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BBenenne

Ilenpr0 TaHHOTO METOMUYECKOTO MOCOOHS SBISETCS 00yde-
HHe ¥ paboTa ¢ MOIIHBIM IIPOrpaMMHBIM KomiriekcoM Microsoft Of-
fice. B manHOM MOCOOMM PAacCMOTPEHBI CICAYIONIUE MPHIOKCHHUS,
BXOJMIIME B cOCTaB 3Toro nakera — Power Point, Word, Excel. Omu-
CaHHWE JPYTUX CICHHATU3UPOBAHHBIX NpuiiokeHu#t  (ACCeSS,
Outlook) MoxxHO HaliTH B mMyOnHMKyeMol nurepatype. B aTom moco-
Ouy omMcaHbl 3a1auyd, BeINOIHAeMBIE ¢ momomipro MS Office n
HauOosee 3pGEKTUBHBIC CIIOCOOBI X PEIICHHUS.

ITomMuMO 3TOTO, B IMOCOOMH TIPUBEAEHBI 3aJaHMsI ¥ METOIH-
YEeCKHE YKA3aHHUS [0 BBHITIOJIHEHUIO JTA00OPATOPHBIX paboT MO M3y4eH-
HBIM TEMaM.



1. Co3nanue npe3eHTANN ¢ HCNOJIb30BAHUEM
PowerPoint MS

1.1 Hean padoTsi:

1) Usyuuth comepxkanue Tembl «Co3maHue MpPE3CHTAIU ¢
ucnonb3oBarnreM MS Power Point»

2) Co3zaarh MPE3eHTAIMIO ISl HAYYHOTO JIOKJIaga Mo TeMe
«MHKpPOSJIEKTPOHHUKA M TBEPIOTEIbHAS SIIEKTPOHUKA»

3) IIpencraBuTh MpE3EHTALINIO

1.2 Oruer

OTdeT Mo JaHHOW paboTe MOJDKEH COAEpkKaTh MPE3CHTAIHIO
10 BBIOpaHHOH TeMe.

1.3 Conep:xkaHue TeMbI

[Ipu BBIXOZE HOBOM NPOAYKLWH, 3alIUTHl MPOAETaHHON
(HayyHOH, mpakTHYeCcKOi) paboThl Ha MOTPEOUTENLCKUI PHIHOK MPO-
W3BOJIUTENh JIOJDKEH MPEACTaBUTh CBOIO paboTy JIFOJSM, ISl KOTO-
PBIX 3TOT MPOAYKT CO3/1ABAJICS, KAK TOBOPSAT JOHECTH CBOW TOBAp A0
noTpeduTeNsl, a B 3alaJHON JHTEpaType 3TO 0003HAYalOT CIIOBOM
Promotion. 3xech HCIONB3yIOTCSA pa3HbIE METOMABI JOHECEHHS WH-
¢dbopmannu, HaYMHASA OT KalleHIapeH W 3aKaH4WBask OTPOMHBIMH IIU-
TOBBIMH pekyamamid. lllupoko wucnonb3yeMbiM H 3(PQPEKTHBHBIM
CPEICTBOM B IOCJIETHEE BPEMS 3aPEKOMEH0BANIN Ce0s1 3JICKTPOHHBIE
MPe3eHTAIIHH.

IIpe3enTanusi — 3T0 KpPaTKUil copepKaTeNbHBIN pacckKas, co-
CTOSIIMK W3 CIAaigoB, Kak B AuaduiIbMax, HO C HCIIOJIb30BaHUEM
WHPOPMAITMOHHBIX TEXHOJOTHH (KOMITBIOTEpPA, MPOEKTOPa, COOTBET-
CTBYIOILIETO MPOTpaMMHOTO obecriedeHus u T.11.). Crnaiiapl HeCyT co-
JEpXKATENbHYI0 4acTh MPOEKTa, O(QOPMICHHOTO WHTEPECHBIMH PH-
CcyHKaMU, rpadukamu U dQQeKkTaMu, yBIEKAIONINE U HHTPUTYIOIIUE
3pUTEIA.

Ha ceroansiauii nens PowerPoint siBisietcst Beymum mpo-
ITPaMMHBIM O0€CIeuYeHHEM [UIs TOATOTOBKM M TPOBEACHUS JIIEK-
TPOHHBIX TMpe3eHTaluid (Tpaduyeckuil, MyJIbTUMEIUHHBIA (aiin).
Co3pmanne mpUBIEKATENbHBIX, MPOPECCHOHANBHO O(OPMIEHHBIX
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CIaiiIoB M 2MEKTPOHHBIX Mpe3eHTanuii B PowerPoint mpoucxoaur ¢
MHHHUMAJILHOH 3aTparoil ycwimmid. [loMrMO OCHOBHBEIX (h)YHKIIUH pe-
JAKTHUPOBAaHHUSI W pa3MelleHus ciaigoB PowerPoint mo3sosmser
BKJIIOYATh B MPE3CHTALIUU Pa3IMYHble aHUMAIMOHHBIC U MYJIbTUME-
nua 3hdHeKToI.

1.3.1 Hurepeiic PowerPoint

Iokyment PowerPoint maseiBaercst mpesenrtanmeii (pacuiu-
penue B (aiinoBoii cucreme *.ppt).

3anyck PowerPoint ocymiecTBisieTcsi o KOMaH- -
ne Ilyck=TIIporpammei= Office=>Microsoft PowerPoint, ﬂ@
MO0 3aIyCKOM HMHMKTOIPaMMBI (CM. CHIpaBa OT TEKCTA)  icroscit
JBOMHBIM MICTYKOM MbIIH. PaboTaTh ¢ NpUIOXKEHHEM  PowePoint
MOKHO, TaKKe 3aIyCTHB Tpe3eHTaluo ((paiia ¢ pacmmpeHuemM ppt)
u3 iporpaMmbl «[IpOBOTHHKY.

B ormuune ot Word u EXcel, npu HenmocpeacTBEHHOM 3a1ryc-
Ke (a He OTKPBITUH CYyLIeCTBYIOIIEH mnpe3eHTanuun) Power Point ne
CO3/aeT HOBOTO JIOKYMEHTa. [[yist Toro, 4T00bI J0OpaThes A0 MaHenen
MHCTPYMECHTOB M MEHIO, BBl JIOJDKHBI CAaMOCTOSITENIBHO CO3JaTh HO-
BYIO Tpe3eHTanuo. [locie 3amycka NpuIoKeHnsT Ha SKpaHe TOSBIIS-
ercsi OKHO (puCyHOK 1.1), B KOTOPOM, €Cli Bbl HaYMHAETE HOBYIO
paboty (co3maeTe HOBBIM Ciaiij), JOJDKHBI BBIOpaTh (uiaxok «Ily-
CTyIO Ipe3eHTanuto». [lociie Haxatus Ha KHOMKY «OK» Ha 3KpaHe
nosBisieTcss okHO «Co3aTh Cinanm».

PowerPoint EE

— CO343TE NPE3EHTEWHHD, MCMONEZYA —

OTMEHA |

COBET s
an @
HOBHHYEDE

MacTep
SETOCOASPHAHHA
NpeaocTaENAeET
BEICTPRIA cnocob

COZAEHHA HOBEIX
MpEsEHT LKA,

Pucynox 1.1 — Oxka0 «OTKpBITHE MTPE3CHTATNN
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CymiecTByeT TpH crioco0a co3IaHus MPE3CHTAIIAN:

e 3ammycTUTh MacTep aBTocoAepx aHus. Ha ocHOBe Bammx oT-
BETOB MacTep CTPOUT MIAOIOHBI IPE3CHTAINI, B KOTOPBIX BBl TOJIBKO
BIIMCHIBa€TE KOHKPETHBIEC JJAHHEIE.

¢ BriOpath mrabioH, Ha OCHOBE KOTOPOTro OyAeT Co3laH HO-
BBIM JIOKYMEHT.

e BeiOpaTh mycTyro Ipe3eHTaIuio, B KOTOPOil HET JOHOBOTO
LBETA WK TPaPUIESCKUX U300paKCHHIA.

ITocne BBIOOpa criocoba cos3manus mpeseHrtarmu PowerPoint
3arpaiivBaeT MakeT NMEePBOTO Claijaa, BHIOMpaecMbId U3 24-X CTaH-
JApTHBIX MakeToB (pUCYHOK 1.2). DTOT BHIOOp OmMpeAenseT KoIude-
CTBO DJICMEHTOB-3AIIOJIHUTENICH, TUIT KaKJOTO 3aIllOJIHUTENS U OTHO-
CUTEIIFHOE PACIIONIOKCHUE DIIEMECHTOB.

Coznare cnafn K E3 |
BbiBEpHTE SETORAIMETHY!

=

MycToi cnafa

-

Pucynok 1.2 — Oxno «Co3aaTh crnaim»

BribepeM mycToli ciaiii u pacCMOTPHUM TMaHEIH UHCTPYMEH-
TOB, HEOOXOTUMBIC JIJIsl paOOTHI.

s ymoberBa paborel B PowerPoint cymecTtyioT manenn
HHCTPYMEHTOB. DTO TEMATHUYECKUH HAOOp KHOIMOK - IMHKTOIPAMM,
BEITIOJTHSIOIIMX YacTO yMOTpeOiisieMble KOMaHIbl B pabote. dupma
Microsoft copmupoBana Habopsl MaHeNel HHCTPYMEHTOB U ceivac



npemiaraeT Oonee mATHaAUATH WTyK. Ha camom gene, eciau BbIOH-
pate Hanbosiee BaXKHbIE, B pabOTE HaM IOKa MPHUTOAATCS YEThIpE Ia-
Henu (pucyHok 1.3). [list Toro 4ToObI MOAKIIOYUTE/CTIPATATh (BBIBE-
cti/yOpartp) maHens, HeoOXonuMo BeIOpaTh Bun=Ilanenu HHCTpY-
MEHTOB M Ha)kaTh COOTBETCTBYIOUIME KHOIKH HAIPOTHUB TEX IIaHe-
JIei, KOTOpBIE HaM HY)KHBI (pUCYHOK 1.4).

Microsoft PowerPoint - [[pezexTauua2] [_ (O[]
@ Faiin [psera Bua Boraera Fopmar Cepewc Mokas coafaos OkHo 2 o ﬁ'lﬂ|

=]
=

DEE &Y ARBRC - |8 & R ﬂ@i\‘b@. 3%
X &urt(=

Times Mew Roman

CraunapTHas

dopMaTUDOBAHKE
97///////3’///////@

67//////A:|7//////rﬁ

DddekTsl  aHHMa-

Pucopanue

:ggE@' al

” JeiicTeua +

NNOOEA [ &-L-A-S=

| Cnafia L ns 1 | OBHOPHNEHHE MO YHONHEHHH rm_ A

Pucynox 1.3 — O630p nanemnei

|T CraHoapTHaR
|T P OprAETUPOESHWE
Yizual Basic
Weh
Wordért
K.oriaHae!
HacTpofika MsodpaskeH9a
PeueHzupoEaHue
|T PucoBaHue
A NEMEHTEI YNPABNEHKA
|T JPPERTEI HWFALMMU

Hactpodika...

Pucynok 1.4 — Ilonknrouenue na"eneu
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Ha3znauenus u cBoicTBa maHesedl NPUBEJEM IO TEKCTY JaH-
HOTO IOCO0usL.

1.3.2 PexuMbl IpocMOTpA NMpe3eHTAIUI

C moMoIpl0 KOMaH)] MEHIO BHJI MOXXHO YCTaHOBHTH YETBIPES
pexuMa MPOCMOTPa TS PEKUMA PEAAKTUPOBAHUS MPE3CHTAIMH | €IIe
onuH — [Toka3 cnaiiioB — /14 BBIBOJIa HA SKPaH TOJBKO CIAI0B.

e Ciajigpl. OTOT pEXUM MpenHa3HadeH il OTOOpa)KeHHS
TOJIBKO O/THOTO CIali/ia M PeIaKTHPOBaHMs, KaK TEKCTa, TaK U rpaduka.

e CTpykTypa. B 3TOM peknMe Ha DKpaH BBIBOJIUTCS CIIH-
COK BCEX CJIalJIOB U TEKCTOBBIX HAIMMCEH, PACIIONIOKCHHBIX HA HHX.
B kauecTBe Ha3BaHUA Kaapa HCIOJIB3YETCS TEKCT, Pa3MEINCHHBIA B
obmactu 3aroyoBka. ComepKHUMOE TEKCTOBBIX IO3WIMN 00pasyeT
ITyHKTHI CIIICKA.

e CopTupoBIIMK cJaiigoB. B 5ToM pexuMe yMEHBIIICHHBIE
M300paKeHHs BCEX CIIANIOB TEKYIIEH MpPEe3eHTAIMH BBIBOISITCS OJl-
HOBPEMEHHO.

o CTpaHMIbI 3aMeTOK. OTOT PEXXHUM MPEAOCTABIIAET PeIaK-
TUPYEMBIA TIpEeABAPUTEIbHBIA MPOCMOTP 3aMETOK JIOKJIaaunka. J{is
KaXJIOTO claiiia co3maercs OTACNbHAs CTPAHMUIIA 3aMETOK. 3aMETKU
BBOJISITCS B 0OJIACTH, PACIIONOKEHHBIE TIOJ] CIIAHIOM.

e [Toxa3 ciaiiioB. OTOT pexuM BaKkeH Uil MPOBEPKH U
MIPOBEJEHNS NPE3EHTAllMil, HO B HEM HEBO3MOYKHO PEIAaKTUPOBATh
CJTali Bl

Pexxum mpocMoTpa MOXKHO Takke BRIOMPATh C MMOMOIIBIO Ts-
TH KHOIIOK, PacIoJIOKEHHBIX B HIDKHEM JIEBOM YTy OKHa Power-
Point, ciieBa oT mMoI0CHI MPOKPYTKH.

BEOET

HeoOxoauMBIil peXUM MPOCMOTpa yCTaHABIUBACTCS IIETY-
KOM Ha COOTBETCTBYIOIIEH KHOIIKE, a METYOK C HAXKaTOW KJIaBUILEH
«Shifty BBI3BIBaCT MacTepa HACTPOWKH pPa3TaTOYHBIX MaTEPHATIOB
JUJISI 3pUTEIeH.

1.3.3 Oo6mbextnsI PowerPoint
IIpesenTanus COCTOMT W3 Habopa claijioB, KOTOpbIC, B
CBOIO OY€pellb, CO3IAI0TCS U3 COBOKYITHOCTEH 0oJjiee MEIKUX 00b-
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€KTOB: TEKCTa, PUCYHKOB, KJIHUIIOB, 3BYKOB. CXEMaTH4YHO 3TO BBI-
rsaauT Tak (pucynok 1.5). B Oymymiem, o6myMbIBas MPOEKT Ipe-
3€HTalUU, HEOOXOIUMO BBIACIUTH B HEM (parMeHThl (OOBEKTHI),
KOTOpBIE OYyAyT peaqu30BaHbl MOCPEACTBOM OJHOTO W3 YETBIPEX
BO3MOYXHBIX BAPUAHTOB HIDKHETO YPOBHS pUCYHOK 1.5.

IIpesenTanus

Craiig 1 Craiing 2 Craiy ...

Tekct Pucynox Kiun 3ByK

Pucynok 1.5 — Uepapxuuecknuit Habop O6vexkToB B PowerPoint
Crnaiin — (¢parMeHT mpe3eHTalluu, B TpeaelaX KOTOPOro
MIPOM3BOAMTCS paboTa Hax ero oovekramu. B tabmmie 1.1 npusene-

HBI TTApaMEeTPHI, MTOJIE)KAIIIe HACTPOIKe.

Tabmuna 1.1 OcHOBHBIE MapaMeTphl IIPE3EHTALMN

IMapametp HasnayeHue mapamerpa
MO>XHO U3MEHSATh ITyTeM YCTaHOBKH I1a0JIo-
Bun ¢ona Ha. SIBnseTcs €OUHCTBEHHBIM JUIsl BCeMl mpe-
3EHTalN

MoxHO HM3MEHATH (IHMpOKas ManuTpa). B

LBet pona .
npenesax OQHOTO CIaiaa M3MEHATh HeJIb3s

XapakTepu3yeT BU3YaIbHBIH 3 deKT mepe-
Bug nepexona X0/1a OT OJTHOTO Cjaima K Apyromy (1o KHOIIKE
WJIH aBTOMATHYCCKH)

Hanndwne/oTcyTcTBHE 3ByKOBOTO COMPOBOXK-

3BYK

JICHUS
OddexTsl  aHH- OOBEKT MOXKET MPUIIETaTh, TOABIATHCS, HC-
MaIu 4ye3aTh M T.I1.

11



OOBIYHO TIPU MOJATOTOBKE MPE3CHTAIMU padOTy MOXKHO pas-
ONUTH Ha HECKOJILKO DTAaIlOB:

e Cozmanwne (oHa.

¢ Co3JlaHHEe TEKCTA.

e BcraBka puCYyHKOB.

e Hactpoiika aHumanuu Tekcra.

e HacTpoiika aHUMaluu puCcyHKOB.

1.3.4 Co3panue ¢pona

Hnsa co3manust ¢ona nHamo BbeIOpate Dopmar—>llBeToBas
cxema ciaina. 3mech Bbl MOXeTe TOMEHSTh IIBETa JIJIsI CTAHJAPTHBIX
CXeM claiaoB (3arojioBKH, TeHHU, (HOH ¥ T.A.). Eciu mocne mBeToBOM
HACTPOHKU Ha)XMeTe KHONKY «lIpUMEHHTH KO BceM», TO BBHIOpaHHAs
cxema OylIeT NpUMEHEHa KO BCEM CilaiiiaM IMpe3eHTaluH, B cllydyae
BbIOOpa KHOMKHU «lIprMeHnTHY» cxemMa mpHUMEHSETCS TOIBKO K OHO-
My «aKTUBHOMY» ciaiiny. L[BeToBasi cxema akTyanbHa JUIsl JEIOBBIX
MPe3eHTalri, B KOTOPBIX BCE CIAMIBI JOKHBI UMETh OJWHAKOBYIO
CTPYKTYPY ¥ COOTBETCTBEHHO OJIMHAKOBYIO CXEMY.

YUTo0Bl cO3maTh €auHOE O(POPMIICHHE CIIalI0B, MOXKHO HC-
TTOJTH30BaTh MAOJIOHBI Aw3aiiHa, BEIOpaB kKoMmaHay: Dopmat=Ilpu-
MEHHTH 0(hOpMIIEHHE PUCYHOK 1.6:

[Npurcrime opopraneswe ————_ HEHA|
Danka: I[:] ApzafiHE NPEsEHT SWHA J & G| =
-
T BesmaresnacTe = Lorum Ipazm 5
T | BoaoeopaT 3 =l
] Beicokos Hanpaxeres # + Ddai 3inmwa evmencwn sdgiEing <l
T addiam S,
] Fancryic =
= - e b s
& =
e b
5
] MeTaop :
] MecTpas nerra =
L] MbcarTHe =
@ MpoteccHoHansHeIi = =
HaifTi thakinel, OTEEYSHILME YENOBHAM:
Vi chaina: =] Tererjceoiictso: Hafit
T dhavinoe: [Ladnore: npesenaun =l Aaravenerema;  [natoe epena - epoc
|Hafiaero dstinos: 17.

Pucynok 1.6 — ITanexns [Ipumennuts Odopmienue
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B stom okHe Bbl Moxkere BBIOpaTh Jr000e odopmiieHuE
crnaiina (amp00M, METeOp, TPOIMKH | T.1.). Ecin Bam xogetcs odop-
MuUThH (HOH ciaiina reetoM, Betoepure: @opmar=DoH (pucynok 1.7).

Pon HE|
~ 3anvera hoHa MPHMEHHTE KO BCEM |
| [pMMEHTE I
’ Saranoeak
. TekcT OTHEHS |

OxHoO mpocMoTpa

RaJITMBKA

Bri0op 3anuBku

[ MeknroumTe o ofpasua
cranna

Pucynoxk 1.7 — ITanens ®on

Jns HacTpoiiku ()OHA BBIICIUTE OKHO BBIOOpA 3aJIMBKU
ciaiija, HaxoJsIIeecs HIKE OKHAa ero mpocMoTpa. Jlanbie BeIOH-
paiite camu:

1. B OKHe NOSBISIOTCS CIIOCOOBI 3aJTUBKU:
e JlonmomHUTENbHBIE MBETa (37eCh BBIOMPACTCS CILIONMIHOM
BHJI 3aJTUBKH).

e CriocoOBI 3aMMBKA (BHIOMpPAETCS BHUI 3aJIUBKU: T'PaTACHT-
Hasl, y30p, TEKCTypa, PUCYHOK).

2.  BriOepuTe HYXHBII CIOCOO 3aJIMBKH.
3.  Bribepure «IIpuMeHnuTh» i «I[pUMEHHUTH KO BCEM».

4.  Ycranopute Quaxok «Mckmounth GoH 00pasua», To-
raa (hOH, yCTaHOBJICHHBIN paHee CHUMAETCS.

Paccmotpum pabory ¢ rpaameHTHOHM 3anmBKOM. Kaxmomy
BHIYy 3aJIMBKH COOTBETCTBYET COOCTBEHHas BKJIaaka. Bo BKiamkax
MOJKHO BBIOpATh HECKOIBKO CIIOCOOOB 3aTUBKHU (pUCYHOK 1.8):
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Januexa

TekcTvpa I ¥30p | PHcyHoKI

UeeTa ks
QITHEHA
 0AMH LEET —l
" ppaueeTa

" zaroToBka

~THIN WTPHX0BKH o rBapraHTel
" [OpHIOHTANLHEA
" pEpTHIRANEHAA

" aaronsnersa 1 ..

" AmaroHaneHan 2 Ofipazel;

" Wz yrna

a1 ueHTpa

Pucynok 1.8 — ITanens 3anvBka siaaka [pagueHTHas

¢ OguH 1BeT (TYyT BBl MOJKETE YCTAaHOBUTH €T0 HACHIIICH-
HOCTB TIPH MTOMOIIIH MTOJIOCHI IIPOKPYTKH).

e JIBa 1BeTa (34€Ch yCTaHABIMBAECTCA HMHTEHCHUBHOCTH MJIS
Ka)KIIOTO ITBETA).

© 3aroToBKa.

ITocnie BeIOMpaeTCs OAUH W3 IMIECTH THUIOB IMITPUXOBKH, a B
KaXIOM €CTh IO YeThIpe Pa3IMYHBIX BapHUaHTa, BOT TI€ MOXHO IO-
m000BaThCS paayraMu IIBETOB!

B xonme pabotel Bam Tarkke MOXeT OBITh MPEIOKEHO He-
CKOJIBKO BHIOB TEKCTYPHI U y30pa (pucyHok 1.9):
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Pucynoxk 1.9 — IIpumMeps! naneneit TEKCTYpa 1 y3op

ITocne BeIOOpa Hyx)HOTO Bam crocoba 3anMBKH, MOXKETE
MPOCMOTPETh PE3yJbTaT U YKa3aTh, KAKYIO BBITOJHUTH KOMAaHIY
«[Ipumennth» unn «IIpUMEHUTH KO BCeM».

1.3.5 Haoop, co3nanue TeKcTa

B Power Point g Texcra Bcerma MODKHO OBITH OTBEIEHO
MecTo. TeKCT MOYKHO BBOJUTH TOJBKO B TIONS JUIsL BBOJA TEKCTa,
HAJITHUCH WU aBTO(MUTYPHI, HO HE TIpsiMo Ha (OH ciaiina. 31ech ecTh
JIBA CITydast:

1. Bwr pabGoraere B TOTOBOM (BBIOpaHHOM) IIabJIOHE, TIE
YK€ €CTh TEKCTOBBIC OOBEKTHI (3TO T€ OOBEKTHI, B KOTOPHIC MOXHO
BCTaBHUTH TEKCT).

Jlyist Toro 4ToOBI BBECTH TEKCT, HAJIO HAUTH TEKCTOBBIM 00B-
eKT W TIOCJIe MIeNTYKa MBIIIbI0 BHYTPU OOBEKTa BBECTH TEKCT. [Ipu
Habope TeKCTa IoJie, B KOTOPOM HaOHpaeTcs TEKCT, 00pamiIieTcs
IITPUXOBOH JIMHWEH W BBIACISACTCS MapKepaMu (MalleHbKUMU KBaJl-
paTukamm):

?’////////////////////////////EV//////////////////////////
zZ

TR

R I R

[pumep Odopmnenns|
é’////////////////////////////D’////////////////////////////é
JaHHBIN pEeKUM CHUTHAJIU3UPYET O BO3MOXHOCTH BBOJAa U

penakTupoBaHus TekcTa. CIEIyOMUN PeKUM, ¢ TOYCUYHOW IITPH-
XOBKOH, II03BOJISICT paboTaTh ¢ caMUM O0BbEeKTOM. UTOOBI BOWTH B
3TOT PEKUM, OOBEKT HAJ0 BBIACIUTH. IS 3TOro oKkoio o0beKTa
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(TekcTa, pUCYHKa H T.I.) MOOUTHCS, YTOOBI KypCOp M3MEHWIICS Ha

, 1 HAXKATb JICBYIO KHOIIKY MBIIIH.
[

IIpumep OdopmueHus

i
JlaHHBIN peXUM IT03BOJIAET:

® U3MEHSATH pa3Mepsl (374ech yKa3aTelb MBIIIH HABOJUTCS Ha
MapKephbl, KOTOpbIe MPUHUMAIOT BUI CTPEIOK + ™ ¥ pc
MIOMOIIIBIO JIEBOM KHOIKH MBI U3MEHSIETCS pa3Mep);

® [ICPCTACKUBATH 00BEKT (3}1€CB YKa3aTCJib MbIIIIU HABOAUTCS
Ha MITPUXOBYIO JIMHHUIKO BHEC MApPKCPOB, YKA3aTCJ/Ib MBI U3MCHSCT-

CA Ha KPCCT C HAIIPABJICHHBIMH KOHIIAMHU . HepeTaCKI/IBaHI/IC ocy-
MCCTBIIACTCA TAKXKE C IIOMOIIBIO MBIH_II/I);

e yaiaTh (0OBEKT BBLACISACTCS U Ha)KUMaeTcs KHorka «Del»
KJIABUATYPHI);

® KOIMMMPOBAHUC, BHIPC3aHUC, BCTABKA.

Br1 paboraete B mycToM craiijie, TAe HET TEKCTOBBIX 00BEK-
TOB. [IJ1s1 TOTO YTOOBI HX CO3/aTh, UCIIONB3YETCs TIaHEb HHCTPYMCEH-
ToB «PucoBanuey, eciiu ee HeT y Bac Ha skpane, To oToOpazurte mna-
HEJb.

J AeHcTEMA * % Co,

AETOHMEYDEl » ™ \Dg‘L@.'i'&'E?E.ev

I[aHHaH MaHECJIb IMMO3BOJIACT pUCOBATH U CO31aBaThb COOCTBEH-
HBIC PUCYHKHU. I[J'Iﬂ TOr0 YTOOBI BBECTH TCKCT, HAA0:

e BriOpaTh HA TaHEIU PUCOBAHHS KHOTIKY

e [lepeHecTu Kypcop Ha cllaidJl B Hy>KHO€ MECTO U LIETKHYTh
MBIIIBIO, INOO TIepeTalIuTh yKa3aTelb MO AMATOHATH MPSIMOYTOIb-
HUKa B HY)KHOM HampaBJIeHUU.

e Jlanpire HEOOXOIUMO BBECTH TEKCT ¢ KIaBHATyphl. MOKHO
W3MEHUTh pa3Mepsl 00BEKTa MO IKEJaHUIO, YCTAHOBUTH OOBEKT B
HY>KHOE MECTO.

=
B oTiauuue ot MUKTOTPaMMbL , Apyrue 06’beKTBI, Harnpu-

Mep OO , TIO3BOJISIIOT BBECTH TEKCT BHYTPHh (PHTYPHI, ITyTEM BBI-
0opa B KOHTEKCTHOM MEHIO KOMaH/IbI «/{00aBUTh TeKCT». OcTanbHbIC
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KHOTIKH TIaHENHU 3aJal0T 0ToOpakeHne 00BbEKTOB: TeHb, 00 BEMHOCTB,
BHJIBI CTPEJIOK, TONIIWHA JINHUH, BET U T.1.

¢ BripaBHHBaHNE 0OBEKTOB IO JIMHUSM MTPUBSI3KU.

Power Point pemocTaBisieT MONIb30BATEISM JTHHUN TPUBSI3-
ku. JlaHHBIN peXUM OCOOCHHO IMOMOTAeT BH3YalbHO WJIM aBTOMATH-
YeCKH BHIPAaBHUBATH MOJIOKEHHE HECKOIBKUX 00beKTOB. Eciu muHumn
MIPUBSI3KA OTOOpPaKEHBI, TIPH TEePETACKUBAaHUH OOBEKTa BOJIM3U OT
ATUX JTUHHUNA €T0 YTOJI WU IEHTP (TO, 4TO OJIKE) BRIPAaBHUBACTCS 110
ommkaiimeit muHIA. OTOOpaKCHHUE JIMHUHA TIPUBSI3KH BBITIOTHSICTCS
koManaoi Bun—=Hanpasnaromue. Kaxayro JUHUIO MPUBSI3KA MOX-
HO TIEPEHECTH WJIH yJaIUTh, COOTBETCTBEHHO IMEPETAIINB €€ B HYX-
HOE MECTO WJIH 3a Mpejaessl ciaiina. YToObl co31aTh JOMOIHUTENb-
Hyto nuHUIO, yaepxkuBaete «Ctrly mpu meperackuBanuu OJHON u3
OMKANIIINX JTMHUK OT MeCTa CO3MaHus HOBOW. UTOOBI CKPBHITH JIH-
HUU TIPUBSI3KH, WX HEOOS3aTENbHO YIANATh, MOYKHO MPOCTO OTKITO-
YUTH UX, TOBTOPHO HaOpaB koMaHay Bun—>Hanpasisromme.

1.3.6 BcraBka puCYHKOB

Paznuunble M300pakeHusl SIBISIOTCS HEMIPEMEHHBIM aTpUOYy-
TOM JTH000# mpe3eHTanmmu. VX 3¢ (HEeKTHUBHOCTh 3aMETHO BO3pacTacT,
€CJIM ayJIUTOPHUS OYCHb BEJIMKA U c1ab0 3HAKOMA C M3JIaracMbIM Ma-
TEPUAIOM.

Jlnis BCTaBKM PUCYHKA HEOOXOAUMO:

1. BriOpaTh MeHI0 BeTaBka, qanee BHIOPATh:

o [TyHkT PrcyHOK (€Cii XOTHTE BCTABUTh PUCYHOK W3 TIPE-
JlaraeMoro Habopa).

e [Iynkt U3 ¢aiina (ecam XoTUTE BCTaBUTh COOCTBEHHBIN pH-
CYHOK WJIM yKa3aTh MECTOIIOJIOXKEHHUE rpaduieckoro ¢aiina).

2. VcraHOBUTE HEOOXOAMMBIC pa3Mephbl KAPTHHKH H TIOME-
CTUTE €¢ B HYXKHOM MECTE Clialifia (3TH Olepaluyd aHaJIOTHYHBI Ma-
HUITYJISIHSIM ¢ TEKCTOBBIMHA OOBEKTaMU (CM. TIPEABIAYIITUI IIYHKT)).

1.3.7 HacTtpoiika aHUMAaUUH TeKCTa

17



B nensx cozmanust 3QPexToB aHUMAIMH TSI TEKCTa MOKHO
BOCIIOJIb30BaThCs MaHE b0 D¢ GEKThl aHMMALUH, B KOTOPOM BhIOU-
paroTcsi ctaHmapTHBIC 3(PQEKTHI: MHITYyIas MAaIllMHKA, BHIOpachIBa-
Hue, JnazepHbld d3dekt, oOpaTHBIA MOPSAAOK IOCTPOCHUS TEKCTA.
3¢ dexThl, TOMEIIEHHBIE B TEKCT, COMPOBOXKIAIOTCS CTaHIAPTHBIMH
3ByKamu. UToOBI HACTPOUThH TEKCT, HAJIO BBHIACIUTh €0 U Ha IMaHEeIn

Db ekt aHuManyK BEIOpaTh KHONKY Hactpoiika aHumanuu @% Ha
KpaHe mosBUTCst OKHO (prucyHok 1.10).

Hacrpofika aHuMauuM EHE

MNopaAck aHHMALLMK

OTMEHA

il

OpacMaTh

]

Bpema | SchdeKThl I SheK T B AMArpattax I MapaMeTpLl EOCMPOMIEE AEHHA I

QfterTel B23 aHHMaLHH i~ AHHMALHA

| BRIKNHOHHMTE

(¢ N0 WENYKY MbILLH

" BETOMATHUECKH, Yepes

I E CEKYHA NoCne

MPE AL AYILErD COBBITHA

Pucynox 1.10 — ITanens Hactpotika aHumarmm

Jlns HacTpoMKM aHUMAaIIMK BBITIOJIHUTE CJIETYIOIIIEE:
1. B cmucke 3ddexThl BEIOEpHUTE HYKHBIH 3P HEKT.

2. B mosBHBIIEMCS CITUCKE BBIOCPHUTE HYXKHBIM 3BYK, CO-
MpOBOXAAIOMINH 3P DeKT.

3. B cmmcke mocie aHUMallil YKaXKUTC Ha BI:;I60pI HECT,
CMCHUTB IBET, CIIPATATH, CIIPATATH 110 HIC/TYKY.

4. B oxHe «IlosiBieHHE TEKCTa» MOXHO yKa3aTh: BCe, IO
cjoBaM, o OykBaM, TIo ab3aram, B 0OpaTHOM IMOPSIIKE.
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5. Bo BKJIaJKC «BpeMH» YKa3aTh O HICJIYKY WKW aBTOMa-
THYCCKH.

6. B okne ((HOpHI[OK AaHUMaluu» MOXKHO YKa3aTb NOPAIO0K
MOSIBJIICHUS 00BEKTOB IIpU MOMOIIHU CTPCJIOK BBEPX U BHU3.

Ecnu Bel yctanoBunu He TOT 3 (EKT, TO ero MOKHO B JIIO-

0oe BpeMsi OTKOPPEKTHPOBATh, HAKAB KHOIKY 4 , 1 UCIPaBUTh Ha
HYXHbIH. [J11 BEIOOpa HECTaHAAPTHOTO O3BYYMBAHUS B CIHCKE IMOJ
Ne 2 Boibepure «/lpyrue 3ByKu» U yKakuTe UMs 3BYKOBOro (paiina u
IIyTh K HEMY.

1.3.8 Hacrtpoiika aHUMaLUHM PUCYHKOB

[Ipn momomu J1eBOi KHONKH MBIIIA BBIACTUTE KapTHHKY.
Hanee, Ha manenn «O(¢eKTH aHUMAIII», BEIOEPUTE HEOOXOMMBII
ad ekt mubo kHONKy «HacTtpoiika aHumanum». AHAJOTUYHO JaH-
HYIO0 NIaHEeIb MOXKHO BBI3BaTh uepe3 «KOHTEKCTHOE MEHIO».

Hactpoiika puCyHKOB BBIIIOJIHSETCS TaK K€, KAK M HACTPOIKa
TEKCTOBBIX 00BekTOB. HakaB kHOmMKy «IIpocMoOTp», MOXKHO Mpo-
CMOTPETH MOPSIOK aHUMALIUU JUIsl OJJHOTO claija.

3amyck W MPOCMOTP cllaifia OCYIIECTBIIIETCS IO KHOIIKE
«IToka3 caatimoB», 1100 MeHto «Iloka3s ciaiinos»—=> «HauaTb mokas».

1.3.9 [dobaBaenue caaiina

MBI yke HaydwInCh cO3[aBaTh ONWH ciaiix. g cozmaHus
BTOpOro (HOBOTO) Cliaiila Hy>KHO BBIOpaTh Ha CTaHIAPTHOW MaHEeTn
kHOnKy «Co3maTh ciai» WM yKa3aTb B TJIaBHOM MeHIO Bcras-
ka—>Hosbli ciaiia. Jlanee, Kak ye pacCMaTpUBAJIOCh paHEE, HY)KHO
yKa3aTh BUJ ClIalia U IPUCTYIIUTD K €r0 0(OPMIICHHUIO.

Co3/1aB HECKOJIBKO CTIaiI0B, KPOME HETIOCPEICTBEHHOIO TIe-
pexojia OT OJHOTO K APYroMYy, CYIIECTBYET BHU3yalbHOE 0(OpPMIICHHE
nepexoja Mexy cllaijamMmu.

Jns Beibopa atolt pyHkumm Hamo Haxarb: [loka3 craii-
nos=Ilepexon cmaiina (pucysok 1.11).
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Mepexon cnafna E |
T~ 2erT TMPHHEHHTE KO BCEM |

MpHMMEHKTE

OTHMEHA |

MPAMOY T ONEHME EHYTPE j

" meansrno © cpeane % Grictpo

rTpoABMMEHKE — | [ 3BYE
V' no wen-ey I.C\I'I.HD,.'J,HCMEHTbI j
¥ aEToMaTHYECKH NocnE [ HenpepeisHo
|5| CeryHa

Pucynox 1.11 — Ilanens [lepexon cnaiina

B oxne ykaxute Buj niepexona. B okHe Dddekt yxe Oyner
ykazaH a¢dexr. B rpymne [IpogsrmkeHne ykakuTe MPOJBUKCHUC
claiija: aBTOMAaTHYECKH WM 1O IIETYKy. B Tpymme 3ByK yKaKuTe
HYXHBbIH 3ByK. Tenepp HaxkmutTe KHONKY «IIpumenuts» uiu «lIpu-
MEHUTH KO BCEM» U MOXKHO 3aIlyCKaTh MPE3CHTAIUIO HA I€MOHCTpA-
LIUIO.

1.3.10 Kxonkwu ynpasJjieHusi

Jns HaBuraimu no npesenranuu PowerPoint npepocrasnser
Ha0Op YIPABIAIOMNX KHOMOK. DTO 3()(HEKTUBHO MPU M3YYCHUH Ma-
Tepuajia, IOKa3e KapTHMHHOM rajeped, anbOoma Qororpadmuii.
Hanpumep:

e [lepexon Kk cienyromemMy cianmy.
e [lepexon K IpeapIAyIIEMy CIAnTy.
¢ BeIxox 13 mpe3eHTanuu.

© 3ByKOBOE COITPOBOKICHUE.
st co3manust KHOTIKY BBITIOJTHUTE CICAYIOIIEE:

1. Bueibepure Iloka3s crmaifioB= Y IpaBisioniue KHOIKH.
2. Bribepure HY)XHYIO KHOIIKY B IIpeajiaracMoM Habope.
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3. Vkaxure PasMEpPbl KHOTIKU IPH TOMOIIN MBIIIHA.

4. Ha nanenu Hactpoiika aefictBus BeiOepute Biaaky [1o
LIEeTYKY MbIH WK 1o yka3aHuro MbILIN.

5. VkaxuTe BHUJA THUIEPCCHUIKU: CICAYIOIUNA Clal,
NpeapIAyui cnans, cinaiig Ne u 1.1.

6. Bwmecrto mepexoma IO THUIEPCCHUTKE MOXKHO BBI3BAThH
mo0yIo TIporpaMMy, ykasaB ee B 0030pe (depe3 HakaThe Ha KHOTIKY
«O0630p»).

7.Hactpoiire 3ByK, CONPOBOXKIAIONTHIA IEHCTBHE NP MEPEXOIE.

B pexxume npocmoTpa mpe3eHTaluu, MoABeIs Kypcop K OJ-
HOW W3 KHOIIOK, CTpPEJIKa M3MEHUTCS Ha ykazarenb (pyka). Haxarue
JIEBOM KHOIIKHM MBIIIIM BBI30BET HACTpOEHHOE Bamu nelictBue.

CoBeTbl: IpH UCTIOIH30BAaHUH KHOTIOK HEOOXOJIUMO OTKIIFO-
YUTh aBTOMAaTUYECKUN Mepexos cliaiioB. KHOMKM KOMUPYIOTCS BMe-
cTe ¢ uX QYHKIUSIMH.
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2 HcnoaszoBanne MS Word nas npencrasiieHust
pe3yJbTaToB PadoThI

2.1 leab paboThI:

1) Wzyuuts comepkanue TeMsl «Mcmoas3zoBanne MS Word
TS TIPEJICTABIICHUSI PE3YJIbTATOBY

2) Hamucanue HaydHOro MOKjiIaga mo Teme «MHKpOdJIEK-
TPOHHKA W TBEPIOTEIbHAS DJICKTPOHHUKA», MPEICTaBIe-
HHE pe3ioMe

3) IlpeacraButh COOCTBEHHOE PE3IOME W HAYYHOI'O JIOKJIA-
1a.

2.2 OTuer

Otuet no AaHHOU paboTe AOJKEH COAEPHKATD

Pestome s ycTpolicTBa Ha paboTy.

Joxnax mo HaydHOU TeMaTHKe (BO3MOXKHO IO TeMaM KypcCo-
BBIX paboT, AUTUIOMA).

2.3 ConepkaHue TeMbI

OOu1ee Ha3BaHUE MPOTPAaMMHBIX CPEACTB, IpeAHA3HAUCHHBIX
UL CO3JaHMs, PEAaKTUPOBaHUSA M (POpPMATHPOBAaHHUs MPOCTHIX H
KOMIUIEKCHBIX TEKCTOBBIX JTIOKYMEHTOB, — MEKCHO8ble NPOYECcCcopbi.
B nacrosimee Bpems B Poccun Haubonbliee pacipocTpaHeHHEe HMEET
TekcToBbIi nporieccop Microsoft Word. Microsoft Word mo3Bossier
CO3/1aBaTh JOKYMEHTHI PA3IHMYHOM CIIOKHOCTH: OT 3JIEMEHTApHBIX
3asABJICHUHN N0 MyONuMKanui, 3aHUMAOIIUX MHOTO CTpaHUIl. Taxxke,
Onarozmaps BCTPOGHHOMY rpaU4ecKOMYy peJakTopy, MOXHO CO37a-
BaTh XOPOIIO O(GOPMIICHHBIE MO3APABUTENbHBIC OTKPHITKH, BU3HTKH,
MIpUIJIalIeH:s], MMCbMa M T.A. 37€Ch BBl Y3HAETE€ OCHOBBI, KOTOPHIE
nmoMoryT BaMm co3naBaTe M meyaTaTth CBOU JIUTEPATYpHBIE TPYABI, a
MOKET OBITh 3TO OyJeT HavaJibHOM CTYNEHBKOHW K BEpILIMHE H37a-
TEJIbCKOIO JeNa.

2.3.1 Hureppeiic Microsoft Word

Kak Bcerna, HaYHEM C O3HAKOMJICHHS C BU3YAJIbHOU YaCThIO
nporpammMel. Paccmorpum conepxkumoe okxa Microsoft Word, ee
OCHOBHBIX TTaHEIeH, KOMaH][, MEHIO HACTPOEK.
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[Ipu mepBom 3amycke Microsoft Word mosiBisieTcst OKHO,
n300pakeHHoe Ha pucynke 2.1, Ho mockoasky Word o6amgaer 6ora-
TBIMH BO3MOJKHOCTSIMH HACTPOMKH MOJIb30BATEIILCKOTO UHTEpdeiica,
MO3TOMY Ha BallleM KOMITBIOTEPE OKHO MOKET HEMHOT'O OTIUYAThCA.
OCHOBHBIC KOMITOHEHTHl OKHAa OTMEYEHBI MOSICHSIIOIMMHI HAIIUCS-
MH.

CTpoka 3aroJ10BKa BBHINIOJHSAET OCHOBHBIC (DYHKIWH, KaK U
y npyrux npuinoxennit OC Windows. B cTpoke MeHto (cripaBa) npu-
CYTCTBYIOT «KHOIIKHM YIPAaBJICHUS OKHOM», OHU BBINJIAJAT TaK JKe,
KaKk M B CTPOKE 3arojioBKa, HO MMEIOT ApPYyroe Ha3HayeHue. OTO
KHOITKM YIIpaBJICHHs OKHOM JOoKyMeHTa. CiemyeT pa3innyaTh HMOHS-
THSI «OKHO JOKYMEHTa» ¥ «OKHO ITPHUKIIAJHON TPOTPaMMBI».

CTpOEA 3aroioBEa KBOIKA YOpaRIcHAR

W Microsolt Word - Dg ucnbieTexs_M_2_0_D0

|®] Pafin Mpaska Bua Beraexa Popmar Cepewc TaBmua MathType Okwo 2 18] x|

S EHE(SRY| P Rad o aw BoEES B oo - |

- 6o = TmeshewRoman =10 ~|XK K U= ===|EisE=O-2-A-

o q-.-p-2-.l-)]’-.-4--5.-.-5-..-7--s---.a---w--11-.-_ =
HHelika

Ilonockl NPOKPYTKH

=|ul=[=[4] >

LT [ & seomwe- N 2 OOE 4| 2-L{A-===28a 202 |

o]z Pasan 2065 [Ha 1,6 Cr 1 Keni a0 ol Ban e [ O y
|__ Kooungn BeGOpa pexnmMa KHOIEHA nepexona

|__ ITanenw HECTPYMCHTOB

Pracyrok 2.1 — OrAo nporpasus Microsoft Word

OKHO JOKYMeHTa — 3TO YacTh okHa Microsoft Word, B
KOTOpPOil oToOpakaeTcst 1 00padaThiBaeTCs JOKYMEHT.

OKHO NPHUKJIATHOH MPOrpaMMbl — 5TO OKHO AKTHBHOTO
npuiIokeHus (B IaHHOM ciydae pexakropa Microsoft Word). B nem
0oTOOpa)kaeTcss MEHIO U paboyasi 00J1acTh C OKHAMH JJOKYMEHTOB. DTO
OKHO sIBJIsICTCSL 00BIYHBIM OKHOM WiNdOWS—TIpriioxKeH s, ¢ KOTOPBIM
BbI yke 3HakoMbl u3 rir. OC Windows.

Ecnn okHO HOKyMEHTa HaXOJUTCS B MOJHOAKPAHHOM COCTO-
SIHUH, TO €r0 PAMKU U CTPOKA 3aroJIOBKa CIMBAIOTCS C COOTBETCTBY-
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FOIMMH DJIEMEHTAMH OKHA MPOTrpaMMbl. AHAJOTHYHO, KaK U ¢ MPH-
JIOXKECHUSIMH, PACKPBITUE OKHA MOYKHO BBITIOJHUTH JIBOMHBIM HAXKATH-
€M MBIIIA Ha CTPOKY 3aroJIOBKa OKHA JIOKYMEHTa, & MOKHO HaXaTH-
€M COOTBETCTBYIOIIMX KHOMOK YIPABICHHS JOKYMEHTOM).

MpuorookonHas opranmsanus Microsoft Word mossosster
OJTHOBPEMEHHO paboTaTh ¢ HECKOJIHKUMH JIOKYMEHTaMH, KaXK/bIH W3
KOTOPBIX PAcCIOJIOKEH B CBOEM OKHE, YTO TMO3BOJSCT HATTIAAHO U
OBICTPO TOJIL30BATEINIO MTEPEHOCUTh MHOOPMAIIHIO M3 OJHUX JIOKY-
MEHTOB B apyrue. [Ipu BBEJIeHUU U peaKTUPOBAHUN TEKCTa MOJIb30-
BaTellb pabOTaeT ¢ aKTUBHBIM JOKYMeHTOM. (st mepexoma K OKHY
JPYroro JOKYMEHTa HEOOXOAWMO IMICIKHYTh Ha €r0 UMEHH B MEHIO
OKkHO (MEHIO COEPKUT HECKOJIBKO KOMaH/ JUIsl pabOTHI C OKHAMU H
CIMCOK OTKPBITBIX JOKYMEHTOB Ha TEKYIIMHA MOMEHT, U3 KOTOPBIX
TOJILKO OJTHO MOXET OBITh aKTHBHO).

Kaxaprit TOKyMEHT COCTOUT U3 CTpaHUIl. UTOOBI MPOBOINUTH
HaABUTAIHIO [0 CTPAHHIIAM, UCTIONIB3YIOTCS TIOJIOCH TIPOKPYTKH.

IMoJsiochl TPOKPYTKH (BEpTHKAIbHAS M TOPU30HTAIBHAS)
MPeIHA3HAYCHBI JJIs IEPEMEICHHSI M0 TEKCTY B OKHE PEIaKkTopa 1o
BEPTUKAIH H 10 Topu3oHTanu. [lepemelieHne mo AOKyMEHTY C HC-
MOJIb30BAHUEM JIHHEEK MPOKPYTKH OCYIIECTBIACTCS C TMOMOIIBIO
MBIIIIH.

[epemerneHre okHa Ha OJTHY CTPOKY BBEpX

Ilepemernienne okHa Ha OHY CTPOKY BHU3
Ilepemenienne okHa BIEBO

Tlepemenienne okHa BIIpaBo

[TepemerieHre OKHA B HAINPABJICHUU CIBUTA
MIPSIMOYTOJIEHUKA (OETyYHOK)

[lepememienre okHa Ha OnWMH OOBEKT (CTpa-
HUILY, PUCYHOK, TaOJIHILy U TIp.) BBEPX

[TepemerieHre OKHA HAa OIMH OOBEKT BHU3

] M 2 [MAM K

Br16op 006bekTa mepeMerieHus
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Ecnu BaM HemOCTYNHBI TOPU3OHTAJIbHAS WM BEPTHKAJIbHAsS
HOJIOCHI IPOKPYTKH HJIM CTPOKA COCTOSIHUS, BhIOepuTe Komanay Ila-
pameTpsl U3 MeHI0 CepBHC, MIEIKHUTE Ha BKIaaKe Bua u yctanosure
(koK (TaJI0oYKy) y COOTBETCTBYIOIIETO MTapaMeTpa (PUCYHOK 2.2).

Mapamerpw EHE
MIENPSENEHHA ] MNeaneso0EaTanE ] COBMECTHMOC TR I PacnonoweHme I
Ena O ] Mpaska ] Meu4ate ] CaxpaHeHHe ] MNP &EOMHCaHHE I

MapaMeTpEl PEXHMA PASMETEH
MokastEaTe

W rpadwmeckie ofbekTel W BblaeneHHe uEETOM
™ npreszky 0B beKTOR [~ zaknaakw

[ rpaHHuel oBnacTH TekeTa [ koAbl nonef

[ NyCThIE paMKH PHCYHKOE 3ATEHEHHE NONEH:

W aHMMaumrs TexcTa MPH BBIAENEHHK hd

v BCANBIE3HIWHE MOACKa3KH

HenedaTaeMele CHMEDNLI

[ cHMEONE! TaGyNALHH [ mMarkHe nepeHock!
[ npofiene [ cRpRITEI TekoT
[ cvMBOne afzaues [ ece
QKHOD
v cTpoka cocToAHHA [ ropHEOHTaNEHSA NONOCa NPOKEYTKH

V¥ BEpTHKAanbHas NoNoca NPoKpYTkK

O | OTHEHS

Pucynox 2.2 — JlnanoroBoe okHo [TapameTpsl

OO0paTtuTe BHUMaHUE Ha HAJTMYME HACTPOUKH «CTPOKHU COCTO-
STHUSDY Y «BEPTUKAIBHOUN JIMHEHKI.

2.3.2 Pe:kumbl 0TOOpaKEHUS JOKYMEHTOB

Hauunas ¢ mecroii Bepcuu, Microsoft Word mommepsxusaer
HECKOJIBKO PEKUMOB TIpe/ICTaBJIeHus TOKyMeHTOB. [lepekitoueHue pe-
KMMOB MOYKHO OCYILECTBIIATH B MeHIO Buy mbo KHOHKaM.
PaccMmoTpuM HazHaueHHE KHOTIOK CJIeBa HANPaBo:

B o00bIYHOM pexmMe TpEACTaBISCTCS TONBKO COJepKa-
TeNbHAsl 4acTb AOKyMEHTa 0e3 peKBHU3UTHBIX 3JEMEHTOB OQopmIe-
HUSI, OTHOCSIIIIUXCS HE K TEKCTY, a K TIEYaTHBIM CTPaHUIAM (KOJIOH-
THTYJIBI, TIOJCTPAHUYHBIE CHOCKH W T.IL.). DTOT PEKHUM yIOOEH Ha
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paHHUX JTanax pa3paboTKu TOKyMeHTa (BBOA TEKCTa, pEAaKTUPOBA-
HHUE, PELICH3UPOBaHKE), a TAK)KE BO BCEX CIydasX, KOIZa Colepia-
TeNbHAsl YacTh JOKYMEHTa HMMeeT OoJjiee BBICOKOE 3HAUYCHHUE, YeM
BHEIIIHEE MpeAcTaBiIeHue. B 3ToM pexxume omepauuu ¢ 00bEeMHBIMU
JOKYMEHTaMH IPOXOIAT ObICTpee, YTO Ba)KHO NpH paboTe Ha Majo-
[IPOM3BOJUTENBHBIX KOMIbIOTepax. HemocTaTok naHHOro pexuma:
HE MOAJCPKUBAIOTCS HEKOTOphIe rpaduueckie 00bEKThl (PUCYHKH,
rpad¥uKH U T.I1.).

B pexume saekTponHoro (Web)-n1okyMeHTa »SKpaHHOE
MPEICTaBICHUE HE COBNANACT C IEYaTHBIM. DTO OTCTYIUICHHE OT
npuniuna WYSIWYG, Ho oHO XapakTepHO AJ1sl 3JEKTPOHHBIX ITyOuIu-
karmit B World Wide Web, mockonsky 3apaHee He W3BECTHO, KaKUM
CPEACTBOM IMPOCMOTpPa W Ha KakoM o0OopynoBaHum OyneT oToOpa-
XKaTbcsl NOKyMeHT. [loHsTHe meyaTHOW CTpaHWIBl IS SJIEKTPOHHBIX
JOKYMEHTOB HE MMEET CMbICJIA, [I09TOMY Ha3HAUYEHHbIC IapaMeTpbl
CTPaHHUIBl HE YYUTHIBAIOTCS, a (OpMaTHpOBAaHHE MOKyMEHTa Ha
9KpaHe SIBIAETCS] OTHOCHTENIbHBIM. B 3TOM pekume pa3padaTbhiBaloT
3NIeKTpoHHbIE MyOnukanuu. [Ipu paboTe B 3TOM peXUME «KHOIKH
BBIOOpa peXMMa» He OToOpakaroTcs Ha dKpaHe. s Toro 4toObl
NEPEKIIOUNTECA B APYrOod peXuM, HE0OXOAWMO Ha)KaTb COOTBET-
CTBYIOIIMI peXHUM B MEHIO Buj.

B pexumMe pasMeTkH 5KpaHHOE IPEACTaBICHUE JTOKYMEHTa
HOJIHOCTBIO COOTBETCTBYET IEYAaTHOMY, BIIOTh IO Ha3HAYCHHBIX
napaMeTpoB MEYaTHOH CTpaHHULBI. JTOT PEXHUM yA0OCH i OONb-
MIUHCTBA paboT, CBA3AHHBIX ¢ (POPMATHPOBAHMEM TEKCTa, MpeaHa-
3Ha4YeHHOro [uid nevyatu. HaunHaromuMm npu paboTe ¢ JOKyMEHTaMu
PEKOMEHIyeTCsl yCTaHaBIMBATh MMEHHO 3TOT pexuM. pyrumu pe-
XKUMaMH JIy4Ile M0JIb30BaThCS 10 MEPe HAKOIUICHHS OTIBITA.

B pexxuMe CTPYKTYpBI JOKYMEHT OTOOpa)KaeTcsi C YTPUPO-
BaHHBIM BBIJICJIEHHEM €r0 CTPYKTYpHI. PexXuM mosiezeH B Tex ciyda-
AX, KOrja pa3paboTKy ITOKYMEHTa HAYMHAIOT C IUIaHa COACpKaHMA.
On oTimyaercsi TeM, YTO MPH €ro BKIIOYEHUHM Ha MaHeIH WHCTPY-
MEHTOB aBTOMAaTHYECKH OTKpBIBAETCS BCIOMOTATENbHAs IaHelb
CTpyKTypa, 3JIEMEHTHl YNpaBlieHHS KOTOPOH MO3BOJISIOT NPAaBUTH
CTPYKTYpY JOKyMeHTa. BEIOOp OHOTO M3 YEThIPEX BBIIICYKA3aHHBIX
PEKUMOB TPEACTABICHUS JOKYMEHTA BBITIOIHSETCS C MMOMOIIBIO KO-
MaHJIHBIX KHOTOK, PACIOJIOKEHHBIX B JIEBOM HIDKHEM YTy OKHA
MPWIOKEHHUS, WM KoMaHAaMu B MeHI0 Bua. Uepes mento Bun no-
CTYITHO TaKXe CIeIHalbHOE MpeacTaBieHue (MAThI pexxuM) Cxema
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AOKYMEHTA, TP KOTOPOM OKHO TNPHJIOXKEHUS HMEET JIBe paboune
naneny. Ha neBoil maHenu mpecTaBisieTcsi CTpPyKTypa TOKyMEeHTa, a
Ha MpaBoOil — caM JAOKYMEHT. DTOT PEKUM, COUETAIOUINM JOCTOMH-
CTBa peXKMMa Pa3METKH U PEXUMa CTPYKTYPBI, II0JIe3eH NPU HaBUTa-
UK TI0 00BEMHOMY JIOKYMEHTY — €r0 YJ0OHO UCIIOJIb30BaTh HE MPH
CO3[aHHH, a TIPH MPOCMOTPE TOKYMEHTOB CJIOXKHOU CTPYKTYPHI.

2.3.2.1 JIuHedKku

l'opu3oHTanbHAsT KOOPAMHATHAS JIMHEWKA PACIIOIOKEHA HaJl
pabourM ToJieM, BepTUKalbHas — clieBa oT pabodero mois. C ux
MTOMOIIIBI0 MOKHO YCTaHABIIMBATh IOJISI CTPAHUII, a03aIHBIE OTCTY-
Ibl, U3MEHATh LIUPUHY CTOJIOIOB M YCTaHABIMBAThH MO3UIMH Ta0y-
nsaun. [lo ymMondaHuio kKoopAWHATHas JIMHEHKa TpaaynpoBaHa B
CaHTUMETpax. Buvlgooamca/youparomcs AuHelUKU ¢ NOMOWbIO KO-
MmaHnowvt Buo =>Jlunetika. OOpaTuTe BHUMaHHUE, YTO JIMHEHKA ITOTHO-
CTBIO OCTYIIHA B PEKHMME Pa3METKH, & B OOBIYHOM PEKUME — TOJIb-
KO BepXHsis JInHelKa. B npyrux pexumax JinHelka HelOCTyITHA.

2.3.2.2 IlaneJ M MHCTPYMEHTOB

Tlon cTpokoil MEHIO PacloJIOKEHbI MaHEId WHCTPYMEHTOB,
KOTOPBIC COCTOSIT U3 KHOMOK C PHCYHKaMH (MUKTOrpammamu). Kax-
JIOM KHOIKE COOTBETCTBYET KOMAHIa, a PUCYHOK Ha 3TOM KHOIKE
mepenaeT 3Ha4YeHHWE KOMAaHIBL. BONBIIMHCTBO KHOMOK IyOnmpyer
Hau0oJee YacTo yrnorpedasieMple KOMaH/Ibl, JOCTYITHBIC B MEHIO. J{7s
BBI30Ba KOMaH/bl, CBSI3aHHOH C KHOIIKOM, HEOOXOJMMO IIEIKHYTh
MBIIIBIO HA 3TOW KHOomKe. Ecny HaBecTn YKa3aTcjib MBI Ha KHOII-
Ky, pAA0M IOABUTCA IMOACKa3Ka C Ha3BaHUEM KOMaHJbI, a B HEKOTO-
PBIX CITy4asix, BO3MOXKHO, COYETaHUE KIIABUII JIIsl OBICTPOTO BBI30BA
JTAHHOW KOMaHIBI. YUTOOBI BKJIIOYUTH TaKOW pPEXUM HAKMHUTE:
Bun=Ilanenu uactpymenro=  Hacrtpoiika... Bknaaka Ilapa-
METpHI= BKITIIOUUTH B MOACKA3KU COYETAHUS KIaBUIIL.

OOBIYHO TOJT CTPOKOH MEHIO HAaXOHIATCS JBE TMAHETH WH-
ctpymentoB — Cranmaptaas u ®@opmarupoBanne. UToOBl BBIBECTH
Wi yOpaTh MaHeNb C dKpaHa, cieayer BeIOpath Bun=Ilanenn uH-
CTPYMEHTOB, a 3aTeM UICIKHYTh Ha KHOINKE C HA3BaHHEM HY>KHOMH
naHenyd. Ecnyu maHenp TpPHCYTCTBYET Ha JKpaHe, TO DPSIOM C €€
Ha3BaHHeM OynaeT cTosATh MeTka Y . BooOlie, 4ncio maHesaeH mpe-
BBIIIACT MATHAAUATh. [laHenn HHCTPYMEHTOB COACPKAT KHOIKH, CO-
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Opannbie o Tematuke: Popmatuposanue, Web, Pucosanue, Tabmu-
bl ¥ TPAHUIIBI U T.11.

Jns u3MeHeHus cocTaBa TPYyNNbl KHOMOK HAa TAHEIW HH-
CTpYMEHTOB cieayeT B MeHio Cepsuc=HacTpoiika, B AHaTIOrOBOM
okHe Hacrtpoiika BeIOpaTh Bkimaaky Komanael. B crimcke Kareropnu
HaXOJWTCA Ha3BaHHWE TPYIIIbI, IOcie 4ero B criicke KoMaHb! MosB-
JITFOTCSL. KHOTIKK ATOHW Tpymibl. UTOOB! J00aBUTH KHOIKY Ha TaHENb
WHCTPYMEHTOB, CJEIyeT NepeTSHYTh €€ W3 JHaJOroBOro OKHA B
HY)KHYIO TIO3WIIMIO TaHETW WHCTPYMEHTOB Wi MeHIo. lIpomecc
YCTaHOBJICHUS KHOIKU 3aBEPIIACTCS MICTYKOM KHOIKH C HAIIUCHIO
«3akpeIThy. [ ynajaeHus KHONIKHU C MaHETH WHCTPYMEHTOB HE00-
XOJIUMO TIEPETSIHYTH €€ B JIF060E MECTO MUaoroBoro okHa Hacrpoii-
Ka.

Ecnu BBI 3a0bUTH, YTO 03HAYAIOT HEKOTOPHIC KHOIKH Ha Ta-
HeJM MHCTPYMEHTOB, TO B 3TOM CIy4dae MOKHO ITOJIBECTH yKa3aTelb
MBIIIY K TAaHHOW KHOIIKE, U Yepe3 Mapy CEeKyH]I MOSBUTCS IMOACKa3Ka.
YopapnaTh TaHEISIMHU WHCTPYMEHTOB YJOOHO C TIOMOIIBIO KOH-
TEKCTHOTO MEHIO, KOTOPOE BBI3BIBACTCSl HAXKATHEM IMPAaBOU KIABUIIU
MBIIIY Ha JTFOO0N KHOTIKE.

2.3.3 CTpoKa cocTOAHUS
Crpoka cocrosaus Word mpeacrasiser uadopMmarmio o pa-
60Te mporpaMmsI (pUCYHOK 2.3).

TIpOorpaMMANTA PexXaM
( Te HA. pe, mrobs o
MeCTOTOI EeTHe Kypeopa BENKAHTE KT BHKIIOTATE)
I | | I
[cmpo 2z Paat 2254 |Ha 19,3m C7 10 Kon i 1 F ean e | G
Hmllep Papen
CIpaHHIH BunorAenae ONepaai, TAKAX LK
oposepka oplorpadenm, coXpaneaRe HIH
Texymag crpanana / IETTH AOKYMEHTA
obmee THQIO CIpaHHAT
CIpoxa Ha CIPARHATIE, MECTOIOIEECHAE
Pacerc Bepxa c1p Kypcopa B CIpoEe

Prcynok 2.3 — Ctpoka cocroaans Word

2.3.4 OcHOBHbIE IPHEMBI PAGOTHI € TEKCTAMHI
3nech pacckasbIBaeTCsl O BBOJE MH(POPMALUU, MAaHHUITYJIHPO-
BaHWU JaHHBIMHU, TPHBOITCS HEKOTOpPBIC HEIOKYMEHTHPOBAHHBIC
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cekpetsl. CkopocTh U KadecTBO pabotsl B Microsoft Word namps-
MYIO 3aBHCHT OT YPOBHS 3HAHUSI JaHHON TEMBI.

2.3.4.1 Co3nanmue, OTKpbITHE, COXPAHEHUE JOKYMEHTAa

Korma Ber 3amyckaere Microsoft Word, nmpunoxenue apro-
MaTHYECKH OTKPBIBACT IyCTOH JOKYMEHT M IpeJularaeT HadaTb pa-
00Ty MUTalOIIeil BEPTUKAIBHOM IOJOCKOW — KypcopoM BBOJA, HO
MHOTa IPUXOANUTCS IPUHYIUTEIBHO CO3/1aBaTh JOKYMEHTBHI.

Jns  co3maHMs HOBOTO JOKyMEHTa CIeQyeT BhIOpaTh
®aiin=>Co31aTk, 3aTeM B OTKPBIBIIEMCS JIHAJIOTOBOM OKHE Ha
BKJIaaKe OOmue HeoOXOIMMO BBHIOpPATh MUKTOTPaMMy C Ha3BaHHEM
«HOBBIH TOKyMEHT». Takke OOBIYHBIC JTOKYMEHTHI MOJKHO CO3JaTh,

HCIOJIb3Yyd KHOIIKY D Ha MaHeJIM UHCTPYMCHTOB CTaHI[apTHaﬂ.
I[J'IH OTKPBITUA CYHICCTBYIOHICTO JOKYMCHTA HCO6X0}_'[I/IMO

|

BoIOpaTh Pailn= OTKPBITH. .. WIH MIEIKHYTh KHOIKY [ 1a nasemm
uHCcTpyMeHTOB CTaHmapTHas, MOCJIE Yero OTKPOCTCS JAHAIOrOBOE
okHO OTKpbITHE JOKyMeHTa. C aHAIIOTHYHBIMH THATIOTOBBIMH OKHA-
MH BaM mpuXoanioch CTAIKUBATLCS M PaHbIIe, IPU paboTe ¢ OJIOK-
HOTOM, TO3TOMY MBI He OyaeM moapoOHO ero paccmarpuBarh. Kak
OoTMeUanoch pamsine, qokymentsl Microsoft Word umeror pacmmpe-
Hue doc.

Jlnst coxpaHeHust JOKyMeHTa He0OX0MMO BbI3bIBaTh Paita=

CoOXpaHUTh WY MENKHYTh KHOTIKY E naHenu CraHmapTHas.

IIpn mepBoM coxpaHeHHH MOSBUTCS auaioroBoe okHo Co-
XpaHeHHe ToKyMeHTa. B mone [lamka ciexyer BEIOpaTh JHCK, B MOJE,
PaCIOJIOKEHHOM HIXKE — IMAIKy, B KOTOPOW HEOOXOAUMO COXPaHUTh
nokyMeHT. B mone Tun ¢aiina — popmar, B koTopom Oyaer coxpaHeH
nokyMmeHT. B mone Wms daiina — Beectn ums (daiiga J0KyMeHTa U
IICNKHYTh KHOTIKY COXPaHUTb.

[Tpu MOBTOpPHOM COXpaHEHUM JHaIoroBoe okHO CoxpaHeHUe
JIOKYMEHTa He BBIBOAHUTCA, JOKYMEHT aBTOMaTHYECKH COXPAHSIETCS B
TOM ke (aiie (mog TeM ke uMeHeM). UTOObI COXpaHUTh JTOKYMEHT
MO IPYTrUM UMEHEM HIIM B JIPYTOH Marke, cleAyeT BHIOpaTh KOMaH-
ny Paitn= CoxpaHUTh KakK..., IOCIIe 4ero mosmiseTcss okHo Coxpa-
HEHHUE TOKyMEHTa.
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2.3.4.2 Hacrtpoiika BHEeIIHEro BUAa I0KyMeHTa

UToOB! BammM TEKCTOBHIE, TpadUdecKre JaHHBIE TOKYMEHTa
BEpPHO OTOOpaXKaquch, HEOOXOAWMO MPABUIBHO HACTPOHUTH JOKY-
MEHT, & UIMEHHO: 337]aTh OPUEHTALUIO JIUCTA, ET0 Pa3MEPHI, paccTOs-
HUe moJiel (Y4acTKH JOKyMEHTa OT Kpasi CTPaHHUIIBI 10 TEKCTa) B J0-
KyMEHTe M T.I. Bce 3TH HacTpo¥ku 3ajgaroTcs B (opme
®daiin—=IlapameTpbl cTpaHuIbl... Ha BKIaakax [loms, Pasmep Oyma-
ra. Oty xe ¢popmy Bl Moxere BEIOpaTh 0osiee MPOCTHIM CIIOCOOOM:
JIBYKPaTHBIM Ha)KaTHEM Ha MOJISIX JTMHEWKH JOKYMEHTA.

Ecnu Bl HacTpoliky TOKyMEHTa IpoBeaeTe mocie ero ¢op-
MaTHUpOBaHUs, To BaMm mpuaeTcs, ckopee BCETro, 3aHOBO MPOCMATpPH-
BaTh U OYOPMIIATE TOKYMEHT.

MapaMeTphbl CTPaHULE] 2=l

MNanA |P_a3mep Byrard I ACTOUHME By MarH I MakeT I

EepxHee: Iﬂ =t
HhsHee: m
Negoe: m
Mpagoe: m
Mepenner: m

T KpaA 40 KONOHTHTY N4

BEpxHErD: |1,25cr-1 E‘

<
IRIAEAAEE |1J25 £ E MPHMEHHTE: IK TEKYLLENY Pasieny j
™ 3epkankHke nona MonomeHHe nepenneta ———————
[™ 2 cTpaHHuBI Ha NHCTE  cnesa  { ceepuy

Mo yMORYaHHHD. . | Ok I OTMEHA |

Pucynoxk 2.4 — IlapameTpbl CTpaHULIBI

OO6patuTe BHUMaHHE, B KaKWX €IWHUIAX PAa3MEPHOCTH BBI
3ajlaeTe mapaMeTphl (JIOJKHBI OBITh B «CM»), a TaKXKe Pa3ieiIUTelh
SJIMHULL Pa3psAI0B (JOKHA OBITH 3armsTasi, a He TOUYKa).

2.3.4.3 BBoa M peiaKTHPOBaHHE TEKCTA

BbazoBeie omnepanuu mo BBOAY M PEOAKTHPOBAHHIO (TIPaBKe)
TEKCTa CTaHAAPTHBI IJId BCEX TEKCTOBBIX PEAAKTOPOB U TECKCTOBBIX
MPOIIECCOPOB, MMOITOMY 3HAKOMCTBA C TAKUMH CTaHJAPTHBIMH IIPO-
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rpammamu Windows, kak Brmoknor m WordPad, yxe mocratodHo,
4TOOBI HAYYMTHCS MMPUMEHSATD TE e CpencTBa B mpoieccope Word.

Cy1ecTByIOT JABa MHOHATUS — Kypcop BBOJA U yKa3aTelnb
Mpimu. C yka3aTreiaeMm MbIIM Bbl yke MO3HaKOMWINCH BO BpeMs
m3yuerns Windows.

Kypcop BBoOaa mpeactaBisieT coO0OW MHUTAIONTYIO0 BEPTH-
KaJbHYIO TOJIOCKY |. OH yKa3bIBaeT MeCTO, B KOTOpoe OyaeT BBO-
TUTHCST TeKCT. [lmst ero mepememieHUs] HCIOJB3YIOTCS KIIABHIIH
yrpaBieHust KypcopoM (tabnuma 2.1) uim MBIiib.

s mepemernieHuss Kypcopa € MOMOIIBIO MBIIIH CIEAYET
YCTAaHOBUTH yKa3aTelb MBIIIU B HYKHYIO TO3HLHUIO TEKCTa U IIEIK-
HYTb KJIaBUIICH MbIIIH. BBO TEKCTa OCYIIECTBIACTCS MMyTeM Habopa
C KJaBHaTypbl. BBOOMMBIE CUMBOJIBI MOSIBIIOTCA B MECTE Pacmoio-
xeHus Kypcopa. Kypcop npy BBozie CABUTAETCs BIPABO.

Tabmuna 2.1 — [lepeMenienue Kypcopa BBOJa ¢ MOMOIIBIO
KJIaBUATYPHI

Knaguia ITepemenienue

N Ha oxny cTpoky BBepx
8% Ha onHy cTpoKy BHU3

< Ha oxny nmo3uuuio BieBo
-2 Ha oyiHy MO3MIMIO BIIPaBO
Ctrl+n Ha oxun a63a1 BBepX
Ctrl+¥ Ha oxuu ab3art BHH3
Ctrl+< Ha 01HO ¢JI0BO BIIEBO
Ctrl+-> Ha o110 CI0BO BIIPaBoO
PgUp Ha onuH skpaH BBepx
PgDn Ha onun skpaH BHH3
End B konerr cTpoku

Home B mauasno crpoku
Ctrl+Home B Havaso qokymeHra
Ctrl+End B koHel 1oKyMeHTa

YTtoObl BBOOMMBINA TEKCT 3aMellaj, a He COBUTal _lﬁ
TEKCT, UMEBIIUUCA paHee, BKIIOYAIOT pexcum 3amervl. 1le-
PEKITIOUCHHE PEKHUMa 3aMEHBI OCYIICCTBILIIOT Ha)KaTHEM KITABHUIIIH
«Inserty wiu MBOWHBIM MIEITYKOM Ha WHIAMKATOPE «3aMEHa» B CTPOKE
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coctosinusl. Ecnu xmaBuma «Inserty He BKIIOYAET PEKUM 3aMEHBI,
HaJ0 MO0 BOCIIOJIb30BATHCS WHANKATOPOM «3aMEHay, JIN0O0 yCTaHO-
BuTh Quaxxkok Cepsuc=Ilapamerpsi= [IpaBka= Bxito-uuth pexum
3aMeHBl CHMBOJIOB IpH BBojE. YToObI KitaBuIy «Insert» MO>XHO ObI-
JIO HCIOJIb30BaTh TaKHM o00pa3oM, Hago CcOpOCHTh  (DIakoK
CepBuc=Ilapamerprsr=IIpaBka= Hcnons3oBath kimaBumry INS ms
BCTaBKH.

ITo mocTrxeHWH TPaBOTO Kpas CTPAHUIBI TEKCT aBTOMAaTH-
YEeCKH TEPEHOCUTCS Ha HOBYIO CTPOKY. UTOOBI MPUHYIUTEIHHO 3a-
BEPIIUTh CTPOKY W HayaTh HOBBIA a03all, HaJ0 HaKaTb KJIABUIILY
«Enter».

2.3.4.4 Paborta ¢ pparMeHTaMH TeKCTa

Jns ynaneHusi, KONUPOBaHUS W MepeMelieHust (parMeHToB
TEKCTa COOTBETCTBYIONINH (pparMeHT JOJKeH ObITh CHavaja BhIJe-
neH. Beigenenne ¢parmMeHTa MpoOM3BOAUTCA TPOTSITHBAHHUEM MBIIIN
NpU Ha)KaTOM JIEBOM KHOIIKE MM JII0OOH KOMaHIOW MepeMeLIeHus
Kypcopa (Tabnuua 2.1) npu Haxatoii knasume «Shifty.

Ecnmu Bbl XOTHTE BBIIENUTH CTPOKY, HEOOXOAWMO HABECTH
yKa3aTellb MBIIIY HAlPOTUB HYKHOW CTPOKH, B OOJIACTH JIEBOTO I10-
JI5, U HAKaTh KJIaBUIIY MBIIHK. TakuM jxe 00pa3oM MOXKHO BBIACISTH
HECKOJIKO CTPOK M Jla)ke ab3alieB.

BolienieHHBI  parMeHT yNANSIOT HaKaTHEM  KIIaBUIIN
«Delete» nnm mpocro mytem Habopa 3amemratoniero tekcra. Ilepe-
MelleHne (parMeHTa MOYKHO OCYIIECTBHUTH METOJIOM MepeTacKuBa-
HUS MBIIIBIO (BHOBB YAEP)KMBAsh HAXKATOH JIEBYIO KHOIIKY), XOTS
HaMHOTO yZ00Hee UCTobp30BaTh Oydep oomena. st aToro, mpexe
BCET0, HY>KHO BBIICIUTh TEKCT, IIOCJIE YETO MOKHO BOCIIONIB30BATHCS
Oy epoM oOMeHa HECKOJILKMMHU CIIOCO0aMHU:

e KoHTeKkCTHOE MEHIO (C HUM BBI MO3HAKOMUJIUCH TPU U3Y-
gennn Windows).

e Kuomku b B nanem nHCTpyMeHTOB  CraH-
naptHas. Pa3oOpartbes, Kakas KHONKA 4TO O3HAYaeT, BaM ITOMOXKET
BCIUIBIBAIOIIAS TOJCKa3Ka, KOTOpas MOSBUTCA depe3 Mapy CEeKyHJ
1ocjIe TOro, KaK BbI IIOJBENIETE K UHTEPECYIOIE Bac KHOIKE yKa3a-
TEJIb MBIILH.

e Coueranust kiasuin: <Ctrl+X> — Beipesars, <Ctrl+C> —
koruposath, <Ctrl+V >— BcraButh.
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2.3.4.5 BceraBka rpaduyueckux 00beKTOB
Bce rpadmueckne 0OBEKTHI: JTUHHH, CTPEIKH, MPSIMOYTOJIb-
HUKH, OBAJIbl, KAPTHUHKU, PUCYHKH TO3BOJISIIOT KaYECTBEHHO MEHSTh
00JNMK Bamero JOKyMeHTa W Oosee yriyOJeHHO IeTaau3HpOBaTh
nporece ¢ uX moMompko. [y paboTel ¢ 3THMU 00BEKTaMH UX HY>KHO
CHayYasa co3/1aTh:
I. I1s1 BCTaBKHM pHCYyHKa HEOOXOIUMO:

Bribpats meHio BetaBka, nanee BHIOpaTh:

e myHKT PHCYHOK (€cmu XOTWUTE BCTaBUTh PUCYHOK U3
npeiaraeéMoro Habopa);

e nyHKT M3 ¢daita (ecnu XOTUTE BCTaBUTH COOCTBEHHBIN
PUCYHOK WIIM yKa3aTh MECTOIIOJIOKEHUE TpaduuecKoro
¢aiina).

Il. Jst noGaBiieHUsT BCeX OCTalbHBIX OOBEKTOB BBHIOCpHUTE Ia-
HEJb «PUCOBAHHUE» U JO00aBHTE HY)KHBIE OOBEKTHI:

1. Breioepute  menro  Bun=llanens  uHCTpyMeH-
ToB=Puco-BaHue (10O Ha MaHEIH «CTaHIAPTHAsD» BHIOEpUTE
KHOTIKY-TTHKTOTpaMMy «PucoBaHue» ).

2. Hanee BoiOepuTe TpeOyeMblii OOBEKT U HAHECHUTE €ro
Ha CBOOO/IHOE OT TEKCTa MECTO.

BETohMrypRl T o Cw [ ] O 4| =

Pucynox 2.5 — I'paduueckue 00BbEKTHI

[locne noGaBneHHs HYXHBIX OOBEKTOB YCTaHOBHUTE JUIS HUX
HEOOXOIMMBIE pa3Mephl 1 TIOMECTHTE €€ B HY’)KHOM MeCTe IOKYMEHTa
(3TM omepanuH aHAJIOTHYHBI MAHUITYJSIIUSAM C TEKCTOBBIMH OOBEK-
tamu B Power Point). [{ns rpynnupoBky (pasrpymniipoBKH) 00BEK-
TOB UCTIONB3YiiTe KinaBumy «Shifty, nanee Ha 0THOM U3 BBIIEICHHBIX
00bexkTOB BbINOIHMTE KM=I[pynnupoka=Ipynmnupoears (pa3s-
rpynmupoBats). st 6oiee MIaBHOTO TepeMelIeHuUs IMHUNA U 00beK-
TOB JIOTIOJIHUTEJILHO C KJIaBUIIAMH YIPABJICHUSI KypCOPOM YICPKH-
Baiite kinapuiy «Ctrly.

33



Bce BwimenepeuncicHHble 0O0BEKTHI MMEIOT OOIIWE Tapa-
Metp «DopmaT pucyHKa (aBTO(GHTYpHI)», KOTOPBIH ONpeaesseT Io-
BeJICHUE U 0TOOpakeHNE O0BEKTA.

Jlst u3MeHeHus1 CBOMCTB pUCyHKa (aBTO(HTYp), HEOOXOAMMO
C/IeNaTh ClieTyrolee:

1. Bbiaeaurb OOBEKT.

Yepes3 KOHTEKCTHOE MEHIO BHIOpaTh «Dopmar oObekTa, JH-
00 uepes meHto PopMaT=O0BEKT. ...

QopMaT PHCYHEA ﬂll
LigeTa 1 nkHMK | Pazmep | Monosedve | PucyHor | Hainkce | Beb I
Janvesa

UEET! (Het zanvern | +
MPOSPaYHOCTE | HeT zankekm | IU % ﬁ
repe—— 0 B 0N

EEEEENEN
usgr: T T T I

.......DDDD.D inT =
BEECOOCSE R

CTRENKKH
JpyTHe UBETa.. .

eI I | Cnocofsl SANHEKH, .. | I j‘
pazmep: I d pazmep: I j

wabnoH:

QR | JTMEHE |

Pucynok 2.6 — ®opmar pucyHka

Paccmotpum Briaaky «llBera u nuHun». B 3aBucuMoctH OT
00BbekTa BBl MOXKeTe HACTPOUTH TApaMeTphl JTMHUH, 3aJTUBKH, CTpe-
JIOK: UX BHI, I[BET, TOJNIIUHY U T.I. B KauecTBe nmpumMepa Ha pUCYHOK
2.6 mpenacraBieH BHIOOp IBETa 3aIMBKHU. [laHHOE MEHIO MBI yiKE BBI-
oupamu B PowerPoint. Crenyromas Bkimaaka «Pasmepy I03BOJSET
HACTPOHUTH MapaMeTphbl IIUPHUHBI, BEICOTHl M HAaKJIOHAa O0BEKTa. JTa
(dbopMma ynoOHa, eciu u3MeHeHHe (POPMBI C TIOMOIIBIO MBIIITU TPYIHO
OCYIIECTBIATh (HampuMep, IS co3laHus pomba). 31mech ke JIeTKO
MEHATh MaciiTad 00beKTa, e€Clii OH HE BXOIUT MO pa3Mepam. Peko-
MEHJYeTCS CTaBUTh TallOUKy JUIsi CBOWMCTBA «COXPAaHUTH IPOIIOP-
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IIUU», €CITU BBl paboTaeTe ¢ pUCyHKaMH. B mpoTUBHOM citydae Bare
M300pakKeHNEe UCKA3ZUTCS, PACTSHYBIINCH IO ITHPHUHE WIIH BBICOTE.

MOpMaT aETOHHrypeI 2]

LIEETa H NkHHKKH ManoseHHe | PHCyHOR I HaanHce I Bef |

PasMER M NOBOPOT

BhICOTA: ID,64 o 5‘ WHPHHA! |3,18 o 5‘

ry

NOECpOT! o=

Macwrab

No BEICOTE: IlEIEI o 5‘ M0 WHPHHE: IlEIEI 3 5‘

[ COXpaHMTE MPONapLHA
[~ oTHOCMTERLHD MCxoAHOMD pastepa

Wcxo AHEIA pasten

BbICOTS: LUHPKHE:

ChEpEe |
QR I OTHMEHE |

Pucynok 2.6 — Bkiagka «Pasmep»

Crenyromas Bkianka «llonoxkeHue» yTOUHSIET, KaK OOBEKT
OyzmeT B3aMMOJEHCTBOBATh C TEKCTOM. Ecii cTaHOapTHBIX HACTPOEK
HEIOCTaTOYHO, BBIOCPUTE KHOIIKY «IOIOJIHUTEIBHO», T€ MOXKETE
YKa3aTh BBINOJIHACTCS JIM NPUBS3KA K TEKCTY, IEpEMEIIEHUE BMECTE
C TEKCTOM, a TaK)K€ OTHOCUTEIBHOE MOJ0KEHUE PUCYHKA Ha CTpaHH-
ne. OueHb yacTo, NPU NEPEMELIEHUH PHUCYHKA MBIIIBIO, OOBEKT
«CTpaHHBIM» 00pa3oM pa3Mmeniaercs Ha cTpaHune. YtoOsl 3TOro He
MPOUCXOAMIIO MOKHO 337aTh YMCIIOBBIE 3HAYEHMs OTCTYIIOB C KJIa-
BHATYPBHI.

Briagka «PucyHok» mo3Bojsier obpe3arb Kpas CTpaHHIIbI,
npyu HEOOXOOUMOCTH 3alaTh SPKOCTh PUCYHKa M MpeoOpa3oBaTh B
OTTEHKH ceporo (ecau Bbl He mosb3yeTeck IBETHOM MEYaThIO).

2.3.5 Bcnomorareabnsie pynkuun Microsoft Word
TeKcTOBBIN peAakTOp MPEAOCTaBISICT MIMPOKHE BO3MOXKHO-
CTH TIO0 aBTOMAaTH3alluH paboThl, TO3BOIISIS APPEKTUBHO pemarh Mo-
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CTaBJICHHBIC 3aaauu. llpuBeneM HECKONBKO (YHKIUH, KOTOpPBIC
obecreunBaoT OBICTPOTY, KOM(MDOPTHOCTE M YI00CTBO B pabdoTe.

2.3.5.1 OT™meHna neiicTBUSI OMIMOOYHBIX KOMAH/

YenoBeKy, Kak U3BECTHO, CBOHCTBEHHO OINOATKCS, M paboTa
B TEKCTOBOM IIpolleccope He sBIsIeTCs HCKitoueHreM. Ounbkwu,
MPUBOJIAIINE K TTOTepe OONBIIHUX (PParMeHTOB TEKCTa, MOTYT IOTpe-
0OBaTh 3HAYUTEITHLHOTO BPEMEHH Ha WX HMCIPABJICHUE, & €CITU OPUTH-
HaJI TEKCTa HE COXPAHMIICS, TO TPYAHOCTH MOTYT OBITh HETPEO 0~
MBIMH.

TekcroBeiii mpoueccop Word obecrneunBaer cBoero poja
«CTPaxoOBKy» OT MOAOOHBIX OmMUOOK. OH MO3BOJISIET OTMEHSATE JICH-
CTBHE OIMMOOYHBIX KOMaHJ ] i BOCCTAHABIINBATH COCTOSHHE JIOKYMEH-
Ta, IPEAMIECTBYIONIEE HETIPABIIILHBIM OTIEPAIIHSIM.

OTMeHy TmocTeHe BBITIOJHEHHONH KOMaHJIbI BBITIONHSIOT
komaHo# [IpaBka= OTMEHNUTh, KHONIKOK| ¥ » . OTMEHHWTHh Ha TIIa-
HEM WHCTPYMEHTOB WM KIABUATYPHOH KOMOWHAITMEH KITaBHII
<Ctrl+Z>. Cepust OTMEH MO3BOJISICT OTMEHHUTD JICHCTBHE HECKOJIBKUX
MPEIbTYIUX KOMAaH/I.

JI1st OTMEHBI HECKOJIBKUX TOCICIHUX KOMaHII MOXKHO TaKkKe
HICIKHYTh Ha PacCKPHIBAIOIICH KHOIMKE PSIOM ¢ KHOMKOW OTMEHUTHh
(cTpenovka BHM3) HA AHEH HHCTPYMEHTOB. [Ipn 3TOM OTKphIBaeTCs
CIIHCOK KOMaHJ, OTMEHa JIEHCTBUS KOTOPBIX BO3MOXKHa. OTMeHa
Mo/Ipa3yMeBaeT BOCCTAHOBIICHUE COCTOSHUS TOKyMEHTa TaKHM, Ka-
KM OHO OBUIO JIO WCIIOJNHEHHUs COOTBETCTBYIOIIEH KomaHnpbl. [lo-
9TOMY IIpU IBUXCHUH KypCOpa BHHU3 IO JAHHOMY CIHUCKY OTMCHSC-
MbI€ KOMaHJIbl BRIOMPAIOTCS aBTOMAaTUYeCKH. BHIOpaHHBIE KOMaHJIbI
BBIJICTISIIOTCS IIBETOM, a B HIDKHEH CTPOKE yKa3bIBaeTcs 00IIee YUCIo
OTMCHSICMBIX KOMAHI. OTMeHy TpyInbl KOMaHA BBIIIOJTHAKOT IHETIY-
KOM MBIIITU Ha TIOCJIeTHEW BHIOPAHHOM B CIIMUCKE OTMEHSIEMON KOMaH-
Ie.

Ecnm onepanmst OpI1a OTMEHEHA T10 OITHOKE, TO Cpa3y Iocie
3TOT0 €€ MOXHO TIOBTOPUTH C TIOMOIIbIO KOMaHabl [Ipas-
ka=[loBTOpUTH, KHOIKM BepHyTp | ¥ = |I/IJ'II/I KOMOWHAIIK  KJia-
Bum <Ctrl+Y>. [lociemoBaTenbHOE BBITIOJHEHUE TAKOW OTEpaIiny
MO3BOJISIET TTOBTOPUTH Psiji OTMEHEHHBIX KoMaHJ. KHomnka BepHyTs,
Kak U KHOmKa OTMEHHUTh, HIMEET PACKPBIBAIOIIMICS CIMCOK, TTO3BO-
JISTFOLIUH TOBTOPUTH TPYIITY KOMAaH].
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IToBTOpEeHUEe onepanuii BO3MOXHO TOJIBKO HEMOCPEACTBEHHO
Mmociie UX OTMEHBI. ECIM BMECTO 3TOT0 BBINOJIHHUTH JIPYTYIO OmNepa-
LIMI0, HAIPUMEP, BBOJ, TO CITUCOK MOBTOPSAEMBIX KOMaH/ OYHUIIAETCS,
a KHOTKa BepHyTh CTAHOBUTCSI HCAKTUBHOM.

2.3.5.2 CpencrBa nmoucka u 3aMeHbI

[Ipu pabote ¢ JUIMHHBIMUA JTOKYMEHTaMH HHOTIA TPUXOIUTCS
BHOCHTH B HHX MOBTOpsifolmecs u3MeHenus. [Iporpamma Word nme-
€T CIenraIbHbIE CPEACTBA UL NOUCKA U 3aMeHbl. DTH CPEACTBA O3~
BOJISIIOT HAaWTH B TeKCTe (pparMeHt, 3aJaHHBI B BHIE MeEKCMOBOU
CMpOoKU, ¥ 3aMEHUTh yKa3aHHYIO CTPOKY HOBBIM TekcToM. Komanna
TOWCKa IOJIe3Ha, KOTJja U3BECTHO, O YeM FOBOPUTCS B HY)KHOM ab3a-
1€, HO COBEPLICHHO HEM3BECTHO, B KaKOI 4acTH JOKyMEHTa OH pac-
noJjaraercs.

1. JmanoroBoe okHO HaWTu M 3aMEHUTH OTKpPBIBAIOT KO-
Manoii [Ipaska= Haiiti nnn kombunanueir <Ctrl+F>

2. B mone Haiitu BBOAST (hparMeHT pa3bICKUBACMOTO TEK-
cTa.

3. UroObl 3amaTh AOMOTHUTENHHBIE TApaMETpPHl IOWCKA,
Ha/I0 WIETKHYTh Ha KHOIKe bombmie.

HaRTH W ZaMeHHTE 7| x|

HakTh | SaMEHMTE I MeperTi |

I =
OTHEHA |
Bonewe ¥ |

Pucynox 2.7 — JlmanmoroBoe okHO HaiiTh u 3aMeHUTH

4. JlomomautenbHble KHOMKKA @Popmar u CrHeruanbHBINA
MO3BOJISIIOT PA3bICKUBATH TEKCT, OTPOPMATHPOBAHHBIA YKa3aHHBIM
o0Opa3oM, U CrelHalbHBIE «HENeuaTaeMble» CUMBOJIEIL. [louck Hauu-
HaeTcs Mmocie 1ienyka Ha kHomnke «Haiitu nanee».

5.  Jlns aBTOMAaTHYECKON 3aMEHbl HAWIEHHOTO TEKCTa HC-
TTOJTB3YIOT DJIEMEHTHI YITPABJICHHS BKIAAKA 3aMCHHTD.
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6. 3aMEHSIIOIIYI0 CTPOKY BBOJAT B TOJIC¢ 3aMCHHThH Ha.
CraHmapTHBIA TIPHEM ITOMCKA W 3aMEHBI 3aKJITI0YACTCS B TOM, UTO I10
HIeTYKy Ha KHomnke «Haitu manee» pa3bICKMBacTCsS O4YepeHOE Me-
CTO, T/IC 3aJ]aHHAasl CTPOKA BCTPEUACTCS B IOKYMEHTE, a 3aTeM IIed-
KOM Ha KHOIIKEC «3aMCHHTH» BBINTOIHACTCS 3aMeHa (€Clii OHa He0O0-
xoauma). Crieiyer uMeTh B BUIy, uro WOrd uieT BXOKIEHHS UCKO-
MOTO TEKCTa B CJIOBA, TO3TOMY HY>KHO CJICIUTh 3aTE€M, YTO OH IPEIl-
naraet Bam js penaktupoBanusa. Eciu 3apaHee MU3BECTHO, YTO 3a-
MEHY CJIeAyeT MPOU3BECTH 10 BCEMY JOKYMEHTY M BO BCEX CIIydasX,
MOJKHO cpa3y HICIIKHYTh Ha KHOTIKE «3aMEHUTh BCEY.

OneMeHTH! ynpapieHus BkIanku [lepediTu HCHoib3yroT A
nepexoia K crenu(uyeckoMy TEKCTY WM OOBEKTY, Hampumep, K
3aJJaHHOW CTpaHUIIEe, CHOCKE WIIH PUCYHKY.

HafTu U 3amMeHHTL E E3

HarTth | SamMeHuTE  [IEPERTH |

OOLEKT NepexoLa; BEEAWTE HOMER KOHUWEBOH CHOCKHM! CneayHumA I
FS -

e | oo |

CTpoKa ANnA Nepexoaa BNEpES MNH Hasas, SakpeTh |

3aKknaakra OTHOCHTENEHD TEEYUILLETD NONOKEHHA

[MNpHMEYAHHE HCMONBEZYATE SHaKH + 1 —, Mpumep; +4

(ZHOCKA COOTEETCTEYET NEpEXOAY BENEpE Ha

YETHIPE INEMEHTS (HANPHMER CTPaHMLLEI].

Pucynox 2.8— Bxkuagka Ilepeiitu nuanoroBoro oksHa
Haiitu n 3ameHNTH

Tumn oObekTa BEIOMpAIOT B pacKphiBaroreMcs criucke O0b-
eKT Mepexo/ia, MocJie Yero B mojie Beaure HoMep BBOAST €ro abco-
JIFOTHBIN WJIM OTHOCUTENbHBIA HOMep. Ilepexon BBIMOTHAIOT IIENT4-
KOM Ha ofHou m3 kHomok Cnemyrormuit, [Ipenpiayntuit wimu Ilepetitu
(B 3aBHCHUMOCTH OT TOT0, KaKOW OOBEKT mepexojia BhIOpaH, HEKOTO-
PBIX U3 3TUX KHOMOK MOXET He OBITh Ha TUATIOTOBOM OKHE).

2.3.5.3 BecraBka cnenuaJbHBIX CHMBOJIOB

BrimonnuB xomanay BceraBka=CumBoi..., Bbel yBugute
muanoroBoe okHo Cumpon (pucynok 2.9). Tyt Bsl momydunTe BO3-
MOYXHOCTh BCTaBUThH B TEKCT MHOYXECTBO CHMBOJIOB M MHOCTPAHHBIX
OyKB, KOTOPBIX HeT Ha Barneit kinaBuatype.
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Bo Bknagke CumBodbl, nepedupas mpudTsl B noie Ulpudr,
MOJKHO BBIOpaTh HE TOJBKO IUGPOBbIC U OYKBCHHBIC 3HAYKH, HO U
rpaduueckue: iy (P = il 31ech Ke MOKHO Ha3HAYMTH COUETAHUE
KJIABUIII, 10O PEKUM aBTO3aMEHBI. ECIIM BBI XOTUTE BCTABUTh CHM-
BOJI «aBTOPCKOE mpaBoy (©) WM WHOMW 3HAK, CBSI3aHHBIN C MIEYaTHBIM
M3JIaTeNIbCTBOM, BbIOMpaiite koMaHay BcraBka=Cumbou...= Cme-
[IMATbHBIE CHMBOITIBI.

1. M eREEETt B4 ELRQIALE CENRONM , CCHE 0N E HACTOAN EE NONCET EC EMAENCHL

I.BupernTe mpedr Symbol

CHMBONBI I CreunansHeie cHMBONE! I

WpkdhT: |5ymbol
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B | 3 1T
el W
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~Ote |2 |
—|0 |t |n]|O]r |O]w

oo |=|o
AN (=] B =] S

O w
=N [+ |0 = [E
OO 71|+
—> |—[= O [~

2|0 b |- (R
BEIESEIE

o

SC T |1Ol= [m|a
LU |=O|c [« (0
—fU |l [afa [ty |«
—Ifl |<[O|2 = [~ |3
~—|Nn

—lw v (O -
—|N|x O
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—|@
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—||n [OOfe @
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—d |
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L= = [Ofo (1]
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-~ |@®|€ |0 |||
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AsTO3amMeHa. ., | Knaeruwa. .. | Knaemwa:

BcTaenTe I OTHeHa

. eaxpu menpmute 3qech, 9T06w EcTaNATL B

Pucynox 2.9 — luanoroBoe okHo CUMBOJI

Jlara v Bpems ﬂm
I[enxHATE BA

o -
Bop nAaTHALaE, 31 Aerycra 2001 T, G I
31 AerycTa 2001,
31.08.2001
2001-08-31 Mo YMON4aHHHD. .. I

' [31-Aer-01

I[enkKHHTE HA KHOIIKE
Ok, Tr0o0R ECTABHTE
flary HIH BpEMA B
HOKYMEHT

[~ OfHoenaTs aBTOMATHYECKH

Prcynok 2.10 — Jlranororoe okao Jlata H Bpema
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Word umeer BCTpOCHHBIC CPECTBA, TO3BOJISIONINE aBTOMA-
TUYECKH BBOJUTH TeKCT B Bam mgokymenT. BriOpaB komanmy
BcraBka= [lata 1 BpeM4. .., OTKpoeTCs auajaorosoe okHo Jlara u Bpems,
MoKa3aHHoe Ha pucyHke 2.10.

Ecmu Brl ycTanosute ¢uakok y mapamerpa OOHOBIIATH aB-
tomatuueckd, Word Oymer oOHOBIATE ATy MM BPEMS IPH KaKIOH
MevyaTy TOKyMEHTa, B MPOTUBHOM K€ CITydae JaTa U BpeMsl OCTaHyT-
Csl TAKUMH, KaK Bpl ux octaBmim.

2.3.5.4 N3menenue perucrpa

EcTp eme ogHa XuTpas BO3MOKHOCTh yrnpouiate cede pado-
Ty, @ IMEHHO: U3MEHSTh PETHCTP y BBIIEICHHOTO Tekcta. J[is Ttoro
9TOOBI U3MEHHUTH PETUCTP Y CJIOBA, HEOOXOIUMO BBLICIHUTEH HY>KHBIN
¢parmMeHT TekcTta (JINOO yCTAaHOBUTH KYypCcOp BBOAA Ha M3MEHIEMOE
CIIOBO) W Ha)kaTh KoMmOuHaruio kimaBumn <Shift+F3>. OxHnoxpaTHOE
Ha)kKaTHE BBHI30BET M3MEHEHUE PErHCTpa MEPBBIX CTPOYHBIX OYKB Ha
nponucHele. Bropoe HakaTHe NaHHOM KOMOHMHAIIMM BBI3OBET HM3Me-
HEHHME pEerucTpa Ha MPOIHMCHBIE BCEX OYKB BO BCEX CJIOBaxX BBIAE-
JeHHOTo (parMeHTa. M, HaKOHEll, TPeThe HaXKAaTHE TPUBENET H3Me-
HEHUE 3arllaBHBIX OYKB Ha CTPOYHBIC, BCEX OYKB BO BCEX CIIOBAX BBI-
JIEIEHHOTO (PparMeHTa. JTOT PEeXHM IIOJIE3eH MPH HAIMCAHUHM CO-
KpalleHui, COOCTBEHHBIX UMEH, HA3BaHUU U T.JI.

OueHb YacTo MpH HAOOpe TEKCTa B JIOKYMEHTaX Ha Pa3HbBIX
si3pikax Word mepexoauT Ha aHTJIMHACKHIN SI3bIK, TIPH 3TOM OTKJIFOYa-
eTcs mpoBepka opdorpaduu Ha PYCCKOM S3bIKE. DTO MPOUCXOIUT
MOTOMY, YTO OJHUM M3 MapaMeTPOB CJIOB B TEKCTOBOM PEIaKTOPE
SIBIIIETCSl TAKOE€ CBOWCTBO, KaK S3bIK. Eciu BB, Habupas TEKCT Ha
PYCCKOM $I3BIKE, TIEPEKIIOYMINCh HAa IPYTol S3BIK (HAIpuMep, aH-
TITHACKHI) U TePEKITIOUMINCh 00paTHO (Ha pycckuit) Word uxorma
«3a0bIBaeT» MEHATH /IS CIIOBa ero cBoicTBO. [lo »TOM mpuunHe Ka-
3a10ch OBl TIPAaBUJILHO HAIMCAHHBIE CIIOBA MOTYT BBIJEISTHCA Kak
rpaMMAaTHYeCKH HETpaBUIbHBIE, T.€. MOAYCPKUBAIOTCS  KPacHOH
BOJHUCTOM juHuen. [l ucnpaBnenus aanHoro Hemodera Word’a
HEOOXOIMMO MPUHYAUTENBHO YKa3aTh, YTO HaOpaHHOE CJOBO MpHU-
HaJUICKAT pycCKOMy cioBapio, a wumeHHO ®Daiin= CepBuc=
S3p1k= BriOpaTh s361K= Pycckmii. Korma BBl Oka3pIBaeTech B (hopme
BbIOOpa s3bIKa, HEOOXOAMMBIH IYHKT MOYKHO BBIOpAaTh HE TOJBKO
KJIABUIIIAMH KYpPCOpa, HO M ITyTeM Ha)KaTHs MEPBOW KIIABUIIH COOT-
BETCTBYIOIIEH pacKiIafKy KiIaBuatypbl. Hampumep, npu Beidope pyc-
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CKOTO sI3bIKa: HaxxuMaeM Ha OykBY «P» MOSBISETCS PyMBIHCKUH
SI3BIK, TIPU TIOBTOPHOM HA)KaTHI BBIOMPAETCS CIEMYIOIININ O CIIHIC-
Ky — PYCCKU, OKOHYATEJIbHOE MOATBEPKIACHUE OCYILIECTBIISIEM C TI0-
MOIIBIO KIaBuIm «Enters.

2.3.6 dopmMaTHpPOBaHHE TEKCTA

B Microsoft Word pasnuuaror Tpu Buga (popMaTHpOBaHUS,
HO HanboJiee MHTEPECHBIM U HEOOXOJMMBIM SBIISETCS (opMaTHpO-
BaHHME ab3alma, MOdTOMY €ro MBI M PacCMOTpHM Oojiee TOIPOOHO.
dopMaTHpOBaHHE — 3TO YCTAHOBKA MMapaMeTPOB, OTBEYAIOLIMX 3a
BHEIIHUM BHJ TEKCTa, K KOTOPBIM OTHOCATCS: IIPUQT, BBICOTA, LIH-
pUHA, HAKJIOH, TOMYEPKUBAHHE, OTCTYIBI, YCTAHOBKU TaOYIISIUA,
WHTEpBaJIbl MEXAy ABYMs ad3allaMu M MEXAy CTpoKamu B abs3ale,
mobas Hymepauus 1 MapKUpOBaHUE CIMCKOB, OOpaMiIeHUE, 3aJIMBKa
U T.II.

OnuH U3 HanboJjIee MPOCThIX M B TO K€ BpeMs HanboJjiee BbI-
PasUTEIbHBIX CIIOCOOOB M3MEHEHMS BHEIIHETO BHUAA TEKCTA COCTOMT
B U3MEHEHUH MpHUPTa, KOTOPHIM OH Hamucad. [IpaBna, npukIagHbIe
MPOTrpaMMBbl HE 3aHMUMAIOTCS yIIPaBICHHEM MPUPTaMHU, yCTaHOBJICH-
HBIMU Ha KoMIbloTepe, 3TUM 3anumaercsi cama OC Windows. [Ipu-
KJIaIHBIe TIPOTPaMMBI B 3TOM BOINPOCE JIMIIb ONHPAIOTCA HA OIepa-
IUOHHYIO CHCTEMY, XOTS M MOTYT CO3/1aBaThb HEKOTOPBIE JOIOIHH-
TEJbHBIC CTIeUATbHBIE P PEKTHI.

B Word’e, no ymonuanuro, Bce Oneparii U3MEHEeHHs pud-
Ta MPUMEHSIOTCS K BBIJICIICHHOMY ()parMeHTy TeKcTa W, MPU OT-
CYTCTBHM BBIZICTICHUS, K CIIOBY, HA KOTOPOM pacroyiaraercsi Kypcop.
Jns mpocTeduX onepauuil Mo M3MEHEHWIO BHAA M HadepTaHUS
mpuQTa UCTIONB3YIOT NaHEIb HHCTPYMEHTOB POpMaTHPOBAHUE.

B packpsiBatomemcs criuicke pudr, Times Mew Roman =
BEIOMPAIOT TAapHUTYPY, B ciricke Pazmep mpudra 10 = ompene-
JIAIOT pa3Mep CUMBOJIOB, a kHonkamu ITomyxxuphsiil, Kypcus u Ilog-
YEPKHYTHII K A Y >HAIOT UX HaYepTaHHE.

OddekTrl, HEAOCTYIIHBIC ¢ MaHEIH MHCTpYMEHTOB dopma-
TUPOBAaHKE, MOXKHO cO31aTh B auanorosom okHe llpudr, xoropoe
OoTKpbIBatOT KoMmaHmoit dopmar= Ulpudt win nmyaktom [lpudt B
KOHTEKCTHOM MeHIO (pHUCYHOK 2.11).
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WpupT EHE

LiphchT | VIHTEpEaN I AHAMALHS I

HauepTanme: Pazmep:
IOEbll—lelﬁ |14
9 -
Kypcve o
Moy #HpHEIR 11
MonyHPHEIA Ky poHE 12
= =
UgeT TeKCTa: (0 AHEPEHESHHE: LIBET noAYepKHEaHHA:
I AETO j |(HET) j I BTG j
Bra0nsMeHeEHH
[ zaueprHyTEIA " ctereo " manele nponHcHele
™ aBofiHoe 3a4epkHEAHHE [~ koHTYR [" Ece nponkcHee
[~ BepxHrA nHABKE [ mprnoanaTeri [ CHPBITEI
[ HMHME HHAEKC ™ wronneHHeH

OOpazel

Times New Roman

LWpmdhT TrueType, OH HENONEIWETCA BAA BLIEOLA KAK Ha 3KDAH, TAK H HA NPHHTED.

Mo yMon4aHHe, . . | O I OTMEHA |

Pucynok 2.11 — JImanorosoe oxkuo Ulpudt

Y JaHHOTO AMAJIOrOBOTO OKHA CYIIECTBYET TPU BKJIAAKU. B
HW)KHEHW 9acTH BCEX BKIJIAJOK MPHUBOJUTCS PUMEpP TEKCTa, HAIIMCAH-
HOTO B COOTBETCTBUH C 33JJaHHBIMH IMapameTpamMu mpudra.

OnemeHTsl ympaBnenus Bikianku pudt cooTBEeTCTBYIOT
JJIeMeHTaM TaHenu WHCTpyMeHToB dopmartupoBanue. PackpriBaio-
uuiics cnucok [lomuepkuBaHue MPEAOCTABISACT HECTAHIAPTHHIC Ba-
pUAHTHI MOMYEPKUBAHUS TEKCTa (HApPUMEp, JBOHHOW YepTOW WIN
MyHKTHPOM). LIBeT oToOpaskeHUs] TEeKCTa M3MEHSAIOT B PacKpHIBAIO-
meMcs crucke LBeT TekcTa. DTa onepaius UMEET CMBICI TOJIBKO AJIs
AJNIEKTPOHHBIX JIOKYMEHTOB M JOKYMEHTOB, KOTOpPEIE OYAyT pacreda-
THIBATHCS HA IBETHOM IpuHTepe. Hectannaprabie 3¢ ekt ohopm-
JICHUS TEKCTa CO3/IAl0T YCTAHOBKOM (hIIaXKKOB B TPYIIIE CBOMCTB TEK-
cta: O eKTsl.

OneMeHThl ynpaBieHHUs BKIaIKku VHTepBaj MO3BOISIIOT W3-
MEHUTHh WHTEpBaJ MEXIy CHMBOJAMH. biaromapst 3ToMy TEKCT MO-

42



KET OBITh YIUIOTHEH WM Pa3pekeH, YTO HEPEAKO UCIIONB3YIOT B 3a-
rojoBkax. Ha nepBbiii B3rsin mosist MuTepBan u Macirad padoTaroT
AQHAJIOTUYHO, OJHAKO W3MEHCHHE MapaMeTpoB mojs Macmral mnpu-
BOJIMT K YBEIIMUCHUIO (YMECHBIIICHUIO) IIMPUHBI OYKB, a moiist HTep-
BaJl — paccTosiHUA MexXay OykBamu. Iloe Cmemenne obecrieunBaeT
CMEIIIEHNE BBIJEIEHHOIO TEKCTa BBEPX WM BHHU3 IO CPABHEHUIO C
OCTaJIbHBIM TEKCTOM.

CpenctBa BKJIanku AHHMAIUS WCIIONB3YIOT ISl JUHAMUYE-
CKOTO 0(hOPMIICHHS TEKCTA, HO TOJIBKO B DJIEKTPOHHBIX JTOKYMEHTAaX.

OCHOBHOH CMEBICIIOBOW €AMHUIEH TEKCTa OOBIYHO SIBISCTCS
abzay. [loaToMy KOMaH/BI BBIPAaBHUBAHHS U OTEpaIli GOpMaTHPO-
BaHUS TIPEJIHA3HAYCHBI JUISI U3MEHEHHs BHEIIHETO BUAA OTHCNBHBIX
ab3arieB.

BeipaBHuUBaHHMe ad3ama — 3TO pPacHoJOXEHHUE €ro
TEKCTa B COOTBETCTBHH C 3aJaHHBIMH HpaBuiamu. Yame
BCETO PeUb UJIET O 2OPUZOHMALLHOM 8bIPABHUBAHUU MEKCMA, TO €CTh
0 €ro PacroyiOXKEHUH MEX]Ty IPaBbIM U JIEBBIM IMOJISIMU CTpaHULBL. B
nporpamMe WoOrd BhIpaBHHBaHHE 3aJAlOT MICTYKOM HAa COOTBET-
CTBYIOLIEH KHOIIKE HA IIAHEJIM MHCTpYMEHTOB DopmarupoBanue. 13
YeThIpeX KHOIIOK £ = = % (ITo neBomy kpato, Ilo uentpy, Ilo
mpaBoMy Kpato u llo mmprHe) MoXeT OBITh BKIFOYEHA TONBKO OJIHA
JUTSI KOHKPETHOTO ab3ara.

1. Ilpwu evipasnusanuu no 1eeomy Kpaio Bce CTpOKH ad3aria
HAYMHAIOTCS C OJJHOW M TOH K€ TIO3HIINH, TO €CTh JICBBIN Kpail ad3ara
o0pa3yeT BepTUKAIBHYIO JIMHHIO.

2. B cmyuae gwipasnugsanus no yewmpy CTPOKH pacmoia-
raloTCd CUMMETPUYHO OTHOCHUTEIIBHO BEPTUKAIBHOW OCH, MPOXOJ-
mel uepe3 cepeauHy CTpaHUIlbl. Takoe BbIpaBHUBAaHUE HEPEIKO
MIPUMEHSIOT JUIS 3ar0JIOBKOB.

3. llpwm swipasnusanuu no npagomy kparo, Bce CTPOKH ab-
3alia 3aKaHYMBAIOTCS HA OAHOW M TOM K€ MO3ULUHU, TO E€CTh MpPaBbIA
Kpaif ab3ara obpaszyeT BEpTHKATBHYIO JIUHUTO.

4.  Ilpwm evipasuusanuu no wipure POBHBIMU OKA3bIBAIOTCS
U JIeBasi, U paBasi TPaHHMIIBL.

Kawuru, xxypHanbpl, TOKyMEHTHl U JpyTHE T€YaTHBIC W3JaHU
Ha PYCCKOM $3BIKE€ TPATUIIMOHHO O(QOPMIISIOT C HCIIOJIb30BaHUEM
8bIPABHUBAHUS NO WiUpUHe. B aHTIOS3BIYHBIX JOKYMEHTaX 00XOMAT-
Cs1 TOJIBKO BEIPABHUBAHUEM IO JIEBOMY Kparo.
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st momHOTO hopMaTHpOBaHMs ab3alna UCIOIB3YIOT JUAI0-
roBoe OKHO A63a1l, KOTOpOe OTKPBIBAIOT KoMaHoi dopmaT= Ab3alt
WM C TIOMOIIBI0 TTyHKTa A03all B KOHTEKCTHOM MEHIO, BBI3bIBAEMOM
LIETTYKOM IIPAaBOil KHOTIKK MBILIH pUCyHKe 2.12:

1. Bxuagka OTCTymbl M HHTEPBAIBI ONPEACTSET BHIPABHU-
BaHHWe a03ala u ero pa3MenieHre B IOTOKe TeKCTa TOKyMEHTa.

e Crioco0 BhIpaBHHBAHUS 33JIaI0T B PACKPBIBAIOIIEMCS CITHC-
ke BripaBHuBaHMe. PackphIBaromuiicss CIMCOK YPOBEHb 3a/aeT
CMBICJIOBOH YpOBEHE ab3aria B 00IIeH CTPYKType TEKCTa.

e ['pynma OTCcTyn onpenensieT IpaBylo U JEBYIO TPAHUITY a0-
3ama OTHOCUTENFHO MPaBOW W JIEBOW T'PaHUI] CTPAHHUIBI (OTCYET Be-
JETCsI TI0 INHEHKE).

o PackphIBaromuiics CIMCOK TepBas CTPOKa MO3BOJSET 3a-
JIaTh HAJTMYWE U Pa3MepPbl KKPaCHON CTPOKI» (203aIHOTO OTCTYTIA).

e ['pynna MHTEpBa MO3BOJISIET 33J]aTh MPOMEKYTKA MEKTY
ab3amaMu, a Takke MEXIy CTPOKaMH JaHHOTO ab3ara. YBEIHYCH-
HBI MHTEPBAJl MKy ad3allaMH HEPEIKO 3aMeHSEeT a03aI(HbId OT-
CTYIL.

2.  Bxuanka IlonoxeHue Ha cTpaHuile TIpeAHA3HA4YeHa ISt
dhopmaTtupoBaHus ab3arieB, MOMATAIONTAX HA TPAHHUILy MEXIY CTpa-
HULAMHU. 31€Ch MOXKHO:

® 3aMPETUTH OTPHIBATH OT a0d3alla OHY CTPOKY;

¢ ToTpeOoBaTh, YTOORI a03aIl pa3Meraics Ha OQHOU CTpaHHU-
1€ TeTNKOM;

® (MIPUCOEIMHNUTH» CIEAYIOmUi ab3alm K [JaHHOMY WIH
HavaTh TEKYIIUM a03ameM HOBYIO CTPaHHUILY.

C mnomouipto nuanoroBoro okHa A6zar (pucyHok 2.12)
OUYEHbB MTPOCTO BBIMOJIHATH POPMATHPOBAHKE. DTO OKHO TIOJNE3HO IS
M3y4eHHUs MPUEMOB (OopMaTHPOBAHMS, HO B pabOTe ¢ OOJBIIUMH J0-
KyMEHTaMH Jy4Ille CTapaThCs UM HE MoJb30BaThes. s addexTus-
HOW PabOTHI CYIIECTBYET MOIIHBIA M yMOOHBIH METOJ aBTOMAaTH4e-
CKOro (OopMaTHpOBaHUS, OCHOBAaHHBIN Ha TOHATHU cmuis. OH He
TOJIBKO IIO3BOJIACT MHOI'OKPATHO IIOBBICUTH IIPOHU3BOAHUTCIILHOCTDH
TpyJa, HO ¥ TapaHTUPYET eIUHCTBO O(DOPMIICHHS BCEX OJHOTHITHBIX
a03a1ieB ¥ 3ar0JIOBKOB B 00BEMHOM JOKYMEHTE. DTO OKHO TIO3BOJISIET
TOYHO HACTPOUTH OTCTYIIBI a03ara, TorAa Kak KOOPJAHMHATHAS JIHHEH-
Ka MMO3BOJIIET BU3YaILHO MOI00PaTh OTCTYIIBI C TUCKPETHBIM [IAaroM.
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| MONO¥EHHE HA CTPaHHLE I

ELIpaEHHEaHHE! Il'lo LWHPHHE vl ¥POEEHE! IOCHOBHOH TerCT vl

QTeTyn

cnesa ID’S - E NEpEAR CTROKA: Ha:
= 0,6 cH =
COpaea: IEI M 5 IBbu:Tyn j I : =

MHTEpEan

=
nepes: |3 nr 5 MEHAYCTROUHEIR; SHEYEHHE!
|3 nT 5‘

O AMHAPHEIR j I ﬂ

nocne!

CBpasel

Huomas qrasl 10T YLETH - YLST] ACMAEITULG G Aoy [1pEd 33rga) ame
23 AL 33 CIpGT iEaN, ATEME MEpAnd JALLLE YRATD EEENAEIEINET

TafwnauHa... | 0K I OTHEHS

Pucynok 2.12 — Ilanens A63arg

2.3.7 dopmMaTHpoOBaHHe ¢ NOMOIIbIO JUHEHKH

Jluneiika HE TONBKO MPEIOCTABIAET HHOOPMAITHIO O pa3MeT-
K€ JIOKyMEHTa, HO U ABJISETCS MOIIHBIM HHCTPYMEHTOM (OpMaTHpO-
BaHus. OHa MO3BOJISIET YIIPABJIATh OOKOBBIMU TPAHHUIIAMHU M TIO3HIIU-
SIMH TaOYJIAIIUN TeKymero ab3ara. ['panuibl ad3ama 3aqaroT myTeM
nepeMenieHns (TIepeTacKUBaHMs) CIeIHaIbHBIX MapKepOB, pacroa-
TarOIIUXCS Ha TOPU30HTATLHOM JTHHEUKE:

1. HwuxHuil JeBbIH TpeyrojibHBIH Mapkep -
MapKep, pPacIoNIOKEHHBIM cleBa BHH3Y (OCTpHEM BBEpX), 3aaaeT
JICBYIO TPaHUILy IJIsS BCEX CTPOK ab3ala, Kpome MepBoi. JlaHHBIN
MapKep COOTBETCTBYET IMapaMeTpy: «OTCTYH clieBay B maHenu Ab3ail.

2. BepxHuil JgeBblii TpeyrojbHbIH MapkKep -—
MEepEeBEPHYTHIA MAapKEP ClieBa BBEPXY 3aJ1a€T JUHUIO Hadyayia NepBoil
CTpOKH a03ala U TOo3BOJsAET cOopMHpPOBATH a03aIHBIA OTCTYIIL.
JlaHHBIN Mapkep COOTBETCTBYET MHapaMeTpy: «IepBasg CTpOKa» B
nanenu A63ar.
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3. KpaaparHblii Mmapkep (moJ JHHEHKOH) — 3TO
JJIEMEHT YIpaBJIEHHs, BCET/Ia PACOIaralonIiiics HEeTOCPEICTBEHHO
MOJT HIXKHUM TPEYToJIbHBIM MapKepoM JIeBOW TpaHMIbl ab3ana. [Ipu
€ro nepeTacKkuBaHuu 00a MapKepa JICBOU TpaHUIIBI (BEpXHUA U HIDK-
HUH) TepeMemalTcs BMECTe, C COXPAHEHHEM WX OTHOCHUTEIHHOTO
nonoxenus. Takoe cnenuanbHOe OpOpMIICHHE ad3ama MOXKHO HC-
MOJIb30BaTh NMpU (opMaTHpoBaHMM 3MUTpPadoB, 0COOEHHO BaXKHBIX
(hparMeHTOB TEKCTa, IUTAT U T.1.

4. TlpaBblii TPeYroJbHbIi MapKep — TPEYroJbHBII
MapKep, pacIoyOKEHHBIN CIpaBa, 3aaeT NPaBYIO IPAHULLY TEKyIle-
ro a6zama. J[aHHBI MapKep COOTBETCTBYET MapaMeTpy: «OTCTYII
cripaBay B rmaHenu A63air.

3aMeuaHue: CyHIECTBYET elle OAUH OBICTPBIA crOcO0 BHI30-
Ba maHenu A03all, JUIS 3TOTO BBIMIOJHSIOT TBOMHOE HAXKATHUE MBIIITBIO
Ha J1I000M 13 BBIIIEONIICAHHBIX MapKepax.

Jlunelky TakXKe MCIONB3YIOT IS 3aJaHus nosuyutl maoyis-
yuu. Tlo3uuum TaOynsuyM NPUMEHSIOT, KOTAAa CTPOKA COCTOHMT M3
HECKOJIbKMX TOJeH, Hampumep, B HecnoxHoi Ttabmune. Ilo-
YMOJTYaHUIO, TO3WIUU TaOyISIMH PACIIONIAaraloTCsl depe3 KaxkIble
MOJIII0MIMa U OTMEYAIOTCSl HA JTMHEHKE KOPOTKUMHU BEPTUKAIbHBIMU
3aceukamu. CHMBOJI, 0003HAYAIOIMI MO3ULMIO TaOYIALUH, PACIO-
yaraercsl Ha JuHeiike cieBa. OH UMEeT BH «yrojka» -, B paMOYKe,
Ha MEPECCYEHUN IOPU30HTAIBHON M BEPTUKAIBHON KOOPIMHATHBIX
JIUHEEK.

|J CICHOBHOH TekeT «  Times Mew
|E T,
[

[lenkHyB Ha HEM, MOXKHO U3MEHHUThH BUJ| CUMBOJIA TaOYIIs-
IIUU U, COOTBETCTBEHHO, METOJl OTOOpaKCHUS TEKCTa (CJIeBa, CIIpaBa,
TocepeInHe).

BrIOpaHHBI CUMBOJ TaOYINSIUA YCTAHABIUBAIOT IIEITIKOM
Ha JMHEWKE B CBOOOJTHOM MECTE OT MapKEpOB U CHMBOJIOB TaOyIsi-
nui. B majapHEWeM ero IoJIoKeHHUE MOXKHO U3MEHSTh MEPEeTacKU-
BaHWeM. /(7S yiajeHus CHMBOJIA TaOYJISIIIU €To MEePEeTacKUBAIOT 32
npenensl TuHelky. [locine ycTaHOBKH MO3UIIMU TaOYISIIIMKA BPYIHYEO
BCE MO3UIMK TaOyJSAINH, 3aJaHHbBIC 110 YMOJIYaHUIO U PACIIOIOKEH-
HBIC JIO Hee, yIAISIOTCS.
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2.3.8  Asromarm3aunus popmatupoBanus. CTuim

B mmHHBIX TOoKyMeHTaX OONBITMHCTBO a03aieB hopMaTupy-
eTcs oArHaKoBO. TouHee ToBOps, OOBIYHO CYIIECTBYET HECKOJIBKO
BapHaHTOB odopmiicHHs a03ala, KOTOpble MHOTOKPAaTHO HCIOJbB3Y-
I0TCSl BHYTPH JJOKYMEHTA.

dopmaTHpoBaTh ab3al] BPYUYHYIO MpPU KaXKJOM H3MEHCHHU
TEKCTa HEYZOOHO, OCOOCHHO €CIIM Y4YecTb, YTO, BEpPOSTHEE BCETO,
yKe CyliecTByeT ab3al, oTopMaTHPOBAHHBIN TaK, Kak HY»KHO. [Ipo-
rpamma Word perraer 3Ty mpo6ieMy, MO3BOJISAS IPOU3BOIUTE pop-
mMamuposanue no oopasyy, a TaKKe IMyTeM MPUMEHEHUS TOTOBBIX
3aJJaHHBIX CHuaeld opmMamupo8anus.

1.  YroObl BHIIOTHUTH (OpMATHPOBAHKE MO 00paslly, HalO0
YCTaHOBHUTH Kypcop Ha a03all, MMEIOIINH Hy)KHBIE TapameTpsl Gop-

MaTUPOBAHUS, U MICIKHYTh Ha KHOMKe «DopMaT 1mo oOpasiry» |
Jlailee MOXXKHO INEJIKHYTh Ha ab3aie, GopMmar KOTOporo Tpedyercs
W3MEHHTh, U OH OYJIET BHIMJISJIETh TOYHO TaK K€, KaK BHIOPAHHBINA B
KauecTBe 00pasiia.

Ecnmu Tpebyercs u3MeHUTH (PopMar HECKOJIBKUX ab3alleB,
HaJ0 JIBAXIbI IENKHYTh Ha KHONKe «DopMat mo oOpasmy». [locne
BHECEHHS BCeX HEOOXOAMMBIX M3MEHEHHH, HAJ0 eIle pa3 MIENKHYTh
Ha KHOTIKe «DopMaT 1o 00pasiy» Win HaXKaTh KIaBUIITY «ESC».

2. Cmune (popmamuposanusi — 3T0 COBOKYITHOCTh BCEX Ta-
paMeTpoB odopMiIeHHs, omnpenessonmx (GopMar adszana. JlocTymHbie
CTHUITH TIEpPEYHCIIEHBI B pacKpbiBaromeMcst Ciiucke CloicnasHai TekeT = s
PacoOJOXKEHHOM Ha MaHEeNMn HWHCTpyMeHToB QopmaThpoBanue. B
Havane paboTel ¢ mporpammoi WOrd 3TOT CIHUCOK COACPIKHUT TMepe-
YeHb CTUJIEH, 33JaHHBIX TI0 YMOIYaHHIO.

IIpu BEIOOpE OTHOTO M3 CTUJIEH, MPEACTABIEHHBIX B JAHHOM
CIIUCKe, U3MeHseTcs (opMaT TeKymero absama (ab3ama, B KOTOPOM
PacIoIOKEeH Kypcop WiIu opMaT BEIIEIEHHOTO (parMeHTa).

C ToukM 3peHHs KOMITbIOTepa, ab3aleM cuuTaercs Jro0on
(parMeHT TeKCTa, OTPAaHWYCHHBIN C JABYX CTOPOH CHMBOJAMH «BO3-
BpaT KapeTkm» (kox 13). DTOT Koa BBOAWTCS B TEKCT BCETHa, KOTa
MBI HaOXXUMACM KIIaBUIITY «Enter». Ou cuuraercs HCBHUIUMBIM, IIO-
CKOJIBKY €My He COOTBETCTBYeT HU ofHa OykBa. Ho yBumeTs ero Bce-
TaKl MOXHO, €CII IIENIKHYTh Ha KHomKe «Hemnedataemble CHMBOITBD)

ull

. JlaHHBIN pexxuM TO3BOJIIET YBUACTH HE TOIHKO KO KOHIIA a0-
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3aI[a, HO M JPYyTr'He YIPaBJsoIne CUMBOJIBI (KObI). YacTo HEMOHAT-
Hoe moBeaenne Tekcta B Microsoft Word’e niposicHsieTest ¢ UCTIONs-
30BaHueM pexuma «Hemneuaraembie CHMBOJIBI».

2.3.8.1 Co3nanue cruis

[TomydeHue HAaBBHIKOB B JaHHOM pasjieyie TOMOXeT Bam
opopMIISITE JOKYMEHTHI Ha TpodeccHoHaTLHOM ypoBHe. [lomydeH-
HbIE YMEHHS CYIIECTBEHHO M30aBAT Bac oT ommboOK, HeTOUHOCTEH, a
TaKk)Ke YMEHbIIAT BpeMs opopmiteHus: JokyMeHToB. OJH U3 Hanbo-
Jiee pacpOCTPaHEHHBIX CIIOCOOO0B - CO3/IaHUE CTUJIS 110 00pasily

OTO caMblii HAMISAAHBIN crioco® co3ganus ctiisd. [ aToro
HYXHO OT(GOpPMAaTUPOBATh ab3al], MEIKHYTh Ha 1moyie CTHIIb, BEIOpATh
HY>KHBII CTHJIb U BBECTU Ha3BaHHE HOBOTO cTwis. [locie sToro crm-
cok Ctmutb OyJIeT cosiep)kaTh Ha3BaHUE HOBOT'O CTHIIS.

2.3.8.2 U3meHeHHe CTHIIA

Ecnmu wu3menuts odopmieHue ab3ana, HCHOIb3YIOLIETO
OTIPENIeTICHHBIA CTUJIb, a 3aTeM IIENKHYTh Ha mosie CTHIb U HaXKaTh
knaBumy «Enter», oTkpoeTcs aumanoroBoe okHo IlepeomnpenerncHue
ctuis (pucynok 2.13).

MNepeonpe AeNEHHE CTHAA ﬂil

CThne: Jaronogok 3

MepeonpeAenHTE:

% {N&HHEIA CTMAE, MCNONE3YA BEIAENEHHEI PPArMEHT Kat obpasel |
{” HOpPMAT BRIASNEHHOND HPArHEHTE, HENONESYA ASHHEI CTHE

I_ BETOMATHYECKH 0OHOENATE CTHAH B AanEHEALLEN

81,8 I OTHMEHA |

Pucynok 2.13 — Nepeonpeaenenne ctung

C ero noMoub0 MOKHO BOCCTAaHOBUTH (popMaTHpOBaHHE a0-
3ala B COOTBETCTBUH C paHEe ONpPEAETICHHBIM CTHJIEM MU U3MEHUTh
CTWJIb TIO BCeMy JTOKyMeHTy. [Ipn u3mMeHeHnu cTuiis Bce ab3aisl, uc-
HOJIB3YIOIIHE 3TOT CTHIIb, TIepe(hOPMATHPYIOTCS aBTOMAaTHYECKH.
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2.3.8.3 Pa3paGoTka HOBOTO CTHJISI

Ecnu TpebyeTcs MOATOTOBUTh HOBBIM CTHIIb JAJISL UCIIOJIB30-
BaHUS B JIOKyMEHTE, cleAyeT AaTth koMaHay Popmar=Ctuns. B
nuanoroBoM okHe Crtuib (pucyHok 2.14) MOXHO ILENKHYTH Ha
kHomke «Co37aThy (I co3MaHus HOBOTO CTWII), «U3MEHUTEY (Iy1s
W3MEHEHUS CYIIECTBYIOUIET0) WK «YAAIUTh» Ul YIOAJNCHHUS CTHIISL
n3 crnucka. COucok mpeaiaraeT Ha BBIOOP TPYMIy CTHJIEH, ¢ KOTO-
peiMu Bbl xoture pabortats. KHonka «Opranuszarop...» MO3BOJSET
pelaKTHPOBaTh CHHMCOK crwiel mrabmona Normal (sto rimaBHBIM
ycraHoBouHbIH snmemeHT Word'a, aBTOMaTHYeCKH HACTpaWBaIOIIHIA
BHEIIHUH BUJA JOKYMEHTa U BHYTPEHHIOIO 00paOOTKy AaHHBIX U Ma-
pametpoB). Tak, mIpu CO3MaHUK HOBOTO MOKyMeHTa, Bam OymyT mo-
CTYITHBI T€ CTHJIH, KOTOpbIe HaxoasaTcs B madmone Normal.

CTHMM: Abzal

1 OBbMHE
» 8 OCHOBHOH WpKHbT abzaua

SHaKK

BaBaBa BaBaBa BaBaBaB:

-

OnHCaHke

OBbMHEIA + WpndT: Arial, 16 pt, nonysHpHEN,
CNHcoK! HHTEpEaN Nepea 12 NT nocne 3 N7, HE 0TPLIEATE OT
— CneayHwera, ¥poeeHe 3

Ilﬂcnonbsyemux cTHNEHA - |

CpraHKzaTop. .. Co3A3TE... | MzHEHMTE. . | ¥AANMTE |

[pPHMEHHTE OTHEHS |

Pucynox 2.14 — JImanmoroBoe okHO CTHIIB

B HOBOM nmanoroBom okne Co3nanue ctuis (pucyHok 2.15)
(cooTBETCTBEHHO, KHOMKH l3MeHeHWe CTHIS) MOXHO 3adaTh UM
HOBOTO CTHJISI M YKa3aTh, KAKOW U3 CYIIECTBYIOIIUX CTHJICH MPHHU-
MaeTcs 32 OCHOBY.

YroObl U3MEHHUTH O(OpMIIEHHE JAaHHOTO CTHIIS, HAJO IIENK-
HYTh Ha KHONKe Dopmar u BEIOpaTh B OTKPBIBIIEMCS MEHIO (opma-
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tupyemblii snement: pudr..., A63au..., TaOynsuwmsd..., 'panu-
ua..., A3wik..., Pamka..., Hymepanus. ..

Ecnu Brimrounts (axkok «J{o6aBuTh B 1m1a0JIOH», cOo3/1aBac-
MBI (M3MEHSIEMBIH) CTWIIb JO0aBISiCTCS B CTaHIAPTHBIN 1abI0H
(Normal) mporpammsr Word, mociie 4ero 3ToT CTHIb MOXKHO HCIIOIb-
30BaTh U B JPYTUX JOKyMEHTAX.

Kma: CTHNE:
I.ﬁ.63au.a j
CQICHOESH Ha CTHAE: CTHAE chedyviowero absauna:
I 1l Saronosok; 3 j I 1 CTHnel j
Chpazey

E3E3Ea EAEAEA EAEAEAEA
CIMHCaHKHe

Jaronoeok 3 + WpkbT: 12 pt

[ AoBaeuTe B wabnoH [~ OBHOBNATE SBTOMATHYECKH

O I OTHEHS | fopMaT ™ KnagHwa...

Pucynox 2.15 — JlmanoroBoe okHo Co3aHue CTHIIS

2.3.9 Odopmiienne TekeTa

Bcerna Tpebyercst TEKCT MPEIOCTABIATL B TAKOM BHUJIE, UTO-
Obl He 3amyTaTh YHUTATelNls, a IMPHBICYHL €r0 BHUMAaHUE KPACHBO
0(OPMIICHHBIM M XOPOIIIO YUTAEMbIM TEKCTOM. B WMCIO Takux WH-
CTPYMEHTOB BXOJST CIIMCKH, KOJIOHKH, TaOJIUIBI, PUCYHKH, TpaduKHy,
u 1.11. B 3TOM maparpade peds moiiner 00 ohopMIICHUN W TIPEICTaB-
JICHUH TEKCTa JJIsl IPUSATHOTO YTECHUSL.
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2.3.9.1 MapkupoBaHHbIe U HyMEPOBAHHbIE CUCKHU

YropsagoueHHy0 HHOOPMAIHIO 9acTO YA0OHO MPEICTaBIISATh
B BHJIE cnuckog. Tak MPencTaBIsIOT MHCTPYKUUH (OMHCAaHUS MOPSA-
Ka JeMCTBUiT), HA0OPHI MOSICHAIOIINX YTBEPKACHUH, EPEUYHU Ipe-
METOB WU OOBEKTOB U T.JI.

Word momaep:kuBacT TpH BHIA CITUCKOB — MAPKUPOBAHHDbLE
CcnucKy, B KOTOPBIX KXKIBIA IMyHKT TTOMEYAeTCs OJAMHAKOBBIM MapKe-
pOM, HyMeposanHble CRUCKU, T€ IMyHKTHI MOCJIEI0BATENbHO HyMe-
PYIOTCS, M MHO20YPOBHESYIE.

2.3.9.2 lIpeoOpa3oBaHue TEKCTA B CIHCOK

st mpeoOpa3oBanus CYIIECTBYIONIETO TEKCTa B HYMEpPO-
BaHHBIA WU MaPKUPOBAHHBIN CIIMCOK, HAJIO BBIICIUTH 3TOT TEKCT
U MIENKHYTh HAa kKHonke Hymepanusi (= wuoM, COOTBETCTBEHHO,
Mapkepbl = Ha NOaHelId MHCTPYMEHTOB @OpPMaTHPOBaHUE.
ITpomeccop Word aBromatnuecku mpeoOpasyeT HOBBIN ab3all B
3JIEMEHT HYMEPOBAaHHOT'O CIIUCKA, €CJIM OH HAUYWHAETCS C YHMCIIa, 3a
KOTOpBIM cleayeT Touyka. Ecim ab3an HauyWHAeTcs C CHMBOJIA
«3Be3J104Ka» (*), To OH aBTOMAaTHYECKH MPeoOpa3yeTcss B AJIEMEHT
MapKHpPOBaHHOTO CITHCKA.

[Mocnenyrommue ab3ampl TakKe paccMaTPUBAIOTCA Kak dJie-
MEHTBI HaudaBIIETOCs crHcKa. [Ipu BBOAE AIEMEHTOB CIHCKa Clie-
IyIONIUi ab3a1] aBTOMaTHYeCKA HAYMHAETCS C MapKepa WIH HOMe-
pa. Co3manue cHucKa 3aKaHYMBAIOT O8YKPAMHbLIM HaXaTHEM Ha
kinaBuiry «Enter» B koHie a03ana. YToObl MU3BMEHUTH WM HACTPO-
UTh (opMaT CIHCKa, CleAyeT nath koMmauHay Popmar= CHOmucok
WM BBIOpaTh B KOHTEKCTHOM MeHIO MyHKT Crucok. [Ipu 3Tom oT-
KpBIBAETCS AMANOTOBOC OKHO Crircok (pucyHOK 2.16).
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2=l

. o ®  Crenel
HeT . o ®  Crenel

. o ®  Crenel

a “* Hd v
a “* Hd v
a “* Hd v
PHCYHOR. .. | MEMEHHTE. .. |
Chpoc OTHEHA |

Pucynox 2.16 — luanoroBoe okHo CIiucok

1. Bxmagkum MapkupoBaHHBI 1 HymMepoBaHHBIN MO3BOIS-
10T BbIOpaTh BHJ Mapkepa WM crocod Hymepauuu cnucka. Ecimu
CTaHIapTHOE O(OpMIIEHHE CIHCKA HE MOAXOIUT, MOXKHO IIEIKHYTh
Ha KHOIIKE «M3MEHUTB...», YTOObI 33/1aTh BHEIITHUI BUJ, ITOJIOKECHUE
MapKepoB WJIK HOMEPOB, a TAK)KE ITYHKTOB CIIHCKA.

2. Bximagka MHOroypoBHEBBIH ITO3BOJIIET 3aJaTh CICIH-
aJIbHBIA CIIUMCOK, COJEpXallui 0 ACBATH YPOBHEH IyHKTOB, HyMe-
PYEMBIX WIH MAPKUPYEMBIX OTJCIBHO.

s mepexonma Ha OoJjiee HU3KHM YPOBEHB CITY)KHT KHOIIKA

%]
L]

«YBEIINYUTH OTCTYIID» , @ IJId BO3BpaTa Ha 0oJiee BHICOKHUI Ypo-

[T
]

BEHb CIIY)KUT KHOIKa «YMEHBIIUTh OTCTYID» ° Ha TaHEIU HH-
CTpyMEHTOB «POpMaTHPOBAHUE.

2.3.10 ®opmaTHpOBaHHE HYMEPOBAHHBIX CIIUCKOB

Wuorna, mpu paboTe ¢ HYMEPOBAHHBIMH CIUCKAMH TEKCTO-
BeIii pemaktop Word HyMepyeT OuYepemHOW CIHCOK, MPOJOJDKas
NpeBIIYILYI0 HyMepainio. YToObl IBHO yKa3aTh, YTO BaM HY)KHA He
CKBO3HaA HyMcEpaluia, a C Ha4yajla CAUHUILIbI OTYETA, BBIIIOJIHUTE CJIC-
AYIOLLYIO IIPOLEAYPY:

1. Beigenure u3MeHsieMblil pparMeHT (HyMEpOBAHHBINA CITH-
COK).
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2. UYepe3 KOHTEKCTHOE MEHIO BBIIEIEHHOTO (hparMeHTa
BbIOepuTe MeHIO0 «CIHMCOK», MOKHO 3TO cHeNlaTh IOCPEACTBOM IJIaB-
HOro MeHto: BeraBka= Cricok.

3. B nosBuBLIeiics (opme B Ipymie «HyMepauus» BeIOepu-
TE HYXXHBIH ITyHKT (Ha4aTh 3aHOBO / TIPOJOJDKHUTH) U MOATBEPAUTE BBI-
oop.

2.3.11 O¢dopmJiieHre TEKCTAa B HECKOJIBKO ¢T01010B. Ko-

JIOHKH

B razerax u HEeKOTOpPHIX KHUraXx (OOBIYHO CIOBAPAX M SHIMK-
Joneansax) HHPOPMALMIO HEPEAKO TMPEACTABISIOT B HECKOJIBKO
CTOJIOIOB. DTO CBSA3AHO C TEM, YTO KOPOTKHE CTPOUKH JIETYE YNUTATh.

1. Jlns pa3OueHHs TEKCTa Ha CTOJOIBI €ro BBOJSAT OOBIYU-
HBIM 00pa30M, 3aTeM BBIAEISIOT U LIETKaoT Ha KHomke «KoxoHku»,
Ha TMaHenW WHCTpyMeHToB «®DopmarupoBaHue». B oTKpbIBIIEMCS
MEHIO BBIOMPAIOT KOJIHYECTBO CO3/aBaeMbIX cTonOnoB. «[lo ymonya-
HUIO» CTOJIOIBI UIMEIOT OAMHAKOBYIO IIUPUHY.

2. Ha nunelike ¢opMaTHpoBaHHS TMOSBISIOTCS MapKephI
ctonbnoB. [lepeTackuBanreM STHX MapKepOB H3MEHSIOT TOJI0KEHUE
MPOMEKYTKA MEXAY CTOJAOAMHU U €r0 [IUPUHY.

3.  Ecnm HECKOJBKO CTOJIOLOB TEKCTa LENWKOM pa3Mella-
IOTCSI Ha OJHOM CTpaHulle, MOXHO cHelaTh TaK, YTOObI KOJOHKHU
UMeNU OJUHAKOBYIO [UIMHY. /[l 3TOro Hajo JAaTh KOMaHIY
BcraBka=Pa3preiB..., yCTaHOBUTH MEpEKIIOYaTeNlb Ha TEKyIlei
CTpaHHULE U MIEIKHYTh Ha KHOIIKe «OK».

4., Ecau craHgapTHBIH MeTOJ (OPMHUPOBAHHUS CTOJIOIOB
HEYIOBJIETBOPUTEJICH, CJEAyeT MHCIOIb30BaTh TUAJIOTOBOE OKHO
Kononku, koTopoe otkpriBatoT Komanaoi d@opmar= KonoHku (puc.
3.5.2.1).

5. B rpymne Tum 3TOro IuanoroBoro OKHa HPUBEACHBI
CTaHAApTHBIE BapHaHTHl pa3MeIIeHus] KoMoHOK. Kpome Toro, umcio
KOJIOHOK MOXKHO 3aJlaTh C IIOMOLIbIO cueT4yHKa. B 3TOM ciydae Ha
na”enu luprHa ¥ NIpoMeXyTOK 3a7at0T pa3Mepbl KOJIOHOK U BEJIH-
YMHBI UHTEPBAJIOB MEKAY HUMHU.

6. Ecmu ycranoButh Quiaxkok KojOHKM OJMHAKOBOH IiH-
PHHBI, TO Bce KOJIOHKH U BCE MHTEPBAIBI MEXJYy HUMHU OYAyT UMETh
OJHY H TY )K€ IIUPHHY.
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konomen 2| x|
il

=
| | CITMEHE |
0AHa ar

E TPH CNEEa  COpaEa
|- PazpenvTents

-

YHCno KonoHok:

rLLMPHHE M NPOMENYTOK Bpazew

HOMEQ:  WHOHHE: NPOMEXYTOK
[ 1 Jreser H =
| | = | =
| | || |

p KONOHER D.\'J.HHBKUBDH WHPHHE!

MPHMEHHTE! IKD BLEMY ACKYMEHTY j ™ Hoeas konoHka

Pucynox 2.17 — luanoroBoe okHOo KomoHku

7. Onaxok PazgenuTens MO3BONSET OTACITUTH CTOJIOIBI
JIpYT OT Apyra BEpTUKAIbHON JIMHUEH.

8.  PackpsiBaroruiicst crircok [IprMeHHTD YKa3bIBaCT, KaKyro
YacTh JIOKYMEHTA CJICAYET Pa3OuTh Ha CTONOMNEL. JlOCTyIHBIC BAPHAHTHI
3aBUCAT OT TOT'0, OBLI JIU MIPEABAPUTENHHO BBIZICTICH (PparMeHT TeKCTa.

Ecnu ycranoButh (uaxkoxk HoBas KojoOHKa, TO IMOCIEIyIO-
M TEKCT JOKYMEHTa paciojiaraeTcsi B Hadaie HOBOTO CTOJIOMA.

2.3.12 Ta6auubl

Tabnu4HbIi cr1oco0 HpeAcTaBiacHHUS OJHOTUIIHON HH(pOpMa-
MM OYCHb IIUPOKO HCIOJIB3YeTCS MpPU pacueTax, aHaJU3e, CTaTH-
CTMYECKUX MpPOTHO3aX, (MHAHCOBBIX OTYeTaX M T.1. MHTerpamms
nanubix w3 Microsoft Excel moBbicuno momynsipHocTs makera Mi-
crosoft Office. 3nanus, moay4eHHbIC B JaHHOW TIJIaBe, CTAHYT Iep-
BBIM IIarom K uzydenuro Microsoft Excel.

2.3.12.1 Co3nanue TadauIl

Campiii mpocToil crmoco0 co3fare TaOiuIy B IMporpamMme
Word coctouT B UCTIONB30BaHUU nozuyuii mabyasyuu. Ho 3ToT cro-
co0 HeIOCTaTOYHO THOOK, TMOTOMY YTO MHOTHE TaOIUIBI TPYIHO
npeacTaBuTh B mpocToil popme. OCHOBHON METOJ CO3MaHHS TaOIHIY
B mporpamme Word He CTpafaeT OT TaKMX OrpaHHYCHHH U TpeIo-
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CTaBJICT CaMbIe IMIMPOKUE BO3MOXKHOCTH TI0 OTOOPaKEHUIO TEKCTa B
paMKax TaOJIHII.
1. HeOonpmme TaONMIBI CO3MAIOT C TIOMOIIBIO KHOIKH

«J06aBUTH TAOMUITY» —— Ha MaHENIW WHCTPYMEeHTOB CTaHmapTHAas.
OTKpbIBIIasCS MATUTPa MO3BOJICT OBICTPO CO3AATh MYCTYIO Ta0JU-
my.

2. TIlyctyro Tabnmily ¢ NMpPOW3BOJNBHBIM YHCIOM CTPOK WU
CTOJOIOB CO3MAOT C TIOMOIIBI0 KOoMaHAbl Tabmura= [o0aBuTh
Tabnuiy.... Yucmo cTpok M CTOJOLOB 3aJaf0T C MOMOIIBI) CUCTYH-
KOB JIHAJIOTOBOTO OKHa BeraBka Tabmuisl (prucyHok 2.18).

Pazmep Tabnuuk

Yycno cTonbuos: Ia E‘
Yucno cTpok: |2 5‘

AETONOAB0P WHPKHE! CTONOLOE

¥ mocTogHHAR: I.ﬁ.BTu 5‘

" o cogepsMMomy

N0 WHPHHE DKHA

hopMaT: (HeT) AETodGoOpMaT. .. |

I_ Ma YHMONYAHKHD 407 HOEEX TabnmL

Ok I OTMEHE |

Pucynox 2.18 — BctaBka TabIuIIBI
3. Kunomnka «TaOnuipl v rpaHUIBD , @ TaKKe KOMaH7a
Tabauma= HapucoBaTh TaONHITy MMO3BOJISIOT HAPHCOBATH TAOJHITY B
JIOKyYMeHTe Bpy4uHyI0. [Ipr 3TOM OTKpBIBaeTCs MMaHe b HHCTPYMEHTOB
Tadauusl u rpanuubl (pucyHok 2.19). 3meck cHauana pHUCYIOT
BHEIIHUM KOHTYp TaOiuubl, a 3aTeM pa3OMBalOT e€e Ha OTIEJIbHBIC
SIYEUKU.
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* Tabnubl M FPaHHLE] ]
g | Bes rpaHHuesl - -~ 7
| A

F i

E->-E-mEEE- T 5 el 4=

Pucynox 2.19 — ITanens HHCTpYMEHTOB TaOJHIIBI U TPAHUIIBI

4. CTpOKH WIH CTOJOLBI TaOJHUIBI MOTYT COACPXKAaTh Pa3HOE
49HUCIO stueeK. [ 3TOro cHavyaia co3[al0T TaOJIUIly C PaBHBIM YHC-
JIOM SYE€EK B CTPOKAX M CTONOIAX, a TOTOM OOBEAUHSIOT WU pa3ic-
JISTIOT OTAENbHBIC stueiiku. Hanmpumep, BBIZICITNB HEOOXOAUMBIC STUCH-
KM, JaroT KoMaHAy TaOnuuna=QOO0beIUHWTh  SYCHKH WU
Tabmuma= Pa30uTh suehKu.

5. Jlunuwm, pazbuBaromme TabIHIly, MOXKHO PUCOBaTh WIN
yaansaTe BpyuHyo. Ha manenu mactpymenToB TaOiHIel U TPaHULBI
TUTS OTOH TIeNH CTyKaT KHonku «HapucoBate Tabmuiy» u «JlacTuky».

BBoa B Tabnuily OoCyLIECTBISIOT IO siYeHKaM, IPUYEM B JIFO-
0omM mopsake. Sueiika MOXKET coepKaTh HECKOIBKO ab3aleB TeKCTa.
Knasuiira «Taby 1mo3BojisieT MepexoauTh OT TEKYIICH sSUeHKU K Clie-
nytoniedd. Kaxmayro sueiiky TaOmuIpl MOKHO (OpMAaTHPOBATh HE3a-
BHCHUMO OT OCTaJbHBIX. bojyee Toro, ecim MENKHYTh Ha sYEHKe mpa-
BOM KHOIIKOM MBIIIM M BBHIOpaTh B KOHTEKCTHOM MEHIO MYHKT
HampaBnenune TekcTa, TO CTPOKM TEKCTa B A4YEiKe TAOIUIBI MOKHO
PacHoOJIOKUTh BEPTHUKAIBHO.

Ecnu Tabnuily ucnomnb3yloT He Kak 0COObIH 371eMeHT 0 opM-
JICHUS TEKCTa, a OHa JAEHCTBUTENIBHO COIEPKHUT «TaOJIMYHBIEC JlaH-
HBIE», TO €€ MOKHO OT(OpPMATUPOBATh CTAaHAAPTHBIM 0Opazom. Ko-
Manzna Tabiauua= ABrodopmar... (WM KHomka «ABTodopMaT» Ha
naneny TaOnuipl ¥ TpaHUIbl) MO3BOJSIET MPUMEHUTD OJMH U3 TOTO-
BBIX CTaHAAPTHHIX (pOPMATOB, OMPENENAIOMIX MPU(THI, TPAaHUALBI U
L[BETA STYE€CK TaOIHLIBL.

Jnis v3MeHeHusl TpaHHIl M LBETa 3aJMBKH SYEEK TaONUIBI
BPYYHYIO CITy’KaT KHONKH «BHemHue rpanunb u «llBeT 3aluBKm»
Ha TaHeJIM MHCTPYMEHTOB TaOmuuel U rpaHuipl. PackpeiBarommuecs
MAaJIUTPBI, BBI3BIBAEMBIE 3TUMH KHOIKAMH, MOYKHO «OTOPBAaTb» OT
COOTBETCTBYIOIUX KHOIIOK M MCIIOJIB30BaTh KaK HE3aBHCHUMBIC TTaHE-
JI1 HTHCTPYMEHTOB.
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2.3.13 Onucanue padoThl B peaakTope GopMyJ1 U ero

HACTPOiiKa

dupma Microsoft  3HauuTETBHO YyBEAMUHIA KOJHUYECTBO
nmoJb3oBateniell penakropa Microsoft Word, mpemoctaBuB mpoaykT
MoJ| Ha3BaHUEM «penakTop Gopmyn». Penakrop GpopMmyn MO3BOJISIET
OBICTPO W JIETKO BBOAWTH DPA3INYHBIE MaTeMaTHYECKHE (POPMYIbI.
DTy mporpaMmMy MOKHO OCBOUTH 32 HECKOJIEKO 4acoB. Bam He Hyk-
HO 3HaTh CIEIHaIbHBIE KOMAHABI U MMapaMeTpsl, Jake 3TOT TEKCT BbI
HabepeTe MEHee YeM 3a MHUHYTY, TOJBKO IIENIKasi MBIIIKON MO HYX-
HBIM KHOITKaM.

33 1
2 5 22|

st Toro yToObI HauaTh padoTty, Bam HykHO yoenutbcs, uto «Pe-
nakTop ¢popmyn» Bam nocrynen u Bel MokeTe ¢ HuUM paboTaTh: B
MeHio Bun=Ilanenn nHCTpyMEHTOB= HacCTpOWKa, BO BKIIAJIKE
«KOMaHJa», B okHe Kateropuu BeiOMpaem myHKT BcTaBka, a okHe
KOMaH/Ibl BBIOMPAeM C MOMOIIBIO TTOJIOC TPOKPYTKHU ITyHKT
«PemakTop dhopmyn». OH pencTaBiicH B BUIE paauKaia ¢ OyKBOM
anbga. [lepeHecute JaHHYIO MUKTOrPaMMY B HY’KHOE MECTO Ha Ma-
Henu MHCTpyMeHTOB. [locne 3akpriTusa nanenu «Hacrpolikay nqaHHas
nUKTOrpamMma OynieT QyHKIIMOHUPOBATh KaK KHOIKA, TIO3TOMY HaXa-
THE Ha IaHHYIO KHOIIKY-IIMKTOIpaMMYy BBI30BET penaktop Gopmyi. B
cllydae, eClid pelakTop (opMys OTCYyTCTBYET, TO 3TO 3HAYHT, YTO
JIAHHBIN MPOrpaMMHBIN KOMIIOHEHT HE YCTaHOBIEH. Eciu 310 Tak,
3HauMT 3amycrute auctpudytus Microsoft Office u mpu BeiGope
YCTaHABIMBAEMBIX KOMIIOHEHTOB OTMETHTE €0 FaJI0UKOM.

F(X)=3 (0~ 2)? £20Sin(35°); W =

[Ipu 3amycke nosBisieTcss maHenb Gopmys, U3 KOTopoi Brr
MOJKETE BBIOMPATH HY>KHBIE OIEPaH/Abl, MAaTEeMaTHUECKUE 3HAKH, TPe-
YecKre OYKBBI.

E

g2z [ jab |55 [ 2.0 [2ol]ovE [gnc |dcel | Awd 408

e DU -

Pucynox 2.20 — ITanenr ®opmyna
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[Ipu BEIOGOpE cuMBONOB Bbl MOkeTe yBHIEThb, Kak M Mpel-
CTaBJICHO B IpuUMepe, CBOOOHBIE O, Ky/1a MOXKET ObITh IOMEIIEH
Kypcop 1100 C MOMOIIBIO MBIIIH, JIMOO KJIABHII YIPaBICHHUS Kypco-
poM. B 3TH mosist BIUCBIBAaIOTCSA MHAEKCHI U IEPEMEHHBIE.

Jnst Toro 4To0Bl YyHpaBiIsATh BHEIIHUM OTOOpa)keHHEM (op-
MyJI, MCIONB3YIOTCA IIyHKTHI MeHI0. Hampumep, i1 H3MEHEHUs
MPOMEKYTKOB MEXKIY JJIeMEHTaMH (QOpPMYJbl BBIOEPUTE MEHIO
dopmar=UnTepBain, nepen Bamu mosiButcs dopma, mpencraBieH-
Has HUXKe. Y CTaHaBIIMBAEMbIE NIAPAMETPBI ONPEAEISAIOTCS B MIPOLICH-
Tax M yTOUHSAIOTCA COOTBETCTBYIOIIEH CXEMOH cIipaBa.

Meok Ay CTROMHEIA HHTEPESN =
PaccToAHHE MEXAY CTROKAMH | 150% e |
PaccToaHmne mex sy cTonbwamm | 100%: T = Q..
BricoTa BEpxHErD MHASKCA |45% y =

MPHHMEHHMTE
[ NyBKHHE HHKHErD HHAEKCS | 25%
BricoTa BEpxHErD NpeAena | 25%. 'I 10 yManHaHK |

Pucynoxk 2.21 — ITanens UHTEpBan

Jns I3MeHeHus mapaMeTpOB CUMBOJIOB M UX XapPaKTEPHUCTHK
BBITIOJIHATE: MeHI0 Pasmep=OmnpenenuTs, 37eCh 0 aHAJOTHU C
MPEIBITYIIUMU HACTPOHKAMHU TaK)Ke BCE MHTYUTHBHO TIOHSTHO.

21 x|
DbI4HEIA I 14 n7
K pynHBI MHABKE IW‘ (1 _;,_B)E OrHeHa |
MenkHA HHAEKC Z ka
HpynHENA chmean W p= 1 nE [IpHMEHHTE
TMENKKH CHMEDN I_F Mo YMOn4aHHHD |

Pucynoxk 2.20 — [Tanens MHTEpBan

OOpatuTe BHUMaHKE, YTO B ABYX IOCICIHUX (opMax €CTh
KHOTIKA «I0 yMOTYaHWIO», TaK 4YTO €ciu BBl Bce Xe U3MEHUTE
HACTPOMKHK HE B JYYIIYI0 CTOPOHY, MOXHO OYJEeT BOCIIOJIb30BAThHCS
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ycinyramu 3Toi KHomku. B crnenyromiein ¢opme (mento Cruip=
Onpenenuts...) Bel Mokere BBIOpaTh MIPUGT, HAKIOHHBIA W TIOTY-
JKUPHBIN (hopMaT HCIOIb3yeMbIX CTHIEH. PexoMeHmyeTcs: odKcme-
PUMEHTHPOBATh C ABYMS MOCJICAHUMH CBOWCTBaMH, a BOT MEHSTH
HIpUQT CIEAYET TOJIBKO ONBITHBIM I10JIb30BATENSIM, IIOCKOJIBKY HE
Bce WpU(TH NOANCPKUBAIOT Ipedeckuid andaBUT U MaTeMaTuie-
ckue 3Hakd. K ToMy ke 37ech HeT KHOIKHM «I10 YMOTYaHHIOY.

CTHNE WpHdT POPMAT CHMEDNOE

MonyHpHER  HaknoHHER
e
OTMEHS |

4

Lefleflefbedleflef]
ISR

PYHELMA v !Times Mew Roman

MepeMeHHaA . . ITimes Mew Roman

CTP. FPEYECKHE ISvmboI

Mp. FPEYEckHe | . ISvmboI

CHHBON . . . ... ISvmboI

MaTpHua-BeETOp ITirnes Mew Raoman

LI << N

Ydcna ... ITirnes Mew Roman

Azl

CTune "Tekct" Iﬂroﬁoﬁ

LedLel

Apyrie cTiin IH"OISDFI

Pucynoxk 2.22 — ITanens UHTepBan

31ech BaXKHO OTMETHUTD, UTO JTI00ObIC N3MEHEHHBIE TapaMeTph
NeUCTBYIOT Ha OOBEKTHI, KOTOPBIE OBLIM CO3AaHBI MOCIIE HACTPOHKHU
penaktopa. Takum o0pa3oMm, XelaTeIbHO H3MEHSITH MapaMeTphl B
Haydane paboThl HaJ IOKyMEHTOM. B mpotuBHOM ciydae, Bam npu-
TETCsI 3aXOANTh B KOKIYI0 HEM3MEHEHHYIO ()OPMYITy M BBIXOJIUTH U3
Hee i1 OOHOBJIEHUS UX CBOMCTB, U TOJIBKO IIOCJIE 3TOI'0 OHU OYIyT
ABTOMATUYECKU «UCTIPABISATHCS.

UToObl BBIWTH U3 pelakTopa GOpPMYII IOCTATOYHO IENKHYTh
MBIIIBIO BHE PEJAKTUPYEMOTO IO, JTH00 KiaBuiry «Escy». Jlms mo-
BTOPHOT'O PENAKTUPOBAHUS JBOMHOE Ha)KaTHE KHOIKU MBIIIM Ha
(hopMyIy BBI30BET PEXXHM peAakTupoBaHus ¢opmyisl. Ecim ke Bor
BBIIILJIM M3 PEJaKTopa, Tak U He HaOpaB (GopMysy, CUCTEMa CO3/aeT
HEBUIUMYIO 00JacTb, 4epe3 KOTOPYIO Kypcop IpH IepeMEeLICHUH
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«ckauet». s ycTpaHeHHs TaKOro HENpHuATHOTO 3ddekTa BhIeIse-
T€ JAaHHYIO 00JIACTh IIETYKOM MBIIH (TOSBISETCS MapKUPOBAaHHBIN

KBaJpaT — «.d) M HaskuMaeTe Kinasuiny «Del».

HecMmotps Ha Bce mumtochl pepaktopa (GopMyll, y HEro cyiie-
CTBYET HEJIOCTATOK — OYCHb YTOMHTEIBHO HAOMPATh MBIIIBIO WHICK-
CHI, TpeUYecKue OYKBEI, OIEpaTophl Yepe3 MeHro. Hibke mpencrasieHa
TaOIUIIa COYCTAHUN KJIABHIN, YOBICTPSAIOMHMX Iporiecc Hadbopa dop-
MYIL

Tabmnuua 2.2 — CoyeTaHus KIIaBUII

Couera- JeiictBue
HUe
KJIaBULI
Ctrl+L HuwxHnit namekc
Ctrl+H Bepxumuii uHzeKC
Ctrl+J Huxuanii 1 BepXHUIM HHAEKC
Ctrl+R Kopens kBaspaTHbIi
Ctrl+F Henenue
Ctrl+* ¢ ITpobGen
(ITpoGem)
Ctrl+A Brinenuts Beto ¢popmyny (ITpume-

HHUMBI BCE OTEPAIMH C TEKCTOM: BBIIEIIe-
HUEe, KOMUPOBAHME U T.JI.)

Ctrl+( MacutabupyeMbl KpyTiible CKOOKH

Ctrl+[ MacurabupyemMsl KBapaTHbIC
CKOOKH

Ctrl+l Wurerpain

Ctrl+B Crenyrouuii CUMBOJI OyZIeT Mo-
JTY>)KHPHBIM

Ctrl+M TabynupoBaHue

Ctrl+/ JleneHne B CTPOUKY

Ctrl+G+’q, I'peueckuii andaBuT, Ipu HAKATOM

QwWw,..’ Shift meuararotcst mponucHbIC OYKBBI
Ctrl+K+’e t € X Jlpyrue cuMBOJIBI, Ha pyc-

CKOM $I3bIKE UCIIOJIb3YIOTCS JJIEMEHTBI
nceBorpa)uKy M T.1I.
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2.3.14 3aBepmarouias craaus padoTbl HAI JOKYMEHTOM
IMocne Habopa u opopmiienns Texcra Microsoft Word mpen-
naraet Habop cpelncTB OPOPMIICHHUS TOKYMEHTAIIH.

2.3.14.1 dopmaTupoBaHHe JTOKYMEHTOB CJIOKHOM CTPYKTY-

pol

Ecnu oTKpBITH M00YI0 KHHUTY, TO MOXKHO 3aMETHTb, YTO TI0-
MHMO OCHOBHOTO TEKCTa OHa COACPIKUT JOTIOTHUTEIbHBIE SIIEMEHTHI,
pa3MerniaeMble B BEpXHEH M HUKHEH 4acTsIX CTPAHUIIBI (B YACTHOCTH,
HOMepa cTpaHul). Takue 3meMeHTHl (MX HA3bIBAIOT GEPXHUMU W
HUICHUMU KOJIOHmMuUmyaamuy) ooyerdaror paboTy ¢ JIMHHBIMHU JIOKY-
MeHTamu. [Iporpamma Word no3BosisieT UCTOJIb30BaTh KOJTOHTUTYITBI
111 0OpMIIEHHSI KHUT U TOBBILIEHUS y1000UYUTaEMOCTH TEKCTA.

1. Word paccmarpuBaeT JOKYMEHT KakK IIOCJIEIOBATEb-
HOCTb pa3zoenog. B KakIoM pasjienie UCIONb3yeTCs CBOSI MOCIea0Ba-
TeJIbHAsi HyMepalusl CTPaHMIl U CBOW HAO0OP KOJOHTUTYNOB. Eciu 3tn
JaHHBIE B paMKax JOKYMEHTa JOJDKHBI MEHSTBCS, CIEIyeT pa3OuTh
JOKyMEHT Ha paznenbl. Komanna BeraBka= Pa3pbIB OTKphIBaET 1Ha-
JIOTOBOE OKHO Pa3phiB, B KOTOPOM Haj0 BKIIOYUTH OJUH U3 TEpe-
KirouaTeneil rpynnsl HoBeIl pa3zmen, ykasslBaroluil, ¢ Kakol cTpa-
HUIBI HAYMHAETCS] HOBBIA pa3ied.

2. JIns HACTpOWKM HymMepalyu CTpaHUIl HaJo JaTh KOMaH-
ny BcraBka=Howmepa ctpanuil. [Ipu 3T0M OTKpEIBacTCS JAUAIOTOBOC
okHO Homepa crtpanmi (puc. 3.6.1.1), mo3Bossiomee ykaszarh, Te
MMEHHO JOJDKHBI PacToNaraTbCs KOJNoHYu@pwsi. JIns 3TOT0 HCIOINb-
3ytoT cnucku llonmokenne u BripaBHuBanue. Illenyox Ha KHOmIKE
«DopmMaty MO3BOJISIET BBHIOpaTh MeTO[ HyMepanuu. Eciu moKyMeHT
pa3bUT Ha paszenbl, CTPAHWIBI PAa3HBIX Pa3AesioB MOTYT HYyMEpO-
BaThCSI IO-PA3HOMY.

HoMepa CTpaHWLy 21xl
[ONOHEHHE: Bpasel—
hd p———
BbIpSEHHEEHHE!
ICnpaBa j
[V Homep Ha nepeoii cTpamue

[s];3 I OTMEHA | DopMaT, .. I

Pucynox 2.23 — BctaBka HOMEpPOB CTpaHUIL
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3. [lng BBeAEHHSA KOJOHTHUTYJIOB, COJAEPKAIIMX JOIMOJIHU-
TeJIbHYI0 HHbOpMAIHIO, CIyKUT KoMaHaa Bun= Komontutyssl. Ko-
JIOHTUTYJIBI MOTYT pacIojiaraTbCsi Ha BEPXHEM WM HIDKHEM IOJISIX
cTpaHulpl. JlaHHAs KOMaHIa BPEMEHHO MpPEKpaIlaeT pelaKkTHpOBa-
HHE OCHOBHOTO TEKCTa JOKYMEHTA, HO 3aTO JTaeT BO3MOXXHOCTh BBOJIA
TEKCTa B TOJIE 8epxHez2o koroHmumyna. OMHOBPEMEHHO OTKPBIBAETCS
naHenbs MHCTpyMeHTOB KononTtutynsl. OHa mpeaocTaBiseT JOMOJI-
HUTENIbHBIE BO3MOXKHOCTH, B TOM YHCJIEé BO3MOXKHOCTH Iepexofa K
PEIaKTUPOBAHHIO HIDKHETO KOJOHTHUTYIIA (PUCYHOK 2.24).

BCT3EMTE SETOTEKCT * | | @ | (] % | g ‘E E;, | SaKpBITE

Pucynoxk 2.24 — Ilanens uHcTpyMeHTOB KOTOHTHUTYIIBI

4. KuHomku maHenn MHCTPYMEHTOB KONOHTHTYIBI MO3BO-
JISIFOT: BCTABUTh B KOJIOHTUTYJ HOMEP CTPAHHMIIBI, ATy U BPEMSL; PO-
CMOTpPETh M CKOITMPOBATh KOJIOHTHUTYIIBI APYTHX Pa3eioB; MepeKTio-
YUTHCA MEXKAY BEPXHHM W HWKHHUM KOJIOHTUTyJamu. Pemaktuposa-
HUE KOJIOHTHUTYJIOB 3aBEPIIAIOT MIEITYKOM Ta KHOMKE «3aKPhIThY WU
MOBTOpHOM KoMaHA0i Bun= KonoHTUTYBL.

VYnaneHue cTapblX WIM HE HYXHBIX HOMEPOB CTpPaHUI]
BBITIOJI-HSETCS CISAYIONIUM 00pa3oM:

1. 3axonmuM B MmoJie peAaKTUPOBAHUS KOJOHTUTYJA: Bun—=
Kononrtutynsr.

2. BeoigenseM 00BeKT, copepkalluii HyMEpaIuoo CTPaHHIL
(Ha Kpasx 00BEKTa MOSABIIAIOTCS MapKephl YePHOTO IBETA).

3. VYaanseM o0bekT (HaxkatueM KHoTKH «Del»).

2.3.14.2 IlpoBepka nNpaBoONMCAHUS

TekcroBeiii mporeccop Word cymecTBenHo ob6erdaer co-
3MaHUe TPAMOTHBIX M JIUTEPATYPHO MPABUIBHBIX JOKYMEHTOB. [Ipo-
BEpKa TEKCTa M UCIPABIICHHE OIMIMOOK B HEM MOXET MPOU3BOIUTHCS
aBTOMATHYECKH WU Bpy4YHYI0. KOHTpOJIb omevyaTtok u omuboK mpo-
HCXOJUT yKe 10 X0y BBOJA TEKCTA.

1. HeBepHoe CIIOBO MOAYEPKUBACTCS KPACHOW BOJHUCTOMN
JUHUEH, 8 HeyTaYHOE WM HETIPAaBUIILHOE CIIOBOCOYETAaHHE — 3EICHON
JIUHUEH.

2. Ecnu menkHyTh Ha MTOMEUEHHOM TEKCTE MPABOW KHOII-
KOHM MBIIITH, OTKPBIBAETCS KOHTEKCTHOE MEHIO C BO3MOYKHBIMH BapH-
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aHTaMH{ MCIIPaBJIEHUs OMHOKH. MOKHO BBIOpaTh 000 U3 ITHX Ba-
puaHToB (pHUCyHOK 2.25).

Erpeate

KposaTtb
Kpanate

MponyCIHTE BCE

AnfaEHTE
BETOZaMEHA b
Azbik »

ﬁ? Opdorpadua. ..

Pucynox 2.25 — ABTOMaTuueckas nmpoBepka opdorpaduu

3. Ilyskr J100aBUTH HCHONB3YKOT B TE€X CIIydasx, KOT/a
CJIOBO TIPaBUJILHOE, HO OTCYTCTBYET B clioBape mporpammsel. OHO Oy-
JET CUNTATHCS MPAaBUIBHBIM I BCEX MOCIEAYIONINX TaKUX K€ CIIOB
U B IPYTUX JOKYMEHTaX.

4. B curyanusx, Korja CJIOBOCOYETaHUE MOJYCPKHYTO 3e-
JIEHOW JIMHWEH, TporpaMMe OOBIYHO TPYIHO CAaMOU MPEIIOKHTH
MPaBIIBHBINA CTIOCO0 MCTpaBiIeHHs OMMOKU. B 3TOM ciydae B KOH-
TEKCTHOM MEHIO MPUBOJUTCS TOJIBKO MPABUIIO, KOTOPOE, IO MHEHUIO
MIPOrpaMMBbl, 0Ka3aJI0Ch HAPYIICHHBIM.

5. TlpoBecTd TpOBEpPKY IPABOMHCAHUS IOCIE CO3JAHUS
RE|

JIOKYMEHTa T03BOJIsIeT KoMaHaHas KHomka «I[IpaBommcanuey Ha
nanenmn @opmarupoBanue. [lomydnB Takyio KomMaHIy, MporpaMma
MpOBEPsieT BeCh JOKYMEHT, OCTAaHABIMBAsACh INPH OOHAPYKEHUU
OIIMOKY U MO3BOJISAS €€ UCIIPABUTb.

6. 3HAYOK «KHHTH» B CTPOKE COCTOSIHHS YKa3bIBacT Ha pe-
KUM TPOBEPKHU MPaBOMUCAHHUA. ECIM 3HAYOK MOMEYEH KPECTUKOM

, 3HAYUT MPOBEPKa HE MPOBOJIMIACH WIH OBUTH OOHAPYKEHBI
omuOku. [lpu oOTCYTCTBHM OMMOOK WCIONB3YETCS «TajovKay

AN
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2.3.14.3 JIuTepaTypHOe pe1aKTHPOBAHHE

KauecTBO TekcTa HEpEAKO MOKHO YIy4YLIUTh, 3AMEHUB CJIOBO
0oJjee OIXOASIINM 110 CMBICITy. OOBIYHO JIJIS 3TOW IS MCIIOJIB3Y-
0T CJIOBaph CHHOHUMOB. IIporpamma Word comepurT KoMaHmy
Cepauc= i3p1k=> Te3aypyc, BBITOJHSIONUIYIO T€ K€ QYHKIUH.

1. B mmamoroBom oxHe Te3aypyc (pucyHok 2.26) CI0BO, Ha
KOTOPOE YKa3bIBaJl Kypcop, MoMeniaeTcsi B cnucoKk CHHOHUMBI JJIA.
[Tone 3HaveHwWs] COAEPKUT BapHWaHTHI 3HadYeHHWU cioBa. llome co
CIMCKOM 3aMEHUTh CHHOHUMOM COJIEPKUT HalJICHHbIE CHHOHUMBI.

2. BriOpaB moaxonsuii CHHOHHM W INEIKHYB Ha KHOIIKE
«3aMEHHUTHY», MOKHO 3aMEHUTH CJIOBO, BXOASIIEE B UCXOTHBIN TEKCT.
Knonka «Ilouck» mo3BoJsieT NPOBOJUTH MTOMCK CUHOHUMOB K CHUHO-
HUMaM, YTO PacIIUPsieT KPYT AOCTYMHBIX CIIOB.

3. IIporpamma MoxeT yKa3blBaTh Ha NpEIUIOKEHUs, Oe3-
YOpEUHbIE C PAMMAaTHYECKON TOYKH 3pPEHUS, HO HEyJauHbIC JINTEpa-
TYpHO, HalpuMEp, COIECPXAILUE CIUIIKOM MHOIO CYILECTBUTEIIBLHBIX
WK TaarojoB. Paszymeercs, MpeasioxKUTh HaJICKHBIM aBTOMaTUYECKUN
CHoco0 yCTpaHeHHUs MOJJOOHBIX HEIOCTATKOB NPOrpaMMa HE MOXKET.

Tezaypyc: pyccKuid (PoccHAa) ﬂﬂ

CHHOHHME! ANA: SAMEHHTE CHHOHMMOM:

ICI'IHCDK j IKCII'IHF!

SHAYEHHA!

CHHMOK

scankd |
(CEMZAHHEIE CNOEA)

[~ [~
3AMEHHTE | MoHck I BepHy TE OTMERA |

Pucynox 2.26 — [IuanoroBoe okHo Te3zaypyc

2.3.14.4 Yka3aTeau U Or1aBJICHUSA

ITouTtu Bce KHUTH COAEPKAT 02naslieHue, MHOTHUE K TOMY K€
colepkaT B KOHIIE KHWTM ykazamenab mepmunos. Co3maHue 3THX
pa3aenoB OTIMYaeTCs BBICOKOM TPYJOEMKOCTBIO, HO OHH YIPOINAIOT
MPOCMOTP U YTCHUE JOKYMEHTOB, UMEIOUIUX CIOKHYIO CTPYKTYpY.
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TekcroBsiii mporeccop Word mo3BosisseT aBTOMAaTH3UPOBATL CO3/1a-
HUE OIJIaBJIEHUHN U yKa3aTeseH.

Co3nmanue ykaszatelns sBJISETCS JTOCTATOYHO CIIOXKHOM pabo-
Toii. OHa BBITIOJIHSETCS B JBa dTana. CHayaia MOArOTaBIMBAIOT CJI0-
Ba M TEPMHHBI, BKJIFOYaEMbIC B yKa3aTellb, a IOTOM 3TOT yKa3aTelib
CO3/1aI0T.

1. CroBa, BKIIOYaeMble B yKaszarejlb, HEOOXOIMMO MpeJ-
BapUTEIbHO MOMETUTh. J[JIi 3TOTO BBIACISIOT HY)KHOE CIIOBO H
Ha)KUMAroT KoMOnHammio kaaBumr <Alt+Shift+X>. TIpu sToM OTKpHI-
BAcTCs IUAIoroBoe okHo OmpejeneHue deMeHTa yKasaTess (pucy-

HOk 2.27).

SNEMeHT YkasaTena

OCHOEHOI! I
AOMEAHHTENEHE: I

MapareTpel
" nepeKpeCTHAA CobinKa: |C.i.e.
% Terylaa cTpaHkua
" AMaNasoH CTPaHHL

saKknaarka: I vI

DOPMAT HOMEPSE CTRAHHLE!
[~ nonysmpHeli
I kypere

MCI‘IDHbB}."ﬁTE ASHHOE OKHO ANA NOMETKH 3NEMEHTOE YKa3aTEnA,

OomMeTHTE I OTHEHA MoMETHTE BCE

Pucynox 2.27 — OnpeneneHue 3JeMeHTa yKa3aTels

2. BrlaeneHHBIN TEKCT NEPEHOCUTCS B 3TO IHUATIOIOBOE OK-
HO. Ero MokHO cpa3y NpHHATH Kak IIyHKT yKas3aTesls WM cHayajla
OTpenakTupoBaTh. B mosie JIoNOJHUTENbHBIA MOKHO BBECTH OJIUH
WM [Ba TOTIOJTHUTENBHBIX 3JI€MEHTa yKa3aTess (depe3 TOUKy C 3arsi-
toif). [lonme IlapameTprl ompenensieT, Kak UMEHHO OyneT u3o0pa-
KaTbCsl CChUIKA HA JaHHBIN TEPMUH B TOTOBOM yKasatele.

3. BxkiroueHue BBIOpPAaHHOIO 3J€MEHTa B YyKa3aTelb BbI-
MOJIHAIOT IIeMYKOM Ha KHomnke «llometuth». Ecnm menkHyTs Ha
kHonke «llomeTuTh BCe», TO B ykasarenb OyIyT BKJIIOUEHBI BCE
CCBUIKM Ha JJAHHBIA TEPMUH, UMEIOIINECS B JOKYMEHTE.
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4. Takyilo omepauuio HeoOXOOUMO MPOJENaTh CO BCEMHU
TEPMUHAMHU 110 BceMy JOKyMeHTy. Ha 3ToM 3akaHuuBaeTcst HOAroTo-
BUTENBHBIN 3Tall.

5. Jlnga co3maHus ykaszaTedas TEPMUHOB HAJ0 NEPEBECTH
Kypcop B KOHell JOKYMEHTa, BBECTH 3aroJIOBOK yKa3aTels U JaTh
komaHay BceraBka=OrnaBieHue U ykasaTend, OTKPBIBAIOLIYIO JHa-
noroBoe okHO OrJiaBieHue U yKa3aTenu (pUCYHOK 2.28).

OrnaBneHye ¥ ¥KasaTenu ﬂﬂ

OCNaEneHne | CNHCOK MANHCTPaLLHA | Talnmua coeinok |

Ofpazel NeYaTHOro A0KYHEHTS

ApHeToTenE, 2 ﬂ Th: & corcrynon € Bes oTeTyna
Actepoune, noac. Cae FonuTtep ErE m
AT;ﬁ;pa Babik: Ipvccmﬁ ({Paccka) j
uoHoctepa, 4
uezocthepa, 3 ~|

I Homepa cTpaHw no npasomy Kpam

DOpMaTHI: |M3 wabnoHa  w l

MoMETHTE. .. AETONOMETEA. .. | KSMEHHTE. .. |

CK I CITMEHE I

Pucynoxk 2.28 — Tuanorosoe okHo OTaBiIcHWE M yKa3aTeau

6. Bxmanka VYkaszaTenb JaHHOTO JUAlOTOBOIO OKHAa CO-
JIEP’KUT DIIEMEHTHI YIPABJICHHS, ITO3BOJIIONINE OMPEACITUTh CIIOCO0
(hopMaTHUpoBaHUS yKazaTels B JOKYMEHTE.

7. Bun ykasarens B BBIOpaHHOM (opMaTe 0TOOpa)kaeTcs B
mosie O0pasen. Ykasarelnb TSPMHHOB T€HEPUPYETCS aBTOMATHYECKU
Y BCTABJIICTCS B TO MECTO, IJI€ PacIoyiaracTcs Kypcop.

CoznaTh OrnaBJIeHHE 3aMETHO IPOoIIe, YeM yKaszatenb. Ecim
IUIst 0QOpPMIICHHUSI 3aT0JIOBKOB MCIOJIB30BAIUCH CICIMATBHBIC CTHIIN
(ctunu 3aronoBkoB), mporpamma WOord BKITFOUHT TaKUe 3arOJIOBKH B
OTJIABJICHHUE aBTOMATHUYECKH.

1.  YcTaHOBUB Kypcop B TO MecCTO, KyZa OyAeT BCTaBICHO
OTTIABJICHUE, CJenyeT JaarTh KomaHny BcraBka=OriiaBneHue U
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ykazarenu. B guamoroBoM okae OriiaBicHHE W yKa3aTelW HAIO BbI-
Opathb BKiIaaKy OTrIaBlICHHE.

2. DNEeMEHTHI YIpaBIICHUS JAaHHON BKIAJKU TIO3BOJISIOT
3a/1aTh (pOpMaT OTJIABJICHUS U YKa3aTh, KAKUE U3 3aT0JIOBKOB CIICIYET
B HETO BKJIIOYUTH. B HEKOTOPBIX IOKYMEHTaX UMEET CMBICH JaKe
CO3JIaTh JIBa OTJIABJICHUS PAa3HON CTENICHU TTOAPOOHOCTH.

3. Ilpm u3MeHeHWH TEKCTa IIOCIIC BCTABKH OTJIABICHHS
HYXHO Y4eCTh HOBBIE MapameTphl. JlocTuraercst 3To 4epe3 KOHTEKC-
HOE MEHIO (OTJIaBJICHWS):

Bl CAHOEMTE Mone

Koab)sHa4EHHA Noned

Jlanee BeIOMpacTe HEOOXOAMMBIN ITyHKT M3 MEHIO:

BEIGEpHTE 0AHH HI PEXHMOE OBHOENEHHA
OrNaEneHHs:
% {OBHOBMTE TONBKD HOMEPS CTRAHHLL
" QBHOBMTE LEnHKaM
QR I OTHMEHA |

2.3.15 TIlpeaBapuTeibHbIil MPOCMOTP U MeYATh JOKYMEH-

TOB

dopmaTupoBaHUE JOKYMEHTOB OCOOSHHO BaXKHO B TEX CIIy-
Yasx, KOrjia JIOKYMEHT NpefHa3HaueH He JUI MPOCMOTpa B 3JIeK-
TPOHHOM BH/IE, a s medatu Ha 6ymare. Iporeccop Word criocoben
MPeCTaBUTh TOKYMEHT Ha 3KpaHe TOYHO B TOM K€ BUJE, B KAKOM OH
OyJeT BEIBE/ICH HA TeYaTh, a TAKKE MPOU3BECTH TeUaTh IIPU HATHYUU
MIPUHTEPA, MOIKIIOYEHHOTO K KOMITBIOTEPY.

1. UYtoObl yOeauThCcs B TOM, YTO TEKCT Ha Oymare OyneT
BBITJISIZICTD TaK, KaK HAJl0, UCIOJB3YIOT CHEIMATBHBIA PEXKUM npeo-
sapumenvHo2o npocmompa. Jliis mepexolia B 3TOT PEXKHUM CITYKUT
kHomka «[IpeaBapuTENbHBIA  MPOCMOTPY | [& WIH KOMaHJa
Daitn=TIIpeaBapuTeabHbIil TPOCMOTP.

2. B pexume nupeaBapuTEIBHOTO MPOCMOTPa JOKYMEHT
HENb3sl PeaKTUPOBaTh. YTPABJISAIONINE KHOMKH HA TMAaHEIH WHCTPY-
MEHTOB ITO3BOJIAIOT TOJIBKO U3MEHATH CIIOCO0 0TOOpaKEeHN L.
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3. Ecnwu BHemHuii BUA JOKYMEHTA MO KaKHUM-JIHOO TIPUYH-
HaM He yCTpauBaeT aBTOpa, CIEAYeT MOAyMaTh Haj 0pOpMIICHHEM
JIokyMeHTa. BO3MOXHO, CTOUT H3MEHHTH MapaMeTphl CTpaHUIIb. J{s
ATOTO WCIONB3YIOT JUATIOroBOe OKHO [lapameTpsl cTpaHHIIBI, KOTO-
poe OTKphIBalOT KoMaHmoi Paitn=IlapaMeTpsl cTpaHUIIBI (PUCYHOK
2.29).

4. DTO JUATOTOBOE OKHO COJCPXKUT YEThIpE BKIAIKH.
Brmagka Iloxst mo3BomsieT 3amaTh moyisi OymMarn co BCEX YeTBIPEX
CTOPOH. DIIeMEHTHI BKJIaAKu Pasmep Oymaru ympasisioT pazMepoM
nmucTa Oymaru u ee opueHTanued. Ha Bknagke MakeT pacroiio:KeHbl
AJIEMEHTHI YIIPABIJICHUS, 3a/IalONINE CICIHAbHBIC apaMeTPhl, SCITU
IOKYMEHT JOJDKEH pacIiedaThiBaThCsI OCOOBIM 00pa3oM (PHUCYHOK
2.30).

5. Ilemuok Ha kHOmKe «[lewaTh» Ha MaHETW MHCTPYMCH-
toB CTaHgapTHas — CaMblil OBICTPBIHM, HO HE CaMbIi JyUIIHN CIIOCO0
pacnedataTh JOKyMeHT. [lo Takoil komMaHAe AJOKYMEHT MedaTaeTcs C
napaMeTpaMu, 3aJaHHBIMH 0 yMmoidaHwio. Ecin mapameTpel He
HACTPOCHBI ¥ HE TPOBEPEHBI, TO, CKOpEE BCET0, paclieyaTaHHbIA J0-
KYMEHT NPHUIETCS BEIOPOCHTE.

6. Ilosromy B aOCOTIOTHOM OOJBIIWHCTBE CIy4acB WC-
MOJNIBL3YIOT KoMaHay QPaitn=lledats... (WM KIABUATYPHYIO KOMOU-
marmio <Ctrl+P>). B sToM cilydae OTKpBIBA€TCS IMAIOrOBOE OKHO
[lewats, mo3BOINIAIONIEE HACTPOWUTH MApaMeTPhl MMEYaTH U CBOWCTBA
MPUHTEPA IO CBOEMY YCMOTPEHHUIO.

MNMapamMeTpol CTPaHuL B ﬂil
MonA | Pazmep GyMaru | MCToqHHE By MarH | MakreT |
= rO6pazel
BepxHEE! Im 5 [Pl

HieHee: 20

Negoe: |3 cH E‘
Mpasoe: |1,5 cH 5‘
MepenneT: ID ] E‘

T KpaA A0 KONOHTHTY N3

EEpxHEra: |1,25 m 5‘
HHBHED: |1,25 o E‘ ,
MpHMEHTE:  |K Tekywemy pasgeny ¥

[~ ZeprancHeie nons MonoxeHme nepenneta
™ 2 cTpamuel Ha nrcTe O cneea (7 ceepxy

Mo yMonYaHHHD, . | CK I OTMEHS |
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Pucynoxk 2.29 — JlnanoroBoe okHO [lapameTpsl cTpaHUIIBI
Bknaaka Ilons

MNapamMeTpbl CTPaHHLLbL ﬂﬂ

Mona I Pazmep Bymaru I MCTouHKEE BymMari

Ha4aTe pazaen: rO6pasel

IHa TEKYLWEN CTPaHHUE j

33NHHaTE KONOHTHTY MBI
p HETHBEIX M HEHMETHBIX CTPaHML

[ nepBoi cTpaHHue!

BEPTHKANEHOE BEIPAEHHESHHE!

II'Io BEPXHEMY KPAHD j
[T 2anpeTHTe KoHueERIE cHOCKK

MPHHEHHTE IK BEIAENEHHEIM Pa3AEN. vl
HyMepaura cIpok. . |

[CpaHuukl... |

Mo ¥MORYaHHHD, .. | o].4 I OTHMEHA |

Pucynox 2.30 — duanorosoe okHo ITapaMeTpsl cTpaHULIBI
BKJIajgka MakeT
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3  HcnouanzoBanue MS Excel nist 00padoTku dKcme-
PUMEHTAIBHBIX TaHHBIX

3.1 llean padoThI:

1) Wzyuute comepxkanme TeMbl «Mcrmonp3oBanne MS
Excelms 06paboTKH SKCIIEpUMEHTATBHBIX JaHHBIX»

2) O6paboTKa IKCIIEPUMEHTANBHBIX TAHHBIX.

3) TlocTtpoenue rpaduKOB IO IPEACTABIEHHBIM JaHHBIM

3.2 Otuyer

Otuet no gaHHOU paboTe AOJKEH COACPHKATD
1) Ileas paboTs
2) Pacnevarky pe3yabpTaToB 00paOOTKH JaHHBIX, TPA(UKH
3) BsiBOaBI

3.3  CoaepxaHue TeMbl

3.3.1 OcHoBHbIe NOHATHS
[porpamma Microsoft Excel — omHO U3 caMbIX MOMyISPHBIX
CPEICTB YIpaBJICHHS 3JICKTPOHHBIME TaOIUIIaMu (PUCYHOK 3.1).

=lol=l
B8] ®apn Npaska Bun Beraska Popmat Cepeuc LavHbie OkHo 2 ;|i|5||
DEHSRY | sb@ad -~ (a® = &3l 1o H|wx- 0
arial Cyr ~u-lxxulS==EH T %, W EE
a1 - =
A [ Y c [ D [ E [ F [ & [ H=
1
% Ctpoxka dpopmyi
| 4 |
| 5 |
| 6 |
|7
8 Tekymmas sueitka i
W[4 [¥ [M] nert {Tiner2 £ fvera |
FoToBo L R YTV

Pucynok 3.1 — Oxuo Microsoft Excel

Kaxmeiii moxkyment Excel npencrasnser coboii Habop Tabmmir
— pabouyio kKHu2y, KOTopasi COCTOUT U3 OJHOTO WIIK MHOTHX pabouux
aucmos. JIucTel OgHOM pabouelt KHUTH OOBIYHO CBSI3aHBI MEXIY CO-
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0oii TemaTruecku. B ciaydyae HeoOxonumocTH, pabodasi KHUTa MOKET
coJiep)KaTh JECSITKU U Jake COTHU pabouux yiuctoB. Kaxaplii pabo-
YU JTUCT UMEET YHUKAIbHOE Ha3BaHHE B Mpelenax KHUTH. DTO Kak
OBl oTHebHAs AneKTpoHHas Tabnuna. Paiiner Excel umeror pacmm-
penne .XIs.

Cmonbyer 0003HAYAIOTCS JTAaTHHCKUME OykBamu: A, B, C...
Ecnu OykB He xBaTaeT, MCHOJB3YIOT IBYXOYKBEHHbIE 00O3HAUYEHUS
AA, AB, AC,... u tak gainee. MakcuManbHOE YHCIO CTOJOIIOB B
tabnuie — 256.

Cmpoxu HYMEpPYyIOTCS LENbIMH YUCIaMH. MakcuMaibHOe
YHCIIO CTPOK, KOTOPOE MOXET UMeTh Tabnuma — 65536.

Aueiiku B EXcel pacrionararorcs Ha nepecedeHrn CTOI0I0B 1
ctpok. Homep sueiiku ¢dopmupyercss kKak 00beIUHEHHE HOMEPOB
cTonbua u cTpoku 0e3 mpodena mexxay HUMHU. Takum obpasom: Al,
CZ31 u HP65000 — momyctumeie HOMepa siueek. [Iporpamma Excel
BBOJIUT HOMEpa sSTYeeK aBTOMATUIECKH.

OpnHa u3 siueek Ha paboydeM JIMCTe BCeraa SIBISIETCS meKyueli
(axkTHBHOIT). B GonbLUIMHCTBE ONEpalii UCIOIB3YEeTCsl HMEHHO OHA.
Tekyrmas siaelika 0OBeeHa MIMPOKON paMKOH, a ee HoMep (U cofep-
XKHUMO€), NpuBeAeHBl B cTpoke Qopmyn. Ilporpamma coxpanser
TOJILKO T€ CTOJOLBI M CTPOKH, B KOTOPBIE AEUCTBUTEILHO BBOAUINCH
JTaHHEIE.

Pa3zHpie TaOMUIBI MOTYT COZAEpIKaTh COBEPIICHHO Pa3HYIO
nHpopmaruio. Hexoropsle sueiiku TaONMIBI COAEPIKAT TEKCT, HEKO-
TOpble — 4HCIIOBbie AaHHbIe. C TOYKM 3peHusi mporpamMmbi, Excel
sYeiKa MOXKET COJIep)KaTh TPH BU/Ia TaHHBIX.

TekcToBBIe JaHHBbIE TIPEICTABIAIOT COOOW CTPOKY TEKCTa
npou3BOJbHOM yTHHBL [Iporpamma EXcel BocmpomsBomur Takue
JaHHbIE TOYHO B TOM BHJE, B KAKOM OHHM OBbUIM BBelIeHBI. Slueiika,
cojiepKaliasi TeKCTOBbIE JAHHBIC, HE MOXXET HCIIOJIb30BAaThCS B BbI-
uyucnenusx. Ecmu EXcel He MoXeT WHTepnpeTHpoBaTh IaHHBIC B
A4YeiKe KaK YUCIO WK Kak (opMyiy, MporpaMma CUHUTAeT, YTO ITO
TEKCTOBbIC JaHHBIE.

YucioBble AaHHbIE — 3TO OTIEIBHOE YHUCIIO, BBEICHHOE B
sueiiky. Excel paccmatpuBaer naHHble Kak 4mciio, eciiv popMmar aaH-
HBIX TO3BOJISIET 3TO chenarh. JlaHHBIE paccMaTpUBAIOTCS KaK YHCIa,
OTIpEEIIIONINE AaThl WM JAEHEXHbIe CyMMBI. Sueiiku, comepxaiiye
YHCIJIOBBIE JAHHBIE, MOTYT UCIIOJIB30BATHCS B BBIYHUCIICHUSX.

71



Ecnu staeiika copepkuT ¢opmyny, 3HAUUT 3Ta TYEHKA 6bI14UC-
Jslemas, TO €CTh 3HAYeHHE SUYEeHKH MOXET 3aBHCETh OT 3HAYEHHI
Opyrux stueek Tadmuupl. CoaepykuMoe SYEHKH paccMaTpUBACTCS Kak
(dopmyna, ecm OHO HauMHAETCs cO 3HaKa paBeHcTBa (=). Bee ¢op-
MYJIBI JAIOT YMCIIOBOM pe3yIbTarT.

®dopmynsl B sueiikax TaOIuIBl HEe oToOpakaroTrcs. Bmecto
(hopMynBI BOCIPOM3BOAMTCS PE3YJIBTAT, MOTYYEHHBIH NPU €€ BBIYHC-
nernd. YToObl yBHIETH (DOpMyIy, XpaHSIIYIOCS B BBIYHACISIEMON
SYeiKe, HaJ0 BBIACIHUTH JTy SUEHKY M MOCMOTPETh B CTPOKY (op-
Myn. M3menenuss B (opMysbl BHOCST DPEOAKTHUPOBAHHEM B 3TOH
CTpOKe.

Hanubie B mporpamme Excel Bcerma BHOCATCS B aKTHBHYIO
sayeiiky. [Ipexxne yeM HadaTh BBOJ, COOTBETCTBYIOILYIO SUCHKY HAI0
BBIOpaTh. YKa3aTe/Ib TeKylIeil si4eiiKi MepeMeIialoT MBIILBIO MU
KYpCOPHBIMH KJIaBHUIIaMU. MOKHO UCIIONIL30BAaTh M TaKHE KJIABHIIH,
kak «<Home», «Page Up» u «Page Downy.

s BBOAa MaHHBIX B TEKYIYIO SYEHKY HE TpeOyeTcs HHUKa-
KOH crienmanbHON KoMaHbel. HaxxaTtre knaBumi ¢ OykBamu, mudpamu
WM 3HaKaMU TpelHAHUS aBTOMAaTHYECKH HAYMHAET BBO/J| JaHHBIX B
sueiiky. BBomumas nHboOpMaIus oTHOBPEMEHHO OTOOpa)kaeTcs U B
cTtpoke Qopmyn. 3aKOHYUTH BBOA MOXHO HAKATHEM KIIABHIIHU
«Enter».

HemocraTok sTOro mMeroga COCTOMT B TOM, YTO NPH BBOJE
MIpebIIyIee COASPKUMOE TeKyIel suedkn Tepsercs. Ecmu HyKHO
TOJIBKO OTPEAAKTHPOBATh COACPKUMOE SUCHKH, a HE BBOJHUTH €TI0
3aHOBO, ClIeyeT HaxaTh KinaBuiy «F2» winu pegakTupoBaTh conep-
JKUMOE B CTpoKe Gopmyi. B aTom cirydae B siueiike MOSIBIAETCS TEK-
CTOBBIH KypCOp, KOTOPBIH MOYKHO HCIIOJNIb30BaTh ISl PEIaKTUPOBa-
HUSL.

ITo oxoH4aHuK BBOA MporpamMma Excel aBromarnuecku BbI-
paBHUBAET TEKCTOBBIE JaHHEBIE IO JIEBOMY Kparo, a YUCIIOBBIE — TI0
npaBoMy. B ciiydae BBoga (opmyiibl B TaOHIIE TOSBIISETCS BBIYKC-
JICHHOE 3HAYCHHUE.

B HEKOTOpHIX ormepanusx MOTYT OJTHOBPEMEHHO Y4aCTBOBATh
HECKOJBKO siueek. it Toro 4roObl MPOHM3BECTH TaKyl0 OMEpalulio,
HY)KHBIC STYCHKH HEOOXOIUMO 6biOpams. BeiOpaHHas rpymnmna sdeek
BBIJIETISIETCS] HA DKPaHEe: WX COAEPIKHMOE OTOOpakaeTcs OelbIM IiBe-
TOM Ha 4epHOM (OHE, a BCS TpyIIa BBIIACIEHHBIX sueek 00BOAMTCS
TOJICTOM PaMKOil.
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[Ipome Bcero BbIOpaTh MPSIMOYTOJIBHYIO 00JacThb, TO €CTh
SIIEUKH, TTOTIAJAIONINE B ONPEICICHHYI0 00JIacTh CTOJIOIOB W CTPOK.
Jist 3TOr0 HaJo0 MEPEBECTH yKas3aTelb Ha SYCHKY B OJHOM M3 YTIIOB
BbIOMpaeMoOi 00JIacTH, Ha)KaTh KHOMNKY MBIIIM U, HE OTIIyCKas ee,
IPOTSHYTh yKa3aTelb B NPOTHBOIOJIOXKHBIA yron oOmactu. Ilocie
OTIIyCKaHHsI KHOIIKM MBIILIY BCE SYEHKU B MPSAMOYTOJIbHUKE BbIJEIS-
IOTCS MHBEPTUPOBAHHBIM IIBETOM. LIBeT mepBoii suelku ocraercs
HEMHBEPTHUPOBAHHBIM, YTOOBI IMOKa3aTh, YTO OHA SIBJISAETCS TEKYIICH.
Jyis 0003HAYEHUS TPYIIIBI TYSCK UCIIONB3YETCS TEPMUH OUANA3ZOH .

[IpoTsiruBanre MOXKHO MPOU3BOAMUTE B JTFOOOM HANpPaBICHUH.
Hanpumep, ecnu Hamo BwiOpath stueriku ot B3 mo D8, To moxHO
MPOBOJUTH MpOTsATHBaHKE He Toybko oT B3 k D8, Ho 1 ot D3 « B8,
ot B8 x D3 niu ot D8 x B3 (pucynok 3.2). OOpaTute BHUMaHKE Ha

Ha3BaHHUA o0iacTeil B moie “ L3 ﬂ| Ecnu tenepp menk-
HYTb Ha JTI000M sueiike, BbIIeICeHUE OTMEHSIETCSI.

B3 = =] 0B - =
A | B | c [ o[ E] A | B [ c o E]

B3 | =] DB -l =l
a e[ elolE] A | B | c o |E]

Pucynok 3.2 — [Ipumeps! Benenenus oonactu B3:D8 paznnu-
HBIMHU CIIOCO0aMu

BMmecTo mpoTAruBaHusA MBIIIM MOYKHO HCIIOJIB30BaTh KIIaBU-
mry «Shifty: menkHyB Ha nepBoi suelike quana3oHa, MOKHO HaXKaTh
knaBumy «Shifty u, He oTIyckas ee, LIENKHYTh Ha MOCIEIHEN A4eii-
ke. Ecnu mocnenusis siueiika HaXOAWTCS 3a NpelesiaMHu 3KpaHa, To
3aBEpLIUTH OIEPAlMI0 MOXKHO I10CJIE MAHUIYJIMPOBAHUS C IOJIOCOMH
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npokpyTku. [Ipu BEIOOpE OONBIIMX MUATIA30HOB ATOT METOX yI00-
Hee, YeM MPOTATUBAHME.

Jlst BBIOOpA LENBIX CTOJOIOB WA CTPOK MOXKHO HCIOJIB30-
BaTh MapKephl CTPOK U CTOJIOIIOB IO KpasiM pabodeit obnacTy.

[IlegoK Ha KHOTIIKE B JIEBOM BEPXHEM YTIIy pabodei obmactu
TTO3BOJISICT BHIOPATh BECh PAOOUMIA JTUCT IICTUKOM.

Ecin mipu BBIOOpE sYeeK YIAEp)KWUBATh HAXKATOM KIIABHIITY
<Ctrl>, To MOXHO 100aBJISITH HOBBIC JMATIA30HBI K y)KE BEIOPAHHOMY.
OTUM NIPUEMOM MOXKHO CO3JIaBaTh JaXKe HeCEs3aHHble OUANA30HDL.

3.3.2 PenaktupoBanue aucta Excel

HpI/IBeHeM CTaHAAPTHBIC IIpaBujia MAHUITYJIAIIUN C JaHHBIMHU.

C BBIOpaHHBIM IHana3oHOM B mporpamme Excel moxHo pa-
00TaTh TaK *e, Kak C BHIOPaHHBIM (pparMeHTOM TEKCTa B IpOrpaMme
Word. Sueliku (MHGOpMaLMIO B sSYEHKaX) MOXKHO YAAIATH, KOIHPO-
BaTh WM repeMemarth. OIHAKO KECTKOCTh TaOIMYHON CTPYKTYpPBI
BHOCHUT CBOM OTPaHUYCHHUSI U IOTIOTHUTEIbHBIE 0COOCHHOCTH.

Haxatue knapumu «Delete» mpUBOIUT HE K YIAJICHUIO Ha-
Ma3oHa sSYEeeK, a K €ro OYHUCTKE, TO €CTh K YIAICHHIO CO0epICUMO20
BEIOpAHHBIX STYECK.

Uro0Obl peanbHO YAATUTh SYCHKH BBIOPAHHOTO JHMANa3oHa
(4TO COMPOBOXKAACTCS U3MECHCHHEM CTPYKTYPHI TaOJHIIBI), HA/IO BBI-
Opath Juana3zoH W jath koMaHnmy [IpaBka=Ynanute.... [Ipu stom
OTKpBIBaeTCA JAMAJIOrOBOE OKHO Y JaJieHHe SYeeK, B KOTOPOM MOXKHO
BEIOpaTh HANpPABJICHUE CMEIICHUS SYeeK, 3aHUMAIOIINX OCBOOOXK/Ia-
fomeecs Mecto. Co3maTh B TaOJHIIE «IBIPKY», B KOTOPYIO HEBO3MO-
YKEH BBOJ| TAaHHBIX, HEJb3SI.

ITo xomange IlpaBka= KonupoBats wiu I[IpaBka= Bripe3aTh
SIMeUKU BBIOPAHHOTO JHMAIa30Ha OOBOIATCS ITYHKTHPHOM PaMKOM.
Jlaxxe py BBIpE3aHMU STYEEK MX COACPIKUMOE BPEMEHHO XPaHHUTCS B
Tabnue.

Jlns BCcTaBKM auamna3oHa siaeek, KOMUpyeMbIx u3 Oydepa 00-
MeHa, HaJlo CAENaTh aKTUBHOU SYEHKY B BEPXHEM JIEBOM yIiy o0na-
CTH BCTaBKM U AaTh komaHny [IpaBka= BcraButs. fAueliku u3 Oydepa
oOMeHa BCTaBJISIOTCS B yKa3aHHOe MecTo. Eciu BeITIONHSETCS Ore-
pauus nepeMenieHus, TO Mocje BCTaBKU SUEHKH, U3 KOTOPBIX Iepe-
MEIIAIOTCSI JaHHBIC, OYHIIAIOTCSL.
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KomupoBanue u nepeMenieHne S4eeKk MOKHO Takke MpOu3-
BOJIUTH METOJIOM IiepeTackuBanus. /i 3TOro HaJl0 yCTaHOBUTh yKa-
3aTelib MBI HA TPAHULY TeKyIIel STYeHKU WK BBIOpPAaHHOTO Iuarna-
30Ha. [locne Toro xak OH MPUMET BUJ CTPENKH, MOKHO ITPOU3BECTH
neperackupanue. Eciau npu neperacKMBaHUU HCIOJIb30BaTh IIPABYIO
KHOIIKY MBIIIM, TO IIOCIE €€ OTIIyCKaHHUs OTKPOETCs CIIeLHUaJIbHOE
MEHIO, TTO3BOJIAIOIEE BEIOPATh MPOU3BOIUMYIO OIIEPALIHIO.

MHuorue TabauIbl MOTYT COJIEPKaTh B TYEHKaX OJNHU U T€ Ke
nannsie. ITpu 3amonaHeHnd Takux Tabnmir EXCel mposiBisieT BRICOKYTO
IPYy>KECTBEHHOCTb. YK€ 110 NepBoii OyKBe Iporpamma «IorabIBaeT-
Cs», YTO XOUYET BBECTH MOJIb30BATENb.

WuTemiektyanbHble  CIOCOOHOCTH TPOTPaMMbI  HETPYTHO
Pa3BUTh U aBTOMAaTHU3HPOBATH BBOJ HE TOJBHKO MOBTOPSIOMINXCS JTaH-
HBIX, HO W JaHHBIX, TOAYMHEHHBIX HECIOKHOMY 3aKOHY BBIYHCIIC-
Hus. CHavajia HaJlo cAejaTh TEKYyIICH MEPBYIO SYCHKY M30paHHOIO
JMana3oHa U 3al0JHUTD ee.

[locne sTOTO CNEenyeT yCTaHOBUTH yKas3aTeldb MBI HA Yep-
HBIH KBaZpaT B MPaBOM HWXKHEM YIJIy PaMK{ TeKyIlIeH sueiiku (pu-
cyHOK 3.3). DTO Mapxep 3anonHenus. YKazaTellb MBI TPUMET
(hopMy KpecTHKa.

[leperackuBanue Mapkepa 3alOJHEHHS MO3BOJISIET «Pa3MHO-
KUTH» COJEPKUMOE TeKYIIEeH sueiiki Ha HECKOJIBKO YeeK B CTONIOIe
nnu crpoke. Ecnu cofepkumoe siueiiku peicTaBIsieT CO00H YHCIIo,
OHO OyIeT aBTOMAaTHYECKH YBEJIWYEHO Ha eauHuly. Ilo xomy mepe-
TaCKMBAaHUS COJAEPKUMOE IMOCIeAHEN sUelHKH OTOoOpakaeTcsi B He-
OOJIBIIIOM BCIUTBIBAIOIIEM OKHE.

|
1

9 Ecnu, HaxaB JIEBYIO KHOIIKY MBIIIH,
MOTSHYTh HIWKHHHM TIPaBbBIif  yroi
\ BBIZICTIEHHOW 00NacTH BHU3, TO BO
BTOPOH  KOJIOHKE aBTOMAaTUYeCKU
MONYYUTCST psAf, KaK ¥ B IEpBOH

KOJIOHKE.

Pucynox 3.3 — ABTO3almoJHEHUE

o= o M Wk =

Ecnmu Tpe6yeTc51 0ollee CIIOKHBIN 3aKOH HW3MEHEHHUS IOCIe-
JO0BaTCIbHOCTHU 3Ha‘l€HHI>i, npoucaypa HCECKOJBKO YCIOXHACTCA.
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BriOpaB niepByro suciiky W BBeIs B Hee HYXKHOE 3HAYCHHE, CICIYCT
nath koMaHny llpaBka=3amomauth= IIporpeccus. OTkpoeTcs nua-
nmoroBoe okHO [Iporpeccust (pucyHok 3.4), MO3BOJIAIONIEE YKa3aTh
KaK HaIlpaBJICHUE 3alI0JHECHUS, TaK U MTapaMeTPhl IPOTrPEeCCh.

SCMONDMEHHE THn AMHHLE]
% no cpokan % apuimeTHYECKaR % aeHs
" no cropbuan " reoMeTpHMYECKAaR " pafiounii AeHs
 patel " mecAl
[~ BeToMaTHYECKOE -~ e
ONPEAEnEHHE Wara SETOZAMN0NHEHHE rog

LUar: I_ MpegenEHOE ZHEHEHHE: I
Ok I OTHEHA |

Pucynox 3.4 — Jlmamorosoe okHo Ilporpeccus

Ilepekmouatenn B rpymnmne PacmonoxkeHue oOnpeaeisiorT
HaTpaBJICHUE 3allOJHEHUs, a B Tpymme THm BeIOHUpAIOT TUI 3HA4Ye-
Huil. I'pynna EnuHuIiel mo3BoJAeT 3a/1aTh JOMOJHUTENbHBIE YCIIO-
BHUSI, €CIIU STYCHKU coNlepKaT JaThl.

B HmxHel yacTu [UajIoroBOro OKHA 3aJaeTcs LIar Mmporpec-
CHU ¥ 3HaY€HHE, M0 TOCTIKEHUH KOTOPOTO 3alOTHEHUE MpeKpalna-
etcs. [locne memuka Ha kHoTke «OK» maHHBIE 3aHOCATCS B TaOJIHILY
B COOTBETCTBHUHU C 3aJaHHBIMU MTapaMEeTPaMH.

3.3.3 Co3naHue u HcNoJb30BaHUE MPOCTHIX hopmy

Kak yxe roBopwioch, TabiaHIla MOXKET COAEPkKAaTh KaK OcC-
HOBHble, TAK U NPOU3800Hble JaHHble. JJOCTOMHCTBO BIIEKTPOHHBIX
TaOJUIL 3aKJIFOYAETCSl B TOM, YTO OHU TO3BOJISIIOT OPraHU30BaTh aB-
TOMAaTHYECKOE BBIYMCIICHUE TPOM3BOIHBIX JaHHBIX. JIist TOM 11em B
sYerKax TaOIUIBl HCTIOTB3YIOT YOPMYIbL.

IMporpamma Excel paccmaTpuBaeT comepkumoe sUCHKH Kak
(bopMyiy, eciu OHO HauMHAeTCs CO 3Haka paBeHcTBa (=). Tem ca-
MBIM, 4TOOBI Ha4aTh BBOJA ()OPMYJIBI B SUCHKY, JOCTATOYHO Ha)KaTh
KIaBuiy «=». OgHako BBOAWUTH (opMyisbl Oojiee yIoOHO, e€Ciu B

cTpoke (OpMyII IIENKHYTh Ha KHomnke M3MeHuts gopmyny  =I|. B
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ATOM ClTyyae HETMOCPEJCTBEHHO IO/ CTPOKOH (DOpMYINI OTKpBIBaeTCS
[Manutpa dopmyn, comepkaiias BEIUMCICHHOE 3HAUCHUE YKa3aHHOMN
(dbopMybL.

He crout nyrarbcs cioBa «dopmyrna». [lox dpopmymnoii mo-
HUMAETCs BCETO JIMIIb Ha0Op YHCEN U CCHUIOK Ha YMCIIOBBIEC STUEUKH,
COEIMHEHHBIX 3HAaKaMH MaTeMaTH4YecKuX omeparuii. YToObl 3amaTh
CCBUIKY Ha sueiiKy, HaJI0 yKa3aTb B opMmyse ee uMs. ITO MOXKHO
cJieJlaTh BPYYHYIO WJIM ILETYKOM Ha COOTBETCTBYIOILIEH sUEHKe IO
X011y BBO/Ia (hOpMYIIEL.

ITo okoHyanuu BBOAa opMyIia B TaOiUIle HE OTOOpaKaeTCsl.
BwmecTo Hee B siuelike pa3MelaeTcs BHIYUCIeHHOE 3HaueHne. O1HaKko
€CNIM CHeNaTh AYCHKY ¢ (HOpMYJION TEKyIIeH, TO (OopMyiIy MOKHO
YBHIETH B CTPOKE (hopmyit (prcyHOK 3.5).

T =| —D'E1-(E2 §F32)+21 5
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Pucynox 3.5 — Ilpumep oToOpakeHHs pe3yibTaTa BBE-
JeHHOH (hOpMyJIBI

ITpu pabore ¢ Excel BaxxHO He NMPOM3BOIUTH HUKAKHX BbI-
YHCIEHUH «B ymMe». Jlake eciy paccuuTaTh 3HAUCHUE, XpAHALIEECs B
syelike, COBCEM HETPYHO, BCE PaBHO HaJI0 UCIIOJIb30BaTh (OPMYILy.

3.3.4 AOCOJIOTHBIE H OTHOCHTEIbHBIE a/Ipeca T9eeK

V kaxmou sMeWKu ecTh cBod ampec. OH OZHO3HAYHO OIIpe-
JieJisieTcsl HOMepaMH CTOJIOLA U CTPOKU, TO €CThb UMEHEeM AUEUKU.
[Tycts MBI BerunciisieM 3Hauenne D7 kak npoussenenue B7 u C7, Mbl
UCTIONb30BAIIN adpeca sTYeeK, BXOAAIINX B GOpMyITy.

Ho ecnn HaM 3ax04eTCs IOJCUYATATh 3HAYECHUE B CIEAYIOIEH
syeiike D8, To onsTh mpuaercs 3amuceiBath Gopmyny D8=B8*C8.
310 HEeYAOOHO I OOJNBIIMX TAOJUIL, U MPOLIECC MOKHO aBTOMAaTHU-
3UPOBATh.

l'opazno ynoGuee Obuto Obl 3amucaTh (oOpMysy Ui BCeX
syeek ctonbua D, 4ToOpl B HUX aBTOMAaTHYECKHM 3alUCBIBAIOCH HPO-
W3BEJICHUE COOTBETCTBYIOMUX siueek cTonbioB B u C. ®opmyna To-
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rza BeITIsIENa Obl Tak: YMHooCUmMb 3HAYEHUe, Haxoosweecs Ha 08e
Aueliku jegee OAHHOU, HA 3HAYEHUe, PACNONIONCEHHOE 8 AueliKe Cllesd
om OaHmnol. Anpecaldisi O METOLYy <JIEeBEe», «IIPaBeey, «HIDKE» U
T.II. HE mpeOyem abCONOTHOTO YKa3aHHS aJlpecoB SUEEK, BXOIIIINX
B (hopMyITy, M HAa3BIBACTCS OMHOCUMENbHOU adpecayuell.
OkaspIBaeTcs, M0 yMOIYaHuIo mporpamma Excel pacemarpu-
BaeT ajipeca AYEEeK KaK OMHOCUmMeNbHble, TO €CTh UMEHHO TaKUM 00-
pasoM. DTO MO3BOJISIET KOMUPOBATH (HOPMYITBI MEmMOOOM 3ANOTHEHUSL.
OjHaKO MHOT/Ia BO3HHUKAIOT CHUTYallMH, KOT/IA MPH 3aIloTHE-
HUH siueeK (HOopMyIoil HEOOXOAMMO COXPaHUTb abCONOMHbIN adpec
AYeliKy, €ciH, HalpUMep, OHAa COJIEPXKHUT 3HAUYECHHE, HCIOJIb3YyeMOe
MpU TOCIENYIONUX BBIYUCICHUAX B JPYTUX CTPOKaX M CTONOLAX.
s Toro 4ro0Bl 3aaTh CCHUIKY Ha SUYEHKY Kak aOCONIOTHYIO, HAaJI0
3aj1aTh mepen 0003HaAuUCHHEM HOMEpa CTOJIONA MM HOMEpa CTPOKHU
cumBoI «$» (pucyHok 3.5 (omucanue stuekiku F2 B cTpoke hopmyn)).
Takum 00pazoM, cchlIka Ha sueiky, Hampumep Al, MoXeT
ObITh 3amucaHa B GopMmyse deThipbMs criocobamu: Al, $Al, A$1 u
$AS1. Ilpu 3amonHeHuu stueex (GopmyIioil kKak OTHOCHTEIbHAs pac-
CMaTpHBAaETCsI TOJILKO Ta YacTh ajpeca, Mepesl KOTOPOH HET CHMBOJIA
«$».
Ecim xe ccpiika Ha sUeiiky Oblila BHECEHA B (OPMYITY METO-
JIOM IIleTYKa Ha COOTBETCTBYIOIIEH siueiike, TO BHIOpaTh OJUH U3 Ue-
THIpEX BO3MOKHBIX BapHAHTOB aOCOJIIOTHOW M OTHOCUTEIHHOMU ajipe-
calii MO’KHO MHOTOKPATHBIM Ha)kaTreM KiaBumu «F4y.

3.3.5 ®@opmarupoBanue jmucra. CiioxKHbIEe POPMYJIBI

Kak u Microsoft Word, Excel mossossier 3hdekTuBHO
oopmiaTh paboune kHuru. Tekymuii maparpad pacckaspIBaeT, Kak
YMEJIO0 MO0JIB30BAThCA JaHHBIMU, HNPHUMCHATL pPa3JIMYHBIC IIpaBUIa
o opMITeHUs, CKPHIBATh U 0TOOpaKaTh TaHHBIC.

HesaBucumo ot TOT0, HCIONB3yeTcst i pabouast kuura Excel
B JIEKTPOHHOM BHJI€ WM NpeIHa3HauYeHa Ui MOCIeayIolel neua-
TH, XOUYETCS, YTOOBI OHA BBITJIsAZENA aKKypaTHO. [[Jisi 3TOro MOXHO
HacTpamBaTh GOPMATHI TYEEK, a TAKXKE YIPABIATh pa3MepaMu sigeekK.
OOBIYHO >KenaTeNeH TaKoH pa3Mep sSUeeK, MPH KOTOPOM JIaHHbIE TO-
MEIAIOTCSI B HUX MOJIHOCTBIO.

IMporpamma EXxcel mpiTaetcst pacrno3HaTh THI JaHHBIX elle
MIpH BBOJZIE W, COOTBETCTBEHHO, CTApaeTcs OTOOpa3HuTh WX Hamboiee
HarJsIHBIM 00pa3oM. B wacTHOCTH, Ui OTOOpaskeHHsT TEKCTOBBIX
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JaHHBIX, YHCEN, JCHEXKHBIX CyMM (€CiHM yKa3zaHO 00O3HaueHHe Ie-
HEXHOW €IUHHWIIBI) U KaJICHAAPHBIX AT MCIONb3YIOTCS pasHble (op-
MATBI.

W3mennuts ¢opmar DaHHBIX B OTHAENBHON SUEHKE MOXKHO C
MMOMOIIBIO TaHeTN WHCTpyMeHTOB dopmarupoBanue. Ee snemMeHTH
yIOpaBiIeHUs] B OCHOBHOM 3HAaKOMBI HaM IO AaHAJOTHYHOW MaHEIN
TekcroBoro mpoueccopa Word. Kpome Toro, rpymnma KHOMOK 3TOW
IIAHEJIHN II03BOJISCT BI)I6paTB OIVH U3 HECKOJIBKUX 3apaHee IMoATOTOB-
JICHHBIX (POPMATOB JIJIsI 3aITUCH YHCEIL.

YroObl MPOU3BOIBLHO OTHOPMATUPOBATH SIUEHKH U3 OIpese-
JICHHOTO JMaIa30Ha, HaJl0 BBIACIUTh HYXHBIN JUANa30H U JaTh KO-
manay @opmar= Aueiiku. [Ipu 3TOM OTKpBIBaETCA JUATOTOBOE OKHO
dopmat sueek (pucyHok 3.6), comeprkaliee TpyIny BKIAAOK, TO3BO-
JISFOIIUX 33]1aTh Pa3IMYHbIC TTapaMeTPhl (HOPMaTUPOBAHMUSL.

Yucno

| LUpmbT I paHHLa I Bna, I SawHTa I

EblpaEHHEaHHE ~CpHEHTALMA

M0 ropr3aOHTanH: OTCTYN:

=
II'ID3Ha‘-IBHP1IO vl ID j

No BERTHKANH:

II'ID HH¥HEMY KpaH = |

B I

OTobpakeH e IU 5‘ [PAAYCOE

I- MNEePEHOCHTE N0 CNOB3M

[" aBTonoABop WHPHHG!
[ ofibeaHHEHHE Auesk

QK I QTHEHE

Pucynok 3.6— ®opmaTupoBaHue siueek

Bxnaaka Ywcmo mo3BossieT BRIOpaTh OCHOBHOHM (hopmat st
0TOOpaKeHHS CONIEPIKUMOTo siueek. Brianka BeipaBHUBaHUE 3amaeT
METO/Jl BhIpaBHUBAHMs M yrojl HakioHa Haanucu. Brmaaka Illpudt
ompeNieNsieT TapHUTYpY W HadepTanue mpudta. Briaaka ['panuna
MO3BOJISET 33/1aTh PaMKH, M300pakacMble Ha BHEIIHUX U BHYTpPCH-
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HUX TPAaHUIAX UANa30Ha, a BKIaJKa Bua coyuT Ui ynpaBieHUS
LIBETOBBIM O(DOPMIICHHEM.

W3MeHUTh MUPUHY U BHICOTY SYEEK MOXKHO METOJIOM TIepe-
TaCKUBAaHUS TPAHUIBI MEXIY CTpOKaMu Win croiomamu. Ecimu Tpe-
Oyercs Ooiee TOYHAs HACTpOWKa, CIIeAyeT aaTh KoMmaHmy Dop-
mat=>Crpoka (cooTBercTBeHHO, @®opMaT=Cronbern) W BHIOpATh
MOXOJISAIYI0 KOMaHAy M3 OTKPBIBIIErOCsS MEHIO. B wacTHOCTH, KO-
MaHza ABTOOA00p MIMPHHEI B Tpymine OrodpakeHue (pucyHoK 3.6)
MO3BOJISIET BHIOpATh HIMPUHY CTOJIONA WIIM BBICOTY CTPOKH TaKUM
o0Opa3oM, 4YTOOBI B HEro IOJHOCTHIO TOMEINAIOCh COACPKUMOE
Hau0o0JIee 3aOIHEHHOW TYCHKH.

3.3.6 Cuaoxusblie GpopMyJibl U CTAHAAPTHBIE QYHKIIUU

Brrunciienust, KOTopble MO3BONAET MPOU3BOAUTH MPOrpamMma
Excel, me orpanmueHsl npocTeHnMMu apuGMETHIECKIUMU OTIEPaLlH-
amu. IIporpaMma mo3BOJISET MCIOIB30BATh OOJBIIOE YHCIO BCTPO-
CHHBIX CTaHIAPTHBIX (QYHKIMA M CIOCOOHA BBINOJHATH BEChMa
CJIO’KHBIE BBIYHCIICHUSL.

Ecin navate BBOA (hopmynbl mendkoM Ha KHomke «M3me-
HUTH (POPMYITy» WM HAKAaTHEM KIIABUILH «=», TO noje Mms B cTpo-
Ke (QOopMyll 3aMeHSeTCs PAacKpPBIBAIOIIMMCS CIHMCKOM CTaHIAApPTHBIX
(GYHKIUH. JTOT CIUCOK COACPIKUT JecATh (QYHKIHHA, HCIOIh30BaB-
MIMXCSI TIOCJIEAHUMH, a TaKXke MyHKT Jlpyrue QyHKIHH..., C TIOMO-
HIBI0 KOTOPOTO MOYKHO OTKPBITh AHATIOroBoe OKHO Mactep (QyHKUUI.

OTO AMAJIOroBOE OKHO IO3BOJIIET BHIOpATh JIFOOYIO CTaH-
JIapTHY (QyHKIUIO U3 MMerommxcs B nporpamme Excel. B cmucke
Kateropusi BBIOHparOT Ty KaTeropuio, K KOTOPOH OTHOCUTCS HY>KHast
(GhyHKIM, a B ciicKe PYHKIUS — KOHKPETHYIO (PYHKIIHIO.

[Mocne Toro, xak Hy>kHast (GYHKIUS BbIOpaHa, €€ MMs 3aHO-
CUTCA B CTPOKY (OpMyJl, a majauTpa (QyHKIMH WU3MEHSETCs, IaBas
BO3MOXHOCTb BBECTH ap2yMeHmbl QYHKYUU.

B BepxHel 4acTu ManuTphbl pasMELIAKOTCS I0JIs, IIPEIHA3HA-
YeHHBIC U BBOJA apryMEHTOB, a B HW)KHEH YacTH pacrojaraetcs
cnpaBoyHass uH(opMmanus. 310ech YKasblBaeTcsl oOIlee ONMCaHHE
Ha3zHaueHHs (YHKIUH, a TAK)Ke CBEJICHHS O 33/1aBacMOM apryMeHTe.
Ecnu aprymeHT ykaszaH MOJTY>KUPHBIM MPU(TOM, 3HAYUT OH SIBIISIET-
cs1 00s13aTeIBHBIM, & €CTH OOBIYHBIM MIPU(TOM, TO €r0 MOXKHO OITy-
CTHTb.
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3amaBaTh apryMeHThl (PYHKIIMM MOXKHO B YHCJIOBOM BUJIC
(BpYUYHYIO) MM KaK CCBUIKM Ha SYCHKH (BPYUHYIO WJIU ICITYKOM Ha
COOTBETCTBYIOIIEH siueiike). HekoTopble pyHKIIHM MOTYT IPUHUMATD
B KayecTBE MapaMeTpa Ouana3oH s4yeeK. [Ipu 3amomHeHuu sueex
dhopmynamMu, BKIIOYAIONTUME (DYHKIHH, aOCOTIOTHBIE U OTHOCHTEIIb-
HBIE aJpeca SYeeK MCIONB3YIOTCSA TaK ke, KaK U B CIIy4ae MPOCTHIX
bopmy.

IIporpamma Excel momyckaer srnoowcenue GpyHKIMiA, TO €CTH B
KadecTBe mapamerpa OJHOH (YHKIMU MOXeT ObITh yKa3aHO 3Hade-
HUE Apyroi (GyHKIUH.

3.3.7 PaboTa ¢ HeCKOJIBLKMMH PadOYUMU JTUCTAMU

IlepBbie porpamMMsl, peHa3HAYCHHBIE U1 Pa0OTHI C AJIEK-
TPOHHBIMH TaONHIAMHM, TO3BOJSUTM HCIOJNB30BaTh TOJIBKO OAMH pa-
6oumii nuct. B pesynbpTare, MHOTHE MONH30BATENHN PAa3MENIAIOT He-
CKOJIBKO TaOJUI] Ha OJTHOM paboueM JIMCTe. ITO YpeBaTO BO3ZMOIKHO-
CTBIO [TOTEPU JAaHHBIX, 1a U BOOOIIEe HEYA0OHO.

IMporpamma Excel mo3BosisieT UCoabp30BaTh B paMKax OHOM
paboyeil KHUTM HECKOJIbKO pabouunx ynuctoB. Ha3zsanus pabouux ju-
CTOB yKa3bIBAIOTCSI HA AP/IbIYKAX B HUXKHEM JIEBOM yIiIy paboueit 00-
nactu. Beibop pabouero nucrta mist TeKymedl paOoThl BBITOJIHSIOT
IIETYKOM Ha COOTBETCTBYIOIIEM spibruke. Kaxapit paboumii suct
XPAaHUT CBOM yKas3aTelsb TEKYILIEH SYEHKH, TaK 4TO IPU BO3BPALLEHUN
Ha pabouuil TUCT MOJIOKEHHUE 3TOTO yKa3aTessi BOCCTAaHABIMBAETCS.

Uro0bl co3/1aTh JAONOJHUTEIbHBIE PA0OYHE JIUCTHI, CIEAYET
BBIOpaTh paboumii JUCT, TIepea KOTOPHIM TOJDKEH OBITh 100aBiieH
HOBBIN JUCT, U AaTh koMaHAy BcraBka=Jluct. I3MEHUTHh MOPSAIOK
cllefoBaHMA paboYMX JIMCTOB MOYXKHO MEPEeTaCKUBaHUEM MUKTOIPaMM
JIICTOB.

YroOpl U3MEHUTHh Ha3BaHHWE pabouero JMCTa, HAaJgO IBAXKIBI
LIETIKHYTh Ha ero spibrdke. [locie 3Toro ciemyer BBECTH HOBOE
Ha3BaHME U HaxaTh KiIaBuiy «Enter».

@DopMynel MOTYT CChbUIAThCA Ha SYEHKH, HaxXoIsIuecs B
Ipyrux paboumx nucrax. Popmar TakoW «MEXKIUCTOBOW» CCHUIKU
BBIIISIIUT TaK:

<ums Jgucra>!<agpec>
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YroObl mpH peAakTUPOBaHUU (OPMYNBI BBIOpAThH SUEHKY,
HaXOoJSIIyIOCs Ha JPyroM JIMCTE, HaJo Iepel BbIOOpOM siueiiku
LIETIKHYTh Ha SPJIbIYKe HY)KHOTO paboyero JHCTa.

[porpamma Excel mo3Bomnsier Takke OHOBPEMEHHO BBOJUTH
WIX PEIAaKTUPOBaTh JAAaHHBbIE HAa HECKOJIBKUX PabO4MX JMcTax. DTO
yI00HO, Korzia Bce paboyumne JIMCTHI COAEPKAT OJMHAKOBBIEC 3arojIoB-
KM Wi noAnucu. YToObl BEIOpaTh Ast paboThl cpa3y HECKOJIBKO pa-
0o4nX JHCTOB, HANO BHIOpPATh TMEPBBIH M3 JTHX JIUCTOB, a 3aTeM
MIETKHYTh Ha SPJBIYKAX APYTHX JIMCTOB, YIEPKUBAas HAXKATOW Kia-
Bunry «Shift» (pucyrok 3.7) wnu «Ctrl», Toraa 1uctsl MOXKHO Bbize-
JSITH B IPOU3BOJIBHOM MOPSIIKE.

(23
24
|4 [ TmcTl f nctz 5 Mwer3  Nuetd £ MictS 4 Muets £
[oToED

Pucynoxk 3.7 — IIpumep BBIJEIEHUS TPEX JHUCTOB JUISI BBEIACHUS
OJIHOTUITHON MH(pOpMAIUU

B sTom cnyuae mro0ast onepaiusi, IpOBEACHHAS HA OJHOM U3
paboYrX JINCTOB, AaBTOMAaTHIECKH TyOIMpyeTcs Ha OCTaIbHBIX.

3.3.8 CoprupoBka u ¢puabTpanus JAHHBIX

Dnexrponnsie Tabmuibl EXcel gacTo wcmoas3yroT aas Beme-
HUS TPOCTECUIUX 6a3 Oanubix. BO3MOXKHOCTH Takux 0a3 3aMEeTHO
MEHBIIIe, YeM y 0a3 JaHHBIX, pa3paboTaHHBIX B mporpamme ACCESS,
HO MHOTHC MPEIINOYUTAIOT HE TPATUTh BpPEeMs Ha OCBOCHUE HOBOH
CUCTEMBI, a UCTIOJIL30BATh MOIPYIHBIC CPECTBA.

Tabmuia, ucrons3yemasi B KadyecTBe 0asbl JaHHBIX, OOBIYHO
COCTOUT M3 HECKOJBKUX CTOJIOLIOB, SBJSIOIINXCS n0aMuy Oa3bl AaH-
HBIX. Kakaas crpoka mpezcTaBisieT oTAeNnbHYIO 3anucy. Ecnu naH-
HBIE TIPEJICTaBIIEHEI B TAKOM BHjIe, mporpamma Excel mosBomseT mpo-
U3BOJIUTD COPMUPOBKY N QUILIMPAYUIO.

Copmupogka — 3T0 yNOpsII0UEHIE JAHHBIX 110 BO3PACTAHHIO
Wi 1o yoeiBaHuio. [Ipoie Bcero mpou3BeCTH TaKyl COPTHPOBKY,
BEIOpaB OJHY W3 SUYCCK W INEIKHYB Ha KHOmke COpPTHpPOBKa II0

it &
BospacTanuio M COPTHPOBKA MO yObIBaHMIO ¥ &Y
nHCTpyMeHTOB CTaHIapTHAasI.

Ha I1aHCJIN
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[TapameTpsl copTHpOBKHM 3amar0T komanaou [lanusie= Cop-
TrpoBKa. IIpm 3TOM OTKpBIBaeTcsi AwmanmoroBoe OKHO CoOpTHpPOBKa
nuarma3oHa (pucyHok 3.8). B HeM MOXKHO BBIOPATh OT OJTHOTO JI0 TPEX
MOJIEH COPTUPOBKH, a TaKXkKe 3aJaTh MOPAIOK COPTHPOBKHU IO KaxK-
JIOMY TIOJTIO.

CopTHpOBKAa AHANasoHa llil

COpTHPOEATE NO

%' M0 BO3PACTAHHHD

" no yORIESHHED
JaTeM no

I "I % o BozpACTaHHHD
" no YOeIBaHHH
B nocneaHros odepe e, no

I LI {* no BOZpACTaHHID
" no yORIESHHHD
MAEHTHEHUMPOESTE NONA No

" QpANHCAM (MEpEAA CTPOKA AHANA30HA]

* pbosHaueHHAM CTONBLOE MHCTa

MapameTpel... | CIK I OTMEHS

Pucynox 3.7 — CopTupoBKa auamna3oHa

[pu gurempayuu 6a3el 0TOOpaXKAIOTCA TOIBKO 3aIllUCH, 00-
JIaJaloIIne HYy)KHBIMU cBOMcTBaMH. [Ipocrefitiee cpeacTBo GhuibTpa-
mun — asmoguiemp. OH 3amyckaeTcss KomaHmoi JlaHHBIe=
DPunbTp= ABTOQUIBTP.

ITo xomanme ABTOGWIBTP B SUCiKaX, COACPIKALIUX 3ar0JIOB-
KU TOJIEH, MOSABISIIOTCA pacKpbiBatolve kHonku. Illendok Ha Takoit
KHOITKE OTKPBIBACT JIOCTYII K CIIUCKY BAPUAHTOB (PIUIHTPALIUU. 3aru-
CH, HE yIOBJICTBOPAIOLINE YCIOBHIO (PUIBTPALIUH, HE OTOOPaKAIOTCA.

UTo0Bl €O34aTh MNPOU3BOJIBHBIA (UIBTP, CICAYET B pac-
KpBIBIIEMCSl CIUCKe BbIOpath myHKT Jlpyrme. JlnamoroBoe OKHO
[Tonw3oBatenbckuii aBTOPUIBTP MO3BOJSET 3a7aTh Oojiee CIIOKHOE
yclioBre QUIBTPAIMA IO TAHHOMY TIOJIIO.

Komannma [anubie= @uisTp=OTOOpa3uTh BCE ITO3BOJSIET
oTto0Opa3ute Bce 3amucH. UTOOBI OTMEHHTH HCIIOIB30BAHUE ABTO-
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¢unpTpa, HaIO0  TOBTOPHO  JaTh  KoMmaHay  JlaHHBIE™
DunsTp= ABTOPMIBTP.

3.3.9 Co3nanue nuarpamm

Jns Gomee HArisAHOTO TPEACTABICHHS TaOIHYHBIX JTaHHBIX
9acTO MCTONB3YIOT rpadukn u auarpammbel. CpencTBa MpOTrpaMMbl
Excel no3BomsiroT co3nate duaepammy, OCHOBaHHYIO Ha JQHHBIX W3
3JICKTPOHHOHM TaOJUIBI M Pa3MECTHTh €€ B TOH K€ caMoil paboueit
KHHTE.

s co3maHus muarpamMm U rpadukoB yIo0OHO UCIOIB30BATh
3IIEKTPOHHBIE TaOMuUIBl, oopMIIeHHBIE B BUAe 0a3bl AaHHBIX. [lepen
MOCTPOCHUEM JIHArpaMMBbl CIIeyeT BbIOpATh JUAINa30H JaHHBIX, KO-
TOpble OyayT Ha Hell oroOpakaThcs. Eciu BKIIIOYNTH B IUaNa3oH
SYEHKH, COJEpIKallie 3arojIOBKH IOJICH, TO 3TH 3arojloBKH OyIyT
0TOOpaXXaThCs Ha JMarpaMMe Kak MOsSCHUTENbHbIC HAAMUCH. BoiOpas
JIMana3oH JaHHBIX, HAJI0 IIEJIKHYTh Ha KHOIKe «MacTep Juarpamm»

ﬂ Ha MaHeIu HHCTpyMeHToB CTaHAapTHas.

Macrtep nuarpaMm NOAroTaBIMBACT CO3JaHUE NUArPAMMBL U
paboTtaeT B HECKOILKO dTamnoB. [lepexos oT 3Tama K 3TaIy BBITIOJIHS-
eTcs MIEeITYKOM Ha KHOTKe «Jlaeey.

e Ha mepBoM 3tame paGoOThI MacTepa BEIOMPAOT TUM JHa-
rpammel. [Iporpamma Excel mpemoctaBiseT BO3MOKHOCTh CO3aHUS
HECKOJILKHX JCCATKOB PA3IMIHBIX TUIIOB M BUIOB THATPAMM.

e Eciiu anarpaMma co3/aeTcsi Ha OCHOBE 3aIdCel, UMEIOIINX
CTPYKTYpYy 0a3bl JaHHBIX, TO BCS HH(pOpMAIUsA, HeoOXoaumas Ha
CIIEyFOIEeM 3Tare paboThl MacTepa, BHOCUTCS B COOTBETCTBYIOIIHE
moJist aBToMaTudeckd. [lociie 3Toro BBIOMpAIOT mapamerpsl ohopM-
JICHUA pasnanmx LIaCTeI‘/'I IH/IaI‘paMMBI.

e Ha mocnegnem 3tare paboThl MacTepa BBIOMPAIOT paboumii
JUCT JJIS pa3MelleHus rotoBodl auarpammel. [locne menuka Ha
KkHOTKe «['0TOBOY» AMarpaMMa co3maeTcs U pa3MeniaeTcs Ha pabouem
JIMCTE.

Co3manHyIo ITuarpaMMmy MOYKHO paccMaTpuBaTh Kak hopmy-
ny. Ecnv BHeCTU U3MEHEHUs B JAHHBIE, UCIIOJb30BaHHbBIC MPU €€ CO-
3IaHUH, TO THAarpaMMma H3MEHHUTCSA. ['0ToBas amarpaMma COCTOUT U3
psna 3JIEMEHTOB, KOTOPhIE MOYKHO BHEIOWpATh M M3MCEHATH. BriOpan-
HBII 3JIEMEHT ITIOMEYaeTCs MapKepamu.
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[lenkHyB Ha MapKepe MpaBOW KHOMKOW MBILIIM M BBHIOpaB B
KOHTEKCTHOM MEHIO ITyHKT DopMaT, MOXKHO M3MEHHUTH COIEpPKAHUE
uni oopMIIEHHE BIIEMEHTA IUarpaMMbl C MOMOIIBIO JAUATOTOBOTO
okHa dopmar.

1. Bblgenum Quana3oH s4eeK, KOTOphle OyayT IpeicTaB-
JICHBI Ha luarpaMMe.

2. Illenxaem Ha kHoOmKe «MacTep AuarpaMm» LI MaHeIu
uHcTpyMeHToB CrannaprtHas. IlosBisercs cienyroliee:

MacTep guarpamm (War 1 1z 4% THN AHarpam| |
CTaHASPTHEIE | HectaHaspTHEE |
Tun:
(il TrcTorparia
B NineiiuaTan @@
4 Mpadwr
[ §pyrosan
.o TaueuHan D
gy C cbnactama Qﬁ QEE
@ Honbuesan '
iy Nenectrosan
@ NosepxrocTs
s Myzbipekosan
5 Brpxesasn LI
PYrOBaA AMarpamMa, OTofpamasT
N34 Ka¥A0rD 3HAUEHWA B 0BLLYH
MY,
MpocHoTp pesyabTaTa |
OITHEHS | < Hazaa I Aanes = I CoToso |

3.BeiOrpaeM Hy>KHBI THIT IUarpaMMbl 1 HOKAMaeM «Jlamee >».

4. B cumegyromeMm IuanioroBoM OKHe Macrtep auarpamm:
WCTOYHUK JTAaHHBIX JUarpaMMbl — yKa3aH BBIJCIICHHBIN paHee Juara-
30H (Ha mmare 1). Ilocie 3aBepreHUS HACTPOUKH JAHHBIX IIEITKAEM
«Jlameey.

5. [Tlocrne 3aBepiieHUs] HACTPOESK TOSIBIISETCS OKHO:

MacTtep guarpamm {war 4 13 4): pasMelLeHHe Jua ﬂil

MOMECTMTE AHArpammy Ha AHCTE:

™ | " oTAEnEHOM: I,ﬂ,narpammal

= yerowenca: (TSRO - |
OTMEHS | < Hazan | Aange = | TCoToBo I
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6. YcraHaBnuBaeM IEPEKIIOYATEIb UMEIOIEMCS, IIEIKaeM
Ha kHotke «['oToBo». [TosiBisieTcst pe3ynbTat (pucyHok 3.8):

12
13 1 KBEETAN
| 14
15
o,

16 15% O CEBEPO-BOCTOK
17 | 39% 15%

18 W 3anag
|19 gtor
20| O Krozanag
21 33%
22
23]

Pucynox 3.8 — IIlpumep monydeHHON AUATPAMMBI

3.3.10 IleyaTh roTOBOr0 JOKYMEHTA

[Ipexxae yem mevaraTth JOKYMEHT HEOOXOIUMO BBITOJHUTH
HACTPOMKY MapaMeTpoB IICUaTH, MoJie, pa30MBKY JUCTOB | T.II.

Ilegatp TOTOBOTO JOKyMEHTa Ha IMPUHTEPE BO MHOTHX CIy-
Yasx SBJISETCS 3aKIFOYUTEIBHBIM 3TarioM pabOTHl ¢ 3JICKTPOHHBIMU
tabmuuamu. Kak 1 BO MHOTMX [pyrux Mporpammax, HIETYOK Ha
kHOnKe «[ledaTs» Ha MaHenM MHCTPYMEHTOB OCYIIECTBIISIET aBTOMa-
TUYECKYIO TIedaTh PabOUero JucTa ¢ napamMeTpamMu HaCTPOWKH MPUH-
Tepa, 33JaHHBIMU IO yMONM4aHuto. Eciau 3Tu mapaMeTpsl HaJo0 u3Me-
HUTh, MOKHO HMCIIOJIB30BaTh KoManay Pain=Ileuats miu <Ctrl+P>,
KOTOPasi OTKPBHIBAECT 1UAJIOT0BOE OKHO [leyars.

PaGoune nucTl MOTYT OBITH OUEHb OOJBIIUMHU, TOITOMY, €C-
U He TpedyeTcs medyarats BeCch pabO4Hil JTUCT, MOKHO OIPENEIUTh
obnacms neyamu. OOIACTH TIEYATH — ATO 33JaHHBIN JIUATIA30H SUEeK,
KOTOPBII BBIIaETCA Ha IeYaTh BMECTO Bcero pabodero imcta. YToObl
3a/1aTh 007acTh Me4yaTH, HaJ0 BBHIOPATh JAMAIA30H SYECK U JaTh KO-
Manay Paitn=001acTh neyatu=3anaTh.

BriOpanHblii [uanazoH moMevaercsl MyHKTHPHOH PaMKOM, 1
MPH MOCIIEAYIONINX KOMaHJaX MedaTH OyJIeT MmeYaTaThCsl TOJBKO OH.
Kaxxnprit pabounii mucT B pabodeil KHUTE MOXET MMETh CBOIO 00-
JIACTh MeYaTH, HO TOJIBKO ONIHY.
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2=

MpuHTER

st | <% Linotranic 530 v52.3 | CroficTea

cocToAHKe:  CeofioaeH

THM: Linotronic 530 v52.3

EfET LPT1: ¥ nenate & dhaiin

IEMETEH:
~CTpaHMLE! rKomm

 pre HHECND KOMMA! =

 Terywan € BblaEnEHHER BparmeHT

" Homepa: I H: H: ¥ pasofipats o konAsm

2 o
BEEAHTE HOMEPE HIHMH AHANG30HE CTRAHHLL,
PazAeneHHee 3anATeiMk, Hanpurep: 1,3,5-12
rMacwTat

BrIBEECTH HA 0EYETE: |BCe CTpaHMuE! AwanasoHa HHCAD CTRAHKL Ha NHCTE: |1 CTPaHHUa vl
Haneuatarte: AoicyMenT ~| | nopazmepy cTpanHue: ITeKyu.LMﬁ 'I

MNapameTpel,.. OTHEHA

Pucynox 3.9 — Ilanens [leuats

Ecnu mnoBropHo gark komaHay Dain=O0nacTh 1eya-
TU=3a1aTh, TO 3aJlaHHas 00JACTh IeYaTH cOpacrIBacTC.

WHorna mosne meyaTw MOXKHO PACHIMPUTH «B PEXKHUME IPO-
CMOTpay, HakKaB KHOTIKY «ToJis»» (pucyHok 3.10), pa3aBurast THHUH B
CTOpPOHY T'PaHHII JINCTA.

E2 Microsoft Excel - Knural [rpynna]

45 454 34
44 45 234
45 45 234

o oo (oo

23 324 23

Pucynox 3.10 — [lemoHCTpanus BKIOYESHHOTO pexuma Ilos

Pa3zmep meuyaTHOW CTpaHUIBI OrpaHUYEH pa3MepaMH JIUCTa
OyMmaru, mo3ToMy Jake BBIICICHHE OTPaHUYCHHON OOJIACTH MeYaTH
HE BCET/ia MO3BOJISICT Pa3MECTHUTD LIENbIH TOKYMEHT Ha OJTHOM Teyat-
HOM cTpaHuile. B 3ToM ciy4yae BO3HHMKAeT HEOOXOAMMOCTh pa3due-
HHS JIOKyMeHTa Ha cTpanuisl. [Iporpamma Excel gemaet 3To aBroma-
tnueckd. OHa cama OmpeaesaeT TOYKH, e JODKHO TMPOU30MTH Ta-
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KOe pa30MeHHe W BCTAaBIISET B OTH MECTa KOJBI Pa3pbiBa CTPAHHUIIBL,
oToOpakaeMble Ha SKpaHe B BHIIEC BEPTHKAIBHON WM TOPU30HTAIb-
HOU ITyHKTUPHOW JTMHHU.

30HBI pa3pbiBa CTPAHUIIBI, 3aJaHHBIE IO YMOTYaHUIO, MOTYT
HE yCcTpauBaTh MOJIb30BaTeNs. B 3TOM ciiydae B Hy)KHbIE MECTa MOX-
HO BCTaBHTH JOMOJHUTEIHHBIC JIMHUU pa3phiBa CTPAHUIIBL. 115t 3TOTO
BBIOMPAIOT sUeiiKy, C KOTOPO#l OJKHA HAYaThCSl HOBasl CTPaHULA U
naroT koMmanay BceraBka=Pa3peiB crpanuiibl. [lepen naHHoW Aueid-
KOH OyIyT YCTaHOBJICHBI BEPTUKAJIbHAS U TOPU3OHTAIbHAS ITyHKTHP-
HBIC JIMHUU Pa3phIBa CTPAHUIIBL.

YroOrl pa3duTh TaOMUIy Ha CTPAHHUIIBI TOJBKO IO BEpTHKa-
T, BeIOpaHHas sUeika MOIDKHA TPHHAMISKATh CTpoke 1. UToOBI
pa3ouTh TabIMILy TOJIBKO MO TOPU3OHTAIH, STYelKa NOJDKHA MPHHAM-
JIeKaTh CTOJOIyY A.

s oTMeHBI pa3phiBa CTPAaHUIIBI, BBEAEHHOTO OIIMOOYHO,
HaJ0 CAENaTh TEKYIIeH sUeiiKy, pacloioKeHHYI0 HEeTIOCPEICTBEHHO
MmocJie pa3phiBa M JaTh KoMaHny BcraBka= YOparh pa3pblB CTpaHU-
IIBL.

3.3.11 MeToauuyeckue yKa3aHusi M0 BBINOJHEHUIO J1a00-
paTopHO#i padoThI

HeobxomumMo MOCTpOUTh TOBEPXHOCTH (TPEXMEpHBIA Tpa-
(hMK) ITO UMEIOIIMMCS BXOJIHBIM aHHBIM. J1J11 paboTHI MpenocTaBs-
ercs (ailm ¢ pasMepHOCTBIO «*exX.dat». JlaHHBIE COOTBETCTBYIOT
CBEJICHHUSAM O TOBEPXHOCTH Je(OPMUPOBAHHOTO MaTepuana. B kaxk-
JIOW CTPOKE Takoro (aiiyia comep:kaTcs JaHHBIE O KOOpAWHATAX X,y
(reoMeTpHUECKUX MapaMeTpax oOpasiia) ¥ 3Ha4eHUH JehopMaliiu Z.
YucnieHHbIC 3HAYEHUS pa3IeiICHbI MPo0eIaMu, HalpruMep:

2.000000 0.000000E+00 6.937832E-04

bykBa E o3nauaetr ymHoxeHne Ha 10 B HEKOTOPOH CTENEHH.
Harmpumep, «E-04» — 10,

MS Excel e momnep:kuBaeT paboTy C JaHHBIMH IIPEICTaB-
JIEHHBIMH B TakoM (opmare, o3TOMy WX HEoOXOoauMo Ipeodpaso-
BaTh. J1J1s1 3TOTO:

1. 3amyckaem Microsoft Excel, BbiOMpaeM IyHKT MEHIO
«Daiin» — «OtkpeITh». B crincke «Tun ¢aitnos» BeiOnpaem «JIro-
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0oli», yka3bsiBaeM JIFO00H M3 yKa3aHHBIX BEIIIC (ailIoB U HAXKUMaEM
«OTKPBITHY.

2. Excel apromaTuyecku 3amyckaer mporpaMMy - MacTep JJist
pacmo3HaBanus popmarta aiina:

MacTep TeKcTos (MMnopT) - war 1 w3 3 2=l

JaHHBIE BOCMPMHATE! K&k CHCOK SHAYEHHA dMKCHPOE SHHOR WHPHHE .
ECNK 3T0 BEPHO, HAMMUTE KHOMKY "flanee >, B NPOTHEHOM Cy4ae YKa¥HTE hOpMaT AaHHELX,
OPMAT HCXOAHBE AEHHBL

YiamMTe OpMAaT AaHHE:

ol - 3HAYEHWA NONEA OTAENARKITCA 3HAKAMM-PasAENMTENAMM

" DMKCMPOEAHHON WMPHHE! - NONA HMEHT 3348HHYH WHPHHY
HauaTe HMNoOpT Co CTROKH: |1 E‘ Gopmar Qaﬁna:l 866 ¢ Cyrilic (DOS) j
[Npe ABSPHTENEHEI NPOCMOTR diakina CHiDocuments and Settingsil17a_ws2iPabGoqmi cron|4Ex
|11 Z.000000 0.000000E+00 6_33783ZE-04 =
12 | 3. 000000 0. 000000E+00 4_878135E-04
13 | 4. 000000 0.000000E+00 £_3E5139E-04
4 | &.000000 0.000000E+00 2.168013E-04
15 | &. 000000 0.000000E+00 7_E3336ZE-04 ;I
Il I

OTHEHE | = Hazag | Aanee = I [oToED I

Kak y»xe ObUI0 CKa3aHO, B KAUECTBE pa3/CIIUTENs 3HAUCHUH B
CTPOKaxX HCHOJIB3YIOTCs mpobenbl. [1oaTomMy, HE0OX0IUMO BBHIOpAThH
COOTBETCTBYIOIINN ITYHKT — «C pa3aenuTeaaMmy. Tak kak B ¢aimax
COJZICPKATCS TOJIBKO YUCIICHHBIC 3HAYCHHSI, MOKHO BBIOPATH JIFOOYIO
KOAMPOBKY, Harpumep, «866: Cyrillic (DOS)». Haxxumaewm «/lamee».

3. Omsth coobiaeM mporpamMmme, 9To B Ka4eCTBE pa3feiiuTe-
TSl MCTIONIB3YETCSl UMEHHO «IPOOeN», M YTO CIEAyeT «CUYHUTATh MO-

CJIeI0OBATENbHBIE PA3AEIUTENH OAHIMY». OTpaHHIUTENh CTPOK OTCYT-
CTBYET.

B okne Cpa3y MOKHO IMPOCMOTPECTh BXOAHLIC NAHHBIC «TJIa-
samu Excely. ITocne aToro cHoBa meJIKacM «I[anee»:
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MacTep TekcTos (HMNOPT) - war 2 W3 3 e

AaHHEIR AMANar NOSEONAST YCTAHOEMTE PASAEMMTENH ANA TEKCTOEBLE AaHHBIX,
PE3yNETAT BEIE0AMTCA B OkHE 0Bpasua paztopa.

MMECNOM-Da3AENHTENEM AENASTCA!
[~ touka ¢ sanaToi [ =haw Tabynaumm

[ zamaTan V¥ opaBen [ apyroii I

OrpaHHYMTENE CTPOK: I(HET) 'I [w {CONTATE NOCNE ADEATENEHEIE PASAENHTENH OAHA

Opasey pasiopa AaHHEL

E£.000000 0. 000000E+00 B, 237832E-04 ﬂ

[5. 000000 0. 000000E+00 H.973135E-04

f.000000 0. 000000E+00 . 3EE139E-04

[£. 000000 0. 000000E+00 . 1&20132E-04

5. 000000 0. 000000E+00 [7.233362ZE-04 vI
7} B

OTMEHE | <= Hazaa | fanee = I [oToBO |

4. Hepexozu/IM K 3aBCpIIaronicMy mary umMmnopTa JaHHbIX:

MacTep TEKCTOE (MMNOpT) - War 3 1z 3 21xl

A aHHEI AMANOr NOSE0NAST YCTSHOEMTE ANA OPMAT AEHHEE: CTaNGLA

kanaoro cTonbua opMaT AaHHEL, " pbwmi

"OBWMA" GOpMaT AENASTCA HaMbonee .
YHHEERCANEHEIM, ANA 3HAYEHHA 3TOrD hopMaTa " 1ereToERN
OCYUWECTENASTCA SETOMATHYECKOE (-' AaTal IﬂMr - l
npeobpasoBEaHHeE HHCNOBLEX SHAYEHKH B YMCna, =

AAT - B A3Tel, & BCEX NPOHHX SHAYEHHH - B TEKCT. (:. OponyCTHTE CTDJ'ISELI,

Bpaszey, pasbopa AaHHe::

OEuzgL R[5z
-000000E+00 E_93783ZE-04 ﬂ
-000000E+00 M_972125E-04
.000000E+00 E_3E5132E-04
.000000E+00 [F_162013E-04
.000000E+00 [F.233362E-04 vI
| 0l

OTMEHA | < Hasaa I Janee = I [oToEo I

B mavame Kaxmoil CTpOKH MCXOMHOTO (haiiyia MPUCYTCTBYIOT
HECKOJIBKO CIIEAYIOMINX IMOAPSA MpoOesIoB, KOTOPhIe BOCIPHHHMA-
IOTCS MACTEPOM KakK OTAETbHBIN cTonbOe. YToObl n30exkaTh HMIIOpTa
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ATOTO HECYMIECTBYIOIIETO CTOJOIA, HY’KHO BBIJCITUTH €0 INEITYKOM
MBIIIH U BBIOPATH YHKT «IIPOITYCTUTH CTOIOEI.

IenxnyB kHonky «IloapoOHee», HEOOXOAUMO yKa3aTh IPO-
rpaMMe, YTO B Ka4deCTBE PAa3AETUTENS pa3psiioB HCIOIB3YETCS HE
3ansTas, a Touka. [Ipogenas 3tu onepanuu, HaxkuMaeMm «'0TOBOY.

Pe3ynpraToM nponenaHHBIX MATH IIAroB SBISIETCA 3arpy-
>KEHHBIM MCXOTHBIN (paiin, 3aHMMAIOIIKI TPH CTONONA:

o x]
dafin  [paexka Bua EBcTaeka @oppat  CepeEMC  JaHHeE  OKHO
Cnpaeka -7 X
DS & & BB <- = - BAT:>-?
Al - = 2
A B | ¢ | o | E | F | cj
1 210 00EHI0 B S4E-04 =
| 2 3 000E+HI0 4 S5E-04
| 3 | 4 000EHIO 2 33E-04
| 4 5 000EHI0 2 17E-04
| 5 | B 000E+HI0 7 23E-04
| 6 | 7 000E+I0 -2,00E-04
7 8 000EHI0 2 33E-03 -
A r HPHERX S 14 | LlJJ
oToBO T v

UYucna B crosbie A — 3TO KOOpPAMHATHI TOYEK O och X, B
— 1o ocH Y, u, HakoHel, C — 1o ocu Z (BeicoTa). [l mocTpoeHus
MOBEPXHOCTH HYXKHO MPOM3BECTH ONpeeeHHbIC TpaHCHOopMAaIHHU C
STHMU JIAHHBIMH.

1. BelgenuB Bce AaHHBIE B TPEX CTOJOLAX, «BBIPEKEM» HU
BCTaBUM HX B CTOJOILbI, HAYMHAL C J:
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SI=E%
@ ©aiin  Opaeka BEwa BcTaska  @opMaT  CepeWc  JdadHele  OkHO

Crpaeka -8 X

DEEHS & fFBR- o-@=-3 @@ d-2

L1 - # 0,000B937832

c | H [ 0 a kK L rg

1 2 000EHI0) 594E-04 =
| 2 | 3 0,00EH0) 4 S5E-04
| 3 | 4 000E+HI0) 233E-04
| 4 | 5 0 00EHO) 2 17E-04
| 5 | B 000E+H0) 7 23E-04
| B | 7| 0,00E+H0) -2 O0E-04

7 g 000E+H0) 233E-03 -

M4 b H[y4EXX 14l |L|JJ

[oTos0 Cymma=2,558E-02 MWLM v

2. Boimensem sdeiiku B cronbme L, B mpenemax KOTOPBIX
3HaueHust B K 0JTMHAKOBBHI.

3. HaxxumaeM KHOTIKY «BbIpe3aTb» W BCTaBIsIeM UX B CTOJI-
Oerr A co CTPOKH, PaBHOHN IIEPBOMY COOTBETCTBYIOIIEMY 3HAUYCHUIO B
croJdIte J TIroc orH (Tak KaK OTCYET HAYMHACTCS OT HYJIA).

Tot ¢akT, 4To B CTONOIE HE YKa3aHBI 3HAYCHHS Z JUIT KOOP-
nuHat 0 1 1, yka3pIBaeT Ha TO, YTO B ATHX TOYKAaX BEICOTA (KOOpIH-
HaTa Z) paBHA HYJIIO.

4. IloBTopsiem mmraru 1—3 s mocneayomux 3Ha4eHui B K,
nepemenias pparmentsl ctonbua L B cronoust B, C, D, u T. 1.

5. Ilocie 3Toro JOKHO MOTYYUTHCS IPUMEPHO CIIEYIOIIEe:

=lolx|

-8 X
Oy .

fd Microsoft Excel - 4EXX

©aiin  [paska Bua  BrTaeka  ®@opMaT  Cepeuc  JadHsie

heEan SRy iR - |- &=-4 @b

OKHO  Cnpaska

» »

K12

-

A 0

A

| B

| ¢

| D

[ E |

F_|

G|

694E-04
4 95E-04
233E-04
217E-D4
7 23E-04
-2 00E-04
233E-03

R T =Ryl

n

1
L]

FoToen

2Z8E-04
4 Z20E-04
4 B4E-04
471E-04
3F1ED5
168E-03
IAMEO3
3E2E03

A4k HNAEXXK

302E-05
2R4E-04
594E-04
6,01E-04
4 BBE-04
B E3E-04
1,10E-04
2A49E03
S57E03

7 32E-04
627E-04
7 32E-04
7 A0E-04
7 33E-04
1,22E-04
225E-03
528E-03
237E-03

6 E7E-04
7 05E-04
6,72E-04
6,14E-04
7E53E04
1,14E-04
2329E03
537E03
2MED3

141

8 B3E-04
6 47E-04
7 28E-04
6 37E-04
250E-04
5 55E-04
-312E-04 -
251E03
633E-03

7 75E-04
595E-04
4 41E-04
527E-04

4 36E-04 -

4 92E-04
1,24E-04
275E-03
6,09E-03

aonE a1 ne TI-:

ML
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6. Beimensiem Bce oTH sueiiku (o Al mo HX, roe X — mak-
CcHUMaJIbHOE KOOPAMHATA X, KOTOpas 3aBUCHT OT BbIOpaHHOIo (haiiia).
Haxumaem kHONKy «MacTtep quarpaMmy Ha MAHEIH HHCTPYMEHTOB.

7. B oTkpbIBIIEMCS TUAJIOTOBOM OKHE BBIOMpaeMm «Bwum: mo-
BEpXHOCTE» — «['0TOBOY.

Hrak, nepBblid BapUaHT MOCTPOEHHON MOBEPXHOCTH HMEET
MPUOIU3UTEITLHO TAKOW BHJI:

7 O0E-03
& 00E-03
£00E-03 o 6,00E-03-7 00E-03
; '88 E:Sg m 5 00E-03-6 00E-03
2'00E-03 5 :
T O0E D @ 4, 00E-03-5 00E-03
0,00E+00 : m 3, 00E-03-4 00E-03
- 'DDE'DBQ, o o2,00E-03-3,00E-03
T 22 mm Lo W00 01 0e0s2 00E 0
SoEd oo Ul o0 m 0 00E+00-1 00E-03
NoGe T 88 oo
W ow ne m-1 00E-03-0 00E+00

IIpunagmm et Goliee IPUBIEKATENBHBIN BU. J{71s1 3TOTO:

1. Illenkuys Ha jereHe (cupasa), HaxumaeM Del u ynansem
ee.

2. lllenkHyB mBaXkKIbl JICBOH KHONKOW Ha KaKIOW M3 OCEH,
BBEIOMpPAEM YUCIIOBOW THUI JJAHHBIX BMECTO SKCIIOHCHIIUAIBHOTO.

3. IllenkHyB TIpaBO KHONKOW Ha auarpaMme, BhIOMpaeMm
«OO0BeMHBIN BUY, 3aTeM CBOOOIHO Mpeodpa3yeM BHEIIHUN BH]I TO-
BEPXHOCTH.

B utore nonyyaercs npuMepHO Cleayoliee:
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0007
0006
0005
0004
0003
0002
0oot
0,000 1
0001

o 5"

Ocraercst Tombko opopMuth Tpaduk. Craenatb COOTBETCTBY-
fomue oamucu. OGpopMuUThH OTUET.
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4, Co3nanue 0a3 JaHHBIX MO 33Ja4YaM MHKPO-
JIEKTPOHUKH

4.1 llesqs padoThI:

1) HayuwuThcst co3naBaTh 6a3bl JAHHBIX C HUCMOJIH30BAHUECM
npwioxkenuss MS Access

2)  TIpakTHYeCKH OCBOUTH PA3IMYHBIC CIIEHAPUHU HUCTIOJb-
30BaHUS JTAHHOTO MPHIOKCHUS

3) Cosnath 6a3y JaHHBIX O TeMe «MHKPOIIEKTPOHHKA

4.2 Otuer

Ot4er no AaHHOM paboTe JOMKEH COAepKaTh

1) Lenb paboTsl

2) PacredaTky mporpaMmbl W pe3ysibTaToB pabOThI MPO-
rpaMMBbl

3) BrBOAL

4.3 Metoauuyeckue yKa3aHHsl MO BBINMOJHEHUIO Jagopa-
TOpPHOI padoThI

PaccmoTpuM Ha npuMmepe mpocreiiiei 6asbl «HpopMarus
0 CTYACHTAaX» BCE OCHOBHBIC ICUCTBUSI.

1. 3anmyckaem Access, B meHio «Daiin» BbIOMpaeM MYHKT
«Co3nate», 3aTeM — «HoBas 06a3a naHHbIX». B OTKpbIBIIEMCS yKa-
3bIBAaCM IPOM3BOJIBHOE UM U HAKMMaeM KHONKY «Co31aTby.

2. Ilepen BaMH OTKpBIBAETCSI OKHO CO CIMCKOM BO3MOXHBIX
neiictuii (pucyHok 4.1)

B 0a3ze maHHBIX HaXOIATCH, B MEPBYIO OYepeb, TaOIHIIBL.
st mocTymia MaHHBIX, CONEPXKAIUXCSl B HUX, CO3MIAIOTCS 3anpochl,
hopmbl, omuempl M pas3IudHbIC MOOYIU.
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& db1 : 6asa paHne [popmar Access 2000) _ O] <]

L;E OTkpemE LEEDHCTDHKTDD A Cospare |

DfeerThl : CozaaHue TatnuuEl B pes QHCTPUKTORE
‘ 1 Tatnuue EIGJ CozmaHue Taf il © NOMOLLEK MacTena
=1 3anpocel B Cosaanue TalMue nyTer BB0A daHHE
== Popmel
49 OTyetsl

“&  CrpaHus
b akpockl

2
& Mooy

Ipynne

%] MWatpaHHoe

Pucynok 4.1 JluaioroBoe OKHO

3. Breioupaem «Co3gaHue TaONHIbI B PSKUME KOHCTPYKTOPAY,
IOCJIE Yer0o TEPEXOAMM K OIpEAeNICHHIO0 TOoJeH Oymymien
Ta0JIUIBI, KOTOpass OyJeT coaepaTh MH(POPMAIHIO O CTY-

IEeHTax:

| Mma nona | THN A3HHBLX | ONHCAHHE |;

]

=
CEOMCTES NonA

Chwne | MoACTaHOBKE
1

Cosmagum Tpu mojst: id (MOPSIKOBBIA HOMED, THII — CUET-
4yKK), Name (UMs, TEKCTOBBIH), age (Bospact, umcimoBoii). Iloxe id
SIBJIICTCSI TAK HA3bIBACMBIM nepeuuHbiM Kitowom. 110 ero 3HaueHHUIo
MOYKHO OJHO3HAYHO YCTAHOBHTH BCE OCTAJIbHBIC 3HAYCHHUS MOJICH
Kakoi-mbo cTpoku. s Toro, 4robsl ykasare mporpamme, 4ro id
JIEUCTBUTEIBHO KJIHOY, HAKMMAEM IPaBOM KHOMKOW MBIIIU HA PSAOM
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Ha CepoM II0JIe ¥ BBEIOMpaeM B TMosIBUBIEMCs MeHIO «KitoueBoe 1o-
Je.
B pesynbpTaTe 10MKHO TOTYYHTHCS CIEAYyIOIIee:

B Tatauual : Tabauua P ]
| WA nona | TenaanHen | OnMcaHHe -
Bid CHETUHE =1
nane TEKCTOELIA [
age YncnosoH
[
CeoficTEa nona
Ofiume MoacTaHoska I
Pazmep nona ANHHHOE LEnoe
HOEBIE 3HA4EHHA NocneAoEaTensHbIE
PopMaT NonAa
Mo AnHCE THN AaHHEL
MHAEKHPOBaHHOE None Aa {CoBnaaeHHA He AonyCKakoToA) OnpeAEndeT
CrapT-TerH SHAHEHHA, KOTOPBIE
MOHHO COXPAHATE B
3TOM None. gnAa
CMPAERH N0 THNAM
RAHHBL HA¥MHTE
KnagHwy F1,

4. Haxxumaem «CoXpaHHUTB» IS 3alTUCH CTPYKTYPHI CO3/IaH-
HOU TaOIuUIBl B (aiin (crcTtemMa 3alpocuT UMS; YKaKUTE, HallpuMep,
«Mos Tabauay) u 3aKpeIBaeM KOHCTPYKTOP.

5. BcraBuM HeCKOJIBKO 3HaueHUH B Harry Tabmuiry. s aTo-
ro JBa pasza IenkaeM Ha «Moel Tabiuue» M 3alOJHUM €€ TpeMsi-
ISITHIO 3AMUCSIMHU. 3aMETUM, YTO 10Jie id U3MEHATh HEJb3sI:

E Mon Tatnuua : Tabnuua

1| ARpped
2| MapuHa

3 Anekcen
4 MeaH
[CYETYHE]

JanHcke: HI 1 II 4k |H|He| Hs 4

6. Teneps chopmupyem 3ampoc k tabauue. B okne, orobpa-
KAOIIEM CTPYKTYpy 0a3bl TaHHBIX (CM. MEpPBbIH PUCYHOK), BHIOUpPA-
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€M MYHKT «3ampocki», 3aTeM — «Co3/laHue 3arpoca B PEKUME KOH-
CTPYKTOpa.

7. BeiOupaem U3 CrucKa Hally TaOauily, HaxuMaeM «JloOa-
BUTHY, 3aTeM «3akpbITh». Onpenenumcs ¢ 3amaveil. Jlomyctum, Tpe-
OyeTcs BBIOpATh BCEX CTYACHTOB ctapiie 19 mer. [[ns sToro 3amaem
YCIIOBUS, KaK TIOKa3aHO Ha PUCYHKE:

=1 Janpoc] : 3anpoc Ha BHGOPKY 1 ] [

]

Mone: _ﬂ name age =
MMA TNk | Tablel Tablel Tablel
COpTHROBKS:
BrIEDA Ha SKpaH!
Y¥cnoere oThopa; =19

MK lﬂ
| 3

CoxpaHuTe 3ampoc, Ha)kaB COOTBETCTBYIOIIYIO KHOIIKY Ha
MaHeJ u UHCTpYMeHTOB. [lociie 3Toro 3akpoiTe KOHCTPYKTOP.

8. Jlns BEITIOTHEHUS 3ampoca IMEeTKHUTE ero aBa pasa. [Ipo-
CMOTpHTE pPe3ybTaT U YOeIUTECh B €T0 KOPPEKTHOCTH.

9. Co3gamuM OTYET HA OCHOBE Hamiero 3ampoca. Otder —
3TO BU3YAJIbHBI OOBEKT, HA KOTOPOM IMPEICTABICHBI PE3yIbTaThl
BBITIOJTHEHHOTO 3alpoca W TOTOBBIM K HeMeUIeHHOW mnedatH. Ilepe-
xoauM K «Otuetam», HaxknMaeM «Co3JaHue OoT4eTa B PEKUME Ma-
cTepay.

10. B oTKpBIBIIEMCST OKHE BBIOMpAEM B Ka4eCTBE MCTOYHHKA
JTaHHBIX CO3/IaHHBIM HamMH 3ampoc W Bce moust (id, name u age).
Haxumaem «Jlanee». Ha cienyromeil cTpanulie 3aaarorcsd ypOBHHU
TPYNIMPOBKHU TOJIEH Ha CTPaHUIE, KOTOPHIE B JaHHOM cllyyae He
HY>KHBI, IO3TOMY TPOCTO HaxxumaeM «/lameey». 3amaanm, Hampumep,
TPYNITUPOBKY IO UIMEHU 10 YOBIBaHUIO, HAXKHMaeM «[ 0ToBOY.
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11. B pe3ynbTare mpojenaHHBIX ONEpalyil Mojgyyaem cle-
JYIOIIANA OTYET:

Tablel

negre id age
llagmHa 2 21
MEeaH 4 22
A 1 20
Anexcei 3 19

OTMeTuM, YTO MBI CO3JIajH JIMIb NPOCTeimuii oTyeT. Bo3-
MoxxHoctr CYBJ] ACCESS TO3BOJIIIOT T€HEPHPOBATH OTYETHI HA OC-
HOBaHUH 3aIllPOCOB K CBSI3aHHBIM TaOJIHIIAM U CO3/1aBaTh (DOPMBI IS
yIOOHOTO MpeACTaBICHUSI JaHHBIX, COJIEpKAIIUXCs B Oase.
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3akiIoueHne

B 1aHHOM METOAMYECKOM MOCOOHMH, COCTOSIIEM M3 YEThIPEX
rJIaB, KpaTKoO HM3JIOKEHBbI MPUHIHUIBI paboThl 1o makety Microsoft
Office m OC Windows. TTocobue cocTaBIeHO TaKMM 06pa3oM, YTOORI
MOMOYb CTY/ICHTaM B HM3y4CHHH O(QHCHBIX TEXHOJIOTHI IMPOIYKTOB
MHOTOYHMCIIEHHBIMA PUCYHKaMH, TaOJHIAMH, arOPUTMaMH BBIOJ-
HeHus 3afaHuii. [locoOue mpeaHa3Ha4YeHo JUIS CTYICHTOB, a TaKKe
JUISE T€X, KTO HaYWHAEeT paboTaTh C KOMIBIOTEPOM.
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