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BBeaenne

Lenpo maHHOTO METOIUYECKOr0 MOcoOWs SBIsETCS 00yde-
HHe U paboTa ¢ MOIIHLIM IIPOrpaMMHBIM KoMiutekcom Microsoft Of-
fice. B nanHOM MOCOOHH PacCMOTPEHBI CIEAYIONIHE MPUIOKCHUS,
BXOJMIIKE B COCTaB TOro naxera — Power Point, Word, Excel. Onu-
caHWe JpYTruX CIENUATH3UPOBAHHBIX NpwiIoxkeHnd  (ACCESS,
Outlook) moxHO HaiiTH B MyOJIMKyeMoii juTeparype. B aTom moco-
OuHM omucaHbl 3ajadu, BeITONHSeMBble ¢ nomompeio MS Office u
HanOosee A EeKTUBHBIC CIOCOOBI X PEIICHUS.

IToMiMO 3TOTO, B TIOCOOWH TMPHBEACHBI 3aJaHUsI ¥ METOIH-
YEeCKHE YKa3aHMs 0 BBITOJHEHHIO JTa00OPAaTOPHBIX paboT MO U3y4eH-
HBIM TEMaM.



1. C03I[al-ll/le npeseHTaum”l C HCIIOJIB30BaAaHHUEM
PowerPoint MS

1.1 lean pabdoThbI:

1) Usyuuth coneprkanue TeMbl «Co3aaHue Mpe3eHTAIN C
ucnoab3oBanrem MS Power Pointy

2) Co3math Mpe3eHTAIHIO U HAyYHOTO JOKJIA1a 10 TeMe
«MHUKPO3JICKTPOHUKA ¥ TBEPAOTEIbHAS DIICKTPOHUKAY

3) TIpencraBuTh MPE3CHTAIHIO

1.2 Oruer

Ot4er 1o JaHHOM paboTe MOIHKEH CONIEPIKaTh MPE3ESHTAIIHIO
10 BBIOpaHHOH TeMe.

1.3 Conep:xaHue TeMbl

IIpu BBIXOJE HOBOM MNPOAYKUWH, 3AIUUATHI MPOJEIAHHOU
(Hay4HOM, IpakTHYeCcKOW) pabOTHl Ha MOTPEOUTENECKAN PBIHOK ITPO-
W3BOJIUTENb JIOJDKEH IMPEJCTABUTh CBOIO PadOTy JIOASM, JUIS KOTO-
PBIX 3TOT MPOJYKT CO3/1aBAJICs, KaK TOBOPSIT JIOHECTH CBOM TOBap JI0
noTpeduTeNsl, a B 3amaJHON JIUTEpaType 3TO 00O3HAYAIOT CIOBOM
Promotion. 3aech HCMONB3YIOTCS pa3HBIE METOMABI JOHECEHHS WH-
(dbopmanyu, HauMHAs OT KaJleHAapel W 3aKaH4YMBasi OTPOMHBIMH IIIH-
TOBBIMH peknamamu. lllupoko wucnonb3yeMbiM u 3G (GEKTUBHBIM
CPEACTBOM B IOCJIEIHEE BPEMS 3aPEKOMEHI0BAIN ce0s AIEKTPOHHBIE
MPe3CHTAIIHH.

IIpe3enTanms — 5TO KpaTKUil cofep KaTENbHBIN pacckas, co-
CTOSIIIMH W3 CIaijoB, Kak B auaduibMax, HO C HCIIOJIb30BaHUEM
MH(OPMAITMOHHBIX TEXHOJIOTHH (KOMIBIOTEPA, MPOEKTOpPa, COOTBET-
CTBYIOIIETO MPOTPaMMHOro obecrniedenus u T.1.). Craiiipl HECYT CO-
JepKaTeNIbHYI0 4acTb MPOEKTa, O(OPMICHHOTO WHTEPECHBIMH PH-
CyHKamH, rpadukamMu U d3QQeKTaMu, yBICKAIONINEe U HHTPUTYIOIINE
3pUTEIIS.

Ha cerognsimnmii nens PowerPoint siBiseTcs BeayIum mpo-
IrpaMMHBIM OOecIiedeHHeM Ui MOATOTOBKH M MPOBEICHMS 3JIEK-
TPOHHBIX Tpe3eHTalui (rpaduueckuii, MyJbTHMEIUHHBIA (aiin).
Co3pmanue mpuBJIeKaTENbHBIX, TPOPECCHOHATEHO O)OPMIIEHHBIX
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CITaiiIoB M 3JIEKTPOHHBIX Mpe3eHTanuii B PowerPoint mpoucxomaur ¢
MUHUMAJILHOH 3aTparoil ycunuit. [loMuMo OCHOBHBIX (DYHKIHH pe-
NAKTHPOBAaHHWS M pa3MelleHus ciaiigoB PowerPoint mossomnser
BKJTIOYATh B MPE3CHTANNN PA3INYHbIE aHUMAIIMOHHBIE U MYyJIbTHME-
nva 3QQEeKTh.

1.3.1 Hurepdeiic PowerPoint

JHoxyment PowerPoint HasbiBaeTcs mpe3eHTarmeil (paciiu-
penue B daiinoBoii cucreme *.ppt).

3anyck PowerPoint ocymiectBisieTcst 1o KOMaH- >
ne Ilyck => [Iporpammel => Office ==> Microsoft i ﬂ%
7u0O0 3aIlyCKOM NMKTOIPaMMBbI (CM. CIIPaBa OT TEKCTA)  iiirnsoft
JIBOMHBIM IIETYKOM MBIIIN. PaboTaTh ¢ mpuiiokeHueM PowerPaint
MOXHO, TaK)Ke 3aIyCTHB Tpe3eHTanuio (daitn ¢ pacumpenuem ppt)
u3 porpaMmbl «[[poBOAHUKY.

B otmuune ot Word u Excel, mpu HemocpeacTBeHHOM 3aIyc-
Ke (a He OTKPBITHH CYILECTBYIOIIEH npe3eHtanuu) Power Point He
CO3JIaeT HOBOTO JOKyMeHTa. il Toro, 4ToObl JoOpaThes A0 MaHenel
WHCTPYMEHTOB W MEHIO, BBl JIOJDKHBI CaMOCTOSITEIIbHO CO3/1aTh HO-
BYyIO Tipe3eHTanuto. [locne 3amycka NMpUIOKEHHsT HAa dKpaHe TOSBIIsI-
erca OKHO (pucyHOK 1.1), B KOTOpOM, €ciu Bbl HaYMHAETE€ HOBYIO
paboty (co3maeTe HOBBIM Ciaiij), AOJKHBI BbIOpaTh (uiaxok «lly-
CTyl0 mpe3eHTanmoo». [locie Haxatusi Ha KHOMKY «OK» Ha dKpaHe
nosiBisieTcs: OkHO «Co31aTh cinanay.

PowerPoint EE

—Co38aTE APESEHTAUKAD, HCNONBESYA —

r MACTER AETOCOAED¥AHHA QTHEHS |

" WABNOH NPEsEHTALHH CoeeT
ans @
HOBHYK.OE

% DyCTyi NpESEHTAUHHD MacTep
SBTOCOAEQMEHHA
NPEACCTAENAST
AEICTPRIA cnocob

@ " OTKPLITE NPE3EHTALHID £03AAHHA HOBEIX

MPESEHT ALK,

Pucynok 1.1 — OkHO «OTKpBITHE TIPE3SHTAIII



CymecTByeT Tpu crioco0a co3/1aHus MPe3eHTAIIH:

e 3anmycTUTh MacTep aBTocoAepx anus. Ha ocHoBe Bamux ot-
BETOB MacCTep CTPOUT MIAOIOHBI IPE3CHTAINH, B KOTOPHIX BBI TOJBKO
BITMCHIBa€TE€ KOHKPETHHIE JaHHEIE.

¢ BriOpaTs 11aGoH, Ha OCHOBE KOTOPOTO OYAET CO37aH HO-
BbII JOKYMEHT.

e BeiOpaTh mycTyro Mpe3eHTalnio, B KOTOPOH HeT (POHOBOTO
[IBeTa WU TpadUUeCKUX N300paKeHUI.

IMocne BbIOOpa criocoba co3manus mpeseHtarmu PowerPoint
3ampalivBaeT MakeT MEPBOrO Ciaija, BeIOUpacMblid U3 24-X CTaH-
JapTHBIX MakeToB (PUCYHOK 1.2). DTOT BBIOOpP ompenenseT Kojaude-
CTBO 3JIEMEHTOB-3AIOJIHUTENEH, TUI Ka)KAOTO 3aIlOJIHUTEISI U OTHO-
CHUTEJIBHOE PACIIOI0KEHUE DIIEMEHTOB.

Cozpate caafng |

BriGepHTE aBTOpaIMETKY:
OTHEHA |

MycToM cnafa

=

Pucynok 1.2 — Oxno «Co3aarte cnaia»

BribepeM mycToit ciaiij U paccMOTPUM TaHENW WHCTPYMEH-
TOB, HEOOXOIUMBIE J1s1 paOOTHI.

Jns ynoodctBa pabdotel B PowerPoint cymiecTByroT maHenu
HHCTPYMEHTOB. DTO TeMaTW4eCKUH Ha0Op KHOIOK - MUKTOIpamM,
BBITIOJTHAIOIINX YacTo yHmoTpeOisemMble KOMaHIsl B paboTte. Pupma
Microsoft copmupoBaia HabOpbI MaHeei HHCTPYMEHTOB U ceifuac



npexaaraer Oonee nmATHaAUAaTH mWTyK. Ha camom nmene, ecinu BbIOU-
patb Hanbonee BaKHbIE, B pab0Te HaM IMMOKa MPUTOIATCS YEThIpE Ia-
Henu (pucyHOK 1.3). JIist TOro 4To0bI MOKITFOYUTE/CIIPATATh (BBIBE-
ctu/yOparh) maHenb, HEOOXOAMMO BbIOpaTh Bum==> [lanenu wnripy
MEHTOB M Ha)KaTh COOTBETCTBYIOIME KHOIKH HANpPOTWUB TEX MaHe-
Jield, KOTOpBIE HaM HY)KHBI (pPUCYHOK 1.4).

Microsoft PowerPoint - [[pesenrauua2] M= E3
@ Faiin I'IpaBKa Euwa Bcraeka Fopmar Cepewc [NMokas cpaidgos OkHo 2 o 5'|1||

DeE G @ o - o

Times Mew Roman v 24 -

CraHjapTHas

DopmaTupoBanue
gf///////ﬂ////////g
/////Af!

DddexTsr arimMa-

PucoBanue

| nesernin~ Iy & | teroshgn- \ N IO B dl| & -E-A-=

| Cnaia 1 Hs 1 | OHOPMAEHHE N0 YHOTHaHARD

Pucynok 1.3 — O630p naneneii

,T CraHnapTHaA
|T P OpHMETHPOEIHME
Yizual Basic
Web
W arddrt
K.oraHae!
HacTpolika uaotpasteHia
FeueHzrpoeaHme
,T PucoBaHue
A NEMEHTEI YPABIEHHA
'T JPPERTEI HMFSLLMM

Hactpodika...

Pucynox 1.4 — Iloaxitouenue nanenei



Hasnauenus u cBolicTBa MaHeNeil NpUBEIEM IO TEKCTY AaH-
HOTO IIOCOOUS.

1.3.2 PexxuMBbI IPOCMOTPA MPe3eHTAIU

C nomomipl0 KOMaHJ MEHI0O BHI MOXXHO YCTaHOBUTH YETBIPE
PEeXUMa IMPOCMOTpa YISl PeKIMa PeTaKTUPOBAHS TIPE3CHTAINN U eIl
onuH — [Tokas cinaifioB — AJ14 BbIBOJIA HAa SKpaH TOJIBKO CIIaiIOB.

e Cnajinbl. DTOT pEXUM TMpeAHA3HA4YCH Uil OTOOpPaKCHUS
TOJIBKO OJTHOTO ClIaiia ¥ peIaKTUPOBaHMs, KaK TEKCTa, TaK U rpaduka.

e CTpykTypa. B 3TOM pexume Ha 3KpaH BBIBOAUTCS CIH-
COK BCE€X CJaiJI0OB M TEKCTOBBIX HAJIMCEN, pacOiI0KEHHbIX Ha HUX.
B kauecTBe Ha3BaHMA KajApa HCIIOJIB3YETCSl TEKCT, PAa3MEILEHHBIN B
obmactu 3aronoBka. CopepKMMOe TEKCTOBBIX MO3WIMK 00pasyer
ITyHKTHI CIHCKA.

e CopTUpOBIIMK cJaiiAoB. B 3ToM pexume yMeHbIIEHHbIE
M300paKeHHUs BCEX CJIAWIOB TEKYILICH MPE3CHTAIMU BBIBOAATCS OJI-
HOBpPEMEHHO.

e CTpaHuUbl 3aMeTOK. DTOT PEXHUM NPEAOCTABISET pelaK-
THPYEMBIH IPEIBAPUTENBHBIA IIPOCMOTP 3aMETOK AOKJIaT4ukKa. [[ns
KaKIOro claiia co3gaercss OTAENbHAs CTpaHMIA 3aMETOK. 3aMETKH
BBOJIATCS B 00J1aCTH, PACHON0KEHHBIE TTO]] CIaiI0M.

e IToxa3 c¢naifioB. DTOT pexUM BaXeH A NPOBEPKU U
MPOBEICHHUS NPE3EHTALi, HO B HEM HEBO3MOXKHO PEIaKTUPOBATH
CJIalIbl.

PexumM nmpocMoTpa MOKHO TakKe BBIOMPATH € TOMOILBIO I1si-
TH KHOIOK, PacIoJIOKEHHBIX B HIDKHEM JIEBOM YIiy okHa Power-
Point, ciieBa OT MOJIOCHI IPOKPYTKH.

BEQRET

HeoOxomumblii peskuM TPOCMOTpa YCTaHABIMBACTCS IIEITY-
KOM Ha COOTBETCTBYIOILIEN KHOIIKE, a IIETYOK C HAXaTol KJIaBUIIel
«Shifty BbI3bIBaeT MacTepa HACTPOMKH Pa3aTOYHBIX MaTEPUAIIOB
JUTSL 3pUTENEH.

1.3.3 Oo0nexTnl PowerPoint
IIpesenrammsi coctout W3 Habopa claigoB, KOTOpHIE, B
CBOIO OYepellb, CO3JA0TCS U3 COBOKYITHOCTEH 0ojee MENKUX 00b-
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eKTOB: TEKCTa, PHCYHKOB, KJIUIOB, 3BYKOB. CXEMaTHYHO 3TO BHI-
raguT Tak (pucynok 1.5). B OynymieM, oOmgymbIBasi MpOEKT Tpe-
3CHTAIMK, HEOOXOIWMO BBIACIHTH B HEM (parMeHThl (0OBEKTHI),
KOTOpBIE OyAyT peaqr30BaHbl MOCPEICTBOM OJHOTO M3 YETBIpEX
BO3MOYXHBIX BAPUAHTOB HM)KHETO YPOBHS PUCYHOK 1.5.

IIpe3enTanus

Craiig 1 Cnaiig 2 Cnaiig ...

Tekcr Pucynok Knun 3ByK

Pucynox 1.5 — Uepapxuueckuit Habop O6bextoB B PowerPoint
Crnaiim — ¢parMeHT TNpe3eHTalud, B TpPeaenax KOTOPOTo
MpoOu3BOMUTCS paboTa HaJ ero oobekTamu. B Tabmuue 1.1 nmpusene-

HBI TapaMeTPBbI, MOJJIKAIINE HACTPOUKE.

Tabnuna 1.1 OcHOBHBIE TapaMeTpHI MPE3CHTAINH

Mapametp Ha3nayeHue mapamerpa
Mo0XHO U3MEHSTH IMyTEM YCTAaHOBKH I1a0JI0-
Bun dona Ha. SIBnsieTcsl e AMHCTBEHHBIM JIJ1s1 BCEH Tpe-
3CHTAlUHN

MoXHO U3MEHTH (IIMpoKas nanutpa). B

LBer ¢pona N
npeiesiax OJHOTO CIaliaa N3MEHSATh HeJlb3s

XapakTepusyeT BU3yalnbHbIH 3 dexT mepe-
Bun nepexona X0Jla OT OJHOTO claia K Apyromy (1o KHOIKE
WJIH aBTOMATHYECKH)

Hannawme/oTcyTcTBHE 3ByKOBOTO COMPOBOXK-

3ByK

JeHUSA
OddexTsr  aHH- OOBEKT MOXKET TIPHIICTATh, TIOSBIIATHCSI, HC-
MaIuu 4e3aTh | T.11.
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OOBIYHO MPH TOATOTOBKE MIPE3CHTALIMN PabOTy MOYKHO pa3-
OWTH HA HECKOJIBLKO ATAIlOB:

e Co3znmanwme (oHa.

e Co3niaHue TeKCTa.

e BcTaBka pUCYHKOB.

e HacTpoiika aHuMaIuu Tekcra.

e Hacrpolika aHMManuu pUCYHKOB.

1.34 Co3nanne ¢pona

Hns co3manus ¢dona Hamo BeIOpaTh PopMar—>liBeToBas
cxema ciaiina. 3aech Bl MOkeTe TOMEHSITH 1[BETa JUIsI CTAHAAPTHBIX
CXeM CIIalIoB (3aroyioBKH, TeHH, (oH U T.1.). Ecim mocie 1BeToBoit
HACTPOHKU HaxMeTe KHONKY «IIpumMeHHTs KO BCcem», TO BhIOpaHHas
cxema OyIeT mpUMeHEeHa KO BCeM ciaijaM Mpe3eHTallH, B CIydae
BbIOOpa KHONKH «IIpMMEHUTH» cxema NPUMEHSETCS TOJIBKO K OJHO-
My «aKTUBHOMY» cilainy. llBeToBas cxema akTyajbHa AJISI IEJIOBBIX
MPe3eHTAlNH, B KOTOPHIX BCE CIIANbI JIOJDKHBI HMETh OJIMHAKOBYIO
CTPYKTYPY U COOTBETCTBEHHO OJIMHAKOBYIO CXEMY.

YroOrl co3maTh equHoe OQOpPMIIEHHE CIIaiiioB, MOXKHO HC-
MOJIb30BaTh HIA0JIOHBI W3aiiHa, BhIOpaB komaHny: ®opmar=Ilpu-
MEHUTH 0(hopMIICHHE PUCYHOK 1.6:

Tpurenym ogoprnetme [7]

Danka: I[:] AMzafiHE NPE3EHT ALHA j Q %I

:

T BesmaTasmocTe - Loren Ipazn

BonoscpoT 2 &I

[T Beicokos: HanpaxeHHe = ¢ D sicamn mmmsws odgisiog sl Oron

& Fancry 3 i _ otwe |
S - borare abh oisncd

L] Merel ————

] My - = i
-

] MeTeop . T

] Necpan neva 2 =

TMHICAHTHEI -

] MpodisccnonansHeiii = =

HaifTH dhafinel, OTEEYSHLHE YENOBHAM:

A thakina: I | TekctjceodicTeo: - HaFth
T dhaiinos: [ iafinome npessHrauii 7| Aavavemereria:  [mofioe epewa - Céipoc

|Haﬁne»—<n Bafinoe: 17,

Pucynok 1.6 — ITanens [Tpumenuts Opopmienne
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B stom okHe Bbl Moxere BbIOpaTh J1000€ OQopmIiIeHHE
cinaiina (amp00oM, MeTeop, TPOIuKH U T.1.). Eciu Bam xouetcs odop-
MUTh (OH citaiia nBeToMm, Beibepure: @opmar—=>®DoH (pucyHok 1.7).

PoH |

~ 2anvera dona MPHMEHMTE: KO ECEM |

| NpHMEHKTE I

’ Saranoeak;
« TeKCT OTHEHA |

OKHO npocMoTpa

e

3aJIMBKH

Br16op 3anmuBku

[ McknrounTe doH ofipasua
cnana

Pucynok 1.7 — Ilanens ®oH

Jns HacTpoiiku (oHa BBIIEIWTE OKHO BBIOOpA 3aJMBKHU
ciaiija, HaxoJsIIeecs HUXKE OKHAa ero mpocMoTpa. Jlambiie BBIOH-
paiite camu:

1. B OKHe MOSBISIOTCS CIIOCOOBI 3aJIMBKU:
o JlomomHUTENBHBIC I[BETA (3[1ECh BBIOMPAETCS CIIONTHON
BHI 3aJTUBKH).

o CriocoObI 3aMBKH (BHIOUPAETCS BUJI 3aJIUBKU: TPaJIHEHT-
Hasl, y30p, TEKCTypa, PUCYHOK).

2. BriOepuTe HYXHBIH CIOCO0 3aHBKH.
3. Bwibepute «lIpumenuts» nnn «lIpuMeHHUTE KO BCEeM».

4. Ycranosure ¢uaxok «Mckiarounts o odpasiay, To-
ria (oH, yCTaHOBIIEHHBIA paHee CHUMAETCH.

PaccmotpuMm paboty ¢ rpagueHTHOW 3ainuBKoH. Kakmomy
BHJly 3aJIUBKH COOTBETCTBYET COOCTBEHHAs BKJIajgka. Bo BKiagkax
MOKHO BBIOPATh HECKOJIBKO CITOCOOOB 3aIMBKH (PUCYHOK 1.8):
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EETTE H

TekcTvpa I ¥30p | PHCYHOK |
Ok

LeeTa

QTHEHA |
' anH useT

" apauseTa

" zaroToBka

THM WTPMXOEKH o rBapHaHTel
" COpM30HTaNEHEA
' BEpTHIANEHEA

" aMaroHaneHaa 1

; ore ..

Ofpaseu:

w3 yroa

ot ugnTpa

Pucynoxk 1.8 — ITanens 3anueka ekiajka [ pagneHTHas

e OauH 1BET (TyT Bbl MOXKETE€ YCTAHOBHUTH €0 HACHIIICH-
HOCTB TIPH ITOMOIIIH TTOJIOCHI IIPOKPYTKH).

e /lea mBeTta (37eCh YCTAaHABIMBAETCS WHTCHCHBHOCTH JIJIS
Ka)KJIOTO I[BETA).

® 3aroToBKa.

ITociie BeIOMpaETCs OJMH M3 IIeCTH THIOB IITPUXOBKH, a B
KaXXIOM €CTh 10 YEThIpe Pa3IMYHBIX BapuaHTa, BOT TJEe MOXHO IO-
JM000BATHCS PayraMH IIBETOB!

B xone paboter Bam Takke MOXXeT OBITh IPEIJIOKEHO He-
CKOJIBKO BHJIOB TEKCTYPHI U y30pa (pucyHok 1.9):

14



3anueka [7]x] 3anueka [7]x]
TpaavenTHaR fT_ch__j_'vE__a§| waap | Prcyros | Tpaanenthas | Texcrypa | ¥aop | Prcyror |

OK

— x| - o |

OTmeHa

OTmeHa

Obpazey; Ofipase:

Apyran TeKCTYP. .

Pucynoxk 1.9 — IIpumeps! naneneit TEKCTypa U y3op

Ilocnme BBIOOpa Hyx)HOro Bam crmocoba 3ammBKH, MOMKETe
MIPOCMOTPETH Pe3ybTaT U YKa3aTh, KAKYIO BBIIIOJTHUTH KOMaHTy
«IIpuMeHnTh» win «lIpuMEHUTH KO BCEMY.

1.3.5 Haoop, co3naHue TeKcTa

B Power Point g Texkcra Bcerma HOMKHO OBITH OTBEIEHO
MecTo. TekcT MOXKHO BBOIUTH TOJBKO B IOJISL JUIS BBOJA TEKCTa,
HA/IITMCH WM aBTOQUTYPBI, HO He TPsAMO Ha (OH ciaiaa. 3/1ech ecTh
1Ba CITydJast:

1. Ber pabortaere B TOTOBOM (BBIOpaHHOM) MIabJOHE, T
YK€ €CTh TEKCTOBBbIE OOBEKTHI (3TO T€ OOBEKTHI, B KOTOPHIE MOYXHO
BCTaBUTH TEKCT).

st Toro 9ToOBI BBECTH TEKCT, HAJ0 HAWTH TEKCTOBBIA 00B-
eKT U TOCJIe IIEeNYKa MBIIIbI0O BHYTPU OOBEKTa BBECTH TEKCT. llpm
Habope TeKcTa Toje, B KOTOPOM HaOHpaeTcsi TEKCT, oOpamisieTcs
MITPUXOBOM JIMHUEW W BBLIEISIETCS MapkepaMu (MaJeHbKUMHU KBajl-
paTukamm):

1

[ n ]

Tpamep Odopmnenns|

[mans men)

JIaHHBII1 pEeXUM CHTHANIM3UPYET O BO3MOXKHOCTH BBOJA H
penaktupoBaHus TekcTa. CICTYIONINH PeXUM, ¢ TOUYSTHOW INTPHU-
XOBKOH, MO3BOJISIET paboTaTh ¢ caMuM 0OBeKTOM. UTOOBI BOWTH B
3TOT PEKUM, O0BEKT HaJIO0 BBIACIUTD. J{JIs 3TOro OK0JI0 00BEKTa
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(TekcTa, pUCYHKA W T.I.) JOOMTBHCS, YTOOBI KYpCOp M3MCHHJICS Ha

, 1 HAXXAaTb JICBYIO KHOIIKY MBIIIH.
[

IIpumep Odopmnenns

&

JIaHHBII peXuM IO3BOJIAET:

® U3MEHATH pa3MepHI (37eCch yKa3aTellb MBI HaBOAUTCS Ha
MapKephbl, KOTOpbIe MPHMHUMAIOT BH CTPEIOK + ™ ¥ jyc
MTOMOIIIBIO JIEBOU KHOITKY MBIIITH H3MEHSETCS pa3Mep);

® [IepeTaCKUBaTh OOBEKT (37€Ch YKa3aTelb MBI HABOJUTCS
Ha IITPUXOBYIO JIMHUIO BHE MApKEPOB, YKA3aTENb MBI U3MEHSET-

Csl Ha KPECT C HaIlPaBJICHHBIMU KOHLAMH . [leperackuBanue ocy-
LIECTBIISETCS TAKXKE C TIOMOIIBIO MBIIIH);

® yIaaTh (OOBEKT BBIACISIETCS M HAKMMAaETCs KHoMKa «Dely
KIJIABUATYPHI);

® KOIMMMPOBAHUC, BEIPE3aHNEC, BCTABKA.

Br1 pabotaete B mycToM crnaiine, rie HET TEKCTOBBIX 0OBEK-
TOB. /{711 TOTO YTOOBI X CO3AaTh, UCIOIB3YETCA MaHEIh HHCTPYMEH-
ToB «PucoBanme», ecnu ee HeT y Bac Ha skpane, To oToOpasuTe na-
HEJlb.

J,ﬂ,eﬂcmnqv % c-,

AETOdMIYEEl » ™ Dg‘|g'i'&'f

ﬂaHHaH MaHCJIb MO3BOJIACT pUCOBATHL U CO3/1aBaATh coOCTBEH-
HBIC PUCYHKHU. I[J'IH TOT'0 YTOOBI BBECTH TCKCT, HAAO0:

e BrIOpaTh HA MMaHEeNI PUCOBAaHHS KHOTIKY

L HepeHeCTI/I KypCOp Ha cnaﬁz[ B HY>)KHOC MCCTO U HICIIKHYTb
MBIIIBIO, 6o NepeTaluTh YKa3aTeClib 10 AWAroHajliu MpsAMOYTOJIb-
HHUKa B HY’>KHOM HaIlpaBJICHUU.

e Jlanpie HEOOXOAMMO BBECTH TEKCT C KJIaBUATYphl. MOXKHO
W3MEHHUTh Pa3Mepbl OOBEKTa MO KEJaHWIO, YCTAaHOBHTH OOBEKT B
HY>KHOE MECTO.

B ominumne oT nMKTOrpamMmsl , Ipyrue OOBEKTHI, HAIPH-

Mep 1 DL MO3BOJISTIIOT BBECTH TEKCT BHYTPH (DUTYPHI, TTyTEM BBI-
00pa B KOHTEKCTHOM MEHIO KOMaH/IbI «J{00aBUTh TeKCT». OcTalbHBIE
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KHOTIKY TIaHEININ 33J1al0T OTOOpaKeHHE 0OBbEKTOB: TCHD, 00HEMHOCTb,
BHJIBI CTPETIOK, TONIIUHA JUHUH, UBET U T.J.

e BripaBHHBaHNE OOBEKTOB 110 JIMHUSAM TPUBS3KY.

Power Point mpeaocTaBisieT MOIb30BATEIAM JIMHUK MPUBS3-
ku. JlaHHBIN pekrM OCOOCHHO TOMOTAeT BU3YallbHO WUJIM aBTOMATH-
YEeCKH BBIPABHUBATH MOJIOKEHHE HECKOIBKUX 00BheKTOB. Eciu nmuHum
TIPUBSI3KA OTOOpPaKEHBI, TIPH IMEPETACKUBAHUM OOBEKTa BOJIW3H OT
ATUX JTMHHIA €r0 YToJI WiIU HEHTP (TO, 4TO OJIMKE) BEIPABHUBACTCS TI0
Oonmmxaiimeit uauu. OTOOpaXCHUE JMHUN TPUBS3KU BBIMOIHICTCS
komannoit Bun—>Hanpapnstomue. Kaxyro TUHUIO NPUBI3KA MOXK-
HO NEPEHECTH WU yAAIUTh, COOTBETCTBEHHO MEPETALLUB €€ B HYXK-
HOE MECTO WJIHM 3a TpeAensl ciaiimga. UtoObl co3aaTh HOMOTHUTEh-
HYIO JIMHHIO, yaepxkuBaete «Ctrly mpu meperackuBaHUM OIHON M3
OmKalIuX JTUHUKA OT MecTa co3laHusi HOBOW. UTOOBI CKpBITH JIH-
HUU TIPUBSI3KA, UX HEOOS3aTENbHO YIANATh, MOKHO TIPOCTO OTKIIO-
YUTPH WX, TIOBTOPHO HaOpaB koMaHay Bua—>Hamnpasnsromue.

1.3.6 BctaBka puCYHKOB

Paznnunble M300paKeHUs! SBISIOTCS HEMPEMEHHBIM aTpHOY-
TOM 000 mpe3eHTanmu. Mx 3¢pdekTnBHOCTL 3aMeTHO BO3pacTaer,
€CJIM ayJMTOpPHsI OYCHB BEJIMKA M CI1a00 3HAKOMa C M3JIaraeMbIM Ma-
TEPHAIIOM.

Jlnis BCTaBKH pUCYHKa HEOOXOAUMO:

1. BwiOpath MeHrO BeraBka, qanee BHIOpaTh:
o [Tynkt PucyHok (ecnu XOTUTE BCTaBUTh PUCYHOK M3 MPEJ-
JlaraeMoro Habopa).

o [Tynkr U3 (aiina (eciu XoTuTE BCTaBUTh COOCTBEHHBIH pH-
CYHOK WJIM yKa3aTh MECTOIOJIOKEHHE Tpadudeckoro daiiia).

2. YcraHoBHUTE HEOOXOIUMBIC pa3Mepbl KAPTUHKU U TIOME-
CTUTE €€ B HY)KHOM MecCTe claiia (3TH olepariiy aHaJOTHIHBI Ma-
HHUITYJISIIFSIM C TEKCTOBBIMH OOBEKTaMH (CM. TIPEABIAYIITNHN ITYHKT)).

1.3.7 Hacrpoiika aHUMAIIMU TEKCTA
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B mensix cozmanus >3QQPeKToB aHUMAIMU Il TEKCTa MOXHO
BOCIIOJIb30BaThCsl MaHENbI0 D((EKTh aHUMAaIMK, B KOTOPOW BBHIOH-
patoTcsi craHmapTHble 3 (EeKTh: MHUITyIas MalliHKa, BeIOpachIBa-
HHe, Ja3zepHbId 3(h(deKT, 0OpaTHBIA TOPSIOK IOCTPOSHUS TEKCTA.
O¢ddexThl, MOMEIICHHBIE B TEKCT, COMPOBOKIAOTCS CTaHIAPTHBIMU
3BykaMu. UTOOBI HACTPOUTH TEKCT, HAJIO BBIJCIUTH €O M HA MaHEIH

O¢ddexThl anHManuy BEIOpaTh KHONIKY HacTpolika anumanmu i .Ha
KpaHe mosiBUTCs OKHO (pucyHok 1.10).

HacTpofika aHHMal WK

MopAAok SHHMMALHK K

*

il

OTHMEHA

MpocMaTh

Bpera I3cbcbeKTb| | ek TE B AHATpaMMaX I MapaMa Tkl BOCNROHIEEASHHA |

OfterThl 623 AHHMALHH — BHHMALHA

. EEIKNHOYHTE

o Mo WenYKEY MelWwk

" 2ETOMATHYECKH, Yepes

I E CERyYHA nocne

Npe AB AYWETD coBkITHA

Pucynok 1.10 — Ilanens Hactpoiika anumaunu

Jns HacTpoMKM aHUMAIIMK BBITIOJIHUTE CJIEIYIOIIIEE:
1. B cmucke 3¢ dexThl BIOEpHUTE HYXHBIH 3 deKT.

2. B mosBuUBIIEMCS CITUCKE BEIOEPUTE HYKHBIH 3BYK, CO-
MTPOBOXKTAIOIIHI AP DEKT.

3. B crmcke nocie aHUMalluu YKaXUTC Ha BLI60pZ HCT,
CMCHUTD LIBECT, CPATATh, CIIPATATDH IO HICITYKY.

4. B oxne «llosBlieHME TEKCTa» MOYKHO yKa3aTh: BCE, 1O
ciioBam, 1o OykBaMm, 1o ab3anam, B 00OpaTHOM MOPSIIIKE.
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5. Bo Bkiaake «Bpems» ykazaTh MO MIETYKY WIU aBTOMa-
TUYECKHU.

6. B oxkne ((HOpHI[OK AdHUMalrn» MOKHO YKa3aThb MOPAAO0K
MOSIBJIIEHUS OOHEKTOB IIpU MMOMOIIHU CTPECJIOK BBEPX U BHUS.

Ecnu Bol yctanoBunm He TOT 3¢ (eKT, TO ero MOXKHO B JIfO-

060e BpeMsi OTKOPPEKTUPOBATh, HAKAB KHOMKY ™ | M MCHpPaBUTH HA
HyXHBIHA. J{7151 BBIOOpa HECTAaHAAPTHOTO O3BYYHBAHHS B CITUCKE TIO]
Ne 2 BriOepure «lpyrue 3ByKu» U yKa>KuTe UMsI 3BYKOBOTO (paiina u
ITyTh K HEMY.

1.3.8 Hacrtpoiika aHUMaNMU PUCYHKOB

IIpu momomu neBOM KHONKM MBIIIM BBIJEIUTE KapTHUHKY.
Haiee, Ha manenu «OPGHEKTh aHUMAIIMNY», BEIOEPUTE HEOOXOIUMBIH
ad ekt mubo kHOMKy «HacTpoiika aHumarum». AHAIOTUYHO IaH-
HYIO ITaHEJIb MOKHO BBI3BaTh uepe3 «KOHTEKCTHOE MEHIOM.

HacTpolika puCyHKOB BBIIIOJIHAETCS TaK K€, KAK U HACTPOMKa
TEKCTOBBIX 00bekTOB. Haxas kHomky «[IpocMoTp», MOXKHO mpo-
CMOTPETh NMOPSI0K aHUMALIUH [T OTHOTO cliaija.

3amyck M IPOCMOTP Claiiia OCYLIECTBIJIIETCSI O KHOIIKE
«IToxa3 cmaiinosy, mubo menio «Iloka3s ciaimoB»—> «Hauats mokasy.

1.3.9 [lobaBnenue caaiiga

Mpbl yxe HaydWwIMCh CO3/1aBaTh OJWH ciaiig. [ns co3pganud
BTOpOro (HOBOTO) claiiia Hy)KHO BBIOpaTh Ha CTAaHIAPTHON MaHEIH
kHONKY «Co3maTh ciaii» WM yKa3aThb B IJIABHOM MeHIO Bcras-
ka=>HoBblii cnaiig. Jlanee, kak y»xe pacCMaTpuBaJIOCh PaHEE, HYXKHO
yKa3aTh BUJ Claliia ¥ IPUCTYIHUTD K €70 0(OPMIICHHUIO.

Co31aB HECKOJIBKO CIAMIOB, KPOME HEMOCPEACTBEHHOTO I1e-
pexoaa OT OJHOTO K APYTrOMY, CYIIECTBYET BU3yallbHOE O0(OpMIIeHHE
nepexoia MexXAy CllaiiaMu.

Hnst BbiOOpa 3TOW (QyHKUMM Hamo HaxkaTb: Ilokas crnaii-
nos=Ilepexon cnaiina (pucynok 1.11).
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MNepexon cnafpna EHE
- ST MPHMEHHTE KO BCEM |

(PHMEHHTE

CTMEHA |

MpAMOYroNEHHE EHY TPE ﬂ

" meanenHo O cpeaHe ) GricTpo

—MNpoABH¥EHHE — [ 3BYK
V¥ no LLLE N4y IAnnD.ﬂMcmeHTbl j
¥ aEToMaTHUECKKH NoCne ™ HempepriEHo
|5| CERYHA

Pucynok 1.11 — Ilanens [lepexon ciaiina

B okHe ykaxute Bua nepexoqa. B okHe DddekT yxe OynaeT
ykazaH 3¢¢ext. B rpynne IlponBukeHue ykakuTe NpOIBUKEHHUE
cllaiija: aBTOMaTHYECKH WM MO IIEeT4Ky. B rpymnme 3ByK yKakKHTe
HYXHbIH 3ByK. Tenepp Haxxmure KHONKY «IIpumeHuts» mnu «lIpu-
MEHHUTH KO BCEM» M MOXKHO 3aITyCKaTh MPE3EHTAINIO Ha IEMOHCTpa-
LUIO.

1.3.10 Kuonkwu ynpaBjeHust

Jli1st HaBuraluu 1o npesenraiun PowerPoint npexnocrasiser
Ha0Op YMPAaBISAIOMNX KHOMOK. OT0 3(pPeKTUBHO NpU U3yYCHUU Ma-
Tepuana, IOKa3e KapTHMHHOW Tajeped, anbooma ¢ororpaduil.
Hanpumep:

e [Iepexon K ciedyromeMy claisy.

e [Iepexon K mpeAbIIyIIeMy Clainy.

e BrIxo/ U3 npe3eHTaluH.

¢ 3BYKOBOE CONPOBOXKICHHE.
Ji1st co3aanusi KHOIKH BBITIOJIHUTE CIIEAYIOIIEE:

1. Breibepure Iloka3s crmaifioB= Y npaBisioniue KHOKH.
2. Bribepure HY)KHYIO KHOIIKY B IIpejiaraeMoM Habope.

20



3. YkaxuTe pa3Mepbl KHOIKH TP TOMOIIH MBIIITH.

4. Ha manenu Hactpoiika meiictBus BeiOepuTe BKiIaaky Ilo
LEeNYKy MbIIH Wik 1o ykazanuro MbIim.

5. VkaxuTe BHJA THUIEPCCBUIKU: CICAYIOIIMA Claln,
OpeAbIAYIUHN cinait, ciaia Ne u T.11.

6. Bwmecro mepexoja MO THIIEPCCHUIKE MOXKHO BBI3BATh
moOyIo porpaMMy, ykazas ee B 0030pe (depe3 HakaThe Ha KHOIKY
«O0630p»).

7.Hacrpolite 3ByK, COITPOBOKIAIOLIMI JEUCTBUE IIPU NIEPEXOJIE.

B pexxume npocMoTpa nmpe3eHTauny, NoaBeAs Kypcop K oJi-
HO M3 KHOTIOK, CTPeNIKa M3MEHHUTCA Ha yKazatelns (pyka). HaxkaTtue
JIEBOU KHOIIKM MBIIIH BBI30BET HACTPOEHHOE Bamu nelictBue.

CoBeTbl: IpU UCIIOIB30BAHUN KHOIIOK HEOOXOIUMO OTKIIIO-
YUTh aBTOMAaTUYECKUN nepexo ciaioB. KHONKU KOoNmUpyroTCcsl BMe-
cTe ¢ X QyHKIUIMU.
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2 HcnoabzoBanne MS Word s npencraBiieHust
pe3yiabTaToB padoThl

2.1 lleab paboThl:

1) Wsyuuth comepxkanue Temsl «Mcmonap3osanne MS Word
JUTSL TIPEJICTABIICHHS PE3yIbTATOBY

2) Hammcanue HaydHOTrO MOKJIada Mo Teme «MHUKpOIJIeK-
TPOHHMKA U TBEPAOTEIbHAS JJICKTPOHUKA», MPECTaBIIC-
HUE pe3loMe

3) IlpeacraButh COOCTBEHHOE PE3FOME M HAYYHOT'O JOKJIa-
na.

2.2 Ot4er

OtueT no AaHHOU paboTe AOJIKEH COACPKATh

Pesrome muist yerpoiictBa Ha paboTy.

Joxuaz mo Hay9HO# TeMaTHKe (BO3MOXKHO TI0 TeMaM Kypco-
BBIX paboT, JUILIOMA).

2.3 Conep:xkaHue TeMbI

OGiiee Ha3BaHKUE MPOrPAMMHBIX CPEJCTB, MPEIHA3HAYCHHBIX
JUISL CO3/IaHMsl, PEJAKTHPOBAHUS W (DOPMATHPOBAHUS MPOCTHIX MU
KOMIUIEKCHBIX TEKCTOBBIX IOKYMEHTOB, — MEKCHOBble NPOYECCcopbl.
B Hacrosiiee Bpemsi B Poccun HanbouibIlee pacipoCcTpaHeHHE HMEET
TekcToBbIi Tporieccop Microsoft Word. Microsoft Word mossossier
CO3/1aBaTh JOKYMEHTHI Pa3IMYHON CIIOKHOCTH: OT 3JIEMEHTApPHBIX
3asBICHHUN [0 MyOMHMKaIMii, 3aHUMAOLMX MHOTO CTpaHuIl. Taxke,
Oiarogapsi BCTPOCHHOMY Ipad)HuecKOMy peaakTopy, MOXKHO CO3/a-
BaTh XOPOIIO O(OPMIICHHBIEC TIO3/IPABUTEIBHBIC OTKPBITKH, BU3UTKH,
NpHIIIANIEHNs, TMChMa U T.J. 3/€Ch BbI y3HA€T€ OCHOBBI, KOTOPbIE
nomoryT Bam co3maBath M meuyaraTth CBOM JIMTEpPATYpHbBIC TPYIbI, a
MOXKET OBITh 3TO OyAeT HA4YaJIbHOH CTYNEHBKOW K BEpIIMHE H3/a-
TEIBCKOTO JIEa.

2.3.1 Hureppeiic Microsoft Word

Kak Bcerga, HauHeM ¢ 03HAKOMJIEHUSI C BU3yaJIbHOM 4acThIO
mporpaMmMel. Paccmotpum comepskumoe okaa Microsoft Word, ee
OCHOBHBIX ITaHENCH, KOMaH]l, MEHIO HACTPOCK.
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IIpu mepsom 3amycke Microsoft Word mosBistercst okHO,
n300paxkeHHOE Ha prcyHKe 2.1, Ho mockonbky Word obnanaer Gora-
TBIMH BO3MOKHOCTSIMH HACTPOMKHM MOJIb30BaTEIbCKOro MHTEpdeiica,
MOATOMY Ha BallleM KOMIIBIOTEPE OKHO MOXKET HEMHOTO OTJIMYAThCS.
OCHOBHBIC KOMIIOHEHTBI OKHa OTMEYCHBI MOSCHSIOIIUMU HAJITUCS-
MH.

CTtpoka 3aro/10BKa BBINOJHSACT OCHOBHBIC (DYHKIMHU, KaK H
y apyrux npwioxenuii OC Windows. B ctpoke MeHtro (cripaBa) mpu-
CYTCTBYIOT «KHOIIKM YIPABJICHUS OKHOM», OHHM BBITJISIIAT TakK XKe,
KaKk M B CTPOKE 3aroJioBKa, HO HMMEKOT Jpyroe HazHa4yeHHe. JTO
KHOIIKH YIPaBJICHUSI OKHOM JoKyMeHTa. Cleayer pa3iuyarh MOHs-
THUSI «OKHO JOKYMEHTa» M «OKHO MPUKIAHOM IPOTPaMMBbD».

CTpOKa 3arolioBKa KHONKA YNpaRIecHAA
CTpoEa MEHIO MOKYMCHTOM

W Miciosoft Word - 04 ucHmeTexn_M_2_0_00

") @san Npascs Bua Borasxs FPopmsr Cepews Tstmais MathTyps Oxro 2 18] x|
— DS EHNSRY | LB o (e ADEE S B[q o - |
L Otermei “TmeshewkRoman =10 - X K W EE=E=EisEEQO-2-A-

[x] q-xlu-z-J..‘;.-s-.-s-.--y.-s-.-la---w--11-._ z]

HHeiika

Tlonochl MPOKPYTKH

L
.naea-2. + -‘MICROSOFTWOHRD{

=|ef=]=]4] 3

[Tepmn- Iy G| teosppn- \ w OO E 4 &-Ll{a-===8glzwe

cplz  Paan 2/65 |Ha 1,6cm Cr 1 Kond o4 o) EAT Fa [ B3 4
| Kromen BR0Gpa pexnMa KHONEA nepexoa

|__ Tlamenw MACTPYMEHTOR

Pucynok 2.1 — Ogso nporpammi Microsoft Word

OxkHO AoKyMeHTa — 5TO dYacTh okHa Microsoft Word, B
KOTOpPOi1 oToOpaskaeTcsi 1 00padaThiBaeTCs JOKYMEHT.

OKHO NPHUKJIATHOW MPOrpaMMbl — 3TO OKHO aKTHBHOTO
npuitoxkenus (B JaHHOM ciiydae peaakropa Microsoft Word). B Hem
oTOOpakaeTcst MEHIO U paboyasi 001acTh ¢ OKHAMHU JJOKYMEHTOB. DTO
OKHO SIBJIsIeTCsl 00bI9HBIM OKHOM WiNAOWS—TIpHIiIokKeHH s, ¢ KOTOPBIM
BHI yike 3HaKoMbl u3 1. OC Windows.

Eciu OKHO IOKyMEHTa HaXOJHUTCS B MOJHO3KPAHHOM COCTO-
SIHHH, TO €r0 PAMKHU M CTPOKA 3ar0JIOBKA CIIMBAIOTCS C COOTBETCTBY-
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IONUMH 3JIEMEHTaAMH OKHA MpOTpamMMbl. AHAIOTUYHO, KaK U C MPH-
JIOKEHUSIMH, PACKPBITHE OKHA MOKHO BBITIOJIHUTH JABOMHBIM Ha)KaTH-
€M MBI Ha CTPOKY 3arojoBKa OKHA JOKYMEHTA, a MOKHO HaXKaTH-
€M COOTBETCTBYIOIINUX «KHOTIOK yIPABICHUS JOKYMEHTOM.

MuorookonHasi opranmsaims Microsoft Word mosBomnser
OJHOBPEMEHHO paboTaTh ¢ HECKOJBKUMH JOKYMEHTaMH, KaXKAbIH U3
KOTOPBIX PACIOJ0XKEH B CBOEM OKHE, YTO TO3BOJSET HATJSAHO H
OBICTPO MOJIB30BATENIO MEPEHOCHTh MH(OPMAIMIO U3 OTHUX AOKY-
MeHTOB B Apyrue. [Ipu BBeaeHUN U PeJaKTHPOBAHMH TEKCTA MOJIB30-
Barenb paboTaeT C aKTHBHBIM JOKyMEHTOM. [l mepexoma K OKHY
IPYToTo JOKYMEHTa HEOOXOIUMO INENKHYTh Ha €ro UMEHU B MEHIO
OKHO (MEHIO COJICPYKUT HECKOJILKO KOMaH/I JUIsl Pa0OThl C OKHAMHU U
CIUCOK OTKPBITHIX JOKYMEHTOB Ha TEKYIIHMH MOMEHT, U3 KOTOPBIX
TOJIBKO OHO MOXKET OBITh aKTHBHO).

Kaxxapiii TOKyMEHT COCTOMT U3 CTpaHuIl. UTOOBI IPOBOIUTH
HABUTAIHIO [0 CTPAHHILIAM, UCTIONIB3YIOTCS MOJOCH TIPOKPYTKH.

IHosochl MPOKPYTKH (BEPTHKAIBHAS W TOPH3OHTAIbHAs)
MpeIHA3HAYEHbI IS MepeMEeIeHNs 10 TeKCTY B OKHE pelaKkTopa o
BEPTUKAIM M TI0 TOpH30HTAIH. [lepeMenieHre 1Mo JOKYMEHTY C HC-
MOJI30BAaHUEM JIMHEEK IPOKPYTKU OCYIIECTBISETCS C ITOMOIIBIO
MBIIIIH.

Ilepemenienre okHa Ha OJHY CTPOKY BBEpPX

[lepemenienne OkHa Ha OJJHY CTPOKY BHU3
Ilepemernienre OKHa BIEBO

IIepemenienue okHa BIIpaBo

IlepemenieHre OKHA B HAIIPaBJICHUH CABHTa
NPSAMOYTOJIbHHKA (OEryHOK)

[epemerienne okHa Ha OJJMH 00BEKT (CTpa-
HUILY, PUCYHOK, TaOJIHITY | TIp.) BBEPX

[Tepemernienre okHa Ha OMH OOBEKT BHU3

] M MR D

Br160op 00bekTa mepeMerieHus
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Ecnu BaM HEJOCTYIHBI TOPU30HTANBHAS MM BEPTHKAILHAS
TOJIOCHI TIPOKPYTKHU MJIM CTPOKA COCTOSIHMSA, BhIOepUTe koMaHy Ila-
pameTpbl 3 MeHIO CepBUC, IIEIKHUTE HA BKJIaaKe Bun u ycraHoBuTe
(b1ax0K (TaJI0UKy) Y COOTBETCTBYIOIIETO MapaMeTpa (pUCYHOK 2.2).

Napamerpu EHE
KcmpagneHna l Monb30EaTEn: l COBMECTHMOCTE ] PacnanoxeHne l
Bra l QbW He ] Mpaska l MeqaTe l CoxpaHeHHe ] MpaeonHcadHe l

MapaMETpEl PEXHMA PaSHETEH
MokasbiEaTe

I rpatmdeckre o6 bekTE [V BELAENEHHE LEETOM
™ npHEAzKY 0B LEKTOE [~ zaknaakn

™ rpaHmuel ofinacti TekcTa [ koAl none#

[ nycTele parcm pHOYHKOE 3aTEHEHKE NONEH:

I SHHHAUHA TEKCTS Mpk EELAENEHIM e

v ECMNNBIEAHIWHE NOACKaZKH

Hene4ataemele cHMEONEI

[ cmEone TaBynaukK [ mMarkke nepeHock!
[ npofiens [ cEpBITRIFA TekoT
[ cvmeonel abzaues [ ece
CKHO
¥ cTpoka cocToAHKA [¥ ropHsOHTaNEHEA NONOCE MPOKEYTEA

¥ BEpTHKANLHAA NONOCA NPOKPYTKH

Ok | OTHEHS

Pucynoxk 2.2 — JluanoroBoe okHo ITapameTpst

OO6paTtuTe BHIMaHNE Ha HAJIMYHE HACTPOHKN «CTPOKH COCTO-
SSHUSD» U ((BepTHKaHBHOﬁ JIMHECUKID.

2.3.2 Pe:kuMbl 0TOOpaKeHHsI JOKYMEHTOB

Haunmas ¢ mrecroii Bepcun, Microsoft Word mommepskuBaer
HECKOJIKO PEKUMOB TIPEJICTABIICHUS JOKYMEHTOB. [lepekiroueHre pe-
YKFMOB MOXKHO OCYIILIECTBIISITH B MEHIO Bt 6o KHOHKaM.
PaccMoTpum Ha3HaueHHE KHOTIOK CJIeBa HAIPaBo:

B o00bIYHOM peikMMe TIpejCTaBISETCS TOJBLKO CO/epIKa-
TeJIbHasl 4acTh JIOKyMEHTa 0e3 PeKBU3HUTHBIX 3JIEMEHTOB odopmiie-
HUSI, OTHOCSIIIIUXCS HE K TEKCTY, a K MEYaTHBIM CTpaHulaM (KOJIOH-
TUTYJIBI, IOACTPAHUIHBIC CHOCKH U T.I1.). DTOT PEXKUM yI00CH Ha
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paHHHX dTamax pa3paboTKU TOKyMEHTa (BBOJ TEKCTa, PeJaKTHPOBa-
HUE, PElCH3UPOBaHKE), a TaKKe BO BCEX CIydasx, KOTAa CoaepiKa-
TeNbHAs YacTh JOKYMEHTa HMMeeT Oojee BBICOKOE 3HAYEHHE, YeM
BHEIIIHEE TpeZIcTaBleHue. B 3ToM pesxume omepanuy ¢ 00beMHBIMH
JOKYMEHTaMH MPOXOJIAT OBICTpee, YTO BaKHO MpH paboTe Ha MaJlo-
MPOM3BOJUTENBHBIX KOMIIbIOTEpax. HemocTaTok JaHHOTO pexuMa:
HE TOJIEP)KUBAIOTCS HEKOTOPBIE TpauuecKkne OOBEeKTHl (PUCYHKH,
rpad¥KH U T.I1.).

B pexume 3siekrponHoro (Web)-moxkymeHTa sKpaHHOE
Npe/ICTaBICHNE HE COBMAJaeT C MEeYaTHBIM. DTO OTCTYIUICHHE OT
npunmmna WYSIWYG!, HO OHO XapakTepHO ISl SJIEKTPOHHBIX
ny6mu- xarmii B World Wide Web, mockonsky 3apaHee He H3BECTHO,
KakuM CpEJCTBOM MPOCMOTpa M Ha KakoM OOOpyIOBaHHU Oyner
oToOpa- JkaTbcsi IOKyMeHT. I[loHATHE Ne4YaTHOH CTpaHMIBI JUIs
QJICKTPOHHBIX JOKYMCHTOB HE UMCCT CMBICJIA, ITIOOTOMY HAa3HAYCHHBIC
mapamMeTpsl CTpaHWIBI HE Yy4YHUTHIBalOTCSA, a (opmaTHpoBaHue
TOKyMEHTa Ha SKpaHe SBISIETCS OTHOCHTENBHBIM. B 3TOM pexnme
pa3pabaTeIBalOT ANEeKTpoHHBIE MyOnmkarnuw. Ilpu pabore B 3TOM
PEXUME «KHOIKH BBIOOpa peXHMa» HE OTOOPaKaloTCS Ha DKpaHe.
JInst Toro 9ToOBI TEPEKIIOYUTHCS B JIPYrod PEXUM, HEOOXOIHMMO
Ha)KaTh COOTBET- CTBYIOLIMH PEKUM B MEHIO Byt

B pexxuMe pa3MeTKH SKpaHHOE MPEJICTABICHUE JOKYMEHTa
MMOJIHOCTBIO COOTBETCTBYCT IICYATHOMY, BIUIOTH A0 HA3HAYCHHBIX
napaMeTpoB NEYaTHOM CTPaHUIBI. JTOT PEKUM yH0OeH Juis OO0Jb-
IIMHCTBA paboT, CBsA3aHHBIX ¢ (OpMATHPOBAHHEM TEKCTa, TpeIHa-
3HaYeHHOTro I nevyatu. HaunHaromum npu padote ¢ JOKyMEHTaMHU
PEKOMEH/IyeTCsl YCTaHaBIMBAaTh UMEHHO 3TOT peXuM. [[pyrumu pe-
XKUMaMH JIy4Ile M0JIb30BaTHCS 10 MEPe HAKOIUIEHHS OTIbITA.

B pexuMe cTPYKTYpBI JOKYMEHT 0TOOpa)kaeTcsi ¢ yTPHPO-
BaHHBIM BBIJICJIEHUEM €r0 CTPYKTYpHl. PexxuM moseseH B Tex ciyda-
X, KOTAa pa3pabOTKy JOKYMEHTa HAYMHAIOT C TUIaHAa COZICpIKaHUsL.
OH oriMyaercs TEM, YTO IpPH €ro BKIOYCHHUU Ha IMAHCJIU HHCTPY-
MCHTOB aBTOMAaTHYCCKH OTKPBIBACTCA BCIOMOTAaTC/IbHAsA IIaHCIIb

! AGG6pesmarypa or amrm. What You See Is What You Get, «uto Buaumb, TO H
MOJIYYHIITb)) — CBOMCTBO NMPHKIAJHBIX NPOTpaMM WM BeO-MHTep(hEeHCcoB, B KOTOPHIX
COIEp)KaHWE OTOOpaXkaeTcs B MPOLECCE PENAKTHPOBAHMS M BBINVSIAUT MaKCHMAallbHO
ONM3KO TOXOXHMM HA KOHEGUHYIO MPOIYKLHIO, KOTOpas MOXET ObITh II€YaTHBIM
JIOKyMEHTOM, BeO-CTpaHHIICH WM TIPE3CHTAIIHCH.
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CTpykTypa, 2JIEMEHTBHI YIPABICHUS KOTOPOW IO3BOJISIOT MPABUTH
CTPYKTYPY IOKyMeHTa. BEIOOp OTHOTO M3 YEeTHIPEX BHIMICYKA3aHHBIX
PE)KUMOB TIPEJCTABICHUS IOKYMEHTA BBITIOJIHACTCS C MIOMOIIBIO KO-
MaH/HBIX KHOIIOK, PACHOJIOXKCHHBIX B JIEBOM HIDKHEM YIJy OKHA
MPUIIOKEHUA, WIM KoMaHIaMu B MeHio Bun. Yepes menro Bun go-
CTYITHO TaKXe CIIeHAIBHOE MIpeIcTaBieHne (AThid pexkum) Cxema

27



JOKYMEeHTA, TP KOTOPOM OKHO TPWIIOKEHHS MMEET JBe pabodure
nanenu. Ha neBoii maHenu mpencTaBiseTcs CTPYKTypa JOKYMEHTa, a
Ha TPaBOil — caM JOKYMEHT. DTOT PEeXHM, COUYETAIOIINN JTOCTOWH-
CTBa peXHMMa pa3MEeTKH U PEXMMa CTPYKTYPHI, TIOJIE3eH P HaBHUTra-
WU 110 00bEMHOMY JIOKYMEHTY — €r0 YJ00HO HCIIOBb30BaTh HE MPH
CO3IaHUH, a MIPU IPOCMOTPE JOKYMEHTOB CIOXKHON CTPYKTYPHI.

2.3.2.1 JIuneiiku

['opuzoHTanbHas KOOpAWHATHAS JMHEHKA pacloiiokeHa Haj
pabouumM moineM, BepTUKaNbHAs — clieBa OT pabouero moinst. C Hux
TIOMOIIIBI0 MOKHO YCTAQHABJIMBATh IOJSI CTPAHMII, a03alHbIE OTCTY-
MBI, U3MEHSATh HIMPUHY CTOJIOLIOB M YCTaHABIMBAThH MO3UIMU Taly-
msmud. [lo yMonmuanuio KOOpIWHATHAs JHMHEHKa TpalydpoBaHa B
CaHTHMETpax. Buvlgodamcsa/youparomcesa auHelku ¢ NOMOWbI0 Ko-
Manovl Buo =>Jluneiixa. O0paTtuTe BHUMaHHE, YTO JIMHEHKA TUH>
CTBIO JTOCTYITHA B PEXXHMME PAa3METKH, a B OOBIYHOM PEKHME — TOJIb-
KO BEpXHA JIMHEWKa. B Apyrux pexxumax JIMHelHKa HEJOCTYITHA.

2.3.2.2 Ilanesn MHCTPYMEHTOB

Ilox cTpoKOl MEHIO PACHOJIOKEHBI MaHENH WHCTPYMEHTOB,
KOTOpBIE COCTOSIT U3 KHOIOK C pUCYHKaMHu (TIHKTOrpammamu). Kax-
IO KHOTIKE COOTBETCTBYET KOMaHJla, a PUCYHOK Ha 3TOW KHOIIKE
nepeaaeT 3HaueHHE KOMaHAbl. BOJIBIIMHCTBO KHOMOK IyOmupyeT
HanOoJiee 4acTo ymoTpedsieMble KOMaHIbI, TOCTYITHEIE B MeHIO. [[is
BBI30Ba KOMAHJIbI, CBSI3aHHON C KHOMKOH, HEOOXOIMMO IIEIKHYThH
MBIIIBIO Ha 3TOH KHOMKe. Eciim HaBecTH yka3aTelb MBIIIM HAa KHOI-
KY, pAJOM HOSABHUTCS MOJCKa3Ka ¢ Ha3BaHUEM KOMaHHBI, a B HEKOTO-
PBIX CITydasik, BO3MOXKHO, COUYETaHHE KJIABUII JIJISl OBICTPOTO BBI30BA
JaHHOW KOMaHAbl. YUTOOBI BKIIIOYHTH TaKOM pPEXUM HaKMHUTE:
Bun—> [lanenu uHCTpyMEHTOB —> Hacrpoiixa. .. BKJIaJIKa
IfMeTprl =—> BKIJIIOUNTH B NIOJICKA3KHA COYETAHUS KIIABUIIL.

OOBIYHO TIOJ CTPOKOH MEHIO HAXOJATCS JIBE MAHEId WH-
ctpymeHToB — CrangaptHas u ®opmarupoBanue. UToObl BBHIBECTH
win yOpaTh MaHeNb C dKpaHa, clenyeT BelOpaTs Bung—> llanenn
CTPYMEHTOB, a 3aT€M WIENKHYTh HAa KHOIKE C Ha3BaHUEM HY)KHOMH
naHeny. Eciu maHens TpUCYTCTBYET Ha JKpaHE, TO PSJIOM C ee
Ha3BaHUEM OyJeT cTosTh MeTka Y . BooOie, uucio manenei mpe-
BBIIIACT IATHAAUATh. [[aHETN MHCTPYMEHTOB COEPKaT KHOIIKH, CO-
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Opannbie o Tematuke: Popmatuposanue, Web, Pucosanue, Tabmm-
bl ¥ TPAHUIIBI H T.I1.

Jns m3MeHeHHs cocTaBa TPYNIBl KHONOK Ha ITAHENH WH-
CTpyMEHTOB cienyeT B MeHIO CepBruc==> HacTpolika, B JpaiOiOBOM
okHe Hacrpotiika BeiOpath Bkiaaky Komanael. B crnincke Kareropun
HaxOoJWUTCS Ha3BaHHWE IPYMIBI, TOCe Yero B crnucke KoMaHapl mosis-
JISTFOTCS. KHOTIKK 3TOW Tpynmbl. YTOOB! 100aBUTh KHONKY Ha ITaHENb
HHCTPYMEHTOB, CIIEIyeT MEPETSHYTh €€ W3 JIUajIOroBOr0 OKHA B
HY)XKHYIO TO3MUIIMIO TaHEeTd HWHCTPYMEHTOB Wiu MeHio. [Iporecc
YCTaHOBJICHHUS KHOIKH 3aBEPIIAETCS IIETIKOM KHOIIKH C HaITHUCHIO
«3akpeIThy. 18 ynajaeHuss KHOTKK C TIAaHETH WHCTPYMEHTOB HE00-
XOJIUMO TIEPETSIHYTh €€ B JII000€ MECTO AMaIoroBoro okHa Hacrpoii-
Ka.

Ecnu BB 3a0bUTH, 9TO 03HAYAIOT HEKOTOPHIE KHOMKH Ha Ta-
HETTU MHCTPYMEHTOB, TO B 3TOM CJIy4ae MOXHO ITOJBECTH YKa3aTelb
MBI K TAHHOM KHOIIKE, M Yepe3 Mapy CEKyH MOSIBUTCS MOJICKa3Ka.
YrupaBnaTe TMaHENIsIMA WHCTPYMEHTOB YyAOOHO C TIOMOINBIO KOH-
TEKCTHOTO MEHIO, KOTOPOE BEI3BIBACTCA HAKATHUEM IPABOW KIIABUIIN
MBIIIIK Ha JIFO0OH KHOTIKE.

2.3.3 CTpoKa cocTOsTHUS
Crpoka cocrosiausi Word mnpezacTasisier HHPOPMALHIO O pa-
00Te mporpaMmel (PUCYHOK 2.3).
TiporpaMMHLIH pezm

(MBaETH MENKAATE HA AEHEATOpE, TT00H ero
BENOYHTE HITH EHKINIOMATE)

MecTonollaxenHe Kypoopa
| | | I
[cm. 22 Pa:nll 2254 |Ha 19,31 Cr 10 Kon 1 | 2l il R e 4
Hmllep Papen
CIpaHANH BunorAenae ONepanai, TAKAX KK
nposepEa opdiorpadss, coxpaHende HIH
Texymas cipanamna [ DETATH JOKYMEHTa
obmee TAQIO CIpaHHY
C1poxa B CIPAHATE, MECTONON R CHAE
PaccToSHHE OT Bepxa CIPaHANE KXypcopa E CTpoxe

Pucysok 2.3 — Crpoka cocroaana Word

2.3.4 OcHoBHbIE IPHEMBI PAGOTHI € TEKCTAMH
31ech paccka3pIBacTCs O BBOJE MHGOPMAIIMH, MAHUITYJIHPO-
BaHUH JaHHBIMH, IPUBOJSTCS] HEKOTOPBIE HEJOKYMEHTHPOBAaHHBIE
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cekpetsl. CKOpocTh M KauecTBO paborel B Microsoft Word mampsi-
MYIO 3aBHCHUT OT YPOBHS 3HAHHS JTAHHOM TEMBI.

2.3.4.1 Co3nanme, OTKpbITHE, COXPAHEHUE TOKYMEHTA

Korma BeI 3amyckaere Microsoft Word, npusnoxernue aBrto-
MaTHYECKH OTKPHIBAET MyCTOW JOKYMEHT WM TpeajiaracT HadaTh pa-
00Ty MHTaromeil BepTHKAIbHOW IOJOCKON — KypcOpOM BBOJAA, HO
WHOTJIa IPUXOINUTCS IPUHYUTEIHFHO CO3/1aBaTh JOKYMEHTHI.

Jns  co3maHusi HOBOTO JOKYMEHTa cJelyeT BbIOpaTh
®@aiin=> Co3narh, 3aTeéM B OTKPBIBIIEMCS IHAJIOTOBOM OKHE
H BKiIagke OOmme HeoOXOAMMO  BBIOpaTh  MHKTOTpaMMy €
Ha3zBaHUEM
«HOBBINA JOKyMEHT». Takxke OOBIUHBIC JOKYMEHTBI MOXKHO CO37aTh,

WCTIONB3YS KHOIIKY D Ha MaHeau HHCTpyMeHToB CTaHaapTHAas.
s OTKPBITHS CYLIECTBYIOILETO IOKYMEHTa HEOOXOIMMO

~u
BbIOpaTh Daiin ==> OTKPHITH. .. WIH METKHYTH KHOMKY & 1a meu
WHCTpyMeHTOB CTaHIapTHasl, TOCJIE Yero OTKPOETCS TUalloroBOE
okHO OTKpbITHE HOKyMeHTa. C aHaJOrMYHBIMU JHATOTOBBIMH OKHA-
MU Bam MpHuXoAuIoce CTalKUBaTLCS W paHbIIE, MIPH padoTe ¢ OJIOK-
HOTOM, MO3TOMY MBI He OyZeM MoApoOHO ero paccmarpuBarth. Kak
OTMEYaJIoCh pamblie, JokymeHTsl Microsoft Word umeror pacimpe-
Hue doc.

s coxpaHeHusI JOKyMEHTa HEOOXOJMMO BbI3bIBaTH JaiF—>

COXpaHUTh WIH IIENKHYTh KHOTIKY E nanenu CTaHgapTHas.

IIpu mepBOM coxpaHEeHUH MOSIBUTCS quaoroBoe okHo Co-
XpaHeHue nokymenra. B mone Ilanka cnemyer BbIOpaTh JHCK, B TIOJIE,
PAacIONIOKEHHOM HIDKE — MAIKy, B KOTOPOH HEOOXOIUMO COXPaHUTh
nokyMeHT. B mone Tun daiina — ¢popmat, B KoTopoM OyIeT COXpaHEeH
nokyMeHT. B mone Mmst daiina — BBectn uMms (aiina ToKymMeHTa H
LIEJNKHYTh KHOIIKY COXPaHHUTB.

IIpu moBTOpHOM COXpaHEHUH AuanoroBoe okHOo CoxpaHeHne
JOKYMEHTa He BBIBOJUTCS, TOKyMEHT aBTOMATUYECKH COXPAHSIETCS B
ToM ke (paiine (mox Tem ke uMeHeM). YTOOBl COXPaHUTh TOKYMEHT
MoJI IPYTUM UMEHEM WM B JIPYTOM Marike, CleayeT BhIOpaTh KOMaH-
oy Daiin=> CoxpaHUTh KaK..., IOCIE YEro IOABIAETCI OKHO
Coxpa- HEHHME JOKYMEHTA.
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2.3.4.2 Hacrpoiika BHeIIHEr0 BHIA JOKyMEHTA

UroObI Ballll TEKCTOBBIC, TpaduuecKie JaHHBIC JTOKYMEHTa
BEPHO OTOOpaXaJaucCh, HEOOXOOMMO NPABHIBHO HACTPOUTH JIOKY-
MEHT, @ IMEHHO: 33/1aTh OPUCHTALIUIO JIUCTA, €r0 pa3Mephbl, paccTosi-
HUe Toned (Y9acTKU JOKYMEHTa OT Kpasi CTPaHHUIIBI 10 TEKCTa) B JIO-
KyMeHTe H T.I. Bce 3Tu HacTpoiiku 3amatorcss B (opme
®Daiin=IlapameTps! cTpaHubl... Ha BKiaakax lloms, Pasmep Oyma-
ru. Oty ke ¢popmy Bl moxere BEIOpaTh OoJiee MPOCTHIM CHOCOOOM:
JBYKPATHBIM Ha)KaTHEM Ha MOJISIX JIMHEHKH JTOKYMEHTA.

Ecmu Bor HacTpoiiky moKymMeHTa mpoBeaeTe mocie ero ¢hop-
MaTupoBaHKs, TO Bam mpumeTcs, ckopee BCero, 3aHOBO MPOCMATPH-
BaTh U 0POPMIIATH TOKYMEHT.

NMapaMerpbi CTPaHHbI ﬂ i'

NanA | Pasmep OymMary I MeTogHE Bymark I [MakeT I

BepxHee: m relazRE
HusHee: m
Neeoe: m
Mpagoe: m
Mepenner: m

T KPaA A0 KONOHTHTY.Na

BEpXHErD! |1,25u:M 5‘
HH%HErD: |1:25C"‘ 5 TPHMEHHTE: IKTeKymemypasﬂ.eny j

™ ZepkanbHeie nonA MonoMeHHe nepenneTa
[” 2 cTpaHMue! Ha NHETE  cnesa ( ceepay

Mo yManYaHHH. . | 9.8 I OTHEHA |

Pucynok 2.4 — ITapameTpsl CTpaHUIIBI

OO0patuTe BHUMaHHE, B KaKUX EAMHUIAX Pa3MEPHOCTH BEI
3ajlaeTe mapaMeTphl (JIOJKHBI OBITh B «CM»), a TAKXKE pa3ieiuTellh
SIMHUIT pa3psIoB (IOJDKHA OBITH 3arsATasi, a He TOYKa).

2.3.4.3 BBoj u peiakTHpPOBaHHE TEKCTA

BazoBrie onepanuy 1o BBOAY M PEeJaKTHPOBAHHIO (TIPaBKe)
TEKCTa CTaHAAPTHBI IJISI BCEX TEKCTOBBIX PENAKTOPOB M TEKCTOBBIX
MPOILIECCOPOB, IO3TOMY 3HAKOMCTBA C TAKUMH CTaHAAPTHBIMU TIPO-
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rpammamu Windows, kak biaokunor u WordPad, yxke mocraTtodso,
4T00BI HAYYHThCS IPUMEHSTH TE JKe CpeicTBa B mpoiieccope Word.

CylecTByIOT [1Ba HOHSATHS — Kypcop BBOJA M YKas3arelsb
Mmpimu. C ykaszateneM MbIIM BbI yke NMO3HAKOMHIIMCH BO BpeMs
uzyuerns Windows.

Kypcop BBoga mpencraBisier co0Ol MUTAIONIyI0 BEpTH-
KaJbHYIO TOJIOCKY |. OH yKa3bIBaeT MECTO, B KOTOpOe OyaeT BBO-
IUTBCSL TeKCT. Jns ero mepeMerieHusl WCIOJB3YIOTCS KJIaBUIIH
ynpasieHus KypcopoM (Tabnuua 2.1) uin MbIlib.

s mepemelneHuss Kypcopa € IOMOIUBIO MBIILHN CIEAYeT
YCTaHOBUTH YKAa3aTeJIb MBILIIM B HY>KHYIO MO3HMLUIO TEKCTAa U IIEJK-
HYTb KJIaBHIICH MbIIH. BBOJ TEKCTa OCYIIECTRIIACTCS MyTeM Habopa
C KJIaBUAaTyphl. BBOAMMBIC CHMBOJIBI MOSBIAIOTCS B MECTE PACIIOO-
XeHus Kypcopa. Kypcop npu BBozae caBuraercst BIpaso.

Tabmuna 2.1 — IlepemenieHre Kypcopa BBOJIa ¢ MOMOIIBIO
KJIaBUATYPBI

Krnapumia [Tepememenue

N Ha oxgny cTpoky BBepx
8% Ha onny cTpoky BHU3

< Ha oy mo3umuro BieBo
> Ha oy mo3umuro BipaBo
Ctrl+1 Ha oaun a63ai BBepx
Ctrl+\¥ Ha onun aG3an BHM3
Ctri+ < Ha oxHo ci10BO BIIeBO
Ctrl+-> Ha ozmHO ¢10BO BIIpaBo
PgUp Ha oxgun sxpan BBepx
PgDn Ha oaun skpan BHU3
End B konen crpoku

Home B nauano ctpoku
Ctrl+Home B nHagano noxymeHTa
Ctrl+End B konen goxymenra

YTo0bl BBOAUMBINM TEKCT 3aMeEIlall, a HE CIABUTAT  [SaM

TCKCT, HMMEBIIUICS PpaHeC, BKIIKOYANOT peHcum 3amMeHbl. ITe-
PEKIIIOYCHUE PEXKHMMa 3aMCHBI OCYIICCTBIIAIOT Ha)XaTHUEM KJIaBHUIIIA
«Inserty nn ,I[BOfIHLIM IICTYKOM Ha UHAUKATOPC «3aMCHa» B CTPOKC
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cocrosiams. Ecnm ximaBummma «Insert» He BKIIIOYAaeT PEeXMM 3aMEHBI,
HaJI0 JIN0O BOCIIOJIB30BATHCSI HHUKATOPOM «3aMEHay, 100 yCTaHO-
BUTHh (uaxxok Cepsrc => [lapameTpsi => [IpaBka ==> Bxmo-auth
peXMM 3aMeHBl CHMBOJIOB TpH BBojae. UToOnl kimaBumry «Insert»
MOXXHO OBI- JIO HCIIOJIb30BaTh TaKUM oOpasom, HaJ0
cOpocuThb ¢haxox
Cepsuc => [lapametps =—> lIpaBka => lcnionp30BaTh  KJIABHIILY
INS n1s BcTaBku.

Ilo mocTmkeHMH TPaBOTO Kpas CTPaHUIBI TECKCT aBTOMATH-
YEeCKH TMEePEHOCUTCS Ha HOBYIO CTPOKY. UTOOBI MpUHYIUTEIHHO 3a-
BEPIINUTH CTPOKY W HaYaTh HOBBIN a03all, HaJ0 HaKaTh KIABHIITY
«Entery.

2.3.4.4 Paborta c pparMeHTAMH TEKCTA

Jnst ypaneHusi, KONUPOBAaHUS U TEpeMEIIeHUs] (pparMeHTOB
TEKCTa COOTBETCTBYIOMIMK (parMeHT JOJKEH OBITh CHavaja BblJe-
neH. Beigenenne gparMeHTa MpOU3BOAUTCS MPOTSITUBAHUEM MBIIIH
MIpU HaXXaTOW JIEBOH KHOTKE WK JIF000H KOMaHIOW MepeMeIeHHs
Kypcopa (tabuuia 2.1) npu HaxaToit kiaBuiie «Shifty.

Ecnu Bbl XOTUTE BBIIEIHTH CTPOKY, HEOOXOAMMO HaBECTH
yKa3aTellb MbIIIM HAaIIPOTHB HYXXHOH CTPOKH, B 00J1aCTH JIEBOTO IIO-
15, ¥ HAXKaTh KJIaBUIIY MBIIIK. TakuMm e 00pa3oM MOXHO BBIIEISATH
HECKOJIBKO CTPOK U JIaKe a03aleB.

BeieneHHbIit  GparMeHT yoansioT HaXaTHeM  KJIaBUIIN
«Delete» wau mpocto mytem Habopa 3amernaromiero texcra. [lepe-
MelieHne (parMeHTa MOXKHO OCYIIECTBHUTh METOJIOM IEepPETaCKHBa-
HUSl MBIIIBIO (BHOBb YJEp)KHMBas HAKAaTOW JIEBYIO KHOIIKY), XOTS
HaMHOTO yJ00HEee UCTOJIbp30BaTh Oydep oomena. /st atoro, mpexme
BCE€TO, HY>KHO BBIACIIUTH TEKCT, IMMOCJIC YE€Tr'0 MOXKXHO BOCIIOJIB30BATHCA
OyhepoM oOMeHa HECKOJIEKHMHU CIIOCO0aMU:

o KOHTEKCTHOE MEHIO (C HMM BBl MTO3HAKOMMJIMCH TPH H3Y-
gennu Windows).

e Knonku dh B nasem nHCTpyMeHTOB CTaH-
naptHas. Pa3oOparbes, Kakas KHONKAa 4TO O3HAYaeT, BaM IOMOXKET
BCIUIBIBAIOIIAs IIOACKA3Ka, KOTOpas IOSBUTCA 4Yepe3 Iapy CEKyH
IocJie TOro, Kak Bbl MOJIBEJETE K MHTEPECYIOIIEH Bac KHOIKE yKa3a-
TeIlb MBIIIH.

o Couerannst kmasumr: <Ctrl+X> — ripesats, <Ctrl+C> —
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korupoatk, <Ctrl+V >— BcTaButh.
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2.3.4.5 BcraBka rpaduyeckux 00beKTOB
Bce rpaduueckue oOBEKTHI: JTUHHUH, CTPEIKH, MPSIMOYTOIh-
HUKH, OBAJIbI, KAPTUHKH, PUCYHKHU IMO3BOJISIOT KaYeCTBEHHO MECHSATH
OONMK Ballero IOKyMeHTa W Oonee yriyOJeHHO NeTaau3HpOBaTh
MpoIiecc ¢ X MOMOIIb0. JI7st paboThl ¢ STUMHU 00bEKTaMH UX HYKHO
cHayasa co3/1aTh:
I. Jlnst BCTaBKM pUCYyHKA HEOOXOIUMO:

Bri6pats MeHio BeTaBka, ganee BIOpaTh:

e TyHKT PHUCYHOK (€ciii XOTUTE BCTABUTH PUCYHOK U3
npeaaaraeMoro Habopa);
e nyHKT M3 daiina (eciu XOTUTe BCTaBUTh COOCTBEHHBIN
PUCYHOK WIIM yKa3aThb MECTOMOJOXKEHHE TIpadruecKoro
(haiina).
Il. JTns moGaBiaeHHs BCceX OCTAIbHBIX 00ObEKTOB BBIOCPHUTE IMa-
HEJIb «PUCOBaHUE» U J00aBbTE HYKHBIC OOBEKTHI:

1. BrioepuTe MEHIO Bun=> Ilanens VECIPDYMEEE
TOB ==> Prico-Banue (7100 Ha TMAHENN «CTaHAApTHAs» Bhque
KHOTIKY-TIUKTOrpamMmy «PucoBanue» ).

2. Hainee BriGepuTe TpeOyeMblil 0OBEKT U HAHECUTE €T
Ha cBOOOJIHOE OT TEKCTa MECTO.

AETORMCYPEl ™ . w [ 4[ ar

Pucynox 2.5 — I'padnueckre 00beKTHI

ITocne moGaBieHUS HYKHBIX OOBEKTOB YCTAHOBHUTE IS HUX
HEOO0XOIMMBIE pa3Mephl U MIOMECTHTE €€ B HY’)KHOM MecTe IOKyMEHTa
(3TM omepanuy aHATOTWYHBI MAaHWUMYJISAIMSIM C TEKCTOBBIMH OOBEK-
tamu B Power Point). [lyis rpynnupoBku (pa3rpynmnupoBKH) 00bek-
TOB UCTIONB3YiTe KiaBuiry «Shifty, nanee Ha 0JJHOM U3 BBIICICHHBIX
o0bekTOoB  BhIMONMHUTE KM => ['pynmupoBka => [ pynmupoBaTh
(pa3- rpynmnupoBats). s OoJiee IIABHOTO MEPEMELICHHs JIMHUN U
00bEK- TOB JOMOJHHUTEIBFHO C KJIAaBHIIAMU YHPABICHHUS KypCcOpOM
yaepku- Baiite kiaaBuiry «Ctriy.
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Bce BblmeniepevnciacHHbIE 00BEKTHI MMEIOT OOLIUH mapa-
MeTp «DopmaT pucyHKa (aBTOQUrypHI)», KOTOPBIH ONMpeAeNseT Mo-
BEIICHHE U 0TOOpaKeHNEe 00HEKTa.

J11 n3MeHeHus1 CBOWCTB pUCyHKa (aBTOQHUTYp), HEOOXOIMMO
cleNaTh clenyomee:

1. Beigenuts 0OBEKT.

Uepe3 KOHTEKCTHOE MEHIO BRIOpaTh «PopMar 00BeKTay, JIH-
60 uepes meHto Popmat ==> OOBEKT....

DopMaT pUCYHKA 2xl

LIEETa 1 nkHKK IPa3mep I MonoseHne | PHCYHOE Ha.ﬂ.l‘ll‘lcbl Eief |

3anvetka

LEET!

MPO3PEYHOCTE: | HeT zanmexn | ID ¥ j

nHHhhi........
EEEENEENEE
iBET! My memnn ——
wabnoH: I-'”” EOCONENENE 3T -
EEOOCEED

CTPENEH
ApyrHe UEETA, .,

Ha4ano! I I - l
Cnocobbl 3anHEKH, .,
I [-] (PR I j

pazHep:

QR | CITHEHA |

Pucynok 2.6 — ®opMmart pucyHka

Paccmotpum Brnaaky «llBera u muHum». B 3aBucMMocTH OT
o0bekTa Bbl MOXkeTe HacTpOUTh MapaMeTphbl JTUHWUHN, 3aJIMBKU, CTpE-
JIOK: WX BWJIL, IBET, TOJIIIMHY ¥ T.II. B KadyecTBe mpuMepa Ha PUCYHOK
2.6 mpencTaBieH BHIOOD IBETa 3aJUBKHU. J[aHHOE MEHIO MBI yX€e BbI-
oupamu B PowerPoint. Crnenyromas Bkiagka «Pasmep» 1mo3Boisier
HACTPOUTH MapaMeTphl IIMPUHBI, BHICOTHI U HaKJIOHA O0OBEKTa. DTa
¢dopma yno6Ha, eciii u3MeHeHue (GOPMBI C TOMOIIBI0 MBIIIHA TPYIHO
OCYIIECTBIIATEH (HampumMep, I co3maHus pomba). 31mech ke JIeTKO
MEHSTh MaciTad 00beKTa, eCIM OH HE BXOIUT IO pa3Mmepam. Peko-
MEHJYeTCSl CTaBUTh TaJOUYKy JUIS CBOWCTBA «COXPAHUTH IPOIIOP-
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LMW, €CTIN BBl paboTaere ¢ puCyHKaMH. B mMpoTHBHOM citydae Baiiie
M300paKCHUE UCKA3ZUTCS, PACTSHYBIIKCH IO NTUPUHE WU BBICOTE.

dopMaT aBTodHrypbl 2x

LIEETa H AHKK ManoxeHHe I PHCYHOR I Haanuce I Bef I

Pazmep W NoOBOpOT

BRICOTA! IEI,64 [l E‘ LWHPHHE: |3,18 fuc] E‘

O0EOpaT: o =

Macwrafb

Mo BLICOTE! IlDD Yo 5‘ No WHRKHE: IIDD %o 5‘

[ coxpaHHTE Nponopumk
[~ OTHOCHTENRHO MCXDAHOMD pasHEpa

Wcx0 AHBIM pasMep

EBICOTA: LWHPKHHE:

ChHpOG |
QR I OTHEHA |

Pucynok 2.6 — Bxianka «Pa3zmep»

Crnenyromas Bknanka «[lojgoxkxeHue» yTOUHSET, Kak OOBEKT
OyzeT B3aMMOJICHCTBOBATh C TEKCTOM. ECITM cTaHIapTHBIX HACTPOEK
HEI0CTaTOYHO, BBIOEPUTE KHOIKY «IOIOJHUTEIBHO», TOE MOXKETE
yKa3aTh BBIMOJHAETCS JIM MPHUBSI3KA K TEKCTY, MepeMelIeHe BMECTe
C TEKCTOM, a TaK)K€ OTHOCUTEILHOE TOJIOKEHNE PUCYHKA Ha CTPAaHU-
ne. O4eHp 4acTo, MU NepeMEIeHUH PHUCYHKa MBIIIBIO, 0OBEKT
«CTpaHHBIM» 00pa3oM pa3MelraeTcss Ha crpaHuie. YToObl 3TOro He
MIPOMCXOAMIIO MOXKHO 33aJaTh YMCIIOBBIE 3HAYEHHUS OTCTYIIOB C KJja-
BHATYPBI.

Bruagka «PucyHok» mo3Bossier o0pe3aTb Kpas CTpaHHUIIbL,
npu HEOOXOIMMOCTH 3aJaThb SPKOCTh PUCYHKa M IpeoOpa3oBaTh B
OTTEHKH ceporo (ecny Bl He ob3yeTech IIBETHOH MeYaThio).

2.3.5 Bcnomorareannbie pynkuuua Microsoft Word

TeKCTOBBIH PeNaKkTOp MPENOCTABISET IIUPOKHE BO3MOXKHO-
CTH TI0 aBTOMAaTH3AIHMH PaOOTHI, O3B0 3(HEKTUBHO PEIIaTh 1Mo-
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cTaBlIeHHbIC 3aa4n. [IpuBeIeM HECKOIBKO (QYHKIHH, KOTOPBIE
o0ecreynBaroT OBICTPOTY, KOMPOPTHOCTH U YAOOCTBO B padoTe.

2.3.5.1 OT™MeHAa HelcTBUA OIIMOOYHBIX KOMAH/I

UenoBeKy, Kak M3BECTHO, CBOMCTBEHHO OMIMOATHCS, U paboTa
B TEKCTOBOM IIPOIIECCOPE HE SBISCTCS HCKIoueHueM. Onmoku,
MIPUBOJAIINE K MOTEepe OONBIIMX (PparMEHTOB TEKCTa, MOTYT TOTpe-
00BaTh 3HAYUTEIHLHOTO BPEMEHH Ha WX WUCIIPABJICHHUE, & €CITH OPUTH-
HaJI TEKCTa HE COXPAHWJICS, TO TPYIHOCTA MOTYT OBITh HETPEO 0 -
MBIMHU.

Tekcrosiii nmporeccop Word obecrieunBaet cBoero poja
«CTPaxOBKy» OT MOJOOHBIX OIMMOOK. OH MO3BOJSET OTMEHATH JCH-
CTBHE OIIMOOYHBIX KOMaH/ M BOCCTAHABIIMBATH COCTOSHHUE TOKYMEH-
Ta, IPEIICCTRYIONIEE HEIIPABMIILHBIM OTICPALIHSIM.

OTMEHy MOCHEeIHEH BBINOIHEHHOW KOMAaHIbI BBIMOIHSIOT
komaHo# [IpaBka ==> OTMEHUTH, KHOTIKOM| ¥? = . OTMEHUTh HA H
HEMM WHCTPYMEHTOB WJIM KJIABUATYpHOW KOMOWHAIIMEH KIIaBHII
<Ctrl+Z>. Cepust OTMEH MMO3BOJISICT OTMEHHUTD JECHCTBHE HECKOIBKHUX
MPEIbIIYIUX KOMaH]I.

JIns OTMEHBI HECKOJIBKHMX IMOCHCAHUX KOMAH] MOKHO TaKiKe
HIENIKHYTh Ha PACKPBIBAIOIIEH KHOIKE PAIOM ¢ KHOMKOM OTMEHWTH
(cTpenoyka BHHM3) Ha MaHEId UHCTPYMEHTOB. [Ipu 3TOM OTKpBIBaeTCS
CIIMCOK KOMaHJI, OTMEHa JCHCTBHs KOTOPBIX BO3MOKHA. OTMeHa
Mo/ipa3yMeBaeT BOCCTAHOBIIEHHUE COCTOSHUS JIOKyMEHTa TakUM, Ka-
KM OHO OBLJIO JI0 UCHOJHEHHsS COOTBETCTBYOIEH KoMaHuibl. Ilo-
3TOMY TIPHU JBM)KEHHUU KypCcopa BHHU3 I10 JAHHOMY CITMCKY OTMEHSIC-
Mble KOMaHJIbI BHIOMPAIOTCS aBTOMATUYECKH. BBIOpaHHBIE KOMAaHIBI
BBIJICTISIIOTCS I[BETOM, a B HU)KHEW CTPOKE YKa3bIBaeTCs 00IIee YHUCIIO0
OTMEHsAEeMBIX KoMaHa. OTMEHY TIPYIIbl KOMaHJ BBIMOJHSIOT IETY-
KOM MBIIIY Ha TIOCIIeIHEHN BHIOPAHHOM B CIIMCKE OTMEHSIEMON KOMaH-
Iie.

Ecnu onepanus Oblta OTMEHEHA IO OMIMOKE, TO Cpasy Mmocie
A9TOTO0 €€ MOXXHO TOBTOPUTh C TIOMOIIBI0 KOMaHIel [lpaB-
ka —> [loBTOpUTH, KHOTIKKM BepHytp  ©4 - |I/IJ'II/I KOMOMHALIMN K&
Butr <Ctrl+Y>. TlocnenoBaTenbHOe BBIMONHEHHE TaKOW OMEpariiu
TTO3BOJISICT TIOBTOPUTEL Pl OTMEHEHHBIX KoMmaHz. KHomka BepHyTs,
Kak ¥ KHOMKa OTMEHUTH, UMEET PACKPBHIBAIOIIUIACS CIMCOK, TO3BO-
JISTFOIIIMHA TTOBTOPUTH TPYIITY KOMAaH]I.
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TToBTOpEeHUE onepainii BO3MOXKHO TOJIBKO HETOCPECTBEHHO
MoCJie WX OTMEHBI. Eciu BMECTO ATOro BBIMOJHUTH JPYTYIO Omepa-
LU0, HATIPUMED, BBOJ, TO CITUCOK MOBTOPSIEMBIX KOMaH/I OYHIIACTCA,
a KHOIIKa BepHyTh CTAHOBUTCS HEAKTUBHOM.

2.3.5.2 CpencrBa moucKa v 3aMeHbI

[Tpu paboTte ¢ AMMHHBIMU AOKYMEHTAMU WHOTIA IPUXOAUTCS
BHOCHTbH B HHX MOBTOpsitouuecs: u3mMenenus. [Iporpamma Word nme-
T cllelMajbHbIe CPEACTBA AJIS HOUCKA U 3aMeHbl. TH CPEICTBA M03-
BOJISIIOT HAaWTH B TEKCTe (parMeHT, 3aJaHHBId B BUAE MeEKCHIOBOL
CMpoKuY, U 3aMEHUTh YKa3aHHYIO CTPOKY HOBBIM TekcToM. Komanmna
MIOKCKa I0JIe3Ha, KOI'Zla U3BECTHO, O YeM F'OBOPUTCS B HYKHOM ab3a-
1le, HO COBEPILIEHHO HEU3BECTHO, B KAKOI 4acTH JOKyMEHTa OH pac-
oJlaraercsl.

1. [JwuanoroBoe okHO HailTu M 3aMEHUTH OTKPBIBAIOT KO-
manoit [IpaBka = Haiiti win komOunanuein <Ctrl+F>

2. B mone Haiiti BBOIAT (pparMeHT pa3bICKUBAEMOT'O TEK-
cTa.

3. YtoObl 331aTh JOMOJHUTENbHBIE TAPAMETPhI MOKCKA,
HaJl0 WEJKHYTh Ha KHOTIKE bouiblie.

T T

HakTH | JaMEHHTE | MeperTH |

| -
OTHEHS |
bonbwe ¥ |

Pucynok 2.7 — JlnanoroBoe okHo Haiitu 1 3aMeHUTH

4. JlomonaurenpHble kHOMKH @Popmar u CrnennaibHBIN
MO3BOJISIIOT PAa3bICKUBATh TEKCT, OT(HOPMATUPOBAHHBIA yKa3aHHBIM
00pa3oM, U crenualibHbIe «HelevyaTaeMble» cUMBOJBL. Tlouck Haum-
HaeTcs MOCIIe IIeTYKa Ha KHonKe «Haltn nanee».

5. I[J'IH aBTOMATHYCCKON 3aMCHBI Haf/i,Z[CHHOI‘O TCKCTa HC-
MOJIB3YIOT 3JICMCHTBI YIIPABJICHUSA BKIIAJAKU gaMeHI/ITB.
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6. 3aMEHSIONIYI0 CTPOKY BBOAAT B TOJIe 3aMEHUTHL Ha.
CraHaapTHBIN MPUEM MOUCKA W 3aMEHBI 3aKII0YaeTCsS B TOM, YTO I10
MIeTYKy Ha KHOmKe «HalTh nanee» pa3bICKUBACTCS OYEPEIHOE Me-
CTO, TJIe 3aJ]aHHasl CTPOKa BCTPEUaeTCs B JOKYMEHTE, a 3aTeM IIed-
KOM Ha KHOIIKE «3aMCHHTBY BBIMOIHICTCS 3aMEHa (€clii OHa HEoO0-
xoauma). CrieiyeT MeTh B BUay, uto WOrd Hier BXOXICHHs HCKO-
MOTO TEKCTa B CIIOBA, MO3TOMY HY)KHO CIICJIUTh 3aTEM, YTO OH Mpe/-
naraet Bam mns pemaktupoBanusi. Eciim 3apaHee W3BeCTHO, 4TO 3a-
MEHY CIJIeJIyeT MPOU3BECTHU M0 BCEMY JOKYMEHTY M BO BCEX CITydasx,
MOJKHO Cpa3y MICJIKHYTh Ha KHOIIKE «3aMEHHUTH BCEY.

OneMeHThl ynpaBieHus BKIaaku llepediTy Mcnonb3yroT aist
nepexoia K crenuduyeckoMy TEKCTy HIM OOBEKTY, Hampumep, K
3aJaHHOM CTpaHUIE, CHOCKE UM PUCYHKY.

HaiTH M 3ameHuTL

Hariti | SaMeHnTE  [IEPEATH I

OOLEET NEPEXDAS: BEEAMTE HOMEP KOHLEBOH CHOCKH! e A HOLHA I
FS v

e | ooy |

CTpoka ANA NEpextAa BNEPES, MK HA3aa, SakpEITE |

Jaknaaka OTHOCHTENEHD TEKYLEND NONO¥EHMA

MpHMMEYaHHE HCMONEZYHTE 3HaKK + KW —, MpHmep: +4

CHOCKE COOTEETCTEYET NEPEXDAY BNEPEA HA

YeTEIPE INEMEHTA (HAMPHMED CTPAHMUEL).

Pucynok 2.8— Bxnanka [lepeiiTu 1uanoroBoro okHa
Haiiti 1 3aMeHHUTH

Tun o0bekTa BBHIOMpPAIOT B pacKpbiBaromeMcs: crucke O0b-
eKT Iepexo/a, Mocje Yero B noie Beeante HoMep BBOAAT ero abco-
JIIOTHBIA WJIM OTHOCHUTEIBHBIM HOMep. Ilepexon BBINOIHAIOT LIeTd-
KOM Ha oJHOU u3 kHomnok Cnexyronmi, [Ipeasiaymmii unu [lepeiitn
(B 3aBHCHMOCTH OT TOTO, KaKOH OOBEKT Iepexoja BHIOpaH, HEKOTO-
PBIX U3 3TUX KHOMIOK MOYKET He OBITh Ha TUAIIOTOBOM OKHE).

2.3.5.3 BecraBka crieMaJIbLHBIX CHMBOJIOB

BrimonuuB komanny BceraBka=—> CumBoi..., Bl e
nuanoropoe okHo CumBoin (pucyHok 2.9). Tyt Bel momyunTte BO3-
MOKHOCTh BCTaBUTh B TEKCT MHOXECTBO CHMBOJIOB U WHOCTPAHHBIX
OyKB, KOTOPBIX HET Ha Barmeit kimaBuarype.
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Bo Brimanke CumBoinbl, epedupast mpudTsl B nojie Hpudr,
MOKHO BBIOpaTh HE TOJLKO HU(GPOBBIC U OYKBEHHBIC 3HAYKU, HO U
rpaduueckue: jg (P = gl 31eCh Ke MOKHO HA3HAYMTH COUYETAHHE
KIIABHII, THOO PEeXHMM aBTO3aMEHBI. ECIM BbI XOTHTE BCTAaBUTH CHUM-
BOJI «aBTOPCKOE TIpaBoy (©) mim WHOM 3HAK, CBA3AHHBIN C IMEYATHBIM
M3MIaTeNIbCTBOM, BbIOWpaiite kKomaHny Bemra=—>(GneoL..—=>e-
[UATBHBIC CUMBOJIBI,

1. ! CAELHETE H1 BEENAARC CHANERONM ,CCAN OH1 E HACTOANM HE NONCHT HE EHACACHL

T.Bupcnerempudr Symbol

ChmMBONBI ICmunamﬂblecmaomI
WpkdhT: |5ymbul ;]

VW #|3)%[&s] () [*[+].]- Alof1]2]3]4[5[6|7]|8|2 H
<|=|>|?|=|AB|X|A|E[¢ICHT|SEKAMNON®PETYTYcQ
S¥ZI[]|]1]L Talplzlsl=ltly(nlelelc|a|u|lv]oln]elp]s
tjulwmle| Elw|C[{|[|}|~[O0j0/0|0|0O[000|0|O0(O(00|0|0(0
0|0|0|0j0(0(0|0|0|0|0|0|0|0|0|0|0|T|[‘[£]|/|w|f[x]e]|v]|al
| M=l (2] x|« o B <= ]=]|=] [ || Ha[r]|s|%|ele |~
vislalelclclele| 2l vlele™ ¥ - [<]a] vie|ls| (U] o] ¢ |@|e
s AL U e (e T I I e ) o
&,aTosa»a-ia...l &naanma...l Knasvwa:

BcTagnTe I OTMEHA I

3. ARLXAM MENEEETS JACCh, 9To6M ReTARETH @

Pucynok 2.9 — Jlnanorosoe okHo CHUMBOJI

Jlara u Bpems HE
I enxaATE |

R o

dop nATHALAE, 31 ABrycta 2001 T, OTHeHa |
31 AerycTa 2001,

Ry Mo yMon4aHHto. .. |

IIenxHATE HA KHOIKE
Ok, 9ar00R ECTABHTE
Bary HIH BpEMA B
ROKYMEHT

™ OfHoenATs aBTOMATHYECKH

Prcyrok 2.10 — Jlranororoe oxno Jlata 1 Bpesa
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Word uMeeT BCTpOSHHBIC CPENICTBA, MO3BOJISIONINE aBTOMA-
THYECKH BBOAMTH TeKCT B Bam pgokyment. BpiOpaB komanmy
BceraBka=> JlaTa u BpewMs..., OTKpOETCA JqUaioroBoe okHo /lata u Beg
NoKazaHHoe Ha pucyHke 2.10.

Ecnu Bwl ycranoBute dnaxok y nmapamerpa OOHOBISTH aB-
tomatnuecku, Word OyzieT OOHOBISTH ATy WM BpeMsl IIPU KaXI0i
MeYaTy TOKyMEHTa, B IIPOTHBHOM e CIIydae 1aTa U BPEMS OCTaHYT-
sl TAKMMH, KaK BBl uX ocTaBmIH.

2.3.5.4 N3meHeHune perucrpa

EcTp eme ogHa XxuTpas BO3MOXKHOCTB yIpoIaTh cede pado-
Ty, @ UMEHHO: U3MEHATh PETUCTP Y BBIIEIECHHOIO TeKCTa. s Toro
LITO61)I HU3MCHHUTDL PETUCTP Yy CJIOBA, HCO6XOI{I/IMO BBIJICJIUTH Hy)KHI)IP'I
(parMeHT TekcTa (JIMOO YCTAaHOBUTH Kypcop BBOJA Ha M3MEHIEMOE
CIIOBO) M HakaTh kKoMOuHarmo kiaBum <Shift+F3>. OngaokpaTtHOE
Ha)kKaTHE BBI30BET M3MEHEHHE PETHCTpa MEPBBIX CTPOUYHBIX OYKB Ha
nponucHele. Bropoe HakaTHe naHHONW KOMOWHAIIMK BBI30OBET M3Me-
HEHHME PErucTpa Ha MPOIMHUCHbBIE BceX OYKB BO BCEX CJIOBAaX BbIIE-
neHHoro Qparmenra. U, HakoHel, TpeThe HaKaTHE MPUBEAET HU3Me-
HEHUE 3arjIaBHbIX 6yKB Ha CTPOYHEBIC, BCECX 6yKB BO BCEX CJIOBAxX BBI-
JeNICHHOro0 (parMeHTa. OTOT PeXHUM MOJE3€H NPH HANHMCAHUM CO-
KpallleHUH, COOCTBEHHBIX UMEH, Ha3BaHUH U T.JI.

OueHb 4acTo MpH HAbOpe TEKCTa B JIOKYMEHTaX Ha pasHbIX
si3pikax WOrd mepexoinT Ha aHTTTHACKUI SA3BIK, TIPH 3TOM OTKIIFOYa-
eTca mpoBepka opdorpaduu Ha PYCCKOM S3bIKE. DTO HMPOUCXOAUT
MOTOMY, YTO OJHMM W3 TapaMeTpoOB CIOB B TEKCTOBOM DPEIAKTOPE
SIBJIICTCSl TAKOE€ CBOWCTBO, KaK s3bIK. ECiM BbI, HaOWpas TEKCT Ha
PYCCKOM $I3bIKE, MEPEKIIOUMINCh Ha APYrod S3bIK (Hampumep, aH-
TITHACKII) 1 TIEPEKITIOYIINCE 00paTHO (Ha pycckuit) Word nrorma
«3a0bIBacT» MEHSTH JUIsI CJIOBA eTo cBolcTBO. [1o 3TOi# mpuunHe Ka-
3aJI0Ch Obl TPaBUIILHO HANMCAHHBIE CJIOBA MOTYT BBIACIATHCS KaK
rpaMMaTHYE€CKHd HENpaBWIbHBIEC, T.€. MOJYEPKHUBAIOTCS KPacHOM
BOJIHUCTOW NuHKeH. i ucnpaBiieHus AanHoro Hepodera Word’a
HE00X0AMMO MPUHYAUTEIBHO YKa3aTh, YTO HAOpaHHOE CIIOBO MPHU-
HaJUIGKUT PYCCKOMY CJOBapro, a uMeHHo Qam—>(gmo—>
S3p1k => Br10paTh s361k => Pycckuit. Korma BBl OKka3wpiBacTech B
dueBpIOOpa  S3bIKa, HEOOXOAWMBIM ITYHKT MOXHO BBIOpaTh He
TOJBKO KJIaBUIIAMH Kypcopa, HO M NIyTeM HaKaTus MepBOi
KJIaBHILIA COOT- BETCTBYIOIIEH packiagKy KiaBuaTypsl. Hanpumep,
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CKOTO $s3bIKa: HaXMMaeM Ha OykBy «P» TMOSBISE€TCS pPyMBIHCKUI
SI3BIK, TIPU MTOBTOPHOM HA)KaTWUW BBIOMpACTCS CICAYIONIMIA 10 CITUC-
KY — PYCCKHI, OKOHYATEIIbHOE TIOATBEPKICHNE OCYIIIECTBIISIEM C TI0-
MOIIBIO KiaBumm «Entery.

2.3.6 dopmaTupoBaHHE TEKCTa

B Microsoft Word pasnuuator Tpu Buza (hopmaTHpOBaHUS,
HO HamOojiee MHTEPECHBIM M HEOOXOIWMBIM SIBIISIETCS (HOpMaTHpO-
BaHHE a03ala, MO3TOMY €ro MBI W pacCMOTpHM Oosiee TOoApOOHO.
dopmaTupoBaHHE — 3TO YCTaHOBKA IapaMeTpoB, OTBEYAIOIIMX 3a
BHEIIHUI BHJ TEKCTa, K KOTOPBIM OTHOCSATCS: WIPU(T, BHICOTA, IIH-
pHHA, HAKJIOH, MOAYEPKHMBAHHE, OTCTYIIbl, YCTAaHOBKH TaOYIIsLuUi,
WHTEPBAJIBl MEXKAY OBYMsl a03allaMd M MEXKAY CTpPOKamH B ad3alle,
mobas HyMepalus 1 MapKupOBaHUE CIUCKOB, 0OpaMiIeHUE, 3aIMBKa
U T.IL

OpvH n3 Haubolee MPOCTHIX U B TO XK€ BpeMsi Hanbosee BbI-
PasuUTEIbHBIX CIIOCOO0B M3MEHEHHS BHEIIHETO BUA TEKCTa COCTOUT
B U3MEHEHUM MIPHUQTa, KOTOPHIM OH Hamucad. [lpaBaa, npuxiaaHsie
MIPOTpaMMbl HE 3aHUMAIOTCS YIpaBJIEHHEM IIpU(TaMH, YCTaHOBIIEH-
HBIMH Ha KOMIIbIOTEpE, 3THM 3anumaercs cama OC Windows. Ipu-
KJIQJHBIE MPOrpaMMBbl B 3TOM BOIPOCE JIUIIL OMHMPAIOTCS Ha omepa-
LUOHHYIO CHCTEMY, XOTSI U MOTYT CO37aBaTh HEKOTOPHIEC JOMOJIHU-
TEeNbHBIC CIIeUATBHBIE dPPEKTHI.

B Word’e, 1o ymon4anuio, Bce onepaii U3MEHeHHUs mpud-
Ta NPUMEHSIOTCS K BBIJEJICHHOMY (parMeHTy TeKcTa WM, Ipu OT-
CYTCTBHH BBIICNICHHS, K CJIOBY, HA KOTOPOM PacIojaraercsi Kypcop.
Hns npocredmnx omnepanuii Mo U3MEHEHWIO BUJAA W HadepTaHUs
mpuQTa UCTIONB3YIOT NaHENb HHCTPYMEHTOB PopMaTHpOBaHUE.

B packpsiBatoniemcs criucke Hlpudr Times Mew Roman =
BBIOMPAIOT TapHUTYPY, B crincke Pasmep mpudra |10 = onpexe-
JIAIOT pa3Mep CUMBOJIOB, a kHonkaMH [omyskxupnsiii, Kypcus u Iog-
YEPKHYTBIN ¥ K uMieHdaroT ux HadyepTaHHE.

D¢ dekTrl, HEMOCTYIHBIE ¢ TaHeNu WHCTpyMeHToB Dopma-
TUPOBaHKE, MOXKHO co371aTh B AuajoroBoM okue UlpudTt, koTopoe
oTkpbIBatoT koMmaHgon ®opmar=> [lpudt nmm mynkrom pudr
B KOHTEKCTHOM MeHI0 (prcyHOK 2.11).
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Ofpazey

Times New Roman

WpkchT TrueType, OH MENOAEZYETCA GNA ELIEOLA KAK HA 3KPAH, TAK M H3 NPHHTER,

Mo YHoNYaHHRD, .. | (9.8 I OTHEHA

Pucynok 2.11 — Imanorosoe okuo lpudt

V IaHHOTrO TMaJIOrOBOrO0 OKHA CYIIECTBYET TPH BKIaAKU. B
HIDKHEHW 4acTH BCEX BKJIAJOK NMPUBOIUTCS NMPUMEP TEKCTA, HANKACAH-
HOTO B COOTBETCTBUU C 33IaHHBIMH MTapaMeTpaMu mpudTa.

OnemeHThl yrpapneHus BKIagku LIpudT coOTBETCTBYIOT
JJIEMEHTaM MaHeNn HHCTpyMeHTOB PopmaTupoBaHue. PackpeiBaro-
muiics cnucok IloguepkruBaHue NPENOCTABISIET HECTAHAAPTHBIE Ba-
pUAHTHI TOAYEPKUBAHHUA TEKCTa (HAIpUMep, JBOWHON YepTOd WU
myHKTUpOM). LlBeT oToOpakeHHs TeKCTa M3MEHSIOT B PAaCKPBIBAIO-
memcs criucke L[BeT TekcTa. Ota onepanys HMEeT CMBICI TOJIBKO IS
3NEKTPOHHBIX JOKYMEHTOB M JOKYMEHTOB, KOTOpbIe OymyT pacreya-
THIBAaThCSl HA IBETHOM npuHTepe. Hectannaptheie addextsr odopm-
JICHUS TEKCTa CO3Aal0T YCTAaHOBKOH (hJIaKKOB B T'PYIIIE CBOMCTB TEK-
cta: D bheKTsI.

OneMeHThl yrnpaBieHus BKIAAKu VIHTepBajl IO3BOJIAIOT W3-
MEHUTh HHTEPBAJl MEXy CUMBOJIaMH. biarogaps 3ToMmy TEKCT Mo-
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KET OBITh YIUIOTHEH WJIM pa3pekeH, YTO HePeAKO MCIOJIB3YIOT B 3a-
ronoBkax. Ha nepseiii B3 nomns MuTtepsan u Macmrab paboTarot
AHAJIOTUYHO, OJHAKO W3MEHEHHe MapaMmeTpoB Mot MacmTab mpu-
BOJWT K YBEJIIMUCHHUIO (YMEHBIIIEHUIO) MIMPUHBI OyKB, a mois MHTep-
BaJ — paccTosiHus Mexay OykBamu. [Tone Cmelienue obecrneynBact
CMEILIEHUE BBIJIEIEHHOTO TEKCTa BBEPX HJIM BHHU3 II0 CPABHEHHUIO C
OCTaJbHBIM TEKCTOM.

CpenctBa BKIaAKUM AHUMAaNMs HCIONB3YIOT AN TUHAMHUe-
cKOTo 0(hOpMIICHHS TEKCTA, HO TOJIBKO B DJIEKTPOHHBIX TOKYMEHTAaX.

OCHOBHOH CMBICIIOBOW €IMHHIIEH TEKCTa OOBIYHO SIBIISETCS
ab3ay. TloaToMy KOMaH/Ibl BEIpAaBHUBAHUS M onepanuu GopMaTupo-
BaHUS TpeAHa3HaueHbl IJIs1 U3MEHEHUS BHELIHEro BHJA OTIEIbHBIX
ab3arieB.

BoipaBHuUBaHHe ad3ama — 3TO PacHoOJOXEHHE ero
TEeKCTa B COOTBETCTBHUHM C 3aJaHHbBIMU npaBuiamu. Yarie
BCETO PeUb UACT O 2OPUOHMANLHOM BbIPABHUBAHULU MEKCMA, TO €CTh
0 €ro PacHoJOKEHUH MEXIY TIPaBhIM U JICBBIM TOJSAMH CTpaHUIIBI. B
nporpamme Word BeIpaBHHBaHHE 3a[JalOT IICTYKOM HA COOTBET-
CTBYIOLIEH KHOIIKE Ha IaHenu MHCTpymeHToB dopmaruposanue. 13
YEeThIpEX KHOIIOK = = = lé (ITo meBomy kparo, Ilo nierrpy, [lo
npaBoMy kpato u [lo mmpuHe) MoxeT ObITh BKJIFOUEHA TOJBKO OfHA
JUIsi KOHKPETHOTO ab3ana.

1. Ilpwm gvipasnusanuu no neeomy Kpar BCe CTPOKU ab3ara
Ha4YMHAIOTCS C OJTHOW W TOM K€ MO3UIINH, TO €CTh JIEBBI Kpaii ab3ama
o0pa3yeTr BEPTUKAJIBHYIO JTHHHIO.

2. B cnyuae gwipasnusanua no yeumpy CTPOKH pacrioya-
TaroTCsl CHMMETPUYHO OTHOCHUTENBHO BEPTHUKAIBHON OCH, TIPOXOJS-
me uepe3 cepenuHy CTpaHWIBL. Takoe BbIpaBHHBAaHUE HEPEAKO
MIPUMEHSIOT IS 3aT0JIOBKOB.

3. Ilpwm swipasnusarnuu no npagomy kparo, BCe CTPOKH ad-
3a1a 3aKaHYMBAIOTCS HA OAHOW M TOM € MO3ULUHU, TO €CTh NpPaBbIl
Kpai a03aia 00pa3yeT BepTUKAIbHYIO JIHHHUIO.

4. Tlpwm evipasuusanuu no wiupute POBHBIMU OKa3bIBAIOTCS
Y JIeBas, U paBasi TPAHUIIBL

Kuaurn, xxypHamel, TOKyMEHTBI U IPYTUE TICYATHBIC W3TaHUS
Ha PYCCKOM S3BIKE€ TPATUIIMOHHO O(GOPMIIAIOT C HCIOIH30BAHHEM
6bIPABHUBANUS NO WUpUHe. B aHTTIOA3BIYHBIX JOKYMEHTaxX 00XOmsT-
Csl TOJIBKO BBIPAaBHHMBAHUEM II0 JIEBOMY Kparo.
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s mommHOTO (pOopMaTHpOBaHUs ab3aria UCIONB3YIOT JAHAIIO-
roBoe OKHO A03a1], KOTOpPOe OTKPBIBAIOT KoMaHaol Popvar=—> AGz|
WK C TIOMOIIBIO IMMyHKTa A03al] B KOHTEKCTHOM MEHIO, BBI3bIBAEMOM
IIEITIKOM TTPaBON KHOTIKH MBIIIN pUCYHKe 2.12:

1. Bxumagka OTCTynbl M HHTEPBAJIBI ONPENENseT BHIPABHH-
BaHHE ab3ala 1 ero pa3MeIleHne B MOTOKE TEKCTa TOKYMEHTa.

e Crioco0 BBIpaBHHBAHMS 3aal0T B PACKPHIBAIOIIEMCS CITHC-
ke BelpaBHUBaHUe. PackpbIBalomuiics CHNHUCOK YPOBEHb 3ajJlaeT
CMBICIIOBOH YpOBEHb a03ana B 001Iel CTpyKType TeKcTa.

e ['pynma OTcTyn onpezaessieT MpaByio U JIEBYIO TPaHUIly ab-
3alla OTHOCUTENBHO MpaBOi M JIEBOM TIpaHULl CTPAHHUIBI (OTCUET Be-
JIETCS 10 JTUHEHKE).

e PackphiBaromuiicsi CIHCOK MEpBas CTPOKa MO3BOJISET 3a-
JIaTh HAJMYWE W Pa3Mepbl «KPaCHON CTPOKI (203aIlHOTO OTCTYIA).

e ['pynna MHTEepBan no3BoJsieT 3a7aTh NMPOMEXKYTKH MEXIY
ab3amamu, a TakKe MEXAy CTpOKaMH JaHHOTo ad3ama. Y BeIHycH-
HBIH MHTEpBaJ] MEXIy ab3anaMy HEPEIOKO 3aMeHseT a03alHBbId OT-
CTYII.

2.  Bxuanka IlonoxeHue Ha CTpaHUUE MpeHAa3HAYEHA IS
(dbopmatupoBaHusl a03alleB, MOMAJAONIUX HA TPAHUIy MEXIY CTpa-
HUIIAMU. 3/1€Ch MOKHO:

® 3aNpETUTH OTPBIBATH OT a03a1a OJJHY CTPOKY;

® TOTPeOOBaTh, YTOOBI a03al] pa3Melajics Ha OJHOM CTpaHu-
L€ IeJTUKOM;

® (IIPUCOECIUHUTEY CIEAYIOIUH al3all K JaHHOMY WIH
Hay4aTh TEKYLIUM a03a1eM HOBYIO CTPaHHUILY.

C mnomompi0 AMajIoroBoro okHa Ao63am (pucyHok 2.12)
OYEHb MPOCTO BBHIIONHATH HOpMATHPOBAHKE. DTO OKHO MOJIE3HO IS
U3y4YeHHs PHUEMOB (HOpMaTHPOBaHHA, HO B paboTe ¢ OONIBIINMH 10-
KyMEHTaMH Jy4lle cTapaTbci UM He mojb3oBathes. s addexTus-
HOW paboTHI CyIIeCTBYEeT MOIIHBIN M yJOOHBIN METOJ aBTOMaTHYe-
cKkoro (opmaTtupoBaHWs, OCHOBAaHHBIM Ha MOHATHH cmuid. OH He
TOJIKO TIO3BOJIIET MHOTOKPAaTHO MOBBICUTH HPOM3BOAUTEIHEHOCTD
TpyZJa, HO U TapaHTHPYET eIUHCTBO O(GOPMIICHHUS BCEX OJTHOTHUITHBIX
a03arieB 1 3ar0JIOBKOB B 00bEMHOM JTOKYMEHTE. DTO OKHO ITO3BOJISIET
TOYHO HACTPOWTH OTCTYIIHI a03ala, Torga Kak KOOpAWHATHAS JIMHEH-
Ka MI03BOJIET BU3YaJIbHO IOA0OpATh OTCTYIBI C JUCKPETHBIM LIArOM.
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Pucynok 2.12 — [1anens A03arn

2.3.7 dopmaTHpoBaHUE C MOMOIIBIO JINHEHKHU

JluHelika He TOJBKO MPEIOCTABISCT UHPOPMAIHIO O Pa3MET-
K€ JOKYMCHTA, HO U ABJIACTCA MOIIHBIM MHCTPYMCHTOM @opMaTHpo-
BaHUs. OHa MO3BOJISIET YIPABIATh OOKOBBIMH I'PaHMLAMH M TIO3ULHU-
ssMu TaOyIsauu Tekyiiero abd3ana. ['paHursl ad3ana 3amalT MyTeM
nepeMenieHnst (epeTacKuBaHus) CIealbHBIX MapKepOB, pacmoia-
TaroIIKUXCs Ha TOPU30HTAIBHON JTMHENKE:

1. HwuxkHuH JeBbIH TpeyroJdbHbIH Mapkep —
MapKep, PAacIOJIOXKEHHBIH clieBa BHH3Y (OCTpHEM BBEpX), 3a7acT
JIEBYIO TPaHUITLy JUIsl BCEX CTPOK ab3ara, Kpome mepBoi. JlaHHBII
MapKep COOTBETCTBYET MapaMeTpy: «OTCTYII clieBay B maHesn Ad3zal.

2. BepxHuil JeBBIi TpeyroJabHbBIH Mapkep -—
MepeBEepHYTHIM MapKep CiIeBa BBEPXY 3a/aeT JIMHUIO Hadaia MepBon
CTpokH ab3ama ¥ MOo3BOJSIET CPOpPMHUPOBATH abO3alHBIA OTCTYII
JlaHHBIIT MapKep COOTBETCTBYET MapaMeTpy: «IepBasg CTpOKa» B
nanenn Ab3arl.
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3. KpaaparTueiii mapkep ( mon JIHHEHKONH) — 3TO
3JIEMEHT YIpPaBJEHUs, BCEr/a pacrojiararoliniics HemocpeICTBEHHO
[0l HKHUM TPEYTOJIbHBIM MapKepOM JIeBOM rpaHuiel ab3aua. [Ipu
€ro nepeTackuBaHuy 00a Mapkepa JICBOW I'paHULbI (BEPXHUN U HIK-
HUI) MepeMeIalTcsi BMECTE, C COXPaHEHHEM WX OTHOCHTEIBHOTO
nojoxenus. Takoe cnenmanbHoe odopMileHHE ab3ala MOXKHO HC-
MTOJTK30BaTh TpHU (HOPMATHPOBAHUH SIUTPAPOB, OCOOESHHO BaKHBIX
(parMeHTOB TeKCTa, IUTAT U T.1.

4. TlpaBblii TpeyroJabHbBI MapKep — TpPEYrojbHBIN
MapKep, PacHoIOKEeHHBIN CIIpaBa, 3aacT MPaByI0 IPAaHUILy TEKyIe-
ro a6zana. JlaHHBI MapKep COOTBETCTBYET MapaMeTpy: «OTCTYII
cripaBa» B maHenu Ao3ail.

3ameuaHue: CYIIECTBYET ellle OJAWH OBICTPBIHA CIOCOO BBIZO-
Ba naHenu AG3al, U1 3TOTO BBINOJIHSIOT IBOMHOE HAaXKaTHE MBIILIBIO
Ha JIT000M M3 BHIIIEONICAaHHBIX MapKepax.

JIunelky Taxke UCHONB3YIOT AJS 3aJaHUS nOo3uyul maoyns-
yuu. Tlo3nuuu TaOyJsIUM OPUMEHSIOT, KOTJa CTPOKAa COCTOMT M3
HECKOJNIbKMX TIOJIeH, HampuMmep, B HeclnoxHoi Tabmume. I[lo-
YMOJTYaHUIO, TMO3WIUHN TaOyJSLMK PacrojlaraloTcs uepe3 KakIble
MOJI/II0MMA M OTMEYAIOTCS HA JIMHEHKE KOPOTKUMH BEPTHKAJIbHBIMH
3aceukamMu. CHMBOJI, 0003HAYAIOMIMI MO3UIKI0 TaOyJsIIUK, pacrio-
Jaraercsl Ha nuHeilke cieBa. OH UMeeT BUJ «yrojika» -, B PaMOUKe,
Ha MEPECEYEHUN TOPU30HTAIBHON M BEPTHKAIBHOW KOOPAMHATHBIX
JIMHEEK.

|J CICHOEHOW TekeT = Times Mew
|E T
~

[llenkHyB HAa HEM, MOXXHO M3MEHHUTH BHJI CUMBOJIa TaOyIs-
UM U, COOTBETCTBEHHO, METO/I OTOOpayKeHHs TEKCTa (CJIeBa, CIIpaBa,
TocepeInHe).

BriOpaHHBIN CHMBOJ TaOYJSIMU YCTaHABIMBAIOT MIETYKOM
Ha JINHEeWKe B CBOOOJHOM MECTE OT MapKepoB M CHMBOJIOB TaOyJs-
uuil. B ganpHelnieM ero moJjoXeHHE MOXHO HW3MEHSTH MEpeTacKu-
BaHueM. J[ns yaaneHus: CUMBoOJIa TaOyJsIIIMM €0 IMepeTacKUBAIOT 3a
npenens! TuHEHKU. [locine ycTaHOBKM MO3UIMHK TaOyIsSUH BPYyYHYIO
BCE TO3WLMH TaOyJsHHY, 3aJaHHbIE 110 YMOJTYaHHUIO U PACIIONIOKEH-
HBIE JI0 Hee, yAAISIOTCSL.
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2.3.8  ApromMaTm3auusi popmaTupoBanus. CTUIH

B mnuHHBIX TOKyMeHTaX OONBIIMHCTBO ab3ameB GpopMaTupy-
eTCsl OJIMHAKOBO. TouYHEe TOBOps, OOBIYHO CYIIECTBYET HECKOJIBKO
BapuaHTOB odopmiieHUs ad3ara, KOTOPhIE MHOTOKPATHO HUCIIONB3Y-
I0TCSl BHYTPH JJOKYMEHTA.

®dopmaTrpoBaTh ad3al] BPyYHYHO MPU KaXKIOM H3MCHECHUU
TEKCTa HEyJOOHO, OCOOCHHO €CNIU y4ecTb, YTO, BEPOATHEE BCEro,
yKe cymiecTByeT ab3all, oThOopMaTUPOBAHHBIN TakK, Kak HyHO. [Ipo-
rpamma Word pemaer 3ty mpo0GiieMy, MO3BOJISS POM3BOAUTE Pop-
Mamuposanue no odpasyy, a TaKkKe MyTeM MPUMEHEHUS T'OTOBBIX
3aJJaHHBIX CIUIel POPMAMUPOBAHUSL.

1.  YroObl BEIMOTHAUTE (hOpMATHPOBAHKE IO 00pa3Ily, HAO
YCTAaHOBUTH Kypcop Ha ab3al], UMEIOIUi Hy)XHbIe mapameTpsl Gop-

MaTUPOBaHKs, U LICIKHYTh Ha KHOMKe «DopMaT 1o o0pasiry» & |
JHanee MOXXHO HIENKHYTh Ha ab3ame, GopMaT KOTOporo Tpedyercs
U3MCHHUTH, U OH 6yI[€T BBITJIAJACTh TOYHO TaK K€, KaK BbI6paHHbH7[ B
KadecTBe oOpasIa.

Ecmu TpeOyercs u3MeHUTHh (opMaT HECKOJNBKUX ab3ales,
HaJI0 JBaX/IbI IIETKHYTh Ha KHOMKe «Popmat mo obpasimy». [Tocne
BHECEHUS BCeX HEOOXOAMMBIX W3MEHEHUi, HAJ0 elle pa3 IIEIKHYTh
Ha kHoTKe «Dopmar o 00pasiy» Uil HaKaTh KJIaBHITY «ESC».

2. Cmumb ghopmamuposanst — 370 COBOKYITHOCTh BCEX ITa-
pamMeTpoB odopmIIeHHs, orpenesstonmx Gopmar ad3ana. JoctyrHsie
CTHJIM [IEPEYHCIIEHbI B pacKpbiBaromieMcs cucke Cridladuo Terct =
PacIoJIOKEeHHOM Ha MaHeNu HHCTpyMeHToB DopMaTipoBanie. B
Hauasie paboThl ¢ mporpammoit Word 3ToT Criucok CoIepsKuT mnepe-
YeHb CTHJICH, 32JIAHHBIX 110 YMOJIYaHHIO.

[Ipu BBIOOpE OJHOTO W3 CTUIIEH, PEACTABICHHBIX B JaHHOM
CIIHCKe, U3MEHseTCs hopMaT TeKymero ad3amna (ab3ama, B KOTOPOM
pacrojoxeH Kypcop Wik popMar BbIIEIEHHOTO (pparMeHTa).

C TOYKHM 3peHHs KOMIIbIOTEpa, ab3ameM CuMTaeTcs 00
(parMeHT TeKkcTa, OTpaHUYCHHBIN C JIByX CTOPOH CHMBOJIAMHU «BO3-
BpaT Kapetkm» (kox 13). DTOT Koa BBOAWTCA B TEKCT BCErJa, KOrna
MBI Ha)KUMaeM kiaBuiry «Enter». OH cumraeTcss HEBUIUMBIM, I1O-
CKOJIBKY €My HE COOTBETCTBYET HHM ofHa OykBa. Ho yBueTh ero Bce-
TaKu MOXXHO, €CITU IEIKHYTh Ha KHONKe «HemeuaTaempie CHMBOIBDY

1T . ﬂaHHBIfI PCKUM MO3BOJIACT YBUACTHL HE TOJIBKO KO KOHIIA ab-
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3a11a, HO U JPYTHE YIPaBJISAIOIINE CUMBOJIBI (KOIBI). YacTo HEMOHST-
Hoe moBeaeHue Tekcta B Microsoft Word’e mposicHsieTcst ¢ MCIosib-
30BaHMEM peknMma «HermeuaTaeMble CHMBOIIBD».

2.3.8.1 Co3nanue cTuJst

[Tonydyenue HaBBIKOB B JaHHOM pazjeiie MOMOXeT Bawm
oopMIIATE JOKYMEHTHI Ha mpodeccrnoHamsHOM ypoBHe. [lomydeH-
HbIC YMCHUS CYIIECTBEHHO M30aBAT Bac oT ommbok, HETOUHOCTEH, a
TaK)Xe YMCHbIIAT BpeMs opopMIIeHUs TOKyMeHToB. OnuH U3 Hanbo-
Jiee pacIpOCTPaHEHHBIX CIOCOOO0B - CO3/TaHNE CTHIIS TI0 00Pa3ILy

DT0 caMbIii HAIJISOHBINA CIOCOO co3maHms CTUA. s 3TOro
HYXXHO OT(opMaTUpOBaTh ab3all, MEeTKHYTh Ha noje CTuib, BHIOpATh
HY>KHBI CTHIIb ¥ BBECTH Ha3BaHHE HOBOTO cTwid. [locie sToro crim-
cok Ctuis OyzieT cofiepkaTh Ha3BaHHE HOBOTO CTHIISL.

2.3.8.2 U3menenue cTuiist

Ecmn w3mennts odopmieHne ad3ama, WCIONB3YIOMIETO
OTIpeICIICHHBINA CTHIIb, a 3aTeM IICIKHYTh Ha moyie CTHIIb U HaXKaTh
knaBumry «Enter», orkpoercs auanoroBoe okHO llepeomnpenenenue
ctuis (pucyHok 2.13).

MNepeonpegeneHye CTHnA 1[1[

CTHNE: 3aronoBox 3

MEpecnpeAEnHTE !

% {1aHHEIN CTHIE, HCNONESYA BEIAENEHHEI (ParMEHT Kak obpasel
" hopHAT EELAENEHHOMD BPATHMEHTA, HEMONE3YA ASHHEIA CTHNL

- ABTOMATHYECKH OOHOENATE CTHMAM B AANEHEALLEN
Ok I OTMEHS

Pucynok 2.13 — [NepeonpeaeneHue ctmnsa

C ero nmomoIp0 MOXXHO BOCCTAHOBHUTH (hOpMAaTHpOBaHHE a0-
3aIla B COOTBETCTBHUH C PaHEE OMPE/EIICHHBIM CTUJIEM WIIM H3MEHUTH
CTHJIb 110 BCEMY JIOKyMEHTY. [Ipu u3MeHeHun CTHIIs Bce a03allbl, UC-
OJIB3YIOIIME 3TOT CTHJIb, IEPEPOPMATUPYIOTCS ABTOMATHUYCCKH.
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2.3.8.3 Pa3pa0oTKa HOBOI'O CTHJISI

Ecnu tpebyeTcsi MOATOTOBUTH HOBBIM CTHIIB IS MICTIONIB30-
BaHUsSI B JOKyMeHTe, ciedyeT AaTh koMaHny Popmar==> CTuib.
B nnanoroBom okne Crtunb (pucyHok 2.14) MOXKHO IIEIKHYTh
Ha kHOMKe «Co3marh» (IS CO3MaHMsI HOBOTO CTHIIS), «M3MEHUTH)»
(I1st UI3MEHEHMsI CYIIECTBYIOIETo) WM «YAaIHuTh» Ui YAaJCHUS
ctuis u3 cnucka. CIUMCOK MpeiaraeT Ha BBIOOp TPYIIy CTUJIEH, C
KOoTo- peiMH Bbl xotute paborate. KnHomka «Opranuzarop...»
MO3BOJISIET PENAKTHPOBATh CIIMCOK CTwiel mabmoma Normal
(3T0 TmaBHBIA ycTaHOBOYHBIH 3mement Word'a, aBTOMaTHyecku
HACTPAWBAIOIIMI BHEIIHUA BHJ JOKYMEHTa M BHYTPEHHIOHO
00pabOTKy NaHHBIX W MMa- pameTpoB). Tak, MpH CO3MaHUM HOBOTO
OOKYMCHTa, Bam 6YZ[YT J0- CTYIIHBI T€ CTHUJIH, KOTOPBIC HAXOAATCA B

CIHAM: Abzal

1 OBBHHERA Eacaea sasasa casasaca
¥ 8 OCHOBHOM WpkdT abzaua

SHakk

BabaBa BaBaBa BaBaBaBZ

CINHESHHE
CBbMHEA + WpkdiT: Arial, 16 pt, nonysmpHeIA,
ChHCoK: WHTEpPEaN Nepesa 12 NT nocne 3 NT, He OTPBIBaTE OT
— J CREAYHIWErD, ¥poEeHE 3
-

IMcnonbsyemmx CTHAEA

OpraH|zaTop. .. Co3AaTE... | M3MEHHTE... I ¥aanuTE |

MPHHEHHTE: OTHEHS |

mra6ione Normal.

Pucynok 2.14 — JInanoroBoe okHO CTHITL

B HOBOM nunanoroBom oxkne Cozfganue cTuiisl (pucyHok 2.15)
(cooTBeTCTBEHHO, KHOMKH V3MEHEHWE CTHIISI) MOXKHO 3a/aTh MM
HOBOTO CTWJISI M YKa3aTb, KAKOW W3 CYIIECTBYIOIINX CTUJIEH MPUHH-
MaeTcs 3a OCHOBY.

Uto0Obl U3MEHUTH OPOPMIICHHE AAHHOTO CTWIISL, HAJO LIENK-
HYTb Ha KHoNKe PopMaT U BBIOpaTh B OTKPBIBIIEMCS] MEHIO (popMa-
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TUpyeMblii asteMeHT: pudr..., A63aim..., TaOyasaus..., [ panu-
ua..., A3sik..., Pamka..., Hymepanus. ..

Ecmu Brimrounth (urakok «Jlo0aBUTH B MIabIOH», cOo3/aBae-
MBIH (M3MEHSEMBIA) CTHIIL JOOABISACTCS B CTAaHAAPTHBIA ITabJIOH
(Normal) mporpammer Word, mociie 4ero 3ToT CTHIIb MOYXHO HCIIOJb-
30BaTh U B IPYTUX IOKYMEHTAaX.

Mma: CTHME:
I.ﬁ.ﬁ3au.a j
QCHOESH Ha CTHAE: CTHAE CREAvHIWErD ab3aua:
I {l Saronosok; 3 j I il CTHnel j
Dbpazel

EAEAEA EAEAED EABAEAED
OnHCaHKeE

Saronosok 3 + WpkdT: 12 pk

[T AoBaewTe B wabnoH [~ OBHOENATE SETOMATHYECKH

Ok I OTMEHS | Dopmat T Knagmwa. ..

Pucynok 2.15 — lnanorosoe okHo Co3aHue CTHIISA

2.3.9 Odopmienne TekcTa

Bcerna tpebyeTcst TEKCT IpeIOCTaBIATh B TAKOM BHUJIE, YTO-
Obl He 3amyTaTh 4HTaTels, a MPHBIEYh €ro BHUMAaHUE KPACHBO
0(QOpMIIEHHBIM B XOPOIIO YUTAEMBIM TEKCTOM. B dWmcio Takux WH-
CTPYMEHTOB BXOJST CIIMCKH, KOJIOHKH, TaOJIUIBI, PUCYHKH, TPadUKH,
u T.11. B aToM maparpade peus moiizer 06 ohopMIIEHHH H TIPENICTAB-
JICHUH TEKCTa JJIsl MPUSTHOTO YTEHUSI.
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2.3.9.1 MapkupoBaHHbI€ 1 HYMEPOBAHHbIE CITUCKH

YnopsaoueHHy0 HHOOPMAITHIO YacTO yI0OHO MPEICTABIATh
B BUJIE cnuckog. Tak MpeACTaBIAIOT MHCTPYKIIMK (OTIMCAHUS TIOPSI/I-
Ka JIecTBHUiT), HAOOPHI MOSCHSIOMNX YTBEPIKICHUH, MEPeUHH MpeI-
METOB HJIU OOBEKTOB U T.JI.

Word MNOAACPKUBACT TPU BHUJA CIIMCKOB — MAPKUPOEAHHblE
CNUCKuU, B KOTOPBIX Ka)KI[BII\/'I ITYHKT IOMEYACTCA OAMHAKOBBIM MapKe-
POM, HymeposarHbvle Cnucku, TA€ NYHKTbI IOCJICIOBATCIBHO HYME-
PYIOTCA, U MHO20YPOBHEBbIE.

2.3.9.2 [IpeoGpa3oBaHue TeKCTa B CIIUCOK

Jnst mpeoOpa3oBaHusl CYMIECTBYIOIIETO TEKCTa B HYMEpO-
BaHHBIA WM MapKUPOBAHHBIN CIIMCOK, HAJO BBUICIUTH 3TOT TEKCT
¥ IENKHYTh HAa KHomke Hymepanusi #= Wi,  COOTBETCTBEHHO,
Mapkepbl = Ha [aHemd HHCTPYMeHTOB (DopMaTHpOBAaHHE.
Ipomeccop Word aBTomMaTtnvecku mpeoOpasyeT HOBbIA ab3all B
3JIEMEHT HYMEPOBAaHHOTO CIUCKA, €CJIM OH HAYMHACTCS C YHCIa, 3a
KOTOPBIM ClIe[IlyeT TOYkKa. Eciau ab3al] HayMHAETCs C CUMBOJIA
«3Be370uka» (*), To OH aBTOMATHYECKH MpeoOpa3yercss B IIIEMEHT
MapKHPOBAaHHOTO CITHUCKA.

[Mocnenyromue abd3arpl TakKKe pacCMaTPUBAIOTCS Kak 3Jie-
MEHThI HauaBIlerocs cmnucka. [Ipu BBOJE 3JEMEHTOB CIMCKa Clie-
Oyrommid ab3ar] aBTOMaTHYeCKH HAaYMHAETCS ¢ MapKepa WK HOMe-
pa. Co3maHue crnucKa 3aKaHYMBAIOT OQYKPAMHLIM HAXKATHEM Ha
kiapuiny «Enter» B xonie a63ama. UToObl M3MEHUTH HJIM HACTPO-
uTh popmaT crucka, cieayer natb komanay Popmar=—> CMcOK wIn
BBIOpAaTh B KOHTEKCTHOM MeHo myHKT Coucok. Ilpu atom ot-
KpbIBaeTcs quanorosoe okaHo Crucok (pucyHok 2.16).
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L] o " Cranel
HeT L] o " Cranel
- o " Crunel
a - '
a - ¥
m} “ ¥
PHCYHOK. .. | FISMEHHTE. ., |
Chpoc | OTHEHa |

Pucynok 2.16 — [lnanorooe okHO CriHCOK

1. Bxumagkum MapkupoBanHbiii 1 HymepoBaHHBIN TO3BOJIS-
10T BBIOpaTh BHJ MapKepa WM CIOoco0 HyMmepaluu chucka. Ecim
CTaHAapTHOEe O(OpPMIICHHE CIIMCKA HE MOAXOIUT, MOXKHO ILIEITKHYTh
Ha KHOTIKE «/I3MEHUTb...», YTOOBI 331aTh BHEIIHUHA BUJ, IOJIOKEHHE
MapKepoB MIIK HOMEPOB, a TAK)Ke ITYHKTOB CITUCKA.

2. Bxiagka MHOroypoBHEBBIH IO3BOJISIET 3a4aTh CIICLH-
IBHBIA CHHMCOK, COAEPKAIIMI A0 AEBSITH YPOBHEH IYHKTOB, HyMe-
PYEMBIX WA MapKUPYEMBbIX OTJENBHO.

st mepexona Ha OoJiee HU3KUI ypOBEHB CIYXKHUT KHOIIKA

i=

«YBENUYUTH OTCTYI»  , a JJIs BO3Bpara Ha 0oJiee BHICOKHUI ypo-

1wty
]

BEHb CIY)KUT KHOIIKa «YMEHBIIUTh OTCTYN» ~°  Ha MaHEIW UH-
CTPYMEHTOB «DOpMaTUPOBAHUEY.

2.3.10 dopmaTHpOBaHHEe HYMEPOBAHHBIX CIIUCKOB

Wnorna, npu paboTte ¢ HyMEpOBaHHBIMU CIHCKAMH TEKCTO-
Beiii pemaktop Word HymepyeT ouepemHON CIHCOK, MpPOIOIDKast
IpebIAYILYI0 HyMepannio. YToOsI SIBHO yKa3aTh, YTO BaM HYKHa HE
CKBO3Has HyMepalus, a ¢ Hadaja eJAWHUILBI OTYETA, BBIIIOJHUTE CJe-
AYIOUIyIo NpoUeaypy:

1. Beigenute u3MeHsieMblid pparMeHT (HyMepOBaHHbIH CIIU-
COK).
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2. UYepe3 KOHTEKCTHOE MEHIO BBLICIEHHOTO (pparMenTa
BbIOEpUTE MEHIO «CIHCOKY», MOKHO 3TO C/ENIATh ITOCPEACTBOM IJIaB-
HOTO MeHI0: BeraBka => CriucoK.

3. B mosBuBIIEiics GopMe B TpymIe «HyMepalnus» BbIOepH-
T€ HYXXHBIH MyHKT (HaYaTh 3aHOBO / TIPOMOKUTD) U TOATBEPIUTE BbI-
oop.

2.3.11 OdopMiieHrEe TEKCTa B HECKOJIbKO cT0/10110B. Ko-

JIOHKH

B razerax u HEKOTOpPBIX KHUrax (OOBIYHO CIOBAPSIX U SHIMK-
noneansx) HHGOPMALUIO HEPEOKO TPEACTABISIOT B HECKOJBKO
CTOJOLOB. DTO CBA3AHO C TEM, YTO KOPOTKUE CTPOUKH JIETYE YUTATb.

1. Jlns pa3OueHHs TEKCTa Ha CTOJOIBI €ro BBOIAT OOBIU-
HBIM 00pa3oM, 3aTeM BBIJCISIOT U HIETKAOT Ha KHoIKe «KomoHKu»,
Ha mMaHenu HHCTpyMeHTOB «®DopmarupoBanuey». B oTkpeiBIIeMcs
MEHIO BBIOMPAIOT KOJIMYECTBO CO37aBaeMbIX cTosOnoB. «Ilo ymonya-
HUIO» CTOJIOIBI UMEIOT OIMHAKOBYIO IMPHHY.

2. Ha nuneiike QopMaTHpOBaHUS TOSBISIFOTCS MapKephl
cTonbuoB. [lepeTackuBaHreM 3THX MapKEpPOB M3MEHSIOT MOJIOXKEHHUE
MIPOMEKYTKA MEXKAY CTOJIOAMHU U €r0 IINPUHY.

3.  Ecnm Heckosbko CTONOLOB TEKCTa LEIHKOM pa3Mella-
IOTCS Ha OJIHOW CTpaHMIE, MOYKHO CHENaTh TaK, YTOOBI KOJIOHKH
UMeNY OJMHAKOBYIO JUIMHY. Ml 3TOro Hago [arb KOMaHIy
BcraBka => Pa3pbIB..., YCTaHOBUTHb IEPEKJIIOUATENIb HaA TeKyLLEA
CTpaHUIlEe U MIETKHYTh Ha KHOTKe «OK».

4. Ecmm crangapTHeIE MeTO] (DOPMUPOBAHUS CTOJIOIIOB
HEY/IOBJICTBOPUTENICH, CJIEAyeT MCHONb30BaTh JHAIOTOBOE OKHO
Kononku, xotopoe oTKpbIBaOT koMaHnoit dopmar => Konouku (i
3.5.2.1).

5. B rpymne Tum 3TOro AnMasoroBoro OKHa NpPUBEACHBI
CTaHJapTHBIC BapUAHTHI Pa3MelIeHUs] KOJIOHOK. Kpome Toro, umcio
KOJIOHOK MOXXHO 3aJaTh C NOMOIIbIO cYeTYMKa. B 3TOM ciyuae Ha
nanenu LluprHa v IpOMeXyTOK 3a7ai0T pa3Mepbl KOJIOHOK U BeJH-
YHHBI MHTEPBAJIOB MEX/Ty HUMHU.

6. Ecnm ycraHoBuTh Quakok KolOHKH OJWHAKOBOW M-
PHHBI, TO BCe KOJIOHKM U BCE MHTEPBAIbl MEXIY HUMHU OYOyT UMETh
OJHY H Ty K€ IIUPUHY.
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| | OTHEHS |
o4Ha ar

E CAEEa  COpasa
I PazaenmuTens

UHEND KONOHK: I[I E‘

rLLMPHHA M NPOMENCYTOK Gpazel

HOMEQ:  WHPHHA: NPOMERYTOK:
| 11 Jiesoe = =]
| | = | =
| | = | =

P KENDHEH 0AHHAKOEDH LWHPHHEI

MPMMEHMTE ! IKD BLEMY AGKYMEHTY j I™ Hoeas konoHea

Pucynok 2.17 — Jlnanorosoe okao KonoHku

7. ®naxoxk Paznenutens Mo3BONSET OTAECTUTH CTOJOLBI
JIpyr OT Apyra BEPTUKAIBHOM JINHUEH.

8. PackprBarommiics crivicok [IpuMeHHTE yKa3hIBaeT, KaKyro
4acTh JOKYMEHTa CleyeT pa3ouTh Ha cTonOupl. JlocTymnHble BapUaHThI
3aBHUCAT OT TOI'O, 6BIJI JIK TIPpEABAPUTEIILHO BBIJICIICH (bpar MCEHT TCKCTa.

Ecnmu ycranoButh ¢naxkok HoBasi kollOHKa, TO TOCIEAYIO-
LMK TEKCT JOKYMEHTa Pacroaraercsi B Hauyaue HOBOTO CTOJIONA.

2.3.12 Tadauunl

Tabmu4HbIM CIOCO0 NPECTaBICHUS OJHOTUITHONW MH(OpMA-
MM OYCHb IMUPOKO HCIOJB3yeTCs MPU pacueTax, aHalu3e, CTaTH-
CTUYECKMX NPOrHO3aX, (PUHAHCOBBIX OTYeTax WM T.1. MHTerparms
nauHbix w3 Microsoft Excel mosbicuio momyssipHocTs makera Mi-
crosoft Office. 3nanus, monyueHHbIEe B JAaHHOM TJIaBe, CTAHYT IEp-
BBIM IIarom k uzydenuro Microsoft Excel.

2.3.12.1 Co3nanue Tadami

CaMmpblii mpocToil crmocod co3naTh TaOIUIy B IMporpaMMme
Word cocTout B UCTIONB30BaHUU nosuyuii madyaayuu. Ho 3TOT cro-
co0 HEIOCTaTOYHO THOOK, IMOTOMY YTO MHOTHE TaOJHIIBI TPYIHO
MIpEACTaBUTEL B TpocToil (hopme. OCHOBHON METOJ CO3TaHMSI TaOIHI]
B iporpamme Word He cTpagaet OT TaKUX OrPaHUYCHUR U TIPEI0-
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CTaBJIAET CaMble IITMPOKUE BO3MOKHOCTH 10 OTOOPaKEHUIO TEKCTa B
pamKax Ta0JuIl.
1. HeOonbmme TabIMIBI CO34AI0OT C MTOMOIILI KHOIIKA

«Jlo6aBuUTH TAaOIHILY» E Ha IaHeNIu UHCTpyMeHTOoB CTaHaapTHas.
OTKpBIBIIAsICS MATUTPa MO3BOJISAET OBICTPO CO3AaTh MYCTYIO TaOIH-
my.

2. Ilyctyro TaOnuiy ¢ HpPOM3BOJBHBIM YHCIOM CTPOK U
CTOJIOIIOB CO3JAal0T € IIOMOINBID KOMaHIbl TaOmwmia = [l00aButs
TabnuIy.... Yucno CTpoK u CTOIOLOB 33Jal0T C MOMOIIBIO CUETYH-
KOB JIMaJI0roBOro okHa BceTaBka Tabmuiis! (pucyHok 2.18).

Paztep TabnHusl

Yucno cTonbuyoe: Ia 5‘
Yucno cTpok: |2 5‘

ABTONoADOP WHPHHE! CTONOLOE

{* nocToanHanA: I.ﬁ.BTn 5‘

" no coAepHMOMY

" no WHpHHE oKHa

dopMaT: {HET) AETODOPHAT.. |

I_ Mo ¥Mon4aHHHD 408 HOBBILX Tabnwmy

Ok I OTMEHA |

Pucynox 2.18 — BeraBka TaGmuiipt
3.  Kuomnka «TaOauiipl ¥ rpaHUIIbD , 4 TaK)Ke KOMaHja
Tabnuua => HapucoBaTb Tabauily MO3BOJSIIOT HAPUCOBATH TAOMMILY
B JIOKYyMEHTe BpydHyio. Ilpm 93TOM OTKpBIBaeTCsS TaHENb
nHCTpyMEeHTOB Tadauubl u rpanunbl (pucyHoxk 2.19). 3mech
CHadaja PUCYIOT BHEIIHHHA KOHTYp TaOJNHIBI, a 3aTeM pa3OuBarOT
€€ Ha OTJENIbHbIC TYCUKU.
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* TabnHiLbI ¥ FPpaHHLLb] ]
g | Bes rpaHHLbl - -
A

4

E-2-|0O-mEe|E-5 60 = 4=

Pucynox 2.19 — Ilanens unctpymeHToB TaOuuIibl U rpaHHLBL

4. Crpoku WIn CTONOUBI TaOIHIBI MOTYT CONIEPKATh Pa3sHOE
YgHuCIo stueek. s 3TOro cHadama CO3JaroT TaOJHIly C paBHBIM HUIC-
JIOM sfYeeK B CTPOKAX M CTOJIOLAX, a IOTOM OOBEIMHSIOT MU pasJie-
JSIOT OTAeNbHEBIC siueliku. Hanpumep, BbIACTHB HEOOXOJUMEIC STUCH-
KH, AFOT KOMaHY Tabnuna => O0bLEIUHUTH STUEHKHA
ndl abina =—> Pa30uTh TUEHKH.

5. Jlunuu, pazOuBaromue TaONUIYy, MOKHO PHCOBATH WM
yIanaTh BpyuHylo. Ha nmanenn mHcTpymMeHToB TaOiHIbl U TpaHUIIBI
JUTSL TOU TIeNU CITy>kaT KHONKH «HaprcoBats Tabmuigy» u «Jlactuxy.

BBoz B Tabnuuy ocymiecTBISIIOT 1O SYeKaM, IPUYEM B JIIO-
O6oM mopske. Sueiika MOKET coiep:KaTh HECKOJIBKO a03aleB TEKCTa.
Kunasuia «Taby mo3BossieT nepexoanuTh OT TEKYIeH SUeHKU K clie-
nyromeid. Kaxnayro stueiiky tabnuipsl MOXKHO (OpMaTUpoBaTh Hesa-
BHCUMO OT OCTaJIbHBIX. Bosee Toro, eciy MIeIKHYTh Ha siuelike mpa-
BOM KHOIIKOM MBIIIM M BBHIOpaTh B KOHTEKCTHOM MEHIO MYHKT
Hanpasnenune tekcra, TO CTPOKH TEKCTa B siUEKE TaOJIUIBI MOXKHO
PacCIOJIOKUTH BEPTUKAITBHO.

Ecnu Tabnuiyy ncnonb3yroT He KaKk 0COOBIH 371eMeHT 0dopM-
JIEHUsI TEKCTa, a OHa JCHUCTBHUTEIILHO COACPKHUT «TabJIM4YHBIE IaH-
HBIE», TO €€ MOXHO OT(hOpMAaTHPOBAaTh CTaHIAPTHBIM oOpazoM. Ko-
maHga TaOmuia=> Arodopmar... (WIM KHONKa «ABTO(pOpMAT)
mnaneny TaOMUIbl M TPAaHUIIBI) TO3BOJSIET NMPUMEHWTh OJWH U3
rOTO- BBIX CTaHAAPTHBIX (HOPMATOB, ONPEACISIOMNX PUPTEHI,
TpaHMILIBI U IBETA STYECK TAOIHIIBI.

Jise M3MEHeHWsl TPaHWIl W IIBETA 3aJMBKH SYECK TaOJHIIbI
BPYYHYIO CIyXaT KHONKH «BHemHue rpaHunb» u «LIBeT 3amuBKi»
Ha MaHeJIX MHCTpYMEHTOB Tabnuubl ¥ rpaHuibl. PackpbiBaroniuecs
MAJUTPBI, BHI3BIBAEMBIC STHMH KHOIIKAMH, MOXHO «OTOPBATh» OT
COOTBETCTBYIOIIUX KHOIIOK M MCIIOJIb30BATh KAK HE3aBUCUMBIE ITaHE-
JI HHCTPYMEHTOB.
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2.3.13 Onucanue padoTsl B peaakTope GopMyJ1 U ero

HACTPONKa

dupma Microsoft 3HaunTEeTBHO yBETMYHIA KOJIHUYESCTBO
nosb3oBareneit pegakropa Microsoft Word, mpemoctaBuB mpomykt
MO/T Ha3BaHHUEM «pefakTop Gopmymn». Pempaktop Gopmys mo3BossieT
OBICTPO W JIETKO BBOJIHUTH PA3IUYHbIC MaTeMaTHUECKHUe (HOPMYIIBI.
DTy mporpamMmy MOKHO OCBOHUTH 32 HECKOJIbKO 4acoB. Bam He HyX-
HO 3HATh CICHUATbHbIC KOMAH/IbI U TAPAMETPHI, TAKE 3TOT TEKCT BbI
HabepeTe MEHee YeM 3a MHHYTY, TOJBKO IIEIKas MBIIIKOM MO HYX-
HBIM KHOITKAM.

’ e 3 3 1]
F(X)=) . (@ —)°+20Sin(35 ); W= ) & 22J’
[
st TorouToObI Ha4aTh paboTy, Bam HYyX)HO yoeauThcs, aTo «Pe-
naktop popmym» Bam noctynen u Bel MoxeTe ¢ HUM paboTaTth: B
MeHI0 Buj => [lanenu HHCTPYMEHTOB = HACTPOMKA, BO BRI
«KoMaHa», B okHe Kareropuu BeiOupaem nmyHKT BeTaBka, a okHe
KOMaH[Ibl BBIOMPAaeM C IMMOMOLIBIO I0JIOC TPOKPYTKH ITyHKT
«Penaktop dhopmym». OH npeACTaBiicH B BUJIE pajuKalia ¢ OyKBOM
anb(a. [lepeHecute qaHHYIO MUKTOTPAaMMY B HY)KHOE MECTO Ha Ta-
Henu uHCTpyMeHTOoB. [locne 3akpeiTst nanenu «HacTtpoiika» nanHas
nUKTOrpamMma OyeT QyHKIIMOHUPOBATh KaK KHOIKA, TIO3TOMY HaXa-
THE Ha JIAHHYIO KHONIKY-TIMKTOTPaMMy BBI30BET penaktop Gopmyn. B
cllydae, eclid peiakTop (opMys OTCyTCTBYET, TO 3TO 3HAYMT, YTO
JaHHBIA IPOrpaMMHBII KOMIIOHEHT He ycTaHoBIIeH. Eciu 310 Tak,
3HauWT 3amycture quctpudytus Microsoft Office u mpu BeiGOpe
YCTaHABIMBACMBIX KOMIIOHEHTOB OTMETBHTE €ro raJlouKoH.

[Ipu 3amycke mosBusiercs maHens (Gopmyi, U3 KoTopoil Bl

MOJKETE BBIOMPATh HY>KHBIE ONEPaHbl, MaTeMaTHIeCKUe 3HaKH, rpe-
YecKue OyKBBHI.

K|
=2 ‘ aab

¥ii|te® |[sol| w3 enc |3l | Awb 406

= |00 | m

Pucynok 2.20 — ITanens @opmyna
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IIpu BEIOOpPE cMMBOJIOB BBl MOKeTe yBUIEThH, KaK W Ipead-
CTaBJICHO B MpUMEpe, CBOOOTHBIE MO, KyJa MOXET OBITh MOMEIICH
Kypcop 7100 ¢ IMOMOILBIO MBIIIH, JIU00 KJIABUII YIPABIECHUS Kypco-
pOM. B 3TH IOJIsT BIUCBIBAIOTCS. HHAEKCHI U TEPEMEHHBIE.

st Toro 4ToObl ynpaBiaTh BHEIIHUM OTOOpaskeHHeM (op-
MyJl, UCHOJB3YIOTCS MyHKTBl MeHI0. Hampumep, misd u3MeHeHus
IIPOMEKYTKOB MEXAY dJ€MEHTaMu (GOpMysbl BBIOEPUTE MEHIO
®opmat => Hurepsan, nepen Bamu mosiBuTcs Qopma, NpeicraRer
Has HIKE. Y CTaHaBJIMBAaEeMbIe MapaMeTpPhl OMPEENSIIOTCS B IPOLEH-
Tax U YTOUHSIFOTCSI COOTBETCTBYIOLIEH CXEMOM CrpaBa.

2]

X

Mes¥AYCTPO4HBIA MHTEPBAN =
PaccToaHHe Mex Ay CTPOKaMH FW_ Stena l
PaCCTOAHKE MexcAy cTonbuami W L= G
BbICOTa BEPXHEro MHAEKCS I 45% Yy = CI
[ ny6GHHa HH¥HEro MHAEKCE ES%— MI
BbiCOTa BEpXHero npeaena W =f Mo yton4aHAo |

Pucynok 2.21 — I1anens MuTepBan

I[J'ISI HU3MCHCHUSA MMApaMCTPOB CUMBOJIOB U UX XAPAKTCPUCTUK
BBITIIOJIHUTEC. MCHIO Pa3Mep —> OHpGI[GJ'II/ITL, 34€Ch II0 aHAJIOIrM1
C NpeAblAyHIMMHA HaCTpOﬁKaMH TAKXXE BCC MHTYUTHBHO IMOHATHO.

21|
OBbI4HbIA | 14nt
KpynHeIA HHAGKE 1ont (]_ +B) . |
Menkui HHAEKC Z X kp
KpynHbIA cmeon 20T p= 1 nﬁ [prreHnTE I
Menkui ciieon IW Mo yMOnYEHHHD |

Pucynok 2.20 — [1anens MaTepBan

OO0paTtuTe BHUMaHUE, YTO B JIByX MOCIEIHUX (hOopMax eCTh
KHOTIKA «II0 yYMONYaHWIO», TaK 4YTO eciu BBl Bce e H3MEHHTE
HACTPOMKH HE B JIYUIIYIO CTOPOHY, MOXHO OYZET BOCIIOIh30BATHCS
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yCIyraMu 3TOM KHONKH. B cnemyromein ¢opme (mento Chp—>
Omnpenenuts...) Bel Moxkere BeIOpaTh mIpU(T, HAKIOHHBIA U TOIY-
KUPHBIA (hopMaT MUCIOIB3YyEeMbIX CTHJEH. PexoMeHmyercs: moskcme-
PUMEHTHPOBATH C ABYMS IOCIETHHUMH CBOWCTBAMH, a BOT MEHSThH
mWpUQPT CIEAYET TONBKO OMBITHBIM IIOJNB30BATENsIM, MOCKOJBKY HE
Bce MWpU(TH MOAACPKUBAIOT TpedecKuil andaBUT M MaTeMaTHye-
ckre 3Haku. K ToMy e 3/71ech HEeT KHOIKU «I10 YMOITIaHHIOY.

CThnb WpndT POPMAT CHMBONOE
Mony:MpHBIM  HaknoHHEIM
TEKET » v cain wie Times MNew Roman ¥ r B
BYHKUMA . . .. ITimes New Roman j o o OTneHa I
MepeMeHHan . . ITimes New Roman j o v
CTp. rpeHeckHe ., ISymboI _ﬂ u v
Mp. rpedYeckue . . ISymboI _VJ [ nl
CHMBON  « v v v s ISymboI _j ol o
MaTpHua-seKTop ITimes MNew Roman :_l v i
L0 - I |Times New Roman _'__l r r
AzbIk:
CThnk "Texct" |J'h060ﬁ lj
Apyrve cTinmn IJ-'":'S‘:'ﬁ j

Pucynox 2.22 — ITanens MuTepBan

351ech BaXKHO OTMETHUTb, YTO JH0ObIe N3MEHEHHBIE TTAPaMETPhI
JEeHCTBYIOT Ha OOBEKTHI, KOTOpPBIE OBUIM CO3JaHbl IMOCe HACTPOUKH
penakropa. TakuMm 00pa3oM, >KeJaTeNbHO HM3MEHSTh MapaMeTphl B
Havaie paboThl HAJ JOKyMEHTOM. B mpotuBHOM ciyuae, Bam mpu-
JETCS 3aXOUTh B KOKIYI0 HEM3MEHEHHYIO (POPMYITy U BBIXOIUTH U3
Hee Uil OOHOBJIGHUSI UX CBOWCTB, M TOJIBKO IIOCJIE ATOTO OHM OyayT
ABTOMATUYECKHU «UCIIPABISATHCY.

YroObl BEIUTH U3 penakTopa GOpMYJI JIOCTATOYHO MICIKHYTh
MBILIBIO BHE PEIAKTUPYEMOro NoJs, 1nbo knaBuiry «ESc». s mo-
BTOPHOI'O PENAKTHPOBAHMSA ABOWHOE Ha)XaTWE KHONKHM MBIIIK Ha
(opMyITy BBI30OBET PeXHM penakTupoBanusi popmyinsl. Ecnu xe Boi
BBILIUTA U3 PEAaKTopa, Tak U He HabpaB (opMyiy, cucTemMa co3laeT
HEBUIUMYIO 00JIaCTbh, 4epe3 KOTOPYIO Kypcop IpH MepeMeIeHIH
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«ckaver». J{ns ycTpaHeHus: Takoro HenpusTHOTO 3 dekra BbiesIe-
T€ JAHHYI0 OO0JIACTh IIETYKOM MBI (TIOSBIISETCS MapKHUPOBAHHBIH

KBajIpar — k.d) n HKKUMaeTe KiaBuiry «Dely.

HecMmotps Ha Bce TUIIOCHI pefakTopa GopMyll, y HEro cylie-
CTBYET HEJJOCTATOK — OYCHb YTOMHTEIEHO HAOMPATh MBIIIBIO WHICK-
CBI, Tpeueckre OYKBBI, OllepaTophl uepe3 MeHio. Huxke mpencraBieHa
Ta0JIMIAa COYCTAaHWH KJIaBHII, YOBICTPSIONIMX IMpolecc Habopa ¢op-
MYIL

Tab6mumua 2.2 — Couetanus KJIaBUIIT

Couera- JeiictBue
HUe
KJIAaBHII
Ctrl+L Huoxunii nunexc
Ctrl+H Bepxumii unnexc
Ctrl+J HwxHuit u BepXHUH HHACKC
Ctrl+R Kopenb kBampaTHbIit
Ctrl+F Henenue
Ctrl+ ¢ [IpobGen
(ITpobe)
Ctrl+A Brigenuts Bcto popmyy (IIpume-

HUMBI BCC OIICpAllUN C TCKCTOM: BBIACIIC-
HUC, KOMMPOBAHNUC U T.,Z[.)

Ctrl+( Macutabupyembl KpyTible CKOOKH

Ctrl+[ MaciraGupyembl KBapaTHbIC
CKOOKH

Ctrl+I Wurerpai

Ctrl+B Crnenytommii cuMBOI OyeT T0-
JY>KUPHBIM

Ctrl+M TabynupoBanue

Ctrl+/ JHenenue B cTpouKy

Ctrl+G+q, I'peueckuii andaBuT, npu HaXKATOM

Qw,W,... Shift meuararorcst mponmcHbIe OYKBBI
Ctrl+K+’e,t € X Jlpyrue cuMBOJIBI, Ha pyc-

yee CKOM SI3BIKE MCITOJIB3YIOTCS DJIEMEHTHI
rceBAorpadrKy 1 T.11.

60



2.3.14 3aBepaiomasi cTagusi padoTbl HA/X JTOKYMEHTOM
[Tocne Habopa u opopmienus texcra Microsoft Word npen-
naraet Habop cpeAcTB OPOPMIICHHS TOKYMEHTAIMH.

2.3.14.1 ®opmaTupoBaHue JOKYMEHTOB CJIOKHOW CTPYKTY-

pbl

Ecnu oTKpBITH M100Y10 KHUTY, TO MOYKHO 3aMETUTh, 4TO IIO-
MHMO OCHOBHOT'O TE€KCTa OHA COIEPIKUT AOIOIHUTEIbHbIE SJIEMEHTHI,
pa3MeraeMble B BEpXHEH U HIDKHEH 4acTax CTpaHuIbl (B YaCTHOCTH,
HOMepa cTpaHul). Takue 3JeMEHTHl (MX Ha3bIBAIOT GEPXHUMU U
HUICHUMU KOIOHMUmMY1amuy) o0JaervaoT paboTy ¢ JUIMHHBIMH JIOKY-
MmenTamu. [Iporpamma Word mo3BoJisieT HCIOIb30BaTh KOJIOHTHUTYJIBI
111 0QOpMIIEHUSI KHUT U TOBBIIICHUS y1000YUTaEMOCTH TEKCTA.

1. Word paccmarpuBaeT JOKyMEHT KaK IOCIEIOBATEIb-
HOCTb pazdenog. B KaxkaoM paszene HCIoIb3yeTcsl CBOs IOCIe10Ba-
TeNbHAsl HyMepauus CTPaHUL U CBOM HAOOp KOJMOHTHUTYJOB. Eciu 3TH
JAHHBIC B paMKaxX JOKYMEHTa JOJDKHBI MEHSTHCS, CIEAyeT pa3OuTh
JNOKYMEHT Ha paszensl. Komanna BeraBka ==> Pa3pbiB OTKpbIBaeT 1z
J0roBoe OKHO Pa3phIB, B KOTOPOM Haa0 BKIIIOYHTH OJUH W3 Iepe-
Kiroyareneil rpynnsl HoBbI pa3nel, ykasslBaroLIvi, ¢ Kakoi crpa-
HUIIbl HAUUHAETCS HOBBIN pa3jien.

2. Jlnst HACTPOMKHM HyMEpaluy CTPaHUI] Ha/l0 AaTh KOMaH-
ny BcraBka ==> Homepa ctpanui. Ilpyn 3TOM OTKpBHIBaeTCS JWAIOIOBOS
okHO Homepa ctpanmi (puc. 3.6.1.1), mo3Bossioniee yKasarh, T
WMEHHO JOJDKHBI PACHONArarhCsi KOaoHyugpel. s 3TOro MCHoib-
3ytoT ciiucku [lonoxenune n BripaBHuBanue. Llemqok Ha KHOTIKE
«Dopmat Mo3BOJISIET BHIOpATh METON HyMepauuu. Eciu TokyMeHT
pa3OouT Ha pasjenbl, CTPAaHWIBI Pa3HBIX pPa3JIeIoB MOTYT HyMepo-
BaThCSI IO-PA3HOMY.

Homepa cTpanmi 2x|

OonoseHme: Gpaseu I
A =

BEIPSEHMEAHHE!

ICnpaBa j

[V Homep Ha nepeoii cTpaHHLE

Ok I OTMEHA | POPMAT .. |

Pucynok 2.23 — BctaBka HOMEPOB CTpaHUI]
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3. [lns BBe#eHHA KOJOHTHUTYJIOB, COAEPKAIIMX OTIOHH-
TeNbHYI0 MH(OpMAIHIO, CIYXUT KoMauna Bung==> KomoHTHTYbI.
K-noHTHTYNEI MOTYT pacmonaraTbcs Ha BEPXHEM WM HIDKHEM
MOJIAIX CTpaHuWmbl. JlaHHas KOMaHga BPEMEHHO MPEeKpaiaer
peAaKTHpOBa- HUE OCHOBHOIO TEKCTa JOKYMEHTa, HO 3aTO JaeT
BO3MOXXHOCTb BBOJZia TEKCTa B IIOJIE BEPXHe20 KOJIOHMUMYIA.
OmHOBpPEMEHHO OTKPBIBACTCS! MaHENb WHCTPYMEHTOB KOTOHTUTYIIBL.
Ona mpenocTaBiseT AONOJ- HUTENbHbIE BO3MOXXHOCTH, B TOM
yyclieé BO3MOXHOCTh TepexoJa K pPENaKTHPOBAHUIO HU)KHETO

BcTagMTe SETOTEKCT ~ | | @ | 0 By | g 4|§' E;, | JaKpbITE

KOJIOHTHTYJIA (PUCYHOK 2.24).
Pucynok 2.24 — Ilanens uHCTpyMEHTOB KONOHTUTY B

4. KHomku maHenn WHCTPYMEHTOB KOJOHTHUTYNBI MO3BO-
JISIFOT: BCTABUTH B KOJIOHTHUTYJI HOMEP CTPAHUIIB, 1aTy W BpeMs; MPo-
CMOTPETh M CKOIUPOBATh KOJIOHTHUTYJIBI APYTUX PA3JICIIOB; MEPEKITIO-
YUTHCS MEXIY BEPXHHM ¥ HIDKHUM KOJOHTHTYNaMHu. PemakTupona-
HUE KOJIOHTHUTYJIOB 3aBEPIIAIOT IIETYKOM Ia KHOMKE «3aKPBITh)» WIIN
MIOBTOPHOI KOMaH10#1 By ==> KOJTOHTUTYJIBL.

VYnajieHue crapblX WM HE HYXHBIX HOMEPOB CTpPaHHIL
BBITIOJI-HSETCS CIEAYIONIIM 00pazoM:

1. 3axoauM B MOJIe peAaKTHUPOBAHUS KOJOHTUTYIA: Bun—
Kononturynst.

2. BoigenseM 00BEKT, coaepKallluii HYMEpAIUIO CTPaHMUII
(Ha Kpasx 00bEeKTa MOSBIISIOTCS MapKEPhl YEPHOTO IIBETA).

3. Vnansem o0bekT (HakatreM KHonkH «Dely).

2.3.14.2 TIpoBepka nmpaBoONUCAHUA

TekcroBeiii mporeccop Word cyiecTBeHHO oOerdaer co-
3IaHMe TPaAMOTHBIX M JIUTEPATypHO NPaBHIIBHBIX JOKyMeHTOB. IIpo-
BEpKa TEKCTa M WCIpaBJIEHHE OIIMOOK B HEM MOXKET MPOU3BOIUTHCS
ABTOMAaTHYECKH WM Bpy4dHYI0. KOHTpoNb omeuaTok u ommbOK mpo-
UCXOIUT y’Ke 10 X0y BBOJA TEKCTA.

1. HeBepHoe cOBO MOJAYEPKHUBAETCS KPACHOW BOJHHCTON
JIMHUEH, a HeylauHOE WIN HEIIPaBUIBHOE CIIOBOCOYETAHHUE — 3€JICHOM
JINHUEH.

2. Ecnu menkHyTh Ha TIOMEUEHHOM TEKCTE MPaBOi KHOII-

KoM MBI, OTKPBIBACTCA KOHTCKCTHOC MCHIO C BO3MOXXHBIMH Bapu-
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aHTaMH UCTIPaBJICHHsI OMHOKH. MO>XKHO BEIOpATh JTF000M W3 dTHX Ba-
puaHToB (pUCYHOK 2.25).

Ergeatt

Kpogate

Kpanate

MponyCcTIMTE BCE

AoBaEHTE
AETOZaMEHA b
Azbik k

E? Opdorpadma. ..

Pucynox 2.25 — ABToMaTH4ecKas mpoBepka opdorpadun

3. Ilynkr [Jo0aBUTH MCHONB3YIOT B TeX CiydasX, KOT/Aa
CIIOBO TIPAaBUIIBHOE, HO OTCYTCTBYET B CJIOBape mporpammel. OHO Oy-
JeT CUUTATHCS MPABHIBHBIM IS BCEX MOCIEIYIOMNX TaKHX JK€ CIIOB
U B IpyTUX JOKYMEHTaX.

4. B cutyanusx, Korjga cJIOBOCOYETaHUE MOJUYEPKHYTO 3e-
JICHOW IIMHUEW, NporpamMMe OOBIYHO TPYAHO CaMOW IPEIJIOKHUThH
NPaBWIBHBIA CIIOCOO MCIIpaBiIeHHs OMHMOKU. B 3TOM cityuae B KOH-
TEKCTHOM MEHIO MPUBOIMTCS TOJIBKO MPABUIO, KOTOPOE, 10 MHEHHIO
MPOTPaMMBI, 0Ka3aJOCh HApYIICHHBIM.

5. [IlpoBectn mnpoBepKy NpPABONMCAHUs IOCIE CO3AHUSA

HE|

JOKYMEHTa ITO03BOJISICT KOMaH/1Hast KHomka «IIpaBomnmcanue» Ha
nanenmn dopmatupoBanue. [lomydynB Takyr0 KOMaHIy, Mporpamma
MpoOBEPsIET BECh JOKYMEHT, OCTAaHABJIWBAsCh INPH OOHAPYKEHUH
OIMOKY ¥ MO3BOJISISL €€ UCTIPABHTb.

6. 3HAYOK «KHHMI'M» B CTPOKE COCTOSIHMS YKa3bIBaeT Ha pe-
XKUM TPOBEPKM IMpaBONHCaHHs. Eciau 3HAYOK MOMEYEH KPECTUKOM

, 3HAYUT MIPOBEpPKa HE NPOBOANIIACH UJIN ObLTIH O6Hapy>i(eHLI
OIIMOKH. HpI/I OTCYTCTBUH OIIHOOK HCIIOJIB3YCTCA  «TaJIOYKa»

A
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2.3.14.3 JlutepaTypHoe peJaKTHPOBaHHUE

KauecTBo TekcTa HEPEAKO MOXKHO YIYUIINTh, 3AMEHHUB CJIOBO
0oree MOAXOASAINM TI0 CMBICITy. OOBIYHO ISl STOW IeNTH HCIIONIb3Y-
I0T cioBapb CUHOHUMOB. [Iporpamma Word conmepXuT KoMaHIy
Cepsuc => A3pik => Te3aypyc, BHIIOIHSIOMIYIO T€ K& QPYHKIHH.

1. B mmanoroBom oxHe Teszaypyc (pucyHok 2.26) cioBo, Ha
KOTOpOE YyKa3bIBaJl Kypcop, ITOMeIIaeTcs B cIUCOK CHHOHUMBI JUISL.
Ilone 3HaveHus coAaepKUT BapuaHTHl 3HaueHWil ciosa. [lome co
CIHCKOM 3aMEHUTHh CHHOHHMOM COJEPKUT HalICHHBIC CHAHOHUMBI.

2. BpiOpaB moaxonsmuii CHHOHMM M ILEJNKHYB Ha KHOIIKE
<<3aMCHI/ITB», MOXXHO 3aMCHHUTH CJIOBO, BXOJAIICC B I/ICXOIIHI)Iﬁ TCKCT.
Knomnka «[louck» mo3BoJsieT MPOBOAUTH TTOUCK CHHOHUMOB K CHHO-
HUMaM, YTO PACIIUPAET KPYT TOCTYITHBIX CIOB.

3. Ilporpamma MoKeT yKa3blBaTh Ha MpEIUIOKEHUs, 0e3-
YIIPEUHBIE C I'PAMMATHYECKOM TOUKU 3pEHHUS, HO HEYIAUYHBIE JIMTEpaA-
TYPHO, HaIllpUMEp, COACPXKAILHE CIMIIKOM MHOIO CYIIECTBHTEIBHBIX
Win raroyioB. Pasymeercs, NpeasioUTh HAIEKHBIA aBTOMATHYECKUI
Croco0 ycTpaHeHusI TIONOOHBIX HEIOCTATKOB MPOTpaMMa HE MOJKET.

Tesaypyc: pycckuid (Poccua) 21|

CHHOHKME! ANA: JAMEHHTE CHHOHMMON:

ICI'IHCCIK vl IKCII'IHF!

SHa4eHHA:

CHHMOE

40k | TEHTENEHD
[CEAZSHHEIZ CNOEA)

[ -] [~
SaMEHHTE | Oomck I EBEpHYTE OTHMEHA I

Pucynok 2.26 — JluanoroBoe okHo Tezaypyc

2.3.14.4 Yxka3zarejd M OrJIaBJICHHUS

Iloutn Bce KHHUTH COAEPXKAT o2nasiieHue, MHOTHE K TOMY e
collepKaT B KOHIIE KHHUTH ykazameiv mepmunos. Co3maHHE ITHX
pa3nenoB OTIMYAETCA BBICOKOW TPYIOEMKOCTHIO, HO OHU YIPOILIAIOT
MIPOCMOTP H YTEHHE JOKYMEHTOB, IMEIOIINX CIOXKHYIO CTPYKTYPY.
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Texcroslii mporteccop Word mo3BosisieT aBTOMaTH3HPOBATh CO3/a-
HUE OTJIaBJICHUH U yKa3aTenen.

Coznmanme ykazarens SBISETCS TOCTaTOYHO CIOXKHOW pado-
Toil. OHa BBINOJHsETCA B [Ba 3Tana. CHavana MoAroTaBiIMBaIOT CJIO-
Ba U TEpPMHHBI, BKIIIOYaeMbIe B yKa3aTejb, a TOTOM 3TOT yKa3aTelb
CO3/1aI0T.

1. CrnoBa, BKIIOYaeMbIe B yKa3aTellb, HEOOXOAMMO TIpe-
BapHUTEILHO TMOMETUTH. Il 3TOTO BBIACTSAIOT HYKHOE CIOBO H
HaKUMarOT komOuHanuio kiasuin <Alt+Shift+X>. [Ipu sTom 0oTKpBI-
BaeTCs OUaJoroBoe okHO OnpexaeseHue 3JIeMEHTa yKazaTels (pHcy-

HOK 2.27).

SNEMEHT YKazaTens

OCHOBHOH: I
AOMEIHHT ENEHEIR: I

MapamMeTpel
" nepekpecTHaA cobinka: ICM.
% Teryllan cTpaHHLa
" AManasoH CTpaHHL

zaKnaAka: | =]

DOPHAT HOMERS CTRAHHUEI
™ nomyrpHEIA
I~ kypove

MEI‘IDJ‘Ib3'}-‘ﬁTB A3HHOE OKHO ANA NOMETKH INEMEHTOE YKAZaTENA,

OoMeTHTE I OTHEHA MoMETHTE BCE

Pucynok 2.27 — Onpezenenue >eMeHTa yKa3zaTelns

2.  BbLACIIEHHBIN TEKCT NEPEHOCUTCS B ATO AUAIIOTOBOE OK-
HO. Ero MO>XHO Cpasy HpHUHSTH KaK IYHKT yKa3aTessl WM CHadana
oTpenakTupoBaTh. B mone [lonmojgHUTENbHBIH MOKHO BBECTH OAMH
WIIN J1BA JIOTIOJTHUTEIBHBIX JIEMEHTA yKa3aTels (4epe3 TOUKY C 3aIls-
toif). [lonme IlapameTpsl ompenenser, Kak UMEHHO OyAeT n300pa-
KaTbCsl CCHIJIKA HA IaHHBIM TEPMHUH B TOTOBOM yKa3aTeJe.

3. BxkitoueHue BBIOpPAaHHOTO 3J€MEHTa B YyKa3aTelb BBI-
MOJHSIOT LIeTYKOM Ha KHomke «llomeruts». Ecnm menkHyTs Ha
kHonke «llomeTuTs BCe», TO B ykazaTelnb OyIyT BKIIIOYEHBI BCE
CCBUIKH Ha JJAHHBIA TEPMHH, UMEIOIINECS B TOKYMEHTE.
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4. Takywo omepamnuio HEOOXOIUMO MPOJENaTh CO BCEMH
TEPMUHAMH 10 BCeMy JTOKyMeHTy. Ha 3ToM 3akaH4MBaeTCs MOAroTO-
BUTEJIHHBIN 3Tarl.

5. Jlns co3maHMs ykasaTellss TEPMHUHOB HAjJ0 IEPEBECTH
Kypcop B KOHEIl JOKYMEHTA, BBECTH 3aroJIOBOK yKa3aTells W JaTh
komaHay BeraBka==> OrjaBjcHHEe W yKa3aTelH, OTKPHIBAIONIYIO &
noroBoe okHO OriaBjieHue U yKazaTean (pUcyHoK 2.28).

OrnagneHve 1 YKazaTenu ?| X|

OLNAENEHHE | CRMEcoK MANHOCTPALMA | Tafnuua coetnok |

Qfpazel NeYaTHOrD ADKYMEHTA

ApHeToTens, 2 il Tun: & corctynom ( Bes oTcTyna
Actepounw, moac. Cae KonuTtep N m
AT?i(ﬁ‘:p : Asbik: Ipvccmﬁ (Poccka) j
HoHoChepa, 4
mezochepa, 3 -

I HoMepa cTpaHmu no npasomy Kpato

DOpMATEI: |M3 watinoHa - l

MaMeTHTE, .. AETONOMETES, . | HsHEHHTE. .. I

OF I OTHEHA |

Pucynok 2.28 — Jluanorooe okHo OriiaBieHHe U yKa3aTean

6. Bxmamka VYkasarenp JaHHOTO IHUAIOTOBOTO OKHA CO-
JICPKHUT DIIEMEHTBI YIIPABJICHHSI, TO3BOJISIOIINE OMPECITUTh CIIOCO0
dhopmaTrpoBaHUs yKazaTels B JOKYMEHTE.

7. Bun ykasarens B BBIOpaHHOM (hopMaTe 0TOOpakaeTcs B
mostie O0pasen. Ykaszarenb TEPMUHOB T€HEPUPYETCS aBTOMATHUECKU
W BCTaBJISIETCSl B TO MECTO, TJIE pacIoiaraeTcs Kypcop.

Co3ath OrnaBiieHHE 3aMETHO MpOIIe, YeM yKkaszarenb. Ecin
Ut 0(hOPMIICHHS 3ar0JIOBKOB MCIOJIB30BAIMCH CIEIHMABHBIC CTHIIN
(ctunu 3aronoBkoB), mporpamma WOrd BKITFOUHMT TaKue 3arojiOBKH B
OTJIaBJICHUE aBTOMATHYECKH.

1. YcTaHOBUB Kypcop B TO MECTO, KyJia OyJeT BCTAaBJICHO
OrJIaBlIeHWE, CJEAyeT JaaTh KoMmaHay BcraBka ==> OrnaBiicHre
u
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ykaszarenu. B nuanorosom oxae OriiaBieHne U yKa3aTelu HAlO BbI-
Opatb Bkianky OriaBiieHHe.

2. DIeMEHTHl YHpaBICHNS JAHHOW BKIAJKH ITTO3BOJISIOT
3amath (hopMaT OTIaBICHNS U YKa3aTh, KAKHE U3 3aT0JIOBKOB CIIEIYET
B HEro BKJIIOYUTH. B HEKOTOPHIX JOKYMEHTAaX HMEET CMBICH JaXe
CO3JIaTh JIBa OTJIaBJICHUS pa3HOW CTENEHH MOAPOOHOCTH.

3. Ilpm W3MeHEHHMH TEKCTa MOCIe BCTaBKH OTJIABICHHS
HYXXHO Y4eCTh HOBBIE MapaMeTphl. JlocTuraeTcs 3To yepe3 KOHTEKC-
HOE MEHIO (OTJIaBICHHS):

B! ofHoemTE none

KAkl ZHIHEHHMA NONEd

Hanee BeiOupaeTe HEOOXOAUMBIN MYHKT U3 MEHIO:

BrIBEpHTE O4MH H3 PEXMMOE OBHOBNEHHA
OrNagneHHa!

(% {OBHOEHTE TONEKO HOMEPA CTPAHHLL

' OBHOBMTE WENHKOM

QR I OTMEHA |

2.3.15 TIIpeaBapuTe/ibHBIH MPOCMOTP U MeYATH TOKYMeEH-

TOB

dopmMaTrpoBaHUE JIOKYMEHTOB OCOOCHHO Ba)KHO B TEX CIIy-
Yasx, KOTJa JOKYMEHT MpeJHa3HaueH He s MPOCMOTpa B IJEK-
TPOHHOM BH/IE, a s eyatu Ha Oymare. IIporieccop Word crocoben
NpeaACTaBUTh JOKYMEHT Ha OKpaHE€ TOYHO B TOM K€ BUJIC, B KAKOM OH
OyzeT BBIBE/ICH Ha IIeYaTh, a TAK)Ke MPOU3BECTH [1€4aTh IPH HATMYUHU
MPUHTEPA, HOJKIIOYEHHOTO K KOMITBIOTEDY.

1. YroObl yOemuThCs B TOM, YTO TEKCT Ha Oymare Oyier
BBITJISIZICTH TaK, KaK HAJlO, MCIIOJB3YIOT CIEIHANBHBIA PEXUM npeo-
sapumenvbroeo npocmompa. g mepexoia B 3TOT PEKUM CITYKUT

Ir

kHonka «lIpenBapurensHBIE  IPOCMOTP» WM KOMaHJa
®Daiin =—> [IpenBapUTENbHBIN TPOCMOTP.

2. B pexxume npeaBapHUTENIbHOTO MPOCMOTPA JOKYMEHT
HEJNb3s PEJAKTUPOBATh. Y IPABIISAIOIINE KHOIIKY HA MAHEIIN HHCTPY-
MEHTOB MO3BOJISIIOT TOJIBKO U3MEHATH CIIOCOO 0TOOpaXKeHUSI.
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3. Ecnu BHEIHMI BUA TOKYMEHTA 10 KaKUM-THOO NpUYu-
HaM HE yCTpauBaeT aBTOpa, CIEAyeT MoayMaTh Haja odopmieHueM
JOKyMeHTa. BO3MOXHO, CTONT U3MEHUTH MapaMeTpsl CTpaHuLbL. [l
9TOTO MCIONB3YIOT AHAJIOroBoe OKHO IlapaMeTpsl cTpaHHUIBI, KOTO-
poe OTKpBIBaIOT KoMaHAod Paiin==> [lapaMeTpsl CTpaHUILIBI {UCYHK
2.29).

4, DTO [MaIoOroBOE€ OKHO COACPXKUT YETHIPE BKJIAIKH.
Bxknanka Ilons mosBonsieT 3amaTh monsi Oymard co BCEX YeThIpex
CTOPOH. DJIeMEHTHI BKJIAAKK Pazmep Oymaru ympaBisiiOT pazMepoM
nmucTa Oymaru u ee opueHTanmei. Ha Bkimangke MakeT pacronokeHsl
9JIEMEHTHI YTIPaBJICHUS, 3aal0lUe CIEeIUAbHbIE MapaMeTphl, €CIN
JOKYMEHT JIOJDKEH paclevaThiBaThCsi 0COOBIM 00pa3oM (pUCYHOK
2.30).

5. Illem4ox Ha kxHOmKe «IledaTs» Ha maHeNIW MHCTPYMEH-
ToB CTaHzapTHas — caMblii OBICTPBI, HO HE caMbIil JYYIIHHA CIIOCO0
pacneyataTh JOKyMeHT. [1o Takoil koMaHe TOKYMEHT Ie4aTaercs C
nmapaMeTpaMy, 3aJaHHBIMM IO yMon4aHuto. Ecnu mapaMeTpsl He
HAacCTPOEHBI M HE MIPOBEPEHBI, TO, CKOPEE BCETO, pacledyaTaHHbIN 10-
KYMEHT NPHUAETCS BBIOPOCHUTb.

6. IlosTomy B aOCOIIOTHOM OOJBIIMHCTBE CIy4aeB HC-
nosb3yoT komanay ®aiin=>[ledars... (WK KIaBUATYpPHYIO KM
Hanuio <Ctrl+P>). B 3TOoM ciydae OTKphIBaeTCS IMAIOTOBOE OKHO
[lewyats, mo3BosIAONIEE HACTPOWUTH MAapaMeTphl IMEeYaTH M CBOWCTBA
MIPUHTEPA IO CBOEMY YCMOTPEHHIO.

MNapaMeTpbl CTPaHALLB] ﬂﬂ
MNona | Pazmep Bymark I MeTauHis Bymark | Maket I
= O
BepxHEE! Im 5 —
HusHee: |2 I 5‘

Negoe: 3cM

Mpasoe; |1,5 i 5‘
MepenneT: ID o E

T Kp3A A0 KONOHTHTYNa

BEpXHErD! |1,25 ™ 5‘
HHHED! |1:25 CH EI MpHMEHHTE IKTEKyu.LEMy pasAeny VI

™ zepkancHel: nona MonoweHke neperneTa
I 2 cTpaHHuk Ha ncTe o cneea O ceepuy

Mo YMONYaHKHHD. . . | Ok, I COTMEHA |
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Pucynox 2.29 — Jlnanorosoe oxHo I[lapamerpsl cTpaHuIipt
Brsagka Iois

MNapaMeTpbl CTPaHHLbI ﬂﬂ

Oona I Pazmep Bymaru I METOMHME ByMark | MakeTt

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
HyMepauna cIpok. . |

[CpaHuukl... |

Mo ¥MORYaHHHD, .. | o].4 I OTHMEHA |

Pucynok 2.30 — [Inanorosoe okHo [1apameTpsl cTpaHULIbI
BKIIanka Maxker
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3  Hcnoanzoanue MS Excel aist 00pa6oTkm sKcie-
PHMEHTAJBHBIX JAHHBIX

3.1 Ilesn padoThI:

1) MUsyuuth comepkanue Temsl «cmonb3oBanue MS
Excelmis 06paboTKH SKCIIEpUMEHTATBHBIX JaHHBIX)

2) O6paboTKa IKCIIEPUMEHTAIBHBIX JAaHHBIX.

3) TlocTtpoenue rpadMKOB MO TMPEACTABICHHBIM JaHHBIM

3.2 Otuer

OtueT no AaHHOU paboTe AOJKEH COACPKATh
1) TIlens paboTs
2) Pacmevartky pe3yabTaToB 00pabOTKH TaHHBIX, TPApUKA
3) BrBoxH

3.3  Conepxanue TeMbl

3.3.1 OcHoBHbIE NOHATHUS
ITporpamma Microsoft Excel — omHO 13 caMbIX MOIMYJISIPHBIX
CPEJICTB yIpPaBIICHUSI YIICKTPOHHBIMH TaOIHLaMH (pHCYHOK 3.1).

=10l=|
Qaﬁn Ipasra Bnn Bcraeka Popmar Cepeuc HaHHbe OkHo 2 ;|i|5||
NEESRY | $RBT & = &® =443 0@ s 0
rial Cyr v10v|)KKH|§ |§%,
S
A | BY] ¢ | o | E [ F [ e [ HHA
1
2] Ctpoka hopmyin
3|V
| 4 |
| 5 |
| 6 |
A y
I<81 b Macrd fcT2 £ Muet2 TeKymaﬂ quHKa I _’IJ;‘
FoToBO == [ Nom[

Pucynok 3.1 — Oxuo Microsoft Excel
Kaxnprii nokyment Excel npencrapisier codoii Habop TadmI

— pabouyio KHu2y, KOTopas COCTOUT U3 OJHOTO WIH MHOTUX padouux
aucmog. JINCThI 0IHOM paboyeit KHUTM OOBIYHO CBSI3aHBI MEKIY CO-
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0oii TemaTHdecku. B cirygae HE0OX0IUMOCTH, pabodast KHATa MOXKET
coJiep)KaTh JIECSITKH U Jake COTHU pabounx juctoB. Kaxapiii pado-
YHi JIICT UMEET YHUKAIbHOE Ha3BaHWE B IpenesaX KHUTH. DTO Kak
OBl OTHEIbHAs DIIeKTpoHHAs Tabnuia. Paiiner EXcel umeror pacmm-
penue .XIs.

Cmonbywsr 0003Ha4YarOTC JaTMHCKUMU OykBamu: A, B, C...
Ecnmu OykB He XBaTaeT, UCHOIB3YIOT ABYXOYKBEHHBIE 0003HAUECHUS
AA, AB, AC,... u tak naimee. MakCUMalbHOE YKCIIO CTOJIOIIOB B
Tabmuie — 256.

Cmpoku HyMepyIOTCS LEeNbIMH YHCIaMH. MakcUMabHOe
YHCIIO CTPOK, KOTOPOE MOXET UMeTh Tabnuma — 65536.

Auetiku B EXcel pacionararorcsi Ha iepeceueHnuy CTOIOIOB U
cTtpok. Homep sueliku Qopmupyercs Kak OObeqUHEHHE HOMEPOB
cTonlua u CTpoku Oe3 mpobena Mexy HUMU. Takum oOpazom: Al,
CZ31 u HP65000 — nomyctuMblie HoMepa stueek. [Iporpamma Excel
BBOJUT HOMEpPA AYCCK aBTOMATUUYCCKHU.

OnHa u3 si9eek Ha paboveM JIHCTe BCeraa SBISIeTCS meKyujell
(axTHBHOM). B OONBIIMHCTBE Omepanwii UCIOIB3YETCSI MMEHHO OHA.
Texyimas siuetika oOBeIeHa MIUPOKOH paMKoi, a ee HoMep (U couep-
KHMOE), TpUBEICHB B CTpoke Qopmyrn. [Iporpamma coxpanser
TOJIBKO T€ CTOJIOLBI ¥ CTPOKH, B KOTOPBIE JEHCTBUTEIHHO BBOJIUIINCH
JIaHHBIC.

Pa3Hple TabnMIBI MOTYT COAEPKaTh COBEPIICHHO pa3HYIO
nHpopmanuro. Hekotopsle sueiiky TaOIUIIBI COAEpKAT TEKCT, HEKO-
Topble — uucioBble faHHble. C TOYKM 3peHusi mporpammsbl, Excel
sTYeiKa MOXKET COJEPXKaTh TPU BUJA JaHHBIX.

TexcToBBIe AaHHBIE MPEACTABISIOT COOOH CTPOKY TEKCTa
npousBoibHOM umuHBL Ilporpamma EXxcel BocmpowmsBomuT Takue
JaHHbIC TOYHO B TOM BHJAC, B KAKOM OHH 6I>IJ'[I/I BBCJICHBI. qul‘/'nca,
coJiep)Kalliasi TeKCTOBbIE JTaHHbIC, HE MOXKET HCIIOJIb30BATHCS B BBI-
yucieHusix. Ecim EXcel He MoeT HMHTeprnpeTHpoBaTh JaHHBIC B
sigelike KaK YUCIo WK Kak (GopMmyily, mporpaMma CYHTAeT, YTO JTO
TEKCTOBBIC TaHHBIC.

YucjoBble JaHHBIE — 3TO OTIEIIFHOE YMCIIO, BBEACHHOE B
sueiiky. Excel paccmarpuBaer naHHbIC KakK YMCIIO, €Ciii popMar JaaH-
HBIX TI03BOJISIET 3TO clenaTth. JlaHHBIE paccMaTPUBAIOTCS KaK YHCIIa,
OTIpeaeIISIONINE JaThl WK JCHEXKHbBIE CYMMBI. S[ueiiku, coaepikarine
YHCJIOBBIC JaHHBIC, MOTYT HCIOJIB30BATHCS B BEIYMCIICHUSX.
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Ecnm saeiika comepKuT gpopmyay, 3HAUUT dTa TICHKA 6b1YLUC-
Jflemas, TO €CTh 3HA4eHHE SYeHKH MOKeT 3aBHCETh OT 3HA4YEHUH
OpyTux sueek Tadmuibl. ComepKuMoe STYEHKH pacCMaTPHUBAETCS KaK
(dhopMyna, ecii OHO Ha4YWHAETCS CO 3HaKa paBeHCTBa (=). Bee dop-
MYJIBl JAIOT YHUCIOBOM pe3ysbTar.

®Dopmynel B siuelikax TaOMUIBI He oToOpaxaroTcsi. Bmecto
(hopMyITBI BOCTIPOU3BOIAUTCS PE3YIBTAT, OTYICHHBIN MPU €€ BBIYHC-
neHud. YToObl yBHIACTH (QOPMYINy, XPaHSIIYIOCS B BBIYHCIISEMOI
sYeiike, Haa0 BBIACTHUTH 3Ty SUYCHKY M MOCMOTPETH B CTPOKY (op-
Myn. M3meHerns B (OpMyNbl BHOCAT pPENAaKTUPOBAHHEM B JITOU
CTpOKE.

Iannsie B mporpamme EXcel Bcerma BHOCATCS B aKTHBHYIO
siuerky. IIpexkne yeM HauaTh BBOJ, COOTBETCTBYIOLIYIO STYEHKY HAIO0
BEIOpaTh. YKa3aTellb TeKyllleill A4eiiKu NepeMeImaT MBIIIbI0 WIIH
KYpPCOPHBIMHU KJIaBUIIIAMH. MO>KHO HCTIOJIB30BaTh U TaKHe KJ1aBHIIIN,
kak «Homey, «Page Up» u «Page Downy.

s BBOZa MTaHHBIX B TEKYIIYIO SUEHKY He TpeOyeTcs HUKa-
KOH crienanbHON KoMaHabl. HaxkaTue ximaBumn ¢ 6ykBaMu, I paMu
WJIW 3HaAKaMM IPCIIHMHAHNUA aBTOMATUYCCKU HAYMHACT BBO/] JaHHBIX B
siueiiky. BBogmuMast mH(opMaIus oJHOBPEMEHHO O0TOOpa)kaeTcs U B
CTpoke GpopMys. 3aKOHIUTH BBOJ MOXKHO HaXKATHEM KIIABUIIIH
«Entery.

Hepnocratok 3TOro Merojna COCTOMT B TOM, YTO NpPHU BBOJE
MIpeNbIIyIee COAePKUMOE TeKyIel sdeiku Tepsiercs. Ecnu HyXHO
TOJIBKO OTPEJaKTUPOBATh COJIEPKUMOE SUEWKH, a He BBOAMUTH €T0
3aHOBO, CJIeJyeT HaXaTh KIABUINY «F2)» Win pepakTupoBarb cojep-
KUMOE B CTpoke Gopmyn. B aTom cirydae B siueiike MOSIBISETCS TEK-
CTOBBIIl Kypcop, KOTOPBIH MOXHO HCIIOJIb30BaTh JIJsl PEAaKTHPOBA-
HMUAL.

ITo oxoHuanum BBoJA nporpamma Excel aBromatnyecku BbI-
paBHUBAET TEKCTOBHIE JAHHBIE 10 JIEBOMY Kpalo, a YHCJIOBBIE — IO
npaBoMy. B ciydae BBoga popmyibl B TaONHIIE MOSBISETCS BBIYKC-
JIEHHOE 3HaYEHHE.

B HEkoTophIX onepanusax MOryT OAHOBPEMEHHO y4acTBOBATh
HECKOJBKO stueeK. [IJiss TOro 4ToOBI MPOU3BECTU TAKYIO OIEpAIHIO,
HY)KHBIC STYCHKH HEOOXOIMMO 6blOpams. BBIOpaHHAS Tpymnma sdeek
BBIJICJIAICTCS] HA 9KpaHe: UX COACPIKUMOE OToOpa)kaeTcst OeNbIM IIBe-
TOM Ha YepHOM (OHE, a BCs TPYIIa BBIICICHHBIX S4eeK O0OBOAUTCS
TOJICTON PaMKOM.
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[Tpormie Bcero BEIOpATh MPSAMOYTOJIBHYIO 001aCTh, TO €CTh

STYCHKH, MTOTAIAIONINE B ONPEICIICHHYI0 001acTh CTOIOIOB U CTPOK.
JIIst 3TOTO HA/I0 MEPEBECTH yKa3aTellb Ha SYCHKY B OJJHOM M3 YIJIOB
BBIOMpaeMoi 001acTH, Ha)KaTh KHOTIKY MBIIIN H, HE OTITyCKas ee,
NPOTSHYTh YKa3aTelb B IPOTHBOIOJIOKHBIN yroa obnactu. [Tocie
OTIYCKaHUs KHOTIKU MBIIIH BCE SIUCHKH B MPSIMOYTOJIBHUKE BBIICIIS-
IOTCSl HTHBEPTUPOBAHHBIM 11BeTOM. L[BET mepBoil siuelku ocTaercs
HEHHBEPTUPOBAHHBIM, YTOOBI IOKA3aTh, YTO OHA SIBJIACTCS TEKYIICH.
Jlnst 0003HAUCHHMS TPYIIIBI TYEEK UCTIONB3YETCSl TEPMUH OUANA3OH .
[TporsrnBanne MOXHO MPONU3BOJHUTE B JTFOOOM HalpaBIICHUU.
Hampumep, ecnmu Hamo BeIOpath sueiiku or B3 go D8, To moxHO
MPOBOJUTH MpOTsTUBaHue He Toybko oT B3 k D8, Ho u ot D3 k B8,
ot B8 k D3 wiu ot D8 k B3 (pucynok 3.2). OGpaTute BHUMaHHE Ha

Ha3BaHUs O0JIacTeil B mose | 03 ﬂ| Ecnu teneps mienk-
HYTb Ha JII000H siueiike, BbI/ICIICHUE OTMEHSCTCS.

B =] o3 = =]
A e [ c ol E] A [ B [ c | oJeE|

B =] e = =
A | B | clo[E] A B[ cloD]

Pucynok 3.2 — IIpumepst Boiienenus obnactu B3:D8 paznuy-
HBIMH CITIOCOOaMU

BMecTo mpoTAruBaHMs MBI MOKHO HCIIOJIb30BaTh KJIaBH-
mry «Shifty: menkHyB Ha TIepBoii sdyelike Quama3oHa, MOKHO HaXaTh
kiaaBuiry «Shifty u, He oTmyckast ee, IIENKHYTh Ha TOCAEIHEN Y-
ke. Ecnu mocienHss siueiika HaxXOAMTCS 3a TpelesiaMd 3KpaHa, TO
3aBEPIIHTH OMEPAIMIO0 MOYKHO TI0CII€ MAHUITYIMPOBAHHKS C TIOJIOCOM
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npokpyTku. [Ipu BbIOOpE OGONBIIMX AMANA30HOB ITOT METOJ yI00-
Hee, YeM IPOTITUBaHUE.

Jli1st BBIOOpA LIENBIX CTOJIOIOB MK CTPOK MOKHO HCIIOJIB30-
BaTh MapKephl CTPOK U CTOJIOLIOB MO KpasiM pabouel 00aacTH.

[llem4ok Ha KHOTIKE B JICBOM BEPXHEM YTy pabodeii 00aacTu
MO3BOJISIET BHIOPATh BECh PA00UMil JIUCT LETHUKOM.

Ecnu nipu BeIOOpe siueek yAepKUBATh HAXKATOH KIIaBHILY
<Ctrl>, To MOXHO 100aBIATH HOBBIC JHATIA30HBI K y)KE BEIOPAHHOMY.
DTUM NPHEMOM MOXKHO CO3/1aBATh JAXKe HECBA3AHHbIE OUANAZOHDL.

3.3.2 PenakrupoBanue jucra Excel

HpI/IBCI[CM CTaHAapPTHBIC IpaBUJia MAHUIIYJIAINU C JaHHBIMH.

C BbIOpaHHBIM JHaa30HOM B mporpamme EXcel mosxHo pa-
00TaTh TaK ke, Kak C BEIOPaHHBIM (parMEHTOM TEKCTa B MPOTpaMMe
Word. Sueiiku (nHGOpMAIIHIO B SUCHKAX) MOKHO yIAlISATh, KOIHUPO-
BaTh WM rnepeMeniatb. OIHAKO JKECTKOCTh TAOJIMYHOW CTPYKTYPHI
BHOCHT CBOH OTPaHWYEHHS M JOTIOJIIHUTEIFHBIE OCOOCHHOCTH.

Haxatre xnasumu «Delete» nmpuBoauT He K yAaJeHUIO THa-
Ma30Ha SYEEK, a K €ro OUHUCTKE, TO €CTh K YIAICHHIO COOePHCUMOZO
BEIOpAHHBIX SUYECK.

YroObl peanbHO yNAINTH SYEHKH BBIOPAHHOTO JMarna3oHa
(4TO CONPOBOXKIAETCS U3MEHEHHEM CTPYKTYPBI TaOJIMIIBI), HAZIO BbI-
OpaTe nMama3oH M JAaTb koMmaHny IIpaBka=—=>Ynamuts.... [Ipu m
OTKPBIBACTCS JUATIOIOBOE OKHO Y JAJICHHUE SYEEK, B KOTOPOM MOXKHO
BbIOpATh HaNpaBiCHUE CMELICHUS SYEeK, 3aHMMAIOIINX OCBOOOXKIa-
fomeecst Mmecto. Co3naTh B TabIMLE «IBIPKY», B KOTOPYIO HEBO3MO-
JKEH BBOJ| IaHHBIX, HENb34.

Ilo xomange IlpaBka=—> Komuposats unu [jma—>Bspen
SYEHKH BBIOPAHHOTO JMama3oHa OOBOASTCS MYHKTUPHOW PaMKOM.
Jlaxxe Tipy BRIpE3aHUM AYEEK MX COACPKIMOE BPEMEHHO XpaHHUTCA B
TabmIe.

Jlnst BcTaBKM Maria3zoHa sueeK, KOmupyeMbix u3 Oydepa 00-
MeHa, HaJl0 cefaTh aKTHUBHOW SIUEHKY B BEPXHEM JIEBOM yriy obia-
CTH BCTaBKH M JaTh komaHay [IpaBka => BcraButb. Sueiiku u3 Gfgn
oOMeHa BCTaBISIIOTCS B yKazaHHOe MecTo. Ecnu BeImonHseTcs ome-
pamus nepeMeIeHus, TO IocIe BCTaBKU SYEHKH, U3 KOTOPBIX Iepe-
MEIAIOTCsI JaHHBIE, OUUILIAIOTCSL.
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KonupoBanue u nepeMerneHue siueek MOXKHO TaKKe MPOM3-
BOAMTH METOJIOM IepeTacKuBaHMs. [ 3TOro HaJ0 yCTaHOBUTH yKa-
3aTelib MBILIM HA TPaHUILY TEKYLIeH SYeHKH Ui BRIOPAaHHOTO Juaria-
30Ha. Iloce Toro kak OH MpUMET BUJ CTPENKH, MOXHO IIPOU3BECTU
neperackuBaHue. Eciu npu nepetackMBaHHWM UCHONB30BATh MPABYIO
KHOIIKY MBIIIM, TO TOCJIE €€ OTIYCKaHUS OTKPOETCs CHelHaIbHOe
MEHIO, [I03BOJISIOLIEE BEIOPATh IPOU3BOIUMYIO OIIEPALIHIO.

MHorue TabiHIBI MOTYT COAEPKATh B sIUEHKaX OJHH U T€ Ke
nanuble. [Ipu 3anonHennn Takux tabnui EXcel mposiiseT BBICOKYIO
IPY>KECTBEHHOCTh. Y Ke I0 MepBoil OyKBe MporpaMmma «IorajabiBaeT-
Cs», YTO XOUYET BBECTH I0JIb30BATENb.

WHTennexTyanbHple  CHOCOOHOCTH MPOrpaMMbl  HETPYIHO
Pa3BUTh U aBTOMAaTHU3UPOBATH BBOJ HE TOJBKO IMOBTOPSIOLINXCS JaH-
HBIX, HO U JAaHHBIX, NOJYUHEHHBIX HECIIO)KHOMY 3aKOHY BBIYHCIIE-
Hus. CHavaJia HaJIo cAejaTh TEKYIIEH MEpBYIO SYEHKy M30paHHOTO
JMara3oHa U 3aroHUTh ee.

ITocne 3TOrO CleAyeT yCTaHOBUTH yKa3aTeNlb MBIIIM HA 4ep-
HBI KBaJpaT B MPaBOM HIDKHEM YTIIy paMKH TEKyIIeH sqerku (pu-
cyHOK 3.3). DTO Mmapxep 3anonHenus. YKazaTelb MBIIIHA TPUMET
(hopMy KpecTHKa.

IlepeTackuBaHre Mapkepa 3aroJHEHUsI MO3BOJIAET «Pa3MHO-
KHUTH» COAEPKUMOE TEKYIIEH sUeiKr Ha HECKOJIBKO sTUEeK B CTOJOLE
nim ctpoke. Ecnu conepxumoe siueiiky mpeacTaBiser co0oil 9uco,
OHO OyJeT aBTOMAaTHUYECKH YBEJIMYEHO Ha eauHuly. [lo xomy mepe-
TaCKMBAaHUS COJCPNKUMOE IOCIICIHEH SYCUKH OTOOpa)kaeTcsi B He-
OOJIBIIIOM BCILIBIBAIOIEM OKHE.

|
1

3 Ecnm, HaxkaB JIeByI0 KHOIIKY MBIIIH,
TNOTSHYTh HIWKHHM TpaBbelil  yroiu
\ BBIJIETIEHHOW 00JIacTH BHH3, TO BO
BTOPOH  KOJIOHKE aBTOMATHYECKH
MONYYUTCST PSA, KaK M B IEPBOH

KOJIOHKE.

Pucynok 3.3 — ABTO3aIoIHEHNE

o= o Mo Wk =

Ecnu Tpebyercs 6oiiee CIIOKHBIN 3aKOH U3MEHEHHUSI TTOCIIe-
JOBAaTEIHHOCTH 3HAUEHUH, TPOIEAypa HECKOIBKO YCIOKHSIETCS.
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BriOpas nepByto siueiiky U BBesd B Hee HY)KHOE 3Hau€HHE, CIEAYeT
natb Komanpay IlpaBka=—> 3anonauts —> [Iporpeccus. Otxpoercs
mua- jorosoe OkHO Ilporpeccus (pucyHok 3.4), TO3BOJSIOIIEE
yKa3aTb KakK HalpaBlICHHE 3alloJIHEHWS, TaK W  IapaMeTpsl
MIPOrPECCHH.

ACNONOHEHHE Thn JHHHLE!
' no cTpokam {* spubMeTHUECKEA ' geHe
" no cronfuan ' reoMETpHYECKAA " pabounid geHe
" patel " mecay
[T AETOMaTHYECKDE
OMPEAENEHHE LWAra " aBTOZANDAHEHHE  roa

LLar: I MpeaenEHOE SHAYEHHE: I
Ok I OTMEHA |

Pucynok 3.4 — JIlmanorosoe oxkHo IIporpeccus

[lepexmouatenn B rpynmne PacrmonoxkeHue ONpeaessioT
HalpaBJICHUE 3allOJHEHUs, a B rpynie Tun BeIOMpalOT THUI 3Haye-
Huil. 'pynna EauHUUBI MO3BOJISIET 3a4aTh JIONOJIHUTEIbHbBIE YCIIO-
BHUS, €CJIN STYEUKH CONEPIKaT aThI.

B HmwxkHe# yacTH OUaJoroBOro OKHa 3a/aeTcs IIar mporpec-
CHM U 3Hau€HHE, MO JAOCTH)KEHHH KOTOPOTO 3alloJIHeHHE HpeKparia-
ercs. [locne menuka Ha kaonke «OK» naHHBIE 3aHOCSTCS B TAOJIHILY
B COOTBETCTBHH C 33JJaHHBIMH [TapaMeTpamH.

3.3.3 Co3naHue u HCHOJIb30BAHUE MPOCTHIX (hopmy.t

Kak yxe roBopuiioch, TaOiuna MOXET COAEpkaTh Kak oc-
HOBHble, TaK W Npou3eoOHvle NaHHbIe. JIOCTOMHCTBO 3JEKTPOHHBIX
TaOJHUI 3aKJIFOYAETCsl B TOM, YTO OHU IO3BOJISIIOT OPraHU30BaTh aB-
TOMAaTHYECKOE BBIUYUCICHHE POU3BOAHBIX JaHHBIX. /s 3TOi menm B
sT9eKax TaOIHIIbI UCTIONB3YIOT (hopmyibl.

IMporpamma EXcel paccmartpuBaeT comepxumoe siUeku Kak
(dopMyny, eclii OHO HauyMHaeTcs cO 3Haka paBeHcTBa (=). Tem ca-
MBIM, 4TOOBI HA4aTh BBOJ (POPMYIIBI B STYEHKY, JTOCTATOYHO HAXKATh
KiIaBuiy «=». OmHako BBOAMTH (GOpMyJsl Oojice ymoOHO, €Clu B

cTpoke (OpMyIN ILENKHYTh Ha KHomke V3menuts popmyny - =I[.B
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9TOM cllyyae HETOCPEICTBEHHO IO/ CTPOKOW (OpPMyI OTKphIBAeTCS
[Manmutpa dopmymn, conepkaiias BHIUMCICHHOE 3HAYCHUE YKa3aHHOU
(hopMyITBL.

He crout nyrarecs cnoBa «popmyrna». [lox dopmymoit mo-
HUMAETCsI BCETO JIUIIL HA0OP YKMCEN U CCHUIOK Ha YUCIIOBBIC SIUCHKH,
COCAMHEHHBIX 3HAaKaMHM MaTeMaTH4YecKuxX onepauuil. YToObl 3a1aTh
CCBUIKY Ha sYEHKy, HaZo yKa3aTrb B (opMylie ee uMs. DTO MOXKHO
c/eNaTh BPYYHYIO WM IIEIYKOM Ha COOTBETCTBYIOUICH sueiike 1o
X0y BBOAa HOpMYJIEL.

ITo okonvannu BBOAa hopmyIa B Tabumile He 0OTOOpakaeTcCs.
BwmecTo Hee B siuelike pa3MelaeTcs BHIYUCICHHOE 3HaueHne. O1HaKko
€CNIM CHeNaTh SYCHKY ¢ (HOpMYJION TEKylleH, To (GopMydy MOKHO
YBUAETD B CTPOKE PopMy (PHUCYHOK 3.5).

Ed j =| =02E1*E2-§F§21+21 5
A | B | c o | E T FJ & [ H ]
z
g 0 1z

I -106 EDD.I

o] o]l

Pucynox 3.5 — Ilpumep oToOpakeHus pe3yibTaTa BBe-
JICHHOH (hopMyITBI

[Ipu paborte ¢ Excel BaxHO He MPOHM3BOAMTH HUKAKHX BbI-
YyHCIeHUH «B yme». Jlaxke ecim paccunTaTh 3HAYEHUE, XpaHsIIEeecs B
sTYeiKe, COBCEM HETPY/THO, BCE PaBHO HAJIO UCIIOJIL30BATh (OPMYITY.

3.3.4  AGOCOJIIOTHBIE H OTHOCHTEIbHBIE aJipeca sTueeK

VY kaxaon suedku ecTh cBOM ajapec. OH OJHO3HAYHO OMpe-
JENIeTC. HOMEpaMHU CTOJIONA W CTPOKH, TO €CTh UMEHeM A4eliKu.
[Tyctp MBI BerumcnsieM 3HaueHne D7 kak npousseaenne B7 u C7, mbl
WCIIONB30BAH adpeca s9eeK, BXOIAIUX B popmyy.

Ho ecnin Ham 3axo4eTcst MOJCUNUTATh 3HAYCHUE B CIIEIYOIEH
sueiike D8, To omsTh nmpuaeTcs 3amnucekiBath Gopmyny D8=B8*CS8.
D10 HEeyI00HO A OONBIIMX TAOJHI], M MPOLECC MOXKHO aBTOMATH-
3WPOBATh.

Tl'opa3no ymoOHee Obuto ObI 3ammcaTh (GOPMYIy IS BCEX
staeek cTosbna D, 9To0bI B HUX aBTOMaTHYECKH 3allMChIBAJIOCh TIPO-
M3BEJICHUE COOTBETCTBYIOIUX stueek cTonbios B u C. ®opmyna To-
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r7a BRITIIIENA OBl Tak: YMHodcums 3Hauenue, Haxooauweecs Ha 0ge
AYeliku 1eeee OAHHOU, HA 3HAYEHUe, PACNONOJCEHHOe 8 AueliKe Clle6d
om OanHoll. Anpecanysi IO METOY <JIEBEE», IIPaBeey», «HIDKE» M
T.II. HE mpeOyem aOCONIOTHOTO YKa3aHUS aJPECOB SUCEK, BXOSIINX
B ()OpMYITy, U Ha3bIBACTCSI OMHOCUMENbHOU adpecayuetl.
Oxka3sbIBaeTcs, 110 yMOJUaHuIo nporpamma Excel paccmarpu-
BAeT a/Ipeca SUeeK KaK omHocCumenbHole, TO €CTh UMEHHO TaKUM 00-
pa3oM. DTO MO3BOJIIET KOMUPOBATH (DOPMYIIBI MENOOOM 3ANOJIHEHUSL.
OpHaKo MHOT/Aa BO3HHUKAIOT CUTYalllH, KOTJa MpHU 3arojHe-
HUU s9eeK (HopMyIIoi HEOOXOTUMO COXPAHHUTh aOCOMOMHbIL adpec
AYeliKu, eCliv, HaIpuMep, OHa COAEPKUT 3HAYCHUE, UCIIOIb3yeMoe
MPU TIOCNEAYIOMINX BEIYUCICHUSX B APYTHX CTPOKAX U CTOIOIAX.
JInst Toro 9TOOBI 33/1aTh CCHUIKY Ha SUCHKY Kak aOCONIOTHYIO, HaJI0
3a1aTh mepeq 0003HAYCHHEM HOMEpa CTOJIONA WIIM HOMEpa CTPOKH
cumBoI «$» (pucyHok 3.5 (omucanue ssueriku F2 B cTpoke hopmyin)).
Takum 00pa3oM, CChbUIKAa Ha s4eiKy, Hampumep Al, MOXeT
ObITh 3ammcaHa B popmyie 4eTeipbMs criocobamm: Al, $A1, A$1u
$AS1. Ilpu 3anonHeHun stueek (HOPMYNION Kak OTHOCUTENbHAs pac-
CMaTpHBaeTCsI TOJIBKO Ta YaCTh ajjpeca, mepej] KOTOPOH HET CUMBOJIA
«$».
Ecnu ke cchlika Ha sYeiKy Obliia BHECEHa B (hOPMYITy METO-
JIOM IIeTYKa Ha COOTBETCTBYIOIIEH sSUelike, TO BEIOpaTh OJMH U3 ye-
TBHIPEX BO3MOKHBIX BAPHAHTOB aOCOJIOTHOM M OTHOCHTENBHOM ajpe-
Calu MO>KHO MHOTOKPATHBIM Ha)KaTHEM KJIaBHIIH «F4».

3.35 ®opmarupoBanue aucra. Ciio:kHbIe POPMYJIbI

Kak u Microsoft Word, Excel mno3Bomsier sddexTrBHO
oopmisaTh paboune kHuru. Tekymmid naparpad pacckaspiBaeT, Kak
YMEJO TOJh30BaThCsl JIAHHBIMH, NPHUMEHSTh pa3IM4HbIC IpaBUiIa
o(hopMIIeHUs, CKPBIBATh M OTOOpa)KaTh JaHHBIC.

HesaBucumo ot Toro, ucroib3yercs Jin pabovast kaura Excel
B JICKTPOHHOM BHJIE€ WJIM IpeAHAa3Ha4deHa Ul MOCIeaylomeil neyda-
TH, XO4eTcsi, YTOObI OHa BBIJIsAJENIa aKKypaTHO. s 3TOro MOXHO
HaCTpauBaTh (OPMATHI TYEEK, a TAKXKE YIPABIATh pa3MEpPaMH SUCCK.
OOBIYHO JKeNnaTeNieH TaKoW pazMep sUueeK, P KOTOPOM JIaHHbIE I10-
MEIIAlOTCs B HUX MOJHOCTBIO.

Iporpamma Excel mbiTaeTcsi pacrno3HaTh THI JaHHBIX €IIE
IPU BBOJE U, COOTBETCTBEHHO, CTapaeTcsi OTOOpa3uTh X Hambojee
HaIJIAAHBIM 00pa3oM. B wacTHOCTH, 17151 0TOOpaskeHNS TEKCTOBBIX
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TAaHHBIX, YHCEJ, JICHS)KHBIX CyMM (eciM yka3aHO 0OO3HaueHHE Je-
HEXKHOM €TMHMILIBI) U KaJICHIAPHBIX JaT MCIOJIb3YIOTCS pa3Hble (op-
MaThl.

M3menuts GopMaT TaHHBIX B OTACITHHON SUCHKE MOXHO C
MIOMOIIbIO TaHETH MHCTpyMeHTOB PopmarupoBaHue. Ee aneMeHTs
yIpaBiIeHUd B OCHOBHOM 3HAKOMBI HaM II0 AaHAJOTMYHOW MaHENIH
TekcroBoro mporeccopa Word. Kpome Toro, rpyrmna KHOMOK 3TOi
MaHeJH MO3BOJISIET BEIOPATh OJTUH M3 HECKOJIBKUX 3apaHee MOATOTOB-
JICHHBIX (POPMATOB JJIsI 3aIIUCH YHCEIL.

UTo0bI MPOM3BOIBHO OTPOPMATHPOBATH SUEHKH W3 OIpese-
JICHHOTO IHana3oHa, HaJl0 BBIIEINTh HY)KHBIH AMANa30H U JaTh KO-
MaHy @opmar =—> Hueiiku. [Ipu 5TOM OTKpPBIBAETCS THAJIOTOBOE (KD
®opwmar sueek (pucyHok 3.6), comepikaiiee TpyIiry BKIAIO0K, IT03BO-
JSIIOIIMX 337aTh pa3IM4YHbIC apaMeTpsl GopMaTHPOBAHUS.

Yucno | LpHbT | IpanHua I Bra, I SawmTa I

BelpaEHMEAHHE FOPHEHTaUKHA

MO FOpHI0HTSNH! OTCTY:

=
|n03Haqum0 vl ID j

N0 BERTHIKENH!

HaanWce #

L T |

II'ID HHM¥HEMY KDaH vl
+

OTobpaxeHne ID 5‘ [PaaYCOE

™ nepeHockTe No Cnosar
[ aeToncABoR WHRHHE
[ ofibeanHerHe Aueek

Ok I OTMEHS

Pucynok 3.6— ®opmaTupoBaHue sueex

Bxagka Uwucno mo3BosiseT BbIOpaTh OCHOBHOM (hopMaT st
O0TOOpaKeHHUsI COJEPIKUMOTro siueek. Bxianka BeipaBHUBaHUE 3amaer
METO/I BBIpaBHWBAHUS M Yroj HakioHa Haamucu. Bxmagka Ilpudr
OTIpEJeNIIeT TapHUTYpY W Hadepranue mpudra. Briaaka ['panwna
MO3BOJISAET 331aTh PAMKH, H300pakaeMble Ha BHEITHUX U BHYTPCH-
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HUX TPaHUIAX JUaa3oHa, a BKIIaaka Buj ciykut Juis yripaBlIeHus
IIBETOBBIM O(POPMIICHUEM.

W3MeHNUTh MIUPUHY W BBICOTY SIUEEK MOXHO METOJIOM Tiepe-
TACKWUBAHHS TPAHUIIBI MEXIy CTPOKaMH i cronmonamu. Eciu Tpe-
Oyercs Ooyiee TOYHAsh HACTpOlKa, ClemyeT naTh KomaHay Dop-
mar=> Crpoka (coorBeTrcTBeHHO, @dopmar==>Cronben) u Ky
MOJIXO/IANIYI0 KOMaHy W3 OTKPBIBIIErocs MeHI0. B vacTHOCTH, KO-
MaHa ABTONoa0Op MIMPUHBI B Tpymme OToOpaxkenue (pUCYHOK 3.6)
MO3BOJIICT BHIOPATh IIUPUHY CTOJNOIA WU BBICOTY CTPOKH TaKUM
o0Opa3oM, 4YToObI B HETO TIOJHOCTBHIO ITOMEIIATIOCh COAEPKIMOE
Han0OoJIee 3aIOTHEHHON TYeHUKH.

3.3.6 Caoxubie GopMyJIbI U CTAHAAPTHbIE QYHKIMHU

Beorunciienusi, KOTopble MO3BOJSIET MPOU3BOAUTE MIPOrpaMMa
Excel, He orpanuyeHbl MPOCTEHIIUMU apH(YMETHICCKHUMH OTEpal-
amu. IIporpaMma no3BOJISIET UCIOJIB30BaTh OOJIBIIOE YHCIO BCTPO-
CHHBIX CTaHIAPTHBIX (QYHKUMH W crocoOHAa BBHIMOIHATH BEChbMa
CJIO’KHBIE BBIYHCIICHUSL.

Ecnu Havats BBOJ popMynbl memrdkoM Ha KHotke «H3me-
HUTH (HOPMYITY» WU Ha)KaTUEM KIIABHIIH «=», TO nojie Vms B cTpo-
Ke (POpMYII 3aMEHSIETCS] PACKPBIBAIOIIMMCS CIIUCKOM CTAHAAPTHBIX
(GyHKUIMH. DTOT CIIMCOK CONEPKHUT AECATh (YYHKUUH, HCTIOIb30BaB-
HIMXCsI TOCTIETHAMHU, a TaK)Ke MyHKT J[pyrue QyHKIUH. .., C TOMO-
LIbI0 KOTOPOTO MOKHO OTKPBITh JHAJIOroBoe OKHO Mactep (QyHKUHH.
3TO AMANOTOBOE OKHO MO3BOJIAET BHIOPATH JIIOOYIO CTaH- JapTHYIO
byukimio 13 umeroruxcs B nporpamme Excel. B criucke Kareropust
BBIOUPAIOT Ty KaTETOPUIO, K KOTOPOH OTHOCUTCSI HYXKHAsI

(GyHKIUS, a B CIMCKE QPYHKIHS — KOHKPETHYIO QYHKIHIO.

[Mocne Toro, kak HyxHas (YHKIUS BbIOpaHa, ee MMs 3aHO-
cUTCA B CTPOKY (opMyn, a manutpa (QyHKIMHA HU3MEHsIeTCs, IaBas
BO3MOXHOCTb BBECTH apeyMenmuvl YyHKYUul.

B BepxHel yacTu mayuTpsl pa3MelatoTcs OIS, MpeIHa3Ha-
YeHHBIE TSI BBOAA apryMEHTOB, a B HIDKHEW YacTH pacroyiaraercs
cnpaBo4yHass uH(popMauus. 37ech YKasblBaeTcsi oOIlee ONucaHue
HazHa4deHHs (QYHKIUH, a TaK)Ke CBEACHHS O 33JaBa€MOM apTyMEHTE.
Ecnu apryMeHT ykas3aH IONY>KUPHBIM IIPU(TOM, 3HAYUT OH SIBIISIET-
csl 003aTeNbHBIM, a €CJIM OOBIYHBIM MIPH(TOM, TO €T0 MOXHO OIy-
CTHTb.
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3amaBaTh apryMeHThl (YHKIHH MOXXHO B YHCIOBOM BHJE
(Bpy4YHYIO0) MM KaK CCBUIKM Ha SYCHKH (BPYYHYIO WM IICTYKOM Ha
COOTBETCTBYIOIIEH sueiike). Hexoroprie pyHKIIMK MOTYT IPHHUMATH
B KayecTBe MapaMeTpa auama3oH sdeek. [Ipw 3amoimHeHWH sueex
(dbopMynaMu, BKIFOUYAIOIIUME (HYHKIUH, a0COTIOTHBIE U OTHOCHTEINb-
HBIE aJpeca sAYeeKk UCHONb3YIOTCA TaK K€, Kak U B clIydae MPOCTHIX
hopmy.

[Tporpamma Excel nomyckaer 6rooicenue GyHKIMM, TO €CTh B
KadyecTBe Mapamerpa OoJHOH (YHKUIHH MOXeET ObITh YKa3aHO 3Hade-
HUE Ipyron (GyHKIUH.

3.3.7 PadoTa ¢ HeCKOJIBLKHMHU PA00YUMH JIHCTAMH

IlepBBie mporpamMmel, NpegHa3HaYCHHBIE Ui paOOTHI C 3JIEK-
TPOHHBIMU TaOJMIAMH, MTO3BOJIUIM HCIONb30BaTh TONBKO OAMH pa-
Oounii muct. B pesynbTare, MHOTHE MOIB30BATENIN Pa3MeNIalOT He-
CKOJIBKO TaOJIUI] Ha OHOM pabodeM JIMCTe. DTO YPEeBaTO BO3ZMOKHO-
CTBIO TIOTEPH JAHHBIX, 1a ¥ BOOOIIe HEYT0OHO.

ITporpamma EXxcel mo3BosisieT UCIOIB30BaTh B paMKax OHOM
paboyeil KHUTH HECKOJIbKO pabounx juctoB. HazBanus paboumx -
CTOB yKa3bIBAIOTCSI Ha APJbIYKAX B HIDKHEM JIEBOM YTy pabouei 00-
nactu. Bribop pabouero nucra Ui TeKymied paboOThl BBIOJIHSIOT
LIETYKOM Ha COOTBETCTBYIOLIEM sipibluke. Kaxnprii paboumii guct
XPAHMUT CBOM yKa3aTesb TEKyIEH SYEHKH, TaK 4TO IIPU BO3BPALLCHUM
Ha pabouuil JTUCT MOJIOKEHHUE 3TOTO yKa3aTessi BOCCTaHABIMBAETCSL.

YroObl cO31aTh AOMOIHUTENbHBIE PabOUYNe JIUCTHI, CIeIyeT
BEIOpaTh paboumii JUCT, Mepel]] KOTOPhIM JIOJDKEH OBITh J00aBICH
HOBBIM JHCT, U aTh KoMaHAy BctaBka™=—> Jluct. U3MeHUTh mpmx
cliefoBaHHs pabOYUX JMCTOB MOXKHO MEPETACKUBAHUEM MUKTOTPAMM
JIUCTOB.

YroObpl M3MEHUTHh Ha3BaHHE pabouero Jjucra, HaJlo ABaXJIbI
LIETIKHYTh Ha ero spisrdke. [lociae 3Toro ciemyer BBECTH HOBOE
Ha3BaHWE M HAXKATh KJIaBHITY «ENtery.

DopMyITbI MOTYT CChUIAThCS Ha SYCHKH, HAXOJSIIMECS B
Opyrux pabouux jucrax. PopMmar TakoW «MEXKIUCTOBOW» CCHUIKU
BBITJISTUT TaK:

<uMi1 .]'ll/ICTa>!<aIlpeC>
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Yr10o0Bl TpU peaakTHpOBaHUK (GOPMYIBI BBIOPATh SUCHKY,
HAXOJUIYIOCS HAa JAPYroM JIMCTE, HAAO0 Tepell BhIOOPOM SUCHKH
IIETKHYTh Ha SPJIBIYKE HY’)KHOTO pabodvero IucTa.

IMporpamma Excel mo3BossieT Takke 0AHOBPEMEHHO BBOAUTH
WM PElIaKTUPOBATh JAHHBIC HA HECKOJIBKHX pabOYMX JHCTaX. JTO
yI00HO, KOTra Bce paboure JHCThI COMePKAT OJUHAKOBBIC 3aroioB-
Ku win nofnucu. YToOs! BEIOpaTs st pabOTHI cpa3y HECKOIBKO pa-
00uMX JIMCTOB, HAIO BHIOPATH MEPBBIA M3 ITUX JIKCTOB, & 3aTEM
[ICNIKHYTh Ha SIPJBIYKAX JAPYTHX JIHCTOB, YACPKHBAs HaXaTOW Kia-
Buiny «Shifty (pucynok 3.7) wmu «Ctrly, Toraa mucThl MOXHO BbIjIE-
JISTh B IPOM3BOJILHOM IOPSIIKE.

El

24
14 |{ |b | }Ir\ MHcTl 4 NecT2 3 Muer3 2 Nact4 ,{J‘IMETS _.{J'IM::TIS _."
[oToBE0

Pucynok 3.7 — [Ipumep BblAENEHUS TPEX JIUCTOB AJIs1 BBEACHUS
OJTHOTHITHOH nH(popMannu

B sTom ciIydac mooast onepanus, NpoBEACHHAA Ha OJHOM U3
pa60q1/1x JINCTOB, aBTOMAaTHYCCKH ,Hy6J'II/Ipy€TCH Ha OCTaJIbHBIX.

3.3.8 CoprupoBka u puabTpanus JaHHBIX

DnexTpoHHble TabauIpl EXCEl yacTo ucmosb3yroT s Beie-
HUS TIPOCTEHIMX 0a3 OaHHbly. BO3MOXKHOCTM Takux 0a3 3aMeTHO
MeHblIle, yeM y 0a3 JaHHBIX, pa3padOTaHHBIX B mporpamMme ACCESS,
HO MHOTHE MpPEINOYUTAIOT HE TPATUTh BPEMsl Ha OCBOCHHE HOBOMU
CHCTEMBI, a HCIIOJIb30BATh MOJPYYHBIE CPEIICTBA.

Tabnuua, ucrone3yemasi B KadecTBe 0as3bl TaHHBIX, OOBIYHO
COCTOUT M3 HECKOJBKHX CTOJIOIOB, SBISIOMINXCS noasmu 0a3bl JlaH-
HbIX. Kakaas cTpoka mpeacTaBisieT OTACNbHYIO 3anuch. Eciu nan-
HBIE TPEJICTaBIICHBI B TAKOM BHJE, Iporpamma Excel mo3Bosser mpo-
U3BOJUTH COPMUPOBKY U Yuibmpayuio.

Copmupogxa — 3TO yHOPSJOYCHNE JJAHHBIX 110 BO3PACTAHUIO
win no yoeiBanuio. [Ipomie Bcero mpou3BeCTH TaKyl0 COPTHPOBKY,
BHIOpaB OJIHY W3 S4YeeK W MIEIKHYB Ha KHomnke COpTHpOBKA II0

i &
Bo3pactanuto win CopTHpOBKA MO yObIBaHHIO % =%
uHCTpyMeHTOB CTaHmapTHas.

Ha IIaHCJIN
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ITapameTpsl COpTHPOBKH 3amaroT kKoMaHmow Jlammpe=—>Cop-
TupoBKa. [Ipy 3TOM OTKpBIBaeTCs IUAIOroBoe OKHO COpTHpOBKA
nuama3oHa (pucyHok 3.8). B HeM MOXHO BBIOpATh OT OHOTO JI0 TPeX
MOJIeH COPTHUPOBKH, a TAaKXe 3a/1aTh MOPAIOK COPTHUPOBKU MO KaXK-

JIOMy HOJIIO.
COpTHPOBKA AHanasoHa e |

COpTHROEaTE Mo

o+ N0 BEOSPACcTaHKH

" no yOeIBaHHD

Jatem no

I ;I (¥ no BO3pacTaHHD
' no yBeiBaHHM

B nocneaHiom o4epeas, No

I ﬂ {* no BoZpacTaHMHD
" o yBREaHHD
148EHTHDMUMPOEATE NONA NO

" QoAnHCAM (NEpBaA CTPOKA AHANAS0HA)

* ofnsHaueHHaM cToNGWOE NMCTa

MapameTpel... I O I OTMEHS

Pucynok 3.7 — CopTupoBKa anana3oHa

[pu gursmpayuu 6a3el 0TOOpPaXKAIOTCS TOIBKO 3aIlUCH, 00-
JIaJaroIIne HY)KHBIMH CBOMCTBaMH. [Ipocretitiee cpenctso GuibTpa-
uun  — asmoguibmp. OH 3amyckaeTcd KoMaHnod Jkme—>
DuinbTp => ABTOGUIBTP.

[To komanne ABTOMGUIBTp B siUeiiKax, CoepKaIluX 3aroJioB-
KU I10JI€H, MOSBISIIOTCS pacKphlBarolue KHONKHY. Il{endok Ha Takoi
KHOIIKE OTKPBIBAET JOCTYI K CITUCKY BApHAHTOB (DUIIbTpaLlUK. 3amu-
CH, HE yJIOBJIETBOPSIOIINE YCIOBUIO (GUIBTPAINN, HE OTOOPAKAFOTCS.
Urto0bI cO3/1aTh IPOU3BOJIBHBIN QUIILTD, CIETYET B pac- KPhIBIIEMCS
crnucke BbIOpaTh MyHKT pyrue. /lnanoroBoe okHO
[Honp3oBarenbekuii aBTOQUIBTP MO3BOJISIET 331aTh O0JIEe CIIOKHOE
yclioBue (QMIBTPANNY IO JAHHOMY TIOJIO.

Komanpma J[lanapie => @uipTp => OT00pa3uTh BCE NEA

0To0pa3uTh Bee 3anucu. UToObl OTMEHUTH HCIIOJIB30BAHUE aBTO-
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dbunbsTpa, HAJ0 TIOBTOPHO J1aTh KOMaHIy JErpe—>
DunbTp => ABTOGUIBTD.

3.3.9 Co3nanue guarpamMm

Jns Gornee HArMSAIHOTO NPEICTaBICHUS TaOJIMYHBIX JTaHHBIX
4acTO WCHONB3YIOT rpadukyd U auarpaMmbl. CpeactBa mporpaMMbl
Excel mo3BosstoT co3nate ouacpammy, OCHOBAaHHYIO Ha JaHHBIX M3
AJICKTPOHHON TAaOJIUITBI U Pa3MECTUTh €€ B TOM ke camoil pabodeit
KHUTE.

Jns co3ganust quarpamMm U rpadukoB yaqoOHO MCIOIB30BaTh
AJIEKTPOHHBIE TaOIHUIIBI, OPOPMIICHHBIE B BHJIe 0a3bl AaHHBIX. [lepen
MMOCTPOCHUEM IOUArpaMMmbl CICOYCT Bbl6paTI) Juaria3sod JaHHBIX, KO-
TOopeie OyAyT Ha Hed oToOpaxarbcs. Ecny BKIIOYHTH B JHAanazoH
SYEHKH, colep)Kallue 3arojOBKH ITIOJICH, TO 3TH 3aroJIOBKH OyIyT
0TOOpakaThCs Ha AMarpaMMe Kak MOsICHUTENbHBIE HaamcH. BriOpas
JIMana3oH JaHHbIX, HAJIO0 WIEJKHYTh Ha KHOMKE «Mactep auarpamMmm»

a Ha MaHeJIM MHCTPYMCHTOB CTaHZ[apTHaﬂ.

MaCTCp AuarpamMm noAroTaBJIMBACT CO3JaHUC AUarpaMMbl U
paboTtaeT B HECKOJIBKO 3TamoB. [lepexoa OT 3Tamna K 3Tamy BBITOIHS-
€TCs IETYKOM Ha KHOTIKe «Jlanee».

e Ha mepBoM sTame pa0oOTBl MacTepa BBIOHpAIOT THI JTUa-
rpammbl. [Iporpamma Excel mpemocraBiisier BO3MOXKHOCTh CO3MaHUs
HECKOJIbKHUX JIECSTKOB Pa3IMYHBIX THIIOB U BUIOB AUATPAMM.

e Ecnii imarpaMMa co3zaeTcsi Ha OCHOBE 3alucei, UMEIOIUX
CTPYKTYpy 0as3bl JaHHBIX, TO Bcsl MH(popMauus, HeoOXoanmas Ha
CIIeAyIONIeM 3Tare paboThl MacTepa, BHOCUTCS B COOTBETCTBYIOIIUE
noJisi aBToMaTuyecku. Ilocne 3Toro BeIOMpaloT mapameTpsl 0popM-
JICHUS pa3iIMYHBIX YaCTeH qUarpaMMel.

e Ha nociieineM arare paboThl Mactepa BEIOUPAIOT padoumii
JUCT JUIsl pa3MelIeHrs TOTOBOM nauarpammbl. Ilocie memuka Ha
KHOTKe «I'0TOBO» AMarpaMMa co3maercs U pa3MeniaeTcs Ha pabodeM
JIUCTE.

Co31aHHyI0 AHarpaMMy MOKHO PaccMaTpHBaTh Kak QopMy-
JIy. Ecim BHecTH M3MEHEHHS B JaHHBIC, UCIIOJIB30BAHHBIC ITPU €€ CO-
3laHUM, TO TUarpamMma M3MeHHTCs. ['0ToBas AMarpaMma COCTOMT U3
psia SJIEMEHTOB, KOTOPbIE MOXKHO BBIOMpAaTh W W3MEHSATH. BrIOpaH-
HBI} 3JIEMEHT [TOMEYAeTCsl MapKepaMu.
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[llenkayB Ha Mapkepe MpaBoil KHOIKOW MBIIIA M BHIOpaB B
KOHTEKCTHOM MEHIO MyHKT dopmaT, MOKHO M3MEHHUTH COJIEpP>KaHHE
i oOpMIICHHE dIIEMEHTa TUarpaMmbl C TIOMOIIBIO JHAIOTOBOTO
okHa dopmar.

1. BbpienuMm nuamna3zoH sS4eeK, KOTOpble OYIyT MpeCcTaB-
JICHBI Ha TUarpaMMe.

2. IlenkaeM Ha kHomke «Mactep quarpaMm» LI} TTaHeTn
nHcTpyMenToB CranmaptHas. [losBnsercs cnenyromee:

Mactep gurarpamm {(war 1 W3 43 TN AWarpam! x|
CTaHAapTHEIE | HecTaHAapTHEIR |
Tun:
[l MreTorparins
B Munefivaran @?
ahy © oGnacTAMA O Qﬁ @E
@ Honeueeaa '
iy Nenectkosas
g MoEEpxHOCTE
s MMyzoipbroEan
5o Evpsesan ;I
pYro5aA Anarpana, OTobpaxasT
1913, K3H,A0MD SHAYEHHA B 06ULyHD
VMY
MpOCMOTP pesybTaTa |
OTHEHS | « Hazaa I Aanes = I CoToso |

3.BriOupaeM HyXHBIN THIT AHArpaMMbl 1 HAXUMaeM «Jlamee >».

4. B crenyromeM IuanoroBoM okHe Mactep numarpamm:
WCTOYHUK JaHHBIX JUarpaMMbl — YKa3aH BBIJICICHHBINA paHee Iuara-
30H (Ha mrare 1). ITocre 3aBepIieHUs] HACTPOWKH JAHHBIX IIEITKACM
«Jlameey.

5. Tlocme 3aBepIiieHUsT HACTPOEK MOSBIISETCS OKHO:

MacTep gvarpamm (war 4 13 4): pasMenjeHHe a1al ﬂﬂ

MaMECTHTE AHATpariy Ha AHCTE!

™ | " oraeneHom: Iﬂ.HarDammal

 yerowenca: S W - |
OTHEHS | < Hazaa | fange = | [oToED I
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6. YcranaBirBaeM NepeKIIOYATETh HMEIOMIEMCS, IIeTKAeM
Ha KHomKe «['oToBOY. [TosiBisieTcs pe3ynbTat (pucyHok 3.8):

12
13 1 KBapTan
[14]
715
o,

16| 1% [ CEEEQO-BEOCTOK
17 | 39% 15%

18 W 3anaj
13| o kor
20 O HJrozanag
il 33%
2|
El

Pucynok 3.8 — [Ipumep nosyuyeHHON quarpamMmmbl

3.3.10 IleuyaTh roTOBOr0 JOKyMEHTa

[Ipexxne deM medaraTh JOKYMEHT HEOOXOIHWMO BBITIONHUTH
HACTPOMKY MapaMeTpoB IIeUaTH, MoJiek, pa30MBKY JUCTOB U T.II.

[lewaTtp TOTOBOTO JOKYMEHTAa Ha MPHHTEPE BO MHOTHX CIY-
Yasx SBISETCS 3aKIIOYUTEIBHBIM ATarloM pabOThI C AIIEKTPOHHBIMH
Tabmuuamu. Kak ¥ BO MHOTHX JAPYrHX NporpaMMax, IIETYOK Ha
kHomKe «IledaTp» Ha MaHeIN WHCTPYMEHTOB OCYIIECTBISET aBTOMa-
TUYECKYIO IeYaTh pabOvero JINCTa ¢ mapaMeTpamMy HaCTPOWKH MPUH-
Tepa, 3aJJaHHBIMH 110 YMOJYaHUI0. Eciau 3TH mapaMeTpbl HaJo u3Me-
HUTh, MOKHO HCIIO/Ib30BaTh KoMauay Paiin = [leuars wimn <CrHP>,
KOTOpasi OTKPBIBAET AMAJIOroBOe OKHO Iledarts.

PaGoune nucThl MOTYT OBITH OUY€Hb OOJBIIMMH, TIO3TOMY, €C-
M He TpedyeTcsi mevaTath Bech pabOUMid JIMCT, MOKHO OIPENEIIUTh
obnacms neyamu. OOIACTh IEYATH — 3TO 33JJAaHHBINA JIAIA30H TUYCEK,
KOTOPBII BBIAAETCS HA MeYaTh BMECTO BCero padbouero jucra. UtoOsl
3a7aTh 00JacTh MeYaTH, HAJIO BHIOpATh TUAMa30H sUeeK W JaTh KO-
many Daiin => O0nacTh nmeyatu => 3a1aTh.

BriOpanHbIi [Uana3oH MOMeYaeTcsl MyHKTUPHOW paMKOH, U
MPU TOCJIEAYIOIIMX KOMaH/AaxX MedaTH OyAeT MevaTaTbesl TOJIBKO OH.
Kaxnpiii pabouuit 1ucT B paboyeil KHUIe MOXET MMETh CBOKO 00-
JIaCTh NE€YaTH, HO TOJBKO OJIHY.
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21X

TpHHTER

hns; | ciiLinatronic 530 ve2.3 =l CeoficTea
COCTORHME!  CEOfoAEH
T Linatronic 530 52,3
nopT: LPT1: ¥ ngsate B tarin
SAMETKH:
FCTpaHHUE [ Honkn
i gre YMCND KoM 2
" Tekywan 7 BolAENEHHEIA BparMEHT
" homepa: I 11 1: [v pazofipate no Konmam
BEeAHTE HOMERA HIHIH AHANAS0HE! CTRAHHIL,
pazAEnEHHEIE 33MATEIMK. Hanpuuep: 1,3,5-12

rMacwrat

BBIBECTH Ha OEYaTE! IBce CTPAHHLEI AHANA30HA T YHCAD CTPAHML HA MIMCTE! |1 cTpaHmua -

Hanedarate! I,ilUKy'MEHT - M0 PAZMERY CTAAHMUEL: TerkywnA 57
NapaMeTpel .. CTHEHS

Pucynok 3.9 — I1anens [levats

Ecin moBropHo mate komaHmy @aiin==> O0macte ma-
i => 3a71aTh, TO 3aJ]aHHAsI 00JIACTh ITeYaTH COPaCHIBACTCH.

Wnorga mosie meyaTu MOXKHO PACIIMPUTH «B PEXKHUME MPO-
CMOTpa», HA)KaB KHOMKY «11oJis» (pucyHok 3.10), pazaBurast TMHUH B
CTOPOHY I'PaHHII JIHUCTA.

E2 Microsoft Excel - Knural [Fpynna]

fanes | Hasan bo I| Pasverka ctpamiue | Sakpeits | Crpaeka

Pucynok 3.10 — JlemoHCTpamus BKIIOYEHHOTO pexknma [lois

Pa3zMep meuyaTHOU CTpaHMLBI OTPAHMYEH pPa3sMEPAMM JIMCTA
Oymaru, mo3ToMy JAa)ke BBIIEJICHHE OIpaHHMYEHHOHW 00JacTh mevyaTu
HE BCEr/la MO3BOJIIET Pa3MECTUTh LIEJbIH TJOKYyMEHT Ha OJHOM mevar-
HOM cTpaHuile. B aTOM ciiydae BO3HHKaeT HEOOXOIUMOCTh pa30ue-
HUS JIOKyMeHTa Ha cTpanuisl. [Iporpamma Excel nemaer ato aBroma-
Trdecku. OHa cama ONpeAeNsAeT TOUKH, TIe JOJKHO MPON30UTH Ta-
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KOoe pa30HeHHe U BCTaBJIET B 3T MECTa KOJbl Pa3pbiBa CTPaHULIBL,
oTtoOpakaeMble Ha SKpaHe B BUJE BEPTUKAIBHOW WIIM TOPU30HTANb-
HOU IYHKTUPHOH JIMHUH.

30HBI pa3pbiBa CTPAHULIBI, 3aJaHHBIE 110 YMOIYAHUIO, MOTYT
HE ycTpauBaTh M0JIb30BaTeNs. B 3TOM ciiydae B HyKHBIE MeCTa MOX-
HO BCTaBUTH JOIMOJHUTENbHBIE JMHUN pa3pblBa CTpaHULEL. [[1s1 aToro
BBIOMPAIOT SIYEHKY, C KOTOPOH NOJDKHA HayaThCsl HOBAas CTPaHMLA U
naroT komaHay BceraBka=> Pa3pwiB cTpanunml. llepen nanxoil st
KOH OyIyT yCTaHOBJICHBI BEpTHKAJIbHASI M TOPU3OHTAbHAS MyHKTUP-
HbIE JIMHUH Pa3pbIBa CTPaHHLIBIL.

Uto0b! pa3duTh TaOMUIly HAa CTPAHUIBI TOJNBKO IO BEPTHKA-
7M, BhIOpaHHasi s4elika JO0JDKHA TMpUHAIIexarTh cTpoke 1. UToOwr
pa3duTh TaOIUILy TOJIBKO MO TOPU3OHTANIH, SYEHKa AOJDKHA IpPUHA-
TIeXAaTh CTONOIY A.

[ oTMEHBI pa3pbiBa CTPaHWIBI, BBEACHHOTO OHIMOOYHO,
HaJ0 cAenaTh TeKyllel sueiiky, pacrojoXKeHHYI0 HENOCPeICTBEHHO
mocje paspbiBa U IaTh KoMaHAy BceraBka ==> YOpaTbh pa3pbiB CImr
LBI.

3.3.11 MeTonuveckue yKa3aHusi MO BBIMOJHEHHIO J1a00-
paTopHoii padoThI

Heo0xomMMo TOCTPOUTH MOBEPXHOCTh (TPEXMEpHBIA Tpa-
(UK) TI0 UMEFOIUMCS BXOJIHBIM JaHHbIM. J{i1st paboThI peocTaBisi-
ercs (aiim ¢ pasmepHOCTBIO «*eXX.daty. J[aHHBIE COOTBETCTBYIOT
CBEJCHHUAM O MOBEPXHOCTH Je(OPMUPOBAHHOTO MaTepuana. B kax-
JIOW CTPOKe Takoro (aityia copepikarcs JaHHbIC O KOOpPAMHATAX X,y
(reoMeTpHUeCKUX MapaMeTpax oOpasiia) U 3HaueHUH JaedopmMarnu Z.
UucnieHHpIe 3HAYCHUS Pa3lIeNIeHbI MPOOeIaMu, HalpuMep:

2.000000 0.000000E+00 6.937832E-04

Bbyksa E o3navaer ymHOkeHHe Ha 10 B HEKOTOPOI! CTETNIEHH.
Hanpumep, «E-04» — 104,

MS Excel ne monnepxuBaer paboTy ¢ JaHHBIMU HPEICTAB-
JICHHBIMH B TakoM QopmaTte, MO3TOMy MX HEoOXoauMo mpeolpaso-
BaTh. J1J1s 3TOTO:

1. 3amyckaem Microsoft Excel, BeIOHpaeM MyHKT MEHIO
«Daiim» — «OTKpeITEY. B crincke «Tut ¢aiinosy BeiOupaeM «JIro-
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001ii», yKa3pIBaeM JIFO0OH M3 YKA3aHHBIX BBINIE ()alijIOB U HAXKUMAEM
«OTKPBITHY.

2. Excel aBromaTrvecku 3amyckaet mporpaMMy - MacTep st
pacmozHaBanms popmarta daiina:

MacTep TekcTos (MMnopT) - war 1 13 3 e

faHHEIE BEOCNPHHATBI K&K CNHEOK 3H34EHHA HHKCHPOBAHHOM WHPHHE,
ECAK 3T0 BEPHO, HaxMHTE KHONKY "danee =", B NPOTHEHOM CNy4ae YEaxHTe QOpMaT AaHHE::,
OPMAT HCXOAHBIX ASHHBX
YKaNHTE HOpMAT AaHHED

o - 3HE4EHHA NONEA OT AENAKITCA SHAKAMH-Pas AE MMTENARH
T hMKCHPOBAHHOM WMPHHE! - NONA HMEROT 33AAHHYH LUIMPHHY
HauaTe MMNOPT CO CTPOKH: |1 5‘ DopMat dakina: I 866 ¢ Cyrillic (DO3) j
MpeABapHTENEHEIM NpocMOTP dakna CHiDocurments and Settingstl17a_ws2iPaboqmi cTon4Ex
1] Z.000000 0. 000000E+00 &.33783EE-04 -
L2 | 2.000000 0. 000000E+00 4.978125E-04
13| 4_ 000000 0. 000000E+00 £.3Z5139E-04
14| £.000000 0. 000000E+00 2.168013E-04
|5 | &. 000000 0. 000000E+00 7.EZ3336EE-04 LI
K i

OTHEHS | < Hazan I Aanee = I CoToED |

Kak yxe ObuIo cKa3aHO, B KQUeCTBE pa3JIeUTeNs 3HaUeHUI B
CTPOKax HCHOJB3YIOTCs mpobensl. [lostomy, HEoOXoauMoO BEIOpATh
COOTBETCTBYIOIINH IMYHKT — «C pazaenuTensiMuy». Tak Kak B Qaiinax
COZIEPXKATCS TOJBKO YUCIIEHHbIE 3HAUCHUS, MOXKHO BBIOpATh JH00YIO
KOJIUPOBKY, Harpumep, «866: Cyrillic (DOS)». Haxxumaewm «/laneey.

3. OnATh coolIaeM mporpamMMe, 4To B KauecTBE pa3ennTe-
15l UCHOJIB3YEeTCS MMEHHO «IIpo0ei», M 4TO CIENyeT «CUMTaTh I10-
ClIel0BaTebHbIE Pa3fAeIUTeNH OAHUMY». OTpaHUUUTENb CTPOK OTCYT-
CTBYET.

B okne Cpa3y MOXHO IIPOCMOTPETh BXOAHBIC NTAHHBIC «IJIa-
3amu Excely. ITocne atoro cHoBa meJIKacM «I[anee»:
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MacTep TekcTos {MMnopT) - war 2 1z 3 2

AaHHEIR AHaNor NOSEONAST YCTAHOBHTE PASAEIHTENH ANA TEKCTOBEIX ASHHEI,
Pe3yNETAT BEIE0AHTCA B OkHE 00pasua pastiopa,

HMECMOM-PasAeNHTENEM AENASTCA:
[ Touea ¢ sanaToi [ shak Tabvnaunm
[ zanAran v opofien [ apyrofi: I
OrpaHHYHTENE CTPOK! I(HET) 'l I~ {CYMTETE NOCNEADBATENEHBIE PESAENHTENM O4HHNM

Gpasey pasiopa AaHHE!:

E.000000 0. 000000E+00 E_S37232E-04 ﬂ

[2.000000 0. 000000E+00 W 972132CE-04

f.000000 0. 000000E+00 2. 2EE139E-04

(5.000000 0.000000E+00 2. 165013E-04

£.000000 0. 000000E+00 [7.233362E-04 .I
7] I

OTHEHS | = Hazaa | Aanee = I CoToEo |

4. IlepexoanM K 3aBepILAIOIIEMY IIAary UMIOPTa JaHHbIX:

MacTep TeKCTOB (MMNOPT) - war 3 W3 3 i B

A EHHEIA AMANOT NOZE0NAET YCTAHOEMTE ANA OPMAT AdHHBE cTonbLE

K&4 A0rD CTONBUA GOPMAT ASHHER:. " pbLwmi

"OBWwMA" hopMaT AENASTCA HaMbonee

YHHEERCANLHLIM, JNA 3HAYEHHA 3TOrD hopMaTa " 1ereToERN

OCYILECTENASTCA AETOMATHHECKDE  para: |AMC -
Npe0fpas05aHHE YHENOBEIX SHAYEHHA B YMCNa, =
AAT - B AAThl, @ BCEX NPOYHX SHAYEHHH - B TEKCT, % pponycTHT cTonfey

Gpazel pastopa AaHHEX

D Euggt DFup g
-000000 N 000000E+4+00 . 5937832EE-04 ﬂ
.000000 0. 000000E+00 |.S9721325E-04
000000 0. 000000E+00 E.325139E-04
000000 0. 000000E4+00 . 162013E-04
.000000 . 000000E+00 [7.232362E-04 ‘,I
1 | 2l

OTHEHA | < Hazaa I Janee = | [oToeo I

B Hauane kaxxaoW CTPOKM UCXOJHOTO (haiiia IPUCYyTCTBYIOT
HECKOJIBKO CIIEAYIONIMX IOAPS A MPOOEIoB, KOTOPHIE BOCIPUHHMA-
FOTCSI MAacCTepOM KakK OTACNBbHEIN cTomoen. UToOs! n3bexaTh UMIIopTa
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3TOr0 HECYILIECTBYIOIIEIO CTOJIO0A, HY)KHO BBIACIUTEL €0 IICTYKOM
MBIIIU ¥ BBIOPATh MMYHKT IPOMYCTUTH CTOJIOCI.

[enxuyB kaOnKy «llogpobHee», HEOOXOAMMO yKa3aTh Mpo-
rpamMMme, 4TO B KaueCTBE pas3[eNUTessl Pa3pslioB UCIOJIb3YyeTCAd HE
3andras, a Touka. [Ipogenas 3ty onepauuu, HaxxumMaeM «I"0TOBOY.

Pe3ynbpraToM mMpojenaHHBIX MATH IIAroB SIBJISCTCS 3arpy-
YKEHHBIN UCXOMHBIN (haiiin, 3aHIMAarOIIHil TpX CTOJIOMA:

-lo/x
dakn  Mpaeka BWa  BeoTaska  MopMaT  CepeMc  faHHele  ORHO
Crnpaetka -8 X
DL & BB - -4 BRIT:-D-T
Al - A 2
A B | ¢ | o | E | F | cj
1 21 0,00E+HI0 B S4E-04 —
| 2 | 3 000E+I0) 4 S5E-04
| 3 | 4 000E+I0) 2 33E-04
| 4 4 000E+HI0 217E-04
| 5 | B 000EHI0 7 23E-04
| B | 7 000E+I0) -2 DOE-04
7 g 000E+I0| 2,33E-03 -
M 4 b MY 4EXX 14 | LlJJ
FoToso MUM o

Uwucina B ctondite A — 3TO KOOPAWHATHI TOYEK 110 OCH X, B
— 10 ocH Y, u, HakoHen, C — 1o ocu Z (BbicoTa). st mocTpoeHust
MMOBEPXHOCTH HYXHO MPOU3BECTH OIPENCICHHbIC TpaHchopManuu ¢
STHMHY JaHHBIMU.

1. BeiienuB Bce JaHHBIC B TpeX CTOJOIAX, «BBIPSKEM» U
BCTAaBUM MX B CTOJIOIIbI, HAYMHA C J.
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Ed Microsoft Excel - 4EXX

®afin  [paeka Buwa  BcTaeka  ©opmat
Cnpaeka

CEpEMC

NEEa 8 iea- e -4uag” >->

L1

-

f 00006937532

JaHHBE

DKHO

=10l %]

-8 X

c | H [ 1 | 4 | K

L

0 DOE+00
0 DOE+00
0 D0E+00
0 D0E+00
0 DOE+00
0 D0E-+00

D0~ 00 M = L) kD

0,00E+00
iK1

M4 H|H4EXXK

FoTogo Cymma=2,58E-02 UM

B J4E-04
49BE-04
2 33E-04
217E-04
7 23E-04
-2 DOE-04
2 33E-03

S )

Mo
=

-

&

2. Beimensiem saeiiku B ctoibme L, B mpemenmax KOTOPBIX

3HayeHus B K OJJMHAaKOBBI.

3. Haxxumaem kHOTKY «BbIpe3aTb» W BCTaBIIsieM UX B CTOJ-
Oerr A CO CTPOKH, paBHOU MEPBOMY COOTBETCTBYIOIIEMY 3HAYECHUIO B
cToJNOIIE J TUTIOC OIMH (TaK KaK OTCUET HAUWHACTCS OT HYJIA).

Tor ¢dakr, uro B cTondIle HE yKa3aHbl 3HAYEHUS Z I KOOp-
muHat 0 u 1, yKa3pIBaeT Ha TO, YTO B 3TUX TOYKaxX BbICOTA (KOOPIH-

HaTa Z) paBHA HYJIIO.

4. TloBropsieM maru 1—3 ans mocneayronux 3HadeHni B K,
nepemenias pparmentsl ctonbua L B cronds: B, C, D, u t. 1.

5. Iocne atoro AOJIZKHO HOJYYHUTHC NPUMEPHO CICAYROIICC:

EA Microsoft Excel - 4EXX

makn

DEeEda" SRV BR- v & =-3|ib3

12

Opaeka

-

Bma

Bcraeka

& 0

DopHaT

CEPBHC

JaHHbBIE

OKHO

Cnpaska

23

=10 |
-8 X
-

23

A

B

E

| D

E

F_|

G|

—]
s

H |

302E-05

7 32ED4

6 B7E-04

8 B3E-04

2B4E04
594E-04
601E-04
4 BEE-04
6 BEE-04

228E-04
4 20E-04
4 B4E-04
4 71E-04
3B1E-05

627ED4
7 32ED4
7 A0E-D4
7 33E04
122804

7 05E-04
5,72E-04
6,14E-04
7 A3E-04
1,14E-04

594604
4 95E-04
233E-04
217E-04

6 A7E-04
7 28E-04
637E-04
280E-04
555E-04

7 23E-04
-2,00E-04
233E03

=]

FoToED

1,66E-03
FA1E-03
3 B2E-03

M 4+ HM4EXE

1,10E-04
249E03
557E-03

2 25E-03
528603
237ED3

= ATE N7 na
\Eix / JEY

2,359E-03
5,37E-03
241E-03

-3,12E-04
251E-03
633E-03

-1 24E-04

7 75E-04
595E-04
4 ME-04
5 27E-04
4 36E-04
4 92E-04

275E-03
6,02E-03

MU

S01E04 5

7 81E04
354E-04
4 49E-04
-4,85E-05
2 A3E-03

5 90E-03
2,80E-03
208E-05

AonE N7 N ONEnNR 2 NTE nd
i >|

-

%
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6. Beimensiem Bce atu stuekiku (ot Al mo HX, roe X — mak-
CUMAaJIbHOE KOOPJIMHATA X, KOTOpasi 3aBUCHUT OT BBEIOpaHHOTO (aiina).
Haxxumaem kHOTIKY «MacTep muarpaMmy Ha MaHeI HHCTPYMEHTOB.

7. B OTKpBIBIIEMCST THAIOTOBOM OKHE BBRIOMpaeMm «Bwim: 1mo-
BEpXHOCTE» — «['0TOBOY.

Hrak, nepBblid BapUaHT MOCTPOEHHOW IMOBEPXHOCTH HMEET
MPHUOIU3UTENHFHO TAaKOH BH:

7 ODE-03
& 00E-03
i %%E%% 06 00E-03-7 J0E03
3 :DD E-03 w5 00E-03-F 00E-03
%-ggg-gg @ 4,00E-03-5 00E-03
0 G0E-+00 ) m 3 00E-03-4 00E-03
-1 BOE-03 7 . 02 00E-03-3 00E-03
L 99 28 gm o TH2E05 01 00032 00603
o T
=A== R TRTI m000E+00-1 D0E-03
NSt 88 oo
W S TO @-1,00E-03-0 DOE-+00

[Tpunaanm et 6onee npuBneKaTenbHbINA B, 14 3TOTO:!

1. IllenknyB Ha nerexe (crnpasa), HaxxumaeMm Del u ynansem
ee.

2. lllenkHyB ABaXKIbI JEBOW KHONKOW Ha KaXXIOW U3 OCEH,
BBIOMPAEM YMCIIOBOM THII TAHHBIX BMECTO DKCIIOHEHITHATBHOTO.

3. IllenxHyB mpaBoi KHOMKOW Ha Juarpamme, BhIOUpaem
«O0BeMHBIHN BII», 3aT€M CBOOOIHO NMPeodpa3yeM BHEUTHUH BH/I TIO-
BEPXHOCTH.

B urore nony4aercs mpuMepHO CIEAYIOIIEE:
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0,007
0,006
0,005
0,004
0,003

ooz (T w W .'1 .i
o "“'! BT o

-0,001

o

Ocraetcst Tonbko opopMuTth rpaduk. CaenaTb COOTBETCTBY-
torue noanucu. OGopMHUTH OTUET.
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4, Co3nanue 6a3 JaHHBIX 10 32]a4aM MHKPO-
JIEKTPOHUKH

4.1 Heab paéoThI:

1) Hayuurscst co3aaBath 0a3bl JAHHBIX C UCIIOIb30BAHUEM
npuiokenuss MS Access

2) TIpakTHuecKu OCBOUTD Pa3IHUHbBIC CIIECHAPHH HUCIIOJb-
30BaHHS JAHHOTO TIPUIIOKCHHS

3) Cosnath 6a3y JaHHBIX IO TeMe « MHUKPOIIEKTPOHUKA»

4.2 Otuer

OtueT no AaHHOU paboTe AOJIKEH COACPIKATh

1) Ilenb paboThI

2) PacriedaTKy nmporpaMmbl U pe3ysibTaToB paboThI PO-
rpaMMBbI

3) BsiBOmBI

4.3 Meroauyeckne yYKa3aHus MO BHINOJHEHHUIO J1ajopa-
TOPHO# padoThI

PaccmoTpum Ha ipuMepe npocrteiimieii 6a3p1 «HbopMarus
0 CTYZAEHTax» BCE OCHOBHBIC ACHCTBHS.

1. 3amyckaem Access, B MeHIo «Daiin» BHIOMpaeM MyHKT
«Co3znatby, 3aTeM — «HoBas 6a3a naHHBIX». B OTKpBIBIIEMCS yKa-
3bIBaCM MPOM3BOJIBHOE UM U HAXKMMaeM KHONIKY «Co31aTh.

2. Ilepex BaMH OTKpPBIBAETCSI OKHO CO CIIUCKOM BO3MOXKHBIX
nevictBuii (pucyHok 4.1)

B 0a3e maHHBIX HaXOHATCS, B MEPBYIO OuYEpellb, TAOIHUIIHI.
Jnst moctyna JaHHBIX, COAEPKAIUXCS B HHUX, CO3JAIOTCS 3aNpOChl,
Gopmul, omuemul ¥ pazIMUHBIE MOOYIU.
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E db1 : 6aza nanHbix [Popmar Access 2000]) O] x|

._'-'E DOrkpeme ¢ Koncrpyerop 1 Comgars | 4 2o =

OfbekTE

2 HUE TaAHUEl B DE e C
Tafinuuel E‘;J Cosganue T0AHUE! C NOMOWED MacTepa

Z] CozaaHue TaBauubl NYTeM BB01E AaHHEX
Janpockl '=J = HEd NT ke

Foprdel
OryeTel

CrpaHuue!

(3 T P2

b akpocel

Monyam

[ pyrne

4% HatpanHoe

Pucynok 4.1 [luanoroBoe 0KHO

3. Bribupaem «Cozganue TabiauLbl B pexXUMe KOHCTPYKTOPa»,
MOCJIE Yero IMepexoJuM K OIpEeIeTeHHUI0 IMojel Oymymiei
TabNMUIBI, KoTopast OyJeT coaepkaThb HH(OPMAIUIO O CTY-

JCHTax:

| VinA nonA | Tn aaHHer: | OnMcanme |«

] =]

]
CEOHCTES NonA

Oblume | MoAcTaHoEKa I
1

Cosnmanum tpu nosist: id (TOpSAAKOBBIH HOMEp, THIT — CYET-
4KK), Name (uMs, TEKCTOBBIN), age (Bo3pact, uuciosoii). IToxe id
SIBJISICTCS TaK HA3bIBAEMbBIM NEPEUYHbIM KiouoM. 110 ero 3Ha4eHHIO
MOXKHO OJHO3HAYHO YCTAaHOBUTH BCE OCTAJbHBIC 3HAYCHMS MOJICH
Kakoi-mbo cTpoku. s Toro, 4ro0Osl ykasarh mporpamme, urto id
JIEUCTBUTEIBHO KITIOY, HAXKMMAeM IIPaBOi KHOMKOM MBIIIH Ha PSIIOM
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Ha CEepOM II0JIe M BBIOMpaeM B TIOsBUBIIEMCS MeHI0 «KirroueBoe mo-
ae».

B pesynpraTe M0MKHO HOTYYHTHCS CIETYIOIIEe:

B Tatauual : Tatauua =] 3
| MMa nona | THn AaHHBE: | OnMcaHKHe | -
#Mid CHETUMK =1
niame TeKCTOELIA B
age Yucnosoi
]
CEOACTEA NOnA
Obie MoacTaHoBka |
Paztep nonA ANKHHOE uenoe
HoBBIE 3HaUEHHA MocneA0EaTeNEHeE
$PopmaT nona
Maanmce THN A3HHEL:
MHAEKCHPOBaHHDE Nong Aa {CoBnageHta He A0NYCKaraToR) ONpeAenieT
CHapT-TErH SHAYEHHA, KOTOPBIE

MOMHO COXPEHATE B
aTom nong, AnA
CMPEEKH N0 THNEH
ASHHEL: HIHMHTE
EnasHwy F1,

4. HaxxumaeM «CoOXpaHHUTB» AJISl 3alIUCH CTPYKTYPBI CO3/1aH-
HOW Tabnuipl B Qaiin (cucrema 3alpocuT UMS; YKOKUTE, HaIIpUMED,
«Most Tabnuiia») 1 3aKpbIBaéM KOHCTPYKTOP.

5. BcraBuM HeckosibKO 3HaueHHH B Hamry Tabnuiy. s 3to-
ro JIBa pasa IenkaeM Ha «Moel Tabinuie» W 3alojJHUM €€ TpeMsi-
ISITBIO 3aIUCSIMU. 3aMETHUM, YTO 10Jie id U3MEHSTh HEeJIb34:

EE Mon tatnuua : TatinHua

1/ AHnpei
2 MapuHa
3 Anekced
4 WMeaH
[CHETYME)

3anHck! I1| L || 4k |>I|H&| Hs 4

6. Tenepr chopmupyem 3anpoc k tabnuie. B okne, oTobpa-
KAaroIeM CTPYKTYpy 0a3bl JaHHBIX (CM. IEPBBII PUCYHOK), BEIOMpa-

97



€M TIYHKT «3ampockl», 3aTeM — «Co3manue 3ampoca B pexxuMe KOH-
CTPYKTOpay.

7. Beibupaem u3 crircka Hamry Tabmuily, HaxnMaem «JloOa-
BUTHY, 3aTeM «3aKkpbIThy. OnpenenumMcs ¢ 3aaadeid. JlomycTum, Tpe-
OyeTcs BBIOpATh BCEX CTYICHTOB ctapiie 19 ser. Jlns sroro 3amaem
yCJIOBUSI, KaK MOKa3aHO Ha PUCYHKE:

= Janpoc] : 3anpoc Ha BHGOpKY | =] 2

Mone: (1 ~ | name age =
MMA TaBNHUEL | Tablel Tablel Tablel
COpTHROBKS:
BEIEDA Ha 3KPaH:
WCnoeMe oTOopa: =19
HIH: >

CoxpaHuTte 3ampoc, HakaB COOTBETCTBYIOLIYIO KHOIIKY Ha
naHesan HHCTpyMeHTOB. [locie 3Toro 3akpoiTe KOHCTPYKTOP.

8. [lns BRITIONHEHWMSI 3ampoca MIENKHUTE ero ABa pasa. Ilpo-
CMOTPHUTE Pe3yIbTaT U YOSAUTECh B €T0 KOPPEKTHOCTH.

9. CozmaauM OTYET HA OCHOBE Hamiero 3ampoca. Ortder —
9TO BU3YAJIBHBIH OOBEKT, HA KOTOPOM IMPEACTABICHBI PE3yJIbTAThI
BBINOJHEHHOT'O 3aIipoca U TOTOBBIM K HemeieHHoHM nedatu. [lepe-
xonuM K «Otyetam», HaxkumaeM «Co3JaHUE OTYETa B PEKUME Ma-
crepay.

10. B oTkpbIBIIEMCS OKHE BHIOMpaeM B Ka4eCTBE MCTOYHHKA
JAHHBIX CO3JaHHBIA HaMHu 3armpoc M Bce mons (id, name u age).
Haxunmaem «Jlanee». Ha cienyromeil cTpaHuine 3afaroTcs YPOBHHU
TPYNIHPOBKHU MOJIEH HA CTPAHHUIE, KOTOpBIE B JAAHHOM cCllydae He
HYXHBbI, [I03TOMY IpocTo HaxkxumaeM «Jlanee». 3aganum, HanpuMep,
TPYHIIMPOBKY 110 UMEHH IO YObIBaHUIO, HAKHUMaeM «I 0TOBOY.
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11. B pesynbrare MpOACIIaHHBIX OIEpanuid MOIydaeM clie-
YOI OTYET:

Tablel

negne it age
(=101 2 M
lMBsH 4 22
Arpeit 1 20
Anercei 3 19

OTmeTHuM, YTO MBI CO3JaM JIMIIb MpocTeluii otyer. Bos-
MoxkaocT CYBJI ACCeSS mo3BoJISIFOT T€HEPUPOBATh OTYETHI Ha OC-
HOBaHUM 3aIPOCOB K CBSI3aHHBIM TaOJIULAM U cO34aBaTh (POPMBI IS
yII0OHOTO TIpeICTaBICHHS JaHHBIX, COAepKaIuxcs B Oase.

99



3akiaouenue

B 1aHHOM METOAMYECKOM MOCOOHH, COCTOSINEM U3 YETBIPEX
rJaB, KpaTko HW3JIOKEHBI MPUHIUIBI paboThl Mo makety Microsoft
Office u OC Windows. IToco6Gue cocTaBieHo TakuM 00pa3oM, 4TOOBI
[OMOYb CTYJIEHTaM B W3YYCHHH O(MHCHBIX TEXHOJOIHMH TPOLYKTOB
MHOTOYHMCIIEHHBIMA PUCYHKaMH, TaOJIUIaMH, aJrOPUTMaMH BbIMOJI-
HeHus 3amanuid. [TocoOue mpenHasHa4eHO Ui CTYAEHTOB, a TaKXkKe
JUISE T€X, KTO HaYWHAET paboTaTh C KOMIIBIOTEPOM.
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