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1. BBegeHune

B pykoBoAacTBe Nonb3oBaTens NpPeAcTaB/eHbl OCHOBHbIE CBEAEHMA N MHCTPYKLUMM Mo paboTe ¢
AnbtepOduc OnnamH-PepakTopbl. OHNanMH-peaakTopbl NO3BOAAKOT CO34aBaTh, peaakTMpoBaTb U
COBMECTHO MCIMO/Mb30BaTbh TEKCTOBbLIE AOKYMEHTbI, TaBNULbI U NPe3eHTauMm HEMOCPEeACTBEHHO Yepe3
MHTepHeT-6pay3ep 6e3 HeobX0AMMOCTM YyCTaHaBNMBaTb AOMOMHUTENbHbIE MPorpaMmbl. PykoBoacTeo
noMo>KeT BaM 3P PEeKTUBHO MCMOMb30BaTh GYHKLMOHAN pegakTopoB, NnoakatyaTbca K o6navyHomMy
XPaHUNMNLLY M OPraHM30BbiBaTb COBMECTHYIO paboTy C Ko/ieraMmm B pexxmMe peasibHOro BpEMEHMN.

1.1. HasHaueHne nokyMeHTa

HacTosAulee pykoBoACTBO ONMCbIBaeT NOpPAAOK MCNONb30BaHUA cucteMbl AnbTepOduc OHNnamH-
PepakTopbl Ana opraHn3auunmn paboTtbl nonb3oBaTenen ¢ 0GUCHbIMU AOKYMEHTAMWN B paMKax CUCTEMBbI
AnbtepOduc Beb.

1.2. O6nacTb NPUMEHEHUA

Cuctema AnbtepOduc OHnanH-PepakTopbl npeacTaBnsaeT Habop peaakTopos Ass paboTbl ¢
[OoKyMeHTaMu, Tabnnuamm n npeseHTaumMaMu.

[JaHHOe pyKoBOACTBO NpeaHa3Ha4vyeHo And nonb3oBartenei, Kotopbie paboTatoT ¢ 06n1auHbIMU
penakTopaMm oPUCHbIX AOKYMEHTOB. PyKOoBOACTBO OXBATbiBAET OCHOBHbIE PYHKLIMM U BOZMOXXHOCTU
penakTopoB, a Tak)Ke 0COBEHHOCTU UX UCMOb30BaHUA B KOPNoOpaTUBHOM U NYHoM cpeae. OHo
Nose3Ho Kak /19 HOBUYKOB, OCBamMBaloLLmMX paboTy ¢ 06/1a4HbIMU cepBUCaMU, Tak U ANS OMNbITHbIX
nonb3oBaTenen, CTPeMALLUXCA NOBbICUTb CBOK NPOAYKTUBHOCTb M OpraHM30BaTb COBMECTHYO paboTy
Had AOKyMEeHTaMu.

2. O6bwme cBegeHNA 0 pegakTopax

Cuctema AnbTepOduc OHnanH-PepakTopbl BkItoYaeT B ceba Habop 0GUCHbIX NPUITOXKEHUI,
KOTOpble B OHNANH pexknmMe NO3BONAKOT CO3[aBaTh HOBbIE MM peaakTUpPoBaTh CYLLLEeCTBYOLLNE
OOKYMEHTbI, @ Tak>)Ke OpraHM30BbliBaTb COBMECTHYO paboTy HECKO/bKMX MONb30BATENEN B pEXMME
peanbHOro BpemMeHu. B pegaktopax MOXKHO NnpocMaTpmBaTbh BEPCUKN LOKYMEHTOB, KOMMEHTUPOBATb UX
M HacTpamBaTb 06K gocTyn. [JokyMeHTbl, Haxoaawimecs Ha cepeepe AnbtepOduc Beb un 1x
pefakTMpoBaHmMe Takke MoryT 6biTb 4OCTYMNHbI M NO/Ib30BaTENAM, HE3aPETMCTPUPOBAHHbBIM B CUCTEME
no o6Liea0CTYyNHOW CChI/IKE.

2.1. 3anyck peagaktopa n3 AnbtepOduc Beb
OcHoBHble MPUHUUNDbI p860TbI C AOKYMeHTaMn ogmnHaKoBbl A4/14 BCEX PeOaKTOpPOB.

3anyck nto60oro N3 pegakTopoB AOCTYNEH NPU KINKE Ha COOTBETCTBYHOLLYIO MKOHKY peaakrtopa 13
rnaBHOro MeHto npu Bxoge Ha noptan AnbtepOduc Beb.



&) [No6po noxanosats B AnbtepOduc
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Coapate

a ATexkcT ﬂ ATaGnuuya ﬂ AKoHuenT ﬂ Alpad

3Ta © TafnWUasY CoznaHHe NEIeHETIUMA 1

divclinsians PucyHok 1

3anyck pegakmopa

UT06bl OTKPbITE HY>KHbIN OOKYMEHT, HAaXKMUTE Ha ¢pan, KOTopbin cobrpaeTecb OTKPbITb, UTOObI
BbI3BaTb Moay b npunoxxerHma AnbtepOduc Beb, koTopbint oTBeUaeT 3a paboTty ¢ pamnnamm
BbiIbpaHHOro ¢popmara.

2.2. [lepenMeHoBaHMe danna

Onatoro, uto6bl NnepenMeHoBaTb dpann, B MeHto Palsn Bbibepute lNepeumeHoBameo.

M Fnaenan BcTaewa MakeT OdaHHbie PeueHavpoeaHne Mopmart By
logenHTeCA !i ) i. . Q El []
ApocmoTp McTopuK  NevaTs CrauaTe BocctanoenTs  CeoncTea | [EpeMMEHOBETL
MNepenmexHceaTe
E G H [ J K L I N o
raPUCYHOK 2.

MeHro nepeumeHoBaHuAa galina

B noaemBLIEMCA OKHE BBEOMTE HOBOE MMA OOKYMEHTA M MOATBEPAUTE AENCTBME, HAXKAB Ha KHOMKY
lNepeumeHoBamsb



MepenmeHoBaTb AOKY... X

BeeguTe HOBOE UMA

New Spreadsheet (4).ods

OTmeHa [NepeumeHoBaTb

PucyHok 3. BBog HoBoro umMeHu ¢atina

2.3. OTMeHa 1 NoBTOP AENCTBUN

[na oTMeHbI/NoOBTOpa AENCTBUIM BOCMNONb3YNTECH KHOMKAMW Ha rMaBHOM NaHeNu.

£ AnbTepOdmc New Spreadsheet (4).... & o [5) & dain naesan BeTabka MakeT

@ [\E} ) 3 i [openwTbcs @ .

Coxpannte  COXpaHWTh Kak JKCNOPTUPOBE Kak o) MpocmoTp uctopun  Medats

PucyHok 4.
OmmeHa u noemop geticmsaul

Tak>xke MOXXHO BOCNO/1b30BaTbCA coveTaHmneM knasuil: Ctrl+Z u Ctrl+Y onAa oTMeHbl M NOBTOPA
[0EeVNCTBUN COOTBETCTBEHHO.

2.4. BoccTtaHOBNEHME MCXOQHOro COCTOAHUA

JocTtyn K dyHKLMM BOCCTAaHOBNEHMA OcyLLecTBnAeTcA B MeHto @als1 - BoccmaHoBUMB.

@ & dann InagHan Bcragxa MaxeT JaHHue PEUEHIMPOBAHHE dopmar Bug

58 ogenuTecs 7
= = a =
BaTe Kak Y MpocmoTp ucTopun  MevaTe Ckayvate BoccraHoeute  CeoncTa:
BoccTaHoBuTb
— - = — - : PucyHok 5.

MeHo BoccmaHoBUMB



B noaBmBLUEMCS OKHe BblbepUTE HY>KHOE U3MeHeHKe (Mnn Bce) n Haxkmute OK.

BoccTaHOBUTL OKYMEHT X

Tun Yro? Kro? Korpa?
MoeTopuTs Eeop Bhi 24.10.2025, 08:48:071 AM
OTMEHWTE Beop Bhl 2410.2025, 08:47:58 AM

PucyHok 6. [luannoroBoe okHO BoccmaHoBUMb 4OKYMEHM

2.5. CoBMecTHas paboTta 1 ynpasneHune dannamu

AnbTepOduc OHnanH-PepakTopbl NO3BOMAOT HECKO/bKMM NONb30BaTENAM O4HOBPEMEHHO
paboTaTb C fOKyMeHTaMun. [Jna akTMBaumMmM COBMECTHOM paboTbl HEOH6XOAMMO HAaCTPOUTb OOLLIUIA
[0CTyN K AOKYMEHTY AN1A Tex nonb3oBaTenen, kto 6yaet pabotatb ¢ Gpaniom.

I'IpV| pa60Te C JOKYMEHTOM, AO0CTYN K KOTOPOMY npeaocTtabB/ieH HECKO/IbKMM NOJ/ib30BaTeNAM, B OKHE
penaktopa OTO6pa)KaI-OTCF| NX UMeHa.

Cnpaeka CD @ 7% | X
O Bl

Monck O UserQ00z2

3amMeHuTb

[ ] Bcerpa cnepnoeate 3a pefakTopoM

PucyHok 7. lMonb3o0Bamesiu, COBMECMHO pegakmupyroujue JOKYMeHM

Ka>kaoMy yuaCcTHMKY NpMCcBanBaETCAa YHUKaNbHbIN LIBET, KOTOPbIN UCMOMb3yeTcA 414 BblAeNeHNA ero
Kypcopa. Ball cob6CTBEHHbIN KypCcOp BUAEH BaM KakK YepPHbI MUraroLLMiA, HO APYrMe nosb3oBaTenu
BUAOAT €ro B NpPUCBOEHHOM BaM LiBeTe. UTOObI NepenTh K NONOXKEHMIO Kypcopa Apyroro nosb3oBartens,
[0CTaTOYHO HaXkaTb Ha ero MMaA Unm apaTtap. Takke gocTynHa GyHKUUA CrieXXKeHUs 3a AeNCTBMAMU
BbIOpaHHOro pegakropa.



Nogeagearsge 1
NogeaoBarsat 2 58QAK Tekc]

PucyHok 8. CoBMecmHoOe pegakmupoBaHUe
2.5.1. NpepocTtaBneHne obLuero gocryna Kk danny

O61WmMM 0oCcTYyN MOXET ObITb HACTPOEH, KaK U A/151 BHYTPEHHUX MNOMb30BaTENEN CUCTEMBI, TAK 1 ANS
BHELLHMX N0 06LenocTynHoM cebinke. NMNoapobHee o HacTpowke obLLLEro A0CTYNa MOXHO y3HaTb B
pasaene O6LmMI aoctyn K darnam. ObpaTtnte BHUMaHME, YTO CTOPOHHME NOMb30BaTENN HE MOTYT
COXpPaHUTb BHECEHHbIE N3BMEHEHWA B OKYMEHT. OTO AeNCTBME AOCTYMHO TO/bKO A/1A
3aperncTpmpoBaHHbIX MONb30BATENEN, UMEIOLLMX AOCTYMN W NpaBa Ans aToro.

2.5.2. ctopna nameHeHunmn (Bepcuin) damnna

B AnbTepOduc Beb nognep>kmpaeTca KOHTPONb BEPCUIN AOKYMEHTOB, MyTEM CO34aHMA Pe3epPBHbIX
Konuin ¢pannoe c onpeneneHHon NnepmogmnYHoCTbio. [1na npocMoTpa n3MeHeHUN, BHOCUMBIX B
OOKYMEHT pa3HbIMUM y4aCcTHUKaMKN HaxkmuTte Padsa - [I[pocMomp ucmopuu.

- (4).ods & 2 (5 @ dain naeHan BcTaeka MakeT
= 5z MNopgenuTkes :

Lr;? " Q v & w Q
SkcnopTupoBaTh Kak | %) MpocMoTp uctopun Mevats Ckavatb BoccTaHoBUTL
8 MpocMoTp MCTOPKUM
C D E F G H |

PucyHok 9.
MeHro «[lpocMomp ucmopuu»

B 60koBOV NaHenn NoABMUTCA UCTOPUA BEPCUM AOKYMEHTA.
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PucyHok 10.
Bepcuu gokymeHma

2.5.3. lo6baBneHne KOMMeHTapua K danny

Monb3oBaTenn MoryT ocTaBNsATb KOMMEHTapun ana Gannos 1 nanok, KOTopble BUAHbI BCEM
nonb3oBaTeNnaM, y KOTOpbIX eCTb AocTyn K danny. [na Toro, 4Tobbl OCTaBUTb KOMMEHTapUiA, BbibepuTe

B rNaBHOM MeHI0 PeyeH3aupoBaHue - KommeHmapud.

(4).0d5 1 O 7} dann nasuan Becraoxa Maxer Daumbie PeueHanposanue Qopmar i
% Astonposepxa opdorpadumn - (3 Ynanute BCE KOMMENTADHUA =
12 PaccraHosxa nepeHocos KommenTapwn 3aUMTITD NKCT

PucyHok 11.

Komueuranui

MeHro «KommeHmapuu»

B nosBuBLLUEMCSA OKHE BBEAMTE CBOM KOMMeHTapMIZ N Ha>XMuUTe CoxpaHumb.

11
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ate i, %% ApTonpoeepka opdorpadum 0 )
Bepka opdorpadum A3k  §S5 PaccTaHOBKa NepeHocoe KommeHTapuin [
A B C D E F G
w

- O testuser
nT, 24 oxt. 2025 r., 08210

OTmena CoxpaH1Th

PucyHok 11.
LlobaBneHue KOMMeHMapus

[Ons npocMoTpa BCex KOMMeHTapueB K darny nepenante B 60KoBoe MeHto Ha Bknaaky Cobbimus.

12
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ar
M%< + + Bbl namennnu «K6_doc.odt» 43 MHUHYTBI Hazan
A w ;
=" O6WKMA AocTyN NpefjocTagnex 48 MUHYT Hasan

none3cearengm admin

PucyHok 12. [TpocMomp KoMMeHmMapueB K palny
2.5.4. lo6baBneHne MeTkn K panny

Onaypo6cTBa novcka ¢pannos 1 Nanok Nonb3oBaTeslb MOXKET Ha3dHayaTb MeTKU ANA HUX, MO KOTOPbIM
No3>Ke MOXHO HanTW Bce ¢pannbl, OTHECEHHbIE K AaHHOW MeTKe. YTo6bl co34aTb HOBYHO METKY
OTKponTe 6OKOBOE MEH0, HaXkKMUTe Ha Memku 1 BBeAUTE Tern, KOTOPble Bbl XOTUTE Ha3HaUUTb ANA
danna (ana npnMmepa Ha PUCYHKE HMXKE CO3aaHa MeTKa «BakKHOe»). [1na kaxkgoro panna MoXKHO
oAHOBpPEeMeHHO 006aBUTb HECKONbKO METOK, AN1F 9TOro HaxxumamnTe knasuwly Enter, nocne seoga
Ka>kaon MeTKMU.
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1a Bup, Cnpaska 0 % X NewDocument.odt X

Bnanenesuy admin (Bl

50BB AaB6BB  AaB6Bs X -
’ 9 KB « 3 aHa Hazan

nogoK 2 3aronoBEok 3 3aronoeok.. -

;"7 B uaGpaHHoe > Metku
MoWCK WAKW CO3A3HME COEMECTHRIX TEMOB
BaxHoe X v
Bepcuu O6LWwMit aocTyn CobbiTHA

BHyTpeHHWe ccheinkn

PucyHok 13. ,ﬁo6aBneHue-Mém0K K gadlny

O6paTtuTte BHMMaHMe, 4YTo Npu gobaBneHnn MeTok K 06wmnm darinam oHu 6yayT BUAHbI APYrMM
nonb3osaTtenaMm AnbtepOdoduc Beb, nmetomm goctyn Kk panny. AnbtepOoduc Beb Take
nogaep>kneaet o6LLen0CTynNHbIe METKU A1A $pannoB, C MOMOLLLbHO KOTOPbIX BCE MOIb30BaTeNMn
CUCTEMbI MOTYT 0ANHAKOBO PpunbTpoBaTb dansnbl. [na co3gaHna Takmx MeTok obpaTnuTechb K
AOMUHUCTPATOPY CUCTEMDI.

Bonee noapo6Hyo MHPOPMaLMIO MOXKHO NOYYNTb B pasaene AokymeHtaumm «Pabota c MeTkamm ona
yrnpaBneHua dannamm».

2.5.5. lo6aeneHune panna B nusbpaHHoe

Ona po6asneHna panna B MI36paHHbIe OTKPOMTE HOKOBOE MEHIO, HAXKMUTE Ha KHONKY B usbpaHHoe.
Mocne atoro ¢pann 6yaet otobpaxkatbca B pasaene M36paHHbie B cucteMe AnbtepOduc Beb ans
6bicTporo gocrtyna B 6yayuiemM. 3To0 NO3BONMT BaM yA06HO 1 6bICTPO HAaXo4MUTb BaXKHble AOKYMEHTbI
6e3 Heo6XxoANMOCTM MNonCcKa No BCEMY CMMUCKY.

2.6. 3awmTa dparna naponem

[nayctaHOBKM Napona Ha OKYMeHT nepenaute B MeHto Palsn v Bbibepute NyHKT CBolcmaa. B
OTKPbIBLLEMCSA OKHE HaNnAUTe onuuto MIaMeHumsb rnapo/ib N BBEAMUTE >KeNaeMblili Naposib B Mose BBOAA
naponsa. NMoateepanTe Naponb N COXPaHUTE OOKYMEHT.
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FrdL

. 3apate napone x

' Mapons ana wudbposaHva daina

! BeefuTe Napons ANA oTKPLITHA

MNoaTeepaMTe Napons
(ZI TR LR A

Mpumedadue. MNocne yeTaHoBKW Napons aTHRLITE A0KYMEHT
MO¥HO TOMBKS ¢ ero NoMolls. Mpu yTepe napona

EOCCTAHOBWMTE AOKYMEHT HEBOIMOXHO. 3TOT Naponk

— -

PucyHok 14. 3awuma ¢alina naposiem

PEMTMCTPO3ABEMCHM.

Mocne aToro npun oTKpbITUM dalrina cuctema byaeT 3anpalumBaTb BBEAEHME YKa3zaHHOIo naponsa ans
[0CTyna K coAep>XMMOMY AOKYMEHTA.

NokyMeHT TpeByeT napois ANA NpocMaTpa.

PucyHok 15. 3anpoc napona

2.7. Onepaumnu ¢ BblaeneHnem n bydpepomM obMeHa
2.7.1. BoipeneHue

[ns BblgeneHus ¢parMeHTa 4OKYMEHTa MOXXHO BOCMNo/ib30BaTbcsa KnnMkoM no JIKM nnéo
BOCMNO/b30BaTbCA KOMOMHauUMeN Knaesmw anda paboTel PyHKLNM B oNpeneeHHOM peaakTope.
MocMoTpeTb kKOMB6UHauMm knaBuil: CripaBka - KombuHayuu K1aBul.
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2.7.2. KonnpoBaHue 1 BCTaBKa

[daHHasa ¢yHKUMA Noanep>KMBaeTca He TO/IbKO BHYTPW OHOM0 AOKYMEHTa, HO TakKe Mexay
nokyMeHTamMu. KonupoBaTb UK Bbipe3aTb AaHHble, BKIH0Yaa n3obpakeHna U cMeLlaHHoe
CcoAepP>XMM0oe MOXKHO, NCMOoMb3ysa KOMOMHaLUUM knaBul: Ctrl+C n Ctrl+X COOTBETCTBEHHO.

YTt06bI CKONMpPOBaTb 06bEMHOE COAEPXKMMOE B ApYrMe NPUNOXKEHMS Ha YCTPONCTBE, HAXKMUTE KHOMKY
Hauyameb 3arpy3ky, a 3aTeM CHOBa cCKONupymnTe coaep>xmmoe B bydep obMeHa, Utobbl LieneBoe
NPUIOXeHWe MOrNo NpoYnTaTh ero. 3To MOXKHO cAenaTb C MOMOLLbIO ManeHbKOro BUaXeTa, KOTOPbI
NnoABNAETCA B MPaBOM HUXKHEM Yrny N He06X0AMM TONbKO A/1A TOro, YTo6bl 3KCNOPTMPOBATb
coAep>XMMOoe A5 BCTaBKU B ApYyrue NpunoxeHna. 31o AencTeme Takke npeobpasyeT CNoXHbIe
06BbEKTHI B cTaTUYeCcKkmne naobpa>keHus.

Korpga Bbl BCTaBNAETE COAEPXKMMOE, CKONMMPOBAHHOE N3 TOMO Xe A0KYMeHTa, COXpaHAeTCA KakK
oTdopMaTUPOBAHHbIN TEKCT, TaK M Apyrue anemeHTbl. ECnu >ke Bbl KONMpyeTe coaep>XMMoe U3 Apyroro
OOKyMeHTa, ApYyron BKNagku, okHa 6paysepa nnm BHELIHEro NnpunoXeHua, byaet coxpaHeH TONbKO
dopMaTUpOBaHHbIN TEKCT. Bbl MOXKeTe BCTaBUTb TEKCT 6e3 coxpaHeHmsa dopMaTupoBaHmA
coyetaHueM knasumw Ctrl+Shift+V.

Korpa Bbl BCTaBNAeTe TEKCT B npeagenax ogHoro AokKyMeHTa, q)OpMaTMpOBaHI/Ie COXpaHAeTCA. Bbl
TaK>Ke MOXEeTe BCTaBNATb 06 beKThI (M306pa)|(eHVIFI n ,D,p), €C/1I1 OHWN CKOMnpoBaHbl N3 TOTO >Ke
AOKYMeEHTa, C KOTOPbIM Bbl pa60TaeTe.

Ecnu Bbl BCTaBnAeTe TEKCT U3-3a NpeAenoB AOKYMEHTa (M3 Apyroro okHa 6paysepa Unm NnpunoxxeHms
onaMNK), on 6yneT BcTaBieH kKak dopMaTUPOBaHHbIV TEKCT.

KoHTEHT, CKOI'IMpOBaHHbIl‘/'I nnn BbIDGSaHHbIIZ N3 3TOro Npmnno>keHmnAa, MoO>XKHO BCTaBUTb C NMOMOLLbIHO
KOHTEKCTHOIo MEHHO.

2.8. [locTtyn K cnpaBke

OTKpbITb CNpaBKy MOXXHO Yepes Bknaaky Cripaska - CripaBka.

New Document (1).odt s o B & ®ain  nasHas  Bctaska  Maker  Cceinku  PeueHauposanue  Qopmat  Qopma  Bug  Cnpaeka

® B & @

Cnpaeka KomBuHaumm knaeuw Mpoeepka gocTynHocTw  Ayaut cepeepa  CoobuwmTb o npoGneme O nporpamme

Cnpaska cm

PucyHok 16. MeHto CripaBka
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3. AnbtepOduc Beb. TekcTtoBbin pegakTop ATekcT

OHnnanH pegakTop, BxoaAawmum B coctaB AnbtepOduc OHnanH-PepakTopbl o6nagaet
BO3MOXHOCTAMMU N GYHKUNAMK MOSTHOLLEHHOIO OPUCHOTO NPUNOXKEHNA TAKMMU KaK:

e ¢dopmMaTmpoBaHuMe TEKCTA;

e rnogaep>kka ctunen;

e npoeepka opdorpadpuu;

e Tezaypychl;

® CXEeMbl NepPeHOCOoB;

® aBTO3aMeHa;

® MOWCK 1 3aMeHa;

e aBTOMaTM4YecKOe Co34aHune OrnaB/eHNn 1 ykasaTenen;

e BCTpamBaeMas B TeKCT rpaduka, nsobpaxkeHusa, Tabnuubl n gpyrme o6beKTbI;
e MeToAbl Pa3MeTKM CTPaHWLbl, BKIKOYaA BPE3KU, KOTOHKU U Tabnuubl;
® BCTPOEHHbIE MHCTPYMEHTbI PUCOBaHMUA;

e OTCnexuBaHMe UBMEHEHUN B BEPCUAX AOKYMEHTOB;

e uHTerpauma c 6azamm gaHHbIX, B TOM Ynce ¢ bubnmorpadpumyecknmu;
e okcnopt B PDF n gpyrmne tekctoBble popMarTshl.

PaccmoTpumM pabouni MHTepdEenc TEKCTOBOIO peaakTopa Ha PUCYHKE HUXKE.

| £ AnsTepOdumc New Document (3).odt = T 1 ] ®dain nasHan Bcraska Maker Cebinku Peuensuposanue ®opmar Dopma Bug Cnpaska Q N =& XI
m & B | Manropesans-senf v 18« AT A () EE == THl < AaB6Be abt8e  Aab6B 65688 ‘ Aab6Bs AdSBs -~ [ B3~ ’
BeTaBuTth 6 ¢ M K A T A, A 36~ £~ A. v KommeHTapmit = = = = :f vy o~ baosuii OCHOBMO#M. 3aronos -wﬁ.-ﬁ»',‘J 3aronosox 3 3aronosok =
v Cruns o
5= e 3aronoeok 2 R 4
~ CumBonbl
UTo Takoe ATeKcT Manrope;sans-serif |18 |+
ATEKCT - 3TO MOLUHbIA TEKCTOBBIN pefjakTop, pa3paboTaHHbiil komnanven AIIMU X K A~ T A L A A
MapTHep B coctase oducHoro naketa AnbTepOduc, Mporpamma nogaepxvsaer Kol By e B A A
Tekcrosble popmatbl DOC, DOCX, TXT 1 ODT, a Takxke No3BONseT IKCNOPTUPOBAThL
AOKyMeHTbI B PDF. ATEKCT NpeAoCcTaBNAeT NoNb30BaTeNAM BOIMOXHOCTL CO3aBaTh v A63ay
HoBble BaiiNbl C HyNs, PEAaKTUPOBATh CYWECTBYIOWME AOKYMEHTbI U paboTtaTs ¢ == = — qr a
pa3HoobpasHbimMy WabnoHamu. MHTEpgenc NporpaMmMbl UHTYUTUBHO MOHATEH U
—v I=v =« L
ynobeH, 4To ynpoluaer npouecc obyyeHns ¥ No3BONSET Cpasy NPUCTYNuTL K paboTe. = =
3TOT NPOAYKT ABNKETCH OTNMYHBLIM aHanorom Microsoft Word v MoxeT Wrepean Orcryn
MCcnonb3oBaThes BMeCTo Word B Nobbix 0puCHbIX 3a,qaua)d = 3
= 035cm = 0 om
T 021 cm = 0 oM
=V = 0 em
Neperac cTpok: 28
Mowex -+  Crpawualwal | 82cnosa, 629 cumaonos | Pycckwi v a & B Q v @ I

Pucyrok 1. Unmepgelic ATekcm

1. lMaHenb MeHto peagakTopa
2. BepxHAs naHenb UHCTPYMEHTOB
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3. OkHo ans paboTbl C TEKCTOM
4. BbokoBad naHesnb
5. Crtpoka cocToaHus

3.1. Pabota c pegakTopom

3.1.1. Nognep>xnBaemMblie popmarTbl

B TekcToBOM pepakTtope ATeKCT eCTb BOBMOXXKHOCTb 3KCMopTa A0KyMeHTa B ¢opmat rmbpuaHoro PDF
n PDF/A, a Takoke nogaep>kka popmartoB *.odt, *.ott, *.txt, *.rtf, *.doc, *.docx, *.docm, *.dotm, *.fodt,
*.htm, *.html, *.mht, *.mhtml n gpyrune.

3.1.2. Nogaep>xnBaemMble dopMaTbl «COXpaHUTb Kak»
B ATekcT ecTb Bo3MOXKHOCTb CoxpaHumeb kak B popmaTbl: odt, doc, docx, rtf.
3.1.3. OkcnopTt gokyMmeHTa (PDF, EPUB)

B ATeKkcT ecTb BOBMOXHOCTb 3KCNopTa AoKyMeHTa B popmaT rubpugHoro PDF v epub. [1nAa akcnopTa
[OKyMeHTa B yka3aHHble dopMaTbl HE06Xx0aMMO BbIGpaTb NYHKT MeHto @als - SkcrnopmupoBamsb Kak v
BbI6GpaTb HEO6X04MMbIN popMaT 4715 9KCMopTa AOKYMEHTA.

@B

5 [%3 [?? 72 lNogenutben
CoxpaHuTe  COXPaHWTb Kak JKCNOPTUPOBATL Kak 2 MpocMoTp MCTOPUMK

[ 1 OokymeHt PDF (.pdf)

[

g

EPUE (.epub)

PucyHok 2. Okcriopm gokymeHma B PDF unu EPUB

3.1.4. CkaunBaHue panna

Ons ckaunBaHma Ha MK pokyMeHTa n3 ATekcT HE0BX0AMMO NepPenTU B MYHKT MeHto Palisn - Ckadame.
MNpeactaBnaeTca BO3MOXKHOCTb COXpaHUTb AoKyMeHThl B popmaTe PDF, ODT, DOC, DOCX, RTF, EPUB,
HTML.
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dann (nasHas Becraeka MakeT CcbinkuK

= J, [

eyaTb  CkauaTb BoccTaHoBMTE  CeoicTBa  [MepeMMeHoBaTh

i

ODF TexkcToBbIA gokymedT [Lodt)
PopMaTUPOBaHHLIA TekeT (.rtf)
Nakymedt Word (.docx)
Dowkymedt Word 2003 (.doc)

EPUB [.epub)

= & T B @

I
£

DokymedT PDF (.pdf)

(& ®aitn HTML (.htmi)

Mo

LA Dowkymedt PDF (.pdf) kak...

PucyHok 3. Cka4vuBaHue ¢alna

3.1.5. NevaTb pOKyMeHTa
UTto6bl pacnevartartb OKYMeHT B ATEKCT HY>KHO BbIMO/THUTb CNeayroLlne 4eENCTBUA:

1. lMepenTun B NyHKT MeHto Palis, BbibpaTb onuuto Neyams
2. 3apatb Heob6xoauMble NapamMeTpbl NeyaTtu

dann CnaeHas BcTaeka N

> = Ao [

p uctopun | MNedate  CkauaTb BoccTaHoBuTe  CBOWCTBa

MNevaTb

PucyHok 4. lNe4amb gOKyMeHmMa

Bbl MOXKeTe Bocnonb3oBaTbcA 6bICTpOr KOMBUHauuen knasumwl Ctrl+P gns BbiI3oBa MeHO nevaTu.

3.2. PaboTta c TekCcTOM

PaboTa c TekcTOM (BblaeneHne, KONMPOBaHME, BCTaBKa, MepeMELLLEHME) B TEKCTOBOM peaakTope
ATekcT aHanorn4dHa paboTte B Nto6on apyrom nporpaMmme.
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e BBog mekcma: Ytobbl HauaTb BBOA, LLENKHMUTE B to6oM MecTe cTpaHuubl. Kypcop 6yaet
noMelleH B 6nm>KanLLyro no3numio. TeKCT aBTOMaTUYECKM NePEHOCUTCA Ha HOBYHO CTPOKY.
e YaaneHue mekcma:
o Backspace: Yganaet cumBon cnesa oT Kypcopa
o Delete: Yoanaet cnMBon cnipaBa OT Kypcopa
e BrigeneHue mekcma:
o Mbiwsb: NepeMecTnTe Kypcop Haf HYy>KHbIM GpparMeHTOM TeKCTa

o KnaBuamypa: Ypep>xxunpanTte Shift n ucnonb3ynTte KnaBMLLIK CO CTPENKaMm ons
BblaeneHuna

o /[IBoUHOU wesyok: Boigenaert cnoBo
o TpoliHol wen4vok: Beigenaet npennoxxeHme

e OmmeHa unosmop geticmaul: icnonb3dynTte 3Haukn «OmmeHuUmMsb» n «[loBmopumae» Ha
NaHenn MHCTPYMEHTOB UNu ropaume knasuwm Ctrli+Z un Ctrl+Y.

3.2.1. bazoBoe popmMmaTmnpoBaHme

3.2.1.1. opmamupoBaHue wpupma

MNaHenb MHCTPYMEHTOB laBHasa npenocTtaBnAaeT 6bICprIIZ AOCTyn K OCHOBHbIM nNapamMmeTpaMm LlJpVId)Ta.

Onucanue npoexTa.odt LI i v} ®aiin [nasHas  BcTaeka MakeT  Cceinku  PeuenauposaHue  @opmat  Gopma  Bua  Cnpaeka [m =
B % | PTsans vz e AT A ] = q 9 x

1141

Aab6Bs aabts  AaGGBB AaB6Bs  AaB6Bs  AassBs - [ v B v (7 Momck
Bagosui | OCHOBHOR.. | 3aronosox 1 3aroncsok 2 3aronosok 3 3aronosok. - 2 g @ 3amenuTs

PucyHok 5. lNaHesnb uHCcmMpyMeHmoB [1aBHaAa

Berasts ) © WK K A T A, A 28w A+ A~ Kommentapui | = = Ev &

[ocTynHble BO3MOXHOCTU popMaTUpoBaHus WpudTa:

PT Sans b
° PackpbiBarowmmnca cnmcok ona sbibopa rapHUTypsbl WwpudTta

12 nT -
° Bbibepute pazmep wpndTa (kernb)

. E Ouunctutb popmatnposaHme (OTMeHAET BCe NapaMeTpbl TEKCTa, BO3BpaLLas B UCXO4HOE
nono>keHue)

e Cmusnu wpupma:
o K XupHbin (Ctrl+B)
o K Kypcus (Ctrl+l)
o & MoayepkHyTbIN (Ctri+U)

o
@) ! 3auepkHyTbIN

o) Az Hu>xHnm nupekc

p:
o A BepxHuin nugekc

-
e T LieeTwpudrta: Nossonaer "ISMEHUTb LiBET CUMBOJIOB
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A w
L LiseT BbigeneHuns: Nossonaer no6aBnUTb (I)OHOBbIVI LLBET 3a TEKCTOM, KakK Mapkep

3.2.1.2. opmamupoBaHue ab3ayes

+
|
T

= = = == 9q 9q %
v &

PucyHok 6. ®opmamupoBaHue ab3ayeB
OTM HacCTPOMKM NPUMEHAITCS KO BceMy ab3ally, B KOTOPOM YCTaHOBMEH KypCop.

L BblpaBHVIBaHVIe TEeKCTa:

o — lMo nesoMy kpato (Ctrl+L)
o — Mo ueHTpy (Ctrl+E)
o — lMo npaBomy kpato (Ctrl+R)

o — Mo wupuHe (Ctrl+))

o« = Me>KCTpoUHbIN MHTepBan: NMo3BonseT yBeNMUUTb UNMN YMEHbLLUNTb PACCTOSIHME MexXay
cTpokamu B ab3aue

e Mapkepbl U HYMepauua:
a—
o =«— Co3spaaBante MapKMpOBaHHbIE CMIUCKM
1—
o 2= CospaBanTe HyMepOoOBaHHbIE CNNCKMN

e OTcTynbl:

o 2= YBenuuutb otcTtyn: CoBuraet Becb absau, BNpaBo

o —£ YMeHbWUTb otctyn: CaBuraet Becb ab3al, BNeBo

Cosert
[na nonHoro KOHTPOAA Hag OTCTyNnamMu, MHTEPBanaMn U No3numen Tabynsaumum NCnonb3ymnTe NNHENKY
B BEPXHEWM YaCTM OKHa [0KYMEHTa nnu MeHto «@opmaT» - «<Ab3aLl».

3.2.1.3. PopmamupoBaHue cmusel

Bbi6op OCHOBHbIX CTUAEN AOCTYNEH Ha BKnaake [/1aBHaA.

uuuuuuuu nw — Ty n e — il SCL TR

Al AabBGBe rae8e | AaBOBE AaboBB AaBE6Be  AaB6Bs -

- BazoBbii OcHoBHOR... | 3aronosok 1 3aronogok 2 3aronosox 3 3aronoBox... | ~

PucyHok 7. OcHOBHbIE CMUIU

YT06bI NPUMEHUTL CTUNb K TEKCTY: 1. Bblaennte TeKCT, KOTOPbIN HY>KHO oTPopMaTMpoBaTb. 2. Ha
rnaBHoOw BKNnagke Bbibepnute HE06X04NUMbIN CTUMD.
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3.2.1.4. MHoroypoBHeBble HYyMepPOBaHHbIE U MapKUpPOBaHHbIE CIIUCKU

MHoroypoBHeBble HYyMEepPOBaHHbIE U MapKMPOBaHHbIE CNUCKW NO3BONSAIOT OpraHM30BaTb
NHPOPMaLUIO B nepapxmyeckoM nopaake. B ATekcT Bbl MOXKeTe co3aaBaTb MHOTOYPOBHEBbIE CMUCKMU
C pa3HbIMU YPOBHAMM BNOXEHHOCTU ANA 605ee CTPYKTYPUPOBAHHOIO U MOHATHOMO NpeacTaB/eHuns
OaHHbIX.

[na co3pgaHna MHOroypoOBHEBbIX HYMEPOBaHHbIX CNMCKOB BbIMOMHUTE cneayrowme warn: 1. Bolgenure
TEKCT, KOTOPbINA Bbl XOTUTE BK/TFOUUTb B CAMCOK. 2. Ha>kMmTe npaBom KHONKOW MbILLUW Ha BblAENEHHOM
TekcTe 1 BbibepuTte NyHKT opmam - Mapkepbl u HymepayuA.

Ownanorosoe okHO MapKepb/ u HymMmepauyud npegnaraet LIJVIpOKI/IVI Bbl60p AanAa HaCTpOVIKM CNMMCKOB A
COCTOUT N3 cnengyroLLmnX Bknangok.

1. Mapkepbl. Ha aTon Bkaake nonb3oBatesib MOXKET 0POPMUTL CMUCOK, MapPKUPYA 3N1EMEHTHI
cnucka rpapuyecknMm aHakaMu.

I.-l-. — i { -
Maprepsl H HYMERALWA x
Maps@pim HysadpaLmMa CTpysTYpa HMaofpa sisng T m Wil HacTpoMTe
. o [ ] .
. Q | | -
L ] b [ | L ]
o ™ . o
h . L LS

Change Bullet

Cnpapsxa AT OTMEHHTE “

PucyHok 8. Mapkepbil u HymepayuAa. Mapkepebl
2. Hymepauusa. NMNo3sonsaet opopMuTb 91eMeHTbl B ByKBEHHO-UMCTOBOM 0603HaUEHUMN.
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MapKepbl H HYMepayMa =

Mapkepi Hymepauun CrpyeTypa HaoSpaxeHna MNonoxeHwe HacTpoMTE

1) 1. (1) l.
2) 2. (2) Il.
3) 3. (3) 1.

A) a) (a) .
B) b) (b) ii.
C) c) (c) iii.

Cnpaeka YnanuTe OTMEHHTE

PucyHok 9. Mapkepbi u Hymepauyusd. Hymepayusa

3. Crtpyktypa. NMpegnaraet nonb3oBaTento KOMBMHUPOBATL Pa3nNMYHbIE COCTaBNAIOLLME CNUCKA.
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Maprepbl 1 HyMepauma »

Maprepo HyMEpauMa CTpyKTYpa Haobpasere Nonoxenne HacTpoMTh
I A. 1. 1
A 1 1. 1.1
1 a 1. a)
a. 1. 1. .
i . 1. .
A 1) 1 Fe
| a) 1.1 -
a. 1) 1.1.1 *)
i A) 1.1.1.1 .
. * 1.1.1.1.1 *

Cmpaexa YOANHTE OTMEHHTE “

PucyHok 10. Mapkepbi u HyMmepayua. Cmpykmypa

4. WN3obpaxkeHue. No3BonaeT MapknpoBaTb 3/1IEMEHTbI CMMCKA, UCMONb3YA pasnnyHble
rpapuueckun n3obpaxxeHua. Haxxatne kHonkm «[Jo6aBnTb C pa3Mepom» npegnaraet
Nncnonb3oBaTb COBCTBEHHbIE M306parkeHMA AN MapKUPOBKM 3/1EMEHTOB.
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Cnpagexa YOaNHTs OTMEHNTE

Pucyrok 11. Mapkepbl u HyMmepayuA. V13o6paxkeHue

5. TllonoxeHune. Ha aton Bknagke npeagnaraeTcAa pasMeLleHne azieMeHToB CNcka OTHOCUTENTbHO
APYIrMx 3/1IEMEHTOB CMNMUCKa U YPOBHA B/TO>KEHUA, a TakK>Ke 06poc npmeengeHme K Nos10>KEHMHO No
YMO/T4YaHNIKO NO Ha>kaTun KHOMKN <<CTaH,EI,apT>>.
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PucyHok 12. Mapkepsbi u Hymepauyus. lNosoxxeHue

6. HacTtpoutb. Micnonb3yeTtcs ans TOHKOM HACTPONKM BCEX 3/IEMEHTOB CNUCKa, BKAtoYas BbiI6op
YPOBHS BOXXEHHOCTM 3/1EMEHTa CNMCKa, HAacTPOMKY Bbibopa HyMepauum, pasamepa n
BapMaHTOB BbipaBHWUBAHWA 3/1IEMEHTa Cnncka.
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Pucyrok 13. Mapkepsbi u HyMepayua. Hacmpoums
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3.2.2. dopmaTtupoBaHune ab3aues

B ATekcT nmetoTcs pasnmuHblie cBolicTBa ab3aua, KoTopble MOMOratoT HaCTPOUTb BHELLHWUM B TEKCTA
B AOKYMEHTE. DTU CBOMCTBA NO3BONAOT U3BMEHATb OTCTYIMbl, BbIpaBHMBAHME, MEXXCTPOUHbIN MHTEpBAa,
WwpudT 1 apyrme napameTpbl ab3aua. bnarogaps aTMM BO3MOXXHOCTAM, NONb30BaTeNIN MOTyT
co3aaBaTb NpodeccnoHanbHO 0POPMIEHHbIE AOKYMEHTbI C YA060UMTAEMbBIM U CTPYKTYPUPOBAHHbIM
TEKCTOM.

LOna HacTponku cBOMCTB ab3ala HaxkMute Ha @opmam - Ab3ay.

Onucanue npoexTa.adt o o B B Qaitn  MnaeHan  Bctapka  Maker  Ccbinkd  PeuedauposaHue  Gopmar  dopma  Bug  Cnpaska
1= it = - ! 0 vm
Ly & . % A = . i P El [2 g i e
CumMBonsi lDopMaT Ab63ay CrUCOK CTHREH CNHCcKH Mapkepbl U HyMepaum1a CTHUNb CTpaHuLbl KonoHku Pazpensi NuHKuA MNono HyMmepauua 3aronoekos 7 Onucakve Tema
! Aszan, 210X 12030 40506 1 70 818 1 W1 U112 10R M 18 =

PucyHok 14. MeHro A63ay
Onanorosoe okHO A63ay COCTOUT U3 CeayoLLMX BK1aaoK.

1. OtcTynbl M HTEpBanbl. HacTtponkn OTCTynNbl U UHTEPBAasIbl MO3BOMNAKT KOHTPONMPOBATb
paccToaHue Mexxay ab3auamm 1 oTCTynbl BHyTpW ab3aua. Bot 6onee nogpobHoe onucaHue
Ka>kgom HaCTPOMKM:

e OrtcTtyn: OTa HacTponKa onpenenaeT paccToaHNe Mexxay NeBbiM (MNV NpaBbiM, B 3aBUCUMOCTU
OT BblpaBHMBaHMA) KpaeM CTpaHMLbl U Ha4anom TekcTa ab3aua.

e VHTepBan: 3Ta HacTpoVika KOHTPONMPYET BEPTUKANIbHOE pacCcTosaHMe Mexxay ab3auamu.

e MeXCTPOUYHbIN MHTEpPBan: OTa HaCTpPoMKa onpeaenAeT pacCToaHNE MeXAy CTPOKaMu BHYTpU
ofHoro ab3aua. Bbl Mo>keTe BbiIGpaTb O4MH N3 NpeayCTaHOBNEHHbIX BApUaHTOB (HanpuMmep,
OANHaPHbIN, MOMYTOPHbIN, ABOMHOMN MEXXCTPOUHbBIN MHTEPBAs) UM HACTPOUTb CBOE 3HAYEHME
ME>XXCTPOYHOro MHTEpBana.
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PucyHok 15. A63ay. Omcmyrnbl U UHMepBasibl

2.

BbipaBHMBaHMe. B pasgene BoipaBHMBaHWeE B HacTpolikax ab3ala AOCTYNHbl criegytoLimne
napameTpbi:

MapameTpbl: 34ecb MOXXHO Bbi6paTh TUN BbipaBHMBaHWUA ab3ala, Takme Kak BblpaBHMBaHME Mo
NeBOMy Kpato, MpaBoMy Kpato, Mo LLEeHTPY UK MO LUMPUHE.

PasMelleHMe CMMBONOB NO BepTUKann: OTa HacTpoMKa No3Bo/SET ONpeaenTb, KakuM
obpas3omM byayT pasMeLL,aTbca CMMBO/IbI BHYTpU ab3aua no BepTukanu. HanpuMep, MoXKHO
BbiGpaTh BblpaBHMBaHME No 6a30BON JIMHUM, MO BEPXHEMY U/TN HUXKHEMY KPato CUMBOIOB U UMK
«aBTOMaTUYECKM».

CeowicTBa: B aTon HacTpoike MOXXHO BbibpaTb HanpaBneHue TekcTa absaua. Hanpumep, cneea
HanpaBo UK cnpaBa HaneBo. Takke eCcTb CBONCTBO «HacnenoBaTb OT pOAUTENBCKOIO
o6bekTa». OHO 0O3HaYaeT, YTo HAaCTPOWKKM BbipaBHMBaHMA TeKcTa byayT yHacnenoBaHbl OT
poanTenbckoro o6bekTa, HanpuMep, ot cTmnsa ab3aua nnu Tabnnubl, B KOTOPOW HaxoaAUTCA
OaHHbIM ab3al,.
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PucyHok 16. A63ay. BeipaBHuUBaHuUe

3. lMonoxeHwue Ha cTpaHuue. B paszaene MonoxeHne Ha cTpaHULEe B HacTponkax ab3aua, Bbl
MOXKeTe HalTU cneayoLme HaCTPOMKMN:

e PaccTtaHoBKa nepeHOCOB: ATa HacTpoMKa NO3BOMAET ONpeaennTb, Kak 6yaeT NPoONCXoanTb
nepeHoc cnoB BHyTpu ab3aua.

e PazpbiBbl: 3Ta HacTpoKka NO3BONAET ONPEAENTb, KaknM 06pasoM pas3pbiBbl OyayT
obpabatbiBaTbCA BHYTPU ab3aLa.
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PucyHok 17. A63ay. lNonoxxeHue Ha cmpaHuye

4. BocTo4yHOa3naTckume npasmna Ha6opa. HacTtponku B pasgene BoctouHoasmaTckue npasuna
Ha6opa noasonAtoT 6osee TOHKO HacTpameaTth Npasunia Ha6opa TeKCTa AanAa
BOCTOYHOA3MNATCKNX A3bIKOB:

L] anMeHHTb CNMMCcOK CMMBO/10B, HEAOMYCTUMbIX B Ha4vasie N KOHLE CTPOKWU: Ecnu ata onyuma
aKTnBmMpoBaHa, Bbl MO>XKXETE YKa3aTb CMMMCOK CMMBOJ10B, KOTOPbI€ HE A0/1>KHbl HAXOANTbCA B
Ha4yane nnn KoHue CTpokmn B BOCTOYHOaA3NaTCKOM TEKCTE.

L] PaSDGIJJI/ITb BbIHOC 3HAKOB npennMHaHnAa Ha none: Ecnu ata onuusa aKTmempoBaHa, 3Hakn
npenmHaHmAa MoryTt 6bITb BbIHECEHbI Ha NONE, YTO No3BoAAeT 6bonee rMbKo ynpaseniAaTb Ux
pa3MeLlleHmneMm B BOCTOYHOaA3NATCKOM TEKCTE.

e VIHTepBan Mexxay BOCTOYHOA3NaTCKMM TEKCTOM U APYTMMM CUCTEMAMM NMUCbMEHHOCTU: Ecnu
9Ta onuma akTMBMpPOBaHa, Bbl MOXKETE HACTPOUTb MHTEPBaN MeXay BOCTOYHOA3MaTCKNUM
TEKCTOM U TEKCTOM, HaNMUCaHHbIM Ha APYrUX CUCTEMAX MMCbMEHHOCTU, TaKUX KakK naTuHuULLa
nnu Knpunnuua.
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PucyHok 18. A63ay. Bocmo4yHoa3uamckue npaBusia Habopa

5. Crtpyktypa v cnucku. Hactporiku B pasgene CTpykTypa 1 CMCKM NO3BONAKT A06aBUTb UK
yOanuTb YpOBEHb CTPYKTYpPbI, CTU/Ib CMIMCKA U HYMepaLmio CTPOoK Ana ab3aua, a Takke
cH6pOCUTb NN UBMEHUTb HaYanbHOE 3HaYEeHMe 1A HYMEPOBAHHbIX CITUCKOB.

e CrpykTypa: HazHauaeT ypoBeHb CTpykTypbl 0T 1 40 10 Bbi6paHHOMy ab3auy. Beibepute
«OCHOBHOM TEKCT», UTOObI COPOCUTb YPOBEHDb CTPYKTYPHbI.

e [lpyMeHUTb CTUNb cnucka: [1o3BoNAET NPUMEHUTb CTUb HYMepaLMn NN MapKMPOBaAHHOIO
cnucka K BbibpaHHbIM ab3auam nnu ctmnio absaua.

e HymMmepaumna ctpok: [1o3BonseT HaCTPOUTb HyMepauuto CTPokK. [11a BKNKUYEHUA HyMepaummn
cTpoku BbIbepute Makem - Hymepayua cmpok.
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PucyHrok 19. A63ay. Cmpykmypa u criucku

6.

Tabynauma. Hactpoiku B pasaene Tabynaumsa no3Boss0T TOYHO yNpaBasaTb oTCTynaMuy u
BblpaBHMBaHWEM TekcTa B ab3alle.

Mono>keHne: 3aecb MOXXHO yka3aTb No3numu Tabynaunm, To ecTb MecTa, rae byaer
pacnonaraTbCA TEKCT, Korga HaxxmmaeTtca knasuwa Tab. Bel MoxxeTe o6aBUTb, U3BMEHUTb UM
yaannTb nosnumm Tabynaunm B 3ToM pasaerne.

Tun: 3Ta HacTpovika onpenendaeT, Kak TEKCT OyAeT BblpaBHMBATbCA OTHOCUTENBHO NO3MLIUIA
Tabynaumun. Bel Mo>keTe BbiOpaTb BbipaBHMBAHWE MO 1IEBOMY/BEPXHEMY Kpato,
npaBoMy/HUXKHEMY Kpato, MO LIEHTPY WKW NO pasaenuTento.

3anonHutens: 34ecb MOXHO yKasaTb CUMMBO/IbI, KOTOPble ByayT 3aN0/MHATb MPOMEXKYTOK Mexay
TEKCTOM U criegyloulen nosvmumen tabynaymm.
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PucyHok 20. A63ay. Tabynayusa

7. byksuua. B pasgene bykBuua nameHsetca BHelWHUW B1A 1 dopmaTmpoBaHue Hadana ab3aua c
ncnonb3oBaHMeM 6ykBuL,.

e YcTaHOBKW: 34ecb MOXHO 3a4aTb LUMPUHY U BbICOTY BYKBULLbI, 8 TAK)KE PACCTOAHME MeXay
B6YKBULIEN N TEKCTOM.

e CopaepxxuMoe: B aTon HacTporike MOXHO yKasaTb TEKCT U/IM CUMBOJIbI, KOTOPblE ByayT
MCNONb30BaTbCA B KavecTBe ByKBULLbI.
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PucyHok 21. A63au. bykBuya

8. O6pamneHue. B pasgene O6pamneHue gobaBnatoTcsa AekopaTUBHbIE NTMHUM U PaMKWN BOKPYT
abzaua.

e [lono>keHne nMHMI: 3gecb MOXKHO BbiOpaTb, Kak 6yayT pacnonaratbca IMHUM obpaMneHus
OTHOCUTENbHO ab3aua. Bo3aMo>kHble BapmaHTbl BKIOYAKOT BHELLHee obpamneHme (Mo kpaam),a
Tak>Ke BO3MO>XXHOCTb CaMOCTOATENIbHO HAaCTPOUTb obpamneHue.

e JlnHua: OTa HaCTpOVIKa no3BoAeT Bbl6paTb B4 NNHNA O6paMI'IeHVIFI, TakoW Kak crnsjoLuHas
NMNHWUA, NYHKTUPHaA INHNA, OBOMHAaA NVUHMA NT. 4.

e Cponctea: [Nlo3BonaeTr 06beanHATb M3MEHAEMbIN ab3al co criegytowmM ab3auyemM.

e OTcTynbl: 34eCb MOXHO yKa3aTb OTCTYMbl MeXA4y TEKCTOM N INHMAMKN obpamMneHna. Bel MoXxeTe
3a4aTb OTCTYNbl 4/1A KaXXA0M CTOPOHbI 06pamMneHna (BepxHen, HUXXHeN, 1eBON N NPaBon).

e Ctunb TeHU: OTa HacTpomKa No3BonAeT 4obaBuUTb TEHb K 06paMneHnto. Bol MoxxeTe BbiGpaTh
Mnosio>KeHue, UBET N LUMPUHY TEHMU.
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PucyHrok 22. A63ay. ObpamsieHue

9. O6nacTb. Paznen O6bnacTtb Nno3BonseT BbibpaTh GoH Ana absaua.
e HerT: oTkntouaet nobyto obnactb and absaua.
e LigeT: no3Bonaet BbibpaTh LUBET A5 o6nactn ab3aua.

e [pagvieHT: NO3BONAET cO3a4aTh rpagMeHTHY0 obnacTtb Ana ab3aua, rae Bbl MOXXETE BbiOpaTh
HeCKO/IbKO LiBETOB 1 HanpaBneHune rpagueHTa.

e V3ob6parkeHne: NO3BONAET YCTAaHOBUTb M306parkeHne B kauecTBe poHa aAna obnactn ab3aua.
e OpHaMeHT: No3BonAeT BbibpaTb OpHAMeHTHbIW y30p ANna obnacTtu a63aua.
e LlTpnxoBKa: N03BONAET YCTAHOBUTb LUTPUXOBKY B KauecTBe ¢oHa anda obnactn absaua.
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PucyHok 23. A63ay. O6sacmsb

10.Mpo3pauHocTb. B pasgene MNpo3payHocTb HacTpamMBaeTca cTeneHb NPo3payvHOCTL A1a poHa
abzaua.

e bes npospauHocTu: OTKIOYaeT Npo3padHocTb GoHa ab3aua.
e [lpo3payHocTb: [03BONSET HACTPOUTbL CTEMEHb NPO3PAYHOCTH.

e [pagneHT: [M0o3BONAET HACTPOUTb FPaAMEHTHYHO MPO3paYHOCTb A8 doHa ab3aua, UTO MOXET
co3aaTb MHTePECHbIN 9 dEKT NIaBHOIO rnepexona oT HENPO3PaYUHOCTN K NPO3pavyHOCTH.
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PucyHok 24. A63ay. lNpo3payHocmsb
3.2.3. lcnonb3oBaHMe N HacTpownka CTUnen

Mpwn co3gaHnm HOBOro TEKCTOBOIro AOKYMEHTa PEKOMEHAYETCA MCMNOMNb30BaTh CTUNM TekcTa. CTtmunn
Mo3BONAOT Nerko ¢opmatnpoBaTb AOKYMEHT M UBMEHATb dopMaTMpoBaHnE C MUHUMAbHbIMU
yennuamu. CTnnb — 3ToO UMEHOBaHHbIM Habop napamMeTpoB dopmMaTupoBaHua. Npu NnpuMeHeHNN cTUNA
npMMeHAaeTcA Lenaa rpynna ¢opmMaTtoB ogHOBpeMeEHHO. KpoMe Toro, CTUAM MCNONb3YHOTCA A1 MHOTUX
BHYTPEHHUX NPOLECCOB OHNAaMNH pegakTopa, Aa>ke ecfi 3To HMKak He 0603HauYeHO 1 He BUOHO
nonb3oBaTento. Hanpumep, ornaesneHne 4oKkyMeHTa co3gaeTca Ha OCHOBE CTU/1EN 3aro10BKOB (Mun
APYrnx CTUNEn, 3a4aHHbIX B HAaCTpoMKax).

Bbibop OCHOBHbIX CTUIEN AOCTYNEH Ha BKaake [/1aBHaA.

........ S S - S
Al AabGEe ra66B: | AaboBe AaboBe AaB6Bs 2 AaB6Bs ¢
- BazoBli OcHOBHOR... | 3aronoeok 1 3aronoeok 2 3aronosox 3 JaronoBod.. | -

PucyHok 25. OcHoBHbIe cmu/iu
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YT06bl NPUMEHUTL CTU/Mb K TEKCTY: 1. Bblaenurte TEKCT, KOTOPbIN HY>KHO oTdopMaTMpoBaTh. 2. Ha
rnaBHoOW BKNagke Bbibepute HE06X04NUMbIN CTUMb.

PacLumpeHHbIN cnMcok cTUnen aoctyneH ana Beibopa B 60KoBOM NaHenu B pasaene Cmur/ib.

CTHNb lu

Bazoswii - B Y

PucyHok 26. MeHto Bbibopa cmusel

CTunu nMeroT Ha3BaHMA NO MeCTY UX MPUMEHEHMA B TekcTe. Icnonb3ynte COOTBETCTBYHOLLMN CTUNb
AnA pa3Hbix ab3aues. Hanpumep, cTtunb «3aronoBok» AnAa 3arnasma pa3nenos, B COOTBETCTBUM C UX
nepapxmen ( «3aronoBok 1» — caMbll BbICOKMN YPOBEHb, «3arofioBOK 2» A1A 3aro/iI0BKOB BTOPOro
YPOBHA 1 Tak ganee) ctunb «OCHOBHOM TEKCT» ANA ab3aLeB C TEKCTOBbIMM ONUCAHUAMMU,
«MapkuposaHHbIn CNMCOK» /1A OpraHm3aunm CNMCKOB C MapkepaMun 1 Tak ganee. NpuMeHante
COOTBETCTBYHOLLME CTUNM ANna fo6aBneHna K Ha3BaHMAM 06 beKTOB B AOKYMEHTE (M306pa>keHuns,
Tabnuupl, aMarpammol).

MapaMeTpbl Ka)ka0ro CTUAA MOryT 6bITb U3MEHEHbI Mo/Ib30BaTe/1IeM B COOTBETCTBMMU C €r0
npeanoyteHnaMn. B MeHto Ctunb ab3alia HacTpamMBaloTCcA BCe napamMeTpsbl lWpudTta n
dopmMaTnpoBaHmMAa Tekca 1 ab3aLes, BbipaBHUBaHWE TeKcTa, obpamMneHune u cTpyktypa. Noapo6Has
HacTpoMKa UCMONb30BaHUA CTUMEN OCTYNHa B AnManorosoM okHe Cmusb ab3aya.
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Ctune aG3aua

General WpudT SddexTsl WpHdTa MonoxeHe Ha cTpaHHue BripaeHueaHWe OTETYNEl U MHTERBANE MNonoweHue Bykas1ua
MopceeTka OfnacTe MpospayHocTs OBpamneHne TaGynauma CTpyKTYpa M CNUCKK BocToyHoasmaTckue Npaewna Hatopa
PasmeTka BOCTOYHOA3MATCKOTO TEKCTA

CTunb
Wnas: Baz0BEbIid

[ Automatic update from document

Cnenyolu|in cTUNG: Bazosbli - MaMEHHTE CTUNL
Hacnegyet na: - Her - - WM=2MEHHTE CTWNE
Kateropws: CTHMNK TEKCTa -

Copepur

Cnpaeka MpuMenuTe Mo poguTen | OTMEHWTE

PucyHok 27. Cmursb ab3aya

3.2.4. "HcTpyMeHTbl: KonunpoBaTtb popmaTt, Ounctnte dopmatnpoBaHme

3.2.4.1. KonupoBaHue ¢popmama mekcma ro obpasuyy

[ns npuMeHeHMa dopMaTUPOBaHUSA K HECKO/IbKUM pparMeHTaM Heob6xoaAnMo:

1. Bblaenutb TEKCT C HY>KHbIM popMaTnpoBaHmnEM.
2. HaBknagke N'naBHaa HaXkaTb Ha KHonky KonnposaTb popmar.

[:*- % %  PT Sans -

-
- -

= -~ =

i ot T A, RS

BcTaBuTtb
KonupoBaTs gopmar

PucyHok 28. KornnupoBams popmMam
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YkasaTte/ib MbilLK 0TO6Pa3nTCs B BUAE KUCTU.
3. BblaenuTe TEKCT, K KOTOPOMY XOTUTE MPUMEHUTb dopMaTMpoBaHue.
Mopaep>kmBaeTcsa KONMpPoOBaHME cneayoLLmnx aTpubyToB TekcTa:

o Llpunor

e Onuwna kypcue

e  Onuma XXMpHbIN

e OnumAa nogvepkKHyTbIN

e  OnumA 3avyepKHyTbIN

e Onumua useT TEKCTAa

e OnuwnAa uBeT BblgeNeHNA

e  OnumAa BEPXHUI N HUXKHUN MHAEKC N T.4,.

HekoTopble aTpubyTbl OTHOCATCA K cTMNAM ab3aua 1 anda ux nepeHoca Heob6xoAMMo Npm KONMpPoBaHMUK
N NPUMEHEHNM yaep>KmnBaTb HaxkaTyto knasuwuy Ctrl.

3.2.4.2. Oyucmumsb popMamupoBaHue

[ns Toro uto6bl OUNCTUTL NHOObIE NPUMEHEHHbIE paHee NapamMeTpbl popMaTUpPOBaHUSA BblaeNNUTE

HEeo6X04MMbIN TEKCT N Ha>XMUTE Ha KHOMKY E Ha BEpPXHEeWN NaHes I MeHI UM COYEeTaHNEM K/1aBULL
Ctrl+M.

3.2.5. Nonck n 3aMeHa TekcTa

B ATekcT ecTb gBa crnocoba g1a nonucka TekcTa B AOKyMeHTe: U3 gnanora Haimu u 3aMeHUMb N N3
naHenn noncka.

Yto6bl OTKPLITL AManor Halimu u 3aMeHums, BbibepuTe NYHKT MeHto [71aBHaA - 3ameHums. Mpwu
HEeobXo4MMOCTN HaXKMUTe KHoMKy [pyrme napamMeTpbl, YTOObl pacLLUMPUTbL AMaNor U NOAYYNTb 4OCTYN
K AOMNOMNHUTENbHBIM NapamMeTpam nomcka n 3ameHol. B guanore MoxHo:

e llckaTb M 3aMeHATb c/ioBa u ¢pasbl

e lcnonb3oBaTb cneunanbHble CUMBO/IbI U perynapHbie Bblpa>keHnA, utobbl 06N1EMYNTL U
YCKOPUTb MOUNCK

e lckaTb M 3aMeHATb onpeaeneHHoe popMaTrpoBaHme (CTUAN)
e VckaTb 1 3aMeHATb cTUAM ab3aua

Mcnonb3oBaHue naHenun noncka. Ecnn naHenb noncka HeBugMMa, To Ana e€ otobpakeHna BoibepuTte
NYHKT MeHto 1aBHas - Hamu vnu Haxkmute couyetanme knaesuw Ctrl+F. NaHenb noncka noasuTcs
BHWN3Y OKHa MPAMO Hapg, CTPOKOWM COCTOAHMA.

3.2.6. Oto6pakeHmne HenevyaTaeMblX CAMBO/IOB

Ona otobpakeHmnAa HeneyaTaeMbiX CUMBO/IOB HEOOXOAMMO Ha MaHENN MHCTPYMEHTOB NMepPENTHN Ha
BKNnagky Bug v BKNOUUTb onuuto Herneyamaemsbie CUMBO/IbI.
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PucyHok 29. MeHto Hernnedamaembie CUMBO/1bI

Tak>ke onuua gocTynHa Ha Bknaake [naBsHasA, KHonka Cﬂ
3.2.7.Npoeepka opPporpadpunmn

MNpoBepka opdorpadumum NpoBOANUTLCHA B COOTBETCTBUW C BbiIBpaHHbIM A8 TeKCTa A3bIKOM. [Ana Bbibopa
A3blka BCEro TekcTa unm otaenbHoro ablaua nepenante Bo BKNaaky PeyeH3aupoBaHue - A3bIK UNu
BbIbepuUTE OOMH N3 BApMaHTOB B BbiMagatoLLEM CNMCKe B CTPOKE COCTOAHMA.

Onicanue npoekra.odt o o BB daiin naeHas Bctaska  Mawet  Ccoinku  PeuensuposaHue — Qopmar  Gopma Bun  Cnpaeka

~ a6y = = 3 a = i 2 r " N = M oo = Ro AHO!
a6 22 AsTonpoBepka opdorpadui P KommenTapuu = = > [Nanee B npusate & Npunato uk cnepyowemy B Mpunatbece B BoceraHoe
268 (] LT poBepka opporpad (o] P B8 . =N p Y Y p
Mposepka opdorpaduu  Tesaypyc — fAsbik 2% MopcuéT cros KommeHTapuit () Pewéhmbie kommentapun  3anuchiBaTh MokasaTh = < Tpepsigywee [} Otkiownts & OTknouuTs u K cnepyiowenmy £ Otknowmts sce  [B Ynpaenews
nA BHIGPAHHOTO . . o - - =
2 516 B 1 0 100 n oz 3 o1a s ek T s
g o ¥ Ctune
— Ans a63aua
fina scero rexcta Basoawit IR

PucyHok 30. Beibop a3bika 4714 NpoBepku opporpapuu

[Ona npoBeaeHua nposepkn opdorpadpmm B AOKYMeEHTE NepengnTe Ha Bknaaky PeyeH3upoBaHue -
lNpoBepka opgporpaduu, nocne 4Yero 0OTKPoOeTcA HOBOE AManoroBoe OKHO, rae penakTop NpeanoXXuT
BaM 3aMeHUTb C/I0BA, HAaNMUCcaHHbIe C OLLNOKOM MM OTCYTCTBYHOLLME B CIOBape CUCTEMBI. BbibepuTe
HeobxoAMMble BapuaHTbl 3aMEHbI MMM Nponycka ownbok.
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Mpoeepku opporpaduun: Russian E]
A3blk TeKCTa: Russian o

HeT B cnoeape O

TeKeT ¢ oW WWBKOIH
MponycTuTE

MponycTHTE BCa

BapuaHThl
OLWMBKOM E—
OWHB0YKOM
WMBKOH 3aMEHHTE BCE
No6aBKTE B aBTO33MEHY
Cnpaexa Mapamerpel OTMEHWTE JAKPBITE

PucyHok 31. Quanorosoe okHo lNpoBepka opporpapuu

Takoke ATekCT NpoBOgUT aBTOMaTU4YeCKyto NpoBepky opdorpadpun. lNpu BBOAE CNoBa NpoBepAtoTCA
aBTOMaTUYECKM M HENPABUIbHO HaNMCaHHbIe CNI0Ba NOAYEPKNBAIOTCA BO/THUCTON KPAaCHOW IMHUEN.
Heobxoanmo Ha>kaTb NpaBoM KHOMKOM MbILLW MO C/I0BY, NOAYEPKHYTOMY BONTHUCTOM IMHUEN, YTOObI
OTKPbINIOCb KOHTEKCTHOE MEHI0, rae byayT npensoxxeHbl BapmaHTbl 3aMeHbl crioBa. Ecnu
noAYepKHYTOro C/i0Ba HeT B C/i0Bape peaakropa, MOXXHO A06aBuTb ero B CNoBapb, YToObl ganee nNpm
paboTe OHO He pacno3HaBanncb oWMBOYHBIM. [1locne Toro, kak owmbka B CnoBe ncnpasneHa, IMHUA
nponageér.
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TekcT ¢ jouuwmnbKoiA

QLB KON
OLWWEOYKOR
LM KA

MponycTUTb

MponycTUTL BoE
OofasrTe B CNOBAPb
MNpoeepuTe opdorpadumo

JapaTk A3biK 4NA BlOpaHHOroe b
YoTaHOEWTE A3bIK gNA absaua »

PucyHok 32. ABmomamudeckas riposepka opgorpapuu

3.2.8. ObtekaHuMe TekcTa BOKpPYr o6 beKTOB

ATekcT npenocTaBnaeT rmbkne HacTPOMKU ANA PacnonoXKeHUa TeKCTa BOKPYT Pa3/INUYHbIX 06 bEKTOB:
n3obpa)keHnin, Tabnuu, duryp 1 opyrux aneMeHToB. NMpaBunbHaa HacTpolika o6TekaHus ynyJdllaeT
UMTaEeMOCTb IOKYMEHTa 1 ero BU3yasbHyHo MPUBeKaTeNbHOCTb.

3.2.8.1. Tunbl o6mekaHusa

1.

5.
6.

B Hem: O6vexT noMeLL,aeTca Ha OTAeNbHYH CTPOKY AOKYMeHTa. TEKCT B JOKYMEHTE
pacnonaraeTtcs BbiLLe U HMXKe 06bekTa, HO He MO CTOPOHAaM OT Hero.

— lMNapannenbHo: O6TekaHNe TEKCTOM CO BCEX YETbIPEX CTOPOH 06bEKTA.

Q OnmumanbHo: ABTOMaTndecku ob6tekaeT TEKCTOM C/eBa, cripasa mnian co BCcex ‘-IeTpréX
CTOPOH obbekTa. Ecnu paccTtoaHne Mexxay 06BbEKTOM M NOMEM CTpaHumubl MEHEE 2CM,
ob6TeKkaHWMe He BbIMOMHAETCA.

=0 lMepen: O6TekaHMe TEKCTOM C N1IeBO CTOPOHbI 06 bEKTa, eCNM A0CTAaTOUHO MecTa.
L Hacksosb: MomeLlaeT 06bEKT Nepen TeKCTOM.

& lNocne: O6TekaHMe TEKCTOM C HpaBOVI CTOPOHbI obbeKkTa, ecnm gocTatoyHo MecTa.

3.2.8.2. Hacmpolika obmekaHusa

BbicTpana HacTpolika yepe3 naHeslb UHCTPYMEHTOB:

1. Boigennte 06bekT (M306paxkeHune, Tabnuuy, ourypy)

2. MNepengnTte Ha NaHeNM MHCTPYMEHTOB Ha BkNaaky Makem

3. HaxxmMute Ha KHonKy Heo6xoaAnMoro Tuna o6TekaHuns
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PucyHok 33. Hacmpolika obmekaHusa
3.3. Pabota co cTpaHuuen

3.3.1. HacTtpounka napaMeTpoB CTpaHuLbl: OpUeHTauusa, nonsa

Mo ymonyaHuio B ATeKkCT ykazaHa KHMKHaA opueHTaumna ctpaHumu. Ho Bbl nerko MmoxxeTte M3MeHuTb
opueHTauuto cTpaHuu. [1na atoro Ha Bknagke Makem HaxXMuTe Ha KHonky CmpaHuya - BKnagka
CmpaHuya - OpueHmauyus, v BbIbepuTe NOAXOOALLYHO.
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CTunb CTpaHnLbl x

General Crpanrua O6nacte Mpo3paurocTs BepxHuit KONOHTUTYN

HUXHUA KONOHTHUTYN OGpamnexne Konowku CHocka TekcTogan ceTka

Dopmart Gymaru

®opmar Ad -
ABC—
Wupuxa 21 cM™
Buicora 29.7 cM™
Opurenrayus: .. Kunxman
AnsGoMHan
MNopaua 6ymaru:  [M3 HacTpoex npuHTEpal

ANP3BNEHKME TEXCTA.  CNEBA HANPABO (FOPHIOHTEw

Nonn HacTpoiky pasmeTxu
Cnesa: 2 cm Maker crpannys: Cnpasa » cnesa v
Cnpasa 2 oM Homepa cTpanmy; s K v
MEXCTPOUMBIR MHTEDBAN CTRAMALNI
Csepxy: 2 c™m
OnNoOpHLIA CTHUNL -
CHuay: 2 ™
Nepennér: 0 cm NMonoxenne
Cnesa ~
nepennéra:

MNepennér Ha NPasoi CTOPOHE CTPaHMU

V' QO noxpuisaey Nons

Cnpas«a MpuMeHnTs OTMeHUTS “

PucyHok 34. OpueHmayua cmpaHuubl

B aTOM >xe AnanoroBoM okHe MO>XHO HaACTPOWUTb NOJ1A ANA CTPpaHULU.

3.3.2. BcTtaBka pa3pblBOB (CTpaHuULbl, pa3gena)

[ns Toro, 4To6bl UHULMMPOBATL NPUHYANTENbHOE 3aBEPLLEHME NeYaT OKyMeHTa Ha TeKyLLLEN
CTpaHWLLE UNK pa3aernie N HayaTb Ha CeayroLen CTpaHuLe UK pasaene UCNonb3yoT creunanbHble
06beKTbl popMaTUpoBaHUs: PaspbiB cmpaHuubl U Pa3pbiB pasagena.

[na BcTaBkM pa3pbiBa CTPaHMLbl HE0O6X0AMMO NePENTM Ha BKNaaky Bcmaska v BbibpaTtb Pa3pbiB
cmpaHuybl.
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PucyHok 35. Pa3pbiB cmpaHuybi
3.3.3. PaboTta c BEpPXHUMU N HUXKHUMU KONOHTUTYNaMu

[o6aBUTb BEPXHUM U HUXKHWUIA KONTOHTUTYN MOXHO C MOMOLLLbHO COOTBETCTBYHLLIMX KHOMOK Ha BK1aake
Bcmaska.

K TeKCTy B KOTOHTUTYNax MOXKHO NPUMeEHATb NpsMoe ¢opMaTMpoBaHuMe. Takke MOXKHO 3a4aTb
WHTEpBasnbl Mexxay TEKCTOM U BPe3KOW KONMOHTUTYNa UMM NPUMEHUTb K KONTOHTUTYNYy o6pamneHue. Ana
aToro Bbibepute Popmam - Cmusb cmpaHuybl U NepenanTe Ha BkNaaky BepxHul Ko/10HMuUmMysi Wnn
HuxHul konoHmumyn.

3.3.4. HyMepauma ctpaHu,
OTob6parkeHne HoMepa cTpaHuubl. YTo6bl HOMEp CTpaHuLbl oTobpakancsa aBTOMaTUYECKN:

1. BcTaBbTe HMXKHUM N BEPXHUIN KONMOHTUTYN, Kak ONMCaHo Boille B pa3aene «Paborta c
BEPXHUMU U HUXKHUMU KONOHTUTYNaMN»,

2. [MoMecTnTe Kypcop B KONOHTUTYN, rae Heo6Xxo4MMo BCTaBUTb HOMeEP CTpaHuLbl, 1 Bbibepute
NYHKT MeHto BcmaBka - Homep cmpaHuybl.

Yto6bl 0OTOO6parkanochk obLiee umcno ctpaHul (B Buae «ctpaHuua 1 n3 12») BbINoNHUTE cneaytoLime
nencTBuA:

3. Beeawute cnoBo «CTpaHnua» " r|p06en, 3aTeM BCTaBbT€ HOMEP CTPaHULbl, KaKk ONMnMcaHo BblLLE.

4. Haxxmute knasuwly Npoben oanH pas, BBEAUTE CMOBO «U3» U Npoben, 3aTeM BbibepuTe NyHKT
MeHt BecmaBska - Homep cmpaHuybl i TOCTaBUTb ranoyky Jo6asumse obuwjee Yuc/s1o cmpaHuy,.

3.4. PaboTa co CTpYyKTYpOmn AOKYMEHTa

3.4.1. PaboTa c ornaBneHunem

ATekcT Nno3BoNnAeT aBTOMaTn4ecky co3gaBaThb OrfiaBeHUs, MCMOMb3yA 3aro/ioBKU (Mpw yCcrioBUn, 4To
OHM caenaHbl C MOMOLLbIO CTUMEeN) B AoKyMeHTe. [Nepen TeM, Kak HavaTb, ybeanTecb, UTO 3aro/I0BKU
04HOro YPOBHA UMEKT 04MHAKOBbIN CTUMb. HanpuMep, MOXXHO ncnonb3oBaTtb CTUAb 3aro/s1080K 1 ons
Ha3BaHWA rnNae, a CTUAN 3aro/10Bok 2 n 3aro/10Bok 3 Ana Ha3BaHMA pa3aenoB U Noapa3aesioB BHYTPU
rnae. XoTa ¢pyHKUMA cO30aHNA OraBneHna MoXKeT BbiTb AOMONMHUTE/IbHO HACTPOEHA, YaCTO HACTPOEK
no ymonyaHuo 6biBaeT AoCcTaTtouHo anda paboTsbl.

LnAa cozgaHmna ornaBneHms Heo6xo4MMO BbIMOMHUTb cnegywouine waru:

1. TMpu co3pgaHnu A0KyMeHTa, UCNOoMb3ynTe cneayroLlme ctunm ab3aues and 3aronoBkoB
pas3nMYHbIX YyPpOBHEN (Hanpumep, 3aro/1IoBKOB rnaB 1 pa3anenos): 3aro1080kK 1, 3aros1080k 2,
3aronoBok 3 n Tak ganee. 310 TO, UTO ByAET NYHKTaMK OrNlaBNeHMA.
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2. [llomectute KypCOp B TO MECTO, KyaAa XOTUTE BCTaBUTb OrnaBneHne

w

Haxxmunte Ha Bknaagke Cchisiku Ha OrsiaBrieHuUe uykasamer/su.

4. lMoppobHble NnapaMeTpbl HACTPOWKKM ByayT OTKPbITbI B CMeyanbHOM AManoroBoM OkHe,
NnoATBEPAUTE M3MeHEeHMe Bcex aTpmbyToB 1 HaxxmuTe OK.

Ornaenexnue, yKasatene HAKH GuGnuorpadma ®

Tun SneMeHThl CTunn KonoHkn PoH

Bug W 3arnaene

W] Title: Table of Contents
Table of Contents
Tun: OrnaeneHue ¥ BATDNOBOK Lo ettt
_— 3aronoeox 1.1
/| BalpueHo OT MIMEHEHWI BPYUHYED 3anmch..c..ooe.

FATOMOBOK 1.2 it b e
Co30aTh OFNABNEHWE WK YKa3aTENL
3aronoBok 1

ans: Bcero gokymeHTa = Include up to level: 10 B
370 COfepXMMOe W3 NEPRO MNABkL. 3TO 3MIBMEHT N0NL30BATENS.
Cospare us 3azonosox 1.1
| 3aronosxu Copepwimoe W3 rnagsl 1.1, 370 3neMeHT ANA OTMABNeHUA.

3azonosok 1.2

|| DononuurencHuie cTRK )
Cogepxumoe rnaesl 1.2, 3T0 OCHOBHOW 3M1EMEHT.

HazHauuTe cTunu

/| 3nemeHTsl ykasatens

Tafimuya 1: 3mo matnuya 1
%

2]

WanGpakeHue 1: 3ma uzobpawerue 1

Cnpaexa J MpocmoTtp | OTMEHUTE “

PucyHok 36. OrnasneHue, ykazamesib unu 6ubsuorpapusa

Mpw pobaBneHUn NNn yaaneHnm TekcTa (Tak, Yto 3arofloBKM NepeMecTUINCb Ha Apyrine CTpaHuLbl)
nnu nNpu gobaeneHnmn, yganeHmm nim MSMeEHEHMM 3arosloBKOB, HE0H6X04MMO 06HOBUTL OrNaBneHme.

Onsa atoro:

1. NomMecTuTe KypCcOp Ha ornaBneHue.

2. HaxxmMunTe npaBon KHOMKOW Mbllin 1 BbiIbepuTte nyHKT O6HOBUMBb yKa3amerib.
3.4.2. PaboTta co cnmuckamm

[ns co3gaHna cnnucka MCnonb30BaHHOM NMMTepPaTypbl MOXKHO A06aBNATb CChINKM Ha UCTOYHUKN C
noMolLLbto napametpa OrsraBneHue u ykazamesnu - bubnuorpagud. Ana nob6aBneHns B cuctemy
HOBOro 6ubNMorpadmUUeckoro MCTOHHNKa HaXXKMUTE B OTKPbIBLLUMMCA OKHE Ha KHomnKy Co3game.
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3.4.3. HacTtpomnka CHOCOK

B ATekcT MoxxHO A06aBnATb ABa B1UAa CHOCOK: MOCTPaAHU4YHYHO N KOHLUEBYHO. nOCTpaHVIL-IHaFI CHOCKa
pa3MeLLlaeTCcAa B HUXXHEN YacTu CTpaHuMLUbl. KoHueBas cHocKa — B KOHLE AOOKYMEHTa.

e UT06bl BCTABUTb B ;JOKYMEHT MOCTPaAHUYHYH CHOCKY, BbibepuTe B NyHKTE MeHo Cchl/iKU -
CHocka.

e UYT06bl BCTABUTb B ;OKYMEHT KOHLIEBYHO CHOCKY, Bbibepute B NyHKTe MeHto Cchiiku - KoHUyeBas
CHOCKa.

UTo6bl HACTPOUTL OTOBPaXkeHne CHOCOK nepenanTte B MeHto Cchl/iku - Hacmpolku CHOCOK 1 3apante
KenaeMbl BU, CHOCOK.

HacTpoHKK cCHOCOK =
CHOCKMH KoHueBeE CHOCKH

ABTOHYMERSLMA Text style
Numbering: 1, 2, 3, ... - Paragraph: CHocka -
Start at: 1 Pacge: -
Before:
After:
Counting: Ha oauH aoKyMeHT -
Position: (@) B koHue cTpaHHue

B KoHUWe AOKYMEHTa

Numbering char style

Anchor in text: MpHBA3KA CHOCKH
Anchor in

CHMBON CHOCKM -
footnote:

YeegoMmnedne o NPpORONseHr CHOCKH

End of

footnote:

Start of
next

page:

Cnpagka OTMEHHUTE “

PucyHok 37. Hacmpoliku cHoCOoK
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3.5. PaboTta co BcTaBkaMu

3.5.1. BctaBka n dopmatnposaHue tabnui
Ona toro, utobbl 406aBNUTb TABNULY B AOKYMEHT BOCMNO/b3YMNTECH KHOMKOMN ﬁ Ha BepxHen naHenu
MHCTPYMEHTOB U Bbibepute HeobxoanMbIn pasMep Tabnuubl, BblAeNB COOTBETCTBYHOLLLEE KO/TMYECTBO

CTON6LOB U CTPOK.

naeHas BcTaeka MakeTt CcChINnKKW PeuyeHaupoBaHue dopmar dopma Bua Cnpaeka

= 9@ T T | assese ass6es  Aab6BB Aab6Bs  Aab6Bs  Aab6Bs - L+ v B3 v (2 Mouck

= Ig - v Baszosuid | OcHoBHOW... 3aronoeok 1 3aronosok 2 | 3aronosok 3 3aronoBok.. - DDDD

. ) o HEEE
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EE%% T Sans
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PucyHok 38. BcmaBka mabnuyebl

[lns HacTPoOWMKM pa3MepoB CTPOK M CTONBLLOB BOCMONb3YNTECh CNeLManbHbIMU MON3YHKaMK, KOTopble
NnosABNAKTCA BOKPYr Tabnnubl eCnNn Kypcop CTOUT BHYTPU Hee.

4. AnstepOduc Hosbiit AokymeHT.odt e o B B ®aun InaeHas Bcraeka MakeT Ccbinku PelueH3npoBaHue MopmaTt ®dopma Tabnuya
- - ~ = & 4 ey & (5
ﬁ @ ﬁ E:E :7‘ ﬁ Pasbutb fuenkn @ 33MTUTE AYERKK @ @ @ T + = N E
Ceoictea tabnvust [ [ B OBveavnurs aueiikn 55 Pastute Tabnuuy (=) CHATe 3awmty adeek  BoiBpatsaueiky [ Bl = = = = Copmuposats  “ucnosoii popmar 2 v %
2 1 g 1 2 2 4 8 6 7 g e 10 n 12 12 14 15 18 P 17 12

PucyHok 39. Paboma ¢ mab6nuyel

Ona toro, uto6bl BbIAENUTL CTONGEL UM CTPOKY LLENMKOM HaXKMUTE Ha cepyro CTpoky/cTtonbew, Mmexxay
NoN3yHKaMm B pexknMe pepaktnposaHna tabnunupel. PopmaTpoBaHue TekcTa Tabnuubl BbINOHAETCA
aHanorn4yHoiM cnocobom c popmaTMpoBaHMeM TekcTa gokyMeHTa. O6 aToM nogpobHee B pa3aene
«basoBoe dopmMaTnpoBaHume».

[OnAa pepaktMpoBaHus TabnnLbl BOCMNONb3yUTeCh BKNaakon Tabsuya Ha BEPXHEN MaHeNn MeHto
pepakTopa.

Ona pobaBneHns HOBbIX CTPOK M CcTON6LOB BbibepuTe BKaaky Tabsuya v panee HeobxogmMmbiin
napameTp (BCTaBKa CTPOK BblLLE/HMXKEe nnu cTonbuoB nepen/nocne) nnm BOCNoNb3ynmTeCh
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MAEHTUYHbIM NapaMeTPOM B KOHTEKCTHOM MeHH0 Tabnuubl (OTKPbITb KOHTEKCTHOE MEHHD MOXKHO
Ha)kaTueM NpaBor KHOMKU MbILLUM Ha Tabnuuy).

L L

Buipeaatk
KonupoeaTe

BcraenTe

BeTaeuTs Kak b

O6befWHUTE AYERKK

BcTaeuTe v BCTaBMTE CTROKKH BhILLE
Y AanuTh v BCTABMTE CTROKK HUXKE
KonupoeaTe Gopmart BeTaeuTe cTonGUEl Nepeg,
QUKMCTUTE GOpPMATUROBaHME BeTaeuTe cTonGuULl Nocne

BeTaBMTs KOMMEHTaPMA

CaolcTEa TaBNMUL. ..

PucyHok 40. KoHmekcmHoe MeHr A/718 pabomsl ¢ mabauyel

[Onsa ynaneHna cTpok u ctonbuos BeibepuTe Bkaaky Tabsiuya v ganee Heob6xogmMmbl napameTp
(cTpokun/cTon6bupl/BCto Tabnuuy) nam BOCNOAb3YNTECH NAEHTUYHBIM NapaMeTpPoOM B KOHTEKCTHOM
MeHI0 Tabnnubl (OTKPbITb KOHTEKCTHOE MEHIO MOXKHO Ha>kaTMeM NpaBon KHOMKW MbILLKW Ha Tabnuuy).

Ons 06 beANHEHMA HECKO/bKMX AYEEK B OAHY NPEABAPUTENBHO BbIAENNTE KYPCOPOM MbILLN SUENKN U
nanee nepengute Bo BKNagky Tabsuya - O6beguHumsp a4elku.

[ns BoinonHeHna 6onee nogpo6bHbIX HAcCTpoek Tabnuubl NnepenanTe Bo Bkiaaky Tabnuya - Ceolicmaa
mab/iuybl. B OTKpbIBLLEMCA OKHE HAcTpamMBaroTCA TakMe napaMeTpbl Kak CBOMCTBA Tabnumubl,
nonoxeHue Tabnumubl Ha cTpaHuLe, CBONCTBa cTon6UoB, o6pamMneHne u GoH Tabnumupbl.

50



(1 ]| 1]
CeoiicTBa TaGnMLbI »®

Tatnuua MNMonoxeHWe Ha cTpaHuLE Crongus OGpamneHWe
PoH
CeoWCTBA BhlipaBHWBaHKWE
ma Tabnvual @ ABTOMaETHUYECKHK
. I, i ) Mo nesomy Kpak
WkpKHa 6,609 " OTHOCHMTENBHAA -
(_) Overtyn enesa
MHTEREAN —
) Mo npag. Kpato
Chnesa 0 —
L) Mo usHTpy
Cnpaga ! ( : ) BpyuHyio
Ceepxy 0 -
CHuzy 0 -
CeoRCcTEA
HanpaeneHWe TEKCTa HacnefoeaTh oT POAMTENLCKOMND 0BLEKTS -

CnpaBeka OTMEHHTE

PucyHok 41. CBolicmBa mabsiuuyel

Ons no6aBneHus LuBeTa AYeekK, CTPOK UK cToNb6LIOB NepenanTte Bo Bkiaaky Tabsuya - Ceolicmsa
mab6nuysi - PoH. [Ana 3annUBKMN MOXHO BbIBpaThb Nt060M LIBET U3 NANUTPbI UK TEKCTYPY.
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CeoiicTBa TAbNMLbI ®

Tagnuua MonoweHwe Ha cTpaHnue Cronous OGpamneHue DoH
Aueika - Her Lper Wz0bpaxeHue
UeeTta AKTHEHLIA Cosnate
ManwuTpa: CraHpapTHas -
HEREEEEN™W
FEEEEEEN
R 255 R 255 =
|
EEEE o . - G 255 >
EEEEEE EEE .
EEREEEENEEEEn 5 - B 255 v
EEEEEEEEEEE . ..
EEEEEEEEEEEn . Ffft
BHEBE - iiiii PHYHBIA
PHYHBIA
@Bblf’jpaTt

HepasHWe UBeTa

[ManuTpa Nnonb3oeaTena

OoGaenTe YOaNTh

Cnpaeka OTMEHWTE

Pucyrok 42. CeolicmBa mabsiuysbl. DoH
3.5.2. BctaBka v HacTpomnka naobpaxxeHnm

UTto6bl 406aBUTbE N306pa>keHe B AOKYMEHT, He06X04MMO NMePENTM BO BKNaAKY MeH0 BcmaBka -
MN306parkeHue 1 BbIBpaTb 04MH U3 AOCTYMHbIX BaApUaHTOB: BCTaBUTb M306pakeHne ¢ KOMMboTeEPa UMK
BCTaBUTb N3o6paxkeHune (dann ns xpanmnmiia «AnbtepOduc Beb») nnm Bocnonb3oBaTbCa KHOMKOW

B Ha BEpPXHen NaHeN MHCTPYMEHTOB U1 BbiIbpaTb Heo6XxoaMMbIN dan.

HoBtiit AokymeHT.odt © < B & ®aitn  MnaeHas  BcraBka  Maket
L O durypsl ¥ ¢ Munepccbinka [ Bepxuuit konowturyn [2 Homep et
= i ~ i} yp p ) p y pcTp
Paapble cTpaHuy, — Tadnuua M3oBpaxeHne ill Auarpamma ¢ Ymubii nopGop  Kommentapuidn [0 HukHWA kKonoHTUTYN MNone

BeTasuTe M3obpameHHe ¢ KOMMNboTepa
HTE M3ODPaNEHH P g 2 3 4 5 8 7 8 o 10 1 20113 1 14

BCTaBMTh M206pameHHe. ..

PucyHok 43. BcmaBka uzobpaxkeHus

[na nameHeHmna pasMepa BCTaB/IEHHOIO B AOKYMEHT N306pa>keHnA BbiAENNTE ero HaXKaTneM Ha HEro
NEBOMN KHOMKOW MbILLM N 3aTEM pacTArMBamTe TOUKN-MaHUNYAATOPbI B yrny nsobpaykeHus, aenas ero
MeHbLUe nnun 6onblue. HaxxmMmTe neBon KHOMNKOW MbILLM Ha n3obpakeHne n Ha 60KoOBOW NaHenu
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crpaBa OTKpPOKTCA BCe ero cBoncTBa. K HacTpoike AOCTYMNHbI Takne CBOMCTBA KakK SPKOCTb, KOHTPACT,
LLBETOBOW PEXXNM, NPO3PayYHOCTb, TMHUM 06BOAKU, MONOXKEHNE N300PaKEeHUsA B OKYMEHTE.

®Qain FnaeHas BcTaBka Maket Ccblnku PeueH3upoBaHue Gopmat Qopma PucoeaHue Bug Cnpaeka o= X
EETZ BB S " 3 B 3aiti e rpynny i O duryper ¥ A Tekctoeble addexTel
v 38 E E W &5 ol & & Crpynnuposate [ Boiti wa rpynnel Tekctosoe none  o° JuHms . BepTvkanbHuIfi TekcT  KappuposaTe
' 3 2 1 1 2 3 ) 5 6 g 8 o 10 1 12 13
Z = ~ W3oBpaxeHue IFf
LieeToB0R pexcrm: Mo ymonuaHuio -
ApKocTs: 0 % -
KoHTpacT: 0 % v
Mpo3paYHOCTs: 0 % <
~ QBnacTe 5
Beipezath Sanuexa: Her -
Konupoeats
Berasure MpospauHocTs: Hert -
Vnanurs
0 % T
KapgpupoeaTe H3oBpaxeHHe
Cxarb...
~ OBTekaHue IFf
NpusAska v
OGTexatme , OBTexanue: E @ & 30 BE &
Pacnonoxetue v
WHTepean: Hetr -
MoBEpHYTL UK 6TPAIUTE v
BCTABMTE HA3BaHHE. . ¥ Monoxehne v pasmep I~
CBOACTEA...
LnpuHa 728 cm a
BeicoTa: 484 oy °
s M
OTpasuTe:
Pacnonoxute: 7 (L @ &7
BoipasHuBaHHe: E. [Eljj .H DU E—: Elﬂ

> KonoHkn

PucyHok 44. CBolicmBa u3obpakeHusa

3.5.3. BcTtaeka ¢ouryp, gnarpaMmm
3.5.3.1. Gurypsi

[ns nob6aBneHna pcoBaHHbIX 31EMEHTOB B peakTop Nnepenante Ha BKNaaky MeHto Bcmaska -
Gurypsbl, B packpbiBatoLL,eMca cnucke no 6,10kam npeactaBneHbl pUrypbl, KOTopble MOXXHO BCTaBUTb B
OOKyMeHT. [NocTaBbTe Kypcop BBOAA B MECTO BCTaBKU GUTYpbl U BbIGEPUTE HEOBXOANMbIN 3N1EMEHT.
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HoBbli goKyMeHT.odt o o B @ dain naeHas Bcraeka

il ~ O durypel ¥ ¢’ MMnepccbinka M [ BepxHuit KoNOHTUTYN

-

TaGnuua WMaobpaweHue OcHOBHBIE GMIYpHI Q HUAHKWA KONOHTUTYN

O0LOOOGARNY » e e e

SIS OLEIOIANS I/
]

Du rypbl-CUMBONEB

) 72008 0Qqw ]
J {1 8@

BnouHbie cTpenkM

e leolftbhil
o= D)) [paIP
S HARAT S

3BE3bI U CEMTKMW

NS eL L Aug I
QO

LGOS iU

Bnok-cxema

O 0MMsue0O0
AVOUR® XS
AVUDQSDO

v“v

D
©
[

PucyHok 45. @urypsi

durypa gobapnaerca ¢ HacTporkaMu No ymonyaHuro. [Ina uaMmeHeHus pasmepa GuUrypbl BblaennTe ee
Ha)kaTueM 1eBOM KHOMKOW MbILLIU M 3aTEM 3a>KMUTE N pacTaArMBamnTte yron ob6bekTa, Aenaa ero MeHblle
nnu 6onblue. [lononHUTENbHbIE NAapaMeTpbl BU3yanbHOro otobpaxkeHus ¢uryp HactpamaroTca
aHanornm4yHo napamMeTpam nsobpa>keHmnim Ha 6OKOBOW MaHENN MHCTPYMEHTOB.
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3.5.3.2. fJuarpamma

UTo6bl n06aBUTL gnarpamMmy B OKYMEHT, HE06X0AMMO NMepenTn BO BKIaaAKy MeHo BcmaBska -
LJuarpamma. Bbloenute guarpaMmy, Ha>kaB Ha HEE /IEBO KHOMKOW MbILLM 1 NPOBOAUTE
nonb3oBaTe/IbCKME HACTPOMKM Ha NpaBon 6okoBoM naHenu. No yMonyaHuo peagakTop CTPoOUT
cTtonbuaTtyto gnarpammy, Ho Ha 60KOBOW NaHeIM BO3MOXKHO BbibpaTb 1060 Apyrom Tmn.

Bbuigennte anarpaMMmy ABOMHBLIM Ha)XaTMEM NNEBOMN KHOMKOW MbILLM, a 3aTeM NepengnTe B KOHTEKCTHOE
MEHI0, Ha>kaB Ha Hee NPaBol KHOMKOW MbILLN. B KOHTEKCTHOM MEHIO MOXKHO CMEHUTb TUN AnarpamMmsl,
OTKPbITb TabNMLY C ee AaHHbIMU U MPON3BECTU HACTPOMKN APYrUX NapaMeTpPoB anarpaMmmbl (M3MEHUTb
Ha3BaHue 3arnaBuin, BCTaBUTb/YOannTb OCKU, yoannTb nereHay unm naMmeHmnTb popmat obnactu
nocTpoeHus). [Ba>kabl Ha)KMMUTE NEBON KHOMKOW MbILLUW Ha 3/IEMEHT AnarpaMMsbl Ana Toro, Ytobbl
M3MEeHUTb NapaMeTpbl aneMeHTa (LBeT, MacLuTab anemMeHTa U apyrme napamMeTpsbl). [JononHUTENbHbIE
napameTpbl BU3yanbHOro oTobpa>keHus anarpaMM HacTpamBaroTCcsa aHanorMyHo napamMeTpam
n3obpa>keHnin Ha 6OKOBOM NaHENN NHCTPYMEHTOB.

2 o B @A Gaiin FnaeHan BcraBka MakeT Cchinku PeljeH3upoBaHue G®opmar ®opma Bup, CnpaBka [ =Y

= & (71 =
Nata CeoiicTea

AKLUMIA CNHCOK W3o6paxexune

2 1 1 2 3 s 5 8 7 8 @ 110 1 M o112 1131 141 15K 817
Z (=] Tvn anarpammst

CronBuaras

i | (=2 2R

OBunan

slN®)

TpExXMepHBIit BUA PeanucTuHsIi

8- Bnok
Lnnunap

m CronGeu 1 ourypa «
OHYC

= CronBey 2

Cronben 3 Mupamiups

2= BnemeHThl

3arnasua

Crpoka 1 Crpoxa 2 Cipoxa 3 Crpoka 4 3arnasue

Mopzaronosok

Nerenpa
/| TMokasaTs nereHpy Cnpasa
+/| He NepeKpuIBaTy AHArpaMMy nereHaoh
Ocu
/| Ocb X Mognucs ock X
V| Ocb Y Mognues ocH Y

Ocb 2 MNoanues ocn Z

CeTku
/| TopuaoHTansHas acH TopusoHTansHas |

BepTukanbHas ocH BepTukaneHad o

PucyHok 46. CBolicmBa guarpamMmsl

3.5.4. lo6baBneHune runepccbiiok u opmyn

3.5.4.1. lunepcceinku

YTo6bl £O06ABUTbL r’MNEPCCHINIKY B AOKYMEHT, HE06X04MMO NepenTn Bo BKNaaky Bcmaska v BbibpaTb
lunepcceoinika. B nosiBMBLUEMCA ANANOrOBOM OKHE HEOHXOAMMO 3aN0NHUTL Nond TekcT, KoTopoe
oTBeuYaeT 3a BUANMbIN TekcT N CBA3b, oTBevatoLee 3a URL agpec ccbinku.
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3.5.4.2 opmynbi

[na sctaBku GopMy bl B LOKYMEHT BOCNO/b3YNTECh BK1aakon Bcmaska v Bbibepute onuuio
Qopmyna.

BcTtaeka MakeT Ccbinku PeueHanpoeaHue ®opmar ®opma Bug Cnpaeka M m:m X
TpaHWLbI L;é TWUTyNkHanA cTpaHuLa m ﬁ_!: BepTUKanksHsIA TeKCT é& Ga EE QR v wrpux-kog £ Cwmson
- v
@ Pazgen TexcToBoe none .~ Muuua TekcToBble 3hdexTs  HeneuyaTaemblid cCUMBON Bpezka _
1IJ|l||12|13|14|15|1ﬁ£1?|18 bopmyna
~ CTunb oy, =

PucyHok 47. BcmaBka ¢popMyribl

B oTKkpbIBLLEMCS peaakTope A0CTYyNHa BO3MOXHOCTb HannucaTb He06XoAMMY0 MaTeMaTUYECKYH
dopmyny. B 6okoBoV naHennn A0CTYNHbI pasfivyHbIe ONUWK A8 BBOAA MaTeMaTUUYECKMX Bblpa>kKeHUM.

®aiin [naeHas BcTaBka Maket Ccbinku PeueH3npoBaHue bopmar ®opma Bug Cnpaeka Dopmyna \E| X

~ BnemeHTsl

| YHapHeie/BuHapHLw |
+0 -0 +0
0 | O+
Q-0 a-a axa
0«0 g =
a+Q a/a ded
Qe Qe Oe0

OeQ Q.0 %4

S

QA ava

PucyHok 48. lNpumep popMyribi

B pesynbtate no6aeneHunsa GopMysbl, AOKYMEHT ByAeT BbirnaneTb cneayoLimnmM o6pasom.

dain CnaeBHan Bctaeka MakeT Cc

= = q |ﬂ| T | asseee ab68e  AaB6BE = Aab6Be

E~ &~ Bazoewid | OCHOBHOW...  3aronosox 1 3aronosok

J

KommenTtapuii

Ll
I
I
I

!I1IZ|1|2|3|4|5|6|?|s|n|1|'.1|l'l|12|13|1-||1

MpumMep oToOpameHun GopMyNnsl B LOKYMEHTE:

a+b)'=Y """ p’
k=0 k

PucyHok 49. lNMpumep $popmyribi B mekcme
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Mone BBOAa popMynbl TakxKe nNoanepskmpaeT BCTaBKy U3 bydepa o6MeHa koaa GpopMyribl.

3.5.5. BctaBka BogAHOro 3Haka

PyHKLMA BOAAHOIO 3HaKa No3BonAeT fo6aBnaTb NOAYNPO3paYHbii TEKCT MNn nsobpaxkeHne Ha GoH
OoKyMeHTa and o6o3HaveHua ero ctatyca (Hanpumep, “4EPHOBUK”, “KOHOUOAEHUMNANTBHO” 1

T.0.).
[ob6aBnTb ero Mo>KHO Yepe3 MeHo Popmam - BoadaHol 3HaK. B oTKpbIBLLEMCA AMANOrOBOM OKHE

MO>XHO HACTPOWUTb NapamMeTpbl 0OTOBPaXkeHMst BOAAHOTO 3HaKa: TeKCT, LUPUGT, LiBET, Yron n
NpPO3PayYHOCTb.

BoasHo#i 3HaK x
TekeT
WpKdT FT Sans -
¥ran 45 .
Mpo3zpadyHocTs 50 b
LigeT [ lscococo v

CnpaBka OTMEHHTE “

PucyHok 50. BogaHoU 3Hak

Mocne 3aBepLUEHNA HACTPOEK, HaXXMUTE Ha KHonKy OK.
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TekcT OOKYMEHTA.

PucyHok 51. lNMpumep BoAAHOro 3Haka

3.6. Pabota c Makpocamu

B AnbtepOdunc Beb noaaep>kmBaroTca MakpocChl, KOTOPblE MO3BOAOT aBTOMaTU3NPOBaTb
NOBTOPANOLLMECH 3a4auN.

Makpocbl — 370 Hebo/bLLUNE CKPUNTbI N Habop KOMaHA, KOTOPbIE BbIMO/THAKTCA aBTOMaTUUYECKMN
npw onpenenénHbix ycnosmax. OHM NO3BONAKOT YCKOPUTb paboTy, CHU3UTb OLLMOKWN M BbIMONHATD
NnoBTOpAKOLLMECA AENCTBMSA aBTOMATUYECKMU.

B uenax 6e3sonacHocTn, AnbTepOoduc Beb noanep>xmBaeT TONbKO 3amnyck paHee co3aaHHbIX
MakpocoB. Makpocbl MOXHO co3faBaTth U peaakTMpoBaTh B AeckTton Bepcumn AnbtepOduc.

Leckron Bepcua AnbtepOduc no yMonvaHuio nogoep>knBaet Makpochl Ha Basic.
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Basic — 3T0 BCTPOEHHbI A3bIK NPOrpaMMUPOBaAHMS, UCMOMb3yEeMbIl 414 CO34aHNA MaKpOCOB B
AnbtepOduc. OH obecneumBaeT BO3MOXXHOCTb NMUCAaTb NO/Ib30BaTENbCKUE CLUEHAaPUN, pacLuMpstoLLme
bYHKLUMOHANbHOCTb CUCTEMbI M aBTOMATU3NPYIOLLIME PYTUHHbIE Onepauuu.

Tak>xe B cMcTeMe eCTb BO3MOXHOCTb MCMNOMb30BaTb MaKpoOcChl Ha Python, uTO OA€ET ewlé bonblue
rMBKOCTN U MOLLIHbIX MHCTPYMEHTOB A/14 aBTOMatmn3aumm n MHTerpaunn.

EcTb Heckornbko cnocoboB 3anycka Makpoca:

e lIMnopTnpoBaHue Makpoca Ha Basic B 4OKYMEHT pegakTtopa.
e lIMnopTtupoBaHue Makpoca Ha Python B 4oKyMeHT peaakTopa.
e [lpenyctaHoBka Makpoca Ha Python B koHTelnHep editor AnbtepOduc Beb.

PaccMoTpuM Kaxkapii n3 Hux noapobHee.

3.6.1 UMnopTtnpoBaHne Makpoca Ha Basic B JOKYMEHT

[Ons Hauana Heo6xoaAMMO 3arpy3nTb Hall AOKYMEHT C MakpocoM B xpaHunuile AnbtepOduc Beb.
MpumevaHune

MpeaBapuTenbHo 6bi1 cO34aH AOKYMEHT, BHYTPM KOTOPOro HAaCTPOEH MakpocC, KOTOPbIA BCTaBnAeT
TEKCT B yKa3aHHOE MECTO B JOKYMEHTE.

S
4] 3arpysuTe dain *

[¥] 3arpysuTb nanky

Hoeaa nanka

3anpoc Ha Co3gaqve fanna

HoBEIM QOKYMEHT

Hosaa Tadnuua

Hoeaa npeszeHTauma

DODB 6O

Hosaa guarpamma

sl HOBbli TEKCTOBRIR hakn

PucyHok 52. 3arpy3ka gOKyMeHMa
LHanee, OTKpOWTE HalL AOKYMEHT, Nnepenaute Ha Bknaaky ®ann n Haxkmmte BbinoNHUTb MakKpocC.

B oTKpbIBLLEMCS OKHE BbibepuTe Halll 4OKYMEHT, 61ubnunoTeKy, Hy>kKHbI MakpOC B HEW U HAXKMUTE
BbinonHUTL.
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3 g v, [ = B

ate  EbINOMHMTE MaKPOC  Cyauats BocoTaHoBMTE  CBORCTEE  [eperMEHOBaTh

Briop makpoca ®

BriGepure GuinuoTexy, KOTOPEA COOSDMMT HY $HEA Makpoo.
Jatem sudepure Makpoc 8 nane «MMA makpocas.,

EwSnunoraka A maxpoca

¥ [E Mow makpocel |=-_ InsertTextin\Writar

¥ [E Maxpocs nprnoseHrn

V| Pann © makpocom.odt
~ [l Sta‘ard /
E  Teaest]2

Cnpasxa CTMeHATE BrnonHuT:

Pucyrok 53. lNouck makpoca B 6ubsiuomeke

Haww mMakpoc cpa6oTan v Bbl BUAUTE €ro pesynbTar.

MpueeT, A Makpoo Ha BEPCKKE W A paboTarn!

PucyHok 54. Peaysismam pabomsl Makpoca
3.6.2 iIMnopTmnposaHue Mmakpoca Ha Python B AOKyMeHT
Mpouecc aHanorn4yeH npoLeccy ¢ MakpocoMm Ha Basic.
3arpysunte 4OKYMEHT ¢ MakpocoM B xpaHunumuie AnbtepOduc Beb.
OTKpoWTE AOKYMEHT, NepengmnTte Ha Bkiaaky ®ann n HaxxMmte BelnonHUTL Makpoc.

Bbibepute 4OKYMEHT, 6UBINOTEKY, HY>KHbIN MakpoC B HEN N Ha>XMUTE BbINONHUTB.
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3 = v, . [l = B

ate  DBINOMHMTE MAKPOC  Cuguam, BoCCTaHoOBMTE CBOWCTEEZ  [lEepeMMEHOBATh

BrGop makpoca ®

BriGepure GwinMoTexy, KOTOPEA COOSMMMT HY $HEA Makpoc.
Jatem sudepure makpoc 8 nane «MmMA makpocas.,

EwSnunoraka A maxpoca

¥ [E Mou makpocel |=-_ HelloWarldPython

¥ [E Maxpocs nprnoseHn

w &5 | MakrosPy.odt /

(x| "la ndard

Cnpasxa CTMeHATE

PucyHok 55. lNouck makpoca Python B 6ubnuomeke

Haww Makpoc cpaboTan v Bbl BUAMTE €ro pesynbrar.

3ITO NPMMED TEKCTA

PucyHok 56. Pesysibmam pabomsi Makpoca Python

3.6.3 NpegyctaHoBka Makpoca Ha Python

[Ona paHHoro cnoco6a npeaBapuUTebHO NONOXKNUTE MaKpOC B CneumanbHyro nanky, Ytobbl OH
nosBunca B 6ubnnoteke AnbtepOduc Beb.

Mocne aTtoro co3panTe HOBbIM [OKYMeHT B AnbTepOduc Beb, nepenagnte Ha Bknagky ®@amn n Haxxmute
BbinonHUTBL Makpoc.

B oTkpbiBLLEMCA OKHE BbIbepuTe 6UbNMoTeKy “Makpochbl NnpunoXkeHna”.
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o [ =

BbINOMHWTL MEKPOC  Crauars BoccTaHoBuTe  CBOWCTES

Briop makpoca ®

BriGapuTe SuinuoTery, KOTOPAERA COQSMMEHT HYHHLRA MAKpoc. 3aTem
suibepuTe makpoc B none «mA Makpocas.

BuGnuoTaka s maanpoca

¥ [E Mow makpoce

.
v B Mawpocw nprnoseHma '
B Capitalisa
B HelleWaorld
El InsertTest
» [ Librelogo -

Cnpaees CmeHUTS BminonHuTs

PucyHok 57. Makpoch! rpusioXXeHuUsa
Bbibepute co3gaHHbIN paHee Makpoc 1 HaXKMUTe BbINOMHNUTD.

z oo, [ =

BEINOMHWTE MEKPOC  Cuauats BoccTaHoBuTe  CBOWCTES

Brifiop makpoca x

BriGepuTe SwHnHOTERY, KOTODEA COOSMMMT HY #HEN Magpoc. 3atem

subapuTe makpoc B nonea «ksan Mg OCE®.

BubnuoTeka Kias maakpoca
El SetCellColor & | HelloWorldPython
B Standard
E TableSample
B TestovuiPython

y = M TestovuiPython

Cnpaexs CreHuTS BuinonHuT:

PucyHok 58. Makpoc Python B 6ubsiuomeke

Haww Makpoc cpaboTan v Bbl BUAMTE €ro pesynbrar.
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I3TD NPHUMER TERCTA

PucyHok 59. Pe3ynibmam pabomsi Makpoca Python

3.7. PeueH3npoBaHune

Pe>xxnM peueH3npoBaHmsa obneryaeTt NpoLEecc BHECEHMA UCTIPABIEHNIA N KOMMEHTAPUEB B TEKCT.
OtMeTuM, uto B AnbTepOdunc ATekcT dyHKUMA peLeH3npoBaHna coBMecTnMa ¢ Microsoft Office.

3.7.1 PaboTta c KOMMeHTapuaMun

Ha Bknaake PeueH3upoBaHMe NpucyTCTByeT BO3MOXHOCTb paboTbl C KOMMeHTapuamu. [na
nobasneHnA npuMedaHnin, KOMMeHTapmUeB K TEKCTY BblAennTe HEOBX0ANMMYHO YacTb TEKCTA U HaXXKMUTe
Ha KHOMKY Ha NaHenn MHCTpyMeHTOB KoMMeHTapui nnm HaxkMmnTe npaByto KHOMKY MbILLX U BbiGepuTe
NYHKT Bcmasumb koMMeHmapul nnn Haxxmute knasmwm Ctrl + Alt + C.

LHaneeB OTKpbIBLLUEMCA OKHE BBEAUNTE TEKCT N HAXXKMUTE COXpaHI/ITb ANA COXpaHEHUA TEKCTA
KOMMeHTapua nnun OTMeHa and oTMeHbl A4ENCTBUA.

2 1 ) I 2 3 4 5 B T ] 2] 10 1 12 12 14 15 1E-Q 17 18

Pabota ¢ TekcToMm (BelgeneHWe, KOMHPOBAHMe, BCTABKa, NepemeleHue) B AText
aHanoruuHa pabote s moboil gpyroit nporpamme. AlterOffice npegocrasnser Heckonsko cnocobos
Bbibopa 00BEKTOB, KOTOPblE HE PAcTo/OMKeHB! PAA0M APYT C JAPYToM, HallpHMep, MOKHO BeIOpaTh
BEPTHKA/ILHLIH O/I0K TeKCTa H BCTABHTD ero, Kak He (hOPMaTHPOBaHHBII TEKCT.

Tekc
TI admin
nH, 10 Hoad. 2025 r. 14:56

KommeHTapuii|

OTMeHa CoxpaHuTte

PucyHok 60. [Jo6aBneHue KOMMeHMapuAa K mekcmy

MNocne 3aBepLeHna pegaktmpoBaHMA TeEKCTa KOMMEeHTapmAa OH 6y,c|,eT OT06pa>KaTbCFI cripaBa Ha nonax
AOKYMeHTa HanpoTtmB TEKCTa, K KOTOPOMY OH nobaBneH.

[na KoMMeHTapumeB AOCTYMHbI 6bICTPbIE A4ENCTBMA N3 BbiMagatoLLLEro MEHHO:
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admin :
AH, 10 HOAB. 207~ ==~

N MameHuTs
KomMmMeHTapWMA
OTeeT

YOanuTe
VOanuTe 0BCyHASHWE
PeweHo
DOcy®OeHME DEeLLEHD
OTKRBITE NONHOCTEH

PucyHok 61. [leicmBuAa ¢ KOMMeHMapuaMu

3.7.2 PexxuM oTcnexxmBaHua NU3AMEHeHUmn

C nomouwibto dyHKLMOHaNa paboTbl ¢ U3MeHeHUAMM ATEKCT MOXXHO OTCNeaunTb, rae 61 gobaBneH nnm
yaanéH matepuan, unn nuaMmeHeHo ¢opmatmpoBaHue.

Bbl68pI/ITe MYHKT MEHIO Peu,estpOBaHMe > 3anucbiBaTb, npexage 4eM HayaTtb peagakTmpoBaTb
AOOKYMEHT. MNo3a>xe Bbl nnun ,u,pyr0|7| 4YenoBekK MO>XXKeTe PpaCCMOTPETb U MPUHATb TN OTKNOHNTb Ka>kaoe
N3MeHeHne.

> [Danee |f_' MpUHATE |_] MPUHATE K K cneayouemy Eﬁ MpUMHATL BCE |f_' BoccTaHOBUTL

3anucebiBaTb MNokaszaTb < Mpepboywee |f_'x OTKNOHWTE ?‘_7 OTKNOHWTE M K Creaylowemy @ OTKNOHUTE BCE E"/ Ynpaenedue

PucyHok 62. 3anuce uameHeHul Ha BKk/1agke PeuyeH3upoBaHue

UTt0b6bI yBNOETb UIBMEHEHUA, Bbl6epVITe MYHKT MEHHIO PeLl,eH3I/IpOBaHVIe > MNoka3aTb. I'Ip|/| HaBeaeHunn
yKa3aTenAa Mbllln Ha M3MEHEHHbIN TEKCT BCMN/bIBAET KOHTEKCTHAA MHd)OpMaLI,MFI O BpeMeHN
nonb30BaTene, KOTOprIZ BbIMO/THNN 3TN USMEHEHUA.

2 1 g 1 2 3 4 5

Pabora c TekcToM (Bbl
aHanoruuHa pabore B 1r0boi gpyT
Bri0Opa 00BEKTOB, KOTOPLIE He pa

——— e BCTA
BcraeneHo: admin - 10.11.2025 14:10:31

HoBLIM Tgkcr.

PucyHok 63. lNogcka3ska npu HaBegeHUU ykazamesia MbllU
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3.7.2.1 NpuHamue u omk/1I0HeHU€e U3MeHeHuUl

Ha)xMmnTe npaBom KHOMKOM MbILLW Ha KaXXa0M n3MeHeHnn v Bbibepute MpuUHATbL UcnpaBneHue unm
OTKNOHUTb UCNIpaBNeHne N3 BbiNafatoLLLEro MEHIO, UK BbiGepuTe NyHKT MeHio PeueH3npoBaHue >
MpuHATE/OTKNOHUTB, UTOObI MPOCMOTPETb CIUCOK M3MEHEHWI U NPUHATb UK OTKNIOHUTb UX.

HoBLIM TEKCT.
BcTaeuTh

BCTABMTE HaK k

KonupoBaTe dopMart
QUWCTHUTE GOPMATHPOBAHKME

BeTaenTe KOMMEHTE DA
[MpHMHATE MCNpaBneHKe
OTKNOHWTE MCNPaBNeHKe
Reinstate Change
Cnegyroles McnpasneHme
Mpegbigylles KCnpasneHue

CTUNbL CTPpaHWuUgL...

PucyHok 64. [leicmBusa c ucrnpas/ieHUAMU

Coert

He Bce pa3nunumna moryt 6biTb yUTEHBI. Hanpumep, naMeHeHMe No3nLmMm Tabynaumm npu
BblpaBHMBaHWW 3/1IEMEHTA C /IEBOrO Kpas Ha NMpaBbi Kpan, a Takxke U3MeHeHUs B popMynax
(YpaBHEHMAX) UK B CBA3AHHbIX PUCYHKAaX He ByayT OTCNEXEHbI.

3.8. HacTtpowvika otobpa>keHna n HaBuraums
B HaBuratope otobpaxkarotrca o6bekTbl, cogep kalimecs B 4OKYMEHTE, pa3buTbie Mo KaTeropmsaM.

UT06bI OTKPbITb HABUraTop, Ha>KMNTe HaBMraTop Ha Bknaake Buga,.

BKa MakeT Cceinkn PeuyeH3anpoBaHue dopmaTt dopma Bug Cnpaeka

< ] =

CeepHyTe BKNagky  TeMmHan Tema Gokoean navene | Haeuratop

PucyHok 65. HaBuramop

Ha>kMunTe Ha TpeyronbHMK paaoM ¢ ntobon kateropnen, 4tobbl 0To6pPa3nTb CANCOK 06 HEKTOB B 3TOM
Kateropuu.
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Haeurauus X

~ 7 3aknagkwu

__Ddelink__6_1766758003

v [J KommeHTapuw

KoMMeHTapmitl

PucyHok 66. bsiok HaBurayuu
[Ba>kabl HaXXKMUTE NeBOM KHOMKOW MbILLKX NO 06beKTy ANA nepexoga K HeMy B JOKYMEHTE.
3.8.1 MacwTabupoBaHue AOKyMeHTa

MacwTtabupoBaHme LOKyMeHTa MOXXHO HaCTPOUTb B MeHto Bnpg, ¢ noMowbio pyHkummn Mpmnbénusurs,
Otpanutb 1 C6pocuTtb MacLuTab.

AT i Daiin [naeHas BcTaBka MakeTt Ccbinku PeueHsupoeaHue Qopmat Qopma Bug

@ @ Organuts = El Muueiika < ] =

COpocHTb MacllTab @\ MNpuBnuanTe  KOMNaKTHbIA BUO | Crpoka cocTosHma ~ CBepHyTb BKNafki  TemHas Tema Bokoeas naHenb Haeuratop

PucyHok 67. ®yHKkyuoHan macwumabupoBaHUA

A Tak xe Ha CTPOKE COCTOAHMA C aHa/TI0TMYHbIM d)yHKLI,VIOHaI'IOM.

@ & wox v @

PucyHok 68. Cmpoka cocmosHuUAa

3.8.2 OTtobparkeHne aneMeHTOB nHTepdenca

UTo6bl CKpbITE/MOKa3aTb CTPOKY COCTOAHUA He06Xx04MMO HaxkaTb Ha CTpOKa COCTOAHMA Ha BKNagKe
Bua.

UTo6bl CKpbITb BCE coaep>KnMMoe Bknagkm Bng Heobxognmo HaxkaTtb Ha CBepHYTb BK1agKu.

q T @ @ oTpanuTe = 2 Nunenka « i =

HeneyaTaemMble CUMBONbI Bo Beck skpaH  CBpocuTb MacwTas @) MpuBnuaute  KOMNaKTHbIA BUA | Bl crpoka coctosmHma | CeepHyTb Bknaaku | TemHan Tema Bokoean naHens  Haewratop

PucyHok 69. OmobpaxeHue asieMeHmMoB UHmMepgelica

3.9. [opAaume knaBuLLIN

Ona y,EI,OGCTBa pa6OTbI C peaakTopoM n3y4vmnTe BapnaHTbl UCMO/b30BaHUNA ropAYvYnNX Knasuild, AsAa 3Toro
Ha rnaHenn MeHK pegaxkrtopa Bbl6epVITe CnpaBKa > KoM6uHaum KnaBumLl Ny HaXKMUTE KNaBmLLn
Ctrl + Shift + 2.
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£ AnsTepOduc Tect.odt e B @A

@ ® =]

Cnpaska KomMBuHaumm knaenw Mposepka pocTynHocTM  AyauT cepeepa

Qain naeHas

B

@

CoobwmTb 0 nponeme O nporpamme

BcTaeka

MakeT

Ccbinku

PelieH3npoBaH1e

PucyHrok 70. Nokazamb KOMOUHaUUU K1aBuUW

®opmaTt

dopma

Mocne Ha)xaTus Ha kHonky KoM6uHaummn knaeuwl nepe BaMuy otkpoeTca oKHO ¢ onnucaHneM Beex
KOMOUMHaUWM KnaBuLL ¢ NoApPO6HbIM oNMcaHneM, a Takke GyHKLMEN noncka.

D e =

PucyHok 71. KombuHayuu k1aBuwi

AlterOfficeWeb

KombuHauum Knasuiu

O6wme KOMOBUHALLMK KNaBULL

OTMEHUTB
MNoeTopUTE

BeipeszaTe

KonupoBaTtk

BcraeuTe TONBKO TEKCT

CneumaneHas BcTaeka
MeyaTsb (3arpysnTs kak PDF)

MNomollb No KOMBUHALMAM KNaBuLL

MNeperTn K MeH HoyTOyKGapa

MNepelTy K AOKYMEHTY U3 MEHH

MNepelTi K MeH BbIGpPaHHOro
KOMMEHTapKus

ctrl [+ |Z

ctrl + ¥

ctrl + X

ctrl + c,

ctrl + Insert

ctrl + shift +

ctrl + aAlt +

shift + v

ctrl + P

ctrl + sShift +

2

alt + Shift +

F1

ESC

alt + C

3.9.1 O6bwme kKoMOUHaLUKMKM KnaBuULL

OtMeHUT — Ctrl +2Z

MoBtoputb — Ctrl +Y

Bbipesatb — Ctrl + X

»
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Konuposatb — Ctrl + C, Ctrl + Insert

BctaButb Tonbko Tekct — Ctrl + Shift +V
CneuymanbHada BctaBka — Ctrl + Alt + Shift +V
MNeuatb (3arpy3uTtb kak PDF) — Ctrl + P

MomMowb no koMbuHaumam knasuwl — Ctrl + Shift + ?
Mepentn K MeHo HoyTbykbapa — Alt + Shift + F1
MNepenTn K AOKYMEHTY U3 MeHto — Esc

MepenTn K MeHKo BbIBpaHHOTro KoMMeHTapma — Alt + C
3.9.2 dopmarT TeKCTa

XupHbin — Ctrl + B

Kypcue — Ctrl + |

MoguépkmeaHue — Ctrl + U

[OBonHoe noguépkmeaHme — Ctrl + D
3auépkmeaHue — Ctrl+ Alt +5

BepxHuin nugekc — Ctrl + Shift + P

HwxHum nioekc — Ctrl + Shift + B

Ouunctnte popmatmposaHne — Ctrl + M

3.9.3 bopmar abzaua

BbipoBHATb No LeHTpy — Ctrl+ E

BbipoBHATL Mo neBoMy kpato — Ctrl +L

BbipoBHATL N0 NpaBoMy kparo — Ctrl + R
BbIpoBHATL Mo WwWinpuHe — Ctrl +J

MpumeHuTb BasoBbivi cTnb ab3aua — Ctrl + 0
MpuMeHUTb CcTUNBb ab3aua “3aronosok 1” — Ctrl + 1
MpunmeHuTb cTUNb ab3aua “3aronoBok 2” — Ctrl + 2
MpuMeHUTb cTUNb ab3aua “3aronosok 3” — Ctrl + 3
MpumerHuTb cTUNb ab3aya “3aronoBok 4” — Ctrl +4

MpuMeHUTb CcTUNb ab3aua “3aronosok 5” — Ctrl +5
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3.9.4 Boibop TekcTa U HaBUrauma no AoKyMeHTy

Bbigenntb Bcé — Ctrl + A

MepemecTuTb Kypcop Bneso — CTpenka Bneso

lNepemMecTuTb Kypcop Bneeo c BblaeneHnem — Shift + Ctpenka sneso
MNepenTtn K Hayany cnoea — Ctrl + Ctpenka BneBo

Boigenatb BneBo no cnosam — Ctrl + Shift + Ctpenka BneBo
MepemecTuTb Kypcop BNpaBo — CTpenka Bnpaso

NepemMecTuTb Kypcop Brnpaso ¢ BblaeneHnem — Shift + Ctpenka snpaso
Mepentn K Hauany cnegytouiero cnosa — Ctrl + Ctpenka BnpaBo
Boigenatb Bnpaso no cnosam — Ctrl + Shift + Ctpenka Bnpaso
MepeMecTUTb KypCcop Ha CTPOKy BBepX — CTpesika BBepXx

Bbigenatb no ctpokam Beepx — Shift + Ctpenka BBepx

MepeMecTUTb Kypcop K Hauvany npeabiayllero ablaua — Ctrl + Ctpenka BBepx
Bboioenutb oo Hayana a6bsaua — Ctrl + Shift + Ctpenka BBepx
MepeMecTUTb KypCcop Ha CTPOKY BHM3 — CTpenka BHU3

BbioeneHue no ctpokam BHM3 — Shift + Ctpenka BHU3

NepemMecTuTb Kypcop K Hauany cneaytoulero abzaua — Ctrl + Ctpenka BHu3
Bbioenutb 0o KoHua absaua — Ctrl + Shift + Ctpenka BHU3

MNepenTtn K Havany ctpokn — FnaBHanA

MepenTn K Hauany cTpoku ¢ BbigeneHnem — Shift + Home

MNepenTtn K Hayany gokymeHta — Ctrl + Home

Mepentn K Hauany gokyMmeHTa c BbigeneHmnem — Ctrl + Shift + Home
MNepenTn K KOHLY cTpokn — End

MepenTn K KOHLY CTPOKK ¢ BbigeneHneMm — Shift + End

Mepentn K KOHLY AokymeHTa — Ctrl + End

MepenTn K KOHLY AOKyMeHTa ¢ BblaeneHmnem — Ctrl + Shift + End
NMponucTaTtb Ha cTpaHuuy BBepx — PageUp

MepekntounTbca Mexkay TEKCTOM N BEPXHUM KonoHTuTynom — Ctrl + PageUp
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MponucTaTb Ha cTpaHunuUy BBepX C BbigeneHnem — Shift + PageUp
MNponucTaTtb Ha cTpaHuuy BHN3 — PageDown

MepekntounTbca Mexkay TEKCTOM N HUXKHUM KonoHTUTynnoM — Ctrl + PageDown
MponucTaTtb Ha cTpaHuuy BHU3 c BblaeneHnem — Shift + PageDown
Yaoanutb o Hauvana cnosa — Ctrl + Backspace

Ypanutb oo koHua cnoa — Ctrl + Del

Yaoanutb oo Havana npegnoxerHmna — Ctrl + Shift + Backspace
Yaanutb Ao KoHua npeanoxeHuna — Ctrl + Shift + Del

3.9.5 OyHKUMM TEKCTOBOIO NpoLeccopa

BcTtaButb cHocky — Ctrl + Alt + F

BcTaBuTb KOHUEBYHO CHOCKY — Ctrl + Alt + D

BcTtaButb KOMMeHTapun — Ctrl + Alt+ C

BcTtaButb Marknim nepeHoc — Ctrl + -

BcTtaBuTb Hepas3pbiBHbIVM geduc — Ctrl + Shift + -

BctaBuTb HepaspbiBHbIM Npoben — Ctrl + Shift + Mpo6en

Pazpbie cTpokn — Shift + Enter

PaspsbiB cTpaHuubl — Ctrl + Enter

PaspblB KONOHKKM (B MHOFOKO/TOHOYHOM TekcTe) — Ctrl + Shift + Enter
BcTtaButb ab3au, ao nnu nocne pasaena unu ao tabnuusl — Alt + Enter

BcTtaBuTtb ab3ay, 6e3 Hymepauum B cnnucok. He pa6oTaet, ecnu Kypcop B KOHLe cnmncka — Alt + Enter
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4. AnbtepOduc Beb. TabnnuHbin pegaktop ATabnuua

ATabnmua — 3To KOMMOHEHT ANs paboTbl C 3N1eKTPOHHbIMKU TabnuuaMn. B anekTpoHHyo Tabnuuy
MO>XHO BBOAUTb AlaHHble (0O6bIYHO YMC/a) U MaHUMYIMPOBATb 3TUMU AAHHBIMU A5 NOyYeHuUn
onpeaenéHHoro pesynbtata. KpoMe Toro, MOXXHO BBECTU AaHHbIE, @ 3aTEM U3MEHUTb TO/IbKO
HEeKOTOpble U3 3TUX AaHHbIX U HabnoaTb pesynbTaT 6€3 Heob6Xx04MMOCTIN NOTHOrO MOBTOPHOMO BBOAA
Tabnuuy unu nucta. pyrne BO3MOXXHOCTU, NPeACcTaBNeHHbIE B peAakTope, BKIoYakoT B cebs:

o  QOyHKUWMM, KOTOPbIE MOTYT BbITb MCMONB30BaHbI NPU co3aaHnn GopMy”, AN1A BbINONHEHUA
C/TOXHbIX BbIYMCNEHWUA HA OCHOBE AaHHbIX.

o  OyHKUMM 6a3 paHHbIX, YTOObI OPraHN30BbIBATb, XPaHUTb U GUIbTPOBATb AaHHbIE.

e IMNOPT 1 3KCMOPT 3/1IEKTPOHHbIX Tabnumu, BO MHOXXeCTBO popmaTtos, Bknrouaa HTML, CSV, PDF
n PostScript.

Tabnuupl B pegakrope COCTOAT U3 pALa OTAENbHbIX TUCTOB, KaXkKAablM TINCT COAEPXKUT AYENKHU,
pacnonoxeHHble B CTpokax 1 cTtonbuax. [NonoxxeHue (agpec) KaXkaon KOHKPETHOW AYENKN
onpegnensaeTca 6ykBon ctonbua u HOMEPOM €€ CTPOKU. AUenKn cogep>kaTt oTAeNbHblE 3/IEMEHTbI —
TEKCT, uncna, GopMynbl U Tak ganee, KOTOpble ABNAIOTCA AaHHbIMU 4718 OTO6pa>keHMA n
MaHunynmpoBaHua. B kaxxgon Tabnnue MoxxeT 6biTb HECKO/bKO INCTOB, U KaXXAbl NTUCT UMEET
MaKcKuManbHoe Konn4decTBo cTonbuos (oT A go AMJ) 1 024 n MakcHMManbHOE KO/IMYECTBO CTPOK

500 001.

4.1. Pabota c pegaktopom

Ha pucyHke HM>XKe npeacTaBrieH pabounii HTepdenc oHNamH pegakTopa tabnuu ATabnunua.
PaccmoTtpum ero nogpobHee.

£ AnbrepOduc New Spreadsheet.ods o o B &2 daiin InaBHas BcTaBka MaxkeT [OaHHble PeueHsupoBaHne dopmar Bupg Crpaska 1 [(B F | X
PT Sans » 10n1 |+ AT AV F X L 3 = O6Lme - oo 1 ) ; ]

B o.X® AA T HLE ] oo 22 BER B )

BcrasuTb D¢ K KA T A RH =2~ A~ = === &8 9 &~ % 00 0 0f O6vemuuuts aueiikn F2 B HR  YcnosHoe

Al - YT = v

A B (o] D El E G H J K L M N (o] P

1 I ~ Ctunb s

g 4

451 3 Ba3oBblit - Y Y

6

g v CumBOJIbI [

9

1(1} PT Sans +* 10nT -

% K K A~ T A < A A

14

15 A v a6 v 2 .

16 = A A,

17

]g ~ Qopmar yncen M

20

= 00 % & - 6L .

24 [poGHas yacTb 0

27 Bepyue Hynu: 1

30 I:‘ OTpuyaTenbHble YMCNa KpacHbIM

|I'IcMCK <+~ | McT1u31  Bbi6Op HECKOMbKUX Aueek | Pycckuit ¥ | CpeaHee 3HaueHWe: ; Cymma: 0 | CpedHee; Cymma ¥ 5 @Q @ 100% v @l

Numepdoelic pegakmopa ATabauya

1. nmaHenb MeHro penakrtopa;
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2. BEepXxHAA NaHeNb UHCTPYMEHTOB;
3. okHo anAa paboTbl c Tabnuuyamu;

4. 6okoBas naHesb UHCTPYMEHTOB;

5. cTpokKa COCTOAHMA.
4.1.1 NaHenb MeHO pegakTopa
,El.anee paccMOTpnM KpaTKo q)yHKLI,VIOHaI'IbHoe Ha3Ha4veHune |<a>|<,u,017| N3 BK/1agoK naHean MeHHro.
4.1.1.1 ®aln

Bknapgka npegHa3HayeHa ans BbinonHeHNA 6a3oBor paboTbl ¢ parioM 1 npegocTaBnaeT 4OCTYN K
TaknM pyHKUMAM Kak CoxpaHuTb, Moaenutbea, Meuatb. Yepes AaHHYH BKNAAKY MEHHO Tak)Ke MOXKHO
COXPaHWUTb AOKYMEHT B pa3Hbix GopMaTax U OTKPbIBATb XXyYpHan BEPCUIM AOKYMEHTA Yepes napameTp
®dann »> NMpocMoTp UcTopUM.

4.1.1.2 haBHasa

Yepes Bknaaky MNpaBka gocTynHbl Takue GpyHKUMM No paboTe ¢ TeKCToBbIMM 6/10kaMn Kak BblaenuTb,
Konuposatb, BcTtaButb, Boipesatb. Takke 13 Bknaaku NMpaBka MOXKHO OCYLLLECTBATb MOMCK U
3aMeHy C/NoB B I0OKYMeHTe Yyepea napametTp HauTtu u saaMeHuUTb.

4.1.1.3 BcmaBka

LHaHHana Bknagka MCMNo/b3yeTCcA AnAa BCTaBkKn B AOKYMEHT 06BEKTOB TAKMX Kak M306pa)KeHI/IFI,
KOMMEeHTapuu, rmnepccobiikn, cneunasibHble CUMBO/bl, KONTOHTUTYbI.

4.1.1.4 Makem

Bo Bknagke JIncT nonb3oBaTesib MOXXET BCTaBUTb U yOannTb CTPOKU NNn cTon6bl B Tabnunue, a Takxe
[06aBUTb NN yOanunTb pa3pblB CTPaHULbI.

4.1.1.5 [laHHbIE

B naHHOWM BKNagKe BbINONHAETCA HAacTponka paboTbl C AaHHbIMU: COPTUPOBKA, MPOBEPKM BBOAMMbIX
3HaYeHUn, dunbTpaLma 1 rpynnupoBaHmne AaHHbIX TabaunLbl.

4.1.1.6 PeyeH3upoBaHue

Yepes Bknaaky PeueH3npoBaHme ocyLecTBNAOTCA Takne GyHKLUMM Kak npoBepka opdorpaduu,
BK/IHOYEHME UK OTKIKOYEHWEe aBTONPOBEPKU, BbIOOP A3blka TekcTa. [logpobHee 0 peannsauunm
¢oyHKkumm MNMpoeBepka opdorpadum cM. B pazgene lNpoeepka opdorpadun.

4.1.1.7 bopmam

Yepes Bknaaky ®opmaT HazHauyaeTca popMaT AaHHbIX AYENKM U 3a4a0TCA MX TOUHbIE HACTPOMNKMN.
Uepes napameTp ®opMaTt cTpaHuLUbl HacTpanBatoTca aTpmnbyTbl 0TOBparkeHMA CTpaHuLbI C
9NeKTPOHHbIMU Tabnuuamn. ®oH, obpamMnenHmne, opmeHTaLmna CTPaHULbl, KOTOHTUTY/bI, NONA, MOPAA0K
CTpaHuL, 1 NapaMeTpbl nevaTu.
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4.1.1.8 Bug

Bo Bknaake MoOXHO oTperynupoBaTtb MacluTab oTobpaxkeHus OKyMeHTa: oTobpa)keHne Ha BECb
aKpaH.

4.1.1.9 CnpaBka

[aHHas BKnaaka gaet AOCTyN K cNpaBoYHOM MHGOpMaLKMmM o NporpaMme, NpeaocTaBifaeT CNUcokK Bcex
NCMoNb3yeMbIX PeakTopoOM coueTaHUn KNaBuLl U NO3BONAET OTPaBUTb MHGOPMaLMIO O Npobiemax,
BO3HUKAKLLMX Npy paboTe CUCTEMBI.

4.1.2 BepxHAa naHelb MHCTPYMEHTOB

LHanee paccMoTpuM pyHKLIMOHAN KHOMOK, oTBeYatoLmii 3a obime aenctema ¢ pamnom B pegakTope.

OnAa toro, 4to6bl COXPAHUTb UBMEHEHWA B JOKYMEHTE, BOCMNONb3YNTECb KHOMKOM j Ha BepxHen
naHenn MHCTPYMEHTOB BO BKNaake @amn MeHio pegakropa.

[Ons oTnpaBKn AOKYMEHTA Ha NeyaTb Ha)KMUTE Ha KHOI‘IKy[E] Ha BEpPXHen NaHenn MHCTPYMEHTOB
nnu Bocnonb3dymTtechb coveTaHneM knaesuil CTRL + P nnun yepes Bknaaky MeHto pegaktopa ®avn >
Meuatsb.

Tak >xe Ha BepxHen naHenu Bo Bknaake MnaBHaa MeHKO pegakTopa HaxoAATCA MHCTPYMEHTHI, C
NMOMOLLbIO KOTOPbIX BeaeTcA popmMaTmpoBaHue Tekcta. OcobeHHOCTM paboTbl C AaHHbIMU
MHCTpyMeHTaMu obLime anAa Bcex peaakTopoB onncaHbl B pasaene GopmatnpoBaHme Tekcra.

Lna oTMeHbl Unu BO3BpaTa ntoboro gencTeunA B penaxkrtope BOCI'IOI'IbSyVITer cnegyrowmnmm
cnocobamu, B MEHIO penakrtopa:

P

e /1519 OTMEHbl AeNCTBMNA KHOMKAa mnu coyetaHue knasmw CTRL+ Z;

e [ONATOro, Ytobbl BEPHYTb OTMEHEHHOE AENCTBME HAXXMMUTE Ha KHOMKY UM NCNONb3yNTE
coyeTtaHue knasuw CTRL+Y.

e [lnaTtoro, uto6bl COXPaHNUTb UBMEHEHWA B AOKYMEHTE, BOCMNO/Ib3YyNTECH KHOMKOMN j

o
e [lnaTtoro, Uto6bl OTKPbLITb AOKYMEHT B /IOKa/IbHOM peaakTope, BOCMNO/b3yNTECh KHOMKOM j
4.1.3 OkHo gna paboTbl ¢ Tabnuuamm

OneKkTpoHHble Tabnunubl COCTOAT U3 CTPOK (1, 2, 3, 4...) nuctonbuos (A, B, C, D....). Homep auenkmn
dopMumpyeTca U3 nepeceveHus CTpokn u ctonbua. HomMmep BblgeNeHHOW AYENKU UNKU TPYNNbl A4eeK
BCEraa ykasaH B NpaBOM BEPXHEM yrny paboyein obnactu B none seoaa. lNpu HeobxognmocTtun
Nonb30BaTe/lb MOXKET BPYUHYH BHECTU HOMEP AYENKN UK Anana3oHa syeek, A1A X BblaeeHuns.
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JlncT c aneKTpoHHOM Tabnuuen

Mpu ncnonb3oBaHuy GopMyn B suerkax oTobpa)katoTca pe3ynbTaTbl BbluncieHus popmyn. Haxxmmre
ABaXabl Ha AYENKY C pe3ynbTaToM 1 0ToBpasuTbca ncnonb3yeman popmyra c NogCBeYNBaAHMEM
AYeek, AaHHble KOTOPbIV 414 Hee NCNOMb30BaNMUCh.

4.1.4 bokoBaA naHesnb UHCTPYMEHTOB

BokoBas naHenb NO3BONAET BbIMO/HATb PacLUNPEHHbIE HACTPOMKM BblAENEHHbIX 06 bEKTOB
OOKYMeHTe.

Mpu BbloENEHMN AUeeK Tabnuubl, Ha 6OKOBOWM NaHeNnn HacTpamBarTCA TOUHbIE MapaMeTpbl
dopmMaTnpoBaHMA N OTOBPaKeHNA 3HAUEHNIN AYenKN, popMaT AaHHbIX U BHELLHUIW BN AYeeK.

Mpw BbloENEHUN GUTYP N APYTUX PUCOBAHHbIX 9/1IEMEHTOB — NapaMeTpbl 3aNMBKN GUTrypbl, ee TMHUR,
TEHU, NONOXXEHWE B TEKCTE U pa3mep. Npu BbigeneHnm rpadpmnyecknx a/iEMEHTOB - APKOCTb, KOHTPACT,
LLBETOBOW PEXXUM, MPO3PaYHOCTb, TMHUK 06BOAKN, NOMOXKEHME N306parkeHMEe B IOKYMEHTE.

4.1.5 CTpoka cocToAHUA

[na noncka no TeKcTy BBeAUTE CNOBO, UM YaCTb C/I0BA, KOTOPOE Bbl XOTUTE HAWTU B cneLlmanbHOn
dopMe BBOJa B CTPOKE COCTOAHMSA U 3aTeM HaxKMuTe Ha Enter. 1na nepeknroyeHna Mexay
pe3ynbTaTamMu Nomcka BOCMNONb3YNTECh CTPeNkamMuy cnpasa oT GpOpPMbI.

[ns nepekntoyeHna A3bika NpoBepkn opporpadurm BoOCnonb3ynTechb BbiNagatoLLMM CIMCKOM, HaXkaB
Ha KHOMKY B CTPOKE COCTOAHMA.

Takoke B CTpOKe COCTOSIHUA 0TobpaxkatoTCs 3HaUeHUs pe3ynbTaToB cTaHaapTHbIX dopmyn. Mo
YMO/TYaHUIO 3TO CpeaHee 3HaUeHne BblAeNeHHbIX SYEEK U CYMMa, HO NONb30BaTe/lb MOXKET HACTPOUTb
oTo6pa>keHMe AOoNOMHUTENbHbIX POPMY/ N3 BbiNagatoLLero cnmcka. Becb nepeyeHb NpeacTaB/ieH Ha
PUCYHKE HUXE.

CtaHpapTHble pOpMynbl B CTPOKE COCTOAHMUA

MacLitab npocMoTpa OTKPbLITOro 4OKYMEHTa perynmpyeTcs KHONKaMm U MCUMCNAETCS B NPOLeHTaXx.
[ns yBenu4eHna unm ymeHbLLEeHMA BOCMNO/Mb3YMNTECh COOTBETCTBYHOLLMMWN KHOMKaMU . [1na Toro, 4tobbl
BEPHYTbCA K NPOCMOTPY CTPaHULbl B OpurimHanbHoM MacLutabe (100%) Ha>KMUTe Ha KHOMKY .

4.2. Pabota ¢ dannamu

B Be6 AnbtepOdunc ATabnuua ectb nognep>xka dopmaTtoB *.ods, *.xls, *.xlsx, *.csv A Tak xxe
BO3MOXKHOCTb 9KCMOpTa AoKyMeHTa B popmMat rmbpuaHoro PDF n PDF/A.
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4.2.1 Mopaep>xvBaeMble GopMaThbl 47189 OTKPbITUA

o Bce gaiine

<

=] Sl W, YnpaeneHue nankamu opraHu3aymm
{2 L Nnyble dainsl .
Q. lMowmck 0O Tun
“0) HepaBHo W3MEHEHHbIE
ﬁ B 1swbparo [o6aeuTb B M36paHHOE YnpaeneHue meTHamu
o 17 Wabparble
ﬂ O u [aHHBIE.CSV
ot +0 Ony6nukoBahHble ... v
] m OaHHble.ods
0 /4 KomanpHble nanku
<> MeTiu ] u DaHHble.xls
Alpag (3 Buewnee xpanunuwe 0 m AaHHble.xlsx

Bce nanku

Q ]E KopsuHa
Omkpbimue ¢alna c noggep>xuBaeMbiM popmamom Amabauya
4.2.2 OkecnopT dannos B popmarte PDF
Mo ymonuaHuto Beb AnbtepOduc ATabnuua coxpaHseT anekTpoHHble Tabnuubl B dopMate *.ods.

[na akcnopTta anekTpoHHbIX Tabnuu B dopmarte .pdf Heobxogmmo: 1. OTKpbITb MeHto Gann >
dKkcnoptupoBath Kak. 2. B none NyTb coxpaHeHWs BBECTM Ha3BaHWe AoKyMeHTa. 3. [lanee BbibepuTte
napamMeTpbl akcnopTta 4. 3aTeM HaxXMUTe IKCNopT

75



MapameTpwl PDF »®

Ofwmne HavaneHuli Bng Mons3ceaTenbcHWi MHTERDERC CeblnkmK BesonacHoCTh
OuanazoH General
() Bee PDF Version: PDF 1.7 -
.i'j. Pages: YHMBepCcansHaa focTynHocTs (PDF/UA)
- TG pM A PDF (BHe Tk dakn ODF
() Sheets: HOPWAHLIH sHeapuTs ¢ ]
Forms
@ BriSop/BriSpaHHble NMETEI
Coznate dopmy PDF
WaoBpaxeHus
~ PopMaT Nepeadn: FDF -
() Cwatne Ges noteps
- PazpeluvTe OAMHAKOBLIE MMEHE NONei
@ Cwatre JPEG  HadecTso: an o
Structure
/| Change image resolution to: | 300 DPI -

| CTpYKTYpUpOBaHHbIA PDF

Bo, O 3HaK
fnon | JKCNopT CTPYRTY Db

MNoanMcaTs BoOAHEIM 3HAKOM
KomMMeHTapHM Kak aHHOTaumMK PDF

KommeHTapum Ha nonax

3KcNopT BCero NMETa
BrknwouaTe aETOMAT. BCTAEBNSHHEE MNYCTEE CTRaHHULI

WMecnonsaoeats coulnodHble XObject

Cnpaeka OTMEHWTE J¥cnopT

Okcropm ¢adlna B PDF
4.2.3 CkaumBaHue panna

Ons ckaumaHuma Ha MK pokymeHTa n3 Be6 AnbtepOdunc ATabnumua Heobxoammo nepentu B ®ann >
Ckauartb > 3ateM BbIbpaTb popMaT AOKYMEHTA.

MpenctaenAaeTca BO3MOXHOCTb COXpaHUTb JOKYMeHTbl B dopmarte ODS, XLSX, XLS, CSV, HTML, PDF

Mpumep:
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5 @ . [‘?&’ 7 Mopenutben . &‘ . @

CoxpaHnTe  CoxpaHWTb Kak 3KkcnopTMpoBaTb kak =) MMpocmotp nctopun  Mevats Ckadatb BoccraHoBuTe  CeoWcTBa  [epenmeHoBaTh
= ODF 3n.taénuua (.ods)
F35 v fx XY = .
fa] TaGnuua Excel (.xisx)
A B C D E F G K L M

&) Tabnuua Excel 2003 (.xls)
[3] @aitn csV (.csv)

[& ®aiin HTML (.htmi)

|\1 OokymeHT PDF (.pdf)

[ Dokyment PDF (.pdf) KaK...

D W~ @R =

Cka4yuBaHue ¢alinia c Bbibopom popmMama
4.2.4 Tevatb

[Onatoro, yto6bl OTNPaBUTL AOKYMEHT Ha NeYvaTtb, HY>KHO nepenTn B MeHio ®ann > Meuatb. OTKkpoeTCcA
CMUCOK, B KOTOPOM MOXXHO BblbpaThb ABa BapmnaHTa: AKTUBHbIN INCT 1 Bce nncTbl.

MoO>XHO HacTpoOUTb CrieayloLie NnapaMeTpbl NeYvaTu:
1. BbibpaTb NpuHTEP, a Tak>Ke ero CBONCTBAa
2. CtpaHunupl: Bce nnum MepcoHannsnpoBaHHble (BbiOpaTb AMana3oH CTPaHuL)
3. KonunyectBo konuu

[JononHutenbHble HACTPOUKMN:

e Pasmep bymaru.

e KonnuyecTtBO CTpaHuUL, Ha NIUCTE.
e MacwTab.

e [IBYCTOpPOHHAA nevartb.

4.3. PaboTa c auemnkamMm

MepeMeLLeHmMe No AYenkaM oCyLLEeCTBNAETCS KakK C MOMOLLbIO MbILLM (HaXKMUTE NEBO KHOMKOM MblLLN
Ha HeobXxoAMMYHO AYEelKy Ha IUCTe), Tak U C MOMOLLLbIO KflaBnaTypbl:

e C MOMOLLbIO CTPE/NOK ABUrANTECH HA OAHY AYENKY BHMU3/BBEPX/BNeB0/BNpaBo;
e C rnomoLbto knaeuwiy Tab nepemMelanTech B CTPOKE OT AYEKM K sUenke B Tabnuue;
e Ha)MmuTe Ha knasuwly Enter ona nepeMelleHnAa Ha HOBYHO CTPOKY.

4.3.1 BoigeneHue ayeek

4.3.1.1 OgHa a4elika

[ns BbloeneHns oTAeNbHOMN A4YENKN Ha>KMUTE NEBON KHOMKOW MbILLUM Ha HEOOXOANMYIO AYENKY.
MpoBepunTb NPaBUIbLHOCTL BbiBOpa MOXKHO, MOCMOTpPEB B none BBoga UMa Hag nonem ¢ tabnumuamm
(CM. pyCyHOK HUXKE).
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B4 »| fx )v = |xned

A B C D
Toeap [+]llexa [~]
MOAOKD 12,00
xnef l 3,00 P
konbaca 2.50P

i I B (s Iy (R g B L I

BbiaeneHue ogHol ayeliku

4.3.1.2 Hecko/ibkO CMEXXHbIX A4E€EK, CMPOK U cmMos16y0oB

[nana3oH aueek MOXXHO BbI6paTh C MOMOLLbIO K/1aBMaTypbl UM MbILLN.
Bbibop gnanasoHa sueek nepeTackMBaHMeM Kypcopa MblLLn:

® Ha)XMWTEe Ha AYENKY NEBON KHOMKOW MbILLW;

® ynep>XxusaAda Ha>kaTomn NEeBYHO KNnaBuLly MbiLLIN, nepeTanTe MblLlb. Kak TonbKo >kenaembliv
Anana3oH Aa4eekK 6y,u,eT BblAE€/IeEH, OTNYCTUTE NEBYHO KHOMKY MbILLN.

Bbi6op ananasoHa Aueek 6e3 nepeTackmMBaHUA MbILLbIO: * HAXKMUTE Ha AYelKy, KoTopas ABnseTca
OAHWM N3 YII0B AMana3oHa AYeek; * HaBeauTe ykasaTte /b MblLLW Ha MPOTUBOMOMNOXHbIN yron
OvanasoHa Aueek; * yaep>kmas HaxkaTon knaeuily Shift HaxKMUTe NeByto KnaBuLLy.

UTo6bI BEIOpaATH AMana3oH Aveek 63 NOMOoLLM MbILN: * BbiIBepuTe A4Yenky, kotopaa byget oagHUM 13
YyrnoB gnanasoHa. * yaep>kmsas knasuwly Shift, icnonb3ya knaesuLm Kypcopa BblbepuTe Hy>XKHbIN
OnanasoH.

Tak>ke MOXHO BblOeNNTb AManas3oH AYeek, MCNOoMb3yAa MMeHa Aaveek, KOTopble BBOAATCA B Nofe BBoOAA
B BEpPXHEM NeBOM yrny pabouen obnactun. Ytobol BbiIGpaTh AMana3oH sueek, BBEANTE CCbI/IKY Ha
BEPXHIOK NEBYIO AYENKY AMana3oHa, BCTaBbTe ABOeToUME () M BBEAUTE CCbINIKY HA HUXKHIOKO MNPaByto
AYenky ananaszoHa. Hanpumep, 4tobbl BoibpaTth gnanasoH aveek ot A1 go D8, Hy>kHo BBeCcTM A1:D8 n
HaxaTb Enter.
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A1:D8 »| fx Yv = |Al

A B C D E
1 Al |
2 Toeap [*]llexa [~]
3 MOMOKO 12,00 P
4 xneb 3,00P
5 konbaca 250P
5]
7
8 D8
| |
9
10
N
12

BbigenieHue HeCKO/IbKUX CMEXKHbBIX A4YEEK, CMPOK U cMo/1640B
4.3.1.3 [luana3oH He CMEeXXHbIX A4YeeK

UT06bI BbIAENNTD HECKONBKO AMana30HO0B, BbIMOMHUTE CrieaytoLmne Wwaru: ® Bbibepute a4enky nnm
AMnanasoH fs4eeKk 04HMM N3 MeTOA0B, ONMMCAaHHbIX BbiLLE. ® MEPEMECTUTE KYPCOP MbILLU K Hauany
criegyroulero gmanasoHa unm ogHoOW AYenKke. ® HaxxXMuUTe 1 ygep>Xxneante knasuwy Ctrl, HaxxmMuTte Ha
AYENKY UNU BblAENUTE APYrov Ananas3oH. [ToBTOpuUTe CTONLKO pa3, CKO/IbKO HEOBX0AMMO.

BbiaeneHue HECMEXKHbIX A4eeK
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4.3.1.4 BbigeneHue cmos16U4oB U CmpokK

[Ona toro, yto6bl BbIAENUTb OAMH CTONBEL, HAXKMUTE Ha ero 3arofoBokK. YTobbl BbIAENNTL OAHY CTPOKY,
Ha>XMUTe Ha e€ 3aronoBoK. BolaeneHmne cMeXXHbIX CTONOL0B UM CTPOK: * HAXKMUTE Ha NePBbIN
ctonbeu, Unm CTPOKyY U3 rpynnbl; * HAXKMUTE U yaep>kneamnTte knasuily Shift; * HaXxMmTe Ha nocnegHUN
ctonbew, U CTPOKy U3 rpynnbi.

BblaeneHne He CMeXXHbIX CTONBLL0B UK CTPOK: * HAaXKMUTE Ha NepPBbIr cTonbeu, n cTPoky U3 rpynnbl;
* HaXKMUTEe 1 yaep>knanTte knasumuly Ctrl; * HaxkMuTe Ha Bce HeobxoanMble cTonbLbl U CTPOKM NO
oyepeau.

BbigesnieHue HecMexxHbIx cmos164oB
4.3.1.5 BbigesneHue yesioro siucma

Ha>kMunTe Ha none Mexkay 3aro/loBKamMm cToNbuU0B 1 CTPOK UM UCNOb3YNTE KOMOMHAUWIO KNaBuLL
Ctrl+A, Takoke MOXXHO BOCMNO/b30BaTbCA NYHKTOM MeHto lNMpaBka ~> Bbiaenutb BCE.

4.3.2 DopmaTmpoBaHme aueek

4.3.2.1 PopmamupoBaHuUe AaHHbIX

Heckonbko CTPOK TEKCTa MO>XXHO BBECTWN B O4HY Fl‘-IeVIKy, MNCroJsib3yA aBToMaTn4ecKoe pa3mMeLlleHne,
nnn BPy4yHyro, pa3pbiBaMn CTPOK. Kaxkgbin MeTog, MOXKeT 6bITb MO/IE3EH B pa3nn4yHbIX CUTyaumnax.

ABTOMaTM4eckoe pa3melleHne Ytobbl aBTOMaATUUYECKM Pa3MeCTUTb HECKO/IbKO CTPOK TeKCTa B
ayenke:

1. HaxXmMuTe npaBoy KHOMKOW MbILLN Ha A4enkKy 1 BbibepuTte NyHKT PopMaTt AUEnKn n3
KOHTEKCTHOIro MeHI0 Unu Boibepute NyHKT MeHto PopmaTt > dopMaT aueek Unm HaxkMmTe
couyeTtaHue knasuw Ctrl+1, utobbl OTKPLITL Ananor Popmat aveek.

2. HaxxmuTe Ha Bknaaky BoipaBHMBaHuMe.

3. Bpaspnene CBoncrtea yctaHOBUTE PpiaXkoK y NyHkTa [lepeHoCnTb N0 C/I0BAM U Ha)KMMUTE KHOTKY
OK.
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Qopmar aueex x

Yucna WpudT SdderTol WpHdTa BripagHWEaHKME

BocTodyHoasuaTckMe npaewna Hatopa O8pamneHme PoH 3alnTa AYERKK

BuipaeHMBaHWE TEKCTA

Mo ropuzoHTanu: CTaHpoapT = Otetyn: 0
Mo BEpTHKaNW: CTaHnapT -

OpHEHTaLMA TEKETA

~ s
PacnonoxuTe No BEpTHKANK

— ABCD

/et

BocTOUYHOAIMATCKMA pEX MM

Mpagyck: 0 “

KoHueBas cocunka: l_Lll ) | o
CeodcTea
MNepeHoCUTE NO CROBaM
MNepeHoCHTE NO CNOram
YiMEHBWATE NO PaIMepy AYeikK

HanpaeneHwe TekcTa: HacrnepoeaTh oT pogMTeNbCHOMD 0GLEKTS -

Cnpaska OTMEHWTE “

Lluanor Hacmpoliku popmama a4eek

4.3.2.2 Pa3pbiBbl CMPOK BPYHHYHO

UTo6bl BBECTW PYUYHOW pa3pbliB CTPOKU B AUenke HaxkMmute Ctrl+Enter. 31oT MeTopg He paboTaeT, Korga
Kypcop B nose BBoga cTpoku ¢opmyn. Ytobbl pegaktnpoBaTthb TEKCT, ABaXKAbl HA)KMUTE MbILLIbEO MO
HY>KHOW fiYelike 1 MOMECTUTE KYpCcop B TOM MECTe, Irie HY>KHO caenaTtb pa3pbiB CTPOKU. Ecnn BBecTH
pa3pblB CTPOKU BPYUHYHO, TO LUMPUHA AYENKU MPU 3TOM He MEHAETCA, a TEKCT BCE eLLe MOXKET
nepekpbiBaTh rpaHunLy a4enkn. B TakoM criyuae Hy>KHO USMEHUTD LLUMPUHY AYENKM BPYYHYIO UIU

nepeMecTuTb (M1 o06aBUTL eLLE OANH) Ppa3pbiB CTPOKM Tak, YTOObl TEKCT HE NepeKpbiBas rpaHnLy
AYENKMN.
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4.3.2.3 YMeHbUWEHUE MeKCMa /14 M10/IHOro pa3MeuweHuUd ero B A4elike

Pasmep wpundTa AaHHbIX B AYErKe MOXXET aBTOMaTMYeCKM PeryinpoBaTbecs, UToObl TEKCT MOMECTUNCA
BHYTPM rpaHunLbl Aueek. Ytobbl caenatb 9T0, HAXKMUTE NPaBOMN KHOMKOWM MbILLN Ha S4eNKy 1 BbibepuTe
dopmart Aueek. Ha Bknagke BolpaBHMBaHME B pasaene CBoncTBa ycTaHOBUTE GNa>koK YMEHbLUNTb MO

pasmepy a4yemnku.

4.3.2.4 bopmamupoBaHuUe Yuces

MpuMeHeHne dpopmaTtos uncen B Beb6 AnbtepOdunc ATabnunua no3sonAaeT HacTpamBaTb oToOpaxkeHne
OaHHbIX B A4erkax n obecneumsaeT 6onee ygobHoe BocnpumaTne nHbopmaumm. Bel MoxkeTe BbibpaTb
COOTBETCTBYHOLLMI PpopMaT ANAa Kaxkaoro Tmna gaHHbiX, 4Tobbl OHM 0TOOpaXkanmcb B HY>KHOM BUAE.

1. BbibepuTte suenky nnm amanasoH aueek, K KOTOpbIM Bbl XOTUTE NPUMEHUTbL HOBLIN popmMaT.

2. OTkpbITME NaHenn GopMaTUpPoBaHUA:

o B BepxHen naHenn Beb AnbtepOduc ATabnuua Bbibepute Bknagky Popmar.
o B oTkpbiBLIEMCA MeHto BbiGepuTe onunto Popmar aveek.

b

& Y 2

Abzay  Cnucok cTuneid  DopmaT CTpaHMub

MaHenb Bknagku ®opmar

e B . [

Dopmar aveek YcnoeHoe NMHKuA Monoxe

w~ oe

pasmep CnapknanHol Tema

o JInbo Ha>KMunTe Ha BblAENEHHbIX AYenKax MpaBon KHOMKOM MbILLUW U B MOABMBLLUEMCH

MeHIo BbibepuTe NyHKT PopmaT Aveex...

D00 w1 A s LR =

B2 (P2 pa B = [t | | [ |k |l | | |
B =0 000~ k=S

nc

B C

e =51 %5

Bulpezate
KonuvpoeaTe
BecraeuTs
BCTaEWTE Kak

Becraeure...

Y OAanKTb...

OUMCTHTE COASDHMMOE. ..
DObeAMHMTE AYERKH

KonupoeaTe fopmaT
QUMCTUTE HOopMaTHUPOEaHME

BCcTaEMTE KOMMEHTAPKA
CnapknanHel

POpMaT AUSEK...

Omkpbimue popmMama A4eek Yepe3s npaByro KHOMKY MblLU
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3. Bowibop xxenaemoro ¢opmarta umncna:

o B okHe ®opmarT aueek Ha Bknagke Ymcna B pasaene Kateropus BbibepuTte Hy>KHbIM
dopmMaT uncna ns npeaocTaBneHHbIX ONLUUNA.

o Hanpumep, Bbl MoXeTe BbiOpaTb popMaT AEHEXHON CYyMMbI, MPOLLEHTHOro 3HaYeHuUA,
[atbl, BpEMEHU N APYrUX MapaMeTpPOoB YNCEN:

Ddopmart Aaveek »®
Yucna WpwdT SihderTol WpHbTa BripagH1BaHWe
BocToyHoaavarckue npaeuna Hatopa O6pamneHne PoH Jaumnta AYerKK
KaTeropma Dopmart Habik
Bee “| |standard 4| | Default - Russian -
QOcodbli -1235
Yicnosoi -1234 57 5
MpoUEHTHBIA 1235
DNeHew Hbli 123457
fara | |-123457 .
MapamMeTpel
OpofHan YacTh: 0 OTPUUATENEHEIE YACNE KPAcHEIM
BemyuiMe HynM: 1 Paznenurens paspafos
Kog dopmaTta
Standard 7 g W

Cnpasxa COTMEHNTE

Lluanor Hacmpolku pgopmama vuces

4. TMpuMeHeHuMe dopmaTa uncna: Haxxmmte Ha BbiIGpaHHbIN popMaT vYncna, YTobbl IPUMEHUTL €ro
K BblAeneHHbIM AyerkaM. [Npu 3ToM B OKHE npeaBapuUTeNbLHOro NnpocMoTpa Bel cMoxxeTe
YBMOETb Kak U3MeHAeTcA NpeacTaB/eHne umcna, Haxo4aLerocsa B NepBomn Bbl4e/IeHHOMN
Advenke.

5. [ononHuTenbHble HAaCcTponkM ¢opmaTta uncna:
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Mo >xenaHuto B pasaene MapameTpbl Bbl Tak)ke MoxkeTe 3a4aTb NapaMeTpbl GopMaTUpPOBaHUA
ANA BbIBpaHHbIX YMcen, Takme Kak:

KO/IMYeCcTBO 3HAKOB Mocse 3ansaTon;
MaKcuManbHOE KO/IMYECTBO Hy/Men nepea AecaTuYHOM TOUKON;
BblAeNeHNE OTPULATENbHbIX YNCEN;

o O O O

Hanuuue pasgenutensa Mexxay Tbicayamu.
6. [NpuMeHeHMe K Nonb3oBaTeNbCKOMy dopMary:

o Ecnun Bam Tpebyetca cosgaTtb cobCTBEHHbIV dopmMaT vncna, Bol MoxKeTe BbibpaTb onumio
Kog dopmara. [laHHbIV KOA MOXKET BblTb COXPaHEH N KOMMEHTMPOBAH B KaTEropumio
Ocobble ¢ NOMOLLbHO KHOMOK, pacnosioXXeHHbIX CnpaBa oT nose Beoga koaa popmara.

o Beepgute Hy>kKHbIN dopmaT umncna B none Koa popmara n Haxxmurte Ha KHonky OK:

Kon dopmaTa
Standard o |_V—_|

BBoa koga popmama
4.3.2.5 Npumepsl npuMeHeHUA ¢opmamupoBaHUA YUCE/:
1. dopmart AeHEXXHOMN CyMMbl:
o Bblgenunte auenku, cogeprkallme umcna, Kotopble Bol xoTute oTdopMaTnpoBath Kak
OEHEXXHYO CyMMYy.
o B naHenn dpopmatnposaHuma Bbibepute kaTeropmuto leHexxkHbit u dopmaTt RUB Pycckui,
Bblbepute dopmaT AEeHEXXHOW CYyMMBI.
o Hanpumep, 67,879 bynet otobpakatbcs Kak 67,88.
2. ®opmMaT NpPOLEHTHOrO 3HAYEHUA:

o Bbigennte suenku, cogeprkallme Ymcna, Kotopble Bbl xoTute oThopMaTnpoBaTth Kak
npoueHTHoe 3HaveHne. ObpaTnuTe BHUMaHME, YTO B KAYECTBE pa3aennTens Luenomn m
ApOoBHOM YacTen A0/MKEH MCMNOMb30BaTbCA 3HAK «3anaras».

o B naHenn ¢opmaTnpoBaHma Bbibepute kateroputo MpoLeHTHbIN 1 BbibepuTe popmMat
NPOLLEHTHOrO 3HAYEHMA.

o Hanpumep, 0,25 6yaet otobpaxkatbeca kKak 25%.
3. ®dopmat gatbl U BDEMEHMU:
o Bbligenunte suenkn, cogeprkallme Ymcna, npeacTaBnatoLLmMe aaTty N BpeMs.

o B naHenn ¢opmMaTnpoBaHua Bbibepute kateroputo [lata v BbibepuTe COOTBETCTBYHO LI
dopmart gatbl UV BpeMEHN.

o Hanpumep, 2222 B popmaTte 31.12.99 6yaet otobpaxkaTtbca kak 30.1.06 (ecnm 910 umncno
npeacTaBnAaeT party).

4.3.2.6 bopmamupoBaHue wpupma

Yto6bl 6bICTPO BbIGPATL LLUPUGT M ero dopMaT 4nd UCMoNb30BaHMA B AYeike: 1. Bolaennte auenky. 1.
Mepenpute Ha Bknaake MnaBHas B 610k LUpndT n BbibGepuTe LWIPUGT N3 NpeacTaBNEHHOro cnucka.
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bnok Beibopa wpupma. Bknagka lnaBHas.

1. Haxxmute Ha TpeyronbHUK cnpaea oT nona Pasmep wpudTta 1 BbibepuTte pasmep wpmndra ns
BblNagaroLLero cnmcka.

2. Yto6bl MI3MEeHUTb GopMaT CUMMBONOB, HAXXMUTE Ha 3Ha4Ykn: XKNpHbIX, Kypcus, MNoguéepKHYTbIN,
3auepkHyTbIN, HM>XHUI nHaoekc, BepxHun nHpekc wpudra .

3. Yt06bl N3MEHUTL BbipaBHMBaHME WpudTa (Mo wmnpuHe, MNo ueHTpy, Mo nesomy kpato, lNo
npaBoMy Kpatro) Ha>KMUTe COOTBETCTBYHOLLME MHCTPYMEHTbI B 6/10ke AB3all.

F o= X 3= = ]

|11
1
1
ol
Toh
=

BapuaHmebi BeipaBHUBaHUA wipupma
4. [nansMmeHeHua ueeta wpmndTa, HAXXKMUTE Ha TPEYroNbHUK crpaea oT 3Hayka LiseT wpunoTa,
UTO06bl 0TOOPA3NTbL LLBETOBYHO MNanunTpy, rae MOXXHO BbiIOpaTh >XenaeMbiin LiBeT.

YT06bI yKa3aTb A3bIK, MICNONb3yEMbIN B AYelKe, oTKponTe Bknaaky Lpn¢Tt B ananorosom okHe Popmart
AdveeKk. IaMeHeHWe A3bIKa B AYENKE MO3BOMAET NOAYYNTb Pa3Hble A3bIKM B OAHOM AOKYMEHTE.
Mcnonb3ynte Bknagky ddekTtol wpndTta B Ananore Popmar aueek Ansa ycTaHOBKM APYrux
XapakTepucTuk wpuora.

4.3.2.7 bopmamupoBaHue rpaHuUy a4eexk

Ona dopmaTnpoBaHmMA rpaHnL, AMENKN WA FTPYNNbl BblAENEHHbIX AYeekK, HAXKMUTE Ha 3HaYOoK
O6pamMneHue Ha Bknagke MNaeHana B 6noke WpudT 1 BoiGepute 0gMH N3 BapUaHTOB rpaHuL,
oTobparkaeMbix B nannTpe.
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Bonbwe...

dopmMamupoBaHue rpaHuy A4elku
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Ons dopmaTupoBaHMA CTUIEN NUHUIA N UBETA IMHUI TPaHNL, AYENKM OTKPONTE HA MaHENN
dopmaTnpoBaHma (MeHto GopmMmart > Popmat aveek > O6pamneHue) pasgen JinHuma.

NuHKwa

ShderTol: -

Lgert: -'ulépﬂhlﬁ v

Thickness: Cpegse (15 nT) -

®dopmamupoBaHue cmusel 1UHUU

[Ona 6onbluero KOHTPoNa Hag GopMaTUPOBAHMEM, B TOM YUC/E YKa3aHUA pacCToAHNA MeXay
rpaHuLLAaMM Aa4ueek 1 NbbIMKN AaHHBIMK B AYelike, ucrnonbayinTe Bknaaky ObpamneHune avanora
dopmMart aueek, rae MoXKHO TakXKe onpeaenuTb CTUMb TEHW.

Gopmar aueek ®
Yucna LW pwmdT IddexTel WwWpudTa BripaBHMEaHME BocTouHoaznaTckMe Npaewna Hadopa
Qopamnexue doH JaWMTa AYSHKK
MonoxeHne NUHWA OTteryns
MpenycTaHoBKK: ‘ I_U ‘ I I i Cnesa: 0,35 MM
Cnpaea: 0,35 MM
Ocodoe:
Caepxy: 0.35 MM
CHuzy: 0,35 MM

| CHHXpOHM3MpOBATL

CocefjHHe AUSHKA:

Y@paTe obpamneHune

TNuvnua CTuns TeHW
- m— e [L 1] (O [(J [OJ [
Thickness: Cpepaxe (1,5 nT) o LWnpuHa: 1.76 MM

Cnpaska OTMEHHTE

Onpe,qeneHue cmusel meHu

CeoncTBa rpaHuL, s4eek NPUMEHARTCA TONbKO K BbIBpaHHbIM AYerkaM 1 MoryT 6bITb MBMEHEHDI
TOMbKO NpW peaakTUpoBaHnmM aTux adeek. Hanpumep, ecnn auenka C3 MMeeT BEPXHIOK rpaHuLy, TO
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oHa MoXKeT 6bITb yaaneHa Tonbko npu Beibope suerkm C3. Takana rpaHMLa He MOXeT B6bITb yaaneHa U3
Aavenkn C2, xoTsa OHa 1 KaxkeTcAa HMXKHeW rpaHmnuen ana auenkm C2.

4.3.2.8 PopmamupoBaHue poHa a4yeliku

Ona d)OpMaTVIpOBaHVIFI LBeTa CI)OHa AYENKN NN rpynnbl BblaeneHHbIX AYeeK Ha>KMUTE Ha 3Ha4yoK

-
Ha Bknaake nasHaa B 6noke LUpundT. Byget nokazaHa upetoBas nanmtpa. Takoke MO>XKHO
ncnonb3oBatb Bknagky ®oH B ananore dopmar aveek.

4.3.2.9 HazHa4yeHue ycs1oBul A1 popMamupoBaHUA A4YeeK

Yucnosble AaHHbIE B AYEKax MOXKHO oTob6paXkaTb B BU3yarlbHOM BMAE Yeped 3agaHue creymanbHbIX
ycnoBuin. B 3aBncnmMocTu ot BeibpaHHOro tna ¢opMaTtnpoBaHma JaHHble B suenkax OyayT OTMeUeHbI
pa3HbIM LLBETOM, CTU/IEM UMM 3HAYKaMM B COOTBETCTBMMN CO CBOMMW 3HAUEHUAMU U 3a4aHHbIMU
ycnoBmsaMM. MO>XKHO MCNONb30BaTh HECKOMbKO TUMOB YCNOBHOTo GopMaTMpOBaHMSA A8 OAHUX U Tex
Xe aveek. [lna goctyna K gaHHon GyHKUMM Nepengute Bo BKNagky meHto @opmar > YcnoBHoe... >
YnpaBneHue > lo6aBuTtb [ocne Bbibopa onpeaeneHHoOro Tmna ycaosmin BBegute cnegytoLime
OaHHble B OTKPbIBLUMMCA OKHe: * B none YcnoBue 1 BbibepeTe A4ENKy N AnanasoH sveek, ans
KoTopbix 6yaeT NnpnuMeHeHo ycnosue. Beegmte 3HayveHMe Ans BbINOTHEHNA YC/I0BUA M NOPSAA0K ero
ncnosnHeHma (MeHblue, 6onbLUe, paBHO M T.4.) U3 Bbinagatowiero cnucka. [lanee sbibepute TMn
oTobpa>keHuns AueeKk ANns 4aHHOro yc/ioBuA B Bbinagatrowlem cnvucke Ctunb. * [Jna 3agaHma
CcneayroLLero ycroBma HaxkMuTe Ha KHonky [Jo6aBuTb, Nocne Yero NoABUTbLCA HOBbIN 610K YcnoBue 2.
BBeauTe HoBble NnapaMeTpbl aHaNnornMyHbiM o6pas3om, kak u gna Yenosua 1. * [1na toro utobbl yoanutb
ycnoBsue, HaXKMuTe KHoNky Yaanutb. * B none [inanasoH sueek yKaxxmte gnanasoH aveek, Ha
KOTOpble BNMAET ycnoBHoe popMaTnupoBaHue. * [1na npuMeHeHna ycnoBma HaxxMmnTe Ha KHonky OK.

[anee paccMOTpUM Ka>Xkabiv TN ycnosum ana ¢opmMmaTtupoBaHua.
Ycnosue
®opmam > YcnosHoe... > YnpasneHue > [Jo6baBumsb

Mpu BbIGOPE TMNA PpopMaTUpoBaHne YCNoBume, A4ENKN, yO0BNETBOPAOLLNE 3a4aHHbBIM YCNOBUAM,
oTobparkatoTca B onpeaeneHHoM ctune. [lna npuMepa pacCMOTPUM PUCYHOK HUXKE: K Aana3oHy
Adveek C2:C6 6ygeT npuMeHeHo 2 ycnoBua. K aAuenkam, KoTopble ya0BNeTBopA0T ycnosue 1
(3HaueHune auenkn 6onblie 10) 6yaeT NpUMeHeH 3a4aHHbIN CTUb; K AYENKaM, KOTopble
YOOBNETBOPAT YC10BMA 2 (3HaUeHne a4enkun nenblue 10), ByaeT npuMeHeH ctunb Accent 3.
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YcnoeHoe dpopmaTtuposanmne gna C2:C6 ®

_ Ycnoeuna
Ycnoeue 1 3HaueHWe Aueikn = 10
Ycnoeue 2
3HaueHue Aueiiku | |MeHble -] |10
MpPUMEHWTE CTUIE; Accent 3 H Lena
JobaBuTb ‘ Ynanutk Beepx BHwz

JnanazoH A4eekK
OuanasoH: [C2:C6

Cnpagka OTMEHWTL | OK

YcroBHoe ¢opMamupOBaHue Auaria3oHa A4eeKk

B

LiBeToBasa wukana
®opmam > YcnoBHoe... > LjBemoBad wkasna

MpuMeHeHWe LBETOBOW LLKanbl K AManal3ony aueek npeacrapnaeTr cobom otobpaxkeHnA
OBYXLIBETHOrO, TPEXLLBETHOIO Mnun 6onee rpagneHTa B BbiIbpaHHOM AMana3oHe AYeek, B 3aBUCUMOCTH
OT 3HaYEeHMA Kaxkaom auenkn. Ana npuMepa Ha pUCYHKE HMXKe A amana3oHa aveek B2:B9 6binun
NPUMEHEHbI YC/TOBUA OKpaLLUMBaHNA 3HAYEHUI FPaANEHTOM OT 3e/1EHOT0 (CaMble BbICOKME) 4,0
KpacHOro (camMmbie HU3KKE).
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YcnoBHoe popmamupoBaHue — L{BemoBa& wkKana

Ona npuMeHeHusa ycnoBuiA gaHHoro ¢opmMatMpoBaHus Heob6xoaMMo BbI6paTh ABa «KPaMHUX» LiIBETA U
ykasaTb MeTo pacyeTta. PacueTt npnMeHAaeMoro uBeTta 6yaet npoM3BoamMTbCaA No CAeayrLmMm
napamMeTtpaM: MMHMManbHoe 3HayeHue — MakcuManbHoe 3HaveHue — MNpoueHTUNb — 3HauYeHne —
MpoueHT — Popmyna.

N'mctorpamma
®opmam > YcnosHoe... > [lucmorpamMma

CDOpMaTVIDOBaHMG AaHHbIX AYeeEK B BNAe rmctorpamMmm 3anonHnT FNGI?IKy CMTIOWHbIM NN TPpagneHTHbIM
LBETOM, COOTBETCTBYHOLLLUM HNCNMTOBOMY 3HAYEHNIO B Aadenke. Mo YMO/TYaHWIO penakTop NCrnosb3yeT
CUHMI UBET ANA NONOXUTENbHbBIX 3HAYEHNI U KpaCHbIIZ AnAa oTpunuaTtenbHbIX. FIleMep 3ano/THeEHNA
AYeeK B Bnge rmctorpamMmm npmeeaeH Ha pucyHkKe H1>xe.
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C18 - fx ¥v =

A B C

1

? B 1000
3 I 800
4 I 700
- B 500
5 [ 600
7 I 300
8 I 200
9 50
10

1

12

13

14

1E

OmobpakeHue gaHHbIXx A4eek B2:B9 B Buge rucmorpamm

PacueTt nnowaan 3annmBkmM OCHOBaH Ha cneayromx 3aHa4yeHnAax n Mo>XXeT 6bITb UBMEHEH B OKHE 3a4a4u
yCI'IOBI/IIZ ¢OpMaTI/IDOBaHMFIZ MuHuManbHoe 3HaueHmne — MakcmmMmanbHOe 3HaYeHNE — npOLI,eHTMI'Ib -
3HaueHun — I'Ipou,eHTe —d)opMyne. 3HaueHus MUHNMYMa N MaKCMMyMa 3a4aoTCA aBTOMaTtn4ecku,
MOCKOJ/IbKY HAaXoA4ATCA B ANana3oHe. ,El,pyrme napaMeTpbl YKa3blBakOTCA NMNOJ/Ib30BaTE/IEM.

Ha6op 3HaukoB
®opmam > YcnoBHoe... > Habop 3Ha4ykoB

LHaHHbIn TN dopMaTUPOBaHMA MOMELLLAET onpeaeneHHble 3HauKku B A4eNKN, B 3aBUCUMOCTU OT
3afaHHbIX ycnoBun. [na otobpaykeHMa A0CTYNHbl Ha BbIBOP HECKO/IbKO TUMNOB HABOPOB MKOHOK,
KoTopble 6yayT oTobpakaTbCs B 3aBUCMMOCTM OT 3aaHHbIX MOPOroBbIX 3Ha4YeHUN. YcnoBua s
oTobparkeHnsa KaXkaoro 3Hayka MoryT 6bITb yKa3aHbl OTHOCUTENbHO 3HAYEHUA, NPOLEHTAa OT

KONMYecTBa 3HaUYEHMI B AnanasoHe, B MpoLLeHTax OT 3HaYeHUn gnanasoHa unm ¢opmysnbl. na
npuMepa Ha pUCYHKe HUXKe nNpeacTaBneHa tabnuvua ¢ ycnosmaMm ana otobpakeHmna 3 3HaUKOB:
KpacHble o18 A4YeeK co 3HaYeHUEM MEHbLLE AeCATH, XXenTble 6onblue 10 n 3eneHbie 6onblue 15.
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12
o 23
o 4
o 16
o 8

YcnoBHoe popmamupoBaHue — Habop 3Ha4YKoB
llama
®opmam - YcroBHoe... > flama

OTOT NnapaMeTp NpPMMEHAET onpeaeneHHbIN CTUb B 3aBMCUMOCTM OT AaTbl, KOTOPYH Bbl BbibMpaeTe B
packpbiBatoLemcsa cnnmcke. PopMatnpoBaHme NpUMeEHAETCA No CnegyoWwmMMm napaMmeTpam gar:
CerogHsa, Buepa, 3aBTpa, lNocnegHune 7 gHen, Ota Hegena, MNpeabigywas/ Cnegyrowas Hegena, 9T10T
Mecsu, Mpegblaywinn/Cnenyrowim Mecau, 91oT rog, MNMpegblaywmnin/Cnegyowmnii rog,. Ana ctmna
oTob6pa>keHuns Aueek, BbIMOMHAOLLMX YC/TOBNA MOXKHO BbIGpaTb CTWU/b U3 CAKUCKA MW HAa3Ha4YnNTb
HOBbI C NO/Ib30BaTENbCKMMK NapaMeTpamMu.

4.3.3 ®opmMaThl A4eek

UT06bI M3MEHUTL dopMaT AUeek HaXKMUTE NPaBoOn KHOMKOW MbILLM Ha AYENKY N BbiIbepuTe NyHKT
dopmMaT AYeeK N3 KOHTEKCTHOro MeHIO UK BbiIbepute NyHKT MeHto ®opmMaT > opMart aveek Unm
Ha>XMuTe coveTaHme knasuil Ctrl+1, uto6bl OTKPbITL Ananor dopmar Aaveek.
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Dopmart aueek

Yucna WpudgT

OfpamMneH1es QoH

Kateropua

Bce
Ocobbli
Yvecnoeoi
MoOLEHTHEIA
DeHewHBIR

Oara

MNapamMeTpl
OpoGHan 4acTk:
Begywme Hynu:

Koa dopmata

Cnpasta

SdderThl WpHdTa

Jawmra aderxmu

4

PopmaT

BripaeHWEaHKE

BocTouHoaswatckue npaswna HaGopa

Haklk

Default - Russian

OTpHUATENBHBIE YHMENE KPacHbIM

PasaenyTens paipanos

[

LuanoroBoe okHO <DopMam AdeekK

OTMEHUTE

OK

B Be6 AnbtepOdunc ATabnunua nogaep>xmparotca cnenyrolme Tnbl 4aHHbIX B AYenKax:

e Ocobbin

e Uuycnoeon

e [1pOLEHTHbIN
o [leHEeXHbIN

e [laTa

e Bpemsn
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e HayuHbIN

e [lpobb

e Jlornyeckun
e TekcT

YKa3saHHble TUMbl AaHHbIX MOTYT 6bITb 3a4aHbl U3 KOHTEKCTHOIO MEHH0 K Auelike Mbo ananas3oHy aueek
1 Bbi3oBa MeHto «PopMar aueek». HekoTopble TUMbl ABNAKOTCA COCTaBHbIMU U MOTYT 6bITb
OOMOIHUTENIbHO HAaCTPOEHbI, HarNnpuUMep, KOJIMYEeCTBO 3HAKOB MNOC/Ne 3anATon B YNCNOBOM dopMaTe
nnu dopMmart AaTtbl B TUMNE AaHHbIX «[aTta».

4.3.4 BolpaBHMBaHME COAEPXKMMOIO AYeeK

0na naMmeHeHnA HanpaBneHnA TeKcTa B AYemnKe (AYenkax) HeobxoaMMOo HaxkaTb NPaBYH KHOMKY MbiLUM
Ha HY>XHOW AaYvenke nnm BbibpaHHoOM rpynne Aveek. 3ateM:

1. Bo Bcn/biBatoLLLEM KOHTEKCTHOM MeHH0 BbibpaTb Popmar ayeex...

Buipesath

KonupoeaTk
BCTaBWTE
BCTABWMTE KaK C

BeTaeuTh...
Y 0anuTh...
OUMCTUTL COAEDMMMOE...

KonupoeaTe dopMar
OUYMCTUTL hopMaTHpOBaHKME

BCTaBEMTE KOMMEHTADWA
CnapknaiHel ’

PopMaT AYeeK...

2. B OTKpbIBLLEMCA OKHE NnepexoanMm Bo BK/1agkKy BblpaBHVIBaHVIe.
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DQopmat Aaveek x

Yucna WpkdT SPderTol WpKHbTa BripaEHMEaHWE

BocToyHoaanatckue npaewna Hatopa OGpamMneHmne PoH 3alMTa AYSHEK

BoipasHWBaHWe TekcTa
Mo ropysoHTanu: Cranpapt = Orctyn: 0 nr
Mo BepTHKANK: CTanpapr -

OpUEHTALUMA TEKETa

PacnonosuTs No BepTHKaNH

BocTOYHOZIMATCKMA PEXKMM - .,

Mpagycwl: 0 =
KoHUeBaRA cobinka: E| 0 | O

CeoHCcTES

MNepeHoCHTE No CNoBaEmM
MNepeHoCHTE No chnoram
YMEHBIWATE NO Pa3IMEDY AYENAKH

HanpasneHwe TekcTa: HacnenoeaTs oT poOMTENLCKOMND OBLEKTA -

Cnpaska OTMEHWTE

3. Tenepb B pasgene OpueHTaumsa TEKCTa MOXXHO M3MEHUTb HanpaB/ieHMe TeKCTa Nog,
onpeneneHHbIM yriioM. A Taikoke B BbiNagarolleM cnucke HanpaeneHue TekcTa BeibpaTtb
HeobxoaMMbIN BapuaHT.
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OpHeHTAUMA TEKCTA

PacnonosuTe No BEpTUKANH - -~

BocToOYHOAIMATCKMA pEXMM - .

Mpamycsl: 0 s
KoHUeBasa coulnKa: | 0 | O

CeoOWCTEA
MNepeHocHTE NO CNoBam
MepeHocHTh NO CNoram

YMEHBIATE N0 PasMepy AYEHKK

HanpaeneHue TekcTa: HacrnepoeaTe oT pogMTENeCKOrD 06 bEKTS -

Cneea Hanpaso

Cnpaea Hanegeo
Cnpaeka HacnepoeaTk OT pOOHTENLCKOro 06LEKTa
**

Fopm30HTaanoe BblpaBHMBaHu1e

4. Bbloenunte A4enkun, TEKCT B KOTOPbIX HeO6XO,EI,MMO BbIPOBHATDb.
5. HaBknagke NnaBHas BblﬁepVITe >Kenaemoe BbipaBHMBaAHWE:!

10 /1IEBOMY Kparo, 1o UeHmpy, ro rnpaBoMy Kparo, ro WupuHe.
BepTukanbHoe BbipaBHUBaHWE

6. Bbloenute AYenkun, TEKCT B KOTOPbIX HEO6X04MMO BbIPOBHSATb.
7. HaBknagke lnaBHana BbibepuTe >XxenaemMoe BbipaBHUBAHMWE:

= &
T = X

10 BEpXHEMY Kparo, Mo YUeHmpy, rno HUXXHeMY Kparo.
4.3.5 NNHcTtpyMeHTbl: KonnposaTtb popmar

Beb AnbtepOduc ATabnuua nognep>kmBaet KonupoBaHne ¢opMaToB U CTUIEN AYeek. BbinonHuTte
cnepyroLime AencTBuA:

1. Bblaenunte AYenKky ¢ Hy>KHbIM pOpPMaTUPOBAHMEM.
2. HaBknagke 'maBHaa Ha>kMuUTe Ha KHonky KonnposaTtb ¢popmar.
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[:1 <
-

BcTaBuTe

o |

**

3. Bbigenute a4enkun, B KOTOpPbIE HY>KHO BCTaBUTb CKONMPOBaHHOe dopMaTMpoBaHueE.
4. Haxxmwute Esc, 4tobbl 0OCTaHOBUTbL ONepaLnio kKonmpoBaHua ¢opmara.

Ouuncrtka popmMaTupoBaHusa

[na oTMeHbl py4YHOro popmMaTMpoBaHUA B TEKCTE MOXKHO BblAENNTE TEKCT, HAXXMUTE HA HEFO NPaBOW
KHOMKOW MbILLW 1 B BbiMagatoLL,eM MeHto Bbibepute NyHKT OumncTtutb popMaTnpoBaHume, UM HaXkaTb
KoMbuHauwuto knasmw Ctrl+M. laHHas pyHKUMA cOpacbiBaeT Bce dopMaTnpoBaHMA caenaHHoe 6e3
NPUMEHEHMA CTUNEN.

|
Buipesath

KonupoBaTk
BcTaguTe
BCTaEWTE Kax C

BecTaenTe...
Y 1anuTh...
QUUCTHTE COeDHXHMOe...

KonWpoBaTb hopMar
OUYHCTHTL DOpPMATUPOBAHKWE

BecTaBWTh KOMMEHTADHA
CnapxnaiHel C

POopMAaT AUSEK. ..

4.3.6 ABTO3anonHeHue aueek

[ns Toro, uTo6bI aBTOMATUUYECKM 3aMNONHUTb AYENKM NOCNEA0BATENbHBIMU NapaMeTpaMm BBeAUTE
nepBoe 3Ha4YeHne 1 pacTAHUTE NON3YHOK (OTMEYEHHbIN Ha PUCYHKE HUXKE) Ha HeobxoauMoe
KONMYEeCTBO sivYeeK BHN3, BBEPX, BNEBO UM BNpaBo HanpuMep, ecnuv BBECTU B AYelKe 3HaveHne 11
pacTAHYTb NON3YHOK Ha 5 AYeeKk BHU3, TOr4a OHM 3amno/IHATCA Yncnamu nocnegosartenbHo ot 1 40 5.
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ABTO3anonHeHue aueek nocnepoBaTe/IbHbIMU UMCaMU

Ecnun Hanucartb B svelike «AHBapb» U pacTaHYTb ee, TO NocneayoLmMe sHenKkM 3anoHATCA
Ha3BaHMAMMK MecAueB. 1o aHaNnorMm MoXXHO 3anoNHUTb SHYENKM HAa3BaHMAMU AHEN HeaeNn.

ABTOMaTUUeckoe npeobpasoBaHue B popmMar gatbl

Mpw BBOAE Uncen B popmMarte «10.03.23» dopmat auenku bynet aBTomaTMyeckn nepeseqeT B popmar
[ata. Takke npu BBOAE TO/IbKO 3Ha4YeHUn «10.03» K HUM aBTOMaTn4eckun byaet gobaBneH TekyLmin
rog v 3HadeHue npmnobpertet cnegyrowinn Bng «10.03.23».

4.3.7 dunbTpauua gaHHbIX

Ons Toro, Uto6bLl 4O6ABUTL GUNBLTPALIMIO K AMana3oHy a4eeK Tabnuubl, BbIAENUTE X N 3aTEM
nepenauTe Bo Bknaaky JaHHble 1 Bbibepute HeobxoamMMble napaMeTpbl punbTpaunmn. Ana yoaneHuna
HACTPOEHHbIX GUNbTPOB BbIAENNTE AYENKN U NepengmTe Bo Bknagky [aHHble 2 Yaanutb dunbtp.

4.3.7.1 ABmopunbmpayus

dyHKuMA ABTOGUNbTpaLMmM BCTaBNsAeT B Ha3BaHMe Tabnuubl BbinagatoLmMin CNMCOK C NnapaMeTpamm
ansa dunbTpauum gaHHbIx adenkn. na nobasneHna asTodunbTPa BbINOMHMUTE cneaytoLlme AeNCTBUA:
1. Boigennte ctonbubl, B KOTOPbIX HEO6XO0AMMO MCMOMb30BaTh aBTOoPUAbTPauuto. 1. Nepengnte Bo
Bknaaky JaHHble > ABTodunnbTpauma, Nocsie Yero B NepByto CTPOKy cTonbua 6ynet nobasneH

. _ . HI:IJIH'-IE'CTE{:I| ~
BbiMagatoLwmm cnncok (0603HaueH KHOMKOW CTPENoYKU B AYENKE ) c napamMeTpamm

ons GunbTpaunm gaHHbIX BbiIbpaHHoOro gManasoHa. 1. Jnda 3anycka ¢punbTpa oTKPOMTe BbiNaaaroLLnii
CNUCOK U BBEAMUTE HEOBXOANMbIE aTPUBYTHI.

B cnucke napamMeTpoB ¢unbTpaLmMm MOXKHO OTMETUTb TO/IbKO HEOBX0AMMbIE AaHHbIE, K KOTOPbIM ByaeT
npuMeHeH GunbTp UNm BiIbpaTb BCe AaHHble cTonbua, Ana aToro oTMeTbTe NapameTp Bee.
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KONHYECTBO | E‘l

CopTUpOBaTb NO BO3PACTAHWKD
COopTUpOBaTE NO YORBAHWKD
COpTUpOBKA NO UBETY
PaznenvTent

OunbTp No ueeTy

OunLTp NO YCNOBWHKD

MNoWCK 3NeMeHToR. ..

' Bce Lock

vy 2

vy 1100
OTMEHUTE @]

MNMapamempsl amoguibmpayuu

[na Toro, 4to6bl CKPbITh pacKpbiBaOLLMKUCA CAUCOK aBTOGUAbTPA, HAXXMUTE Ha AYelKyY, B KOTOPOM
HaxoauTbcAa GUNbTP U NnepenanTe Bo Bkagky JaHHble > aBTopunbTp. O6paTnTe BHUMAHME, YTO
apudmMmeTmnyeckme GyHKLUMM YUUTBIBAKOT U Te AYENKM, KOTOpble He 0ToBpa>katoTca nocne NnpuMeHeHusa
dunbTpa.

4.3.7.2 CmaHgapmHaa ¢puibmpayus

CtaHgapTHbIN GUABLTP NO3BONASAET HACTPOUTb HECKO/bKO YCNOBUM PpUbTPaLMM OaHHbIX B Tabnuue.
CtaHpapTHbIn GUAbTp MoXKeT paboTaTb C MaTpuLEen AaHHbIX, BblAennte Heo6xoaMMbIN Mana3oH
Aveek ana punbTpaumm BMeCTe C Ha3BaHMAMM CToN6UOB 1 cTpok. [Ana aobaBneHmna takoro ¢unbTpa
BbIMO/THUTE crieaytoLume warun: 1. Bolgenute HeobxoanMmbln ananasoH auveek. 2. Nepengnte Bo
Bknaaky [aHHble > CtaHgapTHbIN unbTp 3. B OTKPbIBLUMMCA OKHE BBEAMTE NapaMeTpbl
éunbTpaumun. B napamerpe UMa nonsa Boibepute Ha3BaHMe CTPOK U cTonbuoB, nobaBbTe ycnoBme
dunbTpaLMKM N3 BbiNafaroLLero CNMcka n 3HayeHme, KOTOPOMY AOMKHO COOTBETCTBOBATL YC/IOBUE.
Fopn30oHTaNbHO pacnonoXKeHHbIe AaHHble B CTpoKax ByayT cBA3aHbl NpM NoMoLLm onepatopa «U», a
BEPTMKaNbHO pacnofioXKeHHble faHHble B cTonbuax 6yayT cea3aHbl Npm noMolin onepatopa «UJMN». 4.
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OTKponTEe AOMNONHUTENbHbIE HACTPOWKKN Yeped KHoMky MapaMeTpbl 1 3aN0NHUTE pacLUMPEHHbIEe
aTtpubyTbl, Npmn HeobxoanmMocTn. 5. Haxxmute Ha KHonKy OK 015 3aBepLUEHNA HACTPOWKN U
npuMeHeHna ¢unbTpa.

CranpgapTHbIA PUNLTP x

k

Yonoeua ¢uneTpa

OnepauMs 1mA nona Ycnoeuwe JHaYeHKe -
KOMMYECTBD w» > ~ 20 - »
11 v KOMWYeCTEBD - < ~ 50 - »
- - HET - - = - L x
- - HEeT - - = - - X

w

~ [MapameTpbl

YUWTHBaTE perucTp PerynApHble BbipaXeHna
/| [WanazoH cogep®u T nognvcK cTonduoe Bes noeTopeHUMH
MoMecTUTe pelyneTaT B: CoxXpaHuTe YCNOBWA
- He onpegenéH - - =

Crnpaeka OYHCTHUTE OTMEHHTE “

Hacmpolika cmaHgapmHoro ¢unbsmpa 47149 Auana3oHa a4eeK

O6paTtuTe BHMMaHUA, YTO Nocne npuMmeHeHna éunbTpa B Tabnumue 6yayT BUAHbI TONbKO CTPOKM,
coAep>XXMMoe KOTOPbIX COOTBETCTBYET KpUTEpMAM noncka. Bce octanbHblie CTpOkM 6yayT BpEMEHHO
CKpbITbl, 0TOO6Pa3nUTb MX CHOBA MOXXHO NMO0 NOMeHAB NapaMeTpbl GunbTpa, NMbo yaanue ero yepes
BKnaaky JaHHble > Yaanutb GUbTp.

99



4.3.7.3 PacwupeHHaa punbmpayua

PaclmpeHHbIh duUnbTp NO3BONAET 3a4aBaTbh NapamMeTpbl pUAbTpaLmMmM HENOCPEACTBEHHO HA NNCTE C
3/1EKTPOHHbIMM TabnunuamMun. [1na NpUMeHEHUs pacLUUPEHHON GUNbTpaUUn creaynTe MHCTPYKUMN: 1.
Mop anekTpoHHOW Tabnnuen, No AaHHbIM KOTopoW ByaeT npoBoANTLCA pUNbTpaLUA, CO34aNTe KOMUIo
3aronoBKoB cTon6u0B Tabnuubl (MOXKHO CKONMMPOBAaTb Ha3BaHUsA CTOMOLIOB M BCTaBUTb UX HUXKE C
OTCTYnoM xoTa 6bl B 1 cTpoky); 2. lNoa CTpoKow ¢ 3arofioBKkaMuy BBeAUTE YyC10BMA ANd punbTpaumm B
Tex ctonbuax, roe aTo HeobxoanMmo;

A B C

1

2 TOBAap WEHS

3 1 100
4 2 200
5 3 300
(5] 4 400
7 5 S00
8 |
9
10 <300

N

12

13

BHeceHue ycnoBuli 4n1a pacwupeHHoU ¢puismpayuu

1. [anee BblaennTe nepBoHaYanbHyo Tabnuuy ¢ AaHHbIMU U NepenguTe Bo BkNaaky JaHHbie >
PacLunpeHHbIN GUnbTp, NMNocrie Yero oTKPOeTcA OKHO C HacTponmkamMm punbTpa;
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1

2

3

; PacwupeHHbIA dUneTp h ®
6

7 B3ATk yCNOBKWA UNbTPa W3

8 :

0 - He on pEﬂEJ’IéH - - $Sheet1.5A%9:3B%10 q

10 <300

n ~ [MapameTtpbl

12

13 YuMThiBATbH perucTp PerynapHble BoipaXeHnA
4

5 3aronoBkMW B NepeOW CTpOKe Bes noeTOpeHUA

:? /| ToMmecTHTb pesynbTarT B: | Coxp. ycnoews duneTpa
18

19 -HeonpepengH - - ooheetl.$A312 =

20

21

22 Cnpaaka OTMEHUTE
23

24

25

26

27

78
Hacmpolika napamempoB pacwupeHHoro ¢puibmpa

B none Baatb ycnosua dounbTpa U3 BHECUTE agpec Anana3oHa BCcex a4eek ¢ yCnoBuaMu
dunbTpaumm (BMecTe C 3arosioBkamMu);

B none NMomecTunTb pe3ynbTaT B yKaXkuTe agpec A4enku, B KoTopyro 6yaeTt noMeLLeH pesynbtat
pacyeToB dunbTpa.

PeasynbtaTt npMeHeHuna paclumpeHHoro ¢unbtpa 6yaeT npeacraeneH B BbibpaHHOM A4elnke B
BUAE Tabnunubl (CM. pUCYHOK HMXKE).
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1

i ToBap weHa

3 1 100
4 2 200
] 3 300
i 4 400
7 5 500
8

9 tosap  uewa
10 =300

n

12
13
14

15

16

Pesynbmam npumMeHeHUA paculupeHHoro ¢uibmpa
4.3.8 CopTupoBKa AaHHbIX
[na HacTpoOMKN NPOCTON COPTUPOBKM JaHHbIX BOCMONb3YUTECH:

e [/1A COPTUPOBKM NO BO3pacTaHMIo nepenante Bo Bknaaky aHHble > CopTupoBaTth No
BO3pacTaHuto;

e [0/19 COPTUPOBKM No ybbIBaHMNIO NepenanTe Bo Bkaaky JaHHbie > CopTupoBaTtb No
y6bIBaHUIO.

[Ona npyuMeHeHNA [ONOAHUTENbHbIX NapaMeTPOB COPTUPOBKU AaHHbIX BOCNOIb3YNTECh BKIAAKOW
[OaHHble > CopTupoBka nnm F’naesHasa > CoptupoBka. [1na nposeaeHmnA Takom COpTUPOBKN B Tabnuue
[0/MKHa 6bITb TONIbKO 0O4HA CTPOKa C 3aro/1oBkamMmm CTonbL0B M A0MKHbI OTCYTCTBOBATh 06beANHEHHbIE
AaYenkn. CopTMpPOBKY MOXKHO OAHOBPEMEHHO NPOBOAUTbL Mo 3 cToNbLaM.

[ns npMMeHeHMA pacLuMpeHHbIX NapaMeTpoB GuNbTpaLmn:

e BbloenuTe ntobyto adenky B Tabnuue, AaHHble KOTOPOW HeEO6X04MMO OTCOPTUPOBATD;

e nepenante Bo Bkaaky [aHHble > CopTUpOBKaA, MOC/Ie Yero OTKPOETCA OKHO C HacTpoOMKaMm
YCNOBUI COPTUPOBKMU;

e napameTpbl Knroum copTmpoBKM 00MKHbI coaep>kaTb Ha3BaHUsa cTonbuoB Tabnnubl B
BbiNagatoLLEeM CMUCKE B KOTOPbIX ByaeT npoxoanTb copTupoBka. Ecnu npeanaratorca
Ha3BaHuA «Ctonbey A», «Ctonbeu, B», To gonyuieHa ownbka B BblaeneHnmn tabnuubl. Beibepute
HeobxoaMMble NapaMeTpbl 4NA COPTUPOBKM ANA Kaxkgoro crtonéua.
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CopTupoBKa ®

YCNOBWA COPTHUPOBKMK MapameTpbl

Knou copTHpoBKM 1

Cronfel ToBap - @ Mo eo3pacTaHuK
() Mo yBuisaxmo
Knwoy copTHpOBKM 2
Cronbey LeHa - @ Mo Bo3pacTaHWK
- () Mo yBuisaxmo
Knwoy copTMpOBKH 3
Cronbey - He OnpefenéH - - lNo eozpacTaHuK
Mo yomBaHuo
MapameTpbl COPTMPOBKH
JaronoBKW: ./ [lKMana3zoH cogepmuT MeTKKM cTonbuos

HanpaeneHue: @ Ceepxy BHW3 (COPTHPOBKA CTPOK)

{_:‘ CneBa Hanpaeo (CopTWpoBKa cTonbuoe)

Crnpaeka OTMEHHMTL ﬂ

Mapamempbl COPMUPOBKU AaHHbIX

Ha Bknagke MapaMeTpbl HacTpanBatoT 4ONOAHUTENbHbIE YCIOBMA COPTUPOBKU M ONpeaenAtoTca
AYENKM, B KOTOPble HEOOBXO0AMMO NOMECTUTb pedynbTar.

4.3.9 CneumnanbHasa BcTaBka

CreuunanbHas BCTaBka yrnpoLLaeT NpoLecc BCTaBKK, MO3BOMAA BbiI6paTh, kKakoe ¢popMaTMpoBaHme
HeobXxo04MMO NCMONb30BaTh A1 AobasnaeMon MHbopMaummn. Ytobbl NPUMEHUTL CrieumarnbHyHo
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BCTaBKy: 1. CKONMpPyMNTe 31€MEHT, KOTOPbI XOTUTE BCTaBUTb. 2. LLLeNKHWUTE NpaBol KHOMKOM MbILUW MO
MeCTy B JOKYMEHTE, Ky[a XOTUTE BCTABUTb AaHHbIA 3M1EMEHT N Ha>KMUTE BCTaBUTb.

B 3aBucmmocTu ot cKonmposaHHOro anemMeHTa (TeKCT, 4ncno, pPUCyHoK " T.,EI,.) 6y,u,yT npeasio>XeHbl
pa3nn4yHbie BapnaHTbl BCTaBOK. B okHe cneunanbHOW BCTaBKK 6y,u,eT npeasiookeHo Bbl6paTb ™n
BCTaB/1AeMbIX AaHHbIX, MPON3BECTU C HUMWN MaTEMATUYECKME onepaunmn ninm HeT, a Takxxe
AO0NONHUTENbHbIE NapaMeTpbl BCTaBKU (CM. PNCYHOK HVI)Ke).

Bectaeutb ke %
[penycTaHOBKM BcTaeuth NapameTpbi
i Bcé Kak ceAsb
|3.14| [onbKD 3HEYEHWA
| Yucna TpaHcnoHWpoBaTh
nil
3 14[3HaqeHHA W (DOpPMaETH
W Texct Mponyck NycTbix A4Yeex
wilm—
[MT""““ thopmart v/ [atauepema Onepaumm
| = ]—r HeT
f ™ [TpaHCNoOHWpPOBATH BCE IIIDF:-I.-'IETI:M @
() Cnoxwrs
KoMmMmeHTapuK —
+/ HemeoneHHo BhINONHWTE () Bbiuects
ObnekTl () Ymroxutb
P
DopMynb () Pasgenutb

COBHHYTE AYESHKW

@ He coBuraTth

Ty
() BHua
Ty
| |
p—

Cnpaoka OTMEHWUTR “

PaCLUUpeHHbIe HacmpoﬁKu BCMaBKu 3/1eMeHmoasB

Bnpaeo

4.3.10 Jo6aBneHne KOMMEHTapPUEB K AYenKe

MNHorga B pabote Heobxoanmo ao6aBUTb MPUMEYaHmMe K avenke. [1na 9Toro MoO>XXKHO BOCMNO/1b30BAaTbCH
KOHTEKCTHbIM MEHIO ANA AYEenKM 1 BbibpaTb «BCcTaBUTb KOMMEHTapUin».
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|
BoipeaaTh

KonupoBaTk
BeTaeuTh
BCTaEMTh Kak b

BCTAEMTE...
YaanuTb...
OUYKMCTUTE COOeDXHMOe...

KonupoBaTk dopMaT
OYHMCTUTE dopMaTHpoBaHUve

BecTaEMTh KOMMEHTaPWA
CnapxnaiHel b

PopMaT AuseK...

lNocne BbINONHEHUA AENCTBUIN OTKPOETCA OKHO BBOAA TEKCTOBON MHPOpPMaLMK.

—

testuser
nT, 24 okT. 2025 7. 16:44

OTMeHa CoxpaHuTe

Advenikn, MMeroLLLME KOMMeEHTapuUmM (NpuMeYaHusa), noMevaroTca He6ONbLLMM KpaCHbIM TPEYIrONIbHNUKOM
B MPaBOM BepxHeM yrny auemnkn. KOHTEKCTHOE MeHIo M3MeHAEeTCA U noasnAeTcAa onuma Yoanutb
KOMMeHTapun (npnmedvaHumne). Ytobbl UBMEHUTb KOMMEHTaPUI HaBeANTE MbILLIKY Ha KPaCHbIN
TPeyrosibHUK — NOABATCA OMNLMM N0 €ro USMEHEHUIO N yaaneHuto. AHanornyHble 4enNcTBUA MOryT BbiTb
BbINO/IHEHBI NPW MOMOLLM BKNagku «PeueH3npoBaHue» B pasgene «<KomMmeHTapum».

4.3.11 3awmTta a4emnkm

I'IpV| BK/TFOUEHMU 3aLLMTBI TNCTa BCE AYENKU MO yMO/T4aHUNIO 6y,c|,yT 3aLmLeHbl OT UBMEHEHUN. Ona
TOro Yto6HI pa3pewintb USMEHEHWE AMNana30oHa AaHHbIX, HeobxoaAnMO BbIAENNTL T HHGVIKM, KOTOpbIe
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He TpebyroT 3aLnTbl. B KOHTEKCTHOM MeHto HeobxogmMmo BeibpaTb PopmMart aueek U Ha BKaake
3almTa A4eeK CHATb ranoyky ¢ onuumn «3aLluLLLEHO>.

dopmart Aueek ®
Yucna WpnpT SdderThl WpuhTa BolpaBHWBaHWE
BocTouyHoasnaTckwe npaenna Hatopa QOfpamneHue PoH JawmTa Aaveikm
Sawmra
CHpbITE BCE Cell protection is only effective after the current sheet has been protected.

| 3alWuweHo
CHpbITE dopayny
Meyate

CHKpbITE NP NEYaTH MpK NEYaTH BEIDpAHHbIE AYSHKK BYOYT NPOMYLEHEL

Cnpaska OTMEHNTL

Mocne yero cneagyeT BKAKOYUTD 3aLLUTY NNCTA, BbI3BAB B [NTaBHOM MEHIO Ha BK/1aaKe
«PeLeH3npoBaHme» KHOMKY «3aLlUnTUTb INCT».
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1 3alMTHTDL NHCT E]

3AWWUTHTE AUCT W COASDKUMOE 3aLUMILEHHBIX AYEeK

mi Maponb:

4 MogTeEepwaosHde:

PaszpelnTs BCeM NONbLI0OBaATENAM 3TOMO NUCTAa:

b

BhiGMpaTh 3alMILEHHEIE AYSRKK
BLiGUpaTh HE3AWMWILEHHEIE AYSHKK
BcTaenate cTonGUb

BcTaBnaTte CTROKKH

Delete columns with unprotected cells

Delete rows with unprotected cells

10000J"

Cnpaeka OTMEHWUTL

DK
T T T T y

Jln60o Ha naHenun BHN3Y Ha ApPJibIKE NNCTa:

BcTaBuTh NWCT Nepen, —

BcTaeuTs NKMCT nocne
MNepeuMeHoBaTE NHCT...

JAMTHTE NMCT...
I K

ONMMPoBEaTE NMCT...
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4.3.12 Vilcnonb3oBaHMe MMeHOBaHHbIX AMana3oHOoB

B Be6 AnbtepOdunc ATabnumua BO3MOXKHO NPUCBOEHNE MMEHM NMIOO6OMY AnanasoHy UNn OTAENbHOMN
Advenke. Micnonb3oBaHWe MMeH AMana3oHoB UK Aveek B dopmMynax unmn GyHKLMAX NO3BONAET caenatb
nx 6onee NOHATHLBIMU M yNpoLLL@ET NpoLecc BBOAA.

Ona npuceoeHusa nMeHn auenke nnmn gnanas3oHy B Beb6 AnbtepOduc ATabnumua Heobxogmnmo
cnepoBaTb onpeaeneHHbIM NnpasunamM. MNpu BBoae HENPaBU/IbHOIO MMEHM B ANa/10rOBOM OKHe byaeT
noaenAaTbca coobuieHmne o6 owmbke. MmeHa B Be6 AnbtepOduc ATabnmua AonmKHbl HAUMHATLCA C
OYKBbI U1K CUMBOJIA MNOAYEPKMUBAHMUA N MOTYT coaep>kaTb 6yKBbl, UMOPbI U HEKOTOPbIE CReLuanbHble
CUMBO/bI.

ﬂ,OI'IyCTVIMbIe B MMeHW cneunanbHble CMMBO/IbI:
® [oag4vepkKmBaHue;

lMpouecc NpUCBOEHMA MMEHW AMana3oHy UaKn oTaenbHom adverike B Be6 AnbtepOduc
ATabnuuaocyLiecTsnaeTca cneayowmm obpasom:

1. Boigenunte avenky nnu gnanasoH.

2. Boibepute BeTtaBka 2 3agaTb

New Spreadsheet (8).0ds S o B B
ﬁ?* iZ OGHOBMTE ol A BJ Maobpaxenne v (.2) (.2) Oata =D 3agate
CeofHasA Tabnuua [» Yoanute Ouarpamma  CnapknaiH  fx ®yHkuma Tnepeceinka  Ymubii nogéop (O Bpems [l Ynpaenenue

B noaBmBLUEMCA OKHE BBEAUTE MMA AYENKM NN AMana3oHa B COOTBETCTBUN C npasunnamMmm HanncaHnA
MMEHN N HAaXXKMNTE KHOMKY ,ﬂ,OﬁaBVITb. Takoke MoXKHO Bbl6paTb napaMeTpbl Anana3oHa U obnacTtb
BNANMOCTW.
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3agate MMA x

330aTe UMA WM OMaNa30H MNK BEIDaKEHME.

Mnas:

AdWanazod Unv opmMynbHOS BulDaMeHHe:

$NMuet1 . 5GE10:51517 =

OBnacTe BMAMMOCTI:

DokymeHT (rnobansHo) -

v MapameTpbl AMana3soHa

AuanazoH nedaTtu MNoeTopaTe CTONGEL,
DUNLTP MosTopATe CTROKY
Cnpaeka NobaEnTh OTMEHHTL

[Ona npocMoTpa n ynpaBneHmMA NnpucBOeHHbIMM MMeHaMn Heobxoammo BbiIbpaTb BeTaBka >
YnpaBneHue
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YnpaBneHue MMeHamm E]

MmauanazoH WA GopMynbHoe BeipaXeHWeOGnacTe BHAMMOCTH
Mpumepd SNMueTl.$GE10:51%517 NowrymenT [rmoSansHo)
Mpumep2 SNMueT.SNE18 NowrymedT [rnoSansHo)

BhiGepuTe A4elky AoKyYMEHTa Ana oSHOBNEHWA Mana3soHa.

naA:
Mpumep
AuanazoH Mnu GopMynNbHOE BbiDaMEHME:

et $GE10:51517

)

OEnacTb BMAMMOCTM:

AokymMedT (rnoGankHo) -

> NapameTpbl AManasoHa

NoSaEnTL YoanuTe

Cnpaeka OTMEHWTL OK

4.3.13 [lo6baBneHme cCcbi/IOK HA AYENKU

B oHnanH pepakTope eCTb BO3MOXHOCTb A406aBNATb CCbINKM Ha AYENKU, HaxoaaLlMeca Kak Ha TOM XXe
nncTe ¢ Tabnuuamm, Tak U Ha Apyrux nucTax AokyMeHrta. [Ana no6aBneHusa CCbiIKU BBEAUTE 3HAK
paBHO, Ha3BaHMe NNCTa, 3aTeEM CUMBO TOUKWN M aapec AYenkn, Hanpumep: «=/Inct2.A1». Takum
o6pa3oM B LieneByto AYenKy byaet nobaBneHo 3HaueHue auenkm A2, HaxogALLLeENCA Ha InCTe C
HasBaHueM Jinct2. Ecnn nameHutb cogep>knmoe auenkn «/Inct2.A1», To coaep>xmmoe LeneBomn
AvenKku Takxxke nameHntca. Obpartnute BHMMaHMe, YTo Npu go6aBNEHNN CCbI/IOK Ha3BaHWE INCTAa
[O0/IKHO YKa3blBaTbCA C y4YETOM BCEX PerncTpoB 6yke n npobenoB B Ha3BaHUM.
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4.4. PaboTa c nuctamu

4.4.1 CospnaHune, yganeHue, nepeMMeHoBaHme NNCTOB

4.4.1.1 BcmaBka HOBbIX /IUCMOB

Ha naHenu BHU3y HaXXMmTe KHOMKy BcTaBuTb nncT , UTO6bl BCTaBUTb HOBbIV NINCT NOC/e
nocnenHero nncTa.

4.4.1.2 Bcmaska niucma B npou3Bo/ibHOM Mecme

Ha)xMmnTe npaBom KHOMKOM MbILLW Ha ApbiKe NT1McTa, PAAOM C KOTOPbIM XOTUTE BCTaBUTb HOBbI NIUCT, U
BbibepuTe NyHKT BcTaBUTb NUCT Nepea unm BctaBuTb NUCT nocne

BCTaBMTL NWCT Nepef,
BCTaBMTE NWCT Nocne

Y 1aNKWTE NUCTLL. ..

[NepeMMeHOBATE NWCT. ..

JAWMTUTE NKACT...

CKpbITh NKCT

[MepeMeCcTUTE NMCT BNEBO
[MepeMecTUTE NKCT BNPAaBO
[lepeMecTUTE/CKONKWPOBAaTL NKCT...

Muerl Muetz m

4.4.1.3 lNepeumeHoBaHUe /1UCMOB

Mo yMO/14aHMIO NnCTaM npmnceanBardTCcA MMeHa BUAa JlnctX, roe X - 310 HOMEP no nopAaaky. Mo>XHO
nepenMMeHoBaTb INCT, UCMOJIb3YA ABa cnocoba:

1. HaxxmMuTe npaBom KHOMNKOW MbILLM Ha AP/bIKe NNCTa U Bbibepute NyHKT [NepenMeHoBaTb TNCT B
KOHTEKCTHOM MEHt0, YToObl 3aMEeHUTb CYLLLECTBYHOLLLEE MMS Ha MHOE.
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BcTaeuTe NMCT nepeg
BcTaeguTe NUCT nocne

Y 1anuTe NUCTHL...
MNepevMmeHoBaTe NUET...
JAWMTHUTE NKCT...

CKpbITE NUCT
MNepeMecTUT:e NMCT BNEBO
MNepeMecTUTs NMCT BNPaBO

mﬂ EPEMECTUTE/CKONWPOBATL NKCT...

2. [Baxkgbl HAXXKMUTE Ha ApnbIK NNCTa, uTobbI OTKPbITb Ananor nepeI/IMeHOBaTb NnncCrT.

MNepeMmeHOBaTbL NMCT x

BeeauTe HOBOS UMA NKCTA

4.4.2 N3aMeHeHMe nopaaka nMcToB

Nuctd|

MepeMeLaTb MM KONWMPOBaTb IMCTbI B Npeaenax oa4Horo AokyMeHTa MOXHO C MOMOLLIbHO
nepeTackMBaHWA UM C NOMOLLbIO AnanoroeBoro okHa lNMepemMecTtuTb NNCT Bneso/MNepeMecTnTb NUCT
BMpaBo

BcTaeuTs NKMET Nepef

BcTaeuTe NMCT Nocne

Y AAnNKWTE NWCTHL..

MepeuMeHoBaTs NKCT...

JAWMTUTE NKET...

CKpbITE NMET

MepeMecTUTe NMCT BNEBO
MepeMecTUTs NMCT BAPABO
MepemMecTHTL/CKONWPOBATE MKCT...

MNucT NWcrz m

112



Mepe MecTHTh/cKon HMpOBaTk AMCT =

OeicTaue

@ MepeMecTUTL () Konupoears

Pazmelweqne

BecTaeuTe Nnepen
Nue
Nuet2
Nuets

- NepeMeCcTHTE B KOHEL, -

Hoeoe Wkia

NMwers

Cnpaeka COTMEHWTE MepeMecTMTL

ﬂuanorosoe OKHO HepeMecmumb/CKonupOBamb Jsiucm...
4.4.3 3awmTa nucTa

Beb AnbtepOduc ATabnuua no3BonaeT 3anLLaTh TMCTbl M LOKYMEHT B LilenoM. 3awmTa Bcero panna
Npon3BOAMTCA BblAauyen COOTBETCTBYHOLLMX NpaB Ha dann.

UTt0b6bI 3alWNTUTb NNUCT Ha ApP/blIKE JTINCTa BbI6€pVITe onuuto 3alnTUTb NINCT

BeTaBMTe NWCT Nepef
BeTaeMTe NMCT Nocne
YaanuTe NUCTHI...
MepeMMEHOBETE NACT...
JAUMTHTE AMET...

CKpBITE NMCT
MepeMecTWTe NMCT BNEBO
MepeMecTWTs NMCT BNPAED

H MepemecTHTe/cKONWpOBaTE NKET...

B onanoroBoM okHe BbI6VIpaeM napaMeTpbl 3aLLnTbl:
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3alMTHTD NHCT E]

W | JAWMTUTE NKCT W COOSp¥XUMOS 33l ILEHHLIX AYesk

Maponk:

MoaTeepHaeHMe:

PaspelunTs BecemM NONL2OEATENAM 3TOMD NMCTE:

4

4 BLIGMpaTE 38WMILEHHEIE AYSHKK

vy BhIBUpaTE He3alWMILEHHBIE AYEAKKM
BecTaenaTte cTonGubl
BoTaenaTe cTPOKK
Delete columns with unprotected cells

Delete rows with unprotected cells

Cnpaeka OTMEHWTL “

4.5. Pabota c Tabnuuen

4.5.1 3akpenneHune obnacteun (CTpoOK 1 cTonbL0B)

Korga npoBoantca pabota c 6onbummMm Tabnnuamm B Beb6 AnbtepOduc ATabnuua odeHb 4acTo
6biBaeT yn06HbIM 3aPpUKCUPOBATb CTPOKU UK CTONBLbI, YTOObI OHW OCTaBaNUCh Ha MecTe Npun
NpoKpyTKe TabnnLbl.

Kak 3akpenuTb cTPOKy unu ctonbéeu,

[na 3akpenneHuna nepeBon cTpoku B Tabnumue Haao BoibpaTb B MeHI0 Bua, > dukcuposaTb nepByto
CTPOKY M HaxkaTb N1EBYIO KHOMKY MbILLW. 3akpennéHHan cTpoka byaet otaeneHa >KMpPHOW
rOpmM30HTaNnbHOM NMMHUEN. TakuM 06pa3oM NMpm BEPTUKaNbHOM NMPOKPYTKE 3Ta cTpoka byaeT
ocTaBaTbcA Ha MecTe. [JnA Toro uto6bl 3aKkpenunTb NepBbIN cToNnbel, Heob6XoANMO BbIMONHUTD
aHanornyHole gencrteua. Boibpaem B MeHio Bupg, > PukcuposaTtb nepsbivi cTonbew,. 3akpenneHHbIN
ctonbeu 6yaeT otaeneH >XMPHOM BEPTUKANbHOW NUHMEN. [lanee npu ropu3oHTasIbHOW NPOKPYTKE
Tabnuubl 3T0T 3adPpUKCHMpoBaHHbIN cTonbel, byaeT ocTaBaTbCA Ha MecTe.

Mo>kHO nocnepoBaTenbHO 3aKPENUTb CHavanna NepByro CTPOKY, 3aTeM NepBbin cTonbew, (Mnu
HaobopoT). B gaHHOM cniyyae npu NPoOKPyTKe AOKYMeEHTa Ha MecTe ByaeT ocTaBaTbCA BCA
3adunkcrpoBaHHana obnactb. UTob6bl OTMEHUTL 3aKpeneHne CTPOK 1 cTonbLoB, Hago eLle pas
BblOpaTb B MeH0 Bug, > ®ukcrnpoBaTb CTPOKU U CTONOLbI.
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£ AnsTepOdmc New Spreadsheet.ods 2 o [5 @A

—}||

(33 < B | carito > 1omm v AN A
'5} }I{ K ﬂ :F J':"Lz J':"LE E b ";' v i -

=

BcTaBuTe ]

D20 | fx XY =
A M N 0 P Q R

32
33

34
35
36
37
38
39
40
a1
42 Ly
43
44
45
46
a7
48
49
50

3akpenieHHbIl nepBeili cmosibey U cmpoka
Kak 3akpenuTb HECKO/IbKO CTPOK unu cton6uos

[na 3akpenneHna cpasy HECKONbKMX CTPOK UM CTONBLLOB CAY>KUT NYHKT MeHio Bupg, > PukcuposaTtb
CTPOKM U cTon6ubl.. [MpenBapntencHoO cneayeT BblAENUTb CTPOKY HUXKe (Mnn cTtonbel npaeee)
3aKkpennseMon obnactu.

Takke nHoraa 6siBaeT He06x04MMO caenatb KOMOMHNMPOBAHHOE 3aKpenneHne HECKONbKMUX CTPOK U
cTonbuoB ogHOBPEMEHHO. [1/19 3TOro Haa0 BbiAENUTb AYENKY, PACNONOXEHHYH CTPOKOW HUXKE U
cTonbuoM npaBee OTHOCUTENLHO 3aKpennaemMon o61acTu, Nnocne Yero Ha>katb B MeHto Bupg, 2
PukcupoBaTb CTPOKM U cToN6UbI. [Tocne aToro npm BepTukanbHOM NPOoKpyTKe 6yayT ocTaBaTbCA Ha
MecTe 3aKpen/IEHHbIE CTPOKM, a PN rOPMU30HTaIbHOWM — 3aKpennéHHble cTonbubl Tabnnubl. CHATME
rasioykm B TOM >Ke NyHKTE MEHH MOSTHOCTbIO yOMpaeT BCE 3aKpensieHne CTPOK U CTONOL0B.
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4.5.2. Co3paHune 1 HacTpoliKa CBOAHbIX TabnnL,

4.5.2.1 CozgaHue cBoAgHbIX mabuy
[Ona co3gaHna ceogHom Tabnnubl BbIMOMHUTE cneayroLlne AeNCcTBUA:

1. YcTaHOBUTE Kypcop B AMana3oHe f4eek, coaep Kallnux 3HaUeHMA 1 3arofioBKN CTPOK U
cTon6buos..

2. Bbibepute BcTtaBka > CBogHasa Tabnuua

o= 0= OBHOBWUTE Bd WMaoBpaxeHue ¥
i} : allli ~ P
CeoaHas Taénuua ﬁ:l:x; YOanuTb Ouarpamma CnapknawnH ]F}{ q:‘:-,fHKLI,HFI

3. B nosasueLieMcsA okHe «BbibpaTb nCcToUHMK» BbiIGepuTe BoibpaHHoe 1 HaxxmuTte OK.

BuIGpaTh MCTOUHMK E]

|"---H|
L

@ BriGpaHHoe

MiMeHoBaAHHLIA OWAaNA30H: IMMEf -

Cnpaeka OTMEHWHTL OK

4. 3aronoBku Tabnuupbl otobpaxkatotca B o6nacTtu «[docTynHble nons». [epeTalimte Ux B Hy>KHble
obnactn: dunbTPbI, NoAsA cToNbL0B, NOMA CTPOK, NoMA AaHHbIX U HaxkxMuTe OK. CBogHan
Tabnuua NoaBUTCA Ha OTAE/IbHOM NIUCTE.

116



PaameTKa cBogHOW TaGnML bl ®

PHUNETPLI: Mona cTonBuoe: OocTynHbIE NonA:
HaHHbe Pamunma
BozpacTt
Naona cTpok: Mona gaHHex:

MepeTawmTe Nonsd B HYRHYH ofnacts

~ MapameTpbl

MNponyckaTe NYCTbIE CTPOKK PacnosHasaTe KaTEropuK
| CTongubl MHTOros | CTpoKW MTOroe
OofasuTe dHMNeTD PazpewnTe nepexon K 4eTanam

MokasaTs KHOMKW pPa3BepHyTh/CBEPHYTL

v MICTOYHMK M HA3HAUYeHKe

MeTouHKE

() WiMeHoBaHHbIA guanasod Mpumep! -

(@ Buicop $Mucr1 3A51:3B55 =

HasHayeHue

@ Hosbii nMcT

() WMeHoeaHHbIA guanasod Mpumep? -

() BuiBop

L

Cnpaexa OTMEHUTE

Mpu nepemMeLLeHnn 3aronoeka B 06/1acTb [Monsa gaHHbIX, C/IEBa OT 3aro/ioBka NosBUTCA GYHKLUMSA,
ncrnonb3yeMas ans BblUMCNEHUA AaHHbIX. [JBOMHOMN LLIENYOK MO OAHOMY U3 nonen B obnacTu Mons
[aHHbIX BbI3OBET AManorosoe okHo «one gaHHbIX».
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[Baxkabl LLenkHUTe no nonam B obnactax MNona cton6uos, MNona ctpok, PunbTpbl, YTOOLI 3a4aTb Kak
6yayT BbIUMCNATLCA OTOBpa)kaeMble MPOMEXKYTOUHbIE UTOTI.

4.5.2.2 Vicnosib3oBaHuUe cpe30B

Cpesbl NpeaocTaBnsaoT BO3MOXKHOCTb GUNbTPOBATh AaHHble B Tabnnue. Cpesbl cO34at0TCcA Ha aTarne
nob6aeneHus nonen tabnuubl B o6nacte Prnbtpbl. YT06b1 0OTOUNBTPOBATL AaHHbIE HAXKMUTE Ha 3HAYOK
Bbibopa ¢punbTpa (NepeBepHyYTbIN TPEYroNbHUK) N yCTaHOBUTE Gia>kokK C >KenaeMbiMm 3HaYEHUAMMN.

A B C D
1 Bozpact _| BCE - [~]
i Daninna 1= BriGop nona
4  |benkuH -
5  [KoweuxwH

MoWck 3nemeHTOoE.

& |[uenkuH
7  |CobakuH /| Bee Lack
&  [Mror PeaynbTan
g 1
10 b 4
N
12
13
14
15 OTMEHHTL OK
16

**

4.5.2.3 Paboma co cBogHbIMU mabsuyamMu
1. MoprotoBka gaHHbIX:

e Y6eautech, YTO AaHHbIE, C KOTOPbIMU Bbl XoTUTE paboTaTb, HaXoA4ATCA B CTPYKTYPUPOBAHHOM
dopmarte, c 3aroloBKaMun cToN6L0B M COOTBETCTBYHOLLUIMMU 3HAYEHUAMMU.

e Yb6eauTechb, UYTO BCE AaHHble HaxoaaTca B og4HOMW Tabnuue uam gnanasoHeb ayeek.

A, B C
1 [MpooykTe Kareropua Llena
2 Abnoko DOpykTel 100
3  Mopkosb OBoLwm 80,5
4  |Dapw Maco 350
5  Cup MonouHan 1499

**

e Bbigennte oanana3oH gaHHbIX, BKIKOYAas 3aro/loBKU CToN6L,0B.
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A B c

1 [NpoaykTwl Kareropua Llexa

2 Abnoko OpykTsl 100
3  Mopkosb Oeowu 80,5
4  Dapw Maco 350
5 Cuoip MonouHan 149.9.

-~ **

3. B meHto BbibepuTe BeTtaBka > CBogHasa tabnuua.
e B noasuBLIeMcs AnanoroBoM okHe PazMeTka CBOAHOM TabnuLbl yKakmnte Amnanas3oH AaHHbIX.

PaameTKa L':EDHHDFI TabnHibl ®
PUNETPLI: MNana cTongyos: OocTyrnHblE NoNA:
HaHHIe [NpoayKThi
KaTeropma
LzHa
[Mona cTpok: [Mona AaHHBIX:

MNepeTallMTe NoNA B HY*HyH oGnacTs

> MapameTpbl
* MICTOYHWMK M Ha3zHa4YeHne

Cnpaeka CTMEHWTR OK

e [lponsBeauTte pa3MeTKy CBOAHOM TabnuLbl ykazaHMeM HEOBXOQUMbIX AMaNa3oHOB:
o B nosBuBLieMcsa okHe Bbl MoXKeTe BbiOpaTb Nona, KoTopble Bbl XoTUTE ncnonb3oBaTh 414
co3aaHunda ceogHom Tabnuubl.
o B nonelMons cTpok BbibepumTe Nosne nnm Nons, No KoTopbiM Bbl XoTUTe rpynnupoBaTthb
AaHHble (HanpuMep, “KaTteropua” nnm “lon”).
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o BnoneMona gaHHbIX BoIGepuTe none nnam nona, kotopble Bol xoTnute oto6pasunTtb B
3aronoBkax ctonbuoe ceogHon Tabnuubl (Hanpumep, “Mecau” nnm “Mpoaykr”).

o BnoneMona gaHHbIX BbIBepuTe None nam Nona, 3Ha4veHns Kotopbix 6yayT
CYMMMpPOBaTbCA UM arpernposaTbcA B cBOAHOM Tabnuue (HanpuMmep, “Cymma” nnu

“Konnyectso”)

PaameTKa CEOQHOMW TabnMLbi

PUNLTPLI

MNana cTpok:

MNpogykThi
KaTerapka

LleHa

MNaona cTonBuos:

OaHHbIe

Mana naHHBK:

MNepeTtalMTe NoNA 8 HYHHYH 00NacTs

> [NMapameTpsl

> ICTOYHMK W HA3HaAYeHKe

Cnpaexa

OocTynHBIE NONA:
MNpoayKThl
KaTteropws

LeHa

-

e Bnone CTOYHUK 1 Ha3HaYeHne YKa>Xunte HOBbIN TNCT UM CyLLl,eCTByI-OLLI,I/Il\/'I NNCT, Ha KOTOpPOM

6yneT pasmelleHa ceBoaHan Tabnuua.

e Haxmute OK.

4.5.2.4 PegakmupoBaHue u popmamupoBaHue cBogHoU mabiuybi:

Mocne co3paHuna cBoaHOM Tabnuubl Bbl MoxkeTe pegakTupoBaTtb U dopMaTMpoBaTh ee, 406aBNATL UN
y0anAatb Nons, U3MeHATb TUMbl arperMpoBaHna AaHHbIX U T. 4. Bbl MoXKeTe NPUMeHATb pasnuHble
bYHKUMN arperMpoBaHusa, Takme Kak cymMa, cpefiHee 3HauyeHne, MakCUMyM, MUHUMYM U T. 4., K NONAM

3HayeHun ceogHoOM Tabnuubl.

MOo>KHO Tak>ke NPUMeHATb GUNLTPbI U COPTUPOBKY K CBOAHOM Tabnuue Ana nonyvyeHnsa 6onee ToMHOro
aHanusa gaHHbIX. 4. Bo3MO>KHble BapuaHTbl 3anpocoB B paMKax 04HOro AOKYMEHTa UNu n3

oTaenbHoro danna:

B pamMkax ogHOro AOKyMeHTa:
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e Bbl MOXKETE M3MEHATb MCXOAHbIE AaHHble, 0OHOBAATL CBOAHYO Tabnnuy n aHanM3npoBaTtb
pe3ynbTaTtbl UBMEHEHWUI B peXXMME pPeasibHOro BPEMEHMN.

e Bbl MoXeTe no6aBnATb HOBble AaHHble B Tabnunuy n 06HOBMATL CBOAHYH Tabnuuy, YTobbl
BK/TFOUNTb HOBbIE 3HAYEHUA.

N3 otoenbHoro danna:

e Bbl MOXeTe coxpaHATb CBOAHYIO Tabnumuy B OTAENbHbIM Gann ¢ pacumpeHmem .ods u
ncnonb30BaTh €ro B fanbHenweM ana aHanmaa uam CoBMecTHom paboTol.

e Bbl MOXeTe MNopTupoBaTh AaHHbIe N3 Apyroro danna nnm 6asbl faHHbBIX U CO34aTb HOBYHO
CBOAHYO Tabnumuy, UCnonb3ya 3T AaHHble. [1nAa aToro Heo6xoAMMOo Ucnonb3oBaTb GopMyny
“=DDE”.

Be6 AnbtepOdunc ATabnunua nogaep>knBaet popmaTtbl pannos Microsoft Excel (.xlsx), noaTomy Bl
MO>KeTe OTKpbIBaTb 1 paboTaTthk C CYLLECTBYHOLMMKW CBOgHbIMK Tabnnuamu, cosgaHHbiMu B MS Office,

6e3 ocobbix Nnpobnem.
5. MI3MeHeHMe NCTOUHMKa AaHHbIX

Ecnun Bawuu gaHHble 66111 U3MeHEHbI UK ao6aBneHbl HOBble AaHHble, Bbl MOXXxeTe 06HOBUTL CBOAHYHO
Tabnuuy, YTo6bl OTPA3UTb 3TU UBMEHEHMA. [1N5 9TOro BblAEeNNTE CBOAHYHO Tabnumuy U HaxxXMmnTe NpaByto
KHOMKY MbILLUU M BbiIbepuTe B BbiNnagatoweM MeHto O6HOBUTD.

A, B C D E
1 MpogykTkl | * |KaTeropusa | * |LieHa * |(nycTa)
2  [Mopkoes Oeowm 80,5
3 |Cup MonouHan 1499
4  |Dapw Maco 350
5 |ABnoko DpyKTHI 100 Beipesate
&  |Mror PeayneTar Konuposats
7 BCTaBMTh
g CBOMCTEA...
10 OBHOBUTL
1 Y anuTs

6. N3MeHeHue pacnonoXXeHusa nonen

B cBoaHOM Tabnumue Bbl MoXXeTe MSMEHUTb PacrnosioXKeHWe rnonemn, nepetacknBas nx B gpyrue
obnactu. Hanpumep, Bbl MoxkeTe nepeMecTutb none n3 obnactn Ctpokn B o6nactb KonoHkM nnu
HaobopoT. ITO No3BoNAeT BaM M3MeHATb CTPYKTYpY CBOAHOM Tabnmubl U Nony4aTtb pa3/iMyHblie BUAbI
aHanmMsa gaHHbIX.
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A B c D E

1 MpoayxTel | * |Karteropya | = |LleHa * |(nycTa)

2  |MopkoBb Oeowm 80,5

3 |Celp MonouHan 1499

4  |Dapw Maco 350

5 [ABnoko DpyKTHI 100 BeipesaTe
&  |Mror PeayneTar Konuposarts
7 BCTaBMTh

g CBOWCTEA...
10 OBHOBUTL

1 Y0anuTL

7. WN3MeHeHuMe arperaTtHbiX GYyHKLNA

Mo ymonuaHuto, cBoaHble Tabnuubl B Be6 AnbtepOduc ATabnuua ncnonbaytoT pyHKUMIo “CyMma” ana
arperauuu gaHHbix. OgHaKko Bbl MOXKETE M3MEHUTb 3TY GYHKLMIO Ha OpYryto PYHKLMIO, TaKyH Kak
“CpeaHee 3HadveHune”, “MakcmmyMm”, “MuHUMyM” n gpyrume.

8. [obaBneHue 4ononHUTENbHbIX Nonen n GUNbTPOB

Bbl MoXkeTe 06aBUTb AONOMHUTENbHbIE MONA B CBOAHYO TabniuLy, NOMECTUB X B COOTBETCTBYHOLLIME
obnactn. Hanpumep, Bbl MoXKeTe aobaButb none “HAC” unu “Otaen” Ansa AONONHUTENbHOMN
rpynnupoBKU AaHHbIX. Bbl Tak)ke MoOXKeTe NPUMeEHATb PUIbTPbI K cBOAHOM Tabnuue, UTobbl
oTtobpaxkaTb TO/IbKO onpeaeneHHble 3HaUYEeHMA NN UCKKOYaTb HEKOTOPLIE AaHHble. [1nsa 3Toro
LLIeNKHUTE NPaBon KHONKOM MbiLLn “CBoricTtBa” n Bbibepute “ob6aBnTtb GUNLTP” BO BKIaAKeE
“IMapamMeTpbl” pasMeTkmn cBOAHOW Tabnuupl.

9. Mcnonb3oBaHue CBOAHbIX rpadunKoB

Beb AnbtepOduc ATabnuua no3BonsaeT co3gaBaTb CBOAHbIE rpadUKM Ha OCHOBE CBOAHbIX TabnuL.
Lna atoro Bblgennte cBoaHyto Tabnuuy 1 Bbibepute Betaeka > [lnarpamma. 3ateM B MacTepe
AnarpamMm BbibepuTe xkenaeMbit TN rpaduka, HanpmuMep, ctonbuaTyo guarpamMmmy Uan KpyroByro
anarpamMmmy, n HacTponTe napamMeTpbl rpaduka.

10. lob6aBneHne ntoros

Bbl Mo>keTe f06aBUTb UTOrOBblE CTPOKM MM cTON6LbI B CBOAHYIO Tabnuuy, 4To6bl 0TO6pa3unTb
CyMMapHble 3Ha4YeHuA UNKn gpyrue arpermnpoBaHHble aHHble. HanpuMep, Bbl MoXkeTe 06aBUTb
CTpOKy ¢ 06Len cyMMou npoaaxx unun ctonbew, cpegHnx 3HaueHun. [1na atoro BbibepmnTte CBOAHYH
Tabnuuy, nepenante Bo BKIaaky “[aHHble” Ha NaHeNn MHCTPYMEHTOB U BbIBEPUTE HY>KHYHO OMNUMIO
ona nob6aBneHns NToros.
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4.6. Pabota c popmynamm

4.6.1 lcnonb3oBaHMe BCTPOEHHbIX GYHKLNN

[MonHbIM cNMCOK AOCTYMHbIX GYHKUWMN npeacTaBneH B Mactepe pyHKUMIM TabnnMuHOro pegakropa.
LdocTtyn K MacTepy GyHKLWM OCYLLLECTBNAETCA Yepes3 KHOMKY Hag, pabouen 061acTbio C 9MEKTPOHHbLIMM
Tabnuuamu (CM. pUCYHOK HUXKE).

A1 - th Yv =
A - ‘_ D E E G H
1 | MacTep ¢yHKUMEI
9 | |
3 r
4 MacTep dyHKumi x
3]
& Dy HKLWMW CTpykTypa
z MoMck: PeaynbTaT §yHKLMK:
8 :
9
10 S
n imilar
12 KaTeropus:
13 .
14 ce -
15 DyHKEUMA:

i
@
4

> ba3a gaHHbix

-t
[+ R |

» [laTa v BpemnA

#NULL!
L % DWHaHcoBLIE
20 Popmyna: PeayneTart:
21 >  WHpopmaumn
22 5 Jlordueckue
23 MaTemaTH4ecKne -
24 ’ -
25
26 Help
27 %
28
29 Cnpaeka Maccwe = Hasapn Danese = OTMEHWTE “
30
31
MacTtep doyHKUUMN

Mepen TeM, Kak Bbl 0TKpoeTe MacTep GYHKUMN, BbiaeNnTe A4ENKY UNU AMana3oH AYeek Ha TeKYLLLEM
nucTe, uTobbl ONPeaAenUTb NO3NLUIO, B KOTOPYHO ByaeT BcTaBneHa popMmyna mn ee pesynbTaT. MacTep
OYHKUMI coaepXUT aBe Bknaaku: PyHKUMK, KOTopaa CNy>KUT ana co3gaHusa ¢opmyn, n CTpykrypa,
KoTopas CAY>XUT O/18 NPOBEPKU CTPYKTYPbl GpopMy. PyHKLNM NpeacTaBneHbl Mo KaTeEropusam B
BbiNagatoLLEeM CMNCKE, a Tak>Ke BECb CMUCOK LLe/IMKOM B andaBUTHOM NopAake, Bbibepute
HeobXxoaAMMyHo KaTeroputo 1 ganee PyHKLUMIO ABONHbBIM Ha)xaTUeM NIEBOV KHOMKOW MbiLun. B npaBon
yacTu 9KpaHa OoTKpoeTcA OKHO ansa paboTbl ¢ BeibpaHHOW GOpMyion, ee onnucaHne U CTPyKTypa.
Ha)xmunTe Ha kHonky [lanee anAa toro, Ytobbl OTKPbLITL NONA BBOAA apPryMeHTOB (CM. PUCYHOK HUXKE).
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Mactep pyHKUMHA

DryHKUNK

Mouck:

Similar

KaTeropuna:

MaTemaTHueckHe

DyHrUMA:
ABS
ACOS
ACOSH
ACOT
ACOTH
ASIN

Cnpaeka

®
CTpykTypa CY MM * Pe3yneTaT §yHKLKMK: #HAMA?
BosBpallaeT cyMMYy BCEX apryMeHToB.
Yucno 3 (HeobRzaTensHo)
Hucno 1; ykcno 2; ... apryMeHThl, CYMMY KOTOpBIX Heolxogumo
BbIMWUCNHTE.
b
* Yucno 1 fe| |12 = )
; Yucno 2 fu| G4 =
Hucno 3 _f},; =
Hucno 4 _f},; | =
-
-
Gopmyna: PeaynbTaTt: #AMA?
Help

=CYMM(12;C4; )

MacTtep ¢pyHKUMM — BKNagka PyHKLUN

A

Maccue = Haszap Oanee = OTMEHWTE “

B MacTtepe PpyHKLNN MOXKHO HaNTU PYHKLNM NO CNeayroLLmMM KaTeropmam:

Kateropusa

OyHKUMM 6a3bl
OaHHbIX

dyHkumm [aTa
n Bpema

OnucaHune

NomoratoT
npoaHanuampoBaTtb
npocTyto 6a3y AaHHbIX,
KOoTopas COCTOMUT U3
cToN6L0B U CTPOK, C
OaHHbIMU,
OpraHM3oBaHHbIMU Kak
oAHa cTpoka gnA
Ka)kgow 3anmcu

|/|CI'IOﬂb3yI-OTCFI AanAa
BCTaBKUN N NSMEHEHUA
AaTtbl U BPEMEHMU

DyHKUNM

NONC; AONCAT; AN3BNEYb; AMAKC; AMUH;
AMPOW3B; ACP3HAY; ACTOTK/1; ACTOTKIIT;
NCYMM; OCYET; ACYETA

[OATA; PASHOAT; OATASHAY; AEHb; AHW; AHEWN360;
EASTERSUNDAY; QATAMEC; KOHMECALA; YAC;
MWHYTbI; MECALL; YACTPABOHW,
UYMCTPABAHW.MEXA,; TOATA; CEKYHAbI; BPEMA;
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®dunHaHcoBblE
PyHKUMU

NHdopMaumnoH
HO-
TEXHONOrnYyeck
ne: QyHKUNM
MH$OopMaLUK

NHdopmMaumoH
HO-
TeXHOMornM4yecKk
ne:
Nornyeckue
dYHKLUMM

MaccuBbl

MatemMaTtmnueck
ne pyHKLNM

MaTtemaTtuyeckue
PyHKUMM onA
PUNHAHCOBbIX
BbIYMCNEHUN

Mcnonb3yrotca ans
NnpPoBEPKU TUMa
3HaYeHMA NN CCbINKA.
Ka>kpaa ns atux
dyHKUMIM NpoBepAaeT TUN
3HavYeHMA 1N Bo3BpaLlaeT
3HaueHne NCTUHA nnun
NOXb.

B cootBeTcTBUM C
pe3ynbTaTtoM ycnoBus
BbIMOJIHAETCA TO, UK
NHOE aencrieme.

LenatoT paboTy C
6onbwmMmM
Aviana3oHaMm 3Ha4YeHUM
yoobHee n 6bicTpee

C nomMoLbo
MaTteMaTU4ecKmnx
OYHKLNIN MOXKHO
NpPoOBOAUTb Pa3/INYHbIE
pacueTsbl

BPEM3HAY; CETOAHA; AEHbHEA; HOMHELE/IN;
HOMHELE/IN_EXCEL2003; PAB[EHDb;
PABOEHb.MEX[,; roa; AONAT0O4A

DB; MC; AMOPYB; AMOPYM; ACY; BCA; A006; OJINT;
HAKOMA0OX04; HAKOMNAOXOAMOTALL; MONYYEHO;
MPOLMNAT; CKUAKA; 3PDEKT; SDDEKT_ADD; PMT;
ANJ; 0OXO4; OOXOOYEK; AOXOAMOTALL;
OOXOACKUMOKA; MBCO; MONINT; HOMUHAJ;
HOMWHAJ/1_ADD; OBLLAOXOA; OBLLAOXOA,_ADD:;
OBLLUMAT; OBLUMNIAT_ADD; OCNAT; NAJINT;
PABHOKYEK; PYB/1b.JEC; PYB/Ib.APOBb; LIEHA;
LIEHAKYEK; LIEEHANOTALL; LLEHACKMAKA; YNC; BC;
CTABKA; B3PACIVC; OATAKYIMNOHAO;
OATAKYMOHMOC/IE; AHEVKYIOH;
OHEMKYNOHAO0; AHEMKYMNOHMOC/IE;
OOXOAMEPBHEPET; 4OXOAMOC/IHEPET; MHOPMA;
KMEP; MPNT; NMYO; LEHAMNEPBHEPET;
LEHAMOCNEHEPET; YAC/NOKYMNOH; YACTBHAOOX;
YMCTH3; 3KB.CTABKA;

Y; HA; ENOTNY; EHA; HETEKCT; EHEYET;

EHEYET _ADD; EOLL; EOLLUMBKA; EMYCTO; ECHA;
CCbI/IKA; ETEKCT; E®GOPMY/A; EYETH; EYETH_ADD;
EYNCNO; UHOOPM; TEKYLLL; TUN; ®.TEKCT;
AYENKA;

EHA; ECZTMOLWNBKA; ECTMMH; MEPEKJ/THOY; ECJ/1N;
U; NTN; NCKUNN; UCTUHA; NOXb; HE

NrPOMNPUEST; IMHENH; LINEST; MEAWH; MOEP;
MOTMPEA; MYMHOX; POCT; CYMMKBPASH;
CYMMITPON3B; CYMMPA3HKB; CYMMCYMMKB;
TEHOEHUWMA; TPAHCTT; YACTOTA

ATPETAT; BbIHECTb; CYMM; HOUR; CYMMEC/INMH;
ABS; ACOSH; ACOT; ACOTH; ASIN; ASINH; ATAN;
ATAN2; ATANH; CONVERT_OOO; COS; COSH; COT;
COTH; EXP; LN; LOG; LOG10; PI; SEC; SECH; SIN;
SINH; TAN; TANH; TPAOYCbIl; 3HAK; UTOI'; KOPEHDb;
KOPEHbBIMW; MY/IbTUUHOM; HEYET; HOL;
HO/J_EXCEL2003; HOK; HOK_EXCEL2003; OKPYI/1;
OKPYTNBBEPX; OKPYIJIBHN3; OKPYTJIT; OCTAT;
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Cratuctnyecku
e dyHKunKn

NMpnMeHeHne
CTaTUCTUYECKMX
PYHKUMI obneryaer
nosib30BaTesto
OCYLLIeCTBUTb
CTaTUCTUYECKNN aHanu3
OaHHbIX.

OTBP; NMEPECYHETEBPO; NMPON3B; PAOVNAHDI;
PAO.CYMM; CNYYMEXAY; CZTYYMEXAY.[B;
CN4ncC; cnymnc.anB; CTENeHb; CYMMEC/IN;
CYMMKB; ®AKTP; LIE/TOE; YETH; YACTHOE; YKOME;
YKOMBA;

BETAOBP; BETAPACTII; BMUHOM.OBP; BUHOM.PACTT;
BUHOMPAC; KBMMPCOH; OTPE30K; CYET; CYETA;
CYETEC/IU; CYETNYCTOT; XW12.0BP; X12.0BP.MX;
XW2.PACTT; XW2.PAC.MX; XN2.TECT; XM20BP;
XW2PACT; XM2TECT; XMIKBOEP; XMKBPACTT;
SKCM.PACI; 9KCMPACH; F.OEP; F.OBP.MX; F.PACIT;
F.PACI.NX; F.TECT; FPACI; FPACMNOEP; Z.TECT;
ZTECT; TAMMA; TAMMA.OBP; TAMMA.PACTT;
TAMMAH/IOT; TAMMAHNOI.TOYH; TAMMAOGEP;
TAMMAPACTT; TAYCC; TMMNEPTEOM.PACTT;
TMNEPTEOMTECT; CPTAPM; CPTEOM;
YPE3CPEOHEE; ®ULLEP; dULLEPOEP; TECT;
SMALL; JOBEPUT; JOBEPUT.HOPM;
NOBEPUT.CTIOAEHT; KOBAP; KOBAPUALLMA.B;
KOBAPUALWA.I; KOPPE/; KPUTBUHOM;
NNOTHOPM.OEP; IOTHOPM.PAC; TIOTHOPMOEBP;
NNOTHOPMPAC; HAMBOIbLUWNIA; SKCLECC;
CP3HAYEC/1MN; CP3HAYEC/TINMH; MODE; PHI;
KBAPTWU/b; KBAPTU/1b.BKJ/1; KBAPTU/b.UCKJT;
MAKC; MAKCA; MEOVAHA; MUH; MUHA; MOOA.HCK;
MOJA.OOH; HOPM.OBP; HOPM.PACI; HOPMOEP;
HOPMPACH; OTPBMHOM.PAC; OTPEMHOMPACTT;
MNMEPCEHTUNb; MNPCOH; MPOLUEHTWUNb.BKJT;
MNPOLEHTUNb.UCKJT; MPOLIEHTPAHT;
MPOLIEHTPAHT.BKJT; MPOLEHTPAHT.UCKJT;
MYACCOH; MYACCOH.PACI; CP3HAY; CP3HAYA;
CPOTK/J1; YEAR; SKEW; SLOPE; BEUBY/1/1;
BEVBY/1/1.PACIM; BEPOATHOCTb; ANCI; ONCI.B;
OWCI.T; ANCNA; ANCNT; ANCITA; KBAOPOTK/;
HOPM.CT.OBP; HOPM.CT.PACI; HOPMA/IN3ALMS;
HOPMCTOBP; HOPMCTPACH; MEPECT; MEPECTA;
MPEOCKAS; MPEACKAS3.IMHEWH; PAHT; PAHT.PB;
PAHT.CP; CTOTK/1; CTOTKJ1.B; CTOTKJ/L.T; CTOTK/IA;
CTOTKJII; CTOTK/ITA; CTOLLYX; CTbOAEHT.OBP;
CTbIOAEHT.OBP.2X; CTbIOAEHT.PACTT;
CTbIOAEHT.PACN2X; CTbKOAEHT.PACH.NMX;
CTbIOAEHT.TECT; CTbIOAPACH; CTbIOAPACMNOBP;
TTECT;
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OYyHKLUUYN
9NEKTPOHHbIX
Tabnuy,

PyHKLMU
TekcTa

OyHKUNM
noucka
(MowuckoBsble)

MH>KeHepHble
OYHKLUMM

Copaep>xnt onmcanune
OYHKUNIN 3NeKTPOHHbIX
Tabnuy,

NpegHasHa4veHbl ANnA
ynobcTea paboTbl ©
TekcToM. ObnervatoT
ob6paboTky cpasy coTeH
CTPOK.

OcyuiecTtBnaeTca Nnomck
OaHHbIX B Tabnuue nnm
Anana3oHe Aa4veek c
NMOMOLLLbIO BCTPOEHHbIX
dyHKUMNI

NH>KeHepHble pyHKLMN
NPUMEHAITCA B
WH>KEHEPHbIX M HayYHbIX
pacu4éTax.

TUN.OWWBKW; DDE; BINP; BbIBOP; TMIMEPCCbIJIKA;
mpe; ABCCblN; ACBT; MHAEKC; NNCT; NNCThI;
OBJIACTI; MONCKMNOSZ; MPOCMOTP; CMELL,;
CTWJ1b; CTOJIBEL,; CTPOKA; TUMOLNBKW;
YCTO/1b; YHCTPOK

APABCKOE; ASC; JIS; PEIB; PUMCKOE; 3HAY;
BEBCNYXBA; ®UNbTP.XML; KOAMP.URL; UNICODE;
BATTEKCT; OEC; AJIUHB; ANCTP; SAMEHUTb;
KOACWMB; NEB; JIEBB; HAUTW; MEUYCKMB;
MOBTOP; MNOACTABUTbL; NMOUCK; MNMPAB; NPABB;
MPOMNCH; NMPOMHAY; MNMCTP; NMCTPb; PYB/1b;
CXKITPOBE/Ibl; CUMBOJT; COBIAL; CTPOYH;
CLIEMWTb; TEKCT; ®UUKCUPOBAHHbIW; KOHNCUMB

MOUCK; NMPOCMOTP

CSC; CSCH; BASE; BECCE/1b.I; AB.B.LLECTH;
NENBbTA; AEC.B.BOCbM; AEC.B.AB; AEC.B.LLECTH;
APOLW; APOLL.TOYH; MOPOTI; ®OLW; dOLL.TOYH;
LWECTH.B.BOCbM; LUECTH.B.AB; LWECTH.B.AEC;
MHNM.COS; MHNM.COSH; MHNM.COT;
MHWNM.CSC; MHUM.CSCH; MHNM.SEC;
MHWNM.SECH; MHUM.SIN; MHVM.SINH; MHUM.TAN;
CONVERT; BOCbM.B.[1B; BOCbM.B.[IEC;
BOCbM.B.WWECTH; AB®AKTP; KOMIM/IEKCH;
MHNM.ABS; MHUM.EXP; MHUM.LN; MHVMM.LOG10;
MHNM.LOG2; MHUM.APTYMEHT; MHMM.BELL;
MHWUM.AEN; MHMM.KOPEHb; MHUM.TMPOW3B;
MHWM.PA3H; MHUM.COTMPAX; MHMUM.CTEMNEHb;
MHWM.CYMM; MHUM . YACTb;

Mpwu co3paHunum popMyn MaccurBa ¢ NnomolLbto Mactepa dyHKUNUN HEOOBXOAMMO OTMETUTL NapaMeTp
MaccuB, uTo6bl pe3ynbTaThl pacyeToB BO3BpaLLannch B Buae maccma. PopMy/ibl C UICNOIb30BaHUEM
MaccuBa BeAyT pacuyeTbl, rae nokasaTtensaMm apryMeHTOB AABNAOTCA AaHHbIE HECKObKUX AYEEK U
pe3ynbTaTtoM 6yayT ABNATbCA HECKONLKO rnokazartenen. Popmynbl Maccma o603HavatoTCa AByMA
éurypHoiMm ckobkamm: { }. MakcmManbHbln pa3dMep MaccuBa - 128 Ha 128 aueek.

4.6.2 Beoa apryMeHToB GpyHKUUU

BBog 3HaueHU apryMeHToB GYHKLMI BO3MOXKEH CrieAyoLLMMM NYTAMU:

® BBeAunTe Bpy4dHYHO agpeca HeobxoaAnMbIX AUueek (,u,mana30Ha FIL-IeeK) B NoJ1A BBOAa apryMeHToOB;

e BbibepuTe AUENKY UMM AMana3oH A4YeeK HENOCPEACTBEHHO N3 Tabnuubl. 19 3TOro HaXkMmMTE Ha
KHOMKY pAAOM C NoneM BBoaa, nocse Yero okHo Macrtepa pyHKUMIM cBepHeTcA ansa yoobctea,
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BblAENUTE MbILLKOW UMK C KnaBnaTypbl Heo6XxoaMMble AMENKU U 3aTeM pa3BepHUTe Mactep
dYHKLUMIM 0BpaTHO

Mocne Toro, kak BBeAEHbl BCe apryMeHTbl PyHKLMN, ee pe3ynbTaT pacCUMTbiBAaeTCA aBTOMaTUUYECKM U
nokasaH B nose PeaynbTar, 44 npeaBapuTenbHOro NpocMoTpa, KoTopbii MHPopMupyeT
nonb3oBaTesisi BO3MOXHO /I NPOU3BECTUN AaHHbIe pacHeTbl C yKasdaHHbIMW apryMeHTamMu. Ecnn
apryMeHTbl NPMBOASAT K oLLMbKe, oTobpaykaeTca COOTBETCTBYHOLLMIA KOA, OLLUNOKN, NS paclundpoBKU
KOTOPbIX MOXHO 06paTUTbCA K cripaBke. 14 Toro, Yto6bl BIOXKUTb 0AHY GYHKLINIO B APYYHO
BOCMO/b3YNTECb KHOMKOW CieBa OT Mo/iA BBOAA apryMeHTa .

Bknapka CTpykTypa

Ha Bknagke CTpykTypa oTobpaykaeTca nepapxmyeckoe npencraBneHme Tekyen pyHkKLumum v
yKa3blBatoTCA NPaBU/IbHO BBEAEHHbIE apryMeHTbl. 3eN1eHbIM OTMEYEHbl apryMeHTbl, KOTOpble
yO0BNETBOPAIOT YCNOBUAM GYHKLMKN, KPAaCHbIM — HENpaBU/bHbIe TUMbl AaHHbIX (CM. PUCYHOK HUXKE).
HanpuMmep, ecnun BBeAEH afpec AYeliku ¢ TeKCTOM, B TO BpeMs, Koraa pyHKumMa TpebyeT ToNbKo
UYMCNOBbIE 3HAUEHMA.

MacTtep ¢pyHkymi - CYMM(Yucno 1; ...) x
{D}fHHLI,H CTpyKTYpa CYMM Pe3ynbTaT §yHKLWM: 138
Content: BozepalyaeT cyMMy BCEX apryMEHTOE.
Yucno 3 (HeobAzaTensHO)
w CYMM = 158
Yucno 1; uwcno 2; ... apryMeHThl, CYMMY KOTOpbiX Heobxogumo
~ Ca=23 pry L p il
EbIYHCNHTD.
« C3=123
FY
S 12 Yucno 1 fx C4 = )
Hucno 2 f\ - =
HYucno 3 f\ - =
Yucno 4 fx =
-
Gopmyna: PeaynbTaT: 158
=CYMM(C4;C3;12)
o
o4 =

MacTtep ¢pyHKUMM - BKNagka CTpykTypa
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4.7.PaboTa co BcTaBkaMu

4.7.1 BctaBka nsobpaxeHun, ¢ouryp, gmarpamm

4.7.1.1 Bcmaska guarpamMm

[na BcTaBkun AvarpaMmbl UM NOCTPOEHUS rpaduka HeobXoANMO BblAENUTb AManasoH SYeek 1,
nepenaa B MeHto BectaBka > [lnarpaMma, oTBETUTb Ha BONPOCHI MacTepa NoCTPOeHUA AnarpamMmmsl:

Tun gnarpamMmmel

[dnana3oH gaHHbIX

Papgbl paHHbIX

OneMeHThI anarpamMmmol

MacTep guarpamm

BriGepuTe TUN AWarpamms

i
=
&

CTonGyatas
NenTounan
Kpyrosas
Of-Pie
O6nacThb

NkHK“K

Cnpaeka

FY

e

i, | =R

TpExXMEpHEINA BMO
Durypa

Bnok

Uvnueap
KoHye

Mupammoa

\_;LEL

O6bMHaR

= Hazag Oanee = FoToBD OTMEHUTE

Nocne HaxaTmnAa loToBO anarpamMmma 6y,u,eT nomMewleHa Ha TekyLieMm niam HoBoM 1IMCTe B 3aBNCUMOCTU
oT Bbl6paHHbIX HaCTpoOeK. Tunel nogaep>XmeaeMbix gnarpamm:

Ctonbuaras
JleHTo4HanA
Kpyrosas
O6nacTtb
JTnHnM

XY (pa3bpoc)
lNy3bipbKkoBan
Cetuartan
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e bupxesan

e Ctonbubl U NHUN

4.7.2.2 Bcmaka aBmoaguryp

[Ona sctaBkn duryp B TabnnyHbI AOKYMEHT nepengute B MeHo BectaBka > durypbl.

aitn

naeHan BcTaeka MakeT OaHHEIe PeueHaupoBaHue dopmat

[ekcToBOE NONe

30ecb MOXKHO Bbl6paTb AnAa BCTaBKu cnegyruime kateropmmn:

JInHnn

O odurypsl ¥ A Tekcrosble 3dhexTsl =

OCcHOBHBIE hKUrypsi

OO0O00CO0OGCANY

CLHOO0ar@~80
]

D
O )z VOoOQq [
O 89

BnouHble cTpenku

c=2fleoibrael
Vo= [P
PP RAT S

3B&3fbl M CEBWTKHM

ROV RO L
QO

LG &2 iU

Brnok-cxema

OO HITBsUS00O
AVOURBXS
AVUDQSODO

OCHOBHble GUrypbl

bnouyHble CTPENKN

®durypbl-cuMBONbI

3BE&34bl U CBUTKU
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e  ®durypbl BBIHOCOK
e bBoK-CcxeMbl

B kaxxgom KaTeropmmnm HaxoanMTCAa MHOXECTBO PasinyHbIX GUryp Ans BCTaBKN B AOKYMEHT. Takke ecTb
BO3MOXKHOCTb BCTaBUTb B/10K-CXeMbI, Nepenasa B NyHKT Bnok-cxeMbl BbibMpaeM Hy>KHYH Gurypy ana
BCTaBKW. [pn BcTaBke 610K-CXeMbl OTKPOETCS BKaaka PucoeaHue, roe ¢urypy MoxHo
oTpenakTupoBaThb.

4.7.2.3 BcmaBka uzobpaxxeHul

[ns Toro, uto6bl BCTaBUTb M306pa)keHWe B Balll AOKYMEHT, HE06X0ANMO BbINOMHUTb C/eaytoLLme
nencrTeumsa:

1. B meHto BecTaeka BbibpaTth MI3obpakeHume.

alll P B4 Waobpaxenne ¥ Gij: rf;:

Ouarpamma Cnapknavi  fx DyHKUKMA 'MnepcceinkKa YMHBIM Nogdop

2. [anee HanguTe nsobpaxkeHne, KOTOPOEe HY>KHO BCTaBUTb M HaXkMuTe OTKPbITb.
3. lMomecTuTe n3obparkeHne B Hy>KHOE MecTO Ha Tab/IMYHOM INCTE.

4.7.2. [JobaBneHne rmnepcchbiNioK 1 TEKCTOBbIX MONEWN

4.7.2.1 Paboma c runepcchl/ikamu

Bbl MOXKeTe BCTaBUTb r§MNepccoinkKy B AOKYMEHT. [na atoro B MeHto BecTaBKka BblﬁepVITe FunepccunKa.
B noaBuBLUEMCA OKHE HaCTpOVITe napamMeTpbl rTMnepccCobi/ikn.
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MMnepcceinka X

MHTepHeT SN.NOYTa

URL:

TekcT:

OononHUTENbHBIE HACTPOMKK

nan:

JaKpLITE OK

**

YT06bI USMEHUTL FTMNEPCCHINIKY HAXXMUTE Ha HEE NEBOM KHOMKOW MbILUN U BbIGEPUTE NYHKT VISMEHUTb
CCbISIKY

http:/vandex. m/

http://yandexru/ L & &

MO CChinkal l

**

Ecnu Bbl XOTUTE NBMEHWUTb TEKCT FIMNEPCCHINIKM, TO MPOCTO OTPeaakTUPYNTE ero B OKYMEHTE.

Mo yMonyaHuto 4Tobbl MEPENTM NO CCbINTKN HY>XKHO HaXkaTb Ha Ctrl v LLENKHYTb NEeBOM KHOMKOM MblLUN
Mo CCbl/Ke.

4.7.2.2 BcmaBka meKkcmoBOro rossg

[nAa BcTaBkM TEKCTOBOro NonA B TabnnYHbIN AOKYMEHT nepel7|,u,V|Te B MeHto BcTtaBka > TekcToBoe
none.

132



O ourypel ¥ A TexkctoBble 3¢pHeKTbl Q Cumeon

TekctoBoe none o [uHKA % BepTukanbHbli TekeT  KonoHTUTynel 0 KommenTapuii

3axxMuTe 1 NpoTaLlLmMTe Kypcop MbilLK, 4TOObl 3aaaTb 06/1aCTb 414 BBO4A TEKCTa U BBEAUTE UNU
BCTaBbTe B HEE HY>KHbIN TEKCT. [lBaxkabl HAXKMUTE Ha TEKCTOBOE Nosie, YTOObl UBMEHUTb COAEPXKMMOE.

TekcToBoe hnne

4.8. PaboTta c Makpocamu

B AnbTepOduc Beb noaaep>kmeatoTca MakpocChl, KOTOPble MO3BONSAOT aBTOMaTU3MPOBaTh
noBTOpAlOLLMECSH 3a4aUU.

Makpocbl — 310 He6o/bLLME CKPUNTbI UM Habop KOMaHA, KOTOPble BbINMOMHAKTCS aBTOMATUYECKM
npu onpeaenéHHbix ycnosmax. OHM NO3BONAKT YCKOPUTbL paboTy, CHU3UTb OLLMGKN U BbINOMHATD
noBTOpPAIOLLMECA AENCTBUA aBTOMATUYECKMN.

B uenax 6e3onacHocTtu, AnbtepOdunc Beb noanep>knBaeT TONbKO 3anyck paHee co3aaHHbIX
MaKpocoB. Makpochkl MOXHO cO3aBaTh U peAakTupoBaTb B AeckTon Bepcuun AnbtepOduc.

Leckron Bepcusa AnbtepOduc no yMonvaHuio nognep>knBaet Makpochl Ha Basic.

Basic — 970 BCTPOEHHbINM A3bIK NPOrpaMMMpOBaHUsA, MCTMOMb3YEMbIN ANA CO3AaHNA MAaKpOCOB B
AnbTepOduc. OH obecneumBaeT BOSMOXXHOCTb NMcaTb NO1b30BATENbCKNUE CLUEHAPUN, pacLunpatoLLmne
OYHKUMOHANbHOCTb CUCTEMbI U aBTOMAaTU3UPYIOLLIME PYTUHHbIE ONEpaLvi.

Tak>xe B cMcTeMe eCTb BO3MOXHOCTb MCMNOMb30BaTb MaKpoOChbl Ha Python, uTO Ja€éT ewe 6onblLue
rMOBKOCTN U MOLLLHbIX MHCTPYMEHTOB A4 aBTOMatTn3aumm n UHTerpaunn.

EcTb Heckonbko cnocobos 3arnycka Mmakpoca:

e lIMnopTupoBaHMe Makpoca Ha Basic B ,OKyMeHT pegakropa.
e lMnopTtmnpoBaHue Makpoca Ha Python B ookyMeHT pepakropa.
e [lpepycTaHoBKka Makpoca Ha Python B koHTelnHep editor AnbTepOduc Beb.

PaccMoTpuM Kaxkablt 3 HUX nogpobHee.

4.8.1 imnopTtnpoBaHme Makpoca Ha Basic B 4OKyMeHT

Ona Havana Heo6xoaAMMO 3arpy3nTb HaLl AOKYMEHT C MakpocoM B xpaHunuuie AnbtepOduc Beb.
NpuMeyaHune
MpenBapuTenbHO 6bi1 CO34aH AOKYMEHT, BHYTPM KOTOPOro HaCTPOEH MakpocC, KOTOPbIN BCTaBAAET

TEKYLL0 AaTy 1 BPeEMA B yKa3aHHYH KNeTKy.
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Bee aiin
3arpyauTe fann *

E| 3arpysvTe Nanky

[/

[%1 Hosaa nanka
] 3anpoc Wa cozgadue dbawna
] Hoewiit pokymenT

) Hoean TaGnuua

ﬂ Hoeaa npezerTauma

ﬂ Hoeaa guarpamma

el HOBBIA TEKCTOBRIR Hakn

PucyHok 52. 3arpy3ka AoKyMeHMa
[anee, oTKponTe OOKYMEHT, NepenanTte Ha Bknagky ®@amn n HaxxmMute BbinonHUTb MaKpoc.

B oTKpbIBLLEMCS OKHE BbiBepnTe HaLll AOKYMEHT, 61ubnunoTeKy, Hy>KHbI MakpoC B HEW U HAXXMUTE
BbinonHUTH.
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z Yoo, [l E

BoiNOMHWTE MaKPOC  Crayate BoccTakoeuTe  CeolcTea  [epeMMEHOEATE

BoiGop makpoca x

BwfeprTe GHEnMOTaKy, KOTODSEA COGEOMMT HY RHLIA Markpoc, Jatem
BrfiepuTe Makpoc B none «lMa maspocar.

BubnuoTexa kmA makpoca

* B Mowmakpock I>_ InwrtDaleﬂmelnSelectedCeﬂI

¥ [E  Makpocs npunoseHra

VE Be3 mmenw J.ods
v B Stdfpdard /

Modulel

Crpagka CTMEHNTE BrmonHnms

Pucyrok 53. lNouck makpoca B 6ubsiuomeke

Haww mMakpoc cpa6oTan 1 Bbl BUAUTE €ro peaynbTar.

= IR (4 =

BoiNONHWTE MAKPOC  Cyauats BocCTaHoBWTe  CBOWACTEa  [1EpEMMEHOEATH

I,El,a'ra W Bper-'m:.l?.B_‘l 1.2025 12:19:34 I

PucyHok 54. Peaysibmam pabomsl Makpoca

4.8.2 mnopTtupoBaHmne Makpoca Ha Python B 4OKyMeHT
Mpouecc aHanornyeH npoteccy ¢ MakpocoM Ha Basic.

3arpysunte 4OKYMEHT ¢ MakpocoM B xpaHunumuie AnbtepOdunc Beb.
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OTKpoMnTe AOKYMEHT, Nepenante Ha Bknaaky ®@amn n HaxxmuTte BbinonHUTL Makpoc.

Bbib6epute AoKyMeHT, 6UbNnoTEKY, HY>KHbIN MakKpOC B HEN U HaXKMUTE BbINONHUTD.

L v, [ E

BbiNOAHWTE M3KPOC  Craguats BoccTawoBWTe  CBORCTEE  [EpEWMEHOEATH
| J K L M M O P
BwiGop makpoca x

BrifGepyTa SwBnuoTery, HOTOPER COOEPMMT HY HHLA MaKpoo. Jatem
BeISEpHTE MaKpoc B none «MmMA Makpocas.

BwfinwoTeka Kaam maxpoca

* [E Mownmakpocs >_I insert_date_time_l'n_ﬁelecled_{:ellI

» [E Maxpocs noUnosesns

VIﬁ B3 maenn 3.ods I
> = Hendard /

Bl hw

Cnpaexa CrraseHuTE Beinonxwms

PucyHok 55. lNouck makpoca Python B 6ubniuomeke

Haww makpoc cpaboTan v Bbl BUAMTE €ro pesynbrar.

& b (4 E

BoinonHKTE MEKPOC  Ciaguams BoccTaHoBuTe  CBORCTEa  [lepeMMEHOBAaTh

I,El,a'ra " Bper-'m:.lf.'!ﬂ.‘l 1.2025 12:19:34 I

PucyHok 56. Peaynibmam pabomsl Makpoca Python
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4.8.3 NpenyctaHoBka Makpoca Ha Python

[Ons naHHoro cnocoba npegBapuUTeNbHO NOIOXKNTE MAaKpPOoC B cneLmanbHyto nanky, 4Tobbl OH
nosiBunca B 6ubnnoteke AnbtepOduc Beb.

Nocne atoro co3ganTe HOBbIN AOKYMeHT B AnbTepOduc Beb, nepenaute Ha Bknaaky ®ann n HaxxmmTe
BbinonHUTb MaKpocC.

B oTkpbiBLLIEMCA OKHE BbIGEepnTe 6MbnnoTeky “Makpocbl NpuUno>keHna”.

g L. W g 5
BBINOMHWTE MEKPOC  Cuauars BoccTaHoBMTe  CeOWCTEE  [leperMeHOBaTb
| o K L ] M (]
BwGop makpoca x

BrGepure SuinuoTesy, HOTOPEA COOSPMWT HY HHBA MaKpoc. Jatem
BeGepHTe Maspoc 8 none «HmA makpocae.
BwfinnoTtaka R maspoca
» [E Mowmakpoce 4| HelloworldPython
v [E  Maxpock nprnokeHns '
[ Capitalise
B Hellowaorld
El InsertText

» [ LibreLogo -

Cnpas«a CraeHuTE BeinonHuwms

PucyHok 57. Makpochs! pusioXXeHuUsa

BbibepunTe co3aaHHbI paHee Makpoc U HaXXMUTe BbinonHUTS.
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i oo, [ = B

BbINONHWTE MaKPOC  Crayars BoccTawoBMTe  CeolcTea  [epedMEHOBaTh

Briop makpoca ®

BriGepure GuinnuoTaxy, HOTOPEA COOSDMMUT HY $HEA Makpoc. 3atem eelbepuTa

MaRpOoC B nona « Hran (L el b

Exinnorena R maxpoca

El  MNewMacros A v insert_date_time_in_selacted_cell
E  PythonCalc
E ScriptForgeHalper
B SetCeallColor '
E Standard
[ TableSampla —

Crpasza OTMEHUTE Brinomuums

PucyHok 58. Makpoc Python B 6ubsiuomeke

Haww makpoc cpa6oTan v Bbl BUAUTE €ro pesynbTar.

] Lo, [ = B

BoiNONHWTE MaKPOC  Cyxauats BoccTanoBMTe  CEOMCTEE  [lepeMMEHOBaTb

I,El,a'ra W BpeMA :.IZ'B.‘l 1.2025 12:19:34 I

PucyHok 59. Peaynibmam pabomsl Makpoca Python

4.9. Hactpoika oTobpa>keHuns n HaBuraums
MacwTtabupoBaHue OKyMeHTa

PaccMoTpuM, kKak ocyLLLECTBASIETCA NOPSAA0K MacluTabupoBaHUa AOKYMEHTa 40 NapaMeTpoB CTPaHMUL,
NKONMYecTBa CTpaHUL Npu nevatn. [1na Havyana Heo6xoaMMO HaCTPOUTbL NapaMeTpbl CTPaHULbI.
MIMeHHO 13 HacTpoek CTpaHuLbl 6yaeT oTpMCOBKa NpeanpocMoTpa A4OKYMEHTa.
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1. HaCTpOVIKa napaMeTpoB CTpaHULbl OCYLLLECTB/1AETCA Yepe3 MEHIO (DOpMaT > CDOpMaT CTpaHunubl

[ R, %
Cumeons:  Qopmar AB3all

. [a )

. [ g

Cnucok cTunein (dopmar cTpaHMLbl Dopmart aueex YenoeHoe TuHuA MNMonoxeHWe W pasmep

2. OTKpoeTcAa OKHO HacTpoeK CTUA cTpaHuubl. MNepexoanm Ha Bknagky CtpaHuua n
HacTpaMBaeM Hy>KHble MapameTpbl.

CTHNb CTpaHMLbI

General

BepxHHUA KONOHTKMTYN

MopMaT Bysaru

MopMaT:
WrprHa:
BeicoTa:
OpHEHTALMA:
Hanpaenexnue
TEKCTa:
Mons
Cnega: 32
Cnpaega: 2
Ceepxy: 2
CHuay: 2
Cnpaeka

CTpaHMua QBpamneHue

CM

Ch

Ch

Ch

HusHMA KoNoHTHTYN

Ad -
21 cM
29 7 CM

O AnbGonHas
Maopgada

Cnesa Hanpageo (Fr+  gymaru:

HacTpolkK pasmMeTrM
MaxeT cTpaHMUybl:

Homepa cTpaHuu;

BhipaBHUMBaHME

TabnMLL:
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CnapknaiHbi

[M3 HacTpoeK NPpWHT»

Cnpaea W cneea

1,23, ..

MopM3IoOHTANBHO

BepTUKansHo

CTMEHUTE

8] 4

-

0

Tema



3. 3aTeM nepexoamM Ha Bknagky JINCT 1 yXxe 34ech, B cekunm Maclutab, BbibrpaeM Hy>KHbIN
BapuMaHT MacLuTabnpoBaHma 1 3a4aéM COOTBETCTBYHOLLIME MapaMeTpbl.

Ctune CTpaHMUbI x
General CTpaHvua QepamneHue DoH
BepxHWid KONOHTKTYN HHAHMA KONOHTHTYN Nuct

Mopagok cTpaHKu

@ Ceepxy BHW3, 3aTeM Hanpaeo

=1=1=-1=]1 E=1=1=
) Cneea Hanpaso, 3aTeM BHU3 = =
" Howmep nepsol cTpaHWLb: 1 - -
MeyaTs
JaronoBxM cTPOK W cTonGuos W OHarpamMmsl
CeTka | PHCYHKM
KomMmMeHTapHK Poprynsl
| OEbexTofWMzobpakeHuns " Hynesble sHaveHHsA
MacwTasb
Macwratuposadue: | YMeHbWKMTE/YBENWYUTE pacnedaTry -
KosddrunedT: 100 Y
Cnpaeka OTMEHHTL 0K

4.10. lNpoBepka opporpadpuu

Beb AnbtepOduc ATabnuua conep>XnT cpeacTtesa npoBepkn opdporpadurm, KOTopble MOXKHO
ncnonb3oBaTh cneayroLwmMMm cnocobamm:

3HauokK Pesynbtar

s6e MpoBepAaeT Kaxka0e C/I0BO NPU BBEAEHUN U
~ ABTONpOBEpKa opdorpadum noa4Y€pkMBaeT HenpaBuibHble CNOBA

BOJ/THUCTOM KpacHom nnHmnen. Ecnu
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3Hauok Pesynbrar

Henpaswm/ibHOE CNOBO UCNpaBuUTb, NTMHUA

nponapger.
E@F KoMbuHmnpoBaHHaA NnpoBepka
v opdorpadum n rpammatmkm. OTKpbiBaeT
Hpggepga :;.F}q;.grpaqmm Awnanor, B KOTOPOM nocneposaresnibHo

nokasaHbl BCe HenpaBu/ibHblE C/10BA,
HanaeHHble B AOKyMeHTe. 18 paboThl
GYHKUNM NCNONb3YHOTCA CNoBapu,
ycTaHoBreHHble B AlterOffice. Mo
YyMO/TYaHUIO YCTaHaBIMBAKOTCA C/I0BapU:
nposepku opdorpadumn, rpaMmaTmku,
nepeHoCcoB 1 Tezaypyc.

Bbl MOXKeTe BKIOUNTL/OTKIHOUNTL aBTOMPOBEPKY U NPOoBEpPKY opdorpadunm Ha BKIagke
PeueH3npoBaHue

Ha>kMunTe npaBon KHOMKOM MbILLM MO C/I0BY, KOTOPOE NOAYEPKHYTO BO/THUCTOWN NNHMEN. B
KOHTEKCTHOM MEHH0 BbibepnTe 0ANH U3 NPeasIo>KEeHHbIX BApMaAHTOB CNOBa,YTOObl 3aMEHUTb
noavepkHyToe.

coffaka |

cobaka

cobadxa
[lponycTUTL BCE
Cnoso Macedonian

AbB3au Macedonian

B meHo PeueH3aunpoBaHue Bhibepute NMpoBepka opdporpadum — B NoABMBLLEMCSA AMNANTOTOBOM OKHE
Bbl MOXKeTe BbIGpaTh A3bIK TEKCTA M 3aMEHUTb C/IOBO OAHUM M3 NPeaoXKeHHbIX BApnUaHTOB.
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Npoeepku opdorpadmm: Russian
A3blk TeKcTa: Russian

HeT B cnosape LE®.
cobbaka

BapuaHTsl

cofaka

cofadxa

Cnpagka MapaMeTpr

4.11. ['opaume KnaBmLLN

4.11.1 O6bwme KOMOUHaLUKM KNaBULL
OTMeHnTs — Ctrl +Z

MNoetoputb — Ctrl +Y

Bbipezate — Ctrl + X

Konunpoeate — Ctrl + C, Ctrl + Insert

BctaBuTb Tonbko TEKCT — Ctrl + Shift + V
CneunanbHada BctaBka — Ctrl + Alt + Shift +V
MNeuatb (3arpy3uTtb kak PDF) — Ctrl + P
Momowb no koMbuHaumam knapmil — Ctrl + Shift + ?
Mepentn K MeHo HoyTBykbapa — Alt + Shift + F1
MNepenTn K AOKYMEHTY N3 MeHto — Esc

MepenTn K MeHIO BbIBpaHHOro KoMMeHTapmua — Alt + C
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4.11.2 HaBurauma B aneKTPOHHbIX Tabnuuax

NepemMeLwyaet Kypcop B nepsyto auenky nucrta (A1). — Ctrl + Home

NepeMeLlaeT Kypcop Ha NOCMeAHIOK AYENKY NncTa ¢ gaHHbiIMU. — Ctrl + End
MepemMeLaeT Kypcop B NEPBYHO AYENKY TeKyLLen CTPokn. — Home

lNepeMeLlaeT Kypcop B MOCEAHIO AYenKy TekyLlien ctpokm. — End

BoibupaeT Auenkn ot TekyLLen A0 NepBon a4enku TekyLlen ctpokn. — Shift + Home
BbibrpaeT auenku ot TekyLLen Ao nocnegHen auenkn tekyllen ctpokn. — Shift + End

BbibnpaeT aUenkm oT TeKYLLLEN AYENKN A0 OAHOWN CTPaHULbI B TEKYLLLIEM CTON6LIE UMK pacLUMPAET
cyllecTBytOLLYO o6nacTb Ha ogHy cTpaHuuy Beepx. — Shift + Page Up

BbibupaeT A4enkm oT TeKyLLLEN AYENKN 00 OQHOWN CTPaHMLUbI B TeKyLLL,EM cTonbue nnm paclumpsaet
CYLLLECTBYHOLLIEE BblAENEHME Ha OAHY cTpaHuLy BHM3. — Shift + Page Down

lMepeMeLLaeT Kypcop K /IEBOM rpaHuLe TeKYLLEro gmanasoHa gaHHbix. Ecnv cnea oT A4enku ¢
KypcopoM nycTtom ctonbeL, Kypcop nepemMeLLaeTca B CeayoLmMin cogep kaLlmm gaHHble ctonbel
cneBa. — Ctrl + Ctpenka BneBo

MepeMeLlaeT Kypcop K NpaBou rpaHULLEe TekyLLero gmanasoHa gaHHblx. Ecnn cnpaea oT Avenkn ¢
KypcopoM nycTtomn ctonbel, Kypcop nepemeLLaetca B CneayroLmn cogep>kalmn gaHHole ctonbey,
cnpasa. — Ctrl + Ctpenka BnpaBo

MepeMeLLaeT Kypcop K BEPXHEN rpaHuLLEe TEKYLLLErO AMana3oHa AaHHbIX. Ecnv cBepxy oT Auernku ¢
KYpCOpPOM nycTana CTpoKa, KypCcop NepeMeLLLaeTca B C/ieAyHLLYH Coaep Kallyo AaHHbIe CTPOKY BbILLE.
— Ctrl + Ctpenka BBepx

MepeMeLLaeT Kypcop K HUXKHEN rpaHuLe TekyLlero gmanasoHa gaHHbix. ECiv CHM3Y oT Avenkun ¢
KYpCOpPOM rycTas CTpoKa, Kypcop nepeMeLLaeTca B C/IEAYOLLYI0 COAEPXKaLLY0 aHHbIE CTPOKY HUXE.
— Ctrl + Ctpenka BHU3

Mepentn Ha cnegyrowinn nuct. — Ctrl + Alt + Page Down
Mepentn Ha npeablgywni nuct. — Ctrl + Alt + Page Up

BbibupaeT Bce A4uenku, coaepxkallme aaHHble, OT TEKYLLEN SYENKM A0 KOHLA 6BecnpepbiBHOIO
AvanasoHa AYeeK AaHHbIX B HanpaBneHUn Ha)xaTton cTpenku. Ecnm ncnonbsyetcs ana sbibopa n
CTPOK, 1 cToN6L0B cpasy, BbiIbupaeTca NPAMOYrofibHbIn gnana3oH adyeek. — Ctrl + Shift + knaBnwn
CO CTpenkamm

lNepemewiaet Ha oanH nuct sneso. — Alt + Page Up
MNepeMellaeT Ha o4HY CTpaHULy sKpaHa eripaso. — Alt + Page Down

[Jo6asnAaeT npeablayLLMn TNCT K TeKYLLNUM BbiBpaHHbIM nncTtaM. Ecnuv BoibpaHbl BCce nncTobl B Tabnuue,
TO 9Ta KOMOUMHaUWA KnaBuL BbiIGMpaeT TONbKO NpeablayLmn nucT. lenaet npeablayLimm nncT
Tekywmm nuctom. — Shift + Ctrl + Page Up
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MepeMellaeT Kypcop K BEPXHEW rpaHumLLe TEKYLLLEro AnanasoHa AaHHbIX. Ecnv cBepxy oT A4enku ¢
KypCOpOM nycTas CTpoKa, KypCcop NepeMeLL,aeTcs B C/IeAyoLLYH COAep>Kallyro AaHHble CTPOKY BbILLE.
Ctrl + Ctpenka BBepx

MepeMeLlaeT Kypcop K HUXKHEN rpaHuLe TekyLlero gmanasoHa gaHHbiX. ECin CHM3Y oT A4enkun ¢
KYpCOpPOM NycTaa CTpoKa, Kypcop nepemMeLlaetca B CAeayHoLLYH coaep KaLlyto aHHble CTPOKY HUXKeE.
Ctrl + Ctpenka BHU3

Mepentn Ha cnegytowinn nucT.Ctrl + Alt + Page Down
Mepentn Ha npeabloyuwinm nuct. Ctrl + Alt + Page Up

BbibrpaeT Bce Aa4enkun, coagepkallune gaHHble, OT TEKYLLLEN SYENKM A0 KOHLLa 6ecnpepbiBHOIO
AnanasoHa sueek AaHHbIX B HanpaBneHun Haxkatol ctpenku. Ecnm ncnonblyetcs ans sbibopa u
CTPOK, 1 cToN6U0B cpa3sy, BbiIbMpaeTca NpPAMOYronbHbIN gnana3oH aveek. Ctrl + Shift + knaBuwin co
cTpenkamm

NepemeLwlaet Ha ognH nucT Bneso. Alt + Page Up
lNepeMeLllaeT Ha 0gHY CTpaHULy aKpaHa Bnpaso. Alt + Page Down

LHobapndaeT npeablayLLMMA NNCT K TEKYLLIMM Bbl6paHHbIM nucTtaM. Ecnn BeibpaHbl Bce NNCTbI B Tabnule,
TO 3Ta KOMOMHaUMA KnaBuL BbiIGMpaeT TONbKO Npeablaywinn nuct. lenaet npegblayLmm nncT
Tekywinm nuctoM. Shift + Ctrl + Page Up

LHobaBndaeT cneayroLLMM NNCT K TEKYLLIMM Bbi6paHHbIM nucTaM. Ecnu BbiGpaHbl BCe NTUCTHI
3MEKTPOHHOM Tabnuubl, TO 3Ta KOMOKMHAaLMA KNnaBuLL BbIBUpPaET TONbKO crieayoLlmm nucT. enaet
cneaywLWwnm nucT Tekywmnm nmctoM. Shift + Ctrl + Page Down

BoibupaeT HaxoaAaWMICA NO4 KYPCOPOM AnanasoH AaHHbIX. [paHuLbl Amana3oHa onpenenaroTca
NycTbIMM CTPOKaMm 1 ctonbuamu, rae (*) — 3Hak yMHOXeHUA Ha umbpoBon knaemartype. Ctrl +*

BbibmnpaeT HaxogALLMINCA N0 KYPCOPOM AMana3oH MaTpuuHbIX popmyn, rae (/) — 3Hak geneHunsa Ha
undposon knasmatype. Ctrl +/

BcTtaBuTth A4enkn (kak B MeHto BectaButb - Auenkn) Ctrl + KnaBunwa nntoc
Yaoanutb auenkun (kak B MeHto NpaBka - Yoanutb avenku) Ctrl + KnaBmwa MmnHyc
4.11.3 GopmMart auenkm

XupHbin — Ctrl + B

Kypcue — Ctrl + |

MNopuépkmeaHme — Ctrl + U

3auépkmeaHne — Ctrl + Alt + S

Ouunctnte popmaTtmposaHne — Ctrl + N

BcTtaButb KOMMeHTapun — Ctrl + Alt + C
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lNokasaTb npuMeyaHne — Ctrl + F1

3anonHutb BHNM3 — Ctrl+ D

Bbigenntb Bcé — Ctrl + A

BbipoBHATL Mo LeHTpy — Ctrl + E

BbipoBHATL N0 ieBOMy Kpato — Ctrl + L

BbipoBHATL No NpaBoMy Kparo — Ctrl + R

BbipoBHATL NO WWMpuHe — Ctrl +J

OnTtuManbHas wunpuHa ctonbua — Ctrl + 3

[Ba gecAaTnyHbIX 3HaKa, pasgenutens pa3pagos — Ctrl + Shift + 1
CTtaHpgapTHbIV 3KCcnoHeHUManbHbI popMmat — Ctrl + Shift + 2
CraHpgapTHbiv dopmart gatbel — Ctrl + Shift + 3

CtaHpgapTHbIV AeHexHbI popMmaTt — Ctrl + Shift +4
CtaHpapTHbIV MPOLEHTHbIN popMaT (ABa AecATUYHbIX 3Haka) — Ctrl + Shift + 5

CtaHpapTHbin dopMat — Ctrl + Shift + 6
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5. AnbTtepOduc Beb. Pepgaktop npeseHTauun AKoHLenT

5.1. Pabota c pegakTopom

AKoHuenT - 9T0 NnporpamMMma ansa co3gaHua npeseHTaunm na coctasa «<AnbtepOduc Beb». B Hel
MO>XHO cOo3aBaTh cnanasl, coaep>xallme MHOXXECTBO Pa3/InYHbIX 3/IEMEHTOB, BKtOYaA TEKCT,
MapKMpoBaHHbIE N HYMEPOBaHHbIE CNUCKMK, TabnunLbl, AvarpamMmMmbl U LLMPOKNIA CMEKTP rpadpmnyeckmnx
061bEeKTOB, TakMx Kak N306pa>keHnA, pucyHku n potorpadunm. AKoHuenT Takoke BkItOYaeT B cebs
MoAaynb Npoeepkn opdorpadum, Tezaypychbl, CTUAN TekcTa U cTunm ¢poHa B aTon rnase cogepkaTca
WHCTPYKLWMN, UNNOCTPaLMM U nogckaskm no pabote B AKoHLENT Npu co3gaHnm npe3eHTauni.
Mcnonb3osaHne AKoHuenT anAa co3aaHma Hanbonee NpocTbixX Npe3eHTaumi Tpebyet HEKOTOPbIX
3HaHWI NO 3NeMeHTaM, N3 KOTOPbIX COCTOAT crianabl. Hanpumep, cosnaHne pUCYHKOB UK CXEM B
AKoHuenT.

5.1.1 lNopaep>xmeaemMble popmMaTtbl

AKoHUEenNT - MOLLHbIN MHCTPYMEHT ANA CO34aHMA Npe3eHTaunin, ¢ BO3MOXHOCTbIO pUcOBaHUA,
co34aHuA anarpamM, a Takxke ABYXMEPHbIX M TPEXMEPHbIX N306pa>keHU N, KpaCOUYHbIX MepPexoaoB 1
aHuMaumn. NMogaep>xmeaeT MHOXXeCTBO ¢opMaToB, Bkitouasa Open Document Format (ODF), Office
Open XML (OOXML) n Microsoft Office, a uMeHHO:

e [lpeseHTaumum u wabnoHbl B popmate Office Open XML (.pptx, .ppsx, .potm, .potx, .pptm).

e [Ipe3eHTaumun u WabnoHbl B popmate Microsoft PowerPoint 2007-365
(-pptx, .ppsx, .potx, .potm).
e [lpeseHTaumu u wabnoHbl B popmate Microsoft PowerPoint 97-2003 (.ppt, .pps, .pot).

5.1.2 lNopanep>xmeaemMsble popmatbl ona ¢yHkumm “CoxpaHutb kak” (PPT, PPTX, ODP)
AKoHuenT nogaep>xkmuBaeT popMaTbl 4NA OTKPbITUA N pegakTupoBaHua dannos (PPT, PPTX, ODP).
5.1.3 OkcnopTt npe3eHTauum (PDF)

B AKoHLEeNT ecTb BO3MOXXHOCTb 3KCNopTa AoKyMeHTa B dopmat rmbpuaHoro PDF n PDF/A.

1. lepexogmm B BepxHOO NnaHenb AKoHUeNT
2. Haxogwum pasgen nog HasBaHuem “@ann”
3. BbibnpaeM B gaHHOM pa3aerne nogpasgen “OkcnoptmpoBaTtb Kak” > “[lokymeHT PDF (.pdf)
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P g -le Ly | (ajin | Mpaexa Bug  Beraska  @opmar  TaBnuua

[E‘r] [;jl] — | CoxpaHuTe (Ctrl + 5) - Carlito
CoXpaHMTL Kak...

Haeurauus JKCNOPTUPOBATL KaK DowymedT PDF (.pdf)
MogenuTbeA... |

Cnanagl ¥ypHAN penakumii

JarpyanTe Kak

CeoHlCTEA...

HAr gotannesin 1

M B

LiMdposbie NOANKCH...

{1 foifc s Tt

Meyatw... (Ctrl + P)

JaKpbITe AOKYMEHT

PucyHok 1. MeHro akcriopma

r k|
CoxpaHWTb Kak

':DK]]EHI-'ITE EOMMWED Ebal:-lﬂa nog HoOBBIM UMeHaM W NPOO0NEWTE DelaKkTHROBaHWE
HOBOMO ganna

[ I'Iyrb COXDaHEHHH

OTmeHa CoXpaHHTL

[ ¥

PucyHok 2. [luasioroBoe okHO “9kcriopmupoBamse Kak”
5.1.4 CkaumBaHuMe npeseHTaLmm

UTo6bl CKa4aTb Npe3eHTaLnto, HY>KHO NPONTK B pasaen/nanka rae 6bi1a coxpaHeHa faHHan
npe3eHTauunA.

Hanpumep: 1. Bce nanku > demo_files > AKoryenm 1. HaxoauM Hy>kHbI1 HaM ¢pann 1. Haxoanm
pa3anen Qencteuna 1. HaxxnMmaeM Ha TpoeToume (i) 1. Boibupaem Ckauvatb
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[ Bce nankw ~

59 demo_files ~
Alpag
[~ AKoHuenT

ATa6nuua v

ATexcT v

PucyHok 3. MecmoHaxoxxgeHue nanku AKoHuyenm

0]

B DB DD

PucyHok 4. lNyHkm meHo Cka4darte
5.1.5Nevatb npedeHTauUuun

UT06bI pacne4yartaTtb Npe3eHTaunio B AKoHuenT HY>XHO BbIMNMOJ/IHNTb cneayrouine OencTBuUA:

Haxogum pasgen noa HazBaHneM Pann, Ha>xkuMaeM Ha Hero ¢ nomoubio JIKM, Beibupaem
B AaHHOM pa3sgaene pyHkuumto MNeuvatsb.

Bbl MOXKeTe Bocnonb3oBaTbeca 6bicTpor KoMbuHaumen knasmia CTRL + P gnsa

BbI30OBA MEHO NeYaTu.

akrwbd=

Tak>ke cyLLLEeCTBYeT ABa BUAa NeyaTu:

o Cnangbl Ha BCKO CTPaHULY - AaHHbIA QYHKLUKOHAaN pa3MeLL,aeT cnang Bo BCHO CTPaHULY
6e3 ncnosb3oBaHUA Nonemn.

o CTpaHULbl NPMMeYaHnii - faHHbIM GYHKLUMOHAaN pa3MeLLaeT criang Kak CTpaHuuy
npuMMedaHui, ynobeH TeM, UTO MOXKHO pa3MeLLaTb TakuM cnocoboM HECKONbKO
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06BEKTOB B Npe3eHTaLum, CoOXpaHMB Npu 3ToM popmMat nsobparkeHna 6e3 notepm
KayecTBa.

R ALMI
Al PARTNER

1A

MAlterOffice 2025

g g B

PucyHok 5. NyHkm meHro [Meyars

5.2. PaboTta c TekcToM

Pa6oTta c TeKCTOM (BblaeneHue, KONMpoBaHMe, BCTaBka, nepemellieHne) B AKOHLLENT aHanornyHa
paboTe B o601 apyron nporpamMmme. AKoHLENT NpeaocTaBnAeT HECKO/bKO cnoco6oB Bbibopa
06bEKTOB, KOTOPbIE HE PACMOIOXEHbl PAAO0M APYr C APYroM, HanpuMep, MOXKHO BbliGpaThb
BepTUKa/bHbIM 610K TEKCTA U BCTAaBUTb €ro, Kak He ¢popMaTUPOBAHHbIN TEKCT.

5.2.1 ba3osoe dopMaTnpoBaHue: WpundT, pasmep, UBET, BblaeeHne MapkepoMm

YT06bl UIBMEHUTb LLIPUGT, BOCNONb3YNTECH 6/TOKOM MHCTPYMEHTOB B BepxHel naHenu AKoHLenT.

==

MoK AT A & - JEH

PucyHok 1. Briok uHcmpymeHmosB Wpngr

MukTtorpamma OnucaHue

) FapHUuTtypa (MeHaeT cTunb WwpuodTa)
Carlito -

Kernb (MeHseT pa3mep wipndTa)

1

18

JXUpHbIN (M3MEHAET BblAENEHHDIN
TEKCT, Aenas ero >XUpHbIM)

KypcuB (M3MeHseT BblAENEHHbIN TEKCT,
K henas ero KypCumBHbIM)

MopuéEpKHYTbIN (NOgYEPKMBAET
BblAENTEHHbIN TEKCT)
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NMukrtorpamma OnuncaHue

- 3auepkuBaHue (3avepkmBaeT
BblAENEHHbIN TEKCT)

LUBeTt wpudTta (MeHAeT upeT WpudTa)

_,.-';:.-' LiBeT noacBeTKU CUMBOJIOB (MeHFIeT
-
LBET NOAOCBETKUA CVIMBOﬂOB)

OTMeHuTb/BepHyTb (OTMEHAET NN
—% -
e« NOBTOPAET NocnenHee AencTBME)

YBennueHne/YMeHblLLeHUeE Ker/b
E:l BcTtaButb Tabnuuy (BctaBnaet tabnuuy)
w
_+_

BcTtaButb n3obpakeHue (BctaBnsaer
@ n3obpaxkeHune)

BcTtaButb n3obpakeHne ¢
BCTAaEWTE M300PaMEHWE C KOMNBHOTED! komnbloTepa (OTKPbIBaETCA

NpPoBOAHMK, BbibBMpaeM nsobpakeHne
BcTaEnTh waobpaxeHue... ANA BCTaBKM)

BoTapuTe BecTaBUTb M3o6parkeHue... (BCTaBnAeM
n3obpaxkeHne N3 web xpaHnnumuia)

0, BT b CNHCOK haEn ™
O Hopapea
W MalnaHaon - 857 M

Heap i

BcTtaBuTb guarpamMmy
oll

C‘} -« BCTaBUTb puUrypsl

BcTaBuTtb rmnepccbiiky
0 BcTaBnTb CNeumnanbHbii CUMBOJ

BoipezaTtb
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NMukrtorpamma OnuncaHue

KonupoeaTtb

5.2.2 bopmaTnpoBaHue ab3laLeB

MHoro ¢opmaToB K ab3aLy MOXXHO MPUMEHUTb, NCNONb3Ys 610K NHCTPYMEHTOB B BEPXHEN NaHeNu.
LJaHHbIM 610K MHCTPYMEHTOB pPacno/sioXXeH B BepxHeln naHenn AKoHuenT

== ==IE~E=EH~-B2d0 o~ S 18L& 0
PucyHok 2. bsiok uHCmMpyMeHmMoB popMamupoBaHUa ab3aues

Muktorpamma OnuncaHne

BbipaBHMBaHMeE NO eBOMY Kpatro
(BbIpaBHMBAET TEKCT NO N1€BOMY
Kpato)

BbipaBHMBaHUE NO LLEHTPY
(BbIpaBHMBAET TEKCT MO LLEHTPY)

BbipaBHMBaHUE No npaBoMy
Kpato (BblpaBHMBAaET TEKCT NO
npaBoMy Kpato)

— BbipaBHMBaHUE NO LUMPUHE
(BbIpaBHMBAET TEKCT MO LLUNPUHE)

MuTepBan (3agaeT MEXXCTPOYUHbIN

MexcTpoYHBIA UHTepean: 1 UHTepBan)

MexcTpodHelA MHTepBEan: 1,5
MexcTpoYHBIA MHTEepEanNn: 2

YBENUYUTE Mexat3aluHein MHTepBan

= ¥  YMeHBWWTE Mexab3alHbIi MHTEepEaN

1— HymMepoBaHHbIN cnUCOK
f —

MapknpoBaHHbIA CMUCOK

5.2.3 NHcTpyMeHThI: KonnpoeaTtb dopmart, Ounctmntb popmMmatmpoBaHue

LaHHble MHCTPYMEHTbI HAXo4ATCA B BerHeVI naHenn AKoHuenT
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PucyHok 3. briok UHCMmpyMeHMOoB popMamupoBaHUA

Muktorpamma OnuncaHue

e Ouunctutb popMmaTupoBaHue
— (OTMeHAeT Bce napaMeTpbl

TekcTa, BO3BpaLLasa B UCXO4HOE

noso>keHue)

KonunpoBaTtb ¢popmMaT (Konupyet

% dopMar BblAeNEeHHOro TEKCTA)

5.2.41lonck n 3aMeHa TekcTa

[aHHbIi 610K MHCTPYMEHTOB pacrnonoxeH B BepxHen naHenn AKoHuenT

1. TNNepexoaum Bo Bkiagky lpaBka - Halimu u 3aMeHuUmMb, NOcne Ha)kaTusa Ha MHCTPYMEHT

OTKpOeTCcA MoagaibHOE OKHO

y A AnsrepOduc ®ann | Mpagks Bup RetaBxa Dopma Tatnuua Cnavn Cepanc
2] 2l 3 5
Haeurayma BOCCTAHOBUTD
Cnavasl KOHTVI ‘
Bcrasure (Ctrl + V)

Horaeute xax.,, (Ctrl + Shift « Alt + V)

(00

HaWTK K 3aMEeHNTD. ..

PucyHok 4. MNaHesnb uHcmpymMeHmos. MeHro lMpaBka

2. B none Hantn HabupaeM Hy>KHOe CNOBO ANA Noucka
3. Bnone 3aMeHnTb HabmnpaeM Hy>KHOE C/I0BO A/151 3aMEHbI UCKOMOTO
4. HaxxmmaeM KHomnky 3aMeHUTb 1M 3aMeHUTb BCé
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HalT 1 3aMeHuTb E]

HanTtk: v
YYUTBIBATE PEFUCTR Cnoea UenuKkom
JaMeHUTE: i

[pegmaywee Cneayioulee JAMEHWTE JaMeHHTE BCE

» Odpyrue napameTpbl

PucyHok 5. MogasibHO okHO Havitit u 3ameHuTs
5.2.5poBepka opdorpadumn
JaHHbI MHCTPYMEHT pacnosioXXeH Ha BepxHen naHenn AKoHuenT

m b Prosasaimn i R0 rad, ' i [ A MNAassxan IcTABKA PalakiT His HEIREHIRAHH B

] :-_.rI L e S T B B e -..-

Ipaeepan o podime Higa e 0T T O B N s Ol i Bl o TR DAH = EANSTh BGE Bkl AEHTIEH
PucyHok 6. lNpoBepka opporpapuu
PeueH3upoBaHue - lMpoeepka opporpapuu (KombnHnpoBaHHaA npoBepka opdporpadum u
rpamMmaTtnkum. OTKpbIBaAET gManor, B KOTOPOM Noc/enoBaTe/IbHO MNoka3aHbl BCe HeMpaBu/bHbIE C/10BA,
HangeHHble B 4oKyMeHTe. [1nAa paboTbl PyHKLNM MCMNOMb3YHOTCA CIOBapy yCTaHOB/IEHHbIE B

AnbtepOduc Beb. [1o ymonuaHmio yctaHaBNMBarOTCA C/I0BapU: NpoBepkn opdorpadpumm, rpaMmMaTmnku,
nepeHoOCOB 1 Te3aypyc.)

PeueHsupoBaHue - ABmornpoBepka opporpaguu (MpoBepaeT Ka>kaoe CA0BO NpU BBEAEHUN U
noaYepkMBaeT HeNpaBU/bHbIE CNOBA BOMTHUCTOM KpacHoOW nnHuen. Ecnm HenpaBuibHOE CNOBO
MCNpPaBuUTb, TMHUA NPONaaET.)

Mﬁ{f ;IA 308 AgTOnposepka opdorpabdun

lNpoeepka opdorpadmm Asbik 32 PaccTaHoBKa NepeHoOCcos

PucyHok 7. ABmornpoBepka opporpapuu
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5.3. Pabota c npe3eHTaumemn n cnangamm

CosgaHue npe3eHMayuu — 370 NPOLECC CO34aHMNA MyNbTUMEOUMNHOIO AOKYMEHTA, COCTOALLLENO U3
cnamgoB, NpeaHa3HauYeHHOro A8 HarnaaHoro NnpeactaBneHns MHGopMaunum ayautopumn. 9T1o MoXKeT
6bITb Kak Ny6NMYHOE BbICTYM/IEHUE C BU3Yya/lbHOW NOAAEP>KKOM, TaK M NOATOTOBKA 3/1EKTPOHHOIO
[OKYMEHTa AN nokasa Ha aKkpaHe unu cante. OCHOBHas LieNb — AOHECTU MHPOPMALIMIO B ICHOMN,
ybeautenbHOWM 1 BU3yanbHO NpuBnekatenbHom ¢popme, byab To BU3Hec-npeaoxkeHme, ydebHbIn
NpoeKT UK AoKNaa.

5.3.1 bazosble onepaunn co cnangamu: BCTaBka, yaaneHme, neperMeHoBaHue,
CKpbITMe

[ns Toro uto6bl CO30aTb cnana, nepengnTe Bo BKNagky Bcmaska - Cozgams caada.

!

Cos3naTe cnang,

PucyHok 1. Cozgamsb cnalg

UTto6bl yoanuTb cnang, nepengnte Bo Bknagky Bcmaska - Yaanume cnalig.

L7 YpanuTe cnain

PucyHok 2. Yaanums cnatig

UTto6bl AybnupoBaTtb cnang, nepenante Bo Bknaaky Becmaska - [ly6nupoBamsb cialg.

Oy6nupoBaTtk cnang,

Pucyrok 3. [ly6nupoBams cnalig

UTo6bl CKpbITb Crlana, nepengnte Bo BkNaaky Hasurayug 0 HaxkMuTe Ha Bbl6paHHbIN criang MKM,
Bbibepute Ckpbimsb c1alg.
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Haeuraywa

Cnanasl KoHTyp

na aoSaaneHs#A 3ama

sl il K
= O pobemsese T méng

PucyHok 4. Ckpbimb crialig

Konupoeate
BctaBute

Co3nate cnang
[ybonupoeaTte cnang
YoanuTe cnang
CeoACTBa cnanaa...
CKpeITE CNnang,

5.3.2 Bbibop 1 n1saMeHeHMe MakeTa cnanga

Bbi6op u usmeHeHue makema csaliga — 370 npouecc Bbibopa 1 HAaCTPOWKM NpeaonpeaeneHHON
CXeMbl PpacnosioXKeHUA CoAEeP>KMMOro cnanaa (Tekcrta, n3obpaxkeHumn, anarpaMmm) gnsa obecneveHms
ero egMHoobpasuna 1 yny4leHmnsa BU3yanbHOW CTPYKTYPbl MPe3eHTauunm.

3a maHHbIM MexaHU3M oTBeyaeT Bknaaka MakeT, gaBpanTte paccMOTpPUM BeCb GyHKLMOHAnN,

NPUCYTCTBYIOLLMI B @aHHOM pa3gene:

0d C: A

PucyHok 5. Bknagka Makem

155



5.3.2.1 CBolicmBa cnalaa

CBolicmBa cnaliga - 3To OCHOBHbIE XapaKTepUCTUKU, oNnpeaenaroLme ero BHELWWHNA BUA, U
copep>xxaHue. K HUM OTHOCATCA: MakeT (pacnonoXXeHne aN1eMeHToB), An3arH (wabnoH opopmneHunsa),
a TaK>ke HanosiHeHue (TeKCT, n3obpa>keHunsa, Tabnnubl, AnarpamMmMmsbl, TMNEPCCbINKN) U 9GP EKTI

nepexoaa.

Cs

CeoWCTBa cnavaa

PucyHok 6. Bknagka Ceolcmsa cialiga

B cBoncTBax cnanaa ectb 3 BKNagkm HacTpoek:

e Cnang
e @oH
e [lpo3payHocCTb

Ceoncrea cnanpa
PoM I'p0o3pauHoCTy

Qopmar Oymara

Dopraal Jxpan 16:9

WupuHa: 28 cM
BwcoTa 15,75 M
OpHesTaUnR { ) KsstmHan

(@) AnsGomran

Hanpagnauume TexcTa Cneaa Hanpaso (ropHU3oHTaNEM0)
MNone HACTPOWMKKN DIIMETEM

Cnepss 0 oM {ONUNeCTEO CNIUnOoR

Cnpasa 0 oM

Caepxy 0 oM

Caumay; 0 oM

Cnpaexa

PucyHok 7. OkHo CBolicmBa cnalga
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5.3.2.2 KoioHmumyiibl

KosnoHmumysbi - 3To noBTOpAtOLLLaacA MHPOPMaLMA B BEPXHEN NN HUXKHEN YacTu KaXkaoro cnanaa
npes3eHTauMn, KoTopasi ToMoraeT co3aaTtb eAMHYH CTPYKTYPY U ynyyLunTb eé Bocnpuatne. O6bluHO

OHM BK/KOYAOT HOMepa cnanaos, Aaty, BpeMs, Ha3BaHue npes3eHTauum, NoroTun KoMnaHum UM uMs
aBTopa.

g

KONOHTUTYNLI

PucyHok 8. Bknagka KosioHmumyiibl
B HacTpoMnKku KONOHTUTYNOB €CTb 2 BKNa4KK:

e Cnangpbl
e [lpMeyaHmAa n Tesncsol
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KonoHTuTyn

Cnangel MpUMeYaHHs ¥ Te3MCH

Bocraswte B cnang

I..,._f| Hara v epemna
@ DUECHPOBAHHEA

m———

O MpovasonsHER

s,

Popmar: 23.0.2 . ||

A Russian -

PR TI PSP,

|7| HuXHWA KONOHTUTYA

TEKCT HUXHEMD
KONOHTHTYNA

|:| Homep cnaina

| | He nokaspBaTe Ha NEPBEOM CRanoe

Cnpaexa MNpyseHuTs KO BCEM [MpuMeHnTE OTMEHHTE

PucyHok 9. Bknagka Cnadlgbi
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KonoHTUTYN x

C Nais [ MPUMEYAHAA W TEINCH ]

OtobGpainTe Ha CTPaHWLE

] Bepxhuit konoHTUTyn

TekcT BepEHEro

KONOHTHTYNAC I

|F_ HaTta v Bpemn

T T T TEET LT

= )
(@) PuxcrpoBaHHbIA

[’_xi MpoW3BonNBEHEIR
-
Popmar: 13.10.2 -

'8 =l l=Ta"
dbl K AUSS1E v

e S e
L e L B S L R

|£ HUAHHA KONOHTHTYN
TEKCT HAMHETD

RONOHTHTY D

|_ Homsep cTpaHMub

Cnpaexa MpumennTs ko ecen IR0

PucyHok 10. Bknagka Cnaligbi
5.3.2.3 Cozgamsb cnaldna

Cosgams cnalig - 3T0 3HAa4YUT co3a4aTh OAMH Kaap 414 3NeKTPOHHOM Npe3eHTaLum, KOTopbI
COoAepP>XXUT BU3yasibHYH MHbOPMaLNIO (TEKCT, N306paXkeHna, AMarpamMmsl U T. A.) A58 CONPOBOXKAEHUS
BbICTYM/IEHUSA.

[aHHbIN NHCTPYMEHT HaxoauMTcA B BepxHen naHenn AKoHuenT.

L

Co3naTb cnang,

Pucyrok 11. Bknagka Cosgams cnalg
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Ecnu Mbl HaxkmeM ¢ nomolbto JIKM no gaHHOMY MHCTPYMEHTY, TO CO34aANM cnang B pasaene
HaBurauwusa, HoBbIV criang 6yaeTt oTMeUeH ras1o4kod.

Haeurauwuna 4

Cnavasl KoHTYD

Dan gobathen 4 LA apaa WEikHaTe
1l 3 e

hdud

i 5
.1'17| AODIRNDHHR LATTARME WanKHETe

E L e
» A azbomorsam rowcmy SETHHET Swr

Pucyrok 12. Cnalig, ommeyeHHbIU ras104kol
5.3.2.4 Ckpbimb cnalg

Ckpbimb cn1alig - AaHHbIN MexaHWU3M CKpbIBaeT criang.
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/

CkpbITb cnang,

PucyHok 13. Bknagka Ckpbimb crialig

NomMeyaeT BbIGpaHHbIV cnang cepbiM OKpacoM, Npu AEMOHCTpaLMK Npe3eHTauUny AaHHbIV cnang He
OyaeT nokasaH.

PucyHok 14. Omob6pa>keHue Ckpbimoro caalga

UTto6bl BEPHYTb 06paTHO BUAMMOCTb cnamnaa Haxkxmute lNokazams caads.

LA

MokazaTe chnang

PucyHok 15. Bknagka lNokazamp cnalig
5.3.2.5 lly6nupoBams cnalg

Ly6nupoBamsb cralig - AaHHbIN GYHKUMOHAaN KonmpyeT BblbpaHHbIY cnang ¢ ero popmatmpoBaHue.

Oy6nupoBaTb cnana

PucyHok 16. Bknagka [yb6nupoBams cnalig
5.3.2.6 3agamb poHOBOE U306pakeHUE

3agamb poHOBOE U306PakeHUe - OTKPbIBAET NPOBOAHMK, rAe Mbl MOXEM BbibpaTh nto6oe
n3obpaxkeHune gna aobaBneHma ero B GoH Npe3eHTauunn.
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Janate GoHOBOE U30DpaxeHu e

PucyHok 17. Bknagka 3agamb ¢poHoOBOe U306pa keHue
5.3.2.7 Makem cnaliga

Makem cnaliga - aTo npegonpeaeneHHas CTpyKTypa a8 pacrnosioXXeHMa 3/1IeMeHTOB Ha cnanae, Takmx
KaK TekcT, n3aobpaxkeHua, Tabnuubl, anarpaMmmbl U gpyrue o6beKTbl.

]

MakeT cnanga

PucyHok 18. Bknagka Makem cnadga

B npaBoM yrny oTkpbiBaeTcA AOMNONHUTENbHAA NaHeNb C HAaCTPoNKaMn MakeTa cnanga, rae
npencTaBneHbl pa3fiMyHbie MakeTbl CNanaoB, a TakKe X HAaCTPOMKMU.
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~ Cnawa I

Popmar: 3kpan 16:9 -
DpHeHTaLMS: AnsBoMHan -
PoH: Hat -
MacTep-cnann: OObIYHbIR -

/| ®on macTepa

!Zl OfeexTsl MacTapa

Pesxvm macTepa

» MakeThl
— [ — ]
[— [—
— L_|
Cl
[—]| [——]| [——x]
== = ==
==
LI . _

PucyHok 19. flononHumenbHada naHesb Makem cnaliga
5.3.2.8 CmeHa cnatiga

CwmeHa cnalga - 3To Bu3yasnbHbin 3ddEKT, KOTOPbIN UCMOMb3yeTcAa NPU Nepexone oT 0gHOro cnanga K
OpYyromy Bo BpeMaA npeseHTaumun, genas ee 6onee gUHaMMYHOMN U UHTEPECHOMN.

‘[E CmeHa cnanga

PucyHok 20. Bknagka CmeHa cnalga
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B paHHOM pas3aene npeacrtaBneHbl MHO>XXECTBO BN3yalibHbIX Sd)q)eKTOB.

v CREHd CREHnS
Hest Mesnerme
ITH T Monocw
i1 it
Purypa MEsmoyrans g
FtH -
Hansawe HouszaHne
e e~
- [
HKOETS PaCTRODEH IS
=
nin H
AIKMRANME Pazponcisc
ol 1 T a
= L 1 -
LI i T L 2 r
T 1% ]
- 3 LT 217

i
a

Pucyrok 21. fJlononHumersibHasA naHesnbs CMeHa cnaliga

5.3.2.9 YnaneHue cnaliga

YnaneHue cnalga - paHHbI PyHKUMOHAN yaansaeTt paHee gob6aBneHHbIn cnanga,.

EX Ynanute cnaig
PucyHok 22. Bknagka YaaneHue cnadga
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5.3.3 Hactpownka ¢poHoBOro naobpaxeHus

[Ons Toro uto6bl HACTPOUTbL GPOHOBOE N306pakeHne B AKoHuenT:
1. nepexogmm B pasgen Haesurauusa

2. HaXKMMaeM Ha HY>KHbI HaM cnang, NKM

3. Bbibnpaem CeolicmBsa cnalja...

Haeurayua o

Cnangkl KoHTyp

flag pofiaanedEs 33Mann LBHHEETE
Rl i)

Ari e e VT R T b e

KonuMpoBaTh

BCTaEMTE

Co30ate cRang
AyBnupoBEaTe CNang
CBEOHCTEA Cnanga...
CKpBITE CRang,

PucyHok 23. paszgen Hasurayusa

4. otkpoeTtcsa Ceolicmaa cnalga
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CeolcTeBa cnalipga

Cnang oM Mpo3paYHocTh

Her Liser [pagueHT HMzobpakeHue OpHaMeHT LTpuxosxa

Cnpaexa OTMEHWTE “

PucyHok 24. Ceolicmsa cnalga

5. nepexoaum B pasaen ®oH
6. HaXkuMaeM Ha BKnaaky M3o6pakeHue
7. BbiGMpPaeM Hy>XKHOe HaM U3obpaxkeHne

166



CeowcTea cnanpa x

Cnana Dou Ipo3pasHoCTy
Her Liner [ pagstenT ViacOpawetwe Oprasent iTpvxoexa
Vaolpawenne Mapamerpe Mpocwmorp

»

CTvny

Mosanka v
Paamep
Wuprsa 1 oM
Brcara 1 ™

As parcentage of the parent
flonoxexme:
Uenrp -
MTONOXEMME MOINKH
Crnerjenme no X 0 %
Cnawenme no Y 0 %

CMALEHMO MOIDHKH

Crpoxa -« 0 A

Cnpassa Ok “

PucyHok 25. OkHo Bbi6Opa u3obpa keHusa

8. HaxmmaeM KHonky OK
9. nocne yero $oH n3obpa>keHna N3MeHUTCA

MN3MeHnTb POH cnamaga MOXXKHO HE TOMTIbKO C MOMOLLLbIO MHCTPYMeHTa “N3o0bpaxkeHne”, cylecTByeT
OpYyrne NHCTPYMEHTbl Takne Kak:

LieeT - rae U3 npeactaBneHHOM NannTpbl, MOXHO BbIGpaTh HY>KHbIA HaM LBET 0popMIeHNs

FpapueHT - aHaNnornMYHbIM MHCTPYMEHT B KOTOPOM MOXKHO Bbl6paTb HY>XKHbIN HaM rpagneHT
odopMneHuns

OpHaMeHT - 3T0 Y30p, COCTOALLUN N3 PUTMUYECKM MOBTOPAKOLLIMXCA N YNOPAL0YEHHbIX
9N1EMEHTOB, KOTOPbIM MCNONb3yeTcA ANA AeKOpPaTUBHOIo opopMneHmna cnanga

LUTpuxoeKa - 370 y30pHas 3anmeka, co3gaBaemasn C MOMOLLbIO NapannesnbHbIX Uan
nepekpeLLnBaroLLMXCA TIMHUIN, KOTOPasa UCNOoNb3yeTcA ANA BU3yabHOIro BblaeneHna obbekTa,
npuaaHma emy o6béMa nnm ona uMmmTaumm onpeaenéHHoro matepuana

Mpo3payHoOCTb - 3TO BU3YyasibHbl 3 dEKT, MO3BONAIOLLMA YNPaBIATb CTENEHb BUANMOCTMU
ob6bekTa, Aenan ero YacTM4YHO UK MOTHOCTbIO MPOMYCKaloLLMM CBET
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PucyHok 26. Bknagka lNpospa4yHocms

5.3.4 HacTpomnka nepexonoB Mexay cnamgamm

NHcmpymeHm riepexoda caalgoB - 3TO BU3yanbHbin 3 deKT, KOTOPbIN NPUMEHAETCA NPM nepexone
OT O4HOr0 cnanga K gopyroMy BO BpeMs rnpeseHTaumnmn.

[aHHbIN MHCTPYMEHT HaxoamTcA B npaBoM yrny AKoHuenT nog HasBaHueM CMmeHa cradga.

CmeHa cnanga

1l
I

PucyHok 27. Bknagka CmeHa cnalga

Ha>kumaeM Ha Bknagky CmeHa craliga, YTOOBI OTKPbITb NaHeNb C MHCTPYMEHTaAMMU.
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PucyHok 28. NaHesnb uHCMpyMeHMOB A4/18 BKaaaku CmeHa cnaliga

5.3.5 HacTpowka BpeMeHU noka3a cnanaos

HacmpoUKa BpeMeHU rokasa cn1al4osB - 3To YCTaHOBKa A/IMTENbHOCTU NOKa3a Ka>Xgoro cna17|,u,a,
UTO6bl OHN MEHANMNCH aBTOMATUYECKU yepes 3aaHHbIN MHTEPBAn. OTO No3BoNAeT co3aaTb
aBToMaTtmn4yeckoe cna|7|,c|,-Luoy, KOTOpPOE MOXET ObITb NONE3HO ANA ,EI,eMOHCTpaLI,VIﬁ Ha BbiCTaBKax,
LLUKOJTbHbIX MEPOMPUATUAX UTN B O(I)VICHbIX LUnKnax, Tak Kak CHMMaeT HeobxoaMMOCTb py4HOTro
nepexknr4yeHnA.

daHHbI MexaHU3M HaxoauTca B npaBon naHenn AKoHuenTt noa HaseaHneM CMmeHa cnalga

169



B rpacbe lNocrne: - BbICTaBNAeM HYy>KHO€ HaM BpeMA KO BCEM cnanpgamB npe3eHtTaunn.
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PucyHrok 29. lNaHesnb uHCMpyMeHMOB A4/19 BKknagku CMmeHa cnaliga

5.3.6 lo6aBneHune apPpekToB aHMMaL MM ona 06 bEKTOB

LJaHHbIN MHCTPYMEHT HaxoamTcAa B BepxHen naHenn AKoHuenT

T s Pinn . . ] fuir ran=sn  Dcramas  Masgr

ST Fzpusr  Ouz  Cepasss
-

=3 = [ i B =t B e Rt it | 1

ace . = SN Sty A T =S i . . AL B [ e - o

PucyHok 30. Bknagka AHUMayuA
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MepexoanMm B pasaen MakeT, Haxo4uUM NHCTPYMEHT noa Ha3BaHneM AHuMayud MNMocne HaxkaTtua JIKM
Nno AaHHOMY MHCTPYMEHTY OTKPOETCA AOMNOMHUTENbHAs NaHe b B NpaBoM yriy pegaktopa AKoHuenT

noa HasBaHMeM AHUMaYUA.

= SAAHAMILAH

SEHE O HAD

PucyHok 31. MaHesnb uHCMpyMeHMOoB A/14 BK/1agKUu AHUMayus

BbibrpaeM Hy>KHbI HaM 06BbEKT B Mpe3eHTaunun, nobaenaeM Hy>KHbIM HaM 3addekT aHMMaumm ans
AaHHoro o6bekTa, HaXxnMaeM KHonky Job6aBums.

5.3.7 BcTtaBka 1 HacTponKa KONOHTUTYNOB

[aHHbIN MHCTPYMEHT pacnonoxeH B BepxHen naHenu AKoHuenT.
171
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PucyHok 32. Bknagka KonoHmumy:sibl

Mepexoaonm B pasgen Bcmaska, BbIbMpaeM MHCTPYMEHT nog HazBaHneM KosroHmumysisi OTKpoeTcA
OKHO C HacTpownkamm KosioHmumyisi.

KonoHTHTYN l

Cnanael MpUMeY4aHua ¥ TE3MChI

BCTaeuTe B cRang

| Darawu Bpema

-.:i:.- PHKCHPOBAHHBIA

MpoM3IBENEHBIA 3

DopMar: 24.0.2¢ -

Habiw: HiL -

| HusH@A konowTayn 0 e I

TEECT HHM¥HETD

KONMoOHTHTYNa

Howmep cnanga

He nokaselBaTs Ha NEPECM CNanoe

Cnpaexa [MpUMEHWTE KO BCEM [MpHMEHHTE DTMEHHTE

PucyHok 33. NaHesnnb uHcmpymeHmos KosioHmumyin

B gaHHbIX HACTPOKMKax CyLLLECTBYHOT crieayroLine MHCTPYMeHThl: 1. Cnangbl 1. BctaButb B cnang, 1)
[aTta n BpeMs - BCTaBka gaTbl U BpeMeHn 1) PUKCUPOBAHHbBIN - Bbl CAMU YKa3biBaeTe TOUHbIN
ananasoH 1) MpousBonbHbIN - dopMaT bepeTca U3 Ballen cnuctemMol 1) A3bIK - BbI6Op A3bIka 1)
HWKHMI KONOHTUTYN - TEKCT HMKHEro KONOHTUTYNA - MeEXaHNYEeCKMM CNOCO60M yKa3biBaeM
HY>KHbI HaM TeKCT coaep>kaHnA - HoMep cnanpa - He nokasbiBaTb Ha NepBOM cnanae
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KonoHTHTYN

Cnangsl MNpHMEYIHWA W TEZMCHI

BCcTaeuTe B CNang
| Dara W epema

i PHKCHPOBEHHBIA
- MpoK3IBoNEHBIA
DopMar:
HablK: :
| HHXHHA KONOHTATYN

TeKCT HUW¥HErD

KONMoOHTHTYNa

Homep cnakaa

He nokaselBaTe Ha NEPECM CNanae

Cnpaeka

[MpMMEHHTE KO BCEM

[MpHMEHHTE OTMEHHTE

PucyHok 34. lNaHenb uHcmpymeHmoB KonnoHmumyn > Cnaligbl

2. [MpuMeyaHune n Tesncol
1. OTo06pa3unTb Ha cTpaHuue

1) BepXHWUU KONMOHTUTYN - 0TOBpa>keHne BEPXHEro KONMOHTUTYa Ha CTpaHuLe

®UKCUPOBaHHbBIN - BBOAMM MEXAHNYECKMM MYTEM HY>KHbIA HaM popMaT AaHHbIX

2) TeKCT BepXHero - TeKCT BepXHEero KOAoOHTUTyNa

3) [OartaunBpemMa

4)

5) Mpoun3BOMbHbIN - NICMO/b3YETCA CUCTEMHbBIN popMaT BpeMeHU U gaTbl
6) A3bIK - BbIOOP A3bIKa

7)

e TeKCT HWKHEro - BBOANM Hy)KHbIVI HaM TEKCT AJ1A HUXKHEro KoOJIOHTUTy/1a

HwKHUM KONOHTUTYN - 0TOBpaXkeHNe HUXKHErO KOSTOHTUTYa Ha CTpaHuue

e Homep cTpaHuubl - oToH6pakeHne HoMepa CTPaHULbl B HUXKHEM

KONMOHTUTYNE
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KOMOHTHTYNa
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PucyHok 35. NaHenb uHcmpymeHmos KosnoHmumyn > lNpumMeyaHue u me3uchl
5.3.8 BctaBka KOMMeHTapmeB K cnanay

[aHHbIi MEXaHM3M HaxoauTcA B BepxHen naHenm AKoHuenT.

| MM E R 'A' O Purype = 8 TewcToewa 38dawTe [ KonoHTHTYW
— Em ] il Hpwnas

KouMenTagia (2 (5 [F] TexcTosce none " Muawwa F BoepTexarsbwd TecT 3 Cumeon
PucyHok 36. NaHesnb uHCMpyMeHMoB ¢ BKaakol KommeHmapul

Mepexoaonm B pasgen noa HaseaHneM BetaBka, BbiGMpaeM MHCTPYMEHT No4 Ha3BaHWEM
KommeHmapud.
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]

KommMeHTapHH
PucyHok 37. Bknagka KommeHmapul

B npaBoM yrny cnanga noaBMTCcA MoganbHOE OKHO, rAe MoOXHO A06aBUTb KOMMEHTapUii K TOMy UNu
MHOMY 0OBbEKTY.

testuser
nT, 24 okT. 2025, 15:43

PucyHok 38. ®opma 3anosiHeHUA 6;710ka KommeHmapul

B none nuweM cBo KOMMeEHTapun, HaxkumaeM KHonky CoxpaHumes.

bestuseEr
nr, 24 okT. 2025 r, 12:45
Test

PucyHok 39. 3anosiHeHHbIU 6710k KommeHmapul

Ecnu Hy>KHO yaanuTb KOMMEHTapuUin, HaxkMMaeM BepTukanbHoe TpoeTouue (i) n Bbibupaem Yaaaume.

testuser =
n

nr, 24 okT. 2025 r 22"
HameHuTE

CTEEeT

' ManKTh

PucyHok 40. YaaneHue KOMMeHMapus

Tak>ke MOXXHO M3MEHUTb KOMMeHTapMVI nnn gaTtb Ha Hero OTBeET.
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5.4. PaboTta co BcTaBkaMu

5.4.1 lobaBneHne cnannos

Ona toro, utobbl 406aBUTbL CNnana B 4OKYMEHT NepenanTe Ha BKiaaky BetaBka v Bocnonb3yntech
kHonkon Co3paTtb cnavp nnu [lyénupoBatb cnang Ha BeEpxXHe NaHenn MHCTPYMEHTOB.

Ecnu Bbl XOoTUTe yaanuTb cnanj, To Heo6XoA4MMO Ha HEero NepenTn 1 BbibpaTb Ha NaHenu
WHCTPYMeHTOB YaanuTb cnang,.

Tectl.odp o o BB ®aiin  [nasHas  Bcraeka  Maxet  Peuewsuposanue  Qopmat  Bug  Cnpaeka
[ Oy6nuposats cnana R~ ¥ Ta6nuua v P Tunepcceinka ) =0 iIry O ®urypsi ¥ A TekcToBbie adekTsl [ KONOHTHTYNBI
+ - = R . 4 LI Kpueas

Cosgate cnaitn [ Yaanute cnaip W3oGpaxenve Megva oll Avarpamma 2 Ymmbii nopgop  Kommewtapni B O [E TekcToBoe none ./ MluHuA B BepTukanbHuii Teker £ Cumson

PucyHok 41. Paboma co cnaldgamu

5.4.2. BctaBka n HacTpomnka nsobpa>keHum

UT0o6bl 4062BUTE N306pakeHMne B AOKYMEHT, HE06X04MMO NMePENTM BO BKNaAKy MeHto BeTaBka -
N306parkeHune 1 BbibpaTb OANH U3 AOCTYMNHbIX BAPMaHTOB: BCTaBUTb M306pa>keHme ¢ KoMMbloTepa
nnu BCTaBUTb N306pa>keHune (pann ns xpanmnmua «<AnbtepOduc Beb») nnm Bocnonb3oBaTbCA

KHOMKOM B Ha BEpPXHeW NaHenn MHCTPYMEHTOB U BbiI6paTb HEO6X0AMMbIN dawns.

~ B Tabnuua ¥ ¢ Munepcceinka . @ i
N306paxeHue Megma oll Ouarpamma ¢ Ymubiit nogop Kommentapuin (& © =

BcTaenTh M300pameHHe ¢ KoMNBHTERE

BocTaenTe M3oOpameHue...

PucyHok 42. BcmaBka usobpaxkeHus

YT0o6bl UI3MEHUTb pa3Mep n3obparkeHns, Heobxoanmo: 1) Boiaenntb nsobpaxkeHne, Ha>kaB Ha HEro
NeBOM KHOMKOM MbILWK. 2) MI3MeHUTb pa3Mep n3obpaxkeHunsa, NepetackmBas yrnoBble Mapkepbl.

Takke, Npu Ha)kaTum NeBON KHOMNKOW MblLLK Ha n3obpaxkeHune - cnpasa Ha 60KOBOV NaHenun
OTKpotTCA ero ceonctBa. K HacTporike A4OCTyNHbI TakKMe CBOMCTBA Kak APKOCTb, KOHTPACT, LLBETOBOM
pPEeX1M, NPO3pPavYHOCTb, TMHNM 06BOAKM, NONOXKEHNE N30Opa>KeHNA B LOKYMEHTE.
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> TeHb ~

> TMonoxexue v paamep Ff
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PucyHok 43. felicmBus ¢ u3obpa keHuem

5.4.3. BctaBka n popmaTtmpoBaHue Tabnui

Onatoro, ytobbl 4O06aBUTL TABNNLY B JOKYMEHT BOCMNO/b3YNTECH KHOMKOWN E+ Ha BepxHel naHenu
WHCTPYMEHTOB U1 BbibepuTe HeoH6Xx0aMMbI pa3mep Tabnuiibl, BbiAeNMB COOTBETCTBYHOLLLEE KONUYECTBO
CTONBLOB M CTPOK.

®aiin FnaBHasn Bctaeka MakeT PeueHsupoBaHue Gopmart Bug Cnpaeka

R Taénuua v | ¢ Tunepceeinka ) E# O Ourypl ¥ A TekcToBble 3dQekTsl D) KONOHTUTYABI .
A " Kpweana
il Auarpamma ¢@ Ymubii nopsop  Kommewtapuin (O © = Tekctopoe none .~ [luHua I BepTukanbHelit Teker £ Cumeon

PucyHok 44. BcmaBka mabnuusl

[lns HacTpoMKM pasMepoB CTPOK M CTONBLLOB BOCMONb3YUTECH CleLManbHbIMU MON3YHKaMK, KOTopble
NosBNAOTCA BOKPYr TabnuLbl eCnmn Kypcop CTOUT BHYTPU Hee.
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PucyHok 45. Hacmpolika paamepoB B mabiuye

OnaToro, uTob6HbI BblAE/TNTb CTOI'I68LI, N CTPOKY LLEMMKOM Ha>kKMUTE Ha cepb||7| KBagpat Mexay
non3yHkKamMum ana nNSMeHeEHA pa3Mepos.

PucyHok 46. BeigeneHue B mabsuye

[Ona pepaktpoBaHus TabnnLbl BOCNONb3ynTech Bknaakon Tabnuua Ha BepxHer NaHeIm MeHo
pepakTopa.

Ona pobaBneHns HOBbIX CTPOK M cTONBLOB BbibepuTte BKknaaky Tabnuua v ganee HeobxoanMbli
napametp.
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OnaynaneHus cTpok n ctonbuos BbibepuTe Bknaaky Tabnuua n ganee Heob6xoaMMbli napameTp
(cTpoku/cTonbubl/BCtO TABNULY).

Ona o6beanHeHNA HECKONbKMX AMEEK B OAHY NpeaBapuUTesibHO BblAEINTE KYPCOPOM MbILLWN AYENKU U
hanee nepengute Bo Bknaaky Taébnuua - 06 beANHUTD AUENKMU.

£, AnbrepOdmc Tectl.odp o o B @ ®ain [naeHan BcTaeka Maket PeueHzupoBaHue dopmar Ta6nuua
@ B Bf B B o6veauuurs sueikn B Select Table BB Bopenutsb ctonbey T = X S Usernmmmn v B B 4 o &P
= = f— =]

Ceoictea Tabnmuel [ B R FE Paséuto aveiikn B voanums tabnuuy BB Bugermtbctpoky = = = = & Usersanvexn v U0 B8 ol © &

PucyHok 47. Paboma ¢ mabnuyel

Ona BbinonHeHmA 6onee nogpobHbIXx HACTpoek Tabnuubl nepengnTe Bo BKNagky Taébnuua - CBonctea
Tabnuubl. B oTKpbIBLLEMCA OKHE HacTpanBatoTCs Takme napaMeTpbl Kak CBocTBa Tabnuubl,
nono>keHue tabnuubl Ha cTpaHuMue, cBOMCTBa cTonbL0B, obpaMmneHmne n poH Tabnuubl.
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CeoicTEa TAbNULEI b4

WpudT SdderTul WpudTa OSpamneHne PoH TeHb

JanaiHsie BocTouyHoasmaTckue

CRoMHbE CHETEMBI MMCEMEHHOCTH
Cemeicteo: | Carlito

Cemeicteo: | MNoto Sans CJK SC r

Agdasima ;
Alef Agdasima “ T
Armiri Alef .
Amiri Quran Amiri L
Bacasime Antique Amiri Quran |
Belanosima — Bacasime Antique
Belanosima |
CTHNL: OO BIMHBIA - -
Kerns: 18 it - CTvne: OBByHEIR -
. Kerns: 18 nr -
R ET Russian - BoamoxHOCTK
[119 NEUATH 1 BLIBOAE Ha 3KpaH GyaeT Azbik: Chinese (simplit | = BozMO¥HOCTH
MCNONB30BEH OAWH W TOT Xe WpKHeT. [lnA neuyaTu W BLIBOAA Ha 3KpaH ByaeT
HMENONb30BAH OJMH M TOT %e WPKAT.
: i
Loremipsum AZ#] 4AE qaarri__
Cnpaeka OTMEHHTE OK

PucyHok 48. CeolicmBa mabiuuysl

[Ons no6aBneHuns LuBeTa AveekK, CTPOK UM cTonbuoB NepenanTe Bo Bknagky Tabnuua - CBoncTBa
Tabnunubl - PoH. [11a 3a1MBKN MOXKHO BbIGpaTh 11060 LUBET U3 NANUTPbl NN TEKCTYPY.
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CeoMcTBa TaGnMLbI

LWpudT SpderTol wWpudTa OBpamneHue
Het Lleet pagueHT
Lseta AKTHEHEIH
Manutpa: CTaHpapTHanA -
EEEEEEN
EEEEEEEE
R
|
EEEEEEN ] | G
EEEEEN EEN
EEEEEENEEEEN 5
EEEEEEEEEEEN
AEEEEEEEEEEEN .
HEEN
PUYHBIR

HepasHue ueeTa

ManuTpa Nnone3oeaTens

NoGaewnts Yoanute

Cnpaeka

5.4.4. BctaBka ¢uryp, gnarpaMmm

5.4.4.1. durypsbi

@oH TeHb
WaobpaxeHue
114
159
207
729fct

OpHameHT LLiTprxoBEa
Coapate

R 114

G 159

B 207

16- 729fcf

PHUHBIA

(PBuiGpaTs

Pucyrok 49. Ceolicma mabsiuybl. DoH

[ns nobaBneHnA pycoBaHHbIX 31EMEHTOB B peAakTop Nnepenamte Ha BKNaaKy MeHto BectaBka -
®durypbl, B packpbiBatoLL,eMcs crincke no 6510kaM npeactaBneHbl GUrypbl, KOTOPbIE MOXXHO BCTaBUTb B
OOKyMeHT. [NocTaBbTe Kypcop BBOAA B MECTO BCTaBKU GUTYpbl U BbIGEPUTE HEOBXOANMbIN 3/1EMEHT.
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PucyHok 50. ®urypsi

durypa nobasnserca c HaCTPOMKaMM Mo yMon4yaHuio. [1na uaMeHeHnsa paamepa ¢purypsbl Bolaennte ee
Ha)<xaTWUeM NeBO KHOMKOW MbILLW 1 3aTeM 3a)KMUTE U pacTarnsaiiTe yron o6bekTa, Aenasa ero MeHblie
nnun 6onblue. [lononHUTENbHbIE NapaMeTpbl BU3yasibHOro oTobpa)keHns Guryp HactpamBaroTcs
aHanornyHo napameTpam n3obpakeHnin Ha 60KOBOI NaHeIM MUHCTPYMEHTOB.
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5.4.4.2. luarpamma

UTo6bl f06aBUTL gnarpamMmy B JOKYMEHT, HE06X0AMMO NepenTn BO BKIaaAKy MeHto BecTaBka -
AnarpammMma. Boigenute auarpaMmy, Ha)kaB Ha Hee JIEBOM KHOMKOW MbILLW U MPOBOANTE
nonb3oBaTe/IbCKME HACTPOMKM Ha NpaBon 6okoBoM naHenu. No yMonyaHuo peagakTop CTPoOUT
cTonbuaTtyto gnarpamMmmy, Ho Ha 60KOBOW NaHEeN BO3MOXKHO BblibpaTh 060 Apyron Tmn.

Bbuigennte anarpaMMmy ABOMHBLIM Ha)XaTMEM NNEBOMN KHOMKOW MbILLM, a 3aTeM NepengnTe B KOHTEKCTHOE
MEHI0, Ha>kaB Ha Hee NPaBol KHOMKOW MbILLN. B KOHTEKCTHOM MEHIO MOXKHO CMEHUTb TUN AnarpamMmsl,
OTKPbITb TabNMLY C ee AaHHbIMU U MPON3BECTU HACTPOMKN APYrUX NapaMeTpPoB anarpaMmmbl (M3MEHUTb
Ha3BaHue 3arnaBuin, BCTaBUTb/YOannTb OCKU, yoannTb nereHay unm naMmeHmnTb popmat obnactu
nocTpoeHus). [Ba>kabl Ha)KMMUTE NEBON KHOMKOW MbILLUW Ha 3/IEMEHT AnarpaMMsbl Ana Toro, Ytobbl
M3MEeHUTb NapaMeTpbl aneMeHTa (LBeT, MacLuTab anemMeHTa U apyrme napamMeTpsbl). [JononHUTENbHbIE
napameTpbl BU3yanbHOro oTobpa>keHus anarpaMM HacTpamBaroTCcsa aHanorMyHo napamMeTpam
n3obpa>keHnin Ha 6OKOBOM NaHENN NHCTPYMEHTOB.

Qain naeHas BcTaBka MaxkeT

I
Jies
[
&l
X

PeleH3upoBaHue GopmaTt Bupg, Cnpaeka O 4

O duryps ¥ R A @ & Momck

"\, CoemuHuTenbHble nuaun ~ [LF ol

J

KommenTtapui

I i
-
I
(I
14
oA
=
-l
Il
[

Tekctosoe none

Mpesentauns @ 3ameHHTb

~ Tun ararpammbi

Cronguaras -

OBbHAR
| Tp&ExMepHbiit BrA, PeanueTiunsil -

Bnok

LunuHap
8 Gurypa

0 L

Crpoka 1 Crpoka 2 Crpoka 3

Komyc
Mupamuaa
m Cronbe, 1
m CronBeu 2
Croney, 3

~ 2NemMeHTbl

3arnagus

[N}

| 3arnaswe

Crpoka 4 | Moasaronosok

Nerexpa
V| Mokasare nerengy | Crpasa
v/ He nepexpeizars auarpammy nerengoi

Ocu

PucyHok 51. CBolicmBa guarpamMmel

5.4.5. lo6baBneHne rMnepcchbiIoK U TEKCTOBLIX MOAEN

5.4.5.1. lunepcceinku

W Ocb X
V] ocy
Ocb Z

| Moanuce ocu X
] Noanucs ocu ¥

Megnues oeu Z

YT06b1 4O62BUTL TMMNEPCCHINIKY B 4OKYMEHT, HE06X04AMMO NepenTn BO BK1aaKy BeTtaBka v BbibpaThb
MNnepccobinka. B noasmeLuemMca gmanoroBoM okHe Heob6xo4MMo 3anonHUTbL Nona TekCT, KoTopoe

oTBEYaeT 3a BMAMMbIN TekcT n CBA3b, oTBevatollee 3a URL agpec ccbinku.



BCcTaBMTb TMNEpPCChINKY *®

Teker

Caasb

PucyHok 52. BcmaBka rurnepcchi/iiku
5.4.5.2 BcrmaBka meKkcmoBoro ro/if

[ns BCTaBKM TEKCTOBOIO NMond B AOKYMEHT BOCNO/1b3YNTECH BK1aakon BeTtaBka v BbibepuTte
TekcToBOE None.

CnpaBa B MeHto ByayT napaMeTpbl TEKCTOBOIO MOJ1s, BO3MOXKHbIE A1 UBMEHEHMA.
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PucyHok 53. BcmaBka meKkcmoBOro ro/ia
5.4.6. BcTtaBka n HacTponka Megma
AKoHuenT nogaep>knaet sugeo dopmatel AVI, MOV, MP4, MPEG-4, WEBM, MKV, WMV u gpyrue.

Tak>ke B nporpamMMy noaroToBKM Npe3eHTaumnim MoXXHO BCTaBUTb ayano ¢opmatel MP3, WAV, FLAC,
M4A, WMA, WAV u gpyrue.

Y1066l nO6aBUTL MegMa B 4OKYMEHT, HE06x04MMO BbIGpaTh O4MH U3 [OCTYMNHbIX BAPUAHTOB: BCTaBUTb
Meauna c KOMMNbTEPA UK BCTaBUTb 3BYK UK Buaeo (pann ns xpanmnmuia «AnbtepOdunc Beb»).
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E (& daiin MaeHas BcTaeka

Ff Taénuua ¥ (2 Tunepcebinka O 0
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BETaBWTE MyNETHMEAME € KOMNLIOTERA

BETaBUTL 3BYK MNK BUASO

PucyHok 54. BcmaBka Megua

[Ona namMeHeHUs paamMepa BCTaBNEHHOIO B OKYMEHT U306paXkeHWs BblAE/TNTE Ero HaXKaTUeM Ha Hero
NEeBOW KHOMKOW MbILLW 1 3aTEM pacTArMBanTe TOUKM-MaHUNYNATOPbI B Iy U3obpaxkeHusa, aenas ero
MeHblle Uin 6onblue. HaXkMUTe NeBoit KHOMKOM MbILLM Ha M306paXkeHne U Ha 60KoBOM NaHenm
cnpaBa OTKPOKTCA BCe ero ceoncTea. K HacTpolike A0CTYNHbI TakMe CBOMCTBA Kak BOCNpou3BeaeHue,
NnonoxxeHue U paamep Meama B AOKYMEHTE.

~ MyneTHMegna

Bocnpomzeegeque: @ @ @ @

Mowek:

00:00:00 { 00:00:00 pOMKOCTR:

@

~ TMonoxeHue W pasmep =
Monoxenwe X: | 21,59 eM

Nonoxenwe ¥: | 0,32 EM

LLIMpHHE: 5 em 1| @ J
Buicara: 5 CM

Pacnonoxute: L1 (L 5 5%
Bupaenmsanve: B f H 00 85 ol

PucyHok 55. [lelicmBus ¢ megua
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5.5. Pabota c Makpocamu

B AﬂbTepOd)l/IC Beb noanep>XmBarwTCcA MaKpoChbl, KOTOpPblE MO3BOJIAKOT aBTOMaTtn3npoBaTb
MOBTOPAOLLMECA 3aaa4n.

Makpocbl — 370 He6o/bLLNE CKPUNTbI N Habop KOMaHA, KOTOPbIE BbIMO/THAKTCA aBTOMaTUUYECKN
npu onpeaenéHHbix ycnoeuax. OHM NO3BONAKOT YCKOPUTL PaboTy, CHU3UTb OLLUNGKU U BbINO/THATb
NoBTOPAIOLLMECSH AEACTBUA aBTOMaTUUECKM.

B uenax 6e3onacHocTtun, AnbTepOduc Beb nogaep>kmBaeT TONbKO 3anycK paHee Co3aaHHbIX
MaKpocoB. MaKkpocChl MOXXHO co3aaBaTh U peaakTMpoBaTth B geckrton sepcuun AnbtepOduc.

Deckron Bepcua AnbtepOduc no yMonvaHuio nogaep>XmBaet Makpocsl Ha Basic.

Basic — 3T0 BCTPOEHHbIN A3blK MPOrpaMMMPOBaHUNA, UCMONb3YEMBbI A1 CO34aHNA MaKpOCOB B
AnbtepOoduc. OH obecneunBaeT BO3SMOXHOCTb MMUCaTb NO/Ib30BaTeNbCKNE CLLEHaPUU, pacLuMpsatoLme
bYHKLLMOHANbHOCTb CUCTEMBI M @aBTOMAaTU3UPYIOLLME PYTUHHbIE OMepaLnm.

Tak>ke B cMCTEME €CTb BO3MOXHOCTb MCMNO/Mb30BaTh Makpochkl Ha Python, uto naét ewé 6onblue
rMBKOCTU U MOLLIHbIX MHCTPYMEHTOB /11 aBTOMaTM3aLnUn N UHTerpaumu.

EcTb Heckonbko crnoco60oB 3anycka Makpoca:

e lIMnopTnpoBaHue Makpoca Ha Basic B 4OKyMeHT pegakTtopa.
e lIMnopTmnpoBaHue Makpoca Ha Python B ,okyMeHT pepakropa.
e [lpenyctaHoeKka Mmakpoca Ha Python B koHTelHep editor AnbtepOduc Beb.

PaccMoTpuM Kaxkablt 3 HUX nogpobHee.

5.5.1 IMnopTnposaHne Makpoca Ha Basic B 4OKyMeHT

[Ona Havana Heo6xoAMMO 3arpy3nTb HaLl AOKYMEHT C MakpocoM B xpaHunuuie AnbtepOduc Beb.
MpumevaHune

MpenBaputenbHo 6bin co3aaH AOKYMEHT, BHYTPW KOTOPOro HACTPOEH MakKpocC, KOTOPLIA co3aaeT
HOBbIM cramg, B Npe3eHTauunmn.

187



i —

Bce ¢pannbi

[/

3arpyauTe fann
3arpysvTe Nanky
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HOBBIM OOKYMEHT

Hoeaa Tadnuua

Hoeaa npezerTauma

Hoeaa guarpamma

el HOBBIA TEKCTOBRIR Hakn

PucyHok 56. 3arpy3ka goKyMeHMa

Lanee, oTKponTe HaLL AOKYMEHT, NepenanTte Ha Bknagky ®@amn n HaxxmMute BbinonHNTb Makpoc.

B OTKpbIBLLEMCA OKHE Bbl6epMTe Hall AOKYMEHT, 6VI6['IVIOTeKy, Hy)KHbIIZ MakpocC B Hen n HaXkMuTe

BbinonHUTH.
— =N 5 NMogenuTecA =
= 2 . 2 7 floa =
Coxpannte  CoxpaHure Kak JkcnopTMpoBaTe kak D) Mpocmotp mctopuk  Mevats

Haewrayma ®

Cnangel Koutyp

T e e ——
P

o i ot s M

u: Lo, B = B
BBINONHUTE MAKDOC  Cyauaty BoccTawoewTe  CeoiicTea  [EeperMEHOBETH
BriSop makpoca x

Buifepute GuENHOTERY, KOTODER COBEDMMT HYMHLIR MaKpoo,
FaTem spibepMTE MAKDOC B nona «kmA Makpocas.

BrtnuoTexa Wmn makpoca

L% AddMewSlide
* [E  Marpocs NpUMNoseHrA
w Mpessstauma.odp /

> EH Mowmakpoce

A 3arnal

~ [ Sl‘dar:l

Bl Maodulel
= 1bILUBHO
Cnpaeka OTMEHNTS

PucyHok 57. lNouck makpoca B 6ubsiuomeke

Haww Mmakpoc cpaboTan v Bbl BUAMTE ero pesynbrar.

188



£ AnsTepOduic MNpezexTauma.odp L) » B &

= = & T100ennTecA N
ED (22 - (22 - = - o
CoxpaHuTe  CoXpaHqTh Kak JKCNOPTHPOBATE KaK %) MMpocmoTp woTopun  [184aTh BeiNoMHMTE MaKpoC
Haeuraywa X
Cnangpl KoHTYp

Nem zoh sneenam wma eem s
TR

Eév frsishrmn foact o upl s i

PucyHok 58. Pesynibmam pabombi Makpoca
5.5.2 ImnopTtmnpoBaHue Makpoca Ha Python B OKyMeHT
lMpouecc aHanornyeH npoueccy ¢ MakpocoM Ha Basic.
3arpysunte 4OKYMEHT ¢ MakpocoM B xpaHunumuie AnbtepOduc Beb.
OTkponTe AOKYMEHT, NepenanTte Ha Bknagky ®avn n Ha>xmute BbinONHNTbL MaKpocC.

Bbibepute A4OKYMEHT, BUBINOTEKY, HY>KHbIN MakpoC B HEMN N HAXXMUTE BbINONHUTD.
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BiBbop makpoca x

BriGepuTe SuineoTary, HOTOPEA COOSp®UT HY HHER Maspoc.
Jarem sudepuTe Makpoc 8 nona «MmMA Makpocas,

Butinnaraxa MraA maspoca

> B Mow makpocs i add_new_slide

[

VI MNpezexrayma.odp I
> 'ﬂndard / 1

Cnpas=a CTMeHUTE BenonHuT:

[1na nobaBneHns 1

PucyHok 59. lNouck makpoca Python B 6ubniuomeke

Haw makpoc cpaboTan v Bbl BUAMTE ero pesynbrar.
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PucyHok 60. Pesyibmam pabomsi Makpoca Python
5.5.3 NpegyctaHoBka Makpoca Ha Python

[Ona paHHoro cnocoba NnpeaBapuUTENIbHO NONOXMUTE MaKpOC B CneumanbHyr narnky, 4tobbl oH
nossunca B 6ubnnoteke AnbtepOduc Beb.

Mocne aTtoro co3panTe HOBbIN AOKYMeHT B AnbTepOduc Beb, nepenagnte Ha Bknagky ®@amn n Haxxmure
BbinonHUTBL Makpoc.

B oTkpbiBLLEMCA OKHE BbibepuTe 6Mbnmnoteky “Makpochbl npuno>keHna”.
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BeINONHWTE M3KPOC  Cxauats BoOCCTaHOBWTE  CBOACTEE  [1EpEMMEH!

Brifop makpoca x

BriGepuTe GMENMOTERY, KOTOPAR COOSREHT HY XHEA MaKpos. Jaten exdepuTe
Maxpoc 8 nong *MmA makpocas.
EwSnuwotana Heam mawpoca
} B Mowmakpoce s insert_date_time_in_selected_cell
w [E]  MaxpoCel NDUANOKEHWR '
B Capitalise
B HelloWaorld
B InsertText

» [E Librelogo -

Cnpag«a CraseHUTL BeinonHu

PucyHok 61. Makpocs! rpusioXXeHuUsa
Bbibepute co3gaHHbIN paHee Makpoc 1 HaXKMMTe BbINOMHNUTD.

G Sy [l =

BBINOAHWTE M3KPOC  Cuauars BoccTawoBWTe  CeoORCTEa  [EpEMMEHOEATH

Brifop makpoca x

BriGepuTe GnENMOTERY, KOTOPER COOSREMT HY XHEA Makpoc. Jatem

BEISEQHTE Makpoc B none «MmMA Makpocas.

Ewfinuotena Muar maxpoca
> El LibrE‘LDgD . 3 add_ne-w_5|ide
B MRILib
] El Macro_Con

[ Me-——ame——ee
Macro_Con

3 |

B PythonCalc =

Cnpasxa CTIasHUTE BeinonHums.

PucyHok 62. Makpoc Python B 6ubsiuomexe
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Haww Makpoc cpaboTan v Bbl BUAMTE €ro pesynbrar.

£ AncTepOdinc MpezexTtawan.odp Lr » B 5
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Cnangel KoHTyp
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e
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PucyHok 63. Peaynibmam pabomsl Makpoca Python

5.6. HacTtpovka oTtobpa>keHna n HaBuraums

B HaBI/IFaTOpe 0T06pa)KaPOTCFI 06beKThI, cogep>awmeca B 4OKyMeHTE, p336VITbIe Mo KaTeropuAaMm.

UTt06bl OTKPBLITE HABUIaToOP, HaXkKMNTe HaBuraTtop Ha Bknaagke Maker.
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PucyHok 64. HaBuramop

Ha)xmMumnTe Ha TpeyronbHUK psaoM c ntobon kateropmen, Ytodbbl 0TO6pPa3nTb CMUCOK 06 BEKTOB B 3TOMN
KaTeropmm.

[Ba>kabl HAXXMUTE NeBOW KHOMKOW MbILLM MO KOHKPETHOMY 06bEKTY /1A Nepexoaa K HeMy B
[OKYMEHTE.

5.6.1 MacwTabupoBaHue OOKyMeHTa

MacwTabupoBaHme LOKyMeHTa MOXXHO HaCTPOUTb B MeHto Bnpg, ¢ noMowbio pyHkummn Mpmnbénusurs,
Otpanutb 1 C6pocuTtb MacLuTab.

New Presentation (2).odp o o BB Oaiin  TnaeHas  Beraska  MakeT  PeueHsupoBaHue ~ QopmaT  Bug  Cnpaska OExxB =X
= = ra @ & Orpanuts 5 5 Nuweiika =] [(\ [0l
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MpeseHTauus MpedeHTaUma B OKHe  KOHCOMb NpeseHTaumMu  Bo Beck akpaH | Copocuts Macwrad @ Mpucnuauts | Komnaktheii un £ Crpoka coctoskus CBepHyTh BKNagkk  MpuMevanua  MacTep-cnaiin, Temuas Tema  BokoBas naHens

PucyHok 65. ®yHkyuoHan macwmabupoBaHUA

A Tak e Ha CTPOKE COCTOAHMA C aHa/1I0TMYHbIM (byHKLI,MOHaI'IOM.

@ & wox v @

PucyHok 66. Cmpoka cocmosHuUAa
5.6.2 OTobparkeHne aneMeHTOB nHTepdenca

UTo6bl CKpbITE/MOKa3aTh CTPOKY COCTOAHUA HEOBX0AMMO HaXkaTb Ha CTpOKa cOCTOAHMA Ha BK1aaKe
Bua.

UTo6bl CKpbITb BCE coaep>kKnmoe Bknagkm Bng Heobxognmo HaxkaTtb Ha CBepHYTb BK1agKu.

A BcTtaeka MakeTt PeueHaMpoBaHue QopmaTt Bug Cnpaeka

] Y —
El = JnHenka E

KomnakTHbid Bug | 2] Crtpoka coctoauua CBepHYTb BKNaOKK [puMedaHua MacTep-cnang

PucyHok 67. OmobpakeHue asfieMeHmMoB UHmMepgelca
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5.6.3 Pe>xuM npocMoTpa npeseHTaunm

3anyck 1 NpoCMOTP roTOBOW Npe3eHTaLun A0CTYNeH Ha Bknaake Bua,.

New Presentation (2).0dp s o BB daiin nasHas Bctaska  MakeT  Peuensuposanme  Gopmar  Bug  Cnpaeka O &XB X
o ra @ @ organuts 8 nuueika = = +
®© . ] = o 2 8 =] (& I

MpesenTauys

MpesenTams B Okie  KOWCONb NpeseHTauun  BoBech skpaH  CopocuTs Macwras @ Mpunuaute  Komnakthbiieup |l CTpoka cocToHns | CBEPHYTbBKAAgkM  Mpumeuanus  Mactep-cnaitg Temuan Tema  Bokoas naHens

PucyHok 68. 3anyck u npocMomp rnpe3eHmauuu

YTo6bl 3aMyCTUTb MPOCMOTP NPEe3eHTaLnM B CTaHAaPTHOM pexxmMe HeobxoanMo BbibpaTb
MpeseHTaumna c BapnaHTaMu 3anycka:

e CHayana
e C Tekywerocnanaa

.E b

MNpeseHTaUKWA
C Hadana

C Texylwero cnaiga

PucyHok 69. BapuaHmbi 3ariycka

Yto6bl 3anycTUTb MPOCMOTP Npe3eHTaLnm B OKOHHOM pexxmMe Heobxoamnmo BbibpaTth MNpe3eHTauua B
OKHe.

Ecnu BbiGpaTh KOHCONb Npe3eHTauumn, To npeseHTaums 6yaeTt oTKpbiTa B OKOHHOM PexXuMe ¢
OTKPbITOM KOHCOMNbIO yNpaBneHus.

Ha Hen MOo>KHO nepexknr4yaTtbCA Mexxay cnanpamm, cTaBuUTb BOCrnpomnseeaeHme Ha nayasy, a Tak >xe
MEHATb PEXUM OTO6pa)KeHVIFI cnanpgos.
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@ Kowcons npeseHTaum - Google Chrome = O x

@ about:blank

00:00:09 11 O 17:15:06 Cnegyrowmii cnaing

Ons pobaeneHra 3arMaBMA WENKHKMTE

MBI B
= [an QoBaenerHHA TEKCTE WENKHHTE MEWbio

Ansa pobasneHus

npumMmedaHuns
LWENKHUTE MbILLbH

Cnang 1 mn3 3

PucyHok 70. KoHcosb npe3zeHmMayuu

5.7. opAayme knaBuLLIN

Onayno6cTtBa paboThl C pegakTopoM U3yuynTe BapmaHTbl UCMOMb30BaHUA FOPAYMX KaBuLL, Ana 3TOro
Ha naHenun MeHto peaakTopa Bbibepute Cnpaska > KoM6mHauum KnaBuLl MK HAaXXMUTE KNaBMLLN
Ctrl + Shift + 2.
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O nporpamme

PucyHok 71. lNopAayue knaBuwiu

Qann CnaeHan BcTraeka

AlterOfficeweb

MakeT

PeueHaupoBaHre  Qopmar

-

Kom6uHaLmm KnaeuLl

O6wme KOMGMHALMK KNaBULL

OTMEHWTB
MoBTOpUTH

Belpezatb

KonvpogaTte

BcTaBuTh TONBKO TEKCT

CneumransHas BCcTaska
Mevate (3arpyauTe kak PDF)

MomoLyb No KOMBMHALMAM KNaBWLL

MepedTH K MeHIo HoyTEYKBapa

MepeiTh K IOKYMEHTY U3 MEHIO

MepeiTh K MeHo BbIBpaHHOro
KOMMEHTapus

ctrl + z

ctrl + ¥

ctrl + X

ctrl + ¢,

ctrl + 1Insert

ctrl + shift +

v

ctrl + alt +

shift + v

ctrl + p

ctrl + shift +

?

alt + shift +

Bug

Cnpaeka

Mocne HaxxaTna Ha kHonky Kom6uHaumnmn knaBuwl nepen BaMun oTkpoeTca OKHO C onncaHneM Bcex
KoMBMHauUnn KnaeuL ¢ NoapobHbIM onNMcaHmeM, a Takke GyHKLMEN NOUCKA.
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Kom6uHauumn knasuul

O6Lwwmne KoOM6MHaLIMU KNaBULL

OTMEHWTB
MNoeToOpUTL

Belpe3aTe

KonupoeaTtb

BcTaBUTE TONBKO TEKCT

CneuwaneHas BCTaBKa

Mevatk (3arpy3uTe kKak PDF)

MNomolls No KOMBUMHALKWMAM KNaBMLL

MNepenTn K MeHo HoyTOyKGapa

MNeperTn K AOKYMEHTY W3 MEHHD

MeperTn K MeHO BeIBpPaHHOro
KOMMEHTapHA

PucyHok 72. KombuHayuu knaBuwi

5.7.1 O6bwme kKoMOUHaLUMKM KnaBULL

OtMeHuTb — Ctrl+2Z

ctrl |+ | Z

ctrl | + | ¥

Ctrl |+ X

ctrl + |,

ctrl + Insert

ctrl + shift +

Ctrl |+ Alt +

Shift + v

ctrl + P

ctrl + shift +

2

Alt + shift +

F1

ESC

Alt |+ | C
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MNostoputb — Ctrl +Y

Boipezatb — Ctrl + X

Konuposatb — Ctrl + C, Ctrl + Insert

BctaButb Tonbko Tekct — Ctrl + Shift +V
CneuymanbHada BctaBka — Ctrl + Alt + Shift +V

MNeuatb (3arpy3uTtb kak PDF) — Ctrl + P

MomMowb no koMbuHaumam knasuwl — Ctrl + Shift + ?
Mepentn K MeHo HoyTbykbapa — Alt + Shift + F1
Mepentn K OKYyMeHTY N3 MeHto — Esc

MepenTn K MeHt BbiIBpaHHOTro kKoMMeHTapma — Alt + C
5.7.2 dopmaT TeKcTa

XupHbin — Ctrl + B

Kypcue — Ctrl + |

MoguépkmeaHue — Ctrl + U

3auépkmpaHue — Ctrl+ Alt +5

BepxHum nigekc — Ctrl + Shift + P

Hu>xHunn nnoekc — Ctrl + Shift + B

Bbioennte Bcé — Ctrl + A

5.7.3 ®opmart absaua

BbipoBHATL Mo LeHTpy — Ctrl+ E

BbipoBHATL N0 neBoMy Kparo — Ctrl + L

BbipoBHATL No NnpaBoMy kparo — Ctrl + R

BblpoBHATL NO WnpuHe — Ctrl +J

NMOHM3NTb YpOBEHb 3N1EMEHTA cNMcKa (gon>keH 6biTb BoibpaH) — Tab
MoBbICUTb YPOBEHb 31EMEHTa cnucka (go/mkeH 6biTb BbibpaH) — Shift + Tab
5.7.4 Boibop TekcTa U HaBUrayma B None Tekcra
Bbigenntb Bcé — Ctrl + A

MepemMecTUTb Kypcop Bneso — CTpenka BNeBo
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NepemMecTuTb Kypcop Bneeo c BblaeneHnem — Shift + Ctpenka sneso
MNepenTtn K Havany cnosa — Ctrl + Ctpenka BneBo

Bbigoenartb BneBo no cnosam — Ctrl + Shift + Ctpenka BneBo
MepemecTUTb Kypcop BNpaso — CTpenka Bnpaso

NepemMecTuTb Kypcop Brnpaeo ¢ BbiaeneHnem — Shift + Ctpenka snpaso
MNepenTtn K Hayvany cneayroulero cnosa — Ctrl + Ctpenka BnpaBo
Bbigenatb Bnpao no cnosam — Ctrl + Shift + Ctpenka Bnpaso
lMepemMecTUTb Kypcop Ha CTPOKy BBepx — CTpenka BBepx

Bbigenatb no ctpokam Beepx — Shift + Ctpenka BBepx

MepeMecTUTb Kypcop K Hauvany npeabiayllero ablaua — Ctrl + Ctpenka BBepx
Bboioenutb oo Hayana a6bsaua — Ctrl + Shift + Ctpenka BBepx
MepeMecTUTb Kypcop Ha CTPOKY BHM3 — CTpenka BHU3

BoioeneHue no ctpokam BHn3 — Shift + Ctpenka BHU3

NepemMecTuTb Kypcop K Hauany cneaytoulero abzaua — Ctrl + Ctpenka BHu3
Bbioenutb 0o KoHua absaua — Ctrl + Shift + Ctpenka BHU3

Mepentn K Hauany ctpoku — FNaBHanA

MNepenTtn K Hayany cTpoku c BblaeneHmnem — Shift + Home

Mepentn K Hauany gokymeHta — Ctrl + Home

Mepentn K Hauany nona c selgeneHmem — Ctrl + Shift + Home

Mepentn K KOHLY cTpokn — End

Mepentn K KOHLY cTpoku ¢ BblaeneHneMm — Shift + End

Mepentn K KOHLY AokymeHTa — Ctrl + End

Mepentn K KOHLY nona ¢ sblaeneHmnem — Ctrl + Shift + End
5.7.5 KoMbuHauum knasuLl gnga cnangos

MOKWHYTb TEKYLLMIA PEXUM, T.€. U3 PeXXnMa peaakTMpoBaHMa NepekntoymnTbLCA B PeXXMM Bbibopa
06bEKTOB, N3 pexxnMa Bbibopa 06bEKTOB - B peXXuUM npocMoTpa — Esc

Bbibop 06bekTOB B NopAaake nx cosgaHma — Tab
Bbi6bop 06bekTOB B NopAake, o6paTHOM nNopsaaky nx cosganma — Shift + Tab

MNepexopn K cneayroleMy TeKCTOBOMY 06bekTy Ha cnanae — Ctrl + Enter
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BbibpaTb BCE Ha cnange — Ctrl + A
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