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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-
topusi, [IpaBo) ounoit u 3a0unoit popm oOyuenus / T. B. Kononenko. — CrnaBsiHCK-Ha-
Ky6anu : ®wman Kybanckoro roc. yH-ta B r. CnaBsincke-Ha-Ky6anu, 2018. 56 c. 1
IK3.

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. ITeparorndyeckoe odpa3oBanue (¢ aByms mpoduisiMu moarotoBku - Mcropus, [IpaBo)
OYHOH ¥ 3209HO (HhOpM 00ydEHHsI.

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

Huctumnnna «[Ipuknagnas nHbopMaThkay SIBISIETCS KypcoM MO BBIOOpPY B
COCTaBe MaTEeMaTUYeCKOro U ecrecTBeHHOHayuyHoro unukia (b2.BB.01,
b2.B./IB.1, b2.B.JIB.1.1., C2.B.JIB.1.1).

Jnst ocBoenust nucuuriubbl «lIpuknannas uHopmaTuka» CTYIEHTHI HC-
MOJIb3YIOT 3HAHUSI, YMEHUSI 1 HaBBIKH, MTOJyYEHHbIE B IPOLIECCE U3YUEHUS IIKOJIb-
HOTO Kypca HH(POPMATHKH.

Hucrumnaa «[Ipukinannas wHpOpMATHKay SIBISETCS MPEANISCTBYIOMICH
st KypcoB «HbopmanmonHsie TexHoIorun» U «OCHOBBI MaTeMaTU4ecKon oopa-
60Tk nHboOpManum». TeopeTuueckre 3HaHU U MPAKTUICCKUE HABBIKH, TTOTyYCH-
HBbI€ CTYJEHTaMH MPU U3YUYEHUHU JAUCIMIUIMHBI, MOTYT OBITh UCHOJIb30BAHbI B MPO-
[IECCe YCBOCHHUS MPEIMETOB, CIEAYIOIINX Jlaee Mo yueOHOMY IJIaHy, MpHU MOIro-
TOBKE KYPCOBBIX U BBIITYCKHBIX KBAJIM(DUKAIMOHHBIX pabOT, B MPOIIECCE HAYUHBIX
VCCIIEJOBAHNM.

B coorBerctBun ¢ ®I'OC BO no nampasinenussm noarotoBku 44.03.01 Ile-
narorudeckoe oOpaszoBanue (mpoduinn — dOusnyeckas KyiabTypa, HadanbHoe 00-
pazoBaHue, JDxoHomuka, dunonornueckoe obdpazoBanue); 44.03.05 Ilenaroruue-
ckoe oOpazoBaHue (¢ ABYyMsI MPOGUISIMU TOJATOTOBKH — AHTIUHACKHN s3bIK, He-
Meukui s3Ik, Matemartuka, UadopmaTtuka; HauanbHoe oOpazoBanue, JlOmKob-
HOe oOpa3oBaHue; JKoHOMUKA, TexHonorus; JxkoHomuka, [IpaBo; Uctopus, [Ipa-
B0); 44.03.02 Ilcuxosoro-nenaroruueckoe 00pa3zoBaHre PacCCMOTPEHHBIE B MOCO-
OHMM T€MBI SBJISIIOTCS CPEACTBOM (DOPMHUPOBAHHUS CIAEAYIOIIMX KOMIIETEHIIUMN:

— CnocoOeH KCIob30BaTh ECTECTBEHHOHAYYHbBIE U MATEMAaTUUYECKUE 3HAHMS 151
OpUEHTHUPOBAHUS B COBpeMEHHOM HHpopManioHHOM nipoctpaHcTBe (OK-3).

— Crnoco0eH HCHOJb30BaTh COBPEMEHHBIE METOJIbI M TEXHOJIOTMH OOYy4YEeHHS U
nuarHoctuku (ITK-2).

B pesynbTaTte u3ydeHus TMCUUITUHBI CTYACHT JI0JKEH

3Hamb: OCHOBBI COBPEMEHHBIX TEXHOJIOTHI cOopa, 0OpaboTKu U nepenadu
uH(hOpMAaINK; Ha3HAYCHUE U BO3MOKHOCTU O(PUCHBIX MPUKIIATHBIX TPOrPAMMHBIX
MIPOJYKTOB; IPUEMBI aHTUBUPYCHOM 3aIIUThI;

yMemb: CaMOCTOSITEIbHO paboTaTh B COBPEMEHHOW WHTEIPUPOBAHHOMN CH-
creme 00paboTKu u nepeaaun nHpopMaiuu cpeactamu nmakera Open Office.org;

61a0emyp: CaMOCTOSITEIbHBIMU HAaBbIKAMHU PA0OThI HA MEPCOHATTLHOM KOMIIBIO-
TEpe TOJI YIIPAaBIEHUEM KOHKPETHOMN OMEPaIlMOHHON CHCTEMbl; HaBBIKAMU PAa0OTHI C
O(UCHBIMU TIPOrPAMMHBIMU CPEJCTBaMH; 0a30BBIMH IPOrPAMMHBIMHU CPEIACTBAMU
AHTUBUPYCHOM 3alIUTHI HH()OPMAITUH, HABBIKAMH TTOUCKA WH(HOPMAITHH.

L]env oucyunaunobl: GOPMUPOBAHNE CUCTEMATU3UPOBAHHBIX 3HAHHUI, YMEHUHN U
HaBBIKOB A(P(HEKTUBHOIO MPUMEHEHHSI TPOrPAMMHBIX CPEJICTB OOILEro Ha3HAYECHHUSI.

3aoauu oucyuniuHvl: O3HAKOMUTH CTYJICHTOB C OCHOBHBIMM HaIpaBJICHUS -
MU HUCIOJIb30BaHUSI MH(POPMALIMOHHBIX PECYpCOB M MPOrPaMMHOr0 0OECHedeHHUs
COBPEMEHHBIX KOMITBIOTEPOB; CPOPMHUPOBATH y CTYJECHTOB YCTOMYUBBIE IIPAKTHYE-
CKH€ HaBBIKM 3 (PEKTUBHOTO MPUMEHEHUS MPUKIATHBIX MPOrPAMMHBIX TIPOTYKTOB
B paMKaxX KOHKPETHOW ONEpPallMOHHOW CUCTEMBI.

OcBoeHUE HaHHON IUCIUIUIMHEI ABJISIETCS HEOOXOIHMMOW OCHOBOM IS IIO-



CIEYIONMIETO M3Yy4YEHUs] APYTUX NUCHUIUIMH W TMPOXOXKIASHUS I1€1aroruyeckoi
npakTukd. OCHOBHOE Ha3HAYCHHME MUCIUILIMHBEI «lIpuknagHas wHpOpMaATHKAY —
dbopMHpOBaHUE TEOPETUUYECKUX W MPAKTUYECKUX 3HAHWK B 00JacTu oOpabOTKH,
XpaHeHus, epeayu U uH(GOpMaIiK C MOMOIIbIO KOMIIBIOTEPA.

VYuuteiBasgs yHuUBEpCcaIbHOCTh AUCHUILIUMHBL «lIpukiagHas uHPopMaTHKaY,
clieyeT BBIJCIUTh €€ 0a30BOo€ Ha3zHaueHUe. JTO, MPEXe Bcero, (popMupoBaHue
KOMIMETEHIIUNA OyIyIIMX CHEIUATIUCTOB JIFOOOT0 HaIMpaBlIeHUs MOATOTOBKHU, KOTO-
pBI€ MO3BOJISIT UM MOJIEPHUZUPOBATH MPOIecC 00yUeHUsI B COOTBETCTBUH € TPeOO-
BaHusAM HoBoro ctangapta ®I'OC. OcHoBHON GOpMON 3aHATUMA IO AUCITUILIMHE
«IIpuknagnas naHGOpMaTUKaAY» SBISIIOTCS JabopaTopHbIe 3aHATHA. [loyueHHbIe Ha
JIEKITMOHHBIX 3aHATHUAX TEOPETHYECKHE CBEJCHHUS HEO0OXOIUMO TIPEBpPaTUTh B
KOMIICTCHIIMH, KOTOPBIC BhIPAOATHIBAIOTCS Ha JIAOOPATOPHBIX 3aHATHUSAX IIPU BbI-
MOJTHEHUHN PA3JIMYHBIX MPAKTHYECKUX padoT. JlomoaHeHneM K J1ab0paTOpHBIM 3a-
HSATUSAM SIBIIICTCS CaMOCTOSITENIbHAs paboTa CTYJEHTOB, KOTOPAsi COAECPKUT, B TOM
YKCJi€, BBIOTHEHNE UHANMBUIYATIbHO IUIAHUPYEMBIX 3aJaHUMN T CAMOCTOSITENb-
HOU paboThl. B Hauane 1abopaTOPHOIO 3aHITUSL U B pAMKaX CaMOCTOSTEIILHOU pa-
OOTBI CTYJIEHTHl JOJKHBI JOTOJHUTEIBHO MPOpadOTaTh TEOPETUUECKUE OCHOBBI
n3yuyaeMmoi Tembl. Takum 00pa3om, TIaHUPOBAHUE JIAOOPATOPHBIX 3aHSATUN COJlEep-
KUT 3 COCTABJISAIONINX — TEOPETHUUYECKOE BBEJCHUE, 3a1aHUS U 3a]]a4H, BBITIOJIHSIC-
MbIE€ COBMECTHO C MperojaBareiieM Ha 3aHSATUU M 3aJIaHus IS JTOTIOJIHUTEIIbHOM
WHMBUAYJIbHOW U BApUATUBHOW COCTABIISIFOIIEH CAMOCTOATEIILHOM pabOThI.

B pamkax maGopatopHbIX 3aHsITHH 110 qucuuruinae «lIpuknagnas nabopma-
THUKa» CTYJCHTBI IOJDKHBI CPOPMHUPOBATH MIPEACTABICHUE O 11€JIeCO00Pa3HOCTH UC-
MTOJIb30BaHUST KOMITBIOTEPHBIX TEXHOJIOTHI B 00pa30BaTEIIbHBIX MEISIX, B TOM YHC-
JIe SJIEKTPOHHBIX CPEJICTB 00pa30oBaTelIbHOr0 HazHaueHus. [Ipu 3ToM He0OX0 MO
BBIPA0OTaTh HABBIKH MPAKTUYECKUX MPUEMOB, CBSI3aHHBIX C pab0TOi Ha/l O(UCHBI-
MU TOKYMEHTaMHU.

Cnenyet oOpaTUTh BHUMaHHE HA B3aUMOCBSI3b JAHHOW JUCHUILIMHBI C JIPY-
UMW JUCIUIIMHAMHA MHPOPMATUKU, U3YyYa€MbIMU MOCJIE OCBOCHHUSI JAHHOTO KYp-
ca («MHpopmarimoHHBIE TEXHOJOTHH B 00pa3zoBaHun», «OCHOBBI MaTeMaTHye-
CKoi o0paboTku wuHpOpMaAIUKU» U  Tp.). Cob6ctBenHo  «lIpuknagHas
nH(popMaTrKa» — 310 6a3oBasi OCHOBA ISl OCBOCHUS JIIOO0N JPYroi JUCIUTIIIAHEI.

Taxkum oOpaszom, MENIbI0 JAHHOTO YU4eOHO-METOAMYECKOTO MOCOOUS SBIISICT-
Csl CHUCTeMaTHu3aIusl y4eOHOro U JUAAKTHUECKOTO MaTepualia, HeOOX0UMOTro ISl
MPOBEJICHUS MPAKTUYCCKUX 3aHATUH 1o auctuiuinae «llpukiannas wHbOpMaTH-
Ka». B mocoOuu mpuBOIUTCS KPpaTKOE M3JI0KEHUE TCOPETHUCCKUX CBEJICHUM, HE0O0-
XOJUMBIX JUIsl TIPOBEICHUS 3aHATUNA, PYKOBOJCTBO K BBIMOJHEHUIO MPAKTHUYECKUX
paboT 1o M3ydyaeMoi TEMaTHUKE.

Y4eOHO-MeTOIUYECKOE TTOCOOME apeCOBAHO CTYICHTaM OYHOTO W 3a0YHOTO
OTJIEJICHUM JJIsl BBITIOJIHEHUS 00s3aTEIbHON U BApUATUBHOMN COCTABJISIIOIIEH CaMO-
CTOSITEILHOM paboThl, JJIsl MOATOTOBKU K 3aHSITHUSIM, K TECTUPOBAHUIO U K 3a4ETy

no npeamety «lIpuknagnas nuaHbpopMaTHKa.
JIABOPATOPHAS PABOTA Ne 1



Tema: UnterpupoBannas cpena nakera Open Office.org Writer.
Co3nanue HOBOro 10KyMeHTa. PerakrupoBanue noxkymenta. Coxpane-
HHE
U OTKpbITHE 10KyMeHTAa. [IpoBepka opdorpadumn. Ilouck B Texkcre

L]env pabomwi: n3yunTh UHTErpupoBannyto cpeay Open Office.org Writer.
Hayuutbcest pelakTHpoBaTh TEKCTOBBIA TOKYMEHT, IPOBEPATH opdorpaduio 1 npo-
BOJUTH MOUCK B TEKCTE, UCIIOJI30BATh aBTO3aMEHY.

3aoanue:

1. Co3aarh TOKYMEHT U COXPaHUTh €T0.

2. O3HAaKOMHUTBHCS CO BCEMU deMeHTaMu okHa mporpammbl Open Office.org
Writer: cTpoko# 3arojioBka, CTpPOKOW MEHI0, TTaHEeIsIMU MHCTPYMEHTOB (Kak 100a-
BUTh WM YJAJUTh MX), MACIITAOHOW JIMHEHKOW (TOPU30HTAJIbHOW M BEPTUKAIb-
HOI), MapKepaMH I'PaHUIl TEKCTA HA JIMHEIKE, CTPOKOW COCTOSIHMS, TIOJIOCAMH MPO-
KPYTKHU.

3. IlpoBeputs opdorpaduio JOKyMEHTA.

4. IlpoBecTu omepalyio MOKUCKa U 3aMEHbl CHMBOJIOB WJIA CJIOB B TEKCTE Ha
CBOE YCMOTPEHHUE.

5. [IpoBecTu omnepauuu BblaeaeHUs: (ParMEHTOB TEKCTa B COOTBETCTBUU C
pexXuMaMu, YKa3aHHBIMU B CTPOKE COCTOSIHUSA (CTaHAAPTHBIN, paclIupEeHHbIN, 10-
0aBOYHBIN, 0JIOK).

6. OcyliecTBUTh KOMMPOBAHUE TEKCTA PANTMUYHBIMU CIOCO0aMU (yKa3aHHbI-
MU B TEOPETUYECKON YacCTH pabOThI).

OCHOBHBIEC NOHAMUS U onpeoeienuss. CTPOKa 3aroj0BKa, aHeIh HHCTPYMEH-
TOB, JINHEWKA, CTPOKA COCTOSIHUSI, PEKUMBbI BCTABKH M 3aMEHBI TEKCTA.

TeopeTnveckue cBeeHUA

Opranuzanus 1000 JeATeIbHOCTH MPEAYCMaTPUBAET MOATOTOBKY Pa3JIHy-
HBIX TEKCTOBBIX TOKYMEHTOB. IIpuKa3bl, OTYETHI, MHUCbMA, COOOIIEHUS U APYrHe
UH(OPMAIMOHHBIE IOKYMEHTBI, JEJIOBbIE U HAy4YHbIE COOOIIECHUS U T. II., MOATO-
TOBJIEHHBIE C MOMOIIbI0 KOMIBIOTEPHOU TEXHOJIOTHH, SIBISIOTCS HEOThEMIIEMOM
4acTbl0 MH(OPMAIMOHHOTO MPOCTPAHCTBA COBPEMEHHOM OpraHU3allMM, COCTaB-
JISIIOT OCHOBY CHUCTEMBI JICJIONPOU3BO/ICTBA.

®dopmupoBaHUEe TOKYMEHTOB OCYHIECTBISIETCS C MOMOIIbIO CHEIUATbHBIX
pOrpamMm, KOTOPbIE HEPEKO OMPEICINISIOTCS KaK TEKCTOBBIE MPOIECCOPHI (peraK-
TOPHI).

Writer — MHOTO(YHKITMOHAJIbHAS TIpOrpaMma 00pabOTKU TEKCTOB (YHHUBED-
CaJIbHBI TEKCTOBBIM IpOLIECCOP), NpPEIHAa3HAUYECHHAsl [UIsl CO3JIaHUs TEKCTOBBIX
¢aitnoB, coaepKaux HEMOCPEACTBEHHO TEKCT U COMIPOBOXKIAIOINE €T0 TaOIHIIbI,
WLTIOCTpaluu B (hOpMe PUCYHKOB, CIaiiIoB mpe3eHTauui, pororpaduit u T. ., U
nepenayu 3Tux (paiiaoB B MHOOPMALMOHHOE MMPOCTPAHCTBO KakK B (pOpME TPaTHUIIH -
OHHBIX JIOKYMEHTOB, TaK U B (hOpMe BEO-TOKyMEHTOB.

Writer GyHKIIMOHUPYET B omnepanoHHoU Trpaduueckoit cpene Open Office
COOTBETCTBYIOILIETO MOKOJEHUSI.



[Iporpamma Open Office.org Writer 00b1uHO pa3merniaeTcs Ha nanenu /Ipo-
epammul ['maBHOTO MEHIO, TJIe 00pa3yeT CBOIO Manky, 0003HaueHHYI0 Kak Open
Office.

W3yueHne METOI0B UCTIOIh30BaHUS WH()OPMAITMOHHBIX PECYPCOB sl 00Opa-
00TKku TekcToBOW MH(popManmu Ha 6aze npuioxkeHuss Open Office.org Writer
MpearosaraeT OBJIaJCHUE CIASAYOIIMMHI HAaBBIKAMU:

— BBI30B M IpeKpaileHre padboTel B TekcToBOM mporeccope Open Office.org
Writer;

— CO3JlaHue, COXPAaHEHUE, OTKPHITHE U MOUCK TEKCTOBBIX JOKYMEHTOB;

— MAapKHUPOBKa, MOUCK U MO3UIIMOHUPOBAHUE B AIEKTPOHHBIX TEKCTaX;

— (QopmaTupoBaHue ab3aleB: YCTaHOBKa MEXKCTPOUYHBIX WHTEPBAJIOB, OTOMBKA
Mexay ab3aramu, yCTaHOBKA BTSDKKM M a03aI[HOTO BBICTYTIA, U3MEHEHUE CTH-
neit opopmieHus ab3ares u T. 1.

— KOMHPOBAHWE U BCTPAMBAHHUE TEKCTOBBIX OOBEKTOB: KOMMPOBAHUE (PparMeHTOB
TEKCTa JOKyMEHTA; KOMMPOBAHNE C YJAJICHUEM; BCTaBKA CIICIIUALHBIX CUMBO-
JIOB U T. T1.;

— npuMeHeHue QYHKIUN CIUSHUS 71 pa3pabOTKU CJIOKHBIX IOKYMEHTOB;

— pazpabotka hopm 111 BBOJa ONIEpaTUBHON UH(pOpMAITUK;

— HalHMCaHWe HEOOJBIINX MaKpPOIPOTPaMM, ITO3BOJISIONINX aBTOMATH3HPOBATH
MOJITOTOBKY CTaHJIAPTHBIX JCIIOBBIX JOKYMEHTOB, H JIp.

B mpoliiecce moAroTOBKM TEKCTOBBIX JTOKYMEHTOB HEOOXOJIMMO MOJIb30BATh-
Csl TIOHATHSIMU M TEPMHUHOJIOTHEH, MPUHATHIMU B H3AaTesnbckoMm Jnene. [Ipexae
BCETO, CIEAYET 03HAKOMUTHCS C MIOHATUEM «COCTAaB TEKCTOBOTO JIOKYMEHTA.

CocTaB TeKCTOBOIO 10KyMEHTAa

Cpean MHOTOOOpa3usi TEKCTOBBIX JOKYMEHTOB 0CO00€ MECTO 3aHUMAIOT JIe-
JIOBBIC JOKYMEHTHI, MPeIHA3HAUYCHHBIE JIs1 o0ecriedeHus: 3PpHEeKTUBHOTO (PYHKITH -
OHHMPOBAHUS PA3NMYHBIX OpraHU3aNuid, (OPMHUPOBAHUS OCHOBBI CHCTEMBI JTOKY-
MEHTO0000pOTa. DTH TOKYMEHTHI JODKHBI (POPMUPOBATHCS HA OCHOBE OOIIEITPUHSI -
THIX TPEOOBAHMI K TEKCTOBOMY JIOKYMEHTY.

B o61miem Bue TEKCTOBBINA JOKYMEHT, TOATOTOBICHHBIN I U3AaHUsI, UMe-
€T CIEAYIOUIYI0 CTPYKTYPY:

1) TekcTOBas 4YacTh;

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

3) wuTrocTpaluy, NacnopT U3/IaHus.

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

Texcmosas uacmeb COCTOMT W3 TUTYJIBHOTO JIMCTa, OCHOBHOTO TEKCTa H
ammapara u3JaHusi, KOTOPbIi BKIIIOYAaeT B ceOsl: OrJaBjcHUE, BBelIeHUE, pedepar,
3aKIIIoueHue, OnoIMorpauuIecKuil CucoK, MPUIOKEHHE.

TexcroBast 4acTh JomKHA OBITH MPOHYMepoBaHa. Hymeparus cTpanwuil Be-
JIETCS TOCJIEA0BATEILHO OT TUTYJILHOTO JIUCTA JI0 TocheaHel cTpanuibl. OToOpa-
’KAeTCS HOMEp CTPaHUIIbI, HAUMHAS C JINCTA BBEJCHUS, HA TUTYJILHOM JIUCTE U JIH -



CTE OTJIaBJICHUSI HOMEpPA CTPAHUI] HE CTaBSITCSI.

N300pakeHne TeKcTa JTOKYMEHTa XapaKTePU3YeTCs pa3MepoM H I[BETOM
mpu@dTa, a TakKe ero Ha4epTaHUEM (TaPHUTYPOH).

B kauecTtBe enMHMIIBI U3MEpPEHHUs pa3Mepa WpU(Ta B U3JATEIBCKOM JIEIe
UCIIOJIb3YETCSl KEeIJlb, KOTOPBIM U3MEPSAETCA B MyHKTaX (COKpalleHHO — MT.). Pexo-
MEHJTyeMbIH pa3Mep KerJist Jyisl MOJArOTOBKH OPUCHBIX JOKYMEHTOB — 12 mT., pa3-
Mep TekcTa B Tabnuiax — 8 nr. s moAroToBKU JOKYMEHTa K U3AAHUIO CIIETYET
YBEJIMYUTH KEIJIb OCHOBHOTO TE€KCTa /10 13 OT.

Hauepranue mpudra onpenenser pucyHok OykB andaButa. Kaxkipiii ain-
GbaBUT, CO3/IaHHBI C TOMOIIBIO COOTBETCTBYIOIIETO PHUCYHKA, HWMEET COOT-
BETCTBYIOLLIEE UMSI.

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

[Tox pyopuxoii noHMMaeTCs BBIICICHHBINA pa3iesl TeKCTa u3fgaHus. Pyopuku
B TEKCTE Pa3JENsIOT Ha:

1. TemaTnueckue:

1. 1O coJiepKaHUIO: CUCTEMHBIE, BHECUCTEMHBIE (TaOJUIIbI, BHIBOJIBI U T. I1.);

2. 1o opOpMJICHHUIO: MPEPHIBAIOIINE, TApAJIJICIbHbIE (3ar0JI0BOK Ha MOJe TMep-
BOro ad3ara — (hOHApUK, 3arojIOBOK, BBIJICJICHHBIA U CKPBITBI B TEKCTE
pyOpuKH, 3arojIoOBOK B 000pKe MepBoro ad3aia cBoero nojapasuena — Gop-
TOYKA);
st o003HaueHuss HOMEPOB PYOpPUK MOTYT HMCIOJB30BaThCsl apabckue u

puMckue nudpsel, mponucHble OyKBBI pycckoro andaButa (A U3JaHUN HA pycC-

CKOM $I3bIKE€) MJIM CTPOYHBIE C 3aKpbIBAIOIIEHCS CKOOKOH (B 3TOM Cllydae Cleyro-

ujast JuTepa — MpONUCHast).

[Tocne Tekcra 3arnaBusi pyOpUKM TOYKY HE CTaBSIT, OCTaBJISIIOT TOJIBKO
MHOT'OTOYHME WUJIM BOCKJIMIATEIbHBIN U BOIIPOCUTEIBHBIN 3HAKU.

[TopsinkoBbIE HOMEp pYyOpUKH M IEpBas JUTEPA 3arojoBKa pPa3fesslFoTCS
TOYKOM TOJIBKO B TEX CIyyasx, KOTJla OHU HAXOASATCS Ha OJTHOM CTPOKE.

Paznuyaror cineayronme CucTeMbl HyMepaluu pyOpuk (CIHcKa):

2. ckBO3Had (OT MmepBOM A0 mocienHend pyOpuku gaHHou crynenu). [Ipumensercs
1Sl pyOpUK OCHOBHBIX IMO/PA3/IEIIOB;

3. mopaszenbHas (OT MepBO 10 nociieqHel pyOpUKU TOJIBKO BHYTpHU pazaena). Pe-
KOMEHIYETCS IPU PE3KO pa3rpaHUUYEHHBIX YaCTIX U3JaHNUs;

4. unnekcaronHast (y Kaxjaou pyOpuKu cTaBUTCS IUGPOBONA MHACKC, COCTOSIIHMA
U3 MOPSAKOBBIX HOMEPOB CTAPIINX PYOPHUK, KOTOPHIM OHA MOJYMHEHA). Vcrob-
3yeTcsl B U3JIaHMSIX HAYYHOM, CIIEHUAIbHOW, CIPABOYHOM M y4eOHOW JIUTEpaTy-
PBI.

Oznaénenue — OCHOBHAs 4acTh M3JaHUs, COAeprKalas rnepeyeHb Bcex 0e3
UCKJIFOUEHHUS 3arojIOBKOB JOKYMEHTA, PAaCIOJIOKEHHBIX KOJIOHKAMH B COOTBET-
CTBUM CO 3HAYMMOCTBIO. B mepBoii CieBa KOJIOHKE — 3aroJOBKH NEPBOM, CaMOu
CTapiuel CTYyNeHH, BO BTOPOW — 3aroJIOBKM MEHBUIEH CTYIIEHHU U T. [I.

Kosonku cnenyer oroasurath Ha 1,5—2 ¢cM OHY OT APYTOM.



Chnucku TO3BOJISIOT BBIAEIHUTH a03albl ¢ MOMOIIBIO Mapkepa (Heynopsao-
YEHHBII CMHCOK) WA C TOMOIIbIO 3HAKOB andaBuTa Wiu HUQp (YIOPsIOUECHHBIH
CIHUCOK). YTOPSAOYEHHBIN CIHCOK MOYKET UMETh HECKOJBKO YPOBHEU (CTYyNEHEM)
BJIO’KEHHOCTH.

Unnrocmpayuu OTHOCSTCS K OCHOBHBIM 3JIeMEHTaM u3nianud. K kaxaoil ui-
JIOCTpaIUy MOJO0KEHO YCTaHOBUTH NOANUCH. i oopMIIeHUsT TOANKUCH CIEAyEeT
NPUACPKUBATHCS CIEAYIOLIEr0 TOpsAJKa: Ha3BaHUE WIUIIOCTpAIlMU, €€ HOMEp,
HOJIPUCYHOUYHAs MOANKCH (HAJIUCh), OSICHEHUE JIeTaJlell pUCyHKa, paciuuppoBKa
YCIIOBHBIX 0003HauUEHUH.

Kpowme Toro, cymiecTByIoT 1 Jipyrue TpedoBaHust K 0pOpMICHUN MOAIUCH:

— HasBanue nmtrocTparuu yciaoBHO cokpariaetcs «Puc.» uimm «Tabi.y.

— [lopsnkoBblii HOMEp WLTIOCTpALMK MUIIETCS, KaK MPaBUiIo, apaOCKUMU HU)-
pamu.

— [oapucyHounas nmoAnuck JOHKHA OMPEICNIATH TEMY H300paKEHHUS.

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

— PacmmdpoBka ycioBHbIX 0003HaYEHUI U puMeyaHuil (nepen pacmudpoBKOr
CJIeTyeT MOCTAaBUTh JBOETOYHE), JOJKHA OMPENEATh CMBICH LHUQPPOBBIX WU
OyKBEHHBIX 0003HAUEHU, HAHECEHHBIX Ha PUCYHOK.

HNuTerpupoBanHas cpeia nakera

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

Cmpoka 3a207106Ka COJEPKUT Ha3BaHUE (ailila U IporpaMMbl, B KOTOPOU
3TOT (ajl OTKPBIT U KHOIIKH: C8EPHYMb, PA36EPHYMb, 3AKPbIMb.

Cmpoxa MeHi0 COIEPKHUT TPYNIbl KOMaHJ, O0bEIUHEHHBIX TO (YHKIIHO-
HAJIBHOMY Npu3HaKy. KoMaHAbl MEHIO BHIOMPAIOTCS C MOMOIIBIO MBIIIH, KJIABUII
YOPABJICHHUSI KYpCOPOM MM KOMOMHAIMU HAa)KaTHs ONPEIEIICHHBIX KJIABHII («TO-
PAYMX KIIABUIID»).

Pabouee none — 3T0 MPOCTPAHCTBO HA 3KPAHE MOHUTOPA ISl CO3IaHUS J10-
KyMEHTa U pabOThl C HUM.

Ilonocwl npokpymku ciy>at Ajid IEpeMeIleHHs 10 JOKyMEHTY B pabouem
I10JIE OKHA.

Ilanenu uncmpymenmos cojepkat Ha0Op KHOIOK JUIsl IPOBEIEHUS pa3iny-
HBIX JCWCTBUI HAJ JOKYMEHTOM (COXpaHEHHE, OTKPBITHE, CO3JaHUE JTOKYMEHTa,
KOIIMPOBaHUE TEKCTa, yAAJeHHE W T. I.). IIpu mojaBeneHnn ykasaTessl MBIIIN K
KHOIIKE MaHEJId HHCTPYMEHTOB MOSBIISIETCSI COOTBETCTBYIOIIEE HAa3BAHUE KHOIIKU.
[TaHenM MHCTPYMEHTOB YCTAHABIIMBAKOTCSA U YIAISIOTCA MPU MOMOLIM MEHIO Buo,
Ianenu uncmpymenmos.

Koopounamnas nunetika onpeaensieT rpaHUIbl JOKYMEHTA U MO3UIMU Taly-
JAUAK. Pa3nuyaroT TOPU30HTAIBHYIO U BEPTUKAJIBHYIO JUHEWKU. C MOMOIIBIO JIN-
HEEK MOKHO YCTaHaBJIMBATh IOJISI JOKYMEHTA, a03alHble OTCTYMbl. Y CTaHABIIM-
BaTh U yAAJATH JUHEHKY MOKHO C IOMOLIBI0 MEeHIO Buo—Jluneiika.
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KpacHOH cTpoKH

Pucynok 1 — @parMeHT ropu30HTaIbHON JIMHEUKN

Cmpoka cocmosnus onpenesseT TeKylee MOJ0XKEHNE Kypcopa B JOKyMEHTE,
a TaKXKe COJICPKUT CIPABOYHYIO MH(POPMAILIHIO.

£
Ctpanmua 11 CDEIMHE 100%: BCT  CTaHA4 | *

Pucynok 2 — Ctpoka cocTossHUS

Bv1800 cmpoku cocmosinus unu omxkasz om Hee oCyujeCmeisnemcs ¢ NOMOubio
Kkomanowvl Buo — Cmpoka cocmosanusi.

IIPOITNCHEIBACTCS, CKOJIBKO CTPAHUI] COACPKUTCAI B JOKYMCH-
CTPAHUIIA 1/1 |™P > UKO PaHHIL cOAep JOKY
TC 1 HOMep TCKYH_ICI/I CTpaHI/IHLI

OFbIYHBIN CTHJIh O(DOpPMIICHHS TOKYMEHTA.

100 % MacITad JOKYMEHTA.

PEKUM BCTaBKH/3aMEHBI CHMBOJIA. PeKMM BCTaBKH ITO3BOJIS-
€T BCTaBUTh CUMBOJI Ha MCCTO ITOJIOKCHUA KypCopa, B pCiKH-

BCT/3AM N 9
M€ 3aMEHBI BCTABJICHHBI CUMBOJI 3aMEHSIET COOO0M TOCIIe Ty -
IOIMH (T. €. KOKJIBIN MTOCISAYIONTUN CUMBOJI «CHEAACTCS).
CTAH]I CTaHJAPTHBIN PEIKUM BBIJCIICHUA.

PaCIIMPEHHBIN PEXKUM BBIJICIICHHS: IEITYOK MBIIITH YBEIUIH-
PACIII BACT WJIM YMEHBIIACT TEKYIEe BBIJACICHUE OT MECTa IOJI0-
KCHHSI Kypcopa.

,Z[O6aBOLIHblf/'I PCXKHUM BBIACICHHUA ITO3BOJIACT BBIACINTL HC-

I[OBAB CMCIXKHBIC 4aCTHU TCKCTA.

BJIK IIO3BOJIACT BbIACIATH OJIOKHM TEKCTa

NOSIBJISIETCS B TOM Ciydae, eciid (paill IMeeT HECOXPAHEH-
HbIE U3MEHEHUSI.

*

Co3naHue HOBOIO IOKYMEHTA

11



JIOKyMeHTHI ¥ 1Ia0JIOHBI JOKYMEHTOB CO3/IAIOTCS C TOMOIIBI0 KOMaH]IbI
Daiin— Cozoams. Vnu ucnoibdyercs kHonka «(Co30ameby) Ha NAHENU UHCTPY-
MEHTOB.

CoxpaHeHue J10KyMeHTa

Joxymentsl Writer coxpaHsitorca B Bue (aioB CO CTaHIAPTHBIM PacCIlIM-
peHueM .odt. IlepBoHayanbHOE COXpaHEHUE HOBOIO, JIMOO COXpPAHEHHE CYIIECTBY-
IOIIETO JIOKYMEHTa MOJi APYyrdM MMEHEM, Ha JIPYroM AUCKE, B JPYTrOM Karajore
BbITIONTHSIETCS KoMaH10u Datin, Coxpanums xax... O6s13aTenbHO BeIOUpaeTcs Gop-
MaT COXPaHsAEMOro JOKyMEHTA.

CoxpaHeHre UMEHOBAHHOTO (aitia BhIMonHsAeTCS KoMaunoil @aiin, Coxpa-
HUMb WK ¢ IOMOIIbI0 KHOTIKK <CoxpaHuTh> [laHean MHCTPYMEHTOB JIMO0 «Topsi-
yuxy» kiaaBum <Ctrl> + <S>,

HNmena popmaroB ¢paitsioB OpenDocument

B OpenOffice.org ucnons3ytores cneayromme Gopmatsl Gaitios:

dopMaT J10KyMeHTAa Pacmiupenue ¢aiisia
Tekcr OpenDocument *.0dt
TekcroBbiil madiaon OpenDocument *.ott
CocraBHoii nokyMeHT OpenDocument *.0dm
Hoxyment HTML * html
[ITa6mon nokymenta HTML *.0th
Onexrponnas Tabmauia OpenDocument *.0ds

[a6mon snekTponHOM Tabnuiel OpenDocument — *.ots

Pucynok OpenDocument *.0dg
[[Ta6mon pucynka OpenDocument *.0tg
[Ipezenrtamua OpenDocument *.0dp
[ITa610n npe3entannu OpenDocument *.otp
®opmyna OpenDocument *.0df
baza gannsix OpenDocument *.0db
OpenOffice.org Extensions *.0xt

OTkpbITHE JOKYMEHTA

B nmynkre menro @aiin BbIOpaTh KOMaHIy OmKpsims. 3aTeM HEOOXOAMMO
yKa3aTb MECTOINOJIOKEHHE TOKYMEHTA. 3/1eCh TaKK€ MOYKHO OTKPBITh JOKYMEHTBI
Apyrux (opmMaToB, KOTOpbIE MoAAepKUBaeT Writer.

PenakrupoBaHue 10KyMeHTa

Cnoco0bl1 Bbl/Ie/ICHUS (PPATMEHTOB TEKCTA

@DparMeHThbl TEKCTa MOKHO BBIICIISATH C TOMOILBIO KIA8UAMYPbl VTN MbILUU.
Briienenue gpparmenTa TekcTa ¢ nomMowbio Kiasuamypul.
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1. omHOBpeMeHHO HakaTh KiaBumry <Shift> u knaBuiry mepemMenieHus Kypcopa
JUTSL 3aKparvBaHus pparMeHTa B Hy>)KHOM HaIpPaBJICHUH.

Jiia BbIieTIEHUS (pparMeHTa TEKCTa ¢ NOMOUbIO Mbliiu HEOOXOAUMO:

2. YCTaHOBUTH yKa3aTejlb MBIIIA B HAYal0 BBIJEICHUS U, IEpKa HAXKATOMN JIEBYIO
KHOTIKY, IPOTAIUTh MBIIIb IO KOHIIA BBIJIETsIeMOro (hparMeHTa;

3. 1pu BBIJCICHUU OJHOW MJIM HECKOJBKHUX CTPOK TEKCTAa HAXaTh Ha JIEBYIO
KHOIKY MBIIIM CJieBa OT Hadajga TEKCTa U MPOTAIIUTh MO BbBIICIIEMBIM
CTpOKaM;

4. CJIOBO LEJIMKOM BBIACIISIETCS JBOMHBIM HIETYKOM MBIIIIH;

5. mpemsiokeHUe 1EeTUKOM (OT TOYKH JI0 TOYKU) BBIAENSETCS TPOUHBIM IIETYKOM
MBIIIIN B TFOOOM MECTE MPEIJIOKEHUS.

KonupoBanue, nepemenieHue u yaajeHme (parMeHTOB TEKCTA.

DT oneparyy BEITOIHSIIOTCS TOJIBKO IO OTHOIIEHUIO K bloesieHHoM) dpar-
MEHTY TEKCTa WJIM HHOTO 00OBEKTa.

1. KonupoBanue ocymectsisiercss Komanaou [lpaexa, Konupoeams, xonus
nomeniaercs B 0Oydep u MOKeT MHOTOKPATHO UCIIOIb30BAaThCA ISl BCTABKU C TO-
MOILbI0 KOMaHbl [Ipagxka, Bcmasums. Jlia nepeMenieHust GpparMeHTa BbIIOJHS -
0TC KoMaHabl: [Ipaska, Bwipezamw, a 3ateMm — [Ipaska, Bcmasumos. Y panenue
(dbparmMeHnTa TekcTa BBINOIHAETCS 10 KomaHae [lpasxa, Ouucmums WM IPU HaXKa-
TUU KnaBuiu <Del>.

2. MOXHO TakXe MCIOJIb30BaTh KHONKU «Konuposamvy, «Bcmasumby, «Bvi-
pe3zamuy TaHeIn UHCTpyMeHTOB CmanoapmHuasl.
3. IlepememaTh BBICICHHBIA (PArMEHT MOXKHO TaK)Ke IMyTEM IEepPETaCKUBa-

HUS MBIIIEH (parMeHTa B Hy»KHOE MECTO. A JIJIsi KOMHUPOBAHUS HEOOXOIMMO Tepe-

TacKMBaTh ()parMeHT, yAepKuBas HakaToi kinasumry <Ctrl>.

4. JInsg KonupoBaHUsI MOXKHO UCIIOJIb30BaTh KoumexkcmHuoe MeHio.

5. Ucnonb3oBarh komMOuHanuu kmaum — <Ctrl>+<Insert> — KommpoBatsb;
<Shift>+<Insert> — BcTaBUTb.

ITouck B TekcTe, 3aMeHa

[Touck B TekcTe M 3aMeHa ()parMeHTa OCYLIECTBIISIETCS ¢ MOMOIIBI0 KOMaH/Ibl
IIpaska, Hatumu u 3amenums.

1. B none «Hatimuy yka3piBaeTcsi oOpa3el Moucka.

2. B none «3amenumo na» — oobpasell 3aMeHHbI.

3. MOXHO Tak k€ BbIOpATh JIOMOJHUTEIbHBIE TAPAMETPhI MOUCKA: YUET PErH-

CTpa, TOJIBKO CIIOBO IIEIMKOM, ITOUCK MOAOOHBIX CJIOB.

13



HaHTH M 3aMEHHTL XI

Harth -
HarTh
Ja ~
Harith gce |

SaMEHMTE Ha
SaAMEHHTE
| =
SaMEHMTE BCE |

[ ¥urTeIBaTE pErHCTR

I_ ToneKo CAOED LENHEOM

MeHEWE NapaMETPoE & Crnpaska | 3aEpEITE |

[T Toneko Tekywes BElAENEHHE BT e |
[ K Hauany AokyMeHTa
DOpMAT. .. |
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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
OMMHMCAHHUH JTA0OPATOPHOU paOOTHI.

— 3ameHuTe Bce OYKBBI @ Ha OYKBHI 1O.

— OTMeHuTe onepaiuio 3aMeHBbI.

— IIpoBepbTe npaBUIBLHOCTH Opdorpadun HAOPAaHHOTO TEKCTA.

— OrtpaboTaiiTe onepaluo BCTaBKU CIEIHAIBHBIX CUMBOJIOB.

KoHTposbHBIE BONIPOCHI

— Ha3HadyeHue TeKCTOBOro Imporeccopa.

— W3 Kakux CTPYKTYpHBIX 3J€MEHTOB COCTOUT HHTEpPEC TEKCTOBOIrO
nporeccopa?

— PacckaxuTe 0 Ha3HAYEHUH W BO3MOXKHOCTSIX MporpaMmbl Writer.

— Kak BbIBECTH Ha 3KpaH HYKHbIE TAHEIU UHCTPYMEHTOB?

— PacckaxuTre cyTh omnepauuid KOMUPOBaHUSA, MEPEMEIICHUS U yAaleHUs
(bparMeHToB TEKCTa.

— Kakosa ponb Oydepa mpomMexyTOUHOTO XpaHSHUS?

— Kakumu cmoco6amu MOXKHO BBIIETISTH (hparMeHThl TeKcTa?

— B ueM cyuiHoCTh pexxuma Mmoucka u 3aMeHbI?

— Kak npousBoauTcs npoBepka NpaBoOIUCaHUs CI0B?

— Kak BcTaBuUTh CUMBOJIBI, OTCYTCTBYIOILIME Ha KJIaBUaType?

— B 4em cyTh aBTOAONONHEHUS U aBTO3aMEHBI CJIOB?

JIABOPATOPHAS PABOTA Ne 2
Tema: ®@opmatupoBanue 10KymeHTa. Ctuim. lladaoubl. Kosionkn.
Pa3peiB cTpanun. CHOCKH

Lenv pabOTHI: TTONYYUTh HABBIKA (hopMaTHUpOBaHMS JOKyMeHTa. HayduThbcs
MOJIB30BAThCSl CTHIISIMHM U 11a0JOHAMH, Pa30MBaTh TEKCT Ha KOJOHKH, MCIIOIbL30-
BaTh pa3pblB CTPAHMUII, CO3/]aBATh CHOCKH.

3aoanue:

1. IlpousBectu popmaTupoBaHHE TEKCTa, COTJIACHO YKAa3aHHUSAM B MpPaKTHUe-
CKOM 4acCTH.

2. Co3nath CBOW CTHJIb, HAYYNUTHCS U3MEHATH €0 HACTPOUKH.

3. V3yuuTh Bce BKIIQJIKK JTUAIOrOBOro okHa A63ar: TaOynsauus, byksuiia,
Obpamnenue, @on, OTcTynBl U UHTEpBaJbl, BoipaBuuBanue, [lonoxenue Ha ctpa-
Huue, CTpyKTypa U HymMepanus.

4. Hayuuthcsi pa30MBaTh TEKCT Ha KOJOHKH, 3a7aBaTh PACCTOSHUS MEXITY
KOJIOHKAMH U Pa3JAEIUTENH.

5. HayuuTbcsa nCnonp30BaTh pa3pblB CTPAaHULBI C H3MEHEHUEM OPHEHTALUN
MOCJIETYIOUIETo JIMCTA (a1bOOMHBIN), 3HATh JJI YETO UCIOJIb3YETCS 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
Ynpaenexune OTCTYNEl W MHTEpBank! BrlpaeHUBaHNE Ha crpanuue L pudT
Spdertel wpndTa | MonoxeHwe | Hymepauwa | TabynAuwA | BykBuua | ®oH | ObpamneHwe

MonoxeHne
) BepxHuii uHaekc 1%

) HUzKHMIA MHaeKE

100G

BpalyeHune [ macwrabupoeaHue

) 0 rpagycos 90 rpagycoe (O 270 rpaaycos
Macwrab no wupuHe 100% o=
MexCHMBObHbIA MHTEpBan
OBBIYHBIA b 0,0nT [¥] DapHwiii kepHuur
Arial

[ oK ] [ OTMeHa l [ Cnpaeka ] [ BoccTaHoBHTL ] [ Mo yHMOoNYaHMH
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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

25



N3MeHeHMe IUPUHBI KOJOHOK M PACCTOSIHUS MeKIY HUMU

[Ipu co3aHuy KOJTOHOK MX IIMPUHA U PACCTOSHUE MEXIY HUMU ONIpEJE-
JAIOTCS. aBTOMATUUYECKH, UCXOJI U3 YKCIa KOJOHOK M CYHIECTBYIOIIUX YCTAaHO -
BOK. MOHO HM3MEHHTh TapaMeTpbl KOJOHOK, BOCIOJb30BAaBIIUCH KOMAaHJIOU
Bcmasxka — Pazoen — Cmonbywi.

Pa3pbIB KOJI0HKH

— Pa3phIiB KOJIOHKH HEOOXOAUM, YTOOBI 00ECIICUUTh pa3MeEIIeHUE B OJHOMN
KOJIOHKE 3aroJIOBKa U OTHOCSIIIErOCsl K HEMY TEKCTa.

- Heo0xonumo mpoKpyTHUTh TEKCT O KOHIIA MEPBON CTPAHUIIBI U ILEJK-
HYTb Mepe]] 3aroJI0BKOM IMOCJICAHUM Ha CTPAHUIIE.

- B meHw Bcmaska mienkHyTh Ha KomaHnae Paspwig. [losBuTcsa nuanoro-
BO€ OKHO Paspuis.

- HeoOxoaumo BeIACIUTH TapameTp Paspwvie cmoabya W WEIKHYTh Ha
kHonke OK.

BcraBka pa3pbiBa cTpaHull

1. B Mento Bcmaska BbiOpaTh koMaHny Paspwig. [10SBUTCS OJTHOMMEHHOE
MaoroBO€ OKHO.

2. B nuanoroBom okHe Paspblé NONXKEH OBITh BbIJEIEH BapuaHT Pa3zpuis
cmpanuywl. [locne menuka o kHonke OK B mo3UIIKIO, ONPEACIECHHYIO MOJIOXKE -
HUEM Kypcopa, OyJeT BCTaBJICH MPUHYIUTEIbHBIM pa3pblB CTPAHUIIBI, U TEKCT,
KOTOPBIH CIEAYET 38 HUM, IEPEMECTUTCS HA CIACAYIOIIYIO CTPAHUILY.

3. s u3MeHeHus OpUEHTAIlUM JIMCTA, MOCJIe pa3phiBa ciaeayeT B 001acTu
nuanoroBoro okHa CTwiib BBIOpaTh MyHKT ANBOOMHBIA: Cmuibs— AnbO0MHbII.
B pesynprate B mpenenax OJHOTO AOKYMEHTA, UMEIOIIEr0 OPUEHTALMIO JINCTOB
Knuoicnas, mosiBUTCS JIUCT, UMEIOIIUN OpUEHTAIUI0 — AnbOoMHasl.

Opranusanusi CHOCKH
YT0oObI OpraHru30BaTh CHOCKY HYKHO:
[lepeMecTUThL Kypcop B TO MECTO, IJI€ JOJKHA HaXOAUThCS CHOCKA.
Bri6pats Becmaska— Crocka.
3. BrIOpaTh M0I0KEHUE CHOCKH B JOKYMEHTE (Ha TEKyLIEH CTpaHULE WU B KOH-
11 IOKyMEHTA).
4. Haxatp kHonky OK.
B nosiBuBIIEMCS T10J1€ CHOCKUA HaOpaTh TEKCT CHOCKH.
6. IlepexmtounThCsi MBIIIIKOM B MMOJIE JOKYMEHTA.
CHOCKM HyMEpYIOTCSl aBTOMaTU4YeCKU. UTOOBI U3MEHUTH CTUIIH OPOPMIICHUS

N —

9,

CHOCKHM BbIOEpUTE MEeHIO Bcmasxka, CHocka, 3HAYOK :I
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?
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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.
Hcnoab3oBanue cnuckoB U Ta0mu. [leyars 10KyMeHTA

Llenv pabomoel: HaydUTHCS HACTpaWBaTh MapaMeTPhbl CTPAHUIIbI, BCTABISTH
HOMEpa CTpaHUull JOKYMEHTa, CO3/aBaTh KOJIOHTUTYJbl. HayuuTbcsi co3naBath
CHUCKU U Tabnuiibl. OCBOUTH MeYaTh JOKYMEHTA.

3aoanue:

— HW3yuuts Bce BKiaaku auanoroBoro okHa Crpanuna: Komnonku, CHocka,
VYupasnenue, Ctpanuna, @on, Bepxuunii/Hrxuanii konoHTUTY, OOpamMieHue.

— Hayuurtbcs co3aaBaTh KOJTOHTUTYJIBL.

— IIpoHyMepoBaTh CTpaHUIIbI JOKYMEHTA.

— Co3natbh MHOTOYPOBHEBBI HYMEPOBAHHBIA CMHMCOK (KaK OMKMCAHO B 3a-
JTAHWH).

— IlocTpouTs Tabnuily, NPUBEACHHYIO B IPUIIOKEHHUH 1.

— Ilo3HaKOMHTBCS C BOBMOKHOCTSIMH BBIBOJIa JOKYMEHTA Ha Me4aTh; ycTa-
HOBKHM €TMHUI] U3MEPEHUS; MPeoOpa3oBaHus TAOIUIBI B TEKCT.

OCHOBHBIE nOHAMUSA WU onpeoenenus: KOJIOHKW, CHOCKA, CTpaHula, (oH,
BEPXHUI/HUKHUI KOJIOHTUTYJI, 0OOpamiIeHHe, HyMepalusi CTPAHMII.

Teopernveckue cBeaeHMs

ITapameTpbl cTpaHULBI

Jlnst ycranoBku napamerpoB ctpanuiibl B Open Office.org Writer ucmnomb3sy-
ercsi komanHaa Popmam— 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 eqMHUL U3MepeHUus
1. 3amyCTuTh POrpaMmy.
2. B mento Cepsuc—Ilapamempovi— OpenOlffice.org
Writer— Obwue— Hacmpotiku— Eounuysl usmepenus cienayert BoiOpath Touka.
3. Torma, Hanpumep, MPU YCTAHOBKE MEKCTPOYHOTO UHTEPBaJIa, OyayT HC-
MOJIb30BaThCS eaquHULbI n3mepenus [1T.
[NapameTpni - OpenOffice.org Writer - 08w ne E|

OpenOffice.org
3arpyzka coxpaHeHme
HacTpofitn Asbika OBHOBNATE CCBINKK MM 3arpyske ABTOMATHYECKH

OpenOffice.org Writer ) Breraa Mana

Era @ Mo TRefosaHK JHarpare)
SHakH hopHaTHPOEAHHA
CeTka O Hrroraa
O, WEKETh {3anaaHBE]
MeMate
Tatnuua EAHHKLE H3MEpEHMA Todka hd
M3MEHEHHA
COBMECTHMOCTE LUIar Ta6y naumm 35,407
AETOZar ONOEOK
Pacceinka nuoem

Openiffice.org Writer heb

Baza gaHHer: Opendffice.org

Ararpammi

MHTEpHET

OBHOENEHKE

0] [ F

HacTpofkK

L1

B F

[ [9]8 l [ OTHEHS ] [ Cnpaeka ] [ 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
CTpPaHULIBI»
3. «llepBas cTpaHuiia» ABOMHON KJIHUK.

® & @ E|E & -

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

Pucynok 23 — JluanoroBoe okHo Ctunu u popMatrupoBaHue

KoJsoHTHTYJI TOKYMEHTA

Kononmumynom Ha3pIBaeTCs TEKCT, KOTOPBINA IeYaTaeTCsS BHU3Y WM BBEPXY
KON CTpaHUIbl JOKyMEHTa. B KOJOHTUTYJ MOXHO BBIBECTH Ha3BaHHE JOKY-
MEHTa, Ha3BaHWe PUPMBI, UM U (HaMUITUIO aBTOpA U TIp.
B OpenOffice.org Writer MOXXHO omoenvbHO 6Cmasisams 6ePXHULL U HUINCHULL KO-
JIOHMUMYJIbL.

Bepxnuii kononmumyn:
Jliis 1o6aBiieHUst BEPXHETO KOJIOHTUTYJIAa HEOOXOAUMO BBIIOJHUTH KOMaHIy

Dopmam— Cmpanuya— Bepxnuti kononmumyn (Pucynox 24).

Ecnu HyXHO pacnpOoCTpaHUTh BEPXHUW KOJOHTUTYJI Ha TOJSI CTPAHMIIBI,

CJIeTyeT BCTaBUTh B HETO PaMKY.

Bepxuuu xonowmumyn — HyHO 3aJaTh CBOMCTBA BEPXHETO KOJOHTHUTYJIA.

Bxi1. BepXxHMII KOJIOHTUTYJI — JOOABJICHHE BEPXHErO KOJOHTHUTYJA K TEKYILIEMY

CTHJTIO CTPAHHULIBI.

— Oounakosoe cooepaicumoe ciesa/cnpasa - 100aBICHUE HUKHETO KOJIOHTUTYJIA K
YETHBIM M HEYETHBIM CTpaHHUIAM. DTOT MapaMeTp JAOCTYNEH TOJbKO JJIs CTHIIA
crpanulipl [1o ymonuanuto.

— Jlegoe none — Hy’)KHO BBECTH PaCCTOSIHHE MEX]y JIEBBIM KpaeM CTpaHHIIbI U Jie-
BBIM KPaeM BEPXHETr0 KOJIOHTHUTYJIA.

— Ilpasoe nonie — HYKHO BBECTH PACCTOSHHE MEXIY MPaBbIM KPaeM CTPAHUIIBI U
IPaBBIM KPaeM BEPXHETO KOJOHTHUTYJIA.

— Hnmepesan — cnenyet 3aaTh UHTEPBAT MEXK]Ly BEPXHUM KPAaeM TEKCTa JOKYMEH-
Ta ¥ HIDKHUM KpPaeM BEPXHETO KOJOHTHUTYJIA.

— 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 I CTHAE NHHHH

v BB LIEET nMHMEA pamic

v I ofpamnenme
W El LgeT doHa

v DABEAHHHTE AHEFKH
v D PaztMTE AYEFkKH
« [#d aeTonoafiop

W -1 o Eepxy

35 W =1 LEeHTpHpOEaTE (MO0 BEPTHEENK)

W =l Mopwey



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.  Hcnonb30oBaTh KHONKY Ha MMaHEJIM HHCTPYMEHTOB Bcmasums CIMpokKy.
2. Tabruya— Bcmasumos cmpoky.
3. Ucnonb3zoBate Konmexcmuoe menio— Bemasums— Cmpoku.

rV@ry@rr@  Yaanenme cTPoK H CTOJI01OB.

— BpenuTs ymanseMblil 2JIeMEHT TaOJIMIIBI, UCTIOIB30BaTh KOMaHAy Ia-
onuya — Yoarumo— Cmonoyst (CTpOKn).

— Hcnons3oBaTh koumexcmuoe menio xKomanny Cmpoxa (Cmonbey)
— Yoanums cmpoxy (cmonbey).
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5. 3aroqoBku. Hcmons3yeTcs B ciiydae HEOOXOAMMOCTH aBTOMATHYECKOTO
MMOBTOPCHUS IIATTKM» TaOJIUIIBI Ha KaXXJ0M HOBOM JIMCTE. BhimenseM «imanky» Ta-
OJIMIIBI, UCTIONB3YEM KOMaHy: Tabauya — Iloemopame 3a20108Ku cmoabyos.

IIpeoOpa3zoBanue Ta0JIUIBI B TEKCT

TekcToBBIM IpolieccCOop MO3BOJISET MPeoOpa3oBaTh JaHHbBIE TAOIUIIBI B TEKCT
¥ HAa000pOT — TEKCT B Tabiuiy. st 3TOro ciemyeT BBIACIUTH TaOIUIy, B MEHIO
Tabruya—IIpeobpazosamo— Tabauyy 6 mexcm

MNpeobpazoEaTe TeKcT B TabnHuwy. ..

Tabnyuy B TEKCT...

H.
&'z “OPTHPOBATE...

3aTeM B MOSIBUBIIEMCS JUAJIOTOBOM OKHE CJIEAYET BBHIOpaTh CIIOCO0 pasjerne-
HHUS TEKCTa

Mpeobpasoeate Tabnyvuy B TEKCT El

PasaenMTENE TEKCTA
----------------------------- DH
{* Tabynauma: " Touka c zanaTof
OTHMEHS
i absau i Apyroii: IJ_
CNpacka

Pucynok 31 — OxHo BbIOOpa pa3fenuTes TeKCTa, TOTy4aeMoro Mmociie
npeoOpa3oBaHus TaOIUIIBI

Panee HaOpaHHBIN TEKCT MOXKET OBITH MPEOOpPA30BaH C MOMOIIBIO KOMAaHJIbI
Tabauya—Ilpeobpazoeamv 6 mabauyy NPU yCIOBUH, YTO TEKCT MOATOTOBIIEH C
MCIOJIb30BAaHUEM CIELHUATIBHBIX CHUMBOJIOB-pa3/IeTUTENCH KOJIOHOK (TalyisTop,
a03artr1, mpooe u T. 1.)

Odopmiienne Tad MBI

st opopmienust Tabnauipl (oOpamiieHne, 3aM0JIHEHUE U TIP.) UCIOIb3yeTCs
nanenb Tabauyvl u epanuybl.

PepakTupoBanue Tadauubl

Texct BHyTpH siuelKH TaOIUIBI pEAKTUPYETCS] OOBIYHBIM 00pa3oM.

Briienenue siueek, CTpoK, CTONIOOB TaKkKe Kak U JUIsl TEKCTa MOYKHO IPOU3-
BOJUTH JTUOO C MOMOUIBIO KJIABUATYPHI (OJJHOBPEMEHHO HaXKaTh KjiaBuily <Shift>
U KJIABUIIY MEpEMEIEHUsI Kypcopa), JIM0O C MOMOIIbIO MBIIIIH.

Taxxe BbIIEIEHHE MOXXHO MPOU3BOJIUTH C MOMOIIbIO KOMaHAbl Tabauya,
COOTBETCTBYIOIIIEE BBIICIICHUE (CTPOKH, CTOJOIA MU BCEM TaOIuUIIbI).

ITeyaTb NOKyMeHTA

[lepen mewarbio JOKyMEHTa OCYIIECTBISETCS poBepka opdorpaduu, mpo-
CMOTp 00pa3za MeyaTHOro JOKYMEHTa C MOMOILbI0 KoMaHIbl Dain—IIpedsapu-
menvublll npocmomp (WM UCTONb3Ysl KHONKY MPEBAPUTEIBLHOTO MPOCMOTpa Ha
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nanenu Cmanoapmuas).

3areM 3a/1al0TCsl MapaMeTphbl CTPAHUIIBL: TOJIA, pa3Mep U OpUeHTanus Oyma-
I'M ¥ HEKOTopble apyrue. s aroro BeIMOIHAETCS KoManaa Daiin, [lapamempuol
CMparuybl.

Jliist meyatu JOKyMEHTa MOYKHO MCIOJIb30BaTh JIBa CIIOCO0A:

— Komanny @aiin—Ileuamy;

— KHOIKY [leuams Ha nanenu Cmanoapmmas.

Hcnone3ys komanny Paun—Illeuams MOXKHO 3a1aTh NapaMETphbl IE€YATH:
KOJIMYECTBO KOIMI1, HOMEpa BBIBOJAMMBIX Ha Ie€4YaTh CTPAHMULI, KAUECTBO NeyaTH (C
MOMOIIbI0 KHOTKH CBOWCTBA).

x|
MprHTER
lAmA IHF‘ LaserJet 1015 j CEOACTEA. .. |
COCTOAHHE MPHHTER N0 YMONY3aHKHD; TOTOE
Trn HP LaserJet 1015

PacnonoseHre LSEOOL
K oMMEHTapHA

[ Deuatate & dakin

CANacTE NEYaTH F.omkKF

+ Bee FonMYECTED KOMMA I 3:
" CTpaHHLE! 3 | | |

- I 1 o 4 ™ ¥nopAaousmTE
i BelaeneHHE 1 2 3

MapaMeTpel. .. | K OTMEHA | CNpaska |

Pucynok 32 — OkHO neyatn 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. eciy HY)KHO pacliedararb BCE CTPaHULEBI ¢ 3 10 7, CAEAYET yKa3aTh EPBYIO
CTpaHMILy JAUAIla30Ha U MOCIEAHION yepe3 Tupe 3—7;
— Bwidenenue — pacrieyaTka BbIJICICHHOTO TMAIA30Ha.
MOo3KHO 3a/1aTh HY>)KHOE€ KOJIUYeCm80 Konuii Ie4aT U Ynops0o4ums ux.
Kuonika Ileuams Ha nanenu Cmanoapmuas CIyX UT AJiS 1€YaTH BCETO J0-
KyMEHTa C IPEeABAPUTENBHO 3aJaHHBIMH MapaMETPaMU.
B nensix S5KOHOMHH TOHEpa MOKHO 3aJaTh SKOHOMHOE KayeCTBO MEYaTh: B
OKHE Tie4aTu BbIOpaTh KHOMNKY Ceoiicmea— OkonuamenvHas o6pabomra— IKOHO-
Musi momepa.
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JICUCTBUSA:

3aganue 7).

em?

3ananme

1. Co3pnaiiTe HOBBIN JOKYMEHT.

2. Beenure nmpeaiioKEHHbIE TPEMOAABATEIEM JIEMEHTBI CIIUCKA KaK OTHEIb-
Hble a03allbl.

3. CkonupyuTe BBEICHHBIE JAHHBIC HUXKE.

4. ChopmupyiiTe cnucok Tuma MapKUpOBaHHBINA, BBIMOJHUB CIEAYIOIINE

BBIJICJIUTE DJIEMEHTHI CIIUCKA,;

BBINIOJIHUTE KOMaHAy Popmam— Mapkepvl u Hymepayusi,

BBIOEpUTE BKIAJKY M300padicenue;

YCTaHOBHUTE YKa3aHHBIE MIPENOIaBATEIEM MTapAMETPhl U HAXKMHUTE KHOII-
Ky <Ok>.

5. IloBropute aelictBus 1.4, ucnosb3ysi HymepoBaHHbIN CIIHCOK.
6. IloBropure neictBusa m.4, ucnoiyibdyst MHoroypoBHeBbii cnucok. Ilpu
CO3/IaHUM MHOTOYPOBHEBOI'O CIUCKA OMMIIUTE CTPOKY MEHIO (CM. mpuioxeHue b

7. CoxpaHUTE U 3aKPONTE CO3JAHHBIA TOKYMEHT.

8. Co3pnaiTe HOBBIN JOKYMEHT.

9. Coznaiite Tabnulily, IPUBEICHHYIO B IPUJIOKEHUH 1.
10. 3analiTe oOpamiieHUE TAOIHIIBI:

a. Baemnue I'paHUObI )KUPHBIC CHHUM IIBETOM.

b. BHyTpeHHHE — MyHKTUPHOM JIMHUEH KPACHOTO IIBETA.
C. 3alMBKY «ILIAIMKW» TaOIHIIbI 33/1aTh CBETIIO-TOIYOYIO.

el e A i e

—_ O

—
W N

KonTpoJibHBIE BOIIPOCHI
Kak Ha3zHauaroTcst mapaMeTpbl CTPaHUIbI?
Kak BcTaBisiTh HyMepaluio CTpaHull?
UTO Takoe KOJIOHTUTY?
Kak co3naercst kosioHTUTYT?
Kaxk yganuts HOMEp CTpaHUIIBI C IEPBOTO JIUCTA JOKyMEHTa?
Kak n3meHuTtsh nosis 10KyMeHTa, pa3Mep U OpUeHTaI1io Oymaru?
Kakum oOpa3zoM co3maeTcst CIUCOK B JOKyMEHTe?
Kaxkue Buzbl crivicka Bbl 3HaeTe?
Pacckaxute o cnoco6ax co3ianus TaOIHIIbL.
Kak MOXHO UBMEHHUTH CTPYKTYpY TaOIUIIbI?
Kax opopMuth Tabnuily rpaHuiiaMu, 3aJIMBKOM, aBTOQPOPMATHPOBAHU -

Kak pacneuaraTs JOKyMEHT Ha MpUHTEPE?
Kak pacnieuaraTs BHIOOpOUYHBIE CTPAHUIIBI JOKYMEHTA?

JIABOPATOPHAS PABOTA Ne 4
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Tema: I'unepccbliku

L]env pabomul: HAYUUTHCS CO3/1aBaTh TUMIEPCCHUIKU.

3aoanue:

1. Csi3aTh runepccpuIKamMu JBa TOKyMEHTA.

OCHOBHbBIC nOHAMUS N ONpedeneHuss: 3aKIaaKa, TUIIePCChUIKa,

l'unepccoinika — IBETHON TOMUYEPKHYTHIA TEKCT WM TpapUUYECKUl 00BEKT,
IO IIETYKY KOTOPOIO BBIMOJHAETCS nepexo K ¢aiiy, pparmenty ¢aitna uiu Beo-
CTpaHuIle B UHTpaceTH win MuTepHere.

Co3nanue runepcchblIKU

[Iporiecc co3aaHusi TUIEPCCHUIKM COCTOUT M3 ABYX ATamnoB. IlepBriii aTan
— YCTAaHOBKa 3akJajJku. BTopou 3Tam — ONpeAclieHuEe CChUIOK Ha 3Ty 3a-
kiranky. CoszmaeM nBa ¢aitna. B mepBoM HE0OXOIUMO pacCTaBUTh 3aKJIaJIKH, BO
BTOPOM — OTPEJEIUTh CCHUIKHU.

Oman 1. Yemanosxka 3aknaoox.

— YCTaHOBUTH TEKCTOBBIH KypCOp B MECTO, KyJia TpeOyeTCsl TOMECTUTD 3a-
KJIQJIKY .

— 3amnmcarb, UCTIOJIB3YsI KOMaHay Bcmaexa-3axnaoka, B 1ioyie 3aKiIagaKd UM
yCTaHaBJIMBAaeMOW 3akiIaiku. MMs 3aKkiIaJiki HE JOJDKHO COJep)KaTh CHMBOJIOB
«pobem». IIpu HEOOXOUMOCTH HCITOIB30BaTh B UIMEHH 3aKJIaJIKH HECKOJIBKO CJIOB
11eJIeCO000pa3HO 3aMKMChIBAThH TIOCIIEIHUE C 3aTJIaBHBIX CHUMBOJIOB 0€3 POOETIOB.

BcTaeka 3aKna KM X|

SaknaakmH

K

OTHEHA

¥AanHTE

Pucynoxk 33 — BcraBka 3akinaaku

- Haxatp kHonky OK.
B pesynbrare B MecTe HaX0XI€HUSI TEKCTOBOTO KypCcopa YCTAaHOBUTCS 3aKJIaKa.

YcraHoBUBIIASICA 3aKJIaKa HE MPOCMATPUBACTCS HA JKPAHE PEAAKTOpa, a UC-
MOJIB3YETCS JIMIIb ITPU CCBUIKE B JOKYMEHTE Ha 3TO MECTO.
Oman 2. Onpeodenenue cColloK:

. YCTaHOBUTH TEKCTOBBIN KypCOp B MECTO, OTKyJla TpeOyeTcs MepenTu 1o
TUIIEPCCHUIKE HA YCTAHOBJIEHHYIO PAHEE 3aKIIAJIKY.

. OTKpBITH AuaioroBoe OkHO JloOaBieHHE THUNEPCCHUIKU, MCIOIb3ys KO-
Manay BceraBka—I unepccouika.

:» [TosIBUTCSI OKHO CHEIYIOIIETO BUA:
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[ Hnepcchinka

WMHTEepHET

&

Ma4Ta W HOBOCTH

JokyHeEHT

=

Cozaate
AOKYMEHT

JokyHeHT

[x]

MyTe |

CChINKA HA 3NEMEHT B AOEYMEHTE

vl [B)

Llens |

LRL

A0NoNHMTENEHEIE HACTPOMKH

Dpekiv | 4 | Dopma

TekeT

TekcT |

v| (=]

(e |

[ MpHMMEHMTE ] [ SaKpeITE

|| crpaska || Hazaz |

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.

CChINKa Ha 3NeMEHT B AOK

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 manenu «TekctoBbie 3(exTh», padoTaTh C MAHEIBbIO UHCTPYMEHTOB
pHCOBaHKE, OCBOUTH BO3MOXKHOCTHU NaHeu prucoBanus 3D.
3aoanue:
1. Co3naiite Menanb «CaMOMy KpaCHOPEYMBOMY CTYJAEHTY», UCIIOJIb3Ys Ia-
Henn «TekctoBbie dhdexTsy u «PucoBanue» no odpasiry 3aganus Ne 4 (ITpuio-
)kenue b).
2. Coznaiite pUCyHOK MO 00pa3ily 3aJaHusi 3 MPUIIOKEHUs 2.
3. Co3paiite MO3apaBUTENbHYIO OTKPBITKY IO 00pa3sily 3aaHus 5 Mpuioxe-
Hus b.
OcCHOBHBIE nousamus U onpedeneHus: NEKOPATHUBHBIA TEKCT, 0O0beMHas QuUry-
pa, TpyNIUpOBKa/pa3rpyninupoBKa rpaguueckux 0ObEKTOB, B3aUMHOE PACIIOJIOKe-
HUe rpaduueckux 00bEKTOB, 0OpaMIIEHHUE U 3aJIUBKa QUTYP
[{enp BBINOJHEHUS MPEIIOKEHHBIX 3alaHU HE MPOCTO HAPUCOBATH JOMHK
U CO371aTh OTKPBITKY, @ HAYUUThCA CO3/1aBaTh O0OBEMHBIE (PUTYPBI, COBMEIIATh UX
PacIioIoKEeHHE, 3a/1aBaTh TpaUIECKUM 00BEKTaM oOpamiIeHUE U 3aJIMBKY; CO3/1a-
BaTh HAAMKCH JJi TpadUKu, UCTIOIH30BATh aBTOPUTYPHI, COBMEIIATh TEKCT U Tpa-
buky u np.
Co3nanue 00beKkTa TEKCTOBOIO 3P dexTa
— Ha manenu nHCTpyMEHTOB Pucosanue MWEIKHUTE 3HAYOK [ anepesi mekcmogvix
aghgpexmos.

— B nuanoroBom oxHe [ anepesi mekcmogulx 3¢hghexmos BbIOEPUTE CTUIIb TEKCTO-
Boro 3¢ dekra n HaxxMuTe KHONKY «OK».
OO0BbexT TeKCcTOBOTO A dekTa OyAeT BCTaBICH B JOKYMEHT.

— JIBaK1bI IIEIIKHUTE OOBEKT, UTOOBI IEPEUTH B PEIKUM peOaKkmuposanus meKcma.
— 3aMeHHUTe CTaHJIaPTHBINA TEKCT 3(PPeKTa CBOUM.
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— YroObI BBINTH U3 PeKUMa pPEAAKTUPOBAHUS TeKCTa, HaxmuTe kiasuiry ESC.

ranepen TEKCTOELIX 3twpbexToB =|

BeIGEpHTE CTHAE TEKCTOEORD ahhekTa:

il | Fomwgrk  Fonlrk Gl |
Fontwo ™ AN
Rl P Sl S

Sonfyork asmoe gy Fontwork ;

(o8 I OTHMEHA | Crnpaska I

Pucynox 36 — OxHo BeIOOpa 3(pPeKkTOB TEKCTA

N3meHeHnne 00beKTa TEKCTOBOIO d(PphexTa
1. lllenkHuTe OOBEKT.
OTKpoeTcs maHellb UHCTPYMEHTOB 1excmosvie a¢hghexmui. Ecnm manensb
UHCTPYMEHTOB excmogvle 3¢ghghekmul HE BUHA, BEIOEPUTE MYHKT MEHIO Buo —
llanenu uncmpymenmos — Texcmogvie 3¢ghghexmul.
2. lllenkHUTE 3HAYOK HA TTAHEM HHCTPYMEHTOB Texcmosvie 3¢hghexmuoi.
JlocTynHBI ciaeayomue 3HaYKN (Ha3HAYCHUE KHOTIOK JTa€TCS TOCIIEA0BATEIb-

HO CJIeBa Ha IPaBo):
1. «l"anepest TekcTOBBIX A(PEKTOBY» — N00ABIIET OOBEKT TEKCTOBOTO 3P heK-
ta (Puc. 36).
«Dopma tekctoBoro rpdekray — uzmenser popmy (Puc. 37).
«TekcToBbIi AP PEKT ¢ OTMHAKOBOM BBICOTOM OYKBY» — U3MEHSET BBICOTY OYKB
«BrIipaBHHBaHUE TEKCTOBBIX 3()D(PEKTOBY» — BHIPABHUBAET TEKCT
«MeXCUMBOJILHBIN MHTEPBAJ JUTsl TEKCTOBOTO 3(PeKTa» — U3MEHSIET MEXK-
CUMBOJIbHBIC MHTEPBAJIbI U KEPHUHT.

Ohn W

TenctoBbie athperTtel * X

| % -Aa| =AY

- % x
dopHa TEKCTOBD = Mex3HAKOBBLIA =l
e = . b ]
: - =] — OYEHE MAOTHEIM
= L.a—] = & =] ey = Mo NeEoMyY KEpak
e = I
ALY [__j ] U = | lNoueHTpY ”
® HopManeHEIH
= -, = By 7 B =
PO = [onpasory Kparo LLIMpokmiA
i €3 O O = Mo WHpkrHe DUEHE WHpaKKA
g & . = MoNEz0EaTENECKHA. . .
£y B [':. .:‘j &) & i+ [lo WKpHHE C pACcTArHEaHHEM

FEpHHHN Nap CHMEONOE

Pucynok 37 — HazHaueHust KHOMOK 3(()EKTOB TeKCTa
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N3MeHATh CO3/JaHHBIN TEKCT MOYKHO MPU MOMOIIM nanenu 3D.

Mapamerpel 30D * X
B ECPPIY-F- (- -D-D-

HN3menenue Apyrux arpu0yToB TEKCTOBBIX 3(PPEeKTOB
1. HlenkHuTe 00BEKT TEKCTOBOrO 3(PPeKTa, YTOOBI BHIAETUTH €T0.
2. BeiOepute cBoiicTBa Ha MaHeIu MHCTPyMEHTOB (Ceoticmea puco8annozo 00vex-
ma. MO>XHO U3MEHUTb LIUPUHY CTPOK, LIBET JIMHUM, IBET U CTUJIb 3AJTUBKU U JIp.

KoHTpoJibHbIE BONIPOCHI

1. Kak BbIBECTM Ha SKpaH MaHeldb MHCTPYMEHTOB «PucoBaHue», IJIsl 4ero
OHa MPHUMEHSETCS?

2. Kak HapucoBaTh aBTOQUTYPY U U3MEHUTH €€ pa3Mep, TPaHUIly, 3aJTUBKY,
T€Hb, 00bEM U TIOBEPHYTH €€ U MEPEMECTUTD?

3. YUro Takoe TexcroBbie addextr? Kak nx ncmonp30BaTh?

4. Kak BctaButh pucyHok? Kak BeiOpats oO0TekaHue TeKCTom?

5. Kak u3MeHUTh MOPSAJIOK HAJIOKEeHUS TpauuecKux 0ObEKTOB JPyT Ha Apyra’?

JJABOPATOPHAS PABOTA Ne 6
Tema: Co3ganue orjiaBJIeHUSA

Llenv pabomwi: HAy4YUTHCS CO37aBaTh OTJIABJICHHE JOKYMEHTA B aBTOMATH-
YECKOM PEKHUME.
3aodanue: co3aaTh OTJIaBICHUE K TEKCTOBOMY JOKYMEHTY.
OCHOBHBIE TTOHSTHS, ONIPE/ICIICHUS, pacCMaTprUBaeMble Ha JaHHOM 3aHSITUU:
1. Cruib.
2. @opmaTtupoBaHuE.
3. Ornapienue.
TeopeTuxko-MeToaANYeCKas 4YaCTh
JIOKYyMEHT MOXET UMETh 3aroJ0BKU HECKOJIBKUX YPOBHEH: 3aroJ0BOK IEp-
BOT'0 YPOBH$, 3ar0JI0OBOK BTOPOTO YPOBHS U T. A. JlJisi cO31aHus OTJIaBieHUs JOKY -
MEHTa HEOOXOMMO BBITIOJIHUTH CJICIYIOIIHE IIIary.

Tnaea 1.
Thyrmcrl.1
Ihyrmcrl.2
IoprryexTl. 1
IoprryemTl.2
Ihyrmcrl.3
Ihaga 2.
JomycTtum, B TOKYMEHTE UMEIOTCA CIIENYIOIIUE SJIEMEHTHI:
Jlist co3nanust oriaBieHUs HEOOXOAMMO KaXIOMy 3JIEMEHTY yKa3aTh K Ka-
KOMY YPOBHIO OTJIABJICHUS OH MPUHAIIEKHUT. JJIsT 3TOro CIemayeT BbIICIUTh HYX-
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HBII y4YacCTOK TEKCTa, OTKPBITh MEHIO «Cmuiby Ha MaHEIU UHCTPYMEHTOB U BbI-
OpaTh HEOOXOAMMBINA YPOBEHb 3aTr0JI0BKa U3 CIHUCKA!

ErEH= ERSYCNR AT B- D @EH v #2EETQ @,
P Ed E Tirmes New Roman E 12 |Z| ¥ K 4 = = E. T és9E A-W-8 -
OTMEHMTb¢DpMETMpDEEHMEI =

Jaronosckl
3aronoeok 2

- 3aronoeock 3

o OCHOBHOW TeKCT

. JenonHnTensHo..

Pucynox 38 — Beibop ctusnis

OCHOBHOM 3aroJI0BOK 0003HaYaeTcs Kak «3aroJioBoK 1», Bce MOCISAYIOITHE
MMEIOT YOBIBAIOIIYIO BaKHOCTh. COOTBETCTBEHHO ['71aBa 1 MMeeT 3TOT THUIT CTHIIA,

nyHKTHI 1.1-1.3 umeroT Tin «3aroiaoBok 2», a noamyHkKTsl 1.2.1-1.2.2 — «3aromno-

BOK 3». Kaxxnprii Tun umeer cBoil ctuib popmaTupoBanus. [t ©3MEHEHUS CTHIIS

OTKpOIiiTe ITyHKT MeHIO Popmam— Cmuiu

Iafmuu,a Cepenc OkHo Cnpaeka

DopmaTposaHre No ysondadnm Cirl+ M

:Eﬂ CumMEDNBL..

CEN A6sau...

{ E_:E Mapkepel n HymMEpaLKA...
CrpaHuua...
Perncrp
KonoHka...
Pazgenkl...

Crian
ApTozameHa
Npuenszka
OBTekanne

[ﬂ%- BeipaeHneanmne
Pacnonoxenne
OrpameHune

Cpynnupoeka
OBbekT
Bpeska/ObwexT...

HzobpameHne...

F11

Pucynox 39 — Beibop ctuns

=

CTinn 1 HopMaTHpoEaHME

@)= & © & x -

Bazoeem
JarocnoBoK

Co30aTh...

3aron
3aron
JaronoBeo
3aronosok 4

JaronoBok 5

3aronosok B

3aronoeok 7

Jaronoeok 8

3aronoeok 9

JameTKI

O BGpaTHeIA oTcTyn

O CcHOBHOW TEKCT

O CHOBHOW TEKCT C OTCTYNOM
OTeTynbl

MNepean cTpoka © oTcTynomM
Mognuce

MNpueeTcTENME

B

|AET|:| MATHYECKK

Pucynok 40 — I3menenuns ctus

B nosiBuBIIEMCSI MEHIO BBIOEPUTE JIEMEHT, /I KOTOPOT'O Bl XOTUTE HU3MeE-
HUTH (pOpMaTHpOBaHUE, HAKMUTE HA HEro MPaBOW KHOMKON W BbIOepuTe «H3Me-

HUmov»:

Jlanee cneyet HACTPOUTH CTUITH U (HOPMATUPOBAHUE 3aTr0JIOBKOB:
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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

47



«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

8

g9
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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.

50



CIIUCOK PEKOMEHJIYEMOM JUTEPATYPBI

OcHoBHas JuTEpaTypa
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2. Ocnogsl pabotsl B OpenOffice : [ArcTaHIIMOHHBIN Kypc CBOOOJAHOIO J0-
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http://www.intuit.ru/studies/courses/1098/171/info/
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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?
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Iepunoauyeckue U3TaHus
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http://dlib.eastview.com/browse/publication/18946/udb/1270.
2. Hudopmaruka B mkoae. URL:
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HHPUJIO)KEHUE b

3apanme 1. Co31aTh TEKCTOBBINA JOKYMEHT IO 00pa3Ily:
BekTopHbIle MeTOAbI IPUMEHSIIOTCH :
— s onucanua pa3nudHbIX wpugmos.
l.MacmrTadupyeMble W PHQTHI NO3BOIAIOT U3MEHATH Pa3MeEP
CUMBOJIOB B IIMPOKUX Mpeenax.
® B cucremax agmomamu3uposannozo npoeKmuposaHus
— KOTOpPHIE 0 TOO P a’K a0 T HAa DKPAaHE MOHUTOPOB YEPTEKU CIIOK-
HBIX TPEXMEPHBIX 0OBEKTOB,

— TMPEJOCTaBISIOT CPEeACTBA MAHMUNYJSANHHU HUMU.

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

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

r~@hBwhEw@) 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.

W ot Vezs)

Ilo3npaBinsiem ¢ cambIM

JTYYILIUM NPa3THUKOM —
Jnem 8 mapra!

Ot Bceit aymm, 63 MHOTOCITIOBBS, 4

Kenaem cuacThbst ¥ 310pOBbSL. _ _ _ _ _ -
W BynpTe Munoi u xpacusoi, | Baww iH
k E N | MydHcHUHbL
| W, xoHEYHO Ke, cuacTIuBOM!

55



YyeOHOE U31anue

Kononenko Tarbsina BuktopoBHa

[MTPUKIIAIHAS UTHOOPMATHUKA

Paznen
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OYHOH ¥ 3204HON hopM 00ydeHus

IToamucano B meyath 05.11.2018 1.
®dopmar 60x84/16. bymara tumorpadcekas. 'apaurypa «Taitmcy
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