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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.-meTo1. mocobue k 1adbopaTOpHBIM 3a-
HATHAM U CaMOCTOST. paboTe CTyJASHTOB OakalaBpuaTa, 0Oy4aroOUIMXCs 0 HarpaBiie-
Huto 44.03.05. Ilegarorunueckoe obpazoBanue (¢ AByMs MpodUIIMHA TOATOTOBKH - Mc-
topust, OOmecTBO3HaHUE) OYHOU U 3a04yHOU (opm oOyuenus / T. B. KoHoHeHko. —
CnaBsack-Ha-KyOanu : @unuan Kybanckoro roc. yu-ta B 1. CraBsiHcke-Ha-KyOaHu,
2018. 56 c. 1 3k3.

VYyebHo-MeToanueckoe mocodue pazpadboraHo B cooTBeTcTBHH ¢ TpeboBanusmu G®I'OC BO
Ha OCHOBE y4eOHOTo TU1aHa U paboueil yueOHON porpaMMbl Kypca 1o BeIOopy «lIpukiaaHast 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. Tlemarornueckoe obpazoBaHue (C AByMs MpoduiasMu MoAroToBku - Mcropus, OOmie-
CTBO3HAHKE) OYHOH M 3a09HOH (HopM 00yUeHHSI.

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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BBEJIEHUE

Hucuumnna «I[Ipuknagnas nHpopMaTtrkay sSBISETCS KypcoM IO BhIOOPY B
COCTaBe MaTEMaTUYECKOro U ecrecTBeHHOHayuyHoro mwkina (b2.BB.01,
b2.B./1B.1, b2.B.JZIB.1.1., C2.B./IB.1.1).

Jns ocBoenust auciuruinbbl «llpukinannas wHbopMaTUKay CTYJIEHTHI HC-
MOJIb3YIOT 3HAHUS, YMEHHUSI 1 HAaBBIKH, [TOJYUYECHHbBIE B IIPOLIECCE U3YUECHUS IKOJIb-
HOTO Kypca UH(OPMATUKH.

Jucuunnuna «llpukinanHas vHPOpMATHKa» SBISETCS MNPEALIECTBYIOIIEH
it KypcoB «Hbopmarmonnsie TexHoorun» U «OCHOBBI MaTeMaTUYECKON 00pa-
06oTku nHboOpManum». TeopeTuueckre 3HaHU U MPAKTUISCKUE HABBIKH, TTOTyYCH-
HbIE CTYJICHTaMH MPU U3YUYCHUH JTUCHUIUIMHBI, MOTYT OBITh UCIIOJIB30BaHbI B MPO-
1[ECCe YCBOCHHUS MPEAMETOB, CICAYIONIUX Jlajiee Mo yueOHOMY IUIaHy, IIPU MOATO0-
TOBKE KYPCOBBIX U BBIITYCKHBIX KBaTU(DUKAIMOHHBIX pabOT, B MPOIECCE HAYUHBIX
HUCCIIEIOBAHUM.

B coorBerctBun ¢ ®I'OC BO no namnpasienusm noarotosku 44.03.01 Ile-
naroruyeckoe obpazoBanue (mpodunu — dusnueckas KyiabTypa, HauansHoe 00-
pazoBaHue, JDxoHomuka, dunonornueckoe obdpazoBanue); 44.03.05 Ilenaroruue-
ckoe oOpazoBaHue (¢ AByMsI MPOGUISIMU TOJATOTOBKH — AHTIUHCKHN s3bIK, He-
MeUKui 361K, Matemartuka, MadopmaTuka; HaganmpHOe oOpa3oBanue, JlomKkoib-
HOe oOpa3oBaHHMe; DKOHOMUKA, TexHomorus; DxoHomuka, [IpaBo; Ucropus, [1pa-
B0); 44.03.02 Ilcuxonoro-negarornyeckoe oOpa3oBaHUe PACCMOTPEHHBIE B MOCO-
OUM TEMBI SBJISIOTCS CPEACTBOM (POPMHUPOBAHUS CIAEAYIOIIUX KOMITCTCHITU:

— Crnoco0eH KCIoNb30BaTh €CTECTBEHHOHAYYHbBIE U MATEMAaTUYECKUE 3HAHMS J1JI51
OpUEHTHUPOBAHUS B COBpeMEHHOM HHpopManioHHOM nipoctpaHcTBe (OK-3).

— Crnoco0eH HCHONIb30BaTh COBPEMEHHBIE METOJIbI U TEXHOJIOTMH OOYy4YEeHHS U
nuarnoctuku (11K-2).

B pesynbrate nzydeHus TUCHUIUIMHBI CTYJICHT JOJIKEH

3Hamb: OCHOBBI COBPEMEHHBIX TEXHOJIOTHI cOopa, 00paboTKU U nepenadu
uH(pOpMaIK; Ha3HAYEHHE U BO3MOXKHOCTU O(PHUCHBIX MPUKIIATHBIX MPOTPAMMHBIX
MPOJYKTOB; IPUEMBI aHTUBUPYCHOMU 3aIIUTHI,

yMemb: CaMOCTOSITENIbBHO paboTaTh B COBPEMEHHOW MHTEIPUPOBAHHOMN CH-
cTteMe 00paboTku u nepeaaun nHbopmaiuu cpeacrsamu nakera Open Office.org;

61a0emyp: CaMOCTOSITENIbHBIMU HAaBbIKAaMU Pa0OThI HA MEPCOHATILHOM KOMIIbIO-
TEpe MOJ YIPABICHUEM KOHKPETHOW OMEPallMOHHOW CHUCTEMbI, HaBBIKAMU PabOTHI C
O(pUCHBIMU TIPOrPAMMHBIMU CpPEJCTBaMH; 0a30BBIMH MPOrPAMMHBIMHU CPEICTBAMH
AHTUBUPYCHOM 3alIUTHI UH()OPMAITUH, HABBIKAMH TTOUCKA WH(GOPMAITHH.

L]env oucyuniunvl: GOpMUPOBAHNE CUCTEMATU3NPOBAHHBIX 3HAHHIA, YMEHUN U
HABBIKOB A(P(HEKTUBHOTO IPUMEHEHHSI TPOTPAMMHBIX CPEJICTB OOIIEro Ha3HAYCHMSI.

3adayu oucyuniuHvl: TO3HAKOMUTH CTYJCHTOB C OCHOBHBIMH HaIPaBJICHMUS -
MU HUCIOJIb30BaHUSI MH(GOPMAIIMOHHBIX PECYpCOB U MPOrPAaMMHOTO OOECTIeUeHUS
COBPEMEHHBIX KOMITBIOTEPOB; CPOPMUPOBATH y CTYJEHTOB yCTOMYUBBIE TIPAKTHYE-
CKH€ HaBBIKM 3 (PEKTUBHOTO NMPUMEHEHHUS MPUKIAIHBIX MPOTPAMMHBIX TIPOIYKTOB
B paMKaxX KOHKPETHOW ONEpPallMOHHOW CUCTEMBI.



OcBoeHne NaHHON IUCLUIUIAHBI SABIISIETCS HEOOXOIMMOM OCHOBOM JUIS IIO-
CIEAYIOMIET0 H3YyYECHHS APYTUX AUCHUIUIMH U TMPOXOXKICHHUS MEJarornyecKoi
npakTukd. OCHOBHOE Ha3zHaueHwe AUCHUIUIUHBL «lIpuknagHas uHpopmaTukay —
dbopMupoBaHUE TEOPETUUECKUX M MPAKTHUUECKUX 3HAHUN B 00Jactu oOpaboTKw,
XpaHeHus, nepeayu u nH(GOopMaluy ¢ MOMOIIBbIO KOMITBIOTEPA.

YyuuteiBasgs yHUBEpCAIBHOCTh AUCHUILIMHBL «IIpuknagHas uHPoOpMaTHKaY,
cleyeT BBIJCIUTh €€ 0a30BOoe Ha3HaueHHe. ITO, MPEXe Bcero, (popMupoBaHue
KOMIETEHIIUNH OyayIIMX CHEIUATIUCTOB JIFOOOT0 HAIpaBJICHUS MOATOTOBKHU, KOTO-
pbI€ TIO3BOJISIT UM MOJIEPHU3UPOBATH MPOIECC 00yUEHHUsI B COOTBETCTBUU C TPeOO-
BaHusAM HoBoro ctangapta ®I'OC. OcHoBHON GOpPMON 3aHATUHA IO TUCITUIUIMHE
«IIpuknannas nHGoOpMaTUKay SBISIOTCS TabopatopHbie 3aHATUs. [lomydyeHHbIe HA
JIEKIIMOHHBIX 3aHATUSX TEOPETUUYECKUE CBEJCHUS HEOOXOIMMO TMPEBpPATUTH B
KOMITIETEHIIUH, KOTOPbhIE BHIPAOATHIBAIOTCS HA JTAOOPATOPHBIX 3aHATHUSX TPU BbI-
MOJIHCHUH PA3JIMYHBIX MPAKTHUECKUX padoT. [lomomHeHneM K J1abopaTopHBIM 3a-
HSATUSM SIBIIICTCS CaMOCTOSITeNIbHAs paboTa CTYJEHTOB, KOTOPAsi COACPKUT, B TOM
YUCJIe, BBIITOJIHECHUE WHAUBUAYAIBHO IUIAHUPYEMBIX 3aJaHUMN JJII CAMOCTOSITENb-
HOU paboThl. B Hauane 1a0opaTOPHOIO 3aHITUSL U B pAMKaxX CaMOCTOSTEIIbHOU pa-
OOTBI CTYJIEHTHI JOJKHBI JOMOJHUTEIBHO MPOpadOTaTh TECOPETUUECKUE OCHOBBI
n3yuyaeMmoi Tembl. Takum 00pa3om, IJIaHUPOBAHUE JIAOOPATOPHBIX 3aHATUN COJIEp-
KUT 3 COCTABJISAIOUIMX — TEOPETUUECKOE BBEICHUE, 3aJJaHUs U 3a]]a4H, BBIMIOJIHSIE-
MBIE COBMECTHO C MpPENOAABATENIEM Ha 3aHATHUU W 33JIaHHs IS JOTOJHUTEIbHOM
WHMBUyaJIbHON U BapUATUBHOM COCTABIISIONICH CaMOCTOSITEIbHON PabOTHI.

B pamkax naGoparopsbix 3aHaTuii o quctuiuinHe «lIpuknannas napopma-
THUKa» CTYJCHTHI JOJKHBI CPOPMUPOBATH MPEICTABIEHUE O 11eJIeCO00PA3ZHOCTH UC-
MOJIb30BAHUSI KOMIIBIOTEPHBIX TEXHOJIOTHI B 00pa30BaTENbHBIX IENSIX, B TOM YHUC-
JIe DIEKTPOHHBIX CPEACTB 00pa3oBaTebHOrO HazHaueHus. [Ipu 3ToM HE0OX0IMMO
BBIPAa0OTATh HABBIKU MPAKTUYECKUX MMPUEMOB, CBA3aHHBIX C padOTON HaJ OPUCHBI-
MU TOKYMEHTaMHU.

Crnenyet oOpaTUTh BHUMaHHE HA B3aUMOCBSI3b JJAHHOW JUCIHUILIMHEI C JIPY-
UMY JUCIUTIMHAMHA MHPOPMATUKU, U3Yy4a€MbIMU TTOCJIE OCBOSHHUSI JAHHOTO KYp-
ca («MHpopmaImoHHBIE TEXHOJOTHH B 00pa3zoBaHun», «OCHOBBI MaTeMaTHye-
CKo o0paboTku wuHpOpMAIUU» W Tp.). Cob6ctBenHo  «IIpuknagHas
uH(popmaTHKa» — 3To0 0a30Basi OCHOBA ISl OCBOEHUS JIFO00M IpYroil NUCIUILTAHBI.

Takum 00pa3oM, LETBI0 JAHHOTO y4eOHO-METOJUYECKOTO TTOCOOUS SIBIISET-
Csl CUCTEMATHU3alMs Y4eOHOTO M TUJAKTHUECKOr0 MaTepuaia, HeoOXOIMMOro JUIs
MPOBEICHUSI MPAKTUYECKUX 3aHATUN 1o auciuiuinde «llpuknaanas nadopmatu-
Ka». B mocoOuu mpuBOAUTCS KPaTKOE M3JI0KEHNE TEOPETUUECKUX CBEJIEHUH, HE0O-
XOJIUMBIX JUIsl TPOBEACHUS 3aHATHUM, PYKOBOJICTBO K BBIIOJTHEHUIO TPAKTUYECKUX
paboT Mo U3y4yaeMou TeMaTHKe.

YyebHo-MeToAMUEeCKOE TOCOOHE aPEeCOBAHO CTYIEHTaAM OYHOT'O M 320YHOTO
OTJICJICHUM JJIsl BBITIOJIHEHUS 00s3aTEIbHON U BapUATUBHOMN COCTABJISIIOIIEH CaMO-
CTOSITEILHON paboThI, JIsl MOATOTOBKU K 3aHITHUSIM, K TECTUPOBAHUIO U K 3a4eTy
o peamety «lIpuknaanas napopmaTrkay.



JIABOPATOPHAS PABOTA Ne 1
Tema: UnterpupoBannas cpena naxkera Open Office.org Writer.
Co3nanue HOBOro 10KyMeHTa. PerakrupoBanue nokymenta. Coxpane-
HHE
U OTKpbITHE T10KyMeHTa. [IpoBepka opdorpadumn. Ilouck B Texkcre

Llenv pabomwi: u3yunth uHTEerpupoBaHuyio cpeay Open Office.org Writer.
Hayuutbcest pelakTHpoBaTh TEKCTOBBIA JOKYMEHT, IPOBEPATH opdorpaduio 1 Npo-
BOJUTH MOUCK B TEKCTE, UCIOJIb30BaTh aBTO3aMEHY.

3adanue:

1. Co3naTh TOKYMEHT U COXPAHUTH €TO0.

2. O3HaKOMHUTBCS CO BCEMH 3JIeMeHTaMu okHa mporpaMmbl Open Office.org
Writer: cTpokoii 3aroioBKa, CTPOKON MEHIO, TTAaHEISIMU HHCTPYMEHTOB (KakK J00a-
BUTh WU YJAJUTh MX), MACIITAOHOW JIMHEHKOW (TOPU30HTAIbHOW M BEPTUKAIb-
HOI1), MapKepaMy IPAHMI] TEKCTA Ha JIMHEWKE, CTPOKON COCTOSIHMS, IOJIOCAMU MPO-
KPYTKH.

3. IlpoBeputsh opdorpaduio JOKyMEHTA.

4. IlpoBecTu omepaluio MOKUCKa U 3aMEHbl CHMBOJIOB WJIUA CJIOB B TEKCTE Ha
CBOE YCMOTPEHHUE.

5. [IpoBecTu omnepanuu BblaeNeHUs: (PaAarMEHTOB TEKCTa B COOTBETCTBUU C
peXUMaMH, YKa3aHHBIMU B CTPOKE COCTOSIHUA (CTaHAAPTHBIN, paclIupeHHbIN, 10-
0aBOYHBIN, 0JIOK).

6. OcyliecTBUTh KOMMPOBAHUE TEKCTA PANTMUYHBIMU CIOCO0aMU (yKa3aHHbI-
MU B TEOPETUUYECKOM YacTH pabOThI).

OCHOBHbIE nOHAMUA U OnpedeneHus: CTPOKA 3aroJioBKa, MaHeb HHCTPYMEH-
TOB, JJUHEWKA, CTPOKA COCTOSIHUSI, PEKUMBI BCTABKHU U 3aMEHbI TEKCTA.

Teoperuueckue cBeieHUs

Opranuzanus 1000 IeATeIbHOCTH MPEAYCMaTPUBAET MOATOTOBKY Pa3Ivy-
HBIX TEKCTOBBIX JOKYMEHTOB. [Ipuka3bl, OTYeThl, MUChMA, COOOIECHUS U ApPyrue
MH(OPMAIMOHHBIE IOKYMEHTBI, J€JIOBbIE U Hay4YHbIE COOOILEHUS U T. ., MOATO-
TOBJIEHHBIE C MOMOIIbIO KOMIBIOTEPHOU TEXHOJIOTHH, SIBISIOTCS HEOThEMIIEMOM
4acTbl0 MH(OPMAIMOHHOTO MPOCTPAHCTBA COBPEMEHHOM OpraHU3alliM, COCTaB-
JISIFOT OCHOBY CHCTEMBI JCJIONPOU3BO/ICTBA.

dopMupoBaHUE JTOKYMEHTOB OCYIIECTBIISETCS C MOMOIIBIO CHEIUATbHBIX
MpOrpaMM, KOTOPBIE HEPEJKO OMPEACIISIIOTCS KaK TEKCTOBBIE MPOLECCOPHI (peaaK-
TOPBI).

Writer — MHOTO(YHKITMOHANIbHAS TIpOrpaMma 00pabOTKU TEKCTOB (YHHUBED-
CaJlbHBIN TEKCTOBBIM MPOILIECCOp), MpPEIHA3HAYEHHAsl Il CO3JaHUs TEKCTOBBIX
¢aitnos, coaepKaux HEMOCPEACTBEHHO TEKCT M COMPOBOXKIAIOIINE €T0 TaOIHIIbI,
WUTIOCTPalUU B (pOpME PUCYHKOB, ClailIoB Mpe3eHTauuid, pororpapuii u T. 1., U
nepenayu 3Tux (paiiaoB B MHOOPMALMOHHOE MPOCTPAHCTBO KakK B (pOpME TPaIHUIIH -
OHHBIX JIOKYMEHTOB, TaK U B (hopMe BEO-TOKyMEHTOB.

Writer GyHKIIMOHUPYET B olepaloHHOU Trpaduueckoit cpene Open Office



COOTBETCTBYIOIIETO MOKOJIECHUSI.
[Iporpamma Open Office.org Writer 00b1dHO pa3meniaeTcs Ha nanenu /Ipo-
epammul ['maBHOTO MEHIO, T 00pa3yeT CBOIO Manky, 0003HauYeHHYI0 Kak Open

Office.

W3yueHnne MEeTOI0B UCIIOIh30BaHUS WH()OPMAITMOHHBIX PECYPCOB sl 00Opa-
00TKku TekcToBoM MH(opManuu Ha Oaze mpuioxkeHuss Open Office.org Writer
IperosaraeT OBJIaJCHUE CISAYOIIMMHI HAaBbIKAMU:

— BBI30B M IMpeKpaileHue padboThl B TekcToBOM mporeccope Open Office.org
Writer;

— CO3JlaHHe, COXPAaHEHUE, OTKPHITHUE U MOUCK TEKCTOBBIX JOKYMEHTOB;

— MAapKHUPOBKa, MOWCK U MO3UIIMOHUPOBAHUE B AJIEKTPOHHBIX TEKCTAX;

— (QopmaTupoBaHue a03aleB: YCTaHOBKAa MEKCTPOUYHBIX WHTEPBAJIOB, OTOMBKA
Mexay ab3aramu, yCTaHOBKA BTSDKKM M a03aI[HOTO BBICTYTIA, U3MEHEHUE CTH-
neit opopmieHus ab3ares u T. 1.

— KOMHMPOBAHWE U BCTPAWBAHHUE TEKCTOBBIX OOBEKTOB: KOMMUPOBAaHUE (PparMeHTOB
TEKCTa JOKyMEHTA; KOMMPOBAHNE C YJAJICHUEM; BCTaBKa CIICIIUATLHBIX CHMBO-
JIOB U T. T1.;

— MpuMeHeHHe QYHKIMHN CIUSHUS I pa3pabOTKU CIOKHBIX TOKYMEHTOB;

— pazpabotka ¢hopm 111 BBOJA ONIEpaTUBHON UH(pOpMAITUH;

— HalMCaHWe HEOOJIBIIUX MaKpPOIPOTPaMM, ITO3BOJISIONINX aBTOMATH3MPOBATH
MOJATOTOBKY CTaHJIAPTHBIX JEJIOBBIX TOKYMEHTOB, U JIp.

B mpoliecce moAroTOBKM TEKCTOBBIX JTOKYMEHTOB HEOOXOJIMMO MOJIb30BATh-
Csl TIOHATHSIMU M TEPMHUHOJIOTHEH, MPUHATHIMU B H3aaTesnbckoMm gnene. [Ipexae
BCETO, CIEAYET 03HAKOMUTHCS C TIOHATUEM «COCTaB TEKCTOBOTO JIOKYMEHTA.

CocTaB TeKCTOBOIO I0KYMEHTA

Cpean MHOTOOOpa3usi TEKCTOBBIX JOKYMEHTOB 0CO00€ MECTO 3aHMUMAIOT JIe-
JIOBBIC JOKYMEHTHI, MIPeIHA3HAUCHHBIE 7151 o0ecredeHus: 23PHEeKTUBHOTO (PYHKITH -
OHHMPOBAHUS PA3NMYHBIX OpraHU3aNuid, (OPMHUPOBAHUS OCHOBHI CHCTEMBI JTOKY-
MEHT0000pOTa. DT TOKYMEHTHI JTOJDKHBI (POPMUPOBATHCS HA OCHOBE OOIIEITPUHSI -
THIX TPEOOBAHMI K TEKCTOBOMY JIOKYMEHTY.

B o61miem Bue TEKCTOBBIA JOKYMEHT, TOATOTOBICHHBIN I U3AaHUs, UMe-
€T CIICIYIONIYIO CTPYKTYPY:

1) TekcToBas 4acTh;

2) BHentHee odopmiIeHne — 00J10KKa, (hop3all, TUTYIbHBIN JIUCT;

3) wuTocTpalnuu, NacnopT U3/IaHus.

B npou3BOoACTBEHHON NESITEIHPHOCTH OOBIYHO MMEIOT JIeJI0 C TEKCTOBOM Ya-
CTBIO JOKyMEHTA WJIH, €II€ MEHbIIIE, — C OCHOBHBIM TEKCTOM WJIM €T0 YaCThIO.

Texcmosas uacmes COCTOMT W3 TUTYJIBHOTO JIUCTa, OCHOBHOTO TEKCTa H
anmapara u3JaHus, KOTOPhI BKIIIOYAaeT B CeOsl: OTJaBJCHUE, BBelIEHUE, pedepar,
3aKJII0ueHHe, OUOInorpauuecKuil CIUCOK, MPUIOKEHHE.

TexcroBast yacTh Jo/MKHA OBITH MPOHYMepoBaHa. Hymeparus cTpanwuil Be-
JIETCS TOCJIEA0BATEILHO OT THUTYJILHOTO JIUCTA J0 MocheaHei crpanuiibl. OToopa-



YKAeTCsl HOMEp CTPAHULIbl, HAUMHAs C JINCTA BBEJICHUS, HA TUTYJIBHOM JINCTE U JIU-
CTE OIJIABJICHHUSI HOMEpA CTPAHMI] HE CTABSITCS.

N300paxkeHne TeKcTa JTOKYMEHTa XapaKTepU3yeTcs pa3sMeEpOM M ILBETOM
mpu@dTa, a TakKe €ro HaYepTaHUEeM (TaPHUTYPOH).

B kauecTtBe enMHMIIBI U3MEpPEHHUs pa3Mepa WpU@Ta B U3JATEIBCKOM JIEIe
UCIIOJIb3YETCsl KEeIJlb, KOTOPBIM U3MEpSAETCA B MyHKTaX (COKpalleHHO — MT.). Pexo-
MEH/yeMbIi pa3Mep KerJisl Uil HOATOTOBKH O(UCHBIX JOKYMEHTOB — 12 NT., pa3-
Mep TekcTa B Tabnuiax — 8 nr. s moAroToBKU AOKyMEHTa K U3AAHUIO CIIETYET
YBEIIMYUTH KETJIb OCHOBHOT'O TEKCTa 10 13 mr.

Hauepranue mpudra onpenenser pucyHok OykB andaButa. Kaxkipiii ain-
(GaBUT, CO3/aHHBIM C IMOMOILBIO COOTBETCTBYIOLIEIO PHCYHKa, HMEET COOT-
BETCTBYIOILIEE UMS.

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

[Mon pybpuroii moHUMAaeTCs BbIACTICHHBINA pa3ien TeKcTa u3nanus. Pyopuku
B TEKCTE Pa3JENsIOT Ha:

1. TemaTnueckue:
[. 1O coliepKaHUIO: CUCTEMHbIC, BHECUCTEMHbIC (TaOIUIIbI, BEIBOABI U T. 11.);
2. 1o opOpMIICHHUIO: MIPEPHIBAIOIINE, TapaAJIJIeIbHbIE (3ar0J0BOK Ha MOJe Tep-

BOro ab3ara — (OHAPHUK, 3ar0JIOBOK, BBIJCIICHHBIH M CKPBITBIA B TEKCTE
pyOpHKH, 3aroJIOBOK B 000pKe TiepBoro abd3aima cBoero mojapasziena — Gop-
TOYKA);

st o00o3HaueHuss HOMEPOB PYOPHUK MOTYT HMCIOJB30BaThCs apabckue u
puMckue nudpsel, MponucHble OYKBBI pycckoro andaButa (I U3JaHUN HA pyc-
CKOM $I3bIKE€) MJIM CTPOYHBIE C 3aKphIBAIONIEHCS CKOOKOM (B 3TOM Cllydae CleIylo-
ujast JuTepa — MponucHast).

[Tocne Tekcra 3arnaBusi pyOpHKM TOYKY HE CTaBAT, OCTABIISIIOT TOJBKO
MHOTI'OTOYME WJIM BOCKJIIMIATEIBHBIN U BOITPOCUTEIBHBIN 3HAKU.

[TopsinkoBbIA HOMEp pYyOpUMKH M IEpBas JIUTEpA 3arojoBKa pPa3iessltoTCs
TOYKOH TOJIBKO B TEX CIIy4asX, KOTJa OHU HAXOIATCS HAa OJHOU CTPOKE.

Paznuyaror cineayronme CucTeMbl HyMepaluu pyOpuK (CIHUCKa):

2. ckBO3Has (OT MepBOM A0 nocienHend pyopuku gaHHou crynenu). [Ipumensercs
1J1 pyOpUK OCHOBHBIX ITOAPA3/IENIOB;

3. nopaznenbHas (0T MEePBOiL 10 MocieIHeNd pyOpUKH TOJIBKO BHYTpHU paszzena). Pe-
KOMEHJIyE€TCSl IIPU PE3KO Pa3rPaHUYEHHBIX YaCTSAX U3JaHUS;

4. unnekcaronHast (y Kaxa0ou pyOpuku cTaBUTCS IUGPOBON MHACKC, COCTOSIIHMA
U3 MOPSAKOBBIX HOMEPOB CTapIIUX pyOpHK, KOTOPHIM OHA MOoJYMHEHa). Mcnois-
3yeTcsl B U3/IaHUAX HAy4YHOH, CIELMAIbHON, COPABOYHON M yUEOHOMU JHUTEpaTy-
PBI.

Oznasnenue — OCHOBHAs 4aCThb M3JaHUs, COAEprKalas rnepeyeHb Bcex 0e3
VCKJIFOYEHUSI 3aroJIOBKOB JOKYMEHTA, PACIOJIOKEHHBIX KOJOHKAMU B COOTBET-
CTBUH CO 3HAYMMOCTBIO. B mepBoil CieBa KOJIOHKE — 3aroJOBKH NEPBOM, CaMOu
CTaplIel CTYIEHU, BO BTOPOU — 3ar0JIOBKM MEHBIIIEH CTYIIEHU U T. 1.



Kononku cnenyert oroaurath Ha 1,5-2 ¢cM 0JiHy OT APYTOM.

Chnucku TIO3BOJISIOT BBIACIHUTH a0d3albl ¢ MOMOIIBIO Mapkepa (Heynopsao-
YEHHBIA CIHUCOK) WM C TIOMOUIBIO0 3HAKOB aj(aBuTa Uiau Hudp (YnopsaoueHHBIH
CIHUCOK). YTOPSAOYEHHBIN CIHCOK MOYKET UMETh HECKOJBKO YPOBHEU (CTYyIMEHE)
BJIO’KEHHOCTH.

Unnrocmpayuu OTHOCSTCS K OCHOBHBIM 3JIeMeHTaM u3nianud. K kaxaoil ui-
JIOCTpaIy MOJO0KEHO YCTaHOBUTH NMOANUCH. i oopMIleHUs TOANKUCH CIeAyeT
MPUACPKUBATHCS CIEAYIOLIET0 TOpsAIKA: Ha3BaHUE WIUIIOCTpAIlMU, €€ HOMEp,
MOIPUCYHOYHAs TIOJIMUCH (HAAMUCH), MOSICHEHHE JeTalleld pUCyHKa, pacmudpoBka
YCJIOBHBIX 0003HAYEHUH.

Kpowme Toro, cymecTBytoT 1 ipyrue TpedoBaHus K 0pOpMICHUN MOAUCH:

— HasBanue umutrocTpanuu yciaoBHO cokparaetcs «Puc.» nmm «Tabi.y.

— [lopsnkoBblii HOMEp WLTIOCTPALMK MUIIETCS, KaK MPaBUiIo, apaOCKUMU ud-
pamu.

— TlogpucyHo4Hast HOAMUCH JOJIKHA ONPENENSITh TEMY N300paKeHHUS.

— TloscHeHue neraneil KOHCTPYKLMH CIEAYET ONpenessiTh yCIOBUSIMH H300pa-
*eHus (B pa3zpe3e, CXeMaTH4HO U T. I1.)

— PacmmdpoBka ycioBHbIX 0003HaYEHUH U puMeyaHuil (nepen pacuudpoBKOn
ClIelyeT MOCTAaBUTh JBOETOYHE), JOJKHA OMPENEIATh CMBICH LHUQPPOBBIX WU
OyKBEHHBIX 0003HAUEHU, HAHECEHHBIX Ha PUCYHOK.

HNuTerpupoBannas cpeaa nakera

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

Cmpoka 3a20n106Ka COJEPKUT Ha3BaHUE (ailia U IporpaMMsbl, B KOTOPOH
9TOT (ajl OTKPHIT U KHOIIKH: C8EPHYMb, PA38EPHYMb, 3AKPbIMb.

Cmpoxa MeHi0 COIEPKHUT TPYIIbl KOMaHJ, O00bEeIUHEHHBIX TO (yHKIIHO-
HaJIbHOMY IpHU3HAaKy. KoMaHAbl MEHIO BBIOMPAIOTCS € MOMOILBIO MBIIIH, KJIABUII
YOPABJICHHUS] KYpCOPOM MM KOMOMHAIMN HA)KaTHs ONPEIECICHHBIX KIJIABHII («IO-
PAYMX KIIABUIID»).

Pabouee none — 3T0 MPOCTPAHCTBO HA 3KPAHE MOHUTOPA ISl CO3/IaHUS J10-
KyMEHTa U pabOThl C HUM.

Ilonocwl npokpymku ciy>at Ajid IEpeMeIIeHHs 10 JTOKyMEHTY B pabodem
1oJie OKHa.

Ilanenu uncmpymenmos cojepxat Ha0Op KHOIOK JUIsl IPOBEIECHUS pa3iiny-
HBIX JCWCTBUI HAJ JOKYMEHTOM (COXpaHEHHE, OTKPBITHE, CO3JaHUE JTOKYMEHTa,
KOIIMPOBaHUE TEKCTa, yAaJeHWe W T. I.). IIpu mojaBeneHnn ykasaTessl MBIILNA K
KHOIIKE MaHEJIM UHCTPYMEHTOB MOSBIISIETCSI COOTBETCTBYIOIIEE HAa3BAHUE KHOIIKH.
[laHenM MHCTPYMEHTOB YCTAHABIIMBAKOTCSA U YIAISIOTCA MPU MOMOLIM MEHIO Buo,
llanenu uncmpymenmos.

Koopounamnas nunetika onpeaensieT rpaHUIbl JOKYMEHTA U MO3UIIUU Taly-
asuuu. PaznnyaroT ropu30HTaIbHYIO U BEPTUKAIBHYIO JTHHENKU. C MOMOIIBIO JIU-
HEEK MOKHO YCTaHaBJIMBATh IOJISI JOKYMEHTAa, a03alHble OTCTYMbl. Y CTaHABIIM-
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BaTh U YJIAJSATh JJMHEUKY MOXKHO C MIOMOUIBIO MEHIO Buo—.Jlunetika.

W =) @ W W 7 " &
| | Arial | |10 v | B A &
oA N2 34 g6 7 g
I'paHuIa OTeTyT I'panunIa
absalla cnerpa absala crpasa

KpacHOH cTpoKH
Pucynok 1 — @parMeHT ropu30HTaIbHON JIMHEUKU

Cmpoka cocmosnus onpenesseT TeKylee MOJ0XKEHUE Kypcopa B JOKyMEHTE,
a TaKXKe COJICPKUT CIPABOYHYIO MH(POPMAILIHIO.

£
Ctpanmua 11 CDEIMHE 100%: BCT  CTaHA4 | *

Pucynok 2 — Ctpoka cocTossHUS

Bv1800 cmpoku cocmosinus unu omrkasz om Hee oCyujeCmensnemcs ¢ NOMOUbIo
Komanowvl Buo — Cmpoka cocmosnusi.

IIPOITUCHIBACTCA, CKOJIBKO CTpAHUIL COOACPKUTCA B J1OKVYMCH-
CTPAHUILIA 1/1 | ™ » CKO PaHHIL COACP HOKY
T€ U HOMEP TEKYIIEH CTPAHHUILIBI

OBbIYHbIN CTHUJIb O(hOpMIICHHUS TOKYMEHTA.

100 % MacmTad JOKyYMEHTA.

PEKNUM BCTaBKH/3aMEHBI CUMBOJIA. PEKMM BCTaBKH IO3BOJIS -
€T BCTABUTb CUMBOJI HA MCCTO ITOJIOKCHHUA KypCopa, B PCIKHU-

BCT/3AM o 9
M€ 3aMEHBI BCTaBJICHHBI CUMBOJI 3aMEHSET COOOH Mocey-
IOIIMH (T. €. KOKJABIM NOCHEAYIOIINI CUMBOJI «ChEAACTCSI).
CTAH]/], CTaHJAPTHBIN PEKUM BBIICICHU.

PaCIIUPEHHBIN PEXKUM BBIJICICHHUS: MEITYOK MBI YBEITHYH -
PACIII BAeT WJIM YMEHBIIIACT TEKYIICe BBIICICHHE OT MECTa I0JIO-
KCHHsSI Kypcopa.

,Z[O63BO‘-IHI>II>1 PCXKHUM BBIACICHUA ITIO3BOJIACT BBIACIUTL HC-
CMCIXKHBIC 4aCTH TCKCTA.

JJOGAB

BJIK II03BOJISIET BELIEIATE OJIOKH TEKCTA

HOSIBJISIETCS. B TOM Cily4ae, eciu (aill UMeeT HEeCOXpaHEH-
HbIC U3MECHEHUS.

*
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Co3naHne HOBOIO JOKYMEHTA

JlokyMeHThI U 1Ia0J0HBI JOKYMEHTOB CO3/Ial0TCSI C TOMOIIBIO KOMaH/IbI
Daiin—Cozoams. Unu ucnonp3yerca kHonka «Co3zdamb» Ha NMAHEIH HHCTPY-
MEHTOB.

CoxpaHeHue J0KyMeHTAa

Joxymentsl Writer coxpansitorca B Bue (aiioB CO CTaHIAPTHBIM pacIlIu-
peHueM .odt. IlepBoHayanbHOE COXpaHEHUE HOBOIO, JIMOO COXpAHEHHE CYIIECTBY-
IOLIEro JOKYMEHTa MOJA JPYrMM MMEHEM, Ha JPYyroM JHCKE, B JPYroM KaTajore
BbITIONIHAETCS KoMaHaou Daiin, Coxpanums kak... O6s13aTenbHO BeIOUpaeTcs Gop-
MaT COXPaHsAEMOro JTOKYMEHTA.

CoxpaHeHre UMEHOBAHHOTO (aitia BhIMoOdHsAETCS KoMaHoil @aiin, Coxpa-
HUmMb WIK € TOMOIIbI0 KHONKH <CoxpaHuTh> [laHenu MHCTPYMEHTOB 100 «Topsi-
guxy» kaaBum <Ctrl> + <S>,

HNmena popmaroB ¢paitsioB OpenDocument

B OpenOffice.org ucnomns3ytores caeayromme GopmMaTtsl Gaitios:

dopMaT I10KyMeHTa Pacumpenue ¢aiiina
Texcr OpenDocument *.0dt
TekcroBslil madiaon OpenDocument *.ott
CocraBHoii nokyMeHT OpenDocument *.0dm
Joxyment HTML *.html
[Ila6mon noxkymenta HTML *.0th
Onextponnas Tabmuia OpenDocument *.0ds

[ITa6noH snekTpoHHo# Tabauuel OpenDocument — *.ots

Pucynok OpenDocument *.0dg
[ITabnon pucynka OpenDocument *.0tg
ITpesenTanusa OpenDocument *.odp
[la6ou mpe3entanuu OpenDocument *.0tp
®opmyna OpenDocument *.0df
baza manabix OpenDocument *.0db
OpenOffice.org Extensions *.oxt

OTKpbITHE JOKYMEHTA

B nynkrte menio @aiin BbIOpaTh KOMaHIy OmKkpwuims. 3aTeM HEOOXOIUMO
yKa3aTh MECTOIOJIOKEHHE JTOKYMEHTa. 3/1eCh TaKKEe MOXHO OTKPBITh JOKYMEHTHI
Apyrux (opmMaToB, KOTOpbIE oAaepkuBaeT Writer.

PenakrupoBaHnue 10KyMeHTa

Cnoco0bl1 Bbl/IeJICHUA (DPPATMEHTOB TEKCTA
@parMeHThl TEKCTa MOKHO BBIIEISATH C MTOMOILBIO KIAGUANYPbl VA MbILUU.
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Brigenenne gpparmenTa TEKCTa ¢ HOMOWbIO KIABUAMYPbL:

1. onHOBpeMeHHO HakaTh KiaBumry <Shift> u knaBumry mnepemeneHus Kypcopa

JUTS 3aKpalirBaHus parMeHTa B Hy>KHOM HalpaBJICHUU.

Jlist BeIIeneHUs (hparMeHTa TEKCTa ¢ NOMOWbIO Mbluid HEOOXOIUMO:

2. YCTaHOBUTH yKa3aTelb MBI B HAYaJI0 BBIJACICHUSA U, I€pKa HAKATOM JIEBYIO
KHOIIKY, TPOTAIIUTh MBIIIb JJO KOHIIA BBIJAEISIEMOro (hparMenTa;

3. 1pu BBIJCICHUU OJHOW MIJIM HECKOJBKHUX CTPOK TEKCTAa HAXaTh HA JIEBYIO
KHOIKY MBIIIM ClieBa OT Haydajga TEKCTa U MPOTAIIUTh MO BbIICIIEMBIM
CTpOKaM;

4. CJIOBO LIEJIUKOM BBIICIISICTCS] JBOMHBIM IIETYKOM MBIIIIH;

5. npennokeHue NETUKOM (OT TOYKH JI0 TOYKH) BBIIEIAETCS TPOMHBIM HIETYKOM
MBIIIIH B TFOOOM MECTE MPEITIOKECHHUS.

KonupoBanue, nepemenieHue u yaajienne pparMeHTOB TEKCTA.

DTH onepalu BBIMOIHSIIOTCS TOJIBKO IO OTHOIIEHUIO K 8bl0esieHHOMY (par-
MEHTY TEKCTa WJIM UHOTO 00OBEKTa.

1. KonupoBaHue ocyuiecTBisgercss Komanaou I[lpaexa, Konuposams, Konus
nomeniaercs B 0Oydep u MOKeT MHOTOKPATHO UCIIOIb30BAaThCA ISl BCTABKH C T10-
MOILbI0 KOMaHbl [Ipaexka, Bcmasums. g nepemenieHus: (pparMeHTa BbIIOJIHS -
0TCsl KoMaHabl: [Ipaska, Bwipezams, a 3ateMm — [lpaska, Bcmasums. Y nanenue
dbparmMeHnTa TekcTa BBINOIHAETCS 10 koMmaHae [Ipasxa, Ouucmums WA TIPU HaXKa-
THH KnaBumu <Del>.

2. MOXHO TakXe MCIOJIb30BaTh KHOMKU «Konuposamsy, «Bcmasumuy, «Bbi-
pe3zamuy NaHeIU UHCTpYMEHTOB CmanoapmHuasl.
3. IlepememniaTe BBIICICHHBIM (parMEHT MOXKHO TaKXKe MyTEeM IepeTacKuBa-

HUS MBITIEH (parMeHTa B Hy»KHOE MECTO. A JIJIsi KOMUPOBAHUS HEOOXOIUMO TIepe-

TacKUBaTh (parMeHT, yaepKuBas HaxkaToi kinasumry <Ctrl>.

4. JIns KomupoBaHUsI MOXKHO UCIIOIb30BaTh KoHmexkcmHoe MeHio.

5. HUcnons3oBath koMmOuHaumu kiaBum <Ctrl>+<Insert> — konupoBaTh;
<Shift>+<Insert> — BCTaBUTb.

ITouck B TekcTe, 3aMeHa

[Touck B TekcTe U 3aMeHa (parMeHTa OCYIIECTBISECTCS C MOMOIIbIO KOMaH/IbI
lIpaska, Haumu u 3amenums.

1. B none «Hatimuy yka3piBaeTcsi oOpa3ell Moucka.

2. B none «3amenums na» — oo6pasell 3aMeHbI.

3. MOHO TakK ke BbIOpaTh JIOMOJTHUTEIbHBIE TApaMETPhl OUCKA: YUET PETH-

CTpa, TOJIKO CIIOBO IEIUKOM, IMTOUCK MOJOOHBIX CJIOB.
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HaHTH M 3aMEHHTL XI
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HarTh
Ja ~
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SaMEHMTE Ha
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[ K Hauany AokyMeHTa
DOpMAT. .. |
[ PerynapHoe BbipakeHme
Bes dopMaTa
[ momck noaotHe:: o | —l— il

I_ MCEATE No CTHAAM

Pucynoxk 3 — OKHO TTOMCKa U 3aMEHBI

BcraBka cnenuaabHbIX CHMBOJIOB
«CrienalIbHbII CUMBOJ — CUMBOJI, KOTOPOT'O HET HA CTAHAAPTHOW KJIaBHa-
Type. UToOBI BCTaBUTH CHEITUATBHBIA CHUMBOJ HEOOXOIUMO:

x
LipmdT ITatha j Habop cvMEQNoE IOEHDBHEH NATHHHLLA j | Ok I
| n # $ 9% | & 1 ( :I # + ) _ . ,"' ﬂ OITHEHS |
olrjz(3|4|s|e|7|8]9]:|:]|=|=|=]|F Crpasca |
@ | AlB|C|D|E|F|G(H|T||K|JL M[N]O
plolrls|Tlulv]w[x][v[z]t|v]1]~]_ S |
"lalb|c el flglh|i|[j|lk]|]]|m]|n]|o
plglr|s|t|ul|w|w]|x a0 I I I I d
ile el |5 & «la|-|®] |°
- - - N VI I (1 O T I B (- O B O ) A hd L0064 (1007
CHMEONEL h—@OEhd

Pucynok 4 — BctaBka CMMBOJIOB

1. TTomecTuTh Kypcop Ha MECTO, TJI€ IOJKEH TOSIBUTHCSI CHUMBOJI.

2. BrINogHUTH KOMaHIbl MeHI0 Bemasumv— Cneyuanvhbie cumeonvl— OK.
BriOpanHas 1oOCIIeIOBaTEIbBHOCTh CHMBOJIOB OTOOPAKAaeTCS B HHKHEM JICBOM
yIJIy OKHa.
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IIposepka opdorpaduu

Jlnst  aBTOMaTtuueckor mTpoBepku opdorpadhur HEOOXOAMMO BBITIOJHUTH
Cepsuc—IIposepxa opgocpaghuu v Haxats knasuinry <F7>. [losBuTcs cooTBeT-
CTBYIOILIEE TUAIOTOBOE OKHO.

JIy1s1 yerenHoM mpoBepKu HE0OX0IMMO BBIOPATh SI3BIK CIIOBApS.

poeepka oporpadgum: (PyccimA) il

HeT B cnoEape

MpHKaskl, OTYETEI, MHCEMa, COOBWEHHA M ApYrHe HHbOPMALHOHHEIS - MponyCTHTE |
ADKYMEHTEI, AEN0ELIE H HAWYHEIE COOOWEHMA K T. M., NOArOTOENEHHEIE C
MOMOLLEHD KOMABH TERHON TEXHOMNOMHK, ABNAMTCA HEOTEEMNEMOR YSCTEHD MporyCTHTE BCE |
HHBOPMELHOHHOMD NPOCTPSHCTES COBPEMEHHON OPraHM3aUMK, COCTAENAKT
OCHOEY CHCTEMEl AENONPOMSEDACTES. = AoGaEHTE = |
BapraHTel
SAMEHHTE BCE |
AETOZaMEHA |
AsElK CNOBapA |H$ PrycckHEA "I
MapaMeTpel... | _Npaeka | OTHEHHTE | SarpeITE |

Pucynox 5 — IIposepka opdorpaduu
ABTO3aMeHa
@OyHKIUsT ABTO3aMEHBI UMEET CIIMCOK MCIpPaBlIeHU Hanboiee 4acTo BCTpe-
YaIOIIMXCs OIMOOK Mpu BBOJE TekcTa. Hampumep: «aBun» aBTOMaTHYECKH 3aMme-
HseTcs Ha «Bauy. B mento Cepsuc—Ilapamempol agmosamenvl OTKPHIBAETCA TUA-
JIOTOBOE OKHO ABTO3aMEHBI.
ABTO3aMeHa BKJIIOYEHA MO yYMOTYaHHIO. YTOO OTKIIOYUTH €€ HEOOXOIUMO
CHATH (aaxok Popmam—Asmogopmam— IIpu ssooe.
JlonosiHeHHe cJ10Ba
Ecnu sta pynkums BkiroyeHa, Writer mpITaercs yrajgaTb BBOIUMOE CJIOBO U
aBTOMAaTUYECKH JOIOJHSIET €ro Npy BBOJIEC NMEPBBIX ke OYKB.
UTOoOBI OTKIIOYHUTH ATY YCIYTy» HEOOXOIUMO CHATh (IIakoK /Jonoinums crosa
B MeHI0 Cepguc— Asmozamena—s/[ononnenue crosa.
311eCh %K€ MOKHO HACTPOUTH:
— ABTOMaruueckoe Ao0aBieHue mpoodera.
— Iloka3bpIBaTh mpejjaraeMoe CJI0BO Kak MOJCKa3Ky (MOSBIISIFOUIYIOCS HaJl BBOM -
MBIM CJIOBOM) BMECTO JIOMOJIHAIOIIETO TEKCTa IIPHU BBOJIE.
— M3MeHATh MaKCHUMaJIbHO€ YHWCJIO 3alUCel, 3alIOMUHAEMBbIX I JIOMOJIHEHHS
CJIOBA U MUHUMAJIbHYIO JUIMHY CJIOBA.
— Y1auiTh OTAEJbHbIE CTPOKH U3 CIIMCKA AOTOJHEHHUS CJIOBA.
ABTOMaTHYECKOE JONOJHEHHE CJIOBa HayMHAeT paboTaTh TOJIBKO IOCIE BBOJA
CJIOBa BTOPOM pa3s.
IIpakTHyeckoe 3agaHue
— CoznaiiTe u coxpaHUTE TEKCTOBBIN (aiin B kaTanore JJOKyMeHTHI.
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— Ckonmpy#Te B HETO JIt00OW HaWCHHBINA TEKCT (B IEJSIX SKOHOMHUH BPEMEHH ).

— CkommpyiiTe (hparMeHT TEKCTa pa3IuIHBIMH CriocoO0amu (yKa3aHHBIMU B
OMHMCaHUU JTA00paTOPHOI PabOTHI.

— 3amMeHuTE BCce OYKBBI a Ha OYKBHI 10.

— OTMEHUTE ONepaluio 3aMEHBI.

— IIpoBepbTe npaBUIBLHOCTH Opdorpadur HAOPaAaHHOTO TEKCTA.

— OtpaboTaiiTe oneparyo BCTAaBKU CIICIIMATLHBIX CUMBOJIOB.

KoHTpoabHBIE BONIPOCHI

— Ha3HaueHue TeKCTOBOTo mpoLeccopa.

— W3 KakuxX CTPYKTYpHBIX 3JEMEHTOB COCTOUT HMHTEPPEIC TEKCTOBOIrO
npoueccopa?

— PacckaxxuTte 0 Ha3HAYEHUH U BO3MOXKHOCTSX MporpaMmbl Writer.

— Kak BbIBeCTH Ha 3KpaH Hy>KHbIC ITAHEIU UHCTPYMEHTOB?

— Pacckaxure CyTh onepanuil KONMPOBAaHMS, NEPEMEIIECHUS U yAAICHUSA
(parMeHToB TEKCTA.

— Kakosa posb Oydepa npomMexyTOUHOTO XpaHEHUS?

— Kakumu cnoco6amu MOKHO BBIIESATH (hparMeHThl TeKcTa?

— B dem cyniHocTh pexxuma noucka U 3aMeHbI?

— Kak npoussogurcs nposepka NpaBoOIUCaHUs CI0B?

— Kak BcTaBuTh CUMBOIIBI, OTCYTCTBYIOIME Ha KIaBUuarype?

— B 4em cyTh aBTOAOIOIHEHUS U aBTO3aMEHBI CIIOB?

JIABOPATOPHAS PABOTA Ne 2
Tema: ®opmarupoBanue fokyMeHnta. Cruiu. lladaousl. Kosonku.
Pa3pbiB crpanuu. CHOCKH

[]env paboThHI: TONMYYUTh HaBBIKA (hopmMaTUpOBaHMs NOKyMeHTa. Haydutbcs
MOJIB30BAThCSl CTWIISIMM U I11a0JIOHaMHM, Pa30MBaTh TEKCT Ha KOJIOHKH, MCIIOJIb30-
BaTh pa3phiB CTPAHUII, CO3/]aBATh CHOCKH.

3aoanue:

1. ITpousBecTu popMaTupoBaHUE TEKCTA, COTJIACHO YKa3aHUSM B MpaKTHUE-
CKOM 4acCTH.

2. Co31aTh CBOM CTHJIb, HAYUYNUTHCS U3MEHSATH €0 HACTPOMKH.

3. W3yuuth Bce BKIAAKU aAuanoroBoro okHa Ao63zau: TaOymsius, byksuna,
Oo6paminenue, ®on, OTcTynbl U UHTEpBaJbl, BeipaBHuBanue, [lonoxenue Ha cTpa-
Hute, CTpyKTypa 1 HyMepaIusl.

4. Hayuntbcs pa3OuBaTh TEKCT Ha KOJOHKH, 33/1aBaTh PACCTOSHUS MEXKTY
KOJIOHKaMU U pa3AesIuTeNu.

5. HayuuTbcs MCIONB30BATh Pa3pblB CTPAHUIIBI C U3BMEHEHUEM OPHEHTAINU
MOCJIETYIOIETO JICTA (aTbOOMHBIN), 3HATH JJIS YETO UCIIOJIb3YETCS Pa3phIB.
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6. HayuuTtbcst BCTaBIISITh CHOCKH; 3HATh, UTO TAKOE KOHIIEBAsi CHOCKA.

OCHOBHBIE nOHAMUSA WU onpedeienus: TaOynanus, OyKBUIla, 0OpaMICHUU
(abzama), GoH, OTCTYyNBI U UHTEPBAJIbI, BEIPABHUBAHUE, MTOJIOKEHNUE HA CTPAHHUIIE,
CTPYKTypa U HyMepalus; KOJIOHKH, YIpaBlICHUE, CTpaHulla, POH, BEPXHUMN/HUK-
HUN KOJIOHTUTYJ, oOpamieHue (CTpaHulIbl); CHOCKA, pa3pbiB.

Teoperuyeckue cBeeHU

Pabora c naHeJsiMu MHCTPYMEHTOB

[TaHenn MHCTPYMEHTOB COJEPXKAT KHOIKH, JyOJIUPYIOIIMEe HEKOTOPhIE KO-
MaHJIbl MEHIO, MpeIHA3HAUCHBI I ObIcTpeiieil paboThl MOJIb30BATENS. Y CTaHO-
BUTh WM yAAJIUTh MaHEIb WHCTPYMEHTOB MOKHO IPH MOMOIIU MeHI0 Buo—Illa-
Heu UHCIMPYMEHMO8.

Pabora co mpudpramu

Jlist BeIIETIEHHOTO (hparMeHTa TeKCcTa MpPUGT MOXKHO 3aJaTh CIEAYIOIIUM
00pa3oM: C MOMOIIBIO KOHTEKCTHOTO MEHIO, BBIZICNIUB 00JIaCTh, MIETKHYB MO HEH
IIPaBOil KHOMKOM MBIIIM M BBIOpaB MYHKT KOHTEKCTHOTO MEHIO CuUMBOI...; MOKHO
TAKX€ BOCIOJIb30BaThCs MEHIO Popmam—Cumeon...

DTOT AMAJIOT UMEET HECKOJIBKO 3aKJIa/I0K, IPU BEIOOPE KOTOPBIX OTKPHIBAET-
Cs1 HOBas Irpymnna CBOMCTB TEKCTA.

IlIpugpm — 3amar0TCs €ro CBOUCTBA: wipugm, pasmep, popmam, UCnoib3ye-
Mbll A3bIK, YBen.

Ippexmuvl wipugpma — 37eCh 3aa0TCSA TOMOTHUTEIbHBIE dY(PPEKThI, TpUMe-
HsIEMBbIE K IIPUPTY — €r0 MOKHO C/IeJIaTh KOHTYPHBIM, TEHEBBIM WIIU PETbEPHBIM.

Tlonooicenue — HacTpoiiku mpu@dTa, OTBEUAIOT 32 MOJIOKEHUE TEKCTAa OTHOCH-
TEJIBHO CTPOKH. 371€Ch MOXKHO yKa3aTh
— peeucmp (MHAEKC — BEPXHUU WIA HWXKHHI, TO €CTh CMELIEHUE CTPOKH 110 Bep-
TUKAJIN),

— yeon naxnoua (Ha 0, 90 wm 270 rpaaycoB)
— MacwmabduposaHue.
—  Meoiccumsonvbiii unmepean — NO3BOJISIET U3MEHUTh HHTEPBAJI MEKIY OyKBaMH.

WpndT | Sddexrs wpudTta | MNoswums | Mnepccoinka | do |

Tun wpudTa HavepTanuwe Paamep

|i1‘in'|e New Roman |CTa|—s.ﬂ,apT 12

Arial :I

Arial Black Kypcue 13

Arial Narrow HOMpHBIR 14 1
Awvant Garde Gothic HUpHBIA KypCvB 15

Bookman 16

Bookman Old Style 18

Century Schonlhonk | =] 0 |
UseT wpwbTa Aabik

|- UepHbIi j |“*¢’/ Pyccruia j

Time Mew Roman

2TOT THN WpKMdTa He UHCTaNNKMpoBaHd. MosToMy 6yOoeT UCNoNL30BaH O4MH M3 Hawbonee NogxXooALL

Ok I Ormena CnpaBka Haszan
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Pucynok 6 — JnanoroBoe okHO CHUMBOJIBI
CHMBONBI

LLptchT I SderTel wpHbTa [NORDHEHHE I [MNEpCCEINKS I MioH I

ManaseHHe

8 BepxHHA HHASKED CMELWATE Ha |1°.-".:. 3: = AETOMATHHECKH

(+ CBerHoe MacwTal wpkdTa IIDD% 3:

7 HimHHi HHAEkE

BpaleHHe | MacluTabHpoEaHHE
i 0 rpaaycos i 90 rpaaycos i 270 rpaaycos = YMECTHTE B CTROKE

MacwTal no WipHHeE |1IZIIZI°.-".:. 3:

Ml
- Ha ID,Dpt 3: [v! DapHEF KepHHAr

PazpeseHHEIR
YNNOTHEHHEI ARIAL

Ok I OTHEHA | CNpaeka | EBoccTaHOBHTE

Pucynok 7 — luanorosoe okHo [lonoxenue

l'unepccviika — yKa3bIBaIOTCS CBOMCTBA JUISI MCIIOJB30BAHUS TEKCTa Kak
CCBUIKM Ha pecypc MHTepHeT win JIoKanbHBIN (haiis; ocHoBHOe nosie — URL, rie
yKa3bIBaeTcsl MyTh K pecypcy uiu ¢aiiny. OrtoOpaxeHue TEeKCTa 0 MOCEHICHUS
CCBUIKH U TOCJIE MOCENIeHUs BbIOUpaeTcs B nose « Cmuiu 3HaKosy.

@on — I03BOJISIET U3MEHUTD LIBET (POHA BBIJICTICHHOTO ()parMeHTa TEKCTA.

IIpakTyeckn BCE BBILICHA3BaHHBIC IAPAMETPhl MOXHO 3a/1aTh C ITOMOLLBIO
KHOTIOK maHen uHeTpyMeHToB: [lpudT, Pazmep mpudra, Ctiis, [lomquepkuBanue.

OTEpPBITE OKHO

Crom u ITogueprnyieni YeeaudHTs [

dopMaTHpORaHHE

Ampreiit \Kypcus MpHGbT /
mt‘pMaTHDDBﬂI‘ME \ \ p\ /

o COuHearr w | |Btstream Yera Sans b 9/ v X |K|4 A A; iR s

CTHIB I"apunTVpa Pazmep Bepxumi  Hmxwpid un

mpHdTa HHOEKC

VMEeHEIIHTE

m—
AL L

\
hY

mpHpTa
Brigenenne

Pucynox 8 — I[1anens ¢ kHomkaMu Jyist popMaTUPOBAHUSI CHMBOJIOB

®opmaTtupoBanue ad3aua

Texkct JoOKyMeHTa COCTOUT U3 ab3ayes, GParMeHTOB TEKCTa, KOTOPBIE 3aKaH-
YUBAIOTCS HaXkKaTueM KiaBuin <Enter>. [Ipu 3TOM B TEKCT BCTaBIISIETCA CIIELICUM-
BoJ — . [Ipu Habope TekcTa mepexo]l Ha HOBYIO CTPOKY BBITIOTHSIETCS aBTOMAaTH-
YECKH, ISl TIOJYUYEHHs] HOBOM CTPOKH B Mpejesax OJHOro abd3aia HaKUMaroTCs
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kiaBuiny <Shift> + <Enter>.

OtrpeiTe oks0 CTEIR

H G opMaTHPOBAHEE \ Mang
EBageo 1o nertpy Bupasc Ilo mepazne lapxepst
\

pme NN [ ITTe:

1 1.5
Hlar cTpox Otervm

Pucynok 9 — [1anens ¢ kHonkamu AJist popMaTUpoBaHus ad3ana

Bripasrmaparme Hyepamma OTEPBITE OKHO
Agzan

Ctuas YVMEeHEIINTE ¥ BEIHUHTE

®dopmaT ab3aleB ycTaHaBIMBAETCS KOMaHou Dopmam— Ab3ay. Jlnanoro-
BOE OKHO «AO03a1» COepkKUT BKIAIKU: Omcmynst u unmepsaist, llonoxcenue Ha
cmpanuye, Boipasnueanue, Hymepayus, Tabynayus, @on, Obpamnenue, bByxsuya.
Omcmynul u uHmMep8aIbl — 3a1AK0TCA:
— TpaHHUIIbI a03alIEB;
—  MEXCTPOYHBIN 1 MeKa03aIHbI HHTEPBAJIBL;
— CMeIlleHHe TeKcTa ab3alla OTHOCHUTENbHO €ro IIMPUHBL: IO IEHTPY, BIEBO,
BIIPABO, IO IMIUPHHE;
— BHJI IIEPBOM CTPOKHU ab3aria.
Ilonooicenue na cmpanuye — ONpenenser:
— PpaccTaHOBKY HEPEHOCOB
— pa3pbIBbI CTPAHULBI WJIM CTOJIONA.
YTo0OBbI 321aTh pa3pbIB CTPAHUIIBI HEOOXOAUMO:
— YCTaHOBUTH Kypcop B MECTE, OTKY/la JOJKEH HauaThCs pa3phIB.
— Bpimonnute koMauael: Popmam— Ab63ay— Ilonosxicenue na cmpanuye v Ha3Ha-

YUTh MTApAMETPhI pa3phiBa.
X

ByEEMLA I CApaMneHHe I PoH
OTCTYNEl M HHTEPEaNE! I BeipagHrEaHe  MONOM{EHWE Ha CTPaHWLe | Hymepauka | Tabynauka I

PaccTaHOBKS NEPEHOCOE
[ BETOMATHYECKHH NEpeHoc:

|2 3 CHMEQNOE B KOHLE CTROKH
|2 3: CHMEONOE B HAYane CTROKH

ID 3: MakHManEHDE KONHYECTED NOCNEADEATENEHEIX NEQEHOC0E
PazpeIEE!
[v AobaEHTE paspelE TN ICTDEIHHLI.EI j MonomeHme Im
[ Cocthnem CTPaHHULE I j Homep cTp. IU 3:
MapamMeTpel

" He pazpeiBaTe afizal

" He oTpbiEaTE 0T CREAYHILLED

[ BucAqme cTpokM B Hawane absaua H CTpokiH)
[ Brcaume cTpokM B KoHwe abzaua |2 3: CrpokiK)

OF I OTHMEHA | Cnpaeka BOCCTEHOBHTE
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Pucynoxk 10 — Jluanorooe okHo [TosioxeHne HA CTpaHUIIE
Buipasnusanue — onpenenser nojoXeHUe TEKCTa Ha CTPaHULIE.
Hymepayus — aBTOMaTuecKoe CO3/1aHle HyMEPOBAHHOT'O WJIM MapKUPOBaH-

HOTI'O CITMCKA.

Hymepaums B BcTaBHTE 3meMeHT [MepemecTHTE
\ BIKTIOTHTE
\ ©e3 HoMepa BEH: OTKPEITE OKHO
Maprepar | BYME / Mapxepsl # HyMepanHa
/ b

\-Iapukpmu yMepauis
= — T {L T 44 8 iR
!

= =2
/ \ Ho MODITVHETAM I,.-“ Heats synvepa

Brmme Ha ognn \ BHH3 J CHOBA
YPOBHEM  ypOBEHE BHH3 '

/
\ ITo moanyesTam  Ilo moamyHETaM
BBEPX BHH2

Pucynok 11 — Ilanens Mapkepsl u Hymepanus

Tabynayusa — onpeAensitoTesl nmapaMmeTpbl Ta0ymsiuuu. TaOymsust (0OTCTyn B
Hayase naparpada) — OJTHO U3 CPEJACTB, TPATUIIMOHHO NPUMEHSIEMBIX i (popMaTu-
POBaHMsI IOKYMEHTA; U3MEHUTh €€ pa3Mep U TUIl MOKHO B JIMAJIore HACTPOUMKH Tapa-
rpada, a TakKe ¢ TOMOIIBIO JTUHEHKH, HAXOASIIEHCs MO/ MaHeIbI0 HHCTPYMEHTOB.
Ecnu caenars TBOMHOM MIETYOK MO JIMHEUKE, MOSIBUTCS JUAJIOT HACTPOMKH Iaparpa-

(a co cBoMCTBaMH HACTPOUKH TaOYJISIINH.
h X

BykEMLA I OApaMneHKe I DoH I

OTCTYMEl H HHTEpEANE I BIpaBHHEAHHE I Mono#eHe Ha CTRAHHLE I Hymepauna  Tabynauyua
MozHUKA EbIpaEHHEaHHE
IW * Mo pesoMy Kpako L ﬂl
!
7, 17cr I Mo npasomy Kpako a SIS EEE |
Mo yeHTpy L YaannTE |
" Mo pasaenHTano X
CHHECR I_
3aN0NHUTENE
* Het
Cln
[ —
o
' Chmeon I_

O I OTHEHA | CNpagka | BOCCTAHOEHTE

Pucynok 12 — {uanoroBoe okHo TaOymnsuuun

['opu3oHTaNbHAS JUHEIHKAa OTOOpakaeT MapKepbl TaOYJSAIUU 1O yMOJTYa-
HUt0. YTOOBI BRIOpaTh €IMHUIIBI U3MEPEHUS U IIar TaOyJsIUu HEOOXOIUMO BbI-
MOJIHUTHh KOMaHIbl Popmam—A63ay— Tabynayus Wiav IBaKbI MEIKHYThH O TO-
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pu3oHTaNbHOM nuHelke. [losBuTcs nuanoroBoe okHO Tabynayuu.
byxeuya — mo3BoNSET MPEACTaBUTH BHJIC OyKBHIIBI 33JJaHHOE KOJIWYECTBO
CHUMBOJIOB B CJIOBE WJIH CJIOBO IEJTMKOM. 3/1€Ch Ha3HAYACTC:
— BBICOTA OyKBHIIBI B CTPOKAX,
— PacCTOSIHHE JI0 TEKCTa.
Obpamnenue — 3a1aercst 0OpamiieHUE BbIJIeIeHHOTO (hparmMeHTa Tekcta. Ha-
3HAYaAETCH:
- nonodxceHue auHUY: 0OPaMIICHHE CO BCEX CTOPOH, CBEPXY M CHH3Y, CIIpaBa H
clieBa, TOJIBKO ClIeBa.
- Cmunb — Ha3HAYAETCA TOJIIUHA JTUHUIA.
- Omcmynvl om codepicumoz2o — Ha3HAYACTCS OTCTYI JIMHUM OOpamJIeHHs! OT
COJIEPKHMOTO.
- I]gem — Ha3HAUyaeTCS 1[BET JUHUU OOPaAMIICHHS.
Cmunb meHu — TIO3BOJISIET 33]1aTh TEHb 0OpaMJICHUS, IIUPUHY TCHH, €€ IBET.

aesan x|
CITCTYMNEl H HHTERBANE! | BEIpABHHEAHHE I MoNO#EHHME Ha CTRAHHLE I HymepauHa | TafynALMA
ByEEHLA ObpaMneHye PaH
MonomeHHe AHHHA TNiHKA OTCTYMNEl OT COASPHMOra
MNpeAgnpeAeneHHoE CIHne Cnesa ID_.DDEM 3:
Tl - Het - — =
Iﬁ IW I: Il— Cnpaga IEI,EIEI::M 3.
33432TCA NONES0EATENEN -
——— 0,50pt CEepEy IIZI,IZIEIEM 3.

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

4,00 pt ;I [¥ ChHzpoHMEMpOESTE

UEeT

I- YepHLIA j
CTHNE TEHH
MonoxeHE LLHpHHa LeeT
Iﬁlﬁlﬁlﬁ ID,IBCM 5: I- CepeiF j

CEOMCTEA
[V OfbeaHHMTE o CREayHOWHM aB3auem

OR I OTHMEHS | CNpagka | BOCCTaHOEMTE |

Pucynok 13 — JluanoroBoe okHo OOpamiieHue

IIabJ10HBI

CoznaBasi HOBBIM (Daiisi, Bbl MMEET€ BO3MOMXHOCTH BOCIOJIb30BAThCS Ka-
KUM-JTUOO U3 UMEIOIUXCS WM 3arOTOBJIECHHBIX BamM 11a0ia0HOB. [llabmonb! mpu-
3BaHbl OOJIETYUTH 3a/1a4y MOJTOTOBKH JIOKYMEHTA, MO3BOJISIET U3MEHUTH JIFOOYIO
3ar0TOBKY, KOTOpasi MOXET OBbITh MPEJICTABICHA HE TOJIHKO B TEKCTOBOM BHJIE, HO
Y B HAJMYHUH CIICIIMATIBHBIX CTUJIEH, 3aJJaHHBIX MapaMeTpoB U O0QOPMIICHUU CTpa-
HUIIBI.

Hcnonp3oBanue mabI0HOB TTO3BOJISIET SKOHOMHUTH BPEMSI TIPH CO3/IaHUH CTaH-
JApTHBIX JOKyMeHTOB. Hampumep, mabdnon OOpa3oBaHHE MO3BOJUT T'PAMOTHO
0(pOpMUTH KYPCOBYIO paboOTYy.
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Cy1ecTBYIOT TOTOBbIE IIA0IOHBI, & TAKXKE €CTh BO3MOXHOCTh CO3/1aBaTh CBOU
1a0JIOHBI.

JUtst co3manusl JOKYMEHTa Ha OCHOBE I1a0JioHAa HEOOXOJWMO BBIIIOJIHUTH KO-
Manny @aiin, Cozoams [llabnonst u 0oKymeHmal ...;

lWabnoHbI M AOKYHMEHTHI - LabnoHsi |

«bh =

! Ej AenoEan KOppeCnoHAeHLHA
|_| B MoK WwabnaHe

Co3AaTE B OBpaz0EaHHE
ADEYMEHT ) mpezermaumm

Mpoyes

Mpodre ASN0ERIE AOKYMEHTEI
B HoHEl NPESEHTAUHA
COAEPHHT WABNoHE! ANA CO5A5HHA HOBELX A0KYMEHTOE

e
(==
MoK ADKYMEHTEI
]
|
ApHmepbl
¥NpaeneHke, .. MEMEHMTE | OTEDEITE I OTMEHA Cnpaeka
Pucynok 14 — Coznanue mabiaoHa
Cruin

Cmuu — TOUMEHOBaHHAsi COBOKYITHOCTh ()OPMAaTOB 3JIEMEHTOB TEKCTA.

dopmaTupoBaHUE TOKyMEHTAa OCHOBAHO HA HWCIIONBH30BAaHWUU (TPUITHACHIBA-
HUW) CTHJICH K BBIJICJICHHBIM (PparMeHTaM JOKyMEHTA.

CraHgapTHBIC CTHIHM MA0JIOHA TIO3BOJIIIOT OQOPMIISTH pa3HOOOpPA3HBIE IO
BHEIIHEMY BUAY M Xapakrepy TekcTbl. Hanpumep, mabdnon Normal conepxut Ta-
KHE CTWIH, KaK: 3aconosok 1, 3azonosox 2, 3aconosok 3 M T. 1. KOTOpbIE o0ecrie-
YUBAOT ()OPMUPOBAHME 3arOJIOBKOB CTPYKTYPHBIX 4YacTed TOKYMEHTA; CTHIIb
Obviunwiii onpenenser gopmar Habopa 0OBIYHOTO TEKCTa. ITU CTaHJAPTHBIE CTH-
JIM SIBIISIFOTCS 9aCThIO MIA0JIOHOB IOKYMEHTOB M HOCSIT Ha3BaHUE CHUIU WAOIOHA.
Writer pa3peiiaetr U3MEHSATh CTAaHAAPTHBIE CTHIIM M CO37aBaTh HOBBIE CMUIU NOJIb-
306amens. [Ipy 3TOM CTHIIb MOJIB30BATENS MOXKET OBITh JOCTYIHBIM JIMOO TOJBKO
JUTSL OTJICTTLHOTO JIOKYMEHTA, JI0O0 IS 111abJioHa.

C nomourpto kKoMauabsl Popmam, Cmunu BBI3BIBAETCS JMAJIOTOBOE OKHO
«Ctunu u popMaTUPOBAHUEY, COMEPIKALIEE CIHCOK JOCTYIMHBIX JIJIS UCIOJIb30Ba-
HUS MA0JIOHOB TIOKYMEHTOB. Ecii ABaK bl MENKHYTh HA UMEHH BHIOPAHHOTO II1a-
OJI0OHA, TO €ro0 CTHJIM aBTOMAaTHYECKH CKOMUPYIOTCA B MIA0JIOH aKTUBHOTO JIOKY-
MEHTa U OyyT JOCTYIHBI JJIs1 UCTIOTB30BAHUSI.

Ecnu ctuib coOoTBETCTBYET TPeOOBAHUAM MOJIH30BATENSA, C TOMOIIBIO KHOII-
ku <[lpumenumsv> OCYHIECTBISIETCS TpPHUMNHCHIBaHWE (OopMaToB CTUIS ad3airy
(rpymme BbIIEIEHHBIX a03aleB) TOKYMEHTA, €CIIA CTUJIb SIBISETCA ab3ayHbiM, TU00
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TpyIIe CUMBOJIOB (BBIJCICHHOMY (parMeHTy TEKCTa), U3MEHSAS MPUQPT U S3BIK,
€CJI CTHJIb CUMBOJIBHBIN.

&
&t -

s

Crnnn u hopMaTHPOBIHKE
& C O E

EazoBbIi
3aronoBoK

3aronol  L03AaTb...

3aronol HMaMeHnTh...
3aronoBoK 3

Jaronoeok 4

3aronoBoK 3

3aronoBeok 6

JaronoBoK 7

Jaronoeok 8

JaronoBoK 9

3aMETHH

O6paTHeIi oTCTYN

D CHOBHOW TEKCT

O CHOBHOWM TEKCT C OTCTYNOM
OTCcTynsl

MenRrAad CTAOKA C OTCTWO0M

t

|1"-"|.EI-TIIIF-1EITH'-IEC}{I-1 bt |

Pucynoxk 15 — OkHO co3manus cTuist JOKyMEHTa

[Tpu >xenaHuM MOKHO CO3AaTh COOCTBEHHBIN CTHIIb. J[J1s1 3TOTO CiienyeT HaBe-
CTH yKa3aTellb MBIIIM Ha JI00O0N 3aroJioBOK B CHUCKE U BBI3BaTh KOHTEKCTHOE
MEHIO, B HEM BbIOpaTh KoMaH1y Coszodams (puc. 15). IlosBurcs nuanoroBoe OKHO
Cmunes ab3aya (puc. 16).

Ctunb abzaua

X

ekl WpndTa NonoxeHwe Hymepauwa | TabynAuwAa | Bykeuwua | ®oH | OGpamneHue
Ycnoeue

YnpaeneHue | OTCTYNbl U HHTEpEANEI BripaBHHUEAHKWE Ha crpaHuue LW pudT
Wma |Ee3b|n-1;|HHb|ﬁ1 ||:|AELT006HOEU'|EHM9
Cnegyrowmii cTune |Ee3b|r\-1;|HHb|ﬁ1 g |
CBAZaH C |3EII'0J'IDELDK 1 w |
KaTeropus |Cru1m1 TEeKCTa h |
MapameTpel

OK l [ OTMeHa l l Cnpaeka ] ’ BoCCTaHOBHTE ] [ Mo yMonyaHu

Pucynok 16 — Oxno Ctuinb ab3ana

3neck umeercs 13 3aknanok (puc. 17).
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Ynpaenenue — cnenyer 3a1aTh UMs CTHIIIO.
Omcmynul u unmepsabl — HACTPONKa mapamMeTpoB ad3alia.
Ilonosicenue — NO3BOJISAET MPUMEHUTH K TEKCTY pa3inuyHbie 3 (HEKThI:
. BEpXHUI/HUKHUM UHICKCHI,
. HampaBJICHUE TEKCTa,
. MEKCHUMBOJILHBIN HHTEPBAJI,
. 3a71aTh MacilITad 0TOOpaKeHHs TEKCTA.
Buvipasnusanue — 3a1aTh BhIpaBHUBaHUE TEKCTA (I10 LIEHTPY, 1O IIIMPUHE U T. J1.)
Omcmynol u uHmMep8abl —
- Ha3HAYUTh OTCTYI TEKCTa OT IOJI,
- MEKCTPOUYHBIA UHTEPBAI,
— HWHTEPBAJI JI0 U 1ociie ad3ana (omobuexa),
Ha cmpanuye —
o Ha3HAYUTh PACCTAHOBKY MEPEHOCOB,
o pa3pbIB TEKCTa,
o 3ampeT BUCSIUX CTPOK.

AW N -

3ameuanmue: gucsauas cmpoka — TiepBas CTpoka ab3ara, IEPeHEeCEHHOTo Ha Clie-
JOYIONIYIO CTPaHWIy WA TIOCTEAHssT CTpoka ab3ara, mepeHeceHHash Ha HOBYIO
CTpaHHULLY.

llpugpm — Ha3HAUUTD TUII, HAYEPTAHUE, pa3Mep MpUPTa.
Obpamnenue — 3a1aTh 00OpaMIICHUE TEKCTY.

@on — BbIOpaTh (POH TEKCTA.

bykeuya — 106aBUTH OYKBUILY.

Tabynayus — Ha3HAYUTH TAOYJISIIHIO.

Vcnosue — Ha3HAYUTH YCIOBHS JUTSI CO3/]TaBAEMOTO CTHIISL.

Ctmnp absaua SI

Ycnoewne
Ynpaenexue OTCTYNEl M MHTEpBank! BelpaeHUBaHNE Ha crpanuue W pucT
Spdertel wpndTa | Monoxmenwe | Hymepauwa | TabynAuwa | BykBuua | @oH | ObpamneHwe

MonoxeHwe
) BepxHuii nHaeKC 1%

@i

O HU3HMIA uHaeKe

100%;

BpalwleHue [ macwrabupoeaHue

®o rpagycos Cao rpagycoe QO z7o rpagycos
Macwralb no wupuHe 100% |3
MexCHMBONBHBIN MHTEPEBEN
OBbIYHBLIRA b o0,0nT ﬂaprlﬁ KEQHWHT
Arial

[ OK ] l COTMmeHa ] [ Cnpaeka ] [ BoccraHoBWTE ] l Oo ymonuaHm
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Pucynox 17 — Oxuno Ctuns ab3arna

TekcToBBIE KOJIOHKH

Open Office.org Writer no3BoiiieT 0()OpMUTH JOKYMEHT B Fa3€THOM CTHUJIE
— pa3ouB Ha KOJOHKHU. [10 ymMO/luaHUIO TEKCT pacrojiaraeTcsi B 0JJHOM KOJIOHKE.
CylecTByeT BO3MOKHOCTh pa30UTh TEKCT HAa HECKOJBbKO KOJIOHOK. Writer aBTO-
MaTUYECKHU Pa3pbhIBAET TEKCT B KOHIIE CTPAHMIIBI U MEPEHOCUT €r0 MPOIOIKEHNUE
B HAYaJIo CJIeAYIONIe KOMoHKU. [Ipu jxemaHn MOKHO BCTaBUTh MPUHYIUTEIbHBIN
pa3pbIB KOJIOHKH, YTOOBI TOOUTHCA ompeaesneHHoro 3¢ dexra, Hanpumep, mome-
CTUTbh 3aroJ0BOK B Hayaje KOJOHKH. [ToMHMMO 4nciia KOJIOHOK, MOYKHO U3MEHSATH
UX IMIUPUHY, a TAKXKE 3a7aBaTh KOJOHKU pAa3HOU IIIUPUHBI.

Ha skpaHe KOJOHKHM OTOOpaKkaroTcsl B peKUME Pa3METKH CTpaHUIlbl. UTo-
OBl OTKPBHITH JUAIOTOBOE OKHO KOJIOHOK CJIETYET BBHIMOJIHUTH KOMaHAbl MEHIO Dop-
mam— Cmondoyul.

H3MeHeHue YiciIa KOJIOHOK B IOKYMEHTe

Yucno u popmar KOJOHOK B JOKYMEHTE€ MOTYT ObITh pa3HbiMHU. Tak,
HanpuMep, MOKHO OT(POopMaTUPOBATh HAYAJIO JIOKYMEHTA KaK OJHY KOJIOHKY, OT-
[EHTPUPOBATh 3ar0J0BOK MO IMIMPUHE CTPAHUIIBI, a 3aTE€M Pa30UTh OCTAIBLHOU
TEKCT JOKYMEHTA Ha JIB€ KOJOHKH.

CylecTByeT BO3MOXKHOCTD 3aj/1aBaTh (OopMaT KOJOHOK JIJIsi BCETO JOKYMEH-
Ta, pazzesia JOKyMEeHTa U BBIJICJICHHOTO ()parMeHTa.

UtoObI co31aTh pa3ziesl B JOKYMEHTE, ClIeNyeT BCTaBUTh Mepell HUM pas-
pPBIB pa3zienia, BOCIOJIb30BABLIMCh KOMaHJIOM MEHKO Bcmaexka— Paspuis. Pa3pbiB
paszzena otrobpakaeTcs Ha dKpaHe JBOWHOM TOYECYHON JTHHHEH U HE BBIBOJIUTCS
MIpU MeYaTu JOKYMEHTA.

x

YcTaHogb —M™M8M ———————————————— -

QTHEHS

CTonbuE |

It =

_npaeka

LLUKMpHHA M HHTEPEAN

CTondey LI 1 g 3 ll
LkpHHa I :I I :I I :I
MHTEpEaN | :I | :I

¥ aetonoafiop

[PHMMEHHTE K

ICTHHH:I chaHHLuj

PazaenuTensHan nHMHKA

MiHKA IHET j
BricaTa I 100% =
[MonoseHHe IBBepxy j

Pucynok 18 — OxHO 17151 pabOTHI ¢ KOJJOHKAMU TEKCTA
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N3MeHeHMe IUPUHBI KOJOHOK M PACCTOSIHUS MeKIY HUMU

[Ipu co3maHuM KOJIOHOK MX IIMPHUHA U PACCTOSIHUE MEXAY HUMU OMpene -
JSAIOTCS aBTOMATHUYECKH, UCXOJS U3 YKCiia KOJOHOK M CYIIECTBYIOIIMX YCTAHO-
BOK. MOXHO HM3MEHUTh NapaMeTpbl KOJIOHOK, BOCIOJb30BaBIIMCh KOMaHIOU
Bcmaeska — Pazoen — Cmonbywi.

Pa3pbIB KOJI0HKH

— Pa3pbIB KOJOHKM HEOOXOAMM, YTOOBI 00ECIIEYNTh pa3MEIIEHUE B OJHOU
KOJIOHKE 3arojIOBKa M OTHOCSILETOCsl K HEMY TEKCTa.

- HeoOxoaumo MpoOKpYyTUTh TEKCT 0 KOHLA NEPBOM CTpPAHULIbI U LIEIK-
HYTb II€pE]] 3aroJ0BKOM MOCJIETHUM Ha CTPAHULIE.

- B meHw Bcmasxa menknyTh Ha Komanne Paspwvis. IlosBurcs nuamoro-
BO€ OKHO Paspuis.

- Heo0xoaumo BbIETUTH mapameTp Paspuie cmonbya W UIENKHYTh Ha
kHonke OK.

BcraBka paspbiBa cTpaHull

1. B Mento Bcmaska Bb1OpaTh kKoMaHny Paspwig. [10SBUTCS OTHOMMEHHOE
JUAJI0r0BOE OKHO.

2. B aunanoroBoM okHe Paspsié NOJKEH OBITH BBIJEICH BapuaHT Paspwig
cmpanuysl. Ilocne menuka no kHonke OK B mo3unuio, onpeAaeaeHHY0 MOJI0XKe -
HUEM Kypcopa, OyJeT BCTaBJieH MPUHYIUTENbHBIM pa3pblB CTPAHUIIbI, U TEKCT,
KOTOpPBIU CIIENYET 32 HUM, IEPEMECTUTCS Ha CIEIYIOUIYI0 CTPAHULLY.

3. Iyt u3MEeHEeHUs1 OpUEHTAIMU JIKCTA, MOCJe pa3pbiBa CleayeT B 00JacTu
nuanoroBoro okHa CTuiib BbIOpaTh MyHKT AnbOOMHBIN: Cmuib— AnbOomHblil.
B pesynbTaTe B mpenenax oJAHOrO JOKYMEHTa, MMEIOUIEr0 OPUEHTALMIO JTUCTOB
Knuoicnas, mosiBUTCS JIUCT, UMEIOIIUN OpUEHTAIUI0 — AnbOoMHasl.

Opranusanus CHOCKHU

YToOBl OpraHu30BaTh CHOCKY HYHO:

1. IlepeMecTuTh Kypcop B TO MECTO, I'/I€ JOJIKHA HAXOUTHCS CHOCKA.
Bei6pats Becmaska— Crocka.
3. BrIOpaTh M0JI0KEHUE CHOCKH B JOKYMEHTE (Ha TEKyLIEH CTpaHULE WU B KOH-
1€ IOKYMEHTA).
4. Haxatp kHonky OK.
B nosiBuBIIEMCS 1I0JI€ CHOCKM HA0PaTh TEKCT CHOCKH.
6. IlepexIrounTHCS MBIIIKOW B TOJI€ JOKYMEHTA.
CHOCKH HYMEpYIOTCSI aBTOMaTH4YeCKU. UTOOBI H3MEHUTH CTUIIH OPOPMIICHUS

9,

CHOCKHM BbIOCpUTE MEeHIO Bcmaexa, CHocka, 3HAYOK :]
bykBuna
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aesau x|

OTCTYNEl MW HHTEPEANE! I BEIpaEHHEAHHE I MonoxeHHe Ha CTPaHWLE I HyMepauma | TabynAauMa
BYKEHLLa CDpamMneHHe haH

Hactpoikm

[w AofaenTe Bykenuy A

| Llenoe cnogo
KonMYecTED CHHEONDE

BeICOTa B CTPOKAX

i

PaccTosHHe 40 TeKCTa 0,00cmM =

CoAepsHMoe

TekcT I

CTHNE CHMEONE I[He'r] j

6.4 I OTHEHA | Cnpaska | BoccTaHoOEHTE |

Pucynok 19 — JInasioroBoe OKHO CO37aHUs OYKBHUIIBI

byxeuya nemnaer nepByro OykBy ab3aria O0IBIION 3arIaBHOW OyKBOH, BBICO-
TOM B HECKOJBKO CTPOK. TakuM ke o0pa3oM MOXHO OT(OpMaTUpoBaTh MEPBOE
CJIOBO B a03are.
Co3panmne OyKBHIBI
Otkpoiite Bknaaky @opmar—Aod3an—byKBUIbI
B nosiBuBIIIEMCSI TMATIOTOBOM OKHE:
Hacmpotiku OYKBUITbI MOYKHO BBIOpaTh OYKBY WJIU CJIOBO,
KOJIUYeCmB80 CUMBOJI08 — HA3HAYAETCS] KOJIMUYECTBO CHMBOJIOB,
8bICOMA 8 CMPOKAX — BHICOTA OYKBUIIBI,
paccmosiHue 00 mexkcma — Ha3Ha4aeTcsl OTCTYIl TEKCTa OT OYKBHIIBI,
cooeparcumoe — TI03BOJISIET 3aMUCHIBATH JTIOOBIE CUMBOJIBI,
CMulb CUMB0A — TIO3BOJISIET HA3HAUYUTH CTUJIb CUMBOJIOB.
IIpakTnyeckoe 3a1anune
1. Co3zpaiiTe HOBBI JTOKYMEHT, BBIMOJIHUB KOMaHy Paiin, Cozdams.
2. HabepuTe TeKCT, MPeOCTaBICHHbBIN MPENOJAaBATEIIEM.
3. Bemonnute komaHabel MeH0 @opmam— Cumeon. B nuamoroBoM OkHe
«IIlpugomy ycTaHOBUTE MapaMeTpBhI:
— lllpugm: Times New Roman Cyr.
— Hauepmanue: crannapr.
— keenv: 14 nr.
4. 3aroyoBOK Ha3HA4YbTE€ CMHHUM IIBETOM, 3arJIaBHBIMH OyKBamH, pa3MepoM
16, mOT4EPKHYTHIM, TIOJTYKUPHBIH, IIBET (hoHA — TOITyOOH.
B nuanoroBom okHe «Ipdexmul wipugmay» yCTaHOBUTE MTapaMeTPHI:
— [loouepxusanue: XUpHOE.
— I]sem: cuHMH.

QW AW -
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— Opgexmpi: MPOIUCHBIC.

B nuanoroBom okHe «/lonoowcenuey yCTAaHOBUTE NapaMETPhL:
—  Meoiccumsonvubli unmepean: pa3psKEHHbBIN.

B nuanoroBom okHe «Dony: BeIOEpETE royiy0yIo 3aJIUBKY.

5. Ha ocHoBaHuu BbIOpaHHBIX TapamMeTpoB (POpMaTUPOBAHUS 3arojOBKa
Ha3HAYbTE CBOU CTHUJIb.

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

7. W3MeHuUTe BBEJEHHBIN TEKCT: WIpU(T, pa3Mep, HaUepTaHUE, LIBET.

8. Bebigenure B JOKYMEHTE Ka)Jblid 3arojOBOK U MPUMEHUTE K HEMY CO-
3JIaHHBIN CTHIIb.

9. CoxpaHute TOKyMEHT B anke Mou 0okymeHnmul.

10. 3akpoiiTe JOKYMEHT.

11. Co3paitte mabnon Obpazosanue— Kypcosas paboma 1o npejaracMoi
dhopme. Daiin ¢ 3THM A0JIOHOM 3aII0JIHATE B COOTBETCTBHH C O0OPa3IIOM.

12. Cozpaitite mabnon Oobpaszosanue— Yuebnvli nian 1o TMpeajgaracMoi
dbopme. Daiin ¢ 3TUM 1a0JIOHOM 3aMOJHUTE MPOU3BOIBLHBIM 00pPa30M.

13. JI7is BBIMIOJIHEHUSI ATOTO 3aJaHUsl HEOOXOJUMO HMMETh 1—2 CTpaHHUIlbI
TEKCTa, COJICPKaIller0 HECKOJIBKO 3aroJIOBKOB.

14. Pa30eliTe UMEIOMINICSI TEKCT HA HECKOJIBKO KOJOHOK:

1. Tekct nmepBoro ad3aia Ha 2 KOJIOHKH.
2. Texkct BTOporo ad3ara JOJKEH OCTaThCs B OJHY KOJIOHKY.
3. Tekcr Tperbero ab3aira pa3ouTh Ha 3 KOJIOHKH.

3aroyioBKU JOHKHBI HAXOJIUTHCS BHE KOJIOHOK.

15. Co3naiiTe CHOCKY BHU3Y CTPaHHUIIBI K JTIOOOMY CJIOBY M3 BaIlIeTO TEKCTa.

16. CoznaiiTe Tpu CTOJIOMKA CIHMCKOB Ha JIIOOYI0 TEMy MpUMEHsS TaOyIisi-
uuro. Hanpumep:

[TonsTus: Jlormueckue Tpuronomerpuueckue
Bexkrop (GyHKUIHH: GyHKUINA:

[Ipsmas Ecmmn COS

[inockocTh HcTtuna SIN

OTtpesok JIOXDb TAG

17. Co3naiiTe B IOKYMEHTE BEpXHUH KOJOHTHTYJ, B HEM YKKHTE TCKYIIIYIO
JaTy W BpeMs.
18. B m060M MecTe TOKyMEHTa CO3/IaliTe OyKBUILY:
a. [lepByto OykBy mepBoro cioBa ab3ara.
b. Bricorta 4 cTpoku.
¢. Paccrosinue no texcra — 0.
d. Bribepere paznudyHbie BApUAHTHI CTHIIS OyKBHIIHI.

KoHTposbHBIE BONIPOCHI
1. Kakue ObIBalOT peXxMMBblI MPOCMOTPA JIOKYMEHTa M YTO TaKoe MacmrTad
npocMotpa?
2. Kak npoucxoaut npoBepka IpaBoOIUCAHUSA?

28



Kak mamennts Gopmar (mpudt, pazmep) CHMBOJIOB?

Yro takoe ab3an?

Yrto Takoe BbIpaBHUBaHME a03a1ia, KaKk €ro U3MEHUTH?

Kak u3MEHHUTh pacCTOSTHUE MEXITY CTPOKAMMU?

Kak ycTaHOBHUTH rpaHUIIbl U 3aJIMBKY TEKCTa, ad3ala, CTpaHuLbI?
Kak u 151 kakoil nenu npou3BoAUTCs opMaTUpOBaHUE JOKYMEHTA?
9. Kaxkue napamertps! mpudroB Bam n3BecTHbI?

10. Kakue nmapamerpsl oopamiuenusi Bam nu3BectHbI?

11. Pacckaxute oCHOBHbIE CIOCOOBI popMaTHpOBaHUs ad3ala.

12. Yro Takoe 1mabioH T0KyMeHTa?

13. B yem npeumy1ecTBo UCnob30BaHus M1a0JI0HOB?

14. YTo Takoe CTHJIb, CIOCOOBI 3aJaHUS CTUIIS?

15. Jlns yero npennasHayeHa cHocka? Kak ee coznaBaTh?

16. UTO Takoe KOHLEBasi CHOCKA?

17. Kak u a1 yero ucrnosb3yercs pa3pbiB?

18. Uro Takoe OykBuua? Kak ee co3nars? KakoBbl ee mapameTpbl?
19. Uro Takoe Tadynsuusa? Kak ee ucnosnb3oBarh?

® NN Ww

JIABOPATOPHAS PABOTA Ne 3
Tema: Ilapamerpsl ctpanunbl. Hymepauus crpanun. KosoHTHTY IBI.
HUcnoab3oBanue cnuckoB v Taduu. [leyaTrs 10KymMeHTa

Llenv pabomul: HaAyYUTHCS HACTpaWBaTh MapaMeTpbl CTPAHUIIbI, BCTABISTH
HOMEpa CTpaHUll JOKYMEHTa, CO3/1aBaTh KOJIOHTUTYIbl. HaydurTbecs co3paBath
CHUCKHU U TaOnuLbl. OCBOUTH M€YaTh JOKYMEHTA.

3aoanue:

— H3yuuts Bce Bknagku auanoroBoro okHa Crpanuna: Kononku, CHoCKka,
VYupasnenue, Ctpanuiia, ®on, Bepxuuit/HuxHuit konontutyi, O6pamiieHue.

— Hayuurbcs co3naBarh KOJTOHTUTYJIBL.

— IIpoHyMepoBaTh CTpaHUIIbI JOKYMEHTA.

— Co3z1ate MHOTOYpPOBHEBBI HYMEPOBAHHBIA CIIMCOK (KaK ONKMCAHO B 3a-
JTAaHUN).

— IlocTpouTs Tabnuily, NPUBEACHHYIO B IPUIIOKEHHUH 1.

— Ilo3HaKOMMTBCS C BO3MOXKHOCTSIMH BbIBOJA JOKYMEHTA HA [1€4aTh; yCTa-
HOBKH €IMHULl U3MEPEHMSI; TpeoOpa30BaHUsl TAOIUIIBI B TEKCT.

OCHOBHbIE nOHAMUA W onpedeineHus: KOJOHKH, CHOCKa, CTpaHuua, (oH,
BEPXHUI/HUKHUI KOJIOHTUTYJI, 0OpamiIeHHe, HyMepausi CTPAHMII.

Teopernyeckue cBeeHUA

ITapameTpsbl cTpaHULbI

Jliia yctaHoBku napaMmerpoB crpanullsl B Open Office.org Writer ncnonb3y-
ercss komanaa PDopmam— Cmpanuya, KOTOpas BbI3BIBAET JUAJIOIOBOE OKHO
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Cmunv cmparuywsl (Pucynok 20).

Jnst ycraHOBIIEHUS MOJIEH CTpaHUIbI UCIONb3YyeTcs BKIaaka Cmpanuya, B
OKHAaX KOTOPOTO MOKHO YCTaHOBUTH:

1. CBepxy — BEpXHeEe MOJIE CTPAHULIBL;

2. CHUBY — HUXHEE I0JIe CTPaHUIIbI;

3. CneBa — JIeBOE MOJIE€ CTPAHULIBL;

4. CnpaBa — mpaBo€ M0JI€ CTPAHULIBI.

B pamke Obpa3zey mnokazaH BHEIIHUM BUJ| CTPAHUIIBI C BHIOpAaHHBIMU Iapa-
MeTpamu. Eciu cTpaHuiia 10oJbKHA UMETh 3€pKajibHbIe MOJisi, Heooxoaumo B Pasz-
MemKe cmpanuybl BbIOpaTh 3epKaiibHble ToJisA. B pe3ynbrare BMecto nonei [pa-
Boe u JleBoe nosiBsiTcs nonst Buytpu nu CHapyxu.

B none @opmam 6ymacu MoXHO BbIOpaTh pa3Mep CTPaHUIIBI JOKYMEHTA.
B none lupuna n BeicoTa MOKXHO BBECTH COOTBETCTBYIOIINE 3HAUYCHUS IWPUHBI
U BBICOTHI.

Y CTaHOBUTH MOJISE CTPAHUIBI MOKHO TAaK)XKE C MOMOILBbI0 KOOPJUHATHBIX JIU-
HEEK B pexxume Jluneiika. B 3TOM pexxrMe Ha SKpaHe MPUCYTCTBYIOT U BEPTUKAJIb-
Hasl, U TOPU3OHTAJIbHAsA KOOPJAWHATHBIE JIMHEHKU. Ha KOOpAMHATHBIX JIMHEHWKax
MOJIsl CTPaHUIIbl 0003HAYEHBI CEPBIM 1IBETOM. He00X0IMMO YCTAaHOBUTH yKa3aTelb
MBIIIM Ha TPaHUILy ceporo u Oenoro ydactka (OH OyJeT UMETh BUJl <>) U Mepe-
TSAHYTh €€ B HY’)KHOE MECTO.

B none Opuenmayus BbiOUpaeTcs opueHrtanus crpanuibl. [lepekintodarens
KHIDKHAS 03Ha4YaeT BEPTUKAIbHYIO OPUEHTAIIHNIO, aTbOOMHAs — FOPU30HTAIBHYIO.

[IpuBoaKa — BBIpABHUBAHUE TEKCTA B BLIOPAHHOM CTHJIE CTPAHUIIBI IO BEP-
TUKQIBHOW CETKE CTPAHHUIIBI.

CTunb CCBUTKH — CIIEAyeT BHIOpATh CTUIIBL a03alia, KOTOPhIi OyeT UCTIONb30-
BaTbCsS KaK CChUIKA JIJIi BHIPABHWBAHMSI TEKCTAa B BBIOPAHHOM CTHJIC CTPAHUIIBI.
Bricota mpudra, ykazaHHas B CTWJIE CCBUIKH, OTIPENESET UHTEPBAJ ISl BEPTH-
KaJIbHOM CETKU CTPAHULIBL.

CTHAb cTpaHMupbl: ODbIMHBIH

CTonbugel CHOCK A
¥rpagneHwe | CTpaHMWa | doH BepxHMA KONOHTHTY N HH3HMA KONoHTHTYN COApaMneHHe

MopMaT ByMard

LUMprHa 21,00cH =

EplcoTa 29,70cH B

CpHEHTaLKA @ EHH#HAA
) AnefiomHan Noaaqa Byrark [M= HacTpoek NprHTERA] w

Maona HacTpofkK pasMeTiK

CNeEa 2,00cm

4

PasMETKS CTPAHMUEl  |CNpasa v CNesa w

hopmat 1,2,3 ... w

4

COpagsa 2,00cm
[ Npueoaka

4

CEEepxy 2,00cm

CHHZY 2,00cm

4

[8].4 ] [ DTMEHA ] [ Cnpaeka ] [ BoccTaHoEMTE
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Pucynox 20 — Hactpoiika mapamerpos ctpanuil B OpenOffice. org Writer

Hacrpoiika exuHMI M3MepeHust
1. 3amyCTuTh POrpaMmy.
2. B mento Cepsuc—Ilapamempovi— OpenOlffice.org
Writer— Obwue— Hacmpotiku— Eounuysl usmepenus cienayert BoiOpath Touka.
3. Torna, Hanpumep, IPU YCTAHOBKE MEKCTPOUYHOTO UHTEpBaa, OyayT UC-

IMMOJBb30BAaTbCs CAMHUIBI U3MCPCHUA IIT.
[NapameTpnl - OpenOffice.org Writer - O6wne E|

OpenOffice.arg
3arpyzkalcoxpaHeHme
HacTpofikm Aselka OBHOENATE CCHINKH MK 38rpyske ABTOMATHUELKH

Openiffice,org Writer
Brerna Mang
T 4E i

Bra @ Mo TpeoEaHHH Anarparil
3HaKkH HOpHATHPOEAHHA
CeTka O Hrrkoraa
OCH, WpkbTe (3anagHeie)
Menate
Tatinnua EAHHHLLE HEMEDEHHA Todka v
M3MEHEHMA
COBMECTHMACTE LWar Taby nAwLmHm 35,4nT
ABTO3ar0NOE0K
Pacceinka nkcem

OpenOFfice.org Writer'\Web

Baza AaHHer: OpenOffice.arg

Ararpammil

WMHTEpHET

OBHOENEHHE

00 F &

HacTpofikH

4

B F

[ O ] [ QTMEHE ] l Cnpagka ] l Hazaa

Pucynok 21 — HacTpoiika equHHL] U3MEPEHUS

Hymepauus crpanun

3ameuanmne! [Ipexne yem BbiOpaTh KoMauy Bemaska—1lona— Homep cmpanu-
Ybvl CIEAYET Kypcop YCTAHOBUTHh B COOTBETCTBYIOIIEM (HMKHEM/BEPXHEM) KO-
JIOHTUTYJIE.

B OpenOffice.org Writer nponymeposams cmpanuybl MOICHO 8 MPU WA2A:

1. Ecnm HOMepa CTpaHUI] JOKHBI ObITh CBEPXY CTpPaHHIBI HEOOXOIUMO
BKJIIOYUTh BEPXHUU KOJOHTUTYN KoMaHaou Dopmam— Cmpanuya— Bepxnuii xo-
JIOHMUMYJ, €CIU K€ BHU3Y CTPAHULBI, TO HY’KHO BKJIIOYUTh HHKHUWA KOJOHTHUTYI
KoMmaH10u @Popmam— Cmpanuya— Huorcnuti kononmumyin.

2. YCTaHOBUTH KypcOp B COOTBETCTBYIOIIMI KOJIOHTUTYI.

3. BcraButh HOMEp CTpaHULBl KOMaHAOW Bcmaeka— Ilona— Homep cmpa-
Huywl. Ecii HaxaTh KHOMNKY J[onmomHuTenbHO, TO MOKHO BbIOpaTh @oH 1 OOpam-
JICHHE.

4. BBIPOBHSATH HOMEP CTPAHULIBI 110 JIEBOMY Kparo, IO IPABOMY Kparo WU
0 LIEHTPY C MOMOIIbIO KHOIIOK MTAHEIN UHCTPYMEHTOB.
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Pucynox 22 — Knonku BeipaBauBanus B OpenOffice.org Writer
Kak yOpaThs HOMep CTpaHHMIBI € IEPBOr0 JHMCTA JOKYMEHTA
Teneps yOpath HOMEp C IEPBOIl CTPAHUIIBL:
1. ®opmat — Ctunu (wnm F11)
2. B oxomke «Ctunu u (opmatupoBanue» ueTBEépras kHomka «Ctumm

CTpaHULIbI»
3. «llepBas cTpaHuiia» ABOMHON KJIHUK.

® & @ E|E & -

HTML
ANbBOMHBINA
KoHeepT
KoHUueBaA CHOCKa
MNeeanA crpaHvua
OBBIYHLIA
MNepeas CcTpaHuUa
naBad CTpaHHLD]
CHOCKa
YHazaTenb

Pucynok 23 — Jlnanorosoe okHo Ctuiiv U hopMaTUpOBaHUe

KoJsoHTHTYJI TOKYMEHTA
Konounmumynom Ha3pIBaeTCs TEKCT, KOTOPHIHM NeYaTaeTcsi BHU3Y WK BBEPXY

KOKJIOM CTpaHUIIBl TOKYMEHTa. B KOJIOHTHUTYJ MOXHO BBIBECTH Ha3BaHUE JIOKY-

MEHTa, Ha3BaHWe PUPMBI, UM U (HaMUITUIO aBTOpA U TIp.

B OpenOffice.org Writer MOXXHO omoenbHO 6cmagisims 8epXHULL U HUNICHULL KO-

JIOHMUMYJIbL.

Bepxnuii konoumumyn:
Jlst noGaBiieHNs BEPXHETO KOJOHTUTYJIA HEOOXOIMMO BBITIOJIHUTh KOMaH/TY

Dopmam— Cmpanuya— Bepxnuti kononmumyn (Pucynox 24).

Ecnu HyXHO pacnpOoCTpaHUTh BEPXHUW KOJOHTUTYJI Ha TOJSI CTPAHMIIBI,

CJIETyeT BCTABUTh B HETO PaMKY.

Bepxuuii konowmumyn — HYKHO 3aJaThb CBOHCTBA BEPXHETO KOJIOHTHTYJIA.

Bk, BepXHUII KOJOHTUTYJ — J0OAaBJICHHE BEPXHETO KOJOHTHUTYJA K TEKYIIEMY

CTHJIIO CTPAHULIBI.

— OouHakosoe codepaicumoe cresa/cnpasa - 0OABIEHNE HUKHETO KOJOHTUTYJIA K
YETHBIM U HEYETHBIM CTPAHUIIAM. DTOT MapaMeTp AOCTYIEH TOJIbKO JUIsl CTHIIS
crpanulpl [1o ymonuanuto.

— Jlesoe none — HY)KHO BBECTH PACCTOSIHHE MEXIY JIEBBIM KpaeM CTPAHUIII U Jie-
BBIM KpaeM BEPXHETO KOJIOHTHUTYJIA.

— Ilpasoe none — Hy’)KHO BBECTH PACCTOSHUE MEXIY MPaBbIM KpaeM CTPAHHIIBI U
MPaBBIM KPaeM BEPXHETO KOJOHTHUTYJIA.

— HUumepsan — ciieyeT 3a1aTh HHTEPBAT MEXKIY BEPXHUM KpaeM TEKCTa TIOKyMEH-
Ta ¥ HIHKHUM KpPaeM BEPXHETO KOJIOHTHUTYJIA.

— Hcnonvzosams OunamuiecKkue unmepaansl — niepeonpeaenser napamerp Murep-
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BaJIbl M MO3BOJISET PACIIMPHUTH TEKCT BEPXHEr0 KOJIOHTHUTYJIA B 00JIaCTh MEXKTY
BEPXHUM KOJIOHTUTYJIOM M TEKCTOM JIOKYMEHTA.
— Bwvicoma — HyXHO 3a7aTh TPeOYEMYIO BBICOTY JIJIsI BEpXHETO KOJIOHTHUTYJIA.
— Aemonoobop evicomsl — BBICOTA BEPXHETO KOJOHTHUTYJA MOA0UpaeTcsl aBTOMa-
TUYECKU B COOTBETCTBUM C BBOJAUMBIM COJICP>KUMBIM.
— Ilone npedsapumenvHoeo npocmompa - O0TOOpakaeT TEKyIee BBIICICHUE IS
MpeABaAPUTEIBLHOTO MPOCMOTpA.
— JlonmoaHUTENLHO — OmpeNeNieHue TpaHullbl, 1BeTa (oHa wiu y3opa QoHa AJis
BEPXHEr0 KOJIOHTUTYJIA.
Huorcnuu konowmumyn:
Te xe caMble TapaMeTpbl MOXKHO 3a7aTh U JUIsl HUKHETO0 KOJIOHTUTYJIA.

Crmaep cTpanmupl; OBbIuHbIH EI

CTonduk CHOCKE
¥NpagneHHe CTpaHvua || doH | BEPHHWA KOROHTHTY N HH#HHA KOnoHTHTY N CBpamneH1e

BepxHHA KONOHTHTYN

BN, BEPXHHH KONOHTHTYN:

QL AMHEKOBOE COAEPMHMOE CNEES]CNPaBa

4k

Nesoe None 0,00cm

LE

Mpagoe none 0,000cm

4k

lHTEpBAan 0,50cm

[ Mcnonesoeate ApHaMMYECKHE MHTEPEANE!

4k

BricoTa 0,50cm

AETONOADOD BRICOTE

AonoAHUTENEHD, ..

[ 80,8 l [ OTMEHA l [ Crpaeksa ] [ BOCCTAaHOEWTE ]

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

Hcnonb3oBanue CNUCKOB
B TeKcTOBBIX JOKYMEHTaX MEePeUrCICHHs pa3InyHOro Tuna o(popmisioTes B
BU/JIE Cnuckos. Pa3nnyaroT cieqyromye TIbl CIUCKOB: Mapkuposannwiii, Hymepo-
sanHwlil, Mnozoypoeneswiti. Cniucok popmMaTHpyeTcs Kak 0 BBOJIA AJIEMEHTOB, TaK
U JUId YK€ HaOpaHHBIX B BHUJE OTICNbHBIX ab3areB aneMeHTOB. CyliecTByeT
HECKOJIBbKO PA3JIMYHbIX CIIOCOO0B (POPMATUPOBAHMS CIIUCKOB:
- c noMoliibio KoMaHabl Popmam— Maprepwt u nymepayus (Pucynok 25);
- ¢ oMolblo KoMauabl Konmexkcmuozo menio— Cnucox;
- C MOMOIUIBIO KHOMOK mNaHemu Popmamuposanue: <Hymeposanmwiii cnucox™> W
<Mapxuposannwiii cnucox>. Ilpu memyKe no 3TuM KHOMKaM aBTOMAaTHYECKH T0-
SBIISIETCA TaHeNb Mapkepul u Hymepayus, TIO3BOJISIONIAS YIIPABIISATH CIIUCKOM.
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MapKepbl ¥ HYMEPALMA - X
EE S -« =, T

Pucynok 25 — ITanens Mapkepsl 1 HyMepauus
Komanna @opmam—Mapkepol u nymepayus, BBIBOOUT JAUAJIOTOBOE OKHO
«Mapxkepsl 1 Hymepatus» sl BBIOOpa BKJIAJKH, COOTBETCTBYIOIICH TUITY CITUCKA,
JUTSL JanbHened HacTpouku: MapkupoBaHHbl — Mapkepuol, H3o0pascenus, Hy-
MepOBaHHbIN — Tun nymepayuu, MHOTOypOBHEBBIN — Cmpykmypa.
MHOTOYpOBHEBBI CITUCOK CO3JAETCS C HCIIOJb30BAaHHEM KHOMOK «Yae-
AUYUMb omcmyn» U «Ymenvuwums omcmyny, pacloOkKEHHBIX Ha ITAHEIU UHCTPY-
MEHTOB Popmamuposanue.
VY aanuTh CIMCOK MOYXXHO HECKOJIBKUMU CITOCOOAMMU:
1. CranmapTHbIN crIOCO0 yJaJIeHUs CIIHCKA:
<@ BBIIENNTH DIEMEHTHI, Ui KOTOPBIX OCYIIECTBIIAETCH yaanenue (Gop-
MAaTOB CITHCKA;
B  Bemonuuts komauxy Popmam— Mapkepvi u Hymepayus, KHOIKA
<Yoanumv>.
2 . YjaneHue CIUcKa ¢ MOMOIIBIO KHOMOK MaHenau GopmMaTupoBaHus:
— BBIJICJIUTH DJIEMEHTHI, JJII KOTOPBIX OCYIIECTBISIETCS yaaleHue (hopmaToB
CIIUCKA;
— O0TXKaTh KHONKY <CHUCOK> ONpE/IEICHHOr0 TUIIA Ha MaHenun Popmamuposa-
Hue.
Jliis ipexpariernss GopMUPOBAHUS CIIUCKA TaK)KE MOKHO, HAXOJISICh HA Ty -
CTOM CTPOKE CIIMCKa, HaXKaTh KiiaBuily <Enter>.

x|
Mapkepbl I THN HYMEPALHH ETerTrpal Ms0bpameHHa I MonoxeH4e I HacTpoFikn I
BriGiop
1, 1. 1, 1,
1.1 | = (2) 1
=) . i 1
L ] - A. “I

l. A, 1 ~
A, . 1.1 -2
i 2. 1.1.1 *
=) i 1.1.1.1 .
. . 1.1.1.1.1 .

R I ¥aaNHTE | DTMEHA | Cnpaeka | BOCCTaHOEMTE |

Pucynok 26 — Jlnanorooe okHo Mapkepbl U Hymepauus
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Ta0aunbl

Hoxymentsr Open Office.org Writer gacto comepkar gaHHbie, opopMIieH-
HbIe B BUAC madauysl. Tabnuia COCTOUT U3 cmobyos U CMpoK, Ha TIePEeCeUeHUun
KOTOPBIX HAaxoIATcAd Aueuxku. B sueiikax Tabnui pasMemaercs uHGoOpMaius
IIPOU3BOJIBHOIO TUIIA: TEKCT, YUCHa, FpapuKa, pUCYHKH, POPMYJIbI U TIP.

CrnocoOnlI co3aaHus TA0JHII

. HoByro Tabnuily MOKHO CO3/1aTh C TOMOILBIO KOMaH/Ibl TJIABHOTO MEHIO
Tabauya— Bemasumov— Tabnuya, KOTOpasi BEI3BIBACT JUATOTOBOE OKHO JUIsS yKa3a-
HUSL Pa3MEPHOCTH TaOJIMIIBI — YKCIIa CTPOK U cToyIONoB. [locne ykazanus pazmep-

HOCTH CO37]aBaeMOi TaOJHUIIBI MOXXHO OCYIIECTBUTH €€ aBTOGOpMaTUPOBaHUE —
KHOTIKa Aémoghopmam.

DEHO  CNpaEka

"] TaBnkua... Crri+FL2

Tabnvua *
El~IlF - B~ H-E-| M0 -
CE I EEEE EEE v X

x|
HazeaHme ITaEnHual o4 I
Pazmep TabnHuel
OTHEHA |

CTonfue |2 3:

CTpoKH |2 3: ﬂl
MNaparMeTpel

] Saronosok

™ OoeTopaTte saronosokx
MNepeRis |1 3: CTROKH

[ He pasfHEaTE TabnHUy
[ OBpaMneHHe

AETOhopHaT. .. I

Pucynok 27 — JInanoroBoe okHo BcraBka Tabnuiipl

. C moMomipio KHONIKU 7abnuya naneian HTHCTPYMEHTOB OMPEeNsaeTcsl KOH-
(qurypanus HOBOM TaOJHMIBI: NPU HAXKATOM JIEBOW KHOMNKE MBIIIM 3aKpAIUBAETCS
TpeOdyeMoe YHCIIO CTOJIOIOB U CTPOK TaOJIHUIIBI.

» OOpabatpiBaTh TaOJMUIly MOXHO C TmoMolpl0 CTaHAapTHOW TaHeIu
UHCTPYMEHTOB Tabuybi.

v 1T CTHAE NHHHH

o BB LIBET nMHHEA paicm

v I ofpamnenue
W El LlgeT thoHa

W OALEAHHHTE SHERKH
' D PaziMTE AYEHKH
v @] AsTonoabop

W -1 o Eepxy
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v E BCTaEMTE CTROEY
W [':l BcTaEMTE cTonGEL
v E ¥ AANHTE CTPOKY
v ¥ aannTe cTonbel

BelaEnHTE Tabnmuy
[E] BrIAENHTE cTONAEL

E BEIAENHMTE CTROKY

' ABTOGhOpMaT

v i CBOHCTBE TABMMUbI

v E'-z COpTHROEATE

' E CyMMa
Pucynok 28 — Onucanue KHOMOK MaHEeIn UHCTPYMEHTOB Tabauya

HN3meHeHne CTPYKTYPBbI TA0IUIIbI

1. BolesieHue CTPOK U CTOJI0OLOB.

Cmpok: IPOTAHYTh MBIIIb 10 STYEHKAM CTPOKHU.

Cmonboyog: yCTAaHOBUTH YKa3aTelb MBIIIN HAJl HY>KHBIM CTOJIOIIOM, TOOUTH-
cs1, YTOO OH MPHUHSUT BUJ YEPHOU BEPTUKAIBHOUN CTPEJIKH, U IIEIKHYTh JIEBOM Kia-
BUIIICH MBIIIIH.

2. U3MeHeHMe pa3MepoB CTOJIOIOB U CTPOK.

Cmonbyos.

— 3alenuTh MBIIIBIO 32 METKY TPaHMIIbl CTOJOIA HA JIMHEHKE, TOOUBIIKCH,
4T00 yKa3areib MBI MPUHSI BUJl YEPHON JBYyHANpPaBIEHHOW CTPEIKU <> (B TOM
cllydae, eCJIi Kypcop YCTaHOBJIEH B TIOJI€ TaOIUIIbl) U IPOTSIHYTh B HY>KHYIO CTOPOHY .

— Hactpouth ykaszarenb MBI Ha TPaHUIIE CTOJIOIA HEMOCPEACTBEHHO B
noJie Tabuuilbl, JOOMBIIMCH YTOO yKa3aTellb MBIIIN TPUHSUT BUJA YEPHOU JBY-
HaIpPaBIICHHOW CTPENIKU W MPOTAHYTh €r0 B HY’KHOM HaIlPaBJICHUH.

— Wcnonw3oBarts 1. M. Tabauya— Ceoticmea mabauyvi— Cmonoe — Illupu-
Ha cmonbya.

Cmpok.

- 3anenuTh MBIIIBIO 32 METKY TpaHUIbl CTPOKM Ha BEPTUKAIBHOM JIH-
Helike, JOOUBIIKCH, YTOO yKa3aTeab MBIIIN IPUHSI B YEPHOU JIBYHANPABICHHOMN
CTpEJIKH (B TOM clTydae, €CJIM Kypcop YCTaHOBJICH B 110JI€ TaOJHUIIbI) U IPOTSIHYTh B
HYKHYIO CTOPOHY.

- HactpouTs ykazaTenb MBI HA TPAHULIE CTPOKU HEMOCPEJACTBEHHO B
noJjie Tabuuilbl, JOOMBIIMCH YTOO yKa3aTellb MBIIIM TPHUHSUT BUJ YEPHOU JBY-
HaIpaBJICHHOM CTPEJIKH, U MPOTSIHYTh €r0 B HY>KHOM HaIlpaBJICHUH.

Ucnonw3oBate Konmexcmuoe mento — Cmpoxa — Bvlicoma.
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Auenka - ]

CTpoKa BricoTa. ..

PaspelMTE pasfHeEHKE CTPOK

CTonhel C

[paHHLEl TabnHuEl DNTHMAaNEHAA EbICOTa

PacnozHagaHKe Ykcen PacnpeAenKTE PAEHOMEDHD

BelaenHTE

2
=

PeaakTHROESTE CTHNE 30zaua. ..

) BCTaBMTE. ..
g% EBRIPE3ATH

Ll

WAANKTE AYEAKH
[ ] KonvpoeaTe

PucyHok 29 — KOHTEKCTHOE MEHIO

3. BcraBka cT0J10110B U CTPOK.

Cmonbyos. BeiienuTh CTONOEI, PSIAOM C KOTOPBIM HYKHO BCTaBUTh HOBBI:

1. Vicnonp30BaTh KHOIIKY Ha IaHEIW HWHCTPYMEHTOB Bcmasums cmonbey
(cTomberr Oymet moOaBJIeH CICBA).

2. Tabauya — Bcmasumv— Cmonoyul.

3. Hcnomnbe3oBath Koumexcmuoe menio— Bemasumov— Cmonbywi.

x|
BCTaEHTE
— | Ik I
1 =—

KOn-E0 =
JTMEHS
MNonosxeHHe
'8 a0 _Npaeka
i nocne

Pucynok 30 — /InanoroBoe OKHO BCTaBKU CTOJIOLIOB

Cmpox. BeiienuTh CTpOKY, HaJ KOTOPOUM HYKHO BCTABUTh HOBYIO:

1. Hcnonp30BaTh KHONKY Ha NAHEJIM HHCTPYMEHTOB Bemagums cmpoky.
2. Tabauya— Bcmasumos cmpoky.
3. Hcnonws3oBate Konmexcmuoe menio— Bemasumv— Cmpoxu.

rr@rr@rr@  Yaanenue CTPOK H CTOJIOIOB.

— Beigenuts ynansemplii 3IeMEHT TaOJIMIBI, UCMIOIB30BaTh KoMaHay 7a-
onuya — Yoarumo— Cmonoysr (CTpoKn).

— Ucnonw3oBaTh koumexcmuoe menio xomanny Cmpoxa (Cmonbey)
— Yoanums cmpoxy (cmonbey).
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5. 3aroqoBku. Hcmons3yeTcs B ciiydae HEOOXOAMMOCTH aBTOMATHYECKOTO
MMOBTOPEHUS ITAKW» TAaOJIUIIBI Ha KaXXJOM HOBOM JIMCTE. BhimemnsieM «Imanky» ta-
OJUIIBI, UCTIONB3YeM KoMaHay: Tabauya — [losmopams 3a20108Ku cmooyos.

IIpeoOpa3zoBanue Ta0JUIBI B TEKCT

TekcToBBIH TTpolleccop MO3BOJISET MPeoOpa30BaTh TaHHBIC TAOIHIIBI B TEKCT
¥ HA000pOT — TEKCT B TaOiuILy. st 3TOTO Cleayer BBIAEHUTh TabIUIly, B MEHIO
Tabruya—IIpeobpazosamov— Tabauyy 6 mexcm

MpecbpasoEaTe TerkcT B Tabnmyy. .,

Tabnuuy B TEKCT...

H.
&z “OPTHPOBATE...

3aTeM B MOSIBUBIIEMCS JUAJIOTOBOM OKHE CJIEIYeT BBIOpaTh CIIOCO0 pas3jerne-
HUS TEKCTa

MNpeobpasosars Tabnyy B TEKCT il

FazaenHTent TEKCTa e
' Tabynauma: 7 Touka C 3anATOR
CTHMEHA
7 ABzau 7 Apyroi: IJ_
CNpacka

Pucynoxk 31 — OxHo BeIOOpa pazzieiauTelis TeKCTa, MOIy4aeMoro mocie
npeoOpa3oBaHus TaOIUIIBI

Panee HaOpaHHBIN TEKCT MOXKET OBITH MPEOOpPA30BaH C MOMOIIBIO KOMAHJIbI
Tabauya—IIpeobpazoeamv 6 mabauyy MPUA YCIOBUH, YTO TEKCT MOATOTOBJICH C
WCIIOJIb30BAaHUEM CIEIUATIBHBIX CHMBOJIOB-PA3/ICTUTENCH KOJOHOK (TalysiTop,
a063art, mpoOe u T. 1.)

Odopmiienne Tad MBI

Jlst opopmiienust Tabmauiel (0OOpamiieHHe, 3aM0JIHEHHE U TIP.) UCTIOIB3YeTCs
nanenb Tabauyvl u epanuybl.

PenaxkTupoBanue TadanubI

TekcT BHYTpH sIYEUKHU TaOIUIbI peaKTUPYETCs] OOBIYHBIM 00pa3oM.

Brinenenne siueex, CTpOK, CTOJIOIOB TaKXKe KaK U JUIsl TEKCTa MOXKHO TPOU3-
BOJIUTH JTUOO C IMOMOIIBIO KJIABUATYPhI (OJJHOBPEMEHHO HaXKaTh KjiaBuiry <Shift>
U KJIABUIIY TMEPEMEIEHUsI Kypcopa), JIN0O C MOMOIIIbIO MBIIIIH.

Tax>xe BBIJICIICHHE MOXKHO IPOM3BOIUTH C IOMOIIBIO KOMaHAbl Tabiuya,
COOTBETCTBYIOIIIEE BBIICIICHHUE (CTPOKH, CTOJIOIA UIU BCEH TaOIUIIbI).

IIeyaTb NOKyMeHTA

[lepen medarbio JOKyMEHTa OCYILIECTBISIETCS MpoBepKa opdorpaduu, mpo-
CMOTp 00pa3za IMe4yaTHOro JOKYMEHTa C MOMOIIbI0 KoMaHIbl Datin—IIpedsapu-
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menvHblll npocmomp (WM UCTOJB3Ysl KHOIKY IMPEIBAPUTEIHHOrO0 MPOCMOTpa Ha
nanenu CmanoapmHast).

3aTeM 3aJ1al0TCs apaMeTphbl CTPAHUIIBL: OIS, pa3Mep U OpUEHTAIUs Oyma-
M U HEKOTOpble apyrue. s 3Toro BbIoOnHAETCS KoMmaHaa Pain, [lapamempoi
CMPaHUYblL.

Jlns meyaTu JOKyMEHTa MOYKHO MCITOJIb30BaTh JBa CIIocooa:

— Komanny @aiin—Ileuamy;

— KHOIKY [leuams Ha nanenu Cmanodapmuasl.

Ucnonws3yst komanny @atin—Illeyams MOXHO 3aJaTh NapaMeTphbl IEUYaTH:
KOJIMYECTBO KOIWM, HOMEpa BBIBOAUMBIX Ha IeYaTh CTPAHUII, KA4e€CTBO IMeyaTH (C
oMOIIbI0 KHOTTKM CBOWCTBA).

x|
[MpHHTER
kmMa IHF‘ Laserlet 1015 j CEOHCTEA. .. |
COCTOAHKE [NpHHTER N0 YMONYaHKHD; [oToE
Trn HP LaserJet 1015

FacnonoseHme LSEODL
KoMMEHTapHA

[ Devatate & daiin

CBnacTe NEYATH [ ap51%

+ Bee KonMUYeCTED KOMMA I 3:
i CTPaHHLE 3 [ [ [

- I 1 o 4 ™ ¥nopAaoumTE
" BelaeneHme 1 2 3

MapaMeTpel. .. | K OTMEHA | CNpaska |

Pucynok 32 — OkHO neyatu JOKyMEHTa

B none okna Ob6racme newamu MOXKHO 3a/1aTh KOJMYECTBO IEYATAEMbIX
CTpPaHHIL:
— Bce — pacnieuaTka Bcero JI0KyMeHTa.
—  Cmpanuybl — cleyeT yKa3aTb Hy KHbIE CTPaHULbl YEPE3 3aIIATYI0, HAllpUMED:
1. ecnu Hyx)HO pacrnieyaTath 3, 5 U 7 CTpaHUUBI CIEAYET BHECTH 3TH HOMEpa
4yepes 3aniaTylo;
2. eciu HYKHO pacliedararb BCE CTPaHULBI ¢ 3 10 7, CAEAYET yKa3aTh MEPBYIO
CTpaHHUILy JAUAIla30Ha U MOCIEAHIOW yepe3 Tupe 3—7;
— Bwidenenue — pacrieyaTka BbIJICICHHOTO TMAIA30Ha.
MOo3KHO 3aJ1aTh HY>)KHOE€ KOJIUYeCm80 Konuii Ie4aT U Ynops0o4ums ux.
Kuonika Ileuams Ha nanenu Cmanoapmmuas CIyX UT JJiS 1€YaTH BCETO J0-
KyMEHTAa C IPEeABAPUTENBHO 3aJaHHBIMH MapaMETPaMU.
B nensix S5KOHOMHH TOHEpa MOKHO 3aJaTh 3KOHOMHOE KayeCTBO MEYaTh: B
OKHE Tie4aTu BbIOpaTh KHOMNKY Ceoiicmea— OkonuamenvHas o6pabomra— IKOHO-
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Mus mouepa.

3apanme

1. Co3pnaiiTe HOBBIN JOKYMEHT.

2. BBeauTe npeuIoKEHHbIE MPETIOIaBATENIEM AIEMEHTHI CITUCKA KaK OTIEIb-
Hble a03allbl.

3. CkonMpynTe BBECHHBIC JAaHHBIEC HUKE.

4. ChopmupyiiTe cnucok Tuma MapKUpOBaHHBINM, BBIMOJHUB CIEAYIOIINE
JCVCTBUA:

— BBLACJINTE DJIEMEHTHI CIIUCKA;

— BBIIOJHUTE KOMaHLy Popmam— Mapkepwvt u nymepayus,

— BBIOEpUTE BKIAIKY M300pascenue;

— YCTaHOBHUTE yKa3aHHbIC [IPENOIaBATENIEM ITapaMETPbl U HAXKMUTE KHOII-
Ky <Ok>.

5. IloBTopute aeiictBus 1.4, ucnosb3ys HymepoBaHHBIN CIIMCOK.

6. IloBropure nevictBusa mn.4, UCHoJb3yss MHOroypoBHEBBIM crucok. 1Ipu
CO37IaHMM MHOTOYPOBHEBOI'O CIIMCKA OIMMUILIUTE CTPOKY MEHIO (CM. mpuioxkeHnue b
3agaHue 7).

7. CoxpaHUTE U 3aKPOUTE CO3/IaHHBINA TOKYMEHT.

8. Co3zpaiiTe HOBBIM JOKYMEHT.

9. Co3zpaiite TabnuIly, IPUBEICHHYIO B MPUIOKEHUH 1.

10. 3analiTe oOpamiieHUE TAOIHIIBI:

a. BHemHue rpaHuIlbl )KUPHbIE CHHUM LIBETOM.
b. BHyTpeHHME — IyHKTUPHOW JUHUEN KPACHOTO 1IBETA.
C. 3allMBKY «ILIAMKW» TAOJHIIBI 337aTh CBETJIO-TOJIYOYIO.

KoHTpoJibHbIE BONIPOCHI
Kak Ha3zHayaroTcs mapaMeTpbl CTpaHULbI?
Kak BcTaBisiTh HyMepaluio CTpaHull?
Uto Takoe KOJTOHTUTY?
Kak co3naercst KOJOHTUTYJT?
Kak yganute HOMEp CTpaHUIIbI C IEPBOTO JUCTA JOKyMEHTa?
Kak u3MeHHUTb Mot JOKYMEHTa, pa3Mep U OpHeHTalu0 Oymaru?
KakuMm 00pa3zoM co3qaeTcsi CHUCOK B JOKyMEHTE?
Kakue BupI crivcka Bbl 3HaeTe?
Pacckaxxute o crmoco0ax co3gaHus TaOJIUIIBI.
Kak M0XHO UBMEHHUTH CTPYKTYpy TaOIULIbI?
Kak opopMuth Tabnuily rpaHuliaMu, 3aJIMBKOM, aBTOQPOpPMaTUPOBAHU -

= i A i e

— O

em?
Kak pacrieyaratb TOKyMEHT Ha IPUHTEPE?
Kak pacneuaraTs BBIOOPOUYHBIE CTPAHUIIBI JOKYMEHTA?

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

L]env pabomul: HAYYUTHCS CO37]aBATh THIIEPCCHUIKH.

3aoanue:

1. CBA3aTh runepccbUIKaMy 1Ba JOKYMEHTA.

OCHOBHBIC noHAMUS U OnpedeiieHus: 3aKIaaKa, THIIEPCChIIKA,

l'unepccoinika — NBETHOW TOYEPKHYTHIA TEKCT WM TpadUUECKUil 0OBEKT,
T0 MIETYKY KOTOPOTO BBITIONHSAETCS Mepexo K (aitry, hparmenty (daiina uim Beo-
CTpaHHWIIC B MHTpaceTu win MHTepHeTe.

Co3panmne runepccblIKH

[Ipouecc co3ganust TUIEPCCHUIKM COCTOUT M3 JIBYX ATanoB. IlepBbIit aTan
— yCTaHOBKa 3akjaJIkd. BTopoi 3Tam — ompenesieHHe CCHUIOK Ha ATy 3a-
kinanky. Co3zmaeM nBa ¢aitna. B nepBoM HEOOXOUMO pACCTaBUTh 3aKJIAJIKU, BO
BTOPOM — OTIPEACIUTH CCHUIKH.

Oman 1. Ycmanosxa 3axnadox.

— YCTaHOBUTH TEKCTOBBIN KypcoOp B MECTO, KyJa TpeOyeTcs MOMECTUTh 3a-
KIIAJIKY.

— 3amnucarb, UCNONIBb3Ysl KOMaHay Bcmaeka-3axknaodka, B nione 3akiaagkd UMs
yCTaHaBIMBaeMOM 3akiaaku. MMs 3akiagkd HE OJKHO CONEp)KaTh CHMBOJIOB
«tpobem». [Ipu HeoOX0IMMOCTH UCTIOIB30BaTh B UMEHH 3aKJIAJIKA HECKOJBKO CJIOB
1[EJI€CO00Pa3HO 3aUCHIBATh TIOCIETHUE C 3arJIaBHBIX CUMBOJIOB 0€3 MpoOeIioB.

BCTaBKa 3aKNaaKkM jﬂ

JaKnaakH

I

OTHMEHA

¥aanmTe

Pucynoxk 33 — BcraBka 3akiaaku

- Haxatb kHOnky OK.
B pe3ynbrare B MecTe HaXOXACHHS TEKCTOBOTO Kypcopa YCTaHOBUTCS 3aKJIaIKa.

YcTaHOBUBIIASICA 3aKJIaJKa HE MPOCMATPUBAETCS HA JKPAHE PEAAKTOpa, a UC-
MOJIB3YETCS JIMIIb IIPU CCBUIKE B JOKYMEHTE Ha 3TO MECTO.
Oman 2. OnpedeneHue CColIOK:

. YCTaHOBUTH TEKCTOBBIN KypcOp B MECTO, OTKyJia TpeOyeTcs MmeperTu 1o
TUIIEPCCHUIKE HA YCTAHOBJICHHYIO PAHEE 3aKIaIKY.

. OTKpBITH AmanioroBoe okHO JloOaBieHHE THUNEPCCHUIKU, UCTIOIb3Ys KO-
Manay BcraBka—I unepccouika.

. T1oABUTCS OKHO CIIETYIOIIETO BUJIA:
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Pucynok 34 — JlnanoroBoe OKHO CO3/IaHUsI TUTIEPCCHUIKU
1. B obnactu Ilyms crnenyer ykazaTb HOAHbIN Hymb K JTOKYMEHTY, B KOTOpPOM
YCTaHOBJICHA 3aKJIa/IKa

2. Haxarp Ha KHOTIKY , B nosiBuBIIeMcs okHe Ccoblika Ha d1emenm 8 OOK)-
menme BbIOpaTh 3axnaoxku— I Ipumenume.
VYka3aTh B IUaJOTOBOM OKHE B MyHKTE J(OMOJHHUTENbHBIC HACTPOUKHU HUMSI
3aKJIaJK1, Ha KOTOPYK) HEOOXOIMMO IEepPEMEIaThCsl MPU aKTUBU3AIMUA TUIIEPC-

CBIJIKH.

3. Haxats kHOUKY [Ipumenums.
Bce ooxymenmeol, kxomopwvie 0y0ym c8:3aHbl SUNEPCCLIIKAMU, PEKO-
MeHOYemcsi COXpaHAmb 8 OOHOU NankKe.

CCoIinKa Ha 3NeEMEHT B A0

i

g Pazasne
E SaronoEkK

| OpHMeHHTE I

SaKkpbITE

Pucynok 35 — JInanoroBoe okHO CcblIka Ha 3JIEMEHT B JOKYMEHTE

Jaganue

1. Co3aTh «31EKTPOHHBIN YUEOHUK», COCTOSIIUN U3 JBYX JIOKYMEHTOB.
[TepBbIii JOKYMEHT JOJKEH MPECTaBIIsATh COO0M coaepkaHue, TAe Kaxaas ria-
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Ba SIBJIICTCA TUIEPCCHUJIKOM Ha COOTBETCTBYIOIIYIO 3aKJaJKy BO BTOPOM JOKY -
MEHTE, KOTOPBIN COAEPKUT CaM TEKCT AJIEKTPOHHOTO ydeOHUKA. B KOHIIE Kax-
JI0¥ riaBbl (KpoMe NEpBOM U nocieaHe) DY Heo0XoauMo co34aTh CIEeAYOLne
runiepccbuiku: Conepxxkanue, Hazan, Bnepen. Kotopsie cooTBeTcTBEHHO OyayT
BO3BpaIlaThCA K JOKYMEHTY C COAEPKAHUEM, K MPEIBIAYILIEH IJIaBe, K MOCIeIy -
IOLIEN TJIaBE€ TEKYLIEro JOKymMeHTa. Jlnd mepBOM TiiaBbl JOCTATOYHO CO31aTh
nBe ccouiku: Copnepxanue, Brnepen. s nocnegneit rnael — Coaepkanue u
Ha3zan.

KoHTpoJibHBIE BOIPOCHI
1. Yto Takoe 3akjiajka, Kak ee co3/J1aTh?
2. Yro Takoe rumnepccbuika’?
3. Kak co3ngath runepcchuiky?

JIABOPATOPHAS PABOTA Ne 5
Tema: TexkcroBbie 3ppexThl. PucoBanue

Lenv pabomei: HAyYUTHCA CO3aBaTh HAJIMUCU «JIEKOPATUBHBIM» TEKCTOM C
nomoiplo nanenu «TekctoBbie 3((PeKxTh», padoTaTh C MAHEIbIO UHCTPYMEHTOB
pUCOBaHUE, OCBOUTH BO3MOKHOCTH NaHenu pucoBanus 3D.
3aoanue:
1. Coznaiite Menanb «CaMOMy KpacCHOPEUYMBOMY CTYJAEHTY», UCIOJIb3YS Ma-
Henu «TekcroBbie 3 dhexTh» U «PucoBanue» no oopasity 3amanus Ne 4 (IIpuo-
kenue b).
2. CoznaiiTe pUCYHOK 10 00pa3ily 3aJaHus 3 MPUIIOKEHUS 2.
3. Co3paiite mo3paBUTENIbHYIO OTKPBITKY IO 00pasily 3aJaHus 5 MpuiioxKe-
Hus b.
OcHOBHBIE noHaAmuUs U onpedeneHus: INEKOPATHUBHBIA TEKCT, 0O0beMHast Qury-
pa, TpyNIUpOBKa/pa3rpyninupoBKa rpaguueckux 0ObEKTOB, B3aUMHOE PACIIOJIOXKe-
HUE rpa@uueckux 0o0bEKTOB, 0OpaMIICHHE U 3aJUBKa QUTYD
[{enp BBINOJHEHHUS MPEIIOKEHHBIX 3alaHUd HE MPOCTO HAPUCOBATH JOMHK
U CO37aTh OTKPBITKY, @ HAYUYUThCA CO3/1aBaTh OOBEMHBIE (PUTYPHI, COBMELIATh UX
pacrnosioxeHue, 3aaBaTh rpaduyeckuM 00beKTaM oOpamiieHHE U 3aJIMBKY; CO3/a-
BaTh HAJIHUCH JJIs Tpa(UKH, UCTIOIB30BaTh aBTOQUTYPHI, COBMEIIATh TEKCT U Tpa-
buKy u mp.
Co3nanne 00beKTa TEKCTOBOIO 3 peKTa
— Ha nanenu uncTpymMeHTOB Pucosanue mEIKHUTE 3HAUOK [ anepesi meKcmoswix
aghgpexmos.

— B nuanoroBom oxHe [ anepesi mekcmogulx 3¢hghexmos BbIOEPUTE CTUIIb TEKCTO-
Boro s dexra n HaxkmuTe KHOMKY «OK».
OO0bexT TeKCcTOBOTO 3 dekTa OyAeT BCTaBICH B JIOKYMEHT.

— JIBaK1bI IIEIIKHUTE OOBEKT, UTOOBI IEPEUTH B PEIKUM peOaKmuposanus meKcma.
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— 3aMeHHUTe CTaHIapTHBIN TEKCT 3(deKTa CBOuM.
— YroOBI BEINTH U3 PeKUMA PEAAKTUPOBAHUS TeKCTa, HaxmuTe kKiasumry ESC.

ranepef TEKCTOBLIX 3thhexToB x|

BeIGEpHTE CTHAE TEKCTOEORD ahhekTa:

sy | Fontwork
Fon™* RN
SO IR . W
Fogyork  as™weee iy Fonlwork )

(o8 I OTHMEHA | Crnpaska I

Pucynox 36 — OxHo BeIOOpa 3(ppekTOB TEKCTA
N3meHeHnne 00beKTa TEKCTOBOIO 3(PhekTa
1. lllenkHUTE OOBEKT.
OTkpoeTcst maHenb HUHCTPYMEHTOB Texcmogvle 3¢pgexmul. Ecnu manens
UHCTPYMEHTOB excmogvle 3¢hghekmul HE BUHA, BEIOEPUTE YHKT MEHIO Buo —
llanenu uncmpymenmos — Texcmogvie 3¢ghghexmul.
2. lllenxkHUTE 3HAYOK HA TTAHENIX HHCTPYMEHTOB excmosvie dghghexmai.
JlocTynHBbI ciaeayrouue 3HaYKn (Ha3HaUeHNUE KHOTIOK JTaeTCs MOCIIe0BaTEh-
HO CJIEBA Ha IPaBo):
1. «T"anepest TekcTOBBIX A(DPEKTOBY — M00ABIIET OOBEKT TEKCTOBOTO 3P hHeK-
ta (Puc. 36).

2. «dopma tekcToBoro dddekray — uzmenser Gopmy (Puc. 37).
3. «TexctoBblit 3 (EKT ¢ OMHAKOBON BHICOTON OYKBY» — M3MEHSET BHICOTY OYKB
4. «BpIpaBHUBaHHE TEKCTOBBIX 3((HEKTOBY — BHIPABHUBAET TEKCT
5. «MeXCUMBOJIBHBIN UHTEPBAJ AJI TEKCTOBOTO 3 (HEeKTa» — U3MEHSIET MEXK-
CHMBOJIbHBIC HHTEPBAJIbI U KEPHUHT.
TenctoBbie athperTel * X
Bl Vv ad | = v AY -
Poprma TEKCTOBD.. ™ X B B

P e AT - [ -~
= = & =] = o nesomy Kpato OueHE NNoTHEIR
f ¥ [_J Lo Mo ueHTRY =
- # HopManeHEIM

- -, - — = r—
[ L-,,h E- [-H = [__] = [onpasomy Epak LUMpokHE

= Pl = = -
A (| (=) R = [0 WwrpkHe (CHEHE WHRaKHEA
£ BT E,:. ;,j i{_J i_?_ = [0 WKpHHE C pacTArkMEaHHER MoNEZ0EATENECKHH. ..

KepHHHF Nap cHMEONDE

Pucynok 37 — HazHaueHus: KHOMOK 3((EKTOB TeKCTa
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N3MeHATh CO3/ITaHHBIM TEKCT MOYKHO MPU MOMOIIM nanenu 3D.

Mapamerpel 30D * X
B ELCPO|TF-F-~w-L-

HN3menenune apyrux arpu0yToB TEKCTOBBIX 3P PEeKTOB
1. HlenkHuTe 00BEKT TEKCTOBOrO 3(PPeKTa, YTOOBI BHIAETUTH €T0.
2. BriOepurte cBoiicTBa Ha MaHeNU WHCTPYMEHTOB Cgoticmea pucosanHo2o 00beK-
ma. MO>XHO U3MEHUTb LIMPUHY CTPOK, LIBET JIMHUM, IIBET U CTUJIb 3AJIUBKU U JIP.

KoHTpoJibHBIE BOIPOCHI

/. Kak BBIBECTM Ha DKpaH IaHEIb MHCTPYMEHTOB «PucoBaHuE», U1 4ero
OHa MPHUMEHSETCS?

2. Kak napucoBath aBTOQUTYpY U U3MEHUTH €€ pa3Mep, TpaHuIly, 3aIHUBKY,
T€Hb, 00bEM U TIOBEPHYTH €€ U MEPEMECTHUTD?

3. Urto takoe TekctoBbie 3P dekTri? Kak nx ucnoab3oBath?

4. Kak BctaBuTh pucyHok? Kak BbIOpaTh 00TEKaHUE TEKCTOM?

5. Kak u3MeHUTb OPSAJIOK HAJIOKEHUS rpaduuecKux 0ObEKTOB JPyT Ha Apyra’?

JJABOPATOPHAS PABOTA Ne 6
Tema: Co3aanue orjiaBJIeHUSA

Llenv pabomwl: HaydUTHCS CO3/1aBaTh OTJIaBJICHHE JOKYMEHTa B aBTOMAaTH-
YECKOM PEKUME.
3aoanue: co3aaTh OTJIaBICHUE K TEKCTOBOMY JOKYMEHTY.
OCHOBHBIE MTOHATHSA, OTIPENICTICHUS, paCCMAaTPUBAEMbIC HA JAHHOM 3aHSATHU:
1. Cruns.
2. @opmaTtupoBaHUE.
3. OrunaBnenue.
Teoperuko-merognyecKas 4acThb
JIOKyMEHT MOXKET MMETh 3aroJIOBKH HECKOJIBKUX YPOBHEH: 3arojoBOK Tep-
BOTO YPOBHSI, 3aTOJIOBOK BTOPOTO YPOBHS U T. A. [[st co3maHust orjaBiaeHUs JOKY -
MEHTa HeOOXOMMO BBITIOJIHUTD CICAYIOIIHUE MIaTH.

Tnagea 1.

Ihyrmrl.1

Ihyrmerl.2

IMommyexTl. 1
IoprmyexTl. 2
Thyrmcrl.3

Ihaga 2.

I[OHYCTI/IM, B TOKYMCHTC NUMCIOTCs CICAYIOIMUC 3JICMCHTBI:

I[JISI CO3aHHs OIJIaBJICHHS H€O6XOI[I/IMO KAKXIOMY J2JICMCHTY YKa3aTb K Ka-
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KOMY YPOBHIO OTJIABJICHUSI OH MPUHAJUICKUT. JJIT 3TOTO ClIeyeT BBIACIUTH HYXK-
HBIM y4acTOK TEKCTa, OTKPBITh MeHI0 «Cmujiby» Ha MaHETW UHCTPYMEHTOB U BBbI-
OpaTh HEOOXOAMMBIN YPOBEHb 3aTr0JI0BKA U3 CITHCKA!

T EBH= v BaR YE B-o B @E-v HeEETA O,
[ B [z] | Times New Roman ] 12 [] x YU s ==s(S|icice#E A-¥-8-
OTMeHHTE hopmMaTMpoBaHme] —

3aronoeck 1l
3aronoeok 2

- Jaronoeok 3

e CcHoBHOI TekeT

' NononHWTEAEHD. .

Pucynox 38 — Beibop ctusis

OcHOBHOI1 3aroJIOBOK 0003HaYaeTCsl Kak «3arojoBoK 1», Bce MOCienyonme
UMEIOT YOBIBAIOILYIO BaKHOCTh. CooTBeTCTBEHHO ['1aBa 1 mMeeT 3TOT TUIl CTUIIA,
nyHKTHI 1.1-1.3 umeror tin «3aroyioBok 2», a noanyHkTsl 1.2.1-1.2.2 — «3aroo-
BOK 3». Kaknplif Tvnm umeet cBoi cTuiib hopMaTtupoBanus. [[ist M3MEeHEHUs CTUIIS
OTKpOUTE MyHKT MeHIO Popmam— Cmuiu

TaBnuua Cepenc OxHo Cnpaexa Cmanm 1 dopmMaTHpoEaHMe @
| PoprmaTipoEaHre No ymondadue Cirl+M
| PP d =06 -
FA  Cumsone... Bazoewii
T ENl ABsay. 3arcnoeok
| 8% Mapkepel v HymMepauma.., Jaron Cozaath...

CTpadHuua... Jaron

3aronoeo
Berncrp * 3aronceok 4
Eononkn... Jaronosok 5
Pasaensi... 3aronoceok B
Jaronoeok 7
M Cruam F11 3aronoeok 8
ABTO3amMeEHA * 3aronceckd
JamMETKM
Opuesska v OBpaTHEIA oTCTYN
Q6Tekanme . OCHDEHDI.-J TEKCT
CCcHOBHOM TEKCT € OTCTYNOM
[Hﬁn BoipaeHueanmne 3 OTcTynkl
PacnonoxeHne ¥ Mepean cTpoKa © oTCTYNOM
O1paxerune * Mognnce
MpueeTcTENME
Cpynnupoeka »
OBwexT »
Bpeska/ObbexT...
ABETOMATHYECKI

HzobpameHne..,

Pucynok 39 — Bei6op cruis Pucynoxk 40 — MI3MeHeHuUs CTUISA

B nosiBuBIIEMCSI MEHIO BBIOEPHUTE AJIIEMEHT, ISl KOTOPOTO BbI XOTHTE U3MeE-
HUTH (popMaTUpOBaHUE, HAKMHUTE HA HErO MPaBOW KHOMKOW W BbIOepHTE «H3Me-

HUMb:
Jlanee cienyeT HaCTpOUTh CTUIIb U (POPMATHPOBAHUE 3ar0JIOBKOB:
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L ™
Crane absaua: 3aroncsox 1 M

SerTol wWipndTa | MNMonoxeHne | CTpyKTypa v HyMeEpaLWa | Tabynayma | Bykenua |{Don

OGpamneHne
¥npaeneHwne I OTcTynbl M MHTEREANbI | BoipasHueanne | Ha ctpanwnye | WpudT

CapunTtypa Hauepranne

Meny#upHEeIR

OBbI4HBbINA
Arial Black Kypcwe
vial Narrow
Arial Rounded MT Bold MomympHeni Kypoue
Arial Unicode MS
Baskerville Old Face
Batana =2

Asbik

Pyccknid IE”

[na neyaTtn v BeIBO4E HA 3KpaH ByJET MCNONBI0BAH OAMH W TOT XE LIpKdT.

Arial

I Ok I [ OTmeHa l l Cnpaeka l [ BoccranosuTe ] [ Do yrmonuaHume ]

Pucynoxk 41 — Hactpolika ctuis
[Tocne BBIMOTHEHUS BCETO BBIIIENEPEUUCICHHOTO BHIOEPUTE MYyHKT MEHIO

Bcmaesxa— Ocnasnenue u VKa3am€]lu—>02fla6]l€Hue u yKkasameiu:.
{Dogma'l Tatnuua Cepswc Okno Cnpaska

Baspese- ®-F D-C- @E
Oona »

8 Cneumanehbie cumeonsl... EI K 4 =
Cumeon poprMaTUpoBaHWA » . A - I T
Pazgen...

® o

Cvnepccernka

BepxHmnid kononTryn 3
HuseHnid konoHTWTyn 3
-
CHocka... Crine absaga: Tarc
Hazeanwme... ———
Spdpenres apnd
_;@ 3awnagka...

& [MNepekpectHag ccewnka... _Ynpoancrime
=] T@Mpumesadne  Ctrl+Alt+N Laprumypa
CueHapui... =

OrnasneHne 1 yKasatenu » ?E SNEMEHT...
KoHEepr... OrnaeneHne 1 yKasaTenu...
INEMEHT CNNCKA AMTEPATYPEL...
[C]] Bpeska.. z
EH TaBnwuua... Ctrl+F12
[NopWsoHTaNEHaA NMHKA...
MzoBpaxenne 3
s Ans nedaTi W e
. Bwaeso wseyk
Obrekt 1
[ ®peiim
B Dain..  ——)
I

Pucynok 42 — BeiOop ormnaBnenus

B nosiBuBIIEMCS MEHIO MOYKHO BBI6paTB Ha3BaHHUC OI'JIaBJICHUA U BCC €TI0 IIa-
PaMCTPBHI. I[J'ISI YCTAHOBJICHUA THUIICPCCBIJIOK B OIJIaBJICHUU BBI6epI/ITC BKJIaAKY
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«Dnemenmuvl» U B CTpoKe cTpyKkTypa BcTaBbTe Havano (I'H) u konen (I'K) runepc-
CBUIKH B Ty YacTh OTJIABJICHUS, TJI€ OHA HEOOXOAMMa M HAXMUTE Ha KHOMKY «Bce
YPOGHU» AJIsl IPUMEHEHHUS KO BCEMY OTJIABJIICHUIO:

BcrasuTe ornasnenne/ykasatenn - l ﬁ
- Inementil | CTuan | KonoHkn | DoH
Ornaenexne ¥posenp Crpyktypa w dopmatmposatne
Zarorcese 1 1
= V|| . copynpe (@) (%) [LBceyposm |
BT 1
Fararaman T2 1 i TekcT 3annck Crpanmnua N2 | | Twnepccewnka
3aronosok 1 3
. [ CTWAE CMMBONOB |MHTEpHE’T*CCbIJ‘IKE |E|| [ NzrennTe. .. ]
Tescr s nepsoh rrame. Enewert frmarenn norszoszrarm. 7
8
3azonoeox 1.1 g
Tescr vz rrass 1.1, Srewss orm orresnen. 10
¥
Bazonceox 1.2 @opmar
Tascr vz rrams 1.2, Svo Croms mErmeTon S-om-m InewsTo. Moznupa TaBynauun oTHoC. oTCTyNa cTuna adsaua
Tafimz 1 Tefmaz
[ QK ] [ OTmena ] [ Cnpaska ] [ BoccranoenTe ]
[peasapuTensHelii npocmoTp

Pucynok 43 — OkHO Ha3Ha4YeHUs IapAMETPOB OTJIABIICHHUS
KpoMe cTraHmapTHBIX CTWIEW 3arojIOBKOB MOKHO HCIOJIB30BaTh CTHJIb CO-
3JJaHHBIM CAMOCTOSITEIBHO.
PaccmoTpum CTpyKTypy OIUIaBJI€HHS TOJPOOHEH:
— YCTaHOBUTE T€ KypCOp Ha OIJIaBJICHUE.
— BHOBB BBI30BUTE OKHO HAaCTpPOEK OriaBieHus Bcmaska — Oznaénenue u ykasa-
menu — O2nasnenue u ykasamenu, BbIOEPUTE BKIAIKY DieMeHmbl.

BcTaeute ornaeneHne/ykazatens
- 3nementbl [Ctnnm |KOJ'IOHKH |CDOH

L2
¥poeene CTpykTypa u fopmatupoeaHmne
C B
T a 3 3 T EEEaEES
Ornasnenme ; PP
SEronosok 1 1 — -
BmewesT 1 4
Saronosng 1.2 1 5
[ CTWAL CUMBONCE |<HET> E" 3MeHNTE...
3aronosok 1 7
TEKST 13 NEDSOA FNSSGEL. SNEMEHT FE35TNA NONHISITEN. a8
9
3szonoeox 1.1 10
TeEcT w2 rrassl 1.1 3newesT LR OrMasna-ums
§ Dopmat
3szonoeok 1.2 Mesuuna TaBynaummn oTHOC. OTCTYNa CTWAA absaua
TEeKcT 43 rNassl 1.2 370 CNOS0 ASNASTCA 0CHOSHLIM 3NeMEHTOM
I | I | | |
[ QK ] ’ CrmeHa ] ’ Cnpaeka ] ’ BoccraHosuts ]

[pessapuTencHeIi NpocMoTp
Pucynok 44 — HazHaueHue 371€MEHTOB OIJIaBJICHUS

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

YpoeeHe

1

= U0 00 =] Ok = L P

HThI |CTHJ'|H |KDJ1:-HKH |¢"DH |

Crpyktypa w dopmaTHpoBsaHme

Spe
CTWAk CUMBONOE |«:HET> IE” 3MEeHNTB...

Pucynok 45 — CTpyKTypa oriaBieHUs

1. Knonka 9# npeacTaBisieT «KHOMEp IJIaBbl», YTO 03HAYAET HOMEP 3arojoB-
Ka HE TOJIBKO ISl TJIaB, HO M JUISl APYTUX YPOBHEMN 3ar0JIOBKOB.

2. KHonka 9 — 3TO TEKCT AJIEMEHTA.

3. Kunonika T npencraBiser no3uiuio (1ar) TadyJisimm.

4. Knonka Ne mpecTaBisieT HOMEpP CTPaHUIIbI.

5. benbie moas — 310 TIpoOEIbI.

JInst Toro 9To0Bhl MOKHO OBLIIO OBICTPO MEPEUTH K HY>KHOMY pa3jielly Hy>KHO
CO3/aTh TUIIEPCCHUIKY.

Jliis noGaBieHus THIEPCChUTKU:
— B ctpoke Cmpyxkmypa, nomectute Kypcop B 0eJ1oe mosie ciieBa OT KHONKU J#
— Haxwmure kHOnKy [ unepccoiika. Knonka ['H, npencraBisiomas Hayaiao T'H-

NEPCCBUIKU, TOSIBUTCA B cTpoke Cmpykmypa.

IB&IE}HEMEHTH |CTHJ'|H |KDJ10HKH |¢"DH |

¥poBeHE

oD 0D s O N e L P

JIArOImas

|

CTpykTypa u GopmMaTipoBaHue

Crpyktypa EDRIED [E

CTHNb CUMBOMOE |MHTepHET-CCb|nKa |Z||’ HMameHnTe... ]

Pucynok 46 — HaznaueHue runepcchuiok

[TomecTuTe Kypcop B 0esoe noje cupana OT KHOIKH O.

CnoBa HaxxmuTe KHOTKY [ unepccoiika. Knonka /'K, npencras-
KOHEI[ TUIEePCChUIKH, MOSABUTCS B CTpoke Cmpykmypa.

Haxxmute kHOTIKY Bce ypogHu, 4ToObI TUIEPCCHUIKU MOSIBUIUCH

BO BCCX UMCIOIMXCA YPOBHAX OI'JIaBJICHUS.
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Ypoeene CrpykTypa u dopmatupoeaHue

O oy (¢ ) |52 1G] (G () () [ scesposnm |
R —

i TekcT 3anucK Crpannua M2 | |Twnepcceinka

5

g CTHAE CMMEDNOE ||.-'"|HTEFIHET-CCI:IJ'II(E IZ”’ KameHNTE... ]

7
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Pucynok 47 — HazHaueHuE rUnepcchlIoK

[To ymomuanuto Writer co3gaeT OrJaBlI€HUE C TUMEPCCHUIKAMH CO CTHJIEM
cumBona HUumeprem-ccoiaka. T. €. OTaBiICHUE MOTY4YaeTCs C MOMUEPKUBAHUECM.
Ecnu tpebyetcs ornasnenue 6e3 moauépKUBaHUSI, HO C THIIEPCCHIIIKAMHU — MOYKHO
CMEHUTh CTWUIb cuMmBoia Ha Ccwiika ykazamens (nponuctatbh noine Cmuib

CUMBOJI08).
Bug | InemenThl |CTu.r|u II(cmuHKH |¢"DH |

Ypoeene CrpykTypa v dopmatmpoeaHie

W e (¢ ) B2 B0 (@R G ) [ Bcepornm |
i TekcT 3anKucK CrpaHuua N2 | |Tunepcceunka
5 :

7

g

9

1

Pucynoxk 48 — CTuib CUMBOJIOB

IIpakTnyeckas 4yacrTb
1. Coznaiite JOKyMEHT, UMEIOIINI HECKOJIBKO YPOBHEH 3ar0JI0OBKOB.

2. Kaxx1oMy ypOBHIO 3arojIOBKOB U MOJ[3ar0JI0BKOB HA3HAYBTE COOTBETCTBY -
FOIIUN CTUIIb.

3. Cnenyst yka3aHusiM BbIII€ MIPUBEIEHHON MHCTPYKIMHU, CO3/IaliTe OTaBJie-
HUE K TJOKyMEHTY.
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OcHoBHas JuTEpaTypa
1. boromosioBa, O. b. Pabora B snekrponHbix Tadmuiax B OpenOffice.org
Calc : [mpaktukym] / O. b. boromonoBa. — Mockga : bunom. JlabopaTopus 3Ha-
Hui, 2014. — 158 c.: uin. — ISBN 978-5-9963-0453-0.
2. Ocnogsl pabotsl B OpenOffice : [ArcTaHIIMOHHBIN Kypc CBOOOJAHOIO J0-
cryna] / UHTYUT. HamuonanbHbi OTKPBHITHIA yHUBepcutTeT : caiT. — URL:
http://www.intuit.ru/studies/courses/1098/171/info/

JlonosiHuTEILHAS JIUTEpPATypa

1. UBanosa, H. FO. CucremHoe u NpuKIagHOE MPOrpaMMHOE 0OecTieueHUE
[DnexTpoHHBIN pecypc] : yueOHoe nocodue / H. FO. MBanosa, B. I'. Maunsixuna. —
M. : IIpomereit, 2011. — 202 c. : un., Tabiu., cxem. — [ISBN 978-5-4263-0078-1. —
URL: //biblioclub.ru/index.php?page=book&id=105792 OpenOffice.org Writer,
OpenOftice.org Calc, OpenOftice.org Base

2. Cnupunonos, O. B. Pabora B OpenOffice.org Writer : kypc [D1ekTpoH-
Helii pecypce] / O. B. Cnupunonos ; HarmonanbHbiit OTKpBITBIA Y HUBEPCUTET
«HHTYUT». — M. : HUnrepuer-Yuusepcuter Mudbopmarmonnsix TexHonorui,
2011. — 405 c. : wm., ta6a., cxem. — URL: http:/biblioclub.ru/index.php?
page=book red&id=234812&sr=1

Iepunoauyeckue U3TaHus
1. HNudopmaTuka u odpazosanue. — URL:
http://dlib.eastview.com/browse/publication/18946/udb/1270.
2. Hudopmaruka B mkoae. URL:
http://dlib.eastview.com/browse/publication/18988/udb/1270.
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1. 9bC «YnuBepcuterckas Oudbmmoreka ONLINE» : caiit. — URL:
http://biblioclub.ru/index.php?page=main_ub red.

2. OBC MznatensctBa «Jlawby : caift. — URL: http://e.lanbook.com.

3. ®enepanbHas uHbopmanmoHHas cucreMa «EnuHoe OKHO JOCTyma K 00-
pasoBaTebHBIM pecypcam» : caT. — URL: http://window.edu.ru.

4. Enunas xoyuiekius Uu@poBbIX 00pa30oBaTeIbHBIX PECYpPCOB : CaMT. —
URL.: http://school-collection.edu.ru.

5. ®enepanbHblii 00pazoBarenbHbI MopTan «HbDOpMAIMOHHO-KOMMYHU-
KaIIMOHHBIE TEXHOJIOTUHU B oOpazoBanumy»: caT. — URL: http://www.ict.edu.ru/.
6. @enepanbHbIi IEHTP HHGOPMAITMOHHO-00pa3oBarenbHbIX pecypcoB (PIIUOP) :
caut. — URL: http:/fcior.edu.ru.

HPUJIOKEHUME A

52


http://fcior.edu.ru/

(RO i1 0T CVLTeee 20, oy

(O HUDEAIRETR CT)ETpHONG T e

TR TS T T I IT S IT I T AT =S R T I T EIT S IT
— e I IO ST BT LT S EIXIL T I T
il o E= = = e e b B — i ST D o ol e e

Cocrea ey

TR0 e

L=IC i3 L =ILLI—I=I

T =IT
L IT I =S I o T

I=Ir o o

EELELL T e

ATETRH 0

oy

JOTAHOCTAN

XL EET
I EITIIITEIE"T T EI=T 1T 7

I L =L I =
T FIIr= L EgEIT>II= .HH_ |

AL LR EI T I T= I T
= EFITIT .uHH‘m“f‘-‘ln ]

ST I ET L IEITEIIT EIE ST
oo =dbh o I

T

(YL

TEi 0B

T

I =IC (= == IXLI—I=T;

L= I Ot T

TR CIyLtee

B o

ITIC=.LEITL AT rTs
—rrrrx oo T I T

EITIT
—Emaa e iy e BRI
e e e e e e

=Rl = ek =Tt =t R g o

ETET = i T
EITFES O B ooy o
TEIXALL S s = La

(= = — g

SEEFIEICTT

I T H.”HMH.IHM.H..NEK.A“—.IH.U e L = Fa BT T

EIIH = Lo e =L oo dpe I 3o A

ELIL T F I IAIrMEFITI=IT = EFIICET

Topres pROBOATETA

.10 1H0NE) TETR A pROBOTTETA

53



HHPUJIO)KEHUE b

3apanme 1. Co31aTh TEKCTOBBINA JOKYMEHT IO 00pa3Ily:
BekTopHbIle MeTOAbI IPUMEHSIIOTCH :
— s onucanua pa3nudHbIX wpugmos.
. MacmrTadupyeMble mWIPHQTHlI NO3BOIAIOT UBMEHATH Pa3MeED
CUMBOJIOB B IIMPOKUX MpeJenax.
® B cucremMax agmomamu3uposannozo npoeKmupo8anus
— KOTOpPHIE 0 TOO P a’K a0 T HAa DKPaHE MOHUTOPOB YEPTEKU CIIOK-
HBIX TPEXMEPHBIX 0OBEKTOB,

— TMPEJOCTaBISIOT CPEeACTBA MAHMNYJSANHHU HUMU.

3aganme 2: co3gaiiTe MHOTOYPOBHEBBIN CITUCOK IO 00pasIry.
IIpumep MHOTOypOBHEBOIO CIIUCKA.

=7 <h [OpU30HTAILHOE MEHIO 1.3. Bun
1.1. Dain =~ @hE@Dr= @b O0b1u-
= @@= b Coznath HBII
=@ cOBeD OTKpBIT r@hE<DHB@) Web-moky-
b MEHT
=@ OEeD 3aKpHITH r~@hE@E@ Crpykrypa
@O agad Coxpa- r~@hE<hgl«h Macirad
HUTh 1.4. BcraBka
1.2. [IlpaBka <@g @b PaspriB
= @hB@Dr— @b Bei- 7 @g<PB@ CumBonsl
pesarb <@g« E@D Crocka
r~7@hBwhE@) Konuposars @D gl El«@D Ceplka

r~@hBwhE@) BeraBuThb
@B E <@ Ounctuts

3aganme 3: ucnosb3ys NaHeslb UHCTPYMEHTOB « PMcOBaHMe» CO3/1aTh KAPTHHKY.
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3aganme 4: ucnosb3ys MaHeab MHCTPyMEHTOB «PucoBanue» u «TekcToBble (-
(GeKTb» CO3/1aTh MPUBEJICHHYIO HUXKE IMOJIEMY .

3aganue S: co3gaiTe MoO3apaBICHUE, UCIONb3Ys NIAaHEIb HHCTPYMEHTOB « PucoBa-
Hue», TexcroBble 3(peKThI, BCTABKY PUCYHKOB M CIOCOOBI (hOpMaTUPOBAHMS
TEKCTA.

. 2V

ITo3npasnsem ¢ cambiM
.]'Iy'-IIJ_II/IM Hpa3I[HI/IKOM —
Jnem 8 mapra!

Ot Bceit mymm, 63 MHOTOCTIOBBS, | J

JKenaem cuacThbst ¥ 310pOBbS.  _ _ _ _ _ _| ol
::«% Bynbre muioi u xpacuBowu, : Bawu %
E MYANCHUHDBL
o W, KOHEYHO ke, cuacTIuBOM! I 4 R§
“Mhiw
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