3arpy3ka o6uwero wabnoHa unu nporpammbi-Hagactponku B Word

1 BbiGepute komaHay LLla6noHbl  HaacTpoikn B MeHio CepBuc.

Al JeMoHcTpauus

2 B cnvcke O6wme WabnoHbl U HAACTPOMKU YCTAHOBUTE (ONAXOK PSAOM C NpeAHa3HauYeHHbIM A 3arpy3sku
LWabnoHOM MNU HaACTPONKON.
Ecnu HyxHbI WabnoH (Mnn HaacTponka) OTCyTCTBYET B AMANOrOBOM OKHe, HaKMUTe KHoMnKy [lobaBUTb,
HangmTe coaepXallyto ero nanky, Bblgenute ero, a 3atemM HaxmuTe kHonky OK.
Mpumevanune. 3arpyxeHHble WabnoHbl U HAACTPONKN OCTaOTCH 3arpy>XeHHbIMU B TEYEHWNE BCEro TEKYLLEero
ceaHca pabotbl ¢ Word. Mpu cnegytowem 3anycke Word He NpoMcxoauT aBTOMAaTUYECKOW 3arpy3kn obLLmX
LWabnoHOB 1 HaACTPOEK.
CoBet. LlabnoHbl n HagCTPONMKK, NOMELLEHHbIE B Nanky aBTo3arpysku Word, 3arpyxatorcs aBTomaTnyecku
npu kaxxgom oTkpbiTn Word. [ina 3agaHns unv namMeHeHns nankv aBTo3arpy3ku BblbepuTe komaHgy
MapameTtpbl B MeHio CepBuc, a 3atem — Bkrnagky PacnonoxeHue.
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Bbirpyska obuwero wabnoHa unu nporpaMmmbi-HagcTpoinku us Word

1 BbiGepute komaHay LLla6noHbl  HaacTpoikn B MeHio CepBuc.

Al JeMoHcTpauus
2 YToGbl BBIrPY3UTL LIAGIOH UM HAACTPOWKY W yAanuUTb U3 cnicka O6Lwme WabnoHbl U HAACTPOMKM,
CHVMUTE COOTBETCTBYIOLLMIM (hraxok, a 3aTeM HaXKMUTE KHOMKY YAanuThb.

YT06bI BBIrpY3uTh WabNoH Unu HaaCcTponKy 6e3 yaaneHns ns cnucka O6wme wabnoHbl U HAACTPOWKM,
CH/MUTE COOTBETCTBYIOLLMI (PrIaXOK, HO HE HaXXMManTe KHONKY YAaanuTb.

MpumeyaHus

e [lpu BbIrpy3ke wabrnoHa, NOMELLEHHOro B Nanky aBTo3arpy3ku, OH OCTAHETCS BbIFPY)XXEHHbIM B TEYEHUE BCETO
TekyLlero ceaHca pabotel ¢ Word. Mpu cnegytowem 3anycke Word oH 6yaeT 3arpyxeH asTomatmyecku. [ns
3aflaH1s UM N3MEHEHUsI Nanky aBTo3arpy3ku BoibepuTe komaHay MapameTpbl B MeHio CepBuUC, a 3aTeM —
Bknagky PacnonoxeHue.

e KHonka YaanuTb HeQOCTYMNHa, ECNX BblAENEHHbIN WabnoH HaxoauTcs B Nanke aBTo3arpy3ku.

¢ Bebirpyska wabnoHos unu Hagctpoek uz Word He ygansier ux u3 cucTembl.
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HapcTpownku

HagcTtponku — 3710 AononHuTeNbHbIe Mporpammel, paclumpsiowme BoamoxHocT Word nytem gobasnexus
cneumanbHbIX KOMaHA 1 HOBbIX (OYHKLWNA.

Hapctponku MOXXHO NpUoBpecTy y He3aBUCUMbIX MOCTABLUMKOB MPOrpaMMHOro obecneyeHns unm Hanucatb
camocToATensbHO. [N ucnonbL3oBaHWUs HAACTPOWNKN CneayeT YCTaHOBUTL ee B cucTeme u 3arpyants B Word.
[ns nonyyYeHus cBeAEHNIA 0 3arpy3ke HaACTPOEK HaxMuTE KHomky .
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ABTOMaTUveckoe popMaTMpoBaHNE AOKYMEHTOB U COOOLLEeHUI

AsTodopmar B nporpamme Word nomoraet co3gatb NpuBAeKaTenbHbIA U IErko YnTaemMbli JOKYMEHT, He
3acTaBnag Nonb3oBaTens OTBMeKaTbCcs OT coagepaHus. [poBoanTcst aHann3 ncnonb3oBaHusa Kaxagoro absaua B
AOKyMeHTe (Hanpumep, ab3ay 9BNAeTCA 3arorioBKOM UM 3reMeHTOM HYMEPOBaHHOIO CNM1cka), 3aTem K Kakaomy
3MEMEHTY NPUMEHSIETCA COOTBETCTBYOLUIA CTUMb. ABTOMATMYECKM (hOPMaTUPYOTCA Kak MMNepPCChIkM agpeca
MHTepHeTa, ceTew 1 3aNeKTPOHHOM MOYThI, K YacTsM JOKYMEHTa, BblAeNeHHbIM 3Be3go4kamu (*) u 3Hakamu
nogYepKUBaHUS, NPUMEHSIETCSA MOMYXXMPHBIN UMM NOAYEPKHYThIV LLUPUMT COOTBETCTBEHHO, ABa Aeduca (--)
3aMeHSITCS ANUHHBIM TUpe (—) 1 Tak ganee.

ABTOhOpMaT paboTaeT criedylowmm o6pasom:

e ABTOMaTM4eCckn Npu BBOAE AOKYMeHTa (hOpMaTMpYOTCS 3arofioBKW, MapKUpOBaHHbIE U HYMEPOBaHHbIE
CMUCKK, FpaHunLbl, Yucna, CUMBOIbI 1 T. M. VIMeoTCa BO3MOXHOCTWN HAacCTPoWku paboTel aBTodopmMara u
OTKITKOYEHUS €70 COBCEM.

e C nomoLubto komaHabl ABTopopMaT MOXHO cpasy 0ThopMaTUpPOBaTh BblAENEHHbIN TEKCT UNK LienbI
HedOpMaTMPOBaHHBIN AOKYMEHT, Hanpumep, CoOOLLEHNE ANEKTPOHHOM NoYThI. [pu 3TOM Kaxaoe nsMeHeHue
MO>XHO 3anuncatb, NPUHSTb UM OTMEHUTb.

¢ [pu oTkpbITUK coobeHnin WordMail nponssogutcs aBToMaTnydeckoe oopMaTMpoBaHme 3arofioBKOB U
cnmckoB. MOXHO nerko oTnnyYnTb nocrnegHee coobLLeHne aNeKTPOHHON NOYThI OT NpeabIayLLKX.

[ns BblBOA4a NOMHOIO CNMCKa U3MEHEHUI, MPON3BOANMbIX KOMaHAoW ABTodopmaTt, 1 pasnuunun mexay

komaHaamn AsTochopmat npu BBoAe 1 ABTOhopMaT HaxmuTe kHonky 2,

Mo ymonyaHuio npu nepeom 3anycke nporpammbl Word aBTocbopmat BkoYeH. Ero HacTpowiky MOXHO U3MEHUTb.

CwmM. Takxe

=l ABTOMaTuyeckoe hopmaTvpoBaHve JOKYMEHTa Npy BBoe

=] ABTOMaTuyeckoe hopmaTupoBaHve BCEro JOKYMEHTA

| AsTOoMaTtunyeckoe dopmartmpoBanune gokymentos WordMail
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MU3meHeHus, npoun3soauMbie aBTOMaTN4eCKU

B nporpamme Word nmetoTca Tpu cpeacTtsa aBTOMaTUHECKOr0 M3MEHEHUS! TEKCTA 1 BCTaBKM B JOKYMEHT TekcTa U
rpacouku npu BBOAE AOKYMEHTa:

e ABTOOpPMAT NpM BBOAE aBTOMATUYECKN (hbOpMaTUPYET 3arofoBKM, MapKMPOBaHHbIE U HYMEPOBaHHbIE
CMUCKK, FpaHunLbl, YMcna, CMMBOIbI U Tak Janee no Mepe ux BBofa ¢ knaesuatypbl. Ytobbl oThopmaTuposatb
BbIJENEHHbIN TEKCT UNU Lenbi JOKYMEHT 3a OA4MH NPOXof, Ucnonb3yeTcs komaHaa ABTocopmat B MEHIO
®dopmar.

e ABTO3aMeHa NO3BOSISIET aBTOMATUYECKN MCMPAaBATb NPaBoNMcaHne Npu BBOAE TEKCTA, a Takke BCTaBNATb
TEKCT, rpacpuKy 1 CUMBOSbI.

e ABTO3anonHeHne NO3BOMSIET BCTABNATb B TEKCT Li€Nbl€ ANIEMEHThI, Takue Kak AaTbl _aBTOTEKCT, MyTEM
Habopa HeCKOMbKMX NepPBbIX CUMBOIOB.

ABTOMAaTUYECKNE N3MEHEHNS] MOXXHO NErko HaACTPOUTb UK OTKITKOYNTL COBCEM.

Cwm. Takxe

=] I3MeHeHWs, NpoM3BogUMbIE NPU aBTodhopMaTe

(=] MaMeHeHus, Npon3BoANMbIE NPY aBTO3aMeHE

=] VI3MeHeHWs, Npor3BoAMMbIE NPU aBTO3aMNONHEHUM
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MU3meHeHus, npoun3soaumMbie nNpu aBTod)opmaTe

B cnepytowen Tabnuue onvcaHo aevicteue yHKLmMn aBTodbopmata. B 3aBmcumocTr ot Buaa paboTbl MOXHO
ynpaensitb 3TMMK NapaMeTpamu AByms cnocobamu:

. ,D,J'Iﬂ ynpasneHna aBToMmatmn4eCkumMmn MsaMmeHeHnamMmu, npon3sognmMmbiMn npu seoge, BblﬁepMTe KomMaHay
ABTO3aMeHa B MEHI0 CepBVIC, a 3aTem 3aganTe HY>XHbI€ napamMeTpbl Ha BKNaagke ABTOCbOpMaT npu BeBoge.

e [1na HAaCTPOMKN N3MEHEHWN, NPON3BOAUMbBIX NMPU aBTOMAaTUY4ECKOM POpPMaTUPOBaHNM BbIAENEHHOTO TeKCTa
Unn BCero AOKyMeHTa, Bbibepute KomaHay ABTodopmat B MeHio Popmat, Haxmute kHonky MapameTpel, a

3aTeM 3aJanTe HyXXHble napameTpbl Ha Bknagke AsTocopmar.

Mpu BBOAE

MNpoucxoauT cnegyollee

Yucna, 3a KOTOpbIM crnedyeTt Touka,
Aeduc, 3akpbliBatoLLasca ckobka unm
3Hak «bonbLuey, 3atem npoben nnm
Tabynauma n TekcT

OpHoro 13 HUXenpuBeaeHHbIX
CMMBOJIOB (UM Nap CUMBOIOB), 3aTEM
— npobena unu Tabynauuum, a nocne
3TOro — TeKcTa:

3Be3fo4ka, oavH unu asa aeduca, 3Hak
«bonbluey, cTpernka 13 3Haka
«bonble» n gecuca nnm paBeHcTBa

CumBona, BCTaBMNEHHOTO C MOMOLLIbHO
komaHabl CumBon 13 meHio BeTaBka,
nocre KOToporo UayT He MeHee AByX
npobenoB unu BCTPOEHHAs KapTuHKa
(oHa He pomkHa NpeBblWaTh BbICOTY
cTpoku bonee yem B 1,5 pasa), a 3atem
TEKCT

He meHee Tpex gedmco nmbo 3HakoB
nogvyepKUBaHWs, paBEHCTBA, 3BE30YEK,
Tunbg (~) nnu Homepa (#) Hag ab3auem

OnemMeHTOB NUcbMa, Hanpumep,
NpuBETCTBUA:
Hoporon muctep xoHc!

MpsambIx kaBbivek (' 1 ")

[pobwn, Hanpumep, 1/4, 1/12 n 3/4

YuncnuTenbHoro, Hanpuwmep, 1st

TekcTa, npobena, aedurca, BO3IMOXHO,
ele npobenos, 3aTemM CHOBa TEKCTA,
Hanpumep,

cTpanuubl 3 - 10

[Byx neducoB, OKpyXEHHbLIX TEKCTOM,
Hanpumep
MaluHo NawyT -- pykaMu He MaluyT.

3Be3fo4kn, cpady nocrne KoTopon
criegyeT TEKCT, a 3aTem eLle ogHa
3Be3fo4Kka, Harnpumep

HanpguTe B cnosBape TepMuH
*ConHeyHas cucrtema®.

TekcT npeobpasyeTcs B HYyMEPOBaHHbIN
cnucok. [ins 3aBepLUeHUs cnucka ABaxabl
HaxXmuTe Knasuwly ENTER.

TekcT npeoGpasyeTcs B MapKUPOBaHHbI
cnucok. [Ina saBeplUeHns cnvcka aeaxabi
HaxMuTe Knaeuwy ENTER.

TekcT npeoGpasyeTcs B MapKUPOBaHHbIN
CMMCOK, B KOTOPOM 3TOT CMMBOJT UMK
KapTWHKa CINYXXUT MapKepom

K ab3auy nobaBnseTcs rpaHuua: XupHas
oavHapHasi NIMHUSI BMECTO NoAYepPKUBaHUA,
[BOWHas NUHWUSA BMECTO 3HAKOB PaBEHCTBA,
ToYe4yHasa NMNHNA BMEeCTO 3Be304eK,
oavHapHasi BOrHUCTas IMHUS BMECTO TUINbJ
n aekopatnBHaa NMHNUA BMECTO 3HaAKOB
Homepa*.

MpennaraeTcs 3anyck Mactepa nucem,
no3BonsakoLiero A06aBJ'IF|Tb, N3MEHATb U
yoanATb 3f1IeMeHTbl NcbMa.

OcyluecTBRsieTcs 3amMmeHa NpsAMbIX KaBblYek
napHbiMm (" un ),

3ameHstoTca cumBonamun Ya, ¥z nnu %.

MpouncxoguTt 3ameHa BBeOEHHOTO TeKCTa Ha
1$t

Hedwnc 3ameHseTcs KOpoTKUM Tupe (—):
cTpanuubl 3—10.

Heduckbl 3ameHsa0TCS ANMHHBIM TUpe (—):
MawHo nawyT — pykamu He MaLuyT.

M3meHseT WwpudT TekcTa mexay
3Be3004KaMU Ha NOMY>XUPHbIIA:

HaliguTe B cnoBape TepMyH CONHe4YHas
cucrema.

(MpumeHseTca ctunb cumsona «CTporuiiy.)



CvimBona nogyepkunsanus (), 3a
KOTOpbIM Cpasy crieayeTt TEKCT 1 ApYron
CVMMBOI MOAYEPKNBAHUS, HAaNnpUMep
Hangute B cnosape TepMuH
_COmnMHeYHas cuctema._.

Agpeca WNHTepHeTa, ceTen u
3MNEKTPOHHOW MOYThLI, HAaNpuMep
http://www.microsoft.com

[Mntoca, nocnegoBaTenbHOCTU
neducos, cHOBa Nrtoca v Tak aaree,
rocre Yero HaxxnumaeTcs Knasuiia
ENTER, Hanpumep

+-aart + +

OnemMeHTa cnucka, Ha4yMHarLerocs ¢
MapKepa, 3Be3004K1 v Apyroro
nogo6Horo cMMBONA, 3a KOTOPbIM
cnepyet NOoNyXWPHbIA, KYPCUBHbIA UK
NOAYEpPKHYTHINA TEKCT, NOCNe KOTOPOro
CTOWT OrpaHu4mTenb (ToYKa,
asoetouve, aeduc, AnNMHHOE TUpe,
BOMNPOCUTENbHbIV 3HaK,
BOCKMMUATENbHbIA 3HAK UK Opyron
nofo6HbIV cMMBON), a 3aTem npoben
unn Tabynsaums, nocne 4ero criegyet
YK€ NPOCTON TEKCT:

*[Tases: JloBn msu.

3aronoska unu Tekcta a6saua, nocne
YEero NPUMEHSIETCA NPUHYONUTENbHOE
dopmaTrpoBaHue.

,El,oxymeHTa, nocrne 4yero cosagarTca
nonb3oBaTesibCkue CTunu, nnu npu
OTKPbITUM OOKYMEHTa, coaepiKalliero
nonb3oBaresribCkne CTunn

M3meHseT WwpudT TekcTa mexay
CMMBONaMu NoaYepKMBaHNs Ha KypCUBHbIN:
Hangute B cnosape TEPMWUH COMTHEYHas
cucmema.

(MpumeHsieTca ctunb cumBona «Kypcusy.)

Anpec 0hopMIISIETCS KaK rMnepcebinka

B TekcT BCcTaBnsietcst Tabnvua, B KOTOPOM
Nntocbl ONpeaensaoT rpaHuLbl cTonbuos, a
yncno aeduncoB 3a4aeT LWNPUHY
COOTBETCTBYIOLLNX CTONOLIOB.

[aHHbIn dhopmaT npuMeHseTcs K
criegytoLemy arieMeHTy Crucka.
Paspenutenu He dhopmatupytotes.®

Co3paeTcs HOBbIN CTUMb 3aronoBka unu
ab3aua COOTBETCTBEHHO, OCHOBaHHbIW Ha
NpoAenaHHOM NpUHYAUTENbHOM
dopmaTmposaHmn.*

Hanpvmep, NonyXupHbI TeKCT 6e3 3HaKoB
NpenMHaHus B KOHLE, BbIDOBHEHHbIN MO
LeHTpy, opmMaTupyeTcs Kak 3arofoBok, a
TEKCT, OThopmMaTNpPOBaHHbLIM HECTAHAAPTHO,
cofepxalluii B KOHLIe 3HaKv NpenuHaHns n
NPOAOIMKaLWNACA Ha cregytoLen cTpoke
— KaK OCHOBHOW TEKCT AOKYMeHTa.

CTunu, NnpyMeHeHHble K JOKYMEHTY paHee,
COXpaHaATCA.**

* [locTynHO TONbKO Ha Bknagke ABTodopmaT npu BBoAe.

** [locTynHO TOnbKo Ha Bknagke ABTodopmar.

CoBeTbl

e Ecnu Ha Bknagke ABTodhopmMat unu Ha Bknagke ABTochopmaT npu BBoAe (komaHaa ABTO3aMeHa, MeHHo
CepBuc) yctaHoBneH dnaxok *MonyXupHbIM* U _KYPCUB_, TO MOXHO M3MEHUTL MpoLieaypy
dopmaTmposaHus. Hanpumep, TekcT *ConHeyHas cuctema* MoxHO nepedopmatmpoBath B TEKCT
CosiHeyHasi cucmema (KypCUBHbIN W NOMYXWPHBIA BMECTO MPOCTO MOMYXUPHOI0), USMEHMB CTUINb CUMBONA
«CTporu». AHanornyHo, M3amMeHnB CTUNb «KypcmB», MOXHO 3a4aTb NPOU3BOMbHLIN hopMaT TekcTa BMECTO
KyPCMBHOTO. NS NONYyYeHNs AOMNONHUTENbHBIX CBEAEHWI 06 N3MEHEHUN CTUNE HakMUTe KHomky 2,

e [ina nonyyeHus cBegeHun o ntobom napameTpe HaXxXMuTe KHOMKY C BOMPOCUTENbHBLIM 3HAKOM E a 3atem
LLeNIKHUTE 3TOT NapameTp.
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MU3meHeHus, npoundsoaumMbie nNpu aBTo3amMeHe

Cnegytowas Tabnuua onvcbiBaeT paboTy dyHKUMA aBToO3aMeHbl. [Ins HAaCTPONKU napamMmeTpoB aBTO3aMeHbI
Bblbepute komaHgy ABTo3ameHa B meHio Cepsuc.

Mpwu BBOAE Mpoucxoant

OBYX NPOMNUCHbIX BYKB B 3amMeHa BTOPOW NPOnMCcHoW ByKBbI
Havane cnosa CTPOYHON.

CTPO4YHOW OyKBbI B Havane ee 3ameHa NpPOonuCHOMN.
npeanoxeHus

CTpOYHOW OykBbI B Havane ee 3aMeHa NpOrNUCHOW.

Ha3BaHuWsA OHA Hedenu

CO CNy4YanHo BKIMHOYEHHbIM N3MeHeHne pa3MepoB HEBEPHO
pexumom CAPS LOCK BBEAEHHbIX OYKB U BbIKIOYEHNE

pexuma CAPS LOCK.

MNpumeuanue. Ecnu B guanorosBom okHe ABTO3aMeHa yCTaHOBIEH (Priaxok 3amMmeHATbL Npu BBoAe, Npu

aBTO3aMeHe MOryT aBTOMaTUYECKM UCMPABMATLCS OLIMGKU U BCTABMSATLCS TEKCT, rpacduka U CMBOIIbI.

Hanpumep, npy aBTO3aMeHe BO3MOXHO CreayoLLee:

e ABTOMaTM4eckoe McrnpaBrieHue YacTo BCTpevatoLmxes opdporpacmyeckunx, rpaMmMaTuyecknx olnGoK v
owmnBokK Npu BBOZE TekcTa. Hanpumep, BBeeHHOe CMOBO auc ByeT aBToMaTMyYecky UCNPaBNeHo Ha «4acy, 1
Tak aanee. [ins nonyyYeHnst AONONHUTENbHBIX CBEAEHNA HaxmMuTe kHonky (2],

b ABTOMaTuyeckasa BCTaBka CUMBOJIOB, HanpumMmep @ mnnn
a . ,D,J'Iﬂ nony4yeHna OONONMHUTENbHbIX CBEOEHWIN HAXMUTE KHOMKY
=l
i ABTOMaTU4eckas BCTaBka TekcTa 1 PUCYHKOB, Hanpumep Ha3BaHuA 1 norotuna CbVIprI. Ons nony4yeHuna

[ONOMHUTENbBHBIX CBEAEHUIA HAXXMUTE KHOMKY =
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MU3meHeHus, npoundsoauMbie nNpu aBTo3anosiHeHnn

[nsa ncnonb3oBaHUs aBTO3arMoNMHEHNS HY>XHO BBECTU NepBble OykBbI CroBa, HanpuMep — aBry Ans TEKyLLero
mMecaua. [ins noaTeepxaeHns NpeanoXeHHoro cnoea («ABrycT») Haxxmute knasuwy ENTER unu F3. (Ecnn
nocne aToro BBecTn npoben, To 6yaeT asTomatuyecu NpeanoxeHa Tekylas aara, Hanpuvep «22 asrycra
1998».) UTOObI OTKa3aTbCs OT NPEANOKEHHOrO BapuaHTa, NPpOCTO NpoaorkanTe BBOA CYMMBOSIOB.

ABTOMaTU4ECKMN MOTYT ObITb 3aBepLueHbl crneaywine arnemMeHTbl:

* Tekyllas gaTa,
® [eHb Heagenu,

e MecsL,

* CBOE UMH,

® 3MIeMeHTbl aBTOTEKCTA.

[na BKNOYEHMA UK OTKINOYEHMS aBTO3anonHeHNs BblbepuTe kKomaHaoy ABTOTEKCT B MeHio BecTaBka, a 3atem

yCTaHOBUTE UMK CHUMKTE doraxkok ABTO3anonHeHue AN aBTOTeKcTa U Aar.
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ABTOMaTHn4eckoe (*)OpMaTVIPOBaHVIe AOKYyMeHTa npu BBoge

L] [emoHcTpauus

1 BbiGepute komaHay ABTo3ameHa B MeHio CepBuUc, a 3aTeM — Bklaaky ABTod)opmat npu BBoAe.

2 3apaiiTe HyXHble NnapaMeTpbl.
[ns nony4eHus ceeaeHuii o NoGom napaMeTpe HaXKMUTE KHOMKY C BOMPOCUTENbHbIM 3HAaKOM E a 3aTeM
LLeNKHUTE 3TOT NapameTp.

MpumeyaHune. [1ns NONHOrO OTKMHOYEHMS aBTOMATMYECKOro (hopMaTMpoBaHns CHUMKUTE Bce donaxku. Ons
nony4vyeHua CBeOEeHUN O TOM, YTO AenaTb, ECNU pedakTop NPogoSKaeT NPoM3BoANTL aBTOMaTUYECKue
N3MEHEHUA, HAXXMNUTE KHOMKY .EL
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ABTOMaTHn4eckoe (bOpMaTVIPOBaHVIe BCero AOKymMeHTa

L] [emoHcTpauus

1 Bbibepute komaHay ABTochopmat B MeHio Popmar.
2 YtoGbl OThopMaTUPOBaThL AOKYMEHT B aBTOMaTUUYECKOM pexumMe, BbibepnTe Cpasy BeCb AOKYMEHT.

[lns npocMoTpa 1 NPUHATUS UM OTMEHbI KaXa0ro n3meHeHus1 BbiGepuTe C NPOCMOTPOM KaXKaoro
M3MEeHeHUs.

3 Ykaxute TMn gOoKymMeHTa Ans NpoBefAeHus Hanbonee NoaxoasLero oopmMaTMpoBaHus.
MpumeyaHus

e Pexnm C MPOCMOTPOM KaxKaoro nameHeHus no3BosideT NpoCMOTPETb BCE UBMEHEHUA U MPUHATb UX UINKN
OTMEHUTb. ,D,J'IH nony4vyeHna OONONMHUTENbHbIX CBEAEHUIN HAXMUTE KHOMKY EL

. Mocne Toro kak JOKYMeHT Obln aBTOMaTuyeckn oTpopmMaTmpoBaH, MOXHO 1cnone3oBatb 6ubnuorteky
cTunen ans Beibopa npodeccuoHanbHOro CTung AokyMmeHTa. B 3aBucumocTtu ot 1oro, kakov napameTp 6bin BeiGpaH
Ha ware 2, nnbo HaxmuTe kHornky Bubnuoteka ctunen B Ananorosom okHe ABTodpopmart, 6o BeibepnTe KOMaHay
BubnuoTteka cTunen B MeHio dopmar.
e Yrobbl HACTPOUTL NapaMeTpbl aBTOMaTUYECKNX U3MEHEHWI, BbIDepnTe komaHay ABTodopmMaTt B MeEHI0
®dopmart, HaxmuTe kHonky MapameTpsbl, a 3aTeM 3afanTe HyxXHble napameTpbl Ha Bknagke AsTodopmar.
[nsa nonyyeHusi ceegeHnin o Nobom napameTpe HaXkKMUTE KHOMKY C BOMPOCUTENbHBIM 3HaKOM E a 3atem
LLeNKHUTe 3TOT Nnapamerp.
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ABTomaTuyeckoe cbopmatTuposaHme gokymeHtoB WordMail

1 BbiGepute komaHay ABTocpopmaT B MeHio dopmar.
2 Haxwmute kHonky MapameTpbil.

3 B rpynne Bceraa popMaTupoBaTh aBTOMaTU4YeCKU yCTaHoBUTe chnaxkok HechopmaTupoBaHHbIe
AokymeHTbl WordMail.
Ecnu aT10T chnaxxok ycTaHoBMEH, TO HebopMaTUPOBaHHbIE COOBLLEHMS ANEKTPOHHON NOYTLI aBTOMATUYECKU
opMaTMpYOTCH NPY UX OTKPBITUM C MOMOLLIbHO.
MpumevaHue. Appeca VIHTepHeTa, cogepalimecs B COOOLLEHUSIX SNEKTPOHHOM NOYThI, aBTOMATUYECKN
hopMaTMpyOTCS Kak IMNEPCCHIIKU.
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MpocmoTp M NnoaTBepXaeHne U3MeHeHun Npu paboTe ¢ aBTohopmaTom

1 B ananoroesom okHe ABTohopmaT BbiGepute C NPOCMOTPOM KaXaoro U3MeHeHus.

2 [1na NnpoKpyTKW OOKYMEHTA B XOA4€ NPOCMOTPA M3MEHEHUI UCMOMNb3YINTE BEPTMKANbHYIO NOMOCY NPOKPYTKM.
[nsa npocmoTpa u3amMeHeHun B onpegeneHHom absaue LWenkHuTe ero.
YT006bI NpOCMaTpMBaTh Y NPOU3BOAUTE U3MEHEHUSI MO OAHOMY, UCMOMb3YATE KHOMKM HanTn —= 1 Haitn

&

3 YT06bl N3MEHUTL CTUMb BbIAENEHHOIO TEKCTa, BbibepuTe HYXHbI CTUMb M3 cnincka CTUNbL Ha NaHenu
dopmaTupoBaHus.

{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS

niSniSniSniSniSniSniSniSniSniS":"wocmdReviewAutoFormatChangesdialogboxA™":1:"Foo":"Invisible"}



PaspelueHne BonpocoB: aBToMaTMyeckoe popmaTupoBaHue

| ABTOMaTtnyeckoe dhopmaTMpoBaHne OTKAKYEHO, HO NpodomkaeT paboTarb
= TeKCT He CTAHOBUTCA KYPCUBHbIM, NOAYEPKHYTHIM UM NOMYXMPHBLIM, XOTSi COOTBETCTBYHOLIME NapaMeTpbl
YyCTaHoBNEHbI
(=] ABTOMaTUYECKasA BCTAaBKA KOPOTKMX U ANMHHBIX TUPE
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ABTOMaTM4ecKoe hopMaTUpOBaHUE OTKITIOUYEHO, HO NpoAdorkaeT paboraTb

MNocne Bbl60pa KomaHabl ABTO3aMeHa B MEHIO CepBMC y6e,CI,VITer, 4TO Bbl6paHa HY>XHaa BKnagka.

e [Ina 3agaHuna napameTpoB U3MEHEHWI, aBTOMATUYECKU NMPOM3BOAUMBIX NPW BBOAE, UCNONb3YyWTe BKNagKy
Astodhopmat npu BBOAe. [1na nonyyeHnsa cBeaeHun o nobom napameTpe HaXxXMuTe KHOMKY C

BOMPOCUTENbHLIM 3HAKOM , a 3aTeM LUEeNKHWUTE 3TOT napamerTp.
[na 3apaHna napameTpoB M3MEHEHWI, aBTOMATUYECKM NPOM3BOAUMBIX NpW 06paboTke BCEro AOKyMeHTa

nnn BblAeNeHHOoro Tekcra, VICI'IOJ'Ib3yl71Te BKHaﬂI&ABTOCbOpMaT. Ons nony4yeHusa cBefeHui o nobom napameTpe

HaXXMUTe KHOMKY C BONPOCUTENbHbIM 3HAakoM

21 a 3aTeM LenkHUTE 3TOT Napamerp.

Ecnn dnaxok BykBbl Ha cumBonbI Ha Bkrnagke ABrocdopmaTt npu BBoge (komaHaa ABTo3amMeHa, MeHIo
CepBuC) He ycTaHOBINEH, @ aBTOMaTM4eckasi BCTaBka CMMBOMOB NMPOAOIMKAETCS, NpoBepkTe CNUCOK
anemeHToB aBTO3aMeHbl. B MmeHio CepBuc BbibeprTe komaHay ABTO3aMeHa, 3aTem Bkragky ABTo3ameHa v
ybeautech, NPUCYTCTBYET N B CNMcke 3aMeHUTb CYMBOI, KOTOPbIV NPOAOIMKaeT aBTOMaTUYeCKM
3amMeHATbCs. YUTOObI OTKNIOYMTL aBTO3aMeHy, CHUMUTE hnaxok 3aMmeHaTb Npu BBoAe. YTo0bI yaanuTb
3aMeHseMbIV ANeMEHT 13 CNCKa aBTO3aMeHbI, BbIAENUTE €r0 U HaXXMWUTE KHOMNKY YAanuTb.

MpoBepkTe, BKMIOYEHO NN aBTOMaTnyYeckoe 06HOBNEHNE NMPUMEHEHHOIO CTUMSA. YTOBbI OTKNIOYNTL AaHHY0
dyHKuMIO, BbIbepuTe komaHgy CTunb B MeHio Popmar, BbibepuTte CTUNb U3 cnucka CTUNM 1 Haxmute
kHornKy MU3ameHnTb. CHUMUTE hnaxxok OGHOBNATL aBTOMaTUYECKU.

Ecnu cpnaxkok 3aronoBkam Ha Bknagke Astocopmat npu BBoge (komaHaa ABTo3ameHa, MeHio CepBuc)
CHAT, @ CTUITM 3arofioBka NpogorHkatT aBToMaTu4eckn 4o06aBnsaATLCA K JOKYMEHTY, CHUMUTE (ONaXokK
OnpegenaTb CTUNK, PACMONOXEHHbIN Ha 3TOW e BKMNaake.
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TeKCT He CTaHOBUTCS KYPCUBHbLIM, MOAYEPKHYTbIM UIU NOMYXUPHbIM, XOTA
COOTBeTCTBYHOLWME NapamMeTpbl yCTaHOBMEHbI

e Ybegutech, 4To dnaxok *MonyXMpHbLIN* U _KypCcuB_ yCTAHOBIEH KaK Ha Bknagke ABTodopmat npu
BBOAe, TaK U Ha Bknagke ABTocopmar (komaHaa ABTo3ameHa, meHio CepBuc). Ybegutech, YTO mexay
3B€37,04K0M (*) Mnu nogyepknBaHueM (_) n TEKCTOM HeT npobenoB. Mexay cumBonamu * U _ AoImKeH ObITb
npoben. Hanpumep, «kak *npekpaceH* Mmup» 6yaet npeobpa3oBaHo B «kak MPeKpaceH M1p», OOHAKo TEKCT
«Kak * npekpaceH* MMp» UNN «Kak*npekpaceH* mup» He ByaeT oThopMaTMpoBaH.

e Ybegutech, 4TO ycTaHoBMneH naxok MoBTopATb hopmaTMpoBaHMe Hayana anemMeHTa cnucka Ha BKragke
Astodhopmat npu BBOoAe (komaHaa ABTosameHa, meHto CepBuc).
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ABTOMaTHUecKan BCTaBKa KOPOTKUX N AJNTUHHbLIX TUpPe

Y6enutecs, 4To dnaxok BykBbl Ha CMUMBONbI YCTAHOBMEH Kak Ha Bkagke ABTodgopMaTt npu BBoAe, Tak U Ha
Bknagke Astodopmat (komaHaa ABTo3ameHa B MeHio CepBuc).

e Ecnu nocne Tekcta BBeaeH npoben, oguH unu aesa geduca, 3atem He 6onee ogHoro npoberna n CHoBa TEKCT,
TO NPOM3BOAMTCA aBTOMaTUYecKasi BCTaBka KopoTkoro Tupe (—). Hanpumep, Tekct «Cm. ctpaHmubl 3 - 10»
3ameHsieTcsl TekcToM «CM. cTpanHuLbl 3—10».

e Ecnu BHyTpu TekcTa NomeLLeHbl ABa 3Haka Aeduca, OHU aBTOMATUYECKN 3aMEHSIIOTCA ANMHHBIM Tupe. o n
nocne neducoB He JOMKHO ObITb Npobenos. Hanprumep, TekcT «aLH NawyT -- pykammn He MaLlyT»
npeobpa3syercs B TeKCT «[lallHi0 nawyT — pykamu He MaLlyT».
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[do6GaBneHne UnNu naMmeHeHue aBTopUrypbi

Word noctaBnsertcs BMecTe ¢ Habopom roToBbIX Uryp, NpeaHasHayeHHbIX AN UCNOMNb30BaHUS B JOKYMEHTaXx.
[na duryp gonyckarotcs cnegyloLme AeUCTBUS: U3MEHEHUE pa3MepoB U LBeTa hurypbl, BpalleHue,
oTpaxeHue, a Takke KOMBMHUPOBaHWE C APYrMMU ourypammn — Hanpumep, Kpyramu n ksagpatamu — ans
cocTaBrneHus 6onee CnoxHelx curyp. Micnonb3ynte mapkepbl M3ameHeHVs opMbl Anst U3MeHeHUst Hambonee
BbICTYNaloLWMX AeTanen purypsl — Hanpumep, 4715 n3MeHeHns pasMmepa ykasartens Ha cTperke. MeHto
ABTOodUrypbl Ha NaHenu MHCTPymMeHTOB PucoBaHmne coaepXuT HECKOMNbKO KaTeropui uryp: MMHUM, OCHOBHbIE
urypbl, purypHblie cTpenku, 6nok-cxembl, 38e3abl, EHTbI U BbIHOCKW.

CyLecTByeT BO3MOXHOCTb JobaBneHus Tekcta k aBTodurypam. [ina aToro wenkHmTe durypy npaBomn KHOMKON
MbILwK, BbIbepuTe komaHay [lo6aBUTb TEKCT B KOHTEKCTHOM MEHI0, @ 3aTeM BBEAMTE HEOOXOAMMBIN TEKCT. JTOT
TEKCT CTaHOBUTCS YacTbio Urypbl — Npy nepemeLleHun curypbl OH nepemeLtaeTcst BMecTe ¢ Her. OgHako npu
BPALLEHNN UNK OTPaxXeHun urypbl TEKCT He BPaLL@eTCs 1 He oTpaXKaeTcs BMecTe C Hel. [1na noBopoTa TekcTa
Ha 90 rpagycoB BnpaBo unu Brneso BbibepuTe komaHay HanpaBneHue TekcTa B MeHio dopmar.

CM. Takxke

e JoGaeneHne aBTodUrypbl, Kpyra Unu keagpara

=l 3ameHa aBTOUrypbl
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Ho6aBneHne aBTOhUrypbI, KPyra unu KBagpara

1 HaxwmuTe kHonky ABTOMrypbl Ha NaHenu MHCTpyMeHToB PUcoBaHue, yKaxuTe KaTeropuio, a 3atem
BblIbepute Heobxoaumyto curypy.

2 [Ins BcTaBku pUrypbl CTaHAAPTHOTO pa3Mepa LLENKHUTE JOKYMEHT.

NS nameHeHUs pasmepoB PUrypbl UCMOSb3YiiTe nepeTackmeaHve. [ns coxpaHeHust npornopuuin urypbl Bo
BpeMsi epeTackuBaHus yaepkvBaiTe HaxaTon knasuwy SHIFT.

CoBeTbl

¢ YT00bI HapMCOBaTb KpYyr UNu KBagpat, HaXMuTe KHomnky OBan EI unu MpsiMOyronbHUK

EI Ha naHenu uHcTpymeHToB PucoBaHue, a 3aTeM LUENKHNTE JOKYMEHT.
. [ns nsmeHeHnst rpaHunL, BpalleHusi, 4o6aBneHus UBeTa, TEHU Ui 06beMHbIX 3dhpeKkToB Kk aBTOUrype
BblAenuTe oObEKT, a 3aTeM UCMOSb3yATE KHOMKN Ha NaHemnu MHCTpyMeHToB PucoBaHume.
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3ameHa aBTOOUryphbI

1 Bbigenute aBTOUrypy, KOTOPYIO HEOGXOAUMO 3aMEHUTD.

2 HaxmuTe kHoMKy [lecTBUSA Ha NaHenm MHCTpymeHToB PucoBaHue, BoiGepute komaHay MU3meHUTb
aBTOUIypYy, YKaXXMTE KaTeropuio, a 3aTem LLenkHUTe Heobxoammyto dourypy.
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ABTOMaTM4ecKoe cocTaBrieHue pedepara 4OKYMEHTa

[ns aBTOMaTU4eCKOro coctaBneHusi pedepata JOKYMEHTA, TO ECTb BbIAENEHUS €ro KIHYEBbIX NMOMOXEHWUH,
cnyxut yHkums ABTopedpepart. ITa pyHKUMA paboTaeT TONbKO AMS aHINUNCKOro A3bIKa.

e Ecnu pecbepat npegHasHayeH Ans pacnpocTpaHeHUsl, CKOMUMPYITE KMoYeBble NONOXEHNS JOKYMEHTa C
nomoLLbio hyHKUMM ABTOpedpepaT 1 MOMECTUTE UX B OTAENbHbIA JOKYMEHT.

e Y106bI NPOCMOTPETL pedbepaT AOKYMEHTa Ha 3KpaHe, AOCTAaTOYHO OTKPbITb AOKYMEHT B pexume
aBTOpedeparta. B 3TOM pexume MOXHO MPOCMOTPETL TOMBbKO KIOYEBbIE NMONOXEHUS JOKYMEHTa Unn
NpoCcMaTpuBaTh 3TU XXe NOMNOXeHWs, BblAeNEHHbIE KOHTPACTHBIM LIBETOM, HEMOCPEACTBEHHO B TEKCTE
AoKymeHTa. Bo Bpems npocmoTpa AoKyMeHTa B fio00i MOMEHT MOXHO M3MEHWUTL CTerneHb AeTtanv3auum
pedepara.

Kak kntoueBble nonoxeHns AOKyMeHTa BbisBRstoTca dyHkunen Astopedrepat? lMpu 3anycke dyHKLun

ABTOpedbepaT Npon3BoanTCH aHanM3 JOKYMEHTa, 1 Ka4oMy NPeanioXeHnio NpucsanBaeTcs onpeaernieHHoe

KonunyecTBo 04KOB. (MpeanoxeHns, B KOTOPbIX UMEIOTCS CIOBa, YacTo BCTPeYaloLUmMecs B JOKYMEHTe, nonyyaroTt

6onbLue o4koB.) [Nocne aToro YacTb NpeanoXeHWn AoOKyMeHTa, HabpaBLUMX HanbornbLUee KONMYECTBO OYKOB,

BblAENsSEeTCs KaK KrtoyeBble NonoxeHns gokymeHTta. CteneHb getanvsauum pedeparta onpegenseTcs Jonen

TaknMxX NpeanoxeHun ot obLuero Yucna npeanoxeHun JoKyMeHTa. OTOT napameTp 3a4aeTcs BPYYHYIO.

Heobxoammo yuuntbiBaTh, Y4TO Hauny4lwme pesynesratbl yHKUuns ABTopecdbepaT gaet npu o6paboTke xopoLlo
CTPYKTYPUPOBaHHLIX AOKYMEHTOB: OTYETOB, CTaTeN, Hay4HbIX paboT 1 T. n.

CmM. Takxe

| ABTOMaTU4eckoe cosgaHve pedepata
.EI M3ameHeHWe cTeneHu getanvaaumm Npu npocMoTpe OOKYMEeHTa

BaxHo. CobniogeHune 3akoHOB 06 aBTOPCKOM Mpase Npu cocTaBrneHnn pedeparta Bo3naraeTcs Ha ero
cocTtaButensi. CoctaBuTenb AOMKEH TLWATENbHO NPOBEPUTL TOYHOCTL pedhepata, YTobbl HM B KOEM Criyyae He
HaHEeCTM MoparnbHOro UM UHOMO Bpeaa aBTOPY MCXOQHOIo AOKYMEHTa.
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ABTOMaTMUecKoe co3faHue pedeparta

1 BbiGepute komaHay ABTopedepat B MeHio CepBuc.

Al JeMoHcTpauus

YUrtobbl NpepBaTth cocTaBneHne pedepara, HaxMuTe knasuLly ESC.

2 B rpynne Bug pedrepara Buibepute Bua pedpepara: MomecTutb pechepaT B Ha4ano AoKyMeHTa unm
Co3paTb HOBbIV [OKYMEHT U MOMECTUTb B Hero pedpepar.

3 Beeoute HY>XHYIO CTeneHb aetanun3aunm B none MpoueHT oT opuruHana mnm Bbl66pI/1Te ee N3 Cnucka.

CoBeT. [locne cosgaHua pedepata NnonesHo NPOCMOTPETL ero, YToObl yOeanThCsl, YTO B HErO BOLLNN BCE
Krto4YeBble NONOXEHUsI AOKyMeHTa. Ecrnn kauecTBo pedbeparta HeyaoBNETBOPUTENBHOE, HAKMUTE KHOMKY

Otmennts <2 1 ypanute pedepar. Nocne aToro npoueaypy CocTaBneHns pedepara MOXHO NOBTOPUT,
yBenuumB pa3mep pedepara. Pedepat MOXHO U3MeHWUTb 1 Bpy4Hyto. CnegyeT yunTblBaTh, YTO TEKCT pedbepata
ABNseTcs «rpybbiM HABPOCKOM» 1, BO3MOXHO, €ro NPUAETCS AONOMHUTENbHO NPaBMTb U JOMNONHATb.

MpumeyaHue. [lo ymonyaHuio Npu aBTOMaTUYECKOM COCTaBneHun pedepata B JOKYMEHTE NPON3BOAUTCS
MOUCK KINOYEBLIX CIOB U NPEANoXEeHUN, CoaepXallmx YacTo BCTpevatowmecs cnosa u teMbl. MNocne aToro
KINIoYeBbIE CNOBa U NpeanoxeHus konupyoTtcsa B nonst Knoyesble cnoBa 1 3aMeTKu (COOTBETCTBEHHO) Ha
Bknagke [lokymeHT (komaHaa CBoncTBa, MeHio Pann). 3To AaeT BO3MOXHOCTb Nerko 0GHapyXuTb JOKYMEHT
Mo CBOMCTBEHHbLIM EMY KITHOYEBbLIM CIIOBaM U 3aMeTKaM. YToObl COXpaHUTb Y)Xe UMEILLIMECS KIoYEBbIE CroBa U
3amMeTku, cCHUMnTe prnaxok OGHOBUTL CBeAEHUsA O AOKYMEHTe B JUanoroBoM okHe ABTopedepar.
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MU3meHeHUe cTeneHu getanusauum npn NpocMoTpe AOKYMeHTa

1 BbiGepute komaHay ABTopedepat B MeHio CepBuc.

Al JeMoHcTpauus

YUrtobbl NpepBaTth cocTaBneHne pedepara, HaxMuTe knasuLly ESC.

2 B rpynne Bug pedepara Buibepute Bua pedpepara: Boigenutb pecepaT B OKHe MCXOQHOrO AOKYMeHTa
unn CKpbITb Bce, Kpome pedeparta, B OKHE UCXOAQHOIO JOKYyMEHTa.

3 Beeoute HY>XHYIO CTeneHb aetanun3aunm B none MpoueHT oT opuruHana mnm Bbl66pI/1Te ee N3 Cnucka.

B

HaxmuTe kHonky OK.
5 [na ynyyweHus Buga 4OKyMeHTa UCTOSb3yiiTe KHOMKM Ha NaHenu MHCTpyMeHToB ABTopediepar.

YToObl NU3MEHUTL CTEMNEHb getannsauunun, nepetawmte Nosi3yHOK UInn HaXXMmMTe COOTBETCTBYIOLLLYHO KHOMKY CO
25% 4

cTpenkoii B none MpoueHT oT opurnHana 4

YTt0o06bI nepenTn OT NPOCMOTPA TOSNBKO KMOYEBLIX MONTOXKXEHUN K NPOCMOTPY ITUX XKe NONOXEHWNN, BblAENEHHbIX
KOHTPACTHbIM LLBETOM, HENOCPEACTBEHHO B TEKCTE JOKYMEHTA, HAXMUTE KHOMKY BbIAEHMTb/OT06p33MTb

Tonbko pecpepar
6 TMMocne 3aBeplueHns paBoTbl HAXKMUTE KHOMKY 3aKpbITb Ha NaHenu MHCTpyMeHToB ABTopedepar.

MpumevaHme. [1o ymonyaHuio nNpyu aBTOMaTM4eCKOM COCTaBneHun pedepata B JOKYMEHTE NPON3BOANTCS
MOWUCK KIMKOYEBbIX CMOB U NPEANOXEHUI, CoaepXaLlnx YacTo BCTpevatoLmecs cnosa 1 Temsl. [ocne atoro
KIoveBble CNOBa U NpeanoxeHus konupytotcsa B nonsd KnroyeBble cnosa 1 3amMeTKu (COOTBETCTBEHHO) Ha
Bknagke [JokymeHT (komaHga CBoncTBa, MeHio ®Pann). 310 JaeT BO3MOXHOCTb N1erko 06HapyXuTb JOKYMEHT
MO CBOMCTBEHHBLIM €My KIo4YeBbIM CroBaM U 3aMeTkaM. YTobbl COXpaHUTb yXXe MMEIOLLMECS KITHoYEBbIe CNoBa U
3aMeTKu1, cHuMuTe chnaxok OBHOBUTL CBeAEHUS O AOKYMEHTE B AnanoroBoM okHe ABTtopedpepar.

CoBet. [1ns usmeHeHusi CTeneHn getanusauuy npu npocMoTpe AOKYMEHTa MOXHO UCMOoNb30BaTb YyCTPONCTBO
Microsoft IntelliMouse. OTHocuTENBHLIV pasmep pedepaTa U3MEHAETCS LWwaramm no 5 NpoueHToB. YToObI
yBENUYUTL UMW YMEHbLUMTL pa3Mep pedeparta, noBopaymBaiTe KONeco Brepes Unn Hasag, yaepxusas HaxaTon

ﬂaswmy SHIFT. Ans nonyyYyeHns AONOMHUTENbHbIX CBEAEHWUIN O MPUMEHEHNIN 3TOr0 YCTPOWCTBA HAXXMUTE KHOMKY
b
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PaspelueHne BonpocoB: aBTopedepar

=] B pedhepar He Bowina YacTb TEKCTA UMW BECb TEKCT

= TekcT, BBEOEHHbIN B pexxume pedpepara, pacnonoxeH B JOKYMEHTE HENPaBUbHO
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B pedepaT He BoLuna YacTb TEKCTa UM BeCb TEKCT

®dyHkuma ABTopedepaT He 06pabaTbiBaeT TEKCT, NOMEYEHHbIV MHObIM OPYrMM A3bIKOM, KPOME aHITIUIACKOro,
UK He noanexalyuii NpoBepKe.

UT06bI cocTaBuTb pedepar 4N Takoro Tekcta, HeobxoaMMo onpeaenvTb U U3MEHUTb A3bIK JOKYMeEHTa. B meHto
MpaBka BbibepuTe KOMaHAy 3aMeHuUTb, yaanuTe Bce Coaepxmmoe 13 nons Yro u Haxxmute kHonky Bonble.
HaxmuTe kHonky Popmart, Bbibepute kKomaHay A3bIk, BoibepuTe TekyLwmin a3bik n3 cnucka NMomeTntb
BblAENEHHbIN TEKCT Kak, a 3aTeM HaxmuTe kHornky OK. B none 3ameHUTb Ha NoBTOpUTE TY e npoueaypy, HO
BbIbEpPUTE OQUH U3 OMANEKTOB aHITIMACKOIO A3blKa, HanpuMep, AHrnuinckun (CLA). Haxmute kHonky HanTtu
panee, a 3aTeM — KHOMKY 3aMEeHUTb.

{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"wotbcWhyCantAutoSummarizeFindAnyTextToSummarizeA":1:"Foo":"Invisibl
ell}



TeKkcT, BBeAeHHbIN B pexunme aBTopeq)epaTa, pacnonoxeH B AOKyMeHTe HenpaBUIiibHO

Bo3moxHo, B pexume aBTopedepara 6bin CKpbIT BECb TEKCT, He BoweALwmni B pedepart. ([ns atoro cnegyet
BblbpaTh BUA pedpeparta CkpbITb BCe, Kpome pecepaTa, B OKHE UCXOQHOIO ,qoximeH'ra B INarioroBOM OKHe

ABTopeddepat nnm HaxaTb KHOMKy BbiaenuTb/oTo6pa3uTb Tonbko pedepar Ha naHenu UHCTPYMEHTOB
ABTopedepart.) B 3ToM crniyyae TeKCT, He BKMOYEHHBIN B pedepaT, aBToMaTnyeckn oopmaTtmpyeTcs Kak
CKpbIThIN. Ecnin B ab3al, cogepaLlnii CKpbIThIN TEKCT, BBOAUTCSA AONOMHUTENbHBIN TEKCT, NPeAckasaTtb, rae OH
OyaeT pacnonaraTbCs NOcne Toro, Kak Oy4eT BKITHOYEH PEXUM OTOOpaXKeHUst CKPbITOrO TEKCTa, HenpocTo. B
3aBMCMMOCTM OT MO3ULIMM Kypcopa, HOBbIN TEKCT MOXET ObiTb pa3meLLeH Kak 40, Tak U NOCne CKPbITOro TekcTa.

Mepen Tem kak I'IpI/ICTiI/ITb K BBOAY TEKCTa B pexunmMe aBTopedepara, Haxxmute KHonky Beigenute/oTo6pasuntsb
TonbKo pedepart z Ha naHenu uHcTpymeHToB ABTOpedepar. [pn aToM He BXoAaLWwm B pedyepaT TEKCT He
CKpbIBAETCS, a 3aTEHSIETCS, YTO AaeT BO3MOXXHOCTb JTIErKO ONpeaenuTb MeCTOpacnosioXXeHe HOBOro TEKCTA.
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BctaBka yacTto ncnoJsib3dyemMbiX TeKCTa U pPUCYHKOB

Mcnonb3yiiTe aBTOTEKCT 1 aBTO3aMEHY AN XPaHEHWNSI TEKCTa U PUCYHKOB, KOTOpbIE MOrYT NOHaAobuTbLCs B
AanbHenLweM: HaMMEHOBaHU 3nenui, cneumanbHbiX CMMBOMNOB, 3MBriem opraHusaumi, OMmkHbIM obpasom
oThopmMaTMpOBaHHbIX Tabnuu 1 T. N. [1na BCTaBKW anemMeHTa aBToTeKCTa 40CTaTOMHO BblibpaTh ero n3 cnucka.
BcTtaBka anemMeHTOB, BKITFOYEHHbIX B CMMCOK aBTO3aMEHbI, OCYLLECTBIISIETCA aBTOMaTUYECKN NMpu BBOAE TEKCTA.

OnemMeHThI CN1cKa aBTOTEKCTa Takke yOo6GHO 1Cnonb3oBaTh Ans GbICTPOro co3aaHus JOKYMeHToB. Hanpumep,
HanucaHme NMcbMa MOXHO CYLLIECTBEHHO YCKOPUTL 3a CHET MCMONb30BaHNS rOTOBbLIX )ParMeHTOB: NMPUBETCTBUS,
npoLlaHusa, obpaTtHoro aapeca U T. n.

Kpome Toro, cyuecCcTByeT BO3MOXHOCTb nNepeHeCeHnsa HeCKONMbKNX 0ObeKToB U3 pasHbIX YacTen O4HOro unu
HECKOJIbKMX OOKYMEHTOB U BCTaBKN UX efuHon rpyan0|7| B Apyroe mecto JOKyMeHTa C NOMOLLbIO KONWUIIKK.

CwmM. Takxe
e CosfgaHune snemeHTa Clucka aBToTekcTa
e BcTaBka snemeHTa cnucka aBToTekcTa
=] ABTOMaTUYecKas BCTaBKa TEKCTA UMW PUCYHKA
| Konunka
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Co3paHue anemMeHTa cnMcKa aBTOTeKCTa

Mpwn co3gaHumn anemMeHTa cnvcka aBTOTEKCTa aBTOMaTUYECKN YCTaHaBNMBAETCS CBSI3b MEXAY HUM U CTUIEM
ab3ala, ucronb3yembiM Anst 0POPMIEHNS COXPAHEHHOIO B HEM TeKCTa Unu pucyHka. Npu BCTaBke aneMeHTa
aBTOTEKCTa B JOKYMEHT Nonb30BaTernto npeanaraetcs Bolbop U3 cnncka 3neMeHToB, COOTBETCTBYIOLLUX CTUIHO,
ucrnosb3yeMoMy Ansi 0OOpPMITEHNS BBOAMMOTO TEKCTA.

Hanpmmep, MMEKTCA BCTPOEHHbIE 3J1IEMEHTbI CMUCKa aBTOTEKCTa (O6paLLleHVIF|, NPpOWaHNA N T. I'I.), KOTOpble
MO>XXHO ncnonb3oBaTtb Npu HaNnMcaHn nNnMcem.

1 Bbligenute TekcT nnm PUCYHOK, KOTOpPbIN cnenyet coxXxpaHuTb B BUAE AreMeHTa CnncKka aBTOTeKCTa.

YUT06LI COXpaHMTb anemMeHT BMecTe ¢ hopmaTupoBaHvem ab3aua, BknoymTe cumeon absaua (1T) B
BblAeneHHbIN hparmMeHT.

2 BbibepuTte komaHay ABTOTEKCT B MeHIo BcTaBka, a 3atem — komaHay CosgaTtb.

L] [JemoHcTpauus

3 rlpVIMI/ITe NMA 3rieMeHTa Crnncka aBTOTeKCTa, npearioxXeHHoe no ymondyaHuto, unu seeanTe gpyroe nM4.

MpumeyaHue. o ymon4yaHuio anemMeHTbl CNncka aBTOTEKCTa COXPaHATCA B WabnoH O6bIYHbIN U AOCTYNHbI
Ona BCcex JOKYMEHTOB. YUTtoObl 3MEMEHT cnncka aBToTekcTa bbin OOCTYyNeH TONbKOo onpegeneHHbIM OOKYMeHTaM,
YKaxute WwabnoH, B KOTOPbIN ero crnenyet CoOXpaHUThb. BblgenuTe TekcT nnu PUCYHOK, KOTOpPbIN cnenyetr
COXpaHUTb B BUAE 3rnemMeHTa CruCKa aBTOTEKCTA. Bbl69pMTe KOMaHOy ABTOTEKCT B MeH0 BecTaBka, a 3atem —
KOMaHOy ABTOTEKCT. Bbl6epVITe NMA HY>KHOIo wabnoHa n3 cnucka Manka. B none UmMa anemeHTa BBEAUTE UMS
afieMeHTa aBToTekcTa. Haxmurte KHOMKY Oo6aBuTb.

CoBeT. Ecnn nnaHupyeTcsa co3gaHue, BCTaBka Unv UsMeHeHue ©60nbLUIOro Yncna afeMeHToB crnmncka
aBTOTEKCTa, uenecoo6pa3Ho Mcnonb3oBaTb NaHesrb NHCTPYMEHTOB ABTOTEKCT. [1Nns1 BbIBOAA 3TON NaHenu
ynpasneHus Bbl6epVITe KOMaH4y MaHenu WUHCTPYMEHTOB B MEHIO Bwup, a 3atem — KOMaH4y ABTOTEKCT.
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BcTaBKa anemeHTa cnucka aBTOTEKCTa

1 YcraHoBuTe Kypcop Tyaa, KyAa crieflyeT BCTaBUTb 3M1EMEHT CMCKa aBTOTeKCTa.
2 Boibepute komaHay ABTOTEKCT B MeHio BecTaBka.

YTto06bI yBUOETb NOSHbIA CAMCOK 3N1EeMEHTOB aBTOTEKCTa, NpU Bbl60pe KomMaHObl ABTOTEKCT yuep»(MBaVlTe
HaxxaToun Knasuwy SHIFT.

3 Ecnu nogmeHio cogepxuT cnucok ctunen absaues (O6bIuHbIM, MpuBeTcTBUE U T. 1.), BbIGEPUTE CTUMb,
CBS3aHHbIN C HYXHbIM 3M1EMEHTOM aBTOTEKCTA.

4 Bbl6epVITe NMA HYXXHOIO 3rieMeHTa CncKa aBTOTEKCTa.

CoBeT. [lna BCTaBKM 9MeMeHTa Cr1cKa aBTOTEKCTa Takke MOXHO VCMONb30BaTh CreayoLLyo
nocnefoBaTenbHOCTb AEWCTBUIA. Mpexae BCEro, BKMIOYUTE aBTO3arofHeHWE: BbiGepUTe KoMaHay ABTOTEKCT B
meHio BeTaBKa, a 3ateM — komaHay ABTOTEKCT, MOCre Yero ycraHoBuTe donaxok ABTo3anosiHeHue ans
aBTOTEKCTa U AaT 1 HaxmuTe kHonky OK. [lanee BeeauTe B [JOKYMEHT HECKOJSIBKO NEepBbIX CUMBOSIOB MEHW
areMeHTa aBToTeKcTa. YToObl NPUHATL NPeanoXeHHbIN 3feMeHT CNMcKa aBTOTEKCTa, HaxkMUTe KnaBuwy ENTER
1nu F3. B npoTvBHOM criyyae NpodorxuTe BBOA,.
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ABTOMaTMUeCcKasi BCTaBKa TEKCTa Unum PUCYHKa

1 BblgenuTe TEKCT UMK PUCYHOK, KOTOPBIN CrieQyeT COXpaHWUTb B BuAe 3fieMeHTa Crncka aBTo3ameHb!.
[nsa coxpaHeHus copmatmpoBaHus absala BMecTe C aeMEHTOM BKIOYMTE B BblAEMNEHHbIV hparmeHT
cvmBon absaua (ﬂ).
2 BeuibepuTe komaHay ABTO3aMeHa B MeHo CepBuc.
5l [JemoHcTpauus
3 YBeautech, 4TO ycTaHOBMEH PriaXoK 3aMeHATbL Npy BBOAE.
4 B none 3ameHATb BBeAWTE UMs 3fIeMeHTa Crncka aBTo3ameHbl (KOTopoe ByaeT 3aMeHATbLCA aBTOMaTUYECKM
npv BBOAE).
5 [na coxpaHeHusi TekcTa 6e3 ncxogHoro opmaTmpoBaHust BbibepuTte napameTp OBbIYHbIN TEKCT.
[ns coxpaHeHus TekcTa BMeCTe C MCXOAHbIM (hopMaTMpoBaHueM Beibepute napameTp PopmaTupoBaHHbIN
TEKCT.
6 Haxmute kHonky [lo6aBUTD.
MpumeyaHue. YT06bI BCTABMTb 3NEMEHT CMUCKa aBTO3aMeEHbl, BBEAUTE €ro NMs, a 3aTeM nMobor 3HaK
npenvHaHus unu npobden.
CoBeT. B craHOapTHbIV CNMMCOK aBTO3aMeHbl BKITIOYEHO OOMNbLUMHCTBO Hanbonee 4YacTo UCMONb3yeMbIX
cumBonoB. Hanpumep, BBeguTe (€) 4ns aBTOMaTU4ECKON BCTaBKU CUMBOA @ Onsa nonyyeHus
AOMNONMHUTENBHBLIX CBEAEHUA HAXMUTE KHOMKY
[®l, CywectByeT BOBMOXHOCTb JOMOMHUTL CIMCOK CYMBOIIOB-3NIEMEHTOB aBTO3aMeHbl. [lNs 3Toro BbIGepuUTe KoMaHIy
CumBon B MeHo BcTaBka, BblaenunTe HyXHblA CUMBOM, HAXXMUTE KHOMKY ABTO3aMeHa, a 3aTeM COXPaHWUTE 311EMEHT
cnucka aBTO3aMeHbl, kak 06bIYHO.
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Konunka

CyLuecTByeT BO3MOXHOCTb NEPEHECEHNS HECKOMNbKNX 0OGBbEKTOB 13 pasHblX YacTel O4HOMo UM HECKOMbKUX
OOKYMEHTOB U BCTABKM UX €AMHON IPynmnow B Apyroe MecTo AOKYMeHTa C NoOMOLLbLo konunku. Konunka
HakannueaeT 0ObeKTbI B BUAE SM1EMEHTOB aBTOTEKCTA, TaK YTO X MOXHO UCNONb30BaTh ANs1 BCTABKK
HeofHOKpaTHO. [na nameHeHus Habopa 0GBbEKTOB B KOMUITKE HEOOXOANMO €€ NpeaBapuUTENbHO OYUCTUTD.

1 Bblgenure TEKCT UMK PUCYHOK, KOTOPLIN CriedyeT NoMeCTUTb B KOMUIKY, a 3aTeM HaXXMUTe knasuwmn CTRL+F3.
[MoBTOpPMTE ATOT LUAr ANS KaXaoro obbekTa, KOTOPbLIN CreayeT NoOMeCTUTb B KOMUIKY.
2 YcraHoBUTE Kypcop TyAa, KyAa Creayert BCTaBUTb COAEPXKMMOE KOMUIKM.

3 [nsa BCTaBkM COQEPXKMMOIO KOMUIIKN C ee OQHOBPEMEHHOW OYUCTKON HaXXmMuTe Knasmwn CTRL+SHIFT+F3.

[nsa BcTaBku COoOEepPXMMOro Konunku 6e3 ee 0YUCTKM, BblsepMTe KOMaH4y ABTOTEKCT B MeHo BcTaBka, a
3aTeM — KoMaHay ABTOTEKCT, MOCIEe Yero n3 Crnmcka 3rieMeHTOB aBTOTEKCTA BblﬁeleTe Konunka, a 3atem
HaXXMUTe KHOMKY BcraBuTh.

CoBeT. [1ns npocMoTpa CoAepXMMOro KOnurkn Bbibepute komaHay ABTOTEKCT B MeHio BecTaBka, a 3atem —

KomaHay ABTOTEKCT, MOCIe Yero 13 cnucka anemMeHToB aBToTekcTa Boibepute Konunka. Cogepxumoe Konumku

nosisutcsa B none O6paseu.
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M3meHeHue anemMeHTa CNUCKa aBTOTEKCTa

1 BcTaBbTe SMEeMEHT Cncka aBTOTEKCTa B AOKYMEHT.
[=] WNHCTPYKUMM
2 BHecUTe HEOBXOOMMbBIE N3MEHEHVSI.

3 Bbligenute nameHeHHbIN afieMeHT CNcKa aBTOTEKCTa.

YT00bI COXpaHMTb 3aNeMeHT BMecTe ¢ hopmaTupoBaHvem abaala, BKoYMTe cMMBon ab3aua (ﬂ) B
BblAeneHHbIN hparmMeHT.

4 BbiGepute komaHgy ABTOTEKCT B MeHio BcTaBka, a 3aTem — komaHgy Co3pathb.

5 BeeawnTe McXxoOHOE UMS 3MIeMEHTa CrcKa aBTOTEKCTa.
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YnaneHue anemMeHTa CNUCKa aBTOTEKCTa

1 BbiGepute komaHay ABTOTeKCT B MeHio BcTaBka, a 3aTeM — komMaHay ABTOTEKCT.

Al JeMoHcTpauus

2 B none Umsa anemeHTa BBEOMTE MMS 3fIEMEHTA CNMCKa aBTOTEKCTA, KOTOPbIN cnenyet yoanmtb.

3 Haxmute kHoMKy YAanuThb.
Mpumevanmne. OTMeHWTb yaaneHvne anemeHTa Crnmcka aBToTekcTa HemMb3s.

CoBeT. YT06bI yoanuTb cpasy HECKOSbKO 3NIEMEHTOB CMUCKa aBTOTEKCTa, Bbibepute komaHay LLlabnoHb! u
HaacTpPoWku B MeHio CepBUC, HaxXMNTE KHoNKy OpraHusaTtop, a 3atem BbibepuTe BknaaKky ABTOTeKCT. B none
W3 (cneBa) BbigennTe anemMeHThbl CNncka aBTOTEKCTa, KOTopble cneayeT yaanuTb, Npu HaxaToun knasuvwe CTRL, a
3aTeM HaXXMUTE KHOMKY YaanuTb.
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MNepenMmeHoBaHMe cTUNENn, 3NEMEHTOB CNUCKa aBTOTEKCTa, MAaKPOCOB U NaHeneun
WHCTPYMEHTOB

1 BbiBepute komaHay LLa6noHbl n HagcTpoikn B MeHio CepBuc.
Al JemMoHcTpauus

2 HaxmuTe kHoMKy OpraHusaTop.

3 Bbibepute Bknaaky Ctunu, ABToTekcT, MaHenu unu Makpocbl.

4 B nesom cnucke BbiGepuTe anemMeHT, KOTOpPbI CrieayeT nepenmMeHoBaTh, a 3aTeM HaXMUTE KHOMKY
MepeunmeHoBaTh.

5 B guanorosoe okHo MNepenmMeHOBaHUe BBEAUTE HOBOE VIMsI ANeMeHTa.

6 Haxmute kHonky OK, a 3aTem — KHOMKY 3aKpbITh.
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BkniovyeHune n OoTKNO4YeHne aBTOMaTU4ECKNX NU3MEHEeHUN

Word nogaepxmuBaeT Tpu cpencrTea aBTOMaTMyYeCcKoro MI3MEHEHUs U BCTaBKM TEKCTa U PUCYHKOB No xony Ha6opa
TeKCTa.

e AsTOhopMaT Npu BBOAE aBTOMATUYECKM (hOpMaTUPYET 3arofioBK1, MapkMpoBaHHbIe U HYMEpPOBaHHbIE
CNWCKM, FpaHULLbl, CUMBOIbI U APYr1Me 3reMeHTbl oKyMeHTa no xoay Habopa Tekcta. [ns aBToMaTn4eckoro
hopmMaTMpOBaHWS BbIAENEHHOMO TEKCTA UMW BCEro AOKYMEHTa 32 OOQMH NPOXOA UCMOMNb3yiTe KOMaHAy
Astocphopmart (MeHio Popmar).

e ABTO3amMeHa aBTOMAaTMYECKM MCNPaBISET Hanbornee YacTo BCTPeYaLMeCs oneyartku, a Takke
opdporpadmyeckme n rpammaTtuydeckmne ownbkun. Kpome Toro, ee MoXXHO MCNosb3oBaTh AN aBTOMaTUYeCcKom
BCTaBKM TEKCTA, PUCYHKOB 1 CYMBOJTOB.

e ABTO3arnonHeHne aBTOMaTUYECKM JOMNOMHAET AAThl U 3NIEMEHTbI aBTOTEKCTA NOCe BBOAA HECKOIbKMX NEPBbIX
CUMBOJIOB.

[nsa nony4yeHus NonHOro cnMcka M3MeHeHun, BHOCUMbIX aBTOOPMaToM, aBTO3aMEHOW 1 aBTO3anofNHeHneM,

HaXXMUTE KHOMKY EL Bce Tpu pexuma HECMOXHO BKITHOYUTD UITN OTKITHOUUTD.

CmM. Takxe

| BknioyeHve 1 oTkNoYeHe aBTodopmarta npy BBoge

= BkntoyeHve 1 OTKNoYeHe aBTO3aMeHbI

= BkntoyeHve 1 OTKNOYEeHEe aBTO3anoNnHeHNs
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BkniovyeHue n OTKNOYeHUe aBTO3anofIHeHUs

1 BbiGepute komaHay ABTOTeKCT B MeHio BcTaBka, a 3aTeM — komMaHay ABTOTEKCT.

Al JeMoHcTpauus

2 YcTtaHoBWTE UMK CHUMUTE cdnaxok ABTo3anosfiHeHWe AnA aBTOTEKCTa M aar.
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Pa3pe|.ueHMe BOMNpPOCOB: MHOIFoKpaTHoOe ncnorfib3oBaHue TeKCTta U pPUCYHKOB

| PUCYHOK UNun TEKCT He BCTaBNSAETCS aBTOMATU4ECKU

= MpekpalleHne aBTOMaTUYECKON BCTABKM TEKCTA U PUCYHKOB

(=] CoxpaHeHue aneMeHTa cnucka aBTo3aMeHbl 6e3 dhopmaTvpoBaHus

(=] [Mocne BBOOA HECKONBKUX NEPBLIX CUMBOMIOB MMEHU 31EMEHTA aBTOTEKCTA OH He Obll JONONHEH

aBTOMAaTUYECKM

| OneMeHT cnucka aBTOTEKCTa OTCYTCTBYET B COUCKE

=] BcTaBka 3aknaakv B afieMEHT CNUCKa aBTOTEKCTA

(=] [Nepenaya aneMeHTOB aBTOTEKCTA APYIMM NONb30BATENSAM
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PlllcyHOK WUIN TeKCT He BCTaBliAeTCA aBTOMaTU4eCKu

e Y106bI BKMIOUUTL aBTO3aMeHY, Bbibepute koMaHay ABTo3amMeHa B MeHlo CepBuc, a 3aTeM yCTaHOBUTE
dpnaxok 3ameHATb Npu BBOAE.

e YGeauTtech, UTO MMS ANEeMeHTa Cnucka aBTo3ameHbl HaunHaeTcsi ¢ npobena n 3akaH4nBaeTcs npobenom nnm
3HAKOM NpenuHaHus.
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ﬂperau.l,eHMe aBTOMATU4YE€CKOW BCTaBKU TEKCTa U PUCYHKOB

e YT06bI OTKNIOYNTL aBTO3aMeEHY, BbibepuTe komaHoy ABTo3ameHa B MeHio CepBuC, a 3aTeM CHUMUTE chriaxkok
3amMeHATb Npu BBOAE.

e Ecnu aneMeHT cnuncka aBTo3aMeHbl 6orbLue He HyxXeH, yaanuTe ero. [Ans nony4eHunss 4ONOMHUTENbHbIX
CBEEHUN HaxmuTe kHonky 2],
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CoxpaHeHue 3fneMeHTa CNUCcKa aBTo3ameHbl 6e3 chopmaTMpoBaHus

Mpun HakonneHun anemMeHTOoB Crcka aBTO3aMeHbI, CoAepX)aLLmMX nons, cneumanbHble CUMBOSbI, CUMBOSbI
abs3aua (£|), MMMNOPTUPOBAHHbLIE PUCYHKU UMW ApYrMe HETEKCTOBbIE OOBHEKTLI, COXpaHAETCA NepBOHaYanbLHoe
dopmaTMpoBaHue anemeHTa. Ecnu xe BblaeneHHbIn hparMeHT COAepXUT TOMbKO TEKCT, hopmaTnpoBaHve He
coxpaHsieTcs. [na namMeHeHnsa 3aTux CTaHaapTHbIX HAacTpoek Bbibepute komaHay ABTo3ameHa B meHio CepBuc,
a 3aTeM npuv CO30aHWK drIeMeHTa Cn1cka aBTo3amMeHbl B ANanoroBoM okHe ABTo3amMeHa BbibepuTe napameTp
OObIYHbIN TEKCT U PopMaTUPOBAHHbINA TEKCT.

Onsa nony4yeHna OONONTHUTENbHbIX CBEEHMI O CO3[aHMMN AFIEMEHTOB CMMCKa aBTO3aMEHbl HXMUTE KHOMKY EL
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Mocne BBOAa HeCKONbKUX nepBbiX CUMBOJIOB MMEHM 3rfieMeHTa aBTOTeKCTa OH He Obin
AONOJyIHEH aBTOMaTU4eCKHn

¢ YT06bI BKMIOUUTL aBTO3aMNonHeHne, Boibepute komaHay ABTOTEKCT B MeHio BeTaBka, a 3atem — komaHay
ABTOTEKCT, NOcne 4yero ycTaHoBUTE hrniaxxok ABTO3anonHeHWe AN aBTOTEeKCTa U aar.

¢ B “MeHu anemeHTa aBTOTEKCTa AOMKHO ObiTb HE MeHee YyeTblipex CMMBONOB. Ecnn 310 He Tak, nepemmeHyVlTe
3NeMeHT aBToTeKcTa. [Ans nony4vyeHna OONONMHUTENbHbIX CBEOEHUN HAXMUTE KHOMKY ﬁL

o HeoBxoanMo BBECTU CTOMBKO CUMBOMOB, YTODOLI MMS 3NieMeHTa aBTOTEKCTa MOTTO GbiTb onpeaeneHo
0AHO3Ha4YHO. Hanpumep, Npy HanMunM aeMeHTOB aBTOTEKCTa «aapec Apyra» U «aapec ConepHukay ans
aBTOMAaTUYeCcKOro BBOAa NepBoro 13 HMX HeobxoauMo BBECTM agpec 4.
¢ TeKCT anemMeHTa aBTOTEKCTa AOMKeH OblTb ANMHHEE BBEOEHHON YacTi CBOEro MMEHWN He MeHee YeM Ha Tpu
cumeona. Mpeanonoxmnm, YTo UMEeTCs ANeMEHT aBTOTEKCTa «JIOHAY, coaepXalluin TekcT «J1oHaoH». Ecnu Bbl
BBElETE FIOHA, 3NEeMEHT He ByaeT J0MNonHeH aBTOMaTUYECKH.

e Ecnun anemMeHT aBTOTEKCTa CBsI3aH co cTunem «lognucob» (T. €. COOAEepPXUT NMA I'IOJ'Ib3OBaTeJ'IF|), OH He 6y,u,eT
OOMOJTHEH, ECIN OKaXeTCHA B Ha4yane HoBoro ab3aua.
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AneMeHT CNUCKa aBTOTEKCTa OTCYTCTBYeT B ClnUCKe

B otobpaxaembii Word cnncok aBTOTEKCTa BKIHOYAKTCS TOMbKO 3NEeMEHThI, CBSA3aHHbIe co cTuiem absaua,
cogepxallero Kypcop unm BbiaeneHHbln pparMeHT. UTobbl yBUAETL CNMCOK 3NEMEHTOB aBTOTEKCTa,
CBSi3aHHbIX C APYrM CTUNeM, HeobxoAnMO NpeaBapuTENIbHO MPUMEHUTL 3TOT CTUMb K absauy; Ans
NOMYYeHUs AOMNONHUTENLHBIX CBEAEHNIA HaxMNTe kHonky 2, UtoBbl yBMAETh NOMHBLINA CIMCOK 3MeMeHToB
aBTOTEKCTa, yAepXuBanTe HaxkaTon knasuwy SHIFT npu Beibope komaHabl ABTOTEKCT B MeHio BeTaBka nnm
HaxaTun KHoMkn BapuaHTbl aBTOTEKCTa

KonoHTHMTY R ~
Ha NaHenu MHCTPYMEHTOB ABTOTEKCT.

JlocTynHbIMK BO BCEX JOKYMEHTaX SIBMSKOTCS TOMbKO T€ 3NeMEHTbI CMMCKa aBTOTEKCTA, KOTOPbIE XPaHATCS B
wabnoHe O6bIYHbLIN UNK ApYrUX WabnoHax, AOCTYMNHbIX Anst BCEX AOKYMEHTOB. Ecnu e anemeHT crnvcka
aBTOTEKCTa COXpaHeH B ApYyroM LwabrnoHe, To oH ByaeT JOCTYNEeH TOMbKO B JOKYMEHTaX, OCHOBAHHbIX HA 3TOM
wabnoHe.

YT06bI yBEeauTbcs, 4To MCNonb3yeTcs NPaBunbHbIV LWabnoH, BbibepuTe komaHay LWabnoHbl n HaacTporkn B
MeHio CepBuc. TekyLumii WwabnoH ykasaH cnesa oT kHonku MpucoeanHUTL. Mpy HE0BXOAUMOCTU MOXHO
CKOMMPOBAaTb 3MEMEHTbI CNCKa aBTOTEKCTa B TeKyLWMIA WwWabnoH. [ns nonyyeHns 6onee nogpobHbIX
CBEJEHMIA O KOMMPOBAHUMN STTEMEHTOB CMNCKA aBTOTEKCTa HaXMuTe kHomnky (2l
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BcTaBka 3aknagku B 351ieMEHT CMUCKa aBTOTeKCTa

I'IpV| Cco34aHMn aneMeHTa Cnncka aBTOTEKCTa U3 TeKCTa, codepXallero 3aknagky, 3aknagka octaeTcd B 3TOM
ANeMeHTe. an/I Kaxxgom I'IOCJ'Ie,El,yIOLLleIZ BCTaBKe arfieMeHTa CNncKa aBTOTEeKCTa B AOKYMEHT 3aKnaaka ygandaertca
M3 TeKCTa, BCTaBf1IeHHOro paHee, 1 NpUcoeanHAeTCAa K TeKCTy, BCTaBlNIeHHOMY nocnegHnm.
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ﬂepe.qaqa ANeMeHTOB aBTOTeKCTa APYruM nofb3oBaTensam

CoxpaHuTe anemMeHTbl CNncka aBToTeKcTa B WabnoHe v nepeganTe 3ToT WAabNoH ApyrMm Nonb3oBaTensm.
Mocne nonyyexus wabnoHa gpyrue nonbL3oBaTeny CMOryT CKOMMPOBAaTh ANEMEHThI CMMCKa aBTOTEKCTa B CBOW
WwabnoH OBbIYHbINA C MOMOLLBIO AVANoroBoro okHa OpraHusaTop 1nv co3gatb AOKYMEHT, OCHOBAHHbIN Ha 3TOM
wabnoHe. YTobbl OTKPLITL AnanoroBoe okHo OpraHusaTop, BbibepuTte koMaHay LabnoHbl B MeHio dawnn,
HaxxMuTe KHonky OpraHusaTop, a 3atem BbibepuTe Bknaaky ABTOTEKCT.

BHumaHue. He cnepyet nepenaBath cBOW WabnoH OGbIYHBLIN OPYrM NONb30BaTENAM, MHAa4Ye MOXHO
noBpeanTb UMEKLLMNIACS Y HUX WabrnoH OB6bIYHbIW, yOANUB N3 HEro, B YaCTHOCTU, BCE UMEIOLLMECS NEMEHTHI
crnucka aBTOTEKCTA.
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Hdo6GaBneHne MapkepoB UM HOMEPOB K CMUCKaM

Mpu HymepaLMn aneMeHTOB Cnncka BBeAEHHbIE BPY4YHYIO HOMepa nNpeobpasytoTcs B aBTomatuyeckme. Ab3all,
KOTOPbIN HaUMHaeTcs ¢ Aeduca, aBToMaTUYeckn npeobpasyeTcs B SNeMEeHT MapKMPOBaAHHOIO Cnncka npu
HaxkaTun knaBuwun ENTER B koHLUe ab3aua.

Howlepa aBTOMATMYECKM 006ABNAOTCA K 3arorioBKkaM TEXHUYECKUX UMn ropnanyeckmnx 0OKyMeHTOoB npu Bbl60pe
dopmarta Hymepaumm ¢ MOMOLLIbI BCTPOEHHbIX TUMOB 3arofoBKOB. ECnn BCTPOEHHbIE TUMbl 3arofioBKOB He
MCNONb3YyKTCA, TO HOMepa K 3aroyioBkam nobaensioTcs nyTemM CBA3WU KaXaoro 3arorioska ¢ oopmaTom
HymMmepauunn.

B MHOroypoBHEBOM HyMEPOBAHHOM CMUCKE AS HYMepaLumn aNeMeHTOB Unu A1 BCTaBKU HECKOINbKUX YPOBHEW
Hymepauuu B ogHy CTPoKy ucnoneayetcst none LISTNUM. Hanpumep, ecnu anemeHT cnucka «1. a)», To none
LISTNUM wncnonb3yetcs Ans asBToMaTM4eckon BCTaBkK «a)», «b)», a Takke noboi nognocnenoBaTenbHOCTM
3MEeMEHTOB Ha OIHOM YPOBHE HyMepaLuu.

[lns NpocMOTpa NPMMEPOB HYMEPOBaHHLIX 1 MapPKNPOBAHHbIX CMIMCKOB HaXMUTE KHoMKy 2],

CM. Takxe

| [JobGaBneHve MapKepoB UM HOMEPOB

=] Co3gaHne MHOroypOBHEBOIO HYMEDPOBAHHOIO CWCKA

= [o6aBneHne HOMEPOB K 3aroNnoBkam, CO3[1aHHbIM MNPWY NOMOLLM BCTPOEHHBIX CTUMEN 3aronoBKOB

(=] [o6aBneHre HOMEPOB K 3aronoBkam, co3flaHHbIM 6e3 Ncnonb3oBaHWSA BCTPOEHHbIX CTUMEN 3arornoBKOB

(=] Jo6aBneHne HOMepPOB K aneMeHTaM ab3aleB TekcTa

=] BcTaBka HECKOMbKMX MHOTOYPOBHEBbLIX HOMEPOB B OfIHY CTPOKY
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anMepr HyMepOBaHHbIX U MApPKUPOBaHHbLIX CMUCKOB

| MHOMYROEHEERIA CAMGOK ;
i HymepoEaHHEIN 1M

A. JaronoBok MEpKMpDBaHHbIﬁ CMNMCKK

MogsaronoBOK ' HymMEpOE aHHEIE
1. 1) SETONOEKM
E‘] 1 |

Moasaronos . z 1 Jaronos oK yposHA 1

|—2. a) [i] .

3
Heckonkekao 1.1 3amnoeok YpoEHA 2
HOMEROE Ha [iii]
OAHON CTROKE | T

Homepa BHy TR absauz
[nsa nony4yeHusa AONOMNHUTENbHbBIX CBEAEHWI O CO3A4aHUM NoBOro N3 3TUX CMUCKOB HAXMUTE KHOMKY =],
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Hdo6GaBneHne MapkepoB UM HOMepPoB

1 Bblgenure anemMeHTbl, K KOTOpPbIM Heo6X0aMMO 406aBUTL MapKepbl UM HoMepa.
2 [Ina pobaeneHuns MapkepoB HaXXmMuTe KHOMKY MapKupoBaHHbIM CNMCOK ;

Onsa nobaBneHnss HOMePOB HaXXMUTE KHOMKY HymepoBaHHbIM CMUCOK ;
Mpumevanna

e [InA aBTOMaTU4YeCKOro Co3faHnNs HYMEPOBaHHOIO UMM MapKMpOBaHHOIO crmcka Heobxoaumo BeecTr 1. nnm *,
a 3aTeM npoben unv cumeon Tabynaumm ¢ nocneaywmm TekcToMm. MNpu HaxkaTum knaeuwwn ENTER ans
pobaBneHusi criegyoLero aneMeHTa crnucka crnegyoLwuii HOMep UM Mapkep BCTaBMSETCSt aBTOMATUYECKN.
[nsa okoHYyaHusa cnmncka HeobxoomMMo ABaxabl HaXaTb knasuvy ENTER vnuv Haxatb knasuwy BACKSPACE ans
yaaneHusa nocrniegHero Homepa B Crucke.

e [Ina nameHeHns doopmarta mapkepa unm Homepa nmbo paccTossHNA Mexay TEKCTOM U MapKepoMm Wnu
HOMepOM BblAenuTe 3neMeHTbl, a 3aTem BblbepuTe komaHay Cnucok B MeHio ®opmart. Beibepute Bknagky
MapkupoBaHHbIN 1 HymepoBaHHbIW, a 3aTeM — HeobxoammbIn popmart. [Ans perynupoBk/M paccToAHNSA
HaXXMuTe KHonky M3aMeHUTb, a 3aTeM M3MEHUTE PacCTOAHUE OT HOMepa Ui Mmapkepa A0 TekcTa.

MponsBeneHHbIE N3MEHEHWNSI COXPaHSAOTCS 40 CNeayloLero HaxaTtusi KHonok MapknmpoBaHHbI CNMCOK
unu HymepoBaHHbIN CNUCOK
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Co3gaHue MHOroyposHeBoro HymepoBaHHoOro cnmcka
MHOF0ypOBHEBbIe HymMepoOBaHHbI€ CNNCKU coaepXKaT 0 AeBATU ypOBHeVI.

1 B meHio ®opmart BbiGepuTe kKomaHgy Cnucok, a 3atem — Bkrnaaky MHOroypoBHeBbIiA.

(=] JemoHcTpauus

2 BbibGepute HeobxoaMMbI POpMaT Cncka, a 3aTeM HakmuTe kKHonky OK.
BBegute cnvcok, Haxmmas knasuwly ENTER nocne Kaxgoro anemMeHTa.
3 [nsa nepemellgHns anemMeHTa cnvcka Ha HeoBX0AMMbIN YPOBEHb HYMeEpaLUK LLETNKHUTE 3TIEMEHT, a 3aTeMm

HaXXMUTE KHOMKY YBennuntb oTCcTYn nnv YMeHbWUTb oTCcTYn

Hp;umeqaﬂwﬂ

e CyuecTByeT BO3MOXHOCTb M3MEHEHUST YPOBHS HyMepaLmu Mo Mepe BBoAa TekcTa. HauvHas HoBbI ab3al,
HaXxmuTe knasuLly TAB A5si NOHUXEHUS YPOBHSA HyMepauun anemeHTa cnmncka. [insi noBbIEeHNs yPOBHS
HyMepauu1 areMeHTa CnmMcka HaXXMUTe OOHOBPEMEHHO KnaBuwin SHIFT+TAB. 3aTtem BBeaNTE HEOOXoOANMBbIN
TEKCT.

¢ CylecTByeT BO3MOXHOCTb U3MEHEHUs chopmaTa Mapkepa uUnv HoMepa, a Takke TeKcTa, npegHa3Ha4YeHHOro
QNS BCTABKM Ha KaXkabli ypoBeHb. [nsi nony4YeHust AOMOMHUTENbHBIX CBEAeHWIi HaxMuTe kHonky (2],

e CylecTByeT BO3MOXHOCTb Npeobpa3oBaHns CyLLLECTBYHOLLENO CMcKa B MHOTOYPOBHEBBIN HYMEPOBaHHbIN
cnucok. Belgenute cnucok, Bbibepute komaHay Cnucok B meHio dopmart, a 3ateM Bblbepute HeobxoaumbIii
TVN HymMepauuun Ha Bknagke MHoOroypoBHeBbIW. [NepemecTute ab3albl, Kak ykazaHo B NMyHKTe 3.

e CyuiecTByeT BO3MOXHOCTb 00aBneHns HyMepaLuum K HECKOINbKUM 31eMeHTaM Ha ofHoW cTpoke. Hanpumep,
€CInv aNeMeHT cnncka «1. a)», To ansa «a)» ncnonbdyercs none LISTNUM. [na nonyyeHus JONONMHUTENbHbIX
CBEEHUN HaxmuTe kHonky &,
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Ho6aBneHune HOMEPOB K afieMeHTamM ab3aueB TekcTa

1 LlenkHuTe nepes nepebIiM 3anemMeHToM ab3ala, KOTopbl HEOGXOAMMO MPOHYMEPOBaTb.

2 Beoibepute komaHay Mone B MeHio BeTaBka.

=] JemoHcTpaums

3 W3 cnucka KaTteropuwm BoiGepuTe napameTp Bee unv Hymepauus.

4 B cnncke Mons asaxap! wenkHute ListNum.

5 LlenkHuTe nepen crneaytolmm anemeHToM ab3ala, KoTopblii He0GX0AMMO NPOHYMePOBaTb.

6 [MMoeTopuTe Waru co 2 4o 5 AN Kaxnoro anemMeHTa cnucka.
MpumeyvaHusa

CyLecTByeT BO3MOXHOCTb 6bIcTpoi BcTaBku nonert LISTNUM npu nomoLum co3gaHns KHOMKKU Ha nioboii
naHenu nHcTpymeHToB. B meHio CepBuc BoiGepute komaHay Hactpoika, a 3atem — Bknagky KomaHgbl. A3
cnucka Kateropum Buibepute napametp BertaBka. M3 cnncka KomaHgbl Bbibepute napametp BetaButhb
none ListNum, a 3atem nepertawute KHOMKY Ha HEOBXOAMMYIO NaHenNb NHCTPYMEHTOB. [N nonyvyeHns
[OMOMHUTENbHBIX CBEAEHNIA HaXMUTE KHonKy 2,

[na nepeknioyeHns Mexay BbIBOAOM Ha 9KpaH koda nond v 3HavyeHus nons LWernkHWTE none, a 3atem
HaxxMuTe knasuwmy SHIFT+F9. KomaHael nonen 3aknioyeHsl B cumBonbl nonew ({ }); Hanpumep, { LISTNUM }.
Y6eaumTechb B TOM, YTO KaBbIYKWN UMW APYrne KOMaHAbl Nonev He nepemeLleHbl U He yaaneHsbl.

[ns BbiBOAa MUnu yaaneHus ¢ akpaHa KOAOB BCEX MOMer JOKYMEHTA HaXXMUTE KnaBumwm ALT+F9.
[ns nameHeHust popmarta Hymepauum — Hanpumep, (i) Ha (a) — Bblibepute 3HaveHme LISTNUM, a 3atem

HaXXMUTE KHOMKY YBennuntb oTCcTYn 11 YMeHbWUTb oTCTYn

ANsi NepekrioyeHns Mexay CnmckoM opmaros.
CyLiecTByeT BO3MOXHOCTb UBMEHEHUS HAYanbHOro HoMepa NyTeM nepekntoyeHun B none LISTNUM. Ons
NONyYeHNs! AONOMHUTENLHBIX CBEAEHUIA HaxMUTE KHonky 2],
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BcTaBKa HeCKONbKUX MHOroypoBHeBbIX HOMepoB B OAHY CTPOKY

B MHOroypoBHEBOM HyMepOBaHHOM CMWCKE CYLLECTBYET BO3MOXHOCTb BCTaBK/W HECKOMNbKMX YPOBHEN HymepaLuum
B OOHY CTpOKy. Hanpumep, ecnu anemeHT cnucka «A. 1)» unu «Pasgen 1.01 (i)», To gnsa «1)» nnm «(i)» n nobbix
APYrnx areMeHToB 3TOro xe ypoBHS ncnonb3yetca none LISTNUM. ns cosgaHnsa cnucka Heobxoammo
BbIMOMHUTE CrieayoLine onepauun:

Cratbs I.
Pa3zden 1.01 (i)

(ii)
1 B meHo ®opmart BbiGepute komaHay Cnucok, a 3ateM — Bkriaaky MHOroypoBHeBbIiA.

=] JemMoHcTpauus

2 [IBaxabl WenkHuTe gopmar «Crates I».
3 BeeaunTe HeoOXOAMMBIN TEKCT, @ 3aTeM HaXKMUTe knaBuly ENTER.
4 [na nobasnexuns Pasden 1.01 Bbibepute 3aronoBok 2 13 cnucka CTuneb.

5 [nsa cosnaHus criedyloLlero ypoBHs Hymepauuu B 3TOW e CTpoke — Hanpumep, (i) — BbiGepuTe koMaHay
Mone B meHio BeTaBka.

| JeMoHcTpauus

6 W3 cnucka Kateropuwu BoiGepute napameTp Bee unv Hymepauus.
7 B cnucke Monsa asaxabl WwenkHuTe napameTp ListNum.
8 BeeawTe TEKCT aneMeHTa Crncka, a 3aTeM HakMuTe Knaeuwy ENTER.

9 [ins BcTaBkM CriedyloLLero Homepa 3Toro e ypoBHs — Hanpumep, (i) — BbiGepuTe komaHay Mone B MeHo
BcraBka, wenkHuTe napameTp Hymepauwms B cnucke KaTeropum, a 3atem aABaxabl LWENKHUTE NapameTp
ListNum B cnucke MNons.

10 Haxwumante KHOMKY YBennuutb OTCTYn 00 BblpaBHUBaHUA HOMEPOB MO BEPTUKAIIN.

11 BBeauTe TEKCT anemeHTa cnvcka.
12 [Ins npopormkeHnsa HyMepauum 3Toro ypoBHS NOBTOpUTE onepauuio 9.
13 [ns nameHeHnsa copmara wpudTa Ans (i) n COOTBETCTBYIOLLEro eMy TeKCcTa HeOBX0AMMO KX BblAENUTb, a
3aTeM BOCMOMb30BaTbCA KHOMKaMM Ha NaHenu NHCTpyMeHToB PopmaTupoBaHue.
MpumevaHusa

e CyuwiecTByeT BO3MOXHOCTb 6bicTport BcTaBkv nonen LISTNUM npu nomoLum cosgaHms KHonku Ha nobon
naHenu nHcTpymeHToB. B meHio CepBuc BoiGepute komaHay Hactpoika, a 3atem — Bknagky KomaHgbl. A3
cnucka Kateropum Buibepute napametp BeraBka. M3 cnncka KomaHgbl Bbibepute napametp BetaButhb
none ListNum, a 3atem nepertawute KHOMKY Ha HEOOXOAMMYIO NaHenNb NHCTPYMEHTOB. [ nonyyeHns
[OMOMHUTENbHbBIX CBEAEHNIA HaXMUTE KHonKy 2,

e 1N nepekniodeHns Mexay BbIBOAOM Ha 3KpaH KoAa Mons W 3HaYeHus Nons LWenkHuTe none, a 3atem
HaxxMuTe knasuwmy SHIFT+F9. KomaHabl nonen 3aknioyeHsl B cumBonbl nonew ({ }); Hanpumep, { LISTNUM }.
Y6eaumTechb B TOM, YTO KaBblYKM UV APYrne KOMaHAbl Nonev He nepemMeLleHbl U He yaaneHsbi.

e [Ing BbIBOAA MIM yaaneHus ¢ 9kpaHa KO4OB BCEX MOMen JOKYMEHTA HaXXMUTE KnaBumwmn ALT+F9.
e [Ins nameHeHus hopmata Hymepauum — Hanpumep, (i) Ha (a) — BbibepuTe 3HadeHue LISTNUM, a 3atem

HaXXMUTE KHOMKY YBennuntb oTCcTYn nnv YMeHbWUTb oTCTYn

ANS NepekniovYeHns Mexay CrMckom oopmaTos.

e [1ns nameHeHus yposHsl nons LISTNUM wwenkHuTe ero, a 3atem HaXXMuTe KHOMKY YBeNUYMTb OTCTynN
unn YMeHbLNTb OTCTYN

. CyLiecTByeT BO3MOXHOCTb U3MEHEHUS Ha4YanbHOro HoMepa nyTem nepeknoydeHnin B none LISTNUM. Ons
NONyYeHNs AONOMHUTENbHbBIX CBEAEHNIA HaXMUTE KHonky 2,
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Ho6aBneHune HOMEpPOB K 3arojioBkam, cozgaHHbIM NPy NOMOLLUN BCTPOEHHbIX cTunemn
3arosioBKoB

[pn ncnonb3oBaHMM BCTPOEHHbIX CTUEN 3arofloBKOB A (hopMaTMpoBaHMs 3arofioBKOB OOKyMeHTa

CyLLeCTBYeT BO3MOXHOCTb aBTOMaTUYECKO HyMepaLu 3arofoBKOB Mpu NMOMOLLM BbiGpaHHoro dhopmara
HymepaLuu.

1 B meHio ®opmart BbiGepuTe kKomaHay Cnucok, a 3atem — Bknagky MHOroypoBHeBbIA.

(=] JemoHcTpaums

2 BeoibepuTe chopmart Hymepauum, coaepkallmin ogvH U3 3arofoBKoB «3arofioBok 1», «3arofioBok 2» 1 T. 4.
Mpumevanunsa

[na nepemeLlleHns 3aronoBka Ha Gonee HU3KKI YpOBEHb HeobxoQuMOo ero BblAeNnTb, a 3aTEM HaXaTb KHOMKY

YBennuutb oTCcTYn : nnun Kknasuwly TAB. [na nepemelleHns 3aronoska Ha Oonee BbICOKMI ypoBEHb
HeobXxoauMO ero BblOeNNTb, a 3aTeEM HaXaTb KHOMKY YMeHbWUTb oTCcTYn

unu knasuwwn SHIFT+TAB.

[na nameHeHnsa dopmaTa HyMmepaummn OTAENbHOIO YPOBHSA HAaXMUTE KHOMKY U3MeHUTb Ha Bknagke
MHoroypoBHeBbIn (MeHio dopmaTt, komaHaa Cnucok). B guanorosom okHe U3ameHeHMe MHOroypoBHEBOro

cnucka BbibepyTe HeobxoamMMble NnapameTpbl. [Ana nonyyYyeHus ceefeHnin o nobom napameTpe HaXXMUTe KHOMKY C
BOMpOCUTENbHLIM 3HakoM 2l a 3aTem wwenkHWUTe 3TOT Napamerp.
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[Ho6aBneHne HOMepoOB K 3aronoBKaM, CO34aHHbIM 6e3 NCNOoNb30BaHUSA BCTPOEHHbIX
cTurnen 3arofioBKoB

1 Y6enoutech B TOM, YTO 3arofoBKM AOKYMEHTa CO3A4aHbl NPY MOMOLLM HacTpauBaeMblxX CTUMEN.
2 B meHio Popmar Bbibepute komaHay Cnucok, a 3ateM — Bknaaky MHoroypoBHeBbIiA.

(=] JemoHcTpauus

3 BbiGepuTe chopmaTt Hymepaumm.
4 Haxmute kHomnky U3MeHUTb.
5 B none YposeHb unu O6pasel BbibeprTe ypoBEHb, KOTOPLIA HEOBXOAUMO MPOHYMepOoBaTh.

Hanpumep, ecnn Heob6xo4MMO NPOHYMEpPOBaTh CTUIb 3aroflOBKOB BEPXHETO YPOBHSA C HazBaHNeM «Mol cTumnb
1», BbiGepuTe 1 B none YpoBeHb.

6 Haxmute kHomnky BonbLe.

7 W3 cnucka CBA3aTb ypOBeHb CO CTUNEM BbiGeprTe CTUMb, COOTBETCTBYIOLMIA YPOBHIO, BbIOpaHHOMY Ha
ware 5.

Hanpwumep, npy Hanuumm 1 B none YpoBeHb BbiGepuTe napametp Moun ctunb 1.
8 TMoeTOpuTE ONepaumn ¢ 5 No 7 ANs KaXKaoro CTUIS 3arofioBKOB B JOKYMEHTE.
MpumeyaHus

¢ [Ina nepemelleHuns 3aronoska Ha 6onee HU3KMIN ypoBEHb HEOBXOAUMO €ro BbIAENUTb, a 3aTEM HaxaTb KHOMKY

YBennuutb oTCcTYn unu Kknasuwly TAB. Onsa nepemMeLleHna 3arofioBka Ha bonee BbICOKMI ypoBeHb
HeobxoauMOo ero BblOennTb, a 3aTeM HaXaTb KHOMKY YMeHbWUTb oTCcTYn

unu knaeuwn SHIFT+TAB.
o [ns uameHeHus chopmarta HymepaLmmn OTAENBHOIO YPOBHS Bbibepute HeobxoanmMble napameTpbl B
OuanoroBoMm okHe MU3ameHeHMe MHOroypoBHEBOro cnucka. [ins nonyyeHuns ceeaeHun o niobom napameTpe
HaXMUTE KHOMKY C BONPOCUTENbHBLIM 3Hakom 2l a 3aTem wienkHUTe 3TOT Napamertp.
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YaaneHue HymMepauuu UnvM MapKMpoBKU

1 Bblgenure anemMeHTbl, rge HeOBX0AMMO YOanUTb HyMepaumio U MapKUPOBKY.
2 [Inqa ynaneHusi MapkepoB HaXkMuTe kHomnky MapkupoBaHHbIN CNMCOK ;

Onsa ynaneHus HOMepPoB HaXMuTe KHonky HymepoBaHHbI cnUCOK ;

CoBer. [ns yAaneHusa otaenbHOro Homepa unm Mapkepa LWenkHuTe mexay HUM 1 CoOoTBETCTBYHOLLIMM
TEeKCToM, a 3aTeM Haxmute Knasuy BACKSPACE. Onsa yAaneHua oTctyna ewle pas HaXxXMmnTe Knasully
BACKSPACE.
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Tunbl MapKUpOBaHHbIX U HYMepOBaHHbIX CMMUCKOB

MHorve ctunu wabnoHoB, NOCTaBNSAEMbIX C TEKCTOBLIM npoueccopom Word, npegHasHa4eHbl Ang
MapKMpPOBaAHHbIX N HYMEePOBaHHbIX CMUCKOB. |_|pl/l NPUMEHEHNN ITUX TUMOB K BblAENEHHbIM absauam
aBTOMaTMyecku gobaensoTcs Mapkepbl U HOMepa, a Takxke cornacoBaHHble TEKCTOBbIE (*)OpMaTbI ona scex
3aNeMeHTOB cnucka. Micnonb3oBaHue 3TUX TUMOB npeanovYTuTenbHee NCnonb3oBaHNA KHOMOK MapKMpOBaHHbIﬁ

CMUCOK n HyMepOBaHHbIVI CMUCOK

unm komaHgbl CNMCoK B cnegyowmnx crnyyasx:
e TeKCTOBbIN CNMCOK AOMKEH UMETb OnpeaeneHHbIv hopmart, Hanpumep, ManeHbkui pasmep wpudTa unm
HecTaHAapTHble MeXOyCTPOYHble MHTepBasbl. Hanpumep, Cnncok ¢ oAuMHapPHBIMKU HTEpBanammn B TEKCTe C
ABONHBLIMW VHTEpBanamu.

e CooTtBeTCTBYyOLWNI POpMaT TEKCTa UMEET 3Ha4YeHNe B OKyMEHTE BomnbLIOro pasmepa Unmn B HECKOMbKUX
AOoKyMeHTax. B aTom cnyyae npu nameHeHmn opmarta cnmcka rnerko o6HOBNSIOTCA BCE CMINCKMN 3TOrO TuMna BO
BCEM JOKYMeHTe nyTeM mogudukaummn Tmna cnmcka.

CyLecTByeT BO3MOXHOCTb U3MEHEHMWS BCTPOEHHbIX TUMOB AJ151 UCNONb30BaHWSA HEOBX0AMMbIX (hopMaToB
HyMepauumn 1 MapKMpOBKW, @ TakKe TEKCTOBbIX.

£ WHCTpYKLMK
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Mpe6pa3oBaHue mapkepoB B HOMepa U HaoGopoT

1 Bbigenute anemeHThl, coaepxatine HoMmepa unm Mmapkepbl, KOTopble HeobxoauMO N3MEHUTb.

2 HaxmuTe kHonKy MapKMpoBaHHbIA CMUCOK unu HymepoBaHHbIN CNUCOK
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npeprBaHMe MapKUMpoBaHHOINo Ui HymepoBaHHOIro CnUCKa

1 Bbligenute anemeHThbl, u3 KOTOPbIX Heobxoaumo yaanuTb HoOMepa 1Unu Mapkepbl.

2 HaxmuTe kHonKy MapKMpoBaHHbIA CMUCOK unu HymepoBaHHbIN CNUCOK

Word aBTOMaTMYECKM perynupyeT nocrnenoBaTenbHOCTb HOMEPOB B HYMEPOBAHHOM CIUCKE.
Mpumevanuna
e [na yonaneHusa oTAENbLHOro HOMepa U MapKepa LEenkHUTE MeXay HUM 1 COOTBETCTBYHOLLIMM TEKCTOM, a
3aTeM HaxmuTe knasuwwy BACKSPACE. [Ins yoaneHusi oTcTyna elle pa3 HaxmuTe knasuwly BACKSPACE.

e [1Ina o6beanHeHns OTAENbHbIX HYMEPOBaHHbIX CMIMCKOB BbIAENUTE 3NIEMEHT, C KOTOPOro Heobxoanmo
NPOAOIMKUTL HyMepauuio. B meHio ®opmar BeibepuTe komangy Cnucok. Ha Bknagke HymepoBaHHbIN
Bblbepute napametp MpoaomkuTb.
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MU3meHeHue chopmaTta cnucka

1 Bblgenute ab3aupbl C HOMepamu UM MapKkepamm, KOTopble Heo6XoaUMO U3MEHUTD.
B meHio @opmar BbibepuTe komaHay CnUCOK, a 3aTeM Bbibepute BKNagkKy Ans HE0OXoAMMOro Tuna cnucka.
HaxmuTe kHonky USMeHUTb.

A ODN

BbiGepuTe HeoGxoaMMbIe nNapameTpbl DOPMaTUPOBaHMS.

[na mogmdmkaumm MHOrOypoBHEBOIO Cnncka BbibepnTe ypoBeHb, KOTOPbIN HEOOXOAMMO N3MEHWTD, B Norne
YpoBeHb unv Obpasew, a 3aTem n3meHnTe dopmat 3Toro ypoBHsi. [loBTOpUTE Npoueaypy A5 Bcex
YPOBHEW, KOTOpble HEOOXOANMO U3MEHUTD.

[ns nonyyeHus cBeaeHwii o Mo6oM napaMeTpe HaXMUTE KHOMKY C BONPOCUTENbHLIM 3HakoM  El a 3atem
LLleNnKHWUTE 3TOT NapameTp.
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YaaneHne MHOroypoBHeBOW Hymepauum

1 BbiGepute koMaHay BbiaenuTtb Bce B MeHio MpaBka.
2 B meHio ®opmar Bbibepute komaHay Cnucok, a 3ateM — Bknaaky MHOroypoBHeBbIi.

=] JemoHcTpaums

3 HaxmuTe kHOMKY YAanuThb.

Mpu 3ToM yaansieTcss Hymepaums 13 BCex 3arofioBKOB JOKYMEHTA.
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N3meHeHue ¢popmaTa MHOrOypOBHEBOIO CrucKka

1 LlenkHuTe 3aronoBok, KOTOPbIA HEOBXOAMMO MOAUMDULMPOBATL.
2 B meHio ®opmar Bbibepute komaHay Cnucok, a 3ateM — Bknaaky MHOroypoBHeBbIi.

=] JemoHcTpaums

3 LenkHnTe dpopmMart 3aronoska, KOTOpbI HEOBXOAMMO MOANMULIMPOBATD.

4 Haxmute kHomnky U3MeHUTb.

5 B rpynne YpoBeHb 1nu OGpaseL BbibeprTe YpoBEHb, KOTOPLI HEOBXOAMMO USMEHUTD.
6 MameHuTe HeoGxoaMMble napaMeTpbl POPMaTUPOBAHUS.

[ns nonyyeHus ceeeHNii 0 NBOM NapameTpe HaXMUTE KHOMKY C BONPOCUTenNbHLIM 3Hakom [l a satem
LLEeNKHUTE 3TOT Nnapamerp.

[NoBTOpUTE npouenypy ana scex ypOBHeﬁ, KOTOpble HeobxoauMO N3MEHUTb.
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Pa3peu.|eHMe BONpPOCOB: MapKupoBaHHbleé U HyMepoBaHHble CMUCKHA

| Heobx0a1mo ncnonb3oBaTte HYMepoBaHHbIe 3aronoBku «Imaeay u «MpunoxeHme»

= CoxpaHeHne co3gaHHoro bopmara MapkMpoBKM MW HYMepauuu

=] HeBO3MOXHO BblAENWUTL Mapkep UM Homep

[=] Mapkepbl BLIBOOSTCSA B BUAE YACOB

[=] BMeCTO 0HOW CTPOKN MApPKUPYIOTCA UKW HYMEPYIOTCS BCE CTPOKM

e B cnuncke Heo6xogMmMo Ucnonb3oBaTh pasHble hopMaTthbl 4N TeKCTa U MapKepPoB WY HOMEPOB

| [Mpu BKAKOYEHHOW MHOrOYPOBHEBOW HYMepaLnn 3arofoBKW He HYMepYIOTCA

(=] BmecTto HOMepa anemeHTa Ha akpaH BbiBoantcs {LISTNUM \S 5}
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Heob6xogumo ucnonb3oBaTtb HymMepoBaHHbIe 3aroyfioBKu «aBa» u «I1pm10>|<e|-me»

[nsa aToro Heo6xoANMMO M3MEHUTbL TVN 3arofoBKOB «[MaBay NyTem BCTaBKM B MHOrOYpOBHEBbLIV hopmart, co3aaTb
HOBBIN TMN ANS 3aronoskoB «[lpunoxeHuer», a 3atem MoanuLMpoBaTh €ro AN BCTaBKkU B MHOTOYPOBHEBLIN

dopmar.
1 YGegutech B TOM, 4TO 3aronoBku «Maea» oTpopMaTUPOBaHbI MPU MOMOLLYM CTUMS 3aronoBok 1.

2 YTo6bl M3MEHUTL ero Ans noslyYyeHus MHOroypoBHEBOTo cpopmarta, BbiGepuTe koMaHay CTUnb B MEHIO
dopmar.

M3 cnucka Ctunm Bbibepute napametp 3aronoBok 1.
HaxwmuTte kHonky USMeHUTb.
HaxmuTe kHonky Popmar, a 3atem Bbibepute napametp Hymepauus.

o g h W

LLlenkHute Bknagky MHoroypoBHeBbIW, BbibepuTe dhopmat Hymepaumm, cogepxalimm Tekct «fnaea 1», a
3aTtem HaxmuTte KHorky U3meHunTb.

CnoBo «maga» nosButcs B rpynne ®opmat HoMepa.

7B rpynne CDopmaT HOMepa BbINONTHUTE BCe HeO6XO,ElVIMbI€ N3MEHEeHNA NYHKTyauun n MHTepBasioB nocrie
HoMepa.

8 W3 cnucka Hymepauus BoibGepute HyXHbIN hopMaT HymepaLmi.
9 B none YpoBeHb BeeguTe 1.
10 HaxmuTe kHonky Bonblue.
11 W3 cnucka CBsA3aTb ypoBeHb CO CTUNEM BbibepuTe 3aronoBok 1, a 3atem ABaxadbl HaxMuTe kHomnky OK.

12 B guanoroBom okHe CTunb (MeHio dopmart) HaxmuTe KHonky CosaaTth AN CO3OaHWss HOBOTO CTUMSA
3arofioBKOB NPUMOXEHWUNA.

13 B none Ums eeegunTe 3aronosok (Hanpumep, Mpunoxexue 1).
14 3 cnucka OcHoBaH Ha cTune BbiGepuTe napameTp OBbIUHbINA.
15 W3 cnucka Ctunb cnegytouwero a6saua Boibepute napametp O6bIYHbINA.
16 HaxmuTe kHOMKy ®opMmaT 1 onpegenuTe doopmMar WwpudgTa 1 absaua.
Bo3moxxHO onpegeneHne ogmMHakoBoro ¢ «3aronoBkoM 1» popmata wpudta n ab3aua.

17 YT06bl M3MEHUTL CTUMb «[pUNoXeHUs 1» ANs Nony4YeHUsl MHOFOYPOBHEBOTO hopMaTa HaXMUTe KHOTKY
®opwmart v BbibepuTe napameTp Hymepauus.

18 LUlenkHuTe BKnagky MHoroypoBHeBbIN, Boibepute hopmar Hymepauum, coaepxaluuii TekeT «Mmaea 1», a
3aTeM HaXXMUTE KHOMKy U3MeHUTb.

19 B rpynne ®opmart Homepa BbiGepuTe NnapameTp Masa, BeeauTe MpunoxeHue, a 3aTeM BbINONHUTE BCE
HeobXxoAMMble 3MEHEHWSI MyHKTYyaLWn 1 MHTEPBaroB nocre Homepa.

20 Ws cnucka Hymepauus BbiGepuUTe HyXXHbIV hopmaT HyMepaLuu.

21 B none YpoBeHb BBeauTe 1.

22 U3 cnncka CeA3aTb YpoBeHb co cTunem Buibepute MpunoxeHue 1, aoBaxabl Haxmute kHonky OK, a 3atem

HaXXMUTE KHOMKY 3aKpbITb.

23 Hosblit cTUnb «lpunoxeHue 1» NPUMEHSAETCS K 3aronoBkam NPUMOXeHUN.
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CoxpaHeHue co3gaHHoro oopmaTa MapKMpPOBKMU UNU HYMepaLuu

Mpu HaxxaTum kHonok MapkupoBaHHbIN cnUMcok un HymepoBaHHbIN CAMCOK Ha NaHeN UHCTPYMEHTOB
dopmaTupoBaHme Mcnomnb3yeTcs hopMaT MapKUPOBKY UM HyMepaLuuu, onpeaeneHHbIi paHee B AnManorosoM
okHe Cnucok (MeHio dopmart). ITOT hopMaT NCNonNb3yeTcs ANs TEKyLero JOKyMeHTa 4O TexX nop, noka He
Oynet onpepeneH apyrov oopmat MapkKMpoOBKM UK HyMepaLmu.

[ns coxpaHeHusi 1 NOCMeAyoLLEro UCMNONb30BaHWs 3aHOBO CO3A4aHHOro hopMarta MapkMpOBKY MU HyMepaLum
HeoBbX0AMMO U3MEHUTL CMIMCOK CTUNEN MaPKMPOBKY UInn HyMepauumn. OTkpoinTe WabnoH, cnonb3yeMbli Ans
C03[aHu1si JOKYMEHTOB, U3MEHWUTE CTUMb, @ 3aTEM COXPaHUTE ero. B HOBbIX JOKYMEHTaX, OCHOBaHHbIX Ha 3TOM
wabnoHe, 6yaeT NCNonb30BaTbCA U3MEHEHHBIV CTUIb. CTUNb NpUMeHsieTcs kK ab3alam, KoTopble He0BX0AMMO
rIpOHyMeE(I)BaTb Unu MapkupoBaTb. [Ins nonyyeHust 4ONOMHUTENbHBLIX CBEAEHUIA 06 U3MEHEHWMN CTUNEN HAXMUTE
KHomky 2,
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HeB0O3MOXHO BbiaennTb MapKep unm HomMep

ABTOMaTu4yeckun gobaBneHHble HOMepa Unn Mmapkepbl BblAermnTb HEBO3MOXHO. [na nameHeHus HOMeEpPOB Unn
MapkepoB Heobx0auMO BbIAENWUTL AMIEMEHTbI CMMCKA, a 3aTeM U3MEHUTb (bopmaT cnucka.

= MameneHve dhopmara cnucka

= Ypoanexve Hymepauuv Unm MapkmpoBku
{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"wotbsICantSelectABulletOrNumberCharacterA":1:"Foo":"Invisible"}



MapKepr BbIBOOATCA B BUAe 4acoB

[o Tex nop noka He BbIGpaH Apyrow WwpudT mapkepa, Word ncnonb3yet cMMBOSbI MapKepoB 13 LWpudTa
Symbol. Ecnu atoT wpndT HegocTyneH, Word noneayetcs wpudtom WingDings. B atom wpudTe
cootBeTcTBytowmi cumson ANSI umeet Bua yacos. [NonpobynTe 3aHOBO yCTaHOBUTL LWPpUAT Symbol nnu
ucnone3ynte komaHay Cnucok B MeHio Popmat Anis BbiIbopa Apyroro CMMBoOna Mapkepa us wpudgTa
WingDings.
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BmecTo ogHOM CTPOKN MapKMNPYHOTCA UITN HYMEepPYHTCA BCe CTPOKHN

Mpu fobaBneHWn aBTOMaTUYECKO MapKUPOBKM MM HyMepaumn K anemeHTam cnucka Word gobaensiet Homepa
UNN Mapkepbl K Kaxxgomy BblgeneHHomy absauy. MNpu Haxatum knasuwwum ENTER B KOHLUE Kaxaow CTpoku ab3aua
cTpoka ctaHosuTtcsa ab3auem, noatomy Word gobasnsieT HoMep Unu Mapkep K Kaxaon cTpoke. Yoanute
cvmBonbl abs3aua B KOHLE BCEX CTPOK, KPOMe nocnegHen cTpoku ab3aua; ybeamrecb B TOM, YTO NocrnegHss
CTpOKa 3aKkaH4MBaeTcsi CMMBONoOM ab3aua. Npu HeobxogmmocTn pasbuerns absala Ha bonee KOpoTkue
dparMeHTbl HaxMuTe knasuwmn SHIFT+ENTER BMecTO knasumwm ENTER.

Ecnu cumBonel ab3ala He BbIBOASTCS Ha 3KpaH, HaxmuTe kHonky Heneyataembie CUMBOJbI ;
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B cnucke Heo6X0ANMMO UCNONb30BaTh pa3Hbie (hopmaThbl AN TEKCTa U MapKepoB UK
HOMepoB

CyLecTByeT BO3MOXHOCTb UCMOMb30BAHUS MOMYXXUPHBIX HOMEPOB MM MapKepoB M 0BbIYHOMO TeKcTa, Unn
HaobopoT. [Ina nameHeHns dopmaTta MapkMpoBKY U Hymepauumn Belbepute kKomaHay CNMCOK B MEHIO
®dopmar, a 3aTeM — Bkrnagky MapkupoBaHHbIi unu HymepoBaHHbIN. Bribepute dopmart, koTopblii
HeobX0AMMO N3MEHUTBL, a 3aTeM HaXXMuTe KHomnky MU3meHuTb. Haxmute kHonky WpudrT, a 3atem Bbibepute
Heobxogumbin doopmat Ha Bknaake Lpundr.
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an BKNOYEHHOW MHoroypOBHeBOﬁ HyMepauuun 3arofioBKku He HyMmepyrTCA

Y6eaunTech B TOM, YTO 3arofoBKy oThopMaTupoBaHbl NPy NOMOLLM CTUMEeN 3arofoBkoB. Ecnv oTaenbHble YypoBHM
He NPOHyMepoBaHbI, BbibepuTe koMaHay Cnucok B MeHio dopmar, a 3atem — Bknaaky MHOroypoBHeBbIW.
HaxmuTte kHonky U3MeHuTb, 4Tobbl yOeamTbes, 4To Heobxoanmeln hopMaTt Hymepauuy onpeaeneH ang
KaXX[,0ro YPOBHS 3arofioBKOB, KOTOPbIN HEO6X0AMMO NMpoHyMepoBaTh. [ns nonyyeHns JONONHUTENbHbIX
cBefieHNi HaxmuTe kHonky [l
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BmecTo HoMepa anemMmeHTa Ha akpaH BbiBoauTtcA {LISTNUM \S 5}

Ha akpaH BbiBOAMTCS KO4 Nong.

e [Ina nepekmniodeHns Mexay BbIBO4OM Ha 9KpaH KoAda Mons U 3HaYeHus nons LUerkHUTe none, a 3atem
HaxmMuTe knasuwu SHIFT+F9. KomaHnabl nonen 3aknioyeHsl B cumonbl nonew ({ }); Hanpumep, { LISTNUM }.
Y6eaumTechb B TOM, YTO KaBbIYKM UMW APYr1ne KOMaHAbl Nonev He nepemMeLleHbl U He yaaneHsbi.

e [Ing BbIBOAA MK yaaneHus ¢ 9kpaHa KOAOB BCEX NOnen JOKYMEHTA HaXMUTE KnaBuwwm ALT+F9.
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PaspelieHne BonpocoB: ¢hopmaTupoBaHMe TeKcTa

=] HaneyaTaHHbIA TEKCT OTNWYAETCA OT TEKCTa Ha SKpaHe

(=] HeBepHbIl WpUdT B AOKYMEHTE

| Mocne nameHenns WwWpndta B TEKCTe BCe BYKBLI 3aMEHUMUCH HA HEBEPHbIE CUMBOSIbI
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Hane4yaTaHHbIN TEKCT OTNMYAETCA OT TeKCTa Ha JKpaHe

Word nHorga BbIBOOUT Ha 3kpaH YepHoBol WwpudT. B MeHio CepBuc BbibepuTe komaHay MapameTtpsl, a
3atem — Bknagky Bua. CHnmuTe chnaxok YepHoBUK. 3TOT napameTp AOCTYNeH TONbKO npu paboTe B
06bIYHOM pexume.

Word nHorga neyataet YepHOBOM BapuaHT TekcTa. B meHio Cepsuc Bbibepute komaHay MapameTpsbl, a
3atem — Bknagky Meyatb. CHuMUTE hraxxok YepHoBOW.

LpndT fOKyMeHTa He nogaepXMBaeTCs UCMOMNb3yeMblM NPUHTEPOM. M3ameHuTe LWpndT JOKYMeHTa Ha wpudt
TrueType nnu Ha n6on Apyron WpKT, KOTOPbLIN NOAAEPXKNBAETCS NPUHTEPOM.

AHMMaumA TekcTa He nevartaetcs. Ecnu TekcT ¢ adhdpektamm aHMmaLmm nevaTaeTcs B BblAeNieHHOM dhopmarte,
HanpvmMep, NOMYXXMPHbIM LPUATOM UM KYPCUMBOM, TO 3thdekTbl aHMMaLMKN He nevaTalTcs.

LWpndT AokyMeHTa nogaepxvBaeTcs NPUHTEPOM, HO OTCYTCTBYET COOTBETCTBYIOLLMI SKPAHHbIV WPpUPT. B
3TOM Ccryyae Anis BbiBOAA TEKCTa Ha 9KpaH WpudT 3ameHseTca wpudtom TrueType. N3amenute wpndt
OOKyMeHTa Ha wpudT TrueType.

CoBet. [Ins npocmoTpa nogaepuBaemMbix NpUHTEPOM LWpUdTOB Bbibepute komaHay LpudT B MeHo
®dopmar, a 3atem npocmoTtpute cnmcok LWpudr.

1=\

Ly

LpndpTbl NnpuHTEpa
Wpudptel TrueType
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HeBepHbIN WpUKT B AOKYMEHTE

LWpndT He nogaepxuBaeTcsi KOMMNbIOTEPOM UK NpuHTepom. LLpudT, koTopbin Word nHTepnpetupyeT kak
HEeAOCTYMHbIA, HE06X0AMMO U3MEHUTB.

1 B meHi0 CepBuc Bbl6epVITe KOMaHay MapameTpsbl, a 3aTEM — BKNnaaky CoBMeCTUMOCTb.

[=] JemoHcTpauus

2 HaxmunTe kHonky MoacTaHoOBKa WPUGTOB.

3 B avanoroesom okHe MoacTaHoBKa WPUGTOB BbIGEpUTE OTCYTCTBYIOLLEE Ha3BaHWe WpudTa B rpynne
OTcyTcTBYOWME LWPUPTHI.

4 B guanorosoM okHe MopcTaHoBKa WPUGPTOB BbIGEPUTE HEOGXOAUMBIN LLPUT.
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CosaaHue n ypaneHue 6yksuy,
CyLIJ,eCTByeT BO3MOXXHOCTb CO3aHNA Unu yaaneHna 6yKBVILI, B Ha4vane a63aua nnun B cnegywowem 3a 8636LI,6M
none.

CwmM. Takxe

=l CospaaHue 6ykeuy

(=] YaaneHue 6yksuL
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AHnmauua TekcTta

CyLecTByeT BO3MOXHOCTb CO3aHMs 3¢hheKTOB aHUMaLUn TEKCTa AN AOKYMEHTOB, NpeaHa3Ha4YeHHbIX ANs
npocmMoTpa Ha akpaHe. OpdPeKTb aHMMaLUKN TEKCTa HE BbIBOOATCH Ha nevaThb.

1 BblgenuTe TEKCT UMK LLENKHWUTE CIOBO, K KOTOPOMY crieayeTt 006aBuTh apeEKT aHuMaLuum.

2 B meHio ®opmar BbiGepuTe komaHay LpudT, a 3aTem — Bknagky AHUMaUUS.

=l JemMoHcTpauus
3 Beoibepute HeobxoauMbii achdekT B crivcke Bug.

MpumeyaHusa

¢ Henb3s NPMMEHUTb HECKOMNbKO 3h(EKTOB aHUMALIMU OQHOBPEMEHHO.

e [Ina yganeHus addekTa aHnMaLmmn BelgennTe TeKCT, a 3atem Bbibepute napametp Het B cnvucke Bua.
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Mpeo6Gpa3oBaHue CUMBONOB TEKCTa

CyLIJ,eCTByeT BO3MOXXHOCTb U3SMEHEHUA PerncTpa TeKCTa, a Takke d)OpMaTVIDOBaHVIH TeKCTa And nonyyeHunsa Bcex
NPOMUCHBLIX NN BCEX CTPOYHbIX CUMBOIOB.

CwmM. Takxe

=l MameHeHve perncrpa 6yks

(=] [MpeoGpa3zoBaHue Bcex ByKB B NponucHble

| [MpeobpasoBaHve Bcex GyKB B Manble NPONUCHbIE
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M3meHeHue macwTaba TekcTa no ropn3oHTanun

1 BblgenuTe TEKCT, KOTOPbIN HEOBXOANMO U3MEHUTb.
2 B meHio ®opmar BbiGepuTe komaHay WpudT, a 3atem — Bknagky UHTepsan.
= JemMoHcTpaums
3 Bbibepute HeobxoaMMmbIt napameTp B none UHTepBan.
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MU3meHeHue perncTpa 6yKB

1 BblgenuTe TEKCT, KOTOPbIN HEOBXOANMO U3MEHUTb.
2 B meHio ®Popmart BbiGepute komaHay PerucTp.
= JemMoHcTpaums
3 BbIGepuTe HeoGXoAMMbIV NapameTp.
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CaoBur TekcTa BBepX Ui BHU3I

CyluecTByeT BO3MOXHOCTb CO3AaHNs CUMBOIOB HUXKHEro MHAEKCa UM BepXHero MHAEeKca Ui capura TekcTa
BBEPX WUNu BHW3 6e3 M3MeHeHus1 ero pasmepa.

CwmM. Takxe

=l Co3zgaHve CMMBOMNOB HWXXHETO MHAEeKca

(=] Co3gaHvne cMMBOJOB BEPXHErO MHAEKCa

| COBur TekcTa BBepX UNun BHWU3 6e3 ero yMeHblIEHWS
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MN3meHeHne MeXXCUMBOSILHOIO UHTepBana

1 Bbigenute TeKCT, KOTOpbIi HEOBXOAMMO U3MEHUTb.
2 B meHio dopmar Bbibepute komaHay LWpudT, a satem — Bknaaky UHTepBan.

= JemoHcTpaums

3 [ns yBenu4eHUst Unu yMeHbLUEHUS! UHTEPBANOB MeXay CUMBOMNamm BblGepuTe napameTp PaspexeHHbIit unu
YnnoTHeHHbIN 13 cnncka UHTepBan, a 3atem onpefenute BENUYMHY MHTEpBana B none Ha.
[ns KepHWHra CUMBONOB yCTaHOoBUTE (Naxxok KepHUHr Ans cMMBOMOB pa3mepoM, a 3aTeM BBeAMTE
HY>XHbI pa3Mep B Morne NyHKTOB u 6onee.

MpumevaHune. KepHWHr perynupyet nHTepBarsbsl Mexay oTaenbHbIMM napamu GykB B 3aBUCMMOCTW OT An3anHa

wpwudrta. MNpu BoIGOPE NapameTpoB Pa3pexeHHbIN 1y YNNOTHEHHbIA Mexdy Bcemun byksamu

yCTaHaBnMBaeTCa OQNHaKOBbIN MHTEpBan.
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MpumeHeHne chopmaTUpPOBaHUS CUMBOJIOB

Onsa NnpUMeHeHnA (bOpMaTVIpOBaHVIFI CMMBOJIOB K OTAENbHOMY CIioBY Heobxogumo LLEeNnKHYTb ero. Onsa
npuMeHeHunsA (bopmaTmposaHm CUMBOJTI0B K HECKOINbKMM ClloBaM UK K HECKOJTbKMM CMMBOJ1aM B CrioBe
HeobxoauMO MX BblAENUTb.

CmM. Takxe

[=] M3MeHeHue lWpudTa
| M3MeHeHMe pasMepa CUMBOJIOB
=] MNogyepK1BaHWE TEKCTA

3' I'IgmmeHeHme NOoNy>XWpHOro HayepTaHmna
3' [NpMMeHeHWe KYPCMBHOIrO HayepTaHus

[=] MNpumeHeHne adhdeKkToB «YTonneHHbIny, «[punogHatbiny, «KoHTYp» U «C TeHbIO»
e 3ayepknBaHne TEKCTa

= M3ameHeHwWe LiBeTa TEKCTa
Coser. Kpome Toro, Word nossonsert NOBEPHYTb TEKCT, paCTAHYTb €ro nnn pasmMmecTtuTb BOOSb KpVBOM.

[ononHutenbHble CBEAEHUS coaepXaTcsa B pasgene .ﬁli
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MpumeHeHue achphekToB «YTONNEHHLINY, «pUNoaHATLINY, «KOHTYpP» U «C TeHbIO»

1 BblgenuTe TeKCT, KOTOPbIN HeobxoarMo 0ThOpPMaTUPOBaTh.
2 B meHio ®opmar BbiGepuTe komaHay WpudT, a satem — Bknagky WpundrT.

=] JemoHcTpaums

3 BbIGepuTte HeoGxoaMMble NapameTpbl B rpynne dydpeKTbl.
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Bbi6op wpudTa Ansa Mcnonb3oBaHUs N0 YMOJTYaAHUIO

LLpndhT, MCNonb3yemblii Mo YMOMYaHUI0, NPUMEHSIETCS K HOBbIM JOKYMEHTaM, OCHOBaHHbIM Ha akTUBHOM
LwabnoHe.

1 B meHo ®opmar Bbibepute komaHgy Wpudr.

[=] JemoHcTpauus

2 BbIGepuTe HeoGxoaMMble NapamMeTpbl Ans WpudTa, UCNOSb3YEMOTrO MO YMOSTYaHMIO.

3 Haxmute kHonky Mo ymonuaHwmio.
CoBet. Ecnu B JOKYMEHTE yxe CoaepXXUTCs TEKCT C HEOBXOANMBIMU XapakTepucTMkamu, BbigenuTe ero nepes

Ha4arnom npoueaypsbl. B ananorosom okHe oTobpasnTcs hopmaTtMpoBaHne BbiAENEHHOro TeKcTa.
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CosaaHune bykBuL,
| JeMoHcTpauus

1 LlenkHuTe ab3al, KOTOPbIN HEOGXOAMMO HavaTb C 3arnaBHON GyKBbI.
AG3ay JomKeH cogepXaTtb TEKCT.
2 B meHio Popmar Bbibepute komaHay Bykeuua.
3 Beoibepute napametp B TekcTe unu Ha none.
4 BbiGepuTe Opyrue HeobxoanMble NapameTpsbl.
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YpaneHue 6ykBuL,
| JeMoHcTpauus

1 LenkHute ab3au, cogepxaluuii 3arnasHyto Gyksy.

2 B meHio dopmar BbIGepuTe komaHay Bykeuua.

3 Bebibepute napametp Hert.
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NMpeo6pa3oBaHMe Bcex OyKB B NPONUCHbIe
= JeMoHcTpauus

1 Beblgenute TekcT, Bce BykBbl KOTOPOro HEOBXOAMMO CAenaTb 3arnaBHbIMU.

2 B meHio ®opmar BbiGepuTe komaHay WpudT, a satem — Bknaaky Wpudr.

3 YcraHoBuTe chnaxok Bce nponucHble.
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NMpeo6pa3oBaHMe Bcex OyKB B Manble NPONUCHbIe
= JeMoHcTpauus

1 Beblgenute TekcT, Bce BykBbl KOTOPOro HEOBXOAMMO CAenaTb CTPOYHbBIMU.

2 B meHio ®opmar BbiGepuTe komaHay WpudT, a satem — Bknaaky Wpudr.

3 YcraHoBuTe chnaxok Manble nponucHble.
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C03AaHMe CUMBOIIOB HNXXHEero nHgekca
| JeMoHcTpauus

1 BblgenuTe TEKCT, KOTOPbIN HeobxoarMo Npeobpas3oBaTh B HKHUIA UHAEKC.

2 B meHio ®opmar BbiGepuTe komaHay WpudT, a satem — Bknaaky Wpudr.

3 YcraHoBuTe chnaxok HmkHMA nHAaekc.
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CO3AaHV|e CMMBOJI0B BepxXHero nHaekca
| JeMoHcTpauus

1 BeblgenuTe TEKCT, KOTOpbIN HeoBXoanMo NpeobpasoBaTh B BEPXHWUI MHOEKC.

2 B meHio ®opmar BbiGepuTe komaHay WpudT, a satem — Bknaaky Wpudr.

3 YcraHoBuTe chnaxok BepxHuit MHAEKC.
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CABMF TeKCTa BBepX Ui BHU3 O6e3 ero YMEeHbLUeHnsA
=l JeMoHcTpaums
1 Bblgenure TEKCT, KOTOPbIN HEOBXOAMMO CABVHYTL BBEPX MM BHUS.
2 B meHio ®opmar BbiGepuTe komaHay WpudT, a satem — Bknaaky UHTepBan.
3 W3 cnucka CmelleHue BbIGepuTe napameTp Beepx unu BHus.
4 B none Ha BBeAMTE YMCIO MYHKTOB, HA KOTOPOE HEOBXOAMMO MOAHATL UMW OMYCTUTL TEKCT.
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YAaneHVIe TeKCTa C 3KpaHa
| JeMoHcTpauus

1 BblgenuTe TEKCT, KOTOPbIN HeobxoanMo yBpaTh C aKkpaHa.
2 B meHio ®opmar BbiGepuTe komaHay WpudT, a satem — Bknaaky Wpudr.

3 YcraHoBuTe hnaxok CKPbITLIN.
MpumevaHue. [Ons yganeHus unu BbiBoga CKPbITOro TEKCTA Ha 3KpaH HaxMuTe kKHorky Henevyataemble

kil
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CUMBOIJbI



MU3meHeHue wpudTa
=l JeMoHcTpaums
1 BblgenuTe TEKCT, KOTOPbIN HEOBXOANMO U3MEHUTb.
2 Ha naHenu nHcTpymeHToB ®opmaTupoBaHue BbIGepUTe HasBaHue WpudTa B none Wpudt

Arial |~
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N3meHeHuUe pa3Mepa cumBoIioB
| JeMoHcTpauus

1 BblgenuTe TEKCT, KOTOPbIN HEOBXOANMO U3MEHUTb.
2 Ha naHenu uHcTpymeHTOB ®OpMaTUpoBaHue BbIGEPUTE HEOOXOAUMBIN pa3Mep WpudgTa B none Pasmep

10|

wpudcpTa
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n pumMmeHeHUe NOoNny>MpPHOro Ha4yepTaHuaA

| JeMoHcTpauus

1 Bbigenute TekcrT, K KOTOpOMY Heobxogumo NPUMEHNTb NONY>XXNUPHOE HadyepTaHue.

2 HaxmuTe kHOMKy MonyXUpHbIN IEL
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ﬂonqepKMBaHMe TeKCTa

| JeMoHcTpauus

1 BblgenuTe TEKCT, KOTOPbIN HEOBXOANMO NOAYEPKHYTh.
2 Haxmute kHonky MogyepkuBaHue ;
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N3meHeHUe uBeTa TeKcTa

1 Bbigenute TekcT, uBet KOTOpOro HeobxoauMo U3MEHUTb.

2 [1ns npumeHeHusa Haubornee YacTo UCMOoNb3yeMOoro LiBeTa HaXKMuTe KHomky LiBeT wpudta ;
[ns npumeHeHWs Apyroro LiBeTa HaXXMUTE CTPENKy cnpasa oT kHonku LiBeT wpudta, BoiGepute
HeobXxoaUMBbIV LIBET, @ 3aTEM HAXMUTE KHONKY.
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n pnMmeHeHne KypcnBHoOro HadyeprtaHmsa

| JeMoHcTpauus

1 Bbigenute TekcrT, K KOTOpOMY Heobxogumo NPUMEHNTb KYpCMBHOE HavyepTaHue.

2 HaxmuTe kHonky Kypcue ;
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3a‘-lepKM BaHUNEe TeKCTa
| JeMoHcTpauus

1 BblgenuTe TEKCT, KOTOPbI HEOBXOANMO 3a4EPKHYTh.

2 B meHio ®opmar BbiGepuTe komaHay WpudT, a satem — Bknaaky Wpudr.

3 YcraHoBuTe hnaxok 3a4epKHYTbIN.
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OToGpaxxeHMe aHMMaL UK TeKCTa

| JeMoHcTpauus

1 B meHio Cepsuc BbiGepuTe komaHay MapameTpsl, a 3aTem — Bknaaky Bua,.

2 YcTaHOBWTE UMK CHUMUTE (hriaxxok AHMMaLMs TeKcTa.
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3ameHa KapTUHKN

1 [Baxabl LenkHUTE KapTUHKY, KOTOPYHO CriefyeT 3aMEHUTb.
2 [paxabl WeNKHATE HOBYIO KapTUHKY.

Mpumevanune. Ecnu kapTuHka npeobpasosaHa B rpadmyeckmin 06beKT, To HeobxoAMMO yaanuTb ee nepeq
BbIOOpOM HOBOW kapTuHkK. (KapTuHka 6bina npeobpasoBaHa, ecnv Npu ee Lenyke He NosIBNSETCs KONneKums
KapTuHoK.) [ins Beibopa HOBOWM KapTWHKM BbibepuTe KoMmaHay PucyHok B meHio BcTaBka, a 3aTem — komaHay
KapTuHku.
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Pa3rpynnMpOBaHMe N NAMEeHeHne KapTUHKU

1 Bbigenute KapTUHKY, KOTOPYIO CriefyeT U3MeHUTb.

2 Ha naHenu uHcTpymeHTOB PucoBaHue HaxxMuTe kHOMKy [lecTBus, a 3atemM BbibGepuTe KomMaHay
PasrpynnupoBarthb.

3 [ns nameHeHnsa oTAenbHOro KOMNOHEHTa KapTUHKN Heobxogumo npoaoJKUTb BblaeneHmne n
pasrpynnupoBaHune A0 OOCTUXKEHNUA 3TOro KOMNOHEHTa.

4 [1na nameHeHns 06BLEKTOB UCMONb3yiTe NaHernb MHCTPYMeHTOB Pucosanme.

Hanpumep, CyleCTByeT BO3SMOXHOCTb neperpynnmpoBaTb KOMMOHEHTbI KAPTUHKW, 00beAMHUTL HECKONBbKO
KapTUHOK, NU3BMEHUTb LBET 3aNuBKM U NIMHUA U T. N.

5 [ns dhopMmpoBaHMs KapTUHKM BbIAENUTE BCE COCTaBNAOLWME ee rpynrbl, a 3aTeM BblibepuTe kKomaHay
CrpynnupoBaThb.
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[o6GaBneHne KapTUHOK B KONMEKUUIO

1 BbiGepute komaHay PucyHok B MeHio BecTaBka, a 3aTem — koManzy KapTuHku.

Haxwmute kHonky Import Clips Ha Bknagke Clip Art.

HarguTte nanky, cogepxaLlyto HyXXHYI KapTUHKY.

BbibepurTe KapTUHKY, KOTOpPYLo criedyeT A4o0aBuUTb B KONMEKUMIO, @ 3aTeM HaXXMUTE KHOMKY OTKPbITb.

a b~ ODdN

BeeauTe kntoyeBble CnoBa, BbiGepuTe CyLLECTBYHOLLYIO UM CO34aNTe HOBYIO KaTeropuvio Anst UMMNopTUpyemMo
KapTWHKK, a 3aTem Haxxmute kHonky OK.
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Co3gaHue KONMoOHOK

1 MMepeiguTe B peXxMm pasMeTKu.

2 [Insa co3naHust KOMOHOK M3 BCEro TekcTa AoKymeHTa BbiGepuTe komaHay Bbigenutb Bce B MeHio MpaBka.
[ns co3gaHnsa KOMOHOK M3 YacTu TeKCTa AOKyMeHTa BblaenuTe Tpebyemyto YacTb.
[nsa co3gaHnsi KONMOHOK M3 pasfgena AOKYMEHTa yCTaHOBUTE KypCop B TEKCT STOro pasgena.

3 HaxmuTe kHoMKy KonoHku ;

4 Ykaxute Hy)KHoe YUCNO KONMOHOK C NOMOLUBbHK MbILLA.

5 N3MeHUTE LUMPUHY KOSIOHOK 1 MPOMEXYTKM MEXAY HUMU NyTeM nepeTackuBaHnsi COOTBETCTBYHOLLIMX
MapKepOB Ha [OPU3OHTANBHO MUHEKe.

[=] WNHCTpYKUMM

CoBeT. [1nA 3agaHUs TOYHOW LUMPKHBI KONTIOHOK U NMPOMEXYTKOB MEXAY HAMU BbiNonHWUTe warn 1 n 2, a 3ateM
BbiGepuTe koMaHay KonoHku B MeHio dopmar.

MpumeyaHune. TeKCT B KONMOHTUTYNAX, MPUMEYAHUSX U pamMKax He MOXeT ObiTb 0DOPMMEH B BUAE ras3eTHbIX
KOMOHOK. Ans odopmneHns TekcTa B 9TMX obnacTsx criegyer MCnonb3oBaTh Tabnuubl.
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MU3meHeHue LUMPUHbI KOJTOHOK

1 MMepeiguTe B peXxMm pasMeTKu.
2 Ecnv foKyMEHT COAEPXKUT HECKOMbKO Pasfenos, YCTaHOBUTE Kypcop B HYXHbIN pasaern.
3 MepeTawnTe Mapkepbl KONTOHOK HA FOPU3OHTAIBHON NUHEIKE.
[ ot |
CoBet. Ecnu ns-3a cocegHemn KOMOHKW He yAaeTCs YBEMUUYNTL LUMPUHY KOMOHKM, TO CHavana ymeHbluute
LUIMPUHY COCEOHEN KOMOHKN.

MNpumeyaHue. Ecnu KOMOHKM MMEIOT OAMHAKOBYIO LUMPUHY, TO U3MEHSIIOTCS BCE KOMOHKW. Ecnu KonoHku
WMEIOT PasHyto LUMPUHY, TO U3MEHSIETCS TOMNBbKO OfHAa KOMOHKa. BbiGpaTb KONMOHKM OQUHAKOBOW UMK pasHoM
LUMPWHBI, @ Takke 3a4aTb TOYHbIE 3HAYEHUS! LUMPUHBI KOSTIOHOK U PACCTOSIHUSI MEXAY HUMW MOXHO C NMOMOLLbHO
koMmaHabl KonoHku (MeHio Popmar).
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MN3meHeHUe Yyncna KONnoHok

1 MMepeiguTe B peXxMm pasMeTKu.

2 [1na n3MeHeHust ymcna KonoHOK BO BCeM AOKyMeHTe Bbibepute komaHay BoigenuTb Bece B MeHio MpaBka.
[ns n3aMeHeHnst Ymcra KOorNoHOK B YacTu AOKYMEHTA BblOENUTE HYXKHYHO 4acTb.
[nsa nameHeHusa Ymcna KonoHOK B pasfene AOKYMeHTa yCTaHOBUTE KypCop B 3TOT pa3aern.

3 Haxmure KHOMKY KonoHku .|. a 3aTteM yKaxunte Hy>KHOe YMCINOo KOMMOHOK C MOMOLLbIO MbILLN.
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BctaBka BepPTUKalrbHbIX pasnenmeneﬁ Mexay KONnoHKamMu

| JeMoHcTpauus
1 NMepeiigute B peXnMm pasMeTKu.

2 Ecnv OKYMEHT COOEpPXKUT HECKOSbKO pa3fenoB, yCTaHOBUTE Kypcop B 3TOT pasgern.
3 BbiGepute komaHay KonoHku B meHio ®opmar.

4 YcraHosuTe dnaxok PasgenuTtens.
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Co3paHue o6Llero 3arosioBka Hag, HECKONbKMMU KONTOHKaMu

1 Ecnu KonoHKM elle He co3aaHbl, co3aiTe ux.

[=] WNHCTPYKUMM
2 B pexume pa3ameTKu BblOENNTE TEKCT 3arofoBKa.

3 Haxmure KHOMKY KonoHku M C NOMOLLbIO NepeTacknBaHUA BbiaeNINTE OOHY KOJTOHKY.
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.

BcTaBka pa3pbiBa KOJTOHKU
JemoHcTpauus
1 NMepeiigute B peXnMm pasMeTKu.
2 lllenkHWTe MecTo, OTKyZa criegyeT HayaTb HOBYO KOJTOHKY.
3 BbliGepute komaHay PaspbiB B MeHio BeTaBka.
4 BbiGepute napametp HoBy10 KOMOHKY.

TekcT, crieaytoLLmii 3a KypcopoM, ByaeT nepeMeLLeH B Hayarno criefytoLwein KONoHKH.

||||:ﬁ||

.

Kypcop
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BblpaBHMBaHMe KOJTOHOK

1 Ecnu KonoHkKu elle He co3aaHsbl, cosgaiite ux.

WHCTpYKUNN

2 B pexume pa3MeTKu YCTAHOBUTE KypCOp B KOHEL, TEKCTA, KOTOPGLI CriedyeT BbIPOBHSTD.
3 BbliGepute komaHay PaspbiB B MeHio BeTaBka.

_____[lemoncTpauus

4 Bbibepute napametp Ha Tekywien cTpaHuue.

B TekcT 6y,u,eT BCTaBMEH pa3pbIB pasgena. TekcT 6yueT paBHOMEPHO pacnpeaeneH no KofmoHKaMm.

=

=

CoBet. UYT06bl HaYaTb HOBbIN pasgen C HOBOW CTPaHWLbl, yCTAHOBUTE KYpCOP Nocie TOYKN pa3pbiBa, a 3aTeM
BCTaBbTE NMPUHYAUTENbHbIA pa3pblB CTPaHWLBbI.
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YnaneHune KONOHOK

1 MMepeiguTe B peXxMm pasMeTKu.

2 Ecnu foKyMEHT COAEPXKUT HECKOMbKO Pa3fenos, YCTaHOBUTE Kypcop B 3TOT pasaern.

3 Haxmure kHonky Kononkn 2|, 11 ¢ nomolLbio nepeTackuBanms BblaenuTe ofiHy KOMOHKY.
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PaspelueHne BONpPOCOB: KONMOHKM

=] KonoHkM cosgaHbl, HO He 0ToBpaxatoTcsa Ha SKpaHe

(=] LlinpnHa TekcTa B KONOHKax HaMHoro 6onblie (MeHblue), YeM npeanonaranoch

| KONOHKM MMEIOT pasHyto ANvHY
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KonoHku co3naHbl, HO He OTOGpa)KaI'OTCFI Ha 3KpaHe

e [lepenante B pexXum pasMeTku.
e BBeauTe AONOMHUTENbHBIA TEKCT. BO3MOXHO, TEKCTA HEQOCTATOYHO AN NEPEHOCa B CEAYIOLLYHO KOTOHKY.

o [Ina oToBpakeHnsa rpaHunL, KONOHOK NeperianTe B pexum pasMeTku, BoibepuTe komaHay MapamMeTpbl B MeH0
CepBuc, a 3aTeM ycTaHoBUTe dnaxok MpaHULbl o6nacTu TekcTa Ha Bknaake Bua.

o [Ins oToGpaXeHWs CKPLITOTO TEKCTa HaXMuUTe KHornky HeneuaTtaemble cumeonbl 2,
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LLnpuHa TekcTa B KONIOHKax HAMHOro G6onblue (MeHbLe), Yem npeanonaranocb

Bo3moXXHO, 4TO AN TeKcTa onpeaeneHbl OTCTYMbl U BbICTYMbl. YCTaHOBUTE Kypcop B none Tekcta. Ecnu mapkep
OTCTyna He CoBMagaeT C MapKepoM KOMOHKMW, X criegyeT COBMECTUTL. [nd nonyyeHus cBegeHun o
nepeTackMBaHUM MapKepoB OTCTYMOB HaXMUTE KHoMky 2, Tawke MOXHO M3MEHWUTL 3HaUYEHMe OTCTyNa C
nomMoLLbo KoMmaHabl Ab3au, (MeHio dopmar).
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KonoHku umetot pPa3Hy ANMNHY

e [lpn paboTe Cc AOKYMEHTOM, CO34aHHbIM C MOMOLLbIO KaKon-Nnbo Apyrov NnporpaMmmMbl, HEOOXOAUMO HAacCTPOUTb
napameTpbl coBMecTMMoCTW. BoibepuTe komanay MapameTpbl B meHio CepBuc, a 3aTemM CHUMUTE doraxok
He BbipaBHMBaTbL KONOHKKN B pa3fere, HAYMHAIOLWEMCA Ha TOW Xe CTpaHuue Ha BKnagke
CoBMeCcTUMOCTb.

¢ Ha BblpaBHMBaHWe ra3eTHbIX KONOHOK MOXeT BNusATL hopmat ab3aua. Beibepute komaHay Ab63aL B MEHIO
®dopmart, a 3atem — Bknagky MonoxeHue Ha cTpaHuue. CHumMuTe chraxku 3anpet BUCAYNX CTPOK, He
pa3pbiBaTh ab3au, He oTpbiBaTh OT cnepytouero 1 C HoBOM CTpaHuULbI.
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I'IepeTeKaHue TeKCTa Mexay CBA3aHHbIMU Hagnncamun

[nsi opraHn3aummn nepeTekaHna TekcTa MeXay HECKOMbKMMM NO3ULIMSIMU B LOKYMEHTE CreayeT pasMecTuTb
Hagnucy, a 3aTem yCTaHOBUTb Mexay HUMM cBadn. Hagnvcu He ob6sizaTenbHO AOMKHbI ObITb PacnonoXeHbl
psioom. CBazaHHbIE HAAMUCU MOXHO UCMONb30BaTh NpPU BEPCTKE AOKYMEHTOB, HaNpuMep, ecnu TpebyeTcst
pacnosnoXuTb TEKCT HEMPEPLIBHO C NEPBOW A0 YETBEPTON CTPaHMLbl PEKITAMHOIO NPOCMeKTa.

Mpwn nobaeneHun CTPOK B CBA3@HHYI0 HaAMNNCb TEKCT aBTOMaTUYECKN nepeTekaeT B crieayoLLyo Hagnuee. Mpu
yaaneHuu cTpok U3 Haanmcu B Hee nepetekaeT TEKCT U3 cneytowen Hagnucu. Heckonbko 3anucen MoXHO
CBA3aTb B LLEMNOYKY. D,OKyMEHT MOXET COAEepXaTb HECKONBbKO COCTaBHbIX Lieno4yek Haanmcen. CBA3n He
0653aTenbHO AOMKHbI ObITb paccTaBlieHbl B NPAMOM HanpaBlieHnn.

1 Bbibepute komaHay Hagnuch B meHio BeTaBka.

2 OTmeTbTe UnK BblaenunTe paMKOI;I, yaepxumeada neByro KHOMKY MbILLW, MECTO B JIOKYMEHTEe, Kyaa HY>XHO
BCTaBUTb HaAMNuChb.

3 BcraBbTe LOMONMHUTENBHbIE HAAMWUCK B TEX MECTaX, Kyaa [OMKeH nepetekaTb TEKCT.
4 BbiGepute nepeyto HaaNMCh.

==
5 Ha nanenu MHCTPYMEHTOB Hapnucb HaxmuTe KHOMKY Co3aaTtb CBA3b C HAANMUCHLI ;

6 BbiGepuTe Hagnuck, B KOTOPYIO TEKCT JOMKeH nepetekaTtb. (IMpu npoxoxaeHun ykasaTtens B BUAe KyBLUMHA
Hag Haanucbio, C KOTOPOW MOXHO YCTaHOBUTb CBA3b, «KYBLUMH» NepeBopaynBaeTcs.)
7 [nsa ycTaHOBKM CBA3EW C APYrMMU HAOANUCSMU BbIBepUTE TOMBKO YTO NPUCOEAUHEHHYIO HAAMUCL U NOBTOPUTE
warn 5n 6.

8§ B nepByw HagnNnncCb BBEQUTE HY>XXHbI TeKCT. 1o Mepe ee 3anofHeHUs TEKCT HAaYHET nocrefoBaTernbHO
nepetekatb B HagnMcK, cBsizaHHbIE C NEPBON.

MpumeyaHus
e Hapnuck, Ans KOTOPOW YCTaHaBNUBAKOTCH CBSI3U, AOMKHA ObITb MYCTOW U HE CBA3AHHOW C APYroi LENOYKON.

e [nsa pa6OTbI C KOHTEKCTHbIM MEHIO HaZnucK ABuranTe ykasaTtenb N0 paMke Haanucu, noka oH He
npeBpaTuTCA B CTPESKy, yKa3bliBaloLLyo B YETbIPpEX HanpaBneHnaX, 1 3ateM HaXXMUTe npaByr0 KHOMKY MbILLN.

e Ecnu Bbl cnyyaiiHo y6panu ¢ akpaHa naHernb MHCTpyMeHToB Haanucsk, Beiaenute niobyto Haanuck, BelbepuTe
komaHay MaHenu MHCTPYMeHTOB B MeHI0 Bua, a 3atem yctaHOBMTE COOTBETCTBYHOLMIA chriaxok. (JTa
NaHemnb UHCTPYMEHTOB CTaHOBUTCS OCTYMHOW TOMbKO NPU HANUYMKU Haanuce B TEKYLLEM JOKYMEHTE.)

¢ [Ins co3gaHus peknamHoro NpocrnekTa MOXHO Takke BOCMONb30BaTbCA MacTepoM BoNnneTeHsi, KOTopbIi
no3BonisieT paboTaTb CO CBA3AHHLIMU HAAMUCAMM U FTOTOBLIM TEKCTOM U M306paxeHusiMU. [ns nonyyeHus
[ONONHNTENbHBIX CBEAEHNIA HaXMnTe kHonky (2],

J CBsizaHHble HaanMcy OMMKHbI HAXOAWUTLCS B OAHOM AOKyMeHTe. Henb3s Takke cBA3aTb Haanmcu
BIOXEHHbIX JOKYMEHTOB B OAHOM AOKyMeHTe. Henb3si Takke pa3butb JOKYMEHT Ha BIIOXEHHbIE JOKYMEHTbI,
coaepallue CBsi3aHHble HAANUCU U3 OQHOW LIEMOYKN.

L==2]
e Ecnu Bbl Haxkanu KHOMKY Co3aaTtb CcBsA3b C HAAQMUCHLIO ; a 3atemM nepegymanu, HaxmuTe KnasuLly ESC.

. [Insi u3BMeHeHUs1 BHELLHEro BUAAa Haanucy, Hanpumep, Ans U3MeHeHUst Unu yaaneHusi rpaHnLbl unu
nobaBneHus uBeta hoHa UK TEKCTYPbI, BbIOEpUTE HAAMWCh, 3aTEM BbINONHUTE KOMaHay Hagnucb B MeHio
®dopmart. [Ins nony4yeHUs LONONMHUTENbHbIX CBEAEHWI 00 U3MEHEHUWN BHELLHETO BMAA U YCTAHOBKM 3HA4YeHWI No
YMOMUaHWIO 41151 0TOBpaxaeMblX 0GLEKTOB HaKMUTE KHomky 2],
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Co3pgaHue nepeTekarowlero Tekcta ans cgpuryp
MoxHo co3faBaTb CBA3aHHbIe HAANMUCU MexXOy cbmrypaMM, TaKMMW KaK OKPY>KHOCTW, 3NIEMEHThI OrnoK-CXeM U T. n.

1 Cospgaiite He MeHee ABYyX rpacyeckux 0GbEKTOB, TakuX KaK OKPYXXHOCTb UMnu aBTodurypa.
= WHCTpYKLMK
2 LenkHnTe Kaxayto urypy npaBoi KHOMKOW, B KOHTEKCTHOM MeHto BbibepuTe komaHay [lo6aBUTb TEKCT.

3 Bbligenute nepsbiit 00ObekT. 3aTem gpurante yKasaTenb no pamMke Haanucu, noka oH He NpeBpaTuTCA B
CTPErKy, YKa3blBaloLLyt0 B YETbIpexX HanpaBlieHUAX, Nocre 4Yero WenkHnTe pamMky.

==

4 Ha naHenu nHcTpymeHToB Hagnuck HaxxmuTe kHomnky Co3aaTh CBA3b C HAAMUCHIO ;

5 BeibepuTe Ty Hagnucb Ha curype, B KOTOPYIO AOMKEH nepeTekaTtb TekcT. (Mpu npoxoxaeHnn ykasatens B
BMAe KyBLUMHA Haf, HAAMUCbIO, C KOTOPOW MOXHO YCTaHOBUTb CBSI3b, «KYBLUMH» NepeBopavnBaercs.)

6 [ins ceasu c gpyrumu courypamu Boibepute curypy, 4ns KOTOpPOK ToMbKO YTo Gbina co3naHa CBsidb, 1
nostopuTe warv 4 n 5.

7B nepBylo HaaNUCb BBEAUTE HY>KHbIV TEKCT. 10 Mepe ee 3anonHeHns TEKCT HAYHET nocrneaoBaTenbHO
nepetekatb B HagNMcK, cBA3aHHbIE C NEPBON.

MpumeyaHus
e K churypam, obpaszoBaHHbIM NPSMbIMU U MOMNUIUHUAMMU, HEMb3A A06aBUTL TEKCT.

e Ecnu Bbl Haxanu kHonky Co3paaTh CBA3b C HAAMUCLIO , a 3aTeM nepeagymarnu, HaxmuTe knasuwy ESC.
o Ecnu Bbl cnyyanHo ybpanu ¢ akpaHa naHenb MHCTpyMeHToB Hapnucsk, Boigenute nwobyro Hagnmchb,
Bblbepute komaHay MaHenu MHCTPyMeHTOB B MeHio Bua, a 3ateM yctaHoOBMTE COOTBETCTBYHOLLMIA chnaxok. (Ta
naHernb MHCTPYMEHTOB CTAHOBUTCS JOCTYMNHOM TONBbKO NPY HaNM4Mn HagnvMcen B TeKyLem AOKYMEHTE.)
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Pa3prB CBA3N MeXay HaanucAamMmun

Hagnucb MoXeT nmeTb TONbKO OAHY NPSMYIO CBA3b (B HanpaBneHuv Bnepea) u ogHy obpaTHyio (B HanpaeneHuu
Hasag). MoxHO pa3opBaTh CBA3b MexAy ABYMSA HAAMUCAMU, ABASIOLLMMUCS YacTblo uenoyku. MNpu paspeise
Lenoykn obpasytotca Ase Lenodvkn. CBAsn, HaxXoasLWwmMecs Ao U Nocne pa3pbiBa, OCTalTCs, HO nepeTekaHue
TEeKCTa OCTaHaBNMMBAETCHA Ha NocrneaHen HaaNMcK nepea pasopBaHHON CBA3blo. BTopoi Habop cBA3aHHbIX
Hagnucen, CTaBLIMA Tenepb OTAEMNbHOWN LIeNMOYKON, CTAHOBUTCS MYCTbIM.

1 BbiGepuTe Haanuck, koTopasi CTaHET NocneaHen nepen paspbiBom. [ns aToro ABuraiite ykasaTerb No pamke
HaZMMCK, NoKa OH He NPEBPATUTCA B CTPESIKY, YKasbiBaloLLyto B YETbIPEX HaNpaBneHusX, 3aTeM LWenkHuTe
pamky.

2 Ha naHenu uHcTpymeHToB Hagnuck HaxmuTe kHomky Pa3opBaTh CBsI3b CO criegytoLueit ;
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MepeMelueHune No Lenoyke Hagnucemn

1 Bbl6epI/1Te Hagnucb, ABNAKOLWYHCA YaCTblO LENOYKN.

2 Ha naHenu nHcTpymeHToB Hagnuck HaxmuTe kHonky Cnegyrowasa Hagnuchb unv Npegbiaywas
Hagnucb
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YnaneHue cBA3aHHOM Hagnucu 6e3 yOaneHusa TeKcTta
MoxHo yAanuTtb CBA3aHHYKO HAANUCb, HE yaanaa TeKCT LeNnOoYKn.

1 BbibepuTe Hagnuch, ABMSIOLLYIOCS YaCTbio Lienodky. [Ins aToro ABuUrainte ykasarternb o pamke Hagnucu, noka
OH He MPEeBPATUTCS B CTPESKY, YKa3bIiBalOLLYIO B YETBIPEX HAMPABIEHUSIX, 3aTEM LLENKHUTE paMKy.

2 HaxmunTe knasuily DEL.
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Kak cozpatb napanneribHbleé KOJIOHKN TeKCTa Ha HECKOJIbKUX CTPaHuLUax

MoxHo co3gaTb cBsi3aHHble Hagnucu, npeacTaensowmne cobor napannenbHble KONOHKM BAOMNb BCEro
OOKyMeHTa. QTOT MeToq OaeT pesynbrart, OTNNYHbINA OT pe3ynkrarta, NofyyaemMoro npy UCnorb30BaHUM KOMaHabl
KonoHku B MeHio Popmart, korga TEKCT NepexoamT U3 KOMOHKM 1 B KONMOHKY 2 Ha Tekyllen cTpaHuue. [ns
CO30aHMsA NaparnmnenbHbIX KOMTOHOK MOXHO Takke MCMoNb30BaTh Tabnuupbl, HO CBSI3aHHbIE HAANMUCK
obecneunBatoT nyyllee ynpaeneHve nepetekaHneM Tekcra.

Mcnonb3ys cBA3aHHble HAAMMCK, MOXHO 3aCTaBUTb TEKCT KOMOHKMN 1 nepexoanuTb B KOJTOHKY 1 Ha cnegytowen
cTpaHuue. TeKCT, pacnosiOKEHHbIN PSAOM C NEPBLIM B KONOHKE 2, MOXET NepeTekaTb B KOJIOHKY 2 Ha
cne,u,yrou.teﬂ CTpaHuLe napannenbHO KOMoHke 1. OT0T cnocob noneseH, ECNN NMEDTCS ABa CXOAHbLIX TEKCTA,
HanpumMep, TeKCT Ha PYCCKOM A3blke MOXHO pacnofioXUTb ClieBa, a Ha aHIMUNCKOM — cnpaea.

1 Haxmure KHOMKY HenevyaTaemble cumBoOnbI ﬁl ansa 0To6pa>|<eH|/|$| cMMBoroB ab3aua.

2 LLienkHuTe TO MeCTO BBEPXY CTpaHuLbl, A€ OOMKHbI HAYMHATBLCSA NapannenbHble KOMOHKK, 1 ABaXabl
HaxXmuTe KnaBuly ENTER.

3 LLlenkHnTe nepBbIi cMMBON ab3aua Ha cTpaHuLue.

4 Beibepute komaHay Hapnuck B meHio BeTaBka.

5 BbligenvTe ¢ NOMOLLbIO MbILLK NPSIMOYTOfbHMK, B KOTOPOM ByAeT pacrnonoXxeHa npasasi KOfIoHKa.

6 CHoga BbIGepuTte komaHay Hagnuck B MeHio BeTaBka.

~

Bbligenute ¢ NOMOLLbIO MbILLK NPAMOYTOfnbHUK, B KOTOPOM 6yueT pacnonoXxeHa npaBas KONoHKa.

8 LLlenkHnTe nocnegHuii cumMBeon absaua Ha CTpaHuLe U HaxxmuTe knasunwn CTRL+ENTER Ang BCTaBku pa3pbiBa
CTpaHuubl.

9 nOBTOpI/ITe npoaenaHHbie Wwarn anda Bcex CTpaHuu AOKYMeHTa, KOTOpble AOMMKHbI coaepiKaTb napannenbHble
KOJNMOHKWN, N BEPHUTECH K nepBoﬁ Haanucu.

10 LLlenykom mbilLKn BblAENUTE neBylo HaaANUChb.

(==
11 Ha navenu nHcTpymeHToB Hagnucbk HaxmuTe kHonky Co3aaTh CBA3b C HAANUCHIO ; Ykasarenb
npuMeT opMy KyBLUMHA.

12 [nsa co3gaHus cBA3M BbiGepuTe NEBy HAAMNWUCb Ha CNeayLwen cTpaHule.
13 CospanTe cBA3M ANa BCeX HaANMcen B JaHHONW LEeNoYke Ha NeBOV CTOPOHE OOKYMEHTA.
14 [MoBTOpPUTE BCE AECTBUSA ANs HaANMUCeN B MPaBoON LiENoYKe.

Mpumeyanne. Ecnu aBaxabl HaxaTb knaBuvwwy ENTER B Ha4are kaxgon CTpaHuLbl, TaM NOsIBUTCS MO
[OMONHUTENBHOMY NycToMy ab3auy. 3Tv ab3albl MOTyT NPUIOAUTLCS AJst BCTABKW TEKCTa Y PUCYHKOB NOMUMO
Hagnucei. Ecnn nyctoi ab3al He HyXXeH, ero MOXHO yAanuTh.
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KOﬂMpOBaHMe CBsI3aHHbIX Hagnucen

MoxHO ckonnpoBaTh LEMOYKY CBA3aHHbIX HAAMUCEN B APYrOi AOKYMEHT UMW B APYroe MecTo AaHHOro
[OKyMeHTa. YTobbl CKONMMPOBaTL CBA3AHHbLIE HAAMUCH BMECTE C COAEPXKMMbIM, HAZI0 CKOMMPOBaTh BCE
cBsi3aHHbIe HaANUCKU B LIEMOYKe.

1 BblgenuTe nepsyto HaANUCL B Lienoyke. [na aToro ABuranTe ykasarernb No paMke Haganvcu, rnoka oH He
NpeBpaTnTCs B CTPErKY, YKa3blBatoLLYyIO B YETLIPEX HaNpaBneHusX, 3aTeM LWEenKHUTE paMKy.
YoepxvBas HaxaTon knasuwy SHIFT, BelbepuTe ocTanbHble HaanucK, Noanexaluue KonmpoBaHuio.
Beibepute komaHay KonupoBaTtb B MeHto MpaBka.

LLlenkHnTe TO MeCTO B JOKYMEHTe, KyA4a HY>KHO CKOMMpOBaTb Hagm1cw.

a b~ OD

BeibepuTe komaHay BetaButhb B MeHio MpaBka.
MpumeyaHus
¢ MoxHo nepemeLLatb HaanMcu, cnomnb3ys komaHay BbipesaTb BMecTo komaHabl KonupoBaTb.

e YT06bI CKOMMPOBATL YacTb TEKCTA U3 LIEMOYKM, BbIAENUTE TEKCT U CKOMMPYNTE €ro, He BbIAENsis caMon
Hagnucu. CKonMpoBaHHbIV B Bydhep TEKCT MOXHO 3aTEM BCTaBUTb B CaM AOKYMEHT, B ApYyroe Mecto AaHHON
Lienoykn Unu B ApYryto LEMOYKY.
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Pa3pe|.ueHMe BOMPOCOB: CBA3aHHbIe HaaANMNCH

| [Mpy KONMPOBaHUW CBSA3aHHbLIX HAANUCEW TEKCT B HUX Nponagaet

=] Tabnuua, nomelleHHas B CBA3aHHbIe HAANUCW, BIMAANT 06pe3aHHom

=] CHocku unu nond SEQ He paboTaroT B CBA3aHHbIX HAANUCAX

[=] Mpu NonbITKe CO3AaHUS CBA3aHHbLIX HAANUCEN «KYBLUMHY» He NepeBopaynBaeTcs
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an KonnpoBaHuu CBA3aHHbIX Hagnucen TEKCT B HUX nponapaet

e [pv KONMPOBaHWUK CBA3aHHbIX HAaAMNUCeEN Hago KoNMpoBaTb BCe HagnMcK B Lenodke. Ecnu ckonvposaTth nuilb
YacTb Hagnucew, oHn ByayT ckonupoBaHbl 6e3 TekcTa. YTobbl CKONMMpPOBaTh YacTb TEKCTa, BbiAenute aTy
YyacTb, 3aTeM cKonupyiTe ee B Bydep obmeHa. STOT TEKCT MOXHO 3aTeM BCTaBUTb B CaM AOKYMEHT UK B
APYryt0 LenoYKy CBA3aHHbIX Hagnmcen.
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Ta6nv||.|a, nomMeLleHHas B CBfA3aHHbIe HAaANMUCH, BbIrMAAUT o6pe3a|-|H017|

e Ecnu Tabnuua nomelleHa B CBA3aHHbIE HAAMUCK U €€ HWXKHUIA Kpal He NoMeLLaeTcs B Npeaenb! Haanucu,
OHa MOXeT oka3aTbcs 0bpe3aHHon. Tabnuua MoXeT nepexoauTb U3 OQHOW HaANUCKU B APYryto, HO CTpoOKa
Tabnuubl He MOXeT pacnonaratbcsi 6onee Yyem B ogHoln Hagnucn. MoxHo nMMbo yBennunTb HagnuCh, YToObI
Tabnuua nomecTunach LEenmkom, IMbo yMEHbLUNTL, YTOObI 0Ope3aHHasa CTpoka nepemecTunach B
crnenyLLyro Haanmeb.
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CHocku unu nona SEQ He paboTaloT B CBA3aHHbIX HAANUCAX

Mona SEQ n cHockn B Hagnucax pabotatoT HenpaBunbHO. ECnv HyXKHO ynpaBnsATb pacronoXxXeHnem TeKcTa,
cogepxatlero cHocku 1 nonsa SEQ, ncnonb3ynte pamku. [ins nonyvyeHns AONOMHUTENbHbLIX CBEAEHUA HAXMUTE
kHonky [,

{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"wotbcMyFootnotesOrSequenceFieldsArentWorkingRightinConnectedTextBo
xA":1:"Foo":"Invisible"}



an NonbITKe CO34aHUA CBA3aHHbIX HagnNucen «KYyBLUMH» He NepeBopavnBaeTcs

Ecnn yKasaTerb B Buae KyBLIMHaA He nNepeBopavmBaeTCAd, 3Ha4unT, AaHHaA CBA3b HE MOXET ObITb yCTaHOBIEHa.
UTtobbl C AaHHOW HAONUCBIO MOXHO ObINo YCTaHOBUTb CBA3b, AO/TKHbI BbINOMTHATLCA crieayroLline ycrioBma:

e Hagnuck gomkHa ObiTb NyCTOMN.

e Hagnuck He fomkHa BbITb 9NEMEHTOM LIeNoYKy.

e Hagnuch He fOMKHa HAXOAUTBLCA B APYTOM BIIOXEHHOM JOKYMEHTE AaHHOrO rMaBHOMo JOKYMEHTa.

e Kaxpgas dopma, koTopas 6yaeT cBsidaHa, JOMmKHA UMETb NPUCOEANHEHHOE K HEW TEKCTOBOE rnore. YTobbl
NpUCOeanHUTL TEKCTOBOE norne K hopme, LWENKHUTE ee NpaBol KHOMKOW MbILUK U BbibepuTe KoMaHay
[Ao6aBuTb TEKCT.
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Bbi6op wpucToB ANA npeobpa3oBaHHbIX hannos

1 OTkpoiiTe JOKYMEHT, B KOTOPOM CMEAYeT 3aMeHUTb LUPUATHI.
2 Beuibepute komaHay MapameTpbl B MeHio CepBuc, a 3aTeM — Bknaaky COBMECTUMOCTb.

= JemMoHcTpaums
3 Haxmute kHonky MoacTaHoBKa WPUGTOB.
4 W3 cnucka OTCYTCTBYIOLWMIA WIPUT BbIGEPUTE LLPUGT, KOTOPbLIN CNEAYeT 3aMEHNTb.
5 W3 cnucka 3ameHsilowmin WIpUAT BbiGepuTe LLPUET, KOTOPLIN ByAET NCNOoNb30BaTbLCA BMECTO
OTCYTCTBYHOLLIETO.

Mmsa oTcyTCTByIOLEro WwpudTa He M3MEHSETCS, a 3aMEHSIETCH TONbKO OTOoBpaXxaembln Ha aKpaHe WpUPT Ha
AOCTYNHBIA B AaHHON cucteme. Ecnu 3ameLyaownii LWpUGT ykadaH no ymMon4aHuio, npoytuTe cooblueHve B
HXXHEW YacTu AManoroBoro OkHa, YTobbl MOHATL, Kakom WpndT ByaeT NCNonb30BaH.

6 [MMosTopuTe Warn 4 n 5 ANs kaxgoro WpKUgTa, KOTOPbIV CeayeT 3aMeHNUTb.
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HacTtpomnka Word gns pa6oTbl ¢ npeobpa3oBaHHLIMU AOKYMEHTaMu1

1 OTkpoiiTe JOKYMEHT, ANA KOTOPOro criefyeT yCTaHOBUTb NapamMeTpbl COBMECTUMOCTY.
2 B wmeHto CepBuc BbibepuTe komaHay MapameTpsl, a 3aTeMm — Bknagky COBMECTUMOCTb.

=] JemoHcTpaums
3 13 cnucka PekoMeHayeMble napameTpbl Ans BbiGepuTe hopmart daiina, ¢ KoTopbiM BeaeTcs paboTa.
BbibepuTe HecTanaapTHble Ans onpeaeneHns cobCTBEHHbIX napameTpoB. B rpynne MapameTpbl
YCTaHOBUTE HYXHbIE NapameTpbl.

MpumeyaHue. VI3mMeHeHne NapamMmeTpoB BNMSET TOMNbKO Ha M3006paxeHe JOKYMEHTa Ha 3KpaHe, NMoKa C HUM
Befetcs pabota. Hu ogvH dopmat B JOKYMeHTe He MeHseTcs. Ecnn nosxe AOKYMEHT HyxXHO byaet
npeobpasosaTtb 06pPaTHO K NepBOHaYanbHOMy dopmaTy danna, Bce hopmaTbl OCTaHYTCA Takumu, Kak 6binn o
npeobpasoBaHus.

CoBeT. CyuecTByeT BO3MOXHOCTb HACTPOVKM KOHBEpTEPA
1 Banyctute macTtep npeobpasoBaHuii. [ns 3Toro Bbibepute komaHay OTKpbITb B MeHio daiin, nepegute B

nanky Microsoft Office\Office\Macros, B cnucke Tun ¢painoB BeiGepute Bee channbl. [1Baxapb! LenkHuTe
Convert8.

2 Ecnuv nosiBUnoch OKHO I'Ipe,qynpe)K,quMe, HaXXMUTE KHOMKY OTKprTb C NOMOLW b MaKpoca.

3 B guanorosom okHe Mpeo6pasoBaHue hainoB HaxMuTe KHOMKy MU3sMeHeHMe napaMeTpoB KOHBepTepa
unu comnbTpa.

4 U3 cniucka MNpeo6pasoBaHne BbibepuTe MM HACTPaMBAEMOro KOHBEpTEpA.

5 [na BKNOYEHUS NN OTKMOMEHNS KAXXA0ro napameTpa HaxKmMuTe KHOMKY [Oa nnn Het, a 3atem KHOMKY OK, unu
BBEAMTE HOBOE 3HAa4YeHWeE B norne YcTtaHOBKa N HaXmMuTe KHOMKY YcTaHoBUTL.

Mpumevanune. Ecnu Ha Bawem komnbioTepe otcyTcTeyeT dann Convert8.wiz, 3anyctuTte nporpammy
ycraHoBku Microsoft Word 97 n yctaHoBuTte atoT MacTep. lNocne yctaHoBku donaxka Mactepa, WwabnoHb! n
nucbma yctaHoBuTe naxok LabnoHbl MmakpocoB. [ns nonyyYeHnsi SOMOMHUTENbHbIX CBEAEHUIN HAaXMUTE
kHonky [l
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Mpeo6pa3oBaHne HECKONBbKUX JOKYMEHTOB cpasy

1 TMomecTuTe Bce 3TV halinbl B 0AHY Narky.

2 3anyctute mactep npeobpasosaHuin. [Ina atoro Beibepute komaHay OTKpbITL B MeHio dDain, nepenanTe B
nanky Microsoft Office\Office\Macros, B cnucke Tun cpannoB BuiGepute Bee dannbl. [ABaxab! WenkHuTe
Convert8.

3 Ecnu nosiBunock okHO npe,qynpexq:,euue, HaXXMUTE KHOMKY OTKpbITb C NOMOLLLIO MaKpoca.

4 B guanorosom okHe Mpeo6pasosaHue hannos Haxmute kHonky Mpeo6pasoBaHue annoB B NakeTHOM
pexume.

5 CnepnyiiTe ykasaHusiM, NOSIBNSAOLWMUMCS Ha 3KpaHe.

Mpumevanune. Ecnu Ha Bawem komnbloTepe otcyTcTeyeT dann Convert8.wiz, 3anyctute nporpammy
yctaHoBku Microsoft Word 97 n yctaHoBuTe 3TOT MacTtep. NMocne yctaHoBku conaxka MacTepa, WwabnoHbl u
nucbMa yctaHoBuTe dnaxok LLlabnoHbl MakpocoB. [Insa nony4yeHns AONOMHUTENBHbBIX CBEAEHUI HAXMUTE
kHonky [l

{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"wohowConvertSeveralDocumentsAtOnceA":1:"Foo":"Invisible"}



CoBmecTHOe ucnonb3oBaHue aokymeHtos Word 97, Word 95 n Word 6.x

Microsoft Word 97 ncnonb3ayet choopmat ¢pannos, OTNNYHbIA OT UCMONb3YEMOro B NpeabiayLmnx sepcusax Word.
Mpu ogHoBpemeHHoM ncnonb3osaHum Word 97, Word 95 n Word 6.x anst Windows, Windows NT nnn Macintosh
MOXHO OCYLLECTBNATL OBMEH AOKyMeHTaMmn 1 abnoHammn Mexay aTMMU BEPCUSMNA.

®awnebl, cosgaHHble B Word 95 unun Word 6.x, MoxHO oTkpbiBaTb npamo n3 Word 97. Bce Buabl 4aHHbIX 1
dopmatuposaHus Word 95 n Word 6.x nonHocTbto nogaepxmsatorca 8 Word 97.

Ecnwn B Bawen paboyeri rpynne NpoucxoamT NOCTENEHHBIN Nepexof K ucnonb3oBanuio Word 97, HeKoTopbIM

nonb30BaTensM MOXET NOHaA0OUTLCA MCMONb30BaTh OKYMEHTbI COBMECTHO BMECTE C MONb30BaTensaMu

npegblaywmx Bepcuii Word. CyliecTByeT ABe BO3MOXHOCTM COBMECTHOIO MUCMONb30BaHUSA LOKYMEHTOB:

¢ [lonb3oBatenu Word 97 fomkHbI COXpaHSATb CBOU AOKYMeHTbI B popmaTe Word 6.0/95 (*.doc).

¢ [lonb3soatenu Word 97 coxpaHsoT ceou JoKyMeHThl B popmate Word 97, a nons3osatenu Word 95 n Word
6.x cmoryT pabotaTtb ¢ gokymeHTamu Word 97 nocne yctaHoBku koHBepTepa Word 97.

Cm. Takxe

=] CoxpaHenwne gokymeHnTa Word 97 B dopmate Word 95 nnm 6.x

| OtkpbiTne gokymenta Word 97 B Word 95 nnm 6.x
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CoxpaHeHue aokymeHta Word 97 B hopmate Word 95 unm 6.x

Tak kak B npeablgywmnx sepcusax Word nogaepxusatotcs He Bce Bo3moxHocTt Word 97, doopmaTtmpoBaHue unum
AaHHble B 3TOM cny4ae MoryT 6biTb noTepsaHbl. [Ing nonyvyeHus ceeaeHun o6 n3aMeHeHusx, KoTopblie MOryT
nNpou13onTK B NpeobpasyemMblX AOKYMEHTaX, HaXXMUTE KHOMKY [=],

1 BbiGepute komaHay CoxpaHuUTb Kak B MeHio daiin.

= JeMoHcTpaums
2 W3 cnucka Tun cpanna BbiGepute Word 6.0/95.

Mpumevanune. [OndA 3agaHus Tvna davina, NCnonb3yeMoro no ymonyaHuio, Beibepute komaHay MapameTpsbl B
meHto CepBuc, a 3atem Bbibepute HyxHbIn popmaTt 13 cnucka CoxpaHatb dannbl Word Kak Ha Bknagke
CoxpaHeHume. [Npu cneayoLeM coxpaHeHnn darina, KoTopbii ele He Obin coxpaHeH B popmate Word 97,
OyaeT BbIBeOEHO NpeaynpexaeHne o coxpaHeHum ero B popmarte, BbibpaHHOM Ha wware 2.

{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"wodccSaveWord97DocumentinPreviousVersionOfWordA":1:"Foo":"Invisible"}



OTkpbiTEe aokymeHTa Word 97 B Word 95 unu 6.x

Mpn ogHoBpemeHHOM ncnonb3oBaHum Word 97, Word 95, Word 6.x ana Windows, Windows NT unu Macintosh
MOXHO OCYLLECTBNATb OOMEH AOKyMeHTaMmn 1 wabnoHamu mexay atumu sepcuamu Word. Mons3osatenu Word
97 MOryT Npu 3TOM COXpaHATb AoKyMeHTbI B oopmaTte Word 97. OTkpbiBaTh AokymMeHThl Word 97 ¢ nomoLLbio
Word 95/Word 6.x MoxHO, ycTaHoBuB kKoHBepTep Word 97. [ina nonyyeHus cBefeHvin o nprobpeTeHnm atoro
KOHBEpTepa HaxmuTe KHonky [,

Tak kak Word 95 1 Word 6.x nogaepxuvatoT He Bce Bo3amoxHocT Word 97, oTkpbiTve gokymeHtos Word 97 n3
npegblaywmx Bepcuii Word MoXeT NoBrneyb NoTepto AaHHbIX U hopmaTrpoBaHus. [nsa nonyyeHus ceBeneHni
006 n3MeHeHnsX, KOTOpbIe MOTYT NPOU3ONTU B NpeobpasyemblX JOKYMEHTaX, HAXKMUTE KHOMKY EL

1 Haxogsce B Word 95 unu Word 6.0, BbibGepute komaHay OTKpbITb B MeHto dain.

[=] JemoHcTpaums

2 Boibepute HyxHbI fokyMeHT Word 97 1 HaxkmuTe KHOMKY OTKPbITb.

MNpumeuanne. Ecnu Ha Bknagke O6wme (komaHaa MapameTpbl B MeHio CepBUC) yCTaHOBMEH (hNaxok
NoaTBepxpaTh NpeoGpasoBaHUe NPU OTKPbLITUK, BbibepuTe Word 97, Korga nosiBUTCS 3anpoc Ha
NoATBEpPXAEHME.
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PaspelueHne BonpocoB: npeo6pa3oBaHue hannos

TO NPOUCXOANT NMPU CoxpaHeHUn aokymeHTa Wor B Wor nnm 6.x7

=] Y Word 97 B Word 95 6.X?

=] Yto npoucxoaunt npu otkpbiTum gokymeHnta Word 97 B Word 95 mnu 6.x?

=] B guanorosom okHe «OTKpbITUE AOKYMEHTa» OTCYTCTBYHOT UCKOMble hannbl

[=] OTKPbITbIA JOKYMEHT COAEMKUT HEMOHATHLIE CMMBOIbI

[=] HyoKHbI KOHBEPTED OTCYTCTBYET

e Mocne npeobpasoBaHWs U3 JOKYMEHTA MCYE3NWN PUCYHKU

=] [Mocne npeobpasoBaHns B JOKYMEHTE M3MEHUNNCH WIPUThI

=] MameHunoch pasbueHne JOKYMeHTa Ha CTPOKW U CTPaHWLLbL UMW YBENWYUICS pa3Mep JOKYMEHTA

| He ypaetcs oTkpbiTb gokymeHT Word 97
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Yto npoucxoauT npu coxpaHeHumn nokymeHta Word 97 B Word 95 unu 6.x?

Word 97 nosBonsieT coxpaHsaTb AokyMeHTbl B popmate Word 95, Word 6.x gna Windows, Windows NT u
Macintosh. OgHako B aTux Bepcusax Word nogaepxmsatotca He Bce Bo3moxHocTn Word 97.

B cnepytowert Tabnuue npegcraeneHbl HOBble BO3MOXHOCTU Word 97, KOTopble MOryT NOBMMATbL HA AaHHbIE U
dopmaTupoBaHne JOKYMEHTA.

MpumeyaHus

Word 97 Word 95 m 6.x

Bo3moxHOCTH 06Lero Ha3Ha4YeHus

BHegpeHHble He

LWpUdThHI NoAAepPXUBaOTCH

dopmaTupoBaHue

MHoroypoBHeBble He

HyMepoOBaHHble NoAAepXUBatoTCH

Crunckn

MHoroypoBHeBble He

MapK1pOBaHHbIE nogaepXxmBatoTcs

crnunckn

IpaHuubl cTpaHuy He
NoAAEPXUBaKOTCSH

3anuBka cMMBOIIOB
IpaHuUbl cUMBOOB

IpaHuLbl ab3aueB

AHMMaLMs TekcTa

MpunogHATbIE N
YTOMMEHHbIE
CUMBOIbI

PucyHkn B
dopmaTtax EMF,
PNG n JPEG

Mepemeltaemble
PVICYHKU C
obTekaHnem TekcTa
BOKPYT HWX

Mepemeliaemble
o6bekTbl OLE

BblgeneHve LBeTom

Tabnuubl

Ob6beanHeHne a4yeek
Tabnuubl No
BEpTUKanu

BbipaBHuBaHue
TEeKCTa B g4einkax

He noppepxuBaetca

He
nogaepxuBatoTcs

He
nogaepxmBatoTcs

He noppepxuBaetca

He
nogaepxuBatoTcs

Moanepxusatotca

He
nogaepxmBatoTcs

He
noaaepxvsarTcd

YacTtnyHo
noaaepxumeaetcs

He noppepxuBaetca

He nopgaepxueaetca

BHeapeHHble WpUdTbl 3aMeHsI0TCS
Hanbonee GNU3KUMNA.

MHOroypoBHeBbIE HYMEPOBAHHbIE
Cnuckn npeobpasyroTcst B 0ObIYHbIN
TEKCT, HO COXPaHSIOT CBOW BHELLHWUNI
BUAa.

MHOroypoBHeBblE MapKNPOBaHHbIE
cnvcku npeobpasyroTcst B 0ObIYHbIN
TEKCT, HO COXPaHSIOT CBOW BHELLHWUN
BuA.

MpaHuubl cTpaHuy He
npeobpasytoTcs.

3anuvBka cMMBONoB TepaeTca.
rpaHVILI,bI CMMBOJ10B TEPAKTCA.

3anuBka 1 rpaHuLbl ab3aueB
TepsTCS.

AHUMaLMs TeKCTa TepsieTcs.
OdhdbekT TepsieTcs.

PucyHkn coxpaHsioTes B
noaxopsawem gpopmare (EMF, PNG
unn JPEG) 1 npeobpasytotcs B
dopmat WMF (meTtadaiin Windows)
unn PICT (Macintosh).

UT0oObI M3bexaTb XpaHeHNst ABYX
KOMWUI Kaxkaoro rpagonu4eckoro
o6bekTa, yCTaHOBMTE B CUCTEMHOM
peecTpe napameTp

ExportPicturewithMetafile = 0

Mepemellaemble pUCYHKU
3aKMO4aKTCst B PaMKy U
npeobpasytorcsa B hopmat WMF
(metadbann Windows) nnm PICT
(Macintosh).

Mepemelwaemble 06bekTol OLE
npeobpasyTca B HAAMUCU.

BrblaeneHve LBETOM COXpaHsieTcs B
Word 95, Ho TepsieTca B Word 6.x.

ObObeanHeHHbIe S4Yenkn Tabnuubl
pasbeduHsIoTCS.

TeKcT, BbIPOBHEHHbIN MO BepTuKanu,
BblpaBHMBAETCS MO BEPXHEMY Kpato



Tabnuubl No
BEpTUKanu

BepTukanbHbIn
TEKCT B si4emnKkax
Tabnuubl

Pa6ouue rpynnbl u pa6ota B UHTepHeTe

He nopgaepxueaetca

Mona HYPERLINK YacTtnyHo
NOAAEPXKMBAIOTCS

[NomeyeHHble He

ucnpasneHus ons NOAAEPXKUBAOTCS

CBOWCTB, HOMEpOB
absaues 1 nonen

MaponbHas 3awuTa
[JOKYMEHTOB

3anpet nobblx
N3MEHEHUIA, KpOME
3anmcu
ncnpaseneHun,
BCTaBKM
npumeYaHnii n
BBOAA AaHHbIX B

He nooaepxvBaetcs

He nopgaepxueaetca

nons coopm

HoBkle cBoicTBa YacTtnyHo

[OKYMEHTOB, NOAAEPKUBAIOTCS

BBeAeHHble B Word

95

Opyrvue BO3MOXHOCTHU

O6bekThl ActiveX YacTtnyHo
NoAAepXK1BatoTCs

Cumsonsbl Unicode He
NOAAEPKMBAKOTCS;
BO3MOXHa notepsi
[aHHbIX

MNone YacTtnyHo

DOCPROPERTY nogaepxxmeaeTcs

Makpoch! Visual He

Basic NOAAEPXKUBAKOTCS

AYENKN.

BepTukanbHbI TeKCT NpeobpasyeTcs
B rOPM30HTarnbHbIN.

COXpaHﬂeTCﬂ nocnegHee 3HayeHune
nonga rmnepccbiyikn.

lMomeTkM ucnpaeneHuii 4ns CBOWCTB,
HomepoB ab3aueB 1 nonemn
TEPSATCA; OCTamnbHblE MOMETKU
COXpaHsTCS.

3awuTta OOKyMeHTa TepAaeTCA.

3awwuTta OOKyMEeHTa TepAeTCA.

HoBkle cBoncTBa AOKYMEHTOB
oxpaHstoTca B Word 95, Ho TepsitoTca
B Word 6.x.

O6bekTbl ActiveX MOXHO
MCMONb30BaTh, HO HEMNb3s U3MEHATb.

CwumBonbl Unicode (2 6ariTa Ha
cvMBon) npeobpasytoTcs B
COOTBETCTBYHOLLME IKBUBANEHTHI
ANSI (Windows) unu Macintosh (1
6aT Ha cumson) nubo B
BOMpPOCUTENbHbIE 3HAKK (7).
Hanbonee BeposTHa noteps
CMMBOJIOB HaLMOHAasbHbIX
andaBuToB.

Mone DOCPROPERTY coxpaHsieTcs
B Word 95, a B Word 6.x
CcoxpaHsieTcs TOrnbKO ero nocrnegHee
3HaveHwue.

Makpocsbl, co3gaHHble C
ncnonb3oBaHnem Word 97 Visual
Basic, TepgatoTcs.
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Y10 npoucxoauT npu oTKpbITUK AokymeHTa Word 97 B Word 95 nnu 6.x?

YctaHoBuB koHBepTep Word 97, MOXXHO HenocpeacTBEHHO OTKpbIBaTh dpannsl Word 97 B Word 95 nnm Word 6.x
anga Windows, Windows NT n Macintosh. OgHako B aTux Bepcusix Word nogaepxuBatoTcst He BCe BO3MOXHOCTHU
Word 97. B cnegytowen Tabnuue npeactasneHbl BUAbl AaHHbIX U (hopMaTUpOBaHUs, KOTOpble MOryT ObITb
npeobpa3oBaHbl HENPABUIILHO.

[ns nonyyeHusi cBeaeHwin o nprobpeTeHnn koHBepTepa daitnos Word 97 HaxmuTte kHonky [,

MpumeyaHus

Word 97 Word 95 n 6.x

Bo3moxHOCTK 06Lero Ha3Ha4YeHus

BHegpeHHble He

WpndThI nogaepxuBaroTcs

®dopmaTupoBaHue

MHoroypoBHeBble He

HyMepOBaHHble noaaepXxuBaroTcs

CNnCKn

IpaHuLbl cTpaHuy, He
nogaepXxuBaroTcs

3anvBKka cMMBOIOB
IpaHuLbl cuMBONOB

paHuLbl ab3aueB

AHMMauus TekcTa

MpunogHaTble n
YTONMNEHHbIE
CUMBOIbI

PucyHkn B
dopmatax EMF,
PNG n JPEG

MNepemellaemsble
PUCYHKM C
obTekaHueM TekcTa
BOKPYT HUX

MNepemellaemble
006bekTbl OLE

Bblaenenune usetom

Tabnuubl

Ob6beanHeHne ayeek
Tabnuubl nNo
BepTUKanu

BbipaBHuBaHne
TEeKCTa B A4erkax
Tabnuubl No
BEPTMKANK

He noppnepxunBaetca

He
nogaepXxuBatoTcs

YacTtuyHo
nogaep>kmsaroTcst

He noppepxmBaetca
He

nogaepxmBatoTcst

Moaaepxusatotcs

He
nogaepxmBatoTcs

He
rnogaepxmBatoTcs

YacTtnyHo
NoAAEpPKMBaETCS

He noaaepxvBaeTtca

He nogpepxwuBaetca

BHeapeHHble LpUdThl 3aMeHsIoTCS
Haubonee GNU3KUMN.

MHoroypoBHeBblE HyMEPOBaHHbIE
Cn1ckn NpeobpasyroTcst B 0ObIYHbIN
TEKCT, HO COXPaHSIIOT CBOW BHELLHWUN
BUAa.

IpaHuLbl cTpaHuy He
npeobpasytoTcs.

3anuBka CMBOIOB TEpSETCS.
lpaHWLbl CMMBOMNOB TEPAIOTCS.

MpaHuubl ab3aueB NnpeobpasyoTcs B
rpaHuubl, nogaepxnsaemole Word
95 unn Word 6.0.

AHUMaLMs TekcTa TepsieTcs.
OdhdbekT Tepsiercs.

PwvcyHkn coxpaHstoTes B
nogxoasiem dpopmare (EMF, PNG
unn JPEG) 1 npeobpasytotcs B
dopmat WMF (meTtadann Windows)
unn PICT (Macintosh).

UT0oObI n3bexaTb XpaHeHnst ABYX
KOMUIM Kaxkaoro rpadmnyeckoro
o6bekTa, ycTaHOBUTE B CUCTEMHOM
peecTpe napameTp

ExportPicturewithMetafile = 0

MepemelLaembie pUCYHKM
3aKMYalTCa B pamKy 1
npeobpasytotcst B hopmat WMF
(metadbann Windows) nnu PICT
(Macintosh).

Mepemelaemble 06bekTbl OLE
npeobpasyoTcst B HAAMUCH.

BrblaeneHve LBETOM COXpaHsieTcs B
Word 95, Ho TepsieTcst B Word 6.x.

O6ObeanHEHHbIE AYenkn Tabnuubl
pasbeduHsIoTCS.

TeKCT, BLIPOBHEHHBIV MO BEpTMKanu,
BblPaBHUBAETCS MO BEPXHEMY Kpato
AYENKN.



BepTukanbHbIn
TEKCT B si4elrKax
Tabnuubl

He nogpepxuBaetca

Pa6ouue rpynnbl u pabora B UHTepHeTe

Mona HYPERLINK

[NomeyeHHble
nucnpaeneHus ons
CBOWCTB, HOMEPOB
absaues 1 nonen

I'Iapoanaﬂ 3auuTta
AOKYMEHTOB

3anpert ntobbix
N3MEHEHUI, KPOME
3anucu
ncnpasneHun,
BCTaBKM
npuMeYaHnim n
BBOJA AaHHbIX B
nons cpopm
Hosble cBoncTBa
[OKYMEHTOB,
BBegeHHble B \Word
95

[pyrve Bo3MOXHOCTH
O6bekTbl ActiveX

Cumonbl Unicode

MNone
DOCPROPERTY

Makpocs! Visual
Basic

YacTtnyHo
NOAAEPXKUBAKOTCS
He
NOAAEPXKMBAIOTCS

He nopgaepxwuBaeTtca

He nooaepxvBaetcs

YacTtmyHo
NOAAEPKNBAIOTCS

YacTtnyHo
NOAAEPXKMBAKOTCS
He
NOAAEPKMBAKOTCS;
BO3MOXHa noteps
[aHHbIX

YacTtnyHo
noaaepXmBaeTcs

He
nogaepxmBatoTcs

BepTukanbHbI TEKCT Npeobpa3syeTcs
B rOPM30OHTarbHbIN.

COXpaHHETCﬂ nocnegHee 3Ha4vyeHune
nonga rmnepccebiyikn.

lMomMeTkM ncnpaenexHuii ons CBOMCTB,
HomepoB ab3aueB 1 nonen
TEpPSIOTCA; OCTanbHblE MOMETKU
COXpaHsoTCS.

ZawmTa AOKYMEHTa TepAeTCA.

3awuTta OOKyMeHTa TepAaeTCA.

HoBble cBorcTBa AOKYMEHTOB
oxpaHstoTca B Word 95, Ho TepsitoTca
B Word 6.x.

O6bekTbl ActiveX MOXHO
MCMNonb30BaTh, HO HEMb3S U3MEHSATb.

CwumBonbl Unicode (2 6arita Ha
cvMBon) npeobpasytoTcs B
COOTBETCTBYOLLME SKBUBAMEHTI
ANSI (Windows) unu Macintosh (1
6anT Ha cumeon) nnbo B
BOMpPOCUTENbHbIE 3HAKK (7).
Hanbonee BeposiTHa noteps
CMMBOOB HaLMOHaIbHbIX
andgaBunToB.

Mone DOCPROPERTY coxpaHsieTcst
B Word 95, a B Word 6.x
coxpaHsieTcsl TOrNbKO ero nocriegHee
3Ha4yeHwe.

Makpocbl, co3aaHHble ¢
ncnonb3oBaHnem Word 97 Visual
Basic, TepsitoTcs.
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0TKprTbII7I AOKYMEHT CoOaepPXUT HENOHATHbIe CUMBOIbI

Ecnu oTKpbITbIN AOKYMEHT COAEPXUT LWPUKThI, OTCYTCTBYHOLLME B AHHOW CMCTeMe, OHM ByayT 3amelleHbl
umerLmmMmcs Wwpudtamu. [ing KOHTpons 3a 3amelarwymm wpudtammn Boibepute komaHay MapameTpel B
meHto CepBuc, a 3atem — Bknagky CosmectumocTb. HaxmuTe kHonky MoactaHoBka wpudToB 1 ycTaHOBUTE
HY>XHble NapameTpbl.
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HyXHbI KOHBepTep OTCYyTCTBYeT
Hy)KHbIﬁ KOHBepTep nepeHeceH, yaaneH nnm He yCtaHOBNEH.

e YbeouTech, HYTO HY>XHbI KOHBEPTEP NocTaensieTcs BMecTe ¢ Microsoft Word. [1ns nony4yeHus
OOMONHUTENBHBIX CBEAEHUA HAXKMUTE KHOMKY (=],

. Ecnun HyxHbI KOHBepTep nocTasnsetcs ¢ Word, To ero MOXHO YCTaHOBWTb, 3anyCTMB NporpaMmMy YCTaHOBKM
Word. [Insi nony4YeHns [JONOMHUTENbHLIX CBEAEHMUI HaxMUTE KHoNKy 2],
. [ina nony4eHns AONOMHUTENbHBIX CBEAEHNI O NPMOBPETEHUN KOHBEPTEpa, HEOBXOAMMOTO ANS OTKPbITUS

dannos Word 97 ¢ nomowbio Word 95 unu Word 6.x, 1 0 nonyyeHMn KOHBEPTEPOB, KOTOPble HEe NOCTaBMSOTCS C
Word 97 nnu Office 97, HaxxmnTe KHOMNKy EL
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Mocne npeo6pa3oBaHuUs U3 OKYMEHTA UCUYE3NMN PUCYHKU

e YBeguTech, YTO BKINIOYEHO OTOOpaXKeHne pUCYHKOB Ha akpaHe. Beibepute komaHay MapameTpbl B MeHI0
CepBwuc, a 3atem — Bknagky Bua. CHumute dnaxok MycTble pamku pUCcyHKOB.

e YbeouTechb, YTO YCTAHOBIEH HY>XHbIN rpadunyeckmn dounstp. BeibeprTe komaHay PucyHok B MeHo BeTaBka,
a 3aTeM nposepksTe Hanuune dunstpa B cnvcke Tunbl pannos. Ecnv HyXXHbIN UNETP OTCYTCTBYET,
YCTaHOBUTE €ro C NMOMOLLbIO NporpaMmebl ycTaHoBku Microsoft Word. [ins nonyyeHuss 4ONOMHUTENbHbIX
CBELEHUN HaxmuTe kHonky ],
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Mocne npeo6pa3oBaHus B AOKYMEHTE U3MEHUITUCH WPUQTHI

Ecnu cosgaHHbI B ApYron nporpamme J4OKYMEHT COAEPXUT WPUTLI, OTCYTCTBYIOLLME B JAHHON CUCTEME, OHN
OyayT 3ameLleHbl umetLWwmMmcs Wwpudtamn. ng KOHTpons 3a 3ameLlaownmy Wwpudtamm Beibepute kKomaHay
Mapametpbl B MeHio CepBuc, a 3atem — Bknagky CoBmectumocTtb. Haxmute kHonky MNoactaHoBKa
WPpNAQTOB 1 YCTAaHOBUTE HYXHbIE NapameTpbl.
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N3meHunocb pa3bueHne AOKyMeHTa Ha CTPOKU U CTPaHULbl UK YBENUYUIICA pa3mep
OOKyMeHTa

CyLiecTByeT BO3MOXHOCTb HENPaBUIbHOWM MHTEPNpETaLMM pa3breHns Ha CTPOKM U CTpaHULbl Npu
npeobpa3oBaHnM JOKYMEHTA, CO34aHHOro B Apyro nporpamme. [1na HacTpomnku cnocoba otobpaxeHus
npeobpa3oBaHHOIO JOKYMEHTa Ha aKkpaH BbibepuTe komaHay MapameTpbl B MeHio CepBuUC, a 3aTeM — BKNaaky
CoBMeCTUMOCTb, NMOCIE Yero yCTaHOBUTE HyXXHble napameTpbl. OHM ByayT oTBeYaThb TOMbKO 3a oTobpaxeHue
Ha 3KpaHe 4aHHOro AOKYMEHTa, U TOMNbKO noka Bbl pabotaete B Word. MNponsBeaeHHble B JOKYMEHTE N3MEHEHUsI
He COXPaHSAITCS.
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He ynaetcs otkpbITb AokymeHT Word 97

[Mpu ncnonb3osaHuu npeablayLmx sepcun Word anst otkpblTua gokymeHToB Word 97 HyXXHO yCTaHOBUTb
KoHBepTep. [Ins NonyYeHus CBeaieHuii 0 NPUoBPETeHM HEOBXOAMMOTO KOHBEPTEPa HaXMUTE KHoMKy (2],
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Mony4yeHune koHBepTepa cpannos Word 97 n apyrux KoHBepTepoB

[ns nony4eHus Bo3MoxHOCTH paboTel ¢ pannamm Word 97 B Word 95 nnbo Word 6.x anst Windows, Windows
NT nnn Macintosh Heo6xogumo ycTaHOBUTL COOTBETCTBYHOLLMIA KOHBEpTEP hannos. [ins aToro ckonvpymTe
darn Wrd97cnv.exe ¢ komnakT-gucka Office 97 B HOBYto nanky Ha XeCcTKOM AMcKe u 3anyctuTe ero. B
3aBUCUMOCTU OT ncnonb3dyemoi Bepcun Word Byaet ycraHoBneH koHBepTep Mswrd832.cnv (32-pa3spsigHas
Bepcust anga pabotel B Word 95) nnbo koHBepTep Msword8.cnv (16-paspsagHas Bepcust ans pabotsl B Word 6.x).
[Mporpamma ycTaHOBKM aBTOMATUYECKN BHECET HEOOXOANMbIE N3MEHEHUSI B CUCTEMHBIN PeecTp.
[lononHuTenebHble cBeAeHns cogepxarcs B dpannax AOKyMeHTauum, yCTaHaBnmBaeMblX BMECTE C KOHBEPTEPOM.

OTcyTCTBVIe komnakT-gucka Office 97 He siBnsieTca HenpeoaonnMbiM NpenaTcTBueM Onda nonyvYeHuns
KOHBEpPTEepOB, He NocTaBnAeMblX BMeCTe C Word. Ons nony4yeHuna cnncka KOHBepTepoB, NOCTaBNAEMbIX C Word,
HaXXMUTEe KHOMKY .ﬁL

Hwxe nepeuncneHbl HekoTopble cnocobel 6ecnnaTtHoro nonyyeHust koneeptepa dannos Word 97:
e 3arpysute atoT chann ns cetn Web (http://www.microsoft.com/support) nnm ns 6ubnmorekn nporpamm
Microsoft (nHdopmaunoHHasa cnyxba Microsoft Network).

e llcnonb3ywTe KynoH 3akasa AONOMHUTENbHBIX KOMMOHEHTOB, BNoXeHHbIW B kopobky Office 97 unn Word 97.

¢ [lo3BoHuTe no TenedoHy (800) 360-7561. [N nony4yeHUs CBeAEHMWI O NMOKYMNKe NporpamMmMHbIX MPOAYKTOB
Microsoft nossoHuTe no TenegoHy (800) 426-9400. Myxmne 1 cnabocnbiwallmne MoryT obpallatbecs B Cnyxo0y
Microsoft Text Telephone (TT/TDD) no tenedgoHy (800) 892-5234.

MonpobHble cBegeHnst 0 KOHBepTepax coaepxatcs B kHure Microsoft Office 97 Resource Kit. na nonyyeHus

CBEeHUI 0 NPUOBPETEHUN 3TOM KHUM HaxMuTe kHonky 2],
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MNMpeo6pasoBaHue channoB us Word B WordPerfect

=] Mpeobpasosanve cdannoe 13 Word B WordPerfect 5.0, 5.1 nnun 5.2

= [Mpeobpasosanuve cdannos 13 Word B WordPerfect 6.x gna Windows nnu DOS
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Mpeob6pasoBaHue ¢amnos ns Word B WordPerfect 5.0, 5.1 unu 5.2

KoHBepTtep ans pabotbl ¢ darinamu WordPerfect 5.x, noctasnsiembivi ¢ Word 97, pazpabotaH ¢ y4eTom Bcex
BO3MOXHOCTEN u ocobeHHocTer Word 97, nosTomy A51s AOCTUXKEHUSA HAUNYYLLUX Pe3yrnbTaToB PEKOMEHOYeTCst
MCnonb30BaTb MMEHHO 3TOT KOHBEpPTEP.

MpumeyaHus

¢ [lpu npeobpaszoBanHuu gokymeHta Word 97 B dpopmat WordPerfect 5.x MOXXHO M3MeHUTb Tabnuuy
NoACTaHOBKM LLUPUMTOB, UCMONb3YEMYI0 MO YMONYaHuio. [na aToro cneayer ykasatb 3aMmeHsowme wpudTsl B
darine Rtf_wp5.ixt B cooTBETCTBMM C NPUBEAEHHBIMY B HEM yka3aHusiMu. B cnyyae otcyTcTBus atoro davina
3anyCTv|TiInporpaM|\ny YCTaHOBKM ¥ ycTaHoBUWTe ero. [Ing nonyyYeHnss [OMONHUTENbHbBIX CBEAEHUIN HaXMNUTE
KHOMKy 21,

. Mpu npeobpasosaHun gokymeHTa n3 popmarta WordPerfect 5.x B dpopmat Word 97 MOXHO BbINOMHUTL
NOACTaHOBKY WPNETOB. NS NOMyYeHns AOMOMHUTENbHbIX CBEAEHNI HaXMUTe kHonky 2,
¢ [lpeobpasoBaHue tavina n3 popmata Word B oopmat WordPerfect n obpaTHO MOXeT NpUBECTU K NoTepe
HeKoTopbIX (hOopMaToB (HanpmMmep WpPUQTOB, BbIpaBHUBAHUS, CTUIIEN UNWN CIMSIHWIA), €Cln NPeobpa3oBaHHbIN
AOKYMEHT He 6bin 3arpyxeH, pa3buT Ha cTpaHuubl n coxpaHeH B WordPerfect nepen obpatHbim ero

npeobpasosaHvem B Word.

N3 Word 97 B N3 WordPerfect

WordPerfect 5.x? 5.x B Word 972

CBoucTBO MpumeyvaHus

dopmaTupoBaHme CUMBOSIOB

Bce Oa Het

nponncHble

CKpbITbIN Oa
TEKCT

3ayepkHyTbIN Cwm.
npuMmevaHue

MoayepkHyTHIN Oa

MexcnmBonsH Het
bl MHTEpBan
(YNnoTHEHHBIN,
paspeXeHHbIN)

Het

Cm.
npuMmedaHve

Oa

Het

«Bce nponucHble»
npeobpasytoTcs B 0ObIYHbIE
NponucHble ByKBbI.

CkpbIThiln TekcT Word
npeobpasyetcs B
kommeHTapun WordPerfect.

dopmaTtmpoBaHue «strikeout»
WordPerfect npeobpa3syetcs
B 3a4YEpKHYTbIA TEKCT B
Word; popmatmpoBaHue
«redlining» WordPerfect
npeobpa3syeTcs B CUMBOSIbI
ncnpasnexuin 8 Word.
3ayepkHyThbIn TekcT B Word
npeobpasyeTcs B TEKCT
dopmara «strikeout» B
WordPerfect; cumBonbl
ucnpasnexHunn 8 Word
npeobpasytotcs B hopmar
«redlining» WordPerfect.
[NogyepknBaHme octaeTcs, HO
€ro TUN MOXET U3MEHUTLCSI.

KepHuHr Na [a

®dopmaTupoBaHue ab3aueB

BbipaBHuBaHu Oa Oa LleHtp B WordPerfect moxeT

e CABWHYTbCS Mocne
npeobpasoBaHus.

Ortctyn Oa Oa OTcTyn NepBow CTPOKM B

nepBON CTPOKU

WordPerfect cosgaetcsa ¢
nomMoLLblo Tabynaumm.



C HoBOM
CTpaHuubl

WHTepsan
nepen/ nocne
absaua

3anonHutenu

3anonHutenn/
OMNopHble
TNAHUW, NMUHKUK/
OMnopHble
NUHUN

Koapbl
[Center]/[FIsh
Rat]

3anpert

BUCAYNX CTPOK

Oa

Oa

Cwm.

npumeyaHune

Het

Het

Oa

dopmaTupoBaHue pasaenos

MNons

[aseTHble
KOJTOHKM

MapannencHbl
€ KOIMOHKM

Tabnuubl

Tabnuubl

Oa

Oa

Het

Oa

Het

Het

[a

Het

Cwm.
npumeyaHune

[a

[a

[a

Cwm.
npumeyaHue

[a

MpubnwmxeHHo co3pgaeTcs
nyTem BCTaBKW pa3pbiBa
ctpanuubl B WordPerfect.

MpubnwmxeHHo co3naeTcs
nyTem BCTaBKW MYyCTbIX CTPOK
B WordPerfect.

Bce sanonHuTenu Word
CTaHOBSITCS 3amnofIHEHHbIMU
nyHkTMpom B WordPerfect.

M3 WordPerfect B Word koapbl
Center n Flush Right
npeobpasyTcsa B No3mumm
TabynsAumm, BbIpOBHEHHbIE MO
LEHTPY 1 N0 NpaBoMYy Kpato.

B Word nons namepstorcsa ot
Kpas 6ymarm Jo OCHOBHOIO
TekcTa; B WordPerfect nona
N3MepsTCA OT kpasi bymaru
[0 BEPXHETO KOMOHTUTYNA.
KoHBepTep nameHsieT nonsi
Tak, YToObl COXpaHUTb
napameTpbl cTpaHuupbl. Ecnn
NOSIBUBLLMECS CIOXHOCTU
CBSI3aHbl C MONsSMU
(Hanpumep, oHM nexar 3a
npegenamm nevyataemMoro
Ananasona B Word),
BbIbepuTe kKomaHay
MapameTpbl cTpaHUUbI B
MeHo Pain, a 3atem, HUYero
He MEeHSISl, HAXXMUTE KHOMKY
OK Ha Bknagke Mona. Ecnin
Nnorns AOMKHbI ObITb
N3MEHEHBbI, Ha 3KpaHe
NOSIBUTCA COOTBETCTBYHOLLUI
3anpoc.

M3 WordPerfect B Word
napannesnbHble KONOHKU
npeobpasyoTcs B Tabnuuy.
Ecnu napannenbHble
KOITOHKM COofepKaT NpuBsA3KY
K TEKCTY, TO BCE OHU
npeobpasyoTcs B ra3eTHble
KOMOHKW.

Ob6beanHeHne s4yeek no
BEpTUKanu He



TabnuyHble 1 Het
mMaTeMaTnyeck

ne chopmynbl
[ecatuyHoe Het
BblpaBHUBaHNe

ayeek

dopmaTupoBaHue AOKYMeHTa

Moauumn Het
Tabynauum no
YMOMYaHuo

CHocku Oa

Mons Oa
nepennerta,

pasmep

Oymaru

Opyrve BO3MOXHOCTH

MpumevaHmnsa Oa

CrpykTypa/ Oa
Hymepauus

absaues /

cnuckn Word

7.0

KomaHabl Oa
cnusiHUS ans
neyatu

Het

Cwm.
npumeyaHue

Oa

[a

Oa

Het

[a

[a

npeobpasyeTtcs.

Mpu npeobpasosaHun 13
WordPerfect B Word
OecsaTUYHOE BblpaBHUBaHUE
A4eek 3aMeHseTcA
BblpaBHMBaHMeM ab3aueB no
npaBoMy Kpato.

CHOCKM, NOMELLEHHbIE B
KOHeL, pasgena,
npeobpasyTcs B KOHLEBbIE
CHOCKM, MOCKOINbKY B
WordPerfect HeT pa3aenos.
HavanbHble Homepa n
pasgenutenu He
npeobpasytoTrcs. CUMBOIbI
CHOCOK, onpefaeneHHble
nonb3oBaresnem,
nobaBnstoTcsa K
aBTOMaTUYECKOW HyMepaLuu.

MpuMevaHnst cTtaHoBATCS
KOMMeEHTapusiMm
WordPerfect.

Hymepauus ab3aueB
WordPerfect npeobpasyetcs
no ymonyanuto B nons SEQ
Word. HymepoBaHHble
cnuckn Word npeobpasyroTtcs
B HymMepoBaHHbIe ab3aubl.

YT106bl HOMepa ab3aueB
WordPerfect
npeobpa3oBbiBanuch B
0ObIYHBIV TEKCT, B CUCTEMHOM
peecTpe ycTaHoBUTE
cnegywLwnin napameTp:
FavourSequenceFields=No

[nsa nonyyeHus ceegeHnii 06
NCNonb30BaHUN Makpoca
HaCTPOWKN NapaMeTpoB
npeobpa3oBaHns HAXMUTE
kHonky [l

MICTOYHUK OaHHbIX JOKYMEHTa
Word gns npeobpasoBaHus
ero B WordPerfect moxet
ObITb pasgeneH cMMBonaMu



LUTamnbl
nartbl/BpemMeHun

BnoxeHHble
[OKYMEHTbI
(none
INCLUDE)

dopmynbl

[ononHutens-
Hble CMMBOJIbI

TekcToBbIE
nons/ CTpokn

Line Draw

Makpocsl

Koabl nonen
PRIVATE

Ctnnn

Oa

Oa

Het

Oa

Oa

Oa

Het
Het

Oa

Oa

[a

Het

Cm.
npuMmevaHve

Oa

Oa

Het

Cwm.
npumeyaHue

Cwm.

Tabynaumm unu 3anatbiMu, a
TaKke CyLecTBoBaTh B
dopmarte Tabnuubl. Word
aBTOMaTMyecku npeobpasyeT
BTOPUWYHbIE dhansbl
WordPerfect B dopmar
WCTOYHMKA OaHHbIX
AokymeHTta Word. YcnoBHble
KOHCTPYKUMUN CINSTHUA U
MaKpOChI TEPSIOTCSA NpU
npeobpaszosaHun B Word.

Tonbko chopmarThl,
ncnonb3yemMble no
YMOMYaHMIo.

He Bce gononHUTenbHbIE
CcMMBOIbI NpeobpasytoTcs
npaBUbHO.

HekoTopble TekCTOBbLIE NONSA
N CTPOKU Npeobpasytotcs B
00bekThl rpachmyeckoro cnos
Word, KoTopble BUAHbI
TONbKO B peXmnmax pasmMeTku
1 NpegBapuUTenbHOro
npocMoTpa, a Takke npu
neyatun. B oGbIYHOM pexrme
OHU HE BUAHBI.

Cumsonsl Line Draw
npeobpasyoTcs, ogHaKko
MEeXOYCTPOYHbIN UHTEpBan
Word MoxeT npesbiLaTb
06bIYHbIN, eCrn CUMBONbI
Line Draw HaxogsaTcs Ha
HECKOIbKMX CTPOKax nogpsa.
OTO MOXHO UCMpaBUTb, eCin
3apatb Ans nedatu
MEXOYCTPOYHbIN UHTEpBAr,
TOYHO COOTBETCTBYHOLLNIA
pasMepy UCMorb3yemoro
wpndTta B NnyHkTax. Ans
N3MEHEHUS MEXAYCTPOYHOrO
WHTepBarna Bblbepute
koMaHay A63aL B MEHIO
dopmar.

Monsi PRIVATE,
BCTaBMNsieMble KOHBEPTEPOM
WordPerfect, ncnonbaytorcs
ONsi COXpaHeHWs CBELEHWN,
HY>XHBIX ANt akKypaTHOro
npeobpasoBaHus danna
obpaTtHo B hopmart
WordPerfect. 311 nons He
[OOIMKHbI pefakTUpoBaThCs 1
He BNUSOT Ha JOKYMEHT.

M3 WordPerfect B Word



npumeyaHve CTUIW, cogepxalyue Koabl
dopmaTtupoBaHus ab3aLes,
npeobpasyoTcs B CTUNU
absaues. Ctunmn WordPerfect,
coaepxatlme TonbKo
dhopmaTupoBaHne CUMBOJIOB,
npeobpasyTcsa B CTUNU
cumonoB Word. TekcT,
cogepXalummnca B ctune,
npeobpasyeTtcs B 0ObIYHbIN
TEKCT.

[pyrue Bo3amMoXHOCTHY, Takune
KaK pUCYHKM 1 Tabnuubl,
COXPaHSIOTCS, HO UM He
HasHavatotcs ctunu Word.
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MpeobpasoBaHue ¢amnos Word B WordPerfect 6.x ana Windows nnu DOS
Ons otkpbiTus gokymeHToB WordPerfect 6.x B Word 97 ucnonbe3ayiite cooTBeTcTBYyOLWMIA KoHBEpTEP Word 97.

CoxpaHatb gokymeHTbl Word 97 B hopmate WordPerfect 6.x Henb3s, XoTs MOXHO COXpaHATb UX B hopmarte
WordPerfect 5.x, a 3atem otkpbiBaTh B WordPerfect 6.x.

Mpumevanune. Ecnu npn npeobpasoBaHnm gokymeHTa n3 WordPerfect 5.x BO3HUKaIOT CMOXHOCTN C MakeToM
AokymeHTa u cywectsyeT goctyn k WordPerfect 6.x, nonpobynte npogenars criegytoLlee: OTKpONTe AOKYMEHT B
WordPerfect 6.x, HaxmuTe knasuwm CTRL+END 1 NPOKpyTUTE JOKYMEHT A0 KOHLA, MOCIe 3TOro CoXpaHuTe
nokymeHT B WordPerfect 6.x o npeobpasosanus B Word 97.

N3 WordPerfect 6.x B

CBoncTBO

Word 977

MpumevaHus

dopmaTupoBaHme CUMBOSIOB

MepeyepkmBaHve n
«redlining»

KepHuHr

WHTepBansl mexay
crnosamu v
cMMBONaMm

CKpbITBIN TEKCT

Oa

Oa

Het

Oa

®dopmaTupoBaHue ab3aueB

Kogab! [Center]/[FIsh
Ragt]

ObpaTHas
Tabynaums

YcTaHoBKa No3unuui
Tabynauum no
YMOIYaHmo

3anonHutenu

He paspbiBaTh ab3aL

3anonHuTtenu/
OMOPHbIE NUHUK,
NUHUK/OMOpPHbIE
NNHUK

[MNons ab3aueB

MHTepBanbl mexay
absauamu

Ctunm

Oa

CM. npumMevaHune

CMm. npumevaHue

CM. npumedaHune

Oa

Het

Oa
Oa

CwMm. npumevaHune

dopmar «Strikeout» ctaHoBUTCA
nepeyepkmsaHnem B Word; coopmat
«redlining» cTaHOBUTCH CMMBONaMm
ucnpasnexusa B Word.

Kogpbl Center n Flush Right
npeobpasyoTcsi B BbIPOBHEHHbIE MO
LEeHTPY U1 NPaBoOMy Kparo No3uuum
Tabynaumu.

O6paTtHas Tabynsuus, cnegylowlas 3a
TEKCTOM, He NpeoGpasyeTcs.

nepeMeLLl,eHHble Nno ymMmoJi4aHuio B
KOHel CTPOKK no3nuunn Ta6yn;|u,|/||/| He
npeobpasytoTcs.

B3anonHuTenu, cogepxalume nyHKTUp,
TMPE M TOYKW, OCTAKOTCS TAKUMU XKe B

Word. Bce octanbHble 3anonHuTenu B
Word cTaHOBATCS MYHKTUPHBIMUA.

Monsa a63aueB npeobpasyoTcsa B
npasble UNu neBble OTCTYNblI ab3aLes.

MHTepBanbl mexay absauamu
craHoBaTcs B Word nHTepsanamm
nocne absaua.

N3 WordPerfect B Word ctunn,
coaepalume koabl hopmMaTupoBaHus
ab3aueB, npeobpasytoTcs B CTUNN
absaues. Ctunn WordPerfect,
copepatlme TonbKo
dopmaTMpoBaHne CUMBOJSIOB,
npeobpasyoTcs B CTUMM CUMBOSIOB
Word. TekcT, cogepxawiuncs B ctune,



D,pyrue BO3MOXHOCTH

Kogbl Advance

3aknagku

IpaHnubl 1 3anvBka
(Ansa KONOHOK 1
cTpaHuu)

HasBaHus

Homepa rnas 1
TOMOB

KommeHTapun

[NepekpecTHble
CCbINKU ”
rMNEepPCChbISKN

BykBuLbl
®dopmynbl

CHocku

MpeomeTHble
yKasaTenu v crimcku

BcTraBka umeHun
hanna

Apnblkn n
LUTPUXOBbIE KOAbI

Homepa cTtpok
Makpocsbl
Mons

[a

Oa
Het

Het
Het

Oa

Het

Het
CwMm. npumMevaHue

Oa

Het
Oa
Het

Het
Het

[a

npeobpasyercs B 0ObIYHbIN TEKCT.

Kogbl Advance npeobpasytoTcsa B nonsi
ADVANCE B Word. Kogbl Advance,
KOTOpble NepeMELLAOT TEKCT BBEPX Ha
CcTpaHuue, He MOTyT BbITb NOMHOCTbLIO
amynuposaHsl B Word.

Word He coxpaHseT KOMMeHTapum B
BEPXHEM W HKHEM KOMOHTUTYNax, B
0DbIYHBIX M KOHLEBbBIX CHOCKaX.

MpeobpasytoTcs B 0ObIYHbINA TEKCT.

dopmynbl npeobpasytoTca B
penaktTupyemble 06bEKTbI - POpMYIbI.
Monsa dpopmyn He coxpaHsitoTcS.

3Haku CHOCOK, CO3faHHble
nonb3oBarenem, npeobpasyloTcs B
aBTOMaTUYECKN HyMepyeMble
cvumBonel. Ecnn chopmat Hymepauum
CHOCOK B JOKYMEHTE U3MEHSIeTCS, TO
CHOCKM, MPOHYMEPOBaHHbIE B HOBOM
dopmare, npeobpasytoTcs Kak
CO3AaHHble Nofb3oBaTenem.

[peameTHble ykasaTtenu u CNcKu
npeobpasyoTcs B 0ObIYHbIN TEKCT.

TekcT spnbikoB coxpaHsaeTca B Word.

B WordPerfect nons nsmepstorcsa ot
BEPXHEr0 W HWXKHEero kpaee nucra ao
BEpxa BEPXHEro KOMOHTMTYNa 1 HU3a
HWXKHEro KONOHTUTYna
cooTBeTcTBeHHO. B Word nons
N3MEpPSIIOTCA OT Kpasi McTa oo
OCHOBHoOro TekcTa. Mpu
npeobpa3oBaHUK NOMS MEHAIOTCS Tak,
YTOObI COXpPAHUIMCL NapameTpbl
cTpaHuubl. Ecnu nons He
npeobpa3oBanvck NpaBuUsbHO,
Bblbepute komaHay MapameTpbl
CTpaHuubl B MeH0 dann, a 3aTem,
HUYEro He MeHsisl, HaxxmmTe KHomnky OK
Ha Bknagke Mons.



[MaBHbIN N Oa
BINOXEHHbIE
OOKYMEHTbI

Kogbl cnnsiHus Het

Ctpyktypa/ Ha

Hymepauus

ab3aues/CuyeTunkn

CsowicTBa CTpaHuLbl CM. npumeydaHne
(ueHTpoBKa cTpaHu,

nepennet cTpaHuL 1

BMOXEHHOCTb
cTpaHuu)

MapannenbHble CM. npumevaHune
KOMOHKM

Ob6beanHeHne n Oa

BblpaBHMBaHNE
sYeek Tabnuupbl No

BEpTUKanu
TekcToBble CwMm. npumMevaHue
nons/CTpoku

Moanoxku Oa

CumBonbl Na

WordPerfect

KoHCTpYyKLMKN CrMSAHMSA U MaKpOChI
TepsATCca Npu npeobpaszoBaHun B
Word.

Bce oHn npeobpasytotcs B nona SEQ B
Word.

MNoppepxuBatoTcs NpuBsA3Kka 1
LleHTpPOBKa CTpaHuLl.

MapannenbHble KONOHKK
npeobpasyotcs B Tabnuuy.

HekoTopble TEKCTOBbIE NOMSA U CTPOKU
npeobpasyoTcs B 06bEKThI
rpadhmnyeckoro cnosa Word, kotopble
BMOHbI TONBKO B peXMMax pasMeTku 1
npenBapuTENbLHOro NPOCMOoTpa, a
Takke Npu neyaTu.

Ipadmyeckue nomns, NpUBsi3aHHbIE K
cTpaHuue unu absauy, o6Tekaemble
TEKCTOM U pacnofioXeHHble B Tabnuue,
napannesnbHbIX KONOHKaX U BepxHeM
U HWXKHEM KOSOHTUTYIE,
npeobpasyloTcs B nons ¢ o6rekaHnem
B Word. B 6onbLUMHCTBE Crny4aeB 3To
pamMku npeobpasytoTcs B 0ObEKTbI
rpadpmyeckoro cnos Word.

padhmyeckme nuHMM npeobpa3syloTcs B
HenpepbIBHbIE NUHUK. TEKCT,

o6 TeKalLLMIn PUCYHOK MO KOHTYPY,
npeobpasyeTcs B TEKCT, 0O6TEKaIOLLMIA
KBaZpar, B KOTOpbI/ BNKcCaH 3TOT
PUCYHOK.

Ecnn wpudptel WordPerfect cogepxat
CUMBOIbI, AOCTYNHbIE B CUCTEME, TO
BCE CUMBOJ1bl NpeobpasytoTcs
NONHOCTbIO. ECnun ogmH nnm HeckonbLKo
LWPUETOB HEAOCTYMHbI, HEKOTOPbIE
CMMBOIbI He NpeobpasytoTcs.
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O6meH hannamu mexay Windows n Macintosh

Komnbtotep Macintosh gomxeH 6bITb OCHaLLEeH Bepcuelrt onepaunoHHon cuctembl 7.5 nnu Boille M AMCKOBOAOM,
nogaepxusatowmm Apple PC Exchange.

1 Coxpanute dpaiin Windows Ha guckeTe 3.5 OloiMa Uy KOMMaKT-aucke.

2 BcraBbTe AUCK B COOTBETCTBYHOLLMIA ANCKOBOA kKoMMbloTepa Macintosh.

3 Ckonupyiite HyxHble aiinb.

Mpumevanune. O6meH pannamu mexay Windows n Macintosh cyuiectseHHO ynpolyaeTcs npu Hanuuum
cepepa Windows NT, Ha koTopom 3anywieHa cnyxba ans Macintosh. Bonee nogpo6Ho 06 3Tom cMm.
aokymeHTauuio no Windows NT.
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ABTO3aMeHa

ABTO3aMeHa aBTOMaTUYeCKN UCTIPaBnseT Hambonee YacTo BCTPeYaloLLMeCs onevaTtku, a Takke
opcporpadmyeckme n rpammaTnyeckne owmnbkun. MNapameTpbl aBTO3aMeHbl HECITOXHO U3MEHUTD; TakkKe
CyLLEeCTBYET BO3MOXHOCTb AOMNOMHEHNS CUCKa aBTOMAaTUYECKUX UCTIPaBeHUN.

[lns BbIBOAA MOMHOIO CN1cka M3MEHEHUI, BHOCUMbIX aBTO3aMEHOWN, HaXXmMuTe KHOMKY ﬁL

Cwm. Takxe

= [o6aBneHne aneMeHTa B CNUCOK aBTO3aMEHbI

= [ob6aBneHne aneMeHTa B CNMCOK aBTO3aMeHbI BO BpeMsi NpoBepku opdiorpadum

= M3meHeHWe napameTpoB aBTO3aMeHbI

= OnpepeneHve NCKMIOYEHNA NPY aBTO3aMeHe
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[Jo6aBneHune afniemMeHTa B CNNCOK aBTO3aMeHbl

1 BebiGepute komaHay ABTo3ameHa B MeHio CepBuc.

[=] JemoHcTpauus

2 YcTtaHoBuTe (hnaxok 3aMeHATb Npu BBOAe.

3 B none 3ameHUTb BBEOMTE CMOBO UMW CMOBOCOYETAHNE, B KOTOPOM YacTo BCTpeYaeTcs onevartka,
Hanpumep, BBeaUTe NpeLeHOeHT.

4 B none Ha BBeaMTE NpaBUNbLHOE HaNMcaHWe aTOro CroBa, HanpuMep, BBeAUTE NpeLeaeHT.

5 HaxmuTe kHonky [lo6aBUTb.

Mpumevanune. [lpu BBOAE NoBOro cnosa m3 nepsoro cronbua (Hanpumep npeueHAEHT) u npobena unm
noboro Apyroro 3Haka nNpenMHaHnst OHO aBTOMAaTNYECKN 3aMEHSETCA NpaBUNbHbIM HanNnMcaHneM, ykasaHHbIM BO
BTOPOM cTON6Le (HanpuMmep npeueneHT).
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[dobaBneHne aneMeHTa B CMUCOK aBTO3aMeHbl BO BpeMsi NpoBepku opcorpadum

1 Haxwmute kHonky MpaBonucaHue ;

2 Mpwv oBHapyXeHUM YacTo BCTPeYatoLencs oneyaTku Unm owmnbky Belbepute NpaBunbHbIA BapuaHT
HanucaHus U3 CnycKa NPeaoXeHHbIX.
3 UTo6bl 106aBUTL OGHaPYXKEHHYIO OmneYaTky W NpaBUbHbIA BapyaHT HanMcaHusl B CNMCOK aBTOMAaTUYECKU

UCMpaBnsAeMbIX CIIOB, HAXMWTE KHOMKy ABTO3aMeHa.
CoBet. Eule npole no6aBUTL 31IEMEHT B CMUCOK aBTO3aMEHbI B PEXXMME aBTOMATUYECKON NMPOBEPKHU
opcporpacmu: LWenKHUTE NPaBoi KHOMKOWM MbILLW CIIOBO, NOAYEPKHYTOE KpacHOW BOMHUCTON NIMHUEN, U BbiGEpUTe
B KOHTEKCTHOM MEHI0 KomaHay ABTO3aMeHa, a 3aTeM — NpaBuUnbHbIN BapuaHT HanucaHus. Ecnv ana
BbIJENEHHOr0 CroBa OTCYTCTBYHOT BapuaHTbl NPaBUITbHOMO HanucaHusi, komaHaa ABTo3aMeHa He NosiBUTCS B

KOHTEKCTHOM MEHIO.
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MU3meHeHue napamMeTpoB aBTO3aMeEeHbl

1 BebiGepute komaHay ABTo3ameHa B MeHio CepBuc.

[=] [JemoHcTpauus
2 BbiBGepuTe HyXHble NapameTpbi.
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OnpepeneHne UCKMNOYEHUN NpU aBTO3aMeHe

1 BebiGepute komaHay ABTo3ameHa B MeHio CepBuc.

[=] JemoHcTpauus

2 HaxmuTe KHonky UcknroveHus.

3 Uro6bl 3anpeTuTh aBTOMaTMYECKOe NpeobpasoBaHue B NPOMUCHYIO NepBoli BykBbI NoGOro crnosa,
crnepyloLLEro 3a CokpalleHnem, BbibepuTe Bknaaky Mepeas GykBa, a 3aTem BBeauTe CoKpalleHue (BKoyas
3aBepLUaloLLyto TOYKY) B Morne He 3ameHATb NponucHoW nocne.

YT06bI 3aNpeTuTb aBTOMaTNYeCKOe MCNpaBneHne CrioBa, Ha4YnMHarLWerocs ¢ AByX NPONUCHbIX Byks, Boibepute
Bknaaky [iBe NMPonucHeble, a 3aTem BBeAUTE 3TO CMOBO B norne He 3amMeHATb.

4 Haxmute kHonky [lo6aBUTL, a 3aTEM KHOMKY 3aKpbIThb.

CoBet. [1ns aBToMaTu4eckoro 406aBneHUst UCKIOYEHUIA B CMIMCOK aBTO3aMEHbI YCTAHOBUTE (hraXok
ABTOMaTM4ecku A06aBnNATbL CroBa B CNUCOK B AnanoroBom okHe UckntoyeHns npu aBTrosameHe. Ecnv npu
BBO/E TeKCTa NPONCXOAAT HEHYXHble aBTOMaTUYeCKne 3ameHbl, HaxMmuTe knasuwy BACKSPACE v BBeguTe
HY>XHBI TEKCT NOBEPX aBTOMAaTUYecku ncnpasneHHoro. Cnoso byaeT aBTomaTnyeckv 4o6aBneHo B CMCOK
UCKIIOYEHUN.
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M3meHeHue anemeHTa cnuckKka aBTO3aMeHbl

1 BebiGepute komaHay ABTo3ameHa B MeHio CepBuc.

[=] JemoHcTpauus

2 Y706bl U3MEHWTbL 3MIEMEHT, COXPaHEHHbIN Kak 0ObIYHbIN TEKCT, BbIAENUTE €ro B CMNCKE aBTO3aMEHbI.
3 BBseawuTe HOBOe 3HAYEHVE B MOre Ha.
4 Haxmute KHOMKy 3aMeHUTb.

MNpumeyanne. Ecnu TpebyeTcs M3MEHUTL 3MEMEHT CrcKa aBTo3aMeHbl, coaepXalluin GonbLIon dparMeHT
TeKcTa, PUCYHOK U (hopMaTUpoBaHWe, BCTABLTE €ro B IOKYMEHT, BHECUTE HEOOXOAMMbIE U3MEHEHUS,
BblaenuTe N3MeHeHHbIN arieMeHT, BbiGepnTe koMaHay ABTo3aMeHa B MeHio CepBUC, BBeauTe 1Ms OieMeHTa B
none 3aMeHUTb, a 3aTEM HaXKMUTE KHOMKY 3aMeHUTb.
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ﬂepeumeHOBaHMe ANieMeHTa CNMCKa aBTO3aMéeHbl

BbibepuTe komaHay ABTo3amMeHa B MeHio CepBuc.
[emoHcTpauns
BblgenuTte anemeHT, KOTOpbIN CeayeT N3MEHUTb, B CMMCKE aBTO3aMEHbI.

HaxmuTe kHomky YaanuTb.

BeeguTte HoBoe nMs B nore 3aMeHUTb.

U’I-thli—\

HaxwmuTe kHonky [lo6aBUTb.
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YaoaneHune aneMeHTa CNMcKa aBTO3aMeHbl

1 BebiGepute komaHay ABTo3ameHa B MeHio CepBuc.

[=] JemoHcTpauus

2 BbloenuTte afeMeHT, KOTopbIl credyeT M3MeHUTb, B CNINCKE aBTO3aMEHbI.
3 HaxmuTe kHOMKY YAanuThb.
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BkniovyeHune n oTKNOYeHUe aBTO3aMeHbl

=l JeMoHcTpaums
1 BbiGepute komaHay ABTo3ameHa B MeHio CepBuc.
2 YcTaHoBUTE UM CHUMUTE (Priaxkok 3aMeHsITb Npy BBoAe.
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N3meHeHue (*)OpMaTMPOBaHVIﬂ npun yaaneHum Tekcta

Mpw ynanenun cumeona a6saua (2l) npeabiaylimii absal o6beanHSETCa co CNeayoLMM 1 NPUHAMAET ero
dopmaTmpoBaHue u cTunb. YTobbl BoCCTaHOBUTL cMMBON ab3aua n npexHee hopmaTnpoBaHue, HaxmMnTe
KHOMKY OTMeHUTb

.
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OTmeHa pencTBum
1 ,D,ﬂﬂ BblBOAa CrnucKka ,EleVICTBMI;I, KOTOpble MOryT ObITb OTMEHEHbI, HaXMUTe CTPEeSiKy paaom C KHOMKOW
OTMeHuTb .

2 LlenkHnTe OeiicTBre, KOTOpoe crieqyeT OTMeHUTb. Bo3aMOXHO, As ero noucka notpebyeTcs NPpoKpyTUTb
CTICOK.
Mpv OTMEHe OeNCTBUS Takke OTMEHSIIOTCSA BCe AEVCTBUS, PACMONOXEHHbIE BbiLLe HETO B CTCKE.

CoBeT. [1nsi NOBTOPHOrO BbINOMHEHUS NOCNEeAHEro OTMEHEHHOIO AENCTBUSI HAXKMUTE KHOMNKY BepHyTb ;
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3awmTa AOKyMeHTa
CyLIJ,eCTByeT HECKONbKO BO3MOXHOCTEN orpaHn4eHuns U3MEHEHUN B OOKYMEHTE:

e HasHauMTb JOKYMEHTY Naponb, NPefoTBpaLLatoLLMiA OTKPLITUE JOKYMEHTA NONb30BaTENEM, HE MELLUM
COOTBETCTBYHLLMX MOSTHOMOYNIA.

¢ HasHauuTb JOKYMEHTY Naporb, 3anpeLlatoLmii 3anmcb, To eCTb NO3BOAILWMIA APYTMM NOMNb30BaTENsM
OTKPbIBATb AOKYMEHT TOMbKO AMs YTeHUs. Ecnmn KTo-nmbo oTKpoeT npeaHasHadYeHHbI TOMbKO O YTeHNs
JIOKYMEHT U BHECET B HEr0 U3MEHEHUS, COXPaHUTL 3TOT ¢paii OH CMOXET TOMbKO Nofd ApYrMM UMEHEM.

e PekomeHOoBaTh ApyrMM nonb3oBartensMm pabotaTte ¢ LOKYMEHTOM Kak ¢ dhannom, npegHasHavyeHHbIM TOMbKO
ans yteHus. Ecnm k1o-nmbo OTKpbIBaeT 3TOT AOKYMEHT Kak chain, npegHasHaYeHHbIN TONbKO A8 YTEHUS, U
BHOCUT B HEIO M3MEHEHMS1, COXPaHUTb 3TOT (ain OH CMOXET TONbKO Nog APYruMm nmeHem. Ecnu e oH
OTKPbIBAET JOKYMEHT KakK OObIYHBIN (haiin u BHOCUT B HETO U3MEHEHMWS, (halin MOXeT ObIiTb COXpaHeH Nnof
NPEXHUM UMEHEM.

¢ HasHaunTb AOKYMEHTY, NpegHasHa4YeHHOMY AN PacChiniku, Naponb, 3anpeLLarLLmii BHeceHue nobbix
N3MEHEHUI, KPOME MPUMEYAHUIA U 3aNUCaHHbIX UCMPABNEHWNA.

e [lokymeHTy, cogepxailemy dopMbl, MOXHO Ha3Ha4YUTb Naporb, 3anpeLLaroLLnii U3MeHeHe oTAEeNbHbIX

a3genoB JOKYMEHTA.

BHumaHnue. Ecnuv nocne npucsoeHusi napons oH 6yaeT 3abbiT, HEBO3MOXHO BYAET H OTKPbITh JOKYMEHT, HU

CHATb C HEro 3aLUMTy, HU BOCCTAHOBUTL AaHHbIE N3 Hero. [1oaToMy cnefgyeT CocTaBUTb CMIMCOK Naponen u

COOTBETCTBYHOLLMX UM AOKYMEHTOB U XPaHUTb €ro B HAAEXXHOM MecCTe.

Cwm. Takxe

= HasHayeHve napons Ans OTKpbITUS JOKYMeHTa

= HasHayeHve napons paspelleHns 3anmcu

= PekomMeHfaLmMs gocTyna TONbKO ANs YTEHUs

=l [ogroroBka JOKYMEHTa K NPOBEpKe

= 3awunta nonen sNeKTPOHHOW OPMbI OT U3MEHEHUS
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HasHauyeHue naponsa AanAa otkpbiTUA AOKYMeHTa

1 OTkpoiiTe OOKYMEHT.
2 Boibepute komaHay CoxpaHUTb Kak B MeHio daiin.

=] JemoHcTpaums

3 Haxmute kHonky MapameTpbl.

4 B none MNaponb Anst oTKpbITUSA haina BBeAUTE Naponb, a 3aTeM HaxmuTe kKHonky OK.

5 3arem BBeguTe TOT e Naponb eLle pas U HaxmuTe kHonky OK.

6 Haxmute kHonky COXpaHUTb.
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HasHauyeHue napons paspelueHus 3anmucu

1 OTkpoiiTe OOKYMEHT.
2 Boibepute komaHay CoxpaHUTb Kak B MeHio daiin.

=] JemoHcTpaums

3 Haxmute kHonky MapameTpbl.
4 B none Naponb paspeleHns 3anncu BBEAUTE Napofb, a 3aTeM HaxMute KHornky OK.
5 3atem BBeauTe TOT e Maponb elle pas 1 HaxmuTe kKHonky OK.

6 Haxmute kHonky COXpaHUTb.

CoBeT. [lpu paccbinke AOKyMeHTa Ansi NPOBEPKN MOXHO 3anpeTuTb APYrM NMosfib30BaTENsAM BHOCUTD JtoOble
N3MEHEHUS, KPOME MPUMEYAHWI M 3aNMCaHHbIX McnpaBneHnii. BoibepuTte komanay YCTaHOBUTL 3aliUTy B MEHIO
CepBuc, a 3aTeM — napameTp 3anucu ucnpaBneHuin. Ytobbl paspeLumTb TONbKO BCTaBKY NPpUMEYaHWUI,
BblbepnTe NnapameTp BcTaBkM npumMeyaHun.
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PekomeHpgauusn AocCTyna TONbKO ANA YTeHus

1 OTkpoiiTe OOKYMEHT.
2 Boibepute komaHay CoxpaHUTb Kak B MeHio daiin.

=] JemoHcTpaums

3 Haxmute kHonky MapameTpbl.

4 YcraHoBuTe pnaxok PeKOMeHAOBaTbL AOCTYN TOMLKO ANS YTEHUS 1 HaXMuTe kHornky OK.

5 HaxmuTe kHoMKy COXpaHUTb.
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MU3meHeHue unm yaaneHune napons
[ns oTkpbITUS OOKyMeHTa HeobXxoAnMo 3HaTb naponb.

1 OTkpoiiTe JOKYMEHT.
2 Boibepute komaHay CoxpaHUTb Kak B MeHio daiin.

[=] JemoHcTpaums

3 Haxmute kHonky MapameTpbl.

4 B none Naponb gns oTkpbITusA channa unv Maponb paspeLweHns 3anucy BblOenMTe CUMBOIbI,
npeacTasnsaoLLmMe CyLecTBYOLLNA Naporb.

5 [ns n3ameHeHus naponsi BBEAMTE HOBbIV Naponb 1 HaxmuTe kHonky OK.
[nsa yaaneHns napons HaxmuTe knasuwy DEL 1 HaxmMuTe kHonky OK.
6 MMocre nameHeHWs1 Nnapons BBeAUTE €ro eLle pa3 U HaxmuTe kHonky OK.
7 HaxmuTe kHOMKy COXpaHUTb.
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Pa3pe|.ueHMe BOMNPOCOB: 3aluTa AOKYMeHTa

| Maponb, ykasaHHbIA NpW OTKPLITUK daina, He cpaboTtan
= [OKYMEHT 3allMLIEH N HEKOTOPbIE KOMaHAbl He paboTalT
(=] HeBo3MOXXHO 06MeHUBaTLCS CTUNAMW, MAKPOCaAMU NN ANEMEHTAMUN CNUCKa aBTOTEKCTa MeXay
OOKYMeHTamMu 1 WwabnoHamu
{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"wotbsTroubleshootProblemsProtectingADocumentA™: 1:"Foo":"Invisible"}



Maponb, ykasaHHbIA NPU OTKPbITUKM haina, He cpaboTan

[ns naponew cywecTByeT pa3Huua Mexay NponUCHLIMKU U CTPOYHbIMK BykBamu. NonpobyiTe BBECTM Naporib
npv BKMNOYEHHOM pexnme CAPS LOCK mnu, BBOAS Naporb elle pas, ydoeantecb B NpaBUNbHOCTA ero Habopa.

{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"wotbsThePassword| TypedToOpenADocumentDoesntWorkA":1:"Foo":"Invisibl
ell}



D,OKyMeHT 3alwjumieH n HeKoTopblie KoMaHAbl He paGOTaI'OT

I'IpV| 3alnTte OOKyMeHTa ond I'IQI/IMe‘-IaHVIVI N 3anncaHHbIX VICI'IQaBJ'IeHVIVI HEKOTOpble KOMaHAbl CTAHOBATCA
HeOOoCTyNHbIMN. [na BoccTaHOBNEHUSs AoCTyna Ko BCeM KOMaHaam Bbl6epl/|Te KOMaHay CHATb 3auuTy B MEHIO
Cepch. Ecnun OOKYMEHT 3allullieH naponem, and CHATUA 3alnTbl Heobxoanmo 3HaTb 3TOT naponb.
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HeBO3MOXHO OOMeHMBaTbCS CTUNAMU, MaKpocamMn Unun anemMeHTamMmm Crnmcka
dBTOTEeKCTa MeXxay AOKYMeHTaMn n wabnoHamu

,D,OCTYI'I K JOKYMEHTY Unn ma6r|0Hy, Kyda HY>XHO CKONMpoBaTb CTUIN, MAaKpOCbl U arnemMeHTbl CNnCcKa
aBTOTEKCTa, MOXET ObITb orpaHu4eH ogHUM U3 cnegyrumx crnocobosB:

e [IoKyMEHT 3aLuuiLieH oT Ao6aBneHNst BCEro, KpoMe NpYMeyaHuin 1 3anucaHHbIX McnpaBneHun. [ins cHATus
3awWmThl BbibepuTe komaHay CHATL 3awuTy B MeHio CepBuc. Ecnv 4OKYMEHT 3aluumileH naponem, Ansi
CHATUS 3aLLMTbl HEOOXOAMMO 3HATb 3TOT NapPOorb.

e JloKyMeHT 3alumLLeH naponemM, 3anpeLiarowmnm 3anucb. JoKyMeHT unm wabnoH MOXHO OTKPbITb, HO BHECTU B
Hero nameHeHust 6e3 3HaHUs Naposst HEBO3MOXHO.

e JloKyMeHT pa3peLleHO MCMOoNb30BaTk TOMbKO A YTeHUs. [JoKyMeHT nnu wabnoH MOXHO OTKPbITb, HO
COXPaHWUTb BHECEHHbIE B HEMO U3MEHEHUSI MOXHO TOSbKO NOA, APYTYM UMEHEM.

e Ecnu JOKyMEHT, B KOTOPbIN HY>XHO BHECTU M3MEHEHUSI, HAXOAWTCS Ha CETeBOM AMUCKe, TO, BO3MOXHO, He BCe
nonb3oBaTtenu obnagatoT NPaBoM BHOCUTb B HETO M3MEHEHUSI.
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Ho6aBneHue coHa

YTobbl caenatb AokyMeHTbl Word n Web-cTpaHuusl 6onee npuenekaTenbHbIMY, UCMOMNb3yinTe pasnuyHble Buabl
doHa, B TOM YMCIe TEKCTYPHYIO 3arMBKY.

e Ha Web-ctpaHuuax n B gokymeHTax Word, npegHasHayeHHbIX A4S NPOCMOTpa Ha aKkpaHe, MOXHO
MCMoMnb30BaTh PasnuyHbIE LiBETA U TEKCTYPbI.

e B pgokymeHTax Word, npegHasHa4YeHHbIX AN NpOCMOTpa Ha 3KpaHe, B kayecTBe hoHa MOXHO MCnonb3oBaTb
PUCYHKMN.

e MoxHO co3faTh NOAMNOXKY, KOTopas ByaeT BMAHA TONMbKO B HaneyataHHOM JOKYMEHTE.
CM. Takxke
[=] Wcnonb3oBaHue oHa 1 TekcTyp Ha Web-cTpaHuuax n B gokymentax Word

(=] Vcnonb3oBaHne pyUcyHka B kayecTBe doHa Npu NpocMoTpe gokymeHta Word
=l CoszfaaHve nNoanoxku
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Ucnonb3soBaHue ¢oHa u Tekctyp Ha Web-cTpaHuuax n B sokymeHtax Word

®oH, foGaBneHHbI ¢ NOMOLLbo koMaHabl PoH (MeHlo PopmarT), oToGpakaeTcs TONbKO B PEXUME 3NIEKTPOHHOIO
OOKYMEHTA M He BLIBOAMTCS Ha nevarb.

1 BbiGepute komaHay ®oH B MeHio DdopmarT, a 3aTeM — LBET WU, €CNU HYXXHbIN LiBET OTCYTCTBYET B
npeanoXxXeHHOM crnvcke, koMaHay JononHuTenbHbIe UBeTa. [Ins ucnonb3oBaHus cneumanbHbiX 3deKToB,
HanpvMep TEKCTYPHON 3anuBku, Bblbepute koMaHay Cnoco6bl 3anvBKM.

2 YcTaHOBMUTE HyXHble NapaMeTpbl.

[nsi nonyyYeHUs cBedeHWiA 0 MoBOM NapameTpe HaXMUTE KHOMKY C BOMPOCUTENbHbIM 3HakoM |, a 3atem
LLlenKHUTE 3TOT NapameTp.

CoBeTbl

¢ [lo ymonuanuto gns Web-cTpaHuy ucnonbayetcs 6enbii oH.

e OnemeHT dhoHa, A1 KOTOPOro OnpeaerieHa TeKCTypa, NOBTOPSIETCS CTONMbKO pas, CKOJIbKO HEOOXoaAMMO Anst
3anonHeHunst CTpaHuLbl.

e Kpome cTaHaapTHbIX TEKCTYp, oTobpaxaeMmblx Ha Bknaake TekcTypa, B Ka4eCTBe TEKCTYPbl MOXHO
ucnonb3oBatk Nobon pucyHok. [ins atoro Ha Bknaake TekcTypa HaxMuTe KHoMKy [pyras TekcTypa,
yKaxkuTe chann, cogepaliuin HyXXHbI PUCYHOK, a 3aTeM HaxxmuTe kHornky OK.

e [lpu cosgaHun Web-cTpaHuLbl TEKCTYpa COXpaHseTcs B BUae otaensHoro dhanna, Hanpyumep Image.gif,
KOTOpPbIN NomeLlaeTcs B nanky, cogepxatuyto Web-ctpaHuuy.
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Mcnonb3oBaHue pucyHka B KadyecTBe poHa Npu npocmoTpe AokymeHTa Word

®oH, foGaBneHHbI ¢ NOMOLLbo koMaHabl PoH (MeHlo PopmarT), oToGpakaeTcs TONbKO B PEXUME 3NIEKTPOHHOIO
OOKYMEHTA M He BLIBOAMTCS Ha nevarb.

1 MocneposatensHo BbIGepuTe kKoMaHay POH B MeHio dopmar, komaHay Cnocobbl 3anUBKK 1 BKNagKy
PucyHok.
2 HaxmunTe KHOMKy PUCYHOK, yKaxknTe dpain, cogepalluit Hy)XXHbIi PUCYHOK, a 3aTeM HaxmuTe kHonky OK.
CoBeTbl
o [Ins nonyyeHns ceeaeHui o NioBoM napameTpe HaXMUTe KHOMKY C BONPOCUTENbHLIM 3HakoMm |, a 3aTem
LLeNKHUTE 3TOT NapameTp.
. [aHHbIn napameTp HegocTyneH ana Web-cTpaHuu, 3aTo Ans HUX MOXXHO UCMNONb30BaTh MNoO0 PUCYHOK B
Ka4yecTBe TEeKCTypbl.
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Co3aaHue NoanoXKu

[nsa neyat noanoxku ee HY>XHO BCTaBUTb B BEPXHUIA NN HXKHUN KONMOHTUTYI. [Noanoxka nevaraeTcs B TOM
MeCTe CTpaHuUbl, rge OHa pacnosioXXeHa, a He TOJIbKO BBepXY UM BHU3Y CTpaHUUbI.

1 B meHio Bug BuiGepute komaHgy KonoHTuTynbl.
£ JemMoHcTpaums

2 Ha naHenu uHcTpymeHTOB KONOHTUTYNbI HaxmuTe KHOMKY OCHOBHOWM TEKCT ; YTOObI CKPbITb TEKCT 1
rpacpuKy OCHOBHOIO JOKYMEHTA.

3 BcraBbTe rpadmyeckuin 06bekT — aBTOUrypy, KapTUHKY, (OUrYPHBIA TEKCT UM UMMOPTUPOBAHHBIN PUCYHOK,
— KOTOpbIN CrieayeT HaneyaTaTb Ha Kaxaon cTpaHuLe.
= MHCTRYKLMK

[Ina BCTaBKM TeKCTa, KOTOPbIV AOMKeH ObITb HaneyaTaH Ha Kaxaon CcTpaHule, Hanpyumep, crosa «YepHOBUMK»,
Bblbepute komaHay Hapnucb B MeHio BeTtaBka v BBeanTe HYXHbIN TEKCT. [iNg n3amMeHeHns pasMepoB Hagnmcu
nepertawuTe Mapkepbl U3MEHEHUs pa3Mepa.

4 Yt0o6bl NpeobpasoBaTh rpacpuueckmii OGBEKT B MOAMOXKY, BbIAENUTE €ro, a 3aTeM BbibGepuTe KomaHay
PucyHok nnn O6bekT B meHio Popmart. Ha Bknagke PucyHok B pasaene Hactpoiika nsobpaxeHus
Bbibepute Moanoxka u3 cnucka LiBeT. Mpu xenaHum 3gecb e MOXHO BbINOMHUTL HACTPONKY APKOCTH 1
KOHTPaCTHOCTM pPUCYHKa. YTOBbl OTMEHUTL 06TekaHne pucyHKka TekcToMm, BblibepuTe Bknagky ObTekaHue, a
3atem napametp Het B rpynne O6TekaHwme.

[nsa n3ameHeHus chopmarta TekcTa Hagnucy BelgenuTe ee, Bbibepute komaHay LWWpudTt B meHio ®opmar 1
3afanTe Hy>Hble napameTpbl. [TOBOPOT TEKCTa OCYLLECTBNAETCA NyTeM Bbibopa COOTBETCTBYIOLLENO
napameTpa B AnanorosoMm okHe HanpasneHue Tekcta (MeHio Popmart). Tak kak HagnUcK ABNATCS
rpacuyeckuMmn obbekTamu, AN USMEHEHNS UX rpaHunL, dOoHa 1 APYrMxX NnapamMeTpoB MUCMONb3ynTe NaHenb
UHCTpyMeHTOB PncoBaHue.

5 Ha naHenu uHcTpymMeHTOB KOMOHTUTY I HAXMUTE KHOMKY 3aKpbITh.

Mpumevanunsa

e YT06bI yBNAETD, Kak NoAnoxka byaeT BoIrMaAeTb B HaNneYyaTaHHOM AOKYMEHTe, NepernanTe B PEXUM pasmeTKm
Unu NpegBapuTenbHOro NPOCMOTpa.

e Ecnun nognoxka genaet Hepa3bopumBbIM TEKCT JOKYMEHTA, cneayeT caenatb 6onee cBeTnbiM 06bEKT, U3
KOTOPOro oHa Gbina co3gana. [nst nony4yeHnst 4ONOMHUTENbHBLIX CBEAEHUN HAXXMUTE KHOMKY EL
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MU3meHeHue choHa

1 BbiGepute komaHay ®oH B MeHio Dopmar.

2 BoibepuTe apyroii LBET MM cnocob 3anmeku.
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YnaneHue ¢oHa

CyLIJ,eCTByeT BO3MOXXHOCTb yOalnTb He TONbKO CbOH, CO3aHHbIN 4ns ynyyuweHua Buaa OKyMEeHTa B pexunume
ONIEKTPOHHOro AOKYMeHTa, HO U NOANOXKY, KOTOpasd He BUOHa B 3TOM peXunme, 3aTo BbIBOAUTCA Ha nNeYatb.

CwmM. Takxe

= Ypanenve doHa, ncnonsdyemoro npu npocmotpe Web-CTpaHuLbl nu JoKyMeHTa

=l YoaneHve nognoxku
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YnaneHnue hoHa, ucnonb3syemoro npu npocmotpe Web-cTpaHuubl Mnu AOKyMeHTa

1 BbiGepute komaHay ®oH B MeHio Dopmar.
2 Buibepute Het 3anuBeku.

Mpumeuvanue. Ecnu doH ana Web-cTpaHuubl He 3aaaH, ncnonb3yeTcs OOH, YCTaHOBIMEHHBbIN B CPEACTBE
npocmotpa Web-cTpaHuL, nonb3oBaTens, NPoCMaTpuBaloLLEro AaHHY CTpaHuuy. Yalle BCcero Takvm LBETOM

SAIBNSETCH TEMHO-CEPbIN.
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YpaneHue noanoxku
,D,J'Iﬂ yoaneHna noanoXkn U3 JOKyMeHTa ee HeOﬁXO/:l,I/IMO yAanuTtb U3 KONOHTUTYNA.

1 OTkpoiiTe COOTBETCTBYIOLLMIA JOKYMEHT.

2 Beoibepute komaHay KonoHTuTynbI B MeHio Bug.
= [emoHcTpaums

3 MMepeiiaunTe B KOMOHTUTYI, M3 KOTOPOTO CrieayeT yAanuTb NOAMOXKY.
= WHCTpyKLmK

4 Bbigenute noasioxKy (TEKCT Uy PUCYHOK) U HAXMUTE Knasuwly DEL.
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PaspelueHne BonpocoB: ¢oH

| ®oH JOoKYMeHTa He BbIBOAWUTCH Ha NeyaTb

= doH JoKyMeHTa He 0TOBpaXaeTcs Ha SkpaHe

(=] Mognoxka genaet Hepa3bopUYNBbLIM TEKCT JOKYMEHTA

[=] [Noanoxkun neyararTca He Ha Kaxaon cCTpaHuue JOKYMeHTa
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®PoH AOKYyMeHTa He BbIBOOAUTCA Ha nNe4vaTb

®OH AOKyMeHTa, Co34aHHbIN C MOMOLLbIO KOMaHAabl PoH (MeHtio Popmart), NpegHa3HayYeH TonbKo ANS
oTobpaxeHusa Ha akpaHe. [insg nobaBneHnsa nevyataemMbixX rpaH1L, 1 3anvBKK NCMONb3ynTe kKomangy MpaHuubl n
3anuBka (MeHio Popmar).
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®oH AOKyMeHTa He OTobpaxaeTcs Ha aKpaHe

®oH oToGpakaeTcs TONbKO B pexMMe SMEeKTPOHHOIO AoKyMeHTa. [Ins nepexofa B 3TOT pexum Bbibepute
KOMaHay dneKTPOHHbIN AOKYMEHT B MeHio Bua. UTobbl fokymeHT Word aBTomMaTnyecku OTKpbIBancs B pexume
3MEeKTPOHHOIo AOKYMEHTA, COXPaHUTE 3TOT AOKYMEHT, HaxXoAACh B JAHHOM pexuMe.
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MNopnoxka genaeTt Hepa3GopPUNBLIM TEKCT AOKYMEHTA

Ecnn nognoxka genaet Hep836OpLIVIBbIM TeKCT AOKYMEHTa, cneayet caenartb 6onee cBeTNbIM 0OLEKT, U3
KOTOPOro oHa Obina cosgaHa.

YT06bI caenatb 6onee cBeTnbiM 06bIYHbIN TEKCT, Bbibepute komaHay LpudT B MeHio ®opmar, a 3atem —
6onee ceeTnbIN LBET WpundTa, HaNpUMep CBETO-CEPbIN.

UT0obLI caenatb 6onee cBeTNbIM PUrypHBIA TEKCT, CO3AaHHbIN ¢ nomoLLbio npunoxeHns WordArt, BeiGepute
komangy O6bekT B MeHi0 Popmar, a 3aTeMm — Gornee CBETIIbIV OTTEHOK Ceporo LBeTa (NMpyu MCnonb3oBaHUn
LiBETHOrO NpuHTepa — Gornee CBeTNbIV LBET 3anvBKK) Ha Bknagke LiBeTa v nuHun.

Y106kl caenatb bonee cBeTNbIM rpaddnyecknini 06bEKT, CO3AaHHbIN C NMOMOLLI0 NaHeNn UHCTPYMEHTOB
PucoBaHue, Bbibepute komaHgy ABTodurypa B meHio Popmar, a 3atem — Gonee CBeTNbI OTTEHOK CEPOro
uBeTa (Npu ncnonb3oBaHMN LBETHOTO NpuHTepa — Boree CBeTnbIN LBET 3anuBkK) Ha BkNagke LiBeta n
NHUN.

YUT06bI caenatb 6onee CBETNBIM UMMOPTUPOBAHHBIN PUCYHOK, BbibepuTe kKomaHay PucyHok nnu O6beKkT B
MeHio Popmar, a 3aTem — Hornee CBETIbIV OTTEHOK Ceporo LBeTa (Mpy MCNonb30BaHUM LIBETHOMO NpMHTEpa
— bornee cBeTnbIN LBET 3anvBkK) Ha Bknagke LiBeta n nuHuun. Ha Bknagke PucyHok B pasgene Hactpowka
n3obpaxeHuns Bbibepute Mopnoxka ns cnucka LiBeT. Mpu xxenaHun 34eck e MOXHO BbINOMHUTbL HACTPONKY
APKOCTU N KOHTPACTHOCTU pucyHka. Ecnn He yaaeTcs AOCTUYb HYXXHOro adhdhekTa, NCnonb3ynTe NpunoxeHue,
B KOTOPOM Obin co3gaH AaHHbIA PUCYHOK.

Ecnv uMnopTMpoBaHHBGIN PUCYHOK MOMyYeH C NOMOLLbIO CkaHepa, Ans ero obpesku, nobaBneHus
cneumanbHbix 3 dEKTOB, PETYNIMPOBKN IPKOCTU, KOHTPACTHOCTU M LIBETA MOXHO UCMONb30BaTh NPUIoOXeHne
Microsoft Photo Editor. Bce Heobxooumble cBeaeHMs1 coaepXaTcsl B CNPaBOYHOM CUCTEME STOM0 NPUMOXKEHUS.
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MoanoXxkn nevyaTardTCA He Ha KaXXaoun CTpaHuUe AOKYyMeHTa

Y106kl MOANOXKA NevaTanack Ha Kaxgon cTpaHvue, HeoOXOAUMO MOMECTUTL ee B BEPXHUIN UIN HKHWN
KOnoHTUTyn. Ecnun ana yactn AoKymMeHTa onpeaeneH Apyrov KOMOHTUTYM, NOANOXKM ByAyT HanevaTaHbl He Ha
BCEX CTpaHuuax. Hanpumep, MOxHO 3agaTtb 0cobblin KONMOHTUTYN ANs NEPBOWN CTPaHULbI, 3anNpeTuTb nevaTtb
KONMOHTUTYNa Ha NepBON CTpaHuLe, a Takke 3a4aTb pa3Hbie KONMOHTUTYIbI AN YETHbIX/HEYETHBIX CTPaHWL, 1

pPa3HbIX pa3genos.

Yuncrio pasaesnos B JOKYMEHTe 0TOBpaxaeTcsl B CTPOKE COCTOSIHUA BHU3Y 3KpaHa. Ecnu B Hel ykasaHo, 4To
JOKYMEHT COZEePXUT HECKOJIbKO Pasaernos, CKONUPYATe NOAMOXKKY B KOMOHTUTYIbI BCEX pa3aernoB AOKYMeHTa.
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N3meHeHUue BHelwlHero Buaa coobweHunn WordMail

Word BkntovaeT B cebs HeCKOMbKO LIAabNoHOB 3MEeKTPOHHOWM NOYThI, KOTOPbIE MOXHO BblbMpaTh Npu
ucnonb3oBaHum Word B KayecTBe pefakTopa MeKTPOHHOW NoyThl. Kaxxabiv wabnoH cogepXnT cBeaeHus no
OTAENbHON Teme. Hanprmep, MOXHO UCMOMNb30BaTh LWABNOH CPOYHON TEMbI A4S OTNPAaBKM CPOYHBLIX COOBLLEHNI
3MEKTPOHHOW MOYTHI.

B gononHeHnue k atomy, Word aBTomaTnyeckn doopmaTrpyeT 3arofoBkn 1 CTPaHULIbl B TEKCTax COOBLLEeHUA
WordMail npu ux otkpbITun. Npn obMeHe coobLleHNAMM NO ANEKTPOHHON NOYTE MOXHO NIErko OTNNYUTL TeKyLlee
coollLLieHne OT NpeablayLLero.

CwM. Takxke

[=] Mcnonb3oBaHune wabnoHos anekTpoHHomn nodtbl Word coBmecTHo ¢ Microsoft Outlook

=] Vcnonb3oBaHue WwabnoHoB anekTpoHHor noytbl Word coBMecTHO ¢ Microsoft Exchange

[=] ABTOoMaTu4eckoe chopmatmpoBaHue gokymeHTos WordMail
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Mcnonb3oBaHue WwabnoHoB anekTpoHHon no4ytbl Word coBmecTHO ¢ Microsoft
Outlook

1 B Microsoft Outlook BbiGepute kKomaHay BbiGpaTth wabnoH B MeHio CoobLyeHune.

2 Ha Bknagke Outlook BbiGepuTe LWABGMNOH, KOTOPbIA HYXHO UCMONb30BaTh.

Mpumevanmne. YT06bI MONYYMTL CBEAEHUS 06 yCTaHOBKE LabnoHa COOBLEeHNS SNEKTPOHHON MOYThI B
KauyecTse WabnoHa, UCNOoNb3yeMOoro Mo YMOMYaHUIO, HaxmMuTe kHonky 21,

{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"wodccUseTemplatesWithMicrosoftOutlookA":1:"Foo":"Invisible"}



YcTaHoBKa WabnoHa 3f1eKTPOHHOW NO4Thbl, UCnosib3yemoro no ymondanuto Word B
Microsoft Outlook

1 B Microsoft Outlook BbiGepute komaHay MapameTpbl B MeHio CepBuc, a 3atem — Bknaaky E-mail.

2 YcraHoBuTe chnaxok Ucnonb3osaTb Microsoft Word kak pegaktop coo6LeHunin.

3 Haxmute kHonky LLaGnoH.

4 Bbi6epuTe HyXHblii LWAGMOH.
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Mcnonb3oBaHue WwabnoHoB anekTpoHHon no4ytbl Word coBmecTHO ¢ Microsoft
Exchange

1 B Microsoft Exchange Bbibepute komaHay MapameTtpbl WordMail B meHio CoobuieHume.
2 B paspgene Wa6noH BbiGepUTe HYXXHbIi LWaBMNoH.
3 Haxmute kHonky Cos3aaThb.
4 [na nobasnenus B pasnen LWa6noH Hosoro wwabnoHa Beibepute [lo6aBuUTb.
YTtobbl oTpenakTMpoBaTh BbiOpaHHbIN WabnoH, BeibepuTe MpaBkKa.
MpumeyaHue. [Ons ucnonb3oBaHMs HOBOrO LWabrnoHa B kayecTBe WabnoHa no yMonyaHuio ycTaHoBUTe
bnaxxok YcTaHOBUTb KakK WabnoH no yMon4yaHuio.
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Co3aaHme aBTOMaTU4eCKOW NOANMUCU COOOLLEHNIA 3NEeKTPOHHOW NOYThbI

1 B oTKpbITOM COOBLLEHNM BbIGEPUTE TEKCT, KOTOPLIV BYOET UCMONb30BaTLCA B Ka4ecTBe aBTOMaTUYECKOM
NOANUCK COOBLLIEHNI 3NEKTPOHHON MOYThI.

2 B wmeHio CepBuc BbiGepuTe KoMaHay ABTONoanNuCh.

3 HaxmuTe kHonky OK.

Mpumeyvanue. [ognuck Byaet aBToMaTMYeckM 4O6ABNATLCSA B KOHLE Kaxaoro cooblueHuns. [na 6eictporo

yAaneHus aBTONOAMUCK U3 AAaHHOTO COOBLLIEHMS BbIAENUTE €€ U HaXmnTe knaesuwy DEL.
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BkniovyeHune nnu BbiknovyeHue B Word pexnma penaktopa 3ﬂeKTpOHHOVI MoYTbI

MoxHo ncnonb3oBaTth Word kak pegakTop CooBLLEHUI 3MEKTPOHHOM MOYThI UK BEPHYTLCS K paboTe ¢
PeaakTopoM, UCMOSb3YEMbIM MO YMOMYaHMIO.

CwmM. Takxe

=l BkntoyeHve unu BoiknodeHve B Word pexnma pegaktopa anekTpoHHon noytbl Microsoft Outlook
(=] Bkntoyenve unu Bolknodexnve B Word pexxuma pegaktopa anekTpoHHon noytel Microsoft Exchange

Mpumeyvanue. [pu yctaHoBke Word komnoHeHT WordMail yctaHaBnmBaeTcst no ymonyaxuio. Ecnu
Heobxogumo nonHocTelo yaanute WordMail ¢ xxecTkoro ancka, cHumuTe donaxok WordMail B cnvcke
KOMnoHeHToB auanorosoro okHa Word nporpammel yctaHoBku Office. [ina nonyvyeHns AONONHUTENbHBLIX
cBefieHNin 06 YCTaHOBKE UMK YAaneHUM OTAENbHBLIX KOMMoHeHToB Word HaxmuTe kHonky [,
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BknroueHune nnu BbiknoyeHne B Word pexxuma pegakropa 35ieKTPOHHOM NOYThbI
Microsoft Outlook

1 B Microsoft Outlook BbiGepute komaHay MapameTpbl B MeHio CepBuc, a 3atem — Bknaaky Moura.

2 [ins sknioyeHus B Word pexxuma pefaktopa 3MekTpOHHOW NoYThl ycTaHoBUTE chnaxok Ucnonb3oBaTth
Microsoft Word kak pegaktop cooGLeHui.
[ns sbikmoveHnss B Word pexxuma pefaktopa 3neKTpoHHOW NoyThl CHUMuTe donaxok Mcnonb3oBaTtb
Microsoft Word kak pegaktop cooGLeHui.
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BknroyeHune unu BbikntovyeHme B Word pexxuma pegakropa 35eKTPOHHOM NOYThbI
Microsoft Exchange

1 B Microsoft Exchange Bbibepute komaHay MapameTtpbl WordMail B meHio CoobuieHume.

2 [ings skniodeHus B Word pexxuma pefaktopa 3MekTpOHHOW NoYThl ycTaHoBuTe ¢hnaxok Ucnonbsoats Word
KaK pefaKkTop COOOLIeHUN.
[ns sbikmoveHnss B Word pexxuma pefaktopa aneKTpoHHOW NoyTel cHUmMute donaxok Ucnonb3sosatb Word
KaK pefaKkTop COOoOLleHuN.
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Pa3pelweHne BonpocoB: ucnonb3osaHue Word B ka4yecTBe pegakropa coooLeHUn
3NEeKTPOHHOMN NOYTbI

=l Moyemy coobLieHNs1 SNEKTPOHHOW NOYTHI HA APYIUX KOMObIOTEPAaX BbIMSAAAT Ha4e?

=] OneKkTpoHHas nNoYTa paboTaeT o4eHb MeANeHHO Uy He paboTaeT Boobule

(=] He yanaetcs BbidBaTh cnpasky Microsoft Outlook npu ncnonssosaHuun Word B pexxmume pegakropa
ANEKTPOHHOWN NOYThI

=] HekoTopble 13 cBoncTB coobuleHus B Microsoft Exchange oTcyTcTBYHOT B AManoroBom okHe « CBorcTBay

[=] He yoaetcs ckpbiTb MM NokasaTtb BenabiBawLwime nogckaskum npu 3anycke WordMail coBmecTtHo ¢ Microsoft
Exchange
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I'quemy coobuweHusn 3HeKTpOHHOVI MoYTbl HAa APYruX KOMMNblOTEepax BbirMAQAT MHaue?

Heckonbko napameTtpos dopmatupoBaHus B WordMail He oToGpaxkatoTcs B pyrMx pegaktopax afekTpOHHON
noytel. Ecnu Te, komy noceinatotca cooblueHns, He ncnonbdytoT WordMail B kavecTBe pegakTopa areKTpoHHOM
NoYThbl, TO, BO3MOXHO, rPaHnLibl, BblAENEHHbIN LIBETOM TEKCT, HYMEPOBAaHHbIE CMIUCKN U PUCYHKW B AaHHbIX
coobueHmsax BygyT oTcyTCcTBOBaTh. Hanpumep, HEKOTOpble pegakTopbl 0TOGpaxatoT Tabnuupl Kak
OrpaHMYEHHbIN cMBONamu Tabynaumum TekcT, a nobble Mapkepbl — Kak Kpyrmble MapKepbl.
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HekoTopble cBoncTBa coobueHunsa B Microsoft Exchange oTcyTcTByOT B AManoroBom
OokHe «CBoucTBa»

Mpu ncnonb3osaHum WordMail kak pegakTopa anekTpoHHoun novtsl Ans Microsoft Exchange obpaTtute BHUMaHne
Ha TO, 4YTO B AManoroBoM okHe CBomrcTBa (MeHo ®ann, komaHaa CBoMcTBa) OTCYTCTBYIOT NapameTpbl
6e30MacHOCTM A5 NOCbINaeMbIX MaTepuanos, NPUEMLLMKOB COOBLLEHMIA 1 OTCYTCTBYHOT CBEAEHMS O coobLLeHUN
Ansi NpUHMMaeMbIX MatepuanoB. Ecnv Heobxoanmel kakne-nmbo 13 3TMX NapameTpoB, Takmne Kak LWndpoBaHue
COLEPXKUMOTo coobLueHns nnu gobasneHne B coobLLEHNE LMGPOBON NOANUCH, ANst ONpeaeneHHbIX
nocbinaemMbix Marepmnanos, MOXHO BpeMeHHO BbikntounTb WordMail ns pexxuma pegaktopa aneKTPOHHON NOYThI.
[ns nonyyeHus gononHUTEeNbHbIX cBeaeHMn o BbikntoveHun B WordMail pexkuma pegaktopa Microsoft Exchange
3MEeKTPOHHOI NOYThI HAaXMUTE KHOMKy 2,
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AneKTpOHHasA noyTa pa60TaeT O4YeHb MeaJieHHO U He pa60TaeT BooGOLe

e [1nsa ncnonb3oBaHus WordMail B kayecTBe pegakTopa areKTpoHHOW NoyTbl TpebyeTcsa He MeHee 12 MbGanT
AOCTYMNHON NamATn.

¢ [lepen ncnonbsoBaHmem WordMail 3akponTe Bce OTKpbITbIE Ananorosble okHa Word.

e [lporpammel, paboTatolume B (HOHOBOM pexume, Takme Kak aHTMBMPYCHOEe NporpammHoe obecneyeHne, MoryT
3ameanatb paboty WordMail n Word B uenom. Micnonbaywte cnyxebHyto nporpaMMmy « CUCTEMHbBIE MOHUTOP»
— komMnoHeHT Windows 95 — 4To6bl NPOCMOTPETH, 3anyLLeHbl NN NPorpaMMbl, 3aMeansoLme
NPOV3BOANTENBHOCTL KOMMBLIOTEPA, U Kakas nporpamMmma 1cnonb3yet 6onbLuyo YacTb NPOLEeCCOPHOro
BPEMEHMU.
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He ynaeTcs ckpbiTb UNM NOKa3aTb BCNnbiBawowWme noackasku npu 3anycke WordMail
coBmecTHO ¢ Microsoft Exchange
Ecnu HY>XHO CKPbITb BCMJ1biBAaKOLLMe NOOCKa3KN, Bbl66pVITe B Word KOMaH4y MaHenu UHCTPYMEHTOB B MEHIO

Bupa, a satem — komangy Hactpoiuka. Ha Bknagke Mapametpbl cHuMmuTe dnaxxok OTo6paxaTb NoAcKkasku
ana kHonok. WordMail urHopupyet napameTpbl oTo6paxeHus nogckasok B Microsoft Exchange.
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He ynaetcs Bbi3BaTb cnpaBky Microsoft Outlook npu ncnons3sosanun Word B pexume
peAakTopa 3NMeKTPOHHOM NOYTbI

Mpu pa6borte ¢ oTkpbITeiM B Outlook coobLyeHrem npu 3agaHum Bonpoca NOMOLLHUKY BbI3bIBAETCA CNpaBKa no
Word n Outlook. Ecnun HeobxoamMmMo nonyuuntb crnpaeky Tonbko no Microsoft Outlook, Hanpumep 06 agpecauun
Co006LLEHMS, LLIENKHUTE COOTBETCTBYHOLLYIO eMy nanky «Bxogsawmey» ans obpaTHOro nepeknioyeHus], a 3atem
cchopmynupynTe Bonpoc.
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Pa6ota c pyucyHkamu B JOKYMEHTe

B komnnexTt noctaBsku Word BxoguT konnekums pucyHkoB B coctase Clip Gallery. Clip Gallery cogepxut
fonbLUoe KONMYecTBO NPOGECCMOHANBHO BbIMOMHEHHbIX PUCYHKOB, NPeAHa3HayYeHHbIX AN 0PopMeHUs
OOKYMEHTOB: OT reorpaduyeckmx kapT 40 n3obpaxkeHu nogen n oT 34aHuin 4o TeaTpanbHbIX 3aHaBECOB.

Haintn HyXHbIA pUCYHOK O4eHb npocTo. [1na atoro Beibepute komaHay PucyHok B meHio BetaBka, komaHay
KapTtuHku, a 3atem — Bknagky Clip Art nnu Pictures. Clip Gallery npegoctaensieT BO3MOXHOCTb NMoncka
pucyHKa ¢ HeobxoammbiMu xapaktepuctukamm. Clip Gallery Takke BknovyaeT COGCTBEHHYO CNPaBOYHYIO
cUCTEMY, coaepallyto cBegeHust o fobaBneHumn, 06HOBNEHUN N 3MEHEHUW PUCYHKOB. [nsi noucka
Heo6X0oQUMOro pUCyHKa Unu NoryyYeHust 4OMOMNHUTENbHbLIX cBeaeHun HaxmuTte kHonky Find unu Help Ha
Bknagke Clip Art unu Pictures.

Taike cyLecTByeT BO3MOXHOCTb BCTaBKN PUCYHKOB M OTCKaHUPOBaHHbIX hoTorpadmn ns gpyrmx nporpamm un
(arinos. [Ins BCTaBkM pUCyHKa U3 Apyron nporpammel Bbibepute komaHay PucyHok B MeHio BeTaBka, a 3atem
— komaHay U3 dramna. MNpun BbigeneHun pucyHka Ha akpaHe NosiBnseTca naHenb MHCTpyMeHToB HacTpownka
M3006pakeHUs, KOTOPYK MOXHO MCNOMNb30BaTb ANs 06peskn n3obpaxeHns, 4o6aBnNeHus rpaHnl, a Takke
perynmpoBKu SPKOCTU U KOHTPaCTHOCTU. [1Nsi BCTaBKu OTCKaHWpOBaHHOW dhoTorpadum Beibepute KOMaHAY
PucyHok B meHio BeTaBka, a 3atem — komaHay Co ckaHepa. Ha akpaHe nosiBUTCSH PUCYHOK B OKHE NporpaMmbl
Microsoft Photo Editor, npegHazHayeHHON ANst peaakTMpOBaHNsSi PUCYHKOB.

CyLliecTByeT AiBa TUMa PUCYHKOB: TO4EYHbIE PUCYHKW, KOTOPbIE HEe MOTyT OblTb pasrpynnupoBaHbl, @ Takke
PVCYHKM TUNa MeTadannos, KOTopble MOryT ObITb Pa3rpynnMpoBaHbl, Npeobpa3oBaHbl B rpadmyeckme ob6beKThl,
a 3aTeM OTpPefaKTMPOBaHbI NPY NMOMOLLM KHOMOK Ha NaHeny pucoBaHus. BonbLUMHCTBO PUCYHKOB MMetoT hopmat
MeTadhanna. [ina pasrpynnMpoBaHus 1 npeobpasoBaHMs pucyHka B Habop rpadmyecknx o6bLekToB Heobxoaumo
BblENUTb ero, a 3atem BbibpaTb komaHay PasrpynnupoBaTtb B MeHo [lencTBuA. [paduyeckme oObekThbI,
nony4vBLUMECS MOCne pasrpynnupoBaHnsa MeTadanna, MOXHO M3MEHATb, Kak Nniobble Apyrve rpaduyeckne
06bekTbl. Hanprmep, MOXHO BCTaBUTb PUCYHOK YeroBeka, pasrpynnMpoBaTh ero, U3MeHWUTb LBET ero ogexasl, a
3aTeM 406aBUTb N3MEHEHHbIV PUCYHOK K APYTOMY PUCYHKY.

Kpome Toro, MoXHo pucosaTtb PUCYHKN, NCNOJ1b3yA KHOMKU Ha NMaHenn pucoBaHUA. Onsa nony4vyeHuna
OOMOMHUTESNbHbLIX CBEAEHWI O pnucoBaHUN HAXMUTE KHOMKY ﬁL

[ns cospaHmsa urypHoro Tekcta ncnonb3ynTe HoByto kHOMNKy [lo6aButb 06bekT WordArt IZI Ha naHenu
pvicoBaHus. o cpaBHEHUIO C NpPeabIAYLLMMY BEPCUAMM, NOSABUNMUCE HOBbIE BO3MOXHOCTU: AobaBneHne obbema,
TEKCTYpHbIE 3anv1BK1 U Ap.
Word pacnoaHaeTt 60omnbLUMHCTBO Hanbornee pacnpocTpaHeHHbIX rpadmyeckux hopmaTos. Tak Kak Bce nporpaMmbl
Office ncnonb3yoT ogHW 1 Te e rpaduyeckne punsTpbl, PUNBTP, YCTAHOBMNEHHbIW NPY YCTAHOBKE ApYron
nporpammbl Office — Hanpumep PowerPoint nnu Microsoft Excel, — 6ynet goctyneH npu pabore B8 Word. ins
nomny4YeHns AONONHUTENbHBIX CBEAEHNIA O rpadnuecknx (hopmaTax HaxmuTe kHonky 2],
{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"ppconinsertingPicturesOnSlidesA":1:"Foo":"Invisible"}



BctaBka PUCYHKa

CyLiecTByeT BO3MOXHOCTb BCTaBKM KapTuHKM unm pucyHka us Clip Gallery, a Takke pucyHka unm
OTCKaHMpOBaHHOW doTorpacmm us Apyrux nporpamm. lNocne BCTaBkM KapTMHKM ee MOXHO npeobpasosarhb B
Habop rpacuryeckmx o6bLEKTOB, a 3aTeM OTpeaaKTMpPOBaTh, UCMOMb3ys KHOMKM HA NaHeNu MHCTPYMEHTOB
PucoBaHue, Hanpumep, N3MEHNTb 3anvBKy UNW UBET NHUIA, NeperpynnupoBaTh ANeMeHTbl nnm o6beauHUTb
HEeCKOIMbKO PUCYHKOB. [py BblAENEeHUN PUCYHKa Ha 3KpaHe MOoABNSETCA naHenb NHCTpymeHToB Hactponka
M306paxeHuns, KOTOPYHO MOXHO MCMOMb30BaTh ANs 006pesku nsobpaxeHus, 4oGaBNeHNs rpaHuL, a Takke
perynmpoBKu SPKOCTU U KOHTPacTHOCTU. Ecnn naHenb MHCTpymeHTOB HacTpoika nsobpaxeHus He
NosiBNSETCS, LENKHUTE PUCYHOK NPaBol KHOMKOW MblluK, a 3aTeM BblibepuTe komaHgy OTobpa3nTb naHenb
HaCTPOMKU N306paKeHUsA B KOHTEKCTHOM MEHIO.

MpumevaHune. 1o ymonyaHuio MMNOPTUPOBAHHBLIE PUCYHKUN ABNSAIOTCA NepemMeLlaemMbiMu, T. €. BCTaBNSOTCS B
rpadmyeckuii Cron, YTo NO3BOMNSET 3a4aTb MX TOYHOE NOMOXEHNE Ha CTPaHULE U MOMECTUTL Bnepean unm
nosaam TekcTa u apyrmx oobekto. [nsg npeobpa3oBaHns nepemeLLaemMoro pucyHka BO BCTPOEHHBIN, T. €.
PVCYHOK, KOTOPbIV BCTABMSETCA HEMOCPEACTBEHHO B MO3ULMIO Kypcopa 1 BeAeT cebs kak 0BOblYHbIN TEKCTOBbIV
CMMBOI, BbIAENNTE PUCYHOK, BbibepuTe komaHay PucyHok B meHio dopmar, a 3ateM cHuMuTe hnaxok MoBepx
TekcTa Ha Bknagke lMonoxeHwue.

Cwm. Takxe

=] BcraBka pucyHka mnu kaptuxku ua Clip Gallery

(=] BcTaBka pucyHka 13 cpanna

=] BcraBka pucyHka co ckaHepa
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BcTaBka pucyHka unu kaptuHku u3s Clip Gallery

1 YKaxuTe MecTo BCTaBKu PUCYHKa U KapTUHKW.

2 B wmenio BecTtaBka BbibepuTe komaHay PUcyHOK, BoiGepuTte komaHay KapTuHku, a 3atem BbiGepute Bknagky
Clip Art nnn Picture.

3 BbIGepuTe KaTeropuio, a 3aTem ABaxabl LLENKHATE HYXHbIA PUCYHOK.



BctaBka pucyHka u3 canna

1 YkaxuTe MecTo BCTaBKM PUCYHKA.

B meHo BeTaBka Bbibepute komaHay PUcyHok, a 3atem — komaHagy U3 damna.
BbibepuTe hain, B KOTOPOM COOEPKUTCS HYXKHbIA PUCYHOK.

LLlenkHuTE pUCYHOK, KOTOpPbIA HEOGXOAUMO BCTABUTb.

a b~ ODdN

YToObl BCTABUTL PUCYHOK Kak NepemMeLLaemMbli, T. €. BCTaBUTb B rpadpMyeckuii Crioi, YTo No3BonseT 3agatb
€ro TOYHOE MOSOXEHNE Ha CTPaHuLE 1 MOMECTUTb Brepeamn Unv nosaam TekcTa v Opyrux 06beKTos,
ycTaHoBUTe chnaxok MoBepx TekcTa.

YUT06bI BCTaBUTb PUCYHOK KaK BCTPOEHHbBIN HEMOCPEACTBEHHO B NMO3NLIMIO Kypcopa, CHuMmuTe dnaxok Mosepx
TeKkcTa.

CoBet. UYT06bl yMEHbLIWNTL pa3Mep daina AoKyMeHTa, BCTaBLTE B HErO HE CaM PUCYHOK, @ CCbINKY Ha Hero.
[ns aToro B AManorosom okHe BcTtaBuTb pucyHok (MeHio BeTaBka, noameHio U3 channa) Boibepute HyxHbI
PUCYHOK, ycTaHoBUTe dnaxok CBA3aTb ¢ parmnom, a 3ateM CHUMUTE hriaxxok XpaHUTb PUCYHOK B
AOKymeHTe. [pn 3TOM TepseTcs BO3MOXHOCTb pefakTUPOBaHNS pUCYHKa, OAHAKO ero no-npexHeMy MOXHO
NPOCMOTPETL Ha 3KPaHe U HaneyaTaTb.
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BcTaBka pucyHKa co ckaHepa
,D,J'Iﬂ BbIMOSHEHNS 3TON npouenypbl K KOMNbOTEPY HEO6XO/J,I/IMO NOOKMNK4YNTb CKaHep.

1 YkaxuTe MecTo BCTaBKM OTCKAaHWPOBAHHOMO PUCYHKA.

2 B meHio BeTaBka Bbibepute komaHay PUCyHOK, a 3atem — komaHay Co ckaHepa.

3 OrtckaHupyiite pucyHok. CnegyiiTe MHCTPYKUMAM, KOTOpble NpunaratoTcs K UCMonb3yeMoMy CKaHepy.
4

[Mocne Toro Kak Ha aKpaHe NosBMTCS PUCYHOK B OkHe nporpammel Microsoft Photo Editor, BHecuTe
HeobxoanMble N3MEHEHUS.

Hanpumep, MoxHo 06pe3aTtb pUcyHoK, 406aBUTb K HEMY creLmarnbHble 3deKTbl, a Takke U3MEHNUTb ero
AAPKOCTb, KOHTPACTHOCTb M LBET. [lononHUTENbHbIE CBEAEHUS COAEPXKATCS B cnpaBoyHoi cucteme Photo
Editor.

5 Tllocne okoHYaHWA pegakTpoBaHnua pucyHka BoibepuTe komaHay Exit and Return to B meHio File
nporpammbl Photo Editor.

Mpumevanune. [nga yctaHosku nporpammbl Microsoft Photo Editor Heobxognumo 3anyctutb nporpammy
YCTaHOBKU. [1N5 NOMyYeHNs JOMNOMHUTENbHLIX CBEAEHUI HaxkMUTe KHoMKy 2,



Pepaktu poBaHue pUCyHKa

1 Bbigenute pyCcyHOK, KOTOPLI HEOBXOAMMO OTPEnaKTUPOBaTh.

2 Ha naHenu uHcTpymeHToB PucoBaHue BbiGepuTE HEOOXOAVMbIE NapaMeTpsbl.

MpumeyaHue. [Ins pegakTMpoBaHWs OTCKaHUMPOBAHHOIO PUCYHKA MOXHO MCMonb3oBaTh npunoxeHune Microsoft
Photo Editor. JononHutensHble cBegeHWs cogepxatcs B cnpaBoyHon cucteme Photo Editor. [Ina yctaHoBKM
npunoxenns Microsoft Photo Editor HeobxogmMmo 3anycTtuTe nporpammy ycTaHoBkW. [nsi nonyyeHusi
OOMONHUTENbHBIX CBEAEHUA HAXMUTE KHOMKY (=],
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Co3paHue npo3payHbIX 30H

Mpo3payHble 30HbI UCNOMb3YHOTCA ANst CO34aHNA crneunarnbHbIX 3gEKTOB NPy pasMeLLEHMN PUCYHKA Ha
cTpaHuue. Hanpumep, Takum 06pa3oM MOXHO BCTaBUTb PUCYHOK YenoBeka, caenas HeBUANMbBIM €ro OOHOBbIN
LBeT.

1 Bblgenure pUcyHOK, B KOTOPOM HEOBXoOMMO CO34aTh NPO3payHbIe 30HbI.

2 Ha naHenu uHcTpymeHTOB HacTpoiika nso6paxeHUA HaXmMuUTe KHOMKY YCTaHOBUTb NpOo3payHbIii UBeT

v

3 BbibepuTe HyXXHbI LIBET.
MpumeyaHus

e KomaHga YcTaHOBUTBL npospaqulﬁ uBeT OCTynHa AnA TOYeYHbIX PUCYHKOB, KOTOPbIE eLle He coaepiKaTt
Npo3payHbIX 30H, @ TaKXe AnA HeKOTOPbIX, XOTA U He ANnA BCeX, KapTUHOK.

¢ [lpo3payHbiM MOXHO caenarb TONMbKO OAWH LiBET. B neyaTHOM JOKYMeHTe nNpo3payHble 30Hbl UMEIOT TOT Xe
LBeT, 4To 1 Bymara, Ha KOTOpPOW HaneyaTaH PUCYHOK, a B ANEKTPOHHOM AOKYMeHTe — Hanpumep, Ha Web-
CTpaHuue unn B npeseHTaumm PowerPoint — TOT e LBEeT, 4TO U NoasIoXKKa.

¢ Kak npaBuno, acpcdhekT npo3payHocTy criabo NposiBNsieTcs Ha UBETHbIX hoTorpadumsx, Tak kKak OTHOCUTENbHOE
copepxaHue noboro LBeTa Ha HUX He BENKWKO. To, YTO KaXXeTCst OOHMM LIBETOM, Hanpumep, ronyboe Hebo, Ha
caMoM Jerie okasbiBaeTcsi HAbopoM pasHOOBPa3HbIX OTTEHKOB.



CoxpaHeHue aTpmbyToB rpacduyeckoro oo6sLekTa Ansi MCNoNib30BaHUA MO YMOMYaHUIO

1 Bbigenute rpacguyeckuini 06bEKT ¢ aTpubyTamu, KOTOpble CriefyeT UCMOoNbL30BaTh MO YMOIYaHUI0.

2 Ha naHenu nHcTpymeHToB PUcoBaHue HaxmuTe KHoMKy [edcTBus, a 3ateM BbiGepuTe komaHay Mo
ymMon4yaHuio gns aBsrocduryp.

MapameTpbl, cnonb3yemMble Mo YMOMYaHWio, MPUMEHSIIOTCS! TOMNBKO K TEKYLLEMY JOKYMEHTY.
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PaspelueHne BONpPOCOB: PUCYHKHN

.EI HeBO3MOXHO M3MEHUTbL LUBET OTAEMbHbIX obnacrei DUCYHKa

=] HeB0O3MOXXHO pa3rpynnupoBaTb MMNOPTUPOBAHHbIA PUCYHOK
=] Yto cnyuunnocs ¢ WordArt?
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HeBO3MOXHO U3MEHUTL LIBET OTAENbLHbLIX obnacren PUCYHKa

¢ [lonpobyWTe pa3rpynnupoBaTb PUCYHOK, @ 3aTEM UCMOMb3yWTe KHOMKU Ha NaHenu MHCTpyMeHToB PucoBaHue
ANs UBMEHEHWS LIBETOB.

¢ [lonpobywnTte ncnonb3oatb nporpammy Microsoft Photo Editor ons pegaktnpoBaHus pucyHka.
[ononHutenbHble cBeAeHUs cogepxaTca B cnpaBoyHol cucteme Photo Editor.
[Ons yctaHoBku npunoxenns Microsoft Photo Editor Heo6xognmo 3anyctutb nporpammy yctaHoBku. [Onsi
NOMYyYeHUst AONONHUTENbHBIX CBEAEHUI HaXMUTe KHonKy L&l
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HeB0o3MOXHO pasrpynnupoBaTb MMI'IOpTVIpOBaHHbIﬁ PUCYHOK

M306paxkeHne SBRsSIeTCs TOMEYHbIM PUCYHKOM, KOTOPbIN HEBO3MOXHO pasrpynnupoBaTh 1 NpeobpasoBaTth B
Habop rpacuryeckmx o6bLEKTOB.

[na n3ameHeHnst TO4EYHbIX PUCYHKOB MCMONb3ynTe rpadmnyeckuin pegaktop, Hanpumep Microsoft Photo Editor.
Hanpumep, 4TOObI BbIMONHUTL OTPaXeHWe UNn NOBOPOT TOYEYHOrO PUCYHKA, OTKPONTE ero B rpadpuieckom
penakTope, BHECUTE HEOOXOAMMbIE UBMEHEHUS, @ 3aTEM BCTaBbTE MOMYYEHHbIN PUCYHOK B JOKYMEHT.

Mpumevanue. [Onsa yctaHoBku npunoxeHnsa Microsoft Photo Editor Heobxoanmo 3anycTuTe nporpaMmy
YCTaHOBKM. [IN5 NONyYeHNA JOMNOMHUTENbHBLIX CBEASHUI HaXMUTE KHorky (2],
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Yto cnyuyunocb ¢ WordArt?

B npeablaywnx Bepcusix Office gns cosgaHnsa durypHoro Tekcta ucnosnb3osanack nporpamma WordArt, koTopas
nocraenanack Bmecte ¢ Hum. B Office 97 ans aton uenun ncnonb3ynte HOBYIO KHOMKY [lo6aBUTL OOBLEKT

WordArt Ha naHenn MHCTpyMEHTOB PucoBanue. Mo cpaBHeHUIO € NpeabiayLLmMMmn BEPCUSMN, NOSBUNUCH
HOBble BO3MOXHOCTU: AobaBneHne oobema, TEKCTYPHbI€ 3arnMBK1u U Ap.

Mpu Hannunm Ha KomnbloTepe otaenbHon nporpammbl WordArt oHa He yaansietca npu yctaHoske Office 97, Ho He
BbI3bIBAETCSH NpU HaxaTun kHonkn [lo6aBuTb 06bekT WordArt Ha naHenu pucoBaHusl. PUrypHbI TEKCT, CO30aHHbIN
B nporpamme WordArt, He npeobpa3syeTcs aBToMaTU4ECKM B HOBbIE rpachuyeckne oObeKTbI.
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PaspelueHne BonpocoB: rpacdnuyeckme oo6bLeKkTbl

| PUCYHOK COOEPXUT HEPOBHbIE IUHWM

EI TQ!QHO QVICOBaTb KQVIBbIe JIMHUU

3' He !QaeTCﬂ BbIQOBHﬂTb HaQVICOBaHHbIe nonuInHNnM

[=] He yoaeTcs MoBepHYTb PUCYHOK

e Y rpachuyeckoro 06bekTa HepaBHOMEDHbIE LiBETA

e [pachuyeckre 06bEKTLI HE OTOBPAXAIOTCS B JOKYMEHTE

= PucyHkun He nevartaloTcs BMecTe C JOKYMEHTOM
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PlllcyHOK COAEepPXUT HepPOBHbLIe NIMHNA

KpMBbIe JIMHUK, a TakKe NpAaMble NMMHNNU, KOTOPbIEe HEe ABNAKOTCA CTPOro BepTukKalbHbIMU UINMA
rOPU30OHTaNbHbIMWU, HA 3KpaHe BbIMAOAT HEPOBHbIMW. B HanevaTaHHOM OOKYMEeHTEe Takne JNIMHun 6y,qu
magknmMmu.

[ina pycoBaHus rmagkvx KpuBbIX ncnonb3ynTe kHonky Kpueas ; Mpu ncnonb3oBaHMM KHOMKM
MonunuHusa

@I nony4arTca Oonee rnagkue KpuBblE, YeM NPU NCMNONb30BaHMM KHOMKM PucoBaHHas KpuBas

_I'Ionpo6y17|Te yBenninTb MacliTab nsobpaxenus. MNpu aBykpatHoM yBenuyeHun (200%) nerde

npopucoBbLIBaTL AeTarnu.

Monpoby¥iTe ycTaHOBUTL HAMMEHBLLIYIO CKOPOCTb MbILLKM Ha naHenu ynpasneHus Windows. Yem Hmxe
CKOPOCTb MbILLIW, TEM flerye NPOpPUCOBbLIBATL AETanw.

MonunuHnm moxHo caenatb bonee rmagkumu. Beigenute durypy, BeibepuTe komangy Hauatb nusmeHeHue
y3noB B MeHIo [lencTBuUA, 4ToObI NOABUNNCH Y3Mbl, a 3aTeM nepetawmTe nobon ns Hux. YTobsbl 6bino nerye
NpOpPMCOBbLIBATL AeTanu, yBenmyste macwtab nsobpaxeHms no 200 NnpoLeHToB.

CyLecTByeT BO3MOXHOCTb CrMaXWBaHWUSA NONUMMHWIA NyTEM YAaneHus NUWHUX y3nos. Beigenute durypy,
Bbibepute komaHay Hayatb nameHeHue y3noB B MeHi0 [lencTBus, YTOObLI NOSBUNMCD Y3Ibl, @ 3aTEM
LLeNKHWUTE y3en, KOTOpbIv criegyeT yaanuTb, yaepxusasa Haxaton knasmwy CTRL.
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He yaaeTcsAa BbIPOBHATbL HApucoBaHHbIe NONMUITUHUN

e BmecTo ncnonb3oBaHns kKoMaHabl BbipoBHATL/pacnpegenutb (MeHo [leMcTBUA), NonpobyiiTe BbIPOBHATH
00ObeKTbI NyTEM UX NEPEMELLEHNS.

e YpnepxuBas Haxaton knasuwy CTRL, ncnonb3ynte knaeBuwy nepemMeLleHns Kypcopa ansi cogura nonuinvHum
c warom B 1 nukcen.

e Ecnu conaxok NpuBasatk k ceTke (MeHio [lercTBusA, komaHga CeTka) yCTaHOBMEH, BPEMEHHO OTKITUMTE
€ero, yaepxuBasi HaxaToii knasuwy ALT Bo BpeMsi NnepeTackMBaHusi NOMUIUHAN.
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He ynaeTcsi noBepHyTb PUCYHOK

TonbKo rpachuyeckne o6beKTbI MOXHO BpalyaTtk U oTpaxaTtb. Ecrnv 06bekT MoxHO NnpeobpasoBaTts B Habop
rpadmyecknx 0OGbEKTOB NyTEM pasrpynnupoOBaHNs, 3HAYNUT, Er0 MOXHO U BpaLlaTb, U OTpaxaTtb. HEBO3MOXHO
npeobpasoBaTb TO4EYHbIV PUCYHOK B HAabop rpadmnyecknx o6beKToB.

e [Ina npeobpasoBaHusa ob6bekTa HeOOX0AMMO €ro BbiAeNUTb, BbiOpaTh koMaHay PasrpynnupoBaTb B MEHIO
DencrBusa, a 3atem — KomaHgy pynnupoBatb.

e Ecnun o6bekT HEBO3MOXHO NpeobpasoBaTh, OTKPOWTE ero B NoboM rpacmyeckoM pegaktope, BHeCUTe
Heobxoaumble M3MEHEHMS, a 3aTeM coxpaHuTte ero. MNpu nocneayowem oTkpbiTn B Word o6bekT nosiButcst
WN3MEHEHHBIM.
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prﬂHO pucoBaTtb KpuBblie JIMHUU

¢ [lonpobyviTe yBenmuutb Macwtab nsobpaxenus. Mpu agsykpaTtHom yBenuyeHunm (200%) neryve
NpopUCOBbLIBaTL AeTanu.

e lcnonb3ynte kHonky MonunuHusa @l BMECTO KHOMNKM PucoBaHHas KpuBas

(%],

. MonpobywiTe yCTaHOBUTL HAMMEHBLLIYIO CKOPOCTb MbILLK Ha naHenu ynpasnexdus Windows. Yem Huxe
CKOPOCTb MbILLK, TEM Nler4ye NpopuCOBbIBaTbL AeTanwm.

. MonunuHnm moxHo caenatb bonee rmagkumu. ns nonyyeHWs 4ONOMHUTENBHbBIX CBEAEHUA HAXKMUTE KHOMKY
=]
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Y rpachuuyeckoro o6beKkTa HepaBHOMEpPHbIe LBeTa

e YbegwuTech, 4TO ycTaHoBNeH Macwwtab nsobpaxerus 1:1 (100%). Mpu gpyrom macutabe n3obpaxeHus
BO3MOXXHO UCKaXeHne 3anuBoK.

¢ Ecnu MmoHuTOp crnocobeH oTobpaxaTb 04HOBPEMEHHO TOMNbKO 16 LIBETOB, 3anuBKa, BO3MOXHO, OyaeT

HepaBHOMepHOMN. NonpobyiTe YCTaHOBUTL PEXUM, NPU KOTOPOM OQHOBPEMEHHO OoTobpaxaeTcs He MeHee
256 uBeTOoB.
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Fpa(buqecme 006bEeKTbI He 0T06pa)KaI'OTCF| B OOKYyMéeHTe

YcTaHoBMeH 00bIYHbIN PEXMM, PEXNM SMEKTPOHHOIO OKYMEHTAa, PEXMM CTPYKTYPbI UMW PEXWUM [NaBHOIO
OokyMeHTa. YTobbl yBUAETb, Kak rpaduyeckme o6bekTsl OyayT BeIrMsAeTb B HanevyaTaHHOM AOKYMEHTe,
nepenguTe B PeXUM Pa3MeTKu.

e Bo3MOXxHO, ycTaHoBneH cnaxok lNycTble pamku pucyHkoB. B meHtio CepBuc BoibepuTe KoMaHay
MapameTphl, a 3atem cHUMUTE naxok MNMycTblie paMku pUCYHKOB Ha Bknazake Bupa.



PlllcyHKVI He ne4vYaTarTCA BMeCcTe C AOKYMEHTOM
¢ [leyaTb BegeTcs B YUepHOBOM pexume. [Ina neyatn rpaHnL, u pucyHKoB BbibepuTe komaHay MapameTtpbi B
meHto CepBuc, a 3ateM cCHUMUTE hnaxok YepHoBom B rpynne Pexum Ha Bknagke Mevats.

e [Ina neyaTu pucyHKoB Heobxoamnmo, YToObl Gbin ycTaHoBreH dnaxok Mpadmyeckme oo6beKTbI. Boibepute
komaHay MapameTpbl B MeHio CepBuc, a 3atem yctaHosuTe dnaxok Mpacduyeckne o6beKTbI Ha BKNaake
MeyvaTsk.

¢ [lporpamme Word nnv onepaLmoHHON cMCTEME He XBaTaeT NaMaTh. BeiNnonHWTe 04HO N HECKOMBKO U3
cnegyowmnx OencTBuin:

e 3aBepLumTe pa60Ty CO BCeEMM OCTallbHbIMU NporpaMmmamMu.
i COXpaHVITe OOKYMEHT, KOTOPbIN CrieQyeT HaneyaTaTb, a 3aTeM 3aKponTe ocTasbHble OTKPbITble OKHa.

¢ [lepenguTe B pexum pasmeTku. Boibepute komaHay MapameTpbl B MeHio CepBUC, a 3aTeM CHUMUTE
dnaxku MycTble pamku pucyHkoB, CTpoka cocTosiHus, BepTukanbHas nuHerika, FopusoHTanbHas
noroca NpPoKpPyTku 1 BepTukanbHas nornoca NpPoKpyTKU Ha Bknaake Bua.

e [lepengnTe B 06bIYHLIV pexumM. B none lnpuHa nonockbl ctunen seegute 3HadveHme 0 (Homb).

e CkpouTe naHenu MHCTpymeHToB. BeibepuTte komaHay MaHenn nHcTpymeHTOB B MeHo Bup, a 3atem
CHVYMUTE BCe naxKku.

e 3aBepwuTe paboty ¢ nporpammoin Word, a 3aTem cHoBa 3anycTuTte ee.
¢ 3aBepLunTe paboTy Co BCEMU OTKPbLITLIMK NMpPOrpaMMamMu, a 3aTem nepesarpysute KOMnboTep.
¢ OTKNOYNTE BCE MOAKITHOYEHHbIE CETEBbIE ANCKM, @ 3aTeEM 3aBepLuMTe paboTy CO BCeMU Pe3NAEHTHLIMM

nporpaMmMamu.
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CopTupoBKa cnucka unum Tabnuubl

1 Bbigenute gparMeHT, KOTOPbIN CrielyeT OTCOPTMPOBaTh.
2 Buibepute komaHay CopTupoBka (ans Tabnuu) unu CopTMpoBKa TeKCTa (a5 cnucka) B MeHio Tabnuua.

=] JemoHcTpaums

3 BblIGepuTe NnapaMeTpbl COPTUPOBKY.

CoBeT. Kpome TOro, cyLlecTByeT BO3MOXHOCTb OTCOPTUPOBATL OTAENbHbIN cTonbew Tabnuubl. [ns nonyyeHus
[OMOMHUTEMNbBHBIX CBEAEHIA HaxMuTe kHomky 2],
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COpTVIpOBKa oTaenbHOro cronéua Taénuubl
CyLIJ,GCTByeT BO3MOXXHOCTb OTCOPTUPOBATb OTAENbHbIN ctonbel Tabnuubl, He copTnpys BCHO Ta6r|v|u,y.

1 Bblgenute ctonbew Unm S4einkn, KoTopble criedyeT OTCOPTUPOBATh.
= MHCTpYKLMM
2 BbiGepute komaHay CopTUpoBKa B MeHio TaGnuua.

[=] JemMoHcTpauus

3 Haxmute kHonky MapameTpbil.

4 YcraHosuTe driaxok Tonbko cTonéubl.

5 [eaxabl HaxxMuTe KHonky OK.

CoBeT. YT06bLI OTCOPTMPOBATL CTONOLBI AAHHbIX, HE BKIIOYEHHbIE B Tabnuuy, npeobpasyinTe nx B Tabnuuy.
[ins nonyyeHus: AONONHNTENLHbLIX CBEASHUI HaxMuTe KHonky [l
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Mopsaok copTUpoBKU, ucnonb3yemobin Word

e CopTupoBKa TeKCTa MOXET ObITb NpoBegeHa no andaBuTy, HOMepam Wnu gatam No Bo3pacTaHuio (oT «Ax» Ao
«A» nnm ot Hyna Ao 9) unu no ybeiBaHWIO (OT «A» A0 «A» unu oT 9 40 Hyns).

e [1ns pasgenexHus COpPTUPYEMbIX 3NTEMEHTOB CMCKa NCNOoNb3yeTCA CUMMBON ab3aua (.ﬁl)

. Mpy copTMpOBKE NepPBLIMWU COPTUPYIOTCS SNEMEHTbI, HAYMHAIOLMECS CO 3HAKOB MPenMHaHns 1M CMMBOMOB
(Hanpumep !, Ne, $, % nnu &); nocne HUX COPTUPYHOTCS ANEMEHTbI, HaUMHAKOLMECS € UMdP; U, HAKOHEL, NOCNeaHUMU
— 3MeMeHTbl, HaunHatLwmecs ¢ Oyks. [laTbl paccMaTpMBaIOTCS Kak YMcna, CoCTosLme U3 Tpex Lmdp.
e [lpu copTnpoBKE MO HOMEpPam BCE CUMBONbI, KpoMe LUndp, urHopupytotcs. MNpu aTom umudpbl MoryT
HaxoauTbcsa B NoboM MecTe ab3aua.
e [lpu copTnpoBKe Nno aaTte AOMYCTUMbIMU pa3aenuTensamMm KOMMOHEHTOB AaTbl CHMTaOTCA AeduChl, Kocble
YepThl (/), 3anaTble n To4kW. [lonycTUMbIMK pa3genuTensamy KOMNOHEHTOB AaTbl ABNSIOTCSA ABoeTouns (:). Bee
COMHUTErbHbIE 3NeMeHTbl MOMELLATCA B HAYarno UNn B KOHEL, Cn1cka (B 3aB1UCMMOCTU OT BblIBpaHHOToO
nopsiaka CopTUPOBKM).
e Ecnu aBa unu 6onee anemMeHTOB HAYMHAKOTCSA C OOQHOM U TOW e OyKBbl, TO X pacnonoXxeHue onpegensercs
cregyrowmnmm Byksamm.
e [lpu copTMpOBKE 3HAYEHWUI NMONeN, ecnu Lenoe none (Hanpumep amunusa) CoBnagaeT y AByX SIIEMEHTOB,
COPTMPOBKa MPOMCXOAUT MO MocreayoLLMM NonaM (HanpyuMep No MMeHW) Tak, Kak yKasbliBatoT napameTpsl
COPTUPOBKM.
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ﬂepememeHMe U KOonupoBaHue TeKCTta Unm pucyHKoB

[JonyckaeTcsi nepeMeLaTb U KONMPOBaTb TEKCT U PUCYHKM B Npeaenax OaHOro AOKYMEHTa, a Takke B Apyrue
AOKYMEHTBI 1 laXe B ApYrie NPUoXeHus.

3' I'IegemegeHme N KONnpoBaHMe TEKCTa UK PUCYHKOB Ha HebonbLoe paccTodHne BHYTPU OKHa

[=] [MepemeleHne 1 KONMpoBaHUE TEKCTA UM PUCYHKOB Ha B0MbLLIOEe PacCTOAHWE UK B APYION AOKYMEHT
(=] Konusika

= [epemellieHre 1M KONMPOBAHWE SNEMEHTOB TabNuLbl

= MNepeTacknBaHwe gaHHbIX Mexay nporpammamu
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MepemeLyeHne n KONMPoOBaHUE TEKCTA UITM PUCYHKOB Ha HeGOMbLUOE pacCcToAHMe
BHYTPM OKHa

1 Bblgenure TEKCT UMK PUCYHOK, KOTOPbIN HEOBXOAMMO NEPEMECTUTL MM CKOMMPOBATb.
2 [1nsa nepemelLeHNs BblAENEHHOTO hparMeHTa ¢ NOMOLLIbIO MbILLK NMepeTaLimTe ero Ha Hy)XHoOe MecTo.

[ns KonupoBaHWs BblAENEHHOTO oparMeHTa Npy NepeTackuBaHuM yaepxmBanTe HaxaTon knasuwwy CTRL.
MpumeyaHue. [pu nepeTacknBaHUM BbiAENEHHOTO hparMeHTa 3a npeaenbl BUAMMOCTU 3KpaH NPOKPYTUTCS B
TOM >Xe HanpaBsneHuu.

CoBet. Kpome TOro, ansi nepetacknBaHns BblAenNeHHOro pparmeHTa MOXHO MCMOMb30BaTh NpaByto KHOMKY
MbILwK. Mocne oTnyckaHUsi KHOMKU MbILUM Ha 3KpaHe MNosIBNAETCS MeHI0, cogepallee KoMaHabl NepeMeLleHns u
KOMMPOBaHMSL.
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MNMepemelleHne n konMpoBaHMe TEKCTa UM PUCYHKOB Ha 6onbLlOe paccTOAHWE Unu B
APYron JOKyMeHT

1 Bblgenute TEKCT UMK PUCYHOK, KOTOPLI HEOBXOAMMO NEPEMECTUTb UM CKOMMPOBATb.
2 [ns nepemelleHus BblAeneHHOro dparMmeHTa HaxmuTe KHomky BoipesaTtb ;

[ns konnpoBaHUs BblAeNeHHOro gparmeHTa HaxMuTe kHornky KonuposaTtb .
3 Ecnu TeKCT Uy pUCyHOK CriegyeT CKoMMpoBaTh B APYrovi AOKYMEHT, Nepenante B Hero.
4 YcraHoBuWTe Kypcop Tyaa, KyAa crieqyer MoOMeCTUTb TEKCT UMW PUCYHOK.

5 HaxmuTe kHonky BcTaBuTh ;
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Ucnonb3oBaHue nepetacknBaHuA TeKCTa Npu npaBkKe

| JeMoHcTpauus
1 BebiGepute komaHay MapameTpbl B MeHio CepBuc, a 3aTem — Bknaaky lMpaska.
2 YcTaHoBWTe UNMK cHUMUTE pnaxok Mcnonb3oBaTb NepeTackuBaHMe TeKCTa NP NpaBKe.
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YyeT npo6enoB nNpu Bbipe3aHun U BCTaBKe

CyLecTByeT BO3MOXHOCTb aBTOMATUYECKN yunTbiBaTh Npobenbl Npu Bbipe3aHnu 1 BcTaBke. Hanpumep, Takum
obpasom MoxeT ObITb yaaneH nuwwHum npoben nepen Toukon unu obaeneH npoben mexay AByMSA CrnoBamu.

= JeMoHcTpaums
1 BbiGepute komaHay MapameTpbi B MeHio CepBuc, a 3atem — Bknaaky Mpaeka.
2 YcraHoBuTe rnaxok YUnTbiBaTh NpoGenbl Npu BbIpe3aHUy U BCTaBKe.
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CoxpaHeHMe (bOpMaTMpOBaHVIﬂ npu KonmpoBaHM1 U3 ogHOro AOKymMmeHTa B .qpyroﬁ

[Mpun konNMpoBaHUKM N3 OQHOIO AOKYMEHTa B AAPYION NMPUMEHAEMOe Npu 3TOM hopMaTMpOBaHUE 3aBUCUT OT
Konupyemoro dparmeHTa.

Konupyembin doparmeHt Hencreune

He copepxut cumson Konupyetcsa ctunb cumBona u

absaua (ﬁl) noboe gpyroe hopmaTupoBaHme
CVMMBOJSIOB, MPUMEHEHHOE K
nepBoMy CUMBOMY oparmeHTa.

AsnsieTcs cuMBonoM KonupyeTcs ctunb ab3aua u

absaua noboe gpyroe hopmaTvpoBaHme
ab3aua, NpMMEHEHHOoe K 3TOMY
absauy.

ConepXuT cumBon KonupyeTtcs ctunb ab3aua u

absaua nto6oe apyroe hopmaTmpoBaHue

ab3aua, NPUMEHEHHbIE K 3TOMY
ab3auy, a Takke CTUNb CMMBOMa 1
noboe gpyroe hopmaTupoBaHme
CUMBOIOB, NPUMEHEHHOE K
nepBoMy CMMBOIY doparmMmeHTa.

CooepxuT paspbiB Konupyetcs Bce hopmatmpoBaHue
asgena pasgena, BKno4as nons,

KOnmM4ecTBO CTONOLOB, KONMMYECTBO
CTPOK, pa3Mep 1 OpueHTauuo
CTpaHuLbl, BEPXHUA N HXKHUA
KONMOHTUTYIbI.

MpumeyaHue. [lpu kONMpoBaHMU TEKCTA, OCPOPMIIEHHOIO C UCMONb30BaHNEM ONPEAENIEHHOrO CTUIS, B
[OKYMEHT, CofepKaLLnii CTUMb C TEM Xe UMEHEM, TEKCT NPUHUMAET hopMaTUPOBaHNE CTUISE U3 KOHEYHOTO
AOKyMeHTa.
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MoBTOp NocnenHero nenucTBUSA

¢ BbibepuTe komaHay MoBTopuTh B MeHio MpaBka.

Ecnn nocnegHee gencrene HEBO3MOXHO NMOBTOPUTL, HA3BaHME 3TOM KOMaHAbl MeHsieTca Ha Henb3asa
NOBTOPUTDb.
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Mouck n 3ameHa

CyLecTByeT BO3MOXHOCTb NMOUCKa 1 3aMeHbl TekcTa, opMaTMpoBaH1S U cneLunanbHbIX CMMBOSIOB: CUMBOMNOB
ab3aua (), noneit, pucyHKkoB 1 T. n. [INs oNMcaHuUs CROXHLIX YCIIOBUI MOMCKA UCMONb3YIATE NOACTaHOBOUHbIE

3HaKuM (HanpumMep, BBeAUTE «K?T», UTOOblI HANTU KKOT» U «KUT»).

CmM. Takxe
[=] Mowck TekcTa
| [ouck hopMaTVpOoBaHus
=] 3ameHa TekcTa
(=] 3ameHa hopMaTUPOBaHUS
=] Mouck ¥ yaaneHve TekcTa unu hopmaTMpoBaHus

= MMowvck n 3ameHa cumBornoB ab3aues Pa3pbIBOB CTPAHULL U APYINX SNEMEHTOB
= Vcnonb3oBaHWe NOACTaHOBOYHbIX 3HAKOB NPW NOUCKE N 3aMeHe TEKCTa
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NMouck Tekcta
= [emvoncTpaums
1 BbiGepute komaHay Hantm B meHio MpaBka.
2 B norne Haintu BBeanTE MCKOMBIN TEKCT.
3 HaxmuTe kHonKy Haitm ganee.
MpumevaHune. YT06LI NpepBaTb NOWCK, HAXMUTE KnaBuLy ESC.
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Mouck hopmaTupoBaHus

1 BbiGepute komaHay Hanth B meHio MpaBka.

[=] JemoHcTpauus

2 Ecnv B oarnoroBoM OkHe He BuaHa kKHonka dPopmart, HaxkMuTe KHorky Bonblue.
3 YT06bI HaTK TEKCT, 0OPOPMIEHHbIN 0COBLIM 06pa3oM, BBeAUTE UCKOMBIN TEKCT B none HauTu.
YUTtobbl HaNTK ToMNbKO dhopmaTMpoBaHune, yaanuTe BeCb TEKCT U3 nona Hantu.
4 HaxmuTe KHomKy dPopmar, a 3aTeM BblibepuTe HyxHble hopmaThl.
5 HaxmuTe kHonky HanTu panee.
MpumeyaHune. YT06LI NpEpBaTb NOWCK, HAXMUTE KnaBuLy ESC.
CoBet. UYT06bl ynanutb doopmaTtupoBaHue 13 nons Hamtu, HaxmuTe kHonky CHATL hopmaTupoBaHue.
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3ameHa TekcTa

1 BbiGepute komMaHay 3aMeHUTb B MeHto Mpaeka.

2 B none Haittu BBEOMTE NCKOMbIN TEKCT.

3 B none 3aMeHUTb Ha BBEAWTE TEKCT Af18 3aMeHbl.

4 Haxmute kHonky HanTtu ganee, 3aMeHUTb 1nv 3ameHUTL Bee.

MpumevaHune. YT06LI NPEpBaTb NOWCK, HAXMUTE KnaBuLy ESC.
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3ameHa chopmaTupoBaHUA

1 BbiGepute komMaHay 3aMeHUTb B MeHto Mpaeka.

[=] JemoHcTpauus

2 Ecnv B oarnoroBoM OkHe He BuaHa kKHonka dPopmart, HaxkMuTe KHorky Bonblue.

3 YT06bI HaTK TEKCT, 0OPOPMIEHHbIN 0COBLIM 06pa3oM, BBeAUTE UCKOMBIN TEKCT B none HauTu.
YUTtobbl HaNTK ToMNbKO dhopmaTMpoBaHune, yaanuTe BeCb TEKCT U3 nona Hantu.

4 HaxmuTe KHomKy dPopmar, a 3aTeM BblibepuTe HyxHble hopmaThl.

5 TMosTtopute Wwarn 3 n 4 ans nonst 3ameHUTb Ha.

6 HaxmuTe kHonky HanTtu ganee, 3aMeHUTb UM 3aMeHUTDb Bce.

MpumeyaHue. YT06bI NpepBaTb NOUCK, HAXMUTE KnasBuwwy ESC.

CoBet. YT06bI yoanute choopmatmpoBaHue 13 nons Hamtm nnm 3aMmeHUTb Ha, HAXXMUTE KHOMKY CHATb

cdopmaTupoBaHue.
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Mouck 1 yaaneHue Tekcta unu coopmaTMpoBaHus

1 BbiGepute komMaHay 3aMeHUTb B MeHto Mpaeka.

[=] JemoHcTpauus

2 Ecnv B onanorosoM okHe He BUaHa kHonka dopmart, Haxmute kHonky Bonblue.
3 Y106bI HalTN TONMbLKO TEKCT, BBEAUTE UCKOMBIN TEKCT B none HanTtwu.

YUTtobbl HaNTK TEKCT, 0POPMMEHHbI 0COBbIM 0Opa3om, BBeaUTE UCKOMbIN TeKCT B none Hantu. Haxmute
kHonky dopmar, a 3aTem BbibepuTe HyXHble hopmathbl.

YT06bI HaTK TONBKO hopMaTUpOBaHuE, yaanuTe Becb TeKCT U3 nons Hantu. Haxmute kHonky Popmar, a
3aTeM BblbepuTe HyxxHble dhopmarTsbl.

4 Yto6bl yoanutb TEKCT, yaanute BeCb TEKCT U3 Nond 3amMeHUTb Ha.

YUrtobbl yoanuTb aTpubyT TekcTa, HaxmMmuTe kHonky Popmar, Bbibepute komaHay WpudT, a 3atem BoiGepute
NPOTMBOMONOXHbIA aTpubyT (HaNpUMep, He NOMYKUPHbIN 1M 6e3 nogvYepPKUBaHUS).

5 Haxwmute kHonky Haittu panee, 3ameHUTb 1Ny 3aMeHUTb Bee.

MpumevaHune. YT06LI NpepBaTh NOWCK, HAXMUTE KnaBuLy ESC.
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Mouck u 3ameHa cumBonoB ab3aueB, pa3spbIBOB CTPaHUL U APYIUX 3NIEMEHTOB

1 BbiGepute komaHay Hantu unu 3ameHuts B MeHio MpaBka.
2 Ecnv B onanoroBoM OKHe He BraHa KHonka CneuuanbHbIN, HaXMUTe KHOMKY Bonbue.
3 HaxmuTe kHonkKy CneumnanbHbIi, a 3aTeM BblIGEPUTE HYXXHbIN SNIEMEHT.
Kpome Toro, MOXXHO BBECTU KO dNeMeHTa HenocpeacTBeHHO B none Hantu.
=l MHCTpYKLMM

4 Ecrum yKa3aHHbII7I AnemMeHT Tpe6yeT09| 3aMeHuTb, BBeOnUTe TO, 4YeM ero cneagyet 3aMeHuUTb, B none 3aMeHUTb
Ha.

5 HaxmuTe kHonky HanTu panee, 3amMeHUTb 1N 3aMeHUTL Bce.
MpumevaHune. YT06bI MpepBaTh MOUCK, HAXMUTE KnaswuLly ESC.
CoBetT. YT06bI OLICTPO HANTM PUCYHOK, MPUMEYAHUE U T. M., HAXMUTE KHOMKY BbiGop o6bekTa nepexona

Ha BepTUKasnbHOW nonoce NPOKPYTKK, a 3aTeM BbIGEpMTe Hy)KHbIVI TMn obbekTa. Ans nepemMeLlleHunda no
obbekTaM YKa3aHHOro tnna MCI'IOJ'Ib3yl71Te KHOMKN CHEAYIOLI.WIFI

EI v MNpeabiaywmmn
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Mouck 1 3ameHa cneunanbHbIX CUMBOJIOB

C nomoulpbto gnanoroBblix okoH HauTn n 3aMeHUTb MOXHO MUCKaTb 1 3aMeHSTb cnenywouine cneunanbHble

CUMBOINbI.
Coset. MHOrve u3 aTuxX CUMBOMOB MOXHO BCTaBUTb, HaXaB KHOMNKY CneunanbHbIN 1 BbIGpas HeobxoanMbIi
oneparop.
YT106hI YKa3aTb BBegure B none
CumBon abzaua () ) Haittn unu
3ameHuTb Ha
CvimBon Tabynsauum  (—+) M Hantn nnn
3ameHuTb Ha
3Hak npumevaHuns Aa Hawntun

Cumeon ANSI nnun ASCII AOnnn, roe nnn Hawntn unun
— Kof cMMBOna  3aMeHUTb Ha
JTo6on cumeon A? Hawntun
TloGas undpa Nt Hawntun
Nobas 6ykea r$ Hantn
CrMBON KpbILKK AN Hantu nnu
3ameHUTb Ha
Copepxumoe bycdepa obmeHa ¢ 3amMeHUTb Ha
Conepxumoe nonsa Hantu A& 3amMeHuUTb Ha
3HaK KOHL,eBOW CHOCKU e Hauntn
Mone A Hawntun
3HaKk CHOCKM M Hawntun
PucyHok g Hantn
Pa3pbIBbI
YT106hI YKa3aTb BBegute B none
PaspbiB KOMOHKM  ( n Hawntu nnu
----- Faspbls KOAOHEM ") 3ameHuTb Ha
Pa3spbiB cTpokn  (+) N Hantu nnm
3ameHuUTb Ha
MpuHyauTenbHLIA paspbis m Hawntu unu
CcTpaHuubl 3amMeHuUTb Ha
.......... F‘aﬁpblB CTpaHMLI,bI---------)
PaspbiB pasgena  ( b Hawntun
FPazpbie pazgena:
Deducbl n npobensi
Y106hI YKa3aTb Beegute B none
OnvHHoe Tvpe ( —) A Hantu nnu
3ameHuUTb Ha
Kopotkoe Tnpe (—) A= Hantu nnu
3ameHuTb Ha
HepaspbiBHbIV npoben (-) As Hawntu nnu
3ameHuTb Ha
HepaspbiBHbI gedmuc (=) A~ Hawntu nnu
3ameHuUTb Ha
Msarkuin nepeHoc (-) A- Hantu nnu
3ameHUTb Ha
CumBon npobena w Hawntn

Mpumevanuna



e Ecnu kog msArkoro nepeHoca onylleH, Oyaet HangeH BeCb COBNaaatLni TeKCT. Ecnu ke OH BKItoYeH, OyayT
HaeHbl TONbKO CIOBa C MSITKMM MEePEHOCOM B TOM e NMO3ULUN.

e CumBon npobena MoxeT BKNtodaTb B cebs noboe konmy4ecTso unum nobyo KoMOUHauuo obbIYHbIX Mnn
HepaspbIBHbIX Npobenos, cMMBOoB Tabynsaumu 1 absaua.
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MUcnonb3oBaHMe NOACTAHOBOYHbLIX 3HAKOB npu NOUCKe U 3aMeHe TeKCTa

Mpu noucke n 3ameHe TeKCTa B JOKYMEHTaX MOXHO MCMONb30BaTb NOACTAHOBOYHbIE 3HAKW. Hanpumep, 3Hak «?»
HangeT oanH Nobon CMMBOI, @ COMETAHUE KK?T» — KKOT» U «KUTY».

1 BbiGepute komaHay Hantu unu 3ameHuts B MeHio MpaBka.

2 Ecnu donaxok MogcTaHOBOYHbIE 3HAKU OTCYTCTBYET B ANASIOrOBOM OKHE, HaXKMUTE KHOMKy Bonblue.

3 YcraHoBuTe chnaxok MoacTaHOBOUYHLIE 3HAKWN.
4

HaxmuTe kHonky CneuunanbHbIN, BbiOEpUTE HY>XHbIN NOACTAHOBOYHbIN 3HAK, @ 3aTeM BBeauTe
[ONONHUTENbHbIA TEKCT B none Hantw.
MopcTaHOBOYHbIE 3HAKM MOXHO BBOAUTL HEMOCPEACTBEHHO B none Hantu.
= MHCTpYKLMK
5 [lpu 3ameHe NomecTUTe 3aMeLLaloLLMI TEKCT U/UNK cneuunanbHbii CMMBOI B Norie 3aMeHUTb Ha.

6 HaxmuTe kHonky HanTtu ganee, 3aMeHUTb UM 3aMeHUTL Bce.

MpumevaHune. YT06LI NpepBaTb NOWCK, HAXMUTE KnaBuLy ESC.
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CnoxHble ycrnoBus noucka

CroxHble yCnoBusi nomcka NpUMEHsIIoTCA Anst ynpoLleHnus hopMynvMpoBKM NMOMCKOBOrO 3anpoca B none Hawntu B
AnanoroBbix okHax Hantu nnn 3ameHntb. Ecnn donaxok MoacrtaHOBOYHbIE 3HAKU OTCYTCTBYET B ANanoroBoM
OKHe, HaxxmuTe kHonky [lanee. 3atem yctaHosuTe dnaxok MNoacTtaHoBOYHBbIE 3HaKK 1 BBeauTe obpasel,

noucka B none Hantu.

Coser.

[nsa 6eicTporo BBOAa NOACTAHOBOYHOIO 3Haka B none Hantu Haxmute kHomnky CneumnanbHbIN 1
BblIGEpUTE HYXXHbI NOACTAaHOBOYHbIV 3HaK.

Y106bI HaNTH Beeaute Mpumepsbl

OauH nobor cumBon ? K?T HaXOOUT «KOT» N «KUT»

JToByto CTpOKy CMMBONOB * K*I HAXOOUT «KUA» N «KOTOPbIAY»

Jlro6oli n3 ykasaHHbIX [1 M[e0]n HaxoauT «Men» N «Mon»

CVMMBOJIOB

JTtoGon cumeon u3s [-] [a-x]ouka HaxoguT «Bouka» n «aodKar.

yKa3aHHOro guanasoHa [wnanasoH gomxkeH ObITb chopMMpoBaH No
BO3pacTaHuto.

JTto6on cumson, kpome M cT[!a]n HaxoQuT «CTON» N «CTYN», HO He

yKa3aHHOoro B ckobkax «cTan»

Jlro6on cumBon, kpome ['x-Z] ['a-x]o4ka HaXOQUT «HOYKa» U «MOYKay, HO

nexawmx B ykazaHHOM He «Bo4yka» unu «goykar

AvnanasoHe

PoBHO n pa3 noBTOpeHHbIn  {n} c{2}op HaxoQuT «ccop», HO He «Cop»

npegbiayLwmii CMMBON

He meHee n pa3 {n,} c{1;}op HaxoauT «cop» N «ccop»

NOBTOPEHHbIN

npeablayLwmin CUMBOM UNn

BblpaXxeHue

Ot n po m pas {n,m} 10{1;3} HaxoguT «10», «100» n «1000»

NOBTOPEHHbIN

npeablayLwmin CUMBON NN

BblpaXxeHue

OpwvH unn 6onee pas @ C@Op HaxoauT «COp» U «CCop»

NOBTOPEHHbIN

npeabiayLwmin CUMBOM UNn

BblpaXeHue

Hauvano cnoea < <(MHTEpP) HAaXOAUT KUHTEPECH» U
«MHTEpHALMOHAN», HO HE «CNPUHTEP»

KoHey cnoBa > (MMH)> HaxoauT «KIMUH» U «NABMWH», HO He

Mpumevanuna

«JIMHKOP»

¢ llcnonbayiTe Kpyrnble CKOBKM ANs rpynnMpOBKU NOACTAHOBOYHbIX 3HAKOB M TEKCTA, @ TakKe yKkasaHus
nopsigka o6pabotku cumBonoB. Hanpumep, BBeamTe «<(K0)*(60K)>», YTOObI HANTK «KONMOOOK» N «KOPODBOKY.

¢ Yrt0o6bl HANTW CUMBON, SABMAIOLLMIACSA OAHUM U3 NOACTAHOBOYHbLIX 3HAKOB, BBEAUTE Nepen HUM 06paTHyto
kocyto 4epty (\). Hanpumep, BBegute «\?», 4tobbl HANTV BONPOCUTENBHBIN 3HAK.
e lcnonb3yviTe NOACTAHOBOYHBIN 3HAK \n ANs MOUCKa BbIPAXXEHWS 1 NocneayLwero UaMeHeHns nopsigka ero

KoMnoHeHToB. Hanpumep, BBegute (MankuHa) (Mawa) B none Hantu 1 \2 \1 B none 3ameHuTb Ha, 4TOObLI
HaWTu crnosocoveTaHue «lankvHa Mawa» 1 3amMeHUTb ero croBocoveTaHmeM «Matua MankuHa.
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NMoyemy He HaMAEH UCKOMbIN 3EMEHT?

Mcnonb3yiiTe NnpMBeaeHHbIE HUKE COBETHI NS MPOBEPKM TOTO, NPaBUIbHO MW yKa3aH TEKCT UIn
dopmatupoBaHue B none Hantu (ananorosoe okHo Hantu unu 3ameHutb, meHio MpaBka). Ecnv B Avanorosom
OKHE He BMOHbI HEKOTOpbIE N3 NepednCreHHbIX HUXE NapaMeTpoB, HaXXMuUTe KHoMnky Bonblue.

e [IpaBunbHO Ny BBEAEH MCKOMBIN TEKCT? Ybeautech B OTCYTCTBMM OLIMOOK, a Takke NuwHMX npobenos B
Ha4arne v B KOHLe NCKOMOrO TEKCTa.

e [lpaBunbHO N1 yKkazaHo nckomoe chopmaTtupoBaHme? Ytobbl yaanutb hopmatupoBaHue 13 nonst Hanru,
HaxxmMuTe kHonky CHATBL hopmaTupoBaHue.

e Bbin Ny BblgeNeH TEKCT Nnepes Hadvanom novcka? B aTom cnyvae nouck BbIMOMHSETCS TOMbKO B BblAENEHHOM
TeKcTe.

e YcTtaHoBnNeH Nu naxok YYntbiBaTb perucTp? B aToM cnyvae nouck BbIMOMHAETCS C y4eTOM pernucTtpa byks
(Hanpumep, ecnn ykasaHo «PyHo», He ByayT HanaeHbl cnosa «pyHO» n «PYHO»).

e YctaHoBneH nu dnaxok TonbKo cnoBo LenukoM? B 3Tom crnyyae BbINOMHSETCA TOMNbKO NMOUCK LieNbIX CNOB
(Hanpumep, ecnu ykasaHo «6aHk», He ByaeT HangeHo cnoBo «BaHKeT»).

e BbibpaH nu napametp Bnepep unu Hasaa 13 cnicka HanpaBneHue? B 3TOM criydae noucK BbIMOSHAETCA
TOMbKO B OCHOBHOM TEKCTE JOKYMEHTa, He 3aTparneasi KONOHTUTYIbI, NPUMEYaHUS U T. M.

e YctaHoBneH nu cdnaxok NoacTtaHOBOYHbIE 3HAaKU? B 3TOM cnyyae HeKOTOpbie CUMBOIbI (Hanpumep «?»)
BOCMPUHNMAIOTCS KakK NOACTAHOBOYHbLIE 3HAKM.
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MeuaTb agpeca Ha KOHBepTe

Word no3sonsiet nevatatb agpeca Ha KoHBepTax. A,u,pec OTnpaBKnN U 06paTHbIl71 afpec MOryT BKMKO4YaTb TEKCT U
rpa(pmqecme OINEMEHTbI. Kpowle BO3MOXXHOCTU BbIBOAA Ha ne4vaTb OTAeNlbHOro KoOHBepTa, HETPYAHO pacnedvyataTb
6onbLuoe yncno KOHBEPTOB C pa3ninyHbiMK agpecamMu, nNony4yeHHbIMU NyTemM CnnuaHnA JOKYMEeHTOB.

CmM. Takxe

| BBog agpeca 1 neyatb kKOHBEpTa

| [NeyaTb KOHBEPTOB, NONYYEHHbIX NYTEM CAUAHWUSA CO CONCKOM aapecoB
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Beog agpeca n nevyatb KOHBepTa

1 BbiGepute komaHay KoHBepTbl M Hakneikn B MeHio CepBuc, a 3aTem — Bkraaky KoHBepThbl.
= [emMoHcTpaums
2 BsepwTe afpecHble CBeEHWs], a 3aTeM BbiGepuTe HyXHble NapaMeTpsbl.

YUTo6bl 0TchopMaTMpOBaTh aApec, BblAenuTe TEKCT afpeca, HaXMUTE NpaByto KHOMKY MbILWK, a 3aTem
BbiGepuTe koMaHay LUpUdT B KOHTEKCTHOM MEHIO.

3 Uro6bl BEIGpPaTh pasmep KoOHBepTa, Croco6 noaayn v apyrue napaMeTpbl, HaOXMUTE KHOMKy MapamMeTpbl.

4 Yto6bl HaneyaTaTb KOHBEPT, BCTaBLTE KOHBEPT B NPUHTEP, Kak NnokasaHo B none Mopava, a 3aTemM HaxmuTe
kHonky Mevatb.
Y106kl 06aBNTL KOHBEPT KaK OTAENbHbIN pasgen B Hayano AOKYMEeHTa, HaMuTe KHonky JlobaButb. YTo6bI
W3MEHNTb KOHBEPT, KOTOPbIN SBNAETCA pasnenoM OKYMEHTa, HaXMnTe KHONKy U3MeHnTb. KoHBEPT MOXHO
HanevyaTtaTb NPV NeYaTy JOKYMeHTa.
Mpumeyanue. [JonyckaeTcsa co3gaTb 0O6paTHbIA agpec, NnevaTaeMbli N0 YMOMYaHUI0 Ha BCex koHBepTax. K
HeMy MOXHO fo6aBWTb aMbnemMy cmpmbl N NGO APYron puCyHOK. [N nony4yeHns JONONHUTENbHbIX
cBeAEHWit HaxmuTe KHonky 2],
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MeyaTb cneunanbHOro TeKCTa u PUCYHKOB Ha KOHBepTax

1 BbiGepute komaHay KoHBepTbl M Hakneikn B MeHio CepBuc, a 3aTem — Bkraaky KoHBepThbl.
= [emMoHcTpaums
2 MpoeepbTe agpec nony4vatens u obpaTHbIi agpec, BHECUTE HEOGXOANMbIE U3MEHEHUS.

YUTo6bl 0TchopMaTMpOBaTh aApec, BblAenuTe TEKCT afpeca, HaXMUTE NpaByto KHOMKY MbILWK, a 3aTem
BbiGepuTe koMaHay LUpUdT B KOHTEKCTHOM MEHIO.

Yrtobbl HanevaTaTb 06paTHLIN agpec, yoeauteck, 4to chrnaxxok He neyararb CHAT.

HaxwmuTe kHonky [lo6aButb nnv U3smeHuUTb.

3

4 TepeiignTe B PEXUM PA3METKM.

5 BcraBbTe puUCyHOK: aBTOUIYpY, KapTUHKY UMM MMMNOPTUPOBaHHbIN PUCYHOK.
= WHCTpyKLmm
YT06bI BCTaBUTL TeKCT, Bbibepute komaHay Hagnuck B meHio BeTtaBka, a 3aTeM BBeAMTE HYXXHbIA TEKCT. 3meHeHne
pa3mepa Hagnucy ocyLLeCTBNSETCH NyTeM nepeTackMBaHs MapkepoB M3MeHeHUs pasmepa. YTobbl
oTdopmaTmpoBaTtb TEKCT Hagnucy, Bbigenute ee, BolbepuTte komangy LpundT B meHio Popmar, a 3atem 3agante
HY>Hble napameTpbl. YToObl NOBEPHYTHL TEKCT, BbibepuTe kKomaHay HanpaBneHue Tekcta B MeHio Popmar, a 3atem
— HYXHbIA yron noBopota. Kpome Toro, NockoneKy Hagnmce senseTcs rpadmnyecknum obbekTom, Ans ee
hopmMaTMpOBaHNS MOXHO MCNOMNb30BaTh NaHenb MHCTpYyMeHToB PucoBsaHue.

6 BoblgenuTe cneumanbHbIl TEKCT UM PUCYHOK M NepeTaLluTe Ha Hy>XHOe MecTo.

7 HaneuataiiTe KOHBEpPT, Hane4yaTaB JOKYMEHT.

Mpumevanunsa

e [InA co3gaHus U XpaHeHUs TEKCTa U PUCYHKOB, NpegHa3Ha4YeHHbIX st MHOTOKPaTHOrO MCMonb30BaHUS,

MCronb3yiiTe aBTOTEKCT UMK aBTo3aMeHy. [lns Nony4eHns JOMNONHUTENbHBIX CBEAeHMIA HaxmMnTe kHonky 2],

. PucyHok, Hanpumep ambrnemy kKoMnaHum, MOXHO Jo6aBunTb TONbKO K obpaTtHoOMy agpecy. [nsa nonyyeHus
[ONOMHUTENbHbBIX CBEAEHWIA HaXMUTE KHonky 2,
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MeyaTb agpeca Ha NOYTOBOMN HaKnenke

MoXHO BbIBOAUTL Ha NeYaTb OTAENbHYH HAKMenKy Unv Lenble CTpaHuLbl oQMHaKoBbIX Hakneek. [onyckaeTcs
nevyaTtaTb Takke GONbLLIOE KONMYECTBO HAKMNeeK C pasnuyHbIMK agpecamu, NoNyyYeHHbIMU NyTeM CIMSHUSA
[OKYMEHTOB.

CmM. Takxe

| [NeyaTb 0QHONM MM HECKONbKMX MOYTOBbLIX HAKNEEK C OANHAKOBbLIM a4pecoMm

| [NeyaTb NOYTOBLIX HAKNEEK, NONYYEHHbIX NYyTEM CAUAHWUSA CO CONCKOM agpecoB
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MevyaTb OQAHON MU HECKONbKUX MOYTOBLIX HaK/leeK C OQUHAKOBbIM agpecomMm

1 Bbibepute komaHay KoHBepTbl M Hakneinkn B MeHio CepBuc, a 3aTem — Bknaaky Hakneinku.
= [emMoHcTpaums
2 BeoibepuTe HyXHble NapamMeTpbl.

Onsa nony4yeHusa cBefeHuii o niobom napamMmeTpe AnanoroBoro OkHa HaXxXmMuTe KHOMKY C BONpPOCUTESNTbHbIM
3HakoM .EI, a 3aTeM LEeNKHUTe 3TOT NapaMeTp.

MpumeyvaHus

e Yrtobbl OTChOpPMaTMpOBaTh adpec, BolAenuTe TEKCT agpeca, HaxMUTe NPaByLo KHOMKY MbIlWW, a 3aTeM
Bblbepute komaHay LLpndT B KOHTEKCTHOM MEHH0.

e [InA co3pgaHus U XpaHeHUs TEKCTa U PUCYHKOB, NpefHa3Ha4YeHHbIX Ansi MHOrOKPaTHOro UCMonb30BaHus,
MCNONb3yiiTe aBTOTEKCT UMK aBTO3aMeHy. [Ns Nony4eHns AONONHUTENbHbIX CBEAEHWIA HaxMuUTe kHonky [,
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MU3meHeHune ochopmneHus TeKcTa agpecoB Ha KOHBepTe

1 BbiGepute komaHay KoHBepTbl M Hakneikn B MeHio CepBuc, a 3aTem — Bkraaky KoHBepThbl.

[=] JemoHcTpauus

HaxwmuTe kHonky MapameTpsbl, a 3aTem Bbibepute Bknaaky Mapamerpbl KoHBepTa.
HaxwmuTe kHonky LpuddT B rpynne Agpec nony4artens unu O6paTHbIN agpec.

BbibepuTe HyxHble napameTpbl Ha Bkrnagke Wpudr.

Y106kl HOBbIE hopMmaThl B AanbHENLLEM UCMONMb30BaNUCh N0 YMOMYaHWIO, HAaXMUTE KHOMKY Mo ymonyaHuio,
a 3atem kHorky [a.

5 [nsa Bo3BpaTa B fuanoroBoe okHo MapamMeTpbl KOHBepTa HaxxmuTe kHomnky OK.

CoBet. [lo ymonyaHwuio ans ocpopmneHusi obpaTHoro agpeca ucnonb3yetcs cTunb «O6paTHeIN agpecy, a Ans
ocbopmneHuns agpeca nonyvatens — cTunb «Agpec». [Ina n3aMeHeHus 3TUX CTUnewn cneayeT UCnonb30BaTh
kKoMmaHay Ctunb (MeHio Popmar).

A ODN
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Cos3paHue obpaTHOro agpeca Ans KOHBEPTOB
[onyckaeTtcs co3aate obpaTHbIA agpec, NnevaTaemblii N0 yMONYaHuUo Ha Bcex KoHBepTax. K Hemy MOXHO
Ao6aBuTb ambriemy cpmpmbl nnu nobom Apyrovi PUCYHOK.

CwmM. Takxe

= CospaHune obpaTtHoro agpeca, cogepxallero TofbKo TEKCT

=l CospaHue obpaTtHoro agpeca, cogepxaulero pUcyHok
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CospaHue 06paTHOI'O agpeca, cogepxaliero TofibKO TEKCT

1 Bbl6epI/1Te KOMaHOy MapameTtpbl B MeHi0 CepBuUc, a 3aTem — BKNnaaky Monb3oBarensb.

[=] [JemoHcTpauus
2 B none MouTtoBbIl agpec BBeanTe o6paTHLIN agpec.

Mpumeuanme. [pu BeiBoAe Ha koHBepTe obpaTHoro agpeca ybeamtecs, Y4To cHAT hnaxok He nevaTtatb Ha
Bknagke KoHBepTbl (komaHaa KoHBepTbl u Haknenkn, meHio CepBuc).
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CospaHue 06paTHOI'O agpeca, coaepxaliero pucyHok

YT0ObI pUCYHOK aBTOMATUYECKM NevaTarncs Ha BCEX KOHBEPTaX, COXpPaHUTE €ro (a Takke ero nornoxeHune u
dopmaTMpoBaHME) Kak AaNIEMEHT CMMCKa aBToTekcTa ¢ uMeHem EnvelopeExtral.

1 CospaiiTe HyXHbI pUCYHOK B NioGOM rpadouyeckom pegaktope (Hanpumep Microsoft Paint) unu ncnonbayiite
CYLLIECTBYIOLLMIN PUCYHOK.

2 B Word cosnaliTe TEKCTOBYIO YacTb obpaTHOro agpeca.

3 LUlenkHnTe To MECTO OOKYMEHTA, Kyaa criedyeT BCTaBUTb PUCYHOK.

4 BuiGepute komaHady PucyHok B MeHio BecTaBka, a 3atem — komangy U3 daina.

5 Bblibepute dhaiin, cogepxalumit Hy>KHyo aMGreMy, a 3aTeM HaXKMUTe KHOMKy BcTaBuUTb.

6 LlenkHuTe amGnemy.

7 BbiGepuTte koMmaHay ABTOTEKCT B MeHto BcTaBka, a 3atem — komaHay Cosgatb.

8 BeeawnTe EnvelopeExtra1 B none UMs aneMeHTa, a 3ateM HaxmuTe kHonky OK.
PucyHok, cogepxalumiica B anemeHTe cnucka atotekcta EnvelopeExtral, 6yaet aBTomatuyecku
neyartatbCsl Ha KaXkaoMm KOHBEpTE.

MpumeyaHus

CyLecTByeT BO3MOXHOCTb ONPeAenuTb 3NeMeHT cnucka asToTekcta ¢ umeHem EnvelopeExtra2 v skniountb
B HEro JOMNOMnHUTENbHbINA TEKCT, HaNpUMep peknamHoro xapakrepa. Ecnu B wabnoH BkntoyeHbl oba anemeHTa
cnncka aBTOTEKCTa, BCe KOHBEPThI, CO3AaHHbIe C MOMOLLbIO 3TOro WwabnoHa, byayT cogepxaTtb oba anemeHTa.
YUT0ObI 3TU 3NEeMEeHTbI He NeYaTanvcb Ha KOHBepTe, UCNONb3yWTe ApYron WabnoH unu yaanute nx 13
wabnoHa. [lna nonyyYeHns: AONONHNTENbHbLIX CBEASHNIA HaxMuTe kHonky [,

YT006bI 3anpeTuTb Nevatb obpaTHoro agpeca (U3 nons O6paTHbIN agpec) Ha KOHBEPTE, YCTAHOBUTE (ONaXxoK
He neuaTaTb Ha Bknagke KoHBepTbl B AnanorosoM okHe KoHBepTbl U Haknenku. Hesasucumo ot
COCTOSIHWUS 3TOTO (hriaxkka, CoaepXKnMoe 3rIeMEHTOB Cnuncka aBToTekcTa «EnvelopeExtra» nevataetcsi npu
revaTu KOHBepTa.

Y706kl 3aMEeHNTb UCMOMNb3yeMblil MO YMONYaHWio 0bpaTHbI aapec pUCyHKOM, B TOM YMCIe coaepKallum
obpaTHbI agpec, Bbibepute Bknaaky Monb3osatens (MeHio CepBuc, komaHaa MapameTpel). B none
MouToBLIM appec yaanuTe BeCb TEKCT U BBeaguUTe oauH npoben.
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BctaBka agpeca 13 nM4Hon agpecHOn KHUMM

[ns BCTaBKM agpecoB M3 3MekTPOHHOW aapecHon kHurm nnbo cnucka agpecos Microsoft Outlook 97 nnn

Microsoft Schedule+ 95 HaxxmuTe kHOMKy AApecHas KHUra
macTtepax.

B HEKOTOPbIX ANanNoroBbiX OKHax u

1 YcraHosuTe Kypcop B 4OKYMEHTE TyAa, KyAa criedyeT BCTaBUTb aapec.
2 Bblibepute komaHay KoHBepTbl U HaKnenku B MeHio CepBuc.

3 HaxmunTe kHonKy AapecHasi KHura
4 B none Beegute unu BbiGepuTe MM BBEgMTE UMSI.

CoBeTbl

e Y106bI YyBMOETH apeca, KOTOpble UCMONb30BanvCh NOCNEAHNMMU, HXKMUTE KHOMKY CO CTPENKOW,
pacrnosioXXeHHYH cripaBa OT KHOMKM AApecHasi KHura.

e Bce gobaBneHus n nsMeHeHusi, BHECEHHbIE B aApecHyto kKHury npu pabote B Word, ByayT oTpaxeHbl BO BCeX
NPUNOXEHNUSIX.
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MN3meHeHue pa3mepoB NOYTOBON HaKNeuku

1 BbiGepute komaHay KoHBepTbl M Hakneikn B MeHio CepBuc, a 3aTem — Bknaaky Hakneinku.

[=] JemoHcTpauus

Haxmute kHonky MapameTpsbl.
B rpynne MpuHTEp yKkaxute TMN NpuHTEpa.
B none CopT BbiGepuTe COPT HAKNEWKU, KOTOPYH XOTUTE UCMONb30BaThb.

a b ODN

B none Tun ykaxuTte HOMep HaKMemnku.
Ecnun Homepa HyXHOI HaKmnewkn HeT B CnucKe, HaxkmMuTe kHornky Co3paTtb, a 3aTem 3agarnTte pasmepsbl

HaKNewnkun.
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MN3meHeHue pa3mepoB KOHBepTa
1 BbiGepute komaHay KoHBepTbl M Hakneikn B MeHio CepBuc, a 3aTem — Bkraaky KoHBepThbl.

= OemoncTpauus
2 Haxwmute kHonky MapameTpsl, a 3atem BbiGepuTte Bknaaky MapameTpbl kKoHBepTa.
3 W3 cnvcka Pa3mep koHBepTa BbIGEpUTE HYXHbI pa3mMep.
Ecnn HyxHbIM pa3mep OTCyTCTBYET B Crucke, Bbibepute 3HayeHne HectaHpapTHbIN pa3mep, a 3aTemM
YKaXuTe LUMPUHY U BbICOTY AMNS KOHBEpPTA.
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ﬂepememeHue Nno AOKYMEHTY C NOMOLbI CXeMbl AOKYMeHTa

CxeMolii JokyMeHTa Ha3blBaeTcs oTAerbHas 0bnacTb okHa, coaepallas CBeleHUs1 0 CTPYKTYpPe 3arofoBKOB
AokymeHTa. Ee MoxHO ncnonb3oatb Ans 66ICTPOro nepemMeLLeHnst No AOKYMEHTY 1 onpegeneHnsi COGCTBEHHOTO
MeCTOHaxoxaeHusl B HeM. Hanpumep, 4Tobbl cpasy NnepemMecTUTbCs B HYXHbIA pa3faen OKYMEHTA, HYXXHO
BblGpaTb COOTBETCTBYIOLLMI 3arofiOBOK HA CXEMe JOKYMEHTa.

B Word cxema gokymeHTa oTobpaxKaeTcsl aBTOMaTUYECKN B PEXMME SNEKTPOHHOIO JOKYMeHTa, OfHaKo ee
MOXHO UCMonb30BaTh B M0B6OM Apyrom pexume.

1 HaxwmuTe kHonky Cxema AOKyMeHTa .

2 Ha cxeme fokymeHTa BbIGepuTe 3aronoBoK, K KOTOPOMY CrieayeT nepenTu.
VIckOMBI 3aronoBok 0ToOpaXkaeTcs BBEPXY CTpaHMupbl. Ha cxeme 3aronoBok, COOTBETCTBYOLLMI TEKYLLEMY
NONOXEHUIO B JOKYMEHTE, BblAENeH APYrMM LIBETOM.
CoBeTbl

e [1ns cxemsbl OOKYMeHTa MOXHO Bbl6paTb cTeneHb getanusaumu. Ang nony4yeHna OONONMHUTENbHbIX cBeaeHun
HaXXMUTE KHOMKY .ﬁL

. YT106bI M3MEHUTb pa3mep Cxembl JOKYMEHTa, MOMEeCTUTE yKasaTenb MbIlLW Ha npaBbii kpan. Korga

yKasaternb NnpuMeT B +"+, nepetawimnTe ykasaTtesnb BfneBo Uiy Bnpaeo. Ecnu 3aronoBku CNUWKOM OSIMHHBbIE U HE
ymMeLwarTcqa B obnacTu cxembl OOKYMEeHTa, HET HeobxoaMMOCTN N3MEHATb pasmep obnacTu. Ytobbl npPoOCMOTPETb
3aroyioBoOK LeJIMKOM, AO0CTaTO4YHO NOMECTUTh Ha Hero ykasatersib Mbilln.

* YTtoObl 3aKpPbITb CXEMY AOKYMEHTA, HaXMUTE KHOMKy Cxema AOKyMeHTa WNu WenKH1Te ABaxabl
npaeblli Kpan obnacTtu.
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BbIGOp YPOBHSA AeTanu3auuum AnsA npocmMmoTpa CxXxeMbl AOKYMEeHTa

Ha cxeme gokymeHTa npegycMoTpeHa BO3MOXHOCTb NPOCMOTPA TOMbKO HEKOTOPbIX HY>KHbIX 3arofioBKOB.
Hanpumep, 4ToBbl NPOCMOTPETL BEPXHWUI YPOBEHbL CTPYKTYPbI JOKYMEHTA, MOXHO KCBEPHYTbY (T. €. CKPbITb)
nogYMHeHHble 3aronoBku. Ecnu TpebyeTcs, nonHoe nsobpaxxeHne CTPyKTYpbl MOXHO NOMYy4YnTb CHOBA,
pa3BepHyB NOAYMHEHHbIE 3arofioBKM.

1 HaxmuTe kHonky Cxema AOKyMeHTa .

2 YT06bI CBEPHYTH NOAYMHEHHbIE 3arofioBKM, LWEMNKHUTE 3HAaK MUHYC (-) PSAOM C rMaBHbIM 3arofioBKOM.
Y106kl pa3BepHyTb NOAYMHEHHbIE 3arofoBKY (YPOBHMW OTKPLIBAKOTCSA MO OAHOMY), LLESKHUTE 3HaK Nntoc (+)
PSAOM C FMaBHbIM 3arofioBKOM.

MpumeyaHue. YT06bI OTOOPA3NTL TOMLKO 3arONOBKU HUXKE OMPELENEHHOIO YPOBHS, LLEMNKHUTE NPaBoi
KHOMKOW MbILLIW 3arofloBOK Ha CXeMe JOKYMEHTa, a 3aTeM BbiGepuTe COOTBETCTBYHOLLMIA YPOBEHb 3arofioBKOB B
KOHTEKCTHOM MeHw. Hanpumep, Boibepute komaHay OTob6pa3uTb 3aronoBku 1-3, 4To6bl 0TO6Pa3nTb TOMbLKO
3aronosku yposHsa 1, 2 n 3.

CoBet. [Ins pa3BepTbiBaHWSA 1 CBEPTbIBAHMS 3aroflOBKOB HA CXEME JOKYMEHTa MOXHO MCMNONb30BaTh
yctporicteo Microsoft IntelliMouse. YTobbl pa3BepHyTb UM CBEPHYTb NOAYNHEHHbBIE 3aronoBKU, MOMECTUTE
yKasaTernb Ha rmaBHbIV 3arofloBOK, HaXXMUTE knaBuily SHIFT 1 yaepxusainTe ee, Bpallas Kofeco Bnepes unm
Ha3ag. [nsi nonyyYeHust AONONHUTENbHbBIX CBEAEHUI HaXMUTe KHonKy &l
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Pa3pe|.ueHMe BOMNPOCOB: CXemMa AOKYyMeHTa

=] Ha cxeme fOKyMeHTa He 0TOGpakaloTCs BCE UMW HEKOTOPbIE 3aroNOBKW JOKYMEHTa

= Cxema [okyMeHTa ucyeana

| VM3meHeHWe BMaa cxeMbl JOKYMEHTA
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Ha cxeme AOKYyMeHTa He 0To6pa>|<aroTc;| BC€e UJTU HEKOTOpPbIle 3arofiloBKN AOKyMeHTa

Ha cxeme gokymeHTa n3obpaatoTcs Bce 3arofioBKu OKYMeHTa, 0TOpMaTMpOBaHHbIE C MOMOLLbI0 BCTPOEHHbIX
ctunen 3aronoska («3aronoBok 1 — 9») unu cTpykTypbl («YpoBeHb 1 — 9»).

Ecnu B gokymeHTe Word oTCyTCTBYIOT 3arofoBku, 0TOpMaTUpOBaHHbIE C MOMOLLIbHO CTUMEN 3arofioBKOB U
CTPYKTYpbl, B HEM aBTOMAaTMYECKM NPOM3BOAMTCS MOUCK ab3aueB, UMEIOLLMX BUA 3arofioBKOB (Hanpumep,
KOpOTKME CTPOKM CO WpndTom BonbLioro pasmepa). HaiaeHHbIM 3arorioBkaM nprucBanBakoTCa YPOBHU
CTPYKTYPbI, U 3arofiloBKu n3o06paxaroTca Ha cxeMe JOKyMeHTa. Ecnu He yaaeTcst HamTu HUYEero NoxXoXxero Ha
3arofioBKM, CXemMa JOKYMEHTa OCTaeTCs NycTON.
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Cxema AOKYMeHTa uc4desna

¢ OTKpbITasi cxeMa AOKYMEHTa CYATAETCS «OTKPbITOM» TONbKO ANs AaHHOTo pexuMa NpocMoTpa AOKYMEHTa.
Mpy NnepeknoYeHnn pexxnMoB CXeMy JOKYMEHTOB HEOBX0QNMO OTKPbITb CHOBa. CnegyeT OTMETUTDL, YTO B
pexume 3MEKTPOHHOrO JOKYMEHTa CxeMa JOKYMEHTOB oTobpaxaeTcs aBToMaTu4ecku, noka He byaet
3akpbITa.

e Ecnu oTkpbiBaeTcs gpyras obnactb (Hanpumep, obnacte CHOCOK UK NPUMEYaHWIn), cxema AOKYMeHTa
BPEMEHHO 3aKkpbiBaeTcs. [locne 3akpbiTusa 31O 06nacTn cxema JOKYMEHTOB OTKPOETCH CHOBA.

i I'Ipvl N3MEHEeHNN pasMepa CXeMbl JOKYMEHTa, eCnu Kpa|7| obnacTu capuraeTcs K J1eBOMY UM npaBoMy Kparo
OKHa [OKyMeHTa, cCXxemMa AOKyMeHTa aBTOMaTU4YeCKM 3aKpbiBaeTCA.

MpumeyaHune. YT06LI CHOBa OTKPbLITH CXEMY JOKYMEHTA, HaXMuTe KHOMKy Cxema [OKyMeHTa ;
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MN3meHeHue Bnaa cxemMmbol AOKYyMeHTa

[ns 3aronoBKoB CXeMbl OOKyMeHTa MOXHO 3aaTb WpndThl 1 pasmep WwpndTa, a Takke LBET BblAeNeHns
AKTUBHOIO 3arosyioBka.

1 Ecnu cxema OOKyMeHTa 3aKpbiTa, HaXXMUTE KHOMKY Cxema AOKYyMeHTa EL

Y6enutecs, 4TO Ha cXxeMe JOKYMeHTa n3obpaxkeH XoTs Obl OQUH 3arofoBOK.

BeibepuTe komaHay CTunb B MeHio Popmar.

B cnucke Ctunu Bbibepute ctunb Cxema [JOKYMEHTa, @ 3aTeM HaXXMUTE KHOMKY M3MeHUTb.

HaxmuTe kHonky dopmar.

YUtobbl 3agathb WwWpndT 1 pasmep wpnudTa, Boidepute komaHay WpudT, a 3atem BHecuTe HeobxoanMble
nameHeHus B nons WpudT n Pasmep.

YUrtobbl 3aaath LBET BblgeneHus, Boibepute komaHay MpaHuua, a 3atem — HyXxHbI LiBET B none 3anuBka Ha
BKNnagke 3anueka.

oA WN
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Koabl nonen: Advance
{ ADVANCE [Knro4u ]}

Cpaeur Hayana TekcTa, cnegytowero 3a nonem ADVANCE, Ha ykazaHHOe paccTosiHue BBEPX, BHW3, BIPaBO Unu
BMEBO OTHOCUTENBHO TEKYLLIEro NOMOXEHNS UM B 3aAaHHY abCONIOTHYIO NO3MLUIO.
MpumeyaHus

¢ [lepen ucnonb3oBaHnem AaHHOrO Nons nonpobynTe N3MEHUTL PacnonoXeHne AaHHOro TEKCTa C MOMOLLbIO
komaHg Wpudt, A63au, Tabynauumsa (meHio Popmat) unu Pamka (meHio BetaBska).

¢ cnonb3oBaHne HekoTopbix kntoyen nons ADVANCE MoXeT NpuBecTu Kk HanoxeHuto Tekcta. C noMoLlbto
nona ADVANCE Henb3si nepemectuTb TEKCT Ha NPeabIayLLyto UK CNEeAYLLYI0 CTPaHULY Unn 3a npegensl
nonev nevyaTu TeKyLLen CTpaHuLbl.

Kniou CaBuraeT crieqyHoLMii 3a NosieM TeKCT

\d Ha ykasaHHOe 4nCro NyHKTOB BHUS3.
Hanpuwmep, { ADVANCE \d 4 } caBuraet
TEKCT Ha 4 MyHKTa BHW3.

\u Ha yka3aHHOe 4Mcrno NyHKTOB BBEpX.

\l Ha ykasaHHOe 4MCro MyHKTOB BMEBO.

\r Ha ykasaHHOe 4nicno MyHKTOB BNpaso.

\x Ha ykasaHHoe paccTosiHue OT NeBoro nons

KOMOHKM Unu pamku. Hanpumep,
{ ADVANCE \x 4 } pa3meLyaeT Hayano
TekcTa B 4 NYHKTax OT J1eBOro nong.

\y B ykasaHHyto BepTMKarnbHyo nosuumio
OTHOCUTENBHO TEKYLLEN NO3ULUN CTPOKN.
Mpun aTOM caBuraeTcsa BCsi CTPOKA,
cogepxallas AaHHoe nore.

Mpumeuanue. Kniou \y urHopupyertcs,
€CINU yKa3aHHas No3nLust HaXoauTcs BHe
nonern CTpaHuLbl U1 OH UCMONb3yeTCH B
Tabnuue, pamke, CHOCKe, MpUMEeYaHum unu
KONMOHTUTYNe. 3 eKT ncnonb3oBaHus
[AaHHOrO KIoYa BUAEH TOMbKO B PEXUMeE
pa3mMeTKu.
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Koabl nonen: Ask
{ ASK 3aknadka "lNpuenaweHue " [Kno4yu ]}

Mpennaraet nonb3oBaTento BBECTU AaHHbIE U NPUCBaUBAET 3akNaaky BBeAEHHbIM AaHHbIM. B To mecTo
OOKYMeHTa, rge cnegyeT HanevataTb BBeAEHHble AaHHble, Heobxoaumo BcTaBuTb none REF. [Ins ccbinku Ha
BBeEHHbIE aHHbIE B ApYrvX nonsx, Hanpumep none = (dopmyna), crnegyeTt UCNonb30BaTbh UMSA 3aKNaaKu.

MpurnawweHne BbIBOAMUTCA Npu Kaxgom obHoeneHun nons ASK. BBeneHHble JaHHbIE OCTaTCHA NPUCBOEHHBIMMU
yKa3aHHOW 3aknajke A0 Tex nop, noka He 6yayT BBeaeHbl HoBble. Ecrin none ASK ncnonb3yetcs B OCHOBHOM
OOKYMEHTE CINUSIHUSA, NpurnalleHme BbIBOOUTCHA Npu 00paboTke Kaxkaon 3anmcy AaHHbIX (ECNN He yKasaH Ko \
0).

AnemMeHT OnucaHne

3aknadka Mms 3aknagku, NpMCBOEHHON AaHHbIM,
BBEAEHHbIM B OTBET Ha MpurraiwleHue,
Hanpumep «MmaKnneHTtax.

"lNpuenaweHue" TeKCT, KOTOpPbI 0TOOpaXkaeTcs B AMaNioroBoOM
OKHe, Hanpumep «BBegnTte UMsA KnMeHTax.

Kntoun

\d "Omeem" 3apaeT OTBET, NCMOMNb3yeMblli MO YMOMYaHUIo B
TOM cny4ae, eclnum nonb3oBarteslb HU4ero He
BBeAeEeT B Ananorosoe okHo. Hanpumep, none

{ ASK KnveHt "BBeagunte umsa knnenta:" \d "lNnu" }

npuceauBaeT 3HadeHue «Jlu» 3aknagke
«KnuneHTy», ecnu nonb3oBaTenb HAYETO He
BBeJeT B ANanoroBoe OkKHO.

Ecnu oTBeT, KOTOpbIV CriegyeT ncnonb3oBath Mo
ymonyanuio, He 3agaH, Word ucnonsayet
nocneaHWn BBeAeHHbI OTBET. UToObI yKkasaThb,
YTO UCMOMb3YyeMOE MO YMOSYaHUIO 3Ha4YEHNE
OOMKHO ObITb MYCThIM, BBEAUTE NYCThIE
kasbldkn (\d " ).

\o [Mpu ucnonb3oBaHMM B OCHOBHOM AOKYMEHTE
CMNSIHUA BbIBOAWT NpUrnalleHne TonbKo O4uH
pa3 (a He npu 06paboTke kakaon 3anucu
OaHHbIX). B aTOM cnyyae B Kaxabii u3
KOHEYHbIX JJOKYMEHTOB BCTaBNATCSA
OAMHAKOBblE AaHHbIE.

Mpumepbl

[nsa npocmoTtpa npumepoB mcnonb3oBaHus nonet ASK u FILLIN B OCHOBHOM AOKYMEHTE CIUSAHUS HAXKMUTE
kHonky [l
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Koabl nonen: Author
{ AUTHOR [ "Hoeoe ums " ]}

BcTraBka nmeHu aBTopa, ykasaHHOro Ha Bkragke [lJokymeHT B guanorosom okHe Csonctea (MeHo ®Paun). 1o
YMOMN4YaH1IO MMEeHeM aBTopa Ansi HOBOro AOKyMeHTa unwv wabrnoHa sBnseTcs UMs, ykasaHHoe Ha BKnagke
Monb3oBaTensb B AgnanoroBom okHe MapameTpbl (MeHio CepBuc).

AnemMeHT OnucaHne

"Hoeoe umsi " Heobsi3aTenbHbIN TEKCT, 3aMEHSALWMA UMSI
aBTopa aKkTUBHOMO AOKyMEHTa unu wabnoHa,
yKasaHHOe B Ananorosom okHe CBoMcTBa.
[lnvHa TekcTa MoXeT gocturatb 255
CUMBOJOB, TEKCT [JOMKEH ObITb 3aKMOYEH B
KaBbIYKN.

Mpumepbl

YT06bI HanevyaTaTb OAMHAKOBLIV TEKCT Ha KaXXO0W CTpaHuLe AOoKyMeHTa (Hanpumep «JokymeHT: OT4eT 3a
okTs10pb 1995 roga; neuvatan: A. Bonkos; pgata: 08.11.95»), nomectuTe cneayoLwmin TEKCT U MO B BEPXHUN

WU HWKHUA KONOHTUTYI:

OokymeHT: { FILENAME }; nevartan: { AUTHOR }; para: { PRINTDATE }

B cnepytowem npumepe none FILLIN ncnonb3yerca ans saanpoca uMeHn asTopa BO BpeMsi nevaty JOKYMeHTa.
YkasaHHoe umsa byaer HaneyataHo B JOKYMeHTe 1 AobaBneHo B AuManoroBoe okHO CBoucTea (MeHo damn).

{ AUTHOR " { FILLIN "Wwvs asTopa?"}"}
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Koaobl nonen: AutoNum
{ AUTONUM }

MocnepoBaTenbHasi Hymepaums ab3aues. BmecTo aToro nonsi pekomeHayeTcsl UCNonb3oBaTb HOBOE Nore
LISTNUM. Mone LISTNUM moxeT ncnonb3oBaTb HyMepaLuio U3 NPOCTOr0 UM MHOFOYPOBHEBOTO CMMCKa U
MOXeT ObITb BCcTaBneHo B noboe mecto absaua. None AUTONUM ocTtaBneHo Ans COBMECTUMOCTM C
npenbiaywmmm Bepcusimm Word. [ns nonydeHms gononHuTenbHbix ceegennii o norne LISTNUM HaxmuTte KHomnky
#r

[ns Hymepaunmn ab3aueB pekoMeHayeTcs ncnonb3oBaTtb komaHay Cnucok (veHio @opmar). [ins nonyveHus
[OMONHUTENbBHBIX CBEAEHUIt HaxkmuTe KHomKky 2,
Mpumevanunsa
e B aG3auax, Anst oopMreHms KOTOPbIX UCMONb3YTCA BCTPOEHHbIE CTUMM 3arofoBKOB, HyMepauus
Ha4mHaeTcs ¢ 1 B Havane Kaaoro BNOXeHHOro ypoBHA. Ecnu 3a 3aronoBkamu, cogepaliumm nons
AUTONUM, cnepnytot ab3aubl OCHOBHOrO TekcTa, Takke cogepxawme nons AUTONUM, Hymepaums ab3aues
OCHOBHOrO TEKCTa Ha4YmMHaeTcs ¢ 1 mocne kaxaoro 3aronoska. Ecnu 3aronoBku He cogepxat nonem
AUTONUM, ab3aubl ocHoBHOro TekcTa, cogepxatime nons AUTONUM, HymepytoTcs HenpepbiBHO BO BCEM
OOKYMeHTe.
¢ [lone AUTONUM Henb3st 06HOBUTE MO 3anpocy.

e 3HauyeHue nons AUTONUM He oTtoGparkaeTcs, ecnv faHHoe nose BnoxeHo B none IF.
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Koabl nonen: AutoNumLgl
{ AUTONUMLGL [Knirouu ]}

ABTOMaTUyeckas HyMmepaums absaueB B IOPUANYECKUX U TEXHUYECKUX AOKYMeHTax. BmecTo aToro nons
pekomeHAayeTcs ucnonb3osatb HoBoe none LISTNUM. MNone LISTNUM moxeT ncnonb3osatb Hymepawmio 13
NPOCTOro UM MHOTOYPOBHEBOTIO CMCKa U MOXET ObITb BCTaBneHo B noboe mecto ab3aua. NMone AUTONUMLGL
OCTaBIIEHO AN COBMECTUMOCTM ¢ npedblaywmnmmn sepcusammu Word. [1na nonyvyeHns JONOnHUTENbHbIX CBeAEHWI
o none LISTNUM HaxmuTe kHonky [,

Ans Hymepauuu ab3aueB pekoMeHayeTcsl Ucnonb3oBaTb KomaHay Cnucok (MeHto dopmar). [ns nonyyeHus
[OTONHUTENbHBIX CBEAEHNIA HaXMnUTe kHonky (2],

AnemeHT OnucaHue

AutoNumLgl BcTtaBka Homepa B opuandeckom gpopmare.

Kntoun

\e YaaneHue To4KM U3 HOMepa B HOPUANYECKOM
dopmare.

Mcnonb3yiiTe BCTPOEHHbIE CTUM 3aroNOBKOB A1 0POPMIIEHMS 3arofloBKOB B JOKYMEHTE, a 3aTeM BCTaBbTE
none AUTONUMLGL B Ha4ano kaxgoro Takoro absaua. Hymepaums oTpakaeT ypoOBHU 3arofoBKOB,
COOTBETCTBYIOLLME UCMONb3yeMbIM CTUNAM 3aronoskoB. Ecnv nons AUTONUMLGL BctaBneHbl B ab3abl
OCHOBHOrO TekcTa (Mpy 0hOpPMIIEHMUN KOTOPbIX HE UCMONb3YTCA BCTPOEHHbIE CTUIU 3arofloBKOB), HOMEP
npeaLlecTBytoLLEro 3arofioBka fobaensieTcs kK Homepy absaua. Hanpumep, ecnu npeaLuecTByOLLEMY 3aronoBky
COOTBETCTBYET HoMep 1.2.3, Homepa ab3aLeB OCHOBHOMO TekcTa OyayT BbIrMaAeTh crneayowmm obpasom:
1.2.3.1,1.23.2,1.233uT.n.

MpumeyaHus

e [lone AUTONUMLGL Henb3st 06HOBWTL MO 3anpocy.

e 3HauyeHue nons AUTONUMLGL He oToGpakaeTcs, ecnm AaHHoOe nosne BroxeHo B none IF.
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Koaobl nonen: AutoNumOut
{ AUTONUMOUT }

ABTOMaTU4Yeckas Hymepaums ab3aues B CTUE CTPYKTYypbl. BMecTo 3Toro nonsi pekomMeHayeTcs UCNonb3oBaTh
HoBoe none LISTNUM. None LISTNUM moxeT ncnonb3oBatb HyMepaLmio U3 NPOCTOro Unm MHOroypoOBHEBOTO
cnucka n MoxXeT bbITb BcTaBrneHo B Nntoboe mecto absaua. None AUTONUMOUT octaBneHo ans
COBMECTUMOCTM C npeabiaywmm Bepcusammn Word. [ng nonyyYeHust 4OMONHUTENbHbIX CBEAEHMWI O norne
LISTNUM HaxmuTe kHonky L[l

[ns Hymepaunmn ab3aueB pekoMeHayeTcs ncnonb3oBaTtb komaHay Cnucok (veHio @opmar). [ins nonyveHus
[OMONHUTENbBHBIX CBEAEHUIt HaxkmuTe KHomKky 2,
Mcnonb3yiiTe BCTPOEHHbIE CTUIW 3aroNoBKOB Arst 0POPMIEHNs 3arofioBKOB B JOKYMEHTE, a 3aTeM BCTaBbTe
none AUTONUMLGL B Hauano kaxgoro Takoro ab3aua. Hymepauums oTpaxkaeT ypoBHU 3arofioBKOB,
COOTBETCTBYIOLLME UCMONb3YEMbIM CTUISIM 3arofI0BKOB.

MpumeyaHus

e [lone AUTONUMOUT Henb3a 06HOBUTL MO 3anpocy.

e 3HauyeHue nons AUTONUMOUT He oTtobpakaeTcs, ecnv faHHOe nore BroxeHo B norne IF.
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Koabl nonen: AutoText
{ AUTOTEXT 3nemeHmAsmomekcma }

BcTaBka ykaszaHHOro anemeHrta aBtotekcta. Micnonb3osaHue nonsa AUTOTEXT BmMecTo BCTaBk/ aneMeHTa
aBTOTEKCTa NO3BONAET OOHOBUTbL aBTOMAaTUYECKN BCE BXOXAEHUSA SIeMeHTa aBTOTEKCTa B JOKYMEHTE B Clny4dae
n3MeHeHuns aToro anemeHTta. OnpeaennTe anemMeHT aBTOTeKCTa, a 3ateM BcTtasbTe none AUTOTEXT Besge, rae
crnenyeT BCTaBUTb 3TOT 3fIEMEHT. B cnyyae nameHeHus atoro anemeHTta obHosute nonsa AUTOTEXT B
OOKYMEHTe, YTOObl OTPa3nTb 3TO UBMEHEHUE B JOKYMEHTE.

AnemeHT OnucaHue

OnemeHmAsmomexkcma Nmsa anemeHTa aBToTEKCTA
Mpumep

|'|p|/| obHoBNEeHUN cnenytoulero nonda B JOKYMEHT 6y,El,eT BCTaBJIEHO TeKyllee 3Ha4YyeHne arnemMeHTa aBToTeKCTa
«OTKa3».

{ AUTOTEXT Omka3s}
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Koabl nonen: Ref
{ [REF] 3aknadka [Knro4u ]}

BcraBka TekcTa unv pycyHka, NoOMeYeHHOro yKkasaHHOW 3aknaakon. 3aknagka gomkHa ObiTb onpeaeneHa B
aKTUBHOM JOKyMeHTe. [Ins BCTaBkM NOMEYEHHOrO 3aKNaaKom TEKCTa UM pUCYHKa U3 APYyroro LOKyMeHTa
ucnonb3ynte none INCLUDEPICTURE unu INCLUDETEXT. KomaHaa MNepekpecTHas ccbinka (MeHio BectaBka)
BcTaBnget nons REF npu cosgaHumn nepekpecTHbIX CCbINOK.

Kpowme Toro, MoxHo ncnonb3oBaTtb kpaTtkyto chopmy nons REF, npegcraensiowyto cobor npocTo ums 3aknagku.
KpaTtkas cdoopma nons REF HegocTynHa B AnanorosoM okHe Mone (meHo BetaBka). Ecnv umsa 3aknagku
(hanpumep «Author») coBnagaet ¢ nmeHem nons Word (Hanpumep AUTHOR), Heobxoanmo ucnonb3oBatb
nonHyto copmy nonsa REF. MNone { REF Author } BcTaBuT TekcT, noMmeyeHHbIn 3aknaakon «Authory, B To Bpems
kak none { Author } BcTaBuT nms asTopa, ykasaHHoe Ha Bknagke [lOKyMeHT B Avanorosom okHe CBonctea
(meHto ®Pann). Bo Bcex cnyyasx, korga ucnonbayrotces kmoun \f u \n, cnegyeTt ncnonb3oBaTh NOMHy0 hopmy
nonsa REF.

Mpumevanme. [lpu BcTaBke TeKCTa, CKOMMPOBAHHOIO M3 APYroro MecTa TekyLero AoKyMeHTa, KoMmaHaa
CneuunanbHas BctaBka (MeHto MpaBka) BctaenseT none REF ¢ 3aknagkoit INTERN_LINKn, rae n
yBenu4mBaeTcs asTomaTnyeckn. He pekomeHayercs nsmeHsTs 3aknagky INTERN_LINKn B none REF. Kpome
TOro, cnegyeT yunTbiBaTh, 4To Hanuuve nonen REF ¢ 3aknagkamu INTERN_LINKn B ocHOBHOM JOKyMeHTe
CMUSAHMSA MOXET CTaTb MPUYNHON OLLMGOK BO BPEMS CITUSHUSI.

AnemMeHT OnucaHune

3aknadka Wms 3aknagkn. Ecnv TeKCT, NOMEYeHHbIN
3aknagkon, cogepxut cumeon ab3aua (1)), Ha
TekcT, npeawecTaytowmii nonto REF,
Hanaraetcsi oopmaTmpoBaHue ab3aua,
XpaHsiLLlerocsl B 3aknagke.

Kntoun

\f YBenuuusaeT HOMep CHOCKM Unu NpuMeYaHus,
NMOMEYEHHOro 3aKnaaKou, 1 BCTaBnseT
COOTBETCTBYIOLLMIA TEKCT CHOCKM UNn
npuMmeyaHns. Hanpumep, ecnv nomMeTUTb 3HaK
cHocku 1 3aknagkon «CHockal» 1 BCTaBUTb
none { REF CHocka1 \f } nocne cHocku 2, To B
OOKYMeHT ByaeT BCTaBneH 3Hak CHOCKM «3», a
B 061acTb CHOCOK — TEKCT CHOCKM 1.

\h Cospaet runepccbinky Ha absau, NOMeYeHHbIN
3aKnaakon.

\n BcraBnsiet nonHbii Homep ab3aua,
nomMeyYeHHoro 3aknagkon, 6es saBepLuatoLLMX
Toyek. CBegeHns 0 NpeablayLmMX YPOBHAX He
0To6pa>|<ar0Tc;|, €CJTN OHU He BKIKYEHbI KakK
YacTb TEKYLLErO YPOBHS.

\p OtobpaxkaeT B norne ero norioxeHue
OTHOCUTENbHO yKa3aHHOIZ 3aKknagku.

e Ecnu none REF HaxoauTcs B AOKYMeEHTe
[0 3aKnajku, oTobpaxaeTcs CTpoka
«BbILLEY.

e Ecnn none REF HaxoaunTcst B AOKYMeHTe
nocne 3aknagku, otobpaxaeTcs cTpoka
«HUXKe».

e Ecnu none REF Haxogutcsa BHyTpU
3aknagku, nosaBuTcsa cooblleHne ob
oLmnbke.

¢ [lpu ncnonb3oBaHum ¢ knodamm \n, \r
unu \w 0o6aBnSET «BbILLIE» UMNN «HKE» B
KOHeL, 3Ha4yeHus nons.
\r BcTaBnsieT oTHocuTenNbHLIN HoMep ab3aLa,
NoMeYeHHOro 3aknaakon, 6e3 3aBepLualoLLmnx



TOYeK.

\t [Mpu ncnonb3oBaHuu ¢ knovamm \n, \r nnn \w
noaaBnsieT BbIBOJ CUMBOJIOB, HE SABNSAIOLLIMXCS
undpamu 1 pasgenuTensamu.

Hanpumep, npu ncnonb3oBaHUm 3TOro Krova
«Paspen 1.01» 6ynet BbirmageTb Kak «1.01».

\w BcTaBnsieT nonHbIi Homep absaua,
NMoMeYeHHOro 3aKnaaKkoun.

Hanpumep, npu ncnonb3oBaHUy 3TOro Knoya
HoMep ab3ala, Ccbifika Ha KOTOpbIi BbIrMAauT
Kak «ii.», OyaeT HaneyaTtaH kak «1.a.ii».

Mpumepbl

Cnepytouee none REF otobpaxaeT 3HayeHue, BBEAEHHOE Nonb3oBaTenemM B OTBET Ha 3anpoc nons ASK.
3HauveHue, BBe4eHHOE Nnonb3oBaTtenem, NnpucBamMBaeTca 3aknagke ¢ uMeHem «LleHax:

{ ASK LleHa "BeeauTe ueHy" }
HaHHoe none REF otobpaxaeT 3Ha4eHne, BBeAEHHOE MoNb3oBaTenem:

{ REF UeHa }
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Koabl nonen: AutoTextList
{ AUTOTEXTLIST "Tekcm" \s [MmaCmuns] \t ["Modckaska"] }

CosgaHne nonsi Co CNmncKom, C(bOpMVIpOBaHHOFO 13 3rNeMeHTOB CNMCKa aBTOTEKCTA. coaepKallnxca B akTUBHOM
LwabnoHe. CO,D,ep)KVIMOG CMncKa MOXeT MEHATbCA B 3aBUCUMOCTU OT CTUNA, NPUMEHEHHOIO K 3fieMeHTaM Crnucka

aBTOTEKCTa.

AnemMeHT

OnucaHne

"Tekcm"

msaCmuns

"MModckaska"

Kntouun
\s

\t

TekcT, KOTOpbIN OTOOpaXxxaeTcst B AOKYMEHTE A0
Tex nop, noka He GyaeT packpbIT cnmcok. Ecnn
TEKCT CoaepPXMT npobenbl, ero Heobxoanumo
3aKM4YUTb B KaBbIYKWN.

MMs cTuns anemMeHToB CnvcKa aBTOTEKCTA,
KOTOpble criefyeT BKMOYUTb B CMIMCOK. OTOT
CTWUNb MOXET ObITb cTUNEM absaua unm
cTuneM cumBona. Ecnv ums ctnns cogepxut
npo6ernbl, ero Heo6xoaUMO 3aKIHYUTL B
KaBbIYKW.

TeKcT BCOnbiBaOWENn NOACKA3KM, KOTOpast
noABNAeTCA Ha 3KpaHe Nnpu yCtaHoBKe
yKa3aTtena Ha 3Ha4vyeHune nona. Ecnn Teket
coaepXxut npobenbl, ero HeodXxoanMo
3aKJMH04YNTb B KaBblYKWU.

YKa3bIBa€eT, YTO B CMIUCOK CreAyeT BKIOYNTb
3NeMeHTbI, OhOPMIIEHHbIE C UCMONb30BaHUEM
onpeneneHHoro ctuns. Mpu oTCyTCTBUAU 3TOMO
KMoYa B CNMCOK ByAyT BKIKOYEHbI 3NIEMEHTHI,
0hOpPMIIEHHbIE C UCMONb30BaHWEM CTUMS
TekyLlero absaua. Ecnv Takux anemMeHTOB HeT,
B CMMCOK ByayT BKMOYEHbBI BCE 3M1IEMEHTI
Cru1cka aBTOTEKCTa.

TekcT BCnnbIBaloLLEN NOACKA3KM, KOTOPLIN
criegyeT oTobpaxaTb BMECTO UCMOMNb3yeMOro
Mo YMOMYaHMIo.
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Koabl nonen: Comments
{ COMMENTS ["Hosebie 3amemku"] }

BcraBka cogepxumoro nons 3ameTKu, HaxoasLlerocs Ha Bknagke [lOkyMeHT B Avarniorosom okHe CBoncTBa
(MeHto ®Pann), Ans akTMBHOIO AOKyMeHTa unwu wabnoHa.

AnemMeHT OnucaHne

"Hoebie 3amemku"  Heobsa3aTenbHbIN TEKCT, 3aMeHSALLMIA
Tekyllee cogepxunmoe nonsa 3ameTku. [AnuHa
TeKcTa He JomkHa npesbiwaTtb 255 cMMBOMOB,
TEKCT A0MMKeH ObITb 3aKMno4YeH B KaBbIYKU.

Mpumep

B cnepytowem npumepe none FILLIN ncnonb3yetcs gns 3anpoca 3aMeToK BO BPeMs NeYaTn JOKYMeEHTa.
YkasaHHble 3aMeTkM (Hanpumep «HoBewne aaHHble 06 YptonuHckon Bupxey) ByayT HanevaTaHbl B JOKYMEHTE
n pobaeneHbl B none 3aMeTKM B AnanoroBoM okHe CBoMcTBa.

Bametkn: { COMMENTS " { FILLIN "Begute 3ametku:" } " }
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Koabl nonen: Compare
{ COMPARE BeipaxeHue1 Onepamop BbipaxeHue?2 }

B 3aBucuMMocCTu OT pesynbrata cpaBHEHUS OBYX BblpaXXeHU Bo3BpaLLaeT 3HadeHue «1» (MctmHa) unm «0»
(noxb). C nomouypsto nonen COMPARE n dyHkumin AND n OR MoxHO cosgaTb COCTaBHOE normdeckoe
BblpaxxeHue B none = (dopmyna), a 3atem mucnonb3oBath ero B none IF.

OnemeHT Onwucanue
BoeipaxeHuel 3HayeHnsa 4nsa cpaBHeHWs. BoipaxeHue moxeT
BeipaxeHue2 6bITb MMEHEeM 3aKnajku, CTPOKOW TeKCTa,

YUCIIOM, BITOXXEHHBLIM MOMEM, BO3BpaLLaloLLMM
3Ha4veHue, UM mateMmaTnyeckon opmyrnon.
Ecnu BbipaxeHne coaepxut npobenbl, OHO
[OIMKHO ObITb 3aKIMHYEHO B KaBbIYKU.

Onepamop Onepatop cpaBHeHus. Mpobenbl nepea
onepaTopoM U1 Mocre Hero SABMSATCA
obsi3aTenbHbIMU.

Onepatop  OnucaHue

= PaBHo

<> He paBHO

> Bonble yem

< MeHbLe yem

>= BonbLwe nubo paBHO
<= MeHbLue nnMbo paBHO

MpumeyaHue. Ecnuv ucnomnb3yeTcsa onepartop = Unu <>, BoipaxxeHue2 MOXeT cogepKaTb BOMPOCUTENbHbIN
3HaKk (?), 3aMeHsIoLW M NGOV OTAEMbHBIA CUMBOI, UMW 3BE3A0YKY (*), 3aMeHSAILLY0 Mobyo CTPOKY CMMBOMOB.
Takoe BblpaXkeHne A0MKHO ObiTb 3aKMNoYeHO B KaBblvku. Ecnn BoipaxeHue2 conepXuT 3Be3A04KY, Cymma ATWH
bparmeHTa BbipaxeHusi1, COOTBETCTBYIOLLErO 3TON 3BE3404KE, U OCTallbHbIX CUMBOIIOB BbipaxeHusi2 He
OOMKHa npeBbiwaTtb 128 cMMBONOB.

Mpumepbl

Mpepnonoxwum, uto none IF B cneaytowem Nnpumepe BCTABMEHO B OCHOBHOW AOKYMEHT cnusiHus. Mons
COMPARE aHanuaupytoT nons aaHHbix «HomepKnuenTta» n «PaHrKnueHTta» npu obpaboTtke kaxgoun 3anucu
AaHHbiX. PyHkumsa OR B none = (Popmyna) Bo3BpallaeT 3HavyeHne «1» (MCTrHa), ecnm xoTsa Obl 0OQHO 13 nonen
AaHHbIX yKa3blBaeT, YTO KIIMEHT He JOCTOMH KpeauTa; B 3TOM Criydae nevartaercs nepsasi CTpoKa, 3ak/ioveHHas B
KaBbIYKN.

{IF {=OR ( { COMPARE { MERGEFIELD HomepKnueHta } >= 4 }, { COMPARE { MERGEFIELD
PaHrKnueHta } <=9} )} = 1 "Kpeaut Hegonyctum" "Kpegut gonyctum"}

Cnepytouee none COMPARE Bo3sBpallaeT 3HavyeHve «1», ecriv 3Ha4yeHne B none AaHHbIX «HOeKey nexuT B
AnanasoHe 98500 — 98599:

{ COMPARE " { MERGEFIELD Wngekc } " = "985*" }

{ewc HLP95EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"worefCOMPAREA":1:"Foo":"Invisible"}



Koabl nonen: CreateDate
{ CREATEDATE [ \@ "®opmaT gatbl/Bpemenu "] }

BcraBka gatbl 1 BpeMeHW NepBOro COXpaHeHUst JOKYMeHTa NOA, ero TeKyLLMM UMeHeM, ykasaHHbIX Ha BKnagke
CtaTucTuKa B gManorosom okHe CBomnctsa (MeHto dawnn).

Mo ymonyaHuio ncnonb3yTcsa hopmaThl AaThl U BpEMEHU, BbiOpaHHbIe Ha Bknagkax Bpemsa v [lata B okHe
CBOWCTB A3bIK U cTaHAapTbl Ha naHenu ynpasneHna Windows nnm Windows NT.

AnemeHT OnucaHue
\@ "dopmar 3apaet copmat gatbl U BpEMEHU, OTNNYHBIN
Aatbl/BpemeHn” OT MCMNOnb3yemoro no ymonyaxuio. MNpu

Bblbope dhopmaTa B ANanNOroBoM OkHe
Mapametpbl nonsa (komaHga Mone, MeHto
BcTaBka) Word BcTaBnsieT COOTBETCTBYHOLLMIA
Kntoy doopmaTa aaTbl/BpeMeHu.

Ecnu HyxHbIn hopmaTt OTCyTCTBYET B
Avanorosom okHe MapameTpbl nons, BBeAnTE
ero B norne Koa nonsa camoctosTensHo. Ans
nonyyYeHns JONOSHUTENbHbBIX CBEAEHUIA O

dopmaTax /J,aTbl/BpeMEHM HaXXMUTe KHOMKY
=,

Mpumep

UTobbl HanevaTaTb OAMHAKOBLIA TEKCT Ha Kaaon CTpaHULEe AOKyMeHTa (Hanpumep «OTYeT cocTaBneH
20.11.96.»), nomecTuTe criegyoLwmii TEKCT 1 None B BEPXHUA NN HDKHWUIN KONOHTUTYIT:

Otuet coctaeneH { CREATEDATE \@ "04.MM.I'T" }.
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Koabl nonen: Date

{ DATE [ \@ "®opmar gatbl/Bpemenu "] [Knroyu] }

BcraBka TekyLwien gatel. Word Bctasnset none DATE npwu HaxaTum kHonku [aTa Ha naHenu
uHcTpymeHToB KonoHTutynbl. o ymonuyaHuio ncnonb3yercs oopmat aatbl, BbiopaHHbIN Ha Bknagke fata B
OKHe CBOWCTB A3bIK U cTaHAapThl Ha naHenu ynpaesneHus Windows unn Windows NT. Ytobbl nameHuTb 3TOT
napameTp ans Word, Bocrnonb3ayiTteck kHonkor Mo ymonyaHuio B AManoroBom okHe [lata u BpeMsi (MeHIo

Mons DATE n TIME moryT otobpaxaTtb gaty u/unun Bpems B 3aBUCMOCTM OT yKazaHHOro

BcTtaBka).

MpumeyaHne.

dopmara.

Knou Onwucaxue

\I BcraBka gatbl B oopmate, BbIopaHHOM npu
nocrnegHem 1crnonb3oBaHuy KomaHabl flata un
Bpems (MeHio BecTtaBka).

\@ "dopmar 3agaHue chopmata gatbl U BpEMEHH,

Aatbl/BpemeHn” OTMUYHOIO OT UCMOMb3YEMOro Mo YMONM4aHuio.
Mpwn BbIGOPE hopmaTa B 4NMANOrOBOM OKHE
Mapametpbl nonsa (komaHga Mone, MeHto
BcTaBka) Word BcTaBnsieT COOTBETCTBYHOLLMIA
Kntoy doopmaTa gaTbl/BpeMeHuN.
Ecnu HyxHbIn hopmaTt OTCYTCTBYET B
Avanorosom okHe MapameTpbl nons, BBeAnTE
ero B none Koa nonsa camoctosTensHo. Ans
nonyyYeHns AONOSHUTENbHbBIX CBEAEHWUIA O
dopmaTtax aaTbl/BpEMEHN HXXMUTE KHOMKY
,

Mpumepbl

Mone Pesynsrar

{DATE \@ "BO.MM.I'T" } 20.11.95

{DATE \@ "u:mm:cc OO0.MM.IT"} 10:00:00 20.11.95
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Koabl nonen: DDE v DDEAuto

{ DDE llpunoxeHue 3nemeHm [OpazmeHm] }
{ DDEAUTO [lIpunoxeHue SnemeHm [®pazmeHm] }

YcraHoBka cBasm DDE ¢ gokymeHTOM, co3gaHHbiM B ApyroM npunoxeHunn Windows. B cnyvae nameHeHuns
CBS13aHHbIX AaHHbIX HOBbIE JaHHbIE BCTABMSAOTCS B AOKYMEHT npu obHoBneHumn nons DDE. MNone DDEAUTO
aBTOMaTUYECKM BCTaBNSAET HOBbIE AaHHbIe MpY NepBorn Bo3MOXHOCTU. Ecrnin Word He cmoxeT ycTaHOBUTL CBA3b
npu o6HoeneHun nons DDE unn DDEAUTO, otobpaxaemble nonem AaHHble He U3MEHATCS.

OnemeHT OnucaHue

lMpunoxeHue Wmsa gpyroro npunoxernns Windows,
nogaepxusatowero DDE.

"OnemeHm" VMg danna vnuv gpyroro anemeHTa, umetoLee
CMbICN AN YKa3aHHOro npunoxexus. Ecnm
3TOT NapameTp BKMYaeT ANvHHOe nvs danna
¢ npobenamu, 3aknounTe ero B KaBbl4ku. [Mpu
3a4aHnn OyTn NCNonb3ynTe ABONHbIE
obpaTHble KoCble YepThl, HAaNpUMep:

"C:\\Mowu pokymeHTb\\OTyeT.doc"

[®paamerm] dparmeHT ykasaHHOro davina unm anemeHTa,

Hanpumep, AnanasoH siyeek B kHure Microsoft
Excel nnu 3aknagka B gokymeHte Word.
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Koabl nonen: DocProperty
{ DOCPROPERTY "Ums "}
BcTaBka ykazaHHOro CBOMCTBa AOKYMeHTa, BBEOEHHOro paHee B Auanorosoe okHo CBoncTBa (MeHio dann).

AnemMeHT OnucaHne

"Ums" CBONCTBO AOKYMEHTa U3 ANanoroBoro okHa
CBowcTtBa. Ytobbl BLIOpaTb CBONCTBO,
Haxkmute kHonky MapameTpsbl B Ananorosom
okHe Mone (MeHio BecTaBka).

Mpumep
Mone Pesynbrat
Komy: { DOCPROPERTY AsTop } Komy: B. Mmapgpiwes
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Koabl nonen: DocVariable
{ DOCVARIABLE "Mms"}

BcraBka CTpoku, NpUCBOEHHOW NepeMeHHON JoKyMeHTa. B kaxaom AokymeHTe onpefeneH Habop nepemMeHHbIX,
KOTOpble MOXHO A06aBnsThb, N3MEHSTb U MCNOMb30BaTb C NOMOLLBIO 3bika NporpammupoBaHmns Visual Basic ans
npunoXxeHunn. 3To none aenseTca yaobHbIM cnocobomM oTobpaxkeHNsa COQepPXKMMOro NePEMEHHbIX AOKYMEHTa B
AOKYMeHTe.

AnemeHT OnucaHue

"Umsa" MmMsa nepemeHHON AOKyMeHTa.

MpumeyvaHue. [JononHuTenNbHbLIE CBEOEHUS coaepXKaTcsa B cnpaBoYvHon cucteme Microsoft Visual Basic ans
npunoxeHun. Ecnn ata cnpaBoyHasi cMcTema He yCTaHOBIEeHa, YCTaHOBUTE ee C NOMOLLIbIO MPorpaMmbl
YCTaHOBKM.
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Koabl nonen: EditTime

{ EDITTIME }

BcTaBka nonHoro BpemMeHu pegakTupoBaHust (B MUHYTax) C MOMEHTa co3aaHusl JOKYMEHTa, yKasaHHOro Ha
Bknagke CtaTucTuka B AnanoroeoMm okHe CBoncTBa (MeHio ®damn).
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Koabl nonen: Embed
{ EMBED VmsKnacca [Kntouu] }

BcraBka o6bekTa, cosgaHHOro Apyrum npunoxeHvem, nogaepxusatowmm OLE. Word Bctaensiet none EMBED
npu BcTaBke 06bekToB (Hanpumep o6bekToB Microsoft Excel) ¢ nomoLubio komaHasl O6bekT (MeHio BeTaBka),
koMmaHabl CneunanbHaa BcTaBKa (MeHio MpaBka) unm KHOMKW Ha NaHen MHCTPYMEHTOB.

Mone EMBED HepocTynHo B Ananorosom okHe Mone (MeHio BeTtaBka) 1 He MoXeT BbITb BCTaBNEHO
nonb3osareneM. OgHako NonbL3oBaTento NPeAoCTaBNAETCH BO3MOXHOCTb M3BMEHATb KIHOYMN B CYLLECTBYIOLLIEM
none EMBED.

AnemeHT OnucaHue

UmsKnacca Mmsa npunoxeHna-KoHTenHepa, Hanpumep
Microsoft Excel. 3ToT anemMeHT Henb3s
U3MEHWUTB.

Kntoun

\s BoccraHaenmBaeT UCXOAHbIE pa3mepbl

BHeApeHHOro o6bekTa Npy 0OHOBMEHWUN Nons.
YT06bI COXpaHMTb YCTAaHOBMNEHHbIE pa3Mepsbl
unu obpesky BHeApeHHoro obbekTa, yaanute
3TOT KMoY (MPW HAaNU4nm).

\* mergeformat [MpumeHseT ycTaHoBMNEHHbIE paHee pasMepsl
unm obpesky K OGHOBNEHHOMY BHEAPEHHOMY
06bekTy. UTobbl COXpaHWUTb YCTaHOBMEHHbIE
pa3smepbl 1 obpesky BHEAPEHHOro 0ObekTa,
He yJansnTte 3TOT KoY.

Mpumep
Cnepytouee none otobpaxaet o6bekT Microsoft Graph, BHeApEHHbIV B JOKYMEHT.
{ EMBED MSGraph \* MERGEFORMAT }
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Koabl nonen: Eq
{ EQ Krrouu }

BcraBka popmynbl. [Ins cozgaHuns hopmyn pekoMeHayeTcs Ucrnonb3oBath pegaktop dpopmyn. OgHako
nonb3oBaTenb MOXET ncnonb3oaTtb none EQ, ecnu pegaktop opmyn He ycTaHoBneH unu TpebyeTcs co3gatb
BCTPOEHHble hopMynbl. [onb3oBaTenb He MOXET CaMOCTOATENBHO pa3opBaTth CBA3b ¢ nonem EQ. Ecnun asaxapl
WwenkHyTb none EQ, naHHoe none 6yaeT npeobpa3oBaHO BO BCTPOEHHbBIN OObEKT pegakTtopa dopmyn. [Ans
nonyyeHust Gonee NogpoBHBIX CBEAEHNIt O pegakTope opMyn HaxmuTe kHomky 2,

Kntoun ykasbiBatoT, Kak COCTaBUTb (POPMYIy 13 3aKMYEHHbIX B KPYrible CckoOKM anemeHToB. Kntoun MoryT ObITb
M3MEHEeHbI Nonb3oBarenem nyTem pobaeneHus [onyCcTuMbIX napaMeTpoB.

Mpumevanuna

¢ YT06bI MCNONB30BaTL TOUKY C 3aMNSITOW, NIEBYI0 CKOOKY U obpaTHyto Kocyto YepTy B hopmyrne, crneayet
BBECTUW Nepes 3TM CMMBONOM 06paTHyto Kocyto yepty: \, \( \\.

e [Ins HEKOTOpLIX KNkoYen TpebyeTcsa ykasaTb CMMCOK 31EMEHTOB, pasaefieHHbIX TOUKaMuM C 3ansiTon Unm
3ansatbiMu. Ecnn Ha Bknagke Yucna B okHe CBOMCTB A3bIK U cTaHAapThbl Ha naHenu ynpasnexHus Windows
unu Windows NT ykasaHo, 4TO AeCATUYHbIV pasaenuTenb SBMAsSeTcs 3ansaTon, B Ka4ecTBe pasgenuTens
3MeMeHTOB Cnucka cnegyeT UCMomnb30oBaTh TOUKY C 3ansToW, a eCnu AecATUYHbIN pasgenvTenb SBnseTcs
TOYKOW — 3anATylo.

Kniou OnucaHune

Matpuua: \a() dopmupyeT maTpuLy.

[insi Nony4eHns JONONHUTEMNbHLIX CBEASHMI
HaxmuTe kHonky [l

Ckobku: \b() 3akno4aeT anemMeHT B CKOOKM.

[nsi Nony4YeHns JONONHUTENbHBLIX CBEAeHMIA
HaxmuTe kHonky [l

Cagur: \d() CasuraeTt cnefyoLmin CMMBOM Ha yka3zaHHoe
YMCIO NYHKTOB BIEBO UMW BMNpPaBo.

Onsa nony4vyeHna OONONMHUTENbHbIX cBegeHun
HaXXMUTE KHOMKY .EL

Opobb: \f(;) Cospaet gpobb.

[nsi nony4eHns AONOMHUTENbHBLIX CBEAEHUIA
HaxmuTe kHonky [l

Wuterpan: \i(;;) CosgaeT uHTerpan, ncrnonb3ys ykasaHHbIN Unm
CTaHOapTHbIV CUMBOI U TPU 3NeMeHTa.

[ns nony4eHns AONONMHUTENbHBLIX CBEAEHWUIA
HaxmMuTe kHonky [l

Cnmncok:  \l() DopMUpYET CMINCOK 3NIEMEHTOB, KOTOPbIN
3aTeM MOXXHO UCMONb30BaTh Kak OAMWH
3MEMEHT.

[nsa nony4yeHusa AONONHUTENbHbLIX CBEAEHUN
HaxmMuTe kHonky 2],

HanoxeHwue: \o() PasmellaeT anemeHTbl NocrneaoBaTenbHO OauH
noBepx Apyroro.

Ons nony4yeHUs fONONHUTENBHbLIX CBEAEHUI
HaxmMuTe kHonky [l

Pagukan: \r(;) M3obpaxkaeT 3Hak pagukana Hag OgHUM Unu
OBYMs1 9rieMeHTaMMm.

Onsa nony4vyeHna OoONONMHUTENbHbIX cBegeHun
HaXXMUTE KHOMKY ﬁli

WHpeke: \s() OdopmMnsAeT anemMeHTbl Kak BEPXHUE Unu
HWDKHME MHOEKCDI.

[nsa nonyyeHnst AONONHUTENLHbBIX CBEASHNI
HaxmuTe kHonky [l

Pamka: \x() M3o6paxaeT pamMKy BOKpYr 3rieMeHTa.



[ns nony4yeHns AONOMHUTENbHBIX CBEAEHWUI

HaxmuTe kHonky [,
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MaTpuua: \a()

dopmupyeT maTpuLy, pasMeLlas anemMeHTbl B HECKOMbKUX cTonbuax. 3anofiHeHne MaTpuubl arieMeHTamm
OCYLLIECTBSIETCS N0 CTpokaM. Huke nepeyncrneHbl napameTpbl, KOTOPblE MOXHO UCMOSb30BaTh AN U3MEHEHUs!
kntoya \a.

Mapametp OnucaHue

\al BbipaBHMBaET aneMeHTbl N0 NTIEBOMY Kpato
cTOnOLOoB.

\ac BbipaBHMBaeT anemMeHTbl NO LEHTPYy CTONGLIOB.

\ar BblpaBHMBaeT anemeHTbl N0 NpaBoOMY Kpato
CcTONOLOB.

\con MN3obpaxaeT n ctonbuos (Mo ymonyanuio 1).

\vsn YcTaHaBnuBaeT UHTepBan Mexay CTpokamu,
PaBHbIN N MyHKTaMm.

\hsn YcTaHaBnuBaeT nHTepBan mexay cronbuamm,
PaBHbIN N MyHKTaMm.

Mpumep

{ EQ\a \ac \co2 \vs3 \hs3(Axy,Bxy,A,B) } nsobpaxaer

Axy Bxy
A B
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Ckobku: \b()

3akmnoyaeT anemMeHT B CKOOKM COOTBETCTBYHOLLEro pa3mepa. Mo ymonyaHuio B Ka4ecTBe CKOBOK MCMOnb3yoTcs
Kpyrnble ckobkn. Huxke nepeuncneHbl napameTpbl, KOTOpble MOXHO MCMOMNb30BaTh ANA M3MEeHeHMs knioya \b.

Mapametp OnucaHue

\Ic\c Vcnonb3yeT B ka4ecTBe NeBOW CKOOKU CUMBOIT C.
\rc\c Mcnonb3yeT B ka4yecTBe NpaBol CKOGKM CUMBON C.
\bc\c Wcnonb3yeT B kayecTBe 06emx ckobok cMMBON C.

Ecnu ykasaH cumeon {, [, ( unu <, B kayecTBe
npaeoi ckobku ByaeT NCnonb3oBaH NapHbI emy.
Ecnu ykasaH no6on apyron cumson, oH 6yaet
NCNonb30BaH B kadecTBe 00enx ckobok.

Mpumep
%)
{ EQ\b \bc\{{ (\r(3,x)) } nsobpaxaet "\'I'}_{ .
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Casur: \d()

YnpaBnsieT NonoXeHNneM criegytoLlero cuMmeona. Huxe nepedmcreHbl napameTpbl, KOTOPbIE MOXHO
ncnonb3oBaTtb AN udmeHeHus knoda \d. O6patmuTe BHUMaHME Ha TO, YTO MyCTble CKOOKU CrneaytoT ToMbKo 3a
nocneaHMM napameTpom.

Mapametp OnucaHue

\fon () CaBsuraeT cMMBOI Ha N NYHKTOB BMPaBso.
\ban () CpaBuraeT cUMBON Ha N NyHKTOB BMEBO.

\li () MpoBoOAMT NUHMIO OO CrieayroLLero CUMBOna.
Mpumep

{ EQ \d \fo10 \li() } nsobpaxaet

(Npeobloywnii TekcT) _ (CNeayoLmn TEeKCT)
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Apo6b: \f(;)

Co3spaet Apobb 1 BbIpaBHMBAET YMCNUTESb 1 3HAMEHATENb N0 LEHTPY pasfenuTenbHon nuHui. Ecnn
OECATUYHbIN pa3genvTenb ABNAETCA 3ansaTon, AN pa3aeneHnst AByX aNeMeHTOB creayeT UCMOoNb30BaTh TOUKY C
3ansTown.

Mpumep

{ EQ \f(2,KonnuyecTtBo) } nsobpaxaet

2
Konnuyects

o]
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UuTerpan: \i(;;)

Co3spaet uHTerpan, Ucnomnb3ys ykasaHHbIN UK CTaHO4apTHbIV CUMBOI U TPY 3NEMEHTA: HXHWUIA Npeaern, BEpPXHUIA
npegen n HTerpupyemoe BbipaxeHune. Hmxke nepeuncneHbl napameTpbl, KOTOPble MOXHO UCMNONb30BaTh Anst
M3MeHeHus knoda \i.

Mapametp OnucaHue

\su CospaeT 3HaK CyMMbl, UCNOMb3ys MPOMUCHYI0 ByKBY
«curmay.

\pr Co3paeT 3Hak NPOM3BEAEHNS, UCMOMb3YS
NPOMUCHYI0 BYKBY «Mi».

\in M3o6paxkaeT npedensl cnpaea OT CMMBONA, a He
Hag, HUM.

\fc\c Wcnonb3ayet cumBon (OUKCMPOBAHHOM BbICOTHI C.

\vc\c Vcnonb3yeT cumBOn ¢, BbICOTa KOTOPOIO PaBHSAETCS

BbICOTE TPETLETO 3NEMEHTA.
Mpumep
a
33
{ EQ\i\su(1,5,3) } nsobpaxaer 1
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Cnucok: \l()

(DOpMI/IpyET CMMCOoK 13 Ntoboro Yncna anemMeHToB, pasgeneHHbIX 3anATbIMU UK TOMKaMKU € 3ansTon, KOTOPbIN
3aTeM MOXHO UCMNOoSfb30BaTb KakK O4WH 3JIEMEHT.

Mpumep
{ EQ\I(A,B,C,D,E) } uzobpaxaet A,B,C,D,E.
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HanoxeHue: \o()

Pa3meluaeT anemeHTbl nocnegoBaTeribHO OOUH NOBEPX Opyroro. Yncno anemeHToB He orpaHnyeHo. Ons
pasgeneHna aneMeHToB crieqyeT UCnonb3oBaTh 3andTble.

KaxgoMmy cMMBOIY COOTBETCTBYET HEBUAMMAS paMka. C NOMOLLb0 NapamMeTpoB MOXHO 3aaaTb crnocob
BblPaBHBaHKS PAaMOK CUMBOIIOB MPKY HANOXeHUW. Hke nepedmcneHsbl napaMeTpbl, KOTOPbIE MOXHO
UCronb30BaTh Anst U3MEHeHUs krova \o.

MNapameTp BbipaBHUBaeT paMKu CUMBOJIOB

\al Mo nesomy kpato.

\ac Mo ueHTpy (Mcnomnb3yeTcs Mo YMONYaHuio).
\ar Mo npaBomy kpato.
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Pagukan: \r(;)

M3o6pakaeT 3Hak pagvkana Hag OgHUM Ny OBYMS ANeMeHTaMu.
Mpumep

3
{ EQ\r(3,x) } nsobpaxaet "."'}_{

{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"worefRadicalrA":1:"Foo":"Invisible"}



Unpekec: \s()

O(bOpMJ'IﬂET OAWH U HECKOJbKO 3NTEMEHTOB KaK BepXHune Uinn HMxHmne MHOeKChbI. Kaxgpblii knro4 \s MoxeT
BNUATb HA OQWH U HECKOJ1bKO 3N1eMEHTOB, ANA pas3aenieHnda aneMeHToB crieqyeT UCnonb3oBaTh 3andTble. Ecrnu
YKa3aHO HeCKOInbKO 3N1eMeHTOB, OHW pacnonaratoTca oamnH Haa ApyrmMv 1 BbipaBHUBAIOTCA MO JIeBOMY Kpato.
Hwxe nepeyvuncrieHbl NnapamMmeTpbl, KOTOPble MOXHO NUCMONb30BaTb ANA U3MEHEHUA KIto4a \s.

NapameTtp Onwucatnune

\ain () YBenuunsaeT nHTepBan Hag CTPOKOWN, CoaepxaLlen
OaHHyo hopMmyIy, Ha N MyHKTOB.

\upn () PasmeluaeT otaenbHbIN 3reMeHT Ha n MyHKTOB
BblLLE OCTarnbHOro Tekcra (Mo yMon4yaHuio Ha 2
nyHKTa).

\din () YBenuunBaeT MHTEPBan No4 CTPOKOW, CoaepKaLlen
AaHHyto POpMyny, Ha N NMYHKTOB.

\don () PasmeluaeT otaenbHbIN 3NeMEHT Ha N MyHKTOB
HW>Ke OCTanbHOro TeKcTa (Mo yMONYaHuio Ha 2
nyHKTa).

Mpumep

{ EQ \s\up8(UB)\s\do8(2) } nsobpaxaet
(OBbIYHBIN TEKCT Ha 3TOW CTPOKE)
2
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Pamka: \x()

VI306pa>KaeT PaMKy BOKPYr anemMeHTa. Mo yMon4aHuto |/|306pa>|<ar0Tc;| BCe 4eTblpe NTMHUN paMKN. Hwxe
nepeyvncneHbl NnapamMmeTpbl, KOTOPble MOXHO MCNONb30BaTb ANA USMEHEHUA KIto4a \x.

Knioy N3o6paxaeT nuHuo
\to Hap anemeHTOM.

\bo Moa anemeHTOM.

\le CneBa OT aremeHTa.
\ri CnpaBa ot arnemMeHTa.
Mpumep

{ EQ \x \to \bo(5) } nzobpaxaet
5
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Koabl nonen: FileName
{ FILENAME [Kmouu] }

BcraBka nmeHu daiina AaHHOro OKyMeHTa, ykasaHHoro Ha Bknagke O6wme B ananoroBom okHe CBoMCTBa
(meHto dann).

Knroy OnucaHue
\p HobGaBnseTt nyTb K UMeHU cavina.
Mpumep

YUT0bbI HaneyaTaTb OAMHAKOBBIN TEKCT Ha Kaxaon cTpaHuue AokymeHTa (Hanpumep «JokymeHT: C:AMSOFFICE\
WINWORD\REPORTS\OTu4eT 3a 4-11 kBapTan.doc»), TOMecTuTe CNeayoLwmnin TEKCT 1 MONSA B BEPXHUA Nin
HWXXHWUIN KOMOHTUTYN:

OokymeHT: { FILENAME \p }
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Koabl nonen: Fillin

{ FILLIN ["MpuenaweHue "] [Kmoyu ]}

Mpennaraet nonb3oBaTtento BBeCcTU TekcT. OTBET NevaTaeTcst TaM, rae pacrnonoxeHo none. Ecnu oteet
TpebyeTcsa HaneyaTaTb B HECKOMbKMX MECTax AOKYMeHTa, crieqyeT ncnonb3oaTb none ASK.

Mpurnawexve BbiBoguTCS Npu kaxkgom o6HoeneHnn nons FILLIN. Ecnv none FILLIN ncnonb3yetcs B OCHOBHOM
AOKYMEHTE CrUsAHWSA, NpurnalleHne BoIBognuTCcsa npy obpaboTke Kaxaon 3anmcn AaHHbIX.

AnemeHT OnucaHue

"lpuenaweHue " TeKCT, KOTOpbI OTODpaXkaeTcs B 4MANIOrOBOM
OKHe, Hanpumep «BBe,ELVITe NM4A KIMNEeHTay.

Kntoun

\d «Omeem »

\o

Mpumepbl

[ns npocmoTpa npumepoB rcnonb3oBaHus nonen ASK u FILLIN B OCHOBHOM JOKYMEHTE CIIUSIHNSI HaXKMUTE

kHonky [l
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3apaet oTBET, MCI'IOJ'IbSyeMbIVI no ymosi4aHuio B
TOM Cny4ae, eclim nonb3oBarteslb HU4ero He
BBEOET B AMaroroBoe OKHO. Hanpmmep, none

{ FILLIN "BBegute nms knuenta:" \d "llo6os" }

BCTaBUT «J1000B», ecnun nonb3oBaTernb HAYEro
He BBEOET B ANANOroBoe OKHO.

Ecnu oTBeT, koTOpbLIV CregyeT UcnonbL3oBaTtb
no ymonyaHuto, He 3agaH, Word ncnonb3ayet
nocneaHun BBEAEHHbIV OTBET. YUTOObI yKasaThb,
YTO MCNOMb3yeMOE MO YMOMYaHNIO 3HaYeHne
[OOIMKHO BbITb NYCThIM, BBEAUTE MYCThle
KaBbIYKM nocrne gaHHoro knoda (\d ™).

[Mpu ucnonb3oBaHMM B OCHOBHOM AOKYMEHTE
CINUSIHUS BbIBOAWT NpUInalleHne ToNbKo OAMH
pas (a He npu 06paboTKe KaXkaon 3anucu
[aHHbIX). B aTOM criyyae B Kaxabli 13
KOHEYHbIX JOKYMEHTOB BCTaBNsE€TCA
OOMHaKOBbI TEKCT.

niSniSniSniSniSniSniSniSniSniS":"worefFILLINA":1:"Foo":"Invisible"}



Koabi nonen: NoteRef
{ NOTEREF 3axnadka [Kmouu] }

BcTaBka 3Haka CHOCKM MW KOHLIEBOW CHOCKM, MOMEYEHHOW 3aknaakomn. Takum o6pa3omM B JOKYMEHT MOXHO
BCTaBWUTb HECKOJSIbKO CCbINTOK HA OAIHY CHOCKY MIM NEPEKPEeCTHbIE CCbINMKN HAa CHOCKU N KOHLIEBbIE CHOCKK. B
crny4vae u3aMeHeHus nopsifka CHOCOK MIM KOHLEeBbIX CHOCOK o6HoBneHHoe none NOTEREF otobpa3unt HoBbIN
HOMEpP CHOCKM.

AnemeHT OnucaHue

Baknadka MmMsa 3aknagku, KOTOPO NOMEYEH 3HaK CHOCKM
WM KOHLEBOW CHOCKW. 3aknagka AormkHa
CCbINaTbCs Ha 3HaK CHOCKW B TEKCTE
[OKYMeHTa, a He B 06nacTu CHOCOK 1nu
KOHLeBbIX CHOCOK. Ecnu 3aknagka He
CyLLecTByeT, HeobxoanMo ee co3aarth.

Knoun

\f Mcnonb3yeTt ctunb cumBona «3HaK CHOCKW»
Unun «3HaK KOHLIEBOW CHOCKUy» Npu
dopmaTMpoBaHNM 3HaKa CHOCKM.

\h BcraBnseT runepccbinky Ha CHOCKY,
NMOMEYEHHYHO 3aKnagKown.

\p 3agaHue OTHOCUTENBHOMO NOMOXXEHUS CHOCKM
WITN KOHLEBOW CHOCKMW.

e Ecnu none NOTEREF HaxoauTcsa B
OOKYyMeHTe [0 3aknajgku, otobpaxaetcs
CTPOKa «BbILLEY.

e Ecnn none NOTEREF HaxoauTcs B
[OOKYMeHTe Mocne 3aknagku,
0TOBpPaxaeTcsa CTPOKa «HUXE».

e Ecnu none NOTEREF HaxoguTcs BHYTpUY
3aknagku, nosaBuTcsa cooblleHne ob
owmnbke.

[Mpu ncnonb3osaHuu ¢ knovamm \n, \r nunn \w
CTpOKa «BbILLE» UIMN «HWXKe» fobaBnseTcs B
KOHeL, 3Ha4YeHus1 nonsi.

Mpumep
B gaHHOM npumepe noka3aHo BO3MOXHOE 0hopMIIeHne CHOCKM B AOKYMeHTe. 3aknaakoi «J1obos» nomeveH
3HaK CHOCKM C HOMepoM 3.
HanHbi npouecc obeyxpaeTtcsa B HoBon kHure JNlo6osa (cm. npumevarnne { NOTEREF Jlo6os } ).
Mocne obHoBnNeHWs nons 3aknagka byaer 3ameHeHa HOMEPOM CHOCKM:

HaHHbI npouecc obecyxaaeTtcsa B HOBOW kHure Jloboa (cM. npumevaHve 3).
Mpumevanune. [Mone NOTEREF 3amennno none FTNREF, kotopoe ncnonb3oBanock B NpeablayLumMx BEPCUsX
Word. MNpu oTkpbITUKM B gaHHon Bepcum Word fokymeHTa, cogepxatlero nons FTNREF, oHn He ByayT yaaneHs! 1
OyayT OyHKLMOHNPOBATb NPaBUIbLHO.
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Koabl nonen: GoToButton
{ GOTOBUTTON HasHayeHue CoobweHue }

BcraBka komaHAbl nepexofa, Mo3BOSAOLLEN YCKOPUTL NMPOCMOTP AMNMHHbBIX 3NIEKTPOHHBIX AOKYMEHTOB. [1BOHON
wenyok 3HaveHuns nons GOTOBUTTON nepemelyaeT Kypcop B yka3aHHOe MeCTo AoKymeHTa. B HacToswwen
BEPCUM NPOrpamMMbl NOSIBUMMUCH MMNEPCChINKX, ANA Co3AaHnsa KoTopbix ucnonsdyetca norne HYPERLINK. Ans
MOMyYeHNst CBEAEHMI O CO3AAHMM TMNEPCChINOK HaXMUTe KHomky [,

AnemeHT OnucaHue

HasHayeHue 3aknagka, HOMep CTpaHuLbl, CHOCKa, NpUMeYaHue
1 T. N. Homep cTpaHuubl MOXET ObiTb BCTaBIEH C
nomoLLblo koMaHabl MepekpecTHas ccbinka (MeH
BcraBka).

[Insi ykasaHusi anemMeHTa, OTNIMYHOro OT HoMepa
CTpaHuUUbl, Ucnonb3ytoTcst bykea U HOMep.
Hanpumep, ons nepexoga k TpeTbemMy pasgeny
OOKyMeHTa BBeauTe s3.

BykBa OnucaHue

S Pasnen

| Crtpoka

f CHocka

a MpumevaHve

MpumeyaHue. B gaHHOM criyyae ncnonb3yeTcst
NOpsiAKOBbLIN, a He PakTU4EeCKU HOMep anemMeHTa.
Hanpumep, «f4» ccblnaeTcs Ha YETBEPTYHO CHOCKY B
[OOKYMEHTE HEe3aBUCMMO OT MCMOMb3yeMOro 3Haka
CHOCKM.

CoobuweHue TeKCT unu pucyHok, n3obpaxaemblin Ha KHOTKe.
MoxHO ucnonb3oBaTh none, 3Ha4eHNeM KOTOPOro
SIBNSIETCS TEKCT UIN PUCYHOK, Hanpumep REF nnu
INCLUDEPICTURE. 3Ha4eHue nons
GOTOBUTTON porxHo pacnonaraTbCsi Ha O4HON
CTPOKe, B MPOTUBHOM Cry4Yae BO3HMKHET owwnbka.
Mpumepsl
B cnepytowiem none HasHadeHuem aBnseTca 3aknagka «O63op». [na nepexoaa k 0630py creayeT WenkHyTb
CNOBO MEHS.

Oeaxabl wenkHute { GOTOBUTTON O6G3op meHs } ans nepexona Kk 063opy.

PesynbraT GyaeT BuIrMaaeTs cneayolmm obpasom:

[Baxabl LWenkHUTe MeHs Ansa nepexoaa kK o63opy.

B cnepnytowiem npumepe HasHayeHne (HOMep CTpaHuubl) ykadaHo ¢ nomollbto nonst PAGEREF. Ytobbl BcTaBuTh
none PAGEREF, Bbibepute komaHay MNepekpecTHas ccbinka B MeHio BeTaBka, a 3atem BbibepuTe anemeHT
(ranpumep Tabnuuy unu 3arofnoBoK), K KOTOPOMY crieayeTt nepentu. (B ananorosom okHe lMepekpecTHble
CCbINIKM Heobxoaumo BbiIbpaTte Homep cTpaHuubl 13 cncka BetaBuTb cebinky Ha.) BykBa «p» v none
PAGEREF pgormkHbl ObITb 3aKkntodeHbl B KaBbIYKU.

Osaxapl wenkHnte { GOTOBUTTON "p{ PAGEREF _Ref317041789 }" EI } ans nepexona k 063opy.

Pesynerat 6yaer BoirmageTb cnegylowmm o6pa3om:

OBaxab! WernkHuTe EI ANs nepexoaa k 063opy.
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Koabl nonen: Hyperlink
{ HYPERLINK "Vmsa®aliina" [Knouu ] }

mnepccebinkn — 310 YyaobHbIM cnocob nepexoaa K Apyrum AokyMeHTaMm. KOHEeYHbIN JOKYMEHT MOXET HaxoauTbCst
Ha XXeCTKOM Unun ceTeBoM Aucke (Hanpumep gokymeHTt Microsoft Word nnu kHura Microsoft Excel) nnm no
onpegeneHHomy aapecy WHTepHeta (Hanpumep http://www.microsoft.com), MoxeT ObITb 3aKnagkon unu
cnangom. MNone cogepXut oTobpaXkaemblii TEKCT, KOTOPbIA 0ObIYHO OHOPMIISIETCS KaK CUHUIA N NOOYEPKHYTHIN.
[ns BbINOMHEHWS Nepexofa Nonb3oBaTernb LIenKaeT 3TOT TeKCT. [1nst BCTaBKy rMnepcchlnoK UCMoNb3ynTe
komaHay Mnepccbinka (MeHio BeTaBka).

AnemeHT OnucaHue

"Uma®alna" dann, K KoTopomy crnegyet nepentun. Ecnu
3TOT NapameTp BKYaeT ANMHHOE NMs danna
¢ npobenamu, 3akn4nTe ero B kaBblvku. Mpu
3alaHuy NyTW UCMONb3yNTe ABOVHbIE
obpaTHble KOocble YepTbl, HaNpUmMep:

"C:\\Mowu pgokymeHTbI\\Manual.doc"

[Ons agpecoB NHTepHeTa ncnonb3ymte
cuHTakenc URL, Hanpumep:

"http://www.microsoft.com/ie/msie.htm"
1 "mailto:agabor@volcano.com".

Kntoun

\h He pobaBnsieT ccbinky B CMMCOK
NCMOMb30BaHHbIX CCbIMOK.

\l YKa3sblBaeT aneMeHT KOHeYHoro danna,
Hanpumep 3akrnagky, K KoTopomy criegyet
nepenTun.

\m [obGaBnsaeT koopanHaThbl K TMNEpPCChINKe Anis
BKIMOYEHUS B rpaddU4ECKy0 CXEMY Ha
cepBepe.

\n OTKpbIBaET KOHEYHbIN AOKYMEHT B HOBOM
OKHe.

\s Yka3blBaeT MECTO Ansi nepexoaa, Y KoToporo

OTCYTCTBYET UM4. OTOT KN4 NnosABNAETCA,
Korga runepccbinka cosgaeTtcs nytem
nepetackuanusi. OH He oTobpakaeTcs B
crnucke Knoyen B gnanorosomM okHe Mone
(MeHto BeTaBka); nonb3oBaTenb He JOMKEH
BCTaBMNSATb €r0 B KOA MO CaMOCTOATENbHO.

\t YkasblBaeT 00beKT nepeHanpasrieHns CCbINKK.
OTOT K4 He oToGpaXkaeTcs B CNUCKE KITtoYven
B Anarnorosom okHe Mone (MeHio BeTaBka);
nonb3oBaTenb He JA0MKEH BCTABNATbL €r0 B KOZ,
nons caMoCTOATENBHO.

Mpumep

Mone u TekcT: «[MogrotoBka npoekTta ycnewHo 3aseplieHa. WenkHnte { HYPERLINK "C:\\Mowu gokymeHTbI\\
project.xIs" } ons o3HakOMNeHus.»

Pesynbtat: «MogroToBka NpoekTa ycnewHo 3aseplieHa. enkHute CynepnpoekT Ana 03HAKOMITEHUS.»

LLlenyok cuHero TekcTa OTKpoeT KHUry ¢ umeHeM Project.xls B nanke «Mou 4OKyMeHTbI». TEKCT rMnepcCbliku
(«CynepnpoekT») He BKMoYaeTCs B CUMHTaKcuc nons. [ins nsMeHeHust TekcTta runepccbinki crneqyer BBECTU
OPYron TEKCT NMOBEPX HEro.
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Koabl nonen: If
{ IF BoipaxxeHue1 Onepamop BbipaxeHue2 Tekem1 Tekcm?2}

B 3aBucuMmMocCTu OT pesynbrata cpaBHEHUS OBYX BblpaxeHun BctaBnsieT Tekem1 unu Tekem2. B oCHOBHOM
OOKyMeHTe cnusHus none IF MoXHO ncnonb3oBaTth AN aHanusa 3anncer AaHHbIX, HanpyuMep noyToBbIX
WHOEKCOB UN HOMepoB BAHKOBCKMX CYETOB. Hanpumep, MOXHO pa3ocnaTb NMCbMa TOMbKO KIMEHTaM,
NPOXMBAKLLMM B ONpeaeneHHoM ropoge.

OnemeHT Onwucanue
BeipaxeHuel 3HayeHns 4nsa cpaBHeHUs. BoipaxeHue moxeT
BbipaxeHue?2 ObITb MMEHeM 3aknagku, CTPOKOW TEKCTa,

YNUCIIOM, BITOXXEHHBLIM MOMEM, BO3BpaLLatoLLMM
3HaJveHue, UM matemaTnyeckon opmyrnon.
Ecnu BeipaxeHne coaepxuT npobenbl, OHO
[OIMKHO ObITb 3aKIMHOYEHO B KaBbIYKWU.

Onepamop Onepatop cpaBHeHus. MNpobenbl nepea
onepaTopoM 1 NOCIe HEro SABMSOTCA
0bs13aTenbHbIMM.

Onepatop OnucaHue

= PaBHo

<> He paBHO

> BonbLlue yem

< MeHbLe yem

>= BonbLwe nmbo paBHoO

<= MeHbLue nMbo paBHO
Tekcm1 TekcT, KOTOpbLIV BCTaBNsAeTCA B Criyyae
Tekcm?2 UCTUHHOCTU (Tekcm1) nnu noxHoctun (Tekcm?2)

niornyeckoro BelpaxeHus. Ecnn Tekem2 He
yKasaH, a Normyeckoe BblpaxeHune JOXHO, He
OyadeT BCTaBneHo HuMkakoro TekcTa. Kaxaas
CTpOKa AOImKHa ObITb 3aKnoYeHa B KaBblYKW.

Mpumevanmne. Ecnu ucnonb3syeTcs onepaTop = unu <>, BoipaxeHue2 MOXeT cogepXaTb BONPOCUTENbHbIN
3HaK (?), 3aMeHsIoLW M NGOV OTAEMbHBIA CUMBOI, UMK 3BE3A0YKY (*), 3aMeEHSAILLYI0 Mobyo CTPOKY CMMBOMOB.
Takoe BblpakeHne AOMKHO BbITb 3aKnNioYeHo B KaBblvku. Ecnn BeipaxeHue2 cogepXuT 3Be3[04KY, Cymma ANnH
parmeHTa BbipaxeHusi1, COOTBETCTBYIOLLIErO 3TON 3BE3404Ke, U OCTalNbHbIX CUMBONOB BbipaxeHusi2 He
OOIMKHa npesbiwaTb 128 cumBomnoB.

Mpumepbl
[ins NpocMOTpa NPUMEPOB MCMONbL30BaHUs! Noreil IF B OCHOBHOM [JOKyMEHTE CRNSHUS HaxmuTe kHonky 21,
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Koabl nonen: IncludePicture
{ INCLUDEPICTURE "Vmsa®adina" [Kroyu ]}

BcraBnsieT ykasaHHbIN pyucyHok. YTtobbl BctaButh none INCLUDEPICTURE, BbiGepuTe komaHay PucyHok B
meHto BeTtaBka, BbiGepuTe komaHay U3 danna, a 3atem yctaHosuTe dnaxok CeA3b ¢ phaninom.

Mpumeyvanune. [lone INCLUDEPICTURE 3amennno none IMPORT, koTopoe ncnonb3oBanoch B NPeablayLLmnx
Bepcusix Word. IMpu oTkpbiTun B gaHHon Bepcun Word gokymeHTa, cogepxatiero nons IMPORT, oHu He GyayT
yAaneHs! 1 6yayT dYHKUMOHMPOBaTb NPaBUIIbHO.

AnemMeHT OnucaHune

"Umadalina" Mms rpacpmyeckoro cpanna. Ecnum atot
napameTp BKMOYaeT ANMHHOE nMs dharina ¢
npobenamu, 3aknioynTe ero B kaBblyku. Mpu
3afaHnn NyTu UCMONb3ynTe ABONHbIE
obpaTHble KOoCble YepTbl, HanpumMep:

"C:\\Mowu pgokymeHTbIWArt 22.bmp"

\c Koneepmep YkasbiBaeT rpacpmyecknini punstp, KOTOPbIN
crepgyeT ncnonb3oBaTtb. He cnegyet
ykasblBaTb paclumpenue .flt. Hanpumep, 4TobbI
ykasaTtb punbtp Pictim32.flit BBegute
pictim32.

\d CoxpaHsieT B AOKYMEHTE He CaM PUCYHOK, a
TOMBKO CCbINKY Ha Hero. Takum obpa3zom
MOXXHO YMEHbBLLUWNTb pasmep AOKYMEHTa.

MpumeyaHus

e Ecnu nonb3oBaTenb yKaxXeT Ha pUCYHOK, BCTaBneHHbI ¢ nomoLubio nons INCLUDEPICTURE, u aBaxabl
HaXXMEeT KHOMKY MbILIN, HA SKpaHe NOSsIBUTCS NaHenb MHCTpyMeHTOB PucoBaHue. YTo0bl UI3MEHUTL PUCYHOK
0e3 ncnonb3oBaHUS NaHenu MHCTPYMEHTOB PUcoBaHue, Mcnonb3ynTe Anst UAMEHEHMS PUCYHKa UCXOOHOe
npunoxeHune, a 3atem obHoBUTe AaHHoe none B Word.

e [lpu nony4eHnn coobLLEeHNsI O TOM, Y4TO chopmaT rpacbuyeckoro caina Hem3BecTeH, NpoBepsTe cnucok Tun
c¢rannos B Ananorosom okHe BecTtaBka pucyHka (MeHio BetaBka, komaHaa PucyHok, komaHaa U3 channa).
OTOT CMNCOK CoAepPXUT rpadmyeckne unsTpbl, YyCTaHOBNEHHbIE B AAHHON CUCTEME.
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Koabl nonen: IncludeText
{ INCLUDETEXT "Ums®adna" [Baknadka ] [Knroqu ] }

BcTaBka TekcTa unu prcyHka, cogepikallerocs B ykazaHHOM AoKyMeHTe. [onb3oBaTtenb MOXET BCTaBUTb BECb
OOKYMEHT unu, ecnu ato gokymeHT Word, ero pparmMeHT, NOMeYeHHbIN 3aKnaakomn.

AnemMeHT OnucaHne

"ma®adna" Mmsa gokymeHTta. Ecniv aToT napametp
BKINIOYaET ANMHHOE nMmsA darina ¢ npobenamum,
3aknounTe ero B kaBblvku. [pn 3agaHum nytun
UCNonb3ynTe ABOVHbIE OBpaTHbIE KOCble
YepTbl, HaNpuvep:

"C:\Mowu gokymeHTbl\\Manual.doc"

3aknadka Mms 3aknagku, KoTopas ccbinaeTcs Ha
dparMeHT JOKYMEHTa, KOTOpPbIV criegyeT
BCTaBUTb.

Kntoun

\c msiKnacca

\! 3anpelyaet 06GHOBIEHWE Nosel BO

BCTaBleHHOM TekcTe 6e3 npeagBapuUTenbHOIro
0BHOBMNEHNsI B UICXOAHOM OOKyMEeHTEe. Ons
nony4yeHna OONONMHUTENbHbIX cBegeHun
HaXXMUTe KHOMKY ﬁL

Mpumep
[aHHoe none BcTaBnseT hparMeHT channa, Ha KOTopbIl cebinaeTcs 3aknagka «O63op»:
{ INCLUDETEXT "C:\\Winword\\OT4eT.doc" O630p }

Mpumevanunsa

e Ecnu ncxogHbii AokyMeHT siBnsetcsa gokymeHToMm Word, nonb3oBartens MOXET U3MEHUTb TEKCT, BCTaBMNEHHbIN
¢ nomoLbto nons INCLUDETEXT, a 3aTem coxpaHuUTb BHECEHHbIE U3BMEHEHWS B MICXOLHOM JOKYMEHTE.
M3ameHnTe BCTaBNEHHbIN TEKCT U HaXXMUTE KnaBulun CTRL+SHIFT+F7.

e [one INCLUDETEXT He ucnonb3yet MexaHnam OLE. [1ns nonyyeHus ceegeHuin o6 ncnonb3osaHum OLE
HaXXMUTE KHOMKY [=],
[nsa nony4yeHusa ceBegeHW 0 CoCTaBNeHNM 0QHOro 6OMbLIOTO AOKYMEHTA U3 HECKOITbKUX MEHBLUNX HAXMUTE
kHonky [,
PaHee aT10 none HasbiBanock npocto INCLUDE.
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MmMeHa knaccoB KOHBepTepoB hainos

Hwe nepeyvncneHbl MMeHa Knaccos, COOTBETCTBYKOLLME KOHBEPTEPAM dannos, noctaensiemblx Bmecte ¢ Word.

dopmar Umsa knacca
Hypertext Markup Language HTML

Microsoft Excel MSBiff

Lotus 1-2-3 Lotus123
WordPerfect 6.x WordPerfect6x
WordPerfect 5.0 WrdPrfctDos50
WordPerfect 5.1 gna DOS WrdPrfctDos51
WordPerfect 5.x ana Windows WrdPrfctWin
d)gl?ln paHHbix WordPerfect 5.1 unu WrdPrfctDat

5.

®dann gaHHbix WordPerfect 5.0 WrdPrfctDat50
Word 4-5.x ana Macintosh MSWordMac
Word 3.x-5.x gns MS-DOS MSWordDOS
Word 6 gna MS-DOS MSWordDOS6
Word 2.x ans Windows MSWordWin2
Word 6.x ans Windows MSWordWin6
Okcnopt Word 6.0 ana Windows n MSWord6Exp
Word 7.0 (Word 95) anst Windows

Word 8.0 ans Windows (Word 97) MSWord8
Works 3.0 ana Windows MSWorksWin3
Works 4.0 ansa Windows MSWorksWin4
Tekct DOS c coxpaHeHuem makeTa MS-DOS Text With Layout
TekcT ¢ coxpaHeHMeM MakeTa Text with Layout

Hwxe nepeuncneHbl hopmatbl, Npeobpa3oBaHme KOTOPbIX OCYLLECTBNAETC 6e3 UCMONb30BaHUsl BHELUHUX
KOHBEPTEpOB.

Popmar Umsa knacca
dopmaTtmpoBaHHbI TekeT RTF MSRTF
Tornbko TekcT AnsiText
Tekct DOS PCText

Tonbko TeKCT ¢ pa3bueHnem Ha cTpokn  AnsiTextCR
®annbl Unicode Unicode
TekcT DOS ¢ pa3brneHnem Ha CTpoKu PCTextCR
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Koabl nonen: Info
{ [ INFO ] Ceoticmeo ["Hoegoe 3Ha4eHue"] }

BcTtaBka CBe,D,eHVIIZ 06 aKTUBHOM LOOKYMEeHTEe nUnu I.IJa6ﬂOHe, YKa3aHHbIX B AnanoroBoM OKHe CBouncrBa (MeH}O
daiin).

AnemMeHT OnucaHne

Ceolicmeo Obsi3aTensHoe cBoncTBO. [Ans Buibopa
CBOWCTBa HaxxmuTe kHornky MapameTtpbi.
Kpome Toro, MmHorum ceoricTeam
COOTBETCTBYIOT OTAenbHble nons Word.

"Hoeoe 3HayeHue" Heobsi3aTenbHbIN TEKCT ANt 0GHOBMNEHUS
COOTBETCTBYIOLLErO nors B okHe CBoMCcTBa
0N aKTUBHOTO AOKYMEHTa unu wabnoHa.
Hwxe nepeuncneHsl CBOMCTBA, ANs KOTOPbIX
MOXET ObITb YKa3aHO HOBOE 3HAYEeHME:
«ABTOpY», «3amMeTKkny, «KnoyeBblie crioBay,
«Temay» n «HassaHue».
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Koabl nonen: Keywords
{ KEYWORDS ["Hosble krtoqesbie criosa”] }

BcraBka copepxumoro nons KnroveBble cnoBa, HaxoasLerocs Ha Bknaake [JoKyMeHT B AManoroBOM OKHe
CeowncrtBa (MeHo ®ann), 4ns akTMBHOIO AOKYMEHTa Unu LwabnoHa.

AnemMeHT OnucaHne
"Hoseble Kntoyesbie  Heobsa3aTenbHbIN TEKCT, 3aMeHSA0LLMIA
crosa” Tekylee cogepxumoe nons Knoyesble

cnoBa. [lnuHa TekcTa He AoMmKHa NpeBbiwaTh
255 cMMBONOB, TEKCT A0MKEH ObITb 3aKkntoYeH
B KaBbIYKW.
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Koabl nonen: LastSavedBy
{ LASTSAVEDBY }

BcTaBka nMeHn nocnegHero nNofb30BaTens, U3MEHMBLLETO U COXPAHMBLLETO AaHHbIA [OKYMEHT, YKa3aHHOro Ha
Bknagke CtaTucTuka B AnanoroeoMm okHe CBoncTBa (MeHio ®damn).

Mpumep
Pesynbrat nonsa «Mamenun: { LASTSAVEDBY }.» Bbirmagut cneayolmm obpasom:
Mamerun A. Bonkos.
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Koabl nonewn: Link

{ LINK UmsaKnacca "Mma®atina" [®paemeHm | [Knwoyu ]}

CBsa3blBaeT AaHHble, CKONMPOBAHHbIE U3 APYrOro NPUNOXeHUs1, C UCXoAHbIM darinom ¢ nomolbio OLE. Word
BcTasnget none LINK npu BcTaBke AaHHbIX, CKOMMPOBAHHbLIX U3 APYroro Npunoxexus, B 4okymeHT Word ¢

nomoLLbo komaHabl CneymnanbHaa BctaBka (MeHio MNpaBka).

AnemeHT OnucaHue

UmsKnacca Twn pganHHbIX. Hanpymep, ans gnarpaMmmbl
Microsoft Excel MmsiKnacca nmeet 3HaueHue
«ExcelChart». Word onpeaensieT aTm cBeeHus
N3 UCXOZHOTO MPUIIOXEHNS.

"Umsidadina" Mms ncxogHoro dhavina. Ecnv aToT napamertp
BKIIOYaET ANMHHOE nMsA darna ¢ npobenamu,
3aKn4uTe ero B KaBbldku. [pu 3agaHnm nytu
UCnonb3ynTe ABOVHbIE OOpaTHbIe KOCble
YepThl, HaNpuvep:
"C:\MSOffice\\Excel\\Rfp\\Budget.xIs"

®paemeHm ®parmeHT ykasaHHoro chaina unm anemeHTa,
Hanpumep guanasoH sideek B kHure Microsoft
Excel nnu 3aknagka B gokymeHte Word.

Kntoun

\a AsToMatuyeckun ooHoensieT none LINK; ecnn
TpebyeTcsa ncnonb3oBaTb 0GHOBNEHNE NO
3anpocy, yaanute aToT KIHoud.

\b BcTaBnsieT cBsi3aHHbIN OOBEKT Kak TOYEYHbIN
PUCYHOK.

\d CoxpaHsieT B JOKYMEHTE HE CaM PUCYHOK, a
TOMBKO CCbINKY Ha Hero. Takum obpasom
MOXXHO YMEHbLUWNTb pasmep AOKYMEHTa.

\p BcraBnseT cBA3aHHbI 06 EKT KaK PUCYHOK.

\r BcTaBnsieT cBsizaHHbIN 0OBEKT B hopmate
RTF.

\t BcTaBnsieT cBsizaHHbIN OOBHEKT B TEKCTOBOM
dopmare.

Mpumep

B cnepytowem npumepe B gokymeHT Word BcTaBnsieTcs guanasoH sveek u3 pabodent kimurn Microsoft Excel.
Knitou \a ykasbiBaeT, 4To 06HOBNeHMe AaHHbIX B AokyMeHTe Word [OMKHO OCYLLEeCTBNSATLCSH aBTOMATUYECKM MO

Mepe Nx naMeHeHust B paboyen kHure Microsoft Excel.
{ LINK ExcelSheet c:\\\Mou gokymeHTbI\Profits.xls A1:D4 \a }
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Koabl nonen: ListNum
{ LISTNUM "Ums" [Krrouu] }

BcraBka Habopa HoMepoB B noGom MecTe ab3aua. Hymepauus MoxeT 6biTb B3siTa 13 NPOCTOro Unn
MHOrOYpOBHEBOTO CrMcKa.

AnemMeHT OnucaHne
Nwvs CeasbiBaeT none LISTNUM c onpeneneHHbIM
CMUCKOM.

Ons amynaumm nons AUTONUM,
AUTONUMOUT n AUTONUMLGL
ucnonb3ynte umeHa «NumberDefaulty,
«QOutlineDefault» n «LegalDefault»

COOTBETCTBEHHO.

Kntoun

\l 3apaeT ypoBeHb B CNNUCKE, N3MEHSAS
CTaHOapTHOe noBeaeHme nonsi.

\s 3apaeT HavyanbHoe 3Ha4YeHue Ans nons.
YkazaHHO€ YNCNO A0MKHO ObITh LenbiM.

Mpumepbl

B cnepytowem npumepe nonst LISTNUM ncnonb3aytotcs onga cosaaHunst Homepos (i), (ii) v (iii):
TpebosaHus k 6ydywemy myxy: (i) ymobbi He nun, (i) He Kypun u (iii) usemsi eceada dapurn.
B cnepnytowem npumepe nonst LISTNUM ncnonb3aytotcst onsa co3aaHunst byks, KOTopble oTobpaXarTcsl Ha Tex e
CTpOKax, YTo 1 HoMepa:
1. A. 3AI'OJIOBOK

1. moa3aroJioBoK

1. 1. {LISTNUM} B oamo mpexpacHoe yTpo...
{LISTNUM} B o11HO TIpeKpacHoe yTpo. ..

1. moa3arosioBok
1. 2. {LISTNUM} B ommo npexpacHoe yTpo...
{LISTNUM} B oziHO TIpeKpacHoe YTpo. ..

Pesynerart:

1. A. 3ATOJIOBOK

1. moa3aro/IoBOK
1. 1. a) B omHO npekpacHoe yTpo...
0) B omHo mpekpacHoe yTpo. ..
1. moa3aroJioBoOK
1. 2. a) B oxHO npekpacHoe yTpo. ..
0) B onHo npekpacHoe yTpo...
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Koabl nonen: MacroButton
{ MACROBUTTON VmsMakpoca CoobujeHue }

BcraBka makpoca, Ans 3anycka KoToporo cnegyeTt ykasaTb Ha 3HaveHue nond MACROBUTTON u gsaxabl
HaXaTb KHOMKY MbILUKX, U OOWH pa3 Ha)aTb KHOMKY MbILLK, 8 3aTeM HaxaTb KnaBuin ALT+SHIFT+F9.

AnemMeHT OnucaHne

UmsMakpoca Mmsa makpoca. YkasaHHbI MaKpoC OOMKEH
ObITb JOCTYNEH B WabnoHe akTMBHOroO
JOKyMeHTa unu obwem wabnoHe.

CoobueHue TeKCT unm pucyHok, nsobpaxaemblii Ha
KHomnke. Mo)Ho 1cnonb3oBaTb none,
3Ha4YeHMeM KOTOPOro SABMNSIETCA TeKCT Unn
pucyHok, Hanpumep REF unn
INCLUDEPICTURE. 3HauyeHune nons
MACROBUTTON gomxHo pacnonaratbcs Ha
OOHOW CTPOKe, B MPOTUBHOM CIlydae BO3HUKHET
oLwmnbka.

Mpumep

[OBoviHon wenyok nonsgs MACROBUTTON 3anyckaeT makpoc «[leyatbKoHBepTay.

Mone

Oeaxapl wenkHnte { MACROBUTTON lMevateKoHBepTa } Ans neyaTtun KoHBepTa.
Pesynbrart

[Baxabl LenkHUTE ANs nevaTn KoHBepTa.
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Koabl nonen: MergeField
{ MERGEFIELD Wwmsllons }

BcraBnsieT B OCHOBHOW JOKYMEHT CCbIfIKY Ha none AaHHbIX. B OCHOBHOM JOKYMEHTE CrNAHWS UMS MONs AaHHbIX
oTOOpaxaeTcs BHYTPW ABOMHBIX YrMOBbIX CKOOOK (Hanpumep «ms»). MNpy CrMaHumn OCHOBHOIO AOKYMEHTa C
BblOpPaHHbLIM MCTOYHMKOM AaHHbIX COAEPXUMOE YKasaHHOro Nons AaHHbIX OyAeT BCTaBneHo BMECTO AaHHOIO
nons.

[Nepen BCcTaBKow Nonen CAnAHNA Heobxoaumo Bbl6paTb MCTOYHUK OaHHbIX ANA OCHOBHOIO JIOKYMEHTa. YT06bI
BCTaBUTb Nnone CrnaHnA, HaXKMUTe KHOMKY BcTaBka nons Ha naHenu WHCTPYMEHTOB CnusiHne.

AnemMeHT OnucaHune

Nmsllons Mmsa nons gaHHbIX, cogepxalleecd B
3arorioBke BbIGPaAHHOIO MCTOYHUKA AaHHbIX.
YkazaHHOEe MMs Mons AOMKHO B TOYHOCTU
coBnagaTb C UMEHEM O HOro 13 Noren B
3arofioBke BbIGPAHHOIO UCTOYHMKA AaHHbIX.

Mpumep
Mone { MERGEFIELD Wms } otoGpaxkaeTcs B OCHOBHOM JOKYMEHTE Kak «MMsi», eCnu Kogbl MONen CKpbIThI.

Mpumevanusa

¢ YrtoObl M3MEHUTb MMSA Nons, ykazaHHoro B none MERGEFIELD, Heob6xognMo BKMIOUYNUTE PeXUM OTOBpaxkeHns
KogoB nonew. B npoTuBHOM cnyyae n3amMeHeHne MMEeHW Nons He AacT xenaemoro addpekra.

e [Ins ynpaBneHusi opmMaTtMpoBaHNeEM HaXMUTE KNnaeuwy ALT+F9, 4ToObl 0TO6pa3uTb koAbl MOMen, a 3aTem
aobaBbTe KN4uM Kk Nonto cnusaHusa. Hanprumvep, 4tobbl oTobpa3untb umcno «34987,89» kak «34 987,89 p.»,
pobasbte Koy uncnosoro popmata (). UTobbl HaneyaTaTb UMEHa KIMMEHTOB MPOMUCHBIMU BykBamu,
po6asbTe knioy chopmata (\*). [ns nonyyeHUst AONONHUTENbHBIX CBEAEHNIA HaXMUTe kHonKky 21,
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Koabl nonen: MergeRec
{ MERGEREC }

BcTaBka B OCHOBHOWM AOKYMEHT HOMepa 3anucy faHHbIX. B 0OCHOBHOM JOKyMeHTe 3To none otobpaxaeTcs Kak
«O6beanHnTb 3anmck Ney. MNpu cnMaHUK B KaXXKAOM COCTaBHOM JOKYMEHTE nevaTtaeTcsi HoMep COOTBETCTBYHOLLEN
3anucy AaHHbIX.

MpumeyaHue. B atom none otobpaxaeTca NOPSAKOBLI HOMEP 3anncy AaHHbIX B Habope 3anucen,
OTOOPaHHBIX ANS CIIUAHUSA C OCHOBHbLIM JOKYMEHTOM M, BO3MOXHO, OTCOPTUPOBAHHbIX, a8 HE (haKTUYECKNA HOMEP
3anucu B UCTOYHKKE AaHHbIX. Hanpumep, 6a3a otgena kagpos Microsoft Access MOXeT cofepkaTb ThiCS4n
3anuceir. OgHako Ans no3gpaBreHusi COTPYAHMKOB, Y KOTOPbIX CTaX paboTbl HAa NPeanpuUATMN AOCTUT ABaALaTy
nert, TpebyeTca oTobpaThb BCEro nuilb HECKOMNbKO 3anucen. YTobbl HaneyataTe hakTU4eCKnii Homep 3anucu B
WCTOYHMKE OaHHbIX, HEOOXOAMMO BKINIOUYNTE NOre HOMepa 3anvMcy B UICTOMHUK AaHHbIX U BCTaBUTb
COOTBETCTBYHOLLIEE MOIE CIUSHNSI B OCHOBHOM JOKYMEHT.

Mpumep

B cnepytowem npumepe none MERGEREC ucnonb3yetcs BHyTpu nons = (Gopmyna) 4nsa co3gaHns yHUKanbHbIX
HOMepoB cyeTa. [1py CnUsiHUM OCHOBHOMO JOKYMEHTa C MCTOYHMKOM AaHHbIX 3HadeHue nons MERGEREC
nobaensieTcst K HOMepY, COCTaBIeHHOMY 13 LUMdp AaTbl U BPEMEHM NevaTh cyeTa.

Mone
Homep cueta: {={ PRINTDATE \@ "ogMMITyumm" } + { MERGEREC } }

Pesynbrar

Homep cueta: 21390946
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Koaobl nonen: Next
{ NEXT }

Mepexoa k cneaytoLlelt 3anMcy AaHHbIX, He Ha4MHas HOBbIN COCTaBHOWM AOKYMeHT. 3HadeHue nons Next He
oTobOpaxkaeTcsa nNpu neyatn. ATo none cnegyeT UCNonbL30BaThb, €CNY B OAHOM COCTaBHOM AOKYMEHTE (Hanpumep
NMOYTOBOW HaKmMenke nn KoHeepTe) TpebyeTcsa pasmMecTuTb AaHHbIE N3 HECKOINbKMX 3anncen MCTOYHUKA OaHHbIX,
4YUCIO KOTOPLIX hKCcMpoBaHo. Ecnmn B 04HOM COCTaBHOM AOKYMEHTe (Hanpumep katarnore unm npenckypaHTe)
TpebyeTca pasMecTUTb AaHHbIE U3 HECKOSBbKNX 3anncen NCTOYHMKA AaHHbIX, YNCITO KOTOPbIX Pa3fMYHO UIK He
MOXeT ObITb OnpeaeneHo 3apaHee, cnegyeT BbIOpaTb TUM OCHOBHOMO JOKyMeHTa KaTtanor B AManoroBom okHe
CnusiHne (MeHio CepBuc).

Mone NEXT B 0OCHOBHOM [JOKYMeEHTE crielyeT pa3aMecTuTb Nocre Nnepeoro Habopa nonew cnusHus
(MERGEFIELD), B npoTBHOM Ccriydae nepBasi 3anncb AaHHbIX BygeT nponyuieHa. 3ToT Habop nonen cnegyet
NMOBTOPUTL CTOMNbKO pa3, CKOMbKO 3anMcei A0MKHO ObiTb HanevYaTaHo Ha Kaxaon cTpaHuLe.

Mpumevanune. [Mona NEXT Henb3sa ncnonb3oBaTth B CHOCKAX, NPUMEYaHUsAX, KONMOHTUTYNAaxX U UCTOMHUKaX
OaHHbIX, BKNaablBaTthb B Nobble Apyrue nons unm ucnosnb3oBatb BMecTe ¢ nornem SKIPIF.

Mpumep

Crnegaytolme nons neyatakoT Tpyu Habopa MeH 1 HOMePOB TeNeMOHOB B KaXAOM COCTaBHOM [OKYMEHTE:
{ MERGEFIELD Wvs } { MERGEFIELD TenedoH }
{ NEXT { MERGEFIELD Vms } { MERGEFIELD TenedoH }
{ NEXT }{ MERGEFIELD Vms } { MERGEFIELD TenedoH }
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Koabl nonen: Nextlf
{ NEXTIF BosipaxeHue1 Onepamop BbipaxeHue?2 }

B cnyyae MCTUHHOCTM pe3ynbTaTta cpaBHEHUSI ABYX BblpaXXeHWUI NEPEXoauT K criedytoLen 3annucy AaHHbIX, He
HayMHas HOBbI COCTaBHOM OOKYMEHT. Monsa cnuaHus, cneaytowme nocne nona NEXTIF B ocHOBHOM JOKyMeHTe,
3aMEeHSITCS 3Ha4YeHAMN Nomnen 13 cneayoLlen (a He 13 TekyLlen) 3anncy AaHHbIX. B cnyvae noxHoctu
pesynbrata NepexoauT K CreayoLwen 3anncyu AaHHbIX U HAYMHAET HOBbIA COCTaBHOM JOKYMEHT.

He pekomeHayeTcst ucnone3osate nons NEXTIF B Tekywen Bepcun Word. lopasao npotue BbINONHUTL 0T6op
3anucen gaHHbIX, HaxkaB kKHonky OTGop 3anucen B AnanoroBom okHe CnusaHue (meHio CepBuc).

[ns nonyyeHusi cBeaeHwin o napametpax nonst NEXTIF HaxmuTe kHonky 2,

Mpumevanunsa

e Ecnu B kavyecTBe 0gHOro 13 BbipaxeHui ncnonedyetca none MERGEFIELD, ero cogepxumoe bepetcs ns
TekyLlew (a He 13 cneayoLlen) 3anncu AaHHbIX.

e [lona NEXTIF Henb3a ncnonb3oBaTb B CHOCKaX, MPUMeEYaHNsX, KONMOHTUTYMaX U UCTOYHUKaX AaHHbIX, a Takke
BKNaabiBaTh B Mobble Apyrne nons.
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Koaobl nonen: NumChars
{ NUMCHARS }

BcraBka uncna cMMBONOB B JOKYMEHTe, yKa3aHHOro Ha Bknagke CtaTucTuka B gnanorosoM okHe CBomncTBa
(meHto dann).

Mpumep
Mone { = { NUMCHARS } / { NUMWORDS } } BbluMcnsieT CpefiHiol AIMHY CroBa B IOKYMEHTE.
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Koabi nonen: NumPages

{ NUMPAGES }

BcraBka uncna cTpaHul B JOKYMEHTe, ykazaHHOro Ha Bknagke CtaTucTuka B gvanorosom okHe CBoncTsa
(meHto dann).

Mpumepbl

YT00bI HaneyaTaTb HoMepa cTpaHuy, B popmate «CTp. 12 u3 45» Ha KaXgon cTpaHuue OKYMEHTa, NOMEeCTUTe
COOTBETCTBYIOLLME MONS U TEKCT B BEPXHUA MW HUXKHUWIA KONOHTUTYN. YTOOkLI BcTaButb none PAGE, HaxmuTe

KHOMKY Homep CTpaHuubI Ha naHenn NHCTPyMEeHTOB KOHOHTI/ITyﬂbI.

C1p. { PAGE } n3 { NUMPAGES }

Ecnn Hymepaums cTpaHuL, Ha4MHaeTcs He ¢ 1, Ans BbIYMCNEHNS Yucna CTpaHuy, UCnonb3ynTe none =
(dbopmynia). UTob6bl onpeaennTs HOMep NEPBOW CTPaHULbl TEKYLLIEro JoKyMeHTa (Homep1 ), Beibepute KoMaHay
Howmepa cTpaHuy B MeHio BeTaBka, a 3atem HaxkmuTe KHOMNKy dopmar.

Ctp. { PAGE } u3 { = (Homep1 - 1) + { NUMPAGES } }
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Kogbl nonen: NumWords
{ NUMWORDS }

BcTtaBka uucna cnos B OOKYMEeHTe, YKa3aHHOro Ha Bknaake CtaTnucTUKa B OnanoroBomM OKHe CBouncrBa (MeH}O
daiin).

Mpumepbl

[lnsi NpOCMOTpa NPUMEPOB HaXMuUTe KHonKky 2l
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Koabl nonen: Page
{ PAGE [\* knito4 gpopmama | }

BcTtaBka Homepa cTpaHuLbl, Ha kKoTopol pacnonoxeHo none PAGE. Word sctaensieT none PAGE npu BbiGope

komaHabl Homepa ctpaHuy (MeHto BetaBka) unm Haxatum kHonkv Homep ctpaHuubl Ha naHenu
WHCTPYMeHTOB KONOHTUTY bI.

Knrou

OnucaHue

\* ko4 popmama

Heobsi3aTenbHbIn KN4, NO3BOMNAHOLLNIA
N3MeHUTb hopmaTt Homepa CTpaHULbl,
BblIOpaHHbI 13 cnucka PopmaTt Homepa B
auvanoroBom okHe @opmaTt HoMepa
cTpaHuubl (komaHga Homepa ctpaHuu,
meHto BetaBka). [1ns nony4venns

[OMNONHUTENBHbBIX CBEAEHUA HAXMUTE KHOMKY
=,

MpumeyvaHue. YT0OLI U3MEHUTHL hopmat
CVMMBOJIOB HOMEpa CTPaHULbl, UISMEHUTE CTUMb
cvmBona «Homep cTpaHuLbly.
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Koabl nonen: PageRef
{ PAGEREF 3aknadka [\* krroy gpopmama |}

BcTaBka HOMepa cTpaHuLbl, Ha KOTOPYIO CCbiNaeTcs 3aknaaka. [ina co3gaHusl NepeKkpecTHbIX CCbINokK crieayeT
ucnonb3oBaTtb koMaHay MepekpecTHas ccebinka (MeHio BetaBka).

Knou OnucaHne

\* Koy gpopmama Heobsa3aTenbHbIN Koy, NO3BONAOLLNA
U3MeHUTb hopmaTt Homepa CTpaHuLbl,
BblIOpaHHbIN 13 cnucka PopmaTt HoMepa B
OmnanoroBoM okHe PopmaTt Homepa
cTpaHuubl (komaHga Homepa ctpaHuu,
meHto BeraBka). [Inst nonyyeHuns
/:l,_CI)I'IOJ'IHVITeJ'IbeIX CBEOEHWIN HAXXMUTE KHOMKY
Hr

Knoun

\h Co3paet runepccbinky Ha absau, NOMeYeHHbIN
3aKknagkon.

\p OTobpakaeT B Nnore ero NosioxkeHne
OTHOCUTENBHO YKa3aHHOW 3aKnagku.
Ecnu none PAGEREF He HaxoguTca Ha
TeKyLLeln cTpaHuLle, oTobpaxaeTcsa CTpoka «Ha
cTpaHuue #». Ecnn none PAGEREF
HaxoaWTCs Ha TeKyLlel cTpaHuue,
OTOOpaXKaeTCcs CTPOKA «BbILIE» UMN «HIDKEY.

Mpumepbl
B cnepnytowem npumepe 3aknagkon «Tabnuua1990» nomeveHa Tabnuua, cogepxallas aaHHble 3a 1990 rog.

Mone
K 1991 rogy HaceneHue 3emMHoro Lwapa gocturno 5 munnuapgos (gaHHble 3a 1990 roa npyvBeaeHbl Ha CTpaHuLe
{ PAGEREF Tabnunua1990 }).

Pesynbrart
BmecTo nonst BcTaBnsieTcsl HOMep CTpaHuLbl, Ha KOTOPOW HaxoauTcst Tabnuvua:

...(oanHHble 3a 1990 rog npuBegeHbl Ha cTpaHuue 27)...
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Koabl nonen: Print
{ PRINT "KomaH0sbI npuHmepa" }

Mocbinaet TekylwemMy NPUHTEPY KOMaHAbl, NPeAHa3Ha4YeHHbIe Ans ynpaBneHus uM. 3HadyeHue otobpaxaeTcs
TOMbKO NpU NeYaTn JokymeHTa. KomaHabl npuHTEpPa MOXHO HaMTU B NpunaraemMon K Hemy JOKyMEHTaL N,

[nsa nony4yeHus ceeaeHun o BHeapeHun koMmaHg PostScript B gokymeHT ¢ nomolubto nona PRINT HaxmuTe
kHonky [,

Mpumevanune. [lone PRINT koppekTHo paboTaet ¢ npuHTepom PostScript nnu Hewlett-Packard LaserJet
Series Il nnu Series Ill, ogHako moxeT paboTaTh HeNpaBUIbHO C Na3epHbIMU NPUHTEpPaMu Apyrnx Tunos. Mone
PRINT paboTaeT Tonbko ¢ TeMn MaTpu4HbIMK NPUHTEPaMU, KOTOPbIE NoAAEpXKMBatoT KomaHay PassThrough.
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BHeapeHue komaHp npuHtepa PostScript B aokymeHT Word

Monb3oBaTenb MOXeT ynpaBnsiTb NPUHTEPOM, MOMECTUB COOTBETCTBYHLLME komaHabl PostScript B nons PRINT,
BCTaBMeHHble B TEKCT AokymeHTa. KomaHabl PostScript, BHeapeHHbIe B JOKYMEHT, BbINOMHAKOTCA B MOPSIAKE UX
BCTaBkuW. MicnonbayiiTe cneayoLwimn CUHTaKcuc:

{ PRINT \p O6r1acme "Komardsi " }

[ns BHegpeHHbIX KomaHa PostScript ucnonb3yeTtca cuctema KoopAauHart, ctTaHgapTHas ans a3bika PostScript:
Hadvano koopauHat (0;0) HaxoouTCs B HYXKHEM NEBOM YITly 3KpaHa, @ OCU KOOpAUHAT HanpasreHbl BBEPX U
Bnpago. [evictBre komaHa PostScript pacnpocTpaHsaeTcs Ha NnpeaBapuTenbHO ykadaHHy obnacTe. Havano
KOOpAMHAT NEePEHOCUTCS B HDKHWIA NEBbIN Yron obnactu OencTBuS.

AnemMeHT OnucaHune

\p Obnacmsb Onpepnenset obnactb AENCTBUSA NOCHEaYLINX
koMaHza PostScript. [Inst nony4eHns cnvcka
KOMaHA, NpeaHasHavYeHHbIX Ans onpeneneHus
obnacTn 4eNCTBUSI, HAXXMUTE KHOMKY 2

"KomaHob!" KomaHngpl PostScript. Ecnun aToT anemeHT coctout
N3 HECKOSbKUX CIOB, 3aKMOUYNTE Ero B KaBblYKW.

MpumeyaHue. YT06bI HaneyaTaTb PostScript noBepx TekcTa, Boibepute komaHay MapameTpbl B MEHIO
CepBuc, a 3atem yctaHoBuTe dnaxok Mevaratb PostScript noBepx TekcTa Ha Bknagke Mevatb.
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O6nacTtb gencteua komaHa PostScript

Hencteue komang PostScript, ykasaHHbix B none PRINT, pacnpocTpaHsieTcsl Tonbko Ha obnacTtb, onpeaeneHHyo
OOHOW M3 NepPeYUCIIEHHbIX HUXE KOMaHA,.

KomaHnpa O6nacTtb gencTBua

page TekyLasi cTpaHuua (Mcnomnb3yeTcs no
YMOMNYaHu1Io).

para Ab63au, cogepxawmii none PRINT; BbicoTa aToro
absaua gomkHa ObITb He MeHee 2,54 cm.

pic CnenyoLwmnin pUcyHOK, pacronoXeHHbIn nocne
nons PRINT B ab3aue, cogepxaliem 31o rnone.

Row TekyLasi cTpoka Tabnuubl.

Cell Tekywas sverika Tabnuubl.

[ns nony4YeHns cnvcka nepeMeHHbIX, onpeaeneHHbix Word ans ncnonb3oBaHus ¢ komaHgamu PostScript,
HaxmMuTe kHonky [l

KomaHpa «dict»

C nomouupbio komaHabl «dicty MoxHO cosaatk rpynny PostScript, cogepaluyto onpeaeneHns n npoueaypsl,
KOTOpble AOMKHbI ObiTb BbINOMHEHbI MO3AHEE Ha 3TON Xe cTpaHuue. He ncnone3yiite komangy «dict» ans
pucoBaHusi. B Word He onpefeneHbl nepemenHbie «wp$» ans komanabl «dicty. Kpome Toro, B Hem Herb3st
M3MEHUTb Ha4ano KoopauHar, obpesky n ocu.

Mpumevanunsa

e [lockonbKy TekcT n pucyHkn Word nevatarotcs Ha Tou xe cTpaHuue PostScript, yto n komanael PostScript, He
ncnonb3ynTe onepatopbl, copackiBatowme cpeny PostScript: banddevice, copypage, framedevice, grestoreall,
initgraphics, initmatrix, nulldevice, renderbands 1 showpage.

¢ [lonHoe onuncaHue A3bika nporpammupoBaHus PostScript gaHo B pykoBoacTBax PostScript Language
Reference Manual v PostScript Language Tutorial and Cookbook. O6e kHuru nogrotoeneHsl Adobe Systems,
Inc. n n3panbl Addison-Wesley Publishing Co., Inc.
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NMepemeHHble komaHAa PostScript

Word onpenensieT nepeMeHHble s UCNonb3oBaHWs ¢ komaHaamu PostScript, ykasaHHeiMu B none PRINT.
3HavyeHus nepeMeHHbIX BbIpaXalTcs B NMyHKTaX, KOTOpbIE SIBASIOTCA CTaH4APTHOW eguMHULIEN U3MepPEeHUs B
a3blke PostScript.

MepemeHHbIe AnsA Bcex rpynn
Hwxe nepeuncneHbl nepeMeHHble, 4OCTYNHble AN Beex rpynn komana PostScript.

MepemeHHas 3apaer

wp$y Beicota (Ha Bymare) obnactv gencreus
(cTpaHuubl, ab3aLa, CTPOKM UMK AYENKN,
cogepxatuen none PRINT, B 3aBMcMMOCTU OT
NCNonb3yemoro 3HaveHus aprymenTta Obrnacme).
Ecnu ncnonesyetcsa aprymeHT «\p picy,
nepemeHHas «wp$y» ykasbiBaeT BbICOTY
CrefyLLEero pucyHka, pacnonoXeHHOro nocne
nonst PRINT B ab3ale, cogepxalleM 3To nore.

wp$x BobicoTta (Ha Bymare) obnacTtu gencTeua
(cTpaHuubl, ab3aLa, CTPOKM UMK SYEKN,
copepxaten none PRINT, B 3aBucmocT ot
MCNonb3yemoro 3HavyeHus aprymenTta Obrnacme).
Ecnu ncnonb3ayetca aprymeHT «\p picy,
nepemeHHast «wp$x» ykasbiBaeT BbICOTY
crnepfywoLero pucyHka, pacnorioXXeHHoro nocne
nona PRINT B ab3aue, cogepxalluem 310 none.

wp$page TekyLwmin HoMep CTpaHULibI.

wp$fpage OTdhopmaTnpoBaHHbI HOMEP CTPaHWLbI
(cTpoka).

wp$date Tekywas narta (otpopmatupoBaHHas).

wp$time TekyLiee Bpems (0TchopmaTnpoBaHHOE).

wp$box MyTb, copepxalymn obnactb A4encTBUS.

MepeMeHHbIe Ans rpynn «page» U «para»

Hwxxe nepedncrneHbl nepeMeHHble, OOCTynHble anA obeunx rpynn.

MNepemeHHas 3apaer

wp$top BepxHee none (page); nHTepsan nepeg (para)
wp$bottom HwxHee none (page); uHTepsan nocne (para)
wp$left JleBoe none (page); neBbIvi OTCTYN (para)
wp$right MpaBoe none (page); NnpaBbIvi OTCTYN (para)

Hwxe nepedncrneHbl nepeMeHHble, OOCTYyNHbl€ TONbKO ANA rpynnbl «para.

MepemeHHas 3apaer
wp$first OTCTYn NepBon CTPOKM
wp$style Ctunb
Hwxe nepeuncneHbl nepeMeHHble, LOCTYMHbIE TONbKO ANS rPynMbl «page.
MepemeHHasn 3apaer
wp$col Yuncno KOMoHOK Ha cTpaHuue (MoXeT
pasnuyaTtbecs AN pasHblX pasnenos).
wp$colx LLnpuHa Kaxxgon KONoHKK.

Wp$colxb MHTepBan mexay KonoHkamu.
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Koabl nonen: PrintDate
{ PRINTDATE \@ "®opmat patbl/BpemeHn" }

BcTtaBka gaTbl M BpeMEHU MnocriefHen nevaTy JOKyMeHTa, ykasaHHbIX Ha Bknagke CTaTUCTUKa B AManoroBom
okHe CBowncTtBa (MeHio Pann).

Mo ymonyaHuio ncnonb3yTcsa hopmaThl AaThl U BpEMEHU, BbiOpaHHbIe Ha Bknagkax Bpemsa v [lata B okHe
CBOWCTB A3bIK U cTaHAapTbl Ha NnaHenu ynpasnexHus Windows.

AnemeHT OnucaHue
\@ "dopmar 3apaet copmat gatbl U BpEMEHU, OTNNYHBIN
Aatbl/BpemeHn” OT MCMNOnb3yemoro no ymonyaxuio. MNpu

Bblbope dhopmaTa B ANanNOroBoM OkHe
Mapametpbl nonsa (komaHga Mone, MeHto
BcTaBka) Word BcTaBnsieT COOTBETCTBYHOLLMIA
Kntoy doopmaTa aaTbl/BpeMeHu.

Ecnu HyxHbIn hopmaTt OTCyTCTBYET B
Avanorosom okHe MapameTpbl nons, BBeAnTE
ero B norne Koa nonsa camoctosTensHo. Ans
nonyyYeHns JONOSHUTENbHbBIX CBEAEHUIA O
dopmaTtax gaTbl/BpEMEHN HXKXMUTE KHOMKY

el
Mpumep

YT06bI HanevyaTaTb OAMHAKOBLIV TEKCT Ha KaXXO0W CTpaHuLe AOoKyMeHTa (Hanpumep «[JokymeHT: OTYeT 3a
okTs10pb 1996 roga; HanevataH: 08.11.96 B 16:45»), nomMmecTuTe CrieayroLmii TEKCT U NOMNS B BEPXHUI Uu

HWDKHWIA KONOHTUTYM:

OokymeHT: { TITLE }; HaneyataH: { PRINTDATE \@ "040.MM.IT B 4:mm " }.
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Koagb! nonemn: Quote
{ QUOTE "Tekcm " }
BcraBka YKa3aHHOro TeKCta B JOKYMEHT.

AnemMeHT OnucaHne

"Tekem" TekcT, nognexawmn BctaBke. Hannyne
KaBblYek siBNsAeTcs 00a3aTenbHbIM. TEKCT
MOXET cofepxaTb Mnobble nNons, kpome
AUTONUM, AUTONUMLGL, AUTONUMOUT
n SYMBOL.

Mpumep

Cnegytowiee none QUOTE, B koTopoe BnoxeHbl nons IF, = (Popmyna) n DATE, ne4yataeT Ha3BaHue
npegblayLiero mecsua. Hanpumep, ecnm TekylummM MecsiLem siBnsieTca deBparb, To OyaeT HanevyaTtaHo
«HBapby.

{ QUOTE 01.{IF { DATE\@ "M" } = 1 "12" " {= { DATE \@ "M" } -1 }" }.95\@ "MMMM" }
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Koabl nonen: RD
{ RD "Umsidatina "}

YkasbiBaeT dain, KoTopbI CreayeT BKOUYUTL Npy cOOpKe ornaeneHns unv npegMeTHOro ykasartens ¢
nomotybto nons TOC unu INDEX. MNepeg o6HoBneHnem nong TOC unu INDEX nonb3oBaTenb AomkeH
caMoCToATeNbHO 3a4aTh HavanbHble HoMepa CTpaHuL B dhavnax, ykasaHHbix ¢ noMoLubto nonen RD. 3HaveHne
nons RD He oTobpaxaeTcs B AOKyMeHTe. [onb3oBaTenb He MOXET CaMOCTOSATENIbHO pa3opBaTh CBA3b C NonemM
RD.

[NopsiAoK anemMeHTOB B KOHEYHOM LOKYMEHTe onpegendetcs nopsakom nonen RD. Mpeanonoxum, 4to dannsl
Chap1 1 Chap2 cogepxaT aneMeHT npegMeTHOro ykasartensi «s1brnoko» Ha nepBoK cTpaHuue, Npyu 3ToM
Hymepauus ctpaHuy, B anne Chap1 HaunHaetca ¢ 1, a B davine Chap2 — c 100.

MocnepoBaTtenbHOCTb PesynbraT
{ RD Chap2 } { RD Chap1} abrnoko 100, 1

{ RD Chap1 } { RD Chap2 } a6rnoko 1, 100

Onsa odopmneHus nons RD ncnonb3yetcsi CKpbITbIA TEKCT. YToObI YBUAETL 3TO NOME, HAXXMUTE KHOMKY
HeneuaTtaemble cumeonbl [,

AnemMeHT OnucaHne

"Uma®adina " Mms danna, KoTopblv crieqyeT BKIIYUTb Npuy
cOopke ornaeneHns unm NpegMeTHOro
ykasartens. Ecnv aToT napameTp Bknoyaet
AnvHHoe umsi hanna ¢ npobenamu,
3aknouuTe ero B KaBbluku. [pun 3agaHum nyTtu
ncnonb3ynTe ABOVHbIE OBpaTHbIE KOCble
YepTbl, HaNpuvep:

"C:\\Mowu pgokymeHTbI\\Manual.doc"
Mpumep

B naHHOM npumMmepe nonsd, BCtaBlieHHble B OOANH OOKYMEHT, COGVIpa}OT ornaerneHune, BKr4YarLllee 3aronoBkn U3
TpeX YKa3aHHbIX JOKYMEHTOB.

{TOC}

{ RD C:\\Manual\\Chapters\\Chapter1.doc }
{ RD C:\\Manual\\Chapters\\Chapter2.doc }
{ RD C:\\Manual\\Chapters\\Chapter3.doc }
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Koabl nonen: RevNum

{ REVNUM }

BcTaBka HoMepa pefakumm JOKyMEHTa, yKa3aHHOro Ha Bkraake CTaTMCcTUKa B AManorosom okHe CBoMcTBa
(MeHto ®Pann). 3TO CBONCTBO YKa3blBaET, CKOMbKO pa3 AOKYMEHT Obln COXpaHeH.

Mpumep

YT0ObI HaneyaTaTb OAMHAKOBBIN TEKCT Ha KaXX4oW CTpaHuue foKymeHTa (Hanpumep «OT4eT 3a okTabpb 1995
roga, Bepcusi: 12, HaneuataH: 08.11.95»), nomecTute crnegyoLwmii TEKCT U NOMSi B BEPXHUNA NN HUXKHUN

KONMOHTUTYN:
{TITLE}, pepakumsa: { REVNUM }, HaneuaraH: { PRINTDATE }.
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Koabl nonen: SaveDate
{ SAVEDATE \@ "®dopmar patbl/BpemeHmn"] }

BcraBka gaTbl M BpeMeHW NocnegHero CoxpaHeHns AOKYMEeHTa, yka3aHHbIX Ha Bknagke CtaTucTuka B
AvanoroBom okHe CBoncTBa (MeHto dawn).

Mo ymonyaHuio ncnonb3yTcsa hopmaThl AaThl U BpEMEHU, BbiOpaHHbIe Ha Bknagkax Bpemsa v [lata B okHe
CBOWCTB A3bIK U cTaHAapTbl Ha naHenu ynpasneHna Windows nnm Windows NT.

AnemeHT OnucaHue
\@ "dopmar 3apaet copmat gatbl U BpEMEHU, OTNNYHBIN
Aatbl/BpemeHn” OT MCMNOnb3yemoro no ymonyaxuio. MNpu

Bblbope dhopmaTa B ANanNOroBoM OkHe
Mapametpbl nonsa (komaHga Mone, MeHto
BcTaBka) Word BcTaBnsieT COOTBETCTBYHOLLMIA
Kntoy doopmaTa aaTbl/BpeMeHu.

Ecnu HyxHbIn hopmaTt OTCyTCTBYET B
Avanorosom okHe MapameTpbl nons, BBeAnTE
ero B norne Koa nonsa camoctosTensHo. Ans
nonyyYeHns JONOSHUTENbHbBIX CBEAEHUIA O

dopmaTax /J,aTbl/BpeMEHM HaXXMUTe KHOMKY
=,

Mpumep

Y106kl Hane4YaTaTb OAMHAKOBLI TEKCT Ha KaXaoW CTpaHuLe AoKYMeHTa (Hanpumep «[OKYMEHT COXpaHeH:
08.11.95 B 16:45»), nomecTuTe cnegyoLnii TEKCT U NOMS B BEPXHUA U HWXKHUIA KOMOHTUTYN:

HokymeHT coxpaHeH: { SAVEDATE \@ "O00.MM.IT B y:mm" }
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Koabl nonen: Seq
{ SEQ Mdenmugpukamop [3aknadka ] [Krroqu ]}

MocnepoBaTenbHasi Hymepaums rnmas, Tabnuu, pUCYHKOB M OpYrvx aNeMeHTOB AoKyMeHTa. B cnyyae
nobaBneHus, yaaneHusa unm nepeMeLLeHms anemMeHTa n cootseTcTaytoLlero emy nons SEQ obHoeneHve
ocTtanbHbIx nonen SEQ npueenet k nepeHymepaumm anemeHToB. Hoeoe none LISTNUM Takke BbINnonHaeT
aBTOMAaTUYECKYH HyMepaLmio, CyLLEeCTBEHHO YNpoLLas co3gaHne CroXHbIX HYMEpPOBaHHbIX CMUCKOB. Ans
nonyyenus ceeneHuii o none LISTNUM HaxmuTe kHonky [l

Mpolle Bcero BcTaBUTb B AOKYMeEHT nons SEQ, npeaHasHauyeHHble AnA Hymepauuy Tabnuul, pUCYHKOB U ApYyrux
3reMeHTOB, C NOMOLLbI0 KoMaHabl HazBaHue (MeHio BeTaBka). [1nst nonyvyeHns 4oNoNHUTENbHbLIX CBEAEHU
HaxMuTe kHonky L[l

Mpumevanue. [lone SEQ, nomeLleHHOE B KOMOHTUTYI, NPUMEYaHne U CHOCKY, He BIUSIET HA HyMepauuio,
OpraHn3oBaHHy ¢ nomoLubio nonen SEQ B TekcTe 4OKyMeEHTa.

AnemeHT OnucaHue

HdeHmugbukamop Mms, npuceoeHHOe Habopy areMeHTOoB,
nognexalumx Hymepauum (Hanpumep
«Tabnuua»). 3To UMSA AOIMKHO HAaYMHATLCA C
OyKBbI U MOXET cogepXaTb OyKBbl, LUdpbI 1
CVMMBOSbI NogYepkMBaHus. [InvHa MeHn He
JorxkHa npesblwatb 40 cMMBOMOB.

Baknadka MMsa 3aknagk, ykasbiBaloLLen 3NIeMEeHT B
nokymeHTe. Hanpumep, 4to6bl co3gaTthb
NepPeKPECTHYIO CChINKY HA PUCYHOK, MOMETLTE
none SEQ, cogepxaliee Homep 3TOro
pucyHka, 3aknagkon «Puc2y, a 3aatem BCcTaBbTe
none { SEQ pucyHok Pnc2 }.

Kntoun

\c lMoBTOpSieT NpeabiayLMin HoMep Ans
ykasaHHoro Habopa anemeHToB. Hanpumep,
TaknMm o0bpasoM MOXHO BCTaBWUTb HOMEP rMasbl
B BEPXHUI UIN HUXKHWUN KONMOHTUTYI.

\h He oToGpaxaeT 3Ha4YeHne nons. Takum
06pa3oM MOXHO co3aaTb MepeKpPecTHyLo
ccbinky Ha none SEQ, He nevatas
COOTBETCTBYIOLLMIA HOMEpP. Hanpumep, MOXHO
cocraTbCs Ha rnaBy, MMELLYH COOCTBEHHbIV
HoMep, He neyaTtas Homep rnasbl. Kntody \h
UrHopvpyeTcs npu Hanuuum krroya (\*).

\n BcraBnset crnegyrowmii Homep aAns
yKasaHHoro Habopa anemeHToB (UCnornb3yeTcs
Mo YMOMYaHuo).

\rn HaunHaeT Hymepauuto aNemMeHTOoB C
ykasaHHoro Homepa n. Hanpumep, { SEQ
pucyHOK \r 3 } HaUMHaeT Hymepaunio PUCYHKOB
C Homepa 3.

Mpumepsl

Ecnu ans ocpopMneHust 3aronoBKoB rnaB AOKYMEHTa HE UCMOMNb3YTCS COOTBETCTBYIOLLME BCTPOEHHbIE CTUMK,
Anst HyMepauum rmas MOXHO BCTaBuTb none SEQ B Hayane kaxaon rnasbl.

3HaueHune nons «naea { SEQ rmaBa }» byaeT BbirmsageTb Kak «[Mmaea 3».
Y106kl HaneYaTaTb HOMEP CTPaHMULbl B BEPXHEM WUIN HUXXHEM KOFIOHTUTYME, UCMOMb3ynTe Kntod \c:

3HadveHune nons «Ctp. { SEQ masga \c } - { PAGE }» byaet BbirnsaeTb kak «CTtp. 3-1».
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Koabl nonen: Set
{ SET 3aknadka "Tekcm" }

lMpucBauBaeT 3HayYeHne ykazaHHOW 3aknagke, Nocre Yero MMs 3Tol 3aknagku MoXHo ByaeT ncnonb3oBaTth B
Makpocax u gpyrux nonsx, Hanpumep IF. Ytobbl HaneyaTaTb 3Ha4YeHne 3aknagku, cregyeTt BCTaBUTb B JOKYMEHT
none REF vnnu ero kpatkyto dopmy.

AnemeHT OnucaHue

Baknadka Mmsa 3aknagkv, KOTOpow npuceBavBaeTcs
ykasaHHbIn Tekcm, Hanpumep «Hanory.

"Tekem" 3HauveHue, KoTopoe npuceamBaeTca 3aknadke.

TeKkcT AomKkeH ObITb 3akNioYeH B KaBblYKK; Ans
yucen KaBblYKM He ABNATCA 00A3aTenbHbIMMN.
Tekcm MOXET ObITb 3HAYEHUEM BINOXEHHOIO
nons.

Mpumepsbl

Ecnu B oTBeT Ha 3anpoc nons ASK nonb3oBartenb BeeaeT 3, 3aknagke «MonHaaCTonmocTby 6yaeT NpucBOEHO
yncnoBoe 3HadeHune 82,5. Kntoy uncnosoro doopmata AobaBnseT k pesynsraty 0603Ha4eHne LeHEXHON
eauHuubl. ObpaTuTe BHMMaHME Ha UCMONb30BaHWE KaBbliek B nepBom norne SET.

Mone

{ SET MNpopasey "OMmutpuin Kanayes" }

{ SET LleHa 25,00 }

{ SET Hanor 10% }

{ SET KonuuectBo " Beegute konnyecTtso:" } }

{ SET MNonHasaCroumocTs { = (LleHa * Konnyectro) * (1 + Hanor) } }

Pesynbrart

Wroro: { NonHasCronmocTts \# "#0,00 p." }
Cnacubo 3a nokynky!

{ MpopaseL }
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Koabl nonen: Skiplf
{ SKIPIF BeipaxeHue1 Onepamop BbipaxeHue?2 }

B cnyyae MCTUHHOCTM pe3ynbTaTta cpaBHEHUS ABYX BblpaXXeHWUI NEPEXoanT K crieayoLent 3annucy faHHbIX U
Ha4YMHaEeT HOBbIN COCTABHOW AOKYMEHT. B cnydae noXHOCTM pesynsrata NepexoauT K CreayoLwen sanucu
AaHHbIX, HE HAYMHAsi HOBbIV COCTaBHOW JOKYMEHT.

He pekomeHayeTcs ucnons3osats nons SKIPIF B Tekywen Bepcun Word. ['opa3go npolle BbInonHMTbL 0THop
3anucew faHHbIX, HaXkaB kHonky OT6op 3anucewn B ananoroBoM okHe CnusiHue (meHtio CepBuc).

[ns nony4eHus gononHUTenbHbIX cBeaeHuii o napamertpax nons SKIPIF HaxmuTe KHOMKy =],

Mpumevanunsa

e Ecnu B kKauecTBe 0AHOrO M3 BblpaxeHun ucnonb3yetcsa none MERGEFIELD, ero conepxmmoe 6epetca 3
TeKyLen (a He U3 crneayoLleit) 3anMcu AaHHbIX.

¢ [lone SKIPIF Henb3sa ncnonb3oBaTtb BMecTe ¢ nornem NEXT.
Mpumep

B cnepytowem npumepe aHanuanpyeTcsa cogepxumoe noss «3akas» TeKyU.l,eVI 3anucy gaHHblx. nsa sanucen, y
KOTOPbIX 3TO NMONe COAEPXKUT 3HaveHne, MeHbluee 100, cocTaBHOM OOKYMEHT He co3aaeTcA.

{ SKIPIF { MERGEFIELD 3aka3 } < 100 }
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Koabl nonen: StyleRef
{ STYLEREF MoenmugpukamopCmuns [Krroqu |}

BcraBka TekcTa, oTpopMaTMpOBaHHOMO C NOMOLLIbIO yka3aHHoro ctung. None STYLEREF, nomeweHHoe B
BEPXHUIA UMW HWKHWUIA KONIOHTUTYI, NevaTaeT NepBbli NN NOCregHUA Ha TEKYLLEN CTPaHULLE TEKCT,
0T(hOpMaTUPOBAHHBIN C MOMOLLIbIO YKa3aHHOIO CTUMSE, YTO NO3BOSISIET CO3AaBaTb KONOHTUTYIbI CIIOBApHOro Tuna.

AnemMeHT OnucaHne

HNdeHmucbukamop  Wma cTuns, KOTOPbIN CneayeT cnonb3osaTb

Cmunsa Ans popmaTupoBaHNs BCTABNEHHOIO TEKCTa.
OTOT CTUNb MOXeET GbITb cTUNem absaua unu
cumBona. Ecnu nmsa ctunsa cogepxmT
npobenbl, ero HeobxoAMMO 3aKYNTL B
KaBbIYKN.

Kntoun

\l BcTaBnseT He nepBbIi, a NOCNEeLHUI Ha
TeKyLlen cTpaHuue pparMeHT TekcTa,
0T(OpPMaTMPOBaHHbINA C MOMOLLBIO YKa3aHHOro
ctuns. MNMpu 3TOM NOUCK CTUMSI BbINOMHAETCSA
CHU3Yy BBEPX, a HE CBEPXY BHU3 (KakK Mo
YMOI4aHuio).

\n BcraenseT Homep anemeHTa, onpeaeneHHbIn
ANns HanpeHHoro ab3aua (npy ero Hanuuun).
Hanpwumep, ecnn ansa absaua onpegeneH
HOMep Ha3BaHusd, OyaeT BCTaBneH
COOTBETCTBYIOLLMIA HOMEP Ha3BaHMs.

\p OtobpaxkaeT B norne ero norioxxeHue
OTHOCUTEINbHO yKaSaHHOI7I 3aKknagku.

e Ecnu none STYLEREF HaxoguTtcsa B
OOKYyMeHTe [0 3aknajgku, otobpaxaetcs
CTpOKa «BblLLE».

e Ecnun none STYLEREF HaxogouTtcsa B
[OOKYMeHTe Mocne 3aknaaku,
oTOBbpaxkaeTcsi CTPOKA «HUKE».

e Ecnu none STYLEREF HaxoauTcs BHYTpY
3aknagku, NnossBmUTca cooblleHne ob

oLmbKe.
\r BcraBnsieT oTHOCMTENbHBIM HOMep ab3aua,
NMOMeYeHHOro 3aknaakon, 6e3 3aBepLuaroLLmnx
TOYEK.
\t Mpu ncnonb3oBaHum ¢ kntodamm \n, \r unn \w

noaasnseT BbIBOA CUMBOJIOB, HE ABMNSAIOLLIMXCSA
uncpamm u pasgenuTensiMu.
e Hanpumep, Nnpy UCNONb30OBaHUN 3TOMO
kntoya «Pasgen 1.01» 6ygeT BbirmaaeTb
KaK «1.01».
\w BcTaBnsieT nonHbIi Homep absaua,

NOMEYEHHOrO 3aKnaaKown.

Hanpumep, npu ncnonb3oBaHUM 3TOro Knkoya

HoMep ab3aLa, ccblfika Ha KOTOpbI BbIrMAauT

Kak «ii.», OyaeT HaneyaTaH Kak «1.a.ii».

MonoxeHne nonss STYLEREF B gokymeHTe onpepensieT HanpaeneHne nouncka ctuns. Onsa nonyveHus
[IOMOMHUTENbLHBIX CBEAEHIt HaxMuTe kHonky 2,

Mpumepbl

B cnepytoLem nprmepe nedvataeTcs COAEPXMMOE NEPBOro Ha TekyLleln cTpaHuue ab3aua,
0T(POPMaTMPOBAHHOIO C MOMOLLIO CTUMSA «3aronoBoK 3».



Mone
Ha paHHon ctpanuue: { STYLEREF "3aronosok 3" }

Pesynbrar
Ha pgaHHOWM cTpaHuue: YcTaHoBKa NporpamMmmbl

YTto6bl BBEPXY KaXAoW CTPaAHULIbI NEPEYHS YITEHOB OpraHu3aumm Obinn ykasaHbl nepBasi U NocrnegHas amunum,
HaneyaTaHHble Ha 3TOW CTpaHuue, oTdopMaTUpPYTE Kaxayto haMunuio ¢ NOMOLLbIO ONpeaeneHHoro CTUns
cvMmBona, a 3ateM nomecTtute Aea nons STYLEREF B BepxHuii KONOHTUTYN. [INa BCTaBkM nocregHen amunmu,
HaneyaTaHHOW Ha JaHHOW cTpaHuue, criegyeT gobasuTb kntod \I Bo BTopoe none STYLEREF.

Mone
{ STYLEREF "®amunua" } — { STYLEREF "®amunusa" \I }

PesynbraTt

Aranos — bopucos
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MNonoxeHne nona STYLEREF

MonoxeHne nonsa STYLEREF B fokymeHTe onpefensieT HanpaBneHne noucka cTuns u, crnegoBartenbHo, BNUSET

Ha TO, KaKoW TeKCT byaeT BCTaBneH.

MonoxeHune nons

BbinonHseTrca nouck

B Tekcte
OOKyMeHTa

B cHocke,
npuMeYaHnn nnu
KOHLIEBOW CHOCKE

B BepxHem unu
HIKHEM
KONoHTUTYne (BO
BpeEMS ne4vaTu)

B BepxHem unu
HVDKHEM
KONOHTUTYnNe (He
BO BpeMsi neyaTtm)
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Brnvkaiiwero TekcTta, NpeaLwecTByOLLErO MOS0
STYLEREF. Ecnu ctunb He 6yaeT HanaeH,
OyaeT BbINOMHEH NOMCK BnvkanLlero Tekcra,
crnegywoLwero 3a AaHHbIM Monem.

Brnwxaiiwero TekcTta, npeaLwecTByOLLErO
3HaKy CHOCKW UNu NpUMeYaHuns B TEKCTE
pokymeHTa. Ecnu ctunb He Byaet HanaeH,
OyaeT BbINOMHEH MOUCK Bnvxanwero TekcTa,
crnepfywLlero 3a 3HakoM CHOCKU Unm
npyMeYaHus.

OT Havana [0 KOHLLa TekyLLeln CTpaHumLbl.
Ecnu ctunb He 6ypeT HarigeH, novck bypet
NpOOOIMKEH OT Ha4ana TekyLlen cTpaHulbl 40
Hayana AOKYMEeHTa, a 3aTeM OT Hayana
crnepywLen CTpaHuubl 40 KOHLA JOKYMEHTa.
Ecnu yka3zaH kntod \l, nonck BbinonHAeTcs oT
KOHLLa CTpaHu1Lbl 40 Havana unm KoHua
OOKYMEHTa.

B pasgene, kOoTopbIi cogep>XuT none
STYLEREF (c Hayana pasgena). Ecnu ctunb
He Bynet HamgeH, nouck ByaeT NPOAOIHKEH A0
KOHLLa JOKYMEHTA.



Koabl nonen: Subject
{ SUBJECT ["Hosass mema "] }
BcTraBka TeMbl JOKYMEHTa, yKkazaHHOM Ha Bkragke [lokymeHT B auanorosom okHe CBonctea (MeHio daun).

AnemMeHT OnucaHne

"Hoeast mema " Heobsa3aTenbHbIN TEKCT, 3aMeHSA0LL A
cogepxumoe nons Tema B AnManoroBoM OkHe
CBoMcTBa A9 aKTUBHOMO AOKYMEHTa Unu
wabnoHa. [InnHa Tekcta MoXeT gocturatb 255
CUMBOJOB, TEKCT JOMKEH ObITb 3aKMo4YeH B
KaBbIYKN.

Mpumep

B cnepytowem npumepe none FILLIN ncnonb3yetcs ans sanpoca TeMbl BO BpEMs Neyatn JOKYMeHTa.
Yka3zaHHasa Tema OygeT HanevataHa B IOKyMeHTe 1 gobaBneHa B auanoroBoe okHo CBorcTBa (MeHo dain).

{ SUBJECT " { FILLIN "BBenuTte ornasrneHue gokymeHTa:"} "}
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Koabl noneun: Symbol
{ SYMBOL KodCumeona [Krnitouu] }

BcTtaBka ogHOro unm Heckornbkux cumeorioB Habopa ANSI. OgHako npolle Bcero BCTaBUTb CUMBOS C MOMOLLIbHO
koMmaHabl CumBon (MeHio BetaBka).

dopmat crmBona MoXeT ObiTb YKasaH C MOMOLLIbIO KIHOYEN Uy NPUMEHEH HENOCPEACTBEHHO K KOAY Morns.
dopmat crmBoOna, ykasaHHbIN C NOMOLLbIO Krtoyer, obnagaet 60MbLWLNUM NPUOPUTETOM.

AnemMmeHT OnucaHune

KodCumeona Cumson unu kog ANSI (BecaTuyHbIn nnm
LwecTHaguatepuyHbln). LlectHaguatepuyHbie
koAbl nmetoT cpopmat 0xn, To ecTb nepen,
LeCTHaauaTepUYHbIM YUCITOM N criegyeT
ykasaTb npedukc «0x» (nepBbii CUMBON —
HYNb).

Kntoun

\f "LWpugpm " HasBaHue wpudTa, cogepxallero cMmBeon,
KOTOpbIN CrieayeT BCTaBWTb, 3aKMiOYEHHoe B
KaBbl4ku. [1o yMonyaHuto ncnonb3syercs
WpKndT, NPUMEHEHHbIN K koay nons SYMBOL.

\h BcTtaBnsieT cumBon 6e3 uameHeHus
MEeXOYyCTPOYHOro nHTepearna absaua. Becraeka
00nbLIOro CMMBOSA C UCMNONb30BaHNEM
[aHHOrO Kova MOXET NPUBECTU K HAMOXXEHUIO
Ha npeabigyLme CTPOKU.

\s ryHKmbI 3apaeT pa3mep cumBona (B MyHKTax).
Mpumepsl
Ecnu ucnoneayetcs wpndT Arial Cyr, 3HayeHnem nons { SYMBOL 185 } 6yget cumBon «».
3HauveHunem nonsa { SYMBOL 211 \f "Symbol" \s 12 } 6yaeT cumBon , paamepomM 12 NyHKTOB.
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Koabl nonen: TC
{TC "Tekcm " [Knro4u ] }

OnpenensieT aneMeHT ornaeneHus, cnucka Tabnuy, cnucka unntocTpauuii u Tak ganee. Mone TC BcTaBnsieTcs
HemnocpeacTBEHHO Nepes TEKCTOM, KOTOpbIV criegyeT BKMHoUMTL B ornaeneHune. [ns c6opku ornaeneHus
npegHasHadeHa komaHaa OrnaBneHue U ykasatenu (MeHio BcTaBka), KoTopasi BCTaBNsSET B JOKYMEHT norne
TOC.

Onsa opopmneHus nons TC ncnonb3yerTcqd CKPbITbIN TEKCT. Yrtobbl yBUOETb 3TO NoJie, HAXXMUTE KHOMKY
HenevyaTaemble cumBoOnbI EL

AnemeHT OnucaHue

"Tekem " TekcT, KOTopbIn cneayeT BKIYNTb B
ornaeneHve Ans aHHOro arfieMeHTa.

Kntoun

\f MOeHmugbukamop MaeHTudmkatop cnucka, kK KOTopomy

OTHOCUTCS AaHHbIN 3NeMeHT; 0BbIYHO
bykBa («A» — «Z»). Hanpumep, 4Tobbl
cobpaTtb cnucok Tabnuu, BCcTaBsTe nepeq
kaxkgown Tabnuvuen none tuna { TC
"Tabnuua 1" \f t }, ncnonbays
naeHTUdUKaTop «t» TornbKo npu
onpeaeneHMn arieMeHToB crncka Tabnuy,.
Mo ymon4aHuio cunTaeTcs, YTo ANEMEHT
OTHOCUTCS K OFNaBeHUIo.

\I YposeHb YpoBeHb 3riEMeHTa OrnaBneHns.
Hanpumep, none { TC "Beog gaHHbIX" \I 4
} onpenenut anemeHT YeTBEpPTOrO
YPOBHS, 45151 0POPMIIEHNSI KOTOPOro B
cobpaHHOM ormaeneHun cnegyer
MCMNOMb30BaTb BCTPOEHHbIV CTUIb
«OrnaeneHue 4». MNo ymonyaHuio
3MNEeMEHTY NprcBanBaeTCsl NepBbIN

YPOBEHb.
\n He oTtobpaxaeT HomMep CTpaHuLbl ANs
[OaHHOrOo aremeHTa.
Mpumepbl
Mone O6pa3seu pe3synbsrara
{ TC "PucyHok 8" \fi } PucyHok 8 21
{ TC "PucyHok 9" \f i } PucyHok 9 24
{TC "MnaHeTbl" } MnaHeThbl 1
{ TC "Mepkypuin" \l 2 } Mepkypui 3
{ TC "Atmoccepa" \l 3 } ATmocdepa 4
{TC "Teonorna"\l 3 } leonorusa 6
{TC "BeHepa"\l 2 } Benepa 7
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Koabl nonen: Template
{ TEMPLATE [Kro4u | }

BcraBka nmeHun darina wabnoHa JOKyMeHTa, yka3aHHOro Ha Bknagke JJOKyMeHT B Auanorosom okHe CBoncTBa
(meHto dann).

Knroy OnucaHue
\p HobGaBnseTt nyTb K UMeHU cavina.
Mpumep

YT06bI HaneyaTaTb OAMHAKOBBIN TEKCT Ha KaXAon CTpaHuue AoKyMeHTa (Hanpumep «[JokymeHT: OTyeT.doc;
wabnoH: MNpoekT.doty), noMecTTe CneayroLmMin TEKCT U NOMS B BEPXHUN UAN HUXKHWIA KOMOHTUTYI:

OokymeHT: { FILENAME }; wa6bnoH: { TEMPLATE }
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Koabl nonen: Time

{ TIME \@ "®opmar gatbl/Bpemerun"] }

Bcrasnset Tekywee Bpemsa. Word Bctasnsiet none TIME npu HaxaTum kHonkv Bpems Ha naHenu MHCTPYMEHTOB
KonoHntutynel. Mo ymonyaHuio ncnonb3yetcst popmar BpemeHu, BolbpaHHbIn Ha Bknagke Bpems B okHe

CBOWCTB A3bIK U cTaHAapTbl Ha NaHenu ynpasnexHus Windows.

MpumeyvaHwue.

Ecnu npu ncnons3sosaHun komaHasl flata n Bpemsa (MeHio BetaBka) yctaHoBneH donaxok
BcTtaButb kak none, Word Bctasut none TIME. MNona DATE n TIME moryT oTobpaxaTtb aaty n/unv Bpems B
3aBVCMMOCTY OT yKa3aHHoro dpopmata. Hanpumep, ecnu B gnanorosom okHe [lata u Bpems 6yaet BoibpaH
dopmat «04.07.95 22:04», Word BctasuT none { TIME \@ "O00.MM.IT y:mm" }.

AnemeHT OnucaHue

\@ "dopmar 3apgaet copmat gatbl U BpEMEHW, OTNNYHBIN

patbl/Bpemern " OT MCMOnb3yemoro no ymonyaxuio. MNpu
BblbOpe dhopmaTa B ANanNoroBoM OkHe
MapameTpbl nonsa (komaHaa Mone, meHio
BcTaBka) Word BcTaBnsieT COOTBETCTBYHOLLMIA
Kntoy doopmaTa aatbl/BpeMeHu.
Ecnu HyxHbIN hopmaTt OTCyTCTBYET B
Avanorosom okHe MapameTpbl nons, BBEAnTE
ero B none Koa nonsa camoctostensHo. Ans
NonyyYeHnst AONOSNHUTENbHbBIX CBEAEHWUIA O
dopmaTtax Aatbl/BpeMeHN HaOXMUTE KHOMKY
X

Mpumepbl

Mone O6pa3seuy pe3ynsrarta

{TIME } 11:11 (B popmaTe, BbIGpAHHOM Ha

Bknagke Bpems B okHe cBONCTB A3blk
M CTaHAAPTbI Ha NaHenu ynpaeneHnst
Windows).

{TIME\@ "4AM/PM"} 11 AM
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Koabl nonen: Title
{ TITLE ["Hosoe Ha3saHue "] }

BcTtaBka Ha3BaHus OOKyMEeHTa, yKa3aHHOro Ha BKrnaake D,OKyMeHT B AManoroBoMm okHe CBouncrtBa (MeHIO
daiin).

AnemMeHT OnucaHne

"Hoeoe HazsaHue " Heoba3aTenbHbIN TEKCT, 3aMEeHSALLMIA
conepxumoe nona HassaHue B 41ManoroBom
okHe CBOMCTBA A5 aKTUBHOMO AOKYMEHTa
unu wabnoHa. AnuHa TekcTa MOXeT A0CTUraTb
255 cMMBONOB, TEKCT AOMKEH ObITb 3aKkntoveH
B KaBbIYKMW.

Mpumepbl

YT0ObI HaneyaTaTb OAMHAKOBBIN TEKCT Ha KaXX4oW CTpaHuue AoKyMmeHTa (Hanpumep «JokymeHT: OT4eT 3a
okTa6pb 1995 roga; HanedvataH: 08.11.95 B 16:45»), noMmecTUTe CneayoLMin TEKCT U NONS B BEPXHWUIA Unn
HWKHWA KONMOHTUTYI:

OokymeHT: { TITLE }; HanevataH: { PRINTDATE \@ "0A4.MM.IT B 4:mm" }.
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Koabl nonen: TOC
{ TOC [Knro4u ]}

C6opka ornasneHus 1 BCTaBka ero B AoKyMeHT. OrnaeneHne cobupaetcs U3 aneMeHToB, 0POPMIIEHHBIX C
NOMOLLbIO CTUNEN 3aronoBKOB UM MOMeYeHHbIX ¢ nomMoLbto nonen TC. MNMone TOC BcTtaBnsAeTcst KOMaHAOM
OrnaBneHune un ykasatenu (MeHio BetaBka).

MpumeyaHue. Ecnuv BCTaBka ornaeneHus, co3aaHHoro ¢ nomoubtio nona TOC, nuameHuna pasbvenve
[OKYMEHTa Ha CTpaHuLbl, MOBTOPHO OGHOBMTE 3TO Nore, YToObl 0TOGPa3nTL B OrNaBneHun NpaBusibHbIe HOMepa
cTpaHuu,.

Knou OnucaHune

\a deHmucgbukamop BkritovaeT B ornasneHue arnemMeHThl,
Ha3BaHWs KOTOPbIX NMPUCBOEHbI C MOMOLLBIO
komaHabl HasBaHue (MeHo BeTaBka),
onyckasi MOCTOAHHYI0 YacTb U HOMepa
Ha3BaHWI anemeHToB. B kavecTBe
napameTpa Kro4a JOomkHa ObITb yka3aHa
NoCTOsIHHasA YacTb Ha3BaHusA. Hanpumep,
ecnu cTpaHuua 12 cogepXxuTt HassBaHvne
«PwcyHok 8: Mepkypuiny, none { TOC \a
PrCyHOK } BKIHOYNT COOTBETCTBYHIOLLIMIA
anemeHT kak «MepKkypui............ 12».

[na nony4eHus cnucka, cogepallero
NOCTOAHHYIO YacCTb 1 HOMepa HasBaHUM
3M1EMEHTOB, UCMONb3YNTE KIHoY \C.

\b 3aknadka Mpn cbopke aHann3mpyeTcst TONbKO
chparMeHT JOKYMeHTa, MOMEYEHHbIN
YyKa3aHHOW 3aKnagKow.

\c "deHmugpukamop " BknodaeT B ornaBneHne pucyHku,
Tabnuukl, AnarpaMmmbl UnNu apyrue
3MEeMeHTbl, TPOHYMEPOBaHHbIE C MOMOLLBHO
nonst SEQ. Word ncnone3ayet nons SEQ
ANa HyMepaLuun 3NeMeHTOB, Ha3BaHUs
KOTOPbIX NPUCBOEHbI C MOMOLLbIO KOMaHAbI
HasBaHue (meHio BecTaBka). B kavecTtBe
napameTpa KIo4va JOoMmKHa ObITb yka3aHa
NOCTOsIHHAs YacTb Ha3BaHWs, KoTopasi
[OOrKHa coBnagaTh C MAEHTUdMKATOPOM B
none SEQ. Hanpumep, { TOC \c Tabnuua }
BKIIIOYMT B OrnaBreHve Bce
NPOHyMepOBaHHble Tabnuubl.

\f Udenmucgpukamop BkntoyaeT B ornaeneHue Tonbko nonst TC ¢
OOMHaKOBbIM MAeHTUMKaTopom (00bIYHO
6ykson). Hanpumep, { TOC \f t } BeinonHuT
cbopky ornaeneHusa n3 nonent TC tuna { TC
"OnemeHm " \ft}.

\I YposHu BkntoyaeT B ornasneHne Tonbko nonsa TC,
HOMEP YPOBHS! KOTOPLIX HE NpeBbILLaeT
ykasaHHbii. Hanpumep, none { TOC \I 1-4 }
BKMOYUT B ornaeneHune nons TC, KoTopbiM
COOTBETCTBYIOT YPOBHM C MEPBOIo Mo
yeTtBepTbIl. Monsa TC Gonee HMU3KMX
ypoBHel 6yayT onyLLeHsbI.

\n YposHu VcknovaeT 13 ornasneHus Homepa
CTpaHuUL, Ansi ANEeMEHTOB BCEX NN
ykasaHHbIX ypoBHen. Hanpumep, { TOC \n
3-4 } onyckaeTt HoMepa cTpaHuy Anst
3reMeHTOB TPETLErO 1 YETBEPTOrO
ypoBHel. UTo6bI BKIMHOUNUTL B CMIMCOK



\o "3azornosku"

\p "Pasdenumenu "

\s Mdenmugpukamop

\d "Pasdenumenu "

\t "Cmurnb, YposeHs,
Cmurnb, YpoeeHs,..."

HOMepa CTpaHuLL, yaanuTe aToT Ko,

BkntoyaeT B ornaBneHue 3arofioBku,
0hOpPMIEHHBIE C MOMOLLBI BCTPOEHHbIX
ctunen 3aronoskoB. Hanpumep, { TOC \o
"1-3" } BKNIOUUT B OrnaeneHne TornbKo
3arofnioBku, 0POPMITEHHBIE C NMOMOLLIbIO
BCTPOEHHbIX CTUMen «3aronoBok 1»,
«3aronoBok 2» 1 «3aronosok 3». Ecnun
AnanasoH ypoBHeN He yKasaH, B CMUCOK
OyayT BKMHOYEHbI 3aroflOBKM BCEX YPOBHEN,
ucronb3yemble B JaHHOM LOKYMEHTE.
[nana3oH ypoBHen JomkeH ObiTb 3aKnoyeH
B KaBbIYKM.

YkasbiBaeT CMMBOIbI, KOTOpbIE crieqyet
MCMoMb30BaTb ANS pasgeneHns anemMeHToB
1 HOMepOoB cTpaHuy. Hanpumep, none

{ TOC \p "---" } n3obpaxaet anemMeHThbl B
Buge «Beopg tekcta---53». o ymonyaHuto
ncnonb3yeTcst CUMBON Tabynaumm ¢
3anonHeHnem Todkamu. MNonb3oBarens
MOXeT yka3aTb 40 5 CUMBOMOB, KOTOpbIe
AOIKHbI BbITb 3aKMNOYEHbI B KaBbIYKM.

BkntoyaeT 4ONONHUTENbHBIA HOMEP
(Hanpumep HomMep rnaBsbl) Nepes HOMEPOM
cTpaHuubl. [maBbl unu gpyrne anemMeHTbl
OOMKHbI ObITb NPeaBapUTENBHO
NpOoHyMepoBaHhbI ¢ nomoLbto nons SEQ.
MapameTp KnoYva JormkeH coBnagaTb C
noeHTudgpukaTtopom B norne SEQ.
Hanpumep, ecnv nepes 3aronnoBkoM
KaXgow rnaebl OyaeT BCTaBNeHO none

{ SEQ rnaBa }, Homepa cTpaHuL, B
ornasnennn, cobpaHHOM nonem

{ TOC \o "1-3" \s rmaga }, OyayT BbIrmsgeTb
Kak «2-14», rae «2» — HoMep rnasbl.

Mpu ncnonb3oBaHWK C KOYOM \s
yKasblBaeT YMCIO CMMBOIIOB (40 NATH),
KOTOpbIE CrieyeT MCNomnb30BaTh A
OTAENeHNst JOMOMHUTENBHOIO HoMepa
(Hanpumep HoMepa rnaebl) OT HOMepa
cTpaHuubl. CuMBONbI AOMKHbI ObITh
3aKMYeHbl B KaBblvku. 1o ymonyaHuto
ncnonb3yetcsa aeduc (-). B ornaesnexHuy,
cobpaHHom nonem { TOC \o "1-3"\s rmaea \
d ™"}, Homepa rmae 6yayT oTaeneHbl oT
HOMEPOB CTPaHWL, ABOETOUMEM (:)
(Hanpumep «2:14»).

BkntovaeT B ornaeneHune absaupl,
0POpPMIIEHHbIE C MOMOLLLI HECTAaHOAPTHbIX
ctunen. Hanpumep, { TOC \t "yactb,1,
rnaea,2" } BKMoYUT B ornaeneHne absaubl,
0POpPMIEHHbIE C MOMOLLLI CTUMNEN «4aCTby»
1 «rnaea». Homep nocne nmeHn Kkaxgoro
CTUNSA yKa3blBaeT ypOBEHb 3MIEMEHTa
OrnaBneHnsi, COOTBETCTBYIOLLENO 3TOMY
cTUNIo.

[ns BKNOYEeHUS B OrnaenexHne un
BCTPOEHHbIX, U HECTaHOAPTHbIX CTUMNEN
MO>XHO OJHOBPEMEHHO MCMosb30BaTh
Kno4m \o n \t.



\w He yoansiet cumBonbl Tabynaumm ns
3NEeMEHTOB OrnaBneHus.

\Xx He yaandaeT CMMBOJI1bl pa3pbiBa CTPOKU N3
9J1IEMEHTOB OrnaBlieHna.

Mpumepsl

Mone Pesynkrar

{TOC} Bce 3aronoBku, 0popmneHHbIe C
NMOMOLLIbIO BCTPOEHHBIX CTUMEN
3aronoBKOB.

{ TOC \b Yactb1 \o "1-3" } Bce 3aronoBku, opopmMneHHbIe C
MOMOLLIbIO BCTPOEHHBIX CTUIEN
«3aronoBok 1», «3aronoBok 2» n
«3aronoBok 3y», pacnonoXeHHble BO
dparmeHTe JOKyMeHTa, MOMEYEHHOM
3aknagkon «Yactb1».

{TOC \c "Tabnumua" } Tabnuubl, Ha3BaHWS KOTOPbIM
NMPUCBOEHLI C MOMOLLbIO KOMaHbl
Ha3BaHue (MeHio BeTaBka).

{TOC\m} AnemeHTbl, noMeyeHHble nonsamu TC,
copepXawmmm Ko «\f my.
Hanpumep, anemMeHT, noMeYveHHbIN
nonem { TC "Mocksa" \f m }, 6ynet
BKIMIOYEH B CMUCOK, @ NMOMEYEHHbIN
nornem { TC "KueB" \I 3 } —- HeT.
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Koabl nonen: UserAddress
{ USERADDRESS ["Hosnil adpec "] }

BcraBka agpeca nonb3oBaTensi, ykazaHHoro Ha Bknagke Monb3oBaTenb B Ananorosom okHe MapameTtpbl
(meHto CepBuc).

AnemMmeHT OnucaHune

"Hoeeili adpec " BcTaBnsieT gpyron agpec BMecTo ykazaHHOro
Ha Bknagke Monb3oBaTtens. [ins pasveLleHns
afpeca Ha HECKOMbKNX CTPOKaX UCNOMb3ynte
knaesuwm ENTER n SHIFT+ENTER.
Copepxumoe Bknagku Nonb3oBartenb He
MEHSIETCS.

Mpumepbl
B cnepytowmx npumepax none USERADDRESS ucnonb3yeTcs Ans BCTaBku obpaTHoro agpeca.

Mone O6pasewl pesynsrarta

{ USERADDRESS } Cepren MNeTtposuy MNnartos
112233 Mocksa
CeBepHblii NpocnekT

a. 12, kB. 24
{ USERADDRESS "112233 Hatanbsa BacunbeBHa JleToBa
Mocksaq| 112233 Mockea
112233 Mockeaf 0o BocTpeboBaHus

0o BoctpeboBaHus" | }
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Koabl nonen: Userlnitials
{ USERINITIALS ["Hossle uHuyuansi " }

BcTaBka MHMLMaNoB nonb3oBatens, ykasaHHbIX Ha Bknaake Monb3oBatensb B AvarnoroBom okHe MapameTtpbl
(meHto CepBuc).

AnemMmeHT OnucaHune

"Hoeble uHuyuarnsi" BcTaBnsieT gpyrve nHuumansl BMECTO
yKa3aHHbIX Ha Bknagke Nonb3oBaTenb.
Cogoepxumoe Bknagku Nonb3oBaTtens He
MeHseTcs.
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Koaobl nonen: UserName

{ USERNAME ["Hoseoe ums " }

BcTaBka uMeHU nornb3oBaTensi, ykazaHHoro Ha Bknaake Monb3oBartens B AvanoroBom okHe MapameTpbl (MeH0
CepBuc).

OnemeHT OnucaHune

"Hoeoe ums " BcTaBnseT gpyroe umMs BMECTO yKa3aHHOro Ha
Bknagke Monb3oBatenb. Cogepxumoe
Bkrnagku NMonb3oBaTenb He MeHseTcs.
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Koabl nonen: Database
{ DATABASE [Krtouu 1}

BcraBnsieT pesynbsrart BeIMOMHEHNs 3anpoca no 6ase AaHHbIX B Tabnuuy Word. Ecnv uucno cronbuos
npesbiwaeT 31, pesynsraTt BbINONHEHUs 3anpoca opopMnseTcs B Buae cTonbLos, pa3aeneHHbiX CMMBONaMm
Tabynsaunun. NMone DATABASE conepxut Bce cBefeHunsi, Heobxoaumble Ansi NOAKMIYeHUs K 6a3e AaHHbIX U
BbINonHeHus 3anpoca SQL. [1ns noOBTOPHOro BbIMOMHEHUS 3anpoca cnedyetr 06HOBUTL 3TO Mone.

Mone DATABASE BcTtaBnsieTcsi kKHonkovi BctaButb 6a3y AaHHbIX C naHenu UHCTpymeHToB Ba3bl
AaHHbIX.

Knou OnucaHune

\b "Cymma" YkasblBa€eT, kakme atpmbyTbl hopmarTa,
3ajaHHOro ¢ nomoLbio kntoya \l, cnegyet
npuMeHnTb K Tabnuue. Ecnum kntou \I nycr,
3HayeHwue kno4a \b 4OomkHO paBHATLCA 16
(ABTonoabop). 3HayeHne aToro Knoya
ABSIETCSH CYMMOW NEepPeYNCIIEHHbIX HIKE
3Ha4YeHuN.

3Ha4yeHue AnemeHT hopmara

0 Hwyero

1 paHuubl

2 3anuBeka

4 Wpudt

8 LiBet

16 AsTononbop

32 CTpok 3aronoeka

64 MocnegHen cTpokn
128 MepBoro cTonbua
256 MocnegHero ctonbua

Hanpumep, ecnu ykazaHbl kntoum «\I "3" \b
"11"», K Tabnuue ByoyT NpUMEHEHbI TOMNbLKO
atpubyTbl «JIuHUMY, «3anmBka» u «Lipet»
dopmarta, 3agaHHOro ¢ NomoLLbto krtoya \l.

WHCTpYKLUMM NO NOAKIMOYEHUIO K aHHBIM.
Hanpumep, 3anpoc no guanasoHy siYeek KHUru
Microsoft Excel moxeT cogepxaTb
MHCTpyKumMm \c "DSN=MS Access Databases;
DBQ=C:\\Data\\Sales93.mdb; FIL=RedISAM;".

\d "Umadadna " Nms dparina 6a3bl 4aHHBIX U MYTb K HEMY.
Wcnonb3ayeTtca ans Bcex 3anpocos no 6asam
AaHHbIX, KPOME 3anpocoB k 6a3am JaHHbIX
SQL nocpeactsom ODBC. lNpu 3agaHumn nytu
MCMonb3ynTe ABOWHbIE 06paTHbIE KOCble
YepThbl, HANpUMep:

"C:\\Data\\Sales94.mdb".

\c "lNodknroyeHue

\f "Homep " YkasblBaeT HoMep NepBomn 3anucu AaHHbIX,
KOTOpYlo criegyeTt BCTaBWTb, Hanpumep \f
"2445"

\h Wcnonb3yeT umeHa nonen 6a3bl 4aHHbIX B

Ka4yecTBe 3arofloBKOB CTONOLOB Tabnuupl.

MpumeHsaeT dhopMaTt M3 AManoroBoro OkHa
ABTodhopmat Tabnuubl (MeHo Tabnuua) K
pesynesraTy BbINOMHEHNS 3anpoca no 6ase
OaHHbIX. 3Ha4YeHue Kr4va CoOoTBETCTBYET
dopmarty, BbibpaHHOMY B 3TOM A1aroroBoM
OKHe. Ecnv aTOoT KNnkoY ucnonb3yeTcs, a Knod \b
-- HeT, Word BCcTaBuT HedpopmMaTUpoBaHHyo

\I "®opmam



Tabnuuy.

\s"SQL" WHcTpykumm SQL. Heobxognmo BCTaBuTb
ob6paTHyto Kocyto 4epTy (\) nepen kaxaoon
KaBbIYKOW, BKMIOYEHHOW B MHCTPYKLMK.
Hanpumep, nHCTpyKumm Ansa 6a3sbl AaHHbIX
Microsoft Access MoryT BbIrMsiAeTb
cnegyowmum obpasom:
"select * from \"Customer List\"".

\t "Homep " YkasbIBaeT HOMep NocneaHern 3anmcu aHHbIX,
KOTOPYIO CrieayeT BCTaBUTb, Hanpumep
\t "2486".

Mpumep

Cnegytolee none BCcTaensietcs komaHaon basa aaHHbIX (MeHo BecTaBka) npu BbINONHEHMM 3anpoca no 6ase
AaHHbIx Microsoft Access nocpeactesom ODBC:

{ DATABASE \d "C:\\Data\\Sales93.mdb" \c "DSN=MS Access Databases; DBQ=C:\\Data\\Sales93.mdb;
FIL=RedISAM" \s "select * from \"Customer List\" " \f "2445" \t "2486" \| "2" }
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Koabl nonen: FileSize
{ FILESIZE [Kntouyu ] }

BcraBka pa3mepa caiina gokymeHTa (B 6avitax), ykazaHHOro Ha Bknagke CratucTuka B AManoroBOM OKHE
CBoucTBa (MeHo dain).

Knroy OnucaHue

\k OTtobpaxaet pa3mep dainna B KbaviTax,
oKpyrnas ero Ao Grnivbkanilero Lenoro vyvcna.

\m OTtobpaxaet pa3mep dainna B MbainTax,
OKpyrnsis ero fo brnivkaniliero Lenoro Yymcna.

Mpumepbl

Mone Pesynbrar (pa3smep davna: 2 084 228 6anT)

{ FILESIZE \k } 2084 Kbant

Kbant 2 M6awt

{ FILESIZE \m }

M6awiT
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Monsa dopm

{ FORMCHECKBOX }
{ FORMDROPDOWN }
{ FORMTEXT }

371K nong BCcTaeBnAlT B hopmy hnaxok, nore co CMckoOM Unu TEKCTOBOE None COOTBETCTBEHHO. [Monb3osaTento
He paspeluaeTcsi CaMOCTOATENbHO BCTABMAATL UM U3MEHATL 3TW nons. [N nx BCTaBku criegyeT MCNofb3oBaTh
komaHay Mone cdopmbl (MeHio BeTtaBka) nnu kHonkn ®dnaxok, Mone co cnuckom 1 TekcToBOE none Ha
naHenu nHcTpymeHToB ®Mopmbl. N5 UsMeHeHUst aTMX Nonen crneagyeT ncnone3oBaTth kKHOMKy MapameTpbl nons
cbopMbI Ha NaHeNn NHCTPYMEHTOB POpPMbI.

MpumevaHue. [Ons co3gaHus popm yaobHo ucnonb3oBath 06bekThl ActiveX. Heobxogumele ceeaeHns
cogepxarcs B cnpaBoyHoun cucteme Microsoft Visual Basic ana npunoxernun. Ecnu ata cnpaBoyHas cucrema He
YCTaHOBIEHA, YCTaHOBUTE €€ C NMOMOLLIbIO NPOrpaMMbl YCTAHOBKMU.
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Koabl nonen: Index
{ INDEX [Krto4u 1}

C6opka NpegMeTHOro ykasaTensi U BCTaBka ero B JOKyMeHT. [pegMeTHbIN yka3aTenb cobupaeTcs U3 311eMEHTOB,
nomeyeHHbIx ¢ nomoulsto nonen XE. MNMone INDEX BcTaBnsieTca komaHgon OrnaBneHue u ykasaTtenu (MeHo
BcTaBka).

Knou OnucaHune

\b Baknadka Mpu cbopke aHann3npyeTcs TONMbKO
dparMeHT JOKYMEHTA, NOMEYEHHbI
yKasaHHOM 3aknagkon. Hanpumep, none
{ INDEX \b ®parmeHT } cosgact
npeaMeTHbIN ykasaTenb Ans dpparmeHTa
[OKYMEeHTa, MOMEeYEHHOro 3aKnagKkon
«PparmeHT».

\c KornoHKu CospaeT npegMeTHbIN yKasaTterb,
COCTOSILLIMI M3 HECKOMbKMUX KONMOHOK (A0
yeTbipex). Hanpumep, none { index \c 2 }
€034acT MHAEKC, COCTOALMNIA N3 ABYX
KOMOHOK.

\d "Pazdenumenu " Mpun ucnonb3oBaHMK C KNOYOM \s
yKasbIBaeT YMCO CMMBOSOB (80 NATH),
KOTOpble CrieayeT UCnonb3oBaTh AN
oTAeneHust AOMNONHUTENbLHOr0 HoMepa
(Hanpumep HoMepa rnasbl) OT HOMepa
cTpannubl. CUMBObI JOMKHBI ObITh
3aKIO4EHbI B KaBblvky. Mo ymonyaHuto
ncnone3yertcsa geduc (-). B npeameTHom
ykasartene, cobpaHHom nornem { INDEX \s
rmasa\d " : "}, Homepa rnas GyayT
oTAerneHbl OT HOMEPOB CTPaHuL,
asoeToumem (:) (Hanpumep «2:14»).

\e "Pasdenumenu" YKkasblBaeT CUMBOIbI, KOTOpbIe cneayeT
ncnonb30BaThb Ans pasaeneHus
3MEMEHTOB U HOMEPOB CTPaHULL.
Hanpumep, none { INDEX \e "; " }
nsobpaxaeT anemeHThbl B Buae «Beog
TekcTa; 3». Mo ymonyaHmio ncnonb3ayoTcs
3anaTas u npoben (, ). Monb3oBatens
MOXET yKa3aTb 40 5 CUMBOIOB, KOTOpPbIE
OOIMKHbI ObITb 3aKNIOYEHbI B KaBbIYKU.

BkntoyaeT B NnpeAMeTHbIN yKasaTtenb
TONbKO 3NEMEHTbI yKa3aHHOro Tuna.
Hanpumep, npegMeTHbI ykasaTensb,
cobpaHHbin nonem { INDEX \f "a" }, 6ynet
copepXaTtb TOMNbKO 3NIEMEHTbI,
nomeyeHHble nonsmu Tuna { XE "Beog
Tekcta" \f "a" }. Mo ymonuaHuto B
npeaMeTHbIV yKkasaTernb BKIoYaTCs
TOMbKO 3NEMEHThI TUNa «I».

\g "Pa3denumenu " YKkasblBaeT CUMBOIbI, KOTOpbIe cnegyeT
MCMonb30BaThb Afs pasfeneHus
AnanasoHoB cTpaHuu. Mo ymonyaHuto
MCnornb3yeTcs KopoTkoe Tupe ().
Monb3oBaTenb MOXET ykasaTb 40 5
CYMBOJI0B, KOTOpbIe AOMKHbI ObITb
3akntoyeHbl B kaBblyki. Hanpumep, none {
INDEX \g " : " } nsobpaxaet anemeHTbl B
Buae «lounck Tekcta; 3 : 5».

\h "3aezomnosok " BcTaBnsaeT TeKCT, 0pOpMNEHHbIV C

\f "Mdenmucbukamop '



MOMOLLIbIO CTUMS «3aronoBoK yKasatensy,
mexay andaBUTHbIMK rpynnamm
npeaMeTHOro ykasartens. OTOT TeKCT
[OIkeH ObiTb 3aKMHOYEH B KaBbIYKW.
Hanpuwmep, none { INDEX \h "—A—"}
n3obpaxkaeT COOTBETCTBYHOLLYHO OyKBY
nepeq Kaxaon andasuTHON rpynnown
npegmMeTHOro ykasarens. Ytobbl BcTaBuTh
MyCTYt0 CTPOKY MEXAy rpynnamu,
ncnonb3ywTe nycTble KaBblvku: \h ™.
YkasblBaeT CUMBOIbI, KOTOpbIE crieayet
ncnonb3oBaTh AN pasgeneHns HoMepos
cTpaHuu,. o ymonyaHuio ncnonb3ayotcs
3anaTas u npoben (, ). Monb3oBatens
MOXeT ykasaTb 40 5 CMMBOMOB, KOTOpbIe
OOMKHbI BbITh 3aKMNOYEHbI B KaBbIYKU.
Hanpumep, none { INDEX\I " nnn "
n3obpaxkaeT anemeHThl B Buae «Beog
TekcTa, 23 unn 45 nnn 66x».

\p "fuanasoH " BkntoyaeT B npeaMeTHbIN yKasaTenb
TONbKO 3NEMEHTbI, HaUMHAIOLLMECs C
yKasaHHbIX OykB. Hanpumep, npeaMeTHbI
ykasaTtenb, cobpanHbivi nonem { INDEX \p
a-Mm }, 6ynert cogepxaTtb TOMbKO
3MeMEeHTbI, HaumHarwmecs ¢ Byks «A» —
«M». YTOBbI BKMOYMTL B NPEOMETHbIN
yKasaTenb dfleMeHTbl, HaYMHaKLWwmecs He
¢ 6ykB, ncnonb3ynTe BOCKIULATENbHbIN
3HaK (!). Hanpumep, npegmeTHbIN
ykasarenb, cobpaHHbIii nonem { INDEX \
p !--T } Oynet cogepxartb 3NEMEHTbI,
HaumHatoLwwmecs ¢ 6ykB «A» — «T», a
Takke Nobbix cneumarnbHbIX CUMBOIOB.

\r Pa3meluaeT 4ONONHUTENbHbIE 3NIEMEHTbI
Ha TOW XKe CTPOKe, YTO U OCHOBHBbIE.
[BoeToums (:) OTAENSAOT OCHOBHbIE
3MNEeMEHTbI OT JOMONMHUTENbHbIX, @ TOYKU C
3anaTbiMu (;) pasgensoTt
JononHUTeneHble anemMeHTbl. Hanpumep,
none { INDEX \r } nsobpaxaet anemeHThbl
B Buae «TekcT: BBopA 5, 9; BcTaBka 2;
yaaneHue 15».

\s BkntovaeT 4ONOMHUTENbLHBI HOMEP
(Hanpumep Homep rnaBbl) Nepesa
HOMepOM CTpaHuubl. [MaBbl unu apyrve
3MeMeHTbl AOMKHbI ObITb
npeaBapuTeribHO MPOHYMEPOBaHbI C
nomotybto nona SEQ. Mo ymonyaxuio
ucnonb3yetcsa geduc (-). Ans nameHeHus
pasgenutens ucnonb3ymnTe krod \d.

\I "Pasdenumenu "

Mpumep

Mone { INDEX \s rmaBa \d "." } cobnpaeTt npeaMeTHbIN yKa3aTenb ANs MaBHOIMO AOKyMeHTa. Kaxablii BNOXEHHbIN
AOKYMEHT SIBNAETCA [MaBoW; 3aronoBku mas cogepxat nons SEQ, ocywecTtensowme nx Hymepauuio. Koy \d
OTAENsET HOMepa rMnaB OT HOMEPOB CTPaHWL, TOYKOM (.). MpeamMeTHbIV ykasaTenb, COOpPaHHbIN TaknuM Monem,
OyneT BbIrMSAETb cneaylowum o6pasom:

ApuctoTens, 1.2

ATmocdepa
3emns, 2.6
Mapc, 2.6



Onutep, 2.7
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Koabl nonen: MergeSeq
{ MERGESEQ }

Moacyet uncna 3anuceit AaHHbIX, YCNELHO CINTBIX C OCHOBHbIM AoKyMeHTOoM. Word HauvHaeT HymepaLuio
3anmcen ¢ 1 Npu KaXkaom CIUSHUN JOKYMEHTOB. 3TOT HOMEP MOXEeT OTNNYaTLCA OT 3HaYEeHWs, BCTaBNEeHHOro
nonem MERGEREC.

Mpennonoxmm, YTo CrMAHMIO NOANEXAaT TONbKO 3anucu ¢ ecaTon No Aeaguatb naTywo. [Ana nepson (T. e.
pecaton) 3anucu none MERGESEQ HanedvataeTt 1, a none MERGEREC — 10.
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Kogbl nonen: Private
{ PRIVATE }

CopepxuT cBefleHNs 0 IOKyMeHTax, NnpeobpasoBaHHbIx 13 apyrux popmatos. Word Bctaensiet none PRIVATE
npu npeobpasosaHuu hopmaTta anna n NnoMeLLaeT B HEro AaHHble, Heobxogumble Ans obpaTtHoro
npeobpa3oBaHus.

Onsa odopmnerus nons PRIVATE ncnonb3yeTcst CKPbITbIN TEKCT, MOSTOMY OHO He BMUSAET Ha MakeT AOKYMEHTa
Word. YTtobbl ybpaTb 3TO none ¢ akpaHa, OTKMIUYNTE PEXUM OTOBPaXXeHUsI CKPbITOrO TeKCTa B AOKYMEHTE.
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Koabl noneun: Section

{ SECTION }

BcTtaBka HOMepa TeKyllero pasgena.
Mpumep

YUTobbl HaneyaTaTb HOMepa cTpaHuL B gopMaTe «CTp. 4 pasgena 2» Ha Kaxgon cTpaHuLe AOKYMeHTa,
NOMecCTUTE criegytoLLme Nnons 1 TEeKCT B BEPXHWA NN HDKHWIA KOTTIOHTUTYI:

C1p. { PAGE } pasgena { SECTION }
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Koabl nonen: SectionPages
{ SECTIONPAGES }

BcTtaBka uncna ctpanuy B pasgene. Hymepau,vm CTpaHWL, B KaXXOOM pasfene AomkHa HadmHaTtbes ¢ 1.

Mpumep
YT00ObI HaneyaTaTb HoMepa cTpaHuy, B opmate «CTp. 4 n3 29» Ha kaxaoun cTpaHuLe AOKYMEHTa, NOMecTuTe
COOTBETCTBYIOLLME MONS U TEKCT B BEPXHUMA MW HUXKHWIA KOMOHTUTYI:

Ct1p. { PAGE } u3 { SECTIONPAGES }
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Koabl nonen: XE
{ XE "Tekcm " [Knro4u ] }
Onpe,qeneHme anemMeHTa npeaMeTHOro ykasarens.

Ona odopmnerust nonst XE ncnonb3yeTcsl CKPbIThIA TEKCT, MO3TOMY OHO He oToGpaxaeTcs B AokymeHTe. YTobbl
yBUAETb 3TO none, HaxmuTe kHonky HeneuaTtaemele cumeonil [,

AnemMmeHT OnucaHune

"Tekem " TekcT anemeHTa, KOTOpbIN criefyeT BKOYUTb
B NpegMeTHbIN yka3aTenb. YTtobbl onucatb
[OMNONHUTENbHbIN ANEMEHT, BBEOUTE TEKCT
OCHOBHOTO 3fIeMeHTa, ABOEeToUME (:), a 3aTem
TEKCT AOMNOMHUTENbHOIO 3NeMeHTa.

Kntoun

\b Vcnonb3yeTt nonyxmpHoe HayepTaHue ans
odopMIeHMst HOMEPOB CTpaHuL,
COOTBETCTBYIOLUMNX AAHHOMY 3NEMEHTY B
npegMeTHOM ykasartene. Hanpumep, none { XE
"Beopg Tekcta" \b } n3obpas3unt anemeHT B BUae
«BBop TekcTa, 23». Ecnun onncaHne ctuns,
ncnonb3yemoro Ansi oopMIIEHNS ANEMEHTOB
NnpeaMeTHOro yKasaTtens, yXXe CoOOAepXuT
MONy>XUPHOE HayYepTaHne, oHO ByaeT CHATO
Kntovom \b.

\f"Tun ™ OnpenenseT Tvn aneMeHTa (Mo YMONYaHuto
«i»). Hanpumep, none { XE "Beog Tekcra" \f "a"
} BydeT BknoveHo B NpegMeTHbIN yka3aTerb,
cobpaHHbin nonem { INDEX \f "a" }.

\i Mcnonb3yeT KypcrBHOE HayepTaHue Ans
0hOpMIIEHUST HOMEPOB CTPaHWL,
COOTBETCTBYIOLUMNX AAHHOMY 3NEMEHTY B
npegMeTHOM ykasartene. Hanpumep, none { XE
"Beopg Tekcta" \i } nsobpasuT anemeHT B BUAE
«BBop TekcTa, 23». Ecnn onucaHne ctung,
ncnonb3yemoro Ansi ohopMIIEHNS ANEMEHTOB
NpeaMeTHOrO yKasaTtens, yXXe COOAepXuT
KypCUBHOE HavyepTaHue, OHO ByaeT CHATO
Knto4om \i.

\r 3aknadka BcTaBnsieT BMeCTo Homepa CTpaHuLbl
[OMnanasoH CTpaHuLl, NOMEYEHHbIN yKasaHHOW
3aknagkon. Hanpumep, none { XE "Beoa
TekcTta" \r BBoaTekcTa } n3obpasut anemeHT B
Bnae «Beog tekcra, 20-25».

\t "Tekcm " BcraBnseT ykasaHHbIN TEKCT BMECTO HOMepa
cTpaHuubl. TeKCT AOMmKeH OblTb 3aKMiO4eH B
kaBbl4kn. Hanpumep, none { XE "MNpaska" \t
"CM. iameHeHwne" } BKNoYnT B NPeaMETHbIN
ykasarenb anemeHT «[lpaska, Cm.
MameHeHney.
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Koabl nonen: Data
{ DATA Qalin[aHHbix [Palin3azonoska | }

B nepBbix Bepcusix Word 310 none BCTaBNSANOCb B OCHOBHOM JOKYMEHT CIUSHUS A1 YKa3aHUsl UICTOYHMKA
AaHHbIX. [ocne npucoegMHEHMS NCTOYHMKA AaHHbIX Norne ucyesaeT ¢ akpaHa. MNMone DATA He ucnonb3yetcs B
Word Bepcumn 6.0 nnmn 6onee no3gHen n He MOXET OblTb BCTaBMNEHO C NOMOLLbIO koMaHAbl Mone (MeHto
BcTtaBka). [lokyMeHTbl, co3aaHHble npeabiaywmnmmn sepeusammn Word n ucnonbaytowme nons DATA, 6yayt
pabortaTb NpaBuUrbHO.

Mpumeyvanue. [Mone DATA MOXHO UCMOMb30BaTb TOMILKO B HA4Yane OCHOBHOIO AOKyMeHTa cnusiHusl. OHO He
MOXET ObITb BNOXEHO B ApYroe nore.

AnemMmeHT OnucaHune

Qatin/jaHHbIX Vmsa charna nctodHuka gaHHbeix. Ecnn
OCHOBHOW JOKYMEHT CMUSHUSI U UCTOYHUK
OaHHbIX HaXoOATCS B pa3HbIX kaTtanorax,
Heobxooumo Takke ykasatb nyTb. Mpu
3aaHu1 NyTU NCMNOMb3YyNTe ABONHbIE
obpaTHble KOCble YepTbl, Hanpumep:

C:\\Lists\\Clients.doc.

Qaltin3azonoeka Wms darina MCTOYHMKA 3aronoBka M nyTb K
HeMmy.
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Koabl nonen: = (Popmyna)
{ = ®opmyna [3aknadka ] [W "Yucnoeoli popmam”] }

Bbluncnenue 3HayeHus mateMaTnyeckon oopmynbl. [ns BctaBku nonst = (PopmMyna) B Tabnuvuy MM OCHOBHOWM
TEKCT JOKYMEHTa MOXHO MCrnonb3oBaTth komaHay ®opmyna (meHio Tabnuua).

CoseTt. [lpu Hanuuum aneKkTpoHHoW Tabnuubl (Hanpumep Microsoft Excel) npolue BHeapuTb B JOKYMEHT BECb
FINCT UNK ero YacTb, YeM Ucnonb3oBaTb none = (Popmyna) B Tabnuue.

AnemMmeHT OnucaHune

®opmyna BbipaxeHue, cogepxallee gonyctumoe
coyeTaHue vucen, 3aknagok, cogepxaLymx
yucna, nonem, 3Ha4eHMeMm KOTopbIX ABMSIOTCA
yucna, oneparopos U PyHKUNIA. BeipaxeHue
MOXET CChINaTbCA Ha COAEPXXUMOE SYeeK
Tabnuy 1 3HayeHns, Bo3BpallaemMble

OYHKUMAMM.
Y106bI NONY4YUTH
cBefeHus o HaxmunTte KHONKy
Onepatopax =l
DYHKUMAX )
Ccbinkax Ha Tabnuubl [l
Baknadka Nms 3aknagku, KOTOpPON NOMeYeHbl O4HO UMK
HECKOMNbKO 3Ha4YeHuN.
\# Yucnosoli YkasblBaeT cnocob oTobpakeHUsi Nony4eHHoro
¢opmam pesynsTara: YMcro 3HakoB B ApobHOW YacTy,

crnocob oTobpaxeHns oTpuLaTeNbHbIX YUCEN U
T. N. Ansi nony4eHns JONOMHUTENbHbIX
cBEEHNIA HaXMuTe KHonky (&l
Mpumepsl
B cnepytowem none ykasaHHOE YMCMO BbIYUTAETCH M3 3HAYEHUHA, NOMEYEHHOro 3aknaakon «Mpubbinby. Kniou
yncnoBoro copmarta AobaBnsaeT K pesynsraty CMMBOI OEHEXHOW eQuHNLbI.
{ = MpunbbINb-29897,62 \# "# ##0,00 p." }
Cnepytouyee none = (Popmyna) BbIYMCNAET NOMHOE YMCNO CTpaHuL, B AOKYMEHTE, Hymepauuns CTpaHuL, KOTOpPoro
HaunHaeTcs ¢ 47; pesynsraT nsobpaxaerca B Buae «Ctp. 51 ns 92».
Ctp. { PAGE } u3 {= (47 - 1) + { NUMPAGES } }
B cnepyrowmx npumepax ncnonb3dyeTcs cogepxumoe gyeek Tabnuu,. 1o ymonyaHuio ncnonb3yeTcs Coaepxmmoe

sveek Tabnuubl, cogepxalle none = (Gopmyna). [Ana cebinku Ha gpyrne Tabnuubl criegyeT ncnons3osatb
3aKknagku (CM. Huxe).

Mone Pesynkrart
{=SUM(ABOVE) } CymMMa 4ucen B sidelike,
(B suelike TabnMLbI) pacrnonoXXeHHON Haf 3TUM Monem, 1

BCEX PaCMONOXEHHbIX Hag HEW

fAYyenkax 0o Havana ctonbua unu
nepBow NyCTON Unu coaepaLlen
HegonyCTUMOE 3HaYeHME SYENKM.

{ = (Tabnmua3 C3) } Coaepxxmmoe s4eriku, HaxogsLencs
Ha nepeceyYeHnn TPETbEN CTPOKMN U
TpeTbero crtonbua Tabnmubl,
NoMeYeHHON 3aKnaaKown
«Tabnuua3y.

{ = MIN(Tabnuua3 A1:D3) } HaunmeHbLuee 13 3HavyeHun,
PacrnonoXeHHbIX B NEPBbIX YeTbIpex
AYenkax NnepBbIX TPEX CTPOK
Tabnuubl, NTOMEYEeHHOW 3aKnaaKown
«Tabnuua3y.
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MaTemaTtnyeckue onepaTtopbl N onepaTopbl CpaBHeHUA

B none = (®opmyna) AonycTUMbI MOBbIE COMETaHMS 3HAaYEHW 1 CReayoLLMX MaTeMaTUYecKX onepaTopos 1
onepaTopoB CPaBHEHUS.

Onepatop OnucaHue

+ CnoxeHune

- BbluntaHue

* YMHOXeHue

/ Oenexnve

% BblyncneHve npoueHToB
A CTteneHn 1 KopHU

= PaBHo

< MeHbLUe Yem

<= MeHbLue nnbo paBHo
> BonbLlue yem

> = BonbLwe nubo paBHO
<> He paBHo
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PyHKUMN, UCcnonb3yeMble nonem = (Popmyna)

B none = (Popmyna) MOXXHO MCMOMNb30BaTb 3HA4YEHUS], BO3BPALLAEMble NepevncrieHHbIMU Huke PyHKumMaMmn. Ans
PYHKUMI C NYCTbIMK CKOBKamMu JOMNyCTMMO Moboe YMCNO apryMeHTOB, pa3aeneHHbIX ToYKamm € 3anaTbimu ().
AprymeHTbl MOTYT GbITb YMcrnamu, opMynamm Unu MMeHaMm 3aknagok.

MpumevaHune. Ccbinku Ha AYerikn Tabnuubl 4ONYCTUMbI B KA4ECTBE apryMEHTOB CNEAYoLWMX QPYHKLUMRA:
AVERAGE(), COUNT(), MAX(), MIN(), PRODUCT() n SUM().

DyHKLMA BosBpaljaet

ABS(x) AbconioTHoe 3HayeHre Yucna unm opMyrbl
(6e3 3Haka).

AND( x;y) 1 (uctnHa), ecnn o0b6a nornyeckme BolpakeHus
X W Y UCTWHHBI, nin O (Noxb), ecnn XoTd Obl
OOHO M3 HUX MOXHO.

AVERAGE( ) CpepHee 3Ha4YeHU, BKITHOYEHHbIX B CMIUCOK.

COUNT() Yuncno aneMeHToB B CMMCKe.

DEFINED(x) 1 (UCTMHA), ecnn BbIpaXxeHne X A0NyCcTUMO,
unu 0 (NOXb), €CNN OHO HE MOXET ObITh
BbIYMCINEHO.

FALSE 0 (Hynb).

IF(x;y;2) Y, €Cnu ycrioBne X UCTUHHO, UMK Z, eCrin OHO
MOXHO. ¥ U Z MOTYT ObITb YMCNamMu unm
CTpOKamu.

INT(x) Llenas yacTb uncna nnu 3HaveHus popmyrnbl
X.

MIN() HaumeHbluee 3HayeHue B crnmcke.

MAX( ) Haunbonbluee 3Ha4eHne B CrnCKe.

MOD(x;y) OcTaTok OT genexHns x Ha y.

NOT(x) 0 (NoXb), ecnu NorMyeckoe BblpaxeHune X
WCTWHHO, 1 1 (MCTMHA), €CrN OHO NOXHO.

OR(x;y) 1 (nctuHa), ecnu xoTsi 6bl OAHO U3 ABYX
NOTNYECKMX BbIPAXEHUIA X N Y UCTUHHO, unn 0
(noxb), ecnvu 06a OHM NOXHbI.

PRODUCT() MpousBeneHne 3Ha4YEHWIN, BKITHOYEHHbIX B
cnucok. Hanpumep, dyHKuua
{=PRODUCT (1;3;7;9) } Bo3BpaLaet
3HayeHne 189.

ROUND(x;y) 3HayeHune X, OKpYriieHHoe A0 YKa3aHHOro
JecaTnyHoro paspsaa (). X MoXeT ObITb
YUCIIOM NN 3Ha4YeHnem PopMyrbl.

SIGN(x) 3Hak yucna: 1 (ecrm x > 0) unm -1 (ecnn x <
0).

SUM() Cymma 3Ha4yeHun nnm opmyn, BKMOYEHHbIX
B CMMUCOK.

TRUE 1.
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Mouck c¢pannoB (nporpamma)

[ns noucka annoB Ha CETEBOM WM XECTKOM [AUCKE UCMONb3ynTe AnanoroBoe okHo OTKpbITUE AOKYMeHTa
(meHto ®damn). MNownck darina MoXeT NPON3BOAUTLCH NO UMEHM, TUMY, AaTe NOoCneaHEero U3MeHEHNs1, No HanM4n
B hanne onpeaeneHHoro TekcTa unm no ykasaHHblM CBoMCTBaM dharna. Ytobbl HanTu hann no 3agaHHbIM
CBOWCTBaM, Hanpumep, N0 UMEHN aBTopa, TEMEe UK 3arofoBKy, Ui N0 CBOMCTBAM, HE OTHOCSLLMMCS K TEKCTY,
Hanpumep, Mo gate co3gaHus, crnegyeT HaxaTb kHonky OT6op. CBoricTBamu dhaina Ha3biBaOTCA CBEAEHNS,
yrpoLyaroLme ero Nouck, Takne Kak onncaHue, UMs aBTopa, Tema, KInodeBble CroBa U T. M.

HekoTopble cBOMCTBa, HanpuMep pa3Mmep davina, gata co3ganunst U Bug darina, LobaBnsaoTcs aBToMaTU4ecku
npwu coxpaHeHumn danna. [lononHuTenbHble CBOMCTBA harna, Hanpumep, onNnnucaHue n KnveBble CrioBa,
O0QHO3HAYHO ero onpegensioLime, MOXHO BBECTU BPYyYHyt0. C MOMOLLBIO 3TUX CBEAEHUI BnocneacTsmun dann
OyneT nerye HanTu.

Ycnosus, ncnonb3dyemMble B npouecce nonucka cbaﬁna, MO>XXHO COXpPaHWUTb, a Takke U3SMEeHUTb Unun yaanuTtb.

[na yckopeHus nomcka darvina ¢ NoMOoLLb0 Ananorosoro okHa OTKpbITUE AOKyMeHTa Kk nporpammam MS Office
npunaraetca cnyxebHasa nporpamma Mowuck channos. [insa ee 3anycka aBaxabl LWenkHUTe 3Ha4ok Mounck

c¢annos Ha naHenu ynpasneHns Windows. B aToi nporpaMmme Ansi yCKOPEHUs Momcka cosaaroTcs
WHOEKChl MO CoAepXKaHuio u/unv no ceorncTeam. [ns nonyyeHus AONONHUTENbHBLIX CBEAEHWI 00 MCNONb30BaHUK
3TOW NporpaMMbl UCMonb3ynTe KOMaHabl MeHlo CnpaBKa B AvanoroBom okHe Mowuck channos.

CwM. Takxe

(=] Mouck daiinos

e [Nowuck ¢haninos no ceoncTeam

e CoxpaHeHue yCNnoBMIin Novcka

(=] VameHeHWe coXpaHEeHHbIX YCIOBWI NOUCKa
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Mouck dannos

1 HaxmuTe kHonky OTKpbITH ;

2 M3 cnucka Manka BbiGepuTe AUCK, HA KOTOPOM NPEACTOUT BbIMOMHUTL MOUCK.
3 B cnuncke nanok ABaxabl WENKHUTE Ha3BaHWe narku, B KOTOPOW NPeACcTOUT NPOn3BeCTy Nouck danna.
[INsi Nony4YeHns CBEAEHWIA O BbIMOMHEHNN NOMCKA CPasy B HECKOMbKMX Nankax HaxmuTe kHonky 2,

4 B nons rpynnbl HanTtu ¢phannbl, orBevarowme ycnoBuaM BeBegunTe JONONHUTENbHbIE YCIOBUA.

[ns nonyyeHus ceeeHNii 0 NoBOM napameTpe HaXMUTE KHOMKY C BOMPOCUTenbHLIM 3Hakom [l a satem
LLENKHUTE 3TOT napamMeTp.

5 YTt0oObl NOUCK BbINOMHANCHA BO BCEX noaKartanorax BbleneHHbIX Nanok, 1 Ha 3KpaH BbIBOOWIICA CMUCOK Nanok,

B KOTOpPbIX ByaeT oBHapyXeH NCKOMBIN (hairn, HaxxmuTe KHonky KomaHabl n pexumsl , a 3atemM
Bblibepute komaHay NMpocMoTpeTb BNOXeHHbIe Nanku.
6 YT06bI OpraHn3oBaTh novck darina no cneuuanbHbIM UM HETEKCTOBLIM CBOWCTBAM, HAXXMUTE KHOMKY
OT60p.
[ns nony4yeHus ceeneHuii 06 MCNonb3oBaHWM AUanoroBoro okHa PacluMpeHHbI nouck annoB HaxmnTe
kHonky [,

7 HaxmuTe kHomKy Hantu.
Urtobbl npepBaTth NOUCK, HAXMUTE KHOMKY OCTaHOBUTD.
CoBeT. YT06bI MCNONBL30BaTL A8 NONCKA HYXXHOTO halna yxe NMeloLLMecs napameTpbl MOUCKa, HAaXXMUTE

KHOMKY KomaHgbl u pPeXumbl
npeacTouT ncnonb3oBaTth.

, a 3aTeM Bblbepute komaHay MpaBuno oréopa 1 MM Npasuna, KOTopoe
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CoxpaHeHue ycnoBui noucka

NS BEINOMHEHWUS 3TOW onepaumn HeobxoaAMMO NpeaBapUTENbHO OTKPbLITL AManoroBoe okHo OTKpbITUe
AOKYMeHTa 1 BBECTU YCMNOBWS NOUCKa.

1 B guanoroBoM okHe OTKpbITME [OKYMEHTa HaXmuTe KHOMKy OT60p.

2 BbiGepute komaHay CoxpaHUTb.

3 B none Umsa Habopa ycnoBuii BBeauTe MMSA AN TekyLlero Habopa ycrnosuii.
CoBet. [Ins daiinoB MOXHO UCMOMNb30BaTh ANNHHbIE (80 250 CMMBOMOB) MMeHa, BKNoyatoLme npobensbi.

MmeHa dannos MoryT MMeTb onucaTesbHbIA XapakTtep.
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MU3meHeHue COXpPaHeHHbIX yC.ﬂOBVII7I MOUCKa

1 HaxmuTe kHonky OTKpbITH ;

Haxmute kHonky OT60p.

Haxmunte kHonky OTKpbITh.

Bbibepute nmsa Habopa ycrnoBuii noncka, noanexawmnx N3MEHEHU0, U HAXXMUTE KHONKY OTKPbITh.
B rpynne Hantu channbl, oTBevatowme Habopy ycnoBui Beibepute ycrosue, KOTopoe TpebyeTcs
W3MEHUTb, U HAXXMWUTE KHOMKY YAanuTb.

MapameTpbl yaaneHHoro ycrnoBus NosiBATCA B NONAX rpynnel YenoBue. YTobbl BOCCTAHOBUTL yaarneHHoe
YCINoBMe, HaXXMUTE KHoMKy [lob6aBuUTb.

abhwbd

YUTtob6bl OTMEHUTB BCE YCMNOBWS NMOMCKA U HAYaTb MOUCK 3aHOBO, C BbIGUPAEMbIX MO YMOMYaHMIO YCNOBUNA,
HaxmuTte kHonky Copoc.

BBeauTte HoBble YCroBUs Movcka B Nons rpynnel YcrnoBue.
HaxwmuTe kHonky [lo6aBuUThb.

Haxmute KHOMKY COXpaHMTb, BBEeANTE MMA COXPaHAEMOro yCrnoBua NonUCKa N HaXXMUTE KHOMKY OK.

© 00 N O

HaxmuTe kHonky [a, 4Tobbl 3aMeHUTL CTapoe yCrnoBre Noucka HOBbIM.

YTto6bl NPUCBOUTE U3MEHEHHOMY YCMOBUIO ApYroe UMs, BBEAUTE HOBOE UMS U Haxmute kHonky OK.

{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"cohowChangeSavedSearchCriteriaA":1:"Foo":"Invisible"}



Mouck cpannoB no cBoMcTBam

1 HaxmuTe kHonky OTKpbITH ;

2 M3 cnucka Manka BbiGepuTe AUCK, HA KOTOPOM NPEACTOUT BbIMOMHUTL MOUCK.
3 B cnuncke nanok ABaxabl WENKHUTE Ha3BaHWe narku, B KOTOPOW NPeACcTOUT NPOn3BeCTy Nouck danna.
[INsi Nony4YeHns CBEAEHWIA O BbIMOMHEHNN NOMCKA CPasy B HECKOMbKMX Nankax HaxmuTe kHonky 2,

4 B none TekcT (CBOMCTBO) BBEAMTE CIOBA OOQHOMO U3 CBOMCTB MCKOMOrO daina.
YT06bI OpraHn3oBaThb NOMCK CIIOBOCOYETaHNS, HAanpumep «S06M0YHbIV NMMPOr», 3aKMoYMUTE €ro B KaBblYKU.
5 YT06bI MOMCK BLINOMHANCS BO BCEX NofKkaTanorax BblAeneHHbIX Nanok, ¥ Ha aKpaH BbIBOAWIICS CNUCOK Narok,

B KOTOPbIX ByaeT oOHapy>XeH NCKOMbIN dhains, HaxmuTe kKHornky Komanabl U peXxumbl
Bblbepute komaHay NMpocMoTpeTb BNOXEHHbIE NanKu.

, d 3aTeM

6 YT06bI OpraHn3oBath novck darina no cneuuanbHbIM UM HETEKCTOBLIM CBOMCTBAM, HAXXMUTE KHOMKY
OT60p.

UTo6bI NONy4mnTh CBEAEHNS 06 MCNONL30BaHNM AUANOroBOro okHa OT60pP AOKYMeHTOB, BhibepuTe 2,
7 Ytobbl Ha4YaTb NOWCK, HaXXMKUTE KHoMKy HanTu.

YT006bI NpepBaTh NOUCK, HAXXMUTE KHOMKY OCTaHOBUTb.
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Mouck dpannoB no cneunanbHbIM UM HETEKCTOBLIM CBONCTBaM

1 YT100bI OTMEHUTBL BCE yCcnoBuA Nnoncka n Ha4atb NOUCK 3aHOBO, C BbI6MpaeMbIX no ymMon4yaHuto ycnosmﬁ,
HaxMuTe kHonky C6poc B ananoroBom okHe OTGOpP AOKYMEHTOB.

2 BseauTe ycrioBus noucka B nons CeonctBo, OTHOLWEHMe 1 3HaYeHue rpynnsl Ycnosus.

=l MHCTRYKLMK
3 Haxmute kHonky [lo6aBUTB.

4 YT06bl BBECTM JOMNOMNHUTENLHBIE YCMOBUS, ycTaHoBuTe donaxok U unu UMW v nostopute waru 2 u 3.

CoBeT. BBefeHHble yCroBUsi MONCKa MOXHO COXPaHUTb, HaXxaB KHOMKY COXpaHUTb.
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YcnoBus noucka B AManoroBoM OKHe «OT60p AOKYMEHTOB»

JocTynHble OTHOLEHMS 3aBUCAT OT BbiOpaHHbIX CBOWCTB darina. [Inst HEKOTOpPbIX OTHOLLEHWI HEO6X0ANMO
yKasaTtb 3HadeHue. Ecnu BbiGpaHbl CBOMCTBO U OTHOLLEHME, U Norne 3HavyeHue JOCTYMNHO, 3HaYeHe Heobxoanmo
BBECTW.

B none 3HauyeHne MOryT NnpucyTCTBOBaTh HECKOMNbBKO BapMaHTOB 3Ha4YeHWI, pa3geneHHsle onepatopamm U un
WUNW. Hanpumep, 4ToObI HaTK chalnbl, aBTOPOM KOTOpbIX sBnsietca Mapusa unm MeaH, BbibepuTe CBOMCTBO
ABTop B none CBomncTBO. Boibepute oTHOLWEHNE copaepXuT B none OTHolleHue, a 3aTeMm BBeamTe Mapusa unu
UBaH B none 3HavyeHue. Ecnv mexay 3HavyeHUsaMKU ocTaBneH npoben, OH paccMaTpuBaeTCs Kak onepaTop u;
Hanpumep, 3HadeHnss Mapusa UBaH B none 3HavyeHue JaloT Takow e pesynesrart, kak Mapus unu UBaH.

[nsa TeKcToBbIX nonen

B none 3HayeHue A5 OTHOLLEHUI COAEPXUT U coBnagaeT (TOYHO) C MOXHO MCMONb30BaTb NOACTAHOBOYHbIE
3Hakun. 3Hak ? 0003HaYaeT OAMH HEM3BECTHbIN CUMBOI, 3HaK * 3aMeHSAEeT HeonpeaeneHHoe YMCno CUMBOSIOB.
Hanpumep, K?T MoxeT 0603Ha4YaTb 1 «KOT», U «KUT»; a K*T AaeT B pe3ynbraTe noucka crnosa «KoT» u
«KalanoT».

[N YNCNOBbIX 3HAYEHUN

YT0Gbl NPUMEHWUTL OTHOLLEHVE YUCHO B AMana3soHe OT... 40..., BBeauTe B none 3HavyeHue [Ba 4ncna,
pasgerieHHble CIIOBOM M (TpaHuLbl AvanasoHa). Hanpumep, Beegute 1 n 5.

Ona part

YT0ObI NPUMEHNTL OTHOLLEHME B NH060€e BpeMsi C... NMO... B norne 3HayeHue, BBEAWNTE NEPBYIO U MOCNEAHION
Aarty, pasgeneHHble cnosoM U. Hanpumep, seeante Mapt 1, 1996 n Mapt 30, 1996.
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YcnoBus noucka, ucnonb3yemsble B none «ma dannar»

B none Ums danna B guanorosom okHe OTKpbITUE AOKYMeHTa (MeHio Pain) MOXHO UCNonb3oBaThb
cnegyoLmne ycrnoBums novcka gannos.

Tun Mpumep

HenonHblie nmeHa YT106bI HaTK BCe dhainbl, B UMEHU

cdannos KOTOPbIX COOEPXUTCA CITIOBO
«obnacTb», BBEAUTE obnacThb.

PaclumnpeHus nveH Beegute *.txt, 4tobbl BoIGpaTL BCE

cannos TeKkcToBble hannbl.

[NogcTtaHOBOYHbIE YT06b! BEIOMPATL TONBLKO (hannbl,

3HaKu Ha3BaHWEe KOTOPbIX KOHYAETCS CITOBOM

«obnacTb», BBeauTe *obnacTtb.
YT106b! HaTK MMeHa dannos ¢
HECKOINBbKMMU BapyaHTaMy HanucaHust
cnoBa, Hanpumep, «KoNnTbl» K
«KenTbINy, BBEAUTE X?NTbIN.
3Be3gouyka (*) 3ameHseT
NPOM3BOSIbHOE KONMYECTBO CUMBOJIOB,
a BOMPOCUTENbHBIN 3HaK (?) — TOMNbKO
OfVH.

MonHbI NyTh Beegute c:\House finances\Property
taxes in 1995. Ecnu ykasaTtb B none
OVCK, pecypc vnu narnky, JaHHbIe B
none Manka aBTomaTnyecku
o6HoBnsioTCS, B nore Uma danna
OCTaeTcs TONbKo UMs dpanna, a ann
OTKpbIBaETCS.

Heckonbko nyTen Beeaute c:\House finances;c:\My
work documents. Nyt 4OMXKHbI ObITb
pasgeneHbl ToYKaMu C 3ansiTow.

Anpec UHTepHeTa YTt06bI BOMTU Ha cepBep VIHTepHeTa

UNW CeTU UHTPAHET, BBeaUTe aapec
URL (toneko FTP u HTTP), Hanpumep,
ftp://ftp.microsoft.com nnun
http://www.microsoft.com.

CoBeT. YT06bI MCNOMNbL30BaTh NOBTOPHO BBEAEHHYIO paHee 3anucb, Bbl6epVITe ee 13 cnucka Umsa tpaﬁna.
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YnaneHue coxpaHeHHbIX YCIIOBUIA noucka

1 HaxmuTe kHonky OTKpbITH ;

2 Haxmute kHonky OT60p.
3 HaxmuTte kHomky OTKpbITh.
4 BbligenvTe Habop 1 HaxXMuTe KHOMKY YAanuTb.
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CopTtupoBka cnucka cannos

1 HaxmuTe kHonky OTKpbITH ;

2 HaxmuTte kHonky KomaHAabl U peXuMbl ; a 3ateM BblbepuTe komaHay CopTupoBka.

3 BbibepunTe HyXHble napameTpbl COPTUPOBKY.
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MpocmoTp hainnoB u3 pasHbIX Nanok B 0O4HOM CNuUcCKe

1 HaxmuTe kHonky OTKpbITH ;

2 HaxmuTe kHonky KoMaHAbI U peXxumbl ; a 3aTem Bblbepute komaHay MpocMoTpeTb BNOXEHHbIe
nanku.
3 HaxmuTte kHornky KoMaHAbl U peXuMbl ‘ a 3atem BblbepuTe komaHay Moka3aTb 6e3 CTPYKTYpbI.
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PaspelueHne BONpocoB: NOUCK U OTKpbITUE (painnoB

| davin, HaxoaaWMIACA B Nanke Unu Ha gucke, oTobpaxaeMom B ANanoroBom okHe « OTKpbITUE JOKYMEHTay,
He BUOEH B 3TOM OKHE

=] [Mpy NOBTOPHOM UCNONbL30BaHMM COXPaHEHHOro Habopa yCcnoBui Noncka He 0GHapyXmnBakTca dannbl,
KOTOpble yaaBanocb HaNTW paHee

=] [No 3aBeplleHn Norcka obHapyxmuBarTcs dansbl, He COOTBETCTBYIOLLIME YKA3aHHOMY YCNOBUIO

e Movck hannoB 3aHMMAET MHOIQ BPEMEHMU

[=] B guanorosom okHe «OTKpbITUE JOKYMEHTa» OTCYTCTBYIOT MCKOMble dhainbl

=] Maponb, ykaszaHHbIA NpK OTKPLITUK daina, He cpaboTtan

| Mepep yoaneHnem gokyMeHTa Gbln BKNOYEH PEXUM aBTOCOXPAHEHWS, OOHAKO JOKYMEHT He yaaeTcs

COXPaHUTb UKW OTKPbITb
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dann, HaxoasILWMNACA B Nanke MU Ha AUCKe, OTOOpaxaeMOM B ANANIOrOBOM OKHe
«OTKpbITME AOKYMeHTa», He BUAEH B 3TOM OKHe

TekyLume ycrnoBmsi movcka MOryT BKIoYaTb NpaBUnbHOE MECTO pacnonioxeHus daiina, Ho apyrie ycroBusi MoryT
NPUBECTU K TOMY, YTO UCKOMBIiA chaiin GyaeT UCKIIOYEH U3 pacCcMOTpeHust. MonpoGyiiTe NCNpaBUTb NONOXeHWE
cnepyoLmmM oGpasom:

MpoBepbTe ycrnoBums Noucka, ykasaHHbIE B HMKHEN YacTy AUanoroBoro okHa OTKpbITUe AOKYMEHTa.

B ananorosom okHe OTKpbITUE AOKYMEHTa HaxmuTe kKHonky Copoc, 4Tobbl OTMEHWUTL BCe YCNoBUS MOWCKa,
KpoMme kaTtarnora u Belbrpaemoro no ymonyasuto tuna danna. Beegurte gpyroe npasuno otéopa un HaxmuTe
kHonky HanTtn.

B none Tun cpanna (ananorosoe okHo OTKpbITUE AOKyMeHTa) BbiGepuTe 13 cnucka Tun Bee drannbi.

YT10o06blI npon3BeCTn NOUCK BO BCEX NodKaTanorax, HaxXMuTe KHOMKY KomaHgbl u pPexXnmbl B
OnanoroBom okHe OTKprTVIe AOKYMeHTa " BblﬁepI/ITe KomMaHay Mowuck no nogkaTtanoram.

HaxmuTe kHonky OTGop 1 3aaaiiTe AOMNOMHUTENbHLIE YCNOBUS NMoucka B AManoroBom okHe OT6op
AOKYMEHTOB.

davin MoXeT ObITb CKpbIT. YTOOLI BLIBECTU HA 3KpaH Bce dalinbl, B TOM Yncne ¢ pacwumpenuamm *.dll u *.sys,
HaxmuTe kHonky Windows lMyck, BeiGepuTe nporpammy NMpoBogHuk B MeHio Mporpammel, Boibepute
komaHay MapameTpbl B MeHio Bua, a 3atem yctaHoBuTe donaxok OTobpaxartb Bce hannbl Ha BKNaake
MpocmoTp.
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Mpy NOBTOPHOM UCMNOMb30BaHMU COXPaHEHHOro Habopa ycrnoBun Noucka He
oGHapyxunBarTca pannbl, KOTOpble yaaBanoCcb HaUTU paHee

[poBepbTe, YKa3aH Il B YCNnoBUAX NOUCKa CEeTEBOW OUCK.

e Ecnu ceTeBOM ANCK BKIOYEH B YCIOBMS NMOWCKA, MPOBEPLTE Hanuune 4OCTyna K Hemy.

e Ecnu B ycnoBUsix NoOMCKa He ykasaH CeTeBOW AMCK, BO3MOXHO, 3a BPeMsl, NpoLlejLuee nocrne npeablayLero
MCMONb30BaHUs 3TUX YCIOBWIA NMoucKa, OTCYTCTBYOLME darnbl 66Ny yaaneHsl nnv neperMeHoBaHsbI.
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Mo 3aBepLueHMM NOUCKa 0OGHapyXuBalTCA (hpannbl, He COOTBETCTBYIOLMNE YKa3aHHOMY
yCnoBuo

B nporpammax Microsoft Office ons yckopeHns noucka gannos No cogepXXaHuio U CBOMCTBaM UCMONb3yHTCA
uHaekcobl nporpammel Mouck cdannoB. [ns yCKOPEHUst MOUCKa 3TN MHOEKChI UCMONb3YIOTCS Takke B Nporpamme
Microsoft Outlook. Ecnv ans nomncka ncnonb3ytoTcsl He TeKyLUMe UHAEKChI, NepBbIMU MOTYT NOSIBUTLCH HE
COOTBETCTBYIOLLME YCIOBUSAM UNU yaaneHHble dannel. MNpaBunbHble dainbl NOSBATCS NO3Xe, Koraa nouck dyaet
3aBepLUeH.

Mpu ycraHoeke nporpamm MS Office B nporpamme Mowuck cainnoB Ans kaxgoro nokanbHOro, NOCTOAHHOIO
TOMa Ha KOMMblOTepe — Hanpumep, c:\ — aBTOMaTUYeCKM CO30aAETCH UHAEKC, OXBaTbIBaIOLLUA BCE AOKYMEHThI
MS Office. Minaekcel 06HOBNATCA Kaxaple ABa Yaca. YTobbl NPOCMOTPETE aKTUBHbIE MHAEKCHI, LENKHUTE

ABaxapbl 3Ha4ok Mouck dannos Ha naHenu ynpaeneHus Windows. B okHe Mouck cparinoB MoxHO
BbINOMHUTL CneaylLlne AenCTBUS:

e [lpoBepbTe, NPOU3BOANUTCS N aBTOMaTM4eckoe obHoBNeHne nHaekcos. B meHo UHaeke Boibepute komaHay
O6HOBUTBL. BbibepuTe noanexalyuin 0GHOBNEHNIO UHAEKC U YCTaHOBUTE chriaxxok ABTOMaTn4yeckoe
obHoBneHue nHpekca. O6bIYHO, eCNY MHOEKC CYLLECTBYET, OH HAXOAUTCS B KOPHEBOM KaTasnore AMCKa unm
ceTeBoro pecypca. Ecnv Hem3BecTHO, CyLLEeCTBYET N MHAEKC W TAe OH HaxoguTcs, nonpobyiiTe co3aaTb
WHOEKC B KOPHEBOM KaTanore Jucka Unu pecypca, B KoTopoM 6yaeT nponsBoamTbes nounck. Ecnu nHaekc yxe
UMeeTCsl B KOPHEBOM MINU B APYroM KaTtasore, BMECTO co34aHusl HOBOro ByaeT npeanoxeHo obHOBUTL yke
UMEILLIMIACS.

e OTKpoOWiTE XXYpHan noucka ¢annos ¢ NOMOLLbIO KOMaHAbl BbiBecTu xxypHan (MeHio MHaeke). B xxypHane
nepeyncrneHbl TEKyLLIME U 3aBEPLUEHHbIE 3aa4M UHAEKCUPOBaHMS, a Takke UMEBLLME MECTO OLLUMGKM.
[MpoBepbTe HanW4Me nHAeKca B Nanke unu Ha Aucke, cogepxailem davin, KoTopbii Tpebyetcs HanTw.
Hanpwumep, ecnu nouck darina npoussoguTcs Ha gucke C, cnegyert npoBepuTb Hanuumne nHaekca Ha «C:\x.
[MpoBepbTe HanuuMe B XXypHane 3anucen 06 owmnbkax, MMEBLUUX MECTO NMpu OOHOBNEHMU nHAekca. YToobI
06HOBUTb MHAOEKC, BblbepuTe komaHagy O6GHOBUTL B MeHI0 MHAekKC.

e YbeguTechb, 4TO MHAEKC OGHOBNSIETCA AOCTATO4MHO YacTo. Mo ymonyaHuio nepuog oOHOBNEHUS MHAEKCA
paBeH 2 yacam. Ecnu cbannbl, BKNOYEHHbIE B MHAEKC, CO30AK0TCS, UBMEHSATCA NN yAAnawTCs valle,
nepuog oOHOBNEHNSA MOXHO YMEHbLUNTbL. YTO6bI M3MeHUTb Nepros 06HOBNEHNS NHAEKCA, BbIbepuTe kKomaHay
O6HOBUTbL MHTepBan B MeHi0 MHAaekc.

e Y6Geautech, 4yTo KomaHaa Maysa B meHio UHAEKE He oTmeveHa. Ecnn komaHaa oTMeveHa, 3anycTntb
0o6HOBMEHNe nHaeKkca MoXHO, Bbiopas koMmaHay May3a eule pas. iHgekcmpoBaHue dannoB aBTOMaTUYECKN
3anyckaeTcs CHOBa nocre nepesarpysku KomnbtoTepa. Ha nepeHoCHbIX KoMnbloTepax, paboTarowmx ot
6aTapen, nHgekcmpoBaHue dannos aBTOMATUYECKN NMPUOCTaHaBNNBAETCS, YTO NMO3BOMSET 9KOHOMUTL
3Hepruo.

e YbeguTech, 4TO Nanka «ABTO3arpyska» CogepXuT aprbik pyHKumn «Mounck darnos». Ecnv oH oTcyTCcTBYET,
ero Heobxogumo cosaaTte. dann nporpammel Mouck carnos (Findfast.exe) Haxogutcs B nanke MS Office B
nanke Program Files\Microsoft Office. [Ins nony4eHnst 4ONONHUTENBHBIX CBEAEHUI O 3anycKe nporpaMmbl Npu
kaxgom 3anycke Windows obpatutech kK JOKyMeHTaumm no onepaunoHHon cucteme Windows.
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Mouck cpannoB 3aHMMaEeT MHOFO BPEMEHU

Mownck dannos 06bI4YHO 3aHMMaeT MHOIO BpeMeHW. Ero MoXHO yckopuTb, yka3aB 6onee KOHKpPEeTHO Tvn
arnos, Hanpumep AokymeHTbl Word. o ymonyaHuio nporpamma lNMouck ¢hannos yunTbiBaeT TOMbLKO
aokymeHTbl MS Office n Web.

Y6eauTtecs, YTO yka3aHHbIE YCIOBWUS MOUCKa COOTBETCTBYIOT MHAEKCY nporpammel Mouck dannos. B
nporpammax Microsoft Office nporpamma Mouck dannoB cnyxuT Ans yCKOpeHunsi noncka gainnos B
AnanoroBom okHe OTKpbITUE AOKYMeHTa. OTa Xe yHKUMS ncnonb3yercsa Ans noucka cannos B Microsoft
Outlook. YT06bI MOMCK BeIMOMHANCA BbICTpee, HAEKC nporpammel Mouck ¢annoB JoMmKeH HaXoAUTLCS B
TOM >Xe KaTarore, rge Npou3BOAUTCS MOWUCK, MW B BblLLECTosILLeM KaTtanore. MiHaekc A4omkeH oxBaTbiBaTb BCe

nckomMble dpaiinel. YTobbl NpoBepuThb 3TO, LWENKHNTE ABaxabl 3Hayvok Mouck dannos Ha naHenm
ynpasnenus Windows. Beibepute komangy O6HoBuUTL B MeHio MHAeKe, a 3aTtem BbiGepuTe MHAEKC MO ero
katanory. Kak npaBuno, ecnv MHAEKC CyLLeCTBYET, OH HaxoAWUTCsl B KODHEBOM KaTanore AMCcKa Uim ceTeBoro
pecypca. Ecnu Hen3BecTHO, CyLLecTBYET NN UHAEKC U rAe OH HaxoauTes, nonpobyinte co3gatb MHAEKC B
KOpPHEBOM KaTarore Toro Aucka unm ceTeBoro pecypca, B KOTOpOM npegnonaraeTcsi Npon3BecTy Nonck
danna. Ecnu B KOPHEBOM KaTanore unu B OAHOM U3 BMOXEHHbIX KaTanoros MMeeTcs MHAEKC, BMECTO
CO3AaHUs HOBOIO MHAEeKca ByaeT aBTOMaTUYECKW NPEANoXeHO 06HOBUTL MetoLmiics. Ecnv nHpekc
OTCYTCTBYET, €0 MOXHO co3aaTb, Bblopas komaHay Co3aaTb B MeHio MHAeKE.

Mporpamma Mowuck channoB ycKopsieT TONbLKO NOUCK (hanmoB No CoAepxaHuto unm ceoricteam. OHa He
YCKOpPSIET NOUCK hannoB No MMeHaMm.

Ecnun nHgekc cywectByeT, ybeanTech, YTO OH OXBaTbIBAET TUMbl (hainos, KOTOpble 0O6bIYHO NPUXOAUTCS
uckatb. Ecnu aTo He Tak, MHOEKC MOXHO yaanuTb 1 co3aaTb cHoBa. Mpu co3gaHum nHaekca yaobHo
ucnone3oBatb napameTp JokymeHTbl MS Office n Web. 3tum nHagekcom 6yayT oxBayeHbl BCE JOKYMEHTbI
nporpamm Microsoft Office, a Takke TekcToBble dawnnbl, dannel popmaTta RTF u runeptekct HTML.
MapameTp Bce channbl MOXHO BbiGUpaTh TOMBKO B TOM Cllyyae, eCnu NPUXOAUTCS YacTo nckatb darinbl, He
ynomsHyTbIe B cnucke. MHagekcol, ncnonbayowme napametp Bee dainbl, 06b14HO 3aHMMaOT MHOMO MecTa.
Y6eanTtech, 4TO yCTaHoBMEH (hriaxkok ABTOMaTM4eckoe o6GHOBNEHUEe MHOEKCa.

Ecnn npoussogutcst nouck anemeHToB cannos B Outlook, ybeamTech, 4To ycTaHOBNEH hnaXok YCKOPEHHbIN
nouck no ¢hpasam B AnanoroBoM okHe CosgaHue AOKYMeHTa.

[Mpn ncnonb3oBaHMM NOACTAHOBOYHbIX 3HAKOB (* mnn 7) BpemMA Nonucka yBenmnymBaeTca.

Mpwn YyCTaHOBKe onaxka C y4yeTOoM permcrtpa B mnanoroBomM OKHe OT60p AOKYMEHTOB BpeMs Nnoncka
yBenmynBaeTca.

Mownck no dpase, 3akno4eHHON B KaBblykK (« ») B none TekcT (CBOMCTBO) B AnanoroBoM okHe OTKpbITHe
AOKYMeHTa (MeHio Paiin), unm no ycrnosuio, ONMNCbIBatOLWEMY CBONCTBO TEKCTA, HAaNpUMep «BKMoYaeT
dpasy» Unn «CoAEPXNT psSAOM CrioBay B AMAnNoroBoM okHe OTOOpP AOKYMEHTOB, 3aHUMaET MHOMO BPEMEHW.
Ecnu Takne ycrnoBms novncka NCnomnb3yTcs 4acTo, MOXHO co34aTh cneumanbHbIi MHOEKC C YCTaHOBNEHHbLIM
hnaxkoM YcKopeHHbI nouck no dpasam (B Auanorosom okHe CosaaHue AokymeHTa). Cnegyet NOMHUTD,
YTO TaKOM MHAEKC 3aHMMaeT MHOro MecTa Ha aucke. OBbIYHO pa3Mep MHAEKca He NpeBbllaeT 5 NpoLEeHTOB
OT pasMepa AOKYMEHTOB, BKIMHOYEHHbIX B MHAEKC. Ecnn ycTaHoBneH gnaxok YCKOpeHHbIN NoMCK No
cbpasam, pasamep nHaekca coctaenseT okono 30 NPoLEeHTOB OT pa3Mepa AOKYMEHTOB, BKITHOYEHHbIX B MHAEKC.
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YckopeHue noucka ¢gpannos

[ns yckopeHus novcka dainoB No CoAepXaHno U CBOMCTBaM B AMarioroBoMm okHe OTKpbITUe OKYMEHTa B
nporpammax Microsoft Office cnyxuT nporpamma Mouck damnoB. OHa xe ucnonb3yeTcs Ang YCKOpeHusi nomcka
dannos B Microsoft Outlook. UHaekcwl noncka dannos ana Windows NT Server MoryT 6bITb MCNONb30BaHbI U B
Office WebSearch. MNpu yctaHoeke nporpammbl Mouck cpannos Bmecte ¢ MS Office, ans kaxgoro gucka Ha
KOMMbIOTEPE aBTOMAaTUYECKN CO30AETCA UHAEKC, 3TN MHAEKCHI OXBaTbiBaOT Bce AokyMmeHTbl MS Office. (MHaekcbl
He CO3[alTCs Ha yaanseMbiX Uiv 3aKpbITbiX ANs 3anncy CpeacTBax: Ha KoOMMakT-avckax u T. n.) Co3naHHbIe
WHOEKCbl OOHOBNATCS aBTOMAaTMYECKN. DTO 3HAYMUT, YTO ONA YCKOPEHMS MOUCKa HE HY>XHO nNpeanpuHMmaTh
HUKaKKX crneumanbHbiX AeACTBUN.

YTto6bl co3aaTtb MHAEKCHI ANs CeTeBbIX KaTarloros UM U3MeHUTb cyuwiecTteyloule NHOEKChI, WEeNKHUTEe aBaXxabl

3Havok Mowuck ¢annos Ha naHenu ynpaeneHunss Windows. CeegeHus 060 BCex BbINOMHEHHbIX 3aga4ax
WMHOEKCMPOBaHUA, B TOM YMCNe O AUCKaX, pecypcax M nankax, cogepXalinx nepeyncreHHble JOKYMEHTbI 1 aaTe
nocneaHero 0OHOBNEHUS MHAEKCA, perncTpmpytoTca. Ytobbl NpOCMOTPETL AOMONHUTENBHbIE CBEAEHUS 00
WHOEKCE, HAanpMMep, YMCNO OXBaYEeHHbIX AOKYMEHTOB 1 pasMep UHAEKCa, HaXXMUTe KHONKy CBegeHuA B
AvanoroBom okHe O6HOBUTBL (MeHIo MHaekc).
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O nporpamme «lMouck cpannos»

Mporpamma Mouck dannoB aBTomaTUYeCKM co30aeT MHOEKCHI (yKasaTenu) ainoB 1 CNYXAUT A1 YCKOPEHNS
novcka annos C NOMOLLbIO AManoroBoro okHa OTKpbITUE AOKyMeHTa ntobon nporpammbl Microsoft Office n
Microsoft Outlook. MHpekckbl noucka dannos ana Windows NT Server moryT 6biTb Mcnonb3oBaHbl 1 B Office
WebSearch. NMpu yctaHoBke nporpammel Mouck ¢pannos Bmecte ¢ MS Office, ansa kaxxgoro avcka Ha
KOMMbIOTEPE aBTOMAaTUYECKN CO30AETCA UHAEKC, 3TN MHAEKCHI OXBaTbiBaOT Bce AokyMmeHTbl MS Office. (MHaekcbl
He CO3[alTCs Ha yaanseMbiX Uiv 3aKpbITbiX ANs 3anncy CpeacTBax: Ha KoOMMakT-avckax u T. n.) Co3naHHbIe
WHOEKCbl OOHOBNATCS aBTOMAaTMYECKN. DTO 3HAYMUT, YTO ONA YCKOPEHMS MOUCKa HE HY>XHO nNpeanpuHMmaTh
HUKaKKX crneumanbHbiX AeACTBUN.

YTto6bl co3aaTtb MHAEKCHI ANs CeTeBbIX KaTarloros UM U3MeHUTb cyuwiecTteyloule NHOEKChI, WEeNKHUTEe aBaXxabl

3Havok Mowuck ¢annos Ha naHenu ynpaeneHunss Windows. CeegeHus 060 BCex BbINOMHEHHbIX 3aga4ax
WMHOEKCMPOBaHUA, B TOM YMCNe O AUCKaX, pecypcax M nankax, cogepXalinx nepeyncreHHble JOKYMEHTbI 1 aaTe
nocneaHero 0OHOBNEHUS MHAEKCA, perncTpmpytoTca. Ytobbl NpOCMOTPETL AOMONHUTENBHbIE CBEAEHUS 00
WHOEKCE, HAanpMMep, YMCNO OXBaYEeHHbIX AOKYMEHTOB 1 pasMep UHAEKCa, HaXXMUTe KHONKy CBegeHuA B
AvanoroBom okHe O6HOBUTBL (MeHIo MHaekc).

[ns nony4eHus JONONMHUTENbHBLIX CBEAEHWUIA O CO34aHUN, yaaneHun u 0GHOBNEHUN MHOEKCOB NPOrpaMMbl
Mowmck crannoB ncnone3ynte komaHabl MeHio CnpaBka B Ananorosom okHe Mouck channos.

{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"reconAboutFindFastA":1:"Foo":"Invisible"}



OTKprTVIe AOKYMEeHTa Ha XXeCTKOM urnn ceteBomM AUCKe

1 HaxmuTe kHonky OTKpbITH ;

2 M3 cnucka Manka BeiGepuTe AUCK, Nanky unu katanor VIHTepHeTa, B KOTOPOM COAEPXKUTCH AOKYMEHT.
3 MocnenoBaTenbHO OTKpbIBANTE Nanku ABOMHBIM LLENYKOM 4O TEX Mop, Noka He OyaeT oTKpbiTa nanka,
cogepxallas UCKOMbIV JOKYMEHT.
Ecnu chain He yaaeTcst HaNTV onNMcaHHbIM BbILE CNOCOOOM, BOCNONb3YNTECH CrieumarnbHbIMU PYHKUUAMN
noucka cannos.

(=] MHCTpYKUMM
4 [Iaxabl LUENKHUTE HYXHbI JOKYMEHT.

MpumeyaHue. YT06bI OTKPLITE JOKYMEHT, CO34aHHbIN B ApYyrov NporpaMmmMe, BbiIbeprTe COOTBETCTBYOLLNIA
dopmat u3 cnucka Tun cannos, a 3aTem ABaXAbl LLENKHUTE UMsI JOKYMEHTa B cnincke. Kpome Toro,
paclmpeHve nMeHn anna MoXxHoO ykasatb B none Umsa danna; Hanpumep, 4Tobbl HanTu cannel Lotus 1-2-3
Bepcum 4.0, BBegute *.wk4.

CoBeT. YT06bI OTKPBLITE JOKYMEHT, C KOTOPbIM Y>Xe Npuxoannock paboTtaTte paHee, Beibepute ero nMs 13

cnucka B HxHen Yyactn MeHio @ann. Ecnu cnncok dannos oTcyTcTByET, BbibepuTe Bknagky Obwme (komaHaa
Mapametpbl, MeHio CepBuC) 1 yctaHoBuTe briaxkok MOMHUTBL CNUCOK U3 ... pannos.
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OTKprTVIe KONMUU AOKYyMEeHTa

1 HaxmuTe kHonky OTKpbITH

2 M3 cnucka Manka BeiGepuTe AUCK, Nanky unu katanor VIHTepHeTa, B KOTOPOM COAEPXKUTCH AOKYMEHT.
3 MocnenoBaTenbHO OTKpbIBANTE Nanku ABOMHBIM LLENYKOM 4O TEX Mop, Noka He OyaeT oTKpbiTa nanka,
cogepxallas UCKOMbIV JOKYMEHT.
Ecnu chain He yaaeTcst HaNTV onNMcaHHbIM BbILE CNOCOOOM, BOCNONb3YNTECH CrieumarnbHbIMU PYHKUUAMN
noucka cannos.
= WHCTpyKLmK
4 BbiGepute OOKYMEHT, KOMWIO KOTOPOro TpeByeTcs OTKPbITb.

5 HaxmunTe kHonky KomaHAabl U peXXumbl * a 3aTeM Bblbepute kKoMaHay OTKpPbITb Kak KONuio.
Mpumeyvanue. [pu OTKPLITUM JOKYMEHTA OMUCAHHBLIM Bbille CMOCOOOM B Marnke, coaepkallen NCXOL4HbIN
OOKYMEHT, CO3[1aeTCsl ero Konusi.
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OTKprTVIe AOKYMEeHTa TOJ1IbKO AN YTeHUA

1 HaxmuTe kHonky OTKpbITH

2 M3 cnucka Manka BeiGepuTe AUCK, Nanky unu katanor VIHTepHeTa, B KOTOPOM COAEPXKUTCH AOKYMEHT.
3 MocnenoBaTenbHO OTKpbIBANTE Nanku ABOMHBIM LLENYKOM 4O TEX Mop, Noka He OyaeT oTKpbiTa nanka,
cogepxallas UCKOMbIV JOKYMEHT.
Ecnu chain He yaaeTcst HaNTV onNMcaHHbIM BbILE CNOCOOOM, BOCNONb3YNTECH CrieumarnbHbIMU PYHKUUAMN
noucka cannos.
= WHCTpyKLmK
4 BbiGepute OOKYMEHT, KOTOPbI TPeByeTcst OTKPbITh TOMBKO A YTEHUS.

5 Haxmute KHOMKY KomaHabl n pexnmbl EL a 3aTtem Bbl6epVITe KOMaHaOy OTKprTb AN YTeHusA.
CoBeT. YT06bI COXpaHUTb N3MEeHEeHNA, BHECEHHbIe B JOKYMEHT, OTKprTbIIZ TONbKO ANA YTeHUA, COXpaHUTe ero

no4 ApYrMM UMEHEM C MOMOLLbIO KoMaHAbl CoxpaHUTb Kak (MeHto dann).
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Bbi6op mecTa Anst XpaHEHUs OKYMEHTOB

Mo ymon4yaHuio Npu NepBoM OTKPbITUM AUanoroBbix oOkoH OTKpbITUE AoKyMeHTa 1 CoxpaHeHue JoKyMeHTa
nocne 3anycka Word TekyLien asnsaetca nanka «Mow gokymeHTbl». Manka «Moun gokyMeHTbI» HaxoauTcs B
KOpHEBOM kaTanore u npeacraensaet cobor yaobHoe MecTo Ans XpaHeHUs AOKYMEHTOB, KHUT, npe3eHTaumn, 6a3
OaHHbIX N ApyrMx ¢hanros, ¢ KOTOPbIMU OOBLIYHO NPUXOAUTCA paboTaTb.

[nsa nonyyeHus ceegeHun 06 n3meHeHun MCMOSb3yeMOoKr NO YMOMYaHMIO Nankm HaXXMuTe KHOMKY EL

Manka «M36paHHoe» NoaxXoanT ANs XpaHeHUs SpbIKOB YacTo UCMOSb3yeMblX (haioB 1 nanok, B TOM Yucne
pacronoXeHHbIX B YAANEHHbIX CETEBbLIX kaTanorax. Mpu 3ToM UCXOAHbIE Manku 1 hainbl He NepemeLLatoTCs;
HanpoTUB, APIbIK NPeAcTaBnsaeT coboi CCbiNKy Ha HUX. SpnblkK, XpaHswmecs B nanke «MabpaHHoey,
NO3BOMSAOT BLICTPO NEPENTH K HY)XXHOMY dpaiiny, He TpaTs BPeMSl Ha ero Mouck.

[ns nony4eHus cBefeHWi 0 co3aaHun AprbIKOB AN hainoB 1 nanok B nanke «/136paHHoe» HaXMUTE KHOMKY

.
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Co3paHue sipnbika ansa nankv unu danna B nanke «UN36paHHoe»

1 Haxmute kHonky OTKPbITH =,

2 M3 cnucka Manka BbiGepuTe AUCK, HA KOTOPOM COAEPXKUTCA AOKYMEHT UMK Narnka, Ans Kotopbix TpebyeTtcs
co3aaTb SpnbIK.
3 lMocnepoBaTenbHO OTKPbIBaNTE Nanku ABOVHBIM LLENYKOM OO TeX nop, noka He ByaeT oTKpbITa nanka,

coaepallas MICKOMbIN JOKYMEHT.
Kak TonbKo Hy>XHbIN 06BEKT (4OKYMEHT Unu nanka), Ans KoToporo TpebyeTcsa co3aaTh SApnbIK, NOABUTCA B
cnucke, BbIAenuTe ero.
+
4 Haxwmue kHonky MomecTuTb B nanky «Ms6paHHoe» |2
BblOpaHHble 06LEKThI B Nanky «U3bpaHHoe».

CoBeTbl
¢ Y706bl BCTaBWTb B Nanky «V136paHHoe» narky, OTKpbITY0 B AUanoroBoM okHe OTKpbITUE AOKYMEeHTa,

, @ 3aTeM Bbl6epVITe KkomaHgy NMomecTutb

HaxmuTe kHonky MomecTuTb B nanky «A36paHHoe» . a 3aTtem Bblbepute komaHay MomecTuTb
'mekywyro nanky' B nanky «3dpaHHoe».

. Y106kl OTKPbITL hain unu nanky B nanke «M136paHHoe», HaxxmMuTe KHOMKy OTKPbITL nanky «M36paHHoe»
, @ 3aTeM ABaxabl LEMKHUTE HY>XHbIN harn unu nanky.
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MoakntoyeHue ceTeBOro Aucka

1 Haxmute kHonky OTKPbITH =,

2 Haxxmute kHonky KomaHabl n pexumbl 2], a 3atem BeiGepute komaHay MoakniounTb ceTeBoM AUCK.
3 B none Auck BbIGepUTE HYXHbIA ANCK.
4 B none MyTb BBeguTe NyThb K Nanke, K KOTOPon TpebyeTcs NOAKIMIUNTLCS.

CoBeT. YT06ObI aBTOMATMYECKM NOAKIMHOYMTL STOT AMCK Npu cnepytowem 3anycke Windows, yctaHoBute
hnaxxok ABTOMaTU4eCKN NoAKNoYaTh NPy BXoAae B CUCTeMy.
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MevyaTb HECKONbKNX AOKYyMeHTOB O AHOBpPeMeHHO

1 Haxmute kHonky OTKPbITH =,

2 M3 cnucka Manka BeiGepuTe nanky, B KOTOPON COAEPKATCH HY>XHblE JOKYMEHTbI.
3 BbligenvTe 4OKYMeHTbI, KoTopble TpebyeTcsa HanevaTarts.
= WHCTpYKUmK

4 HaxmuTte kHonky Komanabl n pexumbl 2l a satem BeiBepute komaHay Meyats.
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BbiaeneHue HecKonbKkux hannos

e YrtoObl BblAENWNTL HECKOMBKO HECMEXHbIX hainoB B AnanoroBoM okHe OTKpbITME [OKYMEHTA, LeNKHUTe
MMS NepBOro N3 HUX, a 3aTem HaxmuTte Knasuwly CTRL W, yaep>KuBas ee, LEeNKHUTE MMeHa OCTallbHbIX
¢annos.

e YT06bI BbIAENUTE HECKOMBKO PacnonoXeHHbIX PSAOM (hannos B AnanoroBoM okHe OTKpbITUE AOKYMEHTA,
LLEeNKHUTe MMSA NepBOro 13 HUX, a 3aTeM HaxmuTte Knasuwy SHIFT 1, yaepxusas ee, LWeINkKHUTe nms
nocrnegHero nu3 HuX.

CoBeT. YT06bl CHATL BblAeNeHMe ¢ BblAeNeHHOro danna, WenkHMTe ero Npu Haxarton knasuwe CTRL.
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CospaHue HOBOro AOKYyMeHTa

1 B meHio dain BbiGepuTe komaHay CosgaTthb.
2 Yto6Gbl co3aaTh HOBLIN JAOKYMEHT, BbibepuTe Bknaaky O6uwme 1 WernkHuTe aBaxabl 3Ha4ok «HoBbiN
OOKYMEHT».

Yrtobbl co3naTtb OOKYMEHT C NOMOLLbIO wabnoHa mnu MacTtepa, Bbl6epMTe BKNaakKy, COOTBETCTBYOLLYIO TUNY
OOKyMeHTa, KOTOPbIN TpeGyETCﬂ co3nath, U LWeNKHUTE ABaXabl 3Ha4oK WwabnoHa unu MacTepa, KoTopbln
npeanonaraeTcAa Ucnonb3oBaTb.

CoBeT. YT06bI CO3aaTb HOBLIN OOKYMEHT C NOMOLLbIO NCNoJS1b3yeMoro no ymon4aHuo wabnoHa, HaxmuTe

kHonky Cospatb

MpumeyaHue. Ecnu HyxHbIN WabNoH UNn mactep OTCYTCTBYET B AuanoroBoMm okHe Co3aaHue JOKyMeHTa,
MO>XHO MPOCMOTPETL MOSHbIA CNNCOK LWabnoHoB 1 mactepoB Microsoft Word u BbiOpath HyxHble. [ns
MNOMYy4YeHUst AONONHUTENbHBIX CBEAEHUI HaXMuUTe KHonky L&,
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B ananoroBom okHe «OTKpbITUE AOKYMEHTa» OTCYTCTBYHOT UCKOMbIe dpannbl

BeeauTe nms nckomoro darina B none Ums canna B avanorosom okHe OTKpbITUE JOKYMEHTa U HaXXMUTE
kHonky HanTtwn.

Y6enutecs, 4to B none Tun ¢parinoB npaBurbHO yka3aH Tvn davina.

Y6enuTtecsb, 4To 3anvcu B nonsix Tekct/cBOUCTBO 1 [laTa M3MeHeHUs1 COOTBETCTBYIOT JaHHBIM UCKOMOTO
danna. Ytobbl yoanuTb BCe yCNoBMS NOMCKa, KPOME UMEHW KaTarnora, 1 BOCCTaHOBUTb YCINOBUS,
MCMonb3yemMble Mo YMON4YaHuo, HaxkmmTe kKHornky Copoc.

Y6enutech, YTO MONCK NPON3BOAUTCS B TOM Narke v Ha TOM JUCKE.

Ecnn ums Hy>KHOIM nanku HEM3BECTHO, MOXHO McKaTb haiin BO BCEX Markax 1 nogkaranorax ykasaHHoro
avcka. [ns 3Toro HaxkmuTe kHorky KomaHabl u pexumbl  El, a 3atem BoiGepute komaHay MpocMoTpeTb
BMOXeHHbIe Nanku.

[nsa noucka channa MoXHO MCNosb30BaTh HECKONbLKO nyTel. [yTn cnegyet BBoauTb B none Umsa canna.

OHu gomkHbI ObITb OTAENEHbI APYT OT Apyra TO4Kow ¢ 3anaTtoin, Hanpumep c:\House finances;c:\My work
documents.

Ecnu dain HaxoanTcs Ha CETEBOM AUCKE, KOTOPLIN He oTobpaxaeTtcs B cnucke Manka, HaXMUTe KHOMKY
KomaHAb! 1 peXxumbl &l azatem BblbepuTe kKomaHay MoaknounTtb ceTeBon auck. B none Ouck
BblIbEpPUTE NMSA, KOTOPOE CreayeT UCMONb30BaTh NPY NOAKIYEHNM K 3TOMy AMcky. B none MyTb ykaxuTe
MecTononoxeHue danna B cetn u Haxmute kHonky OK. Kpome Toro, npu noncke cainnos B CETU MOXHO
ncnonb3oBaTb agpeca UNC. Beeante agpec UNC B none Umsa ¢panna B gnanoroBom okHe OTKpbITHE
[OKyMeHTa; Hanpumep, \\plans\documents.
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CBoucTBa AOKyMeHTa

CBoWicTBa JOKYMEHTOB — Ha3BaHWe, aBTop, TEMa, KINYeBble CMOBa, AaTa NocnegHero U3MEHeHUa U T. n. —
cnyxar Ansi ynpoLleHnst noncka 4okymeHToB. CBOMCTBA MOXHO onpeaenvTb Ans Tekywero darna u ans
ntoboro gpyroro canna Microsoft Office. Kpome Toro, npeaycmoTpeHa BO3MOXHOCTb CO30aHNSI LONOMHUTENbHbIX
CBOWCTB (havina, KOTopble MOXHO CBA3aTb C ONpeAereHHbIMU anemMeHTaMu dana. Ytobbl He 3abbiBaTh
yKasblBaTb CBOMCTBA ANs KaXaoro danna, yctaHoBute dnaxok Mpepnaratb 3anofiHeHMe CBOUCTB
[OKyMeHTa Ha Bknagke CoxpaHeHue (MeHio CepBuc, komaHaa MapameTpsbl).

Hwe nepeyvncneHsbl TUnbl CBONCTB (halnos.

e CraHgapTHble cBOMCTBA haiina: aBTop, Ha3BaHue, Tema U T. n. [ins BBoga 3TMX CBONCTB NpeayCMOTPeHb!
cneumansHble nons. Hanpumep, Bcem gokymeHtam Word, ncnonb3yemsiM npu paboTte ¢ KnmeHTamm, MOXHO
NPUCBOUTL KIMOYEBOE CNOBO KKMUEHTbI», YTOObI MMETb BO3MOXHOCTb BMOCNEACTBUM OPraHU30BbIBaTb MOUCK
Taknx pannos rno aToMy Krno4eBOMY CrOBY.

¢ [lonb3oBaTtenbckue cBorcTBa pana. [Ans dannos MOXHO co3aaTb NONb3oBaTeNbCKMe CBOWCTBA,
copepxaiume noboe 3HavyeHne, NPUCBOEHHOE halny, U CBA3aHHbIE C onpeaernieHHbIMU SeMeHTamMm
danna, HanpuMep, C UMEeHOBaHHON A4eikon nucta Microsoft Excel, BblaeneHHbIM 06bEKTOM Npe3eHTauum
PowerPoint nnu saknaakon B gokymeHte Word. Hanpumep, B Microsoft Excel moxHo co3gaTb
nonb3oBaTefnibCkoe CBOMCTBO harina, npucylee BceM dannam 6roaxeTa U CBA3aHHOE C SYENKOW,
coaepxallen NToroyto cymmy. Ternepb C MOMOLLbH 3TOr0 CBOMCTBA MOXHO OpraHu3oBaTh Nnovck dainos
OtoakeTa, B KOTOPbIX MTOroBasi CyMmma NpeBbILLIAET ONpeAeriEHHbIN YPOBEHb.

e ABTOMaTtu4yecku obHoBnsieMble CBOMCTBA (harnos. CTaTucTu4eckme AaHHble, TakMe Kak pasmep darnina, gata
CO30aHnNs 1 aata nocrnegHero U3MeHeHus, SBNSTCA CBONCTBaMU anna, KoTopble PerucTpupyoTcs 1
0GHOBMAOTCA aBTOMaTUYEeCKU. DTV CBOMCTBA NO3BONSAT 0TOOpaTh BCe (halinbl, co3gaHHble, Hanpumep,
nocne 3 mapta 1996 roga nnn n3ameHeHHble NOCreaHWIA pas Byepa.

Mpumeyvanue. [pu cosgaHum n oOHOBNEHUN aBTOpedhepaTa TakMe cTaHAapTHLIE CBOMCTBA dhavina, Kak
KInoYeBble CrOBa U 3aMeTKM, OOHOBNAOTCS aBTOMaTM4eckn. UTo6bl 3anpeTntb M3MEHEHME UMEILLUXCS 3aMETOK
W KITHOYEBbLIX CMOB NPW BbINOMIHEHUW 3TOM onepauun, cCHUMUTE onaxok OGHOBUTL CBeAEHUSA O AOKYMEHTE B
Avanorosom okHe ABTopecpepat (MeHio CepBuc).

Cwm. Takxe

=] 3apaHve CBOWCTB AMsi akTUBHOIO JOKYMEHTa

(=] 3agaHue ceoncTB ang nwboro danna MS Office

=] CosfaHue nonb3oBaTenbCcKMX CBONCTB AN aKTMBHOMO JOKYMEHTA

e CospgaHue nonb3oBaTenbCKMX CBONCTB AN SNeMEHTOB aKTUBHOIO JOKYMEeHTa

=l ABTOMaTUYeckoe oTobGpaxeHne gnanoroBoro okHa « CBOMCTBa» Npu NepBOM COXPaHEHWUM JOKYMEHTA
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3agaHue CBOMCTB AJ1s1 aKTUBHOIO J0KYMeHTa

1 B meHio ®ain BbiGepuTe kKoMaHay CBOWCTBa, a 3aTeM — BKNaaky JOKYMEeHT.

| JemoHcTpauus
2 3anonHuTe Nonsi CBOWCTB.
MpumeyaHue. CaoiicTBa hanna NnpMcBanBaloTCs eMy TOMbKO NPY COXPaHEHUN AOKYMEHTa.
{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"cohowViewAndEditPropertiesAboutTheActiveDocumentA":1:"Foo":"Invisible"
}



3agaHue cBoncTB ons nwboro danna MS Office

1 Haxmute kHonky OTKPbITH =],

2 M3 cnucka Manka BbiGepnTe UMs Ancka, Ha KOTOPOM HaxoAUTCH HY>XXHbIN dhanr.
3 [MocnenoBaTenbHO OTKpbIBaANTE Nanku ABONHbLIM LLENYKOM 40 TeX Nop, Noka He ByaeT oTKpbiTa nanka,
coaepallas MICKOMbIN JOKYMEHT.
Ecnn dann He yaaetca HanTy onucaHHbIM BblLLe CnOocoboM, BOCNONb3YNTECH CneumanbHbIMM OyHKLMAMA
noucka dannos.
= WHCTPYKLMK
4 Bbibepute ghaiin, Ans KOTOPOro TpebyeTcs 3agaTh CBONCTBEA.

5 HaxmuTe kHonky Komanab! u pexumel 2, a 3atem BuiGepnte komanay CeoiicTea.

6 UTo6bl BBECTU AOMOMHUTENBHOE UM U3MEHUTb MMEIOLLIEECS CBOMCTBO, BbIGEPUTE COOTBETCTBYIOLLMIA
napameTp Ha Bknagkax [lokyMeHT 1 Mpouwne.
[nst nonyyYeHus cBeaeHWiA 0 NoBOM NapamMeTpe HaXMUTE KHOMKY C BOMPOCUTENbHbIM 3HakoM [, a 3atem
LUENKHMTE 3TOT NapamMeTp.

MpumeyaHue. Takum o6pa3oM MOXHO 3afaTb CBOMCTBA Ans nobbix darnos MS Office, kpome darinos
Microsoft Access. Kpome Toro, onncaHHbIM Bbille cnocoO0oM Henb3s 3ajaBaTb CBONCTBA AN dannoB Apyrnx
TUMNOB, HANPUMEp, TEKCTOBbIX.
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Co3aaHue nonb3oBaTeNIbCKUX CBOMCTB ANl aKTUBHOIO AOKYMEeHTa

1 B meHio dain BbiGepuTe koMaHay CBoWcTBa, a 3atem — Bkrnagky Mpouwe.

[=] JemoHcTpauus

2 B none HaseaHue BBeauTe MMS NOMb30BATENBCKOrO CBOMCTBA UM BbIGEpUTE €ro U3 crucka.
3 B none Tun BbiGepuTe TN cBOMCTBA.
4 B none 3HauyeHue BBEOMTE 3HAYEHME CBOMCTBA.

BBeneHHOe 3Ha4YeHMe AOMKHO COOTBETCTBOBATL TMny, ykasaHHoOMYy B none Twun. Hanpumep, ecnu B none Tun
Bbl6paH Tvn Yncno, B none 3HayeHUe JOMKHO ObiTb BBEOEHO YNCIO. 3HAYEHMS, He cooTBeTCTBYOLMe
YKa3aHHOMY TuUny, XpPaHATCA KaK TEKCTOBbIE.

5 HaxmuTe kHonky [lo6aBUTb.
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Co3aaHue nonb3oBaTeNIbCKUX CBOUCTB AJ1S1 3JIEMEHTOB aKTUBHOIO AOKYMEeHTa

Mpexae Yem BbINOMHATL 3Ty onepaumio, AN AneMeHTa AOKYMEHTa, C KOTOPbIM NPeACTOUT CBSA3aTh HOBOE
CBOWCTBO, He06Xx0AMMO co3aaTh 3aknagky. [1ns nonyYyeHus CBEAEeHUI O CO3aaHUN 3aKnafoK HaXXMUTE KHOMKY

=l
1 B meHio ®ain BbiGepuTe komaHay CBoncTBa, a 3atem — Bkrnaaky Mpouwe.

=] JemoHcTpauus

2 B none HasBaHue BBeguMTe UMsi NOMNb30BATENBCKOrO CBOWCTBA.
3 YcraHoBuTe cnaxok [ina o6bekTa.

Ecnu ons anemeHTa, ¢ KOTOPbLIM NPEOCTOMT CBA3aTb CBOWCTBO, HE CO3MaHa 3aknagka, donaxok [ns o6bekTa
GyneT HeoCTyNeH.

4 B none UcTouHuk BbIGepUTe 3aKnagKy TOro afieMeHTa, C KOTOpbIM TpebyeTcs CBA3aTh CBOMCTBO, U HAXMUTE
kHonky [lo6aBuTb.

MpumeyaHue. Ecnu cBA3b paspbiBaeTca — Hanpumep, eCn COOTBETCTBYIOLLANA 3aKknajka yaansercs us
(haiina, — cBoWCTBO hanna 6yaeT cogepxatb NOCNELHNE COXPAHEHHbIE CBEAEHUS.
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Mouck ¢pannoB no ceoncTteam ¢ nomolubio Microsoft Outlook

[ns BbINONHEHWS 3TOW NpoLeaypbl HeobxoAMMO Hanmune yctTaHoBrneHHoro Habopa npunoxenuit Microsoft Office
97 vnun npunoxexusa Microsoft Outlook 97.

C nomoupbto npunoxerHms Outlook MOXXHO opraHvM3oBaTb NPOCMOTP hannos No Mx CBOMCTBaM, Hanpumep, NOUCK

arinos B nanke «Moun JOKyMeHTbI» N0 UMeHu daiina, aBTopy, TUMy, pasmepy, Aate NOCNeAHEro U3MeHeHNs n
KMoYeBbIM CroBaM.

1 Ortkpoiite Outlook.
2 Ha naHenu Outlook HaxmuTe kHoMKy [pyrue nanku.

3 LllenkHute Moi koMmnbloTep

4 LLlenkHnTe gBaxabl AMUCK, HA KOTOPOM Haxo4MTCHA UCKOMBIA charn.
5 enKHUTE ABaXkabl Nanky, B KOTOPOW HAaXOAUTCA UCKOMbIN cbann.
\7
6 B none Tekylwiee npeacraBneHue ELET I BblbepuTe MoapoGHOCTU.
7

YT06bI yoanutb unu gobaeButb CBOWCTBO hanna B Tabnuuy, BbibepuTte komaHgy OTo6paxkaTb Nonsi B MEHIO
Bua.

CoBeT. YT06bI BLICTPO HANTK HYXHYIO Nanky, obpaTuTech K CNMCKY nanok. Ecrnv cnmcok nanok oTcyTCTBYET,
HaXMuTe kKHornky CnMCOK nanok i;
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MpeaBapuTenbHbIA NPOCMOTP CBOUCTB U coaepumoro danna

1 Haxmute kHonky OTKPbITH =],

2 M3 cnucka Manka BbiGepnTe UMs Ancka, Ha KOTOPOM HaxoAUTCH HY>XXHbIN dhanr.
3 [MocnenoBaTenbHO OTKpbIBaANTE Nanku ABONHbLIM LLENYKOM 40 TeX Nop, Noka He ByaeT oTKpbiTa nanka,
coaepallas MICKOMbIN JOKYMEHT.
Ecnn dann He yaaetca HanTy onucaHHbIM BblLLe CnOocoboM, BOCNONb3YNTECH CneumanbHbIMM OyHKLMAMA
noucka dannos.
= WHCTPYKLMK
4 BbiGepute HyXHbI daiin.

=
5 UToGbl 03HAKOMUTLCS C COAePXUMbIM (haiina, He OTKPbIBas ero, HaxmMuTe kHomnky MpocMmoTp £ .
YUrtobbl NnpocMoOTpeTbL CBOMCTBA iaﬁna, HanpumMmep pasmep, AaTy co3fgaHus 1 gaty NocreaHero U3MeHeHns,

HaxxmMuTe kHorky Tabnuua

YUTo6bl NPOCMOTPETL CBOWCTBA hairna, Hanpumep TeMy 1 CTaTUCTUYECKUE JaHHbIe, HaXMMUTE KHOMKY
o
-

CBoucrtBea
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MN3meHeHne nmeHn aBTopa AOKyMeHTa
Nmsa aBTopa ncnonb3yeTcd Kak CBOWCTBO OOKyMeHTa, B obwnx OOKYMEeHTax 1 B pexnme 3anncu ncnpaBneHuni.

1 B meHio CepBuc BbiGepute komaHgy MapameTpsbl, a 3atem — Bknaaky Monb3oBarens.
= JemMoHcTpaums
2 B none Umsa u pamunus BeeanTe UMa 1 hammnuio.

9710 nms 6yaget otobpaxartbes B none ABTop Ha Bknazke [lokymeHT (MeHio ®Pann, komaHaa CeorcTBa) npu
CO3[aHnM KaXxaoro HoBoro ganna.

CoBeT. YT0ObI M3MEHUTbL NMS aBToOpa TOJNIbKO AA akKTUBHOIO OOKYMEHTa, Bbl69pVITe KOMaHay CeoucTtBa B
MeHto Pann, OoTKpouTe BKNnagkKy D,OKYMeHT 1 BBEOMTE MMsI aBTOpa B nore ABTop.
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ABTOMaTU4YeCcKoe OTOOpaxeHne QManoroBoro okHa «CBomMcTea» npu nepBom
COXpPaHEeHNN JOKYMeHTa

=] JemoHcTpauus

1 B meHio CepBuc BbiGepuTe koMaHay MapameTpbl, a 3aTem — Bknaaky CoxpaHeHue.

2 YcraHosuTe donaxok MpegnaraTb 3anonHeHMe CBOMCTB AOKYMEHTA.
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Co3aaHne Konuu AOKyMeHTa

1 OTkpoiiTe JOKYMEHT, ANA KOTOPOro criefyeT co3AaTb KOMuIo.
2 Boibepute komaHay CoxpaHUTb Kak B MeHio daiin.

=] JemoHcTpaums

3 B none Ums daiina BeeanTte HoBoe MMs daiina.
4 Haxmute kHonky CoxXpaHUTb.

CoBeT. YT06bI COXpaHUTL KONWIO charna B Apyryto nNanky, B TOM YUCIE PACMONOXEHHY Ha ApYrom Aucke,
BblGepuTe guck n/mnm nanxi n3 cnucka Manka. Ytobbl coXpaHUTb KOMUo darina B HOBYHO Narky, HAXXMUTe

kHonky Co3paTh nanky
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CoxpaHeHue AOKyMeHTa C APYruM paclumpeHmem mmeHu damna

1 OTkpoiiTe JOKYMEHT, KOTOPbIN CriedyeT COXpaHUTL C ApYruM pacluMpeHneM UMeH daiina.
2 Boibepute komaHay CoxpaHUTb Kak B MeHio daiin.

=] JemoHcTpaums

3 B none Ums cbaiina BeBeaguTe HOBOE MMS (haina 1 Hy>Hoe paclumpeHue. 3akniounte UMs gaiina B KaBblukM,
Hanpumep: «Budget.abc».

4 Haxmute kHonky CoXpaHUTb.

MpumeyaHue. [pu coxpaHeHun darna onMcaHHbIM Bbille CNOCOOOM M3MEHSIETCS TOMNBKO oTobpaxkaemoe
pacwupeHue; chopmar parnna He MeHsieTcs. [Ing nony4YeHusa ceegeHuin 0 COXPaHeHUN AOKYMeHTa B ApYroM
copmate HaxmuTe kHonky [,
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CoxpaHeHMe AOKYyMeHTa AnsA ncnofib3oBaHuA B p,pyr0|7| nporpamme

1 OTkpoiiTe JOKYMEHT, KOTOPbIN CrielyeT COXPaHUTb AJS UCTMONb30BaHWs B PYrol nporpaMme.
2 Boibepute komaHay CoxpaHUTb Kak B MeHio daiin.

=] JemoHcTpaums

3 B none Ums cbaiina BeBeanTe HOBOE UMS [OKYMEHTA.
4 B none Tun cdaitna sbiGepute TUN, COOTBETCTBYIOLLMIA NporpaMme.
5 HaxmuTe kHonky CoxpaHUTb.

Mpumevannsa

* [Ins nonyyeHus cBeAeHMI 0 NpeobpasoBaHUM AOKYMEHTOB, CO3AaHHbIX pasHbiMM Bepcusimu Word, HaxmuTe
kHonky [l

. [ns nony4eHns ceegeHuii o B3aMMHOM npeobpasosaHum gokymeHToB Word n WordPerfect HaxxmuTe KHOMKy
=],
. [na nony4eHus cBegeHun o Bbibope dopmaTa coxpaHseMblX JOKYMEHTOB, MCNOMNb3yeMOro no yMOnyaHuio,

HaxMmuTe kHorky [,
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CoxpaHeHue AOKyMeHTa, CO3A4aHHOro B Apyron nporpamme

1 OTkpoiiTe AOKYMEHT, NoAnexXalluuin COXpaHeHuo.
2 Boibepute komaHay CoxpaHUTb Kak B MeHio daiin.

=] JemoHcTpaums

3 B none Ums cbaiina BeBeanTe HOBOE UMS [OKYMEHTA.

4 B none Tun daitna BbiGepute popmMart, B KOTOPOM TpeByeTcs COXpaHUTb JOKYMEHT.

5 HaxmuTe kHonky CoxpaHUTb.
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CoxpaHeHue pe3epBHON KONUU AOKYMEHTa

1 BebiGepute komaHay CoxpaHUTb Kak B MeHio daiin.

[=] JemoHcTpauus

2 HaxmuTe kHonky MapameTpbl.

3 YcraHoBuTe hnaxok Becerga cosaaBaTh pe3epBHYHO KOMUIO.

4 Haxmute kHonky OK.

5 HaxmuTe kHonky CoxpaHUTb.

Mpumeyvanue. [N NoNyYeHNs cBeAeHUI 06 OTKPLITUM PE3EPBHON KOMUM JOKYMEHTa HaxMuTe kHonky 2l
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anI NonbIiTKe COXPaHUTb AOKYMEHT BblaaeTcs coobueHue o TOM, YTO AOKYMEHT
OTKPbIT TONMbKO AnA YTeHUA

B 4OKYMEHTbI, OTKPbITbIE TONBKO A1A YTEHUS, HEMb3si BHOCUTb U3MEHEHUS. YTOBbI COXpaHUTbL U3MEHEHUS,
[OKYMEHT HEOBX0AMMO COXpaHWUTb Nog APYruM UMEHEM, B APYryto nanky Wunm Ha apyrov AMCK.
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an COoXpaHeHUn AOKyMeHTa q)aﬁn CcoXxpaHsaeTCcsd C AoONOJIHUTeJIbHbIM paclunpeHnem

Ecnun dainn coxpaHsieTcsi ¢ paclumpeHneM, OTAMYHBIM OT UCMOMb3YeMOro Mo YMon4aHuio Ans dannos 4aHHOTo
TMNa, NCnonb3yemMoe Nno yMOn4YaHuio paclumpeHne gobaensercs K ykasaHHOMY MMeHu danna. Hanpumep, nms
pokymeHTa Word moxeT BbirnsaaeTb cnegytowmm obpasom: «Budget.abc.doc». UTobbl coxpaHnTb JOKYMEHT C
pacwmpeHrem, OTNMYHBLIM OT MCMOMNb3YEeMOro Mo YMONYaHuio Ans gannos 3Toro Tmna, HeobxoAMMO 3aKI4UTb
nonHoe nmvs anna B kaBblykW, Hanpumep: «Budget.abey.
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3aKprTVIe AOKYMEeHTa

¢ BbibepuTe komaHay 3akpbITb B MeHio Pann.
YT0ObI 3aKpbITb BCE OTKPbITbIE LJOKYMEHTLI, HE 3aBepLuas paboTy ¢ NporpamMmon, Haxmute knasuwy SHIFT n
BblbepuTe komaHay 3akpbiTb Bce B MeHo daun.
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Mmsa coxpaHeHHOro aina coaepXxuT gBe TOUKU

Ecnun nmsi coxpaHeHHoro haina cogepkano Touky (Hanpumep, «Sales.»), kK HeMy f06aBnsOTCH Touka U
ncrnonb3yemoe no ymornyaHuio pacumperme. Hanpumep, nms gokymeHta Word MOXeT BbIrMsSAeTb CrieyroLwmm
obpasom: «Sales..docy. 3TO nponcxoanT NOTOMY, YTO B onepaumoHHorn cucteme Windows 95 nmeHa cdarvinos
MOTYT BKHOYaTb HEKOTOPLIE 3HAKWU NPENUHaHKS, B TOM YMCIe TOYKM U 3anaTble. Ecnu daiin Hy>KHO coxpaHuTb C
paclwmpeHrem, UCnonb3yemMbiM Mo YMorYaHuo Ans dainos 3Toro Tuna, nocne UMeHun darina He criegyet
BBOAUTL TOYKY. Mpu coxpaHeHun danna Touka byaet nobaBreHa aBToMaTUYECKU.

PaclwmpeHne HeobxoamMo anst pacno3HaBaHusl TUMOB (hannoB 1 Nporpamm, B KOTOPbIX MOXHO OTKpbIBaTb 3TOT
dann.
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YMeHbLUeHMe pa3mepa AOKyMeHTa

C yBenuyeHveM pasmepa AOKYMeEHTa Bo3pacTaeT 0GbeM 3aHMMAEMOro UM MeCTa Ha AWNCKe U BpeMms,
pacxogyemoe Ha ero obpaboTky B Word, B TOM UMcne Ha coxpaHeHue, nepeHyMmepaLmio CTpaHuy, u obHoBneHue
ornaenexHusi. Hwxe onuncatbl HEeKOTOpble Nnpuembl, No3BonALWNe YMEHbLUUTb pasMep AOKYMEeHTa.

° anI ncnonb3oBaHUn 6bICTpOFO COXpaHeHua obbem 3aHnMaemoro OTKPbITbIM AOKYMEHTOM MeCTa Ha Aucke
yBenn4mnBaeTCAa. YToObl COKOHOMMUTL MECTO Ha ANCKE, CHUMUTE (*)J'Ia)KOK Pa3peLI.IVITb 6|=|0Tpoe COoXpaHeHue.
Onsa nony4yeHua cBefEeHun o 6bICTpOM COXpaHEeHUN HaXMUTe KHOMKY EL

. BHegpeHue B AokymMeHT wpudToB TrueType Takke yBennymsaeT ero pasmep. [na ymeHblleHns pa3mepa
OOKyMeHTa, B KOoTopbIvi TpebyeTtcst BHeapuThb WwpndThl TrueType, ycTaHoBuTe donaxok Tonbko ncnonb3lyembie
wpndThl. B 3TOM criy4yae B JOKYMEHT BHEAPAIOTCA TOMbKO WPUATHI, AENCTBUTENBHO UCMONb3yeMble B HEM, MPUYEM
€cnv B JOKYMeHTE MCronb3oBaHbl He 6onee 32 cuMBOIoB WpnudTa (Hanpumep, WpUgT MOXeT BCTpeyaTbCs TONbKO B
OOHOM-ZBYX 3aronoBKax), TO BHEAPSAOTCS TONbKO 3TU CUMBONBI.

e [loGaBneHne K 4OKYMEHTY BHeAPEHHbIX 06LEKTOB Takke yBenMymBaeT ero pasvep. Ecnv BHegpeHHbie B
AOKYMEHT 06beKTbl He TpebytoT MOCTOAHHOTO OBHOBNEHUS, ANS YMEHbLUEHWSA pasmepa AOKyMeHTa
npeobpasyinTe BHeApeHHble 06bekTbl B pucyHkn Word. [ins pegaktupoBaHust npeobpaszoBaHHOro obbekTa
UCMONb3ynTe Te Xe NpUeMbl, YTO 1 ANst pegakTupoBaHust nioboro apyroro pucyHka Word. O6paTtHoe
npeobpa3oBaHne BHeAPEHHOrO 06bekTa, Npeobpa3oBaHHOMo B pucyHok \Word, HEBO3MOXHO.

e BmecTo BHeApEHHOro 06bekTa B JOKYMEHT MOXHO BKIHOUYUTb CBA3aHHbIN 06bekT. CBsI3aHHbIE OOBEKThI
obecneunBaloT aBTOMaTnyeckoe 06HOBMNEHNE AaHHbIX B AokymeHTe Word npy uaMeHeHUn ncxoaHoro danna.
CBsa3aHHble AaHHble XpaHATCA B McxogHoMm dhamne. B gokymeHTe Word cogepkatcst TONbKO cBeAeHus O
NonoXeHnn ucxogHoro davina u n3obpaxaercs TeKyLlas BEpCUsi CBA3aHHbIX AaHHbIX.

¢ Pa3swvep chaiina Takke yBerMUnBaeTCs Npu Hanu4ymMm HECKONbKUX BEPCUiA JOKyMeHTa. UToGbl MpoBEpPUTL, He
COAEPXKUT NN JOKYMEHT APYrUX Bepcui, BbibepuTe koMaHdy Bepcum B meHo ®aiin. Ecnu cywiecTsyior
Apyrvie Bepcum OOKYMEHTa, MX MOXHO YOanuTb, YMEHbLIMB TEM CaMbiM pasmep dpaiina.

CwM. Takxe

=] OTtknioyeHne BbICTPOro coxpaHeHus

[=] BHegpeHue B JokyMeHT wpudtoB TrueType

=] YoaneHue 0gHOW Uy HECKOMbKMX BEPCUA AOKYMEHTA

e MpeobpasoBaHve BHegpeHHOro o6bekTa B pucyHok Word

=l YMeHbllieHVe pasmepa JOKYMEeHTa 3a CHeT UCMONb30BaHUS CBA3aHHbIX 06bEKTOB
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OTknoYeHne GbICTPOro coxpaHeHUs

1 BbiGepute komaHay MapameTpsl B MeHio CepBuUc, a 3aTeM — Bknaaky CoxpaHeHue.
2 CHumuTe donaxok PaspelumTb 6GbICTpoe coxpaHeHue.
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Mpeo6pa3oBaHMe BHeapeHHOro o6bekTa B pucyHok Word

1 Bbigenute BHepeHHbI OGLEKT, KOTOPLIN crieflyeT NpeobpasoBaTh.

2 HaxmuTe knaeuwum CTRL+SHIFT+F9.
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D,OGaBJ'IeHVIe N N3AMEeHeHue 3arQrimnBKu Unu LWTpUxXoBKn
[nsa cosgaHusa oHa Tabnuubl, ab3aua nnu BblAeneHHOro TekcTa MOXHO UCMoNb30oBaTb 3annBKy UM LUTPUXOBKY.

CyLLecTByeT HECKOMNbKO CrocoboB 3anuBkK rpachniyeckmx 0GLEKTOB, B TOM YMCHEe Haanncen n aBToduryp:
OOHOLBETHAsA, rpagueHTHas, y30pHasi, TEKCTYpHas U PUCYHKOM. B noGon MOMEHT HECITOXXHO N3MEHUTL 3anmBKy
Unu yaanutb ee BooobLue.

Mpumevanue. [Ins nonyyeHns ceeaeHnin o6 ynyulleHun Buaa rpaduecknx o6LEKToB HaxMuTe kHonky [l
Cwm. Takxe

= [obGaeneHvne 3anueku K Tabnuue, absaly nnu BblgeNeHHOMY TEKCTY

= M3meHeHve 3anvBku Tabnuupl, absaua unu BelgeneHHoro TekcTa

= Bbi6op 3anvBky gns rpadmyeckoro obbekta

= M3meHeHve LiBeTa 3anuBKu rpacguyeckoro obbekTa
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Bbi6op 3anuBkM ana rpadmuyeckoro oobekrTa

1 Beblgenute rpaduyeckunii 0GbEKT, KOTOPbLIN CrieayeT U3MeHUTb.

2 Ha naHenu UHCTpymeHTOB PucoBaHue LenkHUTe CTPenky psaoM ¢ KHomnkon LiBeT 3anuBku 1 BblbepuTe
komaHay Cnoco6bl 3anuBKK, a 3aTeM — Bknaaky MpagueHTHas, TekcTypa, Y3op vnv PUCYHOK.

3 BbiGepute HeobxoauMble NapameTphbl.
[Insi NonyyYeHns cBeAeHNiA 0 MBOM NapameTpe HaXMUTE KHOMKY C BONPOCUTenNbHLIM 3HakoM 2l a satem
LLenKHUTe 3TOT NnapameTp.
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M3meHeHue UBeTa 3anuBKN rpadnyeckoro oobLekTa

1 Beblgenute rpaduyeckunii 0GbEKT, KOTOPbLIN CrieayeT U3MeHUTb.

2 Ha naHenu WHCTPYMeHTOB PUcoBaHMe LLEeNKHNTE CTPENKY pSAOM C KHOMKOMW LiBeT 3anuBku ;

3 BbiGepuTe HyXHbIN LBET.
Ecnun HyXHBI LLBET OTCYTCTBYET B NPEAJIOKEHHOM Cnncke, BbibepuTe KoMaHay [lononHUTenbHbIE LBETa, a
3ateM BblbepuTe LBeT Ha Bknaake O6bIYHbIE 1MW UCNomMb3ynTe BKNaaky CnekTp Ans co3gaHus HOBOrO
uBeTa. o okoH4YaHUM Haxmute kHornky OK.
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YnaneHue 3anuBku rpadpmueckoro o6bekra

1 Beblgenute rpaduyeckunii 0GbEKT, KOTOPbLIN CrieayeT U3MeHUTb.

2 Ha naHenu UHCTpymeHTOB PucoBaHue LenkHUTe CTPenky psaoM ¢ KHomnkon LiBeT 3anuBku ; a 3aTem
BblbepuTe HeT 3anuBku.
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OoOLwume Knwouu

O6Lwme Knoun SBMATCA HEOOA3aTENBHBIMU MHCTPYKUMSMA, M3MEHSOLLMMMK hopmaT 3HaYeHUs Nons unm
3anpeLyaroLmmMm ero nameHeHme. B 6onbLUMHCTBE NOnen MOXHO UCNOMb30BaTh CriedyloLlme YeTbipe obLmx
Krrova.

Kniou OnucaHue

dopmar (\¥) OnpegensieT popmat yucen, perucTp
6ykB 1 dhopmaT CUMBOIOB UK
3anpeLLaeT U3MEHEHME CYLLECTBYIOLLENO
dopmaTa 3HaYyeHuin nonen npu
O0BHOBINEHNM MOMNEiA.

[na nonyyeHnst AONONHUTENbHbIX
cBefieHUN HaxxmuTe kHonky 2,

Yucnosow copmar (\#) OnpepgensieT BUA YACNOBOMO 3HAYEHWs!, B
TOM YUCIE YMCIO 3HAKOB Mocre
OEeCATUYHOrO pasnenutens u
0003Ha4YeHne AEHEXHOM eanHULbI.

Onsa nony4yeHna OONONMHUTENbHbIX
CBEEHNIN HAXMUTE KHOMKY .EL

dopwmart gatel/Bpemenn  Onpegenset popmat nonew,

\@) CcoAepXallMx 3Ha4YeHnst gatbl Unn
BpemMeHu, Hanpumep: 21.04.96 15:30.
[ns nony4eHns AoNONHUTENbHBLIX
cBefleHNin HaxMuTe kHonky [,

3anpet obHoeneHus (\!)  3anpeluaet obHOBNEHWE NoMNen B TEKCTE,
BCTaBIEHHOM C NMOMOLLbIO MOnen
INCLUDETEXT u REF, 6e3
npegBapuTenbHOro 0GHOBMNEHUS B
WCXOLHOM [IOKYMEHTE.
[ns nony4eHns AONONHUTENBHBLIX
cBefeHUN HaxxmuTe kHonky 2,

Mpumeyanne. OO6wue koYM Henb3s UCnosnb3oBaTh B cnenywnx nonax:

AUTONUM EQ TC

AUTONUMLGL GOTOBUTTON XE

AUTONUMOUT  MACROBUTTON LISTNUM

EMBED RD FORMDROPDOWN
FORMTEXT FORMCHECKBOX
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Knou ¢popmata (\¥)
OnpepensieT BHELWHWA BMA 3Ha4eHunin nonen. NHCTpyKumMmn cdoopmata onpeaensioT Cnonb3oBaHne NponuCHbIX 1
CTPOYHbIX ByKB, hopmaT uncen (Hanpumep, MOXHO 0TOBpPa3nTL «9» B BUAE «ix» (PUMCKUE Lmdpbl) nnn B BUAE

cnoBa «AeBsATb» (06bI4HBIN TEKCT))  hopmaT cumBonoB. Knroun chopmata Takke cnyxar Ans coxpaHeHus
dopmara 3Ha4eHun nonew npu oO6HOBNEHMN NOMnen.

CmM. Takxe

=] dopmarkl, onpegenatouine pernctp Gyks

(=] dopmaTbl HOMEPOB

| dopmaTthl CMMBOMNOB 1 NpeaBapuTenbHble hopmaTsl
{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"worefFormatA":1:"Foo":"Invisible"}



q)OpMaTbI, onpegensawouiune perucTtp 6yKB

Knioy OnucaHue

\* Caps MpeobpasyeT B NpONMCHY NepByto BYKBY KaXa0ro
cnosa. Hanpuwmep: { FILLIN "Begute cBoe nms:" \*
Caps } BosBpallaet «Bnagumup YapoLluHmkoB»
Jaxe ecnv umsi 66110 BBEAEHO CTPOYHBIMM
OykBamum.

\* FirstCap MpeobpasyeT B NpONMCHYH NepByto OyKBy NepBoro
cnoea. Hanpumep: { COMMENT \* FirstCap }
BO3BpaLlaeT «3IBpMCTUYECKas MallnHa Ans
pELLEHNSI UHXEHEPHBIX N APYTUX Npobnemy.

\* Upper MpeobpasyeT B nponvcHble Bce BykBbl. Hanpumep:
{ QUOTE "dpakt" \* Upper } Bo3Bpaiyaetr « PAKT».
\* Lower Bce BykBbl CTaHOBATCA CTPOYHbIMK. Hanpumep:

{ FILENAME \* Lower } Bo3BpaLlaeT «OT4eT 3a

yeTBepTbIV kBapTan.docy.

MpumeyaHue. Ecnu ana odopmnexHns Bcero

norns, cogep)aLlero AaHHbIN KoY, UCNOMb3YHTCA

Marble NPOMMUCHbIE, OH UTHOPUPYETCS.
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Q)OpMaTbI HOMepoB

Kniou OToGpaxaeT Homepa Kak

\* alphabetic MocnenoBatenebHOCTb BYKB TOrO e perncTpa, 4to
1 cnoBo «alphabetic» B koge nons. Hanpumep:
{ SEQ appendix \* ALPHABETIC } sosspaLyaet
«B» (BmecTo «2»), a { SEQ appendix \* alphabetic
}— «by».

\* Arabic Yucna, 3anncaHHble apabckumm Ludpamu.
Hanpumep: { PAGE \* Arabic } Bo3Bpaliaet «31».

MpumeyaHue. Ecnu popmat Homepa
CTpaHuLpl, 3a4aHHbIN B Mone dopmaT Homepa
Anarnorosoro okHa Popmat Homepa CTpaHuLbl
(komaHga Homepa cTpaHuu, meHio BetaBka), He
aBnseTcs apabckvMm, ncnonb3oBaHme 4aHHOro
Kntova npeobpasyet Homepa cTpaHuL, B apabckue
umdpbl.

\* CardText KonunyecTBeHHbIe YncnuTenbHble (3anncaHHble
crnoamu). Mo yMon4aHuio MCNomnb3yHTCs
CTpoyHble BykBbl, Hanpumep: { = SUM(A1:B2) \*
CardText } Bo3BpalLaeT «CeMbCOT AEBAHOCTO», a
{=SUM(A1:B2) \* CardText \* Caps } —
«CembcoT [1eBAHOCTOY.

\* DollarText KonunyecTBeHHbIe YncnuTenbHble (3anncaHHble
cnosamu). BmecTo gecatuyHoro pasgenurtens
BCTaBISIETCS CITOBO «M», MOCIe KOTOPOro CrieayoT
ABe LM pbl OKpyrieHHon ApobHON YacTu Y1cna,
3anuncaHHble apabekumu umdpamu. Mo
YMOM4YaHMWIO UCMOMb3YIOTCH CTPOYHbIE ByKBbI,
Hanpumep:

{=9,20 + 5,35 \* Dollartext \* Upper } Bo3BpaLyaet
«YETbIPHAOUATbL n 55».

\* Hex LWecTtHaguaTepnyHble yicna. Hanpumep:
{ QUOTE "458" \* Hex } Bo3Bpawyaet « 1CA».
\* OrdText MopsiakoBble YMCNUTENbHbIE (3anUcaHHbIe

cnosamu). Mo ymonyaHuio Ncnonb3yTcs
CTPOYHbIe BYyKBbI, HAaNpUMep:
{ DATE \@ "d" \* OrdText } Bo3BpaLLaeT «COTbINY,

a
{ DATE \@ "d" \* ordtext \* FirstCap } — «CoTbli».
\* Ordinal MopsiaKoBblE YACAUTENBHBIE (3anMcaHHbIe

umdpamum n 6yksamm), Hanpumep:
{ DATE \@ "d" \* Ordinal } Bo3Bpaluaet «30-i».

\* roman Yucna, 3anmcaHHble PUMCKUMW Liudppamm TOro xe
perncTpa, 4To ¥ CroBO «romany B KoAe norns,
Hanpumep:
{ SEQ CHAPTER \* roman } Bo3BpallaeT «xi», a
{ SEQ CHAPTER \* ROMAN } — «XI».
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q)OpMaTbI CMMBOJI0OB M npeaBapuTenibHble (bOpMaTbI

Knioy OnucaHue

\* Charformat dopmat nepsoli GykBbl TMNa nons
onpegensieT oopMaT 3Ha4YeHus Nonsi.
Hanpumep, none { REF ch2title \* charformat
} Bo3BpawyaeT «Kutbl Tuxoro okeaHay,
nockonbky GykBa «R» B cnose «REF»
ABMAETCH NONY>XUPHOWN.

MpumeyvaHne. YT06blI O6aBMTL ITOT KNHOY,
BBEAMTE ero B kog nons unu B none Kog
nons guanorosoro okHa Mone (MeHto
BcTaBka).

\* MERGEFORMAT  ®opmart BBELEHHOIO paHee anemMeHTa
onpegensieT oopMaT 3Ha4YeHus nonsi.
Hanpumep, ecnv npyMeHUTb NONY>XUpHOE
HayepTaHve K UMeHn aBTopa,
oTobpaxaemoro B none { AUTHOR \*
MERGEFORMAT }, atoT chopmaTt coxpaHuTca
1 Mocrne U3MeHeH1s UMeHn aBTopa.
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Knou yncnoBoro chopmarta (\#)

3apaeT cnocob oTobpaXkeHnst YUCNoBbIX 3HadYeHun. Hanpumep, none { = SUM(ABOVE) \# "# ##0,00 p." }
BO3BpaLlaeT 3HavyeHue «4 455,70 p.». STOT KN4 UTHOPUPYETCH, €CNK NOoNe COAEPXKUT HEYUCITOBOE 3HAYEHME.

Hwxe onvcaHbl 3neMeHTbl YNCTOBbIX (POPMAaTOoB.

MpumeyaHue. HeobGA3aTenbHO 3aknoYaTh B KaBblYKM NPOCTbIE YMCMOBbIE (DOPMAThI, KOTOPLIE HE coaepXaT
HW npobenos, HK TekcTa, Hanpumep: { MNpogaxn3aMapt \# ##0,00 }. Bonee cnoxHele Yncnosbie opmarsl,
cogepxallme TeKCT unm npobernbl, HeO6XOAMMO 3aKMoYaTh B KaBbIYKW MOMHOCTBIO, Kak Noka3aHo Huxe. Mpu
BCTaBKe nors ¢ nomoupto komaHabl Mone (MeHo BeTaBka) kaBblyku 406aBNSAOTCS K YMcrnoBoMy dopmary
aBTOMaTUYECKU.

AnemMeHT OnucaHune

0 (Hynb) Bosspaluaet undpy (B ntobom cniyyae). Ecnn
nony4YeHHoe 3HaYeHne He COAEPXUT Lundpy B
3TOW No3unumm, Bosspaluaetcs 0 (Hynb).
Hanpuwmep:

{=4+5\# 00,00 } Bo3BpaLuaeT «09,00».

# Bosspalyaet undpy (npu Hannyaun). Ecnn
nony4YeHHoe 3Ha4YeHne He COAePXUT Lumdpy B
3TON No3unumK, Bo3BpaLlaeTcsa npoben.
Hanpuwmep:

{=9 + 6 \# ### } Bo3Bpawiaet « 15».

X Ecnn «x» HaxoguTcs crnesa OT AeCATUYHOro
pasgenutens, undpbl, pacrnonoXeHHble cnesa
OT Hero, oTbpacbiBaloTcs, a ecnu cnpasa — TO
3Ha4YeHne OKPYINAEeTCa A0 yKa3aHHOro 3Haka.
Hanpumep:

{=111053 + 111439 \# x## } Bo3BpaLLaeT
«492».

{=1/8 \# 0,00x } Bo3BpaLuaet «0,125».
{=3/4 \# x} Bo3BpaLiaerT «,8».

, (BecaTuuHbIN 3apaeT NonoxeHue AeCSATUYHOMO pasaenuTens.
pasgenurernsb) Hanpumep: { = SUM(ABOVE) \# ###,00 }
Bo3BpalyaeT «495,47».

MpumeyaHue. Vicnonb3ayinTe AECATUYHBIN
pasgenuTens, yka3aHHbIA B OKHE CBOUCTB A3bIK
M cTaHOApPTbl HAa NaHenNu yrnpaeneHus
Windows.

Mpu pa6ote ¢ Windows NT 3.51 ncnonb3yite
AECATUYHBIN pas3fenuTenb, Yka3aHHbIN Ha
naHenu ynpasneHus International.

npoben Pasgenset yicno Ha rpynnbl NO Tpu umdpbl B
(pasgenuTens kaxgon. Hanpumep: { = NetProfit \# "# ### ##H"
rpynn paspsgos) } BosBpalyaet «2 456 800».

MpumevaHue. Vicnonb3syinTe pasgenuTens
rpynn paspsaoB, yKasaHHbIA B OKHE CBOMCTB
A3bIK M cTaHAAPTbI HA NaHenu ynpaeneHns
Windows.

Mpu pa6ote ¢ Windows NT 3.51 ncnonb3yiite
pasgenutens rpynn paspsaoBs, yKasaHHbIA Ha
naHenu ynpaserneHus International.

- (MUHyc) [obasnset MMHYC K oTpuuaTenbHbIM Unu
npoben Ko BCeM OCTaslbHbIM 3HAYEHUSAM.
Hanpuwmep: { = 10 - 90 \# -## } Bo3BpaLiaer «-
80».

+ (nntoc) JoGaBnsieT Nnoc K NONOXUTENbHBIM, MUHYC K
oTpuuaTenbHbIM UK Npoben K HyneBbIM
3HayeHuam. Hanpumep: { = 100 - 90 \# +## }



Bo3BpawaeT «+10», a { =90 - 100 \# +## } — «-

10».

%, $, *nT Ao BknioyaeT B 3HaYeHue yka3aHHbIN CUMBOTT.
Hanpuwmep: { = Joxon \# "##%" } Bo3Bpaluaet
«33%».

"nonoxumensHbl  OnpedensieT pasnuyHble oopmathl ANns

e; NONOXMWTENbHbIX U OTPULATENbHBLIX 3HAYEHUN.

ompuyamernsHble  Hanpumep, ecnu 3HaveHue 3aknagku

" «Mpopaxn95» nonoxuTensHo, none
{ Mpopaxu95 \# "# ##0,00;-# ##0,00" }
BO3BpaLlaeT 3Ha4YeHne B 06bI4HOM chopmarTe,
Hanpumep: «1 245,65», a ecnun oTpuUaTenbsHo,
TO K 3HAYEHMWI0 J06aBNSAOTCA NONYXNPHOE
HayepTaHue U MUHyC, Hanpumep: «- 345,56».

"nonoxumensHbl  OnpepenseT pasnuyHbie hopmaTbl Ynucen ans

e; NONOXMWTENbHbIX, OTPULLATENBHbBIX U HYNEBbIX
ompuuamersbHble  3HadeHun. Hanpumep, B 3aBUCUMOCTHU OT
; Hyneebie" 3HaveHus 3aknagku «lMpogaxn95», none

{ Mponaxu95 \# "# ##0,00;(# ##0,00);0" }
BO3BpaLLaeT NonoXunTernbHoe, oTpuuaTensHoe
UNN HyNEeBOE 3HaYeHne, B yKasaHHOM HUXe
dopmarte: «1 245,65», «( 345,56)» nnm «0».

'mekem’ [oGaBnsieT Kk 3Ha4EHUIO yYKka3aHHbIA TEKCT. TekcT
[AOMKeH OblTb 3aKnioyeH B anocTpodibl.
Hanpuwmep:
{={ Uena} *8,1% # "##0,00 'aBnsetcs
ONTOBOW LieHoW' " } Bo3BpallaeT «347,44

SIBMSIETCS ONMTOBOW LIEHOMNY.

“Homep' [oGaBnsieT kK 3Ha4eHUO HOMEeP NpeabIaYLLErO
arnemeHTa, NPOHYMEPOBaAHHOIO C NMOMOLLIbO
komaHabl Ha3saHue (MeHio BeTaBka) nnu nons
SEQ. NpoeHTndukatop anemeHTa (HanpymMep
«Tabnuvua» nnm «PUCYHOK») OOMKeEH ObITb
3akntoyeH B 06paTHble anoctpodsl ().
MopsinkoBbIN HOMep oToGpaxaeTca apabckumm
undpamu. Hanpumep: { = SUM(A1:D4) \#
"##0,00 'aBnsieTcsa obLuen cymmon Tabnuubl'
‘Tabnuua’™ } Bosspalyaet «456,34 ansetca
obLer cymmon Tabnuubl 2».
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Knou ¢popmaTta gatbi/Bpemeru (\@)

3apaeT cnocob oTobpaxkeHnst 3Ha4eHUn aatebl n BpeMenu. Hanpumep, none { DATE \@ "oona, 4 MMMM rrrr” }
Bo3BpaLlaeT 3HavyeHue «artHuuya, 10 Hos6pb 1995». NoMUMO OCHOBHBIX 3NeMEHTOB («A», «M», «r», «4» N «M»)
B (hopMaT 4onycKaeTcs BKMKYaTb NPOU3BONbHbIA TEKCT, 3HaKVN NpenuHaHmst 1 Nnpobernsi.

CmM. Takxe

[=] MHCTPYKLMM OaThl
| MHCTPYKLMM BPEMEHU
=] [ononHUTENbHbIE MHCTPYKLIMM

MpumeyaHue. HeobA3aTeENbHO 3akNOYaTh B KaBbIYKM NPOCTbIE hopMaThl AaTbl/BPEMEHU, KOTOpbIE HE
cogepxat H1 npobenos, HK TekcTa, Hanpumep: { DATE \@ MM/IT }. Bonee cnoxHele hopmaTsl AaTbl/BpemMeHwu,
cogepxallume TeKCT unm npobernbl, HEOBXOAMMO 3aKMoyaTh B KaBbIYKW NMOMHOCTLIO, Hanpumep: { DATE \ @
"ooon o MMMM ITTT, ' v:mm" }. Tpwm BCTaBke nons ¢ oMol koMaHabl flata v Bpems nnuv Mone (MeHo
BcTaBka) kaBblyku gobaBnsoTCs K hopmaty AaTbl/BpEMEHN aBTOMaTUYECKU.
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MHcTpyKuuu aatbl

Mecsu (M)

Byksa «M» gomkHa 6bITb NPOMMCHON (CTPOYHasA «M» COOTBETCTBYET MUHYTaM).
dnemeHT Mecsily oToGpaxkaeTcs Kak

M Yucno 6e3 Ha4yanbHOro Hynsa (AN NepBbiX AEBATU

mMecsaueB). Hanpumep: nionb otobpaxaeTtcs Kak
«T».

MM Yucno ¢ HavanbHbIM Hyrem (4N nepBbiX EBATU
mMecsaueB). Hanpumep: nionb otobpaxaeTtcs Kak
«07».
MMM CokpalueHHoe Ha3BaHue Mecsua (13 Tpex byks).
Hanpumep: «AHB».
MMMM [NonHoe Ha3BaHMe Mmecsua.
AeHb (n)
OT1obpaxaeT AeHb Mecsua Unu Hegenu. byksa «4» MOXeT BbITb CTPOYHON MW NPOMUCHOW.
AnemeHT HeHb Mecsiua UnNu Hegenu oTo6paxaeTcs Kak
a Yncno 6e3 HavanbHOro Hyns (AN5 NepBbiX AEBATH

aHen). Hanpumep, wecton aeHb Mecsila
oTobpaxkaeTcs Kak «6».

on Ymncno ¢ HavyanbHbIM Hynem (4nsi NepBbIX AEBATH
aHen). Hanpumep, wecton aeHb Mecsua
oTobpaxaeTcs kak «06».

ann CokpallleHHOoe Ha3BaHWe OHSA Hegenu (U3 AByX
oykB). Hanpumep: «MMH».
anon lMonHoe Ha3BaHWe aHA Hegenwu. Hanpumep:
«Cpepa».
Fop (r)
OtobpaxaeT rog B Buae AByX Unu vetbipex undp. byksa «r» MoXeT 6biTb CTPOYHOWN MM NPOMMUCHON.
dnemMmeHT lop oTo6paxaercs Kak
r [Be undpbl ¢ HavanbHbIM Hyrem (ansa net ¢ 01 no

09). Hanpumep: 1995 otobpaxaetcs kak «95», a
2006 — kak «06».

rrrr YeTblpe undpbl.
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MHCTpYyKUUK BpeMeHn

Yacbl (4)

CtpoyHas Byksa «4» npumeHsieTca  Ans obosHavyeHus BpemeHn B 12-yacoBom copmarte. [NponncHasa byksa «Y»
npumMmeHsieTcs  Ans o603HavYeHnss BpeMeHU B 24-4yacoBoM dpopmarte, Hanpumep: Bpemsi 5 P.M. otobparkaeTcs kak
«17».

AnemeHT Yacbl oTo6paxarTcs

yunm Y Bes HavanbHOro Hyns (AN NepBbiX AEBATW YaCcoB).
Hanpumep: { TIME \@ "4" } Bo3BpaLLaeT «9».

4y unn Yy C HavanbHbIM Hyrem (AN NepBbiX AEBATN YaCOB).

Hanpuwmep: { TIME \@ "y4" } Bo3Bpawuaet «09».

MuHyTbI (M)

BykBa «M» gormkHa 6bITb CTpoyHON (NponvcHas «M» COOTBETCTBYET MecsLy).

AnemeHT MuHyTbI oTOGpaxatrorcs

M Be3 HayanbHOro Hyns (ANs NepBbIX AEBATU MUHYT).
Hanpumep: { TIME \@ "m" } Bo3BpaLaet «2».

MM C HavanbHbIM Hynem (4ns NepBbIX AEBATU MUHYT).

Hanpumep: { TIME \@ "mm" } Bo3BpawyaeT «02».
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JdononHutenbHble UHCTPYKUUn

Otobpaxaet A.M. n P.M. B ogHOM 13 YeTbipex hopmaTtoB. CUMBOIbI, KOTOPbIE CeayeT UCMoNb30BaTb BMECTO
A.M. n P.M., MOXHO yKka3aTb B OkHe CBOMCTB A3bIK U cTaHgapThbl Ha NnaHenu ynpaeneHua Windows. [Inga atoro
HaxxmuTte kHonky lMyck, BoibepuTte komaHay MaHenb ynpaBneHus B meHio HacTpowka, ABaxab! LenkHuTe
3Ha4oK A3bIK M CTaHAAPTHI, @ 3aTeM BBeAMTE HyXHble hopmMaTthl B nonsd O603Ha4YeHue BpemMeHu [O NonyaHsA
(AM) n O6o03Ha4yeHue BpemMeHun nocne nonyaHsa (PM) Ha Bknagke Bpems.

Mpu pa6ote ¢ Windows NT 3.51 cumBonbl, koTopble criegyeT ncnonb3oBatb BMecto A.M. n P.M., MOXHO ykasaTtb
Ha naHenu ynpaeneHus International. [1ns atoro gBaxapl WenkHuTe 3Hadvok Control Panels B rpynne Main,
wenkHuTe International, wenkHute Change B rpynne Time Format, a 3atem BBeanTe HyxHble hopmaTthl B Nons
A.M. Symbol n P.M. Symbol.

AnemMeHT OnucaHne

AM/PM MponucHble Byksbl. Hanpumep:
{ TIME \@ "4 AM/PM" } Bo3BpaLuaet «9 AM»
unu «5 PM».

am/pm CTtpoyHble BykBbl. Hanpumep:
{ TIME\@ "4 am/pm" } Bo3BpaLLaeT «9 am»
unu «5 pmpy.

AP KpaTkas cdopma, nponuncHele Byksbl. Hanpumep:
{TIME \@ "4 A/P" } Bo3BpaLyaeT «9 A» unn «5
P».

alp KpaTkas cdopma, cTpoyHble 6yksbl. Hanpumep: {
DATE \@ "4 a/p" } Bo3Bpaluaet «9 a» unu «5
p».

AnemeHT BkntoyaeTt B 3HaYeHMe gaTbl UM BpeMEHU

'mekem’ YKa3aHHbI TEKCT. TeKCT A0MmKeH ObITb

3akntoyeH B anoctpodbl. Hanpumep: { TIME \@
"Y4Y:MM 'no mockoBckomMy BpemeHu' " }
Bo3BpaLlaeT «12:45 no mockoBckOMY
BPEMEHMNY.

cumeon YKkasaHHbI CUMBOIT, HanpuMmep : (4BoeToune),
- (neduc), * (3Be3gouyka) unu npoben.
Hanpuwmep: { DATE \@ "MMMM 'TT" }
Bo3BpaLyaet «HoA6pb '95».

‘Homep® Homep npegbiayLiero anemMeHTa,
NPOHYMEPOBAHHOIO C MOMOLLbIO KOMaHAbI
HassaHue (meHto BetaBka) nnu nonsa SEQ.
MaoeHTudmkartop anemeHTa (Hanpumep
«Tabnuua» nnu «PUCyHOK») AOIMKEH ObITb
3akntoyeH B obpaTHble anocTpodbl ().
MopsigkoBbIN HOMep oToGpaxaeTca apabckumm
umMdppamu. Hanpumep:

{ PRINTDATE \@ "'Tabnuua' "Tabnuua’
'pacnevarara’ 0.MM.IT" } Bo3BpaluaeT
«Tabnuua 2 pacnevyataHa 09.05.95».
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Kniou 3anpeta o6HoBneHus (\!)

3anpeluaeT 0GHOBEHNE Nonel B TekcTe, BCTaBneHHoM ¢ nomolubio nonen INCLUDETEXT u REF, 6e3
npenBapuTeENbHOro 0OHOBMNEHMS B UCXOOHOM AOKYMeHTe. Ecnn He NpMMEHATb STOT KoY, Nons B TEKCTE,
BcTaBneHHoMm ¢ nomouubio nonen INCLUDETEXT n REF, 6yayT asTomatndeckn o6HOBRATLCA Npy O6HOBREHWUN
3TUX Nonen.

Mone { INCLUDETEXT C:\\Sales\Otyet.doc \! } BcTaBnsieT cogepxunmoe gokymeHTa «OT4eT.doc», cogepxallero
nons DATE n EMBED. B cny4ae o6HoBneHus nons INCLUDETEXT kntoy «\!» He no3BonutT oOHOBUTL nons
DATE v EMBED Bo BCTaBneHHOM TeKCTe, eCNnn 3TV Nonst He Bblnn NpegBapuTenbHO 0GHOBMEHbI B UCXOAHOM
pokymeHTe («OT4yer.doc»). DTOT KNkoY rapaHTUMpPYyeT NOMHOE COOTBETCTBMUE TEKCTA, BCTABNIEHHOIO NOMNeM
INCLUDETEXT, TekcTy ncxogHoro gokymeHta. Ytobel o6HoBWTb nonst DATE n EMBED B 060o1x JOKyMeHTax,
0o6HOBWTE Nons B ucxogHoM AokymeHTe («OT4yet.doc»), a 3atem obHoBuTe norne INCLUDETEXT.

[ins nonyyeHus ceeaeHnii 06 0BHOBMEHNM Nomnei HaxMuTe kHonky [,
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MoBopoT n oTpaxeHne rpadmyeckoro o6LEKTa

CyLecTByeT BO3MOXHOCTb NOBEPHYTHL rpacduydeckmin oo6bekT Ha 90 rpagycoB Bnpaso unv Bneso Nnbo Ha nobon
APYrou yron, a Takke oTpasvTb 06bEKT OTHOCUTENBHO rOPU3OHTaNbHOM UNM BepTMKansHoOn ocu. MoBopoT n
OTpaXXeHne HECMOXHO BbINOMHUTL Kak Ansa ogHoro obbekTa, Tak u ANng rpynnbl 06bLEKTOB.

HekoTopble MMNOPTUPOBaHHbIE PUCYHKU U AuarpaMMbl HEBO3MOXHO MOBEPHYTh UK OTPa3UTb, Tak Kak OHU Gblnu
cosfaHbl He B Word. [115 noBopoTa U 0TpaXkeHUsi UMMOPTUPOBAHHOTO OGbeKTa CriedyeT ero pasrpynnuMpoBartb, a
nocne BbINONHEHUst HEOGXOAUMOV omnepaLMm CHOBa CrpynnMpoBaTb. HEBO3MOXHO NOBEPHYThL UNU OTPa3UTb
TOYEYHbIE PUCYHKM.

Mpumevanne. [Ons nony4yeHuna CBEEHMI O pacnpeneneHnn n BolpaBHNBaHUKN rpadnyeckmx 06bekToB
HaXXMUTe KHOMKY .EL

CwM. Takxe

(=] CBobogHoe BpalleHve rpadunyeckoro oobekTa

=] MoBopoT rpachmyeckoro o6wekTa Ha 90 rpagycoB BNEBO

(=] MoBopoT rpadmnyeckoro o6bvekta Ha 90 rpagycoB BNpaBo

(=] OtpaxeHue rpadnyeckoro 06bLekTa CBePXy BHU3

=] OTtpaxeHue rpadnmyeckoro 06bLeKTa cieBa Hanpaso
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CeoGoaHoe BpalleHue rpajmyeckoro o6bLekTa

1 Bbigenute oGbeKT, KOTOPbIN CriefyeT NOBEPHYTh.

2 Ha naHenu WHCTPYMEHTOB PucoBaHue HaXXMUTe KHOMKY CBob6ogHoe BpalwjeHne

3 MepeTawmTe yron o6bekTa B HanpaBneHMn NoBopoTa.
4 [Ina 3aBepLUeHUs: NOBOPOTA LUESKHWUTE 3a NpeaenaMm obbekTa.
CoBeTbl

e Yrto6bl yron noBopoTa oobekTa Obin kpaTteH 15 rpagycam, Npy BbIMOSIHEHMMN OMMCaHHBIX BbiLe AEACTBUN
yaepXXmBanTe HaxxaTon knasumwy SHIFT.

e YToObl NOBEPHYTH OOBLEKT BOKPYr Mapkepa, MPOTMBOMOMOXHOIO MCMONb3YEMOMY, MPU BbINONTHEHWUM
ONMCaHHbLIX BbllLe AENCTBUI yaepXnsante Haxarton knasuwy CTRL.
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MoBopoT rpachmnyeckoro oo6vekrTa Ha 90 rpagycoB BrneBO

1 Bbigenute oGbeKT, KOTOPbIN CriefyeT NOBEPHYTh.

2 Ha naHenu uHcTpymeHTOB PucoBaHMe HaxMuTe KHOMKY [leiAcTBuUs 1 BbiGepuTe KoMaHay
NMoBepHyTL/OTpPa3uTb, a 3ateM — KoMmaHay [oBepHyTb BneBoO.
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MoBopoT rpacmnyeckoro o6vekta Ha 90 rpagycoB BnpaBo

1 Bbigenute oGbeKT, KOTOPbIN CriefyeT NOBEPHYTh.

2 Ha naHenu uHcTpymeHTOB PucoBaHMe HaxMuTe KHOMKY [leiAcTBuUs 1 BbiGepuTe KoMaHay
MoBepHyTb/OTPa3uTb, a 3aTeM — KomaHay MoBepHyTb BNpago.
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OTpaxeHue rpacmyeckoro o6bLeKTa cBepxy BHU3

1 Bbigenute oGbeKT, KOTOPbIN CriefyeT OTpasuTh.

2 Ha naHenu uHcTpymeHTOB PucoBaHMe HaxMuTe KHOMKY [leiAcTBuUs 1 BbiGepuTe KoMaHay
MoBepHyTL/OTpPa3unTb, a 3ateM — KoMaHay OTpa3uTb cBepXy BHU3.
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OTtpaxeHue rpadpmyeckoro o6sLeKkTa crnesa Hanpaso

1 Bbigenute oGbeKT, KOTOPbIN CriefyeT OTpasuTh.

2 Ha naHenu uHcTpymeHTOB PucoBaHMe HaxMuTe KHOMKY [leiAcTBuUs 1 BbiGepuTe KoMaHay
MoBepHyTL/OTpPa3uTb, a 3ateM — KoMaHdy OTpa3uTb cneBa Hanpaso.
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MpeobGpasoBaHue OObIYHbLIX CHOCOK B KOHLeBble 1 HA06opOoT

Mocne Toro kak 0bbl4HbIe CHOCKM BCTaBMEHbI B AOKYMEHT, X MOXHO Npeobpa3oBaTh B KOHLEBLIE CHOCKU, U
HaobopoT. DTO MOXHO NpoAenaTh Kak C O4HOW CHOCKOW, Tak U CO BCEMU CPaay.

Cwm. Takxke

= [MpeobpazoBaHune OTAenbHbIX CHOCOK B OObIYHbIE MW KOHLIEBbIE

=l [MpeobpazoBaHne BCex CHOCOK B OObIYHbIE MW KOHLEBblEe
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MepemelueHune, KoNnupoBaHue 1 yaaneHue CHOCOK

YT10o06bl nepeHecTn, ckonnposaTtb N yaanntb CHOCKY, Ha4o pa6OTaTb CO 3HAaKOM CHOCKHK, a He C TEKCTOM B
obnacTu CHOCOK. |-|pl/l nepemMelleHnun, KonmposaHun n yoaneHmm 3Haka CHOCKM aBTOMaTtn4eCK BbiNOSTHAETCA

nepeHymepaumsi BCeX CHOCOK.

CmM. Takxe

| [NepemelleHne nam KonMpoBaHNe CHOCKM

| YaaneHue CHOCKM
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I'Iapameprl OObIYHbIX U KOHLEBbIX CHOCOK

NS BbINOMHEHNS ONMCaHHbBIX HUXe OeNCTBUI HeobxoanMo HaxoauTees B 0B6bluHOM pexume. [Ins nepexoda B
06bI4HbIV pexum BbibepuTe komaHgy OBbIYHbLIN B MeHo Bua. YTo6bl oTKpbITb 06nacTb CHOCOK, BbibepuTe
komaHay CHocku B meHo Buga.

Y106bI BbibepuTe

OT06pa3unTb BCE CHOCKU Unn Bce cHocku unun Bee koHUeBble
KOHLEBbIE CHOCKW B JOKYMEHTE CHOCKM

MN3MEeHUTb NHUIO, OTAENSIOLLYIO Paspenutenb CHOCKU nnu

TEKCT CHOCKW OT TEKCTa Pazpenurenb KOHLEBOW CHOCKU
OOKyMeHTa

Co3patb NMHWIO, OTAENSIOLLYHO Pasgenutenb npoaomkeHUs
TEKCT JOKYMEHTa OT TeKcTa cHocku unu Paspgenutens
CHOCOK, NPOAOIMKAIOLLNXCS Ha NpoAoKeHUA KOHLEBOW CHOCKN
cnepyoLlen cTpaHule

BcraBuTb yBEgomeHue o YBegomMneHue o NpoaormkeHUn
NPOAOIMKEHNN CHOCKU Ha CHOCKM unv YBegioMmneHue o
cnenyoLlen cTpaHule NpoAomKeHUN KOHLLEBOW CHOCKM,

B KOTOpPOE BBOAMTCS
COOTBETCTBYIOLLMI TEKCT,
Hanpumep: NMpopomkeHue Ha
crneayroLllen cTtpaHuue.
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M3meHeHUue pasgenutenen CHOCOK 1 pob6aBneHue yBegoMI1eHUA O NnpoaoJiXKeHnun

TeKCT AOKYMEHTa OTAEeNseTCs OT TeKCTa CHOCOK C MOMOLLbIO KOPOTKOM FOPU30HTaNbHOM NUHKUK, KoTopast
HasblBaeTCs pasnenuTenemM CHocok. Ecnm cHOckv NepexoasT Ha credyoLyto CTpaHuLly, nedataeTcs 6onee
ANUHHARA NUHUS, HasblBaeMas pasaenureneM npodorHKeHUs, K KOTOPO MOXHO Aob6aBuTb TekcT. [lonyckaercs
N3MEHATb pasfenuTenu, cHabxas ux rpaH1Lamm, TEKCTOM U PUCYHKaMU.

CmM. Takxe

=] VMameHeHWe unv yganexne pasgenurenei CHOCOK

= [o6asneHve yBegomneHms 0 npogormKeHnn
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MU3meHeHue unm yaaneHune pasgenuTtenen CHOCOK

NS BbINOMHEHNS ONMCaHHbBIX HUXe OeNCTBUI HeobxoanMo HaxoauTees B 0B6bluHOM pexume. [Ins nepexoda B
06bI4HBIV pexum BbibepuTe komaHgy O6bIYHbLIN B MeHo Bup,.
1 BbiGepute komaHay CHOcku B MeHio Bua,.

[=] [JemoHcTpauus
2 B oBnactu cHocok BbiGepuTte Bece cHockm 1nv Bee KOHLEBbIE CHOCKM.

3 Urtobbl M3MEHUTL pasgenuTens Mexay TEKCTOM AOKYMEHTa U TEKCTOM CHOCOK, BbibepuTe PasgenuTens
CHOCOK unv Pasgenntenb KOHUEBbIX CHOCOK.

YTto6bl M3MEHNTbL pas3genuTenb AN CHOCOK, KOTOpble MPoAorkKatTCs C NpeablayLen cTpaHuupl, Bbidepute
Pasgenutenb npoaomkeHUs CHOCKU 1 Pasaenutenb NpoaomkeHUA KOHLEBOW CHOCKW.
4 BHecuTe HeobXoaVMble U3MEHEHWs1 B pasaenuTerb.

YTto0bbI yoanuTb pasgenvuTtenb, BblAenuTe ero, a 3ateM HaxXmuTe Knasuuly DEL. YT106bl BOCCTAHOBUTL
CTaHOapTHbIN pas3gennTerb, HaxXMuTe KHOMKY BoccTaHOBUTD.

MpumeyaHne. TeKCT CHOCKM He NOSBSETCH BMECTE C pasgenvrenem.
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Jo6aBneHne yBeaoMIIeHUs1 O NPOAOIKEHUM

NS BbINOMHEHNS ONMCaHHbBIX HUXe OeNCTBUI HeobxoanMo HaxoauTees B 0B6bluHOM pexume. [Ins nepexoda B
06bI4HBIV pexum BbibepuTe komaHgy O6bIYHbLIN B MeHo Bup,.
1 BbiGepute komaHay CHOcku B MeHio Bua,.

[=] JemoHcTpauus

2 B o6nacTu CHOCOK Bbl6€pVITe Bce cHocku nnn Bce KoHUeBble CHOCKM.

3 UYT06bI yka3aTh, YTO CHOCKa NPOJOMKAETCs Ha crneaytoLlelt cTpaHule, BoiGepute YBegommneHue o
NpPOoAOMKEHUN CHOCKU UNv YBeAOMIeHMe O NPOAOINKEHUN KOHLIEBOW CHOCKM.

4 B obnacTv npvmeYaHuin BBeauUTe TEKCT, KOTOPbIN TpebyeTcs BKIOUYNTL B yBeAOMIEHUE O NMPOAOIHKEHUM,
Hanpumep: MpogomkeHne Ha criegyoLen cTpaHuue.

MpumeyaHne. YTto06bl YBUOETb, KaK yBeAOMITIEHUEe O NpoaOoIDKEHNN 6yp,eT HanevyaTtaHo B AOKYMEHTE, HaXXMUTe

KHOMNKy Pexxum pasmeTku Ha ropu3oHTarnbHOW Nofioce NPOKPyTKU. YTOObI M3MEHUTb yBEOOMITEHNE,
HaXXMUTE KHOMKY OBbIYHBLIA pexum

Ha ropmsoHTaanon nonoce NpPoKpyTKH, BbIGEDMTe KOMaHOy CHOCKM B MEHI0 Bupa, BblﬁepMTe YBepomneHue o
npoAoIMKeHUNn CHOCKU nnu YBepgomneHue o npoaomkKeHun KOHLIeBOM CHOCKM, MOCIe Yero BHECUTE

Heobxoaumble n3ameHeHus. [Ins nony4yeHust AOMONMHUTENbHbLIX CBEAEHWUIA HAXXMUTE KHOMKY

X
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MN3meHeHUe pacnonoxeHUsa CHOCOK

1 BbiGepute komaHay CHocka B MeHio BcTaBka.

| JemoHcTpaums
2 HaxmuTe kHonky MapameTpbl.

3 Beuibepute Bknagky CHocku unu KoHueBble CHOCKM.
4 W3 cnucka MonoxeHue BbIGEpUTE HYXKHbIA NapameTp.
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nep9erCTHble CCbIJIKN Ha CHOCKHU

1 YcraHoBwuTe Kypcop Tyaa, Kyaa creflyeT BCTaBUTb CHOCKY.
2 Beuibepute komaHay MepekpecTHas ccbinka B MeHio BeTaBka.

=] JemoHcTpaums

3 W3 cnucka Tun cebinku BoiGepute CHocka unu KoHueBasA cHocka.

4 W3 cnucka [nst KaKOW CHOCKM BbIGEpUTE CHOCKY, CChISIKY Ha KOTOPYIO CriedyeT BCTaBUTh.

5 W3 cnucka BcTaBUTB cebInKy Ha BbiGepute Homep cHocku mnv Homep KOHLI@BOM CHOCKM.

6 HaxmuTe kHONKy BecTaBUTL, @ 3aTEM KHOMKY 3aKpbIThb.

MpumeyaHue. HoBble BCTaBneHHbIE HOMEpPA SABMATCH AENCTBUTENBHBIMY NEPEKPECTHBIMU CChINIKaMM K
OpWIrMHarnbHbIM CCbINIkaM Ha cHocku. Nocne gobaBneHns, yaaneHus unu nepeMeLLeHs CHOCOK Hymepaunst
nepeKpecTHbIX CCbINOoK ByaeT obHOBNEeHa aBTOMaTM4eCcKn Npu neyvaT JOKYMEHTa UNn No HaXxaTuio knasuwm F9.
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N3meHeHne chopmMaTa 3HaKa CHOCKM

1 BbiGepute komaHay CHocka B MeHio BcTaBka.

[=] JemoHcTpauus

2 HaxmuTe kHonky MapameTpbl.

3 BbiGepuTe Bknaaky CHocku unv KoHueBble CHOCKM.

4 W3 cnucka ®opmMaTt HoMepa BbIGepUTE HYXHbIM napameTp.

MpumeyaHue. [Ons M3ameHeHus WwpudTa U pasmepa 3Haka CHOCKU UCMOMb3yNTe Te Xe NpUeMbl, YTo 1 Ans
ocTanbHoro Tekcta. Beibepute komaHay CHocku B MeHio Bua, BbigenuTe 3Hak CHOCKM, BbIbepuTe komaHay
LpudT B MeHio Popmart, a 3aTeM NpUMEHNTE Hy>XHble hopMaThl.
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YnaneHne cHOCKu

e B [OKyMeHTe BblAennTe 3HaK CHOCKW, KOTOPYIO CreayeT yaanuTb, a 3aTeM HaXXMmuTe knasuwly DEL.

MpumeyaHue. YT06bI yoanuTb BCe aBTOMaTUYECKN NPOHYMEPOBaHHbIE CHOCKM, BblIOEpUTE KOMaHay
3ameHuTb B MeHio MpaBka. Ha Bknagke 3ameHUTb HaXXmMuTe KHOMKY Bonblue, HaXXMUTE KHOMKY
CneumanbHbINi, a 3aTeM BbiGepuTe 3HaK CHOCKM 1 3HaK KOHLEBOM CHOCKU. Ybeautech, 4To none
3aMeHUTb Ha nycToe, a 3aTeM HaXXMUTe KHOMKy 3aMeHUTb Bce. Henb3sa yaanutb BCce cneunanbHble 3HaKu
CHOCOK 3a OHYy onepauuio.
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ﬂepememeHMe unnn konmposaHme CHOCKu

1B OOKYMeHTe Bblennte 3Hak CHOCKWU, KOTOPYHO crieqyeT nepeMecTtuTb Uinn ckonnpoBaTtb.

2 [Ina nepemelLeHNs 3HaKa CHOCKM MUCMOMNb3yITe nepetackmBaHue.

YTto06bI CcKoMnnpoBaTb 3HaK CHOCKU, HaxXMuTe knasuwy CTRL 1, yaepxusasa ee, nepetallnTe 3Hak CHOCKM Ha
HY>XHOE€ MeCTO.

[NepeHymepaLmsa Bcex CHOCOK 6yp,eT BbINOJTHEHA aBTOMAaTU4YECKN.
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NMpeobGpasoBaHue BCeEX CHOCOK B OObIYHbIE UMK KOHLEBbIe

1 BbiGepute komaHay CHocka B MeHio BcTaBka.

| JemoHcTpaums
2 HaxmuTe kHonky MapameTpbl.

3 HaxmuTe kHOMKy 3aMeHUTb.
4 BbiGepute HyXHbIi napameTp.
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MpeobpasoBaHue oTAeNbHLIX CHOCOK B OObIYHbLIE UNU KOHLEBbIe

1 BbiGepute komaHay CHOCkM B MeHio Bua,.
= OemoncTpauus

2 B obnactu cHocok BbibepuTe Bce cHOCKM Uy Bee kOHLUEBbIe CHOCKM, a 3aTeM BbIAENUTE CHOCKU, KOTOpble
cnepyet npeobpasoBathb.

3 LUenkHnTe nobyto U3 BblAENeHHbIX CHOCOK MPAaBOM KHOMKOW MbILLK.

4 Bbibepute komaHay MNpeo6pasoBaTh B CHOCKY 1 NMpeob6pasoBaTb B KOHLEBYH CHOCKY.
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CGPOC HymMepauun CHOCOK B Ha4dane KaXXAon cTpaHuULUbl UMM Kaxaoro pasgena

1 BbiGepute komaHay CHocka B MeHio BcTaBka.

| JemoHcTpaums
2 HaxmuTe kHonky MapameTpbl.

3 Beuibepute Bknagky CHocku unu KoHueBble CHOCKM.

4 BbiGepute HyXHbI NnapameTp B rpynne Hymepauus.
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CkBO3Has HymMepauunsa CHOCOK B HECKOJIbLKUX AOKYMeHTaXx

YTtobbl 3agathb nocnegoBartenbHyO HyMepauunto CHOCOK AN1A HECKOJNMbKUX He CBA3aHHbIX Mexay cobon
OOKYMEHTOB, crneayet NpuHyanTenbHO YCTaHOBUTb HayanbHbIN HOMep Ond nepBoM CHOCKN KaxXOoro goKymMeHTa.

1 BbiGepute komaHay CHocka B MeHio BcTaBka.

[=] JemoHcTpauus

2 HaxmunTe kHonky MapameTpbl.

3 Beoibepute Bknagky CHocku unu KoHueBble CHOCKM.

4 BuiGepute napametp NpogomkuTb 13 cnvcka Hymepauus.

5 B none HauaTb ¢ ykaxuTte HayanbHbIi HOMep.

Mpumevanune. CkBO3HasA Hymepauusi CHOCOK OPraHU3yeTcs aBTOMaTUYeCKn, eCnv OKYMEHTbI ABNSATCH
YacTsIMM OQHOrO [MaBHOro AoKymeHTa Nubo ceasaHbl no nonto INCLUDE unu INCLUDETEXT.
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Pa3peLueHne BONPOCOB: CHOCKU

| [pwn yoaneHwn TekcTa CHOCKM 3HaK CHOCKM ocTancs B JOKYMEHTe

= HekoTopble CHOCKM McYe3nu M3 JoKyMeHTa

=] [MeyaTb KOHLIEBbIX CHOCOK Ha OTAENbHOW CTpaHuue

(=] He nevyartatoTcs NMHWUM pasgenuTensi CHOCoK
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an yAaneHn TeKCta CHOCKN 3HaK CHOCKM OoCTaliCA B AOKYMEeHTe

Heobxoavmo yaanuTb 3HaKk CHOCKM, CBA3aHHbIA CO CHOCKOW. Henb3s yaanute CHOCKY NyTeM yaaneHus ee
TeKCTa: B 9TOM crny4ae, Aaxke npw norHOM yaaneHun TekcTta, coxpaHutcs cumson absaua () a, cnegosaTensHo,
3HaK CHOCKM OCTaHeTCs B JOKYMEHTE.
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HeKOTOpre CHOCKM Uc4He3nun 3 goKymMeHTa

YT0ObI YyBUOETH CHOCKW, YCTAHOBUTE YKa3aTeslb Ha 3HaK CHOCKM B JOKYMEHTE U HEMHOro nogoxauTe. Mog
3HAKOM CHOCKW MOSIBUTCS TEKCT CHOCKW. YTOObI YBUAETH TEKCT CHOCKU B OOLIYHOM peXMMe, OBaXAb! LLENKHUTE
3HaK CHOCKM, YTOObI OTKPbITb 06NacTb CHOCOK B HWXXHEN YacTu aKpaHa, a 3aTeM BbibepuTe napameTp Bee
CHOCKM unu Bce KOHUEBbIe CHOCKU U3 CMMCKA B BEPXHEN YacTu 0brnacty CHOCOK.

Ecnu Bbl yganunu obnacTtb TekcTa, cogepXallyto 3Hak CHOCKW, To ByaeT yaaneH 1 TeKCT CBA3aHHOW C HUM
CHOCKMW. ECnint 3TO NPOM30LLNO CRYYaitHo, HaXMUTE KHOMKy OTMeHuTL [,
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Me4vyaTb KOHUEBbIX CHOCOK Ha OTAEeNIbHOMN CTpaHuule

Y106kl HaneyaTaTb KOHLEBblE CHOCKM Ha OTAENbHON CTpaHuLe, BCTaBsTe B KOHeL, pasgena unv gokymeHTa (B
3aBUCUMOCTU OT TOTO, A€ PacronoXeHbl KOHLEBbIE CHOCKW) pa3pblB CTpaHuubl. LLlenkHuTe To MecTo, rae HyXHO
3aKOHYNTbL CTpaHuLy, 1 Bbibepute komaHay Pa3pbiB B MeHio BeTaBka, a 3atem — napametp Havyatb HoBylo
CTpaHuuy.
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He nevyaTtaroTcsa nuHuUM pasgenutens CHOCOK

HekoTopble npuHTEpbI Npy paboTe B Y4EPHOBOM peXunMe He MOTyT BbIBECTU Ha neyaTb NIMHWK pasgenutenen.
Beibepute komaHay MapameTpsbl B MeHtio CepBuc 1 cHummnTe draxkok YepHoBown Ha Bknagke Mevatk, nocne
Yyero nonpobynTe BHOBb BbIBECTW Ha NeYaTb AaHHbIN JOKYMEHT.
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MpocmoTp cHocok

1 BbiGepute komaHay MapameTpsl B MeHio CepBuc, a 3aTem — Bknaaky Bug.
= [emMoHcTpaums

2 YcTaHoBuTe chnaxok TeKCT npuMeYaHun.

3B OOKYMEHTEe yCTaHOBUTE yKa3aTellb Ha 3HaK CHOCKM B JOKYMEHTE U HEMHOIo noaoxauTte. [Noa 3HakoM CHOCKM
NoABUTCA TEKCT CHOCKMW.

MpumeyaHue. [ns NpocMOTpa CHOCOK B 06acTu CHOCOK BbibepuTe koMaHay CHocku B MeHo Bua, a 3atem
Bblibepute napametp Bce cHocku v Bece KOHLEBbIE CHOCKM.
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BcTaBka CHOCKM unm KOHLleBOI7I CHOCKU
= [eMmoHcTpaums
1 YcraHoBuTe Kypcop Tyaa, Kyaa crielyeT BCTaBUTb 3HAK CHOCKU.
2 BeoibepuTe komaHay CHocka B MeHio BeTaBka.
3 Bbibepute O6bI4HYI0 U KoHueBylo.
4 BeeguTe TEKCT CHOCKM B 06M1acTb CHOCOK. [1nsi BO3BpaTa K OCHOBHOMY TEKCTY JAOKYMEHTA LLESKHUTE ero.
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CHOCKM U KOHLEeBble CHOCKMU

CHOCKM U KOHLIEBbIE CHOCKM UCMONb3YTCA B IOKYMEHTaX AN 0hOpPMIIEHUS Pa3NUYHbIX YTOYHSAOLWNX CBEAEHNIA
1 ccbinok. OguH AOKYMEHT MOXET cogepKaTb U 00blYHbIE, U KOHLEBbIE CHOCKU. Hanpumep, o6blYHbIE CHOCKM
MO>HO MCMONb30BaTh A5 Pa3bsCHEHNs1 BBOAUMbIX TEPMUHOB, @ KOHLIEBbIE — OIS CCbIMKU Ha NEPBONUCTOYHMUKN.
OObIYHbIE CHOCKM MevaTakTCs BHU3Y KaXXA0W CTpaHMLbl AOKyMeHTa. KoHueBble CHOCKM 0ObIYHO MOMELLATCH B
KOHeL, JOKYMEHTa.

Ccblinka cocTouT n3 ABYX CBA3a@HHbIX YacTeWn: 3HaKa CHOCKM W TEKCTa CHOCKW. CyLLI,eCTByeT BO3MOXHOCTb
OpraHn3oBaTb aBTOMAaTUYECKYO HyMepaunko CHOCOK, a TakXke co3aTtb cneunarnbHble 3Hakn CHOCOK. anI
nepemMeLleHnn, KonnposaHn nnn yganeHmnm 3Haka CHOCKM nepeHymMmepaunsd oCTaBLLNXCA CHOCOK BbINONTHAETCA
aBTOMaTU4eCKN.

OrpaHuyeHmnst Ha AnvHY 1 ohopMIIEHME TEKCTa CHOCOK OTCYTCTBYIOT. [lonyckaeTcsi Takke U3MEHSTb
pasgenuTeny CHOCOK — MMHUK, OTAeNsoLWwme TEKCT JOKYMEHTa OT TeKCTa CHOCOK.

YT06bI YyBUOETHL CHOCKW, YCTAHOBUTE YKa3aTesb Ha 3HaK CHOCKM B JOKYMEHTE 1 HeMHOro nogoxauTe. Moa 3Hakom
CHOCKM MOSIBUTCSI TEKCT CHOCKM. YTOBbI NPOCMOTPETH TEKCT CHOCKM B 06M1acT CHOCOK B HUXKHE YacTu aKkpaHa,
OBaxabl LENKHUTE 3HaK 3TON CHOCKM.
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Paspab6otka hopm
cbopma — 9TO OOKYMEHT, KOTOprI7I COOEepPXUT cnenyroine arnemMeHTbl:

e TekcT nnu rpacmyeckme anemMeHTbl, KOTopble He MOTyT OblTb M3MEHEHbI NMLOM, 3aMonHAWUM hopmy. ITH
anemeHTbl 3aaatoTcsa pa3paboTymkoM hopMbl U BKINKOYAKOT B Ce651 BOMPOCHI, CMIMCKN BO3MOXHbIX OTBETOB,
Tabnuupbl ¢ AaHHBIMU U T. 4.

e HesanonHeHHble obnacTu, B KOTOpble BBOAUT AaHHbIE NULO, 3anonHstowee dopmy. K aTum anemeHtam
oTHOCATCA nons popmbl n 06bekThl ActiveX.

[nsa co3gaHua dopMbl HabpocanTe ee NPUMEPHbLIN BUA UK UCMONb3YNTe B KadyecTBe obpasua yxe co3faHHyo
dopmy. Pewnte, kakor byget chopma: anekTpoHHOW unu nevatHow. K npeumyLlectsam anekTpoHHbIX (hopm
OTHOCHATCS aBTOMaTn4yeckas NpoBepka BBEAEHHbIX AaHHbIX (Hanpumep, TabenbHOro HomMepa CoTpyaHuKa),
0oBHOBMEHVe 3aBNCKMMbIX MONEN (Hanpumep, nonen ropoga u obnacTy Npy BBOAE NOYTOBOrO MHAEKCA) U Hanudne
MOACKAa30K, KOTopble 0bneryatoT 3anosiHeHne opmbl.

MHorne cbopMbl, HanpuMep KOHTPaKTbl, COCTOSIT B OCHOBHOM M3 TEKCTA C BKITOYEHHbIMM B HEro Nonsamun hopmbl,
B KOTOpble BBOAATCS HeobxoanMble AaHHble. B apyrux bopmax MCnonb3yTcsa CETKU, KOTOpble coveTaloT B cebe
Takune cBOWCTBa Tabnuu, Kak BblpaBHMBaHME TEKCTA, PaMKX A1 BblAENeHUs 3anofHsieMblx Nonewn, BblaeneHne
LIBETOM 3arofioBKOB U Apyrue creuunanbHble Npuembl, KoTopble AenatT hopmy Bonee npuereKkaTensHom 1
Nerkon B UCnonb3oBaHUN.

[nsa pa3paboTku n cosgaHnsa hopm npumeHstoTes cnegytowme cpeactea Word:

e [ina co3pgaHus opmbl C MPOCTON CTPYKTYPON HaXmuTe KHOMKy [lo6aBuTb Tabnuuy Ha naHenu
UHCTpyMeHTOoB DopMbl. Ecnv cTpykTypa dpopMbl Gornee crnoxHas, BCTaBsTe HECKOMNbKO Tabnuy, pasgenus mnx
NyCTbIMU CTPOKaMW.

o CnoxHyto hopMy MOXHO Takke co3faTtb, HaxaB kHornky HapucoBatb Tabnuuy Ha naHenu
WHCTPYMeHTOB POpMbI 1 HAPUCOBaB ee OTAENbHbIE CTPOKM U cTonbubl. B cnyvae owmnbkn HaxxmuTe kHonky JlacTuk

& Ha naHenu MHCTpyMeHToB Tabnuubl U rpaHULbI U BbIAENWUTE JIMHUK, KOTOPbIE CredyeT yaanuTb, NyTem
nepeTackMBaHus.
¢ YT06bl HapMCOBaTb pamMKy BOKPYF OnpeaeneHHo obrnacti hopMebl, a 3aTem NoMecTUTb BHYTPY Hee

dparMeHT TeKcTa, rpanyecknin ANEMeHT Unn guarpammy, HaxxmuTe KHOMKY TekcToBOe€ none Ha
naHenun NHCTpymeHToB PopmMbl. VICnonb3ynTe HACTPONKMN Ha NaHenu UHCTpyMeHToB PucoBaHue ans

M3MEHEHMSA rpaHnLbl, GOHOBOrO LBETA, LiBETA TEKCTA BHYTPU paMKn U T. O.

. [nsa yBenuueHnsi npyenekaTenbHOCTM OOPMbI K €€ KITFYEBbLIM 3rieMeHTaM A00aBnaTCs rpaHuLbl 1
3anueka. Utobbl 406aBUTE NUHMK (TPaHULbI), MeYaTaloLmMecs Mexay syerkamy unm obpamnsiowmne Tadnuuy, unm
3aTeHUTb Hanbornee BaXHbIE aneMeHTbl (POPMbI, YKaXKUTE HYXHbI aneMeHT, BbibepuTe kKoMaHay MpaHuubl n
3anuBkKa B MeHio dopmar, a 3aTeM ycTaHoBUTE TpebyeMble napameTpbl Ha Bknagkax MpaHuua n 3anueka. Mo
YMOMNYaHWIO NUHUK CETKM Tabnuubl nevaTatTcs.

MpumeyaHus

e [Ina nonyyeHWs AOMOMHUTENBbHbBIX CBE4EHUI U NPOCMOTPpa NpMMepoB OPM, KOTOPbIE MOXHO CO3AaTh C
MOMOLLbIO TaBNNL, HaXMnTe kHonky 2],

. [na co3ganHnsa dopMbl MOXHO Takke UCNonb3oBaTh O4HY 13 OPM-NPUMEPOB, KOTOPbIE NMOCTaBMATCA
BmecTe ¢ Word. B nanke «LLlabnoHsi», koTopast Haxogutcsa nubo B nanke Microsoft Office, nubo B nanke Word,
HaxoAsATCA NPUMePbl HECKOMbKUX AenoBbIX opM. Ecnn atux dhopm HET Ha Aucke, YCTaHOBUTE UX C MOMOLLbIO
nporpamMbl YCTaHOBKM. [ NONyYeHNS JOMNOMHUTENBHBLIX CBEAESHUI HaXMUTE KHonky [,
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CoszpaHue chopm

dopma — 3TO LOKYMEHT C HE3aMOMHEHHbLIMWN 06NacTaMK, B KOTOpble BBOAATCSA AaHHble. B Word MoxHo co3patb
cnepywowue Buabl opm:

e  ®opMbl, KOTOPbIE MEYATalOTCH, a 3aTeM 3anosHsTCA Ha Bymare. Vicnonb3yiiTe NaHenb UHCTPYMEHTOB
®PopMbl, 4TOOLI BCTaBUTb TEKCTOBbLIE NOMS A5 BBOAA AaHHbLIX U (MaXKn CO CrMcKaMy BO3MOXHbIX OTBETOB,
Hanpumep «da» n «Het».

e  OneKkTpoHHble (POPMbI, KOTOPbIE MOXHO PaCMpPOCTPaHATb Yepe3 AMEKTPOHHYH NOYTY UMK MO CETU.
Mcnonb3yiiTe naHenb MHCTPYMEHTOB PopMbl, YTOOLI BCTaBUTL Nonsg opMmbl. [nsi ynpoLleHns 3anonHeHns K
nonsim oopm MOXHO [06aBUTb NOACKA3KM.

e MoLHble, HacTpanBaemble MEKTPOHHbIE (POPMBbI, KOTOPbIE NPEAOCTaBMNAOT 3HAYNTENBHO GonbLune
BO3MOXHOCTM 4151 BBOAA AaHHbIX, BbIObOpa OTBETOB M3 CNKCKa U 3anucy OTBETOB. 3TW (hOpMbI TaKKe MOXHO
pacnpocTpaHATb Yepe3 AMEKTPOHHYH MOYTY UK no cetu. [pu co3gaHnm NPUNoXeHWi ¢ NCMoNb30BaHNEM
06bekToB ActiveX 1 NaHenu MHCTPYMEHTOB dneMeHThbI ynpaBreHus, Hanpuvep popm 1 UanoroBbiX OKOH,
B MOMHOM Mepe NCMOorb3YTCA BO3MOXHOCTU A3blka nporpaMmmupoBaHus Visual Basic.

CwM. Takxke

(= Co3spaHve neyaTHoi hopMmbl

(=] Co3aH1e 3MeKTPOHHOI hopMbl

(=] Co3paHne aNekTPOHHOI hopMbl ¢ ncnonb3oBaHnem ob6bekToB ActiveX
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Co3paHue neyaTtHou chopmMbl

1
2
=

Co3panTe HOBbIN JOKYMEHT.

Paspaborante chopmy unum ncnonb3ynre B kadecTse obpasua CyLLecTByOLLYIO0 hopmy.
WHCTpyKLUNN

3

4
5

,D,O6aBbTe TEKCT U I'paq)l/l‘-leCKVIe ANeMeHTbl. Hanpmmep, BBEAUTE BOMPOCHI N CNNCKN BO3MOXHbIX OTBETOB.
YUrtobbl BCTaBUTbL TEKCTOBOE More A5is OTBeTa, YKaXnte MeCcTto B JOKYMEHTe, a 3aTeM HaXXMUTEe KHOMKY

TekcToBOE Nnone Ha naHenn MHCTpymeHToB PopMbl.
YUT06bLI BCTaBUTb hriaXKkm CO CMMCKOM BO3MOXHbIX OTBETOB, Hanpumep «[a» nnm «HeT», ykaxunte HyxHoe

W
MEeCTO B JOKYMEHTE, a 3aTeM HaXXMUTEe KHOMKY drnaxok Ha NaHenu UHCTPYMeHTOB PopMbl.

CoxpaHute dopmy.
Haneuatante dopmy.
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Co3paHue aneKTpoHHON popmMbl

OneKTPOHHY0 hopMy HEOBXOAMMO COXPaHsATb U PacnpPOCTpaHATb B BUAe WwabnoHa. [na ncnosnb3oBaHUs Takon
dopmbl cnegyeT co3nath HOBbIM AOKYMEHT C UCMOMNb30BaHMEM 3TOro wabnoHa. Takum o6pa3oM, LwabnoH
OCTaeTcs «He3anonHEHHON (POPMON» U MOXET ObITb MCNOML30BaH NOBTOPHO.

1 PaspabGoTante dopmy nnv UCTonb3yiiTe B KayecTse obpasLia CyLLIECTBYIOLLYI0 opMy.
=] WHCTpYKUMM
2 Cospaiite HOBBIV WaGMNoH. [ns aToro BbiGepuTe koMaHay CospaTb B MeHio daiin, Bbibepute HoBbI
LOKYMeHT Ha Bknaake O6wme, yctaHoBuTE nepeknoyarens HoBbIM AoKyMeHT B nonoxeHue La6noH, a
3aTeM HaxxmuTe kHonky OK.

Ecnn gnsa co3ganus popmbl ucnoneayetcs opma-obpasel, KoTopas He SBnsieTcs WabnoHoMm, CoxpaHuTe
CO34aHHY0 OpMY Kak LLabMoH.

3 [obGaBbTe TEKCT 1 rpadpuyeckme anemMeHTsl. Hanpumep, BBeauTe BOMNPOCHI.
4 BcrasbTe nonst opMbl B HYXXHbIe MecTa AOKyMeHTa. [1ns 3TOro yKaxute MecTo, rae AOMKHO HaxoOauTbes
nore, a 3aTeM UCMONb3yATe KHOMKN Ha NaHEeNW MHCTPYMEHTOB PopMbl.
[=] MHCTpyKLMM
5 [Baxabl LienkHUTe none Ans HacTPOMKM ero napameTpoB.

[nsa nony4eHus ceegeHnin o no6om napamMeTpe HaXXMuUTe KHOMKY C BONMPOCUTESTbHbIM 3HAaKOM ﬁl, a 3atemMm
LUENIKHUTEe 3TOT NapamMeTp.

6 TMMocne cosnaHnst PopMbl HAXKMUTE KHOMKY 3awmTa hopMbl Ha naHenu NHCTPYMEHTOB POopMbiI,
4TOGbI paspeLunTb BBOA AAHHLIX TOMBKO B MOMSAX ()OPMbI.

7 CoxpaHunTe U 3akponTe LWabnoH.
Mpumevanunsa

e [lons dopMbl 3aTeHSOTCS, 4YTOObI X Nerye ObINO HAXOAUTL Ha aKpaHe. [ns BKAYEHNS UN BbIKITHOYEHUS

3aTeHeHNs HaxxmuTe KHorky 3aTeHeHue nonen opmbl Ha NaHenu UHCTpymeHToB PopMmbl.
. Mpu pa3paboTke n n3meHeHNn Popmbl C Hee CnegyeT CHATb 3awuTy. YToObI 3aLWmMTUTL (HOPMY NN CHATb
3aWnTy, HaXMUTE KHOMKy 3awmTa popmMbl E Ha NaHenu UHCTPyMeHToB PopMmbl.
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Co3paHue aneKkTpoHHOW hopMbl C UCNONb30BaHMEM 06bekToB ActiveX

OneKTPOHHY0 hopMy HEOBXOAMMO COXPaHsATb U PacnpPOCTpaHATb B BUAe WwabnoHa. [na ncnosnb3oBaHUs Takon
dopmbl cnegyeT co3nath HOBbIM AOKYMEHT C UCMOMNb30BaHMEM 3TOro wabnoHa. Takum o6pa3oM, LwabnoH
OCTaeTcs «He3anonHEHHON (POPMON» U MOXET ObITb MCNOML30BaH NOBTOPHO.

1 PaspabGoTante dopmy nnv UCTonb3yiiTe B KayecTse obpasLia CyLLIECTBYIOLLYI0 opMy.

=] WHCTpYKUMM
2 Cospaiite HOBBIV WaGMNoH. [ns aToro BbiGepuTe koMaHay CospaTb B MeHio daiin, Bbibepute HoBbI
LOKYMeHT Ha Bknaake O6wme, yctaHoBuTE nepeknoyarens HoBbIM AoKyMeHT B nonoxeHue La6noH, a
3aTeM HaxxmuTe kHonky OK.

Ecnn gnsa co3ganus popmbl ucnoneayetcs opma-obpasel, KoTopas He SBnsieTcs WabnoHoMm, CoxpaHuTe
CO34aHHY0 OpMY Kak LLabMoH.

3 [ob6aBbTe TeKCT 1 rpadmyeckme anemeHTsl. Hanpumep, BBeanTe BONpoChI.

[=] NHCTpYKUMM
4 BcrasbTe 06bekTbl ActiveX B HyXHble MECTa JOKyMEHTa C MOMOLLbI0 NaHENU UHCTPYMEHTOR DNeMEeHThI
ynpaBneHus.
=] MHCTpyKLUMM

5 YT06bI HAaCTpOUTL CBOWCTBA BbIGpaHHOIO 0GbEeKTa, HaXMUTe KHOMKy CBOMCTBa
WHCTPYMEHTOB JrieMeHTbl yrpaBneHus.

Ha naHenu

6 YT06bI HanucaTb Makpoc Ha Visual Basic, koTopblii ByaeT ynpaenaTe cBOMCTBaMy 06bekTa, ABaxabl
LenkHUTe 3TOT 06beKT. BBeante makpoc Ha A3bike Visual Basic B nosiBuBLLEECS OKHO Makpoca.
[ns nony4yeHus 6onee nogpobHbIX cBeAeHWI 06 U3MEHEHUN CBOWCTB KaXkaoro o6bekTa U HanmcaHnM MakpocoB
Ha Visual Basic HaxmuTe kHonky [,
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Ho6aBneHune B opmy nonen unm o6vekToB ActiveX

B dopmy, koTopasi ByaeT 3anonHATLCA UHTEPAKTUBHO, MOXHO BCTaBMSAThL Nons (popMbl MK 06bekTbl ActiveX.

UHcTpyKuun

e [o6asneHuve B hopmy nonei hopmbl

=l [o6asnexve B hopmy o6bekToB ActiveX
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[No6aBneHune B chopmy nonen chopmbli

[ns pobasneHus nonen opMbl B 3NEKTPOHHYO hOPMY UMM LOKYMEHT MCMONb3yeTcs NaHenb UHCTPYMEHTOB
DopMbl.

TpebyeMbiii pesynsrat YKaxuTe MecTo B AOKYMEHTe U
HaXXMUTE KHOMKY

[ob6aeneHune TekcToBoro nonsi. Ans Hero TekcToBOE None
MOXeT ObITb 3a4aHO 3HaYeHune no

YMOMNYaHu1io, TaK 4YTO Nonb30BaTensM He

npuaeTcs BBOAUTL Hanbonee BEPOATHLIN

OTBET, KpOMe crny4as, Korga ux otset

oTnunyaetcs. [Ana nonyveHus

OONOMHUTENbHBIX CBEAEHUA O

napameTpax TEKCTOBOIO Momns HaxmuTe

kHonky (2,

[obaeneHne dnaxka psgom ¢
He3aBUCUMbIM NapamMeTpOM, KOTOPbI
nunbo yctaHaBnueaeTtcs, nMbo
cbpacbiBaeTcs. dnaxky MoryT GbiTb
Takke JoGaBneHbl K rpynne napameTpos,
KOTOpbIE He SIBNSOTCS
B3aNMOMCKITIO4aOLLMMU (TO ECTb MOXHO
BbiOpaTh 6onee ogHOro napaveTpa).

[JobaBneHune nonsi co CrMCKoM Mone co cnuckom
BO3MOXHbIX OTBETOB. Ecnun cnncok

[0CTaTouHO BonbLUON, Nonb3oBaTenb

CMOXET NPONUCTbLIBaTb €ro Ass

NpoCMOoTpa OcTallbHbIX OTBETOB.

Mpumevanune. [lepen nepenaven aNeKTPOHHOW POPMbI NMLAM, KOTOPbIE 6yﬂ,ﬁee 3anonHATb, opmMy

cnegyeT 3aWmMTuTb. [nsa atoro HeobxoanMOo HaxaTb KHOMKy 3awmTta hopMbi Ha naHenu MHCTPYMEHTOB
®opmbl. 3alimTa NO3BONAET NONb30BaTENSM 3anoNHATL POPMY, HO NpedoTBPaLLAET CryvyalHble N3MEHEHNS
anemMeHToB hopMbl U MX pa3MeleHns. YTobbl BEPHYTLCS B PEXWUM MIIaHMPOBAHUS U M3MEHEHMs camon hopMmbl,
CHVMMUTE 3aLuTy, eLle pa3 Haxas KHOMKy 3awmTa dopmMbl
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HNo6aBneHune B opmy o6ekToB ActiveX

Ons no6aBrneHusi B aNeKTPOHHY0 hopMy Unn JOKYMEHT 06bekToB ActiveX ncnonb3ayeTcs naHenb MHCTPYMEHTOB
AnemeHTbI ynpaBneHus.

Mpu BbIOOpPe 06bekTa Word aBTOMaTM4eCku nepekniovaeTcsa B pexxum pa3paboTku 1 BCTaBnseT 3TOT 06beKT kak
nepemeLlaemMbivi, 4Tobbl ero 6bIno nerye pasMecTuTb B HYXXHOM MecTe AOoKyMeHTa. YTobbl noMecTnTb 06bEKT B
no3nummn Kypcopa, yaepxusavite knasuwy SHIFT Npu HaxaTum COOTBETCTBYHOLLEN KHOMKN NaHenn MHCTPYMEHTOB.

Tpebyembin pe3ynsraT Haxmute KHONKy

[o6aBuTb raxxok psgom ¢ HE3aBUCUMbIM
napameTpomMm, KOTOpbIv NGO
ycTaHaBnumBaeTcs, nmbo copacbkiBaeTcs.
dnaxku MoryT ObITb Takke MOryT ObITb
pobaBneHbl K rpynne napaMeTpoB, KOTopble
He ABMSATCS B3anMOUCKITIOHaLWmmMn (To
€CTb MOXHO BblOpaTb Gonee ogHoro
napametpa).

BcTaBuTb KHOMKY cYeTymKa, koTopas
No3BOMSIET YBENUYMBATDL UNN YMEHbLUATb
YNCIOBOW OTBET Ha eanHULLY.

BcTaBuTb Nonocy npokpyTkM psigom co
CMWCKOM, B KOTOPOM coaepXuTcst bonblue
3NEeMEHTOB, YeM MOXET ObITb BbIBEAEHO Ha
aKkpaH. [Mornoca NpoKpyTKM Takke MOXET ObiTb
ucnonb3oBaHa Ans BBoAa AaHHbIX —
Hanpumep Ans perynupoBK/ rPOMKOCTU B
urpax — 1 Ans BblBoAa pesyrbraTos,
Hanpumep Ans otobpaxeHus OCTaBLLErOCS
BpPEMEHW (NpY OrpaHNYEHHOM BPEMEHM

dnaxok

CueTumnk

Mornoca npokpyTku

paboThl).
BcTaBWTb HaanyChb.
Hapnucb A
BcraBuTb none Ans peaakTMpoBaHus, B n
one

KOTOpOM oTobpaxaeTcsi BBEAEHHbIN
nonb3oBaTteneM TeKCT. AaHHble, BBeAEHHbIE B
pexume pa3paboTku, Unu AaHHble,
NPUCBOEHHbIE 3TOMY OOBEKTY B pexume
BbIMNOMHEHNS.

BCTaBUTL KHOMKY, KOTOPas BLIMOMHSET Takve K
AECTBUS, KaK, HanpuMep, oToGpaxeH1e Honka

AONOJTHUTENbHbIX NAapaMeTpPoB.

YCTaHOBUTL NepekriioYaTerb PSAoM C n
rpynnon Asyx unun 6onee epekniodarens

B3aMMOUCKIO4aLWmMx OTBETOB.

BcTaBuTb none, B KOTOPOM B BUAE Crincka c
6GyayT BbIBOAUTLCS BO3MOXHBIE OTBETHI. nUcoK

CnncoK MOXHO MPOMUCTLIBATbL, €CIN €ro
pasmMep NpeBbLICUT pasmep nons.

BCTaBUTb TEKCTOBOE MOJIE CO CMIUCKOM. n
Monb3oBaTenb MOXeT NMGO BBECTU 3HAYEHWE one co CnUCKom

B TEKCTOBOM rone, Nubo BbIGpaTh 3HaYeHue
n3 cnucka. None co cnnckom Takke
COOEPXKMT NONOCY NPOKPYTKN.

BcTaBuTb KHOMKY-BbIKMIOYATENb, KOTOpast
nepekrnoyaeT pasnmyHble COCTOSHUSI.
Hanpumep, BbiknoyaTens MOXET OTKIO4aTb
[JOMNONHUTENbHbIE NApaMeTpbl B HACTPOWKaX.

BcTaButb pamky, kotopas bygeTt oobeauHATb v
pamKy, pas 6yn | Pamka

|
Bbiknroyartenb



CBSI3aHHbIE NOMs U KHOMKK. YTOObI
nepenBuratb ANeMeHThbl YNpaBneHns BMeCTe
C paMKoW, BCTaBbLTE pamKy NepBOW.

{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"wodcclnsertActiveXControlsiInFormA": 1:"Foo":"Invisible"}



3awuTa nonen INEeKTPOHHOU hOpPMbl OT U3IMEHEHUSA

[Nocne co3gaHms anekTpoHHON hopMbl, ee cnenyet 3alnTUTb, Tak YTO Nonb3oBaTenn CMOryT BBOOUTb AaHHbIE
TONbKO B NpeAgHa3Ha4YeHHble ANna 3TOoro nons.

1 BbiGepuTe komMaHay YCTaHOBUTL 3aliuTy B MeHio CepBuC.

= JemoHcTpauus
2 YcTtaHoBUTE NepeknoyaTtenb 3anpeTuTb No6bie U3MeHeHUsl, KpoMe B nosiokeHve BBoaa AaHHbIX B
nonax dopm.

3 BseawuTe napons Anst goopmbl B none Maponbk. Tonbko 3HatoLye Naporb NoNb30BaTen CMOryT CHATb 3aLUUTy
1 M3MeHUTb POpMY; NONb30BaTENM, He 3HaKLWMe Napons, CMOryT, TEM HE MeHee, BBOAUTb AaHHble B NOMsX
opMbI.

4 Haxmute kHonky OK, 4ToGbl 3alWMUTUTL BCIO (hOPMY.

YT06bI 3aWMTUTL ONpeaeneHHble YacTu opmbl, hopmy Heobxoanmo pasbuTb Ha pasgensl. HaxmuTe KHOMKy
Paspenbl, a 3atem ounctute naxku pasgenos, KOTopble He TpebyeTcs 3awmwars.

CoBet. [1ns1 yCTAHOBKM N CHATWA 3almUTbl BO BpeMsi pa3paboTku unu nsmeHeHusi popMbl Takke MOXHO HaxaTb
kHonky 3awmTa coopmbl 2l Ha nanenu MHCTpymeHToR PopMbL.
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CHATUeE 3alMUTbI C NOSeN INEKTPOHHOU hopMblI

OnekTpoHHasa dopma 3alumLiaeTcs Ansa Toro, YTobbl NONb30BATENN MO BBOAUTL AaHHbIE B NpeAHa3HaYeHHble
ANs 3TOro Norns, HO He MOrNM CyYanHoO U3MeHUTb camy dopmy. [Nepea namerHeHvem opmbl cregyet yopaTb
3awumTy.

e Bbibepute komaHgy CHATb 3awmTy B MeHio CepBuc.
= JeMoHcTpaums
BeeaguTe naponb, ecnu anekTpoHHas dopma Gbina 3alumiieHa naponem.
CoBet. [Ins yCTAHOBKM M CHATUS 3aLUMTbl BO BpeMS pa3paboTkn nnun n3mMeHeHus hopMbl TakKe MOXHO HaxKaTb

kHonky 3awmTa chopmbl 2l Ha naHenm MHCTpymeHToR PopMBL.
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CoxpaHeHue AaHHbIX, BBeAEHHbIX B 3NEKTPOHHYI0 hopMy, ANA UCNONb30BaHUA B
0ase gaHHbIX

= [ewmoncTpauus
1 OTkpoiiTe 3aMnonHeHHY 3NEKTPOHHY0 hopmy.
2 Beblibepute komaHay MapameTpsbl B MeHio CepBuc, a 3atem — Bknaaky CoxpaHeHue.
3 YcraHoBuTe donaxok CoXpaHATb TONMbKO AaHHble Ansi hopM.
4 Bobibepute komaHgy CoxpaHUTb Kak B MeHto dain.
5 BeeawTe nms caina B none Ums caitna.
6 Bbibepute Tonbko TekcT B none Tun daina.
HaHHble nonen dopmbl OyayT 3anvcaHbl Yepes 3ansTyto B TEKCTOBOM chaine.
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MevaTb AaHHbIX, BBeAEeHHbIX B 3J1IEKTPOHHYHO (bopMy

= [emvoncTpaums
1 BbiGepute komaHay MapameTpbl B MeHio CepBuc, a 3aTem — Bknaaky Meyatb.
2 YctaHoBuTe chnaxok MevyaTaTb TONbLKO AaHHbLIe Ans opMm.

3 HaxmuTe kHomnky MeyaTb ;

Word Hane4aTaeT TonNbKO AaHHble, BBEAEHHbIE B (DOPMY.

MpumeuaHue. Ecnu anekTpoHHas dhopma Obina paspaboTaHa Ha OCHOBE yXXe UMetoLLerocst bnaHka,
Hanpumep NNaTeXxHoro NopyvyeHunsi, 1 Nonsa opMbl HAXOAATCH B TEX e MecTax, YTo 1 Ha bnaHke, To 3Ta
nocnenoBaTenbHOCTb AENCTBUIA MOXET ObITb MCMONb30oBaHa Ans 3anofnHeHus bnaHka.
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3anonHeHue ANeKTPOHHOU hOpPMbI

1 BbiGepute komaHay CospaTth B MeHio dain.

= [emMoHcTpaums
2 BoibepuTe WwabnoH dopMbl, ycTaHOBUTE NepekrtodaTteris HoBbI AOKYMEHT B NnoroxeHve [LoKyMeHT 1
HaxxmuTe kHorky OK.

3 BeeauTe gaHHble B kaxgoe none dopmbl. McnonbayinTe knasuwmn TAB 1 SHIFT+TAB UK CTPEnKK Ans
nepemMeLLeHNs Mexay nonsimm hopmbl.
4 Bbibepute CoxpaHUTb Kak B MeHio dain.

(=] JemoHcTpaums

5 B none Ums cbaitna BeeanTe nmMsi cpaiina, B KOTOPbIN TpebyeTcs COXpaHUTL BBEAEHHbLIE B (POPMY AaHHbIE.
MpumevaHue. Ecnuv npu 3anonHeHun nNomns aNeKkTPOHHON (hOPMbI BO3HWKIN 3aTpyaHEHWs, BbibepuTe 31O nomne
hopMbI, a 3aTeM NOCMOTPUTE HA CTPOKY COCTOSHMSA UMW HaXkmnTe Knasuwy F1. Bo3mMoxHO, pa3paboTymk dhopMbl
Aobasun B Hee NoACKasky.
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Q)OpMaTVIpOBaHVIe TeKCTa, BBeAeHHOro B 3JIeKTPOHHYHIO cbopMy
OTkpoliTe WabnoH, B KOTOPOM HAXOAMTCS 3NIeKTPOHHas hopma.

1 CHUMUTE 3aLLMTY C hOPMbI, HaxaB kHOMKy 3awmTa doopMbl 2l Ha naHenu MHCTpyMeHToB DOPMBbI.

2 BbigenuTe none copmbl, hopMaTt KOTOporo TpebyeTcs UBMEHNUTB.
3 Beibepute komanay WpudT B meHio Dopmar.
4 Bbibepute Tpebyemble napameTpbl.

[Insi NonyyYeHns CBeAEHMiA 0 NMIBOM NapameTpe HaXMUTE KHOMKY C BONPOCUTenNbHLIM 3Hakom 2l a satem
LLeNKHUTE 3TOT Napamerp.

5 3awmtute opMy, Haxas KHOMKY 3awmra hopmbl [#] ha naHenu uHcTpYyMEHTOB D OpMbI.
Cosert. [Ins ogmMHakoBoro hopmaTnpoBaHUsa HECKOMNbKUX MOMNen BbiaenuTte none, popmar kotoporo byaet

NPUMEHEH K APpYrnmMm nonam, HaXXKMUTE KHOMKY KonupoBaTtb chopmat ._1 a 3aTeM BblaennTe none, Kotopoe
Hapo oTchopmaTtmpoBarThb. YT100bbl NPUMEHUTb hopMaTMpPOBaHMNE K HECKOSBbKUM NOMAM, ABaXObl HAOXXMUTE KHOMKY
KonupoBaTtb chopmar, Boigenurte no odepenun nond, a 3arem elle pas HaXXMUTE 3Ty KHOTKY.
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MN3meHeHUe napamMeTpoB NMoneun aNeKTPoOHHOU hopMblI

Mcnonbayiite aTy nocnenoBaTenbHOCTb AENCTBUIN TONMbKO A58 U3MEeHeHUs napaMeTpoB noner dhopmbl.. Ecnu
dopma copepxuT 06bekTbl ActiveX, TO ANA M3MEHEHMs UX CBONCTB CrieayeT BbiOpaTh HyXXHbIV OObEKT, a 3aTeM
HaxaTb kHonky CeoiicTBa 2| Ha naHenu HCTpyMeHTOB DneMeHTbI ynpasneHus. Utobbl nonyunts Gonee
nogpobHble cBeaeHust 06 yCTaHOBKE Y M3MEHEHMU CBOWCTB KaXaoro 06bekTa, a Takke O HanmcaHum MakpoCoB

Ha a3blke Visual Basic, HaxXxMuTe KHOMKY
=l
1 OTkponTe WabnoH, B KOTOPOM HaxoAWUTCH HyXHas aneKTpoHHas dopma.
2 CHumuTe 3aWnTy ¢ hOPMbI, HaxaB kHomnky 3awmTa copmbl | Ha naHenn nHCTpymeHToB DopMbL.

3 [eaxabl wenkHuTe Tpebyemoe none hopmsl.
4 N3meHUTe napameTpbl Nonsi.
5 3almTute hopMy, Haxas kHomnky 3awmTa chopmbl 2l Ha nasenu uHcTpymenToB ®opmbl.
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ABTOMaTMU3aUuMA paboTbl ¢ hopmomn

Mpu Bxoae u Bbixode 13 nonst PopmMbl aBTOMATUYECKM BbI3bIBAOTCA MaKpOChl, KOTOpbIE coAepaTtcs B LabnoHe
dopwmbl. Hanpumep, ecnv nonb3oBaTtens ycTaHoBUN naxok CocTouT B 6Gpake, Makpoc, Bbi3blBaeMbI Mpu
BbIXO€, MOXET aKkTUBM3UPOBaTb CBA3aHHbIe Nons, Takme kak Umsa cynpyra.

[nsa nonyyeHus ceeaeHWn 0 HanncaHUM MakpocoB Ha si3bike Visual Basic, koTopble HacTpanBatoT paboTy
ob6bekToB ActiveX, HaxmuTe kHonky 2,

1 OrtkpoiiTe WabnoH, B KOTOPOM HaXOAMTCA HYXXHasi ANIeKTPOHHas popma.
2 CHumuTe 3aWwmnTy € DOpPMbI, HaXkaB KHOMKY 3awmuTa hopMbl 2l Ha pnanenu WMHCTPYMEHTOB POpMbI.

3 CosganTe MakpocChl U COXpaHWUTe MX B LWabnoHe opMbl.
Ecnu TpebGyemble MakpocChl UMEKTCS B APYroM LWAbnoHe, CKoNMpynTe nx B LWabnoH opmebl.
[=] NHCTpYKUMM
4 [saxnbl LWENKHWUTE nore, ¢ KOTopbIM ByaeT CBsi3aH Makpoc.

5 [nsa sanycka makpoca npu Bxofe B rnone hopMbl BbiGepuTe ero 13 cnucka BeinonHUTL Makpoc npu Bxoge.

[ns 3anycka Makpoca npu Bbixoge M3 nosnsi oopMbl BbIGEPUTE €ro U3 Crvcka BbINOAHUTL Makpoc npu
Bbixoge.

Mpumevanue. Ecnu popma ncnonbsyerca Ha Apyrx KOMMbIOTEPax, He COAEPKaLLMX TakuxX MakpoCoB B
wabnoHe O6bIYHBLINA, TO UX aBTOMATUYECKOro 3anycka He npousongeT. [o3aToMy MakpocChl, UCMONb3yeMble B

dopme, AoMmKHbI cofepaTbes B WabnoHe dopmel. B aTom cnyyae oHu GyayT [OCTYMHbI ANA MCNONb30BaHWSA U
Ha Apyrux KomnbloTepax.
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Jo6aBneHne noackasok K nonsam opmbi

1 OrtkpoiiTe WaGNoH, B KOTOPOM HAXOAUTCS HYXXHasl ANeKTpOHHasi hopma.
2 CHuMWTe 3aLLMTY C DOPMBI, HaXaB KHOMKY 3awmTta opmbl 2l Ha nasenn uHcTpymeHTOB ®OPMBL.

3 [Baxap! WwenkH1Te none dopmbl, K KOTOpoMy ByaeT AobaBneHa NoacKaska.
4 HaxmuTe kHomnky TeKkcT crnpaBKu.
5 BbibepuTe Bknaaky CTpoka COCTOAAHUA AnS BbIBOAA NOACKA3KN B CTPOKY.

Bbibepute Bknagky KnaBuwa F1 ansa BbiBoga nogckasku B OKHO COOBLLIEHUI MpU HaxkaTum knasuwm F1.

6 YcraHoBuTe TpebGyemble NapameTpsbl.
[lnsi nony4eHuns ceeaeHnit o MboM napamMeTpe HaXMIUTe KHOMKY C BONpOCcUTemnbHbIM 3Hakom 2l a satem

LLIeNIKHUTE 3TOT NapameTp.
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3aTeHeHue nonen chopmbl

1 OrtkpoiiTe WaGNoH, B KOTOPOM HAXOAUTCS HYXXHasl ANeKTpOHHasi hopma.
2 CHuMWTe 3aLLMTY C DOPMBI, HaXaB KHOMKY 3awmTta opmbl 2l Ha nasenn uHcTpymeHTOB ®OPMBL.

3 HaxmuTe kHomnKy 3aTeHeHue noneii popmbl 2l Ha naHenu uHcTpymeHTOB ®OPMBI.
Mpumeuanve. 3aTeHeHe noneit (OPMbI C MOMOLLBIO KHOMKK 3aTeHeHue noneii chopmbl 2l nossonset nerko
HaxoAauTb Nons, KoTopble TpebyeTcs 3anoNHUTL, OAHAKO 3TO 3aTeHEeHWe He BbIBOAWUTCH Npu nevatn dhopmel.
Y106kl 3aTEHUTL None B NnevaTHon dopme, Bbibepute 310 none, a 3ateM — komaHay MpaHuubl U 3anuBKa
(MeHio Dopmart). YcTaHOBUTE HYXXHblE NapaMeTpbl Ha BKragke 3anueka.
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[Ho6aBneHne 3nemMeHTOB B CNUCOK

1 OrtkpoiiTe WaGNoH, B KOTOPOM HAXOAUTCS HYXXHasl ANeKTpOHHasi hopma.

2 CHuMWTe 3aLLMTY C DOPMBI, HaXaB KHOMKY 3awmTta opmbl 2l Ha nasenn uHcTpymeHTOB ®OPMBL.
[Baxapl WenKHUTe nose co C1CKOM.
BeeauTte HasBaHMe anemeHTa B none AneMeHT cnucka.
Haxmute kHonky [lo6aBUTb.
Haxmunte kHonky OK.
3awmTute hopmy, Haxas kHonky 3awmTta copmbl  El  Ha nanenn uHcTpymenToB ®opMbl.

MpumeyaHwme. 1o ymonyaHuio B None co CNMCKOM OTOBpaxaeTcs nepBbii aNeMeHT cnucka. cnonb3ynte KHoMKu
CO cTpernkamu, 4Tobbl NepemMecTUTb YacTo BbIGUPaEMbI OTBET HA NEPBYIO MO3ULMIO.

N~Nooahw
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N~Nooahw

YnaneHuve aneMeHTOB U3 CNUCKA

1 OrtkpoiiTe WaGNoH, B KOTOPOM HAXOAUTCS HYXXHasl ANeKTpOHHasi hopma.

2 CHuMWTe 3aLLMTY C DOPMBI, HaXaB KHOMKY 3awmTta opmbl 2l Ha nasenn uHcTpymeHTOB ®OPMBL.
[Baxabl LWENKHWUTE Nore Co CMUCKOM.
BbibepuTe Ha3BaHve anemeHTa B Cnucke.
HaxmuTe kHoMnKy YAaanuTb.
Haxmunte kHonky OK.
3awmTute hopmy, Haxas kHonky 3awmTta copmbl  El  Ha nanenn uHcTpymenToB ®opMbl.
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(=205, B~ L)

MU3meHeHue nopsaagka 3yieMeHTOB B CrINCKe

1 OrtkpoiiTe WabnoH, B KOTOPOM HaXOAMTCA HYXXHasi ANeKTPoHHas dhopma.
2 CHuMWTe 3aLLMTY C DOPMBI, HaXaB KHOMKY 3awmTta opmbl 2l Ha nasenn uHcTpymeHTOB ®OPMBL.
[Baxabl LWENKHWUTE Nore Co CMUCKOM.
BeigenvTe B none Cnucok Ha3BaHWe 3eMeHTa, KOTophbI TpebyeTcs nepemMecTuTb.
[MepemecTuTe 3aNeMeHT C NOMOLLbIO KHOMOK CO CTpenkamu.
Haxmunte kHonky OK.
7 3awwmtute hopMy, Haxas kHorky 3awmTa popmbl Bl Ha naHenn MHCTpymeHToB DopMBI.
MpumeyaHue. o ymonyaHuio B Nore nosiBNseTcs NepBbIi ANEMEHT CrMcKa.
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I'Iapameprl TEeKCTOBOro nons (*)OprI

B none co cnuckom Tun ananorosoro okHa MapameTpbl TEeKCTOBOro MO MOXHO BblGpaTh LIECTb TUMOB Nons
dopMbl, Kaxabl U3 KOTOPbIX UMEET CBOE Ha3HaYeHme.

Mapametp Ha3HauyeHue
OOGbIYHbIV TEKCT BBopg TekcTa, Yncen, CMMBOIIOB UNn
npo6enos.
Yucrno BBog uuncen.
Harta Beopg patbl.
Tekywas nara/Tekyliee OTobpaxaeT TekyLUyto AaTy U TekyLlee
Bpemsi BpeMS.
3Tn nons He MoryT BbiTb M3MEHEHbI.
BbluncneHve Wcnonbayet none =(®opmyna) ans

BbluncneHun, Hanpumep HAC ot
UTOrOBON CYyMMBI.

370 nomne He MOXET OblTb U3MEHEHO.
[ns nony4eHns AoNOMHUTENbHBLIX

CBEOEHWIN HAXXMUTE KHOMKY =,
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PaspelueHne BONpPOCOB: 3M1EKTPOHHbIE U NeYaTHble POpPMbl
.EI [one QOQMbI He Qa60TaeT

=] Monst dhopMbl HE PeJaKTUPYIOTCS

=] Kpas cdopMbl He neyaTaroTcs

[=] OTCyTCTBYET KHOMKa PACKPbLITUS ClMcKa

e He 3anyckaetca Makpoc npu 3anonHeHUN 3NeKTPOHHOW dOpMbl Ha rOM KOMMObOTEPE

e BwmecTo noneit dopmbl otobpaxatotes kogbl {FORMTEXTY}, {FORMCHECKBOX} nnvu {FORMDROPDOWN}
=] JononHurenbHbIi TEKCT He BBOAUTCA B None « TeKCT CnpaBKu» Npy co3aaHuM NoAcKaskm

=] Cnuncku BbINOMHAEMbIX HA BXOE W BbIXOAEe MaKpPOCOB MYCThl

.EI Knaeuwa Ta6¥J'IF|QVIVI He nepemMeLllaeT Kypcop K cneayuiemMmy nonk
ﬁl Pasve NaXXKa He USMeHAETCA NP1 OPMaATUPOBAHNN TEKCTA
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Mone popMbl He paboTaeT

e Haxmute KHOMKY 3awmTa CbOprI .ﬁl Ha NaHenun NHCTPYMEHTOB qJOprI. B HesawwmLeHHOM OOKYMeHTe
HEBO3MOXXHO BBOOUTb TEKCT B TEKCTOBbIE NONA, yCTaHaBnnBaTb UM CHUMATb (*)J'Ia)KKI/I, npocmMmatpuBatb
ArNeMeHTbl B paCKpbIBaOLWKNXCA CrCKax.
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Monsa copmbl He peaakTUpyroTcs

e ®opma 3almLLeHa. [N U3MEHEHVs Mons hOPMbl CHUMWUTE 3aLLMTY, HaxaB KHomky 3awuTa dpopmbl 2l Ha
naHenu MHCTpyMeHToB ®opmbl. 3aTem ABaxabl LLENKHUTE Tpebyemoe none.
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Kpas ¢popmbI He nevaTaroTcs

e BonbWWHCTBO NPUHTEPOB HE MOTYT MeyaTaTb Ha Kpasx NMcTa. MUHMManbHoe paccTosiHie OT rpaHuLbl neyvaTu
[0 Kpas nMcTa 3aBUCUT OT TUNa NpUHTEpa. YMeHbLUUTE rpaHnLbl OpMbl.
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He 3anyckaeTtcsa makpoc npu 3anonHeHun hopmbl Ha ApYroM KoOMnbloTepe
e YbeguTech, YTO LWABMNOH, NCNONBL30BaBLUMUIACA ANA co34aHUs OpMbl, COAEPXUT BCe Heobxoammble AnA ee
3anonHeHns makpockl. BoamoxHo, Tpebyetcs obaBnTb 3T Makpoch! B LLAGMOH.
=l MHCTpYKLmK
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BmecTo nonen cphopmbl oTobpaxarorca koabl {FORMTEXT}, {FORMCHECKBOX} nnu
{FORMDROPDOWN}

¢ Ha skpaHe oToGparkatoTcsl kogbl noner BMecTo none dopmebl. [ns otobpaxeHus nonen hopmbl HaXXMUTE
KnaBuwwimn ALT+F9.
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[ononHuTenbHbIN TEKCT He BBOAUTCS B norne «TeKCT cnpaBKu» Npu co3gaHum
noackKasKku

e CoobLueHne, BLIBOAMMOE B OKHE NMoAcKasKku, MOXeT cogepxatb Ao 255 cumBonoB. Mogckaska B CTpoke
COCTOSIHUSI MOXET cogepxaTtb Ao 138 cumBonos.
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Cnucku BbINONHAeMbIX Ha BXoAe U Ha BbiXxogae MaKpoCOB NyCTbl
¢ B wabnoH He aobaBneHbl MakpoChl, MCNONb30BaBLUMECS NpY co3aaHnm opMbl. [JobaBbTe MakpoCh! B
LabnoH nnu cosganTte nx 3aHOBO.
| NHCTpYKUMM
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KnaBuwa TaGyﬂﬂLl,VWl He nepemMellaeT Kypcop K cneayrwuwiemMy nosnro

e  dopma MOXeT BbITb co3faHa TakuM 0Gpa3oM, YTO NPU HaKaTUK KMaBuULLK TabynsaumMm Kypcop He
nepemMeLLaeTcs K crieaytoliemy nono. Mopsgok nepexoda OT Nons K Moro Mor BbITe onpeaeneH npu
co3fgaHuy opMbl C MOMOLLbIO MaKpoca Bbixoaa.

=] WHCTpYKLMK
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Pasmep chnaxka He nameHsieTcsl npu oopMaTMpPOBaAHUM TEKCTa

¢ [lo ymonuyaHuio pasmep craxka 3aBMcUT OT pasmepa LpUgTa HaxoaaLerocs psaoM ¢ HUM TekcTa. YTobbl
M3MeHUTb pa3mep craxka, ABax bl LLENKHUTE (hraxokK, yCTaHOBUTE Nepekntodatens Pasmep B nonoxeHue
TouHo, a 3aTeM BBeAWTE HYXXHOE 3HaYeHve B Nosie, KOTOPOe HaxXoAMTCS CnpaBa OT NepeksoYaTerns.
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NMonyyeHue cnpaBoOYHbLIX CBeAeHUN BO BpeMs paboTbl

Pakin Opakka By, BoTakka OkHO

@ Crpaeka no Microsoft Wiord

CoglepkaHue W yKazarenb |—& @2 Brisos cnpasm
' BCNALIBAOWKE NOACKAZH | M2 Yo aTo Takoe? Shift+F1

I MpAMoR Aoctym K'¥Web | Microzoft Ha WWek 3 BECNAaTHEIE MATERHaNE
- - CEEEHMA O MPOLYKTE
NekicTene TnUHBIE EOMNPOCE

. Mogieps#ka NoNbS0E A TENEH
= [poOCMOTRETE PESAE MRl CARSE0YHOR

CHMCTEMEL OCHOEHSA cTpaHuua Microsoft Office
= 3annaHHpoBaTE MERONRKATHE, BCTREYY DOpaTHAA CBASE...
MNK CODBITHE, Myqwaa cTpaHuLE
Mowck B YWeb ...
@ CoeeTel (@ MNapameTpel | @ JakpeiTe YueBhuk no Wek
L o
\I OCHOEHSA cTpaHuug Microsoft

I COEEThI NOMOWHKKA |

+——J NMomowuk no Office |
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[MoMOLLHMKa MOXHO HacTPOUTb Tak, YTOObI
CrpaBOYHble CBEAEHMS, OTHOCALMECS K
BbIMNOMHAEMOW NpoLeaype, aBTOMaTU4eCKu
npenocTaBnsAnNnch B npouecce padoTsbl.
Haxmute knasuwy F1 nnu wenkHute
NMOMOLLHUKA.

BvAa v dyHKUMM MOMOLLIHMKA MOXHO M3MEHUTb
Tak, YTobbl OHW Hanbonee NONHO oTBeYanu
NWYHBIM BKyCaM nonb3oBaTtens u cneumduke
KOHKpeTHON paboThbl. [ToOMOLLHUK ABRSeTCA
obwum ansa scex npunoxeHun MS Office,
NO3TOMY BHECEHHbIE U3MEHEHUS
aBTOMaTMYECKN OTPaXalTCs BO BCEX
ycTaHoBneHHbIX npunoxeHuax MS Office.



lMomMoOLLHMK NpegocTaBnsaeT CBeAEHUS,
OTHOCSALLMECS K TekyLlen paboTe ¢
nporpammon, Hanpumep, COBETbI Mo bonee
3a(ppeKTUBHOMY MCMOSb30BaHMIO PYHKLUNIA
nporpamMmmbl UM MbILLK, U NPUMEHEHUIO
COYETAHMN KMaBuLL.

@ XapakTep CoBeTOB, NpeaocTaBnsieMblX
NMOMOLLHUKOM, 3aBUCUT OT Buaa
BbIMNOMHSAAEMbIX onepaumi u cnocoba mx
BbINOMHEHus1. YToObl NONy4nTh COBET,
HaXXMUTE KHOMKY C ropsiLLiei namMnoyKomn.



CnpaBoyHble CBEAEHUSI MOXHO NOMYYnUTb U
00bIYHbIM cnocobom, BbiIOpaB koMaHay
Bbi3oB cnpaBku B meHo CnpaBka noboro
npunoxeHnss MS Office. YTo6bl nponnctaTb
coepxaHue CnpaBoOYHON CUCTEMBI, BbIbepute
Bknagky CoaepxkaHue. YToObl HAWTU HYXHbIN
pasgen c NoOMOLLbI NPeAMETHOrO yKasartens,
BblbepuTe Bknaaky NpeAmMeTHbIN yKasaTenb.
YT06bI NPOM3BECTM NONCK KNIOYEBBLIX CIOB U
dpa3s no Bcemy TeKCTy, Bbibepute BKNagky
Mowuck.



®l [ns nonyyeHns ceegeHnin 0 pasnuyHbIX
3remMeHTax 3KpaHa MOXXHO BOCMOMb30BaTbCH
BCNIbIBAOLLMMU NoAckaskamu. [ns BeiBoga
BCMMbIBaKOLLEN MOACKA3KN K ANeMeHTy
AVanoroBoro OkHa HaXXMuTe KHOMKY C
BOMPOCUTENbHBLIM 3HAKOM, a 3aTeM LLENKHUTE
3TOT anemeHT. Ecnu B gnanoroBom okHe
OTCYTCTBYET KHOMKa C BOMPOCUTENbLHBLIM
3HAKOM, BbIAENUTE SMEMEHT N HaXMUTE
knasuwmn SHIFT+F1.

= [ns BbIBOAA BCMnbiBaloLEen noackasku
K KOMaHJe MeHI0, KHOMKe naHenm
WHCTPYMEHTOB unu obnactu akpaHa
BblGepuTe kOMaHgy YTo 3TO0? B MEH0
CnpaBka, a 3aTeM LUENKHUTE SIIEMEHT,
CBE[EHNS O KOTOPOM TpebyeTcs NONy4nTb.

M YTo6bl y3HaTb Ha3BaHWe KHOMKU

naHenn MHCTPYMEHTOB, YCTaHOBUTE Ha Hee
YKasaTesib U HEMHOro nogoxxguTe.



WMcnonbayiite komaHay Microsoft Ha Web
(meHo CnpaBka) 4nsi YCTAaHOBKM CBSA3M C
Web-y3namu Microsoft HenocpeacTBeHHO 13
npunoxenuni MS Office. Hanpumep, Takum
06pa3omM MOXHO NONy4UTb J4OCTYN K
TEXHUYECKMM pecypcam 1 3arpy3nTb
JornonHuTenbHbIe CpeacTsa — U BCe 3TO He
npepbiBas paboTbl C TEKYLLUM NPUIOKEHNEM.



MoaknoyeHue K TexHU4Yeckum pecypcam Microsoft

Ecnu Bo Bpems pabotkl ¢ npunoxeHnem Office Bo3HMknNM Kakune-nnmbo Bonpockl, Npexae Bcero cnegyert
nonpo6oBaTb paspeLunTb UX C MOMOLLIbIO NOMOLLIHUKA, a 3aTeM 06paTUTbCH K PYKOBOACTBY NOMb3oBaTens unm K
danny «lNocnegHne ceegeHns», NOCTaBNSEMOMY BMECTE C NporpamMmMoi. Ecnn HyxHble cBeAeHNs He HanaeHb!,
UX MOXHO MOMYyYnTb C MOMOLLIbIO TEXHUYECKMX pecypcoB Microsoft, B TOM Yymcne ¢ noMOoLLbi0 OCHOBHOW

ctpanuubl Microsoft, Microsoft Knowledge Base (KB), Microsoft Software Library (MSL), komMnakT-gucKkoB

Microsoft TechNet n Microsoft Developer Network 1 nybnukauuii Microsoft Press.

¢ [pu Hanuymm gocTyna k Web v ycTaHOBNEHHOTO cpecTBa NPOCMOTPa MHTEPHETA, OTAENbHbIE CTPaHULbI
Web-cepBepa Microsoft ctaHoBATCA AOCTYMHBLIMW HENOCPEACTBEHHO U3 npunoxexusa Word.

¢ Microsoft Knowledge Base (KB) — ato cobpaHne noagpobHbIX MHCTPYKLMIA MO BbIMONHEHNIO KOHKPETHbIX
onepauui, OTBETOB Ha BONPOCHI, CBA3aHHbIE C TEXHUYECKOW NOAAEPXKKON, N cBegeHuUi 06 oBHapyXeHHbIX
Hernonagkax.

¢ Microsoft Software Library (MSL) — 310 6MbnnoTeka 6ecnnartHbIX ABOUYHbIX (HE TEKCTOBbLIX) (haiioB —
ApanBepoB, cryebHbIX nporpamm, annos CNpaBk1 U T. M., — a TakkKe TEXHUYECKON JOKYMEHTALIMUN KO BCEM
npogyktam Microsoft.

e Ecnu goctyn k Web oTcyTcTBYeT, MOXXHO noanucaTtbes Ha komnakT-aucku Microsoft TechNet unu Microsoft
Developer Network n nonyuntb goctyn k Knowledge Base, Microsoft Software Library n gpyrum ncrtouHukam
TeXHU4YecKom nHopmaLmu.

¢ YT1o6bl NOBLICUTbL 3PEKTUBHOCTL PaboThl ¢ NnpunoxeHnsamn Microsoft Office, 3akaxute B nsgarenscree
Microsoft Press kHuru, Habopbl pecypcoB 1 y4ebHble Kypchbl.

¢ [lpu Hanu4uy mogema v NporpaMMbl CBA3W ANs NofyyYeHust ApanBepoB, UCNPaBMNEHNI 1 OBHOBMNEHHBIX
Bepcuii nporpaMm ucnone3ynte cnyx0y Microsoft Download Service (MSDL).

¢ cnonb3ynte 6ecnnatHyto cnyx0y FastTips anst 3akasa Application Notes 1 nonynspHbIx ctaten us
Knowledge Base no dakcy.

CMm. Takxe

[=] MopknioyeHne k Web-yanam Microsoft ns Word

=] Microsoft Knowledge Base (KB)

[=] Microsoft Software Library (MSL)

(=] Komnakt-guckm Microsoft TechNet n Microsoft Developer Network
e W3anatenbctBo Microsoft Press

e Cnyx6a Microsoft Download Service (MSDL)
[=] Cnyx6a FastTips
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MoakntoyeHue kK Web-yanam Microsoft ns Word

KomaHnga Microsoft Ha Web (meHio CnpaBka) oTkpbiBaeT Habop AOMNOMHUTENbHbIX KOMaH4, KOTOpble NO3BONSAT
obpatutbes k Web-ysnam Microsoft, cogepxalumm nonesHyto nHgopmaumio, He Bbixoga n3 Word. Hanpumep,
ANng nony4yeHusa OTBETOB Ha Hanbornee YacTo BCTpeyatoLmecs Bonpockl o Word Beibepute komaHay TunuyHblie
BoMnpochkl. [N NonyyYyeHusi cambix CBEXUX COBETOB, CMOCODOB peLLeHMs OCHOBHbIX NPObnemM nogaepkv u
AOCTyna K 0QHOPaHroBow AUCKYCCUOHHOM obnactu no sonpocam Word BeibepuTe komaHay Moapepxkka
nonb3oBaTtenen. [ina nonyveHnsa 6ecnnaTHbIX KOHBEPTEPOB U APYTNX NONE3HbIX KOMMNOHEHTOB BbibepuTe
komangy BecnnatHble maTepunansbl.

¢ B meHio CnpaBka Bbibepute komaHay Microsoft Ha Web, a 3atem — Hy>Hy0 KOMaHzy.
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Microsoft Knowledge Base (KB)

Microsoft Knowledge Base siBnsieTcsi OCHOBHbIM UCTOYHWKOM CBEAEHWIA O MPOrpaMMHbIX NPOAYKTax Ans
COTPYOHMKOB M KNMEHTOB cnyx6bl nogaepxku Microsoft. 3T1o exxeaHeBHO obHOBNAeMoe cobpaHmne pasnmyHbiX
OOKYMEHTOB, B TOM YMCre NogpOoOHbIX MHCTPYKLUIA MO BbINOMHEHWNIO KOHKPETHbIX onepauui, OTBETOB Ha
BOMPOCHI, CBA3AHHbIE C TEXHNYECKOW NOAAEPKKOW, a TaKkke cBeaeHUi 06 06HapyKeHHbIX Henonagkax u
crnocobax ux npeogoneHus. [ins n3enevyenns ceegeHun ns Knowledge Base criegyeT Mcnonb3oBaTb TEKCTOBbIE
Y KITHOYEBble 3aMnpOoChl.

Web-y3en Microsoft Knowledge Base npenocTtaBnsieT NonHbin Habop yHKLMIA TEKCTOBOIO MOUCKa U COAEPXKUT

aBTOMaTMYecKue rmnepcehbinky Ha dannsl, Bxogdawme B Microsoft Software Library (MSL), yto gaet
BO3MOXHOCTb 3arpyxaTb 3T cainbl HenocpeacTBeHHO u3 pasgenos Knowledge Base.

Kpowme Toro, Knowledge Base cogepxutca Ha komnakT-guckax Microsoft TechNet n Microsoft Developer
Network. [Ina nonyyeHus 4ONONMHUTENbHbLIX CBEAEHUA HAXMUTE KHOMKY (=],
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Microsoft Software Library (MSL)

Microsoft Software Library (MSL) — aTo nomeLleHHas B IHTepHeT 6ubnmoTeka 6ecnnatHbiX 4BOUYHbIX (HE
TEKCTOBbIX) (hannoB — ApanBepoB, CNyebHbIX Nporpamm, )annoB CrpaBkM 1 T. M., — a TakKe TEXHUYECKON
AOKYMeHTauum ko Bcem npogykram Microsoft.

Hoctyn k Microsoft Software Library moxHo nonyunts yepes Web.

Kpome Toro, MSL cogepxutcs Ha komnakT-guckax Microsoft TechNet n Microsoft Developer Network. ns
MOMyYeHWUs! AOMOMHUTENbHBIX CBEAESHWIA HaXMUTE KHomky 2],
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KomnakTt-gucku Microsoft TechNet n Microsoft Developer Network

KomnakT-gnck Microsoft TechNet conepxut 4OKYMEHThI, MOCBSALLEHHbIE aHaNN3y, BHEAPEHWIO Y NOAAEPXKKE
nporpammHbix npoayktos Microsoft. Mognucka Ha TechNet gaeT BO3MOXHOCTb eXXeMeCs4YHO nonyyarb
NOCNEeAHIO BEPCUIO 3TOro KOMMaKT-gucka, NogroToBNEHHOro OTAENoM TexHudeckon nogaepxkn Microsoft.
TechNet no3sonsieT 6bICTPO NONMYYUTH UCHEPMBIBAIOLLME OTBETHI HA BOMPOCHI O NpOrpaMmMax, CeTsXx,
onepauMoHHbIX CMCTEMAX, yNpaBneHnto 6azaMu faHHbIX, ApanBepax, NCNPaBNEHUNAX, TEXHOMNOMMN U aHanmae
npogykToB. Bonee 150 000 cTpaHuL, NoApOOHOM TEXHUYECKON MHOPMAaLIMK MOMOTYT NOBbLICUTbL 3PEKTUBHOCTL
paboTbl 1 NONMy4YUTb HYXHBIW pesynerar. YTobbl nognucatbed Ha Microsoft TechNet, nonb3oBatensam,
npoxusatowmm B CLUA nnun KaHape, cnegyet no3soHWUTb No TenedoHy (800) 344-2121.

Bubnuoteka Microsoft Developer Network (MSDN) — 3TO MCTOYHMK CBEAEHWIA O MPOrpaMmMmUpoBaHnm 1 Habopos
CpeacTB NporpaMMmnpoBaHmsi, NpegHasHavYeHHbIX Ans pa3paboTyMKOB HOBbIX MPUMNOXEHWI ANt OnepaLMOHHbIX
cuctem Microsoft Windows, Windows 95 n Windows NT, a Takke cpeacTs, ynpoLiaroLwmx paboty ¢
cyuwiectsyowmmmn npogyktamm Microsoft. Obnagatenam rogosor nognucku Ha MSDN perynsipHo paccbinatoTcs
[JOMNOoNHUTENbHbIE CBEAEHUs1, B TOM Yucrie B neyaTtHom Buae. Ytobbl nognucatbes Ha Microsoft TechNet,
none3oBarensam, npoxusatowmm B CLUA nnn KaHage, cnegyet no3BoHWTL No TenedoHy 759-5474.

[ns nonb3oBartenen, npoxmeatowmx B CLUA nnn Kanage, atm TenedoHHbIE HOMepa SABNATCA becnnaTHbIMU.
[MNonb3oBaTensM, NPOXMBAKOLIMM B APYrUX CTpaHax, Ans nonyyYyeHns ONorHUTENbHbIX CBEAEHUIA cneayeT
obpaTnTbCs B MecTHoe npeactaButenscteo Microsoft.
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U3paTenbcTBO Microsoft Press

MapatenbctBo Microsoft Press npegnaraet yuyebHble Kypchbl ¥ CNPaBOYHUKM, KOTOPbLIE MOMOTYT MOBbLICUTb
acpdpekTmBHOCTL paboTkl ¢ Microsoft Office, Microsoft Windows 95 n Microsoft Windows NT.

KHurn napgarensctea Microsoft Press npeaHasHayeHbl AN HAYMHAKLWUX U OMbITHLIX NOMb30BaTenen,
nNpodeccrMoHanoB, OCYLLECTBSAOLLNX TEXHUYECKYIO NOAAEPXKKY, U pacnpoCTpaHuTenen NporpaMMHbIX
npoaykToB. Cpeaun HUX MMEKTCH Kak KpaTkue PyKoBOACTBA M CAMOYYUTENM, Tak U HACTONbHbIE CMPaBOYHMKN,
NoApOGHbIE TEXHUYECKME PYKOBOACTBA U YY4EOHMKM MO NPOrpaMmMMpPOBaHMIO.

CeepneHuns o brivbkaniiemM noctasLumke nsgaHum Microsoft Press moxHo nonyunts Ha Web-y3ne Microsoft Press
UnM y MECTHOro noctasLumka npoaykumm Microsoft. Monb3osaTtenu, npoxusatowme B CLUA, MoryT no3BoHUTL Mo
TenedoHy (800) MS-PRESS. Nonb3oBatenu, npoxueatolume B KaHage, MoryT no3aBoHUTb no TenedoHy (800)
667-1115.
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Cnyx6a Microsoft Download Service (MSDL)

Cnyx6a Microsoft Download Service npegnaraeT 4EMOHCTPaUNOHHbIE NPOrpaMmbl, ApanBepbl, UCNPaBMEHHbIE U
0BHOBMEHHbIE BEPCUM NPOrpaMM, a Takke BCroMoraTenbHble nporpamMmmHble cpeactsea. Mpamon goctyn k MSDL
no MoAeMy MOXHO nony4utb, Habpas Homep (206) 936-6735 B CoeguHeHHbIx LWTatax unu (905) 507-3022 B
Kanage. loctyn k MSDL oTkpbIT 24 yaca B cyTku, 365 aHen B rogy. CBegeHust 0 nogknoveHnn: ckopoctb 1200,
2400, 9600 nnn 14 400 6uT/Cc, NpoBEpPKa YETHOCTU OTCYTCTBYET, 8 OMTOB AaHHbIX, 1 cTon-6umT. Monb3oBaTtenam,
NPOXMBAIOLLMM B APYTMX CTPaHax, Ansi Nony4YeHns AONOMHUTENbHBIX CBEAEHUI crieayeT o6paTtuTbCa B MECTHOE
npencrtaBuTenscTBo Microsoft.
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Cnyx6a FastTips

Microsoft FastTips — aT0 aBTOMaTu4eckasi 6ecnnatHasi cnyx6a, ¢ MOMOLLbI0 KOTOPOW MOXHO MOMyYUTb OTBETHI
Ha Haubonee YacTo BO3HMKAalOLLME BOMPOChI 24 Yaca B CyTKW, 7 OHEW B Hegento. [insg nonyvyeHns 4ocTyna K 3Ton
cnyx6e nons3osatenam, npoxusatowmm B CLUA, cnegyet no3soHUTh no TenedoHy (800) 936-4100; npu aTom
HeobxoaUMO NCMONb30BaTh KHOMOYHbIV TENEdOH C TOHOBbLIM HabopoM HoMepa. Haxumas kHonku TenedoHa B
COOTBETCTBUM C YKa3aHUSAMW, MOXHO MPOCIyLIaTh 3anncb OTBETA HA MHTEPECYIOLUIA BONPOC, NOMNy4MTh KaTanor
UMEILLIXCA CBEAEHUI 1 Aaxe 3aKkasaTb AOKyMeHTbl No dpakcy. Hanpumep, yepes cnyx0by FastTips MoxHO
3akasatb Application Notes 1 nonynsipHbie ctatbu u3 Microsoft Knowledge Base no dakcy. lNonb3oBatensm,
NPOXMBAIOLLMM B APYIMX CTPaHax, Ansi Nony4YeHns AONOMHUTENbHBLIX CBEAEHUI cneayeT o6paTtuTbCcs B MECTHOE
npenctasuTensctBo Microsoft.

{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"coconAnswerstocommonquestionsA":1:"Foo":"Invisible"}



O6paTtHas cBsA3b

1 B meHio CnpaBka BbiGepuTe komaHay Microsoft Ha Web, a 3atem — komangy O6paTHas cBs3b.
2 BobibepuTe HyXXHYH MNEPCChINKY.
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nonyqel-wle CBe,D,eHVII7I O nporpamMmmMme m KomMmnbroTepe
=l JeMoHcTpaums
1 B meHio CnpaBka pegakrtopa Word BbiGepute komaHagy O nporpamme.

2 Ha akpaHe noasutca ananorosoe okHo O nporpamme Microsoft Word, conepxalliee ceeieHVs1 0
nporpamme.

[ns nonyyeHnsi CBEAEHMWI O KOMMbIOTEPE HaXMUTE KHomky O cucteme.
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CnpaBo4Huk Microsoft Office 97 Resource Kit

CnpaoyHuk Microsoft Office 97 Resource Kit npeactaBnsieT coboi nonHoe pyKoBOACTBO MO YCTaHOBKE,
HacTpovike n nogaepxke nporpamm Microsoft Office Ha npeanpuaTum. CnpaBovHUK NpeaHasHayYeH Ans
CUCTEMHbIX aAMUHUCTPATOPOB, KOHCYNBTAHTOB M ONbITHLIX NONb3oBaTenen. MNpeagnaraemasa nHopmaums
NMOMTHOCTBLH OXBAaTbIBAET BO3MOXHbIE BapuaHTbl ncnonb3oBaHusa Microsoft Office B onepaLMoHHbIX cucTemax
Windows 95, Windows NT Workstation n Macintosh.

CnpasoyHuk Microsoft Office 97 Resource Kit MOXXHO MproGpecTn B TOProBbIX OpraHu3auusx, npeanaratLmx
nuTepaTypy no BbIYMCIUTENBHOWM TEXHWUKE, NN HEMOCPEACTBEHHO B naaatensctee Microsoft Press.

Knuru nspartensctea Microsoft Press pacnpoctpaHsioTcs no Bcemy mupy. Utobbl 3akasatb cnpaBoyHuk Microsoft
Office 97 Resource Kit (ISBN: 1-57231-329-3), no3soHuTe no tenedoHy (800) MS-PRESS (s CLUA) unu (800)
667-1115 (B KaHage) nnbo otnpasesre coobuyeHne yepes CompuServe Electronic Mall (GO MSP).
[ononHutenbHble cBeAeHUs MOXHO nonyyntb Ha Web-yane Microsoft Press.

OnekTpoHHyto Bepcuio cnpasoyHuka Microsoft Office Resource Kit Takke MmoxHo 3arpy3unts ¢ Web-yana
Microsoft.
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CnpaBo4Huk Microsoft Office 97/Visual Basic Programmer's Guide

CnpaoyHuk Microsoft Office 97/Visual Basic Programmer's Guide npefHasHayeH ons TeX, KTo 3HaKoM C
OCHOBaMu fA3blka nporpammmnpoBaHus Visual Basic ans npunoxenuin. OH cogepXXut cBeaeHus 0 CocTaBneHnm
KpaTKMX 1 3PDEKTUBHBIX CITYXeOHbIX MPOrpaMm Ha MOLLHOM $i3blKe€ NPOrpamMmmMuUpoBaHist, UCMOMb3yeMOoM
npunoxenusamu Microsoft Office 97. KHura nomoraeT noBbicuTb 3dhekTnBHOCTL paboTsl ¢ Visual Basic ans
NPUINOXEHNIA NyTEM HacTPOMKM pabovnx napameTpoB CUCTEMbI B COOTBETCTBMU C KOHKPETHOW 3agaden. B Hen
OMnMCcaHo Co3[aHne MNonb30BaTENbCKUX KOMaHZ, MEHIO, ANaNoroBbIX OKOH, COOOLLEHWUI 1 KHOMOK, fobaBneHve
CMpaBKM K KaXXAOMY U3 3TUX 3NEMEHTOB U MHOroe Apyroe.

CnpaBouHuk Microsoft Office 97/Visual Basic Programmer's Guide MOXHO NpnobpecTu B TOProBbIX
opraHu3auumsx, npeanaraiowux NMTepaTypy no BelYUCIIUTENBHOW TEXHWKE, U HENOCPELACTBEHHO B
mnsnatenbcTee Microsoft Press.

KHuru nspartensctea Microsoft Press pacnpoctpaHsitotcs no Bcemy mupy. Utobbl 3akasatb cnpaBoyHuk Microsoft
Office 97/Visual Basic Programmer's Guide (ISBN: 1-57231-340-4), no3soHuTe no TenedoHy (800) MS-PRESS
(8 CLLA) nnn (800) 667-1115 (B KaHage) nubo otnpassTe cooblueHne Yyepes CompuServe Electronic Mall (GO
MSP). JlononHuTenbHbIE CBEAEHNSA MOXHO nony4uTe Ha Web-yane Microsoft Press.
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MNMonyyeHune cnpaBku no Visual Basic ns Word

3Ty cnpaBKy MOXHO MOMy4MTb TOMbKO B TOM crny4ae, ecnv Bo BpeMsi yctaHoBku Microsoft Office 97 6bin
yctaHoBneH dnaxok CnpaBka ansa Visual Basic n, cnegosartensHo, Obina ycTaHOBMNEHa CnpaBoyHasi cuctema
Visual Basic. [lns nonyyeHns ceegeHunin o6 ycTaHoBKe NPOrpamM 1 KOMIMOHEHTOB HaXMuUTe kHonky 2],

1 B meHio Cepeuc BbiGepute komaHgy Makpoc, a 3atem — komaHgy PegakTop Visual Basic.

2 Ecnu Ha akpaHe HeT NMOMOLLHMKA, HaXMUTe KHOMKY MoMOLHMK ;

3 Ecnun okHO NOMOLLHKKaA He pa3BepHYIOCh, LLEMNKHUTE MOMOLLHMKA.
4 B okHO NOMOLLHUKa BBeAUTE METOA, CBOMCTBO, PYHKLMIO, MHCTPYKLUMIO NN 06BbEKT, 0 KOTOPoM TpebyeTca
nony41Tb CrpaBOYHbIE CBEAEHWS, UMK 3anpoc.
5 HaxmuTte kHonky HanTu, a 3atem BbibepuTe HyXHbIN pasgen.
CoseTbl
¢ YT06bI NPOCMOTPETL CMUCOK METOAOB, CBOMCTB, (hyHKLMIA 1 06bekToB Visual Basic, koTopble MOXHO
MCMNONb30BaTh ANA KOHKPETHOWN ﬁrpaMMbl Office, Bo Bpems paboTbl ¢ pegaktopom Visual Basic, Haxmute

kHorky MpocMoTp 06bLEKTOB . B cnncke 6rnbnuotek BoiGepute GUBNNOTEKY HYXXHOWM NporpaMmmel. YTobbl
Mony4YnTb CrpaBKy Mo OTAENbHOM NO3MLUMK CNCKa, BbIAENUTE ee, a 3aTeM HaXXMUTE KHOMKY C
BOMPOCUTESbHBLIM 3HAKOM B AManoroBom okHe MpocMoTp 06LEeKToB.

e Yrto6bl BbI3BaTbL CipaBky no pegakTopy Visual Basic, BbibepuTe komaHay Bbi3oB cnpaBku B MeHio CnpaBka.
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He ynaetcsa ncnonb3oBatb KomaHAabl MeHIO «Microsoft Ha Web»

YT06bI Mcnonb3oBaTtb komaHabl MeHio Microsoft Ha Web, Heobxoanmo umets goctyn Kk MHTepHeTy nubo
yepes CeTb MHTPAHET, NMMOO C NOMOLLLIO MOAEMA; KPOME TOro, HE0OXOAUMO MONYYNUTb YHETHYHO 3annch
MHTepHeTa y nocTtaBlmka ycnyr MHTepHeTa. [JononHUTenbHble CBEAEHMS MO 3TOMY BONPOCY coaepXartcs B
cnpaBoyvHuke Microsoft Office 97 Resource Kit. insi nony4yeHnsi CBEAEHUA O NPUOBPETEHUN 3TOTO
CNpaBOYHUKA HAXXMUTE KHOMKY [=],

MapameTpbl cBs3n ¢ IHTepHETOM MOTyT ObITb YCTAHOBMEHBI HENPAaBUNBHO. [BaXabl LENKHUTE 3HAYOK
MHTepHeTa Ha naHenu ynpasneHus, YTobbl y6eamTbes, YTo NapaMeTpbl 3a4aHbl NPaBUITbHO.

Bo3moxHo, HenpaBunbHO pabotaeT mogem. [lononHuTensHbIe CBEAEHMS MO STOMY BOMPOCY COAEpXKaTcs B
pasgene Ownbkn npm pabéote ¢ mogemMoM crnpaBoyHol cucteMbl Microsoft Windows.

Bo3amoxHo, Web-y3en Microsoft BpemeHHO He paboTtaet. Ecnv onvcaHHble Bbille AEACTBUSE HE MOMOMMN U Npwn
3TOM yJAaeTcs OCyLeCTBUTb AOCTYN K Apyrum Web-y3nam, nogoxauTe HECKOMNMbKO YacoB, a 3aTem
nonbiTanTecb CHOBA.
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MU3meHeHue napamMeTpoB NPOBEpPKU rpaMmMmaTukum

CyLecTByeT BO3MOXHOCTb YKa3aTb Habop rpaMmMaTnyeckmx U CTUNMCTUYECKUX MPaBuI, KOTOpbIN creayeT
MCNonb30BaTh Npu NpoBepKe NpPaBonncaHnsa AoKyMeHTa. Npy 3ToM MOXHO BbiGpaTb OAUH U3 BCTPOEHHbIX
HabopoB (M Npy HEOBXOAMMOCTU U3MEHWTL) UMK CO3AaTb CBOW COBCTBEHHbLIN Habop npasus.

CmM. Takxe

| Bbl6op Habopa rpamMmmaTuyeckmx U CTUANCTUYECKUX NPaBU

| Co3gaHune Unm nsmeHeHme Habopa rpaMMaTUYeCKUX U CTUIUCTUYECKMX NPaBUIT
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BbIGOp Ha60pa rpaMmmaTny4eCKnx n CTUIINCTNYECKUX npasun

1 BbiGepute komaHay MapameTpbl B MeHio CepBuc, a 3aTem — Bknaaky Mpasonucaxwe.

(=] JemoHcTpauus
2 W3 cnucka HaGop npaBun BbiGepuTe HyxHbI HAGOP rPaMMaTUHECKUX U CTUMMCTUYECKUX NpaBusl.
CoBeT. HacTpoiika BCTPOEHHbIX HaBOPOB rPaMMaTUYECKUX U CTURIMCTUYECKUX MPABUM OCYLLECTBIISIETCA NyTeM
[06GaBMeHNs N UCKMIOMEHS onpeaeneHHbIX Npasun. KpoMe Toro, JOnycKaeTcst Co3aaBaTh MoMb30BaTeNbCkue
HaBopbl rPaMMAaTUHECKVX W CTURUCTAYECKMUX NpaBun. [ NonyYeHns JONONHUTENbHBIX CBEAESHUI HaXMUTE
kHonky [,
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Cos3agaHue unm nameHeHue |-|a60pa rpaMmmaTny4eCKux n CTUIINCTNYECKUX npasun

1 BbiGepute komaHay MapameTpbl B MeHio CepBuc, a 3aTem — Bknaaky Mpasonucaxwe.
| JemoHcTpaums
2 HaxmuTe kHonky HacTpoika.

3 UToGbl M3MEHUTL CyLLECTBYIOLWMIA HABOP rPaMMaTUYECKUX U CTUMMCTUYECKUX NpaBusl, BbIGEpUTe ero 13
cnvcka Ha6op npasun.

YTo6bl cO3AaTh HOBLI HABOP rpaMMaTMYECKKX 1 CTUIIMCTUYECKMX NpaBwr, BeibepuTte Mo BbIGOPY
nonb3oBartens u3 cnicka Habop npaswun.

4 BuiGepute napametp Mpammartuka unu CTuns.

5 YcraHoBUTE (hnaxku, COOTBETCTBYIOLLME NpaBuIiaM, KOTOpble CrieayeT UCMosb3oBaTh.

Mpumevanmne. YT06bI BOCCTAHOBUTBL UCXOAHbBIN HABOP rPaMMaTUYECKUX N CTUMMCTUYECKUX NPaBuI, HaXMUTE
kHonky HayanbHas yctaHoBKa.
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OToOpaxeHue CTaTUCTUKN yao6ounTaemMocTu

= [emvoncTpaums
1 BebiGepute komaHay MapameTpbl B MeHio CepBuc, a 3aTem — Bknaaky Mpasonucaxwe.
2 YctaHoBuTe chnaxok Takxe npoBepsTb opdorpacuio.
3 YcraHoBuTe onaxok CTaTUCTUKa yA0GOUNTAEMOCTH, a 3aTeM HaxkMuTe kHorky OK.
4 Haxwmure kHonky Mpasonucanne =,
MpumeyaHue. [locne 3aBepLUeHMS NPOBEPKM NPaABONMCaHNSA Ha 3KpaHe NosBATCA cBeaeHusi oo
yno6ounTaeMocT AoKyMeHTa. [lns NoryyYeHns CBeAeHNIA 0 NOKa3aTensx NerkocTy YTeHUs HaxMuTe KHomky (2],
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Moka3aTenn NerkocTu YTeHus

Mocne 3aBepLUeHUs rpaMMaTUYECKOl NPOBEPKU Ha SKpaHe NosIBNsATCS cBegeHust 06 ynoboumtaemocTu
AoKkyMeHTa. MokasaTenu NerkocTu YTeHUs1 XapakTepu3yoT NPOBEPEHHBIN TEKCT C TOYKM 3PEHNS TOrO, HACKOMNBbKO
TEKCT NErko YNTaETCs U HACKONbKO AOMKeH ObITb NOArOTOBMEH YMTaTENb ANS €ro NPOYTEHMS.

YpoBeHb o6Gpa3oBaHus

OTOT NokasaTtenb OCHOBaH Ha obpa3oBaTtenbHoM uHgekce Pnewwa-KnHcanga v nokasbiBaeT, KakvuM ypoBHEM
obpaszoBaHua JgomkeH obnagate YutTaTenb NpoBepsemMoro AokymeHTa. [logcyeT nokasartens Aenaercs Ha OCHOBe
BbIYMCINEHNSA CPEAHEro YMcna Croros B CrOBE W CMNOB B NpeanoxeHun. 3HayeHne nokasatens Bapbupyetcs ot 0
00 20. 3HauyeHus ot 0 o 10 03HaYaloT YMCMO KIMAacCoB LLKOMbl, OKOHYEHHbIX YntatenemM. Cneaytowime naTb
3Ha4eHn — ot 11 0o 15 — COOTBETCTBYIOT Kypcam BbiCLLEro y4ebHoro 3aBegeHus. Boicluve natb 3HayeHui
OTHOCATCS K CMOXHbIM Hay4HbIM TEKCTaM.

PekomeHayembii guanasoH 3Ha4yeHui 3Toro nokasarens: ot 8 go 10.

JlerkocTb YUTeHusn

[aHHbI NnokasaTenb OCHOBaH Ha MHAOEKCe nerkoctu yteHus dnewa. Nokasarenbs NOACYNTLIBAETCH NO CPeaHEMY
YKcny CNoroB B CrOBE W CMOB B NpeanoxeHun n sapbupyetcsa ot 0 oo 100. Yem Bbilwe 3HaveHne nokasarens,
TEM fier4ye nNpovecTb TEKCT U TeM BonbLUEMY YMCHY YmTaTenemn oH OyaeT NOHATEH.

PekomeHayembIi MHTepBan 3Ha4YeHni Ans o6bi4HOro Tekcta: ot 60 go 70.

Yucno cnoxHbix ¢pas

OTOT NnokasaTternb NoKa3biBaeT B npoueHTax, Kakoe KONn4ecTBO CITOXKHbIX q)pas COOEepPXUTCA B NpoBepeHHOM
TekcTe. CNoXHbIMU CYATAIOTCS Cbpa3bl C OTHOCUTENBbHO 6OMbLLIMM KONMMYECTBOM 3HAKOB npennHaHua,
neperpyxeHHble coro3amMn, MECTOMMEHUAMU, NpunaraTefnibHbIMN U Tak aanee.

HopmarnbHbIM KOMMYECTBOM CNOXHbIX (hpa3 MOxHO cumTatb 10 — 20 NpoLEeHTOB.

Bnaro3syuue

[aHHbI nokasaTens ykasbiBaeT Ha yaobouMtaeMocTb TekcTa ¢ (POHETUYECKOW Todku 3peHuns. MogcyeT
rnokasaTtens OCHOBaH Ha BbIYUCMNEHUW CPEAHErO KONMYECTBA LUMMNALLMX U CBUCTSLLMX COTMNAacHbIX.

WHTepBan usameHeHus nokasarens: ot 0 go 100. PekomeHayembin ananasoH 3HadeHuin: ot 80 go 100. 3ToT
WHOEKC yKa3blBaeT Ha yAob0ouMTaemMoCTb TEKCTa C (DOHETUYECKON TOYKM 3PEHNS.
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[Nob6aBneHne auarpammbl K gokymeHTy Word

Mpu co3panum amarpammel Nnytem Bbibopa komaHabl O6beKT B MeHio BeTaBka 1 nocniegytollem Belbope Tvna
obbekTa Auarpamma Microsoft Graph 97, Microsoft Graph oto6paxaeT guarpammy, a Takke Tabnmyy MS
Graph, cogepxallyto cBi3aHHble C Hel AaHHble. Tabnuua MS Graph sensietcst 06pasLom, nokasbiBaoLWUM, Kyaa
BBOAOUTb NOAMNMNUCU CTPOK U CTOJ'I6LLOB 1N CaMU OaHHble. MNocne co3gaHna anarpamMmmbl MOXKHO BBECTU HOBble
AaHHble B Tabnuuy MS Graph, nMnopTtmpoBaTth AaHHbIE 3 TEKCTOBOrO channa nnu gavna Lotus 1-2-3,
uMnopTupoBaTe NUCT unun avarpammy Microsoft Excel unm ckonvpoBatb faHHble 13 Apyroi nporpaMmbl.

Kpome Toro, MoXHO co3faTtb guarpammy u3 tabnuusl Word unm BctaButs B AokymeHT Word guarpammy
Microsoft Excel.

CM. Takxe

=] Co3paHve gyarpammel

e CospaHve guarpammel 13 Tabnuusl Word

=l BcraBka guarpammbl Microsoft Excel B gokymeHT Word
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CospaHue guarpammbl

1 B Microsoft Word BbibepuTte komaHay O6bekT B MeHio BeTaBka, a 3atem — Bknaaky CosgaHue.

[=] JemoHcTpauus

2 Bebibepute Ouarpamma Microsoft Graph 97 us cnucka Tun o6bekTa.

3 Onsa pasvelleHns obbekTa B rpacnyeckom croe, rae ero MoXHo No3MLMOHMPOBAaTL C NOMOLLLIO KOMaH4
MeHto [leMcTBUSA Ha NaHenn MHCTPYMEHTOB PucoBaHnue, yCTaHOBUTE cnaxok NoBepx TekcTa.

[ns pa3melleHns gmarpammbl B TekylleM ab3aue Kak 06bI4HOro TEKCTOBOrO CMMBOIA CHUMUTE ¢hriaXok
MoBepx TekcTa.

4 Haxmute kHonky OK.
5 [ns sameHbl o6pasua AaHHbIX LENKHUTE S4eliky B Tabnuue, a 3aTeM BBeauTe Heo6xoanMMble JaHHble.

[ns nony4yeHus JONOMHUTENbBHBLIX CBEAEHU 06 MMNOPTE AaHHbIX M3 TEKCTOBbLIX (hainos unu davinos Lotus

1-2-3 HaxmuTe kHonky .

[ns nony4yeHus 4ononHUTENbHbIX cBeaeHMn 06 nmnopTte nUcToB 1 gnarpamm Microsoft Excel Haxxmute
kHonky L],

[nsa nony4yeHus AoNOMNHUTENbHbBIX CBEAEHUIN O KONMPOBAHMN AAHHbLIX U3 APYrMX NPOrpaMM HaXKMUTE KHOMKY
b

Ons nony4yeHna OONONMHUTENbHbIX cBefdeHui 0b YCTaHOBKe CBA3N C AAaHHbIMU U3 OPYruX NporpaMmm HaXxXMmumte

kHonky 2],
6 [nsa sosBpalueHus B Word LienkHuTe gokymeHT Word.
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CospaHue gnarpammbl 13 Tabnuubl Word

1 Cospaitte Tabnuuy Word, cogepikallyto B BEpXHEM psdy U B NEBOM cTonGLe NoAnucK, a B oCTasnbHbIX
a4yenkax u4ucna.

= JemoHcTpaums
CBeneHunst 06 0COBEHHOCTAX OpraHM3aLmmn AaHHbIX NPY NOCTPOEHUM TOYEYHON AMarpaMMbl COAEPXKaTCs B
cnpaBo4Hol cucteme Microsoft Graph.

2 UlenkHnTe Tabnuuy, a 3aTeM BbiGepuTe KomaHay Beigenutb Tabnuuy B MeHio Tabnuua.
3 B Microsoft Word BbiGepuTte komaHay O6beKT B MeHto BeTaBka, a 3atem — Bknaaky CosaaHue.

=] JemoHcTpauus

4 Bbibepute Ouarpamma Microsoft Graph 97 u3 cnucka Tun o6bekTa.

{ewc HLP95EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"grhowCreateAChartFromAWordTableA": 1:"Foo":"Invisible"}



MUmnopt TekcToBoro hanna nnu dpanna Lotus 1-2-3 ana cosgaHua guarpaMmmbol

MmMnopTupyemble aaHHble MoryT copepxatb o 4 000 ctpok Ha 4 000 cTonbuoB, HO B Anarpamme He BbIBOAMTCS
bonee 255 pagos gaHHbIX. [1ns nony4eHns ceegeHuii o hopmaTtax MMNOPTMPYEMbIX (DannoB HaXMUTE KHOMKY
bl

1

Mepenigute B Tabnuuy MS Graph.

=] JemoHcTpauus

2

3
4

BblaenuTe si4eliky, C KOTOPO HauYMHaOTCSt UMNOPTUPYEMble AaHHble. OBbIMHO OHa SIBMSIETCS NEeBOW BEPXHEN
A4yerikon Tabnuubl.

Beibepute komaHgy UMnopt B MeHio MpaBka.
M3 cnucka Manka BbIOepute guck, nanky unu ysen MHTepHeTa, roe cogepxutest doanin.

[ns oTKpbITUS haina, co3gaHHOro Apyron nporpammon, Bbibepute Heobxoanmblii choopmat us cnucka Tun
c¢ranna unu seegute B none Umsa daina pacwmperHve nmeHn danna; Hanpuvep, *.txt ons TekcToBbIX
(harinos. Beibupante nanku n3 cnvcka nanok, noka He 6yAeT oTKpbITa nanka, B KOTOPOW COAEPXKUTCA
HeobxoaumblIv dain.

OBaxapbl WenkHuTe daiin, KoTopbli Heo6xoaMMo UMMNOPTUPOBATD.

Mpu nmnopTe TekcToBOro harna NoSABASETCA MacTep UMNOpPTa TEKCTOBLIX hannos. MNonb3yntecs MM Ans
onpeneneHns HeooXoaNMOW opraHM3auny AaHHbIX B Tabnuue MS Graph.
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UmnopT anarpammbl unu nucta Microsoft Excel

MmMnopTupyemble aaHHble MoryT copepxatb o 4 000 ctpok Ha 4 000 cTonbuoB, HO B Anarpamme He BbIBOAMTCS
bonee 255 pagos gaHHbIX. [1ns nony4eHns ceegeHuii o hopmaTtax MMNOPTMPYEMbIX (DannoB HaXMUTE KHOMKY
bl

OcTtopoxHo. [lpu yctaHoBKke chrnaxka 3aMeHATb coaepXumoe fs4eek Bce AaHHble B Tabnuue MS Graph
3aMEHSITCS UMMOPTUPOBAHHBIMM.

1

Mepenigute B Tabnuuy MS Graph.

(=] JemoHcTpaums

2

3

YT06kI Npy nmnopTe nucta Microsoft Excel nmnoptupyemble AaHHbIe HAYMHANUCh He B NEBON BEPXHEWN
sivelike, BblAENUTE HEOBXOAMMYIO SYENKY.

Beibepute komaHay UMnopt B MeHio MpaBka.
M3 cnucka Manka BbiGepuTe Anck, nanky unu ysen VIHTepHeTa, rae cogepxutcs cann.

[ns oTKpbITUS halina, co3gaHHoro Apyro nporpamMmmon, Bbibepute Heobxoanmbii choopmat us cnucka Tun
c¢anna unu BeeanTe B none Uma cpanna pacwmpenne nmenun canna; Hanpumep, *.xls ansa dannos
Microsoft Excel. Beibupaiite nanku 13 cnucka nanok, noka He OyaeTt OTKpbITa narka, B KOTOPOW COOAEpPXKUTCS
HeobxoauMbIn daiin.

OBaxapbl WenkH1Te daiin, KoTopbli He06XxoaMMO UMMNOPTUPOBATD.

Mpwu BbIGOPE KHUIM Microsoft Excel, cosnanHon B Bepcum 5.0 unu 6onee nosgHew, Bbibepute cTpaHumly,
KOTOpY0 HEOBXOAMMO MMNOPTUPOBATL, TaK Kak CyLLECTBYET BO3MOXHOCTb UMMOPTa TONbKO OAHON CTPaHULbI.
[ns »MmnopTa Bcex AaHHbIX areKTPOHHOW Tabnuubl BbibepuTe napameTp JIMcT uenukom B rpynne
MMnopTtupoBatb.

[nsa uMmnopTa Yyactu gaHHbIX WwenkHuTe [lnanasoH, a 3atem BBeanTe Anana3oH HeobxoauMbIX AaHHbIX.
Hanpwumep, ona umnopta Bcex ayeek mexay A1 n B5 seegute A1:B5 B none AnanasoH. Ecnun gnana3soH
UMEET Ha3BaHWe, BBEAUTE Er0 BMECTO HOMEPOB SYEEK.

Mpn BbIOOPE fYenkn Ha ware 2 cHuMKUTe draxok 3aMeHATb coaepPXKMMOoe SYeek.
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®dopmaThl hannos, umnoptupyembie Microsoft Graph

Mpy nomowm komaHasl UMnopT 13 MeHio MpaBka UMNOPTUPYIOTCS AaHHbIE M3 TEKCTOBbLIX hainoB u apyrux
nporpamMM, Kak nokasaHo B crieqytoLlen Tabnuue.

PacwunpeHue Twun cpanna
cdanna
Ixt, .csv TekcToBbIV (C pasgenuTensMu, KOTopbIMU

ABNATCSH CUMBOMbI TAabynauum, 3ansTole
unu npobenbl)

.wks, .wk1 Lotus 1-2-3

Xls Knura nnu nuct Microsoft Excel

Xlw MHorocTpaHuyHasa anekTpoHHasa Tabnuua
Microsoft Excel Bepcun 4.0

Xlc Ounarpamma Microsoft Excel Bepcun 4.0
unu 6onee paHHewn

.slk dannbl SYLK
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MpeobGpasoBaHue uncnoBbix popmaTtoB Lotus 1-2-3 nporpammon Microsoft Graph

B cnepnytowen Tabnuue nokasaHo, kak Microsoft Graph npeobpa3syeT uncnosble oopmatel Lotus 1-2-3 npu
UMMOpTE AaHHbIX 13 okyMmeHTa Lotus 1-2-3. Mpu nmnopTte yncnosbix AaHHbIx Microsoft Graph crapaetcs
COXpaHMTb YMCNO AeCATUYHbIX pa3psgdos. [pn HeobxogumocTtu Microsoft Graph cosgaeT HoBbIN hopmar, B
KOTOPbIN BKIOYAKOTCA AOMOMHUTENbHbIE AECATUYHbIE Pa3psabl. JoNonHUTENbHbIE CBEAEHUS O KOAAaxX YMCMOBbIX
dopmartos, ucnonedyembix Microsoft Graph, cogepxatcsa B cnpaBoyHou cucteme Microsoft Graph.

®opwmart Lotus 1-2-3

®opmat Microsoft Graph

dukcnpoBaHHbIn, 0
OEeCATUYHBIX pa3psaos

DUKCUPOBAHHbLIN, 2
OecATMYHbIX paspsaga

OKcnoHeHumanbHbIn, 0
OECATNYHbIX pa3psiaoB

3KCNoHeHLUmanbHbINA, 2
OECATUYHBIX paspsaa

HeHexHbin, 0
OEeCATMYHbIX pa3psaoB

[eHexHbin, 2
OecATMYHbIX paspsaaa

MpoueHTHbIN, O
OEeCATUYHbIX pa3psaoB

MpoueHTHbIR, 2
OEeCATMYHBIX paspsaa

C pasgenutensimu, 0
OECATUYHbIX pa3psiaoB

C pasgenutensimu, 2
OecATMYHbIX paspsaaa

o6wun

+/-

Oara1 (aa-mmm-rr)
Nata2 (oo-mmm)
Hata3 (MMM-T)
TekcToBbIN
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Yucnosow, 0 AecATUYHbIX pa3psaoB
(0)

Yncnoson, 2 gecatTuUUHbIX paspsaga
(0,00)

3kcnoHeHUuanbHbIi, 0 AeCATUYHBIX
paspsigoB (0E+00)
OKCnoHeHUunanbHbIn, 2 AeCATUYHbIX
paspsaa (0,00E+00)

[eHexHbIn, 0 4ecATUYHbIX
pa3psgoB, 0603Ha4YeHUEe AeHEXHOM
euHULbI

(# ##0p.;-# ##0p.)

[eHexHbIN, 2 OecATNYHbIX paspsaa,
0003Ha4YeHne AeHEXHOM eanHuLbI
(# ##0,00p.;-# ##0,00p.)

MpoueHTHbIN, 0 ecATUYHBIX
paspsgos (0%)

MpoUEHTHLIN, 2 EeCATUYHBIX
paspsaa (0,00%)

Yucnosown, 0 4ecATUYHBIX pa3psinoB,

pasgenutenu: npobensi
(# ##0;-# ##0)
Yucnosow, 2 gecAaTUYHbIX paspsiaa,

pasgenutenu: npobensl
(# ##0,00;-# ##0,00)

o6wun

O6wmn

Oara (a-MmMMm-rT)
Oata (a-mmm)
Hata (MMM-rT)
TekcToBbIN



CBa3b C AaHHbIMU U3 OAPYrux nporpamMmm And co3gaHnAa amarpaMmbl
Mpwv n3MeHeHUn JaHHbIX B UCXoAHo nporpammMe Microsoft Graph koppekTupyeT anarpammy.

MpeaynpexpeHue. [pu ycTaHOBKE CBSA3M C AaHHBIMU U3 ApYrov nporpaMMbl M3 Tabnuusl Microsoft Graph
yAansitoTCs BCE CYLLECTBYHOLLME OAHHbIE.

1 BblgenuTe B MUCXOQHOM NporpaMme AaHHble, KOTopble HeOBX0AUMO NOAKMOUNTL K Tabnuue Microsoft Graph.
Hanpwumep, npu pabote ¢ nuctom Microsoft Excel Bbigenute gnanasoH sivyeek.

2 Buibepute komaHay KonupoBats B MeHio MpaBka cOOTBETCTBYHOLLEN NPOrpaMMbl.
3 MepeiignTe B Microsoft Graph nnu gBaxab! LwenkHuTe guarpammy Microsoft Graph.
4 TepeiignTe B Tabnuuy Microsoft Graph.

= WHCTpyKLmm
5 BbiGepuTte komaHay BecTaBuUTh CBA3b B MeHio MpaBka, a 3atem HaxmuTe kHonky OK.
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KonupoBaHue aaHHbIx B Microsoft Graph us gpyrou nporpammsbl

Mepenioute B UCXOAHYHO NpOrpamMmy 1 OTKPOWTE LOKYMEHT, U3 KOTOPOro HE06X04UMO CKOMMPOBAaTh AaHHbIE.
BbloenuTe aaHHble, KOTOpblE HEOOXOAMMO CKONUPOBATb.

Bei6epute komaHay KonnpoBaTtb B MeHio lNMpaBka COOTBETCTBYIOLLEN NPOrpaMMbl.

Mepengute B Microsoft Graph unu asaxab! wenkHute guarpammy Microsoft Graph.

Mepengute B Tabnuuy Microsoft Graph.

WHCTpyKUMn
BbigenuTe sveiiky, ¢ KOTOPOW AOMKHbI HAYMHATBLCS KONMPYEMblE AaHHbIE.

NO’EU’Ith—\

Beibepute komaHay BetaButb B MeHio MpaBka nporpammel Microsoft Graph.
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MNMepekntoyeHue mexay Tabnuuen n gnarpammon Microsoft Graph

e [Insa nepekntodeHns mexay Tabnuuen Microsoft Graph n gnarpaMmmMoi LenkHUTE 3NEKTPOHHY Tabnuuy unu
anarpammy.

[nsa BbiBoga Ha akpaH Tabnuubl Microsoft Graph HaxmuTe kHonKy Pexxum Tabnuubl .
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[Nob6aBneHne AaHHbLIX K gnarpamme

Ons paboTbl ¢ gnarpammamu, co3gaHHbiMu B Microsoft Graph unu Microsoft Excel, Heobxogumo ycTaHoBUTb

Microsoft Graph nnn Microsoft Excel. [ins nony4yeHns gononHuTenbHbIX cBeAgeHun 06 ycTaHOBKe nporpammbl
UMK KOMNOHEHTa HaxMmuTe kHonky (2l

[Ona nobaBneHusa aaHHbIX kK guarpamme Microsoft Graph Heob6xoanmo nMbo HenocpeaCcTBEHHO BBECTM UX B Tabnuuy
MS Graph, nn6o ckonnpoBaTb, a 3aTem BCTaBUTb B Tabnuuy AaHHbIE U3 ApYrov nporpaMmMel. Hanpumep, nocne
co3gaHus guarpammel Microsoft Graph 13 Tabnuusl Word n fobaeneHus k Tabnvue CTpoK unm cTonbLoB AaHHbIX
NosIBNSAETCS BO3MOXHOCTb CKOMUPOBATh 3TV CTPOKM N CTONOLbI, @ 3aTeM BCTaBUTb X B Tabnuuy MS Graph.
[nsa nobasneHuns gaHHbIX k gnarpamme Microsoft Excel Heo6xoanumo BBECTM MX Ha NIUCT, @ 3aTeM CKOMMpPOBaTb U
BCTaBUTb UX B Avarpammy.

CM. Takxke

[=] Beog gaHHbIx B Tabnuuy Microsoft Graph

e KonunpoBaHnue ganHbix B Microsoft Graph n3 gpyroi nporpammei

(=] [o6aeneHve gaHHbix kK guarpamme Microsoft Excel
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BBoa paHHbIX B Tabnuuy Microsoft Graph

Microsoft Graph pesepBupyeT nepyto CTPOKy 1 cTonbew, Tabnuubl AN TeKCTa, ONUCHIBAIOLLENO AaHHblE,

cogepxalymecs B 3ToV CTPOKe Unm atom ctonbue. B cnyyae TodeqHom unm ny3slipbKOBOM AnarpaMmMbl nepeas

CTpoOKa unu ctonbeL cogepxar 3Ha4YeHus.

1 B tekcTtoBom npoueccope Word asaxapl WeErNkHUTE auarpaMmmy, K KoTopon Heobxoaumo Ao6aBnTb AaHHbIE.
Bce naHenu MHCTPYMEHTOB N MEHIO U3MEHSTCA Ha MeHto 1 kHonkn Microsoft Graph.

2 MMepewguTe B Tabnuuy MS Graph.

=] NHCTpYKUMM
3 llenkHuTe sueiiky, a 3aTem BBEANTE HEOBXOAUMOE YUCIIO UMK TEKCT.

[ns nony4eHus oononHUTENbHLIX cBeAeHW o paboTe ¢ Tabnuuen Microsoft Graph Beibepute kKoMaHay
Cnpaska no Microsoft Graph B meHio CnpaBka.
4 [ns sosspara B Word wenkHute gokymeHT Word.

npumeqauwe. |_|pVI M3MEHEHUMN TEKCTA NN 3HAYEHWUN anarpamMma MeHaeTcAa B COOTBETCTBUN C HOBbIMU
OaHHbIMW.
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[Ho6aBneHune AaHHbIX kK gnarpamme Microsoft Excel

1 B Word asaxabl WeNkHUTE gnarpaMmy, K KoTopoi Heobxoanmo Ao6GaBnTb AaHHbIE.

Bce naHenun nHCTpYMEHTOB 1 MEHIO U3MEHSITCA Ha MeHIo 1 kHornku Microsoft Excel.
2 lllenkHnTe ApnbIYOK NIUCTA, codepxallero HeobxoauMmble ANa AuarpaMmbl daHHble (Hanpumep, fNlucTt1).
3 BBeauTe HOBbIE JaHHbIE B SUeKu TabnuLbl.

[ns nony4eHus AONONMHUTENbHBLIX CBEAEHNI 0 paboTe ¢ aneKTpoHHbIMK Tabnmuamn Microsoft Excel
Bbibepute komaHay CnpaBka no Microsoft Excel B meHio CnpaBka.

4 Bbloenute a4eiku, cogepxalive gaHHbIe, KoTopble HeoBXoaMmo 006aBUTL K anarpaMmme.

[ns nosBneHus B avarpaMme NoanmMcy HOBbIX AaHHbIX B CTPOKE UMK cTonbLie HeoBXoanMo BKMHOYUTL B
BblaeneHue siYeliky, cogepallyto 3Ty NoAnuch.

5 HaxmuTe kHonky Konuposate [,

LLlenkHnTe ApnbIYoK NucTa guarpaMmbl — Hanpumep, Auarpammat.

[ns aBTOMaTM4ecKol BCTaBKku AaHHbIX B Anarpammy Microsoft Excel HaxmunTe kHonky BetaButh =],
[ns onpeneneHunsi cnocoba BBoAa AaHHbIX B AMarpammy Beibepute komaHay CneuuanbHas BCcTaBKa B
MeHto MpaBKa, a 3aTeM 3aganTe Heobxoaumble NapaMmeTpbi.

[ns nonyyeHus ceeeHNii 0 NoBoM napameTpe HaXMUTE KHOMKY C BOMpOCUTenbHbIM 3Hakom [l a satem
LLENKHUTE 3TOT napamMeTp.

8 Utobbl yaocToBepUTLES, YTO AnarpaMma nosisutcs B JokymeHte Word npu Bossparte B Word, wwenkHute
APMbIYOK NUCTA, coaepkallero anarpammy (Hanpumep, Quarpammat).

9 [nsa sosspara B Word wenkHute gokymeHt Word.

MpumevaHune. [INs BbISCHEHWS TOrO, HA KAKOM MUCTE COAEPXaTCs AaHHble AN AvarpaMmebl, WeENKHUTe
avarpammy, a 3atem Bbibepute komaHay McxogHblie AaHHbIe B MeHio inarpamma. B cnvcke inana3oH Ha
Bknagke [lnanasoH AaHHbIX NoKasaHbl NUCT AnarpaMmMbl U CCbISIKM Ha ee AnanasoH. Ecnn ananasoH cnuwkom
CNoXeH And BbiBoAa Ha Bknaake lnana3oH AaHHbIX, TO Ha BkNaake Pag BbiGepuTe nocnegoBaTenbHbIe MMeHa
Ha nucTe, Toraa B okHax Umsa 1 3HayeHme BbIBEQYTCH NUCT U CCbIMIKU Ha AManasoH OTAENbHOro pafa AaHHbIX.
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MU3meHeHue LuBeTOB, 06pa3L|,OB, NNHUN, 3aNUBOK U rpaHvy gnarpamm

Ota npouenypa ucnonb3yeTcs A4S U3BMEHEHWS LIBETOB, MPUMEHEHUS TEKCTYP WUIM Y30POB, a TakkKe U3MEHEHMS
LUMPWHBI IMHAWN UMK TUNa rpaHunLbl ANA MapkepoB AaHHbIX; 06nacTy gnarpaMmmbl; 06n1acTv NOCTPOEHUS; NUHWUIA
CeTKM, ocel 1 noanucen AeneHnn Ha NnockUX U 06 bEMHbIX AMarpaMmax; NAaHoK NOrpeLIHOCTeN Ha NIOCKNX
anarpammax; a Takke CTEHOK M OCHOBaHUA Ha 06bEMHbIX AnarpaMmmax.

1 B Word aBaxabl LENKHUTE guarpaMmy.
2 [lBaxabl LIEnKHUTE 3neMeHT amarpaMmbl, KOTOPbI HEOBXOAUMO U3MEHUTb.
3 Mpu HeoBxoaumocTu BbIGEPUTE BKNaaky Bua, a 3ateM BbiGepuTe HyXHble NapaMeTpbl.

[ns onpeneneHnst adbdekTta 3anmekm Boibepnte komaHay Cnocobbl 3anuBKK, a 3aTem 3aganTe
HeobxoauMble NapamMeTpbl Ha Bknagkax MpaaueHTHas, Tekctypa 1 Y3op. [ns nonyyeHusi 4ONONHUTENbHbIX
cBeaeHuii 0 foBaBNEeHNN PUCYHKOB K Anarpamme HaxmuTe kHonky 2,
[ns nonyyeHus ceeeHNii 0 NoBoM napameTpe HaXMUTE KHOMKY C BOMpoCUTenbHLIM 3Hakom [l a satem
LLeNKHUTe 3TOT napamerp.

4 [ns sosspara B Word wenkHute gokymeHt Word.

Mpumeyanue. dopmaTupoBaHMe OCel NPUMEHSETCA Takke ANnsl NoAnucen aeneHun. JIMHUM ceTkn
dhopMaTMpyTCH HE3AaBUCUMO OT OCEW.
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YoaneHune gaHHbIX U3 AnarpamMmmbli

[ns ynaneHus gaHHbix ¢ nucta Microsoft Excel nnu us tabnuubl Microsoft Graph 1 cooTBETCTBYHOLLMX UM
anarpamm HeobxoouMo yaanuTb AaHHble ¢ nucta unu ns Tabnuubl MS Graph; npyn 3ToM COOTBETCTBYOLLASA
anarpamma ucnpaensaeTcsa aBTomatuyecku. [na yaaneHusa n3 gyarpaMmmbl paga gaHHbix 6e3 yganeHus
COOTBETCTBYIOLUMX AaHHBIX C NUcTa unu n3 Tabnuusl MS Graph ncnonb3yiite cnegyioLyto npoueaypy.

1 B Word asaxabl LWeNkKHUTE gnarpaMmmy, KOTopyo HEOBXOAMMO U3MEHUTD.

2 BblgenuTte gaHHble, KOTOpble HEOBGXOAUMO YOanUTb.

3 HaxmuTe knaemwy DEL.

4 [1nqa sossparta B Word LuenkHuTe aokymeHT Word.

MpumeyaHue. [Ons nonyyeHuss 4OMOMHUTENBHBIX CBEAEHMI 06 yaaneHny AaHHbIX U3 3MeKTPOHHOW Tabnuubl
unu n3 Tabnuuel MS Graph Beibepute komaHay CnpaBka no Microsoft Excel nnu CnpaBka no Microsoft
Graph B meH0 CnpaBKa nocre 4BOVHOrO Lenyka guarpaMmei.
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Bbi6op apyroro Tuna guarpamMmmbil

Bo MHOrMMX Nnockux gmarpaMmmax CyLlecTByeT BO3MOXHOCTb U3MEHEHMS TUna gnarpammbl Ans BCel guarpammel
UNn OTAENbLHOTO paAa AaHHbIX. B ny3bipbKOBbIX AuarpaMmmax M3aMeHsAeTCs TUn ToNbKo BCen anarpaMmmel. Bo
MHOrMX 06beMHbIX AuarpaMmax M3aMeHeHne Tuna BrusSeT Ha BClo gnarpammy. [Ins otaenbHbIX paaoB AaHHbIX
OpyCcKOBbIX 1 CTONOYaTLIX ANnarpaMmM MOXHO BbIOpaTb KOHUYECKWUI, LUIMTMHAPUYECKAN NNy NpaMnaanbHbIA TvM.
1 B Word asaxabl LWeNkKHUTE gnarpaMmmy, KOTopyo HEOBXOAMMO U3MEHUTD.
2 Ecnu Tvin guarpammbl criefyet U3MEHWUTb A8 OTAENbHOIO psiia AaHHbIX, BblAEnnUTe ero.

Ecnn Tvn gnarpammbl cnegyeTt U3MeHWUTb AN BCeW Anarpammbl, HAYEro He BblaenanTe.
3 Beuibepute komaHay Tun auarpammbl B MeHio [inarpamma.
4 BbiGepute HeOBX0AMMbIN TUN AMarpammbl Ha Bknaake CTaHgapTHble unu HectaHpgapTHble.

[ns npuMEeHEeHWs KOHUYECKOro, LIMNMHAPUYECKOTO U NMpamMnaanbsHOro Tuna K oTAeNbHOMY psay AaHHbIX
OpyckoBoK 1 cTonbyaton guarpammel Boioepute KoHnyveckas, Liunuugpudeckas nnv NupammpanbHas B
cnucke Tun Ha Bknagke CTaHAapTHbIe, a 3aTeM ycTaHoBuUTe onaxok NMpuMeHuTsb.

5 [ns Bosepata B Word wenkHute gokymeHT Word.

Mpumevanue. [pu cHATUM hnaxka MPpUMEHUTb N3MEHSIETCS TN BCEN AnarpaMmbl, HE3aBUCKMMO OT
BblAENeHns oTAeNbHOro psaa AaHHbIX.
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[o6aBneHune 3aronoBka K AnarpamMmme ninum ocu

1 B TekcToBOM npoueccope Word aBax bl LLENKHUTE auarpaMmy, K KoTopol HeoGxoauMo 106aBUTL 3aronoBok.
2 Buibepute komaHay MapameTpbl anarpammbl B MeHio [iluarpamma, a 3atemMm — Bkagky 3arofoBKy.
3 [ns no6aBneHus 3aronoBka k AMarpamme BBeAuTe HEOOXOAMMbIN TeKcT B nore HasBaHue Anarpammebi.

,D,J'Iﬂ ,El,06aBJ'IeHVIF| OQHOro NN HECKOINbKNX 3aroj10BKOB OCU LLENKHNUTE COOTBETCTBYOLLIEE OKHO OJ14 KaXXaoro
3aronoBka, a 3aTemM BBeauTe HeobXxoauMbIA TEKCT.

4 [ns sosspara B Word wenkHute gokymeHT Word.

CoBeT. [lns BCTaBkM paspbiBa CTPaHMLbI B 3arofloBOK AnarpamMmmbl Uv OCK LLENKHUTE TEKCT AuarpamMmbl,
LLEeNKHUTe MEeCTO BCTaBKM pa3pbliBa CTPaHWULbI, a8 3aTeM HaxmuTte Knasully ENTER.
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M3meHeHMne TeKCcTa 1 AaHHbIX Ha Aunarpamme

3Ha4yeHuns n TekcTt anarpamMmmbl CBA3aHbl C Tabnuuen, npu NOMOLLN KOTOp0I7I co3fgaBanacb anarpamMmma. I'IpV|
N3MEHEeHUN AaHHbIX B Tabnuue anarpamMmma obHoBnsieTcs.

[Mpu nameHeHnn Ha guarpamMmme TekcTa NOANUCEN OCY KaTeropvin, Ha3BaHU PAAOB AaHHbIX, NereHasl 1
NoAnucen 3Ha4YeHU OHU NepecTatoT ObITb CBA3AHHBLIMU C AYekaMu COOTBETCTBYOLWEen Tabnuubl. Ona
n3MeHeHus TekcTa 6e3 noTepu cBA3M C s4erkaMm HeobxoaMMo pefaKkTUpoBaTh TEKCT B Tabnvue.

1 B Word aBaxabl LWENKHUTE gnarpaMmmy, KOTopyo HEOBXOAMMO U3MEHUTD.

2 Tpu pabote ¢ amarpammoit Microsoft Graph nepeiignTe B COOTBETCTBYIOLLYIO TabnuLy.

| WHCTpYKLMK
Mpun pabote ¢ guarpammoint Microsoft Excel wenkHuTe sipnbik nucTa, cogepallero anarpammy (Hanpuvep,
Iucti).

Bbigenute FNeIZKy, coaepxallyro 3Ha4eHne Unm TeKcT, KOTOpbIN HeobxoauMo U3MEHUTb.

BBeante HOBbLIN TEKCT UK 3HAYEHNE.
Haxmute Knasuwy ENTER.

o g h W

Mpwn pabote ¢ guarpammont Microsoft Excel: 4tobbl yoocToBepuTbhbCsl, YTO AMarpamMmma NosiBUTCS B LOKYMEHTE
Word npu Bo3spate B Word, WenkHUTe Aprbl4oK NINCTa, CoAepKallero guarpammy (Hanpuvep,
Ounarpammai).

7 [Onsa Bosepata B Word wienkHute aokymeHt Word.

MpumeyaHue. [1ns BbIACHEHUS TOrO, HA KAKOM NUCTE COAEPXATCH AaHHbIe ANA AnarpamMmmbl, LLENKHUTe
anarpammy, a 3atem BblbepuTe komaHay UcxoaHble aaHHble B MeHio [inarpamma. B cnucke inana3oH Ha
BKknagke [nana3oH AaHHbIX NMOKa3aHbl IMCT AnarpamMmMbl 1 CCbINKM HA ee auanas3oH. Ecnv gnanasoH cnmwkom
CNoXeH A5 BbiBOAA Ha BkNagke Anana3oH AaHHbIX, TO Ha Bknagke Pap Bbibepute nocnegosaTtenbHble MMeHa
Ha nucTe, Toraa B okHax UMs 1 3HayeHue BbIBEQYTCA NUCT U CCbISKU Ha AManasoH OTAENbHOMo psaaa AaHHbIX.
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ﬂonyqel-wle OONOJTHUTESIbHbIX CBeAEeHUN O Aunarpammax

[ns paboTbl ¢ guarpammamu, co3gaHHbiMy B Microsoft Graph nnu B Microsoft Excel, Heo6xogumo yctaHoBUTb
Microsoft Graph nnn Microsoft Excel. [ins nony4yeHns gononHuTenbHbIX cBeAgeHun 06 ycTaHOBKe nporpammbl
WUIN KOMMOHEHTa HaXkMuTe kHonky 2],

[nsa nonydyeHus AONONHUTENbHBIX CBeAEHMI 0 paboTe ¢ Anarpammamu, Hanpumep, o fobasneHny nognucemn
3HaYeHW, M3AMEHEHMN MacLiTaba OcK 3HAYEHWI U paspeLLleHn BOMPOCOB, CBA3aHHbIX C AuarpaMMaMu, Bbi30BUTE
cnpaBo4Hyto cuctemy Microsoft Excel unmn Microsoft Graph, ncnonb3yst onucaHHyto HUXe npoueaypy.

1 B Word aBaxabl LENKHUTE AuarpaMmmy.

Bce naHenun NHCTpYMEHTOB 1 MEHI0 U3MEHSTCA Ha MeHto 1 kHornku Microsoft Excel unu Microsoft Graph.

2 ECnv NOMOLLHMK AOCTYNEH, LWENKHUTE NOMOLLHUKA.

Ecnu noMoLLHKK He JOCTYNeH, HaxmMuTe kHonky MoMOLHUK ;
3 BbibepuTe HyXHbI pasaen crnpasku.
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Ho6GaBneHue pucyHKa kK guarpamme

V|CI'IOJ'Ib3yI7ITe ONMCaHHYO HMXe npouenypy ansa nobaeneHus pUCyHKa, HanpumMmep To4e4YHOro puUcyHKa, K

onpeaeneHHbIM TnnamMm MapkepoB [JaHHbIX, obnactu anarpamMmmebl, obnactu NOCTPOEHUA, Unn neredae Ha nitocknx
1 06bEMHbIX anarpammax, a Takke CTeHkKaM U OCHOBaHWUKO Ha 06bEeMHbIX ounarpammax.

C nomoLpbto 3TON NpoLeaypbl A06aBNSIETCS PUCYHOK K MapkepaM AaHHbIX Ha rMcTorpaMmmMax, a Takke
MOJTOCKOBbIX, 3aMOTHEHHBIX, MY3bIPbKOBbLIX, TEHTOYHBIX 1 NTENeCcTKOBbIX AuarpaMmmax.

1 LlenkHute amarpammy, K KOTOPOI HEOBXOANMO J406GABUTL PUCYHOK.

2 llenkHuTe CTPenky psaoM ¢ kHomkoii Liet 3anuBku 2l u BriGepute komanay Cnoco6bl 3anuBku, a 3atem
— BKnaaky PUCYHOK.

3 [Ins onpegeneHus pucyHka HaXxmmute KHonky PucyHok.

4 B cnucke Manka BbiGepute ANCK Unu nanky, B KOTOPOW COAEPXKUTCA HEOOXOAMMBIV PUCYHOK, a 3aTem
ABaxabl LWenKHWUTe ero.

5 YctaHoBuTe Heobxoammble NnapameTpbl Ha Bknagke PUCyHOK.

[ns nonyyeHus ceeeHNiA 0 NBOM napameTpe HaXMUTE KHOMKY C BOMPOCUTenbHLIM 3Hakom [l a satem
LLenKHUTE 3TOT NnapameTp.

Mpumevanunsa

e [Insa ncnonb3oBaHWNs pUCYHKa B Ka4eCTBe MapKepoB [AaHHbIX Ha rpadiuke, TO4EYHOM U NenecTKOBON
Avarpammax BblenuTe pUCYHOK Ha fIMCTe, Ha NNCTe guarpammel Unn B rpaddnyeckom pegaktope, Bolbepute

komaHay KonupoBatb B MeHio MpaBka, BbiaenuTe psg gaHHbIX, a 3aTeM BbibepuTe komaHay BetaBuTh B
meHto MpaBka.

e Ecnu Bo BpeMms yctaHoBku Microsoft Office unu otaensHoro npunoxexus Microsoft Office 6bin ycTaHoBneH
hnaxxok KapTUHKK, TO B COOTBETCTBYIOLLIEN Nanke, KOTopas HAXOAUTCS B TOW narke, rae Nnpoussoaunach
yCTaHOBKa nporpammel, ByayT cogepxaTbCsi KapTUHKW.
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MpynnupoBaHue, pasrpynnupoBaHue U NeperpynnmMpoBKa rpacduyeckux o6 LeKToB

YacTo 6biBaeT ygobHo 06beanHUTE HECKOBbKO rpadmyecknx 06beKToB B rpynny 1 paboTtaTtk C HUMW, Kak C
oaHUM 06BbeKTOM. [MpKn 3TOM MOXHO OCYLLECTBNATL OTpaXKeHWe, BpaLleHne, a Takke NponopLuoHansHoe unm
HenponopLuoHanbHoe N3MeHeHne pa3MepoB CrpynnMpoBaHHbIX 06bekToB. ATpnbyThl BCeX OGBLEKTOB B rpynne
N3MEHSOTCA OQHOBPEMEHHO, Hanpumep, MOXHO 400aBUTb 3anmnBKy UM TeHb CPa3y KO BCeM obbekTam B rpynne.
Mpu coszgaHum CNoXHbBIX PUCYHKOB AOMYCKaeTCs rpynnmpoBaHne yxe CyLLecTByHLWmMX rpynmn. B pesynsrate
obpasyeTcs crnoxHas nepapxus rpadmyecknx o6bLeKToB.

OGbeKThI, BKMIOYEHHBIE B rPYMMy, HECIIOXHO pa3rpynnupoBaTh 1 NeperpynnupoBats. BoamoxHocTb
neperpynnupoBky 06bEKTOB TepsieTcs B CryyYae nepexona B APYroi AOKYMEHT N M3MEHEHUS pexuma
NpocMoTpa nocrne pasrpynnupoBaHusi OGLEKTOB.

Mpumevanmne. [ns nonyyYeHns AONOMHUTENbHBIX CBEAEHWI O pacnpegeneHuy U BblpaBHUBaHUN rpachnyeckmx
0BLEKTOB HaXMUTe KHOMKyY (2],

CM. Takxke

[=] pynnvpoBaHue rpadmyeckmx 06bLEKTOB

(=] PasrpynnupoBaHue rpadmyeckmx 06bekToB

=] MeperpynnupoBka rpacgnyeckmx o6bLEKTOB
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MpynnupoBaHue rpacgmuyeckmx o6LeKToB

1 YnepxuBasi HaxaTol knaeuwwy SHIFT, BblAenuTe 06beKTbI, KOTOpble crieqyeT 06beauHUTL B rpynny.

2 Ha naHenu uHcTpymeHTOB PucoBaHue HaxxMuTe kHOMKy [lecTBus, a 3atemM BbibGepuTe KomMaHay
MpynnupoBaTh.
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PasrpynnupoBaHue rpadpmyecknx o6 bLEKTOB

1 Bbigenute rpynmny, KOTOpYH HEOBXOAMMO pasrpynnmpoBaTh.

2 Ha naHenu uHcTpymeHTOB PucoBaHue HaxxMuTe kHOMKy [lecTBus, a 3atemM BbibGepuTe KomMaHay
PasrpynnupoBarthb.
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MNeperpynnupoBka rpacgpu4yeckux o6LeKToB

1 Bbigenute nio6oii U3 paHee CrpynnUpoBaHHBIX OGHLEKTOB.

2 Ha naHenu uHcTpymeHTOB PucoBaHue HaxxMuTe kHOMKy [lecTBus, a 3atemM BbibGepuTe KomMaHay
MeperpynnupoBaTthb.

Mpumevanne. KomaHga MeperpynnupoBatb HeOOCTYNHA, €CNV BblAeNeHHbI OOBbEKT SBNAETCH YacTbio

ApYrow rpynnel, @ Takke B criyyae nepexoa B ApYron AOKYMEHT U M3MEHEHWs pexuma npocMoTpa nocne

pasrpynnMpoBaHns 06bEKTOB.
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MU3meHeHue nopsaagka rpa(buqecmx 06bLEeKTOB

Mo mepe nobaBneHns B AOKYMEHT 06BbeKTbl aBTOMaTU4eCKn pacnpegensatotcs no cnosm. Nopsgok o6bekTos
CTaHOBMWTCHA 3aMeTEH MpPU UX NEPEKPbITUN, KOraa BEPXHUIN OOBbEKT 3akpblBaeT YacTb 06bekTa, pacnonoXeHHOro
Huxe. MNpn «notepe» obbekTa Mexay CrnosMmn HaxMuTe Knasuly TAB Ans nocnegosaTenbHOro BbiaeneHns
06BEKTOB CBEPXY BHM3 (Unu knasuwn SHIFT+TAB 4N nocnegoBaTenbHOro BbiAeneHns 060beKTOB CHU3Y BBEPX).

[JonyckaeTcs n3ameHsTb NOPSAOK OTAENMbHBIX 0OGBLEKTOB M rpynn 06beKkToB. Hanpumep, HECNOXHO NepemMecTuTb
0ObeKT Bnepen unu Hasag Ha OguH Cnow Nnbo cpasy Ha NepeqHu v 3agHui Nnax. [ns cos3gaHms pasnuyHbIX
achbhekTOB MCNoOnb3ynTe NnepekpbiTue 06bEKTOB. [py 3TOM NocneaoBaTenbLHOCTb PUCOBaHNS OOBEKTOB HE MMEET
3Ha4YeHNs, TaK Kak OTHOCUTENbHbINA NOPSAOK OO HLEKTOB B NI0OON MOMEHT MOXET ObITb U3MEHEH.

MpumMeyaHue. [Ins nonyyeHUs AOMOMHUTENbHLIX CBEAEHWA O PacpefeneHnn 1 BbipaBHUBaHUM rpacuyeckmx
06LEeKTOB HaXxmuTe KHonky 2],

Cwm. Takxe

=] MepemelueHne rpadmyeckoro 06beKkTa Ha NepegHniA Nnax

(=] MepemeleHve rpadmnyeckoro 06bLeKTa Ha 3agHWUIA MaH

=] [Mepemeluenve rpadmnyeckoro obbekTa Bnepen

e MNepemelueHune rpadmyeckoro obbekTa Hasag

e MomelleHve rpadnyeckoro o6bLekTa nepes TEKCTOM

(=] MNomelleHve rpadmyeckoro 06LeKTa 3a TEKCTOM
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NMomeleHue rpacuyeckoro obbekTa nepepn TeKCTOM

1 [ns BbiBOAA NaHenM MHCTpyMeHToB PucoBaHme HaxmuTe KHOMKy PucosaHue ;
2 BblaenuTe 0GbeKT, KOTOPbIV CreayeT NepeMecTUTb.
Ecnu o6bekT CKpbIT, ANS ero BblAeNeHUst HaxXmMuTe knasvwm TAB unn SHIFT+TAB.

Ha naHenu nHctpymeHToB PucoBaHMe HaxmuTe KHomnky [leMcTBuA 1 BbiGepute komaHay Mopsigok, a 3atem
— komaHay NMomecTuTb Nnepen TEKCTOM.
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NMomeleHue rpacuyeckoro o6BbeKTa 3a TeKCTOM

1 [ns BbiBOAA NaHenM MHCTpyMeHToB PucoBaHme HaxmuTe KHOMKy PucosaHue ;
2 BblaenuTe 0GbeKT, KOTOPbIV CreayeT NepeMecTUTb.
Ecnu o6bekT CKpbIT, ANS ero BblAeNeHUst HaxXmMuTe knasvwm TAB unn SHIFT+TAB.

Ha naHenu nHctpymeHToB PucoBaHMe HaxmuTe KHomnky [leMcTBuA 1 BbiGepute komaHay Mopsigok, a 3atem
— komaHay NMomecTUTb 3a TEeKCTOM.
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MepemelueHue rpachuyeckoro o6 bLEKTa Ha nepegHUn nNnaH

1 [ns BbiBOAA NaHenM MHCTpyMeHToB PucoBaHme HaxmuTe KHOMKy PucosaHue ;
2 BblaenuTe 0GbeKT, KOTOPbIV CreayeT NepeMecTUTb.
Ecnu o6bekT CKpbIT, ANS ero BblAeNeHUst HaxXmMuTe knasvwm TAB unn SHIFT+TAB.

Ha naHenu nHcTpyMeHTOB PucoBaHue HaxmMuTe kHonky OencTus v Boibepute komaHay Mopsapok, a 3atem
— komaHay Ha nepeagHui nnaH.
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MepemelyeHune rpacpuyeckoro o6bLeKTa Ha 3agH1UN NnaH

1 [ns BbiBOAA NaHenM MHCTpyMeHToB PucoBaHme HaxmuTe KHOMKy PucosaHue ;
2 BblaenuTe 0GbeKT, KOTOPbIV CreayeT NepeMecTUTb.
Ecnu o6bekT CKpbIT, ANS ero BblAeNeHUst HaxXmMuTe knasvwm TAB unn SHIFT+TAB.

Ha naHenu nHcTpyMeHTOB PucoBaHue HaxmMuTe kHonky OencTus v Boibepute komaHay Mopsapok, a 3atem
— komaHay Ha 3agHui nnaH.
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MepemelueHune rpadhmyeckoro o6sLeKkTa Bnepea

1 [ns BbiBOAA NaHenM MHCTpyMeHToB PucoBaHme HaxmuTe KHOMKy PucosaHue ;
2 BblaenuTe 0GbeKT, KOTOPbIV CreayeT NepeMecTUTb.
Ecnu o6bekT CKpbIT, ANS ero BblAeNeHUst HaxXmMuTe knasvwm TAB unn SHIFT+TAB.

Ha naHenu uHcTpymeHToB PucoBaHue HaxmuTte kHonky JencTBus v BbiGeprTe komaHay Mopapaok, a 3atem
— komaHay NepemecTUTb Bnepea.
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MepemelueHue rpachmyeckoro o6bLeKkTa Hasag

1 [ns BbiBOAA NaHenM MHCTpyMeHToB PucoBaHme HaxmuTe KHOMKy PucosaHue ;
2 BblaenuTe 0GbeKT, KOTOPbIV CreayeT NepeMecTUTb.
Ecnu o6bekT CKpbIT, ANS ero BblAeNeHUst HaxXmMuTe knasvwm TAB unn SHIFT+TAB.

Ha naHenu nHctpymeHToB PucoBaHue HaxmuTe KHONKy [lencTBus 1 Bbibepute komaHay Mopsaok, a 3atem
— komaHay MepemecTuTb Hasaa.
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KonoHTtutynsbl

KOJ'IOHTVITyJ'I — 3TO TEKCT u/nnn PUCYHOK, KOTOprVI nevyartaeTca BHU3Y U BBEPXY KaXkgom CTpaHuLUbl OOKYMEHTA.
B 3aBucumocTu ot mecta pacnonoxeHuns (Ha BEPXHEM UINMN HA HUXXHEM none CTpaHVILl,bI) KONMOHTUTYIbI OblBaloT
BEPXHUMUN U HWXKXHUMMU.

[lonyckaeTtcsa co3gaTtb YHUKanbHbIA KONOHTUTYN ANA NEPBOM CTPaHuLbl AOKYMEHTa unun BoobLue yopaTe BEPXHUN
N/ HWKHWIA KOMOHTUTYI C NepBor cTpaHuLbl. MOXHO Takke cosfaBaTb OTNNYAOLWMECS KONOHTUTYNbI A4S
YETHbIX M HEYETHbIX CTPaHMUL, HEKOTOPbIX pPa3genoB U BCEro AOKYMEHTA.

|BiepeHii kOnOHTHTYN | 3WEHEHME BERXHEND MK HIGKHETD

KONOHTHTY NS 4NA Y3CTH fOKYMEHTS
R—Sh
OTHeT

Qmver o Rpodamax
33 mapm

Mpogaxm zamapr Cap [
]

Mpogask zamapt Oy &

HutstHiA
KOMNOHTHUTY N
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Co3aaHune KONMOHTUTYNOB

KonoHTuTyn — 3710 TeKCT n/unm pucyHok (HoMep CTpaHuLbl, AaTta neyaTv JOKyMeHTa, aMbrnema opraHusauuu,
Ha3BaHve JOKYMeHTa, uMsa darna, damunmsa astTopa U T. M.), KOTOPbIN NevyaTtaeTcs BHU3Y U BBEPXY Kaxaow
CTpaHuLbl AoKyMeHTa. CyLecTByeT BO3MOXHOCTb UCMONb30BaTh OAMH W TOT e KOMOHTUTYN Ans BCero
AOKYMEHTa Unun onpegenutb pas3Hble KONMOHTUTYIbI AN pasHblX YacTer JOKyMeHTa. Hanpumvep, gonyckaercs
€034aTb YHVKanbHbIA KONMOHTUTYN ANS NepBON CTpaHuLbl AOKYMeHTa nnv Boobue ybpatb BepXHUA u/mnm
HVDKHUI KONMOHTUTYI € NepBoK cTpaHuLbl. MOXHO Takke cosgaBaTb OTNINYAIOWMNECH KONMOHTUTYIbI AN YETHBIX U
HEYeTHbIX CTPaHWL, HEKOTOPbIX Pa3AenoB UMM BCEro AOKYMeHTa.

CM. Takxke

[=] CospaHvie KOMOHTUTYNA

e BkntoyeHvne HomMepa 1 Ha3BaHWSA [MaBbl B KONOHTUTYI

e [MeyaTb KOMOHTWUTYNOB CNOBAPHOIO TWUNA

=] CosgaHune yHUKanbHOro KONOHTUTYNA 405 NePBOWN CTpaHUWLbI

=] CospgaHue pa3sHblX KONOHTUTYNOB Asi YETHBIX U HEYETHBIX CTPaHULL

| CospgaHune pa3sHblX KONOHTUTYNOB Afsl YacTel Uy pasgenos
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Co3paHue KOnoHTUTyna

1 Bbibepute komaHay KonoHTUTYNbI B MeHio Bua,

2 ,D,J'Iﬂ CO30aHNA BEPXHEro KONOHTUTYNa BBegnTe TEKCT U PUCYHOK B obnacTtb BEPXHEro KOJIOHTUTYna nnu
HaXXMUTe KHOMKY Ha nNaHenn NHCTPYMEHTOB KOHOHTVITyﬂbI.

Y106LI BCTAaBUTH Haxmute KHONKY
Homep cTpanuupbl =,

Homepa ctpaHuy,

Data =l
Tekywyto aary
TekyLuee Bpems Bpems ;
Cran4apTHbIN anemMeHT BcTtaBUTb aBTOTEKCT, a 3aTeM
KOMOHTUTYMa, Hanpumep LLENMKHUTE HY>KHbIN 3MEeMEHT.

[OIMKHbIM 06pasom

OThopMaTUPOBAHHbIN HOMEP
ctpanuubl (Ctp. 1 13 10), ums
davina unu dpammnuio aBTopa

3 [ns co3paHus HYKHEro KOMOHTUTYNAa HaXXMUTE KHOMKY BepXHUIM/HMKHUIA KONOHTUTYN Ansa nepexopa
B 06nacTb HWXHEro KOMOHTUTYNa. 3ateM noBTopuTe Lar 2.

1o okOHYaHUN HaXxXmuTe KHOMKY 3aKpblTb.
CoBeT. Mo YMON4YaHWUO coaep>XMMoe KOMOHTUTYNa aBToOMaTNU4eCKU BbipaBHMBAETCA MO NIEBOMY Kpato.
CyLIJ,eCTByeT BO3MOXXHOCTb BbIPOBHATb COAEPKUMOE KONMOHTUTYNA NO LUEeHTPY U BbIPOBHATL ATy NO J1IeBOMY
Kpato, a HOMep CTpaHuLbl — Mo NpaBoMy Kpato. [1515 BbipaBHUBaHMSA ArieMEHTa Mo LEHTPY HaXMuTe Knasuwy
TAB; Ana BblpaBHUBAHUSA 3rieMeHTa No nNpaBoMy Kpato HaXXMUTE Knasuily TAB ABaxabl.
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Bknio4yeHune HOMepa n Ha3BaHUA rmaBbl B KONIOHTUTYN

1 [MNpuMeHUTe BCTPOEHHBIN CTUIb 3arofoBka («3arofoBok 1» — «3aronoBok 9») kK HOMEpPY W Ha3BaHWIO rMasbl B
AOKYMeHTe.
= WHCTpyKLmm
2 Boibepute komaHay KonoHTuTynbl B MeHio Bug,

3 Ecnu TpebyeTcs, nepenanTe K KOMOHTUTYNY, KOTOPbINA CreayeT U3MEHUTb.
[=] WNHCTpYKUMM
4 BuiGepuTe komaHay MepeKpecTHas ccbinka B MeHio BeTaBka.

(=] JemoHcTpaums

5 W3 cnucka Tun cebinku BoibepuTe 3aronoBokK.

6 W3 cnvcka [ns kakoro 3arofioBka BbiGepuTe 3arofioBoK, KOTOPbIA COAEPXKUT HOMEP M Ha3BaHUE HYXHOM
rnasbl.

7 HaxmuTe kHonky BcTaBuTb.

CoBer. B cny4vyae nsmeHeHua Homepa nnun HasesaHuAa rmasbl B JJOKYMEHTE KOJNTOHTUTYN 6y,qu aBToOMaTn4ecKku
0o6HOBNEH npu ne4yaTtn gOKyMeHTa. Y1006l 06HOBUTL KONMOHTUTYIN BPYYHYIO, BblAENNUTE €ro U HaXXMuUTe Knasuly
F9.
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Co3aaHue yHMKanbHOro KOMIOHTUTYNa AN NepBOM CTPaHULbI

1 Ecnu JOKYMEHT CoepXXUT HeCKOIbKO pasfenos, BbiAenuTe pasaernsl, KoTopble criefyeT U3MeHUTb.
2 Beoibepute komaHay KonoHTuTynbi B MeHio Buga.

Ha naHenun nHctpymeHToB KONMOHTUTY NI HaXMuTe KHOMKY MapamMeTpbl cTpaHuLbl @l;
BbibepuTe Bknagky Pa3mertka.
YctaHoBuTe hnaxok PasnnyaTtb KOMOHTUTY bl NEPBOM CTPaHMULbI 1 HaxXMuTe kKHonky OK.
Ecnun TpebyeTcs, neperanTe K BEpXHEMY UINN HUKHEMY KOMOHTUTYNY NepBOv CTPaHULbI.
WHCTPpYKLUMK
Cospgavite BEPXHWUIA NN HWKHWUIA KONIOHTUTYN A1 MEePBON CTPaHWLbl JOKYMEHTa Unu pasgena.
NHCTPYKLNK
Ecnu TpebyeTcs, 4Tobbl Ha MEPBON CTPaHMLE OTCYTCTBOBAN KOMOHTUTYM, OCTaBLTE MOJie KONOHTUTYNa
nycTbIM.

LIS
E E o w

©

YT006bI 3a4aTh KOMOHTUTYMbI Ast OCTanbHbIX CTPaHUL, AOKYMEHTa UNu pasaena, Haxmute kHonky MepenTu k
cneayouemy Ha naHenu UHCTpyMeHToB KONMOHTUTY LI, @ 3aTeM CO34aNTe HYXHbIN KONTOHTUTYI.
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Co3gaHue Pa3HbIX KONMIOHTUTYINOB ANA YeTHbIX U He4YeTHbIX CTpaHuL

1 Bbibepute komaHay KonoHTUTYNbI B MeHio Bua,

2 Ha naHenu MHCTpyMeHTOB KONMOHTUTY NI HaxkmMuTe KHomnky MapameTpbl cTpaHUuUbI IEL

3 Bbi6epuTe Bknaaky PasmeTka.
4 YcTaHoBuTE (hriakoK PasnuuaTtb KOMOHTUTYbI YETHLIX U HEYETHLIX CTPaHMLL U HaXMUTE KHOMKy OK.
5 Ecnu TpebyeTcs, nepenante K BEpXHEMY Wi HUXKHEMY KOSTOHTUTYIY YETHOM CTPpaHMLbI.
= WHCTPYKLMK
6 CosganTte BEPXHWI UITU HKHUIA KOSIOHTUTYI AJ151 YETHBIX CTPaHML,.
= WHCTpyKLmK

, ET,
7 YT0GbI CO34aTb KOJTOHTUTYN ANA HEYETHbIX CTpaHUL, HaXXMUTE KHOMKY Mepentu K cneaywouemy Ha
naHenn MHCTPyYMEHTOB KOHOHTMTyﬂbI, a 3aTem cosgamnTe Hy)KHbIVI KOJTIOHTUTYI.

MpumeyaHune. KonmoOHTUTYNbI ANA YETHBIX Y HEYETHBIX CTPaHML, UCMOMb3YTCHA BO BCeM AokyMeHTe. OgHako
ecnu pa3buTb JOKYMEHT Ha pasgenbl M pa3opBaTh CBA3b MEXAY HMMU, MOXHO 3a4aTb PasHble KONOHTUTYMbI ANS
YETHbIX M HEYETHbIX CTPaHUL, ANs Kaxa4oro pasgena. [ns nonyyeHns JONONHUTENbHbIX CBEAEHUI HAXXMUTE
kHonky [,
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Co3paHue pasHbIx KONTIOHTUTYNOB Ansa YyacTen Unu paspenos

Mpw BCTaBKe KOMOHTUTYNA B OAMH pa3sfden 3TOT e KONOHTUTYN aBToMaTudeckn gobaenseTcst Bo BCce pasaensi
AOKyMeHTa. YToObl co3aaTh pa3nuuHble KONOHTUTYMbI AN HECKOMNbKMX YacTel AOKYMeHTa, crneayeT pa3opBaTtb
CBsA3b MexXay pasaenamu.

1 Ecnu Tpebyetcs, BCTaBbTe paspbiB pasgena Tyaa, OTKy4a cliefdyer HadaTtb pasaers, Ans KOTOPOro HYXXHO
co3gaTb APYron KOMOHTUTYN.

[=] WHCTpYKUMM
2 llenkHuTe pasmer, Ans KOTOPOro CreayeT Co3AaTh APYroN KOMOHTUTYII.

3 Beolibepute komaHay KonoHTuTynbI B MeHio Buga,
4 Ecnu TpebyeTcs, NnepeianTe K BEpXHEMY UM HUXKHEMY KOMOHTUTYIY, KOTOPLIA criefyeT U3MeHUTb.
| MHCTPYKLMK

5 Ha naHenu uHcTpymeHTOB KONOHTUTY MBI HaxkmuTe kKHOMKy Kak B npeabiayluem pasgene ;

6 VI3MeHWUTE CyLLECTBYIOLLMI KOMOHTUTYN NN CO3AaiiTe HOBbIM KONOHTUTYM A5 AGHHOTO pasdena.
[=] WHCTpYKUMM
BHeCeHHble U3MeHeHWs ByyT aBTOMaTUYECKV OTPaxeHb! B KONOHTUTYMaxX BCEX MOCIeAyIoLLMX pa3nenos.

7 YT06bl CO3aaTb OTNNYHbLIV KOMOHTUTYN ANA creaylolero pasaena, nosTopuTe warn 1 — 6.
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Mo3nunoHn poBaHMe KONTIOHTUTYNOB

HEpr,EI,HO N3MEHNTb pacnonoXeHne KONOHTUTYNOB NO rOPU3OHTann nytemM UeHTpUpoBaHUA KONMOHTUTYNA,
BbipaBHMBaHUA €ro no fieBomMy Unm npaBomMy Kpatro nnbo BbIHECEHUS TEKCTA KONMOHTUTYINa Ha none. MoxHo Takke
M3MEHUTb pacnosyioXXeHmne KONMOHTUTYIOB NO BepTUKaln nytemM naMmeHeHna pacCTtoAaHUA OT KONOHTUTYNna Ao
BEpPXHEro nUnn HMWXHero Kpaa ctpaHuubl.

CmM. Takxe

=] [Mo3nLiMoHMpoBaHNe KONOHTUTYNA NO FOPU30HTANN

(=] [Mo3nLIMOHMPOBaAHNE KONMOHTUTYMA NO BEPTMKANYU

= 3aMeHeHWe pacCcTosiHUSA MeXay OCHOBHbLIM TEKCTOM U KOMOHTUTYIIOM
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n03ML|,V|OHVIpOBaHVIe KOJNIOHTUTYNa NO ropu3oHTanm

1 Bbibepute komaHay KonoHTUTYNbI B MeHio Bua,
2 Ecnu TpebyeTcs, nepenanTe K BEPXHEMY UMW HKHEMY KOMOHTUTYY, KOTOPLIVA CrieayeT U3MeHUTb.

=] NHCTpYKUMM
3 BbibepuTe HyXHbIN CNOCcOB BbIpaBHUBAHMUS Ha NaHEN POpMaTUPOBaHMS.

CoBeTbl

¢ [lo ymon4aHuio CoAepPKMMOe KONMOHTUTYNAa aBToMaTUYeCcky BblpaBHUBAETCs MO neBomy kpato. CyluectsyeTt
BO3MOXHOCTb BbIPOBHSITb COOAEPXKUMOE KONOHTUTYMA MO LIEHTPY MW BbIPOBHATbL AaTy Mo NEeBOMY kpato, a
HOMep CTpaHULbl — Mo NpaBoMy Kpato. [ns BblpaBHUBaHWSA SNeMEHTa No LEHTPY HaXMuTe knaeully TAB;
ANS BblpaBHWBAHWS areMeHTa No NpaBoMy Kpato HaXMmuTe knasuily TAB ABaxAbl.

e YTtoObl BEIHECTM KOMOHTUTYMbI HA MPaBoOe UK fieBOe None CTpaHuLbl, 3aaanTe oTpuuaTerbHble OTCTyNbl. Tak,
4yTObbI 3a4aTb OTpULUATENBHBIV OTCTYN ANS Pas3MeLLeHNs KOMOHTUTYNA C BbICTYNOM Ha fieBoe none, paBHbIM 1
cM, BbiGepute KomaHay Ab63al B MeHio ®Popmart, BbibepuTte Bknagky OTCTynbl M MHTEPBanbl, NOCME Yero
BBeguTe -1 B none Cnesa rpynnesl OTCTYN.
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n03ML|,V|OHMpOBaHVIe KOJNIOHTUTYNa No BepTUKanun

1 Bbibepute komaHay KonoHTUTYNbI B MeHio Bua,
2 Ecnu TpebyeTcs, nepenanTe K BEPXHEMY UMW HKHEMY KOMOHTUTYY, KOTOPLIVA CrieayeT U3MeHUTb.
= MHCTPYKLMK

3 Ha nanenu MHCTPYMEHTOB KOHOHTMTyan HaXXMUTe KHOMKY MapameTpbl cTpaHULbI IEI;

4 Beibepute Bknagky Mons.
5 B none BepxHero 3agavite paccTosiHue OT Kpasi CTpaHULbl O BEPXHETO Kpasi BEPXHEro KOMOHTUTYNA.
B none HwxxHero 3agavite paccTosiHue OT Kpasi CTpaHULbl A0 HWKHETO Kpas HMDKHEro KOMOHTUTYNa.
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MU3meHeHue paccTosAHuA mexay OCHOBHbIM TEKCTOM U KOJTIOHTUTYJIIOM

1 Bbibepute komaHay KonoHTUTYNbI B MeHio Bua,

2 Ecnu TpebyeTcs, nepenanTe K BEPXHEMY UMW HKHEMY KOMOHTUTYY, KOTOPLIVA CrieayeT U3MeHUTb.
= MHCTPYKLMK

3 Ykaxute Ha BEPXHKOK UIN HUXKHIOK rPaHULY KONMTOHTUTYNAa Ha BEPTUKANbHOWN JIMHENKE.

T ["paHuLa nonA
- CTRaHHLE

4 TMocne TOro kak ykasatenb MblilUW NPUMET BUA LBYCTOPOHHEW CTPENKU, NEpeTaLLuTe BEPXHIOH UMU HUXKHIO
NUHUIO rPaHULIbI BBEPX UMW BHUS.
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YnaneHue KONMOHTUTYNa

1 Bbibepute komaHay KonoHTUTYNbI B MeHio Bua,

2 Ecnu TpebyeTcs, nepeianTe K BEPXHEMY UM HUKHEMY KOMOHTUTYMY, KOTOPbIN crieayeT yaanuth.
= MHCTPYKLMK

3 BblgenuTte coaepXMMoe KONMOHTUTYNA, a 3aTeM HaXMuUTe Knasuwly DEL.

Mpumeuanme. [pu yoaneHUn KONOHTUTYNA COOTBETCTBYIOLIME KOMOHTUTYMLI aBTOMATUYECKM YAANATCS CO
BCeX CTpaHuL, AokyMeHTa. OfHaKo ecniv pasbuThb AOKYMEHT Ha pasfienbl M Pa3opBaTh CBS3b MEXY HUMM, MOXHO
YAanUTb KOMOHTUTYMbI TOMLKO ANS HEKOTOPbIX pasaenos. [ns nonyyYeHuns AONONHNTENLHbLIX CBEASHUI HaXMUTe
kHonky [l
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YcTaHOBKa CBA3M C KONMOHTUTYIOM npeAablayuwiero pasgena
1 LlenkHuTte pasgen, Ansa KOMOHTUTYNA KOTOPOro CrieflyeT yCTaHOBUTb CBSI3b C NPEeAbIAYLLMM Pa3aerom.
2 Beoibepute komaHay KonoHTuTynbi B MeHio Buga.

3 Ecnu TpebyeTtcsi, nepenamTe k BepXHEMY UMN HKHEMY KOSIOHTUTYIY, KOTOPbLIA CReayeT N3MeHUTb.
[=] MHCTpyKLMM

4 Ha naHenu MHCTPYMEHTOB KOHOHTVITyHbI HaxxmuTe KHoMky Kak B npeabigyuwem pasgene [t
MpumeyaHne. Korga 3HaueHne KOJNMTOHTUTYINa coBnagaeT Co 3Ha4YeHneM KONMOHTUTYNa npeablaywiero pasgena,
B BEpPXHEM NMpaBoOM yrny obnacTu 3aronoeka nosiensitotcs crnoea «Kak B npeabigyuem».
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HPOCMOTp, n3meHeHune n (bOpMaTVIDOBaHVIe KOJIOHTUTYNOB

[nsa npocmoTpa KOMOHTUTYNOB NepeanTe B peXmm pa3MeTKn Uiv NpeaBapuTenbHoro npocmorpa. Ans
N3MeHeHUs 1 (hopMaTpPOBaHMSA KONOHTUTYNA HEOBXOAMMO NEPENTU K HYXKHOMY KONOHTUTYIY.
1 Bbibepute komaHay KonoHTUTYNbI B MeHio Bua,

2 [ins nepemeLleHus MeXay KONOHTUTYNamm1 UCMOSb3yTe CriefytoLme KHOMKM NaHeny HCTPYMEHTOB
KonoHtutynsl.

Ona nepemelweHus Haxmute KkHOnKy

Mexay BEPXHUM 1 HUXKHUM BepXHUA/HUKHUIA

KONOHTUTYNamMu
y KOMOHTUTYN 5

K npeaplayLiemy BepxHemy u n%pewm k cneqytowemy
4

HUWXKHEMY KOTOHTUTYIY

K cnepytowemy BepxHemy 1

MepeiT Kk NnpeasIAyWeMy
HWKHEMY KOMOHTUTYIY i"‘

3 BHecute nameHeHus B BEPXHUA NN HUKHUIA KOJNTOHTUTYI.

Mpumevanue. [pu N3MEHEHUM KOMOHTUTYMA COOTBETCTBYIOLLNE KOMOHTUTYIIbl aBTOMATUHECKN U3MEHSIIOTCS
QNS BCEX CTpaHuLL AoKyMeHTa. OHaKo ecnit pasbuTb OKYMEHT Ha pasaerbl U Pa3opBaTh CBA3b MEXy HUMMU,
MOXHO 3a/1aTh CBOM KONOHTUTYNbI AMNS KAXKA0T0 pasaena. [ns nonyyeHns AONOMHUTENbHLIX CBEAEHNIA HAaXMUTE
kHonky [l

CoBeT. [1na BbICTPOrO NEPEKMoYEHNs MEX/Iy KOMOHTUTYNIOM 1 OCHOBHBLIM TEKCTOM B DEXMME PasMeTKu
ABAX/b! LLEMKHUTE HESIPKUIA TEKCT KOMOHTUTYNA UMM OCHOBHOWN TEKCT IOKYMEHTA.
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Pa3pe|.ueH ue BOMNpPOCOB: KONIOHTUTY bI

| KonoHTWUTYN OTCYTCTBYET MNWN HanevyaTaH He NOMHOCTbIO

= KonoHtutyn He oTtobpaxaercs Ha NepBON CTpaHuLe pasgena

(=] B konoHTutyne otobpaxatorcs koabl nonen: {PAGE}, {DATE}n T. n.

(=] B KONoHTUTYNE 0TOOpaXXaTCs HEMPABWUMbHbIE JATa, BPEMS, Ha3BaHUE U T. M.

e [Mpy 3MEeHEeHNN KONMOHTUTYNA OOHOrO pasgena M3MEHUNUCh U BCE OCTaNbHbIE KOMOHTUTYIbI

e [ocne cosgaHns KONOHTUTYNA M3MEHUNWUCL NONS JOKYMEHTA

(=] CospgaHune pasHblX KONOHTUTYNOB Afs YETHBIX U HEYETHbIX CTPaHWLL B OQHOCTPaHUYHOM LIabnoHe
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KonoHTuTyn He oTo6paxaeTcs Ha NnepBou CTpaHuuUe pasgena

Ecnun gokyMeHT cogepXuT HECKOMbKO pasdenos, LWenkHUTe pasgen unv Beldennte HeCKonbKo pa3aenos, B
KOTOPbIX BEPXHWUI UMW HVXHWUIA KOMOHTUTYN AOMKeH oTobpaxaTbesa Ha nepBov cTpaHuue. Boibepute komaHay
MapameTpbl cTpaHuubl B MeHo ®aiin, a 3atem CHUMuTE dorakok Pasnuyatb KONOHTUTYINbI NEpBOMN
CTpaHuubI Ha Bknaake Maker.
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B konoHTuUTYyne otrob6paxatorcsa koabl nonen: {PAGE}, {DATE} u 1. n.

[aTta, Bpems, Ha3BaHusA 1 Opyrve aneMeHTbl BCTaBNATCA B KONOHTUTYN B BUA4E COOTBETCTBYIOLMX nonen. Bece
nons KOMoHTUTYNa aBToMaTnyYeckn OGHOBASIOTCA NpW NeYaTn AoKyMeHTa. Ecnu Ha akpaHe oTobpaxatoTcs koAbl
nonev ({PAGE}, {DATE} u T. n.), a He nX 3Ha4YeHUs, HaXXMUTE KnasuLm ALT+F9.
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B KONMOHTUTYIne 0T06pa)KaI'OTCﬂ HenpaBuibHble AaTa, Bpems, Ha3BaHe U T. N.

[Hata, Bpemsi, Ha3BaHus U Opyrne aneMeHTbl BCTaBNATCA B KOMOHTUTYN B BUAE COOTBETCTBYHOLWMX nonen. Bee
nons KOrMoHTUTYNa aBToMaTnyecky OGHOBMAOTCA NPY NeYaTn JoKymeHTa. YTo6bl OOHOBUTL MONe BPY4HYHO,
BblAENUTE ero n HaxxMmuTe Knasuwly F9.
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an U3MEeHeHUU KONOHTUTYyIna ogHoro pasgena naMeHUIMnNCb N BCe oCtalribHbie
KONMOHTUTY bI

Mpy BCTaBKe KOMOHTUTYMNA B OAMH pasaien TOYHO TaKMe e KOMOHTUTYMbI aBTOMATMYECKN BCTABNAKOTCS BO BCe
Apyrvie pasfenbl AoKyMeHTa. YToBbl cosaaTh Apyroi KOMOHTUTYN ANs Kakoro-nu6o pasaena, Haao pasopeaTh
CBA3b MEX/Y TEKYLLMM W NPeablAYLM KOMOHTUTYNamMu. [Ns nonyYeHns AONONHUTENLHLIX CBEAEHUIA HAaXMUTE
kHonky [l
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Mocne co3paHus KONMOHTUTYINAa U3AMEHUITUCb NoJNid AOKYMeHTa

KonoHTuTynbl BEIBOAATCA Ha NevaTb PacnonoXeHHbIMK Ha nonsx. Ecnn Tekylwmne nons HEAOCTaTOMHO BENVIKY,
4YTOObI BMECTUTL BCE CTPOKWN BEPXHETO WUITN HDKHETO KOMOHTMTYNA, TO COOTBETCTBYIOLLEE NONe aBToMaTnyecku
yBenuymsaetcs. [lna npefoTBpalleHns aToro uaMeHeHus Boelbepute komaHay MapameTpbl cTpaHuLbl B MEHIO
®ann, a 3atem — Bknagky Mons. Ytobbl 3agaTh HensMeHsiemble pa3mepsl, BBeauTe aeduc (-) nepeq
pasmepamu BEPXHETO WMKW HKHEro nons (Hanpumep, BBeaunTe -1 Ans Nons WMpuHON B 1 caHTMMeETp).

Ecnu paamep KOMOHTUTYNa NPEBbLICUT 3aaHHbIN, TEKCT AOKYMEHTA HANOXUTCS Ha TEKCT KOMIOHTUTYNa.
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Co3aaHune pa3sHbIX KONIOHTUTYJIOB AN YeTHbIX U HeYeTHbIX CTpaHul B
OO4HOCTPaHM4YHOM LUAGNoOHe

Yrtobbl 3aaathb Pa3Hble KONOHTUTYIbI O51A YeTHbIX UM HEYETHbIX CTpaHul, B OLHOCTPaHWYHbIN LwabnoH cnenyer
BCTaBUTb I'IpVIHy,D,VITeJ'IbeIVI paspblB cTpaHuLbl. [ocne Toro kak Ha OCHOBE 3TOro wabnoHa 6yueT co3aaH
OOKYMEHT, yaanute pa3pblB CTpaHULbl U3 JOKYMEHTa.
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PaccraHoBKa nepeHocoB

Onsa npungaHna JOKyMEeHTY I'IpOd)ECCI/IOHaJ'IbHOFO Bunaa MCFIOJ'IbSyVITe pacCcTaHOBKY NepeHOoCOoB. Takum OGDaSOM
MO>XXHO YMEHbLLINTb NYCTble obnactn npwv BblpaBHMBaAHUKX MO LUNPUHE UIN BbIPOBHATL CTPOKM TEKCTA B Y3KNUX
KOJTOHKaXx.

Word nossonsiet paccTaBnATb NEepPeHOChbl B TEKCTE Kak aBTOMaTU4eCKn, Tak U NPpUHyONTENbHO. B nocnegHem
cny4ae nornoxeHune p,e(bmcos 3aaeTcd nosib3oBarernem.

[onyckaeTca Takke BCTaBNSATb MANKME NEPEHOCHI, KOTOPbIE UCMONb3YHTCA TONLKO B TEX Cry4asix, €CfiM CroBo
NPUXOOUTCS Ha KOHEeL, CTPOKMU, U HepaspbiBHbIE AedUChI, MO3BONSAOLLME OCTaBNATb HA OQHOW CTPOKe CroBO,
HanncaHHoe vepes geduc.

CwM. Takxke

| ABTOMaTtuyeckas paccTaHoBKa NepeHoCcoB
= nQVIHgQVITeJ'IbHaﬂ PacCTaHOBKA NepeHOoCcoB
= BcTaBka MArkMx nepeHocos

= BcTaBka HepaspblBHbIX geducos

CoBeT. J'Ique BCEero paccTtaBlidaTb NepeHOoChbl B TEKCTE MOCIIe NOJIHOINo 3aBepLleHna ero HanncaHna n
penakTupoBaHuA, Tak Kak aaxke HebonbLloe aobaBneHne nnm yoaneHune TekCcta B JOKYMEeHTEe MOXET UCMOPTUTb
pe3ynbraTtbl paCcCTaHOBKN NepeHOCOB.
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ABTOMaTHUeckas paccTaHOBKa nepeHocoB

1 Buibepute koMaHay S3bIk B MeHio CepBHUC, a 3aTeM — komaHay PaccTaHoBka nepeHocoB.
[=] JemoHcTpauus
2 YctaHoBuTE dhnaxok ABTOMaTUuYecKasi pacCTaHOBKa NepPeHOCOB.

3 Bnone LLinpuHa 30HbI NepeHoca cnos YKaXute nHrepsarn, KOTOPbIN cnenyet oCtaBnATb MeXxay KOHLOM
nocnegHero crosa CTPOKU U nNpaBbiM MNnoJjieM CTpaHuLubl.

YT06bI YMEHBLUMTE KONMYECTBO NEPEHOCOB, CAeNanTe 30Hy nepeHoca bonee Wnpokon. YTobbl yMEeHbLINTL
HEPOBHOCTbL Kpasi MPaBOro Nons CTpaHuubl, CAenanTe 3oHy nepeHoca bonee y3kon.

4 B none MakcumanbHoe YMCRo NocriefoBaTesibHbIX MePEeHOCOB YKaXMTe MakCUMarbHOe YMUCIO UAYLLUX
noapsa CTPOK, KOTOpble MOryT 3aKkaHYMBaTbLCS NepeHocamu.
Mpumeyvanus

e Ecnu komaHpa PaccTtaHoBKa nepeHOCOB OTCYTCTBYET B MeHI0 A3bIK, HEOBXOAMMO YCTaHOBUTL NporpamMmmy
PaCCTaHOBKN NepeHocoB. [ins NonyyeHust AONONHNTENbHLIX CBEASHUI HaxMnTe KHonky 2,
Y100kl OTKa3aTbCA OT aBTOMAaTUYECKOWN pacCTaHOBKM NEPEHOCOB B HECKOMbKUX ab3alax TekcTa, Bblaenure
TeKCT, BblbepuTe komaHgy Ab3au B MeHio Popmar, BbibepuTe Bknagky MonoxeHue Ha cTpaHuue, a 3atem

yCTaHoBUTE hnakok 3a|1peTMTb aBTOMaTU4eCKUM nepeHoOcC CroB. Cne,qyeT TakKkKe OTMEeTUTb, YTO NepeHOoCbl He
paccTaBnsalTCAa B TEKCTE, MOMeYeHHOM «be3 npoBepkny.
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MpuHyauTenbHaa paccTaHOBKa NepeHOCOoB

1 Y706bI BLINOMHUTL PACCTAHOBKY NEPEeHOCOB B YACTU AOKYMEHTA, BbIAENUTE HYXHbIA DparMeHT.
YT06bI BBINOMHNTL PACCTAaHOBKY MEPEHOCOB BO BCEM AOKYMEHTe, ybeamTech, YTO B HEM HET BbiAENEHHbIX
hparmeHTOB.

2 Buibepute komaHay S13bik B MeHio CepBuc, a 3aTeM — komaHay PaccTaHoBka nepeHOCOB.

= JemMoHcTpaums

3 HaxmuTe kHonky MpuUHYAUTENHO.

4 Ecnu B TekcTe 6yayT HaiaeHbl CroBO UNu ¢opasa, KOTopble HYXXAarTcsl B pacCTaHOBKe NepeHOCoB, 1 Bbl
COrnacHbl C NpeanoXeHHbIM NporpamMmmon pasbueHnem, Haxmute KHonky Oa.
YT0ObI BCTABWUTBL NEPEHOC B APYrON YacTy CroBa, NepenanTe K HyXKHOMY MECTY C MOMOLLbIO KMaBuLL
nepeMeLLeHus Kypcopa, a 3ateM HaxmuTe KHonky [a.

Mpumevanna

e Ecnu komaHga PaccTaHoBKa NnepeHOCOB OTCYTCTBYET B MEHIO A3bIK, HE06X0AMMO YCTaHOBUTL MporpamMmmy
pacCTaHOBKW NEPeHOCOoB. [Ns NonyyYeHUs ONOMHNTENbHLIX CBeAeHU HaxmMuTe kHonky 2,

. MepeHockl He paccTaBnsATCA B TEKCTE, NOMeYeHHOM «be3 nposepkmy.
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BcTtaBka MArknx nepeHocoB

Y106kl CNIOBO MNW NpeanoXeHne pa3pbiBaniocb TONbKO B TOM Cryyae, eCnv OHO NPUXOAUTCS Ha KOHeL, CTPOKY,
UCMNONb3ynTe Tak HasbiBaeMbI «KMATKUIN NepeHoc». Ecnn TekcT Byaet oTpenakTMpoBaH nocne pacCcTaHOBKM
TaKnMX NepeHOCoB, CTaBLUNE HEHYXXHbIMU MEePEHOCHI NPOCTO He ByayT BbiBEAEHbI HA nevaThb.

1 YcraHoBswuTe Kypcop B MECTO, KyAa Hafo BCTaBUTL NepeHoc.

2 HaxwmuTe knasuwm CTRL+IE®NC.
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BctaBka Hepa3pbIBHbIX AecucoB

1 YcraHoBuTe Kypcop B MeCTO, KyAa Hafo BCTaBUThL HEpa3pbiBHbIN Aeduc.

2 Haxmute knasuim CTRL+SHIFT+OE®UC.
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BcTaBka nonen

1 LlenkHuTe To MeCTO JOKYMeHTa, KyAa criefyeT BCTaBUTb NepeMeEHHbIe JaHHbIE.
2 Beoibepute komaHay Mone B MeHio BeTaBka.

=] JemoHcTpaums

3 Ykaxute KaTteropuio, a 3atem BbIGGpMTe nMma nona.

UT06bI 406aBUTL KNKOYM M ApYyrMe napamMeTpbl K KoAy Nons, Haxmute kHonky MapameTpsbl.
Mpumevanunsa

e [Ina nonyyeHns cBegeHwn o6 onpeaeneHHOM nore nnu napameTpe Bbibepute MM Nons uny napameTp, a
3aTeM HaXxmuTe knasuwy F1.

e [Inga nameHeHus koga nons — Hanpumep, 4o6aBNeHUs nnm M3MeHeHus Knoden — oTobpasnte Koa nons
(BblOENMTE Mone N HaxXMuTe knaeuwm SHIFT+F9), a 3aTeM BHeCUTE HEOOXOAMMbIE N3MEHEHMS.

e Yrto6bl BNOXUTL MONE B Apyroe norne, cHavyana BCTaBbTe BHELLHee none. 3atemM caenante BUAMMbIMU KOAbI
nonen n BCTaBbTe BTOPOE More.
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OTo6paxeHune KogoB nonen

¢ Yrto6bl 0TOOPa3nTbL NN CKPbITb KOA, OrNpeaerneHHoro nons, Belgenute rnorne unmn s3HadeHne nons, a 3atem
HaXXMuTe Knasumwm SHIFT+F9.

e YroO6bI 0T06pa3VITb WIN CKPbITb KOAbI BCEX NOMnen AOKYMEeHTa, HaXXMuTe Knasuwin ALT+F9.
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OOHoBRNeHue nonen

3HayeHusa nonei MoryT 6biTb 0GHOBMEHbI aBTOMATUYECKM UMW BPYYHYIO B Ntoboe yaobHoe nonb3osaTernto
BpeEMS.

¢ Yro6bl OOHOBUTL OTAENBHOE MOrNe, BbIAENUTE MOME UMK ero 3Ha4yeHue, a 3aTeM HaxXmuTe Knasuwy F9.

¢ Y106bI 06GHOBUTL BCE NONS B JOKYMEHTE, BbibepuTe KoMaHay Bbligenutb Bce B MeHto MpaBka, a 3ateM
Ha)KMUTe Knasuily F9.

CoBet. CyuecTByeT BO3MOXHOCTb aBTOMaTU4eCKOro 06GHOBMNEHNS BCeX MoMern JOKYMEHTa nepes KaxabiM ero
BbIBOAOM Ha nevaTtb. Beibepute komaHay MapameTtpbl B MeHio CepBuUC, a 3aTeM yCTaHOBUTE (onaxok
O6HoBNATL Nons Ha Bkrnagke Mevatb.
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3anpeTt o6HOBRNEHUsA nonewn

CyLIJ,eCTByeT ABa cnocoba 3anpeTnTb UAMeHeHne 3Ha4YeHna Nond: BpeMeHHasa 6J'IOKI/IpOBKa, KOTOPYO HECITOXKHO
CHATb Npu HeobxooumocTu, 1 pas3pbiB CBA3U C Nonem. B nocnegHem clydae Kog nond pas n Haecerga
3aMeHAeTCd ero TeKywmm sHa4yeHnem.

CmM. Takxe

| BpemeHHas 6rokMpoBka nossi

| PaspblIB cBS3K ¢ nonem
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BpeMeHHasn 6nokupoBka nons

e YT06bI yCTAHOBUTL GNOKMPOBKY MOMSt U TEM CaMblM MPELOTBPATUTL M3MEHEHME TEKYLLErO 3HAYEHUSA Nons
BblAenuTe 31O Nnomne n HaxXmnTe knasuwiy CTRL+F11.

® YT06bI CHATL ONOKUPOBKY U TEM CaMblM pa3peLunTb OOHOBNEHME 3HAYEHUs NONS, BbIAENUTE 3TO rnone u
HaxXmute knasmwy CTRL+SHIFT+F11.
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Pa3pbIB cBA3M € nonem

e Bobigenute none n Haxmute Knasuwm CTRL+SHIFT+F9.
Mpumeyanne. [Nocne paspbiBa CBA3M C NOfEM TeKyllee 3Ha4yeHne nongda CtTaHOBUTCA 06bIYHbIM TekcToM. Ecnn

B JanbHelileM notpebyeTcst 0OHOBUTL CBEAEHUS, NPUAETCHA BCTABMATb 3TO MOSIe CHOBA.
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dopmaTpoBaHMe 3HAYEHUWN Nonewn

CyuecTByeT ABa crnocoba hopmaTnpoBaHns 3Ha4YEHWIN NoNen:

MpumMeHeHne chopmaTMpoBaHWs K 3Ha4YeHUsIM U kogam noner. Hanpumep, 4Tobbl NOAYEPKHYTE MS,
scTaBnsiemoe nonem AUTHOR, cnefyeT BeiaenuTh Kofl 3TOro Momns U HaxaTb kHornky MoadepkHyTein [,

Mpun o6HOBNEHUM NoMns MOXET ObITh NOTEPSHO dOopMaTMpOBaHWE, NPUMEHEHHOE HENOCPEACTBEHHO K €r0
3HayeHunto. YTobbl coxpaHnTb hopmaTmpoBaHue, aobassTe k kogy nong krod \* MERGEFORMAT. 310T kntod
pobasnseTcs K kogy nons aBToMaTMyecku B Criydae BCTaBKW NOMs € NOMOLLbIo KoMaHabl Mone (MeHio
BcTaBka) npu yctaHoBneHHoM dnaxke CoxpaHaTb hpopmMaTMpoBaHue Npu OGHOBIEHNN.

[oGaenenue knwoyer k kogy nonsi. Mpegnonoxum, 4to 3HaveHvem nonsi { = LieHa + Hanor } saBnsietcst 4345,9.
YT06bI NONy4YeHHbIN pesynbraTt oTobpaxarncs B Buae «4 345,90 p.», cnegyeT A06GaBUTb K4 YMCIIOBOMO
dopmara: { = Llena + Hanor \# "# ##0,00 p." }. AnA nony4YeHns AOMONHUTENBHBIX CBEAEHWI O KNoYax
HaxmuTe kHonky (2,
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OAHOBpeMeHHoe OOGHOBNEHMe OANHAKOBOIO TEKCTa B pPa3HbIX MeCTaxX AOKyMeHTa

Mpeanonoxum, 4To B GOmnbLUIOK OKYMEHT TPebyeTcst HECKOMBKO pa3 BKIOYMUTL TEKCT OPUANYECKOO 3asiBNEHUS,
KaXkgoe CroBo B KOTOPOM AOMKHO ObITb CKpynyrne3Ho BbiBepeHo. Ckopee BCero, TEKCT 3TOro 3asiBNeHns
NpuaeTCa HeCKOMbKO pa3 pefakTupoBaTb. YToObl Npu KaXaoM M3MEHEHUW TeKCTa 3asdBNEHNs U3MEHEeHUs
NPOVCXOAMITN BO BCEM AOKYMEHTE, CNeaAyeT CHayana onpeaenuTb 3TOT TEKCT Kak 3fIeMEHT CNucka aBTOTEKCTA.
3arem BcTaBbTe 3asBrieHne B Buae nons AUTOTEXT, KOTOpoe CChinaeTcsi Ha 3NeMEHT Crucka aBTOTEKCTa.

B ananorosom okHe Mone (mMeHo BeTaBka) Bibepute CBA3M M cebinku 13 cnucka Kateropuum, a satem —
AutoText ns cnucka Mons. [nsa Beibopa HYy>KHOro aneMeHTa CnMcka aBTOTEKCTa HaxxmuTe KHonky MapameTpbl.
Mo oKoHYaHWW n3MeHeHUst TeKCTa NepeonpeaenuTe areMeHT cnucka aBToTekcta. OKoHYaTenbHbI BapuaHT
TeKkcTa nosiBUTCA TaMm, Kyaa BctasneHo none AUTOTEXT.

MpumevaHune. Ecnu Heckonbko nomnb3oBaTenen, obnagarLwmx pasnmyHbIMU CNMCKamMn 3NeMeHToB
aBTOTEKCTa, cobmpaloTcst UCnonb3oBaTb 3TOT AOKYMEHT COBMECTHO, CriegyeT 3abnokupoBaTb 3Ha4YeHue nons
AUTOTEXT. [Ins nony4eHns [JOMNOMHUTENbHLIX CBEEHNI 0 GNIOKUPOBKE Noneit HaxmuTe kHonky [,
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BBoa AaHHbLIX BO BpemMA BbINOJIHEHUA MAKpoOCa

[ns opraHusauum BBoAa AaHHbIX B JOKYMEHT BO BPEMS BbINOMHEHMS Makpoca mncnonbayiTe nons ASK un FILLIN.
37K NONSA 1 COOTBETCTBYHOLLMIA MakpoC yA0OHO BKMOYMTL B LWabnoH. MNpu co3gaHnm JOKYMEHTa Ha OCHOBE 3TOr0
WwabnoHa Ha akpaHe ByayT NOABNATLCA OUanoroBble OKHa, 3anpallnBaloLLne HeaocTallme CBeaeHus.

1
=

Co3spaiTe HOBbI LWABNoH.
WNHCTPYKLWK

2
3

LLlenkHnTe TO MeCTO AOKyMeHTa, Kyda crnegyeTt BCTaBWUTb NepBoe none.
Bbi6epute komanay Mone B MeHio BecTaBka.

[=] JemoHcTpauus

4

©

=|

M3 cnucka Kateropum Buibepute CnusiHue. B cnncke Mona wenkHnte ASK unu FILL-IN.

Mone ASK npuceavBaeT BBEAEHHOE MOMb30BaTENEM 3HAYEHWNE 3aKaaKe, CChINKM Ha KOTOPYHO MOXHO
pa3MecTuUTb B OAHOM MITM HECKOIbKMX MecTax JoKymeHTa ¢ nomolbto nonet REF. Mone FILL-IN BcTaBnsiet
BBeJEHHOE Nonb3oBaTeneM 3HayeHue Tyaa, rage OHO Haxo4MTCs.

Ona nonen FILL-IN BBeguTe TekcT npurnalwleHuns (B kaBblvkax) B norne Koa nons.

[na nonei ASK BBeanTe ums 3aknagku, KOTOpow crnegyeT NpuUCBOUTL BBEAEHHOE Nonb3oBaTenemM 3HavyeHune,
a 3aTemM — TEeKCT npurnalweHus (B kaBblykax). 3aTeM pasmecTute B JOKYMEHTE O4HO UMM HECKOMbKO Monem
REF, cchinatomxcs Ha ykasaHHyo 3aKknagky.

[ns nobaBneHus kntoyer K kogy nons HaxmuTte kHonky MapameTpsbl.
HaxmuTe kHonky OK. Nocne BCTaBky Nonsi U NOSIBNEHUA NpUrnaLleHns HaxxMmTe kHonky OTMeHa.

CospanTte Makpoc ¢ umeHem «AutoNewy, YTOObI npurnaweHuna noAasnAnmMcb aBToMaTn4eCckn npm co3gaHnm
OOKyMeHTa Ha OCHOBe AaHHOro wabnoHa.

WHCTpyKUMn

10
11

CoxpaHuTe wabnoH.

Y106kl CO3aaTh HOBbIN AOKYMEHT, BbibepuTe komaHay Cosaartb B MeHto Pann. B rpynne HoBbi aokymeHT
Bbibepute [lokyMeHT. BbibepuTe HyXHbIN LabnoH.

Mpumevanne. [Ons nony4yeHuna cBeAeHun o cbopmax, 3anoJiHAEeMbIX B ANaNfiloroBoOM pexunme, HaxXMnUTe KHOMKy
=],
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CosaaHue makpoca ans aBTomatunyeckoro otoopaxeHus nonev ASK u FILL-IN

BbibepuTte komaHgy Makpoc B meHio CepBuc, a 3atem — koMaHay Hayatb 3anuche.
B none Umsa makpoca seeaute AutoNew.

HaxmuTe kHonky OK.

M3 cnucka Makpoc poctyneH ans BeibepuTe nms wabnoHa.

B none OnucaHme BBeauTe KpaTKoe ONMcaHne COXpaHaeMoro Makpoca.

HaxwmuTe kHonky OK.

BeibepuTe komaHay Beigenutb Bce B MeHio MpaBka.

0O ~NOOO A OWON-

HaxmuTe knasuwy F9.

©

HaxmuTe knaBuwmn CTRL+HOME, 4ToObl CHATb BblAeneHne TekcTa.

10 HaxmuTe kHoMKy OCTaHOBUTL 3anUCh EL
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lNMeyaTb cBeAEHUN O AOKYMEHTE

Mone DOCPROPERTY cnyxuTt ons BcTaBku n3bpaHHbIX CBEAEHWI U3 AuanoroBoro okHa CBoncTBa (MeHIo
®dann), TakMx Tak MMs aBTopa, pa3mep danna (B cumsonax unu 6antax) unu Yicno ctpaHuud. ina seisoga Ha
nevatb MeHu danna u nNyTn K Hemy npegHasHadeHo none FILENAME.
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Co3paHuMe pacKpbiBaloLWErocs CNUcKa 3fieMeHTOB aBTOTEKCTa

Mcnonb3ays none AUTOTEXTLIST, MOXHO co3aaTh packpblBaOLLUIACA CMMCOK NOMb30BaTENbCKMX ANIEMEHTOB
aBTOTEKCTa OnpefeneHHoro CTUns, HanpMMep 3arofioBKOB OnpeaeneHHoro ypoBHs. CnnMcok nosiBnsieTcs Ha
3KpaHe, Korga norb3oBaTerb OAVH pa3 LWenkaeT nore npaBoi KHOMKOW MbIlWW UMW ABaXAbl LLEenKaeT ero nesomn
KHOMKOWM MbILK. [0 yMONM4aHUto B CMUCOK BKITHOHAKOTCS 3N1EMEHTbLI aBTOTEKCTA, OCPOPMITEHHBbIE TEM XKE CTUIEM,
4TO 1 Kog nonsi. Kpome Toro, HyXXHbI CTUMb MOXHO SIBHO yKa3aTb Npy BCTaBKE MONs.

1 BbiGepute komaHay Mone B MeHio BeTaBka.

[=] JemMoHcTpauus

2 W3 cnucka Kateropum BoiGepute CBS3N U CCbINKU.
3 W3 cnucka Nons BoiGepute AUTOTEXTLIST.

4 B none Kop nons nocne nmeHu nonsi BBEAUTE TEKCT, KOTOPLIA JOIKeH oTobpaxaTbesa Ha aKkpaHe (B
KaBbl4kax), Hanpumep "Cnucok agpecatoB”.

e Y106bI YKasaTb CTUMb, KOTOPbLIM AOMKHBI ObITb OhOPMNEHBLI ANEeMEHTbI aBTOTEKCTa, Noanexalume
BKITIOYEHMIO B CMIMCOK, HaXXMuTe KHorKy MapameTpbl B AnanoroBom okHe Mone, BbiGepuTte BKNagky
Kniouu, a 3atem BbibepuTe kniod «\s» n3 cnucka Knroun. Haxmvute kHonky [lo6aBuTb, a 3aTeM BBeguTe
UMS HyxHoro ctuns B none Kop nons.

e Ecnu BcnnbiBarouiye Noackasky oToGpaxatoTcs Ha 3KpaHe, NMpu YCTaHOBKE yKasaTersi Ha rnore rnosiBnaeTcs
crnpaBka Afs 3Toro nons. Ytobbl M3MEHWUTL TEKCT CrpaBKX A4S NOMsl, HaxXMUTe kKHorky MapameTpbl B
Ananorosom okHe Mone, BbiGepuTe BKNaaky Knwoum, a satem BoibGepute kntod «\t» 13 cnncka Knoum.
HaxmuTe kHonky [lo6aBUTb, a 3aTeM BBeAUTE TEKCT CripaBKy Ans nons (B kaeblukax) B none Kog nons.
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MevaTb KOJNTOHTUTYIOB CfioBapHOro tuna

CyuecTByeT BO3MOXHOCTb HaneyaTaTb BBEPXY KaXKAoW CTPaHULb NEPBLIA U MOCNEAHUA SMEMEHTHI,
cogepxallmecs Ha 3ToW CTpaHuLe, Hanpumep NepBYIO U MOCNEAHION daMunnm, coagepXallnecs Ha Kaxaomn
CTpaHULe NepeyHs YneHoB opraHu3aumu. [Ins aToro ucnonb3ynte onpeaeneHHbI ctunb (absaua nnm cMMBonos)
ansa oopmaTMpoBaHns SrIEMEHTOB B IOKYMEHTE, a 3aTeM BcTaBbTe ABa nons STYLEREF B BepxHUin KONoHTUTYN
AOKyMeHTa.

B nepeom none STYLEREF pomkeH ObiTb yka3aH CTUMb, KOTOPbIM OOOPMITIEHbI SNIEMEHTHI, HAaNpuMep
{STYLEREF 3aronosok 1}. Bropoe none STYLEREF gomkHo gononHuTensHo cogepxaTtb ko \l, Hanpumep
{STYLEREF 3aronosok 1 \I}. Kntoy \| yka3biBaeT, 4T0 AOmKeH 6bITb HAWAEH NOCNeaHNIA Ha TEKYLLEN CTpaHuLe
(bparMeHT TekcTa, 0ThopMaTUPOBAHHbIN C MOMOLLLbIO YKa3daHHOro cTuns. Npy nevaT JOKYMeHTa nepBbii 1
nocneaHWn aneMeHTbl, pacrnonoXeHHbIe Ha TEKYLLEel cTpaHuue, OyayT neyaTaTbCsl B BEPXHEM KONOHTUTYE.
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BbinonHeHne BbIYNCNEHUN

[nsa BbINOMHEHMS NPOCTbIX apUPMETUHECKMX ONepaLii U BbIYUCIIEHUSA MaTEMaTUYECKMX BblpaXXeHWN
ucnonb3ynte none = (dopmyna). B bopmynax MoxxHO MCNONb30BaTh 3aKNaaku 1 agpeca sveek Tabnuubl.

MpuseaeHHoe Hwxe none = (PopmMyna) CyMMMpPYeT 3HAYEHUSI ANEMEHTOB, NOMELLEHHbIX B cTonbew Tabnuubl
Word. Kntou uncnosoro wabnoHa (\# "# #0,00 p.") nobGaBnseT K 3Ha4eHMo Nonst CUMBOS AEHEXHOW eOUHNLBI U
pasgenuTens rpynn paspsaos.

Mpubbinb B 3TOoM Mecsue coctasuna { = SUM(Table3 C2:C7) \# "# #0,00 p." }

MpnbbINb B 3TOM Mecsile coctaBuna 91 483,54 p.
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PaspeweHune BonpocoB: nons Word

| TekcT oTobpaxaercs Ha cepoM dhoHe

= [Mone cogepXnT HenpaBuUNbHbIE CBEAEHUA

(=] HaneyataHa HenpaBunbHada gara

[=] YTo 03HAYaET TEKCT, 3aKMYEHHbIV B dourypHble ckobku ({1} )

[=] Mpu nonbiTke 06HOBUTL NONE UKW N3MEHUTL KO NONSA NogaeTcs 3BYKOBOW CUrHanN

e OTKNHYEHNE 3aNPOCOB Ha BBOA JaHHbLIX BO BPEMS BbINOMHEHUSI Makpoca

=] BmecTo cBegeHur Ha neYyaTb BbIBOOAATCA KOAbI Nonen

(=] Mpowusowino 6ecnpuymHHOE N3MeEHEHWe JOKYMEHTA
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TekcT oTOoGpaxaetcs Ha cepoM hoHe

CHavana HaxmuTe knaesuwmn ALT+F9. Ecnn TekcT, otobpaxkaeMblii Ha cepoM doHe, ByaeT 3aMeHeH Ko4oM nons,
3HA4UT, BKIOYEHO 3aTeHeHne nonen. 3ateHeHne nornen He BbIBOAUTCA Ha neyatb. [Inga ero yaaneHus Boibepute
komaHay MapameTpsbl B meHio CepBuc, a 3atem — Hukorga u3 cnvucka 3aTteHeHue nonen Ha Bknagke Buga.
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Mone coAepPXUT HenpaBulibHble CBeaAeHuUA

YT106bI 06GHOBUTL 3Ha4YeHWEe NoNs, BbIAENUTE €ro, a 3aTeM HaxkmuTe knasuwy F9. Ecnn oGHOBNEHNs cBeaeHNi He
NPOM30LLIIO, 3HAYUT, Nore 3abrnoknpoBaHo. YTobbl CHATL BrIOKMPOBKY, BbIAENMTE Nome, HAXMUTE KnaBuLLIn
CTRL+SHIFT+F11, a 3aTeM elle pa3 HaxmuTe Knasuily F9.
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Pexxnm oTo6GpaxeHMs KOOOB Nofien OTKIOYeH, HO BMECTO 3Ha4YeHUN Nnoren Bce paBHO
BUAHbI KoAbl

¢ B03MOXHO, orpaHuymBatoLLue nore urypHole ckobku ( {} ) Obiny BBeAEHbI HENOCPEACTBEHHO C KNaBmnaTypbl.
B Takom cnyyae none He 6yget paboTtatb. YToObI NpaBMIIbHO BCTaBUTL MOre, CHavana HaxxMuTe Knasulu
ALT+F9, 4TOObl YyBUAETL KOAbI Nonei. 3atem Haxmute knasuwm CTRL+F9, 4Tobbl BCTaBUTbL NycTble UrypHble
CKOGKM 1 BBECTU MHCTPYKUMN. KpomMe Toro, Ans BCTaBKM MONSA MOXHO BOCMOb3oBaTbCcs koMaHaow Mone
(meHto BeTaBka).

¢ [lockonbKy KoAbl HEKOTOPLIX nonew, Taknx kak PRIVATE n TC, hopmaTnpytotTcs Kak CKpbITbI TEKCT, Ha
3KpaHe OyayT BUAHbI KOObI 3TUX NOMEW, €CNy BKIOYEH PEXMM OTOOPaXKEHUsT CKPbITOrO TEKCTA.
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Hane4yaTtaHa HenpaBurnibHaAa Aarta

Ecnn pata n/unm Bpems 6binm BCTaBneHbl C MOMOLLbI0 koMaHabl [lata un Bpems (MeHio BeTaBka), oHu He OyayT
0BHOBMATLCHA, €CNK ANa HUX He BblIbpaH pexunm aBTomaTnyeckoro obHosneHns. Ytobul gata n Bpems
0GHOBNANUCL aBTOMATUYECKW, BCTaBbTE UX 3aHOBO M YCTaHOBUTE hnaxxok OGHOBNATL aBTOMaTU4YeCKMU B
ananoroBoM okHe [laTta n BpeMs. Tenepb Npy BblAENEHNM 3TOMO NOMsi U HaXaTun knasuwm F9 OyayT
oToOpaxaTbCs TeKyLlMe gaTta U BpeMSI.

Ecnu narta BctaBneHa kak nore, HO peXxunm ee aBToMaTUYeCKoro 0OHOBMNEHUS HE BKITHOYEH, OHA MOXET ObITb
HenpaBunbHON. YTOOLI 0GHOBUTL NOMe BPY4YHYHO, BbIAENWTE €0, a 3aTeM HaXmuTe knasuwy F9. YTobbl gata
aBToOMaTmnyeckn obHOBNsINack Nepes Kaxaon neyvartblo JoKyMeHTa, BblbepuTe komaHay MapamMeTpbl B MeHIO
CepBuc, a 3ateM ycTaHoBUTE (prnaxxok OGHOBNATL Nons Ha Bknagke Mevatb.

UTtobbl COXpaHUTbL CBeAEeHUS O TOM, KOrda AOKYMEHT Obln co3aaH, NocneaHun pa3 CoXpaHeH Unu HanevaTtaH,
Bbibepute komaHay Mone B meHo BeTtaBka, BoiGepuTe faTta n Bpems u3 cnucka Kateropum, a 3atem BcTaBsTe
B gokymeHT none CREATEDATE, PRINTDATE vnn SAVEDATE. 3T nona MOXHO UCNOnb30BaTh ANs neyatu
Aatbl U/unu BpeMeHu.
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YTo O3Ha4YaeT TEKCT, 3aKIHO4YEHHbIN B purypHblie ckobkm ({})

HaxmunTe knaBuwimn ALT+F9. Ecnn TekcT, 3akntoueHHbI B domrypHble ckobku ({ }), 3ameHnncsa apyrumm
CBEAEHVAMMW, TAKUMU Kak PUCYHOK UNW AaTta, 3Ha4uT, B urypHble ckobku Obin 3akntoyveH koa nons. N3ameHeHne
KOO0B Mnonew HenocpeacTBEHHO B TEKCTE MOXET NPUBECTU K OTOBPaXEHUIO HENPaBUbHBLIX CBEAEHUA N MPOYUM
owwmbkam.
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an nonbITKe OGHOBUTL NOJie UM U3MEHUTb Koa NonA nogaeTcs 3ByKOBOVI CUrHan

Ckopee Bcero, none 3aluiieHo oT U3MEHEHUI C NOMOLLbIO B6NOKMPOBKU. YTOBLI CHATEL BrIOKMPOBKY, BIGEpUTE
none n Haxmute knasuwn CTRL+SHIFT+F11.

Ecnun BkntoyeH pexxum 3amenbl, Word He N03BONUT BbINOMHUTL 3aMeEHY OrpaHMYMBaoLLMX none UrypHbIx
cko60k ( { } ). Mpu nameHeHun kogos nonen ybegmTech, YTO PEXMM 3aMEHbI OTKIHOYEH.
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OTKknioveHue 3anpocoB Ha BBOA4 AaHHbIX BO BpeMA BbINMNOJIHEHUA MaKpoca

Ecnu otobpaxeHune koOooB Nofen elle He BKITKYEHO, HaxkmuTe knaeuwin ALT+F9. C nomoLLbio komaHabl Hantm
(meHto Mpaeka) HarguTe B gokymeHTe Bce nonst ASK n FILLIN. 3tu nonsa npegHasHayeHbl 4ns BBOAA AAHHbIX
BO BpeMsi BbINoMHEHUA Makpoca. Ecnn HeobxogmMMocTb B MHTEpPaKTMBHOM BBOAE AaHHbIX OoTnana, yaanuTe
COOTBETCTBYHOLLIEE MONE U3 AOKYMEHTA.

Ecnu atum nonem siensietcst none ASK, Heo6xoaMMO Takke HaWTW BCE CCbINMKM Ha 3aknafky. KoTopow
npucesavBaeTcs BBEAEHHOE MOMb3oBaTeneM 3HadeHve. Hanpumep, ecnv aokymeHT cogepxut none { ASK
Knuent "BBegute umsa knueHra: " }, Hanigute Bce nons { KnueHt } unu { REF KnuenT }. 3atem cnegyer
pa3opBaTh CBSi3b C 3TUMU NOMISIMU, YTO NPUBEAET K NPeKpaLLeHnio 0BHOBNEHNS 3HAYEHWIA NoNewn, N NPOCTO
yoanuTb ux. B nepBom cnyyae cBsiav co BCEMU MOMSIMU JOMKHbI ObITh pa3opBaHbl A0 CreayoLero 0GHOBINEHUs!
nonew B JOKYMEHTE.
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BmecTto CBe,D,eHI/II7I Ha ne4yaTtb BbIBOOAATCA KOAObl nonen

Beibepute komanay MapameTtpsbl B MeHio CepBuc, a 3atem cHumuTe donaxkok Koabl nonewn Ha Bknazgke
MevaTb.
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Mpousowno 6ecnpuiunHHOE U3MeHeHMe [OKYMEHTa

HaxmuTte knaeuwwm ALT+F9. Ecnv cBefeHns 3aMeHun1chb Kogamu nonew, cregosaTensHo, cBegeHns bbinm
BCTaBneHbl B BuAe nons. Ecnv nponsoLwno nameHeHve cBeeHuin B UICTOMHUKE AaHHbIX, TO Npyu 06HOBRNEHWN
nons o6HOBUTCA 1 ero cogepxmmoe. YTobbl He AONYCTUTL UBMEHEHUS 3HA4YEeHWI Nonew, crieayeTt 3abnokmposaTb
nore unu pasopaaTtb C HUM CBA3b. [1n1a NonyyYeHus JOMONHUTENBHBLIX CBEAEHWUI O 3anpeTe U3MEHEHUN 3Ha4YeHn
nomnemn HaxmuTe kHonky [,
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O nonsax

Monsa ncnonbk3ayoTesa AN pasMeLLeHns B AOKYMEHTE NepeMeHHbIX AaHHbIX U CO34aHNs COCTaBHbIX JOKYMEHTOB!
KOHBEPTOB, Hakneek u T. N. Hanbonee yacto B fokyMeHTax BcTpeyvatotcs nons PAGE, kotopoe BcTaBnsetcs npu
pobasneHun Homepa ctpaHuubl, 1 DATE, koTopoe BCcTaBnseTcs npu Bbibope komaHAabl [lata u Bpemsi B MEHI0
BcTaBka ¢ nocneaytouen yctaHoBkon cpriaxxka OGHOBNATL aBTOMaTUYECKM.

Monsa BCTaBNsItOTCSH aBTOMATUYECKM NPY CO3AaHNM NPEOMETHOrO yKasaTens U OrfaBfieHns C NOMOLLbI0 KOMaHAbI
OrnaBneHue 1 ykasatenu (MeHio BetaBka). Kpome Toro, ncnonb3oBaHue noren no3BonseT opraHn3oBaTb
aBTOMaTUyeckoe OGHOBMNEHNE CBEAEHMIA O JOKYMEHTE (chamunuvio aBTopa, UMs daina v T. Nn.), BINOMHUTL
BbIYUCMEHUS], YCTAHOBUTbL CBA3M C APYTMMU LOKYMEHTaMU U 0GbeKTaMM, cO3aTb NEPEKPECTHBLIE CChINKM U
MHOroe Apyroe.

Kopabl nonen otobpaxatorcs BHyTpM purypHbix ckobok ( { } ). ns npocmoTpa 3Ha4yeHui nonew — Hanpumep
pe3ynsTaToB BbIMUCIEHUA — CKPOWTE Koabl nonew: Boibepute komaHay MapameTtpsbl B MeHio CepBuc, a 3atem
cHumMuTe dnaxok Koabl nonen Ha Bknagke Bua. MoxHO NpoBecTu cneayoLLyro aHanormio Mexay nonsamu
Word n copmynamu Microsoft Excel: kog nons cooTBeTcTBYeT hopMyrie, a 3Ha4yeHne nons — pesynsrary 3Tou

dopmynbl.

OrpaHununsatoLme none durypHole ckobkm ( {} ) Henb3a BBOAWTL € knaeuaTtypebl. [lonsa BcTaBnaoTca npu
BbIMOSTHEHNW HEKOTOPLIX KOMaHA, Hanpumep komanasl flata u Bpemsa (MeHio BeraBka). Kpome Toro, MoxHo
HaxaTb KrnaBuwmn CTRL+F9, 4To6bl BCTaBUTb NyCTble OUrypHbIE CKOOKW, N BBECTU COOTBETCTBYOLLNE NHCTPYKLIMK
Mexay HUMMU.
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3aTeHeHue nonen

| JeMoHcTpauus

1 BbiGepute komaHay MapameTpbl B MeHio CepBuUc, a 3aTem — BKnaaky Bua,.

2 BbiGepuTe HyXXHbI NapameTp U3 cnucka 3aTeHeHue noneun.
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Pexnm 3ameHbl
(=] JeMoHcTpauus

1 BebiGepute komaHay MapameTpbl B MeHio CepBuc, a 3aTem — Bknaaky lMpaska.

2 Ons BknoyeHna pexnma 3aMeHbl, NP KOTOPOM HOBbI TEKCT BBOAMUTCS noBepx cyuwjecTByoLllero, ycraHosute
Cp]'la)KOK Bknountb peXum 3amMmeHbl CMUMBOJOB Npu BBOAeE.
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3ameHa BblgeneHHoro pparmMeHTa npu BBoge

| JeMoHcTpauus

1 BbiGepute komaHay MapameTpsl B MeHio CepBuc, a 3aTem — Bknagky MpaBka.

2 YcraHoBuTe raxok 3amMeHsITb BbiAemneHHbIN oparMeHT nNpu BBoAe.
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BcTaBka cneymanbHbIX CUMBOJIOB

[ns BCcTaBKM cnewumanbHbiX CUMBOMOB, OYKB HauMoHarnbHbIX andaBuToB 1 ApYrMx HECTaH4APTHLIX CUMBOSIOB
npegHa3HaveHa komaHga Cumson (MeHto BetaBka). Kpome Toro, cneumanbHbii CMMBON MOXHO BBECTU, Habpas
€ro koA Ha umdpoBor knasuatype. [Ans 6eicTporo BBoga HEO6X0AUMbIX CUMBOSOB UM CriedyeT Ha3HaunTb
coyeTtaHuve knaeuw. Word aBToMaTU4eCcKn 3aMeHsIeT HEKOTOPbIE COYETaHUs KNaBuvL CMMBONamu. Tak, CUMBOSbI
« ==>» 3aMEeHSII0TCA CTPENKON.

CM. Takxe

= BcraBka cMMBONOB, OTCYTCTBYIOLLNX HA KNaBuatype

= BcraBka OCHOBHbIX TMNOrPad)CKMX CUMBONOB

= BBoj cMMBONOB HalMOHaMNbHLIX andaBUToB

= BBoga cneuvanbHbIX CUMBONOB C MOMOLLBIO KOOOB

= HasHayeHune coyeTaHus knaeuil cuMBONy

= ABTOMaTUYECKOE CO3haHNe YacTO UCMOMb3YEMbIX CUMBOMOB
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BcTaBka CMMBOJI0B, OTCYTCTBYHOLWUX HaA KnaBuaTtype
| JeMoHcTpauus

1 TMomecTunTe Kypcop Tyada, Kyaa HeoGXoAMMO BCTaBUTb CUMBOJI.
2 Bbibepute koMaHay CumBon B MeHio BecTaBka, a 3aTemM — Bknagky CuMBonbI.
3 [Baxabl LWENKHWUTE HYXHbIA CUMBOST.

CoBet. [lpu BbIGOpe gpyroro wpudTa B guanoroeom okHe CumBon nosisutcst Apyrovi Habop cumeonos. Ecnin
B CUCTEMe YCTaHOBMEeHa MHOros13bIKoBas noaaepka u ncnonsadyetcs wpudT Unicode, Hanpumep «Arial» nnm
«Times New Roman», To nossutcsa cnmcok Habop. 3TOT cnMcok ncnonb3yeTtca Ans oTobpaXxeHns CUMBOMOB
yKa3aHHCiCI) A3blKa, HaNpPUMep rPeyYecKoro 1Ny NONbCKoro. [na nonyvyeHnus JONONHUTENbHbLIX CBEAEHUA HaXMUTE
KHOMKY 2,
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BcTaBKa OCHOBHbIX TM"OFpa(bCKMX CMMBOJ10B
| JeMoHcTpauus

1 TMomecTunTe Kypcop Tyada, Kyaa HeoGXoAMMO BCTaBUTb CUMBOJI.

2 BbiGepute komaHagy Cumeon B MeHio BeTaBka, a 3atem — Bknagky CneyuyanbHblie CUMBOSbI.

3 [Baxabl LWENKHWUTE HYXHbIA CUMBOST.
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BeBoag cMMBONOB HauMOHaNbHbIX aﬂdJaBMTOB

CumBoOnbI Cou4eTaHue KnaBuul
a,8,1,0,U CTRL+' (OBPATHbI AMIOCTPO®),
AE 1,0,U 6ykea

4,6,i,6,0,y  CTRL+ (ANOCTPO®), byKkea

A E, 1LOUY

8,8,1,6,0 CTRL+SHIFT+* (KPbILLKA), 6ykea
A E 1,O,U

éj, Fl c”>~ CTRL+SHIFT+~ (TUNBOA), bykea
AN, O

4,61,0,0,y CTRL+SHIFT+: (OBOETOYUE), bykea
A E, ILOUY

a A CTRL+SHIFT+@, a unn A

&, CTRL+SHIFT+&, a unu A

oe, CE CTRL+SHIFT+&, o unn O

¢, C CTRL+, (3AMATASA), ¢ unm C

0, CTRL+' (AMOCTPO®), d unu D

2, D CTRL+/, ounn O

é ALT+CTRL+SHIFT+?

i ALT+CTRL+SHIFT+!

0 CTRL+SHIFT+&, s
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BBoa cneumnanbHbIX CUMBOJIOB C NOMOLLLIO KOOOB

1 MomecTuTe Kypcop Tyada, Kyaa Heo6XoaAMMO BCTaBUTL CUMBOJT.

2 Y6epgutechb, 4To Ha knaematype roput uigukatop NUM LOCK.

3 VYoepxuBas HaxaTon knaeuwy ALT, BBeanTe Ha umdpoBoli knaemaType 0 (Hyrb), a 3aTem Ko Hy>KHOro
cumBona.

Coset. Ecnu kog cumBona HeM3BeCTeH, ero HeTPYAHO Y3HaTb, Bbibpas komaHay Cumeon B MeHio BeTaBka.
BribepuTe Bknaaky CUMBORbI, BblAENUTE HYXHbI CUMBON, @ 3aTeM HaxMmuTe kHornky Knaeuwa. B none
OnucaHue Gyget oTobpaxeH kof cumeona. Kak npaBuro, 3ToT KOA 3aBUCUT OT BbIOpaHHOTO wpudTa.
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HasHauyeHune coveTaHnsa KnaBuLl cnmBony

1 BbiGepute komaHay CumBon B MmeHio BeTaBka.

[emoHcTpauusa
BbiGepuTe HyKHYIO BKIagkKy.

BbibepuTe GykBY M CUMBON.
HaxwmuTe kHonky Knasuwa.

B none HoBoe co4yeTaHue KnaBuLL BBEOUTE HY)XXHOE COMEeTaHMe KrnaBuLLl.

O’(.J’I-h(»’l\’l1

HaxmuTe kHonky HasHauuTb.
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ABTOMaTHUeckoe co3gaHue 4acTo ncnoJsib3dyemMmbiX CMMBOJIOB

B [OKYMEHT HETPYAHO A06aBUTL YacTo MCMONb3yeMble CUMBOISIbI, BBOAS C KiaBMaTypbl CUMBOSbI 3aMeHbl Unu
coyeTaHue knasuwl. Tak, YTobbl co3aaTb @ HabepuTe :) unu :-).

Habepure YT106bI cO3aaTh
(c)

(r)
(tm)

=LY

-->

) vnnm )
| vnm |
A(vnn (

N MO0 E:

Mpumevanunsa
e OrnemeHTbl aBTO3aMeEHbI, B KOTOPbIX OTrnana HeobxoaMMoCTb, MOXHO yaanuTb. [ns nonyvyeHns
[LOMNONMHUTENBHBLIX CBEAEHUI O HACTPOWKE NapamMeTpOB aBTO3aMEHbI HAXXKMUTE KHOMKY 2

. C nomoupto komaHabl ABTo3ameHa (MeHio CepBuC) MOXHO J06aBNATbL CBOM COGCTBEHHbBIE CUMMBOITbLI UM
UCNpaBnATb TUMUYHbIE OWNOKK. [N NonyyYyeHuss 4OMONHUTENbHBIX CBEAEHWI O CO3AaHNM HOBbIX 3NIEMEHTOB
aBTO3aMeHbl HaxMuTe KHorky 2,
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BctaBka gaTbl u BpeMeHU B OKYMEHT

B OOKYMEHT MOXHO BCTaBUTb (bl/lKCVIpOBaHHyPO Unn TeKyLyr aarty, a Takke (bVIKCI/IpOBaHHoe nUnu Tekyulee
Bpemsa. [nsa BcTaBku aatbl Unu BpeMeHUN TakKe UCNOoNb3yTCA NoNnd, KOTopble, KpomMme TeKyLLI,eI7I OaTtbl, N0O3BONAOT
OTOGpa)KaTb Takune cBegeHus, kak obLiee BpeMsa npaBkn Unu aarty co3gaHud, nedatn nnm coxpaHeHus

AOKyMeHTa.

CmM. Takxe

=] BcraBka Tekyulei gatbl U BpeMeHW B JOKYMEHT

= BcraBka gatbl U BpeMeHu co3gaHuns, nocnegHen neyatn UNu NoCNegHero CoOXpaHeHns JOKYMeHTa
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BcTaBKka TeKyu.leﬁ AaTbl U BpeMeéHU B OOKYMEHT
=l JeMoHcTpaums
1 MomecTuTe Kypcop Tyaa, Kyaa Heo6XoAMMO BCTaBUTL AaTy UMW BpeMsi.
2 BbiGepuTte koMaHay [aTa v Bpems B MeHio BcTaBka.
3 YkaxkuTte HyXHbIi hopmaT AaTbl U BpeMeHu B criicke dopmartbl.

[na aBTomatuyeckoro o6HOBMNEHWA AaTbl NpU NevyaTn JoKyMeHTa ycTaHoBuTe craxok OGHOBRATL
aBTOMaTM4ecku. B npoTnBHOM criyyae B JOKyMeHTe ByayT nevatatbcst (hMKCUpOBaHHbIE AaTta U BPEMS.

Cosert. CyulectByeT Gonee GbICTPLI CNOCOG BCTaBKU TekyLlei AaThl. Bkniounte aBTo3anonHeHne, Haxas

KHOMNKY ABTOTEKCT Ha MaHenu MHCTPYMEHTOB ABTOTEKCT, @ 3aTeM YCTAHOBUB hnakok ABTO3anofiHeHue
Onsi aBTOTeKCcTa u aart. Beegute nepeble cumBonbl TekyLen aatbl. Korga Word npeanoXvT nonHyto gary,
HaXMuTe Knasuwy ENTER unu F3, 4ToGbl BCTaBuTb ee. UTOObI OTMEHWUTB BCTaBKY AaThbl, HAOXXMUTE Knasuwly ESC
UV NPOJOMKNTE BBOA TEKCTA.
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BcTaBka AaTbl U BpeMeHU co3faHus, nocriegHen nevaTm Unu nocnegHero
COXpaHeHUsl AOKYMeHTa

Bbl6paHHaﬂ Aata nnn spemMa aBToMmaTtu4eckun o6HoBnsieTCA npn nevyaTtn n coxpaHeHn OOKyMeHTa.

1 MomecTute kKypcop Tyaa, kyaa HeobxoarMo BCTaBUTb AaTy UMW BPeMSI.
2 Beoibepute komaHay Mone B MeHio BeTaBka.

[=] JemoHcTpauus

3 Ykaxute sHayeHue [laTa u Bpems B criicke Kateropum.

4 Bbibepute TvN Nnons, kKotopoe TpebyeTcs BCTaBuTb, B cniicke Mons.
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N3meHeHuUe napamMeTpoB BBOAA U NMpPaBKU

1 BbiGepute komaHay MapameTpbl B MeHio CepBuc.

2 Buibepute Bknaaky Mpaeka, a 3aTeM 3aaiite HeOGXOAMMbIE NapaMeTpsbi.
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Ha dKpaHe BuAHbl TOYKM MeXay crnoBamMu

OTn Toukn 06o3HavaloT I'Ip06€J'IbI, a NOTOMY He BbIBOOATCA NpU nevyaTtn OOKyMeHTa. YTto6bl OTKMOYNTD
0T06pa>|<eHV|e 9TUX TOYEK U ApYrnx Hene4vyataemblX CUMBOSIOB, HAXXMUTE KHOMKY HeneyaTaemblie cMMBOSbI EL

Ecnun Toukm octanuck, BeibepuTte komaHay MapameTpbl B MeHio CepBUC, a 3aTeM cHuMmnTe onaxok Mpobenbi B
rpynne HeneyaTaemble cMMmBOnbI Ha Bknaake Bua.
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CoyeTaHuA KnasuLl

CoyeTaHns KnaBuLL YCKOPSIOT BbINOMHEHME YaCcTO UCMONb3yeMbIX AeNCTBUIN. Hanpumep, HaxaTne knasuw
CTRL+B fobaBnseT K TEKCTY MONY>XNMPHOE Ha4YepTaHue, YTO SKBUBANEHTHO HaXaTuto KHOMNKK MonyXupHbIA Ha
naHenu popmaTpoBaHus 1 Beibopy napametpa MonyxupHbin B gnanorosom okHe Wpudr. MNpu
ucnonb3osaHum Word B KayecTBe pefiakTopa dreKTPOHHOW NoYTbl HAa3Ha4YeHNEe HEKOTOPbIX U3 NePevnCIIEHHbIX
HUXXE COYEeTaHU KNaBuL MEHAETCS Unv TepseTcs.

CM. Takxe

= PaGoTa ¢ JoKYMeHTamu
=] dopmaTypoBaHme cMMBOMIOB 1 ab3aLes
il nQaBKa n neQeMegeHMe TEeKCTa n QV|C¥HKOB

[=] CnusiHue

| MeyaTb M NpeaBaPUTENbHbIA NPOCMOTP JOKYMEHTOB
[=] Pa6oTa ¢ nonsmu

[=] PexxuM CTPYKTYPb

| Pa6oTa ¢ MeH

= PaGoTa ¢ naHensiMm MHCTPYMEHTOB

(=] Pa6ota c okHamu

[=] Pabota ¢ Web-cTpaHuuamu

(=] PaboTa ¢ nepekpecTHbIMY CChINTKaMU U CHOCKaMu
e Pa6oTa ¢ noMoLLIHWKOM
(=] dyHKUMOHAMbHbIE KNaBULIN

MpumeyaHue. Co4eTaHus KNaBuLL, yKasaHHbI€ B CMIPABOYHON CUCTEME, MEHIO U OUaroroBbiX OKHAaX
COOTBETCTBYHOT aMEPUKAHCKON packnagke knaeuatypbl. B pycckoi Bepcumn Microsoft Office HasHaueHue
COYEeTaHVs KMaBuLL He 3aBUCUT OT TEKYLLIEN packnazkv knaeuatypel. Hanpumep, ans nobasneHus nonyxXmpHoro
Ha4yepTaHnsa MOXHO HaxaTb CTRL+B (amepukaHckas packnajka knasvatypbl) unm CTRL+UM (pycckas packnagka
KnaBsumaTtypbl).
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CoueTaHusa KnaBuw: cpopmaTupoBaHMe CUMBONOB 1 ab3aleB

PopmaTupoBaHme CUMBOSIOB

OencTtBue

CoyeTaHue KnaBuLl

Beibop wpndta

Bbibop pa3mepa wpudTa
YBenuyeHne pasmepa wpudrta
YMeHbLUeHMe pa3mepa wpudTa

YBenuyeHve pasmepa wpudta
Ha 1 NyHKT

YMeHblUeHne pa3mepa wpudta
Ha 1 NyHKT

DencrBue

CTRL+SHIFT+F
CTRL+SHIFT+P
CTRL+SHIFT+>
CTRL+SHIFT+<
CTRL#]

CTRL+[

CoyeTaHue Knasuil

M3ameHeHne cbopmaTta CMMBOSOB
(komaHpa WpundT, MeHo
dopmar)

N3meHeHne perncTpa Gyks

MpeobpasoBaHue Bcex OykB B
NponucHble

[JoGaBneHue NonyxvpHoro
HaYepTaHus

MNoguyepknBaHme TekcTa

Mog4yepknBaHmne crnoe, HO He
npobenos

[lBoHOE nogvepkMBaHmne Tekcta

MpeobpasoBaHune B CKpbITbIN
TEKCT

[obasneHne KypcuBHOro
HauepTaHus
MpeobpaszoBaHue Bcex OykB B
marible NPonucHble
MpeobpaszoBaHne B HXKHUI
NHOEKC

MpeobpasoBaHue B BEPXHUIA
WHOEKC

CHsATME OONONMHUTENBHOIO
(bopMaTMpOBaHUS C BblAENEHHbIX
CMMBOSOB

OdbopmMneHne BblgENEeHHbIX
CMMBOIOB LWpudToM Symbol

OencTtBue

CTRL+D

SHIFT+F3

CTRL+SHIFT+A

CTRL+B

CTRL+U
CTRL+SHIFT+W

CTRL+SHIFT+D
CTRL+SHIFT+H

CTRL+

CTRL+SHIFT+K

CTRL+3HAK PABEHCTBA

CTRL+SHIFT+MNIOC

CTRL+MPOBEN

CTRL+SHIFT+Q

CoyeTaHue KnaBuLl

OTobpaxeHue HenevaTtaembIx
CUMMBOIOB

BbiBOO cBEAEHUI O
cdopmaTMpoBaHUN CUMBOSIOB

KonuposaHue hopmaTtmpoBaHmsi
BcTaBka hopmaTupoBaHua

dopmaTupoBaHume ab3aueB

MeXxaycTpoUHbI UHTepBan

CTRL+SHIFT+3BE3OO4YKA

SHIFT+F1 (a 3aTem
LenKHuTe
WHTEPECYIOLLIMIN TEKCT)
CTRL+SHIFT+C

CTRL+SHIFT+V

CoyeTaHue KnaBuLl




OpguHapHbIn
[BoriHOM
[MonyTopHbIN

YBenuyeHune unm YMeHblUeHne
MHTepBana nepen Tekywmnum
ab3auem Ha ogHy CTPOKY

OencTtBue

CTRL+1
CTRL+2
CTRL+5
CTRL+0 (Hynb)

CoyeTaHue KnaBuLl

BblpaBHMBaHWe ab3aua no
LeHTpy

BbipaBHMBaHue ab3aua no
LUMPVHE

BbipaBHMBaHue ab3aua no
TIeBOMY Kpato

BbipaBHuBaHMe ab3aua no
npaBoMy Kpato

[loGasneHue oTcTyna crnesa
YnaneHue oTcTyna cneea
CospaHue BbicTyna
YMeHbLUeHne BbICTyna
CHsiTWe JONONHUTENBLHOMo

copMaTmMpoBaHns C BblOENEHHbIX

absaues

OencTtBue

CTRL+E

CTRL+J

CTRL+L

CTRL+R

CTRL+M
CTRL+SHIFT+M
CTRL+T
CTRL+SHIFT+T
CTRL+Q

CoyeTaHue Knasuil

MpumeHeHne cTuna
Havano aBTodopmatupoBaHus

MpumeHeHne ctunsa « OBbIYHbINY

MpuMeHeHne cTunsa «3aronoBok
1»

MprMeHeHne cTunsa «3aronoBok
2»

MprMeHeHne cTunsa «3aronoBok
3»

MpumeHeHne ctunga « CnMcok»
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CTRL+SHIFT+S
ALT+CTRL+K
CTRL+SHIFT+N
ALT+CTRL+1

ALT+CTRL+2

ALT+CTRL+3

CTRL+SHIFT+L



CoueTtaHuA KnaBuLL: npaBkKa n nepemeLieHne TeKCta u pUCyHKoB

YnaneHue TekcTta U pUCYHKOB

OencTtBue CouyeTaHue KnaBuil
YananeHue ogHoro cumeona BACKSPACE
cresa OT Kypcopa

YnaneHue ogHoOro crioBa creea CTRL+BACKSPACE
oT Kypcopa

YnaneHue ogHOro cumBeona DEL

cnpaBsa oT Kypcopa

YnaneHue ogHOro crioea cripaea CTRL+DEL

OT Kypcopa

YnaneHue BbloeneHHoro CTRL+X
¢parmeHTa B 6ychep obmeHa

OTmeHa nocrneaHero AeicTBus CTRL+Z

YnaneHue BblaerneHHoro CTRL+F3

dparmeHTa B KOMUITKY

KOﬂMpOBaHMe n nepemMelleHmne TeKCta u pUCyHKoB

DencrtBue CoyeTaHue KnasBuil
KonupoBaHne CTRL+C

TEKCTa Unn puUcyHKa

MepemelyeHve F2 (a 3aTem nepemecTuTe Kypcop u
TEKCTa unn pucyHka HaxkmuTe knasuwy ENTER)
CospgaHue ALT+F3

arnemeHTa

aBToOTeKCTa

BcTaBka CTRL+V

CoOEePXXNUMOro

6ycepa obmeHa
BcTtaBka
COAEPKUMOTO
KOMUITKK

CTRL+SHIFT+F3

BcTaBKka cneuunanbHbIX CAMBOJSIOB U 31IEMEHTOB

AnemeHT CouyeTaHue KnaBuil

[Mone CTRL+F9

OnemeHT ENTER (nocrne BBOAa HECKOMNbKMX
aBTOTeKcTa nepBbIX CUMBOSIOB MMEHU 3remMeHTa

PaspbiB cTpoku
Pa3pbiB cTpaHuLb
Pa3pbiB KONMOHKM
Msrkui nepeHoc
Hepa3spbIBHbIN
neduc
HepaspblBHbIN
npoben

CviMBOn aBTOPCKOrO
npasa
OxpaHsaembIn
TOBapHbIV 3HaK

aBTOTEKCTa U NosdBneHns
BCMJ1bIBaOLLIEN NOACKA3KM)

SHIFT+ENTER
CTRL+ENTER
CTRL+SHIFT+ENTER
CTRL+OE®NC
CTRL+SHIFT+OE®NC

CTRL+SHIFT+MPOBEN
ALT+CTRL+C

ALT+CTRL+R



ToBapHbIN 3HaK
MHoroToune

ALT+CTRL+T
ALT+CTRL+TOYKA

BblgeneHue TekcTa u PUCYyHKOB

TekcT BbIAENSAOT C MOMOLLBIO KNaBuLL NepemMeLLeHns Kypcopa, yaepxueas HaxaTton knasuwy SHIFT.

PacwunpeHue BbigeneHus

CouyeTaHue KnasBuil

Ha oguH cumBon Bnpaeo
Ha oguH cumBon BneBo
[o koHua cnosa

o Hayana cnoea

[lo KoHUa cTpokm

[o Hayana cnoea

Ha ogHy cTpoKy BHM3
Ha ogHy cTpoky BBEPX
[o koHua ab3aua

[o Hayana ab3aua

Ha oguH akpaH BHU3
Ha oguH akpaH BBEpPX
[o koHua gokymeHTa
[o Hayana fokymeHTa
BblaenuTb BeCb JOKYMEHT

BblaennTb BepTUKanbHbIN
6rok TekcTa

BbloenuTb onpeneneHHbIn
dparmMeHT JOKyMeHTa

SHIFT+CTPENKA BIPABO
SHIFT+CTPENKA BNIEBO

CTRL+SHIFT+CTPEJIKA
BrMNPABO

CTRL+SHIFT+CTPEJIKA BJIEBO
SHIFT+END

SHIFT+HOME
SHIFT+CTPENKA BHU3
SHIFT+CTPEJIKA BBEPX
CTRL+SHIFT+CTPENKA BHAN3
CTRL+SHIFT+CTPEJIKA BBEPX
SHIFT+PAGE DOWN
SHIFT+PAGE UP
ALT+CTRL+PAGE DOWN
CTRL+SHIFT+HOME

CTRL+A

CTRL+SHIFT+F8, a 3aTem
UCMOMNb3yMTe KNaBuLLn
nepemMeLLeHus Kypcopa; Ans
BblXOZa U3 pexvima

BblAeneHnst HaXXMuTe
Knaeuwy ESC

F8, a 3aTem ncnonb3aynTe
KnaBuLUN NepemMeLleHns
Kypcopa; Ans Bbixoda us
pexvMa BblgeneHus HaxmmTe
Knasumwwy ESC

CoBeT. [1ns BblgeneHus TekcTa MOXHO UCMOMNb30BaTh Te e COYETaHUs KNaBULL, YTO U AN NepemMeLLeHnst
Kypcopa, HaxxaB LOMNOMHMTENbHO knasuwy SHIFT. Hanpumep, coveTaHue knasuw CTRL+CTPEJIKA BMPABO
nepemMeLlaeT Kypcop K cnegyoLlemMy crnoBy, a codetaHue knasuw CTRL+SHIFT+CTPEJNKA BIMPABO Bblaenset

TEKCT OT KypcoOpa 00 HaYana crnegyluiero criosa.

BblaeneHue Tekcta u PUCYHKOB B Tabnuue

OencTtBue CouyeTaHue KnaBuil
BbloeneHve TAB

COOEepXXUMOro

cnegyoLen s4emnkn

BbligeneHvne SHIFT+TAB

COOEpPXXUMOTo

npegbiayLien

AYEnKn

BelgeneHve Mpw HaxaTon knasuwe SHIFT
HECKOJTbKMX HECKOIMbKO pa3 HaXXmMuTe

COCefHUX siueek COOTBETCTBYIOLLYIO KNaBuLLy

nepemeLleHns Kkypcopa

BblgenvTe BEPXHIOH NI HYDKHIO
AYenky ctonbua, HaxMnUTe KnasBuLly
SHIFT, a 3aTeM HeCKonbKo pa3s

BbloeneHue
ctonbua



HaxmuTte Knasuwly CTPEJIKA BBEPX
unun CTPENKA BHN3

PacwunpeHne
BblAENEHHOro
dparmeHTa (Unu
6noka)

YMeHbLUeHne
BblEeneHHOoro
dparmeHTa

BbligeneHune Bcen
Tabnuupl

PaclwupeHue BbigeneHus

DencrtBue

CTRL+SHIFT+F8, a 3aTeM WUCMonb3yiiTe
KNaBuLLIM NepeMeLLEeHUs Kypcopa; Ans
BbIXO4A U3 pexumMa BbiAeneHus
HaxxMuTe knaswuLy ESC

SHIFT+F8

ALT+5 Ha uudpoBou knasuatype (npu
OTKMHYEHHOM kKnaeuwe NUM LOCK)

Co4eTaHue KnaBuul

BkntoyeHne pexnma BblaeneHus
BbloeneHune bnvxaniuero cumeona

PacluupeHve BbligeneHms

YMeHbLUEHWe BblaeneHns
OTKknoueHne pexnma BblaeneHunsa

MepemelueHne Kypcopa

Mepexon

F8

F8, a 3aTemM HaxmuTte
CTPENKA BNEBO unn
CTPENKA BMPABO

F8 (oauH pas, YToObI
BblOENWTb CIOBO, ABA
pasa, YToObl BblAENUTb
npeanoxexHve, n T. A.)
SHIFT+F8

ESC

CovyeTaHue KnaBuw

Ha oguH cnmBon Bneeo
Ha oguH cnmBon Bnpaso
Ha ogHo cnoso BneBo
Ha ogHo cnoeo Bnpaeo
Ha oguH a63au BBepX
Ha oguH a63au BHU3

Ha ogHy a4eliky Bneso (B
Tabnuue)

Ha ogHy sa4yeriky Bnpaso (B
Tabnuue)

K npegblayLien ctpoke

K cnepytoweri ctpoke

B KoHeL, cTpoku

B Havano ctpoku

B Hayano akpaHa

B koHey akpaHa

Ha oguH akpaH BBepX

Ha oguH akpaH BHU3

B Hauyano cnegytowen ctpaHuLbl
B Havyano npeablayLen ctpaHuLbl
B koHeu ooKymeHTa

B Havano gokymeHTa

K npegplaylieMy ncnpaeneHuto

K nosuuun kypcopa, kotopas 6eina
TekyLen npu nocnegHem
3aKpbITUN JOKYMEHTa

CTPEJIKA BJIEBO
CTPEJIKA BINPABO
CTRL+CTPEJIKA BJIEBO
CTRL+CTPEJKA BINPABO
CTRL+CTPEJIKA BBEPX
CTRL+CTPENKA BH/3
SHIFT+TAB

TAB

CTPENKA BBEPX
CTPEJIKA BHMN3

END

HOME
ALT+CTRL+PAGE UP
ALT+CTRL+PAGE DOWN
PAGE UP

PAGE DOWN
CTRL+PAGE DOWN
CTRL+PAGE UP
CTRL+END
CTRL+HOME
SHIFT+F5

SHIFT+F5



MepemelieHue no Tabnuue

Mepexoa CoyeTaHue Knasuil
K crnepytoLen suenke CTpoku TAB

K npegplayLien ayenke CTPOKM SHIFT+TAB

K nepBou s4enke cTpoku ALT+HOME

K nocnenHen ayeike CTPoKM ALT+END

K nepBoi siuenke ctonbua ALT+PAGE UP

K nocneaHen savenke ctonbua ALT+PAGE DOWN

K npegplayLien ctpoke CTPEJIKA BBEPX

K cnegytoLlen cTpoke CTPEJIKA BHU/3

BcTaBka cumBonoB a63aua v Tabynaumm B Tabnuuy

BcTaBka B s4erKy CoueTaHue knaBuLl
HoBoro ab3aua ENTER
CuvmBona Tabynaumm CTRL+TAB
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CoueTtaHuA KNaBuL: CrIUsiHMe

OencTtBue CoueTaHue Knasuil
IMpocMOTp coCTaBHbIX JOKYMEHTOB ALT+SHIFT+K
CnusHne JOKYMEHTOB ALT+SHIFT+N
MeyaTb coOCTaBHOrO AOKYMeHTa ALT+SHIFT+M
M3amMeHeHne NCTOYHMKA AaHHbIX ALT+SHIFT+E
CNUAHNSA

BcTaBka nonsi cnusiHus ALT+SHIFT+F
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CoueTaHuA KnNaBuL: nNevyaTb U npenBapMTeanblﬁ NPOCMOTP AOKYMEHTOB

OencTtBue Cou4eTaHue Knasuul
MevaTb LOKyMeHTa CTRL+P

Mepexon B pexum ALT+CTRL+I
npeaBapuTENbHOro NPoCcMoTpa

MepemelleHne no cTpaHuue KnaBuwu nepemeLleHns
npv yBenMyeHHoMm maclutabe Kypcopa

n3obpaxeHus

lMepemelleHune k crnegytowen PAGE UP uvnu PAGE DOWN

Unu nNpeablayLen crpanHmue

Npu yMeHbLUEHHOM MacLUTabe

n3obpaxeHus

MNepemeLueHne k nepson CTRL+HOME
CTpaHuLE Npy yMEHbLUEHHOM

macLutabe nsobpaxeHuns

MepemeLlleHne k nocneaHemn CTRL+END
CTpaHuLEe Npy yMEHbLUEHHOM

mMacLTabe nsobpaxeHus
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CoueTtaHuA KnaBuLL: pa60Ta C nonamun

BcraBKa CoyeTaHue KnasBuLl

Mons DATE ALT+SHIFT+D

Mons LISTNUM ALT+CTRL+L

Mons PAGE ALT+SHIFT+P

Mona TIME ALT+SHIFT+T

Myctoro nona CTRL+F9

OencTtBue CoueTaHue knasuul
O6HoBMNEHMe CBA3aHHbIX AaHHbIX B CTRL+SHIFT+F7
ncxogHom gokymente Word

O6HoBNEeHMe BblaeneHHbIX nonewn F9

Pa3pbiB cBA3M € nonem CTRL+SHIFT+F9
MepeknioyeHne Mexay pexnMamm SHIFT+F9
OTOBOpaxXeHNs1 KOAOB U 3HAYEHUI

nonem

MepekntoyeHne Mexay pexvMamm ALT+F9
OTOBpaxeHNs1 KOAOB U 3HAYEHUIA

BCEX noneu

AxTtneusaums nons GOTO BUTTON ALT+SHIFT+F9
unn MACRO BUTTON

Mepexod k cnegytoLwemy norto F11

Mepexoa k npeabiayLLemy nosnto SHIFT+F11
BnokmpoBska nons CTRL+F11
CHATMe BGnokMpoBkM nons CTRL+SHIFT+F11
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CoueTtaHuA KnaBuLL: PeXuUM CTPYKTYPbI

OencTtBue Cou4eTaHue Knasuul
MepeHoc ab3aua Ha ALT+SHIFT+CTPEJIKA BIEBO
BbILLECTOSALLNIA YPOBEHb

MepeHoc ab3aua Ha ALT+SHIFT+CTPENKA BMPABO
HKECTOSALLMNIA YPOBEHb

MNpeobpasosaHne absaua B CTRL+SHIFT+N

OCHOBHOW TEKCT

MepeHoc BblAeNeHHbIX ALT+SHIFT+CTPENKA BBEPX
ab3aueB BBepx

[MepeHocC BblgENeHHbIX ALT+SHIFT+CTPEJKA BHN3
ab3aueB BHU3

PaseepTbiBaHue TeKcTa ALT+SHIFT+MNIOC

noz 3aronoBkoOM

CBepTbiBaHMe TeKcTa nog ALT+SHIFT+MUHYC
3arofloBKOM

PasBepTbiBaHME nnm ALT+SHIFT+A unu 3Be3gouyka (*)
CBepTbIBaHWE BCEro TeKCcTa Ha uudpoBol knaesmnaType
Uy BCEX 3arorioBKOB

CkpbiTrie unm Kocas yepra (/) Ha undposon
oTobpaxeHue popmata KnasuaTtype

CMMBOIOB

OtobpaxeHne nepsoi ALT+SHIFT+L

CTPOKM OCHOBHOIO TeKCTa
mnun BCcero OCHOBHOIo
TeKCTa

OTobpaxeHune Bcex ALT+SHIFT+1
3arofnoBKoB,

0hOPMIIEHHBIX CTUNEM

«3aronoBok 1»

OTtobpaxeHue Bcex ALT+SHIFT+n
3arofoBKoB,

0POPMIIEHHBIX CTUSEM

«3aronoBok n»
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(DyH KUMOHalnbHbIE KITaBULLU

Y106kl HaneyaTaTb 3Ty Tabnuuy, HaXKMUTe KHOMKY pa3BepTbiBaHWS B BEPXHEM NPaBOM YTy OKHa CrpaBKu,
HaxmuTe kHonky MapameTpsl, BbibepuTte komaHay MevaTb paspena, Haxmute kHonky MapameTtpsl, BoibepuTe
napameTp Anb60oMHas, a 3aTeM Haxmute kHornky OK.

KnaBuwa SHIFT CTRL CTRL+ SHIFT ALT ALT+SHIFT CTRL+ALT
F1 Bbi3oB cnpaBkn BbizoB Mepexog k Mepexoq k CefneHusa o
UM NOMOLLIHWKA KOHTEKCTHOW cnegywliemy npegbigyliemy cucteme
cnpaBku noro nornto
F2 MepemelwieHne KonvposaHue TpeaB. CoxpaHuTb OTKpbITb
TeKkcTa unu TekcTa npocMoTp (meHo ®Pann) (meHo dann)
pUCYHKOB (meHto ®dann)
F3 BcraBka MNameHeHne Ypanexnue BcraBka CospaHue
anemMeHTa peructpa 6ykB BbIOENEHHOrO COAEPXKMMOrO  3NeMeHTa
aBTOTeKCTa dparmMeHTa B KOMUIIKM aBTOTeKCTa
KONunky
F4 MoeTop Hantn unn 3akpbiTne Bbixoa n3 Bbixoa ns Word
nocnegHero Mepentun OKHa Word
OencTBus nanee
F5 Mepeiitn Mepexon k MpexHne N3meHeHve MpexHue
(meHto MpaBka) npegblayLieMy pasMepbl OKHa 3aKnagku pa3smepbl OKHa
UCMpaBneHnio JOKyMeHTa nporpammbl
F6 Mepexoa k Mepexoa k Mepexoa k Mepexof k
cnepyloLlen npegbiaywen cnegywwemy npegbigyLiemy
obnactn obnactn OKHY OKHY
F7 MpaBonucaxHue Tesaypyc Mepemectute OGHOBNeHne  Cnepyrowias
(meHto CepBuC) (MeHto (okoHHOE CBSA3aHHbIX owmnbka
CepBuc) MEHH0) OaHHbIX
F8 Pacwuvpenne  YmeHbwenne Pa3amep Paclwupenne  3anyck
BblAENeHUs BblJENeHus (okoHHOE BblENEHNs Makpoca
MEHI0) (vnm 6rnoka)
F9 OGHoBneHne OtobpaxeHue BcraBka PaspbiB cBsian ¢ OTobpaxeHne AKTMBM3aALMS NOMs
BblOeNeHHbIX KoOoB Unn nycroro nonem KoOoB Unn GOTOBUTTON
nonen 3HayYeHun nons 3HaYeHun Bcexunm
nonem nonemn MACROBUTTON
F10 AKTMBM3aLUSA BbiBoa Pa3ssepTbl- AkTnBM3aums  PasBepThbl-
MEHI0 KOHTEKCTHOrO  BaHWE OKHa TNVHEWKN BaHVe OKHa
MEHI0 [OKyMeHTa nporpammbl
F11 Mepexoa k Mepexoa k Bnokvpoeka  CHATue OTobpaxeHune
crnepywolweMmy  npegpigylieMy nons 6noknpoBKu kopa Visual
nonto nonto nons Basic
F12  CoxpaHutb kak CoxpaHutb  OTKpbITb MeyaTtb (MeHIO

(meHo ®ann)  (vmeHo ®ann) (meHio ®ann) dawnn)
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CoyeTaHua knaBuL: paboTa ¢ 0OWKUMM JOKYMEHTaMM

OencTtBue Cou4eTaHue KnaBuul
BcraBka npumedaHns ALT+CTRL+M
BkntoueHune/ CTRL+SHIFT+E

OTKIHOYEHNE pexmma
3anncu VICI'IpaBJ'IeHVII;I

MepemelleHne mexay CTRL+\
MaBHbIM U

BNMOXEHHbIMU

[OKyMeHTamMu

Mepexon B Hayano CTRL+HOME
npumeYaHus

Mepexon B KOHeL CTRL+END

npuMeYvaHunst
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CoueTtaHus knasuw: pa6orta ¢ Web-ctpaHuuamu

OencTtBue Cou4eTaHue KnaBuul
BcTaBka runepccbinkm CTRL+K

Mepexoa Ha ogHy ALT+CTPEJTIKA BNTEBO
CTpaHuLUy Hasapg,

Mepexoa Ha ogHy ALT+CTPEJKA BMNPABO
CTpaHuuy Brepes

OGHoBneHne F9
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CoueTtaHuA KnaBuLL: pa60Ta C AOKYMeHTaMu

OencTtBue

CoyeTaHue KnaBuLl

CospaHue gokymeHTa
OTKpbITUE AOKYMEHTa
3akpbITMe JOKYMeHTa

PaspeneHne okHa
OOKyMeHTa

CoxpaHeHwve
OOKyMeHTa

3aBepLueHne paboTbl
¢ Word

OencrtBue

CTRL+N
CTRL+O
CTRL+W
ALT+CTRL+S

CTRL+S

ALT+F4

CoyeTaHue KrnaBulLl

Mowuck TekcTa,
opmaTMpoBaHns 1
cneunanbHbIX
3MemMeHTOoB

MoBTop noucka

3ameHa TekcTa,
opMaTMpOBaHUS 1
cneumanbHbIX
3NeMeHToB

Mepexon k cTpaHuLe,
3aknagke, CHOCKe,
Tabnuue,
NPUMEYaHNI0, PUCYHKY
MT N

BosBpar k cTpaHuue,
3aknagke, CHOCKe,
Tabnuue,
NPUMEYaHNIo, PUCYHKY
MT N

MpokpyTka AOKYMeHTa

CTRL+F

ALT+CTRL+Y
CTRL+H

CTRL+G

ALT+CTRL+Z

ALT+CTRL+HOME

OencrtBue CoyeTaHue KnaBuLl
MpepbiBaHve ESC

nencrensa

OTMmeHa gencTBus CTRL+Z

MosTOp Aencreng CTRL+Y

Mepexon

CoyeTaHue KnaBuLl

B pexum pasmeTku
B pexvm CcTpyKTypbl
B 06bI4HbIN pexum
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ALT+CTRL+P
ALT+CTRL+O
ALT+CTRL+N



CoueTtaHuA KnaBuLL: pa60Ta C nepeKpeCcTHbIMU CCbiJIKaMU U CHOCKaMu

OencTtBue Cou4eTaHue KnaBuul
MomeTka anemeHTa ALT+SHIFT+O
ornaBsneHust

MomeTka anemeHTa ALT+SHIFT+X
npegMeTHOro

ykasarens

BcTtaeka obbl4HON ALT+CTRL+F

CHOCKM

BcTaBka koHUeBoM ALT+CTRL+E

CHOCKM
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HasHauyeHMe covyeTaHMA KNaBuL KOMaHAe unu APYromMy 3yfieMeHTy

CoueTaHnsa KnasmLmn MoryT ObITb Ha3Ha4YeHbl KoMaHae, Makpocy, I.IJpI/Id)Ty, ANIEMEeHTY CNnCcKa aBTOTEKCTa, CTUI0
nnun cneunanbHOMY CMMBOIY.

1

Bbibepute komaHgy Hactpoika B meHio CepBuc.

[=] JemoHcTpauus

2
3

4
5

6
7

HaxwmuTe kHonky KnaBuaTtypa.

M3 cnucka CoxpaHuTb U3MEHEeHUA B BbiIbepunTe JOKYMEHT Unu WabnoH, B KOTOPLIN CnegyeT COXpaHnUTb
U3MEHEHMS.

M3 cnucka Kateropum BoiGepuTe kaTeropuio, KoTopasi CoAepXUT KOMaHay WUIv Apyro areMeHT.
M3 npaBoro cnvcka BbiGepute UM KOMaHabl UK ApYyroro afemMeHTa.

B cnucke Tekywme codeTaHus KnaBuw GyayT NokasaHbl BCe TEKYLLME COYeTaHUs KNaBuLL.

B none HoBoe couyeTaHue KnaBuL BBeOWTe HOBOE COYETaHME KIaBuLL.

HaxwmuTte kHonky HasHauuTb.
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YaaneHune coyeTaHus KnaBuLl, HA3HAYeHHOro KOMaHAe unu APYromMy 3yfieMeHTy

1 BbiGepute komaHay HacTpoiika B MeHio CepBuC.

[=] JemoHcTpauus

2 HaxmuTe kHoMKy KnaBuaTtypa.

3 W3 cnucka CoxpaHUTb U3MEHeHUs! B BbiIGEpUTE JOKYMEHT UK LWABIIOH, coaepKalluii KomaHay unm apyron
3reMeHT, KOTOpbIii criedyeT yaanuTh.

M3 cnucka KaTeropum BoiGepurte kKaTeroputo, KOTopas COAEPXKUT KOMaHAy WU OPYror SreMeHT.
M3 npaBoro cnvcka BbIGepuTe MMS KOMaHAbl N APYroro aremMeHTa.

o 0 b

B cnucke TekyLime coveTaHus KNaBULL BbIAENWTE COMETAHME KMNaBuLL, KOTOPOE CneayeT yaanuThb.

7 HaxmuTe KHOMKy YaanuThb.
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BoccTtaHoBneHue CTaHAApPTHOINO Ha3Ha4YeHuA COYeTaHUM Knasuwl

1 BbiGepute komaHay HacTpoiika B MeHio CepBuC.
= [emMoHcTpaums
2 Haxwmute kHonky KnaBuartypa.
3 W3 cnucka CoxpaHUTb M3aMeHeHUs B BbIGEpUTE JOKYMEHT Unu LWabnoH, coaepallmii CoueTaHns KnasuLl,
CTaHAapTHOEe HasHavYeHne KOTOopbIX credyeT BOCCTaHOBUTb.

4 Haxwmute kHonky C6poc.
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Ocob6eHHOCTU MexayHapoaHoro ucnonb3oBaHus Word

Word obner4aet coBMECTHOE MUCNOMb30BaHWE JOKYMEHTOB A1 M0AEN, UCMOMb3YHOLMX PasfnyHble
nokanuaoBaHHble Bepcun \Word. Hanpumep, ecnm 4enoBek, UCNOMb3yoLLMin hpaHLy3CKyt0 Bepcuto, nepechinaet
OOKYMEHT B 9MEeKTPOHHOM BMAE, MOXHO peaakTMpoBaTh 3TOT AOKYMEHT 6e3 notepu AaHHbIX. HekoTopbie
cpenctea Word obnerdatot paboTy ¢ JOKYMEHTaMM, HanMCaHHbIMK Ha No6oM 13 A3bIKOB BocTouHoNM,
LieHTpansHon nnn 3anagHon EBponbl, a Takke co3gaHve u pegakTMpoBaHue JOKYMEHTOB, CoaepXKallnxX TEKCT,
HanMcaHHbIN Ha HECKOINbKUX A3blKax.

NS ©cnonb3oBaHUsi CUMBOIOB APYTMX SI3bIKOB, TaKUX Kak rPeYecKUin N pyCCKUiA, HYXKHO YCTaHOBUTbL Ha
JaHHOM KOMMbIOTEPE CPEACTBa MHOIOSA3bIKOBOM NoaaepKku. [ns nonyyYeHus: AONOMHUTENbHbIX CBEAEHW
HaxMuTe kHomnky L, Mocne ycTaHOBKM cpeacTB MHOTOSI3bIKOBOW MOAAEPXKKN CTAHOBUTCS! BO3MOXKHbBIM
cnepyouiee:

¢ lcnonb3oBaHWe MHOMMX cTaHAapTHbIX WpudToB B Word Ans nevat NoYTOBbIX COOBLLEHUI C
MCnonb3oBaHueM noboro coyeTaHns CUMBOMOB €BPONENCKMX A3bIKkoB. MHorve wpndThl, Takue Kak Arial,
Courier n Times New Roman, 6binv nepepaboTtaHbl Anst NoaaepKv ApyrMx HAabopoB cumBonoB. Hanpumep,
He HYXXHO ucnonb3oBaTb Arial Greek ons nevataHus rpedecknx cumeorios wpudtom Arial. Word
aBTOMaTUYECKM MCNOMb3YET rpeyeckme cuMBONbI WpudTa Arial.

e [1pocMOTp MHOrOSA3LIKOBOroO TEKCTa B AManorosbix okHax. Hanpumep, Word 0T06pa>KaeT nMA rpeveckoro
aBTOpa rpe4eckuMmmn cmmBonamMmmn B guanoroBom okHe CeoicTBa.

¢ [lpocToii 4OCTYN K CMMBOMaM HaLMOHanNbHbIX andaBnUTOB NOCPeACTBOM U3MEHEHUss Habopa CMMBOIOB
WwpudTa B AnanorosoM okHe Cumeon (MeHio BeTaBka). Hanpumep, BbiGop HaGopa Kupunnuua nenaet
AOCTYMHBIMM BCE PyCCKue CUMBOSbI. [Insi NOry4YeHUs AOMONHNUTENLHbLIX CBEASHUI HaxMuTe KHonky [l

Y106kl CO3aaTh MW OTPeaakTMpoBaTb AOKYMEHT MEXAYHAapPOAHOro NoMb30BaHNs, He06X0ANMO M3MeHUTbL Habop
A3bIKOB. [N nonyyYyeHns CBeAeHUIn 0 TOM, Kak BbibpaTb S3blK, MCNONb3YOLWUA 3anagHOeBPOnenckme CUMBOIbI
(bpaHLYy3CKUI, HEMELIKWIA 1 T. N.), HaxkmuTe KHomnKy 2, Ecnu Hy»HO nepenTy Ha AsbiK, UCMONb3YIOLLWIA APYToit
Habop CMMBONOB, TakoM Kak rpeyeckuii, He0GXo0QUMO NEPEKNYNTbL packnaaky KnaeuaTypbl Ha 3TOT A3bIK. [Mpu
nepeknoYeHnn packnagok knasnatypbl \Word aBTomatudecku nsmeHsieT asbik. MNepen 1em kak ctaHeT
BO3MOXHbIM MEPEeKioYeHe Ha APYryIo KnasnaTtypy, HeobxoaMMO 3arpysnTb Packnagky Ha AaHHbIA KOMMAbIOTEP.
AN nonyyeHuss 4ONONHNTENbHBIX CBEAEHWUN HAXMUTE KHOMKY

=l

MpumevaHune. [ns M3MeHeEHMA A3blka cyuiecTByloLero JoOKyMeHTa HeobxogMMo cHavana BblAenuTb BECb
OOKYMEHT, a 3aTeéM U3SMEHUTb A3bIK.

[Nocne nameHeHus A3blka CTaHOBUTCSA BO3MOXHbLIM cnepywoulee:

e BcraBka gatbl, 0T(opMaTMPOBaHHOW B COOTBETCTBUM C NpaBunamu BbIGpaHHoro sisbika. Hanpumep, garta
10/16/96 BCcTaBnsAeTcs B pycckuin AokymeHT B Buae 16.10.96.

¢ Vicnonb3oBaHWe NpaBUMbHON NYHKTyaLuuU Ansi BblbpaHHOro sibika Npu nevatu. Hanpumep, npyumepom
NpaBUMbHOO UCMOSb30BaHWUS KaBblYEK B PYCCKOM A3blke ByaeT « TekcT». MNpu nepeknoyeHnn knaBnatypbl Ha
pycckyto, hopmaTmpoBaHmve kaBblyek ByaeT MPONCXOAUTE aBTOMATUYECKM.

¢ lcnonb3oBaHue cpeacTB NPOBEPKY NpaBonucaHns Ans BbIbpaHHOro sisblka. [ins npoBepky npaBonucaHns
TeKkcTa Ha ApYroM si3blke He0BX0AMMO YCTaHOBUTL COOTBETCTBYIOLLMIA CroBapb. [Ans nony4eHus
[OTNIONHUTENLHBIX CBEAEHNIA HaxMnTe kHonky (2],

Opyrve 0COobeHHOCTH MeXxayHapoaHoro mucnornb3oBaHua Word no3BonstoT cnegyoLlee:

¢ BbiGpaTb NOpsSA0K COPTUPOBKM ANSt CMUCKOB U Tabnuy,. Hanprmep, BEHrepckuii ABOMHOM CYMBOJT «CZ»
KOPPEKTHO COPTUPYETCS MNP YCTaHOBKE BEHrepCKOro nopsiaka CoOpTUPOBKW. [N Nony4yeHns AoMNONHUTENbHbIX
cBefeHNin HaxmMuTe kHonky 2],

. MevaTtaTb 4OKYMEHTHI, OThopMaTUpOBaHHbIE C UCMONb30BaHNeM Gymaru popmata «Ad». B CLUA ans
BonbLUNMHCTBa AOKYMEHTOB ncrnone3yetca coopmat 6ymarun 8,5 Ha 11 atonvos («Lettery), a B 6onblumMHCcTBE
€BpOonencKkmMx cTpaH ncnonb3yetrca dymara oopmarta «Ad». Word cnocobeH nponssecTy nepedopmaTtupoBaHmne
[okymeHTOoB chopmaTa «Ad» ona coxpaHeHus b6orbwel yacmu (HO He BCeln) Nx MakeTa npuv nevatu Ha bymare
pa3mepa 8,5 Ha 11 [10iMOB. [N NONyYeHWs JONONHUTENbHBIX CBEAEHUI HAaXMUTE KHOMKy 2,
¢ lcnonb3oBaTb NONS B MEXAYHAPOAHbIX OKYMeHTax. Hanpumep, npu oTnpaBke AOKYMEHTa HEMELKMM
none3oBatenam Word, nx Bepcusi nogaepXxMBaeT BCTaBMNEHHbIE B AaHHbLIN JOKYMEHT MOMs.
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Bbi6op nopsigka COPTUPOBKU

1 B meHio Tabnuua BbiGepuTe komaHay CopTUMpoBKa.

2 Haxwmute kHonky MapameTpbil.

3 W3 cnncka SA3blk BbIGEpUTE A3bIK, NPaBUna COPTUPOBKY KOTOPOrO AOMKeH ucnons3osaTts Word.

4 Haxmute kHonky OK.
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ABTOMaTUYECKOE N3MEHEHUE pa3MepoB AOKyMeHTa ¢popmaTta A4 Ha 8,5 Ha 11 aroMmoB
1 BbiGepute komaHay MapameTpsl B MeHio CepBuc, a 3aTeM — Bknagky MevaTs.
2 YcraHosute onaxok NMpeobpasosaHue Ad/Letter n HaxmuTe kHonky OK.
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MN3meHeHue A3bIKa

1 B meHio CepBuc BbiGepute koMaHay S13bik, a 3aTeM — koMaHzy BbiGpaTb A3bIK.

2 BoibepuTe HOBbIN A3bIK M HAXMUTE KHOMKY OK.
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Pa3meTKka Ha CTpaHuLe UCKaXaeTcsd npu ee nevyatun

Bo3moxHO, nponcxoauT nevatb JOKYMEHTa, CO34aHHOro Apyromn rnokannsosaHHon Bepcuet Word u
0ThopMaTMPOBAHHOIO C UCNOMb30BaHWEM Apyroro pasmepa bymarn. Ytobel no3sonuTte Word otdopmartmpoBatb
AOKYMEHT C mcnonb3oBaHvem pasmepa bymaru, Haxogswencs B NnpuHTepe, Bblibepute komaHay MapameTpel B
MeHto CepBuc, a 3aTeM — Bkragky Meyarb. YctaHoBuTe dnaxok NMpeob6pasoBaHue Ad/Letter.

{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"wohowTheLayoutOnMyPagelLooksWrongWhenlPrintltA":1:"Foo":"Invisible"}



MpuHTep 3anpawmBaeT OTCYTCTBYIOLWMIA pa3mMep Gymaru

Bo3moxHO, nponcxoauT nevatb JOKYMEHTa, CO34aHHOro Apyromn rnokannsosaHHon Bepcuet Word u
0ThopMaTMPOBAHHOIO C UCNOMb30BaHWEM Apyroro pasmepa bymarn. Ytobel no3sonuTte Word otdopmartmpoBatb
AOKYMEHT C mcnonb3oBaHvem pasmepa bymaru, Haxogswencs B NnpuHTepe, Bblibepute komaHay MapameTpel B
MeHto CepBuc, a 3aTeM — Bkragky Meyarb. YctaHoBuTe dnaxok NMpeob6pasoBaHue Ad/Letter.
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Mocne nameHeHuns mpmbTa B TeKCTe BCe GyKBbI 3aMeHUIINCb Ha HeBepHbleé CUMBOIJ1bI

Bo3moxxHO, 6bIn NprMeHeH LWpndT, He nogaepXvMBaeMblii BblIopaHHbIMM cuMBOnamn. HanpumMep, HekoTopble
WwpndThl, ncnonb3yemsle B Word, He nogaepxmBatoT rpedeckme cumBoribl. CUMBONbHbIE WPUATHI, TAKUE Kak
Wingdings n Symbol, He nogaepxwvsatoT ByKBEHHbIX UM LIMPPOBLIX CUMBOMOB. [1NA BOCCTAHOBMNEHNSA TeKkcTa
BblenuTe ero v Boibepute Apyrow LpUQT.

I'IpumeanMe. Ons 0T06pa)KeHVIFI CMMBOJ10B B TaKUX A3blKaX, Kak I'pe‘-leCKVIVI nn pyCCKVIVI, Heobxoaumo
YCTaHOBUTb CpeacTea MHOrOSA3bIKOBOM noagepXkn Ha OaHHbIN KOMNbrOTED. Ons nony4vyeHna OONONMHUTENbHbIX
CBEAEHUN HAXXMUTE KHOMKY ﬁli
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Co3paHue nucbma

MaCTep nnucem Word no3sonut HanmcaTtb NMMCbMO 6bICTp0 1 nerko. MaCTep npegocrtaBndaeT 4acTto
ncnonb3dyemMble fieMeHTbl NMCbMa — Hanpumep, NPpUBETCTBUA N 3aKIMIOYUTENbHbIE ClTOBa — KOTOPblE MOXHO
Bbl6paTb 13 cnucka. Kpome TOro, B Mactepe nMCbMoO MOXHO CTPYKTYpMpOBaTb C NOMOLLbHO MMEKLLNXCA cTunen.

1 Y706bI CO30aTb MMCBLMO C MOMOLLLI0 MacTepa nucem, BuibepuTe komaHay Cosgatb B MeHio dain, a 3atem
— 3Ha4ok MacTep nucem Ha Bknagke NMucbma u cpakchbl.

2 CnepyWiTe ykasaHusiM macTepa nucemM. YTobbl NponycTUTh War unv nepenT kK ocoboi naHenu, Bolbepute
COOTBETCTBYIOLLYIO BKINALKY.

[nsa nony4eHus ceegeHnin o no6om napamMeTpe HaXXMuUTe KHOMKY C BONPOCUTESTbHbIM 3HAaKOM ﬁl, a 3atemMm
LLENTIKHUTEe 3TOT NapamMeTp.
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EbICTpoe U3MeHeHune ArnemMeHToB NMcbmMa

MacTtep nucem nossonsieT XpaHnTb MHOXECTBO UMEH U OPYr1X SNIEMEHTOB CO3[aHHbIX paHee nncem, KoTopble
BMOCNEACTBUM MOXHO UCMONb30BaTh. [1py M3MEeHeHMn NMcbMa, CO34aHHOrO C NOMOLLbI0 MacTepa NMCeM, MOXHO
N3MEHUTb UMSsI U TEKCT CTaHAAPTHbIX SMEMEHTOB NCbMa — HanpuMep, NPUBETCTBUS UMW 3aKNIOYUTENbHbIX CMOB,
— LUEnKHYB NPaBoy KHOMKOW MbILIM COOTBETCTBYIOLLMIA ANIEMEHT 1 3aTeM BbiOpaB NOAXOAALLMIA SrIEMEHT 13
OTKpbIBLUErocsi cnucka. Ytobbl 106aBUTL B CMMCOK HOBbLIV 3NEMEHT, BblAENUTE B IOKYMEHTE 3NeMEHT N1UcbMa U
BBEAUTE HY>XHbIV TEKCT. 3aTeM LUENKHUTE 3TOT SNEMEHT NPaBOn KHOMKOM MbILLK U BbibepuTe komaHay Co3aatb
aBTOTEKCT.

B Word anemeHTbl NMCbMa XpaHATCS Kak aBTOTEKCT M BBOAATCSA B AOKYMEHTbI Kak 3HaYeHus nons
AUTOTEXTLIST. YT06bI GbICTPO ONpeaenuTb, Kakne aneMeHTbl MMCbMa MOXXHO U3MEHWUTb, MPOCMOTPUTE MONSA C
cepbIM boHOM. [In1s NONy4YeHUst OMOMHUTENbHBLIX CBeAeHUit HaxMuTe kHorky 2|, Ecnn yactu nncbma
nzobpaxatorca npumepHo Tak: { AUTOTEXTLIST } — a He B BUae anemMeHTOB, Takux, Hanpumep, Kak
3aknounTensHele cnoea «MckpeHHe Baly, — 3T0 3HaUMT, YTO BMECTO 3HAYEHMI Nonen n3obpaxarTcs Koabl
nonen. [na nonyyeHus AOMONHUTENbHBIX CBEOEHWUIA HAXXMUTE KHOMKY

=,
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PaspeLueHMe BOMpPOCOB: MacTtep nucem

| He ypaertca BBECTU JONONHUTENbHbIE MMEHA B COUCOK NapaMeTpoB MacTepa Nucem
{ewc HLPO5EN.DLL, DYNALINK, "niSniSniSniSniSniSniSniSniSniSniS niS Web niSniSniS niSniSniSniSniSniS
niSniSniSniSniSniSniSniSniSniS":"wotbsTroubleshootCreatinglLettersA":1:"Foo":"Invisible"}



He yaaeTcda BBeCTU AONOJIHUTEelNIbHbIe NMeéHa B CMUCOK NapamMeTpoB MacTepa nucem

MacTtep nnucem no3BonsieT XpaHUTb MHOXECTBO BBEAEHHbIX B MUCbMa MMEH B BUAE aBTOTEKCTA, YTOObI MX MOXHO
ObINO MCNONb30BaTh BNOCNEACTBUN. YTOOBI CMMCOK HE CTAHOBUIICS CIIMLLKOM GOMbLUMM, B HEM XpaHUTCA He
6onee 50 anemMeHTOB ANS KaXaon no3vumm nucbMa.
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D.O6aBI19HVIe rpaHuubl U IMHUU K rpacbvmecxomy 06'beKTy

1 Beblgenute rpaduyeckunii 0GbEKT, KOTOPbLIN CrieayeT U3MeHUTb.
2 [Ins BbiBOAA NaHENU MHCTPYMEHTOB PucoBaHue HaxmuTe kHonky Pucosanme 2,

3 [Ona nobaBneHus LBeTa K MMHUN MW rPaHnLE LWENKHUTE CTPEenky psaoM ¢ kHornkon LiBeT nuHumn * a
3aTeM BblGEpPUTE HY>XXHBIN LIBET. ECNN HYXXHbIN LIBET OTCYTCTBYET B NPEANOXEHHOM CNUCKe, BbIbepuTe kKOMaHay
[ononHuTenbHbIe LBETA, a 3aTeM BbibepuTe LBeT Ha Bknagke O6bIYHbIE 1K UCNonNb3ynTe BkNaaky CnekTp Ans
co3aaHusa HoBoro LiBeTa. [1o okoHYaHuM Haxmute kHonky OK.

0nsa nameHeHusa Tmna AMHUM UAW rpaHuLbl HAXKMUTE KHOMKY TUn NUHUK EI_‘ a 3atem Bbl6epVITe TN NUHNAN
M3 NpeanoXXeHHOro cnncka nUnnu HaXxkMmTe KHOMKy [JononHutenbHble NMMHUU 1 3ajaNTe HY>XHbl€ NapamMeTpbl.

[nsa co3gaHus WTPUXOBOW JIMHUKU UK FrPaHULbI HaXKMUTE KHOMKY Tun wtpuxa ,L a 3artem Bbl6epVITe
Hy)KHbIl7I TN WTpUXa.
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MU3meHeHue rpaHvuubl NN NIMHUN rpadwmecxoro obbeKTa

1 Bbigenute rpacuyeckuini 06LEKT, NIMHUIO UMK TPaHuLY, KOTOpbIE CNeayeT U3MEHUTD.
2 [Ins BbiBOAA NaHENU MHCTPYMEHTOB PucoBaHue HaxmuTe kHonky Pucosanme 2,

3 [nsa nameHeHns uBeTa NMHUN UMK rPaHULbI LWENKHUTE CTPEenKy psigom ¢ KHonkow LiseT nuHun * a 3atem
BblIGEpUTE HYXXHbIN UBET. ECNM HYXXHbI LLBET OTCYTCTBYET B NPEAJIOKEHHOM Crucke, BbibepuTe KOMaHay
[ononHuTenbHbIe LBETA, a 3aTeM BbibepuTe LBeT Ha Bknagke O6bIYHbIE 1K UCNonNb3ynTe BkNaaky CnekTp Ans
co3aaHusa HoBoro LiBeTa. [1o okoHYaHuM Haxmute kHonky OK.

0nsa nameHeHusa Tmna AMHUM UAW rpaHuLbl HAXKMUTE KHOMKY TUn NUHUK EI_‘ a 3atem Bbl6epVITe TN NUHNAN
M3 NpeanoXXeHHOro cnncka nUnnu HaXxkMmTe KHOMKy [JononHutenbHble NMMHUU 1 3ajaNTe HY>XHbl€ NapamMeTpbl.

[nsa co3gaHus WTPUXOBOW JIMHUKU UK FrPaHULbI HaXKMUTE KHOMKY Tun wtpuxa ,L a 3artem Bbl6epVITe
Hy)KHbIl7I TN WTpUXa.
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YnaneHue rpaHuubl rpacuyeckoro o6beKkTa

1 Bbigenute rpaduyeckuini 0GbeKT, rpaHuLly KOTOPOro crneayeT yaanuts.

2 Ha naHenu MHCTpymMeHTOB PucoBaHMe LenkHUTe CTPenky psSaoM ¢ KHomnkon LiBeT nuHui ; 1 BblbepuTe
HeTt nuHun.
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KpMBble n NONINNTUHNN

MeHio ABTOohUrypbl Ha NaHenn MHCTPYMeHTOB PrucoBaHue coaepXXnT HECKOMbKO KaTeropum UHCTPYMEHTOB. B
kateropuio JIuHUM BKNoYeHb! MHCTpyMeHThI Kpueas 2|, PucosanHas kpusas

= n Nonunuuus
[®l, npeaHasHaueHHbIe ANs pUCOBaHUS NPSIMBIX U KPUBLIX NIMHNIA, @ TakKe CO3aaHUs KOMBUHNPOBaHHBIX dopM. [ns
pvcoBaHUs MPOM3BONbHON KPMBOW BbibepuTe NHCTPYMEHT PucoBaHHasa kpusas. [ina nonyveHns 6onee rmagkomn
NHUM — 6e3 3ybyaTbiX NIMHUIA 1 PE3KMX UBMEHEHUI HaNpaBnNeHns — UCNONb3ynTe NHCTPYMeHT MonununHus.
NS NoBbILWEHNS TOYHOCTN U JOCTUXEHNS HaumyyLwero KOHTpons Hag hopMoli KprBOIM NCNONb3YNTEe NHCTPYMEHT
KpuBas. [ns ynyyweHns oopMbl KpUBON MW NONUAMHWKM NyTeM NepemMeLleHmns, yaaneHns n gobasneHus
y3noB, cnyxut komaHga Hayatb uameHeHue y3noB (naHens PucosaHue, veHio [lencteus).

Ansa ynyyweHnsa Buaa KpyBbIX 1 NOMUIMHWUIA UCMOMNb3YWTE T Xe NpUeMbl, YTo 1 A4Na ApYrnx aBToduryp:
AobaBbTe LBET UMK 3aNuBKY, U3MEHWUTE TN NMUHWK, BbIMOMHUTE OTPaXeHne unu BpalleHne u T. n. Cnegyet
OTMETUTb, YTO OTCYTCTBYET BO3MOXXHOCTb ,D,OGGBJ'IeHI/Iﬂ TEeKCTa K NONMUInHnn nnun KpI/IBOI7I, a TaKkxke ee
npeobpasoBaHns B OPYry0 aBTOUrypy.

5 4% 8

KRMESA NOAMAMHKA  PWMCOEAHHS A
KpMESA
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MN3meHeHue hopmMbl KPUBOMN NN NOSNTUITUHUMN

1 BblgenvTe NONUAVHUIO UMW KPUBYIO, KOTOPYHO Criedqyet U3MeHUTb.
2 Ha naHenu nHcTpymeHToB PucoBaHue HaxmuTe kHonky dencTeus u Boibepute komaHagy Havatb
M3MEHEHMe Y3roB.
3 [nsa uaMeHeHust hopMbl 06beKTa NepeTaLuTe OAMH U3 ero yamnos.
Onsa nobasneHns yana Kk 0ObeKTY LEeNKHUTe MeCTo, Kyaa ero crieayet obaBuTb.
[ns pobaBneHuns ysna k oObeKTy LenkHUTe MecTo, Kyaa ero cnenyet [obaBuTb.
Coset. [locne Bbibopa komaHgbl HayaTb n3aMeHeHue y3noB LUenkH1Te y3en npaBon KHOMKOW MbIwn. Ha
3KpaHe NOSIBUTCS KOHTEKCTHOE MEHI0, coepKallee KOMaHabl, MpefHasHayYeHHble Ans AobaBneHns, yaaneHuns n
U3MeHeHNs B1aa y3roB.
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PucoBaHue KkpuBow

1 Ha naHenu nHcTpymeHTOB PMcoBaHMe HaxmuTe KHOMKY ABTOdUrypbl 1 Bbibepute komaHay JuHuum, a
3aTeM — uHcTpymeHT Kpusas 2,

2 LLlenkHuTe Havano curypsl, a 3aTem nepemMeLLanTe Mbilb, LWEenKasi B TeX MecTax, rae crnegyer pasMecTuTb
y3nbl KPUBOW.
3 YTto6bl OCTaBMTb KPUBYHO HE3AMKHYTOWN, ABaXAbI LLENKHUTE Mo0YI0 ee TOYKY.

[nsa sambikaHUs Urypbl LWENKHUTE OKOMO ee HadanbHOM TOYKK.
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PucoBaHue nonnunuHumn

1 Ha naHenu nHcTpymeHTOB PUcoBaHMe HaxmuTe KHOMKY ABTOUrypbl 1 BbiGepute koMaHay JiuHun.

2 [ins pucoBaHus 06bekTa, COCTOSLLErO M3 NPSMOSIMHENHBIX M KPUBOMUHEMHBLIX OTPE3KOB, Bbibepute
nHcTpymeHT Monunuums Bl Ina npoeeaeHns KpUBOMMHENHBLIX OTPE3KOB UCTONb3YiiTe NepeTackuBaHue.
[ns npoBeaeHns NPAMONUHENHOrO OTpesKa LLEenkHUTE Havarno un KoHew, oTpeska.

[nsa pucoBaHMs NPOU3BOSIbHOW KPUBOW MCMONb3yTe MHCTPYMeHT PucoBaHHas KpuBasi )
3 UToGbl OCTaBUTL KPMBYIO HE3AMKHYTOW, ABaXKAb! LLETNKHUTE NoBYI0 ee TOYKY.

[ns 3aMblkaHus Urypbl LLENKHUTE OKOSO €€ HaYarbHON TOYKN.
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PucosaHue nmHumn

1 Ha naHenu uHctpymeHToB PucoBaHue HaxmMmute KHOMKy ABTOUrypbl 1 Boibepute komaHay JinHuu, a
3aTEM — HYXXHbIV TUN NIUHUN.

2 [lpoBeguTte NUHUIO.
YT06bI yron HaknoHa nuHuKM 6bin kpateH 15 rpagycam, Npu BbINOMHEHWUN ONUCAHHBIX BbILLE AENCTBUIA
yoepXuBanTe HaxaTon knasuiy SHIFT.
YTto6bl NMMHUA Npogomkanacb B 06e CTOPOHbI OT HaYanbHOW TOYKU, MPU BLINOMHEHUM ONMCAHHbIX BbILLE
OeVCTBUIN yaepxxmBanTe HaxaToun knasmwy CTRL.

Coset. [1ns npoBeneHWs 06bIYHON MPSAMON NMUHUW HAXXMUTE KHOMKY Hqum_ Ha naHenu MHCTPYMEHTOB
PucoBaHue.
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MU3meHeHue Bnaa CTpenku

1 Beblgenute rpaduyeckunii 0GbEKT, KOTOPbLIN CrieayeT U3MeHUTb.

—
=
2 Ha naHenu MHCTPYMEHTOB PucoBaHue HaxmuTe KHOMKY Bup CTpenku

3 Bbibepute Bua cTpenku n3 npeanoxeHHOro Cnmcka unmu HaxmmTe KHonky [lononHuTenbHble CTPerku, a
3aTeM 3aJanTe HyXHble NapamMeTpsbl.
[ns yoaneHus HakOHeYHWKa CTpenku BolbepuTe NUHMIO 6e3 cTpenok (MepBbIi AaNeMEHT crnucka).
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Mcnonb3oBaHMe CBA3aHHbIX U BHEAPEHHbIX O0HEKTOB ANl OOMeHa AaHHbLIMU MeXAay
nporpammamu Office

Mcnonb3yiiTe cBA3aHHbIN OOBLEKT UNN BHEAPEHHBIN 06bEKT AN 4obaBneHns Bcero nnv vyactu gaina,
cosgaHHoro ogHow n3 nporpamm Office nnu no6o nporpaMmMon, KOTopasi NOAAEPKUBAET CBA3aHHbIE U
BHepeHHble 06beKThI, B Apyroi cain. Bo3amoxHo co3gaHue HOBOro BHeAPEHHOro 06bekTa U BHEOPEHHOTO
Unn cBsi3aHHOro 0GbeKTa K3 cyluecTBytoLero hanna. Ecnu ganHbI dann 6ein co3gaH B nporpaMme, He
NoAAEPXKMBAKLLEN CBA3AHHbIE U BHEAPEHHbIE OOBLEKThI, BO3MOXHO KOMMPOBaHWE M BCTaBKa AaHHbIX 13 dharna
AN COBMECTHOrO UX UCMOMb30BaHWSA HECKONbKUMU NporpaMmmamu.

OcHOBHOE oTnnyne Mexnay cBA3aHHbIMU U BHEOPEHHBbIMU obbekTamm 3aknoyaeTcs B MecTe ux XpaHeHud, a
Takke cnocobe 06HOBNEHMSA OaHHbIX npu nx noMeLleHnn B KOHEYHbIN @aﬁn.

B cnyyae co cBsizaHHbIM 06BEKTOM, OOHOBMNEHME AaHHbLIX MPOUCXOAMUT TONBKO MPU M3MEHEHWUN UCXOOHOIO
daina. Cesi3aHHbIEe JaHHbIE XpaHATCA B UcxogHOM daine. KoHeyHbI dhaiin XpaHUT TONbKO CBEAEHUsI O
MECTOMONOXEHUN UCXOAHOrO haina u oTobpaxaeT NnpeAcTaBneHne CBA3aHHbIX AaHHbIX. PekomeHayeTcs
MCMNONb30BaTh CBsI3aHHbIE OOBLEKTLI, ECNN BaXeH pa3mep davina.

B cnyyae ¢ BHegpeHHbIM 0OBEKTOM, NPY M3MEHEHWUU NCXOOHOTO dharina KOHEYHbIN ain He N3MEHMUTCS.
BHeapeHHble 06bEKTLI CTAHOBATCA YaCTbl KOHEYHOro dharina 1, 6yayym ogHaxabl BCTABMEHHbIMU, GonbLue He
ABMSAOTCS YacCTbio NCXOAHOro panna. [ABaxapbl LENKHNTE BHEOPEHHbIN OOBbEKT AN ero OTKPbITUSI B MPOrpaMme,
KoTopasi Obina Mcnonb3oBaHa Ans ero Co3naHus.

| CBAZaHHLIA 0O BEKT

BHEdpPEHHEIN J%‘—— ==EE
obvert —[=
(HE CEAZEH HCXOZHBIA thain
MCXORHEIR Einon ) (oBHOENAET

£ B A3aHHBIA OGBEKT)
Cwm. Takxe

e Co3gaHne HOBOro BHEAPEHHOro 06bekTa

e Co3fgaHune CcBSA3aHHOIO UM BHEAPEHHOrO 00bEeKTa U3 cyulecTByoULero dhanna

(=] CospgaHune CBA3aHHOIO UM BHEAPEHHOrO OObEKTa Ha OCHOBE [aHHbIX U3 CYLIeCTBYOUIEro danna
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Co3paHMe HOBOro BHeQpPEeHHOro oobekTa

1 LlenkHute B JOKYMEHTE MECTO, KyAa crieayeT NoMecTUTb BHEOPEHHbI OObEeKT.

Bbibepute komaHay O6bekT B MeH0 BeTaBka, a 3atem — Bknagky CospaHue.

B cnucke Tun o6bekTa Bbibepute TN co3gaBaeMoro oobekTa.

[ns otobpaxeHusi BHeApeHHOro obbekTa B BUAE 3HAYKa yCcTaHoBUTE chnaxkok B Buae 3Hauka.

a b~ ODdN

YTo6bl NpeaoTBpaTUTb 0TOGpaXKeHe BHeAPEHHOrO 0ObEeKTa B BUAE rpadMyeckoro 06bekTa, KOTOpbl MOXHO
NO3ULIMOHMPOBATL NMOBEPX TEKCTA M APYrX OGLEKTOB MK 3a HUMU, CHUMUTE donaxkok MoBepx TekcTa.

MpumevaHune

¢ B cnucke Tun o6bekTa oToGpaxarTCsa TONbKO YCTaHOBMEHHbIE HA JAHHOM KOMMbIOTEPE NPOrpamMmbl,
nofAepXuBatoLme CBA3aHHbIe U BHEAPEHHbIE OBBEKTHI.

e [lpu Bbibope TnNa obwekTa Jinct Microsoft Excel B JokymeHT BCTaBnsieTca BCsi KHura. B gokymeHTe
OOHOBPEMEHHO 0TOBpaxxaeTcs TONMbLKO OAMH NUCT. [ns oTo6paXeHns Apyroro nucta ABaxabl LENKHUTE
06wekT Microsoft Excel, a 3aTem BbIGEPUTE HYXXHBIA MUCT.
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Co3paHue cBA3aHHOIO U BHEAPEHHOTO obbekTa u3 cyuwecTtByrouwero ¢danna

5

6

LLlenkHuTe B JOKYyMEHTE MECTO, Kyaa criefyeT NoMeCcTUTb CBSI3aHHbIN U BHEAPEHHbI 0BHEKT.
Bbibepute komaHay O6bekT B MeHo BeTaBka, a 3atem — Bknagky CosaaHue u3 channa.

B cnucke Umsa danna Beegute numsi panna, ua Kotoporo 6yaeT co3aaH CBA3aHHbIV UM BHEOPEHHBIN 06bEKT
Unu HaxxmmTe kHonky O630p aAns Beibopa canna ns cnucka.

[na co3pgaHns cBasaHHOro obbekTa yctaHoBUTE hriaxxok CBA3b ¢ dhannom.
Ecnn donaxok CBaA3b ¢ dpannom He Gbin ycTaHOBNEH, OyaeT co3aaH BHEOPEHHBIN OOBEKT.

YTo6bl NpefoTBpaTUTbL OTOGpaXeHUe BHeAPEHHOTO 06beKTa B BUAe rpadMyeckoro oGbekTa, KOTopblii MOXHO
NO3NLMOHMPOBAaTL NOBEPX TEKCTA U APYrMX OGBEKTOB UK 33 HUMU, CHUMKTE donaxok MoBepx TekcTa.

Ons 0TO6pa)KeHVIFI CBSI3aHHOro 06bEeKTa B BUAe 3Hayka ycTaHoBuTe dnaxok B Buae 3Hauyka.

MpumevaHune

He paspeluaetca npumeHsATb komangy O6bekT B MeHio BeTaBka Anst BCTaBKM rpadpmkn M HEKOTOPbIX TUMOB
darnos. [Ansa sctasku rpacuku B Word Bocnonb3yntecb komaHaon PucyHok (MeHio BetaBka).

Mpu cosgaHum BHegpeHHoro obbekTa u3 cylecTsytowlen kiurn Microsoft Excel B JoKymMeHT BCTaBnsieTcs BCS

KHUra. B noKymeHTe ofHOBpEMEHHO OTODpaXkaeTcst TONbKO O0AMH NUCT. [Ana oTobpaxkeHus apyroro nucra
aBaxapl WwenkHnute oobvekt Microsoft Excel, a 3atem BbibepuTe HyXHbIN NACT.
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Co3paHue cBsA3aHHOro UM BHEAPEHHOro 06 bLeKTa Ha OCHOBE AaHHbIX U3
cywecTBylowero cganna

1 BbloenvTe AaHHble Ans CBA3AHHOIO 00bekTa U1 BHepEeHHOro obbekTa.

2 HaxwmuTe kHonky Konuposate 2| unu Beipesats

(=],

3 MepenguTte k dariny, B kOTopbli ByAeT NoMeLLeHbl AaHHbIE, a 3aTeEM LUENKHUTE MeCTOo, Kyaa ux cneayet
NMOMEeCTUTb.

4 BbiGepuTe komaHay CneumanbHasa BcTaBKa B MeHto [MpaBka.

5 YTtobbl co3aatb CBA3aHHbIM 00beKT, BbibepuTe CBA3aTh.

[ns co3paHusa BHegpeHHoro oobekTa BeoibepuTte BeTtaBuTb. B cncke Kak BbibepuTte 3HayeHune, cogepxallee
cnoBo «0bbekT». Hanpumep, ecnu 6bin ckonupoBaH TekcT u3 gokymeHTa Word, Bbibepute [JOKyMeHT
Microsoft Word O6bexkT.
Mpumeyanue. [lpu co3gaHny BHEAPEHHOro 06bekTa, OCHOBAHHOMO Ha AaHHbIX U3 CYLLIECTBYIOLLEN KHUMN
Microsoft Excel, B JOKyMeHT BCTaBnsieTcs BCs kHura. B 4oKymMeHTe ofHOBpeMeHHO oTobpaxaeTcs TONbKO OAWH
nwuct. [ins otobpaxeHust opyroro nucta asaxabl wenkHuTe o6bekT Microsoft Excel, a 3aTtem BbiGepuTe Hy>XHbI
JINCT.
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PeAaKTVIpOBaHVIe CBA3aHHOIo nnu BHeApeHHOro obbekTa

Onsa penakTnpoBaHnA CBA3aHHOIoO o6bekTa B 4aHHOM OOKyMeHTe MCI'IOJ'IbSyVITe KOMaHOy CBA3n B MeHI0 I'IpaBKa.
Ecnu komaHga CBasu HeaOOoCTynHa, 3TO O3HAa4YaeT, YTO JOKYMEHT He COOePXNUT CBA3aHHOIo obbekTa.

Ecnu ucxogHas nporpaMma ycTaHOBMeHa Ha AaHHOM KOMMNbloTepe, ABaXbl LENKHUTE BHEAPEHHbLIN OOLEKT ANns
ero pefaktupoBaHusi. Mocne 3Toro HeKoTopble NporpaMMbl BPEMEHHO 3aMeLL 0T NaHeN MHCTPYMEHTOB B
OTKPbLITOM MPUIOXKEHUU, TakuM 06pa3oM, YTO MOXKHO OCTaBaTbCs B 3TOM MPUINOXKEHUU U peaaKkTMpoBaTh
BHEAPEHHbI 06BbEKT 3aech xe. [lpyrve NpunoxeHns 3anyckatoT UCXOOHYI NporpaMmMy B OTAENbHOM OKHE U
3aTeM OTKPbIBAlOT B HEM OObEKT AN peaakTMpOBaHUs.

Ecnn ucxogHasi nporpamma oTCcyTCTBYET, Npeobpa3syiite BHeAPEHHbI 06LEKT B hopmar channa umetoLlencs
nporpammbl. Hanpumep, ecnu aokymeHT Word coepXXuT BCTaBMEHHYIO areKTpOoHHyo Tabnuuy Microsoft Works
(n Works otcytcTByeT, Ho umeetcsa Microsoft Excel), moxxHO npeobpasoBaTtb 06bekT B dpopmart kHuru Microsoft
Excel n pegaktupoBaTh BHeApeHHbI 06bekT B Microsoft Excel.

CmM. Takxe

| PepaktnpoBaHuve cBA3aHHOrO obbekTa

=l PepaktnpoBaHve BHeApEHHOro 06beKTa B UCXOQHOW NporpaMmme

=] PepaktupoBaHue BHegpeHHOro o6bekTa B NPUNOXEHUU, a He B UICXOHOW NporpaMmme
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PeAaKTVIpOBaHVIe BHeApPEeHHOro o6beKTa B UICXo4HOM nporpamme

1 [Baxabl WenkHUTe BHeAPEHHbIN 0OBEKT, YTOObI €ro OTKPbITh.
2 Cpenainte HyXHble U3MEHEHUs BO BHEAPEHHOM OObekTe.
3 [pu pegakTpoBaHnM BHeAPEeHHOro 06bekTa B OTKPLITOM MPUMNOXEHWUM, LLIENKHUTE BHE BHEAPEHHOIO 0GbeKTa

Ang Bo3BpaTa B KOHEYHbIV dhain.

Mpu pegakTpoBaHUM BHEAPEHHOIO 06beKTa B OTAENBHOM OKHE MCXOO4HOW Nporpammel, Bbibepute komaHay

Bbixoa B MeHio ®ann ans Bo3Bparta B KOHEYHbIV doann.
MpumevaHue. Ecnu aBaxabl LENKHYTb HEKOTOPbIE BHEAPEHHbIE OOBLEKTLI, TakmMe Kak dainbl BUAeo- unm
3BYKO3anucu, Npov3onaeT nx BOCNpPon3BeAeHNe BMECTO OTKPbITUSI NporpamMMbl. [Insg pegaktMpoBaHusi ogHOro 13
Taknx BHeAPEHHbIX OOBbEKTOB BblAENUTE ero, Bolbepute komaHaoy O6beKT umst o6bekma B MeHto MNMpaBka, a
3atem — komaHay U3meHuTsb.
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PeAaKTVIpOBaHVIe BHeApPEeHHOro o6beKkTa B npunoxeHumu, a He B ncxogHom nporpamme

1 BbigenuTe BHepeHHbI OGLEKT, KOTOPbIN CriefyeT U3MEeHUTb.

2 B weHio MpaBka BbiGepuTe koMaHay O6bekT umst o6bekma (Hanpumep, O6BLekT JlucT), a 3aTtem — komaHay
Mpeo6pasoBarTh.

3 [ns npeobpa3oBaHus BHeApeHHOro oGbekTa K TNy onpefeneHHoMy B cricke Tun o6bekTa, Bbibepute
Mpeo6pasoBath B.

[nsa oTKpbITUA BHEAPEHHOTO 0OBbEKTA Kak MMEIOLLIEro TUM, onpedeneHHbin B cnvcke Tun o6bekTa 6e3
N3MEHEeHUs Tuna BHeAPEHHOro obbekTa, Bbibepute AKTUBU3MPOBaTb Kak.
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M3meHeHue cnocoba OTO6pa)KeHMiI CBA3aHHOIro nnu BHeagpeHHoOro o6GbeKTa

B nokymeHTe MOXHO oToBpaXkaTb CBSA3aHHbLIN OOBEKT NN BHEAPEHHbIN 0GBLEKT TOYHO B TAKOM XXe BUAE, B
KOTOPOM OH OTOBpaxaeTcs B UCXOQHOW Nporpamme (HanpyvmMep, eCrim Hy)XKHO HanevataTb AOKYMEHT) unv B Buae
3Hauka (Hanpumep, ecnn He0BXO0AMMO MUHUMU3MPOBATL 3aHNMaeMoe 0ObEKTOM MECTO B JOKYMEHTE UMM HY>XHO
NPOCMOTPETb AOKYMEHT TOIbKO B PEXUME 3NEKTPOHHOIO AOKYMeHTa). MOXHO Takke CMEHUTb 3HAYOK,
NpeacTaBnsoLWMIA CBA3AHHBIN UNW BHEAPEHHbIA 00BEKT, U 406aBUTbL NN N3MEHUTL ero noanucs. Ecnn B
AvanoroBom okHe CneumnanbHas BcTaBKa BbibpaH napameTp HechopmaTupoBaHHbIN TeKCT, TekCT B
cdopmate RTF, PucyHok vnu ToyeuHbIN pUCYHOK, HE pa3peLlaeTcs U3MEHATb cnocob oTobpaxeHuns
CBsi3aHHOro oObekTa.

CM. Takxke

e Otob6paxeHne CBA3aHHOIO UV BHEOPEHHOrO 0ObekTa B 06bIMHOM BUae

e OT06paxeHue CBS3aHHOIO WY BHEAPEHHOrO 00bekTa B BUAE 3HAYKA

=] I3MeHeHWe 3HaYKa, NPEACTaBASLIEr0 CBA3aHHbIN UMY BHEAPEHHbIA 06bEeKT

(=] /3meHeHWe unu gobaesneHve NoanucuK 3Hayka CBA3aHHOro AW BHEAPEHHOro o6bekTa
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OTo6paxeHne cBA3aHHOIO UNM BHEOPEHHOro o6bLekTa B 0ObIMHOM Buae

1 BblgenuTe cBasaHHbIA UKW BHEOPEHHBIN 0OBEKT, KOTOPLIN CriedyeT N3MeHUTD.

2 B weHio MpaBka BbiGepuTe koMaHay O6bekT umst o6bekma (Hanpumep, O6BLekT JlucT), a 3aTtem — komaHay
Mpeo6pasoBarTh.

3 Chumute chnaxok B Buge 3Hauka.
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0T06pa)KeHV|e CcBA3aHHOro nnu BHeApeHHOro 06beKTa B Buae 3Hauka

1 Bbigenute cBsisaHHbIN nnu BHe,D,peHHbII;i 00beKT, KOTOprl71 cnenyetr USMEeHUTb.

2 B weHio MpaBka BbiGepuTe koMaHay O6bekT umst o6bekma (Hanpumep, O6BLekT JlucT), a 3aTtem — komaHay
Mpeo6pasoBarTh.

3 YcraHosuTe chnaxok B Buge 3Hauka.
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M3meHeHue 3Ha4Ka, npeacrtaBndoLlero CBSI3aHHbIW UNn BHeApeHHblﬁ 00BbEeKT

1 Bbigenute cBsisaHHbIN nnu BHe,D,peHHbII;i 00beKT, KOTOprl71 cnenyetr USMEeHUTb.

2 B weHio MpaBka BbiGepuTe koMaHay O6bekT umst o6bekma (Hanpumep, O6BLekT JlucT), a 3aTtem — komaHay
Mpeo6pasoBarTh.

3 HaxmuTe kHOMKy CMEeHUTb 3HAYOK, a 3aTeM BblGepuTe HYXXHbI 3HAYOK.
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MN3meHeHue nnu gobaBneHne NOANMCU 3HAUYKA CBA3AaHHOIO MU BHeApPEeHHOoro 0o6beKTa

1 Bbigenute cBsisaHHbIN nnu BHe,D,peHHbII;i 00beKT, KOTOprl71 cnenyetr USMEeHUTb.

2 B weHio MpaBka BbiGepuTe koMaHay O6bekT umst o6bekma (Hanpumep, O6BLekT JlucT), a 3aTtem — komaHay
Mpeo6pasoBarTh.

3 HaxmuTe kHONKy CMEHUTb 3HAYOK.

4 BeeguTe HyxHbI TekcT B nose Mognucs.
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OOHoOBNeHue cBA3aHHbIX 0OHEKTOB

Mo YMOnN4aHuio CBA3aHHbIE 006beKTbl HAXOAATCA B pexnme aBToMaTn4eCckoro obHoBneHus. 3T1o 3HauuT, Yyto Word

aBTOMaTMyeCckn OBHOBMSET CBA3aHHbIE AaHHbIE NPU KaXA0M OTKPbITUM KOHEYHOro dharina, a Takke Npy Kaxaom
N3MEHEHUN NCXOOHOTO hanna, ecnm OTKPbIT KOHEYHbIN hann. VIMeeTcs Takke BO3MOXHOCTb USMEHUTL
napameTpbl CBSA3aHHOrO 06bekTa, YTobbl ero 06HOBNEHNE MPOMCXOANMIO MO 3anpocy Nofb3oBaTens.

YT06bl y6eanTbCsa B TOM, YTO AaHHbIN JOKYMEHT BCeraa coaepXuT 0GHOBMEHHbIE AaHHbIE, MOXHO Takke
OBHOBNATL CBA3AHHbLIE OOBEKTHI MPU KAXO0M BbIBOAE AOKYMEHTA Ha neyarb.

YTtobbI 3anpeTnTb OOHOBMEHUSA, MOXHO 6J'IOKVIpOBaTb OoTAenbHbIE CBS3aHHbIE OOBbEKTHI. Mpwn 6J'IOKVIpOBKe CBA3N
Word ncnonb3dyet nocnegHne aaHHble N3 NCXO4HOro danna. BoaMOXHO Takke NOMHOCTbIO yOannTb CBA3b MeXay

CBS13aHHBbIM OOBbEKTOM U €ro UCXOAHbIM dannom.

CwmM. Takxe

[=] Bbi60p pexnuma 06HOBNEHNS CBA3aHHOIO OObEKTA

e OBHOoBNEHUE CBA3aHHOIO 06bLEKTA NO 3anpocy

=] O6HoBNEeHNe cBs3aHHbIX 06HLEKTOB NpY NeYaTy JOKYMeHTa

| 3anpet 06HOBNEHUS CBA3aHHOIO 06bekTa

[=] PaspblIB CBSA3K CO CBA3aHHLIM 06 HLEKTOM
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Bbi6op pexxuma o6HOBNEeHUA CBA3aHHOIO 06 beKTa

1 Bbibepute komaHay Cesasm B MeHio MpaBka.
Komanga CBs3u HeaoCTynHa, ecnu AaHHbIA halnn He COAEPXKUT CBA3AaHHOTO 0ObeKTa.
2 BbibGepuTe CcBA3aHHbIN 06LEKT AN 06HOBMNEHMS.

[ns BbI6Opa HECKOMNbKMX CBA3aHHbLIX 0OBEKTOB HaxMuTe knasuwy CTRL W, yaepxusas ee, Bblbepute HyxHble
CBS3aHHbIe 0OBEKTHI.

3 YtoGbl 0GHOBNEHME CBSI3aHHOTO 0GbEKTa BbINOSHANOCH aBTOMATUYECKW NPY KaXKaoM OTKPbITUM ddaiina,
cogepxallero obbekT, Unu Npu Kaxaom N3MeHeHUM UCXo4Horo daiina cBsa3zaHHOro oobekTa (Mpu OTKPLITOM
KOHeYHOM cpaiine), BbibepuTe ABTOMaTU4eCKoe.

YTto6bl CBA3aHHbIN 06BLEKT OBHOBNANCA TONBKO NpU HaXaTum kHonku O6HOBUTL, Bbioepute Mo 3anpocy.

MpumeyaHue. [1nsa nonyyeHus OOMONHUTENbHBIX CBeaeHU 06 06HOBNEHMM CBA3aHHOIO obbekTa no 3anpocy

BuiGepute [El,
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O6GHoBNeHue cBA3aHHOro o6LeKTa no 3anpocy

1 Bbibepute komaHay Cesasm B MeHio MpaBka.
Komanga CBs3u HeaoCTynHa, ecnu AaHHbIA halnn He COAEPXKUT CBA3AaHHOTO 0ObeKTa.
2 BbIGepuTe cBA3aHHLIN 0OBEKT, a 3aTeM HaXXMUTE KHOMKY OGHOBUTD.
CoBeT. [1ns GbICcTporo o6HOBMNEHUS CBA3aHHOrO 06bLEKTa MO 3anpocy BbiAenMTe OObEKT B LOKYMEHTE, a 3aTeMm

HaXXmMuTe Knaemy F9.
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PepakTMpoBaHue CBs3aHHOro o6bLekKT