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MENCOYHAPOOHO20 NPABaA U MeHCOy-
Hapoonozo busneca "lanexep" 3a
nyonuKayuio OaGHHOU KHUSU

BBE[EHWUE

Bropast yacTh KHHTH TMOCBSIIEHA ONHCAHHIO OCHOBHBIX BO3MOXHO-
creit pegaktopa Word, KOoTopsie TO3BOIISTIOT paboTate ¢ daiamMu - JOKy-
MEHTaMH PEIaKTopa, HabupaTh, opMaTUPOBATh U PEAAKTUPOBATH TEKCT,
neyatraTh €ro M Co3JaBaTh HecJoXHbIe Tabmuipl. KpoMe TekcroBoro pe-
JlaKkTopa OyAyT pacCMOTpPEHBI JIOKAJIbHbIE KOMIBIOTEPHBIE CETH, DJIEK-
TPOHHAs ITOYTa ¥ BO3MOXKHOCTH MHTEepHETa, BKIFOYast CITy>KObI HOBOCTEH.

CemeiictBo pemaktopoB Word mis Windows Ha CeroqHSITHUNA JICHb
SBJISIFOTCSL HanOoJiee yIauyHol peanu3aiiell mporpaMm st paboThl U pe-
JIAKTHPOBAHUS HE OYEHb OOJIBIINX TeKcToB (00b19HO 10 200-300 cTpanui)
B OOBIYHOM HJIM KHIDKHOM BHJIE. DTa IMporpaMma, 63 COMHEHUs, SBIACTCS
HanOoJee TOMyJIIPHOW Cpely MPOTpaMM TEKCTOBBIX PEAaKkTOpoB. Pemak-
TOp MMEET HEKOTOpHIE BCTPOEHHBIE MPOTPaMMBEI W CaMble COBPEMEHHBIE
CpezAcTBa AN MPOBEPKHU MIPABONHUCAHMS, T0J00pa CHHOHUMOB U IIa0JIOHBI
JIOKyMEHTOB, MO3BOJISIIOIINE OBICTPO M MPOCTO O(OPMUTH TEKCT B HaIJIC-
xKamem Buzae. Vimeercs Lenblif psl APYTHX BO3MOXKHOCTEH 1O odopmIie-
HHIO TEKCTa JIOKYMEHTA.

B nactosmeit kaure mMpl OyieM paccMaTpUBaTh BapHaHT PelaKkTopa
Word - 97 miast Windows - 95/98, KOTOpBIH BXOJHWT B COCTaB KOMILICKCA
nporpamm nox Ha3zBanueM MS Office - 97. Penaktop Word - 97 obGecre-
9yuBaeT npeodpaszoanue nokyMeHToB Word - 95/6.0 dopmaToB B popmar
Word - 97, a Takxke COBMECTHOE HCITONIb30BaHUEe JOKyMeHTOB Word - 97 ¢
nonb3oBaresiMa Word - 95 m Word - 6.0. s Toro, 9To0bl mpeodpaszo-
BaTh JIOKYMEHT, co3naHHbii B Word - 95 mim 6.0, mpocTo oTKpoiiTe ero B
Word - 97. Jlns 3aBepumieHHs IpeoOpa3oBaHHUS COXpPAaHHUTE TOKYMEHT B
topmare Word - 97. Bece Buapl manHbx u ¢popmarupoBanust Word - 95 u
Word - 6.0 mommHOCTRIO TIOAIepkuBaroTcss Word - 97.

Ecnu npoucxoqut mocteneHHbli nepexoa K ucnoibp3oBanuio Word -
97, MOXeT TOHaOOUTHCS UCIIOJIB30BaTh JOKYMEHTHI COBMECTHO C IOJb-
30BaTeIsIMU TpeApLayiux Bepcuit Word. B OCHOBHOM cCyIlecTByeT aBa
METO/1a COBMECTHOT'O HCIOJIb30BaHUS JOKYMEHTOB!

1. Coxpanenue moxkymentoB Word - 97 B opmare pemakTopos
Word - 6.0/95(7).

2. Ortkpoitie gokymentoB Word - 97 mernocpencrsenno B Word -
95 uim Word - 6.0 ¢ momorpto kouBeprepa Word - 97.



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

Tak xak Word - 95 u Word - 6.0 mogiep>XuBaroT He Bce BO3MOXKHO-
ctu Word - 97, coxpanenue nokymentoB Word - 97 B ¢opmare Word -
6/95 MOXeT MoBJIeYb NOTEPIO JAHHBIX WK (POpMAaTUPOBAHMS TEKCTA.

ITon noxanbHO# "ceThio" TOHHMMaeTcss HAOOP KOMIBIOTEPOB, MO/I-
KIIIOYEHHBIX JPYT K ApYry (Hampumep, "ceTh" B KOMIIBIOTEPHOM Kjacce
OyzieT JIOKaJbHOM CeThI0) TaK, 4TOOBI OCYHIECTBIISITH JOCTYN K OOLIMM
pecypcam, Hanpumep, daitnam, nankam 1 npuHTEpaM. Ecnu Bam KoMmbro-
TEp MOAKIIOUEH K "ceTH", TO MOXHO IPOCMAaTpPHBATh CETEBHIE PECYpPCHI
TaK, Kak OyJITO OCYIIECTBISIETCS MPOCMOTP PECYpCOB COOCTBEHHOTO KOM-
IBIOTEPA.

WuTepHeT — 370 TI00anbHas KOMIBIOTEpHAS "ceTh", 00BeIMHSIOmAs
MeXy cO00H MUJUTHOHBI KOMIIBIOTEpOB 1 Web — cepBepoB, pa3dpocaHHBIX
B CaMbIX Pa3HbIX TOUKaX MHPA, KOTOPHIC B JaHHBI MOMEHT ITOJKITIOYECHBI
K TAKOH CETH.

[Tpu Hamuuuu poctymna Kk VHTepHeTY (Hampumep, ¢ MOMOIIBIO MOJIe-
Ma dyepe3 mocTaBluka yciyr MHTepHeTa - mpoBaiinepa unu depe3 ceThb
KOMITBIOTEPHOTO Kjlacca) ¢ TMOMOIIbIO JUAIOTOBOTO OKHA. OTKpBITHE I0-
KyMeHTa J11000# nporpammsl nakera MS Office nnm nporpammsl Internet
Explorer - 5 MOXHO OTKpBIBaTh JTIOKYMEHTHI B 10001 obiacTu MHTepHeTA.

IMpocmarpuBath nokymenTsl MS Office ¢ runepcchiiikamMu U onpesie-
JATH WX PACIIONIOKEHHE (HA KECTKOM IHCKE KOMIIBIOTepa, Ha CETEBOM
nmucke win B THTEpHETE) MOXKHO ¢ TIoMoImIbio mporpamM Microsoft Excel,
Word, PowerPoint, Access u Internet Explorer.

Kaxnplii komnbroTep B MIHTEpHETE UMEET CBOM YHUKAIbHBIN aapec,
M0 KOTOPOMY BCET/Ia MOXKHO OIIPEIEINTh €ro MecToHaxoxaeHue. 1o ato-
My aJipecy MOKHO IOCBIJIaTh Ha TaKOM KOMITBIOTEP BBI3OB JAJISI yCTaHOBJIE-
HUSI TOJIOCOBOM HMJIM BUICOCBS3HU C MMOMOIIBI0 IporpaMMbl Net Meetting.

Kpome angpeca B MHTepHeTe MOXET CYIIECTBOBATh U aJpec dJEK-
TpoHHOI TouTH! (mporpamma Outlook Express - 5), ocymecTBisiemoit ue-
pe3 Unrepuer. [louTta mo3BonseT OTNpaBisATh M MOJNydYaTh MHCHMa C JIFO-
ObIMH COOOIIEHHSIMH, JIIOOOMY aJipecary, €ciid BaM M3BECTEH €ro ajpec.
ITomMuMoO camMoro nMuchbMa MOXKHO NEpechuIaTh (ailbl TIOOBIX JOKYMEHTOB,
PHUCYHKH B MHOTOE Apyroe. CKOPOCTh TaKHX MEPECHUIOK B THICSIYM U OoJiee
pa3 BBIIIE, 9eM Y OOBIYHON MOYTHI, @ CTOMMOCTh MEPECHIIKH MMHChbMA B Jie-
CSITKH Pa3 MEHBIIIE.

W3noxxeHne marepuana HACTOSIIEH KHUTH BEICTCS MCXOIS M3 NpeEl-
MIOJIOKECHHUS, UTO YUTATEIh YKe 3HAKOM ¢ cucremorr Windows - 98.
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TEKCTOBOW PEJAKTOP WORD

OCHOBHBIE BO3BMOXKHOCTH

Ecnu BeI paboraere B cpene Windows 95 umu 98, T0 MOXKHO OBICTPO
3anyctuth Word ¢ manenn Microsoft (MS) Office, koTopas 00bIuHO Ha-
XOZUTCS ¢ IPaBoil CTOPOHBI 3kpaHa - Padodero croma Windows. 3amyck
penakTopa Bo3MOxkeH U yepe3 ['maBHoe MeHio Windows no kHomke Ilyck,
KOTOpasi HaXOJUTCs ciieBa BHU3Y dKkpaHa Ha Ilamenm 3ama4. 3amyck npo-
W3BOJUTCS TIPH OJJHOKPATHOM IIEITYKE MBIIIKO 10 KHOTIKE - [ - Ha
nanemu MS Office wmu o Takomy ke 3Hauky Word B paznene Iporpam-
MmbI kHOIKH Ilyck.

Kpowme Toro, Ha paboduem crone Windows MOKeT HaXOIUThCS 3HAYOK
- apieIk penaktopa MS Word. Torna penakrop oObIMHO 3amycKaeTcs Ipu
JIBOMHOM IIEITYKE 10 3TOMY spiblKy. IIpu crenmanbHbIX ycTaHOBKax Pa-
0ouero cToja BO3MOXXEH OJUHAPHBIN miemyok. Ha puc.l mokasan oOmmuit
Buj Padouero croina Windows mpu pasperiiennu 3xkpana 768 x 1024,

HAnucx| |3 & W (AP 1 01 || et Cormandsd T T

Puc.1. O6muii Bug Padouero croira Windows.

st Toro, 4ToOBI MENKHYTh MO0 KAKOMY - TO OOBEKTY - KHOIIKE, pa3-
Jlelly MEHIO WJIM 3HA4Ky, HaJO0 MOCTaBUTh HA HETO KypcOp MBIIIKH U, HE
nepemernas ee ObICTPO, HAXKATh U OTIYCTHTD JIEBYIO KHOIIKY.
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Iocne 3amycka pegakTopa Ha 3KpaHe OTKPBIBAETCSI €TO0 OCHOBHOE OK-
HO, MoKa3zaHHOe Ha puc.2. CrpaBa BBEpXy OKHA HAXOAATCS TPH KHOIKH,
MO3BOJISIOIINE YIPABIATh pa3Mepamu okHa. CpenHell KHOMKOW ¢ KBajapa-
THUKOM MOKHO YBEJIUYUTH - Pa3BepHYTh OKHO Ha BECh 3KpaH, YTOOBI BU-
JeTh OOJNBIIYI0 4acTh COJEPIKUMOro JoKyMeHTa. Ilocie pa3BopaunBaHus
OKHAa PHUCYHOK Ha 3TOM KHONKE H3MEHMTCS M IPEBPATUTCS B ABOMHOMN
KBaJ[paTUK, U TEEPb, IENKHYB [0 HEW, MOKHO BoccTaHOBHUTSH - BEpHYTH
UCXOJHBIN pa3Mep OKHa.

W Microsoll Word - ok
) denn Opaors fun Borgows Bopuar Copoke Tesnuua Megesca Qweo 2 ~lelx]
DFRE8Ry | 'ad - ¢ HOCENSET - - DEOSHN A4S

Chrswst  3Tmestenfoman s 5| X XK 4 3 EEWEEEEEA-S-2 5 QA==

B0 T T T D O T B D D D o S T

[Cm 1 Paal T [P v en 1 [ T RN (B | -
Anyex] |23 @ 2 0 " [ Microson Word -, -F 5 T

Puc.2. O0mumii B OCHOBHOTO OKHa
penakropa Word.

KHormkoii ¢ Munycom (CBepHYTb) MOKHO BpeMeHHO BbIiiTH U3 Word
u nopaboTath B JpyroM npuwioxeHun Windows, yMEHBIIUB pa3Mep OKHA
penakTopa 1o 3Hauka - kHorky Ha [lanenn 3aga4y. Oxao Word ncuesHer ¢
9KpaHa, HO €ro MOXKHO OBICTPO OTKPHITH - Pa3BEpHYTh Ha JKpaHe, IIEJK-
HYB TI0 3TOH KHOTIKE.

Jlnst 3aKphITHS. TEKYIIETO aKTUBHOTO OKHA, KOTOPOE HAaXOIWTCS Ha
MEpBOM IUIAHE DKpaHa, HaJo IIENKHYTh IO KHONKE C KPECTHKOM B €Tr0
mpaBoM BepxHeM yriny (3akpsiTh) win B pasaene Paiin [maBHOrO MeHIo
penakropa BbIOpaTh kKoMaHIy Beixoa. Eciu B okHE OBLT HE COXpaHEHHBIN
TEKCT, Ha 9KpaHe IOSBUTCS OKHO JUajora ¢ BOIPOCOM O HEOOXOIMMOCTH
€ro COXpaHEHHSI.

12
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Jlnst IpOM3BOIBHOTO M3MEHEHMs pa3Mepa OKHAa YKaKUTE KypcopoM
MBIIIKK HAa €Tr0 TPaHUIly H, KOTrJa yKaszaTelb MBIIIN HNPUMET BUJ JIBYHa-
MIPaBJICHHOM CTPEJKH, NEPEMECTUTE TPAHHUILYy MBIIIbIO, NEPEBUTasl ee U
yAep)KUBas B HAXKATOM COCTOSHUM JICBYIO KHOIKY JI0 ITOJMyYEHUS HY>KHOTO
pa3Mepa OKHa.

Ecmu Ha pabouem crone Het manenmu MS Office, a B pa3aene Ipo-
rpammbl MeHto kHonkH Ilyck Her mynkra MS Word, To 310 03Ha4aeT, 4to
pelaKTop HE YCTAHOBJICH Ha JIaHHOM KOMIIbIoTepe. B TakoM ciydae HyxX-
HO YCT@HOBHUTb €TI0 MJIHM MCIOJIb30BaTh BCTPOeHHHBIH B Windows penakTop
Word Pad, xortopsiit Haxomgurcs B MeHIo Ilporpammbl, paszgen Cran-
naprtHble. OH MoXxeT paborats ¢ Word - oBckumH (haiinamu, HO IMEET 110
cpaBHeHHIO ¢ Word - 97 oueHb OrpaHUYEHHBIE BO3MOXKHOCTH TIPH pelak-
THPOBAaHHUHU JTOKYMEHTOB.

OCHOBHOE OKHO peJaKTopa

OcHoBHOe 0KHO penakTopa Word (¢ HEeKOTOPBIMH JIOTIOIHUTEIbHBIMU
KHOITKaMHM) TI0CJIE €ro 3aIlyCKa BBl BUAWTE Ha PHC.2 TPH pa3pelieHuH K-
pana 768 x 1024.

B camom Bepxy 9KkpaHa, HWKe Ha3zBaHMsl okHa Microsoft Word Haxo-
mutcs ['maBHOE MEHIO CO ClIoBaMH - pazzienaMu (myHkramu) Paiia, [lpas-
ka, Bun, BeraBka, ®@opmar, Cepuc, Tadnna u Oxkno. lllenknys Kyp-
COPOM MBIIIKH IO JTI000OMY M3 3THX CIIOB - IMYHKTOB MEHIO, MOXHO pac-
KpBITh Ha JKpaHE HUCIAJAIoIee MEHI0. BbIOOp pasfenoB 3TOro MEHIO
OCYILIECTBIJISIETCSI OJHOKPATHBIM ILETYKOM MBINIKOW IO €ro HauMEHOBa-
HUIO.

Humxe ['maBHOrO MeHIO HaXOIITCA NMaHETd HMHCTPYMEHTOB C JIByMS
psinaMu KHOMOK. BepxHss u3 HUX Ha3bpiBaeTcsi CTaHIApPTHOM, HIDKHSS —
na”ensio @opmMaTupoBaHus. [[J1 BBIIOIHEHUS ONPEIeIEHHbIX IeiCTBUI
JIOCTaTOYHO HIEIKHYTH MBIIIKOW 110 BEIOPaHHOM KHOIIKE.

B camoM HuH3y OKHa pegakTopa MMeeTcs cepas Imojoca - CTpoKa Co-
CTOSIHUS, Ha KOTOPOM MOKAa3bIBAETCS TEKYIEE MOJIOKEHHE Kypcopa, HOMED
CTpaHUIIBIL, TAE OH HAXOJQUTCS, HOMEpP pa3jieNia, KOTOPBI BUAEH HAa DKpaHe
1 o0I1ee YUCII0 CTPAaHHIl TEKCTa JOKYMEHTa B JaHHOM (aiiie.

CropaBa ¥ BHH3Y O0JAaCTH TEKCTa MMEIOTCSI MOJIOCHI MPOKPYTKH CO
CTpeNKaMH BBEPX U BHM3 HMIH BIEBO - BIPABO, KOTOPHIE MO3BOJISIOT JIUC-
TaTh WM TOPU30HTAIBHO CMEIIATh TEKCT, IIENIKas KypCOPOM MBILIKH IO
3TUM cTpesikaM. Huke maHenum MHCTPYMEHTOB U cjeBa IKpaHa HaXOIATCA
JUHENKH, TOKa3bIBAIOIINE ITUPUHY U BHICOTY TEKCTa B CAHTUMETpaXx.

B 3aBucuMOCTH OT HCHOJB3yEMOro peXMMa IPOCMOTpa Ha 3KpaHe
OyIyT HOCTYITHBI pa3HbIe AIeMEeHTH. KpoMe TOro, MO’KHO caMOCTOSITEIEHO
0TOOpaXkaTh WIIM CKPHIBATH MHOTHE SKpaHHbIE dJeMeHThl. Ha puc.2 moka-
3aHBI HanOOJIee YaCTO MCIIONIB3yEeMble SKPaHHBIC MIEMEHTHI - | TaBHOE Me-
HIO, TIAHEIM WHCTPYMEHTOB, BEPXHSAS U JIeBas JIMHEHKU U IOJIOCHI IIPO-
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KPYTKH, COCTaB KOTOPBIX MOXHO MEHATh uepe3 I'maBHoe meHI0O CepBHC,
koMaHga Hacrpoiika, Biagka Komanabl u pasnena I'maBHOro MeH:o
Bup, xomanna [lanenu nHCTpYMEHTOB.

Jnst Toro, 4yToObl YBHUAETh KPATKYIO MOSCHSIOUIYI0 MH(POPMAIHIO O
Kakol - HHUOyIb KHOIIKE IAHETHM HHCTPYMEHTOB, YKa)XHT€ KypCOpoM
MBIIIKK Ha 3Ty KHONKY. Ha skpaHe B enToll paMke MOSBUTCS Ha3BaHUE
KHOIIKH, a B CAMOM HHU3Y 3KpaHa B CTPOKE COCTOSHUS - KPaTKOe ONUCaHHE
(yHKIIMH, BBITIOJTHAEMOH JaHHOM KHOMKOMH. [yt GoJiee moHOro MpocMoT-
pa OIMCcaHMs KaKkoro - JMOO SKPAHHOTO 3JIEMEHTA INENKHUTE IO IyHKTY
"?" I'maBHOTO MEHIO, a 3aTeM 1o pazzaerny Urto 3To Takoe. Korma ykasza-
TeJb MBIIIM IPUMET BHJI CTPEIKU C BOIPOCHUTENBHBIM 3HAKOM, IIEIKHHUTE
UM Ha TOM 3KPaHHOM 3JIEMEHTE, HHPOPMANUIO O KOTOPOM HYKHO IOIY-
YHTb.

IIanenu MHCTPYMeHTOB, ' 1aBHOE MeHIO
U KOMAaH/IbI pelakTopa

PaccMmoTpum o0Iue mpaBuiia 1 METOIBI pAOOTHI ¢ KHOITKAMH TTaHEITH
WHCTPYMEHTOB U pa3jieiaMu [ JaBHOTO MEHIO pelaKTopa.

Komanpa, BeIONTHSIEMAast C TOMOINBIO KHOIKY ITAHEId HHCTPYMECHTOB
WK IyHKTa [ 7TaBHOTO MEHIO, TPEACTaBIACT OO0 HHCTPYKIHIO, KOTOpas
npeanuckiBacT Word BEIITONHUTE Kakue - 00 aericTBus. CaMmble pactpo-
cTpaHeHHbIe KOMaHAbI Word MO>KHO OBICTpPO BBIOPATH C TOMOIIBIO MBIIIIH,
Ha)kKnMasi Hy>KHbIE KHOIIKH NaHeJIe HHCTPYMEHTOB. HekoTopsie KoMaHbI
HEMEJICHHO BBIMIOJHSIOT COOTBETCTBYIOIIME NEHCTBUSA, Apyrue otobpa-
JKAIOT OKHO JMajiora, B KOTOPOM MOKHO BBIOPATh HY>KHBIC OIIIUHU - PEIKHU-
MBI PaOOTHI.

Ecnu BbI OMIMOOYHO BHIOpAIM Ty WM HHYIO KOMaHIy MM KOMaHIa
BBITIOJTHSACTCS CIIMITIKOM JIOJITO, TO €€ BBIIOJHCHHWE MOXKHO MpepBaTh,
HICTKHYB 10 KHONKe OTMEHA B JIMAJIOTOBOM OKHE KOMAaHJIbI UM HAaXKaB
knaBumry Esc. Ecnm mporiecc BBITOMHEHHS KOMaHIBI HE MPEpPBETCS, Ha-
sxkmute Esc moropHo. Ecii 1 mpu 5ToM Word He mpepBeT BBHITOTHEHHE
KOMAaH[IBI, OAWH pa3 Haxmure komOmHarmrio kimaBum Ctrl+Alt+Del. Ha
skpaHe mosBuTcs OKHO 3aBepuIeHHs] PadOTHI MPOTPaMMEI, B KOTOPOM
HA/I0 HMIETKHYTH 10 KHOTKe CHATH 3agavy. OZHAKO MPH 3TOM HE HCKIIO-
YeHa BO3MOXKHOCTP [TOTEPH HE COXPAHEHHBIX B PEIAKTOPE JAHHBIX.

Jus Toro, yTOOBI aKTUBU3UPOBATH CTPOKY | TaBHOTO MEHIO C ITOMO-
IIBIO KJIABUATYPBI, HAKMHUTE KiaBuiny Alt, a 3arem as oToOpakeHHs co-
JIEPIKUMOT'0 MEHIO HAKMHUTE KJIABHIIY ¢ OYKBOM, KOTOpas MOAYCPKHYTA B
Ha3BaHUM MyHKTa MeH0. J[yis BbIOOpa KOMaHIbI B OTKPBIBIIEMCS HHUCIIA-
JTAIOIIEM ITOJMCHIO TaKKe HaXMHUTE KIABHIIY C OYKBOW, KOTOpas TO-
YepKHYTa B Ha3BaHWU KOMaHHbL. Hampumep, 4ToObI BEIOpaTh KOMaHIY
OT1kpoITh U3 MeHIO Daiin, mociaenoBaTenbHO HAXXKMUTE KimaBumu Alt, @,
O. [IpuBeneHHass Gpopma 3amuCH, KOT/Ia KOMaHIBI WM KIABHIIH MUITYTCS
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4epes 3alATyr0, 03Ha4aeT UX IMOCIEeN0BATEIbHOE HAKATHE U BBINOJIHEHHE.
Ecnmu xoMaHIBI 3aIMCHIBAIOTCA Yepe3 3HaK Iuroc "+, TO Takue KIIaBUIIN
Ha/10 HAXUMaTh OJHOBPEMEHHO.

[Mocne Haxarust Alt MOKHO BBIOpATh JH000# MyHKT [ 1aBHOrO MEHIO U
kiaBumamu co CTpenkaMu BJIEBO - BIPaBo. (s OTKPBITHS BBIOPAHHOTO
nyHkTa ['maBHOro MeHro Haxmute kiaBumy CTpenka BHM3. B mosBus-
IeMcsl TIOZIMEHIO HYKHBIM IYHKT MOKHO BBIOpaTh KiaBuiaMu co Crpei-
KaMU BBEpX - BHU3 C MOCIEAYIOUUM HakaTueM kiaaBuiu Enter. J{nst BbI-
xoxa u3 ['maBHOro MEHIO OMH pa3 (ecsi BKIIFOYEHO TOJBKO [ J1aBHOE Me-
HIO) WJIM /IBa pa3a (€ciaM Ha JKpaHe IMOKa3aHO HHCIAJaloliee MEHIO) Ha-
KMHTe KiaaBury Esc.

s Be1OOpa KoMaHIB! W3 [ TaBHOTO MEHIO MBIIIKONW YKaXHTE KypCo-
POM Ha HY’>KHBIM IMYHKT MEHIO U LIEJIIKHUTE JIEBOM KHOmNKOM. Eciu nocne
WMEHH KOMaH/bI, B OTKPBIBIIEMCS ITOJIMEHIO CTOMT MHOTOTOYHE “...”, TO
9TO O3HA4Ya€T, 4YTO Y [[aHHOﬁ KOMaH/Jibl €CTh JOIIOJHUTCIBHBIC OIIIMU, I10-
3BOJISIIONINE JICTAIM3UPOBATh BBINOJIHIEMYIO €10 (YHKIUIO, U TOCie
eJI9Ka 110 TAKOMY IMYHKTY IMOJMCHIO Ha OKPAHE IMOABUTHCA OKHO Auajiora.
Just Toro, 4T0OBl IPENOCTaBUTh JIOMIOJIHUATENBHYIO HH(POPMAIHIO, HYKHO
YCTaHOBHUTH TpeOyeMble OIIMU B AWAIOTOBOM OKHe. Hanpumep, B auano-
roBoM okHe IlIpudT MOKHO BBHIOpATH TaKMe OMNIHHU, KaK pa3Mep mpudTa B
MYHKTax, MPU(T, CTHIb U IBET TEKCTA.

HekoTopsle okHa auanora cogep:kar TpyHIbl ONLUI, Kakaas U3 KO-
TOPBIX Pa3MeEIaeTCsi Ha OTAEIBHON BKIAJKE, T.€. OKHO BKIIIOYACT B ceds
HECKOIIBKO NMoAokoH. Hanpumep, okHo auanora IlapamMerpsl cTpaHuIbI
(menro @aiia) nMeet Briaaku - nmopokHa Ilossi, Pasmep Bymaru, Hc-
TouHuk Bymarn u Pazmerka. /{515 BbIOOpa BKJIQAKH, COJEpIKaIICH HYX-
HBI HAOOP OIIIMH, IEIKHUTE MBIIIKOW IO €€ Ha3BaHUIO BBEPXY OKHA WU
HaKMHTE HEeCKONIbKO pa3 knasuim Ctrl + Tab.

B okne /lpanora cymiecTByIOT 3aBUCHMBIE (THITA WIN - WK - TOYKa B
KPYIJIOM MaJeHbKOM OKOIIKE, MO3BOJISIOIINE BHIOMpATh OJMH IYHKT U3
NIPE/ICTaBJICHHOTO CIIMCKAa) WJIM HE3aBUCHMBbIE (TWUMA U - M - NTHYKA B
KBaJ[PaTHOM OKOIIKE, MO3BOJIAIOIIUE BKIIOYATh CPa3y HECKOIBKO ITyHKTOB
W3 MIPEACTABICHHOTO CIMCKA) MEPEKII0YATENH, TO3BOJISIOMNE YCTAHOBUTh
OIPENEICHHBIE OMOJHUTEIbHBIE OMIUU - PEKUMBI BBIIIOTHEHUS KOMaH-
Ibl. st BeIOOpa miy cOpoca ONIMK C MTOMOIIBIO MBI IIETIKHNUTE - BbI-
OepuTe 3aBUCHMBIHN MM HE3aBUCHMBIN MEPEKIIOYATEND, T.€. TIOCTaBbTE HA
HEro Kypcop, a 3aTe€M LIEJIKHUTE JIEBOM KHOIIKOM.

[Tpu ucronb3oBaHMM KJIaBUATYphl HaKUMaiTe KiaBuiry Tab, moka
HE3aBUCHMBII NEPEKI0YATEIb UIM HYKHBIM 3aBUCHMBIN NEPEKIIIOYATEND
HE OKakeTcsi oOpaMjieH IMYHKTUPHOM paMKoH. 3aTeM Ha)KMHUTE KJIABHIILY
[TpoGer, yTOOBI yCTAaHOBUTH MIIM COPOCUTH HE3aBUCHMBIN MEPEKITI0YaTENb.
st Toro, 4ToOBI BEIOpATh OJUH M3 3aBUCHMBIX NepeKiiodaTeseld B Ipyn-
ne, HaxuMmanTe knaBumy Crpenka BBepX Wiau CTpenka BHU3, ITOKAa HyX-
HBIH NepeKmoyarens He OyaeT BeIOpaH, 1 Toxxe Hakmure IIpober.

15



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

Jlns BeIOOpA 37E€MEHTA - IYHKTa OKHA BBOJA CO CIMCKOM INEJIKHUTE
MBIIIKOM IO KHOIIKE CO CTPEJIKOM cIpaBa OT 3TOro okomka. Ha skpane
OyzeT oTOOpakeH CIUCOK MEHIO OKHA, B KOTOPOM HEOOXOANMO LIEIKHYTh
[0 HY>)KHOMY 3JeMeHTy. Eciu cmpaBa oT Takoro cmmcka nmMeercs Imojoca
MPOKPYTKH, TO I BBIOOpA YCTAHOBKH B OKHE BBOZA IIEIKANTE MBIIIKON
Ha CTpeJIKEe BBEPX WU BHU3 MOJOCH IPOKPYTKH, I0KA B MEHIO HE MOSBUT-
sl Hy’KHBIH Iapamerp.

Ecnu ucronp3yercst kilaBHaTypa, HaXuMaiTe knasuiry Tab, moka He
BBIJICTIUTCSI CUHEH IIO/ICBETKOI HYXXHOE OKHO BBIOOpa co cmmckoM. Jlms
YCTaHOBKHM HYXXHOW OMNIIMM HCIOJb3yHTe KiIaBULIM cO CTpenkoil BHU3 -
BBEPX, a MocIe BpIOopa Hakmute Enter.

Jpyrue TUnel MeH0, HasbiBaeMble JlnHamMudeckuMu uiau KoHTekcrT-
HBIMH, MOTYT TIOSIBISITBCA MPSMO HAa 3KpaHe B OONAaCTH TEKCTa, €CIH
IIENKHYTh MPaBOW KHOIIKOW MBIIIM B HEKOTOPOM OIPENIEIICHHOM MeECTe
sKpaHa. Bua Takux MeHro OyJeT CyIIeCTBEHHO 3aBHCETh OT MECTa, B KOTO-
POM MPOU3OLLEIN LIEITYOK IIPABOM KHOIKOM.

ECHI/I, HalpuMep, yKa3zaTb WM BBIACIUTH OIPCACIICHHBIC DJICMCHTDI
TeKcTa - ab3al, rpaduKy WM TabJHIly, TO MPHU MIETYKE MPaBOH KHOIKOH,
KOIJla Kypcop MBIIIM HaXOAMUTCS HAa ATOM JJIEMEHTE, MOSBUTCS KaKoe -
m6o JlnHamuyueckoe MeHIo. /lMHaMHYecKHue MEHIO CoJiep)KaT KOMaHJIpl,
OTHOCSIIHECS K QJIEMEHTY, C KOTOPBIM BhI paboTaere. /Iyt BEIOOpa KOMaH-
Il 13 JIMHAMHYECKOTO MEHIO YCTaHOBUTE KYpPCOP MBIIIKH HA HY)KHYIO
KOMAaH[y U IIETKHUTE MO He J1eBoil KHOMKOU. /[ Toro, 94To0bI 3aKpHITh
JluHamudeckoe MEHIO 0e3 BBIOOpa €ro KOMaH/, MEIKHUTE MBIIIKON B JIFO-
60M MecTe BHE 3TOr0 MEHIO WJIM Ha)KMUTE KiaBunry Esc.

[Tpu mcnons3oBanun HOBOI KnaBuatypsl Microsoft (105 knaBum, a
oObIYHAs KJIaBHaTypa crapoil Moaudukammu umeer 101 knaBuimry), KoTo-
pasi uMeeT JIBe JIOTOJIHUTEIbHbIE KHONKH (JIBE Mapbl), OHAa M3 KOTOPBIX
oTkpeIBaeT MeH0 kHonku Ilyck, a apyras BeI3bIBaeT JJuHamudeckoe Me-
HIO B [TO3HMLIUH 3KPAHHOTO Kypcopa, BEIOEPHUTE HYKHBIH ITyHKT MEHIO KJla-
Bumamu co CTpenkaMu BBEpX - BHU3, a 3aTeM Haxkmute Enter.

HauajibHble yCTAHOBKH pelaKkTopa

Korma pemakrop 3amymies i TOTOB K padoTe, TO mepes HabopoM Tek-
CTa JKeJaTeNbHO CHeNaTh HadallbHbIE YCTAHOBKH, €CIIH OOJIBIIMHCTBO M3
HHX 3apaHee He onpeseseHsl yepes peskuM CTHIIb.

HauanpHble yCTaHOBKHM BKJIHOYAIOT B ce0sl YCTaHOBKY CJEIYIOIIMX
PEKUMOB pabOTHI peiakTopa:

1. Iapamempuvr cmpanuyp - menkuure no ciaoy MPaiin ['maBHoro
MeHIO W B Hucmagaromem MEHIO MENKHUTE 1o pasneny Ilapamerpsl
cTpanuibl. B BepxHell yacTH MOSIBUBIIETOCS OKHA IIEIKHHUTE MO CIOBAM
Pa3zmep Bymaru, nepeiiisi Ha COOTBETCTBYIOIYIO BKJIAJIKY, U YCTAHOBUTE
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HYXHBIH pa3Mep, a TakKe OPHUCHTAIMIO JICTAa - KHIDKHYIO WIH alnbOoM-
Hyto. OObI4HO ucnonb3yercs Gopmar Oymaru A4 U KHHKHAS OPUEHTAIHSL.
3areM HIENKHUTE BBEPXY 3TOro OKHa 1o cyioBy IloJist 1 B HOBOM MOJIOKHE -
BKJIaJIKE YCTaHOBUTE BCE YETBIPE MOJIS HA CTPAHHMIIE, & TAKXKE BEPXHUU M
HIDKHAH KOJIOHTHTYIIBI, ONpeensionye NoJI0KeHHe HoMepa Ha JIMCTE.
OObIyHO BBHIOMpAIOT JIeBoe Toiie 3 - 4 cM., IpaBoe, HIDKHEE M BepXHee B
npexaenax 1 - 2 cM. KoJOHTHTYBI OOBIYHO yCTaHABIMBAIOTCS B ITOJIOBUHY
BEPXHEro M HwkHero nosei. [locie caenaHHbIX YCTaHOBOK LIEIKHHUTE MO
kHornke OK BHu3y okna IlapamMeTpsl cTpaHMLbI.

2. Tun wpugma ¢ 0oKymenme - MWEIKHATE N0 KHOIIKE CO CTPE-
KOW cIpaBa OT OKHA - |TimesNewRoman = - Mpudpr Ha [Nanenu
MHCTPYMEHTOB U B MosBUBIIEMcs HwucnagaromeM MeHIO BblOepuTe
HYXHBIA TUN mpHdTa, IENKHYB M0 HEMy MbIIKOMH. [ odunnansHbx
JIOKYMEHTOB 00BI9HO ncnomn3yercs mpudt Times New Roman.

3. Pazmep wpugpma 6 O0oKymeHme - IIECTKHUTE IO KHOIKE CO
CTPEJIKOM CIIpaBa OT OKHA - 13+ - Pasmep wmpudra nHa Ilanenu
WHCTPYMEHTOB M B TIOSBHBIIEMCSI MEHIO BBIOEpUTE HYXKHBIH pa3Mep
mpudra, METKHYB 10 HEMY MBIIIKOH WM HabepuTe Ha KiIaBUAaType ero
pasmep n Haxkmure Enter. [lns opuIManbHBIX JOKYMEHTOB OOBIYHO HC-
nosb3yercs 13 pazmep.

4. Tun evipasnusanus mexcma - Ha [laHenn MHCTPYMEHTOB HMe-
€Tcs YeThIpe KHOIIKH - = - THUIIOB BBIPDAaBHUBAHUS, KOTOpBIC
OTIPENEISIIOT Pa3INdHbIe TUIIBI BHIPABHUBAHMS TEKCTa B JHOKyMeHTe. llep-
Bas u3 Hux Ilo JieBOMy Kpalo - BHIDAaBHUBAET JIEBYIO T'PAHUILy TEKCTa,
BTopas Ilo meHTpy - EeHTpUPYET TEKCT, TpeThs Ilo mpaBomMy Kparo - BbI-
paBHUBACT MPaBYIO I'PaHHUIy M YeTBepTas BbIpaBHHBaHHe MO IIUPHUHE -
BBIPABHUBAET KaK IMPaBYyIO, TaK M JIEBYIO I'DaHMIbI HAOMPAEeMOro TEKCTa.
VIMeHHO TOCTIeIHHI PEKUAM UCIIONB3YEeTCs AJIsl Habopa OCHOBHOI'O TEKCTA.
LenTpupoBaHne MOKET IPUMEHSTHCS JUIS 3ar0JIOBKOB TEKCTa M B TaOJIU-
[ax peraKTopa.

5. A63aynvlii omcmyn - Ha BepXHEW SKpaHHOU JMHEWKe ¢ JIeBOU
CTOpPOHBI TI0Ka3aHa TPEYrojbHAs CTpeNika HampasieHHas BHU3. OHa ompe-
JensieT ab3aHbI OTCTYN Mpu Habope TekcTa. HyXHO MOCTaBUTh Kypcop
MBIIIKA HA 3Ty CTPENKYy M, YAEpXWBas HaXaTOH ee JIEBYI0 KHONKY TaK
4YTOOBI Ha JKpaHe MOSBWIACH BEPTHKAIbHAS, yHKTUPHAs JIMHUA, IIepeTa-
Tk 3Ty crpenky Ha 0.5 - 0.75 cM., 9To OyIeT COOTBETCTBOBATH ad3all-
HOMY oTcTymy 2 - 3 OykBHI 13 pa3smepa. Crpenka, HampaBIeHHas BBEpX
clieBa SKPaHHOM JIMHEHKH, MOKa3bIBAaeT JIEBYIO TPaHUILy TEKCTa B ab3ale.
Crpernka cripaBa JIMHEHKH MOKa3bIBaET MIPaBYIO IPAHUILY TEKCTA.

6. Macwmaé Kkpana - MENKHATE TI0 KHOIIKE CO CTPEIIKOW CIIpaBa
OTOKHa - #* =~ - Macmrad Ha [laHenu MHCTpyMEHTOB U B
nosiBuBIIeMcss Hucnanaromem MeHIO BeIOEpHTE HY)XHBIH Macimita® oTo-
OpakeHnst Tekcra Ha 3kpaHe. OObr9HO BbIOMparoT pexkuM Ilo mmpune
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crpaHunbl. OkHO MacmTad ycTaHaBIMBAeT TOJBKO MacimTad TEKCTa Ha
9KpaHe KOMITBIOTEPA U HE BIMACT Ha I€4aTh TEKCTa Ha MIPUHTEPE.

7. [Iepenoc cnog - menkuure no cnopy CepBuc ['1aBHOro MEHIO U
B nosBuBHIeMcs HucnanaromeM MEHIO YCTaHOBHTE KypCOp MBIIIKH Ha
NyHKT S3bIK. [I0SBUTCS HONOJHUTEIBHOE MEHIO, B KOTOPOM HAJO IIEJIK-
HyTb 110 pa3feny PaccTaHoBka mepeHOCOB. B oTkphiBIIEMcs Ha dKpaHe
OKHE IIEJIKHUTE 10 CI0BaM ABTOMATHYECKAsl PACCTAHOBKA IEPEHOCOB
TaK, YTOOBI B MaJEHHKOM OKOIIKE CJIEBa OT ATUX CIJIOB MOSBHJIACh "MITHY-
ka". Iy mpUHATHS CIENaHHOM ycTaHOBKU wienkHUTe 1o kHomke OK B
3TOM OKHE.

8. Hymepayusa cmpanuy - LEIKHATE 110 cIOBY BeraBka ['maBHOrO
MeHIo ¥ B Hucnaparomem MeHro menkHure no cinosam Homepa crpanmm.
B mosiBUBIIEMCS OKHE MOXXHO YCTAaHAaBIMBATh PACIOIOKEHHE HOMEpa
BBEPXY WJIM BHU3Y CTPaHMIIBI, CJIEBA, CIpaBa WIM B IIEHTPE CTPAHUIIBI, a
TaKXe BKJIOUWTh WIM BBIKJIIIOUUTH HOMEp Ha mepBoil crpanuue. llocne
CIETaHHBIX YCTaHOBOK IHienkHuTe kKHONKy OK aToro okHa.

9. Ycmanogxka azvika 00Kymenma - menkHute no cioBy CepBuc
I'maBHOrO MeH0 M B mosiBuBIIEMcss HucnanaromeM MeHIO YCTaHOBHTE
Kypcop MBIIIKH Ha MyHKT SA3bIk. OTKpoeTcs AOMONMHUTENBEHOE MEHIO, B
KOTOPOM HaJI0 LIEIKHYTh 10 pa3feny BeiOparh si3bik. B mosBusmemcs
OKHE C TIOMOIIIHIO TIOJIOCH MMPOKPYTKH HaianuTe Pycckuit (Mmm Kakoit - Hu-
Oyzb APYTOM, ecy CII0BAaph ITOTO S3bIKA YCTAHOBIICH HA TAHHOM KOMITBIO-
Tepe) M IIENKHUTE 110 HeMy. [ MpUHATHA CAETaHHON YCTAHOBKH IIENK-
HuTe 1o kHomnke OK.

10. Mestrccmpounslii unmepean - IMENKHATE TO pa3geny Dopmart
I'naBHOTrO MeHIO U B nosiBUBLIEMcs] HucnanaromemM MeHIo BEIOEpHUTE IMTyHKT
A03an. B HOBOM OKHe Ha BKJIaJKe - MOJA0KHE OTCTyNbI H HHTEPBAJbI B
MeHI0 MeKIyCTpPOUYHBbIN BhIOEpUTE HY)XHBIM HHTEpBal U IIEIKHHUTE IO
kaonke OK. OObruHO BBIOMparoT [MoyTOpHBIA WMHTEpBAT IpU pasMepe
mpudra 13 u popmare 6ymarn A4. B okHe Ad3am MOXKHO TakXke ycra-
HaBJIMBATh THIl BBIPABHUBAHUS TEKCTa, PACCTOSIHUE MEXIy ad3alnamu u
a03aIHbBIA OTCTYII.

12. Co30anue ¢paina - wenkuure no xuomnke Coxpanuthp - [H
- IlaHenu MHCTPYMEHTOB U B MOSIBUBLIEMCSI /IManoroBbIM OKHE B CTPOKE
Nmsa daiina 3amaiite ero ums JuHHON He Oonee 256 CMMBOJIOB, a 3aTeM
HIenKHUTE 10 KHomke COXpaHUTh, KOTOpas HAaXOJUTCS CIIpaBa BBEPXY
ATOTrO OKHa. B 3TOM OKHe MOXHO TakXe BBIOMpaTh AUCK M MAIKy, B KOTO-
poii 6yner coxpaneH Bair (aiin. "Tlo ymonyanuio" coxpaHeHue OyAeT BbI-
MOJIHEHO B manky "Mou JOKyMEHTHI" - OCHOBHYIO MaIKy IJIsi BCEX Mpo-
rpamm MS Office.

Bce nauanbubie YCTAHOBKHW MOXHO BBIIIOJHUTL pa3HbIMU CHOCO6aMI/I,
HO NPHUBCACHHBIC BBILIC I[efICTBPISI IMO3BOJIAIOT Haubolee IMPOCTBIM IIYTEM
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MONYyYUTh HYXHBIM pe3ynbTaT. bomee moapoOHO 3TH yCTaHOBKH OyIyT
ONHCAHBI HIDKE B ITOCIIEIYIOIINX TIaBax.

[Tocne BBIMONHEHUSI YCTAHOBOK MOYKHO MPHUCTYMAaTh K HAOOpy TeKkcTa
B (haiisie - JOKyMEHTe pemakTopa. [Ipu HamMcaHHKM TEKCTa PEAaKTOp aBTO-
MaTH4eCKH cOXpaHsieT ero B (aiine uepe3 kaxzapie 10 MUHYT. DTOT HHTEP-
BaJl MOKHO M3MCHHUTH, HO 33JaHHBIN "II0 YMOIYaHUIO" SIBJIICTCSI Hanboiee
ONTUMAITEHBIM, OCOOCHHO JIJISI KOMITBIOTEPOB C MaJOi MPOU3BOAUTEIBHO-
cthio. [lociie okoHYaHMsT HAOOpa TEKCTa HAJO MICTKHYThH Mo kHomke Co-
xpaHuThb [laHenn MHCTPYMEHTOB [UTS ITOJTHOTO COXPAHEHHS BCETO TEKCTA B
JTOKYMEHTE.

Ecnu BBI, HanMcaB ¥ COXPaHUB TEKCT, HAMEPEHBI CO3aTh HOBEIH JI0-
KyMEHT, TO IIEeJKHHTE 1o KHomke - O - Co3gath [laHemn WHCTpYMEHTOB
U B TMOSBHBIIEMCS HOBOM OKHE Iepel HabOpOM TEKCTa BBIIIOJIHHTE Ha-
YJabHBIC YCTAHOBKH.

Ecnu BbI, HE 3aKOHYMB HAOOP TEKCTA, B JOKYMEHTE COXPAHUIIHA €T0 U
3aKPBUTH PEIAKTOP, TO IJIS MPOAOJDKCHUS pabOThI ¢ 3TUM (DaiiiioM - T0Ky-
MEHTOM B CJIEIyIOIIMIA pa3 HaJI0 IIEJIKHYTh MO KHOIKE - & - OTKPBITh U
BBIOpATh HYXHBIN (haiiyl U3 MPUBEACHHOTO B TIOSBUBIIIEMCS Ha SKPaHE OKHE
CITUCKA, B/l HIEJIKHYB 10 HEMY .
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OTKPBITHUE, COXPAHEHUE U CO3JAHUE
®AMJIOB TOKYMEHTOB

st Toro, 4To0Obl paboTaTh C JOKYMEHTOM, HY)KHO CHayaja OTKPBITh
ero u oTo0pa3uTh Ha dKpaHe pepaktopa. [locie 3TOro BBl MOXKETe pelak-
THUPOBATh JOKYMEHT, I3MEHSTh BHEUIHUI B - ODOPMIIATE U B pe3yJIbTaTe
reyaTaTh ¢ MOMOUIBIO MpUHTEpa Ha Oymare. Eciu BBl XOTHTE COXpaHUTH
CBOIO paboTy Iyl JNaJbHEHINEro HMCIOJIb30BaHUS, TO HYXHO COXPaHUTH
JIOKyMEHT Ha )KECTKOM JIMICKE - TOCTOSIHHON ITaMsITH KOMIIBIOTEpa.

B penakrope Word mpemycMoTpeHa BO3MOXHOCTh COXPAaHEHHUS aK-
TUBHOTO IOKYMEHTA, T.€. JOKyMEHTa, C KOTOPHIM B HACTOSIIMH MOMEHT
BezeTcs paboTa Ha 3kpaHe. Kpome Toro, MOXXHO COXpaHHUTh KOIHIO aKTHB-
HOTO JIOKYMEHTa IO APYTHM UMEHEM H(HJIHN) B JPYTOM MeECTe.

PemakTop mo3BOJISIET Tak)Ke aBTOMATHYECKH COXPAHITH JOKYMEHTBHI.
DT0 AaeT BO3MOXKHOCTh BOCCTAHOBUTH JOKYMEHT B CIIy4asX, €CJIM BBIIOJ-
HEHHE MPOrpaMMbl NPEPBAHO MO MPHUYMHE COOSI KOMIBIOTEpa WIH IPH
BHE3aITHOM OTKJIIOUEHHM 3JeKTpuyecTBa. Ecnu B I'TaBHOM MEHIO IyHKT
Cepsuc, xomanaa Ilapamerpsl, Bkiaaka CoXpaHeHHe BKJIIOUEH PEXHUM
ABTOCOXpaHEHHMe, BHECEHHBIE B JOKYMEHT M3MEHEHHUS COXPAHAIOTCSA BO
BpeMeHHBIH (aiinm yepe3 3agaHHBIE NMPOMEXYTKH BpeMeHHW. Ecim mpum
BKJIFOUCHHOM ABTOCOXpaHeHMH rporpamma Word mepecraia oTBe4aTh Ha
CUTHaNBl - "3aBHCHa" M NPUILIOCH NEPE3arpy3uTh KOMIBIOTEP, TO IpPHU
MOBTOPHOM 3aITyCKE€ PEAAKTOpPa aBTOMATUYECKH OTKPBIBAIOTCS BPEMEHHBIE
tatiner. Comep)kMMO€ BpPEMEHHBIX (DaillIoOB COOTBETCTBYET IOCIEIHUM
AaBTOMAaTHYECKH COXPAHEHHBIM H3MEHEHUSIM B JOKYMEHTE peJaKTopa.

B penakrope Word uepe3 ['maBHoe meHto pasnenst Cepsuc, Ilapa-
MeTpbl, CoXpaHeHHe MOXXHO YCTaHOBUTH ABTOMATHYeCKOe CO3/IaHHe
pe3epBHON KONMMM TIpU KaXIOM COXpPaHEHUH JOKyMeHTa. Pe3epBHas ko-
IUSE TIPEJICTABISIET COOOM MPEIbIAYIIYI0 BEPCHIO JOKYMEHTa, YTO MO3BO-
JISIeT COXPAHUTh KaK TEKyIUE CBEICHUS, TaK U CBEACHUs, COXPAaHEHHBIE
paHee.

Yepes ['maBHoe MeHto a1, komanay Bepcuu npenrycMoTpeHa Bo3-
MOXHOCTh 3aIMCH HECKOJIBKHX BEpPCHil TOKYMEHTa IIPH €ro COXpaHECHHH.
Ecnu coxpaHeHbI HECKOJIBKO BEPCHH, MMEETCS BOZMOXXHOCTh BEPHYTHCS K
MpeapILynielt win 6osiee paHHEH BEpCHH, OTKPBITH, PEIAKTUPOBATH U Pac-
nevaTaTh WIN yIAJIUTh €€.

Co3aHne HOBOI'O JOKYMEHTAa

[Mocne 3amycka cucrembl Word aBTOMaTH4ecKH CO31aeT HOBBIH, ITycC-
TON JOKYMEHT ¢ yciioBHbIM uMeHeM "Jlokyment 1". C HUM, mociie BBITOJ-
HEHHUS! HayaJlbHBIX yYCTAaHOBOK, MOXKHO Cpa3y HauuMHaTh paboTarb, BBOAS
TEKCT, 00aBIsSIs TaOIHIBI, CO3/IaBas WM BCTABJISISI PUCYHKH, JHATPaMMBI
i popMyIIBL.
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Jnst co3maHms elle OJHOTO WIIM HECKOJBKHX HOBBIX JOKYMEHTOB B
TEKyILEeM ceaHce paboThl ¢ PelaKTOPOM Halo LIENKHYTh o kHonke Co3-
AaThb MMAaHCJIN UHCTPYMCHTOB. Kancm)n‘/i JOKYMEHT CO34acTCd B HOBOM OKHE
penakropa u 4epe3 pazgen OkHO ['TTaBHOro MEHIO MOXKHO IEPEXOIUTh
MCXKIY CO3JaHHBIMH, OTKPBITBIMU OKHaMH. B KaXI0M BHOBb CO3JJaHHOM
OKHE HaJI0 BHINOJHATH HayaJIbHbIE YCTaHOBKH, BKIIIOUas co3jaHue ¢aiiia,
T.e. COXpaHEHHE JJOKyMEHTa Ha JINCKE C 33/JaHHBIM HMEHEM.

JloKkyMeHTy MOXHO HPHCBOMTH JI000€, B TOM YHMCIE JJIMHHOE WM,
KOTOpOE CIIy’KUT €r0 OMHMCaHWEeM. DTO YHPOIIAET HMOMCK JOKYMEHTOB Ha
JKECTKOM JIHCKE - TIOCTOSTHHOM mamsti. [loHoe nmst daiiia, BKITtoyaroniee
MMEHA JIHCKa WM CepBepa, IPOMEKYTOUYHBIX MAIOK U COOCTBEHHO (aiina,
MOJKET BKJIFOUATh 110 255 cuMBonoB. OHaKo nMeHa (GaijioB perakTopa He
JOJDKHBI COIEPIKATh CIIENYIOINe 3HAKN:

IIpaBy1o u JeByI0 KOCYIO ueptTy (/ U, Wi \).
3Hak "Gonbmie" (>).

3Hak "menbmie" (<).

3Be3n0uKy (*) ¥ TOUKYy (.).
BonpocurenbHsiii 3HaK (?).

Kasbruxu ().

Bepruxansayro uepty (|).

JIBoeToune (:) MM TOUKY C 3aIATOH ().

PN R DD =

OTKpBlTl/Ie AOKYMEHTA

JUIg  OTKpBITHS CYLIECTBYIOIIErO, paHee CO3JaHHOIO JOKyMEHTa,
MOJKHO HCIIOJIb30BaTh KoMaHAy OTKpsITL U3 ['maBHOTO MeHio Paiin unn
HaXaTh KHONKY OTKPBITh CTaHIAPTHON MaHEIH MHCTPYMEHTOB. B mos-
BUBIIEMCS JUAJOTOBOM OKHE IIEJIKHUTE 110 UMEHM HYKHOTO JOKYMEHTA,
BBIJICJIUB €T0, a 3aTeM 10 KHONKe OTKPBITh 3TOr0 OKHA.

Kak y»xe roBopmioch, Ipu OTKPBITHH JHAJIOTOBBIX OKOH OTKpbITHE
aoxkyMenta n CoxpaHeHHe JOKYMEHTA, TEKyIIEH, "0 yMOT4aHUIO" sB-
nsiercst manka "Moun TOKyMeHTHI', KOTopasi COIEpKHUT BCE CO37aBacMble
(hatimpl. OTa manka Mo yMoMdaHWIO" SBISETCS TEKymIeH B Jr000i ycTa-
HoBIeHHOH mporpamme Office - 97 u pacmonokeHa B KOPHEBOM KaTajore
JKECTKOTO IUCKA KOMITBIOTEPA.

PemakTop 3amoMHHAET MOCIENOBATENBHOCTh PAOOTHI CO BCEMHU J0-
KYMEHTaMH U BBl MOXKETE OBICTPO Ha4yaTh pabOTy ¢ JOKyMEHTaMH, pelaK-
THUPOBABIIMMHUCS B MOCJIEIHUI pa3, MPOCTO BHIOPaB MX M3 CIHCKA BHU3Y
I'maBHOTO MeHIO Daiir.

JuanoroBoe okHO OTKpBITHE JO0KYMEeHTa, MOKa3aHHOE Ha puc.3,
MO3BOJISIET OTKPBIBATh TOKYMEHTHI, PACIIONIOKEHHBIE B CaMbIX PA3JIMYHBIX
MecTax. MOXKHO OTKpBIBaTh JOKYMEHTHI, XpaHSIIUECS HA KECTKOM JHUCKE
KOMIBIOTEPA, AUCKETE UM CETEBOM JUCKE, K KOTOPOMY UMEETCS TOCTYII.
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Ecnu umeercs cetb MHTEpHET, TO IpU HAJIIMYUM JocTyna K MHTepHe-
Ty (HampuMep, ¢ TOMOIIBI0 MOAEMA 4epe3 MOCTaBIUKa yciyr VHTepHeTa
WM 4Yepe3 JIOKAIbHYIO CETh, K KOTOPOH MOJKIIIOYEH KOMIIBIOTEP) MOXKHO
OTKPBIBAaTh TOKYMEHTHI, PaCHoOJIOXKeHHbIC Ha y3aax Web wiu na FTP cep-
BEpe.

Ecnn moxyMeHT XpaHHTCSl Ha KECTKOM JIMCKEe KOMIbIOTEpa WM Ha
CETEBOM JIHICKE, K KOTOPOMY MMEETCS JIOCTYII JUISl 3aITUCH, €r0 MOXKHO OT-
KPBITh, KaK KOIHIO, €CIH JUIsl paboThl TpeOyeTcs HE OPUIMHAJ, a KOIHS.
HesaBucumo oT pacronoxeHust JOKYMEHTa €0 MO>KHO OTKPBITh B PEKUME
ToabKO AJNSI YTEHHUsI, YTO IPEIOXPAHICT OPUTHHAI OT CIyYaiHBIX WIN
HEeXXeJIaTeIbHBIX N3MEHEeHNH. BepHee, N3MEeHEeHNsI BHOCHTH OyAET MOXHO,
HO COXPAHUTB X MOXKHO TOJIBKO MO APYyTHMM HMEHeM (Qaiina.

Jnst Toro, 4roObl OTKPHITH JOKYMEHT, CO3/aHHBIH B OPYrod Ipo-
rpamme, B okHe OTKPBITH BBIOCPUTE COOTBETCTBYIOMMHN (popmat (haitna
U3 OKHa - cnucka Tunm ¢aiinos, a 3aTeM ABaX/bl LIEIKHUTE UMs JIOKY-
MEHTa B OTKphIBIIEMcs cnucke ¢aiinos. [Ipeaapurensuo B noie Ilanka
cliellyeT BBIOpaTh HY)KHYIO IAIKy - AUPEKTOPHIO (KaTayor), TAE XPaHUTCS
OTKpBIBaeMBbIi (aiisl ToKyMeHTa, IBaXK/Ibl EJKHYB 110 Hel (puc.3).
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Puc.3. OKHO OTKPBITHS JOKYMEHTa PeAaKTopa.

[Mocne otkpeiTHs (aita ¢ JOKYMEHTOM penakTopa MOXHO IOCMOT-
peThb ero CBOICTBa, HAIIPUMEp, TEMY U CTATHCTHYECKUE NaHHbIE, Ha3BaHUE,
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aBTOpa, KJIIOYEBBIC CJIOBA, JIATy IOCIEIHEr0 M3MEHEHUs U T.I., KOTOpbIe
CITy’KaT JUIs YIPOLICHHsI TOMCKa TOKYMEHTOB. J[JIsl 3TOro HY»HO BbIOpaTh
paznen (komanny) CoiicrBa ['naBHoro Mexio daiiJ.

CBOICTBa MOYKHO OIPEACIUTh UIA TEKYIIET0 aKTUBHOTO (haiiia B
mo6oMm mpunoxennu Microsoft Office. Kpome Toro, nmpemycMoTpeHa Bo3-
MOXHOCTh CO3JJaHHUS JIOIOJIHUTENBHBIX CBOKMCTB (haiiyia, KOTOpbIE MOXKHO
CBSI3aTb C OMpeZeIeHHBIMH dyIeMeHTaMu (¢aiina. s Toro, 4ToObl HE 3a-
OBIBaTh YKa3bIBaTh CBOMCTBA IS KaKAOro (aiina, yCTaHOBUTE (PIaskok
IpensaraTeh 3ano/IHeHHe CBOMCTB JIOKYMeHTAa Ha BKJIake CoxpaHeHHe
(I'maBroe Mento CepBuc, paznen Ilapamerpsi).

Huxe nepednciieHbl HEKOTOPbIE THITBI CBOMCTB (haiiioB:

1. CrargaptHple cBoiicTBa (aiina - aBTOp, Ha3BaHHWE, TeMa M T.II.
J1st BBOo#a 9TUX CBOWMCTB NMPEAYCMOTPEHBI clieluanbHble noJisi. Hanpumep,
BceM JIokyMeHTaM Word, 1crosibp3yeMbIM MpH paboTe ¢ KIMEHTaMH, MOXK-
HO TIPUCBOUTH KJIIOYEBOE CJIOBO "KJIMEHTHI", 4TOOBI UMETh BO3MOXKHOCTB
BIIOCJIC/ICTBMM OPTaHU30BBIBATH MOWUCK TakuX (ailIoB MO 3TOMY KIIOUe-
BOMY CIIOBY.

2. Tlonp3oBatenbckue cBolicTBa aiina - s (ailyioB MOXKHO cO3-
JlaTh TOJB30BATENILCKHE CBOWCTBA, COJAEpXallne JIIo0oe 3HaYeHHe, HpH-
CBOEHHOE (haiily WM CBS3aHHOE C ONpEACICHHBIMU JJIEMEHTaMu (aiina,
HaTpuMep, C IMEHOBAHHOMW sueikoit ucta Microsoft Excel, BerneneHHBIM
o0wexToM mpe3eHTanun Power Point win 3aknaakoit B tokymente Word.

3. ABromarndecku OOHOBIIEMBIC CBOICTBa (palIOB - CTaTHCTHYE-
CKHE JJaHHBIE, TAaKUE, Kak pa3Mep (aita, 1ata co3gaHus U JaTa MOCJIEAHE-
TO M3MEHEHUsI, SIBIISIIOTCS CBOMCTBaMHU (haiinia, KOTOpbIE PETHCTPUPYIOTCS U
OOHOBJIIIOTCSI ABTOMATHUYSCKH. DTH CBOWCTBA IMO3BOJIIIOT OTOOPaTh BCE
(haiiiel, co3manHble, HampuMep, nocie 21 mapta 2000 roga WM W3MEHEH-
HBIE MTOCJIEHUI pa3 BUepa, WK J0 ONpeJIeICHHON 1aThl.

OTKpblTﬂe HECKOJBbKHUX JOKYMEHTOB
OTHOBPEMEHHO

C nomounpto koMauasl OTKpeITE U3 [1aBHOrO MeHi0 Maiii Bbl MO-
JKET€ TOCTEIOBATENFHO OTKPBITh HECKOJBKO JOKYMEHTOB penakTopa.
ToyHOE KOMMYECTBO TaKMX JOKYMEHTOB 3aBHUCHT OT JOCTYITHOW, YCTaHOB-
JIECHHOW Ha KOMIIBIOTEpE OIlepaTUBHOM mamsaTH. Kaxaplii JOKYMEHT OT-
KPBIBACTCA B OTACJIBHOM OKHE, IEPEX0] MEKAY KOTOPBIMU OCYIECTBIIACT-
cs uepe3 myHKT OkHoO ['TaBHOTO MEHIO pelakTopa.

I[J'Iﬂ OTKPBITHA HECKOJIBKUX NTOKYMEHTOB OAHOBPEMEHHO BBLIIIOJTHUTC
cienyroue 1eHCcTBUs:

1. B menro ®aiia BeiOepure koMaHay OTKPBITH WIN IIETKHUTE
kHONKY OTKpbITh Ha [lanenn wHCTpymMeHTOB. B mosBuBIIEMCS OKHE,

23



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

yaepkuBasi Haxaroi kmaBumry Ctrl, menkaiiTe MBIIIKOH MO MMEHAM TeX
(haiiioB, KOTOPBIE HAZI0 OTKPBIT, BRIJEISSA UX CHHEH MOJICBETKON. BriOpaB
BCE HYXHbIE (alliibl, IENKHUTE 1O KHOMKe OTKPBITH 3TOro okHa. J{ns
CHSITHUS BBIICJICHHS C OIIPEZEICHHOro (aiiia NOBTOPHO LIEIKHUTE 10 UMe-
HU (aiina npu HaxkaTol kinasuie Ctrl.

2. Jlns Toro, 4ToOBI BEIAEIHUTH HENPEPHIBHYIO MOCIEA0BATEIFHOCTD
UMEH JOKyMEHTOB, IIEJIKHUTE MBIIIBIO HA MEPBOM MMEHHU B IOCIEN0BaA-
TEJILHOCTH, HaKMHTE KiaBuury Shift m, He oTmyckas ee, IIEIKHUTE MbI-
IIBI0 HA TIOCJIEHEM MMEHH B ITOCIIEeI0BATEIbHOCTH. st CHATHS BbIIENe-
HUS BCEH IOCIIEAOBATENFHOCTH LIEIKHUTE MBIIIKOW 10 MMEHM JIH00O0TO
(haiina, a I CHATHS BBIAENCHUS HEKOTOPHIX TOKYMEHTOB ILIEIKHHUTE IO
WX UMEHaM Ipu Haxkatoi xiasutre Ctrl.

H3meHnenne nporpamMmsl, HCIOJIb3yeMOit
IJIs1 OTKPbITUS (aiina

OneparrionHas cuctema Windows mo3BoJIsIeT MOCTaBUTh B COOTBET-
CTBHE TUNAM (aiiIoB MPOTPaMMBbl, aBTOMATHUECKH 3aIlyCKaeMble MPH I10-
IIBITKE OTKPBITHSI TakuX (ainoB u3 nporpammsl [IpoBoguuk. Tak, mpu
JIBOMHOM IIIEJTYKE JIEBOIM KHOMKOM MBIIIN 1O TEKCTOBOMY (hailily ¢ pacIiu-
peHneMm .txt 3amyckaercs nporpamma biokaor Windows, a mo ¢aitmy c
pacmmpenueM .doc 3amyckaercst perakrop Word.

IIporpammy, ¢ MOMOLIBIO KOTOPOW aBTOMATUYECKU OTKPBIBAETCS
(haiinn, Bcerma MOKHO M3MEHHUTH C MMOMOIIBIO BO3MOXKHOCTEH camoro IIpo-
BOJIHMKA WM YCTAHOBOK JPYTHX NapaMETPOB B ONEPANMOHHON CHCTEME
Windows.

Jl1s 3TOTO MOCTIeIOBATEIBHO BBHIIOIHUTE CIIETyIONIUe IeHCTBUS:

1. B oxne Moii komnsioTep i [IpoBonarke Windows BeiGepuTe
koMaHay CBoiicTBa nmanku B ['1aBHOM MeHio Bun, a 3atem Bkianky Tu-
nbl Gailnos.

2. B mone 3aperucTpupoBaHHble THNBI (aiijioB BBHIOEPUTE THII
(hatima, KOTOPBIH JODKEH OTKPBIBATHCS IOPYTrOW IMPOTPaMMOW M HAXKMUTE
KHONIKY U3MeHNTB.

3. B otkprBmemcs okHe B nosie JleiictBus BeiOepuTe nyHKT Open
¥ HO)XKMHUTE KHONIKY U3MEHMTB 3TOro OKHa.

4. B HOBOM OKHe B paznene IlpuiioxeHue, HCHoJIHsAIONIee AeiCcT-
BHe, BBEJUTE ITyTh K HOBOI! MporpamMme, KOTOpast JOJDKHA HCIIOIb30BaThCs
JUISL OTKPBITHSE (DaiiyIoB BHIOPAHHOTO THUIIA.

5. Jlast BBIOOpa MamkW C Takoi MPOrpaMMON MOXKHO BOCIIOJIB30-
BaTbcs KHOMKON O030p.

6. Ilocne cnenaHHBIX yCTAaHOBOK TPIOKABI IenkHUTE KHONKY OK B
OTKPBITHIX Ha 3KpaHEe OKHaX.
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CoxpaHeHne J0KyMeHTa

Jlo Tex mop, moka Bl HE MPUCBOMTE HOBOMY JOKYMEHTY MMsl, OH Ha-
XOAMTCSI TOJBKO B ONEPATUBHOM MaMATH U HOCUT BPEMEHHOE HMs, OIpe-
JensgemMoe pepakTopoM. IlepBoMy HOBOMY IOKYMEHTY OyZeT IPHCBOCHO
ums "JlokymeHt 1", BTopomy - "JlokymeHT 2" u T.1.

Jnst coxpaHeHns1 HOBOTO, HEMMEHOBAHHOTO JIOKYMEHTa MJIM TEKYIINX
W3MEHEHHH, B aKTHBHOM JIOKYMEHTE Ha)KMHTE KHONKY COXpPaHHUTH CTaH-
JApTHOW TaHENH WHCTPYMEHTOB. MOJKHO HCIIONIB30BaTh M KOMOWHAIMH
knasum Ctrl+S wmm Shift+F12. OtkpeiBmeecs okao CoxpaHeHue A0KY-
MEHTA [T0Ka3aHo Ha puc.4.

T Wotd - [lorspront?
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Puc.4. Oxno CoxpaHeHue HOBOTO
JIOKYMCHTA.

"ITo ymomganmio" TOKyMEHT COXpaHseTcs B TeKymieM Kataiore "Mou
JIOKyMEHTHI" M HaJxo Toyibko HaOpath B mosne Mmsa daiiia  BeiOpanHOE
BamMu uMsL. [ coxpaHeHus ¢aiina B IpyroM KaTajlore yCTaHOBHTE HyX-
HBIM Katajor u(Win) IUcK (B TOM YHCJIE W CETEBOM JTUCK), BKIIOYAs €ro
UMS WM OTKPOITEe HY KHBIA KaTaJIor, IBasK/bI IEIKHYB II0 HEMY.

Jnst Toro, 4TtoOBl COXpPaHWUTh NOKYMEHT B HOBOH TMarke, HaXXKMHUTE
kHonky Co3paTh Hanky Ha IaHEIM MHCTPYMEHTOB okHa CoxpaHeHue
AOKYMeHTA, 33/1aiiTe ee UM M HakmuTe Kiapuiry Enter. B ciyuae HeoO-
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XOAMMOCTH UM (haiiyia MOXKET COCTOATh U3 HECKOJIBKUX CIIOB U CIIY)KHTb
KpaTKUM ONMCAaHHEM AOKyMeHTa. B mone Tum ¢aiiia HyXHO 3a1aTh, B
KakoM BHIe WM (opmare Oyner coxpaHeH NaHHBIA JokymeHT. [locie
CACIIaHHBIX BBINIC YCTAHOBOK B OKHEC COXPaHCHUA (baﬁna ICJIIKHUTC MBIII-
Koii KHOIIKY COXpaHMTb.

Koraa oTkpbiT HekoTOpHIH (aiin, OH 0TOOpaXkaeTcsi B OKHE PEeJaKTo-
pa, a KOmusi caMoro JIOKyMEHTa HaXOJHUTCS B ONEPaTUBHOM MaMsITH KOM-
nbproTepa. Bo BpeMst paboThI 3Ta KOs JOKYMEHTA IOCTOSIHHO MEHSIETCS -
penaktupyercs. st Toro, 9To0bI COXpaHUTH BHITOJHEHHYIO paboTy, cire-
JyeT dale COXpaHATh JOKYMEHT Ha XKECTKOM IHCKE, T.€. B MOCTOSHHOW
MaMsITH KoMIbioTepa. 1 3Toro Mo)kKHO HaXUMaTh KHONKY COXpaHHUTH
CTaHAAPTHON NaHeNM WHCTPYMEHTOB WM HCIIOJIB30BaTh BO3MOXKHOCTH
AaBTOMAaTHYECKOTO COXPAHEHHUSI, ONTCAHHBIC BBIIIIE.

ITocne coxpaHeHHs: TOKyMEHTa OH OCTAaeTCs Ha 3KpaHe, TaK YTO MOXK-
HO IPOJOJDKUTH paboTy MO ero peAakTHpoBaHHI0. Ecin nokyMeHT Gosblie
HEe HYXXEH, 3aKpOWTe ero, WIEJIKHYB MYyHKT 3aKpbITh [J1aBHOTO MeEHIO
®aiia. Ecnu nocne 3Toro mosiBUTCS HOBOE OKHO C BOIIPOCOM O COXpaHe-
HUM CAETaHHBIX M3MeHeHui, menkHure kKHonky [la. Knonka OTmeHna B
9TOM OKHE IO3BOJIIET BEPHYTHCS K pabdOTEe HaJ JOKYMEHTOB M OTMEHSET
ero 3akpeitie. Knorka HeT 1o3BosisieT He BBIITOJIHATH TOJHOTO U OKOHYa-
TEJIHOTO COXPaHEHHsS W3MEHEHMH, CAENAaHHBIX B JIOKYMEHTE IO €ro 3a-
KpbITHA. {7151 IepenMeHOBaHMs HaXOIIETOCs Ha dKpaHe aKTHBHOTO JO-
KyMeHTa BbIOepuTe IMyHKT CoxpaHuTh Kak [naBHoro menro @aiia. B
okHe Mms daiina 3amaiite HOBoe MM M HYXKHBIN THI - Gopmar daiina u
menkanTe KHonky CoXpaHuTh. MOXHO TaKKe M3MEHHUTh MECTOPACIIOINO-
JKCHUE JJOKyMEHTa, BEIOpaB Ipyrylo MarKy WA JTUCK.

st yckopeHHsi cCOXpaHeHUsl JOKYMeHTa B mpoliecce padboTsl B ['nas-
HoM MeHI0 CepBuc BeiOepute nyHKT Ilapamerpsl, CoxpaHenue u ycTa-
HOBUTE (uakok PaspemmnTh GbIcTpoe coxpanenme. B sTom ciydae moi-
HOE COXpaHEHHE BCEro JOKyMEHTa MPOMCXOAUT TOJIBKO MOCIIE OKOHYAHMS
paboTHl ¢ HUM W BBIXOJIE M3 PEaKTopa WM NP 3aKPHITHU JaHHOTO (haii-
Ta.

Ecnm takoii (hmaxkoKk ycTaHOBIIEH, COXPAHSIOTCS TOJIBKO BHECECHHBIC B
JOKyMEHT M3MEHEeHHs. JTO TpeOyeT MeHbIle BPEMEHH, YeM IIOJIHOE CO-
XpaHeHue (aita, TP KOTOPOM COXPAHSETCS] BECh MCIPABICHHBIH JOKY-
MeHT. Onaxkok Pa3pemnTh ObIcTpoe COXpaHEHMe IOJIE3HO YCTaHABIIH-
BaTh IpHU paboTe ¢ GodpmUME ToKyMeHTaMu. OmHAKO Uit OBICTPOTO CO-
XpaHeHHs (aina perakTopa Tpedyercs: OOblIe MecTa Ha JUCKe, YeM JUIs
MIOJTHOTO COXPAHEHUS TOKYMEHTA.

[IpuBenem mpumepsl, Koraa HeoOXOIUMO BBIMOJHATH MMOJTHOE COXpa-
HEeHUe JOKyMeHTa!

1. Tlepem mepemadeil Bamiero AOKYMEHTa IPYTHM IIOJb30BATEIlsIM,
T.€. TIpH NIEPE3aINnCH eTo Ha JHUCKETY.
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2. Tlpwu 3aBepiieHuH paboOThI C JOKYMEHTOM.

3. Tlepen 3amyckoM 3aga4u, TpeOyrOIEH OOIBIIOrO 00bEMA MAMSTH,
Harpumep, [loncka 1 3aMeHbI TeKCTa UITH COCTaBICHHS HHICKCA.

4. Tlepen neperocoM GIIOKa TEKCTa JOKYMEHTA B JPYTYHO MPOrpam-
MY HJIA IOKYMEHT.

5. Tlepenm mpeoGpa3oBaHHeM TEKCTa IOKYMEHTA pelakTopa B (aii
apyroro ¢gopmara.

®opmathl daiinos

JIoKyMeHT MOKHO COXPaHHUTh B pa3HbIX (hopMaTax, YToObI €ro0 MOXKHO
OBLIO MCIONB30BaTh B APYTHX mporpammax. Hanpumep, nokyment Word -
97 MOXHO COXpaHHUTh B (popmaTe, MPEAyCMOTPEHHOM B MIPEABIAYIIHX Bep-
cusix Word 2.0, 6.0, 95(7), nporpammax Microsoft Works mnn Word
Perfect. B penaktope Word MOXHO OTKpBIBATH JOKYMEHTHI, CO3[JaHHbIC B
JpYTUX mporpaMmax, padotaTte ¢ HUMH U COXPAHATh X B HCXOIHOM (op-
mare. Hanpumep, MoxxHO OTKpBITh foKkymMeHT Word Perfect, BHecTH B Hero
M3MEHEHH ¢ TIOMOLIbI0 penakTopa Word, a 3aTeM COXpaHUTh JOKYMEHT B
thopmare Word mmm Word Perfect.

Hexotopble u3 Takux (popMaTOB IPUBEICHBI HIKE:

1. HTML - penakrop npeoOpa3yeT TOKyMEHTHI U3 U B VIHTepHETOB-
ckuit HTML ¢opmar. Pacnioznaer Bce Bepcuu Bmiioth 1o HTML - 2.0,
HEKOTOpble paciuupenusi mnporpamm Internet Explorer u Netscape
Navigator.

2. Word Perfect qs MS - DOS u Windows Bepcun 5.x u 6.0 -
Word 97 no3BossieT TOIBKO OTKPHIBaTh, HO HE COXPAHATH JOKYMEHTHI B
tdopmate Bepcun 6.0. 11 BepcHr 5.X BO3MOXKHO OTKPBHITHE U COXPaHCHHE
JIOKyMEHTOB.

3. Microsoft Excel Bepcuu 2.x, 3.0, 4.0, 5.0, 95 u 97 - penakrop mo-
3BOJIIET OTKPBIBATh TOKYMEHTHI B 3TOM (hopMaTe, HO HE COXPAHSTh HX.

4. Microsoft Word mns Windows Bepcun 2.x, 6.0 1 95 - HOBBII pe-
JIAKTOP TI03BOJISIET OTKPBIBATh M COXPAHAThH JIOKYMEHTHI B 3TUX (popMarax.

5. Microsoft Word - 97 - naHHBI KOHBEpPTEp MPUMEHSICTCA B pe-
nmakTopax Oojee panHux Bepcuit Word - 6.0, Word - 95, nmporpammax
Power Point, Works u Publisher m1st oTKpbITHS M COXpaHEHHUS TOKYMEHTOB
Word.

6. Microsoft Word mns Macintosh Bepcum 4.x u 5.x - pemakTop
MOXET OBITh HCIIOJIb30BAH ISl OTKPBITHS, PEIaKTHPOBAHNS U COXPAHCHHUS
(haiiroB B 9THX Popmarax.

7. Lotus 1-2-3 Bepcum 2.x, 3.x, u 4.0 - pegakTop MOXET HpHUMe-
HSITBCS TOJBKO AJISI OTKPBITHS TAKOTO JOKYMEHTA, HO HE €0 COXPAaHECHUSI.

8. Tonbko TekcT - coxpaHeHHe Tekcra Oe3 (opmaTtupoBanus. Bee
Pa3pbIBBI CTPAHHUI], Pa3/IelIOB U CTPOK MPeoOpa3yloTCcsi B CUMBOJIBI KOHIIA
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ab3ama. Texctr 3ammceiBaeTcs B KommpoBke ANSI, wncmonp3yemoir B
Windows. 3ToT ¢opmatr uMeeT CMBICT HCIIOIB30BaTh TOIBKO B TOM CITy-
Yae, ecJii KOHEYHas porpaMma He pacro3Haer apyrue gopmarsl gaiina.

9. Tonbko Tekct MS - DOS - npu coxpanenun daitn npeodpasyer-
cs TaKke, kak B opmate "Tonbko TekcT". TekeT 3amuchiBacTCs B KOJIH-
poBke ASCII, xotopas siBisieTcs CTaHAapTHOM 1ia nporpamMMm MS - DOS.
3TtoT (hopMaT MOXKHO MCIIOIB30BATH JJIsi OOMEHa TEKCTaMU MEXIY pelak-
topoM Word u mporpamMmamu, He NpeHa3HauYeHHbIME Uit Windows.

10. Tekcr MS - DOS c pa30OneHreM Ha CTPOKH - TEKCT COXPAHACTCS
6e3 opmarupoBanus. Bce CHMBOIBI KOHIIA CTPOKH, pa3phbIBBI CTPAHUI] U
pa3zenoB mpeoOpasyroTcsi B CHMBOJIBI KOHIA ab3ara. IToT GpopmMat MOXKHO
UCTIONB30BaTh, €CIIN TPEOYeTCsI COXPAaHUTh NMEIOIIeecs pa30ueHne TeKCTa
Ha CTPOKH, HAaIlpUMeEp, NpH Mepeaue JOKYMEHTa IO JIEKTPOHHOH mouTe
(E - mail) u B HEKOTOPBIX APYTUX CITydasix.

11. Teker MS - DOS c coxpaHeHHEM MakeTa - MpPU COXPaHEHHH
(haiina pa3dueHne Ha CTPOKH BBIMOJHSIETCS, KaK U B IIPEABIIYIIEM Cllydae.
JIJist SMyJIAIUK OTCTYIIOB, TAOJHUIl, HHTEPBAJIOB MEXIy CTpOKaMH, ab3aria-
MH ¥ TaOyJISIIIMU UCTIONIB3YIOTCS MTpoOestbl. Pa3phIBbI cTpaHuIl U pa3enoB
B JIOKyMEHTE NpeoOpasyloTcs B CHMBOJBI KOHIA ab3ama. JToT (opmar
UCTIONB3YEeTCs, €CJIM JOKyMEHT TpeOyeTcs IpeoOpa3oBaTh B TEKCTOBBIN
(dopmMaT ¢ coxpaHEeHHEM Pa3METKN BHYTPH JOKYMEHTA.

12. Tekcr B dopmare RTF - Bce dopmaTmpoBanme coxpassercs H
npeoOpa3yeTcs B KOMaHIbI, KOTOPbIE MTO3BOJIIIOT OTKPBIBATh M IIPOCMAT-
pHUBaTh JOKYMEHT B IPYTHX IpOrpaMMax, CoBMecTUMBbIX ¢ Windows.

Ha puc.5 B macmtabe skpana mouutopa 800x600 mokasaHa 4acTh
cnucka GopMaroB win THIOB (aiinoB B MeHio Tun ¢aiina, ¢ KoropsiMu
MOJKET paboTaTh PEAAKTOP.

[Ipu coxpanennn noxymenta Word - 97 B ¢popmare Word - 6.0/95
(akTryeckn pokymeHt coxpansercs B ¢opmare RTF. Onnako pacmmpe-
HUIO NIpUcBanBaeTcs Tul (aiina .doc, KOTOPBINA YKa3bIBaeT Ha TO, 4TO (ai
sBisiercst fokyMeHToM Word. DTo pasnnune CTaHOBHUTCS 3aMETHBIM TOJIb-
KO B TOM clly4ae, eciii Ha Bkianke Oomue (I'maBHoe menio CepBuc, Ko-
Manna Ilapamerpsl) yctanoBieH ¢(uaxok IloaTBep:kaaTh mpeodpaso-
BaHHe NMPHU OTKPBITHU. Ecin 3TOT ¢1a’koK yCTaHOBIIEH, TO B IHAIOTOBOM
okHe IIpeoOpa3zoBanne ¢aiina, KOTOpoe MOSBUTCS MPH OTKPHITUH JOKY-
MeHTa, Oyzaet ykazan ¢opmar RTF.

BcraBka BTOPOro 10KyMeHTa B
OTKPBITHIA JOKYMEHT

BbI MOoeTe BCTaBUTH COZlepKUMOE pyroro (aiiiia B y>ke OTKPHITHIN
AKTHBHBIH JTOKYMEHT. ISl 3TOTO HYXHO IOCIEAOBATEIHFHO BBIIOIHUTH
CJIEAYIOIIHE ACHCTBUS:
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Puc.5. HexkoTopsie Tumibl (aiiioB, ¢ KOTOPbIMU
paboraer Word.

1. TlomectuTe Kypcop B TO MECTO OTKPBITOTO aKTHBHOTO JOKYMEH-
Ta, Kyaa HY>XHO BCTaBHUTb TCKCT U3 BTOPOTO JOKYMCHTA, KOTOpBIﬁ HaXxo-
JITCS B ApyroM caiire.

2. B pazzmene 'maBHoro MeHI0 BeTaBKa IIeTKHUTE MBIIIKOW KOMaH-
ny Daii.

3. B orkpeiBieMcsi okHe B nosne Umsa ¢paiiyia BBeIuTe UMs BCTaB-
JSIeMOTO JOKYMEHTa - (haiiyia Wiy IIENIKHNTE 110 €0 UIMEHH B OTKPBIBIIEM-
Cs1 Ha 9KpaHe OKHE.

4. Ecnm B criucke (aiiyioB BBl HE HAIUTW HYXHBII TOKYMEHT, ycCTa-
HOBHTE JIPyTOil JHCK, B TOM YHCIIE CETEeBOW H(WJIM) BEIOEPHUTE IPYToi Ka-
TaJIOT, COJEpP AN Bamy (ailusl, U(WiaH) BEIOEpHUTE APYroi THH - Qop-
Mart (aiina B crircke ¢ Beioopom Tum aiiia.

5. Tlocne cnenansbix oneparuii Haxmure kHonky OK oxHa Beras-
Ka ¢aiina.

Tekct U3 ykazaHHoOro (paiina pemakropa OyAeT IETUKOM BCTaBJICH B
BEIOPaHHOE M ONPEICICHHOES 3KPAaHHBIM KypCOPOM MECTO aKTHBHOTO JI0-
kyMeHTa. OCTaTOK TeKCTa MePBOTO aKTHBHOTO JOKyMEHTa OyIeT pacmoia-
rathCsl Cpa3y 3a KOHIIOM BCTaBICHHOTO U3 (aiiiaa Tekcra.
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Ilepexon B Apyroit 10KyMeHT

Bbl MOXeTe 0TOOpa3uTh Ha DKPAHE HECKOJIBKO JIOKYMEHTOB OJHO-
BpeMeHHo. ll]eKHuTEe KHOMKY ¢ ABOWHBIM KBaJpaToOM CIIpaBa BBEPXY OKHA
JIOKyMEHTa, KOTOpas HaXOJWUTCS HECKOJIbKO HHXE TaKhUX XKe KHOTIOK
YIpaBJIEHUs OKHOM CaMoro penaktopa. Mi3aMeHnuTe MBIIIKOW pa3Mep OKHa,
ClieNlaB €ro, HalpuMmep, B MOJOBUHY dKpaHa. [loBTopuTe 5Ty mpoueaypy
JUISl OKHA CIIEAYIOUIEro OTKPBITOTO Ha 9KpaHe N0KyMeHTa. B pesynbrare Ha
JKpaHe OyJeT HaXOJUTHCS [Ba OTKPBITHIX OKHA. AKTHBHBIM OyAET OKHO, B
KOTOpPOM I10JI0Ca C Ha3BaHUEM BBIJEJIEHA CHHEN MMOACBETKOMN.

J1s IepexIIFoueHNsI U3 OTHOTO B APYTOW OTKPBITHIA JOKYMEHT HYKHO
BBITIOJTHUTH OJHO U3 JIEWCTBUMN:

1. Ecnm Ha 5KpaHe BHIHA YacTh OKHA JAPYTOro JOKYMEHTA, IIENK-
HUTE MBIIIBIO IJIe - HUOYb B 3TOM OKHE.

2. B I'maBHoM MeHI0O OKHO BBIOCPUTE MM JIPYroro JIOKYMEHTa, C
KOTOPBIM XOTUTE HA4aTh paboTy.

W Microsoft Word - llokyment?2 [-[5]x]
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Ao ¢n@ma==
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OTNPEEUTE 4
CeORACTEA
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Puc.6. 3akpbITie akTHBHOTO TOKYMEHTA PEIAKTOpa.

JlOKyMeHT, B KOTOPBIA BBl HNEPEKITIOYAINCH, CTAHOBUTCS AKTHBHBIM
JIOKYMEHTOM U OTOOpajkaeTcs MOBEpX OCTAIBFHBIX B pabodel 00IacTH OK-
Ha pelaKTopa .
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3akpbITHEe JOKYMEHTa pelaKTopa

BbI MOKeTE 3aKpBITh JOKYMCHT, HE 3aBepiias paboTy ¢ IporpaMMoii
penakropa Word. Ecnu Bl paboTacte B JIOKaJbHON CETH, 3aKPBITHIA Ha
BallleM KOMIIBIOTEPE NOKYMEHT CTaHET JOCTYMEH IPYTHUM TOJb30BaTENSIM
ceTu. Jns 3aKphITHS aKTUBHOTO JOKyMeHTa B ['maBHOM MeHI0 Maiin BbI-
Oepute KOMaHAy 3aKpbITh, Kak MOKa3aHo Ha puc.6. Ecnu B mokymeHte
€CTh HE COXpaHEHHbIE U3MEHEHHUsI, Ha IKpaHe MOSIBUTCS 3alpoc Ha UX CO-
xpaneHne. Eciii B OTBET Ha 3ampoc BB HAXKMETe KHOMKY Jla, TO Ipon30ii-
JIET TIOJTHOE coXpaHeHue HokymeHTa. Eciu o atoro (aiiny eme He OBIIO
MIPUCBOCHO WMs, HA dKpaHe MosBUTCA auanor CoxpaHeHHe TOKyMeHTA,
r/ie HyKHO 3a/1aTh UMsA (¢aiina.

[Ipu mcmonp30BaHME MBIMHM U 3aKpBHITHS (pafima MOXXHO HaXKaTh
KHOTIKY C KPECTHKOM YTIPABIISIONIETO MEHIO B BEPXHEM IIPAaBOM YTy OKHA
JIOKyMeHTa. HakaB KHOMKY yHpaBISIOUIETO MEHIO, BbI 3aKPOETE TOJIBKO
OKHO aKTHUBHOTO JOKyMeHTa. OcTajbHble OKHA, OTKPHITHIE B JaHHBIA MO-
MEHT, OCTaHyTcs B paboueii 001acTu SKpaHa peaKTopa.

Ynanenue AOKYMEHTOB

[Ipn nHTEHCHBHOH pPabOTE C KOMIIBIOTEPOM B TNPHIOKEHHIX MS
Office, B Tom uncine Word, B manke "Mou JOKYMEHTHI" Ha KECTKOM JIHUCKE
CKaIUIMBAETCsI MHOTO CaMbIX pa3inyHbIX (aitno. [Tockombky o6bem muc-
Ka - IOCTOSHHOU MaMSTH OTPAHWYEH, TO PAHO MIIM TIO3IHO MOKET BO3HHK-
HYTh HEOOXOIUMOCTh yIANIATh CTaphle M YK€ HEHYKHbIE (ailiibl JOKYMEH-
TOB.

s ymajgeHusi JOKYMEHTa C JWCKa ITOCIICAOBATEIbHO BBIMOIHUTE
CIeAyIoINe N1eUCTBUSA:

1. B I'maBHom meHio @aiin BeiOepruTe kKoMaHay OTKPBITH WIH Ha-
skmuTe KHONKY OTKphITh [laHenu mHCTpyMeHTOB. Brinenure ums yna-
JISIEMOT0 JOKYMEHTA, IENKHYB [0 HEMY MPaBOi KHOMKON MBIIIH, U B MOSI-
BUBIIEMCS Ha 3KpaHe JMHAMUYECKOM MEHIO IIENKHUTE JIEBOW KHOMKON IO
CIIOBY YJAIUTh, a 3aTEM B HOBOM OKHE MOATBEPIUTE yJaIeHHE KHONKON
Ja.

2. Ecmm Bam HyXHO y#annTh HECKOJNBKO NOKYMEHTOB, IIEJIKHUTE
MBIIIBI0 HA UMEHHU MEPBOTO U3 yaamseMbix (aitnos. Haxmure xmaBuiry
Ctrl u, He oTmyckas ee, MIEJIKaWTe MBIIIbIO HA KIMEHU KaXJIOTO yIalsieMO-
ro JOKyMeHTa. Eciu Bbl ClydaliHO BBIIEIWINM MMsI JOKYMEHTA, KOTOPBIH
HE XOTUTE yJNaJIATh, UICTKHUTE MBIIIBIO HA 3TOM MMEHHU MOBTOPHO. BEI-
MIOJIHUTE Aajee yaajaeHue (aiyioB U3 MEHIO MO MPaBOW KHOIKE MBIIIH, KaK
onucaHo B 1.1. ITpu 3ToM mien4ok npaBoil KHOMKON JOIKEH MPOBOIUTHCS,
KOTJla Kypcop MBIIIN HAXOAUTCA B IOJIE BBIIEIEHHs. B MpoTUBHOM citydae
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BBIZICICHHE OyIeT MPOCTO CHSTO M €ro TPUACTCSA MOBTOPATH TEM HIH
MHBIM criocoboMm (puc.7).
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Puc.7. HacTnuHOE BBIZICICHUE CIIMCKA
¢aiinos.

3. Jlmst Toro, 9TOOBI BEIIEINUTH HEMPEPHIBHYIO ITOCIEA0BATEIHLHOCTD
MMEH JOKYMEHTOB, IEIKHUTE MBIIIBIO HA IEPBOM UMEHH (aiiia B mocie-
JIOBAaTEIbHOCTH, HakmMuTe kiaBuiny Shift U, He oTmyckas ee, IICIKHHUTE
MBIIIBIO HA TOCIeIHEM MMeHH (haiiia B TIOKAa3aHHOW Ha YKpaHE MOCIeI0-
BaTEILHOCTH.

4. Tlpwm ynanenuu ¢aiina JOKYMEHT JTOJDKEH OBITh OTKIIFOYEH OT pe-
JIAaKTOpa, T.€. MPEIBAPUTENILHO €ro HaJ0 3aKpbITh C MOMOIIBIO paslena
3akpbITh B [1aBHOM MeHI0 a1 WM yCTaHOBJICHHON HA MaHENU UHCT-
PYMEHTOB KHOIIKOM C TEM K€ Ha3BaHHEM.

OKHO €O CIIMCKOM YaCTHYHO BBIJETICHHBIX (ANHIOB IOKa3aHO Ha
puc.7. YnaneHnsie (aiiiipl He UCUE3AI0T C KOMIIBIOTEPA, a MePeMEIIAI0TCs
B manky Kop3mHa, xoropas nHaxomurcs Ha PaGodem crtose - skpaHe
Windows. Hcrions3yst 3Ha40K KOP3UHBI, MOXHO BOCCTaHABIMBATh HEAABHO
ynanenusle ¢aiinel, ecnu cama Kop3uHa He Obla 0 9TOTO OuMIIEeHa Me-
Toamu cucrembl Windows.
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s BocctanoBieHus ¢aitna 3 Kop3uHbl IIEIKHUTE 1O 3HAYKY
Kop3uHnbl 1 B OTKpBIBIIEMCS Ha 3KpaHe OKHE BBIOCpUTE HYKHBIH (aiii, a
3aTeM B MeHI0O dail1 3TOro okHa IIENKHUTE MO MyHKTY BoccTaHOBMTS.
g ounctkn Kop3mHBI OTKpOiiTe ee OKHO Ha 3KpaHe U B MeHI0 Paiin
BbIOEpHTE MyHKT OYUCTUTD.

HepeTacmlBa}me AAHHBIX MEKIY
AOKyYMEHTaMHu

JIJst KOMPOBaHUS WM NEPEMEIIEHHS TaHHBIX, CO3/IaHMsI CBA3aHHBIX
00BEKTOB, SIPIBIKOB ¥ THIIEPCCHUIOK MEXIY JOKYMEHTaMHU Pa3HbIX (hailnoB
MOXHO HCIIOJIb30BaTh OOBITHOE TIEPETACKUBAHME!

1. [l mepetackuBaHus 0OBEKTOB HEOOXOIMMO BUICThH ITEPETACKHU-
BaeMbIe IaHHBIE, a TAKXKE TO MECTO, KyJla OHM OyIyT nomerieHsl. [loatomy
pAacIoyoKUTe OKHA JIOKYMEHTOB TakuM 00pa3oM, 4yToObl 00a (aiina - uc-
XO}IHBIﬁ M KOHEYHBIH - 6BIJ'II/I OTKPBITEI U BUIHBI HAa OKPAHEC.

2. Bwigenure gaHHbIE, a 3aTeM MPU HAXKATOM JIEBOM KHOTKE MBIIIH
nepeTarinTe BhIZEICHHBIH OJIOK Ha HOBOE MECTO B JPYTOM JOKYMEHT.

KonmpoBanne BblAeneHHOTO OJ0Ka TEKCTa MPOWU3BOIUTCS TaKUM XKe
obpazom, HO mpu HaxkaToi xiasume Ctrl. I[Tpn kommpoBaHuUM W3 OAHOTO
JOKyMEHTa B JPYTroil MpuMEHAeMOe MPH 3TOM (OPMATHPOBAHUE 3aBUCHUT
OT KOIHpyeMoro (hparMeHra.

Ecnu BbleneHHbIH KOUpyeMblil ()parMeHT OJIOK TEKCTa B JIOKYMEH-
Te pellaKTopa:

1. He conmepxuT cumMBOJa ad3ala - KOMMPYETCS CTHIIb CHUMBOJA U
moboe apyroe (GopMaTHpPOBaHWE CHMBOJIOB, INPHUMEHEHHOE K MEPBOMY
CHUMBOITY (hparMeHTa TEeKCTa.

2. SlBnsercs cMMBOJIOM a03alla - KOMUPYETCs CTHIh ad3ama W JIko-
0oe mpyroe GopmarupoBanue ab3ara, MPUMEHEHHOE K TOMY ad3airy.

3. CopnepxuT cuMBoOI ab3ara - KONMUpyeTcst CTHIb ad3ama u Jrodoe
apyroe hopMatupoBanue ad3ana, NPIMEHEHHBIE K 3TOMY a03ally, a TaKKe
CTWJIb CHMBOJIA U JI000€ Ipyroe popMaTHPOBaHHE CUMBOJIOB, IPUMEHEH-
HOE K IIePBOMY CHMBOJLY BBIIEIICHHOTO ()parMeHTa.

4. CopnepxXuT pa3pbeIB pasiena - Konmupyercs Bce (hopMaTHPOBaHHE
pasnena, BKJIIOYAsl MOJIsI, KOJIMYECTBO CTOJOIOB, KOJMYECTBO CTPOK, pa3-
Mep M OPHEHTAIMIO CTPAHUIIBI, BEPXHUI W HUKHUIA KOJIOHTHUTYJIBI.

3aBepumenue padotTsl ¢ Word

s 3aBepmenns paboTsl ¢ nporpammoit Word - 97 Ha)kKMUTE KHOIIKY
C KPECTHKOM YIPABIISIOIIETO MEHIO CIIPaBa BBEPXY OKHA PEAaKTOpa WM B
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I'maBHoM menro Paiin BeiOepute koMaHxy Beixoa. Ilocne 3aBepienus
paboTHl pemakTopa MBI Bo3Bpamaemcs B Windows, H 3KpaH KOMIIbIOTEpa
MIPUHUMAET BUJ, TIOKa3aHHBIN Ha puc.l.
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Puc.8. OxHO coxpaHeHHE TOKYMEHTOB IPH 3aKPbITUN
penakropa.

Korzaa Bbl 3aBepmiaere padoty ¢ mporpammoil Word, Bce OTKpHITEIE
JOKyMEHTBI aBTOMAaTHYECKH 3aKpbIBaloTCs. Ecnm B JOKyMeHTax ecTb He
COXpaHEHHbIE N3MEHEHHs, Ha 3KpaHe OyayT IMOSBIATHCS 3alpochl Ha CO-
XpaHeHHe U3MEHEHMH Ul KaKAOro Takoro JoKyMmeHTa. HykHo monTsep-
JIUTh COXpaHEHME CETaHHBIX U3MEHEHUN KHONKOU [la nnu oTkasaTbCs OT
coxpanenns kHonkord Her. Knornka OTMeHa ciyXuT Al BO3BpaTa B pe-
KM peaKTUPOBAHUS U OTMEHSET 3aKphITHE peaakTopa (puc.§).

IlosicHUM Temeph HEKOTOPBbIE MOMEHTHI PaboThl penakropa Word. B
He paboueM cOCTOSIHUH (aifiIbl caMOi MPOTPaMMBI pellaKTopa XpaHsTCs Ha
JKECTKOM [FICKE KOMITBIOTEpa, T.€. B IOCTOSHHON MaMsITH KOMIIBIOTEpa.
Korma penakrop 3amyckaercst Uit paOOTBI, TO B ONEPaTHBHYIO INaMsTh
3arpyaercs Komust 3Tux (aiioB ¢ caMOl IporpamMMmoil peaakropa, rie
OHHU paboTaIOT MPEAOCTABIISAS TE€ WIM MHBIC BO3MOXHOCTH IO PEJaKTHPO-
BaHMIO TeKcToB. Korma paboTa ¢ perakTopoM 3aBepuiaeTcs U 3aKpbIBaeTcs
€ro OKHO, (haifyIbl pelakTopa BBITPYKAIOTCS M3 ONEPATHBHOW ITaMSTH, OC-
BOOOK/1as1 TOTOIHUTENBHOE MecTO. Eciii OKHO pelakTopa IpoCTO CBEPHY-
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TO, TO TIPOTPaMMa PEIAKTOPa OCTAETCS B OTIEPATUBHOM MaMSITH U TOJBKO
€ro OKHO TIpeBpaImactcs B 3Ha4ok Ha [aHesau 3a7a4 oneparndoHHON CHC-
teMbl Windows.
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HABOP TEKCTA U UCITPABJIEHUA
B IOKYMEHTE

Koraa Word 3amymieH v BBIIOJIHEHBI HaYalbHbIE YCTAaHOBKH, B OKHE
penakTopa UMeeTcsl MyCTOW JOKYMEHT C YCJIOBHBIM Ha3BaHHeM '"Jloky-
MeHT" M MOPSIKOBBIM HOMEPOM, FOTOBBIN JIsi Habopa Tekcra. Mepuaro-
I1asi BEpTUKAJIbHAs 4epTouKa, Ha3bIBaeMasl 3KpaHHBIM KypCOpOM, YKa3bl-
BaeT MECTO, B KOTOPOE Oy/eT BCTaBIATHCS HAOMpaeMblil TeKCT. B oTimune
oT pabOoTHl Ha MUINYIIEH MAaIIMHKE cCaMOMY HE HYXXHO HadyHMHATh HOBYIO
CTPOKY TPW JOCTH)KEHHH TIPABOTO TIOJIS - TEKCT TIEPEHOCUTCS Ha CIIEAYIO-
IIyI0 CTPOKY aBTOMaTHueckd. HabpaHHBIE CHMBOJIBI MOKHO YAQJISATH, KaK
cIIpaBa OT Kypcopa, Tak U cieBa oT Hero. Haxxumare knaBuity Enter cie-
JyeT TOJIBKO TOrZa, KOT/la HYXHO CO37aTh HOBBIM a03all TEKCTa B JIOKY-
MeHTe penakTopa Word.

BoNbIIMHCTBO TOKYMEHTOB OyJeT COAep)KaTh 3HAYMTENILHO OOJIbLIe
TEKCTa, YeM MOXXHO YBWJETh Ha dKpaHe. /it TOro, 4To0bl IPOCMOTPETH
9acTH JOKYMEHTOB, HE BBIBOAMMBIC B HACTOSIIMM MOMEHT Ha JKpaH, He-
00X0TMMO C TIOMOIIBIO MBI (TI0JI0OCA MPOKPYTKH CIpaBa M BHU3Y JKpa-
Ha) wiM KnaBuarypsl (knasumy Page Up, Page Down) npokpyTuTh TekcT
JIOKYMEHTA.

I/IC]’[paBJ'leHI/lﬂ TEKCTAa B JOKYMEHTE

Ecnu B 1OKyMEHTE HYKHO M3MEHHUTH LIENBIH KyCOK TEKCTa, CHaJaja
HE0O0XOAUMO BBIICTUTH OJOK, KOTOPBIH OyaeT m3MeHAThCs. OOmmmM MeTo-
JOM BBIJICIICHUA 0J10Ka SIBIISETCS NEPEMECIICHUC KypCOpa MbIIINU MO BBIJC-
JSIEeMOMY TEKCTY TPH HaXKaToil JIeBOH KHOIKe. BpiaenaeHHbli TekcT Oyner
MOJICBEYMBAThCSl YepHbIM (hoHOM. JIpyrue crnocoObl BBIAEIEHHS TEKCTa
OymyT paccCMOTpEHBI ajee.

BrleneHHbI TEKCT MOXKHO yAAIUTh U3 JOKYMEHTA, CAeNaTh ero Ko-
MO, BCTABUTH B HOBOE MECTO WJIM KyZa - JIH00 mepeHectu. TeKCcT MOXXHO
KOIIMPOBATh WM NEPEHOCHTH, KaK B MpPEAENax OJHOTO JOKYMEHTa, TaK M
MEXIy JOKyMEHTaMH U npuiokeHnaMu Windows.

BceraBka Tekcra B JTOKYMEHT

Korma BBI BCTaBmseTe TEKCT € TOMOIIBIO KJIABUATYPHl HIIM IIPH
BCTaBKe OJIOKa TEKCTa B OMPEACICHHBIA ad3all JOKYMEHTa, MPOUCXOIUT
aBTOMAaTHYECKOE BBIPABHHBAHHME OCTaJIbHOW 4YacTH ab3ala, €Clid TOJBKO
Ha0oOp HE BBIMOJNHSIETCS B PEXUME 3aMEHBI - 3aMElICHUs (BKIIOYCHHAS
kiaBuina Insert).

Jst mpocToi BCTaBKM HOBOT'O TEKCTa B JOKYMEHT YCTaHOBHUTE JK-
PaHHEIA Kypcop B TO MECTO, B KOTOPOE HY>KHO BCTaBUTh TEKCT, U HAOepH-
T€ 3TOT TeKcT. "[lo yMomyaHuo" UMEIOLUICS TEKCT CABUTAETCS BIIPABO, a
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HaOWpaeMbIii TEKCT, TT0 Mepe Habopa CHMBOJIOB, BCTABIISIETCSI HA OCBOOOXK-
Jaromieecss MecTo. Eci BKIIIOUMTB PEXXUM 3aMEHBI, TO MMEIOLINICS TEeKCT
OyzeT 3aMeHSThCSl HOBBIM TOCHMBOJIBHO. /17151 TOr0, YTOOBI YCKOPUTH MTPO-
IeCC 3aMCHBbI HECKOJIBKMX CUMBOJIOB HOBBIMH, HYKHO CHa4daJla BbIACINUTDH
TEKCT, KOTOPBII TpeOyeTcsi yaalnuTh, a 3aTeM HaOpaTh HOBBIM TekcT. Ha-
OupaeMblil TEKCT 3aMEHSIET BeCh BBIAEIEHHBIH OJIOK.

Co3nanue a0d3a1a 4 HOBOH CTPOKHU

Korna mpu Habope TeKkcTa IOCTHUTAeTCs IpaBOE I0JI€ CTPAHHIIBI,
TEKCT aBTOMAaTHYECKH MEPEHOCUTCS Ha CIEOyIoIylo cTpoky. OmHako B
HEKOTOPBIX CHTYaIlHsX MOXET MOTpeOOBaThCs HayaTh HOBBIN ab3all C 3a-
JTAaHHBIM OTCTYTIOM IIE€PBOH CTPOKH. J[11 Hadana HOBOTO ab3ara yCcTaHOBH-
T€ Kypcop TaM, TI€ Hy)KHO HadaTh HOBBIM ab3all, 1 HAXXMHUTE KIaBHUILIY
Enter.

ITpu Haxkatun knasuim Enter Word BcTaBimsieT mapkep ab3ara u me-
PEHOCUT TOUYKY BCTaBKM Ha MEPBYIO CTPOKY HOBoro abzama. [us Toro,
4T0OBI CAENaTh BUIMMBIMH MapKepsl ad3ama, Hakmure KHonky Hemeua-
TaemMble CHMBOJBI - Y - CTaHIAPTHOM NMaHEIN HHCTPYMEHTOB.

Teker B ab3anax mpu BKIIOYEHHOM pekuMe BbipaBHHBaHUA [lo mm-
PpHHE PaBHOMEPHO PACIIOIaracTcsi MeKAy HMPaBbIM U JEBBIM ToysiMu. Jlist
TOTO, YTOOBI BU3YaJbHO OTIEIHTH a03all OT OCTAIBHOTO TEKCTa, AJISI HETO
MOXHO 33J]aTh OTCTYII IEPBOH CTPOKH.

IIpu yBenuueHMN WM YMEHBUIEHHH OTCTYIIOB IEPBOM CTPOKH HM3Me-
HSIETCSI PACCTOSIHUE OT TEKCTa IO JIEBOTO MOJs, YCTAaHOBJIEHHOTO Ha CTpa-
Huue. [Ipu co3naHuy BBICTYNA MPOUCXOAUT CMEUICHHE 3JeMEeHTa TeKCTa
BJICBO OT HepBOHa‘IaﬂBHOﬁ JIMHUHU OCHOBHOT'O TCKCTA.

Jnst oOpa3oBaHusi HOBOW CTPOKM B TOM e ab3alle yCTaHOBUTE Kyp-
COp TaMm, I'ie¢ HY)KHO HayaTb HOBYIO CTPOKY, a 3aTeM Ha)XMHUTE KJIaBHIIN
Shift+Enter. Word BcTaBisieT ciMBOIJI KOHIIA CTPOKH U TIEPEMEIAET TOUKY
BCTaBKM B HAudaJlo cienylomeil crpoku. s Toro, 4ToObl cuenaTh BHIH-
MBIMH CHMBOJIBI KOHIIOB CTPOK BO BCEM JOKyMEHTE, HAXMHUTE KHONKY He-
neyaTraeMble CHMBOJIbI CTAaHIAPTHOW TTAHEIN HHCTPYMEHTOB.

YcTraHoBKAa JIEBBIX T NpPaBbIX OTCTYIIOB
TEKCTa

CymecTByeT HECKOJIBKO CLIOCOOOB YCTaHOBKH OTCTYIOB. PaccMoTpum
HEKOTOPBIE U3 HUX:

1. BLI[[eJ'H/ITe a63aum, B KOTOPBIX HeO6XOZ[I/IMO caciaTtb WK U3ME-

HUTb OTCTYII, UJIU KOTOPLIC CICAYCT MCPEMECTUTL OTHOCUTECIILHO MTPABOT'0
HWJIA JICBOT'O IIOJIA CTPpAHUIBI.
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2. Jlus BBIBOAA NMHEHKHM Ha dKpaH, €CIM OHA HE MOKa3aHa, yCTaHO-
BuTe ¢uaxok Jluneiika B mernto Bup.

3. Jlyia u3MEHEHHUs JeBOTO OTCTyIa MEPBON CTPOKHU TEKCTa MepeTa-
IIUTE BIIPABO MapKep OTCTyMa MEPBOM CTPOKU Ha BEPXHEH YacTH C JIEBOU
CTOPOHBI JHHEWKH, YCTAHOBHB €ro B OEJOM I0Jie JIMHEWKH Ha HYKHOE
paccTosiHME OTHOCUTENBHO MoJis. [{Jisi 3TOro Hafo MOCTaBUTh HA HETO Kyp-
COp MBILIKU U, YACPKHUBAs HAXKATOW €€ JIEBYIO KHOIMKY, MEPETAIUTh Map-
Kep Ha HoBoe MecTo. [lone cTpanulpl B Pexxume pasmeTku cTpaHull mo-
Ka3aHo Ha JIMHEHKE cephiM (POHOM.

4. Jlnsg W3MEHEHHs OTCTyIa BCeX CIEAYIOMIMX CTPOK ad3ama B TeK-
CTEe TaKUM >Xe 00pa3oM MepeTaluTe JCBBI HIDKHII MapKep OTCTyIa Ha
nuHelke. Eciau mepetacKuBaTh KBaIpaTHK MO/ JIEBBIM HIDKHUM MapKEpOM,
TO OyJIeT MEHATHCS, KaK OTCTYH ad3a1a, TaKk U OTCTYITBI BCEX €T0 CTPOK.

5. Jlng m3MeHeHHs MpaBOro OTCTyIa BCEX CTPOK ab3ara mepeTanti-
T€ IIPaBbI MapKep OTCTYIa, KOTOPBIA HAXOAUTCA BHU3Y C IIPaBOil CTOPO-
HbI IUHENKH, YCTAHOBHB €T0 B HYKHOE MECTO Ha OeloM moJe.

6. Ecnu Hamo ycTaHOBUTH 00Jice TOYHBIC 3HAYCHUS OTCTYIMOB a03a-
LeB, HA/I0 UCNOIb30BaTh KoMaHay A03an B ['maBHoM meHio Dopmar.

7. W3meHeHue OTCTyIa MOXKHO JIeJaTh U C MOMOIIBIO KHOTIOK - £
- YBeJMYUTh WIKM YMEHbIIUTh OTCTYN HA MaHEIUd WHCTPYMEHTOB MpO-
TPaMMBI PeIaKTopa.

8. Ilpu ucrmoms30BaHMEe KIABUATYPHI, YTOOBI CABHHYTH a03all K clie-
OyIOIeH TOo3WIuu TalOynsanuu, HaxkmuTe KkiaaBumu Ctrl+M, a dro0sr
YMEHBIINTh OTCTYN M CIBHUHYTH a03all K MPEIbIAyIIeH MO3UINHA Ta0yIIs-
MM, Ha)xMuTe KomOuHanuio knasum Ctrl + Shift + M.

IlepeMenenue 3KpaHHOr0 Kypcopa
10 TEKCTY

Ecnu 1OKyMEHT 3aHHMMaeT HECKOJIBbKO HKPAHOB, MEPEMEINaThCs IO
TEKCTY MOXKHO C IOMOIIBIO TI0JIOC MPOKPYTKH, UCIIOJB3Ysl MBIIIb U Kila-
BUATypy yNpaBJieHUsI KypcopoM. [Ipu KemaHUM MOXKHO TEpPEeHTH K ompe-
JISTICHHON CTpaHMIle, CHOCKE M JIIOOOMY APYroMy 3JIEMEHTY JOKYMEHTa,
€CITH ILENKHYTh 10 KHOIIKE C KPY’)KKOM - BbIOOp 00beKxTa nepexoaa BHU-
3y BEPTHKAIBHOM MONOCH NPOKPYTKH. I[Ipyu mpocMoTpe HOKyMEHTa Ha 3K-
paHe I IIepeMEIIeHHs [0 HeMy yA00HO UcIonb30BaTh CxeMy JOKyMeH-
Ta, KOTOpas BKIOYAETCSI KHONKOM - Bl - Ha maHenu HHCTPYMEHTOB.

[Ipu mepeMenieHny Mo TEKCTy C IMOMOIIBIO0 MBIIIKK HYKHO CHeNaTh
clelytonee:

1. C noMombio NMOJIOC MPOKPYTKU MPOIUCTANTE JOKYMEHT, [TOKa HE

OKa)KETECh B HYXKHOM MECTe, U LIEIKHUTE MBIIIKON TaM, IIe Hy>KHO yCTa-
HOBHTH 9KPaHHBIA Kypcop.

38



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

2. Jlust Toro, 9TOOBI MPOKPYTHTH TEKCT HA CTPOKY BBEPX, MICIKHUTE
IO CTPEJKE BHU3 MOJIOCH MPOKPYTKH, KOTOPast HAXOIUTCS CIpaBa dKpaHa.

3. Jusa Toro, 4ToObI MPOKPYTUTH TEKCT BHU3 HA CTPOKY, IICTKHUTE
IO CTPEJIKE BBEPX MOJOCHI MPOKPYTKH.

4. IIpokpyTWUTh BHU3 Ha HKPaH - MIEIKHHUTE 0]l OETYHKOM Ha IO0JIO0-
ce MPOKPYTKH.

5. TIpokpyTuTh BBEpX HA DKPaH - MICIKHUTE HAJ OCTYHKOM Ha I10-
JI0CE MPOKPYTKH.

6. [l Toro, 4TOOBI TEPEWTH K CIEAYIONMEH WIN TPEeAbITyIIeH
CTpaHUIle, HAXMHTE KHONIKY BbIOOp 00BbeKTa mepexoia BHU3Y Ha BEpPTH-
KaJIbHOHM ToJIoce MPOKPYTKH U BBIOepuTe CTpPaHMIbI, a 3aTeM HAXKMUTE
kHonKy Caenyromasi crpanuna win [peapiagymas cTpanuua, KOTOphie
HaXOJATCS BBIIIE M HIKE KHOTIKH BEIOOpA OOBEKTOB Iepexoa.

C nomopio KHONKY BbIGOp 00bekTa mepexoga MOXKHO Iepeian K
CTpaHuIle, 3aKiajKe, CHOCKe, TabJuile, MPUMEUYaHHIO, PUCYHKY M JPYTHM
3JIeMEHTaM JTOKyMeHTa. Te ke AEHCTBHS MOXHO BBITIOJHUTH U3 paszena
Iepeiitn I'naBHOro MeHto IlpaBka, KOTOpoe BBIBOAUT Ha 3KpaH OKHO C
Tpems nojgokHamu - Ilepeiitn, Haiitn, Haiitn n 3aMeHnTsh.

IIpu nepeMemieHUu MO TEKCTY C MOMOIIBIO KJIABUATYPhI MOXHO HC-
MIOJIb30BATh CIIETYIONINE ICHCTBHS:

1. Jlnst Toro, 9TOOBI IEPEMECTHTh Kypcop Ha OJWH CHMBOJI B CTPO-
ke, HakMuTe CTpesKy BJIeBO Wi BIPAaBO.

2. Ha ogHy cTpoKy BBepX WIHM BHH3 - HAXMHUTe Kiapumry CTpeska
BBEPX W BHU3.

3. Ha ogno cioBo BieBo win Brpaso - Ctrl + CTpeska BJIeBO Win
Ctrl + Ctpenka Brnpaso.

4. B KoHeIll CTPOKH - HAXXMUTE KiaBuiry End Ha xiraBuaType yrpas-
JICHHUS KyPCOPOM.

5. B Havano cTpoku - kiaBuma Home Ha kinaBuatype yrpaBICHUS
SKPaHHBIM KypCOPOM.

6. B mauwamo Tekymero a03ama - komOwHamms kmaBum Ctrl +
CrpeJika BBepx.

7. B Hawano mpeppimymiero ad3ama - komOuHarwms kinasum Ctrl +
Ctpejika BHU3.

8. Bmepx mim BHH3 Ha 3KpaH - Haxmure Kiasumm Page Up wmmm
Page Down.

9. B KoHenm MOKyMEHTa - HaXXMuTe KomOuHarmio kiasum Ctrl +
End.

10. B Hayanmo gokymeHTa - HakMuUTe KomOuHanumio knapum Ctrl +
Home.
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Boinesenne Texkcra u rpagukn
¢ HOMOIIbI0 MBIIIH

C IOMOIIIBIO MBIIIM MOXHO BBIJIENISITh TEKCT U TpaduKy ¢ pazmepom
o0nacTu BbIJENICHUS] OT OJHOTO CUMBOJIA JI0 BCEro AOKyMeHTa. [ljist Bblae-
JIeHus! 0JIOKA BBITIOJIHUTE OJIHO U3 CIENYIOIMNX AeHCTBUI:

1. Jns Toro, 4ToObI BBIJEIHUTH ITPOM3BOJIbHBIN OJIOK TEKCTa - TIepe-
MECTHUTE KypCOp MBIIIKH, YIAEPKHUBAsI HAKATOH JIEBYIO KHOIKY IO TEKCTY,
KOTOPBIN HY>KHO BBIJICITUTb.

2. ns Toro, 4TOOBI BBIACINTH CIOBO - BBl METKHUTE MBIIIKON
Ha CJIOBE.

3. Jlmst Toro, 9ToOBI BEIIENUTh TpaduKy (PUCYHOK, IHArpaMMy WIIH
(hopMyITy) - MIETKHAUTE HA ’TOM OOBEKTE.

4. Jlns Toro, 94ToObl BBIACIUTH CTPOKY TEKCTA - IIENKHHUTE CIeBa OT
CTPOKH, KOTJIa KypCOp MBIIIKH CTAaHOBHUTCS MPaBOW BEPTUKAIBHOM CTpe-
KOH.

5. us Toro, 4ToObI BBLAEINUTH HECKOJIBKO CTPOK TEKCTA - TIepeMec-
TUTE KYpCOp MBIIIKH, YAEpXKHUBasi HAKATOM ee JIEBYI0 KHOIKY, CIeBa OT
9THUX CTPOK.

6. us Toro, 4toOBI B TEKCTE JOKyMEHTa BBIICIHUTH OIHO IPEIJIO-
JKeHHUe, ynep)kuBas HaxaToi kmaBunry Ctrl, menknure B moOoMm mecte
MPEeAT0KEHHUS.

7. Hust TOro, 4yToOBlI BBIAENUTH a03all TEKCTa - JBaYKAbI IEITKHUTE
cieBa oT ab3ama Wil TPIKABI MIETKHUTE B TF0O0OM MEcTe BHYTpH ab3ara.

8. Jlust Toro, 4ToOBI BBIACIHUTH BECh JOKYMEHT - TPIIK/IbI IICTKHUTE
CJIeBa OT TEKCTa.

9. Jlnsg Toro, 4ToObl BBLAEIUTH KOJIOHTUTYJBI, paboTas B pexuMe
MPOCMOTpPa Pa3METKH CTPAHMIIBI, ABAXK/IBI IEIKHUTE HA KOJOHTHUTYJIE WIH
Ha HOMEPE CTPAHUILIBL.

10. JIns Toro, 9TOOBI BBIACINTH BEPTUKAIBHBIA OJIOK TekcTa (3a Uc-
KIIFOUCHHEM SYCHKHU WIIH ST9eeK B TaONUIE), yIep KUBasi HAXKATON KIIABHIILY
Alt 1 1eBy10 KHOIIKY MBIIIH, IEpeMEIIaiiTe ee Kypcop IO TEKCTY.

Boigenenne 0J10K0B KJIaBUHATYPO
TexcT MOXHO BBIIEIATH, YIAepKHUBasg Haxartou kmasumry Shift u Ha-
KHMask HEOOXOJMMbIC KIIABHIIHN YIPABICHUS KypcopoMm. st Toro, 4To0bl
CO3/1aTh WM PACIIMPUTH BBIIEIECHHE, MOYKHO HCIIOJIb30BATh CIIEAYIOIIHE

KOMOHMHAIINH KIIABHIII:

1. Ha oaun cumBon BrpaBo - komOuHanus kiasum Shift + Crpes-
Ka BIPaBo.
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2. Ha ogmuu cumBOJ BiIeBO - KoMOuHanus kinasum Shift + Ctpenka

3. o xoHua cnosa - komOouHanus Ctrl + Shift + Crpesnka Bnpaso.
4. K nauany ciosa - komOounanus Ctrl + Shift + Ctpesika BieBo.

5. Jlo KOHIIa CTPOKH - HaXXMHUTE KoMOHHaIuio kinasuin Shift + End
6. K Hawany cTpoku - Haxkmute kKomOuHanumio kmaBurn Shift +

7. Ha onny cTpoky BHU3 - KomMOuHanus Shift + CTpenka BHE3.

8. Ha omny cTpoky BBepx - komOuHarus Shift + Ctpesika BBepx.

9. Jlo xonma a63ama - komouHarwst Ctrl + Shift + Crpesika BHE3.

10. K magamy a63ama - komOuHarwms Ctrl + Shift + Ctpesika BBepx.

11. Jlo xoHma nokymenra - komOuHanus kiasum Ctrl + Shift + End.

12. Jlo Hawyana nokymenta - kombunanus Ctrl + Shift + Home.

13. It Toro, 9TOOBI BKIIIOYHUTE B BEIJICIIEHHE BECh TEKCT JOKYMEHTA,
HaxMuTe KomOuHanuio kimasum Ctrl + A, T.e. yaepkuBas HaKaToOH Kia-
Buiny Ctrl, HaxxmuTe KiaBuiry A.

14. BxitoueHne pekrMa BBIIEJICHHS NPOM3BOJILHOTO OJIOKa - Kia-
Buma F§, a 3arem ucnonb3yiiTe kiaBuIM nepememieHus Kypcopa. Ilpu
BKJIFOUCHHOM DEXXHUME BBIJICJICHUS] B CTPOKE COCTOSHMS PEAaKTOpa OYKBBI
B/IJI ctaHOBSITCS BBIJICICHHBIMU MOy )KUPHBIM Hau€pTaHUEM.

15. Jlnst BeImeneHus BepTUKAIbHOTO Oitoka Tekcra - Ctrl + Shift + F8,
a 3aTeM UCIIOJIB3YHTE KIABHUIIHU ITePEMEIICHUS Kypcopa.

16. OtkmrodeHne pekuMa BBIIENICHIS, BKIIFOYSHHOTO 1Mo KiaBuire F§
i Ctrl + Shift + F8 - saxxmure xnasumty Esc Ha kimaBuatype.

B o6mem, ecian Bam nM3BecTHa KOMOWHAIMS KJIaBUII ISl TIepeMelie-
HUSI Kypcopa, BBl MOXKETE BBIJEISATh TEKCT C MOMOIIBIO TOM e KOMOHMHA-
IIUH KJIABUIII, HO TIpH HaxkaToi kinasuine Shift. Hampumep, Ctrl + Ctpenka
BIPaBO TepeMelaeT Kypcop Ha cieayromiee cioBo, a Ctrl + Shift +
CTpesika BOPaBo BBIJEISET TEKCT OT ITOJIOKEHUS] TOUKH BCTABKH - SKpaH-
HOT'O Kypcopa 0 HadaJia CJIEeIyIOIIEro CIoBa.

YnaneHue TekcTa U rpaQuKu

TekcT u rpaduKy MOXKHO YHAJISATh IByMs CIIOCOOaMU: MX MOXKHO ya-
JIUTh TIOJIHOCTBIO WIM NIEPEHECTH B JPYTO€ MECTO TEKCTA B TOKYMEHTE.

Jus ynaneHust OiioKa ITOCTIENOBATENBHO BEHITIONHHATE OJHO U3 ClIe-
NYIOLIUX AEHCTBUMN:

1. Jnst Toro, 4roObl YAAIUTH BBIIAEIEHHBIN DJIEMEHT, MEIKHUTE 110
KHOIIKE - | & - BpIpe3aTs wiu ncnoss3yiite komOuHamio kinasum Ctrl +
X, wm Haxxmute knaBumry Backspace, mmu Delete. [lepsrie nBa BapuaHTa
yIaJIeHHsl IOMEmaT 670K B OydepHyro mamsTe. BeraBute comepkumoe
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OydepHO mamMATH B HO3ULHIO KPAaHHOTO Kypcopa MOXHO KJIaBHIIAMH
Ctrl+V wnnmn, menkHyB 1no kHonke - B - BetaBuTh.

2. IIJ'IH TOrO, ‘1TO6])I YAaJuTb CUMBOJIBI UJIN 6.]'10[( BBIZICJICHHOI'O TCK-
cTa mepen (cieBa) SKpaHHBIM KypcopoM, HaxxmuTe KiaBuiry Backspace
(crpenka Beimre knaBunmm Enter). TIpy kakI0M HakaTHH Ha 3Ty KIJIABHILY
OyzeT ynansThesl OMH CHMBOJI WITH BBIJICIICHHBIN OJIOK.

3. [ust TOro, 4To0bl YIaIUTh CHMBOJIBI HJIM OJIOK BBIIEICHHOTO TEK-
cTa mocie (Crpasa) SKpaHHOTO Kypcopa, Haxxmute kiasunry Delete. Kax-
J0€ HaXKaTHe yIalseT OMH CHMBOJI MM OJIOK BBIIEJICHHOTO TEKCTA.

4. Jlnst Toro, 4To0BI YAAIUT CIOBO IIEpe]] IKPAaHHBIM KypcopoM Oe3
ero Beigencuus - Ctrl + Backspace.

5. s toro, 9To0bl yAaTHTh CIIOBO MOCIE SKpaHHOTo Kypcopa - Ctrl
+ Delete.

6. Tlepemerenue BoiieneHHOro hparmenta B Kommwiky - Ctrl + F3.

BoccraHoBieHue yaa/IeHHBIX TEKCTa
WIN rpauKu

Y naneHHbIH BBIIENCHHBIH 00BEKT (OJIOK TEKCTa, PUCYHOK, AUarpam-
My, hopMyny mnn TabiMily) BCerma MOXHO BOCCTAHOBHTH Ha IPEKHEM
Mecre. JIJIst 5TOT0 BBINOJIHUTE OJJHY U3 CIIETYIONIUX OTEpaIHi:

1. Haxwmure KHONKY - <2 - - OTMeHUTBh CTaHIApPTHOW IaHETH
MHCTPYMEHTOB Cpa3y e MOCJe yAaIeHHus TeKcTa nin rpaduku. Ecin Bbl
OTMEHWJIN JISHCTBHE, a 3aTeM YOCAMINCh, YTO OHO OBLIO BBITIOJIHEHO Tpa-
BUJIBHO, MOXHO OTMEHUTH JeHCTBHE KHONKM OTMEHHMTD, HA’)KaB KHOIKY -
© * - BepHyTb CTaH-JapTHOH aHEIU UHCTPYMEHTOB.

2. JIast OTMEHBI HOCIIEHETO NEHCTBHSA NpH JTI000M ynajneHuu Oio-
KOB WM rpad¥KH, WIH JTIOO0ro NPYroro M3MEHEHHs TEKCTa MOXHO HC-
M0JIb30BaTh M KOMOMHaNMIo Kinasum - Ctrl + Z.

H3menenne peructpa 6yKkB
B TeKCTe

MOKHO OBICTPO M3MEHSTh peructTp OyKB TekcTa 0e3 MOBTOPHOTO Ha-
Oopa, memasi TEKCT JAHOO COCTOSIIMM TOJNBKO W3 CTPOYHBIX OYKB, JHOO
TOJIBKO W3 MPOMHCHBIX, JTHOO C MPeoOpa3oBaHMUEM MEPBOI OYKBHI JIFOOOTO
CJIOBA B IIPONHCHYIO:

1. Bsimenure OGJIOK TeKCTa, B KOTOPOM HYXXHO H3MEHHWTH PETHCTP
OyKB.

2. B TI'naBHom MmeHio @opmart BeiGepruTe KoMaty Perucrp.

3. BriOepure HYXHYIO ONLHUIO B OKHEe Permcrp, a 3aTeM Ha)XMHTE
kHonky OK.
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Mo>HO OBICTPO M3MEHHTH PETHCTP OYKB TEKCTa, CAelaB BCe OYKBBI
MPONUCHBIMU HJIM CTPOYHBIMU, WJIH CAENAB NEPBYIO OYKBY KaXJO0T0 CIOBa
IIPONUCHOU. BblaenuTe TeKCT, KOTOPBIM HY>KHO U3MEHMTH, a 3aTEM HaXU-
maiite knaBumy Shift + F3 10 Tex mop, noka TekcT He MPUMET JKeIaeMbli
Buj1. Eciu HyXHO cienaTth MpONKUCHOI TOJIBKO NEPBYIO OYKBY OJJHOTO CJIO-
Ba MIOCTaBbTE, HA HEEC KypCOp M HAXKMUTE KOMOMHAIWEO KnaBuir Shift+F3.

CTHIH TeKCcTa B AOKYMEHTE

Cruiny 3a7aioT BHEIIHUH BHUJI Pa3IMYHBIX 3JIEMEHTOB TEKCTA B JIOKY-
MEHTE, HalpHuMep, 3aroJIOBKOB, HAAIMMICEH O] PHCYHKaMH M OCHOBHOTO
TekcTa. CTHIIM MO3BOJISIIOT 32 ONHO JIEHCTBHE NMPUMEHHUTHh K alzary win
CJIOBY IIETYI0 COBOKYITHOCTB aTpHOyTOB (popmaTupoBanus. Ecmu Tpebyer-
Cs1 I3MEHHUTH ()OPMATHPOBAHNE KAKOTO - TO OJHOTO 3JIEMEHTa TEKCTa, TO
JIOCTaTOYHO U3MEHUTH CTHJIb, KOTOPBIH ObUT IPUMEHEH K 9TOMY JJIEMEHTY.

Ecnu npu ncnonb3oBanuu Tl TpedyeTcsi M3MEHUTh BHEIIHMH BUIT
TEKCTa, OT(POPMATHPOBAHHOIO C IIOMOIIBIO OJHOTO U3 CTHJIEH, TO JOCTa-
TOYHO HEPEOINPENENUTh 3TOT CTHIb. [lycTh, HanpuMep, npu GopMaTHPO-
BaHUM BCEX 3arojOBKOB B JIOKYMEHTE UCIIOIb30BaJIOCh BHIPABHUBAHUE IO
JeBoMy Kparo W monyxupHblii mpudt "Arial Cyr" pasmepa 14. Torna,
YTOOBI MO3KE M3MEHHUTH (POPMATHPOBAHNE HA BEIPABHUBAHME 110 LICHTPY U
mpudt "Arial Cyr" pasmepa 16, BoBce He TOTpeOyeTCs MPUMEHATH Pop-
MaTUPOBAaHUE K KaKAOMY 3arooBKy. /locTaTouHo OyneT U3MEHUTH CBOII-
CTBA CTWJIS B IOKYMEHTE PEAaKTOpA.

CTuiny aBTOMAaTHYECKH CO3AAI0TCS MPU HAbOpe TOKyMEHTa, €CIH yc-
TaHOBJIeH (raxkox Ompenensith cTHIM (KOMaHna ABTo3aMeHa ['7aBHOe
meHto CepBuc, Bkianka ABTogopmar npu BBojae). [Ipu srom Word as-
TOMAaTHYECKH OTCIIC)KUBACT TUI (OPMATUPOBAHUS U PACIOJIOKEHHUS TEK-
CTa, a 3aTeM IPUMEHSCT CBSA3aHHBIA C 3THM (popMaTUpOBAHHEM CTHIIb.
Hanpumep, npu Habope B CTPOKE BCEr0 HECKOJIBKUX CIIOB, YBEINYCHHMS
pasmepa mpuQTa U BIPABHUBAHUS TEKCTA 10 LIEHTPY MOXKET OBITh MpH-
MEHEH CTHJIb 3ar0JI0BKa.

Cruny, KoTopble OBUTH CO3IaHBI ABTOMATHUECKH, MOXHO II€peorpe-
nenuts. Kpome 3rtoro, cymiecTByeT BO3MOXKHOCTh aBTOMAaTH4ECKOTO 00-
HOBJICHUSI CO3JaHHBIX cTwieil. Word oTciexuBaeT M3MEHEHHE TEKCTa, B
KOTOPOM COJZIEPXKHTCSI CTHIIb, @ 3aTEM OOHOBIISIET CTWJIb M U3MEHSET (op-
MaTHPOBAHUE BCEX AIEMEHTOB TEKCTa ¢ 3TUM ctuwiieM. Ilpu >xenaHun aB-
TOMAaTHYECKOE CO3/IaHie U OOHOBJICHUE CTUIIEH MOXKET ObITh BBIKIIIOUCHO.

Ctunu Takke MPUMEHSIOTCS JJIS CO3[aHUS OTJIaBICHUS U CTPYKTYD
nokyMmeHTta. Hampumep, npu Beibope koMaHabl OrJiaBjieHle U yKa3zaTeau
B ['maBHom MeHro BeraBka Word aBromaThueckn co3jaeT OriaBlICHHE
JIOKYMEHTa Ha OCHOBE 3ar0JIOBKOB TEKCTA.

CaMsIif IpocTOif crmocod co3maTh HOBBIA CTHIBL ad3ara - 3To oT¢op-
MaTHpoBaTh ab3all JODKHBIM 00pa3oM, BBIIEIUTH €ro, a 3aTeM CO31aTh
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HOBBIIl CTHJIb Ha OCHOBE (pOPMAaTHPOBAHMS U IPYTHX CBOHCTB BBIACJICHHO-
TO TEKCTA.

st Toro, 4To0BI CO34aTh HOBBIE CTHJIM CUMBOJI, BEIOEPUTE KOMaHY
Ctuasb B ['maBHOM MeHI0 DopMmart, a 3aTeM HaxMuTe KHONKy Co3aarts. B
nosie Ums1 BBeuTe uMst HOBoro cTwisi. Brioepure B cnncke CTHIIBL 3Ha-
yeHne CHMBOJI. YCTaHOBUTE Jpyrue MapaMeTphl, a 3aTeM IIEeIKHHUTE
MBIIIKOH KHONIKY DopMaT JIsl yCTaHOBKH aTpHOYTOB CTHIIS.
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Puc.9. OxHo BBIOOpa cTHIICH
TEKCTa.

Jnst Toro, 4ToOBl YCTAaHOBUTH IOIOJHUTENBHBIC aTPHOYTHI CTHIIEH
ab3ama, HampuMep, CTWIIb clienyromiero ab3ara win HeoOX0IUMOCTh J10-
OapneHus B mabioHe, BeiOepuTe koManay CTuiib B MeHI0 DopMmart, on-
penenure UMs CTUI, HAXMHUTE KHONKY M3MeHMTBb, a 3aTeM YCTaHOBHTE
Hy’kHbIE MapaMeTpbl. OKHO CTHIIEH TekcTa nmoka3aHo Ha puc.9. Jlns toro,
YTOOBI IPUMEHHUTH CTHJIb a03alla K TeKCTy B JJOKyMEHTE, BHIITOJHUTE JCH-
CTBHUSL:

1. ITomectuTe Kypcop B Jito00oe MecTo ab3ama WM BBIIEIUTE He-

CKOJIEKO a03a1eB, KOTOphle TpeOyercst oTdhopMaTupoBats. Bribepure Ko-
Maaay Ctuab B MeHIo @opmar.
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2. B oTkpeBIIEMCS OKHE BBHIOEpHUTE HY)KHBIH CTHIB B crincke CTH-
JIM, a 3aTeM HaxMutTe KHonkKy IlpumenuTs. Eciyu Hy)XHBIN CTHIIb OTCYT-
CTBYET B CITUCKE, BHIOEPUTE APYTYIO rpymnmy cTuiieil B none Cnucok.

Jliis Toro, 4ToOBl MPUMEHUTH MOTU(PHUIIMPOBAHHBIN CTHIb B HOBBIX,
TOJILKO CO3[IaBacMBIX JOKYMEHTaX, OCHOBAaHHBIX Ha TEKyIIeM IIaliioHe,
ycranoute (raxok Jlo6aBuTh B madJioH. 3MeHEHHBIH CTHIB OyIeT
Jo0aBieH B ma0JI0H, MPUCOCTUHCHHBIA K aKTUBHOMY JOKYMEHTY.

Hymepanus 3/1eMeHTOB TeKcTa
WM CIIMCKHU

[lpm HymepalMu >JI€MEHTOB CIHCKa BBEICHHBIE BPYYHYIO HOMeEpa
nocne Haxarus kiaBuimm Enter mpeoOpasyrorcst B aBTomatuyeckue. Ao-
3all, KOTOPBI HaYMHaeTcs ¢ Aeduca NPpH HaKATUU KiaBuiiu Enter B koHIle
ab3alia, aBTOMaTHYECKU IIpeoOpasyercs B 3JIEMEHT MapKUPOBAHHOIO CIIH-
cKa.

Homepa aBTomMaTHuecku NOOABISIOTCS K 3arojioBKaM JOKYMEHTOB
npu BeIOOpE (hopMaTa HyMepaluu C TOMOIIBI0 BCTPOSHHBIX THUIIOB 3aro-
J0BKOB. Eciii BCTpOEHHBIE THITBI 3ar0JIOBKOB HE MCHOJIB3YIOTCS, TO HOME-
pa K 3aroJoBKaM JOOABIISIOTCS IYyTEM CBS3M Ka)KIOTO 3arojioBKa ¢ popma-
TOM HyMEpaLHH.

s mpeobpa3oBaHus MapkepoB ad3ama B HOMEpa, U Ha00OPOT, HIIH
U3MeHeHHs (OpMaTOB HyMEPOBaHHOTO, HJIM MApKUPOBAHHOTO CITUCKA:

1. Bbigenure dJIeMEHTbI, COJEPIKAIIUE HOMEPA UIIH MapKepPbl, KOTO-
pBIe HEOOXOIUMO U3MEHHUTH.

2. B T'naBHom meHio ®opmat Bbibepure komanay CHHCOK wWid
HIETKHUTE MO BBIACICHHUIO NPaBOM KHOMKON MbIU U B KOHTEKCTHOM Me-
HIO BbIOepuTe MyHKT Cnmcok. B mosiBuBIIEMcst okHe Ha BKiaakax Hyme-
poBaHHBII i MapKUPOBAaHHBIH ONPEeTUTE HYKHBIN (JOpMAaT CITHUCKA,
IIENKHYB 10 HEMY, a 3aTeM 1o kHomnke OK.

3. Bwirodarte HyMEpauuio WIH MapKUPOBKY MOJKHO U KHOIIKAMH -
i i= - HyMepauMs M MapKepsl, a 3aTeM, €CJIH 3TO HY)KHO, H3MEHHUTb THII
HyMepalnH, KaK OMMCaHO B MPEIbIAYIIEM ITyHKTE.

OxHO BBIOOpa THIIA CIHCKa Moka3aHo Ha puc.10. s mogudukanmn
MHOTOYPOBHEBOI'O CIIHCKa BBIOEPHTE BKJIaAKy MHOroypoBHeBBIii, B TI0JIE
Yposenb nm O6pasen ornpezenuTe ypoBeHb, KOTOPBIH HEOOXOAUMO H3-
MEHHUTb, a 3aTeM H3MEHHTE GopMmar 3Toro yposHs. [loBropure npouenypy
JUISl BCEX yPOBHEH, KOTOpbIe HEOOX0ANMO U3MEHHTb.

Jns ynaneHust HyMepauuy Wiu MapKUPOBKH a03alia BBIOTHATE Jei-
CTBHSA:
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1. Beigenure 3meMeHTHI, ¢ HEOOXOAMMO YIAIUTh HyMEPALUO
WM MapKHUPOBKY.

2. Jlnst ynaneHuss MapKepoB WM HOMEPOB HAKMHUTE OJHY U3 KHO-
nok Hymepauus wnn Mapkep nmaHenu MHCTPYMEHTOB, KOTOpast Obuia
BKJIIOYEHA - YTOIUICHA B MaHEb.
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Puc.10. OkxHo BEIOOpa THTIA CITHUCKA.

3. [ns ymaneHust OTACIBHOrO HOMEpa MM MapKepa IOCTaBbTe JK-
paHHBIN Kypcop Ha HYXHBIA a03all, a 3aTeM HaKMHUTE OJHY M3 Iepednc-
JICHHBIX BBIIIE KHOTIOK.

Word aBTOMaTHYECKH PEryIHpyeT MOCIEI0BATEIIFHOCTh HOMEPOB B
HYMEPOBAaHHOM CITHCKE U IPU CTUPAHUHU KAKOTO - TO HOMEpa CIHUCOK Oy-
JIeT TepeHyMepoBaH. J[1st oObeIMHEHNS OTIENBHBIX HYMEPOBAHHBIX CITH-
CKOB BBIJICJIUTE AJIEMEHTHI, C KOTOPHIX HEOOXOAUMO TPOIOIDKATE HyMepa-
uto. B 'maBHOM Merro @opMart BrIOepUTEe KOMaHIy criucok. Ha Bkianke
HymepoBanusbiii BeiOepute mapamerp IIpogosukuth. MHOTHE cTHIH
1a0JI0HOB, MOCTABISIEMBIX C TEKCTOBBIM pemakropoM Word, mpemHa3Ha-
YeHBI [UI1 MapKAPOBAaHHBIX M HyMEPOBAaHHBIX CHHCKOB. [Ipn mpuMeHeHHN
STHX THUIIOB K BBIICIICHHBIM a03alaM aBTOMAaTHYECKU MOOABIISIOTCS Map-
Kephl WK HOMEPaA, a TAKIKEe COTJIaCOBAaHHbBIC TEKCTOBBIC (POPMATHI I BCEX
3JIEMEHTOB CIIMCKA.
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Puc. 11. YcranoBka napamMeTpoB crmcka.

Hcnonp3oBanue 3THX THIOB (JOPMATOB MPEATIOYTHTEILHEE IPUMEHE-
Hus kHOTIOK Mapkep n Hymepaums i komanael Cnimcok mMexio ®@op-
MAT B CIIEAYIOIINX CIy4asx:

1. TekcTOBBIN CIHCOK JOKEH WMETh OMpEeeHHBINA (opMmar, Ha-
npuMep, MaJeHbKUH pa3mep HIpUQTa WIM HECTAaHIAPTHBIE MEXIyCTpOY-
HBbIE HHTEPBAJIBI B TEKCTE.

2. CooTBeTcTBYIONMUiT (OPMAT TEKCTA UMEET 3HAUCHHUE B JJOKYMEHTE
OosbIIoro pasMepa WM B HECKOJBKHMX JOKYMEHTax. B aToM ciywae mpu
n3MeHeHnn Qopmara crycka JIeTKo OOHOBIISIIOTCSI BCE CITHCKU STOTO THIIA
BO BCEM JOKYMEHTE ITyTeM MOJU(UKAIINY TUIIA CIIUCKA.

Jnst n3MeHeHus THIa HyMEPOBAaHHOTO CIHCKa MOYKHO HCIIOJIB30BaTh
KHOIIKY M3MeHUTh okHa CHHCOK, Kak moka3zaHo Ha puc.l0. [Tossnsercs
JOTIOJTHATEIEHOE MEHIO, KOTOPOE MO3BOJIAET MEHATh HaYalbHYI0 HyMepa-
LU0 CITUCKA, THI HIpH(dTa, €ro pazMep M IMOJIOKEHUE HOMEPOB M TEKCTa
a03ala Ha cTpaHuLe, KaK [I0Ka3aHo Ha puc.11.
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CIIOCOBBI TIPOCMOTPA TEKCTA
B OKHE PEJAKTOPA

B penakrope Word cymiecTByeT HECKOJBKO CIIOCOOOB MPOCMOTpa
TEKCTa JIOKYMEHTa Ha JKpaHe KOMITbIoTepa. KaIplii pexxuM MmpocMoTpa
MO3BOJIICT CKOHIIGHTPUPOBATh BHUMAHHWE HA TE€X WM HHBIX AaClEKTax
odopmIteHHsT TEKCTa JOKYMEHTa.

Yare Bcero MCHOJb3YIOTCS CIEAYIOIINE PEXXUMBbI IPOCMOTpPa JIOKY-
MEHTa!

1. Hopmaubublii win OOBIYHBIA PeXUM IMIPOCMOTPA - JaHHBINA
PEXUM TPUHUMAETCS B JOKyMEHTE "MO YMONYaHWIO" M MUMEHHO B 3TOM
peXHMe peKOMeHIyeTcs HaOupaTb, PEAaKTHpPOBaThb MU (OPMATHPOBATh
TEKCT JOoKyMeHTa. OKHO pelakTopa B 3TOM peXHMMe MOKa3aHO Ha puc.l12.
Jst Toro, 94roObI MEPEKITIOYUTHCS B ITOT PEXKUM, IIEIKHUTE MBIIIKOM
KHONKY - =|- OOBIYHBIA PeRUM MPOCMOTPA BHH3Y JKpaHa CJIEBa OT
TOPU30HTAIFHON TOJOCH MPOKPYTKH WM BeIOEpUTEe B I'JTaBHOM MEHIO
Bunx komanny OObIYHBII.
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B pemaktope Word cymiecTByeT HeCKOMBKO CMOCOO0OB TPOCMOTpA
JIOKYMeHTa Ha 5KpaHe KoMIbioTepa. Kakawlii pekHM TpocMoTpa To-
3BONAST CKOHIIEHTPHPOBAaTh BHHMAaHHE Ha TeX WIH HHBEIX acleKTax

odoprteHIs TEKCTa.

1. HopManbHEIH peXxHM IIPOCMOTpa - JAHHBIH pekUM IIPHHHAMA-
ercd B JOKYMEHTE 110 YMOTYAHHIO, & HMEHHO B 3TOM PEXHME
peKkoMeHAyeTcd HaOHpaTh, pPeJakTHPOBaTk U (GOpMaTHPOBATH

OBEIYHLEIR pEXVMIATCT  TTOKVMAHTA UTnART  TTANARTTIOUNTRAT R ATAT . DAKTN
Em_‘ v
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Puc.12. OObIaHBIH pekuM IPOCMOTPA TEKCTA.

2. PexuM mpocMOTpa Pa3MeTKH CTPAHUII - HO3BOUSIET BUACTH Ha
9KpaHe OJHY CTPaHMIly MO IIUPHUHE WIM OJHY W JBE CTPAHHUIBI MOIHO-
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CTBIO, TIPOBEPUTH Pa3OMEHHE TEKCTa HA CTPAHMIBI, BHECTH IIOCICIHHE
M3MEHEHHs B TeKCT U (popmaTupoBanue (puc.13). [ns nepexitoueHus B
PeskMM IPOCMOTPA Pa3MEeTKH CTPAHHI] HAKMHUTE KHOMKY - [=] - Peskum
Pa3MeTKH ClieBa BHU3Y SKpaHa Ha FOPH3OHTAIBLHOM IOJIOCE MPOKPYTKH
wi BblOepuTe B MeHIO Buag komanny Pasmerka crpanun. [lepekiroue-
HHE KOJIMYECTBa CTPAaHUI] OCYLIECTBIsiETCSl B OkHe MaciuTad maHeny uH-
CTPYMEHTOB.

3. IlpeaBapuTeJbHbI POCMOTP - CITYXUT JJIsl IPEIBAPUTEIBHO-
TO MPOCMOTPA PACHOJIOKEHNS TEKCTA B JOKyMEHTE W BKIIFOYAETCS KHOII-
kot - [& - TIpenBapuTeibHBbINi NPOCMOTP HA CTAHJAPTHOW IAHEH
HHCTPYMEHTOB (puc.14). B 3TOoM pexmmMe MpocMOTpa MOXKHO YBHIETH OT
OJTHOI 10 LIECTH CTPAHMI] TEKCTa B TOM BUAE, KaK OH OyJeT HaleyaTaH Ha
MIPUHTEPE U BHECTH HY’KHbIE H3MEHEHUS nepen nedaTsro. [lepexmounTses
B 3TOT PEXHUM MOXHO U depe3 ['maBHoe meHio Maiin, pasnen Ipeasapu-
TeJbHBIH MPOCMOTP.
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2. PexuM IpocMOTPa PasMETKH CTPaHHIBI - ITp¢BAPHTEIbHBLT

MpOCMOT] TIOKA3PIBEAST CTPAHMIILI B YMEHBIICITEIOM BILOE, UTO-

GBI MOKHO GBLI0 YBHICTL 10 €€ INHPIHHE, CPasy BCH CTPAHHLY
I JB¢ CTPAHMIIBI TEKCTA, [IPOBEPHTE PasdMCHHE HA CT)aHH-
bl H BHECTH H3IMEHEHHA B TeRCT H  dopMaTHpoBaHIe
(Prc.11). TepexnmoueHne KoIHMecTEa CTPAHHI] 0 CYIIECTBIA-
erca B okHe MACIITAB ITasenn mmctpymenTos. Jna mepe-

KIOMHTECA B PEKHM ITPOCMOTPA pasMETKH CTP aHFIIbL, HAKMH-

1e kHonky PEJKIIM PA3METKI ctpammiy cieBa BHH3Y TOpH-
JOHTANBHOI JIMH efIKH ITPOKPYTKH IIH B0 epHTe B MeHio BILT
fkomary PASMETK A CTP AHIIL.

PEXMM pazMETRM
SER
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Puc.13. PexxuM npocMoTpa pa3sMETKH CTPaHHUIL.

4. TIpocMOTp MONHOTO 3KpaHa - CIIYXHUT IJIsl TOrO, 4TOOBI BHACTH
Ha 3KpaHe TOJBKO TEKCT JOKyMEHTa 0e3 JIMHEEK, I0JIOC MIPOKPYTKH, MaHe-
Jiel HHCTPYMEHTOB, [ TaBHOTO MEHIO M JIFOOBIX JPYTUX 9KPAaHHBIX 3JIEMEH-
ToB. [yl BKIIFOUEHHUS ATOTO pexuMa BbiOepute B [1aBHOM MeHI0 Bup ko-
MmaHay Bo Bech 3kpan. J{7st TOro, 4ToOBI BEpHYThCS 3aTEM B MPEIbLTYIIHNA
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PEXHUM IPOCMOTpa TEKCTa JOKYMEHTa, IeIKHUTE Ha KHoke Bo Bech 3k-
paH, KoTopasi 00OBIYHO HAXOAUTCS B NPABOM HIDKHEM YIJIy dKpaHa pemak-
TOpa WM HaXXMHTe KiaBuiry Esc.
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Puc.14. IlpeasaputenbHblii TPOCMOTP JOKYMEHTA.

5. MW3menenue macirraba JOKYMEHTA - MOKHO YBEJIHYUTH U300pa-
JKeHHE JOKyMEHTa Ha dKpaHe, YToObI ObUIO y/noOHee paboTaTh C TEKCTOM
WIA YMEHBIIUTH 3TO M300pa’keHHe, 4TOOBI yIeNATh OoJiblee BHUMAaHHE
CTPYKType HOKyMeHTa. [l M3MEeHEeHUsI MaciITada IIEeNKHUTE 110 CTPENKe
BHH3 ClIpaBa OT okHa MacmTad naHeiIn HHCTPYMEHTOB U BEIOEpUTE 3Ha-
YeHHe B MPOLEHTAX Ul yBEIMYCHUS WM YMEHBIICHUS TEKCTA Ha SKpaHe.
OTH YCTAaHOBKHM HE CKa3bIBAIOTCS Ha pe3yjbTaTax IIe4aTd IOKyMEHTa, a
M3MEHSIOT TOJIBKO TPECTABICHHE TEKCTa Ha DKpaHe KOMITbIOTEpa.

Junst Toro, 4ToOBI cuenath paboTy C TEKCTOM Ooisiee 3(PPEKTUBHOM,
HEOOXOZMMO HCHOJIb30BaTh KOMOMHAIIMIO PAa3IMYHBIX PEKUMOB IPOCMOT-
pa TOKyMeHTa.

Kpowme Toro, moboe okHO ¢ moMoIbl0 KoMaHabl Pazgenurs B [nas-
HOM MeHI0O OKHO MOXKHO pa3OuTh Ha JBa mogokHa. Pexakrop Word pa3zo-
ObeT JOKYMEHT Ha JBE YacTH M BBIBEIET HA SKpaH MHIUKATOP pazOMeHwHs,
KOTOpBIN yrpasiseTcs MbIkoi. [Tocne ycTaHOBKM HYXHOTO pa3OueHus,
4TOOBI 3a(pMKCUPOBATH €rO, IIEJKHUTE JIEBOM KHOMKOW MbIii. [lepexon
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MEXy OKHAMH TIPOIIEC BCETO OCYIIECTBISIETCS IIEITYKOM MBINIKH B HYX-
HOM TOJIOKHE.

Ecmu okHO ObUIO Pa30MTO HA HECKOJIBKO MOJOKOH, TO KaXKI0E U3 HUX
MOXHO MNPOKPYUYMUBATH HC3aBUCHUMO OT OCTAJIbHBIX TaK, YTO MOXHO 6y}ICT
OJTHOBPEMEHHO pabOTaTh C Pa3HBIMH YacTIMH OJHOTO JOKYMEHTa WA

MPOCMATPHUBATH OJMH U TOT € JOKYMEHT B Pa3HBIX peXHMaX, Kak MOKa-
3aHo Ha puc.15.

W Microsoft Word - WORDMET1 HEE
] ®aiin [paeka Bun Beraska Popmat Cepewc Tasnuua Mepesog Okeo 2 ;|i|5||
DEeEdEERy i ad oo @ BD B e -|DE0SEihdS
[ = TimesMewRoman = 11 -| X XK 4 A = : |A_. PN V&= =

in ,q"Ql...g‘\‘3‘w‘4‘w‘5‘\‘5‘\‘7‘\‘6-1-3‘\‘10‘\‘11'_ |

PaHEe KOMIIBEOTERA.

N Ima Toro 4Tolsl caeaaTs padoTy ¢ TekcToM Gonee 3dipexTHBHOIT
N He00X0JHMO HEIOMb30BaTh KOMOHHALIEIO PAasHTHBIX PeKHMOB IIpo-
] CMOTPA JOKYMEHTA, HMCIIONB3YA HOPMAIBHBLI PEEHM IPOCMOTp AL

OeTAaNbHOI PadoThl ¢ TEKCTOM, a [IPOCMOTP CIPYKTYPBI H PasMeTKH
|qwa:l-z“‘3‘ N SR SO AN TN I T ‘11:_ 5l

CTpaHHL] AT P ereHa donee OGILII‘IX OpPraHH3AHOHHBIX 111)06351\41

- DClJOl)l\'lI[EHI'[X JAOKYMEHTA B LICTOM.

N 060 ¢ OKHO MOKHO pa30HTh da JBa TOJ0KHA ¢ IIOMOIIbI KOMAH-
= 61 PA3EIOIITE B T'nagHom meHto OKHO. Word paszo0beT JoKyMeHT
HA JBA [10J0KHA H BBIBeJeT HAa SKPaH HHAUKATOP pa30HeHIL, KOTOpbhi

YIOPABIACT CA MpInkoil Ilocne YCTAaHOBKH HYZKHOTO l)a";ﬁmel-ma LIEIK-

!.EE;M

[Ctp. 57 Paa 3 Seflz6 | [Ha 7,1 Cr 28 Ken 27 | |oen lcie Ean Ber [TOF

Puc.15. Paznenenue okHa peakropa Ha
JIBa ITOJIOKHA.

BoccTraHoBuTh MOTHOE OKHO M yNANUTh pa30HeHHe MOXHO C ITOMO-
b0 KOMaHAbl Y IaJuTh pa3onenue u3 ['napHoro MeHo OKHO.
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HEPEMEINEHUE 1 KOIMPOBAHUE
TEKCTA U TPA®UKHU

Metoapl mepeMelneHus: 0Jioka IMO3BOJAIOT yOpaTh €ro B IEpBOHA-
YJaJIbHOM MECTEe TEeKCTa M YCTAaHOBUTH B HOBOM, T.€. IIPOUCXOIUT MEPEHOC
6soka. I1py KOMMPOBAaHMHM MOTYYACTCS ABA SK3EMILISIpA OJJHOTO U TOTO XKe
BBIJICTICHHOTO OJIOKa TEKCTa B Pa3HBIX MECTaX JIOKYMEHTA.

Meton "mepeHecTu - M - OCTaBUTh'", UCIONB3YIOIIMNA MBIIIKY, Ipe.-
CTaBJsIeT COOOM MPOCTEHIIMI CHOCOO MEepeMeIIeHNsT MM KOMMPOBAHMS
BBIJIETICHHOTO OJ0Ka Ha HeOonbInMe paccTostHus. OAHAKO HCIIOIH30BaTh
9TOT METOJ MOXKHO U MEXKAY AJOKyMeHTaMH. TeM He MeHee, lepeMenaTb u
KOIMPOBATh Ha OOJBIINE PACCTOSHUSA, T.€. UEPE3 HECKOIBKO JICTOB MU B
HECKOJIBKO JIPYTHX OTKPBITBIX JOKYMEHTOB, 3a4acTylo ObIBaeT yZoOHee ¢
MOMOILBIO Pa3feNIoB BCIUIBIBAarOIEro JInHamudeckoro - KoHTeKkcTHOro
MeHI0O MM KHOMOK BeIpe3ats, KonupoBate 1 BeraBuTh cTanmaptHOH
MaHeJI HHCTPYMEHTOB.

KormpOBa}me U nepeMenienme 0JI0KOB TeKCTa
C MIOMOIIIbI0 MBIIIIKHA

I[J'IH KOIMAPOBAaHUA WIH MEPEMEIICHUS BbIACICHHBIX OJIOKOB MBIIIKOI
H€O6XO,E[I/IMO OCJICA0BATC/ILHO BBIIIOJHUTD CICAYIOMINC ﬂeﬁCTBHﬂZ

1. Jns KOnMpOBaHMS WIIM MEPEMEIICHHs OJI0Ka BBIACIHUTE MepeMe-
IIaeMBIi OJIOK TEKCTa WK TPauKy - PUCYHOK, AHArpaMMy HIH (popMyITy.

2. TloaBenure Kypcop K BBIIEIEHHOMY TEKCTY WIH IpaduuecKomMy
06’beKTy, a 3aTCM HA)KMHUTC U yﬂep)KHBafITe B HAXXaTOM ITOJIOKCHUHU JICBYIO
KHOMKY MbIM. [Ipu mosiBieHuM ykaszatens "HEpeHEeCTH - U - OCTaBUTH"
(psiIoM € KypcOpOM MBIIIKH TTOSIBUTCSI ITyHKTHUPHBIM KBaJpar), epeaBuras
MBIIIKY, TEPEMECTUTE ITyHKTUPHBIA SKpaHHBIH Kypcop B HOBOE MECTO,
KyZla HaJo BCTaBHUThH OJIOK, M OTIYCTHTE KHOIKY MBIIIH. [IpH meperacku-
BAaHWM BBIICIEHHOTO ()parMeHTa 3a MpeZeibl BHAVNMOCTH SKpaH Oyaer
MIPOKPYYIHMBATHCS B TOM )K€ HAIIPABIICHHH.

3. Ilpwm xommpoBanum 6i0Ka, ynepkuBas HaxaToil kmasumry Ctrl,
MOJBEINTE KYPCOP MBIIIH K BBIIEICHHOMY TeKCTy WM rpaduxe. Haxmure
U, yIepKMBasi B HAKaTOM TOJIO’KEHHH JIEBYIO KHOTIKY MBIIIIH, TIEPEMECTHUTE
MYHKTHPHBIA 3KPaHHBIH Kypcop (psAAOM C KypcOpOM MBIIIKH MOSBUTCS
MIyHKTHUPHBIM KBagpaT co 3HaKOM "+'") B HOBOE MECTO, a 3aTeM OTIIyCTHTE
CHayaja KHOIIKY MbIIIH, a 3aTeM KiaBuiny Ctrl.

Takoit BapuanT paboTsl ¢ 6JI0KaMU 0COOEHHO yI00HO MTPUMEHSTH MIPU
KOIIMPOBaHWHM WIM NEepeHocax B MpeAenax OJHOro ab3ama WM OZHOU
cTpanubl. [lepeTackuBaHue Takoro 0J0Ka, HapuUMep, 4epe3 HECKOJIBKO
CTpaHHL, CJIH OHH HAXOJATCS JAJICKO IPYT OT APYra, BBI3BIBACT ONpeie-
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JICHHBIC CJIOXXHOCTH. B 3TOM ciry4dae y/:[06Hee IMOJIB30BAThCA KHOIIKaAMH
TMMaHEIIN MHCTPYMEHTOB, BCIUIBIBAIOIIHUMHU IIPSIMO Ha SKpaHE III/IHaMI/I‘Je-
CKMM MCHIO HJIKM MPOCTBIMU KOM6I/IHaHI/IHMI/I KJIaBUIl, ITO3BOJIAHOIIUMU
BBITIOJIHATH YKa3aHHBIC BBIIIIC JICHCTBUS.

HepeMemeHne " KONMUpPOBaHHUE 0JIOKOB C MOMOIIbIO
Ill/ll-[aMﬂ'-leC](Ol“O MCHIO

I[J'IH BBITIOJIHCHHS KOIIMPOBAHUSA HIIKM HEPCHOCA 0JI0OKa TEKCTa WU
I‘pa(l)I/IKI/I C IMOMOIIBIO BCINIBIBAOIICTO I[I/IHaMI/I‘ICCKOFO MCHIO, B KOTO-
PpOro noKasaH Ha pI/IC.16, H606XO,I[I/IMO BBITIOJIHUTD CJICAYIOMINC Z[efICTBI/ISIZ

¥ daiin [paesa Bua Bcrgeka Popmat Cepeuc Tasimus Mepeson Qkeo 2 ;Iilﬂ|
NeHESRY (et |vo- - | BE @SB | DEDSEH04dS
OCHOBHOMA TekeT = Times New Roman - 11 v‘ ¥ X 4 g| = ‘&. . % m: =
(] '_"U'i‘t{_‘\“z':'3‘ L c 7 BERNORS U - ZI

2. IMemupre mo HeMy IpaBoil KHOIKOH MPONKH H B [OABHE-
LIeMeA Ha sKpaHe [JHHaMHMeckoM — Berumpis aroiem MeHIo ne-
- Boit kHorkoii Be1depuTe KOINIPOBATD nmi1 BBIPE3ATD.

[locTaBbTe SKpPAHHBIT Kypcop B T0 MECTO KyJa HaJ0 CKOTEIPO-|

3ATE IO TTEPEEg

ABYH KHOTIKY MBITIKIL

1im BCTABHTE

& Bupezate
BBIO cprTE 13 Ber]

Konupoeats

YMeHbWKTE OTCTYN

HeenuuMTe 0TCTYN

A WpuchT
7 Kormp opal ﬁ e

KH

‘CTD‘ &0 Paza 3 BOJ127 |Ha 27 C1 4 Kon 4 Sl PR AT W ﬁ

Puc. 16. O0mwmit Bua JJuHaMHIECKOTO -
KonTtekcTHOrO MEHIO.

1. BsigenuTe HYXHBIA OJIOK TEKCTa WM rpaduIecKuil 0OBEKT B HO-
KyMEHTE.

2. IllenkHuTE MO HEMY MPaBOW KHOIKOW MBIIIKA U B MOSIBUBIIEMCS
Ha JKpaHe BCIUIBIBAIOIEM [IMHAMUYECKOM MEHIO JIEBOW KHONKON MBIIIKA
BeIOepuTe pazaen KonupoBats nim Boipe3ats.

3. TIlocraBpTe KpaHHBIA Kypcop B TO MECTO, KyJa Hajl0 CKOMHUPO-
BaTh WM MEPEHECTH OJIOK M, IIEIKHYB MPAaBOi KHOMKOM MBIIIKH, BEIOEpH-
T€ U3 BCIUTBIBAMOINIETO [IMHAMHYECKOTO0 MECHIO yHKT BeraBuTh. Biiok Oy-
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JIeT CKOTIMPOBAH WJIM IEePEMEIeH B 3aBUCUMOCTH OT BbIOODA, C/IEIIAHHOTO
B 1.2.

Bun BemmbiBaromero KonrekctHoro - JInHaMUYeCKOTO MEHIO Cyle-
CTBCHHO MCHJCTCS B 3aBUCHMOCTH OT MECTaA, I'Ac 6I)IJ'I BBIITOJIHEH IICIYOK
MpaBoil KHOMKON MBILIKH.

Kormposa}me U MepeHoc 0JIOKOB ¢ NMOMOIIbIO
kHonok Ilanean HHCTPYMEHTOB

Tak xak GonpmmHCTBO mpritokennit Windows (Word, Excel u npy-
THE) UCTIONB3YIOT Oydep oOMEHa - onpeAeTIeHHYI0 00JacTh ONepaTUBHON
HaMATH JUIS IePEeMEIIeHNs] U KOIIMPOBAHUS TeKCTa, IpadKu U UHOW MH-
(dopManuy MeXAy pa3IMYHbBIMU IPHIOKCHUSIMH, MOKHO IIPUMEHSTH 3TOT
CHoco0 JUis BBIMOJSHEHUs YKa3aHHBIX OIEpalii, KaKk MEXay JTOKyMEHTa-
MH, TaK U BHyTPH OJHOTO JoKyMeHTa Word.

Eciu npu KONMMpOBaHWU WM MEPEHOCE TEKCTa MEXIY ITOKYMEHTaMHU
Word B omepanuu ydacTByeT Mapkep ad3ara, To KOmupyercs U GpopMaTH-
pOBaHME WJIH CTWIIb, IPUMEHSEMbIE K JJAaHHOMY a03ally TeKCTa.

Jnist kommpoBaHUs WM TIepeHoca BBIZCICHUM - OJIoKa TEKCTa, TIpa-
GUKHM WM Kakoi - JMO0 Ipyro MHQOpMAaruu (TaOIUIBI, IHATPaMMEL,
dopmyuel, TucThl EXcel U T.11.) BBIOJHUTE ClIEAYIOIIUE ACHCTBHS:

1. Beigenure TEKCT WIM MHOW OOBEKT, KOTOPBIC HYXHO IEpeMec-
TUTh WU CKOTIUPOBATb.

2. Jlns nepeHoca BbIIEIEHUS HAXKMUTE KHONKY BhIpe3aTh, a uTo0bI
CKOIIMPOBATh O00BEKT-KHONKY KonmupoBaTh CTaHIApTHOW MaHEIH HHCT-
PYMeEHTOB. BrlneneHHbIH 00K OyAeT mepeMelieH WM CKOIMPOBaH B Oy-
(ep oOMeHa, KOTOPBIH SABIIAETCS CIEUATIBHO BBIICIAEMOI 001aCThIO OTIe-
paTUBHO MaMATH.

3. VYcraHoBHTE SKpaHHBI KYypCOp B HOBOE MECTO JIOKyMEHTa, KyJa
HaJI0 TIOMECTHUTH coaepkumoe Oydepa odmena. Ecnu 3To Mecto HaxoauT-
sl B IPYTOM JOKyMEHTE pelaKTopa, MEPEeKIIOYUTECh Ha HETO, BHIOPAB 3TOT
JokyMeHT u3 ['maBHoro menio OkHo. Eciu 310 Mecto Haxonures B Apy-
roM npuiokeHun Windows, OTKpOWTE ero, HIEIKHYB IO KHOITKE 3TOTrO
NPWIOKEHUS] BHU3Y DKpaHa Ha maHenu 3agady Windows Wi 3amycTHB
npuiokenue u3 pazzaeina [Iporpammel Mento kHonky Ilyck.

4. Tlocne BBINOJNHCHHUS OIMCAHHBIX BBINE JICHCTBUHA HaKMUTE
kaHonky BCTABUTD cranmapTHOW TaHETN WHCTPYMEHTOB. BBIIeICHHBIN
6510k OyJeT BCTaBIEH WM CKONMPOBAH B HOBOE MECTO TEKCTa B JOKYMEH-
te. [Ipu aToMm comepxumoe OyepHOIl maMATH HEe CTHPAETCsS M €ro Heol-
HOKPAaTHO MOKHO BCTaBJIATh B APYT'HE MECTA JTOKYMEHTA.
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Ilepememenne 1 KONUPOBAHUE C IOMOIILIO
KJIABHATYPBbI

Jnst mepeMenieHUs U KOIUPOBAaHHS TEeKCTa, IpapUKu MM JHOOBIX
JIPYTUX OOBEKTOB pelaKTopa MOXHO HCIOJb30BaTh KIaBHATypy, T.e. Ha-
JKMAaTh OTIpe/ieJIeHHble KOMOMHAIMN KJIABUIL.

Jlng 3THX omepanuii MOCIe0BaTEeNbHO BBINOJIHUTE CIEAYIOINE AeH-
CTBHUSL:

1. Brauane BbIenUTE 00BEKT, C KOTOPHIM HY)KHO BBITIOJIHUTH JIaH-
HBIC OTIEPALUH.

2. Jlmst Toro, 9TOOBI CKOMMPOBATH BRIACICHHBIN TEKCT, rpaduKy HITH
nHOI1 00beKT B Oyep oOMeHa, HaxxMuTe KomOuHanuto knasui Ctrl + C.

3. Jlist Toro, 9T0OBI TEPEMECTUTH BBIICICHHBIA TEKCT, TpaduKy WK
npyroii o0bekT B Oydep oOMena, HaxxmuTe komOuHaiwio kiasum Ctrl +
X. Jlast BeIpe3aHusi 0J0Ka OOBIYHO JOCTYITHA M Apyras KOMOWHAIWs Kia-
Buil - Shift + Delete.

4. Jlnsa Toro, 4ToOBI BCTaBUTH colepkuMmoe Oydepa oOMeHa B J10-
KyMEHT, IIOCTaBbTE€ Kypcop B HY>KHOE MECTO, Kyna TpeOyeTcsi BCTaBHTh
BBIJIEJICHNe, U HaxmuTe KomOuHarmio knmasum Ctrl + V. Jlng BcraBkn
01r0Ka 0OBIYHO JOCTYITHA M KOMOMHAus KinaBu - Shift + Insert.

5. Hns toro, 4yToOBI MEpPEeMECTHTh BBIICICHHBIA ad3al Ha ab3zan
BBEpPX - HCIONB3yHTe KomMOmHammio kiasum Alt + Shift + Crpeaka
BBepX.

6. st Toro, 4ToOBI TEpPEeMECTHTh BBIACNCHHBIN a03al] Ha ab3am
BHU3 - UCNOJIB3Yy#Te KoMOuHanuo kinauin Alt + Shift + Ctpesnka BHm3.

CymiecTByeT BO3MOYKHOCTh INEPEHECEHUs] HECKOJILKUX OOBEKTOB W3
pa3HBIX yacTell OJHOrO WM HECKOJIBKHX JOKYMEHTOB U BCTaBKM UX €U-
HOW TpynIoil B Ipyroe MecTo JOKyMeHTa ¢ IOMOIIbI0 Komwiku. Konuiaka
HaKaruMBaeT OOBEKTHI B BUE MOCIIEA0BATEIFHBIX OJIOKOB TEKCTa TaK, Y4TO
MX MOXHO IPUMEHSTh ISl NajbHEHIIeH BCTaBKH.

JA1s1 NCTOJTb30BaHMSI KOTIMIIKH BBITIOJTHUTE CIIETYIOLIHE ICHCTBHSL:

1. BsimennTe TEKCT WM PUCYHOK, KOTOPBIH CJIEAyeT HepeMECTHTD B
KoMKy, 1 Haxxmute knasuiu Ctrl + F3. Boienennslii 010k BeIpe3aeTcst
13 TeKCTa M IepeMeliaeTcs B KOMMWIKY, HO BEPHYTh €ro Ha CBOE IpexHee
MECTO BCerja MOXHO, HakaB KHONKY OTMeHUTh CTaHAApPTHOM MaHenu
MHCTPYMEHTOB i KomOuHanuen knasum Ctrl + Z.

2. TlocnemoBaTenbHO MOBTOPUTE 3TOT LIAT IS KAXJIOTO BBIIEIICH-
HOTO 00BEKTa, KOTOPBIN CIEIYeT MOMECTUTh B KONMJIKY PElaKTOPA.

3. VcraHOBUTE 3KpaHHBIA Kypcop TyAa, Kyla CIeLyeT BCTABUTh CO-
JIEPKUMOE KOITUIIKH.
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4. Jlns BCTaBKH COICPKMMOTO KOTMIJIKK C €€ OJHOBPEMEHHOW OYH-
cTKOM HaxxmuTe komOuHaruio kiaapum Ctrl + Shift + F3. Toraa Tekcr Oy-
JICT TIEPEMEIICH 13 00JaCTH KOMUJIKH B TEKYIHI JTOKYMCHT.

Taxko¥ MeToJ1 OBIBaCT OYCHB YIOOCH, KOT/Ia U3 OJTHOTO MIJIH HECKOJIb-

KHX JOKYMEHTOB HYXHO B35ITh HEKOTOPBIE YAaCTH U MOMECTUTh UX B ApY-
TOM WUJIM HOBBIH, TOJILKO YTO CO3/IaHHBIM JOKYMEHT.
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IHOUCK U 3AMEHA

CymiectByeT crioco0 ObICTPO HANTH U, €CIM HY>KHO, 3aMEHUTh TEKCT,
rpaduKy, CHOCKY WJIA JAPYTOi 3JEMEHT MTOKyMeHTa. MO)KHO TakKe HalTh
U 3aMEHUTH CIIEIHATIbHBIN CHMBOJI, HalIpUMeEp, I0JIe, CUMBOJ TaOyIsAIHH,
CHMBOJI KOHIIa CTPaHHIBI, HEOOS3aTeNbHBIM Ae(UC WIM CHMBOJ KOHIA
abzara.

Bce a1o nenmaercst ¢ momouipto komana Halitu (koMOMHAIMS KIIaBUII
Ctrl + F) nnu 3amennts (komOunanus Ctrl + H) pasnena IpaBka ['nas-
HOTO MEHIO, KOTOPBIE, B TOM YHCIIC, UCTIONB3YIOTCS IS

1. IIpocToro momcka BcexX BXOXKAECHHH - IPUCYTCTBUS ONPEICICHHO-
T0 TEKCTa B IOKYMEHTE. B 4acTHOCTH, MOXHO 3a/1aTh MTOMCK BCEX BXOXKJIE-
HUHA TEKCTa OMNpEAeNIeHHOro (opmMaTa, HalpHMeEp, MOTYKUPHOTO HIH C
KaKUM - TH00 11a0JI0HOM - CTIOCOOOM PAaCCTaHOBKH 3arjiaBHBIX OYKB.

2. MOXHO UCKaTh BCE€ BXOXKAEHHUS ClIoBa "3eJeHbI" B OTIHUYUE OT
"3eJIeHBIN", T.€. BBIIIOJIHATH OUCK C Y4ETOM perucrpa OyKB B TEKCTE.

3. Tlowcka BXOKAEHHH OIPEAEIeHHOT0 TEKCTa ¥ 3aMEHbI X Ha JIpY-
roif TekcT. OJHOBPEMEHHO C 3aMEHOH TeKCTa MOYKHO IPOM3BOIUTH U 3a-
MeHy (opmarupoBanus. Hampumep, MoxHoO 3anatk 3ameHy ¢passl "TOO
Tanmem" Ha "AO Tanmem"

4. Tlomcka u 3aMeHBI OPMATUPOBAHUS U CTHICH. Hampumep, MOX-
HO HalTH BECh MOAYEPKHYTHIN TEKCT U 3aMEHUTh €0 Ha KypCUB WM Haii-
TH BCe a03albl C ONPEICNICHHBIM CTHIIEM, YTOOBI IPUMEHNTH K HUM APYTOH
CTHJIb WJIM U3MEHHTH CIIOBO, HJIH BBIPAXKCHUE TOJBKO B TEX CIydasx, KOT/a
OHO BCTpeuaeTcs B ad3alle OnpeesieHHOTO CTHIIS WK opmara.

Kpome Toro, ¢ momomrsto komanisl Iepeiitn (Ctrl + G) pasgena
IIpaBka ['maBHOrO MEHIO MOXHO MEPEUTU Ha OMpPEACIEHHOE MECTO B JI0-
KyMEHTEe, HalpuMep, KOHKPETHYIO CTpaHuIy, rpadk, TabIHIly, CHOCKY
WU 3aKJIaJIKy.

BrimonHenue OONBIIOrO YnCiia 3aMEH ¢ IMOMOIIBI0O KOMaHIB! 3ame-
HHUTBH TpeOyeT 3HAYMTENbHOro o0beMa MaMATH Kommblotepa. s Toro,
YTOOBI OCBOOOANTH MAMSITH TIOCIIE BBIITOJIHEHHS MHO)KECTBEHHOH 3aMEHEI B
JIOKyMEHTE, CIeyeT IPOU3BECTH TTOJIHOE COXPAaHEHUE JOKYMEHTA.

Iouck Texcra n popMaTHPOBAHMS

OpmHax bl ONPEAEINB, YTO HY>KHO HCKaTh, MOXKHO NPOJIOIKATh pado-
TaTh C JOKyMEHTOM, a IOTOM BO30OHOBHUTBH IOWCK, MCIOJB3YS 3a/IaHHbIC
paHee yCIIOBHUs, KOTOPbIE COXPAaHAKTCA B OKHAX IOHMCKa, IIepexoja U 3a-
MEHBI.

Jnst moncka Texcra uiu (OpMaTHPOBAHHS BBITOJIIHUTE ICHCTBHS:

57



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

1. B wmenro I'masHom mento IlpaBka Beibepure komanmy Haiitu
WM HaXMUTE KoMOuHaiuio kinasur Ctrl + F.

2. B nosiBusiueMcs okue B noje Haiimu naxMuTe KHONKY Bosbine
Y BBINOJHUTE OJHO U3 CIEAYIOMUX TeHCTBUM:

1) [ns toro, 4yToObl HaliTH TeKcT Oe3 (GopMAaTHPOBAaHMS - B IOJIE
Haiitn HaGepure mckombrii Texct. Ecnmu mox moiem HAWUTH
nosBUTCs popmar, HaxMuTe KHOKYy CHATH (popMaTHpoOBaHue.

2) Texct ¢ ¢dopMaTHpoBaHHEM - HAOEPUTE TEKCT, IMICTKHHUTE IO
kHonke Popmar, a 3arem BeiOepute HyXHbIe IllpudT, Ad3an,
S3bik win CTHIIb. YCTaHOBUTE B 3THUX OKHaxX TpeOyemble mapa-
MeTpbl, HaKMMas KHonKy OK B kaki0M U3 HUX.

3) Tonbko GopMaTHpOBAHUE - YIATUTE BeCh TeKCT B moje Haiirh.
[Tomectute Kypcop B 3TO moiie, Haxmute kHOIKy DOPMAT, a
3arem BoiOepute Wpudr, A63an, A3pik wim Ctuab. YcraHo-
BUTE HYXHBIH hopmar, HaxxuMmast kKHonky OK B Kax10M u3 3TuX
OKOH.
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Puc.17. Oxno pexxuma Iouck.

4) B mone HaifTH MOXHO TakXe BOCIIOJIb30BATHCS MPEIBITY MU
apryMeHTaMH TIOMCKa, COXpaHCHHbIMH perakTopoM Word. s
9TOr0 HYXHO LIEJIKHYTh MBIIIBIO Ha KHOTIKE CO CTPEJIKON CIpaBa
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ot nmosisi HaliTk 1 BRIOpaTh HY)KHBIM BapHaHT M3 CIIMCKA YETHI-
pexX MocIEHUX apIryMEHTOB ITOHCKA.

3. BsiOepure apyrue HEOOXOAUMBIE OINIMU YIIPABIECHUS TIOUCKOM,
HamnpuMep, yCTaHOBUTE "ITHUKY" B okomike ToJIbKO C10BO HEJIHKOM UIn
YuuTsIBaTh perucTp, onpeaennTe HanpasieHue noucka (Besne, Bnepen,
Ha3zanx) u naxxmure kaonky Haiitm manee. Eciu Tekct wimu GpopmaTupo-
BaHUE HAWAyTCs, JOKYMEHT OTKpPOETCS Ha CTpaHHIE, II€ PaCION0XKEH
00BEKT ITONCKa, KOTOPBIN Oy/ET BBIACIEH YepHOIl MOJCBETKOH.

4. Tlpu orkpbiroM muanore HalTH MOXHO pelakTHPOBATh IOKY-
MEHT, ABAXABI IEIKHYB MBIIIKOM B HY)KHOM MECTE€ TEKCTa, a 3aTeM IIpo-
JIOJKUTH TIOUCK, HaXxkaB KHONIKY HaiTu nasee.

5. Tlocne BBIMOJHEHHUS MOUCKA JJIsI 3aKPhITHS OKHa quanora Haii-
TH, Hy’)KHO HakaTh kyaBuily Esc unu xkHonky OTMeHa, Kak MOKa3aHO Ha
puc.17.

[Ipn moucke MomyXUPHOTO, KYPCUBHOTO WIIM MOJYEPKHYTOTO TEKCTA
OTIPEJICTICHHOTO THIa W pa3Mepa MOXHO OBICTPO YCTaHOBUTH HYXHBIH
(opmart, ucHonb3yst MaHeab HHCTpYMeHTOoB dopMaTHpoBaHue, KOMOWHA-
nuio KmaBum (opmatupoBanus win pasnensl IpudTt m Ad3an myHKTa
®opmar [ 1aBHOr0 MEHIO.

3amena TexcTa U GopMATHPOBAHUSA

CyIiecTByeT BO3MOKHOCTh HE TOJIEKO HAWTH, HO ¥ 3aMEHUTD JIFO00M
TEKCT, ero (hopMaTUPOBaHKE, BKIIOYAs CTHIIU WM TEKCT Ha APYTrOM sI3BIKE.
MOHO 3aMEHHTH TOJBKO (hopMaTUpOBAHHE, HE M3MEHsS TekcTta. MOKHO
TaKXKe MCKIIOYHUTH KaKOH - MO0 (opMar U3 CHUCKA TMOMCKA WM 3aMEHBI
TekcTa. Hampumep, MOXHO yCTaHOBHTH Iepekiodarens IlomyKkupHbIi
JUTS TIOMCKA TIOTYKUPHOTO TEKCTa, & MOKHO COPOCHTH MEPEKITI0YaTeNb IS
MOMCKA TeKCTa JIF000ro opMara, KpoMe MOy KUPHOTO.

Jns 3ameHbl TekcTa W (OPMATHPOBAHHS BBIOTHHUTE CJIETYIOIIHE
NCHCTBHSA:

1. B menio IlpaBka Boibepute Komanay 3amenutb. Eciu mepen
THM paboTana komanna Haiitin u3 Merro [IpaBka, BKIIOYHTE MOJTOKHO -
BKJIAJIKy 3aMEeHUTb.

2. B none HaliTH BBIIOJHUTE ONHO U3 JCHCTBUM, OIHMCAHHBIX B
mpeasIayIneM naparpade B m.2.

3. B none 3aMeHMTBL HA TaKKe BBIIOJHUTE OIHO W3 JEHCTBHIA,
ONHUCaHHBIX B .2 mpeapiayniero naparpada. [Ipu aToM ycnoBus moucka
okHa HaiiTu OynyT 3aMEeHSTHCS B TEKCTE YCIOBHSIMH M3 OKHa 3aMEHUTh
Ha.
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4. Broibepure Ipyrde HeoOXOJUMbIE OILMU YIPABIEHHs TOUCKOM,
Kak B 1.3 mpeapayiiero maparpada u Hakmute kHonky HaidTm manee.
Ecmu Tekcr wim ¢GopMmaTupoBaHHE HANIyTCs, HOKYMEHT OTKPOETCS Ha
CTpaHUIIC C 3TUM TEKCTOM WIIH (POPMATHPOBAHHEM.

5. Tlocne clieNaHHBIX YCTAHOBOK BBIITOJHUTE OJHO U3 CIEIYIOIINX
NIEHCTBHIL:

1) IllenxkHMTE MBINKOH KHONKY 3aMeHUTb, YTOObI 3aMEHHUThH Haii-
JECHHBIA TEKCT WM (OpMaTHPOBaHHE M HAMTH ClieIyIoIee BXO-
JKIEHHE 3aJaHHOr0 OOBEKTA.

2) Wnu menxHUTE KHONKY 3aMeHHThb Bce, KOTOpas MO3BOJISET 3a-
MEHHUTh BCE BXOXKIECHUS 3aJaHHOTO TEKCTa 0e3 MOATBEPKICHUS
3aMEHBI.

3) Knonka HaiiTm gaJiee mMo3BOJSET OCTABUTh HAWJCHHBINA TEKCT
wi QopMmarupoBaHue 0e3 W3MEHEHMH M HaWTH Cleaylolee
BXO)XKJICHUE 33]aHHOTO 00BEKTa.
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Puc.18. Okno pexuma Ilouck u
3aMeHa.

6. Ecii Hy)KHO HAiTH TEKCT ISl €r0 yAaleHus - HabepuTe TEKCT B
nosne Haiitu, octaBiss nosie 3aMeHUTb HA MYCTBIM, U MOCJIEI0BATEIBHO
menkauTe kHonku Haiitu nanee, u 3amennTh win 3aMeHHTD Bee.
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7. Tlocie BBIMOJIHEHHS BCEX HEOOXOAMMBIX 3aMEH B TEKCTE IS 3a-
KpbITHs OKHa quainora HailTu ¥ 3aMeHHTh HY>XKHO HakaTb kyaBuiny Esc
WK MEIKHYTh KHOKY OTMeHa, Kak Ioka3aHo Ha puc.18.

Kornma Hy»HO HallTU NOXYXUPHBINA, KYPCUBHBIM MM MOAYEPKHYTHIH
TEKCT ONPENEJICHHOTO TUIIA U pa3Mepa WK JIpyrue popMarbl, MOKHO ObI-
CTPO YCTaHOBHTH HY)XHBIH (OpMaT, WCIONIB3ys IaHedb HHCTPYMEHTOB
®opmMaTHpPOBaHHe WM KOMOWHANNIO KJIABHUII (JOPMATHPOBAHMS.

Kpome Toro, cymiecTByeT BO3MOXXHOCTh COBEPILINTH OBICTPHII Tepe-
X0 B KaKoe - JIN0O ONpeNIeNICHHOE MECTO JIOKYMEHTa, HalpuMep, Ha HyX-
HYIO CTPaHHIy, CHOCKY, 3aKIaJKy H T.II.

Jlnst coBepIeHNs TaKOTO Mepexojia BBIMOIHUTE CIEAYIOIUe IeicT-
BUSL:

1. B I'maBuom mento IIpaBka BoiGepure komanny Iepeiitn. Eciu
okHo HaiiTH M 3aMeHUTH yXXe ObUIO BKIIIOYEHO, BbIOepHTe BKiIanky Ile-
peiiTH, IETKHYB MBIIIKOM [0 €€ MIMEHHU BBEPXY OKHA.

2. B nome O0beKT mepexoaa BIOEPUTE THIT 3JEMEHTA JIOKyMEHTa,
Ha KOTOpBI HyXHO nepedTn. Hampumep, cTpaHuma, cTpoka, 3aKiIajKa,
MPUMEYaHUe, CHOCKA U T. 1.

3. Jlanee BBIIOJIHUTE OJHO U3 JAEHCTBHIA:

1) J[nsa toro, 4roObl mepeiTH B crenuduyeckoe MecTo, BBEIHUTE
UMl WJIM HOMEp 3TOT'0 JIEeMEHTa TeKCTa JIOKyMeHTa B 1osic BBe-
JUTE....., 2 3aTeM HaXXKMUTE KHOTIKY IlepelTu.

2) /[ns Toro, 4ToOBI MEPEHTH Ha MpebIAyIlee BXOXKICHHE dJIeMEH-
Ta TeKCTa, HAKMUTE KHONKY Ilpeasinymuid.

4. Tlocie OKOHYAHHUS TIEPEXOI0B HA 3aJaHHBIN HJIEMEHT JOKYMEHTa
HaKMHTE KHONIKY 3aKPpbITh WiN KnaBuiry Esc.

Bxnaaky Ilepeiitu B okHe Ilonck M 3aMeHa MOXHO OTKPBITh, ABaX-
JIbI IIETTKHYB MBIIIBIO CJIEBa BHU3Y dKpaHa Ha 00JacTU CTPOKH COCTOSTHHUS,
IJie TMOKa3aHO OOIee YMCIIO CTPAHWII M HOMEp CTPAaHUIIBI, HAa KOTOPOH B
JIAHHOE BpeMsI HaXOAUTCS SKPaHHBIN Kypcop.

61



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

IIPOBEPKA ITPABOIIMCAHUA
B IOKYMEHTE

WNHcTpyMeHTalIbHBIE UM NPOTrPaMMHbIE CPEJCTBA NPOBEPKU IIPaBO-
nucaHus (rpamMaTtvka U opdorpadus) B NOKYMEHTaX, MMEIONIMECs B
Word, MO’KHO HCIIOIB30BaTh JUIS YIy4LIEHHs] Ka4eCTBa TEKCTa.

C NOMOIIBIO 3TUX CPEJACTB MOKHO BBINOJIHATH CIETYIONIUE NeHCTBUS:

1. OTbICKMBaTh U HCHpPAaBIATH opdorpaduyeckue W rpaMmmaTHye-
CKHE OIIUOKH B TEKCTE.

2. VckaThb CHHOHMMBI M CBS3aHHBIC CJIOBa JUISl ONPEIEICHHOIO CJIO-
Ba TEKCTA.

3. ABTOMAaTHYECKH pa3geiiTh CIOBAa TEKCTa Ul IEPEHOCA WU
YIPaBJIATh [IEPEHOCOM CJIOB Ui YJIyYIICHHS BHELIHErO BHAA TEKCTa B
JIOKYMEHTE.

4. TlpoBepsaTh TEKCT Ha APYTHX s3bIKax, ecnu B cucreme Windows
YCTaHOBJIEHBI COOTBETCTBYIOIIHE CIOBAPH HHOCTPAHHBIX S3BIKOB.

5. OrobpaxaTh CTAaTUCTHKY IO JOKYMEHTY, HATPUMED, YUCIO CHM-
BOJIOB, CJIOB U a03aIieB.

OTHMH BO3MOXXHOCTSIMA MOXXHO TOJIB30BAaThCSl B JIOOOM peKHMe
NPOCMOTpa TEKCTa JOKyMeHTa. MX MOXKHO NMPUMEHSATh B MPUMEYAHHUSX,
CHOCKaX, KOHIIEBBIX CHOCKAaX, BEPXHHUX U HIDKHUX KOJOHTHTYJIaX.

B penakrope cymecTBYIOT ABa CIoco0a MPOBEPKH MPABOINHCAHUSA,
T.€. IPOBEPKH TpaMMaTHKHU U opdorpadun:

1. Tlo Mepe BBOAa TeKCTa C IMOMETKOW BO3MOXHBIX Opdorpaduue-
CKHX M TPaMMaTHUYECKUX OMHMOOK. /Iy ncnpaBieHns OMUOKH HCIIONb3Yii-
Te KJIaBUATypy WJIM NPaBOH KHOMKOH MBIIIKK BbI30BHTE KOHTEKCTHOE Me-
HIO, IIEJIKHYB IO HEBEPHOMY CJIOBY, W JIEBOW KHOIKOW BBhIOEpHTE Tpa-
BWJIBHBII BapUaHT HAITMCAHMSI.

2. Tlocne Habopa Bcero TeKCTa B HOKYMEHTE LICIKHUTE MBIIIKOW
KkHOTIKY - ¥ -lIIpaBonmucanue, 4YTO TaKKe MO3BOJSIET TPOBEPUTH
JOKYMEHT Ha Hajumdue opdorpaduuecknx W IpaMMaTHYECKHX OIIHOOK.
OO6HapyXeHHYI0 OmHMOKYy HCHpaBiaioT B okHe IIpaBomucaHue, mocie
9ero MOMCK OIUOOK MPOAOIIKAETCS.

IIpoBepka npaBonucaHusi NPH BBOJE
TeKCTa

I[JIH TOTO, YTOOBI BEIIOJIHSIIACE aBTOMATHYECKAs MIPpOBEpKa NpaBoONu-

CaHusA MpHU BBOJAC TCKCTAa B HOKYMCHT, €€ HYKHO BKJIFOUHMTb. I[J'Iﬂ 9TOI0
BBITIOJIHUTEC CJICAYIOLINEC ﬂeﬁCTBHHZ
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1. Bribepute xomanny Ilapamerpsl B I'maBHOM MeHio CepBHC, a
3ateM BKIaaky IlpaBonucanue.

2. YcraHoBure (iaaxkyn ABTOMAaTHYeCKH NpPOBepsiTh opdorpa-
¢uro n(un) ABTOMaTHYECKH MPOBEPSITH TPAMMATHKY.

3. Caumure paaxkn He BbIAedsITH €j10Ba ¢ omIMOKaMu 171t opho-
rpaduu ¥ TpaMMaTHKH.

4. Tlocne cnenaHHbIX ycTaHOBOK Haxkmute kHONKY OK okna Ilapa-
MeTPBbI.

B mponecce BBoza TekcTa B JOKYMEHT PEJAKTOP MOTYEPKUBAET BO3-
MOJKHBIE OpdorpadudecKue OMMUOKN KpacHON BOJMHHCTOW nuHUEH. [ pam-
MaTHYECKHE OIUOKH OYIyT MOAYEPKHYTHI 3eJICHON BOJTHHUCTOMN JIMHHUEH.

[Ipocteiimmii cnoco® UCTpaBIIeHHUsI OMIMOKN - HCIIONB30BaHHUE Kila-
BHATYPBI, HO MOYKHO IIPUMEHATH U [IMHaMu4ecknue MeHro. Jlis Toro, 4ro-
OBl MCIPaBUTh OLMIMOKY, MOABEANTE YKa3aTelb MBI K CIOBY, ITOT4EPK-
HYTOMY KPacHON BOJIHMCTO JIMHUEH, U IIEJIKHUTE [IPAaBOM KHOIKOWU MBbI-
1M, a 3aTEM JIEBOW KHOIKOW BbIOEpUTE (IIEIKHUTE) PaBUIbHBIA BapUaHT
HanucaHus caoBa B KOHTEKCTHOM - J[UHAMUYECKOM MEHIO.

Cucrema penaktopa Word mpoBepsieT JOKyMEHT Ha Hajmuue opgo-
rpaduyeckux OIHMOOK, UCIIONIB3Ysl CBOH BCTPOEHHBIH OCHOBHOH CIOBaph,
KOTOPBIH COJEPKUT JOBOJIBHO MHOTO HamOoJee 4acTo YHOTpeOIseMbIX
cioB. Eciin oOHapyxuBaeTcs CI0BO, OTCYTCTBYIOIIEE B OCHOBHOM CJIOBa-
pe, T0 B JIMHAMUYECKOM MEHIO, KOTOPOE BBI3BIBAETCS INPABOM KHONKOM
MBIIIH, MPUBOJUTCS CIUCOK BO3MOKHBIX BApUAHTOB HANMCaHUS JaHHOTO
CJI0OBA WJIM CITUCOK MOXOXKHX 110 HAITUCAHUIO CJIOB.

Ecnu BBI yBEepeHbI, UTO CIIOBO HANMKMCAHO MPABMWIIBHO U €T0 MPOCTO HET
B OCHOBHOM CJIOBape pPEJaKkTOpa, TO HaIO IIEJKHYTh IyHKT 00aBUTHL
JluHamMu4eckoro MeHro. B aToM ciydae cioBo OyIeT 3aHECEHO B JOIOJIHU-
TENBHBIN CI0Baph MOJIb30BATEIS.

HpOBepKa NMpaBoONMUCaAaHUA B TOTOBOM
AOKYMEHTE

Jns mpoBepku opdorpadum u rpaMMaTHKH TEKCTa B y>K€ TOTOBOM,
HaOpaHHOM JJOKyMEHTE BBITIOJIHUTE OIHO U3 CIEAYIOINX AeHCTBIH:

1. Haxwmure kaonky IIpaBommcanme CTaHAapTHOW MaHETH HHCT-
pymentoB wiu B ['maBHoM meHio Cepuc BbiOepute komanny IlpaBonm-
caHMe, WIK HaXMUTE KnaBuily F7 nis BeIBOAA Ha 3KpaH pelakTopa OKHa
npoBepku IIpaBonmncanus, KoTopoe moka3aHo Ha puc.19.

2. Kaxnplii pa3 npu mosiBICHUN OYEPEJHOTO CJIOBa (BBIICICHHOTO
KpacHBIM 11BeTOM) B rojiec HeT B cjioBape BBHIITOJHHUTE OJHO W3 CIEAYIO-
IIUX TEWCTBUM:
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Puc.19. OxHO poBEpKH MPaBOIHCAHUS
B TEKCTE.

[IpuHATE OAMH U3 BapHAHTOB HANMCAHUS, IPEAJIOKEHHBIX B IO-
je BapHaHTBI - IIETKHYTh IO HEMY, a 3aTEM [0 KHOMKE 3ame-
HHUTD.

Ecnu cnoBo HamucaHO NpaBUIIBHO, HO €r0 HET B CJIOBape - UC-
noJib3ylTe KHONKY Jl00aBUTH B JONOJHUTENBHBIN CIIOBaphb
TI0JTb30BATEIISI.

OctaBuTh c10BO 0€3 M3MEHEHWH, He J00aBiIsis B CIOBaph - Ha-
skMute KHONKY IIponmycTuTs.

OctaBuTh 0€3 M3MEHEHUH BCE BXOXKACHHS AAHHOTO CIIOBA IPH
npoBepke opdorpadun B aKTHBHOM JOKYMEHTE M BO BCEX JIOKY-
MEHTaX, OTKPhIBaEMbIX B TEKylleM ceaHce penaktopa Word -
HaxMuTe kHONKy IIpomycTuTs Bee.

B HEKOTOPBIX cay4asx MOXHO UCIOJIb30BaTh KHONKY 3aMeHUTh
Bce. JTa BO3MOXXHOCTh OBIBa€T OYEHb ITOJIE3HOH NP 3aMEHe Ka-
KOT'O0 - 1100 OJIHOI'O CI0Ba Ha HEKOTOPOE JIPYroe BO BCEM TEKCTE.

Jnst Toro, 9TOOBI BEPHYTHCS B JOKYMEHT Ha JIOOOM 3Tame mpo-

Bepku opdorpaduu ¥ rpaMMaTHKH, HAKMHUTE KHONMKY OTMeEHa WM Kiia-
Bunry Esc. [y Toro, 9To0B pelakTHPOBATh TEKCT TOKYMEHTA MPH OTKPHI-
ToM okHe IIpaBomucanMe, IIENKHUTE MBIIIKON B JIOOOM MecTe TEKCTa.
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[t Bo3Bpara B pexuM IIPOBEPKHU MPABOIMCAHUS TEKCTa HAKMUTE KHOTIKY
Bo3o6HoBUTH OkHa [IpaBonucaHue.

4. Tlocne BBINOJHEHHS MPOBEPKU MPABOIMCAHMS BCErO TEKCTa B
JIOKyMEHTE Ha 9KpaH OyJeT BBIBEIEHO OKHO ¢ MH(popMalmeil 00 oKoHua-
HUU TpOBepKH. [Iisi TOro, 4TOOBI BEPHYTHCS B AOKYMEHT HYXKHO, IICINK-
HyTb 110 kHONKe OK B 3TOM OKHe Wi HaxxaTh KiaBuily Esc.

[IpoBepka rpaMMaTHKH B 3TOM peKUME OyIeT BBIOIHATHCS TOJIBKO
B TOM ciydae, eciu BHU3Y okHa IIpaBonucanme B MeHio I'pammaruka
ycTaHoBiieHa "nTHyka". JIOMOJHUTENBHBIE OMIMHU MPOBEPKU FPaMMATUKU
u opdorpadun ycranaBnuBarorcsi kHomkod Ilapamerpsl cpasy mocie
BbI30Ba OkHa [IpaBonucanue nepes HayaaIoOM IPOBEPKHU TEKCTA.

Br100op onuuii npoBepku
opporpapun

BbI Bceryia MoxkeTe BBIOMpATh OILUM - IApaMETPhl, HACTPaUBAIOILUE
nporecc nposepku opdorpadun J0KyMeHToB B penakTope Word. Hanpu-
Mep, MOXXHO TIPOIMYCKaTh cJoBa ¢ LUdpaMu, W TOrJa 4ucia He OyayT
UACHTU(PHUIIPOBATHCS KaK BOSMOXKHBIC OLTHOKH Opdorpadum.

Jis BeIOOpa onmmii mpoBepku opdorpaduu, OKHO KOTOPHIX MOKa3aHO
Ha puc.20, Halo BBIIOJIHHATH OJHO U3 CJISIYIOIUX NeHCTBHIMI:

1. Tlepexn nposepkoii npaBorucanust B MeHio CepBHC BrIOEpUTE KO-
manny Ilapamerpsl, a 3atem Bkiaaky IlpaBommucanme wiy, Korjaa Ha K-
paHe oToOpaxxeHO OKHO nuajnora IIpaBommcanme, BO BpeMs IPOBEPKH
opdorpaduu, HaxxmuTe kHOTIKy [TapameTpsbl.

2. Beibepure Hy)XXHBIC OILHUH, YCTAHOBHB "OTHYKH' B COOTBETCT-
BYIOIIMX OKHaX - MEHIO.

3. Tlo 3aBepIICHHH YCTAHOBOK UL MX HPHHSATHSI HAKMHUTE KHOIKY
OK oxna [IapameTpbI.

B mento HaGop nmpasua (puc.20) Hy)XHO ONpeneiInTh, KakuM odpa-
30M OyZeT MpoBepAThCS rpaMMaTHKa, HalpuMep, YCTaHOBUTH s nesio-
Boil mepenucku unu CTporo Bce mpaBWJIa. A TakXe MPOBEPUTH TOA-
KJIFOUEHHE CJIOBAapel peJakTopa, KOTOpble OyayT HCIIONB30BaThCS LIS
npoBepku opdorpaduu.

B wgactroctH, cnoBape CUSTOM.DIC "mo ymomgaHHIO" SBIISETCS
JIOTIOJTHUTEIBHBIM CIIOBAPEM II0JIB30BATENS, Ky/a OyIyT 3aHOCHTBCS CIIO-
Ba, OTCYTCTBYIOIIME B OCHOBHOM cJIOBape peaakropa. Ecnu oH mpucyrct-
ByeT B MeHIO BcmoMoraTesibHble €J10BapH, TO OYyZET HCIOIb30BaTHCA
pu IpoBepke opdorpaduu.
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Puc. 20. O6wwmit Bua mento [lpaBonucanue okHa
ITapameTtpsl.

Cos):[alme CJI0Baps MoJjab30BaTe st

Ecmu BBI mone3yeTech CHCIMAIBHBIME TCPMUHAMH, OTCYTCTBYOIIH-
MH B OCHOBHOM CIIOBape (Hampumep, FOPUINYCCKON WIM MEIMIIMHCKOU
TEPMHUHOJIOTHEH), TO IS IPOBEPKH Oporpaduu ITUX TEPMUHOB CIIEIYET
MPUMEHATh OJVH WM HECKOIBKO BCIIOMOTATENBHBIX cioBapeii. [locie
OOABJIEHUS CICIHANTBHBIX TEPMUHOB B CJIOBaph IIOJNB30BATElNs B Jajlb-
HelmeM OHM He TTOABEPTal0TCsl COMHEHHIO, €CITH HAIMCaHBI 0e3 OmHOO0K.

CroBapb moJsb30BaTeNsl CO3JaeTcs AByMs criocobamu. B xoze mpo-
Bepku opdorpadun MOKHO NOOABIIATH CJIOBa B CJIOBaph IOJIB30BATEIS
CUSTOM.DIC, umerommiics B Word, uiin sxe MOXHO CO37aTh HOBEIH CJI0-
Baphb MMOJIL30BATEIISI IEPE]] BHIIOJHEHUEM MPOBEPKH opdorpaduu.

JIis co3maHus HOBOTO CJIOBaps IOJIL30BATENS BBIOJIHHUTE CIICAYIO-
Iye IeHCTBHUS:

1. B menio Cepsuc BeiOepuTe KoManxy IlapaMeTpbl U B OTKDPBIB-
IeMcst OKHe nepeinTe Ha Biaaky IlpaBonucanue.

2. B rpymme BeomoraTtenbHbIe C10BapH TI0Ib30BATEIS HAKMHTE
kHomky CjoBapu v B HOBOM OkHe BemomorartesibHbIE CJIOBAPH KHOIIKY
Co3nars.
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3. B mone Umsa ¢aiina HabepuTe MM HOBOTO CIOBApst MOJIb30BaTe-
715, a 3aTeM Haxkmute kHonky OK.

Hogelii ciioBape mosib30BaTeNsi BHOCUTCS B CIUCOK B rpymnme Bemo-
MoraTeJbHbIE CJOBApH I0Jb30BaTeds. Ecian Bel XOTHTE, 4TOOBI 3TOT
CJI0Bapb UCIOJIB30BAJICS IPU MPOBEPKE NMPaBOMUCAHUSA, TO O Hayaja Ipo-
BEPKH IIEJIKHUTE B KBaJpaTHKe, HaXOAALIEMCs ClIeBa OT UMEHM CIOBapd,
ycranosuB "nitnuky” u mo kaonke OK, a 3arem mo kHomke OK okna Ila-
pamMerpsl.

Bun oxHa 1 co3gaHMs OMOJHUTEIBHOIO CIIOBAapsl MOJb30BATENs
moka3zaH Ha puc.21. [Tocne BeIMONHEHUS BCeX YKa3aHHBIX BBHIMIE EHCTBHI
HOBBIH CIIOBaph IOJIB30BATENsI OyAET BHICH B MeHIO BcmomorarteibHbie
cJI0BapH OKHa, II0Ka3aHHOTo Ha puc.20.

W Microsoft Word - WORDMET1:1 M ETES
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j: Hafiop npaswn: I,JJnFl AENDEOA NEPENHIKH j HacTpatika..,
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ABTOMATH-
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- o narvenToR
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Puc.21. OkHO co31aHus JOTOTHUTEIBHOTO
CJIOBaps pelakTopa.

l'Ip()BepKa TEKCTAa, HAMUCAHHOTO
Ha IPpyrom sizbiKke

CpencTBa NpOBEpKH JAOKYMEHTOB, UMeronecs B Word, 1o3BOJISIOT
MPOBEPSITH TEKCThI, KOTOPBIC HAIMCAHBI HA A3bIKaX, OTIMYHBIX OT PYCCKO-
ro. JIOKyMEHT MOXET ObITh LETUKOM HalMCaH Ha KakoM - JIMOO Apyrom
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A3bIKE, WM B HEM MOTYT HCIIOJIB30BaThCs HECKOIBKO sI3bIKOB. Cucrema
Word Bocmoss3yeTcs HaaexalluM CIOBapeM I IMPOBEPKH KaxKI0TO
S3bIKa MPU YCJIOBUM, YTO Bbl YCTAHOBWJIM CJIOBApH JUIsi KaXJOTO S3bIKa,
KOTOPBIH HY)XHO IIPOBEPATH, U MOMETHUIN TEKCT, YTOOBI MICHTH(HIUPO-
BaTbh UCIIOJIb3YEMBIH B HEM SI3bIK.

B cnoBape aHrmiickoro s3bika (yCTaHaBIMBAETCS BMECTE C PEIAKTO-
pOM) TPHBOAWTCS, KaKk OpUTaHCKas, TaK M aMepuKaHckKas opdorpadus.
Just Toro, 4ToOBI MPOBEPUTH TEKCT, HAIlpUMep, Ha COOJ0IeHHE OpUTaH-
ckoil opdorpaduu, yobeaurech, 4To OH OTPOPMATHPOBAH, KaK AHIINII-
ckuit (BB) ¢ momompio komanasl SI3bIk, BeiopaTh si3bik u3 MeHIO Cep-
BHUc. /I IPOBEPKH TEKCTa, HANIMCAHHOTO Ha JIPYTrOM S3bIKE, BBIIIOJHUTE
cenyoue IeHCTBUS:

1. BwlpennTe TEKCT, KOTOPBIH HYKHO NOMETHTH AJISI TIPOBEPKU Op-
(orpadun Ha Apyrom si3bIke, HAIIPHUMED, AaHTTTHHCKOM.

b WIITHDME 11 _— K
[T) @oin Dowers B Bcvpons Fopuse Covmve Tofnes Qe 2 : S Zleix|
NEREGRY | "TBY - A BANENS W - G4

i‘“"'“" = T e Bona =11 'i‘“!-'.:IliEI

i O+ - 'mﬂlﬂmm|
N O R R R S S N S . ¢

me kHomky [IPABO-

[T e CTPYMEHTOB

procesncnt (Epmin) |

propeencnl {momopor}

oot

Feoryramone (Epamme)

ey an.coe eranasmas) =l =l
piist

B¢ Ecimi BBl acTO co3facTe MOKYMEHTBI, COJCpHALIE TEKCTR Ha
OPYTIDS A3BIKaX, cosdaiite ordemeHeli CTHIIb and xasmgoro aseika.
Brmounre B Hero QopMar A3miKa, YTOOR HHCTPYMEHTH! NMPOBepKH
Word mormi BHGpath A7 HCMOMB30BAHIA COOTBETCTBYIONNNI ClIo-
EAPE JAHHOTO A3BIKA, 2CITH TAKOBOI HIMESTCH

[Co T Pead T (R A Wt [ I I T e T
Angex| |2 @8 W A O || it ot w0 |EEEE e

Puc.22. OkHo BBIOOpA A3bIKA JOKYMEHTA.

2. B meno CepBuc ycraHoBUTE Kypcop Ha koMmaHmy SI3bIk. Ilos-
BUTCSl JOTIONTHUTEIHHOE MEHIO, B KOTOPOM HAI0 MICTKHYTh IO ITYHKTY
Bbi0paTh A3bIK.

3. B nosiBUBLIEMCS OKHE CO CIIMCKOM BBIOEPUTE A3BIK, HA KOTOPOM
HATKCaH TEeKCT, a 3aTeM Haxmute kHonky OK (puc.22).
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4. 3akoHYMB MapKHpPOBKY TEKCTa, HaXMuTe KHOMKy IlpaBomuca-
HHe CTaHJAPTHOU IAaHEIU UHCTPYMEHTOB U BBINOJIHUTE IIPOBEPKY MPABO-
MUCaHUS.

Ecmu BEI wacto CO31a€TC NOKYMCHTBI, COACPIKAIIUC TCKCThI HA JAPY-
T'UX A3bIKaXx, co3z[a171Te OTZ[eHLHLIﬁ Cruian JUI KAXJI0T0 sA3bIKa. Bxrounte
B HCTro (bOpMaT sS3bIKa, YTOOBI HWHCTPYMECHTBI ITPOBEPKU Word Moriu BEI-
6paTL JJId UCIIOJIB30BAaHMA COOTBGTCTByIOH.II/Iﬁ CJIOBApb, €CIIN TaKOBOM
HNMCCTCA Ha BAllICM KOMIIBIOTEPE.

Co3aHue 3JIeMeHTAa AaBTOKOPPEKIUU

CpencrBo aBTOKOPPEKLUUH YZOOHO HCIOJIB30BATh AJISI aBTOMAaTHUE-
CKOW KOPPEKIMH ONeYaTOK M aBTOMaTHYECKOH BCTaBKU (pParMEHTOB TEK-
cTa win rpaguku B JOKyMeHT. Hampumep, BBl MOXKETe CO3/1aTh 3JIEMEHT
noJ HazBaHueM "MK", 3amensromuil ums "Muxaun Kysosnes". Eciu Te-
neph BBl Hareyartaere "MK" M BBeIETe TOCiie Hero npo0est Wi Jito0oit 3HaK
MyHKTyallud, CIOBO "MK" aBTOMAaTHYECKU M3MEHUThCs Ha "Muxaun Ky-
30BJIEB".

st co3manms 37eMeHTa aBTOKOPPEKIIUH BHITIOTHUTE CIIETyIONIee:

1. B I'maBaoM menio CepBHC BBIOEpHUTE KOMaHIy ABTO3aMeHa U
YCTQHOBHTE B MOSBUBIIEMCS OKHE HYKHbIC EPEKITI0UATEIIH.

2. B nosie 3aMeHUTH BBEIMTE UMs DIEMEHTA aBTOKOPPEKIIUHU - aB-
TO3aMEHBI, KOTOPOE MOXKET UMEeTh 10 31 cuMBOIa, HO HE TOJIKHO COAEp-
JKaTh MPOOEIOB ¥ HEKOTOPBIX APYTHX CHEIUAIBHBIX CHMBOJIOB.

3. B none Ha BBemuTe HyXHBII TEKCT, KOTOPbIN OyIeT aBTOMATH-
YEeCKHU 3aMelaTh TEeKCT, BBEJCHHBIN paHee B oJie 3aMeHHTh.

4. 3arteM mocienoBarelibHO HakmuTe KHONKH J{o6aButh 1 OK ok-
Ha ABTo3aMeHa. KHomnka YaaJuTh mo3BOJIsIeT yOpaTh - CTEPETh BBIZC-
JICHHBIH B CIIMCKE JIEMEHT PEeKUMa ABTO3aMeHBbI B JOKYMEHTE.

Bun oxHa ABTO3aMeHa TekcTa moka3aH Ha puc.23. Hwwke noneit 3a-
MeHuTh 1 Ha HaxomuTcs OKHO, B KOTOPOM ITOKa3aHBl yXK€ CO3/IaHHBIE
3JIEMEHTHl aBTO3aMEHBI, TIPOCMOTPETH KOTOPBIE MOKHO C ITOMOIIBIO BEp-
TUKAJILHOH MOJIOCHI MPOKPYTKHU CIIpaBa 3TOTO OKHA.

B cucteme Word conepKuTcs HECKOIBKO BCTPOCHHBIX JJIEMEHTOB aB-
TOKOPPEKLUH, KOTOPBIE MOXXHO BBIOpaTh U3 crucka. Ecin HeoO0xomumo
CO3aTh DJIEMEHT I JOCTATOYHO OONBIIOro KycKa TeKCTa WM rpadude-
CKOM KapTHHKH, WM €CIH HEOOXOIMMO COXPaHUTH HCXOAHOE odopmite-
HHe, CHayaJla BBEIUTE 3Ty WH(OPMAIMIO B JOKYMEHT, BEIIEIUTE €€, CKO-
nupyite (Hanpumep, komoOunaipein Ctrl + C) wiun nepemectute (KOMOU-
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nanueii Ctrl + X) B 6ydep obmeHa, a 3arem BcraBbTe B nojie Ha, ucrosnb-
3yst komOuHanuo kinapum Ctrl + V.
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Puc.23. OkHo pexxuma ABTO3aMeHa
TEKCTa.

l'[epeﬂoc CJIOB B IOKYMEHTeE

[lepeHoc cioB 1o ciioraM yiydIlaeT BHEIIHUM B JOKYMEHTA H I10-
3BOJISIET Pa3MECTUTH OOJIbIIE TEKCTa Ha cTpaHMIle. B ciydae BEIpOBHEHHO-
ro 10 HIMPHWHE TEeKcTa Onaromaps IMEpeHOCY CIOB COKPAIIAIOTCS IpoMe-
JKYTKH, BCTaBIIIEMbIE MEXKIY CIOBAMH JUIS 3aIlI0OJIHEHUS CTPOKH.

Jnst Toro, 4ToOBl BKIIOYHTH aBTOMATHYECKOE Pa3/eNICHUE CIIOB JUIs
HepeHoca Mpu Habope TEKCTa, BBIIIOIHUTE CIEIYIOMNE TCHCTBHS:

1. B menio Cepsuc, SI3bik Boibepute Komanay PaccraHoBKa Ie-
PEHOCOB.

2. YCTaHOBHTE HE3aBHCHMBIN IEPEKITIOYaTEh ABTOMATHYECKHIA
TePeHoC CJIOB B TEKCTE TIOKYMEHTA, KaK MMOKa3aHo Ha puc.24.

3. B none lInpuna 30HbI mepeHoca CJI0B BBEIUTE WIIH BHIOEPUTE
BEJIMYMHY [IPOMEXKYTKA, OCTABIISIEMOT0 MEX1Yy KOHLIOM IOCIEAHETO CIIOBa
B CTPOKE U MPaBbIM MOJIEM. DTO 3HAYEHUE UCIOB3YETCs JUIS OIpeaene-
HUS, KaK CJICAyeT MEePEHOCHUTH CiioBa. [ Toro, 4yToOBI IEPESHOCOB OBLIO

70



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

MeHbIIIe, c/elaiiTe 30Hy nepeHoca miupe. J[is Toro, 4ToObl yMEHBIIUThH
HEPOBHOCTH MPABOT0 Kpasi TEKCTa, CAENaiTe 30Hy mnepeHoca 0oliee y3KOi.
Il 30HBI IepeHoca 00bIYHO BeIOHpacTes BenuyrHa 0.5 - 0.8 cM.

4. B nosie Makc. 4MCJI0 MEPEHOCOB BBEIUTE MM BHIOEPUTE YUCIIO
MIOCJIEIOBATENILHBIX CTPOK, B KOTOPBIX MOKHO Pa3JeNisiTh CJIOBA IS Iepe-
Hoca. OOBIYHO TaKWe OTPAaHUYEHUS HE yCTaHABIMBAIOTCS.

5. Tlo oOkOHYAHMU CENAHHBIX YCTAHOBOK Haxkmute kHOMKY OK.
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: TeKeT, 4 3aTeM BeIGepiTe B Merio DOPMAT xomanay AG3ALL Bei-
% Gepure proaary [NOJOAEHHE HA CTPAHULE, sribepute B Heil
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Puc.24. OxHO ycTaHOBOK IepeHoca CII0B.

Bun okHa 171 YCTaHOBKM PEXXHMMOB IIEPEHOCa CIIOB B JOKYMEHTE TIO-
KazaH Ha puc.24. Ecim BB He X0oTHTE, YTOOB!I Kakoi - MO0 OJIOK TeKcTa
MOJIBEPTAJICSl aBTOMATHYECKOMY Pa3/eEHHIO CJIOB AJISI MIEpeHOCca, BbIJE-
JIUTE ITOT TEKCT, a 3aTeM BbIOepuTe B MeHI0 DopmaTt komaHTy Ad3all.

[epetinure Ha Brimanky IlosioskeHue HAa cTpaHuUue, BEIOEpHUTE B HEH
HepeKIioyaTeb 3anpeTuTh ABTOMATHYECKUI NepPeHoc CJI0B, a 3aTeM
Hakmute kHonky OK.
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OOPMATUPOBAHUE CUMBOJIOB
N TEKCTA

CuMBOIBI - 9TO OYKBBI, IPOOEIBI, 3HAKU MYHKTYalud, HAQPHL, CIe-
LMaJbHbIE CUMBOJIBI, TAKHE KaK @, *, & u T.1. J{ns n3MeHeHus BUIa CUM-
BOJIOB BBIJICNTUTE TEKCT, 3aT€M 3a/1aiiTe OJMH WJIN HECKOJIBKO aTpuOyTOB,
wm GopmaroB. PopMaThl CUMBOJIOB MOYKHO J1OOABISTH M YAAIATH, WC-
nons3yst okHa IllpudT u Pazmep llpudTa Ha naHenu MHCTPYMEHTOB
®opmaTupoBanmne win BeiOpaB koMaHny Hpudt m3 meHio Dopmar.
Mo>xHO 0T(hOpMaTHPOBATH TIOOYIO YaCTh TEKCTA - OT OUHOYHOTO CHMBO-
Ja 70 1EJ0T0 JOKyMEHTa. MOXKHO TakXe CKOIMpOBaTh (hopmMaTUpoBaHME
CHMBOJIOB, @ 3aT€M NIPUMEHUTH 3TO (OPMATUPOBAHUE K IPYTON 4aCTH TEK-
cTa.

Koraa Bbl HaunHaeTe HaOMPaTh HOBBIN JHOKYMEHT, TEKCT OTOOpaka-
ercs mpUPTOM M pa3MepoM, YCTaHOBJIEHHbIMH B cucteme Word '"mo
ymomuanuio". Ecnu Bl mpezmounTaeTre ApYrod BHJ TEKCTa, HYKHO BBI-
Oparp mpudt, pazmep wpudTa u Apyrue GopMaThl CUMBOIIOB, KOTOpPBIE
OyayT MCIIONB30BaThCS IPH JajibHEHIIEH padoTe ¢ TOKYMEHTOM, T.€. BbI-
MOJTHUTH HayaJIbHbIE YCTaHOBKH.

Oto0paskenue U meyaTb WIPUPTOB

Mpudt - 310 Habop OykB, (P, CHMBOJIOB M 3HAKOB IPEIHHAHMUS,
pa3paboTaHHBIX ompeneeHHbIM o0pa3oM. To, kakue mpHGTH U pa3Mepbl
BBI MOXKETE HCIIOJIB30BaTh, 3aBUCUT OT IIPU(TOB, TOCTYNHBIX JUIs IPHHTE-
pa ¥ yCTaHOBIICHHBIX Ha KoMmmbloTepe. Eciu gopmar neuatHo cTpaHuUIIbI,
HOﬂy‘IeHHOﬁ Ha MPUHTEPE HE COOTBETCTBYET TOMY, YTO Bbl BUJUTC HA OK-
paHe, BO3MOXKHO, BbI HCIIOJIb3yeTe MPUQT, HE MOICPKUBAEMbIIH TPHUHTE-
poM.

Tpu BuAa paznuyHBIX MWPUGTOB BIUSIOT HAa pabOTy B penakTope
Word:

1. Macmrabupyemsie mpudTel. OOBIYHO HCIIOIB3YIOTCS MIPH(THI
tuna True Type.

2. TlpunTepHsie WPUQTH Pa3IHIHOTO BHIA.

3. Dxkpanuble HpuQTHI.

Macmrabupyemsie IpHQTH MOTYT OBITH 0TOOPaKEHBI JIFOOBIM TTPHH-
TEpOM, KOTOPBII MOXKET IedaTath B TrpaduueckoM pexume. Vcmons3ys
Takue MaciuTadbupyemble mpudThl, kak mpudtel True Type, BB MOXeTe
OBITh YBEpEHBI, YTO HX KPAaHHOE M300pakeHHe OyAeT TOYHO COOTBETCT-
BOBaTh NeYaTHOMY. MIMEHHO Takue IIpUQTHI OOBIMHO UCHONB3YIOTCS TPH
paboTe ¢ TEKCTOM H €ro IeYaTH Ha IpHHTEpE.
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s Toro, 9yToOBI MOKa3aTh BCTPOSHHBIM MPUHTEPHBINA MpU(T HA K-
paHe, JOJDKEH ObITh YCTAHOBJIEH COOTBETCTBYIOIIMH 3KpaHHBIA MIPUT.
Ecnu xaxapli SKpaHHBIA MPUGT HMEEeT MOIXOJSIINH TPUHTEPHBIN
wpudT, nNpeacTaBIeHNne JOKyMEHTa Ha dKpaHe OyAeT XOPOILIO COOTBETCT-
BOBaTh JOKYMEHTY B I[I€YaTHOM BHUJIC.

Junst n3meHeHus tuna mpudTa U ero pasmMepa rmocjaeJ0BaTeIbHO Clie-
JaiTe cleayolee:

1. Beigenure 610K TEKCTa B JOKyMEHTE, IPU(T KOTOPOro HEOOXO-
JIUMO U3MEHHTB.

2. B I'marom mento @opmar Beibepute komanay pudr, mepeii-
qute Ha BKiaaky LpudgT. YcraHoBuTe HyXHBIH WPUQT U €ro pazmep u
menkHuTe kHonky OK.

3. MosxHno ucnosib3oBars okHa [lpudr 1 Pazmep mpudra Ha na-
HeMM HHCTpyMEeHTOB dopMAaTHpOBaHHMe, OTKpbIBas HX IIEIYKOM IO
KHOITIKE CO CTPEJIKOi CrpaBa OT OKHA M BBIOMpast HYXKHBIH QopMmar, IIesiK-
HYB 10 HEMY MBIIIKOH.

Kpome Toro, MokHO MEHATH MEXKCHMBOJIBHBIA HHTEpBAl, T.€. pac-
CTOSIHHSL MEXTy OyKBaMH B CIJIOBaX, YCTAaHAaBIMBATH Pa3INYHOE BEPTH-
KaJIbHOE CMEIIECHUE BBIIEICHHOTO TEKCTA U KEPHUHT CHMBOJIOB.

JUid M3MeHeHusl 3THX INapaMeTPOB TEKCTa BBINOJIHHUTE IOCIIENOBA-
TEIbHOCTb CIENYIOLIUX ACHCTBUN:

1. Beinenure 670K TEKCTa, B KOTOPOM HEOOXOAMMO H3MEHUTH MEX-
CUMBOJIbHBII HHTEpBal.

2. B menro ®@opmar BeiOepute komanay Llllpudr, a 3arem Bkiagky
HNurepsau.

3. [ns yBenw4eHHWs WM YMEHBIICHHS WHTEPBAIOB MEXAY CHMBO-
namu B niosie MHTepBas BeiOepuTe napaMerp PaspeskeHHbIH nian YiioT-
HEHHBIH, a 3aTeM oIpenenuTe BeIWMYMHYy HHTepBaia B mone Ha. "Ilo
YMOJNYaHUIO" [T MEXCHMBOJIBHOTO WHTEpBala YCTAHOBIICH PEXKHM
OOBIYHBII, KOTOPEIH Yale BCEro UCIIONIB3YeTCs IPU Habope TEeKCTa.

4. Jlns cMemieHus 1o BepTUKAIM BBIJEIEHHOTO OJlOKa TeKcTa B J0-
KyMEHTE OTHOCHTEIILHO OTIOPHOM JIMHUH - OOBIYHOTO PACIIONIONKEHUS TEK-
CTa B CTpOKe ycTaHoBUTe BBepx win BHu3 B pasnene CMeleHne U onpe-
nenute B none Ha Bennuunny cmemenus B nyHkTax. "Ilo ymomuanuoo" B
okHe CMelenne ycraHoBieH pexxum Her.

5. ns KepHHMHIa CHMBOJIOB YCTaHOBHTE (DJIQJKOK IEPEKITIOYATeNs
KepHuHr /U151 CHMBOJIOB pPa3MepoM, a 3aTeM BBEAWTE HY)KHBIH pa3Mmep B
none ITynkToB M OoJiee. KepHuUHr perymupyer WHTEpBaIbl MEXIy OT-
JeTHHBIMU TTapaMy OYKB B 3aBUCHMOCTH OT Au3aiiHa mpudra. [Ipu Bb100-
pe mapameTpoB Pa3peixeHHbIH nin YIUIOTHEHHBI MEXTy BceMU OyKBa-
MH yCTaHABJIMBACTCs] OAMHAKOBBIN NHTEPBAI.
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6. Tlocme Bcex cremaHHBIX M3MeHEHUH menkanTe KHonky OK oxHa
wpudr.

Ecnu nocne clienaHHbIX yCTAaHOBOK IIENKHYTh KHONKY IMo ymourua-
HMIO, TO BBHIODaHHBII PEXUM OyIeT BKIIOYATHCS NPH KAKIOM 3aIlycKe
penakTopa ¥ NPUMEHSTHCS ISl KaKI0T0 HOBOT'O JJOKYMEHTA.

Bup okHa BbIOOpa YCTaHOBKM MEXCHMBOJIBHOTO MHTEPBANa U IPYTUX
OTIIMIA [TOKa3aH Ha puc.25.

Bbr MoxeTe OBICTPO MPUMEHHWTH WIM YAAINTH (OpMaTel Hamboiee
00IMX CHMBOJIOB, UCIIONIB3Ys HaHENb HHCTPYMEHTOB (DOpMaTHPOBaHMe.
Just Toro, 9TOOBI MPUMEHNUTH WM YAAIUTH (POPMATHl BCEX CHMBOJIOB U3
BBIJICTICHHON YacTH TEKCTa WJIM HPUMEHHUTh, WIH YIAIUTh HEKOTOpBIE
(hopMmaTel OTHOBpeMEHHO, Mcrnonb3yiiTe komanay Wpugt 3 ['maBHOTO
meHo Dopmar. s nmpuMeHeHHs WM yAaleHHs (OpMaToB CHMBOJIOB
HaJ0 BBIICIHUTH TCKCT, KOTOpBIﬁ XOTUTE OT(i)OpMaTI/IpOBaTI) W yCTaHO-
BUTH DKPaHHBIH Kypcop B TOM MecTe, C KOTOPOTro Hy)KHO HauaTh HaOMpaTh
TEKCT HOBOTrO Qopmara. J[yis Toro, 4ToOBl H3MEHUTH (hOpPMAT OIHOTO CIIO-
Ba, YCTAaHOBHUTE Ha HETO SKPAaHHBIA Kypcop U BBHINOIHHUTE HyXHOE (Qopma-
THUpPOBaHHE.

W Microsoft Word - WORDMET1:1 MEEE
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Puc.25. Boibop MEKCHMBOJIBEHOTO
HHTEpBaa.
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IIpumenenne nin ynajaenue ¢gopmMatoB
CHMBOJIOB

s u3meHeHus: opmara MpH KCIOIb30BAHHM MAHEIH WHCTPYMECH-
TOB POpMATHPOBaHUE HY)KHO BBIIIOJHUTD CIAEAYIOIINE NEUCTBUSA:

1. ns Toro, yToObl 100aBUTH WM yIATUTh (JOPMAT CUMBOJIOB T10-
Jy»KUpHOTO WpH(Ta, KypcuBa WIK HOAYEPKHYTOTO MIPUPTA, HIETKHUTE 11O
kHonkaMm: IosyxupHubiii, Kypcus i [loguepkuBanue - (¥ X 9

2. s ynanenus Takoro gopmara CHMBOJIOB HAKMHTE 3TH KHOIIKH
noBTopHO. Kpome Toro, B meHio lllpu¢gT u Pasmep mpudra moxHo me-
HSTb THII IIpUQTa U €T0 pasMep.

3. Ecnm BBl XOTHTE NMOBTOPHUTH MOcIeqHEE (pOpMAaTHPOBAHKE, BbI-
nenute TeKCcT U B ['maBHOM menio IlpaBka BeiOepute komanxy IloBTo-
putrs. Ecimu Bbl BemmonHsin  (¢opmartupoBanue komannod Ilpudr,
odopmicHre OyAeT MOBTOPEHO C YCTAHOBJICHHBIMH B ITHAJIOTOBOM OKHE
M pudr onuusamu.

Konuposanue ¢popMaToB CHMBOJIOB
MBILIKOM

Cpa3zy mocne (popMaTHPOBAHUS ONPEACICHHOTO TEKCTa BBl MOXKETE
CKOTIMPOBATh MPUMEHEHHBI K HeMy ¢opmat. I 3TOTO BBIOIHHUTE I10-
CJIEIOBATEILHOCTD IE€HCTBUM:

1. Beigenure 610K TEKCTa, UMEIOIIUIA TOT (POPMAT, KOTOPHIA  HYX-
HO CKOIIMPOBATh.

2. Ha cranpgapTHON NaHeNW MHCTPYMEHTOB BBINIOJHHUTE OJHY U3
CJIEIYIOIUX ONepaLlUii:

1) J[ns Toro, 4yroObl cKONMUpOBaTh (popMaThl BBIAEICHHOTO OJI0Ka
TEKCTa B OJIHO ONPEAEIEHHOE MECTO JOKYMEHTa, HMpPOCTO Ha-
JKMUTE MBILIKON KHONKY - <F - dopmar 1no
o0pa3uy Ha CTaHJAPTHOW IAaHEIN HHCTPYMEHTOB.

2) Jns xonmupoBaHUS (OPMATOB BBIACICHHOTO OJIOKAa B HECKOIBKO
Pa3INYHBIX MECT JOKYMEHTA IEIKHUTE 3Ty KHOIKY JABaXIbI.

3. Korga ykaszarenb Mbld npuMer (HOpMY KUCTOYKH, BBIJEIUTE
TEKCT JyIsl KonupoBaHus popmaTupoBanus. Ecin Bbl konupyete Gpopmatsl
B HECKOJIBKO Pa3JIMYHBIX MECT, CKONMUpYyHTEe (opmar B HEKOE MEepBOE Me-
CTO B TEKCTE, OTIYCTHTE KHONKY MBIIIH, a 3aT€M BBIAEIUTE TEKCT IIe -
00 ere B TOKyMEHTE.

4. Tlocnme KOMHPOBaHWS B OJHO MECTO TeKCTa pexxum dopmat mo
o0pa3iy BBIKITIOYAETCSI aBTOMaTHYIECKH. [Ipy KOMMpOBaHMU B HECKOJIBKO

75



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

Pa3HBIX MECT IIOC/Ie OKOHYAHUS KONMPOBaHUs ()OPMATOB CHOBA LICJIKHHUTE
KHONIKY @opMaT no 00pa3uy wim HaxMuTe KiaBumry Esc.

KonupoBanue ¢popMaToB CHMBOJIOB
KJIaBHATypOH

Bl mMoxere OBICTpO cKoOmmpoBaTh (HOPMAaTHl BBHIJEICHHOTO OlloKa
TEKCTa C TIOMOIIBIO ONPEACICHHBIX KOMOMHAITMIA KaaBuil. [IJis 3TOr0 BbI-
nenure ONOK ¢ TeMu (popmaramu, KOTOpBIE BBl XOTHTE CKOIHMPOBAaTh Ha
JIpYTyl0 o00JacTh TeKcTa, a 3aTeM HaXMHUTE KOMOWHAIMIO KJIaBUII
Ctrl+Shift+C. Beigenure Tekct, popMat KOTOPOTo HEOOXOANMO H3MEHUTB,
n Haxxmute kombunanuoo Ctrl + Shift + V. B pesynbraTe BBINIOJHEHHBIX
JeiicTBui (opMaT HavdarbHOTO OJOKa OyIeT CKONMMPOBAH HAa KOHEYHBIH
BBIJICJICHHBI TEKCT B JIOKyMeHTe. TakuMm 00pa3oM MOXKHO CKOIMPOBAaTh
mo0o# (opmar, MPUMEHEHHBIH K TEKCTy ¢ ToMomrsio koManasl [pudgt
n3 I'maBHOoro meHro @opmar, KHOIIOK U MEHIO IAHENEH UHCTPYMEHTOB
WM C TIOMOIIIBI0 KOMOWHAIMH KIIaBHIII.

dopmaTupoBaHue ad3aLeB

BHenHuid BUA TOKyMEHTa CYHIECTBEHHO 3aBHUCHT OT (hOpMaTHpOBa-
HUS, KOTOPOE IPHMEHEHO K CHMBOJIaM TEKCTa, HO eIl B OOJbLIeH CTeneH:
oT (GopMaTUPOBAHUS OTHACNBHBIX ab3ameB. MOXXHO H3MEHHThH TaKUe 3JIe-
MEHTHI (popMaTHPOBaHUS a03aleB, KaK BEIPABHUBAHUE TEKCTa, OTCTYIIBI OT
NoJied, paccTosiHue MeXIy ad3anamu, MO3ULUH TaOyJIaLUuK, oOpamieHue,
3aII0JIHEHUE, CUMBOJIBI HyMEPaIuu WIX MapKUPOBKH.

B penakrope Word a03auem siBisiercs Jirobast 4acTh JOKYMEHTaA, CO-
JiepKaliasi TeKCT, rpaduKy, BCTPOSHHBIE 0OBEKTHI (HanpuMep, GopMyJIsl 1
rpayKy - TUarpaMMbl) WIN JPyTHE 3JIEMEHTHI, 32 KOTOPOH CeayeT Map-
Kep ab3ara.

Mapkep ab3ama — 3TO He MPOCTO 3HAYOK, IIOMEYAIONIHI KOHell ab3a-
a, B HEM COICPXKHUTCS Bcs MHpopManus o (GOpMATHPOBAHUH, KOTOPOE
HpUMeHseTcs K 3ToMy ab3amy. Eciu Bel ynansere mapkep a03ana, To yaa-
nsiercst v popmaTtrpoBaHue abd3ama. Tekct B 3ToM ab3arie moay4uT Gpopma-
THPOBaHHUE CIEAYIONIEro 32 HUM ab3ama.

st Toro, 4ro0bl ciy4ailHO BO BpeMs pabOThl HE yIAIUTh MapKephbl
ab3aneB, a ¢ HUMH 1 Bce (hopMaTHpoBaHKE ad3aleB, KOTOPOE OHHU COAEp-
JKat, JIydine oToOpa3uTh MapKephl ab3aiieB Ha 3kpaHe. OTOOpasuTh WiIn
CKpBITh B JIOKYMEHTE MapKepbl a03aleB MOXHO, HaxkaB kHonky Hemeua-
TaemMble CHMBOJIBI CTaH/IApPTHOHW NaHEeJIM HHCTPYMEHTOB.

Jnst Toro, yToOBI MOCMOTPETh (OPMATHI OTAEIBHOTO ab3ara, IMIenK-
HUTE KHOIIKY CO 3HaKOM '"cTpenka u Bompoc" - UTo 3T0 Takoe cTaHAApT-
HOIl IMaHenn MHCTPYMEHTOB (€CIIHM OHA YCTAaHOBJICHA) WM Ha)XMHUTE Kila-
ummm Shift+F1, wmm B pazgene ['maBHOTO MeHIO, 0003HAYCHHOTO 3HAKOM
Bompoca "?", menkauTe MyHKT YTO0 3TO0 Takoe. Korma ykasarenp MbIIN
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M3MEHUTCS Ha 3HAK BOIPOCA, HICIKHUTE Ha MHTEPECYIOIEM Bac TEKCTe.
TakuMm 00pa3zoM MOXKHO MOJTyHYaTh HE TOIBKO HH(OPMALIUIO O TEKCTE U €ro
(dbopMaTUpOBaHKK, HO U O JIF0O0OM KHOIKE MM KaKOW - TO 001acTH KpaHa
B pe/IaKTope.

TI'opu30oHTaNIBLHOE BLIDABHUBAHHE
a03anesB

[Toce BBIMOIHEHNS HayaJIbHBIX YCTAHOBOK TEKCT B a03amax BHIPaB-
HuBaerca Ilo mmpune. OgHAKO MOXKHO 337aTh W APYTHE OIIHIH, YTOOBI
OTueHTPUPOBATHL TEKCT W BBIPOBHATH ero mo IIpaBomy wmu JleBomy
TMOJTIO CTPaHMIBI. BEIOpaHHBI THII BRIpaBHUBAHMSA BIHMAET HA BECh TEKCT B
BBIJICTICHHBIX a03a1ax JOKyMEHTa.

Jlns n3MeHeHns BhIPaBHUBAHMSA TEKCTA BBIIIOIHUTE CIEAYIOIINE ACH-
CTBHSL:

1. Beigenute HEKoTOphle ab3albl JOKYMEHTa, TEKCT B KOTOPBIX
TpeOyeTcsi OTIEHTPUPOBATh MJIM BBIPOBHATH KAKUM - JIMOO MHBIM CIIOCO-
ooMm.

2. HaxwMure HymHy}o KHOITKY BBIPDABHUBAHUSI TEKCTAa HA MMaHEIH
HHCTPYMEHTOB - . 311ech JIeBast KHOTIKA - BBIPOBHSTE T10 JIEBOMY
kpato. Crlenyromas - IEHTPUPOBAHUE, 3aT€M - BBIPOBHATH IO MPABOMY
Kparo W HAKOHEI TOCJIETHsIS - BRIPOBHSITE BBIZIEIICHHBIN TEKCT IO IITUPUHE.

Ecnu BbI paboTraere ¢ y3KMMH TEKCTOBBIMH KOJIOHKaMH, TO HY>KHO
paccMOTpeTh BOIIPOC O IepeHoce CIoB. B ciydae BrlpaBHUBaHHA BieBo
win BpaBo paspelieHue nepeHoca TeKCTa MOXKET YMEHBIIUTh HEPOBHO-
CTH JIGBOT'O WJIM IPABOTO Kpasi TEKCTa B IOKyMeHTe. B ciryyae BhipaBHUBa-
Hus [lo mMpuHe IepeHoc CI0B MOXET YMEHBUINTH JOTIOJHUTEIBHOE pac-
CTOSIHHE MEX]y CIIOBaMH, KOTOPOE MCIOJIB3YETCsl U BEIPaBHUBAHUS TEK-
CTa JIOKYMEHTa C 00EUX CTOPOH.

H3MeHeHne Me:KIyCTPOYHOIO
HHTepBaJa

MexXayCTpOUHBI MHTEPBANl ONPENENSET BEIMYUHY BEPTHUKAIBHOIO
pacctosiHAA MeXay cTpokamu Tekcra. "Ilo ymomganmio" B pemakTope
Word ycraHoBieH OAMHAPHBII MEKCTPOYHBIH HHTEPBAII, a KOT[a CICIaHbl
HaydalbHbIE YCTaHOBKH, TO NMPHUMEHSETCS OOBIYHO HCIIONIBb3YEMBIH, MOITy-
TOpHBI uHTEepBal. Eciin Bbl U3MEHSETE MEKCTPOYHBIM HMHTEPBAJ, 3TO
BJIMSICT Ha BCE CTPOKH BBIICIEHHBIX a03alleB WM TeKyllero adsama, B KO-
TOPOM HaXOJUTCSl SKpaHHBIA Kypcop. Buja okHa BBIOOpa MEXCTPOYHOTO
HWHTEpBaJa MOKa3aH Ha puc.26.
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W Microsoft Word - WORDMET1:1 =S
@Eaﬁm Opaeka Bua Beraska Poprar Cepeuc TaSnuua Mepesoa OkHo 2 ;|i|_||
FHEIGRY L EBC o-o @ lﬂ126°fo'|@lﬂélﬂ4l§

OBErHeR = Times Wew Roman = 11 | X XK Ui | i= |A L% [@lda ==

lg T IR S BN S SR AU A R IS O - j
li,cmd BBI paboTacTe ¢ ySKHMH T€KCTOBBIMH KOJOHKAaMH, T0 pac-

; AG3an [2xhra BReBo

. 1 OTETYNbIH HHTEPBAnE! | Moncsenke Ha crparvue | fEpoBHOCTH

wn §  BRIPABHMBAHME: Mo wipHHe - YpoBeHs! (OCHOBHOH TEKCT 'I HOC TEeKCTa

- o

: p STEmn _ BaMIL

> cnesa; 0 v Mepsag cTpoKa: Ha:

N crpasa: [o1em = IOTETyn d [o,7cm =

~ MHTepsan

B nepea: ont 3 =3 A CTPOUHBIF SHAUEHHE!

. nocne: Jorr 2 Mrowrens [ L3 = | pmamshoTo

. O AMHEPHE I

: 1 ofpasen— Jromropmenn |- | rd pemoms-

ES AE0AHDA

B 4 FHHAM M HbI HAYIallb-

- . ToqHD

4 1 o TyTOPHbBIT

N 1 2caqus - bTo BIHAET

E 1 1 HAXO0JHT-

- Tafiynauma... I QOTHEHS -

- e . - - ToKasaH Ha

o

B prc.20.

=|efi] =] 5

[Ctp. 86  Paza 3 861132 [Ha 8,7m  Cr 14 Kon L S ene) [ |Eam e

Puc.26. Bua okHa BeIOOpa MEXAYCTPOUHOTO
UHTEpBaa.

B menio Mexaycrpounsblii okHa A03an (I'maBHoe meHio dopmar)
MO>XHO YCTaHABJIMBATh CJAEAYIOLIUE apaMeTphl:

1. OpunapHeiii MEKIYCTPOUHBIM HHTEPBAI - COOTBETCTBYET
mpudTy HanOOIBIIET0 pa3Mepa, HCIOIB3YEMOMY B CTPOKE, TUTIOC HEKOTO-
poe IOMOIHUTEIBHOE MPOCTPAHCTBO, BEIMIMHA KOTOPOTO 3aBUCUT OT HC-
MOJIb3yeMOro mpH(pTa U €ro pasmepa.

2. TloayTopHblii MEXIyCTPOUHBIH HHTEPBA] - TPEBBINIACT OIIH-
HapHBIH B ojiTopa paza. Hanpumep, nuist mpudTa pasmepom B 10 myHKTOB
MOJYTOPHBIN MHTEPBAJ COCTABIISIET MPUOIU3UTENIHLHO 15 MyHKTOB.

3. JIBO#HO#N MEXIyCTPOYHBIH MHTEPBAI - HPEBBIIACT OJIUHAPHBINA
B 1Ba paza. Hampumep, nns mpudra B crpoke pazmepom 10 myHKTOB
JIBOMHOM WHTEPBAII COCTABIET MPHOMM3UTENEHO 20 TYHKTOB.

4. MHUHHMYM - 5TOT UHTEPBAJ yCTaHABIMBACTCS i COOTBETCTBHS
OonmpmmM pasMepaM mpudTa WM rpadyKd, IS KOTOPBIX HE MOAXOIAT
JpyTHE HHTEPBAJIBL.

5. To4Ho - PUKCUPOBAHHBIA MEKIYCTPOUHBIH MHTEPBAI. JTOT Ma-
paMeTp co3faeT OJMHAKOBBIE MHTEPBAlbl B MyHKTaX MEXIY BCEMHU CTpO-
KaMU B TEKCTE JOKYMEHTA.
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6. MHOXKMTEIb - MCSKIYCTPOUHBIH MHTEPBA, YBEINUHBAIOIIHIACS
WIH YMEHBIIAIOMUICS B COOTBETCTBUH C OINPEIEICHHBIM MHOXHUTEIEM.
Hampumep, ycraHoBka B nojie 3HaueHUe MHOXKUTENS 1,2 YBETUUUT MEX-
JyCTpOUHBIA MHTepBan Ha 20 MPOIEHTOB, a yCTaHOBKa MHoxwurtens 0,9
YMEHBIIUT MEXIyCTPOUHbIM MHTepBan Ha 10 NPOLEHTOB OTHOCUTEIHHO
OJTMHApHOTO MHTepBaja. Beioop MHOXHTENs 1,5 My 2 SKBUBaJIEHTHA yC-
TaQHOBKE MOJyTOPHOTO, MJIM JBOWHOTO UHTEpBaa.

Ecnu B cTpoke conepikaTcss BBICOKHE TEKCTOBBIE CHMBOJIBI, Ipaduka
Wi GOPMYJIBI, TO MEKAYCTPOUHBIN HHTEPBAJ aBTOMAaTHIECKH YBEINUNBA-
ercs. [yt Toro, 4TOOBI MHTEPBAI MEXAY BCEMU CTPOKaMHU OBLIT OJUHAKO-
BEIM, U3 criiicka MexkaycTpouHblii BeiOepute mapamerp TouHo, a 3ateMm B
nose 3HaYeHHe BBEJUTE AOCTATOYHO OONBIION MEXIYyCTPOUYHBIA MHTEp-
Bajn. Eciu HEKOTOPBLIEC CUMBOJILI WJIN rpa(bm(a BCC C€IIC BBIBOJATCA HaA 3K-
paH He MOJHOCTHIO, YCTAHOBUTE elle OONbIINI MHTEpBal B mosie 3Hade-
HHe.

Jis u3MeHeHHUsT MEXJIYCTPOUHOTO HHTEpBaja BBINOJIHUTE CIEAYHO-
nye AeUCTBUS:

1. Beimenure ab3ampl, B KOTOPBIX TpeOyeTcss M3MEHUTh MEXIy-
CTPOYHBII UHTEPBAIL.

2. B I'maBHOM MeHI0 @opMaT BBIOepUTE KOMaHAY AO3all U mepeii-
JquTe Ha BKIaAKy OTCTyNbI U HHTEPBAJIbI.

3. B mome MekaycTpouHblii BbIOEpHUTE HYXHBIH THII MEXKIY-
cTpo4Horo HTepBasia. Eciy B nose MexkaycTpoUHbIi Bbl BHIOpaM 3Ha-
yeHre Munumym, MHoxuTeab wid TouHo, To B nojie 3HaYeHHe HYKHO
BBECTHU WJIM BBIOpATh 3HAYCHUE MEXKAYCTPOUHOIO MHTEPBAja B ITyHKTaX.

4. Tlocne Bcex CAETAHHBIX YCTAHOBOK JUIS MX MPHUHATHUS HaKMUTE
kHonky OK oxna A63am.

BceraBka M ynajieHue KoOHLa
paszeJia

JIOKyMEHT MOXXHO pa3[einTh Ha IIPOM3BOJILHOE KOJIMYECTBO pasjie-
J0B ¥ (OpMAaTHPOBATh KAXBIA U3 HUX OTHENBbHO. Paznen MoxkeT cocToaTh
KaK M3 OJHOro ad3ala, HallpuMep, CTAHAAPTHOTO 3aroJI0BKa MUChMa, TaK U
BCETO JOKYMEHTA.

[MTapametpsl (opMaTHpOBaHUSI TEKCTa XPAHATCS B KOHIE paszeia.
IlepBoHauanbHO MpU CO3@aHUM HOBOTO JOKYMEHTA KOHEI[ pa3fena OTCyT-
CTBYET, TaK KaK "TIO yMOJIYaHUIO" pa3/iel COCTOUT U3 BCEro JOKYMEHTA.
HosBblil pa3nen Hy»HO co3JaBaTh, €CIM Bbl XOTUTE U3MEHUTH CIEAYIOIINE
TapaMeTphl TEKCTa IS KaKoH - TO 9acTH JOKYMEHTa:
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1. Tlomst Tekcta Ha CTpaHWIlEe, pasMep OyMard HIH OPHEHTAIIHIO
CTpaHHUIBI.

2. KonuuecTBO TEKCTOBBIX KOJOHOK (Ta3e€THLINA CTHIIb) Ha CTPAHMIIE.

3. BeprukaabHOE PACIONIOKCHHE TEKCTa B HEKOTOPOW YacTH JIOKY-
MEHTA.

4. HoMmepa CTPOK, X PACIIOJIOKEHNE OTHOCHTENBHO TEKCTA, JaCTOTY
MOSIBJICHUSI ¥ HAYaJIbHBIN HOMEp.

5. TleuaTh CHOCOK B KOHIIE TEKYIIETO pasjelia WK MepeHOC X B
KOHeEIl CJICYIOIIEro.

6. KoJOHTHTYJIBI TEKCTa, MECTOPACHIOIOKEHHE U (OPMATUPOBAHKE
KOJIOHTHTYJIA.

7. Howmepa cTpaHull, HOCIEI0BATEIBHOCT, (JOPMATHPOBAHHE U pac-
TIOJIOXKCHHE Ha CTPaHUIIE.

Pa3pmen co3gaercss aBTOMAaTHYECKH MPU U3MEHEHHH YHCIIAa TEKCTOBBIX
KOJIOHOK, CO3JJaHHH OTJIABJIEHHS, yKa3aTellsi PUCYHKOB MIN aja(paBUTHOTO
yKa3aTens.

Js TIpUHYAWUTENBHOTO CO3JaHUs pa3fesna B TEKCTe HEOoO0XOIUMO
BCTaBUTbh MapKep KoHLA pasnena. Bes unpopmanus o GopmarupoBanun
pasnena (1oJIst CTpaHUIbl, HyMepalysl CTPaHULl, KOJIOHTUTYJIBI U T.I1.) IPH-
BSI3BIBACTCS K 3TOMY MapKepy M COXPaHSETCSl WM KOIHUPYETCs BMECTE C
HHM.

Jnst BcTaBKM KOHIA pasziea B TEKCT IOKYMEHTa BBIOJHUTE Clie-
Jyonee:

1. Tlomecture Kypcop Tam, Ijie BbI XOTHTE CO3/IaTh HOBBIM pasiel.

2. B TI'naBHoMm MmeHio BeTaBka BoiGepute koMaHay Pa3pbiB.

3. B rpynne Konen pa3sjesia ycTaHOBUTE IIEPEKITIOYATEITb, KOTOPHIN
OIUCBHIBAET CII0c0o0 co3anus HOBOro paszaena. OOBIYHO BHIOHPAIOT PEKUM
Co caexyromeii crpanunbl. OKHO yCTaHOBKM pa3pblBa CTPAaHHUIBI WX
paszena B TOKyMEHTE TIOKa3aHo Ha puc.27.

4. Tlocnme cpenaHHbIX yCTaHOBOK Haxkmute KHONKYy OK oTkpsITOrO
okHa Pa3pbIB.

B O0bIyHOM pe:xmMe IIPOCMOTpa TEKCTa Ha DKpaHE pemaKkTopa Haj
TOYKOI BCTaBKHU IMOSIBUTCA MapKep KOHIA pa3fesia B JOKyMEHTE - TOpH-
30HTaJIbHAsl IBOMHAS JINHUS C COOTBETCTBYIOLIEH HAIIUCHIO.

B Texcre, cocrosimeM U3 HECKONBKUX Pa3/eloB, BBl MOXKETE IEPEeHO-
cuTh (hOpMaTHPOBAHKE OJJHOTO pasJielia B APYroi, KOMMpys MapKep KOHIa
paznena. Korma Bl BCTaBisieTe Mapkep KOHIa pasjiesia B Kakoe - JIOO
MECTO JOKyMEHTa, TO (pparMeHT JOKyMEHTa OT TOYKH BCTABKHM /0 KOHIA
IpeABIIyIIero pasnena GopMaTHpyeTcs B COOTBETCTBUH C MH(OpManmei,
coJepaKaleiics B MapKkepe KOHIIA pa3ena.
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aKparsii kypeop i Haasre BACKSPACE (knasiua co crpeixoi
BEIIIE KTIAB o Pe VIpaBIeHa KYpeo-
POM.

Ecmin rexymmmn aengeres PEAMM PASMETKH mms npocmor-
Pa CTPAHHI] H PasphIB PA3ena He BHJIH, BKTIOMHTE PesIM oToGpa-
AEHHH CKPBITOIO TeKCTa, Hagap kHonky - 4 - HEIIEUATAE-

MEBIE CHUMEBOQJIBL Beigemite pazpelp pasfena, KOTOPBIL cledyeT

[Crp. 82 Pasa 4 O T T A Tl il el Il B~ )
WAnee| |38 W AE 0O [ et word w0 = L RN

Puc.27. OkHO yCTaHOBKH KOHIIA CTPaHHUIIBI
U paszena.

Juia ynanenus mapkepa KOHIA paszgena B pexkume OQObIYHBIH Tpo-
CMOTp CTPaHHIl BBIAEIUTE €r0 MM MPOCTO MOCTaBbTE HA HETO IKPAaHHBINA
Kypcop W HakmuTe KiaBumm Backspace (kiaBWima co CTpETIKOW BBIIIE
kiasumu Enter) mnu Delete Ha knaBuaType ynpaBiaeHUs KypCOPOM.

Ecnu texymum siBisiercst Pexxum pasMeTKH IpocMoTpa CTpaHull, Ko-
IJa pa3pbIB pa3ziena He BUJICH, BKJIIOUUTE PEKUM OTOOPaKEHHs CKPBITOTO
TEKCTa, HaxaB KHONKYy HemeuaTaemble cuMMBOJBI. Bolienute paspbiB
paszena, KOTOPBIA CleayeT YAAIUTh WIN IPOCTO MOCTaBbTE HA HEr0 JK-
paHHBI Kypcop M Haxkmure kinasumy Delete wim kHonky Bbipesats
CTaHAAPTHOMN NMAaHETH HHCTPYMEHTOB.

[Ipn ymanennn mapkepa KOHIa pasjena ynausiercss 1 HHGOpMaIus o
(opmarupoBaHun pazfena. TeKCT, COAEPKABIIMNCS B yNaJCHHOM pasJie-
e, pa3MedaeTcs B COOTBETCTBHH ¢ (hOPMATHPOBAHUEM CIEAYIOIIETro pas-
nena. Jlns ©3MEHEHHe TUIa pa3pblBa pasjeina TeKCTa B JOKyMEHTE BBINOI-
HUTE IEHCTBUS:

1. IlenkHuTe MBIMIKOW pa3fen, KOTOPBIA ClelyeT U3MEHHTh, YCTa-
HOBHB Ha HETO 3KPaHHBIN Kypcop.

2. Beoibepure xomanay IMapamerpsl cTrpanunbt B Merio ®aii, a
3areM BKIaaKy Maker.
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3. U3 cnucka Hauath pa3ziest BoIOEpHUTE NApPAMETP, YKa3bIBAIOIIHUH,
OTKyJIa CIIeyeT HaYaTh TCKYIIMA pa3ael B Tekcte ( puc. 28).
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Puc.28. Bxiagka Maker oxHa [lapameTpnl
CTPAHMIIBI.

BceraBka npuHYANTEIBLHOTO pa3pbiBa
CTPaHHIIBI

B mo6oM MecTe TekcTa, He JOXOs 0 KOHIIA CTPAHUIBI, OOBIYHO OII-
penesieMoro MoJIIMHU Ha JINCTE, MOKHO CO3/1aTh IPHHYAUTEIFHBINA pa3phiB
CTpaHUIIBI, T.€. CIIEIHAIHHO CPEICTBAMH PEAAKTOPa YCTAHOBHUTH €€ KOHEI]
Y Ha4aTh HOBYIO CTPAHMUILY.

J71st BcTaBKM MPUHYAUTEIHLHOTO Pa3pbiBa CTPAHUIIBI BBHIIOJIHUTE JEH-
CTBHS:

1. IllenkHuTe MBIMIKOM TO MECTO TEKCTA, OTKY[A CIEAyeT HAdyaTh
HOBYIO CTPaHHMIly JOKYMEHTa, YCTAHOBHB B TOM MECTE dKPaHHBIN Kypcop.

2. Bribepure komanny Pa3peiB B ['1aBHOM MeHiO BeraBka.

3. B pasnene Hauare ycranosure nepekimodarens HoByio crpa-
HuLy U menkauTe kHonky OK okHa Pa3phiB.
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B pesynbrare Oyner BcTaBieH NPUHYIUTEIBHBIN Pa3pblB CTPAHMIBL,
KOTOPBIH B peskuMe OOBIYHOIr0 IIPOCMOTPa CTPAHHMI] BUICH Ha 3KpaHe, KaK
ropu3oHTalbHass 4epTa. OKHO YCTAaHOBKM MNPUHYAUTEIBHOTO pa3pbiBa
CTpaHMIIBI TOKA3aHO Ha pUC.27 BMECTE ¢ YCTAaHOBKAMH pa3phiBa paszena.

B pexume mpocmotpa Pa3meTkn crpaHull, KOTJa MapKep pas3pbiBa
CTpaHHUIIBI HA SKpaHe HE BHJEH, JUISl €r0 OTOOPa)KeHUS] MOKHO HCIOJB30-
BaTh KHONKY HemeuaTtaemble CHMBOJIBI CTaHAAPTHOM MaHENNW WHCTPY-
MEHTOB TaKKe KakK, IIPH MPOCMOTpE MPHUHYIUTEIBLHOTO pa3phiBa pasJena.

VYnanute pa3pblB CTPAHMIBI MOXKHO, BBIICIHB €0 HJIM MPOCTO MO-
CTaBHB Ha HEro JKpaHHBI Kypcop M HaxkaB KiaBumm Delete wmu
Backspace.

BepTukansHoe BHIpaBHUBaHHE

Bb1 MoXxeTe HacTpamBaTh paccTOSHME MeXIy al3alamu B ompere-
JICHHOM pa3jiefie JOKyMEHTa MM BO BCEM JOKYMEHTE, €CIIH OH COCTOMT U3
OJTHOTO pa3jera, yCTaHaBIMBas MapaMeTphl BEPTUKAJIHLHOTO BhIpAaBHHUBA-
HUS TEKCTa Ha CTpaHHIe. TeKCT MOXET BepTUKANbHO BbIpaBHUBaThCS Ilo
BepxHemy kpaio, Ilo nentpy unu Ilo BeicoTe cTpanunsl. Hanpumep, npu
CO3/1aHUM TUTYJIBHOTO JIUCTa BBl MOXKETE PACIOJIOKUTh Ha3BaHUE JOKY-
MEHTa I10 IEHTPY MEXIy BepXHEeH M HIDKHEH IpaHWIaMH MOJeH CTpaHH-
158

Jlns1 BepTUKAIBHOTO BBIPABHUBAHMS TEKCTAa HAa CTPAHUIIC BBIIOIHUTE
clenyouye IeHCTBUS:

1. BrsigenuTe TEKCT WM MOMECTUTE Kypcop Ha CTPaHHUILY, KOTOPYIO
HY’KHO BBIPaBHMBATH T10 BEPTHKAIIH.

2. B I'maBnom meHio daiin BeiOepute paszaen Ilapamerpsl cTpa-
HHIBI.

3. [Ilepeiinute Ha BKIagky MakeT CTpaHUIBI Kak IOKa3aHO Ha
puc.28.

4. B rpynne BeprukajibHoe BbIpABHMBaHHe YCTaHOBHUTE HEOOXO-
JUMBIE TTapaMeTpbl BEPTUKAIBHOrO BhIpaBHUBaHMs - [1o BepxHemy Kpalo,
Ilo uenTpy nnu Ilo BbIcOTE U HAXxkMuTe KHONIKY OK.

B pexume OOBIMHOIO NPOCMOTPa BEPTHKAIBHOE PACIIONIOKECHHUE
TeKcTa He oToOpakaercs.. [yt TOoro, 4ToOBl YBHIETH PEATbHOE PACIIONO-
KEHHE TEeKCTa Ha CTpaHuIle, lepekmountech B Pe:kum npocmotpa Pa3z-
METKH CTpaHUIbl Win B pexkuM [IpeaBapurensHoro mpocMorpa.

IIpumMeHeHue u yaajaeHue odOpaMiIeHU

Br1 Moxere mo0aBuTh 00paMIIeHHE TEKCTa C JIF000H CTOPOHHI ab3ama
WJIM JII000TO BEIIETEHHOTO OJI0Ka, B TOM YHCIIE U3 OHOM MU HECKOJIBLKUX
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cTpaHul. MOXHO PUMEHATH O0paMIIeHHs K staeiikam TaOmuIpl, rpaduke
U KagpaMm - pamkaMm. Bun oxna I'panmusl pasznena I'panuubl 1 3a1MBKa
I'maBHOTO MeHIO DOPMAT, UCIIOJIBE3YEMOTO ISl 0OpaMIIeHHUs BBIJIETICHHBIX
00BEKTOB, TIOKa3aH Ha puc.29.

Jliist mpuMeHeHHs WK yiaJieHHusl 0OpaMJICHUSI BBITOTHUTE JCUCTBHUS:

1. Bsigenure GIIOK TEKCTa, SYCHKA TAOIUIBI WM KaJp, K KOTOPBIM
TpebyeTcsi MPUMEHNTh OOpaMJICHUSI WIN yAanuTh ero. it Toro, 4ToOsI
MPUMEHUTH OOpaMiIeHHEe K OJHOMY ab3ally, BKJIIOYas a03allpl, pacrolno-
JKEeHHBIC BHYTPH SYCHKH TAOIMIIBI MM Kajpa, YCTAHOBUTE Ha HETO HKpPaH-
HBI Kypcop.

2. st npuMmeHeHHsT oOpamileHHs K sideiike TaGIIMIBI BBIACITHTE
SIMEHKY MM HECKOJBKO SYEEK, BKJIIOYas Mapkep KoHLA sdekku. Ilpu
BKJIFOUCHUU OOpamiieHus Juisl Tpaduka WM Kajpa - OJMH pa3 MICIKHUTE
MBIIIKOH Ha rpadyKe Wik Kaape ISl UX BhIJCIICHUS.
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Puc.29. OxHo A5 IpUMEHEHUS U yTAICHUS TPaHUII.

3. Haxwmure kHomky OOpamiieHHe TaHETH WHCTPYMEHTOB HJIH
3aiiaure B OkHO I'paHuubl M 3ajMBKa [ 1aBHOro MeHI0 PopMar U nepeii-

nute Ha BKiaaky ['panuna (puc.29.)

4. Jlns npumenenust oOpamsienuss B mojie Tum juauu BeiGepute
HEOOXOAMMBIN cTHb JIuHUK. B mone Tum pamMku MOXKHO BBIOpAaTh HEKO-
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TOpBIE CTaHIApTHBIE THUIHBI oOpaMieHus Oioka pamkoil. B mone oGpa3sen
MOJKHO BBITIOJTHATH 0OpaMiIeHHE C JII000H CTOPOHBI BBIACTICHHOTO OOBEKTA.
JI71s1 3TOro 1IENKHUTE 110 OJHOU U3 CIEAYIOUIUX KHOIOK:

1) TlomectuTh NMMHHIO OOpaMiIeHHs HaJ ab3aleM, STYSHKOW MK Ka-
JPOM B TEKCTE.

2) IlomecTuTh NHMHUIO OOpaMiIeHUs oA ab3aleM, sTYeHKoN Wim Ka-
JPOM B TEKCTeE.

3) TlomectuTs JMHHIO OOpaMiIeHHs cieBa OT abzama, sSMEHKH WiIn
Kajpa B TEKCTE.

4) TlomecTHTh TMHUIO OOpaMIICHHS CIIpaBa OT ab3ara, STYCHKH WITN
Kajpa B TEKCTE.

[pu memdake no 110007 KHOIIKE OHA OKa3bIBaeTCs "BIABIICHHON ", T.€.
pexxuM oOpamiieHHs: BKITtoueH. [IOBTOpHBINA MIETUOK MPUBOANUT KHOMKY B
MEPBOHAYAILHOE MOJIOKEHHE, YTO COOTBETCTBYET BBIKITFOUCHHIO 00OpamIe-
HUs.

IIpumeHeHue u yaaneHue
3a1M0JIHEHHUSI

3amnosHeHHe - 3aJKMBKa MPUMEHSETCS Ul CO3MaHus (pOHA BBIICIICH-
HBIX OJIOKOB TEKCTa, sueeK TaOJHUI[ peAaKTOpa WM KaJpOB - PaMOK, I10-
MEIIEHHBIX B TEKCTE JOKYMEHTa. 3aroHeHUe U 00paMileHHe MOXKHO HC-
MOJIb30BaTh HE3aBUCHMO JPYT OT Jpyra WM OJHOBPEMEHHO, Hampumep,
I{TO6I)I IIOACBETUTH 3,633]1 TEKCTa B JOKYMCHTE WJIM CO3aTh BBI}IeJ'ICHHBIﬁ
[[BETOM WJIM Y30POM BBIHOC TI€PBOil CTPOKHM ab3alia TeKcTa.

J1st mpuMeHeHHs WM YJAJCeHUs 3allOJIHEHUS (3aJIMBKH) BBIIEIUTE
Cleyronme 00bEKTHI:

1. K mobomy ab3aity - BBLAEINTE TONBKO HYXKHBINA a03all TeKCTa.

2. K sdelike TaONWIBI - BBIOCIUTE BCIO SUCHKY, BKIFOUAs MapKep
KOHIIA STYEHKH.

3. Jna Kajgpa Wi paMKH - OIEJIKHATE B TIOJIE KaJpa Ul ero BBIIe-
JICHUSL.

4. K mobomMy OJIOKY - BBIICIHTE MPOU3BOJIBHBINA OJIOK TEKCTa B JO-
KyMEHTE.

Jnst Toro, 4ToOBl MPUMEHUTH 3allOJHEHHE — 3alMBKY, BBIOEPHUTE B
okHe I'paHuIBI M 3a/IMBKA BKIAAKY 3ajJHMBKA, Kak MokazaHo Ha puc.30.
YcraHOBUTE HY)KHBIH IIBET 3aIlOJIHEHUS! B Toyie 3ajJMBKa, ILIEIKHYB MO
HEMy, a 3aTeM BbIOepHTE OIPEAEICHHBIH Y30p 3alOJIHEHHUS - 3aJMBKH,
OTKpBIB COOTBETCTBYIOILEE MEHIO M IIEJKHYB IO BBIOPDAHHOMY ITyHKTY.
[Nocne Bcex cenaHHBIX YCTaHOBOK MienkHUTe KHONKY OK aTOro okHa.
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st Toro, 4to0bl yAANINTh 3al0JHEHHE — 3aJIMBKY, BBINOJIHUTE JCH-
ctBus 1.1 - 4 1 Ha BKIaake 3ajauBKa okHa I'panuusl u 3anuBka (I'71aB-
HOe McHI0O DopMar) B pasaerne 3aJuBKa U ¥Y30p BeiOepute omiwio Her u
menkauTe kHonky OK. Beerja MOXXKHO yAanuTh TOJNBKO YacTh 3aJIMBKH,
BBIJICJIMB COOTBETCTBYIOIINI OJIOK TEKCTa B JOKYMEHTE.
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Puc.30. OxHO A1 IpUMEHEHUS U yaJI€HUs 3aJIUBKU -
3aI0JTHEHHSI.

ABTo(hopMaTHpPOBaHHE TEKCTA

Astodopmar B nporpamme Word momoraer co3iaTh MPHUBJIEKATEb-
HBII M JIETKO YHMTAEeMBIH JOKYMEHT, HE 3acTaBisisl IOJI30BATENsl OTBIIC-
KaTbCsl OT coziepkanus. [IpoBonutcs aHamu3 Kaxkaoro absana B JOKyMEH-
Te (HampuMep, ad3all ABIAETCA 3arOJOBKOM WM 3JIEMEHTOM HYMEpOBaH-
HOTO CIIMCKA), & 3aTeM K KaKAOMY DJIEMEHTY IPUMEHSETCS] COOTBETCT-
BYIOIIUI CTUNb.

ABTOMaruuecku (OpMaTHPYIOTCS TUIIEPCCHUIKH - aapeca VHTepHeTa
W DJIEKTPOHHOHM nouThl. K 4acTsM IOKyMeHTa, BBIJICICHHBIM 3BE3/I0YKaMHU
(*) u 3HAaKaMM MOJUEPKUBAHNUS, IPUMEHSETCS MO KUPHBIN WU TTOTIEPK-
HYTBII MIPpUQT COOTBETCTBEHHO, 1Ba Aeduca (--) 3aMEHSIOTCS UTHHHBIM
tupe (—) . T.1. PopMaTUPYIOTCS 3ar0JI0BKH, MAPKUPOBAHHBIC 1 HyMEpPO-
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BaHHbBIE CIIMCKHU, TPAHULIBI, YUCIIA, CAMBOJBI U T. II. FIMEIOTCSA BO3MOKHO-
CTH HaCTPOWKHU PEKUMOB paboThl aBTOpopmara.

C momoripo KoMaHabl ABTOgOpPMAT MOXKHO cpa3y OThOopMaTHpO-
BaTh BBIJICJICHHBIH TEKCT WIM LENbId HepopMaTUpOBAaHHBIH JOKYMEHT,
HarpuMep, CoOOIeHNe AIEKTPOHHOM mouThl. [Ipy 3TOM Kaxk10e BHECEH-
HOE M3MEHEHHE MOXKHO 3alicaTh, NIPUHATh WK oTMeHUTh. "[lo ymonya-
HUIO" TIpU TepBOM 3armycke nporpammbl Word ABToopMaT BKIIOUCH.
OpnHako ero HaCTPOWKY BCErAa MOKHO M3MEHHUTbH, B TOM UYHUCIIE U MOJIHO-
CTBIO BBIKIIIOUUTH peXuM ABTOdopMaTa.

s aBToMaTHIecKoro (hOpMaTHPOBAHMS BCETO JOKYMEHTA BBITIOIHH-
T€ NEUCTBUSL:
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JOHNOJTHHTE/ILHBIE BOSMOKHOCTH PEJAKTOPA

AgpTodopMaTHpOBAHIE TEKCTA

[ AnTodopear

BFpmgotnie L

[Crp. 140 Pasa 4 1a0fi43 [Mades oral Kem1l [0 T TR IR
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Puc.31. OkHo pexxuma ABTodopmar Tekcra
B JIOKYMEHTE.

1. Beoibepure komangy ABrodopmar B ['1aBHoM Menio Dopmar.

2. st toro, 4to0bl 0T(hOpMATUPOBATH JOKYMEHT PEIakTopa B aB-
TOMAaTHYECKOM peXnMme, BbIOepuTe B MeHI0O THN JOKyMeHTa peXuM
OObIYHBIi JOKYMeHT. J[s1 mpocMOTpa, MPUHSATHS WIN OTMEHBI KaXkKI0To
W3MEHEHHs INEJNKHUTE mepekiarouarens C NMpoCMOTPOM Kakaoro M3Me-
HeHHUsl. be3 mpocmoTpa m3mMeHeHnit BeiOepute MyHKT Cpa3y Bech HOKY-
MEHT.
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3. Tlocne cpenaHHBIX yCTaHOBOK Haxmure KHOMKy OK Kak moka-
3aHo Ha puc.31.

Jist Toro, yToOB! HACTPOUTH TapaMeTPhl ABTOMATHUECKUX U3MEHEHHH
B OkHe ABTOQopMAaT, HaxxMuTe kHonky Ilapamerpsl, a 3aTeMm 3anaiite
HY)KHBIC PEXKUMBI pa0OTH Ha BKIaake ABTodopmat (puc.32). s moiy-
YeHUs CBEJCHUI O JI000M MapaMeTpe Ha)XMHUTE KHOIKY C BOIIPOCHTEIb-

HBIM 3HAaKOM, a 3aT€M ILIEIKHUTE 3TOT Iapamerp.
IIpn BxmoueHnn aBTo(opMaTa OyIyT BBIMOINHATHCS ACHCTBUS, 3a-
JITaHHBIC B OKHE YCTAaHOBKH €TO PEXXMMOB, 3 HIMEHHO:
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™) @in Dowrs B Brvaona Poomer Cowev Tofnms Qe 3 _ : el
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Boras dopmangonate anrmaremcen
7 pbrpmatieonres aocmente: wordsl
I || =
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o]
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Puc.32. YcraHoBka pe:xuMoB paboTsl ABTOGopMATa.

1. TIlpucyrcTBue B Havaie ab3ama 3BE3JOYKH, OJHOTO WM JBYX
3HAKOB Jiedrca, 3HaKa 0oJibIie ">", CTPESIKH, COCTOSINECH 13 3HaKa OOJIbIIIe

">"u neduca, T.e. "->" wu paBeHCTBa "=" - TEKCT MpeoOpazyeTcs B Map-
KHPOBaHHBIN CIUCOK. [ 3aBEepIICHUs CIHCKA JBAXKIHl HAKMUTE KIIABH-
my Enter.

2. Hanwnuwme cuMBOJa, BCTaBIEHHOTO C TOMOINBI0 KOMaHAbl CHM-
BOJI 13 MeHIO BeTaBka, mociie KOTOpOro HAYT HE MEHee ABYX MpoOenoB
WIN BCTPOGHHAs KapTHHKA (OHAa HE JOJDKHA NPEBBIATH BBICOTY CTPOKH
Ooxee ueMm B 1,5 pa3a), a 3aTeM TEKCT - TEKCT Ipeodpa3zyeTcss B MapKUpO-
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BaHHBIH CHHCOK, B KOTOPOM 3TOT CHMBOJ WJIM KapTUHKA CIYKUT MapKe-
pom.

3. He meHnee Tpex neducoB a100 3HAKOB MOAYEPKUBAHUS, PABEHCT-
Ba, 3BE3/I0YCK, THIIB] (~) Wik 3HaKa (#) Haa ab3areM - Kk ab3airy 100aBis-
eTCsl TPaHUIA: )KUPHAsl OJIMHAPHAS JIMHHUSI BMECTO TOAYCPKUBAHUS, IBOM-
Hasl JIMHUSI BMECTO 3HAKOB PaBEHCTBA, TOUEUHAS JINHHUS BMECTO 3BE3/I0YEK,
BOJIHHMCTAsl OAWHAPHAsS JIMHUS BMECTO THJIBA M JIEKOPAaTHBHAs JIMHUS BMe-
CTO 3HAKOB HOMEpa.

4. Tlpum Hanuum# TPAMBIX KaBbrdek (' M ") - OCYIIECTBIAETCSA 3aMeHa
MPSMBIX KaBBIYEK HapHBIMU.

5. Jpobwu, nampumep, 1/4, 1/2 n ¥4 - 3aMeHAIOTCSI CUMBOJIAMH j, S
WIN S.

6. Texcra, Buza 1st - mpouCXoauT 3aMeHa Ha 1%

7. Texkcra, mpobena, nedpuca, BOZMOXHO, €Ile HpoOEoB, 3aTeM
CHOBa TEKCTa, HaIpuMep, CTpaHuilbl 3 - 10 - neduc 3aMeHIeTCs] KOPOTKUM
Tupe (-):

8. IlpucyrcTBHE CMMBOJA MOAYEPKUBAHUSA (), 32 KOTOPBIM Cpasy
CJIE/TyeT TEKCT M JIPyroi CUMBOJI MTOTYEPKUBAHMS - U3MEHSAET MIPUMT TeK-
CTa MEX/ly CHMBOJIaMH TTO{4€PKUBaHMS Ha KypCHBHBIH.

9. Appeca UHTepHeTa W D3JIEKTPOHHOH IOYTHL, HalpHUMeEp,
http://www.microsoft.com - odopmiseTcs Kak THIEPCCHUIKA C H3MECHEHH-
€M IBeTa mpnu(Ta Ha CHHHUMH.

10. 3amanme B TEKCTE IUTIOCA, MTOCIECIOBATEIBHOCTH e(ICOB, CHOBA
IUTIOCAa U TaK Jajee, Iocie 4ero HaxxuMmaercs kinaBuina Enter, Hanpumep,
+--t =+ + - B TEKCT BCTaBisIeTcs Tabinia, B KOTOpOi
TUTIOCHI OTIPEAEIISIOT TPAHHUIIBI CTOJIOOB, a YUCIIO Ne(UCOB 3a1aeT UX IIH-

puHY.

Ecnu Ha Bryagke ABTO(OpPMAT WK Ha BKJIaAKe ABTO(OPMAT NpH
BBO/e (koMaHna ABTo3ameHa, [ maBHoro MeHio CepBuc wiu ABTodop-
mat, Ilapamerpsi, [1aBHOTO MeHio @opmar) ycranosieH ¢uaxok Ilo-
JykupHbiii 1 KypcuB, To MOXHO M3MEHATH Ipoueaypy (GopMaTHpoBa-
HUSL.

Jlpyrue m3MeHeHus!, BBHIIOJIHAEMBIE NP aBTogopmare, 3aBHCAT OT
MapaMeTpoB, 33aJaHHBIX B OKHE YCTaHOBOK PEXHMOB, IOKa3aHHOM Ha
puc.32. DT peXUMBI IPAKTUIECKH COBIAAAIOT C PSKUMAMH PabOTHI AB-
ToopMaTa NpH BBOJAE, KOTOPHIl aBTOMAaTHUECKH (POPMATHPYET TEKCT B
MOMCHT €ro BBOJa B JOKYMCHT.

Ero Bkiagka B okHe ABTO3aMeHa [ 1aBHoro MeHio CepBHC MTOKa3aHa
Ha puc.33. Ecnu BKiIIoueH pexxuM ABTO(gopMaTa NpH BBOJe U IIPEABAPH-
TENBbHO CHENaHbl BCE €ro HayaJlbHble YCTAHOBKHU, TO AOIOJHUTEIHLHOTO
(opMaTHpOBaHUS TEKCTa C MOMOIIBI0 KoMaHIsl ABTogopmar [1aBHOTO
MeHio PopMmat yxe He TpeOyeTcs.
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Puc.33. Bximagka ABTo)opMaT npu BBOAe OKHA
ABTO3aMeHa.

Pe:xxum aBTOTEKCTA

ABTOTEKCT UCIOJIB3YETCs AJIsi aBTOMaTHUECKON BCTaBKU B TEKCT J10-
KyMEHTa OIpECICHHOTO 3apaHee 3aJJaHHOTO0 OOBEKTa - 3JIEMEHTa CITUCKA
aBToTeKcTa. [Ipy co3maHuu 35IeMEHTa CIUCKA aBTOTEKCTa aBTOMAaTHYECKH
YCTaHABJIMBACTCS CBSI3b MEXKAY HAM W CTHIIEM a03aIia, ICIOIb3yEeMBIM IS
oQOpMIICHHSI COXPAaHEHHOTO B HEM TEKCTa WIH pUCYHKa. [Ipum BcraBke
JJIeMEHTa aBTOTEKCTa B JOKYMEHT BaM IIpeAjiaraeTcs BBHIOOpP ONpeiesieH-
HOTO 3JIEMEHTAa M3 CIIMCKA 3JIEMEHTOB aBTOTEKCTa, KOTOPHIE COOTBETCTBY-
10T CTHIIIO, UCTIONIb3yeMOMY Ut 0hOPMIICHHUS] BBOJAUMOT'O TEKCTA.

Hanpumep, UMEIOTCS BCTPOCHHBIC 3JIEMEHTHI CITHCKA aBTOTeKcTa (00-
pamieHus, IpUBETCTBUA, MPOIIAHUsA, B OTBET HA ..., TEMAa U MHOTOE JpY-
roe), KOTOpble MOXKHO HCIIOJIb30BaTh MPH HAMMCAHUM MHUCEM U JaKe yKa-
3aTh, KAKUM BUIOM TPAHCIIOPTa OTIIPABIISITh TAKOE MTUCHMO.

Jmst co3maHusi niieMeHTa CIucka ABTOTEKCTA BBIIOJIHUTE CIEAYIO-
IHe JECHUCTBUS:

1. Beigenure GIOK TEKCTa WM PUCYHOK, KOTODBIH CIEAyeT COXpa-
HHUTb B BHJE DJIEMEHTa CIHCKa aBTOTEKCTa. [ljit Toro, 4ToOBl COXpPaHWUThH

90



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

3IIEMEHT BMecTe ¢ ()opMaTHpPOBaHHEM ad3alia, BKJIIOUYUTE CHMBOJ a03ala B
BBIICJICHHBIH ()parMeHT.

2. Boibepure koManay ABTOTEKCT B [1aBHOM MeHio BeraBka u
nepeuTe B oJMEHIO ABTOTEKCT. .. .

3. B nosiBEBIIEMCs OKHE IepeiiuTe Ha BKIAJIKy ABTOTEKCT H BbI-
Oepure nMs HyHOTO ImabiaoHa u3 criucka HladaoHsl.

4. Tlpumure WMs Ij1eMeHTa CIHCKa aBTOTEKCTa, MPEIIOKCHHOE
"mo ymom4aHuio" WM BBEIOHWTE APYroe MMs, a 3aTeM MIETIKHUTE KHOIKY
JNobaButs (puc.34).
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Puc.34. OkHO co3qaHusa U BCTaBKH
ABTOTEKCTA.

"Ilo ymonuaHuio" 3IE€MEHTHI CIUCKAa aBTOTEKCTAa COXPAHSIOTCS B
mabnone OOBIYHBIN 1 TOCTYITHBI IS BCEX JOKYMEHTOB PEIaKTopa.

Ecnu mmanmpyeTcs coszgaHWe, BCTaBKa MM HW3MEHEHHE OOJIBIIOTO
YKCiIa 3JIEMEHTOB CITMCKA aBTOTEKCTa, IIeJIecO00pa3HO MCHONIb30BaTh Ia-
HeJlb MHCTPYMEHTOB ABTOTEKCT. (1 BBIBOAA 3TOW MaHENN yHpPaBICHUS
BeIOepHuTe KOMaHTy [laHenn nHCTpyMEHTOB B MeHIO Bupa, a 3aTeM KOMaH-
Iy ABTOTEKCT.

Y 100HO HCIIONB30BaTh aBTOTEKCT [UISl XPAaHEHUS TEKCTa U PUCYHKOB,
KOTOpbIe OyAyT 4acTO MCIIOJIB30BaThCA B JalIbHEHIIeH padoTe. DIeMEeHTHI
CIIMCKA aBTOTEKCTa TaKXkKe YIOOHO MCIOJIB30BaTh I OBICTPOTO CO3JIaHUS
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JIOKyMeHTOB. Hanpumep, HanucaHue MUCbMa MOKHO CYILIECTBEHHO YCKO-
pPHUTh 32 CHET HCIIOJIb30BAHUS TOTOBBIX (PArMEHTOB: MPUBETCTBHUS, IMIPO-
I[aHus, 00paTHOTO ajpeca, myHkta B OTBET HA... U T. II.

Jl71st BcTaBKH 37IeMEHTa CIUCKa ABTOTEKCTA BBHIMIOJIHUTE CIIEAYIONTHE
IEUCTBHUS:

1. VYcraHnoBute 3KpaHHbINA Kypcop Ha MECTO BCTABKH B JIOKYMEHTE.

2. BriGepure KoMaHIy ABTOTEKCT B [JiaBHOM MeHI0 BeraBka u
IIOJAMEHIO ABTOTEKCT ... .

3. Tlepeiimure Ha BKJIAAKy ABTOTEKCT W BBIOEpPUTE MMS HYKHOTO
mabnona, 006140 Normal u3 crincka IIad10HbI.

4. Boibepure UMs 3j1eMeHTa CIKMCKA ABTOTEKCTA, KOTOPOE HYXHO
BCTAaBUTbH B JIOKYMEHT, a 3aTeM IIEIKHUTE KHONKY BeTtaBuTh (prc.34).

I[J'ISI yaajacHusA 3JIEMCHTAa aBTOTCKCTA U3 CIIMCKa BBIMOJHUTE Z[eﬁCT-
BUA:
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Puc.35. OxHo yaaneHus 21eMEHTOB
ABTOTeKCTA.

1. BriGepure KoMaHIy ABTOTEKCT B [JiaBHOM MeHIO BeraBka u
MOJAMEHIO ABTOTEKCT ... , a 3aTEM MEpEHANTE HA BKIAAKY ABTOTEKCT.
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2. B mome UMs 3y1ieMeHTa BBIICIHTE UM DJIEMEHTa CIIHCKa aBTO-
TEKCTa, KOTOPBI cIeayeT yIaauTh.

3. Haxmure KHOIKY YaaauTh, a 3areM kHonky OK oTKpbITOro Ha
JKpaHe OKHA.

OTMeHHTh yAaJeHHe JIEMEHTa CIIICKa aBTOTeKCTa Henb3s. J{is Toro,
YTOOBI yIAJIUTh CPa3y HECKOIBKO 3JIEMEHTOB CITHCKA aBTOTEKCTa, BEIOEPH-
Te koMaHay IllaGuonbl m HaacTpoiiku B I'maBHOM MeHo CepBHc, Ha-
KMHTE KHONKY OpraHuzaTop, a 3aTeM BBIOepUTE BKIAIKy ABTOTEKCT. B
mone U3 (cieBa) BeImenuTe Tpu HakaTod kimasuine Ctrl ameMeHTsI crimcka
aBTOTEKCTa, KOTOPbIE CIEAYEeT YAaduTh, a 3aTEM HaKMHUTE KHOIKY ¥Y[a-
JMTH (puc.35) 1 3aKpoiiTe OKHO OpraHU3aToOpPa.

JIJ'ISI BCTaBKH TeKyHleﬁ JaTbl 1 BpEMCHU B JOKYMCHT BBIIIOJIHUTE CJIC-
NyIOIINE IEUCTBHUS:

1. Tlomecture Kypcop B TO MECTO TEKCTa, Kyja HEOOXOAMMO BCTa-
BUTb JATy WIH BPEMSI.

2. Beibepure komanmy Jarta u Bpems B [J1aBHOM MEHIO pemakropa
Bceraska.

3. Vkaxure HyXKHBIH (OPMAT JAaThl U BPEMEHH B criicke dopMaThl,
Kak ToKa3aHo Ha puc.36.

4. Jlnst aBTOMaTHYeCKOro OOHOBJIEHHS JIAThI IIPU TI€YaTH JOKyMEHTa
ycranoBuTe (axxok OOHOBAATH aBTOMAaTHYECKH. B mpoTHBHOM citydae
B JIOKyMEHTE OyAyT nedaraTbcsi QUKCHPOBAHHBIE JaTa WA BPEMSL.

CymecTtByeT Oonee OBICTPBIA CIIOCOO BCTABKM TEKYIIEH JAaTHI U Bpe-
MeHH. BrimrounTe aBTO3amolHeHNE, HA)KaB KHOMTKY ABTOTEKCT Ha ITaHEN
WHCTPYMEHTOB ABTOTEKCT, a 3aT€M YCTaHOBHUB (IaKOK ABTO3amoJiHe-
HHe JJIsl aBTOTeKCTa M 1aT. BBeaure mepBple CHMBOJIBI TEKYIIEH TaThl H,
koraa Word mpeyioxuT MoJHyIo JaTy, HaXMuTe kinaBumy Enter wim F3,
YTOOBI BCTABUTH €€ B TEKCT.

J1st i3MeHeHusI dJIeMEeHTa CIMCKa aBTOTEKCTa BBIMOJIHUTE CIIETYIO-
A€ TEHUCTBU:

1. BcTaBbTe 2JI€MEHT CIIMCKA aBTOTEKCTA B OIPEIEICHHOS MECTO
TEKCTa JIOKYMEHTa.

2. Buecute B HEro BCe HEOOXOAUMBIC U3MCHEHHS M BBIICIUTE €TO.

3. s toro, 4To0BI COXPAaHUTh DJIEMEHT BMECTE ¢ (hOpPMATHPOBAHH-
eM a03alla, BKIIOYMTE CUMBOJ a03ala B BbIACICHHBIH (hparMeHT.

4. BsiOepuTe KoMaHIy ABTOTEKCT B [J1aBHOM MeHIO BeraBka, B
TIOJIMEHIO BBIOEpUTE ABTOTEKCT. .., IEPEHIUTE Ha BKIAIKy ABTOTeKcT. B
okHe MmMs m3MeHHTE, €CclM HYXHO, MMS DJIEMEHTa, a 3aTeM IIENKHUTE
KHOIIKY J106aBUTD.
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5. Tlocne Bcex CENaHHBIX BBIIIE JCHCTBUHN, YTOOBI 3aKPHITh HA JK-
paHe OKHO aBTOTEKCTa, IEJKHUTE MbIKOI kHonKy OK.
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m Huerpymento ABTOTEKCT. a sarem yeranosup ¢uiaskoxk AB-
TOZAIOJHEHHME JUISI ABTOTEKCTA M JIAT. Beeaute nepsoie
CHMBOJIBI TeKVIUEH JaT o [ e JOVKHT TOMHYIO AaTy,

G Povepomnne = 44 (5] (3 Pospm pacaea |

) 4 3 1 Y

HAKMHTE KIaBHIy EN' s 2 aesazme owew |TaBHTE €e. UTOGHI OT-

7 Apwalipn 2000,

o e,
MCHHTBH BCTABKY JIATHI, 1

I[J'ISI H3MCHCHHC 3JICMCHTA CITHCKA ABTOTCKCTA:

—

BeTraphTe 3/1eMEHT CHCKA ABTOTEKCTA B JOKYMCHT.
Buecure HE(}GX(UIHMh!E HIMCHCHHH.

Bbl,-’l'CJIH'l‘C H3MEHEHHBIH AJIEMEHT CIIHCKa aBtoTekceta. Uro-
|
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Puc.36. OxHO BCTaBKH aTHl 1 BPEMEHU
B JIOKYMEHT.

Co3aanne KOJOHOK
TEKCTA

Tekcr B JOKyMEHTE MOXKHO pacroliaraTb He TOJIBKO B OJTHY CTPOKY IO
BCEH IMPHHE CTPAHUIBL, HO U B KOJIOHKAX, YUCIIO KOTOPBIX OIPENeNseTcs
BalIMMH TPEOOBaHUSAMH K O(POPMIICHHIO JINCTA PEIAKTOPA.

Jnist pazmenieHus TeKcTa 1o KOJIOHKAaM MOCJIEI0BATENIFHO BBITIOIHUTE
IEUCTBUA:

1. Tlepefimure B PesxuM pasMeTKH CTPAHHII, MIEIKHYB COOTBETCT-
BYIOIIYIO KHOIIKY CIIEBa BHH3Y 3KpaHa Ha MOJIOCE MPOKPYTKH MM BHIOPaB
B 'maBHOM MeHIO Bujg xomanny Pazmerka cTrpaHuubl.

2. JIns cO3maHUs KOJIOHOK M3 BCEro TEKCTa JIOKYMEHTA, COCTOSIIEr0
W3 HECKOJIBKUX Pa3zesioB, ero Hy>KHO BBIJEIUTh, BEIOpaB KoMaH1y Boige-
Juth Bce B ['maBHoM MeHio IIpaBka mim HakaB KOMOWHAITMIO KIIaBHII
Ctrl + A.
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3. Jnst co3maHusi KOJIOHOK M3 YaCTH TEKCTa JOKYMEHTA KaKHM - JIH-
60 criocoOoM BbIIENUTE TPEOYEMYIO YacTh.

4. Jlnst co3maHus KOJOHOK M3 pasjena JOKyMEHTa yCTaHOBUTE Kyp-
COp B TEKCT 3TOTro pazjeina. Eciu JOKyMEHT COCTOUT BCEro U3 OJTHOTO pas-
Jierna, TO TMOJIOKEHHE Kypcopa B IOKyMEHTE HE UIPAeT POJIH.

5. Haxwmure kHOnKy KOJIOHKH CTaHIapTHOI MTaHETH HHCTPYMEHTOB
penakropa.

6. B HOBOM, OTKpBIBIIEMCS Ha ITAHENH MCHIO YKa)XHTE HY)KHOE YHC-
JI0 KOJIOHOK C TIOMOIIBIO MBIIIIH.

7. VI3MeHuTe, €CITH HAI0, IIUPUHY KOIOHOK M MPOMEKYTKHA MEKIY
HUMHU MYTEM IEPETACKUBAHUS COOTBETCTBYIOUIMX MapKepOB Ha TOPH30H-
TaJbHOU JTUHENKe.

Jns 3amaHusl TOYHOM HY)KHOH IIMPHHBI KOJOHOK M TIPOMEXYTKOB
MEXIy HAMH BBITOJIHUTE Imaru | - 4, a 3atem BeiOepuTe kKomanay Kosion-
ku B [maBHOM MeHI0O @opmat (puc.37). B mosBuBIIEMCS OKHE MOXHO
yCTaHaBIMBATh Pa3HbIE MapaMeTpsl, B TOM YHCIE IIMPHHY KOJIOHOK. Bua
TEKCTa, PacIlOIOKEHHOTO B KOJIOHKAX, IIOKa3aH Ha puc.38.
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Puc.37. OxHO ycTaHOBOK IS pekuMa
Kononkn.
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TekcT B KOJNOHTHUTYNAX, NMPUMEUAHHUAX M PaMKax HE MOXKET OBITh
odopmIiIeH B BH/IE I'a3eTHBIX KOIOHOK. [yt ohopMIIeHNS KOJIOHKAMH TEK-
CTa B 3TUX 00IACTAX JOKyMEHTa ClIeLyeT HUCI0JIb30BaTh TaONHUIIbL.

| Wil - WIHDME T-1

.‘_'lsmnnmbnaamomcgu-:mwu:_ _ _ _ =leix
DR E8RY | "B o - Q& BOIEN AT v -6 A s s < % 4 Pome g

[oforemst =t =1 % A 4w (SRR D2 - A GG ) Pesvepsn = 4 6 G )
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: HOT nHelKe
Jina sagani TouHOM Tmi- MOKET GRITH OOpMIEH B BIjE
PHHEL KOMOHOK M IIPOMEAYT- IaseTHely  KOIMOHOK Jna
KOB MeRTY HIMH BLITIOTHHT S O(i)OlJl\L‘TelHM TEKCTa B STHX
mary 1 | 2, a satem BrGepure OOIACTHN  CHEJIYET HCINOIbE0-
womangy KOJIOHKH B memo BaTh TaGIIILbL.
(DOPMAT

Texcr ® KOMOHTHTYTaX,
TPIMCHAHIDE 1 paMEax He
Hamenere MIMPHHBI KOTTOHOK

1. Ilepeianre B pekimM PasMeTKH
2 IF.r:m[ JOKYMEHT COJICpUANT HECKOMBKO PasfenoB, YCTaHOBHTE

Beorme 12

[Cp 217 Pasd 6 21701 s 15008 cr o Kend o0 o T O TR T
‘“!ﬂjiﬂﬂ\':ﬁﬁ'ﬂﬂ.”ﬂ’hwlw Wil L e

Puc.38. Kononku tekcra.
BcTaBKa CMMBO0J1a

B nmro6oe MecTo TekcTa JOKYMEHTa BCeria MOJKHO BCTABHTh HEKOTO-
pble cHelHUalbHble CUMBOJBL B MX YHCIO BXOAAT MaTeMaTHYECKHE CHM-
BOJIBI, CHMBOJIBI JIOTHYECKHX OIepalii, pa3MYHbIe BUIBI THPE H CKOOOK,
rpedeckuil angaBuT, HEKOTOPbIe OYKBBI HEMEIKOTO an(aBuTa U MHOTOe
Ipyroe.

JIst BCTAaBKM B TEKCT CIEIHATHFHOTO CHMBOJIA BBIMOIHUTE CIIEAYIO-
IHe JeHCTBHUS:

1. VYcraHoBuTe 3KpaHHBI Kypcop B TO MECTO JOKYMEHTa, Kyja
HY’>XHO BCTaBUTh CHMBOIL.

2. B I'maBHom MmeHio BeraBka BoiGepute komanay Cumsou. Ha
9KpaHe MOSBUTCSA HOBOE OKHO C T€M )K€ Ha3BaHHWEM, KOTOPOE MOKa3aHO Ha
puc.39

3. B okue Oyaer mpUBEACH CIUCOK AOCTYMHBIX IS BCTABKU CHM-
BOJIOB. J[11s1 TOTO, YTOOBI TOCMOTPETH BHIOPAHHBIA CUMBOJI B YBETHUEHHOM
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BHUJIE, LICJKHUTE IO HeMy MBIIKOW. Ilocie BBIOOpa HYKHOTO CHMBOJA
HaXXMHUTE KHOIIKY BcTaBUTB.

4. MOXHO TOC/Ie0BATEIbHO BCTABUTh HECKOJBKO CHMBOJIOB, @ 3a-
TEM HaXKaTh KHONKY 3aKpbITh OkHa CHMBOJI.

B pesynbTare B Mo3HIHIO Kypcopa OyeT BCTaBICH BHIOPaHHBIN BaMHU
CHENHAaIbHbIN CUMBOIL.
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Puc.39. OkHo 171 BCTaBKH CHUMBOJIA.
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IHAPAMETPBI CTPAHUIIBI

Jliis Toro, uToOBI CO37aTh HOBBIM TOKYMEHT B penakrope Word, goc-
TaTOYHO MPOCTO BKIIOYUTH €TI0 WU HadaTb BBOJUTH TCKCT. HpI/I 9TOM HC-
MOJIB3YIOTCSA YCTAHOBJIEHHBIE MO0 YMOJIYaHUIO" pa3Mephl JICTa, OpUEHTa-
IUsL W TIOJISL CTPAaHUIbI, U JIpyrue napameTpbl. Bel MoXkeTe W3MEHUTH 3TH
YCTAaHOBKH B JIt000#1 MomeHT. Ho eciti BBI 3apaHee 3HaeTe, KaKUM JIOJDKCH
OBITH JIOKYMEHT, TO JIy4Yllle YCTaHOBUTH 3TH NapaMeTphl Tepel] HadauioM
Ha0opa, T.¢. BBIMIOJIHUTH HaYaJIbHBIE YCTAHOBKH.

[TapameTpsl, BIUSIONME HA BHEIIHUI BUA JOKYMEHTA, EPEUHCICHBI
HIDKE:

1. Pa3mep mmcrta Gymaru, ¢ KOTOPBIMH OyaeT paboTaTh pemaKTop
(o6Br4HO BEIOHMpPAOT pa3zmep A4 wim AS).

2. OpueHTalMs CTPaHUIIbI B JOKYMEHTE (KHIDKHAS HJIH aJIbOOMHAs!).

3. [Tons CTpaHUIlbl, B TOM YHCJIC 3CPKAJILHBIC ITOJIA JJId IeYaTu TCK-
CTa JOKyMEeHTa Ha 00eHMX CTOpOHaX aucTa. J[ONMOJHUTENbHBIC NOJS I
neperieTa pacneyaTaHHbIX JIMCTOB.

4. KonoHTUTYIBI - HEKOTOPBIE 00JIACTH BBEPXY W BHU3Y JIUCTA, UC-
MOJIb3yeMble, B YaCTHOCTH, JJIsl pa3MeIleHHs] HOMepa Ha CTPaHUIaX.

5. BeprukanbHOEe BBIpaBHHBAaHHE TEKCTa - CIIOCOO pa3MEIICHUS
TEKCTa Ha JINCTE.

Ecnu BBI kemaere, 4TOOBI OJHM YaCTH JOKyMEHTA OTIMYAINCH MO
BHEIITHEMY BUAY OT JPYTHX, BBl MOXKETE Pa3ACINTh JOKYMEHT Ha Pa3feibl.
Bce ycraHoBKkH, MepeyHCIICHHbIE BbINIE, NEHCTBYIOT B T'PaHMIAX OJHOTO
paznena. Hampumep, BBl XOTHTE, YTOOBI KOJOHTUTYJBI Ha HECKOJIBKUX
MEPBHIX CTPAHUIAX OTIMYAIUCH OT KOJOHTUTYJIOB Ha OCTAJIbHBIX CTPaHH-
nax. J{7s 3Toro Hy>KHO CO3/1aTh OTAENBHBIN pa3aen Ul EPBBIX CTPAaHUIl U
OTJIEJIBHBIN Pa3jieN Ui OCTANBHBIX. Pa3mepsl pas3ziena HeOrpaHHUEHHBI: OT
OTJEIBHOTO a03ala 10 BCero JOKyMEHTa.

Oxna m1s ycraHoBok IMoseii crpanmner Ha Bkinanke Iogst B pasnene
IMapamerpax Ctpanunsl ['naBroro menro ®aiia nokazano Ha puc.40.
31eCh MOXKHO YCTAHOBHTBH pa3Mepbl MOJIEH U KOJIOHTUTYJIOB, BKIIIOYUTB,
€CIT HYXXHO 3epKaJibHble 105, KOTOPBIC UCIIOIB3YIOTCS JJIsI KHUKHOTO
oopmIleHns pacTiedaTKH TEKCTa.

YcranoBka pa3mepoB JmcTa Oymaru
U OpHEHTAIMH CTPAHULBI

Tlons CTpaHUIlbl YCTAHABJIMBAIOTCA OTHOCUTCIILHO YKAa3aHHBIX pasMe-

poB smcra 6ymaru. [lomnepkuBaeTcs JBe OpPHEHTALUH CTPAHUIBI: KHHXK-
Has (BepTHKaNbHAs) W albOOMHas (TOpH30HTaNbHast). Pa3mephl mucra u
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OpPMEHTAINI0 MOKHO YCTAaHOBUTH IJISl OTIENBHOTO Pa3JieNa Wil JJIS BCEro
JIOKYMEHTA.
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Puc.40. OxHO ycTaHOBKHM IOJIH Ha CTpaHHUIIE.

J1st ycTaHOBKM pa3MepOB CTPAHMIIBI M €€ OPUEHTAlMU BBITIOJHUTE
cienytouye 1eiCTBUs:

1. Tlomecrure 3KpaHHBIA Kypcop B TOT paszed, MapamMeTphsl KOTOpPO-
TO BBl XOTHTE U3MEHUTH. ECIIM IOKYMEHT COCTOMT M3 OJHOTO pasjielna, TO
9KPaHHBIA Kypcop MOXKET HaXOUTHCS B JIIOOOM MECTE TEKCTa.

2. B I'maBnom mento ®aiin BeiOepute myHkT Ilapamerpst Ctpa-
HMIIBI.

3. B oTkpsIBIIEMCS OKHE nepeiiute Ha Bknanaky Pazmep Oymaru.

4. BriOepute pazmep jaucta Oymaru, Ha KOTOPOM OyAeT MpPOH3BO-
JIITHCS TIeYaTh TekcTa. /it Toro, 4ToObl YCTAaHOBUTH HECTAHIAPTHBIE pa3-
Mephl JIUCTa, YKaxuTe 3TH pasMepsl B nonsax Ilumpmua u Beicota. B
rpynne OpueHtanusi BeiOepuTe mneperimovatenh KHMKHasi Wi AJib-
6omHasi. OOGBIYHO HCIIONB3YIOT KHIDKHYIO OPHEHTAIMIO U pa3Mep Oymaru
Tna A4.

5. B crnucke IIpumeHuTh BRIOEpHUTE 001aCTh NEHCTBHUS YCTaHOBOK
(Bech MOKYMEHT WIIH €TO0 9acTh - pa3nen) u HaxmuTe kHonky OK.
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Ecnn He wncmosb3yercst Oymara CTaHAApTHOTO pa3Mepa HIIH, €CIH
pacriedaTtka HIET B OCHOBHOM B aJbOOMHOW (TOPH30HTAIBLHON) OpHEHTa-
I[UH, TO HEOOXOIMMO M3MCHUThH YCTAaHOBKM "MO ymosrdanuio". s sToro
HY»KHO YCTaHOBUTHh HEOOXOJMMBIE BaM MapaMeTphl JHCTa U HAXKaTh KHOII-
ky Ilo ymomauanuto. Ilocie nosiBieHus 3ampoca Ha MOATBEPXKACHHE H3Me-
HEeHHUS C/IEJIaHHBIX YCTaHOBOK HakmuTe KHONKY Ja. HoBble ycTaHOBKM
COXpaHATCS B TEKyIIEM Ia0IOHE TOKYMEHTa U OyAyT HPUMEHSTHCS Kax-
JIBII pa3 TMpH 3aIlycke pelakTopa M CO3JaHUHM HOBOTO JOKYMEHTa, OCHO-
BAaHHOTO Ha 3TOM I1abioHe. OKHO pa3MepoOB M OPUCHTAMU OyMaru IoKa-
3aHO Ha puc.41.
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Puc.41. YcranoBka pa3mMepoB 1 HOJOKECHHUS
Oymaru.

Yka3zanue ucTOYHMKA OyMaru npu
ne4yaTH J0KyMeHTa

MoXHO 3a/1aTh JIOTOK (MCTOYHMK IIOCTYIUIEHHs Ha MPHUHTEP YUCTOH
Oymaru), UCHOJIB3yeMbI IPUHTEPOM IPU HEeYaTH JTOKYMEHTa, U yKa3aTb,
JIOJDKEH JIM MPUHTEP HCIOIb30BaTh JUIA TIEPBOM CTPaHUIIBI APYTOil JIOTOK.
Ecnm 1OKyMEHT COCTOMT M3 HECKOJNIBKHX Pa3JeNioB, JJISl KaKI0TO W3 HUX
WU Cpa3y Ul HECKOJBKHUX Pa3JIeNIOB MOXKHO 331aTh CBOH JIOTOK.
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Jnst onpezesieHuss KCTOYHUKA OyMaru BBIIIOJHUTE CICAYIOIINE JeH-
CTBUS:

1. Jns Toro, 4Tobbl 3a1aTh UCTOYHUK GyMard JUis MEPBOM CTPaHHU-
1Bl pa3zena Wiy JUIsd Kakoro - MO0 OJJHOTO pasJielia IEINKOM, YCTaHOBUTE
9KpaHHBIH Kypcop Ha IepBOIl CTpaHHUIIE WM B HYXKHOM paszere.

2. Jlumst Toro, 4To0bl 33/1aTh KCTOYHUK OYMArH Ui HECKOJIBKUX pa3-
JIETIOB, BBIICIUTE 3TH paszensl. Eciu nctounuk Gymaru onpenensiercs s
BCETO JOKYMEHTa, COCTOAIIETO M3 HECKOJIBKHX Pa3/eNoB, BHIICIUTE BECh
JOKyMeHT. Eciii JOKyMEHT COCTOMT M3 OHOTO Pasfielia, TO BBIJICICHUS HE
TpeOyeTcsi, U 3KPaHHBII Kypcop MOXET HaXOAUTHCS B JIFOOOM MECTE TEK-
cTa.

3. BTnaBHom menio CepBuc BoiOepute komanay Hacrpoiika.

4. B nosiBUBLIEMCSI Ha SKpaHe OKHE Iepeiiure Ha BKIaaKy Iledars.

5. B croucke Ilogaua Gymaru BelOepuTe HYKHYHO OMIHIO IJIsI OTIpe-
JIeIIeHNsI UCTOYHUKA OyMarn. OOBIYHO BHIOMpaioT pexxum Hcemosb3oBaTh
YCTAHOBKH NPUHTEpA.

6. Tlocie caemanHbIX ycraHOBOK Haxkmute kHONMKYy OK oxna Ha-
CTpoOiiKka. DT U3MEHEHHs1 OYAyT HCIOJIB30BATHCS B KAKIOM ceaHce pado-
THI peiakTopa (puc.42).
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Puc.42. OkHO 3a1aHUs UCTOYHUKA
Oymaru.

101



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

IIpu 3aganum qpyroro UCTOYHKMKA Oymaru JUis MEpBON CTPAHUIIBI 10-
KyMEHTa WX JUIl HEKOTOPOTO pa3iena, MM HECKOIBKHUX Pa3ZelioB TEKCTa
B JJAHHOM ceaHce paboThl C PelakKTOPOM BBINOJIHUTE CIIEAYIOIINE JIeHCT-
BUSL:

1. B I'maBaoM Mento Maiti mIEJIKHATE MBIMKOM KoManay Ilapa-
MeTPbl CTPAHMIBI.

2. B mosBHBIIEMCS HOBOM OKHE peIaKkTopa TepeiuTe Ha BKIAAKY
HcTounnk Gymaru, meakHyB [0 €€ Ha3BaHUIO JIEBOM KHOIIKOW MBIIIKH.

3. B momsx IepBasi ctpannna u OcTajibHble CTPAHHUIIBI YCTAHO-
BUTE HY)XHBIC OIIIMHU, OMPEICIAIONINEe MCTOYHUK OyMard JUis MPHUHTEpa
MIpH MeYaTH TEeKCTa.

4. OObIyHO B 000HMX HOJSIX BHIOMpaOT pexuM JIoTok mo ymosua-
Hu10. B TakoMm ciydae penaktop Word HanedaTtaet yka3aHHble B okHe [le-
yath [7aBHOro MeHio @ailyl CTpaHUIbl, UCIOJB3YS OMNIMH, 33aJaHHBIC
panee Ha Bkiaake [IEUATD nuanorosoro okna Hacrpoiika u3 ['maBHOro
MeHio CepBHC IIPOrpaMMEI pelaKTopa.

5. Tlocme Bcex CHIEeNaHHBIX yCTAHOBOK Haxkmute KHOMKY OK okHa
IIapameTpbl CTPaAHUIIBI.

Ecnu BBl XOTHTE, YTOOBI C/ICNAaHHBIE YCTAHOBKU COXPAHSUIMCh U TPH-
MEHSUTUCh KKIBIA pa3 MpH 3alycke - BKIIOUEHHHM pelaKTopa WIHM IpU
co3/laHuM B pejgakTope kHonkod Co3aaTh NMaHeIu MHCTPYMEHTOB HOBOTO
JIOKYMEHTa, Hy’kHO HaxkaTb KHonky Ilo yMo4aHuIo U nocjue NosBICHUS
3anpoca Ha NOATBEP:KICHUE U3MEHEHUH MIEIKHYTh KHONKY Jla.

YcranoBka 1moJieil CTpaHUIbI
B I'/1aBHOM MeHI0

Ionst cTpaHMIBl MOXKHO YCTAaHABIMBATh JISI OTICIBHBIX PAa3lelioB
WK JJIA BCEro TEKCTa B JOKYMCHTE. Haan/IMep, MOXHO YCTaHOBUTH OT-
CTYymBI B 2 CM. JJIsl IEPBOTO pas3zenia u 3 cM. Juisl cienyromiero. Kpome to-
r'0, BBl MOXKETE YCTAHOBHUTH IOJIS ISl MIEpeIuIeTa - AOMOIHUTEILHOE IPO-
CTPaHCTBO JUIS CIIMBAHUS JIMCTOB HJIM BBIOPATh 3epKaJIbHBbIE MOJS IS
JTOKYMEHTOB, KOTOpBIE OyTyT IIeUaTaThcsl Ha 00CHX CTOPOHAX JIUCTA.

JIJis yCTaHOBKYM TOJIEH CTPAHHUIIBI TIOCIIEIOBATCIIFHO BBITOIHUTE ClIc-
JIYIOIINE CUCTBHS:

1.  Ecnu He00X0IMMO M3MEHUTH OISl CTPAHHIBI JUIS ONPENeICHHO-
TO pasfena, TO IOMECTUTE Kypcop B 3TOT pa3zein. Ecin nmois Hano MEHsTh
JUIL BCETO JOKYMEHTA, COCTOAIIEr0 M3 OIHOTO Pa3felna, Kypcop MOMKET
HaXOJUTKCS B JIIOOOM €ro MecTe.
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2. B I'maBaom mento ®aiin BeiOepure myHkT Ilapamerpnl cTpa-
HULBI.

3. B oTkpsIBIIEMCS Ha DKpaHe OKHeE neperaure Ha Bkiuaaky Ioas.

4. [lanee BBINOJHMUTE CJIEAYIOLIUE ACUCTBHS, KOTOpPHIE OMpeaems-
I0TCsI BAIIMMK TPeOOBaHHUSAMH K pacleyarke TeKCTa JOKyMEeHTa!

1) [ns Toro, 4ToObl U3MEHUTH IOJISI CTPAHMIIBI, YKAKUTE OTCTYIIBI
Jutst oJieit B MeHio BBoj1a Bepxuee, Hu:xnee, JleBoe u Ilpasoe.
OO0pryHO BEIOMparOT: JleBoe - 3 - 4 cm., Bepxnee, HuxHee u
IpaBoe - 1 -2 cMm.

2) Ecum BBI coOnpaeTech MOArOTOBUTh JOKYMEHT K I€YaTH Ha JIBYX
CTOPOHAX JINCTA, YyCTAHOBHUTE MEPEKIIIOYATENh 3epKaIbHbIe I0-
asa. Ecnm nepexmrouarens 3epkajibHble MOJIsI yCTAHOBIEH, TO
na3zBanus noseit JIEBOE u IlpaBoe m3mensarcs Ha BHyTpu u
CHapyKu.

3) Jlis yCTaHOBKH JOTIOJIHUTENBHBIX MOJIEH Ui MeperuieTa pacre-
YyaTaHHBIX JINCTOB YKa)XXUTE UX pa3Mep B mnose BBoaa IlepenJier.
Pa3mep Takoro mosist 00bIYHO yCTaHABIAMBAIOT 1 - 2 cM.

5. B rpymne IpuMeHUTH yKaxuTe 00IacTh ACHCTBHS YCTaHOBOK
(Bech OKyMEHT WM Kakas - TnOo ero yacth) U HaXMuTe KHONKy OK ok-
Ha [TapaMeTpbI cTpaHHUILIBI.

YcTaHOBIIEHHBIE TaKUM 00pa3oM IO OyAyT IPUMEHSTHCS TOJBKO B
TEKylIeM ceaHce paboThl ¢ pefakTopoM. Eciiu Bel XoTHTE, 4TOOBI CenaH-
HBIC YCTaHOBKH HCITOJIb30BAIUCH TIPU KAXKIOM BKIroueHHH Word U B Kax-
JIOM BHOBb CO3JIaHHOM JOKYMEHTe, Hy>kKHO BMecTo kHomnku OK, kak omnu-
CaHo B 1.5, MIETKHYTH 10 KHOMKe [0 yMOT4YaHWIO M B HOBOM OKHE TIOJI-
TBEPAUTb U3MEHEHUS MoJiel kHonkoi Ja.

YcranoBka mosiei npu NOMouu
JIMHEHKH

HoBble mosst cTpaHMIBI MOXKHO yCTaHOBHTH, HEpEeMeIas MapKepsbl
TPaHMLl NOJIS HA TOPU30HTAILHOM M BEPTHKANbHOM JUHEHKax. Ilpu atom
JIOJDKEeH ObITh ycraHoBlieH Peskum mpocmorpa Pasmerkm cTpaHuubl win
pexum IlpexBapurenbHoro mpocmorpa. [Ipu momerneHun ykaszarens
MBI Ha MapKep TPAHUIIBI TOJISL Ha JTF000H JuHelike (MapKep - IpaHMIa
MEXIy cepbiM M OellbIM TOJIeM Ha JIMHeHKax), oH mpuoOperaer (opmy
JBYCTOpOHHEH cTpenku. [loce 3Toro MoXHO repemMeniath MapKep IpaHu-
IIbl, yIIepKUBasi HAKATOH JIEBYIO KHOIIKY MBIIIIH.

Jnst ycTaHOBJIEHHS MO CTPAHUIBI ¢ TOMOIIBIO JIMHEWKN BBITIOIHH-
T€ NEUCTBUSL:
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1. Haxonsice B Pexumme mpocmorpa Pa3zmMeTkH CTpaHWIBI WIH B
pexume IlpeaqBapuTebHOr0 MPOCMOTPA, TIOMECTUTE Kypcop B TOT pas-
JIeJ1, TIOJIsI KOTOPOro HEOOXOIMMO M3MEHHUTh. Eci TOKYMEHT COCTOMT U3
OJTHOTO pa3jena, TO U3MEHEHHUS PacHpOCTPAHATCS Ha BECh JOKYMEHT, U
MOJIOKEHHE IKPAaHHOTO Kypcopa POJIM HE UTPaeT.

2. TIlepemeniaiite MapKkepsl HOJEi HAa TOPU3OHTAILHOM W(MIIH) BEp-
TUKaJIbHOHM NTMHEWKax MbImkod. CTpaHuma pasgena OymeT OOHOBJICHA B
COOTBETCTBUU C HOBBIMH MOJISIMHU.

st Toro, 9TOOBI BUAETH pa3Mephl MOJIEH IeYaTH 10 Mepe UX H3Me-
HEHUS, BO BpeMs ITepeMEIIeHHs MapKepa yIep)KUBaiTe HAKATON KIIaBHIITY
Alt.

Co3nanne KOJIOHTHTYJ10B

KonoHTUTY - 3TO TEeKCT U(MIM) PUCYHOK, KOTOPBIH meyaraeTcs B 00-
JIaCTH NOJIeH BHU3Y WJIM BBEPXY TEKCTa Ha KaXKJOW CTpaHMIE JOKYMEHTA.
B 3aBHCcHMMOCTH OT MeCT pacHoNoXeHHs (Ha BEpXHEM WJIM Ha HW)KHEM I10-
Jie CTPaHUIIbI) KOJIOHTHUTYJIbI OBIBAIOT BEPXHUMHU M HIDKHUMH.

Jomyckaercst co3aaTh YHUKaJIbHBIA KOJIOHTHTYJI JJIsl TIEPBOI CTpaHu-
Bl TOKYMEHTA WA BOOOIIe yOpaTh BepXHUH H(WIIN) HIDKHIA KOJOHTHTYIT
C TIepBOil cTpaHMIBl. MOXHO TakKe CO37aBaTh OTIMYAIOIINECS KOJOHTH-
TYJBI JUIA YE€THBIX U HEYETHBIX CTPAHHIl HEKOTOPBIX Pa3/eliOB MM BCETO
JIOKyMEHTA.

Hanpumep, rpadudeckuii morotun ¢GupMbl pacroaracTcsi B BEpXHEM
KOJIOHTHTYJIC U TIeYaTaeTcsl Ha KaKJOW CTpaHHIe BBEpXY, a JaTa IedyaTH
HaXOJIUTCSI B HWYKHEM KOJIOHTHUTYJIEC M T€4aTaeTCsl BHU3Y KaKIOW CTpaHU-
bl JOKyMeHTa. BuJ| OKHa pefakTopa npu BKIIOYEHHOM peXuMe paboThl ¢
KOJIOHTHTYJIaMH, KOT/Ia BU{HA TIaHEJIb HHCTPYMEHTOB, ITOKa3aH Ha puc.43.

Jnst co3maHust KOJIOHTHTYJAa (BEPXHEro WM HIDKHErO) BBIIIOJHUTE
cienyroue NeHCcTBUs:

1. B I'maBHom MeHio Bua BeiOepute komanay KosroHTHTY IBI.

2. Korma Ha JKpaHe MOSBHTCS HOBas MaHEIb WHCTPYMEHTOB, HC-
none3yiite kHONKy IlepekiiloyeHue KOJOHTHTYJIOB Ui IEpEeMELICHUS
MEXAy 00JIACTSIMH BEpXHEr0 M HWIKHETO KOJOHTUTYNA. [Ipu BKIrOUCHHOM
KOJIOHTHTYJIE TEKCT U rpaduueckoe n300pakeHne B JOKYMEHTE BHHBI, HO
0003HaueHb!I OJEKI0 - cepbIM HBETOM. [l TOro, 4ToObl 0TOOPA3UTh WIIH
CKpBITh TEKCT JOKyMeHTa U Tpaduky, Haxkmure KHonky Iloka-
3aTh/CHpATATH TEKCT JOKYMEHTA.

3. Hus toro, 4yroObl BCTABUTH TEKCT, HAGEpPUTE €ro BHYTPHU IyHK-
THUPHON paMKH, OKpyXKaromleld o0nacTp 00enx KOJOHTHUTYIOB. TeKCT Ko-
JIOHTUTYJIOB MOXHO O(OPMIISITH TaK e, KaK OOBIYHBIN TEKCT B JJOKyMEH-
Te.
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Puc.43. OxHO a5 co3manne u pelakTHPOBAHUS
KOJIOHTHTYJIOB.

Jl1g BO3BpaleHust B JOKYMEHT HaXMHTE KHOMNKY 3aKpbITh NaHEIH
MHCTPYMEHTOB KOJIOHTHTY B MM ABaX/IBI IIEJIKHUTE MBIIIBIO B 00J1aCTH
OCHOBHOTO TeKcTa. BBl MOKeTe co31aTh BOASHON 3HAK - TEKCT WU rpadu-
yeckoe H300pakeHue, KoTopoe OyleT HameyaTaHO Ha KaxJOU CTpaHUIIE.
J11s1 3TOTO HY’>KHO CO3/1aTh PUCOBAHHBIA OOBEKT B BEpXHEM KOJOHTHTYIIE.

Yaajienue 1 H3MeHeHHe
KOJIOHTUTYJIOB

KOJOHTUTYBI SBISIOTCS YacThIO pa3MeTKU paszjelia JOKyMeHTa pe-
ﬂaKTopa. CBSISIJ MC)KZ[y KOJ'IOHTI/ITyJ'IaMI/I pa3H1)1x pa3)1en013 nozmepmnBaeT-
cs apTomaTudecku. Ecian Ha manenu nHCTpyMeHTOB KoJIOHTUTYJIBI Haxa-
Ta kHonka Kak B mpeasigymux pasjesax, TO MpU U3MEHEHUU KOJIOHTH-
Tylla B OJIHOM pa3ziefie aBTOMaTUUYECKH MEHSETCSI COJIEPKUMOE KOJIOHTH-
TYJIOB B OCT&IBHBIX pa3/ieiax. JTOro MOXXKHO H30€XKaTh, BHIKIIOYHB yKa-
3aHHYI0 KHONKY W TE€M CaMbIM CICIHATBHO Pa3pbIBasi CBS3H MEXIY KO-
JIOHTUTYJIAMHU Pa3HBIX Pa3/ieyoB.

Juis Toro, 4ToOBl YIOAMUTh COACPKUMOE KOJIOHTHUTYIA, BBITIOIHUTE
IEUCTBHUA:
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1. Tlomectute Kypcop B TOT pasfiell, B KOTOPOM BbI XOTHTE YIAIUTh
KOJIOHTHTYJL.

2. B TI'naBaom meHio Bun Beioepute myHkT KoJIOHTHTY B

3. Beinenure copepKUMOe TOro KOJIOHTHTYJIA, KOTOPOE BBl XOTHTE
yIanuTh, U HaXMuTe kiaaBuiy Backspace uim Delete. Ilocne ctupanus
KOJIOHTHUTYJIa MOXKHO HaOpaTh B HEM HOBOE COJIEpAKaHHUE.

4. Ecmn xHonka Kak B mpeabiIymmx pasgesax BBIKIIOYEHA, TO
U3MEHEHUE KOJOHTHUTYJAa MPOU30UAET TOJIBKO B TeKylleM pasnene. Ecnu
9Ta KHOIKA BKJIIOYEHA, TO U3MEHEHUS 3aTPOHYT BECh TOKYMEHT.

5. ns Bo3BpamieHHs B JOKYMEHT HaOKMHUTE KHONKY 3aKPbITh WIN
JIBaK/BI MIETKHATE B 00J1aCTH OCHOBHOTO TEKCTA.

Jlo0aBiieHne mojei B KOJOHTUTYJIbI
HpI/I oMo MOJIEH BBl MOXKETE pasMeniaTb B KOJIOHTUTYJIaX aBTO-

MaTHYeCKH BBIYMCIIsIEMYI0 MH(OpMAIUIO, HAllpUMEp, UMsI aBTopa, 3aria-
BUE, UM (haiiyia WK COIEPKUMOE JIF0O0ro Ipyroro moiis (puc.44).
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Puc.44. OxHo nosei B KOJOHTUTYJIAX.

Jis moGaBiieHUs TOJSL B KOJOHTHUTYII IOCIIEAOBATEIHFHO BEITIOTHUATE
cienyroue 1eHCTBUS:
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1. B I'maBaOM MeHI0O pemakropa Bua Brioepute paszen KoJsioHTH-
TYJIBI.

2. Korga Ha sKkpaHe NMOSIBUTCA HOBasl MaHENb MHCTPYMEHTOB, HC-
noJe3yiite kHONKY IlepexaoueHune MEXTy KOJOHTUTYIAMU JUIS Iepeme-
IICHHUS MEX/1y 00JIaCTSIMU BEPXHET0 U HHKHETO KOJIOHTHTYJIOB.

3. 3arem B ['maBHOM MeHI0O BeraBka BeIOEpHTE MBINIKOH KOMaHIY
Houne.

4. B wMeHio BBoja Kareropum yxaxuTe KaTeTOpPHIO MO s
BCTaBKH. /Iyl TOro, 4T0OBI MPOCMOTPETH BECH CHMCOK KaTeTrOpHil B anda-
BUTHOM TOpSAZIKE, BIOEpHTE MyHKT Bee.

5. B menro BBoga IloJst ykakuTe THUIN MONS U MIETKHUTE MBIIIKON
kaonky OK.

Jst TOoro, YTOOBI BCTABUTH €IIIE OAHO IOJIE B KOJOHTUTYJI, KHOITKAMHU
IToxa3are mpeabiaymuii u(wim) mnokaszaTs Cheayroluil mepeMecTHTe
Kypcop B Ipyroil KOJOHTHUTYJ U TOBTOPUTE OMMCAHHBIC BBIIIE ACHCTBHSL.

Pacnosoxkenne KOJIOHTUTYJIOB

MoXKHO MEHSTh Kak TOPU30OHTAJIBHOC PACIIOJIOKECHUE COACPIKHUMOTO
KOJIOHTHUTYJIA, HAIpUMECP, pacrojaras €ro Mo HCHTPY CTPAHUILIbI, TaK U
BCPTUKAJIBHOC IMOJIOKCHUEC, U3MCHAA OTCTYIl OT BerHeﬁ WA HIDKHEH rpa-
HHUIBI CTPAHUILIBI.

I[JIH NU3MEHCHUS TOPU3OHTAJIBHOTO PACIIOJIOXKEHUA KOJOHTHUTYJIOB
BBIIIOJTHUTE I[CﬁCTBI/IiII

1. B T'naBHoM menio Bua BoiGepure komany KoaoHTHTYIBI.

2. JIust mepeMeIeH s MEK/Ty Pa3HbIMH KOJIOHTUTYJIAMH HCIIONb3Y -
te kHonkH [loka3aTes npeabiAymumii u mokazats Cieayonuii.

3. Jnst rOpH30HTAIBHOTO BBIPABHMUBAHUS TEKCTA KOJIOHTHUTYJIA MOX-
HO HCIIOJIb30BaTh KHOINKHM BBIPABHMBAHUS MAHEIIM HHCTPYMEHTOB Popma-
TupoBaHue (Bneso, Ilo nenTpy nnn BrnipaBo) nim ycTaHOBUTH HYXHYIO
TaOyYJIALHUIO C TIOMOIIBIO SKPAHHOW JTHHEHKH.

Ecnmu HeoOXomuMmo pa3MecTUTh KOJIOHTUTYJ Ha II0Jie CTpPaHHIIb,
MOJKHO 3a/1aBaTh OTPULIATEeIIFHBIE OTCTYIIBI KOMaHI0M A03an u3 [maBHOTrO
meHto ®opmar. Hanpumep, uToObl cO34aTh OTpULIATENBHBIN OTCTYI B 1
CM. JUIsl pa3MeIeHUs] KOJIOHTHUTYJIA y JIEBOTO Kpasi CTpaHuIbl, HabepuTe -1
B noje BBoja 3HaueHus Ciesa rpynnsl OTeryn Ha Bkiaaake OTerynsl u
HHTepPBAJIbI uanora Ad3aum.

Jns BEepTHKAIBHO PAcCIIONOXKEHHS KOJOHTHUTYJIOB BBIIIOJHHUTE CIie-
JyIOIIne NeHCTBHS:
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1. Hlenkuure mpimbio pasaen [lapamerpsbl crpanunbl B ['1aBHOTO
MEHIO PeAaKTopa.

2. B 10sBHUBIIEMCsS Ha JKpaHE KOMIIBIOTEpAa OKHE Mepeiaure Ha
Biuanky IoJst.

3. B mnone Bepxumii win Huxamit rpynmnsr Kosonturya ycrano-
BUTE PACCTOSIHUE OT BEPXHETO Kpasi CTPAHHIIBI JJIs1 BEPXHETO KOJIOHTUTYIIA
W OT HIDKHETO Kpas CTPAHMIBI Al HIDKHETO KOJOHTHUTYJIA M HaXXKMHUTE
kHotnKy OK a7st 3aKkpbITHS OKHA TapaMeTPOB CTPAHULIBL.

HN3meHenue PaCCTOAHUA MEKITY TEKCTOM
" KOJIOHTUTYJIaMHU

MOoXHO M3MEHSTH pacCTodHnE MEXKIY TCKCTOM NOKYMCHTA U KOJIOH-
TUTYyJIaMU, YBCJIMYMBasl WM YMCHbIIIAsA BCPXHEC WM HUIKHEC II0JIC CTpa-
HUIIBI.

I[J'ISI HU3MCHCHHSA PACCTOSAHUA MCIKAY TCKCTOM JOKYMCHTA U KOJIOHTH-
TYyJaMH BBIIIOJIHUTC CJICAYIOIINC Z[eﬁCTBHHZ

1. B I'maBHOM MeHIO Bua penakropa BBIOEpHTE MBIIIKOW KOMaHIY
KononTury abl.

2. VYcraHoBuTe yKa3aTelb MBIIM Ha MapKep BEpXHEN WM HUKHEN
TpaHMIBI 10N CTPAaHUIBI Ha BepTHKaIbHOW nuHelke. Korma ykasarens
MBIIIN IPUMET (HOPMY JIBYHAINPABICHHOMN CTPEJIKH, BBITOJHNUTE JCHCTBHS:

1) Jlns u3MeHeHus! pacCTOSIHUSL MEXIY BEPXHHM KpaeM OCHOBHOTO
TEKCTa ¥ BEPXHUM KOJOHTUTYJIOM MIEPEMECTHUTE MapKep BEepXHEH
TPaHMUIIBI TTOJIST CTPAHMIIBL.

2) Jlnsg M3MeHeHHs1 pacCTOSHUS MEXAY HIKHHUM KpaeM OCHOBHOTO
TEKCTa ¥ HIJKHUM KOJIOHTHTYJIOM IIEpeMEIIaiTe MapKep HUKHEH
TPaHHUIIBI TTOJIST CTPAHMIIBL.

3. Jlns BO3BpamieHUs B JOKYMEHT HaXMHTE KHONKY 3aKPBITh Ma-
HeJIU UHCTPYMEHTOB KOJIOHTHMTYJIBI MM ABaXAbl IIEIKHUTE MBIIIKON B
00J1aCTH OCHOBHOTO TEKCTa.

YcTraHoBKa HyMepanuy CTPaHMIL

MoOXHO TpPOHYMEpPOBATH CTPAHUIBI JOKYMEHTa, BCTABISIA HOMEpa
CTpPaHML B BEPXHUM WJIM HWKHUI KOJOHTUTYJ. K HOMepam cTpaHuLl MOX-
HO TaKXe J00aBUTH AOTOIHUTENBHYIO HH(GOPMAINIO, HAIPUMED, UM aB-
TOpa WK JaTy.

s HyMepauuu cTpaHull JOKYMEHTa BBIIIOJIHUTE CIIEAYIOIINE IeUCT-
BUA:

108



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.
@Eaﬁm Opaeka Bua Beraska Poprar Cepeuc TaSnuua Mepesoa OkHo 2 ;Iiljl|
DEeEEERY i odad o- @ S EY e A DEODSRiBAS
[ = Times New Roman & 11 v| X XK 49 A | |A' P % [@lia=—=
(o] e  C gz s o4 w0 s o

)
OI10 opa HIII aTy.
A Homepa crpanuy, 1 E3 AaTy

Kak 1 DonomeHme:

BripaBHHEaHHE
AHILL

mone IIOJIO-

Crpaea

¥ Homep Ha nepeni cTpaHuLe

OpOM pacrona-
ok | omena | opwer. |

- - JHITE ycTaHOBH-

fre croco6 BBIpaBHMBaHI Homepor crparmmr UToBer m3Me-

HHTE dopmat HyMmepaunH (1, 2, 3), Haxmure kHorky DOP-
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Puc.45. OxHo 3aganns pexnMa HyMeparun
CTpaHHIL.

1. B TI'maBHOM MeHIO pemakTopa BeraBka BoiGepure myHkT Homepa
CTPaHMLI.

2. B otkpeiBuieMcs okHe B mojie I10JI0sKeHHe YKaKHTE MECTO Ha
CTpaHHIIE, B KOTOPOM pacroiaraTb Homepa ctpanull (Bum3y mwim BBepxy).

3. B mone BoipaBHUBaHHE YCTAHOBHUTE CITOCOO BBIPABHMBAHUS HO-
MepOoB cTpaHuIl B TokymeHTe - CieBa, Cnpasa win 1o ueHTpy.

4. Jlns Toro, 4To0bl K3MEHUTEL (OPMAT HyMEpPAIUH, HAXKMUTE KHOII-
Ky @opmMart u 100aBbTe HOMEp TJIaBBI WIH BEIOEpHUTE Apyrod dopmar, u
menkuutre kHomky OK. Bujg okHa HyMmepanuu CTpaHUI] MOKa3aH Ha
puc.45.

Ecmu B moxkyMeHTe mMeeTCst KOIOHTUTYII, TO HOMEp CTPaHUIIBI OyaeT
BCTaBJICH B HETO.

Hywmepanus ctpanuil He oTtoOpaxaercs B pexkume OQObBIMHOrO Tpo-
CMOTpa TeKcTa Ha dKpaHe. s Toro, 9TOOB! YBHAETH PACIIONIOKEHHE HO-
MEpOB Ha CTpaHUIlE, NEpeKIounTech B Pe:kMM mpocMoTpa pa3MeTKHu
crpanuiibl uiu [lpeaBapuTeIbHOIO NPOCMOTPA WIH BEIOEPUTE KOMAHTY
KononTuryJbl u3 meHio Buj.

Ecnu BBl BeTaBngere Hymepanuio ctpaHul komanao Homepa crpa-
Huu u3 ['maBHoro mexHio BeraBka, To HOMep MoOMeNIaeTcs B Kajp - pamKy,
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TaK 4YTO BBl MMEETe BO3SMOXKHOCTH IEPEMeEIIaTh HOMEp Ha ONpEACICHHON
CTpaHHIIE B APYroe MecTo. J{JIs 3TOro yCTaHOBUTE KypCOp MBIIIN Ha PAMKY
Y, yAepKUBasi HAKATOH JIEBYIO KHOTKY, MEpEMEIIaiTe MBIIIKY, YCTAHOBUB
TE€M CaMbIM HOBOE I0JIOKEHHE HOMEpa Ha CTPaHHUIIE.

IIpu mepeMenieHMH HOMEPOB CTpaHUI] 3a TPEJEIbl BEPXHEro I
HIDKHETO KOJIOHTUTYJIA OHH BCE K€ OYIyT IMpHHAIICKATh K 001acTH KO-
noHTUTYNa. [103TOMY M1 peAaKTUPOBaHUS WM M3MEHEHHs (opMmaTa HO-
MEpOB CTpPaHUII CIeAYeT UCIOJIb30BaTh KoManay Kononturyasl uz ['nas-
HOT0 MeHIO Bua.

Ecmm HOMepa cTpaHWIl OBUTM BCTAaBIIEHBI IYTEM HAXaTHsS KHOIIKH
Homep cTpaHuusbl Ha naHeld HUHCTpyMEHTOB KoJIOHTHTYJBI, TO OHH
SIBIISTFOTCSL HEOTHEMJIEMOM YacThI0 BEPXHETO WM HIDKHETO KOJOHTHTYJIA.
B sToM cimywae HOMepa CTpaHHIl HE OOpaMIIAIOTCS PaMKOIl M He TepeMe-
IIAIOTCS B IIPOU3BOJIBHOE MECTO CTPAHHUITBL.
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Hsmenenne mo 1oxeHna HOMeEPa CTPAHHIBI Ha CTPpaHiLe

;151}! IEMEHEHHA TTONOMKEHHA HOMEPE HA CTPAHHIIE BRITOIHHTE

cleayIome TeficTeia
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Puc.46. OxHO ycTaHOBKHM HOMEpa CTPaHHIIbL.

YcTaHOBKA HAYAJIBLHOTO HOMEpa
CTpaHUIbI pa3aesia

"Ilo ymomuaHwWio" KO BCeM pasfenaM IOKyMEHTa IPHUMEHSETCS
CKBO3HAasl HyMepalys CTPaHHI, HO UMEETCsS BO3MOXHOCTh W3MEHAThH Ha-
YaJbHbIE HOMEpa CTPaHUIl K&KIOT0 pas3aena.
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Jlnst ycTaHOBKM HadaJIbHOTO HOMEpa CTPaHMIIBI pa3Jiefia BHIIIOIHUTE
CJIEAYIOIIHE ONIEPaLNN:

1. Tlomecture Kypcop B MHTEpECYIOUMi Bac pasaen. Ecau Bech 10-
KyMEHT COCTOMT U3 OJJHOTO pas3fena, TO Kypcop MOXKET HaXOJUThCA B JIIO-
60oM MecTe TeKcTa.

2. B menio BeraBka BoiGepure mynkr Homepa crpaHui u ycTaHo-
Bute Ilosio:keHue 1 BolpaBHUBaHUe HyMepaIiy Ha JIUCTE.

3. 3arem Haxmute kHONKY Popmat okHa Homepa cTpanuir.

4. B mone Hauarp ¢ rpynmnst Hymepanusi cTpaHuI yKaKdTE Ha-
YaJbHBI HOMEp CTpaHMIBI pasaena u HaxMute kHonky OK. MeHro ycra-
HOBKH Ha4aJIbHOTO HOMEpA paszielia moKa3aHo Ha puc.46.

5. Jns Bo3BpalieHus B NOKyMeHT Haxmute kHonky OK B okHe
Homepa cTrpanuu.

PenakTupoBaHue HOMEPOB
CTPaHUI

IIpn mpocMoTpe HOMEPOB CTPaHUI HEOOXOAMMO IMepelTH B Pemxum
pa3MeTku ctpanul wiu IlpenBapurteasHoOro nmpocmorpa. [[ns penaktu-
PpOBaHUA WU (bOpMaTI/IpOBaHI/IH HOMEPOB CTpaHUIl CJICAYET BHIBECTU BEPX-
HUH WM HIOKHAN KOJIOHTHUTYJI, B KOTOPOM HaxXoJATCsd HOMEpPaA CTPpaHMIL:

1. Beibepure komanny Koxoururysst B [1aBHoM MeHO Buj.

2. Ecnm HOMepa CTpaHHUIl Pa3MEIICHBI BHH3Y CTPAHHIBI, HAKMHUTE
kHOTKY Bepxuuii/HusHMii KOJOHTUTYN Ha maHenu MHCTpyMeHTOB Ko-
JIOHTUTYJIbI I IEPEXOA B HYKHBII KOTOHTHUTYIL.

3. Beigenure HOMEp JBOWHBIM INETYKOM M H3MEHHTE €ro ¢ IOMO-
IO KJIABUATYPBI.

4. Tlocnie CHeNAHHBIX W3MEHEHUH MIEIKHUTE KHONKY 3aKPBITh Ha
naHeau HHCTpyMeHTOB KoJIoHTHTY MBI

K HOMEpY cTpaHHIBI MOKHO JOOABUTH TEKCT WM IpadHuUIecKuil die-
MEHT, TaK 4TO HOMep OyZAeT BBIIIIAAETh, HanpuMep, kKak "Ctp. 1" wmm "- 1 -
". JIns Toro, 9T0OBI U3MEHUTh HOMEp CTpaHUIBl Ha HOMep Buaa "Ctp. 1",
YCTaHOBHTE Kypcop Iepea HOMEpPOM CTpaHHIbI, Habepute “Ctp.”, HAKMU-
Te MPOOET U 3aKPOHTE MEHIO KOJIOHTHTYJIOB. B KOJOHTUTYJI MOXHO Takxke
J00aBUTH 00IIIee YHCIIO CTPAHMUII, TAK YTO HOMEP CTPAHMIBI OYyAET BBITJIS-
JIeTh, HanpumMep, kak "Ctp. 3 u3 12".

Yna.lleﬂue HOMEPOB CTPaHHUIY
I[J'ISI yaaJlcHus HOMCPOB CTPAHUI BBIITOJIHUTE CICAYIOIUC )IeﬁCTBPI?IZ
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1. Bribepure xomanxy Koaontutynl B ['maBHOM Mento Bua wimu
JIBAYKJIBI IIETKHUTE MBIIIKON 110 HOMEpY CTPaHHIIbI.

2. Ecnu HOMepa cTpaHuI] pasMEIlEeHbl BHU3Y UM BBEPXY CTPAHUIIBL,
HaXMuUTe KHONKY Bepxumii/Hu:kHUH KOJTOHTUTYI HAa MMAaHEIN UHCTPYMEH-
T0B KomoHTHTYJIBI 714 Iepexo/ia B Hy’KHOE MECTO.

3. Beizenure HOMEP CTPAHHUIBI TAK K€, KAK BBIICISIETCS OOBIYHBIN
TEKCT.

4. Ecau st BCTaBKH HOMEPOB CTPAHHMII MCIIOJIB30BAIach KOMaHAA
Homepa crpanun u3 I'naBHoro MeHio BeraBka, BbIIEIUTE paMKy, KOTO-
past pacrmoJio’keHa BOKpYT HOMepa CTPaHHIIBI B [TOJI€ KOJOHTUTYJIA.

5. A 3atreM Ha KJIaBHaType HaxMmuTe KiaBuiny Delete win
Backspace.

6. Tlocne BBIIOJHEHHS ONEPALMH CTHPAHUS MICIKHUTE KHOIKY 3a-
KPbITh TIaHETN WHCTPYMEHTOB KOJIOHTHTYBI, KOTOpas B 3TOT MOMEHT
HaXOJUTCS Ha DKpaHe.

Howmepa ctpanul OynyT ynajaeHbl cO BCEX CTPAHUI] AJOKYMEHTa, CO-
CTOSIILIETO M3 OJHOTO pasfena. [y Toro, 4To0sl yOpaTh 4acTh HOMEPOB
CTpaHUIl, CliefyeT pa3OuTh JAOKYMEHT Ha pa3fienbl, a 3areM pa3opBaTh
CBsA3b MEXIy HMMHU KHomkoi Kak B mpeabiaymiem pasgene Ha MaHenu
HMHCTPYMEHTOB A7 pefakTupoBanus KoJIoHTHTY10B.

Ecnmun B nokyMmeHTe OBUI CO3/1aH OTHAENBHBIM KOJOHTUTYJ IEPBOH
CTPaHUIBI WM pa3Hble KOJOHTUTYNBI YETHOW W HEYETHOW CTPaHUIl, TO
HOMepa CTPaHHI] CIEAyeT yIATUTh U3 KaXJI0r0 TAKOTO KOJOHTUTYIIA.

®oHoBas pa3dMBKa Ha
CTPAHHIIBI

Korna crpanmnna 3anonHseTcs TEKCTOM 1 pucyHKamu, Word aBToma-
TUYECKH BCTABISIET Pa3phblB CTPAHHMIIBI M HAuMHAET HOBYIO CTPaHMILy B
JaHHOM pasjene. IIpu jkenaHMM MOJB30BATENb MOKET CaMOCTOSITENBHO
pa3OuTh JOKYMEHT Ha CTPAHMI[bl, BCTABMB B COOTBETCTBYIOUIMX MeECTax
TaK Ha3blBa€Mble IPUHYJUTEIbHBIE Pa3phIBbl CTPAHHIL.

"[lo ymonmyanuio" pa30uBKa Ha CTPaHUIBI IPOU3BOJUTCS B MOMEHTHI
nay3 npu Habope WM pelakTHPOBAaHUHU TEKCTa. JTO AeHCTBHE Ha3bIBAETCS
(hoHOBOIT pa3OMBKOH JOKyMeHTa Ha cTpaHuisl. OHA BCeTAa MPOU3BOANTCS
npu pabore B Peskumax mpocmoTpa pasmerku ctpanuis! 1 Ilpensapu-
TeJbHOI0 MPOCMOTPA TEKCTa, HO €€ MOYKHO OTKIIIOUUTH B JIPYTHX PEKH-
Max TPeJCTaBICHHU TEKCTa Ha 3KpaHe KOoMIbioTepa. OTkmoueHue (oHo-
BOW Pa3OMBKHM Ha CTPaHMIBI HECKOJIBKO YBEIMYHBAET CKOPOCTh PabOTHI
penakTopa.

Jnst BKIIIOYEHHS WM OTKIIIOUYEHHs (DOHOBOM pa3OMBKH Ha CTPaHMIIBI
BBITTOJIHUTE JEHCTBUS:
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Puc.47. YcranoBka (hOHOBO# pa30MBKH Ha CTPAHUIIBI.

1. Tlocne Brmroyenuss OGBIYHOrO peKHMA IPOCMOTPA TEKCTa HA
cTpanuie Beioepure komanay Ilapamerpst u3 ['maBHoro meHio CepBHc.

2. B rpymne OGuiue HACTPOUKH BBIIOJIHUTE OJHO U3 CIIEIYIOLUINX
IEUCTBUIL:

1) [Hns Toro, 94To0OB! BKIIOYUTH (DOHOBYIO pa3OMBKY HA CTPAHHIIBI,
yCTaHOBUTE IlepeKitodaresis doHoBasi pa3dMBKa HAa CTPaHHU-
bl

2) Jns toro, 4ToObl OTKIIOYNTH (POHOBYIO Pa3OMBKY HA CTPaHMIIBI,
cOpochTe nepexaoyares> @oHoBasi pa30UBKa HA CTPAHUIBI.

3. Tlo BBIOJIHEHHUIO OIMCAHHBIX BBIILIE ﬂeﬁCTBHﬁ HaXMHUTEC KHOIIKY
OK.

OKHO ycTaHOBOK (OHOBOH pa3OMBKH Ha CTPAHMIBI ITOKAa3aHO Ha
puc.47. B atom xe okHe B paznene [IOMHUTH CMHCOK M3 MOXKHO yCTaHO-
BUTH 9HCIO (paiiitoB, KOTOpbIe OyAeT MOMHUTH PEJAKTOP, a UX CIHCOK Oy-
JIET HaXOAWUTHCS BHU3Y [ maBHOTO MeHI0 daiiil, Kak moKa3aHo Ha puc.48.

B pazgene 3ammTa oT BUPYCOB B MaKpOCaX MOKHO BKIIOUUTH pe-
JKMM 3alIMTHl OT MHOTUX MaKpOBHPYCOB, IIOpaXKaroIux (aiiasl pegakropa
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¢ pacummpenusiMu .doc u dot, a Takke Gaiabl APYrUx MPHIOKESHHN
Windows u nporpamm cuctembl MS Office.

MO OT TOTO, BETIOMEHA 10TH HeT doHoBad pasGimka Ha
Hil MPOHIBOJAHTCA NMPH BEIMOYEHHH PEARHMOB [TPOCMOTRA
AHIILIED 1 ITPEABAPHTETIEHOTO MPOCMOTRa FUTH TPIE NeYa-

e oke B pasgene [IOMHHTDE CITHCOK M3 momsao
uieno Qailnos, KoTOpble GVAST MOMHHTE PEIAKTOP M
CIDICOK JIX OyAet Haxoautses B [asnom Meino AN, kak noxasa-
HO Ha pHe.29.

Puc.48. Crincok 3amoMHEHHBIX PeJaKTOPOM
¢aitnos.
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PABOTA C TABJIUIIAMUA

CronOupl yncen, TeKCTa U APyrue AaHHbIE MOXKHO pa3Mellath B Tao-
JIMIIE, YTO 3HAYUTEIHHO MPOIIe, YeM 0GOPMIIATH TEKCT C MOMOIIBIO Taly-
JSIIMHA WK KOJIOHOK. Kpome Toro, ¢ momoinbro Tadjui yao0Ho pacmoia-
raTth TeKCT ab3allaMu JIpyr HaNpOTHB JpYra, T.e. B KOJOHKAX - CTOJIONAX
WM pa3IMIHBIMH CIIOCOO0aMH OTHOCHUTENBHO TpaduiyecKux BCTABOK B J0-
KyMEHTe.

Tabnuia COCTOUT U3 CTPOK U CTONOIIOB, KOTOPBIC JCTSITCS Ha STYeHKU
- KJICTKU. DTU SYCHKH MOXHO 3aIOJIHATh TEKCTOM I TpaduKoil (pUCyH-
kH, popMyIibl, muarpamMmbl). BHYTpH KaxIOW SUSHKH TEKCT MOXHO Mepe-
HOCHTh C OJIHOW CTPOKH Ha JPYI'YIO TOYHO TaK K€, KaK 3TO JEeNIAeTCsl C
OOBIYHBIM TEKCTOM IoKyMeHTa. Ilo mepe Habopa Tekcra srobas sueiika
TaOJIMIBI PACTATUBACTCS MO BEPTHUKAIIH, YTOOBI MOJHOCTHIO BMECTUTD €T0.

Mo3kHO cO3/1aBaTh WK HAPUCOBATh (KaK PYUYKOW pUCYIOT TabauIly Ha
JUCTe OyMard) HOBYIO TaOJHUITY U 3aIOJIHATh MYCTHIC TYCHKU Pa3InIHBIMU
JIAHHBIMH HJIH ITPe00pa30BbIBaTh CYIECTBYOIIHME a03albl TEKCTa B TAOIIH-
iy. [locne co3manust TabMHMIBI €€ MOKHO M3MEHSTH HECKOJIBKHMHU CIIOCO-
Oamu:

1. TIlpon3BosbHBIM J10OABICHUEM WM yIAJICHHEM KJIETOK, CTPOK U
CTOJIOIIOB.

2. JlomONMHUTENHPHON HACTPOWKOM WIMPWHBI WIH BBICOTHI JIOOOTO
cTos011a, WA CTPOKH.

3. CopTupoBKOif TEeKCTa WK JOOAaBIIEHNEM B Hee 00paMIICHHUH U 3a-
[IOJIHEHUH.

MoxHO TaKkxe 06pa3OBBIBaTI> IIPOCThIC 0asnl JAaHHBIX, BBIIIOJIHATH B
Ta6n1/1ue OIPCACIICHHBIC BBIYMCIICHUA W CO34aBaTb B JOKYMCHTaX Aua-
I'paMMbl Ha OCHOBC 3aHCCCHHBLIX TaOJIUYHBIX JJAHHBIX. Z[J'IH obecrneueHus
CZ[I/IHOO6paSI/I$I (bopMaTa Ta6J'II/IH B TOKYMCHTC K TCKCTY MOXXHO NPUMCHSATH
CTHJIN WJIM UCIIOJIB30BAaTh PCIKUM aBTO(I)OpMaTa.

Cozaanme Ta0JIHIBI

Tabnuupr crnemyer oOpa3oBBIBAThH ISl OpraHW3andd HHGPOPMALNH,
HMEIOLIEHCS B TOKYMEHTE, U CO3J[aHUs Pa3METOK CTPAHHIBI C PACIIOIOXKE-
HHEM TeKcTa U rpadMKy B MIPUMBIKAIOIIUX cToyIONaX. B Tabnuie penakro-
pa, Kak ¥ B JJIEKTPOHHOM Tabuuie mnporpammbl Excel, ocHoBHas pabora
BBITIOJIHAETCS CO CTPOKAMU M CTOJIOLIAMH STUeeK.

Jnst coznanusi MPOU3BOIBHON MPSIMOYTOJIBHON TaONUIBI BBITIOJIHUTE
cienyrouie 1eHCTBUS:
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1. VYcraHnoBute Kypcop Ha TO MECTO B JOKYMEHTE, B KOTOPOM HY)KHO
C03/1aTh HOBYIO TaOJIHILY.

2. Haxkmure KHONKY - [E - JobaBuTH TA0JIMIY HaHeN!
WHCTPYMEHTOB. DTOT BapHaHT CO3JIaHMs TaOJUIBI JaeT BOZMOXHOCTH 3a-
JIaTh TOJIBKO J0 4 CTPOK M 5 CTONOIOB, BEIOOP KOTOPHIX NMPOM3BOANUTCS B
MEHIO, OTKPBIBAIOIIEECs TIPSIMO HA MTaHETIH HHCTPYMEHTOB.

3. Bo BTOpOM BapWaHTe MIEJIKHATE MyHKT J[00AaBUTH TAOJIHMILY
I'maBHoro menro Tabamua, kak mokazano Ha puc.49. Takoi BapuaHT 00-

Jee yHUBEpCaJeH, MOCKOJIBKY ITO3BOJIIET 3a/1aBaTh HMPOU3BOJIHOE YHCIIO
CTPOK H CTOJIOIIOB.

zoll Wosd - WIHDMET-1
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Puc.49. Menro 106aBieHust TaOJIHILIEL.

4. Tlocne BbINOJNHEHUS I1.3 B NOSBUBIIEMCS OKHE BeraBka TadJum-
1Bl 3a71aliTe HY)KHOE YHACIIO CTPOK M CTOJIOIOB TaOJHIIBI M HAXXMHUTE KHOTI-
Ky OK.

Koraa B mokyMeHT BCTaBisieTcs ITycTas HOBas TabiHLa, Kypcop Io-
MEIIAETCs B €€ MEPBYIO sIUeHKy. MOXKHO TYT K€ HAYMHATh BBOAUTH TEKCT
win 1udposyto uapopmanuto. "Ilo ymomuanuio" TabauIa uMeeT odopam-
JICHUE TOHKOW YEePHOH JIMHUEH, HO THI 00OpaMJICHHUS] BCET1a MOKHO H3Me-
HUTHh C TIOMOIIBIO NMyHKTa ABTO(opMaT Tabauubl pasgena Tadauma

116



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

I'maBHOTO MEHIO WJIM UCIOJNIB3Ys KHONKY BHelIHHe rpaHMIbl TaHeIn HH-
cTpymeHTOB POpMaTHpPOBaHMe.

Ilepemenienue mo Tadauue

B OonbIIMHCTBE CiydaeB IepeMelleHHe IO TaOJHIE BBITOIHSIETCS
Kak ¥ B JPYI'HX MecTax JIOKYMEHTa C IOMOIIbIO MBIIIN WIH CTPEIOK
YIOPaBJICHUS SKPaHHBIM KypcopoM Ha knaBuaType. "Hymepauus" sdeex
OCYIIECTBIISICTCS ClIeBa HANPABO 10 CTPOKE M CBEPXY BHM3 IO CTOJOLAM.
Ecnu B Tabuuiie Tpy cTONONIA M TPU CTPOKH, TO, HAIIPUMED, IIATOM KIETKOH
Oyzer srueiika, HAXOMAIMIASACS BO BTOPOM CTOJIONE BTOPO cTpoku. CTpokn
HYMEPYIOTCSI CBEPXY BHH3, a CTOJIONBI clIeBa Hampaso. [l BBIMOIHEHMS
BBIYUCIICHIH B TaONHIlE MCHONB3YETCS] HECKONBKO Ipyras "Hymeparus'
kieTok. CTpOKH 10 - MpekHeMy 0003HavaroTcs nudpaMu CBepXy BHH3, a
CTOJIOIBI CIeBa HampaBo OykBamu JaTHHCKOTO andasuta - A,B,C,.D u T.1.
Takum oOpa3om, nepBelii crosber o0o3HauaeTcs OykBOH A, BTOpol Oyk-
Boii B u 1.n. Temepp msATas KieTka OMMCAaHHOW BhINIE TaOIMIBI OyAeT
umets aapec B2, nepsasg Al, a, Hanpumep, nocnenHsas umeeT aapec C3.

Jns mepemenieHust Mo TaONHIE IIETKHUTE MBIIIKON IO sueiike, Ha
KOTOPYIO HY)XHO HEPEMECTUTHCS, T.€. YCTAHOBUTH Ha HEe KPAHHBIA Kyp-
COp, WIN HaXMHTE OAHY W3 CIEAYIOIUX KJIaBUIIEH, MM KOMOHMHAIHIO
KJIaBHIIL:

1. Crenyromast staeiika TaGmuIBl (CIpaBa OT TEKYIIEH B TOM ke
CTpOKE WJIH NepBast siueiiKa CIeAyIoIei CTPOKHN) - HaXMHTE KiaBuiny Tab.

2. Tlpenpiaymas syeiika TabHMIbl - HAKMUATE KOMOMHALUIO KIIABHIII
Shift + Tab.

3. Tlpensirymas (BbIiie TEKyIeil) Wi cleaytommas (HIKe TeKyIIei)
CTpOKa - HaxkMHuTe KiaBuiry CTpenka BBepx win CTpeiaka BHU3.

4. TlepBblii (JeBBIH) CTOMOEI TAOIHMIBI - HAKMUTE KOMOWHAIIHIO
knasui Alt + Home win Alt + 7 Ha 1iudpoBoit kiaBuarype.

5. Tlocnemuwuii (paBblii) CTOIGEI TAOIUIIBI - HAKMUTE KOMOHHAIIHIO
knaBui Alt + End wau Alt + 1 Ha nudpoBoi KiaBuatype.

6. TlepBas (BepxHsisi) siueiika cTo0La TaOIHIBl - HAXMHUTE KOMOH-
Hanuto kasum Alt + Page Up mm Alt + 9 na undpooii kinaBuatype.

7. Tocnennsas (HWKHsA) sUeiKa CTOIOLA TAOIUIBI - HAKMHTE KOM-
omnaruio xraBum Alt + Page Down mmu Alt+3 Ha mudpoBoii KitaBuaType.

Ecnu B sueiike mMeeTcs TEKCT, TO MpH HakaTWW KiaBuml Tab wmm
Shift + Tab on Oyzxer BbimeneH. Eciau Kypcop HaXOOUTCS B MOCHEIHEH
siyelike TabIuIbl (TIPaBblid HIDKHUHN yrod), Haxxatue kiaBuim Tab gobaBut
HOBYIO CTPOKY.
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Ha6op Texcra B TaGIMIE

[Tocne cozmanust TaGIUIBI €€ MOKHO 3aMOJIHATH TEKCTOM WITU JPYTH-
MU JaHHbIMH. [1J11 HabOpa TeKcTa B TAOJIMIE TOCIEI0BATEILHO BBITOIHH-
Te€ cleayroume AeiCcTBU:

1. s Toro, uToObl HaYaTh HOBBIA a03all B JIIO0OM SUeHKe, HAKMHU-
Te knaBuuly Enter.

2. Eciu Hy)XHO BCTaBUTBH IyCTOM ab3all WM CTPOKY Iepen Tabim-
e, ¢ KOTOpOH HayMHAaeTcs AOKYMEHT, YCTaHOBHTE Kypcop B TIEPBYIO
SIUEHKY M HA)KMUTE KiaBuily Enter.

3. BBoj JaHHBIX WM TEKCTA B TaOJIMIy MPOU3BOIAMUTCS C MOMOIILIO
1rQpoBoii 1 andaBUTHON KIIaBHATYPBHI.

4. Jlist TOro, 4TOOBI BCTABUTH B AUCHKY CHMBOJI TaOYIISAINH, HaXKMH-
Te koMmOuHarwo kinasum Ctrl + Tab. Eciu B siuelike yxe ecTh 3HaK Taly-
nsn, To Haxkatue kinaBum Ctrl + Tab mepemectuT Kypcop Ha ciemyro-
YO TIO3UITUIO Ta0YJIATOpa M BCTABUT CUMBOJ TaOYIIAIINH.

Bbiesnienne siueek, CTPOK U
CTOJI01I0B

Tekcr uiu rpaduka BbLACISIOTCS] BHYTPH STYEHKH TaOJIUIBI TAKUM HKe
00pa3oM, KaK U B JIF0OOOU APYroi 4acTu JOKyMeHTa. J1Jis BhIACICHUS sTucii-
KU [EJTMKOM, BKIFOUAsi MapKep KOHI[A SYeHKH, CTPOKH WM CTOJIONA Tao-
JIMIBI, BKJIFOYAsi WX MapKephbl, ¢ MOMOIIBIO MBIIIA BBIMOJHUTE OJHO U3
CIeIyIOUINX JeCTBUIA:

1. st Toro, 9To0BI BBIACTUTH SMEHKY - HICTKHATE HA HOJIOCE BBIAC-
neHns TpeOyeMol sS4elkd, KOTopash HaxXOIWTCS ClieBa BHH3Y KaXIOH
STYEHKY TaOJIHIIEL.

2. Bblgenurh CTPOKY - IIEJIKHUTE HA II0JOCE BBIICIEHHUS CTPOKH
(cmeBa OT CTpOKM BHE TaOJHMIBI, KOTJIa KYypCcOp NPEBPATUTCS B MPaBYIO
BEPXHIOIO CTpenKy). T.e. BBIIEJICHUE MPOM3BOAUTCS TOYHO TaK XKe, Kak
BBIJICJICHUE JII000H CTPOKM OOBIYHOTO TeKcTa. Mim mocraBbTe IKpaHHBINA
Kypcop B JII00yI0 KJIETKY HY)XHOH cTpoku M B ['maBHOM MeHto Tadamma
BbIOEpUTE KOMaHIy BbIIeuTh CTPOKY.

3. HeckombKO CTPOK - MPOTAIWTE MBINIKY [PH HAXKATOH IJICBOM
KHOIIKE Ha I10JIOCE BBIICNICHNS CTPOK CJI€Ba OT HUX BHE TAOJIHIIBL.

4. Ecau TpeOyeTcsl BBIACIUTD ONMPEICICHHBIA CTONOCI - MICIKHATE
Ha BEPXHEW JIMHUM CETKU TaOJMIIBI, KOTa Kypcop MBIIIN TPEBPATUTCS B
YepHYI0 BEPTHKAIBHYIO CTpENKY, HampaBieHHYI0 BHHU3. Vnm moctaBbTe
9KpaHHBIH Kypcop B JIIO0YIO KIETKY HY)KHOTO cTOJIONA U B [ TaBHOM MEHIO
Tabauna BeiOepruTe KOMaHy BoiieanTs croaden.
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5. HeckombKO CTONOMOB - MPOTAIIXATE MBIIIKY TP HAKATOU JICBOM
KHOITIKE 10 BEpXHEH rpaHMile TaONMIpl, KOTJa JKpaHHBIH Kypcop HMeeT
(hopMy uepHOIl CTpesTKH, HarpaBIeHHOI BHU3.

6. HeckoibKo siueek, CTPOK WM CTOJIOLOB - YIEPKHBAs HaKaToM
JIEBYIO KHOIIKY MBIIIH, TIEpeMeLaiiTe ee yKka3aTeab [0 s4elKkaM, CTpOKaM
WM cTOJI0IaM.

Bcro Tabnuiry MOXXHO BBEIIENNTH, IOMECTHB KYpCcOp B JIO00E MECTO
TabIUIBI ¥ BEIOpaB B [ maBHOM MeHIo Tadauua xomanny Beigeants Ta6-
Juny.

Juis BeIgeneHus B TaONHIBI C TIOMOIIBIO KIABHATYPHI BBIIOIHUTE
CIeAyIoIINe N1eUCTBUS:

1. Jnst Toro, 4To6bl BHLIEIUTH COAEPKUMOE CIIEAYIOLIEH 3aI0IHEH-
HOH sTYeHKH - Ha)XMHTE KiiaBury Tab.

2. BbIIENUTh CONEPKUMOE TIPEABIIYIICH TUCHKH - HAXMHUTE KOMOU-
Harmro kiasum Shift + Tab.

3. BbigenuTh BCIO TAONHUITY - HAKMHUTE KOMOMHAIUIO KiaBuil Alt+5
Ha nupOBOH KIaBHAaType.

4. TIpoJOJKUTH BBIICIEHHUE HA COCEIHUE AUCHKH, YCPKUBasl HaXa-
Toi knauury Shift, Ha)KMuUTE HY)KHOE YUCIO pa3 OAHY M3 KJIABHUII CO
Crpeskamu BBepx nid Bams.

5. Beimenuth cTONOCI - YCTAHOBHUTE KypCcOp B BEPXHEH WITH HIDKHEH
s4Yeiike cronmoua. YaepxuBas Haxartoi kimaBumry Shift, HaxxMuTe Hy)XHOE
9ucio pa3 (CTONBKO, CKOJBKO KIETOK B cronoOie) kiapumry Crpeka
BBepx mwin CTpeJika BHU3.

6. Beizenuth CTPOKy 6e3 MapKepa KOHI[A - yCTaHOBUTE Kypcop B Jie-
BOW WM NpaBOM sueiike CTpOKH. YjepxuBas Haxarod kiasuury Shift,
HOKMHTE HYXHOE YUCIIO pa3 (CTOJIBKO, CKOJIBKO KJIETOK B CTPOKE) KIIaBH-
my Ctpesika BJieBo win CTpeska BnpaBo. JlJis TOro, 4ToObl BKIIOYHUTD B
BBIJIEJICHNE MapKep KOHIA CTPOKH, HAXMUTE €IIe pa3 yKa3aHHBIE KIIaBH-
IIH.

Ynanenue Tekcra B TA0IHIIE
Jis ynaneHust TeKCTa U3 TaONMUIBI, @ B HEKOTOPBIX CIyYasX CTPOKH
WK CTOJNOIA IETUKOM BMECTE C JAHHBIMH BBIIIOJHHUTE OJHO W3 CIETYIO-
IIUX JTEWCTBUN:
1. s Toro, 4roObl yOaduTh TEKCT B sYEHKE, BBIICIUTE TEKCT, Ha-

IpUMep, MBIIIKOM, a 3aTeM Haxmurte Knasumy Backspace nim Delete Ha
KJIaBUaType.
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2. VaanuTh TEKCT B CTPOKE, OCTaBHB CTPOKY ITyCTO, BBIICIHUTE
SIYCHKH CTPOKM, KaK OMKMCAaHO B .6 mpenmpiaymiero maparpada, a 3aTeM
HakMuTe Knasuiry Delete.

3. VaanuTh CTPOKY TEKCTa MOJHOCTHIO (HE OCTaBJIss MyCTON CTpO-
KH) - BBIZICITUTE CTPOKY, IICTKHYB CJICBa OT HEE, YTOOBI BKIIFOUUTH B BBIJIC-
JICHHE MapKep KOHIIA CTPOKH, a 3aTeM BBIOCpUTE KOMaHIy BrIpe3aTh u3
meHio IIpaBka win menTKHUTE KHONKY BhIpe3aTh Ha CTaHOAPTHOH MaHe-
JM MHCTPYMEHTOB, WU UCTONB3yiiTe [JnHamudeckoe - KoHTeKkcTHOE Me-
HIO, LIEJIKHYB IIPABOM KHOIIKOM MBIIIN B I10JI€ BBIAEICHUS U JIEBOW KHOII-
KO BEIOpaB IyHKT Y AAJIMTh CTPOKY.

4. VYnmanuth TEKCT B CTOJOIE, OCTABHB CTOJIOCI] IyCTHIM - BBIICITATE
SIYCHKH CTOJIONA, KaK OMICAHO B I1.5, a 3aTeM HakMuTe Kiasuiny Delete.

5. VYmamuth cTojber TeKCTa EeTUKOM (HE OCTaBIsIsl IyCTOro CTOJI0-
1[a) - BBIICJIUTE CTOJIOCI] JIFOOBIM CIIOCOOOM, a 3aTeM BHIOEPUTE KOMAaHIY
Bripesats u3 ['maBHoro mento IlpaBka unu HaxMuTe KHONKY BhIpe3aTh
MaHeIN WHCTPYMEHTOB, WM UCHONB3YHTEe B JJMHAMUYECKOM MCHIO ITyHK-
Tbl BpIpe3aTh win YaaJauTh cTo/10el.

JobGaBienue siueexk B TA0JIMIY

Jl06aBATh SYCHKH B CYIICCTBYIOIIYIO TaOJIHUIly MOXKHO B IPOIIECCE
paboThI ¢ HEH, MCMONb3ys MyHKT Jl00aBUTH AYeiikH [J1aBHOrO MEHIO
Tabonuma. OTkpbeIToe HHcHanatoniee MeH [naBHoro menro Tabauma
nokasaHo Ha puc.50.

s Toro, 4ToOBI TOOABUTH HOBYIO SYCHKY WM SYCHKH B TaOIUILY,
BBITIOJTHUTE CIEAYIOLIUE ACUCTBUS:

1. Bsimenure s9eiKy WK SUSHKH (B CTPOKE WIIM CTOJIOIIE), BKITFOUAS
MapKep KOHIa SYCHKH, 32 KOTOPHIMH HEOOXOINMO BCTaBUTH HOBBIC STUCii-
KU. BblaenuTe cTONbKO sueeK, CKOJIBKO HY>KHO BCTaBUTb.

2. Tlocne BoieneHust GII0Ka SYEEK BBITIOIHUTE OAHO U3 IBYX NPHUBE-
JICHHBIX JEUCTBHI:

1) Haxmure kHOnKy /1060aBUTH STYeiiKM CTaHAAPTHOMN IMTAHENH WH-
CTPYMEHTOB.

2) B I'maBrom wmento Ta6auma BeiOepuTe KomaHmy J00aBUTH
STYCHKH.

3. Ha skpaHe TOSIBUTCS JOIOJHUTEIBHOE OKHO, B KOTOPOM HAJI0
BBITTIOJTHUTH OJHO U3 JIEUCTBUM:

1) Jlns Toro, 4TOObI BCTAaBUTh HOBBIC STUCHKH CIICBA OT BBIJCICHHBIX
- IIEIKHUTE MBIIIKOW MyHKT CABUraTh siueiiku BIPaBo.
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2) BcTaBuTh HOBBIC SYEHKH HaJ BhIACIEHHBIME - CABUTaTh siveii-
KM BHU3.
4. Hocne BBITIOJIHCHU AL Hepe'—II/ICHeHHLIX BBIIIIC yCTaHOBOK HAXXMUTEC
kaonky OK.
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Puc.50. JToGaBiieHrEe HOBBIX slYCEK
B TaOmwIy.

JobGaBienne cTpok B TadJiMue

B mporecce paGoTel MOXKHO J00aBISATH HOBBIE [IOTIOJHUTEIHHEIC
CTPOKH WJIM OJJHY CTPOKY B CYILIECTBYIOIIYIO Tadmuiy. st TOro, 4roOsl
JI00aBUTHh HOBYIO CTPOKY, B KOHIIE TaOIHIIbI TIOCTaBbTE SKPAHHBII Kypcop
B €€ NOCIIE/IHIOI0 KIIETKY U Ha)XMUTE KiaBuiny Tab.

st noGaBiieHHst CTPOKH WM CTPOK B IPOU3BOJIBHOE MECTO TaOJIHIIBI
BBINOJIHUTE CIEAYIOUINE JEHCTBUS:

1. Bsimenure CTPOKY WITH CTPOKH, Hal KOTOPHIMH HY>KHO BCTABHTh
HOBYIO CTPOKY WJIM CTPOKH. BbIENnTE CTOJIBKO CTPOK B TaOJHUIIE, CKOJIb-
KO HY>KHO TOOAQBHTb.

2. Tloce BBIIEICHHS CTPOK BBITIOIHHUTE OJHO M3 JBYX JCHCTBHIA:
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1) Haxmute kHONKY BeTaBka €TPOK CTaHIAPTHOW MaHENN HWHCT-

PYMEHTOB.
2) B I'maBoom wmenio Tabuuma BbeiOepute KomaHny Jo06aBUTH
CTPOKH.
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Puc.51. MeHto 1o6aBieHus] HOBBIX CTPOK
B Ta0JHITy.

Ilocne BBINOTHEHHBIX JEHCTBUN HAJ BBIIEICHHOHM CTPOKOM WIH
CcTpoKamu OyJeT BCTaBJICHA HOBas CTPOKA WM CTPOKHU. Sdeiiku B moOaB-
JICHHOH CcTpoke OyAyT MMeTh (GOpPMATHPOBAHHE SUEEK BBIICICHHOW CTpO-
ku. OTKpeITOE HUCTanamomee MeHo Tadauna, ncnoip3yromeecs s J10-
0aBJIeHUsI CTPOK B TaOIHILYy, IOKa3aHO Ha puc.51.

JloGaBJieHre HOBBIX CTOJIOIOB
B Ta0JIMLy

CTon01bI MOXKHO TOOABJISITh B MPOU3BOJIEHOE MECTO BHYTPH CYIIECT-
BYIOIIIEH TaOJMIIBI MK B €€ KOHIIE, T.C. CO3/IaTh HOBBIM CTOJIOCI C IpaBOd
CTOpOHBI TaOIHUIEl. HOBEIN cTomOen BHYTPH TaOIHIIEI BCETAa BCTABIACTCS
cJIeBa OT BBIJICJIICHHOTO.

Juist moGaBieHUs CTONOIOB B TaOJMUITY BBHIOJIHHUTE CICAYIOIINE M-
CTBUS:
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1. Beigenure cronben Wi IPyINly CTOJOIOB, CI€Ba OT KOTOPBIX
HY>XHO BCTaBUTb HOBBIHN CTOJ'I6eI_[ NI CTOJ'I6I_[I:I. Hy)KHO BbIJICJIUTH CTOJIb-
KO CTOJIOIIOB, CKOJIBKO TpeOyeTcs 100aBUTh HOBBIX CTOJIOIOB B TAOJHILY.

2. Ilocne BBIACJICHUSA BBIIIOJIHUTE OAHO U3 NPUBCIACHHBIX HUXKC }1617[-
CTBHil:

1) Haxwmure xHOnky /[00aBHTH CTOJOIbBI CTAaHAAPTHOW IMAaHEIH
WHCTPYMEHTOB.

2) B I'maBHOM MeHI0 B pa3zmerne Tadauua Boibepure xomanay Jlo-
0aBUTDb CTOJIOLBI.

CieBa OT BBIJIENEHHOIO CTOJIOLA WIIM CTOJIOLIOB OyJneT BCTaBleH
cronbern (CTosOLbl), MPUYEM B TaOIIUIIe MOXKET ObITh He Oonee 31 cTono-
na. OTkpbITOE HUCHAAawoIee MeHlo Tadauua, ucnonp3ytoeecs Ui 10-
OaBiieHMsI CTOJIOIA FITH CTOJIONIOB B TAOJHINY, TOKa3aHO Ha puc.52.
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Puc.52. Menro 1o6aBiieHus CTOIOIOB B TAOJHILY.

Jist Tor0, 9TOOBI TOOABUTH CTONIOCII CIIPaBa OT TAOJIUIII, YCTAHOBUTE
SKpaHHBIA Kypcop 3a MOCIEeTHHM CTONOnoM. Bribepute xomanay Bbime-
JMTh cTo0el n3 [masHoro mMenro Tabuamma, a 3aTeM HaKMHUTE KHOIKY
J00aBUTH CTOIONUBI CTAHOAPTHOHN MMaHEIW MHCTPYMEHTOB HIIM BBHIOEPHTE
COOTBETCTBYIONMH MyHKT [ TaBHOTO MeHIo Tabauna.
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YnasieHue siueeK, CTPOK M CTOJOLOB

HekoTopbie BO3MOXKHOCTH Ui YAAJICHHUS CTPOK M CTOJIOIIOB OBLIH
omucaHbl paHee B maparpade "Yganenue Tekcta B Tabnuie". OCTaHOBUM-
csl 3/1eCh Ha JPYTHX Croco0ax yAaleHHs DIIEMEHTOB (S4eeK, CTPOK HIIH
CTOJIOIOB) TAOJIHUIIHL.

MOXHO yAanuTh TPYHIIY COCEAHUX SYECK, CTPOK HJIM CTOJIOIIOB B
TaOJUIIe, UCTIONB3YS CICIYIONIUE ICHCTBUS:

1. Beigenure ypamsieMyro sMEiKy WM SYCHKH, BKIIOYUB B BBIEIC-
HUE MapKep KOHLA SYEHKH.

2. B TI'maBaOoM MeHto penakropa Tadumua Beibepute KoMaHIy Y aa-
JIMTH STYeKH.

3. B nosABHBIIEMCS OKHE BBIIIOJIHUTE OJHO U3 CIEIYIOUIUX JIEHCT-
BUI:

1) [ns Toro, 9ToObI IEPEHECTH SUCHKH, PACTIONIOKEHHBIE CIIPaBa OT
yAaIIeMbIX S9eeK, Ha MECTO YIASIEMBIX - BBIOEpHTE IYHKT
CaBurartnb BJI€BO.

2) Ilepenectn s9eiiky, pacroioKEHHBIE MO YAAIAEMBIMHU SUeHKa-
MH, Ha MECTO YAaSIeMbIX - BBIOEpUTE (IIETKHUTE MBIIIKO)
myHKT CABUIaTh BBEpX.

3) Ecau HYXHO yJaluTh CTPOKY WMJIM BBIACICHHBIE CTPOKH - BbIOE-
pUTE MYHKT YAAJIHUTH BCIO CTPOKY.

4) [ns Toro, 4TOOBI YAAIUThH CTOJOEI WU BBIACICHHbBIE CTOJIOIBI -
IIEKHATE KOMaHy ¥YIaJIuTh BeCh CTOJI0EN.

4. Tlocne CACJIAHHBIX YCTAHOBOK Ha)XMHUTC KHOIIKY OK OTKPBITOT'O
OKHa yJaJICHU:.

Ctpokr wiH cToNOUBl B TaOMWIle MOTYT OBITh YIAJCHBI U APYTHM
CIOCOO0M:

1. Brigenure B TabNMIE yAAIAEMBIE CTONOLBI UM CTPOKH, BKIIKOUAS
MapKep KOHIIa.

2. B I'maBHoMm Menro TaGumma BBINOJHWTE OJHO M3 CIIEAYIOIINX
IEUCTBUIL:

1) Jns ynmaseHHs CTPOKH WM CTPOK - BBEIOEpHTE KOMaHAy YAa-
JIMTH CTPOKH.

2) Jns ynaneHus cToiONA MM HECKOJIBKHUX CTOJIOLIOB - IICIKHHUTE
10 MTyHKTY YAAJMTh CTOJOLBI.
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Iepenoc niu KOMUPOBaHHE STY€EK, CTPOK
H CTOJIONIOB

[TepeHocuTh WM KOMMPOBATh TEKCT WM rpadMKy BHYTPU TaOIUIIBI
MOXHO JIFOOBIM METOJ/IOM, IPUMEHSIEMbIM ISl IPYTUX 4YacTel TeKcTa Jo-
kyMmeHTa. IlepeHOCHUTh WM KONHMPOBATh LENble SYEHKU, CTPOKU WU
CTOJIOLBI [IETMKOM BMECTE C UX COAEPKMMBIM MOXKHO CJIEIYIOIIMM 00pa-
30M:

1. Bsigenure sUekd, CTPOKH MIIH CTOJOIBI, KOTOPEIE HYKHO TIepe-
HECTH WU CKOIIMPOBATh.

2. VcTaHOBHTE KYPCOP MBIIIKKA HA BBIJEICHHE W BBITOIHUATE OIHO
W3 IBYX JEHCTBUM:

1) s Toro, 4ToOBI NEPEHECTH BBIJICJICHNE - IEPEMECTHTE €ro Ha
HOBOE MECTO, YJepKUBas HAXKaTO! JIEBYIO KHOIIKY MBIIIH.

2) CxomupoBaTh BEIJENCHUE - YepKUBast HaxaToi kinasuiry Ctrl u
JIeBYI0 KHOIIKY MBIIIH, IEPEMECTUTE BBIICIICHHBIH OJIOK HA HO-
BOE MECTO.

Eciu BBI BBIAGIWIN TOJBKO TEKCT BHYTPH SYEHKH, 3TOT TEKCT 100aB-
JseTcs B HOBOe MecTo 0Oe3 M3MeHeHHs (opMaTHpOBaHMS HMEIOIIETOCs
Tekcra. OfHAKO, €ClU B BBIACICHHE MONAJaeT MapKep KOHLA sSYelKu, Ie-
PCHOCUMBII TEKCT 3aMEHSET CYLIECTBYIOMIMN TEKCT u (opMaTUpoBaHHE
BBIJICJICHHOTO TEKCTa TIEPEHOCUTCS] HA HOBOE MECTO.

[epeHoCcHTh WM KOIMPOBATh SUYEHKH, CTPOKU WM CTOJOIBI MOXKHO
TaK)Xe C IMOMOIIbI0 KHOTIOK Bhipe3sats, KonupoBats u BeraBuTh cran-
JIApTHOW TNaHeM MHCTPYMEHTOB, TaKuX kK€ KoMaHJ u3 [J1aBHOro MeHIo
IIpaBKka WM aHATIOTUYHBIX MYHKTOB JJHHAMHYECKOTO MEHIO.

Yka3aHHBIC IEHCTBUS MOYKHO BBIOJIHATh H C IOMOIIBIO KOMOMHALIMI
KJIaBUII (OHU OBUIM OMHCAHBI paHee MPU PadOTe ¢ TEKCTOM IOKYMEHTA),
MO3BOJIAIOIINX BBIPE3aTh, KOMUPOBATH M BCTABJIATH BBIIEICHHBIE OJOKH
KJIETOK TaOJHIIBI, CTPOK U CTOJIOIIOB.

HN3meHeHNe LIMPUHBI CTOI0LA

MOKHO yKa3bIBaTh LIMPHHY CTOJIOLIOB C IMOMOIIbIO KOMaH/bl Brico-
Ta ¥ WMPUHA sAYelikn u3 ['nmaBHoro menro TaGamua. s u3MeHeHUS
NIMPUHEI CTOJIONA BBIACTUTE ero U B nojokHe CToJiden, okHa BeicoTa n
IHPUHA TYEKA YCTAHOBUTE TPEOYEMYIO IIMPHHY, a 3aTEM IIEIKHHUTE IO
kaonke OK. OkHO ycTaHOBKH WM BEIOOpa MIMPHUHEI CTONONA TTOKA3aHO Ha
puc.53. Kpome Toro, it W3MEHEHHS ITUPHUHBI CTOJIOIA TaOIUIBI MOXKHO
MOJTb30BaThCsl MBIIBI0. C ee MOMOIIBI0 MOXHO MEPeTaCKUBATh TPAHUIIBI
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CTOJIOLIOB B JIOKYMEHTE HJIH TepeMelaTh MapKephbl CTOJIOIOB HA TOPH30H-
TaJbHOM JTUHEHKE.
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Puc.53. OKHO yCTaHOBKHM IIMPHHBI CTOJIOLIA.
J71st 5TOTO BBIMOJIHUTE OJTHO U3 IBYX JACHCTBHIA:

1. VcraHoBuTEe Kypcop MBINIM Ha TpaHuily crojbma. Korma ykasa-
TE€Jb MBIIIY U3MEHUT CBOM BUJ U CTAHET ABOMHOI rOPU30HTANIBHON CTPE-
KOH, IIepeMecTHTe TPaHHUITy CTOJIONA BIEBO MM BIPABO, yIEPKUBAs HaXa-
TOH JIEBYIO KHOIIKY MBIIIKY.

2. VcraHOBHTE Kypcop Ha Mapkepe CTOJI0Ia Ha TOPH3O0HTAIBHON
JUHEWKE HaJ| TPaHUIled COOTBETCTBYIOmIEro croyibma. Korma ykasarens
MBI U3MEHHUT CBOM BUJ U CTAHET ABOMHOI rOPU30HTANIBHON CTPEIKOi, a
Ha DKpaHE TMOSBUTCS MYHKTUPHAs BEPTUKAIbHAsl JIMHUS, TEPEMECTUTE
MapKep BJIEBO WM BIIPAaBO, yIEPKUBAsi HAYKATOU JIEBYIO KHOIKY MBIIIKH.

Ecnu BEI mepemMecTuTe TPaHUITY CTONONA BICBO WM BIIPABO MBIIIKOM
WM C MOMOLIBI0 KOMaHAbl BbicoTa M mupuHa siueiiku u3 [1aBHoOro me-
Hio Ta6auna, 570 He M3MEHHT OOuIed MMPHUHBI TaOiuIBl. V3MeHUTCs
JUIIG MIMPHHA CTOJOIOB, HAXOISIIUXCS CJIeBa M CIIpaBa OT M3MEHSIEMOMU
rpanunsl. [lpun mepememennn mMapkepa cToaOna Ha TOPH3OHTAIBHON JIH-
Helike 00Ias MupUHa TaOIUIbl OyaeT MEHAThCA. 111 TOro, YTOOBI H3Me-
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HUTh IIMPUHY TEKYLIEro CTOJOIA MBIMIKOM, W3MEHss OOLIyI0 IMIUPHHY
TaOIUIIBI, yAepKuBaiiTe HaXkaTol KiaBumry Shift.

HN3meHeHMe HHTEPBaJIa MEXKIY
CTOJI0OAMH

[TycTble MHTEpBaIBI MEXKAY CTOJIOLAMH YIYYIIAalOT HArJISAHOCTh Ta0-
JIMILBI, OCOOEHHO €CIIM BBl PELIMIIM HE MCIOJIb30BaTh 0OpaMIIeHHE MM 3a-
nojHeHue. Jisg M3MEHEeHWsI MHTepBajla MEXIy CTOJIOIAaMH BBIOJHHUTE
CJICyIOIIHE ACHCTBUS:

1. VcraHoBHUTE SKpaHHBIA Kypcop B HY)KHBIH CTOJGEN BHYTpU Tab-
JIULIBL.

2. B T'maBHom Mmenio TaGauma Boibepute Komanay BbicoTa u mm-
pHHA SYelKH.

3. B nosiBUBHIEMCSI OKHE MepeiiuTe Ha BKIAJAKY - MOoJ0KHO CTOJI-
oeir.

4. B mose BBoga UHTEpBAT MEKAY CTOIOUAMH HAOEPUTE WM BbI-
OepuTte pa3mep HHTepBaia, a 3aTeM HaxmuTe KHonky OK.

HNuTepBan u 0TCTYN TeKCTa BHYTPH siU€EK MOXKHO YCTaHABIMBATh Ta-
KHUM e 00pa3oM, Kak ¥ B OCTaJbHOW YacTH JOKYMEHTa C IOMOIIBI0 KO-
MaHapl A03an u3 ['maBHoro meHto @opmar. Hanpumep, MOKHO ycTaHO-
BUTbH OTCTYT JIJIsl TEKCTA B IEPBOM CTPOKE AUYECHKHU.

HN3MeHeHHE BBICOTHI CTPOKH

BricoTa Kax10# CTPOKH TaOJIUIIBI OOBIYHO 3aBUCHT OT COJEP>KUMOTO
SYeeK B ITOM CTPOKE M XapaKTEepHUCTHK ab3ama 1o M mocie Tekcra. [
TOTO, YTOOBI U3MEHUTH MHTEPBAJT HAJ WM 1O TEKCTOM CTPOKH WM B OII-
peneneHHon sueiike, MOKHO HCIOIb30BaTh KoMaHAy A63an u3 [maBHOTO
MeHo ®opmar. Ilepen npuMeHeHEM 3TOM KOMaH[bl HY>)KHO YCTaHOBUTH
KYPCOp B OIIPENEICHHYIO IYEHKY WU BBIIEIUTH CTPOKY.

Kpome Toro, Mo>kxHO TOJJaBUTh aBTOMAaTHYECKYI0 HACTPOHUKY BBICOTHI
¢ nomornreio BkIaaku Crtpoka B auanore Beicora M mmMpuHa siyeiiku
(I'maBHOe MeHI0 Tadama), OKHO KOTOPOTO ITOKa3aHo Ha puc.54.

Kpome Toro, mist M3MeHEHHsS BBICOTBI CTPOKM MOKHO BBINIOJIHUTH
CJIETYTOIIHE ACHCTBUS:

1. Beigenure CTPOKY WM CTPOKH, B KOTOPBIX HY)KHO H3MCHHTH BbI-
COTYy.

2. B I'maBHom menro Tabauna Beibepure koMaHay BbicoTa u miu-
PHMHA sTYeiiKH.
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3. Tlepeiimure Ha BKianky CTpoka, a 3aTeM BBITIONHUTE OAHY W3
[IPUBEACHHBIX HUXKE ONEPALIAI:

1) [ns Toro, 4ToOBI OTPEryJIMPOBATH BBICOTY CTPOK J0 BEIUYHHBI,

2)

MO3BOJISIIOIIEH BMECTHTh TEKCT WM IpaduKy, BKIIOYEHHYIO B
TM00yI0 CTPOKY - YCTAaHOBHTE PEeXHM ABTO B Tpynrne BbicoTa
CTPOKH.

3anaTh MUHAMAJIBHYIO BBICOTY CTPOKH - ycTaHOBUTE MHUHHMYM
B rpymnme BeicoTa cTpokn.

W Microsoft Word - WORDMET1 MEEE
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MOTO AUEEK f3aLa o U ocie
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TekcTa. M1 @ nopesonykpao ©nowshTpy ©no ppasony kpat | pOTIKY BBICOTBI €

THO OT COJEpKI-
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3)

4)

5)

Puc.54. OxHO N3MEHEHHS BBICOTHI CTPOK
B Ta0IuLE.

3arem HabepuTe WM BHIOCPHTE MOIXOAAIIYIO BBICOTY B TIOJE
BBOJIa 3HaueHne. Eciu copepxumMoe sTYeHKH BBIXOAUT 32 MUHU-
MaJbHYI0 BBICOTY, YCTaHABIMBAETCS BBICOTA, JOCTATOYHASA IS
BMEIICHUS HH()OpMAITHH.

3anate (MKCHPOBAHHYIO BBICOTY CTPOKH - BKJIIOUHTE PEKHM
TouHo B rpynmne BeicoTa cTpoku.

3arem HabepuTe WIM BhIOEpHTE TOAXOASALIYIO BBICOTY B MOJE
BBoJa 3HaveHue. Ecnu copepxumoe siUeiku He yMmeliaercs B
(UKCUPOBAHHOW BBHICOTE, HA T€YaTh OYJET BHIBEACHO TOIBKO TO,
YTO TIOMECTUTCS B STICHKE.
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4. Haxwmure xaonky OK OTKpBITOrO Ha 3KpaHe OKHa BbicoTa u
IIHMPHHA sTYeeK.

5. MoxHo, He 3aKpbIBasi OKHA JHaiora BeicoTa M mIMpuHA si4eii-
kH kHonkamu Ciienyromas crpoka win Ipeasinymas crpoka, nepeiitu
Ha JIpyTHe CTPOKH U BBINOJIHUTH TaM YCTAHOBKY BBICOTHL.

6. B muanore BpicoTa M HIMPHHA STY€EK MOXKHO TAKKE yCTAHABIH-
BaTh THIT BBIPABHUBAHHS TEKCTa B BBIJCICHHBIX JIEMEHTAX TaOJIUIIbI.

BeIcoTy siueek M CTPOK IOCIE UX BBIACICHUS MOKHO HU3MEHATH H C
IIOMOIIBI0 BEPTUKANbHOW JMHelku B Pexkmme npocmorpa Pa3merku
crpanunbl. Harpumep, B I'maBHOM meHto Bupa BeiOepute xomanny Pas-
MeTKa CTPAHUIbI WIH IIEIKHATE COOTBETCTBYIOLYIO KHOIIKY CJIEBA BHU-
3y CTPOKHU COCTOSIHUS U Ha BEPTUKAJIBHOW JINHEHKE NEPEMECTUTE MBILIKOM
MapKep CTPOKH.

JlobaByienne o0pamieHuii
B Ta0JMuy

JIMHUM CeTKH ceporo IBeTa B TAbJMIle, pa3Aeisomye SIeHKN Ha K-
paHe, Ha 1e4aTh HE BBIBOJSITCS M CITy’KaT TOJIBKO U 0003HAUCHHUS KIIETOK
IIPU pETaKTHPOBAHUH.

Jnst Toro, 9T0OBI BBIBECTH HA II€YaTh TOPU3OHTAIBHBIC U BEPTHKAIb-
HbIE JIMHUU MEX]y sTYeiiKaMH, He0OX0IMMO CO3/1aTh OOpaMiIeHHE IS siue-
ek Tabnuiel ("MO YMOSYaHUIO" TIPU CO3JaHUU TaOJHUIBI OHA 00paMIIseTCs
TOHKOW OJWHApHOW NHHKMEH). B HEKOTOPBIX ciydasx [uisi HoiydeHus: 6o-
Jlee 3aKOHYEHHOTO BHJa TaOJHIBI MOXXHO J00aBHUTH 3aroyiHEHHE - (HOH
BCEH TaOJIMIIBI WIIM HEKOTOPBIX OTAEIBHBIX KJIETOK, CTPOK MJIHM CTOJIOLIOB.
OTu [IefCTBHS MOXHO BBINOJIHHUTH ABTOMATHYECKH Ha OCHOBE CYILECT-
BYIOIIINX B PEOAKTOPE CTaHAAPTHBIX (POPMATOB TAOJUI WIN BPYUYHYIO C
TIOMOIIIBIO0 KHOMIOK TTAHEJIM HHCTPYMEHTOB, WM IyHKTOB | TaBHOTO MEHIO.

Jns aBTOMaTHueckoro ao0aBieHMS OOpaMIICHHMS W 3aIllONHEHHS B
Ta0JIMIIE BBINOJIHNUTE CIEAYIONINE ACHCTBUS:

1. VYcranosute Kypcop B Tabimile, B KOTOPOM HYKHO Clenath 00-
paMIICHUsI WK 3aIl0JIHEHHE.

2. B I'maBaom meHoo Tabauma BoiGepute komanmay ABTodopmMat
TaOIUIIBI.

3. B noue BBoa ®@opMaThl BEIOEPUTE MOAXOISIINI BH TAOIUIIBI C
HEKOTOPHIM CTaHIAAPTHBIM OOpaMjieHHeM W (WJIHM) 3al0JHEHHEM, IpUMep
KoToporo OyzaeT mokasaH B okHe O0pa3en. OkHO pexwnma ABTOdopmMAaT
TaOJIUIIBI IPUBEIEHO Ha pHc.5S.

4. Tlocne cuenaHHoro Bbibopa THia (opMara IMIEIKHUTE MBIIIKON
kHonky OK.
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Puc.55. Oxno ans BemonHeHuss ABTodopmara
TaOINLIEI.

JononHutenpHble napamerpsl opmara TabIHIBI MOXKHO YCTaHOBUTD
B pazzrenax Ucnosn3oBats u U3mMenuTs oopmiieHue.

Jnst co3nanmst pa3InYHBIX BUAOB 0OpaMIIEHUH M 3allOJIHEHHWH BBIjIe-
JICHHBIX JIEMEHTOB TaOJIUIIBI BPYYHYIO MOXKHO HMCIIOJIB30BaTh KHOIIKY ITa-
He WHCTPyMEHTOB BHeminue rpanuubl (oOpamieHue) mwin KOMaHIy
I'panunsl u 3aMuBKa (3anonHeHWE W oOpamiieHHe) n3 [ J1aBHOTO MEHIO
®opmat. OTH PEKXUMBI IPUMEHSIOTCS K BBIJEICHHOMY JJIEMEHTY TaOIH-
bl (suelke, CTPOKE WM CTOJNOIY) TOYHO Tak *e, KaK K BBIJCTICHHOMY
670Ky TEKCTa B JOKyMEHTE.

Bprunciaenus B Taﬁ.]]l/ll.le

MOosKHO OBICTPO CKJIABIBATh YKCIA B CTPOKAX M CTONOIAX TaOIHUIIbI,
BBIYUTATh, YMHOXAaTh M BBIYUCIATH CPEIHEC 3HAYCHUE, BBIYUCIATH IPO-
IIEHT, OTBICKUBATh MUHUMAJIFHOC U MaKCUMAaJIbHOC 3HAYCHUE JJIS MHTEP-
BaJIa sTueeK.

Kax u B Microsoft Excel, siaefiku o6o3HavarotTcs B Buae Al, A2, BI,
B2 u 1.1, rne 6ykBaMu 0003HAYAIOTCS CTONOLBI, a MU(PAMU - CTPOKH.
PaccmoTpuM HEKOTOpBIE OCHOBHBIE BO3MOXHOCTH IO BEIYHCICHHUSM B
Ta0IuIE.
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Jlnst HanGostee 4acTo MCHOMIB3yEMOT0 CYMMHUPOBAHHUS YHCEN B CTPOKE
WM CTOJIOIE BBITOJIHUTE ICHCTBU:

b bl W omil - WITHRDME 11 r :*
DeREsRY| T8 - (AEBEFRUA TS ™ - D4 KD

[oborensi ] troms o homers __E[11 xxy ES AW SEFF (02 - A WE E oo
L] (" IEEOENIENE RN [ B

B oxxa (POPMYITA nokasax Ha pre 30
]

(5

Supre e
iR g =5 - s
Word meram 22" 1 B BHJIE TIONS B SMeiky,
SODHAT N .
HA KOTOPYIO VEA' = {mar, Ha KOTOpHE IMeeTCH
bt . Bereone dywre:  DoTaenTe panaany P :
CCBITKA, H3MCHA I =T =l [eHIIT MOMHO OOHOBHTE.

BELAEIHE 310 1107, [ ] Lo |{t ALT+SHIFT+U

Py TR W E GrE MRt [ I TR TR
e |53 @8 WAL ) D ||[F e wod W B B av

Puc.56. Buag okHa [1j1g HalmucaHus
®opmy.Ibl.

1.  VYcraHoBuTE Kypcop Ha siueiike, B KOTOPYIO HEOOXOANMO ITOMec-
TUTH cyMMy. [Ipn 3TOM Tabauia qomKHA OBITh 3aI10JHEHA YHCITAMH.

2. B I'maBrom meHto Tabamma Beibepute xomanmy Popmyaa. B
nosiBuBIIEMcsl okHe Word aHanu3upyeT TabiauIly W NpeislaracT COOTBET-
cTByIOIYyI0 popmyity B nojiie @opmysia. Hanpumep, ecnu Kypcop Haxo-
TUTCA BHU3Y cTosIOma uucen, Oyaer npemiokeno =SUM(ABOVE). Eciu
Word He MoXxer HaifTh moaxopnsmedl (GopMyIibl, OH BCTaBJSIET B IIOJIE
®opmyJia 3HaK paBeHCTBA M BaM HEOOXOIMMO HaOpaTh WM BHIOpaTh B
nose BeiOpaTh (GyHKUHI0 HEOOXOMUMYIO0 (YHKLIHUIO /IS BBIIOTHEHUS
TpeOyeMbIX BEIYHUCICHUM.

3. CpenaB B okHe @opmyja HYXHBIII BBIOOp, HaXMHUTE KHOIIKY
OK.

Bun oxna ®@opmy.aa mento Tabuamuna nokasan Ha puc.56. B kauectse

pe3ynpTaTta B A4eiKe, Ha KOTOPYIO yKa3blBal JKpaHHEBIN Kypcop, Oymer
BCTaBJICHA CyMMa YHCEN B CTPOKE MM CTOJIOIE TAOIHUIIHI.
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IHEYATB TEKCTA

[Ipu meuyaTu TekcTa U3 OTKPHITOTO aKTUBHOTO, HAXOSALIErOCs Ha JK-
paHe pelaxkTopa JIOKYMEHTa, Bbl MOXETE BBINOJHUTH CIEAYIOLIUE JEUCT-
BUSL:

1. Hameuarars Bech IOKyMEHT, BEIOpaHHbIE KOHKPETHBIE CTPAHHUIIBI
WIN BBIICJICHHYIO 4acTh - OJIOK TEKCTa WIM OTHENbHBIH TpaduuecKuid
00BEKT (PUCYHOK, Tuarpammy, GopMyiy u .T.1.).

2. HanewaraTp WTOroBYIO CBOAKY, NPUMEYaHUs, 3JIEMEHTHI aBTO-
TEKCTa, KOJBI MOJICH, CKPBITHIA TEKCT, B OOPAaTHOM IOPS/IKE WM Ha3Haue-
HHS KJIABHII, a TAKOKe CIIMCOK CTHIICH, HCIOJIB3YEMBIX B IOKYMEHTE, H T.I1.

3. HamewaraTp 4epHOBYIO KONMIO JOKyMeHTa (0e3 rpadukm) mis
YCKOpEHUS Ipoliecca IeJaTy.

4. VYcraHaBnuBaTh OIIMW II€YaTH, HAIPHMEp, KOJMYECTBO Ieya-
TaeMbIX Konu# (puc.57).

W Microsoft Word - WORDMET1 MEES
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Puc.57. O6mmii BUJ OKHA yCTaHOBKH PEXKUMOB
MICYATH.

Kpome Toro, MO)XKHO aBTOMaTHYeCKH CO3AaTh W HaleyataTtb KOHBEPT,
UCTIONB3YS aJpec W3 JOKyMEHTa WM HaOpaB B pelakTope Ipyroil aapec.
MosxHO meyaraTh Ha KOHBEpTe cpasy Ioclie Habopa axpeca WM COXpa-

132



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

HHUTb 3Ty MH(pOpMaIHMIo, 4ToObl HaeyaTaTb KOHBepT nmozxke. Ecian nepen
MeYaThi0 HEOOXOJMMO MPEABAPUTEIBHO MPOCMOTPETh JOKYMEHT, UCIIOIb-
3ylire Pexxum npocMmorpa pa3merku crpanull wiu pexuMm Ilpeasapu-
TeJBHOT0 MPOCMOTpa. B KaxaoM M3 3THX pEXUMOB MOXHO BHECTH B
TEKCT OKOHYATEeNbHbIE M3MEHEHUsI, IPOHYMEpOBaTh U OT(HOPMATHPOBATH
€ro, OKOHYATEIbHO PAcCTaBUTHh KOHIIBI CTPAHMIl U Pa3iesioB, YCTaHOBUTH
TOJISL JOKYMEHTA U IPYTUE JIEMEHTHI 0(OPMIICHUS.

Ilepen meyarsio JOKyMEHTa CIEIyeT yCTAaHOBHTH M BBIOpATh INPHH-
Tep, KOTOPHIH BBl HaMEPEHBI HCIIOIb30BaTh. EciM NMpUMEHSIOTCS 3arpy-
’KaeMble MIPUQTH IPUHTEPA, TO Ha IeYaTh TEKCTA U HA OTOOpaXEHHE €To
Ha DKpaHe CYIIECTBEHHO BIIMSET MCIOIb3YeMbIH IPHHTEP U €r0 MIPUQTHL
Ha oTobOpakeHne JOKyMEHTa U 11e4aTh B OCHOBHOM BIIMSIOT IIPU(THI Tpex
THUIIOB: MacIITabupyemble IIPU(THl pelaKTopa, 3arpykaeMble LIPHQTHI
NPUHTEPA ¥ SKPaHHbIE MPUQTHL.

Macmrabupyembie mpudThl, Takue Kak mwpudTel True Type, Ucnoib-
3yIOTCSl B TeX CiIydasX, KOTJia HYXHO O0ECIECYHTh IOJHOE COBIaJCHHE
9KPaHHOTO M300pPaKEHUs C MEYaTHBIM BHJIOM, YTO BO3MOXKHO TOJIBKO IPH
rpaguyeckoM pekuMme paboThl MpHHTepa. Takol BO3MOXKHOCTBIO B ITOJI-
HOH Mepe 00J1afaloT TOJNBKO Jla3epHble W CTpYHHbBIE npuHTEpHl. [lo - BU-
JMMOMY, JTy4IINMH U3 HUX sBJIsitOTCS npuHTepbl pupmel HP Laser (Desk)
Jet.

Ecnu npunTep MOXxeT paboTaTh B rpaduIecKoM pexuMe, TO Jydlle
BCero Uil Habopa TEKCTa HCIIOIb30BaTh HMMEHHO MAacIITabupyeMble
mpudTH pegakropa. B atom cirydae Word oToOpakaeT TOKYMEHT Ha JK-
paHe Tak, Kak OH OyZeT BBIIVIAETh IPH MedaTH Ha aucte Oymaru. KoHIis!
CTPOK M CTpaHHUI] Ha SKpaHe OyIyT TaKMMH )K€, KaK B [IEUYaTHOM JJOKyMEH-
te. JlonmonuuTensHast wHMGOpMaIKs o mpudTax ObUIa MPUBEICHA B mMapa-
rpade "OtoOpaxenue u mnedarh mpudroB" rnassl "dopmarupoBaHue
CUMBOJIOB U TeKcTa'.

IloaroroBka u mevyaThb
JAOKYMEHTA

Iepen Tem, Kak B MEPBBI pa3 meyaTaTh TEKCT JOKYMEHTA B PEJaKTO-
pe Word, Hy>KHO MOJKITIOYUTH MPUHTEP K KOMITBIOTEPY M JIEKTPUIESCKON
CETH, BKIIFOYUTD €T0, YCTAHOBUTH JipaiiBep MPUHTEPA U B CAMOM PENaKTOPE
BBIOpATh MPUHTEP, KOTOPBIN OyAET MCHONB30BATHCS I N€9aTH JOKYMEH-
TOB.

[Tockonbky 3arpyxaemple MPUQPTHI, NOCTYIHbIE Ha BBIOPAHHOM
MIPUHTEpE, BIUSAIOT M HA 3KPaHHBIN BHUJ TEKCTa, M Ha Ie4aTh, HY>KHO BbI-
Oparb mpuHTEp 10 Hadana paboTHl ¢ JOKyMeHTOM. Eciam BBl cMeHMIn
IIPUHTEP, TO Nepes neuaThio B Pe:xkmme mpocMoTpa pa3MeTKH CTPaHUIL
wm B pexume IlIpeaBapuTelbHOI0O MPOCMOTpPa CIEIyeT NPOBEPUTH
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mpudTel, hopMaTHpOBaHUE U pa3dUeHHE TEKCTa JOKYMEHTA Ha CTPaHHIIbI
U CTPOKH.

Crenyer 00s3aTeIbHO OXpaHATh JOKYMEHT Iepej nevarbio. B takom
Cllydae, eClM BO3HHMKHET oIMOKa Ha HpUHTEpPEe WM Apyras mpodiema,
HHUKaKkas 4acTh paboThl He Oyner morepsHa. Kpome Toro, HeoO0XoAUMO
YCTaHOBUTh HYXKHBIE IapaMeTpsl NedaTH B okHe CBoiicTBa NMpHHTEpa,
BKJIIOYaeMoe KHomkoi CBoiicTBa B OKHE MevYaTH, Kak IOKa3aHo Ha puc.58.

ITocne Bcex crenaHHBIX yCTAaHOBOK JUIsS IEUaTH AOKYMEHTAa Ha)KMUTE
kHOnKy IledaTh CTaHZapTHOM MaHENH MHCTPYMEHTOB. Penaktop Hameya-
TaeT OJHY KOIMIO TEKCTa aKTUBHOTO JOKYMEHTA IIPH OJHOM Ha)KaTHH Ha

OTY KHOIIKY.
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Puc.58. CpoiicTBa nmpuHTEpAa.

IleyaTs noxymeHnTa B GOHOBOM
pexume

[Ipu ycranoBieHHOM pexxume POHOBOW MevyaTH paboTy C PEeIaKTo-
POM MOXHO IPOAOIIKATh, IOKA MeYaTaeTcss KakoH - TO Apyro JOKyMEHT.
OpHaKo JUIs 3TOTO MCHOJIB3YETCs! AOTIOJIHUTENIBHBI 00beM MaMsITH KOM-
IBIOTEPA, U IPOLIECC MeUaTH HECKONBKO 3aMeIseTCs.

Juig yctaHoBKkY OHOBOIO pPe:KMMA I€YaTH BBINOIHUTE CIETYIOLIUE
JEHCTBHUSA:
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1. Bribepure komanay IMapamerpol B ['maBHom meHio CepBuc, a
3aTeM B TOSIBUBLIEMCS Ha dKpaHe OKHE nepeianTe Ha BKiIaaky Ileuars.

2. VYcranoure ¢uaxoxk MoHOBasi mevarsh B rpymie Pexum, Kak
MOKa3aHo Ha puc.59 .

3. Tlocne cuenaHHbBIX yCTaHOBOK mienkHUTE KHONKY OK OTKphITOrO
Ha dkpaHe okHa ITapameTpsl.

Tenepr mpu meyaTd ONpPEAEIEHHOTO TOKYMEHTa MOXKHO OyAeT Ipo-
JOJDKUTH paboTy ¢ TeKcTaMu Apyrux (aiinoB penakrtopa. st yCcKOpeHHs
reyaTy akTHBHOTO JOKYMEHTA HaJI0 CHATH (raxkok POHOBas Me4aTh WIH
UCIIONIb30BaTh PEXUM NedyaTH YepHOBHKA JOKYMEHTA.

IleyaTsh YepHOBHKA TOKYMEHTA

B uepHOBOM pexuMe mneyatd He IedaTaercs (GopMaTHpOBaHUE H
OospIras yactb rpadguiyeckux O0OBEKTOB, KOTOPHIE 3aMEUIAIOT CKOPOCTh
nedatn. OfHAaKO HEKOTOpBIC MPUHTEPHI HE TOAJECP)KUBAIOT 3Ty BO3MOXK-
HOCTB (3TO HE KacaeTcs JIa3epHBIX U OONBIIMHCTBA CTPYHHBIX MPUHTEPOB).
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Puc.59. YcranoBka GpoHOBOH reyaTH.

Hnst ycranoBku mnedatn UYepHoOBHMKA JIOKyMEHTa BBIIIOJIHUTE Clie-
JyIOLIMEe OEHCTBUSL:
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1. Bribepure komanay IMapamerpol B ['maBHom meHio CepBuc, a
3aTeM nepeiiaure Ha BkiIaaKy IledarTs, 1IETKHYB MBIIIKOW MO €€ UMEHU
BBEPXY OKHa.

2. VYcranosute Quaxoxk UepHOBOi#l pexxuM meyatu B rpyiie Pesxum
(puc.59).

3. Tlocne cuenaHHbIX ycTaHOBOK Ineikuute kHornky OK okna Ila-
paMeTpsbl.

IIpexpamenue neyaTn

B mporiecce neuatu JOKyMEHTa MOXKET OTPEeOOBAaTHCS OCTAHOBUTE €€
B KaKOM - TO OIIPCACICHHOM MECTEC. HJ'ISI OCTAHOBKHU II€YATH BBIIIOJIHHUTC
OJHO U3 CJIEAYIOIIUX ACHCTBUM:

1. Ecmu pexxnM MOHOBOI MeYaTH BBIKIIOUEH, HAXMUTE KIIABHIILY
Esc na xnaBuarype.

2. Ecmu pesxuM MOHOBOM MeYaTH BKIFOUCH, ABAKIBI MIETKHUTE TI0
3HAuKy NPUHTEpPA B CTPOKE COCTOSHHUA peAakTopa. B mosiBuBIIEMCS OKHE
BBIICJIMTE 3a/laHUE II€YaTH, KOTOPOE HYXKHO IPEKpaTuTh, U B MeHIO Ile-
YaTh 3TOT0 OKHA BbIOepUTe MyHKT OCTAHOBUTH MEYATh.

3. Wmu BeiGepure B 'maBHoM Menro Mailyi KOMaHIy mHe4aTh U
LIEJIKHUTE KHOMIKY OCTAHOBMTDH MeYaTh.

YcranoBka PEKUMOB 1I€YaTu
AOKYMEHTA

C nomompio paszaena Ileyars I'naBHoro Menio @aiij Hy>XKHO TIpen-
BapUTEIHHO BBHIOPATH ONPEIENICHHBIE OIINY MeYaTh M TOJIBKO 3aTeM Ieda-
TaTh TEKCT JOKyMeHTa. Hampmmep, MOXHO 3a/1aTh Ie4aTh NMPHMEUYaHUH,
3JIEMEHTOB aBTOTEKCTa WJIM JPYrUX dacTedl aokymeHTa. Jljig1 ycTaHOBKH
OIMIUHU MEYATH IMOCICA0OBATCIIBHO BBINIOJIHUTE CIICYIOIUC }ZleﬁCTBPIHZ

1. B I'maBHom mento daiin BoiGepure komanay Iledartsb, mIENKHYB
IO HEeH MBIIIKOM.

2. B mosBHBIIEMCSI Ha 9KpaHE OKHE BBHIIOJIHUTE OAHY U3 IPUBEICH-
HBIX HW)KE OIEpaLnii:

1) Jns toro, 4ToOBI HaMlEYaTaTh TOIHKO OIHY CTPAHUILY, COIEpKa-
LIYIO KpaHHBIN Kypcop - B rpymnie CTpaHuibl BEIOEpUTE nepe-
kirouarens Tekyinasi cTpaHuIa, MIEIKHYB 110 HEMY MBIIIKOH.

2) Beoenensslii 650k TekcTa - B rpynie CTpaHMIbI BEIOEpHTE Tie-
pekmouaTens BbinejieHHBIH (parMeHT, ILIEIKHYB IO HEMY
MBIIIKOH.
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3) HeckombKO CMEXHBIX CTpaHUI] - B Tpymine CTpaHulbI BEIOEpHUTE
nyHkT Homepa u BBeanTe 1Uana3oH CTpaHUI], HAOpaB MX HOME-
pa yepe3 nmeduc. Hamprumep, 4ToObl HamewataTh CTPAHHILI C 3
o 7, eBeaute 3 - 7.

4) Heckoabpko HECMEXKHBIX CTpaHHuI] - B rpynne CTpaHuibl BbiOe-
pure nynkt Homepa n nHaGepute HOMepa CTpaHHUL, pa3feissi UX
3ansaTeiMu. Hampumep, yToObl HamevaTats cTpaHunsl | u 6, Ha-
oepure 1,6.

5) Bech mokymeHT - B ciimcke HameuaTtats BeiOepute JoKyMeHT
(3Ta yCTaHOBKa BHIMONHSACTCA "TIO0 YMONYaHUIO" W JHOJDKHA TIPH-
CYTCTBOBATh B IyHKTaxX | - 4), a B rpynme CTpaHunbI BeIOEpuTE
nepexntoyarens Bee. Ilpu 3ToM B MeHI0 BbiBecTH Ha nmedarts
JIOJDKHO OBITH yCTaHOBJICHO Bce cTpaHMIBbI AMana3oHa (Takxe
CYyIIECTBYeT YCTaHOBKA '"MO YMOJYaHUIO" M JOIDKHA MPUCYTCT-
BOBAaTh BO BCEX MyHKTAaX).

6) Tonbko HeueTHble niay ToMbKO UeTHBIE CTPAaHUIBI - B MEHIO
BriBecTn Ha meuaTh BbIOepuTe 3HaueHre HeueTHble cTpaHu-
bl uid Yernsle crpanunsl. [Ipu sTom B ciucke Hanmewarats
JIOJDKEH OBITh YCTaHOBJIEH peXUM JJOKyMEeHT.

7) Heckonbko Komuii Bcero JMOKYMEHTa WJIM BBIIEJICHHOTO OJIOKa,
WJIN HY>KHOTO JHala3oHa CTpaHuI] - B pasznene Komuii, B MeHIO
Yncno konuid BBEANUTE WU BEIOEPUTE KOTUIESCTBO KOTTHH.

8) na toro, 9TOOBl OTCOPTHPOBATH CTPAHUIBI IO HOMEPaAM INPH
NeYaTH HECKOJBKHUX KOMHUH TEKCTa JIOKyMEHTa, BBIOEpUTE mepe-
kmogyarens Pa3o0pate mo kommsaM, pasnena Komum. Torma
CHauana MOJHOCTBIO pacreyaraeTcs meppas Komus, a 3ateMm Oy-
JIeT MeJaTaThes BTOpas U Tak jgajee. B mpoTHBHOM ciyyae BHa-
yaje ObUIO OBl pacrevyaTaHo JiBa SK3EMILIsIpa IIepBOi CTPaHUIIbI,
3aTeM BTOPOH U T.1.

3. Tlocine BBINOMHEHUs YKA3aHHBIX BBILIE JACHCTBHN HaKMHUTE KHOII-
Ky OK oTkpeiToro Ha 5kpaHe okHa IleuaTs. [Ipu 3TOM OyneT BBITOTHATH-
Csl IIeYaTh TEKCTa B COOTBETCTBHH CO CICIAHHBIMH BBIIIE YCTAHOBKAMH.

BoiBoa nmeuatu B aiin

[TeuaTh TOKyMEHTa MOXHO HANpaBUTh B (haidi1, 4TOOBI MMO3KE pacie-
4aTaTh €ro ¢ KOMIIbIOTEpa, IJie He YCTaHoBIeH penakrop Word s
Windows, nim Ha npUHTEpE, OTIIMYHOM OT MCIIOJIB30BABIIEIoCs IPH CO3-
JTAaHUM JTOKyMEHTA.

[epexmoyenue Ha APYroil MpUHTEp NPH HCIOJIB30BAHUHU 3arpyskae-
MBIX OIPU(TOB MOXKET BHI3BATh H3MCHEHHUS B PACCTaHOBKE CTPaHHMI] U Be-
JIMYAHE MEKCUMBOJIBHBIX MHTEPBAJIOB B TOKyMeHTe. Ecin IokyMeHT pac-
nmeyataH B Qaitn u, ecmu oOOWM NpHHTEpaM NOCTYIHBI OJHH H TE K
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mpudThI, TO TOKYMEHT OYJET BBITJISIETh OJJUHAKOBO HE3aBUCHUMO OT TOTO,
Kakoi TPUHTEpP BBl HUCIOJIb3yeTe JJisl medaT. [Ipu BeIOOpE OOBIMHO WC-
MOJIb3YEMBIX MaclITaOUPyeMBbIX MPUGPTOB U TpadhUUecKoro pexuma pado-
ThI 00OMX MPHHTEPOB MEYATHBIA BHU] JOKYMEHTA M BUJ €ro Ha dKpaHe He
OyzeT 3aBHCeTh OT BbIOOpa mpuHTepa. [l neyaTn ToKyMeHTa B (aiin mo-
CJIE/IOBATENIFHO BBITIOJIHUTE CIIEAYIOINE JICHCTBHS:

1. B T'naBHom mento ®aiia BbiGepure komanay Iledarb. B mos-
BHBIIEMCS HOBOM OKHE HaKMUTE KHOIKY CO CTpenkod B pasaene Ipun-
Tep, meHio MmMs 1 BbIOepuTe MPHHTEP, HA KOTOPOM OYAET pacriedaThl-
BaThCsl TEKCT aKTUBHOTO NOKyMeHTa. EciiM JaHHOrO NMpHUHTEpa HET B CIH-
CK€, YCTAaHOBHTE COOTBETCTBYIOIIMI JpalBep MPHHTEPA C AUCKET WM Ja-
3epHoro CD - amcka.

2. B pasuene Ipunrep Boibepute nepexitouarens [leuars B daii,
a 3aTeM HaxxMuTe kHonky OK.

3. B mnosBuBmiemcs okHe, B mojiie Ums aitia nabepure HyKHOE
BaM UM (aiia meyaTd ¢ paclIMpeHHEM .prin, KOTOPOE MOXET OBITh OT-
JUYHBIM OT MCXOIHOTO MMeHH .doc ¢aiina, ¥ CHOBa IIETKHUTE MBIIIKON
kHonky OK.
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B nMeHM MOHO yKa3aTh MOJHBINA MyTh, BKJIFOYAsl JUCK M KaTaJlor,
WIN K€ BBIOpaTh HYXHBIN TUCK M Katanor u3 cnuckoB Juck u Karasor
sToro okHa. OkHO BbIOOpa MMeHH (Qaiina neyatu B pexxume Ileyaratp B
(aiis moxaszano Ha puc.60.

B pe3ynbraTe BBINOIHEHHBIX JeHCTBUIA OyneT co3naH ¢aiitn ¢ 3aaaH-
HBIM BaMHU MMEHEM U PacIIUPEHUEM .prn, KOTOPbIH MOXHO MOTOM pacIe-
yaraTh Ha JIIOOOM TNPHHTEpe, MOAJCPKUBAIONIMM TpauUecKuii pexum
paboTsLI.
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CTHWJIN U NABJIOHBI

Co3naHue T0KyMeHTOB Ha OCHOBE
madJIOHOB

Hcnonp3oBanue mabIoHOB M MacTEpPOB MO3BOJISIET SKOHOMUTH BPEMSI
IIPU CO3JaHUM CTAHJAPTHBIX JOKyMeHToB. Hampumep, MacTtep 3ammcox
MIOMOXET CO3/1aTh IPaMOTHO O(OPMIICHHYIO CIIy>KEOHYIO 3aIMCKy, a Mac-
Tep Web - cTpaHHMI] CYIIECTBEHHO yNPOIIAeT paboTy M0 CO3AaHHI0 HOBBIX
Web - cTpanm.

YacTp mabJIOHOB M MAacTEpPOB YCTAHABIMBACTCS IIPH BBIIOIHCHUH
THUIIMYHOH, CTAHIAPTHOM YCTAHOBKH pPENAKTOpa, APyras 4acTb - TOJBKO
MIpH BEIOOPOYHON WM TIOJTHOM ycTaHOBKE. IlapameTpsl, XxpaHuMBIE B 11a0-
JIOHaX, OMPEAENAI0T CBOWCTBA HOBOTO JOKYMEHTA, CO3aHHOTO Ha €ro OC-
HOBE.

K aTiM cBoiicTBaM OTHOCSTCS:

1. Hannucu u puUCYHKH, KOTOpBIE JOJKHBI HOSABIATHCA B KaXIOM
JIOKYMEHTE, HallpuMep, KOJIOHTUTYIBI, MOJIS ISl BCTaBKU JaThl, BpEMEHU U
CBEJICHHH 00 aBTOpe, a TakKe Ha3BaHME JOKyMeHTa, uMs (aiina, craH-
JTApTHBIA TEKCT WM 3MOJIeMa KOMITaHHH.

2. Tlonst cTpaHWIBI M OpyTHE MapaMETPhl MaKeTa CTPAHMIIBI, KOTO-
pBIE YCTaHABJIUBAIOTCS C IOMOIIBI0 KoMaHAbl IlapaMeTpsl cTpaHuLbI 13
I'maBHOTO MeHIO DaiiI.

3. CTuiam JOKyMeHTa.

4. TexcT u PUCYHKH, COXpaHEHHBIE B KAa4eCTBE AJIEMEHTOB CIHCKa
aBTOTEKCTA.

5. HacTtpanBaeMsble naHeJIM MHCTPYMEHTOB, MEHIO U COUYETaHUs KIla-
BHUII.

Jis co3maHus JOKYMEHTA IO ONPEACICHHOMY IIIa0JIOHY BBIOCpHUTE
koMaHay Co3aartb B ['maBHOM MeHio ®aiii. B okne Co3naHue q10KyMeH-
Ta TepeluTe Ha BKJIAIKY, COOTBETCTBYIOUIYIO TPEOyeMOMY THITYy JOKY-
MEHTa, ¥ JIBAX/IBI IEIIKHATE HEOOXOMMBIH mabIoH miu Mactep (puc.6l).
IIpu 5ToM B pa3gene Co3aaTh AODKEH OBITh TOMEUYEH PeKUM J{OKyMeHT.

Ha mocrymHOCTR M1a0OHOB, KOTOPBIE OTOOpa)XaroTCs TPH BBIOOpPE
komaHael Co3aats (paszmen I'maBHoro mernro @aiin), a Takke Ha pacro-
JIOXKCHHE ITUX IIa0I0HOB Ha BKJIAJKAaX BIUSIOT JiBa (haKkTopa:

1. PacmonoxeHne mabiioHa - Marka Ha JKECTKOM JHCKe KOMITbIOTe-
pa - ero MOCTOSTHHOM MaMsITH, B KOTOPOH coaepskuTcs Qaii madiona.

2. TlapamerpoB maGioHa, B KOTOPBIX HEIIOCPEACTBEHHO YKa3bIBACT-
ca pacnosioxxenue IlladinonoB nmoab3oBarenst 1 O0wMX maldJ0OHOB pe-
JIaKTOopa.
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Puc.61. OxHO cTaHIAPTHBIX Ia0JIOHOB
penaxkropa.

st mpocMoTpa ¥ U3MEHEHHMsI ITUX MapaMeTpOB BHIOEpUTE KOMaHIY
ITapametpsl B I'taBHOM MeHI0O CepBHC IMPOTpaMMBI PEAAKTOPA, a 3aTeM
BKJIIaAKy PacmoJioxkeHne, kak MoKa3aHO Ha pHUC.62.

Jlnynble ma0IOHBI CIEAYET XPaHUTh B IAlKaX, BIOKEHHBIX B IANKy
Ia6sonbl (kotopas Haxomurcs mo azapecy C:\Program Files\Microsoft
Office\), mHanpumep, B manke 3amerku. [lanka [la6JoHbI - 3TO Manka, B
KOTOPYIO 3allMCHIBAIOTCA IIa0JIOHBI TIPH YCTAHOBKE HA KOMIBIOTED
Microsoft Office unu Microsoft Word. 111a6nons! (daiinisl ¢ pacimpenieMm
.dot), xkoTopsie xpansarcs B nanke IIada0HbI WM BIOKEHHBIX B HEe Ial-
Kax, oroOpaxatoTca B nuanorooM okHe Cozganme Joxymenrta. Kpome
TOro, JIH000H MOKyMeHT ((aiin ¢ pacmmpenueM .doc U JIOOBIM UMEHEM),
xpansuumiicss B nanke LIa6aoHbI, Takke cCUMTAETCS HEKOTOPHIM IalIIo-
HOM.

IITa6nons! B nanke HIadaoHbI BeBoAATCS Ha BKiIagke O0mme oxkHa
Coznanue noxymenTa. 111aGmoHbl M3 BIOXKEHHBIX ITallOK BBIBOJATCS HA
HOBBIX BKJIQJIKaX C TaKMMH )K€ Ha3BaHUSAMH, KaK y 3THX mamnok. Ilpu co-
XpaHEHHH HOBOTO WJIM M3MEHEHHOTO IIa0JIOHA aBTOMAaTHYECKH OTKPHIBA-
eTcs Iarka, ykazaHHas B napamerpe Iad0HbI nosb30BaTenst (KoMaH1a
MMapamerpsl B ['maBHom menro Cepsue, Bkianka Pacnosoxenue). "Tlo
yMOTYaHHUIO" 3TOT mapaMeTp ykaspiBaeT Ha manky Ladaonsl. Eciu co-
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XpaHUTH MA0JIOH B APYTOH Marke, TO OH OYAeT HEJOCTYIEH B JHAIOTOBOM
oxHe Co31aHne JOKyMeHTa.
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Puc.62. Oxno ITapameTphl ¢ BKIaIKOH
PacnoJsoxkenne.

[1Tabmon OOBIYHBII SIBISCTCS YHHBEPCAILHBIM IIIA0JIOHOM, ITOIXO-
JSIIMM JUIS pa3HBIX THIOB JoKyMeHTOB. IIpu 3amycke mporpammer Word
win HaxaTuu KHonKu Co3AaTh co3/aeTcsi HOBBIM IyCTOH JHOKYMEHT, OC-
HOBaHHBIH Ha 1madnone OObIMHBINA. DTOT NIA0JIOH MOKHO PEIAKTUPOBATD,
4TOOBI U3MEHHUTH CTaHJapTHOE (OPMATUPOBAHUE WM COJCPKUMOE BHOBb
CO3/1aBa€MbIX TEKCTOB B IOKyMEHTaX PEAaKTopa.

[Ta6mon OObLIYHBIN TaKKe CIYXUT JUIS XpaHEHUS Hanboiee 4acTo
HCTIOJIB3YEMBIX JJIEMEHTOB CIIMCKa aBTOTEKCTA, MAHEJIEeH HMHCTPYMEHTOB,
HAaCTpPaWBaeMBIX IIOJIb30BATENIEM MEHIO, KHOMOK Ha IMaHEIIX WHCTPYyMEH-
TOB, CTHJIEH JOKyMEHTa M COodYeTaHus KiaBuil. HacTpoeHHbIE TOIb30BaTE-
JIeM 3JIEMEHTHI, XpaHuMble B mabnoHe OQObIYHBIA, JOCTYIHBI B JIIOOOM
JOKYMEHTE pelakTopa M MOTYT Cpa3y e HCIIOIb30BaThCs NpH padoTe C
JFOOBIM BHOBb CO3/IaBAEMbIM TEKCTOM.

[Tabmon O6bIYHBII crieayeT xpanuTh B nanke Iladmonbl win kara-
JIore JIMYHBIX IA0JI0HOB WM 11a0JI0HOB paboyel TpymIibl, yKa3aHHOM Ha
Bkianke Pacmonoxxenne (I'maBnoe menio Cepsuc, xomannga Ilapamer-
po1). Ecin mporpamma Word He MoxeT HaliT m1a010H OOBIYHBIN B JIFO-
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0OM M3 3THX MECT, OHa CO3/1aeT HOBBIH 111a0J0H OOBIYHBIN CO CTaHIAPT-
HBIMH Tapamerpamu GpopMatoB gokymenta Word u CTaHAapPTHBIMH MEHIO,
IIaHCJIIAMHU I/IHCprMeHTOB 1 COUCTAHUSIMHU KJIABHIII.

Co31aHue HOBBIX H H3MEHEHHE CYIIeCTBYIOIINX
120JI0HOB IOKYMEHTOB

[t 3MeHeHus cylecTByoniero mabiaoHa Beibepute koManny OT-
KpbITh B ['1aBHOM MeHto Daiin. YcraHosure B pasaene Tum ¢aiina pe-
xuM Ila6aonsr noxkymenToB. Ilepeiinure B manky Program Files, 3atem
B manky Microsoft Office u otkpotite manky Illaéaonbl. Beioepute HyX-
HBIH mabioH, menkHyB nmo Hemy u 1o kHonke OK. B mosBuBmemcs Ha
9KpaHE OKHE peJaKTopa W3MEHHUTE JII0Oble M3 MMEIOIUXCS B IIalIoHEe
HAJHMCEH, PUCYHKOB, CTHJIECH, ()OPMATOB, MaKpOCOB, 3JIEMEHTOB CIIHCKa
aBTOTEKCTa, MaHeNeH MHCTPYMEHTOB, HACTPOEK MEHIO U COYeTaHWH Kila-
Bull. J[Js1 coXpaHeHWsl C/ENaHHBIX B LIA0JOHE W3MEHEHUH IIEIKHUTE
kHOTKY COXpaHUTh CTaHJapTHOW MaHeI HHCTPYMEHTOB.
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Puc.63. Okno Il1a6/10HbI U HAXCTPOHKH
penakropa.

Buecennrie B COACPIKaHUC U (1)0pMaTI/Ip0BaHI/IC m1a0JIOHa U3MEHEHHUS
OTpa3iATCs Ha BCEX HOBBIX JOKYMEHTAaX, CO3JAaHHBIX Ha OCHOBE OAaHHOT'O
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mabnoHa. CyliecTByIOIINE NOKYMEHTHI IIPU 3TOM HE H3MeHsTcs. M3me-
HEHHBIE CTHIH OyIyT OOHOBJIEHBI B CYIIECTBYIOIIUX JOKYMEHTaX, TOJIBKO
€CIIM YCTaHOBJIEH ()JIAKOK MepeKiroyaresss ABTOMATHYECKH OOHOBJSITH
CTHJIM TOKYMEHTA. DTOT (IIaKOK MOXHO yCTaHOBHUThH B OkHe LIladsioHbl
u Hajcrpoiiku, KoTopoe BbI3bIBaeTcs pu BeiOope komanabl Llladiaonbl n
Hapctpoiikn B I'maBHOM MeHto CepBHc, Kak noka3aHo Ha puc.63. Hau-
Oostee mpocToi crocod co3arhk madJIoH HAa OCHOBE JOKYMEHTa - 3TO OT-
KPBITh JOKyMEHT, COAEPIKaIMi JIEMEHTHI, KOTOpbIe TPeOyeTcst HCIOIb30-
BaTh IOBTOPHO, W cOXpaHHUTh ero, kak Illadion, (komanna CoxpaHUTh
kak B 'maBHoM MeH1o @aiii1) IpeaBapuTEIHHO CTEPEB BECh TEKCT.

Ecnmu coxpannth mrabnon B manke IadaoHbI, TO OH MOSBUTCSA Ha
Bkimaake OBIIUE mpu Beibope xomanmelr Co3nath (I'maBHoe MeHIO
®Dajia). Ecan coxpaHnTh m1abIOH B OAHOM M3 TAIOK, BIO)KEHHBIX B TAIKY
Mladnousbl, HanpuMep 3anmucku wid OTYeThl, TO IPH BEIOOPE KOMAaHIBI
CO3)]3T]) OH IOSABUTCA Ha BKJIAAKE C COOTBETCTBYIOIIIMM HAa3BAHHUEM. Ecmm
coxpanuth laéjaon B mo00il Apyroil mamke, To AOCTYI K Hemy OyAer
OTCYTCTBOBATh IpH BEIOOpE KoMaHs!l Co3AaTh.

Jnst Toro, 4toOBl cO3/1aTh HOBBIM HIA0JOH Ha OCHOBE YK€ CYIIECT-
ByIOLIEro maboHa:

1. Bribepure xomanay Co3gath B ['1aBHOM Menio ®aiin. Beibepu-
Te mabJIoH, MOXOXKUI Ha BHOBH CO3/IaBAaeMBbIil, 1 YCTaHOBHUTE MEPEKIIOYa-
tenb Co3aath B monokenne [Iadaon, a 3arem Haxkmute kHonky OK.

2. B mosBuBIIEMCS OKHE pemakrtopa Bbibepure kKomanay Coxpa-
HUTH B ['1aBHOM MeHio @aiyl win meiakHuTe mo KHomke CoXpaHuTh
CTaHJAPTHON MaHelu WHCTpyMeHTOoB. Brioepure Illadmon moxymeHTa B
nosie Tum ¢aiina. OOBIYHO 3TO 3HAYEHUEC ABTOMATUYCCKU MOSIBUTCS TPH
coxpaHeHHH (aiiia, Ui KOTOPOTO TPH CO3JaHWUHU OBbUI yCTaHOBJICH THII
[a6moH.

3. '"Mo ymonuanuto" B mose IMamka ortkpoercs manka [IaGaoHbL.
s Toro, 4roOBl YBHIETH CIHMCOK MIAOJOHOB HA OTACIHHON BKJIAIKE B
nmuanorooM okHe Co3JaHMe TOKyMEHTa, OTKPOWTE OIHY M3 IAIoK, BIIO-
JKeHHBIX B nanky Ila6aoHbI.

4. Bsemure uMs s HoBoro nabnona B nose Mms aitna u na-
XKMHTE KHOIIKY COXPaAHUTD.

6. Jlo6GaBbTe TEKCT WM PUCYHKH, KOTOPBIC JOJDKHBI TOSIBISATHCS BO
BCEX HOBBIX JOKYMEHTaX, OCHOBaHHBIX Ha STOM IIIa0JIOHE, W yNAIUTE BCE
JJIEMEHTHI, KOTOPHIC HE TOJDKHBI MOABISATHCA B TOKyMeHTax. BHecute He-
00X0AMMBIC H3MEHEHHSI B Pa3MephI MOJICH U CTPAHMII, OTIPEICITUTE OPUCH-
TaIMIO CTPAHUI], CTIIIN U APYyTHE MapaMeTpsl HOpMaTHPOBAHUS.

7. Haxwmure xHonky COXpaHHTh, a 3aTeM [MICIKHUTE TYHKT 3a-
KPBITh [ 1aBHOrO MeHi0 Maiiil.
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I[.H}I TOro, 9TOOBI CACJIaTh B3JIEMEHTHBI CIIMCKAa aBTOTEKCTAa U MaKpPOCHI
JOCTYIIHBIMHU TOJIBKO IJII JOKYMEHTOB, OCHOBAHHBIX Ha HOBOM H.Ia6JIOHC,
COXpaHUTEC UX B 11abJI0HE ¢ HOBBIM HUMCHCM, a HC Ha mabdmone OObIYHBIIA.

C03}13Hl/le HOBBIX U UBMCHCHHEC UMCIOIIIUXCH
cTujeit AOKYMEHTOB

Jis u3meHeHus cymecTByromero CTHIIsI TOKyMEHTa, BKIIOUYAIOLIETO
napaMeTpbl CTPAHMIBI, IWPUPTHI U UX Pa3Mepbl, BUA HYMEPOBAHHBIX U
MapKHUPOBAHHBIX CIIUCKOB M T.JI., BBIIOJIHUTE CIIEIYIONINE ICHCTBHS:
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Puc.64. OxHo BeiOOpa CTHIISI TIOKYMEHTA.

1. BeiGepure pasgen Ctuab B ['aBHoM meHio @opMat, OKHO KO-
TOPOTO MOKa3aHo Ha puc.64.

2. Beibepure HYXHbIH CTIIb B 1107e CTHIIb, Hanpumep, OObIYHbII
VI HEKOT/1a CO3/IaHHBIH BaMU CTHJIb, M HAKMHUTE KHONKY M3MEeHHTh.

3. Ilenkuure no kuornke dopmar, u B mosiBuBIIEMCs OKHe W3me-
HeHHe CTHJISA YCTaHOBUTE aTpUOyThl NOKyMeHTa, Hampumep, Lpudr,
A03an nin Hymepauusi, KoTopsiid TpedyeTcs n3MeHHTh (puc.65).

4. Haxwmure xkHonky OK mocie u3MeHeHMst Kaxuoro arpubyra, a
3aTeM U3MEHHUTE TAKUM K& 00pa3oM OCTajlbHbIE aTpUOYTHI.
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5. Ilenkuute mo pasmeny JodaButs B madiaoH okHa M3meHeHue
cruas u o kaonke OK. Ilocne 3Toro Bel Bo3Bpaiaetech B OkHO CTHIIb,
T7ie HY>)KHO IIETKHYTh KHONIKY [IpuMeHuTh.
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Puc.65. Oxno nzmenenns CTWiIsl JOKyMEHTa.

B pesynbraTe BHINONHEHHBIX NEHCTBHI BHIOpPAaHHBIM BaMU CTHIb Oy-
JIeT U3MEHEH B COOTBETCTBHHU C HOBBIMH aTpUOyTaMH M CTAHET HCIIOJIB30-
BaThCA B aKTMBHOM OTKPBITOM Ha 3KpaHE TOKyMeHTe pemakropa. Ecim B
pa3gene [ob6aButh B madaoH okHa M3MeHenune cTuias "mTuuka' He yc-
TaHOBJICHA, BCE CIEJAHHBIC BBINIC W3MEHEHMs OyIyT paclpoCTpaHSThHCS,
TOJBKO HA JAHHBIN aKTMBHBIN JOKyMEHT M HE 3aTPOHYT BCE BHOBb CO3/la-
BacMbl€ JTIOKYMEHTBHI.

JIist u3MEeHeHUsT CTUIISI TaK, 9YTOOBI 3TH NU3MEHEHMS YUUTHIBATINUCH IJIS
11000r0 BHOBB CO3[1aBaeéMOT0 JIOKyMEHTa, CYLIECTBYET M APYrod crocoo,
0e3 ycTaHOBKH TakoH "ITHYKK":

1. Tlocne Bo3Bpara B okHo CTHib u3 okHa VM3MeHeHHe CTHJIs
MIENKHNTE KHONKY OpPraHu3aTop, OKHO KOTOPOTro TOKa3aHo Ha puc.66, n
nepeiante Ha BKIaaKy CTHIIb.

2. B neBom meHro M3 ... BEIOEpHUTE CTHIIB, KOTOPBIH OBIT H3MEHEH, U
nienKHUTe KHONMKY KomupoBath, a 3aTeM MOATBEpAMTE KOMUPOBaHHE
kHomnko# Jla.
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Puc.66. Oxno Opranuszaropa mis usMeHeHuss CTus.

Torna u3MeHEHHbII CTHIIb U3 aKTHBHOTO JIOKYMEHTa OYJET CKOIUPO-
BaH B (paiiy1 mabnoHa, Hanpumep, O6braabIif (Normal).

CamMpIii OBICTpEII crIOCcO0 cO37aTh HOBBIA CTHIIB ab3ara - 3To oTgop-
MaTupoBarh ab3al JOJKHBEIM 00pa3oM, BBIIEIUTH €ro, a 3aTeM KHOITKOW
Coznatb B okHe CTHJIB cO37aTh HOBBIM CTHJIb HAa OCHOBE (pOpMaTHpOBa-
HUSI U IPYTUX CBOMCTB BBIICIEHHOTO B TEKCTE OJIOKa!

1. Beigenure TEKCT, KOTOPBIA OTHOPMATHPOBAH JOIDKHBIM 00pa3oM.

2. Ilenxuure komanxy Crmib I'naBHoro meHio dopmar, a 3ateMm
kHonKy Co31aTh.

3. B okue Wmst BBeUTe MMsI HOBOTO CTWIISL, a B MeHIO CTHIIb BbI-
Oepute myHKT A63a.

4. C nomouipio kHomku PopMart ompeieiure aTpuOyThl HOBOTO
CTHJISL, ycTaHOBUTE "NTHUKY" B paznene JodaButh B madaoH okHa Co3-
aanus cruas u menkaure OK (puc.67).

5. Tlocie Bo3Bpata B 0kHO CTHJIb HaXMUTE KHONKY IIpHMEHHTD.

HJ'IH TOro, YTOOBI CO31aTh HOBBIC CTHJIM CHMBOJIa, BCC ﬂeﬁCTBHH BbI-

IOJIHAKTCA TaK, KakK OBLJIO OITHCAHO BbIIIEC, TOJIBKO BMECTO pCKHUMa Ao03ang
BLI6epI/ITe 3HayeHue CMMBOJI. Y CTaHOBUTE APYTHUC HYXXHBIC ITapaMETPhI, a
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3aTeM Ha)XMHUTEe KHONKY dopMaT I/l yCTaHOBKH aTpUOYTOB CTHIIS CHM-
BOJIA.

L Micaill Wosid - WITHDWE T2 =LIES
:lsmn»mhaamww-:mwi  =leix
D s &R Ahad - (A& BEORES M = - DAl de - - 8

[ctoromsi = i tbie = e X & 4 EEAE(SEEE DA B 6 P = 44 [ G

H_Zi
cp B .
1ot |m.... - | LIM 0Opa-
1

[ % Churanst = [wcns
Ofpwes nry CO3-

TE Bei-

Crva -
Ofibsanal 4 LpBT: 11N, OTCT/: nepnas 0,7 en rrpans 0,1 s,
Lo e B N

I'Wuldw- I™ Ot emmam, asrossirason

CTILIE B menro @OFPMAT, a 3arem Hagirre KHoky CU

avernie CIIMBOJIA

1aTeM HazmMITe KHonky GOPMAT ama yeranorkm aTproy

T e 7 T e e R e G+ S
Fngex] | 8 %) AL 0| [ s word w7 Misien =< LRSI

Puc.67. Oxao Co3xanus cTUISA
ab3ara.

s Toro, 9TOOBI MPUMEHUTH CymiecTBYOmU CTHIIB K HEKOTOPOi
YaCTH TEKCTA, BBIIIOJIHUTE CIIEAYIONINE ACHCTBUS:

1. s Toro, 4ToObI IPUMEHHUTH CTWIIb ab3ala, IIOMECTHTE Kypcop B
nro0oe MecTo ad3ana Wi BBIACIHTE HECKOJIBKO ab3aleB, KOTOpbie TpeOy-
eTcst OTPOpMaTupOBaTh.

2. TlomyXupHBI WIM KypCHB M3 CTHII a03ala, a TaKkKe, YTOOBI
NPUMEHUTH CTUIIb CUMBOJIA, BBIJCIHUTE TEKCT, KOTOPBIH HYXXHO OT(opma-
THPOBATh.

3. 3arem BeiOepute koManay Ctuib B [1aBHOM MeHIO Dopmar pe-
JaKTopa.

4. UlenkHuTe HYXHBIN CTWIb B crricke CTHJIM ¥ HA)KMUTE KHOIIKY
IIpuMeHHnTD.

Jns ynaneHust onpeeneHHoro CTUIISE U3 CIMCKa CTUIIEH BBIMOJHUTE
NEUCTBHS:
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1. Bwibepure, menkuaure komauay Ctuab B ['maBHOM Menio Pop-
Mar.

2. B cnucke CTHIIM IIEJKHUTE CTHIIb, KOTOPBIN TpeOyeTCs yIaiuTh,
a 3aTeM HaKMUTE KHOMNKY ¥YaMuTh okHa CTHIIM TOKYMEHTA.

3. Ecnu HyKHBIH, OpeHA3HAYEHHBIH YIS YAAICHHUS CTUIb OTCYTCT-
ByeT B cniicke Ctuim okHa CTHIIM, BBIOEPHUTE JPYTYIO TPYMIy CTHIICH B
nose Cnucok.

Ecmu yganute ctuins ab3ama, cO3qaHHBIA TOTB30BaTeNleM, Ha Bce ab-
3anpl OyzaeT HaymokeH CcTwib OOBIYHBINH, a caM CTHIIF OyJeT IOJHOCTBHIO
yIaJeH U3 1adioHa.

Ecnu B mone Cnimcok BeIOpaTh 3HAUYEHUE HCIONB3YyEMbIX CTHUIIEH, TO
MOJKHO YAaJIHTh HEKOTOPHIC BCTPOCHHBIC CTWIIM, Hampumep, OObIYHBIN
orctyn. [Ipu 3TOoM KO BceM ab3araM, 0T(pOpPMATHPOBAHHBIM C MOMOIIBIO
3TOTO CTIIA, OyIeT MPUMEHEH CTwib QOOBIYHBI, HO ONPEICIICHIE CaMOT0
CTHJISL OCTaHeTCs B mabioHe. Ero MOXKHO BEepHYTH 00paTHO, BHIOpAB 3Ha-
yenne Bee ctuim B nose Crnmcok. Ctuite OOBIYHBIN BCeria HaXOJIUTCS B
criicke CTHIIM ¥ HE MOXET OBITh yaJeH.
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PUCYHKH U TABJIUIIBI

BceTraBka roToBbIX pUCYHKOB
B IOKYMEHT

CymiecTByeT BO3MOKHOCTh BCTaBKH B TEKCT KapTHHKHU WM PUCYHKA
n3 pononHuTeNnsHOM mporpammel Clip Gallery, a Taxke puCyHKa WM OT-
CKaHMPOBaHHOW QoTorpaduu W3 APYruX HpOrpamM, WM rpaduyecKux
(aiinoB. BeTaBka prcyHKa B O3UIMIO SKPAaHHOTO Kypcopa MPOU3BOANTCS
yepe3 ['maBHoe MeHio BeraBka, komanga Pucynox (puc.68). B stom pe-
JKMME MOKHO BBIOpATh, N3 KaKoro Habopa OyZeT BCTaBlICH PUCYHOK:

1. Kaprunuku - cranmaptasii Habop pucynkos Clip Gallery, okHO
KOTOPOTro MOKa3aHo Ha puc.69

2. M3 ¢aitna - BCcTaBKa KapTHUHKH M3 HEKOTOPOTO IpadUueckoro
(aiina, popmar kotoporo moxer 661t GIF, BMP, JPG, TIF u T.11..
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TOTOBLIX PHCYHKOB B JOKYMEHNT
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Puc.68. MeHIo BCTaBKM pHCYHKa M3 CTaHAAPTHOTO Habopa KapTUHOK
Wi u3 rpaduyeckoro gaiiia.

IIporpamma Clip Gallery comepxxur Gosbinoe konmdecTBO npodec-
CHOHAIIBHO BBIMIOJIHEHHBIX PHCYHKOB (OT reorpaduyueckux KapT A0 H30-
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OpakeHHUH JIo/ieil U KUBOTHBIX, OT 3[[aHUH J0 TeaTpajbHBIX 3aHABECOB U
(hOHOBBIX PHUCYHKOB), PEIHA3HAUEHHBIX [UIs1 OQOPMIICHUSI JOKYMEHTOB.
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Puc.69. OxHO porpaMMbl CTAaHAAPTHBIX KAPTHHOK.

Jlnst HaXxOK/AeHHs HY)KHOTO PHCYHKa BbIOepHUTe KoMaHay PucyHok B
I'maBuoM menio BeraBka, mynkt KapTunkm, a 3atem Bkiaaky I'paduka
win Kapruakm. Clip Gallery npeocTaBisieT BO3MOKHOCTh IMOHCKA PH-
CYHKa ¢ HEOOXOJMMBIMH XapaKTepHCTHKaMHU, a TaK)Ke BKJIIOYaeT coOCT-
BEHHYIO CIIPABOYHYIO CHCTEMY, COJIEPXAIIyI0 CBEJICHHUS O J0OaBIICHUH,
OOHOBJIEHMH W M3MEHEHUH PUCYHKOB. JIJisl MOMCKAa HEOOXOMUMOTO PUCYH-
Ka WIM MOJTyYeHHs JOMOJHUTEIBHBIX CBEJACHHI HaxxmuTe KHOMKY IMouck
nm CrnpaBka.

Boo0biiie B mporpammax CyIiecTBYeT M HCIONb3YETCs JIBa TUIIA PH-
CYHKOB:

1. Toueunsie pUCYyHKH, KOTOPBIE HE MOT'YT OBITH Pa3rpyIIIHPOBAHBI,
T.€. pa3ZieleHbl Ha COCTABIISIOIINE UX YACTH.

2. Pucynku tuna meradailiioB, KOTOPbIE BCEr[a MOTYT ObITh pa3-
TpyNIHPOBaHBl U NpeoOpa3oBaHbl B HA00Op rpaduueckux OOBEKTOB, a 3a-
TEM KaXIbIi U3 HUX OTPENaKTUPOBAH MPU MOMOIIY KHOMOK MaHEIU PUCO-
BaHUSL.
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I'padmueckue 0OBEKTHI, MOTYYMBLIMECA MOCIE PasTPyNIHPOBAHHSA
METaKapTUHKU, MOKHO M3MEHATh, KaK JIOObIe Apyrue rpadudeckue o0b-
exTel. HanpuMep, MOXKHO BCTaBUTh PHUCYHOK U€JIOBEKa, pasrpyIlIHpoOBaTh
€ro, U3MEHUTD IBET OJICHK/IbI, a 3aTeM JI00aBUTh U3MEHEHHBIH PUCYHOK K
JIPYTOMY PUCYHKY.

JUi pasrpynnupoBaHus, U3MEHEHUs U PeIaKTUPOBAaHUs METaKapTUH-
KU BBITIOJIHUTE JEUCTBUS:

1. Belgenure METapUCYHOK, SJIEMEHTHI KOTOPOTO CIEAYeT H3Me-
HUTBH, HIETKHYB 110 HEMY MBIIIKOH.

2. Ha nanenu uHCTpyMEHTOB PHcOBaHMe HaXXMuTe KHOTKY JeicT-
BHs, a 3aTeM BbIOepuTe KoMaHay PasrpynmmpoBarth, Kak MoOKazaHO Ha
puc.70.
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Puc.70. ITanens PucoBanue ¢ MEHIO KHOIIKU
JeiicTBus.

3. Jlns u3MeHeHHs OTAEBHOrO KOMIIOHEHTAa KAPTUHKH HEOOXOIUMO
HOPOAOJDKUTH BBIIENEHUE M PA3TPYNIHUPOBAHUE N0 JOCTHXKEHHUS 3TOrO
KOMITOHEHTA.

4. Jlnst m3MeHeHHsT OOBEKTOB HCIONB3YHTe IaHEelb MHCTPYMEHTOB
PucoBanue. Hampumep, cymecTByeT BO3MOXKHOCTH IMEPErpYIIHMPOBATh

152



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

KOMITIOHEHTbl KapTUHKH, OOBEIMHHTh HECKOIbKO KAapTHHOK, H3MEHHUTH
I[BET 3JINBKHU WX JINHUH U T.II.

5. s hbopMUpOBaHMS KApTHHKH BBIJICIUTE BCE COCTABISIONINE €€
TpYIIbI, yIepxuBas Haxxartol knaBumy Ctrl, a 3arem BbiOepuTe KOMaHIy
Crpynnuposath B MeH!0 JlelicTBHSI TaHETU UHCTPyMEeHTOB PucoBanmne.

Kpome Toro, MoXXHO caMOMy CO3/1aBaTh NPOCTHIE PUCYHKH, UCIIOJb-
3ysl KHOTIKM Ha TIaHEeIN MHCTPYMEHTOB PucoBaHus, a Ui co3maHus ¢Qu-
TYPHOTO TeKcTa ucrons3yiite myHKT O0bekT Word Art B pasnene Pucy-
HOK ['maBHOrO MeH10 BeraBka.

Penaktop Word pacmo3naer OoNbIIMHCTBO Hamboliee pacrpocTpa-
HEHHBIX Tpaduueckux popmaToB. Tak kak Bce nmporpammsl Office ncnoms-
3YIOT OJTHH H T€ e Tpaduueckue QrIbTpel, GUIBTP, YCTAHOBICHHBIH TIpH
ycranoBke apyroi mporpammbel Office, Hanpumep, MS Power Point wnu
MS Excel 6yznet nocrynen npu padore B Word - 97.
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Puc.71. Oxao @opMaT pUCYHKA, IPEIHAZHAYCHHOE IS
HU3MEHEHNs aTpuOyTOB PHCYHKA B JOKyMEHTE.

JIyis BCTaBKM KapTUHKU W3 CTaHIAPTHOTO Habopa (puc.69) HyXHO
BBIOpaTh pa3fen U IIETKHYTh 10 HYXXHOH KapTHHKE, a 3aTeéM IO KHOIIKE
BeraButs. [locne BcTaBku KapTHHKH €€ MOXKHO MpeoOpa3oBaTh B HAOOp
rpaduueckux 00BEKTOB, OTPEIAKTUPOBATh, UCIOIb3Ysl KHOIKK HA ITaHCIN
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uHCTpyMeHTOB PucoBanue. Ilpu BelneneHn: pUCyHKa Ha 3KpaHE MOSIBIIS-
eTcs naHenb MHCTpyMeHToB HacTpoiika n3o0pakeHHsi, KOTOPYIO MOXKHO
UCIIOJIb30BaTh JUISI 00pPE3KH M300paXKeHus, T00aBICHUS TPAHUII, a TAKXKe
PETyIUPOBKU SPKOCTH M KOHTPACTHOCTH. Ecny maHenp HWHCTPYMEHTOB
Hactpoiika n300pa:keHusi He TMOSBIIAETCS, LICIKHUTE PUCYHOK IpaBOH
KHOITKOW MBIIIH, a 3aTeM BblOepute KoMaHay OToOpa3uTh maHedb Ha-
cTpoiikn m3o0pakenusi B KonrekctHoM - /lunamuueckom MeHto. "Ilo
YMOJTYaHHIO" UMIOPTUPOBAHHBIC PUCYHKH SIBISIFOTCA NEPEMEIIAEMbIMU, T.
€. BCTaBIAIOTCS B Tpa(U4ecKuii CIoH, 9TO MO3BOJISET 3aJaTh WX TOYHOE
MIOJIO)KEHHE Ha CTPAHMUIIE U TIOMECTHUTH BIIEPEIN WIIH 103311 TEKCTA U Ipy-
THX OOBEKTOB.

s mpeoOpa3oBaHMs MEPEMENIAEMOT0 PUCYHKA BO BCTPOCHHBIN Ipa-
(hraeckuit 0OBEKT, T.€. PUCYHOK, KOTOPBIN BCTABISIETCSI HEMOCPEACTBEHHO
B MTO3HIUIO Kypcopa U BeEeT ceds, Kak OObIYHbIN TEKCTOBBII CUMBOI, BbI-
JIeTUTe PUCYHOK, LIEJKHYB IO HEMy, W BbiOepuTe komaHny PucyHok B
I'maBHOM MeHIO POpMAT WM ILEIKHUTE 110 HEMY IIPABOM KHOIKOW MBILI-
KU ¥ BbIOepuTe NyHKT opMaT pucyHKa, a 3areM cHumute Quaxok Ilo-
Bepx Tekcra Ha Bkiajke Iloso:xkeHue, xoTopoe mokazaHo Ha puc.71. B
9TOM OKHE MOXXHO H3MEHSTH IBET, pa3sMep, IOJIOKEHUE, 00TEeKaHHe pH-
CYHKa TEKCTOM, OTCTYIIBI TEKCTa OT PUCYHKaA C Pa3HBIX CTOPOH, oOpe3aHue
YacTH PUCYHKA M HEKOTOPHIE IPyTHE HapaMeTphl.

Jis 3aMeHBI KapTHHKH M3 CTaHAapTHoOro Habopa mporpammsbl Clip
Gallery:

1. JIBakusl IEJIKHUTE KAPTHHKY, KOTOPYIO CJIEAYET 3aMEHUTh B JIO-
kymeHTe. [Ipu 3TOM nosiBUTCS OKHO cTaHaapTHoro Habopa xapTuHok Clip
Gallery.

2. JIBaxbl IICIKHATE HOBYIO KAPTHHKY B 9TOM OKHE. Bbi/ieneHHbIi
B TEKCTE PHCYHOK OY/IeT 3aMCHEH Ha HOBBIH.

Ecnmu xaptunka mpeobpa3oBaHa B rpaduuecKkuii 00beKT, TO He00Xo-
JOUMO yIaJHTh ee nepex BEIOOpoM HOBOHM KapTuHKH. KapTuHka Obuia mpe-
o0pa3oBaHa, €I IPH ABOMHOM IIETYKE 10 HeH He MOSABIAETCS KOJUIEK-
uust kaptuHok Clip Gallery. [{ns ynanenust Hy)KHO IIEITKHYTh MBIIIKOW 1O
PHCYHKY M Haxarh, Hanmpumep, kiaBumy Delete nnm kHonky Bbipe3ats
MaHeNn MHCTPYMEHTOB. /Iy BbIOOpa HOBOW KapTHHKU IIEIKHHUTE MYHKT
Pucynox B meHio BeraBka m ompezpenute, M3 Kakoro Habopa Hy)KHO
BCTaBJISITH PUCYHOK.

Jnst BCTaBKM OTCKaHMPOBAaHHOH (ororpadguu BHIOEpUTE KOMaHIY
Pucynok B I'maBHOM MeHI0 BeraBka, a 3atem Komangy Co ckanepa. Ha
JKpaHe IMOSIBUTCS PHCYHOK B OKHe mporpammbl Microsoft Photo Editor,
NpenHa3HaYeHHOW ISl peaKTUPOBAHUS TaKUX PUCYHKOB. Takxke cyIect-
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ByeT BO3MOYKHOCTH BCTAaBKH PHCYHKOB M OTCKaHHPOBAHHBIX (oTorpaduii
U3 Ipyrux nporpamm u (aitnos uepe3 OydepHyto naMsaTh peakropa.
Jlyist BCTaBKU pUCYHKA U3 (paiiia BBIMOIHUTE CICAYIONINE ACHCTBHS:

1. VYkaxure MeCTO BCTABKM PUCYHKA B JIOKYMEHTE, YCTAHOBHB HA
HET0 dKpaHHBIA Kypcop.

2. B I'maBuoMm MmeHio BeraBka BbiGepure komanay PucyHok, a 3a-
TeM koManay U3 ¢aiina.

3. B nosiBuBimemMcst okHe JIo0aBUTH PUCYHOK BBIOepHUTE Tpadude-
CKHUH (aiiy1, B KOTOPOM COAEPKUTCSA HYKHBIH PUCYHOK.

4. Jlnst TOro, 4roObl BCTABUTH PHCYHOK, KaK MEPEMEIIAeMbIid, T. €.
BCTaBUTh B I'paMUECKUil CJIOH, YTO MO3BOJISET 33JaTh €ro TOYHOE MOJIO-
JKCHHE Ha CTPAHUIE M MOMECTUTh BIEPEIU WU M033AU TEKCTa U JPYTUX
00BeKTOB, ycTaHOBUTE (uiakok [ToBepx TekeTa OTKPHITOTO OKHA.

5. Jns Toro, 4toOBl BCTABUTh PUCYHOK, KaK BCTPOCHHBIH, Hemepe-
MeIaeMBbIii HETTOCPEACTBEHHO B MO3MIUIO Kypcopa, cHuMuTe (naxok Io-
BepPX TeKCTa OTKPBITOTO Ha JKPaHE OKHA.

6. Tlocne caemaHHBIX yCTaHOBOK IienkHUTe KHONKY OK OTKpBITOTrO
Ha 9KpaHe OKHa.

st Toro, yToObl yMEHBIINTH pa3Mep (aiiaa JOKyMeHTa, BCTABBTE B
HETO HE CaM PUCYHOK, a CCBUIKY Ha Hero. [IJi 3TOro BBINOIHUTE JeHCTBUS:

1. B mumanoroBom okHe Jlo6aButh pucynok (IJ1aBHOE MeHIO
BeraBka, xomanga Pucynok, mommernro W3 ¢aiina) BeiObepute HYKHBIH
PHCYHOK

2. Vcranoeute ¢uaxok CBsa3aTh ¢ (aiijioM, a 3aTeM CHUMHTE
¢axxoxk XpaHUTh PUCYHOK B JOKYMEHTE.

IIpu 3TOM Tepsercss BO3MOXHOCTh PEAAKTUPOBAHMS PUCYHKA, OJTHAKO
€ro BCerjJa MOXKHO IPOCMOTPETh Ha 3KpaHEe U HaleuyaTaTb Ha MpUHTEpE.
[Tpn xommpoBaHuyu Qaiiia pegakTopa co CBSI3aHHBIMU PUCYHKaMHU HY>KHO
KOTIMPOBATh M (aiiIbl cCaMHUX PHCYHKOB.

OcHOBHBbIE METOABI CO3TAHUS
PHCYHKOB

Ipu pabote B pe>kxUMe PUCOBAHHS IPYIIIA TOTOBBIX T€OMETPHUYECKUX
¢uryp, BriItovaromias B cedsi OCHOBHbIE (DUTYpPBI, HAIPUMED, MPSIMOYTOJIb-
HUKH, OKPYXXHOCTH, pa3JIMuHble JINHUH, (UIYPHBIE CTPEIKH, CHUMBOIIBI
OJIOK - CXeM, 3BE3I0YKH M (pJIard, a TAK)KE BHIHOCKH, Ha3bIBACTCS aBTO(H-
TYpOH.
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Word nocragisiercst BMecTe ¢ HaOOpOM TOTOBBIX (UTYp, MpeHa3Ha-
YEHHBIX [UIS HCIIONb30BaHUS B ToOKyMeHTax. st aBTouryp nomyckaroTcs
CIeAyIoIINe A1eUCTBUS:

1. HWsmenenne pasmepoB (IPOM3BOJIBHOE U MPOMOPIHOHANLHOE) U
[[BETa PUCYHKA.

2. Bparuenue 0o JIOOBIM 3a/IaHHBIM YIJIOM U 3€PKAIbHOE OTPae-
HHE.

3. KomOuHHpOBaHHE C APYTUMH (QUrypamu, HAPUMEp, KpyraMu u
KBaJpaTaMH M1 COCTaBJeHHs Oo0Jee CIOXKHBIX, MHOTOKOMIIOHEHTHBIX
aBTOUTYD.

4. Jlns wsMeHenus HauOojee BBICTYNAMOIIUX JeTaneil (QUrypst
MOXXHO HCIIOJIb30BAaTh MapKephl U3MEHEHHS ()OPMBI.
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Puc.72 Menro ABTO(UrypsbI TaHETH
Pucosanue.

Pucosanue

Jist TOro, 4TOOBI BCTABUTH B IOKYMEHT aBTO(PHUTYPY, HAKMHUTE KHOII-
Ky ABTOGHTypBI Ha NaHEJIH HHCTPYMEHTOB PHcoBaHMe, Kak ITOKa3aHO Ha
puc.72. DTO MEHIO COJEPKUT HECKOJIbKO KaTeropwii MHCTPYMEHTOB. B
kareroputo JImHmm BriIrOueHBl HHCTpyMeHThI Kpumasi, PucoBanHasi
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kpuBasg u IlomiMHus, NpenHa3sHaYeHHBIE [UIA PUCOBAHUS IPAMBIX U
KPHBBIX JINHUI, a Taoke cO3JaHus KOMOMHHMpPOBaHHBIX (opM. [l puco-
BaHMs MIPOM3BOJILHON KPUBOW BhIOEpHTE MHCTpYMeHT PucoBaHHasi KpH-
Basi. J[1s mosrydeHus Ooliee TIafKOW JHMHUH, 0€3 3yOUaThIX BBICTYIIOB M
PE3KMX U3MEHEHUN HalpaBIEHUs, UCIIONb3yHTe HHCTPpYMEHT IlosinianHus.

Jns u3MeHeHHsT pa3MepoB (QUIYphl HCIONB3YHTE MepeTacKHBaHHE
TPaHUIl, T.e. HY)HO MOCTaBUTHh KypCOp MBIIIM Ha T'PaHUIy aBTO(UTYPHI
TakK, YTOOBI Kypcop NMPEBpaTHIICS B IBOWHYIO CTPEJIKY H, YIACP)KUBas HaXKa-
TOH JIEBYI0 KHOIIKY MBIIIH, IEPEMENIATE €€, U3MEHSA TEM CAMBIM Pa3Mep.
Jnist coxpaHeHHs! MPOTOPIH T1000# aBTO(GUTYpBI BO BpeMs ITepeTacKuBa-
HUS yAepkuBaliTe Haxarol kinasumry Shift. s Toro, 4ro0sl HapucoBaTh
Kpyr WU KBaapaT, HXMUTE KHONKY OBaa  unu IIpAMoOyrojbHHK Ha
NaHeIM UHCTPYMEHTOB PucoBanue, a 3aTeM IIEIKHUTE JOKYMEHT H Iepe-
JIBUraiiTeé MBIIIKY IO 9KpaHy, YJAEp)KHUBas HaXaToH JIEeBYyIO0 KHONKy. [l
TOrO, YTOOBI IPUCOCAMHUTH TEKCT K JI000H aBTOQHrype (KpOMe JIMHUU U
NOJWIMHHUHK), IETKHUTE (GUTYPY MPaBOW KHOIMKOM MbIH, B KOHTeKCTHOM
MeHIO0 BeIOepHTe KoManay Hanmuch v BBeUTE HYXKHBIH TEKCT.
M
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Gomee cnowaex duryp. Hemomeavitre MAPKepR! IRMeHeHNS GOpPMED
VLA IMeHeHHA Hanhorlee BREICTYTIAIONRD AeTaneii duryper. Harpi-
Mep, AT IBMEHEHI pasMepa YKazaTend Ha crpenke. Merio ABTO-
@UTYPBI Ha manem sHerpyMertor PIICOBAHIE comepamr He-
CKOMBKO KATEropHil GHTyp: MMM, ocHoRHEIE qurypel, demypHRe
CTPeNKIL, GIIOK - CXEMEL, IBeTHL, TEHTEI H REHOCKH
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Puc.73. Menro co3nanns BoIHOCKH.

Jns toro, 4To0bl 100aBUTh K MOANMCH JIMHHIO BBIHOCKH, HAXMHUTE
KHOTIKY ABTO(QUrypbI Ha 1aHenn PucoBaHus, a 3aTeM BBIOEPHUTE BBIHOC-
Ky HY’»KHOTO THIIa U3 ciucka BBIHOCKH, Kak TIOKa3aHo Ha puc.73. YKaxu-
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T€ MBIIIKOW, Tl CIIEAYeT BCTaBUTh BBIHOCKY, a 3aTEM BBEIUTE €€ TEKCT,
IIETTKHYB MBIIIKON BHYTPU BBIHOCKU. Pa3Mepsl BEIHOCKH M3MEHSIOTCS ITy-
TeM TepPEeTaCKUBAHUS €€ MaPKEPOB.

s 3ameHbl aBTOQUTYPHI Ha KaKyl - TO IPYIYI0 U3 CTaHAapPTHOTO
Habopa (GUryp pemakTopa BBHIMOJHUTE MOCICIOBATEIBHOCTD CIICIYIOIINX
TeHCTBHIL:

1. Bolenute MbIIKOI aBTOGUrypy, KOTOPYIO HEOOXOJMMO 3ame-

HUTB.
2. Haxwmure xHonky JleiicTBMs Ha IaHeIHM MHCTPYMEHTOB Puco-

BaHUe, BbIOepuTe KOoMaHIy U3MeHHTH aBTOQHUIYpPY, YKaKHTE KaTero-
pHIO, a 3aTeM MIETKHUTE HeoOX0IuMyIo QUTYpy, Kak IMoKa3aHo Ha puc.74.
OTCyTCTBYET BO3MOXKHOCTD JJOOABJICHUS TEKCTa K ITOTMIMHUH.

Jlobasnenue obvema u menu

Jnst noGaBneHust WM M3MEHEHHs oObeMa rpaduueckoro oObeKTa
BBITIOJIHUTE OTICPALIUH:

W Micsnoll Wi - s d-medod
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HICIKHYE MO Hell MBIMIKOIL.

2. Haxwure knonky JIEMCTBHUS Ha maHe/IH MHCTPYMCHTOR
PHUCOBAHHWE, ewuiGepure womanay H3MEHHWTE astodurypy,
VEKa)KHTe KATerOpPHIO, 4 3aTeM MIeJKHHTe HeoOXOHMYIO (HIYpY
(puc.60).

|
66. Mento manen picoBatiie A 3aMeHEl aBTo(QIryphl
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Puc.74. MeHro maHenu puCOBaHUE IS
3aMeHbI aBTO(QUTYPBI.
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1. Bsigenure MBIIKON TpaduIecKuii 06BEKT, KOTOPBIA HEOOXOIUMO
U3MEHUTbD.

2. Ha maHenu UHCTpyMeHTOB PHcOBaHME IIENKHUTE MBIIIKON
kHONKY O0BeM.

3. Jlnst u3MeHeHusl mapaMeTpoB o0beMa - IiyOUHBI, YIila HOBOPOTa,
yria HaKJIOHA, HANpaBJICHHs OCBEIIECHUS U TEKCTYphl MOBEPXHOCTU B OT-
KpBIBIIEMCsI MEHIO menakanTe myHKT HacTpoiika odbema, a 3aTeM BbIOe-
puTe HyXHbIE HACTPONKH 00beMa Ha INOSIBUBIICHCS IAaHETN MHCTPYMEH-
TOB, KOTOpasl IOKa3aHa HUXKeE Ha puc.73S.

D@ SR F "B o A EAMENLART = - DddeE s Baot i

Cleramsi = mteien =0 = X K Y EEAMSERE O - A- QG E Peoepimem = 44 (£ 3 :.:
A A RO RO SR RO AR IO MR . |

pue.67. JLst moiyueH A JONoMIITeIbHLIN CBeIEHITT HamMITe Kila-
prmmt SHIFT+F1, a 3aTem Brideprte HeoOXOXIMELT ITapaMeTp

T Y - |
BT LT

- Hrobpl gobapiilh o4HHAKOBLIT adert cpasy K HECKOIBKIDM
- obBeKTaM, Tepe] fodapmeHieM s(eETa MocIeqoBaTe/BHO BELIE-
x T 3TH 0OBEKTEL, VICPKIRAA HARaToll Knagmmy SHIFT

o Jlna pobarnere & rpadureckoMy oSLeRTY MPIITOAHATON

}’T()ILII('_'IIIIUrI TEHI

1. Bememire rpadunieckidi o0BeET, K KOTOPOMY HeoOXOMIMO Jo-

L GABITE TEHE

u[ef]3]4] = R

gm0 Amene- S W OOE 4 &-Z-A-=STEQE

Angex| | @8 W A O || it ot w0 e R

Puc.75. ITanens HacTpoiiku 0ObeMa aBTO(GUTYPHI.

s Toro, 4TOOBI NOOABHTH ONMHAKOBEIN 3(PdEeKT cpa3zy K HECKOIb-
KM 00BEKTaM, nepen nodasieHreM 3 ¢eKTa IOoCIeI0BaTENbHO BBIICINTE
9T OOBEKTHI, IIENKas [0 HEMY MBIIIKOM M yAEPKHUBask HAKaTOH KIIABHIILY
Shift. Jlns nobasnenus: k rpahuueckoMy 0OBEKTY MPUIIOAHATON UK yTO-
IUIEHHOU TEHU:

1. Beigenure rpadudeckuii 00beKT, K KOTOPOMY HEOOXOAUMO 1006a-
BUTbH TCHb.

2. Ha manenu uHcTpyMeHTOB PrcoBanue Haxxmure KHOIKY TeHb u
B OTKPBIBIIEMCS] MEHIO BbIOepuTe MyHKT HacToiika TeHu.
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ﬂmmhmmmxmmz

Trober goOABHTE OHHAKOREIT Sipert cpazy K HeCKOMKIM

obberTaM, Mepe godaeneHiem sgderTa NOCIeIOBATEIBHO BE I
Te 9TH 0OBeKTEL Yiepal®ad Haxatoi knasrmy SHIFT.

Il godapmersie & rpadireckoMy 00BEKTY MPIIIOIHATON FUDI
VIOTUICHHO TEHIT

Hocoorea e[|
1. Bryemire rpadin % o/ 8 88, 8. |K0'mpomy Heobxommo J1o-

GABHTE TeHE.

Ha maxermt imerpymertop PHHCOBAHIE mHasMIirme KHOMKY

TEHb.

3 Brubepure BN TeHH TR 17 A MoMydeHHA NPHITOTHATON
TEHH I CTIUIE 18 U1 1Oy UeHHA YV TOIUIEHHOIT TeHIL.

1

17 -
n
B
’
S By 0 Aeowewn- N W OOE M| ®-L-A S7TEBi :
C o T T e e S
k| < @ W AP DO || et o W = LR O

Puc.76. Ilanens HaCTpoﬁKI/I BUJA TEHU JJIsl PUCYHKA.

Brifepire Bigl CIPe/Ii 13 NPeUIOKEHHOIO CITICKR I Ha kM-
te kHonky JOIOJHHTEJIBHEIE CTPEJIKI, a atem zajaiite
HYAHEIE TTAPAMETPRL

o
L

‘I[IIS] _\_"ﬂHJ]BHILﬂ HAKOHEUHIED CTPelKI HBlﬁEl)[!TB mno e

CTPEIOK (IePBLUT YIEMEeHT CIICER).
JIna FrMeHeH e TPAHILIEL FUTH JIHHIGE Tpaditeckoro obsekTa;

. e "
1. Brjemire rpadwnecksnt ¢ : T TPAHIIY, KOTOpLIe

< CIEIVeT IMEHITh. r!__t

2. A puBOAA IAHEOL IHH “_. » |COBAHHE nasoarre
] xHomy PHCOBAHHE | &%

3. Jlm ieMeHeHI LBeTa T ‘_°. .

[TB1 IETIKHITE CTPENKY

O deonopi- WO ORI Ml & -4 -mr'alﬁi[
nex| |53 @ %) A D 0O Wi word i | Dms e e

Puc.77. I1anens BeIOOpa BUA CTPEJIOK HA JIMHHH.
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3. B mosBHBIIEHCSA HA DKpaHE OMOJHHTEIHHOW TAaHENd HHCTPY-
MEHTOB BbIOEpHTE BU U (OpMY TEHH, KaK IMOKa3aHO HIDKe Ha puc.76.

Hsmenenue 6udoe cmpenox u
JUHU

J1st u3MeHeHus BUJia CTPEJIKM Ha JIMHUUW BBINOJIHUTE YKa3aHHbIE HU-
JKe IEUCTBUSL:

1. Beigenure rpaduueckuii 06bEKT, KOTOPBIH CIEAYET H3MCHHT.

2. Ha manenn mHCTpyMeHTOB PucoBanue Haxxmute KHOMKY BHJL
crpesku (puc.77).

3. BeiOepure BUJ CTPEIIKH U3 IPEIIOKEHHOTO CIIHCKA WM HAKMHUTE
KHOTIKY /lomoJTHUTebHBbIE CTPEJIKH, a 3aTeM 33JaliTe Hy)KHbIE ITapaMeT-
pul. s yaaneHuss HaKOHEYHHMKa CTPEJIKH BBIOEpUTE JIMHUIO 0€3 CTPEoK
(TIepBBIiA AIEMEHT CITHCKA).

Jis M3MEeHeHus TPaHUIIBl Wi [[BETa TpapuIecKoro 00HEKTa BBIOI-
HUTE IEHCTBUS:

1. Beigenure rpadguueckuii 00bEKT, JIMHUIO MM TPAHUILY, KOTOPBIE
cleflyeT U3MEHHTb.

2. JIust M3MEHEHUsI [IBETA JIMHUH WK TPAHHUIBI MIEITKHATE KHOIKY CO
CTpenKor pamoM ¢ KHomkoil L{BeT juHmMii, a 3aTeM BBIOCpUTE HYKHBIH
uBer. Ecam HyXXHBIH LIBET OTCYTCTBYET B NMPEIJIOKECHHOM CITMCKE, HIEIK-
HUTE KOMaHAy JlomoHUTeNbHBbIE IBETA, a 3aTeM BHIOEpHTE IBET HA
BKiaake OObIYHBIE WIM HCTIONB3YyHTe BKIanky CHeKTp Ui CO3JaHus
HOBOTO IIBeTa (pHc.78).

3. st i3MCHCHHSI THITA JIMHUK WM TPAHMIBI HAKMUTE KHONKY T
JIMHUMU, a 3atem BbIOECpUTE THI JIMHUK U3 MPEJIOKECHHOIO CIHCKa, KaK
MOKa3aHO Ha pUC.79 WM HaXMUTE KHONKY JlomoJIHMTeJbHbIE JUHMH U
3aJaiiTe Hy KHbIE TapaMeTPhl IMHUH B MOSIBUBILEMCS OKHE.

4. Tlo OKOHYAHWUH CIENAHHBIX YCTAHOBOK MICIKHUTE MBIIIKON KHOII-
Ky OK.

Jns co3maHus IMTPUXOBOH JMHUM WIM TPAaHULBl (QUTYPHl HAXKMHUTE
KHONKY THN mITpuxa, a 3aTeM BHIOEPHUTE HY KHBIH THIT IITPHXA.

Jns m3menenne (opMbl KpUBOW WM MOJMIMHHH BBINOTHHUTE Clie-
NyIOLIKE JEUCTBHUS:

1. Brlgenure MBIIIKON MOJMINHHIO UK KPUBYIO, KOTOPYIO CIEAYET
A3MEHUTb.
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CTpeNoK (MepRENT HTeMEHT CITHCKA).

;[IIS! IoMeHeHHe FPANMIBD FUTH ST l'[JGI[I}I['-IECKuIU ofLekTa:

Brutesmre rpadmueckiti o0beKT, JIMHIO IWIH IPAHMLY, KOTOPEIE
CIeTyeT HIMEHHTE.

Jna eeeoga maHemy HHeTpyMeHToR PHCOBAHHE Hasamme
kronky PHCOBAHIE.

JI.JIX H3MEeHEeHHH 1BeTa JIMHMH I I]Kllll(luﬂ HIeJIKHHTEe )ﬂIDIIK}’
co ¢Tpenkoil pagoM ¢ kronkoii LIBET JINHHIL a satem pribe-
PHTE HYAHEIT IBeT. EciH HyAHENT IBET OTCYTCTRYET B MpeiIo-
WHEHHOM crmcke, Brbepure kKomanay JIOTIOJTHHTEJBHEIE

o
B by @ sooween- N S OOCEM & LA =-=0@)

S| |53 8 %A@ 30 || wod - wo e LA8 O

Puc.78. [Tanenp BbIOOpa 11BETa aBTOQUIYDBI.

nee| | W A O | [B et W w0 [ T

Puc.79. MeHto BbIOOpa THIIA - TONIIMHBI IUHAU PUCYHKA.
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2. Ha manenu MHCTpYMEHTOB PucoBanme HaxmuTe KHONKY JleicT-
BHS U BbIOEepUTEe KoMaH1y HauaTh n3mMeHeHue y3J10B.

3. IlenkuuTe MpaBoi KHOIKOW MbINIK 110 y3iy. Ha skpaHe mosiBut-
cs KoHTekcTHOe MeHIo, cojepxaliee KOMaH[bl, MpeJHa3HaueHHbIE IS
J00aBJICHUs, YIaJICHUS WM U3MEHEHUS BUA y37Ia.

HUzmenenue yeemoe

Jlnst u3MEeHeHHs 1[BETa 3aJIMBKH rpaueckoro oOBEKTa, T.€. IBETA,
KOTOPBIM OKpAIlleHa 3aMKHYTas aBTO(GHUrypa BHYTPH, BBIIOJIHHUTE OEHCT-
BUSI:

1. Beigenure rpaduueckuii 00BEKT, KOTOPBIM CIEHYET H3MEHHUTD,
HIETTKHYB [0 HEMY MBIIIKOH.

2. Ha manemu WHCTpyMeHTOB PHcoBaHMe IIEIKHWTE KHOIKY CO
CTpENKOM cripaBa OT KHONKH L{BeT 3a1uBKH.

4. BsibepuTe HYKHBIH IBET W MIEIKHATE 110 HEMY JIEBOH KHOITKOM
MBIIIKH.

5. Ecnu B mpemioXeHHOM CIMCKE HYXXHBIH LBET OTCYTCTBYET, BBI-
Oepure KoMaHay JloMOJIHHTE/IbHbIE IIBETA, a 3aTEM IICIKHUTE HYXHBIN
1BeT Ha BkIajke OO0bIYHbIE WM UCTIONB3YiHTe BKIIagKy CreKkTp /i co3-
JIJaHWs HOBOTO LIBETA.

6. Tlo OKOHYAHWH C/ICNaHHBIX YCTAHOBOK IPH BBIOOpE IBETa Ha-
skmute kHonky OK.

Jnst ynydmieHuss Buja KpUBBIX U NOJWIMHHMNA HCIHOJB3YHTE TE XKe
MIPUEMBI, 4TO U JUIS IPYTHX aBTO(uUryp:

1. oGasbre uper jauHuu U(win) oOpamiieHre GUIypbl WK 3aIHB-
Ky.

2. Wsmenwute Tum, HopMy JIMHUK WIK 00pamileHHe 3aMKHYTOU (u-
TYpBL

3. BeImonHATE OTPaKEHHUE WK BPALICHHE, IOMECTHTE 3 WIIH IIepe]]
TEKCTOM U T. II.
Ompaoicenus u epawenus
Kpome atoro ¢ prcoBaHHBIMH O0BEKTaMH MOXXHO BBITIOJIHSTH HEKO-
TOpBIE IpyTUE IEHCTBUS, ONHcaHHble Hike. 1Sl oTpakeHHs rpaduyecKo-

ro o0ObeKTa CBEPXY BHHU3 WJIM CJIEBA HAIIPABO BLIITOJIHUTEC L[eﬁCTBHHZ

1. Bwizennte 00BEKT, KOTOPHIN TpeOyeTCs 3epKATEHO OTPA3UTh.
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2. Ha naxenu uHCTpyMeHTOB PucoBamme Haxmurte kHonky JIEM-
CTBUSlI u B oOTKpbiBOIeMcs MeHIO BbiOepure mnyHKT IloBep-
HYTb/OTPa3uTh, a 3aTeM MIEIKHUTE KoMaHIy OTpa3uTh cBepxXy BHM3
win OTpa3uTh cjieBa HANPABO.

3. MeH0 OTpa)keHMH M IOBOPOTOB PHUCYHKA IIOKa3aHO HMXKE Ha
puc.80.

W Mmsneoll Wisd - WOHDME T-32
™) Dain Dosora B Bergors Popuar Ceewe Tofnes Que 3
bEl SR taBd o A& BME

| tmransi » Ti e lomay = 10w K K
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1
2

- [na orpaersie rpadinieckoro 00LeKTa CBEPXY BHIT:
: Britemime o0LekT, KOTOPLIT CleyeT oTpaInTL
5 Ha nanemt smcrpymertos PHCOBAHIE  maaaimre  kHonky
,-'l.lirI[,'l'HIIH i m,lﬁelnrre romany HTOBEPHY TL/OTPASITEL

(pre.72), a zatem Komangy OTPASHTE CBEPXY BHIIZ

g otpaskersie rpadirieckoro o8beKTa CICBA HATIPABO:

R : |. Bremire 06BeKT, KOTOPRIT CIEAVET OTPAIHTE
%@ rm e metpymentor. PHCOBAHHE  maswitme  KHOMTKY -
< 1 & Moot e ? T/ ; n
% R S u erifepire komanay [TOBEPHYTE/OTPASHTL, B
rrs IVTDAQIITL MTTEDA TATIDA T .
=i _WM_. £-A =FE0a
[Crp. 168 Pmar 4 BSOS [T Bae © | AT S v )
W] (@R AE 0O |Iﬂ’u-c=-muw-a w =t LR o

Puc.80 Menro moBopoTa WM OTpasKeHUS
PHCYHKA.

Just mepemelnieHnst rpaguyeckoro oObEKTa BIEpel WM Ha3al Bbl-
MOJIHUTE IE€HCTBUS:

1. Bsigenure 00BEKT, KOTOPBIN CIELYET IepeMecTuTh. Eciin 00beKT
CKPBIT U HE BUJEH Ha 3KpaHE PEJaKTopa, ULl €ro BBIACICHUS HAXMHTE
knaBumy tab nim Shift+Tab.

2. Ha nmanenu unctpyMeHTOB PHcoBaHMe HaxxMuTe KHONKY JlecT-
Bus 1 BeiOepute paznen Mopsiaok, a 3atem komanay IlepemecTurs Bre-
pen wnu IlepemecTuTh Ha3aj, Kak MPUBEACHO Ha puc.§1

s mepeMenieHus rpaduuecKkoro 00beKTa Ha 3aJHAN WIH TIepeIHIHA
IUTaH BBIMOJHUTE OTEPALHH:
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W Mmsneoll Wisd - WOHDME T-32
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Jna BEEBOJA TAHENH MHCTPYMEHTOR JUIA PHCOBAHIA HAMMIITE
rxHonky PIICOBAHIIE

Bremire 06RekT, KOTOPLIT clever repeMecTiTh. Eemr ofnexT
CEPRIT, JUIH er'0 BRIJIETIEHHH HOGEMITE  KIBHILI T.’\B M
SHIFT+TAB

Ha manermt mmerpymentop PIHCOBAHIE wHasaome KHOMKY
JETICTBIA 1 padeprre komaray TTOPSAOK, a 3aTeM KoMaH-
ay MEPEMECTHTE BITEPE]T.

w =) —_ l

e rpad EOTO 00LEeKTA HAZAT =

n

(o]

! 1 Thees ne snams sarsarer sresamn sarsnan Desaanners i seevarmar - ]
[ & 6 ome \ “OOE 45 -4 =504
T T P

L R i M| e e LR T

Puc.81. Onpenenenne MONOXKEHUST PUCYHKA
B TEKCTE.

1. Brigenure rpaduueckuii 0OBLEKT, KOTOPHIA TpebyeTcs mepemec-
TUTh. ECiti 00BEKT CKPBIT M HE BUAEH B OKHE pEeJaKTopa, TO Ul €rO BbI-
JICJICHUSI HaXXMHUTE KitaBuIny Tab mim komOuHanmio kinapum Shift+Tab.

2. Ha nanenu uHCTpYMEHTOB PHCOBaHMe Ha)kMuTe KHONKY JledcT-
Bus u BbiOepuTe myHKT Ilopsiiok, a 3atem komanny Ha 3aguuii mian
i Ha nepexnmii niax (puc.81).

]_IJ'I)I IIOMCIUICHUA Fpa(l)I/I‘IeCKOI‘O 00beKTa 3a WIu nepea TEKCTOM BbI-
MOJIHUTE ACHUCTBUS:

1. Beigenure 00beKT, KOTOPBIA CIEAyeT epeMecTHTh. Eciu 00beKT
CKPBIT, JUIS €T0 BBIICICHUS HaxxmuTe Kiapuiu Tab wmu Shift + Tab.

2. Ha nanenu uHCTpYMEHTOB PHCOBaHMe Ha)kmuTe KHONKY JledcT-
B u BeiOepute myHKT Ilopsigok, a 3arem komanxy IloMecTHTh 3a Tek-
ctom wii IlomecTuts nepen TekcroMm (puc.81).

Jns noBopoTa rpaduyeckoro odbekra Ha 90 TpagycoB BIEBO HIIH
BIIPABO BBITIOJHUTE JCHCTBUS:
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1. Bsigenure rpaduuecknii 00BEKT, KOTOPBIHA CIEAyET MOBEPHYTH,
IIEJIKHYB [0 HEMY MBIIIKOH.

2. Ha manenu uHCTpyMeHTOB PucoBaHue Haxxmure KHOIKY JleitcT-
Bus 1 BbiOepute pasznen IloBepHyTs/OTpa3utsh, a 3atem komauny Ilo-
BepHYTH BJeBo 1iu [loBepHyTh BiipaBo (puc.80).

Jnst pemakTHpOBaHMS OTCKAHMPOBAHHOTO WJIM 3arpy’KEHHOTO W3
¢aiima pHCyHKa MOXXHO WCIIONB30BaTh mpmiokeHne Microsoft Photo
Editor, okHO KOTOpOTO MTOKa3aHO Ha puc.82. JIONOTHUTENEHBIE CBEACHUS O
HEM co/iepkaTcs B CIPaBOYHOH cucTemMe camoii mporpammsl Photo Editor.

* Micanzobl Photo Feliles - unllnd]

& tio Et Yew [mage Eech Wedow Hep =lelx
D& w6 = =

(Cuasce (111,45 Selechon 129947 WH: 3050

WAnyee| | =3 @ W A 3 || I Miciosit Woed - WORDM. l [y E—T—— DE Bea o

Puc.82. OkHo penakTopa pucyHkoB Microsoft
Photo Editor.

Heticmeus npu pucosanuu
ITanens PucoBaHue MO3BOJISIET CO3/1aBaTh MHOXKECTBO CAMBIX pas-
JUYHBIX THUNOB aBTOduryp. Hampumep, [Uisi pucOBaHHS MPOWU3BOJIBHOM

KPUBOH HYHO BBIIIOJHUTH I10CJIEI0BATEILHOCTD CAEAYIOUX JEHCTBUIM:

1. Ha nanenu mHCTpyMeHTOB PucoBaHMe HaXmuTe KHONKY ABTO-
¢uryps! u Beibepute komanny Jluamum, a 3arem nacrpymeHnt Kpuast.
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2. Ulenkuure HaYaao GUTYpHI, a 3aT€M MEpeMENIaiTe MBIIIIb, MIe-
Kas B TEX MECTaXx, r/A€ CICAYCT pasMECTUTD Y3JIbl IlaHHOﬁ KpHBOﬁ.

3. Ins Toro, 4roObl OCTABUTh KPUBYIO HE3AMKHYTOM, IBAXIbI
HICTKHUTE JTIFO0YIO €€ TOUKY.

4. Jlnst 3aMbIKaHusi aBTOQUIYpHI IEIKHUTE MBIIIKOW OKOJIO €¢ Ha-
YalbHON TOYKH.

Jis prcoBaHUS TPSAMOU JWHHUH IOCITIENIOBATEIBHO BBITIOJIHUATE CIE-
JyIoIIMe NEHCTBUS:

1. Ha nanenu uncrpymenros PUCOBAHUE uaxmure kHOIKy AB-
TO®UT'YPHI u BeiGepute komanny JIMHWU, a 3atem Hy>KHBIH TUI JTU-
HUHU.

2. TlpoBemute JIMHUIO, yACPKUBAS HAXKATON JIEBYIO KHOIIKY MBIILIH.

3. us toro, 4to0bl yroi HAKJIOHA JWHUH ObUT KpaTeH 15 rpamycam,
yaepkuBaiiTe HaxkaToi kmaBumry Shift.

i TOorO, 9TOOBI IMHUS MPOJOJIKANACE B 00€ CTOPOHBI OT HAYaIbHOU
TOYKH, MPU BBINOJHEHWN ONHUCAHHBIX BBIIIE NEHCTBUM, yJAep KUBalTE Ha-
xartoil xmaBunry CTRL. JIng pucoBaHHS MONWIMHUM HCIOJB3YyeTCs IO-
CIIeJ0BATENBHOCTD CIIEIYIOLINX ONepPaLNii:

1. Ha nanenu mHCTpyMeHTOB PucoBaHMe HakmuTe KHONKY ABTO-
¢uryps! u Beibepute KoMaHmy JIMHUAM.

2. Hns pucoBaHusi OOBEKTa, COCTOSIICTO W3 IMPSIMOIMHEHHBIX U
KPUBOJMHEHWHBIX OTPE3KOB, BEIOepHuTe HHCTpyMEHT Ilouaunus.

3. Jlns mpoBemeHHUsI KPUBOIMHEHHBIX OTPE3KOB HCIONB3YHTE Tepe-
TackuBaHue. /|1 npoBeeHus NPsIMOIMHEITHOTO OTpe3Ka HIETKHUTE Havya-
JIO ¥ KOHEI] OTpe3Ka.

4. Jlns puCOBaHWs TMPOM3BOJIBHON KPUBOM HCIIONB3YHTE HHCTDPY-
MeHT PucoBanHasi KpuBasi.

5. Hns Ttoro, 4ro0Gbl OCTaBUTh KPUBYHO HE3aMKHYTOMU, [IBA)KIBI
HIETTKHUTE JTI00YI0 €€ TOUKY.

6. Jlist 3aMbIKaHus GUTYPHI METKHATE JICBOM KHOMKON MBIIIIKH OKO-
JIO €€ HA4YaJIbHOU TOYKH.

I'pynnupoexa obvexkmos

Jis TpynmupoBaHus TpapUUECKUX OOBEKTOB BBIOJHHUTE CIIEAYIO-
II1€e JEeUCTBUSA:

1. Vaepxwusas Haxxaroi kiasumty Shift, Beigenure Bce rpaduueckue
0OBEKTHI, KOTOPBIE ClieayeT OOBEANHHUTD B €IMHYIO IPYIIITY.
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2. Ha manenn WHCTpyMeHTOB PHcOBaHuWe IIETKHHUTE KHOMKY Jleii-
CTBHSI U B OTKPBIBIIEMCS] Ha 9KpaHe MEHIO BblOepuTe koMaHny I'pynmu-
poBaTh.

B aTom ciryyae pa3nuuHble YacTH CIIOKHOTO PUCYHKA OYIYT CBSI3aHBI
MEXKIy CO00H M MX MOXKHO IepeMeniaTh U MEHSTh pa3Mep, KaK y eJHHOTO
pHUCyHKa (BepXHHUE ITyHKTHI MeHI0 Ha puc.80).

JU1st pasrpynnupoBaHus rpadUyeckux OOBEKTOB IOCIEI0BATEIEHO
BBITIOJIHUTE ACHCTBHS:

1. Bsimennute 0OBEKT, KOTOPBIH CICGAYeT pa3aeiuTh Ha COCTABHBIC
YacTH.

2. Ha nanenu unctpyMeHToB PHcoBaHue Haxkmute KHOIKY JlelicT-
BHSI, a 3aTE€M B IOSBHUBIIEMCS MEHIO BbIOepHTe KOMaHIy Pasrpymmupo-
BaTh.

B aTOM citydyae pasiH4HBIE YaCTH CIOXKHOI'O PHCYHKa He OyIOyT CBs-
3aHbl MEXKIY COOOM, M KaXKIbIH 3 HUX MOYKHO IepeMelaTh i MCHATh pas-
Mep, KaK y caMOCTOSITEIFHOTO HE3aBHCHMOTO PUCYHKa. Jiis meperpymnmu-
POBKH TpadUIecKuX 00BEKTOB:

1. Bsimenure MBINIKOM 1000 U3 paHee CrpyNIMPOBAHHBIX OOBEK-
TOB.

2. Ha nanenu uHCTpYMeHTOB PHcOBaHMe HaxmuTe KHONKY JlefcT-
BHSfl, a 3aTeM BblOepuTe KomaHay IleperpynnupoBats.

Komanpaa IleperpynnupoBaTh HEIOCTYITHA, €CIIM BBIICICHHBIA 00b-
€KT SBJIETCS YaCThIO JIPYro IPYIIIbI, a TAKXKE B CIydae Mepexoja B Ipy-
rOd JOKYMEHT WIIM U3MEHEHHUsI PeXHuMa MPOCMOTpa TOCie pasrpyInupo-
BaHHUS 00BEKTOB.

BcraBka Hagnucu

Korzaa B JoKyMeHT BcTaBileH KaKoi - TO rpauyecKuii 00BbEKT, pucy-
HOK, KapTHHKa M3 CTaHJapTHoro Habopa wim n3 ¢aina, Gopmyrna wmimm
Tabnuia, Bceraa MOXKHO CO3/IaTh JUIS HETO Ha/IMHCh. [t 5TOr0 BBITIOJIHU-
T€ CIEyIOIHUe JCHCTBHS:

1. Beigenure rpadudeckuii OOBEKT, MICAKHYB HO HEMY JCBOM
KHOIIKOM MBILIKH.

2. B TI'naBHoMm MmeHi0 BeTaBka Boibepurte komanny Haszpanmue.

3. B nosiBUBLIEMCS OKHE, KOTOPOE MOKA3aHO HA PHC.83, HYKHO BbI-
HOJIHATH ONEPaLUu:
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Pnc.83. OkHo co3ganust Haamuceil K pUCYHKaM.

1) B wmenro IMocrosiHHast yacTh BhIOEpUTE 0003HAUYEHHUE PUCYHKA,
Hanpumep, "Puc." wmn "PucyHok.".

2) B wmenmo ITonoskeHue ompenenuTe MOI0KEHNE HAANCH, HAIIPH-
Mmep, "[lon BeIIeneHHBIM 00BEKTOM" .

3) Ecmu Tpebyemoe oOo3HaueHHe 0OBEKTa HE CYILECTBYET, €ro
MOXKHO CO3J1aTh, IEIKHYB M0 KHOIIKe Co31aTh.

4) Ecmu kakoe - To 0o0o3HaueHHe OOJIbIlle HE HYKHO, €r0 MOXHO
YJQJIUTh KHOTIKOW Y 1auTh.

5) Knonkoit Hymepamusi BBl MOXETE ONpEAEIUTh (HopMaT HOMe-
POB 00BEKTa M BKIIOUNTH B HyMEPAIMIO HOMEpa IJIaB.

4. Tlocne caenaHHBIX YCTAaHOBOK Hamuiute B MeHio Ha3Banue me-
PEMEHHYIO YacTh HAJIIKCH, T.€. Ballle OMHCAHUE TAHHOTO 00BEKTA.

5. Jlast MOMEIEHUS HAAIMUCH OKOJIO BBIJEJIEHHOIO O0OBEKTa IIENK-
uute 1o kHonke OK.

Co3nanue Ta0 UL pUCOBAHHEM

TaOmuubl MOXKHO HCHOJIB30BATH JJISL YHNOPSJOYMBAHMS JaHHBIX H
CO3/IaHUSI MHTEPECHBIX MAaKETOB CTPAHMIBI C IOCIEAOBATEIFHO PacIoio-
JKeHHBIMH CTOJI0I[aMu TekcTa uin rpaduku. s Hanbosee OpICTpOro co3-
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JIaHUS TIPOCTOH TaOJIHILIBI, HAIIPUMEp, TAKOH, KOTOpas UMEET OJMHAKOBbIC
CTPOKH ¥ CTOJOIIBI, T.€. MPSIMOYTOJILHON TaOIHIBI, MOKHO HCIIOIb30BaTh
kHOTKy Jlo6aBUTH TabaMIy.

C nomomeio komanasl HapucoBats Taduny I maBHOro MeHto Tab-
JIUIIBI JIETKO CO3JaTh OoJiee CIOXKHYIO TaONHuIly, HapuMep, TaKylo, KOTO-
pas COIEpXKHUT S4YEeHKM pa3HOM BBICOTHI WIM Pa3IMYHOE KOJIUYECTBO
CTOJIOLIOB Ha CTPOKY. JTO METOJI, OY€Hb CXOAHBIN C PUCOBAHUEM TaOJIHIIBI
Ha Oymare oT pyKH.

MoXHO c0o31aTh HOBYIO YHCTYIO TaOJHILy W 3allOJHUTH ITyCThIC STUCH-
K, 1100 MOXHO ITpeoOpa3oBaTh CyLIECTBYIOIINE a03albl TEKCTa B JIOKY-
MEHTe, pa3JieJIeHHbIe, HalTpUMep, CAMBOJIAMH TaOYIISIMH B TAOIHILY.

Cosoanue cnoacnoil mabauybwl

Jlyis co3maHust B TEKCTE CIIOKHOW TAOJIMIIBI BBITOJHHTE CJICIYIOIIHE
IEUCTBHS:

1. BsiGepure MecTO co3aaHuUsI TaGIIHMIBI, YCTAHOBUB HA HETO SKPaH-
HBIM Kypcop.

2. Ecnu nanens wHcTpyMeHTOB Tadauubl 4 rpaHuubl He oTOOpa-
’KEHa Ha dKpaHe, HAKMHUTE KHOMKY - B - Tadmamubl u rpanunsl. Ilocie
3TOTO0 HA HDKpPaHE MOSBUTCA IAHENb WHCTPYMEHTOB, M YKa3aTelb MBIIIN
M3MEHHTCS Ha Mepo, KaK IMOKa3aHo Ha puc.84.

3. Jnst TOro, 9ToOBl ONPEASIUTh BHEIIHHE TPAHMUIIBI TAOIHUIIBI, Ie-
peMectuTe (IIPOBEANTE) yKa3aTelb MBIIH (MEpO WM KapaHAall) IpH Ha-
JKaTOH JICBOI KHOITKE OJTHOTO yTiia TaOJHUIBI B IPYTOH. 3aTeM MpOpHUCYiTe
JIUHHUU CTOJIOIIOB U CTPOK.

JUi ynaneHus TMHUN HAKMHUTE KHONKY JIacTHK U npoBeauTe o Ju-
HHH TIPY Ha)KaToW JIeBOH KHOMKe MbIIH. [locne co3manus TabanIs BbIOE-
puTe A4YEKy, yCTAaHOBUB HA HEE HKPaHHBIA KypCOp, U BCTABIIMTE TEKCT
WIIH TpaQuKy.

Jlns mpeobpaszoBaHus CyIIECTBYIOLIEIO TEKCTa B TAONHUILy BBIOIHUTE
JIEHUCTBUS:

1. Vkaxure Mecra pasieneHust TEKCTa Ha CTOJOIBI M CTPOKH, BCTa-
BUB B COOTBETCTBYIOIINE MecTa pa3zaenuteny. Hanpumep, BcTaBka CHMBO-
JIOB TaOyJUSIUK TS pa3lelieHHs CTOJNIOLOB U BCTaBKa OTMETOK ad3ara st
BBIJICJICHHS] KOHLIOB CTPOK.

2. Beigenure pa3MEYCHHBIH TaKMM 0Opa3oM TEKCT I Ipeodpaso-
BaHUS €r0 B TAONHITY.

3. Bpribepure komanay Ipeo6pa3oBars B Tadauny [maBHOTO Me-
Hio Tadauna.
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4. VYcraHOBUTE HYXKHBIC TAPAMETPHI TAOIHIIBI.

5. Jlust mostydeHust CBEACHHI O JTF0O0M MapaMeTpe HaXXMHUTE KHOIKY
C BOINPOCHUTEIHHBIM 3HAKOM CIpaBa BBEPXY OKHA, a 3aTeM IIEIKHUTE
MBIIIKOK ATOT MapameTp.
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3  Ecomt nmaxens smcrpyMentos TABJIHIEBL U TPAHHLEBL oro-
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Puc.84. Bug mento Tadauubl M rpaHMIbI TAHETH HHCTPYMEHTOB
Pucosanue.

BceraBka quarpammbl B
JOKYMEHT

[Ipu coznanuu auarpaMMsl IyTeM BeIOOpa KoMaH sl OO BEKT B MEHIO
BeraBka u nocnenyromeM BeiOope THna oobekra Jluarpamma Microsoft
Graph - 97, nononauTenbHAs nporpamMa Microsoft Graph oroOpaxaer Ha
9KpaHe Auarpammy, a Takxke TaOnWIly, COAEpIKallylo CBSI3aHHBIC C HEH
nanuble. Tabnuma sBisiercs oOpasmoM, MOKa3bIBAIOIIUM, Kylda HYKHO
BBOJUTH MOAIKCU CTPOK M CTOJOIOB M camu JdaHHbIE. [Ipn BriItOYeHHH
MPOrpaMMbI MOYKHO BBECTH HOBBIC JAaHHBIC B Tabmuiyy MS Graph, ummop-
THUPOBATh JIaHHBIE W3 TEKCTOBOro (paiiyia, IMIOPTUPOBATH JIUCT WM JUa-
rpammy Microsoft Excel wiui ckonnpoBath TaHHBIE U3 JPYTOM MPOrPaMMbl
komruiekca MS Office. Kpome Toro, MokHO co31aTh quarpamMmy w3 Tao-
mel Word mim BctaBuTh B 1okyMeHT Word nuarpammy Microsoft Excel.
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st co3manusi B IOKyMeHTe pefakropa auarpammbsl Microsoft Graph
- 97 ¢ 3anonHAEMON TaONHUIIEH BBITIOIHUTE CICTYIONINE NEHCTBUS:

1. Ilenkuure nyukr OGbeKT passena BeraBka [iaBHOro MeHio, a
3areM BKIaaky Co3nanme.

2. B nosiBuBIIeMcs OkHe BbiOepute myHKT Jmarpamma Microsoft
Graph - 97 u3 ciiucka Tunm 00beKkTa, OTMETBTE TIepekitrodaTens IloBepx
TeKCTa, YTOObI BCTaBisieMas AUarpaMma ObUia MepeMeniaeMoi 1o TEKCTy
JOKYMEHTA, U mienkHuTe KoKy OK.

3. Ha okpane MOSBHUTCS OKHO CHCTEMBI CO3/IaHHS HArpaMMBI C He-
KOTOPBIM e¢ 00pa3IioM M TabJyiuIla, KyJa HYKHO 3aJaBaTh HCOOXOIUMBIC
JIaHHBIE.

4. 3anecure nanmHble B Tabnuily, pabortas ¢ Hel, Kak ¢ OOLIYHON
Tabnuuel penakropa, U BBIOEPUTE HYXKHBIH BHJ - THIT AMArpaMMbl C I10-
MOIIBI0 KHONKK THN JuarpamMmel, clenaite Opyrue HeoOXOTUMBIE H3-
MeHeHus (puc.85).

5. Jlms BO3Bpara B JOKYMEHT PedakTopa ¢ OJHOBPEMEHHOM BCTaB-
KOW B IO3MLHIO 9KPAHHOTO Kypcopa CO3IaHHOH IHarpaMMbl LIEIKHHUTE
MBIIIKOH B JIFOOOM MeCTe 9KpaHa BHE TaOJIHLBI TN JHaTr PaMMBL.
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Puc.85. OkHO co3maHust quarpaMMBbI
penakropa.
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Microsoft Graph pesepBupyeT MepByK CTPOKY W CTOJIOEI TaOIHIIbI
JUISL TEKCTA, OMMCHIBAIOLIETO AaHHBIE B 3TOH CTpoke wiu crosdue. B ciy-
Yyae TOYEYHOW WJIM My3bIPHKOBOW JAMarpaMMbl IiepBast CTPOKa MM CTOJIOEI]
COJIepIKaT 3HAuCHUSI.

CoszanHas auarpamMma OyJieT BCTaBjIeHa B IMO3UIMIO DKPAHHOTO Kyp-
copa (Tam, re OH HaxoJWJcs 1O BbI3oBa mporpamMmsl Microsoft Graph -
97) u npencrasiser co0OH PUCYHOK, C KOTOPHIM MOXHO paboTarb, Kak ¢
JIFOOBIM PUCOBAHHBIM OOBEKTOM.

Jnst moCTpoeHUsT JUarpaMMbl 10 BBIOPaHHOW TaONHLE penakTopa
coznaiite BHayane Tabmauy Word, a 3aTeM MOCIeqOBaTeIbHO BBIIOJIHHTE
CIIeIYIOIIYe ICHCTBHUS:

1. Ulenkuure TabauIly, MOMECTHB B HEE SKPAHHBINA KYpCOp, a 3aTeM
BbIOepHTE KOMaHy BblnenanTsb Tabnuiy B MeHro Taéauma wnu BelieuTe
ee KakMM-TO JIDYTMM CHOoco0OM, ONMHMCaHHBIM BbIlIe B TiaBe "Pabora c
TadmnaMu".

2. Ilenkuure MpimKod komaunay O0beKT B [TaBHOM MEHIO pejiak-
Topa BeraBka.

3. Bribepure Jduarpamma Microsoft Graph - 97 u3 crmcka Tum
o0bexTa Briaaku Co3panue u menkaure mo kaonke OK.
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Puc.86. BeraBka naHHBIX M3 TaOJIUIIBI pelakTopa B TaOIUILy
MIPOrpaMMBbI CO3JAHUS AUATPAMM.
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4. Ha skpane TOSBUTCS OKHO JUTSl CO3aHMs HArpaMMBI, B TaOIHIlE
KOTOPOTI'O YK€ OyAyT 3aHEeCeHbI JaHHbIC U3 TaOIHUIIBI pefakropa (puc.86).

5. JIst BCTaBKM qUarpaMMbl B JIOKYMEHT PeIakTopa OCTaeTCst TOJb-
KO BBIOpATh TUI JUArPaMMBI U MIEIKHYTH B CBOOOTHOM MECTE dKpaHa.

I[J'If[ HU3MCHCHHA CO3ﬂaHHOI71 AarpaMmbl BBIITOJITHUTE NPUBCACHHBIC
HWIKE OIlepaln:

1. JIBaK/BI MIENKHUTE qUATPaMMY, KOTOPYIO CIIelyeT H3MEeHUTh. Ha
9KpaHE MOSIBUTCSI OKHO NMPOrpaMMBbl JUIsl CO30aHMs 1 U3MEHEHMSI JUuarpam-
MBI.

2. W3MmeHuTe BUJ IUATPAMMBI WM TAGIUIBI, BHECUTE MIPOYUE KOP-
PEKTHPOBKH, a 3aTeM Haxkmute kHonky OK.

OdopmiteHne TEKCTa ¢ MOMOLIBIO BO3MOKHOCTEI
nporpammbl Word Art

B npenpinymux Bepcusax Office ms cozmanus GpUrypHOTO TEKCTa HC-
nosip3oBasack nporpamMma Word Art, KOoTopas NOCTaBIsUIach BMECTE C
HuM. B Office - 97 mst 3T0#1 nenm ncnonp3yiTe HOBYIO KHOTIKY Jl00aBUTH
oobexkT Word Art Ha nanenu nHctpymeHToB PucoBanue. [1o cpaBHeHHIO
C TIPEeNBIIYIIMMH BEPCUSIMU NOSBUIIUCH HOBBIE BO3MOXKHOCTH: JI00aBJIeHHE
00BeMa, TEKCTypHBIE 3JIMBKH M MHOTO€ JIPYyTOE.

[Ipu HamuuK Ha KOMITBIOTEPE OTIEIbHON mporpamMmel Word Art oHa
He ypansercs npu ycranoBke Office - 97, HO 1 He BBI3BIBacTCS PU HaXKa-
iU kHOnKU [lodaBuTh 00BeKT Word Art Ha manenu PucoBamms. Ou-
TYPHBII TEKCT, CO3MaHHBIA B mporpamme Word Art, He mpeoOpasyercs
AaBTOMATHUYECKH B HOBBIE Ipadudeckue 00bEKTHI.

Cozoanue pucynkoe mexcma

st coznaHus puCcyHKa B TEKCTE PEIAKTOPA BBIIOIHUTE CIELYIOIINE
IEUCTBHUS:

1. Bribepure komanay O6bekT Word Art B moaMeHio myHkra Pu-
cyHok ['maBHoro MeHro BeraBka wiiy Ha maHenw MHCTPYMEHTOB PucoBa-
HHe HAOXMHUTE KHONIKY Jl06aBUTh 00bekT Word Art

2. Ha skpaHe HOSBUTCS OKHO C PasiMYHBIMU BHIaMH O(OPMIICHHSI
TekcTa. Hy)XHO IIENKHYTh MO BEIOpaHHOMY TUITY O()OPMIICHHUS U 11O KHOTI-
ke OK. Bux oxna BbiOopa Trmna opopmIiIeHHs TEKCTa IPUBEICH Ha puc.87.

3. Ha okpaHe MOSBHTCS €lIe OAHO OKHO, B KOTOPOM HaOMpaeTcs
TEKCT. 3aTeM HaJl0 BbIOpaTh THIl WIpU(Ta U €ro pa3Mep U CHOBA LICIKHYTh
OK. OkHo HamucaHUsI TEKCTa U BbIOOpa ero opmara rnokasaHno Ha puc.88.
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__ tHocTeil WordArt

1 Jsasger memcime GruypHeii TeKCT, KOTOPRIL cleayer imMe-
HHTB.
2 Mamennre TeKCT, BHECHTE IPOYME HIMEHEHIA, A JaTeM HAKMHIE

Puc.88. OkHo s Habopa TekcTa B mporpamme Word Art.
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BrinosiHeHHbIE 1EWCTBUS NPUBELYT K BCTABKE B NO3ULUIO 3KPAHHOTO
Kypcopa Tekcra, oopMieHHOTO 1O BaimeMy BbiOOpy. Takoi TEeKCT siBIs-
€TCsl PUCYHKOM M K HEMY ITPUMEHUMBI BCE METOJbl padOThI C PUCYHKaAMH,
onucaHHbIe Bbile. OUTYPHBIA TEKCT HE OTOOpaKkacTCs Ha dKpaHE pelak-
TOpa B peXHUMe CTPYKTypbl. HeBO3MOXHO Tak)e BBIIOJHHUTH IIPOBEPKY
opdorpaduu purypHoro texcra.

CymiecTByeT BO3MOKHOCTh J100aBHTh K CO3JJaHHOMY TEKCTY TeHb, Ha-
KJIOHATh, BpAIllaTh M PacTATUBATh €0, a TaKXKe BIUCAThb B OJHY U3 CTaH-
nmapTHeIX (opM. Ilockombky (QUTYpHBIM TEKCT sBIsETCS TpaduIecKuM
00BEKTOM, JJI1 €r0 M3MEHEHHS, HallpuMep, MOOABICHUS 3aJHBKH MOXKHO
HCIIONIb30BaTh KHOIKH [TaHENH HHCTPYMEHTOB PucoBaHusl.

Jis m3MeHeHns GUTYPHOTO TEKCTa BBIOJIHUTE ACUCTBUS, IIPUBEICH-
HbIE HUXE!

1. JIBakjpl [IEIKHUTE MBIMIKON (UIYPHBIA TEKCT, KOTOPBIH Ciey-
€T U3MECHUTD.

2. U3MeHHTE TEKCT, BHECUTE IIPOYUE HU3MEHEHUSI, 4 3aTEM HaXMUTE
kHonky OK.

Tlpusaska epagpuueckoco obvexma

I'paduaeckuit 00bEKT OOBIYHO MPHUBS3aH K ab3aIy, KOTOPHIA HE00X0-
IUMO TiepeMecTHTb. IS BBIKIFOYEHHs TaKOHW IPUBS3KH BBIOJHHUTE CIe-
Jylonee:

1. Beigenure rpaduyeckuil OOBEKT, IICIKHYB 0[O HEMY JIEBOM
KHOIKON MBIIIKH.

2. Bpribepure komanxy PucyHok B I'maBHOM MeHo dopmat U B
nosiBuBIIEMcsl okHe PopmaT pucyHka BoiOepute BKiIaaky IlosiokeHue.

3. Cuumute daxku IlepemeliaTs BMecTe ¢ TEKCTOM U Y CTaHO-
BUTH NPHUBSA3KY.

4. B wmento ITo ropusonTain u Io BepTHKAIN yCTAHOBUTE pac-
CTOSIHUS B CAHTUMETpaX, a B IByX MeHI0 OT yctanoBuTe CTpaHMIbI WIN
ous.

Torpa pucyHOK OyJeT MPHUBS3aH K CAMOW CTPaHHIE WK €€ MOJSIM U
€ro MOXKHO TEepPeMeNIaTh - MEePETACKUBATH MBIIIKOH, KaK 000 rpaduye-
CKHUI OOBEKT.

Penakrop dopmy

IIporpamma penaktopa popmyn Equation 0 3 ucnonp3yercs 1is Ha-
IMUCaHHUA CJIOXHBIX MAaTEMAaTHYCCKUX Bpra)KeHI/Iﬁ N3 pa3HbIX pPasaciioB

176



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

ecTecTBO3HaHUs. [IporpamMma nMeeT odeHb MUPOKUN HAOOP CTaHIAPTHBIX
0003HaYeHHIT MaTeMaTHYeCKUX (GOpMys, OT OOBIYHBIX Apobel 10 MHOrO-
KPaTHBIX MHTETPAJIOB U CYMM.

Jst BcTaBKY HOBOM ()OPMYJIBI B TEKCT JOKYMEHTA B IO3ULIUIO SKpaH-
HOT'O Kypcopa BBIIOJIHUTE:

1. Ilenkuure MecTO BCTAaBKU (HOPMYJIbI, yCTAHOBHUB HA HErO IKPaH-
HBIA Kypcop.

2. Beoibepure (IEIKHATE MBIMIKOW) KoMaHny OObekT B ['nmaBHOM
MeHI0 BeraBka 1 B MOSBUBIIEMCS Ha 9KpaHe OKHE MepeiiuTe Ha BKIIAIKY
Cosznanme.

3. B meHo co crckoMm Tun odbekTa BoiOepuTe MbInkoi Microsoft
Equation 3.0.

4. VYcranosure win caumuTe Guaxkox [loBepx TekcTa B 3aBUCHMO-
CTH OT BalIUX TPEOOBAHUM.

5. Tlocie caenaHHBIX YCTAaHOBOK VTS MX MPUHSTHS HAKMUTE KHOIKY
OK OTKpBITOrO OKHA.

6. Cospaiite Gopmyity, BEIOpaB CHMBOIIBI HA AHEIH HHCTPYMECHTOB
®opmyJia 1 BBeJIsl IEpEMEHHBIE U YHCIIa.
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Puc.89. OkHo penakTopa Gpopmyn
Word.
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7. B BepxHe# CTpOKe MaHEIHd HHCTPYMEHTOB MopMyia MOKHO BBI-
Oparp Oonee uem 150 MaTemMaTH4ecKMX CHUMBOJIOB. B HIDKHEH cTpoke,
MOJKHO BBIOMpATh W3 MIAOJOHOB W HAOOPOB, KOTOPBIC COJCPKAT TaKHE
CHMBOJIBI, KaK JpoOu, HHTErpalibl, CyMMBI U Tak nanee. OKHO penakTopa
(hopMyJ ¢ TaHeNIbI0 HHCTPYMEHTOB NPHUBEAEHO Ha puc.§9.

8. Hus Toro, 4ro6sl BepHyThcss B Word, IIENKHHTE B CBOOOIHOM
Mmecte JokymeHTa Word.

B HexoTOphIX citydasx (opMylly HeNb3s BCTaBUTH B BUIE IlepeMe-
raeMoro oObeKTa pH yCTaHOBIEeHHOH "mTiuke” nepeximodaTens [loBepx
Texcra. Hanmpumep, korma ¢popMmyna HaxoAuTcs B stdelike TaOIMIBI WU
npu npeodpasoBanuu gokymMenta Word B crpanuiry Web crieayer cHITH
¢naxox IloBepx TekcTa, 4TOOBI POPMYyJIa CTaIa BCTPOSHHOU.

Jns ©3MeHeHHs HaxosIIIeNcsl Ha SKpaHe B OCHOBHOM OKHE PEIaKTO-
pa (hopMyJIBI BBIIOJIHUTE ICHCTBUS:

1. JIBaKabl MIETKHATE MBIIIKOH (GOPMYITY JUIA €€ peIakTHPOBAHHS.

2. HWcnoms3yiiTe KHONIKM W KOMAHIBI TaHEIH WHCTPYMEHTOB Mop-
MyJIa JUis K3MEHEHUsI BUa GOpMYyJIbI.

3. Jlns Toro, 4yTo0BI CHOBa BO3BPATHTHCS B OCHOBHOE OKHO Word,
IICJKHUTE MBIIIKOH B JIIOOOM MECTE TEKCTa JOKYMEHTA.

MoxHO Jerko mpeodOpas3oBath IepeMeniaeMmyo (GpopMyiy BO BCTPO-
€HHYI0, 1 Ha000poT. [[yst Toro, 4To0BI chenaTh 3To, IEIKHUTE e MPaBon
KHOIIKOHM MBIIIH, yKaxute KypcopoM O0wekT Equation B KoHTekcTHOM
MEHIO, a 3aTeM IIeNKHUTe B moaMeHro pasaen IIpeodpaszoBaTth. B mos-
BUBIIEMCS OKHE, YTOOBI IpeoOpa3oBaTh IepeMelaeMyro (opMyiy BO
BCTpOeHHYI0, cHUMHUTE (hnaxok [oBepx Texcra. [l Toro, 4T00OBI MPE0O-
pa3oBaTh BCTPOEHHYIO (OPMyYIy B MEPEMENIAEMyI0, YCTAHOBUTE (IasKoK
IToBepx Tekcra.

BceraBka taduaun penakropa Excel

Word mnpemocraBisieT HECKOJIBKO CIIOCOOOB BCTaBKHM JIaHHBIX
Microsoft Excel B Teker nokymenTa. Harnpumep, MOKHO JIETKO CKOIHPO-
BaTh U BCTaBUTh JIUCT WM JUarpamMMy depe3 OydepHyro mamars. MoxHO
BCTaBUTH JIUCT WJIM AWArpaMMmy B BHJE CBSI3aHHOTO OOBEKTa, WM BHE-
JIpeHHOro o0bekTa. OCHOBHBIC Pa3INYUs MEXKIY CBSI3BIBAHUEM W BCTPaH-
BaHMEM 3aKJIIOYAIOTCS B MECTE XPaHEHHUS NaHHBIX U crioco0a 0OHOBICHHS
JAHHBIX MOCJIE TOMEIIEHHS X B JOKyMEHT:

1. Cps3aHHBI OOBEKT - JHCT WIHA IJHarpaMMa - OTOOpakaioTcs B
JIOKyMEHTe, HO ero uHQopmalus XpaHUTCs B UCXOAHON KHHUre Microsoft
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Excel. Ilpu penakrupoBanuu ngaHHbix B Microsoft Excel, Word moxer
AaBTOMATHYECKH OOHOBIISTH JIUCT WJIM JUAarpamMMmy B JOKyMeHTe. CBsI3bIBa-
HHE CJeJyeT NMPUMEHATh, Korja HeoOXO0IUMO BKJIIOYHTH B JJOKYMEHT pe-
JTAKTOpa HE3aBUCHMO BBOAUMYIO MH(OPMAIIHIO, TAKYyI0, KaK JTaHHbBIC, COO-
paHHbIE PA3IMYHBIMU OTIENIaMH, U T.J. BBHAY XpaHEHUs CBSI3aHHBIX JaH-
HBIX B OTIEJIBHOM MECTE, CBSI3bIBAHHE MOXKET TaKXKe MOMOYb MUHHMH3H-
poBaTh pa3mep daiina gokymenta Word.

2. BHenpeHHBIH 00BEKT - IUCT WK JMarpaMma - XpaHuT HH(popMa-
IIMI0 HETOCPENICTBEHHO B JokymMeHTe Word. MoXHO BHEOPUTH CYIIECT-
BYIOLIMI WJIM HOBBII IyCTOW JIMCT WIX AuarpamMmy. BBUIy XpaHeHUs UH-
¢opmarn B moxymente Word, BHeIpeHHE cileqyeT NPHMEHSTh, KOTnAa
TpebyeTcsi pacHpoCTpaHEHHE OINEPATUBHOM BEPCHM NOKyMEHTa JIMLAM,
KOTOpBIE HE OYIyT MMETh JOCTYIa K OTJACIBHO CIICIAaHHBIM JINCTAM U JHa-

rpaMMam.
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Puc.90. Oxno BcTaBku Tabmuims! Excel B qokymeHT
penaxkTopa.

s coznanus BHeApeHHOH Tabmuubl Excel menkHuTe KHOMKY -
- lo6aButh Tabauuy Excel. B mosBuBmeMcss MeHIO BBIOpaTh HY>KHOE
YHCJIO CTPOK M CTOJIOLIOB, MEpeBHUras MO HEMY MBIIIKY, U IIETKHYTh B
npaBoii HmwkHel kierke (puc.90). Ha skpane OymeT co3gana TaOniwmiia
Excel, pasmMep KOTOpO# MOXKHO MEHSTh, KaK OOBIYHOTO PUCYHKA. 3aroJ-
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HHUTE TaOIMIly HYXHBIMU JaHHBIMU M HAJIHCAMH U IIEIKHUTE B CBOOOI-
HOM MecTe 3KpaHa. [Ipu 3ToM Tabmuna OyAeT BCTaBlICHA B TEKCT JOKY-
MEHTa PeJakTOpa B MO3UIUIO 3KPAaHHOTO Kypcopa.
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CHOCKMH, CCBIUIKHU U 3AKJIAJIKH

Ipumeyanus

Pexum HpuMeqa}ma IMO3BOJIACT CO3JaBaTb MPUMEYAHUSA K TEKCTY
JOKYMEHTA, KOTOPLIC PpacClojararoTcsi BHU3Y Ka)KI[Oﬁ CTpaHUIIbI. I[JISI
BCTaBKH HpnMeannn OoCJI€A0BATC/IbHO BBIIIOJHUTE CIICAYIOLICC:

1. Bbimenure TEKCT WM 3JEMEHT, ¢ KOTOPBIM TPeOyeTcst CBSI3aTh
npumeydanue. Eciu 3TO 0HO CIIOBO - MOCTAaBbTE HA HETO SKPAHHBIA Kyp-
cop.

2. Haxwmure KHONKY BCcTaBHTH MpUMevaHWe Ha TIAHETH HHCTPY-
MeHTOB PenenzmpoBanme win B ['maBHOM MeHio BeraBka uienkHuTe
nyHkT Ilpumeyanns.

3. B mOosBHBINEHCS BHU3Y 3KpaHa 00JaCTH TNPUMEYaHHHA BBEIUTE
TekcT npumeydanusi. OKHO BBOJIa MpUMEYaHUH Moka3aHo Ha puc.91.
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IIPHMEMAHHE, HIIH lId]Jdii,'.Ul'l't: B KOHEL TEKCTA DFEMEHT © KOTO-
peid cemaHo [IPHMEYAHHE nokaskiBacTca HA SKpaHe © &enl-
TOH NOJICRETKON
Hazamre wxuomky BCTABHUTE TIPUMEYAHHE na nanemt
mHeTpymeHToB PELIEHSHPOBAHHE wm B I'maeHOM MeHIO
BCTABKA wemaryts mynxr [TIPHMEYAHM A(s1]
- 3. Bpennre TekcT NMpHMEYaHHA B MOABHMBINGTICA oO1MacTH MpHMeda-
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Puc.91. Oxno ans BcraBku Ilpumeyanus.

Ecmu KOMIBIOTEP UMECT 3BYKOBYIO IJIATy U MI/IKpO(I)OH, MOXXHO 3allu-
CbIBaTh 3BYKOBBLIC IIPUMCYAHUS. Ecnmm umeercs cuctema PYKOIIUCHOT'O
BBOJla, MOXXHO 3allUCbIBATh PYKOIIUCHBLIC IMPUMCYAHUA. K KaxXJaoMy Hpu-
MCYAaHUIO, BBOAUMOMY B JOKYMCHT, aBTOMAaTU4YCCKU ,Z[O6aBJ'I${eTC$I 3HaK
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NPUMEYaHUsl - HOMEp, BUAUMBIA B TekcTe. CaM TEKCT NpHMedaHHi
odopmirsieTcst Kak CKPBITHIN TEKCT U MOSBIISETCS MPU OTKPBITHHM 00/1acTh
MIpUMEYaHul WK Ha)KaTHM Ha KHONKY HemeuaTaeMble cHMBOJIBI TTaHEIN
HHCTPYMEHTOB pEIaKTopa.

Jnst Toro, 4yToObl CHAOXKEHHBIN MPUMEYaHUEM TEKCT BBIIEISUICS Ha
9KpaHe CBETJIO - JKENTHIM TEKCTOM, a INpHMEYaHHsi OTOOpakaluch BO
BCIUTBIBAIOIINX OKHAX, BeIOepuTe kKoMaHay Ilapamerpsl B [1aBHOM MeHIO
Cepsuc, a 3ateM ycraHoBuTe (axok BenubiBaromme moackaskm Ha
BKIaake Bua. Ecnu Tenepp yCTaHOBHUTBH yKa3aTellb MBIIIKU Ha BBIIEICH-
HBII KENTBIM LBETOM TEKCT, HaJ TEKCTOM IOSBUTCS MMs aBTOpa U CaMo
MIPUMEYAHUE.
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Hamenenne TIpHMEYaHIA

|. BegemiTe CBeTIO - JKeMTHIT (ParMeHT TeKeTa, ¢ KOTOPHIM CBA-
FAHO ITPHMEYAHHE. Ecmn a10 OJHD CIIOBD IOCTABLTE Ha HEIO
IKPAHHBI Kypcop

Hasamre sxomky HSMEHHTE [PMMEYAHHME Ha manemt
mHeTpyMenTop PELIEH3HPOBAHHWE mwm no memiky npasoit
kHomkoil eeizopiTe KOHTEKCTHOE MEHIO n BmGephre
nyHsT H3MEL IH'I'})]I IPUMEYAHKE, kak noxkazaHo Ha ne. 78

3. HsmeHHTe MpHMeMaH b6 MEUAHIGT BHITZY SKpaHa
Berpeame.

[
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Puc.92. KonTekcTHOE MEHIO, BBI3BIBAEMOE NMPABON KHOIMKOI
MbIIH i u3MeHeHus Ilpumedannii.

Hduss m3meHenns: llpuMmedaHust IMOCICTOBATEIbHO BBITOTHHUTE Clie-
ITYFOIITUE IEHCTBUS:

1. Beizenure CBETIIO - JKEATHII (P)parMeHT TEKCTa, C KOTOPHIM CBsI3a-
HO mpuMedaHue. Eciu 3TO OHO CIOBO - NMOCTaBbTE HAa HETO IKPAHHBIN
Kypcop.

2. Haxwmure xHonKy W3MeHHTh MpUMeYAHHE HA TAHEIH HHCTPY-
MeHTOB PeneH3mpoBaHue WM MO INETYKY MPaBOil KHONKON BBI3OBHUTE
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KonrekcTHOoe MeHIO M BblOepuTe NMyHKT M3MEHMTh NpHMedYaHHe, Kak
mokazaHo Ha puc.92. MoXHO Takke HCIoib30BaTh komaHay Ilpumeua-
Hud u3 ['maBHOrO MeHO Bup.

3. Usmenure tekct [IpuMedanust B 001aCTH IPUMEYAHUM BHU3Y K-
paHa KOMIBIOTEPA.

ITopoii TpedyeTcst CKPBITh YacTh NAHHBIX, COJCPIKAIIUXCS B JOKyMEH-
T€, HAIlpUMEp, 3alIUCAHHBIE HCIPABICHUS, IPUMEYAHUSI U CKPBITHINA TEKCT.
Ilepen TeM, kak IpeJOCTaBUTh APYTUM JIMLAM KOIUIO JOKYMEHTA, LIENeCco-
00pa3HO ITPOCMOTPETh CKPBITHIE TaHHBIE M PEIINTh, YTO U3 HUX CIIETYET
OCTaBUTh B JOKyMeHTe. Hampumep, MokeT mnoTpeOoBaThCs BPEMEHHO
CKPBITh 4aCTh JAHHBIX IIPH T€YaTH JOKYMEHTA WU yIAJIUTh BCE CKPBITHIE
JIaHHBIE U3 JOKYMEHTa IEepel €r0 PacHpOCTPAHEHUEM CPEICTBAMH DIIEK-
TPOHHOM MOYTHI, WK Pa3MEILEHUE UX B Ipymnax HoBocred MHTepHera.

st Toro, 4ToOBl YBUAETH CKPBITHIA TEKCT Ha SKpaHe, B TOM YHUCIIE,
npuMedanus, Beioepure komanay Ilapamerpsl B [ naBHOM MeHIo CepBHC,
a 3aTeM ycraHoBuTe (axxok CKpbITHI TekeT B rpynne Hemeuaraemble
CHMBOJIBI Ha BKIajgke Bua.

st Toro, 9TOOBI HE MeYaTaTh CKPBITHIN TEKCT IIPU MeYaT JOKyMEH-
Ta, BeiOepuTe KoMaHny Ilapamerpsl B MeHio CepBHce, a 3aTeM CHUMHTE
¢maxxox CkpbIThIii TexeT B rpynne Ileyarate Ha Bkinaake Ileyarts. Ile-
pell pacpOCTpaHEHUEM JOKYMEHTA YIOAIIUTE CKPBITBIN TEKCT TaK XK€, KaK U
0001 Apyroit Tekct. s medaTn npruMedaHnuii OCIe0BAaTEIbHO BBITION-
HUTE CIEAYIOUINE ACHCTBU:

1. Beibepure komanay Iledars B mynkre ®aiia [1aBHOro MeH:o
penakropa.

2. B nosowm okue Ileuats nHasxxmure kHonky [lapamerpol u ycTaHo-
Bute (haxok Ilpumeuanus B pazgene Hanewarars. st Toro, 4ro0s! He
neyaTaTh MPUMEYaHus], CHUMHTE 3TOT (hIaxox.

3. Hus Toro, 4roObl Hameyatath TOJBKO MPHMEYaHUsI 0€3 camoro
TekcTa, BbiOepuTe komaHny Iledars B menio @aiii, a 3areM BBIOEpHTE
IIpumeuanus B nosne Haneyarars.

Jist yoaneHust mpuMedaHusi U3 TeKCTa MOCIeA0BaTeIbHO BBITIOTHUTE
TEHCTBHS:

1. BeiGepure, T.e. BBLACIUTE MPUMEYaHHe, KOTOPOE Tpebyercs ynaa-
muTh. Ecniu mpuMeuyaHue CBA3aHO ¢ OJHUM CIOBOM, MOJCBEYEHHBIM K-
TBIM ()OHOM, YCTAHOBUTE Ha HETO KPaHHBIN Kypcop.

2. Haxmure KHONKY YAQJIUTh MPUMeYaHHe HA TAHEIH HHCTPY-
MeHTOB PeneHsmpoBaHue WM, BbI3BaB NpaBoi KHOMKoi KoHTekcTHOE
MEHIO, BHIOEPUTE MYHKT ¥YIaJIUTh NMPUMeYaHue, Kak 1oKa3aHo Ha puc.93.
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Puc.93. MeHro 1uis1 yaaneHust CO3/1aHHBIX
Ipumeuyanuii.
Hcnpasienus

B Tekcre moxymeHTa HpU €ro peAaKTHPOBAaHHM BCErZla MOYKHO BHO-
CUTb HEKOTOpBIE HCHPABIEHUS, KOTOPHIE B CIHEIHATIBHOM PEXKUME IIPO-
CMOTpa JIOKyMEHTa Ha dKpaHe OyayT BBIACIATHCS OPYTHM, OOBIYHO Kpac-
HBIM IIBETOM.

st Toro, 4ToOBl MPOCMOTPETH 3alMCAHHBIE B JJOKYMEHTE HCIIpaBJie-
HUSI, BBITIOJHUTE TIOCIIEI0BATENBHOCTD CICAYIOIINX ACHCTBUIM:

1. Bribepure komanay Ucnpasaenus B ['magaom mero CepBHc.

2. IllenkHuTe B IOJMEHIO NYHKT BBITEJUTH HCHPABJIEHHS U B
nosiBuBieMcs: okHe HMcempaBienusi ycraHosute ¢uaxok OTtoépakats
HCIpPaBJIeHUs HA JKpaHe U 3aNUCHIBATH UCTIPABJIEHHS.

OcHOBHOE ¥ AOTOJHHUTENFHOE OKHO McnpaBiieHHsi, BBI3BaHHOE IO
kHorke IlapameTpbl OCHOBHOTO OKHAa WM IO3BOJISIONIEE yCTAHOBHTH OC-
HOBHBIE aTPHOYTHI OTOOpa)KeHUsI MCIPaBIEHHH Ha SKpaHe, NMOKa3aHbl Ha
puc.94.

Jnst Toro, 4TOOBI IPHHATH WM OTKJIOHHUTH CAEJIaHHBIE B TEKCTE HC-
MIPaBJICHHS, BBITIOJIHUTE JICHCTBHS:
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1. IlenkHuTe KOHKPETHOE UCIPABICHHE TIPABON KHOITKON MBIIIH H
B /lunamuueckoM MeHio BbiOepute myHKT IlpunsiTh ucnpasienus. Ho-
BB HCIIPABJICHHBIM TEKCT IOMEYaeTcss B JIOKYMEHTE KPAaCHBIM IL[BETOM C
HOAYEPKUBAHIEM CHMBOJIOB, a CTapbli yHaleHHBII TEKCT 0003Ha4YeH
KpacHbIM ¢ 3adepKuBaHHeM. Ilociie IpUHATHSA UCTIPaBIEHUS TEKCT CTaHO-
BUTCSI OOBIYHO YEPHOTO LIBETA.
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Pnc.94. Oxno UcnpaBieHuii 1 BEI3BaHHOE MO KHOTIKE
ITapameTpsl fononHuTEnbHOE OKHO McnpaBJiieHuii.

2. Jlns oTkasa OT CHEJAHHBIX MCIPABIEHUH B 3TOM JIMHAMHYECKOM
MEHIO BbIOHpacTcs myHKT OTKa3aThes OT WcnpasieHus. [locie oTkIo-
HEHUS! UCTIPABIECHUIN KPAaCHBIN MOAUYEPKHYTHIN TEKCT MCYE3aeT C dKpaHa U
BOCCTaHaBJIMBAETCA NMPEXKHUN BapUAHT HAMTUCAHMSI TEKCTA.

Takum 06pa3oM, IpegocTaBiseTcs elle 0JHa yJ00Has BO3MOXKHOCTb
10 PEAAKTUPOBAHMIO TEKCTA B JIIOOBIX JOKYMEHTax penakropa Word.

CHockH

CHOCKM ¥ KOHIIEBBIE CHOCKH HCIIONB3YIOTCSI B JOKYMEHTax [UIs
oopMIIeHHSs Pa3ITHMYHBIX YTOYHSIONIMX CBEACHHH U cChUIOK. OIMH NOKY-
MEHT MOXET COJiepKaTh M OOBIUHBIE, M KOHIIEBbIE CHOCKH. Hampumep,
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0OBIYHBIE CHOCKH MOKHO HCIIOJIB30BAaTh JJISl Pa3bsICHEHUS BBOJUMBIX TEp-
MHHOB, & KOHIIEBBIE - IJISI CCBIJIKM Ha IEPBOMCTOYHHKH.

OOBbIYHBIC CHOCKH TICUaTAOTCSA BHU3Y KQXKIOH CTpaHHIIBI JOKYMEHTA,
a KOHIICBbIC CHOCKH OOBIYHO ITOMEIIAIOTCS B KOHEI[ JOKYMEHTA.

CHOCKa COCTOMT M3 JIBYX CBSI3aHHBIX YACTEH: 3HaKa - HOMepa CHOCKHU
1 TekcTa cHOCKU. CyllecTByeT BO3MOKHOCTh OpraHH30BaTh aBTOMAaTHYe-
CKYIO HyMEpaluIO CHOCOK, a TaKXe CO3/1aTh CIIelUajIbHble 3HAKH CHOCOK.
IIpu nepemenienny, KONUPOBAHUU WM yJAJCHUU 3HAKa CHOCKU, NEPEHY-
Mepalysi OCTaBIIMXCS CHOCOK BBIMOIHIETCS] aBTOMATHUECKH.

OrpannyeHUs HA IITUHY U 0OPMIICHHE TEKCTa CHOCOK OTCYTCTBYIOT.
Jomyckaercss Takke U3MEHSATh Pa3AeIUTeNId CHOCOK - JIMHWUU, OTIEISIO-
e TeKCT JOKYMEHTa OT TeKCTa CHOCOK. il TOro, 4TOOBI MPOCMOTPETH
TEKCT CHOCKH B 00JIaCTH CHOCOK B HIDKHEH 9acTH SKpaHa, TBaK/BI IIENK-
HHUTE 3HAK 3TON CHOCKH.
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Puc.95. OxHo yctaHoBKHM CHOCKH U OKHO
ITapameTpoB cHOCKH.

Jis Toro, 4TOOBI YBUIIETh CHOCKH, YCTAHOBUTE YKA3aTEIh MBIIIKA Ha
3HaK CHOCKH B IOKYMEHTE M HEMHOTO Momokaurte. Hamg 3HaKOM CHOCKH
TIOSIBUTCS TEKCT CHOCKH. JTa BO3MOXHOCTh OyAeT paboTaTh, TOIBKO ECIH
B ['maBHOM Menro CepBuc paszen ITapameTpsl Ha BKiIagake Bua ycranos-
neHa "THYKa" mepexitoyaTens BenapiBaonue noacKa3Ku.
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Jlis BCTaBKH B TEKCT TOKYMEHTa OYepeIHON CHOCKH IOCIIEIOBATEIb-
HO BBITIOJIHUTE CIIEAYIONNE JeHCTBUS:

1. VYcranoBute Kypcop Tyla, Kyjia CIeIyeT BCTaBUTh CHOCKY -
0OBIYHO 3TO KOHEI| cJoBa WM mpeiokeHus. Ilocne BcTaBKM CHOCKH B
9TOM MeECTe IOSIBUTCSI LIUdpa ¢ €e HOMEPOM - 3HAKOM CHOCKH.

2. BuiOepute komanxy CHocka B ['taBHoM MeHio BeraBka.

3. B mosiBuBmeMcs okHe Bbibepute OObrunyio win KoHueByio u
menkauTe OK, kxak mokasano Ha puc.95. Ha 3ToM *Xe pHCyHKe IMOKa3zaHO
OKHO YCTAQHOBKHM JOTIOJHHUTEIBHBIX ITapaMETPOB, BBI3BIBAEMOE KHOITKOH
IMapameTtpbl.

4. BBemure TEKCT CHOCKM B 00JIACTh CHOCOK, KaK I[OKa3aHO Ha
puc.96. Jlns Bo3BpaTa K OCHOBHOMY TEKCTYy JAOKYMEHTA ILEJIKHUTE B JIIO-
6om mecte ero nodis. s mepexoza B 1MoJie CHOCKH LIETIKHUTE B ATOM I10-

Je.
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Puc.96. OxHo Habopa TeKCTa CHOCKH.
Bemaska crhocok u pazoenumenu
JIns BHIOJIHEHHS M3MEHEHMS WM YAAJICHUS pas3feluTeledl CHOCOK

HE00X0AUMO HAaXOAUTHCS B OOBIYHOM pesKHMe pocMOTpa cTpanuil. s
nepexojia B OOBIYHBIN pexxnM BeiOepuTe koMaHy O0bIuHbIi B Ii1aBHOM
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MeHI0 By nm menkHuTe IeByI0 KHOIKY CIIEBa BHU3Y 3KpaHa Ha I10JI0Ce
MPOKPYTKH.
Iocne 3Toro mocnenoBaTesbHO BBIIOIHHUTE CICAYIOIIUE JEHCTBHUS:

1. Bribepure xomanxy CHocku B ['1aBHOM MeHIO Bu vy aBax bl
MICTKHUTE TI0 3HAKY CHOCKH B TEKCTE. DKPaHHBIA Kypcop Mepeiaer B 00-
JIACTh CHOCOK.

2. Jlis TOorO, YTOGH M3MEHUTDH Pa3/IElIUTENb MEKIY TEKCTOM JOKY-
MEHTa ¥ TEKCTOM CHOCKH, B MEHIO 00JIacTH CHOCOK BblOepute Paznesin-
TeJIb CHOCOK WM pa3/ieuTe/lb KOHIEBbIX CHOCOK.

3. Jlns Toro, 4ToGBl W3MEHHTH Pa3AEUTENh IS CHOCOK, KOTOpPBIE
MPOAOJDKAIOTCS € MPEABIIYIICH CTpaHuIlbl, BeiOepuTe Pasmesmrens mpo-
JD0JIKeHUs1 CHOCKHU 1in Pa3ienurenb npoao/KeHUusi KOHUEBOW CHOCKH.
OKHO CHOCKH U MEHIO I €€ U3MEHEHUs MoKa3aHbl Ha puc.97.

4. Buecure HEOOXOIMMBIE HM3MEHEHHS W IIEIKHUTE KHOMKY 3a-
KPBITh.
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kronky BOCCTAHOBHTD okna CHOCKH u3 menro BUJT. UtoGsl
VIQJIUTh Pa3/Ie/INTeb, BBIICIHTE €ro, a4 3aTeM HAXKMHTE KIaBHINY
DEL.

Hamenenne l)a'!,‘ICJII-[TCJ!Cf-i CHOCOK H ﬂOﬁﬂBﬂCHHC YBEJIOMIICHHA

O NpoJOLKCHHH

L]
TekcT mMOKVMeHTa OTIelseTcss OT TEKCTa CHOCOK ¢ 1'[01\'[011[])1'03
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Mnycr
Prc.97. OkHO U MEHIO AJIs H3MEHEHUS pa3AeuTenei
CHOCOK.

Eciu cHOCKkM IEepexoAsaT Ha CIEIYIOUIYI0 CTpaHHMILy, redaTaeTcs 0o-
Jiee IJTMHHAS JIMHUS, Ha3bIBaeMasl pa3ieIuTeNIeM MpoI0KEeHUs, K KOTOPO
MOXHO J00aBHTH TEeKCT. J[OMycKaeTcs M3MEHATH pa3/ICIUTENH, CHaOXas
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HX I'PaHULAMH, TEKCTOM, PUCYHKaMH M HEKOTOpPbIMHM APYTUMHU CHUMBOJA-
Mu. J{mst Toro, 4ToOBl YOAamuTh pa3fesuTelb, BBIACTUTE €ro, a 3aTeM Ha-
xwmute kiasuiry Delete. JIns n3MeHeHHs pacIOiI0KEHUSI CHOCOK Ha CTpa-
HULIaX JOKYMCHTA BBIIIOJIHUTE:

1. Beibepure komanmy CHocka B ['1aBHOM MEHIO pemakTopa
BeraBka.

2. B nosiBuBmIeMcst Ha kpane okHe CHOCKH HaxmuTe KHONKy Ila-
pamMeTpsbl.

3. Beibepure B okne ITapameTpbl cHOCOK BKIaaky CHOCKH WiH
KoHuesble cHOCKH.

4. W3 cnucka IoJioxkeHne BoIOEpUTE HYKHBIN [TApAMETD M [IEIKHH-
te OK, kak nokazano Ha puc.97.

H3menenus cnocku

Jlnist M3MEeHeHUs! TOJI0KEHHS 3HaKa CHOCKHM B TEKCTE€ MOXKHO HCIIOJb-
30BaTh OOBIYHBIN EPEHOC MM KOIMPOBAHHUE:

1. B TekcTe DOKyMEHTa BBLACIHUTE 3HAK CHOCKH, KOTOPYIO CICHYyeT
NMEPEMECTUTDH UJIU CKOITUPOBATD.

2. Jlns nepeMelieHus 3HaKa CHOCKH, HAallPUMEpP, MOXHO HCIIOJb30-
BaTh MEPETACKUBAHUE MBIIIBIO, T.€. HY>KHO TOCTaBUTh KypCOp MBIIIN HA
TI0JI€ BBIJETICHUS |, yJCp KNBash Ha)XKaTOHM JIEBYIO KHOIIKY MBIIIH, TIEpeTa-
IIATh CHOCKY Ha HOBOE MECTO B TEKCTE JOKYMEHTA PEAaKTOPA.

3. s Toro, 4To0bl CKOMUPOBATh 3HAK CHOCKH, HAXXMHTE KIIABHUIILY
CTRL u, ynepxuBas ee, mepeTanTe 3HaK CHOCKH Ha HY>KHOE MECTO.

4. Jlnst mepeHOCa MIIM KOIMPOBAHMSI CHOCKU MOYKHO TaKKe MPHMe-
HATh KOMOMHAIMH KJIABHII U KHOIIKY MMaHEeId HHCTPYMEHTOB .peIaKkTopa.

IIpu xommpoBaHWUM HOMEP KOMHH CHOCKH OYJEeT OTIIMYAaThCSA OT HC-
XOIHOI'0, @ TEKCT IOJHOCTBIO COBIAAaTh C TEKCTOM HCXOJHOM CHOCKH.
[Tepenymepamus Bcex CHOCOK OyAeT BBIITOJTHEHA aBTOMATHUCCKH.

ITocne Toro, kak OOBIYHBIC CHOCKH BCTAaBIICHBI B JOKYMEHT, HX MOXK-
HO INpeoOpa3oBaTh B KOHIIEBEIE CHOCKH, W HA000POT. DTO MOXKHO IPOJIe-
JIaTh, KaK C OJHOW OTIEIbHO B3STON CHOCKOM, TaK U CO BCEMU Cpasy.

Juis mpeoOpa3oBaHus OTAETBHBIX CHOCOK B OOBIYHBIC MJIM KOHIIEBEIC
BBINOJIHUTE:

1. Bribepure komangy CHocku B I'maBHom menro Bua. Ilpu stom
HYKHO HaXOJUThCSI B pexkxumMe OOBIYHOT0 ITPOCMOTpPA TEKCTA JOKYMEHTA.

2. B obnactu cHocok BbiOepure Bee cnocku win Bee xommeBbie
CHOCKM, a 3aTteM BBIICTUTE CHOCKH, KOTOPBIE CIIEAYET MpeoOpa3oBaTh.
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0o b

KOH-

BCE

VaaneHHe CHOCKI

B jokymente BRUIETHTE HAK CHOCKH, )
m,aja I iy (IR
HrodE

yita-

Puc.99. OkHO [yis yiaJIeHUs] CHOCOK.
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3. Ulenkuure MO0y W3 BBIACICHHBIX CHOCOK IMPABOM KHOITKOMN
MBIIIIH.

4. B KonrexctHoM MeHI0 Bbibepute Komanny IIpeoGpasoBaTh B
cHocky i Ilpeo0pa3oBaTh B KOHIEBYIO CHOCKY.

I[J'ISI Hpeo6pa30BaHHe BCE€X CHOCOK B TCKCTC AOKYMCHTA B O0OBIYHEIE
HJIN KOHIICBBIC:

1. Ulenkuure mbrmkoi komanay CHocka B [71aBHOM MEHIO pemak-
Topa BeraBka.

2. B orkpsiBiieMcs Ha 9kpane okHe CHOCka Haxxmute KHONKY Ila-
pamMeTpsbl.

3. B HoBoM mosiBuBHIEMCS OKHe IlapamMeTpbl CHOCOK HAKMHUTE
KHOTIKY 3aMeHHuTb (puc.98).

4. Bsibepute B okne IpeoGpazoBanue CHOCOK HYXHBIH TTapamMeTp
n menkauTe kHonku OK B KaXXOM U3 TPEX OTKPBITBIX OKOH.

IIpu ynaneHun TEKCTa CHOCKH 3HAK U IIOJIE CHOCKHM OCTAarOTCS B JI0-
KYMCHTC. I_IJ'IH MOJIHOTO YAaJICHHUA CHOCKH HYXHO YAAJIWTH CaM €€ 3HaK B
Tekcte. Torma BHU3Y CTpaHUIIBI WM B KOHIIE pa3zelnia (BCEero TeKCcTa) yaa-
JSIETCSL ¥ TEKCT CHOCKH, W €€ pasieinuTelb. sl TOro BhIIEIUTE B JIOKY-
MEHTE 3HaK CHOCKH, KOTOPYIO CIIEAYET YIAIUTh, U HAXMHUTE KIIABHIILY
Delete ninu KHONIKY NTaHEJIM HHCTPYMEHTOB BhIpe3ats.

[t TOoro, 9TOOBI IOJTHOCTHIO YAAINUTH BCE AaBTOMAaTHYECKH IIPOHYME-
POBaHHBIE CHOCKH, BbIOEpHTE KOMaHIy 3aMeHUTh B [7aBHOM MEHIO
IIpaBka. Ha Bkiagke 3aMeHMTh HaxMmHTe KHONKY boJiblne, a 3arem
kHonKy CrneunmanabHblii (puc.99). Bribepure 3Hak cHocku win 3HaK
KOHIIeBOIl CHOCKH. Y0Oeaurech, 4To 1oje 3aMeHUTh Ha IIyCTOE, a 3aTeM
HaKMHTE KHOIIKY 3aMEeHMTh Bce.

IlepexpecTHbIE CCHLIKHU

I[J'IH CO31aHHusA HepereCTHOﬁ CCBIJIKM BBIITOJIHUTE CJICAYIOIINC )Ieﬁ—
CTBUA:

1. BBeauTe B TOKYMEHT TEKCT, C KOTOPOTO OyAeT HaUMHATHCS Tepe-
KpecTHasl Cchlika, Hampumep: "[is mosrydeHus! moapoOHBIX CBEACHHH O
.em.".
2. Bribepute komanny IlepexpecTHasi cchlika B [TaBHOM MeEHIO
BeraBka. OTKpEIBIIEECs IPH 3TOM OKHO Moka3aHo Ha puc.100.
3. B oxne IlepexpecTHble cChlIKM U3 criicka Tun cehlIkM BbIOe-
pHUTE TUN 3JEMEHTa, Ha KOTOPBIHA CIENyeT COCNaThCs, HalpuMep, CHOCKa,

a03all, 3aroJIOBOK TIIaBbl, naparpada, pucyHka Ui TaOJIUIIbL.
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4. U3 cnucka BeraBUTH cCBUIKY Ha BBIOEpHUTE TaHHBIE, KOTOPHIE

ClIeZlyeT BCTaBUTh B JOKYMEHT, HaI[pHUMeEP, TEKCT 3ar0JI0BKa.
5. W3 coucka i KaKoro/Kakoii... BEIOCPUTE 3JIEMEHT, Ha KOTO-
pBIf ciaenyeT cocnarbes. Tak, eciiu B cniicke THI ccbUIKH BRIOpaH 3aro-
JIOBOK, a JJOKYMEHT MMEET IIECTh 3aroJIOBKOB, BHIOCPUTE 3aroJiOBOK, Ha
KOTOPBIH CIEITyeT COCIAThCS.
6. Tlocie Bcex clieNaHHBIX YCTAHOBOK MICTKHUTE KHOMKY BeTaBHTH,
a 3aT€M KHOIKY 3aKpPbITh.
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CCBIIKH Brpan 3ATIOJIOBOK, a JOKYMEHT HMeeT LeCTh 3ai-
TONOBKOB, BEIOEPITe 3arofoBoK, Ha KOTOPEIT CleyeT cocnaThes
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Puc.100. OkHO ycTaHOBOK /IS EPEKPECTHOM
CCBUIKH.

Ecan B MecTe BCTAaBKH CCHUIKM BMECTO TEKCTA BHIEH HEIOHATHBIN
Habop cumBonos, Tuna {REF _ Ref 249586 \ ¥ MERGE FORMAT}, 3Ha-
YHUT BKIIIOYCH PEKUM OTOOPAKCHHUS KOJIOB IOJICH, a HE 3HAYCHHUU IOJICH.
s Toro, 4ToObl YBUAETH 3HAUCHHS IOJICH, IIEIKHUTE CCHUIKY MpaBOU
KHOTIKOW MbIIIM W B JlMHAMHYECKOM MeHIO BbiOepute KomaHny Ko-
Ibl/3HaYeHus MoJIei.

Jliis opraHm3anuu nepexoja K 3JeMEHTY CCHUTKH B Tpeeiax OJIHOTO
JIOKyMEHTa ycTaHoBHTe (iakok BeraBuTh Kak rumepccbuiky. Ecnm
JJIEMEHT, Ha KOTOPBIA HAJ0 COCIIATHCS, HAXOAUTCS B IPYTOM JIOKYMEHTE,
Heo0X0oauMO, 94TOOBI 00a JOKyMeHTa OBLTH KOMITOHEHTaMH TJIAaBHOTO JI0-
KyMEHTA.
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Hzmenenus nepeKpecmHblx CCblllIOK
,21.]'[51 U3MEHEHUS 00bEKTA CCHUIKH BEIIOJIHUATE cieayromume I[CﬁCTBH}II

1. Beigenure nepekpecTHYO CChUIKY B JOKYMEHTE, Hanpumep, "Pu-
CyHOK 1", He BBIAETSIS BCTYNUTENBHBIN TEKCT.

2. Beoibepure komanny IlepekpecTHasi cchbuika B [JIaBHOM MEHIO
BeraBka.

3. B HOBOM MOSBHBIIEMCS Ha 9KpaHe OKHE B rpymre BcTaBuTh
CCBLIKY Ha BBIOEpPHUTE HOBBIHM AJIEMEHT, Ha KOTOPBIH CIIEAyET COCIaThCs.

st Toro, 4To0Bl U3MEHUTH BCTYIMUTENBHBIH TEKCT B MEPEKPECTHOM
CCBUIKE, OTPEAAKTUPYITE €r0 HEMOCPEJACTBEHHO B JJOKYMEHTE OOBIYHBIMU
crocob6amyu. MOKHO YCTaHOBHUTH CCHUJIKY Ha CHOCKY, 4TO ObIBaeT OYECHb
yIOOHBIM TP CCHUTKAX Ha JINTEPATypHBbIE UCTOYHHUKH. I 5TOTrO BHINO-
HUTE ACUCTBUSA:

1. VYcranoBute 5KpaHHBIN KYpCOp Tyla, Ky[a CieLyeT BCTaBUTh Ie-
PEKPECTHYIO CCBIIKY.

2. Bpribepure komanay IlepexpecTHasi ccbliika B [7TaBHOM MEHIO
Bceraeka.

3. U3 crucka Tun cenuikn BoiGepure CHocka wiv KonmeBast cHO-
cKa.

4. W3 crucka JIjist KaKoif CHOCKHM BBIOEpPHUTE CHOCKY, CCBUIKY Ha KO-
TOPYIO CIIEyeT BCTABUTD.

5. W3 crnucka BeraButh cebliiky Ha Beibepure Homep cHOCKH HiTH
Homep KOH1IEBOM CHOCKH.

6. Haxmure kHonky BeTaBHTB, a 3aTeM KHONKY 3aKpbIThb OKHA
IlepexpecTHas cchLIKA.

HoBrble BcTaBieHHbIe HOMEpA SIBISIIOTCS IEHCTBUTENBHBIMU TEPEKpe-
CTHBIMH CCBUIKaMH Ha CHOCKH. Ilocie moGaBiieHUs, YIOaJICHUS WM TIepe-
MEIIEHNS CHOCOK HyMepanus IEepeKPecTHBIX CCHUIOK OyZeT OOHOBIEHA
ABTOMATHYECKH TIPH TI€YaTH JOKYMEHTa FUIM IIOCIC BEBIICICHHS TEKCTa
JIOKYMEHTa, COIePIKaIlero CCHUIKH PY HaykaThh Kiasui F9.

3akaagku

3akyazKa - 3TO MECTO B JAOKYMEHTe, NpeJHa3HAuYCHHOE ISl HCIOJIb-
30BaHMsl B KayecTBe OOBEKTa Ul CCBUIKM Ha HEro. TakoMy MeCTy Impu
CO37JaHUH MIPUCBAUBAETCS OMPENIEICHHOE UMSI.

Jis noGaBiieHHWsT B TEKCT 3aKJIaIKH TOCIIEJIOBATEIFHO BBIMOIHUTE
cienyroue 1eHCcTBUs:
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1. Ilenkuute TO MECTO NOKYMEHTA, Kyla CIEIyeT BCTABUTH 3a-
KJIJIKy, YCTAHOBUB Ha HETO 3KPaHHBIN Kypcop.

2. Beibepure komany 3akiaagka B [iaBHoM MeHio BeraBka.

3. B oTkpeiBIIeMcs OKHe 3akJaaka B mojie MMst 3aKJIagku BBEIH-
T€ WU BBIOCPUTE HYXKHOE MMS W3 MPUBEIACHHOTO cricka. OKHO JUIS CO3-
JTaHUS HOBOH 3aKjagku moka3ano Ha puc.101.

4. VYcraHOBUTE THI COPTHPOBKH 3aKIaf0K B okHe MMst 3akaaaku,
BEIOEPUTE PEXXUM CKPBITh WIIN TIOKA3BIBATh 3aKJIAIKHA B TEKCTE JOKyMEHTA.

5. Tlocne cmemaHHBIX YCTAHOBOK IEIKHHTE MBIIIKONW KHONKY Jo-
0ABHUTb.
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Jobapnenie sakmagRi

o 1. Memxiire 1o MecTo JOKYMEHTA, KY/IA clejyeT BCTABHIL 3a-
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Puc.101. OkHO co3manusg 3aKIagKH.

WMs 3aknmafky He TOJDKHO HAYMHATHCS C IUQPHL, a TAaKKe COAepKaTh
CHUMBOJIBI, OTIIMYHBIE OT CHMBOJOB anaBuTa win udp. Mckmouennem
SBIISICTCA TOJBKO CHMBOJ momuepkuBanus (" "), KOTOPBIN IenaeT 3aKiai-
Ky HEeBUIMMOM. Ecinu nmpu co3laHuM NMEPEKPECTHOM CCBUIKM Ha 3aKiaiKy
BMECTO Hee MOSIBHIIOCH COOOIIEHHE O TOM, YTO 3aKJajKa He OmpereiieHa,
9TO O3HAYaeT, 4YTo:

1. DBblia momeITKa COCNAThCA Ha HECYHICCTBYIOUIYIO 3aKIaKy WA
YKa3aHO HEBEPHOC UM I1OJIA 3aKJIaIKH.
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2. A eciM 3aKJI1a/IKa BCE JKE CYILECTBYET - BBLIEIUTE BECH JJOKYMEHT,
HICJKHUTE JFO00# KO TOJIs TPAaBOi KHOIMKOWM MBIIIH ¥ BRIOCPUTE KOMAHIY
OO0HOBHUTE nmoJsie B KOHTEKCTHOM MEHIO.

Jnst ynanenust mro00W 3aKiIaKy MOCJIEA0BATENIFHO BBINOJIHHUTE Clie-
NyIOIINE NEHCTBUSL:

1. Hlenkuwure MBIMIKON KoMaHay 3akjagka B [JTaBHOM MEHIO pe-
nakropa BeraBka.

2. B mosBUBLIEMCSI OKHE IIEJIKHUTE HMsI 3aKJIaJIKH, KOTOPYIO CIEe/y-
€T yJIaJIUTh, YTOOBI BBIZICIHTH €.

3. Tlocne BBIACJICHUS HAKMUTEC KHOIIKY Yna.nnTL OTKPBITOT'O Ha 3K-
PpaHC OKHaA.
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Puc.102. OxHO co3nanus OyKBUIHL.
BykBuna

PexuM OyKBHIIBI CITYXKHT Il CO3aHMsI (PUIYPHOI mepBoi OYKBEI a0-
3ama. J{J1s 3TOro BBIMOJIHUTE TOCIIEI0BATEIBHOCTD IEHCTBHIA:

1. IlenkuuTe MBIMIKOM ab3all ¢ TEKCTOM, KOTOPBIH HEOOXOANMO Ha-
4arh C 3arjJaBHON OyKBbI, 0pOpMIIEHHOMN Yepe3 pexkuM ByKBHIIbI.
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2. B TI'naBHoMm MeHio @opMmart BeiGepuTe Komanay BykBuua.

3. B OTKpbIBIIEMCS HA YKpaHe OKHE BhIOepHTe IMapamerp B Tekcre
win Ha mose. B nepBoMm ciydae 3arnaBHas OykBa OyZeT HaXOJIUTHCS B
ToJie TeKcTa ab3alia, a BO BTOPOM - Ha I10JIe CaMOil CTpaHHUIIBI.

4. Beibepure apyrie HEOOXOAUMBIC ITAPAMETPBI, B TOM YHCIIE, pa3-
Mep nepBoi OykBbI ad3ara u menkanTe KHonky OK oTKpbITOro okHa.

OxHo ycTaHOBKH BykBuIIbI ToKa3zaHo Ha puc.102. [{ng yxanenus Oy-
KBUIIBI BBIIOJIHATE ACHCTBHS:

1. Ilenkuure MbIIKONH ab3ail, COAEpIKALIMi 3ariaBHYIO OYyKBY,
odopmiieHHyI0 B pexxume BykBuIIBI.

2. B T'maBHom menio ®opmar BbiGepure komaHny byksuma. B
nosiBuBIIEMcs OKHe BeIOepure mapamerp Her m menkaute OK. Torma
nepBast OykBa mpeoOpasyercsi B OOBIYHBIN, paHee NCIOJIb30BAHHBIN MPHQT
a03ara.

3. Viu wenkHuTe camy MepBYIO OYKBY UL BBIACICHHUS €€ PAMKH U
Haxxmute kinasumy Delete. B TakoM ciydae mepBast OykBa IIpocTO CTHpa-
eTCsl M ee HaJIo 3alMcaTh BHOBb MCIIOJIB3YEMBIM B a03alle HpUQTOM.

196



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

JONMOJIHUTEJBHBIE BO3MOKHOCTHU
PEJAKTOPA

YcraHoBKa 3aLIUTHI JOKYMEHTA

B HEKOTOPBIX ClIydasixX MOXKET HOTpeGOBaTLCH 3aliTa J0KyMEHTa OT
BHECEHUS KaKUX - IN00 U3MEHEHHH 1 PEAAKTUPOBAHNA TCKCTA.

CyIlIeCTByeT HECKOJIBKO BO3MOXKHOCTEH OIrpaHUYCHUA HW3MEHEHUH B
JAOKYMCHTC!

1. Ha3HauuTp HOKYMEHTY IapOIb, MPEIOTBPALIAIOIINA OTKPHITHE
JIOKyMEHTa TI0JIb30BaTENIEM, HE MMEIOIINM COOTBETCTBYIOUIMX IMOIHOMO-
YHH.

2. Ha3HauyuTh JOKYMEHTY NapoJib, 03 3HAHHUSA KOTOPOTO 3aIKCh UC-
npasieHuid Oyner 3amperieHa. KTo He 3HaeT mapoiisi, MOXET OTKpHIBaTh
TaKoil JOKyMeHT B pexxume Toabko 1Jst ureHus. Eciu oTKphITh pegHa-
3HaueHHBIH ToJBKO JJISl YTeHUs] TOKYMEHT U BHECTH B HETO U3MEHEHMUS,
COXPaHUTH ATOT (haiiT MOXKHO TOJIBKO O] IPYTUM UMEHEM.

3. Cpa3sy ycraHOBHUTH B JOKyMeHTE pexxuM ToJabKo Ais ureHus. B
TaKOM CIlyyae Mapoib HE Ha3HAYaeTCsl, PEJAKTHPOBAHHE BO3MOXKHO, HO
BHECEHHbIC N3MEHEHHS MOYKHO COXPAHHUTh TOJBKO B (pailyie C IpyruM UMme-
HEM.

4. Ha3HauuTh JOKYMEHTY, IPEJHA3HAUCHHOMY [JIsl PACChUIKH, Ha-
IpUMEP, MO IIEKTPOHHOM MOYTe APYTHMM MOJIB30BATENSIM, apoiib, 3ampe-
IIAIOMINI BHECEHUE JTIOOBIX M3MEHEHHWH, KpOME TPUMEYaHUH WM 3aIich
UCTIpaBJIECHUI.

Ecnm mocie mpucBoeHnst maposisi oH OyzeT 3a0bIT, HEBO3MOXKHO Oy-
JIET HU OTKPBITh JOKYMEHT, HA CHSTHh C HETrO 3aIlUTy, HM BOCCTAHOBHUTH
JaHHbIE U3 Hero. [loaToMy ciemyeT COCTaBUTh CIMCOK MAapoyied M COOT-
BETCTBYIOIINX UM JIOKyMEHTOB U XPaHHUTh €TI0 B HA/IS)KHOM MECTE.

Yemanoska napons ha omxpuimue
Gaiina

Jst ycTaHOBKM Mapofisi Ha OTKPBITUE JOKYMEHTA BBHITIOJHUTE Clie-
JIyIOIIe IEHCTBUS:

1. IHenkuure myHkr ['maBHoro menro COXpaHUTh KaK Ui COXpa-
HEHUS aKTUBHOTO JOKYMEHTA T10J{ IPYTUM WIIH TEM XK€ CaMbIM HMEHEM.

2. B orTkpbIBIIEMCS Ha 9KpaHe OKHE BeIOepuTe MMsi (aiina u Ha-
xmuTe KHOTKy [lapameTpsbl.
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3. Buusy ciesa HoBoro okHa Coxpanenue B nyHkre Ilaponb ais
OTKpbITHSI (paiijia BBEAUTE BHIOPAHHBIM BaMH MApOJIb U MICIKHATE KHOII-
ky OK. IlosiBuTCS erie OHO OKHO, B KOTOPOM HYXHO HOJTBEPAMUTH BbI-
OpaHHBII Mapoib, MENKHYB 3aTeM KHonKy OK.

4. Tlocne cheNaHHBIX YCTAHOBOK HAKMHUTE KHOMKY COXpaHHTH OK-
Ha CoxpaHeHUsI TOKyMEHTA.

OKHO YCTaHOBKM B IOKYMEHTE Iapoiisi Ha OTKPBITHE MOKa3aHO Ha
puc.103. TIpu mombITKE OTKPBITH Takoi (aiin pemakTop OyAeT 3ampariu-
BaTh [1apOJIb, U €CIIH OH BBEAEH HEBEPHO, (hallil JOKyMEHTa He OTKPOETCS.

L Ml Wil « owom il il r _— *
/™) 2o Dowera Bra Bersons Fomser Cmeve Infnes Que 2 TAAN. BHL. BCTABKA. FOPMAT. __mluﬁ_
[Compmnen oo

e ELPR T
EL LT

o] wor -1 LA I

| wow -kt
sty cmens [0 ooe— =

e g [rerameros e _______________HH|
Tondaing: (R werd 5] Comprenme |

POIIL 1 mEnKHIre KHonky O [log [ st s psms s

POM HYAGE TIOTSSPIAHTE BBIGP&HHB! I roeanaram, sanomesen cooletn sosymerTa
4. Tlocme CHENMAHHEIX YCTAHOE | [ SMWGEHS obiben s Cfiutensts

HITE oksa COXPAHHTE KAK
I ¥ paspeusere copaese v domcmos e

F gpmocoparsen wae tu: ] man
CONDAHETY b Word et |nn-m-e-|r Wioed [*.d0c) -
OKHO YCTAHORKH TIAPOTA TIOKA®
Plaarss s ATy geaiey “vee i ]

OTEPEITE Takoil daiin pejaxtop Gy
OH BBEfleH He BepHO, dailt JokyMen
J1s1 cHATIHA FUTH CMeHE Napors

I |

™ perorevaceats socryn Tomsro ana wses

TeM CIeIVIONIHe IeficTRIA [ o |§
*
*
[Cro e Paa S sl [He e Cr W [ e T T
k| | @ W A 10 |5 et Word | e

Puc.103. OxHO yCTaHOBKHU Mapoist Jis
JIOKyMEHTa.

JIst CHATHS WM CMEHBI Iapoiisl BBIIOJHUTE INPHUBEICHHBIC BBILIC
MYHKTHI | 1 2, a 3aTeM CIeAyIOMNe IeHCTBHA:

1. ns custust mapoist B okue Ilapoais st oTKpbITHs daiiia Bbi-
JISIIUTE €ro U MPOCTO coTpuTe, a 3ateM Ienakaute kHonku OK u Coxpa-
HHTb.

2. Jlust 3aMeHBI TIApOJIst COTPHUTE €r0 U BBIIOJIHUTE JCHCTBUS, OIHU-
CaHHEBIC BHIIIE B 11.3 U 4.
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Iaponw na sanucv 6 dokymenme

JIJis yCTaHOBKHM MapoJisi Ha COXPAHCHUE 3aIlTUCH JIFOOBIX W3MCHCHHU
JIOKyMEHTA BBITIOTHUTE JICHCTBUSI:

1. Ilenkuure myHkr ['naBHoro mMexio COXpaHHTH KaK Ui COXpa-
HEHMS aKTUBHOIO JOKYMEHTA MOJ APYTHM UM TEM XKE CaMbIM UMEHEM.

2. B oTKpbIBIIEMCsS Ha JKpaHe OKHE BbIOepure MMs (ailia U Ha-
xmute KHonKy ITapamertpsl.

3. Buumsy cmpaBa HOBoro okHa CoxpaHeHue B myHkrte IlapoJb
pa3pemieHusi 3alMCH BBEAWTE BHIOPAHHBIH BaMU TMapojib M IIEJIKHUTE
kHonky OK. IlosiBuTcs eme 0HO OKHO, B KOTOPOM HY>KHO MOJTBEPAUTH
BBIOpaHHBIN T1apOJTh.

4. Tlocne cueNaHHbIX yCTAHOBOK HAXXMHUTE KHONKY COXPAaHUTH OK-
Ha CoxpaHeHHe IOKYMEHTA.

B Takom ciydae mpu OTKpHITHM (aiiia 3ampalldBaeTcs Mapoib Ha
paspeleHne 3alkcH, a €CIM OH HEe M3BECTEH, TO OyAeT NMPEeIOKEHO OT-
KPBITh JJOKyMeHT B pexxnme Toabko 1/ yTeHHs. OQHAKO BHECEHHbIC B
JOKYMEHT M3MEHEHHsI MOJKHO OyAeT cCOXpaHHTh B (hailiie ¢ IpyruM nme-
HeM. CHsATHE NapoJIs OCYLIECTBISIETCS KaK B TIPEBIIYILEM Cllydae.

Yemanosxa pearcuma mojibKo ons
UmeHus

Takum xe 00pa3oM MOXKHO cpa3y peKOMEHI0BaTh JOKyMeHT ToJbko
Aas ureHusi, eciim B okHe CoxpaHeHue JokyMeHTa (puc.l03) ycraHo-
BUTH "NITHUKY" B nepekioyatene Toabko Aas yreHusi. B TakoMm ciydae
JIOKyMEHT OYyJIeT OTKPHIBATHCS TOJBKO B 3TOM PEKMME M HHKAKHUX H3Me-
HEHUIl B HEM COXPAaHUTb HETb3sL.

OnHako X MOXKHO BHECTH M COXPaHHTH B (pailiie mMox APYTUM HMe-
HEM.

Ilaponw 0na 3anucu npumevanutl
U UCnpaeIeHutl

VYcTaHOBKY NapoJisi Ha pelaKTUPOBAaHHUE JTOKYMEHTa MOXHO BBIIOJ-
HUTB U APYTHM 00pa3oMm:

1. Beigenure KakuM - 60 CIIOCOOOM BECh TEKCT B JOKYMEHTE.

2. B T'maBaom wmenio CepBHC BbIOepuTEe KOMaHAy YCTAHOBUTH
3amuTy. Ha skpane nmosButcs okHO 3amuTa A0OKYMeHTA, I0OKa3aHHOE Ha
puc.104.
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3. B pasnene 3anpeTuTs J100ble H3MEHEHHsI, KpOMe OOBIYHO yC-
TaHABJIMBAIOT pexuM BeraBkm nmpumevanuii wim 3anucu Hcnpasie-
HUH.

4. B oxue Ilaposas TpeGyercss yCTAaHOBUTH I1apOJib, KOTOPBIA ITOHA-
JOOUTCS [T CHATHSI 3aIuThl. [lapojeM MoxeT OBITH MH000i Habop pyc-
CKHUX M aHTJIMICKUX CHMBOJIOB.

5. Tlocine chenaHHBIX B 3TOM OKHE YCTAHOBOK LICIKHUTE MBIIIKOM
kaonky OK.

6. Ecnu maponb ObLT 3a/aH, TO MOSBUTCS HOBOE OKHO, B KOTOPOM

TpebyeTcsi MOATBEPIUTh mapoiib. [locie 3TOoro CHoBa MIENKHUTE KHOIKY
OK.

[locne ycraHOBKHM TakoW 3aIUTHI JIFOOOH JPYroi ITOJIB30BATENb, Y
KOTOpOro OyIeT 3TOT JOKYMEHT, HO He OyJeT Mapoisi, CMOXET TOJIbKO
JienaTh K HEMy NpPHMEYaHus] WM BHOCHThH HCIIPABIICHUS, HO HE CMOXKET
PelaKTHPOBATh TEKCT CAMOT0 JOKYMEHTA.
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Puc.104. YcranoBka 3aiuThl JOKyMEHTA.
OruaBjieHHs U yKa3aTeJH

Co3naHue OrIaBICHUS (MMEHHO OTJIABIICHHS TEKCTa KakK B OOBIYHOM
KHUTE) HAYMHACTCS C NMPUMEHEHHs BCTPOCHHBIX CTHJICH 3arojioBkoB (3a-
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roJioBok 1 - 9, xotopsie 1ocTynHE B OkHe CTHJ/Ib MTAaHETH UHCTPYMEHTOB
®opMaTHpPOBaHHeE) K 3aroJOBKaM TEKCTa, KOTOPBIE CIIEAYET BKIIOUNTH B
OI'JIaBJICHUC. HpI/I JKCJIaHUM BMECTO BCTPOCHHBLIX CTAaHAAPTHBIX CTUIIEN
3aroJIOBKOB MOKHO HCIIOJIb30BaTh OJIb30BATENILCKHE CTHIN. KpoMme Toro,
B OI'VIaBJICHUE MOYXHO BKJIIOYUTH BHEAPCHHBIC 3ar0JIOBKH (HCCKOJ'H)KO Tep-
BBIX CJIOB a03ara, 0(pOpMIICHHBIX TEM )K€ CTHIIEM, YTO M CaM 3aroJIOBOK).

Janee cienyer BBIOpaTh BHI OTJIABJICHHMS, IOCIE 4Yero codparh oOr-
nasnenue. Word HaiizieT Bce 3arojioBKH, 0pOpMIICHHBIE YKa3aHHBIMH CTH-
JSIMH, OTCOPTHPYET UX IO YPOBHIO 3ar0JIOBKa, T00ABUT COOTBETCTBYIOIIIHE
HOMeEpa CTpaHWIl M OTOOpa3WT OrjaBiieHHE B JoKyMmeHTe. OrmaBieHue
y1oOHO HCIOIB30BaTh Al OBICTPOTO IEPEMENICHHUS 110 TOKYMEHTY, Ipo-
cMaTpuBaeMoMy Ha 3KkpaHe. [l mepexofa K J000My 3arojioBKy IOKY-
MEHTa JJOCTATOYHO IIEIKHYTh COOTBETCTBYIOLINNA €My HOMEP CTPAHUIIBI B
ornaBineHud. ISl co3maHMs OTJABICHUS IOCIEIOBATEIHHO BBIMOIHUTE
CIeAyIOoIINe N1eUCTBUS:

1. Omnpexmenure CTUIM 3aroJIOBKOB, KOTOPBIE HYXHO BKJIIOYATh B
ornasjeHue. BeinensiiTe kaxablid 3aroj0BoK U B okHe CTHJIb NaHEIH UH-
ctpymeHToB opMaTHpoOBaHHMe YCTAaHABIMBAiTe, HAIIPUMEp, 3aroJI0OBOK
1 nnst Ha3BaHMi raB min 3aros10BoOK 2 U Ha3BaHUs maparpados, ecin
3TO He OBIJIO cAeNaHo mpu Habope TEeKCTa.

2. VYcTaHOBHWTE DKpaHHBIH Kypcop B TO MECTO JOKYMEHTa, Kyna
HYKHO BCTaBUTH OTJIABJICHHE.

3. Ilenkuurte komauay OrsiaBjieHdst U ykasarteau [JIaBHOTO Me-
HI0 BeraBka u nepeiliaure Ha Bknaaky Orsasnenusi. Ha skpane nosBut-
Csl HOBOE OKHO, BUJI KOTOPOTO MOKa3aH Ha puc.105.

4. B MeHI0 BHJ 3TOTO OKHA BBIOEPUTE HYKHBIN BHJI [PEICTABICHHS
OTJIABJICHHS B JJOKyMEHTE, MpocMaTtpuBas ero B okHe Ofpaszen. OObdHO
BEIOMpatoT pexkuM W3 madaona.

5. B MeHIO YpOBeHb YCTaHOBHTE YHCIIO YPOBHCH BIIOXKEHHS 3aro-
JIOBKOB U I0J]3ar0JI0BKOB OTJIABJICHHUS, KOTOpBIE OyAyT TMOKa3aHbl B JIOKY-
MEHTE.

6. Ilenkuure nepexitoyarens IokaspIBaThL HOMepPa CTPAHMIl U
YCTaHOBUTE BUJ 3aIOJIHUTENS MEXKIY MOCIETHUM CIOBOM B CTPOKE OIJaB-
JICHHUS U HOMEPOM CTpPaHUIIBL.

7. Kuonka [TapameTpsl MO3BOISIET 3a0aBaTh HEKOTOPHIEC JOTIOJIHH-
TEJIbHBIE OIIMH OTJIaBJICHUS, B YaCTHOCTH, 33JaTh CTHJIHM ISl 3arOJIOBKOB
IIEpBOro, BTOPOro, TPEThEro u T.A. ypoBHel. Hanpumep, nepBsiii ypoBeHb
3TO Ha3BaHMA IJIaB, BTOPOW - maparpadoB u T.I. B mpencraBieHHOM Ha
puc.48 ciydae mepBbIil ypOBEHb - Ha3BaHUs TJIaB YCTAHOBJICH ISl CTHIIA
3aroJioBok 2, BTOpo# - Ha3BaHue naparpados it 3areJloBoK 5 v TpeTHii
- Ha3BaHUs Pa3esioB B nmaparpade st CTHIISA 3areJioBoOK 6.
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8. Kuonka W3MeHUTH CTAHIAPTHBIM 00pa3oM II03BOJISET MEHSThH
CTHJIb OTJIABJICHHS C BEIOPAHHBIM HMEHEM.

9. Tlocie Beex CAENaHHBIX YCTAHOBOK Ienkaute knonky OK okna
IMapamerpsl ornasiennst u cHoBa OK B okHe OryaBieHust U ykasate-
JIM, 2 €CIHU BBl TepelyMalay CO3/aBaTh OIVIABICHUE [BaXbl, HAKMUTE
kHONKy OTMeHa B IByX OTKPBITBHIX Ha dKpaHE OKHaXx.
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Puc.105. Oxuo co3manus OriaaBjaeHnii B TEKCTE
JIOKYMEHTA.

Kpome ornaBneHuit, 3TOT pekUM MO3BOJIIET CO34aBATh BCAKOTO poja
Yka3zarteau. PaccmoTrpuM nanee co3nanue ykasarelsi pUCYHKOB M TaOJIHII.

Jng co3maHus yka3aTens PUCYHKOB IIOCJIEAOBAaTENbHO BBINOIHHUTE
cienyrouie 1eHCTBUs:

1. Ormpenmenure CTHIM Haamucedl K pPUCYHKaM, KOTOPBIE HYKHO
BKITIOYATh B yKa3aTelb. BelaemnsiiTe Kaxaplid 3arojJoBoK ¥ B okHe CTWIb
MaHeT WHCTpyMeHTOB (PopMaTHpOBaHMe yCTaHAaBIUBAiTe, HalpuMmep,
"Ha3BaHue", eclid 3T0 HE ObLIO CACTAHO MPH HAOOPE TEKCTA.

2. VcraHoBuTe 3KpaHHBIM Kypcop B TO MECTO JOKYMEHTa, Kyza
HY>KHO BCTaBHUThH yKa3aTeib.
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3. Ulenkuure KoManay OrjaBjeHusi U ykasatean [JTaBHOTO Me-
Hio BeraBka u nepeiiute Ha BkiIaaky Cnucoxk wiutwocrpanuii. Ha skpa-
HE TIOSIBUTCS. HOBOE OKHO, TOKa3aHHoe Ha puc.106.

4. B meno Buja 5T0ro okHa BeIOEpHUTE HYXKHBIM BHJI [IPEACTABICHHS
yKazaTels B IOKyMEHTe, IpocMaTpuBas ero B okHe Odpasel.

5. B oxne Ha3BaHme ompenenute MOCTOSHHYH YacTh Ha3BaHUS
KapTHUHKH, HanpuMep, "Pucynoxk " nwiam "Puc.".

6. Ulenkuure mepeknoyarens [loka3piBaTh HOMEpa CTPAHUI U
YCTAHOBHUTE BHUJL 3aIIOJIHUTENS MEXIY MOCICIHUM CIIOBOM B CTPOKE yKa3a-
TeJIst © HOMEPOM CTPaHHIIBL.

7. Kuomnka [TapamMeTpbl MO3BOJSET 331aBaTh HEKOTOPbIE TOMOJIHH-
TEJIbHBIE ONIWH YKa3aTens, B YaCTHOCTH, TakK kK€, KaK IPH CO3JaHHWHU Or-
JIaBJICHUH, HY>KHO OIPEEINTh, KaKOH CTHJIb ObLI MCHOJIBb30BaH JUIsl Ha0o-
pa Haamucel K pUCYHKaM B TEKCTE BaIlleTO JOKYMEHTA.

8. Kuonka M3menutsb, okHa OriaBieHHsi U yKa3aTeJdd M03BOJI-
10T MEHSITh CaMH CTHJIM yKa3aTeIsl.
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Puc.106. OkHO co31aHus CITHCKa
PUCYHKOB.

9. Tlocne Bcex CIENAHHBIX TAKAM O0pa3OM YCTAHOBOK IICIKHHUTE
kHonKy OK B okxnax ITapameTpsl cucKa HILIIOCTPanMii, KOTOpasi, BbI-
3b1BaeTcst kKHONKOW Ilapametpsl 1 OrJiaBjieHus M YKa3aTesH.
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ba3bl JaHHBIX

Ba3bl maHHBIX (TEKCTOBBIC HJIM YHCIIOBBIC) PEIAKTOpPA MOXHO IMPE.-
CTaBUTHh cebe B BHJE TAONHUIBI, Y KOTOPOH B MEPBOM CTPOKE HaXOIATCS
HAJIKMCU CTOJIOIIOB, a OCTaJibHAsl YacTh TAOJNMIBI 3allOJHEHA AaHHBIMHU -
3amucsaMu. B kax ol KieTke pacrojiokeHa OJlHa 3aIicCh, a KaxJ1asi CTpoKa
COJICPXKUT TPYIITY 3alUCEH, OTHOCSIIUXCS K OTHOMY OOBEKTY 0a3bl JaH-
HBIX.

Co3zoanue Ho801 ba3bl OAHHbIX

Jia coznanns HOBOM 6a3bl JaHHBIX MOKHO IPOCTO CO31aTh TaOIHILy
C Ha3BaHUSAMH CTOJOIIOB B MEPBOI CTPOKE, a 3aTe€M JUIS 3aII0THEHUS 0a3bl
JAHHBIX HCIIONB30BATh BO3MOXKHOCTH IMAaHETH WHCTPYMEHTOB Ba3bl nam-
HBIX.

JU1s 3TOTO BHITIONHUTE CIEyIOoNue JeHCTBUS:

1. Ilenkuute mMpaBoi KHOMKOW MBIMIX [0 [AHEIH HHCTPYMEHTOB U
B ITOSIBUBLIEMCSI Ha 3KpaHe /IMHaMHYecKOM MEHIO BbiOepHuTe IMyHKT ba3bl
JaHHbIX. Ha sKkpaHe NOSBUTCS HOBas MaHEIb MHCTPYMEHTOB, TIOKa3aHHAs
Ha puc.107.
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Puc.107. OkHo 3amnuceit 6a3bl JaHHBIX.

204



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

2. Cospaiite HEKOTOPYIO TaOJIHIly U3 OJHOW CTPOKH U 3a/aiiTe Ha-
MIHCH CTOJIOIOB.

3. Ilenkuure kHONKy opMa JaHHBIX NaHe u Basbl TaHHBIX U B
MOSIBUBIIIEMCS OKHE BBOJIUTE 3aIMCH caMOil 0a3bl MaHHBIX. Kax il Habop
3amuceil (CTpoka TaOIHIBI) OyAET MPEACTaBIATHECS B 3TOM OKHE B BUJIC
KapTOYKH ¢ AaHHBIMU (puc.107). MoKHO c0371aBaTh HOBBIC 3aITUCH (KHOII-
ka Jlo6aBUTH), yoansaTh Te U3 HUX, KOTOpPHIC YK€ HE HYXHBI (KHOITKa
YaanuTh), NCKaTh HYXXHBIE 3aIMCH 110 T000My 00pa3y (kHomka HaiiTh)
W MPOCTO JIUCTATh WX (KHONKH CO CTpPENKaMH{ BIIEBO M BIpaBo). KHomka
BoccTaHOBUTB TI03BONIAET OTMEHUTh U3MEHEHHUS, CICIaHHBIC B aKTUBHOMN
kaprouke. KHonka McTouyHuK BhIKIIOYaeT OKHO opMa JaHHBIX U IO-
3BOJISIET IPOCMOTPETh Ha SKpaHe caMmy TaOJHUIly TaHHBIX.

4. Tlocne 3anonreHus Tabmuiel menkuure knonky OK oxna Mop-
MBI TaHHBIX.

IMomoOHas Tabnuna 0a3bl MAHHBIX, CO3aHHAS METOJAMH PEIaKTOpa
Word, moka3zana Ha puc.108. Eciin Hamo W3MEHWTH 3aliCH WIN YAaIUTh
HEKOTOpPBIC W3 HUX, MIPOCTO CHOBA HAXXMHTE KHONKY POpPMbI JaHHBIX W,
TIPOJMCTHIBAsT KAPTOUKH FUTH, HalAs HY)KHYIO B PEKUME TIOMCKA, BBITION-

HUTE ee PeAaKTHPOBaHHE.
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C momomIpi0 KHOTIKH YTpaBJieHHe MOJSMHU TIaHEIH HHCTPYMEHTOB
Ba3bl JaHHBIX MOXXHO YIPABIATh HAAMUCAMH CTOJOIOB - TOIed. MOXKHO
CO3/1aBaTh HOBBIE IOJISI, PEIAKTHPOBATh (MIEPEMMEHOBBIBATH) HMEIOLIHECS,
MOJHOCTBhIO yJansaTh HeHyxHble (puc.109). Kuonku do6aButh u ¥Yna-
JIMTh 3alHCh MaHETd MHCTPYMEHTOB Ba3bl JaHHBIX IO3BOJIAIOT BCTaB-
JSITh HOBYIO CTPOKY HENOCPEICTBEHHO B KOHIIE TaONWIBI WM yJalsTh
TEeKYUIYI0 CTPOKY, Ha KOTOpPOW HaXOIWICS SKpaHHBIA Kypcop. KHomku
CopTupoBaTh M0 BO3PACTAHMIO WU YOBIBAHUIO [TO3BOJISIOT BBIOJIHATD
COpTHPOBKY 3anmceil B Tabmmme. Knomka HaiiTu 3amuch maet BO3MOX-
HOCTH TIOWICKA 3aIllUCH B OMpEICIICHHOM Iojie Tabiuie 0e3 BhI30Ba OKHA
®opma nanHbIX. Eciin 3anuch HaiiieHa, TO BCSL CTPOKa C 3TOH 3aIllUChIO
OyZeT BhIZeIIeHA.
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Puc.109. OkHo ynpaBieHUs TOISIMEA 0236l TaHHBIX.
Bcmaska 6aszet dannwix

Kpome 3Toro MO>kKHO BCTaBIATH JaHHBIC U3 0a3bl JAHHBIX WM APYTO-
ro UCTOYHMKA JIAaHHBIX B BHJE TaOmuipl pepaktopa. [TocpencTBoM ucmoib-
30BaHMS 3ampoca A GUIBTPALMH, COPTUPOBKU U BEIOOPA ONPEEICHHBIX
MOJIeH, MOXKHO IOJyYUTh TOYHYIO MH(OPMAIMIO M3 UCTOYHMKA JAHHBIX.
Jnst Toro, 4To0Bl COXPaHWUTh JaHHBIE B JOKyMEHTE OOHOBIEHHBIMH, MOX-
HO CO3/[aTh CBSI3b C MCTOYHHUKOM JaHHBIX. BCAkuil pa3 mpu HW3MeHEHHH
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JIAaHHBIX B UCXOJIHOM (haiiiie ncrouHuke pegakrop Word MoxeT aBTOMATH-
YECKH OOHOBIISATh X B TAHHOM aKTHBHOM JOKYMEHTE.

Jlyis BcTaBku 0a3bl JaHHBIX B aKTHBHBIN JOKYMEHT MOCJICIOBATEIBHO
BBINOJIHUTE JCHCTBUA:

1. B mokymente Word BbiOepHTE MECTO BCTABKH JAHHBIX, YCTAHO-
BUB Ha HET0 3KPaHHBIN Kypcop.

2. Orobpa3ute maneap MHCTPYMeHTOB Ba3bl JaHHBIX, a 3aTeM Ha-
JKMHTE KHOTIKY BeTaBUTB 6a3y TaHHBIX.

3. B HOBOM, NOABUBIIEMCS Ha KpaHe OKHE HAKMUTE KHONKy ITo-
Jy4yuTh AaHHble (puc.110). OTkpoercs emie OIHO OKHO, M3 KOTOPOIO
HYKHO BbIOpaTh (haili, copepalivil aHHbIE, U LICIKHYTh KHONKY OT-

KPBITh.

4. Ecau oTOOp U COPTHPOBKY 3alKCEll JeaTh He HYKHO, Cpasy Iie-
pexoaute K 1.5.

5. Ecmu HyxHO ucnonb3oBath Word Uit OTydeHus], COPTUPOBKH
(UIbTpalMy TaHHBIX, BBIOEPUTE MCTOYHHK JAHHBIX, KaK OIMCAHO B M3., a
3aTeM Ha)kmMuTe KHONKy OTOOp 3amuceii, BEIOepUTE HYKXHBIH KPUTEPU U
MIETIKHUTE JIEBOI KHONKOW MBIIKN KHONKY OK.
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Puc.110. OxHO nomy4eHust HOBBIX
JIAaHHBIX.
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6. lanee BbIOepuTE KHONKY BCTABUTHL JAaHHBIE OTKPHITOrO Ha JK-
paHe okHa ba3bl JaHHBIX.

7. B HOBOM OKHe B rpymie BeraBuTh 3alUCH YKaKHUTE, KaKUE 3a-
MUCH CJICIYCeT BKIFOYUTH B Tabiuiy Word, u menkaute kaonky OK.

Ecmu Hy)XHa BO3MOXHOCTh OOHOBJICHHs NAaHHBIX B TaOmwmime Word
IIpu M3MCHEHUH JaHHBIX MCTOYHHWKA JAHHBIX, YyCTAaHOBUTE B OKHE Bcera-
BHTB 3anmucH Qraxok BeraBuTh 1aHHBIE Kak moJjie. PemakTop Bcraisier
nanaeie B Tabmuiry Word B Buze nons (Database), CBSI3aHHOTO C HCTOYHH-
KOM JaHHBIX. J[7as1 TOro, uToObIl OOHOBHUTH IOJIE€ HIIM HECKOIBKO IIOJEH,
BBIJIENIATE WX B TAaONUIEe M HaXMUTE Kiapuiry F9 unm kaonky OOHOBUTH
TOJIsl TIAHEIM HHCTPYMEHTOB Ba3bl TaHHBIX.

i Micainnl Wisil - [ et}

...WW‘W—Wzm“‘“—“““—W'— S S _M

||06.,uul e Mewioman 8113
dmunli;ﬂmm[‘ﬂ
- i KD DO NN NEE OGEY D O B Xk e |

Jon | Opr | Amp | Anp | Top
#no | ann | ecl |ecl |on
nedy

on

R TREE) R ERRE RN [

W s G

e IJGIU.QF.*_H:IJIHI—vw-w = R e

Puc.111. TTouck onpeneneHHbIX 3anucei
B 0a3e aHHBIX.

Tlouck oannvix 6 mabauye

Jis ompeneneHus] MECTOIIONIOKEHHSI 3alncei, T.e. MoucKka B 0OJb-
II0# TaOJUIIe MOCTIeIOBATEIFHO BBITIOIHATE CIIEIYIOIINE NCHCTBUSA:

1. OtobGpasure Ha 3KpaHe KOMIIbIOTEPA MAHEIb HHCTPYMEHTOB Ba-
3bI JAHHBIX.
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2. Haxwmure kaonky HaiiTu 3anuch. [TosBUTCS OKHO MOWMCKA, MMO-
Ka3aHHoe Ha puc.111.

3. B nosie HaiiTu BBEAUTE TEKCT, MECTOIIOIOKEHHE KOTOPOTO HYXK-
HO OIPENIENIUTh.

4. B cnucke B mosie BeiOeputTe MM OIS, B KOTOPOM HYKHO TIPO-
BOJIUTH MOUCK.

5. Haxwmure kHonky Haiitn mepsbiii okia Ilouck B moJe. 3arem
HA/JIUCh Ha KHOTIKE 3MeHHTC U ctaneT Haiitu najee.

6. s BBIKIIFOYCHHS] OKHA ITOMCKA LICTKHUTE MBIIIKON 10 KHOIKE
3aKpbITh.

ITocne BBIMOMHEHHBIX AEUCTBUI AKpaHHBIA Kypcop MEPEMECTUTCS B
TO T0JIe, KOTOpOE OBLIO 33a7]aHO B OKHE ITOWCKA, U BCS CTpOKa OyJeT BhlJie-
JIeHa YepHOW ITOJICBETKOMN, ECIIM TaKas 3alHch BOOOIIE CYIIeCTBYET B 1aH-
HOH 0a3e MaHHBIX. B MPOTHBHOM cityyae Ha SKpaHe MOSBUTCS COOOIIEeHNE
00 OTCYTCTBHH 3a/IaHHON 3aIHCH.

IIpocMoTp TeKkcTa B pesKnUMe CTPYKTYPBI
AOKyMeHTa

PexxuM  CTPYKTYpBI IS TPOCMOTPa TOKYMEHTa MOKa3bIBaET €ro
BHYTPEHHIOIO CTPYKTYpY. 3arojOBKH B PEKHME CTPYKTYpbl CHaOXKaroTcs
OTCTYyIMaMH, HATTSITHO MOKa3bIBAIOIIMMH YPOBEHb BJIOKEHHOCTH 3aroJiOB-
KOB B IOKyMeHTe. B peknme CTPYKTYpbl MOXXHO JIETKO MPOCMATPUBAThH
CTPYKTYpY BCEro JAOKYMEHTAa, M3MCHSATh YPOBCHb BIIOKEHHOCTH 3aroJiOB-
KOB M TIepeMellatb Oonbinie (GparMeHThl TEKCTa IyTeM IepeMEIlCHUS
3arOJIOBKOB TOT0 TEKCTA BHYTPHU JOKYMEHTa PEIaKTOPa.

i1 mpocMOTpa CTPYKTYphI JOKyMeHTa TpeOyercss o(hOpMHTH €ro
OIIpeeneHHBIM 00pa3oM, IpuAaB ad3anaM pasIHIHBIC YPOBHH CTPYKTYPBI
Wi cTind. JIaHHBI PEKHUM IO3BOJSIET JITKO MEHSATH CTPYKTYPY HOKY-
MEHTa, KOMIIOHOBATH €r0 JIOOBIM CIIOCOOOM, H3MEHSThH CO/IEPKAMOE TJIaB
Ha ypOBHE maparpadoB ¥ 00X APYTHX HOIPa3IeiIoB TEKCTa.

B o0uiem, cymiecTByeT ueThipe criocoda co3iaHust CTPYKTYPhI TEKCTa
B IOKyMEHTE:

1. Opranu3oBaTh HOBBIA JOKYMEHT, CO3[@B 3arOJIOBKH B PEXKHUME
cTpykTypsl. [locne Toro, kak Bce 3aroIOBKH M HOA3ArOJIOBKH OYAyT pas-
MEIIEHbl, UM aBTOMATHYECKH ITPUCBAMBAIOTCS BCTPOCHHBIC CTHIIM 3aro-
70BKOB. {7151 TOrO, 9T00B! YIPOCTHTH TPOIECC MPOCMOTPA U PEOpraHu3a-
IIMH CTPYKTYPBI TOKYMEHT, JOKYMEHT MO>KHO CBEPHYTb, OCTABHUB TOJBKO
HyXHbIE 3aroyioBku. [locie 3aBepmieHns: paboOTHI 3ar0JIOBKH MOKHO pas-
JIMYHBIMU CIIOCO0AMU IPOHYMEPOBaTh, HCNONB3Ys pexxiuM Hymepamus.
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2. TlpucBouTh OTACHABHBIM a03aram, T.C. 3aroJIOBKaM IJIaB U mapa-
rpadoB yke UMEIOIIErocsi TOKYMEHTa YPOBHH CTPYKTYPBI. DTO JaeT BO3-
MOXHOCTh IPHUCBOUTH JOKYMEHTY MEpapXHW4eCKyl CTPYKTYpy UTOOHI,
Hampumep, paboTaTb C HUM B PEKUME CTPYKTYPBI UIH CXEMBI JTOKYMEH-
Ta 0e3 MOMOIIM BCTPOSHHBIX CTHJIEH TEKCTa.

3. TlpucBouTh OTACHBHBIM a03alam, T.e. 3aroJIOBKaM TJIaB U mapa-
rpadoB y>K€ HWMEIOLIETOCs JTOKYMEHTa OINpPEENICHHBIE CTWJIM, KOTOpPbIE
TaKKe CO3AAI0T UEPAPXUUECKYIO CTPYKTYPY TOKYMEHTA.

4. BBoauTh 3arojOBKHM M IMOA3ArOJIOBKH B HYMEPOBAHHOM CIIHCKE
cTuielt cTpykTypsl. IIpu 3ToM TekcT He (opmarupyercs BCTPOCHHBIMU
CTHJISIMHU.

Opeanuzayusi H08020 OOKYMeHMA
8 pedicume CmpYKmypbl

I[J'Iﬂ CO3J1aHud U OpraHu3alvu CTPYKTYPbl B HOBOM HOKYMCHTEC BbI-
IIOJTHUTC HeﬁCTBHHZ

1. B HOBOM, co3aanHOM KHOMKOW C034aTh MaHEH WHCTPYMEHTOB
JIOKYMEHTE YCTAaHOBHUTE PEXHUM CTPYKTYPBI, IEJIKHYB M0 KHOMKe Peskum
CTPYKTYPHI CJI€Ba BHH3Y OKHA PEJaKTOpa Ha moJyioce mpokpyTku. Ha ma-
HEJIM MHCTPYMEHTOB TIOSIBUTCSI HOBas MaHes b 1o Ha3BaHueM CTPYyKTypa,
OMHCaHUE KOTOPO# OyIeT MPUBEICHO HUXKE.

2. Bsenmure 3arojloBKM TEKCTa, HaXKMMas KiaBuiny Enter mocie ka-
JKJIOTO 3aroJIOBKa.

3. 3aronoBku OymyT OTGOPMATHPOBAHBI C ITOMOIIBI0 BCTPOSHHOTO
CTHJIS 3aTOJIOBKA - 3aroJioBoK 1.

4. Jlast Toro, 9TOOBI MPUCBOMTH 3ar0JIOBKY JAPYTOM YPOBEHB U TIPH-
JIaTh €My COOTBETCTBYIOIIMN CTHJIb (POPMATUPOBAHHUS, CICIYET COOTBET-
CTBYIOIIUM OO0pa30M MEPEMECTUTh CHMBOJI 3arojiOBKa HIIH CTPYKTYPBI
(3HaK MHUHYC ClieBa OT 3aroyioBka). Eciu BMecTo MHHyca OyIeT CTOSITh
3HAaK IUTIOC, TO 3HAYHUT, YTO B 3TOM 3arojIOBKE UMCIOTCS BIOKCHHBIC TTOJ-
3aroJIOBKH WM OCHOBHOM TEKCT JIOKYMEHTA PelaKTopa.

5. Jlast Toro, 4ToObl MOHU3UTH YPOBEHH 3arojiOBKa, MEPETAIINTE
MBIIIKO CHMBOJ IpaBee. MakCUMalbHBIM MOXET OBITh TOJBKO YPOBEHb
JIeBSITh, KOTOPBIH OYJIET pacroaraThCsi ¢ IPaBoil CTOPOHBI AKpaHa.

6. Jlis Toro, 4TOOBI MOBBICHTH YPOBCHBH 3ar0JIOBKA, MEPETAINTE
CUMBOJI JieBee. MUHUMAaJIBHBIM OyJIeT YPOBEHb OJIMH C PACIHOJIOKEHHEM B
JIEBOW CTOPOHE 3KpaHa.

7. us Toro, 4TOOBI MEPEMECTHTH 3ar0jI0BOK HA HOBOE MECTO, TIEpe-
TallluTe ero CUMBOJ BBepX win BHU3. ([IpuHamnmexammii 3aroJioBKy Oc-
HOBHOU TEKCT, €CITH OH y)Ke HaOpaH, TAKXKe MEPEMECTHTCS BMECTE C 3aro-
JIOBKOM. )
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Korma opranmsanus pokymeHTa OyneT 3akOHYEHA, YCTaHOBHTE
OObIuHbI pexuM i PeskuM pa3MeTKH CTPaHUIBl, YTOOBI BBECTU
MOIPOOHBIA OCHOBHOM TEKCT, TAONHIIBI U PUCYHKH IS KaXKIOTro pasjeiia
v naparpada ¢ ykazaHHBIMHU YK€ 3arojioBkaMmu. Buj Tekcra noKyMeHTa
Ha 3KpaHe B pexxuMe CTPYKTYpbI oKa3aH Ha puc.112.
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Puc.112. Bua skpaHa B pexXuMe CTPYKTYpPBI
JIOKyMEHTa.

IIpuceoenue absayy ypoeHs cmpyKmypbl

Jist Toro, 4yToObl MUMETH BO3MOXKHOCTH PadOTaTh C JIOKYMEHTOM B
peXUMe CTPYKTYpPBI WM CXEMBbl JOKYMEHTA, JOKyMEHTY CIEAYEeT IPUCBO-
UTb UEPAPXUYECKYH) CTPYKTYPY C BIIOXKCHHBIMU YPOBHSIMH 3arOJIOBKOB
TEKCTA.

OT0 MOXKHO cenaTh AByMs CIoco0aMu:

1. OtdhopmarupoBaTh 3aroNOBKH TEKCTa C IMOMOIIBIO BCTPOSHHBIX
CTHJICH 3aT0JIOBKOB - 3aroJioBok 1 - 9, KoTopblie B 10001 MOMEHT MOKHO
U3MCHSATb.

2. Wnu mpuCBOWTH 3ar0JIOBKAM CTPYKTYPHBIC YPOBHH - YpPOBeHb |
- 9. CTpyKTypHBIC YPOBHH MOKHO HCIOJIB30BaTh, €CIIM HEOOXOIUMO CO-
XpaHWUTh BHEIIHUH BUA TekcTa. CTHUIIM 3arojIOBKOB OIpEJeNICHHBIM 00pa-
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30M (hOPMATHUPYIOT TEKCT, @ CTPYKTYPHBIC YPOBHH MPUCBANBAIOT eMy "He-
BUANMBII" (opmar.

I[J'IS[ IMPUCBOCHUA YPOBHA CTPYKTYPBI 3arojJIoOBKaM IIOCJICIA0BATCIBHO
BBITIOJTHUTE ICHCTBUS:

1. Beigenure ab3all, B TOM YHCIE, 3TO MOXKET OBITh U 3aroJIOBOK,
KOTOpOMY TpeOyeTcst MPUCBOUThH CTPYKTYPHBII YPOBEHb.

2. B I'maBHom mento Dopmart BeiOepure KoMaHay A63am, a 3aTeMm
nepeiiaure Ha BkIaAKy OTCTYNbI H HHTEPBaJIbI.

3. B mnone YpoBeHb BbIOEpPUTE HYXKHBI YPOBEHb M IIEIKHHUTE
kHonky OK.
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3areM nepefgmre Ha ernagky OTCTYIIBI I HHTEPBAJIBL

3. B none YPOBEHD prifepirre Hy bl ypoBeHD If g/IKHIL-
Te KHoTky OK
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Puc.113. YcranoBka ypoBHsI CTPYKTYPBI B TEKCTE
JIOKYMEHTA.

Bun oxHa A@3al B peXHME YCTaHOBKH CTPYKTYpPBI IOKyMEHTa IOKa-
3aH Ha puc.113. J{as Toro, 94ToObI BOCIIONB30BAThCA (PYHKIMSIMH CTHIECH
3aroJIOBKOB, HE M3MEHAS MMEIOIIUECs BCTPOSHHBIC CTHIIH, cOo3JaliTe col-
CTBEHHBIIl KOMIUIEKT CTHJIEH 3ar0JIOBKOB, BKIIIOYAIOIIUN B ce0s IpUCBOe-
HHe ab3alaM OIPEeeNICHHOTO CTPYKTYpHOro ypoBHA. C COOCTBEHHBIMH
CTHJISIMH MOJKHO pa0oTaTh Kak OOBIYHO, HAlpHMEp, NMPUCBOUTH OAWH U3
HHUX TEKCTY, KOTOPBIH MPEIIoIaraeTcsi BCTABUTH B OTJIABJICHHUE WM OIpe-
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JICTUTh UM Ha3BaHUsI PUCYHKOB, WIIM TAOJIUII U CO3/IaHMS CIHCKA MIIIO-
cTpauuii 1 TabJIMYHOTO MaTepuana B JOKyMEHTE pelaKTopa.

Ipeobpaszosanue dokymenma 015 pabomul
8 pevcume CmpyKkmypol

Jns mpeoOpazoBaHUsl UMEIOLIETOCS JOKyMEHTa PElaKkTopa B JIOKY-
MEHT C BHyTPEHHEW CTPYKTYPO BBINOJIHUTE JIEHCTBHS, KOTOPBIE, MO CYTH,
COBITIAJIAIOT ¢ O(OPMIIEHHEM TEKCTa Ul TIOCTPOCHUS OIJIABICHUS JOKY-
MEHTa:

1. Orxkpoiite kHOMKONH OTKPBITH CTAHAAPTHOW MAHEIH HHCTPY-
MCHTOB CYIIECTBYIOIIMH JOKYMEHT B aKTHBHOM OKHE pefgakropa Word.

2. Jlns mpaBWILHOTO MPOCMOTPA JOKYMEHTA B PEKUME CTPYKTYPBI
TEKCT J0JDKEH OBITh 0T(hOPMATHPOBAH ONpPEETICHHBIM 00pa3oM.

3. HyXHO ompeneiuTh CTHIN 3arOJOBKOB, HAIPUMEpP, HA3BaHUSIM
TJIaB Ha3HAYNTHh CTWIIb 3aroJioBoK | (IycTh 3TO OyZeT *KMPHBIH 3arias-
HBIA TWPHQT), IMEHaM maparpadoB CTHIIH 3areJiOBOK 2 (KUPHBINA CTPOU-
HBIA mpudT), a moapas3aensl maparpad)oB ONPEACINT, KaKk 3arojJoBoOK 3
(xypcuBHBIH mpudT) U T.A. B 3TOM ciaydae Ha3BaHWAM TaB OyHeT MpH-
CBOEH IEPBBI YPOBEHb CTPYKTYpHI HOKYMEHTa, Ha3BaHUSIM Haparpados
BTOpO# 1 T.1. OOBIYHBIIN TEKCT, KaK MPaBUIIO, GOPMATUPYIOT BCTPOCHHBIM
criiieM OObIMHBIH, KOTOPBIN BCEra MOXKHO MEPEONPECTUTh 10 CBOEMY
YCMOTPEHHIO.

4. Bwmecto cruiedl 3aroJoBOK MOXHO HCIIOJNB30BATh YPOBHU
CTPYKTYpBHI IO/ HA3BaHHEM YPOBEHb 1 - 9.

5. TlepeiiauTe B PeXXUM CTPYKTYPHI JOKYMEHTA, IICIKHYB KHOIIKY
PeskuM CcTPYKTYpBI ClIeBa BHHU3Y JKpaHa Ha I0JIOCE NMPOKPYTKH MM BbI-
6epute myHkT CTpyKTYypa B I maBHOM MeHIo Bua.

6. Ha okpane BBl YBHIHUTE TEKCT B PEKUME CTPYKTYPBI ZOKYyMEHTa,
KOTOPBIN MIPEICTABISETCs y3KOM BEpTUKAIBHOU nosocoi. Ha3BaHus rnas,
naparpa)oB ¥ caM TEKCT OyJeT HpPeICTaBIeH TeMH ke IpupTaMu, KOTO-
pBle ObUTH OTIpeZieTIeHBI IpH BhIOOpe cTHiId. CiieBa OT JIF0OBIX 3arojOBKOB
OyzeT BUJIEH KPECTHK, ITOKA3bIBAIONINH, UTO 3TOT Pa3jell COJACPKUT BHYT-
pu cedst momnosHUTENbHYI0 MH(popManuio. Ecnu 3T0 Ha3BaHue TiaBBI, TO
KPECTHK OyJIeT MPUCYTCTBOBATh, €CIIM BHYTPH HEE MMEIOTCS Maparpadsl 1
tekcT. Ecnu 9T0 Ha3zBaHue naparpada, ToO KpECTHK MOKa3bIBAaeT, YTO BHYT-
pu Hero mMmeercs TeKCT. [IpucyTcTBHE MaleHBKOTO KBajpaTa CleBa OT
TEKCTa YKa3bIBAaeT Ha TO, YTO 3TO OOBIUHBII TEKCT, a HE 3ar0JIOBOK JIOKY-
MEHTa.

7. Ha masHemsix MHCTPYMEHTOB IOSIBUTCSI HOBasl [aHEJb, Ha3bIBac-
Mast CTpPYKTYypa, KHOIIKYA KOTOPOM BBITIOJMHSIOT CJIEAYIOIINE JSHCTBUS:
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1)

2)

3)

4)

5)

6)

7)

8)

9)

10)

11)

Crpenka BIEBO - MOBBICUTh YPOBEHb TEKYILIETO HIIH BBIICICHHO-
TO 3arojioBKa, T.€. NPHUMEHUTh K HEMY CTWIb 3aroJioBOK c
MEHBIIUM HOMepoM. [Ipu 3TOM caM 3aroJ0BOK CIBUHETCS BIEBO.
Crpenka BOpaBO - MOHU3UTH YPOBEHb TEKYIIErO 3aroyioBKa, T.€.
MIPUMEHUTH K HEMY CTHJIb ¢ 0oJiee BBICOKUM HOoMepoM. [Ipu aTom
3aroJI0BOK CIBUHETCS BIIPABO.

JIBoliHas cTpenka BOPaBO - MOHU3UTh YPOBEHb BBIIEIEHHOIO
6710Ka 10 OOBIYHOTO TEKCTa, T.e. K 3aroJIOBKY OyJleT NMpHMEHEH
cTuib OOBIYHBIM.

Crpenka BBEpX - MEPEMECTUTh HA OJHY MO3HMLHIO BBEPX TEKY-
IOIUHA 3arojIoBOK, T.€. MOMEHATh €r0 MECTaMH C IPEeABLIYIIUM.
IIpu 5TOM mepememaeTcss He TOJIBKO CaM 3arojOBOK, HO M BECh
TEKCT, OTHOCSIIUIICA K HEMY.

Crpenka BHU3 - NIEPEMECTUTh HA OJHY MO3UINIO BHU3 TEKYIIUH
3arojoBOK, T.€. IOMEHATh €0 MECTaMH C MOCJIEAYIOIIHUM.

3HaK IJIIOC - Pa3BepHYTh Ha IKpaHE COJACPKUMOE TEKYIIETo 3a-
ronoBka. Eciu 970 HazBaHue maparpada, To B OKHE PEJaKkTopa
OyzeT BHIEH TEKCT, KOTOPBI HAXOIUTCSl BHYTPH Haparpada.
Ecnu 3T0 Ha3zBaHHe IJ1aBBl, TO B OKHE peJakTopa MOSABATCS Ha-
3BaHMs NaparpagoB, BKIOYECHHBIX B 3TY IJIABY, U T.1.

3HaK MUHYC - CBEpPHYTh Ha 9KpaHE COAEPKUMOE TEKYIIEro 3aro-
noBka. Ecim 370 01T maparpad ¢ BEIBEIEHHBIM B OKHE PEIaKTO-
pa TEKCTOM, TO TEKCT MCYE3HET ¢ 3KpaHa. Eciu 3To riasa ¢ mo-
Ka30M COAep’Kaluxcs B Hel maparpadoB, TO Ha 3KpaHE OCTa-
HETCA TOJIBKO HA3BaHUE CaMOM TJIaBhI.

udpsr 1-9 - BKIIOYAOT PEXKUM MOKa3a 3aroJIOBKOB C COOTBET-
CTByIOIIMM HoMepoM. EcnM riiaBe IpUCBOEH IIEPBBIE HOMED
BJIOXKEHHSI, TO NIPU HAXaTHH Ha UU(pPy OAMH, HA dKpaHe OyayT
NIPUBENICHBI TOJIKO Ha3BaHMs IMaB. Eciu maparpady npucBoeH
BTOpPOH HOMEp, TO MIPU HAXKATUX Ha ABOMKY, Ha HKPaHE KOMIIbIO-
Tepa MOSIBATCA W Ha3BaHMs IJIaB, U BIOXKEHHBIX B Hee Maparpa-
¢os.

Bce 3aronoBku - MO3BOISET BBIBOAUTH HA DKPAHE BCE CYILECT-
BYIOIIIME 3arOJIOBKU U caM TeKCT JoKyMeHTa. [locienyromee BbI-
KIIIOYEHUE 3TOW KHOIKH MPUBOJUT K MCUE3HOBEHHIO C DKpaHa
TEKCTa, a 3aTOJIOBKU BCEX YPOBHEH OCTAIOTCA.

Iloka3aTh TOJNBKO MEPBYIO CTPOKY - BKIKOYEHHE 3TOMH KHOIKHU
IIpU BKJIFOYEHHON KHONKe Bce 3aroJioBKHM IO3BOJIET BHIBECTU
Ha 9KpaH TOJIBKO IEPBYIO CTPOKY TEKCTa B KaXIOM pasjele, ma-
parpade wiu nojpaszene maparpada.

OT100pa3uth GopMaTUpOBAaHUE - BHIBOJUT HA KpaH TEKCT B Ta-
KOM BHJE - popMaTe, Kak OH OTOOpaskaeTcst B IOKYMEHTE peliaK-
Topa B OOBIYHOM peskuMe IIPOCMOTpa Ui B Peskume pasmer-
KH IIPOCMOTpPA CTPAHHIL.
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12) I'maBHBIN JOKYMEHT - BKIIIOYAET IOMOJHUTEIBHYIO ITaHENb WH-
CTPYMEHTOB, ITO3BOJIIOLIYIO CO3/1aBaTh BIOYKEHHBIE JOKYMEHTHI
u GOpPMHUPOBaTH CTPYKTYPY TEKCTa TJIABHOTO JOKYMEHTa pelak-
TOpA.

Eme pa3 orMeTnm, 9TO MU BBIJETICHUH 3arojoBKa Oy/eT BbIICIEH U
BECh €ro OOBIYHBIN TEKCT, Nake €ClM OH He BUAEH Ha dKkpaHe. [losTomy
CTHpaHME BBIJEJICHHOTO 3arojOBKa MPUBEAET U K CTUPAHUIO BCETO TEKCTa
3TOTO pasferna B JOKYMEHTE.

Kak Temepb BUIHO, peXXUM CTPYKTYpBI OYECHb YIOOEH JUIS PELICHUS
OPTaHM3AIMOHHBIX BOMPOCOB OOIIEro IUIaHa 10 KOMIIOHOBKE TEKCTa J0-
KyMeHTa. JIerko MOXHO MEHSTh MecTaMH Iaparpadbl U TJIaBbl, EPEHO-
cHUTh naparpadbl U3 OJHOU IMIaBbI B APYTYIO, T.€. MEHATH OOIIYIO CTPYKTY-
Py IOKyMEHTA.

Dopmamuposanue meKCma 8 pexcume
CmMpYKmypul

B pexume cTpykTypsl (OopMaTHpoBaHHE TEKCTa M300pa)kaeTcs YII-
POILIEHHO, YTO MO3BOJIIET COCPENOTOUUTHCS HA CTPYKTYpe JOKYMEHTA.
Hwxe nepednciens! TOITyCTUMBIE B PEKUME CTPYKTYPBI BUABI M CIIOCOOBI
(hopMaTHpOBaHMS TEKCTa JOKYMEHTA!

1. Kaxmelit ypoBeHb 3arojioBKOB OT(HOPMATHPOBAH C MOMOIIBIO
BCTPOCHHOT'O CTHJISl 3arojlOBKa WJIHM YPOBHS CTPYKTYpHl. OTH CTHIH U
YPOBHH MOYXHO MPHCBOHUTH 3arojioBKaM OOBIYHBIM CIOCOOOM. B pexime
CTPYKTYpbI 3ar0JIOBKY MOKHO aBTOMaTHYECKH IPUCBOUThH HYKHBIM CTUJIb,
MepeTamiuB ero Ha COOTBETCTBYIOIINH ypoBeHb. [ Toro, 4ro0bl H3Me-
HHUTB BHJ] CTHJIEH 3ar0JIOBKOB, ClIelyeT HM3MEHNUTh UX (hOpMaTHPOBaHUE.

2. Orcrym 3aroyioBKa COOTBETCTBYET €ro ypoBHIO. OTCTYIIBI H30-
OpakaroTcsl TOJIBKO B PEeXHMME CTPYKTyphl. IIpu mepexoze K Apyromy pe-
KHUMY TIPOCMOTPA OTCTYIIBI yAAJISIOTCA.

3. ®opmarsl ab3areB He M300paKarOTCs Ha dKpane. JInHelka U Ko-
MaHbl hopMaTUpoBaHus ab3aneB He BUAHBI U HenocTynHbl. (CoxpaHseT-
CsA BOBMOXXHOCTH MNpHUCBaBaHUA CTHHeﬁ, OJJHAKO HC BCC BUJBI (I)OpMaTI/I-
pOBaHuUS CTUIIEH OyAyT BUIHBI).

4. st Toro, 4ro0bl IPOCMOTPETh HJIM U3MEHUTH (HOPMATHPOBAHKE
a03arieB, nepenanTe B APYrOd PEeXRKUM IPOCMOTPA.

5. Ecmu ¢opmar cuMBOIIOB (HarpuMep, KPYIHBIA MWPAPT WIH Kyp-
CHBHOE HadYepTaHHE) MeIaeT padoTe, OHW MOTYT OBITh M300paXCHHI B
CTPYKType OOBIYHBIM TEKCTOM. JlJsI 3TOro Ha MaHENW HHCTPYMEHTOB
Ctpykrypa HaxkxmMuTe KHONIKY OTOOpa3uTh hopMaTHpPOBAHUE.
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6. Jlyist Toro, 4ToOBI B PEXKUME CTPYKTYPHI BBECTH CHMBOI TalyIisi-
umu, Haxkmute kinasunia Ctrl + Tab.

Jnst Toro, 4To0BI B pEXXKUME CTPYKTYPBI IPOCMOTPETh (haKTHUUECKU
(opmar mOKyMeHTa, MO>KHO pa3/esInTh OKHO JOKyMeHTa. B onHol obac-
TH MOKHO paboTaTh B pEeKHME CTPYKTYpHI, a B Jpyrod - B pexume Paz-
MeTKH cTpanuubl win O0br4HoM pexume. Bee n3MeHeHMs, BHECEHHBIE
B JIOKYMEHT B OJJHOI 00J1aCTH, OTOOPaXKatOTCsl BO BTOPOH.

Buvioenenus mexcma 6 pedicume
CmMpYKmypbl

I[JIH BBIACIICHUS HEKOTOPBIX OJIOKOB TEKCTa BBITIOJIHUTE JIEUCTBHS:

1. Jlis Toro, 4roObl BEIAEIUTEL 3ar0J0OBOK, MMOJ3ar0JIOBKA U OCHOB-
HOM TEKCT, ABAXK/IbI IIEIKHUTE 3HAUOK PSIIOM C 3ar0JIOBKOM.

2. Jlns Toro, 4To0BI BBIIETUTE TOJNBKO 3ar0j0BOK (6€3 1013aronoB-
KOB), TIEPEMECTHTE yKa3aTelb MBI JIEBEE 3aT0JI0BKA TaK, YTOOBI OH TIPH-
HSUT BUJ TIPaBOH BEpXHEH CTPETKH, U MICTKHUTE OJIIH Pa3 MBIIIKOM.

3. Jlyst TOTO, YTOOBI BRIICIUTE ab3all Ui OCHOBHOM TEKCT, JBAKIbI
MICJTKHUTE 3HAYOK PSIOM C ab3aleM, WK MePEeMECTUTE YKa3aTeNlb MbIIIN
JieBee ab3alia Tak, YTOObI OH MPHHSI BUJ TMPABOW CTPEIKH, U IICIKHUTES
OJIMH pa3s.

4. HeckoIbKO 3arojlOBKOB MK ab3alleB OCHOBHOTO TEKCTa - Mepe-
MECTHTE YKa3aTellb MBIIIH JIEBEE TEKCTa TaK, YTOOBI OH MPHHSII BUJ Mpa-
BO BepXHEH CTPEJKH, U TIEPETAIINTE €TO BBEPX U BHU3.

Ilewams doxymenma 6 pesicume
CmpyKmypbl

Eciu 3aroyioBku J0KyMeHTa OT(OPMATHPOBAHBI C TIOMOILBIO BCTPO-
€HHBIX CTHJIEH 3ar0JIOBKOB WJIH YPOBHEH CTPYKTYpPBI, B PEXKHUME CTPYKTY-
pbl MOXKHO OTOOpaTh M BBIBECTH Ha DKpaH U, €CIM HY)KHO, Ha I1€4aTh,
TOJIBKO HY>KHBIE 4aCTH JOKYMEHTA.

JU1s 3TOTO BBIONHUTE CHETYIOLUE JeHCTBUS:

1. B pexume mpocMOTpa CTPYKTYPhI TEKCTa JOKYMEHTA Pa3BEPHHUTE
HY’KHBIE 3ar0JIOBKH, TTOJ[3ar0JIOBKH M OCHOBHOM TEKCT, KOTOPBIH TpeOyeT-
CsI pacrieuaTaTh.

2. B ciyuyae HEOOXOAMMOCTH 3arojOBKH MOKHO MPOHYMEPOBAThH
(cMm. cremyrommii maparpad).

3. Tlocie Bcex CHOENaHHBIX BBIOOPOB HaxkMure KHONKy Ilewars
CTaHaPTHOM MAaHEIH UHCTPYMEHTOB.
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BynyT HanewaTaHbl TOJIBKO M300pa)KEHHBIC HA JKpaHE 3arOJIOBKH H
MO/3aroJI0BKH TeKcTa. Ecnu Ha 9KpaH BBIBEZCH M OCHOBHOM TEKCT, OyIyT
HarevaTaHbl BCE CTPOKM OCHOBHOTO TEKCTa, Ja)Ke €CIIM Ha JKpaHe H30-
OpaxkeHbI TOJIBKO NepBble CTPOKH. Eciay B peskuMe CTPYKTyphI BUIHBI yC-
TaHOBJICHHBIE BPYYHYIO Pa3pbIBbl CTPAHMI, OHU IOBIMAIOT HA BHEIIHHUH
BUJ TI€4aTaeMoro AoKyMeHTa. [[jist Toro, 4to0bl BpEMEHHO yIAIIUTh pas-
PBIBBI CTPaHUII, COXPAHUTE JOKYMEHT, a 3aTeM yAanuTe pa3pbiBbl. [locie
TOTO, KaK JIOKyMEHT OyJIeT HareyaTaH, 3aKpOHTe ero, He COXpaHss H3Me-
HEHHS.
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Puc.114. Bxmrouerre MHOTOYPOBHEBOTO
CIIHCKA.

Co30anue MHO20YPOBHEB020 HYMEPOBAHHOO
cnucka

MHOroypoBHEBBIE HYMEPOBAaHHBIE CIIMCKH COAEpX AT A0 IEBSATH
YPOBHEH BIIOKEHHUSI:

1. B TnaBHoM mento @opmar BbiGepute komanay CHUCOK, a 3aTeM
nepeianTe Ha BKIaaKy MHOroypoBHeBbIH.

2. Beoibepure HE0OXOAMMBIH (OpPMAT CHKCKA, a 3aTeM HAKMUTE
kHonky OK.
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3. Bseaure CIHCOK, Ha)KMMas KiaaBuily Enter mocie Kaxmaoro sie-
MEHTA.

4. Jlnst mepeMenieHust 3JIEMEHTa CIIMCKa Ha HEOOXOUMBIN YpPOBEHb
HyMEpaLUU LIEIKHUTE IEMEHT, YCTAHOBUB HA HETO SKPAaHHBINA Kypcop, a
3aT€M HAXXMHUTE KHONKY YBeJMYHUTh OTCTYN WUIM YMEHBIIUTb OTCTYH
naHesm HHCTpyMeHToB @opmaTtnposanme (puc.114).

CymecTByeT BO3MOXHOCTh M3MEHEHHs] YPOBHS HyMEpalUHu CIIHCKa
Mo Mepe BBoJa TekcTa. HauwHas HOBBIN a03al], HAKMHUTE KiIaBuIry Tab
JUISl TIOHIDKCHUS! YPOBHS HyMEpAaLlMH 3JIEMEHTa cIicKa. [l MOBBIIEHHS
YPOBHSI HyMEpaluK JIEMEHTa CIHCKAa HAKMHUTE OJZHOBPEMEHHO KIIABHIIH
Shift + Tab.

Cxema 10KyMeHTa

Ha cxeme nokyMeHTa HpenycMOTpEHa BO3MOXKHOCTb IPOCMOTpa
TOJIbKO HEKOTOPBIX HYXKHBIX 3arojIOBKOB B Tekcte. Hanpumep, 4To0b! mpo-
CMOTpETh BEPXHUU YPOBEHb CTPYKTYpPbl JOKYMEHTa, MOXHO "CBEPHYTH"
(T.€. CKpBITH) ITOJUMHEHHBIE 3ar0JOBKH - T0/13ar0JIOBKH B IoKyMeHTe. Ec-
1 TpedyeTcs MoTHOe N300pakeHne CTPYKTYPHI, MOXKHO TOJYYHTh CHOBA,
pa3BepHYB IOAYMHEHHBIC 3arOJIOBKM Ha JKpaHe. Buj skpanHa mpu BKIIO-
YEHHOH cXeMe NOKyMeHTa Imoka3aH Ha puc.l15. [lng paboTsl co cxemon
JIOKyMEHTA BBITIOIHUTE CIIEIYIOMINE NEHCTBHA:

1. Haxmure xHonky Cxema JOKYMEHTA Ha CTaHIAPTHOW IaHENH
nHcTpyMeHTOB. OKHO penakTopa OyZeT pas3/esieHO Ha J[Ba BEPTHUKAIBHBIX
MOJI0KHA. B neBoM nokasbIBaeTCs UMEHHO CXeMa JOKYMEHTa, a B IIPaBOM -
caM ero TeKCT.

2. Jlys TOrO, 9TO0BI CBEPHYTDH WITH Pa3BEPHYTH TTOMUHHEHHEBIEC 3ar0-
JIOBKH, IIETKHUTE 3HAK MHUHYC (-) FIIH TUTIOC (+) PSIOM ClieBa OT TJIaBHOTO
3aroJjIoBKa.

3. Jlyis Toro, 4TOOBI OTOOPA3UTh TONBKO 3arOJOBKH HHKE OTpee-
JICHHOTO ypOBH$, IEJIKHUTE MPaBOil KHOMKOM MBI 3ar0JIOBOK Ha CXEMe
JIOKyMEHTa, a 3aTeM BBIOEpUTE COOTBETCTBYIOIIMH YPOBEHb 3arojlOBKOB B
Konrexcrnom mento. Hampumep, BoiOepure komanny OTodpa3uTts 3aro-
JIOBKH 1-3, 4T00BI 0TOOPA3UTh TOJIBKO 3ar0JIOBKU YPOBHS 1, 2 u 3.

Ilepemewenue no mexcmy
CxeMoOl JOKyMEHTa Ha3bIBAE€TCSl OTAEIbHAs 00IacTh OKHA, COZIEp-
Kallasi CBEJCHUS O CTPYKType 3aroJIOBKOB IOKyMEHTa. Ee MOXXHO MCTIONb-

30BaTh AJsI OBICTPOTO MEPEMENICHUS TI0 JOKYMEHTY U OIpENAENeHHs Co0-
CTBEHHOT'O MECTOHaxOXJeHus B HeM. Hampumep, uToObl cpa3y nepemec-
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THUTBCS B HY)KHBIH pa3zien JOKyMEHTa, Hy)KHO BBIOpaTh COOTBETCTBYIOLINIA
3aroJIOBOK Ha CXEME JOKYMEHTa:

cananll Wimil | manimail g goreres
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Puc.115. OxHO penakTopa B pexXUMe CXEMBbI
JIOKyMEHTa.

1. Haxwmure kaomky Cxema JOKyMeHTA HA IIaHEIH HHCTPYMEHTOB.

2. Ha cxeme mOKyMeHTa BBIOGPHTE 3aroJiOBOK, T.€. IICIKHHTE IIO
HEMY MBIIIKOH, K KOTOPOMY CJEIyeT MepeiTH.

3. VcKOMBIii 3ar0JI0BOK 0TOOpaKaeTCsl BBEPXY CTPAHMUIIBI B IPABOM
nofokHe penakropa. Ha cxeme JokyMeHTa B J1€BOM NOJOKHE 3ar0J0OBOK,
COOTBETCTBYIOIINH TEKYIIEMY MOJIOXXEHHIO B JIOKYMEHTE, OyJeT BBIJCICH
JpPYTHM IIBETOM.

Jiist Toro, 9ToOBI U3MEHUTH pa3Mep CXEMbI JOKYMEHTA, IIOMECTHUTE
yKa3aTellb MBIIIN Ha €ro MpaBbli Kpail. Korma ykaszaremp MBIIIN TpUMET
BUJI IBOMHOM CTpENIKM, NMEPETALIUTE €ro BIEBO WM BHIpaBo. Ecau 3aro-
JIOBKH CIIMIIKOM JUTHHHBIC M HE YMEIIAIOTCS B 00IaCTH CXEMBI IOKyMEHTa,
HET HEOOXOAMMOCTH M3MCHATH pa3Mep obiactu. s Toro, uytoObl Ipo-
CMOTPETH 3aroJIOBOK LEIHKOM, JTOCTATOYHO ITOMECTUTh Ha HETO yKa3aTellb
MbIIH. [l TOro, 4TOOBI 3aKPBITh CXEMYy JOKYMEHTA, Ha)XMHTE KHOIKY
Cxema JOKyMEHTA WM IIETKHUTE ABAK/bI B IPaBOl YaCTHU SKpaHa.
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Omobpasicenue cxemovl OOKYMeHMA

Ha cxeme noxymeHTa n300paxaroTcs BCE 3arOJIOBKU TOKYMEHTa, OT-
(opMaTHpOBaHHBIE C MOMOIIBIO BCTPOCHHBIX CTHJICH 3arojioBKa WU
CTPYKTYPBI.

Ecmn B moxymente Word OTCYTCTBYIOT 3aroJIoBKH, OT(OpPMaTHPO-
BaHHBIE C ITOMOILBIO CTHJICH 3ar0JIOBKOB WM CTPYKTYpHI, B HEM aBTOMa-
THUYECKH HPOU3BOJUTCS MOWCK a03aleB, UMEIOIINX BHUJ 3arojoBKOB (Ha-
puMep, KOPOTKHE CTPOKH co mprdToM Goinbioro pasmepa). HaiineHHbM
3aroJIOBKaM IIPHCBAMBAIOTCSI YPOBHH CTPYKTYPBI, M 3aTOJIOBKH M300paska-
IOTCSl Ha cXeMe JOKyMeHTa. Eciin He yzaeTcs HaliTh HUYETo MOXOKETro Ha
3aroJIOBKH, CXeMa JJOKYMEHTa OCTAaeTCsI ITyCTOH.

OTKpBITast cXeMa IOKyMEHTa CYHTaeTcs "OTKPBITOH" TONBKO VIS
JAHHOTO PEXHMMa IIPOCMOTpPa IOKyMeHTa. [Ipy mepeximroueHun pexuMoB
CXEMY JOKYMCHTOB HeOGXOI[I/IMO OTKPBLITH CHOBA. CJ'[C}IyeT OTMCTUTH, YTO
B PEXHME DJIEKTPOHHOTO JIOKYMEHTa CXeMa JIOKYMEHTOB OTOOpa)aeTcs
aBTOMAaTHYECKH, TT0Ka He OYIeT 3aKphITa.

Ecnm oTkpeIBaeTcst apyras obnacts (Harpumep, 00J1acTh CHOCOK HITH
NpUMEYaHuii), cXxeMa JIOKyMEeHTa BPEMEHHO 3akpbiBaercsi. Ilocne 3akpbl-
THSI 9TOI 001acTH cXeMa JIOKYMEHTOB OTKPOETCS CHOBA.

Jns n3MeHeHHs BUa 3aroJIOBKOB CXEMbI JOKYMEHTa MOXXHO MEHSTh
mpudTe ¥ pasmep mpudra, a TaKKe IBET BBHIACICHHUS aKTUBHOTO 3aro-
JIOBKA. J{J151 3TOT0 BBIIOJIHUTE NIOCAEA0BATENBHOCTD ACHCTBUM:

1. Ecnm cxema HOKyMEHTa 3aKphiTa, Ha)XMuTe KHOIKY Cxema [10-
KYMeHTa NaHeJId HHCTPYMEHTOB.

2. VY6enurech, 4To Ha CXEME JOKYMEHTA M300PaKEH XOTs Obl OJMH
3aroJIOBOK.

3. Bsribepure komanay Ctuias B ['1aBHOM Menio ®opmar.

4. B crucke Ctrid BeGepruTe CTHIIE CXeMa JOKYMEHTa, a 3aTeM
HaXMUTE KHOIIKY U3MEeHUTB.

5. Haxwmwure kuHonky dopmat OTKpbIBIIerocsi okHa HM3meHeHue
CTHJISl U YCTAHOBUTE HYXKHBIE ()OPMAThI TEKCTA CXEMBI JIOKYMEHTA.

6. Ins toro, 4ro0sl 3axars mwpudT U pasmep mpudrTa, BHIOEpUTE
komanay IpudT, a 3ateM BHecHTE HEOOXOAWMBIC W3MEHEHHS B TOJIS
M pu¢t u Pazmep.

7. Has toro, 4roObl 3a7aTh LBET BBIACICHUS, BBIOCPHTE KOMAaHIY
I'panuna, a 3aTeM HYXXHBIH IIBET B [10J1¢ 3aIMBKa Ha BKIaAKe 3aaUBKa.

PeknM 21eKTPOHHOI0 J0KYMEHTA

B sToM pexxume pa3MeTka JOKyMEHTa M300paskaeTcs yNpOLIEHHO C
LENBI0 YIPOIIEHUs] MPOCMOTpa JOKyMEHTa Ha 3kpaHe. Hampuwmep, Tekct
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n3o0pakaeTcs CHMBOJIAaMH MEHBIIETO pa3Mepa, JUIMHA CTPOK YCTaHAaBIIH-
BaeTCs paBHOM pa3Mepy OKHA. Bux Tekcra B 3TOM peXMMe HE COOTBETCT-
BYET TOMY, KaK OH OyJIeT BBITJIAACTh B HAIICYATAHHOM BH/IC.

"ITo ymonganuio" B pexuMe 3JIEKTPOHHOTO JOKyMEHTa aBTOMaTHye-
CKH OTKpPBIBACTCS 00JIaCTh IIEPEMEHHOTO pa3Mepa, Tak Ha3blBacMas cxema
JIOKYMEHTa, B KOTOPOU M300paskacTcs CTPYKTypa JOKyMeHTa. Mcrmoms3yii-
Te CXEeMY JOKyMEHTa JIIs OBICTPOrO IMEePEMEIICHHUS 0 JOKYMEHTY U OIIpe-
JICIICHUSI COOCTBEHHO TIOJIOKEHUS TeKCTa B HeM. JIJist Toro, 9To0BI epeiitu
B PEXHM 3JICKTPOHHOTO JIOKYMEHTa, BBIOCpUTEC KOMAaHAY DJIeKTPOHHBIM
nokyMeHT B ['maBHOM MmeHto Bua mnu HaxxmutTe KHONKY Pexxum 3iek-
TPOHHOT0 JAOKYMEHTA CIicBa BHH3Y JKpaHa Ha TOPH30HTAIBHOH IOIIOCE
TIPOKPYTKH.

Bun oxHa pemakTopa B peXHMe 3JIEKTPOHHOTO JOKyMEHTa TOKa3aH
Ha puc.116.
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Puc.116. OxHO peaakTopa B pexkUMe IEKTPOHHOTO
JOKyMEHTa

Hszmenenue pasmepoe mexkcma
Ha 3Kpane

Jlnst yCTaHOBKM MHHHMAJBHOTO pa3Mepa TEKCTa, 0TOOpakaeMoro B
PEeXUME 3IEKTPOHHOTO JOKYMEHTA, BBIMOJIHUTE CIIEAYIONIHE JeHCTBUS:
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1. Tlepeiiaure B peKUM 3JIEKTPOHHOTO JOKYMEHTA, MICIKHYB COOT-
BETCTBYIOIIYIO KHOIIKY.

2. B I'maBuom Mmenio CepBuc BbiOepute kKomanay Ilapamerpsl, a
3aTeM nepeuanTe Ha BKIaKy Bua.

3. B none YBeanuurb mipudThl MeHee BBEIUTE 3HAYCHHE MHUHH-
MaJIBHOTO pa3Mepa MpUQTa U METKHUTE MBIITKoH KHONKY OK oTKpBITOTO
Ha 3KpaHe KOMIIBIOTEpa OKHA.

Peowcumvr npocmompa

Jlist Toro, 94TOOBI YMECTHTH Ha 3KpaHE OONbIIE TEKCTa B PEXHMME
3IEKTPOHHOTO JOKYMEHTA, BBINOJIHUTE JeUCTBUS:

1. B pexunme 3I€KTPOHHOTO HOKyMeHTa Bbibepute komanay Ilapa-
MeTpsl B [ 1aBHOM MeHI0o CepBHC.

2. VYcranoBute ¢uaxok IlepeHoc mo rpaHune OKHA Ha BKIIAJIKe
Bun.

3. Unwm mepeiinnuTe B MOJHOIKPAHHBIA PEXUM, BbIOpaB KomaHty Bo
BeCh JKpaH B ['1aBHOM MeHI0 Bua. B aToM pexxnme OTCYTCTBYIOT OTBIIE-
Karolllie BHUMAaHHE 3JIEMEHTHI DKPaHa, HallpUMeEp, MaHeIH WHCTPYMEHTOB
U TIOJIOCHI IPOKPYTKH.

4. Ecau TEKCT JOKYMEHTa CIUIIKOM IIHPOK U HE YMEILIAeTCs Ha IK-
paHe, HaXXMHUTE KHOIIKY CO CTPENIKOH psiioM ¢ mosneM Macmrad nmaHenu
WHCTPYMEHTOB, a 3aTeM BeiOepute pexxiM Ilo mupuHe cTpaHUIbI.

Ecmm Tekcr na 9KpAHC TMOAYCPKHYT, XOTA MNOAYCPKHMBAHUC CEMY HC
IMPUCBAUBAJIOCh, OTO MOXKET IMPOUCXOAUTH IO OJIHOM 13 TMEPECUYUCICHHBIX
HWKE IPUYIHH:

1. 3emenast unu KpacHasi BOJHKCTAsI 4epTa - IPHU aBTOMATHYCCKOI
IIPOBEPKE IIPABONUCAHUSI U TPAaMMaTHKHU, KPACHOM BOJHUCTOM 4EPTOl BbI-
JIETSIIOTCS BO3MOXKHBIE OMIMOKH opdorpaduu, a 3eICHOH - BO3MOXHBIC
rpaMMaTH4ecKHe OUIHOKH.

2. Tlom4epKHBaHUE CHHHAM WK APYTHM LBETOM - TEKCT THIEPCCHLI-
KH "TI0 yMOTUaHHUIO" N300paxkaeTcsi CHHUM LIBETOM U IOAYEPKHUBACTCS.

3. TomuepkuBanue (HHOICTOBBIM WIM APYTHM LBETOM - HPOCMOT-
PEHHBIE THUIEPCCHUIKH IO yMOI4YaHUIO" n300pakatoTcss (PHONETOBBIMU H
MOYEPKUBAIOTCSL.

4. TlogyepkuBaHHE KPACHBIM MM IPYTHM LBETOM (HA JIEBOM II0JIE
MOTYT HOSIBUTHCS] BEPTUKAIBHBIC TTOJIOCHI) - "TIO YMOJTYaHUIO" B PEXKIME
3aIKCH MCIPaBIICHUH J10OABICHHBIN TEKCT BBIJCISETCS MOJUCPKUBAHUEM.
Y neBoro mim mpaBoOTO Kpas TEKCTa, COJCPIKAINEro HCIpPAaBICHHS, MOTYT
MOSIBUTHCS. BEPTUKAJIBbHBIE TOJOCH], KOTOPBIMH IIOMEUYAIOTCSI U3MEHEHHBIE
CTpoku. MOXXHO M3MEHHTH LIBET U BUJ TIOMETOK HCIIPABICHHH, a TaKkxke
MIPUHATH UM OTMEHUTD UX.
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JIOKAJIbHASI CETb

Jlnst Toro, 4ToOBI BOWTH B ceTh Ha PaGouem cTosie Windows, nBax-
Ib1 menkanTe 3Ha40K CeTeBoe okpyskeHne. Ha sxpaHe MosBATCSI OKHO, B
KOTOpPOM OYIyT MOKa3aHbl KOMIIBIOTEPHI Barnel Paboueit rpymmsl. B Pa-
604yr0 TPYIITy MOXKET BXOAUTH JIIOOOE YHCII0O KOMIBIOTEPOB. VX mpuHaz-
JIEKHOCTh K OINPEETICHHOHN IPyIIe 3a1aeTCsl B IPOLecce HACTPOMKH JaH-
HOTO KOMITBIOTEpA P MOAKIIOYEHHH ero K cet. [l mpocMoTpa Bcex
JOCTYIHBIX B CETH pecypcoB B okHe CeTeBoe OKpY:KeHHe ABAXK/IbI IIEIK-
HuTe 3Ha4oK Best ceTh (puc.117). CeTb MOXET COCTOATH U3 NI0O00TO KOJIH-
yectBa Paboumx rpymm, u Bce oHM OyIyT MOKa3aHbl HA SKpaHE MOCNe OT-
KPBITHS 3TOTO 3HAUKA.

F‘p CeTeeoe oKpyXeHue !Em
Parin [paeka Bua 7

IﬁCeTBBDaDprerMe j EXI & |Ea|E@ il S

ObwexTos: §

Puc.117. OkHo 3Hauka CeTeBoe OKpPY:KEeHHe.

UYroObl BOMTH B ONpENENICHHYIO TPYIITY, 1OCTATOYHO JIBAXK/BI IIEJIK-
HYTb I10 €€ Ha3BaHMIO, a 3aTEM JIBOMHBIM IETIKOM MOXHO BOMTH B JTFO00H
KOMITBIOTEP BBIOpAaHHOW Tpynmbl. [t oTKpeITHS (baiiyioB M Marok Ha BbI-
OpaHHOM KOMITBIOTEPE CETH CHOBA JBAXKABI LICIKHATE HYXHBIH OOBEKT
TaK ke, KaK 3TO JIeJIaeTCs ISl JIOKANBHBIX pecypcos ((aiiios, mamoxk, ia-
3epHBIX IUCKOBOJOB M NMPUHTEPOB) BAIIETO COOCTBEHHOTO KOMIIBIOTEPA.
Bce ckazaHHOE OTHOCHTCS K NMPOCTBIM OZHO - PAHTOBBIM CETSIM, KOTOpPbIE
OOBIYHO MCHONB3YIOTCS B KOMITBIOTEPHBIX Kilaccax. B Takux cersx Bce
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KOMITBIOTEPBI PABHOINPABHBI, @ MX HEMOCPEICTBEHHOE DPACIIOJIOKCHUE B
CeTH 33/1acTCSl IMEHEM KOMIIBIOTEPA M €ro NMPHHAUIEKHOCTIO K OTpeie-
neHHou Paboueit rpymme.

CroxHasi MHOTOpPAHIOBasl CETh COCTOMUT M3 KOMITBIOTEPOB - KilneHToB
n CepsepoB. KommbioTep, NOAKITIOUEHHBIH K ceTH (B Kakoil - oo Pabo-
4ell rpymnme) ¥ UCTIONb3YIoMmuUi o0mmue pecypebl (Tanku, Gpaiibl, TpruHTe-
pe1, CD ROM&1), Ha3biBaeTca Kinuenrom. LleHTpanbHbli KOMIBIOTED, Mpe-
JIOCTABIISIIOLIMN JaHHBIE pecypchl JUIs o0IIero moyib3oBaHus Kimentamu,
HasbIBaeTcst CepBepoM.

Jns mo0oii ceTM MOXXKHO KONMPOBAaTh WM MEPEHOCHTb OOBEKTHI
(daitnmper 1 mamku) ¢ JFOOOTO OTKPHITOTO B JAHHBI MOMEHT KOMITBIOTEpA
ceTH Ha J000H Ipyroil KOMIBIOTEP, B TOM YHCIIE, Ha Balll COOCTBEHHBIN.
MoXHO 3aIycKaTh Ha APYrOoM KOMIIBIOTEPE MPOTPaMMBI, NPEIHA3HAUCH-
HBIE JUI CeTeBON pabOoThI, 9TOOBI OHM BBIMOJHSIINCH HA BAllleM KOMIIbIO-
Tepe. BBIMONHATL yCTAaHOBKY NPOrpaMM Ha Balll KOMITBIOTEP C JUCTPUOY-
TUBHBIX WM MHCTAISIHOHHBIX MAaKETOB JPYroro KOMIIBIOTEpa U MHOTOE
Jpyroe.

IMoakaroyenue KOMIIbIOTEpPA
K JOKAJbHOM ceTH

Jnst monkimoYeHust K 1000 ceTH TpedyeTcst, YToOBI KOMIBIOTEP OBII
OCHAIIICH COOTBETCTBYIOLINM aIllapaTHeIM oOecrieueHneM. OHO BKIIIOYaeT
CeteBoii aganTtep (CeTeByI0 IIATY WIH IPyro€ aHAJOTHYHOE YCTPOUCT-
B0), Kabenn, coenuHsromme KOMITBIOTEPHI B CETH, a TaKXKe CICIHATEHOE
KommyTupyromee ycrpoiictBo (Hab), mosBossioniee B3anMoaencTBo-
BaTh KOMITBIOTEPAM B CETH.

[TomMumo anmapaTHOTO oOecredyeHHs Ha KOMIIBIOTEpPE TOJDKHO OBITh
YCTAHOBJIEHO COOTBETCTBYIOIIEE MPOrpaMMHOE OOecIedeHne, MO3BOJISIO-
IIee TMoAKIroYarses K cetd. [Iporpammuoe obecrieuenne, Tpedyemoe st
MOJKIIIOYEHHS] KOMITBIOTEPa K CETH, BKJIIOYAET CJICIYIOIIIEe KOMIOHEHTHI:

1. JlpaiiBepa ceTeBO IUIATHI, TOCTAaBJISEMble BMECTE C Hel Ha
JIICKETax WM JIA3€PHOM JIUCKE.

2. TIporpamma KiaueHT, MO3BOJISIONIAS KOMIBIOTEPY TTOIKIIOUATh-
cs1 k CepBepy WIH IpyroMy KOMIIBIOTEPY JIOKAJIBHOM CETH.

3. TIpOTOKOJI, MpPEACTABISAIONMA CO00M S3BIK, HUCIOJIL3YEMBIH
KOMIBIOTEPOM 711 B3aUMOJAEHCTBHS C IPYTHMMHU YCTPOMCTBAMH B JOKalb-
HOW ceTtu. [y B3auMOJEHCTBUSA ApPYr C APYIOM JABa KOMIIBIOTEpPA CETU
JIOJDKHBI MCIIOJIB30BaTh OJWMH M TOT )K€ IMPOTOKOJI (0OBIYHO 3TO MPOTOKOJIBI
NetBEUI mim IPX/SPX, HO MOKHO YCTaHOBHUTB M 00a ITPOTOKOIIA).

4. Cayx0bl [0CTyIa WIH CIyKEOHBIC IPOTPAMMBIL, MOIICPIKH-
BarolIye Takue GyHKIUH, KaK COBMECTHOE HCIIONb30BaHKE TATOK, (aiios
U TIPUHTEPOB B CETH.

224



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

Windows 98/2000/Me 00bIMHO aBTOMaTHYECKH OOHApYKHUBAeT U yc-
TaHABJIMBACT MHOTHE TpeOyeMble KOMIIOHEHTHI UL IIOAKITIOYEHHS K CETH.
B npouecce ycranoBkr Windows 98/2000/Me, kak nmpaBuiio, aBTOMaTHYe-
CKH ompenensieT U ycranapnupaeT npotokoi TCP/IP anst paboThl KOMITbO-
TepoB B cetu IHTEpHET.

Ecnu aBrOMaTnieckol yCTaHOBKH He TPOM30IIIO MIH cJelaHa TOJb-
KO YaCTHYHasl YCTaHOBKa, HY)KHO BBIIOJHHUTH CIEAYIOIINE IeHCTBUS:

1. Jns 3amaHust mapaMeTpoB COCTMHEHHS OTKpoiTe 3Ha4oK Moid
KoMnbloTep Ha PaGouem crouie, a 3atem nanky [lanenb ynpasJieHus .

2. Beibepure 3na40k CeTb, LICIKHYB [0 HEMY MBIIIKOMA, U B I0S-
BUBIIEMCS OKHE CJeNlaliTe HyXHble HAaCTPOWKM CETH, KaK IOKa3aHO Ha
puc.118.

3. B uacrtHocTH, 11 pabotsl B UntepreTe okHO CeTh JOIKHO CO-
nepxath "Konrpostep ynanennoro nocryna" u "Ilporokon TCP/IP".

4. s paboThl B JIOKAIBHOM ceTd Tpedyercs ycranoButh "KineHr
s cereii Microsoft", "CereByto mrary”, "[Ipotokomnsr NetBEUI wmm
IPX/SPX", "Cmyx0y noctyma Kk daiimaM W TpuUHTEpaM s ceTei
Microsoft".

5. Jlnst yCTaHOBKH HY)XKHBIX KOMIIOHCHTOB CETH B JIHAJIOTOBOM OKHE
Cetb Ha Bkaske Kongurypanmusa Haxvure kHonky /[00aBUTS.

6. Boibepure myuxktT KiMeHT, MEJIKHYB 110 HEMY MBIILIKOM, © CHOBA
HaXxMuTe KHONKY Jlo0aBuTH B okHEe BhiOepuTe THII yCTAHABJINBAEMOIO
KOMIIOHEHTA.

7. Ha skpane HosBUTCSI HOBOe OKHO KJIMEHT CeTH CO CIIUCKOM
pa3nuuHbIX porpamMM - KiineHTos.

8. B cmucke H3roroBuTead BHIOCPUTE HAa3BaHHWE H3TOTOBHTEIIS
TpeOyeMoro CeTeBOro MNpOrpaMMHOrO obecriedeHus: (OOBIYHO  3TO
Microsoft).

9. U3 cnucka KimeHTsI ceTH BrIOGEpUTE IIPOrpaMMy - KIIMEHTA, KO-
TOpylo TpeOyercst ucnonb3oBath (00brgHO 510 KameHT ms cereit
Microsoft), n HaxvnTe kHOnky OK B ABYX MOCIEAHUX OTKPBITHIX OKHAX.
[Iporpamma - KITHEHT OyAET YCTaHOBJIEHA Ha KoMmibroTepe (puc.118).

10. Ha Bkmanke Koudurypaumuss okaa CeTh BbIOepHTE KIHEHTA,
IIENKHYB 110 HEMY, U HaxmuTe KHOnKy CBoiicTBa. Beenure mapamerpsl
Hactpoiiku KamenTa cetn u Haxkmure kHonky OK. O6b19HO HyXHBIE TIa-
paMeTpsl - CBOIMCTBA 3aJal0TCSl aBTOMAaTHUUECKH, Cpa3y MOCIY YCTaHOBKU
BCeX KOMIIOHEHTOB CETH Ha JIaHHBII KOMIBIOTEP.

11. Touno Takxke ycTaHaBIMBarOTCA M HacTpamBarorcs IIpoTokos
(MOXHO cpa3y YCTaHOBHUTH Bce Tpu nporokona - IPX/SPX, NetBEUI,
TCP/IP), CeteBas miaata u Ciay:kba noctyna (o0sraHO ctaputcs Ciay:kda
nocryna K daiinam u npuHTepam 1 ceteii Microsoft).
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Puc.118. HacTpoiiku J0oKanbHOM ceTH.

12. VYcranoska CeTeBoii MJIATHI 03HAYAET YCTAHOBKY €€ IPaiBEpOB,
W €CIIM MX HEeT B cIucke cucteMbl Windows, TO yCTaHOBKY HYXHO HPOBO-
JTUTH C TIPUITaraeMoi K HEH JUCKETHI WM JTa3epHOTO JIHCKA.

13. B menro Crnoco6 Bxoaa B ceTb okHa CeTh 00BIYHO yCTaHABIIH-
BatoT pexxuM KaueHT a1 cereii Microsoft.

14. Korza BbLuesieH oauH u3 kKoMioHeHToB OkHa CeTh, BHU3Y OKHA
MOKa3bIBaeTcs ero kparkoe Onucanmue.

15. Tlo okonuanunu ycraHoBok naxmure OK B okne Cern. OkHO Oy-
JIET 3aKphITO, U Ha KOMIIBIOTEP MOCIIE €ro Iepe3arpy3kKu OKOHYAaTeIbHO
YCTaHOBSTCS BEIOpaHHBIC KOMITOHECHTHI.

16. Ecian ycTaHOBIECHBI JIMIIHAE W HEHYKHBIC B JaHHOM CITydae
KOMIIOHEHTBI, TO TIOCIIE BBIIENECHUS MX MOXKHO YHAJHTh KHOIKOW Ynaa-
JIMTh.

YcranoBka yJaJIeHHOTO 10CTyIa
k cetu (MHTEpHeTY)

Ecnu Ha Bamem kommbioTepe, uUMeeTcs '"MojaeM", TO MOSBISETCS

BO3MOXHOCTh TOJIKITFOUUTHCS K APYTOMY KOMITBIOTEPY WMJIU K IEJION CeTH
OpraHu3aluy 4yepe3 TeNeOHHYI0 JIMHUIO - "yHaleHHBIH aocTyn', KOTO-
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PpbIil TIO3BOJISIET MOJIYYUTh TOCTYI K JAHHBIM Ha JIPyroM KOMIIBIOTEPE HIIH
B cetu MHTEpHET.

Yro0bl 00eCIICUnTh TOCTYI K OOIIKUM pecypcaM, KOMIIBIOTEp, K KOTO-
pPOMY MPOM3BOAUTCS MOAKIIOUEHHE, JOJKEH OBITh CKOH(QHUIYPUPOBAH LIS
pabotsl B cetr. [Ipu aTOM, Kak komnblotepsl Kimentsl, Tak u CepBep ceTn
OpTaHM3aIMH WM CETH KOMIBIOTEPHOTO Kilacca, K KOTOPBIM MTPOU3BOINT-
Cs1 MOAKITIOYCHHUE, TOJDKHEI OBITh HACTPOCHBI U 000PYI0BAaHBI MOJCMaMHU.

UTOOBI MOJIYYUTh BO3MOXKHOCTh MOIKITFOUCHHS BalIer0 KOMITBIOTEPa
K JPYyroMy KOMIIBIOTEPY WM K CETH OpraHW3allid, HEOOXOJMMO yKa3aTh
TUI MojieMa (Ha BallleM KOMITbIOTEPE), YCTAHOBUTH €ro JApaiiBep W 3a1aTh
KOH(UTYpAIUIO TOAKIFOYCHUSI.

Ecnu MozieM yke YCTAaHOBJICH, 3allyCTHTE MAacTep MOIKIIOYCHUS K
WHTepHeTy, BBIMOJIHUB IS 3TOTO CIESIYIOUINE ISHCTBHS:

1. Ha PaGouem croJie JABaKIbI IIEIKHUTE MBIIIKOM 3Ha4oK Moii
KOMIBIOTEP, a 3aTeM JABaX/bl (WJIN OJWH Pa3 B 3aBUCUMOCTH OT CJICJIaH-
HBIX TIPEIBAPUTENILHO YCTaHOBOK Pa0ouero croJia) HIEIKHUTE 3HAYOK
YnajieHHBIH 10CTYH K CeTH.

2. Jlms 3amycka MporpaMMBbl YAAJICHHOTO TOCTYIa MOMHO TaKKe
Haxkatb KHOTIKY Ilyck, BeIOpaTs komanas! IIporpammel, CTangapTHbIE U
CBs13b, a 3aTeM KOMaHIy Y JaJeHHbIH JOCTYN K CeTH.

3. Ecau YaajeHHbIil J0CTYN K CEeTH CYIIECTBYET, OTKPOMTE €ro,
nienkHuTe 3Hauok HoBoe coequHeHme U, ucnonas3yst MacTtep HacTpOHKH,
YCTaHOBHTE MIApaMeTPhl COEAMHEHHUS C YAAJICHHBIM KOMITBIOTEPOM.

4. Eciy 3Ha40K WM KOMaHIa Y/AaJeHHbIH J0CTYN K CeTH OTCYT-
cTByeT B nanke Mol kommnbloTep uin B MeHo Hacrpoiika, 310 3HauwmT,
YTO yAaJEHHBIH JOCTYIl Ha JaHHOM KOMITBIOTEpPE HE YCTAHOBJICH IIPU YC-
TaHOBKE camMoii cucteMbl Windows ¥ €ro HyXKHO JJ0yCTaHOBUTB.

[TapameTphl Ka)KOOTO COENMHEHUS ONPEAEISAIOTCS CBOMCTBAMM 3HAU-
Ka B OKHE YJaJeHHbIil A0CTyNn K ceTH. UTOOBI MPOCMOTPETh TN H3Me-
HUTh HX, INEIKHWUTE 3HAYOK NPaBOM KHOMKOM MbIIKM U B KOHTEKCTHOM
MeHI0 BeIOepuTe KomaHay CeoiicTBa. Ha Briagke O0mme 10mkeH ObITh
3ajaH TenedoH N03BOHA Ha cepBep MpoBaizepa, KOTOPBI BBOAUTCS MPH
pabote Mactepa HACTpOWKH M TUIl MoaeMa. [lapaMeTphl MoaeMa MOYKHO
YCTaHOBUTSH, LIEIKHYB No kHonke HacTpolika, Haxoadmielica crnpaBa OT
OKHa ycTaHOBKH Tuna Mozema (puc.119). Ha Bknanke Tun cepBepa 11oi-
JKeH OBITh MOKa3aH cepBep, ¢ KOTOPHIM OYZET YCTaHOBJICHO COCAWHEHHE.
OOBIYHO UCTIONB3YIOTCS CIEAYIOIINE mapaMeTpsl (puc.120):

1. Tlpuammaemoe mo ymomuaHuio 3HadeHue PPP sBusercs mpa-

BIWIBHBIM IS OONBIIMHCTBA CepBEpOB VIHTEpHETa M HOBBIX CEPBEPOB
Netware.
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Puc.119. Hactpoiixa YaajeHHoro gocryna Ha Biiiaaxe Oomme.
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Puc.120. Hactpoiika YaaneHHoro nocryna Ha Bkiaagke Tum cepsepa.
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2. Eciu BBHINOJIHSAETCS MOAKIIOYEHNE K cTapoMy cepBepy Netware,
BeiOepure T NRN.

3. Tlpu HacTpoiike coemuHenus ¢ cerbio Unix clieayer BbIOpaTh
tun CSLIP vnu SLIP, yTouHHB €ro y CeTeBoro agMHHUCTPATOPA.

4. Ecmnu coemunenue Oyner nmpoucxoauts w3 Windows 3.11 must
pabounx rpymn nimm ¢ Windows NT 3.51, BeiGepure 3TOT e THII CepBepa.

5. Kpome TOro, mMOMKHBI OBITH CHOETAHBI APYTHE YCTAHOBKH, KaK
MTOKA3aHO B JICBOW 4acTH pHC.4.

6. Kuonkoii Hacrpoiika TCP/IP Hy)HO BKIIOUYUTL OKHO HACTPOEK
rapameTpoB MPOTOKOJIA ¥ YCTAaHOBUTH HY>KHBIE ITapaMeTphl, CTaHJapTHBIN
Ha0Op KOTOPHIX MOKa3aH B paBoi yacty puc.120.

CraHmapTHBIC IT0 YMOJYAHUIO 3HAYCHHUS OCTANBHBIX NApaMEeTPOB Ha
BKIaAKe (Tm. 5 U 6) SBIAIOTCS TPABIIIBHBIMA JJIsl OOJBIIMHCTBA THUIIOB
COCIMHEHU B CAMBIX PA3IMYHBIX CETSX, B TOM Uuclie B MIHTepHETE.

Ecmu B okHe Mo#i KOMIIBIOTEP HET 3HAYKA Y JAJCHHBIH AOCTYN K CETH,
YCTAaHOBHUTE 3TOT KOMIIOHEHT, BBITIOJIHUB CIIEAYIOILYIO TPOLENYPY:
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Puc.121. YcranoBka pexxuma Y 1aJeHHOT0 10CTyna
Ha KOMIIBIOTED.

1. Haxwmure kuonky Ilyck, u3 mosiBuBIerocs: Ha skpade [aBHoro
MEHIO CHCTeMBI IienkHuTe myHKT Hactpoiika, BeiGepure xomanny Ila-
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HeJlb YIPaBJIeHUs 1 B HOBOM OKHE JABaX/Ibl [ICIKHUTE 3HAYOK Y CTAHOB-
Ka U yJajeHue Mporpamm.

2. Ha Brinagke YcranoBka Windows BbiGepure nyHKT CBsI3b U
HaxxmuTe KHONKy CocTas.

3. B okue Csi3pb ycranoBute (IiaXxok Y 1ajeHHbIH T0CTYI K CeTH
n menkHaute Mbimkoi kHonky OK. Eme pa3 naxmure kHonky OK okHa
CpoiicTBa.... U ClIeAyHTe MHCTPYKLUUSAM Ha 3KpaHE KOMITBIOTEpa, Kak
MIPUBEACHO BhILIE Ha puc.121.

4. B HacTHOCTH, MOXET HOTPEOOBATHCSI YCTAHOBKA JMCKA C CHCTE-
moii Windows B CD ROM Baiiero koMIproTepa Ml UCIOJb30BaHHE €ro
U3 JIOKaNbHOM CETH.

ITpu pabote ¢ yaaneHHBIM IOCTYIIOM K CETH Ul Habopa Ka)Kaoro Te-
nedoHHOTO HOMEpa HYKHO CO37aTh OTAEJILHBIM 3HAUOK coeanHeHus. Ha-
MIpUMeEpP, MOYKHO CO3/aTh 3HAYOK IUIA JOCTyIa K CepBepy OpraHU3aluU U
3Ha4oK i foctyna k CepBepy Baulero nposaiijepa MHTepHeTa.

[Ipy co3pmaHny HOBOTO COCOMHEHHMS B MAIKe YJaJeHHBIH 0CTyN K
CeTH TIOSIBIISIETCS] COOTBETCTBYIONIMH €My 3HAYOK C 3a/laHHBIM BaMHU HMe-
HEM.

[lenkHYB 1O TaKOMY 3HA4YKy IPaBOil KHONMKOW MBIIIN W BBIOpaB B
MOsIBUBIIEMCSl Ha 3KpaHe KoHTeKcTHOM MeHI0 IMyHKT CBoOiicTBa, MOXXHO
WM3MEHATH 3aJaHHBIC PaHee MapaMeTphl YAAJIEHHOTO JOCTYIA K CETH.

CoBMeCTHOE HCII0JIb30BaAHME NANIOK
U IPUHTEPOB B JIOKAJIbHOM ceTH

Ecnu ycranosnen Kamenrt pns cereii Microsoft, nmeercs Bo3MOX-
HOCTh IPEIOCTABIICHUS BAIIMX JOKYMEHTOB - (haiIoB, MAIOK, ITUCKOB M
MPUHTEPOB, MOIKIIOYEHHBIX K JaHHOMY KOMIIBIOTEPY AJISI COBMECTHOTO
UCTIONIB30BaHMS APYTHMH KIMEHTaMH Ballleil JOKAIFHOH CeTH.

Jlns cOBMECTHOTO HCIOJIB30BaHMS YKa3aHHBIX PECYpPCOB CHauana
ciemyeT BeIOpaTh OJWH M3 JIBYX THIIOB JOCTyIa Ha Ball KOMIBIOTEpP, KO-
TOPBIM IPENOCTABISAETCS APYTUM I0JIb30BATENSIM B TAKOW JIOKAJIBHOH ce-
TH:

1. Tlo ymomuaHuio BBIOPAHO yMpaBieHHE JOCTYIIOM Ha YPOBHE pe-
CYpCOB KOMIBIOTEpA. DTOT PEXKUM MO3BOJSIET ONPEAETUTH TUM AOCTYyMNA H,
€CITH HY>KHO, 33/1aTh TapOJIH JUTS HCIIOJIB30BAHMUS KaXKIOTO OOIIEro pecyp-
ca BaIllero KOMITbIOTEpa.

2. VYmpaBneHue NOCTYIIOM Ha YPOBHE IOJB30BaTelei MO3BOILIET
3aJaTh MOJNb30BATENsl WIM TPYMIy IMOJIb30BaTEICH, MMEIOIUX IOCTYI K
Ka)J0My O0IIEMy pecypcy Balllero KOMIIbIOTEpa, 0€3 HCHONb30BaHus Ma-
POJIS TS YTEHUS UITH 3aIlHCH.
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CmeHa ynpaBJieHHSI JOCTYIIOM C YPOBHS PecypcoB
HA YPOBEHb I0JIb30BaTeeil

JUis cMeHBI THIA JOCTyHa BBINOJHHUTE IOCIEIOBATENBHOCTh Cle-
NYIOUINUX JEHCTBUMN:

1. Haxwmure xHonky Ilyck, 3 menro Hacrtpoiika BeiOepure Ko-
Manay IlaHeab ynpaBiaeHus U B OTKPBIBIIEMCS Ha DKPaHE OKHE JBaXKIbI
eNKHNTE 3HauoK CeTb.

2. B HOBOM OKHEe Ha BKJI3JIKE YHpaBjeHHe JAOCTYNOM BblOepuTe
pexxum Ha ypoBHe nosb3oBaTedneii (puc.122).

3. B mone B3sTh cnucok nmosb3oBaTesieil M Ipyni ¢ ceppepa BBe-
JUTE UMs JOMEHA WM CepBepa, KOTOPBII IUIAHUPYETCSI MCIONb30BaTh, U
Hakmute kHONKy OK.

4. Jlanee MOXXeT IOTpeOOBATHCS BBECTU JOIIOIHUTENbHBIE CBEICHHS
00 yKa3zaHHOM JIOMEHE WJIM CepBepe U CHOBA INEIKHYTh MBIIIKOH KHOITY
OK.

5. Tlepesarpy3ure kommbioTep, 1eakHyB [{A B MosIBUBLIEMCS Ha
JKpaHe OKHE Mepe3arpys3Ku.
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Puc.122. YcTaHOBKH peXKUMOB JIOCTyTIA
B CETb.
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Hactpoiika ci1y:k0 cOBMECTHOT0 HCNIOJIb30BAHUS
(aiiyioB M IPHHTEPOB Ha YPOBHE pecypcoB

J1st HaCTPOMKU COBMECTHOTO HCIIOJIB30BAHUS PECYPCOB BBITIOJHUTE
IEUCTBHUS:

1. Haxwmure knomky Ilyck, u3 mento Hacrpoiika BpiOepure Ko-
MaHny IlaHeab ynpapieHusl U B TOSBUBIIEMCS Ha KpaHE OKHE JBAXKIbI
meJIkHATe 3Ha40K CeTb.

2. B mmanoroom oxue Cerb mepeiinute Ha BKiIaaky Kondurypa-
M4 U IIEIKHUTE MBIIIKON KHONKY JloeTyn K (ailiaM U NpUHTepaM.

3. VYcraHoBuTe (Qraxku TpeOyeMBIX ITapaMeTpOB U IOCIEA0BATENb-
HO HaxxmMuTe KHONKKM OK B IByX OTKpPBITBIX Ha 3KpaHE OKHAX, KOTOpbIE
MOKa3aHbl Ha puc.123.
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Puc.123. YcranoBka pexuMOB JOCTyMa K Hankam
1 TIPUHTEPAM.

4. MoxeT MOSBHUTHCS COOOIIEHNE ¢ MPOCEOOH BCTABUTH KOMIIAKT -
JACK WK yCTaHOBOuHbIe Auckd Windows 98 1iisi yCTaHOBKH CITYKOBI CO-
BMECTHOT'O JIOCTYIIA.

5. YrtoObl M3MEHEHUs] BCTYIWIU B CHIy, Mepe3arpy3ure KOMIIbIO-
Tep, MICIKHYB 10 KHONKe JIA OKHa mepe3arpy3Ku.
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Iocne ycraHOBKH Ciyk0bI HocTyna K (aiiiiam u nmpuHTEepaM MOKHO
MPEeNOCTaBUTh (hailyl, MankKy WX IPUHTEP IS OOIIeTo JOCTYIA C JFOOBIX
KOMITBIOTEPOB Ballleil JJOKAILHOM CeTH.

YrnpasJ/ieHue 10CTYNIOM K NanKe W NPUHTEPY
Ha YPOBHE pecypcoB

I[J'Iﬂ yrpaBJC€HUsA AOCTYIIOM M3 CCTU Ha OHpeI[eHeHHLIﬁ KOMIILIOTEP
BBIIIOJTHUTEC ,I[CI>'ICTBPIHZ

1. B oxne Moii koMnboTEp Ha XeCTKOM 1ucKke C: METKHUTE Tpa-
BOI KHONKOW MBIMHK (aiiyl, ManKy WIN MPUHTEP, NPEAOCTaBIsIeMbIe IS
obmero noctyna B cetu 1 B KoHTEKCTHOM MeHI0 BeiOepute komanay Jloc-
TyIL

2. B otkpbiBmemcs auanoroBoM okHe CBo#cTBa... BbIOepUTE Ha
BKuagke Jocryn mapametrp O0mmii pecype.

3. B mone CereBoe MMs BBEOUTE MMs IMANK{d WIK NPUHTEPA, MO]
KOTOPBIMH OHHU OYJIyT BUIHBI B CETH.

4. B mone 3amMeTKH MOXXHO ITOMECTUTH HEOOJBIIONH KOMMEHTapHi
WJIN OTIMCaHue BEIOPaHHOTO OOBEKTA.

5. Ilepexmtouarens Tum gocTyna ycTaHOBUTE B MOJ0keHUE ToJIb-
Ko urenne, Ionnenii nin Onpeaelsiercss HapojeM Ui BKJIIOYEHHS BO3-
MO’KHOCTH 3aJaHusI apoJIsl TOJIb30BaTEIS.

6. Ilpum BeIOOpe THHa moctyma OmpenessieTcss MapoJieM HEoO0Xo-
JMIMO 3aJaTh Hapostb Aist peskumoB Utenne u (nn) IlosiHoro gocryna Ha
3aIUCh.

7. Bsenure HyXHbIN IApOJIb AJIS YTEHUS U IIOJHOrO JOCTYyIA U Ha-
xmute kHonky OK.

8. B HOBOM OKHe [ MPOBEPKH NMOBTOPUTE BBOJ IAapojlsi, U CHOBA
Hakmute kHOnKy OK. 3atem Haxkmure OK B oxHe CBoiicTBa..., YTOOBI
CeTIaHHble N3MEHEHNUS BCTYIIIIU B CUITY.

To4HO TakXke yCTaHABIMBACTCS JOCTYII 1O CETH M K CAMHUM >KECTKUM
JIICKaM  OTIPEJIETICHHOTO KoMIbioTepa. KakmoMy W3 HHX Takxke Hy>KHO
3aJaTh UMsl, IO KOTOPBIMHU AUCKH OyAyT MPOCMATPUBATHCS B CETH, U Ma-
poiib 1uig focryna B pexxuMax Urenune u IoJiHbIi J0CTYI, T.€. C BO3MOX-
HOCTBIO BBIITOJTHATH 3aIUCh WK cTHpaHue (puc.124).

ITocne ycTaHOBKM AOCTYIIA K 3HAYKy IAllKW WIM IPUHTEPA K HUM J0-
0aBUTCS M300paKCHUE PYKH, O3HAYAOIICE, UYTO TEMEPh OOBEKT SBISCTCS
o0IIMM M JIOCTYIl K HEMY BO3MOXKEH C JIIOOOTO JIpyroro KOMIbIOTEpa Ba-
el ToOKanbHOM CeTH.

Ecnu B KoHTekcTHOM MeHIO IyHKT JlocTynm oTCyTCTBYeT, HEOOX0AH-
MO BKJIIOUHUTH CITy>KOBI 0011Iero noctyna K aitiaM n mpuHTEpaM, Kak OIH-
CaHo B IpebIayIIeM naparpade.
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Puc.124. Onpenenenne Tuna 0CTyma K pa3HbIM
YCTPOHCTBAM.

YnpasiieHue 10CTYNOM K NAaINKe WM PUHTEPY
Ha YPOBHe MOJIL30BaTeJIei

Jnst ynpaBieHuss JOCTYIIOM Ha YpOBHE IOJIb30BaTENEH BBITOJIHUTE
clenyoue NeHCTBUS:

1. B okxHe Moii KOMNBIOTEP HA )KECTKOM JIUCKE INEIKHUATE MPaBOi
KHOITKOM MBIIIH MaNKy, IPeI0CTaBIsieMyo Juisl oouiero gocryna, u B Kon-
TEKCTHOM MCHIO BEIOepuTe koMaumy Joctym.

2. Ha skmagke Jocrym okxa CBoiicTBa... BEIOEpUTE TMapameTp
OO6mumii pecypc.

3. B mome CereBoe MMsi BBEIHUTE WUMs HAIKH, [0 KOTOPHIM OHA
OyzeT BUIHA B CETH.

4. B nose 3aMeTKH MOKHO IIOMECTUTH HEGOJIBIION KOMMEHTapHii
WM OTIMCAHUE TATKH.

5. lenkuute MBIIIKONH KHONKY J{06aBHTh OTKPBHITOrO Ha JKpaHEe
okHa (puc.125).
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6. B muanorosom okHe Jlo0aBiieHHe NOJb30BaTeNel BbIOEpHUTE
MMEHa TI0JIb30BaTelei, KOTOpbIE AOJKHBI OBbITh HaJEJICeHbl NPaBaMU JJOC-
Tyma.
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Puc.125. OKHO yCcTaHOBKH JOCTYTIA JUIS Pa3HBIX
MOJIb30BATENIEH.

CrHCcOoK Monp30BaTeNe MOXKHO MPOKPYTUTH WK HAYaTh BBOJ HMEHU
JUI aBTOMATHYECKON MPOKPYTKHA. UTOOBI HAJENIHUTH BCEX IOJB30BAaTEICH
OJIMHAaKOBBIMHU IIpaBaMy, He U3MEHsITe BapuaHT Bee mosib3oBarenn.

Beibepute pmanee THO IpaB JOCTyNa, Ha3HAYaeMbIX BHIOpaHHBIM
MOJIb30BATEIISIM:

1. TosabKo YTeHHe - O3HAYAET, YTO MOJIB30BATEIH CMOXKET I0JIB30-
BaThCs (paimaMu Ballero KOMITBIOTEPA, HO HE CMOXKET U3MEHSTh HX.

2. Tlommblii A0CTYN - O3HAYaeT, 9to (Gaiabl U Hanku OyayT Joc-
TYIIHBI [TOJIb30BATENIO AJISI TIOOBIX JEHCTBUH - YTCHUS], YOAJICHUS U U3ME-
HEHUSL.

3. CuenuajbHbIA - 03HAYAET, YTO BHLIOPAHHBIN MOJB30BATENb M3
rpynisl Oyaer o01anaTh HECKOJIBKUMU 3apaHee 3aaHHbBIMU TIpaBaMu.

4. Tlocme Ha3Ha4eHWsI OpaB JOCTYIA, IIOJb30BAaTeled HAXMHTE
kHonKy OK BO BceX OTKPBITBIX Ha KpaHE OKHAX.
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Hcnosb3oBanne NanoK U NPUHTEPOB Ha
APYrUX KOMIBIOTEpax

IIpu HanMU4UK COOTBETCTBYIOIIMX IIPAB TOCTYIIA I0JIb30BATEIN MOTYT
UCIIOJNIB30BaTh (ailibl ¥ MPUHTEPHI, IPEAOCTABISIEMbIC APYTUMH KOMITBIO-
T€paMu B CETHU:

1. JIsaxmel mienkaute 3Ha40k CereBoe OKpy:keHHe Ha PaGouem
CTOJIe BalIEro KOMIbIOTEPA.

2. B OTKpBIBIIEMCS OKHE JBaKIBI MEIKHATE 3HAUYOK KOMITBIOTEPA,
MPEJOCTABIIONIETO IS OOIMIEr0 JOCTyla W BBIOEpUTE OIpeaesieHHYIO
ManKy WA IpUHTEP.

3. Ecnu tpeGyemblil KOMIIBIOTEP OTCYTCTBYET B Ball€H JIOKAIbHOM
paboueili rpynie, BeIOepuTe 3Ha4OK Best ceTh, a 3aTeM ABaXK/bl MICIKHUTE
COOTBETCTBYIOIIYIO Pa00UyIO IPYIIILY.

4. YroObl HCHONB30BaTh OOIIYI0 MANKY WM MPUHTED, JBAXIbI
LIEJIKHUTE €ro 3HaYOK.

ITocne ycTaHOBKH CETEBOrO IMPUHTEpA IEeYaTh HA HEM BBIIOJIHAETCS
TaK ke, KaK Ha IPHUHTEpPE, MPHUCOCIUHEHHOM K IaHHOMY KOMIIBIOTEDY.
UroObl yBUAETh, K KAKMM KOMIIBIOTEPAM MOJKIIIOYEHBI OOIIHE CETEeBbIC
npuHTEpHI, BeIOepuTe B [1aBHOM MeHI0 Bug okHa CeTeBoe OKpy:keHHe
komaHay Tabdauma u mpocMoTpuTe B cTONIOIE 3aMeTKHM OIMMCAaHHUs BCeX
KOMIBIOTEPOB, MOAKIIOUEHHBIX K JaHHOU JIOKAJIbHOU CETH.

IMoakaroueHne ceTeBOr0 IMCKA

Z[J'Iﬂ IIOJKIIOYCHHA CETCBOI0 JHCKa Ha HeKOTOpHﬁ BBI6paHHBII>i KOM-
MBIOTCP BBIMMOJHUTE CIICAYIOIINUC ﬂeﬁCTBHﬂZ

1. Haxwmure kuonky Ilyck, B ['7TaBHOM MeHIO BBIOEpHTE KOMAaHTY
IIporpammsl, a 3aTeM ILIENKHUTE MBILKON nporpamMmy IIposoanuk. B
meHto CepBuc nporpammbl BbiOepuTe komanay IloakiaouuTh ceTeBoi
AUCK.

2.  Omnpenenute umst qucka u B nose IlyTh BBemuTe mMyTh, HAa KOTO-
poM HaxomuTcs oOmMH auck. s TMOXKITIOYEHHS HEAABHO OTKPHITOTO
KOMIMBIOTEpPA HAKMHUTE KHOIKY CO CTPEJIKOM IJISi PACKPBITUS CIHCKA CIIpa-
Ba ot nois IlyTs U BEIOEpHUTE HYKHEIA pecypc (puc.126).

3. Ecuu tpebyercst maposb, TO IpH OOPAIICHHN K THCKY BBIBOIHT-
s IpUTJIallICHUEe BBECTH €ro.

4. MOXKHO TakxKe MIEIKHYTh IPABOM KHONKON MBIIIKK 3HaUOK Moi
kommnbloTep win CereBoe okpy:kenue Ha Paldodem crose, a 3areM B
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COOTBETCTBYIOIIEM MEHIO BEIOpaTh KomaHIy IIOAK/IIOUHTHL ceTeBOii
JOHUCK.
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Puc.126. ITogkmroyeHne ceTEBOrO AUCKA.

5. B okne Ioaka04eHne CeTeBOro AUCKA HYKHO TaKKe YCTaHO-
BUTH (PIIAKOK B MEHIO ABTOMATHYECKH MOJKIIOYATH NPH BXOJAe B CHC-
Temy.

[Nocne cienaHHBIX YCTaHOBOK CETEBOM IUCK C BBHIOPaHHBIM HMEHEM
Oyner npucyTcTBoBaTh B manke Moii komnbioTep u B IlpoBogHuKe, U C
HUM MOKHO Pa0OTaTh Kak ¢ OOBIYHBIM JKECTKHUM JUCKOM CBOETO0 KOMIIBbIO-
Tepa.

CMeHa ceTeBOro mapoJist

HpI/I YCTaHOBKE JIOKaJIbHOM CETH MOJKHO 3aJaTh napoJib Iy 1ona-
KIIIOUCHHUSA OIIPEACIEHHOTO KOMIIBIOTEPA K CETHU IIOCJIE €T0 BKIIFOYCHHA.
I[J'Iﬂ CMEHBI CETEBOT'O ITAPOJIA BBIIIOJIHUTE CICAYIOIINE JIENCTBHS:

1. Orxkpoiite muanoroBoe okuo CaoiictBa Ilaposan, meIKHYB
MbltIKoit kHomnky Ilyck u B [1aBHOM MeHI0 BbIOpaB komanzpl HacTpoiika
u Ilanens ynpasiieHus, a 3aTeM ABaXKAbI LIENKHYB 3Hauok [Taposmn.
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Puc.127. Cmena ceteBoro naposis
TI0JIb30BATEISI.

2. Haxwure kHonky CMEHUTH APYrue MApoJIH, KaK IMOKa3aHo Ha
puc.127.

3. Bribepure Tapoib, KOTOPHIM TpeOyeTcs CMEHWTh, M HaKMHUTE
KHONIKY U3MeHUTB.

4. B nosBUBIIEMCS Ha 9KPAHE OKHE BBEIUTE CTApbIi Mapoib s
BXO/la B CETh.

5. BBeauTe naniee HOBBII MApPOJIb, @ 3aTEM CHOBA BBEIUTE €r0 B HO-
BoM nosie IloaTBep:xaeHue napo.s.

6. Tlocie cuenaHHbIX M3MeHeHHWM menkauTe kHonmky OK Bo Bcex
OTKPBITBIX Ha 9KPaHE OKHAX.

Yka3aHue HMeHH KOMIBIOTEpPa
M padoyeil rpynmsl

Jl1st u3MeHeHnsl IMEeHHU Balllero KomIbioTepa win PabGoueil rpymmsl
BBINOJIHUTE JEHCTBUA:

1. Orxpoiite nuanoroBoe okHo Cerb, HaxaB KHOMKYy ITyck, BbI-
6pas B I'maBHOM MeHro komaHasl Hactpoiika u [Ianens ynpasJeHus, a
3aTeM JBaX/IbI IIEJIKHYB JIEBOH KHOTIKOH MBIIKH 3Ha40K CeTb.
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Puc.128. Unentudukaiys KOMIbIOTEpA B JOKATBHOW CETH OpraHU3aI[iK
WM B KOMITBIOTEPHOM KJ1acce.

2. Tlepeiinure Ha Bxiaaky Amenrudukanus. 31ech HY)KHO BBECTH
uMsI KoMmnblotepa, HanpuMep, Comp-1, ero onmcanue (He 00A3aTeNbHBINA
napaMeTp) U omnpeaeneHHoe Ha3Banue Paboueit rpymmsl (puc.128). Otn
HMMEHA TT03BOJIIOT ITIOJTHOCTHIO HIICHTU(DHUIIMPOBATH KOMITBIOTEP B CETH.

3. Vmsa koMmmbroTepa OyIeT AOCTYIHO Ui APYTHX IOJIb30BaTeseH
MPY MPOCMOTPE CIHCKA CETEBBIX KOMITBIOTEPOB OMNPE/ICICHHOMN IPYIIIIHI.

4. Ha3zsanue PaGoueil rpymiibl ONPENETUT IPUHAIIIEKHOCTD Ballle-
rO KOMIIBIOTEpa K ONpE/IeNIEHHOW TpyIIe, KoTopas OyneT BHIHA B OKHE
CerteBoe okpy:keHue 3HauKka Bes ceTb.

5. OmucaHue KOMIbIOTEpa HE 00sA3aTeNbHBIA MapaMeTp, KOTOPbIH
MOXET COJIepKaTh KPaTKOE MOSICHEHHE - ONHMCAaHNE K BaIIEMy KOMITbIOTE-
py.

6. BBeaure WM U3MEHUTE MM KOMIbIOTEpa U Paboyeil rpynmsl.
Wmst kommbroTepa JODKHO OBITh YHHKalIbHBIM. HEBO3MOXHO HCHONB30-
BaTh MMs, KOTOPOE YK€ HCIOJB3YeTCs B CETH Ha JPYroM KOMITbIOTEpE
(puc.128).

7. Tlocne cuenaHHBIX U3MEHEHHUI LICNKHUTE MBIIKONH KHOMKY OK
OTKPBITOTO Ha 9KpaHe OKHA.
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Puc.129. TTouck koMmbloTepa B CETH.
Ilouck KOMNBIOTEPa B CeTH

JU1g oucka KOMIIBIOTEpA B CETH IOCIIEI0OBATENBHO BBIIIOIHUTE CIe-
JyIOIIHe OEHCTBUS:

1. Haxwmure kHonky Ilyck Ha maHenu 3aiad v BHIGEpHTE KOMaH/TY
HaiiTn, a 3aTeM menkHuTe MBIIKOI pazaen KomnbioTep, kak nmpuBeneHO
BhIIIIE Ha puc.129.

2. Eciu TOYHO U3BECTHO MMS HY)KHOTO KOMIIBIOTEPA, BBEAUTE €0 B
nojie IMs1 oTKphIBIIIETOCS OKHA, Hanpumep, "Comp10™.

3. Eciu u3BECTEH IyTh, HA KOTOPOM PAacIojiokKeHa Tpedyemast nari-
Ka, MOXKHO yKa3aTh UMs KOMITbIOTEpa M MMs mamnku, Hanpumep, \WComp 10\
Internet \Printers\ -

4. Ilenkuure Mpikoi kHonky Haiitu oxxa ITouck. Bar KoMIib-
J0TEp BBIMOJIHUT MOWCK 33JaHHOTO KOMIBIOTEpPa BO BCEH CETH, IO BCEM
umeromumcs Pabouum rpymmam.

MosxHO Takxke s MoucKa KOMIIBIOTEpA HCIIOJIb30BATH COOTBETCT-

ByloIui MyHKT ['maBHOTO MeHI0 okHa CeTeBoe OKpyskeHHe Ha Padodyem
cToJIe.
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ABTOMATH3AIHUS COSAMHEHUS 115 YIAJEHHOT0
JA0CTyNAa K CeTH

MHoTHe MOCTaBIIMKK YCIYT U MH(OPMALMOHHBIE CITy>KObI TPeOYIOT
JUIs yCTAaHOBKM CBSI3U BBECTHU JIaHHBIE, HAIIpUMep, UM M Napoiib. MoXXHO
CO3/1aTh CLIEHapUil A YNpaBJICHUS YAAJICHHBIM JOCTYIOM K CETH, KOTO-
pBIii aBTOMaTHYECKH BBOAMT 3TH CBEACHHS, M MX HE HY)XHO OynaeT HalOu-
paTh Ha KJIaBUAType MPU KaxJI0M MOJKIIOUYEHUHU.

C momoIIBI0 TEKCTOBOTO peakTopa, HanpuMep, peaakropa WordPad
wm BbrokHOT, co3maiite Qaiin cueHapus. Bocmomp3yiiTech mankoi yia-
JICHHOTO JIOCTyMa K CETH, YTOOBI COMOCTABUTH (haiii cleHapHs ¢ CO3/1aH-
HBIM COCJMHEHUEM ISl YAAJIEHHOTO JOCTYIIA K CETH.

Co3nanue ¢aiijia cueHapus

st co3nanust HOBoro (aiiyia clieHapusi MOAKIIOUSHUSI KOMIIbIOTEpa K
CCTH BBITIIOJTHUTC I[GﬁCTBHS{Z

1. 3anmycrure pemakrop WordPad wim Word. B manke, comepxa-
e Qaiiner mporpamMm cucteMel Windows 98 (manmpumep, C:\Windows),
OTKpoiiTe mokyMeHT Script.doc. DTOT MTOKYMEHT ONHCHIBACT KOMaHIHBIN
A3BIK CLIEHAPUEB yJAJICHHOTO JOCTYIa K CETH, UCIIOIb3YEMbIH AJIs co31a-
HUs (aitoB crieHapueB. [y ynpomeHus paboThl ¢ TEKCTOM HalledaTaiTe
(aitn Script.doc ¢ momomipio komanas! [leyaTs n3 [maBHOTO MeHIO Paiin
porpaMMbl 0003peBaTes.

2. Bamycrure pemakTop BIOKHOT U cosmaiite ¢aiin crienapus ¢ or-
peleNieHHBIM MMEHEeM. BBenuTe KOMaH[bl CLEHAapHs, NPeloCTaBILIOINE
CBelleHUs1, TpeOyeMble MOCTaBIIMKY yciayr VHTepHeTa, nH(pOpMaIMOHHON
Ciry>k0e MM KOMITBIOTEPY, C KOTOPBIMHU YCTaHABIMBACTCS CBA3b.

3. Yro6bl ynpocTuTh MOUCK (ailia ciueHapus npu paboTe co ciie-
HapUsIMU B TAlNKe yAAJIEHHOTO JOCTYTA K CETH, COXpaHuTe (ailn cueHapus
B OINpEJENICHHON Marnke, HampuMmep, Accessories, KOTopas HaXOIUTCS B
nanke Windows, ¢ pacimmpennem .scp, Hanpumep, scenarii.scp.

[MpuBenemM Takke NMPUMEPHBIA BHJ KOMaHAHOTrO (aiiia creHapus,
KOTOPBIH aBTOP MCIIOJIB30BA JJIsl ITOJKII0YEHHs K cepBepy Lorton:

proc main

integer nTries = 3

string szLogin = "Username:"
integer nLoginTimeout = 5
string szPW = "password:"
integer nPWTimeout = 5

while 0 <nTries do
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TryAgain:

transmit ""M" ; ping
nTries = nTries - 1
endwhile

DoLogin:

waitfor szLogin until nLogintimeout
if FALSE == §SUCCESS then
goto TryAgain

endif

transmit "login", raw

transmit ""M"

waitfor szPW until nPWtimeout
if FALSE == $SUCCESS then
goto TryAgain

endif

transmit "pass", raw

transmit "*"M"

endproc

3nmech BMecTo cioBa "login" Hajo BCTaBUTH Ballle MM TT0JIb30BATEN,
He yOmpas KaBbIueK. Bmecrto cioBa "pass" moctaBbTe Baml maposb. TekcT
3TOroO (haiiiaa I0CTATOYHO YHHUBEPCAJICH W €r0 MOXHO HCIIOIB30BaTh LIS
TTOIKITIOYEHUS] TPAKTHYECKH K JIFOOBIM MIHTEpHETOBCKUM cepBepaMm.

Comnocragienne ¢aiina cueHapus U coeJUHEHHS
YAAJICHHOT0 J0CTyna

s comoctaBieHus (aiina CrieHapHs MMOCICIOBATCIBHO BBITOTHUTE
cienyroue 1eHCcTBUs:

1. Haxwmure kHonky Ilyck u mocieqoBaTenbHO BBIOEPHTE KOMAaH-
1s1 IIporpammel, CTangapTHble, CBsi3b, 1 Y JaJIeHHBIH AOCTYI K CeTH.

2. llenkHuTe MpaBOi KHOMKOW MBINIKK MO 3HAYKY HYKHOTO CO-
enuHenus 1 B KontekcTHOM MeHIO BrIOepuTe komanay CBoiicTBa.

3. B oTKphIBUIEMCS HA KpaHe OKHE mepeiaure Ha BKiaaky Ce-
HAPHH.

4. B mone Wms (aiisia BBequTe MOJHOE MMSI M IyTh Juisl (aiina
cuenapus (puc.130). Wnm wcnonmp3yiite kHONKy O030p I mOMCKa Ha
JKECTKOM JIMCKE Balller0 KOMIbIOTEPa HY>KHOTO (haiina cieHapusi, a 3aTeM
menkanTe KHonKy OK 1 3aKphITHS OKHA yCTaHOBKH CLIGHAPHSL.
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5. Ecmu coemvHeHNE TIPEIBAPUTEIBHO HE OBLITO CO3/IaHO, IETKHUTE
MBIIIKOM 3Ha4oKk HoBoe coemmHeHMe U CO3aiiTe ero, UCIoab3ys Mactep
coequnenus. [Ipu atom TpebyeTcs 3aaath TeaedoH J03BOHA BAIIEro MPO-
Baiinepa, tunm monema u tun CepBepa, ¢ KOTOPHIM OyJeT BBIMOIHATHCS
COCJITHEHUE.

3 Usnanmwnsd n6CTSN K CEH

Fan [pmes fn Nepron  Hefowese  Compesman E't-lh;_'-hwi;j AT . AT
[t 1~ B I R YR -l
| =
5 2 2 3

Hosoe coacsemie Tenexom Drilny Ondndz

Otiiie | Tin capasps Camiast | Raarinertian |

TN cuta
L

Lo | _owe |

dhnee| |53 &8 %) AD 0 O | |[Einasc ocryn s BY e |

Puc.130. Oxno noaxiodeHus ¢aiina cueHapus Jist
yIaJdeHHOTO JOCTYyIa K CEeTH.

Cepsep y1aJIeHHOT0 10CTyNna

CepBep yAa/JeHHOI0 OCTYNA HCIOJB3YETCS Ul MOAKIIOUEHHS K
JAaHHOMY KOMIIBIOTEPY, Ha KOTOPOM ycTaHOBJIEeH CepBep HEKOTOPBIX JIpy-
I'HX BHEIIHUX KOMIIBIOTEPOB C HCIIOJIBb30BaHHEM MOJAEMa M TesieOHHOI
nuHAN. Takoi JOCTYH MOKET HCIIOB30BAaThCA Ul MOAKIIOYEHUS HEKOTO-
PBIX MOJb30BaTENEH K BallleMy KOMIIBIOTEPY HEMOCPEACTBEHHO Yepe3 III0-
6anbHYIO ceTb MIHTEpHET.

Jna ycranoBkun CepBepa yAaJeHHOr0 AOCTYNA BBITIONHUTE Clie-
TIyIOIIHE NEeHCTBUS:

1. JIBaxkIbl IIETKHUTE MBIIIKOW 3Ha4OK MO KOMINIBIOTEP, a 3aTeM
OTKpOWTE Marky YJaJIeHHbIH J0CTYIl K CeTH.
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2. Bribepute B meHio Coequnenusi komanny CepBep yAaJieHHOro
AOCTyTA.

3. B oTkpbIBIIeMCsl Ha 9KpaHEe KOMIIBIOTEpa OKHE HICIKHUTE MBIIII-
Kol mapamerp Pa3pemnThb yJaajeHHble HMOAKJIIOYEHHs, YTOOBI paspe-
IMINTh BHEIIHUH AOCTyN U3 MHTepHeTa K BallleMy KOMIIBIOTEPY, KOTOPBIH
OyzeT Tenephb BHINONHATH posib CepBepa.

4. Haxwmure xHonky Tum cepBepa u BeiOepuTe HyHbIH THIT Cep-
Bepa u3 crnucka THN cepBepa yJajIeHHOTO JOCTYNAa, KaK ITOKAa3aHO Ha
puc.131.

5. Tlocne caenaHHBIX yCTaHOBOK IIETKHUTE JIEBOW KHOMKON MBILIKH
kHonky OK.

T Epney geanomso gocTyE

Sportier Winmden 14.4 | Maivcka Lisstle 28|

7 JAnCeTiMe Jant s RO
7 Patpesaie wansrms neakKesr

Puc.131. Ycranoska CepBepa yaajieHHOI0 10CTYHA.

Jlig 3amycka mporpaMMbl yJaJ€HHOTO JOCTyNa MOXKHO TakXke Ha-
kath kHOMKY Ilyck, BbiOpath komauxsl IIporpammsel, CTanaapTHbie U
CBs13b, a 3aTeM BbIOpaTh KOMaHAy YAajJeHHbIH AocTyn K ceTu. Ecim
BO3MOXKHOCTh YAAJIEHHOTO JOCTyNa K CETH OTCYTCTBYeT B mamnke Mo
KOMIbIOTep WK B MeHI0O CTaHAapTHbIE, TOT KOMIIOHEHT CHCTEMBI HE
YCTaHOBJICH.

Uro6s1 HacTpouth CepBep I YAAJICHHOTO IOCTyNa K CETH, yla-
neHHbIH goctyn K ceth u CepBep YAaJdeHHOro JOCTYNa TOJKHBI OBITH
3apaHee yCTAaHOBIICHBI HA KOMITBIOTEPE.
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YcranoBka npsiMoro kaéejJbHOr0
COeNHEHHA

JlBa KOMIBIOTEPA MOKHO HAIIPSMYIO COCAMHHUTH CIICIHaIbHBIM Kabe-
JIeM, YTO TO3BOJIAET CO3/aTh MHUHHUMAJBHYIO CETh 0€3 HCIOJIb30BaHUs Ce-
TEBBIX IJIAT U YCTAHOBKU CETEBBIX MPOTOKOJIOB.

Jnst co3maHusi mpsIMOTO COEMHEHUS MOCIE0BATEIbHO BBIMIOJHUTE
cienytoue 1eHCTBUS:

Nparsoe Coeaumerme

A 0@ WA D0 M || Do W WINDD {53 commaneenin

Puc.132. Oxno Macrepa IIpsiMmoro xkaéeabHOro
coeJMHEeHMHSI.

1. lenkHute 1eBOi KHONKOW MbIIKH KHONKY Ilyck u mocriemoBa-
TenbHO BbIOepuTe KomaHIsl IIporpammsl, CranaaptHble, CBs3b U
IIpsamoe kadeabHOE COCANHEHHE.

2. 3amyckaetrcs MacTep npsAMOro coeuHeHus. BeImonHsiiTe BbIBO-
JiIIFecs Ha 3KpaH ykazanus (puc.132).

[ocne ycmemHOTro co3MaHusl HAa KOMITBIOTEPE NMPSIMOTO KaOEeTbHOTO
coeMHeHUsI MacTtep co3aHus COeNMHEHUs He OToOpakaercs, IOKa He
Oyner Haxara KHonka M3MenuTs B nuanoroBoM okHe IIpsimoe coemmmne-
Hue. Torna cHoBa 3amyckaercst Mactep cO3IaHUs MPSMOTO COEIUHEHHS,
HI03BOJISAA M3MEHUTH 3aJjaHHbIE paHee IapaMeTphl.
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Jlnst I3MEHEeHnsT TapaMeTpoB MPSMOTro KaOeIbHOrO COCIUHEHHS Me-
KLy ABYMsI KOMITBIOTEPAMH BBIITOJIHUTE JCHCTBHUS:

1. Haxwmure kHonky Ilyck u BoiOepure KoMaHibl IIporpammsi,
Cranpapruble, CBs3b U [IpsiMoe kalebHOe coeJUHEHUE.

2. B HOBOM MOSBUBLIEMCSI Ha JKpaHE OKHE INEIKHHTE MBIIIKOM
KHONIKY U3MeHNTB.

3. Baecure HEOOXOIMMbIE HM3MEHEHUSI B HACTPOMKH KabenbHOTO
coennHeHus 1 HaxMuTe KHOKY OK' OTKpBITOTO Ha 9KpaHe OKHa.

Ecnu xomanna Ilpsamoe kaGenbHOe coelMHEHHEe OTCYTCTBYET B Me-
HI0O CBfI3b, 3TO O3HAYaeT, YTO KOMIIOHEHT CHUCTEMBl HE yCTAHOBJEH Ha
JTAHHOM KOMIIBIOTEpE M €ro TpedyeTcs J0YCTaHOBHUTh, MCIOJB3Ys Jiazep-
HBIH Hck ¢ cucteMoit Windows.
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UHTEPHET

OCHOBHBIE CBEJEHUSA

WHTtepreT npeacTasisieT coOoi OOBIIOE KOINYECTBO COCAMHEHHBIX
MEXAy co00i KOMITBIOTEPOB, KOTOPbIE MOJKIIOYAIOTCS HEKOTOPBIMU Y3-
JamH, Ha3biBaeMbIME Web - y3ib1 win Web - cepepa. Kommbrorep, moa-
KJIFOUeHHBIH K VHTepHeTYy, MOXeT OBITh pacrojio)keH B Jr00OW cTpaHe
MHpa, Tak 4To MHTEepHET NmpenocTaBisieT BO3MOXHOCTh CBSI3U C JIIOOBIM
YEJOBEKOM, T.€. JIIOOBIM JPYrMM KOMIIbIoTepoM i Web - cepBepom He-
3aBHCHMO OT TOTO, TJIe OH HaxXoIMTCs. YCIIOBHas cxema MHTepHeTa noka-
3aHa Ha puc.133, rne KOMIBIOTEPHI pa30POCaHbI B CAMBIX Pa3IHMYHBIX TOY-
Kax Ha KapTe MHpa.

Puc.133. YcnoBHas cxema rio0ajibpHOM ceTn
Wnurepner.

Ilo MntepHery nepenaercs HECKONBKO Pa3IMYHBIX THUIOB JAHHBIX,
BKJIFOYasl JISKTPOHHYIO MOYTY, TPYIIEI HOBOCTEH H ciyk061 Web. Web -
y3en sBisieTcst rpaduueckod, WHTEpaKTUBHOW dacTelo MHTepnera. s
npocmoTpa Web - y3ma HEOOXOIUMO YCTAaHOBHUTH HAa CBOW KOMITBIOTEP
nporpamMmy "obo3peBarens". O003peBaTenh MO3BOJISIET IPOCMATPUBATH
pasnuuHble XpaHsmuecs Ha Web - cepBepax JOKyMEHTHI, Ha3bIBacMbIe
00br9HO Web - cTpaHuTIaMH.
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[Tepsyto cTpanmny Web - y3ma, koTopas mokasana Ha puc.134, gacto
Ha3bIBAIOT OCHOBHOM CTpaHULIECH.
B Tab6nuie npuBeaeHbl OCHOBHBIC BO3MOXKHOCTH, KOTOPBIC MPEIOC-
TaBnsieT IHTepHeT.

Cpenero TpedyemMble porpamMmbl IIpenocraBasiemble
P (mpumepsbl) BO3MOKHOCTH
IIporpamMmsl 37€KTPOHHON
porp p Paccriika mucem, coo0-
Onekrponnas | mnourtsl (Outlook Express, i, daiinon
rnoura Microsoft Exchange, Internet ’

Mail, Microsoft Outlook)

1 JOKYMCHTOB

I'pynmel HOBO-
cTelt

O6o3peBarens HOBOCTeH (Out-
look Express,

IIpocmoTp coobmeHMi,
HOBOCTEH Ha pa3iIHdIHbIC

Internet News) TEeMBI
IIpocMOTp 1OKYMEHTOB,
MIPOCIYIINBaHNE MY3bIKH,
IIporpammsl 0603peBartesnell | IpOCMOTp BHACO3AIHCEH,
Cryx6a Web Web (Internet odopMIICHHE 3aKa30B Ha
Explorer, MTOKYIIKY, Y4aCTHE B OIPO-
Netscape Navigator) cax, pekjamMa TOBapoB,

MOKUCK, OOIIEHNE TI0 HHTE-
pecaM U 3arpy3ska ¢aition
[IpenocraBnenue Bo3-
MOYKHOCTH T'OJIOCOBOH U
BUACOCB3MU uepe3 UuTep-
HET

I'omocoBas u
BHJIEO CBS3b

[Iporpamme! cBs3H
(Microsoft NetMeeting)

Taxk e, kax 000 BIagenel] KBapTUPBI WIIH JI0OMa UMEeT CBOH c00-
CTBEHHBIM MOYTOBEIA aapec, kKaxnaas Web - cTpaHHIla IMEEeT CBOH cOOCT-
BEHHBII YHUKaIBHBIN anpec B IHTEpHETe, koTOphIi Ha3biBatoT URL anpe-
com (Uniform Resource Locator - yHHBepCaIbHBIA yKa3aTelb PECYpCOB).
Hanpumep, URL anpec ocHoBHOit Web - crpanunbl cuctembl Windows,
pacmoyiokeHHOH Ha  cepBepe  GupMbl  Microsoft  ciemyroIHiA:
http://www.microsoft.com/rus/products .

Hacrtpoiika noakiaro4eHust
K UnTepHeTy

IIpu momol MacTepa MOAKIIOYCHUS K MIHTEpHETY MOKHO OBICTPO
HaCTpPOUTh MapaMeTpbl noaxiroueHus. [locne HacTpOMKU MOAKIHOYEHHUS
MacTep TakXKe MO3BOJIAET HACTPOUTh JIEKTPOHHYIO MOUTY, TPYIIBI HOBO-
cTell 1 CiryKObI KaTaJIoTOB.

Jns noxkmrouennst k MiHTEepHETY HEOOXOIMMO ONpEJeNICHHOE ala-
patHOe obecnieyeHne, B YaCTHOCTH, MOJIEM WIJIM CEeTeBasl IIaTa, yCTaHOB-
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JIeHHast B KoMIbroTepe. [Ipu Hammunn Mozxema nojxitodeHue kK MarepHeTy
ocymecTBisieTcss o TeneonHoi nuHuK. [Ipu HaaM4YMK CeTeBOM MiaThl
MOJIKJIIOYEHHE MPOMCXOMUT MO0 KOMIBIOTEPHOI ceTH opranuzauuu. [Ipm
HNOJKJIFOYEHUH KOMIIBIOTEpPA TI0 MOJEMY PETHCTpalys U MPeJOoCTaBICHHE
Jnoctyna B MIHTEpHET ocyLIecTBIAETCS MOCTAaBIIMKOM yciyr MHTepHera -
NpoBaiiIepoM WM HHPOPMAIIMOHHOH ciyk00i MHTepHeTa.

[MocraBomkom yciayr MHTepHETa - IpOBaiiiepoM SIBISIETCS] KOMITAHUS
(dupma), mpenocrapisronas MoAKIoUeHNEe K MHTepHETY 10 TeneoHHON
WM BBIICJIEHHOM nHNH. MH(popMarmonHas ciayx06a - moakareropust ISP -
MPEAOCTaBIISCT MOAKIIOUeHNE K VIHTEpHETY M MHOTO JOMOJHHUTEIBHBIX
cryx0. Hampumep, MHPOKO W3BECTHB HMH(GOPMAIIMOHHBIE —CITYXKOBI
Microsoft Network (MSN) u America Online (AOL).

Puc.134. CtpykTypa u B3auMOCBs3b IHTEPHETOBCKHUX
CTpaHMII.

Hcnoab3zoBanue MmacTrepa
MNOAKJJIIOYCHUSA

Ecnu xomnbloTep eme He noakmoueH k MurtepHery, Ha PaGouem
crose umeercs 3Ha40k CoennHenue ¢ UaTepHeTrom. Mactep moakirode-
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HUsE K VHTepHeTy MOXeT ObITh 3aIlylleH IBOWHBIM ILIETYKOM 0 3TOMY
3HAYKy W TI03BOJIIET OBICTPO HACTPOHUTH COSAMHEHHE C CeThI0 VIHTEepHET.

Ecnu BBl BriepBbie BxoauTe B MHTepHET, MacTep MOIKIIOUEHUS CO3-
nact coequaenue ¢ Martepuerom. [Ipu sToM Haz0 BBECTH CBEACHHS O Ba-
IIeM TMOCTaBINKKe ycnyr MIHTepHeTa BMeCTe CO CBEIEHUSIMU O Tpejyiarae-
MBIX UM yCITyTrax.

Ecimu y Bac yke UMeeTcs y4eTHas 3alHCh OT KaKOro - JIN0O TOCTaB-
muKa ycnyr MHTepHeTa W HY)XHO YCTAaHOBHUTb COEJUHEHHE Ha JTaHHOM
KOMIIBIOTEpPE, MAcTep IMOAKIIOUYEeHUS K VHTEpHETYy 3ampocUT HEoOXOIm-
MEI€ CBEJICHHS 1 CO3JIaCT COEeIUHEHHE.

Jnst 3amycka Mactepa noAkioveHus K VHTepHETy BBIIOJIHUTE Clie-
IyIOIIME EHCTBUS:

1. Haxwmure kHonky Ilyck Ha ITanenu 3amad, BeiOepure B [1aBHOM
MeHIo cucteMbl TyHKTHI IIporpammel, Ctanaapthblie, Cesisb 1 Mactep
noakJawoYeHus kK Untepuery.

2. Wnm aBakapl MISIKHUATE JIEBOI KHOIIKOM MBIIIKH 3Hauok Macte-
pa noaxarovenns Kk Unrepuery Ha PaGoueMm cTojie KoMIbroTepa.

3. Byner 3anymen Macrep noak/iodenusi K UHTepHeT, Kak moka-
3aHo Ha puc.135.

Bac npueetcrayer macrep
TIOAKITHISEHAA K VHTEpHETY

Macrep nossorser rogracumy kotnuiorep », Mimegearry, C

CHUBCTRPOLI FRTHRD 3Ty MHTepeiTa

& Tongerin ngow yerpd samce. [Mien aotxen e
A E TRASSOHHON e |

e T e aaece. (Mg
vin o Bnse i g e 1. Pl fumts |

C R
L Y s g

draseaN. kI aroney | TTmens”
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Puc.135. Mactep noaxmodenus k HTepHETY.
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B oxHe MacTepa nmonkmrodeHus k HTepHETy Npejuiararorcs TpU Ba-
pHaHTa MOJKIIOYEHUs. BriOepuTe BapHaHT, COOTBETCTBYIOIINA KOHKpPET-
HOM CUTyalluH, U CIEAYWTE NalbHEUIIUM MHCTPYKLUSAM MacTepa, HaXu-
Mas KHonky lanee:

1. Moay4yuTs HOBYIO y4eTHyio 3anuch (Momem [T0JiKeH OBITH
NMOJAKJII0YEH K TesieonHoM JimHNM) MHTepHeTa - mpUMeHsieTcs NpU Uc-
MOJTb30BaHUM MacTepa IMOJKIIOYEHUS K VIHTepHeTy Ui perucrpanuu y
MTOCTABIIMKA YCIIYT.

2. Hcnoap3oBaTh CyIIeCTBYIOINYI y4eTHY 3amuch (Moaem
J0JKeH ObITh MOAKJII0YeH K TejedoHHOH JuHuM) VHTepHeTa - TaHHBIN
BapUaHT UCIOJb3YyeTCs B ClIydae, KOTJa y Bac yKe UMEeTCsl ydueTHas 3a-
MIUCHh HEKOTOPOT'O MOCTABIIMKA YCIYT U BBl UMEETE KOJBI JOCTYIIa, HO JaH-
HBI KOMIIBIOTEpP HUKOTAA HE MCIIOIB30BAJICS IS MOAKIIOUEeHUs K MHTep-
HETy.

3. HacTpouTth coeiMHeHHEe BPYYHYIO WU NOAKIIOYUTHCs K WH-
TepHeTY 4Yepe3 JOKAJIbHYIO CeTh - TaHHBIH BAPHAHT UCIIOJIB3YETCS B CITy-
yae, Kor/a MoJKItoYeHne K IHTepHeTy Ha JaHHOM KOMITBIOTEpE yxKe ObLIo

HACTPOCHO U HYKHO U3MCHUTH €ro nmapamMeTpbl WK CYHICCTBYCT JIOKAJIb-
Has CETb OpraHu3alnuu.
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Puc.136. Hactpolika noaxioueHust
k UnTepHery.
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4. BeiOepuTe oAMH U3 MPHUBEICHHBIX BAPUAHTOB M CICIYHTE Jallb-
HEHIIMM MHCTPYKUMSIM Macrepa.

Ilocne BBINOJNIHEHUS BCEX YCTAHOBOK HYKHO ILIENKHYTH KHOINKY I'o-
TOBO B OKHE MacTepa NOAKIIOYEHUs. [[11 n3MeHEeHHsT HaCTPOEK IOJKIIIO-
yeHHs K VIHTepHeTy BBHINOIHUTE CIeNyIoNue JeCTBUS:

1. 3Bamycrure mnporpammy o6ospesatenss Wureprera - Internet
Explorer.

2. B T'maBHoM MeHIO o6o3peBatens CepBHC BBHIOEPHTE ITYHKT
CaoiicTBa o0o3peBaTes.

3. Tlepeiinure Ha BKIanKy IlogKia0uenune u BoIOEPHUTE ONpPEIEIEH-
HOTO mpoBaiijepa (B nanHoM ciy4ae 31o Online - kz).

4. Wlenkuure kHonky Hacrpoiika B pasnene Hacrpoiika yaanes-
HOTO aocTyna (puc.136).

5. BBomure Wi u3MEHsHTE TpeOyeMble HACTPOMKH IPOTPaMMEbI
o0o3pearens. B yacTHOCTH, MO’KHO M3MEHHUTH UM U ITapOJib TOJIb30BATE-
JIs1 TS TIOAKJTIOUEHUS K BBIOpaHHOMY ITPOBanzepy.

Ilocne BBIMOTHEHUS BCEX HACTPOEK M CO3JAHMs MOAKIIOYEHHS yaAa-
JICHHOTO JIOCTYIIa MOKHO MOJKIIoUaThcsa K MIHTepHeTy depes cepBep CBO-
ero npoBaiinepa. [Ipu 3amycke mporpammbl 0003peBaTels WK MMOYTHl Ha
9KpaHe OOBIYHO ITOSIBJISIETCS] OKHO IMOJKIIIOYEHHS K cepBepy. JlocTaTtouHo
HIETKHYTh B 3TOM OKHE KHONKY IIoAK/II0YNTHCA, 11 KOMIIBIOTEP CaM Ipo-
n3Be/IeT HAOOp HY>KHOTO TeNe)OHHOTO HOMEpa W YCTaHOBHUT CBsi3b ¢ VH-
tepHeToM. Knonkoit HacTpoiika MOXXHO MEHSTh TapaMeTPbl COCTUHEHMUSL.

HacTtpoiika 3J1eKTPOHHOII TOYTHI, TPYIII HOBOCTEH
H cJ1y:k0 katajgoros UnTepHera

Macrep noakintodeHust K HTEpHETY MOXKET 3alpOCUTh CBEIEHUS O
BallleM aJipece 3IEKTPOHHOI MOYTHI WU O Cly)0ax katanoroB VHTepHe-
Ta. OKHa MacTepa ¢ 3THMH 3alPOCaMU OTKPBIBAIOTCS IPU YCTAaHOBKE CO-
enauHenust ¢ MHTepHeToM wiuM mpu mepBoM 3amycke Microsoft Outlook
Express.

[Iporpamma Outlook Express ciayXuT Juis OTHPaBKH M TOTYYEHHS
aMeKTpoHHBIX THceM udepe3 MHTepHer. Outlook Express takxke MOXHO
WCTIONB30BaTh U MPOCMOTpa rpynn HoBocTel Usenet Ha KakoM - OO
cepepe HoBoctel. Ciryx0a karamoroB MHTepHETa CITy>KHT ISl BKIIOUE-
HUS aJpeca Ballel 3JEKTPOHHOW MOYThl BO MHOYKECTBO pecypcoB MHrep-
HETa, CXOIHBIX C OOBIYHBIMHU TENEC(OHHBIMU KHUTAMH.

Ilepen Tem, Kak COOOIINTH 3TH MapaMETPbl MacTepy MOAKIIOUCHUS,
clleflyeT MOJIyYUTh Y MOCTaBIUKA YCIyT CIEIYIOUINE CBEACHHS:
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1. Bam anmpec oamekrponnoit moutel (E - mail), Hampumep,
name@mail.kz wimu name@host.kz . [Tocnenuuit cepsep sABIsCTCSA MEp-
BbIM B Kazaxcrane cBoOoaubM (free) cepBepoM, KOTOPBI MO3BOJISACT I10-
JYYHTh aJIPEC JIEKTPOHHOU MOYTHI U MECTO ISl IMYHOM CTPaHUYKHU IOJI-
HOCTBIO OectuiatHo. Ero momHenid anpec: http://www.host.kz . CoeuHATE-
Csl C ATUM CEPBEPOM MOXKHO C JIF0OOT0 KOMIIBIOTEpa U 4epes3 JIro0oro mpo-
Baiiiepa HE3aBUCUMO OT UX PACIIOJIOKEHUSI.

2. Tlapamerps! naeHTH(GUKAINH, Takue Kak mapons (Password) mst
MPOBEPKH ayTEHTHYHOCTH mojkmoueHust u Bame uMsa (UserName wnnm
Login) Ha maHHOM cepBepe, KOTOPOE OOBIYHO COBIIAAAET C UMEHEM B TI0Y-
TOBOM ajipece nonbp3oBaress. Kak npasuio, 3Tu mapaMeTps! MOIb30BaTENb
BBIOMPAET CAMOCTOSITEIBHO MTPH MOIYUYEHUH YUETHOI 3a1uch y BEIOpaHHO-
ro BaMH IpoBaiiziepa. B HEKOTOPBIX ciydasix Bail IMpoBaiifiep cam ompese-
JISIET Ballle UMs, a BbI 33/1a€T€ TOJBKO CBOH MapoJib.

3. Tuno u umsa cepBepa, 00pabaTHIBAIONIET0 BXOISIIYO mouty. Ha-
puUMep, BXOAsIIAas I04Ta MOXKeT oOpadaTeiBaThCst cepBepoM Trna POP3 ¢
nmereM mail.kz, host.kz wmm mail.ru wim HexkoropbMu apyrumu. OKHO
HAaCTPOEK HMEHH, Mapoisl W HMEH IIOYTOBBIX CEPBEPOB IOKA3aHO Ha
puc.137.
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CEpPBEPOB.
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4. Wwms cepsepa SMTP, 00pabarbiBarOLIEro MCXOISAIIYIO MOYTY.
Hamnpumep, 310 TOXe MOXeT ObITh cepBep Tuna mail.kz nin host.kz .

5. OO6buno umena moutoBbix POP3 u SMTP cepBepoB coBmaaaioT,
HO B HEKOTOPBIX CIIy4asX OHM MOTYT UMETh Pa3IMYHbIC HMEHA.

6. Wwms cepsepa HoBocteit Uuteprera (NNTP) v mapameTps! moj-
KIIFOUCHHSI K HEMy, eciii OoHM TpeOyrorcs. Hampumep, 3T0 MOXeT ObITh
news.kz , HO WHOTZIA W JJI1 HOBOCTEH HCIHOJIB3YIOTCS MMEHA IOYTOBBIX
CEpPBEPOB.

7. Wwms cepsepa karanoros Uuatepuera (LDAP) u mapamerpsl moj-
KJIIOUEHHsT K HeMy, ecliu OHHM TpeOytorcs. Hampumep, xaranor
ils.microsoft.com npumeHsieTcsi Uit JTMYHOTO WCIIOJIB30BAHMS, & KaTajior
ils.business.fourl 1.com s 1€I0BBIX KOHTAKTOB.

8. Jlyist paboTHI € KAaTaIOraMu Tak e, Kak ¢ TOJIOCOBOM U BUICOCBSI-
3b10, TIpUMeHsieTcs nmporpamma Microsoft Net Meetting, ocHOBHOE OKHO
KOTOpOH Moka3aHo Ha puc.138.

9. Tlporpamma mO3BOJISET BBI3BIBATH TPEOyeMOro abOHEHTA IO €ro
azpecy 3JIeKTpoHHOHM noutsl wiu IP anpecy, ecnu OH B IaHHBIMI MOMEHT
MOJKIIIOYEH K VIHTepHETY M MMEeT 3allylIeHHYI0, aKTUBHYIO IIPOTPaMMy
TOJIOCOBOH CBSI3U Ha CBOEM KOMIIBIOTEDE.

Karanor: ils.business.four11.com “;
[T Ly epspw—r—— =] e [2 TR B
3 ] Mrsa Pamna . | Ssvserem
[Her coaza Ihm. =)
k| | @ WA Jml I | E ML |[ZMicrosolt Wotkineting RN I HBGT s

Puc.138. OkHO mporpaMMBI TOJIOCOBOH
1 BHJECOCBSI3H.
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H3meHenne npoToko1a A0CTyNa
B UnTepHeT

BonbIIMHCTBOM MTOCTABIIMKOB YCIYT JUIS MOJKIIOUEHUS] KOMITBIOTEpa
nonb3oBarensa kK MHTepHeTy ucnonb3yercss Tun cepepa PPP, xots Bo3-
MOJHBI 1 Apyrue tunsl cepsepos: SLIP wiu CSLIP. Kpome Toro, Hy»HO
3a/1aBaTh U IPOTOKOJI JUIsI OJKIIOUEHHS K cepBepy IpoBaiinepa

[Iporokon mpezncraBisier coOOH S3BIK, UCIOIb3YEMBIH IBYMSI KOM-
IBIOTEpPaMH ISl B3aUMOZEHCTBUS MexXIy coboi. [TocraBumimk, yciyramu
KOTOPOT'O BB COOMPAETECh BOCIIONB30BATHCS, JIOJDKEH COOOIIUTH HCTIOINb-
3yeMBbIIl UM THI CEPBEpa U MPOTOKOJ WIK MPEJOCTaBUTH MPOrpamMMy Ha-
CTPOMKH, KOTOPast BEIOEPET MPOTOKOJI aBTOMAaTHUECKH.

Jlis mepBOHAYANBHOW YCTAaHOBKM WIIM W3MEHEHHS THIIA CepBepa H
MPOTOKOJIA TIOJKITIOYEHHS BaIleT0 KOMMbIOTEpa K VIHTEpHETY BBITOTHUTE
CIeIyIoIHe JeUCTBHS:

1. B manke YaaneHHbIH A0cTyN K ceTH 3Hauka Moii KoMIbIOTEp,
KOTOpbIN Haxoautcs Ha PaGoueM crToJsie, mpaBoil KHOMKOW MBIIIH IHENK-
HUTE COCJMHCHUE, TApaMEeTPBI KOTOPOTO TPEOYETCs H3MECHUTD.

‘,b,ei mm_ aloix
e e S — -yn-c[zzu;. Ml o |
e e R - ) x;rm

2 p B

(nace| | %3 @ WA 0| [ naneenat pocrn .

Puc.139. OxHO BKITIOUEHHS TPOTOKOIIA
TCP/IP.
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2. B mosBuBmemcst Ha 3kpaHe KOHTEKCTHOM MEHIO BBIOEpPHTE KO-
Manny CBoiicTBa.

3. Ilepeitaure Ha BkIaaky THI cepBepa, OTKPBIBILErOCs Ha IKpaHe
okHa CBoiicTBa.

4. B mone Tunm cepBepa yJaJIeHHOTO JOCTYINA BbIOCPUTE THIT IS
nocryna B MHTepHeT n HaskmuTte kHonky OK, xak moka3ano Ha puc.139.

5. Janee B pazaene JlomycTuMble ceTeBble MPOTOKOJIbI HY)KHO yC-
TAHOBHUTH IMPOTOKOJI st padorsl B MHTepHeTe. OOBIMHO HCIIONB3yeTCS
crangaptasiii TCP/IP nportokon.

6. PexomeHpmyeTcsl Takke YCTaHOBHTh (DIaXKOK B MEHIO 3ammch
JKypHaJa JJIs1 3TOr0 COeJMHEHHUsI, YTO TO3BOJIIET BECTH Y4eT BPEMEHH,
IIpOBEIEHHOr0 B IIHTEpHETE.

7. A Taxke BKIIOUNTH (uakok B nmyHkTe IIporpamMmHoe cxxaTne
JAAHHBIX.

Ecnu nns monkmioueHus kK MHTEpHETY HCMONB3YeTCS MOJEM, Mpo-
I[ECC COCTUHCHUS MOXHO YCKOPHUTh, CHsIB (naxku BoilTH B ceTh,
NetBEUI u IPX/SPX - coBMecCTHMBIIA.

Beoa IP - agpeca BpyuHy1o

Kaxnpiii komnerotep, noakitoueHHbld k MaTepuery, umeer IP - an-
pec - YHUKaJIbHBII HOMEp, CIy KAl U HACHTH(QHUKAINN KOMITBIOTEpa B
riobanbHOM cetw. [Ipu ycTaHOBKE COSTUHEHHSI KOMITBIOTEPY OOBIYHO aB-
ToMaTH4ecku mpucBamBaercs IP - aapec cepBepoM MoOCTaBIIMKA YCIYT.
Opnako uHoraa IP - agpec TpeOyeTcst 3aaaTh Bpy4YHyH0. B 3TOM ciydae
MOCTABIIUK YCIYT JOJDKEH COOOIIUTh BaM 00 3TOM W MpeaocTaBuTh IP -
ajpec CBOETO cepBepa.

Hnst ycranosku IP - agpeca Ha cBOIl KOMIBIOTEP BPYYHYIO BBIMOJI-
HUTE CIEAYIONUe AeUCTBUS:

1. B manke YaajdeHHBI XOCTYN K CETH TPaBOM KHOMKON MBIIITH
IIENKHATE COEANHEHHE, TTApaMETPBI KOTOPOTro TpeOyeTcs H3MEHUTb.

2. B nosiBusiemcst KoHTEKCTHOM MeHIO BbiGepuTe Komanry CBoii-
CTBA.

3. Tlepeiinute Ha BKIanKy Tum cepBepa OTKPHITOro Ha SKpaHe OK-
Ha.

4. Haxwmure xuonky Hacrpoiika TCP/IP u BeiGepure pexum An-
pec IP BBoguTcs BPy4HYIO.

5. B mone IP - aapec BBeaute IP - ampec, mpempoCTaBIECHHBIN TI0-
cTaBIIMKOM yciyr MHTepHeTa, n nBaxapl Haxxmure KHonky OK, kak mo-
Ka3aHo Ha puc.24.
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6. Ecnu Takoit IP - agpec Ha3HAYaeTCsk CEPBEPOM, TO aBTOMAaTHYe-
CKH JIOJDKCH OBITh BKJIFOUCH PEIKUM AJIpeca Ha3HAYAITCS CEPBEPOM.

BBon agpeca DNS BpyuHyI0

Jns moncka anpecoB B IHTepHETE KOMIBIOTEPY TpeOyeTcsl coenu-
HUTBECS ¢ cepBepoM DNS, kotopeiii HazHauaer IP - agpeca. B Gonpmma-
cTBe ciaydaeB aapec DNS aBToMarHueckn Ha3HAYaeTCsl CEPBEPOM ITOCTAB-
mmka ycayr. Ecii mo TpeGoBaHMIO MMOCTAaBIIMKA YCIYT HEOOXOANMO SBHO
ykaszate agpec DNS Ha BameM KOMIBIOTEpe, CIIEIyeT BPYYHYIO BBECTH
3TOT afpec.

s ycranoBku DNS aznpeca BpydHYIO TOCIEIOBATENHFHO BBITOIHH-
T€ CIeNyIoIINe AeHCTBUS:
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e - G| @ %X B3| K o[-
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I Tredyercn saarsosesras napoms
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s |59 @ W A D 1) [ et e 2 i et Wi |
Puc.140. Oxno yctanoBku agpecos IP u DNS.

1. B nanke YpaalleHHBIH AOCTYN K CeTH NPaBOW KHONKON MBIIIU
LIETKHUTE COSANHEHNE, TapaMeTphl KOTOPOTO TPeOyeTcst N3MEHUTh.

2. B mosBuBmemcst Ha 3kpaHe KoHTEKCTHOM MEHIO BBIOEpPHTE KO-
Manny CBoiicTBa.

3. Tlepefinure Ha BKIanky Tum cepBepa OTKPHITOTO Ha HKpaHE OK-
Ha.
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4. Haxwmure xHonky Hactpoiika TCP/IP u Bribepure pexum Aa-
peca BBOASTCSI BPYUHYIO.

5. B none IMepBuunslii agpec DNS BBeaute agpec DNS, mpenoc-
TaBJICHHBIA nocTaBIMKOM yciayr Muteprera. Ecmu Tpebyercs, BBemuTe
BropuuHblid azpec DNS. [lo oxoHwanuu nBaxapl HakmuTe kHomky OK
(puc.140) B AByX OTKPBITHIX Ha SKpaHEe OKHAX.

6. Ecmu Takoil agpec Ha3HadaeTCsl CEpPBEPOM ABTOMATUYECKH JAOJI-
JKeH OBITh BKJIIOYEH PEKHM AJpeca HA3HAYAIOTCHA CePBEPOM.

OTKpBITl/Ie OKHa TepMHUHAJIa

IIpn ycTaHOBKE COSIMHEHHSI MOXKHO BBIBECTH Ha 9KPaH OKHO TEPMH-
HaJla, B KOTOPOM C MOMOINBIO KJIABHATYPhI 331aI0TCS UMsI ¥ TIAPOJIb TOJIh-
30Barend. st OTKpBITHSA TEPMHUHAIBHOTO OKHA Iocie Habopa TenedoHHO-
ro HOMepa cepBepa Ballero MpoBalzepa BHIIMOJIHUTE CIEAYIONIHE IeHCT-
BUSL:

1. B nanke Moii KOMIBIOTEp OTKPOWTE OKHO YAAJEHHOIO JOCTY-
na K CeTH.

2. B nanke YpajieHHbIH JOCTYN K CeTH IPaBOil KHOMKOW MBIMIN
IIEIKHUTE COEAMHEHHE, TTApaMeTPBI KOTOPOTro TpeOyeTcs U3MEHUTb.

3. B nosBusmemMcs KorTekcTHOM MeHIO BEIOepuTe KoMaHTy CBoii-
CTBa.

[epefinure Ha BKIanky O6mme u menkauTe KHOKY HacTpoiika.

4. B oTkpsIBIIEMCS HOBOM OKHe Ha BKianke IlapameTpbl BeIOepuTE
napameTp OTKpBIBaTh OKHO TepMHMHAaJa Iociae Ha0opa Homepa u3s
TpynIsl YHpaBiieHHe coelMHeHUueM U JBaxabl Haxkmute kHonky OK B
JIByX OTKPBITBIX Ha 3KpaHe OKHaX, Kak IMoKa3aHo Ha puc.141.

Kaxnplilt pa3 npu UCIOIB30BaHUU 3TOTO COEAWHEHUs! OyNET OTKpHI-
BaThCsl OKHO TepMuHasa. CepBep MoCTaBIIMKa YCIYT OyleT 0XHIaTh BBO-
Jla CBE€ICHUI B ’TOM OKHE.

IIpu yacToM KCIOJIB30BAHUU 3TOTO COETMHEHUS MPOLECC MOAKIIOUE-
HUS MOJKHO aBTOMAaTH3HPOBATh, HCIIONB3Ys (aiinbl crieHapues. B HacTos-
niee BpeMst B OOJIBIIMHCTBE CIy9daeB dTOro JenaTh He TpeOyercs. [octa-
TOYHO yKa3aHUs UMEHU U NapoJjisi B OKHE HACTPOWKH COECOUHEHHUS - MOM-
kmodeHns k Uareprery (puc.142).

JI7151 3TOTO BBINIOJIHUTE MOCIEA0BATEIBHOCTD CIAEAYIOIINX IEUCTBUI:

1. 3BamyctuTe Ha CBOEM KOMIIBIOTEPE MPOrpamMMy 00O3peBaTels
Internet Explorer.

2. B I'maBHom mento CepBuc BbiGepuTe nyHKT CBOiicTBa 0603pe-
BaTeJIsI.
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3. B orkpsiBiemMcst okHe CBoiicTBa 0003peBaTensi BeIOepuTe Co-
euHeHue U nienkHure kHonky Hacrpolika. B HOBOM OKHE ¢ Ha3BaHHEM
Hacrpoiika ycraHOBUTE WM 3aMEHMTE UMs U mapoib B pasaenc Ha-
CTPOJiKa yIaJaeHHOr0 JOCTYIA, U ABaKAHI HienkHuTe kHonKy OK.

4. OOBMHO 3TH HapaMeTpbl 3aJal0TCs MpU pabore Macrepa IMOj-
KIIIOYEHUS.

5. Kuomkoit CBoiicTBa okHa HacTpoiika MOKXHO 3a/1aTh JOTIOJHH-
TENbHBIC TapaMeTPhI coeauHeHus (puc.142).

B Takom ciyuyae nmpu NOIKIIOYEHMM K CEpBEpy MpoBaiifepa Baile
UM ¥ TIapOoJTb OYAYT COOOIIATHCSI aBTOMATHYECKH.

Ooo3peBaTtean UutepHera - Internet
Explorer - 5

O6o3peBarens Internet Explorer - 5 ympomaer, kak Mouck HOBOWH
nadopmanuu B MHTEpHETE, TaKk W MPOCMOTP BHIOpaHHBIX Web - y3I10B.
Berpoennas Texnonorus IntelliSense s5koHOMHT BpeMsi, B3siB Ha ceOsl BbI-
MOJIHEHNE HEKOTOPBIX CTaHIAPTHBIX OIEpalHid, HallpuMep, aBTOMaTH4e-
CKM 3anonHsst nois st Web - anpecoB u GopM IS TOJIb30BATENS, a TaK-
K€ aBTOMATHYECKH OIPEeNisisl COCTOSHHE CETH U COSANHEHHMS:

1. Ilocme Toro, Kak MoJib30BaTelb HA4YHET BBOIUTH Web - anapec B
aJpeCHYI0 CTPOKY, TMOSIBUTCS CIHCOK TOXOXKHX aJpecoB, U3 KOTOPOTO
MOJKHO BBIOpATh HY)KHBIH aJpec, IIEIKHYB [0 HeMy MbIIKoH. Eciou anpec
Web - cTpaHuIsl OkakeTcss HeTOYHBIM, TO Internet Explorer BeImOTHHUT
MOMCK MOIXOSIIEr0 apeca CpeIu MOX0KUX apecoB.

2. Tlomck Web - y3moB BeImoiHsAETCS HaxatneM KHonku Ilomck Ha
MaHEeT MHCTPYMEHTOB. 3aTeM Ha TMaHETHN IOHCKa BBOIUTCS CIOBO WIIH
(pasa, M0 KOTOPEIM U OyAET BHIMOIHEH TOUCK. [locie mosBiIeHus pes3yib-
TATOB TIOWCKA TTOJIb30BATENh MOXKET MPOCMOTPETH OTAeNbHBIe Web - cTpa-
HUIIBI, COXPAHUB TIPU 3TOM CIIHCOK HaWJCHHBIX a/IpEeCOB.

3. Tlonmp3oBaTenb MOMKET BBINOJIHHUTH IOWCK HEMOCPEACTBEHHO M3
aZpecHoi cTpoku. s 3TOro HY)KHO BBECTH HaubOJiee YacTO BCTPEYaro-
IMecs Ha3BaHWsA WM cioBa u Internet Explorer aBroMaTHuecku Haiimer
y3el1, HanboJee COOTBETCTBYIOIIMU MPEAMETY MOHMCKA, a TaKKe BBIBEICT
CIIUCOK MPOYMX MOJIXOJSIIMX Y3JI0B. DTHU Y3JIbI MOXHO IOCIIEOBATEIHHO
MPOCMaTPUBATh, LIEJIKasl 10 UX HA3BAHUIO.

4. Tlepexon Ha mpyrue Web - CTpaHUIIBI aHAJIOTHYCH TIEPEXOIy Ha
MPOCMATPUBAEMYIO CTPaHUITY, UL 3TOTO JaKe HE Hy)XKHa (YHKIHUS ITOWC-
ka. [Ipocro BeiOepute QyHKIHIo [lokazaTh CBSI3aHHBIE CCHLIKH.

5. Internet Explorer MOXeT TOMOYb HOTH30BATEIIO 3AIIOHUTH OIS
mo6b1X popm Ha Web - crpanniiax. HauanuTe BBOOUTH TaHHEIE, U ITOSBUT-
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Csl CIIUCOK aHAJIOTMYHBIX CTPOK, U3 KOTOPOTO MOXKHO BbIOpaTh HY)KHYIO
CTpOKY.

6. MOXHO TOCMOTPETh CIIMCOK HETABHO IPOCMOTPEHHBIX Web -
CTpaHHUII, HA)KaB Ha TTAHEIN HHCTPYMEHTOB KHONKY Kypnai. Kpome toro,
3aIMKCH B KypHAJIC MOXKHO YIIOPSIOYMBATH U MMPOBOAUTH 11O HUM TIOHUCK.

7. Bo Bpems mpocMoTpa MOXKHO CITyIIaTh, Kak OOBIYHBIC, TAK M BE-
IIAMOIIUE TOJBKO Yepe3 MHTepHeT pamuocTaHnuu. MOXKHO BBIOpaTh My-
3BIKATBHBIC WM MTYOJUIIMCTUYCCKUE PATUOCTAHIINY U JOOABHUTH UX B CITH-
cox U3opannoe. Ognako manens Paamo moctymaa B Microsoft Internet
Explorer TOJbKO MPH yCTAaHOBKE MPOTPaMMbl Y HUBEPCAJIbHBINA MPOMI-
priBaTelib.

HeckoJbK0 crioco60B ycKopeHus padoThI
¢ o0o3peBaTesieM

Jnst Obictporo jocrymna K Haubojee vacTo mnocemjaembiM Web -
CTpaHUIAM MOMECTHTE UX spJibkK Ha naHenb Cebuiok. [ ObicTporo
JIOCTyNa K IPOYUM HacTo mnocem@aemMbiM Web - cTpaHunaMm BHECHUTE WX
aznpeca B criucok M36pannoe. Pasmecture N30paHHbIE JIEMEHTHI MO Tam-
KaM M paccOpTHPYHTE UX B HY)KHOM, BEIODaHHOM BaMH HOPSIIIKE.

Bribepure y3m1b1 ¢ HanbosIee MOIXOMIIIMMHI I BaC CHCTEMaMH IIO-
WCKa M TIOMECTHUTE CCHUIKH Ha HUX B yHoOHOe MecTo B crincke U30panHoe
i Ha maHenb CeplIoK. MOoXXHO MCHonbp30BaTh m3bpannsie Web - ctpa-
HHIBI HA IPYTOM KOMIIBIOTEPE WM B APYroM obo3peBarene. MOXHO gaxe
UMIopTHpoBaTh 3akiaigkuy M30paHHoro u3 mporpammel Netscape
Navigator 1 HEKOTOPBIX JPYTHX IIPOTPaMM.

JIyiss OBICTPOrO M JIETKOTO JOCTYyMa K CPEeICTBAM IOWCKA M H30paH-
HbIM Web - y371aM MOYKHO BOCIOJIB30BAThCS CPENICTBOM IIPOCMOTPA, KOTO-
poe Ha3bIBaeTcs MaHenblo obo3pesarens. [Ipu oroOpaxkeHnn naHean 06o-
3peBarelisi TEKyIlee OKHO JISUTCS Ha JiBe 4acTH. JIeBas 4acTh mpejcras-
nsiet coboii manenb 0003peBaTens - B Hel 0ToOpakaroTcsl U30paHHbIE Mar-
KH, CPEACTBa MOWCKA, CCHUIKM WM KaHaibl. B mpaBoil 4acTw OKHa OTO-
OpakaeTcsi colepKuMoe TeKymlero karamora wi Web - crpanunsl. Ilo
IIETYKY Ha CCHUIKE Ha JIEBOM IaHean 0003peBaTelsl B MPaBOH YacTH OKHA
oToOpakaeTcs CONEPKMUMOE COOTBETCTBYIOIIETO pecypca. DTOT crmocod
MOXHO HCIIOJIb30BaTh, HANPHUMED, IJIsI MPOCMOTpPA B NMPAaBOW YacTH OKHA
pEe3yNbTaTOB IOWCKA, IJISI BBIICJICHHOW ClIeBa CCBUIKM, B TO BpEMS, Kak
CPEe/ICTBO TOMCKa (TIOMCKOBBIA CepBEp) W HaM/ICHHBIE CCBUIKH OCTAIOTCS
JOCTYIIHBIMU B €TO JeBoM yactu. B 6OJ'H)IHI/IHCTBC OKOH pa3JIMYHbIX MNpH-
JIO)KEHHH JIOCTYITHBI CIIEYIOIIUE MaHEeNIn 0003peBaTes:

1. Ilomck - MpEACTaBJIAOIIasl HCKOTOPLIC IMOMYJIAPHBIC CPCACTBA
IIOUCKa B I/IHTCpHCTC. MoxHO BbI6paTL CpCACTBO NMOUCKA WJIM BOCIIOJIB30-
BAThCA yCIyTraMu TCKYHICTO NOCTAaBIIUKA.
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2. M30paHHOe - oTOOpaXkaromas AJIEMEHTHI, YKa3aHHbIC ITOJIb30Ba-
TeJeM B KadecTBe M30paHHBIX (paiiIoB, mamnok, kaHainoB u Web - y3JIoB.

3. KypHana - coxmepkainas CHOHCOK MocelieHHbIX Web - y31oB u
(aitnoB, CrpyIIUPOBAHHBIX 110 JTHAM M HEACIISIM.

4. Kanajabl - oToOpaxarolasi maHejIb KaHaJOB, KOTOPask COACPKUT
cceutkn Ha Web - y3en nocraBmika. Kanan npeacrasinsier co0oi ocoObIi
cnocob momydeHusi conepxumoro MurepHera. Bel MoxkeTe moamucaTbes
Ha KOHKpETHBIC MHTEPECYIOIIMe Bac KaHajbl - MMOCTaBIIMK KaHaja pery-
JSIPHO OOHOBJISCT COICPIKUMOE M JOCTABIISACT €ro Ha Balll KOMITBIOTEP.

5. Bce mankm - otoOpaxaromas UepapXHI0 NOCTYIHBIX IHCKOBO-
JIOB H TIalIOK B BUJIE JiepeBa. DTa MmaHenb 0003peBaTes JOCTYITHA TOJIBKO B
nporpamme IIpoBoanux Windows.

Ilepememienne no UuTepHeTy

[MpocmarpuBath Web - cTpaHHibl WK "TYJATh MO CETH" MOXHO He-
CKONbKMMU criocobamiu. JItoOyro Web - cTpaHuIly MOXKHO OTKpPBITh, BBEIS
ee aJpec B CTPOKY azpeca obo3pesarens Web. Bo Bpems npocmorpa Web
- CTpaHUIBI MOKHO IepeMecTuThesl o VHTepHeTy, BBIOpaB CCBUIKY, T.€.
MOJYEPKHYTHIN TEKCT WM CHEIMATIbHBI PUCYHOK, IOCIE MIEITYKa M0 KO-
TOpoMy 0003peBaTelb BBIIOJHIET Iepexo Ha Apyryio Web - cTpaHuiy.
Korga ykazaTenp MbIIIM NONAAAET HA CCBUIKY, OH MPUHUMAET BUI "pyKu".
ITo menuKy Ha Takoil CChIJIKE HAa SKpaHE KOMIIBIOTEPA MOSIBISAETCS Apyras
Web - cTpanua.

C nomomplo KHOMOK Ha IlaHenM MHCTPYMEHTOB MOYKHO II€peMe-
matbes o Web - cTpaHuIiaM, NMpOM3BOAMTH MOMCK WM OOHOBJATH CO-
nepxumoe Web - crpanun. Bup [laHenn HHCTPYMEHTOB NpOrpaMMBI
Internet Explorer noka3an Ha puc.143.

2 Nlo6po noxanosare B Internet - Miciosoft Internet Explorer M= E
Fahn  [psexs Bua  Mepsson  Waparkos  Crpaeka R

= = (%] ol 2] @ @ " B

Heses T Bresen T Octanoswre Ofheswrs  Oomod NMower  MaGpanroe  Hyprian  Karansl Bogeoe  [Mowia

AnpacHan

Urpw:a—{ fapee [€] hitp./ hame. microsoft com/int/ =

Puc.143. ITanens uactpymentoB Internet Explorer
npu pazpemmennn skpana 600 x 800.

B crnenyromieit tabmuue omnucaHsl KHONKK IlaHenn WHCTpYMEHTOB
Internet Explorer u ux ucnonbp3oBaHue Juisd nepemMenienus no MarepHery,
a o0muit skpana Internet Explorer nan Ha puc.144.

KHnonka Onucanue
Hazan Bo3sspar Ha npegpraymyto Web - ctpanmuy.
Brnepen [epememnienune Ha cnenyronryro Web - crpaHuiry.
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OCTaHOBUTH OcraHoBka 3arpy3ku Web - CTpaHHIIBI.

OOHOBUTH O6HoBneHue Tekynei Web - cTpaHHuIbL.
Jomoit [Iepexo1 HA OCHOBHYIO CTpaHHUILY.
Monck Otkpoitne Web - cTpaHHUIIBI CO CPEACTBAMU - CEpBEPaMH MO-

HCKa.

W36panHoe Otobpaxenue cnrcka n3dpanaeix Web - crpanuir.
Kypuan OtobpakeHne HeJaBHO IIPOCMOTPEHHBIX CTPaHHMII.
Kananst OT0o0pakeHHe CIIMCKa KaHAJIOB.

Brikimouenue cTanapTHOM NaHEIU U CKPBITUE alpeCHOMN

Bo Bech
sxpan CTPOKH, TI03BOJISOILEE OTOOPA3UTh Ha IKpaHE OOJIBIIYIO
yacte Web - cTpaHuUIBL
[oura 3amyck mporpammel Outlook Express.
[euats IMeyats Web - cTpaHuIpl.
% ca— 3amyck mporpammel Front Page Express st u3smeHeHus1, pe-

nakTupoBaHus Web - cTpaHHITBL

2 Sergey B Dibwrvcherko - Microzoll Inbenet Esploves

| ®sn [lpses B Hatpweos Coms Crpases | |fapec 8] CADOCUMENRT \Man Page\som ka\Dubevachenio hin
deHmae + =+ - @) (1] Y| DNecs [ajistorenn (FXenan | e e Jb Y - (2]

Russian page

Sergey B. Dubovichenko

Institute of Physics and Technology

Kazakh State National University

Almaty, Kazakhstan

E-mail: dubovi@host.kz
sergi@mail. kz
dubovichenko@mail.kz
dubovichenko@mail.ru

dubovichenko@mail.com

|87 P e _main i & e scikz L]

BAnvee| |59 & W A gl M [E]Sweer B Dudoche. | SICETHHMHTERHET - | EEE @D en
Puc.144. Okno o6o3peatens Internet Explorer.

Oro0paskenue naHeseii odo3peBaTens
HNHuTtepHera

Jis oToOpaXeHUsT Ha SKpaHe KOMITbIOTepa HYXKHOH MaHeI HHCTPY-
MEHTOB IPOTPaMMBI 0003peBaTeIIsl BEIIOJHUTE MTOCIEI0BATEIBHOCTD CIIe-
JIYIOIIMX ACUCTBUMN:
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Puc.145. [lanenu 0603peBarterns B mporpaMMe
IIpoBogHUK.

1. OTkpo¥iTe OKHO KaKoH - JM00 MporpaMMBbl, B KOTOPOM TpedyeTcst
UCIIONIb30BaTh HEKOTOpHIE MaHean 0003peBaTess, HaupuMep, 3alyCcTHTEe
nporpammy [IpoBogHUK.

2. Beibepure B Mento ['maBHoM Bma stoit mporpammer myskT Ila-
HeJIM MHCTPYMEHTOB ¥ IICIKHUTE Ha3BaHHE MaHenn obospeBatens VH-
TepHEeTa, KOTOpYyIo TpedyeTcss 0TOOpa3uTh Ha DKpaHe.

3. Wnum mienkHUTE TMpaBOi KHOMKOM MbImH Ha [laHemn wHCTpyMeH-
TOB 3aIyICHHON NMPOTPaMMBbI U B MOSIBUBLIEMCS Ha 3kpaHe KoHTeKCTHOM
MEHIO BBIOEPHTE HY)KHYIO MTaHEeIb 0003peBaTelIsl.

4. BriOpanHas maHenb OTOOPa3HMTCsI Ha JKpaHE KOMIIbIOTEpa, T
KpoMe OCHOBHOH [laHenu HMHCTpYMEHTOB BKIIOYEHBI JIOMOJHHUTENIbHbBIE
na”enu obo3peBarens Anpec, Cesuiku u Paano (puc.145).

Kpome Toro, mporpamma obo3peBarens Internet Explorer mo3somser
BBITIONHATG Psil (pyHKUMH, MOCTYNMHBIX HemocpeacTBeHHO ¢ Pabouero
cToJia cucremsl Windows:

1. BosmoxHocTh moucka B Web u3 1000ro Mecta Ha KOMITBIOTEpE €

nomotbio kHonku Ilyek Ha [Tanenn 3amay, kak mokasano Ha puc.146.
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Internet Explorer epmormeter pag $yHELRGT gocTyrrenat ¢ Pa-
fouero crona Windows:

= 1. Bomoamocts nomcka B Web 1n jmoboro mecta mHa

5 KOMIIbIOTepe ¢ noMombio kot [lyek na Ilaneint sagau.
2 Tlokaz kamanor Web - vanor wa Pafiouem cTose crcTeMel

Windows.
3. Mo®HO BREITOMHATE MOAMHCKY Ha m3bpaHHiie Web - yamer,
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Puc.147. HexoTopsle 31eMeHTHI 0(OPMIIEHHS SKpaHa.
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2. llocne menuka no myHKTy ['nmaBHOro menro Haiitu B pasnmene B
HHTepHeTe 3aITycKaeTcs MaHelb MMOMCKa, B KOTOPOH MOXKHO BBIOPATh IO-
HCKOBBIH cepBep, MapaMeTphl TOUCKA U 3a/1aTh KJIFOYEBBIC CJIOBA IIOMCKA.

3. Tloka3 kanagoB Web - y3m0B Ha PaboueM CTOJIe CHCTEMBI
Windows (puc.147).

4. Bo03MOXHOCTb BBINIOJHATH MOANUCKY Ha n30paHHble Web - y3Ibl,
KOTOpasi O3BOJISIET PETYJSIPHO OOHOBIIATH COJEPKUMOE TAKUX Y3JIOB Ha
BallleM KOMIIBIOTEPE MO NPEABAPUTEIBHO 33JaHHOMY PACIIUCAHUIO.

5. HactpauBaemas Ilanens ccpuiok u Ilanens 3agad, BOZMOXXHOCTh
mokaza AnpecHoil cpoku mpsmo Ha [lamenmwm 3amad, KoTopas HO3BOJSET
HETIOCPEICTBEHHO paboTaTh B MIHTEepHETE, KaK IMoKa3aHo Ha puc.147.
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HUHTEP®ENC PABOYEI'O CTOJIA

VYcraHoBka HOBOro MHTepdeiica Pagouero crona Bo3MOXHa, €CIH
BBl paboTaere ¢ obo3peBareneM Internet Explorer - 5 B omepamuoHHBIX
cucreMax Windows - 95 win Windows NT - 4.0. HoBslii untepgeiic Pa-
0overo cToJia SBISIETCSI COCTABHOM 4YacThio OoJiee MO3IHUX BEPCHH Olle-
parmoHHbIX cucteM Windows 98/2000/Me.

HoBelii unTepdeiic MOXHO BKIIOUMTH B oOo3peBarene Internet
Explorer - 5. Eciin BBl BHOCIIEICTBUN PEIINTE, YTO 3TO CPEICTBO BaM HE
HYXXHO, yJajUTe ero c KommbioTepa (Tosnpko it Windows - 95 m
Windows NT - 4.0).

Js BrmrodeHus uHTep(eiica aktuBHOro PaGodero crosia Active
Desktop BbInosiHUTE IEHCTBUS:

1. Ienxaute Ha PaGoyem cToJse npaBoil KHOIKON MBI U YKaXKH-
Te B KoHTeKkCcTHOM MeHIo MyHKT PaGounii crour Active Desktop.

2. B HOBOM MeHIO yOemuTech B TOM, 4TO ycTaHOBIeH (iaxkok Ilo-
Ka3bIBaThb, Kak Web - cTpanuny.

3. Ecmu ¢naxok HE YCTaHOBIEH MLIEIKHUTE MBIIIKOW IO 3TOMY
nyHKTY (puc.148).

4. Ecmu Bo3moxeH BeIOOp Web - ctuns st PaGoyero crona, mH-
tepdeiic Padouero crosa Active Desktop yxe ycTaHOBIIEGH 1 BKJIIOYEH.

5. IlpuBenem m Apyroil cmoco0 BKITIOYCHHS WM BBIKIIIOYCHUS HH-
tepgeiica PaGouero crosa Active Desktop: naxmure kHonky Ilyck,
ykaxute myHKT Hactpoiika, a 3arem Padoumii cton Active Desktop u
BeiOepute [loka3piBaTh, Kak Web - cTrpanumy.

IIpocmorp MHTEpHETA ¢ NOMOLIBIO HOBEHILINX
TeXHOJIOTHii

Hcnonb3ys nepenoBbie TeXHOIOrMM MHTEpHETA, BKIIIOYAsk IPOCMOTP
MaTepualioB MyJbTUMEIUA, MOJHYIO TOJAEPKKY dJIeMeHTOB ActiveX u
JIPYTHX UHTEPAKTUBHBIX CPEACTB MOYKHO:

1. Beoauth agpeca UHTepHeTa - nocTyn B MHTEpHET BO3MOKEH
u3 Jr00oro auanorooro okna Windows 98 u naxxe u3 manenu 3amad. s
3TOT0 HYXHO IIPOCTO BBECTH azipec IIHTEpHETa B aAPECHYIO CTPOKY.

2. Pasmemartb Web - cTpaHHIIBI Ha aKTHBHOM paoyeM cToJIe -
pabounii cTo MOXHO HACTPOWUTH TaKHM 00pa3oM, YTOOBI B KauecTBe (o-
HOBOTO PHCYHKa HcIojib30Bajack Web - cTpaHuma wim Jitoboil npyroi
JIOKyMeHT, mii 31eMeHT MaTepueta B popmare HTML.

3. Bosmoxna [oanucka na uzépannbie Web - y3isI - moamnucka
Ha n30panHbiii Web - y3en paer BO3MOKHOCTh HacTpouTh B Windows 98
NpOLEAYpY PEryJIsipHON aBTOMaTHYECKOW MpOBEpKH cojepkanust Web -
y3J1a ¥ BBIIa4M OIOBEIICHHS B CiIydae ero ooHoBieHus. Kpome Toro, moa-
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nrcka Ha Web - cTpaHHUIIBI JaeT BO3MOKHOCTh aBTOMAaTHYECKH 3arpyskaTh
BbIOpaHHBIC CTPAHUIIBI HA CBOI KOMITBIOTEP.

| S VAL Jwl O M| £ [ = LS R

Puc.148. IIpencrasnenue Pabouero crona,
kak Web - crpanuusbl.

4. Tlony4aTs mocieanue cegeHusi ¢ Web - crpanun ¢ momo-
IIbI0 KAHAJIOB - HCIIOB30BaHNE KaHAJIOB IA€T BO3MOXKHOCTh IIPOCMATpH-
BaTh MaTepHaibl BEAYIIHX MHPOBBIX MOCTABIIMKOB HH(pOpMALHHK B chepe
pasBieueHuii u aenoBoil uHpopmanuu. Kanamom seusercs Web - y3en,
TOCTABJISIIOIINN JaHHbIE U3 IHTepHETa Ha KOMIIBIOTED.

5. DKOHOMMTBL BpeMeHsl M JeHbIH C INOMOUIBI) NPOCMOTPA
CTPaHUI B aBTOHOMHOM peXHMe - OJHUM IIEITYKOM MOXHO 3arpy3uTh
Tekylyro Web - cTpaHHUIly Ha Balll KOMIBIOTEP U OTKIHOUYHThCS OT MHTEp-
HeTa. 3arpyKeHHbIH JOKYMEHT MOXHO MPOCMOTPETh Cpa3y WM MO3KE B
Tr000e BpeMs, YTO TO3BOJISIET COKPATHTh PACXOJbI, CBSI3aHHBIE ¢ paboTOil
B MIHTEepHeTEe W MEHBIIIC BpEMEHH 3aHUMATh TEIe(OHHYIO JINHUIO.

Wnorna nyxnast Web - ctpannma He oTKpbIBaeTcs. B aTom ciryuae B
JHAJIOTOBOM OKHe WM Ha Web - cTpaHMIe BBIBOOMTCS cooOuieHHe 00
omubke. Hanpumep, moxer Bo3HukHyTh ommndka "HTTP/1.0 404 Object
Not Found", o3nauaromias, uro ykasanHas Web - cTpaHuiia ckopee BCero B
HHTepHeTe He cylIecTBYeT U OblIa yaaneHa.

268



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

YacTo €AVHCTBEHHON allbTEPHATUBOM SIBISIETCSI MOIBITKA OTKPBITH
3Ty CTPaHHUILy MO3KE, HO BOBMOXKHBI M HEKOTOPBIE IPYTHE PEIICHHS:

1. O6HoBuTe CTpaHUIly HaxarueM KHONKH OOHOBHTH HA MAHEIH
MHCTPYMEHTOB 0003peBaTels.

2. Haxwure knonky Ha3zan manenu HHCTPYMEHTOB JJIsi BO3Bpara K
MpeABIIyIIeH CTPaHUIlE, a 3aTeM CHOBAa BBIOEPHUTE CCBHUIKY Ha HY>KHYIO
CTpaHUILy.

3. Ecmu BBenen aapec Web - y3na B AIpecHO# CTpOKe, TIPOBEPHTE
€ro Ha HaJM4Ke OMMOOK mim HabepuTe ero cHoBa M HaxkmuTe Enter.

4. Tloakmoudrech K JApyromy y3iny WHTepHETa WM HECKOJIBKUM
pasnuuHbIM y31aM. Ecnu coeanHeHue ¢ IpyruM y3ia0M MPOULIO yCHEINIHO,
To HyXHass Web - cTpanuma ckopee Bcero B VMIHTepHETEe HE CYIIECTBYET
WJIM HAXOJIUTCSI B aBApUITHOM COCTOSIHUH, WJIH ObUIa y/aleHa aBTOPaMH.

Ecnu He ymaeTcs NOAKIIOUNTHCS HU K ofHOMY Web - y3iy, Herona-
Ka 3aKII0YaeTcs B COeJUHEHWH ¢ MHTepHeTOM, HENmpaBHIBHOW padboTe
MoJIeMa WJIH B HEBEpHOH paboTe camoif mporpammsl obo3peBaTens MaTep-
Heta Internet Explorer. Hy>xHO yOeauTbcsi B TOM, YTO COEAMHEHHE C IIO-
CTaBIIMKOM yciayr MHTepHeTa yCTaHOBJIEHO, a IIporpaMmma 0003peBaTels U
MoJieM paboTaroT HOpMaJIbHO. B yacTHOCTH, 11l POBEPKH pabOThI MOJie-
Ma HeoOxoaumo 3aryctuTh cnfylthnysq TexHuueckuii Tecr.

HMcnoap3oBanne AKTHBHOIO
Padouero croJa

C momompio pexxnMa akTUBHOro PaGouero crojia MoXXHO OTOOpa-
3uTh Ha PaGouem crtojie moOyio Web - crpanumity, He oTkpwiBas Web -
NpwIoKeHus: - obo3peBatenst MHTepHeTa. MOXKHO MPOCMATpUBaTh OJWH
WA HECKOJIBbKO n30paHHBIX Web - y31moB mwin qaxe nobasnare B aTEpHET
Web - crpanuiisl, co3maHHBIE caMocTOsTeThHO. Kpome Toro, mocerus
Active Desktop Gallery ra Web - y3nme xopmopanuu Microsoft MoxxHO
no6aBuTh Ha Paboumii c¢T0J MOTOKOBOE cojaepkumoe, Takoe kak MSN
Investor Ticker u crpanuns! cepsepa Murepaera MSNBC Weather.

B nro6oM ciydae, HE3aBUCHMO OT HCIIOJB3YEMOI0 CTHIIS O(opmIe-
Hus Padouero crosa, aktuBHbI PaGoumii cTos nemaer pabodee MecTo
ropasgo Oojiee QYHKIMOHAILHBIM M MHOTOIIEIEBHIM, MTO3BOJISIONIAM HC-
MI0JIb30BaTh MHOTHE JIOMIOJHUTEIBHBIE BOZMOXXHOCTH CHcTeMbl. Ha akTuB-
HOM PaboueMm cToJie - SKpaHe KOMITBIOTEpPa MOXKHO OTOOPA3UTh CIEAYIO-
e MaTepPHAIIBL:

1. TloTokoBeIe, T.e. OOHOBISIEMBIC IO PACIHCAHHUIO CBEICHHS, Ta-
KHe, KaK COOOIIEHHs O MOTrojie, OMpIKEeBBIE CBOJIKH, Pe3yJIbTAThl CIIOPTHB-
HBIX COCTSI3aHMI UM COCTOSIHHUE CEpBEpa Balllero nmposaiiaepa.
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2. Crpannmy BHYTPEHHEH HWHTpPAceTH OpPraHHM3alWH, K KOTOPOH
MOAKJIIOYEH Balll KOMITBIOTEP.

3. JlroOo¥ mokyMeHT komiuiekca nporpamm Microsoft Office ¢ ak-
TUBHBIMU CCBIJIKAMU.

4. OO6uwii PaGoumii cTos1, HCNIOIB3yeMblli HECKOJIBKUMU KOMITHIO-
TepaMH, JIaKe €CIIM OHH PACIIOJIOKEHBI B JIOKaJIbHOW ceTH wim MHTepHeTe.

5. CpencrBo noucka B Web, Brmoyaemoe kHonkoii Iyck na [lane-
71 33124 npu BeIOope nyHkTa HaiiTn.

B xommnext nocraBku Windows 98 BXOIUT HECKOJIBKO JJIEMEHTOB,
KOTOPBIE MOKHO Pa3MeCTHTh Ha akTUBHOM PaGodem crosie. Hampumep,
no0aBuB Ha akTHBHGBIN PaGoumii cros Ilanens kaHamoB, MOXHO OBICTPO
MOJYYUTh JOCTYNI K coaepkuMomy Web, mOCTaBIsieMOMY HEKOTOPBIMU
cepBepaMy 10 M30paHHBIM KaHaAIaM - agpecaM B MiHTepHeTe.

OonoBJieHue cogepxxkumMoro Web Ha akTUBHOM
PabGouem cTos1e M manke

Jlns oOHoBjieHuss PaGodero crojia mocieaoBaTebHO BBITOJHUATE
cienyroue 1eHCTBUs:

1. IllenkuuTe MpaBoi KHOMKOW MBI ITyCTOE MecTO Ha PaGouem
crose Windows. Ha skpane kommbroTepa oTkpoercss KoHTekcTHOE MEHTO.

2. Bpribepure Mbimkoi komanay PaGouuii cron Active Desktop u
B HOBOM, OTKPBIBILIEMCSI HA 3KpaHe MEHI0 — MoaMeHI0 KoHTekcTHOro me-
HIO IIEIKHUTE MYHKT OOHOBHUTB.

TouHO Tak ke, kak Ha PaGodem cTose, Web - cTpaHUIly MOXKHO OTO-
Opas3uTh U B OTJIEIFHOM OKHE, HallpuMep, B OKHE ITporpaMmbl [IpoBogHHK.
[pn Hammuamn noxamuckn Ha Web - cTpaHHUIy ee COmep>KMMOE MOXKET pe-
TYJISIPHO, aBTOMAaTHYECKH OOHOBIISTHCS B BEIOPAaHHOM OKHE.

Ecnu B kauectBe ona okHa BeIOpaH pucyHok MHTepHeTa nnn Web -
CTpaHMIIa, OKHO JOJDKHO oToOpaxkarbes, kak Web - crpammma. To ects,
IUIA 0TOOpakeHHsI (POHOBOTO PHCYHKa HEOOXOOMMO HCIOIB30BATH CTHIIb
Web u BbiOpaTh B [ 1aBHOM MeHIO porpamMel, Harpumep, B [IpoBoHuKe
Windows B paznene ['maBaoro mento Bun xomanny Kak Web - cTpanu-
114, KaK MoKa3aHo HIbKe Ha puc.149.

JloGaBJieHHe 3JIEMEHTA AKTHBHOTO
Padouero croJsa

JI1st co3maHust HOBOTO 3JieMeHTa Ha Pado4yem cToJie BBITIOTHUTE Clie-
ITYFOIITUE ICHCTBUS:

270



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

F ] [ | 3 | Ll ) =2 .
paame Fonpoesm  Bcrasime | Omaeeme | Usamm  Coodcres B
.
[ s i =|
[/ Fapescromns | oa [ Fowmpl T I =]
o idy Narwa & padings 501,96 417
Chih M & it 3013 5 1040
os_6 (C:) L Barica Narwa < padingrs 02097 8
- Ca Dt M & dadinmet V0857 1000
C1 Document Narwa ¢ Guiinaas @naren
b anenst ann ApotRaTRe Cl0es Narmac gafinaea £ REE FH ]
i, CForan Marwa ¢ dinsas 0001154
Ll Gier Narwa & guafineat 50 5 42
it Marwa ¢ dinsas 020097 241
L Gt Narwa & duafineat s
Canese Marwa & G W16 171
1 Progeam Fies Marwa ¢ gainma 170047 73
I Rcycled Nawa & dainsesi 150297 1041
Ll Samaung MNarwa ¢ gafinms LELETRTREY
s Narac osnms 012361702 —
L windeaws. 000 Marwa ¢ pafings (R0800 1755
) Mo omromres Hicss gcngpaemiied 2105985
ol TEE Mawemas paanM5D0S 291286 1853
a7y TER  Namesrean guon MSDOS 0000 57 1545
Slasi WEKE Mpmomerss 01095130
] A by 1ER  ®aha 106" iz m s
B iutenec KB Maservas oainMSD05 000 2022
] Ao g 1B Pahs R 1TOE00143%
Eloes VK Masemes dsan MSO05 06097 1255
] Beoxtiog prv Z2EE Paha TRV CEmE eI
o Windarani grrins oot ] Beotiog TG Texcroeediasopens (LS00 148
[_J"M" - ] Ceprtll itn KR TahwREF 0B 168
[T, 5] Canke. s MK Ciacrerrns Sai HO3HA0
[i— ;II'HNNIH HIKE  Npusomerss MS-005 1505 %8 20m
Het Senics 8] Cenbg.ve VEE  Ciacrerras sai OO 108
%] Country. sy NEE  Cucrensust pain 1505 98 200
#| Dbiipace b BHE FaanBIN' 15,0558 20:01
] Dbipace TEE Padimmacrpoien 40401 15T
o] [y v THE  deana 1 LN RS =
| £l I;l_I
Orofpamams 3nehasm & ped-oae
Anee| D@ W AS Dl W) i | Gn [ 060 - Mo 6 () I=:':- LRS- T

=
[EI T -

Puc.149. IIposognuk Kak Web - crpanuna.

na Active Deskiog

HAnscx] | @8 W AS 1 O || mrwoich Weed Wedwi - |

Puc.150. Co3manue HoBoro siemenra Padouero

CcToJia.
271




Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

1. IenkauTe MpaBO¥ KHOIKOM IMycToe MecTo Ha PaGouem crose u
BbIOCpHTE B OTKpBIBIIEMCS Ha dKpaHe KOHTEKCTHOM MEHIO KOMaHIy
CaoiicTBa. OTKpOETCSI HOBOE ANAIOTOBOE OKHO CBOMCTB 3KpaHa.

2. Ilepeiinure Ha Bkiaanky WHTepHeT u yOeauTech B TOM, uTO (ia-
koK OroOpaxath Active Desktop, kak crpannuny Web ycraHoBiieH.
Haxxmute kxHomky Co3naTh OTKpBITOTO Ha dKpane okHa CpoiicTBa: Ha-
CTpOiKa.

3. Ecmu tpebyetcst m106aBUTh MOTOKOBEIA 31eMeHT Padouero cro-
JIa, HapuMep, CTPOKY HOBOCTEH MM OMPKEBYIO CBOAKY, HAXXMUTE KHOI-
Ky [a, aTo6sl mocetuts Web - y3en Active Desktop Gallery xopmoparmu
Microsoft a5t BEIOOpa HEOOXOAMMBIX CBEICHUM.

4. B npoTHBHOM CIly4ae, €ClIU Bl XOTUTE CAMOCTOSITEIBHO BEIOpATh
conepxumoe Padoyero croia menkHuTe MbImkoi kHonky Her.

5. Ha sxpane otkpoercs auanoroBoe okHo HoBblii 3jemenT Pago-
yero croja Active Desktop.

6. Baemure pacmonoxeHne 3JIeMeHTa B mmojie MecTo Wi HaXMHTE
KHOITIKY O030p U1l IOMCKa HYXKHOTO 3JIEMEHTa, a 3aT€M JIBAXK/bI ILEIIKHH-
Te MbIIIKOH KHONKY OK B IBYX OTKPBITBIX Ha SKPAaHE OKHAX.

7. BoiOpanHBIIl BamMu aneMeHT Oyzaer nobamineH u3 MHTepHera,
BAaIllETO KOMITBIOTEPA HIIM JIOKAJIbHOM CETh OpraHW3allid Ha aKTUBHBINA
Padounii cros cucremsr Windows, kak npusezicHO Ha puc.150.

8. Tlpu OOHOBIECHUM 3TOTO UIEMEHTAa B MECTE €T0 PaCIOJI0KEHHS,
n3obpaxeHue Ha PaGouem croJie Tak jxe OyJeT MEHSTHCS.

Ipocmorp UnTEepHeTA U3
JII00ro MecTa

Tenepr PaGoumii cros wuHTerpupoBaH B IHTepHET, TO €cCTb,
PaGoumii c¢T0o1 M ero mamky BBITJLIAAT M JACUCTBYIOT Tak K€, Kak IpH
pabore B MuTeprere. Conep>kuMoe KOMITBIOTEPAa MOKHO PaccMaTpHBATh,
kak Web - copepximoe, a BbIxo/1 B IHTEpHET BO3MOXKEH M3 JIF000Tr0 MecTa
Ha KoMmmbioTepe: kHonka Ilepexox u mamka M30paHHOe DOCTYNHBI OTO-
Bcroay. Kpome toro, Ha PaGoumii cToJ, B manku u Ha [lanens 3ama4y Mox-
HO Oyner mo6aBnsaTh AKTHBHOE cofepkumoe. [Ipekae yeM mpHucTymnarh K
paboTe, moJymManTe, Kak Bbl COOMpaeTeCh UCIIOIB30BaTh CBOH KOMITBIOTED,
M KaK BBl XOTHUTE npocMarpuBaTh VHTepHeT B cucteme Windows:

1. XotuTe U BB IPOCMATPHUBATH CONCPKUMOE KOMITBIOTEPa TOYHO
Tak ke, kak 1 Web - conepxumoe VHTEpHETOBCKHMX CTpaHUI], TO €CTb,
WCTIONB3Ysl OJUHOYHBIC IMIETYKH CCHUIOK (3HAYKOB - SIPJIBIKOB HA 3KpaHe),
Mepexo/1 BIepe U Ha3a 1o CTpaHuIaM (Tankam) U TaK jJajee.

2. XotuTe 1M BBl OTOOPAKaTh CBEIACHUS O CONCPKUMOM KOMITbIO-
Tepa B Buge Web - cTpanuil B mankax.

3aTeM, B COOTBCTCTBHHU CO CACIIaHHBIM BI)I60pOM, BBITTOJTHUTE HEO00-
XOAUMBIC YCTAHOBKHU U MOKETC IPUCTYNIATh K pa60Te B I/IHTepHCTe.
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IIOUCK B UHTEPHETE

B HHTepHeTe MOXHO MCKaTh JIF0OYI0 HMH(DOPMAIIHIO, KOTOpas Mpe/-
CTaBJIcHAa B HEM Ha pa3nn4yHbiXx Web - y31max. B 4acTHOCTH, MOKHO HCKaTh
KOMITBIOTEPBI, NOAKIIOUEHHbIEe K VIHTepHeTY, Jto/ieil 1o ux GpaMuiiinm, eciu
oHM B VIHTEepHETE 3aperucTpUpPOBaHbl U UMEIOT CBOU MEPCOHAIbHBIE CTpa-
HUYKH, TIPOU3BOIBHYIO HH(GOPMAIIUIO, HATIPUMED, HATHMYHE TEX WM WHBIX
MPOrpaMM JJisl UCIIOJIb30BaHUsI HA CBOEM KOMITBIOTEPE U T.[.

Ilouck HyxkHOH HH(pOpMaLLUK
B UHTEpHeTE

[Iporenypa moucka HyXHBIX (ailJIoB WIH CBEACHHWH OYEHb IpOCTa
HE33aBUCHUMO OT TOTO, HaXOAATCS JIM OHHM Ha JAHHOM KOMIIBIOTEpE, B JIO-
KaJlbHOW ceTu opranu3auuu uiu B MHTepHere. Temepp kpome moucka
HYXHBIX (hailJIOB Ha JJAHHOM KOMIIBIOTEpPE WJIM Ha JIPYTUX KOMIIBIOTEpax
YCOBEPLIEHCTBOBAHHOE CPEACTBO IIOUCKA MTO3BOJIAET UCKATh HYXHbIE CBE-
nenust B UaTepHere.

OxHO cpexnctB moucka umH(opmanuu B MHTepHeTe mpencTaBieHO
Huxe Ha puc.151.
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Puc.151. OxHO HOMCKOBOM CHCTEMBI
B NHTepHeTE.
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N3 meno Iyeck komannoid HaWTH MOXKHO 3allyCTUTh IIPOIpaMMy
0003peBatens U MeperTH MPsSMO Ha CTPAHMIYy OBICTPOTO MOUCKA, KOTOpast
CBSDKET Bac C BBIOpaHHOI BaMM CIy)KOOH IMOWCKa WM C MHOXXECTBOM
CIpaBOYHBIX y310B. Kpome Toro, 1 nmoucka yoneit B IHTepHETE MOKHO
UCIIOJIb30BaTh PA3JIMYHbIE CIIYKOBI KaTaJIOTOB.

Cpeacrea noucka uHpopmanun
B UHTepHeT

Hckate u npocmarpuBate Web - cTpaHHIBI MOXKHO B OJHOM U TOM
e okHe. IIpu orobpakennn nanenn obo3pearens Ilouck okHO aenuTCs
Ha /B¢ 4acTH. B seBoii yacTu oToOpa)kaeTcst TEKyIee CPeACTBO MONCKA U
pe3yNbTaThl MIOKCKa, K KOTOPBIM MOXKHO HEMEUIeHHO mnepeitu. Ilo memy-
Ky Ha CCBUIKE B JIEBOW YacTH OKHA COOTBETCTBYIOIIAsl CTpaHHLA OTOOpa-
aeTcs B ero mnpasoil yactd. I1oCKONBKY cpeicTBa MOWCKA HOCTOSHHO
0TOOpaxaroTcs B JICBOI 4acTH OKHa, /Ul BO3OOHOBJIEHUS IIOUCKA KHOIIKY
Ha3sapg Ha)xuMaTh HE HYXKHO.

CyniecTByeT HECKOJIIBKO CIIOCOOOB MOMCKAa MH(OpMALUK H JIOJEH B
WnTepnere:

1. YToOBI MOMYYUTH TOCTYM K CHCTEMaM IMOMCKA, HAKMHUTE KHOIIKY
Iouck Ha maHenan MHCTPYMEHTOB obo3peBareis. Beenure B none Iouck
CIIOBO WK (pazy.

2. B agpecHyro cTpoky BBegute koMaHisl go, find unu ? u nanee,
yepes mpoben - ciaoBo mwiu ¢pasy. Internet Explorer HauneT mouck ¢ uc-
MOJIb30BaHKEM 3apaHee ONpe/IeIEHHON CHCTEMBI MM HECKOJIBKUX CHUCTEM
MIOUCKaA.

3. Tlocne mepexoma Ha Web - cTpaHuIily, MOYKHO HaWTH Ha HEW OII-
penesieHHBI TeKCT, BhIOpaB B MeHio IIpaBka mynkr Hailitm Ha JToii
CTpaHHULe.

4. Ecmu 3agan HenpaBwibHBIH Web - azpec, MOSBUTCS 3aIpoc, BbI-
MOJHATH M TOoucK B MHTepHeTe moxoxkux Web - aapecoB. MoxHO Ha-
ctpouth Internet Explorer Tak, 4ToOBI OH BBITIOJHSIT TaKO ITOMCK aBTOMa-
THUYECKH, 0€3 TOMOTHUTEIHLHOTO 3aIpoca.

B UnTepHeTe MOKHO HaiTh molyro nHpopmanuio: Web - cTpaHHIIBL,
azipeca HICKTPOHHOM IOUTHI, KOMIIAHUH, KapThl U ITpodue cBeaeHus. [Ipo-
CTO BBIOEPUTE HYXKHYIO KaTeropHio, 1 0003peBaTelib 3alPOCUT CBEICHUS,
HE0O0XOAUMBIE TSI TIOMCKA:

1. Ha mnaHenmu HHCTPYMEHTOB IPOrpaMMbl MIEIKHUTE MBIIIKON
kHonky Iouck.

2. Bribepute BUI moucKa, a 3aTeM OIPEAETUTE KOHKPETHBIHN MONC-
KOBBII cepBep.
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3. Bseaute cBeneHUsA, MO KOTOPHIM HEOOXOJMMO IPOBECTH ITOUCK,
1 Ha)XMUTE Ha JIeBOM naHenu kHonky IHouck.

KonuyecTBo U THUIT BEIBEIEHHBIX HA 3KpaH MOJIeH 3aBUCUT OT KaTero-
puu, B KOTOPOH IPOBOJUTCS IIOUCK:

1. Yewm Gonbine urpopmanuu OyaeT BBEICHO B KAXKIOE IMOJE, TEM
KOpO4Y€ ¥ TOUHEE OKAKETCS HTOTOBBIM CIHCOK.

2. B HEKOTOpBIX KAaTErOpPHAX MOXKHO YKa3aTh HECKOJIBKO pa3ind-
HBIX CHCTEM IIOMCKa. 3aT€M MOXKHO OBICTPO TEpEeHTH K CIEAyIOIei cuc-
TeMe IMOUCKa, HE MOBTOPSISI BBOJ 3alpoca, a TONbKO HaxaB KHomKy Ciie-
Ay B BEpXHEW YaCTH NaHENH MOUCKa

3. Ecuu HyxHo Haiith Web - cTpaHuIibl, aHAJIOMHYHbIE TIPOCMATPH-
BacMbIM B JaHHBIH MOMEHT, B MeHIO CepBHc BbiOepuTe myHKT Iloka3aTs
CBSAI3aHHBIE CCBLIKH.
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Puc.152. Hactpoiixa pexxumoBn Iloncka
B UHTepHere.

UroOBl HACTPOUTH MapaMETPHI TIOMCKA, HAKMHUTE Ha TTaHEIH MHCTPY-

MeHTOB 00o03peBarens KHONKy Iloncek, a 3areM Ha)XKMHUTE Ha MTAHEIN TIOUC-
ka kHonky Hacrtpoiika. MOXHO HACTPOUTDH pa3IMYHbIE BAPUAHTHI IOMCKA
WM BBIOPATh CUCTEMY TOHCKA, HCTIONIB3yEMYIO TI0 YMOTYAHUIO.
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Jis BeIOOpa JOCTYITHOW KAaTETOPUH MOWCKA BBITOIHUTE CIIEAYIOIIHNE
IEUCTBHUSA:

1. VYcraHoBute (raskok s KaIOH KaTeropud, KOTOPYHO HY)KHO
0TOOpa3uTh Ha SKpaHE M UCIIOJIb30BaTh B PEXKHMME IMOMCKA, KaK MMOKAa3aHO
BbIIIE HA puc.152.

2. B KakmoM Kareropud BBIOEPUTE OCHOBHYIO CHCTEMY IIOKCKa,
HICNKHYB M0 HEH MBIIIKOW, KOTOPYIO BBl XOTHUTE HCIOJIb30BaTh, a 3aTeM
HOKUMaNTE PACHONIOKEHHYIO TOJ[ CIHCKOM KHOIMKY C HalpaBlIeHHON
BBEPX CTPENKOW MO TeX MOp, MOKa BBIOpaHHAs CUCTEMa MOMCKA HE OKa-
JKETCsl B BEPXHEH CTPOKE CIUCKA CUCTEM MOUCKA OTKPBITOTO OKHA.

4. Cucrema MowcKa, pacroioKeHHast B CAMOM BEPXY CIIHMCKa, Oyaer
WCTIOJIb30BaThCS TIEPBOM B JAHHOW KaTEropuH, Kak Moka3aHo Ha puc.36.

Jnst oOmiero M3MEHEHUs TOpsiiKa KaTeropuil Ha IMaHeJIH IIOWCKa B
CIHCKE KaTeropuil BHIOEPHUTE KaKylo - JIMOO KaTEeropuio, a 3aTeM, YTOOBI
W3MEHUTH TOPAIOK CTPOK B CIIMCKE KAaTETOPHH, HAXMMAITE pacroaokeH-
HBIE TT0J] CIIUCKOM KHOIIKH CO CTPEJIKaMH BBEPX MM BHU3.

Jnst coxpaHeHus! pe3yabTaToOB MPEABIAYIINX MOUCKOB YCTAHOBHUTE B
OTKPBITOM Ha 3KpaHe KoMmbioTepa okHe (hmaxok IIpeabiaymmii nmouck.
Jlnist ucronb30BaHuUs MIPU TOMCKE TOJIBKO OJHOM CHCTEMbI MOWCKA B HIK-
Hell wactu okHa HacTpoiiku mapamMeTpoB moucka BeiOepuTe IMyHKT BbI-
OpaTh cucTeMy MOMCKA 10 YMOJYAHHUIO, YCTAHOBHUB TaM ()JIAKOK.

IMonck ¢ uenoTb30BaHHEM A/IPECHOI
CTPOKH

Ilpy BBHIMTONHEHUH TIOWCKA C WCIOJNB30BAHHEM aIpPECHOM CTPOKH
Internet Explorer MokeT aBTOMaTHYeCKH BhIBeCTH Web - cTpaHHILy, KOTO-
pas HauboJiee TOYHO COOTBETCTBYET KPHUTEPHSAM IOKMCKA, a TaKXKe IMpes-
CTaBHUTH CITMCOK JAPYTHX MOXOKHX Y3JI0B. BBeanTe B aIpecHyI0 CTPOKY
YacTO BCTPEUAONINeCs HAa3BaHMS WIM CJIOBa W INEIKHUTE KHONKY Ilepe-
xo1 Ha [TaHemr HHCTPYMEHTOB MK HakMuTe KiiaBuiry Enter.

I/ITOFI/I BBIIIOJTHCHHOTO ITOMCKa MOXHO HpOCMOTpeTB HCCKOJIbKUMHU
criocobamu:

1. B mporpamme Internet Explorer B 'maBHOM Menio CepBuc BbIOe-
pure nyHKT CBoiicTBa 060o3peBaTtesi. Ha sxpaHe 0TKpoeTcsi HOBOE OKHO
C TaKMM K€ Ha3BaHUEM.

2. Ilepeiinure Ha BKIaAKy JonmoHUTENBLHO, HIEIKHYB MBILIKOM 1O
€e Ha3BaHHUIO B CAMOM BEPXY OKHa.

3. B rpymme Ilonck u3 manenn agpecoB BEIOEpPHUTE HYXKHBIH Bapu-
aHT (puc.153).
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4. Yto6sl mpocMoTpeTh ciimcok Web - cTpanmil, Hamboiee TOYHO
COBIIAJIAIOIINX C BBEJICHHBIM B a/IpECHYI0 CTPOKY KPHUTEpHUEM IOHCKa, U
BBIBECTH B TJIaBHOE JIEBOC OKHO 00o3peBaTenst Web - cTpaHuily, KoTopas
6oJbIIIe BCETO COOTBETCTBYET ATUM KpUTEpHsM, BbIOepuTe MyHKT Iloka-
3aTh pe3yJbTaThl U NepeiiTH HA HanboJiee MOXOKMIA y3eJl.

5. YroObl BBIBECTH B IJIaBHOE OKHO criucok Web - cTpanui, Hanbo-
Jiee TOYHO COBHAJAIOIIMX C KPUTEPUEM MOHUCKA, U IMPOCMOTPETh OJHY U3
atux Web - crpanunn, Beibepure myHKT Iloka3aTs pe3ysbTaTsl B IJ1aB-
HOM OKHe.

6. YToObI BBIBECTH B IMITaBHOE OKHO 0003peBaTensi TONbBKO Ty Web -
CTpaHUIly, KOTOpas HanOoiee TOYHO COOTBETCTBYET KPHUTEPHUSIM IOHWCKa,
BelOepuTe myHKT IlepeiiTu Ha HauboJIee MOXOKMIA y3eJI.

7. YToObI OTKIIOUNTH (DYHKIHMIO TIOMCKA C UCTIOIB30BAHUEM apec-
HOW CTpoKH, BbIOepuTe NMyHKT He MpOM3BOIUTH MOMCK M3 apecHOi

CTPOKH.
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Puc.153. OkHO yCTaHOBOK PEKUMOB TIOUCKA 3
AnpecHO# CTPOKH.

HesaBucumo OT BBIOpaHHOrO BBINIE BapHaHTa YCTAHOBOK BCerna

MOXHO MPOM3BOIUTH NOHCK JaHHBIX Ha Web - cTpaHMIiax, MCroib3ys
kHotKy ITonck Ha maHenn MHCTPYMEHTOB IIPOTrpaMMbl 0003peBaTes.
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Ilouck HeJaBHO MPOCMOTPEHHBIX
CTpPaHMIL

CyliecTByeT HECKOJIBKO crioco0oB noucka Web - y3110B U CTpaHuIl,
MPOCMOTPEHHBIX 3a MOCIEeIHUE HENeNH, JHHU, Yachl WIM MUHYTHL. J{is mo-
WCKa CTPaHMUII, MPOCMOTPEHHBIX 3a IOCIEAHEEe BPEMs BBIOIHUTE JEHCT-
BUSI:

1. Ha mnanenn uHCTpyMeHTOB oOo3peBarens MHTepHeTa HaxMuTe
kHonKy ZKypHaJ.

2. TlosButcs nmanens JKypHaj, conepkamasi ccbulki Ha Web - y3-
JIBI ¥ CTPAHUIIBI, IPOCMOTPEHHBIE 3a MOCJIEAHNE HU U Henenu (puc.154).
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Puc.154. Tlepexon Ha cTpaHuLly yepe3 nanens KypHauaa

3. Yrobsr mpocmotpers Web - crpanumy, BbIOEpHTE Ha IHaHEIH
Kypnaa Henemo uin AeHb, packpoiite manky Web - y3ia ¢ oTIenbHbIMA
CTPaHUIIAMH, a 3aTEM LIEIKHUTE MBIIIKOW 3HAYOK HY)KHON CTPAHULIBI.

4.  YroObI BBIIOIHUTD COPTUPOBKY HMJIM ITOUCK COACP)KUMOTO TTaHe-
mn KypHan, HOXMHUTE KHONKY CO CTPEIKOH psiioM C KHomKoil Bug B
BEPXHEU YaCTH MAHEINH.

Jnst Bo3BpaTa Ha HENABHO MPOCMOTPEHHYIO CTPAHMILY BBIMIOJHUTE
cienytouie 1eHCTBUs:
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1. YroObl BepHYTHCS Ha MPEABIIYIIYIO CTPAHHILY, HAKMUTE Ha Tia-
HEJIM MHCTPYMEHTOB 0603peBaresnst kuonky Hazan.

2. YrolBl MOCMOTPETh OAHY M3 MOCIEIHUX JEBATH CTPAHHUII, IIPO-
CMOTPEHHBIX BO BPEMsI TEKYIIETO ceaHca paboThl, HAKMHUTE KHOIKY CO
CTpesiKoii pszoM ¢ kHomkamMu Ha3zan wiu Bmepen, a 3atem BeiOepure u3
cricka Hy)kHyro Web - cTpaHuiry.

A o e
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Puc.155. Ounctka daitnos KypuaJa.

Uto051 CKpBITH TaHeNs ZKypHaJ, ee pa3 MEeNKHUTE JIEBOW KHOTIKON
MbIIKK KHONKY 2KypHan [lanemu nMHCTpYMEHTOB. MOXHO H3MEHHTbH
YHCIIO JIHEH, B TeUeHHE KOTOPBhIX CTPAHMIbI XPAHSITCS B JHEBHUKE - JKYp-
Haje. [1 Hajgo MOMHUTH, YTO YeM JIONIbIIE CTPAHUIIBI XPAHATCS Ha KOMIIBIO-
Tepe, TeM OOoJIblIIe 3aHUMAlOT MeCTa Ha XKECTKOM JHUCKe.

Jnst 3aanus yncna qHel, B Te4eHHe KOTOPBIX CTPaHHIBI OyIayT Xpa-
HUTHCS B )KypHaJIe BHIIIOJIHUTE:

1. B ob6o3peBarene Internet Explorer B menio CepBuc BbiOepuTe
nyHKT CBolicTBa 0003peBaTeIs.

2. IlepeiinuTe Ha BKIagKy OO0uIMe OTKPBHITOTO HA SKPaHE KOMIIBIO-
Tepa OKHa.

3. B rpymme JKypHaa u3MEHHTE KOJMYECTBO AHEH, B TCUCHHE KO-
TOPBIX B JKypHaje OyIyT XpaHUTbCS CCBUIKU Ha CTPAHHIIBL.
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4. YtoO6sl ounCcTUTH ManKy ZKypHaJa HAXMHTE KHONKY OYHCTHTD 1
B HOBOM OTKpBIBLIEMCSI Ha SKpaHe OKHE MIEJIKHUTE MbIIKoi kHonKy OK.
3T0 0CBOOOAUT HEKOTOPOE MECTO HA KECTKOM AUCKE BAlllero KOMIIbIOTEpa
(puc.155).
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JONMOJIHUTEJBHBIE BO3MOKHOCTHU
OBO3PEBATEJIA

K JOIIOJITHUTCIIBHBIM BO3MOXHOCTAM MOXXHO OTHCCTH BO3MOXXHOCTH
CO31aHHus CCBUIOK Ha HHTepHeTOBCKI/Ie CTpaHUYKHU B IMAIKE 0603peBaTen$[
I/Isﬁpanﬂoe WA TPAMO Ha MAHCJIW CCBUIOK IMPOTrpaMMbl, KaHaJlbl U MO~
IMMUCKa, YCTAHOBKH PCIKNMOB pa6OTI>I CHUCTEMBI B IICJIOM U MHOTHUE IPpYyIrue
BO3MOXHOCTH, KOTOPLIC 6yﬂyT OITMCaHbl HUXKC.

H36paHHbIe CTPaHUIbI

IToce mpocmoTpa HyXHBIX Web - CTpaHUIl MOKHO COXPAaHHUTh CChLI-
Kd Ha HUX B mamke MI30paHHoOe, 4TO MO3BOJMT JIETKO OTKPBITh MX BIIO-
cieacTBUU. JlJIsl TOMEIIEHHs CCBUIKM Ha TEKYIIyIO, T.€. HaXOJSILYIOCS B
JTAaHHBIM MOMEHT Ha KpaHEe KOMIIBIOTEpa CTPAHUILY BBIIOJIHUTE ACUCTBU:

1. Hob6aBbre Web - cTpanuiy B cniucok U3opanHoro. YtoOn! BITO-
CJIEICTBHM OTKPBITH €€, Ha MaHeJIM WHCTPYMEHTOB Hano OyJeT HakaTb
kHolKy M30paHHOe 1 BBIOpaTh 3Ty CTpaHHILy M3 CIIMCKa B JICBOM YacTh
OKHa 0003peBaTels.

2. Tlpu yacTOM MOCEIICHWH HECKOJBKUX CTPAHHUI] WIH Y3JIOB, MOX-
HO TIOMECTHUTB CCBUTKH Ha HHX IPSIMO Ha IaHeNlb CChUIOK IPOTrPaMMBEL.

3. Hambomee uacTo mocemaemMyio CTpaHHUIy MOXHO CAEIaTb JIO-
MaIlHel CTpaHuIeH, 1 oHa OyAeT 0TOOpaKaThbCs KaXKAbIH pa3 IpH 3aIycke
obo3pesatens Internet Explorer nnm Haxkatum kHOTKH JloMo# Ha maHenn
HHCTPYMEHTOB.

4. Ecnu Bbl 3a0ynere nobaButh Web - crpanuisl B crimcok M3-
OpaHHOrO WM HA MaHelb CChUIOK, HAKMHUTE KHONKY KypHaJ Ha maHenu
WHCTPYMEHTOB 0003peBartens. B kypHane yka3zaHbl CTpaHHIBI, KOTOpPbIE
Tocenasn MojIb30BaTeNb - CETOHS, BUepa WIN HECKOJIBKO HeZeb Hazax (B
3aBUCHMOCTH OT CIEJIaHHBIX YCTAHOBOK IT0 CPOKaM XpaHEHHs CTPaHHIl B
Kypuaue). UToObI TPOCMOTPETH KaKylo - THOO CTPAaHUILY, BRIOCPHTE e¢ U3
9TOTO CIIHCKA, IEIKHYB MO HEeH JIEBOI KHOMKOH MBILIKH.

Bun oxHa o603peBarens ¢ BKIIOYCHHOW HaHenpio M30paHHoe mmoKa-
3aH Ha puc.156.

JobGaBiaenune ctpanunbl B nanky M3opannoe

g nobGaBneHust cTpaHuIlsl B nanky M30paHHoe BBHITIOIHUTE ACHCT-
BUS!

1. Tlepeiimure Ha cTpaHHIly, KOTOPYIO HY>XHO J00aBHTH B MAIlKy
H3opannoe.
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N36pannoe.
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2. B mento M36panHoe BreiOoepute myHKT [00aBUTH B H30paHHoOe.

3. Wnum menkHuTe B CBOOOJHOM MECTE CTPaHHIIBI TPABOH KHOIKOW
MBIIIHN U B MOABUBIICMCSA Ha SKPAHC KonTekcTHOM MEHIO BI)I6epI/ITe ITYHKT
Hob6aButsh B M30panHoe.

4. VxaxuTe, eclM HY)XHO HOBOE Ha3BaHHE JJIS JAHHOM CTpaHMIIBI
(puc.157).

5. YToOBI OTKPHITH OJHY U3 U30paHHBIX cTpaHMIL, B MeHIo M36pan-
HOe BbIOEpHTE M3 CIMCKa HEOOXOIMMYIO CTpaHWILy, LIEJIKHYB IO HeH
MBIILIKOH.

6. Ilo mepe yBemmueHHs] KOIMUECTBA N30PAHHBIX CTPAHUII HX MOX-
HO YHOPSJOYHTH IO HAITKaM.

CMeHa qoManIHell cCTpaHUIbI

JlomaliHsisi CTpaHHLa - 3TO Ta CTPaHHIA, KOTOpas 0ToOpa)kaeTcs Ha
JKpaHe KOMIIbIOTEpa IIpH KaXAOM 3amycke oOo3peBartens Internet
Explorer. YKenarenbHo, 4TOOBI 3TO ObUIa CTpaHMIIA, KOTOPYIO MOJb30Ba-
TeJb IIPOCMATpUBaET HauboJiee 4acTo.

B xauecTBe nomamiHeil CTpaHUIbI MOXKHO TakKe BBIOpATh CTpaHUILY,
MIPUCTIOCOOJIEHHYIO ISl TOTO, YTOOBI OBICTPO HAXOIUTH JIFOOYI0 HE00Xo-
TUMYI0 HHPOpMaIuio, HarmpuMmep, http:// www. microsoft.com .

Jns ycTaHOBKM HEKOTOPOW CTPaHWYKM B KayecTBE JIOMAIIHEH BBI-
MOJHUTE JEUCTBUA:

1. Tlepeiinure Ha cTpaHUIly, KOTOPYIO CIEIyeT OTKPBIBaTh IPHU Ka-
*1oM 3amycke Internet Explorer.

2. B I'maBHom wMmeHio CepBHc 0003peBaTeist BbIOEpHTE IyHKT
CaoiicTBa 0003peBaTeJisi.

3. TIlepeitnute Ha BiIaaky OOmue OTKPHIBIIErOCS HA IKPaHE OKHA.

4. B rpynne JloMamHssi cTpaHnIa HaxxMmuTe KHONKy C Tekyuei
(puc.158).

5. g BOCCTaHOBJIEHMS CTaHAAPTHOM JOMAIHEW CTpaHHUIbl BOC-
MOJB3yHTech KHOMKOHW C MCXOTHOIA.

Pacnipenesienne M30paHHBIX CTPAHUI
Mo ManKam

[Tpu yBenuueHun crnvcka u30paHHBIX CTPAHUIL UX MOXKHO Pa3JIoKUTh
10 CO3JJaHHBIM Ul 3TOM Lienu nankaM. Bo3MOXHO, Bbl 3aXOTUTE paclpe-
JIEIUTh CTPAHMLBI 10 HEKOTOPBIM TemaMm. [yt 3Toro MOXHO CO3/1aTh, Ha-
npuMep, nanky MckyccTBo 1 moMenats Tyja CBEACHUS O My3€HHBIX JKC-
noHarax, (aKkTbl 10 HCTOPUHU MCKYCCTBA, CIIUCKH JINTEPATYPHI 110 HCKYCCT-
BY WX KaKH€ - TO APYTHE CBEACHUS, IPEACTABIAIOIIME T BAC MHTEPEC.
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Puc.159. Coznanue BioxxeHHo# nanku B U30panHom.
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s co3maHus mankw, BIOXKEHHOH B manky M30paHHOe BBITOTHHUTE
IEUCTBHUSA:

1. B mento M36panHoe BbiOepHTE MYHKT YHOPSIAOYUTH H30paH-
Hoe.

2. B HOBOM OTKpBIBIIEMCS Ha 3KpaHE KOMIBIOTEpA OKHE Ha)XKMHUTE
kHotKy Co31aTh MankKy, BBEJUTE Ha3BaHWE MAIKW (M3HAYaJbHO OHA Ha-
3piBaercst HoBasi mamka), a 3aTeM HakmMuTe KinaBuiny Enter, kak mokasaHo
Ha puc.159.

3. [IleperackuBass MBIIIKOW HMMEIOIIMECS CCHUIKH (WM TAIKH) U3
cnucka M30paHHOro, pasyioXuTe WX MO HOBBIM IallkaM B HY)KHOM BaM
MOPSIIKE.

4. Co3pmats BIOKEHHYIO MAKy MOKHO U IIPH 100aBIEHUH CCHUIOK B
M30panHoe npu HaxkaTny KHOKH Co3AaTh manky. B HoBoM okHe TpeOy-
eTcs 3a]1aTh UM HOBOM MarNKH U MeNKHyTh kiaBumy OK.

Ecnu MEPETACKUBATE 3HAYUTCIIbHOC KOJMYCCTBO CCBUIOK MJIM MAIlOK
OKa3bIBaeTcs HEYJOOHO, BOCHoOJb3ylTech KHomKoW IlepemecTnTh, Kak
nokas3aHo Ha puc.159 B okue O030p nmanok.
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Puc.160. Oxno mactepa Ummopra
U JKCHopTa.
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Hcnonb3oBaHue 3aKJIa10K U U30PAHHOTO

Cmucox M30paHHOe, dJeMEHTHI KOTOpOro B mporpamme Netscape
Navigator Ha3bIBaIOTCS 3aKJIQJKaMH, SIBJISIETCS yIOOHBIM CIIOCOOOM YIIO-
psAIOYEHHUS YacTo mocemaeMbix Web - CTpaHUIl, M CO3AaHKs Ha HUX CChI-
nok. Internet Explorer aBToMaTn4ecky MMIIOPTHPYET BCE 3aKJIaJAKU 000-
3peBareist Netscape. UToObl HX IpocMOTpeTh, B MeHI0 U36panHoe BbiOe-
pure UmmnopTt u Dkcnopt B ['maBHOM MeHro daiin. BxiarounTes macrep
Hmnopra u JKxcnopTa, KOTOPHI IMO3BOJISAET BBHIIOJIHUTE BCE HEOOXOIH-
MbIe aericTBus. OKHO MacTepa moka3aHo Ha puc.160.

Ecn o6o3peBarens Internet Explorer ncronbs3yercs Ha HECKOIBKHX
KOMITBIOTEPAX, TO MOKHO JIETKO UMIIOPTHPOBATH 10 CETH HAa 3TH KOMIIbIO-
Tepsl ciicok M30paHHoOe AJIs1 COBMECTHOTO HCIIOJIb30BAHUS.

Ecimm  wmcmomb3yrorcsi oba ob6ospeBarens, Internet Explorer u
Navigator, MOKHO OOHOBJIATH W 3aKJAJIKU U M30paHHbIE CTPAaHHIbI, UM-
MOPTUPYS UX U3 OJHOU IIPOIPaMMBI B IPYIYIO:

1. YroObl HKCIIOPTHPOBATH WJIM UMIIOPTHPOBATh M30paHHOE B 3a-
KJIaJK{ WM M30paHHOe Ha TOT K€ WM Ha Ipyrod KommeioTep B [1aBHOM
mento ®aiia BeiOepuTe myHKT UMIoOpT M JKCMOPT, Kak NMPHUBEAECHO HA
puc.160.

2. OxcnoprupoBanHoe M30paHHoe coxpaHsSeTcs B BHIE OOBIYHOTO
HTML daiina, mo3ToMy HMIIOPTHPOBATH €T0 MOXKHO, KaKk U3 0003peBaTens
Internet Explorer, Tak 1 u3 o6o3peBarens Navigator. Mo>XKHO 3KCIIOPTHPO-
BaThb U MMIIOPTHPOBaTh, KaK OTJCIBHBIC CCHUIKH MM OTAENBHBIC MalKH
cnucka M30panHoe, Tak U BECh CIIUCOK IIETTUKOM.

@ailsl, B KOTOPOM COXPaHsAETCs J3KCIOPTUPOBAHHBIN cnucok M3-
OpanHoe B IporpamMme 0003peBaTelss, UMeeT HeOONBIION pa3Mep, I03TO-
My JUUIl COBMECTHOI'O HCIOJIb30BAHUS C IPYTMMHU JIFOJbMU €TI0 MOXKHO KO-
MMPOBaTh HAa THOKUI JUCK - TUCKETY WIIM B CETEBYIO NAIKy Yepe3 JIOKallb-
HYIO CEThb, a TAKXKE BIIOXKHTH B COOOIIEHHE - MUCHMO JIO0OH MPOrpaMMBbI
SIEKTPOHHON MOYTBHI.

Jlo0aBJjieHne CTPAHUIIBI HA AHEIb
CCBLIOK

[Tanenpb ccbUIOK OOBIYHO PACHONIOKEHA PSJOM C aJIPeCHOM CTPOKOH,
Onarozmapst 4yeMy Ha He ynoOHO pa3MelaTh CCHUIKM Ha 4acTO HCIOJNb-
sytomuecss Web - crpanuiipl. UToObl BBI3BaTh CTPAHUILY, IPOCTO BBIOEpH-
T€, IEIKHUTE MBIIIKOH CCHUIKY Ha HEE Ha MAaHENH CChUIOK.

Jlo6aBuTh BHIOpaHHYIO CTpPaHHIy Ha IAHENh CCBUIOK MOXHO He-
CKOJIBKMIMH CIIOCOOaMu:
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1. TleperamuTth MBIMIKOW 3HAYOK BHIOPAHHOW CTPAHHIBI U3 agpec-
HOW CTPOKH Ha MaHelNb CChUIOK. [lepeTackuBaHME MPOBOJUTCS MPHU Haxa-
TOH JIEBOM KHOIIKE MBIIIIH.

2. Tleperamurh MbBINKOW CChUIKY ¢ Web - cTpaHuilsl Ha maHelb
CCBLIOK IPOTPAMMBL.

3. Teperamurh cchbuiKy B manky CChLIKH B OTKPBITOM Ha KpaHe
cnucke M30paHHOe, KOTOPOE MOKa3bIBACTCS HA JIEBOW IaHETN 0003peBa-
TeNs.

4. Ecnu maHenms CCHUIOK OTCYTCTBYET, OTKpoiiTe MeHio Bus, BbiOe-
pute komaHay IlaHe I HHCTPYMEHTOB U IIEIKHUTE MYHKT CChLUIKH.

CCBUIKM MOXXHO YHOPSIAOYUTh, NEpEMellasi, Hy)KHBIM 00pa3oM Iepe-
TacKWBas UX MBIIIKOW TPH HAXKATOH JIEBOM KHOIKE MO MAHETH CChUIOK
obo3peBarens Explorer.

Crnoco0sl yckopeHusi IpocMoTpa
HNnTepHeTa

UT00BI yCKOPHUTH U 00JerdnuTh mpocMoTp MHTEepHeTa, Hy)KHO OCBO-
UTh HEKOTOpPBIE OCHOBHBIE NPHEMBI PabOTHI ¢ obo3peBarerneM Internet
Explorer, HanpuMep, Hay4UTHCS MOJH30BATHCS KHOMKAMHU TAHEIH HUHCT-
PYMEHTOB.

Uto0Ob! y3HaTh, SBISETCS JIM JAHHBIA 3JE€MEHT CTPAaHUIIBI CCHUIKOM,
MepeMecTUTe Ha HEro ykaszareilb MbIK. Eciu OH mpeBpaTUTCs B 3HAUYOK
"pyka", 3HAYUT 3TO JCHCTBHUTENBHO CCBUIKA. CCBUTIKOH MOXeET OBITh Kap-
THHKA, 00BEMHOE W300paKCHUE WM IIBETHOW TEKCT, KOTOPBIH OOBIYHO
noAyYepKuBaeTcs. Ternepp MOXXHO CaMOCTOSITENIbHO IOMBITATbCA HAWTH
Kakyto - miubo Web - crparunity B UaTepHETE.

st oTkpeiTHs Web - CTpaHWIIBI WiTH TTATKH, FITH 3aITyCKa HEKOTOPOH
[IPOTPAMMBI:

1. Tlepeiinure Ha Web - cTpaHHUIly, BBeasS B aIpeCHYIO CTPOKY e
anpec B VHTepHere, HampuMep, www.microsoft.com, a 3areM Ha)XMUTE
kHonky Ilepexon Ha ITanenu uncTpyMeHTOB MWin kiasumy Enter.

2. Ecnu m3BecTHBI NOJHBIA NMyTh M UM (aiiia, TO UX MOXHO BBe-
cTH, Hanpumep, cieayromum odpaszom: C:\MSOffice\Winword\Winword.
exe.

3. UroOBl W3 aApecHON CTPOKM MPOCMOTPETh MAlKH, BBEAUTE UM
JIUCKa W TAamKy, a 3areM Haxmute KHonky Ilepexoa, mampumep, C: nnn
C:\Mou JOKyMEHTHI.

s mepexona mexay pasHeiMu Web - cTpaHHIIaM¥ BBITTOTHUTE JEH-
CTBHSA:
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1. YroObI BepHYTHCS Ha CTPAHHMILY, KOTOPAs MOSBIISCTCS BCIKUM pa3
npu 3amycke obo3pesareds Internet Explorer, Haxxmure kHonky loMoii.

2. Yr06BI BLIOPATH U3 CIHCKA M30pPAHHBIX CTPAHUII HYXHY0 Web -
CTpaHully, HAXKMUTE KHONIKY M30paHHoe U Ha JIeBOW MaHeH, MOsBUBLICH-
csi B OKHE 00o3peBarens, BEIOEPUTE HYKHYIO CCBUIKY, LIEIKHYB MO HEH
MBIIIIKOH.

3. UYro6w BEIOpaTh Web - cTpaHMIly U3 CIUCKa CTPaHHMII, TIPOCMOT-
PEHHBIX TOCIETHUMH, HAXMHATE KHONKY JKypHana. B xyprane OymayT me-
peduncieHs! (Gaiibl ¥ ManKd, OTKPHITHIE paHee Ha JaHHOM KOMIIBIOTEpe.
s Be1OOpa Hy>KHOW CCBUIKH MISTKHUTE MO HEeH JIEBOH KHOMTKOM MBIIIH.

Yupoimenne BBoJa JaHHBIX
B UHTepHeTe

st ynpoiieHusi BBOJIa JAHHBIX BBITIOJHUTE IOCIEA0BATEIBHOCTh
e CTBHIA:

1. C momompio GYHKIMH ABTO3aNMOJHEHHE MOXKHO COXPAHSTH
CBeZICHUS, paHee BBeACHHBIC B moist Web - aapecoB, ¢opMm u mapoiei.
[Tpu BBOzE MH(MOPMAIIMK B OAHO W3 TaKUX IOJNEH ABTO3aMOJHEHHE TIOA-
CTaBJISIET CTPOKY W3 paHee BBEACHHBIX CBEACHUNA. DTH CTPOKA MOTYT
BKJIIOYATh B Ce0s1 Ha3BaHUs MAIlOK U mporpaMm, BHECEHHBIX KOrJaa - 0o B
aJIPECHYIO CTPOKY, a TAKXKe 3alPOChI ITOUCKa, HA0Op (pa3 WK JaHHBIX JUIs
3aI0JTHEHMs IPAaKTUYECcKH Jiro0oro ot Web - cTpaHHIIbL.

2. Haunure BBOJ JaHHBIX B QIPECHYI0 CTPOKY, HEKOTOPOE MOJIE
Web - cTpanuIis! uiam noe Ut BBOJA Maposs, WM UMEHH MOJIb30BaTes.

3. Tlo mepe BBoma mH(pOpMannH, QYHKIHI ABTO3ANOJIHEHHE CO3-
JaeT Ha SKpaHE CIHCOK CO CTPOKAMH, COOTBETCTBYIOMIMMH BBOJMMBIM
JIAaHHBIM.

4. Eciau B CHMCKE €CTh BApHAHT, KOTOPbIA HEOOXOJUMO BBECTH B
JTAHHOE T10JIC, BRIOEPHUTE €TO0.

Ecnn mojxonsmiero Bapuanrta HET, MPOJOJDKAKMTE 3aroiHATH IIOJIE.
Crpoku 111 OPMHUPOBAHMS IPEUIaraeMbIX BapUAHTOB 3alUCHIBAIOTCS B
MaMATh KOMITBIOTEpA W 3alHIIAIOTCS MapojeM IS COXpaHeHHs KOHQH-
JICHIINATBHOCTH.

JocTyn K 3TMM JaHHBIM Ha BalleM KOMITbIOTEpe ¢ BHEIHUX Web -
Y3JI0B MTOJTHOCTHIO 3aKkpbIT. Ha Web - cTpaHuIbI MOKET MOMacTh TOJIBKO Ta
nH(popManus, KOTOPYIO TOJIb30BATENb BBOAUT HEMOCPEICTBEHHO B TIOJIS
dhopm.

[Ipu BBOAE maposs, axpeca W MHBIX JaHHBIX B nons ¢opm Web -
CTpaHUI], MOXKHO CTE€PETh W3 CITUCKA JII00OI mpeaaraeMblii BApUaHT, BbI-
Opas ero, a 3aTeM HakaB Ha KiaBHaType kiaBumy Delete mm Del.
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Jnst BrmoveHust pyHKIMH ABTO3aNOJHEHMs] BBINOIHHUTE CIICIYIO-
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Puc.161. Bxmrouenue pexxuma ABTO3aII0THEHHS.

1. Bwibepure B ['maBHOM Menio CepBuc myHKT CBoiicTBa 00603pe-
BaTeJsl.

2. llepeiinure Ha BkiIagky Coaep:kaHHe OTKPHITOTO Ha 3KpaHE OK-
Ha.

3. B pa3gene JInunble JaHHBIE MIECIKHATE MBIIIKOW KHONKY ABTO-
3aMoJIHeHHe.

4. B HOBOM OKHE YCTaHOBUTE HY)HBIC MapaMeTpbl U [Ba’KAbI
menkuaute kHonky OK (puc.161).

JlocTyn K cTpaHMIaM 1151 aBTOHOMHOTO
NnpocMoTpa

[pu npenocrasnenun nocryna Kk Web - cTpaHuLe I aBTOHOMHOTO
IPOCMOTpa, ¢ MOXKHO 4uTaTh Oe3 moakiIwveHus k MHTepHery. Hampu-
Mep, MOXHO MpocMaTpuBath Web - CTpaHHIBI Ha CBOEM MOPTATHBHOM
KOMITBIOTEPE, HE MOAKITIOUYCHHOM K ceTh Wik K VHTepHeTy. Takke MOXHO
ynTaTh Web - CTpaHHIBI HA JIOMAIIHEM KOMIIBIOTEpE, HE 3aHMMas Teje-
(hOHHYIO JINHHIO.
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MOoOHO yKa3aTh ONPEACICHHBIH THI COXpaHsAeMOH HH(pOpPMAIWu:
TOJIBKO OCHOBHASI CTPAHMIIA WM CTPAHUIIA U BCE €€ CCBUIKH, a TAKXKE BbI-
OpaTh cr1ocod OOHOBICHHUS COACPIKALIUXCS B KOMIIBIOTEPE TaHHBIX.

Urobsl mpocMoTperh Web - cTpaHuily B aBTOHOMHOM pEXHME, HE
OOHOBIISISL €€ CONIEP)KUMOr0, MOXKHO COXPAaHUTh 3Ty CTPAHUILy B MaMSTH
KOMITBIOTEPA B KaUeCTBE CAMOCTOSTENBHOTO (haiiyia MM HECKOJIBKHUX (haii-
JIOB, KOTJa U KaX1oro rpaduyeckoro o0beKTa co3jiaeTcsi CBOM Qailn
OTIPEJIETICHHOTO THIA. DTO MOXHO CJeJlaTh HECKOJIBKHUMHU CIIOCOOaMH, OT
COXpaHEHHS TOJBKO TEKCTa JI0 COXPAHEHHs BCEX PHUCYHKOB M TEKCTa, KO-
I71a CTpaHuIa 0ToOpaXxkaeTcs TaK, Kak OHA BRITTLIUT B MIHTEpHETE.

IIpocmoTp Web - ctpaHuibl 6e3 coeuHeHUs
¢ UnTepuerom

Ilepeiinure B MHTEepHETE Ha CTpaHHUIly, KOTOpas IpeJHa3HAauceHa B
JlallbHEHIEM JUIsl IPOCMOTPA B aBTOHOMHOM DPEKUME U BBIIIOJIHUTE Clle-
NyIOIINE IEUCTBHUS:

1. Tlepex TeM, Kak 3aBepiuuTh CBs3b ¢ MHTepHETOM, B MeHIO Cep-
BHUC BeIOepuTe MyHKT CHHXPOHM3MPOBATH M HIEIKHUTE KHONKY CHH-
xpoHu3amus. Kpome T0oro, CChIIKY Ha BBIOpaHHYIO CTPAaHUILy HY>KHO I10-
MecTHTh B manky M30panHoe.

2. Tlpum coxpaneHuu cTpaHuilsl B MU30paHHOM, TakKe MOXKHO CO-
XpaHUTh €e Ha KOMIIbIOTEpEe JUIsI aBTOHOMHOT'O IPOCMOTpA, €CIU B OKHE
JobaBjieHHe B M30paHHOE YCTaHOBHUTH (UIaXXOK y myHkTa CaenaTh Joc-
TynHoi aBTOHOMHO. KHomkoi HacTpoiika, OTKpHITOTO OKHa 3a7aeTcs
pacriucaniie OOHOBIJICHHSI BBIOPAHHON CTPaHHYKH.

3. 3arem, 4TOGBI MPUCTYIUTH K paboTe B aBTOHOMHOM PEKHUME, B
MeHro @aiin o6o3peBarens BrIOepuTe MyHKT PadoTaTh aBTOHOMHO. ECin
IPH 3allyCKe MPOTpaMMbl HA DKPAaHE MOSABISIETCS OKHO MOJAKIIOUEHHS K
HHuTepHeTy, HA)KMUTE B TOM OKHE TaKyl0 jK€ KHOIIKY.

4. B cmucke HW36paHHoe 0003peBatesss, KOTOPbIA BKIIOYACTCS
kHonko¥ M30paHHoe Ha MaHenu MHCTPYMEHTOB Mporpammsl Internet Ex-
plorer BeIOEpUTE CTpaHHUILY, KOTOPYIO BBl XOTHUTE IPOCMOTPETH, IEIKHYB
10 HEW JIEBOM KHOIIKOM MBILIKU.

B oxne CHHXpOHN3UPOBAHHBIE OOBEKTHI KHOITKOW Y CTaHOBKA MOX-
HO BKJIIOYHTH JIPYyTro€ OKHO, B KOTOPOM Ha BKJIaake Ha3HaueHO KHOITKOH
H3MeHUTH BKIIIOYAETCS TPEThE HOBOE OKHO, I'Ie Ha BKJIAAKe Pacnucanne
MOXHO 3a/]aBaTh PEXNUM ITOBTOPHOTO OOHOBJIECHUS BBHIOPAHHOM CTpaHMIIBI
n3 MHTepHeTa, KaK MpencTaBieHo Ha puc.162.

Eciu BBIOpaH pe’xuM aBTOHOMHOHN paboThL, TO 0603peBaTens Internet
Explorer Oyzner 3amycKkaThCsl B 3TOM PEXHUME 0 TEX I0P, TI0Ka Bl HE CHU-
MeTe MeTKy PaGoTaTh aBTOHOMHO B [ 1aBHOM MeHIo Paii.
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Puc.162. 3anucy Web - cTpaHuI] Ha CBOi KOMITBIOTED.

Hano moMHUTB, YTO TP COXPAaHCHWH CTPAHUI] TAKMM 00pa3oM, WUC-
MOJIb3yETCsl JUCKOBOE MPOCTPAHCTBO U HYXKHO TOCTOSIHHO KOHTPOIHUPO-
BaTh HAIMYHE CBOOOIHOTO MECTa Ha JKECTKOM JTUCKE KOMITBIOTEPa, YTOOBI
He OpwI0 "mepenonHerns”. CBOOOAHOE MECTO TOJDKHO OBITh He MeHee 10%
OT IOJIHOT'O 00beMa AKcKa, Ho He MeHee 100 Mr6.

DTO MeCTO WCIONB3YEeTCsS CHCTEMOH i co3maHus (aitma "moakad-
Kn'", pasMep KOTOPOro MOKeT IoxomuTh A0 50 - 70 Mr6 m BpeMeHHBIX
¢aitnoB Windows. Ecnut Bbl paboraere, Hanpumep, B penakrope Word, ¢
(hatimom paszmepom okoso 1 Mr6, To MOXKeT co3/1aBaThCsI HECKOIBKO Bpe-
MEHHBIX (hailJIOB TAKOTO JKE pasmepa.

[HeyaTh TeKyLIel CTPaAHULBI

Jns nmevarn Ha npuHTepe Tekyuieil Web - cTpaHMIBl BBHITOJHUTE
cienyronue aeiicteus (puc.163):

1. B I'maBHOM MeHI0 mporpammbl @ailyl NMIETKHUTE MBIMIKON KO-
Manpay Ileyarts.

2. B HOBOM MOSBHUBIIEMCS Ha SKpaHe OKHE, HACTPOHTE MmapaMeTpsl
MeJaTH M0 CBOEMY YCMOTPEHHIO, a TakK ke KHomkod CBoiicTBa 3amaiite
Hy’KHBIE YCTaHOBKHU IpUHTEpa U HaXxkMuTe KHOTKY OK.
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Puc.164. TleuaTs BBIJEICHHOTO HA CTpaHHYKe 00BEKTA.

292



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

UroObl Hame4yaTaTh KaJp WA HEKOTOPbIH 31eMeHT Web - cTpaHHIIbI,
IIENKHUTE TPaBOil KHOMKOW MBIIIH 3TOT 00BEKT U B KOHTEKCTHOM MEHIO,
MosiBUBIIIEMCS Ha 3KpaHe BblOepute nyHKT Iledath o0bekTa (puc.164).
YroObl MOMYYUTH CIIPABKY ISl KAKOTO - JIMOO 3JIEMEHTa JTNajJOroOBOr0 OK-
Ha, IIEJIKHUTE KHOIIKY CO 3HAaKOM BOIIPOCAa B BEpXHEW 4acTH IHAJIOTOBOTO
OKHa.

CoxpaHeHue CTpaHHIbI B BHJIE
daiina

I[J'Iﬂ COXpaHCHHA CTPAHUIBI B BUJC Q)aﬁna IIOCJICA0OBATCIBHO BBIIIOJI-
HUTEC CIICAYIOIINE ,Z[eﬁCTBPIﬂZ

1. B I'taBHOM MeHI0 Daiia IPOTPaMMBI IIETKHATE MBIITKON MyHKT
CoxpaHUTb KaK.

2. B OTKpbIBIIEMCS Ha JKpaHe OKHE OTKPOWTE HYKHYIO MAlKy,
JIBQXKJIbl LIEJKHYB MBIIIKON MO €€ MMEHU WU CO3JaiiTe HOBYIO MankKy, B
KOTOPYIO BBl XOTUTE TIOMECTHUTH (paiiyibl BRIOPAaHHOHN CTPaHHIIBI.

3. B mone UM daiiaa BBequTe, €CIM 3TO HYXKHO, HOBOE UMs (aii-
na.

4. B nose Tun ¢aiisia Beibepure tumn Qaiina (06sramno 3to HTML).

5. Jlamee BBIMONHHUTE CAeAyrOMe AeicTBus (prc.165) u menkHuTe
kHONKY COXpaHHTB:

1) YroObl coxpaHuTh Bce (ailiibl, HEOOXOIUMBIE JUIsT OTOOPaYKEHUS
JTAHHOW CTPaHMIIBI, BKIIOYAsl PHCYHKH, KaIpbhl M TaOIHUIbBI CTH-
nei, BeiOepuTe BapuanT Web - cTpaHMna moJiHocThI0. B 5TOM
CiTydae COXpaHsATCcs Bce (ailbl B COOTBETCTBYIONINX (hopMaTax.

2) Yt0o0BI COXpaHWUTH BCIO WH(OPMANHIO, HEOOXOIUMYIO IJISI OTO-
OpakeHHsl TaHHOW CTPAHMIIBI, B BUJE OJHOTO (haiia B KOJUPOB-
ke MIME, Bbibepute Bapuant Web - apxuB. Bri6op sToro tumna
¢aiina npuBeAeT K COXPAHCHUIO BCel akTuBHOW Web - cTpaHu-
IIBI.

3) UroObl coxpaHuTh ToNbKO akTuBHYI0 HTML - crpanumy, BeIOE-
pure Web - crpanunma, Tonsko HTML. Bribop storo Tuma
¢aiina mpuBeseT K COXpaHEHHI0 MHPOPMAIMH, COIEpKaIIeHCs
Ha Web - cTpaHuIe, HO TIPH 3TOM HE COXPAHSATCS PHUCYHKH, 3BY-
KOBBIE dQQEKTHI U Tpodre (ailiIbl C STOH CTPaHUIIBI.

4) YtoOBI COXpaHUTH TOJBKO TEKCT, COICpPIKAIMUIICS HA aKTHBHOM
Web - crpanurie, Bei6epute myHKT ToabKo TekeT. Beibop sToro
Tuma Qaiiyla mpuUBeAeT K COXpaHEHHIO HMH(OpMAINH, COIepXka-
mieiics Ha Web - cTpanuile, B 0OBIYHOM TEKCTOBOM (opMaTe A
cuctemsl Windows.
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Puc.165. Coxpanenue VIHTepHETOBCKOM CTpaHUIIBI
Ha KOMITBIOTEpE.

5) Ecnu BeiOpate Tun Qaiina Web - cTpaHMIa MOJHOCTHIO WIH
Web - apxuB, MOXHO OyIeT MONTHOCTEIO pocMaTpuBath Web -
CTpaHUIly, HEe TTOMeIIas e¢ B cnucok W30paHHoe W HEe moMedas
ee JUTsl aBTOHOMHOTO TTPOCMOTPA.

6) OpHako, COXpaHEHHYIO Tak¥ 0Opa3oM CTpaHHWIy HENb3s Oyaer
aBTOMATHYECKH OOHOBIIATH. )i 0OHOBIICHHS HEOOXOAMMO 3aHO-
BO COXPaHUTh TAKYIO CTPAHHILy, KaK ObLIO OMKCAHO BBIIIE.

CoxpaHeHHe PUCYHKOB WJIH TEKCTA

[Ipu npocmoTpe Web - crpanui BcTpeyaercst HHPOpMAaIHsi, KOTOPYIO
HEOOXOZMMO COXpPaHHTh, YTOOBI B JajJbHEHIIEM MMETh BO3MOXHOCTH K
Hell oOpamarbCsi WM HCIONB30BaTh COBMECTHO C JPYTHMMH JIFOJBMH.
MO>XHO COXpaHUTb, KaK BCIO CTPAHUILy MOJHOCTBIO, TaK U OTICIBHYIO €€
4acTh: TEKCT, N300pakeHHsI WK CChUIKK. KpoMe Toro, MO>KHO oTIe4ararb
Web - cTpaHuIs! [UId TEX JrOJIeH, Y KOTOPBIX HET JocTyna B IHTEepHeT.

Jnst coxpaHeHHs: CTPAaHUIIBI I U300paKeHNs!, HE OTKPBIBAst UX JJIsS
MPOCMOTpPa B OKHE 0003peBaTeNsl MISIKHUTE CChUIKY Ha HYXKHBIH 3JEMEHT
MpaBoil KHONKOW MbIH, a 3areM B KonTekctHOM MeHio BbIOepute Co-
XpaHUTb 00beKT Kak (puc.166). I B HOBOM OKHE OIpeNeJIUTe MECTO U
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Manky Ha JMCKe, rie Oy/leT COXpaHEeH BhIOPaHHBIA O0BEKT. DTOT CIOCOO
aHAJIOTHYEH, ONMCAHHOMY B IIpEAbIAYILIEeM maparpade.

D Ananercorn - Inbeint Sevvice Provides @ - Haciasall Inleirel E sy ommmanan pationa]

E
| Zain [lpexa B Wobpwece Cgomc  Crpsess _Wl“_ WWIND WS, (OTE atows) crominiemel Axaercens  Intenet Serace Frovder him ud -

ettonm <+ - D | Bloen eiioorrn Soeran | B e 3 -

KommyTupyemslii qoctyn

JlocTyYN Mo KOMMYTHPYEMBIM TeJ1e o NHBIM JIHHHAM - [POCTON 1
HEJOPOrofl crocod ceaHcoBoro JocTyim K pecypcas ceti IHrepHer

VIR GiEsHECa H J0Ma.
HOBOETH
O KOMNAHHH CeancoBbiii Joctyn K pecypeam cetd Iuatepuer

Ceancopplii 2octyil B IIHTCpHET B HACTOALLEC BPCMA ABIACTCH

CAMBIM PACTPOC TPAHCHHRIM CETH HH MOk eitn

HeBomeI oprarsnapii [ogmorenie ocymecTRIAeTca no
i ] KOMMYTHPYEMBLIM /DIHAM cBA3H. [N padoTel B TAKOM pesinde Uepes
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Puc.166. CoxpaneHne HEKOTOPOro 00bEKTa
Ha CTpaHMIIE.

Jns xormposanust nHpopMarn ¢ Web - cTpaHHIBI B JOKYMEHT BBI-
Jenute nHGOpMannio, KOTOPYIO TpeOyeTcsl CKOIMPOBaTh, 3aTEM B MEHIO
IIpaBka BeiOepuTe komanny KonupoBaTh. Mnn menkHuTe BBIACICHHBINA
00BEKT TPaBOi KHONKOI MBIIIKH U B MOCBUBIIEMCS KOHTEKCTHOM MEHIO
BBIOCPHUTE TAKOMH )K€ MyHKT.

BriOpanHbIii OJI0OK CTpaHUIBI OyZEeT CKOIMHPOBaH B OydepHyro ma-
MSITh KOMITBIOTEPA U MOXKET OBITh BIIOCJICICTBUH BCTaBIICH B JO00H (haii,
moboi nporpammbl MS Office. Hago nomuuth, uto OydepHas mamsthb
XPpaHHUT OOBEKT, TOJIBKO MOKa BEI paboraere B cucreme Windows u moka B
Hee He MOMEIeH JPYroi BhIIeNEeHHBIH 0J0K. OHa IOJHOCTBIO CTHpAeTCs
MIpH Tiepe3arpy3ke KOMITBIOTEpa WM IIPU MEepexoje, HalpuMep, B IPo-
rpammy Norton Commander, kotopast padotaet B peskume DOS.

Jns cozmanus Ha PaGouem crosie sipiblka HAa aKTHBHYIO CTPAHHILY
IIENKHUTE MPaBOH KHOMIKOM MBIIIM B CBOOOJHOM MECTE Ha CTPaHHIE W B
KonTekcTHOM MEHIO JIeBOW KHONKOW MEIMIHN BbiOepure mMyHKT Co3AaTh
SIPJIBIK, KaK TIPUBEICHO Ha puc.167.
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Jnst ucrionb3oBaHusi n3obpaxkeHus u3 Web - cTpaHHIBI B KayecTBe
(oHOBOrO pUCcyHKa 11t Padoyero croJia Bamero KOMIbIOTEpa MICIKHHUTE
NpaBoll KHOMKOM MbIMK M300pakeHne Ha Web - cTpaHuIile M B TOSBHB-
meMcs Ha 3kpaHe KOHTEKCTHOM MEHIO LIEIKHHUTE MBIIKOW MyHKT Che-
JIATb PHCYHKOM Pa0o4ero croja. 3TOT BapUaHT - MyHKT KOHTEKCTHOTO -
JnHamMu4ecKkoro MEeHIO Tak ke MokazaH Ha puc.167. C moMoupio Ipyroro
nynkta KonrekctHoro mexio CoxpaHuTth (oH Kak MOXXHO (DOHOBBIH pH-
CYHOK J11000#1 VIHTEpHETOBCKOI CTpaHUIIBI COXPAaHUTh Ha CBOEM KOMITBIO-
Tepe B Buze rpaduueckoro (aiina 1 MCroap30BaTh €To B JAIBHENIIEM, KakK
tou Padouero crona (puc.167).

1]
Ty
S8R NNNOS

KommyTupyemsrii goctyn

JLecTyN Mo KOMMYTHPYeMBIM Te/1e o HHBIM JIHHHAM - POCTON H
HEJOPOrof Ccrocod ceaHcoBoro JocTyi K pecypcas ce IHrepHer
Ut GirsHeca 1 A0Ma.

CeancoBbiii Joctyn K pecypeam cetd Iuatepuer

CeaHcopblil JOcTyT1 B IIHTCPHET B HACTOALLCE BPEMA ABIACTCH
CAMBIM PACTIPOCT] cpeH H
HeD oML oprasnapil omom  Hes
KOMMY THPYEMBIM o] pes

TOPOICKYIO Tel €T Moy Do dn e
OPOICKY edoHHyHo C 5 e
TeneoH, MOIEM H KOMIIBITED. m‘,,,' =
] OB K. 3 MSRARHT LANOMETD ETOM
= Veaopss omaamst [
Eargess

B nactoawee spemi aciicteyer
YETYT, MpH KOTopoit AGomerT e IS T
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Puc.167. Coznanue Spasika Ha Pabouem croue.

ITynxt KonrekctHoro meno CoxpaHuThb, Kak 3jeMeHT PaGodero
€TOJ1a MO3BOJISIET MOMECTUTH HA BKIIOUYEHHBIN B cucTeMe AKTHBHBIN Pa-
0oumii cTos1, BEIOpaHHBIA 31eMeHT HTepHeToBckoW crpanmuku. [Tocme
TaKoro BBIOOpa HYXXHO HIEIKHYTH KHONKY Jla B mosBHBIIEMCS Ha SKpaHe
okHe (puc.168).

Ilepecbliika CTPAHUYKH 10 JIEKTPOHHOM MOYTe

Jist mepecbuikn Web - cTpaHUIIBI 10 3JIEKTPOHHOM MOYTE BBITOJIHUTE
TIEUCTBHUS:
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Puc.168. CoxpaHneHre 00beKTa B BHJIC JICMEHTA
Pabouero crona.

1. B I'maBaoM mento @aiis1 0603peBarens ykaxute myHkT OTmpa-
BUTh U B HOBOM, IOSBHUBIIEMCS MEHIO BbIOepuTe MyHKT CChLIKY MO
3JIEKTPOHHOM noyTe rwiy CTpaHMILy MO 3JIEKTPOHHOM mouTe (puc.169).

2. Ha dkpaHe NOSBHUTCS OKHO CO3JaHHS COOOIICHHUS, B KOTOPOM
BhIOpaHHas cTpaHMIa OYAET y)Ke BCTaBlieHa, Kak (Daill ¢ TeM ke UMEHEM.

3. 3anonHure NOJS, HEOOXOAUMBIE /sl OTIPABKU COOOIIECHHS IO
9JIEKTPOHHOHN TOYTE M COXPAHWTE Balle COOOIICHHUE, IIEIKHYB MBIIIKOH
KHONIKY OTnpaBUTh.

4. Coobuienre OyaeT OTIPABICHO aapecary IOCIe ITOJKIFOYCHISI
KOMIIbIOTEpa K IHTepHETY IpH 11emuKe o KHomnke J{ocTaBuTh.

Jlns Takoi mepechlIKe y Bac JOJDKHA OBITH yUETHAs 3alUCh U KOZbBI
JIOCTyIa Ha CEpBEp Ballero MpoBaiinepa, MO3BOISIOUINE paboTaTh C 3JIEK-
TPOHHOHM IOYTOHN, a HA KOMIIbIOTEPE JOJDKHA OBITh YCTaHOBJIEHA Kakas -
1100 TporpaMMa IIEKTPOHHOH 1mouThl, HarpuMmep, Outlook Express.

3ammuennsle y3ibsl MHTepHeTa

Msuorue y3nel VIHTEpHETa 3aIMUIICHBI OT HE CAaHKIMOHHUPOBAHHOTO
nmpocMoTpa wHGOpMAWKd W Has3pBaroTca "Oe3omacHbeME'. [lockombky
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Internet Explorer mojjiepuBaeT MpOTOKOJbI 0E30MACHOCTH, HCIOJIb3Yye-
MBI Ha TaKUX y3J1aX, Bbl MOXKETE YBEPEHHO IIOCHUIATh HA HUX JaHHBIE.
(ITpotokoa - 3T0 HAOOp MPABWI U CTAHAAPTOB, MO3BOJISIONIHA OOMCHHU-
BaThCs MHMOpMAIHEH MEKIY KOMITBIOTEPaMHU. )

Caagn. m' '_.|HM\')MW - S
ﬂmu;wrmﬂw =
Cooprwnnn pon.
Maguagerjus crpmsais
" Tl

pyemelii gocryn

CTYIT IO F MY THPY TG Te1e (0 HHLIV JIHHHAM - [TPOCTON 1
Orofl crocod ceaHcoBOro JOCTYI K pecypeam cent Inreprer
BT GIT3HECA 1 JOMA.

HOBOETH
O KOMNAHHH CeancoBbiii Joctyn K pecypeam cetd Iuatepuer
Ceancopplii 2octyil B IIHTCpHET B HACTOALLEC BPCMA ABIACTCH

CAMBIM PACTPOC TPAHCHHRIM CETH HH X MO eitn

HeBomeI oprarsnapii [ogmorenie ocymecTRIAeTca no
» KaGemEmIit KOMMYTHDYEMBIM IRTLAM CBAIL Jna paGoTul B TAKOM pesInE Uepes
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Puc.169. OtmpaBka cTpaHUIIBI 110 3JIEKTPOHHON TIOYTE.

[Tpn nocemennn 3ammineHHoi Web - cTpaHUIBI OHa aBTOMaTHIeCKH
MOCBUTAET TOJIb30BATEII0 CBOW CepTH(HKAT, a CIIpaBa BHU3Y B CTPOKE CO-
crosiHUS oOo3peBarens Internet Explorer oToOpaskaeTcs 3HAYOK 3aMKa.
(Ceprudukarom Ha3bIBAIOT JOKYMEHT, TapaHTUPYIOLMIMH HIACHTH(OUKAIINIO
KaKoro - JIn0o Jniia uwin 6e3onacHocTh Web - y3ia.)

Ecnu BBl coOupaerech MOCiaTh Kakue - JIMOO CBEACHUS (Harmpumep,
HOMEp CBOEW KpEeIUTHOW KapTOuKW) Ha HeOe3omacHbIil y3en, Internet
Explorer n3BecTuT Bac, 4TO 3TOT y3ed HE sBisieTcss OezomacHbIM. Ecnm
y3el coolIaer o cBoei 0€30MacHOCTH, HO NPEJOCTABISIET COMHUTEIbHEIE
rapaHTHH, To mporpamma Internet Explorer mpemymnpeanT Bac 0 TOM, 9TO
nIaHHEI Web - y3en MokeT OBITh He 0e30TIacHBIM.

3amuTa naeHTuukanun 4yepes UnTepHer

Jnst 3amutel naeHTHduKanun depe3 WHTepHET MOXKHO BOCIOJIB30-
BaThCsl JIMUHBIM cepTudukaTtoM. CepTUQHKAT rapaHTUpyeT Oe3omacHoe
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noAxitodeHne Kk Web - y3nmam mnm ynoctoBepseT JMYHOCTh BIIaJEIbIIA.
Wnentndukanust obecriednBaeTcsl IMyTeM NPUMEHEHUS JIMYHOTO KIIOYa,
MU3BECTHOTO TOJIBKO IIOJIb30BaTENI0 JAaHHOW cHUCTeMbl. B mporpammax
9JIEKTPOHHOM moutkl, Hampumep, Outlook Express ceprudukarsr u nmy-
HBIE KITI0YM OOBIYHO HA3bIBAIOTCS " IIU(DPOBBIMH yJOCTOBEPEHUSIMH .

B obo3peBaTene uCmonb3yeTcs ABa CICAYIONIMX BUIA CEPTHPHUKATOR
Wnrepuera:

1. "JInunelii ceptudukaT" - rapaHTUPYET, YTO BBl UMEHHO TOT, 3a
Koro ce0si BblaeTe. DTH JaHHbBIE HUCIIOIB3YIOTCS ISl MOATBEPKACHHS Ba-
el TMYHOCTH NpH Tepepade no MHrepHeTy nHpopManuu Ha y3ei, Tpe-
OyroImuii mpe0CTaBICHUS BAIIUX JTUIHBIX CEPTH(PUKATOB.

2. "Ceprudukar Web - y3ma" - moaTBepKIacT MOAIHHHOCT JaHHO-
ro Web - y3ma u rapanTupyer, 9To ¢ HuM 6e3omacHo paboTats. bruaromaps
aToMy Apyrue Web - y3ibl HE MOTYT HCIIONIB30BaTh MICHTH(UKATOpP HC-
XOZHOTO 3alUIICHHOTO y3JIa U BBl UMEETE TapaHTUIO, YTO HUKTO HE CMO-
JKET OTCIIeTUTh Bally paboty B ceti VIHTEpHeT.

Ipunumn aeiicTeus cepTuGuUKaToB

JIroOoti ceprudukar, Oynp TO NUYHBINA cepTHdUKAT WK cepTHdUKaT
Web - y3ma, comocraBnseT HISHTUPHUKATOP ¢ "OTKPHITEHIM KitodoM". "3a-
KPBITBIA KJIFOY", JArONIUl BO3MOXKHOCTE '"paciindpoBars” JHYHOCTH €ro
BJIAJIeTblla WM HOCTaBUTH "IU(PPOBYIO IMOJIHNCH", N3BECTEH TOJBKO €ro
Biazenbiy. [loceutas cBoM cepTuUKAT MOCTOPOHHUM JIMLAM, MOJIb30Ba-
TeNb (paKTHUECKH TEepenaeT UM CBOW OTKPBITHIN KIIFOU, Oiarofapst demy
OHM MOTYT MOCBUIATh YKa3aHHOMY IIOJIb30BaTENI0 3ali(pOBaHHYIO WH-
(hopmariro, pacuidpoBaTh ¥ MPOYUTATH KOTOPYIO MOXKET TOJBKO BIIaJie-
JIeT] JAaHHOTO 3aKPBITOTO KITF0YA.

udposas noanuce, ykasaHHast B cepTH(HUKATE, SBISETCS HIEKTPOH-
HOW WIEHTU(UKAIMOHHOW KapToil JaHHOTO mnosb3oBartens. Lludposas
MOJIHCH COOOIIAeT MOTydYaTeNio, YTO HOoIMydeHHast HH)OPMAIs 1eHCTBH-
TEJILHO TPUIILIA OT ONPEIEIEHHOro IMOJIb30BaTeNls U He ObLIa UCIopueHa
w "mojnenaHa’ TOCTOPOHHUMH JHUIaMH. UTOOBI TMONyYUTH BO3MOXK-
HOCTh MOCBUIATh 3alM(ppPOBaHHBIE WK MOANHCAHHBIC "U(PPOBON TOAIH-
ChI0" COOOIIEHNS, TOTH30BATEII0 HY)KHO HOIyYHUTh JIMIHBIN cepTH(UKAT 1
HacTpouths obo3peBarenp Internet Explorer Ha paboty ¢ 3TiM cepTuduka-
toM. Ilpn mocemennyu nonp3oBaresieM 3amuieHHoro Web - ysna (ysna,
Ha3BaHHE KOTOPOTO OOBIYHO HAYMHAETCS C MMEHHU https) y3em aBTOMaTH-
YECKH IOILIUIET EMY CBOH CepTU(HKAT.

Hoay4yenue su4yHOro ceprudukara

CeprudukaTsl BBIAIOTCS HE3aBUCHMBIMHU CIY)KOaMH cepTH(UKaIN
B UnTtepuere. CymecTByIOT cepTH(PHKATHI HECKOJIBKHX KaTeropuii, KOTo-
pBIE PA3IHMYAIOTCS 110 CTETICHN HAZEKHOCTH.
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Puc.170. Oxna CepTuuraToB nmporpaMMsl
0003peBaTels.

s mpocMoTpa cepTH(UKATOB OS30MACHOCTH BEIIOJIHUATE CICTYTO-
IHe JeHUCTBUS:

1. B Internet Explorer B menio Cepsuc BeiOepure CBoiicTBa 000-
3peBareJisl.

2. Ilepetinure Ha BkiIaaky Copaep:kaHHe OTKPBIBIIETOCS OKHA
CaoiicTBa o0o3peBaTes.

3. YrtoOBI mpOoCMOTPETh TEKyIue cepTuukaTsl, B rpymmne CepTu-
¢uxanusa saxxmure kHonku Ceprudukanus win U3garenn (puc.170).

UroObl MOJTYYUTH JOMOIHUTEIBHYIO CIPABKY Ul KAKOTO - JIMOO 3J1e-
MEHTA IIPOTPaMMBEI, MEIKHUTE KHOMIKY CO 3HAKOM BOIIPOCa B BEPXHEH yac-
TH JUAJIOrOBOT0 OKHA.

30HBI 0€30MaCHOCTH

Internet Explorer nennt Mup MHTepHETa HA 30HBI, TaK YTO BBl MOXKeE-
T€ HA3HAYNTH TPeOyeMBIHl ypOBEHb 3aIIUTH KaxkaoMy Web - y3ry. B mpa-
BOI HIDKHEH "acTH CTpokH coctosHus Internet Explorer ykassiBaeTcs, K
KakoOW M3 30H NPUHAIJICKUT JaHHAs aKTHBHas cTpaHuna. lIpexxae dem
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POCMAaTpUBaTh WM 3arpykaTh CTPAHMILY, IPOBEPSETCS COOTBETCTBUE
y371a 3aJaHHOH B 0003peBaTesnie 30He 0€30TTacHOCTH.
Hmeetcs yeThIpe clieqyIole KaTeropuy A1 30H O€30IaCHOCTH:

1. 3ona Uutepuer. Kak npaBmio, K 3TOi 30HE OTHOCHUTCS BCE, YTO
HE UMEEeT OTHOLICHUS K BallleMy KOMIBIOTEPY, BHYTPEHHEH CETH MIIM HHOU
3oHe. [lo ymMomrganuro it 3TOH 30HBI Ha3HA4YEH CPETHHUN YPOBEHB 3alllH-
THI.

2. 3oHa MecTHasa uHTpaceTb. OOBIYHO B ATOH 30HE CONEpPKATCS
BCE a/ipeca, A I0CTyIa K KOTOPBIM HE TpeOyeTcst MPOKCH - CepBep. DTH
ajipeca ONpenesIIoTCS CUCTEMHBIM aAMHUHUCTpaTopoM. K HUM oTHOCATCS
y3IIbl, YKazaHHble Ha Bkiagke Iloakiirouenue, ceteBble MyTH (Hammpumep,
\\server\share) u y37mpI MEeCTHOH HMHTpaceTH (B aapecax KOTOPHIX OOBITHO
OTCYTCTBYIOT TOUKH, Hampumep http://internal). B 3Ty 30HY M0oxHO H06aB-
JATH HOBBIE y31bl. 110 yMONIYaHUIO [UIsi 30HBI MECTHOW MHTpAceTH Has3Ha-
YeH CPEeJHUH YPOBEHbB 3allHTHI.

3. 3ona Hapexusble y3ibl. K Hell oTHOCATCS Y3761, KOTOPBIM BBI J10-
BepseTe M C KOTOPHIX MOXKHO 3arpykatb WHQOpMAalWIO WIIM 3aIyCcKaTb
MpOrpaMMBbl, He OECITOKOSICh O BO3MOXKHOM MOBPEXKICHUH COOCTBEHHBIX
JTAaHHBIX MJIM KOMITbIOTEepa. B 3Ty 30HY MOXHO 106aBnsTh y3isl. I1o ymor-
YaHWIO JUIS 30HBI HAJICKHBIX Y3JI0B HA3HAYCH HU3KUH YPOBEHB 3alUTHI.

4. 3ona OrpanmveHHble y3iabl. K Hell OTHOCATCS y3JBI, KOTOPHIM
BBl HE JIOBEpsETE, CUNTast HEOE30MACHBIM 3arpy’kaTh ¢ HUX MH(GOPMAIHIO
WIN 3aIyCKaTh MPOrpaMMBbl. B 3Ty 30Hy MOXHO HOOaBIISITH HOBBIE Y3IIBL
ITo ymomuaHuio Ui 30HBI OTPAHUYCHHBIX y3JI0B Ha3HAUEH BBICOKHH YpO-
BEHb 3aIIUTHI.

Cunraercst, 4To Bce (haiiibl Ha KOMIIBIOTEpE MOJIb30BaTes Oe3omnac-
HBI, IOTOMY JUISl HUX Ha3HAyaeTCsl MUHUMAaJIbHBIH YpOBEeHb 3amuThl. He-
BO3MOJKHO TIPUIUCATH K 30HE OE30ITaCHOCTH JIOKAIBHYIO TAIKy WU JIHCK.

[Ipwm >xenaHUM MOXKHO M3MEHHWTH Ha3HAUCHHBIH 30HE ypOBEHb 3allld-
TBI: TaK, BEPOSITHO, IIE€I€CO00Pa3HO M3MEHHUTh YPOBEHb 3aIIUTHI 30HBI Me-
cTtHOM mHTpaceTd Ha "Huskuit". Taxke MOXXHO HacTpauBaTh MapameTphl
0001 M3 30H, U3MEHSS UX YPOBHHM 3aIINTHI, C MPUHIMAEMBIX 10 yMOJ4a-
HUIO 3HaUeHWH, HarpumMep, Ha "Huskuit" (puc.171).

st HacTpOMKM ypOBHS 3aLLUThI I KaXK10M 30HBI IOCIE10BATEIILHO
BBITIOJIHUTE JCHCTBHS:

1. B mporpamme Internet Explorer B 'maBHOM mMeHio CepBHC BblOe-
pure pazznen CpoiicTBa 0003peBaTes.

2. Ilepelinure Ha BkIaAKy be3omacHOCTB, OTKpBIBIIErocs Ha dKpa-
HE OKHa.

3. Bribepure 30Hy MHTepHETa, 171 KOTOPOW HYKHO YCTaHOBHUTH
YPOBEHbB 3aIIHTHI.
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Puc.171. YcraHoBka ypoBHs 0€3011aCHOCTH
pabotsl B IHTEpHETE.

UroObl ycTaHOBHUTH 00Jiee BHICOKMH YPOBEHb 3aIUTHI, TIEPEMECTHTE
MBIIIKOI MOJ3YHOK BBEpPX, YTOOBI YCTAHOBHTH OoJjiee HHU3KHH YPOBEHB
3amuTHl - BHU3. llepeMenienne Mmoia3yHKa ypOBHS 3aIIWTHI BBITOIHSACTCS
NIepeMeIIeHIEM TIPH Ha)KaTo! JIEBOH KHOIIKE MBIIIH.

UtoOBI HACTPOUTH YPOBEHB 3AIIUTHI ISl BHIOPAHHOH 30HBI IT0 CBOEMY
YCMOTpPEHHIO0, HAKMHUTE KHONKY JIpyroi. YToOBI BOCCTAaHOBHUTH MCXO/IHBIC
3HAYEHMs HACTPOEK BHIOPAHHOTO YPOBHS 3aIIUTHI, HAXMHUTE KHONKy Ilo
YMOJIYAHHIO0 Ha BKIaake be3omacHocTs.

Jliis HazHaveHust Web - y371y 30HBI O€30MACHOCTH BBITIOJHUTE JCHCT-
BU:

1. B Internet Explorer B metto CepBuc Boibepure CBoiicTBa 060-
3peBaTeJs.

2. Tlepeiiaure Ha BKIAAKy Be30MaCHOCTH OTKPHIBIIErOCS Ha SKpa-
HE OKHa.

3. Beribepure 30Hy 6e3omacHocti: MecTHass MHTpaceTh, Hamex-
HbIe Y3JIbl Wi OrpaHnyeHHbIe Y3JIbI.

4. HaxmMure KHONKY Y3JIbl, a 3aTeM BBeuTe ajapec Web - y3na, Ko-
TOPBIIT HYXKHO J0OABUTH K YKa3aHHOM 30He MHTEepHeTa.
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Henp3st nobGasmate Web - y3sl B 300y MHTepHeT, comepikaiiyio Bce,
YTO HE NPHHAUISKHUT JPYTUM 30HAM U HE HAXOJWTCS Ha BalleM KOMIIBIO-
Tepe.

3amura KOMIbIOTEPa

[Ipu 3arpyske wim 3amycke mporpamMm u3 MHTepHeTa jkenaTeiIbHO
OBITH YBEpEHHBIM, YTO HWCTOYHHK, M3 KOTOPOTO IIOCTYNAOT HPOTPaMMBI,
SIBIISICTCS TIPOBEPCHHBIM M HANIS)KHBIM. VIMEHHO IMMO3TOMY IUIS 3arpy3Kd
nporpaMMbl u3 MHTepHETa Ha KOMITBIOTEp IMOJB30BaTENsl B 0003peBaTee
Internet Explorer npumensiercs texnonorust Microsoft Authenticode, mpo-
BepsIIomasl MACHTHYHOCTE porpaMM. Texnomorust Authenticode mpoBepsi-
€T HaJIM4Ke y MPOrpaMMbl IPaBUIHHOTO CEPTU(HKATA: COOTBETCTBHE CEp-
TH(UKATY WACHTUPHKATOPA U3ATENs MPOrPaMMBI U CPOK JEHCTBHS cep-
tudukara. Heo6xoauMo UMeTh B BUIy, YTO 3Ta TEXHOJIOTHUS HE 3allUIIaeT
KOMITBIOTEp OT 3arpy3KH WM 3allycka HEKOPPEKTHO HAaNHCaHHBIX IpPO-
rpaMM, HO OHAa CHM)KaeT OIACHOCTh 3arpy3KHM WM 3aIlycKa IMpOorpamm,
paccunTaHHBIX Ha YMBIIUICHHOE WM IPEAHAMEpPEHHOEe HaHEeCeHNE yIepoa
BallleMy KOMIIBIOTEpPY WIIM BaIIUM ITPOTPaMMaM.

B o6o3pesatene Internet Explorer Mo)xHO 3aaTh HACTPOHKH AJIs 3a-
Tpy3Kd TporpaMM U (aiiloB B 3aBUCHMOCTH OT 30HBI, U3 KOTOPOH 3TH
MIpOTrpaMMEI 1 (aiiTbl TOCTYTIAIOT.

Hanpumep, nonp30BaTesib MOXKET OBITH YBEPEH, UTO BCE, YTO OH 3a-
Tpy’kaeT W3 KOPHOPaTUBHON HMHTpaceTH, Oe3omacHo. B atom ciydae s
MECTHOI 30HBI HHTPACETH MOXHO yCTAaHOBUTH HHU3KHI YPOBEHB 3aIlIHTHI,
JIOMTYCKAIOIIUI 3arpy3Ky MoYTH Bcex (aitmo 0e3 moarBepkacHus. Ecnu
JK€ UCTOYHHK HAaXOAUTCA B 30HC I/IHTepHeTa WX B 30HC OrpaHUYCHHBIX
Y3JI0B, MOYKHO YCTaHOBUTb CpPEJHUN WIIM BBICOKHI ypOBEHb 3alluThl. B
9TOM CiIydYae Mepe]] 3arpy3Koi MporpaMMBbl OyIeT 3ampaliuBaThCs HHPOP-
Manus 0 ee cepTU(HKaTe U MPH KaKoM - JTHOO HECOOTBETCTBUH 3arpy3UTh
9Ty porpaMmy OyJIeT Helb3sl.

HUcnoan3oBanue OrpaHHYeHHUs J0CTyIAa

HHTepHET MO3BOISAET MOTYYaTh AOCTYN K HIMPOKOMY CHEKTPY pas-
nmyHOM mH(popMannu. OmHAKO U1 HEKOTOPBIX MMOJIb30BaTeNei ompere-
JIEHHOE COJEp KaHUE MOMKET CKa3aThCs HexkenarelbHbIM. Hampumep, mo-
KET OTpeOOBaThCs 3aPETUTH JIETSIM JOCTYII K CTPaHUIaM ¢ HH(OpMAIH-
el 0 HacWJIMK, KPOBaBbIM yOUICTBAM MITH CEKCe.

C nomomrpio orpanuyenust jgocryma Internet Explorer mosBossier
KOHTPOJIMUPOBATh COJAEPKaHUE MaTepUalloB, 10cTynHbIX B MHTepHeTe. [1o-
clle BKJIIOYEHHS OTPaHMYEHHs IOCTyNa MOXKHO OyJneT IpocMarpuBarh
TOJIBKO TOT MaTepHai, COAEepKaHUE KOTOPOrO COOTBETCTBYET BAIlIUM Tpe-
6oBaHMAM. DTH YCTaHOBKH BCET/Ia MOJKHO CKOPPEKTHPOBaTh (puc.172).
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C NOMOIIBIO HCIIONIB30BAaHMS YCTAHOBKHM OTPaHWYCHUS JOCTyIa B
WHTEpHET MOKHO:

1. H3MeHATh HACTPOMKH OrpaHMYCHHS JOCTYIA, YTOOBI BKIIOYHUTH
OTpaHWYEHHE JOCTYIa, MPOCMOTPETh YCTAHOBKH M 3aJaTh MapoJib. JTOT
mapoJyib MoTpeOyeTcs A W3MEHEHHs THOOBIX YCTaHOBOK OTPaHUYCHUS
JIOCTYTIa, TIO3TOMY PEKOMEHJyeTCsI TJe - HUOYIb 3aIicaTh ero.

2. TlpocmaTpuBaTh U U3MEHSITH HACTPOUKH JUIS CIENYIOUIMX Tapa-
METPOB: OOHa)XCHHUE Tea, HCHOPMAaTHBHAS JICKCUKA, HACHIINE, CEKC U T. 1.

3. HW3MeHATh HACTPOWKH, YTOOBI YCTAaHOBHUTH YPOBEHHb IOCTyIAa K
coliepaHnio cepBepoB HTEepHETa O€3 Bamiero paspemreHus. Y CTAaHOBKU
COJZIEPKIMOTO MOXKHO M3MEHSTH B 3aBUCUMOCTH OT 0OCTOSITEIIECTB.
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Puc.172. Orpannyenue goctyna
B UHTepHer.

4. Coznmanne crucka Web - y3moB, KOTOpbIE HEIB3sI IPOCMOTPETH
HUKOT/1a, HE3aBUCUMO OT HX OLCHOK.

5. Cozpanme cnmcka Web - y35I0B, KOTOpbIE MOKHO IPOCMOTPETH
BCer/ia, He3aBHCUMO OT MX OLICHOK.

6. IlpocMOTpeTb W HM3MEHHUTH HCIONB3yeMble CHCTEMBI M HCIOJIb-
3yemoe OI0po OIEHOK.
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Ilpy mepBoM BKIIOYEHHH OTpaHWYCHUE NOCTyIa HMeeT Hauboiee
KOHCEPBaTHBHBIC HACTPOHKH. DTH HACTPOWKHM MOXKHO H3MEHSTH B COOT-
BETCTBUH C BaIIUMH TPEOOBAHUSIMHU.

He Bce conepxanue B MHTepHEeTE MMeeT onieHKH. Ecnu BBl BeIOepeTe
B HAaCTpOHKaX BO3MOXKHOCTb IPOCMOTpa Yy3JI0B, HE MMEIOUIUX OLEHKH,
YUTHUTE, YTO HEKOTOPBIE U3 3TUX Y3JI0B MOTYT COAEPIKATh HEXKENaTEeNIbHbIE
JULS TIPOCMOTPa MaTepUaIbL.
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Puc.173. Bei6op ypoBast OueHKH.

Jlnst BKIIIOUCHUS OTpaHMYEHHs JOCTYIa U YCTAaHOBKU TPEOYEMBIX OT-
paHUYEHHUI:

1. Haxwmure kHomky Ilyck, ykaxxute HacTpoiika u BeiOepute Ila-
HeJIb YIPaBJIeHUS.

2. B HOBOM OKHE AB&XIbl IIEIKHUTE MBIMIKOW 3Hau0K CBoiicTBa
o0o3peBaTeJis.

3. Ilepeiinnte Ha Bkianky CoaepskaHue OTKPBIBILETOCS HA SKpaHe
OKHa.

4. B rpynme OrpaHu4yenue 10CTyNa HAKMATE KHONKY BKIIOYMTS.

5. Ecnam orpaHuueHue JoCTyla YK€ BKIKOYEHO, HAXMHUTE KHOIKY
Hacrtpoiika 1 BBeguTe napoiipb - AONYCK, NO3BOJISIOIIUN BBIIOJHATE HU3-
MEHCHHE HaCTPOCK.
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6. Bribepure Bkmagky OuneHKH, 3aTeM KaTETOPHUIO U3 CIUCKA U yC-
TaHOBUTE OETYHOK Ha TEX OIPaHUYEHUSX, KOTOPBIC XOTUTE HCIIOIb30BAThH
(puc.173).

7. IloBTopuTe mpenplIyIue NSHCTBUS AN APYTUX KaTeTrOpHUH, a 3a-
TeM Haxkmute kHonky OK.

8. Ecnm ni1st KoMnploTepa enie He YCTaHOBIJIEH I1apoJib - JIOIYCK, Oy-
JIeT TIPEIUIOKEHO CO3/IaTh €ro.

9. YT0OBI 3aIIMTUTH APYTUX MOJIH30BATEIEH OT MOCELIEHHs HEeXea-
TenpHBIX Web - cTpaHHMIl, He MMEIONINX OLEHOK, MEepEeHInTe Ha BKIAJIKY
Pa3peneHHble y3J1bl ¥ H3MEHNUTE HYXKHBIE HACTPOHKH 0003peBaTes.

Jist Toro, 9TO0BI TO3BOJIUTH IPYTHM MOJIB30BATEISIM IIPOCMATPHBATD
Web - cTpaHHITBI ¢ OTpaHUYEHHBIM JOCTYIIOM WJIH 0€3 OIICHOK BBHIITOIHUTE
clenyouye IeHCTBUS:
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Puc.174. Bxitouenue goctyna Juist ApYrux
TOJIb30BAaTENEH.

1. Haxwmute kHonky Ilyck, ykaxute Hacrpoiika n Bioepute Ila-
HeJlb yHpaBJIeHHUs.

2. B oTkpeBmieMcs OKHE OBaXKIBl MIENKHHUTE 3HA4oK CBoiicTBa
o00o03peBaTeJisl.
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3. Tlepefinure Ha BKiaaky Coaep:kaHue, HOBOTO OKHA, TTOSBUBIIIC-
TOoCsI Ha 9KpaHe.

4. B rpynne OrpaHu4yeHue TOCTyNa IIEIKHUTE MBIIIKOH KHOIKY
Bki1o4uTh.

5. Ecnu orpanuueHue JOCTyla YK€ BKIKYEHO, HAXMHUTE KHOIIKY
Hacrtpoiika u BBequTe Hapoib - AOIYCK, YTOOBI M3MEHSATH C/EJIaHHBIE
paHee HaCTPOMKH.

6. UroObl TNO3BOJHUTH JAPYIUM IOJb30BaTeIIM mHpocMoTp Web -
CTpPaHHUI] C OTPaHUYECHHBIM JIOCTYIIOM, BbIOepuTe BKiIaaky OOmme, 3aTeM
ycraHoBuTe (uiaxxok Pa3pemnTs BBOA mapoJist VISl MPOCMOTPA 3ampe-
IIEHHBIX y3J10B (puc.174).

7. UrtoOBbl pa3pennTh IPyTUM MOJIb30BATEIAM AAHHOTO KOMIIBIOTEpa
C WCIOJB30BaHMEM HaHHOW mporpammbl OOo3peBaTens mpocmoTp Web -
CTpaHUI], HE UMEIOLINX OLICHOK, ycTaHOBUTE (nakok Ilosb3oBaTesn Mo-
IyT MPOCMATPUBATH Y3JIbl, He HMEIOIIHe OLIEHOK.
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Puc.175. OxHO 3a1aHus pa3penIeHHBIX IS
MIPOCMOTpA Y3JIOB.

8. Tlocme chemaHHBIX yCTAaHOBOK MICIKHHUTE MBIIIKOW KHONKY OK
OTKPBITOTO Ha SKpPaHE OKHA.

9. Ecnu Ha KOMIBIOTEpE €llle He YCTAaHOBJIEH MapoJjb - JAOMYCK, Oy-
JIeT TPEJI0KEHO 3a]aTh €ro.

307



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

UYroOs! yka3ate Web - y311bl, KOTOPBIE JpyTHe MOJIb30BATENH CMOTYT
MPOCMaTPHUBATh BCETAA UM HE CMOTYT POCMATPHUBATh HUKOTJa:

1. Haxwmure xHOnky Ilyck, yxaxkute Hacerpoiika u BeiGepute Ila-
HeJIb yIpaBJIeHHUS.

2. B HOBOM OKHE ABaXIIbl LIEIKHUTE MBIIMIKOW 3HauoK CBoiicTBa
o0o3peBaTeJis.

3. Buibepurte Bkiaaky Copep:xkanue.

4. B rpymne OrpaHnn4eHue JOCTYNIAa HaXMHTE MBIIIKON KHOIKY
BxaouuTs.

5. Ecnm orpaHudeHHe NOCTyHa YK€ BKIIOYEHO, HAKMHTE KHOIKY
Hacrtpoiika u BBenuTe, 3aJaHHbI paHee MapoJib - JOIYCK Ul U3MEHE-
HUS HACTPOCK.

6. Bribepure Bkimanky Pa3pemenHble y3ibl, BBeaute anpec Web -
ctpauunbl B Uatepuere (URL), a 3aTem ykakute, OymeT i AOCTYIIHA JIA
3Ta CTpaHMIA APYTUM IOJIH30BATENISIM BCerja WK He OyAeT NOCTyIHa HU-
korna (puc.175).

[ToBTOpHTE 3TOT IMpoLecc At Kaxaoro Web - ysna, Kk KoTopomy He-
00X0TMMO HACTPOUTH JIOCTYII.

BoccTranoBienue HaCTPOEK 0603p8BaTeJ'lﬂ

Ecmun mocne ycranoBku mporpamm Internet Explorer m mporpamm
rpymmsl "Cpencrea MHTepHeTa", yCTaHOBUTH Ipyroil obo3peBartens MH-
TEpHeTa, TO 3TO MOXKET U3MEHUTh HEKOTOphIe HACTPOWKU 0003peBarels
Internet Explorer. Mo»HO BOCCTaHOBHTH 3a/laHHBIC MO YMOJYaHHIO Ha-
crporiku Internet Explorer, Biitouasi JOMAaIIHIOW CTPaHHILy M CTPaHHIIBI
TIOUCKA, a TaKKe BHIOpaTh YCTaHABIMBAEMBIH 10 YMOJIYaHHIO 0003peBa-
TeJIb, HE U3MEHSS HACTPOEK BHOBb YCTAHOBJIEHHOTO 0003peBaTeIs:

1. B I'maBnom meHwo CepBuc BriGepute yHKT CBOWCTBa 0060-
3peBareJsl.

2. B HOBOM OTKPBIBIIIEMCS Ha 9KpaHe KOMITBIOTEPa OKHE TiepeiInTe
Ha BKJIaAKy IIporpamMMsl, IIEIKHYB MBILIKOM I10 €€ Ha3BaHUIO.

3. Ilenkuure mbiukoi kuonky Copoc Web - HacTpoek, kak mo-
Ka3aHo Ha puc.176.

IMognucka
[Moxamucka cIyXuUT Ui aBTOMAaTHYeCKoW mpoBepku B Windows - 98

n30panHbIX Web - cTpanun Ha npeaMeT oOHOBICHHs. CeqyeT JIMIIb BbI-
OpaTh crmocod u gactoTy yBenomieHnus - Windows - 98 Gyner aBTomaTH-
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YECKH PETYJIAPHO JOCTaBIATH 0OHOBICHHYI0 Web - CTpaHMIy Ha JIOKab-
HBI KOMIIBIOTEP.

:|N aal - Mazimrard] Ieearerd & epimes - Qe ossieiios uaflor i]

] Em Hefpwwm  Cgmec  Crumes Mlgt\wnumwmamﬂwww:ym -
I S 6 B Bl L i e A R I

Qnur T

Thoe sl Hiregmsta
peaaTops HTML: lm
T ——
esoon rabengmeny [Micoroit Neteetrg %]
sanerapa [ 5
= on s [ctowrnes =]

coe
= Gns 7
] |
oo8 AN 0B CTDMSUL i CTDBSY TGy
- B
. Du\r
Ane
nNas
m e

Bpo ok | Onwea | |

B st i [ ——————

Komery s

9 Bopn
Mpeaoctaene, -‘.\) !

ane pabiors &
jcta ' frprnite rmas pam s crpmmesy
BNSNTDOHHOM -
anpeca
Gonoral Unit [rganoe aocTyn & comm Interret
1 Toroeo. [ @ oo s
"np] D ENAT Jml M| EETHHAHTERET ML “g_]ll...d - Micsuzolt In R e

Puc.176. OxHo cOpoca nosnp3oBarenseckux Web - HacTpoek.

[Moxmucka HeolleHNMa TPU YaCTOM IOCEUICHUN OnpeAeTieHHbX Web
- Y3TIOB B TIOMCKaX HOBOTO conepxumoro. [loamucka Ha Web - y3en oueHb
HallOMUHAET IMOMAIMUCKY Ha XYPHAJ - Bac MEPHOANICCKH YBEAOMILIIOT 00
OOHOBJICHHHU COJIEPKUMOI0, B COOTBETCTBHHU C YCTAHOBIICHHBIM BaMH pac-
nucanueM. [Ipu xKeTaHur MOKHO BKJITIOYMTH PEXKUM aBTOMATHYECKOM J0C-
TaBKH HOBOTO COJIEP)KUMOrO Ha Balll KOMITbIOTEp cpenctBamu Windows.
Hanpumep, HeTpyaHO 3a1aTh pacluCaHWE aBTOMATHUYCCKOW 3arpy3Kd Ha
Balll KOMITBIOTEP MOCJCIHUX HOBOCTEH KaXIyI0 HOYb, TIOKA BbI CIIUTE, U K
yTpy Bce OyaeT roTogo.

Ipu mocemennn Web - CTpaHHIBI MOXXHO TOANMUCATBCS Ha HEE.
IMoxmuceiBasice Ha Web - cTpaHHIly, HCOOXOIUMO PEUINTh, TPEOyeTCs Jin
ABTOMATHYECKH 3arpy’kaTh OOHOBICHHS Ha Balll KOMITBIOTEp. 3arpyska
CBEJICHUH 110 TOAMKCKE TO3BOJISIET IPOYECTh UX B JIF000E YI0OHOE IS Bac
BpeMsi B aBTOHOMHOM peKHMeE, COKpaIIasi IIpu STOM BpeMs paboTel B 1H-
TEPHETE U CBSI3aHHBIE C 3TUM (DUHAHCOBBIE PACXO/IBL.

Ecnu ke 3arpy3ka cBeieHHI Ha KOMIIBIOTEp HE TpeOyeTcs, BIOepuTe
OJIMH U3 CIEIYIONIUX CIIOCOO0B YBEIOMIICHHS 00 OOHOBICHUH COICPIKH-
MOro:
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1. W3MeHeHHMe 3HAYKA - TIOJIKCKA aBTOMATHYECKH MPOBEPSETCS
Ha HaJuuMe OOHOBJICHUH - €CIIM CTpPaHHUIA OOHOBJISUIACH, BHJ] 3HAYKA H3-
MeHHUTCsA. 3Hayku Web - y3710B, Ha KOTOPhIC UMEETCS MOMANMUCKA, MOYKHO
yBUETH B namnke Subscriptions.

2. Tlo 3JeKTpOHHOI MoYTe - KOMH 0OHOBJIEHHBIX Web - cTpanuil
C AaKTUBHBIMHM CCBUIKAMHM Ha HUX aBTOMAaTHUYECKH OTHPABISIOTCS BaM IO
JJEKTPOHHON TOYTE ¥ UX MOXKHO 3arpy3UTh Ha CBOM KOMIBIOTEP.

Iloonucka na Web - yzen

Jis mepBOHAYANTFHON TOJIMCKHA Ha BHIOPAHHYIO CTPAHHYKY BBITION-
HUTE JIEHCTBUS:

1. B okue nporpammsl oGo3pesareins Internet Explorer nocie mon-
kiroueHuto k urepHery, nepeiinure k Web - crpanuie, Ha KOTOpPYIO Tpe-
OyeTcst MoITUCaThCs.

2. BuiGepure B ['maBHOM MeHIO mporpamMMmbl yHKT M30paHHoe u
komaHay JlobaBuTh B u30paHHoe. Ha sxpaHe OTKpOETCs IUaIoroBoe OK-
HO JloGaBJieHHe B M30PaHHOE CCHUIKH C aJJpecoM Ha TEKYIYIO, T.€. HaX0-
JUIIIYIOCS] HA 9KPaHE KOMIIBIOTEPa CTPAHHUILY.

3. BuiGepure napamerp Caejarh A0CTYIHOW ABTOHOMHO, yCTa-
HOBUB (DJIAKOK B COOTBETCTBYIOILIEM MEHIO.

4. Jlnst mpocMOTpa M YCTAHOBKH MAPaMETPOB MOJIMKCKH HAKMUTE
kHonky Hacrpoiika.

5. bByger samymeH Mactep MOANKMCKH, OKHO KOTOPOTO MPUBEACHO
Ha puc.61.

6. Haxumas xkHonky Jlajiee, mepeiiiure B OKHO, T€ HYKHO 3a/1aTh
pacnrcaHue HOITHUCKH.

7. VYcraHOBHTE HYXXHOE BaM PACIHMCAHHE U MICIKHHUTE MBIIIKOH
kHonky OK.

st oOHOBIIEHUS TIOIIICKY Ha Bce 3amanHbie Web - y3ie1 MHTEepHE-
Ta (puc.177):

1. JBaxnsl menkaute 3Ha90K Moii komnbioTep Ha Pagouem cro-
Jie KOMIIbIOTEpa WIIM OTKPOUTE Ha dKpaHe OKHO MPOTrpaMMbl 0003peBaTes.

2. Bribepure B Meno H36panHoe mporpamMel 0603peBareis Ko-
MaH1y OOHOBUTH BCIO MOAIHUCKY.

I[J'ISI mpocMoOTpa cymeCTBonmeﬁ MNOAIMHMCKHU BBIIIOJIHHUTC Z[eﬁCTBPISIZ

1. JIBaxmer mienkuuTe 3Hauok Moii kommbroTep. Ha skpane ort-
KpoeTcst OKHO Moii KoMIIbIOTEp.
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2. Buibepure B ['maBHOM MeHI0o M30paHHOe KOMaHIy YnpaBiieHue
MOANMCKOIA.
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Puc.177. OkHO 171g co3maHust MOAIUCKHA
B UHTepHeTe.

Kanaabl

Kananom sBusiercs Web - y3en, mpeaHa3HadeHHBIA IS TIeperavd
JaHHBIX U3 MHTepHeTa Ha KommbioTep. Korna n xakue cBeleHUs Mpeaoc-
TaBJIIIOTCA KaXKIBIM KaHAJIOM, OINPEeIIeTCs] MOCTaBIIUKOM COIEPKUMO-
ro. JIns mpocMOTpa COAEP)KUMOTO KaHaja HaKMHUTE OIHY M3 KHOIIOK Ha
MaHEeIN KaHaJoB.

Ha nanenu xaHnajioB 0ToOpa)karoTCsi Bce KaHaJlbl, yCTAHOBJICHHBIC Ha
komnbroTepe. Cpasy mocie ycraHoBku cucteMbl Windows - 98 manens
KaHaNOB oToOpaxkaercs Ha PaGouem crose. Ecim maHens kaHamoB Oblia
3aKpHITa, CIEIyeT IOMECTHTh ee 00paTHO Ha PaGoumnii cToJr.

Ecmu mommucka HaIlOMHHAET TOANKCKY Ha JKYpHAI, TO KaHAJBI IMO-
XOKH Ha TEJIEeBH3WOHHBIE KaHAJBl. BMECTO MOMydYeHHsS HEepHUOIMYECKUX
obHoBneHNH Web - y3110B Balll KOMIBIOTEP ITOTYyYaeT MMOCTOSHHBIA TOCTYII
K comepkumomy y3na. Kanan npencrasiser coboit Web - y3en, npeana-
3HAYEHHBIA JJI1 JOCTaBKU COJACPIKHUMOTO I/IHTepHeTa Ha Balll KOMIBIOTEDP -
KPYT COAEP’KUMOr0 M YacTOTY JIOCTaBKU YKa3bIBACT ITOCTABIIHUK.
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Jlis mpocMoTpa KaHaja, MOIIICEIBATECS Ha HEro He 0053aTeNbHO, HO
Ha TaHeNb KaHAJOB OH JO0aBISETCS TOJIBKO MPH HAJMYWHU TIOAIMCKH, Je-
Jarome colepKUMOe MOJTHOCTBIO AOCTYHMHBIM. HekoTopsle MocTaBIIMKU
YCIyT pa3peliaoT MPeaBapuTe/IbHBIA MpocMoTp Bcero Web - y3ma Oes
MOJINIUCKH, B TO BPEMsi, Kak JIpyrue TpeOyIOT MpeBaAPUTEIILHO TOAINCATh-
cs. KaHanbl MOKHO MpocMaTpUBaTh BO MHOTHUX MECTax KOMIbIOTEpA - Ha
Pabouem cToJsie, B pa3NUYHBIX OKHAX U JIaXe C MOMOIIBIO CIENHUaIbHON
9KpaHHOM 3acTaBKe.

i mpocMOTpa KaHaJIOB MOYKHO TOCIIEIOBATENIFHO BEIIOIHUTH CIIC-
ITYFOIITUE ICHCTBUS:

1. B okue Moii komnbioTep win obGo3pesarene MHTepHeTa OT-
kpotite B ['maBHOM MeHIo myHKT M30paHHoe 1 BeIOepuTe MyHKT KaHasbl.

2. OTKpOeTcs CIUCOK JIOCTYIHBIX KaHAIOB. Bbibepure KaHal u
IICTKHUTE ero Ha3BaHue (puc.178).
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Puc.178. Oxuo Kananos B mporpamme
obo3peBaTens.

Jlo6aBiieHre MaHe I KAHAJIOB

Jnst mobaBienus kaHamoB Ha PaGoumii ¢TOJ mMOCIeqoBaTEIbHO BBI-
TTOJTHUTE JICHCTBUS:
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1. IenkuuTe paBOM KHOMKOH mMycToe MecTo Ha PaGouem cToJie u
BbIOEpHTE B OTKpBIBIIEMCsi KoHTekcTHOM MeHIo myHKT CBoiicTBa.

F FRFERERFEFD

[Anece| [DE WA i W M | B nmwanDows oom |

Puc.179. ITanens kanagoB Ha PaGouem
cToJie.

2. Otkpoercsi AMAIOroBoe OKHO CBOWCTB dKpaHa. [lepeiimure Ha
BKJIaaKy MHTEpHeT.

3. Vcranosute guaxokx Ortodpaxkarh Active Desktop, kak crpa-
Huny Web.

4. 3arem ycraHosure (Quaxok Ilames» kanajgos Internet
Explorer (puc.179).

5. Tlocne crenaHHBIX TakKuM 00pa3oM yCTAHOBOK HAKMHUTE KHOIIKY
OK.

[Tanens xananoB Oynmer no6asneHa Ha PaGouuii cToJ1 - SKpaH Barie-
ro KOMITBIOTEPA.

H3MeHeHus nmaHeJaei
HHCTPYMEHTOB

ITanens HUHCTPYMECHTOB 0603peBaTeJm MOXHO HU3MCHATHL U HaCTpau-
BaTb. MOXXHO I[06aBJI${TB WK yAaJIsIThb KHOIIKKM Ha CTAHAAPTHBIX IMAaHCIAX
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WHCTPYMEHTOB, YyCTAaHABIMBAaTh MEHBIIMH pa3Mep KHOIIOK B CTHIIE
Microsoft Office, a Takke U3MEHITH MOPAAOK KHONOK Ha MAHEJSX WHCT-
PYMEHTOB. [[Jis 3TOr0 BBIMOJIHUTE MTOCICIOBATEIBHOCTD CICAYIONINX JCH-
CTBUH:

1. IlenkHute mpaBoil KHONMKON MBI MaHETh HHCTPYMEHTOB, BbI-
Oepute B nosiBuBIIeMcss KoHTekcTHOM MeHIo yHKT HacTpoiika u J1o-
0aBbTE WIN YJATUTE HEKOTOPBIC dJIEeMEHTHI [IaHEeTn HHCTPYMEHTOB
(puc.180).
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Puc.180. M3menenne pa3MepoB KHOTIOK.

2. MoOXHO nepeBUraTh aJipeCHyIO CTPOKY, MMaHe b CChUIOK U Ta-
HeJb pajuo, epeTacKuBas UX BBEPX, BHU3, BIEBO WJIM BIIPABO, & TAKKE
HU3MEHSITh UX pa3mep. [lepeTackuBaHue BHIMOIHIETCS MBIIIKOW MPHU HaXa-
TOM JIEBOM KHOIIKE.

3. MOHO CKpPBITh aAPECHYIO CTPOKY, MTAHETb CCHUIOK MM MaHEeh
paano, MeIKHYB MPaBOi KHOIKOW MBIIIH TaHETh HHCTPYMEHTOB U B KoH-
TEKCTHOM MEHIO CHSIB COOTBETCTBYIOIIUH IMaHEN (IIaXKOK, KaK TTOKa3aHO
Ha puc.181.

4. MoxHO 100aBUTH JIEMEHTHI Ha TIAHEIh CCHUIOK, IIEPETAIHB 3HA-
YOK CCBUIKH M3 aIpeCHOW CTPOKH WM MEepeTaniuB cChuiky ¢ Web - ctpa-
HUIIBI.
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5. MOXHO YNOpSAAOYHUTH CCBUIKH, T€peMelIas MX Ha IaHEIH CChI-
JIOK.

6. HanomuuM, uto manens paamo noctynHa B Internet Explorer
TOJIBKO IIOCJI€ YCTAHOBKHU IIPOTPAMMBI Y HHBEPCAJIBHOIO IPOUIPbIBATE-
JIAL.
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Puc.181. Pa3Hple yacTu manean
WHCTPYMEHTOB.

MosxHO MeHATh WpH(TH U 1BeTa PoHA HA IPOCMAaTPUBAaEMON CTpa-
HHLE:

1. Koraa aBropsl u pa3paboTUYuKu co3naroT Web - cTpaHuIp], OHU
OTIPEICTISIIOT 1BET, pa3Mep M HauepTaHue MpUQTOB, a TaKKe IBET (oHa.
OTH mapamMeTpbl 3aJafoTCsl Al KaXKI0TO JIEMEHTa WM OOBEUHSIOTCS B
TabIHUIy CTHIIEH, KOTOpas MPEeACTaBIseT coOoH ImadioH At GpopMaTHpo-
BaHus Web - crpanuil Ha IHTEpHETOBCKOM cepBepe.

2. MOXXHO OTKa3aThCS OT MCIOJIB30BAHMS ITHX HACTPOCK. DTO pe-
KOMEHJYeTCs CHeNlaTh, €CIIM y Bac IUIOXoe 3peHHne. MOKHO 3a1aTh Ipes-
MOYMTaeMbIe BaMH IIPUQT U IBET MWpHQTa U BCEX CTPAHUILI, CO3AaHHBIX
0e3 MpUMeHEHHsI CTHJIeH, a 3aTeM YaCTHYHO MJIM MOJHOCTHIO NPUMEHHTH
9TH HACTPOMKH K CTpPaHHIIAM, CO3/IaHHBIM C UCIIOJIb30BaHHEM TaOIUIL CTH-
JIeH.
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Jnst HACTPOWKK OTOOpaXKeHUsI I[BETa HA CTPAHUIIC BBIMOJIHHUTE Clie-
yIoIIMe JEHCTBUS:

1. B mporpamme obo3pesatens Internet Explorer B pasmene I'ias-
HoM MeHIo CepBuc BeiOepuTe koManay CBoiicTBa 0003peBaTes.

2. Ilepeiinure Ha BkIanky OOmmMe M HaXMHUTE MBIIIKON KHOMKY
LBeTa.

3. V3meHuTEe HaCTPOMKH 10 CBOEMY yCMOTpeHHIo (puc.182).

4. Tlocne caenaHHBIX YCTaHOBOK IIEIKHUTE MBIIKOH KHONIKY OK.

YToOBI MONYYUTh AOTIOJHUTEIBHYIO CIIPaBKy IJIsl KaKoro - MO0 3i1e-
MEHTa, HIEJIKHUTE KHOIMKY C BOIIPOCOM B NPaBOM BepxHEil yacTu 1000ro
JMaJI0TOBOTO OKHA.
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Puc.182. MI3MeHenune 1IBETOB Ha SKpaHe
KOMITBIOTEpA.

Jnst oToOpaXkeHust TeKCTa IPyruM HIPU(TOM BBITOIHUTE CICIYIOIINE
IEUCTBUA:

1. B Internet Explorer B Mmexto CepBuc BbiOepute nyHKT CBolicTBa
oGo3peBaTeJisl.
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» nlemel Explorer B merno Cepeuc puibepirre Cooiicrsa
ofioapepaTens.
2. Ha sxnagre O6upe spibepire Odopmienite.
3. H3merarre HACTPOTIKIL 1O CROEMY VCMOTPEHINO,

UToGE MOy OITE CHPABEY AT KAKOr0O-THG0 STIeMEHTA, HAAMIT-
Te KHOIKY B BepxHeii YacTil AHAI0r0Boro oK.

Bune prIGepnte KHomky Odopmaenne.
| [TpoiiKi 1o croeMy yemortpenino (pre S1).

Urobsl MoiyuHTs COPABKY U KaKOro-TiG0 aIieMeHTa, HasMi-
Te KHOIIKY B BepXHeil YacTil JIaJIoroBoro oK.

Orofipazxenne Web - cTpannup! B pazHbIx
KOJHPOBKAX

Ha Gomenomerse Web - cTparing cogep#arrea HHGOPMAImi, Ha
OCHOBAHHH KOTOPoil 00o3pesatellh MOKeT YCTAHOBHIL HeoDXOmI-

Puc.184. Boibop tuna Odopmiaenus.
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2. Ilenxaure Mpmmkoi kHonky IlpudTel Ha BKIagke OOwHe
CBO¥cTBa 0003peBaTers.

3. B cnuckax wmpudtoB Llpudtr Web - crpanunsl u Wpudr
00BIYHOTO TeKCTa BBIOGPHUTE, WICIKHUTE MBIINIKOM HYXHbBIH MmpHdT
(puc.183).

s n3MeHeHHe pa3Mmepa TeKcTa B MEHIO BuA ykaxure KypcopoM
Mbili Ha Pa3mep mpu¢ra n BbiOepuTe HYXXHBIH pasMep, LIEIKHYB MO
HeMy. st ycraHOBKY mpu(Ta ¥ IBETa AL TTOCTOSIHHOTO MCTIONb30BAHMS
BBITIOJTHUTE JCHCTBHS:

1. B Internet Explorer B mexio CepBuc BbiOepute nyHkT CBoiicTBa
o0o3peBaTeJis.

2. Ha Brximagke OOmue menKHATE MBIIKOH KHOMKY OdopmieHue.
W3menuTe HacTpoiiku oOIIero ogopMIIEHHS IO CBOEMY YCMOTPEHHIO
(puc.184).

OTtolpaxenne Web - crpaHuubl B pa3HbIX
KOANPOBKAX

Ha 6onsmmacTBe Web - ctpannn MHTepHETa comepxutcst nHpOpMa-
IIsI, HA OCHOBaHWHM KOTOPOH 0003peBaTeibh MOXKET YCTaHOBHUTH HE0OXO-
JTUMYIO SI3BIKOBYIO KOJTUPOBKY (S3bIK M HAOOp CIMBOJIOB).

Ecm ma Web - crpanume Ttakas WHQOpMAIUs OTCYTCTBYET, TO
Internet Explorer o0b4HO caM oIpenensieT COOTBETCTBYIOIIYIO S3bIKOBYIO
KOJIMPOBKY IPH BKJIFOYEHHON (YHKIIMU aBTOMAaTHYECKOTrO BHIOOpA.

Jns BkiaroueHns: (QyHKIUM aBTOMATHYECKOrO BBIOOpa IOCIeNOBa-
TCJIBHO BBIIIOJTHUTC }IeﬁCTBI/IﬂI

1. B mento Bug mporpammsr o6o3pesarens Internet Explorer yxa-
JKUTE MMyHKT BUA KOAMPOBKH ¥ MpOBEephTE, YTOOBI OBIT OTMEYEH ranod-
KOH IMyHKT MCHIO ABTOMaTH4eCKHii BbIOOP. Eciti ramoyxy HeT, MIeTKHH-
TE€ MBIIIKOH 3TOT MyHKT (puc.185).

2. Ecnm mosBHTCS 3ampoc Ha 3arpy3Ky KOMITOHEHTOB SI3BIKOBOM
MOJIIEPKKH, BbIOEpHTE 3arpy3uTh U BBINOJIHUTE TPeOyeMyro 3arpys3ky c
JIa3epHOTO JMCKA C AUCTPUOYTHUBAMHU CUCTEMBI.

Ecnmu ¢ momompio yHKIME aBTOMAaTHYECKOro BhIOOpa He ynaeTcs
ONpENEINTh MPaBWIBHYIO S3BIKOBYIO KOIUPOBKY, HO BBl 3HaeTe, Kakas
MMEHHO KOJIWPOBKa Hy)XHa B JIJaHHOM CIllydae, TO €€ MOXXHO BBIOpaTb
BPY4YHYIO:

1. B I'maBnom mento Bua, menkuure mynkr KoaupoBka, a 3atem
pa3zen JlonoJHUTeNbHO U BEIOEPUTE COOTBETCTBYIOIHH SI3BIK.
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Puc.185. BriOop KOAMPOBKH TEKCTa Ha
JKpaHe.

2. Eciaum mosBHTCS 3alpoc HA 3arpy3Ky KOMIIOHEHTOB SI3BIKOBOM
TOAJICPXKKH, BEIOEpHUTE 3arpy3uTh U YCTAHOBHUTE HY)KHbIE KOMIIOHEHTHL

3. [HobGaBieHue s36IKOB HE 0OECIICUNBACT HAIMYNE HA KOMITBIOTEPE
mIpUPTOB, HEOOXOOUMBIX ISl 0TOOpakeHns Web - cTpaHuIl HA 3TUX S3BI-
Kax.

4. MoxHo TaKke 100aBUTh HA MAHEIb MHCTPYMEHTOB KHONKY Ko-
AMPOBKA, YTO YCKOPHT IEPEXOJI C OJTHOTO sI3bIKa Ha APYTOi.

5. UroObl mpu HEOOXOAMMOCTH I00ABICHHUS IIPU(PTOB HA IKpaH
BBIBOJIMJICSI COOTBETCTBYIOIMI 3a1poc, B MeHIO CepBHC BBIOCPUTE MYHKT
CaoiicTBa 0003peBaTesisi, repeliauTe Ha BKIAAKY /IOMOTHHTENBHO U
ycraHoBuTe (iakok BRIIOUHTH yeTaHOBKY 10 3ampocy (puc.186) .

Ha nexortopsix Web - y3max comepxutcss HHGOpMAIs Ha HECKOIb-
KHX s3bIKax. J{71s ee mpocMoTpa HyKHO JOOABUTH JPYTHE S3bIKH B CIIHCOK
s136IKOB 0003peBarens Internet Explorer:

1. B o6o3peBarene Internet Explorer B MeHio CepBuc BbIOEpHTE
komaHy CBolicTBa o0o3peBarens.
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Puc.187. JlobaBieHne HOBOTO S3bIKA.
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Puc.188. YcranoBku pexumo Web - cTpaHHIIBL.

2. Ilepeligure Ha Bkmagky OOmMe U MIETKHUTE MBIIIKOW KHOMKY
S3bIKH.

3. Haxwmure kHonky /lo6aButh (prc.187) B HOBOM, OTKpBIBIIEMCS
Ha KpaHe OKHE BbIOop si3bIKa.

4. BriOepute S3bIK, KOTOPHIH XOTHTE JOOABUTH HA CBOW KOMITBIOTED
U TPYOKIBI IENKHATE KHOMOK OK B OTKPBITEIX Ha DKpaHE OKHAX.

5. Ecnm BbI BIajeeTe HECKOJIBKUMH SI3BIKAMH, TO MOXETE PaCIOIIo-
KUTh UX B ONpeiesIeHHOM nopsiake. Web - y3ein, copepkamuii nHpopma-
IO Ha HECKOJBKHX S3BIKAX, MMPEJOCTABUT €€ Ha A3bIKE, MMEIONEM Ooee
BBICOKUI NPHOPUTET, T.€. HAXOJUTCSA Ha CAMOM BEpXY CITHCKA.

Jliis oTkimrodyeHue rpaduku U yCKOpeHus oTobpaxenus Web - crpa-
HHUII BBITIOJIHUTE JIEHCTBUSL:

1. B o6o3peBarene Internet Explorer B meHio CepBuc BbiOepute
nyHKT CBolicTBa 0003peBares.

2. Ilepeiigure Ha BKAaaKy JIOMOJHHTEIBHO OTKPBIBIIErOCS Ha JK-
paHe OKHa.

3. B rpynne MyJabTHMeANAa CHUIMHUTE OJHMH I HECKOJBKO H3 Cle-
nyroumx (uaxkoB: OTo0pazkaTh pHCYHKH, Bocnpou3BoauTh aHuMa-
unio, BocnpousBoauth 3ByKku, BocnipousBoauts Bujeo (puc.188).
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Haxe ecmu ¢naxkn OtodpaxkaTh pHUCYHKH U BocmpousBoauth
BH/I€0 CHSTBI, MOXXHO TIOCMOTPETh OTAEIBHBIN PUCYHOK (MM aHUMALHIO),
IIENKHYB €ro MpaBol KHOMKOH MbIM M B KOHTEKCTHOM MEHIO BHIOpaB
nyHKT IlokazaTh puCyHOK.

Ecnu pucyHOK Ha aKTHBHOM CTpaHMIIE IPOJOJIKAET OCTABATHCS BU-
JMIMBIM TIOCIie CHATHS (uiakka OTodpaxkaTh PUCYHKH, a HEOOXOAUMO €ero
CKpbITh, B ['maBHOM MeHIo Bua mporpammel Beioepute nmyHKT OOHOBHTH
WK MIEIKHUTE TaKylo e KHONKY Ha I[laHenn MHCTpyMEHTOB.

Bpemennsnie ¢aiiabl UHTepHeTa

B manke "Temporary Internet Files" Ha kecTkoMm AncCke XpaHATCA
mpocMoTpeHHbIe Bamu Web - ctpaHuIis! U (aitnbl. 310 yckopsieT oToopa-
KEHHE YacTO TOCELIAeMbIX WINM paHee IMPOCMOTPeHHBIX Web - cTpanm,
MOCKOJIbKY 0003peBatenb Internet Explorer MoXeT OTKpPBITh MX C Ballero
KECTKOTO AHCKaA. IIJ'IH YBEIIMYCHUA MECTa Ha JUCKE JJId BpEMCHHOI'O0 Xpa-
HeHus cTpaHul HTepHera:
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Puc.189. Hactpoiixa BpeMeHHBIX (paiiiioB.

1. B nporpamme o6o3pesarens Internet Explorer 8 I'maBHOM MeH:O
Cepsuc BoiOepute nmyHKT CBoiicTBa 0003peBaTelisi, IIEIKHYB 110 HEMY
MBIIIKOH.
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2. Tlepeiiaure Ha BriIagky O6uue u Haxxmute KHOMKy Hactpoii-
Ka.

3. LITOGI:-I YBCJIMYNUTH MECTO HAa JUCKE, BbIACIACMOC 111 BPDEMCHHO-
ro XpaHeHus VIHTepHETOBCKHMX CTpaHMUIIL, B pa3jesic 3aMOMHHTH Ha JANCKe
He 0oJ1ee IEPEMECTHTE MBIIIIKOH yKa3zaTellb 00beMa Brpaso (puc.189).

4. VYBenuueHue Mecra, 3ape3epBHPOBAHHOTO JUIS 3TOM MAlKH, MO-
JKET YBEINYUTh CKOPOCTh OTOOpasKeHNS Ha 9KpaHe paHee MPOCMOTPEHHBIX
Web - cTpanun npu MOBTOPHOM OOpALICHUN K HUM, yMEHbIIAs MPH 3TOM
00BeM cBOOOTHOTO AMCKOBOTO MPOCTPAHCTBA Ha KOMITBIOTEPE.

MOKHO HM3MEHUTh pa3Mep 3TOM NAalKU WM OYUCTUTh €€ KHOIIKOHN

Ynanute ¢aiinsl okHa CBoiicTBa 0003peBaTeisi, YIIpaBisis, TAKUM 00-
Pa3oM, UCIIOIBb30BaHUE CBOOOIHOTO AUCKOBOTO IIPOCTPAHCTBA.
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JJIEKTPOHHASI ITO4YTA

[punoxenne (mporpamma) MS Outlook Express obecneumBaer
yAO0OHYI0, IPOCTYIO U OYEHB OBICTPYIO CBA3H C A0OHEHTOM B JIIO00H TOUKE
MHpa. OTa NporpaMma INpefoCTaBiIseT Bce HEOOXOIMMbIE CPEACTBa Ul
paboThl C 3JEKTPOHHOW MOYTON (aHAJIOr OOBIYHOM IMOYTHI) U TPYyMIIAMU
HOBOCTe# (aHasor ra3ersl ¢ nH(popMmanuei 1 00bsiBIeHusIMU) VIHTEpHETA.

Ecnu y Bac MMeeTcs HECKONBKO YYETHBIX 3alliced Iy MOYTHl (He-
CKOJIBKO ITOYTOBBIX aJPECOB) WM VISl TPYIII HOBOCTEH, BBl MOXKETE IOJIb-
30BaThCS UMH U3 OAHOTO OKHA. Ha 0JTHOM KOMIBIOTEpE MOYKHO TAaK¥Ke 3a-
BECTH HECKOJBKHX IOJNb30BaTeNieil (3alaTh HECKOJBKO YIOCTOBEPEHHH
nneHTndukanun). Kaxaomy mnosip3oBaremo OyZeT COMOCTAaBIEHA IIaIka
JUISL TIOYTOBBIX COOOIIEHWH W ajpecHas KHHra. Takum oOpa3oMm, MOXKHO
pa3sfenAaTh AENOBYIO M JIMYHYIO MOYTYy U KOHEYHO MOYTY PA3IUYHBIX IOJIb-
30BaTelen.

Oxno moutoBoii mporpammsl Outlook Express pasmemeHo Ha Tpu
yacTu. JleBas 4acTh UCHOIB3YETCS I MPOCMOTpa CIIUCKA IANoK, HallpH-
Mep, Bxoasimume, Ucxoasimme, OTnpasiienHblie, YepHOBUKY U Y 1aJ1€H-
Hble, KaK ToKa3aHo Ha puc.74. B nmanke Bxoasimue XpaHuTcs BCs TMOJTY-
YyeHHasl KoppecrnoHAeHIMs, B OTHpaBJIeHHbIX HaXOMAATCS Balld MHCbMAa,
KOTOpBIE OBUIN MOCJaHBI ajpecataM B pasHoe Bpems. [lanka Ucxoasimume
COJICP’KUT TOTOBBIE JUIsI OTIIPABKU COOOILEHNUS, KOTOPbIE OyAyT BBICIAaHBI
npu coenuHeHnu ¢ MIHTepHeTOM, 2 YepHOBHUKM COJAEPKUT HE MOJHOCTBIO
MOJTrOTOBIECHHBIE K OTNpaBKe Ballk nucbMa. M, HakoHel, nanka YaJieH-
HbIe XPaHUT COOOIIEHNS, KOTOPBIE OBUIM CTEPTHI, yIAJICHBI U3 JTI000H Ipy-
TOM TaIKH.

[IpaBasg BepXHAA Y4acCTh OKHA - CIIHCOK COOOIICHHI IMTO3BOJSET IPO-
CMaTpHUBATh CIIMCOK COOOIICHUH, BBIICTICHHON cieBa manku. [IpaBas HIx-
Hsisl 00NIacTh OKHA - 00JaCTh MPOCMOTpPA MO3BOJISET YUTATh COACPIKHMOE
BBIJICJICHHOTO CBEpXy MuchMa. Mcnonb3ys obiacTe NpocMOTpa M CITUCOK
COOOIICHNH, MOXXHO OJHOBPEMEHHO YHTaTh OTICIIbHBIC COOOIICHHUS U
MPOCMaTPHUBATh CIHCOK COOOIIEHHH.

B crucke manox cogep:karcsl Manky IEKTPOHHOM MOYTHI, CEPBEPOB
U TPyNI HOBOCTEH, MEXIY KOTOPBIMH MOXHO JIETKO NEPEKIIoYaThCs,
HIETKHYB 10 HUM MBINIKONH. MOKHO TakKe CO37aBaTh HOBBIE MAIIKU U IIpa-
BWJIA, TI0 KOTOPBIM IPHUXOMSIINE COOOMIEHHUsT OyIyT NMOMEIIAThes B 3TH
manku. s HacTpoiiku mHTepdeiica mporpaMMbl UMEeTCsi BO3MOKHOCTh
3a/1aHus IPECTaBICHUMN.

Ecnu Bam noctaBiiuk ycinyr MIHTepHETa HCHOIB3YET MTOYTOBBIA Cep-
Bep IMAP miist BXOoAsIIMX COOONIEHHH, BBl MOXKeTe paboTaTh C HUMH TIpsi-
MO Ha cepBepe, He 3arpyxas Ha CBOil KoMmbioTep. TakuMm oOpa3om, BbI
MoJIy4acTe BO3MOXHOCTH YUTATh COOGIIleHI/ISI Ipyu nmoMouu J'IIO6OFO KOM-
IBIOTEpAa HE 3aBUCUMO OT €r0 PaclOJIOKEHHs, depe3 KOTOPBhIH MOXKHO
BBIWTH Ha JaHHBIA cepBep ¢ MOMOIIbI0 porpamMMel Internet Explorer.
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MOo>KHO BHECTH B a/IpECHYIO0 KHHTY HOBYIO 3aIlUCh C ajgpecoM abo-
HEHTa, MOKHO BBECTH MMS M aJpec SJICKTPOHHOU IOYTHI B CO3/IaBacMoe
COOOIICHHE BPYYHYI0, UMIIOPTUPOBATh aJpeca U3 JAPYTHX MMOYTOBBIX IPO-
rpaMM, HEMOCPEACTBCHHO M3 MOJyYCHHBIX COOOIICHHIA MM CITYKO KaTa-
soroB B MuTepHete. [Ipu oTmpaBke O0TBeTa Ha JIF000€ COOOIICHHE, JaHHBIC
CBe/ICHUST OOBIYHO 3aHOCATCS B aJPECHYI0 KHHTY aBTOMAaTHYecKd. [Ipo-
rpaMma aJpecHON KHWUTH MOAJEPKUBAET CHelHanbHbId mpoTokon LDAP
JUTS pabOTHI C IMEIOIIMMUCS CITy)KOaMu KaTajaoros B MIHTepHETE.
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Puc.190. OcHoBHOe okHO nporpamMmbl Outlook Express.

st noGaBieHnss HEOOXOIUMBIX CBEICHHI B UCXOMISAIINE COOOIICHIS
MOXHO BHOCHTH 3TH CBEJICHUs B (ailnbl moxamuceil. Bel Moxere co3narb
HECKOJIbKO Takux (hailJioB JUIsi OTIPABKU Pa3IMUHBIX TUIIOB cOOOLIeHU. B
COOOIIEHNST MOXKHO TaKKe J100aBiATh (haiia BUBUTHOW KapTOUKH. MOXKHO
odopMIIAITH COOOIIEHUS C UCIIONIB30BAaHHEM OJaHKOB M (POHOBBIX PUCYH-
KOB, U3MCHSATH IBET, JopMaT 1 CTHIIb TEKCTa.

[Monp3ysich HUQPPOBEIMH  YIOCTOBEPEHUSMH, MOXXHO OTHPABIATH
mmdpoBaHHBIE COOOIIEHNUST U COOOmEeHns ¢ IdpoBoii moamuceio. Hc-
MOJIb30BaHKe IM(POBOI MOAIICH MO3BOJIUT MOTy4aTesIM yOeauThCs, 9TO
MHCBMO TIPHIIIO MMEHHO OT Bac, a IIM(POBAHHOE COOOILICHHE CMOTYT
MPOYUTATh TOJNBKO T€ AaOOHEHTHI, KOMYy OHO ajapecoBaHo. IIpocmoTpers
OTJeJIbHOE COOOIIEHHE U BCE OTBETHI HA HETO MOYKHO, M HE YUTasi BCETO
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cimcka coobmenuii. IIpu mpocMoTpe crucka cooOIIeHN T MOYKHO PacKphI-
BaTh W CBOpPAYMBaTh OTHENIBHBIE 0OCYXXAeHus. UToOBl 0TOOpakanuch
TOJIBKO OIpe/ieNICHHbIe COOOIIEHH S, MOXKHO HCIIOJIb30BaTh HACTPAaBaeMBbIe
MPEACTaBICHUS IIPOIPAMMBL.

st 5KOHOMUM BPEMEHHU, IIPOBOAMMOIO B CETH, MOXHO 3arpyaTh
coO0OIIeH s U TPYIIIBI HOBOCTEH Ha CBOWM KOMITBIOTEP M YUTaTh MX B aBTO-
HOMHOM pEKHMe TIPOCMOTpa. MOXKHO TakKe 3arpyaTh TOJIBKO 3ar0JIOBKH
cooOIIeHnH, YUTaTh UX B aBTOHOMHOM PEXHME U MOMedaTh Te cooOIie-
HUSI, KOTOpBIE HY’)KHO OyZeT 3arpy3uTh NPH CIEAYIOMEM MOIKIIOYEHUH K
Wuteprery. B aBTOHOMHOM peXHMe MOXHO COCTaBIIATh COOOIICHHS H
OTHPABJIATh MX TPH CIEAYIOIEM ITOJKITIOYEHHH BaIllero KOMIbIOTepa K
riobanpHOM cetn IHTEpHET.

IIporpamma Outlook Express - 5

Nmea coegunenue ¢ HHTepHETOM, M IOJIb3YSACh IPOrpaMMOM
Microsoft Outlook Express, MO)XHO 0OMEHHBaThCsI COOOIICHUSIMU CO BCE-
MH TIOJIb30BaTeNsIMH VIHTEpHETa W CTaHOBUTHCS YYACTHHKOM JIIOOBIX
IpyMI HOBOCTEH.

Macrep noakiroueHusi K IHTepHETY OMOraeT HaCTPOHUTh COEIHMHE-
HHE C OJHUM WJIM HECKOJNBKUMH CepPBEPaMHU DJICKTPOHHOM MOYTHI U CepBe-
pamu HoBocTed. [ MOKITIOUeHHUsI HeOOXOAUMO UMETh CIIEAYIOIINE CBe-
JEeHM, TPeocTaBisgeMble IOCTaBIIMKOM yciyr MHTepHeTa - mpoBaiine-
pom:

1. Jlis Mcnonb30BaHUs YUETHOM 3aIMCH JIEKTPOHHOMN TOUTHI HEOO-
XOJIUMO 3HATh UMSI W TApOJb MOJH30BATENS JIJISl BXOJla B MOYTOBYIO CHUC-
TeMy, a Takke Ha3zBaHus cepepoB Bxoasmux POP3 u ucxomsmux SMTP
COOOIIEHN.

2. JIis 9TeHHs HOBOCTEH HEOOXOJMMO 3HATH Ha3BaHUE CepBeEpa HO-
BOCTEH U, B HEKOTOPBIX CIydasix, UMs M Mapoib sl BXOJa Ha Takou cep-
BEP.

[TpuBeneHHbIE HIKE Pa3zeibl HOMOTYT HAyYHTHCS OTIPABIATH M IO~
Jy4aTh COOOIICHHS IIEKTPOHHOH MOYTHI, & TAKXKE IPOCMATPUBATH TPYIIITBI
HOBOCTEH Ha pa3nuuHbIX cepepax. [locie 03HAKOMIIGHHS C 3TUMH pa3szie-
Jamu, Bbl yOenurech, uto nporpammy Outlook Express MokHO HacTpoUTh
B COOTBETCTBHH C JIIOOBIMH BaIllUMH TPeOOBaHHUSIMHU.

YreHue NOJyUeHHBIX MUCEM -
COOOICHH

ITocne Toro, kak mporpamma Outlook Express 3arpy3nT cooOmeHus
Ha KOMIIBIOTEpP, YTO MPOMCXOIUT IIOCIE HaKaTus KHONKH JlocTaBHMTHL
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MOYTY Ha MaHEJIH MHCTPYMEHTOB IIPOrPaMMBbI, COOOIICHUS MOXKHO YHTATh
1160 B 00J7aCTH IPOCMOTPA, JTUO0 B OTIACIHHOM OKHE!

1. Mlenkuure 3Ha40K Mankd BXoJsmime Ha MaHEIW MOYTOBOM MpoO-
rpammbl Outlook Express wim Takoif ke 3HaYOK B CIHCKE TATOK B JIEBOH
YacTU OTKPBITOTO OKHA.

2. Jlnst npocMOTpa coo0mieHust B 06acTy mpocMoTpa (crpaBa BHU3Y
OKHA), IETKHATE TI0 HEMY MBIIIKON B CIIMCKE COOOIIECHNH B BEPXHEH Jac-
TH OKHAa, KaK MoKa3zaHo Ha puc.190.

3. Jnst npocMOTpa COOOIICHHST B OTACIBHOM OKHE, IBaXKABI IIEIIK-
HUTE [0 HEMY B CIIUCKe cooOrieHuit (puc.191).

JIyis osTydeHUs CBEICHU O MMChME M €r0 COXpaHeHHUs B Buae (aiiia
BBITIOJIHUTE JIEHCTBUSL:

oF Buipime - Uullosih Espiiesa

Sawin [oses [ Cgome  Cociymes  Cromes

— : =
_..J3_. 2 @ 2 X 9 - ) 3,

Daar Smartkamindars Mambar,

o

Check out this special offer avalable to SmartReminders members:

Are past credit problems keeping you fram gettng & credit card now? If so, you
are prabably inconvenienced daily trying to use a credit card for transactions
such as making purchases over the Intemet, renting a car or reserving a hatel
room. what 3bout nat having an emargency source of monay 3t 3 moment's
notice?

GET AN UNFECURED VIEA NOW!L

If yau have had credit problams, of even no credt, lat First PREMIER Bank
VISA help you gat your cradit back on track! Receive up te a $1,000 credit limit
and enjoy the benefits of ATM Cash advances,

GELYOUR CREDIT BAGKE ON TRAGK!

Remember, good credit 15 an important part of your financial fulure, and il's our
pleasure to help you buld that future. By making all your payments on tima far
six manths and maintaining your account = goad standing, vou will be eligible for
a cradit kmit increase so click balow and get PRE-QUALIFIED NOW,

|

T [rnsm whar showit nest hawion an smamencu crwrs of maneu at 3 momenr'e =

x| [ EWAS S O gﬁmnummm-[gmmm ]mm ||m R TE s

Puc.191. IIpocMoTp mHCHMa B OTAEIHHOM
OKHE.

1. Jlns mpocMoTpa Bcex CBeEHMIA O cooOuieHuu (ata U BpeMEeHH
OTIIPAaBKH, OTIPABUTENb, BPEMs Ha MEPECBHUIKY MUChbMA U T.II.) BBLACIHTE
€ro B IIpaBOW BEepXHEH 4YacTH OKHA, OTKpoWTe MeHI0 Maiia n BbiOepuTe
nyHKT CBoiicTBa, KaKk MOKa3aHO Ha puc.192.
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Puc.193. Coxpanenne nucpMa B Buze Gaiia.
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2. Unu menKHWTE MO0 HEKOTOPOMY COOOINCHHUIO MPaBOil KHOIKOMN
MBI U B TOABUBUICMCS Ha SKpaHE KoHTEeKCTHOM MEHIO JIEBOI KHOIIKOU
BbIOepHTe MyHKT CBOICTBA.

3. Jlns coxpaHeHus: COOOIIEHHS HA CBOEM JKECTKOM JIMCKE WM JIUC-
KeTe B BUJIE OTAENbHOrO (haiina BeaenuTe ero u Beidepure myHKT Coxpa-
HHUTH Kak B ['1aBHOM MeHI0 DaiiJ1.

4. B mosBHBIIEMCS HOBOM OKHE OIIPEAEIMTEe MECTO U (opmar co-
XpaHeHHs (TOYTOBOE COOOIIEHHE - eml, MPOCTOM TEKCT - txt, THIEPTEKCT -
html mmu htm), xak mokazano Ha puc.193.

IIpocMoTp BJIOKEHHBIX B MHCHMAa
daiinos

Koraa B cooluieHnn nmeercs BIOXKEHHE, CIIEBa PSIOM C €ro Ha3Ba-
HUEM B CIIUCKE COOOIICHUH, KOTOpas HAXOJUTCSA C MPaBOW 4YacTH IKpaHa
MOYTOBOM MPOTrpaMMbI OTOOpaXKaeTCs 3HAYOK CKpEnKd (Oymarojepikare-
JI51).

st mpocMoTpa n(KMiIn) COXpPAaHEHUS] HA CBOEM KECTKOM JIUCKE BIIO-
JKCHHBIX B MHChMA - COOOIICHUS (DAilIOB BBIMOIHHUTE CICAYIOIINE ISHCT-
BUSI:

1. JIBakmsl MICTKHUTE B OOJACTH CITHCKA TIHCEM CIIPaBa BBEPXY OK-
Ha MPOTrPaMMBbI TI0 3HAYKY CKPETKH, HaXOAAIMIEMYCs B 3ar0JIOBKE COOOIIe-
HHSL.

2. B OTKpBIBIIEMCS OKHE COOOMIEHHS MOKHO BBITIOJHUTE JBa BapH-
aHTa JEeHCTBUN:

1) Ecnm BnoxeHHBIA (aiil UMEeT TEKCTOBOW XapakKTep, IBaKIbI
IIETTKHUTE 0 3HAYKY BIOXKEHUS - MMEHHU (Qaiina ctpoku Ipu-
COEIMHMUTD B 3aT0JIOBKE COOOIICHUSI.

2) Torma Ha 3KpaHe OTKPOETCS HOBOE OKHO IPOTPAaMMBI, 3aperucT-
PHPOBaHHOI B cHcTeMe sl MpocMoTpa (ailyioB Takoro Tumna, ¢
COJICP’)KUMBIM BJIOKEHHOTO (haiiia.

3) Ecnu daiin sBnseTcs apxuBOM, TO JJIsl COXpPAaHEHHsI BIIOXKEHHsSI Ha
KECTKOM JHCKe 0e3 ero OTKphITHA, B MeHIO Paiin okHa coobie-
HUs BbIOepuTe MyHKT COXpaHWTh BjOKeHHsi. B HOBOM OkHe
OTIpeIeTITe MECTO pacrosoxkenue (daitna n Haxmute OK.

UteHnue cooOmeHNid, HAMUCAHHBIX
HA Pa3HbIX fA3bIKAX

O6praH0 mporpamma Outlook Express mpaBmipHO 0TOOpaskaeT co-
OOIIICHHS, HAMMMCAHHBIC HA Pa3HbIX s3bIkax. OJHAKO HEKOTOPBIC COOOIIC-
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HUsI, 0COOCHHO W3 TPYII HOBOCTEH, NMEIOT HEBEPHBIC CBEJCHUS O KOJIH-
pPOBKe s3bIKa (TMOO 3TH CBeNEHHsS OTCYTCTBYIOT). B TakoMm ciydae BO3-
MOJKHO HEBEPHOE OTOOPAKCHUE TEKCTa COOOIICHUS.

JJis IpaBUIBHOTO OTOOPAYKEHHS TEKCTa COOOIIICHHUS BBIMOJIHUTE CIIC-
NyIOIE TEUCTBHUS:

1. Ienkuure MpImKoii pasaen Bug [1aBHOro MEHIO IIPOrpaMMBbl U
BBIOEpHTE MMyHKT BHa KOANPOBKH.

2. B HOBOM OTKpBIBIIEMCS MEHIO HEOOXOAUMO yCTAHOBUTH "NITHY-
Ky" B IyHKTE ABTOMATHYeCKHii BBIOOP, IEIKHYB 110 HEMY MBIIITKOM.

3. Ecnu u B 3TOM Cily4ae IporpaMma He CMOXKET IPaBHJIBHO Ompe-
JIETUTh KOAMPOBKY TEKCTa, BBHINOJHUTE MyHKT 1, BbiOepute JlomosiHm-
TeJBHO U LIETKHUTE [0 ONPEIEIeHHOMY TUITY KOJUPOBKU.

4. TlepeOupasi pa3nuvHble BAPUAHTHI KOAUPOBKH, WHOTIA YAACTCS
MIPUBECTH TEKCT MUChMa K YNTa0eIbHOMY BULY.

W B conmue - Oullook. Expess

T Tewues npsacTsmsesin ¥ 1
o | e s B8 . @9 & | &
Comamee. ¢ Hasnne  Doctasirs.. fapeca Haiia B .. |
Marwss | Tewa | Nompssro = I =l
[ Dok Expanes L= eroders 120D Fox The Prenal 1 (0 02 0 1043 :I
G Moamrnet o Passen upusta ¥ Boisieain con Mewt 0.0 819
& Dz [T oot setin .o 300
T e =
e e — 13010132
5 Yeoproow D = i BIG MORET]) 040001 817
D Bareniliy At el com pate - 10301 - Serd Free..  04.01.01 453
0 ek (7] fomytree com o5 Froe DIRECTY Sl 04,070 245
B Cchidas e E M e com Faxd To Read E-mad 0301.01 2303
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B Ssioreee Uricode LUTF7)
@ Soding [14) Uracode [UTF ]
B Tangel Shens Pluase wisil v spmnsur:
T Uphere Buy what you want. Get maney byl OTpSUeees mmaksame
I Vinken
Diar SmartRemnders Mimber,

Have you gotten used to 2001 yet? If you're Ike us, you'ra busier than
ever. Another great reason to use our free reminder service,

inders.com we a0 working on big improvements to
ol s aeieing lots of new reminders and making
Smart Remin com your favonte reminder service on the Intermet.
Stay tuned for what's to come in 2001 Check out the new reminders
we've added so far by going to cur site at

vy SmartReminders com =l
e |53 @8 W AD 00 5B || mrhve: Ceni it [ - Gutoor |4 | [BE B s

Puc.194. Bribop KOIUPOBKHU ITHCEM.

MeHio BbIOOpa BHJa KOJUPOBKU TEKCTa B COOOLICHUSX IOYTOBOM
IIpOrpamMMBbI IPHBeIeHO Ha puc.194.

Bribepute paznen MeHro Bua B okHe unTaeMoro cooOIieHus, yKaxu-
Te Ha MyHKT KomMpoBKa 1 B HOBOM MEHIO BBIOEpUTE HYKHYIO KOJHPOBKY,
Kak ObuTO omucaHo Bbime. HeoOxomumo, 4yToObI B BalleM KOMITBIOTEPE
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OBLTa ycTaHOBJICHA TOJ/IEP)KKA JaHHOTO s13bIKa (MOXKHO 3arpy3uTh HE0O-
xoauMble (aiinbl si3bika U3 "MexayHapoaHoro" pasaena Web - y3na mpo-
rpammel Internet Explorer mim ycranoButs ux c jazeproro CD - nucka c
quctpudyTnBamu cucteMbl Windows).

YcraHoBka KOAMPOBKHU 110
YMOTYaHUIO

IMporpamma Outlook Express oroOpaskaeT mpuxomsinue cooOmeHUs
B KOJIMPOBKE, HCIIOJIB3YEMOI 110 YMOIYAHUIO, 38 UCKIIOYEHUEM CITydaes,
KOTJIa B 3ar0JIOBKE COOOIICHHS yKa3bIBAETCS €ro KOJIMUPOBKA.

Jnst 3agaHus KOIMPOBKH SI3bIKA MO YMOJTYAaHHIO IIOCIICOBATENILHO
BBITIOJIHUTE AEHCTBHS:

1. Beibepure nynkr Ilapamerpsl B ['naBHom meHio CepBuc 1npo-
rpamMMbl U Ha BKJaake Urenune menkHuTe MpIkoi kKHonky LIpugrel.

2. BroiOepure HyXHBIH S3bIK W WPUPT, U HaXMUTEe KHONKYy I[lo
ymoayanumw (puc.195).

3. BriOepure nanee nynkr Ilapamerpsi B [1aBHoM MeHio CepBuc
U Ha BKJIajke UTeHHe IeIKHUTE KHONKY BhIOOp fI3bIKa, a 3aTEM yCTaHO-
BUTE "NTUUKY" B NyHKTE /[Jisi MPpUXOAAIIMX COOOLIEHUH HCIO0JIb30BATh
KOJMPOBKY 10 yMO/I4aHuI0 1 HaxxmuTe kHonky OK, kak nokasaHo Ha
puc.196.

Co3nanue coo0IIeHHIT HA pa3HBIX
A3BIKAX

IIpu oTBeTE Ha BXOHAIIEE MUCHMO MPUMEHSETCS TOYHO TaKas ke KO-
JIMPOBKa, KOTOpasi MCIOJIb30BaJIaCh B UCXOHOM (BXOAAIIEM) COOOIICHUH,
KOTOpOE OBIJIO MOJy4EeHO OYTOBOH MPOTPaMMOH.

[Ipu u3MeHeHUN KOTUPOBKH, CHMBOJIBI HCXOHOTO COOOIICHHS MOTYT
0TOOpakaThCsI HEBEPHO, €CIM TONBKO B COOOIICHWUH HE HCIIONB3yETCS
¢dopmar HTML (B 5TOM citydae modToBast mporpamMma moiydarens JOoJDKHA
TOIIeP KUBATh YTCHHE TUIICPTEKCTOBBIX coobmenwii Tumra HTML).

Mo>HO TakKe OTIIPaBHUTH cooOmeHne B koaupoBke FOrukoa. OmHa-
KO BCerfa ClieyeT IOMHHUTD, 9YTO HE BCE IMPOTPAMMBI YTEHHUS ITOYTHI U HO-
BOCTEH MPaBUIFHO OTOOPaXKAIOT COOOIIEHMS, CO3JAHHBIC B TAHHOH KOIH-
POBKe.

IIpu co3maHMu HOBOI'O COOOIICHMIA BCEr/a BHIOMPAETCs KOAMPOBKA,
HCIIOJIb3yeMas 10 yMoyyaHuwo. /sl IpUMeHEHuUs: ApYroil onpenesieHHOM
KOJHMPOBKH B OJHOM ITUChME, B OKHE co0OMmeHus BpIOepuTe MyHKT Koau-
poBKa B MeHIO DOpPMAT U ONPENEINTE HY)KHYIO KOJUPOBKY, a 3aTeM JBa-
bl menkanTe kHonku OK. J{nst m3MeHeHns Wik YCTaHOBKU KOIHPOBKH,
HCTIOIB3YEMON TI0 YMOITYaHHUIO, BHITIOJTHHUTE JICHCTBHS:
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120018
2512001050
12001880
2512001843

W CRENAHD Ha Word) no diaxcy 50 - 39 -85,

Puc.196. YcTanoBKa s3bIKa 110 YMOJTYAHHIO.

332




Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

— a1
Suin [esees [ Copme Coctymem Cromes &)
I o e —— =
Comane.  Omemrs O Npscccase | | |
o ooue | trmn Ovomaontemd | o R o 7 |
[ Ousok Expuec s octieni 025200 1043
B Nimarmren riswn o = ] 10101619
& Dk S g G R T Y —— mmam
i e I Chumg orrpansmey, confumes: fawst com M &I
T Orrpsanemee = e, FHEEY RETGIORTE
F Ynasenmie (1) — = 1m0 223
8 Yeproumn (2] o (LR
D BareeiBark T B o oepeT Tenct ncrigrons coofijjmres 301 - SeredFrem..  O4.00.00 453
i ek |7) F igeare s sugree wousees costures e DIRECTV Salell..  D4.0.00 246
) Clck P am p Fiead Emal 020101 2303
0 Chubs [ é Bup s rovser EEE‘.E 1?3 *
£ G FINANCE [15] Treraa oA n Cordw )
0 Fromd ot (155 -  ogman HTML | H =]
3 Kazakhstan (1) i =
2 Ko Z
T Makis Boprast TR At
2 MySite (15] #40  Popmar HTML T —
T Ofice (108 ‘!] - Dicthies I |
DAY
L Semncer
0 Serding (18]
B Tawgel Shows ox. Crrnamea f
I Uskere _[ _I —I
B Video HacTpodine moxagwapasmod nows

Ko s o | |

=

fan

= |
et
Stay tuned Tor what's o come in ZU0T. Thecs oul the new remingders
we've added so far by going to our site at
wivw Smart Reminders. com =l

] |58 W AP I || o ot {[ oo ik | o @ e

Puc.197. Boi00op KOAUPOBKH 11 HCXOSIIUX MTHCEM.

1. Buibepure nynkr Ilapamerpsi B pasnene 'naBnom menio Cep-
BHUC IIPOTPAMMBL.

2. Ha Bknaake OTnpaBka cOOOIEHNI IETKHUTE MBIIIKOW KHOIKY
Br16op s13bIKa.

3. B HOBOM OKHE OIpeAenuTe HYXHYIO KOJHPOBKY HCXOJIIETO
COO0O0IIeHNs, KaK TTOKa3aHo Ha puc.197.

I'pynnupoBanne coodmenni

Ecau B O6CY)KI[CHI/I$IX HEKOTOPOTO BalICro nucbMa y4aCTByCT MHOT'O
HIO)Iei/'I 1 BBI IOJTYYa€TE HAa HEIrO MHOXKCCTBO OTBETOB, CTAHOBUTCA CJIOXKHO
HAWTH BCE BXOJAIINE MUCbMA, OTHOCSIIMECS K BalleMy ONMpPEAeIeHHOMY
coobmenunto. [Iporpammy Outlook Express MOKHO HACTPOWUTH TaKUM 00-
pa3om, 9ToOBI OTBETHI Ha COOOIICHUE IPYIITUPOBATUCEH MO HHM.

Ipu TakOM PAacCIIONIOKEHHH MOKHO TIPOCMOTPETH JTHOO0 TOJIBKO BAIITH
HCXOJIHBIE COOOIIEHMs, JTNOO U COOOIIEHNE, U BCE OTBETHI HA HETO:

1. Ecmu y Bac OTKphITa manka Bxoasimue wid Tpyrma HOBOCTEH,

BbIOepuTe B I'maBHOM MeHio pasznen Bua, ykaxwure Ha Tekyluee mpen-
cTaBJeHHe U BeIOepuTe MyHKT I pynnupoBaTth coo0umenns mno teme 06-
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Cy’JeHHUsIM. Bua MeHI0 YCTaHOBKM 3THX MapaMeTpoB IIOKa3aH Ha
puc.198.

2. Tapamerpsl B Menio CepBuc, nepeiiaure Ha BKIaaKy UreHue u
BKJIFOUUTE MBIIIKOH (JIa)KOK ABTOMAaTHYEeCKH Pa3BOpavyMBaTh Crpym-
NMUPOBAHHLIE COO0IEHN, KaK [TOKa3aHo Ha puc.199.

3. ns oroGpaxkeHUs pa3BEepHYTHIX 00CYXICHUM BCeX COOOIICHUI,
BEIOEpUTE

4. Jlnst oTOOpasKeHHsT HCXOIHOTO COOOLICHHUS M BCEX OTBETOB Ha He-
ro, HKMHTE 3Ha40K "murroc” (+) cleBa OT UCXOAHOTO COOOIIEHUSI.

5. Jnst otoGpakeHus! TONBKO HCXOAHOTO COOOIICHHST Ha)KMUTE 3Ha-
qok " MuHyc " (—).

OO6cyxieHnst TPYIIHUPYIOTCS B COOTBETCTBUU C HAa3BaHUEM HCXO/HO-
ro coobmenus. Hanpumep, eciiu cooOiienue, ¢ KOTOPOro HauMHaeTcs 00-
cyxzaeHue ozaryaBieHo "COBETHI 110 HCNOJB30BaHUIO Nporpammsl AVP -
32 Bepcum 132 Platinum u OOHOBJICGHHE AaHTHUBHPYCHBIX 0a3 MaHHBIX U3
Wnteprera", Bce 0TBETH Ha 3TO coobmenne OynyT ozarnasiens! "Ha: Co-
BETHI 0 UCIMOJb30BaHMIO nporpammbl AVP - 32 Bepcun 132 Platinum u
0OHOBIICHHE aHTUBUPYCHBIX 0a3 MaHHBIX U3 MHTepHeTA."

Ilepecblika NOYTOBBIX COOOLIEHMIT

Jnst mepecbUiKH COOOIIEHHsS JPYrMM aOOHEHTaM BBIIOJIIHHUTE Clie-
TYIOIUE NEHCTBHUSA:

1. Bsimenure nepecbutaemoe coobierne u B I'masHom mento Co-
oomenune BoiOepute myHKT IlepeciaTh wiu mienkaute kHonky Ilepe-
cJIaTh Ha TAHEd HHCTPYMEHTOB.

2. Tlpu BeIGOpe pexknma IlepecaaTh BBEIWTE uyepes 3aMATyIO WIH
TOYKY C 3amsToi ( ;) azpeca MEKTPOHHON MOYTHI HYXKHBIX MMOTYJaTeIeH.

3. Ecmu BB MMeeTe HECKOIBKO YYETHBIX 3aIliCel OIIEKTPOHHON
MOYTHI, T.€. HECKOJIbKO TMOYTOBBIX aJpecoB mepedaute B pasaen OT,
IICTKHYB 110 HEMY W B OTKPBIBIIEMCSI CITUCKE BBIOCPUTE HYKHYIO YYCTHYIO
3aIHUCh.

4. B crpoke Kommsi MOXHO 3a1aBaTh JIOTOJHHUTEIBHEIC aapeca
a0OOHEHTOB.

5. BsemuTe 3aTeM caM TEKCT COOOIIEHUS M IICIKHHUTE MBIIIKON
kHONIKY OTHpaBUTh Ha MaHENd HMHCTPYMEHTOB OKHA, CO3/1aBaeMOro
MUCHMA.

[Ipu paboTe B aBTOHOMHOM pPEXHUME OTIIPABIIEMOE COOOILEHUE CO-
xpaHseTcs B nanke Mexoasimme 1 mpu NepBOM MOAKIOYEHUN K ceTH VH-
TEpHET cooOllIeHne OyAeT OTIHpaBlieHO MHociie Haxatus KHonku Jlocra-
BUTh.
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Ecinu nysHkr menwo IlepeciiaTh WM COOTBETCTBYIOIIAs KHOIKA Ha
MaHENIN WHCTPYMEHTOB OTKJIIOUYEHBI, IPOBEPHTE, 3arpy>KeH JIM TEKCT Mepe-
CBHUIAEMOT0 COOOIIEHUsI M3 CepBepa HOBOCTEH WIIM IMOYTOBOTO cepBepa
IMAP.

YaajeHue mo4YTOBbIX COOOIIEHMIT

Jns ynaneHus BbIOpaHHBIX COOOLICHWH M3 JIIO0OM ManKkd B JIEBOM
YacTH OKHA IIPOrPaMMBbI BBITIOJIHUTE ICHCTBHSL:

1. B cmmcke cooOmieHnit BEIIETUTE ONPEIEICHHOE COO0MIEHUE, KO-
TOpOE CIIEAyET yAaIUTh.

2. MOJHO BBIAEIUTH HEMPEPBIBHYIO TPYIILy COOOIIECHHUMH, IEIKHYB
Ha MEpPBOM W3 HUX, a 3aTeM Haxars kiaBumry Shift u, ymepxkuBas ee
HIETIKHYTh Ha MOCJIeIHEM ITUChbME B HETIPEPBIBHOM MTOCIIEI0BATENBHOCTH.

3. MOXHO BBIJIENATh IPOU3BOJIBHYIO TPYIIY COOOLICHUH, YIepKU-
Basi Haxkaroi kasumy Ctrl u mesnkas 1o JoObBIM HChMaM B JIFO00# man-
Ke.

4. Tlocne BbIAENEHHUS HAXKMUTE KHONKY YJAJHUTh HA IaHEIH UHCT-
PYMEHTOB IIPOTPAMMBL.

5. Wnm menkauTe COOOIIEHNE PaBO KHOMKOW MBI 1 B KoHTEK-
CTHOM MEHIO BBIOEPUTE IYHKT YAAIUTD.

6. Ilpu TakoMm ymaneHun cooOIIeHHE HE McYe3aeT C KOMIBIoTepa, a
MIEPEHOCUTCS B TTANKy Y JaJIeHHbIE.

i BOCCTaHOBIIEHHS YIAJICHHOTO COOOIIEHHS OTKPOWTE MamKy
YnaneHHble U meperamTe MbBIILIKOW HYXKHOE cooOlieHHe B nanky Bxo-
AsiUe Wiy Jo0yo Apyryio. UToObl OKOHYATENbHO yJaduTh BCE ylaleH-
HBIE COOOIIEHHMS, OTKpOTE Manky YaajdeHHble U BeiOepute pasaen Ouu-
CTHUTB Nanky YaaneHHsle B ['maBHOM MeHIo IlpaBka mporpaMMel.

Ecnmu BBl xOTHTE, YTOOBI NO OKOHYAaHMM pPabOTHI C IMPOTPaMMOI
Outlook Express ynaneHHbIe COOOIICHMSI HE COXPAHSUIUCH B TTamke Ya-
JieHHble, BbIOepuTe NyHKT Ilapamerpsl B menio CepBuc. Ha Bxianke
O6cay:xxuBaHue BKIIOUNTe (prnakok OUHIIATH MANKYy YaajdeHHbIE Te-
pex BLIXOI0M.

Ilepemenienne HiIH KONMUPOBAHME COOOIICHUSA

g mepeMerieHuss Wik KONMUPOBAHUS COOOIIEHHUS B IPYTyIO ManKy
BBIIIOJIHUTE JIEHCTBUSL:

1. B cnucke cooOlieHnid BbIOEpUTE - BBIICIUTE KOMHPYEMOE HIIH
nepeMeriaeMoe COOOIIeHNE Wi TPYTITY COOOIIEeHUH 13 JII000H, BBIIEICH-
HOH B JIeBOM yacTh okHa rporpammsl Outlook Express mankn.
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2. B I'maBoom wmenio IIpaBka BeiOepute myHKT IlepemecTuTh B
nanky nin CKonMpoBaTh B NANKY U B HOBOM OKHE YKaXHTE IAIKy, B
KOTOPYIO CJIEAYET MOMECTHTh WM CKOIHMPOBAaTh COOOIIEHHE WM BbIJIE-
JICHHYIO B IIPAaBOi BEPXHEH YacTH OKHA IPYIITY COOOIIEHHUH.
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Dear SmartRemnders Member,
Have you gotten used to 2001 yet? If you're like us, you'rs busier than
ever. Another great reason to use our free reminder service,
Here At SmartReminders.com we 306 working on big improvements to
serve you better, we'll be adding lots of new reminders and making
SmaortReminders.com your favonte reminder service on the Internet.
Stay tuned for what's to come in 2001 Check out the new reminders
we've added so far by going to cur site at
wwv SmartReminders .com =l
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Puc.200. Ilepemenienre niy KONMpoOBaHUE
TIHCEM.

3. Wnu menkHuTe M0 COOOIICHUIO W BBIACIICHHOW TPYIIIE MPaBOi
KHOIIKOM MBIIIHN U B TOSIBUBLIEMCS Ha dKpaHe KoMmIbioTepa KoHTeKCTHOM
MEHIO BEIOEpPHUTE HYKHYIO OIEpaIiio, Kak moka3ano Ha puc.200.

Jliis mepeMenieHrst COOOIIEHUST MOXKHO BBIOPATh €ro B CITUCKE CO00-
LICHUM Y MEpeTalllUTh MBIIIKOW, yAEp>KHBas Ha)XkaToOH JIEBYIO KHOIIKY B
HYXHY0 nanky. KomupoBaHre MOXXHO BBITIOIIHUTH TaKUM e 00pa3oM, HO
npu HaxxaToi knasuie Ctrl.

Pabora ¢ coobmiennsiMu B mporpamme
Outlook Express

JUi1s. paMoHAIBHOTO HUCIOIb30BaHUsI BPEMEHH, IPOBOIMMOrO B CETH,
MOXHO HacTpouTh nporpamMmy Outlook Express st moucka cooOieHuid,
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CKAUMBaHUS - 3aIPy3KH U pa3MELIEHUs UX B ONpPEACICHHbIC NalKy 10 OIl-
peAeNeHHbIM ITpaBUJIaM Ha BallleM KOMIIBIOTEPE.

MOHO 3a7aTh PEXHM XPAHCHUS KOMHUU COOOIICHHIH Ha TOYTOBOM
cepBepe, WK yAaJeHUe COOOIEHUH U3 TIOYTOBOIO AIIMKA MOCNE CKaylBa-
HHUS BCEX MHUCEM B JJAHHOM CeaHCe MOAKIIoYeHus K MHTepHeT.
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D Smartiemnders Member,

Have you gotten used to 2001 yet? If you're Ike us, you'ra busier than
ever. Another great reason to use our free reminder service,

i Wi ar0 working on big improvements to
reminders and making

SmartReminders com your faverite reminder service on the Internet,

Stay tuned for what's to come in 2001 Check out the new reminders

we've added so far by going to cur site at

vy SmartReminders com =l

Anex| | & WAL SO0 M || mrsostved cei [ - Oullook | LA R

Pnc.201. MeH1o BKIIOUCHHS ITOMCKA.
ITouck coodIIeHNns B MANKAX

st morcka cooOlIeHui B Kakoil - 1100 Marke MmoYyTOBOM Mporpam-
mbl Outlook Express mocienoBaTenbHO BBINOIHUTE CIEAYOIMIUE AeHCTBYA:

1. IlenxkHuTe MBIMIKOI HYXHYIO MAmKy B JIEBOM 4acTH OKHA IPO-
rpammbl Outlook Express.

2. Bwi0epure nynkr Haiitu B ['maBHOM MeHto IIpaBka u menkanTe
paszzen CoolmeHue.

3. Unu wenkHUTe NpaBod KHOMKOM MBIIIKM HY>KHYIO MKy U B
nosiBuBIIeMcs KonrekctHoM MeHto BeiOepure myHKT HaiiTn, kak mokasa-
HO BbIIe Ha puc.201.

4. B mosiBUBIIEMCS] OKHE [TOUCKA BBEUTE HEOOXOIMMBIE TaPaMETPhI
MIOKCKa U EeNKHUTe KHONKy HavyaTe mouck.
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Dar SmartRemndors Membor,
Have you gotten used to 2001 yet? If you're like us, you're busier than
ever. Another great reason to use our free reminder service,
Here at BmartReminders. com we are warking on big impravements to
serve you better. we'll be adding lots of new reminders and making
SmaortReminde 1 your favonte reminder service on the Internet.
Stay tuned for what's to come in 2001. Check out the new reminders
we've added so far by going to our site at
wivewy Smart Reminders. com =l
| e - W |y P—————
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Puc.202. OxHO nmoucka cooOLeHuil ais
nanku Bxoasimme.

IIporpamma Outlook Express mo yMoI4aHHIO OCYIIECTBISCT MOUCK B
TEKylIeH, BbIIEJICHHON B JIEBOW YacTW OKHa mamnke. JlJig oucka B Ipyrom
MECTe BBIICIUTE CIIeBa HYXKHYIO ITaIllKy WIX BRIOEpUTE KHONKY O030p OK-
HA TIOMCKA W YKaKUTE MyTh K HykHOI mamnke (prc.202).

Jlo0aBjieHne M yJajieHHe MaNoK

Jns paboTel ¢ mamkaMu M MEpeMeIIeHUs 110 HUM BBIOJNHHUTE Clie-
NyIOILINE IEUCTBHUS:

1. Jlnsa moGamiieHus manku BeiOepute paznen dPaitn ['maBHOrO Me-
HIO, YKaKuTe Ha TMyHKT [lamka U B HOBOM MEHIO meNKHUTE MyHKT Co03-
aatb. B nosBuBmeMcs okHe 3anoyiHuTe nosie HazBaHue mamkM, yka3as
WM TIATKH U €€ PACIIONOXKCHUE, U MISIKHUTE MBIIKOH KHOMKY OK.

2. Jnsa ynanmeHwWsl TIAlKH BHEIOEPHUTE €€ B CITUCKE IATIOK, 3aTeM B
I'maBHOM MeHrO @aiin nporpamMmel ykaxute Ha myHKT [lanka u BeiOepute
Yaaaure.

3. Wnwu menxHUTE O HEH MpaBoil KHOMKOW MBI U B KoHTeKCTHOM
MEHIO BBIOEpUTE IMYHKT YJAJUTh. Y JANATh WM MIEPEUMEHOBBIBATH MOXK-
HO JIIO0YIO M3 CO3JJaHHBIX B IIpOIiecce Ballleil padoTHI MarKy.
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4. Jlnst mepexoja B APYTYIO MAnKy MIEIKHUTE IO HEH B CIHCKE Ia-
IIOK B JIEBOM 4aCTU OKHA MIOYTOBOI MPOrpamMMBl.

Henp3a ynanare unu nepeuMeHOBbIBaTh nanku Bxoasmme, HMcxo-
asimme, OTnpasBieHHble, YiajleHHbIe, a Takke YepHOBUKH.

OTtnpaBka coo0LieHHe 10 3JIeKTPOHHOI
noure

JIJist co3manust ¥ OTIIPABKU COOOIIECHHS MTOCIICAOBATEIBHO BBITOIHUTE
CIEIYIOMIHe NeHCTBUS:

1. Ha mamenn WHCTPYMEHTOB MPOrpaMMbl HakMHUTE KHOMKY Co03-
naTh coodmenne. Ha skpaHe MOSIBUTCS OKHO JUIsS CO3J[aHUS HOBOTO CO00-
LIEHMs, KaK TIoKa3aHo Ha puc.203.

2. B none Komy 1 Konust (He 00s3aTebHOE 1M0JI€) BBEAUTE apeca
JJIEKTPOHHON TTOYTHI BCEX MONyJaTelel, pa3ieisis UX 3amiaThIMA WA TOY-
KaMu ¢ 3amaroi ( 3 ). Ajpeca MOKHO BBIOMpaTh U U3 AJPECHON KHUTH,
KOTOpas JOJDKHA OBITh MpPEIBapUTEIBHO TOATOTOBIICHA C BHECECHHEM B
Hee, KaKk MUHHMYM moutoBoro azapeca (E - mail) aboHeHTa U ero MMeHH.
Mo>kHO TaKke 3a7aBaTh U MHOTHE JAPYTHE, B TOM YHCIIC U JIUYHBIC JaHHBIC
JUTSL K&XKIOTO Balllero aboHeHTa.

3. UYroObl BbIOparh moydaresicii W3 AJPECHOW KHHTH, IICIKHHUTE
[0 3HAa4YKy ¢ KHMIoH, Haxozsmemycs psaoMm c noiasimu Komy u Komus
i CkpbITas (He 00s3aTeIbHOE 10JIE) B OKHE CO37[aBAEMOTO COOOIICHHS,
1 BBIOEpUTE HYKHBIC apeca.

4. Jlns BeIOOpa ajpeca W3 AJPECHOW KHUTH JBAXKIBI MICIKHUTE IO
€ro Ha3BaHWIO, YTOOKI aJIpeC TOSBUIICS B MPABOI YacTH OKHA KHUTH, a 3a-
teM 1o kHotke OK (puc.204).

5. YtoObl MOXHO OBLIO HCMONBb30BaTh moje CkpbiTasm (cremas,
CKpBITast KOTKs), B MCHIO B OKHA MMOATOTOBKH MHCEMa BBIOEPUTE TTYHKT
Bce 3arosioBku.

6. B none Tema MOXHO yKa3aTh (He 00A3aTENLHOE MOJIE€) TEMY CO-
OOIIICHUS Ha PYCCKOM HITH aHTTTUHCKOM SI3bIKAX.

7. BBeauTe B OCHOBHOE OKHO IMHUChbMa TEKCT COOONICHUS U HAKMHUTE
KHONKY OTHpPaBHUTh Ha TTAHETH HHCTPYMEHTOB CO3/]TaBACMOTO COOOIICHHUS.
ITocne aToro nuceMo coxpansiercs B nanke Mexoasimme.

8. Tlucemo Gymer oTmpaBiieHO uepe3 MHTEpPHET MpH MEpBOM TOJI-
KJIIOYCHUH K HEMY Balller0 KOMITBIOTEpA IMOCie HaxaTus KHOMKH Jlocra-
BUTH Ha ITaHEI MHCTPYMCHTOB.

Ecnu y Bac HacTpOEHO HECKOJIBKO YYETHBIX 3alMCeH U BBl XOTHTE
UCIIONB30BaTh 0o0Jiee ONHOM, MPUMEHSAEMOI MO YMOJYaHUIO WIIM HPOCTO
OTJIIMYHYIO OT MPHHATON MO YMOJYaHHIO IIENKHUTE 1o noiro OT u BbiOe-
pUTE HYXKXHYIO y4eTHYIO 3anuch (puc.205).
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Puc.204. Vicnonp3oBanne AapecHON KHHTH.
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Puc.205. Boibop aapecoB ajsi BCTaBKU
B COOOIICHHUE.

UroObl cOXpaHUTh HE3aBeplIEHHOE coobuieHune, BeiOepute Coxpa-
HUTH B MeHI0O Paiia co3naBaemoro mnucbMa. MOXKHO Tarkke BBIOpaTh
nyHKT COXpaHUTh Kak, 4TOOBI yKa3aTh (hOpMaT, B KOTOPOM CIIEAYET CO-
XpaHUTh COOOIIeHHe: OOBIYHOE MOYTOBOE coobmreHue (.eml), mpocToii
tekct Windows (.txt) mm rumeprekct (.htm).

@DopMATHPOBaHHE TEKCTA
co00meHns

Ecnu BBl XOTHUTE BBIJCIUTh Kakoil - JMOO (parMeHT WM 33/1aTh
CTPYKTYpY TEKCTa COOOLICHHs (BBIIEICHNE XUPHBIM IIPUPTOM, LIBETOM,
UCIIOJIb30BaHNE MAapKUPOBAHHBIX CITCKOB U T.II.), MOXKHO BOCIIOJIb30BATh-
csl sI3bIKOM TunepTekcToBol pasmetrkn (HTML), sBistrommMcst craniap-
ToM ast popmarupoBaHus Tekcra B MHTtepHere. Mcmonp3oBaHue s3bIKa
HTML mo3BonsieT BCTaBIATh B Ballld COOOMICHHS TIOOYIO TpaduKy H
cceutk Ha Web - y3me1 IHTepHETA.

Ecnu BB ucmions3yere B COOOIICHNUH SI3BIK TUIIEPTEKCTOBON pa3MeT-
KM, a IIPOTrpaMMa YTESHUs MOYThl MM HOBOCTEH y MOTydYaTeNs BAIIero COo-
OOWICHNA HE MOJJIEP)KUBACT HCIIONB30BaHHE 3TOTO SI3bIKA, COOOIICHHUE
OyJeT BBIMIAACTh, KaK MPOCTOM TeKCT ¢ BiaoxkeHHBIM HTML - daitmom.
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Yurare coobuienns ¢ HTML - dopmaTupoBaHnemM MOTYT TOJIBKO MOYTO-
Bble Mporpammsl, mnojaepxusatomue ¢opmar MIME (Multipurpose
Internet Mail Extensions - MHOro1€en€eBbIe paciiuperus noutsl VHTEpHE-
Ta).

Bceragka daiina B cozgaBaemoe
cooO0IeHne

Jis BcTaBKM (aifia B cO3JaBacMOe COOOIIEHHE BEIIONHUTE CIie-
JyIOIIME OEHCTBUS:

1. Illenxuure n€BOI KHOIKOW MBIIIKKM B JIIOOOM MECTE B OKHE CO3-
J1aBaeMoOro CooOIeHu .

2. B menio BeraBka okHa cooOIIEHUs BEIOEPHUTE MYHKT Biioskenue
(aiina wm menkanTe KHONKY BJI0JKMTH OKHA cO3/1aBaeMOro COOOIIEHNSI.

3. B nosBUBIIEMCS Ha 3KpaHe HOBOM OKHE BBIOepHTE (haili, ImIelK-

HYB 110 HEMY M HQXMUTE MBIIIKOH KHONKY BJIOJKHMTB, Kak MoKa3aHO Ha
puc.206.

A EETH A WHTEPHE 10 Ml Woisl L=leix
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Puc.206. BeraBka (haiina B cooOrieHue.

4. Wwms Bnoxennoro (aiina mossutcs B nosie [IpucoeqnHuTh, Ha-
XOJAILEMCS B 3ar0JIOBKE OKHA BHOBb CO3/1aBa€MOr0 COOOILEHUS - TUChMa.
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5. B ocHOBHOE OKHO CaMOro COOOLICHMSI MOXKHO TO0ABIATH TEKCT
U3 TEKCTOBBIX (pailyioB ((aiiibl ¢ pacmupeHreM *.txt), BHIOpaB B MEHIO
Bceraska nynkt Teker u3 gaiina.

3aaHue BasKHOCTH OTIPABJISIEMOTO
COOOIEeHN I

[Ipu oTnpaBKe HOBOTO COOOIICHHS MM OTBETAa HA BXOJSIIEE MHCHMO
MOJKHO 3aJ1aTh €T0 BaKHOCTH, YTOOBI MOIyYaTelb MOT MOHSTh, CICAYET JIN
€My NPOCMOTPETH COOOIIEHNE HE3aMeUTUTENHHO (BBICOKAs! BAKHOCTB) WIIN
3TO MOXXHO CZeNIaTh B CBOOOIHOE Bpemsl (HU3Kas BaKHOCTH). CoobuieHus
BBICOKOW Ba)KHOCTH NOMEYAIOTCSl BOCKJIMIIATEIFHBIM 3HAKOM, a cooOIie-
HUS HU3KOM BaXHOCTH - CTPENKOH, HampaBieHHOW BHH3. CooluieHne
OOBIYHOW BOKHOCTH, HU KaK Ha IKpaHe HE IOMEYaeTcCsl.

st 3amaHnst BAXKHOCTH COOOIIEHHS BBINIOJIHUTE CIIEAYIOLIHE JIeicT-
BUSI:

1. IllenkuuTe MBIIIKON KHONKY BasKHOCTH Ha TaHEIH WHCTPYMEH-
TOB CO3[JaBAEMOT0 COOOMICHUS U 3a/IaliTe HY)KHYIO BaXKHOCTB JJISI JAHHOTO
COOOIIEHNS.

2. Moxuo Takxe B I'maBHOM MeHio Co00uIeHHe METKHYTh MBIII-
KOl MyHKT BasHOCTh 1 BRIOpaTh HY)KHYIO BaXHOCTH ITUChMa (puc.207).

3. Jlamnas HacTpoiKa JEHCTBYET TOJNLKO Ha TEKYIEE COOOIIECHUE.

[Tocne ycTaHOBKM Ba)KHOCTH, BCTABKH B COOOILIECHHE, €CIU HYXKHO
Kakoro - To (aiija ¥ HalMcaHusl CaMOT0 TEKCTa COOOIICHUS HY>KHO IIENK-
HyTh KHOTIKYy OTnpaButh. Coobmenne Oyner nomemnieHo B manky Hcexo-
Asimme u OyIeT OTNPaBJIEHO MOCie MOAKIIoUeHNs K MHTepHeTy mpu Ha-
JKaTUH KHOTIKK JlocTaBMTh Ha AHEIN HHCTPYMEHTOB IIPOrPaMMBI.

Jo0aBJienne y4eTHOIi 3anucu

Jnst noGaBieHus Y4eTHOH 3alKCH AJIEKTPOHHOM NOYThI HEOOXOIMMO
3HaTh UMEHA BXOSIIUX M HCXOSIINX CEPBEPOB, C KOTOPBIMHU HYKHO OY-
JIeT COENMHATHCA U MM, U Napojb U1 BXoha Ha cepsep. st cozpanus
HOBOH y4eTHOH 3alMCU MOYThI BBIIOIHUTE JeHCTBUS:

1. Beibepute yHKT Y4eTHbIe 3amucH B [1aBHOM MeHI0O CepBHC.

2. B nmanoroBoM okHe YueTHbIe 3anmucu B InTepHeTe niepeiiaure
Ha Bkiaaaxky Iloyra. B y1eBoii yacTu OKHA MOXHO IIOCMOTPETh YK€ CyIIe-
CTBYIOIIIHE yUECTHBIC 3aITUCH.

3. Haxwmure nasnee kuonky Jlo6aBurs (puc.208). OTkpoercs HOBOE
MEHIO.
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Puc.208. JIo6aBnenue y4eTHOH 3alUCH TIOYTHI.
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4. Beibepure pazaen IlouTa, MEIKHYB MO0 HEMY, YTOOBI HAYATH pa-
6oty mactepa noakiroueHus k MuaTepHery. CiaeayidTe HHCTPYKIMSIM Mac-
Tepa, HaXXUMasl KHOTIKY Jlajiee, 4ToObI HACTPOUTH COCAMHEHUE C CEPBEPOM
JJIEKTPOHHOM MOYTHI Ipu padorte B MHTEpHETE.

OCHOBHOE, 4TO HYXXHO 3aJaTh NPH CO3JaHUM YUYETHOH 3alMCH 3TO
HMMEHa MOYTOBHIX cepBepoB (prc.209) u uMsi, M MapoJIb MMOJIH30BATENS JUIs
Joctyna Ha cepep. OKHO 3aJaHMsi 3THX MapaMeTpoB IIOKa3aHO Ha
puc.210. Tlocme ycTaHOBKM BceX TpeOyeMBIX MapaMeTpOB IICITKHUTE
kHonKy I'oToBoO.
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Puc.211. Bkinagka Oomue oxkna CBoiicTBa
MOYTHI.

Kaxxmprii monp30BaTels MOXKET 3a/1aTh HECKOJNBKO YUETHBIX 3aIlUCei
MOYTHI WM HOBOCTEH. [ 3TOr0 eMy HY»KHO ITOBTOPUTH BHIMICYKAa3aHHBIC
JIEHCTBUSA AJIs KaXKAO0W yUETHOW 3alUCU AJIEKTPOHHOM IOYTBHI.

UT00bI I3MEHUTH JAaHHBIC YUETHOI 3aIKCH BBITIOTHATE IEHCTBHUSA:

1. BeiGepure nyHkT YuerHble 3amucu B [asHoM merio CepBuc
MOYTOBOM MPOTPaMMBI.

2. B mmanoroBoM okHe Yuernsle 3amucu B IHTepHeTe nepeiiaure
Ha Bkiaaky Iloura.
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& ) - 3 -

T — —
Puc 96. Bnagka Odmne CRoficTs mouTe,

Puc.213. Beibop nonkmoyenust k UurepHery.
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3. Belgenure HyKHYIO YYETHYIO 3alHMCh M INCIKHHTES MBIIIKON
kHonKy CBoOMCTBA C ITPaBOI CTOPOHBI OKHA.

4. B HoBOM OKHE Ha BKIajke OOIIME MOXHO HCIPABUTH aapec
MOYTHI ¥ 33J1aTh MOJHOE UM MOJIb30BATEN, KaK IPUBEACHO Ha puc.211.

5. Ha Bknagke CepBepbl MOXXKHO H3MCHUTHh UMEHA TOYTOBBIX Cep-
BEPOB, NMs U ITapoJIb Moib3oBartens (puc.212).

6. Ha pxiagke Ilogkiiouenue BHIOHPAcTCS THI YAAJICHHOTO CO-
eauHeHus (puc.213).

Touno Tarke, mepeiins Ha BkiIaaky Coay:k0a KaTajgoroB B OKHE
Yuernble 3anucu B MHTepHeTe kHOMKONW CBOMCTBA MOXKHO MEHSThH Ia-
paMeTphl KaTaJIOTOB WIH JONIOJIHUTENBHO IIOJKIII0YaTh HOBBIE KaTAJIOTH.

IIpexxne, yeM ycTaHaBIMBaTh B CBOEH NporpamMMme y4eTHbIE 3aIlCH,
JIaHHBIE JUI HUX HY’KHO IOJIy4UTh y NOCTaBLIMKa yciayr MHTepHeTa.
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Puc.214. OxHO 1715 OJKIIOYECHUE
K HHtepHerTy.

Hoaknrwouyenue k UnTepHery

OOBIYHO TTOJKITIOYEHHE MPOUCXOJUT NPH 3aMyCKEe ITOYTOBOHM IpO-
rpamMMbl B obo3peBartessi. Ha skpaHe MOSIBISETCS OKHO ITOIKITIOYCHUS,
MOKa3aHHOe Ha puc.214, B KOTOPOM HY)KHO BBIOpATh MOCTABIIMKA YCIIyT
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WHTepHeTa, eclM MX HECKOJIBKO, 3a1aTh UM ¥ IaPOJIb [10JIb30BATEIs, €CIIH
OHH He 3aJIaHbI 3apaHee U MEeNKHYTh KHomy IloakIouuThes.

Ecnu HeMemieHHOTo MoJKIIoUeHHs He TpeOyeTcs, METKHUTE B T10s-
BUBIIEMCS OKHE Y/JajleHHOe coeAnHeHHe KHONKy OtmeHa. KHoomkoii
HacTtpoiika MO>XHO U3MEHSTh apaMeTpbl yJAJICHHOTO COSIUHEHHS C Cep-
BEpOM INpoBaizepa.

B TakoM aBTOHOMHOM pEXHMe MOXKHO CO3/1aBaThb HOBBIE COOOILICHUS
WJIN TIHCaTh OTBET HAa MOJyYEHHOE MUCHMO. [locie Jero Hy>KHO HIEIKHYTh
KHOTIKY JlocTaBHTh Ha MaHEIH WHCTPYMEHTOB. Ecim BBl uMmeeTe OIHY
YUYETHYIO 3aIUCh TO Ha dKpaHEe MOSBHUTCS OKHO pHc.214 B KOTOPOM HYKHO
YCTaHOBUTH COCANHEHHE.
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Puc.215. Bri6op criocoba moAKITI0YCHUS
kx UnTeprery.

Ecnn nmeercst HECKOJIBKO YYETHBIX 3alliced, TO HYXXHO MIEIKHYTH
KHOTIKY CO CTPEJKOH cIpaBa OT KHONKH J[OCTaBHUThb W B OTKPBIBIIEMCS
MEHIO BBIOpaTh HYXKHOTO ITOCTABIIHMKA - MPOBaiepa WK ONPEAEICHHYIO
YUYETHYIO 3amuch. Ecu B 3TOM ciydae IMIENKHYTh M0 KHOMKe JlocTaBHUTh,
TO BHaYajle NMPOM30MAET MOAKIIOUCHNE Yepe3 YUETHYIO 3alHCh yCTaHOB-
JICHHYIO 110 yMOJYaHMIO, a 3aTeM OYJeT BBINOJIHEHA IIPOBEpPKa BCEX OC-
TaJbHBIX aJIPeCOB MOYTHI.
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Cnoco6 moxkirouenusi k MHrepHery onpenensiercsi B okne Ilapa-
MeTpbl, KOTOpOe BbI3bIBacTCS M3 rinaBHoro meHioo Cepsue. Ha Bxmanke
Ioaxnouyenne HyXHO IMIEIKHYTh KHONKY M3MeHHWTH M B HOBOM OKHE
CpoiictBa: MHTEpHET yCTAaHOBUTbH HY)KHBII TUI MOJKIIOUCHUS, KaK I0-
Ka3aHo Ha puc.215.

Wwmeetcs Tpu THIA TOAKIIOYEHUS !

1. He HcmoIb30BaTh - HE YCTAHABIMBATH ABTOMATUYECKOE COE/IHU-
HEHHE C CEPBEPOM.

2. HWcnoap30BaTh NPH OTCYTCTBHU MOIKJIIOYEHHsI K CETH - BbI-
BOJIUTh HAa 3KpPaH OKHO YAAIEHHOTO JOCTyIa, KOTOpOE IPHUBEICHO HA
puc.214.

3. Bceraa ucnosib30BaTh YCTAHOBJIEHHbIE 110 YMOJIYAHHIO - aB-
TOMAaTHYECKOE MOJKIIOYEHHE C HCIIOJIB30BAHHEM COEIWHEHUS, YCTaHOB-
JICHHOT'O 110 yMOJYaHHIO.

JUIs yCTaHOBKHM COEAMHEHMSI 10 YMOTYaHHUIO HYKHO BBIIEIIUTH OIpe-
JienieHHoe coequHeHne B okHe HacTpoiika yaajieHHOro 10¢Tyna u IeK-
HyTb KHOTIKY Ilo ymoruanuio (puc.215).
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Puc.216. Co3znanue HOBOH 3amucu B
AnpecHoM KHUTE.
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AnpecHasi KHUTa

AnpecHast KHUTa 00eCIeuUnBacT XpaHEHHE KOHTAKTHBIX CBEACHUH U
JOCTYI K HHM M3 JIpyrux nporpamm, Hampumep, u3 Microsoft Outlook
Express. I3 ampecHOii KHUTH MMeeTcsl TOCTYH K CiIy)k0aM KaTajoroB B
WuTepHeTte, nMpu MOMOILIM KOTOPBIX MOXKHO OTBICKHUBATh MHTEPECYIOIINE
Bac (UPMBI U JTIOJEH.

XpaHeHue cBeIeHUH 0 M0J1b30BaTe/IsAX
M Ipynmnax

Hnst co3manuss AQpecHON KHUTHM BBINOJHUTE IOCIEA0BATENBHOCTh
CIEeNYIOUINX ACHUCTBUMN:

1. Ilenkuure nmyHkr AxpecHasi kaura B [nasHom menio CepBuc
MOYTOBOI MPOrpaMMBL.

2. Ha skpaHe MOSBUTCS OKHO KHUTH B KOTOPOM MOXKHO CO3/1aBaTh
HOBYIO 3alliCh, HIETKHYB KHONKY Co031aTh ¥ BBHIOpaB B HOBOM MEHIO
myHKT KonTakT (puc.216).

3. B HOBOM OKHE Ha Pa3IMYHBIX BKJIAJKaX 3allOJHUTEC HH(OpMALH-
el Hy)KHbIe BaM TI0J1s U menkauTe kKHonky OK.

4. B okHe AJpECHONW KHHUTH IMOSBUTCS HOBAas 3aliCh, KOTOPYIO
MOXHO OYZET MCIOJIb30BaTh MPH CO3AaHUH HOBBIX COOOIIECHHH - TTHCEM.

5. Tenepb MOXHO 3aKpbITh AIPECHYIO KHUTY, IICIKHYB MO KHOITKE
C KPECTHUKOM B €€ IIPAaBOM BEPXHEM YTIIy.

6. lns ymaneHus 3allMCH BBIICIHTE €€ U IIEIKHUTE KHOIMKY C Kpe-
CTOM YJaJUTh Ha NMaHEeIH HHCTPYMEHTOB OKHAa AIPECHOI KHHTH.

Ilouck moneii u pupm nNpu NoMoIU
cJ1y0 KaTaJloroB

CryxOBI KaTaJoroB ABJSIOTCS MOIIHBIM CPEJICTBOM IMTOMCKA JTIOAEH U
aapecoB B MutepHere. IlporpaMma afpecHOM KHHUIHM NMOAJEPXKUBAET IPO-
tokost LDAP s pabotel co ciryx0amu katanoros. JlaHHble ciryKObl MO-
TyT OBITh WCIIOJIB30BaHBI NPH aJpecalnuyl COOOMIEHUI 3JIEKTPOHHOW MOY-
THI, BRIOpaHHBIM BaMH aOOHCHTaM.

Jns momcka TakuX CBEACHHH ITOCIEIOBATEIbHO BBIIOJHHUTE Clle-
JIYIOIINE OTIePaLHH:

1. Ortkpoiite AmpecHyr0 KHUTY | IIeNKHUTEe KHONKY Tlouck aroaei
Ha MaHeJIn UHCTPYMCHTOB.

2. Ha skpaHe MOSBUTCS HOBOE OKHO, B KOTOPOM HY>KHO 3a]1aTh pe-
JKMMBI TIoucka (puc.217).
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3. B TOM uuciie, MOXKHO BBIOPATh ONPEACICHHYIO MOMCKOBYIO CHC-
Temy B VHTepHeTe, MMs KOTOpOH 3amaercst B mose co cnuckoM Web -
y3ea.

4. Tloclne cellaHHbIX YCTAHOBOK ILEJIKHUTE MBINIKOM KHONKY Haii-
TH. [Iporpamma norcka coennuuTcs B THTEpHETOM U BBIITOJIHHUT TIOMCK I10
3aJJaHHBIM YCIIOBHSIM.

5. Ecmu B mporecce HOMCKa HE YAAETCs MOIyYHUTh Pe3yIIbTar 10 3a-
JAHHBIM YCIIOBUSIM MOMPOOYHTE CMEHHUThH CEpBEpP KaTanora JUis BBIIOJIHE-
HUSI TIOUCKA.

YrtoObl OTIPABUTH COODIIIEHHE Cpa3y HECKOIBKIM aapecaTtam (Koie-
ram, pOJCTBCHHHUKAM, 4WICHaM Kiy0a W T.IL.), UX CJleAyeT OObeIHHHTH B
rpynmy. Korma motpebyercs oTIpaBUTh COOOIICHHE BCEM WICHAM TPYII-
IBI, MO’KHO UCIIOJIb30BaTh HA3BAHUE TPYIIITBI BMECTO TOTO, YTOOBI BBOJUTH
KXl agpec oTaenbHo. OObeMHEHNE aPECATOB B TPYIIIILI MPOCTO He-
3aMEHUMO TIpU paboTe ¢ OOJIBIION aPEeCHON KHUTOM.
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Puc.217. TTouck moxeii 8 UaTEpHETE.
Co3naHue rpynmn ajpecaTon

Jlig co3maHus TPyHIBl aApecaToB A OTHPABKU MOYTHI BHIITOTHUTE
IEUCTBHUA:
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1. Ortkpoiite AapecHyto KHUTY, MIEeTKHUTE KHONKY C03AaTh U BBI-
Oepure B HOBoM MeHIo nmyHKT Co3narh rpynmy (puc.218).

2. Bsenurte Ha3BaHME TPYIH], a Jajee KHONKOW BbIOpaTh MOXXHO
MOMECTHUTDH TyJla JIIoAeH U3 camMoil AJpecHOi kHUTHM wind KHomkoi Co3-
AaTh KOHTAKT CO37IaTh HOBBIE 3allUCH, KOTOpbIe OyayT MOMEIIEHbI B JaH-
HYIO TPYIITY.

3. Tlocne cpenaHHBIX BaMH W3MEHEHHH IIEIKHUTE MBIIIKOIN KHOIKY
OK otkpbITOro Ha skpaHe okHa CpoiicTBa. Termepb MOXXHO 3aKpBITh U
OKHO caMOil AJpeCHON KHUTH.

3agaB OTIENBPHOE YAOCTOBEPEHHE, KaXK/BIH IOJIB30BATENh alpecHOM
KHUTH CMOJXET pPa3MECTUTh HYy>KHble KOHTAKTHBIC CBEICHHUS 110 CBOUM
nankaM. [Ipy >keaHMH TOJNB30BaTENN MOTYT IIOMECTHTH JaHHBIE O KOH-
TaKTax B OOLIYIO ITANKy C TeM, YTOOBI 9T AaHHBIC CTalH JOCTYIHBI H IS
JIPYTHX MOJIb30BaTEICH.
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| ®an Mosers B Bevgens LHCE KT IS0 T A LB A AT |
Jnsnadma R U W S PR |lndem -~ @D .
@ X d G & - '

Nowicr: poashi Mavams

o W i .—uaasaanw ;
mm»m»vml - F

L T e T [ Ji=]

Iun. abertdEmal kx

Tosmns | Nospotimcrica rpo |
Huseaewe pras | Tywcnnce
e ot i
Mpactrimu rpgrm
Eraigun I
Cﬂl'bm-n-!l
e —
Aapacymerpecanone | | e ||| [TRI0RATENE
|OHTAKTHEIE
Lo el MOIYT
. \

AL, T TS BN YTODEL 3T

NEI"mIMaiukow _.|:i

I'EW'_'!&TLN e i
Angex| @R AP S O ﬁ?m--lj’mllﬂm"“llmﬁtllxw Eiicosain. | | [IHEVHED e

Puc.218. Cozganue rpynmsl B AXpecHoOi KHUTe.

HmnopTupoBanne JaHHBIX U3 IPYTrUX
aJpecHbIX KHUT

[epexon Ha cnenyrouryto Bepcuto nporpammbl Outlook Express He
O3HAYaeT OTKa3 OT BCEX MPEIBIMYIINX HapaboTOK. B mporpamMmy MOKHO
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MMIIOPTHPOBATH Ballly CTapylo alpeCHYI0 KHUTY, a TaKXKe aJpeCHbIC KHUTH
nporpamm Microsoft Exchange, Eudora Light u Eudora Pro, Netscape
Communicator, Microsoft Internet Mail u n00BIX Opyrux Hporpamm, u3
KOTOPBIX dKCOpTHPYIOTCs aitiibl B popmare CSV (TekcToBoii aiin, 3a-

MUCH pa3jielieHbl 3alsiThIMH), HalpuMep, M3 mporpamMmbel Microsoft
Outlook.
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HOBOCTHU B UHTEPHETE

I'pynma HOBOCTEH - 3TO mMOAOOpKa COOOMICHHH, MOMEIICHHBIX pa3-
JMYHBIMHU TIOJIb30BATESIMU Ha OINpPECICHHBIN CepBEp HOBOCTEH, HANPH-
Mep, news.kz. Cepep HOBOCTEH - 3TO KOMIBIOTEP U TPYIa KOMIIBIOTE-
POB, KOTOpBIE MOTYT 00€CIeurBaTh PadOTy THICSY rpymi HoBocTei. Kax-
Jiast TpyIIIa HOBOCTEH MOCBsIIEHa ONPEIeIEHHOMY KPYTy BOIPOCOB H MO-
KET CoACpKaTb ACCATKH TBICAY COOGHICHHﬁ, JOCTYIHBIX IJIsA BCCO6H.ICFO
0003peHus.

B paznuuHbIX Tpynnax HOBOCTEH 00CYKIAalOTCsI TPAKTHUECKH JTI00BIE
TeMbl. HekoTopsle rpymisl HOBOCTEH UMEOT "BeayIiero", Ho OOJBIINHCT-
BO TaKOBOI'O He UMeroT. "Benymuil" - 310 4enoBeK, KOTOPbIA MPOCMATPH-
Bas MMPUXOMAIINE COOOIIECHNS, MOKET OTBEYaTh Ha BOIPOCHI, YAAIATH He-
noaxoadniie coobmenus u T.4. OTHpaBUTh COOOIIEHNE B TPYIITY HOBO-
cTeil MoxeT Mr000it yemosek. s pabOTHI ¢ TpymIIaMi HOBOCTEH HE Tpe-
OyeTcst BCTynaTh HU B KaKHe KIIyObl MM OpPTraHM3aINH{, a TaKKe MJIATHTh
BCTYIUTENbHBIE B3HOCHL. OHAaKO, HEKOTOPBIE MpoBaiaepa HoBocTel MH-
TepHeTa TpeOyIoT OIUIaTy 3a pa3MelIeHHEe HOBOT'O COOOIICHHUS! B KAaKOH -
0o rpymIe Ha UX cepBepe.

UroOBl 1MoJIb30BaThCS TpyNIaMu HoBocTeil n3 mporpammel Outlook
Express Heo0Xxo11Mo, 4TOOB! Balll ITOCTABIIUK YCIyr MHTepHETa mpenoc-
TaBWJI BaM CCHUIKH Ha CEpBEpPE HOBOCTEH M B HEKOTOPBIX CIy4asX UMs U
napoib nonb3oBartesns. [locine HACTPOHKM yUeTHOH 3ammcH cepBepa HOBO-
creif B mporpamMme Outlook Express BbI MOXeTe YMTaTh W MOMELIATH CO-
o01menus B mo0y1o TpyHIly HOBOCTEH JaHHOTO cepBepa.

ITocne Toro, kKaxk BBl OTBICKAJIN HWHTEPECYIOIIYIO Bac IPYIIILy HOBO-
CTell Ha TaHHOM cepBepe, BBl MOXKkeTe "moamucarses’ Ha Hee. [ pymiel, Ha
KOTOpble O(OpMIICHA IOINUCKA, OTOOpaXKAlOTCS B CHMCKE IAroK MHpo-
rpammbl Outlook Express. Iloanucka o6nerdaer MOUCK HYKHOW HH(OP-
MalHHu, OTMCHAA HCO6XOI[I/IMOCTI) IMPOCMOTpa CIMCKa BCEX MMCIONIUXCA Ha
cepBepe IPYIIT HOBOCTEH M COOOIICHH.

B kaxxyoii rpymimne HOBOCTE MOTYT HaXOJHUTHCSI MHOTHE THICSIYH pas-
JMYHBIX COOOIIEHNH, OOBEIMHEHHBIX OOIIeH TeMaTHKOH W BaM MOXKET
MOTPeOOBaThCSI HEMAIO BPEMEHH, 4TOOBbl HAaWTH HyXHBIE. B mporpamme
Outlook Express mMeercsi MHOTO BO3MOXKHOCTEH COPTHPOBKH M ITOHMCKA
MHTEPECYIOMNX BaC COOOIICHNH B ONpENeICHHON BEIOPAaHHOW BaMU TPYyII-
me.

Jo0aBJieHne y4eTHOIl 3anucu
JIJISE HOBOCTEH

Jlyist moOaBJIeHUsT YUIETHOM 3ayiCH HOBOCTEH HEOOXOIMMO 3HATH MM
cepBepa HOBOCTEH, C KOTOPBIM HY)KHO OYZET COEIMHSTHCS, U, €CIIN TpeOy-
€TCsl, UMsl U IIapoJib U1 BXOJA Ha CEPBEP.
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st HacTpOMKM y4ETHOM 3allCH HOBOCTEN BBIIIOJIHUTE NEHUCTBUSL:

1. BeiGepure nyHkT YuerHble 3amucu B [asHoM merio CepBuc
[IOYTOBOM NIPOTPAMMBL.

2. B nmmanoroBoM okHe YdyerHble 3amucu B HTEepHETEe HaXXMUTE
kHOTKY JIo6aBuTH (pric.219).

3. B HOBOM, OTKpBIBIIIEMCS Ha SKpaHe MeHI0 BbIGepuTe pasmena Ho-
BOCTH, 9TO0OBI Ha4aTh paboTy MacTepa MOAKIIOYCHUS K CepBepaM TpyIIII
HoBoOcTel B IHTEpHETE.
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Puc.219. JloGaBiieHre yUeTHO 3auCH IS
HOBOCTCH.

4. CrepyiiTe MHCTPYKLHSM MacTepa MOAKIIOYCHHsS, BBOIS B €ro
OKHaX HEOOXOAMMBI JaHHbBIE, YTOObI HACTPOUTH COEAMHEHHE C CEePBEPOM
HOBOCTEH M Mepexois Mexay OKHaAMU MacTepa HakaTtueM KHomku Jlanee.
BepHyThbes B Ipenbiayliee OKHO MOXHO kHonkoil Ha3zan.

5. Tlocne BHeceHusi Bce HH(OpMAIMM, KOTOPYIO 3alpalivBaeT
MacTep, Hy>KHO IIENIKHYTh KHONKY I"'oToBoO.

Jns HacTpOWKM yYeTHOW 3alvcCH JUIS ONPEEIEHHOTO cepBepa HOBO-
cTell moakiroueHne K MHTepHETY He TpeOyercs,, T.K. BCE 3TH JEHCTBHSA
MOXHO BBINIOJIHATH B @aBTOHOMHOM PEXHME.
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Kaxxaprii momb30BaTeNls MOXKET 3a/1aTh HECKOJIBKO YYETHBIX 3aIllUCel
HOBOCTEH, JUI Pa3HBIX CEPBEPOB C HOBOCTAMH. J{JIsi 3TOTO eMy HY>KHO I10-
BTOPUTH BHIIIIEyKa3aHHbIE NEHCTBUS I KOKJIOW yUeTHOM 3alHCH.

IMouck rpynn HoBocTel

UT0oObI HAWTH MHTEPECYIOININE BAaC TPYIIBI HOBOCTEH HA HEKOTOPOM
cepBepe, MOXKHO MIPOBECTH MOUCK MOCJe MOJKIIOYSHHSI Balller0 KOMIIbIO-
Tepa Kk IHTepHEeTY U BBIXOAY Ha 3TOT CEPBEp IO ONPEIEICHHBIM CIIOBaM,
BCTPEYAIOLIMMCS B UX HAa3BaHMSIX - KIIFOUEBBIM CIIOBaM.

st moucka rpynn BBITOJHUTE OMPENEICHHYIO MOCIEI0BATENIBHOCTh
IEUCTBUIL:
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Puc.220. TTouck rpynnsl HOBOCTEH
Ha cepBepe.

1. Beibepure cepBep HOBOCTEH B CIIMCKE IAIIOK B JICBOM 4acTH OKHA
IIPOTPaMMBbI U B MPABOI 4aCTH HaXXMUTE KHONKY I'pynnbl HOBocTeil, Kak
mokaszano Ha puc.220.

2. Tlpu nepexoje HA BHIOPAHHbIN CepBEp HOBOCTEN M MPU OTCYTCT-
BUU XOTs ObI OTHOM TOAIIMCKH Ha €T0 TPYNITBI HAa SKpaHe 0OBIYHO MOSIBIIS-
€TCsl OKHO C TpUTTIalleHHEM I0Ka3a BCEX UMEIOIUXCA TPYII HOBOCTEH.
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[Tocne memyka MBIIIKOH 1Mo KHOMKE /la 3TOro okHa Ha 3KpaH Oy/eT BbIBe-
JICHO HOBOE OKHO.

3. 3BamonnuTte B 3TOM OKHe nosie OTodpakaTh rpynnsl HOBOCTEI,
coJep:Kalme... , T.e. 3aJlaliTe ONMpPE/EICHHbIE KIIIOUEBhIE CIIOBA, KOTOPHIE
OTPaXKaIOT 00JIACTh BAIIUX UHTEPECOB.

Ecnu He ynanoch HaliTH MHTEPECYIOLIYIO Bac IPyIIy HOBOCTEH, CKO-
pee Bcero oHa OTCYTCTBYET Ha JaHHOM CEpBEpe M Hy>KHO IEPEUTH Ha Jpy-
TOH cepBep HOBOCTEH M BHOBB IIOBTOPHTH IIOTIBITKY ITONCKA.

IHoanucka Ha rpynmy HoBOCTeH

Y106cTBO MOANMMCKY HA TPYIITEI HOBOCTEH 3aKIIFOYAETCS B TOM, YTO
HY’KHBIE TPYIIILI 3aHOCITCS B CIIMCOK MAaIoK B JIEBOM YaCTH OKHA IMOYTO-
BO# ITPOrpaMMBbI U JOCTYI K HUM 00JIEr4aeTcs.

[Moanucarbes Ha TPYIIY HOBOCTEH Mocie moakioueHus: k MaTepue-
Ty MOXHO CJICIYIOIIMMHU CIIOCOOaMU:

1. Korma BB nobasnsieTe cepBep HOBOcTel, mporpamma Outlook
Express cama crpammBaeT Bac O HEOOXOAMMOCTH TOAMKMCKHA HA TPYIIBI
HOBOCTEH JaHHOTO cepBepa.

2. Ecnum noxnucka He ObUIa BBIIOJIHEHA, KAK OMICAHO K II.1, BbIOe-
puUTE cepBep HOBOCTEH B CIIMCKE MANoK U HAKMUTE KHONKY I'pynmsl Ho-
BOCTeIA.

3. BsiGepure rpyIiny HOBOCTEH, Ha KOTOPYIO HYXKHO MOJMCATHCS U
Hakmute KHONKY IloamucaTbest Ha Brinaake [loanucarses.

4. Jlust mpocMOTpa OIpeNeIeHHOM IPYIIbI HOBOCTEH, HA KOTOPYIO
yke OblTa oopMmiIeHa MOAINCKA, METKHUTE MBIIIKON MO 3TOW TpyMIe B
CIIHICKE TMAToK B JIeBOI yacTu okHa mporpammsl Outlook Express.

5. Jlns oTKa3a OT MOANKCKH HA IPYIILy HOBOCTEH HA)XMHTE KHOIIKY
I'pynnbl HoBocTeii, nepeiinure Ha Bkianky Iloammcarbesi, BbiOepuTe
HYKHYIO TPYIITY U HAXMHTE KHONKY OTKAa3aThCs OT NOAMUCKH.

6. MOXKHO TaKKe MPaBOW KHOIKOM MBIIIU MIEIKHYTh [0 TPYIIIE B
CIHCKE MAaNoK B JIEBOM YaCTH OKHA MpOrpaMMbl U B nosiBuBIIeMcs Kon-
TEKCTHOM MEHIO BBIOpaTh MyHKT OTKA3aThCsl OT MOAMUCKH.

IIpu 1BOMHOM ILETYKE JEBOM KHOIKOM MBIIIY IO HA3BaHUIO I'PYMIIbI
B CIHCKE TIPYIII HOBOCTEW B JIEBOM YacTW OKHA MOYTOBOH IPOrpaMMBI
Outlook Express Ilognucka oopMirsieTcss aBTOMaTHIECKH.

Urenue coo0LIEeHUI U3 TPy HOBOCTEH

[Tepeiinure B omnpenesneHHyI0 TPy HOBOCTEH U BhIOEPHUTE HYKHOE
COOOIICHHUE U3 CIHCKA COOOIICHHI B IIPaBOi BepXHEH 001acTH OKHA - 00-
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JAaCTH CHHCKa COOOLIEHHH (BO3MOXKHO, MOTpeOyeTcs BOCHONB30BATHCS
nosiocod npokpyTku. lllenkaiiTe J1€BOM KHONKOW MBIIIKA IO CTPEIKE
BBEPX U BHU3 Ha BEPTUKAJIBHOMN MOJIOCE MIPOKPYTKH).

Jliis mpocMoTpa COOOIIEHHI U3 BEIOPAHHOM TPYIIIBI [TOCICI0BATE b=
HO BBITIOJTHUTEC )IGﬁCTBPI}I:

1. Illenkuure Mo COOOIIECHUIO, YTOOBI OTOOPA3HTH €ro B OOJIACTH
MPOCMOTpA CIIPaBa BHU3Y OTKPHITOTO OKHA MMOYTOBON MPOrPaMMBbI.

2. JIBaXIBl IMETKHATE MO COOOIIEHHIO, YTOOBI OTOOPA3HTH €ro B
HOBOM, OT/IEIbHOM OKHE Ha 3KpaHe KOMIIbIoTepa.
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Puc.221. Hactpoiixa okHa OYTOBOI
TIPOTPaMMBI.

3. Eciu 1Mo KakuM - TO MPUYHHAM 00JIaCTh TIPOCMOTPa OTCYTCTBYET,
TO A7 €e BBIBOJA Ha DKPaH WM IOMOJHHUTEIBHON HACTPOWKH BHIOCpHUTE
nyHkT Packnanka B ['1aBHOM MeHI0 Bua nporpaMmer u ycranoBure (a-
JKOK B pazzene O6aacTb NpocMOTpa, Kak MoKazaHo Ha puc.221.

Jlist mpocMOTpa CBENICHHH O COOOIEHHH HEKOTOPOH TPYIITbI HOBO-
cTell (aBTOp, 1aTa OTIPABKH U T.11.), BRIJEIHUTE ee 1 BeioepuTe CBolicTBa B
I'nmaBHoM meHto @aiin mporpammel. WMin 1menkauTe cooOuieHne npaBoi
KHOTIKOM MbIIH 1 B KoHTekcTHOM MeHIo BeiOepuTe myHKT CBoOMicTBa.
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Co3aaHue 0TBETa HA COOOIIEHHE

[IpountaB HeKOTOpPOE COOOILEHNE U3 ITPOCMATPHBAEMOM IPYIIIbI HO-
BOCTeﬁ, Bbl MOJXKCTC CO3J1aTb OTBET Ha HETO U IOMECTUTH B HEKOTOPYIO
IPpYIIY Ha BEIOPaHHOM cepBepe.

st co3maHust oTBeTa Ha COOOIIEHHE HOBOCTEH BBIMOJIHUTE CIEIYIO-
IHe IEeHCTBUSL:
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Puc.222. Co3manue cooOIEHNS TS
HOBOCTEH.

1. Bribepure B cmmicke TO cOOOMIeHHE, HA KOTOPOE HY)KHO CO3/1aTh
OTBET, LIEJIKHYB 10 HEMY JIEBOM KHOIIKOW MBIIIH.

2. YrtoObl OTBETHUTH ABTOPY COOOIICHHS JMYHO, MO 3JICKTPOHHON
MoYTe, NICIKHUTE MBIIIKOH KHONTKY OTBETHTH Ha ITaHEIM HHCTPYMEHTOB.

3. Jlns ornpaBkH OTBETa - COOOIIEHHS B TPYIITY HOBOCTEH HAXKMUTE
kHONIKY OTBETHTH B IPYNITy HA ITAHEN HHCTPYMEHTOB IIPOTPAMMBI.

4. YtoOBI OTHPABHUTH OTBET U B JIPyTHe IPYIIIBI HOBOCTEH, HAXO/s-
1IMecs Ha 3TOM JK€ CEepBepe, ILENKHUTE M0 3HAUKY, HaXOAAIIEMYCs PAIOM
¢ xHomko# I'pynnbl HOBOCTEl B OKHE cO34aBaeMOro coodmieHus. Brioe-
puTe TPYyNIly WJIX HECKOJBKO TPYyIIl HOBOCTEH B HOBOM OKHEe BbiOop
TPYII HOBOCTEH U IIETKHUTE KHONIKY Jl00aBUTH.
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5. MoxHO BBIOMpATh TPYIIBI HOBOCTEH M3 OOIIEro Cimcka TPy,
HaXOJSIINXCS Ha JTAHHOM CEpBEpEe WM TOJBKO M3 TeX IPYII, Ha KOTOpPbIE
Obu1a 0hopMIIeHa IOANUCKA.

6. B mocnennem cinyvae, B okHe BbIGOp rpynm HoBocTeil Ha)XMUTE
kHOIIKY OToOpa)kaTh TOJIBKO Te TpPyNNbl HOBOCTEH, Ha KOTOpbIe
oopMiIeHA NOANUCKA.

7. Ynepxwuas knapunry Ctrl, BeiOepute Hy>KHBIE TPyTITBl HOBOCTEH
B JIMAJIOTOBOM OKHE BBIOOpa IpyIIl HOBOCTEH M HakMHTe KHONKY JloGa-
BUTh.

8. 3amomaute none Tema otmpasnsemoro coodmenus. [Iporpamma
Outlook Express He pa3MemiacT cCOOONICHHUs ¢ HEN3BECTHBIMH TEMAMH.

9. Bseaure TeKCT COOOUICHUS B OCHOBHOE OKHO NMHChMa U BEIOEpH-
Te KHONKY OTHpaBUTh Ha NaHENNM WHCTPYMEHTOB OKHA CO3/1aBAEMOTO
coobmenns (puc.222). Coobmenne Oyzer nmomemeHo B nanky Hexoasi-
e 1 OTHPAaBJICHO IPU MOAKIIFOUCHUHN K I/IHTepHeTy.

OTBeT Ha coOOIIEHHEe MOXHO OTIPABUTH B HECKOJBKO TPYII HOBO-
CTell 32 O/IH pa3 TOJBKO B TOM ClIydyae, €ciH 3TU TPYHIBl HaXOJSTCS Ha
OJTHOM cepBepe HoBocTel. Ecii HeoOXoquMo OTIPaBUTH OTBET Ha pas-
JIMYHBIE cepBepa HOBOCTEH, TO HY>KHO BBIIIOJHHUTH yKa3aHHbIE BBIIIE JICi-
CTBUS JUIs KQXKJIOTO CepBepa C HOBOCTSIMH.

Pasmenienue coo0uienus B rpymie
HOBOCTeH

Jist pa3MenieHnsi HEKOTOPOro CO3JIAHHOTO BaMH COOOIICHUsS B OIpe-
JIEJICHHOM TPYTITIe HOBOCTEW Ha BEIOpPAHHOM CepBepe MOCIIe MOIKITIOUSHUS
BalLEr0 KOMIbIOTEPA K VIHTEpHETY BBINOIHUTE ACUCTBUSL:

1. Tlepeiinure Ha BEIOPaHHBINM CEpBEp HOBOCTEH B JIEBOM 4acTH OKHA
MPOTPaMMBI, IIEIKHYB TI0 €0 HA3BaHHUIO MBIIIKOM.

2. B cmucke mamnok BbIOEpUTE TPYIITYy HOBOCTEH, B KOTOPYIO HY)KHO
IIOMECTHUTH COOOIIIEHHE.

3. Haxwmute xHonky JloctaButh (Pazocnarts cooblienne) Ha maHe-
JI1 UHCTPYMEHTOB ITPOTPaMMBI.

MoXHO TpPEeKpaTUTh HaXOXKJIEHHE Ha CepBepe Pa3MEUICHHOTO TaM
coobmienus. [ 3Toro BEIOEpUTE COOOIICHHE B OKHE POTPAMMBI M B Me-
Hi0 CooOuieHue IIEIKHUTE MBIIIKONH NMYHKT (OTMEHUTH coOOIIeHHe.
JlanHas omepanys He yIalseT Baie COOOIIeHNe, 3arpyKeHHOE B KOMITBIO-
TEpHI JPYTUX IMONb30BaTeneil. OTMEHATh MOXKHO TOJBKO CBOU COOCTBEH-
HBIE co3aHHBIle coobmieHns. CooOmeHNs IPYTUX MOIb30BaTeNe BB OT-
MEHUTH HE MOJKETE.

362



Jy6osudenko C.b. - OcHoBbl uHpOpMaTuku. HYacTb 2.

IIpocmoTp BJIOKEHU T

Jnst npocMoTpa BIOXKEHUH B COOOILIEHUH HOBOCTEH BBITIOJIHUTE ClIe-
NyIOIIKE IEUCTBUS:

1. Ilenkuure B o6racTd HPOCMOTPa COOOIICHUS, COICPIKAIIETO
BJIO)KEHHE TI0 3HaYKy Oymarozaepskaresns (KaHLEIsIPCKOW CKPEeIKH), HaXxo-
JSIIIeMycsl CIipaBa BBEPXY 3arojioBKa COOOLICHHS M B MOSBHBLIEMCS MEHIO
BBIOCPUTE HMs BIOXXECHHOTO (haina, KOTOPBIH HY)XXHO IPOCMOTPETh
(puc.223).

2. Winu, HaXOmsCh B OTKPHITOM OKHE COOOLICHHS, ABAK/IBI IICTKHH-
TE 0 3HAUKy BJIOXKEHHS B 3aTOJIOBKE COOOILICHHUS.

Jnst coxpaHeHHsl BIOXKEHUsI Ha IUCKE, BBIIEIUTE €ro U B [1aBHOM
MeHto @aiin ykaxxute Ha MyHKT COXpaHUTH BJIOKEHUS, a 3aTeM B HOBOM
OKHe BbIOepHTE UMl (haiiyia, ecii BBl XOTHTE €ro U3MEHUTh U €r0 Pacrio-
JIO)KEHHE Ha JIICKe KOMITbIoTepa. Wi menKHuTe KHOMKY Oymarojepxare-
JIsL B OKHE IPOCMOTpa COOOIICHHS U B OTKPBIBLIEMCSI Ha 9KpaHEe MEHIO BBI-
Oepute myHKT COXpPaHHUTD BJIOKEHHE
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Yaajenue HOBOCTEH

CooOlieHnst HOBOCTEH XpaHsTCs Ha cepBepe HoBocTel B MHTepHeTe.
WX Henp3sl ymalATh C cepBepa, KPOME CBOUX COOCTBEHHBIX COOOIICHHMH,
IIOCKOJIBKY OHH 3aIllUIIEHBI OT yAaJeHUs, a ylaJeHue caenano Obl UX He-
JOCTYIHBIMH JUISl OCTAIBHBIX IOJIb30BaTened. OHAKO MOXHO YJIalsTh
COOOIIEHNsT WM 3aroJIOBKH COOOIIEHMH TpyNI HOBOCTEH, 3arpyKeHHBIX
Ha JIMCK BaIllero KOMITbIOTEPA.

Jl71s1 5TOTO BBINOJIHUTE CIENYIOIINE AEHUCTBUS:

1. Beibepure myukt Ilapamerpsr B mMerio ['masaom CepBuc mpo-
TpaMMBI.

2. Bo Bkiagke OOCayKUBaHMe HAKMHUTE KHONKY OUHCTHTH
(puc.224).

3. B nosiBUBHIEMCS Ha 9KpaHe OKHE HaXXMHTE KHONKY O630p, B HO-
BOM OKHE BBIOEpUTE CEpBEp HOBOCTEW WIIM T'PYIITy HOBOCTEH M HaXKMHUTE
OK.

4. Jlns ymaneHds] TOJNBKO TEKCTOB COOOIIECHHN HaXXMHTE MBIIIKOH
KHOTIKY ¥YIaJUTh c0001meHus1 okHa OYHCTKA JOKAJIbHOro (aiina.

5. Jlus ymanmeHuWss TEKCTOB W 3aroJIOBKOB COOOIICHMH HAXMHTE
KHOTIKY YAAJIUTh.
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Puc.224. Y ganenue cooOuieHni BXOAAINX HOBOCTEM.
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Coo0mmeHnst W 3arOJIOBKH, YAAJICHHBIE TaKHM 00pa30M, MOIHOCTHIO
MCUE3al0T C BaIllET0 KOMITBIOTEPA.

Kpome Toro, MOKHO cxaTh COOOIICHHUS HOBOCTEH C TIOMOIIBIO KHOTI-
ku Cxath okHa OuMcTKa JIokadabHOro aiina. ITocie Beex craenmaHHBIX
W3MEHEHHH LIEJKHUTE MBIIIKOW KHONKY 3aKpbITh OkHa O4HCTKA JI0-
KaabHOro ¢aiina, a 3areM B okHe Ilapamerpsl kHonky OK.

BJiioknpoBaHue BXOASIIIUX
COO0OIeHU

Mo>HO 3a7aTh OJIOKMPOBAaHHUE COOOLICHUH, TPUXOSIINX OT KaKoro -
100 OTIpaBHTENS WIM JOMeHa. JJoMeH 3To uMs, clienylolee 3a 3HaKOM
@ B azmpece IEKTPOHHON MOYTEHI.

IIpn G10KMpOBaHUM OTHPABUTENS WM AOMEHA IIPUIIEAIINE OT HETO
IIOYTOBBIC COO6IJ.I€HI/I$I WJIM HOBOCTHU HE 6yI[yT NOSBIIATHCS B Ianke Bxo-
AsilMe WM B CIIMCKE NpUIIenmuxX HoBocteil. [louToBble cooOmeHus ot
3a0JIOKMPOBAHHBIX OTIPABHUTEINIEH Cpa3y HAINPAaBISIOTCS B MaNKy YAajieH-
Hble. HoBOCTH OT 3a0JI0KMpOBaHHBIX OTHpABHUTENEH HE 0TOOPaXKatoTCsL.

st 3apanust ONOKMPOBKY ONPEENICHHBIX OTIPABUTEIICH BBITOIHHUTE
JIeHCTBHUSA:
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1. B mamke Bxogsimiue win B CIHCKE COOOIICHHI TPYMIBI HOBO-
CTei BEIOEPUTE COOOIIICHHE OT HEKOTOPOTO OTIIPABUTEIIS, KOTOPOTO HYKHO
3a0JI0KUPOBATh B JAbHCHIIICM.

2. B I'masuom menro Coobmenne noutoBoil mporpammel Outlook
Express mienkHATE MBIMIKOH TYHKT BJOKHpOBaTH OTHpPAaBHUTENS, Kak
MOKa3aHo BBILIE HA puC.225.

3. B HOBOM OKHE TMOSBHUTCS aApeC DIIEKTPOHHOM MOYTH GIOKUpYe-
MOTO OTIIPABUTEIISL.

4. IenkHuTe B 3TOM OKHE IO KHOIKe Jla M Bce COOOIIEHUS WM
HOBOCTH BBIOPaHHOTO OTHpaBHUTENsl OYAyT IEepeMelleHbl B Tarky Yaa-
JICHHBIE.

Takoe GokHpOBaHWE MIPUMEHUMO TOJIBKO K ITOYTE, padoTaromeH 1o
nporokonry POP3. Henp3st 3a0510kMpoBaTh COOOIIEHHST OUTHI MPOTOKOJIA
HTTP unu IMAP.

OTKJ’I[O‘leHl/le ABTOMATUYECKOU 3arpy3Ku
HOBOCTEM

st BBIKITIOYEHHSI aBTOMATHYECKOM 3arpy3Kd HOBOCTEH BBINIOJHUTE
TNIEUCTBHS:

1. BeiGepure nyukr Ilapamerpsr B ['aBHom menio CepBuc mou-
TOBOM MPOTPaMMBL.

2. Ha Bxianke UteHne BHIKIIOUHTE (DIIAKOK ABTOMATHYECKH 32-
rpyKaTh COOOLIEeHHs PH UX 0TOOPAaKEeHUH B 00JIaCTH MPOCMOTPA.

B sTOM pexume aBTOMaTHuYecKas 3arpy3ka COOOLICHHH cepBepa HO-
BOCTEH BBITIOJHATEH O0JbIIe He OyeT.

YreHnue HOBOCTEH B ABTOHOMHOM peKUMe

Hcnonp30BaHre aBTOHOMHOTO PEXKMMa MO3BOJISIET BaM YUTaTh HOBO-
CTH, HE HaXOJfICh B ceTH. B aTOM cityuae riara 3a rnonas3oBanue MHrepHe-
TOM OyZIeT B3UMAaThCs TOJIBKO 3a BpeMsl, B TEUCHHE KOTOPOTO 3arpyKaroTcs
HOBOCTH. [Inisi OCyIIECTBIICHHS ITAaHHOTO pPEXUMa paboThl HEOOXOAUMO
MOATICATECS Ha HYXKHYIO TPYIIy HOBOCTEH, yKa3aTb, YTO HY)KHO 3arpy-
3UTH (TOJIBKO 3arOJIOBKH HJIM COOOILCHHUS ILIEIUKOM), M TEePEHECTH BBHI-
OpaHHBIE COOOIIEHUS Ha CBOM KOMITBIOTEp - CHHXpOHH30BaTh. 110 3aBep-
IICHAH JaHHBIX Ollepaliii MOYKHO pa3opBaTh coequHeHue ¢ MurepHeToM u
paboTats c cOOOLIEHUIMH yXKe B yI0OHOE BpEeMsI.

Mo>kHO BBIOpaTh 3arpy3Ky TOJILKO 3aroJIOBKOB, B KOTOPBIX YKa3bIBa-
eTcs aBTOp, TeMa U pa3Mep coolieHus. JIubo MOKHO BBIOpaTh 3arpys3Ky
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COOOIIEHUH [IENUKOM, BKIIOYas BIOXeHHUs. CHHXPOHHU3AILUS 3ar0JIOBKOB
BBIMIOJIHSAETCS rOpa3ao ObICTpee, YeM CHHXpOHHU3auusi coodbuienunii. O3Ha-
KOMHUBIIIUCH C 3ar0JIOBKaMH, BBl CMOYKETE COCTABUThL MHEHUE 00 00Cy)Ie-
HUSX M OoJiee palMOHAJIBHO IMOJOWTH K BHIOOPY COOOINCHHIA, KOTOPHIC
HY)KHO OyJIeT 3arpy3uTh IEJTUKOM IIPU CICAYIOIIEM OIKITIOUCHHH.

3arpy3ka oTAeIbHBIX COO0IIeHU

[IpocMaTpuBasi 3aroJIOBKM B aBTOHOMHOM DPEXHME, MOXHO BHIOPaTh
COO0OIIEH s, KOTOPBIE CIEAYET 3arpy3UTh MPH CICAYIOMEM MO IKITIOYCHHUH.
Jy1st 3TOTO BBIIENUTE 3ar0JIOBKH HHTEPECYIONINX Bac COOOLICHHH, IIeKast
M0 HUM MBIIIKOHN M yAEpKUBask IIPH 3TOM HaxkaTtol kiasumry Ctrl.

ABTOHOMHOCTH PabOTBHI O3HAYaeT OTCYTCTBHE CBs3U ¢ VIHTepHETOM.
s 5TOTO BBI MOXETe BHIOpaTh IIyHKT ABTOHOMHAas padora B [1aBHOM
MeHio DaiJ1 mporpaMMsl.

Jnst 3arpy3Kkd OTMEYEHHBIX COOOIICHWIl BBIMOIHHUTE CIEAYIOIIUE
JIEHUCTBUS:
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Puc.226. 3arpy3ka coobuiennii HOBOCTEH.

1. Tlocne noxkimouenus K cetd Mureprer BoiOepute myHKT CHH-
XpOHM3UPOBATL Bce B [71aBHOM MeHI0O CepBHC, Kak IIOKa3aHO Ha

puc.226.
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2. Tlocie 3arpy3ku cOOOIIEHNUI MOKHO CHOBA TIEPEHTH B aBTOHOM-
HBI PEXUM NIPOrPAMMBI.

3. Jlnst 3TOro Hy»HO pa3opBarh COEAMHEHUE ¢ IHTEPHETOM, IIIENIK-
HYB MPaBOH KHONKON MBIIIY MO 3HAYKY COEIMHEHUS B MPABOM HUKHEM
yriry 9kpaHa Ha [laHenm 3aja4 (3Ha4OK COEIMHEHHMS - JIBa COEANHEHHBIX
MEXIy COOOU KOMITBIOTEPA).

4. B nosiBUBLIEMCS Ha SKpaHE MCHIO LICIKHUTE MyHKT PazopBarh
COeMHEHHE.

Mo>HO 3a7aTh OTOOpaXEHHE TOJIBKO T€X COOOUICHHH, KOTOpPHIE ObI-
JIM 3arpy KEHBI [l aBTOHOMHOW padoThl. [J1s aTOrO0, 1Mocie 3arpy3Ku Beex
BBIOpaHHBIX COOOIICHUI U pa3pbiBa coenuHeHus ¢ VIHTepHeToM BbIOepuUTe
nyHkT Tekymee npeacrabjeHde B I'naBHOM MeHIO Bua u menkHure
nyHKT OTOOpa3uTh 3arpyKeHHble COOOLICHHSI.
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