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1. Obwune cBepaeHNA 0 TEKCTOBOM npoueccope
MS Word

TekcToBsrit mpoueccop Microsoft Word siBistercs
MHOTO(YHKIIHOHAJIBbHBIM PEAAKTOPOM TEKCTOB, ITO3BOJISIOIIUM
CO3/1aBaTh JJOKYMEHTHI JIIDOOTO YPOBHS CJIOKHOCTH, M CHaOXKeH
OOJIBIIIUM HaOOPOM MHCTPYMEHTOB JIJISI UX PEIaKTUPOBAHUS U
o(OpMIICHHS.

Kpome HemocpeaCcTBEHHOr0 BBO/Ia U (pOopMaTHPOBAHUS TEKCTa
TEKCTOBBIN MPOIECCOpP MPEAOCTABISAET MOIb30BATEII0 BO3MOKHOCTh
CO3/1aBaTh TAOJUIIbI U TAOIUYHBIE (DOPMBI, OCYIIIECTBISATh BEPCTKY
TEKCTa B HECKOJIBKO KOJIOHOK, pUCOBAaTh, BHEJAPATH rpauuecKue
00BEKTBI, CO3/1aBaTh JOKYMEHTHI JJIs1 CEpUMHOM pAaCCHIJIKH, CO3/1aBaTh
BUPTYaJIbHBIEC JJOKYMEHTBI, COCTOAIINE U3 CChIJIOK Ha APYrue (pamibl.



Bce npunoxenus makera MS Office nmeror
00I1IyI0 padO4yI0 CpEeay, Ha3bIBAEMYIO
[10JIH30BATEJIbCKUM HHTEP(encom.

Hauunas ¢ Beinmycka 2007 rona, B IpUIOKEHUAX
nakera MS Office ncnonn3yercss 1€HTOYHBIN
naTepdeiic (Ribbon).

BMecCTO TpaMIIMOHHOIO MEHIO U ITaHEJIEN
MHCTPYMEHTOB MPEKHETO HHTEp(PEca Ternephb
pa3MeInaeTcs JeHTa ¢ BKIaJKaMH, Ha KOTOPBIX
PACIIOJIOKEHBI JIEMEHTHI YIIPaBICHUS OCHOBHBIX
KOMaH/I,



KHonka MaHenb BbicTporo Uma daina gokymeHTa u KHONKKW ynpaBneHua

Word Aocryna Ha3EaHWe NpUAoKeHuns OKHOM NpUNOXKEeHUA
Cpoka _, (w@9-02&1%) (Bocyarnt - Microsoft Word ) (lglﬂlﬁ‘
3arosioekKa Gain Tragras Boaska Pasmerra crpasmmgs Ceminem Paccwarm Peyncuposasme Bug E~Y 6
= . L T s B = | A Hasimw ~
JlenTa uj : Calibri (OcHo ~ 11 A A A =l oEmE OGO AsE6Berr, | Aas6Berr, AaBGB AaBGBs Aab = il
KOMaHA, Soamm o, | X X Y-dex X A-¥-A- E=== = &2 | | OSwuntsii | § Bes mre... 3ur [ |

Crian s | Pepaxtnposanmne

=

Eydep obuera Wpudr | AB3ay

Pabouyas
obnacte —>
OOKYMEeHTa
ad
2
o
CTpoka , v
COCTOAHMA - = PAS =
UHbopmauma o AoKymeHTe: MepeKknwyatenu KHonka «Bbibop
TeKyLaa CTpaHuLa, pexuma macwraba» n beryHok
KO/IMYECTBO CNOB B TEKCTE npocmoTpa YCTaHOBKM MacwTaba
AOKYMEHTa, Hannyune ownbok AOKyMeHTa oTO6paKkeHua

npaBonMUCcaHuA, A3bIK TEKCTaA AOKYMEHTa



JIeHTa KOMaH COCTOUT 13 BKJIAJA0K. Ha Kax 101 BKIagke
HaXOASATCA 3JIEMEHTBI YIIPABJICHUS: KHOIKH, CIIMCKH, (DIAKKH
U IIp., KOTOpbIe OOBEIMHEHBI B TPYIIIIHI.

r — -
W a9 '©_J, &= 1. Bknaaka
m fhasmas Bcrasxa PazmeTa crpanmus Coanem
. 2. lpynna KomaHAa
3 Ca Mo * 11 v
3. KHONKa KomaHAb! |
Bcrasure f X Y - abe X, X' =
Bydep obmena 1 4. KHONKa rpynnbi

| .V;_\...\,_Q-.‘_....‘.__..._N..l

Cb



I1Io yMOJITUaHHIO Ha JICHTE 0TOOPaXKarOTCSI BOCEMb ITIOCTOSHHBIX
BKJIQ{OK:

®aim, [ naBHast, BecraBka, Pasmerka crpanuiibl, CChUIKH,
Paccouiku, PeniensupoBanue, Bu.

IIpu 3amycKe NpuiIoKEHUS 110 YMOJYAHUIO OTKPBHIBAETCS
BKJIaaKa [ naenas.

Kaxxmas BKJIaJiKa CBsA3aHa C ONPEACIICHHBIMM BUIAMU JICHCTBUU.



Bxnanka ®aiii, B OTIMYKE OT OCTAJIbHBIX, OTOOpaKaeT MEHIO
KOMAaH]I 10 COXPAHEHUIO, OTKPBITHIO, CO3JAHUIO, [IEYaTH
TOKYMEHTA, €0 3aIl[ATE, HACTPOUKE IMapaMETPOB
npunoxkenns Word u npyrue

JTa BKJIaJIKa 3aMCHSET U JOMOJIHIST HOBBIMM KOMaHIaMH
meHro @aiin u CepBuc npunoxennit MS Word panaux
Bepcuit 2000-2003 u knonky Office B Bepcun 2007 roxa.



TnagHas Beraska PasMeTka CTpaHmnubl Ceninkm Paccsnku PeUgHINpOBaHIME Bna

i Coxpamnrs
Ceepenua: [lokymeHTl

B} coxparmrs xak
C\Users\Master\Desktop\[oxymentl .docx

£ Orpums
3akpuiTe
- - Pazpewenus
Bce MOryT oTKpLISaTh, KONKMPOBATh W MIMEHATL M1H00YI0 HaCTB STOTO AOKYMENTa,
\
3awwTurs
MNocnegqne AOKYMEHT *
e [ e
MoarotoenTs Kk 0Bwemy aocryny
Mevats @ Mepea pacnpocTparenmnen obulero A0<Tyna « sTomy dainy Heobxogumo
\

YUECTD, HTO OH COACPXUT:

COXPAHUTL ¥ OTNPAENTL Mowox #  CooiiCTBA AOKYMENTE ¥ MMR 3ETOPA
npobnem ~
Cnpaexa
[ Napamerpw Bepcuu
@ A Her npesbigywumx sepcuii storo daina.
\

£3 Buxos

Ynpagnexne
BEPCUAMMK ¥




IIoMUMO ITOCTOSAHHBIX CYILIECTBYIOT
KOHTEKCTHBIC BKJIAJAKH, KOTOPBIE HOSABIISIOTCS
ABTOMATHYECKH IIPU BBIACICHUHA HEKOTOPBIX

OOBEKTOB B JJOKYMEHTE

(HarpuMep, TaOIUIIbI, PUCYHKA, THATPAMMOBI).

KOHTEeKCTHbIe BKNAAKWU ANs
paboTtbl c Tabnnuen

rWJ H9-0 3 s entl [ ]

¢ Bogenmrs - % o {x - e R | A=

3] Orobpaswr AR s £ BH Pa ™ o 0 3:13'“_‘:“_ : S

% Ceoiicre s ol G . reseraaaeln |

CsefeHMA O NOCTaBKax TeNnesns3opos
Homep ksaprana Xabaposck Bnagusocrox Yecypmiick
1-4 xsapra/tl 140 55 25
_2-# keapTan |60 100_ 50
 3-W kBapTan 120 110 149
4-# kBaprtan 180 140 90
| Uvor sa rogn 500 405 205
43 -~
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(OCHOBHBIE 3JIEMEHTHI YIIPABJICHUS JICHTHI
KOMAaHJ. KHOIKH, CIIMCKH, CYCTYNKH, (PJIAKKH

(pmc).

— — —_— .h -h % HM‘TH b
=it [ EEREIAL O |
23¢ Jamenuts
‘m, vl [lle n
EE AW E (.&C —_ W Brgenuts
?A&au f:; Peaaxtosanue
|

| l
KHOMKa ¢ oTAeAbHOM  KHOMKa CO BCTPOEHHOM

KHOMKa KoMaHAab!
BbIPOBHATL NO WHUPUHE CTPenKkon [paHuub CTpenkou Bolgenutsb
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[Tpu vcoap30BaHUM CHMCKA HAJIO MIEIKHYTh 0 CTPEJIKE CIMCKA 1
BBIOpATh TPEOYEMBbIN MapamMeTp.
Hanpumep I'naBras / llpudt / pudt

-

@' = L IFeY @ |+ Kpuntorpadwyeckwe anroputiel. MeTogudeckne ykazadna [Toneko dteHue] [Pe

m [nagHaa EcTtaeka FazmeTka CTpaHULbI Coulnkm Pacceinkn FeueHIMpoOBEaHWe
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. ¢ Aharoni 7N 11an  TOpHbiM  paboTtam, MOCBA
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CYeTYHKM IIPUMEHSIOT 11 YCTAHOBKH YMCJIOBBIX 3HAYCHU N
rmapamMeTpoB. It "BMEHEHUS 3HAYEHHUS UCTIOJIb3YIOT KHOIIKH
cyeTurka BBepx (yBennuuBaeT 3Ha4yeHUE) 1 BHU3 (yMEHbIIAeT
3HAYECHMUE).

[IpuMep — CyeTUMKH JIJIs1 YCTAaHOBKH BEJIMYMHBI OTCTYIIOB a03a1ia
CJI€Ba U CIIpaBa, MHTEpBaJa A0 ¥ MOCJIe ad3ala Ha BKIIAJKE
Pa3zmeTka ctpanuibpl / Ad3all

aTcTyn lIHTEpBaN

*EE Cnegd: 0w i: Ao 0nr

1 F 4k

E::E Cnpaga: |0 o i: Mocne: 10 nT
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Dj1a’KKH UCTIOJB3YIOTCS ISl IPUMEHEHUS OJTHOTO HJIU
HECKOJIBKHUX IMapaMETPOB.
Hanpumep, Ha pucC. IIpeAcTaBiIeHbl (PIIaKKHA BKIAJIKH
Bun / Iloka3arts
1151 OTOOpaKeHUS BEPTUKAILHON U TOPU30HTAJIBHOM JIMHEEK,
JIMHUU CETKM 151 BBIpaBHHUBAHUS OOBEKTOB B JOKYMEHTE U
O0TOOpakeHHUs 00JIaCTH HaBUTaLIUHU.

| NMHerka

CeTEd

DBNacTe HAEW ALK IA

[NokazaTe



bonkiias 4acTh OKHA IPUIIOKEHUS OTBOAUTCS
o1 pado4yr0 00JIacTh caMoro JokyMeHTa. 11o
YMOITYaHHIO TP OTKPBITUU npuitoxkenus Word B
pabouel 00JIaCTH pacojaraeTcs IyCTou
OOKYMEHT, KOTOPBIM BBIIJISIAUT KaK OCJIbIMA JIUCT

Oymaru (puc)
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MuHH-TIaHeJIb HHCTPYMEHTOB OTOOpakaeTcs
IIPH BBIACIICHUH OJIOKA TEKCTA U CONCPIKUT
HEOOIBIIIONM HA0OP YaCTO UCHOIb3YEMBIX
MHCTPYMEHTOB (pOpMaTUpPOBAHUS CUMBOJIOB U
a03ara.

Obwwue sonpocsl

Llenbio KypfCatibrifc~ 14 ~ A" A" i¥ 2 hit no aucuunauHe «MeTtoabl U cpeacTea

3awmTel MHbopM XK £ 4 | ¥ - A - F DberteHue NpakTUMECKMX HABLIKOB pelleHUA
] ] !

3a/1au 3alWmTbl UHOOPMaLMK, BO3HUKaIOWMX Npu ee 06paboTke, XpaHeHWu 1 nepegave

NO OTKPbLITBIM KaHanam CBA3KM. B AaHHLIX METOAMYECKUX YKa3aHWAX NpuBeeHbl
3afiaHMA K Tpem nabopartopHbim paboram, NOCBAWEHHLIM KpunTorpadpuyeckum
MeToAam 3awmTbl MHGopmauuu. B HUX noagpoBHO ONUCaHbl aATOPUTM CUMMETPUYHOIO
wudposanma [OCT, OCHOBHbLIE aNropuTMbl TEOPUM YUCEN, WUCNONb3yemble B
kpuntorpaduun, anroput wudpoBaHUa C OTKPLITHIM KNo4om RSA.
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BenasiBaomas nmoacka3ska o Ha3sHaueHUuU
3JICMEHTA YIPaBICHUS OTOOpaKaeTCs, €CIIM Ha
3TOT JIEMEHT HABECTHU YKAa3aTeJb MBIIIHU U
HEHAJ0JIrO 3aJEpKaTh €r0.

-

@ A Po ;,.i] 5 Kpuntorpaduueckune anroputmel. Meroguueckue ykasanua [Tonexo yrenne] [Pe

m FhasHas Bcraska PazmeTka cTpanmusl Ceninkm Paccoinkm PeueHsupoBanue

i
St

v . - . | - — 4 — —_— *___ -=
Y Calibri (OcHo ~ 14 vl A Aa~ 3‘/ AR T, I = = ‘,‘:1 q
—
= 2 aby . == =E = P
B(TB'EHTb x K 'i é‘ X; X / A == = == = \) iis
| bydep obmeHa Vs Wpnor A63al

™ ®opmar no o6pasuy (Ctrl+Shift+C) SR (R R A

KonupoeaHue QOpMaTUPOBaHMA U3 0AHOI0 MECTa U NPUMEHEHUE ero

& ADYTOM. D6Lme Bonpocsbl

w
Asaxast WenKHWUTE 3TY KHONKY, 4TO6bl NPUMEHWUTL 0AHO U TO Xe 3aHATUM NO Aunc
= GOPMATHPOBAHME K HECKONBKMM HacTaAM 4OKYMEHTa,

npuobpereHune ng
hKaowmx npu ee of
NO OTKPbLITBIM KaHanam cBA3KW. B AaHHbIX meTtoay

0 Ans NOAYYEHMNA AONONHMTENDHDIX cseaenm'i HaxmuTe Knaswwy F1,
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2. PaboTta ¢ JOKymeHTamu
2.1. BBoa u pepakTupoBaHUe TeKCTa

Mpwu 3anycke npunoxenmna MS Word asTomaTtnyeckm
CO33€eTCA HOBbIN NYCTOM AOKYMEHT, B KOTOPbIN CPa3y
MOXHO BBOAMTb HYXKHbIN TEKCT.



[pu BBOAE U PeAaKTUPOBAHUM TEKCTA C KJaBUaATYpPbI
cnenyet NpuaepPKmMBaTbca onpeaeneHHbIX NpaBun.

* Knasuuwa Enter ncnonb3yeTcs TONbKO, YUTOObI 3aKOHYUTb TEKYLLINI U HauyaTb
HOBbI ab3all, HO He A4/19 NepexoAa Ha HOBYO CTPOKY.

[epexos Ha HOBYIO CTPOKY BbINOJIHAETCA aBTOMaTHUUYECKHN, KaK TO/bKO byaeT
3aMno/IHEHA TeKyLLLaa CTpoKa. A npuHyAMTENbHOTO Nepexoaa K HOBOM CTPOKe

6e3 0bpa3oBaHUA HOBOro ab3aua ncnosb3yeTtca KombuHauma knasuuw Shift +
Enter.

° I'Iepexop, Ha HOBYHO CTPaHWMLUY BbINMOMTHAETCA aBTOMATUYECKU, KaK TOJ/IbKO
6yp,eT 3dlMNOJ/IHEHA TEKYLLAA CTPaHULA.

Ana npuHydumenbHo20 nepexood K HO8OU CmpaHuye ucrnosb3yemcs
KombuHayus Knasuw Ctrl + Enter.



* MeKay cnoBamu B TEKCTE CTaBUTCS oAMH npoben.

Echun TpebyeTtca, 4utobbl BEAMYMHA KaKoro-nmbo npobena He
M3MEHAaCb NPM BbIpaBHMBAHMUM TEKCTA NO WUMPUHE UIN B MECTE
npobena ogHO CIOBO HE OTPbLIBAJ/IOCL OT APYroro Npu nepexoae
Ha HOBYIO CTPOKY, CNeAyeT BCTaBUTb HEpPa3pbIBHbIN npoben
KoMbuHauuen KnaBulLL

Ctrl + Shift + Mpoben

* Henb3a ncnonb3osaTtb Knasuuwy MNpoben Ansa nonyyeHms
OTCTYNa NepBoOn CTPOKM ab3aua («KpacHaa» CTPOKa) nau
BbIPaBHMBAHMA TEKCTA NO LUMPUHE CTPAHULbI.



* 3HaKu npennHaHunA (To4ka, 3anATan, TOYKa C 3aNATOW,
BOETO4YMNE, BONPOCUTENbHbIN U BOCKANLLATE/IbHbIN 3HAK)
neyaTaroTca CIMTHO CO C/IOBOM, 3a KOTOpbIM cneaytoT. Mocne
3HaKa npennHaHmnAa ctaBuTca npoben, 3a UCKAOYEHNEM
CNy4yaeB, Korga 3sTMM 3HaKOM 3aKaHuMBaeTcAa ab3au,.

e Jledwuc (-), KaK U NpU NUCbME, NeYaTaeTcs CANTHO C
npeawecTsyoLEen U NocieayioWwen 4YacTAMM CN0Ba,
Hanpumep, B C/I0BE YTO-1MbO.



e Jlna obpa3oBaHMA 3HaKa TUpe (— ) nocne cnoBa CTaBUTCA
npoben, 3atem geduc, 3aTem eLle npoben n NnpoaonHKaeTcs
BBO/, TEKCTA.

[Mocne BBOAA CAedyoWEro €/10Ba 3Hak Aedunca aBTOMaTUYECKM
npeobpasyeTtca B TUpeE.

e TeKcT BHYTPU CKODOK MM KaBblYeK nevyaTaeTca HepPa3pbIiBHO
OT HUX.

[Mocne 3aKpbiBaloLLLENCA CKOOKU UM KaBblUKK caeayeT 3HaK
npennHaHuAa uam npoben cornacHo NpuBeaeHHbIM BbiLLe
npaBuaam.



e [1nA yaaneHua cMMBONA, CTOSAILLLEro crpaBa OT TEKCTOBOro
Kypcopa, cneayeT HaxKaTb Ha KnaBmaTtype kKnasuwy Delete, a

ANA yoaneHna CUMBONA, CTOSAILLLErO CNeBa OT Kypcopa, —
Knasmuwy Back Space.

KombuHauma knasuuw Ctrl + Delete yoanseT TeKct oT Kypcopa
BNpaBo A0 banKkanwero npobena nnam 3Haka NnpennuHaHus.

Kombunauyma Ctrl + BackSpace yoanseTt TEKCT OT Kypcopa B/leBO
Ao banxKanwero npobena nam 3Haka NpennHaHuA.



Jlist macTpoiiku Word Ha yio0Hyr0 paboTy peKOMEHTyeTCs
BBITIOJIHUTh CJIEAYIOIIUE NEUCTBUS:

1. Bkimaaka Buo — guaxok Jluneuka,

2. Bxiagka Buo — Macuima6 — B1OpaTh BapuaHT [lo wupune
CMpPanuybl,;

3. PesxxuM oToOpakeHus JOKyMEHTa (B CTPOKE COCTOSIHUS ) —
Pazmemxa cmpanuywt,

4. Ha BkJanke [ 1asnaa BkmodaeM Heneuamaemvie cumeosivl
(knonka ).



JIrooon nokymenT WORD conep:xut HenneyaraeMble CUMBOJIBI.

Takue cMMBOJIBI Ha3BIBAIOTCS CKPBITHIMH CHMBOJIAMH
¢opMaTHPOBAHMS HIIM HETICUATAEMBIMH 3HAKAMU.

[To yMoITuaHHUIO OHU HE OTOOPAKAIOTCA B TOKYMEHTE Ha DKpaHe
Y HE BBIBOASTCS IIPH I€UaTH Ha IPUHTEPE, HO BCETIA XPAHITCS
B (baiiyie TOKYMEHTa CO BCEM TEKCTOM.

J1st OTOOpaskeHUsT MM CKPBITHSI CHMBOJIOB (DOpPMAaTHPOBAHUS
MCITONB3YETCS KOMaH1a

I'maBHas / A63ar; / Otoopasuth Bee 3Haku ([ )
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HeneuaraeMpblii CMUMBOJI

IHosiBJIsIeTCH B TEKCTE ...

. (ITpoGen)

nociie Haxkatus kiaBuinu [Ipooen

o (Hepa3zpriBHBII pode)

nociae Haxkarus Ctrl+Shift+ITpooen

9 (Konery ab3aria)

OCJIE HAXKATHUS KJ1aBUIy Enter

 (Pa3pbIB CTPOKH)

nociie Haxxarus Shift+Enter

— (TaOyssims)

mocJie Haxxkatus T1ab

o (Mapkep siaeiiku B

Ta0JIUIIC)

rmocJie 100aBicHU TaOTUIIbI
(IpU3HAK STYEUKHU B TAOIHIIC)

@i  (Ixops)

IIOCJIE€ BCTaBKHU rpaMueckoro o0beKTa

-+ Pa3pbIB CTpaHUIIBI " *

IIOCJIE BCTABKHU PA3pbIBA CTPAHUIIBI B JOKYMEHT

nociie J100aBICHUSI HOBOTO pa3fieia B JOKYMEHT

27




JI1s noOaBieHUs B TEKCT JJOKYMEHTA CUMBOJIOB, KOTOPBIX HET Ha
KJIaBHAType, HAlIpUMeEp, 3HAKOB BAJIFOT, aBTOPCKOTO IIpaBa,
MaTEMaTU4Ye€CKUX CHMBOJIOB, OYKB I'pe4eCcKoro ajadaBuTa, HEOOXOAUMO
BBINOJIHUTH CJICYIOIIME JCHCTBUS.

1. YcTaHOBUTH KypCOp B MECTO BCTABKM CUMBOJIA.
2. Bemomuuts komanay BeraBka / CumBosibl /CUMBOIT.

3. B oroOpa3uBmiemMcs MeHIO (pHC.) IPEACTAaBICHBI KHOIIKH paHee
MCII0JIb30BAHHBIX CUMBOJIOB. ECIIH cpei HUX OKa3aJiCs HY>XHBIM,

BBIOMPAEM €ro IIEeTYKOM MBIIIIH, €CJIM TAaKOBOI'O HET, TO BRIOMpaeM
KOMaHy JIlpyrue CUMBOJIEL. ..

4. Otobpa3urcs okHO auaiora CuMBOII

5. B Tabnuiie BbIICIUTD HY>KHBIM CUMBOJI IIEJTYKOM MBIIIHN U HAXKAaTh
KHOIIKY BCTaBUTb.

JlocTymHbIE 711 BCTaBKU CUMBOJIBI OIIPEICIISIIOTCS YCTaHOBICHHBIMU
Ha KOMITBIOTEp IIpU(PTAMHU.



= A | —
— £ [ =
A = T o =

- A &}
L2 Adpyrue cuMBONH...

+
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C noMmonibio BKIAAK CrenuajJbHbIe 3HAKHA
okHa CHMMBOJI MOXHO y3HaTh KOMOHWHAIINH
KJIAaBHUII ¥ BCTAaBUTh HEKOTOPHIE CUMBOJIbI
(bopMaTUPOBAHUS U CIICLIMATIBHBIC 3HAKH.

Cumeo =)
Cimsonel | CnewsansHsie sHa k|
Wipndr: | Calib [~
Bl slslwlel (]
1/2(3|4(5|6(7|8|9]:
B|ICIDIEIFIGIH|I]|J|K|L
S| TIUVIW|X|Y|Z[[|\]]
PaHEe MCNOMb30BaBLIMECS CUMBOML:
Ol |=|d]: [=|z|<|«|¥ | T[>0 |22~
Sp Koa sHaka: 0020 OHmkon (weeth.) [ ]
As | | cou knasuw... | CouetaHme Knasiw:
BcTasuTs E
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IlepeMenaTsCs M0 JOKYMEHTY MOKHO !

1. C moMONIbIO MBIIIH

YT0oOBI YCTAaHOBUTH KYpCOpP B ONPEACICHHOE
MECTO JOKYMEHTA, HaJ0 IIOJBECTH K HEMY
yKa3aTellb MBIIIH U BHIIOJIHUTH IIETYOK JIEBOU
KHOITKOM MBIIIIH.



2. C NOMOIIIBIO KJIABUATYPBI

e B Hayano cneaytoulero (NpeabiayLuero) caosa

e B Hayano Tekyuwero (cheaytouwero) ab3aua

® B Hauyano TeKkyLwen CTPOKU
® B KOHeL, TEKYLLEN CTPOKMU
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Ctrl+PageUp

Ctrl+PageDn

Ctrl+Home
Ctrl+End

* Ha oaunH s3KkpaH BBEpX (BHU3)

e B Hayano npeabiaywen (cnepyroulemn)
CTPaHULbI

* B Hayano (B KOHeL,) AOKYMEHTA
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3. C ucnomp3zoBanveMm komaua Word

Jlns1 mepemelnieHus Kypcopa K Kakor-Jinbo onpeeieHHONW CTPaHHUIIE,

pasneiny, CTPOKE U ApP. CIACAYET BBINOJIHUTH JCHUCTBUSA:

1. Komanna ['maBuas [J PegaktupoBanue || [lepertu nim knaBuima FS.

2. B otoOpa3zuBmieMcs okHe Haitmu 1 3aMEHUTh C aKTUBHOM BKJIAJIKOM

Ilepeiimu (puc.) BEIOpaTh 0OBEKT IEpPEXoa B CIUCKE, BBECTH €T0

HOMEDP U HaXxXaTh KHONIKY Ilepeiumu.

ks

Hait 1 saMeHuTh

2 .

| Haiti | JEMEHWMTE

OfbekT nepexona:

FPasaen
CTpoka
Jaknanra
MpuMeyaHe
CHockKa

OepeiTi

m| »

1

BEeaMTE HOMED CTPAHMLIEI!
3

Ana nepexoaa ENepea WK Ha3ad OTHOCMTENEHD TEKYLWEr D NoONGHeHKA

MCMONBIYIATE 3HAKKM + 1 — Mpumep: +4 COOTBETCTEYET NEpeExoayY
EMEpEen Ha YETEIPE 3NEMEHTE (HanpUMED, CTPaHMLE),

MNepeiTi l ’ JaKphITE
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BbiageneHne pparmeHTOB TEKCTA

CnoBo

e /1BOMHOMN LLENYOK NE€BON KHOMKOM
MbILLIX MO CNIOBY

o Ctrl+Shift+— (nnm <)

e [llen4yok neBor KHOMKOM MbILLW Ha
nosioce BblaeNeHUs

o Shift+4 (mam 1)
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[lpepnoXxeHue

[MpAMOYronbHbIN
dparmeHT TEKCTa

Becb AOKYMEHT

Ctrl + wenyoK neBon KHOMKOM MbILLIU
Shift+— (nnm <)

J1BOMHOM LLIENYOK JIEBOU KHOMKOM MbILLIN
No noJsioce BblaeNeHus

ALT+ BblaenieHue MblLlbto

Ctrl+A

TPOMHOM LWENYOK NEBOM KHOMKOW MbILLN
MO NOJIOCE BblAENEHUSA
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HEPEN\ELLIIEHVIG N KOMMPOBaHUNE TEKCTA

Mpu nepemelL,eHnn TEKCT YAANAETCA U3 UCXOAHOTo MecTa U
nomeLlaeTca B Apyroe.

[Mpn KonMpoBaHUKM PpparmeHT TEKCTA OCTaeTCA B UCXOAHOM MeCTe, a
Ha MeCcTO Ha3Ha4YeHUA NOMeLLaeTcsa ero Konus.

* BblAENUTb TEKCT, KOTOPbIN HY}KHO CKONMMPOBATb UIN NEPEMECTUTD.

* BbINONHMUTb KomaHay KonupoBaTb (Bbipe3aTtb) (BKnaaka [naBHas -
rpynna bydep obmeHa).

* [epemecTUTb Kypcop B MeCTO BCTaBKMW.

* BbIMONHUTbL KOMaHAay BcTtaBuTb (BKNagka MnaBHaa - rpynna bydep
obmeHa) .



Bbipe3aTb Ctrl+X

KonuposaTb Ctrl+C

BcTtaBuTtb Ctrl+V




Ilouck TeKcTa B JOKYMEHTE

Jl71s1 Toro 4TOOBI HANTH B IOKYMEHTE
KaKoe-JIN0O CIIOBO WJIA (PparMeHT TEKCTa,
CIEAYET:

1. BBITOTHUTH KOMaHTy

I'maBHas / PenaxrupoBanue / Halitn

2. B nojie moucka B BEpXHEW 4acTu
00J1aCTH HaBUTAIlMU BBECTH MCKOMBII
TEKCT.

3. g mepexona Kk Hy>)kHOMY (hparMeHTy
JOKYMEHTA IIEJIKHYTh M0 HEMY B 00J1aCTH
HaBHTaITUH.

Haewrauwa
ANropyUTM

PezyneTaToE: 54

EREEAS “

Kpuntorpaguyeckmne
ANTopUTME

KEpuntorpadryeckne
ANropUTMEL METOIUYECKHE
VEAZaHWA K BEBINOAHEHHKD
NabopaTopHBIX paboT No
Kypoy «MeToasl

K TPEM NabopaTopHLIM
paBoTam, NocEALWEHHBIM
ANTropPUTMaM WG poEaHWA C
CEKPETHBIM M NYEANYHBIM
KNKYOM,

4

(| »
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3aMeHa TeKCTa B JOKYMEHTe

Ecnu B tokyMeHTe TpeOyeTCs 3aMEHUTh KaKOKW-TM0O TEKCT, TO CIETYET
BBITIOJIHUTD JICCTBUA:

1. Komanma

['maBHass — PenaktupoBaHue — 3aMECHUTS.

il N
Haliti 1 3amMeHuTh l 7 8 -
3ameruTe | Oepefity
HaiTu: WHDOPMATIKS |E|

MapameTpe: Bnepeg

3EMEHMTE Ha!  |[MPMKNAAHEA MHGoPMaTHKE| |Z|
[ 3aMEHUTE ] [3aMEHMT|:- BCE ] [Haﬁm aanee ] [ OTMeHa ]

40



2. B mosne HauT! BBEeCTH UCKOMBIN TEKCT, a B IOJIC
3aMeHHMTb Ha — 3aMCHSIOIIUY €ro TEKCT.

3. UTtoOBlI HAWTH CIEAYIONIEE BXOXKICHUE TEKCTA B
JTOKYMEHTE, HaXKaTh KHONKY HauTu gaJjiee.

4. YToOBI 3aMEHHUTH BXOXKJICHUE TEKCTa B JJIOKYMEHTE,
Ha)kKaTh KHOIIKY 3aMeHHuThb. Ilocne HaxxaThs KHOIIKH
3aMEHUTh OYIET BBIACICHO CICAYIOIIEE BXOXKICHHUE
yKa3aHHOH (hpa3sbl.

5. UToOBI 3aMEHUTH BCE BXOXKJICHUS TEKCTA B JIOKYMEHTE,
HaXXaTh KHONKY 3aMEHUTh BCe.



PaccraHoBKa nepeHoCoB

J[1s1 aBTOMaTH4YeCKOM paCCTaHOBKHU IIEPEHOCOB CJIOB B JOKYMEHTE HEOOXOIMMO
BBITTOJIHUTH KOMaHTy

Pasmertka ctpanunsl — [lapamerpsl ctpanuiisl — PaccTaHOBKA IEPEHOCOB —
ABTO.

[IepeHOCHI OYIyT BBICTABIEHBI Cpa3y BO BCEM JOKYMEHTE.
MOHO HACTPOUTH MTAPAMETPHI HEPEHOCOB CIIOB:

1. Beimonnuts koManay PazmeTka ctpanuibl — [lapamerpsl cTpaHUbl —
PaccranoBka nepenocoB — IlapamMeTpsl pacCTaHOBKU IIEPEHOCOB.

2. B oroOpa3uBIieMcs okHe PaccTaHoBKa IepeHOCOB (pHUC) 3a1aTh
JOTIOJITHUTEIBHBIE TTAPAMETPHI IEPEHOCOB.

[ PaccraHoska nepeHoCoE | ? i‘s-] \

 {ABTOMAETMYECKAA PACCTAHOEKE NEPEHOCOE!
,ﬂ,nﬂ paCCTa HOBKMU nepeHOCOB CJ/10B pr"'l Hy}0 | DepeHockl B cnogax 13 NPOMMCHBIK BYKE
HEeobXoAMMO BOCMONb30BATLCA KOMaH40M e 063 IS

MaK.C, YMCNo NOCNEA0BaTENEHEIX NEpeHocoE: | (HeT) =
Pa3smeTKa cTpaHuubl = [MapameTpbl CTPaHULbI =

MpUHY AKMTENBHO. .. | [ 0K ] | OTmeHa

PaccTtaHoBKa nepeHocoB — Py4yHas
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IlpoBepka npaBonUCaHUA

ITpu BBozme Texcta Word 2010 o yMoTYaHHIO aBTOMATHYECKH IIPOBEPSICT
JOKYMEHT Ha HaJIu4ue opporpapuyueckux U rpaMMaTHYeCKUX OITHOOK.

[Tpu nmpoBepKe KpaCHOM BOJTHUCTOW JIMHUEH TTIOTUEPKUBAIOTCS CIIOBA, B
KOTOPBIX €CTh op(orpaduyeCcKue OMMOKH, UIU ITOBTOPSIIOIIUECS CIIOBA.
3eJ1€eH0M BOJIHUCTOW JIMHUEN OAUYEPKHYTHI CJIIOBA, 3HAKU MIPEIIMHAHMS,
(bparMeHTBI MPEIITOKEHUMN U 1ETbIE TPEAJIOKECHUS, B KOTOPBIX €CTh
rpaMMaTUY€CKUE U CTHJIIMCTHYECKUE OIINOKH.

YCTpaHUTh OMIMOKK MOKHO HECKOJIBKHMH CITOCOOaMH.
* IlepBblii C1IOCOO — UCITOIB3Ys] KOHTEKCTHOE MEHIO TOAYEPKHYTOTO CJIOBA.

* Bropoii cnoco0 — ¢ moMoibto 3Hauka Cocmositue npogepxu
npasonucanuss B CTPOKE COCTOSHUS b

* Tperuii ciocod — kHONKA [ Ipasonucanue Ha BKJIAJIKE
Peyensuposanue. -



2.2 @opMaTupoBaHUE JOKYMEHTA

 @dopMaTupoOBaHHUE JOKYMEHTA — 3TO KOMILUIEKC ONepalyi, ¢
MIOMOIIBIO KOTOPBIX HACTPAUBAETCA HYKHOE OTOOpaKEHUE
TEKCTA.

B Microsoft Word ¢opmarupoBanue u pa3MeTKa JOKyMEHTA
pas3aenseTcss Ha TPU YPOBHSI:

1. ®opmarupoBaHUE CUMBOJIOB.
2. ®opmaTupoBaHHE a03alleB.

3. ®opmMaTupoOBaHUE CTPAHUIL] U PA3JIECIIOB.



dopMaTupoOBaHNE CHMBOJIOB

dopMaTupoOBaHME CUMBOJIOB BKJIFOYAET B CEOST HACTPOMKY
arprOyTOB MIpHU(TA C ITIOMOIIBIO0 KOMaH rpyniibl Hpudt
BKJIaAku I maBHas (puc) wim oxkHa Ipudt, BEI3pIBaEMOro

KHOITKOM I'PYIIIIbl UJIM KOHTEKCTHBIM MEHIO.

Times Mew B¢ = 172 - A A Aar |
K F Y - abe X, X° -7 - A

WpwugT



® NO/IHBbIN Habop CMMBONOB ONpeaeNeHHOro HayepTaHMA, BKIOYaA
| | p|/|(|)T MPOMNMUCHbIE U CTPOYHblE OYKBbI, 3HAKM NPENNHAHUA, CNeLUMabHble
CMMBO/bI, UMPPbI U 3HAKN apUOMETUYECKUX AENCTBUN

® HayepTaHUA, 06bEeAMHEHHbIE OOLLHOCTBIO PUCYHKA U
nmerowme onpegeneHHoe HassaHue (Times New Roman,

rapHMTypa Arial v 1.4.)

e 1o ymonuaHuto B8 Word 2010 ncnonb3yetca rapHUTypa
Calibri

® pasmep wpndTa, PacCTOAHNE MEKAY BEPXHEN U

Kernb LLIpM(I)Ta HUXXHEN rpaHAMM OYKBbI, U3MepAETCca B NyHKTax (1
nT =0,35 mm)

[ o44HepKnBaHHUE * BblAeNeHWNe TEKCTA FOPU3OHTaIbHLIMU JIMHUAMU
LUpI/ICIJTa (NpAMble, NYHKTUPHbIE, BOJIHUCTbIE U ApP.)
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Oxno auaJjora llpudrt

Wpudpr

WpkdT | MHTEpEan |

Wik HauepTaHHe: Pazmep:
Times Mew Foman CBBIMHEIF 1z

Tekton Pro Cond OfieHei & A
Tekton Pro Ext KypCHE . 9 ()
Tempus Sans ITC |-|EIJ'I‘:.-'3I{H|:IHbIT 10

Times | | MonyHpHEIM Kypore 11
TmesbenRoman v|

LIEeT TeKCTa: Mo AYEpKHEaHHE! LIEET MoAYEpKHESHHA

| (HeT) AETO

| AETO

EraoKsMEHEHHE

[ zaueprny T [ c reHuo [ mankie npommcHes

[] ece npomtichee

[ erprimei

[] agofitos savepkreatne [ konTyp
[ raacTpoqnes ] nprnoanaTesd

[ noacTpouHei [ ¥TonneHHeIH

CApasel

OTIpenelaFOIm I

LWpmT TrueType, OH MCNONE3YETCA ANA BEIB0AS KAaK HA 3KpaH, Tak M Ha NPMHTER,

] [ CTHEHA

o

® HancTtpouHbiv — I BBOJA
CTEIICHCH

® [loacTpo4HbIK — Aj14 BBOAA
WUHIEKCOB

® Mable IIPOIUCHBIE
® Bce npomnucHeie

® (CKpBITBIA TEKCT BUJICH, KOT/IA
BKJIFOUECHBI HEIIEUaTacMbIC
CHMBOIJIbI, HC BBIBOJIUTCS Ha
1e4yarhb

a7



Briaaaka UHTEepBaj

pHd

2JE3

MaciTah: | 100%s

IHTEPEAN: | CABMHEIHA

CHEWEHHE! |HeT

CApazel

[ ] KepHHHr ANA 3HAKOE pasHepom! OYHKTOE H hionee . P a 3 p e )'K e H H bl l\;]

MHTepBan
® YOTHEHHbIMMHTEPBAN

OIIpen e oMt

LWpkcbT TrueTvpe, OH MCNONESYETCA ANA BRIEDAA K&K Ha 3KPaH, Tak M Ha MpHHTER,

Mo YMOAYEHMED, ..

O ] ’ OTHEHS
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dopmaTupoBaHue ad3anesn

A03a1 — 3TO YaCTh TEKCTA, CBSI3aHHASI CMBICIIOBBIM €IMHCTBOM U
BBIICJICHHAs! OTCTYIIOM ItepBoi cTpoku. ITox a63amem B Word
o/Ipa3yMeBaeTCs JII000€ KOJIMYECTBO TEKCTA U TpauKH (MOTYT
CYLLIECTBOBATh MYCThIEC a03allbl), KOTOPOE OKAHUYMBACTCS CUMBOJIOM
KOHIIa ab3aria 1.

AO3all Ha CTpaHMIIE CO3/IaCTCA KaKIbIM Ha)karuem KjaaBuiu Enter.



K ¢opmarrpoBanuio ad3aita OTHOCATCS TaKHUE ITapaMETPHI,
KaK:

* BBIpAaBHHBaHHUE a03alla OTHOCUTEIBHO JIEBOIO U ITPABOI0
MOJIECW CTPaHUIIBI (110 JIEBOMY Kparo, IO LEHTPY, MO
IPaBOMY Kparo, MO MIMPHUHE);

* OTCTYI WJIH BBICTYH NEPBOM CTPOKM a03a1a;

* OTCTYNBI a03ala OT MOJIEH CTPAHUIIBI CJIEBA U CIIPaBa;
*  MHTEPBAJ MEKJIY CTPOKAMH;

* HHTEpBAJ IIEPE U IMOCe ad3ana;

* TOJOXKEHHE a03alla IpU Mepexojie Ha CICAYIOLIYIO
CTpaHHUILY;

* MOJIOKCHHUE TaOYIISLUMU;
* HYMEpPOBAaHHBIC U MAPKHUPOBAHHBIC CIIHCKH.



s popmarupoBaHus OJHOrO ad3alma JOCTAaTOYHO YCTAHOBUTH B HEM
Kypcop.

Jn1  popMarupoBaHUsT HECKOJIBKHUX a03aleB HEOOXOJUMO HX
BBIJICTUTh.

Jl1s1 popmarrpoBaHus a03a1a UCIIOIB3YIOTCS KOMaH bl TPYIIIIbI
A063a1r Bkiagku I maBHas (puc. 1) u koMaHaeI pyIbsl AG3air
BKJIaAgku PasMerka ctpaHuIlsl (puc. 2).

- — 41— i g aTeTyn MHTepEan
:: - §: - Eli__""' 'E.'— t; %l 1T e . +|= &
*= (nepa: 0™ v | y= 4o anT -
== == f=- gv T . =
= T T B3 ¥ — =3 Cnpasa: 0 oo . t; Mocne: O nT .
AB3aL AB3al

Puc. 1 Puc. 2
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BoicTyn

nepsom
OTcTyn CTPOKHK)
nepBoi
CTPOKMU

OTcTyn ab3aua
c/eBa

OTctyn ab3aua
cnpasa
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OkHo guanora A63au, (aBe BKAaaKu)




[Tapamerpsl Caea u Cnpasa rpynnbsl OTCTYNl BKIAAKA
OTCcTynbl M HHTEPBAJIbI MO3BOJISIIOT U3MEHUTD
MOJIOKECHUS TEKCTA OTHOCUTEIBHO JICBOTO /WM TTPABOTO
MOJIeu CTpaHullbl. JIaHHBIE OTCTYIIBI YCTAHABIUBAKOTCS B
CaHTUMeETpax ¢ ToUHOCTHIO 710 0,01 cM.

JI1 co3maHnst THTEPBAJIOB MEX Y a03ariaMmu
ucroyib3yrorcd nmapamerpsl Hepen u Ilocie rpymnnbl
Nurepnau.

WHTepBanbl yCTaHABIMBAIOTCA B IIYHKTAaX, HO, IIPU
KEJTAaHWH, MOTYT OBITh 3aJaHbl B CM. UJIA MM.

J171s1 3TOrO B IOJIE CYETUMKA CIIEAYET BBECTH YHCIIO U 4YE€pe3
po0eNl COKpAILEHUE CM HJIM MM.

[To ymomuanuto B Word 2010 m1st 0OBIMHOTO TEKCTa
YCTAHOBJICH MHTEpBa Imocie adzana 10 nr.



Bruaaka IlojiokeHue HA CTpaHUIE

fﬁ

[ QTCTY Bl H HHTEPEANE ] i MONO#EHME HA CTRAHHLE | ]

PasfiHEKa Ha CTPaHHUE
ZANPET BMCAYMX CTPOK
[ He otpeiEaTE 0T cReaytowero
[ ue paspeieaTe afizan
[ ¢ HoeoH cTpaHHus!

Mk NHIYEHKHA OpHMATHPOESHHA
[] zanpeTHTE HyMepawMio cTROK

[ zanpeTuTe aBTOMATHYECKHI NEpEHOC CNoB

MapaMeTpel HaAMHCER
0BTEKAHHE N0 KOHTYPY:

HeT

OfpazeL

7 mrdarmame e e
TR e e

d npoucr, cop H] = aranca, apTwsAyE, crcmesel, ool

[ TabynauMA. . . ] [ Mo yMondadym. .. ]

i [ JTMEHA

3anpert BUCAYNX CTPOK —
OCTaBNATb Ha cneaylowen
CTPaHULE MUHUMYM 2 CTPOKMU
ab3aua
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Ucnouab30BaHue TA0YJIAMH

—
Tabynauma
MozHLHKE TabynALKKH: M2 YMoNYaHHRD:
2 1,25 M {ﬁ
2 M

By ayT vaaneHe!:

EbIpaEHHEaHHE

{(*) no nesomy kpato () No WeHTpY
() no pasgenvteno () c 4epToi

SANONHMTENE

(%) 1 (HeT)
OCa___

() no npasomy Kpato

’EETEIHDEFHTI: l ’ ¥AaNHMTE l [’:—",ﬂ,anHTb_Esce l

[

Ik

l’ CTHMEHS l

Tabynsaums ucnonb3yerca Ana
CO3/,aHMs OTCTYMNOB B TEKCTe.

TabynAatop - oTMeTKa Ha
rOpu30OHTA/IbHON INHEWKE,
YKa3bIBalOLLLAS BEIMYUHY OTCTYNa
TEKCTa UM MECTO, C KOTOPOro
O6yaeT HauMHAaTbCA KOJIOHKA TEKCTA.

56



Cnuckn
Criucok — ITOCJIEA0BATEIbHOCTD a03aIIcB,
O(OPMIJICHHBIX B €IWMHOM CIICIIMAILHOM CTHIJIE.
Cnucku B MS Word 6b1BaroT 3 BUI0B:
* MapkupoBaHHbIE
* HymepoBanHbIe
* MHOroypoBHEBEIE

U3mensieMbie mapaMeTphbl CIIUCKA:
* IlonoxxeHue mapkepa (Homepa)
* OTCTyl TEKCTa



MapKupOBaHHEBIE CITUCKH

** OceHb
*** 3nma
** BecHa
s JleTo

HyMepoBaHHBIE CIIMCKHU

OceHb
3nma
BecHa
Jleto

B whh e
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MHoOroypoBHeBbI€ CIIUCKH

L npejene Hve HOBOTO MHOTOYPOBHE BOTO CINHCKA

23

BelfepHTE YRPOEEHE ANA HEMEHEHMA!

mmumm-ﬁmml

DOpMAT HOMEDS

POpMAT HOMEpa:

| WpwchT. .. |

HymepaluHa ANA 3TOMD YPoOEHA!

|CHMB|:|J'|: *

MonoseEHHE Mapkepsa

EkIpSEHMEAHME HOMEPA!

Mo nesomMy Kpako

BrAHHHTE HOMER YPOBHA!

Ha. |1,53 CH %|

QITCTYN TEKCTA! 2,27 M

@l ’ Ana BCex YPOEHER, ., l

1. OceHb

— CeHTAbpb

— OkKTAbpb

— Hosbpb
2. 3uma

— [lekabpb

— fAHBapb

— ®eBpanb
[Mepexoq K cheaytolemy
YPOBHIO cnucka — Tab
K npeabiaywemy — Shift+Tab
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dopmMaTHpOBaHUE CTPAHMIL M Pa3/1esioB

* K oCHOBHBIM mapamerpam (popMaTupoOBaHUS CTPAHUIL] U
pa3/ieIOB OTHOCATCS YCTAHOBKA pa3Mepa CTpaHUIIbI,
[IIMPUHBI OJIEH, KHUYKHOW WJIA aJIbOOMHOM
OpHEHTAlIMHU, JOOABICHUE KOJOHTUTYJIOB U HOMEPOB
CTpaHUIL, pa30MEHUE TEKCTA HA KOJIOHKH.

ITpu HAbOpe TekcTa B pemakrope MS Word mokymeHT
HOEJINTCS HA CTPAHMUIIBI aBTOMAaTHYECKH B COOTBETCTBHHU C
YCTAaHOBJICHHBIMH pa3MepaMu cTpaHull. I1pu
HEOOXOAMMOCTH MOKHO BCTABUTh Pa3phbiB CTPAHMIIBI B
1I000M MeCTe JOKYMEHTAa NPUHYAUTEIbHO. [ 3TOTO
CIEAYEeT YCTAaHOBUTh KypCOpP B MO3MIIHMIO, C KOTOPOH OyzeT
HAYMHAThCSI HOBAsI CTPAHMIIA U BHIIIOJHUTH KOMaHIY
BcraBka — CrpaHulibl — Pa3pbiB CTpaHUIIBI

WJIA UCIIOJIB30BaTh kKoMmOnHanuo kinasum Ctrl + Enter.



HapaMeTpLI CTpaHHUIIbI MOKHO YCTAHABJ/IMBATDb Kd4dK JIA
BCCT'O JOKYMCHTA, TdK N IJIXI OTACIbHbLIX CI'0 PAa31CJIOB.

YcraHaBJIMBaeMble MapaMeTphl:
Bxkianka 1o

® [loms cTpaHuUIIbI

® OpueHTanus IMcTa (KHUKHAS, a1b00MHas )

Bxnanka Pasmep Oymaru

® Pasmep Oymaru (B (popMarax U CaHTUMETPaXx)
Briaaka HMcToynuk Oymaru

® Paznyarh KOJOHTUTYJIbI YETHBIX/HEYETHBIX CTPAHHUII,
IIEPBOU CTPAHUIIBI

® PaccTtosiHME OT Kpasi 10 BEpXHEr0/HUKHETO Kpas
® BepTHUKaJIbHOE BHIPABHUBAHUE TEKCTA HA CTPAHULIE




Jnasorosoe oxkHo Ilapamerpsl cTpaHUIBI

m

Mana | Fazmep Oymarv ” WCTosHAE Gymark |

Mona

—
!

Mepennet: OcH @ OonoseHHe NEpENNeTa: |CneBa

p TPbI CTP L

COPHEHT AUMA

KHH#HaA  anbGoMHas

CTPaHHLE!

HECKOMBKD CTREHHLL!

Cfpasey

MPHMEHHTE! | KO BOEMY ACKYMEHTY
= Comee

Mona

| McTauHKE Bymard

Pazmep GyMar:
O B
LWHpkHa: (21 oM @
BeicoTa:  [29,7 oM @

Moaada ByMark

MepEaa cTpaHALa:

OCTANBHBIE CTPAHHLEL

MPHMEHHTE! | KO BCEMY ADKYMEHTY

Mo ymond, (ABTOERIGOP) Mo ymond, (ABToERIGOR])
Moaaqa BpyHHYH Moaaqa BpyHHYH
ABTOBBIGOD ABETOBBIGOD

Obpazey

MNapaMETRbI NEHATH. ..

Mo yMon-4aHRD

[ ox

][ OTHEHS ]

[ Mons " Fazriep Bymark ] McTauHHi Bytark |

Pazaen

Hau4ate pazaen: |C0 CNEAYHLWER CTRAHHLUE

3aNPETHTE KOHUEERIE CHOCKH

PasfHdaTh KONOHTHTY Tkl
[ 4eTHBR: M HEHETHER: CTREHHL

[ nepeofi crpanmue:

OT Kpaa:

A0 BEpXHEro KOnoHTHTYNa: |1,25 oM
AD HH#HErD KONoHTHTYNa:  |1,25 oM @

CTRpaHHLE

BEPTHKANLHOE BEIPAEHHESHHE: |0 BEPXHEMY KPaHD

Ofpazel

MPHMEHMTE: |KD BCEMY AOKYMEHTY [Hymepaumq CIPOK. .. ] [DjaHMLLbI... ]
o] Comee




* Pa3genanl npeacTaBiIsiOT COOOM YacTH JIOKYMEHTA, KOTOPHIE
MOXHO (hOpMaTUPOBATH HE3ABUCUMO JIPYT OT Jipyra. /s pa3HbIX
Pa3/eJIOB MOT'YT UCIIOJIb30BATHCS Pa3HbIE MTAPAMETPHI CTPAHUII,

* YT00BI CO37aTh B JIOKYMEHTE HOBBIN pa3/iei, HaJ0 BhIIOJIHUTH
KOMaH1y

Pasmerka ctpanunel — llapamerpsl ctpaHuinbl — Pa3phiBbI

U BBIOpaTh, rae OyaeT HauMHAThC HOBBIM pa3/iei: Ha CICAYIOIIEH,
TEKYIEH, YETHOU UJIU HEYETHOU CTPAHMUIIE.



YcTaHOBKA MapaMeTPoOB CTPAHHUII

Jl1g hopMaTrpOBaHUSA CTPAHUI] HCHIOIB3YIOTCS
KOMaH/ bl TpynIibl PazMeTka cTtpaHUllbl —
[TapaMmeTpbl cTpaHUIBI (PHC.) ¥ OKHO JIHAJIora
ITapameTphl CTpaHULIBI, KOTOPOE BHI3BIBACTCS
HAXXKATUEM KHOITKH 3TOM T'PYIIIIHI.

= = ]

!—-I 'E j J =I_I__;I :13::::'3:Ifrﬂﬂhr

Mona OpueHTauwna Pazmep P-‘Zu:u'lu:uHr:M _
- - - b~ PaccTaHOBEa NepeHoCos ™

MapaMeTphl CTRAaHMLbI



B IIapamerpax cTpaHuIbI MOXHO YCTAHOBUTH:

- Pasmepsl nosel (BbIOpaTh KMEIOIIMECS WIM HACTPOUTD
HY)KHBIC uepe3 koManny Hacmpaueaemovie noins)

- OpHEHTAMIO CTPaHUIL
- Pasmep crpanum.

Bce napameTpbl popmaTUpPOBaHMA CTPAHULbI MOTYT
yYCTaHaB/IMBATbCA ANA TEKYLLEro pasaena, oT TEKYLLEro
paszena A0 KOHLUA JOKYMEHTA N KO BCEMY JOKYMEHTY.



3. Cnennaanusle cpeacrsa MS Word
Pa0dora ¢ KOJJIOHTUTYJIaMH

KOJIOHTHUTYJIOM Ha3bIBAKOTCS 3ar0JIOBOYHBIE
TaHHBIE, TIOMeEIaeMble HaJ WJIN O] TEKCTOM
CTpaHMIIbI JIOKYMEHTa (MHOrga cooky). B
KOJIOHTHUTYJI, KaK IPaBUIIO, IIOMEIAKTCS 3ar0J0BOK
nyOJIMKaLlMY, Ha3BaHMS IJ1aB WIIM pa3AeiioB, UM
aBTOpa, HOMEpa CTpaHUIl, 1aTa CO3JaHUsI.

* PaboTta ¢ KOJTOHTUTYJIOM BEJETCS B PEIKUME
Pasmerka crpanunel. [lpu penakrupoBanun
KOJIOHTUTYJIOB TOCTYIHBI BCE OCHOBHBIC
napaMmeTpbl (GOpMaTHPOBAHUS TEKCTA.



J1J1s1 co31aHusl CTaHAAPTHOIO KOJIOHTUTY/IA HY)KHO BBIIIOJIHUTH
CIICAYIOIIUE JCHUCTBUA:

1. BeizBars koManay BecraBka — KonoHnturtynnsl — Bepxauit
KOJIOHTHTY

i BeraBka — KonmoHTHTYbl — HUMKHUN KOJTOHTHUTYII.

2. B packpbIBIIEMCS CITUCKE BCTPOEHHOM KOJJICKIIMU KOJIOHTUTYJIOB
BBIOpaTh OJIMH U3 IIpeaIaraéMbIX 00pa3IoB.

3. B BepxHEM WM HUKHEM T10JI€ CTPaHUIEC aKTUBUPYETCS 00J1aCTh
KOJIOHTUTYJA, BHYTPU KOTOPOU B MECTA 3AIOJIHUTEICU BBECTH
HEOOXOIMMYK HH(OpPMAIIHIO.

4. ITpu HEOOXOUMOCTH BBIMOJIHUTH (POPMATUPOBAHUE KOJIOHTUTYJIA.

5. C nOMOIIBIO KOMaHbl 3aKpbimb OKHO KOJIOHMUNY1068 KOHTCKCTHOU
BKJIAAKU Koncmpykmop uiii IBOMHOIO €YK MBIIIBIO IO TEKCTY
JTOKYMEHTa BEPHYTHCS B PEKUM PaOOTHI C JOKYMEHTOM.



J11s1 co31aHMs KOJJOHTHUTYJIA ¢ COOCTBEHHOM CTPYKTYPOU
HYXHO:

1. JIBaXKIbI IICIIKHYTH MBIIIBIO 110 BEPXHEMY WJIH
HUYKHEMY TOJIFO CTPAHUIIEI.

2. B 00macTy KOJIOHTUTYJIAa BBECTH HEOOXOIUMYIO
MH(DOPMAIHIO.
3. BepHyThCs B peKUM pabOTHI ¢ JOKYMEHTOM.

[Ipu akTHBaIMKU 00JACTH KOJIOHTUTYJA HA JICHTE
oToOpakaeTcs KOHTEKCTHAs BKiaaka Koncrpykrop (puc.),
cojeprkaiiasi Habop HHCTPYMEHTOB sl paOOTHI €
KOJIOHTHUTYJIOM.



L) | =
e} @ - Jokymentl
[nasHana EcTaska PazmeTka cTpaHWubl Cevinkm

j BepxHWil KoNOHTUTYN ™ = A JKkcnpecc-6noKn ~

bt
= HukHWi konoHTHTYN ~ R Eﬂ PHCYHOK
Jdataun
#] Homep crpammus = Bpems |_§| KapTuHka

KonoHTUTYEI Bcraska

- Microsoft Word KOMOHTUTY TAn M

Paccuinkm PeyeHsnpoBaHue Ewng KoHcTpykTop

JI _'_ﬂ |:| QcofbIi KOAOHTHTYA AN8 NEPEOA CTRAHMLBI 3+ 1,25 cm

_'_I"p |:| PasHble KOAOHTUTYARI ANA YETHBIX M HEYETHLIX CTRAHKL, ::r 1,25 cm
MepelTi K HUXCHEMY

33KpLITE OKHO
KOAOHTUTYAY MokasaTe TEKCT 4OKYMEHTA ﬂ KONOHTUTYNOB

Mepexogs MNapameTphi MonoxeHne 3aKphITh

J1J1 ynajieHus: KOJIOHTUTYJA CIEAYET BBIIIOJIHUTH KOMaHIY

BcraBka — Konontutynbel — BepXHui KOJIOHTUTYII —
YnanuTh BEPXHUU KOJIOHTHUTYIL.

AHAJIOTUYHO MOXKHO YIQJUTh HUKHUWA KOJIOHTUTYI.
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HymMmepanus crpaHun

J1JIs1 BCTaBKM HOMEPOB CTPAHUIL B IOKYMEHT HY>KHO
BBIIIOJIHUTH CIEAYIOIIME JICUCTBUA:

1. Komanny BeraBka — Kononturyinsl — Homep
CTPAHMIIBL.

M3 OTKpBIBIIETOCS CIIMCKA BBIOPATh ITOJIOKEHHUE
HOMEpPA Ha cTpaHulie: BHU3y cTpaHullbl, BBepxy
cTpaHuIbl, Ha moasax crpaHuUllbl.

2. Jlanee B CIIMCKE BBIOpATh OJMH U3 MPEAaracMbIX
00pa3oB HyMEpaluyl CTPAHHII.

3. Ilocne noOaBiaeHUs HOMEpPaA JOKYMEHT OyZIeT
nepeBeAcH B 00J1aCTh PaOOTHI C KOJIOHTUTYJIAMHU.



CienyeT UIMETh B BUIY, YTO TAKOM CIIOCOO BCTABKM
HOMEPOB CTPAHUL] ABTOMATUYECKU YIAIISAECT
CYILIECTBYIOIIME BEPXHUN WA HUXKHUM
KOJIOHTUTYJIHL.

J171 TOro 4TO0OBI COXPAaHUTh YK€ UMEIOIIHUECS
KOJIOHTUTYIIbI, HCOOXOAUMO YCTaHOBUTH KypCOp B
TO MECTO KOJOHTHUTYJIA, TAE HOJDKEH HAXOAUThCS
HOMEP CTPAHMIIBI U B CIIUCKE KOMAaH/Ibl

BcraBka — Kosontutyiisl — Homep cTtpaHuiibl
BbIOpaTh NYHKT TeKyuiee nonoxcenue.



MOoXHO U3MEHUTh CIOCO0 HYMEpalMM U HavyalbHbBIA HOMED

cTpaHull. st 3Toro HyHO:

1. BBITIOJIHUTE KOMaHy

BcraBka — KoOJIOHTUTY/IBI —
Homep cTpanulibl.

N3 oTKpBIBIIETOCS CIIUCKA
BbIOpars dopMar HOMEPOB
CTpaHMUII.

2. B nuanoroBom okHe ®opmar
HOMEpa CTpaHuIl (pHC.) BEIOpaTh
CITOCO0 HyMEpaIUU CTPAHUILL
(DopMar HOMEpPA), U YCTAHOBUTH
HavyaJbHOE 3HAUEHHUE HOMEPA.

MopMaT HoMEpa CTPaHMLLLE |i|é]

DOpMAT HOMEpa: E_E
BrNHOUMTE HOMED CNEEL
HEYWHIETCA CO CTMNA: | 3aronosok 1
DAZAENUTENR! - (nedwc)

MpUMeEpE: 1-1, 1-A

HyMEpALMA CTPEHMLL
2 NpoAOITHHTE

H34aTb C. -

QK ] | OTMeHa

12




JIJ1s1 ynajmeHuss HOMEPOB CTPAHUIL] UCTIOJIb3YETCSA KOMaH/Ia
BcraBka — Konontutynel — Homep cTpanuipr —
YaanuThs HoOMEpPa CTPaHHUIL.

YnanmuTh HOMep CTPaHMIIEI MOXKHO TaKKe B 00J1aCTH
pPabOTHI ¢ KOJTOHTHUTYJIOM, BBIJICIMB €TI0 M HAXKAB KJIABHUIITY
Delete na xmaBnarype.

YacTo npu co3gaHuu JIOKYMEHTOB (HarpuMep, pedeparon
1 KypCOBBIX pad0T) HEOOXOIMMO, YTOOBI Ha IIEPBOM
CTpaHMIIE OTCYTCTBOBAJ €€ HOMEP. [[J1st 3TOTO ClieayeT
YCTAaHOBUTH (PIIaYKOK

1 Ocoobtit Kononmumy 051 nepeoi CMpPaHuUYybl

B rpynne Iapamempst KOHTEKCTHOW BKJIAJIKU
KoHcTpykTop.



PazOounenue Ha KOJOHKH

K0JIOHKH SIBJISIFOTCS BEpTUKAJIbHLIMU OJIOKAMU
TE€KCTa (CTOIOLAMU), OTACICHHBIMHU MEXKIY
COOOM IMMyCThIMHU IPOMEKYTKAMH WU
IIPOMEKYTKAMU C JIMHUEU-PA3ICIIUTEIIEM.
HMcnonb30BaHmne KOJIOHOK Ja€T BO3MOKHOCTD
0(pOPMUTH JOKYMEHT MJIH €r0 4YaCTh B Ta3€THOM
WJIN KYPHAJILHOM CTHIIE.

PaboTa ¢ KOJIOHKaMH OCYIIECTBIISICTCS B PEKUME
PaszmeTka cTpaHuIlbI.



i

1. BII€IUTh TEKCT, KOTOPBIN Koot

HY)KHO pa30MTh HA KOJIOHKH. T

2. BBITIOJIHUTH KOMAHY

Pasmerka crpaHuib —

OnHa Jee Tpu Cnega Cnpaea
Hap aM6TpI)I CTp aHI/IHI)I — Y4cno KonoHow: 3 = FazaenuTens
KOJIOHKI/I, LLIMpiHa 1 NpOMEXYTOK {Obpazey

HOMED:  LUMpMHE: MPOMEXYTOK:
| 433 5 [1,55m

3. M3 OTKpBIBIIETOCS CIIMCKA
BBIOpATh MOAXOASIINN 00pa3ell > | s H oo
WJIW, €CIIA TAKOTO HE OKA3aJ10Ch, % | 4330

KOMaHAy J{pyrue KOJIOHKH.

| KONOHKK OAWHEKOBOR WWPMHE

4. B nmanoroBom okHe KonoHkH
(pHC.) YCTaHOBUTH TPeOyeMbIC
apaMmeTphl.

MpMMEHWTE! | KO BCEMY AOKYMEHTY B HoBad konoHka

| oK || OTHEHE |
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KonupoBanue ¢popMarupoBaHus

B rpynne bydep oomena Bknagaku [ maBHas pacnonoxkeHna kHorka @opMar no
00pa3iy — MHCTPYMEHT JUIsl KOIIMPOBAHUS IMapaMeTPOB (POPMUPOBAHUSI.

JI71s1 KOMMPOBaHUS U MPUMEHEHHS CKOTMPOBAHHOTO (hopMarta CJIEAYeT:
1. Bb11eIuTh TEKCT, (popMaT KOTOPOro HY>KHO CKOITMPOBATh.
2. Haxxatp xHOnIKY Dopmat o o0pasily. Ykaszaresb MbIIIY NPUMET BUJ KUCTH .

3. BBIIEIUTH TEKCT, K KOTOPOMY HEOOXOIMMO TPUMEHHUTH (POPMATUPOBAHUE, U
OTITYCTUTh KHOIIKY MBIIIH. TEKCT aBTOMAaTUYECKU TPUOOPETET HOBBIM (hopMar.

Mo2kHO pactipoCTpaHUTh CKOMMMPOBAHHKIN (opMaT Hosiee Yuem Ha 00uH
¢pazmenm mexcma cneayronmM oopazom:

1. Beraenuth TeKCT, (popMaT KOTOPOro HY>KHO CKOITUPOBATb.
2. JIBax b1 HAaXaTh KHONIKY DopMar 1o oopasity.

3. BeigenuTh nepBoIil (hparMeHT TEKCT M OTHYCTUTh KHOIMIKY. Jlanee
MOCJIEIOBATENIbHO BBIACIATh OUepeaHbIE OOKHU TekcTa. JJIs 3aBepIeHUs
KOMIMpOBaHUs (popMara Haxath €1ile pa3 kKHonky dopmar no oOpasiy uim
KJ1aBuiny ESc.



3aBepIIuB padOTy HaJl JOKYMEHTOM, €TI0 HaJI0 COXPAHUTh.

Ings  3Toro  HeEoOXOAMMO  JIMOO  BBHINOJHUTHL  KOMaHIYy
kHOonKa Opuc—CoxpaHHUTh KaK...

Nnu ucnonp3oBark komOnHanuo kinasuin Ctrl+S.

B nmnosBuBIIEMCS OKHE HEOOXOAWMO yKa3aTh MarkKy s
XPAHEHUS IOKYMEHTA U €TI0 UMS.



il Coxpanenve gokymenTa
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txt

rtf

doc (docx)

html, htm

e CoxpaHaeT TeKCT 6e3 popmaTmpoBaHuma

* YHMBepCaibHbI GOPMAT, COXPAHAIOLLMIA TEKCT CO BCEM
dbopmaTnpoBaHNUEM M BOCNIPUHMMAEMbIN 6ONbLUIMHCTBOM
TEKCTOBbIX MPOLLECCOPOB

e dopmaTbl 4OKYMEHTOB, co3aaBaembix MS Word 97-2003 (Word
2007-2010)

e dopmaTbl XxpaHeHMa web-cTpaHuL,
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