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JIABOPATOPHAA 1
HHTEPOEUC MOJLB30OBATEJISI WINDOWS

1. Padounii crou. Ilporpamma Mo komMnbroTEp

[Tocne 3arpy3Kku KOMIIbIOTEpA Ha SKpaHE MOHUTOpA OTOOpa)kaer-
cs1 pabouuti cmon onepannonHon cucrembl WINDOWS. Ha pabouem
CTOJIE HAXOAATCA sApabiKY (CUHOHUMBL: 3HAYUKU, NUKMOSPAMMbL, UKOH-
Ku) IJs OBICTPOro JIOCTyla K yCTpPOWCTBaM, MarkaM W IporpaMmmam
KOMIIBIOTEpA — 2 IIeJYKa JE€BOW KHOMKOM MBIIIH (3aMeyaHue: MEeT4oK
110 KHOIIKE€ MBIIIH /€T0 HAa3bIBAIOT €IIE KaIuKoM/ MOJDKEH OBITh OTpPHI-
BUCTBIM — CHIOKAMMO).

[To apybiky Mo KOMIBIOTEP OTKPBIBACTCS OKHO C IEPEYHEM
JTUCKOBBIX YCTPOMCTB KOMITbIOTEPA (AUCKU UCIIOIB3YIOTCS ISl 1OJITO-
BPEMEHHOI'0 XpaHeHusi nHpopmanuu). B camoil BepxHell yacTu OKHA
HaXOJUTCS CTPOKA €ro 3a20/108Kd, HUKE — CTPOKA 21ABHO20 MEHIO, B
CIEAYIOLIEH CTPOKE — naHenvb ynpasieHus ¢ KHONKAMU, HA pabouem
(cBETIIOM) npocmpancmee OKHa — APIBIKU JUCKOBBIX yCTpoHCTB. (Co-
BET: y3HaTh O Ha3HAYCHUU KAKON-TMOO KHOMKH WJIU SIPJIbIKA MOKHO,
€CJIM MOJABECTU K HEMY KypCOp MBIIIM W, HE HAXKUMAasi HUYEro, MOJI0-
XKJaTh BCIUIBIBAIOIICH KOHMEKCMHOU /T.€. 0 MECTy/ MOACKa3KH). Bbi-
JEJIUB APJBIK KaKOro-JIMOO yCTpoicTBa (KJIMK JIE€BOM KHOMKOM, YTOOBI
SAPJBIK CTaJl CHHHMM), MOXKHO Y3HaTh MOApOOHEe O ero cBOWCTBax (B
JE€BOM MOJNOBHHE OKHA Moil komiboTep). JIBOWHON HIETYOK JIEBOM
KHOIIKOW N0 SIPJBIKY JWCKOBOIO YCTPOWCTBA OTKPBIBAET OKHO 3TOTO
YCTPOWCTBA.

3AJIAHUE. IIpocmoTpeTh U 3anucath B TeTpagb HHOOPMAIIUIO O
IMCKOBBIX ycrpouctBax C:, D: n E:.

2. YpaBiieHMe OKHAMM

3anymieHHas nporpamma B cuctemMe WINDOWS cBoro uHpop-
MaIMio OToOpa)kaeT B OTACILHOM OKHEe. OJHOBPEMEHHO MOKHO 3a-
IYCTUTh HECKOJbKO mporpamMM. Henz0exHO UX OKHa OyIyT NEepeKphI-
BaTh W/WJH TOKPBIBAThH JAPYr Jpyra (MpuuéM JIHIIb aKmugHoe OKHO
OyJleT UMETh CMHIOI0 CTPOKY 3aroJiOBKa, a OCTAJIbHBIE — CePYI0; YTO-
OBl c/ienaTh HY)KHOE OKHO aKTUBHBIM TPEOYETCS KJIWKHYTh MBIIIbIO B
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mobom ero mecte). Ilpu a3ToM a1 ynoOCTBa MOJIb30BaTENsl pa3Mepa-
MU U TIOJIO)KEHHEM KakKJ0ro OKHAa Ha paboyeM CTOJie MOXKHO yIpaB-
JISITh.

Tpems kHOTIKaMH B TIpaBOM YTJIy CTPOKH 3aroj0BKa OKHA MOXKHO:
X| 3aKphITh OKHO (M TEM OKOHYATENBHO CHATH €ro Iporpammy); =l
CBEpPHYTb OKHO (M TeM yOpaTh €ro ¢ paboyero crtojia, HO MOMECTUTh
€ro 3aKk1a0Ky Ha namensv 3aday — cM. Hwke nyHkt 3); Ol passepuyTh
OKHO Ha BECh JKpaH, 100 B BOCCTAHOBUTH €0 KaK 4acTh pabodero
CTOJIa. 3aMETUM, YTO TOJIbKO Y BOCCTAHOBJICHHOI'O OKHa MOKHO Me-
HSTh pa3Mephl U TACKATh TAKOE OKHO 0 pabodyemMy CTOJY.

JUis mepeMenieHrs BOCCTaHOBJIEHHOTO OKHA 10 padoueMy CTOIY
TpeOyeTCs: TOMECTUTh KYpCOpP MBIIIIK B 3aroJIOBKE; IOCJE 4Yero, Ha-
’KaB, HE OTIyCKasl, JIEBYIO KHOIKY (TOBOPAT €mIE, «3allenuBy), mepe-
TalUTh MBIIIBI0 OKHO B HY)KHOE MECTO CTOJIa; HAKOHEI[ OTIMYCTHUTh
KHOIIKY MBIIIIH.

JUisi u3MEeHeHus pa3MepOB BOCCTAHOBJIEHHOTI'O OKHA HEOOXOIUMO:
YCTAHOBUTHh KYyPCOP MBIIIM Ha KaKOW-IMOO TpaHUIE WM Ha KaKOM-
aubo yriy okHa (opMa Kypcopa J0JKHA MPUOOPECTH BUJ JBOMHOM

CTPEIIKU g ); 3aTe€M, Ha)kKaB, HE OTIYCKas, JIEBYIO KHOIIKY, IlepeMec-
TUTH MBIIIBIO TPAHUILY MO CTPEIKE B HY>XKHYIO CTOPOHY; HAKOHEI[ OT-
IYCTUTh KHOIIKY MBIIIIH.

HNHorma mocne W3MEHEHUsT pPa3MEPOB OKHA YacThb €r0 COJEpKH-
MOI'0 CTaHOBUTCSI HEe BUAHOM. Torja crnpaBa u/uiu BHU3Y OKHA MOSIB-
JSAIOTCS AUHEUKU NPOKPYMKU — TIOJIOCKU C KIIABUIIEH W CTPEIKAMM:

= 1 DRI

Knukas mo ctpeskam WK 3alleNuB U NEPETACKUBAS KJIABUIITY MBIIIBIO
MOYHO IPOJIMCTBIBATH COJIEPKUMOE OKHa (eciau y Bac Mbllb ¢ KOJI€-
CHUKOM, €r0 Ha3bIBAIOT €UIE CKPO/LIEPOM, TO MPOJIUCTBIBATD COICPHKH-
MO€ OKHa IO BEPTUKAJIA MOXKHO, OKPYUHBasi KOJIECUKO).

3AJJAHUE 1. OtkpeiTh OKHO mporpammbl Moil KOMIBIOTEp.
3aTeM OTKpBITh OKHO cucTeMHOM manku Kop3uua. Bapeupys pasme-
paMu ¥ TOJIOKEHUEM Ha pabodeM CTOJIe ATUX OKOH JIOOUTHCS, YTOObI
OJIHO BBITJISIABIBAIIO U3-TIOJ Apyroro. HayduTecs nepexoauTs U3 OKHA
B OKHO. C ITOMOIIBIO JTMHEEK MPOKPYTKU HAYUYUTHCSA JUCTATh COIEP-
’KMMO€ OKOH. Pe3ylbTaT 1moka3ars ImperoaaBaTento.



3AJIAHUE 2. 3anucats B TeTpajb M 3alOMHUTH (QYHKIUU 3-X
kro1oK [=181%] ym =101 B mpaBoM yriTy CTPOKH 3aronoBKa Mpo-
M3BOJILHOTO OKHA.

3. [lanean 3aaa4
BHauzy skpana Ha pabodem CToJie OOBIYHO HAXOJIUTCS nauelb 3d-

0ay, KOTOPYIO JIETKO PacClo3HATh IO KHOIKE M B JICBOM YTIIy
(MHOT1a TaHeJb OBIBAET YTOIJICHHOW U €€ HE BUJHO — B TAKOM CITy4ae
103BaTh NpemnoaaBarens). Ecim kimkHyTh Mo KHOMKe [1yCK, To mosB-
JSIETCSL cmapmosgoe MeHio — Pl BEINAJAI0NINX OKOH CO CTPEJIKaMH, 1O
KOTOPBIM MOKHO JOOpaThCsl A0 HYXKHOM npocpammsl KomMnvromepa u
3ayCTUTH €€ (KJIMKHYB [0 Ha3BaHUIO).

Ha manenum 3amad Takxke MOTYT OBbITh PacCHOJIOKEHbI 3aKIAOKU
oxon (BCIIOMHHM TYHKT 2) C COKpAIllCHHBIMH WX Ha3BaHUSAMH. Ecim
KJIIMKHYTh MBIIIBIO MO 3aKJIAJIKE, TO COOTBETCTBYIOIIEE OKHO OTKPOET-
csl Ha paboyem CToJIe.

B npaBom yriy maHenu 3aad OOBIYHO OTOOpa)KaeTcsl TEKyLIee
epems (Oamy MOXKHO y3HaTh, €CJIM MOJBECTH K M300PKEHUIO BpEMe-
HH KypCop MBIIIH). PSIoM cO BpeMEHEM HAXOIUTCS OKOIIKO [W8)|N
NEPEKIIIOYEHUS] PETUCTPA KIIABUATYPhI C PyCCKOro (KPACHBLIE OYKBBI)
Ha aHTIUHUCKUN (UEPHBIE OYKBbBI) HIPUGT U HA000POT. IlepeKII0OUNTh-
Ccd MOXXHO, KJIMKHYB MBIIIBIO MO OKOIIKY, a 3aTeéM — IO Ha3BaHUIO
HY>KHOTO peructpa. MoXHO HEPEKIIOUYUTHCS Ha TPeOyeMbId PEerucTp
U ¢ KJIAaBHATypHl, €CIM Ha)XaTh COBMECTHO aBe knaBuid: Alt+Shift
unu Ctrl+Shift (OpiBaeT m Tak M 31aK, 9TO HEOOXOAMMO pa3BEIaTh;
pE3YJIbTAT K€ MEPEKIIOUCHUSI MOKHO OTCIICIUTh B OKOHIIE &/ﬂ)

3ameuaHue: COBMECTHOE Ha)KaTHe KJIABUII Ha KJIaBUATYpe TpeOy-
€T HaBbIKa — IMEpBas KJIABUIIIA HAXKUMACTCS U YJIEPKUBACTCS, a IO
BTOPOM MPOU3ZBOIUTCS yJIap CTOKATTO.

3AJJAHUE 1. 3arpy3ute nporpammy bJiokHOT 1o mnemnouke
IYHKTOB cTtapToBoro meHro: [lyck B [lporpammbl » CrtangapT-
Hble P BnokHOT. Pa3BepHyTh OKHO Ha BECh IKpaH. 3aHECTH B OKHO
HEOOJIBIIION TEKCT, COJEPIKAIINI PYCCKUE U JTATUHCKUE OYKBBI. 3aIu-



caTh B T€TPaJb, Kak Ha BaieM KOMObIOTEpE JA€TaeTCs NEPEKIIOUEHUE
PETUCTPOB C KIABUATYPHI.

3AJJAHUE 2. CBepHyTh B 3aKJIaJIKy OKHO NMporpaMmbl BJIOKHOT.
IIpu nmoka3ze pe3yJibTara NPENOAABATEIO pa3BEPHYTh 3aKIaJIKy Ha pa-
O0oueMm cToJie.

4. KOHTEeKCTHOE MEHIO

HpaBas{ KHOIIKa MBIIIN HUCIIOJB3YCTCA AJIA Bbl30BA KOHTEKCTHOIO
MCHIO, COACPKAIICTO YKa3aHUsi Ha OIICpalliHh, KOTOPBLIC MOKHO BbI-
IIOJIHUTB Hal BBIACJICHHBIM 00BEKTOM.

3AJJAHUE 1. Kypcop B Tekcte 0kHa mporpamMmMbl BJIOKHOT; BbI-
3BaTh KOHTEKCTHOE MEHIO. 3alucaTh B TETPajb BBIJACICHHBIE SPKO
MYHKTbl MEHI0. KIIMKHYTh 110 KaKOMY-HUOYb BBIACICHHOMY IYHKTY
Y OIKCAaTh B TETPAIAU PE3YJIBTAT 3TOU ONIEPAIIUH.

3AJJAHUE 2. BelaeanTh KypcoOpoM MBIIIM YacTh TEKcTa (yaep-
KUBAs JICBYIO KHOIIKY II€PEMEIATh MBIIIb, 3aT€M OTIIYCTUTh JIEBYIO
KHOIIKY), ¥ BbI3BaTh KOHTEKCTHOE MEHIO. 3alucaTth B TETPAJ/lb HOBBIE
IYHKTBI MEHIO.

S. IlIporpamma IIpoBoaHuk

Bcest ungopmanus XpaHUTCST Ha JUCKOBBIX YCTPOMCTBAaX B BHUJIC
gatinos, PazloOXKEHHBIX IO nankam. Jas HaBuraumm no dansoBon
CUCTEME MOXHO MCITOJIB30BaTh CIIENUaIbHYIO porpammy — [IpoBo-
Huk cucteMbl WINDOWS (ObICTphlli BbI30B mporpammbl IIpoBoj-
HUK: Ha KHOTMKe [1yCK B maHenm 3ajad BHI30B KOHTEKCTHOTO MEHIO,
3aTeM KJIMK Ha paszaeie [1poBOAHUK).

B neBoMm okue mporpammsl IIpoBoaHuk — cTpyKTypa QaiaoBoi
CHUCTEMbI KOMIIBIOTEPA, B MPABOM — COJIEPKUMOE BHIOPAHHOW MAIIKHU.
[IluprHy OKOH MOKHO MEHSTHh MBIIIBIO. IlepeMelieHrue BoJib o Jie-
PEBY YCTPOMCTB M MAIOK — C MTOMOUIBIO JIMHEEK TPOKPYTKHU CIIpaBa U
BHU3Y HAa paMKe OKHa (BCIOMHH MYHKT 4).

Pa3BepHYTH/CBEPHYTh AEPEBO — KUK MBIIIBIO 1O 3HAUKYy +/=;
II0Ka3aTh COJEPKMUMOE MANKHA B TPABOM OKHE — KJIMK IO SPJIBIKY Tarl-




KH. JIBOMHOM IIETYOK 10 UMeHU UCIIOTHIEMOro (C pacuiupenuem .€Xe)
daiina mpuBeeT K 3anyCcKy NporpaMmsbl, XpaHsiieics B 3ToM (aiine.

3AJJAHUE. TloacuntaTh KOIWYECTBO JUCKOBBIX YCTPOMCTB Ba-
IETO KOMIIBIOTEPA, BBINIOJIHAS HAaBUTAllUIO B ITporpaMmme [IpoBoaHUK.
[IpocmoTpeTh comepxkumMoe nucka ctyaeHToB E:. [lokasare npenona-
BaTEIIIO.

6. Ilporpamma Far

JIng HaBuraumm no doannoBoM CUCTEME MOKHO MCIIOIb30BaTh
Takke nporpammy Far — meneoocep gaiinos. Far 3zarpyxkaercs mo
kHomKe [1yCK Ha maHeu 3a/1ad U MOKa3bIBaeT COACPKUMOE JIBYX JHC-
KOBBIX YCTPOMCTB B JIEBOM W IIPABOM ITOJIOBUHE PACKPBIBIIETOCS TEM-
HOTO OKHA. BbIOOp IMCKOBOro ycTpoiicTBa — KiaBumamu: Alt+F1
(mns neBoil monoBuHbI), Alt+F2 (m1s mpaBoil MOJOBUHBI); MEPEXON
MEXK Y IMoJIoBUHAMU OKHA Far — kimasumient Tab.

BoiiTu BHYTpb HY>KHOU MalKu MOKHO, BBIOpaB €€ Ha3BaHUE Kyp-
COpoM M HaxkaB Ha kiaBuiny Enter. [l Bbixoga vM3 nanku Tpedyercs
YCTaHOBUTH KypPCOp Ha CTPOKY C ABYMs TOUKaMu U Haxathb Enter. s
3anycka Hy>KHOW OporpamMMbl BHYTPU TANKH HEOOXOJIUMO BHIOPATH
uMs e€ (ailna Kypcopom, a 3ateM Haxkathb Enter.

3akpeiBaeTcs nporpamma Far o knasuiie F10.

3AJJAHUE. Bericauts ¢ nmomombto mporpammbl Far, kakue
narnky Haxoaatcs Ha aucke E: mo aapecy: E:\@un®d\. Pe3ynapTar noka-
3aTh MPEMNOoaBaTeN0, 3aTEM 3aKpHITh Mporpammy Far.

7. 3aBepuienue padorsl B WINDOWS

Ilepen BBIKIIFOYEHHEM KOMIIbIOTEpA WM U1 MIEpedadyu ero Jpy-
roMy IOJIb30BaTENI0 CIEAYET: COXPAHUTH HY>KHOE B OyIyIIEM COJIep-
KHMMO€ OKOH B CBO€I MMEHHOM MaInKe Ha JUCKE, a 3aTEM 3aKPBITh BCE
okHa 3aja4. Kak 3To cienarh AJisl OTKPBITHIX OKOH Ha pabodem CToJie
— CM. TMYHKT 2, a 3aKJIQJIKK OKOH Ha MaHEeJH 3a/1ad YJI00HO 3aKphIBaTh,
UCIIOJIb3YS BHI30B Ha HUX MBIIIBI0O KOHTEKCTHOTO MEHIO — CM. ITYHKT 4.

3AJIAHUE. 3aBepuiuts padoty B WINDOWS.



JIABOPATOPHAA 11 _
PABOTA C NAIIKAMH H PARJIAMUA
B ONNEPAIHNOHHON CUCTEME WINDOWS

B npunnune ajist paboTsl ¢ mankamu U (aitiiaMm MOXKHO MCTIOJTb-
30BaTh Tpu nporpammbl: Mou komnbrorTep, IlpoBoanuxk wmu Far
(coBet: mporpammy Far ecTb CMbICIT NPUMEHSTh TEM, KTO 3HAKOM C
ob6omnoukoit Norton cuctemMbl MS-DOS; uHaue nyuliie MCHob30BaTh
nporpamMbl Mou komnbrrTep unvd IlpoBoaHuk, npuyémM HOBBIM
nonb3oBatesiMm WINDOWS pekomenayercs ocBouTh Mol KOMIIbEO-
Tep — 3TO MPOIIIE).

[Ipu paboTre MOXHO 3aJ€MCTBOBaTh Kak Kiaguamypy, TaK W
Mbludb (C MBIIIBIO OBIBAET YJIOOHO HCMOJIb30BATh KOHMEKCHMHOe Me-
Hwo). Kpome TOro, MHorue JEMCTBHS C OIEPAllMOHHOM CHUCTEMOMU
MOYXHO BBITIOJTHUTHh Pa3HbIMU CIIOCOOAMH, WCHONB3Ys uHmepgetic
KOHKPETHOU npoepammsi. Bc€ 3o TpeOyeT pa3Beaku v HaBbika. Hinke
MPEJIararoTCs JUIIb BO3MOXHBIE BAPUAHTHI JICVICTBUM.

1. Co3nanue manku

N3 nporpammel [IpoBoaHuk
(omeparuu MpIbio: JIad.1, myHKT 5)

B 1eBOM OKHE mporpamMMbl OTKPBITH MAIKy, BHYTPHU KOTOPOH Oy-
JET CO3/1aBaTbCsl HOBas. 3aTEM BOCIOJIb30BATHCS MYHKTAMH MEHIO
®ann » Cosgatb P [lanky. 3aHectu ¢ KiIaBuaTypel TpeOyemoe
YMsl TIAMKK BHYTPH MOSIBUBILIECHCS paMKU U HaXKaTh KiaBuily Enter.

N3 nporpammer Far
(onepauuu ¢ ki1aBuarypsl: JIad.1, myHKT 6)

Ha 11000i1 10JI0BUHE OKHA MPOrpaMMbl BHIOpaTh MO HA3BAHUIO
Narky, BHYTpU KOTOpOW OyJIeT CO37aBaThCsl HOBasl. 3aT€M Ha KJIaBUa-
Type HaXaTh KJaBuily F7, 3aHECTM MMs HOBOW MaNKH W 3aBEPILINTH
BBOJ] HaXKaTHeM kiaBuiuu Enter.

N3 nporpammel Moii koMb TEP
(onepauuu mbibio: J1a6.1, myHKT 2)

OTKpBITh OKHO TMMaNKH, BHYTPU KOTOPOUW OyAET CO371aBaThCsl HO-
Bas. 3aTeM BOCIIOJIb30BaThCH IMyHKTaMu MeHio ®ann » Cosgatb P
[Manky. 3aHecTn UM ManKd BHYTPU TOSBUBIICHCS paMKH M HaXKaTh
Enter (1100 KJIUKHYTH MBIIIBIO 110 U300PKEHUIO TAIIKH ).



3AJJAHUE. M3yuuth Bce 3 BapuaHTa CO3JaHUsI NANOK U BbI-
Opatb HamOosiee ynoOHyto mia Bac mporpammy. PackpbITh Ha AuCKe
E: (koTophii cTyaeHueckuii) BHyTpu nanku @uad (Bamero ¢akyib-
TeTa) Manky noj Homepom Bamel rpynnsi. BHyTpu 3TON nmanku cos-
JaTh CBOIO quuHyro nanky (nox Bamein gavmimeii). BHytpu nuaHoi
Manku co3aars nanky Texcrwl. [lokazaTe pe3ynapTar nmpenoiaBaTeto.

3ameuaHue: MPU PACKPBHITUM ManoK U (paioB KIUKATh MBIIIbIO
HYKHO NO HUKmozpamme, a HE MO HA3BaHUIO OOBEKTA; MHA4Ye MpPO-
rpamMa Mou komnbrorep iy IIpoBoAHUK MOXKET HNOAYMAaTh, 4TO
Br1 coOpanuch nepeMMeHOBBIBAaThL OOBEKT.

CoseT: YTOOBI OTMEHUTH KaKoe-JIU00 ONIMOOYHOE IECHCTBUE MBI-
1M, HYy’)KHO OTBECTH €€ KypCOp B CTOPOHY Ha YUCTOE MOJIE W KIUK-
HYTb.

2. Coznanue gaitia

@Daiinbl OBIBAIOT Pa3HBIX MuUn08 W CO3MAIOTCS B COOTBETCTBYIO-
mux npozpammax — npunodxcenusx WINDOWS. Ilpu sToM Kaxxaomy
BHOBb cO37aBaeMoMy (ailiry naércs ums u (depe3 TOUKY) pacuiupe-
Hue, TIOJ KOTOPHIMHU OH JIOJTOBPEMEHHO OyAET XPaHUTHCS HA JUCKE B
OIPEAECIIEHHOM MAaIKE.

HMst mo3BOJISIET M1OJIb30BAaTENI0 HAaWTH (Dailil B Mamnke, a paciimpe-
HUE yKa3bIBaeT OINEpalMoOHHON cucteMe Tun daiina. [lo ymMomyaHuro
pacuiupenue (Qaily ycTaHaBiIMBaeT cama MporpaMma, B KOTOpPOH
¢aiin cozgaércs. Hanpumep, gatin ¢ mekcmom MOXKHO CO3/1aTh B MPO-
rpamMe BJIOKHOT (M TaM OH TOJIy4YaeT paciidpeHue .txt) uianm — B mpo-
rpamme Word (u Tam oH noJsty4aeT pacuupenue .doc); gaiin ¢ pucyn-
KOM MOXHO co31ath B nporpamme Photoshop (u Tam oH mosywaer
pacmupenue .psd) u T.1.

Cozanue HOBOro (aiina B MOAXOMASIIEH MporpaMMe HAUMHACTCS
cpa3y e Mpu MepBoM BXxoJie B HeE. OObIYHO mporpaMma IMpejiaraet
MOJIb30BATENI0 YUCTHIN O1aHK HA DKpPAHE, KyJlda MOXHO 3aHOCUTh WH-
dbopmaruto. Takoi OlaHK — 3TO MPooOpa3 B onepamusHoOU NAMAmu
KoMIbloTEpa Oyayuiero aiina Ha aucke. [lo ymoiuanuio mporpamma
caMa Ja€T HOBOMY (hailyly MMs, KOTOpOE€ MOKHO HaOII0aaTh B 3aro-
JOBKE OKHa Osianka. OHAKO 3a4acTyl0 3TO UMS JIOBOJIBHO aOCTPaKTHO
Y TOJIB30BATENIO JIyUlIE CMEHHUTh €r0 Ha CBOE HAa3BaHUE B MPOILIECCE
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coxpanenus (aitna Ha nucke (cM. Hke NMyHKT 3). CoxpaHsTh Gaiin
MOKHO TIOCJIE€ BHECEHHUSI B €ro OJIaHK XOTh KaKOW-TO MH(OpMaIuu, U
Jy4llle nepgoe coxpaneHue clielath ObIcTpee (IMOKa Mporpamma He
cenalia asmocoxpauerue o Heu3pecTHoMy 1iiist Bac aapecy).

Ecnu Bel HaxonuTech B OKHE ITPOrpaMMBbl U yKe paboTaeTe ¢ Ka-
KUM-TU00 omKpuimbim (HAioM (CM. HUKE MYHKT 5) U MPHU 3TOM XO-
TUTE eIIE CO3/1aTh HOBBLIM (hailJl U3 ITOM K€ MPOTrpamMMbl, TO BBI3BATh
OKHO ¢ OJJaHKOM 0]l HOBBI! (paiij1 0OBIYHO MOKHO MO MYHKTaM MEHIO
nporpammel Pann » Cospathb.

SAJJAHUE. Cozpgate B mporpamme BJIOKHOT ¢ KIIaBHATyphl
Oy1aHK — (paiii ¢ KaKUM-JIM00 YeTBepOoCTUILINEM (0OAHY CTpOody!).

3. Coxpanenue gaiiia

Coxpanums ¢hatin — 3HAYUT CKOMMUPOBATH €r0 U3 ONEpPaTUBHOMN
naMsTAd KOMIbIOTEpPA Ha IUCKOBOE ycTpoilcTBO. Ha aucke daiin mo-
XKET XPAHUTHCS TOJAMHU JTAXKE MNPU BBIKIIFOYCHHOM KOMIIBIOTEPE, B
OTIEPATUBHOMU € MaMATH OH MPOMAAET Cpa3y MO BBIXOJE W3 CO3/Ar0-
€W IPOTPAMMBL.

IlepBoe coxpaHeHue (aiiga U3 co3jarlle ero mporpaMmsl Jie-
naercs 1o myHkram MeHro Pann P CoxpaHuTb Kak .... [Tpu sTom
NosIBJISIETCSl duanocosoe okno CoxpaHeHue JoKyMmeHTa/daiiia, B
KOTOPOM HYHO PacKpbITh Manky noj ¢daitn u gath dainy ums. (Co-
BET: Ha3HAUYCHHUE 3JIEMEHTOB MHTepdeiica AUaioroBoro OKHa 3ayac-
TYIO MOXHO Pa3BeAaTh, UCTIONb3YSl KOHMEKCMHYI0 NOMOUWb TIO KHOIIKE
?. DTa KHOIIKa OOBIYHO HAXOJUTCS B MPABOM BEpPXHEM yIiIy okHa. Ec-
I €€ HaXaThb W NEPETAlIUTh MBIMIBIO ? B HYKHOE€ MECTO, a 3aTeEM
KJIIMKHYTh 10 WHTEPECYIOUIECH HAAMUCH, TO TOSBUTCS 8bINA0AIOUUL
KOMMeHmapuy K Haamucu. Y OpaTh MOMOIIb, MOXKHO, KIIUKHYB B CTO-
pPOHE OT KOMMEHTAPHS MBIIIBIO).

CILYKUT CHeyuaibHoe OKOHYe 88epxXy clesa B T0JIe THAIONOBOT0 OKHA.
DTO OKOHIIC clieBa MMeeT Ha3BaHue [lanka:, a cmpaBa y HEro pacro-
JoXeHa kHonka npokpymku Y. ECIU KIUKHYTh MO KHOIKE MPOKPYT-
KM, TO BBINIAJIAET OKHO C 0epesoM TUCKOBBIX YCTPOUCTB U ManoK KOM-
netotepa (kak B mporpamme IlpoBoanuk). CoBepliias HaBUTaIUIO MO
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JIEPEBY U HY>KHO BBIJICTUTh TPEOyeMyI0 Mmanky (4ToObl €€ UMs MOsIBU-
JI0Ch B OKOHIIE 3a ciioBoM [lanka:).

BHYTPU HETr0 MBIIIBIO, TIOKAa TaM HE TMOSIBUTCS MEPIAIOIINN Kypcop
KJIaBUATypbl. MOXHO TakKe HCIOJIb30BaTh KiaBuimu Tab, nubo
Shift+Tab — monpoOyiite). HaOpaB ¢ kimaBuaTypsl uMsi (OHO JOJKHO
OBITh TaKUM, YTOOBI B TMOCJIEJACTBUU BbI 10 MMEHHU BCIIOMHUJIU CO-
nepxxkumoe (aitna), 3aTemM, HAKOHEN, CJIEAYyeT KIUKHYTh IO KHOIIKE
CoXpaHUTb 11aToroBoro OKHa.

JUisi mOBTOpPHOTO coxpaHeHus moauduunupyemoro daiina (uein
aZpec pacrojoKEeHUsI Ha JUCKE YK€ ObUI MPOMUCAaH KOTAa-TO paHee)
JI0CTaTOYHO BOCIIOJIL30BaThCs MyHKTaMu MeHI0 Pann » CoxpaHuTb
IporpaMMbl paboThI ¢ Paiaom.

Ecnu nonbITaThCs 3aKpbITh OKHO ¢ HECOXPAaHEHHBIM (hailsioMm, TO
paszaactcs 6un-cuenan v nosiBUTCS OKHO mpeaynpeskaeHusi ¢ BOIpo-
coM "CoXpaHUTh U3MEHEHUS B JOKYMEHTE ...7" W C TpEMS KHOIIKAMH
1 orBeTa. Ilpu aTOoM ecnu ajgpec coxpaHeHus daiina He SICEH, TO
JTydille KJIMKHYTh 10 KHOmKe orBera OTMEHA ¥, BEepHYBIINUCH B OKHO
IIPOIPaMMBbI, BOCIIOIb30BaThCS IMYHKTOM MeHI0 COXpaHUTb Kak. Ec-
JM K€ aJIpeC COXPAHEHHUs MOHSATEH, TO MOXKHO KIMKHYTh IO KHOMKE
orBeta Ja. HakoHel| eciii COXpaHATh HAXOMSIIMICA B OIEPATUBHOM
naMmsaTH BapuaHT (Qaiina He TpeOyercs, TO CileAyeT KIUKHYTh IO
KHOIIKE oTBeTa HET.

3AJJAHHUE. Coxpanures uderBepocTumine nog umMeHeM CrTux B
nanke Texcrsl BHYTpH Bamen juuHoi nanku. 3aKpbITh OKHO C YET-
BEPOCTHUILIUEM.

4. Ilouck daiisa uin manKu

Ecnu Bel 3a0bu1M WM HE 3HAETE, T/I€ HAXOAUTCS TpeOyemasl nam-
Ka WK (pailyn, TO MOKHO npogecmu UX NOUCK.

['1100a1bHBIN MOKWCK MOKHO OpPraHW30BaTh U3 CTAPTOBOTO MEHIO
no myHkram: [lyck » Hawntn » ®annel n nanku .... B packpsl-
BAIOLIEMCS IPU 3TOM JUAJIIOTOBOM OKHE Pe3ysibTarhl moucKa cieny-
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€T 3a7aTh (B JICBOW MOJIOBUHE OKHA) Kpumepuu noucka v KIUKHYTh 110
KHOIKe HaWTW, a 3atemM H0XKIAThCS pesynbmamos noucka (B IpaBoi
IIOJIOBUHE OKHA).

NckaTtb umeHa gpannoB unu nanok: HabpaTh ¢ KIIaBHATYPhl MM
W/WIK paclIupeHrue UCKomoro (aiina, mubo uMs TpeOyemoil Markwu.
[Ipu sTOM (haitn MOKHO UCKATh MO mpagapemy umeny TUNA *.bmp —
KOTJla UIIYTCSl BCe (paiiiibl ¢ pacliupeHueM, Kk mpumepy, bmp. B okon-
1le ¢ Ha3BaHueM [ e UCKaTb: ciemyeT 3aaarh Takke (depe3 KHOIKY
NpOKPYTKU V) MMsSI YCTPOMCTBA KOMIIBIOTEPA, HA KOTOPOM (HpeAaro-
JI0KUTENBHO) PACHoI0okKeH 00BbEKT moucka. KpoMe Toro, KIMKHYB MO
3aKJIaJIKe MOXHO 3a7aTh Oojee JeTalbHbIE Xa-
PAKTEPUCTUKU PA3bICKUBAEMOTO O0OBEKTA.

XpaHEHUsI Marok/(ailyioB, YIOBIETBOPSIONIUX KPUTEPUSIM IIOWCKA;
a100 cooOIIeHne, YTO OOBEKT MOMCKa HE OOHapyx)eH. B mocieaHem
ClIydyae MOKET OBITh CJIEAYET CMEHUTbh KPUTEPUHU MOUCKa (B MEPBYIO
ouepensn, [ Ae nckatb:).

Korga o0beKT moncka HalIeH, ero MOKHO OMKpbimb MO0 yKa3aH-
HOMY ajJpecy (CM. HWXKE€ MYyHKT ). Eciu aapec XpaHeHUs HAAEHHOU
nankyd win (aiina Bac He ycTpauBaer, TO €ro cieAyeT CMEHUTh, ne-
pemecmue HaAJICHHBIA O0BEKT HA HY’KHOE MECTO (CM. HUXKE MYHKT 0).

3aBepiaercs rio0adbHbIM MOUCK 3aKpbITUEM OKHA Pe3ysbTaThl
MOMCKA.

JloKaJIbHBIM MOMCK MOKHO MPOBECTH MO TUIUYHBIM MECTaM Xpa-
HeHust B WINDOWS 6ecxo3nbix (COXpaHEHHBIX IO YMOJIYAHUIO) WU
nomepsnHsix (OMMOOYHO YAAIEHHBIX) Manok W (aitnoB. K Takum
MecTaM OTHOCSITCS, IPEXKE BCEro, CUCTeMHbIE Manku Mou 10KyMeH-
Tbl 1 Kop3una.

SApneik nanku Kop3mHa Bcerja HaxoauTcss Ha paboueMm CToJie
KoMnbloTepa. KIIMKHYB MO 3TOMY SIPJIBIKY MOXHO MPOCMOTPETH CO-
JIEPKUMOE MANKU U 80CCMAHOBUMb TIOTEPSIHHBIN (Daill Wi manky Ha
MIPEKHEE MECTO XpaHEHUS (CM. HIXKE MYHKT 7).

Apnbik nanku Mou JOKYMEHTBI TaKK€ MOXET HaXOIUThCA Ha
pabouem crojie. Torna KIMKHYB MO 3TOMY SIPJIBIKY MOKHO MPOCMOT-
pETh COJIEP’)KUMOE TANKK B TTOMCKaxX HYXHOTro o0bekra. Ecnu xe sp-
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JIbIKa HET, TO CJIICAYCT IMPONU3BCCTHU J100aJIbHBIN TIOUCK U3 JAUAJIOTOBO-
'O OKHAa Pe3y.]II)TaTI)I IIOUCKA, YKa3aB B OKOHIIC F/:l,e MCKATb: UM
yctporictBa MOU JOKYMEHTHI.

tam: [1yck » [JOKymeHTbl B> . [Ipu 3TOM 10 cTpeske BhIIagacT mepe-
4yeHb (paiioB, cpeln KOTOPBIX MOKET OKazaThCsl HYXHbIN. Ero anpec
MOXHO Y3HaTh, €CJIM IMPOCTO TMOJBECTU (HE HA)XKHWMasl) K HA3BAHUIO
daiina xkypcop Mbiu. OTKPBITh K€ HAWACHHBIN (Paiil MOXXHO, €CiH
KJIUKHYTh 1O €ro HaszBaHwuto. [locie yero ciemyer cpasy ke mepernu-
caTb OOHApPY>KEHHBIN (a1 HA HYKHOE MECTO XpaHECHUs (BCIIOMHUTE
nyHKT 3, aeiicteue ®ann P CoxpaHUTb Kak ...).

3AJJAHUE. Haittu aapec cBoero TEKCTOBOro (paiima mo ero
paclIupeHuto .txt (eciam MOMHUTCA, TO IS YCKOPEHHUs MOMCKa BOC-
M0JIb30BaThCS 1 UMEHEM HMCKOMOro (aiia). Pe3yiapraTr nmoucka (1moJ-
HBIN anpec (aitna) 3anucath B TETPalb U MOKa3aTh MPENOaaBaATEIIO.

S. PackpbiTHE NANKU U OTKPbITHE (paiiia

Jlns Toro, 4ToObI ¢ (aitiom MOXHO ObUIO padoTaTh (CMOTPETH
ero COAECPKUMOE U MOAUPHUITUPOBATH), (aill crneayer omxpuims (3a-
IPY3UTh B ONEPATUBHYIO MaMSTh) U3 MAIKH, B KOTOPOH OH XPaHUTCS
Ha nucke. [lpu »TOoM, TMpexkae BCEro, HyXKHO pacKpuimb TPEOyeMylo
nanky (T.€. MOJIy4YUTh JOCTYH K €€ COAECPKUMOMY) U 8bl10pamsb HEOO-
XOAUMBIN (aiin.

Jo0paThcs A0 HYKHOM MANKU U OTKPBITH (Al MOXKHO ABYMS

paboThl ¢ (daitmamu, Tuna Moii komnbroTep win [IpoBoauuk (0 uém
roBopujioch B JIa0.1). BTopoil — u3 OkHA TOTO NPUJIOKEHUA (TUMa
nporpamMmbl BJI0KHOT), B KOTOPOM OTKpBIBaeMbIil (paiiin ObLUT KOTAa-TO
co3/aH, JIM0O KOTOPOE CIOCOOHO padoTaTh C JaHHBIM TUIIOM (ailioB
(4To ompenenseTcss paclIUpeHUEM UMEHU (aiina).

Ecan BBl He 3HaeTre, B KAKOM OpHJIOKEHHH (aiia OBLI co31aH,
niu Bam He xoueTrcst camoMy 3arpyskaTh MPUII0KEHHUE, MOYKHO TTONUTH
o nepBoMy nytu. J[ist aToro Heodbxoaumo B mporpamMme Moil KOM-
NbLIOTEP, HAPUMEpP, COBEPIINTh HABUTALIMIO MO Tamkam u (daitiam
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(BcriomHuTe JIab.1), moaBecTH Kypcop MBIIMIM K SIPIBIKY HY>KHOTO
(aiina, a 3aTeM ABaXbl KIMKHYTh 10 HeMY. OnepaiiioHHasi CucTeMa
caMa ONpeACNIUT, KaKoe MPUIOKEHUE 3arPy3UTh, 1 OTKPOET B HEM BbI-
OpaHHbI Daitn.

Ecin Bbl yKe HaXxoIuTech B OKHE KAKOrO-TO IPUIOKEHUSA, TO
IUISl OTKPBITHUST TpeOyeMoro (hailia HyKHO BBINOJHHUTh IMYHKTHI MEHIO
npuwioxkenus Pann » OTKPbITb... [Ipu 3TOM MOSABISETCS AWATIOTO-
Bo€ OKHO OTKpbITHE JO0KYyMeHTa/(aiaa, no uatepdency aHaaoruy-
HOE€ OKHY IJI MEepBOro coxpaneHus (aina (BCmoMHUTE MYyHKT 3). B
okHe OTkpbITHE Yepe3 okoHie [1anka: u kHonky npokpyTku ¥ He-
00X0JIMMO PaCKpbITh MANKy ¢ HykKHbIM (aitiom. [Ipuuém TyT B OKOH-
e Tvn pannoB: depe3 KHOMKY NPOKPYTKA ¥V CIEAyeT YCTAHOBHTH
(eci TOMHHUTCS) NPAUIbHOe pacuiupeHue s OTKpbIBaeMoro (aiina,
VMHa4€e B MOSIBUBLIEMCS] CIUCKE UMEH (PaiiyioB HE OyJET BUIHO HY>KHO-
ro. B HeusBecTHOI cuUTyanuu B OKOHIIE MM (PANSIOB: ClaeayeT BbI-
Opath ykazanue Bce dpannsl.

Tak wiu nHade BIOpaB MM U paclIMpeHUe Tpedyemoro Qaiiia,
1160 HabpaB ATO ¢ KJIaBHATyphl B OKOHIE VIMA (panna: 3atem Hako-
HEI[ CIeAyeT KIMKHYTh 10 KHonke OTKPbITh B okHe OTKpbITHE. EC-
JY IIporpaMMa — IpUJI0KEeHUE He CIocoOHa padoTaTh ¢ HY>KHBIM Bam
TUnoM (aityioB, To OyJIeT BBIAAHO COOTBETCTBYIOIIEE COOOIIECHUE, C
NPEAJIOKEHUEM BbIOpATh MOAXOASNIYIO0 MPOTpaMMy — KOHBepTop. B
XyameM ciydae ¢aitsn OyJeT OTKpHIT Ha "Tapabapckom si3bike', T.€. B
HETIOHSITHOW KOJUPOBKE. B Takou cuTyanuu jgyquie MmouTHU mo nepBo-
My TIYTH OTKPBITUS (paiijia — KOMIIBIOTEP caM BBIOEPET HY>KHOE, €CITU
UMEETCH.

3AJIAHUE. Yepe3 nporpammy Mol KOMIIbIOTEP, BOUISI B HY K-
HYIO TIANKy, OTKPBITh (ain ¢ Bamum cruxorBopenweM. Ilepen ot-
KPBITUEM I103BaTh MPETIOAABATEI.

6. KonupoBanue u nepemenienue painaa uin nanku

B npuHIMne BO3MOXHBI 08a 8apuanma U3MEHEHHUs aJipeca Xpa-
HEHMSI Ha JUCKe manku/(aitna: 1ubo agpec MEHSIETCS MOJIHOCTBhIO —
Takasi omepalusi Ha3bIBaeTca nepemeweruem (Move), 11060 TOMUMO
CTaporo ajpeca MOSABISETCS JIOMOTHUTENIbHBIN HOBBIN — Takas orepa-
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U HaszbBaeTcst konuposanuem (Copy). Tlocneanss omneparus siBiisi-
ercsi Oosee Oe30mMacHOM € TOUYKM 3pEHUsI MOTEpU JAHHBIX TIPU
nepeapecaruu.

HOW TManKu B JAPYTYIO C TIOMOIIBIO CHUCTEMHBIX MPOTPaMM pabOTHI ¢
daitiamu.

IIpoBoaHUK
(omeparuu Mblibio; JIab.1, myHKT 5)

B 51€eBOM NONOBHUHE OKHA MPOrPaMMBbI OTKPBITH IANKY, B KOTOPOU
Haxoautcs (ails s KonmupoBaHus. Ero MMmsi JOJDKHO MOSBUTHCA B
CIIUCKE B IIPABOM MOJIOBUHE OKHA ITPOTrPAMMBI.

[IposmcTaTh CIMCOK YCTPOMCTB U IAMNOK B JIEBOW MOJIOBUHE OKHA
TaK, YTOOBI CTAJI0 BUJAHO UMS TAMKH, B KOTOPYIO (haitin OyaeT konupo-
BAaThCs. DTy narnky HE OTKPBLIBATD.

B mpaBoii mojgoBHHE OKHA YCTaHOBUTH KypCcOp Ha MMEHHU (haiiia,
HAXXaTh U HE OTIIYCKATh JIEBYIO KHOIKY MBIIIH, HAXKATh U YIEPKUBATh
KJaBuiny kiaBuatypsl Ctrl.

[lepemenias Mblillb, O€peTAUThL (Al HA UMSI HY>KHOM TAIKHU.
OTOycTUTh BCE KHOIIKH.

Far
(onepanuu ¢ kinaBuatypsl: JIad.1, myHKT 6)

OTKpBITH B OJTHOM MOJIOBUHE OKHA MPOrpaMMBbl TANKYy ¢ HYKHBIM
daiinom, B Apyroil mojioBUHE — Ty ManKy, Kyjaa (aitn OyaeT konupo-
BaThCH.

Ilepelitu knaBuieid Tab B ucxoHyto noJIOBUHY OKHA. Bbiienuthb
KJIABUIIIAMH TIEPEeMEIeHUs Kypcopa | uMmsa daina u HaxaTh (PyHK-
IUOHAIBHYIO KJaBuIily F3.

B nosiBuBIIIEMCS AMAIOTOBOM OKHE BBIOpaTh IyHKT [COpY], a 3a-
TEM HaXKaThb KjiaBully Enter.

Moii koMnIbIOTEP
(omeparuu Mblibio; JIab.1, myHKT 2)

OTKpBITH HA PAOOYEM CTOJIE OJTHO OKHO C COAEPKUMBIM TANKHU, B
KOTOPON HaxOAUTCA HYXXHBIM (paiyl. 3aTeM MOBTOPHBIM 3aIyCKOM
MPOTPaMMBbl OTKPBITh JPYTrO€ OKHO C COJACP>KUMBIM MaIKu, B KOTOPYIO
(aii OyneT KONMpoBaThCsA. PacmoNOKUTh OKHA TaK, YTOOBI XOPOIIIO
OBLIIO BUJHO UX COJICPIKUMOE.
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YcraHoBuTh Kypcop Ha MMeHH (hailiia, HaXkaTh U HE OTIYCKATh
JIEBYIO KHONIIKY MBIIIH, HAXKATh W YJIEPKUBATH KJIABUIIY KJIABUATYPbI
Ctrl.

[lepemeniass Mbliib, nepeTamuTh ¢ailyi Ha CBOOOJHOE MECTO B
OKHE HYXHOW nanku. OTIYCTUTh BCE KHOTIKH.

nporpamMmel Far mHyxxHO BMecTo FS5 Haxars knaBumy F6, a mpu wuc-
M0JIb30BaHuU Tporpammsl [IpoBoagHuk wim Mo KoMIbOTEP HE Ha-
1o Haxxumath kinaBuiry Ctrl. B mocnegneM ciydae nipu nepetackuBa-
HUU MBIIIBIO PSAJIOM ¢ UMeHeM (aitsia HE BYJIET 3HauKa +, Kak 3TO Ha-
0JIr01a€TCsl TPU KOTIMPOBAHUH.

3AJIAHUE. Hau6onee ynobusiM juisi Bac cnmocoboMm ckomupo-
BaTh (haill co ctuxoTBopeHueM CtTux M3 mankd TekcThbl HaBEepX B
Bamy smunyr nanky. Pe3ynaprar nokasars npernoaaBareto.

7. Ynajenue (paijia uiim manku

Yoanums daiin/manky ¢ MecTta XpaHEHUs — 3HAYUT, IEPEMECTUTH
€ro B CHEIUaJbHYI0 manky mnoj Ha3Banuem Kop3una. OTTyna omiu-
OOYHO YAAJICHHBIA (pais/manKy MOXHO BOCCTAHOBUTH Ha MPEXKHEE
Mecto. st aToro HeoO0xoauMo packpbiTh nanky Kop3una, Haiitu e€
B OKHE Y BBIJICIUTH MBIIIBIO MOTEPSIHHBIN (haiii/manky, a 3aTeM KJIUK-
HYTh MO KiaBuiie BOCCTaHOBUTD.

Ilonnocmuro yoanums (ain/manky (a 3HAYUT, OCBOOOJIUTH 3aHH-
MaeMylo UM MaMsTh Ha JUCKE) — 3TO YJaIuTh ero u u3 Kop3uHsl To-
xe. [Tocne aroro ¢aiin/manky BoccTaHOBUTH OyaeT HEJIB3A. CnenoBa-
TEJIIbHO, OIIEPALIIO YIAJIEHVUA HYXXHO BBIIOJIHATH OUEHb BHUMA-
TEJIbHO, nockonbky Kop3mHa nepuoanydecku yucmumcs Ajisi S3KOHO-
MHH JTUCKOBOTO MPOCTPAHCTRBA.

Hwxe aist mpuMepa pacCMOTPEHO, Kak yaanuTh (aiin B Kop3uny
C TIOMOIIBIO CUCTEMHBIX ITPOTpaMM padOThI C (ailyiamu.

IIpoBoaHUK

B 71eBOM IOJIOBUHE OKHA IPOrpaMMbl PACKPBITH MAIKYy, COAEP-

Kalylo HY>KHbIA (aitn. B npaBoii moJ0BMHE OKHA MPOTrpaMMbl BhIjie-
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JUTH ATOT (a1 METIYKOM MBIIIM Ha €ro SPJbIKe U HaKaTh KJIABUIILY
Delete knaBuaTypsl.

B nosiBuBIIEMCSI TMAJIOTOBOM OKHE Ha BOIPOC MPOrpaMMbl MOJI-
TBEPAUTH yAaJICHWe, KIMKHYB MO KiaBuiie [la, mim oTkazatbCs OT
yIajieHus, KIMKHYB 10 KiaBuire HeT.

Far

B kakoii-nub0 MoJIOBUHE OKHA MPOTrpaMMbl PACKPHITH MAIKy C
HYXHBIM (DailJlIoM W BBIACIUTH €ro MM KIIABUILIAMHU TNEPEMEIICHUS
Kypcopa J. 3aTemM HakaTh QyHKIIMOHAIBHYIO KiaaBumny F8.

B nosBuBIIEMCS TUATIOrOBOM OKHE Ha BOIPOC MOATBEPAUTH yaa-
nenue, BeIOpaB nmyHKT [Delete], wim oTkazarbcs OT ymaieHus, BEIOpaB
nyHkt [Cancel].

3aBeplIUTh ONEPAIMIO HAXKaTUEM KJIaBUIIM Enter KilaBuaTypsl.

Moii koMnIbIOTEP

OTKpBITh ManKy, COACPKAIIYI0 HYXHBIN (paiiil, U BBIACIHUTH €0
APJIBIK IIETYKOM MBIIIK. 3aTeM HaxaThb kiaBullly Delete kiiaBuatypsl.

B nosiBUBIIIEMCSI TMAJIOTOBOM OKHE Ha BOIPOC MPOrpaMMbl MOJI-
TBEPAUTH yAalicHWe, KIMKHYB IO KiaBuine [la, mim oTKa3atbCcs OT
yIajieHus, KIMKHYB 1o KiaBuiie HeT.

SAJAHUE. Ypanure B Kop3uny nanky Texcrsl n3 Bamewn
JIMYHOM NMANKU, UCTIO0JIb3YS JIF00O0M U3 ONMMCAHHBIX CIIOCOOOB.
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JIABOPATOPHAA 111
HABOP U PEJAKTHPOBAHHUE TEKCTA B TEKCTOBOM
PEJAKTOPE WORD

BBeaenue

Jlns Havana HY>KHO 3arpy3uTh nporpammy Word paOoThl ¢
TEKCTOBBIMH JOKYMEHTAMH B OINEPATHBHYIO TaMATh KOMIIbIOTEpA.
JlemaeTcs 3TO MO MyHKTaM cTapToBOTO MeHio [1yck » [Nporpammel
» ... » Microsoft Word. Yacto sipieik pemakropa Word ObiBacT
pa3Mmeni€H Ha pabodem cToljie Komnbiotepa. Eciau 3To Tak, To 118 3a-
rpy3ku Word 10CcTaToyHO ABAXKIAbI KIUKHYTD IO SPIBIKY.

[Tocne 3arpy3ku B OSIBUBIIIEMCS OKHE TEKCTOBOT'O PEIaKTOpa
Word BBepXy BHJHA IMAHENIb 0CHOB8HO020 Mento (¢ HazBaHuAMu Panr,
[MpaBka u T.1.). OOBIYHO TaKXe BUIAHBI M TIAHETH UHCHPYMEHMAlb-
Huix kHonok (B ¢hopme mukrorpamm): CtaHgapTHas u dopmaTtmpo-
BaHue. Eciu 3To HE Tak, TO HEJOCTAIOIIYI0 MHCTPYMEHTAIBHYIO Ia-
HEeJIb HeoOXoauMo oTtoOpasuTh mo MeHro Bug P llaHenu mMHCTpy-
MEHTOB P>

(CoBeT. Y3HaTh O HA3HAYCHUU KAKOTO-JIMOO MYHKMA MeHHo
MOXHO, €CJIM KJIMKHYTh M0 €r0 Ha3BaHUIO. B pe3ynbrare packpoeTcs
CIIUCOK 10ONYHKMOG JAaHHOTO IMMYHKTa MEHIO (3aMeyaHue: WHOT A noJ-
HblUL CNUCOK TIOSIBIISIETCSL HE Cpa3y, a JIMIIb CIYCTs HEKOTOPOE BpeMsl).
Y3HaTh 0 HA3HAYCHUH ONPEACIIEHHON KHONKU WIN OKOWKA Ha TIaHET!
WHCTPYMEHTOB MOYHO, €CJIM IIOMECTUTh KypPCOpP MBIIIN Ha ATy KHOII-
KY/OKOIIIKO U HEMHOTO TOJO0XJaTh JO0 BCIUIBITUSI KOHTEKCTHOM IO/I-
ckasku. IIponaurech MO NyHKTaM K KHONKAM HWHCTPYMEHTapUs
Word).

[Tox manenssMyu UHCTPYMEHTOB B OCHOBHOM YaCTH OKHa ITOCIIE
npoiecca 3arpy3ku Word mosiBiisieTcsl YUCThIN Onaux-gaun (¢ Mep-
HAIOIIMUM KYpCOPOM KJIaBHATypbl), B KOTOPOM M MOXXHO HaOupaTh
TekcT. M3nauansHo Word cam aét nazeanue 3tomy ¢aility (epBblid
pa3 — 310 [JOKYyMeHT1), u 1mo ymoirgaHuio y Hero pacuupenue .doc.
Ha3Banne MOXHO yBUJIETh B 3aT0JIOBKE OKHA CJIEBa Ha CHHEM moJie. B
nociencTsun Bam HeoOxonumo Oyner nath CBOE HA3BAHUE 3TOMY
Hogomy ooxymenmy Word (CM. HH)KE MYHKT 2).
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C Touku 3peHus OyayIIero ne4yaTHOro JOKyMEHTa (CM. jajee
JIa6.7) npennaraemsiii Word OnaHK — 3TO nepBasi cmpaHuya Ha JUCTE
oymaru (rmoka uucTtas). I ectecTBeHHO OyAET CHavana ONpeaeIuThCS
C pasmepamuy AUCTA 3TOW CTPaHMIIBI U C WUPUHOU nojieli Ha Hell (4To
3a71aCT eparuybl pa3MeNIeHus TekcTa). Bc€ 3To MOKHO YCTaHOBUTH 10
meHto @ann P [MapameTtpbl cTpaHuubl. ITo3xe MbI emié HayduMmces
pOJICJIbIBATh TAKOE, & MOKa MPUMEM T€ MapaMeTphl, KOTOPBIE MPEI-
noxui1 Word no yMOJYaHUIo.

[lepen HabopoM TekcTa AJisl yA0OCTBA TAKKE KEJIATEeIbHO yC-
TaHOBUTH MOAXOJSIINN Macuimab OTOOPaXKEHUsSI CTPaHUIIBI Ha dKpa-

100% -
He. Crnenath 3TO MOXXHO 4Y€pe3 OKOIIKO MPOKPYTKH Mac-

WTab Ha maHea MHCTPYMEHTOB. KiMK MbIbio 1o kKHONKe VW pac-
KpbIBA€T CIUCOK, B KOTOPOM U MOXHO BbIOpaTh HeoOxoaumoe. Hau-
oonee ynoben macmrtab ¢ HazBanueM [0 wunpuHe ctpaHuubl. Oana-
KO €CJIM TaKOM MaciTald MOKa)KeTCsl HeYJJauYHbIM, MOXKHO MOBApbUPO-
BaTh Yo-MH.

1. HaGop TekcTa OOBIYHO HAUYMHAETCS C YCTAHOBKHU HY>KHOU
eapruumyper mpudra. (Hanbosee nonymnsapasl mpudteli: Times New
Roman — um HabpaH OCHOBHOM TEKCT JaHHOTO JOoKyMeHTa; Arial — um
HaOpaHbl Ha3BaHUs IMYHKTOB MEHIO B JAaHHOM JOKyMeHTe; Courier
New — 10 BUY 3TO MIPUQPT MULITYIIECH MAITUHKH).

BricTaBisieTcss Hy)KHas TrapHATypa B OKOIIKE MPOKPYTKH
Times Mew Roman -

LUpndpT Ha nmanene ¢ HaOOpOM HHCTPYMEHTATb-

HBIX KHONOK BBepXy OkHa Word. Kiimk Mbibi0 no kHonke Y pac-

KPBIBAET CMHUCOK, B KOTOPOM M MO>XHO BBIOpATh FapHUTYDY.
AHAJIOTMYHO BBICTABJISETCS U HYKHBIA pazmep wpugma 4epes

OKOIIIKO MPOKPYTKHU -2 B Pasmep. B npunmune, pasmep mpudra
(rOBOPAT €1 Keenb) MOXKHO BbIOpaTh JIH0ObIM. HO TUNMYHBIM AJ1s fAe-
JIOBBIX TOKYMEHTOB CO CTaHAAPTHBIM Pa3MEpOM JIMCTa CTpaHUIbl A4
(cm. nanee JIa6.7) siBisieTcsa keraib 12. K mpuMepy, TaHHBINA JOKYMEHT
HaOpaH 3TUM KETJIeM.

Muorue tekctoBbsie IpUPTH B pycuduurpoBanHnom Word (¢
KOTOPBIM MBI U UMEEM JIEJI0), PEaTU30BaHbl B JIByX BapUaHTaX: pyc-
ckom U aamunckom. Ilepexon Mexay 3TUMU TUMAMU MIpUdTa ITpouns-
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BOJUTCS TIEPEKIIOUCHUEM pecUcmpos Klasuamypsl C PYCCKOTO Ha

aHruhckuid, u HaoOopor. Kak »to caenmate — BcriomHuTe Jlab.l,

nyHKT 3. Pe3ynbTaT e MepeKItoueHUs] MOKHO OTCIEIUTh B OKOHIIE
1N Ha manenu 3axav.

Jlist ynoOcTBa UTeHUSI TEKCT 0OBIYHO HaObUpaeTcs Mo adsayam
(T.e. bparMeHTaMH M3 HECKOJBKUX MPEIJI0KEHUHN, UYTO OMHUCHIBAIOT
OJIHYy MbICJIb). BHemiHe a03ai] BbIAEISECTCS TEM, YTO HaOupaeTcs: ¢
KpacHoti cmpoku (T.€. C HOBOU CTPOKHU C omcmynom, a MOCJIeayoIIe
CTpPOKH — 0€3 OTCTyma), a MKy ad3alaMu MOTYT ObITh UHMEPBATIbL.

s Word a03air — 3170 (parMeHT TEKCTa MEXAY JIBYMS IIO-
CJIeIOBaTeIbHBIMU Ha)kKaTUsIMK KiIaBulu Enter. OTMeuaeTcs B TEKCTE
KOHell ab3ana Heneuamaemvim 3HaKom «».

CrnenoBaTenbHO, MOCIE OYEPETHOTO Ha)kaTus KiaBuiu Enter
BCETJla MPOUCXOIUT Tepexos i K HOBOMY AB3AIY Ha HOBYIO CTPOKY.
Ecnm xe Tpebyercs, He BBIXOAS 13 ab3ala, IEPEerTH ¢ HY»KHOTO MecTa
Ha HOBYIO CTPOKY, TO HEO0OXOJIMMO COBMECTHO HaXaTh KJIABUIIU
Shift+Enter. B Tekcte Takoil Iepexoji OTMEYAeTCsl Heneuamaemvim
3HAKOM «*+.

Jlenenue Tekcra Ha ab3aibpl yI00HO Takxke TeM, uro B Word
MPEAYCMOTPEHO CaMOCTOSITEIbHOE (hOpMaTUPOBAHUE KaKJIOTO ab3ara
(cm. nmanee Jla6.4, myHKT 3). DTO MO3BOJISIET, K MPUMEPY, 3ar0JIOBOK
TecTa HaOpaTh OJHUM cmuieM, a a0d3allbl MOCIEAYIOIIEr0 TEKCTa —

IPYTHUM.

SAJJAHUE. OtkpeiTh (€ciin €mé HE OTKPBIT) HOBBIA JOKY-

MeHT Word. Caenate 3TO MOXXHO WHCTPYMEHTAIBHOW KHOITKOM []
CosgaTb. Habpath crnemyromiue abd3arpl, UCHOIB3Ys IMpeiiaracMble
YCTAHOBKHM IIpUQTa:

TekcT HabpaH rapHuTypowu Arial, paamep wpudta 10.
TexcT HabpaH rapHutypom Courier New, pas-
Mep 12.

2. HoBBIM JOKYMEHT HYKHO, HE OTKIJIQJbIBAsl, COXPAHUTh MO
meHI0 okHa Word ®ann » CoxpaHuTb Kak (Bcrnomuute Jlad.2,
NYHKT 3), UHAYE€ aemocoxpaneHue 3aHeCET €ro He B Ty Manky, KOTo-
pas Bam HyxHa, u He ¢ TeM uMmeHeM. [lo 1 memuky mo crpenodke B
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nosie ['lanka mosiBUTCS ciucok ycTpoicTB. Beioop Hy»)HOTO — 1 mien-
yok. Jlamee cieayroT mepexo/ipl 1Mo Mamnkam A0 Hy>KHO# (2 1mienyka Ha
MMEHaX IamoK).

3AJJAHUE. Coxpanuts JOKYMEHT Ha yCTpOMCTBE E: B cBOEH
JIMYHOM TIanke, uMmd 3a7ath Pepakruposanue. Bama dgavuians.

3. IlokazaTh HenmeyaTaeMble 3HAKU, K KOTOPBIM OTHOCSTCS, Ha-
npuMep, npoben (M300paxkaeTcsl KaK «-») U NPU3HAK KOHYa abdzaya
(u300paxaercs Kak «Y»), MOXHO, KJIMKHYB MO HHCTPYMEHTAIbHOMN

KHOIIKe Heneyataemble 3HaKu l . Takue cnenzHaku yao0HO BH-
JIeTh MpU HAOOpe, MOCKOILKY OHM MTOKA3bIBAIOT PA3METKYy TEKCTa.

3AJIAHUE. IToka3aTe HeneuaTaemble 3HaKU B Baliem Tekcre.
CrepeTh cUMBOJ KOHIIA a03ama. BocctaHOBUTH CUMBOJ KOHITA ad3alia.
VY6path nzo0paxeHre HermevYaTaeMbIX 3HAKOB.

Boiienenue nepBoit OykBbI ab3ania — 6ykeuya. Kak 3To BbI-

TJISIAUT — MOKa3aHo cieBa. JJist Toro 4To0bl TEKCT CMOTPEIICS

@ xpacuBo, B a03a1e, KOTOPbI HAYMHAETCS C OYKBUIIbI, JTyYIlIe

VBPATH KpacHyI0 CTpPOKy. {151 3TOro mnpu mojioKeHUu Kypco-

pa B camMmoM Havasie a03ala JOCTaTOYHO yJIapuTh o kiasuiie Back-
space KJIaBUaTyphl.

Hactpoiika napameTpoB wabiona OYKBUIBI TPOU3BOJAUTCS 110

nyHkTam MeHro Popmart P bykBuua. B packpeiBaromiemMcs Ipu 3ToM

3AJJAHUE. HaOpars a03ai ja1000r0 TEKcTa (HampuMmep,
cTpoy CTUXOTBOPEHUS), BBIACIUTH NEPBYIO OYKBY U ClIENaTh €€ OyK-
BUIIEH, OOpaTUBIINCH K MEHIO. Pe3ynbTaT moka3arh npenoaBaTesio u
coxpanuth B TokymeHTe Word Penakruposanue. Bama dgamuims.
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rapHUTYpPhI, pa3Mepa M HauepTaHus TekcTa. Bce st omeparuu BbI-
onmoTeA A recera, Boidete-
Hue JENAeTCsl Mbluiblo: TIOCTABUTh KypCcOp Ha MEPBYIO0 OYyKBY Oynayliie-
ro (hparMeHTa, HaXKaTh U HE OTITYCKaTh JIEBYIO KHOIIKY; MEpEMEIICHH-
€M MBIIIM PACTSHYTh BBIJICJICHUE 10 HY>XKHOTO pa3Mepa; OTHYCTUTh
KHONKY. CHamue 6bl0enenusi IPOU3BOIUTCS MIETYKOM JIEBOM KHOMKOU
B JIFOOOM TOUKE JJOKYMEHTA.

Hns evidenenus HEOONBIION YACTH TEKCTa, HampuMmep, He-
CKOJIbKMX CHUMBOJIOB, yA00HEE IOJb30BaThCs Kaasuamypou. HyxHO
YCTaHOBUTh KYpCOp KJIaBUATyphl HA TEPBBIM BBIACISIEMbIA CHUMBOI,
HaXXaTh M HE oTmycKkarh kjaBuiny Shift, u knaBuieit nepemenieHus
Kypcopa BIPaBO —» WJIM BJIEBO € BBIJEIUTHh HY>XHbIE CUMBOJBI. Tak
K€ MOXXHO BBIJICJIUTh HECKOJIBKO CTPOK, IIPU 3TOM Kypcop mepeMeliia-

CTCs BHH3 \L HJIN BBCPX T

3AJIAHUE. IloTpeHupoBaThCsi Ha CBOEM TEKCTE C BbIJICJIICHHU-
eM (pparMeHTOB.

6. sl pelakTUpOBaHUs TEKCTa YJIOOHO HMCHOJIb30BAaTh MHCT-
pyMEHTaJbHbIE KHONKU BBEpXY OkHA Word. K npumepy, o4eHb I0-
ne3Ha ObiBaeT kHOnka OTMEHUTb 7 I OoTKa3a OT HElpaBUIbHBIX
neucTBuii. MOXHO Takke BOCIIOJIb30BaThesi MeHIO Word. Hanpuwmep,
pa3zHOOOpa3HbIE napamempsl wipugma yCTaHABIUBAIOTCA IO LIEMOYKE
nyHkToB MeHo ®opmat » LpudT. B pesyabrate packpniBaeTcs
nuanorosoe okHo Hpudr, naronee MUPOKUE BOZMOXKHOCTU IO BbI-
O0opy HauepTaHusi CUMBOJIOB. [103HaKOMBTECH C BOZMOXKHOCTSIMHU 3TO-
ro OKHa.

B penakrope Word MOXHO TakXe BKJIIOYUTH U HACTPOUTH
JTOJDKHBIM 00pa3oM pedicum KOHmpOoJisi npagonucanus. Jlenaercs 31o
no nyHkram meHio CepBuc » [NapameTpbl Ha 3akinaake [NpaBonu-
CaHune.

[Ipu >TOM HE3HAKOMBIE PEAAKTOPY CJIOBA WJIM CJIOBa ¢ opdo-
rpadUueCKUMU OIMMOKaMH MOA4YEPKUBAIOTCS KPACHOW BOJHUCTOM JIN-
Huel. UtoOw! y3HATh, yeM HenoBoJieH Word, Hy>KHO HaaTh Ha MOJ-
YEPKHYTOM CJIOBE IPaBYyIO0 KHOIIKY MbIIM. Eciau Bl yBepeHb! B Ipa-
BWJIBHOCTH MOAYEPKHYTOIO CIIOBA, €ro CIEAyeT N00aBUTh B CIOBAph
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Word, nHaue Hy>KHO NPUHATH UCIIPABICHUE, KOTOPOE MPEIIAracT pe-
nakrop. IIpennoxenus, B kotopeix Word He HpaBUTCSA CTUIb U3J0-
KE€HUsI, WIM B KOTOPBIX OH II0JIO3PEBACT HAJIUYUE CUHTAKCUYECKUX
OLIMOOK, MOIUEPKUBAIOTCS 3€IEHON BOTHUCTON JuHUEH. Tyt yxx Bel
CaMU pellanTe, KTO Mpas.

3AJJAHUE 1. U3yunts HHCTpyMeHTAIbHEIE KHONKH Word: &
MonyxupHbin; £ Kypcus; 2 [MogyepkHYTbIN; “ ~ Bblaenenue
LLBETOM; 4 - LiBeT wpundta. Ucnoas3ys 3TH KHONKKA HAOpaTh H
OTPEIAKTUPOBATh J0 MPEAJIaraéMoro BHa CIEAYIOIIue ad3albl TeK-
cTa:

B nanHoM a063arie MCoJIb30BaHbl pa3Hble HAUEPTAHUS: KYPCUB,
MOJYKUPHBINA, MOMYCPKHYTHIN, 6CE_B803MOMCHOCHU _HAYEPMAHUA
emecme.

Beiaenenne ¢pora mexcma MBETOM Ha Y€pHO-0€JIOM MPHUHTEPE
OyJIeT CepbIM; B AJIEKTPOHHOM JOKYMEHTE MO CJIOBAMHU «BBIJICICHUEC)
U «IIBETOM» — OUPIO30BBIN (OH.

Ileem wipugpma mMoxxHo MeHATh. IlepBble JIBa clioBa B 3TOM
a03arie «uBeT mpudTay HaOpaHbl KOPUYHEBHIM IIBETOM.

SAJIAHUE 2. CoxpaHuTh NONOJHEHHBIM JOKymMeHT Word
PenaktupoBanue. Bama ¢gamunusa B Bamen Ju4HoON nanke.

7. KonnupoBaHWE TEKCTa MOKET BBINOJHATHCS 4YEpE3 CIELHU-
albHYI0 00JIaCTh MaMSTH, KOTOpas Ha3biBaeTcs Oygepom. OHaA HC-

HYTb IO KHOIIKE KonuvpoBaTtb Ha maHene WHCTPYMEHTOB, TEpe-
MECTUTh KypCOp KIIABHATYPbl HA MECTO KOIIMPOBAHUA U 3aTEM KIIWK-

HYTh 110 KHOTIKe "= BCTaBUTb.

co0 mpu konupoBaHuu (aiiiioB — BcrioMHuTe JIab.2, myHKT 6). Cremy-
€T «3alenuThy» (parMeHT MbIIIbIO MpU Haxkartou kiaBuiie Ctrl u, He
OTITyCKasi KHOIIOK, «TEPeTalInThy) (PparMeHT Ha HY>KHOE MECTO B TEK-
cTe. 3aTeM OTITYCTUTh BCE KHOTIKH.
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3AJJAHHE. B Bamem TekcTe CKONHUpPOBATh IEPBBIM ad3all
BCJIe] 3a nocienuuM (uepe3 Oydep). 3aTemM CKOMUpoBaTh BTOPOU ald-
3al1 repe nepBbiM (0€3 ucnoib30BaHus oydepa).

8. IlepeHOC TEKCTa TOXKE MOXKET BBIMOJHITHCA uepe3 Oydep.

KIIMKHYTh 110 MHCTPYMEHTAJIbHON KHOIIKE BbipesaTb, mepemec-
TUTHh KypCcOp KJIaBHATyphl Ha MECTO IepeHOCa M 3aTeM KIMKHYTHb IO
kHonke BCcTaBuTb.

Oydepa. Bee nenaercs Tak ke Kak Npu KOMUPOBAHUHU, TOJILKO HE Ha-
xumast knapuiry Ctrl.

3AJIAHUE. Ilepenectu ab3albl Tak, 4TOObl CHauaja M€ MC-
XOJIHBIM TEKCT, a MOTOM JIMIITHKE KOMTUU a03al1ieB.

BuIlamMu knaBuatypsl Delete mim Backspace.
3AJIAHUE. Y nanuts aumHue ad3alibl.

10. B Word M0>xHO 0JJHOBpEMEHHO pabO0TaTh ¢ HECKOJIBKHUMU
JOKyMeHTamu. Kaxapii cieayromui JOKYMEHT 3aHOBO CO3Ja€TCs MO
kHonke Co3daTb Ha maHele MHCTPYMEHTOB MIIM 3arpy’KacTcs yiKe
cymecTByromuii mo mexto ®ann » OTKPbITb. Jlucranue Mexay J0-
KyMeHTaMH yJ00HO nenath mo MmeHio OKHO.

HoBbIil TOKYMEHT HY>KHO 3amucaTh K ce0e B MamnkKy 1Mo MEHIO
®ann » CoxpaHuTb Kak. Ecii 3170 yke MpoJIenbiBaIoch ¢ TEKYIIUM
JOKYMEHTOM, TO JJISl TIOBTOPHOTO COXPAHEHUS JOCTATOYHO KIIUKHYTh

=t
110 KHOTIKE CoXpaHUTb Ha maHelie HHCTPYMEHTOB.

3AJJAHUE. Co3nars HOBBIM gokymeHT Word. Ilepenectu B
Hero (depe3 Oydep) mr000€ MpeaIoKEHUE M3 TEKCTa CTaporo JOKy-
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MeHTa Pemaxtuposanne. Bama gavuinsa. CoXpaHUTh HOBBIN J0-
KYMEHT MOJl KAKUM-JINOO UMEHEM B CBOEH JINYHOM TaIKe.

11. 3aBepiieHue paboThl B TEKCTOBOM PEIAKTOPE:
- COXpaHUTH BCE CBOU (pailibl;
- 3aKpbITh OKHO nporpaMmmel Word.

3AJIAHUE. 3aBepmnth paboTy B TEKCTOBOM PEIAKTOPE.
YOenurbcs ¢ moMoOUIpI0 MporpamMMbl Mol KOMIIBLIOTEP B TOM, YTO
HYXHbIE (aliabl JEHCTBUTEIBHO €CTh Ha ycTpoiictBe E: B Bamei
JIMYHOM TIATIKE.
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JIABOPATOPHASA 1V
DOPMATUPOBAHUE TEKCTA B WORD

BBenenue

Dopmamuposanue mexkcma 3aKJI0YACTC B IPUBEIACHUN BCETO
TEKCTa U OTACJBbHBIX a03alleB K HY)KHOMY BHelHeMy Buay. B Word
MMEETCS HECKOJIBKO BO3MOKHOCTEN BBINIOJHEHUS 3TOW OTIEpallvu:
e 10 mcHI0 Pann » NapameTpbl CTpaHMLbI
u ®opmat » Ab3zau;
® KHOIIKAMH MAHEJIE NHCTPYMEHTOB;
® yKazaTesIMH Ha JIMHEKax padoyero npocTpaHCTBa.

[Ipr 3TOM HYXHO OTCIEIUTh, YTOOBI ObUT BKIIIOUEH pedrcum

pasmemxu TOKYMEHTa (COOTBETCTBYIOIIAs KHOMKA =1 BHM3Y clieBa B
okHe Word, nu6o myHkTeI MeHI0O Buag » PasmeTtka cTpaHuubl).
[Tomumo Toro, mist yaooctsa GpopmMaTUpPOBAHUS MOXHO YEPE3 MEHIO
Cepsuc » [NapameTpsbl Ha 3aknaake Bug yctaHoBUTh H300paskeHHE
epanuy mekcma Ha CTpaHHUIIC.

Heobxoammo Takxke OTOOpa3suTh eopuzonmanviyio (BBEPXY
CTPaHHMIIBI) U eepmumﬂbnym (creBa OT CTPAHMIIB) IUHEUKU METpHYe-
L NEOME R TN TEENEEE IREN R T RENERRY.
CKOH pa3MEeTKH. ECJIH JMHEEK HE BHUIAHO, TO HYXKHO KIHUKHYTH ITO
OyHKTY MeHI0 Bua u mocrasuts «nrruky» M y mognynkra JINHenKa.

Kpowme 3Toro, mo kHoOmke Al Hene4yataemble 3HaAKM Ha mna-
HCJIC MHCTPYMCHTOB HCO6XOI[I/IMO BKJIFOUHUTH I/1306pa)K€HI/I€ Heneua-
maemslx Cle.?fC€6Hblx CUmMe0J106 B JOKYMCHTC.

1. Ilpexne yem opMaTUpPOBATh TEKCT, HY’)KHO BBICTABUTH HE-
00X0IMMBIE€ pa3Mephbl BEPTUKAILHBIX U [OPH3OHTAILHbBIX IIOJIEN CTpa-

CHEMYET BOCTIOIB30BATHCA MeTpI/I‘leCKI/IMI/I JMHEWKaMu U MbIiibio. Ec-
JIM TIOMECTUTh €€ KypCcop Ha Kpall Kakoro-iau0o nojs (3To TéMHas 1o-
JIOCKA HA JIMHEMKE) Tak, 4TOObI Kypcop MBI NPUOOPEN popmy NBY-

OCTPOU CTPEIIKH g , TO, YIEIIUBIIKUCH 3a Kpau IOJIsi, MOXKHO TIepeMec-
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TATh €r0 I'PAHUILY JO HYKHOTO MOJIOKEHHUS. Pe3yapTaT TyT K€ BUJICH
Ha JIUHEHKE.

SAJJAHUE. Otkpseite HOBBIM dokyMeHT Word. Ha npenno-
KEHHOM PENAKTOPOM YHCTOM CTPAHULIE MBIMIBIO 110 BEPTUKAIBHOMN
METPUYECKOMN JIMHEWKE BBICTABUTH BepXHee nojie PasMepoM B 3 CM, a
HUMCHee nojie — pa3mepoM B 2.5 cM. Jlanee dyepe3 MEHIO BBICTABUTH
Jlegoe noJjie pa3MepoM B 3.5 ¢M, a npagoe noie — pa3MepoM B 2 CM; pe-
3yJIbTAT OTCIEIHUTH MO TOPU30OHTATIBHOU METpHYECKOU nuHenke. Co-
XPaHUTh NOKYMEHT B CBOei Mmarke noj uMeHeM DopMatupoBaHue.
Bama_ damuius.

2. BricTaBusB IIOJIA, TCIICPb MOKHO BBIPOBHATH TCKCT OTHOCH-
TCJIBbHO HHX. CI[GJIaTI) 9TO MOXHO C IIOMOIIbIKO HMHCTPYMCHTAJIBbHBIX

KHOTIOK: Mo neBomy kpato, Mo ueHTpy, = [o npaBomy

Kpato, Mo wwnpuHe. Tlpu >ToM Kypcop KJIaBHATyphl JOJHKEH Ha-
XOAUTHCS BHYTPU BHIPABHUBAEMOTO TEKCTA.

BripaBHUBaHUE IO IIEHTPY OOBIYHO MCIOJIB3YIOT IpU Habope
3arojoBKOB. BhipaBHUBaHME MO_KpasM MPUMEHSIOT, €ClIU TpeOyeTcs
HaOpaTh (pparMeHT TEKCTA B JICBOM WJIM MPABON YACTU CTPAHMUIIBI (KaK

puHe. OcoGeHHO ero yao0HO HCIOIb30BaTh, €CINU BKIIOUEH nepeHoc
cnos. Tlocnennee 3amaércsa depe3 meHo CepBuc » Asblk » Pac-
CTaHOBKa NnepeHOCcoOoB.

3. AO3all sBJISETCS OCHOBHBIM OOBEKTOM (pOopMaTUpPOBAaHUS B
penakrope Word. @opmat ab3amna 3agacrcs yepe3 meHro dopmart »
Ab3aL, (kypcop KiIaBHATYPhI IPH 3TOM JOKCH HAXOJIWUTHCS BHYTPH
a03ana). B packpreiBaromeMcsi OkHEe A03al] UMEIOTCS JBE 3aKJIAJKU:
OTcTynbl M MHTepBanb u lNonoXxeHne Ha cTpaHuue.

a03alia MOHMMAIOTCS OTCTYIIBI ClieBa U CIpaBa OT MOJEH CTPaHMUIIbI;
UX MOXKHO 3a/1aTh, Hanpumep, B cantumerpax [cMm]. Ilox ghopmoii a6-
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3ala NoApPa3syMEBAOT OTCTYII B €r0 MEPBOM CTPOKE, KOTOPBIM TAKKE
MO’KHO 33J1aTh METPUYECKHMU.

3aMeTuM, YTO BCE ATU mapaMeTphl ad3ala MO>KHO BBICTABUTH U
«BPYYHYIO» C TTIOMOIIBIO MBIIIIH, 3alIETIUB €0 MOIXOASAITUNA Cephlil Oe-
I'YHOK % Ha TOPU30HTAJIbHOM METPUUYECKOW JuHeunke. HaznaueHwme
TOr0 WJIM MHOTO OETyYHKa MOYXHO BBIICHUTB, €CIIA TMOJBECTH K HEMY
KYPCODP MBIIIIN.

Kpome ykazaHHBIX TapaMeTpoB 1o 3akmajake OTCTYnbl U UH-

3a7al0TCs B MMyHKTax [OT — 1/72 nroiimal.

HNHTepBan meoxcoycmpounsli PEryIUPYET PACCTOSHUE MEXKIY
CTpoKaMM ab3alia. DTOT IapaMeTp AOJDKEH OBITh 3aJaH TaK, YTOOBI
CTPOKHM HE HAKpbIBAJIW APYT APYra, HO U HE ObUIM CIUIIKOM PEIAKHUMHM.
Ero mMoXxHO 3a7aTh MHOTMMH cIlocoO0amu (4To TpeOyeT HaBbIKa), HO
TUIIAYHBIM SBIII€TCS 3HaueHue noa umMeHeM OOUMHAPHbIN (MMeeTCs B
Buay 1 kernps mpudra). K npumepy, naHHbIii JOKyMEHT HaOpaH C Ta-
KM HHTEPBAJIOM.

WHTepBanbl nepeo u nocie adb3ama peryjaupyroT PacCTOSHUS 110
BEPTUKAIN MEXJy ab3araMu. OTO IMO3BOJISIET BBIPOBHATH AB3AIIBI
JTOJDKHBIM 00pa3oM JIpyT OTHOCUTEIBHO JpYyTa.

K npumepy, TakuMm IyTéM MOKHO ITPUIIOJHSTH 3ATOJIOBOK
HaJl OCHOBHBIM TE€KCTOM. O4eHb YJI00€H 3TOT MHCTPYMEHT NpH HA0O-
pe mumynvHo2o qucma JOKyMeHTa (Te MHOTO TEKCTOBBIX (hparMeH-
TOB, KOTOPBIE JOJKHBI pacroiaraTbCs Ha ONpeaeEHHOM PacCTOSTHUU
Mexy coboit — cM. nanee JIab. 7, myHKT 2).

[To 3akmanke [1OSfIOXKEHME Ha CTpaHWLIE MOXKHO 3a1aTh Xa-
CMOTpEJICS KpacuBo (AeTaiu OyayT paccMOTpeHsbl B JIa0.7, myHKT 3).

[ToMuMO CKa3aHHOTO, TEKYIIWM ad3all BCcerjia MOKHO OThOop-

Typsl B a03al-o0pa3el], 3aTe€M HaXKaB MbIIIbI0O UHCTPYMEHTAIBHYIO

KHOTIKY < dopmaTt no obpasLly u KIMKHYB B HY)KHBIH a03all.

N em€ mosie3Ho 3HaTh, YTO BCSA mHpopMalusa o hopMaTUpoBa-
HUM ab3ana XpaHuTcs y Hero B 3Hauke «». [loaTomy ecnu Tpebyetcs
CKOIUPOBATh WJIM MEPEHECTH TEKCT ald3ala BMeCTe co cBouM (opma-
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TUPOBAHUEM B JIPYrOo€ MECTO JOKYMEHTa, TO HEOOXOAMMO BBIJICIAThH U
€ro 3Ha4oK KoHIa. M Hao0opoT, 3TOro nenarh HE HaJ0, €CIU TEKCT
TpebyeTcsa nepedopMaTUpOBaTh MO-IPYyTOMY.

3AJIAHUE 1. B yxe otkpsiToM gokymente Word HaOpartsb,
IPUIEPKUBASICh (POPMBI, CIEAYIOUINUN TEKCT:

IIpenogaBarenam
Oyke WU.JI. u Ilora-
noBy O.B. ot cry-
neHTku CuaopoBou
JInaun PammaoBHEI

3agaBneHue.

B cBs3u ¢ TAKEIBIM MaTepraIbHBIM MOJIOKEHUEM M OTPOMHOM
y4eOHOM Harpy3KoM, a Takke Mo ciiy4aro npuonmkenus HoBoro roga
U CECCUU yOeoumenbHo npouiy IOCTaBUTh MHE 3a4€T 10 MHPOpPMATH-
ke. MHade Oyay xoauTh K BaM BClo ceccuto.

C Hazexou, JI.P. Cunoposa

YtoObl HaOpaTh MOJOOHBIN TEKCT, pa3BegaiTe Gopmarupo-
BaHHE Ka)kaoro ab3aria uepes mexro Popmat » Absay u Popmat »
LUpndpT. O6patute BHMMaHWE, YTO B HEKOTOPBIX MECTaX BMECTO
OOBIYHOTO TIpoOesia MCTOJb30BaH HEMEeYaTaeMbIi CUMBONl Hepa3pble-
Ho2o npobena «». HaOpaTb TakoW CHUMBOJ MOXHO Y€pe3 MEHIO
BcTtaBka » CumBon Ha 3aknanke CrieymanbHble 3HAKW.

3AJAHUE 2. CoxpaHuTh MONOJHEHHBIN HOKYMEHT Dopma-
TUpoBaHue. Bama ¢gamMuiius B cBOei Manke.

4. C uenpro BRIPa3UTEIbHOCTHA JOBOJIBHO YaCTO TEKCT HA CTpa-
HUIIE PacIiojararoT B BUJIE HECKOJIbKUX KOJOHOK. MHOTOKOJIOHOYHBIN
TEKCT TpPEACTaBIsieT cOOOW OTAEIbHBIN pazaen B nokymeHTe Word.
(Paszden — 3TO caMOCTOATENIbHASA YaCTh JJOKYMEHTA, B KOTOPOH MOXKET
OBITh CBOW CTUJIb (POpPMATHUPOBAHMS, OTIUYHBIA OT JPYTUX 4YacTeM).
Hagamo u koHel pa3jena 3amaroTcs 1Mo MyHKTaM MeHio BcTaBka »
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Pa3pbliB, ¢ ykazanueMm B nosie HOBbIW pasfen pexxuma, Hampumep, —
Ha TeKyLlen cTpaHuue.

st HeOoapIUX (PparMeHTOB Takoe (GopmMaTHUpPOBAHUE YI00-
Hee JieJlaTh Ha MCXOJHOM OJHOKOJIOHOYHOM TEKCTE, a HE 3a/1aBaTh
PEXKHUM KOJIOHOK 710 Habopa. TekcT, K mpuMepy, MOXKET OBITh TaKHM:

Ha maneHbKOM-MaJIeHbKOM KYCOYKE CTPaHUUYKH XO-
YEeTCsl PACIOJI0KUTh OOJIBIION-00JIBIIION TEKCT B JIBE
IIMKapHbIE KOJIOHKU. A TEKCTa BCE MaJlo M Majlo,
(daHTa3us y’Ke KOHYAETCs; BOT ceiiyac OyJieT mepeHoc
BO BTOPYIO KOJIOHKY. Y, TsKeIo!

Y JIUIIb 3aT€M 00paTuThCs K hopMary KosoHOK. Crenars nociaeHee
OBICTPO MOXHO, KITMKHYB M0 HHCTPYMEHTAIBHOMN KHOMKe == KONOH-
KW, a ¢ IeTATbHOW HAaCTPOUKOM — nCIonb3yst MeHto Popmat » Ko-
JTOHKW.

3AJIAHUE. HaOpath CykeHHBIN a03al] TeKCTa U3 MyHKTa 4 U

MIPUBECTHU €0 K ABYXKOJOHOYHOMY popmaTy. COXpaHUTh B JOKYMEH-
Te @opmarupoBanue. Bama davuiaus.
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JIABOPATOPHASA V
TABR/IUIBI B WORD

Penaktop Word pacrionaraet MOIIHBIMU CPEACTBAMU PAOOTHI
Cc mabauyamu. ITO TO3BOJSET JIETKO MPEICTABIATh MHPOpMALIUIO B
JOKYMEHTE B YJIOOHOW TaOnMuHON (opmMe, a TaKKe MPOU3BOIUTH He-
0ObIYHOE (POpMATUPOBAHUE TEKCTA.

1. Co3nanme tpadapera Tadauibl. [loctpoenue Tabauibl Ha-
yuHaeTcs ¢ onpenesieHus: GopMmel e€ mpagapema (T.€. KIETOK TaOIH-
IIbI) U C YKa3aHus, T TpadapeT AOIKEH pa3MelaThcs B TEKCTE JI0-

J0KEHUE Kypcopa Ha cTpanulle (BcrioMHuTe JIa0.4, myHKT 4), a 3aTeM
BOCIIONIB30BaThCd MeHIO labnuua »  [lobaButb/BctaButb
»Tabnuuy, 1160 KIMKHYTh 110 MHCTPyMEHTalbHOH KkHomke [ [lo-
6aBuTb TAabNULy.

B nosiBuBImIeMcs okHe auanora BeraBka TadJaunbl HYy)KHO 3a-
JaTh YUCJO CTPOK M CTOJIOLIOB, OMPEACIMTLCS C MIUPUHON CTOJIOIOB.
B mocaencrBue Bcé 3T0 MOXKHO OyAeT M3MEHUTH [0 MeHIO |abnuua
D, €CIIM 3apaHee dTH IapaMmeTphbl TaOIMIbl HescHbI. 1Ipu >xenaHuw,
€CJIM KIMKHYThH 110 Ki1aBuiie ABTOPOPMAT IHaloroBOro OKHa, TO Ja-
Jee MOXKHO BBIOpATh MOAXOAAIINN cmuib TpadapeTa TaOIUIIb.
MBIIIH. J[7s 3TOro HEeoOXOaMMO HCIIONL30BaTh MeHIO |abnuuya »
HapucoBatb Tabnuuy. B pesyiabTaTe packpoercs HaHElIb HHCTPY-
MEHTOB Tabnunubl U rpaHnLbl, Yepe3 KOTOPYIO U MOKHO CCNIaTh BCE
TpeOyeMoe. ITa ke MmaHedb PacKpOeTCs, €ClI KIUKHYTh 10 MHCTPY-
MeHTainbHOU KHonke Word B Tabnuubl 1 rpaHnub.
Jlns aToro HEOOXOAWMO BCE BBIICIHUTH (ITOMECTHTH KYpCOp MBIIIN
cieBa oT Tpadapera, HaKkaTh JICBYIO KHOMNKY MBIIIM U, HE OTITyCKas,
TaIllUTh MBI BAOJbL TpadapeTa), a 3aTeM MPOUTHCH 1O MeHI0 Tab-
niaua » Yganutb ».

3AJJAHUE. Otkpeite HOBbIM nokyMeHT Word. Ha uucroi
CTpaHuIle HaOpaTh 3aroJIOBOK TaOJIMIILI, HAIIpUMEP, PACTIMICAHUE 3A-
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HATUM. [lepeiit k HOBOMY a03aily, BHIPOBHSThH €r0 MOJIOKEHUE, U C
TOTO MecTa JoObIM crocoOoM co3iaTh TpadapeT Taldnauiusl u3 4
CTOJI01IOB (BpeMms 3aHATUM) U 7 CTpoK (IHU Henenu). CoXpaHUTh J0-
KYMEHT B CBOeU nanke 1mojg uMmeHeMm T'adsmusl. Bama gamvusims,

K npumepy, Buj tpadapera tabiauusl ¢ wankamu (T.€. ¢ 3aro-
JIOBKAMH CTPOK U CTOJIOIIOB) MOXKET ObITh TAKUM:

PACIIMCAHUE 3AHITUN

845_1020 1035_1210 1225_1400

IToneneanHUK
BropHuk
Cpena
YerBepr
IIsTHuma
Cy006oTa

2. ®opMaTUpOBaHUE TCKCTA B SAUYCHKE TAOIMILI M caMOMl Tal-
aunkl. OnpenenuBIIMCh, € TpadapeToM Tenepbh MOKHO 3alOJHUTh
AYECUKU Ta0IUIbl HY)KHBIM TekcToM. (IIpumeuarensno, uro Word no-
3BOJISIET BHYTPHU SUYECUKU HAOpaTh KaKOMl yroJHO ()parMeHT: mexcmi,
mabauyy, pucyHox U npouee. B pesynbrare MOKHO MOCTPOUTH JTOCTA-
TOYHO CJIO’)KHOE M300pakKeHHUE).

BayTpu sueiiku TeKCT HaOupaeTcs ¥ (popMaTUpPyEeTCs TOUYHO
TaK e, KaKk BHYTpH JIFOOOU Apyroit o0jacTu TekcTa Ha cTpaHule. T.e.
HEO0OXOJMMO MOMECTUTh Kypcop KJIaBHATyphbl B sIUEHKY (K MpUMeEpY,
KJIIMKHYB 1O HeW), 3aaaTh ¢opmar adzana U HaOpaTh TpeOyeMbli
(dbparmMeHr.

3apanee OOBIYHO TPYAHO yrajaTrh, KaKk pa3MECTUTCS TEKCT
BHYTPH SUEEK M OT SUEHKH K sueiike. [loaToMy, 3amnoaHuB Tabauily,

a MOTOM MPOWTHCH IO MOAXOIAIIMM IYHKTaM MeHio Tabnviua »
(ABTONoaodop »).

OTHOCUTENIbHO €€ rpanull. [Ipoiie Bcero 3To caenaTh, €CiIu BbIACIUTD
TEKCT SYCUKHU (UK TaOJUIIbl), & 3aTEM BOCIIOJIB30BATHCS KOHIMEKCHI-
HbIM MEHIO (Ha)KaB MPaBYI0 KHOMKY MBIIIIHN).
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SAJJAHUE. 3anosHuTh Ha3BaHUSAMU Y4YE€OHBIX MPEAMETOB
Tpadaper Tabnuibl PACTIMCAHUE 3AHATUN, MOCTPOCHHBIN B Mpebl-
OylieM 3afaHud. BBIPOBHATH MO BKYCY pa3Mepbl SUYE€EK U TEKCT B
syeiikax 3Tor Tadnuibl. CoXpaHUTh MOMOJHEHHBINH TOKYMEHT B CBOe€ii
Tarke.

3. HUcnonb3oBanue TabJuIl I HECTAHAAPTHOTO Pa3MEIICHUS
TekcTa. MHorma ObiBaeT ymoOOHO 3a/I€CTBOBaTh WHCTPYMEHTApHUi
tabnuy, Word mist Toro, ytoObl pa3smMecTuTh (parMeHT TpeOyeMbIM
peryisipasiM oOpazoMm. K npumepy, TakuM MyTEM MOKHO OpPraHU30-
BaTh (POpMATUPOBAHHE HYXKHOrO (PparMeHTa TEKCTa B HECKOJIbKO
CTOJIOIIOB U CTPOK.

Jl;1s1t aTOTO ClieayeT HabpaTh UCXOHO TPeOyeMblil hparMeHT B
O JIMH WJIK HECKOJIBKO a03a1leB, HO C OCOOBIMU 3HAKAMU — pazoeaume-
JisiMu;, BBIJICIUTH €r0; a 3aTeM BOCIIOJIb30BaThcs MeHIo Tabnvua »
[Mpeobpas3oBaTb (») B Tabnuuy.

B otkpeiBmiemcs npu 3tom okHe [lpeodpazoBars B Tadauiy
HY>)KHO YKa3aThb B KadyecTBE pasjaenutelis ¢pparMeHTa Ha sYeiku 3a-
JAHHBIA CIEI3HAK (HAlpUMEpP, 3TO MOXKET ObITh 3HAK KOHIla ab3aiia,
TOYKA C 3amsATON WM eme 4To-HuOyap). [ToMumo 3TOoro B OKHE HEOO-
XOJIUMO 3aJaTh pazmepsbl TAOJIUIIBI U MOYKHO BBIOpATh €€ cmub.

pyMeHmanvHot KHONKU Tabnvubl N rpaHuubl, audo nyrktom [ pa-
HULbI U 3anuUBKa xKoHmeKkcmHuo20 MEHIO (TIpU BBIJEJIEHHOUN Tabnu-
1e).

3AJJAHUE. B yxe oTkpbiToM JokymeHTe Tabaunbl. Ba-
ma_(avuians, HCHOJIB3YsS NpeoOpa3oBaHUE TEKCTa B TaOIuILy,
oQOpMUTH HUXKE CIAEAYIONUN (parMeHT:

000 «BOJIA Haww cneuwna- HepeﬂueaeM 8
GOAA NCTBI MOMOryT  OOIBUIUX KOIUYe-
yi1. beperosas,

1. NeS1. odpuc 14 Bam ¢ nonb3oit cmeax 6 Bauy
noTpaTuTL BOAY
mapy

Coxpanuth 1okyMeHT Word B cBoel narke.

34



JIABOPATOPHAA VI
PUCYHKH B WORD

BBenenue

Penakrop Word 1io3BosisieT BHEAPATH B TEKCTOBBIE JTOKYMEH-
ThI pa3HOOOpa3HbIE wroCcmpayuu. ITo0 MOTYT OBITh TOTOBBIE KapTHH-
ku u3 kosuiekuu peaakropa (Clip Gallery), ¢purypssiit Texer (Word-
Art), HacTtpauBaembie aBTOPUrypnl (AutoShapes), coOCTBEHHBIE BEK-
TOPHBIE U PACTPOBBIEC PUCYHKHU, OTCKaHUpPOBaHHBIE dhoTorpaduu u T.1.

MOXXHOCTH KaKOro-Imbo epaguueckoeo peoaxmopa (tuma Paint,
ACDSee u T.11.), a TaK)Ke IaHEIU UHCTPYMEHTOB PnUcCoBaHWe penak-
Topa Word.

Co3znanue rpadMYecKUX KOMMOO3ZUIIUA MOXKET IPOUCXOUTH

MeHTa. [IepBblil yTh SABISETCA OCHOBHBIM; BTOPOU HUCIIOJIb3YETCS MPU
BCTaBKE MPOCTHIX (OJTHODJIEMEHTHBIX ) U300paKCHUH.

Bce BHenpsieMble B TEKCT TIpaduyeckue OOBEKTHI SIBISIOTCS
nepemeujaemviMy 1 ICXOAHO HAXOJATCS B 0COOOM epaghuueckom croe
JOKYMEHTA. JTO IMO3BOJSET, MPH >KEJIaHWH, Pa3MECTUTh Trpaduky
CBEpPXY TEKCTa, 32 TEKCTOM WM BHYTPU TEKCTa, 3a/1aB HOAOHCEHUE
KapTUHKY Ha CTPAHUIIC U YKA3aB XapaKTep 0OmeKxaHus €€ TEKCTOM.

[Tono)keHHEe WIUTIOCTPAIIMU HAa CTPAHMIIE MOXKET OBITh TOYHO

HUE: MPUBSA3BIBATh PUCYHKU HEOOXOAMMO, NHAYE OHU UMEIOT 0COOEH-
HOCTb «pa3z0eratrbCs» Mo JIOKYMEHTY MOCJE €T0 3aKPhITUS/OTKPBITHS).
LEHTPY WK BOPABO OTHOCHUTEIBHO MOJIEH CTPAHUIIBI.

OOTeKkaHWe TEKCTa OTHOCUTEIHLHO PUCYHKA MOXET OBITh pa3-
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1. [IpocTas BcTaBKa KAPTUHKHU B TEKCT MPOU3BOJAUTCS 110 MEHIO
BcTtaBka » PuUCYHOK » (i nanee — Hy»KHBIA TUTT pucyHKa: KapTuH-
kKn, wm M3 gpanna u t.1m.). Ilpu 3ToM Kypcop KiIaBUATyphl JOJDKEH
HAXOJIUThCSI TIO MECTY BCTABKU WILTIOCTpalK. BecTpanBaemblil Takum
crocoO0oM rpaduyeckuii 0OBEKT pa3ABUTAE€T TEKCT JOKYMEHTa U Be-
ET ce0sT KaKk OOBIYHBIN TEKCTOBBII CUMBOIJI.

Eciu BCTaBIIEHHBIM PUCYHOK-CUMBOJ HE ycTpauBaeT Bac no

JIJIst 9TOTO CIIEAYET BOCIIOIB30BATLCS KOHMEKCmubIM MeHto (YCTaHO-
BUB KypCOp MBIIIH Ha PUCYHOK M Ha)KaB IPaBYIO KHOIKY). B KOHTEK-
CTHOM MEHIO HY’KHO BBIOpaTh MyHKT PopMaT oObeKTa u mepeiiTi Ha
3akaanKky Pasmep. 3meck 1 MOXKHO OTPEryIHpOBaTh MacIuTad pUCyH-
Ka, Halp¥MeED, 10 BHICOTE B OKOHIIE ¢ %-MHu (HE 3a0yAbTe MOCTABUTh
«uTruky» M Bosjie ctaryca COXpaHUTb NPONOPLMK).

3AZJAHUE 1. OtkpeiTe HOBbIM qokyMeHT Word. Ha uucron
CTpaHulle HA0paTh PparMeHT ¢ KaKUM-JIMOO PUCYHKOM U3 KOJUICKIIUU
KapTUHOK penakTopa. OTMacmTabupoBaTh pUCYHOK 110 CBOEMY BKYCY.
®parMeHT, K IpUMeEpPY, MOKET ObITh TAKUM:

A ymero BcrpauBath B TekcT Clip gn YMEIO  €ro
macumadbuposamy.

3AJJAHUE 2. CoxpaHuTh JOKYMEHT B CBO€I TAIMKE MMOJ UME-
HeM Pucynku. Bama dgamunns.

2. Buenpenue B a03an durypHoro tekcta. B Word nmMmeercs
uncmpymenmaputi WordArt, mO3BOJISIONIUN BBITOIHATh PA3TUYHBIC
npeoOpazoBanus rpaduyeckoro Bujaa Tekcrta. J[Jis TOro 4roObl UM

Word, nu6o npoiiasacek mo meao Bug » lNaHenn nHCTpyMeHToB ».
YCTaHOBUB KypCOp KJIABUATYPHI B HYKHOE MECTO JOKYMEHTA,
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Kouanexkuus WordArt HyXHO BbIOpaTh MOAXOAAIIUN cmuib QUTYP-
HOTO TEKCTa.

3arem B okHe U3menenue texcra WordArt ciemyer 3amarth
eapHumypy, pasmep W Havepmauue MWpUPTa, MOCIE Yero u HabpaTh
cobctBeHHO TekcT WordArt. B pesynbrare B OKHE JOKYMEHTa MOSs-
BUTCS M300pakeHHE (PUTYPHOTO TEKCTa, OKAHTOBAHHOE MapKepamu
«Oy», a clieBa OT ab3ana (rae CTOsT Kypcop KJIaBHUATYPbl) OKaXKETCs

SIKOPb TIPUBSI3KA & Kpome TOro, BHM3y OKHA JOKYMEHTa OTOOpa3UT-
cst uncmpymenmanvras naneis WWordArt.

Ecnu Bun gurypHoro tekcra Bac yeM-TO HE yCTpaumBaeT, €ro
CJIe 3TOro0 KapTHUHKY (PUIYPHOrO TEKCTa HEOOXOJMMO: OTMACIITAOM-
pOBaTh JI0 HY)KHOTO pa3Mepa; BHICTABUTh HA CTPAHUIIC HYKHBIM 00pa-
30M 10 BEPTHUKAJIM W TOPU30HTANIM;, MPUBS3aTh K HY)KHOMY a03airy;
3a71aTh (OpMYy OOTCKAHHUS KAPTHHKU OCHOBHBIM TEKCTOM.

ro, €CJIM «MOMALEINUTL» JIEBOM KHOIKONW MBIIIA KaKOH-IH00 MapKep

(Tak, 4TOOBI Kypcop MPpUOOPENT BUA ABYOCTPOM CTPEIKH " ) ¥ MOTSH-
HYTb B HY>)KHYIO CTOPOHY.

«3alleNUTh» €€ MBIIIbIO (TaK, YTOOBI KypCOp MBIIIM HAHU3BIBAI COOOM

YETBIPEXOCTPBIA KPECT <$>) U MOTAIUTh B Hy)KHOE MecTo. boiiee Tou-
HO 3TO K€ MOXHO clieflaTh JiJisi BBIJIEJITEHHOW KapTUHKU C MOMOUIBIO
KJIABUIIl YIPABJICHUS KypCOpPOM KiaBHATypbl (OCOOEHHO €ciiu yAep-
KUBaTh Mpu 3ToM kiaBuiry Ctrl).

Bcee yxe onucaHHbIE IEUCTBUS, a TAKXKE €LIE NMPEACTOsALINE,
HanOoJyiee AECTAIBHO MOXKHO MPOAENATh YEPE3 KOHMEKCMHOE MEHIO
(Ha)kaB Ha KapTUHKE MPaBYI0 KHOIKY MBIIIK), KIUKHYB B MEHIO IO
nyHkty ®opmat obbekrta WordArt. IIpu sToM monpaButh BUI (G-
TYPHOTO TEKCTa MOKHO TIO 3akiaake LiBeta v nuHUK, TouHo oTmac-
mTabupoBaTh KapTUHKY MOJKHO IO 3akiajake Pasmep, a TouHo yka-
3aTh €€ pa3MeIleHne Ha CTPaHUIE MOXKHO 110 3akiajke [1ofioxeHue.
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KaPTUHKA MOYKHO MPEAECIBbHO JECTAIU3UPOBAThH, €CIU KIMKHYThH IIO
xiasuiie [JONOMHUTENbHO M BOCHOJb30BaThed 3akiankamu OOTe-
KaHne TeKCTOM u [1onoXeHne pucyHka.

Ha nocnennen 3aknanke ciieqyeT YCTAHOBUTH «IITHYKY) M
npu crarycax Nnepemeliatb BMECTe C TEKCTOM u YCTaHOBUTb

TUHKY BMECTE ¢ ab3aleM Ipu peaakTupoBaHuu. Eciu sSskops CTOUT HE
y HY’KHOT'0 a03a1ia, 3T0 MOKHO MOIPABUTh KJIABUIIAMU NIEPEMEILICHUS

Kypcopa KIaBHaTyps ¥ u 1.

3AJAHUE 1. B yxe otkpeiToM nokyMeHTe Pucynku. Ba-
ma_ pavinians ohopMuTh PparMeHT ¢ KaKUM-TUO0O (PUTYPHBIM TEK-
CTOM, UCINOJB3ysl UHCTpyMeHTapuii WordArt. dparmeHt, k mpumepy,
MOXET OBbITh TAKUM:

S mory BHenpsATh B a03ai] ¢urypHbiii Tekct WordArt, ymero
A YT
PR RS ke

€ro MaciTadupoBaTh, LIEHTPUPOBATH U MPUBS3bIBaTh K a03amy. MHe
HE COCTaBJISICT TPyJa 3aaTh 00OTEKaHUE CBEPXY U CHUBY.

3AJAHUE 2. CoxpaHuTh MONOJHEHHBIM JOKYyMEHT Word B
CBOeEI Mamnke.

3. BcraBka T€KCTa B PUCYHOK M PHCYHKA B T€KCT. Hayummcs
CO3/1aBaTh CJIOJICHblE PUCYHKU (U3 HECKOJbKUX ()parMeHTOB) U BHeE-
IpATh UX B OCHOBHOM TEKCT AokymeHTa Word. Kak orMeuanoce BO
Benenun, Takue pUCYHKH YJI00HEE HCXOIHO CTPOUTb 8 OMOeibHOM
¢batine ¥ JWIIb 3aT€M BCTaBJIATh B TEKCT. PaccCMOTpUM, Kak BCE 3TO
MOKHO MpojenaTh, Ha IpUMEpEe CO3AaHMS KOMOWHHPOBAHHOIO PH-
CyHKa B BHJI€ KaKON-TM00 aBTODUTYPHI C HAJIIMKUCHIO.

pbl (KJIMKHYB 10 KHOTIIKE TPOKPYTKU w clpaBa). B crnucke BhiOMpaem,
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IS OTPEICIEHHOCTH, MMOAMEHIO 3BE3bl U NEeHTbl B a cpeau Mmos-
BUBIIErOCs Habopa Quryp Oepém, xk npumepy, «['OPU3OHTAJILHbBIN
CBUTOK», KJIMKHYB MBIIIbIO MO €ro uzobOpaxkeHuto. Kypcop Mbliu
IpY 3TOM IIPHOOPETAeT KPECTOOOPa3HBIM BHJ 1. DTOT TO KpecT W
CIEAYyET Tenepb MOMECTUTh U KIMKHYTh Ha MOAXOMSIIEM MECTE B JI0-
kyMeHte Miutrocrpanms.

B pe3ynbTaTe Ha CTpaHUIE JOKYMEHTA MOSIBIAETCS U300pake-
HUE aBTOPUTYPBI, OKAHTOBAHHOE Mapkepamu «O». Eciu «moanenuTsy»
MBIIIBIO KaKON-TM00 Mapkep (Tak, 4ToObl Kypcop MpUOOPEN BUJ JIBY-

U 4epe3 KOHMEKCMmHOoe MeHI0, YCTAaHOBHUB MBIIIb Ha aBTOPUTYpY (TakK,

4TOOBI KypCOp HAHU3BIBAJT COOO0I YETHIPEXOCTPHIN KPECT 4$>) 1 HAXKaB
MPaBYIO KHOIIKY.
[Tomumo MacmiTabupoBanus depe3 myHKT dopmaT aBTOPU-

KypcoOp MBIIIN OIATh HPHOOPETET KpecTooOpasHbId BUA 1. OTOT
KPECT OMPEACIISIET UCXOAHOE IMOJIOKEHUE HAAMUCH, €CIIA MMOMECTUTH
€ro 1 KJIMKHYTh Ha CTPAHUIIEC TOKYMEHTA.

B Hauasie nydiiie KIMKHYTh B CTOPOHE OT aBTO(PUTYpBI, UTOOBI
0e3 momMex MOXHO ObUIO HACTPOUTH MapaMeTpbl HAANMUCU. B utore Ha
CTpaHULE MOABISETCA OKOWKO NOO HAONUCHL C MEPUAIOIIUM KypCOPOM
KJIaBUATYPbl, OKAHTOBAHHOE MapKepamu. «3alleMB)» MBIIIbI0 KaKOW-

BHATYypPbl HE MEPLAET — HY’KHO KJIMKHYTh B OKOIIIKE).

Korna Bam He xoueTcsi, 4TOOBbI BOKPYT HAJIIKCHU ObLIA pamKa 1
3aIUBKa, CIEAYET BbI3BATh JJIsl OKOLIKA HAAIUCU KOHMEKCMHOE MEHIO.
JlenaeTcsa 3TO Tak: HYKHO IOBOJHUTH KypCOPOM MBIIIA Y TPaHUIIBI

OKOIIIKa JI0 TEX IOP, NOKA HE MOABUTCSA YETBIPEXOCTPBIA KPECT <$>; a

39



3aT€M Ha)XkaTh MpaByl0 KHOMKY MbImH. [locne 3toro HeoOXoammo
KJIUKHYTh 10 KOHTEKCTHOMY MyHKTY POpmMaT Hagmnucu u BBIOpAThH
3aknanky LiBeTta n nuHun. [lanee Ha 3TOH 3akiajake B moje 3anus-
Ka, LBET. HY)XKHO 3aJaTh pexkuM HeT 3anuekn, a B mose JInHWM,
LBET: — 3a1aTh pexxuM HeT nuHun.

TpeOyeTCs 8b10€UMb OKOUWKO HANMUCHU: TIOBOJIUTH KyPCOPOM MBIIIHU Y

IpaHULIBl OKOIIIKA, MOKA HE TMOSIBUTCS YETHIPEXOCTPHIM KpecT '$', u
Ha)KaTh JICBYIO KHOIKY MBIIINA. BBIJIEIEHHOE M yKE «3alCIICHHOE)
TaKUM MYTEM OKOIIKO M MOYHO IMEPETAIIUTh MBI KyJa HY>KHO.
Opnako 0ojiee TOYHO 3TO MOXHO CHAEJIaTh, UCIOJIb3ysl KIIABUIIN II€-
peMeEIIeHUs Kypcopa KiaBUaTyphl (KaKk ¢ PUTYpHBIM TEKCTOM B ITyHK-
TC 2).

KomOuHUpOBaHHBIN pUCYHOK TOTOB, HO 4TO0BI Word Bocrpu-

(GUrypbl U HAJIUCH).
[Ipome Bcero 3To caenarh, €CIM HA MHaHEJIE WHCTPYMEHTOB

PucoBaHue kiukHyTh TI0 KHOTIKe BbIOOp 06BHEKTOB [:5-'; a 3aTeM Ha
CTPAHUIIE MBIIIBIO, TPH HAXATOW JICBOH KHOIIKE, OKOHTYPHUTh HAOJIIO-
JIaeMBIM MPSMOYTOJbHUKOM BECh KOMOMHHUPOBAHHBIM PHCYHOK U OT-

JI€JICHHBIA 00BEIUHEHHBIM PUCYHOK IO CTpaHUIle (HarmpuMep, KiaBH-
maMy MepeMENIEHUs] Kypcopa KiaBuaTypsl). M mocnegHee, 4To Tpe-

ka » daunn.
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B urtore packpeiBaercsi okHO BceraBka ¢aiisia, B KOTOpoM B

panus. [Ipu 3ToM HUKE OKOHIA MTPOKPYTKHU PACKPOETCS CIUCOK (haii-
JIOB, CpeAN KOTOPBIX JTOJDKEH OBITh M TpeOyeMmblil (y Hac 3To (aii ¢
noiaHbIM uMeHeM Muunwoctpanusi.doc). s OKOHYATEIbHON BCTaBKU
YTO-TO HE MOHSATHO — BCrIOMHUTE JIal. 2, myHKT 5).

B utore B OKHE OCHOBHOT'O JIOKYMEHTA U MOSIBUTCSI U300paxe-
HHUE BCTaBJICHHOW WIIIIOCTparuu. Eciay ero BbIICIUTH, TO OHO OyAeT
OKaHTOBAHO MapKepaMH «O», a clieBa oT ad3ana (TAe CTOsul Kypcop

KJIABUATYPhI) OKAKETCS AKOPb MPUBSI3KU &

Jlanmee ciemyer dyepe3 MYHKT KOHTEKCTHOro MeHo Popmar
0ObeKTa (COBEpIICHHO aHAJOTHYHO TOMY, KaK 3TO JEJalOCh BBIIIE
NPy BHEAPEHUU B JIOKYMEHT (PUI'YpPHOrO TEKCTa) «JIOBECTH IO yMay

3AJJAHUE 1. B yxe oTtkpbiToM gokymenTe Pucynku. Ba-
ma_pavuians ohOPMUTh, UCIOIB3YsI ONMHCAHHYIO BBIIIE METOJUKY,
KOMIIO3ULIMIO €  Kakoh-1u00  KOMOMHHUPOBAHHOM  TEKCTOBO-
rpaduyueckor wutroctpanueid. KoMmmnosuius, Kk mpuMepy, MOXKET ObITh
TaKOW:

A ymero co3gaBath B OTACIBHOM (haillie CIIOXKHBIA PUCYHOK
(HampuMep, aBToGUrypy CBUTOK ¢ Haamuchlo). M s Mory BHEAPSTH
TaKOW PHUCYHOK B TEKCT OC-

HOBHOI'O JJOKYMEHTa B (popme, G 9
Kak MPOMILTFOCTPUPOBAHO Haimics:
31eCb. MHE HETPYAHO NPUBS- [OpHU30HTAIBHBIN CBHU-
3aTh OTOT PUCYHOK K HY>KHOMY 10U

J
abzany. Ilapamerper BHeape- | |

HUA W TPHUBA3KU HCCIOKHO
IIOCMOTPEThH IO MyHKTY KOHTEKCTHOTO MEHIO pucyHka PopmaTt 06b-
eKTa Ha 3akiazake [lonoxeHue + [JononHUTENbHO.
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3AJJAHUE 2. CoxpanuTh NONOJIHEHHBIN TOKYMEHT PuUcCyHKM.
Bama davniausa B cBoei mamnke. Pe3ynbrar nokasarh IpenojaBare-
m0. BenomorarenbHbi JOKYyMEHT MiliiocTpanus MOXKHO YIQIUTh.
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JIABOPATOPHAA VII
NMNOAT OTOBKA IOKYMEHTA WORD K IIEYATH

C camoro Hayana co3faHusi JOKyMEHTa, KOTOpbIA MpeArnoia-
raeTcsl pacreyarbiBaTh Ha MPUHTEPE, HYKHO «JIEPKATh B yME» TO, KaK
OH OyJIeT BBITJISAIETh HA Oymare. JTO KacaeTcs Bcex AeTtanei ohopM-
JICHUSA: pasmepos Cmpanuysl, €€ noseu; makema pazMeleHus: HHPop-
MallM¥ Ha CTPAHMIIE U Ha JIUCTE; cmuisl 3aTOJIOBKOB U ab3alleB OCHOB-
HOT'O TEKCTa; KPacOThbl pacnonodcenus abzayes u uiiocmpayuii Ha
OTJICJIbHBIX CTPaHUIIAX U T.II.

Ecnu MOKyMEHT TOTOBHTCS K TUNOTrpad)CKOMY H3JIaHUIO, TO
00bIYHO TpeOOBaHUs K OPOPMIICHHUIO 0OrOBapHMBaET CaMO U3AaTEIbCT-
BO. Eciin s)xe BaM Hy»HO MOATOTOBUTH CAMOCTOSITENIbHBIM JIOKYMEHT,
aeTany opopMIICHHS TPUAETCS TPOIYMBIBATh CAMOMY.

1. 3aganue MakeTa U MmapameTpoB cTpaHuilbl. Kakoi Obl pas-
Mep cTpaHuilbl Bbl HM 3ajaiiu, ieyaTaTbcs oHa OyAeT Ha JinucTe Oyma-
I'Yl BIIOJTHE KOHKPETHOTO (hopMara, OonpeaeiasieMoro MoIeJiblo IPUHTE-
pa. Haubonee pacnpoctpanén gopmam oOymacu A4 — mno pasmepam
3TO /4 Pa3BEPHYTOIrO Ta3€THOTO JINCTA, @ METPUYECKHU ITO JIUCT IIHPH-
HOU B 21 cM u BbicoTOM B 29.7 cM. HacTo HA TAKOM JIMCTE BIOJIb €T0
ITUPOKON CTOPOHBI MEYaTaOT Ha OOKY 2 CTpaHUIIbI — Takou ¢dopmar
CTpaHUIIbl Ha3bIBaeTca AS, a OOKOBasi OpUEHTAIMS TEKCTa MPU ITOM
Ha3bIBaC€TCS albOOMHOU (B OTIMYME OT OOBIYHOM BEPTUKAIBLHOU
KHUJICHOLL).

Hcxoas u3 OTMEUEHHBIX OOCTOSITENBCTB M CIENYET 3aJaBaTh

TpeOyeTcss NpoayMaTh YCTPOMCTBO CHELMAIbHBIX O0JlacTel CBEpPXY
W/WIN CHU3Y CTPAHUIIbI, HA3bIBAEMbIX KOJIOHMUMYAAMU.
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Bcé HasBanHOE MOXXHO HAcTpouTh 1o MeHro Word davn »
[MapameTpbl CTpaHUuUbl Ha 3akiaakax Pasmep dymarn, ICTOYHUK
oymaru u Nons.

SAJJAHUE. Otkpeite HOBBIM J0KyMeHT Word. BeicTaBuTh
st Hero ¢opmart 6ymaru A4. PazMepsl noJiel CTpaHuUIlbl U XapaKTe-
PUCTHKU KOJIOHTUTYJIOB TOCMOTPETh U OCTABUTh MTOKA 0€3 U3MEHEHUSI.
ITepenmnér mpeaycMoTpeTh cieBa jaucta mupuHot B 1.5 cm. Ilone
BHYTPH TaKX€ ONPEAECHUTh B 1.5 CM. 3a4aTh PEKUM 3€PKaJIbHBIX IO-
nei. OpueHTaus CTpaHuIlbl MyCcTh OyaeT KHuxkHas. COXpaHUTh HO-
BbI TOKyYMEHT 1o umeHeM lleuars. Bama dgavuiaus B cBoen nar-
KeE.

2. OdopmieHre KOJOHTUTYJIOB. KOJOHTUTYJIOB Ha KaxXKJI0OU
CTpaHUIIE MOXKET ObITh IBA — 8epxHutl U HudxcHuti. OHU OTBOJATCS IO/
crenuagbHyo MHbopMaiio B AokymeHTe Word. B kojoHTHUTYyIIE

Bug » KonoHTutynbl. [Ipu 3ToM Ha 3KpaH BEIBOAUTCS MaHEIh HHCT-
pymeHTOB KOMOHTUTYSbI, a Ha CTpaHWIE TOKyMEHTA TOSBIISICTCS
pamMKa C MepIaronuM KypCcopoM KJIaBHATypPhI, OTpaHUIUBAIOIIAs 00-

Hoit knomnke H MapameTpbl cTpaHuLbl B okre Ha 3aknagke MCTOY-
HUK Bymaru.

HSETCS TI0 TE€M JK€ IMpaBUjiaM, YTO U HAOOp OCHOBHOTO TEKCTa JOKY-
MEHTA.

[lepBoii cTpanuiieit (007105KKOM) MHOTHX IOKYMEHTOB B popMme
OTUY€TOB SBJISIETCS mumyavbHulli aucm. Ilpumep — mepBasi CTpaHHIIA
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mu. Kpome 3T0ro, Ha 00J10%KKE MOTYT OBITh €lIE KaKkue-TO crienudu-
yeckue ab3allbl, BRIPOBHEHHBIE K JIEBOMY WJIU ITPAaBOMY Kparo.

Tak BOT, O4EBHIHO, YTO HA3BAHME OPTaHU3AIMHU YJIOOHO Ha-
OpaTh B BEpXHEM KOJIOHTUTYJIE CTPAHULIBI, @ TOPOJ U TOJl — B HIXKHEM.
[Ipu »TOM HabOp TEKCTa Ha OCHOBHOM YaCTH TUTYJBHOTO JINCTa HE
CABUHET W HE BBITOJIKHET CO CTpaHHUIIbl MH(GOPMAIIUIO B KOJIOHTHUTY-
nax.

3AJAHUE 1. Co3gate TUTYIBHBIN JUCT JOKyMeEHTA [leuars.
Bama damvuiausa. s dyero, HaXoAsCh Ha €IMHCTBEHHOM TMoka (a
3HAYUT — MIEPBOM) CTPAHHUIIE 3TOTO JJOKYMEHTA, BBI3BATh MaHEJb NHCT-
pymeHTOoB KOSIOHTUTYNBI. 3atem o kHomke [lapameTpbl CTpaHuLbI
B OJJTHOMMEHHOM OKHE BBIMTH Ha 3akianaky VICTOYHMK Oymarn. Tam B
nose Pasgen, Hayatb pasgen: uepes OKOMmKO MPOKPYTKH YCTaHO-
BUTH peXuM Ha Tekylien ctpaHuue. A B moie Pasnuyatb KOSOH-
TUTYNbI TIOCTaBUTh «ITHYKK» M mipu ctaTycax NEPBOW CTPaHULbI 1
YETHbIX N HEYETHbIX CTPaHMUL,. 3aBepIIUTh HACTPOUKY, KIMKHYB TI0
xiasuie OK.

BoiiTu B 00J1aCTh BEpXHETO KOJIOHTUTYJIA JOKYMEHTA U TaM IO
LHEHTPY HaOpaTh, K NMPUMEPY, TEKCT: K [OMCKUUW TOCYHUBEPCH-
TEeT». 3aTeM NeperTH B 00JIACTh HMXKHETO KOJIOHTUTYJIA U TaM IO
HEHTpY HaOpathb, Hanpumep, TekcT: «Tomck — 2000». [Tocne gero
3aKPBITh aHEh HHCTPYMEHTOB KOSTOHTUTYIIbI.

Haxopsice B 0051aCTU OCHOBHOI'O TE€CTa JOKYMEHTa BBIPOBHSTH
(uacTpyMeHTapueM Word) ropu30HTadbHO N0 LIEHTPY CTPAHUIIBI
3HaK ab03ama «Y» W KiIaBuIleW KiaBuatypsl Enter pa3MHOXKUTH 3TOT
3HAaK BEPTUKAJIBHO JI0 LIeHTpa cTpanuilbl. U 31eck Habpath Bawu unu-
yuanel U pamunuio, U Aajiee — 3arojioBOK B BUAE (PUTYPHOTO TEKCTA, K
npumepy, u3 ciioB: «JlokyMeHT k meuatw». [IpuBsizath (QurypHbiii
TEKCT K a03airy ¢ paMiinei.
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Kak sicHo u3 3amanus, Word ymeeT pa3nmnyarb KOJIOHTUTYIIbI
pPa3HbBIX MO CUETY CTpPaHUIl TOKYMeHTa (a 00Jee TOUHO — CTPAHMUI] Hie-

ne. UeM MBI YK€ U BOCIIOJIB30BAIUCH IIPU CO3JAHUM TUTYJIBHOTO JIKC-
Ta.

Teneps Hay4YHUMCS TOJMUCHIBATh B KOJOHTUTYJIAX CIACIYIOIIME
cTpaHUIIbl JoOKyMeHTa. 1 mpexae Bcero 3aBeAéM XoTs Obl OJHY CTpa-
HUITY TOCJI€ TUTYJIBLHOTO JIMCTA. [ ATOro J10CTaTOYHO CO3/1aTh HO-
BB pa3jie JOKyMEHTa 10 IMyHKTaM MeHio BCTaBka » PaspbliB, e
B TIosie HavaTb Hajo yCTaHOBUTH peskuM O HOBYHO CTPaHULLY.

B HOBOM pazjenie pekuM KOJOHTUTYJIOB YK€ OTJIIMYACTCS OT
tutyapHOro nucra. Kak onpeneneno Beime B 3AJJAHUUN 1, sto pe-
xuM Pasnunyartb KONMOHTUTYIbl YETHLIX M HEYETHLIX CTpaHuL.
IIpu sTOM cTpaHulibl ¢ HOMepamu 2, 4, 6 U T.J1. MOKHO MOAINCATh OJ1-
HHUM 00pa3oM, a CTpaHUIIbl C HOMepaMu 3, 5 U T. 1. — APYTHUM.

3AJIAHUME 2. Tlo mynkram mento BctaBka » Pann ckonu-
poBaTh BO BTOpPOU pasaen aokyMeHta [leuyars. Bama dgamunus co-
nepxkuMoe Bammx npexHux HOKyMeHTOB: Pemnaxruposanme, ®op-
matupoBanue, Ta0duuubl, 1 PUCyHKH.

IToanmucate B BEPXHEM KOJOHTUTYJIE C BbIPABHUBAHUEM
BIIPABO YE€MHblE CMPAHUYbL TIOTIOJTHEHHOTO JIOKYMEHTA, K PUMEDY,
kak «Jlaboparopnas VII»; a neuémusle cmpanuysl TOANTUCATH B BEPX-
HEM KOJIOHTUTYJIE C BBIPABHUBAHUEM BJIE€BO, Hanpumep, kak «llox-
rOTOBKA JJOKYMEHTA K MEYaTu.

JI71st Toro 4yToOBI CACIaHHBIE HAIMKUCH XOPOILIO OTICISIUCH OT
OCHOBHOI'O TE€KCTa Ha CTPAHUIAX, MOXHO MOAYEPKHYTh UX KAKUMHU-
HUOYb OTOMBOYHBIMU JMHUSAMU 10 Bamemy Bkycy. CoXpaHUTh TO-
MTOJIHEHHBIN IOKYMEHT.

BcnomuuM Teneps, 4To TIaBHOE, JJISl YETO MCIOIB3YIOTCA KO-
JIOHTUTYIIBI, — 3TO HyMepalys CTPaHWl TOKyMEeHTa. BhICTpo mpoHy-
MEPOBaTh CTPAHMIIBI BO3MOXKHO, HCITONIB3Ysl HHCTpyMeHTapuii KOSTOH-
TUTYNbl. OaHako 0oJjiee KPacHBO 3TO MOXXHO CJHIeJIaTh MO ITyHKTaM
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meHro Word BcTtaBka » Homepa cTpaHuL yepe3 HaCTPOMKH OJTHO-
MMEHHOI'O OKHA.

HyMEpOBaTh HE MPUHATO). Kak B UTOre MOXKET BBITJISECTh HyMEpaIus
CTpPaHUIl — WIUTFOCTPUPYET NAHHBIA JTOKYMEHT.

SAJAHUE 3. C nomompro uHCTpyMEHTOB OkHa Homepa
CTPAHUILl TPOHYMEPOBATh, HAYMHASI CO BTOPOM CTPAHHUIIbI, JOKYMEHT
Ileuars. Bama davunus. Hymepamuio 3amate BHU3Y CTpaHuubl ¢
BbIpaBHMBaHKeM CHapyXuW. Bunx nymeparuu otcieauts nmo Obpas-
Ly. dopmat Homepa BBIOpATh MO BKyCy. COXpaHUTh MPOHYMEPOBAH-
HBI JOKYMEHT.

3. IlpoBepka pacnosioxkeHusl ab3aueB. Takas mpoBepKa BbI-

MEXIy CTpaHUIIAMHU.

[IpuMepoM HEKPACHBOTO PACIOJIOKEHUS ab3ara MOXKET Ciy-
KUTh 3ar0JIOBOK WJIM €r0 4acTh B KOHIIE CTPAHUIIBI B OTPBIBE OT OC-
HOBHOI'O TEKCTa Ha cieaywomed crpanuiie. (BooOie 3aroioBku
KPYITHBIX Pa3J/ieJIOB JOKYMEHTa OOBIYHO MPUHATO pa3MeliaTh ¢ HOBOU
CTpaHUIIBI).

TUNUYHBIM TIPUMEPOM HEYJIAYHOTO pa3pbiBa ad3ala MOXKET
CIIYKHUTb 8UCAYas cmpoKa, T.€. TiepBasi WK MOCJIEAHAS CTpoKa ad3ala,
KOTOpasi OKas3ajach HE Ha TOW K€ CTPaHMIIEC, YTO U OCTAJIbHAS YaCTh
a03ara.

pyemoro aoO3ara). [ ucnpaBiieHUsT HYKHO MPOUTHUCH IO IMyHKTaM
meHio Word ®opmat » Ab3al, u B OTKpBIBIIEMCS OKHE BHIOPATh
3aknanky [lonoxeHue Ha cTpaHuue. A tam, B noje Pa3buBka Ha
CTpaHWULbI, ClIeayeT YCTAHOBUTH «ITHYKKY» M mpH moaxomsmmx cra-
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Tycax: 3anpeT BUCSYMX CTPOK; He paspbliBaTb ab3al; He OTpbl-
BaTb OT CNeayoLLEro; ¢ HOBOW CTPaHULLbI.

nepea rnme4arbro B CliICOUAJIBHOM PCKHUME, 3a1aBACMOM 110 MHCTPYMCH-

TANBHON KHOTKe Lok [MpenBaputenbHbii NpocMoTp. Ilpu sToM
MO’KHO HaOJIf0oJIaTh OT OAHOM A0 HECKOJIBKMX CTPaHUI] OJHOBPEMECH-
HO. [Ipruém 310 OyAeT UMEHHO TO U300pakKeHUE, KOTOPOE HarleyaTaeT
NpUHTEp — 0€3 CIIyKEOHBIX HEMEYAaTaeMbIX CUMBOJIOB M 3HAKOB Pa3-
MCTKH NOKYMCHTA.

[k
CMOTP IO KHOTIKE [ToaroHka cTpaHuy MoxxHO nonpocuts Word
corcams 0okymernm (A yopaTbh IyCTYHO MOCJEIHIOI CTPAHUILY) 34 CUET
HEOOJIBIIIOTO YMEHBIICHHS pa3Mepa mpudra.

3AJJAHUE. BrImonHuTh NpeaBapUTENBHBIN ITPOCMOTP BCETO
nokyMeHnta lleuars. Bama dgamvunus. Haitu B cBoeM TOKyMEHTE
MECTa HEYJAa4YHOI'0 PACIIOJIOKEHU TEKCTa U WUIKOCTPALMKA U MCIpa-
BUTh UX. Pe3ynpTaTr mokasars NpenoaaBaTeto, 3aTEM COXPAHUTh HC-
[IPABJIEHHBIN JOKYMEHT B CBOEI MAIKe.

4. lleyaTh JOKYMEHTA, HAXOJSIIEIOCS B AaKTUBHOM OKHE
Word, BBIMOJTHSAETCS O IMyHKTaM OCHOBHOro MmeHto Pauvn » [le-
YyaTb. [Ipu 3TOM OTKpBIBACTCS COOTBETCTBYIOIIEE AUAIIOTOBOE OKHO C
HaCTpOWKaMH TMPHUHTEPA, B KOTOPOM M MOYKHO 3aJaTh IIapaMeTphl Tie-
JaTH.

(4TO 3a4acTyro U OBIBAE€T HA IMPAKTHUKE), TUATIOTOBOE OKHO OYHET He
docmynHo, a 1e4aTh — HE BO3MOXKHA. B Takol cuTyaruu, eciid J10KYy-
MEHT BCE-TaKM HY>KHO paclieyararb, €ro cjieayeT «cOpOCUTh» Ha Juc-
KETY W MPUUTHU C HEM B TO MECTO, TJI€ ECTh KOMIIBIOTEP C IPUHTEPOM.

Tomckuii rocyJapcTBEeHHBIN YHUBEPCUTET, Mp. JlenuHa, 36, hakynpTeT HHPOPMATHUKU
Tupax 100 3k3.
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