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Peyenzenm:
Kannunar pusnko-MareMaTH4eCKUX HayK, JTOLEHT
H. I1. Ilywmeukun

K Kononenko, T. B.

647 IIpuxnagnas undopmaruka. Pazgen «OcHoOBbI padoThbl ¢ Ta0JMYHBIM
npoueccopom OpenOffice.org Writer»: yue6.-meTon. mocodue K J1abopaToOpHBIM 3a-
HATHAM U CaMOCTOST. paboTe CTyJASHTOB OakalaBpuaTa, 0Oy4aroOUIMXCs 0 HarpaBiie-
Huto 44.03.05. Tlemarornueckoe oOpazoBanue (¢ AByMs TPOQPMISIMU MTOATOTOBKU - AH-
TIIMACKUN sI3bIK, Hemenkuii s361k) ouHOM 1 3a09HON popm oOyuenus / T. B. Kononen-
k0. — CnaBsiHck-Ha-KyOanu : @unnan Kybanckoro roc. ya-ta B r. CinaBsiHncke-Ha-Ky-
0anu, 2018. 56 c. 1 3k3.

VYyebHo-MeToanueckoe mocodue pazpadboraHo B cooTBeTcTBHH ¢ TpeboBanusmu G®I'OC BO
Ha OCHOBE y4eOHOTO TIaHa U padouell yaeOHOH mporpaMMbl Kypea 1o Beioopy «IIpukiiagnas uH-
dopmarukay. [locobue npenHazHau€HO JJIsl COMPOBOKICHUS JTaOOPATOPHBIX PabOT M BKIIOYAET
TEOPETUYECKHUI MaTepHall, MPaKTUYECKUE 3aJaHUsI, KOHTPOJIbHBIE BOMPOCHI U 3a/IaHusl JJIs CaMo-
cTosiTenbHON paboThl 1o pazaeny «Tadmuunslit nmporeccop OpenOffice.org Writer». K xaxmomy
3aHATHUIO JITAHBI MTOIPOOHBIE TEOPETUUECKUE U METOIMYECKUE TIOSCHEHUS, TIPUBE/ICHBI 3a]IaHUS, BbI-
HOCHMBIE Ha CAMOCTOSITETILHYIO M JOMOJHUTEIbHYIO paboTy CTyJIeHTOB. B KOHIle onucaHus Kax-
JIOTO 3aHATHs MPUBOAMUTCS CIMCOK KOHTPOJIBHBIX BOIMPOCOB, BHIHOCUMBIX Ha 3aIllUTy Jlabopatop-
HOM paboTHI.

W3nanue agpecoBaHo CTyJAeHTaM OakanaBpuara, OOydaloIIMMCA IO HalpaBICHUIO
44.03.05. Ilemarormueckoe oOpazoBaHHe (C IBYMs TPO(QHISIMH TOATOTOBKH - AHTIMHACKHUI
s36IK, HeMerkuii s361K) OYHOU U 3209HOU (opM 00yUdeHUsI.

DJeKTpOHHAs BEpCHUS M3/IaHUsl pa3MelleHa B JIEKTPOHHOW MHGOpMalMOHHO-00pa3oBa-
TeNBHOU cpenie (uimaia M JOCTYITHA OOyJaromUMCs U3 JTI000W TOYKH JOCTyNa K WHPOpMAIH-
OHHO-KOMMYHUKAIIMOHHOU ceTH «IHTepHeT.
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BBEJEHHUE

Hucuunnuna «I[lpuknagHas uHdopMaThkay sIBISETCS KypcoM IO BHIOOPY B
COCTaBe MaTeMaTUYecKoro U ecrectBeHHoHayuyHoro mnukina (b2.BB.01,
b2.B./IB.1, b2.B.JIB.1.1., C2.B.IB.1.1).

Jnst ocBoenust nucuuriuubl «lIpuknannas uHdopmaTHKa» CTYIEHTHI UC-
MOJIb3YIOT 3HAHMSI, YMEHHSI 1 HABBIKHU, MTOJYYEHHBIE B IIPOLIECCE U3YUEHUS IIKOJIb-
HOT'O Kypca UHPOPMATUKH.

Huctununa «[Ipuknannas uHbOpMaTUKay SBISETCS MPEAIIECTBYIOIICH
st KypcoB «Hbopmalimonabie TeXHOI0TUM» U «OCHOBBI MaTeMaTU4YeCKON 00pa-
00Tku uHbopMarmy. TeopeTuueckre 3HaHus U MPAKTUYECKUE HABBIKHU, MTOJIYYEH -
HbI€ CTYJCHTAMH MPU U3YUYEHUHU JAUCIUIUIUHBI, MOTYT OBITh UCIOJIB30BAHbI B MPO-
1[eCCe YCBOCHHUSI MPEAMETOB, CIASAYIOMIUX JIajiee Mo yueOHOMY IJIaHy, IPH MOAro-
TOBKE KYPCOBBIX U BBIITYCKHBIX KBAJTM(DUKAITMOHHBIX pabOT, B MPOIIECCE HAYUHBIX
HUCCIIeI0OBaHUM.

B cootBerctBun ¢ ®I'OC BO no nanpasieHusm noarotoBku 44.03.01 Ile-
narorudeckoe obpaszoBanue (npodmin — dusudeckas KynabTypa, HauanpHoe 00-
pa3zoBanue, JxoHoMuka, dunonoruueckoe obpazopanue); 44.03.05 Ilegaroruue-
ckoe obpazoBanue (¢ AByMSI MpOGUISIMU TMOJATOTOBKH — AHTIIMUACKHUH s3bIK, He-
MelKui 361K, Matemartuka, MadopmaTuka; HaganbHoe oOpazoBanue, Jlomkosib-
HOe oOpaszoBaHue; DKOHOMUKA, TexHomorus; IkoHomuka, [IpaBo; Ucropus, I[pa-
B0); 44.03.02 Tlcuxonoro-nenaroruyeckoe 00pa3oBaHUE pPacCMOTPEHHBIE B TOCO-
OuM TeMBbl SIBIISIIOTCS CPEJICTBOM (DOPMHUPOBAHUS CIEAYIOIIMX KOMITETCHIIUNA:

— Cnoco0eH UCIOJIb30BaTh €CTECTBEHHOHAYYHBIE M MATEMAaTUYECKUE 3HAHUS JIJIS
OpPUEHTUPOBAHUS B COBpeMEHHOM MH(popManinoHHOM npocTtpancTse (OK-3).

— Cnoco0eH HCTMOoIb30BaTh COBPEMEHHBIE METOJbI M TEXHOJOTUU OOyYCHUS U
nuarHoctuku (I1K-2).

B pesynbraTte n3yyeHus MUCHUIUIMHBI CTYJICHT JOJKEH

3Hamb: OCHOBBI COBPEMEHHBIX TEXHOJOTHH cOopa, 00pabOTKH U mepeaadu
uH(OpMAaINK; Ha3HAYCHUE U BO3MOKHOCTUA O(PUCHBIX MPUKIIATHBIX TPOTPAMMHBIX
MPOAYKTOB; IPUEMbl aHTUBUPYCHOMU 3aIIUTHI;

yMemb: CaMOCTOSITENIBHO pabd0TaTh B COBPEMEHHOM WHTErPUPOBAHHOUN CH-
creme o0paboTku U nepegaun nHGopmanuu cpeacrsamu nakera Open Office.org;

671a0enb: CaMOCTOSITEIbHBIMU HAaBbIKAMHU PA0OThI HA IEPCOHATIBHOM KOMITBIO-
TEpe MOJI YIPABIEHUEM KOHKPETHON ONEPAallMOHHON CHCTEMBbI; HABBIKAMU PA0OOTHI €
OpUCHBIMUA TIPOrPAMMHBIMU CPEJCTBaAMH; 0a30BbIMH MPOrPAMMHBIMHU CPEICTBAMHU
AHTUBUPYCHOM 3aIIUTHI MH(OPMAIIMK, HABBIKAMU MOUCKA UH(OPMAITIH.

Lenv oucyununovl: GOpMUPOBAHUE CUCTEMATU3UPOBAHHBIX 3HAHUM, YMEHUN U
HaBBIKOB A(P(EKTUBHOTO MPUMEHEHHSI TPOrPAMMHBIX CPEJICTB OOILEro Ha3HAYECHHUSL.

3aoauu oucyuniuHvl: O3HAKOMUTH CTYJEHTOB C OCHOBHBIMU HaIpaBIICHUS -
MU HUCIOJIb30BaHUSI MH(GOPMAIIMOHHBIX PECYPCOB U MPOrPaMMHOTO OOECeueHHUs
COBPEMEHHBIX KOMIBIOTEPOB; CHOPMUPOBATH Y CTYJIEHTOB YCTOWUYMBBIC MPAKTHYE-
CKH€ HaBBIKM A()(PEKTUBHOTO MPUMEHEHHUS MPUKIIATHBIX MPOTPAMMHBIX TTPOIYKTOB
B paMKaxX KOHKPETHOM OIEPALIMOHHON CUCTEMBI.



OcBoeHNe MaHHON IUCLUIUIMHEI ABIISIETCS HEOOXOIHMMOW OCHOBOM IS IIO-
CJIEAYIONIET0 H3YYEHHS APYTUX AUCHUIUIMH U TMPOXOXKJCHHS MEJarornyecKoiu
npakTukd. OCHOBHOE Ha3zHaueHuwe AUCHUIUIUMHBL «lIpuknagHas uHpopmaTUKay —
dbopMupoBaHUE TEOPETUUYECKUX M MPAKTHUUECKUX 3HAHUN B 00JacTtu oOpabOTKH,
XpaHeHus, repeayu 1 MHPOopMaIu ¢ TOMOIIbIO KOMIIBIOTEPA.

YuuTeiBasi YHUBEPCAIbHOCTh AUCHUIUIUHBL «lIpukiamnas uHpopmaTUKay,
clieyeT BBIJCIUTh €€ 0a30Bo€ Ha3HAUeHHUE. ITO, MPEXKIe Bcero, (GopMUpOBaHUE
KOMIETEHIIUNH OyIyIIMX CHEIUATINCTOB JIFDOOT0 HAIMpaBJICHUS MOJATOTOBKH, KOTO-
pbi€ TO3BOJISAT UM MOJIEPHU3ZHPOBATH MpOIEecC 00yUeHUs B COOTBETCTBUU C TPeOO-
BaHusAM HoBoro ctangapta ®I'OC. OcHoBHON (OpPMON 3aHATHUHA IO JUCIUILUIMHE
«IIpuknannas uHGOpMaTUKaY SBISIOTCS JTabopatopHbie 3aHATUd. [lomydyeHHbIe Ha
JIEKIIUOHHBIX 3aHATHUSX TEOPETUUYECKUE CBEJCHUS HEOOXOIMMO TPEBPATUTH B
KOMITIETEHIIUN, KOTOPHhIE BhIPAOATHIBAIOTCA Ha JAOOPATOPHBIX 3aHATHUSX MPU BbI-
MOJIHEHUH PA3JIMYHBIX MPAKTUUECKUX padoT. JlomoaHeHneM K J1abopaTOpHBIM 3a-
HATUSIM SIBISIETCSI CAMOCTOSITENIbHAsI paboTa CTYyI€HTOB, KOTOpas COACPKUT, B TOM
YUCJIE, BBIMOJHEHUE WHIUMBUAYAJIbHO IUIAHUPYEMbIX 3aJaHUM NJI1 CaMOCTOSITENh-
HOU paboThl. B Hauasne 1a00paTOPHOIO 3aHATUSL U B paMKaX CaMOCTOSITEILHOU pa-
OOTBI CTYJIEHTHl JOJKHBI JOMOJHUTEIBHO MPOpadOTaTh TEOPETUUECKUE OCHOBBI
n3ydaeMmoi Tembl. Takum 00pa3om, IJIaHUPOBaHUE JTAOOPATOPHBIX 3aHATUM COMIEp-
KUT 3 COCTABJISIONINX — TEOPETUUECKOE BBEJICHUE, 3aJaHUS U 3a]]a4H, BHITIOIHSIC-
MBIE COBMECTHO C IMpPENOAAaBaTeNIeM Ha 3aHATUU W 3aJlaHMs ISl JOTOJHUTEIIbHOM
WHMBUyJIbHON U BapUATUBHOM COCTABIISIONICH CAMOCTOSITEIbHON PabOTHI.

B pamkax naGoparopnbix 3aHatuii o gucuuiuinie «lIpukinannas napopma-
THUKa» CTYJCHTHI JOJKHBI CPOPMUPOBATH MIPEJICTABIICHUE O 11€JI€CO00Pa3HOCTH UC-
MOJIb30BaHUSI KOMITBIOTEPHBIX TEXHOJIOTHI B 00pa30BaTEIbHBIX IIEJISIX, B TOM YHUC-
JIe DIEKTPOHHBIX CPEICTB 00pa3oBaTebHOTO HazHaueHus. [Ipu 3TOoM HEOOX0IMMO
BBIPA0OTATh HABBIKM MPAKTHYECKUX MPUEMOB, CBSI3aHHBIX ¢ pab0TON HaJl O(UCHBI-
MU JOKYMEHTaMHU.

Cnenyer oOpaTUTh BHUMAHHE HA B3aUMOCBSI3b JJAHHOW JUCHUIUIUHBI C JIPY -
TUMU JUCIUIIMHAMHA UHPOPMATUKU, U3YyYa€MbIMU TTOCJIE OCBOCHHMS TAaHHOTO KYp-
ca («MHpopmalimoHHBIE TEXHOJOTHH B 0Opa3oBaHUM», «OCHOBBI MaTeMaTHYe-
CKoM o0paboTku wuHpOpMaIUU» U 1p.). Cob6ctBenHo  «IIpuknagHas
uH(popMaTHKa» — 3TO 0a30Basi OCHOBA ISl OCBOEHUS JIHO00M IpYroil TUCIUILTAHBI.

Takum 00pa3om, 1ENbI0 TAHHOTO y4eOHO-METOUYECKOTO OCOOUs SBIISET-
Csl CUCTEMATHU3alMsl Y4eOHOTO M JIUJAKTUUECKOr0 MaTepuaia, He0OX0MMOTo Jis
MPOBEICHUSI MPAKTUYECKUX 3aHATUN 1o auciuiuinae «lIpuxnannas nadopmaTu-
Ka». B mocoOuu mpuBOAUTCS KPATKOE M3I0KEHNE TEOPETUUECKUX CBEJICHUMN, HE00-
XOJMMBIX JIJIsl TIPOBEJCHUSI 3aHIATHUI, PYKOBOJACTBO K BBIMOJHEHHUIO MPAKTUYECKUX
paboT Mo M3y4yaeMou TeMaTHKe.

VY4eOHOo-MeTOoIMUECKOE TOCOOHE aiPECOBAHO CTYIEHTAM OYHOI'O M 320YHOTO
OTJICJICHUM ISl BBIMIOJTHEHUS 00513aTeIbHON U BapUATUBHOM COCTaBIISIIOIIEH caMO-
CTOSITEILHOM paboThI, JIsl MOATOTOBKHU K 3aHITHUSIM, K TECTUPOBAHUIO U K 3a4€Ty
no npeamety «IIpuknaanas napopmatukay.



JIABOPATOPHAS PABOTA Ne 1
Tema: UnterpupoBannas cpena naxkera Open Office.org Writer.
Co3nanue HOBOro 10KyMeHTa. PenrakrupoBanue nokymenrta. Coxpane-
HHe
U OTKpbITHE 10KyMeHTAa. [IpoBepka opdorpadumn. Ilouck B Texkcre

Lenv pabomul: 3yunth UHTErpupoBaHHyto cpeny Open Office.org Writer.
Hayuutbcst pelakTipoBaTh TEKCTOBBIA IOKYMEHT, TPOBEPATh opdorpaduro u npo-
BOJUTH MOUCK B TEKCTE, UCIIOJIB30BATh ABTO3AMEHY.

3aoanue:

1. Co3naTh TOKYMEHT U COXPAHUThH €TO0.

2. O3HaKOMHUTBCS CO BCEMU dJIeMeHTaMu okHa mporpammbl Open Office.org
Writer: cTpokoii 3aroioBKa, CTPOKONH MEHIO, TAaHEISIMU MHCTPYMEHTOB (Kak jJo00a-
BUTh WM YJAJIUTh WX), MACIITA0OHOW JIMHEWKOHN (TOPU3OHTAIHPHOW W BEPTHKAIH-
HOI1), MapKepaMy IPaHMI] TEKCTa Ha JIMHENKE, CTPOKOW COCTOSIHUS, IOJIOCAMH IPO-
KPYTKH.

3. IlpoBeputs opdorpaduro JOKyMEHTA.

4. TlpoBecTu onepaluio MOMCKa U 3aMEHbl CHMBOJIOB WJIM CJIOB B TEKCTE Ha
CBOE YCMOTPEHHUE.

5. [IpoBecTu onepainuu BblieJIeHUST (PArMEHTOB TEKCTa B COOTBETCTBUU C
peXKMMaMu, YKa3aHHBIMU B CTPOKE COCTOSIHUS (CTaHAApPTHBIN, pacIIMpEeHHbIN, 10-
0aBOYHBIN, OJIOK).

6. OcyliecTBUTh KOMMPOBAHUE TEKCTA PA3TMUYHBIMU CrIocoO0amu (yKa3aHHbBI-
MU B TEOPETUUYECKOM YacTu paboThI).

OCHOBHBbIE nOHAMUA U OnpedeneHus: CTPOKa 3arojioBKa, MaHellb HHCTPYMEH-
TOB, JIMHEWKA, CTPOKA COCTOSIHUS, PEKUMBI BCTABKH U 3aMEHbBI TEKCTA.

Teoperuueckue cBeIeHUs

Opranuzaius 1000 NeATeIbHOCTH MPEAYCMATPUBAET OJATOTOBKY Pa3iny-
HBIX TEKCTOBBIX JTOKyMEHTOB. IIpuKa3bl, OTYETHI, MHUCbMA, COOOIIECHUS U JPYTrHe
MH(OPMAIMOHHBIE TOKYMEHTHI, JAEJIOBbIE U HAYYHBIE COOOIIECHHS U T. II., MOATO-
TOBJIEHHBIE C MOMOIIbIO KOMIBIOTEPHOM TEXHOJIOTHH, SIBISIOTCS HEOThEMIIEMOMN
4acTbl0 MH(OPMAIMOHHOTO MPOCTPAHCTBA COBPEMEHHOW OpraHU3alMM, COCTaB-
JISIFOT OCHOBY CHCTEMBI JIEJIONTPOU3BO/ICTBA.

@opMHUpPOBAHUE AOKYMEHTOB OCYIIECTBISETCS C MOMOLIBIO CHEIUAIbHBIX
porpamMm, KOTOPbIE HEPEJIKO OMPEIEIISIFOTCS KaK TEKCTOBBIE MPOIECCOPHI (peaaK-
TOPBI).

Writer — MHOTO(YHKITMOHANIbHAS TIpOrpaMMa 00pabOTKU TEKCTOB (YHHUBED-
CaJlbHBI TEKCTOBBIM MpPOILIECCOp), MpPEIHA3HAYEHHAs! Il CO3JaHUsS TEKCTOBBIX
¢aitnos, coaepKaux HEMOCPEACTBEHHO TEKCT M COIIPOBOXKIAIOIIUE €T0 TaOJIHIIbI,
WUTIOCTPalUU B (pOpME PUCYHKOB, ClaiIoB Mpe3eHTauui, potorpapuii u T. 1., U
nepeaayu 3Tux (aiaoB B MHOOPMALMOHHOE MPOCTPAHCTBO Kak B (hOpMeE TpauIy -
OHHBIX JIOKYMEHTOB, TaK U B (hopMe BEO-T0KyMEHTOB.

Writer GyHKIIMOHUPYET B omnepanrioHHou rpaduueckoit cpene Open Office



COOTBETCTBYIOIIETO MOKOJICHUSI.
[Tporpamma Open Office.org Writer 00p1dHO pa3meniaeTcs Ha nanenu /Ipo-
epammul ['TaBHOrO MeHI0, rjae oopa3yeT CBOIO Manky, o003HaueHHYr kak Open

Office.

W3yueHue METOI0B UCIIONBh30BaHUs WH(OPMAITMOHHBIX PECYPCOB ISl 00pa-
00TKu TekcToBOM WH(MopManmu Ha Oaze mpuioxkeHuss Open Office.org Writer
IpenoiaraeT OBIaeHIE CIEAYIONUMU HaBbIKAMH:

— BBI30B M IpeKpaileHre padboTel B TekcToBOM mpoieccope Open Office.org
Weriter;

— CO3JlaHHe, COXpaHEHHUE, OTKPHITUE U TIOUCK TEKCTOBBIX JJOKYMEHTOB;

— MAapKHPOBKa, MOUCK U MO3UIIMOHUPOBAHUE B AJIEKTPOHHBIX TEKCTAX;

— (opmaTupoBaHue ab3aleB: YCTaHOBKa MEXKCTPOUYHBIX WHTEPBAJIOB, OTOMBKA
Mexay ab3ariamu, yCTaHOBKA BTSDKKM M a03aI[HOTO BBICTYTIA, U3MEHEHUE CTHU-
neit opopmiieHus ab3ares u T. 1.

— KOIHMPOBAHWE U BCTPAUBAHHUE TEKCTOBBIX OOBEKTOB: KOMMPOBAaHUE (PparMeHTOB
TEKCTa JOKYMEHTA; KOMMPOBAHUE C YIAJICHUEM; BCTaBKA CIIEIIUATbLHBIX CUMBO-
JIOB M T. T1.;

— npuMeHeHnue QYHKIUHN CIUSHUS I pa3pabOTKU CIOKHBIX TOKYMEHTOB;

— pa3zpabotka ¢hopm 11l BBOJA OTIEpaTUBHON UH(POpMAITUH;

— HalMCaHWE HEOOJIBIINX MAaKpPOMPOTPaMM, ITO3BOJISIONINX aBTOMATH3HPOBATH
MOJITOTOBKY CTaHJIAPTHBIX JAEJIOBBIX JTOKYMEHTOB, U JIp.

B mporiiecce moAroToBKM TEKCTOBBIX TOKYMEHTOB HEOOXOJIMMO TMOJIb30BaATh-
Csl TIOHATUSIMH M TEPMHUHOJIOTHEH, MPUHATHIMU B H37aTelbckoMm Jene. [Ipexne
BCETO, CIEAYET 03HAKOMUTHCSI C MIOHATHEM «COCTaB TEKCTOBOTO JIOKYMEHTA.

CocTaB TEKCTOBOI0 IOKYMEHTA

Cpean MHOTO0Opa3usi TEKCTOBBIX JOKYMEHTOB 0CO00€ MECTO 3aHMMAIOT JIe-
JIOBBIE TOKYMEHTHI, MIpeIHa3HaueHHbIE AJsl oOecrnieueHus: 3pPeKTUuBHOrO PyHKIIN-
OHHMPOBAHUS PA3IMYHBIX OpraHU3anuid, (OPMUPOBAHUS OCHOBHI CHCTEMBI JTOKY-
MEHTO000pOTa. DTU TOKYMEHTHI IOJKHBI (DOPMUPOBATHCS HA OCHOBE OOIIETTPHHS -
THIX TPEOOBAHMI K TEKCTOBOMY JIOKYMEHTY.

B o6miem Bujie TEKCTOBBIA JOKYMEHT, TOATOTOBICHHBIN IJI U3IaHUS, UMe-
€T CJIEIYIOUIYIO CTPYKTYpY:

1) TekcToBas 4acTh;

2) BHenIHee odopmieHne — 00J10KKa, ¢hop3all, TUTYIbHBIN JIUCT;

3) wuIoCTpaIyu, NacnopT U3/IaHuUA.

B npon3BoACTBEHHON NEATEIHPHOCTH OOBIYHO MMEIOT JISJI0 ¢ TEKCTOBOM Ya-
CTBIO JOKyMEHTA WJIH, €III€ MEHbIIIE, — C OCHOBHBIM TEKCTOM WJIM €T0 YaCThIO.

Texcmosas uacmes COCTOUT W3 TUTYJIBHOTO JIMCTA, OCHOBHOTO TEKCTa H
amnmapara u3JaHus, KOTOPbI BKIIIOYAeT B ceOs: OTJaBICHUE, BBeICHUE, pedepar,
3aKJIroueHue, OubInorpauiyecKkuii CIUCOK, MPUIOKEHHE.

TexcroBas 4acTh M0JDKHA OBITH MpOHYMepoBaHa. Hymepanus cTpaHwuil Be-
JIETCSl MOCTEA0BATENIbHO OT TUTYJBHOTO JIUCTA A0 MocieaHel crpanulbl. OTodpa-



’KAETCsl HOMEp CTPaHULbl, HAUMHAS C JINCTA BBEJCHUS, HA TUTYJIBHOM JIUCTE U JIH-
CTE OIJIABJICHHUSI HOMEpA CTPAHMI] HE CTABSITCS.

N300paxkeHne TEeKCTa JOKYMEHTa XapaKTEepH3yeTCs pa3MepoM M I[BETOM
mpu@dTa, a TakKe €ro HaYepTaHUEM (TAPHUTYPOM).

B kauecTtBe enMHMIIBI U3MEpPEHHUs pa3Mepa HpudTa B U3JATEIBCKOM JIEJIe
UCIIOJIb3YETCsl KEeIJlb, KOTOPBIN N3MEpSAETCs B MyHKTaX (COKpaIeHHo — MT.). Pexo-
MEHJIyeMbIi pa3Mep KerJisl JUisi OATOTOBKU O(UCHBIX JOKYMEHTOB — 12 mT., pa3-
Mep TekcTa B Tabnuiax — 8 nr. s moAroToBKU JOKyYMEHTa K U3AAHUIO CIIETYEeT
YBEJIMYUTH KEIJIb OCHOBHOI'O TeKcTa 10 13 mrT.

Hauepranue mpudra omnpenenser pucyHok OykB andasuta. Kaxkawii an-
(GaBUT, CO3/aHHBIM C MOMOILBIO COOTBETCTBYIOLIEIO PHCYHKA, HMEET COOT-
BETCTBYIOILIEE UMS.

B TekcTe mOKyMeHTa ClIeAyeT BBIAENATH CIECAYIOIINE OCHOBHBIE 3JIEMEHTHI:
pyOpHUKH, OTTIABICHUS, WILTIOCTPAIIUU (PUCYHKH).

[Ton pybpuroii moHUMAaETCs BBIACTICHHBINA pa3/ien TeKCTa u3nanus. PyOopuku
B TEKCTE Pa3JEAI0T Ha:

1. TEMAaTHYCCKHUE:
1. Mo coAep:KaHUIO: CUCTEMHbIE, BHECUCTEMHBIE (TAaOJIHIIbI, BBIBOJIBI U T. 11.);
2 . o o(hOpMIIEHHIO: MpPEphIBAIOLIUE, TapalIeIbHbIe (3ar0JIOBOK Ha IMOJIE Mep-

BOro ab3arna — (OHApPHK, 3ar0J0OBOK, BBIJICICHHBIH M CKPBITBIM B TEKCTE
pyOpHKH, 3ar0JIOBOK B 00OpKE TIepBOro ad3aia cBoero mojapaszaena — ¢Gop-
TOYKA);

st o003HaueHuss HOMEPOB PYOpPUK MOTYT HMCIOJB30BaThCs apabckue u
puMckne 1udpbl, TPOMUCHBIE OYKBBI PyCCKOTo andaBuTa (I M3JaHUI Ha pyc-
CKOM $I3bIKE€) MJIM CTPOYHBIE C 3aKpbIBAIOLIEICS] CKOOKOM (B 3TOM Cilydae Cleqyro-
1jast JuTepa — MpONuCHast).

[locne Tekcra 3arnaBusi pyOpHKM TOYKY HE CTaBST, OCTABJISIIOT TOJBKO
MHOTI'OTOYME WJIM BOCKJIMIATEIBHBINA U BOIPOCUTEIBHBIN 3HAKU.

[lopsinkoBbIA HOMEp pyOpHMKHM M TEpBas JUTEpA 3arojoBKa pa3lessitoTCs
TOYKOM TOJIBKO B TE€X CIy4asX, KOTJa OHU HAXOIATCS HAa OJHOU CTPOKE.

Paznuyaror cineayronme CucTeMbl HyMepaluy pyOpuk (CIHUCKa):

2. CKBO3Has (OT MepBOMl 10 mocneaHel pyOpuku AaHHOU ctyneHu). [Ipu-
MEHsIETCs JUIsl pyOpHK OCHOBHBIX IIOJPA3/EIIOB;

3. nopaszesbHas (0T NEpPBOU 10 MOCIeAHENH pyOpPUKU TOJIBKO BHYTPH pa3-
nena). PekoMeHyeTcs py pe3Ko pa3rpaHUYEHHBIX YaCTAX U3JaHUS;

4. WHJCKCAMOHHAs (Y KOKI0M pyOpHKU cTaBUTCS HU(PPOBON MHIEKC, CO-
CTOALIMM M3 TOPSAIKOBBIX HOMEpPOB CTAapIIMX pPYOpHUK, KOTOPBIM OHa
noaunHeHa). Mcronb3yeTcs: B U3JaHUSAX HAy4YHOM, CIIEHUAIBbHOM, CIPABOYHON 1
y4eOHOI JTUTEepaTypHI.

Oznasnenue — OCHOBHAs 4acTh M3[aHUs, COAEprKalasi rnepeyeHb Bcex 0e3
VCKJIFOYEHUSI 3aroJIOBKOB JOKYMEHTA, PACIOJOKEHHBIX KOJOHKAMH B COOTBET-
CTBUM CO 3HAYMMOCTHIO. B mepBOM cieBa KOJIOHKE — 3aroJIOBKHU IIEPBOM, caMOM
CTapLIEH CTYIEHU, BO BTOPOU — 3ar0JIOBKU MEHBIIIEH CTYIIEHU U T. 1.



KonoHku cnenyert oroasurath Ha 1,5-2 ¢cM oJiHy OT ApYTOM.

Chnucku TO3BOJSIOT BBIACIUTH a03allbl ¢ MOMOIIBIOD Mapkepa (HEeymopsio-
YEHHBI CMHMCOK) WM C MOMOIIBIO 3HAKOB alihaBuTa WK HUPp (YHOPSAOUECHHBII
CIHUCOK). YTOPSAOYEHHBIN CIMCOK MOYKET UMETh HECKOJBKO YPOBHEW (CTymHeHeil)
BJIO’KEHHOCTH.

Hnnriocmpayuu OTHOCSATCS K OCHOBHBIM 3JIEMEHTaM u3naHus. K kaxmoi ui-
JOCTpAIUK MOJO0KEHO YCTAaHOBUTH MOANHUCH. JJ11 opopMIIeHUsI TIOJINUCH CIIETYET
NPUACPKUBATHCA CIEAYIOLIEro TMOpsIKa: Ha3BaHUE WJUIIOCTPALIMK, €€ HOMED,
MOJIPUCYHOYHAs TOJIMUCH (HAAMUCH), MOSICHEHHE JeTalleld pUCyHKa, paciudpoBka
YCJIOBHBIX 0003HAYCHUH.

Kpowme Toro, cymecTByoT u ipyrue TpeboBanust K oOpMICHUH MOITUCH:

— HasBanwue wuttocTpaiuu ycioBHO cokpaimaercs «Puc.» nmu «Tadm.».

— TlopsinkoBBINT HOMEp WIUTIOCTpAIMM MHILETCs, KaK MPaBUjIo, apaOCKUMH U ]-
pamu.

— IloxpucyHouyHas NOANKCH TOJKHA ONPENEIATh TEMY H300paKeHUs.

— llosicHenue neraneil KOHCTPYKLMH CIIEIYET ONpPEAesATh YCIOBHSIMHU M300pa-
*eHus (B pa3zpe3e, CXeMaTH4HO U T. I1.)

— PacmmdpoBka ycinoBHbIX 0003HaUY€HUN U MpUMeUYaHuil (repes paciu@poBKon
ClielyeT NMOCTaBUTh ABOETOYME), IOJDKHA OMPEAENATh CMbICT IU(PPOBBIX WIH
OyKBEHHBIX 0003HAUYEHUN, HAHECEHHBIX Ha PUCYHOK.

HNuterpupoBanHas cpeaa nakera

Cpena tekcroBoro npoueccopa Open Office.org Writer Bkitouaer cieny-
IOILME DIIEMEHTBI:

Cmpoka 3a2on106Ka CONEPKUT Ha3BaHUE (ailjla U IpOrpaMMbl, B KOTOPOU
3TOT (ajl OTKPHIT U KHOIIKH: C8EPHYMb, PA36EPHYMb, 3AKPbIMb.

Cmpoxa meHio CONEPXKUT TPYIIBI KOMaHJ, OObEIWHEHHBIX TO (DYHKIIHO-
HaJIbHOMY INpU3HAKy. KomMaHAbl MEHIO BBIOMPAIOTCS C MOMOILBIO MBIIIH, KIABUIII
YOPABJICHHUS] KYpCOPOM MJIM KOMOMHAUMU HA)KaTHUs ONPEJEICHHBIX KJIABHII («IO-
PSYMX KIIABHIID»).

Pabouee none — 370 MPOCTPAHCTBO HA 3KpPAHE MOHUTOPA JUIsl CO3/IaHUS J10-
KyMEHTa U pabOThl C HUM.

Ilonocwt npokpymku city>kat AJjig IEepeMelleHHs 10 JTOKyMEHTY B pabodem
MoJie OKHa.

Ilanenu uncmpymenmos cojepkaT Ha0Op KHOMOK JUIsl IPOBEJICHUS pa3iny-
HBIX JECWCTBUI HAJX JOKYMEHTOM (COXpaHEHHE, OTKPBITHE, CO3JAaHHE JTOKYMEHTa,
KOIIMPOBaHUE TEKCTa, yAaJleHWe W T. I.). lIpu mojaBeneHnn ykasaTessi MBIIIN K
KHOIIKE MaHeJId HHCTPYMEHTOB MOSIBIISIETCSI COOTBETCTBYIOIIEE HA3BAHUE KHOIKHU.
[TaHEenM MHCTPYMEHTOB YCTAHABJIMBAKOTCSA U YIAISIOTCA MPU MOMOIIM MEHIO Buo,
llanenu uncmpymenmos.

Koopounamnas nunetika onpeaensieT rpaHuilbl JOKyMEHTa U O3UILIMH Taly -
asuuu. PaznnyaroT ropu30HTaIbHYIO0 U BEPTUKAIBbHYIO JTHUHEHKH. C MOMONIBIO JIK-
HEEK MOKHO YCTAaHABJIMBATh IOJISI JOKYMEHTa, a03allHble OTCTYIbI. YCTaHABJIM-



BaTh U YJIaJISATh JIMHEUKY MOXHO C IIOMOIIBIO MEHIO Buo—Jlunetika.

i =) @ o W [ " &
| | Arial | |10 v | B A &
oA N2 34 g6 79
I'panHIa OTCTYI IpannLa
absala crnega ab3aLa crpaea

KpacHOH CTpokH
PucyHnok 1 — @parMeHT ropu30oHTaIbHON JIMHEUKHU

Cmpoxa cocmosnus onpenenseT TeKyllee MoJI0XKEeHNEe Kypcopa B JOKyMEHTE,
a TaKXe COJICPXKUT CIPABOYHYIO MHPOPMAILIHIO.

£
CTpaHiua 11 ODBIYHEIN 100%: BCT  CTAHA | *

Pucynoxk 2 — Ctpoka cocTosaHus

Bv1600 cmpoku cocmosinus unu omkaz om Hee 0CyuleCmensiemcs ¢ NOMOUbIO
xomanovl Buo — Cmpoxa cocmosnus.

IIPOITUCBIBACTCS, CKOJIBKO CTPpaHHUIL COACPKUTCA B JOKYMCH-
CTPAHUIIA 1/1 |™P » CKO PaHHIL COACP JOKY
TC 1 HOMep TCKYH_IeI/I CTpaHI/IHBI

OBbIYHbIN CTHJIb O(hOpMIICHHUS TOKYMEHTA.

100 % MacmTad JOKYMEHTA.

PEXKUM BCTaBKH/3aMEHBI CUMBOJIA. PeXK1UM BCTaBKH ITO3BOJIS-
€T BCTAaBUTb CUMBOJI Ha MCCTO ITOJIOKCHUA KypCOpa, B pCiKU-

BCT/3AM . 9
M€ 3aMEHbI BCTaBJICHHBIA CUMBOJI 3aMEHSIET COOOM Mocey-
FOIIMIM (T. €. KOKIbIU MOCIEAYIOUIMN CUMBOJI «CHEAAETCS).
CTAHI CTaHJIAPTHBIN PEXKUM BBIACICHUS.

PACUIMPEHHBIN PEXUM BBIJICIICHUS: IIETYOK MBI YBEJIH-
PACIII YMBAET WIM yMEHbIIAET TEKYyIee BbIJICIEHUE OT MECTa IO0-
JIO’KEHHUS Kypcopa.

I[O63BO‘-IHI>II‘/JI PCKUM BBIACIICHHA ITIO3BOJIAACT BBIACIIMTL HC-
CMCIXKHBIC 4aCTH TCKCTA.

JJOGAB

BJIK MO3BOJISIET BELIEIATE OJIOKH TEKCTa

MOSIBJISIETCS B TOM Cily4ae, eciu (aill uMeeT HecOoXpaHEeH-
HbIE U3MEHEHUSI.

*
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Co3naHne HOBOIO JOKYMEHTA

JIoKyMeHTBHI M 1Ia0J0HBI JOKYMEHTOB CO3/aI0TCSI C TTOMOIIBIO KOMaHIbI
Daiin—Cozoams. Unn ucnone3yercsa kHonka «Co3z0amby» Ha NAHEIU UHCTPY-
MEHTOB.

CoxpaHeHue J0KyMeHTa

Joxymentsl Writer coxpansitorca B Bue (aiaoB CO CTaHIAPTHBIM PaCIIM-
peHueM .odt. IlepBoHayanbHOE COXpaHEHUE HOBOTO, TMOO COXpPAHEHHE CYIIECTBY-
IOILIEro JAOKYMEHTa MOJ JAPYrMM MMEHEM, Ha JIPYyrOM JIHMCKE, B JPYrOM Karajore
BbINIOJNIHAETCA KoMaHaou Daiin, Coxpanums kak... O0s13aTenbHO BeIOUpaeTcs Ghop-
MaT COXPaHsAEMOro TOKYMEHTA.

CoxpaHeHre UMEHOBAHHOTO (aiina BhINonHsAeTCs KoMaHoil @aiin, Coxpa-
HUMb WIK C OMOIIbI0 KHONKU <CoxpaHuTh> [laHenn HHCTPYMEHTOB MO0 «TrOpsi-
yuxy» kiaaBum <Ctrl> + <S>,

HNmena ¢popmaroB ¢aitsioB OpenDocument

B OpenOffice.org ucnons3ytores caeayrommue Gopmatsl Gaitios:

dopMaT J10KyMEHTAa Pacmiupenue ¢aiisia
Tekct OpenDocument *.0dt
TexcroBerit madiaon OpenDocument *.ott
CocraBHoii nokyMeHT OpenDocument *.0dm
Hoxymentr HTML * html
[a6mon nokymenra HTML *.oth
DnektponHas Tadbnuia OpenDocument *.0ds

[[Ta610H snexTponnoit Tabmuibl OpenDocument — *.ots

Pucynok OpenDocument *.0dg
[[Ta610on pucynka OpenDocument *.0tg
[Ipesentanusa OpenDocument *.0dp
[[Ta6mon mpesentaruu OpenDocument *.0tp
®opmyna OpenDocument *.odf
baza nanabix OpenDocument *.0db
OpenOftice.org Extensions * oxt

OTKpbITHE JOKYMEHTA

B nynkre menio @aiin BbIOpaTh KOMaHIy OmKpsims. 3aTeM HEOOXOIUMO
yKa3aTh MECTOMOJIOKEHUE TOKYMEHTA. 3/1eCh TaK:Ke€ MOKHO OTKPBITh JOKYMEHTBI
apyrux (opMaToB, KOTOPBIE MO IepKUBaeT Writer.

PeﬂaKTHpOBaHI/Ie HOKYMEHTA
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Cnoco0blI Bbl/IeJIEeHUSI (PPATMEHTOB TEKCTA

dparMeHThl TEKCTa MOKHO BBIJICIISTh C IOMOIIIBIO KIA8UAmMYpbl VI MbLULU.

Brinenenne gpparmenTa TEKCTa ¢ HOMOWbIO KIABUAMYDbL!

1. OJIHOBPEMEHHO HakaTh kiaBuiry <Shift> u knaBuiry mnepemenieHus

Kypcopa JJis 3aKpailiBaHus pparMeHTa B Hy>KHOM HaIllpaBJICHUH.

Jlnst BeIiEeneHUs: (hparMeHTa TeKCTa ¢ HOMOWbI0 Mbluiu HEOOXO0IUMO:

2 . yCTAaHOBUTH yKa3aTellb MBIIIM B HAYaJO BBIICIEHUS U, AEpKAa HAXKATOU JIEBYIO
KHOTIKY, IPOTAIUTh MBIIIb JI0 KOHIIA BbIJIETsIeMOT0 (hparMeHTa;

3. IpHU BBIACICHUU OJHOW HMJIM HECKOJBKHX CTPOK TEKCTAa HAXKATh HA JIEBYIO
KHOIKY MBIIIM CJieBa OT Haudaja TEKCTa U MPOTAIIUTh MO BbIIECIIEMbIM
CTpOKaM;

4 . CJIIOBO LIEJIMKOM BBIACIISIETCS JBOMHBIM MIETYKOM MBIIIIH;

5. IpeJIOKEHNUE LEeTUKOM (OT TOYKHU J0 TOYKHU) BBIACISIETCS TPOUHBIM IIETYKOM
MBI B JTIOOOM MECTE MPEITI0KECHUS.

Konuposanue, nepemenienue u yaajeHue (pparMeHTOB TEKCTA.

DT oneparyy BBITOIHSIIOTCS TOJBKO IO OTHOIICHUIO K 8bldeieHHoM) dpar-
MEHTY TEKCTa WJIM UHOT'O OOBEKTA.

1. KonupoBanue ocymiecTBisieTcss kKomauaou Ilpasxka, Konuposamo, Konus
nomeniaercst B Oydep 1 MOKET MHOTOKPATHO HMCIIOJIb30BATHCS JIJIsi BCTABKU C T10-
MoIlb0 KoMaHabl [Ipaska, Bcmasums. s nepemenienust (parMeHTa BbIIOJIHS-
OTCS KoMaHabl: [lpaska, Bwipezams, a 3atem — [lpaska, Bcmasums. Y panenue
(dbparmMeHTa TeKcTa BBIMOJIHAETCS 0 KomaHae /Ipasxa, Ouucmums WU TIPU HAXKa-
TUM KJaBuiy <Del>.

2. MOXHO TakXe MCIOJIb30BaTh KHONKU «Konuposamwvy», «Bcmasumoy, «Bui-
pe3zambpy aHeNN UHCTPpyMeHTOB CmanoapmHuas.
3. IlepeMeriaTh BBIACIECHHBIA (PPArMEHT MOXHO TaKe MyTEM IepeTacKuBa-

HUS MblIIIEH (pparMeHTa B Hy»KHOE MECTO. A I KOMUPOBaHUS HEOOXOIUMO Tepe-

TacKuBaTh ()parMeHT, yAepKuBasi HakaToi kinasumry <Ctrl>.

4. JIns konupoBaHUsI MOXKHO UCIIOIb30BaTh Koumexcmuoe MeHio.

5. Ucnonp3oBars koMOuHammu kiaBuin <Ctrl>+<Insert> — KOIIMPOBAaTh;
<Shift>+<Insert> — BCTaBUTb.

ITouck B TekcTe, 3aMeHa

[Touck B Tekcte U 3aMeHa (parMeHTa OCYIIECTBIISIETCS ¢ TIOMOIIBI0 KOMaH Ibl
IIpaska, Hatimu u 3ameHums.

1. B none «Haiimuy yka3piBaeTcsi oOpa3er Moucka.

2. B none «3amenums na» — oOpasel] 3aMeHbI.

3. MoXHO Tak k€ BBIOpATh IOTIOJHUTEIHHBIC TApaMETPhI TOUCKA: YUET PEru-

CTpa, TOJBKO CJIOBO IETUKOM, MIOUCK MOJAOOHBIX CJIOB.
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HaiTH M 3aMEHHT XI

Harth -
Hanth
Ja ~
Harith gce |

SaMEHMTE Ha
SaMEHHTE
| =
JaMEHKTE BCE |

[ ¥uWTeIBATE pPErHcTR

I_ ToneKO CAOED LERHEOM

MeHEWE NapaMeTpoE & Crnpaesa | JaKpeITE |

[T Toneko Tekywes BblAENEHHE e |
[ K Hauamy aokymeHTa
POpMAT... |
[ PerynapHoe BnipaxeHme
Ees dopraTa
[ Nomck noaotHe: . | Ll

I_ MCEaTE No CTHAAM

Pucynoxk 3 — OKHO TTOMCKa 1 3aMEHBI

BcraBka cnenuaabHbIX CHMBOJIOB
«CriennalIbHbII CUMBOJ — CUMBOJI, KOTOPOTO HET HA CTaHAAPTHOW KJIaBHa-
Type. UToOBI BCTaBUTH CHEIIMAIBHBIA CUMBOJ HEOOXOIUMO:

x
LUpmdiT ITatha j Hafop cHMEONoE IOEHDBHEH NATHHHLA j | O I
| " #lslwmla ! ( :I # | 4 , _ . / ﬂ CTHEHA |
ojrjz(3|4|s|e|7|8[e]:]|:]|=]|=|=]|" Crpasca |
@A |B|C|DIE|JF|G|H|T | |K|LIM|N|GC
plalr|s|t|ulv|w|x«|v]z]v]1]~]_ G|
“lal|b|c el flaglhli|ilk]|!l|[m|n]o
plag|r s |t|lu|y |w|x Z2 T T I d
e lel=[¥[1[s] Jelel«]-[- o] [
= N I T I I I 1 A N B I /O O 70 ) A hd L0064 {1007
CHMEONLL h—@OxEEhd

Pucynok 4 — BctaBka CUMBOJIOB

1. TlomecTuTh Kypcop Ha MECTO, TJIe TOJDKEH MOSIBUTHCSI CUMBOJI.

2. BrINoOIHUTH KOMaHIbl MeHIO Bemasumv— Cneyuanvhvie cumeonvl— OK.,
BriOpaHHasi mociie1oBaTeIbHOCTh CHMBOJIOB OTOOPaKACTCS B HUKHEM JICBOM
yIJIy OKHa.
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IIposepka opdorpadpuu

Jlnst  aBTOMatmueckor TpoBepku opdorpadun HEOOXOAMMO BBITIOIHUTH
Cepsuc—IIposepxa opgoepaghuu wmv Haxats knasunry <F7>. TlosBuTcs cooTBeT-
CTBYIOILIEE THAIOTOBOE OKHO.

JI71s1 ycnenHo mpoBepKu He0OX0IMMO BHIOpATh SI3BIK CIIOBapS.

poeepka ophorpadm: (PyccluiE) il

HeT B cnoeape

MpHKaskEl, 0TYETEI, MMCEMa, COoBWEHHA M ApYrHE HHOPMALHOHHEIS . MPOMYETHTE |
ADKYMEHTEI, AEN0ERIE M HEYYHEIE COOOLWEHMA K T. M., NOAFOTOENEHHEIE C

MOMOLWLEHD KOMABHTERHOA TEXHONOMHMKH, ABNAMTCA HEOTEEMNEMOA YaCTEHD MponyCTHTE Boé |
HHDOPMELHOHHOMD NPOCTPEHCTES COBREMEHHON OPraHMEaUMKH, COCTAENART

OCHOEY CHETEMEBl AENONPOMSEOACTES, = AofiaBHTE - |
BapHaHTel

SAMEHHTE BCE |

AETOZaMEHa |

Azl cnosapa I"‘$ PycckMii j

MapaMeTpel. .. | _npaeka | OTHMEHHTE | SaKpeEITE |

Pucynox 5 — IIpoBepka opdorpadun
ABTO3aMeHa
OyHKIUs ABTO3aMEHBI UMEET CIUCOK MCIPAaBIICHUI Hanbosee 4acTo BCTpe-
YaloIIMUXCs OMIMOOK Mpu BBOJE TekcTa. Hampumep: «aBlD» aBTOMaTHYECKH 3aMe-
HseTcs Ha «Bauy. B mento Cepsuc—Ilapamempol agmosamenvl OTKPHIBAETCA HA-
JIOTOBOE OKHO ABTO3aMEHBI.
ABTO3aMeHa BKJIIOYEHA MO yMOIYaHHIO. YTOO OTKIIOYUTH €€ HEOOXOAUMO
CHATH (aaxok Popmam—Asemogpopmam—IIpu 8sooe.
JlonosiHeHHe cJ10Ba
Ecnu sta dyHkuus BxiaroyeHa, Writer mplTaercsa yrajgaTb BBOJAUMOE CIIOBO U
ABTOMATUYECKH JOIOJIHSIET €ro Mpy BBOJIE NMEPBBIX ke OYKB.
UTOOBI OTKJIIOUYHUTH ATY «YCIYTy» HEOOXOIUMO CHATh GIaxkok /Jonoanums crosa
B MeHI0 Cepguc— Asmozamena—/[ononnenue ciosa.
371eCh K€ MOKHO HACTPOUThH:
— ABTOMarunueckoe go0aBieHue nmpoodena.
— Tloka3bpIBaTh mpejiaraeMoe CJIOBO Kak MOJCKa3Ky (MOSIBIISIIOLIYIOCS HaJl BBOJM -
MBIM CJIOBOM) BMECTO JIONOJIHAIOIIETO TEKCTA IIPHU BBOJIE.
— V3MeHATh MaKCHUMaJIbHOE YHKCJIO 3alHCeH, 3allOMUHAEMBIX Ji JOIMOJIHEHUS
CJIOBA U MUHUMAJIbHYIO JUIMHY CJIOBA.
— Y1ausTh OTAEJIbHBIE CTPOKH U3 CIIMCKA JOTOJHEHHUS CJIOBA.
ABTOMaTHUYECKOE JONOJHEHHE CJIOBa HaYMHAeT paboTaTh TOJBKO IOCIE BBOJA
CJIOBAa BTOPOM pa3s.
IIpakTHyeckoe 3aganue
— CozpnaiiTe u coXpaHUTE TEKCTOBBIN (aiin B kaTanore JJOKyMeHTHI.
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— Ckonwmpy#Te B HETO JIt00OW HaWCHHBINA TEKCT (B IESIX SKOHOMHUH BPEMEHH).

— CkommpyiiTe pparMeHT TEKCTa pa3IuIHBIMH criocoO0amu (yKa3aHHBIMU B
OMHMCAHWUH JTA0OPATOPHOU pabOTHI.

— 3amMeHnuTe Bce OyKBbI a Ha OYKBHI IO.

— OTMeHuTE onepanuio 3aMeHBI.

— IIpoBepbTe npaBuiIbHOCTH Opdorpadun HAOPaAaHHOIO TEKCTA.

— OrtpaboTaiiTe onepaluo BCTaBKU CIEIHMAIBHBIX CUMBOJIOB.

KoHTpoJsbHBIE BOIPOCHI

— Ha3zHaueHue TEeKCTOBOIO Mmpoueccopa.

— W3 kakux CTPYKTYpPHBIX 3JIEMEHTOB COCTOMT HHTEp(deic TEKCTOBOTO
npoieccopa?

— Pacckaxute 0 Ha3HAYEHUU U BO3MOXKHOCTSIX Iporpammbl Writer.

— Kak BpIBECTH Ha PKpaH HYKHbIE [TAHEIM HHCTPYMEHTOB?

— Pacckaxure cyTh omepanuii KOMMPOBaHUA, MEPEMELICHUS U YJaJICHUS
(bparMeHToB TEKCTAa.

— Kaxkoga pons 6ydepa mpoMeKyTOUHOTO XpaHCHUS?

— Kakumu cnoco6amut MOKHO BBIIEISATH (PparMeHTHI TEKCTa?

— B 4ewm cymHOCTb pexrMa OMCKa U 3aMEHBI?

— Kak npousBoauTcs npoBepka NpaBONUCAHUS CIIOB?

— Kak BCcTaBUTBH CUMBOJIBI, OTCYTCTBYIOIIUE Ha KJIaBUAType?

— B 4em cyTh aBTOJONOJIHEHUS M ABTO3aAMEHBI CJIOB?

JIABOPATOPHAS PABOTA Ne 2
Tema: ®@opmatupoBanue 1okymeHnta. Ctuin. lladaoubl. Kostonku.
Pa3peiB cTrpanun. CHOCKHM

Llenv paboOTHI: MOAYYUTH HABBIKK (hOpMaTHpPOBaHUs JOKymeHTa. HayuuTbcs
MOJIb30BAaThCSl CTUISIMU U 11a0JIOHaMM, pa30uBaTh TEKCT Ha KOJOHKHU, UCIIOIb30-
BATh Pa3pbIB CTPAHUII, CO3/1aBaTh CHOCKH.

3aoanue:

1. ITpousBecTu popMaTupoBaHUE TEKCTA, COTJIACHO YKA3aHUSAM B MpaKTHYE-
CKOM 4acTH.

2. Co31ath CBOM CTUIJIb, HAYUYUTHCS U3MEHATH €TI0 HACTPOMKH.

3. V3yuuTh Bce BKIIQJIKK JHUAIOrOBOro okHa A63ar: TaOynsauus, byksuia,
Oo6pamnenue, @on, OTCcTyIbl U UHTEpBaJbl, BeipaBHuBanue, [lonoxenue Ha cTpa-
Huue, CTpyKTypa U HyMepalusl.

4. Hayuuthcsi pa30buBaTh TEKCT HA KOJOHKH, 33JaBaTh PACCTOSHUS MEXIY
KOJIOHKaMH U Pa3JIeJIUTENH.

5. HayunTbcst UCIIOB30BaTh pa3pblB CTPAHULBI C U3MEHEHUEM OPUEHTALUU
MOCJIEAYIOIIETO JUCTA (aTbOOMHBIN), 3HATH ISl YETO UCIIOIb3YETCS Pa3pbiB.
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6. HayuuTtbcst BCTaBISITh CHOCKH; 3HATh, UTO TAKOE KOHIIEBAsI CHOCKA.
OcHOBHBIE nOHAMUSA U onpedeienus: TaOynsanus, OyKBUIla, OOpaMJIECHUU
(ab3ama), GoH, OTCTYyNBI U UHTEPBAJbI, BEIPABHUBAHUE, MOJIOKEHNUE HA CTPAHHUIIE,
CTPYKTypa U HyMepallus; KOJIOHKH, YIPaBICHUE, CTpaHUIla, POH, BEPXHUMN/HUK-
HUM KOJIOHTUTYJ, OOpamieHue (CTpaHulIbl); CHOCKA, Pa3pbiB.
Teopernyeckue cBeaeHMs
Pabora c naHeJsiMu HHCTPYMEHTOB
[laHenu MHCTPYMEHTOB COJIEpPKAT KHOIKH, AyOJIHUPYIOUIME HEKOTOpbIE KO-
MaHJIbl MEHIO, MpeIHAa3HAuYCHbI JJI ObIcTpeiiieit paboThl MoiIb30BaTeNs. Y CTaHO-
BUTh WM yAQJIUThH MMaHEIb UHCTPYMEHTOB MOKHO MPHU MOMOIIU MeHIo Buo—Illa-
Helu UHCMPYMEHMO8.
Pa6ora co mpudpramu
Jlnst BeIesIeHHOTO (hparMeHTa TeKcTa MpUGT MOXKHO 33JaTh CIEAYIOIIUM
00pa3oM: C MOMOIIbIO KOHTEKCTHOTO MEHIO, BBIZICNIUB 00JIaCTh, MIENKHYB MO HEH
IIPaBOil KHOMKOM MBIIIM U BBIOpaB MYHKT KOHTEKCTHOIO MEHIO CuUMB0I...; MOKHO
TaKXe BOCITOJIb30BATHCA MEHIO Popmam—Cumeou...
OTOT IUATIOT UMEET HECKOJIBKO 3aKJIa/I0K, TPU BHIOOPE KOTOPBIX OTKPHIBAET-
Cs1 HOBAs IpyIIla CBOMCTB TEKCTA.
Ipugpm — 3aar0TCs €ro CBOUCTBA: wipugm, pasmep, popmam, UCnoab3)e-
Mbll A3bIK, YBen.
Ippexmuvl wipugpma — 37eCh 3a1aH0TCS NOMOTHUTETbHBIE 3P GEKThI, TpUMe-
HsIEMbIE K IIPUPTY — €r0 MOKHO C/IeNIaTh KOHTYPHBIM, TEHEBBIM WIIH PEIbEPHBIM.
Tlonoowcenue — HacTpoiiku mpudTa, OTBEUAIOT 32 MOJIOKEHHUE TEKCTa OTHOCHU -
TEJIBHO CTPOKH. 371€Ch MOXKHO yKa3aTh
— peecucmp (MHAEKC — BEPXHUI WM HWKHUN, TO €CTh CMEIIECHUE CTPOKH IO BEp-
THUKAJIN),
— yeon naxnona (Ha 0, 90 wim 270 rpagycoB)
— Mmacwmabuposanue.
—  Mesiccumeonvviti unmepean — MO3BOJISIET U3MEHUTh UHTEPBATl MEXTy OYKBAMHU.
WpndT | Sddexrs wpudTta | Moswumn | Mnepccoinka | doH |

Tun wpudTa HavepTanuwe Paamep

|i1‘in'|e Mew Roman |CTa|—s.ﬂ,apT 12

Arial :I

Arial Black Kypcue 13

Arial Marrow HpHBIA 14 1
Awvant Garde Gothic HUpHBIA KypCUB 15

Bookman 16

Bookman Old Style 18

Century Schonlhonk | | 20 |
UseT wpubTa Aabik

|- UepHbIi j |“*~"/ PycckMia j

Time Mew Roman

I71oT TMN WwpwdTa He MHCTannuposaH. MNMosToMy GyaeT MCNONL3I0BaH OgvMH M3 HauBonee NooxXogALw,

Ok I Ormeda CnpaBka Hasan
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Pucynok 6 — JlnanoroBoe okHO CHMBOJIBI
CHMBONBI

LLpmchT I SiphekTel wpkdTa  MNONOMEHWE | [HMAEpCCEINKS I MioH I

ManoseHHe

r' BEepxHHA HHASKED CHEWATE Ha |1°.-".:. 3: = ABTOMATHHECEH

f+ OfbMHoe MarwTab wpkgTa IIDD% 3:

7 HiHHI MHA KT

BpaleHre | MaclwTabHpoBaHHE

e 0 rpaaycos i 90 rpasycos i 270 rpaaycos = ¥HMECTHTE B CTROKE

MacwTal no WHpHHE |1IZIIZI°.-".:. 3:

Mex

EpEan

o Ha I':'J':'F't 3: [v DapHEl KepHHAT

PazpeseHHEIR
YNNOTHEHHEI ARIAL

Ok I OTHEHA | CNpaeka | BacCTaHOBMTE

Pucynok 7 — luanorosoe okHo [lonoxenue

l'unepccoiika — yKa3bIBaIOTCA CBOMCTBA JUISI UCITOJNIB30BAHUS TEKCTAa Kak
CCBUIKM Ha pecypc VHTepHeT wiM JIoKanbHBIN (haiis; ocHoBHOe nojie — URL, rie
yKa3bIBaeTcsl MyTh K pecypcy win ¢aiiny. OTtoOpaxeHue TeKcTa 0 MOCEHICHUS
CCBUIKH U TOCJIE MOCEIIeHUs BhIOUpaeTcs B nose « Cmuiu 3HaKosy.

@oH — O3BOJISIET U3MEHUTD LIBET (JOHA BBIJICTIEHHOTO ()parMeHTa TEKCTA.

[IpakTyeckn BCE BBILICHA3BAaHHBIC IapaMETPbl MOXKHO 33/aTh C ITOMOILBIO
KHOTIOK maHen uHecTpyMeHToB: [lpudT, Pazmep mpudta, Ctiis, [lomquepkuBanue.

OTEpEITE OKHO

Cram u [TogueprnyTeni YeenuaHTs [

thopmaTHpORaHHE

Aupueii K}-].'u:}@ mpubT
mt‘pMﬂTHDDBﬂI‘ME \ \ '1

i OQUHea\rr “ | |Bkstream Vera Sans b4 9/ v X |K|4 A A; i s

CIHI [apurTVpa Pazmep Bepxumi  Hmpxmwid un

mpudTa HHOEKC

VMEeHEIIHTE

m—
AL

\
Y

mpHpTa
Brigeneune

Pucynox 8 — I[1anens ¢ kHomKaMu Jy1st popMaTUPOBAHUSI CHMBOJIOB

®opmaTtupoBanue ad3auna

TekcT ToKyMEeHTa COCTOUT U3 ab3ayes, (PparMeHTOB TEKCTa, KOTOPhIE 3aKaH-
YUBAIOTCS HakaThem KiaBuii <Enter>. [Ipy 3TOM B TEKCT BCTaBJISIETCS CIEIICUM-
BoJ — 9. [Ipu Habope TekcTa mepexo]l Ha HOBYIO CTPOKY BBITIOTHSIETCS aBTOMATH-
YECKH, ISl TIOJYUYEHHs] HOBOM CTPOKH B Mpejeiax OJHOro ad3aia HaKUMaroTCs
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kiaBuiny <Shift> + <Enter>.

OTrpriTe okH0 CTEIR

H fopMaTHpOBaHHES ‘\ N )
Baeeo 1o nertpy Bupaso 1o mepaze . Taprepes
\

| |Bazomowi v | B = =  im ex E AE_ M
|

Brparansanne Hymepanna OTEPEITE OKHO
Abzamn

1 1.3 VMEeHEIIHNTE ¥ EEIHUHTE

Hlar cTpox Oterym

Pucynok 9 — I[1anens ¢ kHonkamu AJist popMaTUpoBaHus ad3ana

Cruas

®dopmar ab3aleB ycTaHaBIMBaeTCs KoMaHaou Popmam— Ab3ay. {nanoro-
BOE OKHO «AO03aI1» CoIepk uT BKIAAKu: Omcmynst u unmepsainst, llonoxcenue Ha
cmpanuye, Boipasnueanue, Hymepayus, Tabynayus, @on, Obpamnenue, byksuya.
Omcmynul u uHmMep8aIbl — 3aJAK0TCA:
— TpaHHUIIbI a03alIEB;
—  MEXCTPOYHBIN 1 MeKa03aIHbI HHTEPBAJIBL;
— CMeIleHHue TeKcTa ab3ara OTHOCUTEIBHO €ro IIMPUHBL: MO IIEHTPY, BJIEBO,
BIIPABO, 110 HIUPHUHE;
— BUJ IIEPBOM CTPOKH ab3alia.
Ilonooicenue na cmpanuye — ONpeenser:
— PpacCTaHOBKY MEPEHOCOB
—  pa3pbIBbI CTPAHUIIBI UJTU CTOJIOIIA.
UToOkI 3a/1aTh pa3pbiB CTPAHUIIEI HEOOXOAUMO:
— YCTaHOBUTH KypcOp B MECTE, OTKYAa JIOKEH HAYaThCs Pa3phbiB.
—  Bemonnauthk kKoMauabl: Popmam— Ab3ay— Ilonoxcenue na cmpanuye i Ha3Ha-

YUTh MApaMETPhl pa3phiBa.
Xl

ByKEMLA I CfpaMneHHe | PoH
OTCTYNE M MHTEPEaNE! I BeipaeHkeaHe  [MONOM{EHWE HA CTPaHMLE I Hymepauma | Tabynauma I

PaccTaHOBRa NEPEHOCOE
[ BETOMATHYECKHH Neperoc:

|2 3— CHMEONDE B KOHULE CTROKH

CHMEONOE B H3Hane CTPakH

I2 3
ID - I MEIKEHMEIHI:HDE KONMHECTED NOCNEA0EATENEHEN: NEQEHOCOE

PazpeIEEl
[v AoBaemTe paspeis  Ten ICTpaHnu,a j [MonoseHke II'IEpEﬂ. "I
[ Coctinem CTRaHMULE! I j Homep cTp. IU 3:
MapaMeTpel

[~ He pazpeiBaTe afizal

[ He oTpbEaTE OT CREAYHILLERD

[ BucAume cTpokM B Havane afsaua Iﬂ CTpokH)
[ Bucaume cTpokk B KoHWEe abzaua |2 3: Crpokik)

(8,4 I OTHMEHS | Cnpaeka BOCCTaHOBMTE
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Pucynoxk 10 — JIuanoroBoe okHo I[lojioxkeHne Ha CTpaHUIIE
Buipasnusanue — onpenenset Noj0KeHUE TEKCTa HA CTPaHULIE.
Hymepayus — aBToMaTnuecKoe CO3/1aHie HyMEPOBAHHOTO WJIM MapKUpPOBaH-

HOIO CITMCKa.

Hymepama Bam BetaBHTE 3memeHT [lepemecTHTs
II'H. PIETIOTHTE  Gas pomepa , BHH3 OTKpPEITE OKHO
Mapreper | HyMe / Mapxeps H HyMepaLHa
wapukpmu yMepawus / v |x
= = ; T ST T
/ /
Brime Ha OIHH \"\ E;{T:GE.HFHKTEM -"IIII Hawate HyMEPAaITHE
YPOBHEM  yvpOBEeHB BHH3 \ / CHOBA

/
N\ [To moanyusram  Ilo moamyHETaM
BBEDX BHH2

Pucynok 11 — Ilanens Mapkepsl 1 Hymepanus

Tabynayusa — onpeAensitoTcs napaMmeTpbl Tadymsinuu. TaOymsius (0TcTyn B
HayaJie nmaparpada) — OJJHO U3 CPEJCTB, TPAAUIIMOHHO IPUMEHSIEMbIX JUIsl (hopMaTu-
pOBaHMS JOKYMEHTA; U3MEHUTH €€ pa3Mep M TUIT MOXKHO B JIMAJIOTe HACTPOMKH Mapa-
rpada, a TakKe C TTOMOIIbIO JTUHEHKH, HAXOASIIEHCs 1O/ MaHeIbI0 HHCTPYMEHTOB.
Ecnu caenats TBOMHOM MIETYOK MO JIMHEWKE, MOSIBUTCS TAAJIOT HACTPOMKH Maparpa-

¢a co croiicTBaMH HaCT.poﬁKH Ta6in>1u1/m.

x|
BvkEMUa I OApaAMNEHKE I DoH I
CITCTY MR H HHTEPEANE! I BbIpAEHHE aHHE | Mano#EHHE Ha CTPAHHLE I Hymepauka Tabynauyua
MasHumA BEIpaEHHESHHE
o ¥CTAHOEHTE |
I?,l?cm Mo neE0My KpaH L
R | Noopasony kpao 4 Y AanwTs Bee |
' Mo weHTpy L YaannTe |
" Mo pasasnkTano x
CHHECR I_
3aNonHUTENE
= Het
Cln
[ J—
s
' Cvmeon I_
[0],3 I OTHEHA | CNpagka | BOCCTAHOEHTE
Pucynok 12 — JInanoroBoe okHo TaOynsuuu

['opu3oHTaNbHAS JIMHEHKA OTOOpa)kKaeT MapKephl TaOYJSAIHUH IO YMOJI4Ya-
HUO0. UTOOBI BHIOpATh €IWHUIIBI U3MEPEHUS M IIar TaOyJsuH HEOOXOJIUMO BHI-
MOJTHUTH KOMaH/Ibl Dopmam—Ab3ay— Tabyrayus WA IBAXABI MEIKHYTH 110 TO-
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pusoHTaNbHOU nuHelke. [losBuTcs nuamoroBoe okHO Tabyrayuu.
bykeuya — mo3BonisieT npeAcTaBUTh BHJE OYKBHUIBI 3a/laHHOE KOJIWYECTBO
CHUMBOJIOB B CJIOBE HJIM CJIOBO LIEJTMKOM. 3/1€Ch Ha3HAYACTCS:
— BbICOTa OYKBHIIBI B CTPOKAX,
— pacCTOsIHHE JI0 TEKCTa.
Obpamnenue — 3agaeTcsi oOpaMmiieHue BblJIeIeHHOro (hparmeHTa Tekcra. Ha-
3HAYaeTCs:
—  noaodiceHue auHuu: 00paMIIEHHE CO BCEX CTOPOH, CBEpXY M CHH3Y, CIpaBa M
ClieBa, TOJIBKO CIIEBa.
—  Cmub — Ha3HAYAETCS TOJIIUHA JTUHUIA.
—  Omcmynvl om coodeporcumo2o — Ha3HAYAETCS OTCTYN JIMHUM OOpaMJIeHHUs OT
COJEPKUMOTO.
— [Jsem — Ha3HA4aeTCs LUBET JIMHUU OOpaMJICHUSI.
—  Cmub menu — TO3BOJISIET 3a7]aTh TEHh OOPAMIICHHSI, ITUPUHY TEHU, €€ I[BET.

=T x|
CITCTY MBI H HHTEREANE! I BbIpaBHHMEAHHE I Mono#EHME HE CTRAHHUE I HyMepaura I TabynALMA
ByEEHLE ObpaMneHve MoH
MonomeHKe NMHAA TkHkA OTCTYNE OT COASP¥HMara
MNpeagnpeAeneHHoe CIHnE CneEa ID,DD::M 3:
- Het - = I_ 3‘
; COpaga 0,00cm ~
JaA3ETCA NONESOEATENEM -
—— 0,50pt CEepny IIZI,IZIDcm 37

1,00 pt
2,50 pt CHHzY |n,nucm 3

4,00 pt ;I ¥ ChHzpoHMEMpoEaTE

LEeT

I- YepHblA j
CTHME TEHH
NonoxeHHe LLHpHHE LeeT
Iﬁlﬁlﬁlﬁ ID,IBEM 3: I- CepkIf j

CEOHCTES
[v Ofbe AHHMTE o cheayrwKM afzauen

(0,8 I OTMEHS | CNpaska | BOCCTAHOEMTE |

Pucynok 13 — JluanoroBoe okHO OOpamiieHue

IIa0/10HBI

CoznaBasi HOBBIM (Daiisi, Bbl MMeeTe BO3MOXKHOCTH BOCIIOJIB30BAaThCS Ka-
KUM-JTUOO M3 UMEIOIIUXCS WM 3arOTOBJIEHHBIX Bamu 11abiaoHoB. [llabmons npu-
3BaHbl OOJIETYUTH 3a/1a4y MOJTOTOBKH JIOKYMEHTA, MO3BOJISIET MU3MEHUTH JIFOOYIO
3ar0TOBKY, KOTOpasi MOXET OBbITh MpEJICTABIICHA HE TOJIHKO B TEKCTOBOM BHJIE, HO
U B HAJMYHUH CIICIIMAIBHBIX CTUJIEH, 3aJJaHHBIX MapaMeTpoB U 0(QOPMIICHUH CTpa-
HUIIBI.

Hcnonp3oBanne mabioHOB TTO3BOISIET IKOHOMHUTH BPEMSI TIPH CO3/TaHUH CTaH-
JapTHBIX J0KymMeHTOB. Hampumep, mabion OOpa3oBaHuE€ MO3BOJUT TPAMOTHO
0(pOpMUTH KYPCOBYIO paloOTYy.
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CyI1ecTBYIOT TOTOBBIE IIa0JIOHBI, @ TAKKE €CTh BO3MOKHOCTh CO3/1aBaTh CBOU
1a0JIOHBI.

JInst co3nanusi JOKyMEHTa Ha OCHOBE 111a0JIOHA HEOOXOIUMO BBIMOJIHUTH KO-
Mauny @aiin, Cozoams Lllabronst u dokymenmol ...;

WabnoHb! H AOKYHEHTEI - LlabnoHsl x|

«h = B e

. B JEen0Ean KOpPECNOHAEHLMA
|_| B MowM wabnaHe!

CozAaTe B QOBpazoBaHHe
AOKYMERT ) mpezerraumm

Mpoyee

Mpodre ASN0BRIE A0KYMEHTEI
El POHB! NpE3EHTAULHA
COAEPMHT WAabnoHE! ANA COZA43HHMA HOBEIX ﬂ.u:-KvMEHTu:-Bh

—
(=
MoH ACKYMEHTEI
P
|
OpKimepbl
¥NpagneHke, .. MEMEHMTE | OTEPEITE I OTMEHA Cnpaetka
Pucynok 14 — Coznanue madiaoHa
Cruim

Cmunu — TOMMEHOBaHHAs! COBOKYITHOCTh ()OPMAaTOB 3JIEMEHTOB TEKCTa.

dopmaTupoBaHUe TOKyMEHTAa OCHOBAHO HA WCIIOJIb30BAaHUU (TPUIHCHIBA-
HUW) CTHJICH K BBIJICJICHHBIM (PparMeHTaM JOKYMEHTA.

CrangapTHBIC CTHIIHM MIA0JIOHA TIO3BOJISIIOT O(QOPMIISTE pa3sHOOOpPA3HBIE IO
BHEIIHEMY BUAY U Xapakrepy TekcTbl. Hanpumep, mabnon Normal conep uT Ta-
KHE CTWIH, KakK: 3azonogok 1, 3azonosox 2, 3aconosok 3 u T. 1. KOTOpbIE o0ecrie-
YUBAOT ()OPMUPOBAHME 3arOJIOBKOB CTPYKTYPHBIX 4YacTed TOKYMEHTa; CTUJIb
Obviunwiii onpenenser popmat Habopa 0OBIYHOTO TEKCTa. DTU CTAaHJAPTHBIE CTH-
J¥ SIBIISIFOTCSL 9aCThIO MIA0JIOHOB IOKYMEHTOB M HOCSIT Ha3BaHUE CHMUIU WAOIOHA.
Writer pa3peiiaer U3MEHATb CTaHAAPTHBIE CTHIIM M CO31aBaTh HOBBIE CMUIU NOJIb-
306amens. [Ipy 3TOM CTWIIb MOJIB30BATENS MOKET OBITh JOCTYITHBIM JIMOO TOJBKO
JUISL OT/ICJIBHOTO JIOKYMEHTA, JTMOO0 Jj1s 11abJioHa.

C nmomomipto koMmauabl @opmam, Cmunu BBI3BIBACTCS JIUAIOTOBOE OKHO
«Ctunu 1 popMaTHUPOBAHUE», COJIEPIKaALee CIIMCOK JOCTYIHBIX JUISl UCIOIb30Ba-
HUS MA0JIOHOB TOKYMEHTOB. Eciii IBaXkIbl MIENKHYTh HA UMEHH BBRIOPAHHOTO I11a-
OJI0HA, TO €ro CTHJIM aBTOMAaTHYECKH CKOMUPYIOTCSA B IIAOJOH aKTUBHOTO JIOKY-
MeHTa U OyIyT JOCTYIHBI AJISl UCTIOJIh30BaAHUS.

Ecnu ctuibs cooTBETCTBYET TpeOOBaHUSAM MOJIB30BATENs, C TTOMOIIBIO KHOT -
ku <[lpumenumsv> OCYIIECTBISICTCS TpHUMNHCHIBaHUE (opMaToB cTUis ab3airy
(rpyme BbIEIEHHBIX a03aleB) TOKYMEHTA, €CIIA CTUJIb SIBIISETCA ab3ayHbIM, TU00
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rpynme CUMBOJIOB (BBIICIIEHHOMY (PparMeHTy TEKCTa), U3MEHss MPUPT U S3BIK,

€CJIU CTUJIb CUMBOJIbHBIN.

Criunn n chopMaTHpOBaHKE

®® O E E

®
&t -

EazoBwliA
3arcnoBok

3aronol  L03AFTH...

Jaronol HaMeHnTb...

JaronoBoK 3
Jaronoeok 4
3aronoBoK 3
3aronoBeokK 6
3aronoBok 7
3aronoeokK 8
JaronoBokK 9
JAMETHH
O6paTHeld oTCTyN
O CHOBHOW TEKCT
OCHOBHOW TEKCT C OTCTYNOM
OTCTYNEI

MNenRAf CTAOKA O OTCTYO0M

s

St

|1"-"-.EI-TEI MaTHYeCKH

|

Pucynok 15 — OkHO co3manus cTuist JOKYMEHTA

HpH KCJIaHNHU MOXKHO CO34aThb COOCTBEHHBIN CTHUJIb. I[J'If[ 9TOro CJICayCT HAaBC-

CTH yKa3aTellb MBIIIKA Ha 000 3aroioBOK B

MEHI0, B HeM BbIOpaTh koMaHay Cozdams (puc.

Cmuns ab3aya (puc. 16).

CIIUCKE W BbI3BaThb KOHTEKCTHOE
15). IlosiBUTCS AMANOrOBOE OKHO

Ctunb abzaua X
pdrekTrl WpHdTa NonoxeHne Hymepauwa | TabynAuwAa | Bykeuwua | ®oH | OGpamneHue
Yonoewe
YnpaeneHwe | OTCTYNbl U HHTEPEENLI BripaBHHUEAHWE Ha crpaHuue L pucpT

HmaA |Ee.3b|r\-1;|HHb|ﬁ1 ||:|ﬂBTDDﬁHOELﬂeHMe
CnegyroLwmii cTunb |Ee.3b|r\-1;|HHb|ﬁ1 g |
CBAZaH C |36FOJ‘IDELDK 1 w |
Kareropus |Cr|-1m1 TEeKCTa h |
MapameTpel

oK l l OTMeHa l l Cnpaeka ] [ BoccTaHoBUTE ] [ Mo yrondaHu

Pucynox 16 — Oxno Ctuns ab3arna

3neck umeercs 13 3aknanok (puc. 17).
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Vnpaenenue — cnemyer 3aaTh UMs CTHITIO.
Omcmynsl u unmepeaibl — HACTPOUKA apaMeTpPOB ad3aria.
Ilonostcenue — MO3BOJSAET MPUMEHUTH K TEKCTY pa3nuyHbie 3 (HEKThI:
1. BepXHUI/HUKHUN UH]IEKCHI,
2. HanpaBJIEHUE TEKCTA,
3. ME)KCHUMBOJIbHBIN UHTEPBAJI,
4. 3a1aTh MacIITabd OTOOPAKEHUS TEKCTA.
Buvipasnusanue — 3a1aTh BhIpaBHUBaHKE TEKCTA (I10 LIEHTPY, 1O IIIMPUHE U T. J1.)
Omcmynvl u UHMepPBaAIblL —
- Ha3HAYUTh OTCTYI TEKCTa OT IOJIS,
- MEKCTPOUYHBIA UHTEPBaI,
— HWHTEPBAJI JI0 U 1ociie ad3ana (ombuexa),
Ha cmpanuye —

L4 HAa3HA4YUThb PpaCCTaHOBKY IICPCHOCOB,
L4 Pa3pPbIB TCKCTA,
® 3aIIpCT BUCAYHX CTPOK.

3ameuanmue: gucsauas cmpoka — TepBas CTpoka ab3ala, IEPEeHECEHHOTo Ha Clie-

OYIONTYI0 CTPAHUILy WM TIOCIICIHSS CTpOKa ad3ala, IMepeHEeCeHHas Ha HOBYIO
CTpaHULy.

Ulpughm — Ha3HAYNTH TUII, HAUEPTAHUE, pa3Mep HmpudTa.
Obpamnenue — 3a7aTh 00OpaMIICHUE TEKCTY.

@on — BbIOpATh (POH TEKCTA.

bykeuya — 106aBUTH OYKBUILY.

Tabynayus — Ha3HAYUTH TAOYJISIIHIO.

Vcnosue — Ha3HAYUTH YCIOBHS JUTSI CO3/]TaBAEMOTO CTHIISL.

Ctmnp abzaua §|

Ycnoewne
Ynpaenexue OTCTYNEl M MHTEpBank! BrlpaeHHBaHNE Ha crpanuue LW pucpT
Spdewtel wpndgTa | Monoxmenne | Hymepauwa | TabynAuwa | BykBuua | ®oH | ObpamneHue

MonoxeHue
) BepxHuii nHAEKC 1%
@ o

) HUHMIA uHaeKE

100%;

BpaweHue [/ MaclwTabupoeaHme
®o rpagycoe O a0 rpagycoe QO z7o rpagycos
Macwrab no wupuHe 100% |3
MeXCMMBONBHBIN MHTEPEEN

OBbIYHBIA w 0,0nT [¥] DapHwIid kKepHUHr

Arial

OK ] l CTMmeHa ] [ Cnpaeka ] [ BoccraHoBWTb ] l Oo ymonyaHme
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Pucynoxk 17 — Oxno Ctunb ab3ara

TekcToBBIE KOJIOHKH

Open Office.org Writer nmo3BoiiieT 0()OpMUTh JOKYMEHT B Fa3€THOM CTHUJIE
— pa3ouB Ha KOJOHKHU. [To yMOJluaHUIO TEKCT pacrojiaraeTcsi B OJJHON KOJOHKE.
CyliecTByeT BO3MOKHOCTh pa30UTh TEKCT HAa HECKOJIbKO KOJIOHOK. Writer aBTO-
MaTUYECKHU pa3pbhIiBAET TEKCT B KOHIIE CTPAHMUIIbI U MIEPEHOCUT €r0 MPOJIOIKEHNE
B HA4aJIo CJIeAyIoUIel KOJIOHKU. [Ipu xemaHuu MOXKHO BCTAaBUTh MPUHYAUTEIbHBIN
pa3phiB KOJIOHKHU, YTOOBI TOOUTHCS OmpenesieHHoro 3¢ dexra, HalpuMep, mome-
CTUTh 3aroJ0BOK B Hayajie KOJOHKH. [IoMHUMO 4nclia KOJIOHOK, MOYKHO U3MEHSATH
UX HIUPUHY, a TAKXKE 3aaBaTh KOJOHKU pAa3HOU ITUPHUHBIL.

Ha skpaHe KOTOHKH O0TOOpakaloTcsl B peKUME pa3METKU CTpaHUIbl. YTo-
OBl OTKPBITH JUAIOTOBOE OKHO KOJIOHOK CJI€IYET BHIMOJIHUTH KOMaHAbl MEHIO Dop-
mam— Cmonoyui.

H3meHeHue Y1 CIa KOJIOHOK B IOKYMEHTe

Yucno u popmar KOJOHOK B JOKYMEHTE€ MOrYT ObITh pa3HbIMHU. Tak,
HanmpuMep, MOKHO OT(PopMaTUPOBATh HAYAJIO JIOKYMEHTA KaK OJIHY KOJIOHKY, OT-
LEHTPUPOBATh 3aroj0BOK MO IIMPUHE CTPAHUIIbI, a 3aT€M Pa30UTh OCTAIBLHOU
TEKCT JOKYMEHTA Ha JIB€ KOJOHKH.

Cyl1ecTByeT BO3MOXKHOCTD 3a71aBaTh (OpMaT KOJOHOK JIJIsl BCETO JIOKYMEH-
Ta, paszzesia JOKyMEeHTa U BBIJICJICHHOTO ()parMeHTa.

YToOBbl cO37aTh pa3fien B JOKYMEHTE, ClielyeT BCTaBUTh NEpe] HUM pa3-
PBIB pasjliena, BOCIOJIb30BABIIMCH KOMAHIOW MEHIO Bcmasxka— Paspwie. Pas3pbliB
pa3aena oroOpakaeTcsl Ha dKpaHe JBOWHON TOYCUHOUN JTUHHUEH M HE BBHIBOJUTCS
MIpU MeYaTu JOKYMEHTA.

X

YeTaHog)H — -

OTHEHS

CTonbuE! |

It =

_npaeka

LLIMpHHA M HHTEREAN
[PHMMEHHTE K

Cronfey #] 1 = 3 2l |cTinia crpaniu x|
LkptHa I :’ I :I I :I
WHTEpEaN | = | =

¥ aeTonoabop

PazaenvTensHan nMHHA

MiHKA IHET j
BeicoTa I 100% =
[MonoseHHe IBBepx\y j

Pucynok 18 — OxHO 17151 pabOThI ¢ KOJTOHKAMU TEKCTA
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N3MeHeHHe IIUPUHBI KOJOHOK U PACCTOSTHUS MKy HUMU

[Ipu co3naHnK KOJIOHOK MX IIMPHUHA U PACCTOSIHUE MEXKAY HUMU OIpPEE -
JAKOTCS aBTOMAaTUYECKH, UCXOJS M3 YKCla KOJOHOK M CyHIECTBYIOIIUX yCTaHO -
BOK. MOXHO HM3MEHUTH MapaMeTpbl KOJOHOK, BOCIIOJIb30BABIINCH KOMAaHJIOU
Bcmasxka — Pazoen — Cmonbywi.

Pa3pbIB Ko10HKH

— Pa3pbIB KOTOHKH HEOOXOAUM, YTOOBI 00ECTIEYUTh pa3MelIeHUEe B OJTHOU
KOJIOHKE 3aroJIOBKa U OTHOCSIIETOCs K HEMY TEKCTa.

— Heo6xoaumo mpoKpyTUTh TEKCT JO KOHIIA MEPBOM CTpPAHUIIbI U IIETK-
HYTb I€pe] 3aroJ0BKOM IOCIEAHUM Ha CTPAHUIIE.

— B MeHw Bcmaexka menkHyTh Ha KOMaHAe Pa3spuig. 11oIBUTCA AUaioro-
BO€ OKHO Pas3spuis.

— HeoOxoaumo BeieIUTH TapameTp Paspwvie cmoabya W NWEIKHYTh Ha
kHonke OK.

BceraBka paspbiBa CTpaHUI

1. B Mento Bcmaska BbiOpaTh koMaHny Paspwig. I1osBUTCS OJTHOMMEHHOE
JAATIOTOBOE OKHO.

2. B nuanoroBom okHe Paspbié NOJMKEH OBITh BbIJEIEH BapuaHT Pazpulis
cmpanuysl. [locne menuka no kHonke OK B nmo3unuio, onpeaeaeHHy0 M0I0XKe -
HUEM Kypcopa, OyJeT BCTaBJIeH NMPUHYIUTENbHBIM pa3pblB CTPAHUIIBI, U TEKCT,
KOTOPBIH CIEAYET 38 HUM, IEPEMECTUTCS HA CIACAYIOLIYIO CTPAHULLY.

3. Jlist u3MEHEeHUs1 OpUEHTAIMU JICTA, MOCIie pa3pbiBa CIEAYET B 00J1acTH
nuanoroBoro okHa Ctuib BbIOpaTh MyHKT AJBOOMHBINA: Cmuns— Anb60MHbLI.
B pesynprare B mpenenax OJHOrO AOKYMEHTA, UMEIOLIEr0 OPUEHTALMIO JINCTOB
Knuoicnas, mosiBUTCS JIUCT, UMEIOIIUN OpUEHTAIUIO — A1bOoMHas.

Opranusanus CHOCKHU
UToOBl OpraHu30BaTh CHOCKY HYKHO:
[TepemecTuTh KypCcoOp B TO MECTO, TI€ JOJKHA HAXOAUTHCS CHOCKA.
Bri6pars Bemaska— Crocka.
3. BrIOpath Mo0KeHHE CHOCKHM B JOKYMEHTE (Ha TEKYILeW CTpaHUIe WK B KOH-
1€ JOKyMEHTA).
4. Haxatp kHonky OK.
B nosiBuBmiemcst rnosie CHOCKA HaOpaTh TEKCT CHOCKH.
6. IlepexmtounThbCs MBIIIKOM B MOJIE JOKYMEHTA.
CHOCKH HyMEpYIOTCSI aBTOMAaTHUECKU. UTOOBI U3BMEHUTH CTHJIb OPOPMIICHUS

N —

W

CHOCKHU BbIOEpUTE MEeHIO Bcmasxka, CHoCka, 3HAYOK :]
bykBuna
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aesau x|

OTCTYMNEl M HHTEREAaNE! I EbIp3EHHMEAHHE I MonoxeHHe Ha CTPaHHLE I HyMepaumna I Tabynauma
bByKBHLLa ODpamneHHe PoH

HacTpofim

[v JoBasmTe BykEMLY A

| Llenoe cnoso
KanHYECTED CHMEONOE:

BeICOTE B CTROKAX

i

PaccToAHWe go TEECTa 0,00cH =

COAEp¥HMOE

Terct I

CTHNE CHHEONS I[He-r] j

0.4 I OTHEHA | Cnpaska | BoccTaHOEMTE |

Pucynok 19 — JInaioroBoe oKHO co371aHUsI OYKBHUIIBI

byxeuya nenaer nepByro OykBy ab3ana OOJbIION 3aryIaBHOW OYKBOM, BBICO-
TOM B HECKOJBKO CTPOK. TakuM 3xe o0pa3oM MOXKHO OT(opMaTUpoBaTh NEPBOE
CJIOBO B a03arie.
Co3panue OyKBHLIBI
Otkpoiite BkiIaaky @opmar—Aod3an—byKBUIbI
B nosiBuBIIeMCSs TMaI0TOBOM OKHE:
Hacmpotiku OYKBHITbI MOYKHO BBIOpaTh OYKBY WJIH CJIOBO,
KOJIUYeCmB80 CUMBO0JI08 — HA3HAYAETCS KOJIMUYECTBO CUMBOJIOB,
8blcOMa 8 CMpPOKAx — BbICOTa OYKBUIIBI,
paccmosiHue 00 mexkcma — Ha3HaYaeTCsl OTCTYII TEKCTa OT OYKBHIIBI,
cooepacumoe — TI03BOJISIET 3aMUCHIBATH JTIOOBIE CUMBOJIBI,
CMulb CUMB0A — TIO3BOJISIET HA3HAUYUTH CTUIIbL CUMBOJIOB.
IIpakTnyeckoe 3a1anne
1. Co3zpaiiTe HOBBIM TOKYMEHT, BBINOJIHUB KOMaHy Paiin, Cozdams.
2. Habepure TeKCT, MPeAOCTaBICHHBIN MTPENoaBaTEIEM.
3. Beimonnutre komaHabpl MeH0 @opmam— Cumeon. B muanoroBoM okHe
«lllpugpm» ycTaHOBUTE MAPaMETPHI:
— Illpugm: Times New Roman Cyr.
— Hauepmanue: crannapr.
— keenv: 14 mr.
4. 3aroyioBOK Ha3HAYbTE€ CUHUM IIBETOM, 3arJIaBHBIMH OyKBaMmH, pa3MepoM
16, moT4epKHYTHIM, TIOJTY>KHUPHBIH, IIBET (hoHA — TOTyOOi.
B nuanoroBom okHe «Ipdexmul wipugmay» yCTaHOBUTE MMapaMETPHI:
— [Iloouepkusanue: XUpPHOE.
— Ileem: cunHuil.

AN o e
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— O¢exmul: IPONUCHEIE.

B nuanoroBom okHe «/lonoorceHuey yCTAaHOBUTE apaMETPhI:
—  Mesiccumsonvubiu unmepean: pa3psKECHHBIN.

B nuanoroBom okHe «@ony: BeIOEpETE roJy0yI0 3JIUBKY.

5. Ha ocHoBaHuu BBIOpaHHBIX THapaMeTpoB (POpMATHUPOBAHUS 3arojOBKa
Ha3HAYbTE CBOU CTHUJIb.

6. OtpaboTaiiTe pa3inyHble BApUaHThl (OPMATUPOBAHUS a03alI€B TEKCTA.

7. VI3MeHuTE BBEIEHHBIN TEKCT: MpUdT, pazmMep, HaUepTaHUE, 1BET.

8. Bbigenure B JOKYMEHTE KaXJbli 3aroJIOBOK M MPUMEHUTE K HEMY CO-
3JIaHHBIN CTHIIb.

9. CoxpaHuTte TOKyMEHT B nanke Mou 0okymenmeul.

10. 3akpoiiTe JOKyMEHT.

11. Co3paitte mabnon Obpazosanue— Kypcosas paboma 1o npejjiaracMoi
dbopme. Daiin ¢ 3THM A0JIOHOM 3aIOJIHATE B COOTBETCTBHH C O0OPa3IIOM.

12. Co3zpaitte mabnon Obpaszosanue— Yuebnwvll nian Mo MpeagaraeMoi
dbopme. Daiin ¢ 3TUM 1a0JIOHOM 3aMOJHUTE MPOU3BOJILHBIM 00Pa30M.

13. JI1s1 BBITIOJIHEHUSI ATOTO 3aJaHusl HEOOXOJMMO HMMETh 1—2 CTpaHHUIIbI
TEKCTa, COJIePIKaIlero HECKOJIbKO 3aroJIOBKOB.

14. Pa3beiiTe UMEIOIIMIICS TEKCT HA HECKOJIBKO KOJIOHOK:

1. TekcT mepBoro ab3aia Ha 2 KOJIOHKH.
2. TekcT BTOpOro abd3ara JOJKEH OCTaThCs B OHY KOJIOHKY.
3. TekcT TpeTbero ab3arma pa3ouTh Ha 3 KOJIOHKH.

3aroyioBKYU JOHKHBI HAXOJIUTHCS BHE KOJIOHOK.

15. Co3naiiTe CHOCKY BHU3Y CTPaHHUIIBI K JIOOOMY CJIOBY M3 BAIlIeTO TEKCTA.

16. CoznaiiTe Tpu CTOJIOMKA CIHCKOB Ha JIIOOYI0 TeMy TpPHUMEHssT TaOyJsi-
uuro. Hanpumep:

[TonsTus: Jlornueckue Tpuronomerpuueckue
Bexkrop GyHKUIHHU: GyHKUIUU:

[Ipsamas Ecmmn COS

ITimockocTh HcrtuHa SIN

OTtpesok JIOXDb TAG

17. Co3naiiTe B IOKYMEHTE BEpXHUH KOJOHTHTYJ, B HEM YKOKHTE TCKYIIYIO
JaTy ¥ BpeMs.
18. B moboM MecTe JOKyMEeHTa co3/1aiiTe OyKBUILY:
a. [lepByto OykBy mepBoro cioBa ab3ara.
b. Besicorta 4 cTpoku.
c. Paccrostnue no texcra — 0.
d. BriOepere paznudHbie BAPUAHTHI CTHIIS OyKBHIIHI.

KoHTpoJsbHbIE BONIPOCHI
1. Kakue ObIBalOT peXUMbI IPOCMOTpa JOKYMEHTa U YTO TaKO€ MAacIITa0d
nmpocMotpa?
2. Kak npoucxoauT npoBeEpKa MPaBONUCAHUSA?
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3. Kak mamenuts popmar (mpudt, pazmep) CHMBOJIOB?

4. Yro Takoe abzan?

5. UYto Takoe BrIpaBHHUBaHME ab3aria, Kak ero M3MEHUTH?

6. Kak n3MeHHTB paccTOsIHUE MEKIY CTpOKaMu?

7. Kak ycTaHOBUTb IpaHMIIbI U 3aJIMBKY TE€KCTa, a03a1ia, CTpaHULbI?
8. Kak u myis kakoit 1ieiau npou3BoauTes popMaTupoBaHue JOKyMeHTa?
9. Kakue napamertpsl mpudroB Bam n3zsectHb!?

10. Kakue napamerpsl oopamiienust Bam uzBecTHb1?

11. Pacckaxkute OCHOBHBIE CTIOCOOBI (hopMaTHUpoBaHUs ad3aria.

12. Yto Takoe mabioH JOKymMeHTa?

13. B yem npenmMy111ecTBO UCIIOJIb30BaHMs Ia0JIOHOB?

14. Yto Takoe CTHIIb, CIIOCOOBI 3aJaHUS CTHIIS?

15. Jlnsa gyero npenna3zHadeHa cHocka? Kak ee co3gaBats?

16. Uto Takoe KOHIIEBasi CHOCKA?

17. Kak 1 17151 4ero uCnosib3yercs pa3pbiB?

18. Yro Takoe OykBuna? Kak ee coznare? KakoBbl ee mapameTpsi?
19. Yto takoe Tadynsuus? Kak ee ucmnoiab30BaTh?

JIABOPATOPHAS PABOTA Ne 3
Tema: Ilapamerpsl crpanunbl. Hymepauust crpanun. KosioHTUTYIBI.
HNcnonb3oBanue cnuckoB v Tabuun. [leyaTts 10KyMeHTa

Llenv pabomoul: HaydUTHCS HACTpaWBaTh MapaMeTPhl CTPAHUIIbI, BCTABISTH
HOMEpA CTpaHUI] JOKYMEHTA, CO3/1aBaTh KOJOHTUTYJIbI. HayuwnTbhcs co3maBaTh
crucku U Tabnuiibl. OCBOUTH MeYaTh TOKYMEHTA.

3aoanue:

— HW3yuuTth Bce BKIaAKku quanoroBoro okHa Crpanuna: Kononku, CHOCKa,
VYmpasnenue, Ctpannia, ®on, Bepxuuii/Hrwkanii komonTuTyn, ObpamieHue.

— HayuuTbcs co31aBaTh KOJOHTUTYJIBI.

— IIponyMepoBaTh CTpaHUIbI JOKYMEHTA.

— Co31arb MHOTOYpOBHEBBI HYMEpPOBaHHBIM CHHUCOK (KaK OMHCAaHO B 3a-
JTaHWH).

— TloctpouTs TabaUIly, NPUBEACHHYIO B IPUJIOKEHUH 1.

— 1103HAaKOMUTBCS ¢ BO3MOKHOCTSIMM BBIBOJIa IOKYMEHTA Ha MeYaTh; yCTa-
HOBKH €JMHUI U3MEPEHUS; MPeoOpa30BaHus TAOIHUIIbI B TEKCT.

OcCHOBHBIE HnOHAMUSA U onpeodenenus: KOJIOHKW, CHOCKA, CTpaHuua, (OoH,
BEPXHUU/HIKHUN KOJIOHTUTYJI, 0OpamiieHue, HymMepalys CTPaHHIl.

Teopernveckue cBeaeHMs

ITapamMeTpbl cTpaHULIBI

st ycranoBku napameTrpoB ctpanuiibl B Open Office.org Writer ucnonn3y-
ercsi kKomanaa Popmam—Cmpanuya, KOTOpas BbI3BIBAET AUAJIOTOBOE OKHO
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Cmunv cmparuywsl (Pucynok 20).

st ycTaHOBIIEHHS MOJIEH CTPAaHUIbI UCIONb3YyeTcs BKIaaka Cmpanuya, B
OKHaxX KOTOPOTO MOKHO YCTaHOBUT:

1. CBepxy — BEpXHeEE I0JIE CTPAHHULIBL;

2. CHUBY — HUXKHEE I0JIe CTPaHUIIbI;

3. CneBa — J1€BOE MOJIE CTPAHULIBI;

4. CnpaBa — mpaBoe€ MoJI€ CTPAHULIBI.

B pamke Obpa3zey nokazaH BHEUTHUNM BUJ] CTPAHUIIBI C BHIOPAHHBIMU Tapa-
MeTpamu. Eciiu cTpaHuiia noibKHa UMETh 3€pKajibHbIe MOJis, Heooxoaumo B Pasz-
MemKe cmpanuybl BbIOpaTh 3epKalibHbIe T0JsA. B pe3ynbrare BMecto nonei [lpa-
Boe u JleBoe nosiBsiTcs nonst Buytpu u CHapyxu.

B none @opmam 6ymacu MOXHO BbIOpaTh pa3Mep CTPaHUIIBI JOKYMEHTA.
B none luprna n BeicoTa MOKHO BBECTH COOTBETCTBYIOIIUE 3HAYCHUS IUPUHBI
Y BBICOTHI.

VY CTaHOBUTH MOJISI CTPAHUIIBI MOXKHO TAKXKE C MOMOIIBIO KOOPJAUHATHBIX I -
HEEK B pexxume Jluneiika. B 3T0M pexxrMe Ha dKpaHe MPUCYTCTBYIOT U BEPTUKAJIb-
Hasl, U TOPU30OHTAJIbHAsA KOOPJAMHATHBIE JIMHEWKU. Ha KOOpAMHATHBIX JMHEWKax
MOJIsl CTPAHUIIBI 0003HAYEHBI CEPBIM 1IBETOM. He0oO0X0IMMO YCTaHOBUTH YKa3aTellb
MBIIIIA Ha TPaHHUIly ceporo u Oenoro ydactka (oH OyJIeT UMEThb BUJ «>) U Iepe-
TSAHYTh €€ B HY>KHOE MECTO.

B none Opuenmayus BbiOupaeTcs opueHrtanus crpanuubl. [lepekitodarens
KHIDKHAS 03HAYaeT BEPTUKAIBHYIO OPUEHTAIIHIO, AIbOOMHAs — FOPU30HTAIBHYIO.

[IpuBo/aKa — BBIPABHUBAHHE TEKCTA B BRLIOPAHHOM CTHJIE CTPAHUIIBI IO BEP-
TUKAIBHOW CETKE CTPAHUILBI.

CTuib CCBUTKH — CJIeAyeT BhIOpaTh CTUIIL ab3a1ia, KOTOPBIM OyeT HCTIOIb30-
BaThCS KaK CChUIKA JIJISi BHIPABHUBAHUS TEKCTAa B BBIOPAHHOM CTHJIC CTPAHUIIBI.
Bricota mpudra, ykazaHHas B CTUJIE CCHUIKH, OTIPEIEISCT WHTEPBAT ISl BEPTH -
KaJIbHOM CETKH CTPAHUILIBI.

CTHAb cTpaHHubi: OObIUHBIH

CTonbugel CHOCKA
¥npagneHwe | CTpaHdua | ®oH BepxH1il KonaHTHTy N HHBHMF KONOHTHTYN OOpaMneHHE

MopMaT ByMard

LUnprHa 21,00cH >

EplcoTa 29,70cH ES
CpMEHTaLHA @ EHH#HEA

) AnsfiomHan Moaaqa Bymark [z HacTposk NpHTERA] e

ManA HacTpoFkK pasmMeTkK

CNeEa 2,00cm

4

PazMETKS CTPEHMUEl | CNpasa v Cnesa L

Copaga 2,00cm dopMaT 1,2,3 ... A

4

CEEpRy 2,00cH [ npreoaka

4

CHHZY 2,00cm

4

[ Ok ] [ CTHMEHA ] [ CnpaEka ] [ BOCCTAHOEBMTE
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Pucynox 20 — Hactpoiika mapamerpos ctpanuil B OpenOffice. org Writer

Hacrpoiika eqMHUL M3MepeHUs
I. 3amycTuTh IpOrpamMmy.
2. B wmenw Cepsuc—Ilapamempoi— OpenOlffice.org
Writer— Obwue— Hacmpotiku— Eounuysl usmepenus cienayet BoiOpath Touka.
3. Torna, Hanpumep, MPU YCTAHOBKE MEKCTPOYHOTO MHTEpBaja, Oy IyT UC-
MOJIb30BaThC eauHULbI n3mepenus [1T.
[lapameTpni - OpenOffice.org Writer - 06w ue g|

OpenOffice.arg
3arpy3KalcoxpaHeHHe
HacTpofikm Azelka OBHOBNATE CCHINKH MPK 3arpyzKe AETOMATHUELKH

Openiffice, org Writer
Brerna Mang
e 0 G

Bra @ Mo TPEBOEAHHH AHarparhisl
SHaKkH HOPHATHPOEAHHA
CeTka O Hroraa
OCH. WpHTE (3anaiHele)
MeqaTte
Tafinmua EAKHHULA HIHEPEHHA Touka b
MzmMEHEHMA
COBMECTHMACTE LWar Tabynawmm 35,40t
AETO3Ar0N0E0K
Pacceinka nucem

OpenOffice.org Writer 'eb

Baza AaHHer: OpenOffice.org

Ararpariil

MHTEpHET

OBHOENEHHE

0 & FE

HacTpofikm

L13

FHEFEE

[ O l l OTMEHE ] l Cnpaeka ] ’ Hazaa

Pucynok 21 — HacTpoiika equHHI] U3MEPEHUS

Hymepauus crpanun

3ameuanmue! [Ipexne yem BbiOpaTh kKoMauy Bemaska—1llona— Homep cmpanu-
Ybvl CIETYET Kypcop YCTAHOBUTH B COOTBETCTBYIOIIEM (HMKHEM/BEPXHEM) KO-
JIOHTUTYJIE.

B OpenOffice.org Writer nponymepogams cCmpaHuybl MONCHO 8 MpU waza:

1. Ecnu HOMepa cTpaHMIl JTOJDKHBI OBITH CBEPXY CTPAHULIBI HEOOXOAMMO
BKJIIOUUTH BEPXHUU KOJOHTUTYJ KOMaHAoW Popmam— Cmpanuya— Bepxnuii xo-
JIOHMUMYJ1, €CIU K€ BHU3Y CTPaHULbI, TO HY>KHO BKJIIFOUHTh HUKHUN KOJOHTUTYIJI
koManaou Popmam— Cmpanuya— Huowcnuil kononmumyi.

2. YCTaHOBUTBH KypcOp B COOTBETCTBYIOIIUN KOJOHTUTYI.

3. BcraButh HOMEp cTpaHuLbl KOMaHAOW Bcemasxka— Ilons— Homep cmpa-
Huywl. Ecni HaxaTh KHONKY J{OMOJHUTENBHO, TO MOKHO BbIOpaTh @oH u OOpam-
JICHUE.

4. BBbIpOBHATH HOMEp CTPAHMIIBI MO JIEBOMY Kparo, IO MPaBOMY Kparo WM
10 LIEHTPY C MOMOIIBIO KHOIIOK MaHEIN UHCTPYMEHTOB.

== =
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Pucynox 22 — Knonku BeipaBauBanus B OpenOffice.org Writer
Kak yOpaThs HOMep CTpaHHMIBI ¢ IEPBOrO JHMCTA JOKYMEHTA
Tenepb yOpatb HOMEp C NEPBOW CTPAHUIIBL:
1. ®opmart — Ctunu (wm F11)
2. B oxomke «Ctunu u dopmatupoBanue» yeTBEépras kHomka «Ctumm
CTPaHUILIBI»
3. «llepBas cTpanuia» JBOWHOMW KIIUK.

® ® @ E|E & ¥ -

HTML
ANbBOMHBINA
KoHeepT
KoHUueBaA CHOCKa
MNepan cTpaHuua
COBIYHBIA
MNepeas CTpaHWLE
naBsas CTpaHKLE]
CHOCHKa
YHazaTene

Pucynok 23 — Jlnanorosoe okHo Ctuiiv U hopMaTupoBaHue

KoJI0HTHTYJ1 TOKyMeHTa
Kononmumynom Ha3bpIBaeTCs TEKCT, KOTOPHBIN IMeyaTaeTcs BHU3Y W BBEPXY
KaXIO0W CTpaHUIIBl JOKYMEHTa. B KOJOHTHUTYN MOXHO BBIBECTH HA3BaHHE JOKY-
MEHTa, Ha3BaHue PUPMBbI, UM U (aMUJIUIO aBTOPA M IIp.
B OpenOftice.org Writer MOXHO omoenbHo 8cmasisames 6epXHUL U HUNCHUL KO-
JIOHMUMYJIbL.

Bepxnuii koroumumyn:
Jlist noGaBiieHUs BEPXHETO KOJIOHTUTYJIA HEOOXOIUMO BBITIOJIHUTh KOMaHTY

Dopmam— Cmpanuya— Bepxnuu kononmumyn (Pucynox 24).

Ecnmu Hy)XHO pacmpOCTpaHWTh BEPXHUW KOJOHTUTYJI Ha TIOJS CTPAHMIIBI,

CJIeTyeT BCTAaBUTh B HETO PaMKYy.

Bepxnuti xononmumyn — HY)KHO 3aJlaTh CBOWCTBAa BEPXHETO KOJOHTHTYIIA.

Bk, BepXHHI KOJOHTUTYJI — JOOABJICHHE BEPXHETO KOJOHTHTYJIA K TEKYIIEMY

CTHJIIO CTPAHULIBI.

— OouHakosoe codepaicumoe cresa/cnpasa - 10OABIEHUE HUKHETO KOJIOHTUTYJIA K
YETHBIM U HEYETHBIM CTpPaHUIIAM. DTOT MapaMeTp JAOCTYIEH TOJIbKO JUISl CTHIIS
crpanullpl 11o ymonuanuro.

— Jlesoe nose — Hy)KHO BBECTH PACCTOSHUE MEXIY JIEBBIM KpaeM CTPaHUIII U Jie-
BBIM KpaeM BEPXHEr0 KOJIOHTHUTYJIA.

— Ilpasoe none — Hy>)KHO BBECTH PACCTOSTHUE MEXAY MPaBbIM KpPaeM CTPAHUIIBI U
MPaBBIM KPaeM BEPXHETO KOJOHTHUTYJIA.

— Humepesan — cnemyet 3a7aTh HHTEPBAT MEKy BEPXHUM KpaeM TEKCTa JTOKYMEH-
Ta ¥ HUHKHUM KPaeM BEPXHETO KOJIOHTHUTYIIA.

— Hcnonvzosams Ounamuieckue unmepeaisvl — epeonpenenser napametp Marep-
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BaJIbI M MO3BOJISIET PACIIMPHUTH TEKCT BEPXHET0 KOJOHTHUTYJIA B 00JIaCTh MEXKTY
BEPXHUM KOJIOHTUTYJIOM M TEKCTOM JOKYMEHTA.
— Bwvicoma — Hy>XHO 3a7aTh TPpeOYEMYIO BBICOTY JIJIsI BEpXHETO KOJIOHTHUTYJIA.
— Aemonoobop evicomsl — BBICOTA BEPXHETO KOJOHTHUTYJIA TOI0HUpAeTCsS aBTOMAa-
TUYECKH B COOTBETCTBUM C BBOAUMBIM COJICP>KUMBIM.
— Ilone npedsapumenvroco npocmompa - OTOOPAXKAET TEKYIIEE BBIACICHHUE s
MPEeBAPUTEIBLHOTO MPOCMOTpA.
— JlonoaHUTENRHO — OmpeNeNieHne TpaHullbl, 1BeTa (oHa wiu y3opa QoHa AJis
BEPXHEr0 KOJIOHTUTYJIA.
Huorcnuu kononmumyn:
Te sxe camble mapaMeTpbl MOXKHO 3aaTh U JJISI HUDKHETO KOJIOHTUTYIA.

Crmab ctpanmupl; OBbIYHbIH E‘

CTonbukl CHOCEa
YNpagneHKe CTpaHHLa | ®oH | BEPRHWA KOROHTHTY R HH#HHA KONOHTHTYN CEpamMneHe

BepxHHA KONOHTHTYN

BN, BEPXHHH KONOHTHTY

CLAMHAKOEDS COAEPMMMOE CNEESJCNPAEa

4k

Nesoe none 0,00cHM

LE

Mpasoe none 0,000cmM

4k

lHTEepEan 0,50cHM

[ McnonesoeaTte ApHaMMHECEHME MHTEPEANE!

4k

EricoTa 0,50cHM

AeTONOAGOD BREICOTE

AONoAHMTENRHD, ..

[ 80,3 ] [ OTMEHA l [ Cnpaeka l [ BOCCTAHOEHTE l

Pucynok 24 — 3aknaaka Bepxuuii konontutyn B OpenOffice.org Writer

Hcnouab3oBaHue CNIUCKOB
B TekcTOBBIX JOKYMEHTaX MEePEUUCICHHs Pa3InyHOro TUa o(popMIIIOTCS B
BUJIE Ccnuckos. Pa3nuuaroT cieqyromnye TUIbl CIUCKOB: Mapkuposannsiii, Hymepo-
gannwlil, Muocoyposnesguiii. Ciucok (popmatupyercs Kak A0 BBOJa 3JIEMEHTOB, TaK
U JUId YK€ HaOpaHHBIX B BHUJE OTIENbHBIX ab3areB aneMeHTOB. CyliecTByeT
HECKOJIBKO PA3JIMYHBIX CIIOCOO0B (POPMATUPOBAHMS CIIUCKOB:
— ¢ MoMOIbI0 KoMaH bl Popmam— Maprepwt u nymepayus (PucyHnok 25);
— ¢ oMol komauabl Koumexkcmuozo menio— Cnucox
— € MOMOUIbIO KHOMNOK mNaHenu Popmamuposanue: <Hymeposanmwiii cnucox™> W
<Mapxuposannwiii cnucox>. Ilpu 1memnyke mo 3TuM KHOMKaM aBTOMATHYECKH I10-
SBJIsIETCA IaHeNb Mapkepul u Hymepayus, TIO3BOJIAIONIAS YIIPABISATH CIIUCKOM.
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MapKepbl ¥ HYMEpaLHA * X
EE S -« @9 4

Pucynok 25 — I1anens Mapkepbl 1 HyMepauus
Komanna @opmam—Mapkepol u nymepayus, BBIBOAUT NHAJIOTOBOE OKHO
«Mapkepbl 1 HyMepauus» sl BbIOOpa BKJIAJKU, COOTBETCTBYIOLIEH TUITY CIIHMCKa,
JUISL TajdbHEWIed HacTpoku: MapkupoBaHHbli — Mapkepol, M3o00pascenus, Hy-
MepOBaHHbIA — Tun nymepayuu, MHOTOypOBHEBBIN — Cmpykmypa.
MHOroypOBHEBBIM CIHCOK CO3JA€TCS C MCIIOJb30BAHUEM KHOIIOK « Yae-
JUYUMb omcmyn» U «Ymenovuwiums omcmyny, paclolOkKEHHbIX Ha ITAHEIU UHCTPY-
MEHTOB Popmamuposanue.
VY 1anuth CIMCOK MOYKHO HECKOJIBKUMU CITOCOOAMMU:
1. CrangapTHbIi cOCOO yIaJ€HUs CIIUCKA:
. BBIJCJIHTH 3JIEMEHTHI, Il KOTOPBIX OCYILECTBIAETCS yJaieHUue (pOpMAaTOB
CIIMCKa;
. BBINOJHUTH KOMaHy Popmam— Maprepvl u mymepayus, KHonka <Yoa-
AUMb>.
2. VYpanmeHue cnucKa ¢ MOMOIIBIO KHOMOK nmaHenu opMaTupoBaHUS:
— BBIJICJIUTH DJIEMEHTHI, JJI1 KOTOPBIX OCYULIECTBISIETCS yaaleHue (hopmaToB
CIIUCKA;
— OTKaTh KHONKY <CHUCOK> ONpPEIEICHHOr0 TUIIA Ha MaHenun Dopmamuposa-
Hue.
Jlnst mpexparieHus: GopMUPOBAHUS CITUCKA TAK)KE€ MOXKHO, HAXOSICh HA ITy-
CTOM CTPOKE CIMCKa, HaXKaTh Ki1aBuily <Enter>.

Mapkepbl M HYMepaL 1A ﬂ

Mapkepbl I THN HYMEPALHH ETerTvpal Ms0BpaseHHaA I MonoxeHHeE I HacTpokicm I

BhiGop
1, i1, 1, 1,

a) ] 1.1.1.1 .
. . 1.1.1.1.1 .

DR I ¥RAanMTe | DTMEHA | Cnpaeka | BOCCTaHOEMTE |

Pucynok 26 — JlnanoroBoe okHO Mapkepbl 1 Hymepanus
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Ta0auubl

Hoxymentsr Open Office.org Writer gacto comepkatr gaHHbIEe, oQopMIICH-
HbIe B Bue madauyvl. Tabnuia COCTOUT U3 cmobyos U CMpoK, Ha TIepeceueHUun
KOTOPBIX HaxonATcd sAueuxku. B sueiikax Tabnui pasMemaercs uHGpoOpMaius
IIPOU3BOJIBHOIO TUIIA: TEKCT, YUCa, FpapuKa, pUCYHKH, (POPMYJIbI U TIP.

CrnocoOnlI co3xaHus TaA0JIHII

1. HoByto TaOauIly MOKHO CO3/1aTh C MOMOILbIO KOMaH/ bl [JIABHOTO MEHIO
Tabauya— Bemasumov— Tabnuya, KOTOpasi BEI3BIBACT AUAIIOTOBOE OKHO JJIsI YKa3a-
HUS Pa3MEpPHOCTH TaOJIMIIBI — YUCIAa CTPOK U cTonOnoB. locne ykazanus pazmep-
HOCTH CO37]JaBa€MOi TaOJIMI[bl MOKHO OCYIIECTBUTH €€ aBTO(POpMaTUpOBaHUE —
KHOTIKa Aémoghopmam.

DEHO  CNpaEka

"] Tafmmua... Crri+F12

Tabnvua X

E-IlF-fa-IH-E-| M eE-
=1 =I] | [ ] el | (] B | & | 2

x|

Hazeanue ITaEnHLLal [o];4 I
Fasmep TabnHuel OTMEHS |

CTonbuel

|2 3:
CTpoOkH |2 3: Crnpaska |

MNapaMeTpel

| Saranosok
™ OoeTopaTe saronoeck
MNepepie m CTROKH
[ He pastHeaTe TabnMLy
| OBpaMnerve

AETOhOPMAT. .. |

Pucynok 27 — JInanoroBoe okHo BcraBka Tabmuip!

2. C noMo1bio KHONKU Tabnuya naHenn HHCTPYMEHTOB ONPEACIIeTCS KOH-
(qurypanus HOBOM TaOJHIIBI: NMPU HAXKATOM JIEBOW KHOMNKE MBIIIN 3aKpALINUBAETCS
TpeOdyeMoe YHUCIIO CTOJIOIOB U CTPOK TaOJIHUIIBI.

3. O6pabatbiBaTh TaOJIUIy MOXHO ¢ Tomoliblo CTaHIapTHOW mNaHeIu
UHCTPYMEHTOB Tabnauybl.

v liE CTHAE NHHHH

o BB LIBET MMHMEA pamick

v | ofpamnenme
% El LIgeT tioHa

' DEEEAMHHMTE AHERKH
' D PaztnTe AYEHKH
« ] AsTonoadop

W 1 Mo Eepxy

v [t LEHTpHMpOEaTE (N0 BEEPTHEANM]
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v E EBCcTagMTE CTROEY
W [':l BCTaEMTE cTOnGEL
v E ¥AANHTE CTPOKY
v ¥aannTe cTonbeL

BelAENHTE TabnHuy
[E] BelAENHTE CcTONAEL

E BElAEnHMTE CTROKY

' ABTOGOpMaT

v CBOHCTEE TaBnHub!

v %'-z COpTHPOEATE

' E CyMMa
Pucynoxk 28 — Onucanue KHOMOK MaHeIn HHCTPYMEHTOB Tabnuya

N3MeHeHHe CTPYKTYPHI TA0THUIBI

1. BolaesieHue CTPOK U CTOJIOLOB.

Cmpok: IPOTAHYTh MBILIb M0 STYEHKaM CTPOKHU.

Cmonbyog: yCTaHOBUTH YKa3aTeIb MBIIIN HAJl HY>)KHBIM CTOJIOIIOM, TOOUTh-
csl, YTOO OH MPHUHSIT BUJ YEPHOU BEPTHKAIBHOW CTPENIKH, U IIEIKHYTh JEBOM Kila-
BUIIICH MBIIIH.

2. U3MeHeHHe pa3MepoB CTOJIOIOB U CTPOK.

Cmonbyos.

— 3alenuTh MBIIIBIO 32 METKY TPaHMIIBI CTOJIOIA HA JIMHEHNKE, TOOUBIINCH,
4yT00 yKa3areidb MBI MPUHSIT BUJl YEPHON JBYHANpPaBIEHHOW CTpPENKU <> (B TOM
Ccllydae, €CJIi Kypcop YCTaHOBJIEH B TI0JI€ TaOJIUIIbl) U IPOTSIHYTh B HY>KHYIO CTOPOHY .

— Hactpouth ykaszarenb MBI Ha TPaHUIIE CTOJIOIA HEMOCPEACTBEHHO B
noJjie TaOuuIlbl, JOOMBIIUCH YTOO yKa3aTellb MBIIIM TMPUHSIT BHJI YEPHOW JBY-
HaIPaBJICHHOW CTPENKU W MPOTSAHYTh €r0 B HY’KHOM HaIlpaBIICHUH.

— Wcnonw3oBare 1. M. Tabauya— Ceoticmea mabauyvi— Cmonbe — [llupu-
Ha cmonbya.

Cmpok.

- 3anenuTh MBIIIBIO 32 METKY T'PAHUIbl CTPOKU HA BEPTUKAIBHOU JIH-
HeliKe, JOOUBIIKCH, YTOO yKa3aTelb MBIIIN OPUHSI BUJ YEPHOU JIByHANPABICHHOMN
CTpEJIKHU (B TOM clTydae, €CJIM Kypcop YCTaHOBJICH B 10JI€ TaOJHUIIbl) U IPOTSHYTH B
HYKHYIO CTOPOHY.

- HactpouTs ykazaTenb MBI Ha TPAHULIE CTPOKU HEMOCPEJACTBEHHO B
noJjie TaOauilbl, JOOMBIIMCH YTOO yKaszaTellb MBIIIM MPUHSIT BHJI YEPHOU IBY-
HaIIPaBJICHHOW CTPEJIKH, U MPOTAHYTh €r0 B HY’KHOM HaIlPaBIICHUH.

Ucnonw3oBate Konmexcmuoe mento — Cmpoxa — Bvicoma.
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Auefka - ]

CTpOKa BricoTa. ..

PazpellMTE pasfHeEHHE CTROK

CTonbey, C

[ paHHLEl TabnHuEl CNTHMaNEHaA BRICOTA

PacnosHagEaHHe YHcen PacopeAenHTe PEEHOMEDHD

PegaKkTHpOEaTE CTHNE absaua. .. BElAEMHTE

BCTaEHTE. ..

a% BbIpEsaTE E

WAANKTE AYERKHK
[ ] KonvpoeaTe

Pucynok 29 — KOHTEKCTHOE MEHIO

3. BcraBka cT0JI0110B U CTPOK.

Cmonbyos. BeiienuTh cTOIOCI, PSIZIOM C KOTOPBIM HYKHO BCTaBUTh HOBBI:

1. Wcnonp30BaTh KHOIMKY Ha IMMAHEIH WHCTPYMEHTOB Bcmasumv cmonbey
(cTomberr Oymet moOaBiIeH CIEBa).

2. Tabauya — Bemasumov— Cmonbybi.

3. Ucnonbs3oBath Koumexcmuoe menio—Bemasumov— Cmonobywi.

x|
BCcTaEHTE
: | Ik I
1 =

KON-E0 =
JTMEHS
MNonoxeHne
'S a0 _Npaeka
iv nocne

Pucynox 30 — /IlnanoroBoe OKHO BCTaBKU CTOJIOLIOB

Cmpoxk. BeiieauTs CTpOKy, HajJ KOTOPOW HY>KHO BCTaBUTh HOBYIO:

1. Hcnonb30BaTh KHONIKY HA TAHEIN HHCTPYMEHTOB Becmagumuv cmpoxy.
2. Tabauya— Bcmasums cmpoky.
3. Ucnonb3zoBate Konmexcmuoe menio— Bemasums— Cmpoku.

1.1.1. YaajieHne CTPOK M CTOJIOLOB.

—  BeimenuTs ygansemblii 3JeMEHT TaOJUIbI, HCIIOIb30BaTh KOMaHay 7a-
onuya — Yoarnume— Cmonbyst (CTpoxn).

— Ucnonb3oBaTh koHmexcmuoe Mmento Komaunay Cmpoka (Cmonbey)
— Yoanums cmpoxy (cmonbey).
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5. 3aroqioBku. Hcmonb3yeTcs B ciiydae HEOOXOAMMOCTH aBTOMATHYECKOTO
MOBTOPEHUS «IIANKK» TaOJUIIBI Ha KaX0M HOBOM JIUCTE. BhIjenseM «manky» Ta-
OJUIIBI, UCTIONB3YyeM KoMaHy: Tabauya — [losmopams 3a207108Ku cmosoyos.

IIpeoOpa3zoBanue Ta0JIUIBI B TEKCT

TekcToBbIN Mpolieccop MO3BOJISET MPeoOpa30BaTh JaHHBIE TAOIHIIBI B TEKCT
¥ HA000pOT — TEKCT B TaOnuIry. st 3TOrO Cleayer BBIACIUTH TabIUIly, B MEHIO
Tabauya—IIpeobpazosamov— Tabauyy 6 mexcm

MpeobpazoEaTe TekcT B TabnHuy. ..

Tabnuuy B TEKCT...

H.
&'z “OPTHPOBATE...

3aTeM B MOSBUBILEMCS TUAJIOTOBOM OKHE CIIETyeT BbIOpATh CIOCOO pasjene-
HUS TEKCTa

Mpeobpasosate TAabnNHMULY B TEKCT El

PazaenvTens TEKCTa o
* Tabynauma: 7 Touka c zanAToH
DTHEHS
7 Afzau 7 Apyroi: IJ_
CNpacka

Pucynoxk 31 — OxHo BeIOOpa pazenuTelis TEKCTa, MOIy4aeMoro nocie
npeoOpa3oBaHus TaOIUIIbI

Panee HaOpaHHBIN TEKCT MOKET OBITH MPEOOPA30BAH C MOMOIIbIO KOMAaH]IbI
Tabauya—Ilpeobpazoeamv 6 mabauyy NPU yCIOBUU, YTO TEKCT MOATOTOBIIEH C
UCIIOJIb30BaHUEM CIIELIMAJIbHBIX CHMBOJIOB-pa3enuTeNed KOJIOHOK (TadymsTop,
a063aii, mpooes U T. 1.)

Odopmiienne Tad MBI

st opopmienust Tabauisl (oOpamiieHne, 3a0JIHEHUE U TIpP.) UCIOJIb3YyeTCs
naHenb 7abauyvl u epanuybl.

PenaxkTrpoBanue TaGIubI

TexcT BHYTpH siUCHKH TaOIUIBI PEAAKTHPYETCS OOBIYHBIM 00Pa30M.

Briienenue siueek, CTpoK, CTOJIOIOB TaKkKe Kak U JUIsl TEKCTa MOXHO MPOU3-
BOAUTH JINOO C MOMOIIBIO KJIaBUATYphl (OAHOBPEMEHHO HaxaTh KiaBuiry <Shift>
Y KJIaBUIIY MEpEeMEIIeHUsI Kypcopa), TM00 C MOMOIIbIO MBIIIH.

Takoke BbIJEICHHE MOXKHO NMPOU3BOIUTH C MOMOIIbIO KOMaHabl Tabauya,
COOTBETCTBYIOIIIEE BBIICJICHHUE (CTPOKH, CTOJIOIA MU BCel TaOIUIIbI).

IleyaTb JOKyMeHTA

[lepen medarbio JOKyMEHTa OCYLIECTBISETCS MpoBEpKa opdorpaduu, mpo-
cMOTp oOpa3a MEe4YaTHOro JAOKYMEHTa C MOMOIUIbI0 KoMaHAbl Paiin—IIpedsapu-
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menbHblld npocmomp (WU UCIONIb3Ysl KHOMKY IMPEeIBAPUTENILHOTO MPOCMOTpa Ha
nanenu Cmanoapmuast).

3areM 3a7ar0TCs MapaMeTphl CTPAHUIIBL: TOJIS, pa3Mep U OpHeHTalus Oyma-
I'M ¥ HeKoTopble apyrue. s aroro BeIModHSAETCS KoManaa Daiin, Ilapamempuol
CmMpanuybi.

Jlyig meyatu JOKyMEHTa MOYKHO HCITIOJIb30BaTh JiBa criocooa:

— Komanny @aiin—Ileuamus

— KHONKY /leuams Ha nanenu Cmanoapmuas.

Hcnone3ys koManny @atin—Ileyams MOXHO 3ajaTh NapaMeTpbl MEYaTH:
KOJIMYECTBO KOMUi1, HOMEpa BHIBOJAMMBIX HA MeYaTh CTPAHMUII, KAYECTBO MevyaTH (C
MOMOIIbI0 KHOTIKKA CBOMCTBA).

x

MprHTER
U] IHF‘ LaserJet 1015 j CEOACTER.. |
COCTOAHKE [MPHHTER MO YMON43aHHHKD; [OTOE
THn HP Lazerlet 1015

PacnonoweHre ISBOO1

KoMMEHT 3pHA

[ Deuwatate & daiin

CBRacTe NEYATH [l 5151

% Ere HKOMMYECTED KOMMA Iﬂ 3:
" CTpaHHuE 3 | | |

= I . ) ) ™ ¥nopaaouuTe
" BelgeneHme 1 2 3

MapameTpel... | K OTHMEHA | CNpaeka |

Pucynok 32 — OkHO miedyatv JOKyMEHTa

B none okna O6racme newamu MOXHO 33/1aTh KOJMYECTBO IEYATAEMbBIX
CTpPaHHIL:
— Bce — pacnieyaTka BCEro JOKyMEHTA.
—  Cmpanuybl — cleyeT yKa3aTb Hy )KHbIE CTPaHULbI YEPE3 3aIIATYI0, HAIlpUMED:
1. ecnu HyXHO pacriedaraTth 3, S U 7 CTpaHUUBI CIEAYET BHECTH 3TH HOMEpPA
yepes 3aIArylo;
2. eclv HY’KHO pacliedararb BCE CTPaHULBI C 3 10 7, CIEQYeT yKa3aTh NEPBYIO
CTpaHMILy JUana3oHa U MOCIEIHIO uepe3 Tupe 3—7;
— Bwidenenue — pacrieyaTka BbIJIEICHHOTO JTMAIa30Ha.
MOo3KHO 3aJ1aTh HY>)KHO€ KOIUYeCma80 Konuil Ie4aTu U Ynopsaoodums ux.
Kuonika [leuams na nanenu Cmanoapmmuas CIyX UT IJIS 1€YaTH BCETO J0-
KyMEHTa C IIPeIBapUTEIbHO 3aJaHHBIMU ITapaMeTpamMu.
B nemnsx 3KOHOMUHM TOHEpa MOYKHO 33J1aTh SKOHOMHOE Ka4yeCTBO IE€YaTH: B
OKHE TIe4aTu BBIOpaTh KHOMKY Ceoticmea— OkonuamenbHas o6pabomra— IKOHO-
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Mus mouepa.

3aganue

1. Co3pnaiiTe HOBBIN JOKYMEHT.

2. BeenuTe npeaIoKEHHBIE NIPETIOABATEIIEM JIEMEHTHI CITMCKA KaK OTIEIb-
Hble a03allbl.

3. CkonMpyiTe BBECHHBIE JaHHBIEC HUKE.

4. Chopmupyiite cnucok Tumna MapKUpOBaHHBIM, BBITOJHUB CIETYIOLINE
JIEUCTBUS:

— BBLACIINTE DJIEMEHTHI CIIUCKA;

— BBINOJHUTE KOMaHy Popmam— Mapkepwvt u nymepayusi,

— BBIOGpUTE BKIAAKY M300pascenue;

— YCTaHOBUTE YKa3aHHbIC PENOAABATENIEM ITAPAMETPHI U HAXKMUTE KHOII-
Ky <Ok>.

5. Tlosropure aeiicTBus 1.4, ucnonb3yss HymepoBaHHbBIN CIIUCOK.

6. IloBropure nevcrBus mn.4, ucnosb3yss MHOroypoBHEBBIM criucok. 1Ipu
CO3IaHMM MHOTOYPOBHEBOI'O CIIMCKA OIMHILUTE CTPOKY MEHIO (CM. mpuioxkeHnue b
3aganue 7).

7. CoxpaHUTE U 3aKPONTE CO3AAHHBINA TOKYMEHT.

8. Co3pnaiiTe HOBBIN JOKYMEHT.

9. Co3zpnaiiTe TabnUIly, MPUBEACHHYIO B MPUJIOKEHUH 1.

10. 3anatiTe oOpamiieHUE TAOIHIIBI:

a. BHeniHue rpaHuIlbl )KUPHBIE CHHUM LIBETOM.
b. BHyTpeHHHE — MyHKTUPHOM JIMHKEH KPACHOTO IIBETA.
C. 3alMBKY «IIAIMKI» TaOIHIIBI 33/1aTh CBETIO-TOIYOYIO.

KoHTpoJibHBIE BONIPOCHI
Kak Ha3HayaroTcst mapaMeTpbl CTPAHUIbI?
Kaxk BcTaBisiTh HyMepaluio CTpaHull?
YTo Takoe KOJIOHTUTY?
Kak co3naercst KoJoHTUTYIT?
Kak yganuts HOMEp CTpaHUIILI C IEPBOTO JIUCTA JOKyMEHTa?
Kak n3mMeHuTsb nosisa T0KyMeHTa, pa3Mep U OpUeHTaIuo0 Oymaru?
Kakum oOpa3zoM co3maeTcsi ClUcoK B JOKyMeHTe?
Kaxkue Bujbl crivicka Bbl 3HaeTe?
Pacckaxute o cnocob6ax co3/iaHus TaOIHIIbI.
Kak MOXHO UBMEHHUTH CTPYKTYpYy TaOIUIIbI?
Kax opopMuth Tabnuily rpaHuiiamMu, 3aIMBKOM, aBTO(POPMATUPOBAHU -

—ZS 0NN R W =

— O

eMm?
Kaxk pacrieuaTaTh TOKyMEHT Ha IpUHTEPE?
Kak pacrieuataTh BEIOOPOUYHBIC CTPAHHUIIBI JOKYMEHTA?

—
W N
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JIABOPATOPHAS PABOTA Ne 4
Tema: I'unepccbuIku

L]env pabomul: HAYyYUTHCS CO3/1aBaTh TUMIEPCCHUIKHU.

3aoanue:

1. Csi3aTh runepcchuUIKamMu Ba JOKYMEHTA.

OCHOBHBIC nOHAMUS U OnpedeneHuss: 3aKaKa, TUIIePCChUIKa,

l'unepccvinika — IBETHOM TOMYEPKHYTHIA TEKCT WM TpapUUECKUil 0OBEKT,
IO IIETUYKY KOTOPOT'O BBIMOJHAETCS Tepexo 1 K ¢aity, ¢pparmenty ¢aitia uiu Beo-
CTpaHulle B UHTpaceTH uiu MuTepHere.

Co3nanue runepcCcblIKU

[Ipouiecc co3manusi TUNIEPCCHUIKA COCTOUT M3 ABYX ATaroB. [lepBrIil aTan
— yCTaHOBKa 3akjajakud. BTopoil 3Tam — omnpeneneHue CChIJIOK Ha 3Ty 3a-
knanky. Co3zmaeM nBa ¢aitna. B mepBoM HE0OXOIUMO pacCTaBUTh 3aKJIaJIKH, BO
BTOPOM — OTIPEJETNUTh CCHIIKHU.

Oman 1. Yemanoesxa 3aknaoox.

- YCTaHOBHUTH TEKCTOBBI KYypCOp B MECTO, Kyjaa TpeOyeTcs TIOMECTUTh 3a-
KJIQJIKY.

3anucaTh, UCTIOJIB3Ysl KOMaHy Bcmaska-3axknaoka, B noje 3akjIaJku UMs

yCTaHaBIMBaeMOW 3akiaaku. VIMs 3akiiaJku HE JOJDKHO COJEPKAaTh CHUMBOJIOB
«mpoodem». [Ipu HeOOXOUMOCTH KUCTIONIB30BaTh B UMEHH 3aKJIaJKU HECKOJIBKO CJIOB
1[E€JIECO00PA3HO 3aMUCHIBATh MOCIIETHUE C 3arJIaBHBIX CUMBOJIOB 0€3 MpOoOeIioB.

Bcraeka 3axknankv Xl

JaKnaakm

L3

OTHEHA

¥ aanmTe

Pucynoxk 33 — BcTaBka 3akiiaaku

- Haxxatp kHonky OK.
B pesynbrare B MeCTe HaXO0XKACHHS TEKCTOBOTO KypCOpa YCTaHOBUTCS 3aKJIa/IKa.

YcraHoBUBIIAsACS 3aKiajKa HE MPOCMATPUBAETCS HA 3KPAHE PENAKTOpa, a UC-
MOJIB3YETCS JIUIIIb MPU CCHUIKE B IOKYMEHTE Ha 3TO MECTO.
Oman 2. Onpedenenue cCollioK.

1. YcTaHOBUTH TEKCTOBBIN Kypcop B MECTO, OTKyJla TpeOyeTcs MmeperTu 1o
TUIIEPCCHUIKE HA YCTAHOBJIEHHYIO PaHEE 3aKIIAJIKY.

2. OTKpBITh AUATIOTOBOE OKHO Jl0OaBiieHHE THMEPCCHUIKH, UCIONB3YS KO-
MaHay BceraBka—I unepccouika.

3. [TosiBUTCSI OKHO CJIEAYIONIETO BUJIA:
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['Mne pccuaka

AoKyHMEHT

[ﬂﬁj

[X]

MyTe |

v [B)]

lHTEpHET

CCRINKA HA 3NEMEHT B AOEYMEHTE

iy

Llens |

Mo4Ta M HOBOCTH LURL

AonoAHHTENEHEIE HACTPOMEH

Ppefin

PopHa
AokyMEHT | > =

TekcT |

TekcT w |

E‘ lima |

CozaaTte

ADKYMEHT [ pererers ][ JakpeITE

|| crpaexa || Hesaa |

Pucynok 34 — J[naioroBoe OKHO CO3JaHUs TUIIEPCCHUIKH
1. B obGnactu Ilyms ciemyeTr ykazaTh HOJHbIU Nymb K JOKYMEHTY, B KOTOPOM

YCTAaHOBIJICHA 3aKJIadKa

2. HaxaTp Ha KHOTKY , B nosiBuBlieMcsi okHe Ccblika Ha 31emeHm 8 OOK)-

MeHme BbIOpaTh 3aknaoxu— Ilpumenums.

Yka3arp B JUAJIOTOBOM OKHE B MYHKTE [[OMOJIHUTENBbHBIE HACTPOUKU UM
3aKJIa KU, Ha KOTOPYIO HEOOXOJMMO MepeMenaThCsi MPU aKTHUBU3AIMU TUIIEPC-

CBLIKH.
3. Haxats kHOUIKY [Ipumenumes.

Bce ookymenmui, komopvie OyOym ce:a3amHbl SUNEPCCbIIKAMU, PeKO -

MEHOYemcsi COXpausams 8 0OHOU NankKe.

CCoInKa Ha 3NeMeHT B A0

|

-] Tatnuue
Epezkn
MzobpaseHna
OLE oBeekTel
FPazaenel
Saronoskm

H

| OpHMEHHTE I SAKPEITE

PI/ICYHOK 35— I[I/IaJIOFOBOG okHO CchlIKa Ha BJIEMEHT B HOKYMCHTC

3ananue

1. Co3naTh «3NEKTPOHHBIN YYEOHHK», COCTOSIIIMNA U3 JBYX JOKYMEHTOB.
[lepBbIil JOKYMEHT JOJKEH MPEACTABIATE COOOU coAepKaHUe, T/Ie Kaxaas ria-
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Ba ABJISETCA TUMEPCCHUIKOW Ha COOTBETCTBYIOUIYIO 3aKJIaJKy BO BTOPOM JOKY -
MEHTE, KOTOPBIA COJIEPKUT caM TEKCT AJIEKTPOHHOTO yueOHUKa. B KoHIE Kax-
70 T7aBbl (KpoMe epBOM U nocneaHei) OY HeoOX0IUMO cO3aTh CIeayONIue
runiepccbiku: Conepxxkanue, Hazan, Bnepen. Kotopsie cooTBeTcTBEHHO OyayT
BO3BpallaThCsa K JOKYMEHTY C COJIep)KaHUEM, K MPEeAbIAYyIIEH ri1aBe, K mMOCIey -
IONIEeH TJIaBe TEKYIIEeTo AOKyMmMeHTa. J[yisi mepBOM riaBbl JOCTAaTOYHO CO3/1aTh
nee ccbuiku: Copnepxxanue, Brnepen. [ns nmocnenneit riassl — CoaepxaHue H
Ha3zan.

KoHTpoJibHbIE BONIPOCHI
1. Yro Takoe 3akiiajka, Kak e¢ co31aTh?
2. Yro Takoe rumepccbuika’?
3. Kak co3ngath runepcchuiky?

JIABOPATOPHAS PABOTA Ne 5
Tema: TexkcroBbie d3ppexThl. PucoBanue

Lenv pabomei: HAyUNTHCA CO37aBaTh HAMIMUCH «JIEKOPATUBHBIM» TEKCTOM C
nomoiplo manenu «TekctoBbie 3hPexTh», paboTaTh C MAHEIBIO UHCTPYMEHTOB
pHCOBaHKE, OCBOUTH BO3MOKHOCTHU NaHeIu prucoBanus 3D.
3aoanue:
1. Co3naiite Menans «CaMOMy KpaCHOPEYMBOMY CTYJIEHTY», UCIOJIb3YsI Ia-
Henn «TekctoBeie a3 dexTo» n «PucoBanue» mo odpasiy 3aganust Ne 4 (IIpwuo-
*KeHue b).
2. Coznaiite pUCYHOK MO 00pa3ily 3ajJaHusi 3 NPUIIOKEHUs 2.
3. Coznaiite MO3/IpaBUTENIbHYIO OTKPBITKY MO 00pasily 3aJlaHusi 5 Ipuiioxe-
Hus b.
OcHOBHBIE noHamus U onpedeneHus: NEKOPATHUBHBIA TEKCT, 0O0beMHast Qury-
pa, TpyNIUpPOBKa/pa3rpynmupoBKa rpaguuecknx 00bEeKTOB, B3aUMHOE PaCIOIONKe-
HUe rpaduueckux 00ObEKTOB, 0OpaMIIEHHUE U 3aJIUBKa (QUTYp
[lenb BBITTONHEHUS TPEUIOKECHHBIX 33/JaHUi HE TIPOCTO HAPHCOBAThH JOMUK
U CO3/1aTh OTKPBITKY, a HAYUYUTHCS CO3/1aBaTh 0ObEMHBIE (PUTYpBI, COBMEIIATh UX
pacIooKeHue, 3a1aBaTh rpapuyeckuM o0beKTaM oOpaMyIeHrEe U 3aJIMBKY; CO3/1a-
BaTh HAJIUCH JJIs TpaUKH, UCIIOIB30BaTh aBTO(MUTYPHI, COBMEIIATh TEKCT U Tpa-
¢buKy u np.
Co3panune 00beKTa TEKCTOBOIO 3P pexTa
— Ha nanenu uHcTpymMeHTOB Pucosanue meIKHUTE 3HAUYOK [ anepesi meKcmoswix
aghghexmos.

— B nuanoroBom okHe I anepess mexkcmogwvix 2¢hghexmos BIOEPUTE CTUIH TEKCTO-
BOro 3¢ dexTa u HaKkMuTe KHOMKY «OK».
O0bexT TeKkcTOBOTO 3 dekTa OyJAeT BCTaBICH B JOKYMEHT.

— JIBaK/TbI IIEIKHUTE OOBEKT, YTOOBI TIEPEUTH B PEIKUM PeOaKmuposanusi mexkcmd.
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— 3aMeHHUTe CTaHIaPTHBIN TEKCT 3(PQeKTa CBOUM.
— YToOBI BBINTH U3 PEKUMA PEAAKTUPOBAHUS TeKCTa, HaxmuTe Kiasuiry ESC.

ranepen TeEKCTOBLIK 3thhexToB X|

BrIGEpHTE CTHAE TEKCTOEOMD 3chiekTa:

il | Pt ok Gt
Fontwo® AN

Gl R Sl

fotgok s s Fontwo |

Ok I DTMEHA I Cnpaska I

Pucynox 36 — OxHo BeIOOpa 3(pPekToB TEKCTA
N3meHeHue 00bekTa TEKCTOBOrO 3¢ Pexra
1. [llenkHUTE OOBEKT.
OTkpoetcst maHelb HHCTPYMEHTOB 1 excmosvie aghgexmoi. Ecniu nanensb
UHCTPYMEHTOB Texcmogvle 3¢hghekmul HE BUHA, BBIOEPUTE MYHKT MEHIO Buo —
llanenu uncmpymenmos — Texcmogvie 3¢ghghexmul.
2. lllenxkHUTE 3HAYOK HA MAHEIN UHCTPYMEHTOB 1excmosblie a¢ghghexmui.
JlocTynHBI ciaeayonue 3Ha4KH (Ha3HaueHUE KHOTIOK JIaeTCs TOCIIeI0BaTEb-
HO CJIEBa Ha MPaBo):
1. «["anepest TekcToBBIX A(PEKTOBY» — N00aBIIET OOBEKT TEKCTOBOTO 3P heK-
ta (Puc. 36).

2. «dopma tekcToBoro rddekray — uzmenser hopmy (Puc. 37).
3. «TexcroBblit 3¢ (EKT ¢ OMHAKOBOM BHICOTON OYKB» — M3MEHSET BHICOTY OYKB
4. «BwipaBHUBaHUE TEKCTOBBIX A(h(PEKTOBY» — BHIPABHUBAET TEKCT
5. «MeXCUMBOIIbHBII UHTEPBAI IS TEKCTOBOTO 3(hPeKTar — U3MEHSAET MEX-
CUMBOJIbHBIE UHTEPBAJIbI U KEPHUHT.
TenctoBbie athperTel * X
@ V- aal = - AY-
PopMa TEKCTOBD.. ™ X B B

— p— T ~ [ -
= i = & ] b DYEHE NNOTHEI

[ [

Mo ueHTpy

MNo NpasomMy kpano
Mo WHpHHeE

= [0 WHpHHE C pAcTArkMEaHHER

HopraneHEIH
LLMpokki
JYEHE WHPOKHA

Monez0EaTENECKHA, . .

KEepHHHr Nap CHHMEONDE

Pucynok 37 — Haznauenust KHOMOK 3((EKTOB TeKCTa
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N3MeHATh CO3JaHHbIN TEKCT MOKHO IPpHY roMonu nanenu 3D.

Mapamerpel 30D * X
SBIECCPD - WD

HN3menenue Apyrux arpu0yToB TEKCTOBBIX 3(PPEeKTOB
1. [lenkaute 0OBEKT TEKCTOBOTO 3P (heKTa, 4TOObI BBIIECIUTH €rO.
2. BeiOepute cBoiicTBa Ha MaHENU UHCTPYMEHTOB Ceolicmea puco8anHo2o 00beK-
ma. MO>XHO U3MEHUTh IUUPUHY CTPOK, LIBET JIMHUH, IBET U CTUJIb 3JIMBKU U JIp.

KoHTpoJibHbIE BONIPOCHI

/. Kak BBIBECTM Ha DKpaH IIaHEIb MHCTPYMEHTOB «PucoBaHue», IUIs 4ero
OHa MPHUMEHSETCS?

2. Kak HapucoBaTh aBTOGUTYpY U U3MEHUTH €€ pa3Mep, TpaHully, 3aIHUBKY,
T€Hb, 00bEM U TIOBEPHYThH €€ U MEPEMECTHUTD?

3. Uro takoe TekctoBbie 3P dexTri? Kak nx nucnoab3oBath?

4. Kak BctaBuTh pucyHok? Kak BbIOpaTh 00T€KaHUE TEKCTOM?

5. Kak u3MeHUTb OPSAJIOK HAJIOXKEHUS TpadUuecKux 0ObEKTOB JIPYT Ha Apyra’?

JJABOPATOPHAS PABOTA Ne 6
Tema: Co3naHue OrjiaBJIeHUA

Llenv pabomwi: HAyUUTHCS CO3/1aBaTh OTJIABJICHUE JOKYMEHTa B aBTOMATHU-
YECKOM PEXKHUME.
3aoanue: co31aTh OTJIaBICHUE K TEKCTOBOMY JOKYMEHTY.
OcHOBHbIE MOHATHS, ONPE/ICTICHUS], pacCMaTPUBAaEMbl€ HA IAHHOM 3aHATHHU:
1. Cruns.
2. @opmaTupoBaHUE.
3. Ornasnenue.
TeopeTuko-MmerognyecKas 4acThb
JIOKYMEHT MOXXET UMETh 3aroJ0BKM HECKOJIBKUX YPOBHEH: 3aroJIOBOK MEp-
BOT'O YPOBH$, 3ar0JI0OBOK BTOPOTO YPOBHS U T. A. JlJIst CO3MaHUA OTJIaBJICHUS JOKY -
MEHTa HEOOXOAMMO BBITIOJIHUTH CJICIYIOIIHE IIIary.
Inaea 1.
Tyrmrl.1
IFyrxrl2
H;.'.'IJ:III“,"I-]I{'II. 1
Tomrmyrxrl.2
IFymxrl.3
Thasa 2.
JonycTtrm, B JOKYMEHTE UMEIOTCS CIIETYIOIINE SJIEMEHTHI:
Jlist co3nanust oriaBieHUs HEOOXOAUMO KaXKJIOMY 3JIEMEHTY yKa3aTh K Ka-
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KOMY YPOBHIO OTJIABJICHUSI OH MPUHAIUICKUT. J[JI1 ATOTO CleyeT BBIACIUTh HYXK-
HBIM y4acTOK TEKCTa, OTKPBITh MEHIO «Cmuiby) Ha MaHeTu UHCTPYMEHTOB U BbI-
OpaTh HEOOXOAMMBIN YPOBEHb 3aT0JIOBKA U3 CITHCKA!

T BHe o BER SE B-o - @EH-v WOEE T
@ B Times New Roman E 12 IZ| ¥ K U4 = = = . iZ i e= @
N b bopmatposanie| ey Z L 21345678

3aronoeokl
3aronoeok 2

- 3aronoeok 3
o QCcHOBHOW TEKCT
' AonoAHUTEAEH ..

Pucynox 38 — Beibop ctusis

OcCHOBHOMH 3arojloBoK 0003Ha4yaeTcs Kak «3aroyioBoK 1», Bce MocIeayIouue
UMEIOT YOBIBAIOIYI0 BaKHOCTh. CooTBeTCTBEHHO ['71aBa 1 MMeeT 3TOT TUI CTUIIA,
nyHKTHI 1.1-1.3 umerot Tin «3aroyioBok 2», a noagnyHkThl 1.2.1-1.2.2 — «3aromno-
BOK 3». Kaxknplif Tvnm umeet cBoi cTuiib (hopMaTtupoBanus. [[ist M3MEHEHUs! CTUIIS

OTKpOUTE MyHKT MeHIO0 Popmam— Cmuiu

Iaﬁ.nnu,a Cepenc Owkno  Cnpaska

| PopmaTMpoEaHUe No ypondadume Cirl+ M
| BB Cumecnel.,
:@ ABzau,...
| 8% Mapkepel v HymMepauma...
CTpaHuua...
Perncrp »
EonoHen...
Pazgenbi...

Ef  Cruam F11
ABTO3aMEHE *
MNpwueazka »
OBTekaHne »

[Héu Bripaepneanmne 3
Pacnonoxenne »
O1paxenne 3
[pynnupoeka »
OBnexT »
Bpeska/ObwexT...

HzobpameHne..,

Pucynox 39 — Beibop ctumns

CTian 1 dopmMaTMpoEanve

=

EE DD ®

Q-

Bazoekm
JaronoBoK

Cozgate...

3aron
3aron
3aron0Eo
Jaronoeok 4

3aronoeok 5

Jaronoeok 6

3aronosok 7

JaronoBok &

3aronosok 9

3ameTkn

OBpaTHBIA oTCTYN
JcHoOBHOM TEKCT

CDCHOBHOW TEKCT © OTCTYNOM
Oremynel

Mepean cTpoKa © OTCTYNORM
Megnnce

MpueeTcTEME

|AET|:| MATHUYECKIA

B

Pucynoxk 40 — I3MeHeHUsI CTUIIS

B nosiBuBIIEMCSI MEHIO BBIOEPUTE DIIEMEHT, JJII KOTOPOTO BbI XOTUTE MU3MeE-
HUTH (popMaTUpOBaHUE, HAKMHUTE HA HEro MPaBOW KHOMKOW W BbIOepuUTE «H3Me-

HUmbs»:

Jlanee ciexyeT HACTpOUTh CTUIIb U (POPMATHPOBAHUE 3ar0JIOBKOB:
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L Y
Crane abzaua: 3aroncsox 1 M

SipderTor wipndgTa | MonoxeHme | CTpykTypa v HymMmepauma | Tabynayma | Bykenua |ﬂ'*cm

CGpamneHne
¥npaeneHwne | OTcTynbl M MHTEPBANbLI | BripasHneanne I Ha cTtpannye | WpwgT

CaphwTypa Hauepranne

MNeony*mpHEeli

OBbIMHBIRA
Arial Black Kypcwe
avial Narrow
Arial Rounded MT Bold MomycmpHenid Kypoue
Arial Unicode MS
Baskerville Old Face
Batana =2

Asbik

Pyccknii IE”

[na neyatn v BbIBO4E HA 3KpaH By T MCNONBI0EAH OAMH W TOT e LIpudT,

Arial

I (0]4 I [ OTmeHa ] l Cnpaeka l l BocctaHoenTe l [ Do ymonuanum ]

Pucynoxk 41 — Hactpoiika ctuis
[locnie BBIMOTHEHUS! BCETO BBIMICTIEPEYUCICHHOTO BBIOEPUTE MYyHKT MEHIO

Bcmaesxka— Oznasnenue u VKa3am€]lu—>02]la6]l€Hu€ u ykasameiu:.
(Dcrj:_rma'l Tatnumua Cepsvc OkHo Cnpaska

Baspess- ®-F B - BE
Oona .

B Cneumanenbie cumecnbl... EI K =l =
CumMBoN HopMaTUPOBaHWA » . T - S T
Pazgen...

@ m

nnepcceinka

BepxHniA konoHTHTy A 2
HuzseHmid konoHTUTY N »
-
CHocka... Crnne absage: Tarc
HazeaHwue... ——
Spderres wapnd
_;@ 3aknagka...

&% [MepekpectHag coeinka... _Ynponncrme
=] T@Npumenadne  Ctrl+Al+N Lapuuypa
CueHapWii... =

OrnasneHne 1 yKazarenu » ?E SNEMEHT...

KCFHEEFPI... QFJ'IEBJ'IEHHE W YKEZaTENH...

INEMEHT CANCKA NUTERATYPEL...

Bpeska... E

Tagnuua... Ctrl+F12

Mopr3oHTANEHAA NTMHWA...

MzobBpaxenne 3
Aris MEUETH W B
Braeo v sByK

OBrekT »

Dpefim

=
B Geiin.. e
Pucynok 42 — BriGop ornaBnenust

B nosiBUBIIEMCS MEHIO MOKHO BBI6paTB HAa3BaHHC OI'JIaBJICHUA U BCC €TI0 IIa-
pPaMCTPBhI. JIJ'DI YCTAHOBJICHUA THUIICPCCBIJIOK B OIJIaBJICHUU BI~>I6epI/ITe BKJIaJIKY
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«Dnemenmsui» U B CTpoke cTpykTypa BctaBbTe Havano (I'H) u konen (I'K) rumnepc-
CBUIKH B Ty YacTh OTJIABJICHUS, TJi€ OHA HEOOXOAMMa U HAXMUTE Ha KHOMNKY «Bce
VPOGHU» NJISl IPUMEHEHHUS KO BCEMY OTJIABJICHUIO:

BcrasuTe ornasnenve/ykasatens - l ﬁ
- Inementel | CTaw | KonoHkn |¢loH
Ornasnexne ¥poseng CTpykTypa n dopmatuposadne
Zarorcese 1 1
= V|| . ooy (@) () [LBeeyposm |
Brever .1
Zearcmas 1.2 -1 i TekcT 3anmck Crpanmua N2 | |Tunepccewika
3aronosok 1 3
. [ CTWAE CMMEBONOB |MHTEpHE’T*CCbIJ‘IKE |z|| [ H3paeHUTE... ]
Tescr v nepsoh s, Snewerr frarenn norszoszrerm. 7
8
3azonoceox 1.1 g
Tescr vz rrass 1.1, Erewss anm orresnen. 10
¥
Bazonceox 1.2 @opmar
Tesmer v rrazs 1.2, Svo Cross mErmeTon cowm-m InawETo. Moznuma TaBynauun oTHOC. oTCTyNa cTUna aBsaua
Ttz 1 Tefmaz 1
[ QK ] [ OTmena ] [ Cnpaexa ] [ BoccranoenTe ]
[peagaputensHeni npocmoTp

Pucynok 43 — OkHO Ha3HaYeHUs apaMETPOB OTJIABIICHUS
KpoMe cTaHmapTHBIX CTHIIEW 3arojIOBKOB MOKHO HCIIOJB30BaTh CTUJIb CO-
3JJaHHBIM CAMOCTOSTEIBHO.
PaccmoTpum CTpyKTypy OrJiaBlieHUs TOAPOOHEH:
— YCTaHOBHUTE T€ KypCOp Ha OIJIaBJICHHUE.
— BHOBB BBI30BUTE OKHO HAaCTpPOEK OriaBieHus Bcmaska — Oznaénenue u ykasa-
menu — O2nasnenue u ykasamenu, BbIOEPUTE BKIAAKY DieMeHmbi.

Bcraeute ornaeneque/ykasatens
- 3nementbl |[Cnam |KOJ10H KK |¢’0H

L
¥poeene CTpykTypa u hopmatpoeaHne
F— Crpykrypa --311t -3 .-T .ﬂg -_Bce YPOBHK
Ornaenexue 2
Sanonosok 1 1 — -
SneweT. 1 4
Saronosoe 12 1 5
[ CTWUNE CUMECNOE |<He-r> IZH 3MEHWTE. .
3aronosok 1 7
TEECT W3 MEPS0A rAaSsl. SNewesT fEIEIATENA MOML30S3TENA 8
9
Zaszonoeox 1.1 10
TEECT 3 rrassl 1.1 3NemesT LNR OrEEne-ms
7 Dopmat
Zazonoeok 1.2 Moznumna TaBynaumn oTHoC, oTcTyna cTraa absaua
TercT ie rNassl 1.2, 370 GNOS0 AENASTCA OC0SHLIM SNEMEHTOM.
I | | | | |
[ Ok l ’ OTtmeHa ] [ Cnpaeka ] ’ BoccTaHoBWTE l

MNpeasapuTeneHeIil NpocMoTp
Pucynok 44 — HazHaueHue 3J1€MEHTOB OTJIaBJICHUS

— Tlocmotpure Ha ctpoky Cmpykmypa. OHa ipeAcTaBisieT co00il Habop dIeMeH-
TOB-KHOTOK U O€JIbIX MOJICH:
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]Bﬂl Ineme

¥poBeHB
P b

1

= U0 00 =] S0k = L R

HThI |CTHJ'|H |Km‘|oHKH |¢"DH |

Crpyktypa v dopmaTipoBaHne

Spaee
CTWAk CUMBONOE |<HET} IE" 3MEHNTE...

Pucynok 45 — CtpykTypa oriaBieHUs

1. Knonika J# npeacTaBisieT «kHOMEp I1aBb», UTO 03HAYAET HOMEP 3aroJioB-
Ka HE TOJIbKO JIJIS TJIaB, HO W IJIs IPYTUX YPOBHEHN 3ar0JI0BKOB.

2. KHomka 9 — 3T0 TEKCT 3JIEMEHTA.

3. Knaomnka T mpenctaBiseT mo3unuo (1ar) Ta0yIsium.

4. Knonka Ne npecTaBisieT HOMEP CTPAHULBI.

5. Benble monst — 3T0 npoOeJbl.

Jl71st TOro 4T00BI MOKHO OBLIO OBICTPO MEPEUTH K HYKHOMY pa3ziesly HY>KHO
CO3/aTh TUIIEPCCHLUIKY.

s noGaByieHUS! TUTIEPCCHUIKU:
— B crpoke Cmpyxkmypa, nomectute Kypcop B 0eJoe mose ciieBa 0T KHOIKUA J#
— Haxwmute kHonky [ unepccoinika. Knonka ['H, npeacrapistonias Ha4yaao TH-

MEPCChUIKHU, NTOSIBUTCS B CTpoke Cmpykmypa.

IBﬂI_}ﬂEMEHTH |'C.TIr‘IJ'IIr‘I |KDJ'|0HKH |¢I'DH |

¥YpoeeHe

[ I R I o TR I = W R L}

JISTIOIIAst

|

CrpykTypa u dropmatupoeanne

CrpykTypa ER
Tekcr 3anucn Crpanwua M2 | | Twnepccelnka

CTUNb CUMBONOE |l-"IHTE|:|HET-cct.u1|ca IE”’ ameHNTE... ]

¥

Pucynok 46 — HazHaueHue runepcchuiok

[TomecTuTe Kypcop B O6e1oe noJjie cupana OT KHOIKH O.

CnoBa Haxxmute KHOTNIKY [ unepccoiika. Knonka I'K, npencras-
KOHEIl TUIEePCChUIKH, MOSABUTCS B CTpoke Cmpykmypa.

Haxxmute kHOTIKY Bce ypogHu, 4ToObI TUIEPCCHUIKU MOSIBUIUCH

BO BCCX UMCIOINXCA YPOBHAX OI'NIABJICHMUS.

48



IB_H,&,I3J1EMEHTH |CTHJ'|H |KOJ'|DHKH |¢"DH |

¥poeeng CTpykTypa v dopmatMpoBaHie

W e [« )| 32| |G| GKI] [0 () [ Beesposnm |
R —

i TekcT 3anmncu Crpanuua N2 | [Twnepcceunka

5

{ CTUNb CUMBONOE |l—'1HTE|:IHET-cct.|mca IE”[ MzmeHNTE... ]

7

]

9

10

Pucynok 47 — HazHaueHue runepcchliok

[To ymomuanuto Writer co3gaeT OrjaBlIeHUE C TUMEPCCHUIKAMH CO CTHIIEM
cumBona HMumeprem-ccoiika. T. €. OrIaBiIeHUE MOTYYaACTCS C MOTYEPKUBAHUEM.
Ecnu tpebyercs ornaBnenue 6e3 moauépKUBaHUsI, HO C THUIIEPCCHIIKAMHU — MOYKHO
CMEHUTh CTUJIb cuMmBona Ha Ccwiika ykazamens (nponuctatbh noie Cmuib

CUMBOJI08).
Bug | FnemenTel |C.THJ'IH |KOJ10HKH |¢"DH|

¥poeene CrpykTypa v dopmatipoeaHine

O Cropeype ()] || |22 G0 @] G| @) [ Bceponmn ]
i TekcT 3anncu Crpanuua N2 | | Tunepccelnka
5 :

f CTHNE CMMEBDNOE ’ MameHnTe... ]
7

8

9

1n

Pucynok 48 — Ctuib CUMBOJIOB

IIpakTHyeckas yacTb
1. Co3nmaiiTe TOKYMEHT, UMEIOIINN HECKOJIBKO YPOBHEHN 3ar0J0BKOB.

2. Kaxxaomy ypOBHIO 3aroJIOBKOB M MOJ3ar0JIOBKOB HA3HAYLTE COOTBETCTBY -
IOILUIN CTUJIb.

3. Cienyst yKa3zaHUsIM BbIIlI€ TPUBEACHHOW MHCTPYKIIMH, CO3/aiiTe OrJiaBiie-
HUE K JOKyMEHTY.
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CIIUCOK PEKOMEHJIYEMOM JUTEPATYPbLI

OcHoBHas JMTEpaTypa
1. boromonoBa, O. b. Pa6ora B anexTponnbix Tabmunax B OpenOffice.org
Calc : [mpaktukyMm] / O. b. boromonoBa. — Mocksa : bunowm. Jlaboparopust 3Ha-
Hui, 2014. — 158 c.: mn. — ISBN 978-5-9963-0453-0.
2. OcHoBsl pabotsl B OpenOffice : [AUCTaHIIMOHHBINA KypC CBOOOIHOTO J10-
cryna] / UHTYWUT. HamuonansHbI OTKpPBITHIN yHHUBepcUTEeT : cailT. — URL:
http://www.intuit.ru/studies/courses/1098/171/info/

JonosHuTeILHAS JIUTEPATypPa

1. WBanona, H. FO. CucteMHO€e U NPHUKIIAIHOE IIPOTPAaMMHOE OOECIICUCHHE
[DnexTpoHHBIA pecypc] : yuebHOoe ocobue / H. 0. UBanosa, B. I'. Mansxuna. —
M. : [Ipomereis, 2011. — 202 c. : un., Tadiu., cxem. — [ISBN 978-5-4263-0078-1. —
URL.: //biblioclub.ru/index.php?page=book&id=105792 OpenOffice.org Writer,
OpenOftice.org Calc, OpenOftfice.org Base

2. Cnupunonos, O. B. Pabora B OpenOffice.org Writer : kypc [DnekTpoH-
Helii pecypc] / O. B. Cnupunonos ; HarmonanbHbiii OTKpBITBIA Y HUBEPCUTET
«HMHTYUT». — M. : Unrepuer-YuuBepcuter Mubopmanmonnsix TexHonorui,
2011. — 405 c. : wm., Tabm., cxem. — URL: http:/biblioclub.ru/index.php?
page=book red&id=234812&sr=1

Ilepuoauyeckue u3gaHus
1. HWnadopmaruka u obpazopanue. — URL:
http://dlib.eastview.com/browse/publication/18946/udb/1270.
2. Hudopmaruka B mxone. URL:
http://dlib.eastview.com/browse/publication/18988/udb/1270.
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http://dlib.eastview.com/browse/publication/64086/udb/2071.

HNuTepHer-pecypcsl

1. 9bC «YuuBepcurerckas Oubmmoreka ONLINE» : caiit. — URL:
http://biblioclub.ru/index.php?page=main_ub red.

2. OBC UznatensctBa «Jlanby : caiit. — URL: http://e.lanbook.com.

3. ®enepanbHas uHpopmalmonHas cucreMa «EnuHoe okHO JocTyma K 00-
paszoBaTenbHBIM pecypcamy : caT. — URL: http://window.edu.ru.

4. EnvHas koyuteKius mu@poBbIX 00pa3oBaTeIbHBIX PECYpPCOB : CaWT. —
URL.: http://school-collection.edu.ru.

5. @enepanbHblil 00pazoBarenbHbIl nopTtan «HHopMarmoHHO-KOMMYHH-
KaIIMOHHBIE TEXHOJIOTHH B oOpazoBanumy»: caT. — URL: http://www.ict.edu.ru/.
6. @enepanbHbIi IEHTP HHGOPMAITMOHHO-00pa3oBarenbHbIX pecypcoB (PIIUOP) :
caut. — URL: http:/fcior.edu.ru.

HHPUJTOXKXEHUE A
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HHPUJIOKEHUE b

3aganme 1. Co31aTh TEKCTOBBINA JOKYMEHT IO 00pa3Ily:
BekTopHbIe MeTOAbI IPUMEHSIIOTCH:
— s onucanua pa3nudHbIX wpugmos.
2. MacmradupyeMble WIPH@THI NO3BOIAOT U3MEHITH Pa3Mep
CUMBOJIOB B IIMPOKUX MpeJenax.
® B cucremax agmomamu3uposannozo npoeKmuposanus
— KOTOPHIE 0 TOO P a’K a0 T HAa DKPaHE MOHUTOPOB YEPTEKHU CIIOK-
HBIX TPEXMEPHBIX 0OBEKTOB,

— TMPEJOCTaBISAIT CPEACTBA MAHMNYJSAINHH HUMU.

3aganme 2: co3gaiiTe MHOTOYPOBHEBBIN CITUCOK IO 00pasIry.
IIpuMep MHOTOypPOBHEBOIO CIIUCKA.

1. 'opru30OHTAILHOE MEHIO 1.3. Bun
1.1. Daiin =~ @DE@D I @b O0bI1u-
@@« Co3narh HBIN
@B OTKpBIT rm@E@BEE Web-no0ky-
b MEHT
= @r~@E@ 3aKphITh r~@hE@hE< Crpykrypa
<= @ g Coxpa- I @E@D gl Macuirad
HUTH 1.4. BcraBka
1.2. IlpaBka <@g r= @b PasprIs
r@hE@Drr«b BeI- ~<@DEl<ePB@) CuMBosl
pe3aThb <D gl@BE@ Crocka
rr7<hBehB<) Konuposarh <@g« gl«<d Ceplika

r~@B@E@) BeraButh
@B E @) Ounctuts

3aganme 3: ucnosb3ys NaHellb UHCTPYMEHTOB « PMCOBaHMe» CO3/1aTh KAPTHHKY.
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3aganme 4: ucnosb3ys naHenab MHCTPyMEHTOB «PucoBanue» u «TekcToBbie 3¢-
(eKTb» CO3/1aTh MPUBEJICHHYIO HUXE IMOJIEMY .

3ananue S: co3gaiTe MO3ApaBIECHUE, UCIIOIB3Ysl TAHEIb HHCTPYMEHTOB « PucoBa-
Hue», TexcroBble 3(pheKThI, BCTABKY PUCYHKOB M CHOCOOBI (hOpMaTHUPOBAHUS
TEKCTA.

Ilo3npaBnsem ¢ cambiM
JIYYIIUM TPa3THUKOM —
Jnem 8 mapra!

XKenaem cuacThs u 340poBbd. _ _ __ _ __ _| J

o o I
N BynpTe Muiioit u kpacusoii, | Baww %2
\% o | MysACHUIbL :
o W, xoHEUYHO ke, cUacTiIuBOM! | !ﬁ -
i ——— — —
AR ) ST, - )8
S NS A AN
Sy O ¢ BN
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