. llenkHWTe NpaBOM KHOIKOW MBIIK IO TpebyeMoH mnanke Wi ¢aiily U BBIIOJHUTE

KOMaHy KOHTEeKCTHOI'O MeHIO BoccranoBUTE.

Eciu B Kop3une cofiepXyTcs Marka, TO MOXXHO BOCCTAaHOBHUTh KaK BCIO MAIKy C ¢daiiaMy,

TaK KW OTOeJ/IbHbIe Cl)aP'IJIbI, KOTOpbIE COIEepXKaTCdad B JAHHOM TIIaIlKe. B obowux CJIy4dasax

BOCCTAHOBJIEHHE BBIIIOJIHAETCA B KCXOJHOe MeCTOIIOJIOXKeHH e TTallIKH.
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4.15.9 HactpouTtb 061uii gocryn Kk ¢aiimy

4.15.9.1 IIpenocraBuTh 001IHIT TOCTYN K daiiry

[Tonb3oBaTenb MOXKeT MPeAOCTaBUThH APYTMM mojb3oBareiisM jgoctyn K XODT-daiinam,
KOTOpble OH co3flal B o06jauHOM XpaHwiuile. JloCTyn MpefocTaBisieTCs Jis COBMECTHOI'O
MIPOCMOTpa, peJJaKTUPOBAHHUS W/WIX yIIPaBJIeHUs IIPaBaMU JIOCTyTa K daiiiaM.

YT0o6BI HACTPOUTH OOIMH TOCTYH K (aiTy, BEIIOIHUTE CJIeyIole JeUCTBUS:

1. OrkporiTe daitn B ob1ake (cM. paznen 4.15.2).

2. Bpibepure mnyHKT KoMaHOHOTO MeHi0 OOmmit mocryn > Hacrpouts nocTyn

(cm. Pucynok 391).

OBwWiA gocTyn  HagcTpoikw

HactpowTe goctyn

COTNpaenTe No No4Te..,

Pucynok 391 — Komangnoe mento O61uii JocTymn

3. B otkpsbiBiiemcst okHe (cM. PucyHok 392) ykaxkuTe moJjib3oBaTesiei, KOTOpbIM TpebyeTcst
MPeJIOCTaBUTh JIOCTYI K aiily, OQHUM U3 CIIeAYIOUX CIIOCOOOB:
— Bpyunyio BBeuTe UM WIK afipecC JIeKTPOHHOW MOYTHI JJIsl KKIOTO M0JIb30BaTesIsl.

— Haxwmure kHODKy E (Be1dpaTh KOHTAKTHI) U B aJpeCHOM KHUTe OTMeTbTe

Cl)J'Ia)KKaMI/I KOHTAKTEI Tp€6yeMbIX MOJIb30BaTEeJIeM.

OBwmi goctyn K 'Hoewif gokymenT.xodt’ >

| a.ner;ca| et \ E MpocmoTtp g

@ AnekcaHgp CMUpHOE

JNobaBuTk

Pucynoxk 392 — Ilouck nonb3oBareris

4. YxaxuTe YpOBeHb JIOCTYIIA Uil BBIOPAHHBIX MTOJIb30BATeJIeH CIpaBa OT aIpeCHOM KHUTH

(cm. Pucynok 393):

— HpOCMOTp — [HOdHHOe TIIpaBO IIpeJOoCTaBJIdeT II0JIb30BaTeJIIM BO3MOXHOCTb

MMpOCMaTpUBATb IOKYMEHT 1 KOMMEeHTdpPHUHU K HeMY, d TdKKe CKdYUBATb JOKYMEHT.
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— PepakTHpoBaHHe — JIaHHOe IpaBO BKJIto4YaeT IpaBo Ha IIpocMoTp AokymeHTa, a
TaKXKe TIPeJI0CTaBIISIeT MOIb30BaTeJISIM BO3MOXKHOCTh PeJJaKTUPOBATh JOKYMEHT.

— YopaBieHue — JJaHHOe MTpaBoO BKJIo4aeT mpaBa Ha IIpocmotp u PemakTipoBanue
JOKYMeHTa, a TaKXe IpeJoCTaBjsieT I10/Ib30BaTelsiM BO3MOXHOCTb YIIPABIISTDH
HACTpOMKaMHU JI0CTyNa K JIOKYMeHTY: BbllaBaTh IpaBa Ha paboTy C JJOKyMEHTOM
HOBBIM I10JIb30BATENISIM U U3MEHSITh [IpaBa CYIIeCTBYIOLIUX [10JIb30BaTesIei.

— OrTkaszano B AOCTyIIe — 6JIOKI/IpOBaTb IIOJIb30BAaTeJIAM OOCTYII K JOKYMEHTY.

OBwmii goctyn k 'Hoeelid gokymeHT.xodt’ X
AnekcaHap CMUPHOB BeeauTe UMA MaK email = E | MpocmoTp vl
v TpocmoTp
YBEAOMWUTE MUCEMOM (TOABKO OTAELHLIM MOAL30BATENAM, 3 HE Fpynnam)
Pepaktupoeanne
/-3 Enena CmupHoBa -
Heas YnpaeneHue
OTkasaHo B goctyne

Pucynok 393 — Beibop ypoBHs octyna

5. Ecnu Bcem nonb3oBaresisiM TpebyeTcsl OTIPaBUTh YBeJJOMJIeHMe T10 3JIeKTPOHHOM IouTe

00 M3MeHeHuHn I1paB Ha JOCTYII K cbal?my, II0CTaBbTe cl>na>1<01< YBEIIOMI/ITI) IIHCBbMOM.

@daroBast KHONKA Y BeJOMHTH MHCHMOM HeJIOCTYITHA B CJIEIYIOUIUX CITyqasiX:
— aJipec 3JIeKTPOHHOM IIOYTHI YYaCTHUKA SIBJISIETCS] He[IeICTBUTEIIbHBIM;

— IIpaBa Ha JIOCTYII K ¢aijly U3MeHeHHb];

— IOCTYTI K (aiity 3ampeleH;

— IIpaBad IIpeJOCTAaBJIeHbI I'PYIIIIe JIIOJIeN, a He OTHeJIbHbIM Y4daCTHHUKAM.

6. Haxwmure kHonky {odaBuTh (cM. PucyHok 394), yToObl 106aBUTH BEIOpAHHbBIE KOHTAKThI

K CITMCKY TI0JTb30BaTeliel, KOTOpble UMEIOT IOCTYTI K ¢aitty (cM. PucyHok 395).

OBuwwit goctyn k 'Hoeeiid gokymentxodt’ X

AnekcaHap CMUPHOB Beegwte vMA wav email x E PenaktupoeaHune w

YBEgOMWUTE NMMCEMOM (TONLKO OTAENbHLIM NONL30BATENAM, 8 He TPYNnam) [obasuts

Pucynok 394 — Kuonka JlobaBuTh
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7. HaxmuTe KHONIKY 3aKPBITh, YTOOBI 3aKPHITh OKHO HACTPOMKH OOIIEro J0CTyIIa.

OBwmiA goctyn K 'Hoewii gokymedT.xodt’ X

Anekcanap CMUpPHOB
@ 'ﬂ'p p PE,D,EKTHPOEI-EHME w

o EneHa CvupHOBa _
Bnageney,

3aKpLITe

Pucynok 395 — Cnivcok nosib3oBaresei

4.15.9.2 I3meHNTH YPOBeHb I0CTyNa K Qpairy

ITonw3oBaTens C YpOBHEM OOCTYIId ynpaBJIEHI/IE MOXKeT U3MEeHUTb YPOBHU NOCTYIIA IJId

JIpyrux nojib3oBareneil, kpoMe Bnagenbna ¢aiina.

Ecnu Biapesnen ¢aiina ynaneH U3 CHCTeMBbl aIMIHUCTPAaTOPOM, TO CIIpaBa OT ero UMeHU

oTobpakaeTcst OTMETKa (HeaKTHBEeH).

J1J1s1 3TOTO BBINIOJIHUTE CIIe/lyoIlre JIeHCTBUSL:
1. OrkpotiTe daiin B obrake (cM. paznen 4.15.2).
2. Bpibepure mnyHKT KoMaHAHOTO MeH0 OO0mmiz mocrynm > Hacrpoutrs pocTyn

(cm. Pucynok 396).

OBwwiA gocTyn  HagcTpoikw

HactpowTe goctyn

OTnpaenTe No NoYTE..

Pucynok 396 — Komananoe mento O6mmmii gocryn
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3. B ortkpsiBiieMcs okHe (cM. PucyHok 397) ykakuTe TpeOyeMbldi YPOBeHb JOCTYIIA JIJIst
OT/IeJIbHBIX I10JIb30BaTesiel. Y POBeHb JIOCTYIA YKa3bIBAeTCSl C TTOMOIIbIO BBINA IAIOIINX
CITMCKOB HAIPOTUB UX UMEH.

4. HaxmuTe KHONKY 3aKPBITh.

OBwmi goctyn K 'Hoewlld gokymenT.xodt’ *

Beeante WMA WK email E Mpocnmotp o

NobaerTe

Anekcanap CMHUpHOBE
qﬁ Ap P PepaktvpoeaHve et l

MNpocuoTp

D EneHa CMuMpHOBa
~  PepakTipoBaHwe

¥npaeneHwe

OTkazaHo B AocTyne

3akpbITh

Pucynoxk 397 — M3ameHeHre ypoBHS IOCTyTa

4.15.9.3 Ypanuth nnpaBo gocrymna k ¢airy

ITonw3oBaTensb C YpOBHEM OOCTYIId ynpaBJIEHHE MOXeT YAdJIUTh IIPpAaBO OOCTYyIld Y APYIUX

noJib3oBaresiei, kpome Bianensna gaiina.

Ecmu BJIEIHEJIEII (l)aﬁJIa yAaadjieH U3 CUCTeMbI dIMUHUCTPATOPOM, TO CIIPdBd OT er'0 UMeHU

oTobpakaeTcst OTMETKa (HeaKTHBEeH).

J1Jis1 3TOTO BBINIOJIHUTE CIIe[lyIoIlire 1eHCTBUSL:
1. OrtkporiTe daitn B obaake (cM. paznen 4.15.2).
2. Brpibepure NyHKT KOMaHIHOTO MeHI0 OOmmii mocryn > Hacrpouts ocTyn

(cm. Pucynok 396).
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3. B orkpoiBimiemcs okHe (cM. Pucynok 397) Hakmure kHOMKY » (Y@aauTh IpaBo
JDOCTYIIA) HAIPOTUB MMEH TeX IOJIb30BaTesield, KOTOPhIX He0OXOUMO JIMIIUTh JIOCTYIa
K aiiiy.

4. HaxmuTe KHONKY 3aKPBITh.

4.15.10 OTka3saTbca oT gocTyna K ¢ainy

[Tosib30BaTeny 006/1aYHOTO XPaHWIMIIA MOTYT IIPeIOCTaBIISTh IOCTYII K CO3/IJaHHBIM ¢aiiaM
JIPYTHM TI0JTb30BaTtesisaM (cM. pazzen 4.15.9.1).

[Tocne npenocraBienys focTyna ¢aiiyl aBToMaTHYeCku oToOpakaeTcs y I0Jjib30BaTesleil B
paspesie obsayHoro xpanwimiia Jlocrymusie MHe. Eciy nosib3oBaTenb 0TKa3bIBaeTCs OT AOCTYIIA,
TO dau yJanseTcs: U3 CIIMCKa AOCTYIIHBIX (paiiIoB.

YroObl 0TKA3aThCs OT AOCTYIIA K KAKOMY-JIMO0 ¢aiiity, BEIIOIHUTE CllefiyIoIiye AefCTBUS:

1. Bribepure myHKT KOMaHJHOTO MeHIO Paiin > OTKPHITH B o01ake (cM. PucyHoxk 398).

@®ain  [paska Beraeka @opmar  FHoTpymeHTh

m Cosgats Ctrl+M

Co3gate no wabaoHy..

(5 Omkpuits... Ctrl+0
OtkpuiTe B obBnake... Ctrl+5hift+0

Pucynok 398 — Komananoe meno dPaiin

2. B nmpoBomHuke o06ja4YHOro XpaHWIMINA BbiOepuTe pasjen J[ocTynmHble MHe

(cm. Pucynok 399).

B ModOduc Tekcr

S Mon AOKYMEHTHI
AoCTyNMHEBIE MHE

o JocTynHele MHe
] AmA
= OBWwKe Nankx

E OrtmeueHHble a Hoewid gokymeHT.xodt I},

Ovkazateen oT gocTyna

Pucynok 399 — Komanaa OTka3arbcs oT KocTyna
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3. Ortkaxurech OT AOCTyMA K pailily OAHUM U3 CIIeIIOIIMX CII0OCOOO0B:
— Boimenure TpeOyembidi aiti IpPaBOM KHOIKOW MBIIIKA U BBINOJHUATE KOMaHAY
KOHTeKCTHOro MeHI0 OTKa3aThCs 0T JOCTYyIa.
— BeimenuTe datin jieBoi KHOIIKOM MBIITH U HaxkmuTe KilaBuiy Delete Ha kiraBuaType.

4. B okne Otka3zarbcs ot gocryna Haxmure kHOKy OK (cm. Pucynok 400).

OTkazateca oT gocTyna >

YaanuTb HoBbiid AokymeHT.xodt n3
CNWMCcKa U 0TKa3aTbCA OT gocTyna?
AocTyn MoxeT ObiTh BO3BpaLLEH
TONbKO BNaAeNbLEeM.

Pucynok 400 — OxHo OTKa3aThCs OT JOCTYIIA

4.15.11 BrritiTu u3 obiaka

[Tepen BbIXO/I0M M3 0GJIAYHOTO XPAHUJIMIIA PEKOMEHTYeTCs 3aKPhITh BCe (paribl, OTKPHITHIE
B o0Oiake.

YroObl BBIMTH U3 00JIaKa, BEIIOJIHUTE ClleAyIOIIHe AeHCTBUS:

1. Bribepure myHKT koMaHAHOrO MeHI0 Paiin > Pabora B ob1ake > BriiiTh u3 odsaka

(cm. Pucynok 401).

@ain  [paeka Beraeka @opmat  WHotpymentst  Buag  OBwwid goctyn

[ Coszgate Ctrl=N s D %O Th
CozaaTe no wabnohy...
& X
[= Otepwite... Ctrl+0
WpudT
Otkpwite B 0Bnake... Ctrl=Shift+0
HegaeHwe oKy MeHTsl L4
PaGoTa B oGnake r BoiiiTi w3 obnaka...
_ Cravath...
= CoxpaHuTs Ctrl+5
3arpyzuTte dain...
CoxpaHnTe Kak.. F12

Pucynok 401 — Komanaaoe mento Paiin
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2. B okne Boixopn u3 oosnaka (cMm. PucyHok 402) HakmMuTe KHOIIKY BBIATH.

Bertog vz oBnaka X

MoinOduc lokymeHTbl OHNalH

Narun:
=

Mapoab:
Tl )

Cepeep
=

BriiATI OTnMeHa

Pucynok 402 — Okno Berxon u3 obsiaka
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4.16 CpencrBa aBTOMaTH3aIMH

4.16.1 MakpoxomMaH/IbI

MakpokoMaH/ibl IPe[CTaBJsIIOT COOOM IMporpaMMbl HeOOJIBLIOrO pa3Mepa, C IOMOIIbIO
KOTOPBIX B TEKCTOBOM JOKyMeHTe aBTOMaTU3UPYyeTCsl BBIIIOJIHEHWe IPOJIOJDKUTENIbHBIX WX 9acTo
IIOBTOPSIIOLIMXCS onepanui. [ paspaboTku Makpokomasj B npuwioxeHnn «MonOduc Texcr»

HCIIOJIb3YETCH A3bIK IIPOrPAMMHPOBAHUS Lua.

COXpaHEHI/Ie MdKPOKOMaH/l IMOOAEPXUBAETCS TOJIbKO B IIpeliejlaX TeKyIllero AOKyMeHTd.
Ecnu ananoruyHbie MdKPOKOMdH/IbI Tpe6yeTc;[ HCIIOJIb3OBATH B JPYI'OM [JOKYMEHTe,

CO3/1aliTe UX HellOCPeICTBeHHO B IpYTOM JIOKyMeHTe.

[TonpobHoe onMcaHre paboThl C MAaKPOKOMaHjaMU IIpMBeleHO B JIoKyMeHTe « CIpaBOYHUK

MdKPOKOMAdH/I Hd A3bIKE ITPOIrPAMMHPOBAHHUA Luay.

4.16.1.1 Co3gaTh MaKpOKOMaHAY

YTo0b!I cO3/1aTh MAaKPOKOMAH]TY, BLITIOJTHUTE CJIeIyIOIIe IeHCTBUS:
1. Jlo6aBbTe HOBYIO MaKpOKOMAaH/y OJIHUM U3 CJIeIyIOLIMX CIIOCOOO0B:
— Bribepute nyHKT koMaHJHOTO MeHI0O IHCTpyMeHTHI > PegakTop MakpokoMaH[
(cm. Pucynok 403). B oxHe pemakTopa MaKpOKOMaHJ HaXMHUTe KHOIKY -+

(cMm. Pucynok 404).

WHctpymedtsr Bug  OBwwni goctyn  Hagetpoikw

OrobpaxeHne MCNPABNEHWA W KOMMEHTApWEE  #
Mpaecnucanne r

Hactpaveaemmii cioeaps
zmeEHUTE A3BIK. .

PegakTop MakpokomMaHg

CpaeHnTb C... (BeTta)

Pucynok 403 — [Tynkt koManaHoro MeHto PefakTop MakpokoMaHz
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= PepakTop makpokomang

+ —_—

' BrinoaHuTe ,? Oraagnte - -lﬂ G *

Pucynok 404 — PenakTop MakpoOKOMaH

2. Ecmmu B nokymeHTe ecTb XOTsl Obl OJJHA MaKpOKOMaH/ia, Ha OOKOBOH IMaHelIu HaKMHUTe

KHOIIKY @ (Makpokomannbl) (cM. Pucynok 405). Ha mnanenmu pabotel C

MdKPOKOMdHIdMH HA>XMHUTE KHOIIKY HogBas MdAKpPOKOMAaH/A.

AabboB AaBo6BI

3aro.oK 1 3aro..ok 2

AaB6BB

3aro..ok 3

- MakpokomaHAbl

- BB a = -

BcTaska ~

@ O

[Nownck

MakpokomaHga 1
MakpokomaHga 2

MakpokomaHga 3

Pucynok 405 — [1anenb paboThl ¢ MAKPOKOMaHAAMHU

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MWy, 2013-2025 366



MonOdonc

3. B okHe pemakTOopa MaKpOKOMaH] BBeIUTe KWMsI MAaKpPOKOMaH/bl WIA OCTaBbTe WM,
yKa3aHHOe 1o ymomdaHuio (cMm. PucyHok 406). UToOBI COXpaHUTH WMs, HaKMHUTe

kiaBuily Enter wim mesikHUTe MBILIBIO 110 JIF000M 06J1aCTU pejakTopa MaKpOKOMaH/I,.

= Pegaktop makpokomang *
1 BeEeaWTe HOBBLIM CKPMNT 38eCk
+ —
P coinoarure ™ Omnaaure [
Pucynok 406 — BBosi uMeHM MakpOKOMaH IbI
4. BaemuTe TekcT MakpokoMaH bl (cM. Pucynok 407).
bt

= Peaakrop makpokomaHg

range = decument:getRange();
Makpokomaraa |1 startPos = range:getBegin();

textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;

range:sefTextProperties(textProp);
startPos:insertText("MoiOdnc!");
10
+ —

P Buinoanute ;? Otnagute [0

Pucynok 407 — BBoj TekcTa MakpOKOMaH/ bl

Hosas MdKPOKOMdH/ld COXPdHsIETCA aBTOMAaTHU4YeCKH.

[Ipu nmoGaBieHuM B JIOKYMEHT TEpPBOM MaKpPOKOMaHJIbl Ha OOKOBOM IaHeNd MOSIBIISeTCS
KHOIIKa @ (Makpoxkomannsl) (cMm. Pucynok 408). JlanHas kHomka oTobpakaeTcsi, MOKa B

JOKyMeHTe eCTb XOT4d OBI OlHa MAaKpPOKOMaH/id.
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L A
AaBoBB ... ['}, @ v E\

3aro. oK 3 =

Bcrapka .

Q

oo |3

Pucynok 408 — Knorika MakpokoMaH/bI

Haxxmure kHOTIKY @ (MakpoxoMaHAbI), 4YTOOBI OTKPBITh ITaHeIb pab0Thl C MAaKPOKOMaHIaMH1

(cm. Pucynok 409).

— O x

I |
AaBGBBl AaBGBeI .. (. [] O)v [

3aronoeok 1 3aronoeok 2

BcraBka -~
"~
- MakpokoMaHAbl Q

Hoeana ma KpOKOMaHLa

Mowuck

MakporkomaHaa 1
MakpokomaHaa 2

MakpokomaHga 3

- . +  100% v

Pucynok 409 — [1anenb paboThl ¢ MaKpPOKOMaHAAMU
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YT0ObI 3aKpBITH MTaHes b pabOThl C MAKPOKOMAH/IaMH, HAXKMUTEe KHOIIKY —%#, PacIIOI0XKeHHYIO
B BepXHeW YacTU IaHeM, WM MOBTOPHO HAXXMHUTE KHOIIKY ®) (MakpokomaHabl) Ha OOKOBOM

IIaHeJINn.

4.16.1.2 Haiitn MakpokoMaHAy

Ecnmi nokyMeHT cofiep>XUT OoJbIlloe KOJMMYeCTBO MaKPOKOMAH], Jjisi OLICTPOro TMOHMCKa
TpebyemMol MaKpPOKOMAaH/IbI BHITIOJTHUTE CIIeAYIOITHe IeHCTBUS:

1. Ha GokoBoOI MaHeu HAKMHUTE KHOTIKY @ (Makpoxomanasl) (cM. PucyHok 410).

2. Ha manenu paboThl C MaKpPOKOMAaHJaMH YKakKUTe B CTPOKe TIOMCKA YaCTh HA3BaHUS WU

Ha3BdHHE Tp86yeMOﬁ MdKPOKOMAH/IbI LIEJIMKOM.

B crmmcke MAKPOKOMAH/[T OTO6p83$ITC5[ MdKPOKOMdH/Ibl, HA3BdAHUS KOTOPBIX yOOBJIETBOPAKOT

YKa3aHHBIM pe3yJibTaTaM IOUCKaA.

- MaKpoKoMaHabl Q
®
E x |

MakporkomaHaa 2

Pucynok 410 — [Torick MaKpOKOMaH IbI

4.16.1.3 BeInO/THUTH MaKPOKOMAHIY

MaxkpokoMaHly MOXHO BBITIOJIHATE C MIOMOIIBI0 peJaKTOpa MaKpPOKOMaH/]I WX C ITOMOIIBIO
naHesi paboThl C MakpoKoMaHAaMu. Takxke Mjis OBICTPOTO BBITIOMHEHHUS! YacCTO KCIIOJIb3yeMbIX
MaKpOKOMaHJI MOXHO CO37aTh KHOIIKM B pa3fiejie TaHedu WHCTpyMeHToB W30paHHOe

(c™m. paznen 3.3.4.3).
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YToOBI BHIOJIHUTE MAaKPOKOMaH/ly C IIOMOIIIBIO PefJakTOpa MaKPOKOMaH/I;
1. Bribepute nyHKT KoMaHaHOro MeHi0 HMHcTpymeHTHI > PemakTop MakpokoMaHJ

(cm. Pucynok 411).

WHetpyments Bug  OBwmi goctyn  Hagctpoiikw

OrobpameHue MCNpaBneHWA M KOMMEHTapUEE P
Mpaeonucanne »

HacTpaveaemei chosaps
H3MeEHMTE A3BIK...
PegakTop MakpokomaHg

CpaeHuTe ... (BeTa)

Pucynok 411 — [IynkT koMaHIHOTO MeHIO PegakTop MakpokoMaH/

2. B okHe pemakTOpa MaKpOKOMaH] BbiOepuTe TpeOyemMyl0 MaKpOKOMaHAY W3 CIIKMCKa
(cm. Pucynok 412).

3. Haxmure kHONKY P BHIIOIHUTS.

PepakTop MakpoKomMaHg >

1 range = document:getRange();

Makpokomanaa 1 startPos = range:getBegin();

MakpokomaHaa 2 textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

+ —_—

P Bunosnume & Otnagute [

Pucynok 412 — Krornka BeIOJIHUTH

HWudopmarivss 0 BBINOJIHEHWM MAaKPOKOMAaHJbl 0TOOpasuTcsi B obmactu Pe3yibrat

(cm. Pucynok 413).
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= Pepaktop makpokomMaHg *
1 range = document:getRange();
Makpokomarga 1 startPos = range:getBeqgin();
Makpokomanaa 2 textProp = range:getTextProperties();
textProp.italic = true;
Makpokomanga 3 textProp.allCapitals = true;
range:setTextProperties(textProp);
startPos:insertText("MorOdnc!");
+ —
' BrnonHuTs 1? Otnagwte D
Pesynbtam: Makpokomarga 1 Ounctuts &
MakpoKoMaHda YCNelwHo BeINenHeHa

PucyHnok 413 — Pe3ysibTaT BLINIOJIHEHUS] MAKPOKOMAH/IbI

YTOOBI BBINOIHUTE MAaKPOKOMAHTy C IMIOMOIIIbIO MTaHeIu paboThl C MAKPOKOMAH IaMU:
1. Ha GokoBoii MaHesi HAKMUTE KHOIIKY @ (Makpoxomanasi) (cM. PucyHok 414).

2. BaHYCTI/ITe MdKPOKOMaHy OJHUM U3 CJIeJYIOIINUX CII0CODOB:

— Ha manenmn pa6OTbI C MdKPOKOMaH[IdMHW HaBeguTe KYpPCOp MbIIIN Hd Ha3BadaHHE

MaKPOKOMAaH/Ibl ¥ HAKMUTE KHOMKY [ (BBIOIHUTE).

- MakpokomaHabl Q

Hoeaa Mma KpOoKOMaH4a @

[Mowck

MakpokomaHaa 1 >
Makpokomanaa 2

MakporkomaHga 3

Pucynok 414 — KrHonka BeIOJIHUTH

— BbigenuTe cTpoky MakpOKOMAaH/[IbI IBOMHBIM IIETYKOM MBIIIIH.
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4.16.1.4 PenakTHpOoBaTh MaKpPOKOMAaHIYy

YT06B!I pejlakTHpPOBaTh MAaKPOKOMAH]Y, BBIIIOJIHUTE Clleyloliye NeCTBUS:
1. BribepuTe MakpokOMaHAY OJHUM M3 CJIeAYIOIIUX CIIOCOOOB:
— Bruibepute nyHkT koMaHAHOrOo MeHI0 MHCcTpymeHTHI > PegakTop MakpokoMaH[
(cm. Pucynok 415). B okHe pemakTopa MaKpOKOMaHJ BHIJENIUTE TpebyeMyro

MaKpPOKOMaHy B crivicke (cM. Pucynok 417).

WHctpymedtsr Bug  OBwwni goctyn  Hagetpoikw

OrobpaxeHne MCNPABNEHWA W KOMMEHTApWEE  #
Mpaecnucanne r

Hactpaveaemmii cioeaps
zmeEHUTE A3BIK. .

PenakTop MakpokoMaHg

Pucynok 415 — [IyHKT KOMaH[IHOTO MeHIO PeakTop MakpokoMaH/

— Ha 6okoBoil maHeyn HaXXMUTe KHonKy® (Makpoxomannsl) (cM. Pucynok 416).

Ha manenu paboThl C MaKpOKOMaHJaMH HaBe[UTe KypCOp MBI HAa Ha3BaHUe

TpebyeMOl MakKpOKOMaH/Ibl ¥ HaXXMHUTe KHONIKY °  (Emme). B Beimamaromem cnmcke

BbIOepuTe koMaHy PegakTupoBaTh.

— MakpokomaHabl Q

Hoean MaKpOKOMaHLa @

Makpokomanaa 1 [

Penaktpoeate I},

JobaenTe B M30paHHoe ¥

Pucynok 416 — Ilanens paboThl ¢ MaKpOKOMaHJaMU
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2. B oOkHe pemakTOopa MaKpOKOMaHZ] BHECHUTE HeOOXOJWMble W3MEHEeHUs B TeKCT

MaKpoKoMaH/[Ibl (cM. PucyHok 417).

= PepakTop makpokomaHg x
1 range = document:getRange();
Makpokomanaa 1 startPos = range:getBegin();
MakpokomaHaa 2 textProp = range:getTextProperties();
textProp.italic = true;
MakpokomaHaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOdmc!");

Pucynok 417 — PenakTop MakpoKOMaH/

H3meHeHMs B TeKcTe MdKPOKOMAdH/bI COXPAHAIOTCA dBTOMATUYE€CKH.

4.16.1.5 OTiaguTh MaKpOKOMaH/Y

[lepen 3amyckoM OT/IaJluMKa MAaKpPOKOMaH]I YCTAaHOBUTE B TEKCTe MAKPOKOMAaHJbl TOYKHU
OCTaHOBA OTJag4uKa. [[jis1 aToro:
1. Beibepure TpeOyeMyto MaKpOKOMaHAY OAHUM U3 CJIeIyIOIINX CIIOCOOOB:
— Bribepute nyHKT koMaHJHOTO MeHI0O IHCTpyMeHTHI > PeakTop MakpokoMaH[
(cM. Pucynok 415). B okHe pemakTopa MaKpOKOMaH]I BhIIeJIUTe Tpebyemyto
MaKpOKOMaHJTy B criicke (cM. PucyHnok 417).
— Ha 6okoBoi maHenmm HaKMHTE KHOHKY@ (Makpoxomannsi) (cM. Pucynok 416).

Ha manenu paboThl ¢ MaKpOoKOMaHJaMU HaBeJuTe KypCOp MBIIIM Ha Ha3BaHHe

TpeOyeMOl MaKpOKOMAaH/Ibl U HA)KMUTE KHOTIKY : (Eme). B Bbimajatoriem crmcke
BbIOepuTe koMaHy PemakTHpoBaTh.
2. YcraHOBUTE TMepBYI0 TOYKYy OCTaHOBA OTJaJuuKa. [[Ji1 3TOro IMEeJIKHUTE MBIIIbIO
CcIipaBa OT HOMepa CTPOKM, B KOTOpPOM HeOOXOAMMO CO3[laTh TOYKY OCTaHOBA.
Touka ocranoBa 6yzer o603HaueHa 3HaukoM @.

3. YcraHoBuTe APpyrve TOYKU OCTAHOBA dHAJIOTUYHBIM O6p830M.

Ecmm tpebyetcs ynanuTh Kakyro-Inb0 TOYKY OCTAaHOBA, IIEJKHUTE M0 He MBIIIBIO.
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= Pegaktop makpokomMaHg

Makpokomadaa 1
Makpokomarnga 2

Makpokomanaa 3

1 range = document:getRange();
startPos = range:getBeqin();

textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MonOduc!");

Pucynok 418 — Touka ocraHoBa

,HJ'[F[ OTJIAAKHU MdKPOKOMAH/IbI BBIIIOJITHUTE Cileyronire JIEeUCTBUS:

1. Haxmure kHomky £* Ormaaute (cM. Pucyrok 419). 3amyCTHTCS MpoIeccC OTIamKu

MdKPOKOMdH/IbI.

Ecm B Tekcre MdKPOKOMdHJbBI COJOEPXKATCAd TOYKKM OCTdHOBA,

TO IIponecC OTJIaAKKU OCTAHOBUTCA Hd CTPOKe, KOTOpdd COHAep’XHUT IIepBYI0O TOYKY.

Ecmm Touku ocTaHOBa OTCYTCTBYIOT, TO IIPOLIECC OTJIQJIKM OCTAaHOBMTCS Ha IIepBOM

CTPOKe MaKpPOKOMAdH/IbI.

= Pepaktop makpokomaHg

Makpokomaraa 1

Makpokomanaa 2

Makpokomanaa 3

+

1 range = document:getRange();
startPos = range:getBegin();

@ textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = truse;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

' BrinoaHuTE 3? OTtnagnte

Pucynok 419 — Knonka OTiaanuTh

2. Jlns yripaBieHus 1IaraMu OTJIafIKK UCIIOJNIb3YUTe ciiefyoliyie KHONKY (cM. PucyHok 420):

1]
=, (IIIar ¢ 3ax0/10M) — BBIMOJIHUTb OJIMH IIAT OTJAJKK WM 3aXOJl B Tejo (YHKITHH,

eCJIM TaKOBa4 eCThb B TBKYHIBIZ IIO3UIIHUHU OTJIaJKH;

ny (IITar ¢ 06x0moM) — BBITIOJIHATE OJIMH IIIAr OTJIAKU 6e3 3axojia B TeJI0 PYHKITUH;
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1= (IIlar ¢ BBIXOIOM) — IIPOJIOJDKWTH BBITIOJIHEHWE MaKpPOKOMaH/bl 10 MOMEHTa

BbIXO/JIa M3 PYHKIMHU, B KOTOPOM OTJIAJUUK HAXOJUTCS B TEKYIeH MO3UIIUH.

B Iponecce OTJIaAKU B OKHe peldKTOpPd MdKPOKOMaH/] OTO6pa)KaIOTCSI aregyromiye obacTu:

— BeImosiHeHMe — OKHO TSI BBIBOJIa COOOITIEHUH BO BPeMSI OTJIaIKH;

— CTek BBI30BOB — OKHO CTeKa BBI3OBOB;

— HEPEMEHHBIE — OKHO BBIBOJIa 3HAYEHWH JIOKAJIbHBIX H r7106aIbHBIX IIepeMeHHEIX,

AOCTYIIHBIX Ha TeKylleM I[iare BbIIIOJIHEHHUSA MdKPOKOMAH/bI. Ecmm 0T06pa>KaeMa${

IepeMeHHas IpeacTaBJideT U3 cebs Ta6mmy NJIM MACCHUB, TO IIPpXU HAXXATHUH KHOIIKH ™,

paCHOHOXEHHOﬁ CJieBa OT UMEeHHN HEPEMBHHOﬁ, HAOCTYIIeH IIpOCMOTp ee COAep>KUMOro B

Pa3BeEpHYTOM BU/IE.

= Pepaktop makpokomaHg

Makpokomanaa 1
Makporomanga 2 @

Makporomanga 3

+ —
P Euinonnuts l? Ornaavre [ =) 7} 1=

range = document:getRange();
startPos = range:getBegin();

textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;

range: setTextProperties(textProp);
startPos:insertText("MolOduc!");

BrinoaHeHwe... CTex Bu30B0B MNepemeHHbie
main()#up:1 NokanbHeie
[noBanbHeie
textProp = (DocumentAPl.TextProperties)
range = (DocumentAPl.Range)
startFPos = (DocumentAPl.Position)
Pucynok 420 — Omiiajika MaKpOKOMaH/IbI

OTJIaI[Ka 3aBepiIaeTcsd IIpyu JOCTUXKeHHKW KOHIld MdKPOKOMaH/IbI.

Eciu  TpeGyercs mpepBaTh IpOLECC OTMAAKH, Haxkvure KHOnky @ (OcCTaHOBHTH

MaKpPOKOMAaHAY).
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4.16.1.6 Yaanuts MakpoKOMaHAY

YTo6B! yIaMUTh MaKPOKOMAHTy, BBIIIOJIHUTE CJIe/IyIOlIe JeHCTBUS:
1. BribepuTe MakpoKOMaHAy OAHUM U3 CJIEAYIOIIUX CIIOCODOOB:
— Bruibepute nyHkT KoMaHAHOrO MeHI0 MHCTpyMeHTHI > PepakTop MakpokoMaH[
(cm. Pucynok 421). B okHe pemakTopa MaKpOKOMaHJ BHIJENUTE TpebyeMyro

MaKpPOKOMaHJy B crivicke (cM. PucyHok 423).

WHctpymedtsr Bug  OBwwni goctyn  Hagetpoikw

OrobpaxeHne MCNPABNEHWA W KOMMEHTApWEE  #
Mpaecnucanne r

Hactpaveaemmii cioeaps
zmeEHUTE A3BIK. .

PenakTop MakpokoMaHg

Pucynok 421 — [lynkT koMaH[IHOTO MeHIO PeakTop MakpokoMaHy

— Ha 6okoBoil maHeyn HaXXMUTe KHonKy® (Makpoxomannsl) (cM. PucyHok 422).

Ha manenu paboThl C MaKpOKOMaHJaMH HaBe[UTe KypCOp MBI HAa Ha3BaHUe

TpebyeMOl MakKpOKOMaH/Ibl ¥ HaXXMHUTe KHONIKY °  (Emme). B Beimamaromem cnmcke

BbIOepuTe koMaHy PegakTupoBaTh.

— MakpokomaHabl Q

Hoean MaKpOKOMaHLa @

Makpokomanaa 1 [

Penaktpoeate I},

JobaenTe B M30paHHoe ¥

Pucynok 422 — Ilanens paboThl ¢ MaKpPOKOMaHJaMU
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2. B okHe pemakTopa MaKpOKOMaH]I HAXKMHUTe KHOIIKY — (cM. PucyHok 423).

— PepakTop makpokomaHg

Makpokomadaa 1
Makpokomarnaa 2

Makpokomanaa 3

+ _—

P BuinosnuTs 1"* Otnagute

range = document:getRange();
startPos = range:getBeqgin();

textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOdiuc!");

Pucynok 423 — Y nasnenve MakpoKOMaH/Ibl

3. B OTKpBIBIIEMCS OKHe IIOATBeprTe y/iajleHrhe MaKpOKOMaH/IbI.

4.16.1.7 IIpocmoTpers ko VBA-Mmakpoca

B npunoxennn «MoitOduc Tekct» HemoctyneH 3anmyck VBA-MakpocoB, CO3IaHHBIX

B

Microsoft Word. Ho Bbl Moxkere mpocmoTrpeTh koja VBA-makpocoB, KOTOpble cojiepKaTcsl B

JIOKyMeHTe, U IlepelucaTh UX Ha s3blke Lua.

s mpocmotpa poctynHel VBA-Makpocsl,

Microsoft Word.

Yto06bI MpocMOTpeTh U NiepenucaTh Koj, VBA-Makpoca, BHITOIHUTE CIleyIoIIue 1eUCTBUS:

1. Otkporite DOCM-n10KyMeHT.

COXpaHeHHbIe B TeKyleM JOKyMeHTe

2. Broibepure Lua-makpoc ¢ HazBaHueM VBA-Mofyiisi, B KOTOPOM COJEP>KUTCS TpebyeMblit

VBA-makpoc. Hanpumep, eciu VBA-makpoc Macrol conepxurcs B VBA-monyie

Modulel, BriGepute Lua-makpoc Modulel. [1ns Bbibopa Lua-makpoca BeINONHUTE

OIHO U3 CJIIeAYIOIUX NeUCTBUIL:

— Bribepute nyHKT koMaHHOrO MeHI0 UHCTpyMeHTHI > PemakTop MakpokoMaHJ

(cm. Pucynok 421). B okHe penakropa MakpokoMmaHj (cM. PucyHok 424) Buibepure

Tpebyemsiii Lua-makpoc.
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= Pegaktop MakpokomaHg x

1 -- BeeguTe BalW Kog Lua 3geck
Modulel

Module2
-- 3anyck MakpokoMardg VBA He nogfepwuBaeTcA

Optien Explicit
Sub RemoveExcessiveEnters()

Dim lineBreakSearchRegExp As String
lineBreakSearchRegExp = GetlineBreakSearchRegExp()

+ - W
bBbII'IOHHHTb &OTJIE,{I,HTb [:] w, )} =

PesynbTar:

Pucynok 424 — PefakTop MakKpOKOMaH/

— Ha OoxkoBo¥M maHenu HaKMHTE KHOHKy@ (Makpoxomannsl) (cM. Pucynok 425).

Ha manenu pa60TI)I C MdKPOKOMaH[JdaMH HaBeaWTe KYpCOp MbIIIHM Hd Ha3BaHHE

Tpebyemoro Lua-makpoca u HaxkmuTe kHOnKy * (Eme). B Bbimajaroiem crvcke

BbIOeprTe koMaH/ly PemakTHpoBaTh.

- MakpokomaHAbl Q

Hoean MaKpoOKOMaHLa @

Nowck

Maodule 1 >

PenakTnpoBate

[

JobaeuTe B M3bpaHHoe ¥

Pucynoxk 425 — Ilanens paboTbl ¢ MaKpOKOMaHJaMU

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MWy, 2013-2025 378



MonOdonc

3. B okHe pemakTopa MakKpokoMaHA o0TOOpasuTcsi ko VBA-MakpocoB, KOTOpbIe
coziepxkatcsi B cooTBercTBytomeM VBA-monyne (cMm. Pucynok 424). Ilepenummre kof
Tpebyemoro VBA-makpoca Ha s13bike Lua.

4. 3akpouTe OKHO peJJaKkTOpa MaKpOKOMaH/I.

5. Coxpanure mokymeHT B ¢dopmare DOCX c momompio kKoMaHnbl CoXpaHHTH Kak

(c™m. pazpen 4.1.9.1).

B ucxonnom DOCM-pnokyMeHTe BHECEHHbIE U3MEHeHUs He COXPAHSIIOTCSI.

4.16.2 Hapcrpoiiku

Kak npaBwio, HaJICTPOMKU CO3[1al0TCSl CTOPOHHUMM Pa3paboTyMKaMy Y IIpe/IHa3HAvaloTCs
IUIsl  pacuvpeHus: (yHKIMOHAJIBHBIX BO3MOXKHOCTEM TeKCTOBOrO pefakTopa. Pabora c
HAJICTPOMKaMu MNoApobHo omucaHa B JokyMeHTe «MonOduc Kommnekt Cpencts PazpaboTtku
(SDK). Mogynu Hagcrpoek pefiaktopoB MoitOduc. PykoBOoACTBO POrpaMMUCTa.

J11s1 McI10J1b30BaHKS HAZICTPOMKY HEOOXO0AUMO:

1. Ilomyuuts y padpaborumnka ¢aii HaJCTPOMKY C paciivipeHreM ¥.mox.

2. YCTaHOBUTb HaJICTPOUKY.

3. 3amycTUTh HAJICTPOMKY C ITOMOIIbI0 KOMaHHOTO MeHI0 « MonOduc TekcTy.

4.16.2.1 YcraHoBUTH HAICTPOIKY

daiisn HaICTPOMKKU MOXKeT paclioyiaraTbCs B JIFOOOM Ianke Ha KOMIIBIOTepe.
YTo6b!I BEIOpaTh (a1 HaICTPOMKHU ISl YCTAaHOBKH, BBIIIOJIHUTE CIIeYIOLIMe IeHCTBUS:
1. B xomaHgHOM MeHIO BbibepuTe NmyHKT HapmcTpoiiku > YnpasieHue HaaCTpOHKaMHU

(cm. Pucynok 426).

Hagctpoikn  Cnpaeka

¥npaeneHwne HagcTpoRKaMKM

Pucynok 426 — Komananoe menio Hapcrpoiikn

2. B oxHe YmnpaBiieHue HaJICTPOMKAMH Ha)XMUTe KHOTIKY Y CTaHOBUTH (cM. PucyHok 427)/

YcranoBurs HapcTpoiKy (cM. PrucyHok 428).
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¥npaenenue HagcTpoikamn

HaacTpoliku oTcyTCTByoT
YcTaHoBMTe Ha,qcrpoﬁKy, 1 OHa NOABWMTCA 34ecCk.

| YeTaHoBWTE |

PucyHok 427 — Bup okHa YrnpaBiieHHe HaJiCTpOHKaMH 6e3 yCTaHOBJIEHHBIX HAJICTPOEK

¥npaeneHue HagcTpofkamn

>

YeTaHOBUTE MOXHO TONBKO Ha,ﬂ,CTpOﬁKH, noancaHHBIE YeTaHOBWTE Ha,qcrpoﬁr;y

BaliHbIM CEpTHq}HKaTDM.

@ Mogpobree

u Ycranomnena HaacTpolika 1.0.0 CeegeHna

Het onwcaHwmA.

Cratycel HagcTpoek nposepers B 16:13

]

Pucynok 428 — Bus okHa YrnipaBiieHHe HaICTPOHKaMM C yCTaHOBJIEHHBIMU Ha/ICTPOMKaMH

3. B okne ¢aiinoBoro MeHemkepa BeloepuTe Gaiyl HaZICTPOUKH.
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OTtkpoetcst okHO Y cTaHOBKA HaICTPOiKH (cM. PrucyHok 429).

YcTaHoBKa HAACTROHKK *

u Path to file

HapcTpoiika rotToea K ycTaHoOBKe, XOTUTE NPOgOMKITE?

Hapctpoiika: Path to file
PacnonoxeHnwne: Ci/Users/user/Desktop/Ext...ion_sert/Path_to_file mox
PazpaBoTunk: Tectoewlid ceptudmkar MoROdwe RSA Hagerp. 1

[Nokazate nogpobHoCTK OTMeHa [MpogonxwTe

Pucynok 429 — OxHo Y cTaHOBKa HA/ICTPOHKH

[To ymomyanuio npusnoxenue «MoitOduc Tabmuua» npemycmarpuBaeT paboTy TOJBKO C
HAJICTPOMKaMH, IOJINMUCAHHBIMUA JIeMCTBUTENIbHBIM cepThuduKaToM. HeBanuaHble HaJCTPONKU
6JIOKMPYIOTCSI, IOCKOJIbKY OHU SIBJISIFOTCSI IIOTEHI[MAIbHO OMACHBIMU JJIsSI CHUCTEMBI.

Eciu BbpiOpaHHass HaACTpoMKa HeBalMWHA, TO B OKHe YCTaHOBKA HAJCTPOHKH
oToOpaxkaeTcss COOTBeTCTByMoIlee coobieHue (cM. Pucynok 430). Yrtobbl mpocMoTpeThb
noApobHyo uHpopMalio 06 ommbke Wid cepTudUKaTe pa3paboTyMKa, HaXXMHUTE KHOIKY
Iloxazate mompodHocTH. Haxmure kHOonky BeidpaTh apyryio, uyToObl BbIOpaTh OPYTyIO

HaHCTpOﬁKy AJIs1 YCTAHOBKH.

YcTaHOBKE HAACTPORKK >

° HeBO3MOXHO YCTaHOBUTL HaACTPOIAKY

3Ta HagcTpoika HeBe3oMacHa, Tak Kak He WMEeeT BanmaHoro cepTrudukara.

HagcTpoika: Path to file
PacnonoxeHwne: C:/Users/Katia/Path_to_file.mox
PazpaBoTunk: Tectoeblin ceptudukar MolOdue RSA Hagerp. 1

MokasaTe NnoapobHocT Bribpate apyryo... 3aKkpbITb

Pucynok 430 — BriokvpoBka HeBaJTUAHOM HAJICTPOUKH
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Eciu 65i0kvMpoBKka HeBaMMAHBIX HAJCTPOEK OTKJIIOUYeHAa HAa YpOBHE aJIMUHHCTPATOpa, TO

TaKHe HHHCTpOﬁKH MO>KHO YCTaHOBHUTb dHaJIOTUYHO BAJIMJITHBIM HaHCTpOﬁKaM.

Komnanwmsa ((MOﬁOCbHC)) He HeceT OTBeTCTBeHHOCTH 34 JII0Oble HeraTUBHEIe II0CIIe JCTBHAI,

+ HACTyIIMBIIKE OT KMCIIOJIb30BAHHKA YCTAHOBJIEHHLIX HEBaIMJHBIX HA/ICTPOEK WM HaIACTPOEeK

CTOPOHHHUX Pa3pabOTYUKOB.

Ecny BeibpaHHas HaJCTpoMKa BajlMHA, TO B OKHe Y CTaHOBKa HAJICTPOMKH 0TOOpaXkaeTcs
coobmenue: «Hancrpoiika roroBa K ycTraHOBKe. XOTHUTe MPOAODKUTH?» (cM. PucyHok 429).
Haxmure kHonky IIpogomxuTs.

B oxue JIunensuonHoe coryamenue (cM. PucyHok 431) BHUMAaTeIbHO O3HAKOMbBTECH C
TEeKCTOM JIMIIeH3UOHHOI'O corviamieHus. Eciau Bel corylacHel C yCJIOBHSIMHA HCIIOJIb30BAHUS

IMIpOrpaMMHOIo O6€CH€‘I€HI/IH, H3JI0KEeHHBbIMHU B IdHHOM JOKYMeHTe, HA’KMHUTe KHOIIKY HpI/IHHTI).

g ﬂMLI,EH_"MDHHDE COornaweHne X

BHumaTeneHo I'IpOHHTEﬁTE' chefyowes NuueH3noHHoe cornalweHne

lMepes wcnonssosanuen Mporpamnoro oBecneyenus, noxanyicra,
O3IHAKOMBTECH € YCAOBUAMM HUXECAELyrolero STLEHMoRHOMO
cornawenun, Moboe ucnonsiosanme Bamu [porpavmnoro obecneuenua
03HAYAET NOAHOE ¥ BE30roBOPOYHOE NPMHATHE Banu yerosuii
HACTORWErD STMUEHIMOHROMO CorNallenma.

Ecma But ne npurumaete yenosna STALEHIMORHONO COrNawWenna 8 NoaHoM
obvene, Boi He uneeTe npaso wenoassosars [porpamvroe obecnevenne s
Kakux-mmBeo yetax v kakmm-anbo cnocobom,

Hacromuee lnyensmonnoe cornawenne NPeqyCMaTPHEAET PAZTHYHbIE
YEMOBMA HENONBIOBAHHA B JABMCHMOCTH oT YeTanosnennoro y Bac
lMparpasvmuore ofecneuenna v Buga nprobSperernoi Muyenzmm,

B HacToawem JIULEHIMOHHOM COrRAEHWM YKA3aHHbIE HUXE
TEPMUHE M ONpeAeNeHiA, HaYMHAIOWMECA ¢ 3arfaBHol ByKBsI,
MMEIOT CABAYIOW Me 3HAUEHHA (BHE 3aBUCHMMOCTM OT YKcAa Anbo
nafexa, B KOTOPbIX WCNONL3YIOTCA TAKUE TEPMUHBI 1
onpegeneHuA):

«[porpammHoe obecnedeHues - NpegcTaEneHHaA B 0B BEKTHEHON
$OpME COBOKYTHOCTE A8HHBIX W KOMAHA, NPegHasHaYEHHBIX 4R
dyHkUMeHWposanna JBM 1 gpyrux koMnBOTERHBIX YCTROWCTE B LEAAX
Noay4YeHWA CNpeaeneHHore PesyALTaTa, B YaA NOAroToBMTENbHEIE
MATEQWATEL, NOAYUEHHEE B Xo4e paspaboteu Mperpammioro
oBECNEYEHIMA, M NOPOMAAEMEIE UM 3YSNOBMIYANEHEIE OTOBpakEHNR,

«KnuenTckoe nporpammuoe obecnederines - MporpammHoe
UEECI'IEHEHME, npesHasHa4YeHHoe 40A YeTaHoBKM Ha yCTpUﬁCTBEX C LUeneto
BbINOAHEHWA DI'IFI‘E,D,E}'IEHHbI)( 3afaM, M paccYMTaHHOE Ha

HENOCPELCTEEHHOE BSEMMD,EI,EI‘?CTBHE ¢ MNonbsoeatenamm rlpDI'pEMMHUI'D
UEECI'IEHEHHH, B TOM HWCAE NOCPEACTEOM CNELUWANEHO-BRIAENEHHBIX W

Pucynok 431 — OxHo JIuneH3Hu0HHOE COTJIalIeHme
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B okHe YnpaBiieHue HafACTPOMKAMHU 0TOOPA3UTCS CTPOKa HAACTPOUKU (CM. PrucyHok 432).
Yrobsl IpocMOTpeTh NOAPOOHYI0 MHGOPMAILHMI0O 00 YCTAHOBJIEHHOM HAJCTPOMKe, HAXKMUTEe B ee
CTpoke KHOIIKY CBefieHus.

ITpy ycremHo# ycTaHOBKe B CTPOKe HAJICTPOMKM OTOOpaXkaeTcsl CTaTyC «YCTaHOBIIEHa».

YToOBI 3aITyCTUTH HAZICTPOKMKY, BLITIOJIHUATE JIEMCTBUS, ONMCAHHBIE B paszene 4.16.2.2.

¥npaeneHue HagcTpokamm >

YCTaHOBWTE MOXHO TONLKO HaACTPORKM, NOANMCAHHbIE YCTaHOBWUTE HaACTPOIiKY

BanaHBIM CEpTHq}HKETDM.

& Mogpobhee
Yeranoenena Path to file 1.00 CeeneHnsa OTtkmounte [
HeTt onwcaHwa,

Cratycel HagcTpoek npoeepedsl & 16:13

Pucynok 432 — Ctpoka HaJICTPOMKHU

4.16.2.2 3anmycTUTH HAJICTPOUKY

[Tocne ycrmemnmHOM yCTaHOBKM HAACTPOMKM B pa3fesn KoMmaHaHoro MeHio Hancrpoiiku
nobaBisieTcsl KOMaHIa /Jis ee 3amycka (cM. PucyHok 433).
YToOBI 3amyCTUTh HAJICTPOMKY, BbIOEpUTe NYHKT KOMaHaHOro MeHio Hapacrpoiiku >

HaszBanue HagcTpoiiku > KoMaH/a 151 3a1yCcKa HaJICTPOMKH.

Hagctpoikn | Cnpaska

Path to file ¥ Path To File

¥npaeneHwe HaACTROMKAMI 1— —_
pa ACTPO Ja— = ==

Pucynok 433 — Komanpa Jy1st 3amycka HaJICTPOMKH
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4.16.2.3 ABTOMaTHYeCKOE OTKJIIOUYeHHe HAJICTPOeK

HeBanmunHble HaJACTPOMKKA aBTOMAaTUYeCKW OTKJIIOYAIOTCS IIpU OOHOBJIEHWM Bepcuu
HaCTOJIbHBIX pellakTopoB «MoiOducy», npu kaxaoM Bxojie B npuwioxenus «MoiOduc Texkcr» u
«MoiiOduc Tabnuia», a Takke B TeUeHHe 4Yaca IMOC/ie OKOHYaHHUs CPOKa JIEMCTBUSI cepTUdHUKaTa.
BxytounTh Takue HaJCTPOMKU BPYUYHYIO MOXKHO TOJIBKO IIPU OTKJIFOYEHHOW aJIMHHUCTPaTOpPOM
6JI0KMPOBKe HeBaJIMAHBIX HAJICTPOEK.

Ecnmy BanupHas HajcTpoika Obula OTKJIIOYEHA M B TedeHMe TeKyllel cecCMM paboTsl C
IIPWIO)KeHreM IiepecTaia ObITh BaJIMIHOM, TO IIPY IOIBITKE BKIIOYEHMUSL:

— HAJICTPOMKA He BKJI0YaeTCH;

— OTKpBIBAeTCs IUAJIOroBOe OKHO C IOAPOOHBIM ONKWCaHWeM IPUYMHBI, 0 KOTOPOH

HEBO3MO)KHO BKJIIOUMTh HAJICTPOUKY;
— KHOIIKA BKJIIOUeHUs OJIOKUpYyeTCs;
— B CTpPOKe HAJICTPOMKM OToOpaXkaeTCsi KpaTKOe OIMCaHWe IPUYMHBL, II0 KOTOPOH

HeBO3MO>XHO BKIIIOUYHUTH HaHCTpOfIKy.

B nmaHHOM BepcuM NPUIOXKEHUS! He BBINOJIHSeTCs [IPOBepKa BKIIIOYeHHBIX HA/CTPOeK IpU

3amycke (cM. pazzen 4.16.2.2).

BanmuiHOCTE yCTaHOBIIEHHBIX HAJICTPOEK IpOBepsieTCsl OJWH pa3 B 4ac. Bpems mnocienHen
ITPOBEPKH MO>KHO YBHJIETh B HUKHEW YaCTH OKHa Y IpaBJieHHe HaJACTpoiikamu (cM. PucyHok 432).

[Ipunoxenve «MorO¢uc Tekcr» OTCIeXUBaeT CPOKU JAENCTBUS CepTUPUKATOB
YCTAaHOBJIEHHBIX Ha/icTpoek. 3a 14 nHel 10 OKOHYAHWSI CPOKA [IeHMCTBUS TOSIBUTCS OaHHEp C
yBeJlOMJIeHMeM U UWHpopMalyed O BpeMeHU MWCTeYeHUs Cpoka JAercTBUs. YToObl y3HaATh

MOAPOOHOCTH, HAKMHUTE KHOIIKY YIIpaBJjieHHe HaJICTPOMKaMM Ha OaHHepe.

4.16.2.4 BxiounTh WM OTKJIIOYUTH HAACTPOMKY

Y cTaHOBIEHHBIE HAJICTPOMKH MOXKHO OTKJTIOYATh M BKJIIOYATh BPYUYHYIO.

Ecmm HapcTpoiika BKIIIOUeHa, TO B pasjieiie komaHAHOTo MeHI0o Hamgcrpoiiku oTobpakaeTcst
KOMaH/a yis ee 3amycka (cMm. Pucynok 433). Ecnu HafcTpoiika OTK/IIOYeHa, TO KOMaHa i ee
3arycka He 0TOOpakaeTcsl.

YTOOBI OTKIIIOUUTD WK BKIFOYUTH HAJICTPOUKY, BBITIOJTHUATE CJIeIyIolIre JeHCTBHUS:

1. B xomaHgHOM MeHIO BbibepuTe nmyHKT HanmcTpoiiku > YnpasieHue HaaCTpOMKaMHU

(cm. Pucynok 433).
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2. OTwiTrounTe/BKITIOUNTE HAZICTPOHUKY OJTHUM M3 CIIeAYIOIMIMNX CIIOCOOOB:
— B oxHe YmnpapiieHHe HaJCTPOMKAMH, B CTPOKe HAJCTPOMKHA HAXXMHUTe KHOIIKY

Orxmounts / Bkwounts (cM. PucyHok 434).

¥npaeneHue HagcTpolikamm X

YCTAHOBWTE MOXHO TOMBKO HAACTPORKW, NOANWCAHHEIE YCTaHOBUTL HaaCTpoiiky

BanWuiHBIM CE'pTHd}Ir'I KATOM.

MoapobHee

n YcTaHoBneHa Path 'tO ﬂle 1.0.0 [:E'E,ﬂEHMH OTKARYATE @

HeT onucaHwWA.

Pucynok 434 — OTkittoueHre HaJICTPOUKU

— B okHe YmpaBieHue HaACTpPOHKaMM, B CTPOKe HAJCTPOWKM HaXMHTe KHOIKY
CBenenus (cM. PucyHok 434). B oTkpbiBITlIeMcsi OkHe YTIpaBjIeHHe HaJICTPOMKaMH

HakmuTe KHONIKY OTKounTh / Brmounts (cM. PucyHok 435).

¥YnpasneHue HagcTpoHKanm X

&« n Path to file Otknrounts | W

Onucanne

PaspaboTunk

TectoBwlii cepTudukatr MoROdwuc RSA HagcTp. 1

WH$opmauma o cepTndukare

Bepcua
1.0.0

Pazmep

404 B

Hpuanueckan nndopmanna

.ﬂl-'1Ll,EH3IJ10HHDE cornaweHme

Pucynok 435 — OTkiTtoueHre HaJICTPOUKHU
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Eciu HajcTpoiika OTKIIFOUEHa, TO MOCJIe ee Ha3BaHUS OTOOpaXKaeTCsl HAAIKCh (OTKJIIOYeHO)

(cm. Pucynok 436).

¥npaenenne HagcTpoikamn >

YCTaHOBMTE MOXHO TOBKD HAACTPORKKW, NoANUCaHHbIE YCTaHOBWUTE HaACTPOiiKy

BaNMAHBIM cepmdaw(amm.

(7) MoapoBHee

Het onrcaHKa,

n Path to file (oTkao4eHO) 1.00 CeeneHnA |

Pucynok 436 — Hazicrpoiika oTK/II0ueHa

4.16.2.5 O0HOBUTH BepCHI0 HAICTPOMKH

YT0oOBbI 0OHOBUTDH HAZICTPOMKY, BHITIOJIHUTE CJIeAYIOIINe IeUCTBUS:
1. Pa3mecTuTe B /1I000M Marnke Ha KOMITbIOTepe (ailyl HOBOM BepCHUH HAJICTPOHKH.

2. YcraHOBUTe HOBYIO Bepcuio (CM. pasfien 4.16.2.1).

[Tpu ycnemHoM OOHOBJIEHHWH B CTpPOKe HAJICTPOMKU OTOOpasuTcs cratyc «(O6HOBeHa»

(cm. Pucynok 437).

¥npaeneHue HagcTpokamm >

YCTaHOBWTE MOXHO TONLKO HaACTPORKM, NOANMCAHHbIE YCTaHOBWUTE HaACTPOIiKY

BanaHBIM CEpTHq}HKaTDM.

& Mogpobhee
O6Hoenena Path to file 1.1.0 CeegeHnd OTKNHOYMHUTE (]
Het onmcaHuMa,

Pucynok 437 — Hancrpoiika o6HOBIIeHa
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4.16.2.6 Yaanuts HaaCTPOUKY

YT06B! yIanUTh HAZICTPOUKY, BBIIIOJIHUTE CJIeIyIOIIe IeHCTBUS:
1. B xomaHynHOM MeHIO BbibepuTe NyHKT HapcTpoiiku > YnpaBieHHe HaJCTPOMKaMH

(cm. Pucynok 438).

Hagctpoikw |~ Cnpaeka

Hapctpoiika ’

¥npaeneHue HagcTpoikamm

Pucynok 438 — Komanaaoe mento Hapcrpoiiku
2. Ynanurte HaJICTPOUMKY OJTHKMM U3 CJIeIyIOIUX CIIOCOOO0B:

— B oxHe YmnpasiieHue HaJCTpPOHKaMHU, B CTPOKe TpeOyeMoOl HaZCTPOMKU HaXXKMHTe

KHOTIKY [1] (cM. PucyHok 439).

¥npaeneHwe HagcTpoikamMm >

YCTaHOBUTL MOXHO TOMLKO HaACTPORKW, NOANWCaHHbLIE YCTaHOBWUTE HaACTPOIiKY

BanaHBIM CEpTHq}HKETDM.

& Mogpobhee
Yeranoenena Path to file 1.00 Ceenennas  OTKMOYUTE
HeTt onwcaHwa,

CraTycel HagcTpoek npoeepeds 6 16:13

Pucynok 439 — V naneHue HaJCTPOUKU

— B okHe YmpaBieHue HaACTpPOHKaMHM, B CTPOKe HaJCTPOWKM HaXXMUTe KHOIKY
Caenenus (cM. PucyHnok 439). B oTkpeiBIleMcsi okHe YTipaBjieHHe HafICTPOMKaMH

HaXMHTE KHOTKY ] (cM. Pucynok 440).
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¥npaeneHue HagcTpoRKaMM *

<« n Path to file OTKAKOUUTE

Onucanme

PazpaboTunk
Tectoewld ceptudukar MolOduc RSA HaacTp. 1

MHdopmauma o cepTudmkare

Bepcua
1.0.0

Pasmep

404 B

Hpuawnueckan nadopmaymna

ﬂI-ﬂLI,EH3IJ10HHDE cornaweHue

Pucynok 440 — Y naneHnue HafiCTpPOUKU

3. B puamoroBomM okHe c coobuieHueM «Bbl [elCTBUTENbHO XOTWUTe YAAIUTh OTY

HaZCcTpouky?» HaxkmuTe KHOTIKY OK (cM. PucyHok 441).

Haacrpoiika =

1 Bbl AeACTBMTEABHO XOTUTE
: YAanuTb 3Ty HaACTPOWKY?

Pucynok 441 — JluanoroBoe okHO

B xomananoMm mento HaacTpoiiku yjanutcs KoMaH/a [yis 3allyCKa HaZICTPOUKH.
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4.17 3amuTa MOKyMeHTa

4.17.1 3amura MOKyMeHTa nmapoJieM

Hoxyment B ¢dopmate DOCX, ODT mmm XODT, x xoTopomy TpebyeTcsi OrpaHUYUTD
JOCTYTI TIOJIb30BaTesield, MOXKHO 3alllUTHTh MaposieM. [laposib 3ampamvBaeTcss NMPH OTKPBITUA

JOKyYMEHTd.

Pabora c JOKYMEHTAMH, 3dlIUIIEeHHbIMA IIdpojieM, He TIM[IOAHEp>XHUBJeTCA B obiake

(cm. paspern 4.15).

Eciyv nokyMeHT 3amuineH IapojieM B CTOPOHHEM IIPWIOXKeHHH, TO paboTa C HUM
OCYIIECTBJISIETCS. aHAJIOTMYHO paboTe C [JOKYMEHTOM, 3alUIleHHbIM I1apojieM B IPUIIOXKeHUH

«MonOduc TekcT».

4.17.1.1 YcraHoBUTH IApOJIb

YroOBl yCTAaHOBUTH IIAPOJIb HA OTKPBITHE JOKYMEHTA, BBIIIOJIHUTe CllefyIolIye AelCTBUS:
1. OrtkpoiiTe OKyMeHT, AJi1 KOTOPOro He06X0/IMMO YCTaHOBUTH 1apOJIb.

2. Bribepure myHKT KOMaHAHOTO MeHio Paiin > 3agaTh mapossb (cM. PucyHok 442).

Daitn  [lpaeka Beraska @opumar  MHctpyme

[ Cosgate Ctrl+N

Cozgate no wabnony...

[ Omxpoits... Ctrl+0
OrmkpbiTe B 0Bnake... Ctrl+5Shift+0
HegaeHuwe fqokymMeHTEl L
PaGoTa B obnake ¥

ol CoxpanuTe Ctrl+5
CoxpanuTe Kak... F12
ABTOBOCCTAHOBNEHWE L4

Coxpanute wabnoH...

Jagate naponb...

Pucynok 442 — [IyHKT KOMaHTHOTO MeHIO 3aiaTh NapoJb
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3. B okne 3amare mapoamb (cM. PucyHok 443) BBemuTe mapoiib K JIOKYMEHTY U

noaTreepaunTe ero.

B nensx 6e3omacHOCTA BBOAMMBINM Mapojib OTOOpaXkaeTcsli B BUE MapKepoB.
Jlyis oTobpakeHrsi CUMBOJIOB MApOJIsl HAXKMUTe KHOTIKY ¢ B COOTBETCTBYIOIIEM

[10Jie BBOJa.

4. Haxwmure xkHonky OK.

3agats napons X

]

JobaeneHHbli Napons NoTpebyeTcA

BBOAWTE NMPW KaX40M OTKPLITAKM Gaiina.

Mapone:

|

M OATEEHAEHHE NAPonA:

@ MNoTepsnHbii napons He MoxeT BuiTs
poccTaHosneH, [aponb YyscTBMTENEH
K PErMCTRY CHMBOROE.

OTmeHa

Pucynok 443 — Okno 3agaTh mapoJb

[locne 3aBepiieHWsi TPOBEPKM  COBIIAJIeHHUs]  BBEIEHHBIX  JIAHHBIX ~ OTOOPA3UTCS
COOTBeTCTBYIOIIIee yBejoMmyieHHe. CoXpaHUTe JOKYMEHT JIJisl TOATBEPK/IeH s U3MeHeHHUH.

YcTaHOBIeHHBIN IapoJib 6y,I[ET 3dllpalllIMBATLCA IIPWIOXKEHHWeM IIpU KaXIOM ITOBTOPHOM

OTKPBITUU NOKYMEHTA.
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4.17.1.2 A3meHuTH NApOJIH

YT0o6B! MI3MEHUTD 11ApO0JIb HA OTKPBITHE JOKYMEHTA, BBIIIOJIHUTE CIIefyIole 1eHCTBUS:
1. OTkpo¥iTe JOKyMEHT, Uil KOTOPOTO TpebyeTcsl U3MEHUTh I1apoJlb.

2. BoibepuTe MyHKT KOMaHIHOTO MeHI0 Paiin > Ynpasienue mapoyem (cM. PucyHok 444).

Dailn  Mpaeka Bcraeka Qopmar MHcTpyme
[ Cosgats Cirl+N

Co3zgate no wabnoHy...

[= Omepwits.. Ctrl+O
OTmkpeiTe & obaake... Ctrl+Shift+0
HegaeHue gokymeHTH 4
PaGoTa B 0baake L4

& CoxpaHuTh Ctrl+S
CoXpaHWTb Kak... F12
ABTOBOCCTAHOBAEHWE L4

CoxpaHuTb WwabaoH...

¥npaeneHne naposaenm
PI/ICYHOK 444 — HYHKT KOMAHIOHOT'O MeHIO YIIpaBJIEHI/IE mapoJjemM

3. B okHe YmnpagsiieHue nmapoJsieM HaxkMuTe KHONKY M3MeHUTH maposib (cM. PucyHok 445).

¥npaenenne naponem *

]

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

2aLLITY.

Yaanute naponb

MameHuTs na PonE

3akpeITh

Pucynok 445 — OkHo YnpaBiieHue mapoJjiem
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4. B okxHe Mamenuths mapoab (cM. PucyHok 446) BBemuTe TeKyIIWWA IApOJib, HOBBIH

IMMapoOJib U IIOATBEpXKAeHe HOBOI'O I1apOJId.

B neax Oe30macHOCTH BBOJVMBbIM IMapoJib 0To6pa>KaeTc51 B BHJI€ MdPKeEpOB.

Jlyis oTobpakeHrsi CUMBOJIOB MApOJIsl HAXKMUTe KHOTIKY ¢ B COOTBETCTBYIOIIEM

[10Jie BBOJa.

5. Haxwmure kHomky I'oToBo.

FlzmeHnTe naponk

Hazan oTo

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

Pucynok 446 — Oxkao VismeHuTs napoJjsb

ITocne 3dBepIlIeHHnsa ITpOBepKHu COBIIaleHHd BBeJJeHHbIX

JAHHBIX

0TOOpasuTCs

COOTBeTCTBYMOIIIee yBejoMmyieHHe. CoXpaHUTe JOKYMEHT JIJisl TOATBEPK/IeH s U3MeHeHHUH.
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4.17.1.3 Yganuts napoJib

YTo6bI yIAIUTh MTAPOJIb HA OTKPBITHE JJOKYMEHTA, BHITIOJTHUTE CJIeYIOIINe IeHCTBUS:

1. OTkpoiiTe JOKYMEeHT, B KOTOPOM TpeOyeTcsl yIaTUuTh Mapoib.

2. BoibepuTe MyHKT KOMaHIHOTO MeHI0 Paiin > Ynpasienue mapoyem (cM. PucyHok 444).
3. B okHe YnpasjieHHe mapoJieM HOKMUTE KHOIKY Y HaJIMTh Mapojb (cM. PucyHok 445).
4. B okHe YpmanuTh mapouab (cM. PucyHOk 447) BBemuTe TEKYIIMH IMApOJb M HAXKMUTE

kHonKy I'oToBo.

¥ganute napone X

a)

Beegute naponk, UTOBEl CHATL 3al Ty

AOKYMeHTa.

Mapoab:

© Yaanenwe napons nozsoanT pabotats
€ AOKYMEHTOM BCEM, KTO MMEET JOCTYT

K HEMY.

Hazan

Pucynok 447 — OkHo Y panuTh napoJjib

4.17.1.4 OTKpPHITH JTOKYMEHT C IapoJieM

[Tpu oTKpBITUM TOKyMeHTa, KOTOPBIM 3allUilleH MapojieM, Ha 3KpaHe OTOOpakaeTcsl OKHO,
IpeJiCTaBjieHHOe Ha pUCyHKe 448. BBenuTe B JJaHHOM OKHe Iapojib M Haxmure KHonky OK
IUISL IOJITBEPXK/IeHUSI.

Ecny naponb KoppeKkTHBIN, TOKyMeHT OTKpoeTcs B pusioxkeHUH « MoitOduc Tekcry.
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Ecmm maponbs HeKoppekTHBIN, oToOpa3uTcsi coobienue: «HeepHbidi mapomnby. Hakmure

KHOIIKY ¢, YTOOBI OTO6pa3I/ITb CHMBOJIbI I1apoOJIsd U BbIABUTH IMPUYUHY OIMOKHU. 3aTeM BBeguTe

IMapOJib IIOBTOPHO.

KomudgecTBo IONBITOK BBO/ia I1apOJisd He OI'PaHUYEeHO.

JokyMeHT 3aLUMLLEH N3P OAEM

M

OTmeHa

4.17.2 3amura comepKuUMoOro oT U3MeHeHHH

Pucynok 448 — OkHo JIoKyMeHT 3alMIIeH mapojieM

B ocHoBHOM 4YacTh M B KOJIOHTUTYJIaX HOOKYMeHTada MOXHO 3dllIUTUTb OT M3MeHeHUH!

JJIeMEeHThI COAep>XXKUMOT0O, IepedrcCiieHHbIe B Ta6m/1ue 17.

Tabnuna 17 - D1eMeHTHI COIepKUMOro

Tun cogepKUMoro

3a0/10KHpOBaHO

Paspemnieno

Texct

BBog, penaktrpoBaHue,
¢dopMaTUpOBaHUe U yAaleHHe
TeKCTa

H3zobpaxkenue

— Ilepememnienue n300pakeHus;

— H3menHenue pa3mepoB
n300pakeHus;

— Ynanenve n3o0pakeHus

durypa

— Ilepememienue purypsr;

— H3menenue pa3mepoB GUTYPHI;

— Ynanenve Gurypsl

BBop, pemaktrpoBaHue,
¢dopmaTupoBaHue U yajgeHue TeKcTa

BHYTPU PUTypbI
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Tun cogepKUMoro

3ab10KkHpoOBaHO

Paspemieno

Texct B dpurype

BBoj, penaktrpoBaHue,
¢opmaTupoBaHue U ynajgeHue
TeKCTa BHYTPU GUTYPHI

[lepemerienvie GUTypBHI;
H3meHnenune pasmepoB GUTYpHI;

VY nanenve purypel

TekcT B sueiikax TabOIUIILI

— Bgog, penaktrpoBaHue,
¢dopmarrpoBaHue u yaneHue
TeKCTa B 3a06JIOKUPOBAaHHBIX
sgJefKax TabJINIIbI;

— H3meneHue pasmepoB U
yllajleHue CTPOK U CTOJIOLOB, B
KOTOPBIX PacIOI0XKeHbl
3a0JI0KHPOBaHHbIE STYeUKU
TaOJIULILL;

— YnaneHue TaOIUITBI

BBon, penakTupoBanue,
¢dopmaTupoBaHue U ynajgeHue
TeKCTa B IPYTUX siueiiKax
TaOJIULIE;

H3mMeHeHre pa3MepoB U yrajieHue

JIPYTUX CTPOK U CTOJIOIIOB
TaOJIULIE;

BcraBka cTpok u cToNIOI10B

Tabmuia

— BBgog, penaktupoBanue,
¢popmaTupoBaHue TeKCTa B
TabIuIe;

— BcraBka, u3aMeHeHre pa3MepoB
Y yaJieHue CTPOK U CTOJIBIOB;

—  YnaneHwe TabIULBI

4.17.2.1 3aIUTHTL OT U3MEHECHHH

YTtoObbI YCTaHOBHUTDH 3allIUTY OT M3MeHeHUH, BBITIOJTHUTe cleayromiye JIeMCTBUSL:

1. Brimenure Tpebyemoe cofiep>KMMoe JOKyMeHTa:

—  YrobnI 386HOKI/IpOBaTb OT U3MEHEeHUM OAuH 86381_[ TeKCTd, YCTdaHOBHUTe B HEro

KYpCOp, BBIIleJIUTe 4acTh ab3ama wid absan meavrkoM. YTobbl 3a6GI0KMpOBaTh OT

M3MEeHeHWH HeCKOJIbKO 8638H8B, BBIIEJINTE UX IIEeJIMKOM.

— YrtoObbl 3a0/10KMpOBaTh OT HU3MeHeHWW u3obpakeHue WM GUTYpPy, BbIIENUTE ee

II1eJTYKOM MBIIIIH.

— Yrobbl 3abJIOKMPOBATH OT M3MEHEHUH TeKCT B GUrype, BBIIEIWTe ee JABOWHLIM

IIeJTYKOM MBIIIH, a 3aTeM BbIJIeJIMTE B Hel Tp86yeMbeI TEeKCT.

— Yrobbl 3a07I0KMPOBaTh OT W3MEHeHWM TeKCT B OJHOM WM HECKOJIbKUX suerKax

Ta6HI/IHI)I, BBIJIEJINTE JaHHbIE TYEHKHU.

— YroObl 3ab70KMpOBaTh OT HW3MEHEeHWW Tabiuily, BbIAEIUTe [JAaHHYIO TaOIUIly
LIEJTUKOM.

2. Brpibepure nyHKT KOMaHOHOTO MeHi0 IIpaBka > 3amUTHTL OT H3MeHeHUI

(cM. PucyHok 449).
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Mpaeka Bcraeka @opmar  Waorpymente  Bug 06

T OTmeHWTB Ctrl+Z

" MNoetopute Ctrl=¥

&  Boipesats Ctrl+X

Konwpoeats Ctrl=+C

[y Berasuth Ctrl+V
BcTaBuTe ToMBKD TEKCT
BectaewTe w3 Bydepa obumena r

A KonvposaTh dopMaTWpoBaHWe Ctrl=5Shift+C
MprMeHWTE $opMaTHRoBEaHWE Ctrl+5Shift=V
BwaenvTte Bce Ctrl+4
JEWNTHTE OT MIMEHEHMIA
CHATE 3aLMTyY

1 Mowck Ctrl+F

Pucynok 449 — Komangnoe mento IlpaBka

3amuTa Coiep>KMMOro BU3yasibHO IIpeJiCTaB/leHa ClleiyIoIuM 06pa3oMm:

— B 3a6510krpoBaHHOM TeKCTe IBeT Kypcopa MeHsIeTCsl Ha KPaCHBIH.

— Ilpu BeImeneHnu 3a6/I0KMPOBAaHHOTO O0OBEKTA IIBET ero paMKH MEeHsIeTCsl Ha KPaCHBIM.

— Ilpu HaBemeHuMM Kypcopa Ha Mapkep 3a0JIOKMpOBaHHOIO OOBEKTa Kypcop
IIpUHHUMAaET BHUJ @

— Ilpu mombiTke W3MeHeHMs 3a0JIOKMPOBAHHOTO TEKCTA WM OOBeKTa OTOOpaskaercs

BCILJIBIBAIOIIee COO6H.[€HI/I€Z «3JTa 4acThb AOKYMeHTa 3alliuIlieHa OT W3MEeHEeHUN.

4.17.2.2 CHaTB 3alIUTy

YToOBbI CHATH 3allIUTy OT M3MeHeHWH BO BCeM JOKYMeHTe, BblOepuTe ITyHKT KOMaHIHOI'O
menio IIpaBka > CHaTb 3amuTy (cM. Pucynok 450).

YToObl CHATH 3alllUTy OT KM3MeHeHWW /i 4YacTU JIOKyMeHTa, BBINOJHUTE Cleyloliye
JIeriCTBU:

1. Beigenurte TpeGyeMoe cojiepKuUMOe JIOKYMEeHTa.

2. Beoibepute nyHKT koMaHAHOTO MeHio IIpaBka > CHATH 3amuTy.
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Mpaeka Bcraeka @opmar  Waorpymente  Bug 06

T OTmeHWTB Ctrl+Z
*  [loetopuTe Ctrl+¥

&  Boipesats Ctrl+X

Konwpoeats Ctrl=+C

[y Berasuth Ctrl+V
BcTaBuTe ToMBKD TEKCT
BectaewTe w3 Bydepa obumena r

A KonvposaTh dopMaTWpoBaHWe Ctrl=5Shift+C
MprMeHWTE $opMaTHRoBEaHWE Ctrl+5Shift=V
BwaenvTte Bce Ctrl+4

JAWMTHTE OT MIMEHEHMA

CHATE 3aLKTY

Pucynok 450 — Komangnoe mento IlpaBka

4.17.3 DnexTpoHHAsa MOANNICH

HO)IHI/ICBHI/IE HAOKYMEHTOB BHEKTPOHHOﬁ IMOAINMChIO HEAOCTYIIHO IIpr pa60Te B macOS.

B Texymen Bepcun mnpunoxenus «MoiOduc TekcT» HOKyMeHTbI MOXHO IOJAIMCHIBATH
JIBYMsI TUITAMH 3JIeKTPOHHBIX MOATMUCEH:

— HeBugumass BcTpoeHHass moAanuch — He oTobpaxaeTcs B IOKYMeHTe, SIBJISIeTCS
MeTa/IaHHbIMU JIOKyMEHTa.

— OrtcoenuHenHast (OTKpeIlJIeHHas)) TOJMUCh — TIOJIMCh, KOTopas ¢OpMHUPYeTCcs B
otniebHOM datiie. Paill OTCOeJJMHEHHOW TOJIIMCHA Ha3bIBAeTCs KaK IOAITHMCAHHBIN
IOKYMeHT (Ha3BaHHe_JIOKyMeHTa.pacmupeHnue) U nMmeer paciupenve SIG. IIpumep:
Document.odt (moanucanHbiii fokyMeHT) 1 Document.odt.sig (daiin oTcoerHeHHOM
noAnuck). XpaHUTh U TlepechlIaTh cieayeT oba daina. [Ipy HeobxoIMMOCTH TOKYyMEeHT

Y (paiyl 0TCOeJMHEeHHOM NOJNKUCHA MOXHO I1eperMeHOBaTh.

[TopnepxuBaercs pabora ¢ jmokymentamu B ¢opmatax DOCX u ODT, moamucaHHBIMU

3JIeKTPOHHOM MOANMCHIO B NpUsokeHnr Word.
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4.17.3.1 IlopmucaTth JOKYMeHT

B mHacrosimee Bpems mnpuioxkenue «MonOduc Tekcr» mnonamepxuBaeT MNOANUCAHUE
JIOKyMeHTa TOJIbKO OJIHOM mnojnuchkio. [loamucanue JgoKkymMeHTa HECKOJIBKMMU MOAIUCSMUA B
TeKyIllel BepCHUH TTPUIIOXKeHHs HeJIOCTYITHO.

ONeKTPOHHOW TMOANMHMCHI0 MOXHO TOJIUCATh JIOKAJbHBIM AOKyMeHT B ¢dopmate DOCX,
ODT umu XODT.

[lepen Tem, kak mnoAmucaTb HOKYMeHT, ybOequTech, YTO ero COAEep>XUMOe SIBIISIeTCS
oKOHYaTeNIbHbIM. [locse nmonucanus aro0ble M3MeHeHUs! B IOKYMeHTe MOTPeOyIoT ero MOBTOPHOU
ITOJIIIHMCH.

YToOb! moIMCATh JOKYMEHT, BBIIIOJTHUTE CJIelyIollue NerCTBUS:

1. CoxpaHuTe NOKYMEHT.

2. BrblinonHUTe KOMaH/y TOANMUCAHUS IOKYMEHTa OHUM U3 CJIeIyIOIIUX CIIOCOOOB:

— DBroibepute nyHKT KOMaHAHOTO MeHI0 dPaiyn > DJIeKTPpOHHAas NONNHCH >

IToamucare qoxkymenT (cM. PucyHok 451).

ain  [paeka Beraeka @opmat  Mectpymedts Bug  OBwmid goctyn  Hagctpolikw

3 Cosaame =L é D KO Thames v
Co3aate no wabnoHy...
% X K 4 AB
[ Otepwrte... Ctrl+0
WpudT
OTkpwTte B 0Baake... Ctrl=Shift+0
HegaeHwe gokymMeHTsl k
Pabota & obnake r
= Coxpatute Ctrl+5
CoxpaHnTe Kak.. F12
ABTOBOCCTAHOBAEHWE r
CoxpaHnTe wabnoH..,
3dagaTe napok...
SNeKTPOHHAR NogNUcE P Lo [lognwcate AOKYMEHT...
o ) s Ctrl+Shift=P ¥npagneHWe NognucAmn
= Meuars... Ctrl+P
JakpuiTe

Pucynok 451 — [TyakT komaHHOTO MeHO IloamucaTs JOKyMeHT
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— Ecm mokymeHT ObUT MOANKCAH U MOJNKCH ObLTa ynaneHa (cM. pasmen 4.17.3.5),
HO JIOKYMEHT He ObUI 3aKpbIT, OTKpPOWTe IlaHelb JJIEKTPOHHaAsl IOJINCh

(cm. pasnen 4.17.3.2) v Haxkmute kHOonKy IlommucaTs (cM. PucyHok 452).

AaboB AaB6B1 AaB6Bel ... Fjv @ v E

Jaro.ok 1 3aro..ok 2 3aro.ok 3 L1

Bcraska -

= DNeKTpOoHHaA NoAnwuchb Q

il

Mognwucate

@ JokymeHT ewe He nognucad

Pucynok 452 — Knonka Ilognucars

3. B okne c COOGIIIQHI/IGM ((I[OKYMEHT COXpPdaHEH " T'OTOB IJid IOAIIKMCAHHWA» HaXMHTe

kHonKy IIpomomxuTs (cM. PucyHok 453).

JNeKTPOHHAA NoANNCE >

AOKYMEHT coXpaHeéH U roToB
AnA nognncaHWA

Mocne noaAncaHKAa ntofble M3MEHEHWA B

AokyMeHTe noTpebyoT NnoeTopHoro copa
Nognucer,

- —

lMpoponxnTe OTmeHa

Pucynok 453 — OkHo JIokyMeHT COXpaHeH U rOTOB JIJIsI O/ CAHUSI
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4. B oxue IlogmucaThb IOKYMeHT:
— FEcm ceprudukar He BbOpaH, HaXMuTe KHONKY BbIOpaTh cepTHdUKaT

(cMm. PucyHok 454).

MoanucaTe ACKyMEHT *

CepTudukar:

He BribpaH

Bribpate cepTudukar...

JonoAHTENEHBIE HACTPORKK ~

CoXpaHWTe NOANWCE B oTAdensHoM Gaine

Moanucats OTtmena

Pucynok 454 — Knornika Beiopats ceprudgukatr

— FEcmu cepruduxar BeIOpaH, HO TpeOyeTcs BbIOpaThb APYroM, HaXKMUTE KHOIKY

3amenuts ceprudukar (cM. PucyHok 455).

Meanucate gokymMeHt hod
Ceptudmkar:

AnekcaHgp AnekcaHgpoend CMWPHOB
Q Kem Boigaq: OO0 "KPWMNTO-NPO!

) HeaeficTeuTeneH: MCTEK MW HE HACTYNA CPOK ASHCTEM...

3aMeHWTL cepTudrkar..

JonoaHuTenbHbIe HACTPORKK -

CoxpaHWTe Nognuce B oTaensHoMm dbaine

Moanucate OTtmeHa

Pucynok 455 — KHornka 3aMeHHTh cepTHdHUKAT
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5. B oxne Bei6op ceprudukara (cMm. PucyHok 456):

— DBruibepute nenctByomuyi cepTudUKaT 3JIeKTPOHHOM mNoanucu. Ecimu Tpebyercs
IIPOCMOTpPeTb HUHQPOpMAIUI0 O CcepTUdUKaTe, HaXMHUTe B €ro CTPOKe KHOIIKY
Csenenus.

— FEom B Gynymem st NOANKCH AOKYMEHTOB ClleflyeT MCIIOb30BaTh TOJIBKO 3TOT
ceptuduKaT, nocraBbTe ¢piakok Beerna ucnonb3oBaTh BIOpaHHBIN cepTHQUKAT.

— Haxwmure xnonky OK.

BriGop cepTudimkara et

E Anexcanap AnekcaHapoend CMWpHOB
2 Kem BeigaH: 000 "KPMMTO-MPO’

@ HeaeiicteuTtenen: nctek wan He HacT..  CeegeHWR

Anexkcanap AnekcaHapoend CMWpHOB
Kem Beigan: OO0 "KPWITTO-MPO"

)

@ [leiicteutened go 15.08.2023 218 CeegeHunA

Beeraa ncnonb3oBate BeIGpaHHbIA cepTUdukaT

Pucynok 456 — Oxkao Bei0op ceprudukara
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6. B okne ITogmucath qoKymeHT (cM. PrucyHok 457):
— Ecmu pokymenT TpeOyeTcsi moAnMcaTb OTCOEJUHEHHOM MOJANUCHIO, IOCTaBbTe
¢dnaxok CoxpaHUTH NOAIHCH B OT/IEJILHOM ¢aiie.

— Haxwmure kHoriky Ilognucats.

Moanucate AoKyMEHT >

Ceprudmrar:

__ Anekcanap AnekcaHapoend CMMpHOB
9 Kem Beigad: OO0 "KPWMTO-MNPO!

@ leiictemtened go 15.08.2023 218

JamMeHnTh cepTdrKaT...

JonoaHWTeNsHEIE HACTRORKK )

CoxpaHnTe NO4NWCE B OTAensHoM daine

Mognwucate OTtmeHa

Pucynok 457 — Okuo IlogmucaTsb fOKyMeHT

7. B okue Ayrentuduxanus - Kpunrollpo CSP (cm. Pucynok 458):
— BBepuTe nMH-KOJ Ha HOCKTEJIb WM IIAPOJIb HA KOHTeHHep 3JIeKTPOHHOM MOJIITUCH.

— Haxwmure xnonky OK.

[TonpobHoe omucanue paboThl ¢ okHOM AyTteHTHdukanus - Kpumrollpo CSP cm. B

nokymenranuu «KpumrolIpo».

ITocne IMoAINMMCaHUd JOKyYyMEeHTa aBTOMdTUYeCKH Pa3BOPAYMBaeTCsd I1aHeIb BJIEKTPOHHHSI

HOANHCD.
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+ AyTenTudukaumna - Kpuntollpoe C5P et

Crypto-Pro GOST R 34.10-2012 Cryptographic Sernvice Provider 3anpawveaeT naponk
Ha KOHTeHep

CYWTEIBATENE: REGISTRY
HocuTenks: YHUKaNLHOE WMA OTCYTCTEYET
KoHTedHep:

BeeOuTe Naponk: ||

[ ] CoxpaHuTs Naponk B NP 0HEHNN

(] CoxpaHuTs Naponks B CHCTEME

BrIGpaH A3k BEOOA, OTAWYHEIM OT aHMMWACKOTD

Ok OTmeHa

Pucynok 458 — Oxno Ayrentudukanus - Kpunrollpo CSP

4.17.3.2 OTKpPHITH WIH 3aKPBITH NIAHEJb «DJIEKTPOHHAS MOJITHUCH)

[Tanens DnexkrpoHHas moamuck (cM. PucyHok 459) comepXUT MHCTPYMEHTHI yIIpaBJIeHUs
QVIeKTPOHHBIMK  NIOANUCSAMU JIOKyMeHTa. [laHenb pasBopauMBaeTcss aBTOMAaTHM4eCckKd, Korja

IIOJIb30BdTeJIb ITIOAIINChIBAET JOKYMEHT UJIK OTKPbIBAET HOIIIMCAaHHBIN JAOKYMEHT.

= Hoewii gokyment 1 - MoiiOduc

MNpaeka Becraska Oopmat  MHctpymenter Bug  OBwwii goctyn  HaacTpoiikm  Cnpaeka

(= JLoKyMEHT y3ke nognucaH Pepaktupoears
y Y F
"
= JNeKTpoHHasA NoAnucb Q
Mognucats
° JokymerT nognnucan, 1 Bce NognucK
AEﬁCTBMTEﬂbe\
JeicTenTencHele ~
o A Ap A Al Cmnp...
000 "KPMMTO-MNPO"
W
Crpanvua 1 13 1 = - + 80% v

Pucynok 459 — [lanens DnekTpoHHas NOAIUCH
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YToObl CBepHYTh IaHedb JJeKTPOHHAs MHOAIHCH, BBIIOJHWATE OJHO W3 CJIeAYIOIIHUX
neuictBub (cM. Pucynok 460):

— B BepxHeli yacTy naHenu Ha)XKMUTe KHOIIKY ~2.

— Ha 6okoBo# naHenu HAKMUTE KHOIIKY @ (DexkTpoHHAas MOANNCH).

3NeKTPOHHaA NoANWCh Q

)

MoanucaTe

[lokyMeHT NoANNCaH, U BCE NOAMNUCK
AENCTEMTENEHBI

JeAcTBUTENEHbIE %

*_  Anexkcangp AnekcaHgpoeuu Cmup...
000 "KPUOTO-MPO!

Pucynok 460 — KHonky cBOpayrBaHUs TAaHETH

Yro6bl pa3BepHyTh IaHelb JeKTPOHHAas IOANHUCH BPYYHYIO, BBIIOJIHUTE OJIHO W3
CIIeIYIOIIUX JeUCTBUIA:
— DBribepute nmyHKT KOMaHIHOTO MeHIO Paiy1 > JJIeKTPOHHAsA NOAINCH > YIpaBJieHHe

noamucsamu (cMm. Pucynok 461).

@ain  lMpaeka Bcraeka Qopmar  MHctpyments Bug  OBwwid goctyn Haac

[ Cosapats Ctrl+N
Co3pats no wabaowy...

= OTkpwuTe... Ctrl+O
OTkpeiTe B 0BAGKE. . Ctrl+Shift+O
HegaeHwe gokymeHTE 4
PaboTa B obaake L4

Bl CoxpaHuTs Ctrl+5
CoxpaHnTe KaK... F12
ABTOBOCCTAHOBAEHWE L4
CoxpannTe wabaroH...

SNEKTPOHHAA NOANUCE P D [lognucaTs fOKYMEHT..

. ¥npaeneHwe nognucamm
[MNapameTpnl cTpaHWLb Ctrl+Shift+P pa

¥panute BCE NOgNMCH

Pucynok 461 — [TyHKT KOMaHHOTO MeHIO YIpaBjieHHe MOAIHCAMH
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— Ha 6okoBolt maHeny HaXKMUTe KHOIIKY @ (OnexTponHas mognucek) (cM. Pucynok 460).

4.17.3.3 IIpocMoTpeTh CBOMCTBA NMOAIIHCH

YT0o6BI IPOCMOTPETh CBOMCTBA MOAMMCH, BBIIIOJTHUTE ClleJIyIol1e AeHCTBUS:
1. OrtkpoiiTe maHe s JJIEKTPOHHASA MOAMUCH (CM. pasfen 4.17.3.2).
2. OrtkpouTe okHO CBOMCTBA MOIIMCH OJTHUM U3 CIIeAYIOIINX CITIOCOOO0B:
— HaBeaute Kypcop MBIIIM Ha CTPOKY TpeOyeMOM MOAMMCHU, HAaXXMUTe KHOIKY : U

BbINOIHUTE KoMaH/ly CBoiicTBa (cM. PucyHok 462).

—* JNeKTpOHHaA NoAnucb Q

Moanwcate

JdokyMeHT nognucad, v Bce NognucK
LENCTEWTEARHE

o

JelcTBrMTeNbHBIE

Anexcangp Anekcangpoenu C...

000 "KFPHITO-TMPO’

CeoicTBa

s

Y¥aniTh

Pucynok 462 — Komanna CBoiicTBa

— Brigenute cTpoky TpeGyeMoi NOJIMCH ABOMHBIM 1[@TYKOM MBIIIH.

3. B okue CsoiictrBa moamucu (cM. PucyHok 463) o3HakoMbTech C WHOpMaIueir o
nonnvcu. Ecimym Tpebyercss mpocMoTpeTh NOJpPOOHBIE CBelleHUSI O cepTHdUKaTe
MOJINIMCH, 1I[eJIKHUTe MBbIIIbIo 110 ob1actu CepTudukar.

4. YtoObl 3aKkpbiTh OKHO CBOHCTBAa IOANMMCH, HaXXMUTe Ha KHONKy OTMeHa WM Ha

KHOIIKY B 3aroJIOBKe OKHa.
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CeoicTER NognucK >

CepTiudarat:

Anekcanap AnekcaHapoeny CMupHoB
Kem euigan: OO0 "KPMNOTO-MPO"
@ [Jeiictentened go 15.08.2023 918

ey
1.!_.;
L]

KommenTapuii:

Mognucado 15 Maid 2023 1.

r:,.EI'IMCI: COX[»aHEHE B OTAENbHOM daiine

Mognwcate 3aHoBO OTmeHa

Pucynok 463 — OxHo CBoiicTBa mMOIIIHCH

4.17.3.4 PenakTpoBaTh JOKyMEHT

f HpI/I BHECEeHHWM M3MEHEHHU B AOKYMEHT BCe ITIOAIIMCHU CTAHOBAITCH HeJIeMCTBUTEIbHBIMUA 1

dBTOMdTHUYeCKH yOdJIAI0TCA.

YTOOBI COXPAaHUTD MOJITUCH, PeJTAKTUPYITE KOIHIO, @ He OPUTHMHAJ JIOKYMEHTa.
YToObI cliesiaTh KOIMUIO JOKYMEHTaA, BBITIOJIHUTE CIIeyIoIIre AeCTBUS:

1. Ha manenmu uHCTpyMeHTOB HakMuTe KHONIKY PemakTupoBarsh (cM. PucyHok 464).

Hogeiii aokyment 1- MoidOduc - O X

@ain  [lpaeka Bcraska Qopmat  Weotpymedtsl Bug  OBwwmi goctyn  Haactpoiikw  Cnpaeka

= LokyMeHT yxe nognucaH Pepaktupoeath

-~

Q
=)

Pucynok 464 — Knonka PemakTupoBarh
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2. B okHe DieKTpoHHas MOANHCHh HAXMUTe KHONKYy PemakTHpoBaTh KOIHIO

(cm. Pucynok 465).

INEKTPOHHAA NOANWCE et

13MeHeHWA B NOANMCaHHOM
AOKYMeHTe noTpedyoT MOBTOPHOTO
cbopa noanucei. Bol moxeTe
COXpaHWTb NOANUCK B AOKYMEHTE,
ecnn byaeTe peaakTMpoOBaTh ero
KOMUWIO, @ HEe OpMruHan.

- —

MpogonxnTe PenakTpoBaTh KONWHD OTmMeHa

Pucynok 465 — OkHO DJIeKTpOHHAs NOANHCH

Ecmu Tpebyercst yaanuth Bce MOANMCU M3 JIOKYMEHTa U PelaKTUPOBAaTh €ro COAep>KUMoe,

BBITIOJIHUTE CJIe/IyIolye IeHCTBUS:
1. Ha maHenu UHCTPyYMeHTOB HakmuTe KHOTIKY PemakTupoBaTth (cM. PrcyHok 464).

2. B okne DiexTpoHHas moanuchk Haxkmute KHOMKY IIpomomkuts (cM. PrcyHok 465).

4.17.3.5 Yaanurts noanuch

B Texymieli Bepcuu npunoxxenus «MorOduc TekcT» 13 oKyMeHTa MOXHO y/IajuThb BCe

HUMeroniecsd 1oaInrnucu. YJIaJ'IEHI/Ie OJTHOM MOJIIMCH U3 MHOXXEeCTBa He nmoaAep>XKrUBaeTCs.

Ecmu JOKYMEHT COJep>KHUT HeCKOJIbKO MOJIUCEN, BBIIIOJIHUTE clegyriiye IEeHCTBHUS JJIsI UX

yAaNeHus:

1. BoibepuTe myHKT KOMaHIHOTO MeHI0 Paiin > DIeKTPOHHAs MOANUCH > YIaJINTh Bce

noanucu (cM. PrucyHok 466).
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®ain [paeka Beraeka @Qopmar  MHctpyments  Bug  O6wwid goctyn Haac

D Co3gate Ctri+N
Cozgate no wabnoHy...

[= Ortepwites.. Ctrl+0
OvkpbiTe B 06Aake... Ctrl+5hift+0
HegaeHWe foKyMEHTEI L4
PaboTta 6 obaake »

&l CoxpaHuTts Ctrl+5
CoxpaHWTe Kak.. F12
ABTOBOCCTAHOBNEHWE r
CoxpanuTe wabaoH...

SNEKTPOHHER NoANWCE P o [lognwucaTb JOKYMEHT...

. Y¥npaeneHwe nognucami
MNapameTprl cTRaHWLE Ctrl+5hift+P

¥aanuTe BCE NOgNWMCH

Pucynok 466 — IIyHKT KOMaHZIHOTO MeHIO Y XaJIUTh BCe MOAIHCH

2. B oxHe DyeKTpoHHas MOANMUCH HAXKMHUTe KHOTIKY Y maiauTh (cM. PucyHok 467).

INEKTPOHHAA NoANNCE *

Ynanute Bce noanucu?

- —

3ITO AeMCTEWE HeNb3A OTMEeHWTe. ECAK Bel XoTWTe
BHECTW W3MEHEHWA B AOKYMEHT, PeKOMEeHIYeTCA
pefaKTUPOBaTE B0 KOMWEKD, 3 HE OPKUIMHAD.

¥Yaanute PenakTpoBaTh KONWKD OTMmeHa

PucyHok 467 — OKHO DJIeKTPOHHAsI MOAIHUCH

Eciv goKkyMeHT cONep>XUT OIHY MOJIKChH, BBINOJIHUTE CIIeAyIollde AeMCTBUS s ee
yIaJeHus:
1. BonmonHUTE KOMAHAY YOAJeHUs OJTHU U3 CIIEIYIOIIUX CIIOCOOOB:
— BribepuTe nmyHKT KOMaHJHOTO MeHIO Pai > DJIeKTPOHHAas MOANNCH > YIaJIHTh

Bce noanucH (cM. PucyHok 466).
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— OrtkpotiTe maHelb JJIEKTPOHHAsA MOAIHCH (CM. pa3zen 4.17.3.2). HaBenurte kypcop
MBIIIIA HA CTPOKY MOJIKCH, HAXKMUTe KHOIIKY : M BBITIOJIHUTE KOMaHy YaJUTh

(cm. Pucynok 468).

@,

= JNekKTpOHHaA NoAnwuchb

Mognwucate

© JokyMeHT Nognucad, W Bce NognucK
AEACTEUTEABH B

AefcTBNTeNbHBIE o~

-.E Anexcanpp Anexkcanppoeuu C...
D00 "KFWMNTO-MPO’

CeoicTEa

Y¥naniTe

[

Pucynok 468 — Komanga Y ganurs

2. B okHe DjeKTpoHHas MOANUCH HAXXKMUTE KHONIKY YaiauTh (cM. PucyHok 469).

JNEKTPOHHAA NOANKMCE >

Yaanute noanuchb?

ITO AeACTEWE HEefb3A OTMEHTE.

- —

Yoanute OTmMeHa

Pucynok 469 — OxHO DJyIeKTpOHHASsI MOIHCH

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2025 409



MonOdonc

4.17.3.6 PaboTa c MOKyMEHTOM B pe;KHMe IIPOCMOTpa

Ecm pna nmokymenTta ¢ moamuchio cpeactBamu OC ycraHoBiieHO CBOMCTBO «Tosbko
YTeHue» WIA JOKYMeHT UCIOJIb3YeTC sl IPYTHUM I0JIb30BaTesleM WIK MPUJIoXKeHHUeM, TO:
— JIOKYMEHT OTKPbIBAeTCsl B pe>kKrMe ITPOCMOTpa;
— IIpU MOMBITKe peJJaKTHPOBaTh, MOJNKUCATh JOKYMEHT WX yIaJIuTh U3 Hero Bce MOAIUCH
oToOpakaeTcss  JMAJOTOBOe OKHO C  COOTBETCTBYIOIIMM  IpelympexeHreM

(cm. Pucynok 470).

JNEKTPOHHARA NoANNCE et

- —

ﬂﬂCWl’IHO TONbKO 4YTeHWe

[lOKyMEHTY 3a1laHO CBOMCTBO
«0O/IbKO YTEHWE», MW OH
WCNOoNb3yeTca APYrum
NPUIOXEHWEM WK
nonb3oBaTtenem. Bol MmoxeTe
co3/aTbh KOMNWK W pejakTUpoBaTh
ee.

PegakTpoBaTh KOMWHD OTMmeHa

Pucynok 470 — JluasnioroBoe 0KHO

[Ipy HEOOXOAMMOCTHM MOXKHO CO3[aTh PpelJaKTHpPyeMyl0 KOIIMIO 3TOr0 JOKyMeHTa 0e3
noanvcen. 1151 3Toro HaXKMuUTe B IMAJIOTOBOM OKHe KHOIIKY PegakTHpoBaTh KOIHIO.
Konusi nmokymeHTa OTKpPOeTCS B HOBOM OKHe IpUIIOXeHWs. UTOOBl COXpaHUThH KOIIHIO,

BBLITIOJTHUTE JIeNCTBUS, OMMCaHHbIe B pa3zene 4.1.7.
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4.18 Ccrhinku Ha odpa3oBaTe/IbHbIE Pecypchl

[Tpunoxenne «MoiOduc Texcr» B cocraBe nakera «MoiOduc Obpa3oBaHue» COREpP>KUT
TMaHeNb CChUTOK JITst OBICTPOTO Mepexo/ia Ha pa3ndHble 00pa3oBaTeibHbIe pecypchl (cM. PucyHok 471).
Cnmcok ccpiok Ha nnaHen O6pa3oBaHue sIBJIsieTCsl peJakKTUPYeMbIM M HACTPaWBaeTCsl CUCTEeMHBIM
a/IMAHHCTPaTOPOM.

Yto6bl OTKpHITh maHeib (OOpa3oBaHue, Ha OOKOBOW IIAaHEJM HAXMHUTE KHOIKY
= (O6pa3oBaHHe).

YroObl nepedTH MO KAaKOM-TMOO0 CChIJIKe U3 CHHCKA, IIeJKHUTe MO0 Hel Mbliibio. Cchlika

oTKpoeTcs B Opay3epe, KOTOPbIH Ucnob3yercs B OC 10 yMoT4aHUIO.

= Hoebiid gokyment 1 - MoiiOduc OBpazoeatne = O x
®aiin  [paeka Bcraska Qopmar  WHcTpymedte  Bug  OOwwid goctyn  Haactpoiikn  Cnpaska
v " v é X0 Thames v |14 v AT AT . . a
+ = = AaB6BEIT, .. =)
[NobaenTs = o C & K K Y AR = ﬁ v £ ase OBlHal s
WM3BpanHoe ain Mpaeka WpndT Ab3ay Crunma BcraBka ~
2 s | 2 : 4 s 6 7 g o w0 111z 1A
- ObpasoBaHue (=g
1 [7]  onac "Mos wkona” Q
OC3.XpoHonaithep
E Cucrema TectTvpoBaHua Let's test
E Translate.RU
; [7]  AsByka MoiiOpuc
[7]  rno6ansHas naGopatopua
]
I v
< >
CrpaHmua 1 us 1 = *® + 100% v

Pucynok 471 — [lanens Obpa3oBanue
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IMPUJIOKEHHUE 1. COYETAHUSA KJIABUIIL

B Ta6JII/IIIe 18 IprBeJieHbl COUYeTaHNs KJIaBUIIl, UCII0JIb3yeMble ITPprU pa60Te C IIPUIIOXKEHHEM.

Ha HoyTOykax HekoTopble kiaBulM MHorodyHkivoHanbHbl. Hanpumep: F1-F12, Home,
End, Page Up, Page Down. [Ipu HaxkaTy Ha Takye KJIABUIIH B IpUiIoxkeHnd «MorOduc

TexkcTy HEO6XOJII/IMO OJHOBPEMEHHO YIepP>XXUBATb Ha>KaTOH KJIaBUIITY Fn.

Tao0smna 18 — Coueranusa KjiaBHIIL

CoueraHue KJIaBHIII
Onucanue
Windows, Linux macOS
IIpaBka cogep:xuMoro
Ctrl+X;
, 3%Cmd+X Beipesatpb

Shift+Delete
Ctrl+C;

%Cmd+C KommpoBaTh
Ctrl+Insert
Ctrl+V;

. %Cmd+V BcraButhb
Shift+Insert
Ctrl+S % Cmd+S CoxpaHUTb
F12 (Windows); )
, _ fShift+3Cmd+S CoxpaHUTb Kak

Ctrl+Shift+S (Linux)
Ctrl+7Z;

% Cmd+Z OTMeHUTH oCJIefHee BLIMIOJIHeHHOe eliCTBHe
Alt+Backspace
Ctrl+Y;
Ctrl+Shift+Z; %¥Cmd+Y [ToBTOPUTD pe3ysbTaT OTMEeHeHHOTo AeHCTBUS
Shift+Alt+Backspace
Ctrl+Alt+Shift+V
(Windows); ~=Option+{IShift+3Cmd+V | OTKpBITb paciupeHHbIN 6ydep obMeHa
Win+V (Linux)
Backspace Delete Y panuThb OMWH CUMBOJI CJieBa OT Kypcopa
Delete Fn+Delete Y panuTh OAMH CUMBOIJI CIIpaBa OT Kypcopa

% Cmd+Delete; Y panuTh 4acTh CJI0Ba, CJIOBO Wi 0OBEKT CJieBa OT
Ctrl+Backspace . KVDCODA

~=Option+Delete ypcop

%2 Cmd+Fn+Delete; Y panuTh 4acTh CJI0Ba, CJIOBO WM OOBEKT CIpaBa OT
Ctrl+Delete . KVpCopa

~Option+Fn+Delete ypcop
Enter AEnter Hauatr HOBBIH ab3a1g
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CoueTranue KJIaBHII

Windows, Linux

macOS

Onucanmne

Ctrl+Shift+I1Ipoben ~=QOption+1{ Shift+IIpo6en BcraBuTh Hepa3pbIBHBIH ITpoben
Ctrl+Shift+ — % Cmd+{ Shift+- BcraBuTh HepaspbIBHBIM Aeduc
Ctrl+Num - ~=QOption+- BcraBuTh KOpOTKOE THpe
Ctrl+Alt+Num - ~=Option+{ Shift+- BcraButh nimuHHOe THpe
Shift+Enter {1 Shift+zEnter BcTaButh paspbiB CTPOKU
BcTaBuTh pasphiB CTPaHHUIIBI — €CIIA KypCop
PAacCIIOJIOXKeH B TEKCTe JIOKYMEHTa;
Ctrl+Enter %Cmd+=Enter CoXpaHUTh KOMMEHTaPHUI WK OTBET Ha
KOMMEHTapHi — eCJIM KypCop PacIoioykKeH Ha TaHeIu
peleH3upOBaHuUs
F9 F9 O6HOBUTH TTONTE
Shift+F9 {Shift+F9 [TokazaTh WK CKPBITH KOJI TTOJIS
Alt+F9 ~=Option+F9 [TokazaTh WK CKPBITH KOJIbI BCEX TIOJIeH B IOKyMeHTe
Ctrl+Shift+F9 {1 Shift+3Cmd+F9 [Ipeobpa3oBaTh mose B TEKCT
dopMaTHpPOBaHIE COIEPIKIMOr0
Ctrl+B #¥Cmd+B [omy>xupHbIit
Ctrl+1 % Cmd+I Kypcus
Ctrl+U %®Cmd+U [TomuepkHyTHIN
Ctrl+Shift+= 1 Shift+#Cmd+= Hapcrpounslii 3Hak
Ctrl+= %Cmd+= [Toncrpoussli 3HAK
Ctrl+Shift+A {1 Shift+gCmd+A Bce nponmcheie
Ctrl+L % Cmd+L BBIpOBHATH TEKCT 110 JIeBOMY Kpalo
Ctrl+E % Cmd+E BBIpOBHSATE TEKCT MO IEHTPY
Ctrl+R %Cmd+R BBIDOBHATE TEKCT IO IIPAaBOMY Kparo
Ctrl+J %Cmd+J BBIPOBHATB TEKCT IO IMIMPHUHE CTPaHHUIIBI
Tab Tab VBeIM4YUTh OTCTYII ITyHKTA CIIACKA
Shift+Tab; {rShift+Tab;
Backspace Delote VMEeHBIIUTh OTCTYTI MYHKTA CITHUCKA
Ctrl+Shift+8 21Shift+ssCmd-+8 ggggs;};ﬁ?énp"BaHH”ﬁ CHACOI B CTIe
Ctrl+Shift+9 {Shift+3Cmd+9 ggjﬁi;‘;ﬁggpo“m‘“ﬁ CHHCOK B CTHIIE
Ctrl+Shift+C fShift+3Cmd+C Kommposats popmaTrpoBanme
Ctrl+Shift+V {Shift+3Cmd+V [IpumenuTs bopMaTUpOBaHUE
Ctrl+ITpo6en ACtrl+\ OunctuTh popMaTUpOBaHHE
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CoueTranue KJIaBHII

Onucanue
Windows, Linux macOS
BrinesieHue copep:KuMoro
Ctrl+A %Cmd+A Briienuts Bce comepuMoe T0KyMeHTa
Shift+«— {Shift+«— Bbienuts oivH CUIMBOI CJIeBa OT Kypcopa
Shift+— {Shift+— Bbienuts ofivH CMMBOJI CITpaBa OT Kypcopa
Ctrl+Shift+« fShift+3Cmd+«— Bb1enuTs 0THO CJI0BO CJIeBa OT Kypcopa
Ctrl+Shift+— {1 Shift+#Cmd+— Brigenuts 0HO CJI0BO CIipaBa OT Kypcopa
Shift+Home Fn+{tShift+«— ?;;giimb COZIepXXMMOe OT Kypcopa JI0 Havyaja
Shift+End Fn+{Shift+— Beigenuts comepxuMoe 0T Kypcopa 0 KOHIIA CTPOKH
Ctrl+Shift+1 {1 Shift+2Ctrl+3Cmd+1 PacmmpuTh BeIfiesieHre k HadaiTy ab3ara
Ctrl+Shift+| {1 Shift+2Ctrl+3Cmd+ | Paciputs Beiienienrie 1o KoHIa ab3ara
Shift+1 Shift+1 E;g;ii?zz :;;nenenme HA OJIHY CTPOKY/STYelKy
Shift+| 4Shift+] Pacimmputhb BbiiesieHre Ha OJIHY CTPOKY/STYeiKy

TabJIUIILI BHU3

JIBOMHOe Ha)KaTHe JIeBOM KHOIIKYU MBIIIHA

BrimenuThb ciioBo

TpoiiHoe HaXkaTUe JIEBOM KHOTKU MBIIIIN

Brigenuts ab3ait

Haskatne 1eBoi KHOIIKY MBI 1 TiepemMellieHne

Kypcopa BBepx

BI)IIIeI[I/ITb TeKCT BBepX

Haskatne 1eBoi KHOIIKY MBI 1 TiepemMellieHne

Kypcopa BHHU3

BoimenuThb TeKCT BHU3

IlepemenieHue o0 JOKyMEHTY

— — Ha ogun cuMBon BiieBO

— — Ha onun cuMBoI BripaBo
Ctrl+«+ % Cmd+«+ Ha onHo coBo BieBo

Ctrl+— % Cmd+— Ha onxo ciioBo BIipaBo

i 1 Ha onny cTpoky BBepx

l l Ha onny cTpoky BHU3

Ctrl+1 % Cmd+1 Ha nauano npeppiaytero ab3ara
Ctrl+] $%Cmd+] Ha mauano ciepytorrero ab3ara
Page Up Fn+1 Ha onun akpaH BBepx

Page Down Fn+| Ha onun sxpaH BHU3

Ctrl+End «— B koner mokymeHnTa
Ctrl+Home — K Havamy nokymenTa
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CoueTranue KJIaBHII

Windows, Linux

macOS

Onucanmne

PaboTra ¢ Ta0auiei

F2 Fn+F2 [TepeliTi B peXXuM pelakKTUPOBAHUS TIEHKU
Tab; Tab; .

BeigenuTs crefyromyto siueiiky TaburIbl
— —
«— — BrinenuTs npeAblayyio si9eiKy Tabuibl
Home Fn+Crpenka BieBo Bbiienuts s4eliky B Hadajie CTPOKU
End Fn+— Bbiienuts s4yeliky B KOHIE CTPOKU
1 1 Brinenuts g4eiiky Bbllle
| l Boienuts siueliky Hke
Alt+A ~QOption+A BcraBuTh CTPOKY BHIIIE
Alt+B ~=Option+B BcraButh cTpoky Hike
Alt+L ~=QOption+L BcraBuTh cronber cieBa
Alt+R ~QOption+R Bcrasurts cronber; cripaBa
Ctrl+Alt++M ~=Option+Cmd+M O6BpenuHUTD sTUeHKU
Alt+Shift+M ~=Option+{I Shift+M Paznenuts sueiiky
Ctrl+Alt+R; ~=Option+$Cmd+R;

Y nanutb cTpoky
Ctrl+- % Cmd+-
Ctrl+Alt+U; ~=Option+3Cmd+U;

VY nanuthb crosnbern
Ctrl+- % Cmd+-
Alt+Shift+T; ~=Option+{IShift+T;

VY panurthb Tabnuily
Ctrl+- % Cmd+-

Jpyrue coueTaHusa KIaBUII
Ctrl+N %¥Cmd+N Cosznath daiin
Ctrl+O % Cmd+0O OTKpBITH aiin
Ctrl+Shift+O fShift+3Cmd+0O OTkpeITh daiin B obiake
Ctrl+Shift+P {rShift+3Cmd+P OTKpBITE OKHO HACTPOMKY IIapaMeTPOB CTPaHUIIBI
Ali+P ~=Option+P (B anrmwmiickoii | OTKPBITH MTaHeIb HACTPOeK KOJIOHTUTYJIOB Ha BKJIaJIKe
packajike KJIaBUaTypPbl) Homepa cTpanun

Ctrl+P 9Cmd+P OTKpBITh OKHO HACTPOMKHU TeYaTH

Ctrl+0 (HO7B)

%Cmd+0 (HO7B)

YcraHoBuTh GakTUUECKUM MacIITab CTpaHUIlbI
(100%)

Ctrl+Shift+R {1 Shift+3Cmd+R CKpBITh WM 0TOOPA3UTh JIMHEHKU
Ctrl+Alt+F ~Option+%Cmd+F BcraBuTh OOBIYHYIO CHOCKY
Ctrl+Alt+E ~Option+$Cmd+E BcTraBuTh KOHIIEBYIO CHOCKY
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CoueTaHue KJIaBHII
Omnucanue
Windows, Linux macOS
Ctrl+K %Cmd+K BcraBuTh ccbuiky
Ctrl+Shift+V {1 Shift+%Cmd+V BcraButh ccbuiky u3 6ydepa obMeHa
Ctrl+F;
#¥Cmd+F OTKpBITE TaHeNb ITOMCKa

Ctrl+H
Ctrl+/ % Cmd+/ OTKpBITE OKHO OBICTPBIX JeUCTBUN
F1 Fn+F1 OTKpBITE CIIPaBKy NPUIOXKEHUS

OTKpBITH KOHTEKCTHOe MeHIO aKTUBHOI'O OKHA
Alt+ITpoben — p

MIPUJIOXKEHUST
Alt+F4 %¥Cmd+Q 3aKpbITh aKTUBHOE OKHO ITPUJIOXKEHUS
HaxxaTue j1eBOi KHOIIKY MBIIIIH Y cTaHOBUTE KYPCOP B IOKYMeHTe
HarxaTrie mpaBo# KHOTIKM MBIIIH OTKpBITH KOHTEKCTHOE MEeHIO BEIOPAaHHOTO 3JIeMeHTa
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