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K647 [Mpuknannas uadopmatuka. Paznen «OcHOBBI pabOThI C TEKCTO-
BbIM TporieccopoM OpenOffice.org Writer» : yue6.-meToa. mocodue K ya-
OOpaTOPHBIM 3aHSTHUSIM U CAMOCTOAT. paboTe CTyAEHTOB 1-ro Kypca Oaka-
naBpuara, oOyuaromnmxcs no HamnpasiaeHusMm: 44.03.01 Ilegaroruueckoe
obpazoBanue, 44.03.05 Ilegarormyeckoe obOpazoBanue, 44.03.02 Ilcuxo-
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Y4eOHo-MeToIM4IecKoe mocodue pa3paboTaHO B COOTBETCTBHU C TPEOOBAHUSIMU
®I'OC BO Ha ocHOBe y4eOHOTO I1aHa ¥ paboveil yaeOHO MPorpaMMEbI Kypca 10 BEIOOpY
«[Ipuxnagnas napopmarukay. [locobne npegHasHaveHO s CONPOBOXKACHHS JTaOOpaTOp-
HBIX Pa0OT M BKIIIOYAET TEOPETHUECKUI MaTepua, MpakTHIECKUe 3aaHusl, KOHTPOJIbHbIE
BOMPOCHI M 33/IaHUs JJIsI CAMOCTOSITETIbHOM paboThl 1o pasaeny «TeKcToBbIi mporeccop
OpenOffice.org Writer». K xaxmomy 3aHATHIO TaHBI TOAPOOHBIE TEOPETHUECKUE M METO-
IMYECKHUE TIOSICHEHUS], TPUBECHBI 3aJaHusl, BHIHOCHMBIE Ha CAMOCTOSTENILHYIO U JIOTION-
HUTETBHYIO padoTy CTy/IEHTOB. B KOHIIE onucaHus Ka)XI0ro 3aHATHSI IPUBOAUTCS CIIUCOK
KOHTPOJIBHBIX BOITPOCOB, BRBIHOCUMBIX Ha 3aIIUTY JJAOOPAaTOPHOI padOTHI.

Wznanne anpecoBaHo cryaeHTaMm 1-ro Kypca OakanaBpuaTa, OOydYalOIIMMCS TI0
HanpasieHusiM: 44.03.01 Ilenarornueckoe obpazoBanue (mpoduiau MOAroTOBKH — Ou3u-
Jyeckast KylnbTypa, HauampHoe oOpazoBanme, DxoHOMEKA, Duimomornyeckoe obpa3oBa-
Hue; 44.03.05 Ilenarornueckoe obpazoBanue (¢ AByMs MPOGUISIMHA MTOATOTOBKHA — AHT-
nmuiickuii s3eiK, Hemerkumii si3pix; MuHpOpMaTnka, Maremarnka, DkoHOMHUKA, TEXHOIO-
rust; DxoHomuka, [IpaBo; 44.03.02 [Icuxomoro-negarorudeckoe 00pa3oBaHue OYHOU
1 3a04HOM (hopM 00yUeHUs.
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BBEJIEHUE

Hucuunnuna «[Ipuknannas unpopMatukay sSBISETCS KypcoM IO BbIOOPY B
COCTaBE MaTeMaTU4eCcKOro u ectectBeHHoHayuHoro nukia (b2.BB.01, b2.B./IB.1,
b2.B.JIB.1.1., C2.B.JIB.1.1).

st ocBoenust nucuuiuinibl «[Ipukiannas uHboOpMaTUKa» CTYACHTHI HC-
MOJIB3YIOT 3HAHUS, YMEHUS U HABBIKH, [MOJTYyUYECHHBIC B MIPOIECCE U3YUCHUS HIKOJb-
HOTO Kypca UH(OPMAaTUKH.

Hucuunnuna «llpuknagnas wHbOpMaTUKa» SBISIETCS MNPEAIIECTBYIOLIEH
st kypcoB «MHpopmarimonHsie TexHonorun» U «OCHOBBI MaTeMaTUYECKOU 00-
paboTku uHpopmanuu». TeopeTudeckre 3HaHUSI U MPAKTUYECKUE HABBIKHU, MONY-
YEHHBIE CTYJEHTAMH MPU U3YyUYECHHUU JTUCIUIUIMHBI, MOTYT OBITh MCIOJIb30BaHbI B
MpoIlecCe YCBOEHUS MPEIMETOB, CIECAYIOIIMX Jajiee Mo y4eOHOMY IUIaHy, MpHU
MOATOTOBKE KYPCOBBIX M BBIMTYCKHBIX KBATU(UKAIMOHHBIX padoT, B Mpoliecce Ha-
YYHBIX UCCIIECIOBAHUU.

B coorBerctBun ¢ ®I'OC BO no nampasneHusm noarotoBku 44.03.01 Ile-
naroruueckoe oOpaszoBanue (npodpunu — Gusnueckas kynbTypa, HauansHoe oOpa-
30BaHue, DKoHOMUKa, Dunonornueckoe odbpazoBanue); 44.03.05 Ilegaroruueckoe
oOpazoBanue (¢ AByMs NMpoUIsMU MOATOTOBKU — AHIIUMCKUM s13b1k, Hemenkuit
s3b1k, Marematuka, Mapopmartuka; HauanprHoe obpa3oBanue, JlomkoasHOE 00-
pasoBaHue; OKOHOMHKa, TexHonorus, OxoHommuka, IIpaBo; Hctopwms, Ilpapo);
44.03.02 Ilcuxonoro-neaaroru4yeckoe 00Opa3oBaHUE PACCMOTPEHHBIE B MOCOOUU
TEMBI SBJISIIOTCS CPEICTBOM (POPMUPOBAHUS CIICAYIOIIUX KOMIIETEHIIUN:

— Cnoco0eH UCnoab30BaTh €CTECTBEHHOHAYYHBIE M MAaTEMaTHUECKUE 3HAHUS JJIs
OpUEHTHPOBAHUS B COBpeMeHHOM HMH(opMarmonHom npoctpanctse (OK-3).

— Cnoco0eH HCHOJIb30BATh COBPEMEHHBIE METOJbl U TEXHOJIOTMH OOYy4YeHUs U
nuarnoctuku (11K-2).

B pesynbrare uzydeHus: TUCHUILUIMHBI CTYIEHT JOJKEH

3Hamb: OCHOBBI COBPEMEHHBIX TEXHOJIOTHUU cOOpa, 00paOOTKHU U Mepenadu
nH(popManNK; HA3HAYEHUE U BO3MOXKHOCTH O(UCHBIX MPUKIATHBIX TPOrPAMMHBIX
MPOYKTOB; IPUEMbI aHTUBUPYCHOMU 3aIIUTHI;

yMemb: CAaMOCTOATENIBHO pab0OTaTh B COBPEMEHHON MHTETPUPOBAHHOMN CHC-
Teme o0paboTKu U nepenayu uHpopmanuu cpeacrsamu makera Open Office.org;

671a0emb: CaMOCTOSITEIbHBIMU HaBbIKAMU pa0OThl HA MEPCOHAILHOM KOM-
MbIOTEPE MOJI YIPaBJIECHUEM KOHKPETHOU OINEpallMOHHOW CHCTEMbl; HAaBBIKAMU pa-
00TbI ¢ 0UCHBIMU MPOTPAMMHBIMU CPEJCTBAMU; OA30BBIMU MPOTPAMMHBIMU CPEI-
CTBaMH aHTUBHUPYCHOM 3aIIUTHI MHPOpPMAIUHU, HABBIKAMU MTOMCKA HH()OPMALIUH.

L]env oucyuniunvl: GopMUPOBAHHE CUCTEMATU3UPOBAHHBIX 3HAHUN, YMEHUI U
HABBIKOB 3(P(PEKTUBHOTO MPUMEHEHUS TPOrPAMMHBIX CPEJICTB OOIIEro Ha3HAYCHHUS.

3aoauu oucyuniunel: TO3HAKOMUTH CTYJIEHTOB C OCHOBHBIMHM Harpasiie-
HUSIMU UCIIOJIb30BaHUs MH()OPMALIMOHHBIX PECYPCOB U MPOrPAMMHOI0 odecreue-
HUS COBPEMEHHBIX KOMIIBIOTEPOB; CPOPMUPOBATH Y CTYACHTOB YCTOWUYMBbBIC MPAK-
TUYECKHE HABBIKU 3P()EKTUBHOTO MPUMEHEHHUS MPUKIAIHBIX MPOTPAMMHBIX MPO-
JIYKTOB B paMKaxX KOHKPETHOU ONepalluOHHOU CUCTEMBI.



OcBoeHre HaHHOW AUCIHUILIMHBI SIBIIETCS HEOOXOIMMOIl OCHOBOW I IIO-
CHEYIOLIET0 H3YYEHUs] APYTUX AUCHUIUIMH U TPOXOXKICHHS IE€IarorndecKou
npakTukd. OCHOBHOE Ha3zHaueHue NUCHUIUIUHBI «lIpuknagHas uHpopmaTukay —
dhopMHpOBaHHE TECOPETUUECKHUX M MPAKTUUYECKUX 3HAHUM B 00jacTH 00pabOTKH,
XpaHeHUs, Nepeayu U nH(POpMaIK ¢ TOMOIIbIO KOMITBIOTEPA.

VYuuteiBass yHUBEpCAIbHOCTh AUCHUIUIMHBL «lIpuknannas uHbOpMaTUKAY,
cleayeT BBIJACIUTH €e 0a30BOo€ Ha3HAueHUE. JTO, MPEkKIe BCEro, PopMUpOBAHUE
KOMIIETEHIIUNA OYIyIIMX CHEI[MaTUCTOB JIIDOOT0 HAIMpPaBJICHUS MOATOTOBKHU, KOTO-
pbI€ MO3BOJISIT UM MOJEPHU3UPOBATH MPOLIECC 00yUEHHUsI B COOTBETCTBUU C TPeOO-
BaHusM HoBoro ctangapta ®I'OC. OcHoBHOU (HOpPMOIl 3aHATHI MO AUCIUILIUHE
«IIpuxnagnas nabopmMaTUKa» ABISIOTCS JabopatopHble 3aHsATus. [lonyueHHbie Ha
JIEKIIMOHHBIX 3aHATUSX TEOPETUUECKHUE CBEACHUS HEOOXOAUMO MPEBPATUTH B KOM-
METEHIINH, KOTOPhIE BhIpA0aTHIBAIOTCSl HA JIaOOPATOPHBIX 3aHSATUSIX TIPU BBIMOJIHE-
HUU Pa3IMUHBbIX MPAKTUYECKUX paboT. JlomomHeHneM K 1a0OpaTOPHBIM 3aHITUSIM
SBJISIETCS CAMOCTOSITeNIbHAsE paboTa CTYACHTOB, KOTOpasi COJAEPKUT, B TOM UHCIIE,
BBINIOJIHEHUE WMHJIMBUYaJbHO IUIAHUPYEMBIX 3aJaHUN U1 CAMOCTOSITEJIBHOUW pa-
00Tbl. B Havasie 1aGoOpaTOpHOro 3aHIATUA U B paMKaX CaMOCTOSTEIbHOU PabOThI
CTYICHTBI JOJKHBI JIOMOJIHUTEIBHO MPOPAd0TaTh TEOPETUUECKUE OCHOBBI H3ydae-
Mol Tembl. TakuMm 00pa3om, IUIAHUPOBAHUE JTAOOPATOPHBIX 3AHATHUH COJIEPKUT
3 COCTaBJIAIOIINX — TEOPETUYECKOE BBEIICHUE, 3aJaHUSI U 3a]1a4l, BBHIIOJIHSIECMbIC
COBMECTHO C IPEINOIaBaTeNIEM HA 3aHATUU U 3aJaHUsl I JOTOJIHUTEIbHOW WH]IH-
BHU1yaJIbHOM U BApUATHUBHOMN COCTABIISAIONIEH CAMOCTOSATEILHON PaOOTHI.

B pamkax naGopatopHbIx 3aHsaTull 1o qucuuruinie «lIpuknannas undopma-
THUKa» CTYJIEHTHI JIOJKHBI COPMHUPOBATH MPECTABICHHE O IIEJIECO00Pa3HOCTH
UCIIOIb30BaHUsl KOMITBIOTEPHBIX TEXHOJIOTUH B 0Opa30BATENbHBIX IIENISIX, B TOM
YHUCJIe ANEKTPOHHBIX CPEJCTB 00pa3oBaTeIbHOrO HazHaueHwus. [Ipu sTom HEeoOxo-
JIUMO BBIpA0OTaTh HABBIKU MPAKTUUYECKUX MPUEMOB, CBS3aHHBIX C paOOTON HaJ
O(pUCHBIMU TOKYMEHTaMHU.

Cnenyer oOpaTuTh BHUMaHWE HAa B3aUMOCBSI3b JJAHHOW JUCLUIUIUHBI C APY-
TUMU JUCHUIIMHAMHA MH(MOPMATUKU, U3y4YaeMbIMH MOCJIE OCBOCHHS TAaHHOTO KYyp-
ca («MuadbopmariioHHble TEXHOJIOTUM B oOpa3oBaHMN», «OCHOBBI MaTeMaTH4e-
ckoi 00paboTku unpopmanum» u 0p.). CobctBenHo «llpuknagHas uHpopmaTu-
Ka» — 3T0 0a30Basi OCHOBA JIJIs1 OCBOCHHUSI JIFOOOH APYTroi AUCIUILIMHBIL.

Takum oOpa3om, 1eJIbI0 JAHHOTO Y4eOHO-METOANYECKOTO MOCOOus SIBISET-
Csl cUCTeMaTHu3alusl y4eOHOro U JUIAAKTHYECKOro MaTepualia, HEOOXOAUMOTro JJist
MPOBEJCHUS MPAKTUYECKUX 3aHsATui no aucuumuinHe «lIpuknannas uHbopmaTu-
Ka». B mocobuu npuBOAUTCS KpaTKOe U3J0KEHUE TEOPETUUYECKUX CBEIICHUI, He-
O0OXOJMMBIX Il MPOBENICHUS 3aHSITUN, PYKOBOACTBO K BBIMOJHEHUIO MpPAKTHUYE-
CKUX palOT MO U3y4aeMoOU TeMaTHKeE.

VYyebHo-MeToInUeCcKOe TOCOOUE aIPeCOBAHO CTYJIEHTaM OYHOI'O U 320YHOTO
OTJACJICHUN ISl BBITIOJHEHHS 00s3aTeIbHON M BApUATUBHOM COCTABJISIOIIEH CaMo-
CTOSITEILHOM padoThl, JJIsl MOJATOTOBKU K 3aHSTUSM, K TECTUPOBAHUIO U K 3a4eTy
no npeamety «IIpuxknagHas unpopmaTuka.



JIABOPATOPHAS PABOTA Ne 1
Tema: UnuTerpupoBannas cpeaa naxkera Open Office.org Writer.
Co3nanue HOBOro q0KyMeHTa. PenakTupoBanmne 1okymenra. CoxpaHeHue
U OTKpbITHE TO0KYyMeHTa. [IpoBepka opporpaduu. Ilouck B Tekcre

Llenv pabomul: 3yunTh UHTErpupoBaHHyto cpeay Open Office.org Writer.
HayuuTbcs penakTupoBaTh TEKCTOBBIA JTOKYMEHT, HpOBEpsATh opdorpaduio u
MPOBOJIUTH IOUCK B TEKCTE, UCTOIb30BATh aBTO3aMEHY.

3aoanue:

1. Co3naTh TOKYMEHT U COXPAHUTB €TO0.

2. O3HaKOMUTHCS CO BCEMHM dJieMeHTaMu okHa rnporpammbl Open Office.org
Writer: cTpokoil 3arojioBka, CTpPOKOIl MEHIO, MAHEISIMU UHCTPYMEHTOB (Kak jo00a-
BUTh WIM YJAJUTh UX), MAaCIITaOHOW NMHEUKON (TOPU3OHTATIBHOM U BEPTHUKAIb-
HOI), MapKkepaMH TpaHUIl TEKCTa Ha JMHEWKE, CTPOKON COCTOSHHUA, MOJOCaMU
MPOKPYTKHU.

3. IlpoBeputs opdorpadurio JOKyMEHTA.

4. IlpoBecTu omepaiuio MoMcka U 3aMEeHbl CUMBOJIOB HJIA CJIOB B TEKCTE Ha
CBOE YCMOTpEHHUE.

5. [IpoBectu omepanuu BbIIEICHHUS (PAarMEHTOB TEKCTAa B COOTBETCTBHUU C
pexuMaMH, YKa3aHHBIMU B CTPOKE COCTOSIHMS (CTaHAApTHBIN, pacIIUPEHHbIN, J0-
0aBOYHBIH, OJI0K).

6. OcyllecTBUTh KOMUPOBAHKUE TEKCTA PA3IUYHBIMU crloco0aMu (yKa3aHHbI-
MH B TEOPETHUYECKOM YacTh paboTHI).

OcCHOBHBIE noHAmMuUs W OnpedeneHus: CTPOKA 3arojoBKa, MaHENb UHCTPY-
MEHTOB, JIMHEWKA, CTPOKA COCTOSIHUS, PEKUMbI BCTABKU U 3aMEHbI TEKCTA.

Teopernyeckue cBeeHUSA

Opranuzanus 110001 AeATeTbHOCTH MPEAyCMaTPUBAET MOJATOTOBKY pa3iiny-
HBIX TEKCTOBBIX JTOKYMEHTOB. [lpuka3bl, oTueThl, MUCbMa, COOOIICHUS U JIpyTHe
MH(pOpPMALIMOHHBIE JOKYMEHTHI, JIEIOBbIE U HAy4YHbIE COOOIIECHUS U T. M., MOATO-
TOBJICHHBIE C MOMOIIbIO KOMIBIOTEPHON TEXHOJIOTHH, SIBISIOTCS HEOThEMIIEMOMU
4acThl0 MH(OPMALIMOHHOTO MPOCTPAHCTBA COBPEMEHHOW OpraHU3alliu, COCTaB-
JISIFOT OCHOBY CHCTEMBI JIEJIONPOU3BO/JICTBA.

dopMHpOBaHUE JOKYMEHTOB OCYIIECTBISIETCS C MOMOIIBIO CHEIUATbHBIX
MporpaMm, KOTOPbI€ HEPEIKO OMPEACIISIIOTCS KaK TEKCTOBBIE MPOLECCOPhI (peaak-
TOPBI).

Writer — muoro(yHKIIMOHAJIbHAS IpOrpamMMa oOpabOTKU TEKCTOB (YHUBEP-
CaJbHBI TEKCTOBBIA MpoOIlECCOp), NMpeAHa3HAUYCHHAs MJIS CO3/IaHUSl TEKCTOBBIX
(aiinioB, cogepKalInX HETIOCPEICTBEHHO TEKCT U COMPOBOXKIAIOIINE €T0 Ta0IUIIbI,
WUTIOCTpallMid B pOpMe PUCYHKOB, CIaliloB mpe3eHTaiui, pororpaduii u T. ., u
nepeaayu 3Tux (aityioB B MHPOpMaIMOHHOE MPOCTPAHCTBO Kak B (hopMe Tpauiiu-
OHHBIX JJOKYMEHTOB, TaK U B (hopMe BeO-I0KYMEHTOB.

Writer GyHKIMOHUPYET B onepaliioHHON rpaduueckoit cpeae Open Office
COOTBETCTBYIOIIETO MTOKOJICHUS.



[Iporpamma Open Office.org Writer 00bIuHO pa3meniaeTcs Ha nanenu /Ipo-
epammsl I'maBHOTO MEHIO, re o0pa3yeT CBOIO Mamnky, 0003HadeHHYI0 kak Open
Office.

N3ydeHne MeTOI0B UCIOIB30BaHUSI MH(HOPMAILIMOHHBIX PECYPCOB Jisl 00pa-
00Tku TekcToBoW MH(opManmu Ha 0aze mpunoxeHus Open Office.org Writer
MpEAIoJiaraeT OBIaJeHUE CIEIYIOIIUMHI HaBbIKAMU:

— BBI30B U MpekpanieHue padoTel B TekcToBoM Tmpoieccope Open Office.org
Writer;

— CO3JIaHHEe, COXpaHEHHUE, OTKPHITUE U MOUCK TEKCTOBBIX JOKYMEHTOB;

— MAapKUPOBKA, MOUCK U MO3ULIMOHUPOBAHUE B AIEKTPOHHBIX TEKCTAX;

— (opmarupoBanue ad3aleB: YCTAaHOBKAa MEXKCTPOUHBIX HHTEPBAJIOB, OTOMBKA
MEXy ab3allaMu, YCTaHOBKA BTSXKKM M a03aI[HOTO BBICTYIA, U3MEHEHUE CTH-
nei ohopmiieHus ab3anes U T. IL.;

— KOMHPOBAHUE U BCTPAUBAHUE TEKCTOBBIX OOBEKTOB: KOMMMPOBaHUE (pParMEeHTOB
TEKCTa JIOKYMEHTA; KOMMMPOBAHUE C yAaJICHUEM; BCTaBKa CIEIUAIbHBIX CUMBO-
JOB U T. 1I.;

— TmpuMeHeHue QYHKIUNA CIUSHUS IS pa3pabOTKU CIOKHBIX JOKYMEHTOB;

— pazpaboTka ¢hopM IJi BBOJA ONEpaTUBHOM MH(OpMAITUH;

— HamucaHue HEOOJBIIMX MAKpPOIpOrpamMM, IMO3BOJISIIOIIMX aBTOMAaTU3UPOBATH
MOATOTOBKY CTaHJAAPTHBIX JICJIOBBIX JJOKYMEHTOB, U JIp.

B mporiecce moAroToOBKM TEKCTOBBIX IOKYMEHTOB HEOOXOAMMO MOJIb30BATh-
Csl IOHATUSIMU U TEPMUHOJIOTHEH, TPUHATHIMU B U3JaTenbckoMm aene. [Ipexne Bce-
ro, CJIeTyeT O3HAKOMUTHLCSA C MOHITHEM «COCTaB TEKCTOBOTO JOKYMEHTA.

CocTaB TEKCTOBOI0 IOKYMEHTA

Cpenu MHOTO0Opa3us TEKCTOBBIX JOKYMEHTOB 0CO00€ MECTO 3aHUMAIOT JIe-
JIOBBIE JIOKYMEHTHI, MpeJHa3HaueHHble s obecrieueHuss 3PHEeKTUBHOTO (yHK-
LMOHUPOBAHUS PA3TUUYHBIX OpraHu3aluii, (OPMUPOBAHUS OCHOBBI CHUCTEMBI JI0O-
KYMEHTOO00pOoTa. DTH JTIOKYMEHTHI JIOKHBI (POPMHPOBATHCS HAa OCHOBE OOIIIe-
MPUHATHIX TPEOOBAHUI K TEKCTOBOMY JOKYMEHTY.

B o01iem Bujie TEKCTOBBINM JOKYMEHT, TOATOTOBICHHBIN IJi U3AaHUsl, UMe-
€T CJIEeAYIONIYIO CTPYKTYPY:

1) TekcTOBas 4acTh;

2) BHenrHee odopmiieHue — 0010KKa, (hop3ail, TUTYIbHBIN JIUCT;

3) WUIIOCTpaIlvy, AacIOPT U3JaHUS.

B npou3BoACTBEHHON JEATEIbHOCTH OOBIYHO MUMEIOT JIEJI0 C TEKCTOBOM ua-
CTBIO IOKYMEHTA WJIH, €llle MEHbIIIe, — C OCHOBHBIM TEKCTOM WJIH €TI0 YacCThIO.

Texcmosas wacms COCTOUT U3 TUTYJIBHOTO JIUCTA, OCHOBHOI'O TEKCTA U afl-
napaTa u3JaHus, KOTOPBIM BKJIIOYAET B ceOsi: OryiaBieHue, BBelAeHHUE, pedepar, 3a-
KIJIIOUeHue, onbnuorpaduueckuil CucoK, MpPUIOKEHHUE.

TekcroBasi yacTh JOJKHA OBITH MpOHYMepoBaHa. Hymepaiusi ctpaHull Be-
JIETCS MOCIEA0BATEIbHO OT TUTYJIBHOTO JIUCTA JI0 ToclieHel cTpanuilbl. OTobpa-
KAETCS HOMEP CTPAHUIIbI, HAUMHAS C JINCTA BBEJICHUS, HA TUTYJILHOM JIUCTE U JIKC-
T€ OTJIABJICHUSI HOMEpa CTPAHUIl HE CTaBSTCS.



N300paxenne TeKcTa JOKYMEHTa XapaKTepHU3yeTCs pPa3MepoM M ILBETOM
mpudTa, a TakKe ero HauepTaHueM (FapHUTYpOi).

B kauecTBe enMHUIBI U3MEpPEHUsT pa3Mepa HpudTa B HU3AATEIBCKOM JIelie
UCIIOJIb3YETCsl KETJlb, KOTOPBIN M3MEpsieTCsl B MyHKTax (COKpalieHHo — 1T.). Pe-
KOMEHIYEMbI pa3Mep Keris N MOATOTOBKH O(UCHBIX AOKYMEHTOB — 12 mrT.,
pa3Mmep TekcTa B Tabnuiax — 8 nT. [ moAroToBKM TOKYMEHTa K U3JJaHUIO Clie-
IyET YBEIUYUTh KETJIb OCHOBHOT'O TE€KCTa A0 13 mT.

Hauepranue mpudra onpenensier pucyHok OykB andaBura. Kaxnapiii an-
(GaBuT, CO3MaHHBIA C MOMOIIBID COOTBETCTBYIOUIEIO PHUCYHKA, HMEET COOT-
BETCTBYIOIIEE UMS.

B Tekcre nokymeHTa cieAyeT BBIACIATH CICAYIOIIUE OCHOBHBIE AJIEMEHTHI:
pyOpHUKH, OTJIABIICHUS], WILTIOCTPAIUU (PUCYHKH).

[lox pybpuxoii noHMMaETCs BBIICICHHBIA pa3fiesl TeKcTa u3aanus. Pyopuku
B TEKCTE Pa3JeNsioT Ha:

— TEeMaTUYeCKHue:

— TI0 COJICPAHUIO: CUCTEMHbIC, BHECUCTEMHBIE (TaOJIUIIbI, BEIBOABI U T. I1.);

— 10 0OpPMIIEHUIO: MPEPHIBAIOIINE, MMapayieibHbIe (3aroJI0BOK Ha MOJE Mep-
Boro abzama — (oHapuK, 3aroJIOBOK, BBIJICICHHBIA W CKPBITBIM B TEKCTE
pyOpuKH, 3arojIOBOK B 000pKe mepBoro ad3aiia cBoero mnojpasiaena — ¢Gop-
TOYKA);

Jlnst 0603HaueHUs HOMEPOB PYOPUK MOTYT HCMOJb30BaThCS apaOCKue u
puMckue 1udphl, MPONUCHBbIE OYKBBI PYCCKOTO andaBuTa (IUisl U3aHUM Ha pyc-
CKOM S$I3BbIKE€) WJIM CTPOYHBIE C 3aKpbIBAIOIIEHUCS CKOOKOH (B 3TOM Cilydyae Cleayro-
1ast JuTepa — MpONUCHast).

[locne Tekcra 3ariaBust pyOPUKHU TOUYKY HE CTaBST, OCTABJISIIOT TOJbKO MHO-
rOTOYHUE WM BOCKIIUIATENBHBIN U BOIPOCUTENBHBIN 3HAKHU.

[lopsinkoBbld HOMEp PYOpUKH U TIEpBasl JIMTEpa 3arojioBKa pa3ieisitioTcs
TOYKOM TOJILKO B TE€X CJIy4asiX, KOrJa OHU HaXOJATCS Ha OJTHOU CTPOKE.

Paznuuarot cineayronme CucTeMbl HyMepaluu pyopuK (CIHCKa):

— CKBO3Hasl (OT MepBOM 10 MOcleHeN pyOpuku naHHOU cryrnenu). [Ipumensiercs
JUTsl pyOpPUK OCHOBHBIX MOJPA3/EIIOB;

— mopaszaenbHas (0T MEpBOM N0 MocleqHed PYOpPUKH TOJBKO BHYTPH pa3fena).
PexomeHyeTcst pu pe3Ko pa3srpaHUuCHHBIX YaCTSAX U3/IaHMUS;

— UHJeKcanuoHHas (y Kaxaoul pyOpuKHU cTaBUTCS HUPPOBON MHIEKC, COCTOSALIUM
U3 TMOPSIKOBBIX HOMEPOB CTapliMX pyOpUK, KOTOPbIM OHa mMoauuHeHa). Mc-
MOJI3YETCA B U3JAHUSAX HAYYHOMU, CIICIIMAIBHOM, CIPABOYHON U yuyeOHOU JiuTe-
paTyphbl.

OcnasneHue — OCHOBHAsl YacTh U3JaHUs, COJEprKalllas MepeyeHb Bcex 0e3
UCKJIIOYEHHUS 3arOJIOBKOB JIOKYMEHTA, PACTIOJIOAKEHHBIX KOJIOHKAMU B COOTBETCT-
BUM CO 3HAUYMMOCTHIO. B mepBOil CieBa KOJIOHKE — 3arojOBKM NEPBOM, CaMoOi
CTaplley CTYIIEHHU, BO BTOPOM — 3aroJIOBKA MEHbBIIEH CTYIIEHU U T. 1.

Kononku cnenyer orogsurats Ha 1,5-2 cM OHY OT Apyroi.



Chnucku TO3BOJISIIOT BBIACIUTH a03albl ¢ MOMOIIBI Mapkepa (Heymopsiio-
YEHHBII CIKCOK) WK C MOMOIIbIO 3HAKOB ayipaButa win Hudpp (ynopsaodeHHbIN
CIUCOK). YTOPSOUYCHHBIM CITUCOK MOKET UMETh HECKOJIbKO YpOBHEH (CTymneHel)
BJIO’KEHHOCTH.

HUnnrocmpayuu OTHOCITCS K OCHOBHBIM 3JIeMEHTaM u3aaHusd. K kaxmon wi-
JIOCTPALMU MOJ0XKEHO YCTAaHOBUTH MOJANUCK. [ odopmieHus: MOANUCH ClEAyeT
MPUIEPKUBATHCS CIIEYIOLIEro MOPSAKa: Ha3BaHUE WILUIFOCTPALIMH, €€ HOMED, TO/I-
PUCYHOUHAs MOJNUCH (HAJIUCH), OSICHEHHE JIeTallell PUCYHKA, paciiu(ppoBKa yc-
JIOBHBIX 0003HAYCHHUI.

Kpome toro, cymiecTBytoT u apyrue TpeboBaHusi K OpOpMICHUH MOIUCH:
HazBanue mumoctpanuu yciioBHO cokpamaercs «Puc.» umm «Tabm.».
[TopsiakoBBIA HOMEpP WIUTIOCTpPAIlMK MUIIETCS, KaK MPaBUilo, apaOCKUMU Hud-
pamu.

[loapucyHoUYHas NOJAMUCH AOJIKHA ONPEACISITh TEMY U300paKeHUsI.

4. TlosicHeHMe neraneil KOHCTPYKLMH CIEAYEeT ONpEAeNATh YCIOBUSMHU H300pa-
KeHusd (B pa3pe3e, CXeMaTU4YHO U T. 11.)

5. PacmudpoBka ycinoBHBIX 0003HAYEHUN U TpUMEUYaHUl (1epe]l pacinuppoBKOn
clieyeT MOCTaBUTh JBOCTOYME), JOJKHA ONPENEsTh CMBICT HUGPOBBIX WIH
OyKBEHHBIX 0003HAUYEHHI1, HAHECEHHBIX Ha PUCYHOK.

HNuTerpupoBanHas cpeja nakera

Cpena texcroBoro mnpoueccopa Open Office.org Writer Bxirouaer cie-
IYIOIIHE 3JIEMEHTHI:

Cmpoxka 3a207106Ka CONEPXKUT Ha3zBaHHe (ailyla U MPOrpaMMbl, B KOTOPOIi
3TOT (haJl OTKPHIT U KHOIIKH: C8EPHYMb, PA3GEPHYMb, 3AKPLIMDb.

Cmpoka meHio CONEPKHUT TPyHIbl KOMaH[, O0ObEIMHEHHBIX MO (YHKLIHO-
HaJgbHOMY Mpu3HaKy. KomMaHbl MEHIO BRIOMPAIOTCS ¢ TTOMOIIBIO MBIIIH, KJIABHIII
yOpaBJieHUs KypCOpOM WM KOMOWHAIUA HaXXaTus OMpPENEJICHHBIX KJIaBHII («Tro-
PAYUX KIIABUIIDY).

Pabouee none — 3T0 MPOCTPAHCTBO HA 3KpaHE MOHUTOpPA JUJISl CO3AAHUS JO-
KyMEHTa U pabOThI C HUM.

Ilonocwr npokpymku ciyxat Ajid NepeMeNIeHus M0 JTOKYMEHTY B pabouyem
10JI€ OKHA.

llanenu uncmpymenmos cofepkat HaOOp KHOIOK JUIsl IPOBEACHUS PA3IHy-
HBIX JIEUCTBUIN HAJ JOKYMEHTOM (COXpaHEHHUEe, OTKPBITHE, CO3JaHUE JOKYMEHTA,
KOMMPOBAHUE TEKCTa, yaalieHue W T. 1.). [Ipu mojaBeAeHUM ykazaTesis MBIIIH K
KHOTIKE MMaHeJId UHCTPYMEHTOB MOSBIISIETCS COOTBETCTBYIOIIEE HA3BAHUE KHOIKHU.
[laHenu UHCTPYMEHTOB YCTAHABIUBAIOTCA U YAAISIOTCS MPU MOMOIIUM MEHIO Buo,
Ilanenu uncmpymenmos.

Koopounamuas nunetika onpenenseT TpaHUIlbl JOKYMEHTA U TO3ULIUH Taly-
nsuud. Pa3nudaroT TOpU3OHTANIBHYIO U BEPTUKAIbHYIO JTUHEUKU. C OMOIIIbIO JIH-
HEEK MOXXHO YCTaHAaBIIMBATh MOJIsI JOKYMEHTa, a03allHble OTCTYIbI. YCTaHaBIIU-
BaTh U yIAJATh JUHEHKY MOKHO C IOMOLIBIO MEHIO Buo—Jlunetixa.
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KpacHOH cTpOEM

Pucynok 1 — @parmMeHT ropu3oHTaIbHON JIMHEUKHU

Cmpoxa cocmosanusi onpeaenseT TeKyIllee MojJ0XKeHUe Kypcopa B JOKYMEHTE,
a TAKXKe COJICPKUT CIIPABOYHYIO MH(OpMAIIHIO.

4

CrpadHua 11

QBBMHEA 100%: BCT  [CTAaHA | *

Pucynok 2 — Ctpoka coctosaHust

Bv1600 cmpoku cocmosinus unu omrkas om Hee 0CyujeCmensiemcs ¢ HOMOWbIO
komanowvl Buo — Cmpoxa cocmosinus.

CTPAHUIIA 1/1

MPOMNKUCHIBAETCS, CKOJIBKO CTPAHUIL COAEPKUTCS B IOKYMEH-
T€ U HOMEP TEKYIIEH CTPAHUIIBI

OFbIYHBIN CTUJIb OPOPMIICHHS JOKYMEHTA.
100 % MaciTad JOKyMEHTA.
peXUM BCTaBKH/3aMEHbl CUMBOJa. PeXUM BCTaBKHU TO3BO-
JsleT BCTaBUTh CHMBOJI Ha MECTO IMOJOXKEHHUS Kypcopa; B
BCT/3AM pexKuMe 3aMEHbI BCTaBJICHHBIN CUMBOJ 3aMEHSIET CO0O0M Mo-
CIEeAYIOMHUH (T. €. KaXIbli MOCIEeNYIOMINI CUMBOJ «Chea-
ETCS»).
CTAH/, CTaHJAPTHBIN PEKUM BbIICIICHHUS.
pPaCUIMPEHHBIN PEXXUM BBIICICHUS: MIETYOK MBIIIN YBEIU-
PACIII YUBaeT WIM YMEHBINAET TEKYIIEE BbIJCICHUE OT MECTa IO0-
JIOKEHUST Kypcopa.
n00aBOYHBIA PEKUM BBIJICTICHUSI MO3BOJSET BBIACIUTH HE-
HOBAB CMEKHBIE YaCTH TEKCTA.
BJIK MO3BOJISAECT BBIACIATH OJIOKH TEKCTa

*

MOSIBJIIETCSL B TOM ciydae, eciu (hailli UMeeT HeCOXpaHEH-
HbIC U3MEHEHUS.

10



Co3naHne HOBOT'O JOKYMEHTA

JIOKyMeHTBI U 11a0JI0HBI JOKYMEHTOB CO3JAI0TCSI C MOMOIIBIO KOMAaHIbl
Daiin—Coz0ams. Vinu ucnonbizyercs kHonka «Cozdamsy HAa TAHEIU UHCTPY-
MEHTOB.

CoxpaHeHue JOKyMeHTa

HoxymenTtsl Writer coxpansitorcst B Buje (aillioB cO CTaHAAPTHBIM paCIIU-
penueM .odt. llepBoHayanbHOE COXpaHEHUE HOBOTO, JMOO COXpaHEHUE CYIIECT-
BYIOILIETO JIOKYMEHTA MOJl APYTUM UMEHEM, Ha JPYyroM JHUCKE, B APYrOM KaTajaore
BBITIOJIHAETCS KomaHaou @Paiin, Coxpanums kax... O0s3aTeIbHO BBIOMpACTCS
(dhopmaT coxpaHIeMOro JOKyYMEHTa.

CoxpaneHnue UMeHOBaHHOTO (haiiyia BeIMoNHAETCS KomaHnaou @aiin, Coxpa-
HUmMb WU ¢ OMOIIbI0 KHONKU <CoxpaHuTh> [laHenn MHCTPYMEHTOB JIUOO «ro-
psunx» kinaBuin <Ctrl> + <S>,

HNmena ¢popmatos ¢aiisioB OpenDocument

B OpenOffice.org ucnons3yrorces cieayroniue hopmatsl (haitsios:

dopmart J0KyMEHTA Pacmiupenue paiiiia
Tekct OpenDocument *.0dt
Texcrossiii madaod OpenDocument *,ott
CocraBHou nokymeHT OpenDocument *.0dm
Jloxymentr HTML *.html
[Ia6non nokymenta HTML *.0th
OnekTponHas Tabiauiia OpenDocument *.0ds

[[TaGnoH s5exTpoHHOM Tabnuibl OpenDocument  *.ots

Pucynokx OpenDocument *.0dg
[ITa6non pucynka OpenDocument *.0tg
[TpesenTamusa OpenDocument *.0dp
[[Ta6on nmpe3entarun OpenDocument *.0tp
®opmyna OpenDocument *.0df
baza nanneix OpenDocument *.0db
OpenOffice.org Extensions *.0xt

OTKpbITHE TOKYMEHTA

B nynkte Mento @aiin BbIOpaTh KOMaHy Omixpsimb. 3aT€M HEOOXOIUMO
yKa3aTh MECTOIMOJIOKEHUE IOKYMEHTA. 3/1€Ch TAK:KE€ MOXKHO OTKPBITh JJOKYMEHTBI
npyrux ¢popmaToB, KOTOpbIE MoAepkuBaeT Writer.
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PenakrupoBanue 10KymMeHTa

Crnoco0blI Bbl/IeJIeHUS] (PPArMEHTOB TEKCTA

@parMeHThl TEKCTAa MOXKHO BBIJIEIIATH C IOMOILBIO KIABUAMYPbl NI MbIUU.

Boinenenue gpparmMeHTa TEKCTa ¢ HOMOUbIO KIABUAMYDbL:

— OJIHOBPEMEHHO HaxkaTh KjaBuiny <Shift> u kiaBuiy mepemenieHus Kypcopa

JUTS 3aKpaliuBanus parMeHTa B Hy)KHOM HaIpaBJICHUU.

Jliist BeIiesieHus: (pparMeHTa TEeKCTa ¢ nOMOUbI0 Mol HEOOXOIUMO:

— YCTaHOBHUTH YKa3aTellb MBIIIHA B HAYAJIO BBIACICHUA U, AEPHKA HAKATOU JIEBYIO
KHOTIKY, POTAIUTh MBIIIb JI0 KOHIIA BBIJICIIEMOT0O (DparMenTa;

— TMpU BBIJICJICHUU OJJHOU MM HECKOJBbKUX CTPOK TEKCTa HaXXaTh Ha JIEBYIO
KHOIIKY MBIIIM CJI€Ba OT Hayaja TEKCTa U MPOTALIUThH MO BBIJIECIAEMBIM
CTPOKaM;

— CJIOBO LIEJIMKOM BBIJEISAETCS JBOMHBIM IIETYKOM MBIIIIH;

— MpeIJI0KEeHHE LEIUKOM (OT TOUYKU JO TOYKH) BBIJIENSAETCS TPOMHBIM HICTYKOM
MBI B JJIOOOM MECTE MPESIOKEHUS.

KonupoBanue, nepemeinieHue U yaajieHue ()parMeHTOB TEKCTA.

OTHU omnepaluy BBITOTHSAIOTCS TOJIBKO IO OTHOLIECHUIO K 8bl0eieHHoMy (Ppar-
MEHTY TE€KCTa WJIH UHOTO 00BEKTA.

1. KonupoBaHue ocyuiecTBisieTcas Komannou Ilpasxa, Konuposamuo, xonus
nomemniaercs B 0ypep U MOKeT MHOTOKPATHO MCIOIb30BAThCA I BCTABKH C T0-
MOINIbI0 KOMaHabl [lpaska, Bemasums. JIns nepeMenieHus: pparMeHTa BBIMOHS-
OTCs1 KOMaHnbl: [Ipaska, Bwvipesams, a 3ateMm — [Ipaska, Bcmasums. Y nanenue
(dbparmeHTa TeKcTa BBINONHSAETCA 10 Komaue [lpasxka, Quucmums WU MPU HAXKA-
TUH KJaBuiy <Del>.

2. MOXHO Tak»e€ UCTOJIb30BaTh KHONKU «Konuposamuy, «Bcmasumuvy, «Bvi-
pe3ampy MaHeNnn UHCTPYMEeHTOB CmanoapmHuasl.
3. IlepemeniaTh BbIACICHHBIN (PparMEeHT MOXKHO TaK)Ke MyTeM MepeTacKuBa-

HUS MbIIIEH pparMeHTa B Hy>)KHO€ MECTO. A JIJIsi KOMUPOBAHUS HEOOXOAUMO Tepe-

TacCKMBaTh (PparMeHT, yaepKuBas HaxxaTo kinaumy <Ctrl>.

4. JIns KonupoBaHUsI MOXKHO MCIOJb30BaTh Konmexkcmmuoe menio.

5. Hcnonws3oBath koMOuHanmu knaBuml <Ctrl>+<lInsert> — komupoBarthb;
<Shift>+<Insert> — BcTaBUTb.

Iouck B Tekcre, 3aMeHa

[Touck B TekcTe u 3aMeHa (hparMeHTa OCYIECTBIISIETCS. C TOMOIIBI0O KOMaH bl
Ilpasxa, Hatimu u 3amenume.

1. B none «Hatimu» yxa3biBaeTcsi 00pa3ell Moucka.

2. B none «3amenums na» — oOpazer] 3aMeHBI.

3. MoOXHO Tak k€ BbIOpaTh JOMOJHUTENIbHBIE MapaMeTphl MOUCKA: YUYET pe-

TUCTPa, TOJBKO CJIOBO IEIUKOM, MOUCK MOJTOOHBIX CIIOB.
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HaHTH 4 3aMEHMTE EI

Harth 5
:
Ja =

HaATH BCE |

JamMEHHTE Ha
SaMEHHTE
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MeHEWS NapeMeTRos & Crpaeka | 3AKpLITE I
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[ PerynapHoe BripaxeHHe
Eez dopraTa
[ Dowck noaobHe e | LI

I- WMckaTe Mo CTHAAM

Pucynok 3 — OKHO OMCKa U 3aMEHBI

BcraBka cnenuaJbHBIX CHMBOJIOB
«CrienMalbHBIN» CUMBOJI — CUMBOJI, KOTOPOTO HET HAa CTaHJAPTHOM KJIaBHa-
Type. YToOBI BCTaBUTH CHELMAIBHBIA CHUMBOJI HEOOXOIUMO:

x
WphT ITal-..:.ma j Hatop cHHEONOE IOEHDBHEIH NaTHHMULA j ‘ K, I
cl el g lwla] ey =]+], -1 |/ i’ OTMEHS |
of1]2|3|4|5]|s |7 8le|:|[:]=]=]|=]|7 Crpaska |
a|lAB|C|O)lE(F|S|H ]I [I]K]|L|M ]
Flolrs|tulviw]x]¥]z]1 ] v]1]~]_ vaanme |
"la|b|c g | flalh|i|di]k][I|[m|n|o
plaglr|s|tjuly|wlx|y|lz|[{]]]}]|"~ d
IFRBHEIEANE @3- |®]|°
= B I NV (I T N B "R O O O ) A hd L0064 {100]
Chneonst: h—@ xSt

PucyHok 4 — BcraBka CUMBOJIOB

1. TlomecTuTh Kypcop Ha MECTO, T/i€ IOJKEH MOSBUTHCSI CUMBOIL.
2. BpInoaHUTHh KOMaHJbI MeHIO Becmasumbv— Cneyuanvhovle cumsonvi— OK.

Br1OpaHHas mocine0BaTeIbHOCTh CHMBOJIOB OTOOPaXaeTCsl B HUX)KHEM JIEBOM YIUTY
OKHa.
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IIposepka opdorpadpuu

Jlnst aBTOoMatuueckoil mpoBepku opdorpaduu HE0OXOAUMO BBIIOTHUTH
Cepsuc—IIposepka oppocpaguu unu HaxaTh knaBuinry <F7>. [losiBUTCS cOOTBET-
CTBYIOIIIEE TUATIOTOBOE OKHO.

Jliis ycrienHoi npoBepKu HE0O0XOUMO BbIOPATh SI3bIK CIOBApS.

poesepka opdorpadui: (PyccKHm) il
HeT B cnoeape

MpHKasel, OTYETEL, MHCEMA, CODOWEHMA K APYTHE MHDOPMAUMOHHES - MpOMYCTHT |
ACKYWMEHTEI, ASA0BEIE H H3YYHEIE CO0BULEHMA H T. M., NOAraTOENEHHEIE ©

NOMOLLEHD KOMABHITEPHOA TEXHONOCHK, AENAHITCA HEOT BEMNEMOA HaCTERD MPOnyYCTHTL BCE |
HHPOpMALMAHHOrD APOCTRAHCTES COEPEMEHHOA OpraHHSaLHY, COCTaBnAKT

QCHOEY CHETEMEl ASAONPOHSB0ACTES, — fobasnte T |
BapraHTel

| |
aT

RT SEMEHHTE BCE |
T

LT LI AETOZanEHa |
HAzkls cnosapa Iﬁ-@ PUCCEHF j

NapareTphl... | CNpaskKa | OTHEHHT I SaKpbITe |
Pucynok 5 — IIpoBepka opdorpaduu
ABTO3aMeHa

OyHk1MsT ABTO3aMEHBI UMEET CIUCOK MCHPaBICHUN HanboJiee 4acTo BCTpe-
YaIOIIMXCsl OMMOOK MpH BBOJAE TeKcTa. Hampumep: «aBIn» aBTOMAaTHYECKH 3aMe-
HsieTcs Ha «Baiy. B mento Cepsuc—Ilapamempst asmozamensvt OTKPHIBACTCS qUa-
JIOTOBOE€ OKHO ABTO3aMECHBI.

ABTO3aM€Ha BKJIIOUYEHA MO yMOJd4yaHUIO. YTOO OTKIIOUHUTH €€ HEOOXOJIUMO
cHATH hIaxxok Dopmam—Aemogopmam—IIpu ésooe.

JlomoJiHeHHeE cj10Ba

Ecnu sta dynkius BritodeHna, Writer meITaeTcsi yrajgatb BBOJIUMOE CJIOBO U
ABTOMATHUYECKH JIOTIOJHSET €ro MPHU BBOJIE MEPBBIX Ke OYKB.

YTOoOBI OTKIIIOUUTD 3TY «YCIYTY» HEOOXOIUMO CHATH (IIaKOK /{onoaHums ciosa B
MmeH1o Cepeuc—Asmozamena—s [lonoanenue croaa.

31€Ch )K€ MOXHO HACTPOUTb:
— ABTOMaTHUYECKOE 00aBIeHUE Mpoobera.
— Tloka3siBaTh mpejiaraeMoe CJIOBO KakK MOJCKa3Ky (TIOSIBIISIIONTYIOCS HAJl BBOIH-
MBIM CJIOBOM) BMECTO JTOTIOJTHSFOIIETO TEKCTa IIPH BBOJIC.
— V3MeHATh MaKCHMAalIbHOE YHCJIO 3alHCeH, 3allOMUHAEMBIX IS JOTIOTHCHHS
CJIOBa U MUHUMAJIBHYIO JTMHY CJIOBA.
— YIansaTh OTJENbHBIC CTPOKHU U3 CITMCKA JTIOTIOJTHCHHS CIIOBA.

ABTOMaTHYECKOE JIOMOJHEHUE CIIOBA HAUYMHAET paboTaTh TOJIBKO TMOCJE BBOJA
CJIOBa BTOPOM pas.

IIpakTHyeckoe 3a1aHue
1. Coznaiite 1 cCOXpaHUTE TEKCTOBBIN (paiin B kaTaiaore JJOKyMeHTBHL.




2. Ckonupyiite B HEro 000N HalWCHHBIN TEKCT (B LEJISAX SKOHOMUU BPEMEHN).

3. CkonupyiTe GpparMeHT TEKCTa pa3IMYHbIMU crioco0amu (yKa3aHHBIMU B
OTIMCAaHUH Ja00PaTOPHOUN pabOTHI.

4. 3ameHuTe Bce OyKBBI @ HAa OYKBHI 0.

5. OT™MeHHTE OIepaIuio 3aMEHBI.

6. IIpoBepbTe NMpaBUILHOCTH Opdorpaduu HaOPaHHOTO TEKCTA.

7. OTpaboTaiiTe onepaiyo BCTaBKU CHEIUATbHBIX CUMBOJIOB.

KoHTpoJibHBIE BONIPOCHI

1. HasnayeHwne TEKCTOBOTrO Ipoueccopa.

2. W3 kakux CTPYKTYpPHBIX 3JIEMEHTOB COCTOUT HMHTep(deiic TEKCTOBOIO
nporeccopa?

3. Pacckaxure 0 Ha3HAYEHUU U BO3MOXKHOCTSX Mporpammel Writer.

4. Kak BpIBECTH Ha DKpaH HYKHbIC [TAHEIM HHCTPYMEHTOB?

5. Pacckaxure cyTh onepanuii KONMPOBAHWS, NEPEMELICHUA U YIAJICHUSA
(hparMeHTOB TEKCTA.

6. Kaxkosa ponb 0ydepa npoMekyTOUHOTO XpaHESHUs ?

7. Kakumu cnoco6aMu MOXHO BBIAEIATh parMeHThl TEKCTa?

8. B dem cymHOCTb pexuMa NOUCKA U 3aMEHbI?

9. Kak nmpousBoauTcs MpoBEpKa NPaBOMUCAHUS CIIOB?

10. Kak BcTaBUTH CUMBOJIBL, OTCYTCTBYIOIIME HA KJIaBUAType?

11. B uem CyTb aBTOAOIIOIHEHHS U aBTO3aMEHBI CJIOB?

JIABOPATOPHAS PABOTA Ne 2
Tema: ®opmatupoBanue nokymeHTa. Ctuiau. lladaoubl. Kosionku.
Pa3peiB cTrpanun. CHOCKkH

Lleny pa®oOTHI: MONYYNUTh HABBIKK (pOopMaTUpOBaHUA JOKyMeHTa. HayuuThcs
MOJIb30BAThCS CTUJISIMU U 11a0JIOHAMU, pa30UBaTh TEKCT HA KOJOHKH, UCIOIb30-
BaTh Pa3pbIB CTPAHUL, CO3aBaTh CHOCKH.

3aoanue:

1. ITpousBecTn popMaTupoBaHUE TEKCTA, COIJIACHO YKA3aHUSIM B IpPaKTUYE-
CKOM 4acTH.

2. Co3ath CBOM CTHIIb, HAYUYNUTHCSI U3MEHATH €70 HACTPOMKH.

3. U3yuuTh Bce BKJIAJIKU UAIOroBoro okHa Ao63ai: TaOynsauus, byksuna,
O6pamnenue, ®oH, OTcTynbl U UHTEpBalbl, BeipaBuuBanue, [lonoxenue Ha cTpa-
Huie, CTpyKTypa U HyMeparusi.

4. Hayuutbcst pa30MBaTh TEKCT HA KOJOHKHU, 33/1aBaTh PACCTOSIHUS MEXIY
KOJIOHKaMH M Pa3JEIUTENH.

5. HayuuTbcsd MCTIONB30BaTh pa3pbiB CTPAHUIBI C U3MEHEHUEM OPUEHTALUH
MOCJEeAYIONIETO JucTa (a1b0OMHBIN), 3HATH JJIsl YETO UCTIONIb3YETCS Pa3phiB.

6. HayuuTbcs BCTABISITH CHOCKH; 3HATh, UTO TAKOE KOHIIEBAsl CHOCKA.
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OcCHOBHbBIE noHsAmMuUs W onpeodeneHus:. TaOymsuusa, OyKBHUIlA, OOpamMIICHUH
(ab3ana), GoH, OTCTYIBI U MHTEPBAJIbI, BHIPABHUBAHUE, TOJIOKEHUE HA CTPAHUIIE,
CTPYKTypa W HyMepalus;, KOJIOHKH, YIpaBJIeHHE, CTpaHuila, (QOH, BepX-
HUW/HUKHUN KOJOHTUTYJI, 0OpamiieHue (CTpaHuUllbl); CHOCKA, pa3phIB.

Teopernyeckue cBeeHUSA

PaGora c naHeJ i IMU MHCTPYMEHTOB

[laHenu MHCTPYMEHTOB COJEpkKAT KHOIKHU, TyOJUPYIOIIHEe HEKOTOPHIE KO-
MaHJIbl MEHIO, TIPeHA3HAUYCHBI JJIsl ObICTpeiilieil paboThl MoJib30BaTeNA. Y CTaHO-
BUTh WM YyAAJIUTh TMaHElb HWHCTPYMEHTOB MOXHO TIPM TOMOIIA MEHIO
Buo—lIlanenu uncmpymenmos.

Pabora co mpudramu

Jlnst BeiAenieHHOro (hparMeHTa TeKCTa MPU(T MOXKHO 33JaTh CIECAYIOIIUM
00pa3oM: ¢ MOMOIIbI0 KOHTEKCTHOTO MEHIO, BBIICIUB 00JIaCTh, NIENIKHYB MO HEH
MpaBOM KHOMKON MBIIIM ¥ BBIOPAB MyHKT KOHTEKCTHOTO MEHIO CuUMBOIL...; MOKHO
TaKXe BOCIOJIb30BaThCsl MeHIO Dopmam—Cumeon...

DTOT AUAJIOr UMEET HECKOJBKO 3aKJIaJI0K, MPU BIOOPE KOTOPHIX OTKPhIBA-
€TCsl HOBasl TpyIIia CBOMCTB TEKCTA.

llpugpm — 3anar0TCsL €ro CBOMCTBA: wpugm, pasmep, hopmam, ucnoib3ye-
Mblll S3bIK, UBEm.

Ipghexmul wipughma — 3aech 3a1a10TCS TOTOJTHUTEIbHBIE d(DHEKTHI, MpUMe-
Hs€MbIE K IIPUPTY — €r0 MOKHO CJIeJIaTh KOHTYPHBIM, TEHEBBIM WJIH PEIbe(PHBIM.

Tlonoscenue — HacTpoUKku MpUQTa, OTBEYAIOT 32 MOJTO0KEHUE TEKCTa OTHOCH-
TEJIBHO CTPOKU. 31€Ch MOXKHO yKa3aTh
— peeucmp (UHACKC — BEPXHUN WIM HUXKHHUM, TO €CTh CMEILIEHHE CTPOKU IO Bep-
TUKAJH),
— yeon nHaknoHna (Ha 0, 90 umu 270 rpamycoB)
— Macwmabuposganue.
—  Mesiccumsonvhwiti unmepaan — MO3BOJISIET U3MEHUTh UHTEPBAIT MEXKYy OyKBaMHU.
LWipndpT | SdbhekThl WpWdTa | MosuuMa | MMnepoceinka | J:l:u:n-H|

Tun wpmwphra Havepranmne Pazmep

|i|’irr|e Mew Roman |CTa|—tﬂ,ap'r 12

Arial :‘

Arial Black Hypcue 13

Arial Narrow EMpHEIR 14 I |
Avant Garde Gothic HMpHBIA KypCHB 15

Bookman 16

Bookman Old Style 18

Canture Schonlbonk | od an =
User wpwndita Asoik

|- HepHbIii j |“-5' Pycciai j

Time New Roman

IToT THN WprbTa He uHCTannuposad. MosToMmy GyoeT KCNoNS30BaH 0AWH U3 HawBonee NoaxoasLY

OK I OTMmena | Crnpasia Hazan

Pucynok 6 — Jluanorosoe okHO CHUMBOJIBI
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x|
LpwihT | SihpercTel wWprhita  MONOMOEHHE | [MnNepCoees | DoH I
MonoseHe
" BepxHHA HHASKE CHEWSTE Ha Il% E: [¥ AEToMaTHYECKH
% Ofiprnoe MacwTal wpndTa IIDD% 3:
™ HipHMA MHAaske
Epalerre [ MacuTabMpoEaHHe
= 0 rpaaycoe i 90 rpadycoe " Z70 rpagycoe I- ¥MECTHTE E CTPOKE
Macwtab no wkpkHe IIDD% 3:
Me HCHHECNEHEIM MHTEREAN
l__I:HHI:IH Ha 0,0pk | v Maprbi KeprHmr
PazpemeHHEIR
¥NNOTHEHHEIR ARIAL
| 4 I OTMEHS | CNpaeks | BOCCTaHOEMTE

Pucynok 7 — Jluanorosoe okHo [losoxxenue

l'unepccoiika — yKa3blBalOTCS CBOMCTBA JUISl WCIIOIb30BaHUS TEKCTAa Kak
CChUIKM Ha pecypc MHTepHET wiM JokanbHbIM (aitin; ocHoBHOE none — URL, rae
yKa3bIBaeTcsl MyTh K pecypcy wiu ¢ainy. OToOpakeHue TeKcTa OO0 MOCELEHUs
CCBUIKH U TOCJIE MOCEUIEHUs BbIOMpaeTcs B nose « Cmuiu 3HaKosy.

@on — 03BOJISIET U3MEHUTD LIBET (POHA BBIJIEJIEHHOIO (hparMeHTa TeKCTa.

IIpakTiyecku Bce BBIINICHA3BAaHHBIE MAPAMETPbl MOXKHO 3aJaThb C IOMOLIBIO
KHOMNOK naneny uHctpymenToB: pudr, Pazmep mpudra, Ctuns, [loqyepkuBanue.

OTEpPEITE OKEO
Crim u
thopMaTHpoBaHHE

Hupusri K}’pCI;i‘EB
t#pm'rnpnﬂame \ \\

M OOuHea\rr | |Btstream \Vera Sans v 9/ v X | K

IMoguepsnyTE

mpHGT

VY MeHEBIIHTE
mpEhT OTEpHITE

- i
Yeenuaute | OKHO

I}
!

/ CHuMEBOT

/ N

4 M A s

4

Crams [MapuuTvpa Paznep Bepxuamit  Hiozwmmi un

mrpHtiTa HHIEKC

A - *jl: - am
.iell.c &"«‘ [Tper
BCT )

\ thora
\

mpupTa
1Y
Brizenenne

Pucynok 8 — [lanenb ¢ kHomkamu 1Jist GOpMaTUPOBAHUS CUMBOJIOB

dopMmaTupoBaHue abd3amna

TekcT nOKyMeHTa COCTOMT U3 ab3ayeg, PparMeHTOB TEKCTa, KOTOPHIC 3a-
KaH4YMBAIOTCS HakaTueM kiaBuiu <Enter>. [Ipu 3TOM B TEKCT BCTaBISETCS CIIEL-
cuMBod — 9. Ilpu Habope TekcTa nepexoa Ha HOBYIO CTPOKY BBITIOJITHSIETCS aBTOMa-
TUYECKH, JIJIs MOTYyYEHHsS] HOBOUM CTPOKH B MpejiesiaX OJHOro ad3ala HaXXUMaroTCs

kinasunmm <Shift> + <Enter>.
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Bripapsmneanme Hgepanmn
OTeprITe okao CTHAH P yMEPAL] OTEPHITE OKEO

H fopMaTHpOEZHHE \ "y _
B':esa Ilo Le:-"rpw Bnpa.ﬁ-:- Ilo meprEe \ Tpp

pPHATHPOBaHWE & / \_ x
Ingd | |BasoBbR = = F - EE M
| L T

VMEHEIIHTE ¥ BETHTHTE

Apsann

Crame 1 15
Ilar cTpox Orerym

Pucynok 9 — [lanens ¢ kHonmkamu AJist hopMaTUpOBaHus ad3ana

dopmat ab3aileB ycTaHaBiIMBaeTcs: Komanjaot @opmam—A63ay. Iuanoro-

BO€ OKHO «A03a1» COAepKUT BKIAIKU: Omcmynvl u unmepsanst, llonodcenue Ha
cmpanuye, Buipasnusanue, Hymepayus, Tabynayus, ©@on, Obpamnenue, byxsuya.

N —

Omcmynul u unmepsanbl — 3a8aK0TCS:
rpaHUIIbl a03alIeB;
MEKCTPOUHBIM U MexKa03alHbI HHTEPBAIbI;
CMeEIlleHHE TeKcTa ab3alia OTHOCHUTENIbHO €ro IIMPUHBI: MO ILIEHTPY, BJIEBO,
BIIPABO, IO ITUPUHE;
BU/I TIEPBOM CTPOKH ab3ara.
Ilonoowcenue na cmpanuye — onpeenser:
PacCTaHOBKY MEPEHOCOB
Pa3pbIBBI CTPAHUILIBI WM CTOJIONA.
UtoO0BbI 3a/1aTh pa3pblB CTPAHUIIBI HEOOXOIUMO:
VY cTaHOBUTH KypCcOp B MECTE, OTKYAa JAOJKEH HauaThCs pa3phiB.
Bemosnuth koMauael: @opmam— Abzay— Ilonoscenue na cmpanuye U Ha-

3HAYUTH IMapaMCTpPhI pa3pbiBa.
Rl

EvKEHLA | CBpaMNEHKE | DoH |
QTCTYMNEl H HHTEREAN:! | BripaEHHEaHHE [MONOMEHWE HA CTPaHWLLEe | HyMmepauna | Tabynaums |

PaccTaHoeKa NepeEHDCOE

l- BETOMATHUECKHIA NEREHAC |

I2 E CHMEDNOE B EOHWE CTRORH

CHMEDNOE B H3YaNE CTROKH

o

MakcHManeHoE KONMYECTED NOCNE 4088 TR EHE X NEPEHOC0E

FazphiEb!

v Ao0aENTE pazpeE  Trn ICTpaHHua j MonoseHME Iﬂepeﬂ '-'I
[~ CocTHneM cTRaHHLE I j Hokep cTp. IEI E:

MapameTpel
[ He paspLiBaTE abzauy

[ He OTPLIESTE OT CNEAYHILLETD
[ Encasme CTPOKH B HaYane abzaua I E CTROE M
[ Brcssme CTPOKH B KOHLE abizaua I 5 CTpok(H

| 0K I OTMeHE | Crpaeka | BoccTaHOENTE |

Pucynok 10 — Jlnuanorosoe okHo IlosoxeHnue Ha cTtpanule

18



Buipasnusanue — onpeniensier nojaoxKeHue TEKCTa Ha CTpaHUIIE.
Hymepayus — aBTOMaTH4eCcKOE€ CO3/laHME€ HYMEPOBAHHOTO WM MapKUPO-

BAaHHOTI'O CIIMCKaA.

T {I? T W gE ix
/ |
\\ HD [IOIMTVHETAM ,a"; Herars rymepa
, BHH3 / CHOBA

v

Brime Ha omun
¥POEHEM  yvpOBEHE BHH2

Hywueparmsa e BCTaBHTE 371eMEHT [TepeMecTHTE
II'H. PIETITHTE  Ges momepa . BHH: (OTKpEITE OKHO
Maprepsr | ME [/ Maprepsl B HyMepaHa
Wmnkphl 4 HYMEpPaLWa ’/ v |[x
. —= =

/
N ITo moanyerTam  Ilo moamyHkTaM
BBSpX BHH2

Pucynok 11 — Ilanens Mapkepsl u Hymepanus

Tabynayusa — onpeAensitoTcsl mapaMmeTpsl Ta0ynsauuu. TaOymnsiust (OTCTyn B
HavaJie maparpada) — ogHO U3 CPEeACTB, TPATUIIMOHHO MIPUMEHIEMBIX 1Ji1 (hopMaTH-
POBaHUS TOKYMEHTA; U3MEHUTH €€ pa3Mep U TUIl MOXHO B JMAJIOTe HACTPOMKHU mapa-
rpada, a TakKe ¢ MOMOIIBI0 JTMHEHKH, HAXOSIICCs MO MaHEeIbl0 HHCTPYMEHTOB.
Ecnu cpenats ABOMHOM IIETYOK IO JIMHEWKE, MOSBUTCS AUAJIOr HACTPOMKH Naparpa-

(a co cBoiicTBaMU HACTPOWKH TaOYJISALIUK.

i
EvEBHLAa I DOpariEHHE I oH |
OTCTYNE M HHTEDESNEI I BrlpasHHEaHHE I MonokeHWE Ha CTRaHHULE I Hytepauna  Tabynauyua
Moz A BripaeHHBaHHE
@ ¥CTaHOEMTE
|?J 17eH Mo neeoMy Kpato L —l
7, 17cH ' Mo OpaBary IKpan a1 ¥AaniTe BCe |
{” Mo wertpy - YAaMTE |
Mo PAEASHTENRD L
CHMHEDN I_
JEN0NHMTENE
{* Her
{0
o
~
' Crmeon I_

O I OTHeEHa | CNpaeka I BoCCTaHOBMTE

Pucynok 12 — JluanoroBoe okHo TaOymnsiiuu

['opusoHTasibHast AUMHEHKa OTOOpa)kaeT MapKepbl TaOyJSIUU IO yMoJiya-
HUO. YUTOOBI BRIOpaTh €MHUIIBI U3MEPEHUS U MIar TaOyNsluu HEOOXOJAUMO BbI-
MOJIHUTH KOMaH bl @opmam— Ab3ay— Tabynayus Wi IBaXAbl NIEIKHYTh MO TO-
pu3oHTaNbHOU nuHelke. [osBUTCS quanoroBoe okHO Tabyrayuu.
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byxeuya — mo3BoIISIET MPEACTAaBUTh BHJE OYKBHIIbI 33JJaHHOE KOJIHYECTBO
CHMBOJIOB B CJIOBE WJIH CJIOBO IIEJIMKOM. 3/1€Ch Ha3HAYACTCA:
— BBICOTa OYKBHIIbI B CTPOKAX,
— pacCTOsSHHE J0 TEeKCTa.
Obpamnenue — 3aaeTcsa odpamieHUE BhIIEICHHOTO (pparmeHTa Tekcra. Ha-
3HAYaeTCH:
— nojodcenue MuHUU: 00OpaMIICHHUE CO BCEX CTOPOH, CBEPXY W CHHU3Y, CIIpaBa U
cJieBa, TOJBKO CJIEBA.
—  Cmunb — Ha3HAYaEeTCs TOJIIMHA TUHHH.
—  Omcmynvl om co0epircumo20 — Ha3HAYAETCS OTCTYI JMHUU OOpamMJjIeHHUs OT
COAEPKUMOTO.
— Ilsem — Ha3HAYaETCS IIBET JIMHUU OOpaMIICHHUS.
—  Cmunb menu — TMO3BOJISIET 33]1aTh TEHb OOpAMIICHUS, ITUPUHY T€HH, €€ IIBET.

posan x|
DTETYAR H HHTEPEENE I BbIpEBHHEAHHE | MonoHEHHE HE CTRaHHUE I HyMepaums | TabynAuHA
EvEEHLA DbpaMneHHe Moy
MonoMEHME MHAA THHKA OTCTYNE 0T COAEMHHMOrD
MNpeAsnReaEneHHD S CTHNb Chesa ID,DIZIEM 3:

E Iﬂ I: Il— aalhly = Cnpasa ID,EIIZI-:M 3:
3aA4ETCA NONESOBATENEM =
———————— 0,50pk ID,DUEM 3

CERDXY

——————— 1,007k -
— S0 DL CHHSY ID,DUEN 3'

4,00 pk LI ¥ CvrzponmskpoeaTe

UseT

I- YEpHEIA j
CTHNE TEHH
NonoxeEHHe LUHPHHS LgeT
Iﬁlﬁlﬁlﬁ IDJIEEM 3: I- Cepei j

CEoMCTES
[v OftesuHHTE £0 CReANHIWM S65a0 EH

OF I OTHEHA | CNpagka | Bocc TAHOEMTE |

Pucynok 13 — JluanoroBoe okHo O6pamieHue

IIa60HBI

Co3naBasi HOBBIM (haiil, BB UMEETE€ BO3MOKHOCTH BOCHOJIB30BAaThCS KaKHWM-
100 U3 UMEIOIIMXCS WIM 3arOTOBIICHHBIX BaMHM 11a00HOB. 111a0moHbI MTpH3BaHbI
o0JIerYnTh 3a/1a4y MOJITOTOBKUA JOKYMEHTA, TO3BOJISET U3MEHUTH JIF00YIO0 3ar0TOB-
Ky, KOTOpasi MOKET OBbITh MPEJICTaBICHA HE TOJbKO B TEKCTOBOM BHJI€, HO U B Ha-
JWYWU CTICIUAIBHBIX CTUJIEH, 3aJJaHHBIX ITapaMeTpOB U O(POPMIICHUH CTPAHUILIBI.

Hcnonp3oBanre 1m1abJOHOB MO3BOJISIET AKOHOMHUTH BpeMs MpPH CO3aHUHU
CTaHJapTHBIX TOKyMeHTOB. Hanpumep, ma6ion O0pa3oBaHue MO3BOJIUT IPAMOTHO
0(pOpPMUTH KYPCOBYIO padoTy.

Cy11ecTBYIOT TOTOBBIE IA0JIOHBI, & TAKKE €CTh BO3MOXKHOCTh CO3/1aBaTh CBOU
1a0JIOHBEI.
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Jlyist co3manusi JOKYMEHTa Ha OCHOBE I1abji0Ha HEOOXOIUMO BBITIOJHUTH KO-
Manny @aiin, Cozdams Lllabnonst u 0oKymeHmsl ...

LWabnoHE 4 AOKYMEHTE - LIabnoHB! il
«h = Bl
EI JEenoEan KopnecnnH e HLKHRA
| E] Mok WabnoRel
Co3nate D OBpasoBaHHe
ACKYMERT ) npesenmaum
E] Mpoues

D MpoYHE AEN0s0HIE A0KYMEHTHI
B oHEl NPE3EHT SUHA
Coasp#HT WabnoHeE! AN CO3A3HHA HOBEX: .ﬂ.DKy’MEHTDBk

ke
e
Mok 0K YHEHTEL
iz
Ll
ARHMERBI
YNpAENEHKE . WEHEHMTE | | OTKPEITE I OTHEHA CrNpaEka
Pucynok 14 — Co3ganue mabiaoHa
Cruin

Cmunu — TOVMMEHOBaHHAsi COBOKYITHOCTh (DOPMATOB 3JIEMEHTOB TEKCTA.

dopmaTupoBaHuE JOKYMEHTa OCHOBAHO Ha HCIIOJb30BaHUU (MPUMUCHIBA-
HUU) CTUJIEH K BBIJICJICHHBIM ()parMeHTaM JIOKYMEHTa.

CrangapTHble CTHIIM IIa0JIOHA TO3BOJISIIOT OQOPMIISATH pa3HOOOpa3HBIE IO
BHEIIHEMY BUJAY U XapakTepy TeKcTbhl. Hampumep, mabnon Normal coaepxur Ta-
KHE CTWJIU, Kak: 3aconosox 1, 3aconosok 2, 3aconosox 3 v T. JA. KOTOpbIe oOecrie-
YUBalOT (POPMHUPOBAHUE 3arojIOBKOB CTPYKTYPHBIX 4YacTed JOKYMEHTa; CTUJIb
Obbiunbiil onpeaenser popmat HaOopa OOBIYHOTO TEKCTa. DTH CTaHAAPTHHIE CTHU-
JU SIBIISIFOTCSL YacThIO 1A0JI0HOB IOKYMEHTOB M HOCAT HAa3BaHUE CHMUIU WAOIOHA.
Writer pa3pemiaer U3MEHSATh CTaHAAPTHBIE CTUIIM U CO3/IaBaTh HOBBIE CHIUIU HOJIb-
306amerisi. 1Ipyu 3TOM CTWIb MOJIB30BATENS MOXKET OBITh JOCTYIHBIM JIUOO TOJIBKO
JUTSL OTZIEIIBHOTO IOKYMEHTA, JIM0O0 Ui 11abiioHa.

C nomompto komauasl @opmam, Cmuau BbI3BIBACTCS JIUATIOTOBOE OKHO
«Ctunu u popMaTHUpoBaHUE», COJIEpPIKAIIEE CHUCOK JOCTYMHBIX JJIsi UCIOIb30Ba-
HUS 11a0JOHOB JOKYMEHTOB. Ecnu JBakabl HIEIKHYTh Ha MMEHU BBIOPAaHHOIO
mabJoHa, TO €ro CTWJIM aBTOMATHYECKH CKOMHUPYIOTCS B IIA0JIOH aKTUBHOIO JI0-
KyMEHTa ¥ OyJyT NOCTYIIHBI JJIsl UCIIOJIH30BAHMUSI.

Ecnu ctunb cooTBETCTBYET TPeOOBAHUSIM MOJIL30BATENS, C TOMOIIBIO KHOII-
Kk <[lpumenums> OCYIIECTBISETCA MPUNUCHIBaHUE (OpMATOB CTUIS ab3aiy
(rpynne BblEIEHHBIX a03alleB) TOKYMEHTA, €CIIU CTUJIb SBIISIETCSA ab3ayHbiM, TU00
TpyIIE CUMBOJOB (BBIICICHHOMY (PparMeHTy TEKCTa), U3MEHsA MWPUDT U SI3BIK,
€CJIU CTUJIb CUMBOJIbHBIN.
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CTunu 1 dopMaTHPOBaHHE El

| [& & ) S & fa -
EazoBLIiA #
3aronosok T
3arono|  Co3ndtb...
Jaronol HMameHuTb...

3aronoBoK 3

JaronoBoK 4

3aronoBeoK 5

JaronoBoK O

JaronoBok 7

Jaronosok 8

3aronosok 9

JaMeTKH

OOpaTHLIA oTCTYN
CCHOBHOW TeKCT

O CHOBHOW TEKCT C OTCTYMNOM
OTCTyMkRI

MNenRad CTOOKA O OTCTWO0M

|1‘5|.EITCIP-IEITI-1'-IECI-{H w |

W

Pucynok 15 — OkHO co3manus CTUISA JOKYMEHTA

[Ipu xemaHUM MOKHO CO3JaTh COOCTBEHHBIN CTWIIb. [ 3TOrO ciemyer Ha-
BECTU YyKa3aTeb MBIIIM Ha JIFOOOH 3arojOBOK B CIUCKE U BBI3BaTh KOHTEKCTHOE
MEHIO, B HEM BbIOpaTh koMaHny Cozoams (puc. 15). [losiBUTCS quanoroBoe OKHO
Cmune abzaya (puc. 16).

Ctuae aGzaua b4
et WpHgpTa MNonoxeHne Hymepauma | Tadynauws | Bykeuua | @oH | OBpaMmieHue
Yeonosne
YnpagneHue | OTCTYMNbl W UHTEPEEAL BeipasHuBaHNE Ha cTpaxuue W pudT

Hma |Ee3bu—|,qHHb|ﬁ1 ||:| ABToOOHOBNEHHE

Cnegywuui CTs |Ee3bu—mHHblﬁ1 b |
CanAgaH c |Sar0J10ELUK 1 hd |
KaTeropus |C,Tm1u TEKCTa hd |

NMapamMeTpel

[ QK I l OTMeHa ] I Cnpaeka ] [ BoccraHoBKMTb l [ Do yMonYaHu s

Pucynok 16 — Oxno Ctuib a03ana

3necws umeercs 13 3aknagox (puc. 17).
Ynpaenenue — cnenyet 3a1aTh UMs CTUIIIO.
Omcmynvl u uHmMepsalbl — HACTPONKA MapamMeTpoB ad3alia.
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Tlonostcenue — 03BOJISIET NPUMEHUTD K TEKCTY paziuyHbie 3 PEeKThI:
— BEPXHUMN/HIWKHUN UHICKCHI,
— HampaBJI€HUE TEKCTa,
— MEXCHUMBOJIbHBIA UHTEPBAI,
— 3aJ]aTh MacIITabd OTOOpaXKEHUS TEKCTa.
Buvipasnueanue — 3a1aTh BbIpaBHUBaHUE TEKCTA (10 LIEHTPY, 1O IIIMPUHE U T. [I.)
Omcmynvl u unmepsabl —
— HaA3HAYUTh OTCTYI TEKCTa OT MOJIf,
— MEXCTPOUYHbI UHTEPBAJI,
— HHTEpBaJ 10 U mocie abd3ama (omouska),
Ha cmpanuye —
— Ha3HAYUTh PACCTAHOBKY MEPEHOCOB,
— Ppa3pbIB TEKCTA,
— 3afpeT BUCSYUX CTPOK.

3ameuaHue: sucsuas cmpoka — TepBas CTpoka ad3ara, MEpPeHECEHHOro0 Ha Clie-

AYIOIIYIO CTpaHUIy WKW IIOCICIHAA CTpPOKa 363211121, ICPCHCCCHHAsA Ha HOBYIO
CTpaHHLly.

Ulpugm — Ha3HAUUTH TUI, HAYEPTAHUE, pazMep mpudra.
Obpamnenue — 3a7aTh 0OpaMIICHUE TEKCTY.

@on — BbIOpaTh POH TEKCTA.

bykeuya — 1o6aBuTh OYKBULLY.

Tabynsayus — HA3HAYUTH TAOYISALIUIO.

Ycnosue — Ha3HAUNTD yCIIOBHS 111 CO31aBAEMOI0 CTHUJIS.

Ctrine abzaua g|

Ycnogwe
¥npasneHne OTCrynbl 1 MHTEpBaNbI BripaEHMEA@HNE Ha crpannue WpndgT

Scppextel wpndTa | MoNoMeHWe  Hymepauwa | Tabynsauma | bykewua | @on | ObBpamneHne
NonoxeH1e

) pepxHUi MHOEKE 19

@0

) HUSKHWI MHAeKT

100845

BpaweHue [ macwTabupoBaHwe
(*) 0 rpagycos (90 rpagycoe ) 270 rpagycos
Macwrab no wwpuHe 100% | &
MeXCHMBONBHLIA WHTepBan

OBbIYHbI w 0,0nT NapHeIli KEPHHUHD

Arial

l OK ] ’ OTMeHa I [ Cnpaexa ] [ BoccraHoEWTL ] { Mo yMonuaHKMK

Pucynok 17 — Oxno Ctuib a03ana
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TexkcToBbIE KOJIOHKH

Open Office.org Writer no3BosisieT opOpMUTHh JOKYMEHT B Ta3€THOM CTHUJIE
— pa3ouB Ha KoJIOHKU. [0 ymMoI4aHUIO TEKCT pacrojaraercsi B OJJHON KOJOHKE.
CylecTByeT BO3MOXKHOCTh pa30UTh TEKCT HA HECKOJILKO KOJIOHOK. Writer aBTo-
MAaTUYECKH Pa3pbIBA€T TEKCT B KOHIIE CTPAHUIbI U MEPEHOCUT €0 MPOJOJIKEHHE
B HA4aJo cieAyromie koaoHku. [Ipu kenaHuu MOKHO BCTaBUTh MPUHYAUTEIbHBIN
pa3pbIB KOJIOHKH, YTOOBI TOOUTHCA ompeaeiaeHHoro 3¢ dexra, HanpuMep, momec-
TUTh 3arojIOBOK B Hadayie KOJIOHKHU. [loMUMO yuncia KOJOHOK, MOXXHO M3MEHSTh
UX IIUPUHY, a TAKXKE 3a7aBaTh KOJOHKHU pa3HOU TUPHUHBIL.

Ha skxpane KoJIOHKH OTOOpa)karoTcsi B peKUME pa3METKU CTpaHuIllbl. YTo-
OBl OTKPBITH TUATIOTOBOE OKHO KOJIOHOK CIIETyEeT BBIMOJHUTh KOMaHIbl MeHIO Dop-
mam—Cmonbuywi.

M3meHeHne Ync/ia KOJIOHOK B JOKyMeHTe

Yucno u popmat KOJOHOK B JOKYMEHTE MOTYT OBITh pa3HbiMU. Tak, Ha-
MpUMEP, MOKHO OT(POPMATUPOBATH HAYAJIO IOKYMEHTA KaK OJHY KOJOHKY, OTIEH-
TPUPOBATh 3arojOBOK MO IIMPHUHE CTPAHUIBI, a 3aTeM pa30UTh OCTaJIbHOMU
TEKCT JOKYMEHTA Ha JBE KOJIOHKH.

CymiecTByeT BO3MOXKHOCTD 3a/1aBaTh (hopMaT KOJOHOK JIJIsi BCETO JOKYMEH-
Ta, pasjiesia JOKYMEHTAa U BBIJIEIEHHOTO ()parMeHTa.

UTo0ObI co3aaTh pa3aesl B JOKYMEHTE, CIEAYeT BCTABUTH MEPE] HUM pa3-
PBIB pasziena, BOCIOJIb30BABIIMCH KOMAHIOM MEHIO Bcmaexka— Paspwig. Pa3pbiB
pasznena oToOpa)kaeTcsl Ha dKpaHe JBOMHON TOUYEYHOM JIMHUEH M HE BBIBOJIHUTCS
MpU MeYaTu TOKYMEHTA.

X

YCTaHOEKH

OTHEHS

CTonBLE |

=

Cnpaeka

LLMpHHA M MHTEpEAN

Cronbely ;I 1
WkpHHE I :I | j I j
MHTERESN I j I j

¥ aeTonoatop

[MpHMERHTE K

I
8]
=

ICTHnH:l ETpEIHHLI,Ij

PazaenMTENEHEA NHHKMA

MiHiA IHET j
BricoTa f100% =
Mono#EHHE IBBEDXF j

Pucynok 18 — OxHO 17151 paOOTBI ¢ KOJJOHKaMU TEKCTa
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N3meHeHMe MIUPHUHBI KOJOHOK M PACCTOSTHUS MKy HUMHU

[Ipu co3aHuu KOJTOHOK MX IIMPUHA U PACCTOSIHUE MEXKAY HUMH OIpee-
JAIOTCS aBTOMATUYECKH, UCXOJISI U3 YMCJIa KOJIOHOK U CYIIECTBYIOIIMX YCTaHO-
BOK. MOXHO U3MEHUTh MapaMeTphbl KOJIOHOK, BOCHOJIb30BABIIMCH KOMAaHIOU
Bcmasxa — Pazoen — Cmonbuywi.

Pa3pbIB KOTOHKH

1. Pa3phiB KOJIOHKKM HEOOXOAUM, YTOOBI 00ECIEYNUTh pa3MEIIEHUE B OJTHOM
KOJIOHKE 3arojI0BKa U OTHOCSILErocsi K HEMY TEKCTa.

2. Heo6xo1uMO OPOKPYTUTHh TEKCT O KOHIIA MEPBOM CTPAHUIBI U IIEIK-
HYTb NIE€pE]] 3ar0J0BKOM IOCIIEIHUM Ha CTPAaHUILIE.

3. B meHw Bcmagka menkHyTh Ha Komanae Paspuis. [logBurcs nuaioro-
BO€ OKHO Paspuis.

4. HeoOxomuMo BbBIAEIUTH mapaMerp Paspvie cmonbya W IEIKHYTh Ha
kHonke OK.

BcraBka paspbiBa cTpaHuiy

1. B meHto Bcmaska BbIOpaTh KOMaHAy Pa3pwie. [10ABUTCS OAHOMMEHHOE
JAAJIOTOBOE OKHO.

2. B nuanoroBoMm okHe Pa3pwié nomxkeH ObITh BHIJCICH BapuaHT Pa3zpuis
cmpanuybl. [locne menuka mo kHonke OK B MO3MLMIO, ONPENEIEHHYIO MTOJIOXKE-
HHUEM Kypcopa, OyJeT BCTaBJIEH MNPUHYAUTEIbHBIN pa3pblB CTPAHUIIbI, U TEKCT,
KOTOPBIN CIEAYET 32 HUM, IEPEMECTUTCS Ha CIEAYIOLLYIO CTPaHULLY.

3. JIns u3MeHeHus OpUEeHTAlMH JUCTa, OCJE pa3pbiBa cleayeT B 00JacTH
nuanoroBoro okHa Ctwib BeIOpaTh NYHKT ANbOOMHBIN: Cmunb— AnvOoMmHbli.
B pe3ynbrare B mpenenax OJHOIO JOKYMEHTA, UMEIOIIETO OPUEHTALMIO JUCTOB
Knuuoicnas, mosBUTCS JIUCT, UMEIOIIUNM OPUEHTAIIUIO — A1bOOMHAA.

Opranuszanusi CHOCKH
YToOBI OPraHu30BaTh CHOCKY HYXKHO:
[lepemecTUTh Kypcop B TO MECTO, 1€ AOJDKHA HAXOIUTHCS CHOCKA.
Boi6pate Becmasxka— Chocka.
3. BobIOpaTh MoJIOKEHNE CHOCKH B JOKYMEHTE (Ha TEKYILIEH CTpaHULE WM B KOH-
1€ TOKYMEHTA).
4. Haxatp kHonky OK.
B nosiBuBIIEMCS T10J1€ CHOCKUA HA0OpaTh TEKCT CHOCKH.
6. IlepexnrounThCSA MBIIIKOM B IOJIE€ JOKYMEHTA.
CHOCKHM HyMEpYIOTCSI aBTOMAaTU4ECKU. YTOOBI UBMEHUTDH CTHJIb OPOPMIICHUS

N —

hd

CHOCKHU BbIOEpUTE MEeHIO Bcmaska, CHocka, 3HAYOK
bykBuua
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LT x|

OTCTYNE H HHTEPEANL | BripasHHBaHWE I MonNOXEHHE HA CTPAHHLE I HyMepaura TEIGW'IHLLHHI
BYKBHU,Q CBpaHNEHHE hiaH

HacTporkH

[ NoBzenTe BykEHLY A

[ Lenos cnoeo
KONMUYECTED CHMBONOE: 1 -

BRICOTE B CTROKE:

i

PACCTOAHKE A0 TEECTA 0,00cm -

CoAen#HMOE

Tekct |

CTHME CHMBONS I[HET] j

| (8], I DITMEHS | Cnpaeka | BoccTaHoENTE |

Pucynok 19 — /lnanoroBoe oKHO co3aHusl OyKBHIIbI

byxeuya nenaer nepyro OykBy ab3ana OOJbIION 3arjaaBHON OyKBOM, BBICO-
TOI B HECKOJBKO CTpOK. TakuMm ke 00pa3oM MOXKHO OT(HOpMaTUPOBATH MEPBOE
CJIOBO B a03arie.
Cozpanue OyKBHLBI
Otkporite Bknaaky ®@opmar—Ao3an—byKBULbI
B nosiBUBIIEMCS TMAJIOTOBOM OKHE:
— Hacmpouxu OyKBHIIbI MOKHO BBIOPATh OYKBY MJIM CJIOBO,
—  KOAUYecmeo CUM80J068 — HA3HAYaeTCsl KOJIMYECTBO CUMBOJIOB,
—  8blCOmMA 8 CMpPOKAX — BbICOTA OYKBUILBI,
— paccmosnue 00 mekcma — Ha3Ha4aeTcsl OTCTYH TEKCTa OT OyKBHIIBI,
—  cooepacumoe — TMO3BOJIAET 3alUChIBATH JIFOObIE CUMBOJIBL,
—  CMmuib CUME0Ja — NO3BOJISIET HA3HAYUTh CTUJIb CHMBOJIOB.
IIpakTnyeckoe 3a1anue
1. Co3pgaiiTe HOBBII JOKYMEHT, BBIIIOJIHUB KoMaHay Paiin, Cozoamo.
2. Halepurte TeKCT, MpeAOCTaBICHHBIN IPENo aBaTEIeM.
3. Bemonnute komanael MeH0 @opmam— Cumeon. B 1nanoroBoM OKHE
«lllpugpm» ycTaHOBUTE MAPAMETPHI:
— Illpugpm: Times New Roman Cyr.
— Hauepmanue: ctannapr.
— Keanw: 14 nt.
4. 3aroyloBOK Ha3HAYbTE€ CHMHUM LIBETOM, 3arJIaBHBIMH OYKBaMH, pa3MepoM
16, mog4epKHyTHIM, OTY>KUPHBIN, IIBET (hOHA — TOTYOOH.
B nuanoroBom okHe «D¢pgexmut wpughmar» yCTaHOBUTE MapaAMETPhI:
— [Iloouepkusanue: ;XUpHOE.
— Ilsem: cunHuil.
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— Ogpghexmul: IPONUCHBIE.

B nuanorosom okHe «llonosicenue» yCTAaHOBUTE TapaMETPHIL:
—  Medwccumsonvrblii unmepsan: pa3pssKeHHBIN.

B nuanoroBom okHe «@ou»: BbIOEpeTe roy0yIo 3a11BKY.

5. Ha ocHoBaHuu BBIOpaHHBIX TapamMeTpoB (QOpMATHUPOBAHUS 3arojiOBKa
Ha3HAYbTE CBOU CTUJIb.

6. OtpabortaiiTe pa3nu4Hble BapHaHThl (opMaTUPOBAHUS a03alleB TEKCTA.

7. V3meHuTe BBEICHHBIN TEKCT: MIPUQT, pa3Mep, HaUepTaHue, IIBET.

8. Bbigenure B JOKYMEHTE KaXbli 3ar0JIOBOK U NMPUMEHHUTE K HEMY CO3-
JTAHHBIN CTUJIb.

9. CoxpaHute TOKYMEHT B nanke Mou 0okymenmul.

10. 3aKpoiTe TOKYMEHT.

11. Co3pnaiite mabnon Oopazosanue— Kypcosas paboma 1o npeanaracMoun
dhopme. Daiin ¢ 3TUM M1a0JIOHOM 3aMOJIHUTE B COOTBETCTBUHU C OOPaA3IIOM.

12. Coznaiite mabnon QOobpazosanue— Yuebnviii nian N0 TpeAgaracMou
dbopme. Daiin ¢ ITUM IA0JIOHOM 3aMOJIHUTE TPOU3BOJIBLHBIM 00pa3oM.

13. JIns BBIMOJIHEHUS 3TOTO 3aJaHUsl HEOOXOIUMO HMETh 1—2 CTpaHUIIBI
TEKCTa, COJIePKaIler0 HECKOJIbKO 3aroJI0BKOB.

14. Pa30eiiTe UMEIOIIMIICS TEKCT HA HECKOJIBKO KOJIOHOK:
—  Texkct nepBoro a63ara Ha 2 KOJIOHKH.
—  TekcT BTOpOro ad3ama JI0JIKEeH OCTaThCs B OJJHY KOJIOHKY.
—  TexkcTt TpeThero ab3ara pa3ouTh Ha 3 KOJTOHKH.

3aroJ0BKH JAOJKHBI HAXOJIUTHCS BHE KOJIOHOK.

15. Co3naiiTe CHOCKY BHU3Y CTPAaHUIIBI K JTF00OMY CJIOBY M3 Balllero TEKCTA.

16. Co3gaiiTe Tpu CTOJOMKA CIHCKOB Ha JItOOYI0 TeMY HpHUMEHsst TaOyJs-
uuro. Harmpumep:

[TonsTus: Jlornueckune TpUTOHOMETPUYECKUE
BekTop byHKIMU: byHKIMU:

[Tpsamas Ecnu COS

[Timockocte Hctnna SIN

OTtpe3ok JIOXb TAG

17. Co3naiiTe B JOKYMEHTE BEPXHUW KOJOHTHUTYJI, B HEM YKA)KUTE TEKYIIYIO
JIaTy U BpEeMS.
18. B m000M MecTe T0KyMEHTa CO3/laiiTe OyKBUILY:
[lepByto OykBYy nepBoro ciioBa ad3ara.
BricoTa 4 cTpoku.
Paccrosiune no texcra — 0.
BriGepere paznuuHbie BAPUAHTHI CTHJIST OYKBHUIIHI.

e o

KonTposibHbIE BONIPOCHI
1. Kakwue ObIBaIOT peKUMBI MPOCMOTPA JOKYMEHTa U YTO TaKoe macuitad
npocmoTtpa’?
2. Kak npoucxoaut npoBepKa MpaBOMUCAHUSA?
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3. Kak uzmenuts Gpopmat (mpudT, pazmep) CUMBOJIOB?

4. Yro Takoe ab3an?

5. Urto Takoe BeIpaBHMBaHHE a03alia, Kak €ro N3MEHUTH?

6. Kak u3MEHUTh PacCTOSIHUE MEXKITY CTPOKAMu?

7. Kak ycTaHOBUTH TpaHUIIbI U 3ATMBKY TEKCTa, ad3a1a, CTpaHuIlbl?
8. Kak u s kakoi 1ieiau npou3BoauTcs popMaTupoBaHue JOKyMEHTa?
9. Kakue napametps! uipudtoB Bam uzBectHbi?

10. Kakue napameTrpsl oOpamieHust Bam u3BecTHbI?

11. Pacckakutre oCHOBHBIEC cIOCOOBI (popMaTUpOBaHUs ab3ara.

12. Yto Takoe mabioH JOKyMeHTa?

13. B yem npenMymecTBO UCIOIb30BaHMs Ia0JI0HOB?

14. Yto Takoe CTHIb, CIIOCOOBI 3aaHUs CTHIIS?

15. lna yero npenna3znaueHa cHocka? Kak ee co3gaBars?

16. Yto Takoe KOHIIEBAsI CHOCKA?

17. Kak u 17151 4ero ucnosib3yeTcs: pa3pbiB?

18. Yro Takoe OykBuna? Kak ee co3gats? KakoBsl ee mapameTpbl?
19. Yro Takoe Tabymnsinus? Kak ee nucnonab30BaTh?

JIABOPATOPHAS PABOTA Ne 3
Tema: Ilapamerpsl crpanuubl. Hymepauus crpanun. KosioHTuTy abl.
Hcnosb3oBanue cnuckoB U Tadauu. Ileyars 10KymMeHTa

Llenv pabomoel: HAYUUTHCS HACTpauBaTh MapaMeTPhbl CTPAHUIIbI, BCTABIATH
HOMEpA CTpaHUI] JOKYMEHTA, CO3/1aBaTh KOJOHTUTYJIbI. HayuuTbhcs co3maBaTh
CrUCKU U Tabnuipl. OCBOUTH NEeYaTh JOKYMEHTA.

3aoanue:

1. H3yuuts Bce Briaaku auanoroBoro okHa Crpanuna: Komonku, CHoCKa,
VYupasnenue, Ctpanuna, ®on, Bepxuuii/Huxuuii konontutyn, OopamieHue.

2. HayuuTbcs co31aBaTh KOJOHTUTYJIBI.

3. IlponymepoBaTh CTpaHHUIIbI JOKYMEHTA.

4. Co3naTh MHOTOYPOBHEBBIH HYMEPOBAHHBIN CIMHCOK (KaK OMHCAHO B 3a-
TTAHWH).

5. TlocTpouts Tabnuily, IPUBEACHHYIO B MPUI0XKEHUU 1.

6. Ilo3HaKOMHTBCA C BO3MOXHOCTSIMU BbIBOJA JIOKYMEHTA HA I€4YaTh; yC-
TaHOBKH €JIMHUI] U3MEPEHUsI; TpeoOpa3oBaHus TaOIUIIBI B TEKCT.

OCHOBHbBIE nOHAMUA W onpeoesieHus:. KOJIIOHKH, CHOCKa, CTpaHula, (oH,
BEPXHUU/HIKHUN KOJOHTUTYJI, OOpaMieHre, HyMepalys CTPaHHII.

Teopernyeckue cBeeHUSA

IIapameTpsbl cTpaHUIBI

Jlnst yctanoBkM napaMmetpoB ctpanulibl B Open Office.org Writer ucnonnsy-
erca koManaa @opmam— Cmpanuya, KOTOpask BbI3bIBAET JUATIOTOBOE OKHO Cmuib
cmpanuyst (Pucynok 20).

28



JIst ycTaHOBIIEHHUSI TOJIEH CTpaHUIIBl UCIIONB3YyeTcsl BKIaaka Cmpanuya, B
OKHaX KOTOPOTO MO>XHO YCTaHOBUTH:

— (CBepxy — BepXHee M0JIE CTPAHUILBI;

— CHUBY — HUXKHEE T0JIe CTPAHUIIBI;

— CrneBa — JIeBOE IOJIE CTPAHHUIIBI;

— CnopaBa — MnpaBoe MoJie CTPAHUIIBI.

B pamke Obpa3zey noka3zaH BHEUIHUN BUJ CTPaHUIIbI C BHIOpAaHHBIMU Mapa-
MeTpamu. Eciii cTpaHuia J0KHa UMETh 3epKajibHbIE MO, HE0OX0auMO B Pa3z-
MemKke cmpanuysl BIOpaTh 3epkaibHble 1ons. B pe3ynbrare Bmecto mojei [Ipa-
Boe u JIeBoe nosiBsitcs monst Buytpu u CHapyxu.

B none @opmam 6ymacu MOXHO BBIOpaTh pa3Mep CTPAHUILI JOKYMEHTA.
B none Iluprna u BeicoTa MOKHO BBECTH COOTBETCTBYIOLIME 3HAYEHUS LIUPUHBI
Y BBICOTBHL.

VY CcTaHOBUTH MO CTPAHUIBEI MOKHO TaKKE C TTOMOIIbIO KOOPJIMHATHBIX JIU-
HeekK B pexxume Jlunetika. B 3ToM pexuMe Ha SKpaHe MPUCYTCTBYIOT U BEPTUKAIb-
Has, U TOPU30OHTaJbHAs KOOpAWHATHBIE JHHEWKU. Ha KOOpIMHATHBIX JIMHEHKaxX
MOJIsl CTpaHUIIbl 0003HAYEHBI CEpPhIM 1BETOM. HeoOX0IMMO yCTaHOBUTH yKa3aTelb
MBIIIU Ha TPaHUIly CEporo u 0enoro ydactka (OH OyJeT UMETh BUJ «>) U NEPETs-
HYTh €€ B HY’)KHOE MECTO.

B none Opuenmayusa BeiOupaetcst opueHtanus crpanuiibl. [lepekiatouarens
KHIDKHAs! 03HauaeT BEPTUKAJIbHYIO OPUEHTAIUI0, AlIbOOMHAsI — FOPU30HTAIBHYIO.

[IpuBoKa — BBIpAaBHUBAHUE TEKCTa B BELIOPAHHOM CTHUJIE CTPAHUIIBI IO BEP-
TUKAJIBHOUN CETKE CTPAHMUIIBIL.

Ctuiib CCBUIKU — ClIeAYyeT BhIOpaTh CTHIbL a03ala, KOTOPbId OyJEeT MCMOJb-
30BaThCs KaK CChUIKA JUIsl BHIPABHUBAHUS TEKCTa B BHIOPAHHOM CTUJIE CTPAHUIIBI.
Bricota mipudTa, ykazaHHas B CTUJIE CCBUIKH, OMpPENENseT UHTEPBAI JJIsl BEpTHU-
KaJIbHOM CETKH CTPAHUIIBI.

Crvap cTpanHupl: OGmyHDIH ?

Cronfug CHocka

¥npasneqne | CTpaHWUa | don BEpxHMA KONOHTTYA Hita 4 K ONoHTITY N QhpaMneHne

DopMaT GyMari

LUMpHHa 21,00cH =

EblraTa 29,70em ES

OpreHTaunA (8 EHHaA
(O Anebonkan MoAsus ByHark [z Hac Tpoek: npuHTEpa] A

MNona HacTpoMAkH pazMETEH

i

CNeEa 2,00cH PazMeTa CTRaHMUE!  |Cnpasa v Cnesa bt

Cnpaea 2,00cH TopmaT 1,2,3 ... ~*

LEANET]

CEepiy 2,00cM (I Moreoaka

iF

CHEEy 2,00cm

I Ok l [ OTHEHS ] [ Crpagks } [ BoCCTSHOEHTE ]

Pucynok 20 — Hactpoiika napametpoB ctpanui] B OpenOffice. org Writer
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Hacrpoiika exMHULl U3MepPeHUs

1. 3amycTuTh IporpaMmmy.

2. B wmenw Cepsuc—Ilapamempoi— OpenOffice.org
Writer— Obwue— Hacmpotiku— Eounuysl usmepenus cnenyet BoiOpath Touka.

3. Torna, Hanpumep, MPU YCTAHOBKE MEKCTPOUYHOr0 UHTEpBaja, Oy1yT UC-
MOJIb30BaThCA enuHuLbl u3Mepenus [1T.

[lapameTpni - OpenOffice.org Writer - Ompe

ua)
L
R |
=l

Cpendffice. org
JarpyaKka/conpateHHe
HacTpokkm Aaseika CBHOBNATE: CCBINKH MPK 38rPysKe AETOMATHYECKH

OBHIEAEHHE

Opendffice, org Writer ) feerna Mong
Bua (%) Mo TpefosaHHo drarpariiel

JHaKH leIDMEITHDOBaHHH
CaTka ) Hropaa
CicH, WpHpTE (3anagHeE)
Medate
Tafinvua E IMHKLa HEMEPEHHRA ToHka v
l13MEHEHHA
COEMECTHHOCTE War Tabynauy A 3540t E
ABTO3aroN0s0K
Pacceinka nHceM

OpenOffice,org Writerweh

Baza aanHen: Opendffice, org

Anarpaiti)

HTEpHET

Hae Tpafiki

FE EHE

[ (b .‘ [ OTmeErE l I Crpaera ] [ Hazan

Pucynok 21 — Hactpolika e1uHUL U3MEPEHUS

Hymepauus cTpaHuin

3ameuanmue! [Ipexae uem BbiOpath KoMauny Bemaska—Ilonsi— Homep cmpanu-
Ybl CIEYET Kypcop YCTAHOBUTHh B COOTBETCTBYIOIIEM (HUKHEM/BEPXHEM ) KOJIOH-
TUTYJIE.

B OpenOffice.org Writer nponymepogams cmpanuybl MOXCHO 8 MpU ulaca:

I. Ecnu HOMEpa CTpaHUIl JOTKHBI OBITh CBEPXY CTPAHUIBI HEOOXOIUMO
BKJIFOUUTh BEPXHUU KOJOHTUTYJ KOMaHAOU Popmam— Cmpanuya— Bepxnuii xo-
JIOHMUMYJ, €CIN € BHU3Y CTPAHMIIbI, TO HY>KHO BKIIOUUTHh HWKHUN KOJTOHTUTYII
KoMmaHaou @opmam— Cmpanuya— Hudwcnuti Koronmumyi.

2. YCTaHOBUTB KypCOp B COOTBETCTBYIOIINI KOJIOHTHUTYII.

3. BcraButh HOMEpP CTpaHULBI KOMaHAON Becmaska—Ilona— Homep cmpa-
Huywl. Ecnu HaxaTh KHONKY J[OMOMHUTEIBHO, TO MOKHO BbIOpaTh @oH u O6pam-
JIEHUE.

4. BbIpOBHSATH HOMEP CTPAHUIILI IO JIEBOMY Kparo, M0 MPaBOMYy Kparo WIN
IO IIEHTPY C MOMOIIbI0 KHOMOK MaHEeIN HHCTPYMEHTOB.

=|= =

Pucynok 22 — Knonku BeipaBHuBanus B OpenOffice.org Writer
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Kaxk yOpaTh HOMep CTpaHHUIbI C IEPBOIO0 JIUCTA JOKYMEHTA

Teneps yOpaTh HOMEp € MEPBOU CTPAHUIIBI:

1. ®opmat — Ctunu (wim F11)

2. B okomke «Ctwiu u QopmarupoBaHue» ueTBEépras kHomka «CTuau
CTpPaHULIbD»

3. «llepBas cTpanuia» IBOMHOMN KIIHK.

€ & O E|EE & -

HT ML
ANbBOMHBIA
KoHeepT

Ko HUeBdH CHOCKA
TeranA cTpaHuUa
COBIYHBIA
Mepeasn CTpaHWUa
CHOCKA
YKazaTenb

Pucynok 23 — JluanoroBoe okHo CTuiid 1 popMaTUpoOBaHUE

KosonTuTya 10KyMeHTA

Kononmumynom Ha3pIBa€TCsl TEKCT, KOTOPBIN MeYaTaeTCsl BHU3Y WU BBEPXY
KaXJIOM CTpaHUIIbl JOKYMEHTa. B KOJOHTUTYN MOXHO BBIBECTU Ha3BaHHUE JIOKY-
MEHTa, Ha3BaHue (GUpMbl, UMsI 1 aMUIIMIO aBTOPA U Tp.

B OpenOffice.org Writer MOXHO omoenbHO 6cmasaams GepXHULl U HUNCHUU KO-
JIOHMUMY bl

Bepxnuii kononmumyn:
Jliist no0GaBieHUsT BEPXHETO KOJIOHTUTYJIA HEOOXOIUMO BBITIOJIHUTH KOMaHIy

@opmam— Cmpanuya— Bepxuuii kononmumyn (Pucynok 24).

Ecnmu HyXHO pacmpoCTpaHUTh BEPXHUU KOJOHTHUTYJ Ha TOJISI CTPAHUIIHI,

CJIeTyeT BCTABUTh B HETO PaMKY.

Bepxnuii kononmumyn — HYy>)XHO 3aJaTh CBOMCTBAa BEPXHETO KOJOHTHUTYJIA.

B, BepXHMIA KOJTOHTUTYN — HO0ABIEHHWE BEPXHETO KOJOHTUTYJIA K TEKYIIEMY

CTHITIO CTPAHUIIBI.

— Oounakosoe cooepaicumoe cieda/cnpasa - 100aBIEHUE HIXKHETO KOJIOHTUTYIA K
YETHBIM U HEYETHBIM CTPAHUIAM. DTOT MapaMmeTp JOCTYIEH TOJIBKO JISl CTHIIS
crpaHulsl 11o ymonganuro.

— Jleéoe none — Hy>KHO BBECTH PACCTOSIHUE MEXY JIEBBIM KpPaeM CTPAaHUIIbI U Jie-
BBIM KpaeM BEPXHETO KOJIOHTHUTYIIA.

— Ilpasoe nonie — Hy’)KHO BBECTH PACCTOSHUE MEXIY MPaBbIM KpaeM CTPAHHIIBI U
MPaBBIM KPaeM BEPXHETO KOJOHTHUTYJIA.

— Unmepsan — cienyet 3ajaTb UHTEPBAT MEXIAY BEPXHHUM KpaeM TEKCTa JIOKY-
MEHTa ¥ HIKHUM KpaeM BEPXHETO KOJOHTHUTYJIA.

— Ucnonvzosams Oounamuveckue ummepsanvl — mepeornpenenser napametp WH-
TEpBaJIBl ¥ TIO3BOJISIET PACIIMPUTH TEKCT BEPXHETO KOJOHTUTYJIA B 00JaCTh Me-
KTy BEpPXHUM KOJIOHTUTYJIOM M TEKCTOM JIOKYMEHTA.
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— Bvicoma — Hy)XHO 3a1aTh TpeOyeMYIO BBICOTY JIJIsSi BEpXHET0 KOJIOHTUTYJIA.

— Aemonodbop 6vlcombl — BBICOTA BEPXHETO KOJIOHTUTYJA NMOAOHpAETCS] aBTOMa-
TUYECKHU B COOTBETCTBUU C BBOJUMBIM COJEPKUMBIM.

— Ilone npedsapumenvroco npocmompa - OTOOPaKAET TEKYIIEE BBIACICHHUE s

MpeABaAPUTEIBLHOIO MPOCMOTpA.

— JlonmoMHUTENRHO — OMpeNesieHre TpaHullbl, 11BeTa GoHa wiaM y3opa ¢doHa s

BEPXHETO KOJIOHTUTYA.
Huoicnuii kononmumyan:

Te ke cambie nmapaMeTpbl MOKHO 3a/1aTh U JIJIA HUKHETO KOJIOHTHUTYJIA.

CrHan cTpadHup: O6pIvHBIH

Cronbutl

¥npaeneqwme CTpaHMuLa | daH

BepxHHA KONOHTHTYA
BN, BepzHHE KONOHTHTY N

QAMHAKOB0E COASPXMMOE CEEQ/CNpaBa

MNeEoe none

Opagoe none

WHTEDEAN

(] MENoNb30BaTE AHHEMHHECKHE HHTEPBANG!

BricoTa

ABTONOAROR BLICOTE!

AOnOAHHTENEHD. .

BEpHHWA KONOHTATY N

0, 00cm

0,00cm

0,50cmM

0,50cmM

LIRS

L1

L1

X

OfpamMneHme

CHOCKE
HHHMA KOAOHTHTYN

[ oK |

OTHEHS

I [ Chpaska ] [ BOCe TAHOBHTE }

Pucynok 24 — 3aknaaka Bepxuuit kononturyn B OpenOffice.org Writer

Hcnosb30BaHue CIIHCKOB

B TeKcTOBBIX TOKYMEHTAX MEPEUUCICHUS PA3IMYHOTO TUMa 0GOPMIISIIOTCS B
BUJIE chuckog. Pa3nuyaroT clienyroumue THIbl COUCKOB: Mapkupoganunviu, Hyme-
posannsiii, MHocoyposnessiii. Criucok (opMaTUpyeTcsi Kak A0 BBOJA 3JIEMEHTOB,
TaK W JIJis YK€ HaOpaHHBIX B BUJE OTACIBbHBIX ab3aieB 31emMeHToB. CyliecTByeT
HECKOJIbKO Pa3JIMYHBIX CIIOCO00B (hOpMAaTHUPOBAHUSI CITUCKOB:
— ¢ HoMollbio KoMaHibl @opmam— Maprepol u nymepayus (Pucynok 25);
— C IOMOUIbI0 KOMaHabl Koumekcmnozo menio— Cnucox;
— C NOMONIBIO KHOMOK MaHemu Popmamuposanue: <Hymepoeanuwviu cnucox™> u
<Mapxupoeannwviti cnucox™>. IIpu memyke no 3TUM KHOIKaM aBTOMAaTHYECKH IMO-
ABIIAETCS MAHENb Mapkepbl u Hymepayus, O3BOJISIONIAS YIIPABIISATH CITUCKOM.

MapKepbl W HYMepaLMA

X

EE D a4 (E 43 %% 5E

Pucynok 25 — [lanens Mapkepsl u Hymepanus
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Komanna @opmam—Mapkepvr u nymepayus, BBIBOAUT IUAJIOTOBOE OKHO
«Mapkepsl U Hymepanusi» Jjis BbIOOpa BKJIAJIKH, COOTBETCTBYIONICH TUMY CIUCKA,
JUIsL anbHeWIe HacTpouiku: MapkupoBauHblii — Mapkepwl, Hzobpasicenus, Hy-
MEpOBaHHbIN — Tun nymepayuu, MHOrOypoBHEBBIN — Cmpykmypa.

MHOrOypOBHEBBII CIIMCOK CO3[Aa€TCS C UCIOJIb30BAHUEM KHOMOK «Yeenu-
yums omcemyn»y U «Ymenovwiumos omcmyny, pacloI0KECHHbIX HA MAHEIU UHCTPY-
MEHTOB Dopmamuposarue.

VY 1anuTh CMCOK MOXXHO HECKOJIBKUMU CIIOCOOaMU:

1. CrangapTHbIi cioco0 yaanaeHus CIHUCKa:
— BBIJICIIUTH JIEMEHTHI, JJII KOTOPBIX OCYIIECTBISIETCS yaajieHue (GpopMaron

CIIMCKA;

— BBINOJHUTH KOMaHay Popmam— Mapxepwvt u Hymepayus, KHonka <Yoa-

AUMb>.

2. VYpjaneHue CIUCKA C TOMONIBIO KHOMOK NaHenu GopMaTupoBaHus:
— BBIJCIIUTH JIEMEHTHI, JJII KOTOPBIX OCYIIECTBISIETCS yaajieHue (GpopMaron

CIIMCKA;

— oTkaTh KHONKY <CHUCOK> ONpPEAEICHHOr0 TUIla Ha NaHenu Popmamupo-
saHue.

Jlins ipekpaienust GOpMUPOBAHUS CIIUCKA TAKXKEe MOXKHO, HAXOJSICh Ha IyC-
TOW CTPOKE CIIUCKA, HAXKaTh Ki1aBuiny <Enter>.

MapKepbl M HYMEpPaLMA |

Mapkepel I THN HyHMED LMK ETprnrvpal MzobpaneHHs I Mo noseHKE I HacTporkH I

EriGop

l. A, 1 -~
A, . 1.1 -2
i a. 1.1.1 *
) . 1.1.1.1 .

. . 1.1.1.1.1 .

QL I ¥aanHTe | DTMEHS I Crnpaeta | BOCCTaHOBHTE |

Pucynok 26 — Jluanorosoe okHO Mapkepbl U HyMepauus

Ta0auubl

Hoxymentsl Open Office.org Writer yacto coaepkatr gaHHble, 0(hOpPMIIEH-
HbI€ B BUJI€ mabnauysl. Tablvla COCTOUT U3 cmoabyos U cmpokK, Ha NIepeceyeHun
KOTOPBIX HaxoAsaTcs sueliku. B siuelikax tabiuil pazmenaercss nHGopManus mnpo-
M3BOJILHOTO THUIIA: TEKCT, YUCIa, rpaduka, pucyHku, pOpMyJIbl U Mp.
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Crnoco0bI co31aHus Ta0JHI

1. HoByro Tabmuily MOKHO CO37aTh C MOMOIIbI0 KOMaHAbl TJIABHOT'O MEHIO
Tabauya— Bemasume— Tabnuya, KOTOpas BBI3BIBAET JIUATIOTOBOE OKHO ISl yKa-
3aHUSI Pa3MEPHOCTU TaOJMIIBI — YKcha CTPOK u cTondbuoB. [locne ykazanus pas-
MEpPHOCTH CO3/1aBaeMOM TaOJIHIIbI MOKHO OCYIIECTBUTH €€ aBTOGHOpMAaTUPOBAHUE —
KHOTIKa Asmoghopmam.

IEELGETEN CepEMc OkHO  CNpaEka
BrTaEHTE 3 El Tabnmua... Cerl+F12

Tabnuua
El-ilF-Fa-[d-E-| MM -
CE R EE EE EEH v X

x|

HazEaHHe lTaEnHual O I
Pazmep Tabnuuybl CrrMena |

Cronfus z -

I ORI |

MNapameTpsl
[ Saronoeot

[T DoeTopATte zaronoEok

MzpeLie |1 3: CTpOkH

[" He pazBreaTte Tafnmuy

v ofipaMnene

AETODOPMAT. .. |

Pucynok 27 — JluanoroBoe okHO BcTaBka Tabnuiibt

2. C nomoipto KHONKH Tabauya TaHENW WHCTPYMEHTOB OMpPEAeIsieTCs
KOH(Urypanus HOBOM TaOJMIIbI: IPU HAXKATOW JIEBOM KHOIKE MBIIIH 3aKpalinBa-
eTcsi TpedyeMoe YUCIIO CTOJIOOB U CTPOK TAOJIHUIIBI.

3. O0pabarbiBaTh TAOIUIY MOKHO C TOMOIILI0 CTaHIapTHOM MaHeNu UHCT-
pyMeHTOB Tabauybl.

e

» [F | BCTAEMTE CTpOKY
v | 7| BcraeuTe cTondew Cw [F Crene mnn
v =R ¥aanuTE cTpOKY w [ LIBET neHAA panicm

vy ¥AANHTE CTonDew y R

BelaennTe TabnMuy - |E| Leet doxa
[i] BEIASNHTE CToRGEL

w OB beaHHHTE AYefcH
E BEIASAHTE CTROKY b
' D PazBHTE AYekkH
v AETOhOpMaT k] aetencatop

W -:!"j CEOACTEA TabnHubl =
W Mo Bepiy

v &y COPTHPOESTE v =i  LeHTpHpoBATE (No BepTHRANH)
W & Lynma W =l Mo bWy

Pucynok 28 — Onrcanue KHONOK NaHeIn HHCTPYMEHTOB Tabauya
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N3meHeHne CTPYKTYPBI TA0IHIBI

1. BoigesieHune CTPOK M CTOJIOLOB.

Cmpox: IPOTSIHYTh MBIIIb MO STYEHKAM CTPOKHU.

Cmonbyos: yCTAaHOBUTH YKa3aTelb MBIIIU HaJ HYXHBIM CTOJIOIIOM, JOOUThH-
Csl, YTO0 OH MPUHSI BUJ YEPHOIN BEPTUKAIBHOU CTPENIKHU, U IIETKHYTh JEBOU KJa-
BUIIICH MBIIIH.

2. U3MeHeHHe pa3MepoB CTOJIOIOB U CTPOK.

Cmonbyos.

— 3alenuTh MBIIIBIO 32 METKY TPaHMIIBI CTOJOIA HA JIMHEHNKE, TOOUBIINCH,
yT00 yKa3aTeidb MBIIIA MPUHSI BHUJl YEPHOU IBYHAIPABJICHHON CTPENKHU <> (B TOM
cllydae, €Clid Kypcop YCTaHOBJIEH B M0JI€ TAOJIUIIbI) U IPOTSHYTh B HY>KHYIO CTOPOHY.

— HacTpouth ykazaTenab MBIIIM HA TPaHUIE CTOJOIA HEMOCPEACTBEHHO B
noJsie Tabaulbl, JOOUBIIMCH YTOO yKa3aTelb MBIIIM NPUHSI BUJ YEPHOU JBYHa-
MPaBJIEHHOW CTPEIKUA U MPOTSHYTh €r0 B HY>)KHOM HalpaBJICHUHU.

— Hcnonw3oBatek 1. M. Tabauya— Ceoticmea mabauyvl—Cmonbe — ILllu-
puHa cmoabuya.

Cmpox.

— 3alenuTh MBIIIBIO 32 METKY TPaHUIIbl CTPOKU HAa BEPTUKAJIILHOU JIMHEWKE,
NOOMBIINCH, 4YTOO YyKa3zaTeslb MbIIIA MPUHSUT BHUJ YEPHOM JIByHAIpPaBIECHHOMN
CTpeJIKH (B TOM cllydae, €CJIM Kypcop YCTaHOBJICH B I0JI€ TAOJIUIIbI) U MPOTAHYTH B
HYKHYIO CTOPOHY.

— HacTpouts ykazarenb MBI HAa TPAHUIE CTPOKU HEMOCPEACTBEHHO B
nosie TabauIbl, JOOUBIIMCH YTOO yKa3aTelb MBIIIM NPUHSI BUJ YEPHOU JBYHa-
MPaBJIEHHOW CTPEJIKU, U MPOTSIHYTh €r0 B HY>)KHOM HalpaBJICHUU.

UcnonwzoBate Konmexcmuoe mento — Cmpoxa — Bvicoma.

Aquekka ? ! ]
CTpOKa BeicaTa...
CTonbey v v PaspewwTe pasbMenue cTpok
CpaHHLEl TabnHuel —I—- CNTHMaNEHaA BEICOTS
PacnosHABAHHE YHCEN :i:' PacnpeaenkTe pagHOMERHD
PefakTHPOESTE CTHNE absaua... E BElaAEnHTE
EcTaeMuTE. ..
ot BbIPEZaTE .
=5 ¥ AEMHTE AYEKK

KonHpoEaTe .

Pucynok 29 — KOHTEKCTHOE MEHIO

3. BcraBka cT0JI0LI0B U CTPOK.

Cmonbyos. Beinenuts cTonber, psaoM ¢ KOTOPHIM HY)KHO BCTABUTh HOBBINA:

— Hcmonbs30BaTh KHONKY Ha MaHENW WHCTPYMEHTOB Bcmasums cmonabey
(cTonben Oynet 100aBiEH CleBa).

— Tabnuya — Becmasumo— Cmonbuywi.
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— Hcnonp3oBats Konmekcmuoe mento— Bemasumes— Cmonoybi.

x|
BcTaegMTE
= | ], I
KON-E0 1 o

=
CTHEHS
MNonoxedne
'8 a0 _Npaeka
O nocne

Pucynok 30 — /IlnanoroBoe OKHO BCTaBKU CTOJIOLIOB

Cmpok. BelaienauTb CTpOKy, HaJ KOTOPOW HY’KHO BCTaBUTh HOBYIO:

— Hcnonb30BaTh KHOMKY Ha MaHEIN UHCTPYMEHTOB Becmasums cmpoky.

— Tabauya— Bcmasums cmpoky.

— Hcnone3oBate Konmexkcmuoe menio— Bemasums— Cmpoxu.

4. YnaneHuve CTPOK U CTOJOIOB.

— Beigenuts ynansemsblil 37€MeHT TabJulibl, UCIOJIb30BaTh KOMaHny 1ao-
auya — Yoarume— Cmonoywvt (CTpOKH).

— HWcnonb3oBats xonmexcmuoe mento kKomauny Cmpoka (Cmonbey)
— Yoanums cmpoxy (cmonbey).

5. 3aronoBku. lcnonb3yeTcs B ciiydae HEOOXOJAUMOCTH aBTOMATUYECKOTO
MOBTOPEHUST «IIAMKW» TaOJMIBI HA Ka)KJJOM HOBOM JIMCTE. BbIaenseM «mamnky»
Ta0JIUIbI, UCIIOJIB3YeM KoMaHay: Tabauya — [losmopsamo 3a20106Ku cmoioyos.

IIpeoOpa3oBanue TA0JUIBI B TEKCT

TekcToBBIN TPOIECCOp MO3BOJISIET MPeo0pa3oBaTh JaHHBIC TAOIUIIBI B TEKCT
¥ HAa000poT — TeKCT B Tabmuny. s 3TOro cienyer BbAECIUTH TaONMILy, B MEHIO
Tabruya—Ilpeobpazosamv— Tabauyy 6 mexcm

MNpeobpazoEaTe TercT & TabAMLY ...

E-.I COopTHPOBATL. .. Tabnuuy B TEECT. .,

3aTeM B MOSIBUBIIEMCS JUAJIOTOBOM OKHE CJEIYyeT BhIOpaTh criocol paszjere-
HUS TEKCTa
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MNpeobpasosars TabNWLY B TEKCT EI

PazaenuTene TEKCTA e
* Tabynauma: " Touka c zanaTol
OTHEHA
7 Afzau i Adpvroi: r
Crnpaeka

Pucynok 31 — OxHO BbIOOpa pa3aeuTelis TEKCTA, MOIy4aeMoro nocie
npeoOpa3oBaHUs TaOIUIIBI

Panee HaOpaHHBIN TEKCT MOXKET OBITH MPeoOpa3oBaH C MOMOIIBI0 KOMAaH]IbI
Tabruya—IIlpeobpazosams 6 mabauyy NPU YCIOBUU, YTO TEKCT MOJTOTOBICH C
UCIIOIb30BaHUEM CIEIUATbHBIX CUMBOJIOB-pa3JeluTelIed KOJOHOK (TalymnsTop,
a63ari, mpooen u T. 1.)

Odopmienne TadIUIBI

Jlnst obopmienus Tabnuiibl (oOpamieHue, 3anoJHEHUE U TIP.) UCTIOIb3yeTCs
nauens Tabauysl u epaHuybl.

PenakrupoBanue Tadauubl

TexcT BHYTpH sTU€KU TaOIUIBI PEIAKTUPYETCS OOBIYHBIM 00Pa30M.

Boinenenue siueex, CTpOK, CTOIOIOB TaKXKe KaK U JJIsl TEKCTa MOXKHO MTPOU3-
BOJUTH MO0 C MOMONIBIO KJIaBHATYPhI (OJJHOBPEMEHHO Ha)KaTh kjiaBuily <Shift>
U KJIaBUIIY NEepeMEIIeHUsI Kypcopa), JIM00 C TOMOIIbIO MBIIIH.

Taxxe BbIACICHUE MOXHO MPOU3BOAUTH C MOMOIIBIO KOMaHbl Tabiuya,
COOTBETCTBYIOIIIEE BhIJICJICHHE (CTPOKH, CTOJIOIA UK BCEU TaOIHUIIbI).

IleuaTh 1OKyMeHTA

[lepen meuaTpbro TOKYMEHTa OCYIIECTBISETCS MpoBepka opdorpaduu, npo-
cMOTp oOpasa MeyaTHOro JAOKYMEHTa C MOMOUIbI0 KoMaHabl Paiin—IIpedsapu-
menvHblll npocmomp (WIA UCTONB3Ysl KHOIKY MPEIBAPUTEIILHOTO MPOCMOTpPa Ha
nanenmu Cmanoapmmuas).

3aTeM 3aJ1al0TCsl TapaMeTphbl CTPAHUIIBL: TOJIs, pa3Mep U OpUeHTalus Oyma-
M U HEeKOoTopble apyrue. s storo BeimosHseTcss koManna Daiin, Ilapamempol
CMpaHuybi.

Jyist meyaTu JOKyMEHTa MOXKHO MCIIOJIB30BaTh JIBa Criocoda:

— Komanny @aun—Ileuamo;

— KHOIKY Ileuamw Ha nanenu Cmaunodapmmuasi.

Ucnons3ys komanny @aun—Ilevams MOXKHO 3a1aThb HapaMeTpbl NEYATH:
KOJIMYECTBO KOIUM, HOMEpa BBHIBOJUMBIX Ha ME€YaTh CTPAHUI], KAYECTBO MevaTH (C
MOMOIIbIO0 KHOTIKK CBOMCTRBA).
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Pucynok 32 — OkHO neyaTtu JOKyMEHTa

B none okna Ob6iacms newamu MOXKHO 3a/aTh KOJIMYECTBO INEYATAEMbBIX
CTpaHUII;
— Bce — pacnieyaTka BCEro JJOKyMEHTA.
— Cmpanuysl — clenyeT yKa3aTh Hy )KHbI€ CTPaHULbl YEPE3 3aIATYI0, HallPUMED:
— €CIId HYXHO pacriedarats 3, 5 U 7 CTpaHULIbl CIeAyeT BHECTH 3TH HOMEpa
4yepes 3amsTylo;
—  €CJIM HYXXHO pacrieyaTaTh BCE CTPAaHHMIIbI C 3 10 7, cleyeT yKa3aTh NEePBYIO
CTpaHHUIly Avana3oHa U MNOCIeAHIO yepe3 Tupe 3—7;
— Buloenenue — pacrniedyarka BbIJIEJIEHHOTO AMana3oHa.
MOo3KHO 3aJ1aTh HY>)KHOE€ KOJUYeCma80 Konuil TIe4aTu U Ynopsaoodums ux.
Kuonka /leuams Ha nanenu Cmandapmuas CIYXUT JAJIA €YaTU BCETO J0-
KYMEHTa C IpeJABApUTEILHO 3a/JaHHBIMU MapaMeTPaMHu.
B nensix 5KOHOMHHM TOHEpPAa MOXHO 3a/1aTh SKOHOMHOE KayeCTBO IEYaTH: B
OKHEe TmeyaTu BbIOpaTh KHONKY  Cgoticmea— Oxonyamenvhas  0bpabom-
Ka—IKOHOMUSL MOHeEpA.
3agaHnue
1. Co3naiite HOBBIM JOKYMEHT.
2. BBenuTe mnpenioKEHHbIE NPErnojiaBaTeleM AJIEMEHThI CIUCKa KakK OT-
JeJbHbIE a03aLlbl.
3. CkonupyiTe BBEICHHBIE JAHHBIE HUXKE.
4. ChopmupyiiTe cnucok Tumna MapKUpOBaHHBIM, BBIMOJHUB CIEAYIONINE
NEUCTBUA:
— BBIJICJIUTE DJIEMEHTHI CIIHCKA;
— BBINOJHUTE KOMaHay Popmam— Mapkepol u nymepayusi;
— BbIOEpUTE BKIAAKY M300pasicenue;
— YCTAaHOBHUTE YKa3aHHbIE IMPENoJaBarelieM MapaMeTpbl U HaXMUTE
KHOKy <Ok>.
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5. ITloropute aencteus 1.4, ucnob3yst HymepoBaHHBIN CIIHCOK.

6. IloBropure nerctBus n.4, Ucnoab3yss MHOroypoBHEBBIM cnucok. lIpu
CO3/1aHMM MHOTOYPOBHEBOI'O CIIMCKA OINHUILUTE CTPOKY MEHIO (CM. mpuioxeHue b
3aganue 7).

7. CoxpaHUTE U 3aKpONTE CO3TaHHBIA TOKYMEHT.

8. Co3nmaiTe HOBBIM JOKYMEHT.

9. Co3zpgaiiTe TabnuIly, MPUBEACHHYIO B IPUIIOXKEHUU 1.

10. 3amaitte oOpamMaeHHe TaOIUIIBI:

a. BHemHune rpaHulbl )KUPHBIE CAHUM LIBETOM.
b. BHyTpeHHHE — MyHKTUPHOW JUHUEN KPACHOTO LIBETA.
C. 3alMBKY «ILAMKW» TaOJHIBI 33/1aTh CBETIIO-TOIYOYIO.

KonTposibHbIE BONIPOCHI
Kak HazHavaroTcsi mapameTpbl CTpaHULIBI?
Kak BcTaBisiTh Hymepauuio CTpaHum’?
Uto Takoe KOJMOHTUTYH?
Kak co3nmaercs kosnoHTUTYI?
Kak ymanuts HOMEp CTpaHUIBI € IEPBOTO JUCTA JOKyMEHTA?
Kak u3meHuts nosust 10KyMeHTa, pa3Mep U OpHeHTaIuio Oymaru?
Kakum oOpa3zom co3paercsi CUCOK B JOKyMeHTe?
Kakue Buabl ciucka Bbl 3HaeTe?
. PacckaxuTte o crioco0ax co3aaHus TabJIMLBIL.
10 Kak M0>XHO UBMEHHUTH CTPYKTYpPY TaOJIULIbI?
11.Kak opopmuTh Tabuily rpaHULIaMU, 3aJIMBKOM, aBTO()OpMaTUPOBAHUEM ?
12.Kak pacnieyaTatb JTOKyMEHT Ha IIPUHTEPE?
13.Kak pacnieyataTh BHIOOPOYHBIE CTPAHUIIBI TOKYMEHTA?

000 NG W

JIABOPATOPHAS PABOTA Ne 4
Tema: I'mnepcebliku

L]eny pabomobl: HAYUUTHCS CO3/1aBaTh TMIIEPCCHLIKH.

3aoanue:

1. CBsi3aTh runepcchlIKaMu ABa TOKYMEHTA.

OCHOBHBIE nouamus U onpedeneHus: 3aKiaaKa, THIepCChlUIKa,

T'unepccoiika — IBETHOM TOMUYEPKHYTHIA TEKCT WK Tpa@uyeckuil 0OBEKT,
IO IIEeTYKY KOTOPOT0 BBIMOJHSIETCS nepexo K daitny, pparmenty ¢aiina uiu BeO-
CTpaHuIle B UHTpaceTn win MHTepHeTte.

Co3nanne runepccbIIKA

[Ipouecc co3manus rTUNIEPCCHUIKM COCTOUT U3 ABYX ATanoB. llepBein sTan
— YCTaHOBKa 3aKJaJku. BTopoil 3Tanm — onpenelieHue CChUIOK Ha 3Ty 3a-
kinanky. Cosznaem nBa (daiina. B mepBoM HE0OXO0AMMO paccTaBUTh 3aKIaJKH, BO
BTOPOM — OMPENICIUTh CCHUIKH.
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Oman 1. Yemanoska 3aknaookx.
1. YcTaHOBUTH TEKCTOBBIN Kypcop B MECTO, Ky/ia TpeOyeTcsi TOMECTUTh 3a-

KIIQJIKY.

2. 3anucarb, UCNIONB3YSI KOMaHAy Bcmaska-3axnaoka, B 1ione 3akjIagKd uMs
YCTaHABIMBAEMOM 3akiaaku. MMs 3aknagku HE JO0JDKHO COAEpk aTh CHMBOJIOB
«rpo6em». IIpu HeoOX0IMMOCTH MCTIOIB30BATh B UMEHHU 3aKJIaJIKH HECKOJBKO CIIOB
1enecoo0pa3Ho 3aUChIBATh OCIEAHNE C 3arJIaBHBIX CUMBOJIOB 0€3 IIPOOEIIOB.

Bcraska 3aKnaaky

FaknaakH

Xl

Ik

OITHEHS

WRAanHTE

Pucynok 33 — BcraBka 3akiiaaku

3. Haxatp kHonky OK.
B pe3ynbraTe B MeCTe HaX0XKI€HUsI TEKCTOBOIO Kypcopa YCTaHOBUTCS 3aKJIa/IKa.

VYcraHoBUBIIAsACS 3aKJIaJIka HE MPOCMATPUBAETCS HA SKPaHE PElaKTOpa, a UCIIONb-

3yCTCs JIMIIb ITPU CCBIJIKE B JOKYMCHTC HAa 3TO MCCTO.

Oman 2. Onpeodenenue CCulioK:

1. YcTaHOBUTH TEKCTOBBIA KypcOp B MECTO, OTKyAa TpeOyercs MepeiTu mno

TMIIEPCCHUIKE HA YCTAHOBJIEHHYIO PAHEE 3aKIIAJIKY.

2. OTkpeITh nuanioroBoe OkHO JloOaBiieHUE TUIMEPCCHUIKH, UCIONB3YsS KO-
Manay BeraBka—I unepcebuika.

3. ITosIBUTCSL OKHO CIEAYIOLIETO BUAA:

[ Mne pccoiika

-

MHTepHET

iy

Ni24Ta 1 HOBCOCTH

HOEVIHEHT

@

COZATE
A0KYHEHT

SOKYHEHT

X

MyTe |

vl [E]

CEEINKS HE SNEMEHT B JOKYMEHTE

Uens |

URL

AonNoNHMTENEHEIE HAC TPROAKH

DpekM | w | Popma

TekcT

TERCT |

v| (2]

Vv |

I MPHMEHHTE I [ 33KPERITE

] ’ Crpacka } [ Hazan l

Pucynok 34 — JluanoroBoe OKHO CO3/1aHUS TUNIEPCCHIIKU
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1. B obOnactu Ilyme crnenyeT ykazaThb HOJHbIN Nymb K JOKYMEHTY, B KOTOPOM ycC-
TaHOBJICHA 3aKJIaJKa

2. HaxaTp Ha KHOTIKY , B nosiBuBIIEMCSl OKHE CcbliKa Ha 271eMeHm 8 OOKY-
Menme BbIOpaTh 3aknaoku— I Ipumenums.

VYka3aTh B JUAIOTOBOM OKHE B MyHKTE JlOTIOJTHUTEIbHBIC HACTPOUKU UM
3aKJIaJIKA, Ha KOTOPYK0 HEOOXOIWMO TMEepeMeNIaThCsl NMPHU aKTUBU3AINHU THIIEP-
CCBUIKH.

3. Haxats kHONKY //pumenums.

Bce ooxymenmui, komopwie 0yOym c8s13aHbl 2UNepCCoblIKAMU, PeKOo-

MeHOYyemcs COXpaHsams 8 0OHOU nanke.

CChIinKa Ha 3NeMeHT B }(I

--H Tabnmue!
|7 Bpeskmn
Lol =obpaxeHa
OLE obeekTEl
E FPaznenesi

g Saronoskm
cle] SRRl

| ApHHMEHHTE I SaKpEITE I

Pucynok 35 — JInanoroBoe okHO CchUIKa Ha 3JIEMEHT B JJOKYMEHTE

Jaganue

1. Co3nath «3NEKTPOHHBIN YYEOHHMK», COCTOSAIIMI U3 IBYX JOKYMEHTOB.
[lepBbIii JOKYMEHT MOJKEH MPEACTaBIsATH COOOM cojaepxaHue, rae Kaxiaas
riaBa SBJSETCS THUIEPCCBUIKOM Ha COOTBETCTBYIOUIYIO 3aKJIaJAKy BO BTOPOM
JOKYMEHTE, KOTOPBII COAEPKUT caM TEKCT 3JIEKTPOHHOro y4yeOHUKa. B KoHIe
KaXJ0W TJIaBbl (KpoMe MepBOiM W mocienHei) DY HeoOXoauMO co3/aTh clie-
nyromue runepcesbuiku: Coxpepxkanune, Hazan, Bmnepen. Kortopeie coorBerct-
BEHHO OyAyT BO3BpallaThCs K JOKYMEHTY C COJEpKaHUEM, K IpeAbIAyILIeH ria-
B€, K IMOCJEAYIONIENd rjaBe TEeKylero AoKyMeHTa. [[ns mepBoil riaBel gocTa-
TOYHO co31aTh JBe cchulku: Conepxxanue, Bnepen. [lnga mocnenneil riaBbl —
Conepxanue u Hazan.

KouTpoJibHbIe BONpPOCHI
1. Yro Takoe 3akinajka, Kak ee co3/1arb?
2. Yro Takoe rumnepcchuika’?
3. Kak co3garb runepcchuiky?
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JIABOPATOPHAS PABOTA Ne §
Tema: TexcroBblie d3¢pdexTnl. PucoBanue

L]env pabompi: HAYIUTHCS CO37AaBATh HAIMUCHU «IECKOPATUBHBIM» TEKCTOM C
noMoIibio ma"enu «TekcToBbie 3G (eKTh», paboTaTh C MaHEIbID MHCTPYMEHTOB
pUCOBaHKE, OCBOUTH BO3MOXKHOCTH IaHesu pucoanus 3D.
3aoanue:
1. Coznaiite Mmenanb «CaMOMy KpacCHOPEYMBOMY CTYAEHTY», UCIIOJIb3Ys Ia-
Henu «TekcroBbie 3pdexTh» u «PucoBanue» no obpasiy 3aganus Ne 4 (IIpuno-
*KeHue b).
2. Coznaiite puCyHOK MO 00pa3iy 3ajaHust 3 NpuiiokKeHus 2.
3. Co3pnaiite MO3IpaBUTEIbHYIO0 OTKPBITKY MO 00pa3Ily 3aJlaHusl 5 mpUIIOKe-
HUA b.
OCHOBHbIE noHsAMUSL U onpedesieHusl: JIEKOPATUBHBIA TEKCT, 00beMHas pury-
pa, TPyHIUPOBKA/pa3rpynmnupoBKa rpapuueckux OOBEKTOB, B3aMMHOE PaCIOo-
*eHue rpaduueckux o0bEeKTOB, OOpaMIIeHHE U 3aJuBKa (GUryp
Llenb BBIMOTHEHUS MPEAJIOKEHHBIX 3a/IaHUI HE MPOCTO HAPUCOBATH JIOMHUK
U CO3/1aTh OTKPBITKY, & HAYYUTHCS CO3/1aBaTb O0OBEMHBIE (PUTYPBI, COBMENIATh UX
pacroJyiokeHue, 3a1aBath rpaguyeckum o0beKTaM oOpamMieHUe U 3aJIUBKY; CO3/1a-
BaTh HAJNUCH JJisl TpadUKH, UCTIOJb30BaTh aBTO(PUTYPHI, COBMEIIATh TEKCT U TIpa-
¢buky u np.
Co3nanue 00beKTa TEKCTOBOIO0 3P PeKTa
1. Ha nmanenu UHCTpYMEHTOB Pucosanue 1EIKHUTE 3HAUOK [ anepesi meKcmosbix
aghexmos.

2. B nuanoroBoM okHe [ anepesi mexcmoswlx 3¢hghexmos BbIOEpUTE CTUIIb TEKCTO-
Boro 3(pdekra u HaxMute KHONKY «OK».
OOBEKT TEKCTOBOr0 3 (hekTa OyAEeT BCTaBJIEH B JOKYMEHT.

3. JIBaXIbI MIETIKHUTE OOBEKT, YTOOBI IEPEUTH B PEKUM PeOaKmuposanusi mekcmd.

. 3aMeHuTe CTaHJIapTHBIN TEKCT 3P (eKTa CBOUM.
. UToOBI BBIMTH U3 peKUMA PEIAKTUPOBAHUS TEKCTa, HaxMuTe kinaBuiry ESC.

ranepen TeKCToOBLIX MphexToB =

i N

BeiGepHTe CTHAE TekcTosoro ahherTa:

dopll; | Fontwor  Foplwork  [Renibalt
T | N
Pl e Bl R

fonfjork ae~oe gy’ Fontwek
=l

ok | DTMEHZ I CMR2Esa I

-

Pucynok 36 — OxHo BbIOOpa 3 (heKTOB TEKCTA
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N3meHeHne 00beKTa TEKCTOBOIO 3ppeKra
1. Illenxanute 0OBEKT.
OTkpoeTcs naHelnb UHCTPYMEHTOB 1excmosvle a¢hghexkmobl. Eciiu naHenb HHCT-
pyMeHTOB Texcmosvle 3¢hghexmopl HE BUHA, BbIOEPUTE MMYHKT MEeHIO Buod — Ila-
Henu uncmpymenmog — Tekcmosvle 2¢pgpexmeul.
2. lenxHuTe 3HaYOK HA MaHEIN UHCTPYMEHTOB Texcmosgbie 2¢hghexkmpui.
JlocTynHBbI cjeayomue 3HAYKH (Ha3HAYEHUWE KHOIOK JlaeTcsl MOCen0Ba-
TEJIbHO CJIeBa Ha MPaBo):
1. «l"anepes TekcToBBIX 3 PEKTOBY — 100aBIISIET OOBEKT TEKCTOBOIO 3P hek-
ta (Puc. 36).

2. «Dopma TekcToBOro 3 dekray — uzmensier popmy (Puc. 37).
3. «TexkctoBblil 3(h(hEKT ¢ OMMHAKOBOW BHICOTOM OYKB» — M3MEHSIET BBICOTY OYKB
4. «BbIpaBHUBaHHE TEKCTOBBIX 3P(PEKTOBY» — BBHIPABHUBAET TEKCT
5. «MeXCUMBOJIbHBIH HHTEPBAJI JJII TEKCTOBOTO 3 PeKTay — U3MEHSIET MEK-
CHUMBOJIbHBIC MHTCPBAJIbl 1 KCPHUHT.
TexcToebie 3thpekTEl ™ X
By | V- Aa| = - AY-
DOpMa TEKCTOBD... ™ X X =
= N & & =] b= = Mo neeomy Kpar SNSRI |
vECA B reuws =T
. — — a & HopManbHeA
ey D B (F ] = [Monpasomy Kpak LLIMpoKH#
mw § 3O 6 = Mo wrphHe DYEHE WMPOKHE
£ [:_.5 5._‘) i.}.::;. ﬁf_ =+ [0 WHpHHE © pacTArMEaHHEM MoNEZ0EATENECKHA, .
K.EpHHHI Nap CHHMEONOE

Pucynok 37 — Haznauenusi KHOMOK 3((PEeKTOB TeKCTa

N3MeHATh CO30aHHBIN TEKCT MOXHO MPHU MOMOIIM nanenu 3D.

MNMapamerTpol 30D * X
B 2CPP YT @D

HN3menenue npyrux atpudyToB TeKCTOBBIX 3¢ P eKTOB
1. Illenkuure 00BEKT TEKCTOBOrO 3P heKTa, YTOOBI BBIACIUTH €TO.
2. BeiOepute cBoiicTBa Ha MaHEId UHCTPYMEHTOB (CBolicmea puco8aHHo2o oObex-
ma. MOXXHO U3MEHUTH IIUPUHY CTPOK, IIBET JIMHUU, [IBET U CTUJIb 3aJIUBKU U JP.

KonTposibHbIE BONIPOCHI
1. Kak BbIBECTH Ha 3KpaH MaHEIb MHCTPYMEHTOB «PucoBanuey», s 4yero
OHAa MPUMEHAETCS?
2. Kak HapucoBaTb aBTOQUTYpY U U3MEHUTH €€ pa3Mep, IPAHUILY, 3aITUBKY,
TEHb, 00BEM U MMOBEPHYTH €€ U MEPEMECTUTD?
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3. Uto takoe TekctoBbie 3 dexTri? Kak nx ucnoyib3oBath?
4. Kak BctaBuTh pucyHoK? Kak BbIOpaTh 00TEKaHUE TEKCTOM?
5. Kak u3aMeHuTh Nopsi0K HajloKeHus rpaduyecKkux 00ObEeKTOB APYT Ha apyra?

JIABOPATOPHAS PABOTA Ne 6
Tema: Co3aganue orjaaBJeHUA

Llenv pabomwi: HAy4UUTHCS CO3/1aBaTh OTJIaBJICHUE JOKYMEHTa B aBTOMATH-
YECKOM PEXHME.
3aoanue: co3aaTh OTJIaBJICHUE K TEKCTOBOMY JOKYMEHTY.
OCHOBHBIE TIOHSTHS, ONPEACICHUS, pacCCMaTPUBAEMbIC HA TAHHOM 3aHSITHH:
— Ctunb.
— ®opmatupoBaHueE.
— OrnapieHue.
TeopeTuko-MeToAMYECKAs 4aCTh
JIOKYMEHT MOKET MMETh 3ar0JIOBKM HECKOJIBKMX YPOBHEH: 3ar0JIOBOK MEp-
BOT'O YPOBH$, 3ar0JIOBOK BTOPOTO YPOBHS WU T. A. [lns co3gaHus OriIaBiIEHHUS J0-
KyMEHTa HE0OXOUMO BBITIOJIHUTH CIEAYIOLIUE 1Iaru.

Inaea 1.

Thyrmer 1.1

Thyrmcr 1.2

IMogmyemrrl. 1

IMogmyemrl. 2

Thymsr 1.3

Inaea 2.
JlonmycTnM, B JOKYMEHTE UMEIOTCS CIIEAYIOIIME JIEMEHTHI:

JUist co3manusi orjiaBieHUs] HEOOXOIMMO KaKJIOMY 3JIEMEHTY yKa3aTh K Ka-

KOMY YPOBHIO OIUIABJIEHUS OH NPUHAJIEKUT. JJI1 3TOro ciexyeT BBIACINUTDh HYX-
HBI Yy4aCTOK TEKCTA, OTKPBITh MEHIO «Cmusib» HA NMAHEIH UHCTPYMEHTOB U BbI-
OpaTh HEOOXOIMMBIN YPOBEHb 3ar0J0BKa U3 CIHUCKA!

S EBEe o B S UE B9 -0 BE-v HSESTA O,
i fEd [=] | Times New Roman =] 1z [=] ®x K = zz;;::zejgejg A-w-8& -
OrmennTs popmartuposatme] =
Kl 234 5 6T B8 10 T 12 13

Jarenceck 1
3arenceck 2
3aronoeok 3

CcHoBHOM TekeT
JonoAHWUTEABHD...

Pucynok 38 — Beibop ctuns

OCHOBHOI 3aroJiIoBOK 0003HaYaeTcst Kak «3arojioBoK 1», Bce MOCIEeNYIOIINe
UMEIOT yOBIBAOIIYI0 BaKHOCTh. COOTBETCTBEHHO ' 1aBa 1 mMeer 3TOT TUN CTUIIA,
nyHKTHI 1.1-1.3 umeror tun «3aronoBok 2», a noanyHkrthsl 1.2.1-1.2.2 — «3aro-
noBoK 3». Kaxnapiii tun uMmeer cBoil ctuib (opmatupoBanus. [[ns u3MeHeHus
CTWJISL OTKPOUTE MyHKT MeHI0 Popmam— Cmuau
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Ia&.nuua Cepenc Owkno Crnipaexa

| Crind 1 HopMaTHpOEIHHS

PopraTuposanue no ymondadnme Cirl+ b

El  Cumeonsbt.

Fll - Absau..

E_ZEI Maprepe! v rymepauma...
CrpaHwvua...

Peructp
Koneoxkm...

Pazaenei...

B Cruam Fl11

ABTozamena

[Npweaska
O&TexkaHne
Boipasnnearue
PacnonoxeHue
Crpamenne

[pynnupoeka

O6bekT
Bpeska/ObpexT...

F=obpakeHue...

OEE=wy

basoswIi

2arcnoceck
‘larcm"- Pt |

HzreHuTte...

Jaronoeo

Jarcnceck 4

3arcnoeck 5

3aronceck &

Jaronceok T

3arcnoeok &

Zaronoceok 9

SameTru

OBpaTHEIA oTcTyn
OcHOBHDW TEKCT
OcHOBHOMA TEKCT € OTCTYNOM
OTeTynol

Mepean cTpoka ¢ OTCTYNOM
Maognuce

MpueeTcTEME

|1‘5|.E-TDM ATHYECKM

=]

Pucynok 39 — BeiOop ctuns

Pucynok 40 — M3meHenus cTuiis

B nosiBuBIIEMCS MEHIO BBI6€pI/ITe QJICMCHT, JIsI KOTOPOI'O Bbl XOTUTC U3MC-

HUTH (pOpMaATUPOBAHHE, HAXKMHUTE HAa HErO NPAaBOW KHOMKOM U BbIOEpUTE «H3Me-
HUMbY:

Jlanee cienyer HaCTPOUTH CTHIIb U (HOPMATUPOBAHKE 3aTrOJIOBKOB:
r ™
Crvne 2B3aua: 3aronosok 1 g
3 dexTel LLpKU@TA I MonoxeHne I CTpykTypa u HyMEpaLmna I Tabynauna I bykBEnLa I DoH
O8pamnenne

¥npasnerne I Orcrynsl n MHTEpEans! I Bripasrusanme I Ha crparnnye | Wpwdr
[apHaTYpRa HauepTtanne Kerne
m Momcknpren 115%

= | |O8biuHbld -
Arial Black = |Kypcne =i
Arisl Narrow Comonpron PR
Arial Rounded MT Bold MoayxupHeii Kypoue 130%
Arnal Unicode MS 135%
Baskerville Old Face 140%
Batana =2 145% =L
Azeik
Pyccrni E”
,ﬂ'ﬂﬂ NEYaTH 1 EEIEOOA HA IKpaH EyAET NCMNONeE0EaH OAMH 1 TOT e I.I_lp‘IPIdJT.
Arial
[ QK ] [ COTmena I [ Cnpaeka ] I BoccraHoenTe ] I o yronyaHmme
= |

Pucynok 41 — Hactpoiika ctuis
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Ilocne BBIIIOJHEHUS BCETO BBIIICIICPCYUCIICHHOT'O BI>I6epI/ITC ITYHKT MCHIO

Bcmasxka— Oenasnenue u yKCZS’ameJlu—)OZJZCl@JZeHue u ykasameinu:.
Topmar Tabnwua Cepswnc Owno Cnpaexa

Bosper.. B - D - S E
Oona >
% ;I‘IELI.H anbHbIE CHMMBOMDL.. El 12 EI m E %
CHMEDN QORPMaTHRCEAHWA » R R T DI I
ra a L
Pasgen... ‘
@ [wnepcobinka
Bepxrunii konoHTumyn -
HuseHni konoHTUTY N v
CHOCKS... T
HazeaHwne...
HpPerTi wiped
_,@ Saxnanka..
%. [lepekpecTHaa ccbuika... Ynpasnesmue
=] Mpumedanne  Crl+AH+MN Lapesmypa,
CueHapwi... I'——
Komeepr... OrnasnsHWE K YKa3aT2nH..,
JnemeHT CAMCKE NMTEpaTYP.I...
] Bpssxa.. -
EE Tabnamua... Ctrl+F12
rOpHBDHTEJ’IEH ag nuMHKMg ...
HMzobpaxerne -
Jne neuETH W e
¥ Bugeo nsayk h
O6bekT r
] ®pefim
Fe| Dadn... e
I

Pucynok 42 — Beibop ornaBiieHHst

B mosiBUBImIEMCS MEHIO MOXKHO BBIOpaTh Ha3BaHHME OTJIABJICHUS W BCE €T0
napaMeTpsl. [ yCTaHOBJIEHUS TUMEPCCHUIOK B OTJIaBJICHUM BBIOEPUTE BKIAAKY
«Onemenmuvi» U B CTpoke cTpykTypa BcTaBbTe Havano (I'H) u xonern (I'K) rumnep-
CCBUIKHM B Ty YacTh OIJIABJICHUS, TJI€¢ OHA HE00X0AMMa U HAXKMUTE Ha KHOMKY «Bce
VPOGHUY» NI MPUMEHEHHUS KO BCEMY OTJIABJICHUIO:

* —
BcrasnTs ornasaenre/ykasarens - l ﬁ

Bra | Inementbl |CTHJ'IH | KonoHkn IIDOH ‘
Ornaanexne ¥poseng CTpykTypa v GopMaTpOBaHNE
Seronooos Lo i e e e
Snewer. . . - . . S
FOEEEEE 1. Zue e eeece e eees e e et e et enene e | i TekcT 3anucn Crpamnnua M2 | [Tunepccounea
3aronosok 1 5
Tesee e PO oo . S Crune cMpMECNCE |MHTEF|HET-(D:IJ1D(E E| ’ HMzmennTs... ]
Sezoneeox 1.1 g
Tencr wm rrzm= 1.1, Snewesr arn crresren,
G 10
3azonoesox 1.2 ®opmar
I T S — Mosnypa Tabynauam OTHOC, OTCTyNa cTvA aG3aua
| | | [ | |
| | | | | |
Tamua 1: Tadmnar
[ OK I [ Ormena ] [ Cnpaska ] [ Boccranosnts ]
MpeasapuTencHelii npocMoTp

Pucynok 43 — OkHO Ha3HAYEHHUS [TAPAMETPOB OTJIABICHUS
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TAHHBIM CAaMOCTOSITEIBHO.
Paccmotpum CTpyKTypy OriaBieHus MoapoOHei:

KpOMe CTaHOdapPTHBIX CTHJICH 3aroJIOBKOB MOKHO HCIIOJIb30BaTh CTUJIb CO3-

— YcraHoBUTE T€ KypCcOp Ha OIJIaBJICHHE.
— BHOBB BBI30BUTE OKHO HAacCTpPOEK orjaBieHusi Bcmaska — O2nasnenue u ykasa-
menu — Oznasnenue u ykazamenu, BbIOEpUTE BKIIAAKY DIeMeHmbl.

Bcraeuts ornasneH HEf}'Ka}aTEﬂh

Ornaenerne

Samonosox |
Saronosor 1.1

mEMeT.
Saronoeoc 12

Jaronosok 1

TeroT ns Mepsl FNast SNewesT [TE5STENA N0 ME30SATENR

Jszonceoy 1.1

Texor na rmasst 1.1 SnewesT L6 ol masnesm
i

Zazonoeoi 1.2

TewoT w3 rhassl 1.2 570 RS0 FENASTCR OGHOSHEIM SNSMEHTOW

- InemenTol C.mnannnﬂHm QoH

¥posene CTpykTypa v opMaTHROBIHHE

Texcr zanncn Crparnua N2

[=]

| Crpykrypa
3
4
5
[ CTWAb CMMBONOE |<He‘r>
7
8
g
10
bopuaT

MoznumnA TabynALMK OTHOC, OTETYNa CTHAR ab3aua

Bee ypoBHA

[mnepccewnka

|

WameHuts..

 —— |

Boccranoents

OpeapapHTensHbIil NpocMoTp

Pucynok 44 — Ha3HaueHue 31€MEHTOB OTJIaBJICHHUS

[TocmoTpute Ha ctpoky Cmpykmypa. OHa mpeacTaBisieT coOoi Habop 3Je-
MEHTOB-KHOTIOK U O€JbIX MOJICH:

Bug [3nementh |CTHJ1H |KDJ'|0H|-:H |¢|‘0H|

= I = R R g WV ]

CTnne cnmeonoe

Ypoeene Crpyerypa u dopmMatmposaHne
(F— e
TekcT zanucK CTpaHuua N2

|<HET:~

-]

MMnepccelnka

Mameruts...

Pucynok 45 — Ctpykrypa OriaBiIeHHs

1. Knonka 9# npencraBisieT «KHOMEP TIaBbDY, YTO 03HAYAET HOMEP 3aroJIOB-
Ka HE TOJIbKO JIJISl [J1aB, HO W JIJISL IPYTUX YPOBHEHN 3ar0JIOBKOB.
2. KHonka 9 — 3TO TEKCT 3JIEMEHTA.
3. Knonka T npencrapiseT no3uiuio (1ar) TadyJsium.
4. Knonka Ne npeAcTaBiisieT HOMEpP CTPaHULIBI.
5. benbie moas — 3To mpoOeIbl.
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JI1st TOro 4ToOBI MOXKHO OBLIO OBICTPO MEPEUTH K HYKHOMY pa3jielly HyKHO
CO3/aTh TUIIEPCCHUIKY.
Jlst noOaBeHUs! TUTIEPCCHUIKU:
— B cTpoke Cmpyxkmypa, nomecTute Kypcop B 0e0e noJjie ciieBa OT KHOMKU J#
— Haxwvute kHOonky [ unepccoinka. Knonka ['H, npeACTaBISIOMIAasi HAYAJIO TH-
NEPCCHUIKU, MOSIBUTCS B cTpoke Cmpykmypa.

]Bﬂlhememm ‘Cwmu |I'Ccu'|DHKH |¢'DH |

¥poseHe CTpyKTypa v hopMaTHpCEaIHWE

T oo G2 =
i TekcT 3anucm Crpanwmua N2 | |Twnepcceinka
5

G CTune cMpMBONCE |HHTepHET-c::blmca |[ MzmennTe... ]
F)

8

9

10

1o (7 Y

Pucynok 46 — HazHaueHHe runepcchliok

— Ilomecture Kypcop B 6enoe moje crpaBa OT KHOIKHU O.

— CHoBa Haxwmute KHOIKY [ unepccoiika. Knonka 'K, npencrasisionias Ko-
Hell TUIEPCChUIKH, OSBUTCS B cTpoke Cmpykmypa.

— Haxmure xHOnKy Bce ypoenu, 4TOOBl TMIEPCCHUIKM MOSBUIMCH BO BCEX
MMEIOILNXCS YPOBHAX OrJIaBICHUS.

Bug [3AEMEeHThI |C-rm1|.-| ||(w|m-|m |ﬂ}oH |

¥YpoeeHe CTpykTypa W fopmMaTHpoEaHNe

L J— 70| |32 |3 |G| |7 () [ Beesposrn
2 e ——
i TekcT 3anHcK Crpannua N2 | [Tunepocenia
5

& CTHNbL CMMBONOS |HHTepHET-ccb|nKa |Z|| [ [3MEHTE... ]
7

g

a
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Pucynok 47 — Ha3HaueHne runepcchbiiok

[To ymomuanuro Writer co3aeT OTJIaBJICHUE C TUNIEPCCHUIKAMH CO CTHIIEM
cumBona HUumeprem-ccolika. T. €. orlaBlIeHUE TMOTYyYaeTCs ¢ MOAYEPKUBAHUEM.
Ecnu tpebyetcs ornasnenue 6e€3 mog4€pKUBaHUs], HO C TUIEPCCHIIKAMU — MOKHO
CMEHUTHh CTWIb cuMmBoia Ha Ccouika ykaszamens (nponuctath mone Cmuis
CUMBOJI08).
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Yposeng CTpykTypa v GopMatMpoBaHHe
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Pucynok 48 — Ctunb cHMBOJIOB

IIpakTnyeckas 4acThb
1. Co3naiite TOKYMEHT, UMEIOIINN HECKOIBKO YPOBHEHN 3ar0J0BKOB.

2. KaxnoMy ypoOBHIO 3arojJOBKOB U IIOA3arOJIOBKOB HA3HAYbTE COOTBETCT-
BYIOILIUM CTHJIb.

3. Cnenys yka3aHUSIM BBIIIE MPUBEICHHON UHCTPYKIIMU, CO3/IANTE OrJaBiie-
HHE K JJOKYMEHTY.
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HHPUJIOXXEHUE b

3apanue 1. Co3gaTh TEKCTOBBIN TOKYMEHT MO 00pasIly:
BekTopHbIE MeTOABI NIPUMEHSIIOTCS
® 111 onucanua pa3nuavHbIX Wpuphmos.
— Macmradupyemblie mpPHU@THI NO3BOIAOT U3MEHATH Pa3-
MEp CUMBOJIOB B IIIUPOKUX MPEIEIIaX.
® B cucremax agmomamu3upo6annozo npoeKmupoeanus
— KOTOPHIE 0 TOO P a’ a0 T HA 3KPAaHE MOHUTOPOB YEPTEKHU CIIOK-
HBIX TPEXMEPHBIX 0OBEKTOB,
— MPENOCTAaBIAKT CPEJACTBA MAHUNYJSAUMWU UMH.
3ananue 2: co3naliTe MHOTOYPOBHEBBIN CITUCOK IO 00pasily.
IIpuMep MHOTOYPOBHEBOI'0 CIIUCKA.

1. T'opuzoHTaAIBHOE MEHIO 1.3.Bug

1.1.®Daiin 1.3.1. OObruHBIH
1.1.1. Coznatp 1.3.2. Web-nokymeHT
1.1.2. OTKpBITH 1.3.3. Ctpykrypa
1.1.3. 3akpbITh 1.3.4. Macmra6
1.1.4. CoxpaHuTh 1.4.BcraBka

1.2.1IpaBka 1.4.1. Pa3psiB
1.2.1. Beipesath 1.4.2. CumBoOJIBI
1.2.2. KonupoBatb 1.4.3. Caocka
1.2.3. BcraButh 1.4.4. Ccpuika

1.2.4. OuucTuth

3ananue 3: ucnoyb3ys MaHelb HHCTPYMEHTOB «PucoBaHme) co3/1aTh KAPTUHKY.
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3aganme 4: vcnonp3ys naHenb MHCTPYMEHTOB «PucoBanue» m «TekcToBbie (-
(eKTbI» CO3/1aTh IPUBEIECHHYIO HUKE IMOJIEMY.

3aganme S: co3naiiTe Mo3ApaBICHUE, WCMOJB3YS MMAHEIb UHCTPYMEHTOB «PHco-
BaHue», TexcToBble 3¢ PeKThl, BCTABKY PUCYHKOB U CIIOCOOBI (hopMaTUpOBAHUS
TEKCTA.

N

Ilo3npasnsgeM ¢ cambiM
JIy4IAM Ipa3JHUKOM —
Jnem 8 mapra!

OT Bcelt mymin, 6e3 MHOTOCITOBBS, b
JKenaem cuacTes U 370POBbSI. ﬁ
Bynbre muioit u KpacBOM, ~ ---------- o
;:é W, KOHEYHO K€, CUACTIMBON!
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