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OcHoBBI padoTHI C TeKCTOBBIM pefakTopoM «MoitO¢uc Tekcr»

O6masa uadpopmaius

«MoiitOdpuc Tekcr» Bxomur B coctaB mnpoaykra «MoOd¢uc CraHmapTHBINY,
paspabotanHoro kommnanueit MoiOdwuc (https://myoffice.ru/).

«MoiitOdpuc Texcr» mo3BONSIET CO3/MaBaTh TEKCTOBbIE JIOKYMEHTBI, B TOM YHCIIe,
coJiepskaliyie TabIuibl U n300pakeHusl. JJOKyMeHTbl MOXKHO COXPaHSTh B PA3IMYHBIX popMaTax,
BKiIto4as ¢opmatel docx, odt u cobcTtBeHHbI gopMmar xodt. Kpome Toro, JOKyMeHT MO>KHO
skcrioptupoBats B popmart PDF (Portable Document Format).

«MoitO¢puc Tekcr» MoxeT OBITh YCTAaHOBJIEH HA CTAllMOHAPHBIM KOMIIBIOTED WU
HOYTOYK.

KoppekTHas pabora «MoitO¢duc Texct» noanepxrBaeTcsl Ha ONepallMOHHBIX CUCTeMax
cemerictBa Windows: XP, 7, 8, 8.1, 10 u oneparnnonnbix cucrtemax Ha 6aze GNU Linux: Astra
Linux Special Edition, penussl «Cmonenck»/«Open» u Anpt JIunyke CII8 u ap.

[Tponyktsel MoitO¢guc MoXxHO IpUOOpecTH UCKIIoUMTeNbHO Yepe3 IlapTHepckyio ceThb
komnanun MoiOduc, cocrosimeit u3 [T-kommanuii Ha Bcedl Tepputropun Poccum. Haiitu
HY>KHYIO KOMITAaHHUIO B KOHKPETHOM pPerdoHe MOXKHO Ha ctpaHwuIie https://myoffice.ru/buy/.

HNudopmarus nmo obydenuto pabore ¢ mpoaykramu «MoitOd¢uce» nocTtynHa Ha cauTe
AHO «Xab6 3nanuit MoitOdwucy https://myofficehub.ru/.

Xa6 3Hanwnit MoOdwmc


https://myoffice.ru/
https://myoffice.ru/buy/
https://myofficehub.ru/
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Pabora B «MoiiOduc Tekct»

0630p unmepdgeiica

OcHoBHble a5iemeHTsl HHTepderica «MoiOduc TekcT» nokazaHbl Ha puc. 1.1.

MaHenb UHCTPYMEHTOR

KomaHgHOE MeHI0

1L Homwa apeyuent 1- Mok

T

BH weans (2] motpeseme o0 cuma 2] noseniagmn

BoKOBas naHenb

Pabouas obnactb

Crpoka CoCTORHMSA

Crosss 1031

Pucynok 1.1 — HUntepdetic npunoxxenus «MonOduc Texct»

OJleMeHTHI yIIpaBJleHusl COOpaHbl B BepXHEH YacTH OKHa, Ha/l pabodeild 06J1aCThIO.

B crpoke 3aronoBka OkHa oToOpaxkaeTcs WMs pelaktupyeMoro ¢amna. Ero moxhHO
V3MeHUTH IIpU ITlepBoM coxpaHeHuH (Prcynok 1.1-a).

Ecimu pokymeHT ObUT M3MeHeH U He NMPOBOAWIOCh COXPAaHEeHMs, TO B CTPOKe 3arojioBKa
nocJie HaMMeHoBaHUSs daiyia KBaJIpaTHBIX CKOOKax OyJieT yka3aH TekcT VIaMeHeH.

Q Hosbid gokymeHT 1 [M3menen] - MorOduc
Pucynok 1.1-a — HUnurepdetic npunoxenus « MorOduc Tekc»

Eciiv aKTUBHBIM SIBJISIETCSI CO3[IaHHBIM JIOKYMEHT, He COXPaHeHHbIM kak ¢ai, To B
CTPOKe 3arojioBKa ykazaHo HoBbii okyMeHT 1 (M1 Ipyroii HoMep CO3[JaHHOTO JJOKYMEHTa).

B neBo#l 9yacTM CTpPOKH 3arojioBKa HAXOJUTCS 3HAYOK CHCTEMHOTO MeHro. JIBoWHOe
HakaTHe JIeBOM KHOIIKOM MBIIIIH 110 3HAYKy 3aKpOeT OKHO.
B mpaBoii uYacTM CTpPOKM 3arojioBKa pacoJIOXKeHbl KHOIMKH YIIpaBJIeHUs OKHOM
(cBepHYTb, CBEepHYTb B OKHO, 3aKPBITh).
- X

Pucynok 1.1-6 — HUnTepdeiic npunoxenns «MonOduc TexcT»
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Ecnu okHo He Pa3BEPHYTO Ha BeCb 3KPdH, TO, 3d’KdB JIeBYIO KHOIIKY MbIIIXW HAd CTPOKe
3dl'0JIOBKd, OKHO MOJXXHO IlepeMeldaTh I10 3KpdHY.

Hwxe cTpoku 3arosioBka pacrosiokeHO koMaHaHoe MeHI0 (cMm. puc. 1.1). KomangHoe
MEHIO HeBO3MO)KHO CKPBITh WX IIepeMeCTUTh B IPYTYIO YacTh OKHa.

[Ton xoMaHIHBIM MEHIO pacIiojiaraeTcsl HaHeJb HHCTPYMeHTOB (cM. puc. 1.1).

ITanenn HHCTPYMEHTOB COJIEpPXUT HWHCTPYMEHTbI [JId pa6OTbI C COOep>XUMbIM
HOKYMeHTa. ,HJISI y1106CTBa BOCIIpUATHUA UHCTPYMEHTHI CTPYIIIIMPOBAHBI B Pa31eJibl:

- ®dain.

- IlpaBka.
- IlIpudr.
- A03zai.

- Crunb.

- BcraBka.

Kaxapiit pazmen coiep>XUT TPyNily UHCTPYMEHTOB, NpeIHa3HAUYeHHBIX [IJIS1 BBIITOJIHEeHHS
oripefieJIeHHOM 3a/1auu. [Tpu HE0OX0JIMMOCTH Ha3BaHUS paszesioB Ha
MaHeJId MHCTPYMEHTOB MOXKHO CKDBITh C TIOMOIIbIO KoMmauabl Bup - Ha3panue pa3snesoB
TaHeJI HHCTPYMEHTOB.

Bwag OBwwi goctyn Hagctpokn  Cnpaska
»  Juneika

Heneuataembie CMMBO.AbI
Pesum npeseHTanmm
Macwrab 4

" HazeaHuA [a34enos NaHEAN HHCTRYMEHTOE

Pucynok 1.2 — CkpbITHe Ha3BaHUsI pa3fesioB MaHeJId HUHCTPYMEeHTOB

Pazmensl MOXXHO CBoOpauMBaTh. lJiss 3TOTO JIOCTAaTOYHO HABECTH KypCOP MBIIIA Ha
TpaHMITY pasfiesia M HaxkaTh Ha cTpeniky. Komanga CBepHyTH OyzeT BoinosHeHa (cM. puc. 1.3).

\_d HoBuid gokymeHT 1 - MoAQdmc

Qaiin [paska Beraska  @opmar  Wectpymentss  Bua  OBuinid moctyn  Hagetpoiikw  Cripaska

Laun Mpaska LW psadpr AG3ay
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Pucynok 1.3 — Komanzna CBepHyYTH pasjiet laHeIu UHCTPYMEHTOB

V mpaBoii rpaHuIlbl OKHa pacrosiokeHa BokoBasi manenb, Ha Hell - Ilanens momcka
(cm. puc. 1.1). [Io ymonuanuio naHesb cBepHyTa. [liist ee oTo6paXkeHuUs ciielyeT HaXKaTb JIeBYIO
KHOIIKY MBIIIY TI0 3HAYKY C JIyIoi. TOYHO Takke HakaTWeM I10 3TOMY 3HAuKy IaHejlb IMOMCKa
MOJXXHO OyZieT CBepHYTb.


toolbar_sections.html

._;-'-; XAB 3HAHUMU
T MonOdomne
OCHOBHYIO 4YaCTb OKHAa peJlaKTOpa 3aHUMaeT II0Jle C TeKCTOM OTKPBITOro ¢aiyia wiu
CO3[JaHHOTO IOKyMeHTa (cM. puc. 1.1).

CBepxy U cJjieBa OOBIYHO OTOOPAXKAIOTCS JIMHEHKH, MOPU30HTANbHAS U BepTHKAJbHa,
COOTBeTCTBeHHO. Ecim nuHelika He BUJHA, TO i OTOOpakeHUsI HEOOXOJIUMMO IepedTd B
KoMaHaHoe MeHIO Bup - JIuneiika.

CHM3y ¥ crpaBa OT pabodeil 06GJIACTH JJOKYMEHTa PacIiolaraloTCsl IMOJIOCHI TPOKPYTKH:
FOpHU30HTAJIbHAs YU BEPTHUKAJIbHAS.

B HmwxHel yacTu OKHA HaXOAMTCS CTpokKa cocTosiHusi (cM. puc. 1.1). B neBo#t yactu
CTPOKHM COCTOSIHHSI OTOOpakaeTCsi HOMep TeKyIlled CTPaHMIIbl OTKPBITOTO JIOKyMeHTa U obiiee
KOJIMYeCTBO CTPAHUIl B HeM. B mpaBoil 4acTW CTPOKM COCTOSIHHSI OTOOpaXkaeTcsi perysisiTop
M3MeHeHHs MaciTaba 0TOOpaXKeHUsI IOKyMeHTa.

Paboma ¢ menio

MeHIO COJepXXUT KOMaHbl, CIPYNIKMPOBaHHbIE 110 (YHKIMOHAIBHOMY IIPU3HAKY.
Hanpumep, mento Paiin comepXur KoMmaHIbl Ayl paborel ¢ ¢ainamu, MeH0 BcraBka —
KOMaH/Ibl JJIi BCTaBKU pPa3JIMUHBIX 3JIEMEHTOB JJOKyMeHTa, MeHI0 <Popmar — KOMaH[HI,
WCIIO/Ib3yeMble pyu (popMaTHPOBAHUM 3JIEMEHTOB JIOKyMeHTa (TeKCT, u300pakeHue, GUrypa).

J171s1 OTKpBITHSL MEHIO CJlelyeT HaXKaThb JIeBOW KHOIIKOM MBIIIY II0 ero Ha3BaHUIO (CM. pHC.

1.4).

SRR A i v | aagssar | ABB6  AGBGE  AamsBs

[ T —
L ferepa, gopuntizosasie ol

o [ -

ur

AOKYMEHTALWA OB AYKLIMOHE
B 9NEKTPOHHOMW ®OPME

Ha npaso rocyp T
no yeAyrH no np npas
(g}

Ha porm: Mo Deics CrangapTHbish
(MHUEHIMR KOPNOPATMEHEA) WA IKBHBANEHT ANA HYHE,

_ cposammal e

Pucynok 1.4 — OtkpsiTue menio IlpaBka

s BpiOOpa Kakoi-mMbO KOMaHAbl B MeHIO CjleflyeT HaBeCTH YKas3aTeslb MBIIIM Ha
KOMaH/[ly ¥ HaXaTb JIeByl0 KHONKy MbinM. [locie BbibOpa KOMaHIBI —MPOU30MIET
COOTBETCTBYIOIIee el IeliCTBHe WK OyJieT 0ToOpakeHo IMajioroBoe OKHO.

Ecimmn xomaHza otobpakeHa GiieqHBIM I1BeTOM (Hanmpumep, kOMaH/a Bbipe3aTh Ha puc.
1.4), To OHa B JaHHBIN MOMEHT He BBIIIOJIHUMA.

Psinom ¢ HeKOTOpPEIMU KOMaH/IaMU yKa3aHbl KOMOWHAIIUKN «TOPSYMX» KJIABUIIL.

YepHas cTpesika-TpeyrojbHUK O3HadaeT HajM4Ke BJIOXKEHHOI'O0 MEHIO, OTKPBIBAIOIIerocs
IIpDU HaBeJIeHW! yKasaTeJisl MbIK (Hanpumep, koManza IpudTer Ha puc. 1.5). [Ipu cceinke Ha
BJIO)KEHHOe MEHIO CHavajla yKa3blBaeTCsl HaWMeHOBaHME OCHOBHOI'O MeHIO, a 3aTeM —
BiIo>xeHHOT0. Harpumep, mento ®opmar — Ilpudr.
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Pucynok 1.5 — BroxeHHoe MeHI0

["anmouka cieBa OT Ha3BaHMs KOMaHJbl O3HAyaeT, YTO JIaHHAas KOMaHJa y>Xe BblOpaHa U
nerictyer (Hanpumep, Bup — JIuneiika Ha puc. 1.6). [{nsa mpekparieHusi AeHCTBUS TaKOM
KOMaH/IbI CJleflyeT Ha)kaTb Ha Hel JIeBOU KHOIIKOM MBIIIIN.

Lj AYKUWOHHanA JoKymMeHTauwa - MoinOduc

@aiAn [Ipaska Beraska Qopmar  WHctpymedts  Bug  OBuiwi goctyn  HagcTpoiiku Cnpaska

Taun Mpasxa Peuensn * NwHeika
= YoM v & - A+
A % D E] ¥ .'_%' S B Heneuataemuie cumBonbi P v AT A
= v 9 e & OAE PexiM MPEseHTaLMI i v £~
-
Macwrab L -4 n
&/ Ha3eaHuA pasgence NaHEAM UHCTPYMEHTOR

Pucynok 1.6 — Otobpakenue JIuHeliku B MeHI0 Buj BkiitoueHO
Paboma ¢ nanensio uHcmpymeHmoB

[Tanesny MHCTPYMEHTOB ITpeJIHa3Ha4YeHb! [Jisg 0bJieryeHus: paboThl 10JIb30BATeJIsl.

Ha mnaHenu WHCTPYMEHTOB pacIojiaraloTCsl KHOIKW, pacKpBIBAIOIIMeCsS KHONKH U
packpbiBaroliecs: cnuckd. O HazHAYeHWH TOTO WIM HWHOTO 3JieMeHTa MaHeJld MHCTPYMeHTOB
MOXKHO y3HaTh, MOABE/s K HeMy yKa3aTellb MbIIIA M 3adUKCHPOBAB yKa3aTellb Ha HEKOTOpoe
Bpems. IIpu 3TOM [7I1 HEKOTOPBIX JJIEMEHTOB TakXKe OTOoOpaXkaeTCs COOTBETCTBYIOIIee
COYeTaHUe «TOPSYMX» KJIABUIIL

KHonky HcIIonb3yroTcs AJIs BBIIOJIHEHUSI Kakoro-imbo nerctBus. Hampumep, kHomka
Iomyxupubiii  pasgena IlIpudT naHenu UWHCTPYMEHTOB YyCTaHABIIMBaeT IIOJY>KHPHOe
HavyepTaHue mpudrta. UToOpl HaXKaTh KHOIKY, HEOOXO/JMMO HaXkaTb Ha Heé JIeBOM KHOIIKOW
MBIIIIM WIKA BOCIIO/Ib30BaThCsl ropsiuMu kinaBuitiamu Ctrl+B (cm. puc. 1.7).
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Pucynok 1.7 — Ucnonb3oBaHue 0ObIYHON KHOIIKH

YacTo KHOMKHM paboTaloT B pexuMe Iepekiodareneid. To ecTb, Iyis TOrO YTOOBI
OTKa3aTbCsl OT HA3HAYEHHOI'O0 KHOIIKe [IeHMCTBUSI HeoOXOOuUMO ellle pa3 HaXkaTb Ha Hee.
Hanpumep, 111 0TKaza OT HOJTY>KMPHOIO HauepTaHUsI HeoOX0IMMO ellle pa3 HaXKaTb Ha KHOIIKY
Ilosy>KUpHBIH NTaHeI HHCTPYMEHTOB.

KHomka co 3HAa4koM CTpesiku (TpeyrojbHHMKA) CIpaBa MMEET JIOTIOJIHUTENIbHOe MEHIO.
Y106l BOCIIOJIb30BAThCS JIOMOJHUTEILHBIM MEHIO KHOIKHM CJieJlyeT HaXKaTh JIeBOM KHOITKOM
MBIIITH TI0 CTpeJike. B pe3yinbraTe GyayT 0TOOpaskeHbI IOTIOHUTENIbHBIE 3JieMeHThl. Harpumep,
IIPU HaXKaTHU 110 CTPeJiKe pacKpbIBaroleiicss KHONKK I[BeT TekcTa Ha MaHeJIu WHCTPYMEHTOB
OyzeT oTobOpakeHa MajauTpa JOCTYNHBIX IBETOB (CM. puc. 1.8).

d AyruiMonHHanA soxyMmeHTauna [Wamenen] - ModOdic

eHTet Bin  Ofwwiaccyn  Hanopodine  Chpagks:

Pain Mipanna Woudr ABzau Tl

= b4 i = - aliburn AF iz £ = = =T
Bv (X0 Bvav oo iy s N =Y = = = S 5Y | nsoeer, | ABBOL  AaB6B1  AaBsBsr  AaB6Br
8~ o © XKKdaT ~EMLy =vzEEvT e L e
2 : 5 P ) o "
lazma:
.... R 3asazMsa:
BT (SEEEEN ;...
o enedara
Bonse 0TTEHKCE % HACCTHOR MIALLD 23HAAKE (0 YHAZIHAE M HOME[S KOHTIKTHOMD r9ﬂ9¢0"‘ak
TpaKTk crmymie, TpAKTE OTBETCTBEHHDIX 33 JAKMOYEHIE

=1
Hudopmanyus of ofivexte sauymum
I b KTA 33y NEM W KOMMeCTaN Toaapa, ofnem pabar, yoayr:

RO MY UDMEPOCCRACKOM) KNACCAGHKATODY BMACE IKOHOMUYECKO N NESTENRHOCTH, MPOAYKLUME W yomyT
(OKnn2k
HperTrdsEaLmM oHHBIR KoL 3arynke 3 oT. 42, 44-035:
Omiscarne 0 EeKTa SaKyen:

Pucynok 1.8 — IlanuTpa 11BeTOB pacKpbIBaIOIIeNCs: KHOTIKU
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MoryT 6bITh OTOOpaXkeHbl ¥ APYTHe 3JIeMeHThI: KHOIIKY, CYeTYMKHU U T.II. (CM. puc. 1.9).

d AykUMOHHaA fokymeHTauua [Msmeded] - MoiOdmc

Madn [Mpaeka Bcraska Qopmar  MHcrpyments  Bug  Obwwid goctyn  Hagcrpoiikn  Cnpaska

Dadn Mpaska Wipiadr AG3ay
v & B~ &~ XO Caliburn vl v A AF =~
Sv 9 ¢ € X K YMTFEAYSOv =~

X, X' 43 4B ap :

d AvkuMoHHan gokymeHTauma [Msmenen] - MoROdmc

@ain  [paoka  Beraoka  @opmat  Whotpymetms Bug  OBwmi gocryn  Hagctpodkn  Chpaoka
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v
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WHdopmz BISAOL
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z A EKTE:
MuTepean nocre 0,00 )
Haumero Brem

Pucynok 1.9 — 3nemMeHTHI pacKpbIBAIOIINXCSl KHOIIOK

[locne BbibOpa Kakoro-mMbOO TMapaMeTpa B PacKpHIBAIOIIEHCS  KHOIKe, OHA
AaBTOMAaTHYECKHU 3aKPHIBAETCSL.

BribpanHbIii B TIaMTpe MapaMeTp 3allOMHHAETCs, ¥ ISl TIOBTOPHOTO INPUMEHeHUs He
TpebyeTcst OTKpbIBaTh KHOMKY. HampuMep, MOXKHO IIeJIKHYTh 110 cTpesike KHONKY IIBeT Tekcra
u BoeIOpaTh 1BeT (cMm. puc. 1.8). Ha3HaueHHBI LBET COXpaHSeTCs B IaHeId IMOCIeqHUX
WCII0/Ib3yeMbIX 11BeTOB KHONKY IIBeT Tekcra.

ITpn wncrosnb30BaHWM PaCKPBIBAIOLIETOCS. CIMCKAa HEOOXOAUMO IIeJIKHYTb II0 CTpeJiKe
cuucka U BblOpaTh TpeOyemblii mapamerp. Hampumep, B packpeiBaromeMcs crnvcke IHIpudt
MO>XXHO BbIOpaTh mpudT Tekcra (cm. puc. 1.10).
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Pucynok 1.10 — Bpi6op mpudTa B pacKpbIBarOIeMCs CITUCKe

Bri6paHHbBIN TapaMeTp B pacKphIBaloIleMcsl CIIMCKe OTMeueH TaJIouKoH.

Eciy  packpbIBaroluiics CIMCOK OOJIBIIONW, OH KMeeT B IIPaBOM YacTU II0JIOCY
npokpyTku. [locsie BpIOOpa Kakoro-ivMbo mapaMeTpa B PacKpbIBAIOIIEMCSl CIIMCKe, OH
aBTOMaTHUYeCKH 3aKPbIBAETCS.

B GosbImMHCTBe Cily4aeB MOXHO, He OTKpBIBasl CIIMCKA, HaXaTb JIEBYIO KHOIIKY MBIIIN B
1I0JIe pacKpbIBAIOIIerocsl CIMCKA, BBECTU 3HayeHHe TpeOyeMOro IapameTpa C KJIaBUaTypbl U
Haxxatb kiasuily Enter.
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Pabora c ¢paittamu «MoitOduc Texcr»

Co30anue dokymenmoB

HoBblif myCTOM [OKYMEHT CO37aeTcsi aBTOMAaTU4YeCKU IIPpU 3allyCKe IIPUJIOXKeHUs
«MoitO¢duc Tekct».

HoBpiii mycTOM TOKYMEHT MOXHO CO37]aTh U B Tpoliecce paboTel. [ljis aToro ciiefyer B
MeHio Paitn BbiOpaTh KoMaHAy HoOBBII WM BOCIIOIB30BATHCS «TOPSYMMKY» KJIABUIIAMUA U
gHaxatb Ctrl+N.

HoBbli1 TokyMeHT MOXHO CO3[1aTh Ha OCHOBe Jipyroro ¢aityia (mabsioHa), ecim TakoBOK
“MeeTCsl Ha KoMIibioTepe. [jis aToro Heo6xonumo B MeHto Paiin BeibpaTh koManay Co3paThb
1o maosiony, B okHe OTkpsrTHe (CM. puc. 1.11) nepeiiTy B HY)XHYIO MAIKy U JBAXXbl HAXKATh
JIEBYIO KHOIIKY MBIIK 10 ¢aily, Ha OCHOBE KOTOPOTO CO3/1aeTCsl HOBBIM JIOKYMEHT, WIU
BBIJIEJIUTH €0 U HAXKaTh KHOMIKY OTKPHITh.

Oawn  [pasks Bcraeka Wopmer  Mectpymedtst  Bug  Obwwi gocyn  Hapcrpoikw  Cnpas<a

DaAn Mpapka LWpnaT ABzay Crnan

N & YA = . ib “ vl ANt =L EEE =
] X 0O 0 = HO Calibum 16 AN S E B = sln AaBERsIT AaB6I a:
= b I & W K Y AR T e iv & v = w e= J= 1 v | {] OBbitHbA 3aronosok 3arano
L}
v
| a MoitOdbuc
\d OTkpriTae X
= ~ - [ > 3ToTKOMMbKTED > Paboudi cton > v | O A Tlouck: Pa6oumi cton |
&
Ynopagounts = Hosana nanka I | e ‘
- Lo I
% 3707 KOMMLIOTED EMP
B Busco 3afEHAE HOMMHALIMA YUELIMECA |
KONOHTYTYAB |
1= OokymerTel ) vy |
" MoRObHC AHANMTALE
3 ]
ARYSEH Q6pazosaHne

&=| WsoGpaxennna
D Mysbika
M OBbemHbie 06b:

[ Patoumid cron

& llabnor_Bravkxott

Tun: WaGnoH TEKCTOBOMO AOKYMEHTa
Paastep: 181 KB
Nata vamededns: 07.07,2020 429

HeT faHHBX AnA

eneHOoro

29 Windows-5SD (€

¥ Cetn

L

U ER-EVRER |LUa6ﬁOH_5;‘JaHK.)(O*;‘t R | Bee pokymenTsl (*xott) b

Pucynok 1.11 — Co3nanue okyMeHTa U3 11abyioHa Apyroro ¢aria

[Tpu aTtom GyzmeT co3maH HOBBIM JOKYMEHT, cofiepalllii BCcio MH$popmaluio ¢aiia, Ha
OCHOBe KOTOpOT0 OH Obl1 co3faH. ObpaTUTe BHUMaHWe, YTO B KayecTBe 11a0JioHa MOTYT OBITh
WCITI0JIb30BaHbI TOJIbKO aiiiibl popmara xott.
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Omkpuinue daiinob

«MoitOdpuc TekcT» MO3BOISET OTKPHIBATH U PEIaKTUPOBATh TEKCTOBBIE JIOKYMEHTHI
pasubix dopmaToB: doc, docx, odt, xodt, rtf, txt.

Inst otkpeiTus Qaitnia cienyer B MeHio ®aiin BbiOpath KoMaHy OTKpBITH. B okHe
OTtkperTHe (cM. puc. 1.12) nepeiiTy B HY>KHYIO TIAalIKy ¥ JBaKbl HAXKATh JIEBOM KHOIKOM MBIIITH
II0 OTKpbIBaeMOMy (aiiily WM BBIJEJIUTh ero U HaXkaTb KHONKY OTKpPBITh.

oA Otkpuitne X
+ ¥ > 3rorkomnerotep > 3arpyskm v O L Mowck: 3arpysku
Ynopaounts * Hoeas nanka = - O @
~ ' ' ) L ~
‘ o - " “
i Bwaso
NlokymMeHTI BapuaHThl 201025
3afaHui (1).docx Sovfed-MKS.odt
¥ 3arpysku

~ B npownom mecaue (9)

HeT aaHHbIX AnA
npeasapuTensHoro
W W R

&= Mao6paxerua
J” Mysbika
_J OfbemHble 06

I PaGouwii cton

9 Windows-SSD (C

Metoawnueckme NpoTOKOA BapwaHThl
¥ Cemb PEKOMEHAALIMIA_ pasHornacmi.do 3afaHni (1)
ObpasoeaHwe X (1).docx
o (1)xodt o
Nma daiina: |Meronv|uecme pekomeraaumm_ObpasosaHue (1).xodt V‘ Bce aokymenTsl (*.docx *xodt * v

o

Pucynok 1.12 — OrtkpbiTue daiina

[To ymomuanuto B okHe OTkpseiTHe (CcM. puc. 1.12) otobpaxkaroTcss ¢aiibl Bcex
OTKpbIBaeMbIx ¢opMaToB. [Ipu >xelaHMM MOXXHO PACKPBITh CIIUCOK GOPMATOB U BBIOPATh OJIMH
KaKoW-HUOYIb dopMaT oToOpakaeMbIX B OKHe ¢aiiyioB.

«MoitOduc Tekcr» 3ariOMUHAET MMeHa JIeCSITH MOCIeHUX OTKPbIBABIIMXCsl (aloB.
s oTkpbITUsSE m060ro M3 HUX cjenyeT B MeHio Paiin BbiOpaTh KoMmaHny HenaBHmue
HOKYMEHTHI U B IIOSIBUBIIIEMCS CIIMCKe BbIOpaTh HYXXKHBIN dai (cM. puc. 1.13).
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d AykUWoHHaA aokymeHTauna [Msmeded] - Mo#Odwc

©ain [lpaska Beraska @opmar  Vdcrpymedtsm  Bug  Obwmid goctyn  Hagcrpoiikw  Cnpaeka

[ Cosgars Ctrl=N T AG3aU
Cozaats no wabaoHy... liburn vl |16 |v| A At e
= Omkpoits. Ctrl+0 K Y AB F == i v £~ = v 8=
OTkpwiTe B 0Baake.., Ctrl+Shift+0 1 :
- HepasHue gokynmeriel » Bl Meropuueckue pekomergaumin_ 06 gaHue (1).xodt
: pe pasa)
Dbk b iaie » m AyKUMOHHAA JOoKYMEHTALME, dock
= B crams npo makpock.docx
ol Co Ctrl+5
et i [ oHCdocx
e il e [] MyOffice_Standard_Analit... User Guide v6-review.docx
KCNOpPT.. [ Hosocts npo ¥YMK MITIY, docx
CoxpaHuTtb wabnoH... [ w ] WHCTRYKEUWA YuTa.docx
1576.d
Sl i [ wncrpykuns locx
ﬁ MONEKEHWE npaekw ot 20-11 (T).odt
MapameTpbt CTRaHWLL Ctrl+5Shift+P m MONOXEHWE npaekm ot 30-11 (T).odt
=1 [Meuars... Ctrl+P Pt
JakpuiTe

Pucynok 1.13 — OTKpbITHE OJJHOTO U3 MTOCTIeTHUX OTKPBIBABIITUXCS PaiiioB

CrrcoK HeJJaBHO OTKPBIBABIIMX (GAMIOB MOXXHO OYHCTUTB. [[JI1 3TOrO BO BIIOXKEHHOM
Meno Paiin — HegaBaue nokymeHTsl (cM. puc. 1.13) cinenyet BbiOpaTh koMaHy O4YHCTHTS.
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Coxpanenue gaiinob

Jlnst coxpaHeHHsl U3MeHEHWM B CyllecTBYyIoleM ¢aijie AOCTaTOYHO B MeHIO dPair

BbIOpaTh koMaHJy CoxpaHMTh WM HaxaTb Ha KHOIKY CoxpaHUTH ( ) Ha Ilamenm
HHCTPYMEHTOB.

Eciu coxpaHsieTcst TOJIBKO YTO CO3/IaHHBIMA (HOBBIM) JOKYMEHT, MOCJie BbIOOpa B MEHIO
daiin komaHabl CoxpaHuTh NosBUTCS 0kHO CoxpaHuTh Kak (cM. puc. 1.14). B okHe cienyer
IepedT B TANKy, B KOTOPYI coxpaHsercss ¢aii, B none HWMma ¢aiyta BBectTh uMSs
coxpansieMoro ¢aiia U HaXkaTb KHONIKY COXpaHHUTh.

iod CoxpaHnTb Kak. X
«— v 1 « [lokymeHTel > PaBouve A0KyYMeHTbI ~ ] O Mowck: PaBouve AOKYMEHTh
Ynopaaounts ¥ Hosas nanka == - 0
Ea
E Buaeo ~ Mma [aTa naMeHeHWA Tun Pazme ™
=| NokymeHTsl 2020_02_R2 20.11.2020 10:20 Manka c dainamm
¥ 3arpysku mTorM 02.07.2020 13:34 Manka ¢ dannamm
=) Uso6paxeHus NabopaTtopHeble paboTsl 15.11.2020 10:46 anka ¢ Gannamm
TemolleHT 05.11.2020 19:39 Manka c Garnamm
D Myssika Henp ? ? e s e
36yka MoriOdwmc_nporpamma.docx 18.11.2020 17:55 EKCTOBbIA AOKYM...
mAéy Mo#iO porp d 08.11.2020 17:55 T A y
J O6bemHble 0B - o B ;
W] FOCT-penms.docx 29.09.2020 17:48 EKCTOBbLIA AOKYM...
Paboumii . S e . -
Bl Pabounii cron [0 keric Undposmzaums (2).docx 23.10.2020 12:36 EKCTOBbLIA AOKYM...
&3 Windows-55D (C [ ] MoiOduc_tect.docx 21.09.2020 10:32 TeKCTOBbIA AOKYM...
b Cets v ] Mpeanoxerra.docx 23.10.2020 15:05 TEeKCTOBbIA AOKYM... 1
[@ 3ranon Asbyka.docx 25.11.2020 16:55 TeKCTOBbIA AOKYM... Tw
v < >
Wms daina: | AyKUMOHHaA A0KyMeHTauMA.docx v
Tvn dakna: | TekcToBbIA AoKyMeHT (F.docx) !

# CKpbITb Manku OtmeHa

Pucynok 1.14 — CoxpaHeHue JOKYMeHT

[Tpu >xenmanuu WM HeoOXOJUMOCTH Iepell COXpaHEHHMeM B PaCKpPBIBAIOIIEMCS! CIIHCKe
Tun ¢aiina MoxHo BbeIOpaTh dopMar coxpaHseMoro ¢aiia. «MoitOduc Tekcr» mosBosser
coxpaHsTh B popmaTax: docx, odt, xodt.

Cnenyer obpaTtuTh BHUMaHUe, YTO COXPAaHUThb JOKyMeHT B ¢opmarax doc, rtf vmm txt
HeB03MO3kHO. [Ipu Beibope B MeHio dPaiin koMaH/ibl CoXpaHUTh MOSIBUTCS OKHO COXpaHMTH
Kak (cM. puc. 1.14), B koTOopoM cjefyeT BBIOpaTh OJIMH U3 JIOMYCTUMBbIX (pOpPMaToB
coxpaHsieMbIX (aiisioB, a uMeHHO docx, odt, xodt (Harbosiee pacripocTpaHeHHbIe).

JIOKyMeHT ¢ BHECEeHHbIMH M3MeHEeHUsSIMU MOXXHO COXPAaHUThb KaK HOBBIA (ailyl IpU 3TOM
collep)kaHre HCXOOHOro JIOKyMeHTa ocTaHeTcs Oe3 usMeHeHud. [lns atoro B MeHio Paiin
HeoOXoouMo BbIOpaTh koMaHay CoxXpaHHTB KakK JIMOO BOCIIOJIb30BaThCSl aHAJIOTUIHOU
KOMaHJIOM B CIIMCKe Omepanui pacKpbiBaromieicss KHONKH CoxXpaHHMTh Ha IaHeId
WHCTPYMeHTOB (cM. puc. 1.15).
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Pucynok 1.15 — PackpsiBaromasics: kKHonka CoxpaHHUTH

[Tocne vero nosiButcs okHo CoxpaHuTh Kak (cM. puc. 1.14). B okHe cnenyeT nepeiitu B
Iarnky, B KOTOPYIO coxpaHsieTcss HOBBIM ¢aitl, B noje Wms ¢aiina BBecTH HOBOe HUMs
coxpaHsieMoro ¢aina u Haxarb KHOIKYy CoxpaHuThb. TOYHO Tak ’xe, Kak W B IpeJblIyllleM
clly4ae, IpY COXpaHEeHUH MOXKHO BbIOpaTh popmar coxpaHsiemoro ¢aia.

COXpaHI/ITb HOKYMEHT TaK’Xe MOXXHO C IIOMOIIbIO «T'OPAYHNX> KJIdBUIII Ctrl+S.

Coxpanumbs wadox

a1 TOKyMeHTa, HallpuMep, MUCbMO, MOXKeT ObITh COXpaHEeH KaK IIA0JIoH.

[ITa6iioH ucHob3yeTcs st OBICTPOrO CO37AaHMS THIIOBBIX JIOKYMEHTOB IO 00Opasily, He
HU3MeHsIsE caM 0Opaszerr.

st coxpaHeHus 11abJIoHa JOKYMeHTa, He00X0JIJMMO B KOMaHIHOM MeHI0 a1 BbIOpaTh
Coxpanutps ma0yoH. B pe3synbrate omnepanuu OyneT co3faH 3JIeKTPOHHBIM JOKYMEHT C
paciivpeHueM .xott.

Jliis u3MeHeHusl I1a0JIOHA JIOKyMeHTa HEOOXOJIMMO OTKpPBITh (aiyl IBOMHBIM KJIMKOM
JIeBOM KHOIIKY MBIIIH, BHECTU TpeOyeMble U3MeHeHUs] U COXPaHUThb JOKYMeHT JII0ObIM c11ocoboM
(xomanpoii daiin - Coxpanurb, Ctrl+S, kHonkoii CoxpaHUTh Ha MaHEJIM WHCTPYMEHTOB).
[[Tabnon OyaeTr o6HOBIIEH.

Jlnst co3maHusl mOKyMeHTa IO 1IabyioHy Hcrosb3yeTcs komanaa Paiin - Cospars mo
mabsiony. Pekomenpyercsi Bce mabioHBI JOKYMEHTOB XPaHWTh B CIIEI[UAJIbHOW Marke JIs
OBICTPOTrO JIOCTYIIAa KO BCEM TUIIA JJOKYMeHTOB OpraHM3allvH.

15


https://myofficehub.ru/materials/videos/myoffice-text-kak-sokhranit-dokument/

@ XAB 3HAHWIA
e s MoiiOdpome
HJxcnopm ¢aiinob
TexcroBeli JOKyMeHT ¢ 1momouiplo penakropa «MoiO¢uc TekcTt» MOXHO
OKCIIOPTHPOBATH:
1) B dopmat Portable Document Format (PDF) aByx tumnos:

2)

PDF MeXT1aTHOPMEeHHBIH VIEeKTPOHHBIX  JIOKYMEHTOB,

IIpe/IHA3HAYeHHBbIM U3HA4allbHO [JIsl IIpefCTaBJIeHusl IONUrpaduyecKor IPOAYKIUU B

OTKPBITBIA  ¢opmar

ayieKTpoHHOM Bujle. Celfuac UCHOJB3YyeTCs i Tepefladyv JIOKyMeHTa B HeH3MeHseMOM
BHUJIe C COXpaHeHHeM BCeM 3J1eMeHTOB 0pOopMIIeHusI.

PDF-A - dopmat /15 JOATOCPOYHOTO apXUBHOT'O XPAaHEHHs 3JIeKTPOHHBIX JJOKYMEHTOB,
Oasupyromuiics Ha onrcaHuu ctafaapta PDF.

B txt-daiin - daiii, cofepkaliuil TeKCTOBbIE TaHHBIE.

[Ipu aTtom Oymer co3maH HOBBIM (aiil. [[Jid BBIMOMHEHHs orepanud, B MeHI0 dPaii

HeoOXOAMMO BBIOpaTh KOMaHAy DKCHOPT, MCIIOIb30BaTh pacKphIBatollytocs KHONKY Iledars -
Ikcmopt B pdf (puc. 1.16) mmu Gwictpeie geiictBus Ctrl+/ v BBOA OKCIOPT, MOCe Yero

ITIOABUTCA OKHO SICCIIOPT.

iod AyimvoHHaa aokyueHTaura [Wameden] - MoROduac

Pain  Mpaeka  Boraska Qopmar  MHCTpymenTh

By OGwhi goctyn

Hagcrpokikm
Ctil =M d
Caliburn

Cazgate
Cosgere no wabsony..

OTKpHTh.., Carl =0 ."‘/\

Orepete B ofnake.. Ctrl < Shift«0

HeaasHme JoKymeHTs L

Pabota B obnake r

i

CoxpaHiTe Ctrl-5

CoxpaHaTh Kak..

BKCNopT...

CoxpannTe wabnoH..

3agaTe naposb
MapameTphi cTpaHALL Ctrl=Shirt+P
Meuate.. Ctrl<P

3akpoiTs

a)

i AyeumonHan gokymenTauna [Mamenen] - ModOdwc

Pain  lMpaska Beraska Topwar  Wrcrpymedts Bua  O6Gwpid soctyn Hagcrpoiky

Main Mpapsa Ll pedr

At [E] v I @ b é d 0 Caliburn v |12 (v A At
sy 9 ¢ & K K 4 A4 T L~ £
L,':'J BsLTpas nedats

[MNeqats..,
Sxecnopt e POF
TMapamerpb: CTpaHALk

Pucynok 1.16 — Dxcnopr daiina B popmat PDF (a). Ileyars - Oxcmopt B pdf (6)
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XAB 3HAHUMA
MonOdomc

B okHe crenyer nepedTH B IallKy, B KOTOPYIO 3Kcroprtupyercs ¢aiin, B nose Mmsa
¢aiina MoXxHO 3a7aTh UM Co37jaBaeMoro ¢aiisia U HaxaTb KHONKY CoXpaHHTb.

\d Zxcnopr.. X
1 ¥ > JtotkomnbioTep * 3arpysku v O 2 Mowck: 3arpyskm
Ynopajaouuts Hoean nanka = - e
~ )
@ OneDrive Peuensuma.pdf MMpezeHTaums K MNpeseHTaumwA K
nocobuyi no nocoburo no
= 3707 KOMNBIOTED MoiOduc k MoHOduc k
JIEKLMAM M WT... Nexkumam 1,2,3_...

E Buaeo
JoKyMeHTbI

W 3arpysku
[E] Mao6paxeHus }t‘l }t‘l }t‘l
 Mysoia PDF PDF PDF

_J O6beMHble 06T

~ Ha npownoi Heaene (3)

uved-489214251. 03-12-BbesonacH MPO000-7713039

I Pabounii cTon pdf oe odmcHoe MO 050.pdf
9 Windows-SSD (C anga
MMNOpPTO3aMe...
@ Cets v  Bnpouwnom mecaue (4) "
Mma daina: | AyKUMOHHaA A0KyMeHTauma. pdf v
Tvn daina: | dokymenT PDF (*.pdf) ~
Jokywment PDF (*.pdf)

PDF/A-1-pokymenT (*pdf)
TekcToBbIA AoKyMeHT (*.txt)

A CKpbITb Nank4 CoxpaHunTtb OtmeHa

Pucynok 1.17 — Dxcnopt daiina
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jab}
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]
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https://myofficehub.ru/materials/videos/myoffice-text-kak-eksportirovat-dokument/

a,ﬁ XAB 3HAHUWA
"y MoiiOdpome

3akpvimue @aiinob

B «MoitO¢uc TekcT» OIHOBPEMEHHO MOXET OBITb OTKPBITO HECKOJbKO (¢aioB.
Kaxnpiii daitn oTKpbiBaeTcsi B OTHeJbHOM OKHe. JIjisi 3akpbiThs Jitoboro ¢aiiia 10CTaTOYHO
3aKpBITh €ero OKHO, HAXKaB JIeBOM KHOIIKOM MBIIIHU 110 KHOMIKe 3aKPBITh B CTPOKe 3arojioBKa OKHA
(cm. puc. 1.1). MoxHo Takxke B MeHio aia BbIOpaTh KOMaHAy 3akKpbIThb. JlocTymnHO
WCIIO/Ib30BaHUe «TOPSYMX» KJIABMIIL. [[Ji1 3aKpbITHSl JIOKYMEHTa MCIOJIb3yeTCsl KOMOWHAIIUS
Alt+F4.

I[JISI HepeMeILIEHI/ISI ME)KJIY OTKpI)ITbIMI/I )IOKYMQHTaMI/I I/ICHOJII)3yeTC$I KOM6I/IHaHI/I}I
Alt+Tab.

[Tpu noneITKe 3aKpHITh HeCOXpaHeHHbIN JOKYMeHT Wi aiil, B KOTOPbIN ObIJIM BHECEHbI
M3MeHeHUs, TTOSIBUTCS OKHO 3arpoca Ha pPojioJbkeHre aercTBys (cM. puc. 1.18).

G-

thafin Mpseva Beraeka  opust  WHotpywentsn  Bug  OSwil goctyn  Haporpolikw — €npases

ban Mpaexa LWpiepT . ik BcTaska

B X0 8~&- [own [Muldssr S«=8==mx [0 Al @m0 o
Sy 9 & K K Y AB w Av £v [iEv & = EHvlq Ol || 3ero.on =B
v v E ~
Q
YTEEPHOAD:
MOE] O¢. - . Oupexrop
" BHUMAHME! =
o 0 "
4 g‘ | CoxXpaHMTE MEMEHEHUA B 20 1.

LOKyMeHTe "AyKUMOHHanA
JIOKyMEHTALUMA" Nepeq

HOKVM 3aKpbITUEM? uMOH E
B3 BN e s IME

Ha Npaeo 3aKn4yeHuda rocygapcTeeHHOro KoHTpakra

No OKazaHWIo yanyrun no npefocragneHuo HeMcKniYyuTenbHeIX Npae
(nuueH3ni)

Ha ucnonb3oBaHue nporpammHoro cbecnevenna «MonOduc» CtaHaapTHbIR
(nWueH3Wa KopNopaTUBHAA) UNU 3KBUBANEHT AN HYMJ

CPOKOM Ha 1 rog

Crpamem 1k3 19 = * +  700% ~

Pucynok 1.18 — 3anpoc Ha coxpaHeHHe U3MeHeHUH B daiisie

Jlnst coxpaHeHrs u3aMeHeHUH B dailie cieyeT HaxaTb KHONKY CoxpaHuTsh. /{1 oTKasa
0T coxpaHeHUsI u3MeHeHU — kHONIKY He coxpanaTb. Eciu sxe TpeOyeTcs IpoJjoiDkUTh paboTy ¢
daiiom, ciefyeT HaxaTb KHONKy OTMeHa.
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"% XAB 3HAHUI
" MoinOdome

PaboTa c JoKyMeHTOM

H3zmeHeHue macwumada omobpadceHus 00KymeHma

Hokyment «MoitO¢uc Tekcr» ™Moxer ObITh oTOOpakeH B pa3HOM MacIiTabe.
MunuManbHbiii MacmTab otobpaxkenus — 10%, makcumanbHbli — 400%. Macmtab MOXXHO
yCTaHaBJIMBATh C TOYHOCTH 10 1%.

W3menuts Macmrab oToOpaskeHHsI IOKyMeHTa MOXKHO IlepeTacKMBAHHEM I10JI3yHKa
JIMHEWKU MacinTaba B CTpoke cocTosiHUA (cM. puc. 1.19). MoxHO Tak>ke 10Ib30BaThCsl KHOTIKOU
CO 3HAKOM «+» (IUIIOC) JAJISl YBeJIMUeHHsl MaciITaba WM KHOIKOW CO 3HAKOM «-» (MHUHYC) IUis
yMeHblIlleHrs. OTHOKpaTHOe Ha)kaTve 110 KHOIIKe M3MeHseT Maciitab Ha 10%.

Ld Ayusorman goymestaumna [Maneren] - MoBOdwc - (m] x

Dadn  Mpames  Bcrama  Gopusy  Mmctpywents By Ofuss gacryn  Hagorpesiow | Cnpasss

B~ o & s vl & e | =
i ) n ~ :

P= & ¥ K Y AR o A Ev = v & I

OOKYMEHTALIMA OB AYKLIMOHE
B 3JIEKTPOHHOU ®OPME

Ha Npaeo 2aKNoYeHWA rocyfapCcTBEHHOINO KOHTpakKTa

Mo OKazaHWK yonyri No npepocraBNeHuo HeMCKNHYUTeNbHBIX Npae
(nMueH3Mit) s

Ha ucnon nporp 0 obecnevequn «MoiOducs CraHaapTHLIRA 25%
(MMUEeH3KA KOPNOPaTMEHASA) WAW IKBUBANEHT ANA HYKA

CPOKOM Ha 1 rof A

)

Pucynok 1.19 — H3menenue maciiraba oTobpaxkeHus: JOKyMeHTa

Heobxonumoe 3HaueHue macmiraba oTobpakeHUsl JOKyMeHTa MOXHO TakKe BbIOpaThb B
packpbiBaromeM crnvcke Macmrab crpoku coctosius (cM. puc. 1.19). Ilpu kenanuu B mosie
3TOTO CYETYMKA MOXKHO BBECTH JItoO0e 3HaUeHHe U HaXkaTh kiiaBuiny Enter.

HJISI yYBelIM4eHusaA WK YMeHbIIeHUd Maciiraba OTO6pa)K€HI/IH MOXXHO MHCIIOJIb30BATH
COOTBETCTBYIOIIHE KOMaH/Ibl MeHIO Bux — Macmrra6.

Inst BoccraHoBiieHuss Macitaba oroopakenuss 100% ymoO6HO 1MOIb30BaThCSI KOMaH/IOM
dakTHueckuii pazmep Meno Bux — Macmrrad wiv kombunanueit Ctrl+0.

Crnemgyer OTMETHTH, YTO H3MeHeHHe MaciiTaba oToOpakeHHs! JOKyYMeHTa HHMKaK He
CKa3bIBAeTCs Ha €ro rmapaMeTpax M He BIIMSEeT Ha TleYaTh.

19



XAB 3HAHUMA
MonOcdpme

Omobpadicenue Heneuamaemwvix cumbonob

B [okymeHTe 1IOMHMMO TeKCTa, PHUCYHKOB U [PyIrMX OOBEKTOB MOIYT TakKxe
oTOOpaXkaTbCsl HelleyaTaeMble 3HaKM — 3HAaKU ¢opMaTHUpOBaHuUs: 3Haku absaneB (Y]), 3HaKu
tabynsimuu  (LJ->), npobenbl  (+), paspbiBel CTpokud () U  gpyrue. [lomumo 3HakoB
dbopmarrpoBaHus, OTOOpaXXalOTCsSl TakXKe pa3pbiBbl CTPAHUI] W Pas/iesioB. Y CTaHABIIMBAETCS
pexxuM oToOpakeHUs1 KHONKo¥W HemeuaTaemble CHMBOJIBI I1aHeId WHCTPYMEHTOB pasjielia
Ab3ar (cm. puc. 1.20).

4 AykuMoHHaA JoKyMeHTauwa - MoROduc

Qaiin  [paska Beraeka Qopmar  Wectpymedts  Bug  OBuwmid goctyn Haacrpoiikn  Cnpaska

Pann Mpaska WpndT ABzay Crane
o v X 0O m s v Calibri v |11 v A At e = = = = 3w
o = e == & = =" «| Aab6Bsly,
(=Y 9 ¢ & M K Y AB T oo Av £ lI-w & = OBkt EAit
- : = =
v 4 ]

| Heneuataemble CHMEDNbI h

Pucynok 1.20 — OtobpakeHre HelledaTaeMbIX CUMBOJIOB
IlepemeuteHue no dokymeHmy

YToOBI IIOCTaBUTH KypCoOp B olipenejyieHHOe MeCTO JOKYMEHTd, HEO6XOI[I/IMO IIO0JIBEeCTH
YKa3dTeJIb MBI 1 OJUH Pa3 HAXXATb JIEBOM KHOITKOM MBIIIIH.

KJIaBUIIHM CTpesiKa BIPaBO =P U CTpeJIKa BIeBO €= mepeBomsT Kypcop Ha OMH CHMBOJI

BIIPABO WJIM BJIEBO, a KJIABHUIIM CTPeJiKka BHU3 U CTPeJika BBEPX T u ¢ — Ha OfIHy CTPOKY BHHU3
WJIU BBEPX.

KnaBummn Home u End (¢ maxkaroit Fn) mepeBojsaT Kypcop B Hayajo WM KOHeIl
cTpoky, kiaBuiiyd Page Up u Page Down — Ha BbICOTY 5KpaHa BBepX WX BHU3.

KomGuHarust kiasumr Ctrl + =2 TIepeBOIUT KYpPCOp Ha OJHO CJIOBO BIIpaBo, a Ctrl + €=
— Ha oxHO cioBo BieBo. Ctrl + T TlepeBOAUT KypCOp K Havaly cieayoilero ab3ama, a Ctrl +

¢ — K HavaJly TeKylIero ab3aria.
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XAB 3HAHUMA
MonOdomc

Buidenenue ¢pazmenmoB dokymenma

BonbiivHCTBO felicTBUM TIpM OQOPMJIEHWM [AOKyMeHTa W MHOIMe JIeWCTBUS IIpU
pPelakTUPOBAaHUM BBIIIOJIHAIOTCSL TOJIBKO C BblJleJIeHHbIM ($parMeHTOM AOKyMeHTa. Boiaensrsb
MO>KHO TeKCT JJOKYMeHTa, TaOJIUIbl U UX OT/eJIbHbIe 3]IeMeHThl, rpadprdeckrie 0ObeKTHI.

BoinenenHelld ¢pparMeHT JIOKyMeHTa 3aTeHseTCs CBETJIO-CMHMM ¢poHOM. [IBeT mipudra
P 3TOM He u3Mensietcs (cm. puc. 1.21).

e e & == = = S 05 | yeenerr, | ABBGE  AaB6B1  AsBsBsl  AaBGBI

MpunoXeHus, KoTopbie ABNAIOTCA HEOTbeMNeMon
OKYMeHTaLuuu 06 3NeKTPOHHOM ayKLuoHe:

AB3all TEKCTA A0 BbIASAEHWA

MPHNGKERNAK Na 1 K AOKyMEHTALHW 08 INEKTPOMHOM AYKLHOHE «HAMEHOBAHWE OBBEKTA 3AKYTIKK
“ Konu4ecTse (obbem yoryr):

o MNpunomenne Mo 2 «OnmcaHne oBbvexTa 3aKymkm:;

s Tpunosexne Ng 5 «0G0cHOBaHUE Ha4ANEHOR (MaKCUMANsHOR)UEH LI KOHTPaKTaR;

*  MNpunoxenne Ne 4 oPerkoMeqgyeman gopma ceenqeHwil of yiactHukes;

Pucynok 1.21 — He BbiiesieHHBIN U BblJleJIeHHBIN (pparMeHThl JOKyMeHTa

Jlyis BBIZIeJIeHHs] MOXKHO MCITOJTb30BAaTh MBIIIIb, WM KJIABHUINW KJIABUATYPBI, WIA U TO, U
Ipyroe OfIHOBPEMEeHHO:

BrigenseMbrit JeiicTBue

3J1eMeHT

CnoBo JIBaXk/IbI HAXKMUTE JIeBYIO KHOIIKY MBIIIIH 10 CJIOBY

A63arg Tprokibl HAXKMUTE JIeBYIO KHOIIKY MBIIIIU B JIF0O0OM MecTe ab3aria

JIrobo¥ pparmeHT Haxkmure jieBy10 KHOIIKY MBIIIIK B HavaJjie BbljesisieMoro ¢pparMeHTa B

TeKCTa TeKCTe U, yIepXKUBasi KHOTIKY, ITPOBEIUTe 10 TeKCTY, KOTOPBIA HY>KHO
BBIJIEJTUTh

Bonbiioit pparment | HaxkmuTe jieBy10 KHOIIKY MBIIIY B Hayajsle BblesisseMoro ¢pparMeHTa,
TeKCTa IIPOKPYTUTE IOKYMEeHT 10 KOHIIa (pparMeHTa, a 3aTeM, yAep>KruBas
HaxkaToi kiauiry Shift, HaxkmuTe B KoHIle pparMeHTa

Bech nokymeHT Haxxmute xombuHanuro kiasuil Ctrl + A

Beizenars ¢pparMeHTHI TEKCTa MOXHO IlepeMellleHHeM Kypcopa KJIaBUIIIaMU KJIaBUATYPbl
npy Haxatod kiaBuie Shift. [Ipy 3ToM MoXXHO HCIIOIB30BaTh BCe BO3MOXKHbIe KOMOMHAIUU
KJIaBUII JIJIS1 TlepeMellleHHs] Kypcopa I10 IOKyMEHTY.
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XAB 3HAHUMA
MonOdomc

HJ’IH TOTO YTOOBI CHATH BbIJle/IeHue (l)paFMEHTa TeKCTa, cjieayeT O4UH pd3 HaXXdTb JIEBYIO
KHOIIKY MBIIIN B JIeBOM WJIN IIPABOM I10JI€ CTPAHUIIbI.

OmmeHna u 6o36pam deiicmbuii

ITpu pabore B «MoiitO¢uc TekcT» cyliecTByeT BO3MOXXHOCTb OTMeHBbI JAeMCTBUY,
BBINIOJIHEHHBIX C JJOKYMEHTOM.

HJISI OTMeHbI IIoCjiefHero BBIIIOJIHEHHOI'O HeﬁCTBHH H806XO}II/IMO HaXXdTb KHOIIKY
OTMeHHTH HA TAHEJW WHCTPYMeHTOB (cM. puc. 1.22). Jljgsi oTMeHbl HECKOJbKUX JAeHCTBUN
KHOTIKY CJIe;lyeT HaXkaTb HECKOJIbKO Pas.

a AykuworHas gokymedTauma [Mamened] - MoriOdinc

®aitn [paska Bcraska @opmat WHetpymedts  Bwg  OBwwi poctyn  Hagectpoikn  Crpaska

®awn Mpaska WpidT AB3ay

e oo L'_:! E}I ) % ¥, | XOCGCalibum vl |11 (v a0 At mEE = = = (1B

S @ e € XK KUYMT = Av v =Ev == E T
- . ~ - - -

a AykunoHHas aokymeHTauma [KMsmenen] - MoAQduc

@ain [ipaska Bcraeka @opmar Weerpysmentm  Bug  O8wni goctyn  Haactpolikw  Cnpaska

©ann Mpaexa WipnéTr AB3au

b o LI_'_|] E| w % o KO Caliburn w11 f»| & AT e B = = = |05

S~ |9 @& & |[K KM ABF | L v | EwleE g gl
- &

1 1 2

Pucynok 1.22 — Knonku OtmennuTs 1 IIoBTOPHTH 11OCIIe[IHee [lelicTBHe

B
b
&

i
o

OTMeHeHHble [EWCTBUSI MOXHO BepHYTb. Jljis Bo3BpaTa IIOC/IeJHEro OTMEeHEeHHOTr'O
nercrBusi HaxxmurTe KHONKy IloBTopumTh Ha naHenu MHCTpyMeHTOB (cMm. puc. 1.22). s
BO3BpaTa HECKOJIbKUX JIeWCTBUM NIOCTYNAI0T aHAJIOTUYHO OTMeHe HeCKOJIbKUX JeUCTBUM.
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9% XAB 3HAHUA

T’ MoinOdme

IlosryyeHue cripaBKH
«MoitOduc TekcT» COIep>XUT pa3BUTYIO CIIPABOYHYIO CUCTEMY.

Kpartkas mnojckaska O Ha3HauYeHMM KakKOro-JIMOO 3yleMeHTa IaHejlell WHCTPYMEHTOB
oToOpakaeTcsl IPU HaBeJleHWH yKa3aTeJis MBIIIIY Ha 3TOT 3JIeMeHT.

Inst obpaiienust Kk ailily CIpaBOYHOM CHUCTEMbl C IeJIbI0 TOJIyYeHHUsl MPOU3BOJIbHOM
cripaBku  cienyer B MeHo CmopaBka BbeiOpaTh komanay CropaBka WM HaXkaTb
¢dyHkIMoHANbHYIO KiIaBuilly F1, mociie 4yero mosiBUTCS OKHO CIPAaBOYHOM CHUCTeMBbI (CM. pHC.
1.23).

< @ ®aan | CProgramt620FilesMyCffice/Help/ru/Help20Textyind echitml > ¥

[ ' Texct

O npunoxesn O NpUNoXXeHUn
OB30p nHTepdeica
Fnasqoe okHo wMoFlguc TekcTs = 3T0 peaxTop ANs PaloTh C TEKCTOBLMN SOKYMEHTIMIA DEZHOMD YPORHA CNONHOCTA # BEMHOCTH
OwkHo BeicTpelx pefcTeMR -
OcHogHbie Bo3MOXHOCTH «MoiOdwmc Texcrs!
[EMOHCTOAUME HOBLE

NORMCIK OCTRE * CORAIHME M PEOAKTUPOBIHIUE TEXCTOBLIX HOKYMEHTOR
[DeiscTama ¢ daitnamn * paboTa o BCEMM NONYNSPHLIMK POPMATAMI QOKYMEHTCE!
Coagams gaiin * MCNONB30BaHAE PazNUyHalX Wabnokos, cTvnelt v cpeacTs GoOpMaTUROBAHUA

* cosMecTHas paboTa Hag JoKyMeHTaMH
Cozpams wasnou paina

Co3gaTe daitn 13 waSnoxa
OTpeiTe Bain

OTHEeiTs HEOABHAR
AOKYMEHTE

Mol
OTKpeiTs G0 B BpYroM Shu 10!13“0
NDUACIKEHIM

CoxpawnTe Gain
OmnpasuTs GAAN No No4TeE
IKENOPTUPOBETE GaRn

3alWnTa napaneM
Pucynok 1.23 — Oxno cripaBouHoi cuctembl «MoiOduc Texct»
B neBoii yacTy OkHa CIIpaBOYHON CUCTEMBI COJIepKaTCsl BKJIA/IKU C Ha3BaHUSMH Pa3fiesioB

cnpaBquoﬁ cUcTeMbL. P da3iejibl MOT'YyT MMETb IIoApPa3[eJIbl. ,HJISI 0T06pa)KEHI/ISI Coiep>Kumoro
pa3zeiioB cjieyeT HaXXaTb JIEBOM KHOITKOM MBIIIH I10 3dIr'0JIOBKY pa3feiia.

[Tose ITouck UCTIONB3YIOT JJIs1 IOMCKA HY>KHOU MH(POPMAaIUH.
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XAB 3HAHUMA
MonOdomc

IlaHensb OBICTPBIX IEHCTBUI

Wnrepdeiic npunnoxenns «MoitO¢uc Tekcr» makoHMYeH U npocT. Bce momysnspHble
$YHKIIMU IOCTYIIHBI Ccpa3y. MTrHOBEHHO HaXOAUTh He0OXO/IMMble JIeMCTBHS M03BOJIsSeT MaHellb,
KOTOpasi Ha3bIBaeTcsl «bbICTphbie NerCTBUSY.

Bri30B maHenmu ocyiecTBisieTcs HakatrieM KomOuHaiuu kiaBuin Ctrl+/. B okHe moucka

HeoOX0JJUMO Ha4yaTh BBOJUTH Tpebyemyio omeparuio (cM. puc. 1.24). Jlyis moaTBepkieHus
BBOJIa UCIIO/Ib3yeTcs kiiaBuiiia Enter.

| AvuncHHEN LoKyMeHTaLM [Mismeren] - MoADgHT = - “

Dafin  Mpama  Beranis  Gopunt  Mecrpyuenrs By Ofwmi qectyn  Higerpohes  Cnpan
P Tipass - T

vame e & Ee =2 2 =00 | peeeor | AaBBF  AaB6Bi  AaBeBsr  AaB6Bi

i 1 A

MpunoXxeHus, KoTopbie ABNAIOTCA HEOTbEMIEMON
4acTbio fOKYMeHTauuu o6 3MeKTPOHHOM ayKLMOHE:

I
Comars &
* MpunoxeHrtn Ne 1 K foKyMeHTaUWK 0 3NEKTPOHHOM ayKuMoHe «HaumeHoBaHue obrexTa 3ax Cosanre o waheony..
Orvegem
1 KonuyecTeo (oBsem yenyr); o
Orepwite B olisake..
* MpHnoKeHHe Ne 2 «OnucaHne ofbeKTa 3aKynKuy;
Exog s ofisano
+ MpunoxeHue Ne 3 «OBocHoBaHWE Ha4anbHOW (MakcManbHOW)LEHEI KOHTPaKTan: Ceavame
e [punoxerune Ne 4 cPekoMEHOYEMaR POPMa CBEOEHWIA OB yYacTHMKE: | Jwpyal edine
Compimn
Conpastn wax.
arnpr
Coxpirmm
Ingare rapem
Coparis 520 = - N

Pucynok 1.24 — Ilanenb GbICTPBIX AeMCTBUIM

C moMmoIpio maHeu ObICTPBIX JeHCTBUM MOXKHO BBITIONIHSATH OTIEPAIlVH, Ui KOTOPBIX,
HampuMep, HET «TOpsSYMX» KJIABHIIL Tak, MOXXHO K ab3ally MpHUMEHSTb CTWIA 3arOJIOBKOB,
BCTaBUTb TabJIMIy U IpyTHe Olepalruu.
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XAB 3HAHUMA
MonOdomc

IIpoBepka 00HOBIIEHH

PazpaboTurky BefyT MOCTOsSIHHYIO PabOTy MO yiaydlleHuio Bcero mnakera MoiOduc.
OO6HOBIeHUs] TPOAYKTA OCYIIEeCTBIISIOTCS B CpefiHeM Kaxk/ble TpU Mecsiia. YTobbl yOenuThes,
YTO B TeKYIIMH MOMEHT yCTaHOBJIeHa caMasli IOCJe[lHsis Bepcusl MPOAYyKTa, CJliefiyeT B MEHIO
CopaBka BbiOpaTh koManHay IIpoBeputrs Hanu4yme o0HOBeHHH. OTKpoOeTCsS OKHO C
vHpopManed O TeKylled BepCMd W BO3MOXHOCTbIO OOHOBileHus (cM. puc. 1.25).

A Mpsins  Bovasia  Sopun  Weiipyuents

Ba Dfwnitaociy  Hascpeind  Criphme
- =

B~ ¥ N & 30 Caibun wimlel & & = = = =T [ aussnarr AaB6I AaB6Br  Asscmsr AaBG6B: - EBBAE -
S ” T As B |Smeim o melq ; s
YTBEPHOARD:
3 MoiiOdme g
[ o Ed
OBHOBAEHRE NEOMPAM M * —_————
d ICHAEHKE NDOa e znvr

o OSHOBASHWHA He HakleHa,
¥ BaC YCTaHOBRAEHA NOCNEZHAR
sepoua: MoROduc 2020.03.

OOKYME 'KUMOHE
B 31 ~_DPME

Ha Npaeo 3aKnw4yeHUs rocygapcTeeHHoOro KOHTpaKrTa
Mo OKa3aHMWIo YCNyru no NpefocTaBneHnio HEUMCKITIYUTeNbHbIX Npas
(nuueHsnin)

Ha Mcnonb3oBaHWe nporpaMmmMHoro obecnevenmna «MoiOduc» CtavgapTHbINA
(NMuEeH3KUs KOPNopaTUBHAA) WAW SKBUBANEHT ANA HYWA

cpokom Ha 1 rog

Cranas s 20 - - L -

Pucynok 1.25 — IIpoBepka Teky1ieil Bepcumn

Eciy xe npu npoBepke OOHOBJIEHMM BBIAIET cOooOlleHWe 00 WX HajIu4yuy, CiefyeT
YCTAaHOBUTb UX Ha KOMIIbIOTEP.
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P8, XAB 3HAHWIA
: MonOdone

Pabora c nokymeHTOM

Co3manue Tekcra

B600 mexcma 6 dokymenm

HpI/I BBOle "W PpeNdKTHUPOBAHMKU TEKCTa C KJIdBUATYpPbI ClleAyeT IIpUuAep>XXUBATbLCSA
OIlpeneJIeHHbIX IIPABUIT U pEKOMEHHaHHﬁ.

Texkcr BCerjia BBOJUTCS B TOU IIO3UIUH, Tl MUTaeT TeKCTOBBIA Kypcop.

[lepexon Ha HOBYIO CTPOKY ITPOM30M/IET aBTOMAaTHYeCKH, KaK TOJIbKO OyJeT 3arojiHeHa
TeKylasi CTpoka. JIjisi HamuvcaHWsl TeKCTa B paMKax OAHOro ab3ala He ciefyeT HaKUMaTb
kiaBuily Enter B koHue crpoku. [[jsi mpuHyIuTeNbHOrO Iepexojila K HOBOW CTpOKe 6e3
obpa3oBaHus HOBOTO ab3ana HaxkmuTe kombuHamuio kiasuil Shift + Enter. B nokymenT 6yzner
BCTaBJIEH Helle4aTaeMblii CUMBOJI — Pa3phbiB CTPOKH.

Jl1s1 mepexosia k HOBOMY ab3ally cieflyeT HaXkaTh kiasuilly Enter.

[Tepexoj1 Ha HOBYIO CTPAHUITy MPOU30UIET ABTOMATHYECKH, KaK TOJIbKO OyieT 3armoyiHeHa
TeKyIass cTpaHuria. JIjiss KOpPpPeKTHOTO Iiepexojia K HOBOM cTpaHWIle, 06e3 ee IOJHOTO
3aIlOJIHEeHUs, HWCIIOJIb3YHUTe TPUHYIUTENIbHbIM Tepexos. Jljs 3Toro HakMUTe KOMOWHAITUIO
knasui Ctrl + Enter.

Mexmy clioBaMU CTaBUTCS OIWH TPOOeJT.

Henb3s paccraBisiTh mepeHOCHl B CIOBax C MCIO/Ib30BaHWeM kiaBuild Jedpuc (-). B
«MoitO¢uc TekcT» nepeHOCH B CJIOBaX B TeKyIllel BepCHUH MPOAYKTA He TIPOU3BOJISITCS, CJIOBO
I[eJIMKOM MIePeHOCUTCSI Ha HOBYIO CTPOKY.

He pPeKoMeHyeTCs UCII0JIb30BATh KJIdBUIITY HpOGEJI AJIs1 TIOJTyYeHUa a63auHoro OTCTYyIIa
WM BBIPABHUBAHUA TeEKCTa II0 IMHWpHWHE CTPAHUIIBI. ,HJISI YCTaHOBKHA a63&1HH01"O OTCTYyTIa
HCIIOJIb3YETCd HWHCTPYMEHT HaCTPOﬁKPI 8638113 - HepBaﬂ CTPOKa. HJISI BbIpABHUBAHUSA -
KHOIIKHY BBIPABHHUBAHKWA 110 TOPU30HTAJIH.

3HaKU IperiMHaHrd TOYKa, 3alldTasd, ABOeTO4YHre, TOYKa C 3aIsITOM, BOCKJIHUIATEJIbHBIN
3HAK, BOHpOCHTQJIbeIﬁ 3HAK IMUIITYTCA CIIMTHO CO CJIOBOM, 3d KOTOPBIM CJIeJYIOT.

Ilocne 3HakoB IpernrHaHrgd TOYKa, 3adlidTad, AOBOeTOoOYHe, TOYKa C 3aIIITOH,
BOCKJIUIIATEJIbHBIN 3HAK, BOHpOCI/ITeJII)HHﬁ 3HAK CTaBHUTCH np06en, 3da HCKIIIOYeHHeM TeX
ClIy4adeB, KOrja 3TUMHU 3HdKAMU 3dKaHYHMBAETCA 86381_1.

[lepen 3HakaMy OTKPBIBAIOIIMX KaBbIlUeK U CKOOOK (KPYTJIbIX, KBA/IPATHBIX, (PUTYPHBIX)
craBuTcs npober. Crienyroliiee 3a STUMU 3HaKaMU CJIOBO THIieTcs 6e3 rmpoberia.

3HakHu 3dKPBIBAIOIIKWX KaBblYeK H CKOOOK IMUINYTCA CIIMTHO CO CJIOBOM, 3a KOTOPBIM
CJIeayroT. ITocne 3THMX 3HAKOB CTaBUTCS Hp06€f[, 3d UCKJII0YEeHHeM TeX ClIyddeB, KOr'lda CTdBATCHI
3HAKU IIPellMHAHWS, KOTOPbIe ITNMIIYTCS CJIMTHO CO CJIOBOM, 3d KOTOPbIM CJIeYIOT.

3Hak neduca (-) IUIIeTCs CIIUTHO C MPeJIIIeCTBYIONeHN U MOCyeyollel YacTsIMU CIOBa.

HerpaBuibHO BBeIEHHBIN CHMBOJI MOXHO YIAiHThb. [lJs yoaneHus CUMBOJIA, CTOSIIIETO
crpaBa OT TEeKCTOBOI'O Kypcopa, HeoOXO/JMMO HaXkaThb KiaBUINy KiaBuatypbl Delete, a mis
yZajieHusl CUMBOJIa, CTOSIIIIero cjieBa OT Kypcopa, — kiaBuiry BackSpace.
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XAB 3HAHUMA
MonOdomc

IIpoBepka npaBonucanus

Opd¢orpadpuyeckue ommodOKu
«MoitOdpuc Tekcr» MOXeT NpPOBepATh IIpaBoONKMCaHUe B JIOKyMeHTe. [ljiss IIpoBepKu
WCII0JIb3YIOTCS CIIOBAph PyCCKOT0, aHIVIMACKOI0, GPaHIly3CKOr0, UCIIAHCKOTO SI3BIKOB.

CrnoBapb IPOBEPKM IPABOIMCAHUS TEKCTa BBIOMpAeTCs aBTOMATHYeCKHd IO SI3BIKY
IIepBoro cjoBa B ab3are.

OTcyTcTByIOIIME B BHIOpAaHHOM CJIOBape CJIOBA, ITOAYepPKMBAIOTCS BOJIHMCTOM KPAacHOMN
nuHuen (cm. puc. 2.1).

B~ 3> & @ Thamss Je R = S FF EY | gapsbar | AAB6I  AaBtB:  AsBeBs.  AaBGBi

«Xa6 3HaHun MonOduUuc» coBMecTHO
c MIT1Y pa3pa6oTan yuyeb6HbI Kypc
no «MonO¢puc CraHgapTHbIN»

3 MM

JorpammMy KYpea,

nanqa

PaUHOHH B

Cisenesa 101

Pucynok 2.1 — Beiziesienue ciioBa 1py IIpoBepKe MPaBOIUCAHUS

[TpoBepky mMpaBONKMCAHUS MOXHO TPOM3BOJIUTHL KaK IIPU BBOJIE TEKCTa, TaK U IOCTe
BBOJIa TeKCTa Cpa3dy BO BceM JOoKyMeHTe. [IpoBepka IpaBONHMCaHUs BKJIIOYAeTCsS KOMaHJIOW
HNucrpymenrsr - IlpaBomucanme. Ilosb3oBaTenib MoXeT BbIOpaTh, YTO TIPOBEPSTD:
opdorpaduio uiM rpaMMaTHKy. [Jii 3TOro JIOCTaTOYHO CHSTH TaJIOUKY B COOTBETCTBYIOIIEM
MyHKTe MeHIO.

Lj Hoswid aokymenT 3 [Vismenen] - MordOdwc

Daitn  [Mpaska Bcraska ®opmar  Wuctpyments  Bua  OBuwwil goctyn  Hagcrpoiikw  Cnpaeka

baiin Mpaska Pesxun oTobpakenna ncnpasneruin b | AG3au

~ % O [E] - é MpaBanucardne * /' TMposepka opdorpadum -

= v S & HacTpaneaemeii cnosaps Mposepka rpamMaTien
PefakTipoBaHe MaKPOCa [

: 2
CpaBHWTb c... (BeTa)

Pucynok 2.2 — I[IpoBepka npaBonucanus koManjaa Mucrpymenrtsl - IIpaBonucanue.

HpI/I BBOle TeKCTa IIpOBepKad IIPABOIIMCAHHS IIPOHUCXOOUT MOJid KaXXJIO0I'0 OTAEeJIbHOI'O
CJIOBA IIOCJIe HAXXaTHsid np06ena, knaBumy Enter mmm BBOJld APYIroro yIlipaBJIidromero CMMBOJIA.
BHecenue u3sMeHeHUH B TEKCT 3adllyCKaeT IIPOBEPKY IIPABOIINCAaHNW BO BCEM 863{:11_[8.
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"% XAB 3HAHUI

" MoinOdome
Crnenyer ob6patuTh BHMMaHWe, YTO CJIOBA WM CHMBOJIBI (1pobesi, 1Mdpa) Ha s3bIKax,
OTJIMYAIOIIIMXCS OT SI3bIKA IIepPBOro CJIOBa B ab3alle, OyAyT OMedeHbI KaK CojiepXkalllfe OIIUOKY
U IOAYEPKHYTHI KPACHOM BOJIHUCTOU JIMHUEM.

I'paMmMaTH4yeckne OIIHOKH

«MoiitOdpuc Tekcr» MoOXeT NpPOBepsiTb KOPPEKTHOCTb TOCTpoeHHs: ¢pasbl. $A3bIk
IIPOBEpPKM T'paMMAaTHUKK BBIOMpAeTCss aBTOMATHYeCKH IO IepBoM OykBe ab3ama. elIpoBepka
rpaMMaTHKU 3allycKaeTcsl mocie Haxarus kiaBuiu IIpoben wiu Enter npu ycimoBum, 4TO
Ipe/iyioXKeHre 3aBeplIeHo.

[IpensiockeHue ¢ rpaMMaTHYECKOM OIMIMOKOM MO TYePKHUBAETCS CUHEN BOJIHUCTOM JIMHUEH.
YTOOBl OTK/IIOYMTH WM BKJIIOYMTH NPOBEpPKY IpaMMaTHKH, B KOMaHOHOM MeEHIO BblOepure
HMucrpyments! - [IpaBomicanue - IIpoBepka rpamMmmaTtuku (M. puc. 2.2.).

BxitoueHue M OTK/IIOYeHHe peXXrMa IPOBEPKM I'DaMMaTHKU IIPUMEHSIeTCS TOJIbKO K
TeKylleMy JIOKYMeHTY U He BJIMSeT Ha IpyTUe OTKPBITble JOKYMEHTHI.

Bo3MOXXHOCTb aBTOMATHYECKOTO MCITPaBJIeHUsI TpaMMaThudecKux omubok B «MoiOduc
TexkcT» B TeKyllleil BepCUU MPOJIyKTa OTCYTCTBYeT.

IMouck u 3amena mekcma

Jlns moucka TekcTa B JIOKyMeHTe WCIOJIb3yIOT IaHesdb IIOMCKA, PaCIOIOXeHHYI0 Y
IIPaBOM T'PaHUIIBI OKHA mpusioxkeHus. [Io ymomuanuio maHenb cBepHyTa. [l ee oTobpaskeHus
ClleflyeT HaXKaTh JIeBOM KHOIKOM MBIIIM Ha 3HAYOK C Jynod win B MeHio IIpaBka BwIOpaTh
koMany Ilouck. Bri3BaTh naHesrbp MoxkHO koMbuHanven kiasuil Ctrl+F.

HckoMblli TEKCT BBOJIST B I10JIe TIaHEJIM MorcKa (CM. puc. 2.3).

L Mo aosyuesin 3 M3 - MoAOGsC - o 3

Culs Mpmes fevews Sopun W

B 4B 0-2 ul 15 o0 e R S "5~ | papohel | AABBI A3EGBi  AsEsEs  AaBSBi

«Xa6 3HaHun MonOdUc» coBMecTHO
c MIMY paspa6oTan y4ebHblA Kypc
no «MonOduc CtaHpapTHbLIN»

3 MK

Boow oxyuent

Pucynok 2.3. — Ilouck Tekcra

[Touck HaymHaeTCs Cpa3y IMpPUA BBOJie TIEPBOTO CUMBOJIA. DBIIMKAWIUN K TEKyIIemMy
MIOJIO’KEeHHUIO Kypcopa B JOKYMeHTe HalJIeHHBbIM TeKCT BBIJeNsieTcs XeJITbIM (pOHOM, OCTajbHbIe
HaiieHHble GpparMeHThl — cepbiM GOHOM (CM. puC. 2.3).
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7%, XAB 3HAHUA
= MonOcdpme
Jlyis mocreoBaTenbHOTO Ilepexojila OT OIHOIO HaWJeHHOTo ¢parmMeHTa K [Ipyromy
ucnonb3yoT KHonku IIpenbimymimii (ctpenka BieBo) U Cremyromiuii (cTpesnka BIIpaBo),
pacriosioXeHHble HW)Xe I10JIs1 TIOMCKa. EciIM MCKOMBIM TeKCT B JIOKyMeHTe He OOHapy’KeH, TO
HIDKe TI0J1s1 BBOJIA Ha ITaHeJIM I1I0MCKa NosBUTCS Hajnvch He HalieHo.

HapaMETpI)I IIOMCKAa MO>XHO HAaCTPOUTD.

MoxHo ycraHoBUTh ¢Quiakok C yderoM permcrtpa, U Toraa «MoiO¢uc Texcr» npu
novcke OyJieT pa3in4yaTh IPONKCHBIE U CTPOYHbIE OYKBBHI.

VYcranoBka ¢naxkka Tosbko ciioBa nemkoM obecriedyrBaeT IIOMCK UMEHHO YKa3aHHOI'O
CJIOBa, a He BCeX CJIOB, B KOTOPbIe MICKOMOe CJIOBO BXOJUT KaK COCTaBHas 4acTb. Hanpumep, npu
IIOMCKe CJI0Ba Ipaji yCTaHOBKa ¢uiaXkka II03BOJIUT H30exaTb HaXOXKJeHHs CIIOB: Orpapja,
Harpaja, rpajioCTpOUTeNIbCTBO, FPAAUPHS U 1P.

st BbIOOpa 061aCTH TIOMCKAa MOXKHO MCITOJIb30BaTh GUITBTP (CM. puc. 2.4).

[lapaMeTphl NOUCKa

Becb AOKYMeHT v |
" Becb QOKYyMeHT

be3 y4eTa KONOHTUTYNOB

3aMEHATE C Y4ETOM PEFUCTPA

Pucynok 2.4 — Hcnonb3oBaHue mapaMeTpoB U MTOUCKe

[Tpu BeIOGOpE pexxiMa Bech TOKYMeHT TTOMCK ITPOU3BOAMTCS TOJIBKO B TEKCTE M TabIIUIIax
nokymente. Pexxum Bech mMOKyMeHT 1103BOJIsSIeT NPOU3BOJIMUTH MOUCK TakXe B KOJIOHTHUTYJAX
nokymenTta. Pexxum bBe3 ydera KOJIOHTHUTYJIOB UCKJIIOYaeT H3 OOJIAaCTA IIOMCKA 30HY
KOJIOHTHUTYJIOB.

J1J1s OUMCTKH 1107151 IOKMCKA MOXKHO HaXKaTh JIEBOM KHOIIKOM MBIIIN KHOIIKY C KPeCTUKOM B
IIPaBO¥ 4acTy oISl (CM. pUC. 2.3) WK NPOCTO YJAIUTh U3 Hero TeKCT.

[Tanenp moucka CBOpauMBaeTCs HaXkaTWeM JIeBOW KHOIIKA MBIIIM II0 CTpeJIKe BJIEBO,
pacIooXXeHHOW Haj 110J1eM [TOMCKa, WX 110 3HA4KY C JIyIoH (cM. puc. 2.3). Ecnu nipu 3akpeiTin
IIaHeJIM IIOWCKa KaKOM-TO pparMeHT TeKcTa Obll HalJieH, OH Oy/ieT BbljlesieH.

BBop Tekcra B nosne 3aMeHHTh Ha U IOCJIe/iyIolee BBIIIOJIHeHHe KOMaH/l 3aMeHHUThb U
3aMeHHUTh BCe IIPOM3Be[leT 3aMeHy HaM/IeHHbIX COYeTaHWM Ha BBeleHHble CUMBOJIbI. Bribop
KOMaH/1bl 3aMeHHUTh BCe aBTOMaTUYeCKU [IPor3Be/ieT U3MeHeHHsl BO BCeM JIOKyMeHTe.
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P8, XAB 3HAHWIA
: MonOdone

Ilepemeuienue u konupobanue gpazmenmoB dokymenma

J11s1 mepemelnieHys ¥ KOIIMPOBaHUs pparMeHTOB JOKYMeHTa UCIOJb3yIoT 6ydep oOMeHa.
Bydep obmena — crenuanbHasi 00/1acTh HAMSITH KOMIIbIOTEpa, B KOTOPOW MOTYT XPAaHUTBCS
¢dansbl WK X GparMeHTHl.

[IepemeniaTe ¥ KOIMPOBATh MOXKHO TOJIBKO BbIZIeJIeHHBIN (pparMeHT JOKYMeHTa.

[Tporienypa nepemertienys U KonvpoBaHusl yepe3 6ydep obMeHa Bceryia COCTOUT U3 JIBYX
nevictBui. CHavama He0O6XOJMMO OTIIpaBUTH dparMeHT B Oydep, a 3aTeM U3BJeYb €ro OTTy/a
IUTSl BCTaBKH B JIOKYMEHT.

Hns mepemertieHus: HeOOXOAMMO BbIpe3aTh ¢parMeHT B Oydep oOMeHa. ITO MOXKHO
ClienaThb, HalpuMep, CIeYIONMMU CII0CObaMH:

® Ha BblleJIeHHOM (parMeHTe Ha)KaTh IIPABYIO KHOIIKY MBIIIN U BbIOpPAaTh KOMaHy
KOHTEKCTHOT0 MeHIO0 Bripe3ars;

e B MeHI0 IIpaBka BeiOpaTh KOMaHy Beipe3ars;
e HaxaTb koMbuHanuto kiasuu Ctrl + X.

st KomMpoBaHUS HEOOXOAMMO CKOINHUPOBaTh ¢parMeHT B Oydep obMeHa. ITO MOXKHO
cliernaThb, HalpuMep, CIeAYIONMMU CII0CObaMHu:

® Ha BblleJIeHHOM (pparMeHTe Ha)KaThb IIPaBYIO KHOIIKY MBIIIN U BbIOPAaTh KOMaH/ly
KOHTeKCTHOro MeHio KonupoBars.

e B MeHI0 IIpaBka BriOpaTh koMaHAy KonupoBaTts;
e HaxaTb koMbuHanuto kiasuu Ctrl + C.

Hnst Toro 4To0Bl M3BIeYb pparMeHT U3 Oydepa oOMeHa W BCTaBUTH €ro B JIOKYMEHT,
MOXXHO, HallpUMep:

® B MeCTe BCTAaBKM HaXkaThb IIPABYIO KHOIIKY MBIIIA U B KOHTEKCTHOM MeHIO BbIOpaTh
koMaH1y BcTtaBuTh.

¢ [IOCTABUTH KYpPCOP B MeCTO BCTABKHU @paFMEHTa B IOKYMEHT U B MEHIO HpaBKa BbI6paTb
KOMaHOY BcraBuTts.

e HaxaTh koMOuHarmio kiasur Ctrl + V.,
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XAB 3HAHUMA
MonOdomc

KombOunanus wimaBuin  Ctrl+Shift+Z  Boi3piBaer pacmupenssiii 0ydep obMeHa.

HWHCTpyMeHT, KOTOPBIH 103BOJIsIeT I0OABUTD B NAMSITh U BCTABUTh B TEKCT JOKyMeHTa /10 JeCsTh
CKOITMPOBAHHBIX 3J1eMeHTOB. UTOObI BCTaBUTh 3HaYeHWe M3 CIIMCKA, JI0CTaTOYHO YCTaHOBUTH
KYpCOp MBIIIU B TpeOyeMyto 00J1acTh AOKYMeHTa, B CIIMCKe BbIOpaTh 3HaUeHUe [IJisi BCTaBKU U
HaXaTh HA HETo JIEBOM KHOIKOW MBIIIH. JJIeMeHT (TeKCT, u3obpakeHue) OyaeT BCTaBJIeHO.

O Hoesa 1 3 [Mawerin] - Mot

e | pakosal  AABGE  AaEGBI  AsEsBa  AaBGBi

«Xa6 3HaHuiM MonO¢puUc» COBMECTHO
¢ MIY pa3spa6oTran y4ebHbIA Kypc
no «MonOduc CtaHaapTHbIN»
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7%, XAB 3HAHUM

" MoinOdome

HacTtpoiika mapamMeTpoB CTPaHHUIIbI
Pazmep cmpanuubt

[To ymomuanuto it BHOBb cozfiaHHOro JokymeHTa «MoiOduc Tekcr» ycraHoBieH
dopmar crpanuiisl A4 (21x29,7 cm).

Jliis BbIOOpA [pyroro pasmepa CTpaHMIBI cilefiyeT B MeHio daii BbIOpaTb KOMaHIY
IIapameTpsl cTpaHMIIBI, II0CTIe Yero MOSBUTCS JUAJIOTOBOe OKHO C JIOCTYIIHBIMH HaCTOMKaMHU.
Pasmep Gymaru BbIOMpaeTcsi B COOTBETCTBYIOIIEM pacKpbiBatolieMcs criucke Pa3mep oymaru
(cMm. puc. 2.6).

L
badn Mpsea Beama Oopusr Wwirprweims  Bad | Ofwid aocyn  Hascpofien  Cipasc

= B[S | (oG vim & A Zv 55 2 FILv. aeeper, ABBOE  AaB6Br  aassEsr  AaB6B:

YTBEPHLAKD:

Mapamerpnl CTPAHALLI b . .

« aTcaly pazasny - 20_r.

JAOKYMEHTALUA OB AYKLUIMOHE
B 3NIEKTPOHHOW ®OPME

A4 (213297 e} »

Ha NpaBo 3aKNOYeHHA rocyaapcTBeHHOMO KOHTPaKTa

1.00 e 1.00 cm

No OKA3aHMIO YCAYIW NO NPegocT HENCHITIOYM HbIX NpaB
(nuueHIni)
2,00 em 2,00 cw
Ha ucnont porp 0 obec wMoROducy CrangapTHbii
[NWUEHSHA KOPMNOPATHBHEA) MAN IKBHBANEHT ANA HYHA
ER o cpokom Ha 1 rog

Pucynok 2.6 — HacTtpoiiky mapameTpoB CTpaHHUIIbI

Bribpath MOXHO OJMH M3 JecsiTd uMeroImxcs d¢opmartoB. [IpousBosbHBIN pazmep
CTpaHUIIbl YCTAHOBUTH HEBO3MOXHO.

Bwubioop opuenmauuu cmpaHuubt

[Io ymomuanuio /jis BHOBb CO3J1aHHOTrO JoKyMeHTa «MoiO¢uc TekcT» ycraHOBIeHa
KHIDKHAs (BepTHUKAJIbHAs) OPUeHTAIUsI CTPAHUIIBL.

Hnst BeibOpa anb0OMHOM (FOPM30HTAJIBHOM) OPUEHTAllMM CTPaHHUIBI Clle[lyeT B MeHIO
daiin BbiOpaTh koMaHAy IlapameTphl cTpaHHMIBI, TTOCIIE YETO IMOSBUTCS IAAJIOrOBOE OKHO C
HacTpoiikaMu. OpueHTaIMs CTPaHUIlbI BBIOMpaeTCsl B COOTBETCTBYIOIIEM ToJie (CM. puc. 2.6).

YcmanoBka pazmepa noneii

ITo ymomuanuto [ BHOBb COo3[laHHOrO AokyMeHTa «MoitO¢uc TekcT» ycTaHOBJIEHbI
clefyrolye MoJisi: BepxHee — 2 €M, HIDKHee — 2 €M, JieBoe — 3 cM, TpaBoe — 1,5 cM.

BbicTpo W3MeHUTb pa3Mepbl IOJied MOXHO IlepeTacKMBaHMeM TIpaHUIl IIojiel Ha
TOPU30HTAJIbHOM U BepTHKaJIbHOW JIMHeWKaX OKHa JoKyMeHTa. CiieflyeT HaBeCTH YKa3aTellb
MBIIIIA Ha TPaHUIy MeXJy OeJlol W Cepod YacThlO JIMHEWKHM M, KOrJa OH IIPeBpaTUTCS B
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ABYHAIIPABJIEHHYIO CTPeJIKY, IIpHU HaXXaToU JIeBOU KHOIIKe MBIIITU IepeTaluTb I'pdHULlY (CM. puc.
2.7).

o AyrmonHan gokyMerTauMA [Masmeres] - MoROduc

Safs Mposes  Acames  Sopest  WMncrogwesms Sna O gocyn Hagcrpolies Cnpania

= = UYL seevor, AABGE  AaBOB:  AssBer AaBGB: | 1 ) o =

VTBEFHUIAND:

a MoOdome e

20_r.

AJOKYMEHTALMA OB AYKLUIMOHE

B 3JIEKTPOHHOWU ®OPME
Ha Npaso 3aKnK rocyfape O KOHTpaKTa
no 1110 YCAYT NO NpegocT HEWCKNIDYMTENbHBIX NPaB
(nnuueHzni)
CERI porp o obec «MoAOdmcs CranpgaprHbIi

(NWLUEHIUA KOPMOPATUEBHAA] MAW IKBMBANEHT ANA HYH

cpokom Ha 1 rog

Pucynok 2.7 — U3meHeHre pa3Mepa BepxXHero moJis CTPaHUIIbI

Jl71s1 yCTaHOBKM TOYHBIX pa3MepoB I0Jied CTpaHUIlLl cieflyeT B MeHio daiin BbIOpaTh
koMmaHny IlapameTpsl cTpaHHMUIBI, 110CJe Yero MOSIBUTCSl TUAJOTOBOe OKHO C HACTPOMKAMM.
Pasmepsl mosiei ycTaHaBIMBAIOTCS B COOTBETCTBYIOIIUX CUeTYMKaX (CM. puc. 2.5).

O/iHOKpaTHOe Ha)kaTWe II0 CTpeJike CcueTYMKa M3MeHseT pa3Mep mosied Ha 0,1 cm. [lpu
>KeJlaHUUA HeobxoJuMoe 3HaueHue 110JIell MOXXHO BBeCTH C KJIaBUATYPBHI.
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Pa6oma ¢ kononmumynamu

KOJIOHTI/ITyJIaMI/I HAa3bIBAIOT 00JIACTH BepXHEero u HU>xxXHero roJjieu CTPaHUIbI.

KomnoHnturtymnel MoryT cojiep>kaThb TEKCT, TabiuIlbl, rpadudeckue sneMeHThl. Hanpumep, B
KOJIOHTUTYJIBI MOXKHO BKJIIOUaTh HOMepa CTpaHUI, BpeMsi, J1aTy, aM0OjieMy KOMIIaHWHM, Ha3BaHUe
IIOKyMeHTa, uMs ¢aisa 1 T.1.

B JOKyMeHTe BCe CTPpaHUIbl MOT'YT UMEThb TOJIbKO OJTMHAKOBbIe KOJIOHTHUTYJIbI.

B cnyuae, ecnmu B JOKyMeHTe BCTaBjleH paspblB pasfiela U Iy Hero IpUMeHeHO
OT/leJIbHOM (opMaTHpoBaHMe (HAllpuMep, OpPUeHTalMs JIMCTa ajdbOOMHas), TO IS TaKOTo
pasziesia BO3MOXKHO YCTaHOBUTD JIPYTOM KOJIOHTUTYJI, OTJIMYHBINA OT OCHOBHOTO JIOKyMEeHTa.

s mepexo/ia K CO3/IaHUIO W/WIN PeJaKTHUPOBAHUIO KOJIOHTUTYJIa HEOOXOIMMO HaBeCTH
yKazaTellb MBIIKM Ha OO0JacTh BEepXHEro WIM HIDKHEro TII0Jii CTPAHMIIbI Tak, 4YTOOBI OH
0TOOpaXkaJics B BUJie CTpaHUIIbI (CM. puc. 2.8), U IBaXIbI IEJIKHYTh JIeBOM KHOIKOM MBIIIH.

1 Homed aospuesir 3 3uen

Cuils  Mpmmea  Bovpess. Sopusr Mo Bia Ofsail aoenm  Masrrpenn:  Chpems

AsboRal  AABGF  AsB6E: AsEsBe  AaB6Bi

XAB 3HAHWIA

«Xa6 3HaHM MoinOdpUc» COBMECTHO
c MITY paspa6oTtan y4eb6HbIX Kypc
no «MomnOo¢puc CraHaapTHbIN»

3 MHH

Pucynok 2.8 — Ilepexon k co3nanuio (peJakTUPOBAHUIO) KOJIOHTHUTYJIA

B pexxviMe paboThl C KOJIOHTUTYJIaMU OCHOBHAsI YacCThb JIOKyMeHTa HeCKOJIbKO 3aTeHeHa,
TOHKOW ITyHKTUPDHOM CHHel JIMHWel OTOOpakaeTcsl TPaHMIIAa KOJIOHTUTYJa (cM. puc. 2.9).

Cnenyer obpaTUTh BHHMMaHHe, YTO B pekrMe pabOThl C KOJIOHTUTYJIAaMH TOPWU30HTa/IbHAsT U
BepTUKaJIbHAsI IMHENKU He 0TOOPaXKaIoTCSl.

34



"8, XAB 3HAHW
" MoinOdome

B~ B~ & 8 T ulls o L R S "5~ | papohsl | AABBI AaE6Bi  AsEsEs.  AaB6Bi

Kypc MoitOduc CrangapTHslii

Pucynok 2.9 — Pexxum paboThl ¢ KOJIOHTUTYJIaMU

B konoHTHUTYT MOXXHO BBOAUTH TEKCT, BCTaBJISATh TAOJIUIILI U PUCYHKU (M300pakeHus).
TekcT U TabIUIIBI B KOJIOHTUTYJIE MOXXHO O0GOpPMIISITH B OOBIMHOM Tmopsijke. CiielyeT uMeThb
BBUJIy, YTO OJTHOBpEMEHHO paboTaThb C OCHOBHOM YacCThIO JIOKYMEHTAa U ero KOJIOHTUTYJIaMHU
HEeBO3MOXKHO.

[Tepexosi OT BepxHero K HIKHEMY KOJIOHTHUTYJIy HPOM3BOAMUTCS IPOCTON IPOKPYTKOM
CTPAHHUIIBI.

KonoHtutyn MOXHO coO3/aBaTh, HAXOIsCh Ha JiIOOOW CTpaHHUIle JOKyMeHTa.
KonouTtutysbl 6yqyT olMHaKOBBIMH.

Cne,uyeT O6paTI/ITb BHUMdHHE, YTO IIepBdd CTPOKAd TeKCTd BepPXHero KOJIOHTUTYJIAd
(BerHHH I'pPaHHIIA Ta6J'II/II_[bI W1 pI/ICYHKa) BCerga mmMeeT OTCTYII OT BepXHero Kpdasd CTPAdHUIIbL
IIpUMEPHO B 1 cm. Touno TdKXXe, HUXXHASA CTPOKA TeKCTda HHWXHEro KOJIOHTUTYJId (HI/DKHHH
T'paHUIlad Ta6J'II/IIIbI NI pI/ICYHKa) BCerjia uMmeeT OTCTYII OT HUXXKHEIr'0 Kpasd CTPAdHUIIBI IDUMEPHO B
1 cm. Yi3meHUTD 3TO pacCTosdHrEe HEBO3MOXXHO.

Ecmn conmepxumoe He IoMelaeTcss B KOJIOHTUTYJ, €ro pa3Mep aBTOMaTHYeCKU
yBeJIMYUBAEeTCs, OJHOBPEMEHHO yMeHblllas pa3Mep OCHOBHOI'O IIOJII CTPaHMIIBl JOKYMeHTa.
Pasmepe! 1oseii cTpaHuIlbl IpYA 3TOM GOPMaJIbHO He U3MEeHSIFOTCSL.

st okoHYaHUsI pabOTHI C KOJIOHTUTYJIOM IIPOIIle BCEero HaXkaTh Ha KJIABUATYype KIIABHUIITY
Esc. MoxHO Takke HaXXaThb JIeBYI0 KHOIIKY MBIIIM 110 KHOIIKe C TaJ0YKOM, pacIiojioKeHHOHM B
IIPABOM YaCTU TPaHUIIbI KOJIOHTUTYJIA (CM. pUC. 2.9) WK ABaXK]bl HAXKATh JIEBYIO KHOIKY MBIIIN
B OCHOBHOM 4aCTH JIOKyMeHTa.
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Bcma6Bka nomepoB cmpanuy,

HOMepa CTPAHHUII] MOXHO BCTABJISAATh B BEPXHUE WKW B HUXKHHE KOJIOHTUTYJIbl CTPaHHII.

HJISI BCTdBKM HOMEpPOB CTpaHUI CJjieAyeT B MeHIO BcraBka BbI6paTb KOMaHOYy

Hymepamm CTpaHHIl, I10CJIe 49ero IOABUTCSA COOTBETCTBYIOIIee JHaJIOTOBOE OKHO (CM. puc.
2.10).

L
Gafn Fipeenn  Scroes Owpuar  Wairpywenme  Bna Oband aocryn  Hagcrpofen | Cripass
- bt

B - B~ & 40 Cablourr viulel 7 A =~ = L [e— AaB6I AaBSB:  AsgcEsr AaB6BE

= WK 4 AR A P vl vl

VTBEPRAH

a MoOdpwme e

20_r

HyMEDALAS CTDSHMY b4

123 v

1
no of npas
Ha W Breny cTRasuLm - fHBIR

M
8 Grobpanars #a nepeodt CpaHnE
o I
l l - . b

Pucynoxk 2.10 — BcraBka HOMEpOB CTpaHUII

B packpoiBatomemcsi crnvicke PopmaTr MOXHO BbIOpaTb OAWH K3 MATH CHOCOOOB

HyMepaluu: apabckumu IrdpamMH, PUMCKUMH IPOIMMCHBIMA WIA CTPOYHBIMU ITMpPaMHy,
JIATUHCKUMHU TIPOTMUCHBIMU WM CTPOYHBIMU OyKBaMHU.

C nomorpto nosst HauaTs ¢: qocTyneH BHIOOP 11epBOT0 CUMBOJIa HyMepalvy CTPAHHUIIBI.

B packpeiBaromiemcst crvcke PacrosioxkeHHe BbIOMPAIOT paclloyiOKeHHWe HOMepoB: B
BepxHeM KOJIOHTUTYJIle (BBepxXy cTpaHHMubI) WM B HUXKHEM KOJIOHTUTYIIe (BHM3y cTpaHuIlbI).

B paspnene BelpaBHHBaHHe BbIOMPAIOT BbIpaBHMBAaHWe HOMepa OTHOCHUTeIbHOMN
CTpaHMIIBL: 110 JIEBOMY Kpalo, 110 [IeHTPY WIH 110 IPaBOMY Kparo.

Eciu Tpebyercs He oToOpakaTb HOMep Ha IepBOM CTpaHUIlEe [IOKyMeHTa, CiiefyeT
YCTaHOBUTb COOTBETCTBYIOIIMK Quiakok (cM. puc. 2.10).

Homepa crpanun odpopmiienst mipubtom XO Thames pasamepom 12 nr. IlBer mipudra
YyepHbIW, HauepTaHue — 06brdHOoe. I3MeHUThb 3TU mapaMeTpbl HEBO3MOXHO.

CJ'Ie,HYET O6paTI/ITb BHMMdHHe, 9YTO eCJIh B KOJIOHTUTYJIe UMeeTCsa KaKOﬁ-HHGYI[b TEeKCT,

Ta6JIHHbI WK PUCYHKH, TO OHH 6y,IIYT paciojiaraTbCd He3daBUCHUMO OT HOMepa CTPAHUIbI U,
BO3MOXXHO, 3dCJIOHSAT ero.
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s ynaneHuss HyMepallud CTpaHUIl cilefiyeT B MeHI0 BcraBka BbIOpaTb KOMaHIY
Homep crpanmunsl, nocie yero B jguanoroBoM okHe Homep crpanumbr (cMm. puc. 2.10) B
packpsiBarolemMcs cnucke ®opMart HoMepa MOXXHO BbIOpaTh nnapamerp Her.

Bcma6ka pa3peiBo8 cmpanuy,

[Tpu paboTe c AOKYMEHTOM MOXeT MOTpebOBaThCS MEepedTH Ha HOBYIO CTpaHUIY 0e3
HeoOXOAMMOCTH TOJTHOTO 3all0JTHEeHUs TeKYIlleld CTPAaHUIbl TEeKCTOM WIH IPYTUMU PpparMeHTaMu
JIOKyMEHTOB. TO MOXXHO C/IeJIaTh, eCJIM I00aBUTh pa3pbIB CTPAHUIIBL.

Jlnst mobaBiieHMs pa3pbiBa CTPaHUIIBI HEOOXOAUMO IIOCTaBUTh KYpPCOp Ilepefi TeKCTOM, C
KOTOPOT'0 JIOJDKHA HAYMHATHCS HOBAsl CTpaHMIIA M HaXkaThb koMbuHanuio kiaBuinl Ctrl+Enter.
MoHo Takxe B MeHI0 BcTaBka BbiOpaTh KOMaHly Pa3pbIB cTpaHHIIBI.

B pesynbraTte B IoKyMeHT OyJlieT BCTaBjleH CllellMalbHbIA CHUMBOJI pa3pblBa CTPaHUIHL,
KOTOPBIN MOXKHO YBHJIETh B PEXXUMe OTOOpaKeHHUsI HelleyaTaeMblXx CUMBOJIOB (CM. puc. 2.11).

L Ayimonnan goeaentauna [Masenen] - MofOdwc = a X

alin  Mgewa  Botaesa  Sdowar. Wopyesete Bne  Ofwdsocyn  Hascrpoiion  Cpen
2 T wower ~—— neww

B v X o~ & I Lo viile & A i=v 55 = F 1Ly | gpeaer; AaB6l  AaBG6Br  4aEsBar  AaBGB:

8+ ac¢ : * K BF iy B | EviE E® mell

OBwan wHGopMaYMAT

Crpamss THy 0. - - . B v

Pucynok 2.11 — Pa3pbIB cTpaHuIisl

,HJISI YAaJleHus pa3pbiBa CTPAHUIIBI MOXXHO IIOCTABUTBH KYPCOp Iiepell HUM WJIK BbIIEJINTb
CHUMBOJI Pa3pbIBd JBOMHBIM Ha’kaTHeM JIEBOW KHOIIKH MBIIIHA M HAXKaTh KJIaBUIITY Delete.

PaspeIB pa3spaena ncIonb3yroT [isi GOpMUPOBaHMS BHYTPU JJOKYMeHTa JIMCTOB C MHBIM
odpopmienreM. Hanprmep, eciu BHYTpPU HOKYMeHTa HYXKHO BCTaBUTh JIUCT B aJbOOMHOM
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opueHTalv. YTOOBI BBIMOJHUTL OIepalyio, HeobXOAMMO CO3[laTh C TOMOIIbIO pa3pbiBa
pasfiesia 0coboe MPOCTPaHCTBO.

Ecmm IIOBOPOT JIMCTAa HCIIOJIb3YeTCd B CepelrHe MHOI'OCTPAHWYHOI'O JOKYMEHTd, TO
Pa3pbIB  IOJIKeH OLITL BCTaBJIeH B Hauajie OJjioKa TeKCTa, OCl)OpMJIGHHOfI B aJIb0OMHOM
OpueHTallvy, U B KOHIIE, T.e. pd3pPbIB pa3/iejld HOJKeH HAYMHATbCA U 3dKaHIMUBATBCA.

s mobGaBiienus paspbiBa pasfeila HeoOXOOUMO IIOCTaBUTh KypCOp Ilepell TeKCTOM, C
KOTOPOTO JI0JDKHA HAaYMHAThCSl CTPAHMIA, HallpyuMep, odpopMIleHHas B alnbOOMHOM OpHeHTallUH,
¥ HaxaTh BcraBka - Pa3peiB paspmena. Tak kak orepanusi napHas, Heob6X0IWMO BBeCTH
HEeCKOJIbKO ab3alleB Ha CTpaHHIle W BCTaBUTh ellle OJIMH pa3pblB pasfiesia. Y CTAaHOBUB KypCOp

MBIIIIK B ab3a1] MeXX[Ty IByMsl pa3pblBaMU, MOXHO ITeperTH K HaCTPOMKe IapaMeTpoB CTPAHUI] U
0pOpPMUTD JIUCT B aIbOOMHOM OpUeHTallHH.

d AyrunonHaa goxymenTaums [Maweden] - MoROduc = 1 x
Dain  Tipasxa Beraeca  Qopsar  Woctpywests Bua  GBumi goctyn . Hagcrpoikw  Cnipaexa
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Bcmabka mexcmo6o2o nonsa

TexcToBoe 1OJIe MO3BOJISAET JOIIOJIHUTE JOKYMEHTHI CIlleqUaJIbHBIMU OioKkamMu C
I/IH(l)OpMaIIHefI, pa3menieHuemM KOTOpOfI MOJKHO YIIPaBJIATb, dHAJIOTHUYIHO I/1306pa)KEHI/IIO.
YToOBI BCTaBUTH TEKCTOBOE II0JIe Tpe6yeTc;1 BBIIIOJIHUTb KOMdHAY BcraBka - TekcroBoe

nojie. B [OKyMeHTe NOSIBUTCS NPSMOYTOJIbHBIM OJIOK, B KOTOPBI MOXXHO BBOJUTbH TEKCT,
dopMaTUpoBaTh ¥ HACTPAUBaTh MIPUPT, pa3Mep Y MHble HACTPOUKHU.

WHcTpyMeHTBI, [OCTyIHBIe [Jisi TeKCToBoro Oisioka pacrionaratotcsi Ha Ilanenm
HHCTPYMEHTOB Ipynibl Purypa.

LA v 1 - Ma#Opwme _ o «

Mafin  Mpsera  fBoremes  Mopwer  Vdcrpywents  Bia  OBind socryn  Hacrpoiiey  Cnpssse

2] Hantpmesnue T = I Py

~ 2 3 § 5 t T B : ¥ s i : 6 g i A

Pucynok 2.13 — Ilanens nncrpymentoB durypa
TexkcToBbIii 6JIOK MOXeT OBITh pa3MellleH OTHOCUTEIbHO TeKCTa C HACTPOMKaMH,
AHAJIOTUYHBIMUA U300PAKEHUIO.
JlocTymHBI ClleyroIyie BAPUAHTHI:
e B Tekcre
e Bokpyr pamku
e (CBepxy U CHU3Y

e [lepen TekcTom

e 3a TeKCTOM.

Ha npaso rocyaanc o ra
MO OKAZAHWIO YCNYTH NO MPeAC 1= npae
(nnuesana)

Ha P 6 aMofOducs CrangaprHsii
[MMLEHINS KODNOPITHEHAR) WAK IKBHENCHT ANA HYME,

cpokom Ha 1 rea

PucyHok 2.14 — TekcToBbIii 6JI0K BHYTPHU JIOKYMEeHTa
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Bcma6ka ¢guzyput

durypa no3BoJiseT JOMOIHUThH IOKyMEeHThI CIellMaJbHbIMU OJIoKaMu C WH(OpMaIuei,
pasMeltieHreM KOTOPOM MOXKHO YTIPaBJISITh, @HAJIOTUYHO U300paXKeHuIO.

Yrobbl BcTaBUTh (Urypy TpebyeTcsi BBIIOJHWATHL KomaHay BcraBka - ®Purypa -
BbIOpaTh THN QUryphI U3 cnucKa. B okyMeHTe MOSIBUTCS BIOPAHHBIN 3jIeMeHT, B KOTOPBIH
MO>XKHO BBOJIUTH TEKCT, pOPpMaTUPOBATh U HACTPauBaTh IPUPT, pa3mep U MHble HACTPOUKHU.

HHucTpymeHTBI, [OCTyIHBIe mJii TeKCTOBOoro 6isioka pacronaratorcss Ha Ilanenm
HHCTPYMeHTOB rpynns! Purypa.

od Hoswiii gokyment 2 [Mamenen] - Mo#Oduc

Dain Mpaeka Becrasks

Dopuat  Vketpymerts  Bug  Obuwwid soctyn  Hasorpodkw - Chpaska
DaAn Mpaoka Wipigr
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Pucynok 2.15 — ®urypel BHyTpY JOKyMeHTa
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PaboTa B pexxume penieH3MpOBaHUS

O pedicume peueHn3upoBanus

Pexxum penieH3upoBaHusl TpefHa3Ha4eH MJid IPOCMOTpa W 0OpabOTKM H3MeHeHUH,
BBITIOJTHEHHBIX YYAaCTHUKAMU peIaKTUPOBAHUS IOKYMEHTA, ¥ PerUCTPalliy HOBBIX U3MEeHeHUH.

PexxuM perieH3MpoBaHuMsl BK/IIOYaeTCss KOMaHAod OTCiIeKHBaTh HCIPaABJIeHUs MEHIO
HNucTrpymeHTsl - PeikxuM oToOpaxkeHHs] MCIpaBjeHUH. [IpyM3HAKOM BKJIIOYEHHOTO peXXuMa
perucTpaliid H3MeHeHWM sBIsileTCsl TIOsiBlleHHMe pasfena PereH3upoBaHue Ha IaHeH
VHCTPYMEHTOB.

l...l AyKUMOHHaA gokymeHTauMa [MsmereH] - MoiOdwc

Qaiin  Mpaeka Beraeka @opmar  MHctpymedts:  Bug  OBwwii goctyn  Hagctpoitkw  Cnpaska

Dann MNpaeka PeueninpoBsarime WipugT

v * O Qv a~v|@y @~ @~ X0 Caliburn v| (15 ]e] A AF
S« 90 ¢ |®@ Q- X K U ABF « Av &v

Pucynok 2.16 — PenensupoBanue
[Tocme BrIIOYeHMS  peXXrMa, BHeCeHHble B JIOKYMEHT H3MeHeHHs  OynyT
PerucTpupoBaThCsl.
Peructpupytorcs ciefyomye U3MeHeHus:
® BBOJ U yIaJleHUe TeKCTa;
® U3MeHeHMUs [1apaMeTpoB MIPUPTa;
e yJnaneHue U300pakeHuH.

Pas,uen PEIIEHBI/IPOBHHPIE CTaHOBUTCA dKTHUBEH TOJIbKO IIpH HAJIN4YHUH M3MEHeHU! B
HOKYMEHTEe. P a3iesn 0T06pa>KaeTc;1 " TI0CJie OTKIIIOYeHUs peXHMd peleH3UpPOBdHHs, eCIn B
HOKYMeHTe OCTaJInCb H806pa6OTaHHI)Ie HU3MeHeHUs UK KOMMEHTAapUH.

<I>a13m, SElebITblf/'I B peXXrme peneH3upoBdHUS, [IPU CllieAyIoleM OTKPBITUU TaKXKe 6YJIET
HaXOJUTbCA B 3TOM peXruMe.

Komanna 3amuck ucnpasieHuii MeHio MHCTpyMeHTBI paboTaeT Kak IlepekiitoyaTelb.
[Tpu BKIIIOUEHHOM peXrMe OHa OTMedeHa Iajloukoi. [jisi BBIKIIIOUeHUsI peskrMa cileflyeT CHOBa
BbIOpaTh 3Ty KOMaHy.
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XAB 3HAHUM
% MoiiOdpome

IIpocmomp uzmenenuii

ITo ymonuanuto nHpopManys o6 U3MeHeHHUsIX 0TOOpaXkaeTcsl B CIeI[UAJIbHOM II0jle —
TaHeJIM UCIIPaBJIeHHUH, PacIlojIoXKeHHOM CIIpaBa OT CTpaHMIIbl JOKyMeHTa (cM. puc. 2.17).

L Homes anayuesir 3 [awenen] - MoROGsC = a w

Culp Npmes Sovems Scpusr  Mecusme B Ofawilasenm isarpei Crpsms:

i B~ & 2 B | i It e gk Ll i = | askope AaBG ABOB  AsEEBT | ool

XAB 3HAHUHA

Opuic

«Xab 3HaHMn MonOduUc» coBMecTHO
c MIT1Y paspa6oTtan y4eb6Hblit Kypc

fAnannen * npoayeTy”

no ' «MonOdwuc
CTaHOapTHbIA»
3 MKH

Pucynok 2.17 — Undopmanus 06 n3MeHeHUsIX B IOKyMeHTe

3anuch 00 WU3MEHEeHHWH COJIePXKUT aBaTap I0JIb30BaTesisl, BLITIOJIHUBIIIETO U3MeHeHHe (B
BUJle Kpyra C ero WHUIMAJIaMU), U KpaTKoe OIHCaHWe u3MeHeHus. [IyHKTHUpHas JIMHUS CO
CTPEeJIKOM yKa3bIBaeT MeCTO B JIOKYMeHTe, T'Jie IPOM3Be/IeHO U3MeHeHHe.

BBEHQHHbIﬁ B peXXrMe perieH3MpPOBaHHWs TeKCT Bbl/IeJ/IeH B IOKYMeHTe [IBETOM mpncl)Ta.

[Ipu pabore C JOKYMEHTOM HeCKOJbKUX IIOJIb30BaTeslled KaXKIOMy M3 HHX
aBTOMATUYeCKH Ha3HavaeTCs IIBET, KOTOPbIM OYIyT OTMeuyeHbl ero WU3MeHeHUs. JTHUM IBEeTOM
byznet odopmiieH ero aBartap, JIMHUS, IOKA3bIBAIOIAs MeCTO M3MeHEeHUs B JIOKyMeHTe, U MpPUPT
BBeJIEHHOT'O UM TEeKCTa.

[Tpu Ha’kaTHMU JIeBOM KHOMNKK MBI 1O 3amucu 00 u3MeHeHMU oTobOpaxkaercs Goiee
noAapobHas mHdOpMaIus: UMsl TOJb30BaTeslsl W JlaTa BHeCeHWs u3MeHeHUs: (cM. puc. 2.18).
Kpome Toro, B maHenu ucnpaBjieHUM clipaBa pOPMHUPYIOTCS 3allMCH 00 M3MeHeHWH, TaM e
pacroJioXkeHbl KHOIKHY, IO3BOJISIONIME ObICTPO MPUHSTH (Tajlouka) WIK OTKJIOHUTH (KPeCTHK)
3TO U3MEeHeHHe.

Be X0 @~ @-,8% @v0v [ Mo TR R e - == == 1=~ | s.pepe | AaBG  AaB6B  AsBsB:

XAB SHAHMH

«Xab 3HaHuin MonOduUuc» coBMecTHO

c MIIY paspaboTtan y4ebHbIN Kypc

no «MoinOduc PSRt o
CraHpapTHbIN»

3 MitH

Pucynok 2.18 — Ilogpobnas nadopmanys 06 u3MeHeHUN
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XAB 3HAHUWA
MonOdomc
Ecnu ynanen vimm no6asiieH 601b1110# PpparMeHT TeKCTa, B TIOJTHOM OTIMCAHWW M3MeHeHHsl
0TOOpaXkalOTCsl HavaJbHbIe ISTh CTPOK U 3aBepllIalollide MSITh CTPOK M3MEeHEeHHOTo (pparMeHTa
(cm. puc. 2.19). [lnsg nmpocMoTpa Bcero U3MeHeHHUs CjieflyeT HaXKaTh JIeBYI0 KHOIKY MBIIIU 110
ccouike ITokasaTs OoJIbIIe.

L0 Hiimesh syt 3 [Mawerin] - MoROGC

«Xa6 3HaHuin MonOduc» coBMecTHO
c MY paspa6oTan y4ebHbIN KypcC

=v | pagope | AaB6  AsBGR  AaBsB:

ot bmsmma ey

no nponvery «MonOdpuc
CTraHOapTHbIN»

3 MuH

¥ARner “Yurbg- WeTanmascr i
CTATTERT e OIS B COBR MpRrpaMAY
P, y e HO-NPaKTRWECKOR NOCoGHE,
METOSMHETKAR PEXOMEH LN L8
NFENOAAMATENN, IPAKTAMRCKIE
JBIHER, B TaKRE W3 BOR
BECHCTRALLSSHH b WETEINANIE .

ripwt MTTY . Bayuana w YL
Sattine Aenamumennis k YME Ha
SPALPD TR SETTE K3 InaHnR
MaliOdcs v

[ —

Pucynok 2.19 — Iloapobuas nHdopmalivs o 60JIbIIOM H3MeHeHU!

Ilppy Hamuuuy OOJNBIIOTO KOJIMYECTBA H3MEHEeHHWM B JOKyMeHTe UX yJ0OHO
II0CJ/Ie/IOBATeIbHO TIPOCMATpUBaTh C HCHonb3oBaHWeM KHorok Hazax u Bmepen mnanenu
HWHCTpyMeHTOB rpymmsl PenensupoBanue (cM. puc. 2.20).

u Hoereiv gokymeHT 3 [M3meHeH] - MoriOdwnc

Qain [lpaska Beraska Qopmar  WHotpymerts  Bug  O6uwwmii goctyn  HagcTpoiikun

@ain Mpaska PeueH3nposaHue WpudT AB3ay

w ‘X\ ﬁ w é - @ ~ @ w |:' - Wipmdrad... w 12 |v A- At EE v B = = = |hEw

S+ 9¢ ® ©Ql- KK Y a8 Foaelav 88 | Ev|E B YT
Cnejyrliee nCnpasnexue h

Pucynok 2.20 — IlocieioBaTeIbHbIN POCMOTP U3MEHEeHUH
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XAB 3HAHUMA
MonOcdpme

YnpaBnenue omobpadicenuem uzmeHenuii

ITo YMOJ/TYaHHUIO BCe U3MEHEeHUs OTO6pa>KaIOTC$I B NOKYMeHTe, d I/IH(l)OpMaI_[I/IH O HUX — Had
IIaHeJIn HCHpBBJ’IEHHfI.

s Toro, 4TobBl MPOCMOTPETh JIOKYMEHT B TOM BHIe, KOTOPBIM OH IOJYYMT IIOCIiIe
OPUHATUSL BCeX U3MeHeHWM, CJleflyeT HaXaTb JIeBYIO KHOIIKY MBIIIM 10 CTpeJike
PaCKpBIBAIOLIETOCST CIHUCKA PexxuM oToOpaxkeHHs1 MCIPABJIEHHH I1aHeJId WHCTPYMEHTOB
BkiIafxu PerensupoBanue (cM. puc. 2.21) 1 BbIOpaTh COOTBETCTBYIOLIUH ITapaMeTp.

o4 Hosbid gokymenT 3 [Mamenen] - ModOdwc

Oaiin  [Mpaska Beraska Oopmar  Muctpymentss  Bua  OBuwii goctyn  Hagcrpoiikw  Cripaska

©aian Mpaska PeleHIMpoBaHKe UipuadT

"’ d\(:.v lD IE"’ é @" @"’ l__'V‘ WpndTe... vl |12 |~ A At
& o~ 5 ¢ & CHON " W K Y4 ABT oo Av £+

+  MapkwpogaTe ucnpaeneHna
OrobpaxaTs MCNpasreHHa

McxogHbil gokymeHT

Pucynok 2.21 — Ynpanenue oTobpakeHreM U3MeHeHU!

ITo YMO/TYaHUKO YCTAHOBJIEH PeXUM MapKI/IPOBaTb HCIIPpABJICHHUS]. HCHpaBHEHI/IH
BUJIHbBI HA IIaHEeJIN I/ICHpaBJIEHI/IfI.

Pexxum OTobpaxars ucnpaBiieHus GpukcupyeT udMeHeHus. [Ipu a3ToM Bce BHeceHHbIE
u3MeHeHus: OyJnyT oTobpaxkeHbl (HO He BbIJIeJIeHbI) B JOKyMEHTe, a IlaHejb MCIPaBJIeHUM
CKpOEeTCHI.

Cy1iecTByeT ellle OJIMH BapUaHT OTOOPa)KeHUs JJOKYMeHTa B pexkume peleH3UpOBaHMUS.
Eciu B packpeiBaromieMcs cnucke BbIOpaTh mapaMeTp MICXOmHBIH HOKYMeHT, TO IOKYMEHT
Oymer orobpaxaTbCs TakK, KaK OH BBIVISZIe] A0 BKJIIOYEHUs] peXXuMa pelleH3UpOBaHUs.
OnHOBpeMeHHO TIpU 3TOM OJIOKUPYeTCs BO3MOXXHOCTh BHECEHMs JIIOObIX MW3MEHEeHUH B
nokymeHT. [Ipu mombiTke BHeCTH Jitob0e HM3MeHeHHe, KOTOpOe B peXkrMe pelleH3UpOBaHUS He
PEerucTpupyeTcs, IOSIBUTCS TIpelyIipexk/iaolee coobiienre (cM. puc. 2.22).
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XAB 3HAHUMA
MonOcdpme

Duls Mpmea Sivems Bopum  Wicrpmene Sun Ol acerm  Hascrsesins
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XAB SHAHWHA
«Xab 3HaH , .mucwisn ~COBMECTHO
BHOCATER B EMAE MPRIACKEH WA —
CMIMY pa  pomevs:  HbIM Kype
- Wexoes aowyment, Hrofiss -
no «MouO npocnsorpets npasen wavere | ] A2Y

pesxiw DToBpaxelun

T ML MEnpAETEKAR
Mepeiity 0 pesus MapRUpORATE
P T

-

Pucynok 2.22 — IlpepynpexxieHre 0 HEBO3MOXXHOCTHA BHeCEeHUSI U3MEHeHUH B JIOKyMeHT

HJ’IH BO3MOXXHOCTH BHECEHHSI U3MEHEHHM B OKHe COO6H.[€HI/IH clleyeT HAXAaTb KHOIIKY
,Ha, Iocjie 4ero 10KymMmeHT 6y,HET CHOBa OTO6pa)KEH CO BCeMHU U3MeHeHHSIMU.

VnpapnaTh oToOpakeHHeM H3MeHEeHHWM MOXKHO TakXKe C HCIOJb30BaHUEM KOMaH/I
HNucrpymenTs! — Pexxum 0To0paxkeHHs H3MeHEHHI.

IIpunamue u omkaoHeHUll uzmeHeHuil

MoxHo IIPUHATD WK OTKJIOHUTL KaK/ioe HM3MeHeHHe B OTHAeJIbHOCTH. HpI/IHI/IMaTb u
OTKJIOHATb H3MEHEeHHWd MOXHO BHe 3daBHCHMMOCTH OT TOI'O, BKIIIOYeH HWIHN HeT pexXnm
peleH3UpOBaHMUS.

Ilns atoro ynobHee Bcero IOCIeIOBaTeIbHO IlepeMelaTbCsl 10 H3MEeHeHUSIM C
rcnosib3oBaHueM kHomnok Ha3zaa v Bnepen naneny nHcTpymeHToB. Eciin B 0671acTh M3MeHeHU
oToOpaxkaeTcs mojHasi uHbopMaIuu 06 U3MeHeHUH, TO Ui TIPUHSATUS WM OTKJIOHEeHWH ero B
MaHe/ld WHCTPYMEHTOB Trpynnbl PereHsupoBaHue ciefyeT HaxaThb KHONKY IIpuHATH
uzmeHeHue Wi OTKJIOHUTH H3MeHeHHe (CM. puc. 2.23).

o4 Hosbid gokymenT 3 [Mamenen] - ModOdwc

Oaiin  [Mpaska Beraska Oopmar  Muctpymentss  Bua  OBuwii goctyn  Hagcrpoiikw  Cripaska

©aian Mpaska PeleHInpoBaHHe UipuadT

hd |—". IE] hd é . @ hd [@ V| (3~ , | Montserrat hd
=@y 9 ¢ & |@e H AB T

OTrAoHWTE WCApaBnreHueE

OTrAgHWTE BCE WCNPaBefAsEHKWA

Pucynok 2.23 — [IpuHsTHe WM OTKJIOHEeHHe HUCITpaBIeHre

He obs3aTenibHO 1OCIIeloBaTeIbHO IepeMelaThesl 110 M3MeHeHHsM. MoXXHO B 001acTu
M3MeHeHU! BbIIeJIUTh WHGOPMalMi0o 00 M3MeHeHWH, a 3aTeM BOCIIOJIb30BaThCSl 3TUMHU JKe
KHOIIKAaMH{ TIaHeJIM WUHCTPYMEHTOB WM, YTO elle yjoOHee, KHOIKaMH, PACIIONIOXEeHHbBIMU B
MIpaBOM YaCTH 3anucu 06 U3MeHeHUH: rajiouka (IPUHSTh) WM KPeCTUK (OTKIIOHUTD).

46



"8, XAB 3HAHW
" MoinOdome

MozkHO ITPUHATH UK OTKJIOHUTb OAHOBPEMEHHO BCe U3MEHEeHHe B TIOKYMeHTe.

Jlis TpUHATHS BCeX W3MeHeHUH cileflyeT IIeJKHYTb IO CTpejike KHONKU IIpuHATH
HcnpaBjieHHe U BblOpaTh mnapamerp IIpuHATH Bce wuHcnpaBiaeHHsl. AHAJIOTUYHO, IS
OTKJIOHEHUSI BCeX U3MeHeHUH cJleflyeT IIeJKHYTb II0 CTpejke KHONKYM OTKJIOHHTH
ucnpasjieHue (cM. puc. 2.23) u BbIOpaTh apaMeTp OTKJIOHHUTH BCe HCIIPaBJIeHHUS.

[locne mnpuHATHS WIM OTKIOHEHUsS BCeXx M3MeHeHWH B JIOKYMeHTe BKJIAfKa
PeniensupoBanue cKpoeTcsi, HO CaM PeXXUM OTCIleXXuBaHUs OyJieT BkitoueH. JIroboe n3MeHeHne
BHOBbB BbI3OBET KOHTEKCTHYIO BKJIA[IKY PEIIEHBI/IPOBHHI/IE C IaHeJIbIO MTHCTPYMEHTOB.

Bcma6Bka kommenmapus u paboma ¢ ayduokommeHmapusmu

KommeHnTapyy 1no3BossT 100aBUTh K pelieH3upyeMOMYy TeKCTy HeOouiblive JOIOTHeHN ],
KOTOpble Oy/ayT BUAHBI Ha IIaHeJIM WCIPaBJIeHWH U AOCTYIIHBI JJIi O3HAKOMIIEHHUs, He MeHss
WCXOIHBIA TeKCT AoKyMeHTa. KomMmeHTapuii 103BOJISIeT IPOBOJIUTBH JleTalbHYIO PpaboTy C
TeKCTOM T'pyIilie aBTOPOB.

BcraBka KOMMEHTapHs BBITIOJIHACTCS C IIOMOIIBIO KHOIIKHA KOMMEHTapI/Iﬁ

= | KommenTapwia

Ha IIdHeJIM HWHCTPYMEHTOB WM 4Yepe3 KOMdHIHOE MEeHIO BcraBra -

Kommenrapuii. YToOb! 106aBUTh KOMMEHTapUil B JOKYMeHT, HeOOXOAUMO yCTaHOBUTH KYpPCOP
BHYTPH CJIOBA WX CUMBOJIA, BBIIEJIUTH 3JIEMEHT U BBIIIOJHUTb BCTaBKY KOMMeHTapHs (CM. pHC.
2.24).

XAB SHAHWIA
Odhmc

«Xab 3HaHu MonOduc» coBMecTHO
c MINY paspa6oTan y4ye6HbIN Kypc
no «<MonOdpuc CtaHaoapTHbIN» peasatssa aancndts crosou

pOAyETY

I MM

Pucynok 2.24 — BcraBka KoMMeHTapust

Ha manenu ucnpaBieHW MOSBUTCS IOJie Il BBOJA TeKCTAa KOMMEHTApHs, a Takxe
JIMHUS, COeUHSIOINIAs OJIOK C JJOTIOTHUTeIbHOW UH(pOpMaIrell C OCHOBHBIM TeKCToM. [Ipu aToM
Ha IIaHeJId MHCTPYMEHTOB CTaHeT aKTMBaHa rpymnna kKoMmaHj PenenzupoBanme. OcrajbHble
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XAB 3HAHUM
% MoiiOdpome

3JIeMEeHTBhI 6y,HYT CBEpHYTHI. COXpaHI/ITb KOMMEHTapI/Iﬁ MO’KHO Hd’KdB KHOIIKY I'oToBOo M
Ha’XdB JIEBYIO KHOIIKY MBIIIW BHE IIOJI1I KOMMEHTApUs - U3MEHEeHUs TaKiKe 6y,HYT COXPdHEHBI.

[
VYaanutb KOMMEHTapuil MOXHO C TIOMOIIbIO KHOMOK YAAJUTh KOMMEHTapHi Ha
naHe/ld WHCTPYMEHTOB Tpynnbl PemeHzupoBaHWe WM CUMBOJA Y JAIUTh ¥ Ha manemn
WCIpaBJieHuH (CM. puc. 2.25).
L Homed aosyuesr 3 [asesim] - ModOge - o 3

Duls Mpmea Bivpms Bopurt K Bun il averyn Mascrseinn Dhpams

B+ X B @-A S D oe v | e ollai=liae oA = = | paprge | AaBO  AsBGB  AaBsB:

XAB SHAHWN
Odomc

«Xab6 3HaHu MonOduc» coBMEecTHO
c MIY paspa6oTan y4e6HbIN KypcC
no «MonOoduc CraHgapTHbIN»

3 MuH

Pucynok 2.25 — BcraBka koMMeHTapust

B Tekct mokymeHTa C TOMOIIBI0 MOOWUJIBHOTO YCTPOMCTBA MOXeT OBITh J100aBjeH
aynvokoMMeHTapuil. llpociymvBaHve KOMMeHTapusi JOCTYIIHO B HACTOJIbHOM pellaKTope
«MoitOdpuc Tekcr». [lelicTBUs aHaJOTWUYHBI paboTe C TEKCTOBBIM KOMMEHTapHeM.
AynvkoMMeHTapuil pacriojaraeTcsl Ha MaHe/d UCIpPaBJieHUH clipaBa OT TeKCTa JJOKyMeHTa (CM.
puc. 2.25).

Hoctynsabl kHOnkM Cirymath > u IlIay3a ".
IIpOMaThIBaTh, IlepeMeliasch 110 3BYKOBOM JIOPOXKKe C IIOMOINbIO MBIIIW. Y jajeHue

AYI[I/IOKOMMGHTapI/Iﬁ MO>XHO

KOMMEHTapHsl OCYIIEeCTBJISIeTCS KHONKaMu YJaJUTh KOMMeHTapHii © Ha TaHenu

-

HUHCTPYMEHTOB I'PYIIIIBI PEIIEHBI/IPOBBHI/IE WM CUMBOJIA YHaJII/ITb

Ha IIaHeJIn I/ICHpaBJIEHI/Iﬁ .

astog: AaB6  AsBGE  AaBoB:

XAB 3HAHWH

i

«Xab 3HaHUM MoinOgduUc» COBMECTHO
c MIMY paspaboTan y4ebHbIN KypcC
no «MoinO¢uc CTaHAapTHbIN» T

3 MMH

Pucynok 2.26 — IlpociymivBanve ayJuOKOMMeHTapHs
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OdopmieHue Tekcra JOKyMeHTa

IlonsaTue 06 odpopMmiieHun TeKcTa

Odopmrenue TekcTa TOKyMeHTa He0OXOJUMO [Jis TOr0, YTOOBI MMPUIATh €My OMPSTHBINA
Jierko yuTtaembiid Bujl. CpaBHUTE, HapUMep, BHEITHUNA BHJI JIOKYMEHTOB 10 odopmiieHus: (CM.
puc. 3.1) u nocne (cM. puc. 3.2).

L Homoery [Havesen] - MofCme - o X
adi Tt e e ik

Be %0 @v & | ot vz s aaboesl  AABBE  AsEGRI  AaBsBs,  AaB6B: ' .
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Pucynok 3.1 — JlokymeHT 110 opopmiieHust
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«Xa6 3HaHuit MoinOduc» coBMecTHO

€ MIMY paspaGoTtan yue6HbiA Kypc
no «MoiOduc CTaHAAPTHbIA»
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Pucynok 3.2 — JlokymeHT niociie 0bopMITeHUst

ITpu odopmieHnH TekcTa MOXKHO M3MEHSITh IlapaMeTphbl HIpudTa: pasmep, FapHUTYPY,
HayepTaHue, I[BeT, UCII0JIb30BaTh pa3iuyiHble 3¢deKTsl. MoXXHO M3MeHSTh I1apaMeTphl ab3alies:
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a,ﬁ XAB 3HAHUWA
S Voiodue

BbIpdBHHUBdHHWE TII0 KpasAM CTpPdHUIIBI, YCTdHABJIIMBATHL OTCTYIIbI W HWHTEPBAJIbI KdK MEXIy
OTHAEeJIbHBIMU CTPOKdMH, TdK U MEXAY a63&HaMI/I. Y,I[O6Hble BO3MOXHOCTH JId OCl)OpMJ'[EHI/IH
TeKCTad MIpeaoCTaB/IIIOT HyMepOBdHHbIe 1 MdPKUPOBdAHHBIE CIIMCKH, Ta6JII/IIlbI. ,HJ'IH OTAeJIbHBIX
(l)paI‘MEHTOB TEeKCTa MOXXHO HCIIOJIb30BATh IBETOBYIO 3dJIMBKY, d TAKXe WITIOCTPallrH.

Hnst obecniedenusi enrHoobpa3usi opopmiieHHs, B TOM YHKCJIe U Pa3HbIX JOKyMeHTaXx,
PEeKOMeH/TyeTCsI UCIT0JIb30BaTh CTHIIH.

s opopMiteHHs TeKCTa UCITOIb3YIOTCS 3JIEMEHThI ITaHeJIM UHCTPYMEeHTOB.

YcranoBka mapamMeTpoB mpudra
Buibop wipugma (2aprumypbot)

[[IpudT onpesensieT BHEIIHUI BUJl CUMBOJIOB TEKCTa.

[To ymomuanuio B «MoitOduc TekcT» /i BHOBb CO3IaHHBIX JIOKYMEHTOB YCTaHOBJIEH
mpudt XO Thames. [llpudt BbiOUpaeTcs B packpbiBatoiemcs: cnucke IlpudT nanenu
WHCTPYMeHTOB (CM. puc. 3.3). B BepxHeli 4acTu cnivcka oTOOpaXkatoTcsl COOCTBeHHbIe HIPUQTEI
MoiiO¢uc, Hrxe - mpudThl, TOCTYIIHbIE B ONIEPAIIMIOHHON CHCTEMe.

L Hooee, [Mauesien] - MosOgue - o .

Duls Mpmen  Bivewss Sopusr  Hacrpvmme  Sin il aoerym ascrpenins Crpmma

B X0 0O« & [mhme el e A E. =~ papomal  AaBGI  AaBE6B1  AsBsBe.  AaB6Bi
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Hatattn wXab 3nannin MoilOducey cosmectio ¢ MITLY paspaGoran yuebHeti kype no «MoiOduc
o CranfapTHeiF
i 3 Mun
i 2 pexatps 2020
0 Tarwns

- — CHenManiueThE HEHTPA KoMaeTenyi «Xafi 3nanni MonOducs 1 MmeTogucTel MockoBCKorD
:{ : TOPOACKOTD MEIATOFHYECKOND YHHBEPCHTETA PaspatoTant yueGHo-MeTOAHIeCKHI KOMIUIERT
ALsEALAE (¥ME) ans obyuenns nonsiosatensi padbore ¢ ofucanm naketom « ModOdme Cranpaprisii.
Y¥ME cranet oCAoBHEIM MaTEpHanoM U aETOPHI0BaHHEX YIeGHE X IeHTPOR.
A Quian
Mt YuehHO-METOAHIECKHH KOMILIEKT BKII0YAET B ceDa nporpamMmy Kypoa, y4efuo-npasiiyeckos
Arz Back nocobHe, METOAHYECKHE PEKOMEHIAHH V1A PenojasaTes, NPaKTHYECKHE 3alaHis, 8 TaKkKe
Aot Nrer HaOop AeMOHCTPaIMOHHEL MATEPHATOR [I718 TPOBENEHN 3aHATHEH KAK OYHO, TAK W
Anal Rguriad W ol JAHETaHIHoHHD, [Tocne NpoxoAIeHRS KVpea Nob3oBaTenH cMoryT 3hdekTHEHD HCNOIb30RATE
Shewiict «| Bee poamosHOCTH «MofOdic CrasfapTHbiis 1 paboTsl © J0KYMEHTAMH,

Pucynok 3.3 — Bribop mipudra (rapHUTYpPHI)

Habop mocTynHbIX HIpUPTOB OIpesiessieTcsl He TOJIbKO npuwiokeHusmMyu MoiOduc, Ho 1
BCeW OlepallMOHHOM CUCTEeMOM.

OmnpenenieHHbIX @paBWI 1uis Bblbopa mpudTa J[OKyMeHTa He CyIleCcTByeT, HO
OpMEHTUPOBATbCSl IPU IMOJArOTOBKe OQUIMANbHBIX JIOKYMEHTOB M IIMCeM CTOWT Ha
pexomenaiuu ['OCT. Hanpumep, noaroroBka opuiivaabHbIX 0JIAHKOB ISl TOCYJapCTBEHHBIX
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"% XAB 3HAHUI

" MoinOdome
opraHoB MoxeT ObITh ocyilectBiieHa Ha ocHoBe I'OCT P 7.0.97-2016. He pexkomennyercsi B
OJTHOM JIOKyMeHTe WCII0JIb30BaTh OOJbIlloe pa3HooOpazve MIPUGTOB — 3TO 3aTpPyIHSET
BOCIIpUSITHE TEKCTa.

[Tpu BeIGOpe mipudTa CilefyeT UMeThb B BULY, YTO He Bce MIPUQPTH ColepaT HadyepTaHus
PYCCKUX OYKB U y IojIy4areJisi JOKyMeHTa MOTI'yT 0TObpaXkaTbCs MHave, YeM y COCTaBUTeISL.

Ycmano6ka pazmepa wpudpma

Pasmep mpudra omnpenesnsier BBICOTY W IIMPUHY CHUMBOJIOB TeKcTa. Pasmep mipudra
yCTaHABJIMBAETCS B CIEITUAJIbHBIX eJUHUIAaX — MyHKkTaX. 1 myHKT (1 nt) nmpumepHo paseH 0,35
MM.

[Io ymomuanuio B «MoinOduc TekcT» 11 BHOBb CO3IaHHBIX JIOKYMEHTOB YCTaHOBJIEH
mpudT pasmepom 12 nr. Pasmep mipudra BeiOMpaeTcsi B packpbiBatomiemcs: crvcke Pa3mep
mpudTa maHeIu UHCTPYMEHTOB (CM. puc. 3.4).

L Hooee, [Mauesien] - MosCgue - n w

Culs Mpmea  Ssvsscs Oopurr  Macrpywssms  Bua Ofeil aoenm Mascpodn:  Crpsms

% B A A T Z) [ AN v nagskal AABBE  AaB6B1  AsEsBs.  AaBG6Bi BT e [ i ] kg
. W OK Y oae T R - . o v qT T

wXad 3uanii MofiOduon coamecrro ¢ METIY, paspatoran yuetusi kype no sMofOdmc
CTaHIAPTHMAR

3 MHH

2 fekatps 2020

CnenuanvcTsl DPHTPa KoMmeTermHl « Xab Inannd MoROdHo: B MeToaueTel Mockosckoro
MOPOACKOID NEAANOIHHMECKOND YHHBEPCHTETS PazpaioTans yIeiHO-METOANYECKHA KOMITIERT
(MME) Anx oDyueHss nonk3opaTenen padore ¢ odHcHeM Naketom e MoROduc CrangapTHipiy.
YME cTaHeT OCHOBHLIM MATRPHATOM T8 ABTOPHIOBAHHLTX VIe0HKX USHTPOR
V4eGHO-METOIHYECKHRA KOMITEKT BRIKNAET B CeOR NPOrpaMMy KYpCa, YuedH-NDaxTHecsos
noconHe, METOIHYECKHE DEKOMEHIRIHH AN MPenaIasaTend, NPAKTHYECKHE 3aMaHHA, 3 TAKKE
HAOOP NEMORCTPAIHGHHEX MATEPHANCE UNA MPOBCIEHHA 3aHATHH KaK 04HO, TAK H
JAMCTRHIHOHHO, TTOCIE NPOXORIEHNR KYPCa NONEIOHITEH CMOTYT MeRTHEHD MCNONEI0BATE
Bee BOIMOKHOCTH « MoROGHC CTaRAapTHEAS 114 PatoThL C ADKYMEHTAMH,

Pucynok 3.4 — Bri6op pa3mepa mipudra

Jlnst ycTaHOBKM IIPOM3BOJIBHOTO pa3Mepa MIpUPTa MOXXHO BBeCTH 3HAYeHue B II0JIe
packpsiBatolierocsi cnvcka Pasmep mipudrTa mnaHenu HHCTPYMeHTOB (pUC. 3.5) M Haxarb
kiaBuily Enter. Crnenyer oOpaTuTh BHUMaHUe, YTO IPY IOIBITKe YCTAaHOBKU pa3Mepa mipudra
1, 2, 3, 4, 6, 7, 8 T B 1moJIe pacKpBIBAIOIIErocsl CIMCKA OTOOPaXKaeTcsl JIBYX3HAYHOE YHCIIO,
COOTBeTCTBYIOIlee OJJHOMY M3 pa3MepoB, UMeIOIUXCs B cnrcKe. Hanpumep, 1npu BBozie dprl
4 B crimcke Oyaer otobpakeHo uucio 48. Jlns mpumeHeHuss TpebyeMoro 3Ha4eHHSs CJeAyeT
kinaBumie Delete ynanute BTOpyo mudpy, mocie dero Haxarh kiaBuilly Enter. Ilpu
WCIIOJIb30BAaHMU TaKUX pa3MepoB [yIs yIOOCTBa MOXHO BBOAWUTh HUX pa3Mep C HyJieM Iiepef
udpoi. Hanpumep, 11t ycTaHOBKM pa3Mepa mipudTa B 4 T MOXHO BBecTu 3HaueHue 04, ociie
4yero HaxaTh KjaBuily Enter.
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MonOdomc

‘_" HoeocTte [Mameren] - MoAOduc

®aiin [Ipaexka Beraeka @opmar  WHorpymente  Bug  OBwwii goctyn  HagcTpoiikw  Cnpaeka

©aian Mpaska LipudT AG3aul

B~ X @ v v | XOThames vi[dv # & EvE = ==1EY

S~ |9 ¢ & X K YUY ABT - Av v v E £ BT
2 1 = z 3 4

PucyHok 3.5 — Y craHOBKa pOM3BOJILHOIO pa3Mepa HpudTa

JUis njaBHOrO u3MeHeHMs pasMepa IMIpUdTa MOXHO BOCIOJIB30BaTbCSl KHOIKAMHU
YBenuunth pasmep mpudra (A-) ¥ YMeHsIINTH pa3mep mpudra (A+), pacroyioxeHHbIe Ha
naHeJld UHCTPYMeHTOB (cM. puc. 3.6). OgHOKpaTHOe HaXkaTHe I0 KHOIKe YBelW4MBaeT WId
yMeHblIaeT pa3mep mpudra Ha 1 nT. Takoro xe 3dpderra MOKHO TOOUTBCS C UCIIOIb30BaHUEM
COOTBETCTBYIOIINX KOMaH[l MeHI0 @opmar - IlIpudTeI.

‘_" HosocTe [MamereH] - MoidOdwuc

®ain [lpaeka Beraska @opmar  WHcrpyments  Bug  OBwwi goctyn  Hagctpoiikw  Crnpaeka

Daan Mpaseka Wipwdr ABG3ay
w X By & X0 Thames viiiv A A =y E E = E D
v a9 ¢ 4 U AR T e A v & [yeenmuns pasmep wpnaTa f=1 v | [
dald -_— +

-
- 2

Pucynok 3.6 — IlnaBHOe n3meHeHue pa3Mepa mpudTa

MuHHUMaTbHO BO3MOXKHBIN pa3mep mmpudTta — 1 nt. Makcumanbhbii padmep — 1999 .
OnpeniesieHHBIX IIPaBWII /711 BbIOOpa pa3Mepa mipudTa AOKyMeHTa He cyliectByeT. OObIYHO /IS
odopmIieHHsI OCHOBHOM YaCTU TeKCTa UCIOJIb3YIOT MPUPTH! paamepoM oT 10 go 14 mr.

HcnonvzoBanue Hauepmanus u noduepkubanusn

Hauepranue ormpefiesiseT OCOOEHHOCTH BHEIIHEro BUJAa CHUMBOJIOB TeKcTa. MOXHO
YCTAaHOBUTH IIOJTY>KMPHOEe HauepTaHUe, KyPCUB, [TOTYePKHYTHIN UK 3a4epKHYThIM.

JUis  yCTaHOBKM  IOJY)KMPHOI'O  HauyepTaHWs IpUpTa HCIOIb3yeTCs  KHOIIKA
Ionyxupusrii (), 119 ycTaHOBKM KypCUMBHOTO HauepTaHus — KHorika KypcuB (K), a mis
YCTaHOBKH IIO/{4epKUBaHUSI — KHonKa IlomdepkHyTtbhni () maHenw WHCTPYMEHTOB TPYIIIBI
HIpudter (cM. puc. 3.7). MoXXHO TakXKe BOCIOJIb30BAaTbCSl COOTBETCTBYIOIIMMU KOMaHJIaMU
MeH1O Popmar - HpudTel.

L.JI HosocTs [Mamerer] - MoAOduc

Main [Mpaeka Beraska Qopmar  Wecrpyments Bua  OBwmwid goctyn  Hagcrpoiikw  Cnpaeka

©aian Mpaska WpadT AB3ay

v X B v & v | XOThames vl 3ly & A | =

&+ ¢ € X KYYMBTEHA.2. =
X X 4 B 2 DR

Pucynok 3.7 — VcraHoBka HayepTaHus U Ipyrue BapuaHThbl OPMaTHPOBaHUS
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\ i“--*-,—"y MonOdone

CJ'IEI[YET OTMEHHTDb, 4YTO HOBET IIOJYEPKMBAHHS BCerldad COBIIdJdeT C IOBETOM I_HpI/I(l)Ta.
HN3meHUTH OBeT WIK TOJNINHUHY JIMHUU ITIOAYepPKHUBAHUA HEBO3MOXXHO.

Bce xHomku paboTtaioT B pexuMe Iepekyirodaresis, TO eCTb IIOCJie TOro, Kak Oyzer
YCTaHOBJIEHO HayepTaHue WM IoJ4YepKHUBaHMe [JIS BblIeJIEHHOIO ¢parMeHTa, KHOIIKA TaK U
ocTaHeTcsi Haxxator. Ytobsl ybpath odopMiieHHe IOJIy)XKUPHBIM HadepTaHWeM WM KypCUBOM
WJIM CHATD [TO/TYepKUBaHKe, CJle/lyeT ellle pa3 HaXkaTb HA COOTBETCTBYIOIIYIO KHOIIKY.

Taxke BO3MOXKXHO YCTaHOBHUTb [OOIIOJIHUTEJIbHbIE BAPHUAHTBI Ha4YepTaHHWd, HallpuMep,

AB
pa3pexkeHHOe HauepTaHue ¢ nomolsio kHotiku  —  u AB Bce CTPOYHDBIE. JlononnuTtensHbie

HACTPOWKH PACIIOIaraloTCs B KHOIKe IPYIIMPOBKM KHOMOK . HakaTwie Ha CTpeKy psIom
MOKaXkeT BCe BapuaHThl 0pOpMIIeHHsI CUMBOJIOB (CM. puc. 3.7).

Od¢opmneHue HAOCMPOYHBIX U NOOCMPOUHBIX 3HAKOB

BepxHre WHAEKCHl WCIIOJIB3YIOT IIPU YKa3aHUM CTelleHW IJId 4yucesl U 0003HayeHUH,
MHHYT B 0003Ha4eHHWH BpeMeHH, a TakKe B HEeKOTOPbIX JIPYruMX ciydasx. HipkHue uHIeKCh
WCIIOJIb3YIOT, HAllpUMep, B HEeCJIOXKHBIX MaTeMaTH4eCKUX WM XUMUYeckux ¢opMyiiax (CM. pUC.

3.8).

i_d Hosuli gokymendTt 5 [Mamenen] - MorOdwc

Dain  [lpaska Beraeka Qopmar  WHctpywmedtst  Bug  OBuwiwid goctyn  Hagctpoiiku

©aun Mpaska LWipsader

A % 0 El of %V X0 Thames w12 v a0 At

G |9 @ € | X K Y BE A L~
2 FTE o 2@ ol

MNoacTpoUHbIR 3HaK

H->0O

1000 m®

Pucynok 3.8 — BepxHue 1 HI>XHYe UH/IEKCBI

Iiis  obopmiieHus] WHIIEKCOB UCHONb3yloT kHOnKd Iloacrpounbie 3Haku (X;) u
Hapncrpounsie 3uaku (X?), pacrosiokeHHbIe Ha MMaHeId WHCTPYMEeHTOB (CM. puc. 3.8). MoxkHO
TaK)Ke BOCIIOJIb30BaThCsl COOTBETCTBYIOIIMMU KOMaHjaMu MeHto PopmMar - Illpudrel.

Obe xHONKM paboTalOT B peXxume IepekyovaTessi, TO eCTb IOCe TOoro, Kak Oyaer
yCTaHOBJIeHO odopMiieHHe ¢parmMeHTa, KHOIMKA TaK U OCTaHeTCs HakaTtou. UToObl yOpath
odopmiieHHe, cileffyeT ellle pa3 HaXKaTh Ha COOTBETCTBYIOIYIO KHOIIKY.
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3auepkHymblii mexcm

3auepKHYTBI TEeKCT HCIOJIb3yeTCsl B OCHOBHOM IIpU OQOpPMIIEHUM JIOKyMEHTOB,
HalpuMmep, IIpy 3a10jiHeHUM 6i1aHKa (cM. puc. 3.9).

4 blank-spravka-o-nepoluchenii-posobiya-po-uhodu-za-rebenkom-da-1_5-let [Mameren] - MonOdic == (] >
Pafn [lipseka Beraeka Wopust  WHopywerts  Bug  OSugad goctyn  Haporpodkw Oy
Dadn MNpaeka L pLsr CTuas BcTaska
Blv XD B~ &> [0hme [« nle & oA k=S e — Aab ot
S+ © e & ¥ K 4 ap B AY v | i=v = : DBwinsid | 3arouck = =
. : 5 O XA EE R . : i 3 ¥ L £ A
r. Q
JauepeayTail S T
e Hgx. Mo or"_ 20 roja
Crnpaska
HacTosmas cnpaska BblgaHa (PHO paborHHKE) B TOM, YTO OH
JeiicTBUTe/IbHO paboTaeT B (HauMeHOBaHHe DPraHM3allH)
(HO/KHOCTL paboTHUKA) ¢ " 20__ ropa no
HacToAlee BpeMs ([IpHKas oT Ne ).
TMocobue 10 YX0Y 338 PeDeHKOM, (PHO pebenra) (" "
20 r.p.), mc 1,5 meT eMy HazHaualock /He HasHa4aloch M BEIIaYHBANOCh /He
. BBIM1a YHBAIOCE.

Copaska naHa 4114 NpenocTaB/lieH s o MecTy TpeGoBanms.
Cpok feAcTeds: 30 aHei.

I'enepaneHBIA JHPEKTOD! /
I'naBabIf DyxranTep: f

Pucynok 3.9 — 3adepkuBaHue TeKCTa

s 3a4epkuBaHMS TEKCTa HCIONB3YIOT KHONKY JadepkHyTblii (F) manenu

UHCTPYMeHTOB (cM. puc. 3.9). MoXHO Takke BOCIOJIb30BaThCS COOTBETCTBYIOIEH KOMaHIOU
MeH1O Popmar - IlpudTer.

KHonka paboraer B pexume Iepekjtodaresis, TO eCTb IIOClIe TOro, Kak Oyjer
YCTAQHOBJIEHO 3adepKuBaHHWe ¢parMeHTa, KHOIIKA Tak U OCTaHeTcs HakaTod. UToObl yOpaTh
odopmieHue, ciesyer ellle pa3 Ha)XaTh Ha KHOIIKY.

CJ'IEI[YET OTMEHHTDb, YTO LIBEeT 3d4YepPKHUBdAHHUS BCErlJd COBIIdddeT C IBETOM I_HpI/I(l)Ta.
HUsmenutb OBeT WIK TOJNIHUHY JIMHUU 3d9€PKHUBAHUA HEBO3MOXXHO.
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H3zmeHeHue pesucmpa mexkcma

Ecimn TekcT BBefieH CTPOYHBIMH OyKBaMH, MOXXHO HM3MEHUTb €ro Perucrp, TO ecThb
npeo6pa3oBaTh B MPOMKMCHbIE OYKBHI. J[JIs1 3TOro MCIONB3yIOT KHOMNKY Bce mpommcubie (AB)

naHesqid MHCTpPyMeHTOB (cM. puc. 3.10). MoxHO Takke BOCIOJIb30BaThCs COOTBETCTBYIOIIEN
KoMaHsioi MeHio Popmar - Illpu¢Tel.

\od blank-spravka-o-nepoluchenii-posobiya-po-uhodu-za-rebenkaom-do-1_5-let [Mamenesn] - Mo#Oduc = ] hod

Pzitn  [Mpaska Berasea  Qopuar  Viectpywenta:  Bag  DBupsd pocryn  Hagorpodku l.'_npaéui

Dain fpaska WpugT AE3aL T Borazea

v o B e A e Tharme w1 v ol o e === = T ow
=] . 0O O Fin ¥ Tharmes 1 A e = o= == | s AaB6BE AaE jj I’{ s |i|
= 6 & & W K Y A -~ Ay £v = & = B~ T O6siusmA | 3aro.on | : =
= n n ; - 1 i A
X Q
Hox. No or" " 20  roma
CITPABKA
i Hacrosaias cnpaeka seigaHa (PHO paGoTHUKE) B TOM, YTO OH
[eACTBUTENIBHO paboTaeT B (HaMMEHOBAHWE OPraHU3aLHK)
(nomkHocTb paGoTHuka) ¢ " 20__ ropa no
HaCTosiLLee BpeMs! (IPUKA3 OT No ).
TTocobre Mo yXoay 3a pedeHKoM, (PHQO pedenra) (" "

20__r.p.). o 1,5 met eMy HazHavanock /He HasHavyanoch W BRANaSHBAR0Ch /He
BRITIMAYHEATOCE.

CrnpaBka JaHa [11s TpeJiocTaBNeHHa N0 MeCTY TpebORaHMA.
Cpoxk geficTeid: 30 qHef.

Pucynok 3.10 — H3mMeHeHuMe pervcrpa TeKCTa U MeXX3HaKOBOI'O UHTepBaJla

KHonka paboraeT B pexuMe IepekjodaTelis, TO eCTb IIOCIe TOro, Kak OynyT
YCTAHOBJIEHbl MPONMCHbIe OYKBBI, KHOIKA TaK M OCTAHETCS HaXKaToW, a HAOMpaeMblil TeKCT

6y,HET BBOIUTLCA IIPOINIMCHBIMHA 6YKBaMI/I. YTo0bhI BepHYTb CTpOYHbIe 6YKBbI, cdleayer elle pd3
HA’>XdTb Hd KHOIIKY.

Cnenyer oO0paTuTh BHMMaHHe, 4YTO C IIOMOIIBIO 3TOW KHOIKH HEBO3MOXXHO
npeoOpa3oBaTh TEKCT, BBeJIeHHbIN PONKMCHBIMU OyKBaMH, B CTPOYHbIE OYKBHL.
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Buioop uBema wpugpma

ITo ymomuanuio B «MoiO¢uc TekcT» mpu co3jaHMM HOBOTO JIOKyMeHTa JyIsl TeKCTa
YCTaHOBJIEH YepHbIN IIBeT LIpUPTa.

Jl1s1 BeIOOpa 11BeTa mpudTa ciieffyeT BOCIOJIb30BaThCsl pacKpbIBaroleics: KHONKoU 1IBer
TeKCTa [aHeJId UHCTPyMeHTOB. IIpu miesuke 1o cTpeske KHOIKWA OTOOpakaeTcsl manurtpa (CM.
puc. 3.11), B koTOpoii MOXKHO BbIOpaTh OiMH K3 70 11BETOB.

L Hooem, [auesien] - MosOgme - 2

Duls Mpmin Srvews Sopusr  Hacrpueme  Bin O acerm  Wascrpeinr Chimma

= v | papeeel AABGE AEGE1  AsBsBa.  AaBGBi

XAB SHAHUWA
loaOdpuc

T T v amp—
c MII1Y pa3spa6oTan y4e6HbiW Kypc

no «MonOduc CtaHgapTHbIA»

3 mH

Pucynok 3.11 — Bri6op 11Beta mpudra

Crnenyer obpaTWTh BHMMaHHe, YTO B BepxXHel 4YaCTH MaJuTpbl I[BeTOB (cM. puc. 3.11)
0TOOpaXkaroTCs TIOCIeIHHEe UCIIOIb30BaHHbIe B 3TOM JIOKyMeHTe 1Beta IiprdTa. HyxHbil 11BeT
MO>KHO BbIOpaTh, HaXKaB JIEBYIO KHOMKY MBIIIIU 110 OJHOMY U3 3THUX IIBETOB.

OmnpenienieHHBIX IIpaBUI BblObopa IBeTa HIpudTa JJOKyMeHTa He cyulectByeT. He
PeKOMeHJlyeTCsl UCIIoNIb30BaTh Osie/iHble IBeTa Ha Oesiom ¢oHe. He pexomeHyeTcs B OgHOM
JOKyMeHTe HCIOJIb30BaTh OO0JbIlIOe pa3HOOOpasue IBeTOB — 3TO 3aTpyJHSEeT BOCIPUSITHe
TEeKCTa.

Hcnonvzobanue ona

Jlnst mpuBiiedyeHUs BHUMaHUS K ¢GparMeHTy TeKCTa MOXXHO U3MeHUTh IiBeT ¢oOHA, Ha
KOTOPOM OH OTOOpa’kaeTcsl.

LIBeT ¢poHa BeIOMpaeTcs B alUTpe IIBETOB pacKphiBatoleiics kHonku IlBeT BbIeieHus:
TeKCTa IMaHeJI UHCTPYMeHTOB (cM. puc. 3.12). B pacniopsbkenuu nmosb3oBaTesis 24 1ieTa.

L Hooem, [Mauesen] - MoROgme - o

Duls Mpmea Govpmes Dopur  Mecrpussms B Ofsassil secmm Wascrptiton Crpsms

AatoBal  AABBI  AaBGH:  AsBsBs.  AaBGBi

=
als sl ,
i XAB 3HAHUM

loaOdhme

«Xab 3HaHnK MoiOdpuc» coBMecTHO
c MY paspa6oTan y4ebHbIA KypcC
no «MonOdpuc CraHaapTHbIN»

3 MuH
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Pucynok 3.12 — H3meHeHue 118eta poHa TeKCTa

Crnenyer oOpaTUTh BHMMaHHE, YTO B BepXHEM 4YaCTH MaJUTPHI I[BeTOB (CM. puc. 3.12)
0TOOpaXKarOTCs MOCIIeIHHE WCIIOJIb30BABIIMECS] B 3TOM JOKYMeHTe IBeTa BbijeneHus. HykHbii
IIBET MOKHO BHIOpATh, HAXKAB JIEBYIO KHOIIKY MBIIITH I10 OJTHOMY U3 3THX I[BETOB.

Hns ynanenus 1Beta ¢poHa ciie[lyeT B IaJIUTpe 1IBeTOB (CM. puc. 3.12) BbIOpaTh mapameTp
Be3 nBera.

IIpy usmenenuu 1Beta $oHa He pPeKOMEHJYeTCs I0JIb30BaThbCs TeMHBIMHU IIBeTaMH: Ha
TakoM (oHe TeKCT TpyJHO uuTaTb. Kpome Toro, cienyer obOpaTWUTh BHUMaHWe, 4TO Ha
MOHOXPOMHBIX IIPMHTEpax pasjiMyHble [BeTa (OHA I1eYaTaloTCsl OTTEeHKaMH Ceporo IiBeTa.
Pazymeercs, He pekoMeHTyeTCsl MCIIOJIb30BaTh OJIM3KKe 1BeTa mprudTa 1 GoHa.
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XAB 3HAHUA
MorOdpue

YcranoBka napameTpoB ab3ara

Buipabuubanue ad3aueb

Ab3anbl TeKCcTa JOKYMeHTa MOTYT OBbITh BBIDOBHEHBI OJIHUM M3 4eTbIpeX CII0COOOB: IO
JIeBOMY Kpalo, 110 IIeHTPY CTPaHUIB], 10 IIpaBOMY Kpalo, 110 IIKMPHUHe CTPaHUIIbl (CM. puc. 3.13).

[ Femees fotmmmmst - MOt - ‘3 ®

P — ey = nes bt

G (X0 o= & iz k) (@H e | = - [panoal | ABBGE AiGOBI Aapsge ANEOBI o [ o s et 5
& BE LN -A | Ol | e | Pt i b P L =

Mo ueHTpy
b

«Xab 3HaHui MonOduUc» coBMECTHO
c MIMY paspa6otan yue6Hbii Kypc
Mo no «MoiO¢duc CTaHAaPTHbIN»

Bt

|2 e i 2020

npaesomy
Kpam

CRBLHANKETE LBsHTpa voMieTeui el UG Tuarui MoRDdecs i semmects
MockoBehora TOPOHcKors NROAroMWHEcHS o yHuRepcHTaTa paipatiatani
prafso MaTOMRCHI  ROMANERT (YMK] ane ofpssrna nonssosaTensi
pafiaTe £ odecHss Nasetont oMoGOdiee Crannapmasie YMK cTaner
PCHOBMBY  MATORMANON AN BETORMIOGaHNe  yiofiea S HTPOD

WueB0-ETGRMNOCKMIL NOMIBENT BNMGMBET 3 CODE MPOTpaMMy  Wypca
iyueﬁhu APAKTHYECKEE  NOCOMMe,  SETGNRECHHE  [MEOMEHRAGHM [
NPENOAAIATENE, NPANTHSTCMIG SA0aHAR, 7 Tasan HaSop IoMONCTRALMSHHWNE
MATELMANON [ NPOSSSEHME FAHATWH 8% OUMO, TN M DWCTRHLHGsHD
Mocne ApoaowAendEs  Kypca  Nofdcdodartens  caofyT  shdestiing
IHC"MI.!"OB—EW BoF BOAMOMHDCTH sMol(duc CrananpTeefes ans paboms ©

[ROMy R H TR

Mo wmpuHe

Paxpabotaimi Kypc HilmgT I OcooBy MOTOQMURCHOM NROTRdMn Ol

Pucynok 3.13 — Buppl BelpaBHMBaHuS ab3aiieB

BblpaBHMBaHMe BBIOMpaeTCs C IIOMOIIBIO KHOIOK BBIPDABHMBAHUS 110 TOPU30HTAIU
MaHeI MHCTPyMeHTOB (cM. puc. 3.13). MoxHO TakXe BOCIIOJIb30BAaThbCS COOTBETCTBYIOIIUMU
KOMaHJlaMU MeHI0 ®opmar - BoipaBHIBaHMe.
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XAB 3HAHUMA
MonOdomc

Ycmano6ka omcmyno6
YcraHoBka orcTyna absana U3MeHsieT M0JIOXKeHUS! TeKCTa OTHOCUTEJIbHO JIEBOI'O W/WIIN

ITpaBoOro nojiemn CTPaHHUIIbI. MoxxHO YCTaHOBHUTb OTCTYII BCero 8638118, TOJIBKO HepBOﬁ CTPOKH

ab3ara WK BCeX CTPOK, KpOMe IepBOM (BLICTYII IIepBOM CTPOKH). (CM. puc. 3.14)

AabeBe. AsBOHI

tanmres] - Mool
Astiosiat | AaBBE  AuBom

o [
-

XAE SHAHWA

«Xab 3HaHWih MoinOdUC» COBMECTHO
c MIMY paspa6otan y4eGHbii Kypc
no «MoiiOduc CtaHAapTHbLIA»

T

OTcryn nepBoi hiogilny i)
CTPOKM o

Pucynok 3.14 — OrcTyn ab3ana

I[HSI YCTaHOBKH OTCTYIIOB MOKHO HMCIIOJIb30BATb «6EI‘YHKI/I» Ha FOpHSOHT&JII:HOfI JIMHEHKe

(cMm. puc. 3.15).

HE e [

L Homoemn [auesien] - ModOgme

= asboBst  AABGE  AaB6H:  AapsBs,  AaBGBI

Pucynok 3.15 — VYcraHoBka OTCTynoB ab3a1ieB ¢ UCIO0JIb30BaHWEM MOPHU30HTAJIbHOM JIMHEUKH

Bonee Tounasi ycraHoBka oTcTynoB (c TouHocthio no 0,01 cm.) mpousBomgutcs cC
WCIIO0JIb30BAaHHWEM pacKphiBamoIiencs kHorkyd Hacrpoiiku ab3ama mnaHeld HWHCTPYMEHTOB.
[TonoxurenbHOEe 3HAaueHHWe OTCTylla O3HAyaeT CMellleHWe ab3ala K I[eHTPy CTPaHMIIbL,

OTpHIIaTeJIbHOe — OT IIeHTPa K KpasiM CTPaHUIIbI (CM. puc. 3.16).
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XAB 3HAHUMA
MonOdomc

L Hosoom [Mavesen] - MowOgne — o b

Be X - visan = EEEFE~ | oppa | AaBSE AaB6B: || Asssas.  AaBoBi i oo = Kaumermages
1 - ® Ky Foae A £5 iz = [ER o 5 E wssesl || Bmassems Besspen § L
J— ho |
Dy crvpasa m -
XAB 3HAHWUM
[ 0 Odpue
Puropeas nocas o0

«Xa6 3HaHui MoiOpuc» coBMecTHO
c MIMY paspa6oTan y4e6HbIX KypcC
no «MomnOduc CtaHgapTHbIN»

3 MU+

METORMCTEI Mt HMHYECHOrO YHUBERCWTETD

paspaboranwu YHEHMA

nonb3cearensy patoTe ACHDbI «MorD C CTEHOARTH bk,
VMK cTaHeT OCHOBHBIM MaTepuanoM And SBTOPU3OBaHHEIX y4eBHEIX
UEHTROR.

YysbHOo-MEeTOAUMHECKMIA KoMMNeKT BxnouasT B cebn nporpamiy

Pucynok 3.16 — TouHas ycraHOBKa OTCTYIIOB ab3aleB

HEO6XOI[I/IMOE 3Ha4eHre OTCTyIlda MOXXHO YCTAHOBHUTL B COOTBETCTBYIOIIMX CYETYHMKAX.
CTPEJ'IKI/I CYeTYMKOB HU3MEHSI0T 3Hda4YeHHe C IIdI'OM 0,1 CM. ,HJ'[H YCTaHOBKH TOYHOT'O 3HAYEHU
ero djleyeT BBeCTHU B I10JIe CUEeTYHKA I1I0CJIe Yer'0 Ha>KaThb KJIdBUIITY Enter.

W3meHUTH JIeBBIN OTCTYT ab3alja MOXKHO KHOIIKAaMH Y MEHBIIHTh OTCTYN U YBeJIHYHTh
OTCTYN I[IaHejld WHCTPyMeHTOB paszena A63am (cM. puc. 3.17). OpHOkpaTHOe HaXkaTue
yMeHbIlIaeT WIA yBelIWyuBaeT OTCTyn Ha 1,25 cm. [l 3TOM ke ey MOXHO Takxe
BOCIIOJIb30BAThCSl COOTBETCTBYIOMIMMHU KOMaHaMu MeHio Popmar - BripaBHHBaHue.

‘_" HosocTe [MamereH] - Mo#Oduc

®aian [paeka Bcraska @opmar Wectpymedts  Bug  OBwwi goctyn  Hagcrpoiikw  Cnpaeka

©ain Mpaoka WipnadT AG3au
¥ X% 0 ~ B v Mentserrat v |12 v A At Evi=E=E=EHIEY,
S+ o c¢ € X KUYMTF ~- A&y 2v =vle ElEmeq

B g . a =
Z 1 - = YBEAMUKMTR OTCTYR 5

Pucynok 3.17 — H3meHnenue otcryma ab3ana
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XAB 3HAHUMA
MonOcdpme

Butoop mexccmpouHsix uHmep6anof
MeXXCTpOUHBIA HWHTEpBaJl OIpeJeyisseT pPacCTOSHWe M0 BEPTUKAIM MeX]y CTPOKaMHu

TeKCTa B 8633118. Pa3Mep HWHTepBdJld YCTAHABJIMBAETCS KOJIMYeCTBOM CTPOK. Taxum o6pa30M,
BeJIMYMHA MeXCTPOYHOI'O UHTEepBadJld 3aBUCHUT OT pd3Mepa BbI6paHHOI‘ (0} I_HpI/ICl)Ta.

BenmuunHy  wHTepBasa  BBIOMpAIOT C  IIOMOINBIO  PACKPBIBAIOIIEHCS — KHOIKU
MexcTpo4HBIH HHTepBaJI lIaHeJIM MHCTPYMeHTOB pa3ziesia Ad3ary (cM. puc. 3.18).

L Hosocmn [auesien] - MedOgne

.| nspomal  AABGE AaB6B:  AsBsBe. AaB6BI

T st e XAB 3HAHWIA
_— Ochue
«Xa6 3HaHui MoOpuc» coBMecTHO
c MI'MY paspa6oTan y4yebHbIn Kypc
no «MonOduc CtaHgapTHbIN»

3 M

Pucynok 3.18 — Bbi60p MeXCTPOYHBIX HHTEpPBAJIOB

Bo3moxxHO ycTaHOBIIeHMe KaK 3a/laHHBIX HWHTEPBAJOB: OJIMHAPHBIM, MHOXHUTEJb,
MIOJTyTOPHBIH, TBOMHOM, TaK ¥ IPOU3BOJILHOTO UHTepBasa C 1arom 10 nr
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i@ XAB 3HAHUI
L MoiiOdpome

YcmanoBka unmepBanoB medncdy adzauamu

HuTepBanel Mexay ab3amamMu MOryT ObITH Oosibllle, YeM MeXXIy CTPOKaM{ B ab3arax.
VBenuueHue MHTepBasIoB objieryaeT yreHre TekcTa. OCOOEHHO 4acTO yBeJMueHHble UHTepBaJlbl

nocsie ab3ara UCIoNb3YIOTCs IIPY 0GOPMIIEHHH 3ar0JIOBKOB.

YcraHoBka HWHTEepBaJIOB  MeX1Iy 8638H8MI/I IMPpOMU3BOOUTCA C  HCIIOJIb3OBAHHEM

packpbiBaroliiericss kHonkd HacTpoiiku abd3ama naHesim MHCTPYMeHTOB (cM. puc. 3.19).

L Heipoemn [auesen] - MoROgne
Dulp Mpmen Sivews Sopurr  Wacrppwmme  Bin il aoemm  ascrpeins Crpmma

Mieptas ctpens 1

Cnerym canms am

= XAB SHAHUIA
o - HE Ocputc

|
«Xa6 3HaHui MonOdpuc» coBMecTHO
c MI'NYy paspa6oTtan y4ebHbIN Kypc
no «MomnOdpuc CtaHaapTHbIN»

3 MHH

Freseas rocs o

{HBIX YHEBHBX

aer B cebBa nporpaMmy

YyebHO-MEeTOAMHECKMA KOMINEKT BKMoY

Pucynok 3.19 — VY craHoBKa MHTepBaJIOB MeXAy ab3armaMu

H€O6XOI[I/IMBI€ 3Ha4YeHWs HHTepBaJiOB MOXHO YCTaHOBUTbL B COOTBETCTBYIOIIHX
CHeTYHKax. CTpEJIKI/I CYEeTYHUKOB M3MEeHST 3Ha4YeHHe C IIIdaIroM 0,1 CM. HJIH YCTaHOBKH TOYHOI'O
3Ha4eHusd ero ciaeayeT BBeCTH B I10JIe CYeTYHKa I10CJie Yero HaXaThb KJIIaBHUITYy Enter.

62



"8, XAB 3HAHW
" MoinOdome

O¢opMieHue CIuCKOB

HymepoBannbvte cnucku

[Tpu odopmiieHny CIIMCKOB CileflyeT UMeTb B BUJy, YTO 3JIeMEeHTOM CITMCKA MOXeT ObITh
TOJIbKO ab3a1]. CIMCOK, HaOpaHHBINM B CTPOKY, aBTOMAaTUYeCKH IIPOHYMepOBaTh HeJslb3sl.

s odopmileHHs HYMepOBaHHOI'O CIIMCKA HCIOJIb3YIOT PACKPHIBAIOIIYIOCS KHOIKY
HymepoBaHHBII CIIHCOK TaHelId WUHCTpyMeHTOB A63arm (cMm. puc. 3.20), B KOTOPOW MOXHO
BbIOpAaTh OJJMH M3 CeMU BapyvaHTOB HyMepaiuu. CIHMCOK TakXe MOXHO HauyaTb (GpOPMHUPOBATh
IIyTeM BBeJleHUsl IIepBOr0 CUMBOJIA, HanpuMmep, 1 u . (cuMBon Touka) wiu 1 u ) (cumBoI
OTKpBIBalOII[asi CKOOKA).

L Aymimonian nopeaimn [Madesis] - MogOgeac - o "

B AE | oo U v pepeent.  AABBE  AaBGBi  Asmsssr  AaBG6Bi B s Bl i ]

TpeBanasies  HaCTHHKEM

TPefanaima & ysacTiman:
1. CocTEeICTENE TeBanaiHEs, YCTANANNE HIM i COOTREICT M £ SADHORATENSCTIOM P i ML
onapa FRABOTIA, CRAITNE YV, SRTROUINKE

oy
oliaRIon SaKy| kL

2. FAONPEAGIRAR SRR 47CTHUA S0y TICH - KON ECKENT ML W OTCTCTIME [euesis
A 8 SHEYIKM - O s
i HECOCIATE (Barxpatos) w of ompute

EOSRYECHATG MECH3BOACTSS,

W UACTRRA SARGTINA B AOPALAE. Y
M T HED NABCHAYISE T

BTN 8 3R TR

Pucynok 3.20 — OdopmiieHre HyMepOBaHHOI'O CITMCKa

Hy'MepaI_[I/IH IMIPOU3BOJUTCA C HCIIOJIb30OBAHHMEM TeX Xe I[MapaMeTpPOB H_IpI/I(l)Ta, KOTOp&bIE
OBLTH YCTaHOBJIEHbI AJISI HyMepyeMbIX 8638HEB.

Cnenyer Takke 0OpaTUTh BHUMaHHe, YTO HyMepalysi aBTOMaTH4eCKH U3MeHsieT OTCTYIIbI
ab3ana ciesa. [lyis mepBoi CTPOKU (CTPOKK C HOMepOM) yCTaHaBiMBaeTcsl oTcTyl ciieBa 0,63 cm,
a JI71sl Bcex CTpok ab3ana, KpoMe 1nepBoy, — 1,27 cM. [IprueM 3T BesIMIMHBI He 3aBUCST OT paHee
YCTAaHOBJIEHHBIX OTCTYIIOB ab3ama cjieBa. BenuurWHOM OTCTYIIOB MOXHO YIIPaBiISTb C
WCIIO/Ib30BaHWeM OeryHKOB TOPU30HTAIbHOW JIMHeWKd (CM. puc. 3.15) U C HCronb30BaHUEM
packpbiBaroiierics kHonkyd HacTpoiika aG3ama maHeiw WHCTPYMEHTOB (CM. puc. 3.16) ToyHO
TaK ke, KaK 3TO JIeJ1ajloCh IIPH YCTAaHOBKe OTCTYIIOB ab3arles.

s ynaneHuss HyMmepaluu cjeflyeT B pacKpbiBatoleiicss kHonke HymepoBaHHBINH
CIIMCOK TIaHeJI MHCTPYMeHTOB (cM. puc. 3.20) BbiOpath mapametrp Her. [1pu atom myis ab3areB
Oyner aBTOMAaTHMYeCKH YCTAHOBJIEHbI HYJIeBble 3HAUeHHs OTCTYIIOB CjieBa, He3aBUCHUMO OT
BEJIMYMH OTCTYIIOB, OBIBIIMX Y HYMEepPOBAHHbBIX a03alleB.
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£ XAB 3HAHUA
Sy MoinOdme

MapkupoBannsbie cnucku

ITpu odpopmileHny CIIMCKOB CilefiyeT UMeTb B BUJy, YTO 3JIeMEeHTOM CIIMCKa MOXeT ObITh
TOJIbKO ab63a1]. CIrcok, HabpaHHBINM B CTPOKY, aBTOMaTHYeCKH OTMETUTh MapKepaMu HeJlb3sl.

Jlnst odopmiieHHsT MapKHMPOBAaHHOI'O CIIMCKA MCIOJb3yIOT PacKpBIBAIOIIYIOCS KHOIKY
MapxkupoBaHHBIH CIIHCOK IIaHeJId UHCTPYMeHTOB (CM. puc. 3.21), B KOTOpOM MOXKHO BbIOpaTh
OJIMH M3 CeMH BapHaHTOB MapKepoB.

L Aymimonisan nospeiraimn [Maesis] - ModOgac - o *®

B+ X0 @« Ay  0oum ) iR == 5w papeant: | AABGE  AaB6H1  AsmsBsr  AaBBBi 0 i B Wi T sk
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T} NPOLSEHTOR BARAHCOBOR CIOHMOCTIA ATHEDE YBCTHAKA INEKIDIONHOFO AYKLMHOHA, 10 BIHHAM
BaTOATEREKDI OTHETHOCTH 39 NACRETLIMI GTYETHIAR NEPHGZ, YSaCTHAR EXINCHEIN Sons

Ty M YT pefins Iy IE, EENM MM 8 YETIHOERE M
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IO TANDIMY SHANESIN0 1A (T FICCHIOTPS MR TS0 1 YT ) ANIKTRIMICM TRLHERI e
npisT;

Pucynok 3.21 — OdopmiieHrie MapKMpOBaHHOTO CIIHCKA

Cnenyer obpaTUTh BHHMMaHHe, YTO MapKHUPOBKA aBTOMATUYeCKU H3MEHsIeT OTCTYIIbI
ab3ama ciieBa. [y nepBoy CTpOKU (CTPOKM C MapKepoM) ycTaHaBJiiMBaeTcsl orctyi ciesa 0,63
CM, a JyIsl BcexX CTpok ab3aria, kpoMe niepBoii, — 1,27 cm. [IpuueM 3TH BeJIMUMHBI He 3aBUCST OT
paHee YCTAHOBJIEHHBIX OTCTYIIOB ab3a1ia ciieBa. [Ipu >xemanuu wiv He06XOIUMOCTU BEJTUUMHOM
3TUX OTCTYIIOB MOXXHO YTIPABJISITh C UCIOJIb30BaHHWEM OEeryHKOB MOPHU30HTAIbHOM JIMHEUKH (CM.
puc. 3.15) U c ucCHonIb30BaHWEM pacKphbiBaroielics kHonku HacTpoiika ab3ama maHenu
WHCTPYMEeHTOB (CM. puc. 3.16) TOYHO Tak >ke, KaK 3TO JeJaJioCh MPU YCTAaHOBKE OTCTYIIOB
ab3ares.

Jlns ynmaneHuss MapkepoB CJiefiyeT B pacKpbIBarolieicss KHonmke MapKHpOBaHHBIH
CIIMCOK TIaHeJIM UHCTPYMeHTOB (cM. puc. 3.21) Beibpats napametrp Het. [Ipu sTom nms ab3anes
Oymer aBTOMAaTHMYeCKH YCTAHOBJIEHbI HYJIeBble 3HAUeHHs OTCTYIIOB CjieBa, He3aBUCHUMO OT
BeJIMYMH OTCTYIIOB, OBIBIIMX Y MAPKUPOBAHHbBIX ab3alles.
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XAB 3HAHUMA
MonOdomc

MHnozoypoBreBuie cnucku
JIroboi cIMCcoK, Kak HyMepOBaHHBIM, TaKk WU MapKWPOBAaHHBINA, MOXHO IIpEeBPaTUTh B

MHOTOYPOBHEBBIN, B KOTOPOM HyMepalusi WX MapKepbl OyIyT OTIMYaThCS Ui Oojiee HU3KUX
MO3UIIUN B cIUCKe (CM. puc. 3.22).

Comaeitcmmn apuaysron MoiOdguc snovaer s cetm:

1. MulChpmc Crasggagmimst
8]
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21

MaitOdwe Tewrr
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2 MoiOdwe Hacruos ofinano
6 Mo O Modesunanai

HymepoBaHHbIv
CANCOK

3. MoOipsc Yacrnoe ohskn
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Pucynok 3.22 — MHOTOypOBHEBbIN CITUCOK

J171s1 IOHVXeHUs! YPOBHS 3JIeMeHTOB B CIIMCKe yJJ0OHee BCero BOCIIOJIb30BAThCsI KHOIIKOM
YBeqmuuTh OTCTYN Ha IIaHeJd UHCTPYMeHTOB B (cM. puc. 3.17). OngHokpaTHOe HaXkaTue
IIOHM)XaeT IO3UIIMI0 B CIIMCKe HA OJMH YypoBeHb. [IjIi 3TOM ke IeIM MOXHO Takxe
BOCITOJIb30BaTbCSI COOTBETCTBYIOIIEeM KoMaHIoW MeHi0 dPopmar - BeipaBHHMBaHme 100
kiasuieii Tab.

Criocobpl HyMmepalMyd WIA BHUIbI MapKepoB JJis 0ojiee HHU3KUX MO3UIMM B
MHOTOYPOBHEBOM CIIMCKe 3aBUCST OT BBIOPAaHHOTO paHee criocoba Hymeparnuu (cMm. puc. 3.20)
WM MapKUPOBKU ab3arieB (cM. puc. 3.21).

Jly1s TOBBIIIeHUsI [TO3UIIMK B MHOTOYPOBHEBOM CIIMCKe y/i0OHee BCero BOCIIOJIb30BAThCs
KHOIIKOM YMeHBIIHTh OTCTYIl Ha IIaHeJIu HWHCTPYMeHTOB (cM. puc. 3.17). OpHoxpaTHOe
Ha)kaTWe IOBbIIIaeT IIO3UIMIO B CIIMCKe Ha OJIMH YPOBeHb. [IJi 3TOM e ILleJIM MOXKHO Takxe
BOCIIOJIb30BaThCsl COOTBETCTBYIOIIeN KoMaH/10M MeHI0 PopMar - BeipaBHUBaHMe.

Cnenyer obpaTUTh BHUMaHUe, 4TO IIOCJIe U3MeHeHUs I0JIb30BaTesleM OTCTYIIOB ab3alieB
MHOTOYpPOBHEBOT'O CIIMCKA, KHOIIKM Y MeHBIIHUTD OTCTYN 1 YBeJIWYHTh 0TCTyN (CM. puc. 3.17)
M3MEHSIOT YPOBeHb ab3alia B CIIMCKe, HO He U3MeHSI0T BeJIMYMHY JIeBOro OTCTyIa ab3ana.
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a,ﬁ XAB 3HAHUWA
"y MoiiOdpome

Hcnonb3oBanue cTuiei 0popMiieHUsI

[Ipu paboTe ¢ JOKyMeHTaMH K OHOPO/IHBIM (pparMeHTaM, HallpuMep, 3arojIoBKaM, 4acTo
MIPUXOIUTCSl IPUMEHSTh OfiMHaKOBoe odopmiieHre. KoHeuHO, MOXHO /ijis KaXk/ioro ¢pparMeHTa
yCTaHaBJIMBaTh TpeOyemble TapaMeTphbl MIPUPTOB, ab3areB u Ap. Ho 3T0, BO-MepBBIX, AOJITO U
YTOMMTEJIbHO, a BO-BTOPBIX, TPYIHO 3allOMHUTh, TI7le M KaKue YCTAaHOBJIEHbI IapaMeTphl
opopmitenrs. Obierdyuth equHOOOpa3HOe O0dOpMIIeHHe NOKYMEHTOB IOMOXKeT HCII0JIb30BaHWe
CTUJIEN.

HOnsi HaszHayeHus (BbIOOpa) CTWIg MCHONB3YIOT cnucok CTuielr Ha MaHenu
HWHCTPYMeHTOB (CM. puc. 3.23).

= Hosccms [Mawesen] - ModiOgw: = a “
Wt Taaws Bt Ocpuls Wetsmpumia Bes  Ofud g asstyeion  Cis

Pucynok 3.23 — Bpibop cTuns

Kaxp1ii CTHIIB COMEPKUT YCTAaHOBJIEHHBIE JIJIsl Hero mapameTpsl mpudTa (pa3mep, 1BeT,
HauepTaHWe) U MapaMeTphl ab3ara (MHTepBaJIbl /10 U Mocyie ab3aria).

Crnenyer oOpaTuTh BHHUMaHHWe, 4TO HaubOoisiee 3DPEKTUBHO HCIOIb30BaHUE CTWIEH K
TeKCTy, IUIsl KOTOpPOTO He OBIJIO paHee NMpUMeHeHO HHUKakoe odopmieHue. Eciu ke kakve-To
napaMeTpbl 0QOpMJIEHUsSI U3MEHSUIUCh, TO TP Ha3HAUeHWHW CTWiss OyayT HCIOIb30BaHbI
TeKyIlKe IapaMeTphl, a He mapameTpsl cTwisi. Hanpumep, ctuinb 3arosioBok 1 ycraHaBivBaer
pa3mep mpudta 16 0T, nomy>xupHoe HauepTaHue U uHTepBaibl 0,21 cm 10 ¥ nociie ab3ana.

[Tonb30Barens MoOXKeT co37aTh COOCTBeHHBIM CTWIb (opmarhpoBaHus. [lnsg 3toro
HeoOX0JIMMO NIPUBECTU TEKCT K >KejlaeMOMy BUIly. Hanpumep, ycraHoBUB TuI mIpUudTa, pasmep
15 myHKTOB, IONYXUPHBIM M BbIpaBHMBaHWe IO IeHTpy. Ha maHenu MHCTpyMeHTOB B Iiojie
Ctum BeiOpaTh Co3maTh HOBBIHM CTHIB (CM. puC. 3.24).
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Pucynok 3.24 — Cosnanuve cTuis

B criicke ctunedt mosiBUTCS HOBBIM CTWIb C HazBaHweM Ctmiabl (cMm. puc. 3.25). [lpu
HE0OXO/IUMOCTH, CTHJIb MOXXHO OOHOBHUTH. M3MeHeHUWs 3aTPOHYT BCe CHUMBOJIBI M ab3aribl,
odopmiieHHbIe 0GHOBIIIEMBIM CTUJIEM.

9TO yI06HO M 1M03BOJIsIeT paboTaTh C JOKYMeHTOM 3¢ deKTHBHee.
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7%, XAB 3HAHW
S MoiOdmc

KommpoBanue ¢popmaTupoBaHus

[lapamerpel 0QOpMIleHHs], yCTaHOBJIEHHble CTWJIEM WIM WHBIMA [ eHUCTBUSIMHU
II0JIb30BaTessi, MOXKHO KOIIMPOBAaTh C OJHOTO ¢pparmeHTa Ha Jpyroil. [ljis 3Toro Heo6XxoauMo
BBIIEJINTh (PparMeHT TeKCTa C KOIWpyeMblM OQOpPMJIeHWeM W Ha I[laHejld HWHCTPYMEHTOB

BOCIIO/Tb30BaThCsl KHONKOM KonmmpoBaTthk ¢popMaTupoBaHue &~ («kuctoukay). Ilocne saToro
cienyeT BbIIENUTh GparMeHT TeKCTa, Ha KOTOpbIA komupyetcss odopmiienue. OdopmiieHue
Oynet noBTopeHo. /IBoiiHOe HaxkaTue Ha KHOIKY KonupoBanus ¢opmMaTupoBaHus 103BOJISIET
MHOTOKpPaTHO MOBTOPSTb oOdopmileHHe 10 BceMy JOkKyMeHTy. OTMeHWTh IIpUMeHeHHe
CKOIIMPOBAHHOT'O (OPMATUPOBAHUS MOXKHO KHOTIKOM Esc.

Knornka KonupoBaTts ¢dopMaTuHpoBaHMe COJEPXXUT UCTOPUIO U TTO3BOJISIET COXPAHUTH
10 JIecsiTU TIOCJTeIHUX CKONMPOBAHHBIX BapuaHTOB odopmiieHuss cumBosioB. IlocMoTperhb
HCTOPUIO «KHMCTOYKU» MOXKHO Ha)kKaB Ha CTPEJIKY PSIOM C KHOIIKOU (CM. puc. 3.26).

L Hooee, [auesien] - ModOgme - o ®
Duls Mpma fovpws Sopun Wosrmumeme i Ofi aserm Wascmeto Cipmm
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Dapazen cTIAS GOPMITHPO

XAB 3HAHWW

Odpu

«Xa6 3HaHuih MoitOduUC» COBMECTHO C
MITY paspa6oTtan yue6HbiN Kypc no
«MoinOduc CtaHaapTHbIN»

3 miaH

Pucynok 3.26 — Hcropus «KUCTOUKM»

KonupoBanue dopmMaTupoBaHus AOCTYHO 4depe3 KkoMaHAHoe MeHio IIpaBka -
KomupoBaTts ¢opmaTupoBanue, a Takxke BBOJIOM C kiaBuaTypbl koMaHabl Ctrl+Shift+C mns
konrpoBanus popmatupoBanus v Ctrl+Shift+V - mis npumenenus ¢opmaTrpoBanus.
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7% XAB 3HAHWWA
S MoiOdome

PaboTa ¢ TabsmmiaMu ¥ u300paXkeHUSIMU

PaboTa c Ta0mmamMu
Obwue cBederun o madbauuax

Tabmuubl B nmokymeHTax «MoiO¢uc Tekcr» ucnonb3yloT, Oosbllieid 4YacTbiO, IS
YIOPSIIOYMBAHUS TPEJICTAaB/IeHHs JTaHHBIX. {4YedKW TaOJMIBl MOTYT COJEp)KaThb TEeKCT W
r“300pakeHusl.

Tabmuipl MOXKHO CO3/1aBaTh HerocpeAcTBeHHO B AokyMeHTe «MoiOduc Tekcry», a
TaKXKe KOMMMPOBATh C MOMOIIbI0 Oydepa oomeHa u3 nokymeHTOB «MoitO¢uc Tabmmumay.
g paborel ¢ TabiMiaMM HUCIONb3YIOT IIaHelIb WHCTPyMeHTOB TaOumia, KoTopas

aBTOMATUYECKH TIOSIBJISIETCS, eC/Id BbIJleJieHa XOTS Obl OfHa sveiika TaOJIMIbI WIA KypCop
HAXOJUTCS B OIHOU U3 siueek (cM. puc. 4.1).
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Pucynok 4.1 — I'pynna komauz jyist paboThI ¢ Tabuiei

Hnst paboTbl C Tabiuiledl MOXHO TaKXe MCIOJIb30BaTh KOMaHIbl MeHI0O dPopmar -
Tabmmma. Kpome Toro, AeMcTBYUs 110 U3MEHEHHUIO pa3MepOB 3JIEMEHTOB TaOJIUIIBI IIPOU3BOISATCS
MBIIIIBIO.

JleBasi rpanuIia TabaMIBl B JOKYMEHTe BCerjla BHIPOBHEHA 110 JIeBOMY IIOJII0 CTPAHMUIIBI.
Tabnmua MoXKeT 3aHMMaTb He BCHO LIMPHUHY CTpaHUIBl. BBIDOBHATH Tabivily 1O LEHTPY
CTPaHUIbI WIM KaK-JIMOO ellle HeBO3MOXKHO. [IpaBasi rpaHuIa TaGiuIlbl MOXKET B HEKOTOPBIX
CJIy4asiX BBIXO/IUTh Ha IpaBoe I10Jle CTPaHMIIbI WK 3a IIpeJlesibl CTPaHUIIbL.
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7%, XAB 3HAHUM

" MoinOdome

BcmabBka mabauuy,

Tabnuila Bcerjia BCTaBJsieTCsS B TO MeCTO JIOKYMEHTa, TJle B IAaHHbIA MOMEHT HaXOAUTCS
Kypcop. Jlydrie Bcero mocraBUTh Kypcop B Hadajio ab3alia TekcTa, Iepeji KOTOPHIM JOJDKHA
pacriosnaraTbcsl co3jiaBaeMast Tabiuia.

Hnst BcTaBKM Tabyvibl ciiefyeT B MeHI0 BcraBka BbiOpaTh kKomaHay Taobmmma u B
CYeTYMKAaX TIOSIBUBIIIErOCs OKHA yKa3aTh TpebyeMoe KOJIMYeCTBO KOJIOHOK (CTOJIOIIOB) U CTPOK.
JInbo Bocronb3oBaThcs KoMaHAoW BceraBka - Tabsmma Ha maHeId WHCTPYMEHTOB (CM. pHC.
4.2).

L Mo aosyuesis 6 - MoROu - o -3

Duls  Mpma fsrpms Dopust  Wecrppemme i Ot aserm  Wascrpeann o

o~ & o L i = %% nepomst ABBOE AsBOBI  AsEsBs. AaBOBi e " . ’
Pucynok 4.2 — BcTaBka TabIHITbI
MakcumanbHOe YHCIIO CTOJIONOB U CTPOK co3faBaeMod Tabmunbl — 99. Ilpu

HeoOXOAMMOCTH B TOCJIeyIOIeM MOXXHO OynieT no0aBUTh B TabJMIly Kak CTOJOIbI, TakK U
CTPOKH.

[Tocne BcTaBkM Tabivia 3aHMMaeT BCHO IIMPUHY CTpPaHUIBI MeXAy MHoiusaMu. Bce
CTOJIONBI UMEIOT OUHAKOBYIO IIIUPUHY, @ CTPOKU — OJJMHAKOBYIO BBICOTY.

Pedcumbt pabomswt ¢ maduueii

Tabmuna B gokymente «MoiO¢uc Tekcr» MoXeT HaXOAUTHCS B OJHOM M3 JIBYX
COCTOSIHU: B peXXMe pefJaKTUPOBAHUS U B peXXUMe Bbl/IeJIeHUS.

B pexxume pelakTHpOBaHUS MPOM3BOAMTCS BBOJl U pPelaKTUPOBaHWe WHpoOpMaiuu. s
nepeBojia TAOJIUIIBI B 3TOT PEXXKUM HEOOXOIUMO IBaXK/Ibl HAXKaTh JIEBYIO KHOMKY MBIIIA BHYTPU
M000M STYeMKH TaK, YTOOBI B 3TOM siYeiiKe Havajl MHTaTh TeKCTOBBIH Kypcop (CM. puc. 4.3).
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Pucynok 4.3 — PexxuMbl paboThI ¢ Tabuien

Jlns BeIXO/la M3 peXkuMa pelaKTUPOBAHHUsS CJielyeT HaXkaTh JIeBYIO KJIABHUIIY MBI B
JII000M MecTe JIOKyMeHTa 3a IpejieJiaMu TaOJIUIIbI.

Pexxum BbIJleNieHHsT WCIOJNB3YIOT, TPEMMYIeCTBeHHO, Uil BbIIeJIEHUSI OTHENIbHbIX
ITMATIa30HOB siueek. B 3ToM peskuMe B Tabuvile BhijieieHa (3aTeHeHa) OJTHA WIIA HeCKOJIBKO sTueeK
(cM. puc. 4.3).
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"8, XAB 3HAHW
" MoinOdome

Bui0enenue 3nemenmo6 maobauuy,

Bce neiictBusi ¢ dpopmatupoBanuem Tabiuibl B «MoitO¢guc TekcT» BBHINOTHSIOTCS C
BbIJIeJIeHHbIMU 3JIeMeHTaMU TabJuIlbl. BreiloiHeHre omepanvd C HeCKOIbKUMH  suerKaMu
OJTHOBPEMEHHO B peXXuMe peJJaKTUPOBAHUSI HEJIOCTYIIHO.

JlJist BbIJIesieHrs CTPOKH TabJIUIThI Cie[lyeT TIOIBeCTH YKa3aTellb MBIIIN CJIeBa K Hel Tak,
94TO6BI OH MPEBPATUTCS B MaJIeHbKYIO0 YePHYIO CTPEJIKY, U ITOCJIe 3TOr0 OJJUH pa3 HaXKaTb JIeBYIO
KHOIIKY MBIIIH (CM. puC. 4.4).
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Pucynok 4.4 — Brienenue cTpoku TaGIUIIbI

st BeIZIeSIeHUs HECKOTbKUX CTPOK HeOOXO/IMMO BBIIESTUTh TIEPBYIO M3 HUX, a 3aTeM, He
OTIIyCKasl JIeBOM KHOTIKW MBIIIIH, paCIPOCTPAaHUTD BbileIeHHe Ha CIleyIOIre CTPOKHU.

HeckobKO CTPOK MOXKHO BBIIEJISITH TAaKXKe C MCIIOJIb30BaHMEM KJIABUIIM KJIABHUATYPbI
Shift. Crauana BeIJesisseTcsl OflHA CTPOKA, a 3aTeM Ipy HakaToi kiaBuiie Shift kiiaBumamu
yIIpaBJIeHUs] KypCOPOM CTpeJIKa BBepX U CTpeJIKa BHH3  BblJjeJleHHe paclpoCTPaHseTCsl BBepX
WIA BHU3, A TaKKe BIIPABO U BJIEBO C IIOMOIIbIO KJIABHUII CTPeJIKa BOPaBO U  CTpeJIKa
BJIEBO.

AHAJIOTUYHO BBIJEJSIOT CTPOKU Tabmuibl. UYTOOBI BBIIEIUTh TaOJUIly IOJTHOCTHIO,
KypPCOp MBI HEOOXOAMMO IOABECTH K BepXHel JIeBOM siuelike M YCTAaHOBUTH B JIEBBIM yToJl
KypCcOp, NpU IOSIBJIEHUM CTPEeJIKM HaXKaTh JIeBYHO KHOIIKY MBIIIW: Tabivia OyleT BbllelleHa
MIOJTHOCTBHIO (CM. puC. 4.5).
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PucyHok 4.5 — BrijiesieHre TabIUITbI

Y1068 BBIJICJINTE OOHY H‘-IEfIKy Ta6JII/IIH>I HeO6X0}II/IMO B pelXrMe BblJleJieHWSd HaBeCTHU
YKa3dTeJIb MBIIIIN Ha HY>XXHYIO HQEfIKy " O[JUH pPa3 HaXKdTb JIEBYIO KHOIIKY MBIIIIH.

JInst BbIfleieHUs] HECKOJIbKUX siueeK HeoOXOJIMMO HAaBeCTH yKa3aTesb MBIIIM Ha MEepPBYIO
13 HUX, a 3aTeM TPU HAXKaTOH JIeBOM KHOTIKe MBIIIM PAaCIPOCTPAHUTh BBIJIeJIEHHEe Ha COCETHUe
S4edku. OTy OIepanuio yJo0Hee BBINOJHATh C MCIOJb30BAaHUEM KJIABHUII KJIaBUATYPHI.
Heobxomumo BbIIENNUTh MEPBYIO U3 BbIJIEISIeMbIX siUeek, a 3aTeM IpU HakaToul kiaBuile Shift
PacIpoCTpaHUTh BbijleJieHUe KJIaBUIIIaMU YIIPaBJIeHUs KypPCOM.

3anoaHeHue madauupt

B suetiku Ta6JII/II_IbI MO>XHO BBOJUTH TEKCT U BCTABJIATH 1/1306pa>1<eH1/1$1.

BBoguTh TeKCT WM BCTaBJIATh U300pakeHMe B IIYCTYIO siUeHKy MOXHO IIpU JIH060M
pexxume paboThl ¢ Tabmumed. JlocTaTOYHO BbIIEUTH SUeHKYy M HadaTb BBOJ| TeKCTa WM
BCTaBUTb M300pakeHUe.

Pe,[[aKTI/IpOBaTb COepXXUMOe d49eeK MOKHO TOJIbKO B peXXrMe pelaKTHUPOBAHUSA Ta6JII/II_[bI.

Crnenyer uMeTb B BUIY, YTO, eC/Id TabJIMIIA HAXOJIUTCS B PeXXUMe BblJleJleHus, Hauajlo
BBOJIa TEKCTA B BBIJIEJICHHYIO STYeHKYy TpPUBEJIeT K YIAJIeHHUIO BCEero TeKYIIero COIep>XUMOI0
STYeUKU.

H3meneHue mabauupt

JobaBJieHHe CTOJIOIOB U CTPOK

Jlyis noGaBiieHust cToyiOIia B TAOJUIy HEOOXOJHMMO YCTAaHOBUTb KypCOp B SYEiKy B
cronibile, CjieBa WM CIpaBa OT KOTOPOTO J0O6ABIISIeTCS HOBBIMA, a 3aTeM BOCIIOJIb30BAThHCS
kHOTKamMu BcTaBUTBH cTos10en ciieBa wiv BcraBuTh cTo0JI0EI] CIpaBa NaHe M WHCTPYMEHTOB
rpynnsl Ta6auma (cM. puc. 4.6).
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Pucynok 4.6 — JlobaBienue cronbia
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XAB 3HAHUM
% MoiiOdpome

Eciu BbIIenuTh SIMEMKM HECKOJIBbKMX CTOJIOIOB, TO TaKoe >Xe YUCIIO CTOoJIOIoB Oymer
nobaBjieHo B TabiuIy.

BMecTo KHOIOK NaHenW MHCTPYMEHTOB MOXKHO HCIIO/Ib30BaTh aHAJIOTMYHble KOMaH/bI
MmeHio Popmar — Tabauna.

JlobaBneHue cToOIIOB CIBUTaeT BIIPaBO CYIeCTBYIOIIMe yxe CcToiybIbl. CrieyeT UMeTh
B BUJly, UTO, eCJiM TabjuIla 3aHWMaeT BCIO IIMPHHY CTPaHUIIbI, I0OaBJIeHre HOBBIX CTOJIOIIOB
CABUHET CTOJIOITBI Ha TpaBoe I110Jie CTPAHMIIBI U 3a Tpejiesibl IPaBOM MPaHHUIlbl CTPAHUIIBI.

Jliis no6aBiieHust CTPOKU B TaOIMITy HeOOXOAMMO BBIJIEJIUTh STUeHKYy B CTPOKe, BbIIlle WX
HIKe KOTOpoW [106aBiisieTcsl HOBasl, a 3aTeM BOCIIOJIb30BAaThbCS KHONKaMU BCTaBUTh CTPOKY
BbIIIe ¥ BcTaBUTH CTPOKY HIDKe TTaHe/Id MHCTPYMEeHTOB (CM. puc. 4.7).
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Pucynok 4.7 — JlobaBiieHre CTPOKH

Ecnu BbIIeNUTh STYeKH HEeCKOJIBKUX CTPOK, TO TaKOe JKe YUCIIO CTPOK Oyzer 106aBIeHo
B Tabmuiy. BmecTo KHONOK IaHENM WHCTPYMEHTOB MOXKHO WCIIONIb30BAaTh AHAJIOTHMYHbIE
koMaH/ibl MeHI0 Popmar — Tabumna.

HoBass cTpoka cHM3y TabiMubl aBTOMaTH4eCKd A00aBisieTcs, eciik, HaXo[sch B
HocJiefIHel siuelike MocileflHel CTPOKU TaOuuIIbl, HaXKaTh KiiaBuilly Tab wi Enter (eciu suerika
HaXOJ/IUTCS B peXKMMe BbIfIeJIeHNUs).

YnaneHnue cTo010B ¥ CTPOK

s ynamenust cronbiia WM CTPOKH CJIeJlyeT YCTaHOBHUTb KypCOpP B STYEHKY 3TOTO
CTONOIIA WM 3TOM CTPOKM, a 3aTeM BOCIIOJIb30BAaThCsS KHOMKAMU YAAJHTBL CTOJI0el] WId
Ynanure cTpoxy naHenu uHcTpymMeHToB Tabmuma (cM. puc. 4.8).

L Ao nopratn [Wa Mg o

v A EvESEST R L, LvHYBE @ B B, | e, | AaB6I' AaBGB1  AsssBar  AaBGBi

¥ K Y aEF - B £ 1L s & Bbe T LR —

HanmeHosaHue obbeKTa 3aKynNKu
WK3 1

Hasamuhas
| [marcmmanmran)
ERa KoHTpaNTa,

Hertiawican
Ll v— L]

Lt Hawsonosamie yomyre Koa no OKNA 2 i L

DKaNaHE YTTY MO NHEAOCTARNETMG
AT T e (mha) s | 5429 S0000 Veen ! 2% 11208 nsnzos
WETIONL SBAHHE FPOCPaMMHE D
abecneersn <Al Cramgapm i
(LI IS KOROET ARHAS] W
mnsanent g e ORY cL3H roposs
Hypeia 1 KypOesea PARGHTR SRCeOM Ha 1
ran

| vmaro 3L |

Pucynok 4.8 — Y nanenue crosnbiia WM CTpOKU

MooxxHO Tak)xe BBIAEIUTb CTOJIOEIl UJIM CTPOKY M HaxaThb kiaBuilly BackSpace. Cnenyer
YUUTBIBaTh, 4TO KilaBuila Delete Tonbko ynanser cogepxumoe cTosbia UM CTPOKU, HO He caM
cTob el UK CTPOKY.
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XAB 3HAHUMA
MonOcdpme

Hns ynanenus: Bcer Tabnuipl He06X0AUMO, 4TOOBI B Hel ObUIa BbljleJieHa XOTs Obl OJlHa
sgyeiika WM TabJMIla HAXOJWIaCh B peXrMe pelaKTApPOBaHUs, I[IOCJe 4Yero cjieyer
BOCIIOJTb30BaThCsl KHOMKOM Y JaIUTh TAa0JIHILy [TaHe I UHCTPYMEeHTOB (CM. puc. 4.8).

BMmecTo kHOIIOK ITaHenu HWHCTPYMEHTOB JI yddJIeHUs CTOJI6IIOB, CTPOK 1 BCeH Ta6HI/IIII)I
MOXXHO HCIIOJIb30BATHL dHAJIOTUYHbBIEe KOMdH/IbI MEHIO fIJopmaT - Taﬁ.rmua.

O0BenuHeHHe U pa3fiejieHHe sT9eex
OObeMHIATL MOXXHO TOJBKO CMEXHble sYeiKH, KOTOpble CyMMapHO 00pa3yoT

IIPSIMOYTOJIBHYIO 00J1aCTb.

Crnenyer BbIIENIUTh JUANa30H OOBEAUHSIEMBIX sUeeK M BOCIOJIb30BaThCS KHOIIKOU
Oo0pequHuTL/PazbeHUTh SYeHKHU aHed nHCTpyMeHToB Tabmumna (cM. puc. 4.9).
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Pucynok 4.9 — O6beuHeHue siaeex

Cnenyer uMeTh B BUIY, YTO NPH OObeJJMHEHUH COAEpPXKUMOe BCex siueeK, KpoMe JIeBOM
BepXHeH SYefKH BBIIeJIeHHOTO IMala30Ha, OyIeT yTpayeHo, O YeM ITOSIBUTCSI COOTBETCTBYIOIIee
npenymnpexsjeHue (cM. puc. 4.10).
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Pucynok 4.10 — Ilpenymnpexienue 06 yajieHUH COIEPKUMOT0 00BeTUHSIEMbIX SUeeK.

Paznenmuts MOXHO TONBKO siYelKy, KOTopas oOpa3oBajach NpU O0beUHEHUH
HeCKOJIbKuX siueek. CiieflyeT BbIIENIUTh 3Ty sS4eKy WM 3apUKCUpOBaTh B HeW TEKCTOBBIM
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Kypcop M BOCHOJIb30BaTbCsl KHONKOM O0bequHNTH/PazbemUHUTL sSUYeHKH  I1aHelu
WHCTPYMeHTOB (cM. puc. 4.7).

O6’be,[II/IH€HHaH sJerkKa Pa3aeinTCa Hd CTOJIBKO 2JKe sd4eeK, CKOJIbKO OBILTIO a0
O6’b€}II/IHEHI/IH U IIpUMET BU UCXOJHOI'0 JHallda30Hd. HaHHI)Ie, CoiepXKaBuirecs B O6B€HHH€HHOﬁ
sYerkKe, 6YILYT IIOMeIlleHbl B BEPXHIOIO JIEBYIO HqEﬁKy BOCCTAaHOBJIEHHOTI'O JHAIIa30HA.

BmecTo kHOIKY maHenu HUHCTPYMEHTOB JId Oﬁ’BEI[I/IHEHI/IH " pasiejieHre sg49eeKk MOXXHO
HCIIOJIB30BaTh dHAJIOTMYHbIe KOMaH/bl MeHIO (IJOPMaT - TaﬁJmua.

Vi3mMeHeHHe pa3MepoB CTOJIOIOB H CTPOK

Bcrapnennast B JokyMeHT TabiuIiia ©MeeT BCe CTOJIOIbI OJJMHAKOBOM LIMPUHBI U CTPOKU
OJIMHAKOBOM BBICOTHI.

[Tpu BBOsIe TeKCTa B sYEHKH TAOIMIIBI, €CIM OH He MOMEIAeTcs 1o IHPUHe CTOoJ0Ia,
TIPOM30MUIET TIepeHOC CHMBOJIOB Ha CJIEYIOIIYH CTPOKY, a BBICOTa CTPOKH TabGiuIbl Oyner
aBTOMATUYECKH YBEIMYUBATHCA. T0 XKe caMoe MPOMCXOIUT MPHU BCTaBKe U300PaXKEHUS B sTUCHKY
TaOJIUIIEL.

H3zmenenue IMUPUHBI CTOJI6IIOB " BbICOTBI CTPOK ITPOU3BOAAT MBIIIBIO.

Jlii1 u3MeHeHUsl IIMPUHBI CTOJIOA CileflyeT IOABECTH yKa3aTellb MBIIIM K €ro IpaBod
rpaHMlle Tak, 9YTOObI OH IIPeBPATWIICS B JIByHAIIPaB/IEHHYIO CTpeJKy (CM. puc. 4.11), Haxartb Ha
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PucyHok 4.11 — HM3meHeHre MUpUHBI CTOIOIA

Crnenmyer ydYWThIBaTh, €CIM TAO/MIA 3aHMMAaeT BCIO IIUPUHY CTPAHUIILI, YBEIUYUTH
IIMPHUHY CTOJIOIAa HeBO3MOXKHO. UTOOBI 3TO CliesiaTh, HeOOXOJUMO CHavala YMEHbITUTh NTUPUHY
IPYTUX CTOJIOIIOB.

Ecmu  sgeiika COHEpXXUT TeKCT, TO TPU YMEHBIIeHWH IIMUPUHBI CTojbna Oymer
AaBTOMATUYECKH YBEJIMYMBATHCS BBICOTA CTPOKKA JTOW sYelkd. Eciu sdeiika COJEpXXHUT
n3obpakeHue, TO MPU YMeHbBIIIeHWH IUPHHBI CTOJIOIA TpaBasi 9YacTh M300pakeHUs] He Oyaer
0TOOpaXKaThCsl B sTUEHKe.

MuHyMainbHas MYMpUHA CTONIOIA He 3aBUCUT OT IapaMeTpoB O(OpPMIIeHHs] TeKCTa B ero
siuelikax U cocTtapsieT mpumepHo 0,35 cm.

AHaJOrM4HO M3MeHseTCs U BbICOTa CTpPoK. Heob6xonuMo mosiBecTd ykasaTellb MBIIIM K
HWDKHel IpaHuIle CTPOKM TaK, YTOOBI OH IIPeBPaTWJICS B IByHAIIPABJIEHHYIO CTPeJIKYy, Ha)KaTh Ha
JIEBYIO KHOIIKY MBIIIH U IIepeTallyiTh IPaHUILY.
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Ecinu gueiika comepXUT TEKCT WM M300pakeHWe, TO HeBO3MOXXHO YMEHBIIUTH BBICOTY
CTPOKHU TakK, 4TOOBI TeKCT WA H300pakeHHe B siuelike O0TOOpa)kajauCh He IOJHOCTBIO. bBoiee

TOro, ecCji ajist a63aueB TEeKCTa B sSYerKe YCTaHOBJIEHbI OTCTYIIBI 1O W/WJIA TI0CJTIe a63aueB, TO U
9TH IIyCThbIe IIPOCTPAHCTBA HEBO3MOXXHO CKPBITh YMeHbIIIeHeM BbICOTbI CTPOKH.

Od¢opmneHue madbauupt

Odopmienue Tekcra B TabauIe

MoxHo 0dopMISTH OTHAebHble GparMeHTbl TeKCTa KaXkIOoW siuedku mpu paboTe C
TabJMIed B peXxume pejakTUPOBaHUSI.

Mo>XHO OgHOBpPeMeHHO OQOPMJISITh BeCh TEKCT SYeHMKU WM BbIIEJIEHHOIO JMara3oHa
siueek Ipu paboTe ¢ TabyUIlel B pexxrMe BblJlelIeHUs!.

TekcT B siyeiikax Tabnuiibl opopMIIsSeTcsl IPAaKTUIeCKU TaK e, KaK ¥ 0ObIYHBIN TeKCT, HO
€CTb U HEKOTOpble 0COOeHHOCTH.

MoxHO U3MeHSTh BbIpaBHHMBAaHWE W OTCTYIBI B ab3amax. [Ipu aTom BblpaBHMBaHue U
OTCTYTIbl YCTAHABIIMBAIOTCS OTHOCUTEJIHO KPaeB siueiKy, B KOTOPOW HAXOIUTCS TEeKCT.

MoXHO WCIIOBb30BaThb HyMepOBaHHble M MapKHpPOBaHHble CHOMCKUA. [lpy sTOoM
3JIeMeHTaMHU CIIMCKa MOT'YT ObITh KaK ab3alipl B s4erKax, TaK U CaMH STYeMKU TabJInIIbI.

MoxHO n3MeHSTh POH TeKCTa B siuelikaxX, HO OOBIYHO Tak He JleaioT. Bmecto sToro
WCIIOJIb3YIOT 3aJIUBKY sTYeeK.

Ecinu BbicoTa cTpoku Gosbliiie, 4eM TpeOyeTcs Jisi pa3MellleHusl TeKCTa B siuerike, MOXXHO
yCTAHABJIMBAaTh BepTUKaIbHOE BbIpaBHHMBAHKE TEKCT OTHOCUTEJIbHO BepxHel W HU)KHeM I'paHuIl
cTpokd. [liss 3TOrO  HWCHONB3YIOT KHOMKY BepTHkajibHOe BbIpAaBHHBaHHe IaHeNH
WHCTPyMeHTOB rpynnbl A63am (cM. puc. 4.12). KHomka pocrymHa TOJIbKkO TIpu paboTe C
TabnuIen.
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Pucynok 4.12 — BeprukanbHOe BbIpaBHUBAHHe TEKCTA B sTUeikax

YcranoBka 3ajIUBKH

3anMBKa M3MeHseT 11BeT GOoHa SUeHKU.

Y cra"HaBIMBaTh 3dJIMBKY MOXHO IJId KaKIOU STUEMKH B OTIOEeIbHOCTH WIH OIHOBpEMEHHO
JJIs1 BbIJIeJIEHHOT'O JWalla30Ha sd49eeK.

IIBeT 3ayMBKY BBIOMPAIOT B IaJMTPe 11BeTOB pacKpbIBarolleics: KHONKY IIBeT 3aiuBKH
HaHeJI UHCTPYMeHTOB (CM. puc. 4.13). Bcero B pacnopsbkennu nonb3oBatesis 70 11BeTOB.

77



XAB 3HAHUMA
MonOcdpme

L Aymumonian nowperaimn [Madesis] - ModOgeac = I .

B X Bl & | etk e n E«S==SFT 42 BHE-E @ W B, ecoar | AaBSI AsBG6B1  AspsBar  AaBSBI

semEny .
B ESsseEs

Haumeno I
T Havanwean

A A R (Manciamansman)

Enpnpus
s el R :;' t

=

| ne ey Foa no OK0 2

PucyHok 4.13 — Bpibop 1BeTa 3aIMBKH STYEHKH

Cnenyer oOpaTUTh BHMMAaHWe, YTO B BepxHeM 4aCTH MAJMUTPHI 11BeTOB (CM. puc. 4.13)
0TOOpaXaloTCsl YeTbIpe MOCTeAHUX HCIOJIb30BaBIIMXCSI B 3TOM JJOKyMeHTe I[BeTOB 3aJIMBKU
ssueek. Hy>XHBIM 1IBET MOXHO BbIOpaTh, HAaXKaB JIEBOM KHOIIKOM MBIIIKA MO OAHOMY M3 3THUX
I[BETOB.

Jlnst ynaneHus 3alMBKY B TaJIUTpe MBeTOB (CM. puc. 4.13) cienmyeT BbIOpaTh IapameTp
be3 nBera.

[Ipu BpIOOpE 3aJIMBKU He PeKOMEeHAYeTCsl I0JIb30BaThCsl TEMHBIMU IIBETAMH: Ha TaKOM
¢dboHe TekcT TpyaHO yuTaTh. Kpome Toro, ciegyer oOpaTUTh BHUMaHHe, YTO HA MOHOXPOMHBIX
IIpUHTEpaxX pa3jiM4yHble [IBeTa 3aJMBKU IIe4aTalTCsl OTTeHKaMu ceporo IBera. He
PEeKOMeH/TyeTCsl UCII0JIb30BaTh OJIM3KMe 11BeTa MIpU(Ta U 3aJIUBKU STYEeK.

YcranoBka rpanun

ITo YMOJIYaHHUIO Y BCTAaBJICHHOH B HOKYMEHT Ta6JII/IIIbI YCTaHOBJIEHbI TPAHUIIBI BCeX A49eeK
TOHKHMMU JIMHUSMH.

J171s1 BBIZIEJIEHHOTO JIMala3oHa s'9eeK WK Ui KKIOW SYerKd B OTJebHOCTH MOXHO
YCTAaHOBUTDH BHEITHIOIO IPAHUITY TOJICTOW JIMHHEN. [1ig 3Toro Heo6XoIuMO BBIIESTUTh AMAIa30H
WM OTHENbHYIO sYelKy, HaXKaTb JIeBOM KHOMKOW MBIIIA II0 PACKPHIBAIOIIEHCS KHOIKe
I'paHunpl si9eiKH TaHeIM WHCTPYMeHTOB (CM. puc. 4.14) u BeiOpath mapamerp Buemnue
rPaHHUIIBI.
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PucyHok 4.14 — YcraHOBKa I'paHUI] TYeeK
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IIBeT MMHUM IpaHul] s4YeeK 110 YMOJIYaHUIO YepHbIU. JJocTylieH BeIOOp Apyroro npera u3
nanutpel. Becero pocrynHo 11 nBeroB munHMil. Heobxomumo BbIOpaTh IBET JIMHUM U Jaiee
Ha)kaTb HA TUI IpaHULbL. [[BeT muHUM OynieT u3MeHeH.

'panunpl  s;lueek MOXHO CfejlaTb HEBUIUMBIMA IIpyM IedaTd. /Jlng 3toro B
pacKpbIBaomeicss KHONKe I'paHMIIbI siuefiKH MaHer MHCTPYMeHTOB (cM. pHc. 4.14) ciemyer
BbIOpaTh apameTp HeT rpanuir.

[Tocne ynanmeHus rpaHyIl Ha 3KpaHe oToOpakaeTcsi OJieffHO-cepasi CeTKa TaOJUIbL. JTa
CeTKa He BBIBOAMUTCS HA MedaTb. Tabiauilel 6e3 JIMHUK TPaHUI] STUeeK MOXHO MCIOJIb30BaTh s
KyMeHTOB (CM. pHC. 4.15), IBYSI3bIYHBIX JIOKYMEHTOB U T.II.
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Pucynok 4.15 — Tab6ununa ¢ Hactpoiikoii Het rpaHuiy siueek

Pabora ¢ u300paxkeHusIMH
Jlob6abnenue uzodpadrcenusn

HEHOCpeHCTBeHHO B TeKCT [JOKyMeHTa WIW B quﬁKy T86JII/IIIbI MOXHO BCTaBHUThb
r3obpaxeHue. BcraBUTh MOXHO M300pakeHre, xpaHsilleecs: B Buzie ¢dailyia OQHOTO U3 YeThIpex
¢dopmaros: JPEG, JPG, PNG, BMP.

H3o06paxkeHue Bcerjja BCTaBJISIeTCSl B TO MECTO JJIOKYMeHTa, B KOTOPOM B JJAHHBIN MOMEHT
HaXOJIUTCSI TEKCTOBBbIM Kypcop. [l mocneayromieid paboTbl ¢ HM300pakeHHEeM JIydllle BCero
BCTaBJISITh €ro B ITyCTOM ab3al] IOKyMeHTa.

Hnst BcTaBkM u300paxkeHUs1 HeoOxoJMMO B MeHI0O BcraBka BbIOpaTh KOMaHAY
H3o0parkenne, B MosBUBIIEMCSI OKHe (CM. puc. 4.16) mepeliTy B mankKy, B KOTOPOH HAXOJUTCS
daiinn n306pakeHrs M IBaXK/Ibl HAXKATh JIeBOM KHOIKOM MBIIIM 110 3HAYKy daiijia Win BbIIEeJIUTh
ero U HaXkaTb KHOTIKY OTKPBITB.
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Pucynok 4.16 — BcraBka uzobpakeHust

MOXHO BCTaBUTb TOJIBKO OJIHO H300pakeHHMe 3a OJHy omepanuio. /[ljis BCTaBKHU
HEeCKOJIbKMX 1300pakeHUH olepalidio BCTaBKM HeOOX0/IMMO MTOBTOPUTH HECKOJIBKO pa3.

Ecnu opurvHanbpHbeli pasmep u300pakeHWsI paBeH WM MeHbllle YCTaHOBJIEHHOU
IIMPUHBI CTPaHUIBl MeXy IOJISIMH, TO U300pakeHHe BCTaBIIIeTCS B OPUIMHAJILHOM pa3Mepe.
Ecnu pasmep r3obpakeHus 6osblile pa3MepoB CTPaHUIIbI 110 TOPU30HTAIN WM 110 BePTUKAJIH, TO
r306pakeHre MaclITabUpyeTcs: B COOTBETCTBUM C pa3MepaMy CTPaHMIIBI.

ITpu BcraBke m300pakeHUsI B sUeMKY TaOJIMIIbI HAO/IIO[AeTCs aHaJIOrM4YHas CHUTYallusl.
Ecnu opurvHanbHbI pa3Mep u300pakeHWsT paBeH WIM MeHbllle HIMPUHBI CTOJOIA@, TO
r3o00pakeHre BCTaB/ISIeTCSl B OPUIMHAJIBHOM pasmepe. Eciu ke pa3mep m3zobpaxkeHus: 60sibliie
IIMPUHBI CTONOIA, TO U300pakeHHWe MacIITabUpyeTCsl TakK, YTOObI ero HIMpHHA ObUla MeHbllle
IIMPUHBI CTOJOIA mpuMepHo Ha 0,4 cm.

HeiticmBus ¢ uzobpadcenuem

Bce JIeMCTBHUSI BO3MOXKHBI TOJIbKO C BbIAeJIeHHBIM I/1306pa)KEHI/IEM.

H3o0pakeHne cpasdy Iocjie BCTaBKU B JIOKYMEHT BbifieieHO. Eciii Hy)XHO BBIJIEUTh
n3obpakeHue B Tpollecce paboThl C JIOKYMEHTOM, CjleflyeT HaXkaTb Ha HU300pakeHUHU JIeBYIO

KHOTNKY MbIM. [Ipu3Hak BbifieieHUs1 — OToOpakeHHMe MapKepoB 110 yIJlaM W CTOPOHaM
n3obpaxkenust (cM. puc. 4.17).
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XAB SHAHWA

«Xab 3naHuin MoitOduc>» COBMECTHO C
MITY paspaboTtan y4e6HbIA Kypc no
«MoiOduc CtaHgapTHbIN»

T MuH

Pucynok 4.17 — Broinenennoe uzobpaxkenue

[leperackvBaHreM MapKepoOB MOXHO HM3MeHUTh pa3Mep wu3obpakenus. Heobxommmo
HABECTH yKa3aTeslb MBIIIA Ha MapKep TaK, YTOObI OH MPEeBPATUJICS B JIBYXCTOPOHHIOIO CTPEJIKY .
[Tocye aToro mpu HaXkaToM JIeBOM KHOIKe MBIIIM CjieflyeT IepeMeCcTUTh Mapkep. Bo Bpems
nepeMeIeHus: Mapkepa oTo6pakaeTcst HOBbIM pa3mMep n3obpaxkeHus (CM. puc. 4.18).
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naboial | AABBE  AaB6BI  AsEsEs.  AaB6Bi

XAB SHAHWA

«Xab 3HaHui MoilO¢UC» COBMECTHO C
MITY pa3pa6oTtan y4ebHbli Kypc no
«MoitOduc CtaHgapTHbli»

MM

Pucynok 4.18 — W3menenue pa3mepa nu3o0pakeHust

[lpy mepeTackKMBaHWU YIJIOBBIX MAapKepoB pa3Mep U300paKeHUss HW3MEHSIeTCS C
coxpaHeHueM mporopiivid. Ilpy  TepeTackMBaHWMM  MapKepoB,  PACIOJIOXKeHHBIX  Ha
TOPU30HTAJILHOW WJIM BEPTHUKAJIbHOW TPaHHUIE, — WU3MEHSEeTCS TOJbKO BBICOTA WIM IIMPUHA
r“300pakeHusi COOTBETCTBEHHO.

[Tpu yBenuueHuu pasmepa H300pakeHWs] MOXeT BO3HUKHYTb CHTYallMsl, KOIJa ero
MpaBasi TpaHMUIla OKAXKeTCs Ha MPABOM I10Jie CTPAHUIIbI WIM JIaXKe 3a IpefieJlaMU MPaBoOro Kpasi
CTPAHHUIIBI.

MuHuManbHas BO3MOKHAS HUpHrHAa PIBOﬁpEDKEHHH — [IpUMEepHO 0,4 CM.
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H306pakeHre, BCTaBJIEHHOE B JIOKYMEHT KaK OT/IeJIbHBINA ab3all, MOKHO BHIPABHUBAThH 110
KpasiM CTPaHUIIbI, 100aBJIsITh UHTEPBAJIbI ITepej] U 1ocje ab3aria u300paskeHus.

H3ob6paxkeHrie MOXKHO KOIMPOBATh U TlepeMelaTh B TeKyIleM JOKYMeHTe WM B JIPyrou
nokymeHT «MoitO¢uc Tekcr» c ucnonb3oBaHnuem Oydepa oOmeHa. [lenaeTcsi 3T0 TOYHO Tak
Ke, KaK ¥ TpHY TiepeMelieHUH ¥ KOTMPOBAaHWHU TeKCTOBBIX (pparMeHTOB.

Brinenennoe mzobpajkeHrie MOXXHO YAQMUTh. JIJisi 3TOr0 JOCTATOYHO HAXKaTh KJIABHUIITY
Delete v BackSpace.

C nmoMompl0 TIaHeIW UWHCTPyMeHTOB M3o00paikeHme JJOCTYIIHO  yIIpaBJIeHUEe
pacrosioXeHrueM HU300pakeHHs: B TEKCTe, BOKPYT paMKa, CBepPXy W CHU3Y, Iepejl TeKCTOM, 3a
TekcToM (CM. puc. 4.19).

L4 Hosocts (Waseren) - ModOdwue

Mads  Npsssa  Boases  Svpuar  Peopywess  Bua  Ofwed gooyn Hagonpoles  Cpesas

.. e le cemazen oy L AAEcEw| [ AabORE| 12 wctpanenne B
S~ 5 ¢ & v EE HviT e Saronoso o . srarapn 4 = e

«Xab 3HaHuu MoOduc» cCoBMECTHO ¢
MITY paspa6oran y4yebHbIi Kypc no
«MonOduc CtaHgapTHLIA»

3 MHH
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XAB 3HAHUMA
MonOdomc

BcraBka TuInepCcCbLIKHA

B Tekct mokymeHTa MoxkeT ObITh [00aBjieHa THUIEPCChUIKA HA BHEIIHUNA pPecypc.
['unepcchiika MO3BOJISIET OBICTPO TepeMeIaThCsl OT TeKCTa K BHEITHEeMY HCTOYHUKY JaHHBIX
(BeO-caiit, kapTa, Marnka Wid OT/IeJIbHbIN JJOKYMEeHT).

BcraBka rumnepcchiikd ocyiecTBiseTcss kKoMaHioM BeraBka — CcblLIKa MM KHOTIKOM

;*) Ceoinka
Ccbuika C Ha TMaHeJIn MHCTPYMEHTOB. B OTKpBLIBIIEMCS OKHE HEO6XOJII/IMO YKa3aTb

TEKCT CCBUTKU | azpec (cM. puc. 4.20).

I'mnepccrlka 10/ICBeYNBAETCSl CHHUM I[BETOM U IoJuepKuBaHUeM. [lepexof 1o cchlike
OCYIIIeCTBJISIeTCS. C ITOMOIIBIO0 HAXKaTHs JIeBOW KHOIKY MBIIIN [P OJHOBPEMEHHOM yJlep>KaHHUU
kiasui Ctrl Ha ki1aBuatype.

[ -

Pucynok 4.20 — PenakTripoBaHMe CCHITKY B TEKCTe JOKyMeHTa
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https://www.youtube.com/watch?v=mx33EMtnjrw&list=PLKUX9-rP3A-KWU4iR9pK0Fqm4lMBYbUvo&index=12
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9% XAB 3HAHUA

T’ MoinOdme

BcraBka orsiaBiieHus

OrnapjieHWe HCIONB3YIOT JJIsl CTPYKTYpUpPOBaHUS WMHGOpMAallMMd M HaBWTAllUM 110
nokyMmeHnty. OruyaBnenue B «MoiO¢uc Tekcr» dopmupyercs aBTOMartvdyeckud - AJi 3TOrO
TpeOyeTCs TOJIbKO IPaBUJIHO MCII0JIb30BaTh CTUJIM.

Bonbiiiie 1NOKyMeHTBI, Hampumep Y4YeOHUKH, TOJIOBble OT4YeThl WM IPOEeKTHas
JIOKyMEHTaI[Msl, MOTYT UMeTb CJIOXKHYI0 MHOTOYPOBHEBYIO CTPYKTYPY - UX JIeJISIT Ha TOMa, TOMa
- Ha KHUTY, KHUTH - HA YaCTH, YaCTH - HA TJIaBhl, IVIaBbl - Ha Maparpadbl U Tak aajee. ['7aBa
JIOKyMeHTa Npyd GOPMUPOBAHUU OTJIaBJeHUss OyIyT COOTBETCTBOBaTb YPOBHIO 3arojioBKa B
ctunsix. Tak, 3arosnioBok 1 OyneT cOOTBeTCTBOBATh Ha3BaHWIO [J1laBbl KHWTM. 3arojioBoK 2 -
10/13aT0JIOBKY U TaK jajee.

BcraBka orviaBiieHus ocyIiecTBIIsleTCsl yepe3 KoMaH/IHOe MeHI0 BeraBka - OrJiaBieHue.
[Tpu BbIIOJTHEHWM KOMaHBl, B IOKyMeHT OyJleT BCTaBJIeHO IoJie ¢ orJasjieHueM. Eciu BHyTpu
JIOKyMeHTa HeT ab3aleB CO CTWISIMH, MCIOJIb3YeMBIX B OIJIaBJIEHUM, IOSIBUTCS TeKCT
«IIpuMeHHTE CTHIIM 3aTOJIOBKOB, YTOOBI COCTaBUTD OIJIaBJieHHue» (CM. puc. 4.21).

L Aywmiimonian aospuenrativ [Hassesen] - MofCgue - o t

sagsenry, | AABOE  AaB6Bi  AsBsBer AaBGBE:

T s B stpanenie tina ] G

<

]

il

Bl
«

il

FnumeHTY OrRALHIE HE HITaRHA,

TIpMEHMTE CTHAM 1AFARCIHGD, YTOHe! COCTARMTL OTAARNE AL,

Pucynok 4.21 — BcraBka oruiaBiieHus: B TEKCT IOKyMeHTa

[To ymomuanuto, ornaBiaeHue GopMUpyeTcs Ha OCHOBe CTHIed 3aroyioBok 1, 3aroyioBok 2,
3aronoBok 3. YToObI orjaBieHHe MOSBUIOCH B MPaBUJIbHOM dopMare, HEOOXOAUMO MPUCBOUTH
3aroyioBKaM JIOKyMeHTa COOTBeTCTBYomue cTiin. OriiaBiieHre aBTOMaTHYeCKd 0OHOBUTCS (CM.
puc. 4.22).

LTI, &

TIPSR, WO RETTCH e T i SACTES K i
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3 ¥

COOCHOBAMINE HANAASHDN |MAREHMAEHOR WERBA . oottt aasans s bbb bbb s et 19

CRE UM 0 YOCRTTHMIIE BRHVII, . oo e s by et et bbb st b 20

PucyHok 4.22 — BcraBka oryiaBiieHHs] B TEKCT JIOKyMeHTa

HaxaTue Ha mosie orJiaBjieHUs MPaBOM KHOIKOM MBI BBI30BET KOHTEKCTHOe MeHio. B
CIIMCKe 0CTyNHA KoMaHia 3MeHHTH oryiaBieHue (CM. puc. 4.23).
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XAB 3HAHUMA
MonOcdpme

Pucynok 4.23 — HU3meHuTH oryiaBieHue

C moMmoIIpI0 OKHA HACTPOeK JOCTYMHO HM3MeHeHHWe HAaWMeHOBAHWM CTUJIel 3arojioBKOB,
KoTOpble  OynyT ¢opmupoBaTh oryiaBieHue. [Ipy  ycraHOBKe  3arojioBKOB  BakKHA
nocseioBateabHOCTb. CTHIIb, YKA3aHHBIM B TI0JIe C UHIeKCoM 1 Bcerna OyneT uaty nepbiM. Bee
OCTaJIbHbIE 3ar0JIOBKU OYyT POPMATUPOBATHCS KaK MO/IPa3/iesibl.

Yxkazanue HOMepa CTpaHHUIBI B OIJIaBJIeHWUM MOXHO CKPBITb, CHAB T'daJIOYKy B IIOJIe
«IToka3wIBaTh HyMepaluilo CTPaHUID.

B crmcke 3arosioBKOB MOXKHO HCIO/Ib30BaTh CTHJIM, KOTOPbIe CO3/ajl IOJIb30BaTeNb (CM.
puc. 4.24).

L Ayimonian nowperaimn [Madeses] - ModOgeac - o ®
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Pucynok 4.24 — Ctwiiu oraBiieHus

YToOBI yoaNuTh OTIaBieHre Heo0X0IMMO TIPABOM KHOTIKOM MBIIIY BBI3BaTh KOHTEKCTHOE
MEHIO U BbIOpaTh Y JAIUTh OIJIaBJIeHHe.
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https://www.youtube.com/watch?v=LFCwCT5IdQE&list=PLKUX9-rP3A-KWU4iR9pK0Fqm4lMBYbUvo&index=18

(7%, XAB 3HAHWIA
T’ MoinOdome

CpaBHeHHe OKyMEHTOB.
3ammura ¢aiiyia naposem.
OTnpaBka 1o noyre.
IleyaTh JOKyMeHTa

C pPaBHEHHE TOKYMEHTOB

CpaBHeHMe JIOKYMEHTOB 4aCTO MpUMeHsieTcs B 0obucHOM paboTe. OcoOOeHHO B CHUTYyaIlUH,
KOI'Jla Ha/l TeKCTOM paboTaeT HEeCKOJIbKO aBTOpPOB. UTOOBI yBUIETh Pa3iMyHs B JIBYX BepCHUSX
IOKyMeHTa IipelHa3HaueHa KomaHaa CpaBHuTh ¢ B MeHI0 WHcTpymMeHTBI. OTKDBITHIN
TEKCTOBBIM JIOKYMEHT MOXeT ObITb CpaBHeH C JpyruM JokymeHToM. Komanma CpaBHHTH C
BBbI3bIBAaeT OKHO OTKPBITUSI IoKyMeHTa. Heobxomumo BbIOpaTh $aiisi, ¢ KOTOPbIM CpPaBHHUBAETCs
OTKPBITBIN (CM. puC. .1).
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Pucynoxk 5.1 — OTKpbITHE JOKYMeHTa 11 CpaBHEHUSI

[Tpunoxxenvie «MoitO¢uc TekcT» aBTOMaTUYECKH CO3/1aCT HOBBIM JJOKYMEHT, B KOTOPOM
Oyner oTobpakeH pe3ysbTaT CpaBHeHMs [BYyX BepcUM [OKyMeHTa. lIpu 3TOM B AOKyMeHTe
BKiIOUaeTcss pexxuM OTciexxuBaTh HCIpaBiaeHHsa. JloCTyllHAa 1[aHelb MWHCTPYMEHTOB
PenensupoBanme. Bce pa3nmuuuss B HOBOM Qailyle JOKyMeHTa OTOOpakaloTCSi Ha IlaHeNd
WCIpaBJieHu# (CM. puc. 5.2).
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«Xab 3HaHui MoilOpUC» COBMECTHO C
MITIY paspa6oTtan yue6Hbii Kypc no

o
«MoinO¢uc CTaHgapTHLIN»

3 Meri
2 newabpa 2020

CreusanycTsl UeHTPa KoMneTeHumMe «Xab IHanui MonOdguos W
METOOMCTEl MOCKDBCKOMD MPOACKOTD NERIrcrMYeckon ¥ MERpouTeTa
pazpaGotany yueSHo-MeTOOWUECHME KomnnekT [YMK] ana ofiyaeqins
nensaceatensi pabore ¢ odwcHim NakeToM «MoROdKe CTamapTH .
YMK CTaHST OCHOBHEIM METEPWANOM JUTH SETORM308AHHEN YHEEHE
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Pa3paboTaHHbll KypC NEMET B OCHDBY MBTOOMMECKDH NpoTpamMMbl
OA ABTOPVIOBAHHEN y4ebHBIX UEHTROE, KOTODBbI@ NDOBOART obydeHe

Pucynok 5.2 — CpaBHeHue /IByX IOKyMeHTOB
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https://www.youtube.com/watch?v=p4TaRVCd3ZM&list=PLKUX9-rP3A-KWU4iR9pK0Fqm4lMBYbUvo&index=21

XAB 3HAHUMA
MonOdomc

3amura ¢aiyia maposieMm

[laponb nms [ocTynma K JIOKYMEHTY COXPAaHUT COJlepiKaHWe AOKyMeHTa B TaiiHe OT
OCTOPOHHUX. UTOOBI 3alIUTUTh JOKYMEHT OT HeCAHKIIMOHHPOBAHHOI'O JIOCTYyTa, B MeHIo Paiin
cienyeT BbIOpaTh KOMaHy 3aaTh HapoJib. [[0SBUTCS OKHO HACTPOMKHU Mapoist (CM. puc. 5.3).
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1 | papsgal | MaBBE AaB6Br  AsEsEs AaB6Bi
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XAB 3HAHWA a

Vo Odke

T8 NaPOsL %3

«Xa6 3HaHu MoOcdUC>» COBMECTHO C
MIMY paspa6oTtan y4ebHbIA Kypc no
«MoitO¢puc CtaHaapTHbIN»

£

Pucynok 5.3 — OkHo 3agaTh mapoJib

Heobxomumo nBa pa3a BBECTH Mapojib W MOATBEPAUTH Omeparivio. Mi3MeHeHHs HOKHBI
OBITH COXpaHEeHHI.

OTkpoiTHE (aiisia, 3allUIIeHHOT0 TTapoyieM, BBI30BET OKHO C TIOJieM Jyisi ero BBojaa (CM.
puc. 5.4). Ecmu maposib BBeieH He BepHO, OyJeT BbljaHa omubka. B ciydae mpaBHIIBHOTO
yKa3aHus apoJisi, paiist 6yaeT OTKPHIT JiJIsi IPOCMOTPA U PelaKTUPOBAHMUS.

& Horocrsd - MoiDdiee Oepaionarive - =] 4

ibaiin | [pasks  Berascs  Dopmar  MHoTpymedtsl  Bag  OSupis ooyt Hagotpoiks Enpasks

B & & -

AokyMeHT JaluMLIeH NapoasM X
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- |

OK OTmena

Pucynok 5.4 — OkHo BBOJIa TapoJist
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XAB 3HAHUMA
MonOdomc

YTpaueHHBIN apojib BOCCTAHOBUTDH Heuib3sl. [Ipu Heo6xoaumocTH, 1aposib MOXeT ObITh
r3MeHeH WM yaaneH. Komanna daiin - YiipaBiieHHe apoJieM BbI3bIBaeT CUCTEMHOe OKHO, I'Jie
MOXHO YAQJIUTh WIA U3MEHUTb NapoJb (pUc. 5.5).

T Ngaka Gcrama  Susda b Eus Ol BT Hascoien | Cpeses

|

YOpesasses naponeuy x
XAB SHAHWIA
U Qdbuec

¥
BT foyeT Saimtate s, Dy

IINETE PIMENITTE TADGNE WA AT

ok «Xa6 3HaHui- MoiOdHUC» COBMECTHO C.

MINY paspa6otan y4ye6Hblii Kypc-no-
«MoitOduc CraHgapTHbIN»

T TR

ST
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OTHpaBKa HOKYMEHTaA IIO IIo4Te

HokymeHT 13 okHa npusioxkeHus: «MoiO¢uc TekcT» MOXXHO OTIPaBUTH KaK BIIOXKeHHe
M0 3JIeKTPOHHOM TmouTe. Jljis 3TOro wucnosb3yercs komaHga OTHpPaBHUTH MO MOYTEe MEHIO
O6muii mocrym.

«MoitO¢uc TekcT» BbI30BET OKHO MPUIOXKEHUsI TOYTOBOTO KJIMEHTa, YCTaHOBJIEHHOM Ha
KOMIIbIOTepe Tojb30BaTels. JlokyMeHT Oyzner odopmileH Kak BIIOKeHHe B 3JIeKTPOHHOe
coobmienue. s 3aBepiiieHUs] OTIIPAaBKH JOKyMeHTa 10 To4Te TpebyeTcsi BBECTH JaHHbIe
noJty4aTesisi U TeKCT coobieHus (cM. puc. 5.6). OTnpaBka cooOIeHusT 3aBepiaeTcs HaXkaTueM
kHOTIKY OTHPaBUTh.
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https://www.youtube.com/watch?v=TBoUvOfGHOk&list=PLKUX9-rP3A-KWU4iR9pK0Fqm4lMBYbUvo&index=24
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Pucynok 5.6 — OtnpaBka JoKyMeHTa 110 3JIeKTPOHHOM ouTe U3 pefakropa « MonOduc TekcT»
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https://www.youtube.com/watch?v=OoFk3kHsAZU&list=PLKUX9-rP3A-KWU4iR9pK0Fqm4lMBYbUvo&index=16

XAB 3HAHUMA
MonOdomc

IleuaTn JOKYMEHTAaA

[leyaTs AOKyMeHTa BO3MOXXHa HECKOIBKUMU criocobamu. CaMblii OBICTPBIM BapUaHT:

HaxxaTb Ha KHOIKy IledaTh = Ha namemm 6bicTporo nocryna. JlokymeHT OyneT BbIBelleH Ha
IIOCJIe[THAN WCIIO/Ib30BaHHbIA NpUHTep. Hukakyve HacTpoWKM Ile4aTM B JIaHHOM Cilydae
I10JIb30BaTeJI0 He JOCTYIHBL. YTOObI y3HaTh KaKOM NPUHTEP OBbII MCIIOJIb30BaH B IIOCIIEIHUN pa3
JIOCTaTOYHO HAaBeCTU Kypcop MBIIM Ha KHOIKY IledaTs =, IJle B BCIUIBIBAIOIEM OKHe byner

yKa3aHO UMS$ YCTPOMCTBA (CM. puc. 5.7).
o4 Hoeocts - MorDdc
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XAB 3HAHUM
Mapawerps: crpennLE MonOdome

|
«Xab 3HaHun MonOdPuc>» CoBMECTHO C

_ MITIY paspa6oTtan yuebHbiH Kypc no
«MounOd¢uc CtaHgapTHbIW»

3 MiaH
2 lekabpa 2020

Pucynok 5.7 — Knonka IleyaThb Ha naHesu ObICTPOTO JIOCTyTa

Jlyisi mpeABapUTebHOTO IMPOCMOTPA JOKYMEHTa Iepejl TMedYaThid M HACTPOeK IedaTd
cnenyeT B MeHto @aiin BoiOpaTh koMaHy IledaTs (cm. puc. 5.8).

aataisl  AABBE  AsB6Ri  AaBsBs  AaB6B:

L Mapametpe: crpammie » nessts

ot ypoma ECOSYS- A, v O e

«Xalb Inanmi MoROdMcs COBMECTHD ©
MIMY paapaboran yueGumi kypc no
«MoiOdgmc CrangapTHis

THPETh B CTTHM K Copare

1 Boo aneain = B

Pucynok 5.8 — HacTtpoiiku cTpaHuIlbl ¥ iedatu

B npaBoii yacty okHa pa3MeliaeTcs U3o0pakeHre JOKYMeHTa B TOM BHJle, B KOTOPOM OHO
Oyner HameuaTaHo Ha jMcre Oymaru. OKHO 3aHMMaeT Majlyl0 4acTb 9KpaHa. [Ipu >xenanuu
MO>XKHO YBeJIMYUTh MaciTab oTobpakeHHs! JOKyMeHTa C IIOMOIIbIO KHOIIOK - U +.
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XAB 3HAHUMA
MonOcdpme

JleBast yacTb OKHA II03BOJIsIeT HACTPOUTh TeXHUYeCKHe IapaMeTphl. Tak, eciiv K BalleMy
KOMIIBIOTEpPY IOJIKJIFOUYEHO HEeCKOJIbKO YCTPOWCTB Iyisd IedaTd, To B chucke IIpuHTepsI
JOCTYIIHBI IIepeYHH 3THUX YCTPOMCTB.

Ecmm ycTpoiicTBo nojiiep>kuBaeT 1BETHYIO Medarh, TO M300pakeHHe JOKyMeHTa B OKHe
IIpeJIBApUTENIbHOTO TpocMoTpa OyzeT oTobpakeHO IBeTHBIM (cM. puc. 5.8). Eciu BwIOpath
yepHO-0esibli IPUHTEP, TO IIBETHOe U300pakeHre OyJieT Mpe/iICTaB/IeHo B CephIX OTTeHKaX.

VcranoBka ranouku B mosie IledaTh B OTTEHKAx ceporo I103BOJIsieT HAaCTPOUTH IleyaTh
I[BETHOT'O JIOKYMeHTa B 4epHO-0eyioM Bupe. V3MeHeHHs AOCTYIIHBI B OKHe IIpe/IBapUTeIbHOTO
IIPOCMOTpa CIIpaBa, MMeHHO TaKKUM OyZeT JOKyMeHT Ha OyMare Iocjie IieqaTy.

[Tapametprl okHa HacTpoiika CcTpaHUIIBI M IeYaTH TO3BOJISIOT YCTAaHOBUTh HACTPOUKHU
JUIsl TleYaTH HEeCKOJIbKO 3K3eMIUISIPOB JIOKyMeHTa cpa3dy. TpebOyemoe KOJIMYeCTBO BBOAMUTCS B
nosie Komuu. Y06HO mosty4aTh MHOTOCTPAHHUYHbBIE JOKYMEHTHI Cpa3y KOMIUIeKToM. [ljist 3Toro
HeoOXOUMO YCTaHOBUTDH pexkuM KomiiekToBaTh.

HanevaraTh MOXXHO BeCh JIOKYMEHT WM TOJBbKO OTJleIbHble ero CTpaHuIbl. [l medaTu
OTJIeJIbHBIX CTPaHUIl cjieflyeT B Iepekitodareiie OQosacth medatm (cM. puc. 5.9) BbIOpaTh
CTpaHunIbl ¥ B pSZIOM pacIOJIOKeHHOM TI0Jie BBeCTHM C KJIaBUATypbl HOMepa IledyaTaeMbIX
CTpaHMII.

[To ymonm4yanuio ycraHoBjeHa o0OyacTh medaty Bech moxkymenrt. Ilapamerp Tekymias
CTpaHHMIIA BbIBeJleT HA Ie4aTh TOT JIMCT JIOKYMEHTa, IIie B HAcTosIllee BpeMsl pacrojiaraercs
Kypcop Mbi. [Ipu aToM ucT MoKyMeHTa OyJieT oKa3aH B OKHe CITPaBa.

4 MapameTpbl CTpaHMLbl M MedaTs K
MpuHTER:
4fl-color-a4-Kyocera-ECOSYS-M6230ci... v | © RorSuaiey
Capiieres npAHTERA.. «Xab6 3HaHuit MoiOgpMUC» COBMECTHO C
MeuaTs B OTTEHKAX CEpOro MIMNY pazpaboran qusﬂblﬁ KypcC no

«MoitOduc CraHaapTHbIA»

ELTT

1 Y KomManekToBath 23 123

O6nacTb nevam Awnanazon:

‘ ||——D Beck gokymMeHT "‘ Bee crpad... v

||=D Beck gokymMeHT
D TekyLlan cTpaHuua Eﬁtb AOKYMEHRT l

D CrpaHuuk

= Bnucate +
Meyats OTmeHa

Pucynok 5.9 — Hacrporiku crpanuisl v nedatu. O6sacTe nevatu
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78 XAB 3HAHUIA
T’ MonOdone

Yacto 6piBaeT HEOO6XOIMMO pa3MeCcTUTh TEKCT Ha 0O0UX CTOPOHAX JiuCcTa Oymaru. JlaHHbIN
pexxuM HasbiBaeTcsi JIBycropoHHss meuyaThb. [lo yMoigaHuio oH BbIKITIOYeH. UTOOBI TeKCT
JIOKyMeHTa ObUI Ha 00erx CTOpPOHaX JINCTA, He0OXOJIMMO B MapaMeTpax JIByCTOPOHHSISI HeYaTh
BBIOPATh OJIWH U3 JIOCTYIIHBIX BADUAHTOB HACTPOMKU:

e Ileperuier mo AnMuHHOMY Kpaw. B Takom cilydae mocje medaTtu JJOKyMeHTa JIMCTbI
MOXHO Oy/ieT MpocMaTpUBaTh KaK B KHUTe.

e Ilepemer mo KopoTkoMy Kpaw. B Takom ciiydae JIOKyMeHT OyIeT MpoCMaTpPUBAThCS
Kak OJIOKHOT, llepeBOpavyMBasi JINCThl CHHU3Y BBEpX.

[Tocne ycraHoBkM Bcex HeOOXOOUMBIX IlapaMeTpOB Ile4aTh JJisl IledaTH AOKyMeHTa
crienyet HaxaTb KHOIIKY IleuaTs.
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https://www.youtube.com/watch?v=3cpVxiwwhsw&list=PLKUX9-rP3A-KWU4iR9pK0Fqm4lMBYbUvo&index=5

P8, XAB 3HAHWIA
: MonOdone

HN3Menenne 0a3oBoro nmabd/jioHa HOBOTO HOKYMEHTAa

Kaxnapii HOBBI [OKyMeHT, BHyTpu penakropa «MoiO¢uc Texcr» cosmaercs c
nomoibio komaszisl Paiir - Co3gars wiv kombuHanue Ctrl+N 1o onpeniesieHHOMY 11aGJIOHY.
[ITab710H HOBOTO JJOKYMEHTa UMeeT CTaHJapTHbIe HACTPOMKY MOJIeH, mprudTa TOKyMeHTa U T.I1.

[TapameTpsl Takoro mabjoHa MOXHO W3MeHWUThb. HacTpoiika 6a3oBoro mabioHa Mof
CTaHJAPTHBI OPraHM3aIlMU MTO3BOJIUT IIPU 3allyCKe NPUIOXKEHUsI BCeraa UCI0JIb30BaTh 3a/laHHbIe
HACTPOWKHU, COOTBETCTBYIOIMe BHyTPEHHUM perylaMeHTaM I10 JIOKyMeHTO000pOTy OpraHU3alyy.

[[Tabnonbl HOBOTO JIOKyMeHTa pacrnosaraioTrcss B mnanke Default Template. /loctyn k
Tarke BO3MO>KEeH IIPU HAaJIMYMU 1paB aJMUHUCTPATOpa Ha MCII0JIb3yeMOM YCTPOMCTBe.

B omnepanuonHon cucreme Windows mnamnka pacnosiaraercsas no azgpecy: C:\Program
Files\MyOffice\Default Template.

st 3aMeHBI TUIOBOTO IMabJI0Ha HEOOXOJWMO pa3MeCTUTh HOBBIM IMIAOJOH B MAIKy
Default Template.

B kauectBe oOpasia MoXeT OBITb MCIIOIb30BaH TOJIBKO OAWH IabioH. «MoiOduc
TekcT» MOXeT HCIOJIb30BaTh cjeaylone ¢opMarbl (aiaoB npu paboTe C TabIWIHBIM
penakTopoM: xott, dotx, ott.
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XAB 3HAHUMA
MonOdomc

3aKJII0YUTeILHBIN TeCT

J11st paboThI C TEKCTOBBIMU JIOKYMEHTaMU HUCII0JIb3YeTCsl IPUII0XKeHue:

MoiiO¢uc Tabnuna

MoiiOduc [IpesenTtanmsi

MoitOduc Tekct

MoiiOduc [TouTa

«MoitOduc Tekcr» nojepKuUBaeT YTeHre U pelaKTUpOBaHKUe JIOKYMEeHTOB B CJIeJTyIOIINX
dopmaTax (BO3MOXKeH BHIOOP HECKOJIbKUX BAPUAHTOB):

doc

docx

odt

ods

pdf

«MonOduc Tekcr» 1n03BONSET COXPaHATh [OKYMEHTHI B ClleAyloluxX ¢opmarax
(Bo3MOXeH BbIOOpP HECKOJIBKMX BAPUAHTOB):

doc

docx

odt

xodt

pdf

[Tpunoxenve «MorOduc TekcT» mpemocTaBisieT CleAyrOIIHe BO3MOXKHOCTH (BO3MOXKeH
BbIOOD HECKOJIbKUX BApUaHTOB):

Pa6ora ¢ TekcTom

Pa6ora c Tabnunamu

Pabora c uzobpakeHusIMu

Pabora c Bugeo
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XAB 3HAHUMA
MonOdomc

Paborta c a;memeHTamMu Tekcra OCYyHIeCTBJIAEeTCA C IIOMOIIbIO KOMdH/IbI TVIdABHOT'O MeHIO:

[IpaBka

daiin

BcraBka

PopmaTt

Komanasl mnogmento aiimi KOMaHJHOTO MeEHIO TIO3BOJISIIOT BBIMIOJMHUTH JeHUCTBUS
(BO3MO>KeH BbIOOpP HECKOIbKUX BapPUAHTOB):

OTKpBITh

CoxpaHUTD

Y nanute

ITouck

Komannbr mogmento IlpaBka KOMAaHIHOTO MeEHIO IIO3BOJISIIOT BBITIOJIHUTH JEHCTBUS
(BO3MO>KeH BbIOOP HECKOJIbKUX BapHUAHTOB):

[IpoBepuTth Hasiure 0OHOBJIEHUN

CoxpaHUTD

Y nanuthe

ITouck

Komauner mogmenro BcraBka KOMAaHOHOIO MEHIO ITO3BOJISIOT BBIIOJIHUTL TEUCTBUA
(BO3MO>KeH BbIOOpP HECKOJIbKUX BaPUAHTOB):

Howmep crpanuib

JIuHelika

Tabmuia

HpaBOHI/ICHHI/Ie W I'PAMMdTHKA

Crpoka cocrossHHSI OToOpakaeT cienyiomlylo HWHPOpManui (BO3MOXEH BBIOOP
HECKOJIbKUX BApPHAHTOB):

Bepcuro 1okyMeHTa

Maciitab oTo6paXkeHust IOKyMeHTa
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XAB 3HAHUMA
MonOcdpme

Howmep Teky1iei cTpaHUITbI IOKYMeHTa U 0011iee KOJTMYeCTBO CTPAHUIT

Pasmep ¢aiina.

ITpu cozmanuu HOBOTO IOKyMeHTa (aiily 110 YMOJIYaHUIO IIPUCBAaUBAETCs UMSL:

HokymenT N (HOMep JOKyMeHTa)

Hogbiit nokymeHnT N (HOMep JTOKyMeHTa)

Moii nokymeHT N (HOMep TOKyMeHTa)

Motii HOBBIM JOKyMeHT N (HoMep JOKyMeHTa)

Jnist coznanus daitna B popmate pdf Heo6X0IMMO UCIIOIB30BATh KOMAH/AY:

Paits1 — CoxpaHUTh

Paiin — JKCIOPTUPOBATh

@Paiin — CoXpaHUTh KaK

Ctrl+S.

Hacrpoiika nosneit nokymenta MoiOduc ocyiecTBisieTcst C TOMOIIbIO (BO3MOXEeH BbIOOP
HeCKOJIbKMX BapUaHTOB):

Komanzst @aiin — [lapamMeTpsl CTpaHHUIIbI

Komanpgsr @atin — ['paHulibl CTpaHUIL

HNucTpymenTa JIuHelika

Komangsl Bun — ['panuiibi

BcraBka 1/1306pa>1<eHI/15[ B TEKCT OCYHIeCTBJIIeTCd C IOMOIIbIO KOMAdH/IbI:

Komanjibl BeraBka — M306parkenue

Komanpgsr @arin — Umnopt

Komangs! I1paBka — M306paxenue

Komangsl Bun — ['panuiibt

Bbl BcTaBisieTe B TeKCT H300pakeHHe, KOTOpoe HMeeT OuyeHb OoJibllioe pa3perieHue
(pa3mep). Kak uzobpakeHve OyneT 1oka3aHo B IOKyMeHTe?

H3o6pakeHrie BCTABJISIETCSl B UCXOJHOM pa3Mepe

H3006paxkeHnie MacITabrupyeTcsi B COOTBETCTBHM C pa3MepaMU CTPAHUIIbI
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XAB 3HAHUMA
t MonOdomc

N3ob6pakeHre He BCTaBJIsIeTCS

N3obpaskeHue BcTaysieTcs B craHgapTHOM paspeniiennd 200x300 mt

B Tekcr BcraBneHo wu3o6paxkenve. Ha kakoM CcHuMMKe oOTOOpakeH —TIpOIECC
TIPOTIOPIIMOHAILHOTO M3MEeHeHHs MacITaba KapTUHKH?
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XAB 3HAHUMA
MonOdomc

BcraButh HOMep CTPpAHHUIIBI B JOKYMEHT MOKHO C IIOMOIIIbIO KOMdH/IbI (BOBMO)KEH BbI60p
HEeCKOJIbKUX BAPUdAHTOB OTBETa)Z

@arin — HacTpoliky cTpaHUIIbI

BcraBka — Hymepanusi cTpaHuiibl

["opstumx kmaBut Cirl+P

['opstunx kiaBui Alt+P

BcraBka Ta6J'II/II_[bI B TeKCT OCYHIeCTBJIIETC C IOMOIIbI0O KOMAH/IbI:

Komanner Becraska — Tabmuia

Komanpgsr @arin — Umnopt

Komangb! [1paBka — M306pakenue

Komangsl Bun — ['panuiib

Jlo6aBuTH CcTOJOEI] B TAOJIUITY MOYKHO C TTIOMOIIBbIO KHOITKHU:

R

YkaxuTe Ha3HaYeHKe KHOIKHU g .

BblpaBHHBaHUeE 10 [IEHTPY STYeNKH

OObenrHeHue gueex

BcraBka pa3pbiBa CTPOKH
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XAB 3HAHUMA
MonOdomc

Hactpotika rpanuil ssuemku

£

YkakyuTe Ha3HAUYeHNe KHOIIKU IaHeJIn THCTPYMEeHTOB

Hacrpoiika rpanuil Tabiuiibl

3aJIMBKa STYCHKU [IBETOM

Jlob6aBiieHue siueiiku B TaOJIUAILY

Hactpotika rpanuil ssuemku

YkaxuTe HasHaueHHe KHOIIKHU IaHeJIn MHCTPYMEeHTOB (aKTI/IBHa pr BbIIIeHeHHOfI
TabuIe)

HaCTpOfIKa BEPTHKAJIbHOI'O BbIDABHHBAHHA

HacTtporika MeKCTpOYHOr0 HHTepBaJia

Hacrpotika orcryna

HacTpoiika BeicTynIa

1L

YkaxkuTe Ha3HaYeHKe KHOIKH IaHeJIM THCTPYMEHTOB:

HacTtpoiika BepTUKaJIbHOTO BbIpABHHUBAHUS

HacTpoiika MeXXCTpOYHOro MHTepBaJla

HacTpoiika otcryna

Hacrpotika BbiCcTynIa

¥
il

YkaxkuTe Ha3HAUYeHNe KHOIIKU IaHeJIn THCTPYMEHTOB:

HaCTpOﬁKa BE€PTHKAJIbHOI'O BbIDABHHWBAHHWA

HacTpoiika MeXXCTpOYHOr0 UHTepBaJia

YBenuueHue OTCTYIId

YMeHbllleHHe OTCTYyIa

-+

YkaxkuTe Ha3HAUYeHNe KHOIIKU IaHeJIn MTHCTPYMEHTOB:

HaCTPOﬁKa BEPTHKAJIbHOI'O BbIPDABHHBAHHA

100



XAB 3HAHUMA
MonOdomc

HaCTpOﬁKa MEeXXCTPOYHOI'O MHTEPBdJld

YBesiueHue OTCTyna

YMeHblIlleHHe OTCTYyIIA

YKakyuTe Ha3zHAYeHHe KHOIIKKU "+ ITaHeJIA HWHCTPYMEHTOB:

Hacrtporika ab3ana

HacTtpoiika MeXXCTpOYHOr0 MHTepBaJia

YBesiueHue OTCTyna

YMeHbllleHHWe OTCTYIIA

[TocMoTpuTE HAa CHUMOK 3KpaHa:

L Mo aosyuesis 9 Mauerin] - MoAOGC

B ¥ B & e TSI S E | sapomal  AaBBI  AaB6B:  AsBsEs.  AaB6Bi

Exegi monumeniuml

A namaTHiE CceDe BOFIBHT HEPYKOTBOPHE,

K peMy He 31pacTer Hapoaian TPork,

BOHECsH BEILIE OH IEB0K HENOKOPHON

Asekcana pHilckoro cToimi Her, Beck 2 e yMpy — AVIE B 3aneTHod
TTHpe

MOS pEx NEPERBeT i TISHER ¥OEHT —

H crapen Gyay & 10K0/E B NOLTYHIOM MHpa

Hmp Gy aeT X0Th o nHHT Ciyx 060 MHe npoiiger no soeid Pyod
BanHxof,

YKa)KI/ITe, KaK U3MEHUTCS TeKCT, eCliid IPUMEHUTb KOMdHIY Ctunb — 3aroaoBoOK2

Bcs cTpoka npuMeT BHJI, COOTBETCTBYIOIIMM CTHIIIO 3ar0JIOBOKZ

CnoBo «BO3BUI» IIPUMET BHUM, COOTBETCTBYIOIIII/Iﬁ CTHITIO 3arojIoBOK2

Huuero He mpousoiizer

Bechb TeKCT U3MEHUTCS U IPUMeT BUJI, COOTBETCTBYIOIIMN CTWIIO 3aroJIoBOK2

HOCMOTpI/ITe Ha CHUMOK 3KpdHd:
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XAB 3HAHUMA
MonOdomc

L Mo aosyuesis 9 Mauerin] - MoAOGC - o *

GH mowa [ Msstoweeme 2] Kouwermazes

B XBOva- . o i EeB= 1=~ | panopat | AaB6F AaE6BI  AsBsBa  AaB6BI

Exegi monumeniuml

A namsmiy cebe B0ANBHT HEPYROTBOPHEN,

[ peMy He 30pacTet HAPOAIER TPOM,

BOseCsH BEILDE OH IMER0K HENOKOPHON

Asekcana pHickoro croima. Her, bech 2 ie yMpy — AVUE B 3aneTHod
TTHpe

Mot npax NEpEEHReT B TI0HER VOEHIT —

H chanen Syay 8. A0KOAL B OIOLYHIEOM MHpe

HmB Gy 8T X0Th omHE naT Cnyx 060 MHe npoimeT no Boeli Pyon
BenHxof,

YKH}KI/ITE, KaK U3BMEHHUTCS TeKCT, eClid IDUMEHUTb KOMdHIOY Ctunpb — 3aroaoBoK2

Bca CTPpOKa IIpUMET BU/, COOTBETCTBYIOH_II/Iﬁ CTHJIIO 3arojIoBOK2

BoiienieHHBIN TEKCT IPUMeT BUJ, COOTBETCTBYIOIIMM CTUIIO 3ar0JI0BOKZ

Hudero He mpousoriier

Bech TeKCT UI3MEHUTCSI ¥ IPUMeT BUJI, COOTBETCTBYIOIIMM CTHIIIO 3ar0JIOBOK2

HOCMOTpI/ITe Ha CHUMOK 3KpdHaA:

L Homwd dpayuesit G [Aaserin - MOACGC - o ES

! nabokal | AABBE  AaB6B1  AsBoEs.  AaB6Bi
B+ 0 KK Y T o L [ef -8 LR | 0% H S bt

|
wBu shils
B Exegi monumentuml

A naMATHHE CE0R BO3NAHT HEPYKOTEOPHEIR,

K HeMy HE 3pacteT HApoiHan TROrE,

Boasiercd BLLIE OH TAREOR BETIOROPHOR

Anexcanapufickoro cronna Her, 8eck 8 Be yMpY — IVina B 3a8eTHod
npe

YKa)KI/ITe, KaKoe JIeHCTBHe 6YJ1€T BEBITIOJIHEHO:

[IBeT mpudTa BbijiesIeHHOU dpa3bl OyieT U3MeHeH Ha >KeJIThbIN

BbIIIeJIeHHaSI CTPOK4 6y11€T BblJleJjIeHd KeJITbIM I1BeTOM

Huuero He mpowusoiisier

Bech niBet mpudTa Oyaer u3aMeHeH Ha XKelThIN
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XAB 3HAHUMA
MonOdomc

HOCMOTpI/ITe Hd CHUMOK 3KpdHa:

L Mo aosyuesis 9 3] - MoAOGs

=g = = ._ =, | gapogal Aa?ﬁ! ..ﬂlml-‘,f:'m Msoag, :Aa.rfsg. T r— Sy

I o

S TR TR CEOE BHIRMT HepyROTBODHEG,

K HEMY HE 3IPAcTeT Hapaanas Tpona,

Bosmeccd nbLue 01 FIano senokopho

Anegrann pricoro oo Her, seck 8 He YMpY — AVINa B 3anETHN
Hpe

Mot nipax nepesiieT i Tk yORKHT —

H crapen Gyay 4. A0KOME B NOLTYHEOM MHpS

Al GyaeT xome opHE nHHT.Crvx 0o MHe npofgeT no el Pyon
BETHKOR,

VYkaxkuTe, kakoe JIeMCTBUe OYIEeT BBITIOIHEHO:

Y cTaHOBUTCSI MEXXCTPOUHBIA UHTEpBaJ 1,15 cTpoku

VYcranoButcs otcry 1,15 cm.

YcraHoButcd BuIicoTa g4ueiku 1,15 cm

Ycra"oButcs pazmep mipudrta 1,15 nr.

-—

YkaxxkuTe Ha3HaYeHe KHOIIKHU = INaHeJIM THCTPYMEHTOB:

VY cTaHoBeHre MapKUPOBAHHOTO CIIMCKa

YcraHoBIeHue HYMEepOBdAHHOI'O CITMCKa

BcraBka Tabnumel

HaCTpOfIKa HWHTEepBaJIOB MeXXy CTPOK

11—

VkakuTe Ha3HAYEHUE KHOIIKK *— IaHe MHCTPYMEHTOB:

YcraHoBIeHue MdpPKHUPOBAHHOI'O CITMCKA

VY cTaHoBIeHNe HyMepOBaHHOTO CIIHCKA

BcraBka Tabmauinl

HaCTpOﬁKa HWHTEPBAJIOB MeX1y CTPOK
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XAB 3HAHUMA

MonOcdpme

HepechnI/ITe BCEe BO3MOJKHBIE CIIOCOOBI COCTaBJIEHHS CIIMCKOB (BOBMO)KEH BbI60p

HeCKOJIbBKHX BapI/IaHTOB)Z

[Ap—

C TIOMOIITHIO KHOTIKY *—

C TIOMOIIIBIO KHOTIKK

C nomorbio komauasl Beraska — Cricok

C nomoiiibto ropsiunx kiasui Ctrl+V

Co3nath MapKHUpPOBAHHBIM TOAYPOBEHb HYMEPOBAHHOI'O CITMUCKA MOXHO C TIOMOIIBIO

KOMaH/IbI (BO3MO>KeH BbIOOP HECKOJIbKMX BapUAHTOB):

C TOMOIITHIO KHOTIKUA “—

C TIOMOIIBIO KHOTIKA *—

C nomombto koMaHbl @opmaT — BeipaBHUBaHUE — Y BeJIMUUTH OTCTYII

-+

C DOMOIIbI0 KHOIIKUA

Hpe,HBapI/ITEJ'IbHHﬁ IMIpOCMOTP W IIe4dTb [JOOKYMEHTd OCyleCTBIgeTCda C IIOMOIIbRO

KOMAH/JbI (BOBMO)KEH BbI60p HeCKOJIBKHUX BapI/IaHTOB)I

Q

C ITIOMOIIIBIO KHOITKH

C nomomipto komas bl [IpaBka — Ileuats

C nomorbio komaunns! atin — IleuaTs

C nomorpbio ropsiuux kiaui Cirl+P

Q

Komanpa, Bei3biBaemMast KHOIIKOH npeIHa3HavYeHa JIJis:

VBenuuenus macmraba 0ToOpaskeHus: JOKyMeHTa

IToucka 3dJdHHOI'O TeKCTa I10 JOKYMEHTY

3akperieHUst 06J1aCTH IOKyMeHTa

Hactpoiiky napameTpoB mpocMoTpa
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78, XAB 3HAHWIA

MonOcdpme

Coucok I/IJIJIIOCTpaIII’Iﬁ

Pucynok 1.1 — Nnurepdeiic npunoxeHNs: «MOHOPUC TOKCT» uemrrrrmmrrremmrrsmmrssnmssssmsessansessansas 4
Pucynoxk 1.1-a — UnTepdeiic npmiokeHUA «MOHOPUC TEKCTY cuvvemmrrremmrrsmmsssmsrssmssssansessansas 4
Pucynoxk 1.1-0 — UnTepdeiic npmiokeHUA «MOHOPHC TEKCTY cuvveemrrsemmsrsmmsssemssssnssssansessansas 4
Pucynok 1.2 — CkppITHe Ha3BaHHUS Pa3/ie/I0B MAHEIH HHCTPYMEHTOB -uuvsssrsssnsessanssssansessansas 5
Pucynok 1.3 — Komanna CBepHYTh pa3/iesl HaHeJIHM HHCTPYMEHTOB. .uuusucssssssssnssssnnssssanssssnnnas 5
Pucynok 1.4 — OTKpbITHE MEHIO IIPABKA....ciciriimsrinmsnssnesninesnisnsssssmssnssnsssssn s s s ssmnnsssmsnensnnnas 6
PHUCYHOK 1.5 — BUIOIK@HHOE MEHIO ..cercismsressmsssssnsssssnsmsssmsmssnssessnssessnsssssnssssssssessnsssssssessnnssssnssessnnnss 7
Pucynok 1.6 — OTobpazkenue JInHeHKH B MEHI0 BHI] BKITIOUCHO. ...vcermremrsnsssnsssmssnnssmsssmssnnsans 7
Pucynok 1.7 — Vcnoyib30BaHME OOBITHON KHOIIKH wuuerssscssssssssssssssassssnsesssssassssssnsessssnsssnsssnssnnssns 8
Pucynok 1.8 — IlanuTpa 1BeTOB PACKPHIBAIOMICHCH KHOIIKH «evvsercssssssasssnssssarsssssssasssnssssasesnnss 8
Pucynok 1.9 — Dj1eMeHTBI PACKPBHIBAIOIIMXCS KHOIIOK wuusrssasesasssssssssssssasssnssssssssnssssasssnnsssnsssnnss 9
Pucynoxk 1.10 — Be10op mipudTa B pAaCKPBHIBAIOIIEMCS CIIMCKE. .e1essmsssssnsssssnsssssnssssansessansessans 10
Pucynok 1.11 — Co3ganue foKkyMeHTa U3 HIA0T0HA APYTOT0 QPAIIA wueerssmsesnnssmsssnnsssmsssnnsnnns 11
PuCyHOK 1.12 — OTKPBITHE (AIIA cerersneresnsssssnsssssmsmsssmsmsssnssssnssassnssessnssassnsssssnssssnnssssnnsessnnsessnns 12
Pucynok 1.13 — OTkpbITHE OJHOT0 U3 NOCTeTHUX OTKPHIBABHIUXCS (PAMIIOB...ccsemreisenreinnns 13
PuUCYHOK 1.14 — COXPAHEHHE JIOKYMEHT 1uusuerrssmsssssmsesssmsssssmsessnssessnssessnsssssnsssssnsessnnsessnnsessnnsessnns 14
Pucynok 1.15 — PackpriBaroniasicss KHOIKA COXPAHHTD wuuseussssessssssassssnsssnsssnnsssnssssnsssasssnnsssns 15
Pucynok 1.16 — Dxcnopt ¢aiina B popmat PDF (a). Ileuats - IxcropT B pdf (0) ..oeeeeeueee 16
PuCYHOK 1.17 — DKCIIOPT PAMIIA uuriimrcsurrsmrssassssnsssasmsnsssssssssnsssssssssssssssssssssssesnssssssssnssssasesnnssses 17
Pucynok 1.18 — 3anpoc Ha coxpaHeHIe U3MEHEHUM B (PAMIIC ..cccerverrsnmrssmsssnnsssmsmsnnsssmsssnnsanes 18
Pucynoxk 1.19 — VizmMeHneHne MacIITada 0TOOPAKEHUS HOKYMEHTA «evressnsesssnssssansessansessansassans 19
Pucynoxk 1.20 — OTobOpakeHHe HETIEYATACMBIX CHMBOJIOB uusssssssssssasssssnnssssnssssanssssansessansessans 20
Pucynok 1.21 — He BbifesieHHBIH U BbI/IeIeHHbIH QPAarMeHThI TOKYMEHTA wuueesesssssessansessnns 21
Pucynok 1.22 — Kuonku OTMeHUTH U [I0BTOPHTD HOC/IETHEE EHICTBHE. ..usersemsrssnmssssnnsassnns 22
Pucynok 1.23 — OxHo cripaBo4HO¥ cUCTeMBI « MOHOQPHUC TEKCT» wevvveerssmrssansssessssnsssasssanssnes 23
PucyHok 1.24 — TIaHeIb OBICTPBIX HEHCTBHIH «ueuersssrsusesassssssnsssnssssssnsssassssssnsassssnsesnsssassnsesnsasassn 24
Pucynok 1.25 — IIpoBepKa TEKYIICH BEDPCHH «uuveresasssssrssassssssssassssssssassssssssasesnssssassssssssasesnnsssas 25
Pucynok 2.1 — BriniesieHue c10Ba P MPOBePKe MPABOIMHCAHM A vuseresssssasesnsssssssssssssasssnnsssas 27
Pucynok 2.2 — IlpoBepka npaBonucanusi komannaa Uacrpymentsi - IIpaBomicanwe. ......27
PHUCYHOK 2.3. — TIOMCK T@KCTA cuurrssunsrssnnssssnnssssnsssssnsssssnssssnnssssnnsessnnsessnnssssnnssssnnessnnsessnnsessnnssssnns 28
Pucynok 2.4 — Vcniosib30BaHHE NAPAMETPOB ITPH IOMCKE cuuesresssssessassessnsssssnsssssnssssnnsessnnsessnns 29
PucyHok 2.5 — PacIIUPeHHBIH 0YPeP O0MEHA .. creemrrrumrrsmrssnmssmsssnnsssmsssnnsssmsesnnsssnsssnssssmsesnnsnnns 31
Pucynok 2.6 — HacTpOHKH HAPAMETPOB CTPAHUIIBI ..cresssssesssssesssssessnssessnsssssnsessnnsessnnsessnnsessnns 32
Pucynok 2.7 — 3MeHeHHe pa3Mepa BePXHEr0 MOJISA CTPAHHUIIBI wuuueresssssssssssssssassssnsssasssnnsssns 33
Pucynok 2.8 — Ilepexon k co3manuio (PeJaKTHPOBAHMIO) KOJIOHTHTYJIA wusesssessasssnsssnssnsssnsss 34
Pucynok 2.9 — PeikM PA0O0TBI C KOJIOHTHTYIAMH .euusssrssassssssssassssssssassssssssasesnssssassssnsssasesnnssnas 35
PucyHok 2.10 — BCTAaBKA HOMEPOB CTPAHUIL «evcvsesssssssssssssssssssssasssssssssssssssssasesnsssssssssssssnsesnnssnas 36
PUCYHOK 2.1]1 — Pa3DBIB CTPAHHUIIBIccsusrrssnsssssnsssssnsssssnssssnnssssnnsassnnsessnssessnsssssnsesssnssssnnsessansessnns 37
PUCYHOK 2.12 — Pa3DBIB PAB/I@IIA tesusrrssunsrssnnssssanssssnsssssnsssssnssssnnsessnnsessnnssssnnssssnnsssnnssssnnsessnnssssans 38
Pucynok 2.13 — IlaHeTb HHCTPYMEHTOB PHIYPA civvvecrssssmssssnmssssnnssssnnssssnsssssnssssnnssssnnsessnssassnns 39

105



78, XAB 3HAHWIA

MonOcdpme

PucyHok 2.14 — TeKCTOBBIH 0JIOK BHYTPHU JOKYMEHT uuuressmsssasssnnsssnsssnnsssnsesnnsssnsssnnsssasesnnssnns 39
PucyHok 2.15 — @PUTypPBI BHYTPH JOKYMEHTA -eucssmsesssmsssssmsessnnsessnnsessnssessnsssssnssssnsessnnsessnnsessnns 40
PHCYHOK 2.16 — PeIleH3UPOBAHHE ...ccsereserissnsssnssssnsssasssssssssssssssssssssssssssssssssssssessssssnssssnsssasesnnssnns 41
Pucynok 2.17 — Nndopmanys 00 H3MEHEHHAX B JIOKYMEHTE «.ueesuresarsssssssessssssssnsssnssnsesnsasnssn 42
Pucynok 2.18 — Ilogpo0Hast HHPOPMALIHISI 00 M3MEHEHUH .eereseressssssassssssssssesnssssasssnssssasesnnsssns 42
Pucynok 2.19 — Ilogpo6Hast ”HPOPMALHISI 0 OOIBIIOM M3MEHEHUH ueerssesesssssssssssssssasssnnssses 43
Pucynoxk 2.20 — IlociieioBaTeIbHBIA HPOCMOTP H3MEHECHUM cuvvsesressnssessnsssssnssssnnssssansessansassans 43
Pucynok 2.21 — YupasiieHHe 0TOOPAKEHHEM H3MEHEHHMH 1vuusresssnssssnsssssnnssssnnsssnsessansessansessans 44
Pucynok 2.22 — IlpenynpexneHyie 0 HeBO3MOKHOCTH BHeCeHUSI M3MEeHeHHH B JOKyYMeHT.45
Pucynok 2.23 — IIpuHaTHEe WIN OTKIIOHEHUE HCIIPABIICHHE «coeisemressmssessnsssssnssssnnsessnnsessnnsassnns 45
PucyHOK 2.24 — BCTABKA KOMMEHTADHS wuvssrssassssssssassssassssssssssssasssssssssssssssssssssssssssssssnsssasssnnsssns 46
PuCYyHOK 2.25 — BCTABKA KOMMEHTAPDHS wevseressssssasssasssssssssssssssssasssssssssssssssssssesssssssssssnsssasesnnssnns 47
Pucynok 2.26 — IIpocirymiiBaHHe ayTUOKOMMEHTAPHS «avesserssasessssssassssssssasesnnsssasssnssssasesnnsssas 47
PucyHOK 3.1 — JIOKYMEHT /10 OQDOPMIICHHS «uuuurrssmrssnssssnsssnssssnsssasesnssssnssssssssasesnssssssssnssssnsesnnssses 48
PucyHok 3.2 — JIOKYMEHT ITOCTI@ OPOPMITCHYIS cuuureserrssnsssnssssssssasesnnsssnssssssssasesnssssnsesnssssasesnnsssas 48
PucyHok 3.3 — BBIOOD HIPHQPTA (TAPHHUTYPBI) ceuemrrsmsssmsssmssssmsssasssnsssmssssnsssnsssnnsssnsssnnsssnsssnnsssns 49
PucyHok 3.4 — BpIOOD PA3MePA IHIPHPTA cueerrmrrinmrssmmssnmmmsmssssnsssasssnnsssmssssssssssssnsssssssssssssnsesnnssnns 50
Pucynok 3.5 — YcraHoBKa IPOU3BOJILHOIO PA3MePA HIPHPTAuuumressmmsessmsssssnssssnnssssnnsessansessnns 51
Pucynok 3.6 — IlnaBHOe H3MeHeHHEe PA3MePA HIPHQPTA uumrersmmressnmsessmnsessmsssssnssssnnsessnnsessnnsessnns 51
Pucynok 3.7 — YcraHoBka HauepTaHUA U Jpyrue BapHaHThI POPMATHPOBAHHUSA «uvseresnsssses 51
PucyHok 3.8 — BepxXHHE M HUMKHHIE MHIICKCBI «uuvseressssssssssassssssssasssssssssssssssssasesssssssssssnsssasssnnsssns 52
PrCYHOK 3.9 — 3aUePKUBAHHE TEKCTQ terasesssrssassssasssassssssssassssssssasssssssssssssssssssesnssssassssssssasesnnssnas 53
Pucynok 3.10 — VizMeHeHHe perucTpa TEKCTa U MEK3HAKOBOI'0 HHTEPBAIIA cuessrsssnsessansrssans o4
Pucynok 3.11 — BBIOOP IIBETA IIPHQTA weveeerrsmssrssmsssssmsssssmssssnmssssnnsessnsssssnsssssnsssssnssssnnsessansessnns 55
Pucynok 3.12 — VI3MeHeHHE IIBETA (POHA TOKCTAxuusmrrssmsssmssssnsssassssnsssnsessssasnsesnssssnsssnnsssasesnnssnns 55
PucyHok 3.13 — Buibl BHIDABHUBAHHUS A03AIICB «uueerssssssmssssnsssasssnnsssnsssnssssnsesnnsssnsssnnsssnsesnnssnns 57
PHCYHOK 3.14 — OTCTYII Q03AIIA «ecuueeiemrrsmnrsnsasmnssnnsssmsssnnsasmssssssssmsssnssasnsssnssssnsesnssasnsesnnsssnsesnnsnnns 58
Pucynok 3.15 — YcraHoBKa 0TCTYIIOB ab3a1ieB C HCII0JIb30BaHHEM I'OPH30HTAILHOM

JIMTHEHIKI 1asusnessnsssssnssssssssssssssssnsssssnssessnssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssnssssnnssssnnnasnns 58
Pucynok 3.16 — To4Hasi yCTAHOBKA OTCTYIIOB A0D3AIICB ..ccvsrrsmrsssrsmsssmssssssnsessssnsssnsssmssnsesnsasnrsn 59
Pucynok 3.17 — VI3MeHeHHE OTCTYIA A03AIIA . uuuumresusrssnsesassssnsssasssnssssnsessnsssnsesnssssnsessnsssasesnnsssns 59
Pucynok 3.18 — BBIOOP M@KCTPOUHBIX HHTEPBAIOB wecrcsessssssssassssssssassssssssnsesnssssssssnnsssasssnnssnns 60
Pucynok 3.19 — YcraHOBKA HHTEPBAJIOB MEMKIAY A03AINAMK -evessessessassessnnssssnssssansessansessansessnns 61
Pucynok 3.20 — O¢opMmiieHHe HyMEPOBAHHOIO CIIMCKA usuresssssssssssessassassnsssssnnsssnnnsssnnsessnnsessnns 62
Pucynok 3.21 — OdopmiieHe MADKHPOBAHHOTO CIIMICKQ wuussssssssssessassessnnssssnssssnnssssnnsessnnsessnns 63
PucyHok 3.22 — MHOIOYPOBHEBBIM CITHICOK teususssssssssssnssssssssssnssessnssessnssassnsssssnssssnnsessnnsessnnsessnns 64
PHCYHOK 3.23 — BBIDOP CTHUIIS .cuurrsurssessnsssassssssnssssssssssnsesnssssssnsessssnsssnssssssssssnsassssnsssnsesnssnnesnsasnssn 65
PUCYHOK 3.24 — CO3/JAHHE CTHIIS ceuemrrrsmmsrssnsssssnsssssmsessnnsessnssessnssessnssessnssessnsssssnsessnnsessnnsessnnsessnns 65
PHCYHOK 3.25 — HOBBIH CTHIID wuctcsasessasssassssssssassssssssasssssssssssssssssssssssssssssssssssssesnssssssessssssasesnnssnas 66
PHCYHOK 3.26 — VICTOPHS «(KHCTOUKH cuusrssnsssnssssnsssnssssnsssnssssnsssnssssnsssnssssnsssnsesnnsssnsssnnsssnsssnnssnns 67
Pucynok 4.1 — I'pynma KoMaH/ 711 PAOOTBHI C TAOTHIICH wuvesresssmsessnnsessnnssssnssssanssssansessansassans 68
PHUCYHOK 4.2 — BCTABKQ TAOITHIIBI «estessusssssasssssnsssssasssssnsssssnssssnnsessnnsessnnssssnnssssnsessnnsessnnsessnnsessans 69
PucyHoKk 4.3 — PeiKHMBI PADOTBHI C TADITHIICH «eeusremsssnnsssmssssnsssasssnnsssnsssnssssnsesnnsssnsssnnsssnsesnnsnnns 70
PucyHOK 4.4 — BPIIEJICHUE CTPOKH TADIIHIIBI-.cusresusssnnsssmsssnnsssnsssnnsssnsssnssssnsesnnsssnsssnnsssnsesnnssnns 71
PHCYHOK 4.5 — BBI/ICJICHIE@ TAOIHIIBI -euueresemsssnsssnsssmsssnnsssnsssnnsssnsssnnsasnsesnssssnsesnnsasnsesnnsssnsesnnssnns 72



8 XAB 3HAHUM

MonOcdpme

PHCYHOK 4.6 — JI00QBII@HHE CTOIOIIA . cemursumrasmsssnmsasmsnsnnsasnsssnnsssnsesnnsasnsssnnsasnsesnnsssnsesnnsssnsesnnssnns 72
PUCYHOK 4.7 — JI00QBIICHHE CTPOKH .eeverusesmsssmssssmsssnsssnnsssnsssnnsssnsesnssasnsssnssssnsesnssssnsesnnsssnsesnnssnns 73
PucyHok 4.8 — YajieHye CTOIOIA HIIH CTPOKH «ecceasesssssmsssssssmsssnnsssnsssnnsssnsesnnsssnsssnnsssnsesnnsanns 73
PHCYHOK 4.9 — OOBEIUHEHUE SUCECK .eerrmsrssmsssmsesmsssmsssnmsssnsessnsssnsesnnsssnsesnssssnsesnnsssnsesnnsssnsesnnssnns 74
Pucynok 4.10 — Ilpexynpexnenue 00 ynajieHUH COIEPKUMOr0 00beJUHSIEMbIX sTYeeK. ....74
Pucynok 4.11 — VI3MeHeHHe HIUPHHBI CTOIOIAuuuuusmsessssssnssssnsssasssnnsssassssnsssasesnnsssssesnssssasesnnssnns 75
Pucynok 4.12 — BepTukanbHOe BLIDABHUBAHNE TEKCTA B STYCHKAX wrvssnssrsnssssanssssansessansassans 76
Pucynok 4.13 — BbIOOP IIBETA 3AIUBKH STUCHKH weeserssmsssssnssssnssssnnssssnnssssnnssssnnsssnnsessansessansessans 77
PuCYHOK 4.14 — Y CTAQHOBKA IDAHHUIL STUCEK .1essusssssmsssssnsssssmssssnssassansessasssssnsssssnnsssnnsessnnssssnnsessnns 77
Pucynok 4.15 — Tab6smmna ¢ HacTPOHKOH HeT rPAHUIL SUCCK...cuvemrrsmrrsnmsssmsssansssmsssnnsssmsssansnnns 78
PuCYHOK 4.16 — BCTABKA H300PAMKEHHS cuuresersarssmrsssssnsssassssssnssssssssssnsssassssssnsessssnsssnsessssnsssnsasnssn 79
PucyHoK 4.17 — BBII@TICHHOE M300PAMKECHIE cuevrsmrssersmsssmssssssnsessssssesnsssasansssnsessssnsssnsessssnsesnsasasan 80
PucyHok 4.18 — M3MeHeHHEe PAa3MePA H300PAIKEHIIS wumresmrssrrsmsssmssmsssmssssesnsessssnsesnsssnssnsesnsasnssn 80
Pucynok 4.19 — Bb10op pexxuma 00TeKaHHS H300PAKEHUA TEKCTOM .ueeerrssmsesssnsesssnsessansessans 81
Pucynok 4.20 — PenakTHpOBaHHEe CCHUIKH B TEKCTE JOKYMEHTA wuvsercssssssasssnssssassssnsssasssnnssses 82
Pucynok 4.21 — BcTaBKa OTJIaBIEHHS B TEKCT JOKYMEHTA «ecressssssssnnssssnnssssnsssssnssssansessansessans 83
Pucynok 4.22 — BcTaBKa OTJIABJICHHS B TEKCT JOKYMEHTA wecrcsssssessassessnssessnssssnnssssnnsessnnsessnns 83
PHCYHOK 4.24 — CTHIIH OTJIABIICHM S ucssussessnsssssnsssssnsasssnssssssssssnssasssssassnssassnsssssssssssnssssnnsessnssessnns 84
Pucynok 5.1 — OTKpbITHE JOKYMEHTA JI/ISI CDABHEHHS ueceesssssesssssessnssessnsssssnssssnnsessnnsessnnsessnns 85
PucyHok 5.2 — CpaBHEHHE ABYX JIOKYMEHTOB wuvsusssassssasssassssasssassssnsssassssnsssassssnsssassssnsssasssnnsssns 86
PucyHOK 5.3 — OKHO 3a/IaTh ITAPOJID wresasssssrssassssasssassssssssassssnsssasssssssssssssssssasesssssssssssnsssasssnnsssns 87
PHCYHOK 5.4 — OKHO BBO/IQ ITAP OIS 1ueresesssssrssassssasssasssssssssssssssassssssssasssessssasssesnssssssesnssssasesnnssnns 87
PucyHOK 5.5 — OKHO YIIPABICHHE ITAPOIICM .eersserssassssssssassssssssasssssssssssssssssasssnsssssssssssssasesnnssnns 88
Pucynok 5.6 — OTnpaBka A0KyMeHTa II0 3JIEKTPOHHOM mo4yTe u3 pegakropa «MoitOduc

T@KCTY weurusensasssusssarsasssnsssnssasesnssssssssssnmassssnsssssassssssesstassssssesssasssassassssssssnsssassssssssasssssnssasasasssnssnnasnssn 89
Pucynok 5.7 — Kuonka IlegaTs Ha TaHEIHN OBICTPOTO JOCTYIIA .ecrenrrssnsssmsesnnsssnsssnnsssasesnnsnnns 90
Pucynok 5.8 — HaCTPOHKH CTPAHMIBI M ITCUATH «eeeessmsssssmsesssssessnnsessnssessnsssssnsessnnsessnnsessnnsessnns 90
Pucynok 5.9 — Hacrpoiiku cTpaHHIbI ¥ TeYATH. Q0/IACTD HeUATH. ccuumresmsesnnsssmsssnnsssmsesnnsnnns 91

107



