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NHbopMaTrka Kak oblieobpasoBaTenibHas AMCUMNIMHA MPOYHO BOLWIa B
obpa3oBaTenbHble CTaHAAPTbl 6ONbLUNMHCTBA CrELManbHOCTEN BLICLUMX U CPEAHMX
y4yebHbIX 3aBeaeHu. Mo KoNMYecTBy CTYAEHTOB M YYaLLMXCS, U3YyYatoLLmMX
MHMOPMaTKKyY, 3Ta AMCUMNINHA SBNSIETCS OAHOM M3 CaMblX MOMY/ISIPHbIX.

HecMoTps Ha onpeaeneHHble OT/IMYNS coaepXaHms Y4ebHbIX nporpaMm no
NHGOPMATHKE, B 3TOM NOCOBME MOXHO BbIAEINTb HEKOTOPbIA MHBAPWUAHT, N3Y4YaeMbIN
BCEMU KaTeropmamu yyawmxcs. NMpeanaraembii yuebHas nocobusi no MHopMaTuke
ABNSIETCS MOMbITKOM peanu3aummn yKa3aHHOro nHBapuaHTa. Ero MoXXHO ncnonb3oBaTh
KaK OCHOBY Kypca Ans 60MbLUMHCTBA CrieumanibHOCTEN BbICLUMX U CPeAHUX YYEOHbIX
3aBefeHuin. YuebHasa nocobus SBNsSieTCs He NPOCTO COOPHUKOM TEOPETUYECKNX
CBEAEHWUN, HO 1 NnaTgopMon Ans popMUPOBaHNS HaBbIKOB 1 YMeHWU (TabopaTopHbIe
paboTbl), NPOBEPKM 3HAHMK (TECTOBAsS CUCTEMA, KOHTPOJIbHbIE BOMPOCHI).

Cpeau ocobeHHocTeln yyebHas Nocobusi MOXHO BbIAENWUTb CleaytoLlme:
(] AJI KQKA0T0 TEMATHYCCKOIro pasjciia COCTaBJICHBI KOHTPOJIBHBIC BOIIPOCHI;
(] BOIIPOCHI MOT'YT OBITH U3MEHEHBI IperoaaBaTCIICM;

° yqe6Ha$[ mocoous OPUECHTHPOBAH HA UCITIOJIB30BAHUC CTAHAAPTHOI'O MPOTpaMMHOTO
O6€CH€“I€HI/IH, KOTOPOC UMECTCA B OOJIBIIIMHCTBE yLIe6HBIX 3aBEJICHUI.
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HayvasbHble cBeieHHsI 0 TEKCTOBOM mnponeccope WORD

TekcroBeiii mpoueccop Word sBIsieTcss NOMYNSAPHBIM CPEACTBOM JUISL  PEJAKTHPOBAHUS
TEKCTOBBIX JOKYMEHTOB M BXOJHT B makeT Microsoft Office. OcnoBHble 3nemMenTsl okHa Word
NOKa3aHbl Ha pUCyHKe. Bun manenn QopmarupoBaHus W APYruX >JIEMEHTOB OKHA, HAJMYUE
rpaHuI 00IaCTH TEKCTa, 3HaKa KOHIA ad3ara ONpeeaIOTCsl CAMUM TI0JIb30BaTENIEM, a TIO3TOMY

MOTYT OBITh APYTUMH WIH OTCYTCTBOBATb.
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Tekct, coznaBaemslil B mpoueccope Word, Ha3bIBaeTCsl AOKYMEHTOM. J[OKyMEHTBI MOTYT OBITh
COXpaHEHBI B pa3au4HbIX hopMarax, 0JJHAKO, OCHOBHBIM siBiisieTcs Gopmar "Jlokyment Word", B
KOTOpOM HMeHHu ¢ailia aBTOMaTH4YeCcKu MpucBanmBaercsi paciupenue .doc. Word mosBoiser
BBITIOJHSATH CIOKHBIE BUJBI (HOPMAaTHPOBAHUS TEKCTOB, CO3/1aBaTh, BCTABIATh U PEIaKTUPOBATH
PUCYHKHU U TaOJUIIBI, 3alMUCHIBATh MaTeMaTU4YeCKre (HOpPMYJIIbl, TPOBEPITH Opdorpaduio TeKCTa,
BCTaBIIATh OTJIABJICHUS W BBHINIOJHATH MHOTHE JPYrHe JCUCTBUS 110 PEIaKTUPOBAHHIO
JTOKyMeHTOB. JlJis aBTOMAaTHW3aluu TMOBTOPSIOMUXCS omepannii Word HMeeT BCTPOCHHYIO
CHUCTEMY aBTOMATHUYECKOW 3alMCH MaKpOCOB, MPEACTABISIONIUX COOOM MporpaMmy Ha SI3bIKE

Word Basic.
Pe:xxnMbl 0TOOpaXkeHHsI JOKYMEHTOB

[lepexmtounTh peXUM OTOOpaKEHUS JOKYMEHTa MOXKHO uepe3 MeHio Buod. OCHOBHBIMU

peXUMaMH 0TOOpakeHus SIBIAOTCS Pazmemka cmpanuyvt 1 O0b1unblil.



Pexum pa3sMeTKH CTpaHUIBI TOKA3bIBAET JOKYMEHT B BUJE, COOTBETCTBYIOIEM HAIICYaTaHHOMY.
3nech 0003HAUAIOTCSl TPAHMIBI CTPAHUI], TOJS, CTAHOBATCA JIOCTYIIHBIMH HEKOTOpHIE
MHCTPYMEHTHI (hOpMaTHPOBAHUS, HEAOCTYIHBIE B JAPYrHMX peXumMax. Pazmerka - OCHOBHOM

pexxuM (hopMaTUPOBAHUSI TEKCTA.

B 00pryHOM pekuMe He mpeaycMaTpuBaeTcsl pa30MeHHs Ha CTPAHUIIbI, KOJOHTHTYIBI U IpyTue
3JIEMEHTBl O(QOPMIIEHHUS] TEKCTa, HE OTHOCALIMECS K IPEICTaBICHUIO JIOKYMEHTa B BHJE

INNEYaTHBIX CTpaHUII. 9TOT PEXUM MIPUMEHACTCA Ha PAaHHUX CTadHAX pa3pa60TKH AOKYMCHTA.

IMonyyenne noMouu (CNpaBKM)

OnHO M3 TJaBHBIX YMEHHUH Mojb30BaTess Ipu pabore B J100OM MpOrpaMMHOI cpene, B TOM
gucne B Word - yMeHHE CaMOCTOSITENIbHO HaXOAWUTh HEOOXOIUMYI0 HH(OpPMAIUo BO

BCTPOCHHOM cripaBouHOi cucteme. [lomyuuts momorns B Word MOKHO 1ByMst criocobamu:

e HaxaTh Knasuiy F1;

e oOpaTuThCs K MeHIO "?".

[Tpu sTom oTkpbeIBaeTcs okHO "CrpaBouHast cuctema Microsoft Word". B aTtom okHe mMeroTcst

Tpu Briajaku: "Conepxxanue", "[Ipenmernsiii ykazarens' u "[louck".

Ha Bxnaake "Copepxanue" CrHpaBOYHBIE CBEICHUS CrPYNIUPOBAHBI 10 pas3jenaMm Io
uepapxuueckoMy npuHnumy. Ecnu pazgen o0o3HAaueH KHUTOM, B HEM COJIEp)KaTcsl Jpyrue
pazaensl U uHQOpPMAlMOHHBIE cTaThU. JIBOWMHON IIem4oK "pacKkpbiBaeT" KHUTY, TEMOHCTPUPYS
BJIO’KEHHBIE pa3ziesbl U ctaThu. CTaTbu 0003HAYEHBI 3HAKOM Bompoca. Eciiu BeIIEIUTH CTaThIo,
TO Ha OJHOW W3 KHOMOK OKHA MOSBUTCS Haamuch "BeiBecTu"; ecnmu BBLACIUTH pasfen - TO

Haanuch "OTKPHITH".

Ha Bknanke "IIpenmeTHslii ykazarenpb' MOXKHO BBIIOJHHUTB IMOMCK CIPAaBOYHON MH(pOpPMAIUU 110
KIIIOYEBBIM clioBaM. Bkitagka umeer 1Ba mosist: JJig BBOJAa oOpaslia M AJi BBIBOJA 3ar0JIOBKOB
crareil. [Ipu BBosie mepBbIX OyKB 00pa3lia BHIMOIHIETCS MPOKPYTKA COAEPKUMOT0 BTOPOTO IO,
3arojIOBKM B KOTOPOM pacroiokeHbl 1o andaBuTy. OOBIYHO MOCE BBOJA BCETO HECKOJIBKUX

OyKB, MOXHO MOMNAacTh Ha TpeOyeMblIii pa3ien.

Bxnanka "l[louck" nHTEpEecHa TeM, 4TO B HEM MOKHO BBOJHTH CJIOBA - 00pa3Ilhl B TIPOHU3BOJIHEHOM
MOpsIKe, B OTIAMYME OT MPEeAbLAyIIed BKIAJKH, TN IMOCIEI0BATEILHOCTH CIIOB B 0OpasIe

JOJDKHA COBIAaJaTh C 3arojOBKOM CTaThbd. BBOAMMBIE CIIOBa PasaCIA0OTCA HpO6CHaMI/I. I[J'ISI



ya00CTBa TOMCKAa MMEETCs JOMOIHUTENBHOE T0JIe, OTOOpaXKaolee CII0Ba, COOTBETCTBYIOIINE
BBEJICHHBIM CHMMBOJIaM. Yem Oosbie BBeeHO OyKB 00pasiia, TEM MEHbBILE CIIUCOK CJIOB B 3TOM

I1OJIC.

CraTtbu CIIPaBOK BBIBOAATCA B CTAHAAPTHBIX OKHAX, COACPIKAIINX KHOIIKU:

e "Pazgensl" — ni1 BO3Bparta B IJIaBHOE OKHO CITPABOYHOM CUCTEMBI;
e "Hazag" — nns Bo3Bpara B nmpeaplayliee OKHO;

o '"[lapamerpsl" — nI8 U3MEHEHUs BHJA OKHA CIPaBKHU, KOIMPOBaHUSA, I€4aTH

COAEP>KUMOTO U JIPYTUX OINEpPaLUi.

CrpaBounasi cuctema Word oprann3oBaHa Kak runeprekct. s nepexona Ha "poacTBeHHBIC"
CTaTbU IIOMOIIMX B OKHAaX CIPABOK HMMCHOTCA KHOIIKH. HpI/I HaBCACHWH YKa3aTCJid MBI Ha
TaKyl0 KHOIKY, OH IpEeBpallaeTcsi B M300pakeHUEe pyku. Takum o00pa3oMm, MPOABHUTASICH C
MOMOIIbI0 KHOMOK IO CTaThsiM M BO3BpAIllasCh Ha3aJl, MOXKHO IOJYYUTh HCUYEPIIBIBAIOIIYIO

CIIpaBKYy I10 KOHKpCTHOfI TEMC.

Crnenyer UMETh B BUIY, YTO OKHO CIIPAaBKH MOXET OCTaBaThCs MoBepx okHa Word, maxe eciu

nocieaHee akTUBHO. TakuMm 06paSOM, MOKHO BBOAUTDH TCKCT U YATATh CIIPABKY OJHOBPEMCHHO.

Bo muorux npunoxenusx Windows, uMmeercss cucreMa KOHTeKCTHOM momomm. Yaie Bcero,
3Ta CHCTEMa JEHCTBYET B JHAJOrOBBIX OKHAaX, COJEPKALIUX DJIEMEHTBI YIPABICHUSA: MOJI,
Guaxku, paguoKHONKU W Jpyrue. IIpu3HAakoM BO3MOXKHOCTH MCIOJb30BaHUS KOHTEKCTHOM
MMOMOIIHN ABJACTCA HAJIWYMUC KHOIIKM C BOIIPOCOM pPAIOM C KHOITKO# 3aKPBITHA OKHa. I[J'If[
NOJIy4EeHHUs] KPATKOM CIPaBKH 00 3JIEMEHTE YIPAaBJICHHUs CIEAYET IIEIKHYTh 110 BOIPOCY, MOCHIe
4ero ykasarelb W3 CTPEIKHU IPEBPALAETCSI B BONPOC, M IIEIKHYTH MM IO MHTEPECYIOILIEMY

00BEKTY.

CnpaBky 0 Ha3BaHUSAX HMHCTPyMEHTOB Word MOXHO TOJSy4WTh, HaBEIS yKa3aTeb MBIIIA Ha

COOTBETCTBYIOILYIO TUKTOTpamMMy.

OcHOBHbIE TIOHATHSI M MPaBUJIa co3aanus jokymenros \Word

A03al] — YacTh TEKCTa, 3aKaHYMBAIOMIAsICA 3HAKOM KOHIIA ab3ama . JTOT 3HAaK BUIEH, €CIM Ha
CTaH/JapTHOW TaHenu HakaTa kHomka "Hemeuataemble cumBombl". [lonsitue a63ama B Word
CYIIECTBEHHO OTIWYaeTcss oT ab3ama B Tekctax DOS, e cMMBOM 03HA4YaeT KOHEI] CTPOKH.

Konerr a63amia B Word xpanut B cebe MHOTHE HACTPOWKH, Ha3bIBaeMbIe CTHJIeM ab3ara, v, mpu



Haxatuu Enter, mepemaer 3ToT cTHib ciieayronieMy ad3aiy. Jlydre, ecinu npu peaakTHPOBAHUT
TekcTa KHonka "Hemeuataembie cuMBOIBI" OyAeT HaxaTa. B aToMm cimyyae BUAHBI 3HAKA KOHIA

a63ana, mpoOebl, TaOyIAIHUS, YTO TO3BOJIAET JIyUIlIe OPUEHTUPOBATHCS B CTPYKTYPE JOKYMEHTA.

IapameTpbl ¢opMaTHPOBAHUS — HACTPOMKH, ONpENEIAIONIe BU ad3ama: OTCTYI B MEPBOM
CTPOKE, MEeXKCTPOUYHBII MHTEpBaJ, BRIpaBHUBaHUE, U Apyrue. s ¢popmarupoBanus ad3ama He

0053aTeNbHO €ro BbIACIATh. JJOCTaTOUHO YCTaHOBUTH KYpCcOp BHYTpH ab3alia.

ITapamMeTpbl cTpaHNIBI — pa3MepPbl, KOTOPBIMU ONPEIEIIEHBI M10JIs, a TAK)KE BbICOTA U IIMPUHA

OJIHOM cTpaHuIbl JokymMeHTa Word.

Word npenoctaBnsier 6oJblIe BO3MOKHOCTH 0 CO3/IaHUIO0 TIOKYMEHTOB. [loaTomMy, ocHOBHOE
OTJINYME B TE€XHOJIOTMM IMOATOTOBKH JTOKYMEHTOB cpenctBamu Word (1o cpaBHEHHIO ¢ OoJiee
MPOCTBIMUA PEAAKTOPAMH) 3aKII0YAeTCS B HEOOXOIMMOCTH BHIOOpA IMOAXOMISIIUX CPEACTB U

MJIAHUPOBAHUS CBOMX JICUCTBUU.

[TpuHLIMIIBI, UCTIOTB3YyEMBIE NIPU pa3pabOTKE JOKYMEHTOB, 3aBUCAT OT THUIA JOKYMEHTa. MOXKHO

BBIACIIMTDL TPU THUIIA!

e JTOKYMCHTBI, IPCAHA3HAYCHHBIC IJId II€YaTW Ha NPHUHTCPC — CPCACTBA OIrpaHUYINBAIOTCA

BO3MOKHOCTSIMU IIPUHTEPA;
e DJIEKTPOHHBIE JOKYMEHTHl — OOBIYHO MEepeatoTCs 3aKa3unKy B Buje (aiina;

° Web'I[OKYMeHTBI — MpCAHA3HAUCHbI JJI Hy'6J'II/IKaI_II/II/I B KOMIIBIOTCPHBIX CCTIAX B

AJIEKTPOHHOM BHJIE.
Boigenum oO1iyie npuHIUIBL pa3pabOTKH TOKYMEHTOB JJI1 HAUMHAIOIIETO M0JIb30BaTENs.

1. TIpu nHaGope JOKyMEHTa C IMOCJEI0BaTEIbHBIM (CBEPXY-BHHU3) PACIOJIOKEHUEM a03alleB
npouie cHadaia HaOpaTh TEKCT, HE (opmarupys ero, a 3areM OT(OPMaTUPOBATH €ro
OTJIebHBIC YaCTHU MTyTEM BBIJICTICHUS U TPUMEHEHUS COOTBETCTBYIOIIUX HHCTPYMEHTOB.

2. JIns MOKYMEHTOB CO CIOXHOW CTPYKTYpOHM JYYIIUM CPEICTBOM (OpMaTHPOBAHUS
SIBIIAFOTCS  TAOJNHIBI. BHYTpH KaxJI0H SYCHKU TaOMUIBI MOTYT OBITh 3aJaHbl CBOHU
napaMmeTpsl (OpMaTUPOBAHHUS.

3. He crmegyer ucnonb30BaTh MpOOENbI A BHIPABHUBAHUS IJIEMEHTOB TEKCTA, MOCKOJIBKY
BeJIMUYMHA TIpoOeria 3aBUCUT OT THIA U pa3Mmepa mpudra.

4. He cnenyet ynanats HaOpaHHBIN TEKCT, €CJIM OH HEMPAaBWIBHO oTdopMaTupoBaH. Beerna

HMMEEeTCS BO3MOXKHOCTB €ro 0T(hOpMaTHPOBATh KaK HAJIO.



Pabora ¢ HeCKOJILKMMHU JOKYMEHTAMM

Word no3Bosser paboTath OJHOBPEMEHHO C HECKOJBKMMHU JOKyMeHTamu. Ecim, pabotas c
OJIHUM JJOKYMEHTOM, OTKPBITh APYTOH, MOCIECTHUI OyIeT MOMEIIeH B OTeIbHOe OKHO. PaboTy ¢
HECKOJIbKUMH JIOKYMEHTaMH OOBIYHO MPHUMEHSIIOT JJIi KOMIIOHOBKM Ha MX OCHOBE KaKOT0-TO
onHoro. CpencTBoM MepeHoca OTIEeNbHBIX YacTel JOKyMeHTa siBisieTcss Oydep obmena. [lns
MEPEKITIOUCHUS MEXIY JOKYMEHTaMH MOKHO HMCIOJIb30BaTh MEHIO OKHO, B KOTOPOM IOKa3aH
CIIUCOK UMEIOIINXCS JOKYMEHTOB. Eciui okoH HeMHOTO (2 - 3), To 151 OBICTPOTO MEPEKITIOUCHUS

MOYKHO KUCII0Nb30BaTh Kiasuu Ctrl+F6.

(I)OpMaTI)I COXpPaHECHUSA NOKYMCHTA

Kpome ocnoBHoro d¢opmara "Jlokyment Word" uacTto wuCHoOnb3yroTcs Apyrue Qopmarsl

COXpaHCHHS:

e "Tonbko TekcT" — A 3anucu B hopMaTe, COBMECTUMOM C peJakTOpoM BIIoKHOT;

e "Texkct DOS" — mna coBmectumoctu ¢ peaakropamu DOS (kogupoBka ASCII);

e Jlokyment Word 6.0/95" — nnst coBMecTUMOCTH cO crapbiMu BepcusiMu Word u ¢
WordPad;
e "Tekct B ¢opmare RTF" — yHuBepcanbhblii popmar aas oOMEHa TEKCTaMU MEXAY

npuioxkeHussMu Windows;

e "lokyment HTML" — nnst coxpanenus B Buae Web-cTpanuisl.

Crnenyer MOMHUTB, YTO MPH COXPAaHEHUU JIOKYMEHTa B YKa3aHHBIX (hopMaTax, 3a UCKIOYEHUEM
RTF, MHOrMe mapameTpsl GOpMaTHPOBAHUS TEKCTA MOTYT OBITh OTEPSHBI, 0COOEHHO JIsl TUIIOB

"Tompko TekcT" u "Texkct DOS".

@ KoHnTpoJibHBIE BONPOCHI
1. KakoBo Ha3Ha4eHHE TEKCTOBOTO mpoiieccopa Word?
2. KakoBbI OCHOBHBIE OCOOCHHOCTH U BO3MOXKHOCTH TEKCTOBOTO mporieccopa Word?

3. Uto Ha3BIBaeTCs TIOKYMEHTOM?



10.

11.
12.
13.

14.

15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.

KakoBbl OCHOBHBIE A5IeMEHTHI OKHa mporpammbl Word U KakoBO UMX (PYHKIIMOHAJIbHOE

Ha3HaueHue?
Kaxoit ¢hopmar coxpanenust GpaitioB siBISICTCS OCHOBHBIM?

Kakmne pacmupenus npucBauMBIOTCS HMeHaM (aiioB, coxpaHseMmbiX B Qopmare

"Tlokyment Word"?

KakoBbl OCHOBHBIE pEXXHUMBI 0TOOpaXkeHUs ToKkyMeHToB Word?

Kak MOXHO NEPEeKITIOYUTE PEKUM OTOOpaKEHUS TOKYMEHTOB?

UeM XxapakTepu3yeTcsi peXKUM pa3MeTKU CTpaHHLbl? OOBIYHBIN pexuM?

Korz[a HpeHHOHTHTeHBHeﬁ HCIIOJIB30BaTh PEXHUM PasMETKH CTpaHHI, a Korjga -—

OOBIYHBIIT?
Kak MOXHO moIy4uTh HOMOIIb B TEKCTOBOM Mporeccope Word?
Kaxk BBITTIAIUT OKHO CIIPABOYHOM CUCTEMBI?

Ilo kakoMy NpUHLHUIY CrPYIIIMPOBAaHbl CIPAaBOYHBIE CBEICHUS Ha BKIAJAKE

"Conepxxanue"?

C nomoupl0 KakoW BKJIQJKHW MOKHO BBIIIOJIHUThH IMOUCK CIIPAaBOYHOM HMH(OpMALUU IO

KJIOYEBBIM CJI0BaM?

KakoBbl Bo3mokHOCTH BKIaaku "[lonck"?

Kak opranuzoBana cnpaBouHas cuctema Word?

Jnist yero npepHa3HayeHa cucTeMa KOHTEKCTHOM momoru?

Kak Bocmosnb30BaThCsl KOHTEKCTHOM MOYKHO MTOMOILBIO?

Kak noxyuurs cripaBky 0 Ha3BaHUSIX UHCTpyMEeHTOB Word?

UYro takoe ab3an?

Kakue napamerpsl onpeaenstor napamerps! popmarupoBanus? [lapameTpsl cTpaHUIbI?
Kakue Tpu tuna nokymenToB Word MOXXHO BBLAECTUTH?

Kakne mpuHIHITBI HCTIOB3YIOTCS TIPU pa3paboTKe JOKYMEHTOB?
KaxoBbl 0cOOEHHOCTH pabOThI ¢ HECKOJIBKUMHU JTJoOKyMeHTaMu B Word?
KakoBrsl (hopmaThl coxpaHeHus ¢aiiyioB B TeKCTOBOM Iporieccope Word?

OcHoBHbIe IpueMbl (GOpMATHPOBAHMSA TEKCTA

q)OpMaTI/IPOBaHI/Ie TEKCTa BBIIOJHACTCA CPEACTBAMH MCHIO (I)OpMaT UM HUHCTPYMCHTaMU

nanenu @DopmarupoBanue. OCHOBHBIMH OOBEeKTaMH (OPMATHPOBAHMS SBISIOTCS ab3al u

mpudt. Jdns dopmatupoBanus mpudra HEOOXOAUMO IPEIBAPUTENBHO BBIIECIUTH HYXHYIO



00JacTh TEKCTa, a JJis ab3ara — JO0CTaTOYHO YCTAaHOBUTH KYpCOp Ha JIFOOYIO MO3HUIUMI0 BHYTPH

a03ara.

Brigesenue Tekcra

Brigenenue TekcTa siBIsieTCs 00s3aTeNIbHBIM JISHCTBUEM Tiepe] OOJIBITUHCTBOM OTEpaIliii 1o ero
dbopmaTrpoBaHuiO. BRIIETUTE TEKCT MOXKHO C IMOMOIIBI0 MAaHUTTYJIATOPA "MBIIIB", KIIaBHATYpPOI
WM UX KomMOuHauuen. J[ns BbIIEICHUS MOXHO HCIIOJIb30BaTh CBOOOJHYIO O0JIaCTh ClieBa OT
ab3ara, Ha3pIBAEMYIO 30HOM BblJeJeHHsA. DTy 00JacTh 00pa3yloT OTCTYIIBI CiieBa OT ab3ama u
neBoe moJie crpaHuibl. [Ipu momagaHuu B 30HY BBIJCICHUS YyKa3aTellb MBIIIN MPUOOpETaeT

dbopMy cTpenku, HalpaBJIEHHOM BIPaBO-BBEPX.

PaccmoTpuMm Hanbomee momyIsipHbIe CIIOCOObI BBIACTICHHUS TEKCTA:

e BbIJIEJICHUE CUMBOJIA: MPOTsHKKa Mblbio Wi SHIFT+cTpenka BripaBo;

e BBIJCJICHUE CIIOBA — MPOTSKKA WM JBOMHON MIETYOK MBIIIBIO 110 CIIOBY;

e BBIJCIICHUE CTPOKHU — IMISITYOK MBIIIBIO B 30HE BBIJCIICHUS IPOTUB CTPOKH;

e BBbIJENICHHE a03ama: JBOMHON HIEIYOK MBIIIU B 30HE BBIACICHUS WM TPONHOW IIEITYOK
BHYTpH a03aria Wi MpOTsHKKA MBIIIBIO B 30HE BBIICIICHUS;

e BBIJIEJICHHE TEKCTa OT MO3MIIMU Kypcopa 10 KoHIa fokymenTa — Shift+Ctrl+End,;

e BBIZCTICHHE TeKCTa mocTpanudHo — Shift+Page Down;

e BBIJICJIEHUE IPSIMOYTOJBbHOMN 001acTH CTpaHUIbl — Alt+HIpOTSKKaA MBILIBIO;

e BBIJICJICHHUC BCETO TCKCTA — TpOfIHOfI ICTY0K B 30HC BBIACIICHHUA WJIIHM BBIIIOJITHCHHUE MCHIO

[TpaBka/BoeiaenuTs Bee.

Bo3MOXXHBI Takke pa3iMuHbIE APYrHe CHOCOOBI BBIIEICHUS TEKCTa. ECIuM mpu MpoTsHKKe
MBIIIBI0 KOCHYTHCSI HMKHEW TpaHUIlbl paboueill 00J1acTU OKHA, TO aBTOMATUYECKH HAYMHAETCS
MPOKPYTKA TEKCTa BBEPX. AHAJIOTMYHBIA MPOIECC HAUMHAECTCS NPU KaCaHWU BEPXHEH I'PAHUIIbI
paboueii 06acTu. ITU MPOLECCHl MOTYT OBITh OYEHBb OBICTPHIMHU, TAKUMH, YTO MOJIH30BATENh HE
yCIIeBaeT BOBPEMS UX OCTaHOBUTH. [103TOMY Ui BBIIENIECHUS YaCTH TEKCTa, 3aHUMArOIIe Ooee
OJIHOW DKPAaHHOW CTPaHUIBl JIydIlle WCIOJIb30BaTh KIABHATYPy (HampuMep, MOBTOpPEHHUE
Shift+Page Down c yrtouHeHueM B KoOHIIE oOsactu BwigeneHus: Shift+crpenka BHU3 H

Shift+cTpenka BrpaBo). Boob1e kinaBuatypa 6osee ynoOHa 1j1si TOUHOTO BBIJICIEHUS TEKCTA.



dopmaTpoBaHue ad3ana

®opmaTtupoBanue upudra

BBITTIOJIHACTCA

qyepes

MeHO  @opmam/Ao3ay.

9TtoT

BHU]I

dbopmaTupoBanuss npumeHsercs Haubosiee yacto. OKHO Al HACTPOMKHM MapaMeTpoB ab3ara

NIOKa3aHO Ha PUCYHKE.
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[Tone co cniuckoM "BeipaBHHBaHKE" 337a€T CIIOCOO BhIpaBHUBAHUS ab3alia: mo JIEBOMY Kparo, Io

HEHTPY, MO MpaBoMy Kpaw, mo mupuHe. OObIUHO Ha TaHeNu (GOpPMATHUPOBAHUS JUIS ITUX

HACTPOCK BBIBOAATCS YETBIPC KHOIIKU 6I)ICTpOFO A0CTYIIA.

ITons "Oteryn cieBa" u "OTcTyn cripaBa” 3a1at0T HHTEpBAJl MEX/Y JIEBOM U IIPaBOM I'paHULIAMU

3.6321]_[21 " COOTBCTCTBYIOIIIUMU I'PAHUITAMUA o0JracTu TekcTa. DTH OTCTYIIbI MOKHO TAKXK€ 3a1aTb

HWXHHUMHU MCTKaMH Ha FOpI/ISOHTaJII)HOfI JIMHEHKE.

[Tone co cnuckom "IlepBast cTpoka" 3amaeT OTCTYH cjieBa B IEpBOM cTpoke ab3ana (KpacHas

CTpOKa). OTOT OTCTYIIT MOYKHO OTpPEryjiupoBaTb TaKXE C IMOMOLIbBIO BerHeI\/’I MCTKH Ha

TOPU30HTAIILHOM JIMHEWKE.

Jnis 3amanus uHTEepBasia Mexxay adzanamu ciyxat nois "Murtepsan nepen” u "Mutepsan mociue".

OTH HACTPONKH MMPUMEHSIOTCS IS YIIYUIIEHHUS] YATAEMOCTH TEKCTA.

WuTepBan Mexay CTpok ab3ama MOXKHO 33JaTh C MOMOIIbI0 monsd "MexaycTpounsiid”. Ilose

"3HaueHue" HUCTIOJIB3YCTCA IAJId TOYHOI'O 3alaHUA MCKAYCTPOUHOI'O MHTCPBAJIA, HAIIPUMED, HJIA

MMOATOHKHU TCKCTA MMOod pasMEp CTPaHULEI. HOHYCKaeTCSI 3a1aBaTb UHTCPBAJI B BUIC JI€C$ITI/I‘—IHOI71

Jpo0wu.



®opmaTupoBaHue mpudra

®dopmarupoBanue mpudTa BoImoaHsAETCs yepe3 MeHio Dopmam/Ilpugpm. Oxuo "Ilpugpm"”

umeeT Tpu BKIaaku: "Ilpugm"”, "Hnmepean", "Anumayun".

Ha Bkmagke "Ulpudt" wmoxnHOo 3amare Bug mpudTa (rapHUTYPY), €ro HauepTaHHe
(mosry:kupHBIii U npyrue), pazmep. Pasmep 3aiaercsi B MyHKTAX, SBISIONMXCS THIOTpadCKoi
eMHULIEH U3MepeHHs. 3/1eCh K€ PacIloyIOKEHb! (PIakKH, KOTOPBIMH MOXHO 3aJjaTh HUXKHUE U

BEpXHHE WHACKCHI, 3a4epKUBAaHUE, TEHb U APYTHe dP(PEKTHI.

Ha Bxmanke "HMHTepBan" MOXXHO 3a1aTh HWHTEpBal MEXay OykBaMu (YIUTOTHEHHBIM WIIH
pa3pekeHHBbI), cMelleHrne OyKB 10 BEpTUKAIM U KepHUHI. KepHHHIr - 3TO H3MEHEHHe

PACCTOSAHUA MCKAY 6yKBaMI/I B 3aBUCHUMOCTH OT UX HAUCPTAHHA.

Ha Bknagke "AHumanus" MOXKHO 337aTh MEpIIaHUE TEKCTa, MUTAIOIINKI (OH, OETyIIH KOHTYp U

Jpyrue aHuMaroHHbIe () (eKTh.

@®opMaTHPOBAHHUE CIUCKOB

CYHI@CTByeT ABa THUIIA CIIMCKOB: MAPpKUPOBAHHBIC 1 HYMCPOBAHHEIC.

° MapKHPOBaHHLIﬁ CIIMCOK - 3TO IIOCJICAOBATCIIBHOCTD 3638.I_IGB, B Ha4daJI€ KaXJa0ro n3

KOTOPBIX PACIIOJIOKEH MapKep.

° HYMepOBaHHLIﬁ CMUCOK OTIIMYACTCA OT MAapKUPOBAHHOI'O TEM, UTO BMECTO MapKeEpa

HCIIOJIB3YCTCA HOMED 3638.1_18..

I[J'IH OopraHu3aln 11000r0 THIIA CIIHCKOB CJICAYCT BBIACIIHUTDL I'PYIINTY a63aueB U ICJIKHYTH 110

3HAYKY CITMCKA Ha IMaHCJIN q)OpMaTI/IpOBaHI/IH.

Jns wusmeHenuss ¢opmbl Mapkepa wid d¢opMara HyMepanuM HEO0OXOIUMO OTKPBITH
COOTBETCTBYIOIYIO BKJIAJKy B OkHe "Cnncok" yepe3 meHo @opmam/Cnucox. OKHO UMEET TpU
Bkiaaku: "MapkupoBannblii”, "HymepoBauusbiii", "MuoroyposHeBblii". Ecmu TpeGyercs
WU3MEHUTh MapKep WIM HyMEpaluio, ciaeayeT HaxaTb KHOINKY "H3MeHUTs..." U B OTKpBIBIIEMCS
okHe "l3MeHeHuMe MapKHUpPOBAaHHOTO (HYMEpPOBAaHHOTO) CIHCKA" YCTAaHOBUTH TpeOyeMble

napamMeTphl. (DOpMy MapKepa MOKHO 3a/1aTb U3 JIFOOBIX JOCTYIIHBIX CUMBOJIOB.

[Ipu wHaxarum knaBumm Enter, cnexyrommii a63an aBTOMaTtudyecku odopmisieTcss Kak

MIPOJIOJDKEHHE CIIMCKA. J[J1st MpeKpaIeHus CucKa ciaeayeT HaKaTh KJIaBuIly Enter 1BaxcbI.



®opMaTHpPOBaHUE TAOJIMI

Tabnuupl SBIAIOTCS OCHOBHBIM CPEJICTBOM (hOPMATHPOBAHUSA JOKYMEHTOB CO CIIOXKHOMU
CTpyKTypoil. JlocTyn Kk co3naHuio U GOpMATHPOBAHHUIO TaOIMIl MOXKHO MOJIYYUTh YE€pPeE3 MEHIO
"Tabmuua". st BCTaBKU TaOJIHIBI CIEAYeT YCTAaHOBUTH KYpCOp Ha HOBYIO CTPOKY U BBITIOJIHUTh
komauny Taonuya//lo6asums maéauyy. B oxHe "BcraBka Tabmuiel" ciieqyer 3anaTh
KOJINYECTBO CTPOK M CTOJNIOLOB TaOnuibl. Ecau BKIIIOYEH NOKA3 HEleyaTaeMbIX CHMBOJIOB, TO B
KaX/10i suelike TaONMLbl M B KOHLE KaXIOW CTPOKM MOXHO YBUAETh MaJCHbKUI KPYXKOK,
03HAYAIOIIUI KOHEll sSTYelKH (cTpoku). Eciin 1imHa BBOAMMOIO B slUEHKY TEKCTA IPEBBIIIAET €€
HIMPUHY, TO KYypCOp IIE€PEBOJUTCS HA HOBYIO CTPOKY, a BBICOTa BCEX SYEEK CTPOKHU

YBCIIUYIUBACTCA. 3Hak KOHIIA SYSHKHU BCEraa PacCIIOJIOKEH B KOHIIC BBOAUMOI'O TCKCTA.

Suerikn Ta6J'II/IIII)I MOJKHO O6T)GIII/IH$ITI) KaK 10 ITOPpU30HTAJIM, TaK U IO BCPTUKAJIU. I[JI?I 9TOro

00BbeAMHsIEMbIE STYEHKU CIIEAYET BBIJCINUTD U BBINOIHUTE Tadauua/O0vedunums auenKu.

PaSMepLI OTACIIbHBIX  A4YCCK, CTPOK HJIH CTOJ'I6I_IOB MOXXHO HN3MCHUTL: BBIACINTD
COOTBGTCTBy}OHII/IfI OJICMCHT U NCPEMCCTUTL I'paHHIy MBIIIBIO. HpI/I OTOM YKa3saTcCJib OOJIKCH

UMeTh (hOpMy ABYHAIPABICHHON CTPEIKH.

Beienute cronben MOXKHO ILIENKHYB yKa3aTeleM MBIIIM IO BepxHeW rpaHuue cronabua. [Ipu
ATOM yKazaTelb JIOJDKEH MPUHATH (OPMY >KUPHOW CTPENKM, HAIpaBJIEHHOW BHM3. YKa3zaHHas

onepanuns MOXKET OBITE HECBBIINIOJIHMMA, €CJIU B Ta6J'II/IIIC UMCHOTCA 06”I)GI[I/IHGHHBI€ STYCHKH.

Ecnn BeigeneHa Bcs Tabiuia, TO ONEpalud BbIpaBHMBaHMS (HampuMep, IEHTPUPOBAHUSA)
OPUBOJAT K BBIPABHUBAHUIO TaOJIMIIBl OTHOCUTEIBHO CTpaHULBl. B mpoTuBHOM ciydae

BBIPABHHUBACTCA COACPKUMOC AUCCK Ta6J'II/II_[LI OTHOCHUTCIIbHO I'PAHUIT AYUCCK.

O6pamiienne siaeek Tabauibl GopmaTupyercs uepes meHo Popmam/I'panuysl u 3anueka... . B
okHe "I'paHuIbl U 3aJMBKA" MOXHO 3aJaTh TOJIIHWHY OOpaMJICHHUSI WU OTMEHHUTH €ro BOOOIIE.
MHorue u3 3THX Olepamnuii peanus3yoTcs KHOnKo# "I'panursl" Ha maHenu (HhopMaTHpPOBAHUS.

O6paMJ'I}ICMBIC STYEUKH JOIKHBI OBITH NpeaABapUTCIIbHO BbIACIICHEI.

Kosouku

OdopmiieHne TeKCTa B HECKOJIbKO KOJOHOK YyIy4IllaeT ero 4uTabelbHOCTh W YacTo
UCIIONIb3YETCSl B razerax W >KypHaiax. JlJis opraHu3aluy KOJIOHOK CII€AYyeT BbLIENTUTh 4acTb
TEKCTa WIM BeCb TEKCT M 00paTtuthcsi K MeHo @opmam/Konouku.... B oTKpbIBIIEMCS

JAUaJIOrOBOM OKHE€ Hazao BBI6paTB KOJIMYCCTBO KOJIOHOK M YKa34aTb HCO6XOZ[I/IMOCTB 3aaaHus



paznenurens. Eciu KOJOHKM OpraHu3yrOTCs IJIs 4acTH TEKCTa, TO 3Ta 4acTh OPOpMIIIETCS Kak
HOBBIA paszen, T.e. KaKk 00JIaCTh C OTIMYAIONIUMUCA OT OCTAIBHOTO TEKCTa MapaMeTpaMu

dopmaTupoBaHusl.

Ecnmu Tekct, odopmiisieMblii B HECKOJIBKO KOJOHOK HEBENUK 1Mo o0bemy, To Word MoxkeT
pacrpeneNuTh €ro 10 KOJOHKaM HepaBHOMepHO. /[l 0anaHCHpPOBKHM TEKCTa CIEAyeT
YCTaHOBHUTh KypCOp B TIO3HMIMIO pPa3pbiBa KOJOHKM W BBIIOJHUTH KOMaHII MCHIO

Bcmaexa/Pa3zpueie/Hogyo Ko10HKY.

Ecnu npu opranusanuu ABYXKOJOHOYHOTO pasjienia JAOMYIIEHa OIIMOKa, TO €ro cieayeT He
TOJIbKO IIpeo0pa30BaTh B OJHOKOJOHOUYHBIN, HO U YAAJIUTh 3HAKU Hayajla ¥ KOHLA pasjena. OTu
3HAKM MEIIAIOT JanbHeiiel paboTe ¢ pasznenaMu B JOKyMeHTe. ['paHuubl pasgena Jydiie

BUJIHBI, €CJIU U3 pexkrMa "Pa3meTka cTpaHullbl" NepeKIoIUThCs B pexxuM "OObI4HbIN".

[Tpouenypy ynaneHusl rpaHULl Pa3lelOB BO BCEM JOKYMEHTE MOXKHO aBTOMAaTH3UpOBaTh. J[is
storo obpatutech k MeHio Ilpasxka/3amena, B none "Urto:" uepe3 kHomnky "CneuuanbHbIi"
BcTaBbTe "PaspeiB pasgena" (mose "3aMeHUTH HA:" JODKHO OBITH ITYCTHIM) U HAXMHUTE KHOIIKY

"3ameHuTh Bce'.

Pa3znensnl

HekoTopsie Buabl (opMaTUpOBaHUs TEKCTa TPEOYIOT OpraHU3allMu CIEIUalbHON o0jacTu, B
KOTOpOW mapaMeTpsl popMaTHpOBaHUSI OyIyT OTIMYATHCS OT ApPYrux obnacteil. Dtu obnactu
Ha3bIBAIOTCS pa3aenamMu. Brie ObIT0 TOKa3aHO, YTO €CITH JOKYMEHT COJIEPKUT OJHOBPEMEHHO
OOBIYHBIM (OJTHOKOJIOHOYHBIM) TEKCT W JIBYXKOJOHOYHBIM, TO KaXIbIH M3 HUX JOJDKEH
COJlep’KaThCs B OTHENbHOM paznene. [Ipu odopMiIeHHH MHOTOKOIOHOYHOTO TEKCTa pas3iel

OpTraHHu3yCTCA aBTOMAaTUYCCKH.

Hpyroii cutyanuei, korja TpeOyeTcsl CO3/aHUE pa3fiena, SBISETCS NMPUMEHEHHE KHWKHOW U
QIb0OMHOM OpUEHTALMU CTPaHWIl BHYTPH OJHOTO JOKyMeHTa. Hampumep, B JOKYMEHT ¢
KHIOKHOM OpHeHTaluel cTpaHull TpeOyeTcs J00aBUTh CTPaHUIy C aJIbOOMHOW OpueHTalueH,

cojiepxaniyro tabnuity. B aTom ciydae He0OX0UMO BBITIOTHUTS:

e Bcmaska/Pa3puvie/Hoeutit pazoen co cnedyrouieii cmpanuybl;
e @aun/llapamempul cmpanuyvl/Pazmep oymazu/Opuenmayus — anbo6omnan;
e BCTaBUTH U OTPOPMATHPOBATH TAOJIUILY U TEKCT;

e Bcmaska/Pa3puvie/Hoegwtit pazoen co cnedyrwouwieil cmpanuybl;



o @ann/Tlapamemper cmpanuyvl/Pazmep oymazu/Opuenmayus — KHUICHAA,

@ KOHTpOJIbeIe BOIIPOCHI

1. C noMompl0 KaKHX CpEACTB TEKCTOBOro rmpoueccopa Word — BBINONHSAETCS

dbopmatupoBanue?

Kakne 00bEKTHI SBISIOTCS OCHOBHBIMU 00BEKTaMHU (OPMATUPOBAHUS?

Yo Takoe 30Ha BBIACICHUS?

KakoBbl Han0osee yacTo UCIOJIb3yeMble CLIOCOOBI BbIIEIEHUS TEKCTa?

Kak Beimonasiercs popmarupoBanue ad3ana? KakoBsl ero OCHOBHBIE BO3MOKHOCTH?
Kak BbinmosnHuTh (hopMaTupoBanue mpudra?

Kakue napamerps! mpudra MOXKHO 331aBaTh NpU GOPMATUPOBAHUU?

UYro Ha3bpIBaeTCA rapHUTYPO mpudTra?

© ©o N o 0o k~ N

B kakux enuHUIax 3anaercs pasmep mpudra?

10. Yro Takoe KepHUHT?

11. Kakue Buibl CIUCKOB MOKHO CO3/1aBaTh B IOKyMeHTe?

12. Kak opraHu3oBarh CIIUCOK?

13. Kak u3menuts popmat cnmcka?

14. C nomotibio Kakoro cpeacTsa GopMaTUpyeTcs JOKYMEHT CO CJI0KHOU CTPYKTYPOit?
15. Kak BcTaBUTH TaONHILy B JOKYMEHT?

16. KakoBbl BO3MOXHOCTH (hOpMaTHUPOBAHUS TAOIUIIBI?

17. Kax nu3aMeHuTh 0OpamieHue siueek Tabauipl?

18. Kakue THITBI CIIMCKOB MOYHO CO3/1aTh B JokyMeHTe Word?

19. Yto Takoe MapKupOBaHHBIN CIIUCOK?

20. Yem oTiiMyaeTcss HyMEpOBAHHBIM CIUCOK OT MapKUPOBAHHOTO?
21. Kak n3meHuTh hopMy Mapkepa wii popmat Hymeparum?

22. Kak MO’)XHO O()OPMHTB TEKCT B HECKOJIBKO KOJIOHOK?

23. B kakux ciny4asx B JOKyMeHTe 0pOopMIIsieTCcs HOBBIN pazen?
24. Kak MOXHO cOallaHCHPOBATh TEKCT B KOJIOHKAX?

25. Kak cieqyeTr moCTYNHTh, €CIIU MPH OPTAaHU3ALUH ABYXKOJIOHOYHOTO pasJiena JOMyIieHa

omuoOka?



26. Kak MOXHO yJaauTh TPAaHUIIBI Pa3esioB?
27. B kakux ciry4asx B JOKYMEHTE JOJKHBI OBITh O(OPMIICHBI pa3ieibl?

28. Kak MOXHO 100aBUTH CTpPaHHUIly C aJIbOOMHOW OpHUEHTAIMEH B JOKYMEHT C KHH)KHOM

OopHUeHTalKe cTpaHui?

Co3nanne pucyHKoB cpeacTtBamu nanean ""Pucosanne"

[Tanens "PucoBanue" BbI3bIBaeTCsl KHONKOM "PucoBanue" Ha OCHOBHOM MaHEIN MHCTPYMEHTOB.
[TpuHtunuansHass 0COOEHHOCTh PUCYHKOB, CO3/IJaBAEMbIX HHCTpYMEHTaMH naHenu "PucoBanue",
B OTJIMYHE OT PUCYHKOB B rpaduyeckoM penakrope Paint B ToM, 94TO 3TO BeKTOpHasi rpaduka.
Ee otiinume ot pacTpoBoii rpapMKu B TOM, UTO PUCYHKH XPaHATCA B IaMATH KOMIIbIOTEpA HE B
BUJIE OTJENIBHBIX TOYeK (MHKceNeil), a B BHJE MaTeMaTH4ecKux 3aBucumocTeil. [losTtomy
BEKTOPHbBIE PUCYHKH MacIITaOUPYIOTCS 0€3 UCKaXEHHs, MOTYT OBITh pa3zefieHbl Ha OTACNbHbIC

HC3aBUCHMBIC ACTAJIN U, 06I)I‘~IHO, Tpe6y10T MCHBUIC IaMATH JJIA XpaHCHUA, YEM PACTPOBBLIC.

PUIYPHED TEKCT \ [ Llger sammr  OBpem 1}
H fevctena > k (5 Asmqmrgpu N N[JOE 4l & Z-A-==58 i]l

Brifiop j THH J [ Teus
obBexTa CTpema Er%%nm
CeofopHoe Hpmoyrom}mx Hapmuce .

EpallieHH E Llger upudta HIIT LT PHXA
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O61mas MeTOIMKA CO3AAHUS PHCYHKA

OOmiass MeToAuKa CO3JaHUsl PHUCYHKa 3aKJIO4yaeTcs B IOATOTOBKE OTHAEIbHBIX 3JIEMEHTOB
pUCYHKa M B HX TOCIeAyrme coopke. PucoBanume sIeMEHTOB Jydille BBINOIHATH Ha

CBO6OI[HOM Y4aCTKE CTpaHUIBbI, IPUYEM MCJIKHUEC 3JICMCHTBLI - B YBCIIMUCHHOM Macmra0e.

[To mepe co3manus, AeTanu pUCyHKa HEOOXOJUMO IpynIupoBaTh B 6J10ku (KHomKa "JleiicTBus"),

a mepe cOOpKOM peryanpoBaTh pa3Mepbl OJIOKOB MPOTSKKOW 32 MapKephbl 00JIaCTH PUCYHKA.

JIroOble omepanuu IO HW3MEHEHHIO HUMEIIUXCsi OOBEKTOB (pa3MepoB, 3aJIMBKM M T.1.)
BBITMIOJHSIOTCS C TpEeABapUTENbHBIM BblEIeHHEM o0ObekTa. Eciu penakTupyemblii 3JIeMEHT
CTPYNIIUPOBAH C JIPYTUMH 3JIEMEHTaMH PUCYHKAa, TO 3TOT OJIOK CJeIyeT pa3rpyliIupoBaTh.
Broiienenne HECKOJNBKHUX HECTPYNIHMPOBAHHBIX JeTalel BBIMOJIHACTCS MIEIYKAMU MBIIIU TPH

Ha)kaTol kiauie Shift nian mpoOTSHKKOM MBIIIN C MOMOIIBIO HHCTpyMeHTa "Bribop oobekTa'.



3aimBKa AJ11 OOBEKTOB BEKTOPHOW TpadHK{ BBIMIONHSAETCS WHA4ye, 4eM I pacTpoBoil. B
penakrope Paint mpu 3anuBKe HE MMENO 3HAYCHMS, KAKMM HMHCTPYMEHTOM HApPHCOBaH OOBEKT:
BaXHO, 4YTOOBI 3aJMBacMbIi KOHTYp ObLT 3aMKHYT. J[isl 3aJMBKU OOBEKTOB, CO37aBACMBIX
CpeacTBaMu MaHeJN "PucoBanue", HEO0OXO0IUMO HCIOJIb30BATh WHCTPYMEHTBHI,
IpelyCMaTPUBAIOLINE ATy ONEPALUIO: MPSIMOYTOJIbHUK, OBaJl, MOJUINHUS U HEKOTOPbIE APYyTHUE.
3aMKHYTBII KOHTYp, CO3JaHHBIN OOBIYHON JIMHUEH, 3anuBaTbes He Oyner. C Apyroi CTOPOHBI,
Jlake HEe 3aMKHYTBII KOHTYp, CO3JaHHBIA MOJMIMHUEH, MOXKET OBITh 3aKpallleH HHCTPYMEHTOM
"3anuBka". Ilpu 3TOM rpaHuIa 3aJIMBKM HA HE 3aMKHYTOM Y4YacTKE MPOXOJMT IO JIMHUH,
00pa30BaHHON OTPE3KOM MPSAMOM, COSANHSIIONICH HAYaJbHYI0 U KOHEYHYIO TOUKH MOJUIMHUUU.

[Ipumep 3anuBKM 110OKa3aH HA PUCYHKE.

IIpumep pucoBanus 6J10K-cxXeMbl

[Ipennonoxum, uto TpedyeTcs cpeacTBamMu naHenu "PucoBanue" co3gaTh pUCyHOK OJOK-CXEMBIL,
M300pakaroieil aJropuTM My3bIPhKOBOM COPTUPOBKU MacCHBa. TE€XHOJIOTHS CO3/IaHUsI PUCYHKa

CJIeMYIONIas.

Ay en; |

s

1. Co3nark NpsSMOYTOJILHUK C HAAMHUChIO — uncmpymenm Haonuce.

2. 3anartb nmapamerpsl HaamucH (@opmam/Haonuce).

o Ileema u nunuu/3anuexa/lleem — "Het 3anuBku";



e Haonucwv/Ilpoceem/Cnu3y, Ceepxy, Cneea, Cnpasa — ne 6onee 0,05 cm.

3. YOparb OTCTYH clieBa Uil TEKCTa HAAMKMCU U 33]1aTh €ro LIEHTPUPOBAHUE.

4. BplIenuTh HAJAMUCH, IIEIKHYB IO €€ IpaHHule, TakK, 4TOObl Kypcop Hcue3 u3 o0iactu
TEKCTa HA/IIMKUCH, ¥ CKOTIUPOBATH e¢ B Oydep oOMeHa.

5. IllenkHyTh MBIIIBIO BHE HAAMUCH W BBIIOJIHUTH BCTAaBKY M3 Oydepa oOMeHa — MBI
MoJIy4uM Konuio Haanucu. Komuu neraneid MOXKHO TakKe MOJIydaTh MPOTSHXKKON MBIIIN
npu Hakatoi kiapwuiie Ctrl.

6. Jlnst BeIIENIeHHON KOMMU BHINOMHUTH /eiicmeus/H3menums asmoghuzypy/bnok-cxema/
3amenumsy ¢hopmy na peuienue 8 6a0k-cxeme. Ilocie 3TOro Mbl MOTYYUM HAIIUCH B
Bue Osioka "BerBieHue".

7. Bemmomuute nm. 5, 6 mus momydenus OnokoB "Hauano/Kowen", "3aronoBok mukia',
"Beon/BreiBox".

8. 3aroroBuTh cTpenkd (TOpPHU3OHTAIbHBIE W BEPTUKAIbHBIE): Cmpenka. YMEHBIIUTh

pasmep  CTpeJOK 70  MHUHUMainbHOTO:  Dopmam/Aemodpuzypa.../lleema u
aunuu/Pazmep... .

9. 3aroroBuTh HaAMHUCh Kak omucaHo B mm. 1 — 3 u yOparb ee oOpamiieHue:
Dopmam/Haonucv/Ileéema u nunuu/3anuexa/lleem — "Her nunauit". DTOT 37M€MEHT

HEoOXoauM sl moarnucei BbIxonoB Onoka "Bersnenme". Ecnm Takas 3arotoBka He
BUJHA Ha 3KpaHe, TO CleAyeT yCTaHOBUTH (praskok "I'paHuIel o0sacTu TekcTa' MEHIo
Cepesuc/Ilapamempor.

10. CxkonmpoBaTh HYXHOE KOJMYECTBO CO3JITAHHBIX AIEMEHTOB OJIOK-CXEMBI.

11. Y6pars ¢pnaxoxk "Ilpussska k cetke" uepes Jeicmeus/Cemka.

12. TlocnenoBarebHO MEpEeTALIUTh OJOKM Ha MECTO COOpPKH, OTPETyIMpOBaTh pa3Mephl,
BIIUCaTh TpeOyemble Haanucu. COeJMHUTE OJIOKU JIMHUSAMH U CTPEJIKaMHU.

13. BeienuTh Bce AeTani pUCyHKa HHCTPYMEHTOM "BriOop 00bekTa" (POTSIKKOM MBIIIN IO

JMaroHaIy MpsIMOYrOJIbHOM 00JIaCTH PUCYHKA) U BBINOJIHUTS Jeticmeus/I pynnuposams.

CKOHI/IpOBaTB PUCYHOK B HY’>KHOC MCCTO TCKCTA, 3a/IaB PCIKUM 00TeKaHUSI.

3ameuanue

B 6noxe "Pewenue" (6emenenue), cozoannom ¢ nomowpio uncmpymenma "Haonucw", ocmaemcs
mano mecma 05 3anucu ycaiosus. 11oamomy 015 OMUHHBIX YCA08ULl 25mom ON0K Jiyyule co30amb
u3 08yx snemenmosg: cmaumoapmuozo onoxa "Pewenue" u manoocennou Ha He2o Haonucu Oe3

06paMJZ€HMﬂ U 3a1ueKuU.



BcraBka u penakrtupoBanue uzoopaxkeHuii u3 gpaiiaos

BcraBka B TeKCT pucyHka u3 (aiiyia BBIOJHAECTCS KoMaHaou Bcemaeka/Pucynok/H3 ¢aitna. B

okHe ""/[obaeums pucynok'’ cienyer ykazath Gaiil 1 yCTAaHOBUTH PEKUM BCTaBKH:

e CBs3aTh C (hailyloM — caM PUCYHOK HE KOIUPYETCsl, HO Ha HETO JIeJIaeTCsl CChUIKA,;

e  BCTaBUTH (hailn — aiis BCTaBIseTCs B JOKYMEHT.

Word nomyckaer BCTaBKY PHUCYHKOB pasinudHbIX (opmaTtoB: wmf, jpeg, bmp, pcx, tiff, gif u
HEKOTOpPhIX  Apyrux. IHOrma BO3HHKAaeT HEOOXOAMMOCTh O0paOOTKM  pHCYHKa B

npodecCHOHATBLHOM IpaguuecKoM peaaKTope, a 3aTeM BCTaBKe ero B JoKyMeHT Word.

Hpyrum crnocoO0OM BCTaBKM PUCYHKOB SIBJISieTCsl BCTaBKa uepe3 Oydep obmena. I[lpu stom
MO>XHO BOCIIOJIb30BaThcsi MeHIO IIpaexa/Bcmasumo vnu Ilpaeka/Cneyuanvnan ecmagka. B

MOCJICAHEM ClIydac NOCTYIIHBI JOITOJHHUTCIbHBIC BAPHUAHTBI BCTABKU PUCYHKA.

B3aumHoe PaClmoJI0KEHHEe PUCYHKA U TEKCTA

PucyHok MoXkeT ObITh pacoioKeH MOBEPX TEKCTA, 32 TEKCTOM WUJIU ¢ o0TeKkaHueM TekcTa. Yaiue
BCEro, PUCYHKHU PaclojaralTcs B OJHOM U3 pexuMoB oOTekaHus. OnHaKo, MHOTAA TpedyeTcs
MOMECTUTh PUCYHOK 3a TEKCTOM, Hampumep, A 3afganus ¢oHa. V3MEHUTH B3auMHOE
pacrlojio’)KeHUEe PUCYHKA U TEKCTa MOXKHO uepe3 MeHio @opmam/Pucynok M ¢ TOMOIIBIO

uncrpymenra /leiicmeus/Ilopsaook. Vinorna tpeGyercs MpUMEHUTH 00a criocooa.

Padora ¢ purypusim Tekctom (WordArt)

CpencTBa ans co3iaHust (UTYpHOTo TEKCTa cojepkarcs B UHCTpyMmeHTe '"lobasumsb oovexm
WordArt". B HEKOTOpBIX BEpCHsIX TEKCTOBOTO mpoiieccopa Word 3TOT HHCTPYMEHT Ha3bIBaJICS
"®urypusiii Tekct". Hanbonee moyHblii HA00p MHCTPYMEHTOB I pabOThI ¢ GUTYPHBIM TEKCTOM
naet maHenb "WordArt", goctym K KOTOpOM BBITIONHsSETCS dYepe3 MeHwo Buo/llanenu

UHCMPYMEHMm08.

IIpumep. IloaroToBum meuaTh, MOKa3aHHYK Ha pucyHke. Jms sroro Ha manenn WordArt
cienyeT HaxaTh KHOTUKY "'/[obaeums oo6vexkm WordArt", a B oxue "Konnexuus WordArt"”

BBIOpaTh 00paserl CTUJIs, PaclooKEHHbIN B BepXHeil ieBoi siueiike n Haxath Ok.
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B oxne "H3zmenenue mexcma WordArt" 3anavite Tun mpudrta Arial, pazmep — 12, ynanure

I/IMeIOH_[I/II\/'ICH TEKCT W BIIMIOHUTE TPpHU 36331_132

AQO3T "Pora u xombITa"
bengep O.1.

JInuHag nedvartTshb

B nauane u B KoHIle mepBoro ad3ana go0aBbTe MO JABa mpodena. B Tperbem ab3aie OyKBbI

3aMuIInTe Yyepe3 npober, a MexX 1y cloBaMu caenaite Tpu npobdena. Haxmure Ok.

Ha nanenn WordArt menkuure no 3Hauky ""@opma WordArt"” w B OTKpBIBIICHCS TaOiuIle
BeiOeputTe popmy "Ilo knonke'. PacTsHuTe TONYyYEeHHBIH (UIYPHBIH TEKCT 10 TPeOyeMbIX
pa3MepoB M BBHINMOJIHUTE 3aJMBKY YEpHBIM I[BETOM. UepHbIe TOYKM Ha IEYaTH J00aBbTE

UHCTpYMEHTOM ""Ogan’’ ¢ 3aMUBKON U CTPYNIIUPYHTE C OCHOBHBIM PUCYHKOM.

@ KoHnTpoJbHbIE BONIPOCHI
1. Kak Be3Bath manens "Pucosanue"?

2. B uem orinume pHCYHKOB CO31aBaCMbIX HHCTPYMCHTaAMHM IIaHCIIA "PucoBanme" oT
3

PHUCYHKOB B rpauueckom penakrope Paint?

YeM oTiiMyaeTcsi BEKTOpHast rpauka OT pacTpOBOM?

Kak xpaHsTCsa B maMsTH KOMIIbIOTEPA BEKTOPHBIE PUCYHKU?
KaxoBa o0mast MeToarKa Co3/1aHus PUCYHKA?

Kak crpynnupoBarts nerany pucyHka?

KakoBbl 0cOOEHHOCTH pe1aKTHPOBAHUS PUCYHKA?

Kak BpImonHseTCs 3aMMBKa 00BEKTOB, CO3/IAHHBIX cpeAcTBaMu naHenu "PucoBanue"?

© © N o g o

Kaxk BcTaBUTH B TEKCT PUCYHOK M3 (haiina?

10. Pucynku xakux (opMaToB MOXHO BCTaBHUTH B TOKyMeHT Word?



11. Kak MoeT OBITh PacioJIOKeH PUCYHOK IO OTHOIIICHHUIO K TEKCTY B IOKYMEHTe?
12. Kak u3MeHHUTh B3aUMHOE PACIIOJIOXKEHHUE PUCYHKA U TeKCTa?
13. Kak mosy4uTh AOCTYH K CPEACTBAM JUISL CO3/1aHUs PUTYPHOTO TeKcTa?

14. KakoBa 001asi METOIMKa UCTIOJIBL30BaHUs (PUTYPHOTO TEKCTa?

Pabora ¢ Tadammamu

TaOmuiel  SIBJISIFOTCSIT  OCHOBHBIM  CPEICTBOM  (hOpMATUPOBAHHS JOKYMEHTOB CO CIIOXKHOMH
CTPYKTypoii. JlocTyn K co3maHuio M (OPMATUPOBAHUIO TAOIHII MOXKHO TIOJYYUThH Yepe3 MEHIO
"Tabmuna". Jlyig BCTaBKU TaONIUIBI ClIEAYeT YCTaHOBUTH KypCcOp Ha HOBYIO CTPOKY M BBIIIOJTHHUTD
koMaHny Taonuuya//looasumes madauyy. B oxkne "Bcmaseka mabauywul’ cienyer 3anathb
KOJIMYECTBO CTPOK M CTOJNOIOB Tabnwibl. Eciy BKIIFOYEH TOKa3 HeleyaTaeMbIX CHMBOJIOB, TO B
KOKIOW suelKe TaOJMIbl U B KOHIIE Ka)XJO0H CTPOKM MOXHO YBMJIETh MaJIEHBKUHU KPYXKOK,
O3HAYaIOIIMKA KOHEIl SYeWKH (CTpOoKM). 3HAK KOHIA SYEHKH BCETJla paclojIOKCH B KOHIIS

BBOJUMOI'O TCKCTA.

Slguerikn T8,6JH/IHI)I MOXHO O6”I)€IH/IH$ITI) KaK 10 rOpU30HTAJIU, TaK U 11O BCPTUKAJIU. I[JI?I 9TOTI0

o0BbeANHsIeMbIE STYCHKH CTIEAYET BBIJCIUTD U BHINONHUTE Tadauya/Ooveounums aueiKu.

]_HI/IpI/IHy OTACJIBbHBIX  AYECK, CTPOK WA CTOJ'I6IIOB MOXHO H3MCHHUTH. BBIJICIINTDH
COOTBGTCTBYIOHII/Iﬁ OJICMCHT U NCPEMECTUTH I'PaHUIY MBIIIBIO. HpI/I OTOM YKasaTcCJib AOJIKCH

UMeTh (hopMy JABYHAIPABICHHOM CTPEIIKH.

BoigenuTes cTon0en MOKHO IIEJNKHYB yKa3aTeleM MBIIIM [0 BepXHeW rpanuue cronodua. [lpu
3TOM YKazareslb JOJDKEH NMPHUHATH (GOopMy KUPHOW CTPENIKM, HalpaBlIeHHOW BHHM3. YKa3aHHas

onepanusa MOKET OBITh HCBBITNIOJIHUMA, €CJIN B Ta6J'II/ILIe HUMCIOTCA O6’BCI[I/IHCHHBIG STYCHKH.

Ecnun BeigeneHa Bcs Tabiuia, TO ONEpalyd BbIpaBHMBaHMS (HampuMep, LEHTPUPOBAHUSA)
OPUBOAAT K BBIPABHUBAHHMIO TaOJHMIIBI OTHOCHTENIBHO CTPAaHUIBL. B TpPOTHBHOM ciydae

BBIPABHHUBACTCA COACPIKUMOC AUCCK TaGHI/II_ILI OTHOCHUTCIILHO I'PAHUI] AYCCK.

Word mo3BosisieT BBITIONHATH MPOCTEHINME BhIUUCIACHUS B Tabmumax. s 3Toro HeoOxoammo
BBIICTIUTh SYEHKY, B KOTOPYIO JOJKEH OBITh TIOMEUIeH pe3yibTaT, U BBIIOJIHUTH
Taonuya/@opmyna... . B oxne "@opmyna'’ cnenyer 3amucartbh BbIpaXEHHE, KOTOPOE

n_n

HaA4YMWHACTCA CO 3HaKa U COJACPKHUT KOHCTAHTBI, CCBIJIKM Ha STYEHKH -ICTOYHUKHU JaHHBIX U

(GyHKIMY, CBA3aHHbIE 3HAKAMHU MaTeMaTH4ecKuX onepauuid. CChUIKM 3alUChIBalOTCA B opmarte



a7eKTpoHHBIX Tabymi: Al, D12 u T.4., rae OykBa 03Ha4aeT HOMEP CTOJOIA, a YHCIO — HOMEP
cTpoku. OYHKIIMU BCTABJISIIOTCSA B BBIPAKEHHE dYepe3 mosie co cnuckoM "BeraButh (yHkmmio:".
Crnenyer 3aMeTUTh, YTO MO CPABHEHHIO C TEKCTOBBIMH IPOIECCOPAMH DJICKTPOHHBIE TaOIHIIBI

SIBJIAIOTCS Oosiee y,I[O6HBIM HHCTPYMCHTOM JIs BBIIIOJTHEHUA BBIUMCIICHHH B Ta6J'II/IHaX.

Ha pucynke nokasaH npumep TabIHIbl, cofepskaei (hopMyIbl.

PeiiTuHr CTPaH - NOCTABIIHKOB YIIAKOBKH
T hmm— ()(:nmn JIuzepsl - SKCIOPTePhI Tipyrae
00BeM ($ nomn.) ;
ToBapa —— ($ mmn.)
($ mmn.) | ®unnangua | Cepmanna | Typuusa | Kurai

TInenka us - = o
s i 3,274 0,753 0,589 1.932
TIneHKa W3 NOMMMEPOB 2 e =
EVHITIOpHA 5,334 0,960 1,547 2,827
Menn TeKCTHbHbIE 7421 1.261 1,558 2,004 2,598
Tapa w3 bymary 49,323 13,813 9,371 2,446 23,693
Combra AMOMIHIEE AT 9,299 1.209 1.674 6,416
Tapa us fpeBeckHyl 0,360 0.108 0,040 0,212
BCEI'O: 75,011 15,13 13,895 5.551 2,004 | 37,678

Beruucnenus B ueTBepToi ssueiike MociaeIHero cToa01a TabIuIbl BBIOIHEHBI IO (hopmyse =B4-
SUM(C4:F4). [Ins siueek, pacnojoKEHHbIX 101 3TON S4eiKoH, B (hopMysie U3MEHSIOTCS HOMepa

cTpok. [ stueek mocnenneit crpoku popmyisl oguHakosl: =SUM(ABOVE).

3anuBKa siYeeKk ¥ M3MEHEHHUE TONIIMHBI 00paMIleHus BRIONHS0TCA uepe3 Dopmam/I panuyst u

3aluBKd... .

Wndpopmaninsg BHYTpH SUE€EK BBIPAaBHHUBAETCS 10 TOPU30HTANM Kak OObIUHBIN TekcT. Tak,
YUCJIOBbIE 3HAUEHHs] B PACCMOTPEHHOM TaOJyMIle BBIPOBHEHBI 1O IMPABOMY Kpalo € 3a/laHUuEeM

OTCTYIIAa OT I'paHUIIBI C TIOMOLIBIO HpaBOﬁ MCTKH Ha FOpH3OHT3.J'IBHOfI JIMHEHKE.

B Tabnumax BO3MOXXKHO BBIpaBHUBaHHE IO BepTUKaNH. [y 3TOM LenM UCHONb3yeTcs IMaHelb
"TaOGnuibl ¥ TpaHULIbl", B KOTOPOH, KPOME Pa3IMYHBIX CIIOCOOOB BHIPABHUBAHUS MO BEPTHKAIIH,
uMeeTcsi OOJbIIOoe KOJIMYECTBO APYTUX MHCTPYMEHTOB JUIsl pabOThl ¢ TabIUIlaMu, HampuMmep

"Jlactuxk" u "HapucoBatp Tabnuiry".



Ouenp vacto npu odopmieHnn Tabauil TpeOyeTcsi yMECTHTh B CTPOKE STYCHKH MaKCHMaIbHOE
KOJIMYECTBO CHMBOJIOB. Hampumep, 3T0 He0OX0IMMO, KOTJa 3aroJIOBOK CTOJIOIA CYIIECTBEHHO
JUTMHHEE WHPOpMAIH, coaepKaieics B ctonome. OauH U3 crmoco00B perIeHHs 3T MpoOIeMbl

— yMeHbIIIEHHE TToJicH stuetiku (uepes3 Tabruua/Ceoiicmea maonuust/Auenxa/Illapamempe....).

OO6b1yHO 10 ymomuanuto nonust pasHel 0,19 cMm. [Ipyrum cnocoOom SIBISETCS MCIOJIb30BAHUE

BEPTUKAJILHOW OPUEHTAILIMU TEKCTa B Aueiike uepe3 Popmam/Opuenmayus mekcmad.

C0311alme CJIOKHBIX TOKYMEHTOB IIPA IOMO I Taﬁ.]'[l/lll

Paccmotpum TexHosoruto paboTel ¢ TabauuamMu Ha npuMmepe (pparmMeHta KOMaHAHUPOBOYHOTO

YAOCTOBCPCHUS.
Liramn Tunoeaa & opma ME 2§
MPEANPHAT A, WHREEHAZHHA KOMAHAHWPOBOYHOE ¥ AOCTOBEPEHHE

Bes gaHo
GEEINIA, IR 10T CTED, LONKIDO b

KOMIHA MPpO EGHHOMY B
POLETH 1I3HA e 1A

Cpok koMaHAHPOEKH AHer no 19 r.

JeHCTEMTENEHT NG NP2 bAENSHAK N3CNIpTa M2
CEp.

OHOEIHHE  NPHERE (PAcNopAXeHME]
or " " 14 r. N2

Q‘_IEEKTDE

HauaneHwk

1. Onpenenuts B 00pa3iie JOKyMEHTa MO TMOPSIKY CBEPXY BHHU3 OJHY WA HECKOJBKO
CMEXHBIX CTPOK, COJAEPXKALIUX OJUHAKOBOE KOJMYECTBO HAANMUCEH U Moyied JUIsl BBOAA
MHGOPMALIMU U BBIOJIHUTH BCTABKY TaOJIMIIBI C COOTBETCTBYIOIIMM KOJUYECTBOM CTPOK
U CTOJIOIIOB.

2. OrdopmarupoBaTh MHUPUHY CTOJIONOB TAaONMHMIBI W BIHCAaTh B KIETKH TpeOyeMbie
HAJMKCH.

3. BcraButh nmycroii ab3ari nocne TabIUIbL.

4. TlponomxuTh BbIMonHeHHe mm. 1 — 3 10 KoHHa JOKyMeHTa - oOpasua. Ilpum sToMm
HEOOXOUMO CJEUTh 3a MIMPUHONW CTOJOIOB BCTABISEMBIX TAaOJIMII, TOCKOJIbKY MHOTHE
IPaHULbI TOJKHBI COBMNA/IaTh C TPAHUIIAMU SYEEK B BEPXHUX TaOIMIIAX.

5. VYjaanuth BCTaBKH IMyCThIX a03aleB — JOKYMEHT OYyZeT BHIIIIAIETh KaK eIUHOE 11eTI0e.

6. IIpocmotperh JOKYMEHT B pexxuMe IIPEIBAPUTEIBHOTO IIPOCMOTpa
(Daiin/Ilpeosapumenvrulit npocmMomp) N CPAaBHUTH €r0 C OPUTHHATIOM. B 3TOM pexxnme

Y6HpaI-OTC$I BCC HEIIECYAaTACMbIC CUMBOJIbI U T'PaHUIIbI 001aCTH TEKCTA.



7. OKOHYaTeNIbHO OTpPEAAKTHUPOBATh JOKYMEHT, YCTpaHUB OIIMOKM M 3aJaB TpeOyemble
oOpamiienus. Ha moka3aHHOM BBIIIE PUCYHKE BCE TOPH3OHTANBHBIC JIMHUU SIBISIFOTCS

pe3yJbTaTOM YaCTHYHOTO OOpaMIICHHS STYCEK TAOIHUIIBI.

Ha PUCYHKC IMOKAa3aH BUJ JOKYMCHTA IOCJIC BBIIIOJIHCHUSA II. 4c I'paHullaMU STYCCK Ta6HI/IL[ u Cco

CIIy’>K€OHBIMH CUMBOJIAMH.

WrarnT
NPeAnNpUATHA, ¥ YREHLRHMA=

Tunoean dopma-Me- 2559)=
KOMAHOWNP OBOYHOE-YOOCTOBEFPEHME:=- 11

1l

#

BrigaHo= L
% P EAMUAKHA, MMA M 0TI ECTED, A0THHOCTET ]

H KOMASHOWPOE AHHOM Y- B3 | il
£ NYHETEI'H3ZHaYe HHMA = £

=
| # | CROK KOMaHLWPOEKH | # OHER no%l # | 19%| W | . |

‘ w ‘ OefcTEMTENEHO N0 NP EALABNEHHH NACN0PTA"
cep.s

=
| = | CICHOESHWE! NPWUKAZ (PAacno paxse HHe )= | i |

- [orel = [ - [iod = [rne]o - "

AuperTops
B Hauvane Huks: B s

@ KoHnTpoJbHbIE BONIPOCHI

J171st 4ero UCToNb3yITCS TAOIHIIBI B TOKYMEHTaxX ?

Kak BcTaBuTh TabNUIly B TOKYMEHT?

Kax monyunts 10cTyn K co3gaHuio U GopMaTUPOBAHHIO TaOIHII?
Kak M0kHO 00BEIMHUTEL SYEHKH TaOJIHIIBI?

Omnuiure CrocoObl BEIAEICHUS 00HEKTOB TA0THIIBI?

KakoBbl 0COOEHHOCTH Omepaliiy BbIpaBHUBAHUS B TaOnuie?

ITo xakuM mpaBuIIaM 3aMUCBHIBAIOTCS (POPMYJIBI B SUEHKU TaOIUIIBI?

Kaxk 3amuchIBarOTCSl CCHUTKHM HA SIMEUKHU M BCTABISIOTCS QYHKIIUU B PopMyiry?
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KakoBa Texnonorus CO3aHUs CIIOXKHBIX JOKYMCHTOB IIPpHU ITOMOIIU TaGJ’II/ILI?

Cpez(cnaa aBTOMaTH3alluH CO3TaHMA TOKYMECHTOB

ITouck u 3ameHa

[Touck u 3aMeHa (QparMEeHTOB TEKCTa BBINONHIIOTCS uepe3 MeHio IIpaseka/Haiimu... vnu

Ilpaska/3amenums.... B oboux crmydasx OTKpbiBaeTcsi okHO ""Haiimu u 3amenums” ¢ Tpems


http://bsu.edu.ru:8801/projects/inf/word/images/word04_03.gif
http://bsu.edu.ru:8801/projects/inf/word/images/word04_03.gif

Bkinagkamu: "Haimu", "3amenums’’, u "lepeiumu’. [locnenuss BKIagKka UCIONb3YETCA IS
OBICTPOrO Tepexoja B yKa3aHHOE MECTO JOKyMeHTa. Hamboree 4acTo MCIONb3yeTcsl BKIAAKa

"Samenums".

3amMeHa TO3BOJSIET ABTOMATHM3MPOBATH MPOLECC PEIAKTUPOBAHUS JOKYMEHTa, Hampumep,
yAaJIeHus] HeHYXHbIX 1po0enoB. [y aToro cienyer B noje "Uro:" BcTaBUTh JBa mpodena, a B
nosie "3amenums na:" — oguH mpoOen, U Haxath ""3amenums eéce'. B criennaibHOM OKHE
OyzeT cooOIIeH0, CKOJIBKO CACNIaHO 3aMeH. Eciii KomuecTBO 3aMeH OO0JIbIIe HYJIs, TO TTOBTOPHO

Haxatb ""3amenums ¢ce’ u T.1.

Opranusanus nepeHoca cJjioB

ABTOMaTHYECKUN IIepeHoC CJIOB B ab3anax BBIIIOJHSETCSL  4Yepe3 MEHIO
Cepeuc/A3vik/Paccmanoska nepenocog. B OTKpHIBIIEMCS OKHE CJIEIyeT YCTaHOBHUTH (HIIaXKOK
"Aemomamuueckasa paccmanoéka neperocos'’ u, MpU HEOOXOIUMOCTHU, OTPETYIUPOBATH

IMHUPUHY 30HBI IEPEHOCA CJIOB.

BcraBka HOMEPOB CTPaHUI[

Jliss BCTaBKM HOMEPOB CTPAHUI] CIIEAYET BHINONHUTH: Bcmaexka/Homepa cmpanuy v B OKHE
"Homepa cmpanuy' oOTperynupoBarh IoJIo)keHHe HomepoB. Homepa aBromaTtnuecku
MOMEIIAI0TCS B 00JIaCTH KOJIOHTHUTYJIOB, PAcllOJIOKEHHBIE B BEPXHEH U HIDKHEH 4acTsIX CTpaHMIL.
BbicoTa 065aCTH KOJOHTHUTYJIOB JOJDKHA OBITH JIOCTaTOYHOM i pasmenieHus HomepoB. Ilo

YMOJIYaHHIO OHA paBHa 1,25 cm.

BcraBka orsiaBjieHusi

OraBjieHHe — 3TO CIIMCOK TTOMEUYEHHBIX 3JIEMEHTOB JOKyMEHTa (Yallle BCEro - 3arojIOBKOB)
BMECTE C HOMEpaMH CTpPaHHMI[, Ha KOTOPBIX OHHM pacrnojoxeHsl. Hamboiee mpoctoil crmocob

CO3aHUA 3ar0JIOBKOB — UCIIOJIb30BAHUEC BCTPOCHHBIX CTHJIEH.

IHopsinok co3ganust OrJiaBJIeHUA

1. Brigenute 3aronoBok.

2. B mnone "Cmuns" nanenn "®@opmamuposanue’’ BpiOepuTe CTUIbL 3arojoBka. boiee

MUpOKU Habop popmaroB jaet oOpaiieHne Kk MeHo @opmam/Cmuns.
3. ToBtopure nm. 1, 2 Ans Ipyrux 3arojIOBKOB, BKIIOYAEMBIX B OTJIABJICHUE.

4. TlomecTtuTe Kypcop B TO MECTO JOKYMEHTA, I7ie HE0OX0AUMO BCTaBUTh OTJIaBJICHHE.



O6parutech K MeHIO Bcmaska/Oznasnenue u ykazameau ¥ OTKPOUTE BKIAJKY

"Oznaenenue" .

Bri6epute dhopmat ornapienus, ycranoBute diaxok "Ilokazame nomepa cmpanuy' u

Haxmure "'OK".

Ecmu AOKYMCEHT PEAAKTHPOBAJICA IIOCIIC CO3AaHMA OIJIaBJICHUA, TO HOMEpa CTpaHWIl B HEM MOI'YT

HE COBIAJaTh C NeHCTBUTENBbHBIME. OraBlieHne He0OX0aMMO OOHOBUTE. [|JIst 3TOTO €ro clneayeT

BBIJICJINTH M HAXaTh KiaBuiry F9.

BcraBka ykazaresei

Yka3zateab — 3TO CIIMCOK MOHITUHM U ONPENEICHUM CO CChIIKAMHU Ha CTPaHULbI, HA KOTOPBIX

OTH IOHATHUA BCTPCHANOTCA. COS,I[aHI/Ie YKazaTeisl BBIIIOJIHACTCA B JIBa 3Talla: I/I,ZLCHTI/I(bI/IKaI_II/ISI

QJIEMCHTA TCKCTA, BKIIFOYAaCMOI'O B YKa3aTCJlb, U c6op1<a BCCX OTMCUYCHHBIX 3JICMCHTOB.

1. Unentuduxaims >neMeHTa yKazares:

BBIJICJIUTH CIIOBO HJIM COYETAHUE CIIOB;

BBINIOJIHUTH KOMaHy Becmaeka/Oznaenenue v ykazatenu;

packpbITh BKIAAKY "'Ykazamensy' B oxne ""Oz2naenenue u ykazamenu',
HaxaTh KHOTIKY ""Tlomemums...";

B OKkHEe '"Onpedenenue nemenma ykazamena' ycraHoButb MeTky '"Texywias

cmpanuya’'.
HaXaTb KHONKY "Ilomemums' — 1151 BKJIIOUYEHHS B yKa3aTellb TOJBKO BbIIAEIEHHOTO
neMeHTa Wiu KHOmKy ''Tlomemums 6ce”” — nnsi BKIIIOUEHHS B yKazaTelb BCEX

9JICMCHTOB B JOKYMCHTC, COBIIAJAIOINUX C BBIACICHHBIM U 3aKPBITh OKHO,

2. COopka ykazaTens:

YCTAaHOBUTHL KYpPCOp B IIO3UIIUIO Ha4dajla YKa3aTeysd OHpCHeHeHI/Iﬁ (CCJ'II/I YKa3aTelib

JIOTIOJTHAETCS, TO YCTAHOBUTH KYpCOp B pa3jieN yKazarTens);
BBINIOJIHUTh KOMaHAy Becmaexka/Oznasnenue v ykazarenu;
Ha BKiajgke ""Ykazamens' naxate kHonky ""Ilomemums...",

B mosie "OCHOBHOU 3JIeMEHT" BBECTH TEKCT OTMEUYEHHOTO Ha dTare HIACHTU(UKAINH

aJIeMeHTa (MOXHO CKOITMPOBATh €ro uepe3 Oydep ooMeHa);

3aKpBITh OKHO ""Onpedenenue snemenma ykazamena';



e Haxarh knaBumry F9 mis oOHOBIEHUS TOKyMEHTA.

3ameuanue. lIpu ucnonvzoseanuu uncmpymenma "llokas neneuamaemvix cumeonos"” e mecmax

onpeoeieHus dneMenmos ykasamesi 0yo0ym euoHbl KOObl HOJELL.

@ KouTtpoJsbHbie Bonpochl

Kax BBITIOJIHSIOTCS TTpaBKa U 3aMeHa TekcTa?

Kak 3aymaTe aBTOMaTH4YECKH MIEPEHOC CJIOB B ab3arie?

Kak M0xHO BcTaBUTh HOMEpa cTpaHul] B 1oKymMeHT Word?
Uto Ha3bIBaEcTCS OrJIaBICHUEM JOKYMEHTA?

Kak co3nmaTe ornasienue?

UYro Ha3piBaeTCs yKazaTenem B Jokymente Word?

Kaxkue sTansl BKiItouaeT B ce0si co3gaHue yka3aress?

Kak BrITIONHAETCS I/I,Z[eHTI/I(bI/IKaI_II/IH QJICMCHTA YKaSaTeJ'ISI?
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Kak ocymecTBisiercst coopka ykazaresns?

BceraBka 00bexTOB

TexcroBelii mpoueccop Word HMeeT HECKOIBKO BCTPOEHHBIX IPOrpamMM, PpPean3yIOIINX
pasinyHble OOBEKTHI B CO3/1aBaeMOM JOKyMeHTe. JloCTyn K HHM OCYIIECTBISETCS 4Yepe3
Bcmaexka/O6vekm... . PaccMoTpuM 1Ba HanboJsiee NOMyIsIpHbIX U3 HUX: IOCTPOUTEND JUarpamm

U penaktop hopmyi.

IHocTpoenue nuarpamm

Jl1g mocTpoeHust tuarpamm Menonb3yercs npuioxkenue ""{uazpamma Microsoft Graph'.



Bbipyyka oT npogaxu Toeapa (Tbic. pyo.)

Maii |Irons | Hwab |ABryer |Cenrsiops | Cymma
bearopox [105,0 210,0 425,0 225,5 1954 | 1160,9
Boponex | 33,4 71,2 138,6 783 69,7 391,2
Kypcr 10,8 33,4 25,9 24,3 94,4
HTOI'O: |(138,4 | 292 | 597 |329,7 | 2894 | 1646,5

1. Boigenute B Tabnuie s4eilku, JaHHbIE B KOTOPBIX HCIIOJIB3YIOTCA MJISl MOCTPOCHHS
muarpammbl. Collep>)KMMOE BEPXHEW CTPOKM W JIEBOTO CTOJOIA BBIICICHHOW 00JIACTH
MCIIOJIB3YETCS 11l HAJIMCEH K 3aC€YKaM Ha OCSIX KOOpPAMHAT.

2. Uepes meHwo Bcmaexka/Oovexkm.../Co30anue B cnucke "Tun ob6vekma' BbuIOpath
"uazpamma Microsoft Graph', nocne yero OynyT BbIBEJCHBI TabIuIa ¢ JAaHHBIMU U
JarpaMmma.

3. 3amarp Haamucu B TAONMUIE: HAANMKHCH W3 TEPBOM CTPOKU TMOSBUBIICHCS TaOIHITBI
UCIIONB3YIOTCS UIS Pa3METKH TOPH30HTAJIBHOW OCH, a W3 MEepPBOTrO CTONOIma — IS
JiereH/ibl. JlereHaa — 3To MOSICHSIONINI PUCYHOK CIIpaBa OT JUarpammbl.

4. Ortpenaktupyite nuarpammy. s 3TOro Hajo MIEIKHYTh MPABOM KHOMKOW MBIIIH T10
peIaKTUPYEMOMY AJIEMEHTY JUarpaMMbl — MOSBUTCS MEHIO JIJIsl €r0 PEAaKTUPOBAHUSI.

5. 3aBepmmure pabory c "Microsoft Graph", mienkHyB MBIIIBIO B OCHOBHOM OKHE BHE
JTarpamMmBbl.

6. Ilepemecture nuarpamMmy B Hy’)KHOE MECTO JIOKyMEHTA U OTPETYJIHPYHTE €€ pa3MepHl.

Ipumep

[TocTtponm nuarpamMmy, WUTFOCTPHPYIONIYIO TUHAMHUKY BBIpYYKH (CM. TaOi. Bemme). st aToro
BbIJIeIUM B Tabnune uHrepsai A2:F5 u 3arpysum "Microsoft Graph". O6paTute BHUMaHKE, 4TO
B 9TOT JMAaNa3oH BOILIM CTPOKA C HA3BaHUSIMM MECSIIEB M CTOJIOEI ¢ Ha3BaHUSAMH ropoj1oB. OHU

WCITOJTB3YIOTCS JUTSI HAIMMMCEH Ha TOPU30HTAILHON OCH U B JIETCHJIE.

Ecnu tpeOyercst pegakTUpOBaHUE TUarpaMMbl, CIeqyeT IIEIKHYTh BHYTPH JUarpaMMbl MpaBoi
KHONKOW MBI U BbIOpaTh MyHKT MeHio "[lapamerpsl aumarpammbl’. OTKpOETCS OKHO
"ITapameTpsl auarpammsbl"’, depe3 KOTOPOE MOXHO BBIIOJHUTH OOJBIIMHCTBO HCIPABICHHM.
Hanpumep, ans 3aganus Haanuceil Ha TOPU3OHTAIBLHOW OCH HEO0XOUMO HEOOXOAUMO OTKPBITh
BKJIaaKy "Ocu" 1 yctaHoBuTh (uaxok "Ock X (kareropuu)" u meTky "ABToMaTtnueckas". Ecnu

TpeOyeTcst CMEHUTh TUI JUarpaMMBbl, TO CIIEAyeT BHIOpaTh MyHKT MeHio "Tum auarpammsr'.



Jns 3agaHusa BEpTUKAJIBHOW OPUEHTAIIMU HAJIMKCEW MOJ OChI0 X, IICJKHEM MPAaBOM KHOIKOM
MBILIH IO JIF00OW U3 Haamuceil, BeioepeM MeHIo "dopmar ocu'" u Ha Bkiazake "BripaBHuBaHue"

3a7aJUM BEPTUKAIBHYIO OPHEHTALIHIO.

Ecnu ipu aktuBHOM 00BeKTe "Microsoft Graph" oO6patuthcs k MeHto Jannsie/Paowvt oopazyrom

cmoaouwl , 70 10 ocu X OYIyT OTKJIAIBIBATHCS JAHHBIC U3 CTOJIOIOB TAOIHUIIBL.

Bcee ,I[CﬁCTBHH M0 pEAAKTUPOBAHUIO AWarpaMmMbl MOXKHO BBIIIOJITHUTHh YEPE3 IIaHCIb MCHIO,

KOTOpas Ha Bpems paboTthl "Microsoft Graph" 3ameHsieT 0CHOBHOE MEHIO.

3aKIIIOYNTEIIFHON CTaﬂHeﬁ PEAAKTUPOBAHUA JUarpaMMBbl SABJIACTCA U3MCHCHHE €€ pasMEpPOB U

YCTaHOBKA B HY’>KHOM MECTC CTpAaHUIIbI.

OHHAMHKA BbIPYYKH
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Pa6ora ¢ pegrakTopom popmy.a

Penakrop ¢opmyn "Microsoft Equation" siBisieTcst mporpaMMoii, KOTopasi ycTaHaBJIMBAeTCs MpU
MHCTAIUIMK penakropa Word mo »kenaHuio mojb3oBaTensd. Penakrop umeer 0onblioil Habop
MaTeMaTHYECKUX CHUMBOJIOB M IIO3BOJISIET M300pakaTh JOCTATOYHO CIOXHBIE (popmynsl. B
ornuuue or penaktopa TEX, B kortopoMm ¢Qopmyna cHayana KOAMpYeTCs, a 3aTeM
BOCIIPOM3BOAMTCS cllelualbHOW mporpammoii, "Microsoft Equation" mo3Bosisier BuUaeTh
dopmyny B mporecce ee 3anucu. [locne 3amucn GopMyssl ee pa3Mepbl MOTYT OBITh H3MEHEHBI

KaK y OOBIYHOTO PHCYHKA.

st 3anucu hopMyIibl HEOOXOMMO YCTaHOBUTH KYPCOP B HY)KHOE MECTO M OOPAaTUTHCS K MEHIO
Bcmaska/O6vexm/Microsoft Equation 3.0. Ilpu 5ToM JOKHBI TOSBHUTHCS paMKa JUisl BBOJAA
dbopMysIBI U TIaHETb peaakTopa (Gopmyll, comepxkarias JBa psna KHOMOK. BepxHuil psij; KHOTIOK
omnpelensieT NAJMTPY CHMBOJIOB, HUKHUM — NAJMTPY HMAaO0J0HOB. 3aBeplleHHE BBOJIA

(I)OpMYJ'ILI MOZKHO BBIITOJIHUTH IICJIYKOM MBIIIN BHE I1OJIS BBOJA.
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OO0ummii mopsiiok Hadopa GopmyJ1 3aKiIr0dacTcss B BEIOOpE TpeOyeMoro 3jeMeHTa Ha MMaHeln
penaktopa (GopMyn W €ro YTOYHCHHHM B TMOSBISIONIEMCS MEHIO. BmHChIBaHHWE OOBIYHBIX
CUMBOJIOB BBITIOJHSETCS C KIIaBHATYPHI B 0003Hauaemble moiist. [Ipu mepexojie OT OAHOTO Mo K
IpYroMy M TpU BBOJE HOBBIX TMOJEH HEOOXOAMMO CJIEIUTh 3a IMOJOXKEHHEM M BEIUYUHOU
Kypcopa. Hanpumep, kypcop 111 0ObIKHOBEHHOU ApoOu OoJibliie, YeM JAJisi €€ YMCIUTENS WU

3HaMeHaTes. TakuM CIocoOOM IOKa3bIBAETCS MECTO AJI1 BBOZa OUCPCAHOI0 CUMBOJIA.

BcraBka mnpoOenoB B (¢dopMmyngax HE MOXKET OBbITh BBINOJHEHA IPOCTHIM HaXKaTHEM
COOTBETCTBYIOILIEH KJIaBUIIM. Pa3muyaroT HECKOJBKO TUIOB IMPOOENIOB, KOTOPbIE HMEIOTCS B
nanutpe cuMBoioB. Eciu mpoOenbl MpuUXOoJUTCsl BCTaBISTh 4acTO, TO YAOOHO MOJIb30BaThCS

KOM6I/IHaIII/I$IMI/I KJIaBUIII, ITIOKa3aHHBIMH B Ta6J'II/IIIe.

Tun npodesna KnaBumm
Hynesoit npoben Shift+<IIpobem>
[TpoGen 1 mr. Ctrl+Alt+<IIpo6en>
Kopotkuit mpoben (1/6 wyacte
Ctrl+<IIpobem>
JUTKUHHOTO)
Cpenuuii  mpoben (1/3  yacte _
Ctrl+Shift+<IIpo6em>

JUTKUHHOTO)

BoipaBHuBanune ¢popmMyJibl MOXKET OTPeOOBATHCS, HAIPUMED, MTOCIIE U3MEHEHHSI €€ Pa3MEpPOB,
HECMOTpPS Ha TO, YTO B OOJILIIMHCTBE CIIy4aeB peJakTop (opMys caM BbIpaBHUBAET GopMyIy
OTHOCHUTEJIbHO CTPOKH, B KOTOpOW OHa 3amucaHa. J[is BelpaBHUBaHMS Bceil (HopMyIbl MU ee
4acTH HEeoOXOIMMO BbI3BaTh (OpMYJy Ha pEIAaKTUPOBAHHE JIBOMHBIM IIETYKOM MBIIIH,
BBIJIETIUTh BBIPABHUBAEMYIO YacTh U HY)KHOE KOJMYECTBO pa3 HakaTb KOMOHMHAIIMIO KJIABUILIU
Ctrl 1 ogHOM W3 KypCOpPHBIX KJIABHUII, B 3aBUCMMOCTH OT HampaBiieHUs BblpaBHUBaHUA. [Ipu

KaKZIOM HaXKaTu NpOUCXOIUT NCPEMCILICHUEC BBIZACJICHHOM 4acTH Ha 1 mHKcenb.



@ KoHTpo/bHBIE BONIPOCHI

1.
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Kak ocymecTBisiercs OOCTYII K BCTPOCHHBIM IIPOrpaMMaM, PEAIM3YIOLIUM pPA3IMYHbIC

00BEKTHI B CO3/ITaBAEMOM JIOKyMEHTE?

Kakoe npuioxeHne ucnonb3yercs 1 IOCTPOEHUsI 1uarpamm?

Kak BpIOpaTh MpHIIOKEHUE /11 TOCTPOCHUS Ararpamm?

Kak nmoctpouts nuarpammy?

Urto Takoe jereHaa B quarpamme’?

Kak 3anate Hagnucu Juist pa3MeTKA TOPU30OHTAIIBHON OCH U IS JIETEHIbI?
Kak orpenaktupoBath quarpamMmy?

KakoBbl BO3MOKHOCTH peaktopa popmyn?

Kak 3anucats popmyiny B JOKymMeHTE?

10. KakoB o0mmuii mopsiiok Habopa Gpopmyi?

11. Kak BcTaBuTh mipoden B hopmyny?

12. Kak BBINOTHUTH BhIpaBHUBAHKE (POPMYITBI?

Maxpocsl

MaKPOC — OTO IIporpaMma, Jgaromasg IO0Jb30BATCIHO BO3MOXHOCTE aBTOMATH3UPOBATH

BBITIOJITHCHHUEC YaCTO UCIIOJIb3YCMBbIX JenCcTBUI npu pa60Te C p€aakKToOpOM Word.

Hepe‘lI/ICHI/IM HEKOTOPBIC 3ala4U, B KOTOPBIX uenecoo6pa3H0 MMPUMCEHCHUC MAaKpPOCOB!:

KOIMMPOBAHUEC BBIACIICHHBIX TaAHHBIX U3 OJHOTO JOKYMCHTA B KOHCI APYTOTO,

nepe(bopMaTHpOBaHHe AKTUBHOTI'O JOKYMCHTA IJIsI IOATOHKU 11O Tpe6yeMHe napamMeTphbl

revaru;

onepanuu I10 Hp606pa30BaHI/IIO JAOKYMCHTOB, pa3pa60TaHHHX APYIruMHu pEaaKToOpamu,

HarpuMmep, TekctoB DOS;
orepanuu 1o GopMaTupoBaHHUIO TaOIHII,
COXpaHEeHHE PA3NUYHBIX HacTpoek Word 1 ObICTpoe MepeKIoueHe MEX, Ty HUMH;

BPEMEHHOE CO3/1aHue TpeOyeMbIX MaHelel HHCTPYMEHTOB.



OcHoBol JuIst 3amucu Makpoca siBisietcss s3plk WordBasic. [[mst co3maHus OTHOCHUTENBHO
IPOCTBIX MAaKpOCOB 3HAHHE O3TOTO sI3bIKa HEOOS3aTENIbHO: CIENyeT BBIIOJIHHUTH TpeOyemyro
IIOCJIEI0BATENBHOCTh JAEUCTBUM INPU BKIIOYEHHOM DPEXUME 3allUCH Makpoca. JTU JEHCTBUS

ABTOMAaTHYCCKHU 3allMChIBAIOTCA KaK IIporpamMmma Ha WordBasic.

[Tpu paboTe ¢ MaKpocaMH MOKHO BBIICIUTh TPH dTara:

1) moroToBKa K 3aMucu Makpoca;
2) 3amuCh U PeIaKTUPOBAHUE MAKpOCa;

3) ucroib30BaHUE MaKpOCa.

IToaroroBka K 3anmucu MaKpoca

1. TlotpenupoBarbcs B 6€30MIMOOYHOM BHITIOJHEHUH JIEHCTBUM, KOTOPbIE OyIyT 3amrcaHbl
B Makpoc.

2. Bwimenmuth yacTh TEKcTa, I 00paOOTKM KOTOPOW MpeaHa3HaueH Makpoc, IO Hadvaja
3aliCu — TOTJa OH OyAeT AeHCTBOBaTh Ha JIOOYIO BBIIEICHHYIO 4YacTh. Ecimu Tekct
BBIZICJIUTH BO BPEMsI 3aITUCH, TO MaKpOC OyJIeT ACHCTBOBATh TOJILKO Ha ATY YacTh.

3. Bemonuuts meHtwo Cepeuc/Maxkpoc/Hauamo 3anuce.... B none "Hma maxpoca:"
BIIMCaTh UMs Makpoca. B none "Maxkpoc oocmynen 0aa..."" yka3zaTb TeKylIui JOKYMEHT.

4. B o6nactu "Haznauume makpoc' naxats kHOTKY "Knasuwam" (B none "Haznauumeo
makpoc'’) — otkpoercss okHo "Hacmpoiika', B KOTOpoM TpeOyeTcsi HaXarb
KOMOHMHAIIMIO KJIABUII, BBI3BIBAIONIYI0 Makpoc. OOBIUHO 3Ta KOMOWHAIMS COCTOUT W3
coueTanus yaepxkuBaeMbix knaBuii Alt, Ctrl umm Shift u oqHOM U3 CHMBONBHBIX KJIABHIIL.
Crapaiitech n30eratb CTaHIApPTHBIX coueTaHui kiaBuil. [lojackaska o0 MCIOIB30BAHUN
Ha)XaTOW KOMOMHAIIMHU KaK CTaH/IaPTHOM MOSIBIISIETCS B HUKHEH YacTH OKHA.

5. B none "Coxpanums usmenenusn 6:'" yxazatb TEKyIIUNA TOKYMEHT, U MOCIEAOBATEIHHO
Haxxmute KHONKU ""Hasznauums' u ""3axpeims'. 1IpuzHakoM Hayaia 3allMCH Makpoca
ABJIIETCS 3aKphITHE BCEX OKOH, OTKPBITBIX udepe3 MeHio "'Cepeuc” u mnosiBieHue
HeOonbmoi nanenu ""3anuce” ¢ nBymst kHonkamu: "Ocmanosums 3anucev'’’ v "llayza’.
Kpome TOro, psmom c KypcopoM MBIIIM B TEKCTOBOM OKHE IMOSBUTCS KOHTYP

MarHuTo()OHHOM KacceThl.

3anuch ¥ peJaKTHPOBaAHHE MaKpPOCa
BrimonauTe HeoOXoaMMBIEe onepaui. B pexxuMme 3amnucu MaHUITYJISIUN MBIIIBIO B TI0JI€ TEKCTa
orpaHuyeHsl. [1oaToMy onepanuu 1o NEPEeMEILEHUI0 Kypcopa, BBIIEIECHUIO TEKCTa U HEKOTOPbIE

APYrue CIeaAyeT BBIMMOJIHATE C ITIOMOIIBIO KJIIaBUATYPHI.



3aBeplIeHNE 3aMCH MaKpOca BBIIIOJIHAETCS HakaTheM KHONKY "OCTaHOBUTH 3alliCh" HA NaHEN!

"3anuce". 1lpn 3ToM manens "3anuce’ ucuyesaer, a Kypcop MBIIIM MPUOOPETAET OOBIYHYIO

dopmy.

3anucaHHbIi MaKpOC MOXKHO pelakTupoBaTh Kak TekcT WordBasic. [[ns sToro obparturech k
MeHto Cepeuc/Makpoc/Makpoceil..., BbIOEpUTE UMsI MAKpOCca U HAKMUTE KHOTIKY ""M3menums .

3aBepiieHre peJakTUPOBAHUS BBIMOTHAETCS HaxaTueM Alt + <gedpuc> (munyc) wiun Ctrl+W.

Hcnoab3oBanue MaKpoca

Jns 3amycka Makpoca BBIIENIHTE (€CiIM HEOOXOAMMO) YacTh JOKyMEHTa, 00pabaThIBaeMylo

MaKpOCOM, U HAJKMHUTC YCTAHOBJICHHYIO JIS1 HETO KOM6I/IH8.I_II/IIO KJIaBHIII.

Hpyroii cioco6 3amycka — oOpaienue k MmeHo Cepsuc/Makpoc... ¢ TIOCIEIYIOIMNUM BEIOOpOM

MMEHHU MaKpoca 1 Ha)KaTueM KHOTKU "'Beinoinums "

@ KoHTpoJbHbBIE BOIIPOCHI

Uro Ha3pIBaeTCA MAaKpOCOM?

Jnst pemieHrs Kakux 3aj1ad 1es1ecoo0pa3Ho MpUMEHEHHEe MaKpOCOB?
Ha ocHoBe kakoro si3bIka 3ayuchIBa€TCsI MaKpoc?

Kak co3narorcs mpocTbie Makpochl?

CKOJIBKO 3TAIOB U KaKUX MOKHO BBIIEIUTh IPU paboTe ¢ Makpocamu?
Kak mpoxoauT moAroToBKa K 3amucu Makpoca?

Kak 3ammcars u 0TperakTupoBaTh MaKpoc?
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Kak 3amyctuths Makpoc?



