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3anyck AlterOffice

Wudopmauuss o6 ycraHoBke U Hactpoiike AlterOffice mnpuBesena B
MucTpyKiuu no ycranoBke AlterOffice.

3anyck AlterOffice u3 cucremuoro menro OC
I[Tpu ycraHoBke AlterOffice Ha KOMIBIOTEp B CHCTEMHOE MEHIO OrepaljiOHHOM

CUCTEMBI, OTKPbIBAEMOE IO KHOMKe IIycK, aBTOMAaTUYeCKH J00aB/SIOTCS KHOMKH
3arycka Bcex koMmrioHeHToB AlterOffice.

A

B AtterOffice
BE AterOffice ABase
BE Aerofiice Acell

‘| AlterOffice AConcept

B8 Ateroffice AGraph

B Ateroffice AMath

B Ateroffice AText

| AlterOffice AMail

3anyck AlterOffice uz cucmemtozo meHro OC

[Mpy Haxatun Ha NyHKT MeHi0 AlterOffice oTKpbIBaeTcsi CTapTOBBbIM 3KpaH
TIPUJIO’KEHUs, B KOTOPOM MOJKHO BBIOpaTh Jir060i KommoHeHT AlterOffice v ogun u3
paHee OTKpbIBaeMbIX JOKYMEeHTOB. Takke MOXXHO BblOpaTh MyHKT «OTKpBITH (haili»
WIH «UCT10/1b30BaTh [11ab/10HbD».
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3anyck AlterOffice 9

Al Lokymen AText

A g Tabauuy ACell

A ‘ﬂ Mpesenrauyio AConcept
3 Puoyrox AGraph
A g @opmyny AMath

A g Basy AaHHbix ABase

ALTEROFFICE

Cmapmoebilil 3KpaH

11 Moppaepxka hopmaToB

AlterOffice moagepxuBaet nomyJisipaslie opmatel ODF(Open Document
Format), Microsoft Office, B Tom uucnie ¢popmar Office Open XML(OOXML) u apyrux
o(hMCHBIX MTaKeTOB /17151 0becrieueHust KompopTHo# paboTtel. B AlterOffice peannsoBana
(bYHKLHS 9KCTIOpPTa JOKYMEHTOB B OpMaT repeHOCUMBIX I0KyMeHTOB rubpugHoro PDF

(Portable Document Format), PDF/A, PDF/A-1, a Takke eCTb noj/iep>kka (popmaToB
HTML, XML, CSV.

TexcToBbIii iporieccop AText nozaep>kuBaet paboty ¢ dopmatamu *.odt, *.ott,
* txt, *.rtf, *.doc, *.docx, *.docm, *.dotm, *.fodt, *.html u ap.

Tab6munbiii iporieccop ACell mogzaepkuBaeT paboTy ¢ hopmatamu *.ods, *.ots,
* fods, *.xls, *.xIsx, *.xltx, *.xltm u gp.

[Tporpamma noarotoBku npeseHrtaiuii AConcept rojiepxuBaet paboty ¢
dopmaramu *.odp, *.otp, *.pptx, *.ppt, *.pps, *.ppsx, *.potx, *.fodp, *.dps, *.dpt u zp.

PepnakTop BekTopHOM rpaduku AGraph nogzaep>kuBaeT paboTty ¢ hopMaTamu
*.0dg, *.otg, *.fodg u ap.

KomrioHeHTBI 0¢rica 1ojaep>KuBar0T UMITOPT n300paxkeHuit (hoopmaros *.bmp,
* gif, *.jpeg, *.jpg, *.tif, *.tiff, * wmf, *.png, *.svg. u ap.

1.2 WHTepdhenc nonb3oBatens

I'taBHOe MeHI0 1 JIeHTa — OCHOBHbIE CpPeZCTBa ZJisi PabOThl C COZEP’KUMBIM

nokymeHnta B AlterOffice. Paccmorpum mozpoOHee 371eMeHTBI, TIpe/CTaB/eHHbIE Ha
PUCYHKe HIXKe.
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[TYHKT MeHIo MeHto

d

| ®aiin | Mpaska Bua  Bcraexa  ®opwer  Crwms  Tomiua  Oopam  Cepsuc  Owno  Crpaska|

= aiin ] [rastoe

/‘ (=) Berasxa Pasmera Cesvmn posepra Bna Pacumpesme Cepsuc
O Omverms + - s :
bBeicTpbie ) m Liberation Sert Slom PlA & & |i=vimisv | == 9]0
Beprys !~ B Konuposars e —_ _ . = [neemoe ™
KHOMKK = Beraoum MK Y. X |W-X-ALNSIEZ=E |[E-2-% > i
[5) Coxpamme. Y Konuposars dopylar Q) Hairm
Bknagka neHTol Nenra

I'’1aBHOe MeHIo

B nonb3oBaTensckom vHTepdelice «['1aBHOe MeHI0» (DYHKLIMU YIOPsiJOUeHbI 110
MYHKTaM MeHI0. /71 BK/TIOueHs/OTK/IIoueHHsl 0TOOpa)keH!s TJIaBHOTO MEHIO HaKMUTe Ha

n

PenakTopbl OGHMCHOTO TMMakeTa WMeKT Kak oOIMe MyHKTbI MeHIo: Dail,
IlpaBka, Buj, BcraBka, Popmar, CepBuc, OkHO, CrnpaBKa, TaKk W YacTHbIe,
XapakTepHble /7151 QYHKIMOHA/Ia KOHKPeTHOro pefjaktopa. Haripumep, B AText — CTuim,
Tabsmna, @opma.

OBICTPYIO KOTIKY «['JTaBHOE MEHIO»

Komangb! nyHkTa MeHIO «®aii» OTHOCATCS K TEKYILeMY JOKYMEHTY, OTKPBITHIO
HOBOT'O ZIOKyMeHTa WIH 3aKPbITUIO PUIO>KEHUS.

B nyHkre wMeHro «[IpaBka» cogepykaTrcsi KOMaH/ABI, HCIO/b3yeMble I/
pelakTUPOBAaHUS COZIePXKUMOr0 TeKYIIlero JOKyMeHTa.

B nysnkre MeH «Bug» cofepxarcsl KOMaHAbl, IpefiHa3HauUeHHble [JIs
yTipaBJieHus1 0TOOpa’keHWeM [JOKyMeHTa Ha SKpaHe.

HYHKT MeH10 «BcTaBKa» COAep>XUT KOMaH/bI /i1 BCTaBKKW HOBBLIX 3/IEMEHTOB B
AOKYMEHT. CI-O,I[a BXOOAT I/I306pa)KeHI/I$I, MyJIbTUME[AWd, JUal'PaMMBlI, 00BeKTHI U3 APYyrux
HpHJ’IO)KEHHﬁ, rUIepCCblIKK, KOMMEHTAPUH, CUMBOJIbI, CHOCKH U Pa3deJibl.

B nyHkte MeHo «®opmar» cofep)kaTcs KOMaHAbl [ (opMaTUpOBaHUS
pasMeTKU U COZlep>KUMOr0 JOKYMeHTa.

[TyHkT MeHi0 «CepBUC» COJEP)KUT Cpe/iCTBa MPOBepKU opdorpaduu, rasepero
XyZI0’KeCTBeHHBIX 00BEKTOB, KOTOpPbIe MOXXHO [100aB/IATh B JOKYMEHT, a TakKke CpeJCTBa
JI71s1 HACTPOMKU MEHIO U YCTAaHOBKU CCBhIJIOK Ha MPOTrPaMMBl.

[TyHktT meHto «OkHO» Co/lep)KUT KOMaHZbI JJisi yTpaBleHUus] U OTOOpa)keHust
OKOH JIOKyMEHTOB.

[TyHkT MeHt0 «CripaBKa» TipefocTaBisieT obimue cBefenus o AlterOffice.
JlenTa

B monb3oBarensckom uHTepdetice «JleHTa» GYHKIUM  yIIOPSAAOUEHBI  TI0
BKJIa/[KaM U OyiokaM. Ha BK/1afjKax Tipe/icTaB/ieHbl CaMble YaCTO-HCTI0/Ib3yeMble (YHKLIUH,
YTO YIPOLLaeT UX MOUCK.

PemakTopbl O(MMCHOTO TaKeTa WMEIT Kak oO0Iue BKIaAKH JieHThl: Daii,
I'naBHoe, BcraBka, Pa3metrka, IIpoBepka, Buj, Pacmimpenue, CepBHC, Tak U
yacTHbIe, XapaKTepHble A1 GyHKI[MOHAaMa KOHKpeTHOro pejakropa. Hampumep, B AText
— Ccbuiku, B ACell — lannbie, B AConcept — JleMoHCTpanus.
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CTOUT OTMeTUTb, UTO TIpHU [00aBIeHHWU B JOKYMEHT HEKOTOPhIX OOBEKTOB,
TIOSIB/ISIETCSL  JIOTIO/IHATE/IbHBIe  BK/IAAKW. Hampumep, mnpu  JoOaBieHUM  GUTYpHI,
TosIB/IsIeTCs BKIagKa PucyHok. Ecym yOpaTthb BhbizieieHHe C JaHHOTO 00BeKTa, TO BK/Ia/IKa

dBTOMATHYE€CKU IIpOITIaeT U MOABUTCA CHOBA IIPHU Ha’KdTHUX Hd 00BLEeKT.

bbICTpBIe KHONIKH

BbICprle KHOITIKHK PACIIOJIOXKEHBI C/1eBad OT BKJ/Ia[OK JIEHTEI

BxrouaeT/OTK/TIOUaeT 0ToOpakeHue T/IaBHOTO MEHIO

Knorika «I'1aBHOe MeHIO»

B Knonka «OTKpBITh»
OTKphbIBaeT JIOKa/lIbHbIN (aiis.
HakmuTe Ha Tpeyro/ibHUK CIipaBa OT UKOHKH, UYTOOBI:

1. HOCMOTpETb CIMMCOK T10C/IeAJHHUX OTKPBITBIX JOKYMEHTOB;

2. OTKpbITh 111a0/10H Ha pefakTrpoBaHye ([IpaBUTh 111abs10H. . .);

3. OTKphITh (aiin yaaneHHO (OTKPHITH aiin yaaneHHo. .. ).

B D~ @ g

e a 1. Tect.ott
El

g'—IHCTHTb CAWMCOK

4 @ Npaeute WaknoH...
=

OTKpEITE galin yaangHH... he

[ Knonka «CoxpaHUTb»
CoxpaHsieT TeKyL1i JOKyMeHT.

HakmuTe Ha Tpeyro/ibHUK CIipaBa OT MKOHKH, UYTOOBI:

1. COXpaHI/ITb AOKYMEHT B ZIpYyrOM MecCTe WIX C IPYTMM HMEHEM WJ/IM TUIIOM

¢atina (CoxpaHUTh Kak...);

2. CoxpaHuTh [OKyMeHT ToJ, [pyruM HMeHeM U B jpyroMm ¢opMare B

yKa3aHHOM mecTe (DKCIOpT...);

3. COXpaHI/ITb KOIMMK0 OOKYME€HTAda C [JPyruM HMEHEM W/INW DpPdCIIOJI0OKEHUEM

(CoxpaHUTb KOMHIO. . .);

4. CoxpaHUTh IOKyMeHT B KauecTBe I1absi0Ha (COXpaHUTh Kak 11abJioH. . .);

5. CoxpaHuTb [IOKYMEHT Ha VJajleHHOM cepBepe
yZaaeHHo...).

(Coxpanutb  aiin
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'@*|:3":'@ Daiin
CoxpaHuTe Kak.. Ctrl+5hift+5

:r
JkcnopT...

CD}{FI'EHHTI: ECOMHHD..

[T]

{0 [ & L2 &

CoxpaHWTe Kak LWaBnoH...

CoxpaHuTe dain yaangHHO... ]

sy

Kuomnka «OTMeHUTL»

OTmeHsieT rocsie/jHee /1eliCTBYe.

Haxxmure Ha TPEYIrOJIbHUK CIIpaBa OT HWKOHKHW, YyTOOBI BbI6paTb HEeCKOJIBKO

JleHiCTBUH /17151 O[HOBPEMEHHOU OTMEHBI.

ED 'i . & Daiin

o AdefcTenA gnA oTmeHsr 7

Lo

ABTOZaMEHR
Beog: = »

Beog: «310=

MpumenuTE aTpUEyThI
¥aamTe «'n

¥aanuTe «n= W

=

KHxorika «BepHyTb»

B03Bpa1_qaeT rnocjegHee OTMeEHeHHOe ,ZLEI;'ICTBI/IG.

Haxmure Ha TPEYroJIbHUK CIIpdaBa OT HWKOHKH, YTOOBI BLI6paTL HeCKOJIBKO

JIeHCTBUH /1711 OJHOBPEMEHHOT'O BO3BpaTa.

’?‘1 @ Pain

JeficTena gna noeTopa: 5

ABTOZameEH

Beog: «TekcToBBIAS

Beog: «pegakTops
Hoebiit aG3ay,
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=] Kuonka «ITeuatn»

OTKpbIBaeT HaCTPOWKM MeyaTH JOKyMeHTa.

1.3 Co3paHne HOBbIX JOKYMEHTOB

Co3gath HOBBIM JOKyMeHT B AlterOffice Mo)KHO HECKOJILKMMH CTIOCOOAMMU.
Ecmu AlterOffice 3aryiijeH, HO HM OAWH [OKYMEHT He OTKDBIT, TO OTOOpakaeTcs
CTapTOBBIN 3KpaH.

HaXMuTe Ha OJWH W3 MYHKTOB /s CO3JjaHUS HY)KHOTO [JOKyMeHTa W/IH
BeiOepute myHKT IIla@oHBI, 4TOOBI CO37aTh JOKYMEHT Ha OCHOBe I1a0sioHa. Bbi
MOJKeTe WCII0/Ib30BaTh TIOATOTaB/IMBaeMble JOKYMEHThI B KauecTBe Iab/OHOB [ist
CO3faHMsl [JpYrux [JOKyMeHTOB. Takke MOXHO CO3/jaTb [JOKYMEHT OJHUM U3
CJIeYIOIINX CITIOCOOO0B:

® Vicnonb3yiiTe MyHKT ry1aBHOTO MeHio ®Dai > Co34aThb U BeIOepUTe HYXKHBIN
TUIN JOKYMeHTa M3 CIIMCKa.

® Haxxmurte couetanve kiaBuill Ctrl+N g7 co3paHus HOBOTO TEKCTOBOTO
JIOKyMeHTa.

® Jlcrionib3yiiTe MyHKT riaBHOrO MeHo daitn > Macrep U Bbibepure THIM
C03/jaBaeMoro C UCIo/b30BaHWeM MacTepa J0KyMeHTa.

® Ecmm B AlterOffice y>ke OTKpPBIT KakOH-TM00 ZOKYMEHT, HAKMUTE Ha 3HAYOK

Co3pgathb J * Ha BK/IagKe a1 ¥ HOBBIN [JOKYMEHT TOTO ke TUMa OyJer
CO3/laH B HOBOM OKHe TIPOTrPaMMBblI.

® [Ipu Ha)kaTMX Ha MajleHbKUI TPeyroJbHUK cIipaBa oT 3Hauka Ce3aars Oyzer
TIOKa3aH CITUCOK THIIOB CO3/IaBaeMbIX JOKYMEHTOB, TaKMM 00pa3oM, MOKHO
co37iaTh U3 OTKpBITOro JokyMeHTa AText HOBbIM 10KyMeHT ACell.

1.4  OTKpbITHe CYLLECTBYIOLUX JOKYMEHTOB

OTKpBITB CYIIeCTBYIOIIME JOKYMEHThI MOYKHO CJ/IeIYIOIIUMH CTII0Co0aMu:

® EC/ii HeT OTKPBITHIX [JOKYMEHTOB, HA)KMUTe Ha 3HauOK OTKpPLITH (pailn Ha
CTapTOBOM 3KpaHe U BbIOepUTe U3 CIUCKA AOCTYITHBIX JOKYMEHTOB.

® HaxMuTe Ma/lleHbKUM TPeyrojbHUK CrpaBa OT 3Hauka OTKPBITH L ~Ha
BK/Ia/ike Da/1 1 BbIOEPUTE M3 CITUCKA MOC/IeHUX OTKPBITHIX JOKYMEHTOB.

® Vcnonb3yiiTe MyHKT r7aBHOrO MeHI0 Paiii > OTKPBITh.

® [llenkHuTe 3HauoK OTKPBITH Ha BKIaJke a1 WIM Ha CTaHAapTHOU
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TlaHeJTH, eC/Ti KaKou-11Mbo JOKYMEeHT y>Ke OTKPBbIT.
® Haxxmure couetanue kiapuiil Ctrl + O Ha KnaBuartype.

B KaXJOM U3 OIMMCAHHBIX CIIOCOOOB OTKPOETCS OKHO BbiOOpa (haiisos.
[MepeliuTe B HY)KHBIM Karasor, BbibepuTe TpeOyembiii (aili U HaKMUTe KHOIIKY
OtkpobITh. Ecmu KakoW-mubo J0KymeHT yke OTKpeIT B AlterOffice, To BTOpOI
JIOKyMeHT OTKPOeTCSl B HOBOM OKHe. B fuanore oTKpbITHSI (DaiijIoB MOXKHO COKPaTUTh
CTIIMCOK OTOOpa)kaeMbIX (haiinioB, 3a/jaB THM (paciivpeHre) He0OXOIUMBIX BaM (haiiyioB.
Hanpumep, eciiu ykasathb THIT (hatina TeKCTOBBINM JOKYMEHT, TO B OKHe OyyT ToKa3aHbI
TObKO AoKymeHThl AText (Bk/touast ¢aiiabl ¢ pacmmpenueM .odt, .doc, .txt); ecnu
yKa3aTh DJIEKTPOHHbIe TabJHIIbI, TO BbI yBUAUTe (haiisibl C pacimpeHusMuy .ods, .xIs u
Jpyrue ¢aiinel, oTKpbiBaemble B ACell.

Takke MOXHO OTKPBITb CYIIEeCTBYIOIIUM JOKYMEHT B QopMaTe, KOTOpPBIM
nogaepxuBaet AlterOffice, HaxkaB siBa pa3a Ha aii1 Ha pabouem CTOe WK B OKHE
¢datinoBoro MeHe/pkepa. bByjer 3amylleH COOTBeTCTBYIOIMM dopMmaTy (aiiia
komrioHeHT AlterOffice.

1.5 CoxpaHeHne AOKYMEHTOB

CoXpaHSATh IOKYMEHThI MOYKHO OJJHUM U3 CJIeZYIOIINX CIIOCOOOB:

* Vcnonb3ys KomaHzy CoxpaHMTh (Hakvmure Ha Knasuatype Ctrl + S um
HCTONb3yiiTe MyHKT MeHio Paiin > CoOXpaHMTL WM HaKMUTe Ha 3HAUYOK
j—Y
lo] . Ha BKIajgke @aii), ec1u coxpaHseTe JOKYMEHT C ero TeKyIUM

¥IMeHeM U MeCTOPACIO/I0KeHHeM.

Komanza CoxpaHuth mepe3anuiieT MOCAeIHUM COXPaHeHHbIM BapUaHT
JIoKyMeHTa. Ec/u TOKyMeHT COXpaHsieTCsl BIiepBble, TO Oy/JeT BbiBeZileHO AUaJoroBoe
OKHO COXpaHeHUs JOKYMeHTa, B KOTOPOM MO>KHO OyZieT BbIOpaTh Ha3BaHue, opMaT U
MeCTOI0/I0KeHUe JOKYMeHTa.

® Vcronb3yst KomaHy CoxpaHMTh Kak... (HakmMuTe Ha KnaBuatype Ctrl +
Shift + S wiu ucnonb3yiite MyHKT MeHto Dain > CoxpaHUTh KaK...) eC/TU
XOTHUTe CO3/laTh HOBBIN JOKYMEHT U3 TeKYL[ero Wik MU3MeHUTb uMs (Qaiina u/
unu ¢opmar ¢aiina, Ui COXpaHUTh Qaiis B IpyroM Mecre.

Korzia OTKpBIT Manor coxpaHeHus], BBeAuTe UMs (haiina, BIOEpUTe KeslaeMblit
dopmat (aiisia, BHIOEpUTE HY>KHBIN KaTanor (ecid HeoOX0AUMO), U HAXKMHUTE KHOIIKY
CoxpaHuTh.

1.6 3awwuTa naponem

YroObl OrpaHUYWTH UUCJIO JFOfleH, KOTOpble MOTYT OTKpDbIBAaTb W UUTATh
JIOKYMEHT WM OTKpbIBaThb M PeJaKTUPOBATh JOKYMEHT, HY)KHO MCII0/Ib30BaTh 3alliUTY
JIOKyMeHTa raposieM. [11s1 3T0ro:
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1. B guanoroBom okHe CoXpaHUTBh
napoJiemM

KaK... BbiOepuTe oriuio CoXpaHUTh C

"] CoxpaHeHme X
T ‘ » 3TOT KOMMbOTER » 3arpysku v O Mowck B2 3arpyzxm
YnopsgounTs Hosan nanka EERR (7]
&3 ran Jara u:nleﬂémm Tun Pasmep
3t Beictpeiii goctyn
B Pabounii cTo HeT 3nemenTos, yA0BNETEOPAMOLLNX YCIOBMAM NONCKA.
‘ 3arpyskm
|| Aokymentel
&) Vsobpaxenn
@, OneDrive - Persor
[ 3ror comnerotep
& Buneo
=] Dekymentel
; 3arpyzkn
&) VsoBpaenna
Konn. Montan Y
Wma daiina: ‘ Bes umenn 1 T
Tun daina:  Wabnon Word 97-2003 2,
[ Aetomarnueckee
pacwmperne
CoxpamiTs ¢
naponem
[]3awndposars
kntouom GPG
WzmeHerne HacTpoek
$uneTpa
# CKpbITe Nanku Omwmena
Juanoz coxpaHeHuss OOKymeHma
2. Haxwmure kHOnky CoxpaHMTb, OTKpPOeTCs [UajJoroBoe OKHO 3ajarh

1apoJib.

3a4aTk Napob

Mapoas gaa wmppoeanna dainaa
EeeanTe napos 48 0TKpbITHA

MNoaTeepawWTe Napoe

I'Ipmmeanme. Macne WCTAHOEBKW Mapona OTKPEITE 4 OKYMEHT MOXHO
TOABKD C &rd NOMOLLEHD, |_|pl-1 ¥Tepe Napond BOCCTAHOBWTE AOKYREHT
HEBO3MOXHO, 3T0T napone PErMCTOO33EMCHM,

apameTpel;

Mapoab g.1A COBMECTHOIO MCNOAB30BaHWA darna
OTEPBITE TONEKD 418 HTEHMA
BEeguTe Napons ANA pedakTHPOEAHMA
™
MogTeEpgMTE Napone
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1.7

Juanoe 3adamb naponb

3. B pa3zene ITapons ansa mmdpoBanus ¢aiiia BBeJuTe Mapoib Ha OTKPhITHE
JIOKyMeHTa Y TIOBTOPUTeE TIapoJib [/ TIOATBEPIKIEHUS.

4. [Ins yCTaHOBKM Tapojisi Ha peJaKTUpPOBaHHUS (ailla HaKMHUTe KHOIIKY
«[TapameTpel». B pa3sgene Ilaposb Ajisi COBMECTHOTO MCIIO/Ib30BaHus ¢aiiia
yCTaHOBUTE Tanouky «OTKpBITb TOMBKO [Ji1 UTeHUs» MW BBeJWTe TMapojb Ha
peJlakTUpOBaHUe JOKyMeHTa, HiKe TTIOBTOPUTE Maposib A1l IOATBep K eHUsI.

5. Haxxmure kHOnKy OK f/151 3aKphITHSA fyiasiora.

Ec/v maposi COBIafiaroT, TO JOKYMEHT COXPAHUTCS C 3alUTOM maposieM. Eciu
1apo/Id He COBIAJAIOT, TO Ha 9KpaHe OyZeT MOoKa3aHO COOTBETCTBYIOIee COOOIeHHe
00 ommoKe.

B cnyuae, ecni Heo6X0UMO cJiefiaTh JOKYMEHT, JOCTYIHBIM K IIPOCMOTPY, HO
C 3alMTON OT pefaKTUPOBaHUS, HY)KHO COXPaHUTh JOKYMEHT C IIyCThIM IapojieM Ha
OTKPBITHe, 3a/]aB TIPU 3TOM IapoJb J/151 peJjakTUPOBaHUSI.

Jnst Toro, utoObl TMOSBUANIACh BO3MOXKHOCTH DPeJAKTUPOBAHUS JOKYMEHTa, y
KOTOpOT'0 CTOMT TapoJib Ha peJJakTUPOBaHue, HeoOxoaumMo B MeHto IIpaBKa Ha)kaTh Ha
PepaktupoBanue. [1osBUTCS 1ManoroBoe OKHO, B KOTOPOe HY’KHO BBECTH MapoJib JJIsi
penakTUpoBaHust. [Tocsie 3TOro Bce (DyHKIMM CHOBA OYAyT JOCTYITHBL.

IIpedynpesicoerue: AlterOffice  ucnonb3yem oueHb CmMOUKUlU MeXaHu3m
wugposaHus, umo deaaem nNpakmMuuecku HEB03MONMCHbIM 80CCMAHOB/AeHUE OAHHbIX U3
O0OKyMeHma 8 c/yuae, ecau 8bl 3abbLiu naposb!

Cmena napoJs

Ecmu JOKyMeHT 3allyilieH TapoJieM, TO U3MeHUTh Iapojib MO)XHO TOJIbKO B
OTKpBITOM JOoKyMeHTe. OTKpoiiTe meHio daitn > CpoiictBa > OOIue U HaXMUTE
KHOTIKY FI3MeHUTH mapoJyib. OTKpOeTCs iMaioroBoe OKHO 3a/iaTh MapoJ/ib, B KOTOPOM
BbI CMOYKeTe BBECTU HOBBIM TTapO/ib.

CHaATHE 3alIIMTHI ITapoJ/ieM

UTtoObl CHATH MMaposiib C [JJOKyMeHTa, HeoOXOAWMO TepecoXpaHUThL ero,
BOCIIO/Tb30BaBIIMCh MeHI0 ®aiin > CoxpaHHTh Kak U yOpaB rajiouky HarpOTHB
oy CoXpaHUTb C MapoJieM.

ABTOCOXpaHeHMe AOKYMEHTOB

AlterOffice MoxxeT coxpaHsTh (ailyibl aBTOMaTHUeCKUA. JTa (QYHKLUS SBSETCS
yacTel0 (YHKLMM aBTOBOCCTaHOBeHUs AoKyMeHTOB AlterOffice. ABTromatnueckoe
CcoxXpaHeHHWe  Tiepe3aruchbiBaeT MoC/efiHee COXpaHeHHOe cocTosiHue daiina. UTobObl
yCTaHOBUTb aBTOMaTHuecKoe coxpaHeHre (aiios:
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1. Ortkpoiite B rnaBHOM MeHi0 CepBuc > Ilapamerpbl > 3arpy3ka/
coxpaHenue > O01Me;

2. Y onuuu ABTOCOXpaHeHHe KaKAble yCTaHOBHUTe BPeMEHHOW WHTepBal B
MUHYTax;

3. Haxxmute OK, uTOOBI IPUMEHNUTH U3MEHEHHUsI.
ABTocoxpaHeHue ¢aiiyioB 00sbioro pasmepa B ALT Linux

Bo Bpems aBTocoxpaHeHusi (aiinioB Oombioro pa3mepa B ALT Linux u3-3a
vcrnonb3oBaHusi QaitoBoit cuctembl TmpFs (https://www.altlinux.org/Tmpfs) moryt
BO3HUKHYTb MP0O/IeMbI CO CTabUIBHOCTBIO PAbOTHI TIPUIOXKeHUsl. Pa3mep AWpeKTOpUr
c BpeMeHHbIMH Gaittamu (TMP) 3aBUCHT OT 0oObemMa OMepaTUBHOM MMaMsITU Ha
KOMITbIOTepe M OOBIUHO COCTaB/IsieT TIOJIOBUHY OT yCTaHOBJieHHOro oobema O3Y. Ipu
coxpaHeHuH (haiina 6ombioro pasmepa B narke TMP MoryT co3ziaBaTbCsi BpeMeHHbIe
¢aitiel 06beMOM TpeBOCXOASALMM pa3Mep pasfena TmpFs. Eciu Habmropaercst
1MoIo0HOe, TO pacrojioyKeHHe TManku "BpemeHHble (aiibl" MOMKHO H3MEHUTH B:
Cepsuc > I[Tapametpsbi > AlterOffice > ITyTu.

C nomotnpsio KomaH el df B TepMyHaie MOXKHO yYBH/IETh 3aHSITOE W CBOOOZHOE
MPOCTPAaHCTBO Ha JUCKaX.

1.8 lepeumeHoBaHue n yaaneHue cannos

[TeperiMeHOBBIBaTh WM YJANATh (Daiisibl C XKECTKOrO JUCKAa MOXKHO B /iMajorax
OTKpbITHsi/coxpaHeHust ¢aioB AlterOffice, TouHo Tak e, Kak B (aiiioBoM
MeHemkepe. Boibepute daiil M1 HOXXMUTE Ha HETO MPABON KHOIKOM MBIIIH, OTKPOETCS
KOHTEKCTHOe MeHI. Bpibepute Ypganuth iy IleperMeHoBaTh B 3aBUCUMOCTH OT
MOTpeOHOCTH.

1.9 [OwnanoroBble oKHa «OTKPbITb» N «COXPaHUTb KakK...»

Mo>kHO BBIOpaTh, KaKue AUa/IOTh OTKPLITHS/COXpaHeHus (haiiioB UCIT0/Ib30BaTh:
Te, KoTopble ecTb B camoM AlterOffice, wiu cTaHgapTHble [AWanoru Bailiei
orepaljMoHHOM cucTteMbl. [ljis WCIO/Ib30BaHMS [MAJIOTOB OTKPBITUSI/COXpaHeHUs
¢atinos, BcrpoeHHbIx B AlterOffice, otkpoiite meHio CepBuc > Ilapamerpbr >
AlterOffice > OO6mmue u mocraBbTe (uiakok Ha oriuyd Hcnosb30BaTh JUAIOTH
AlterOffice. /s ucnonb30BaHUs CTaHJaPTHBIX JUATIOT0B CUCTeMbl — CHUMUTE JaHHbBIN
(haXKoK.

B AlterOffice Bepcun 3.3.0.1 10 yMOIYaHUIO WCIIO/B3YIOTCS [JUAIOTU
oTkphITusi/coxpaHeHus AlterOffice.

Haunnas c AlterOffice Bepcun 3.3.0.4 10 yMOIYaHUIO WCIIOJ/IB3YIOTCS
CTaH/lapTHbIE AUAJIOTH OTKPBITHS/COXpaHeHUs Balllel oriepaljuOHHON CUCTEeMBI.
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CoxpaHuTs Kak *

. ] v| | Cepeeper. | |2 ~|| 5

MecTa Kran Tun |Pasmep |,ﬂ,aTa H3ME

F® Maow A 0KyMEHT

£ >

® =]

Wma daiina: | bes nmenn 1 %

OtreHnTE

[ Coxparus c naponem ABTOMATHYECKOE PACLLMPEHNE
Cnpaeka
[ zaumdposats krouom GPG

WMameHeHwe HacTpoex GuneTpa

CmaHoapmHbili duanoz coxpaHeHus ¢atinoe AlterOffice

B mipaBoM BepxHeM YTy CTaH/JapTHOTO AKa0roBoro okHa OTKpbITh/COXPaHUTh
AlterOffice HaxoaSTCS 3HAUKH:

* TToakTHOUYUTHCA K cepBepy. [laHHas (yHKIMS MO3BOJISIET MOAKIIOUUATHCS K
y/la7leHHOMY cepBepy. Bbl Mo)keTe TMOJAK/IIOUMTLCSI K CETeBOM Marike, uyToObI
COXPAHUTb WU OTKPBITh (aiisl, KOTOPbIA HAXOAUTCS Ha APYTrOM KOMIbIOTEpE.

¢ [lepeiiTu Ha ypoBeHb BbIme. OMIiUs TI03BOJISET MEePeXOAUTh Ha YPOBeHb
BbIllle B Mepapxyu ¢aiinoBoii cucrteMbl. Ha)kMuTe Ha CTpesioyKy CripaBa Ha
5TOM 3HaukKe [i/Ii TIOSIBJIeHWsI BBIMAJAION[ero CIKMCKa BCeX  BbIIlIe
PacIionoXKeHHbIX B MepapXuu (10 OTHOLIEHHUIO K TEeKYIlleMy) KaTa/IoroB.

® Co3parb manky. /laHHas (PyHKLUS [03BOJISIET CO3/,aBaTh HOBYHO Marky B
TeKyll|eM KaTasiore.

JlobaB/ieHHe KaTasora B MecTa.

B puanoroBom okHe OTtkpeiTusi/CoxpaHenusi AlterOffice ectb B03MOXKHOCTh
J100aBJISITh YaCTO UCTIOIb3yeMble KaTasoru B Mecta /i/1st ObICTPOTo JOCTYTa K HUM.

Hns Toro, uroObl AOGABUTH KaTajor B rosie MecTa, nepeiijure B HYXXHYIO
nanky ¥ HaxvuTe + "Jlo6aBHTh TeKyiyo nmanky B Mecra". KHomka + HaxoguTcs
HIDKe TI0J1s1 ¢ M30paHHBIMM MecTamu. [I71 yaasieHusi Karaaora u3 Mect BbljesuTe C
nomotrpto JIKM nanky B rosie Mecta U HaxkmuTe - "'Y AauTh BBIOPaHHYH ManKy U3
Mect".
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110 Wcnonb3oBaHue HaBuratopa

B Haswurarope AlterOffice oToOpakaroTcsi 00BEKTBI, CO/ep)KaIluecss B
JIOKYMeHTe, pa30UThIe 10 KaTerOpHsIM.

Crpannua i 1 .
EFeoE b =~
=] & -
3aroncekK )
Tabugl
Bpeskn
Mzobpaxerna

Obwextor OLE
3aKnagku
Pazaenel
Minepccbummn

Ykazatenu

F.OMMEHTPHI

PurvHic

Bes umenn 1 (BKTHBHBIA) e

Haguzamop e AText

YToObI OTKPLITH HAaBUraTOp, HA)KMHUTe Ha 3HauoK HaBurarop (S BKJ/IaJiKe
I'maBHoe nnm HaxmuTe KiaaBuily F5 Ha KjaBuaType, WM OTKpouTe MeHO Bup >
HaBurartop. HaBuratop MOXXHO 3aKpemnuTh y JO00W W3 CTOPOH TJIaBHOTO OKHA
NpOrpamMMbl WM OCTaBUTh ero IjaBarolum. Haxkmure Ha Mapkep (+ WM TPeyro/IbHUK)
pszioM c /000 KaTeroprei, uTobbl 0TOOPa3UTh CIIMCOK 0OBEKTOB B 3TOH KaTerOPUH.

HaBI/IFaTOp npeaocCTaB/isieT HECKOJIBKO y,qO6HbIX crioco6oB nepemeigeHns I10
AOKYMEHTY M [TOMCKA 3/IEMEHTOB B HEM:

® Ecsiu B KaTeropvu ectb 00BeKTHI, ABaXK/IbI HA)KMUTE JIeBOW KHOTIKOM MBILLIH T10
00BbeKTy /151 Tlepexo/ia K HeMy B JJOKyMeHTe.

® OOBEKTHI JIerue UCKaTh, €CIM UM TIPUCBauBaTh MPHU CO3[jaHUU y3HaBaeMble
MMeHa, a He HCII0/Ib30BaTh cTaHzapTHbie nMeHa AlterOffice tuma Jlucrl,
Tabmviial, PucyHokl u Tomy mosoOHbie. CTaHZAPTHOE WMSI MOXKET He
COOTBETCTBOBAThH (DaKTUUECKOMY TOJIOXKEHUI0 00beKTa B JOKYMEeHTe.
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1.11

Hasurarop B kommoHeHTax AlterOffice umeeT pasHbiii Habop (yHkumid. O6
3TUX (YHKLUSIX paccKa3blBaeTCsl fiasiee B COOTBETCTBYHOIIMX TeMaX, IMOCBSILIEHHBIX
komrioHeHTaM AlterOffice. Tak B AText oH oToOpa)kaeT 3aroyioBKu (CZie/laHHbIE C
niomoripto Cruneit), Tabmuipi, Bpe3ku, KommenTapuu, M3o06pakeHus, 3akniajku U
VHbBIe 3/IeMeHThI, KaK roka3aHo Ha pucyHke. B ACell on otobpakaeT JIuctbl, Ha3Banus
JTiarna3oHoB, [Tuamna30Hbl 0a3bl JaHHBIX, M300pakenus, ['paduueckrie 00beKTHI U UHBIE
snemeHThl. B AConcept noka3biBatotcst Craiiel, M1300paXkeHus U Apyrye 3/1eMeHTHI.

OTmeHa 1 Bo3BpaT U3SMEeHEeHUHn

YToOBl OTMEHUTL CaMoe nocmnegHee M3MeEHEHHE B [JOKYMEHTeE HCHOHB3YﬁTE

coueranue knasuul Ctrl+Z vy HaxkmuTe Ha 3HaUOK OTMEHHUTH = Ha BK/1aJKe Dau
WA WCIIO/b3ylTe NyHKT rnaBHoro MeHio IIpaBka > OtMeHuTb. Haxkmure Ha
MajleHbKUM TPeYyroJbHUK CrhpaBa OT 3Hauka OTMeHUTH, TOSBUTCS CIIMCOK BCeX
M3MeHeHU, KOTOpble MOXXHO OTMeHWUTb. MOXKHO BbIOpaTb HECKOJIbKO TOCeJHUX
V3MeHeHWH U OTMEeHUTb UX BCe OJJHOBPEMEHHO.

[ | =y Praiin ': v & Taiin
o AefcTENA 4R oTMeHE: T v | JedcTEMA A noeTopa: 3

Hosrii ab3ay

ABTO3aMEHA

Beog: «TeKCTOBBIAS

Beop: «TekcToBbIAS
ABTo3amMeHa

Beog: = =

Beog: = = Beog: «pegaktops
Beog: «31o™ Hoewli abzay,
MprmennTE aTpruByTel

¥ 1aMMTh «'n

¥pamTe «n» W

Ommena u eo3gpauwjeHue u3MeHeHull

[Tocsie oTMeHBI M3MeHEHWH MO)KHO BePHYTb OTMeHeHHble M3MeHeHUs. UTOObI
BEePHYTb WU3MeHeHUsl UCIoJb3yiiTe coueTaHue Kiauil Ctrl + Y wid HaxmMuTe Ha

= .
3HauOK BepHYTh ~— , UM UCTIO/B3YyWTe MyHKT r1aBHOTO MeHio IlpaBka > BepHyThb.

HaxxmuTe Ha MajeHbKHI TpPEYro/IbHUK CIripaBa OT 3Hauka, YTOOBI TMOTYYMUTH
CTIMCOK W3MeHeHWH, KOTOpble MOryT ObITb BOCCTaHOB/eHbL. UTOObI U3MeHHTh
KOJIMYeCTBO M3MEHEHWM JOCTYITHBIX /il OTMeHbI, OTKpOWTe B rylaBHOM MeHI0 CepBHC
> ITapametpsl > AlterOffice > IlamATb.

1.12 OTcnexunBaHue N3MeHeHUuM

B AlterOffice ecTb dhyHKIMSI OTC/IEKUBAHUS U3MEeHEeHU B IOKYMeHTe, KOTopast
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T103BOJISIeT OTCJIe)KUBATh [PaBKU, BHECEHHBIE B JOKYMEHT pa3HbIMU aBTOpPaMH,
TIPUHUMATD UM OTKIOHATH UX. [I/is akTUBalMy GyHKI[UU B T/TABHOM MEHIO Ha)KMUTe
IIpaBka > OTC/1e)XuBaTh U3MeHeHHUs > 3anucbIBaTh. [1oc/ie BKIOUeHYs 3TOM OMLIUU
paszien C U3MeHeHUsIMU BbIJIe/IIeT s, yAa/leHHs [IOMevaroTCs 3auepKUBaHueM, a
JIOTIO/THEHUS TIofUepKHBaHUeM. Bbl MokeTe CKpBITh 0TOOpakeHHe u3MeHeHuii: IlpaBka

> OTcnexxuBaTh n3MeHeHHs > [loka3arh.

11 nepexoza OT OAHOTO OTC/IEXXKUBAEMOI'0 U3MEHEHHs K Mpe/IbIAYIIEMY,
HaxxmuTe IIpaBka > OTcnexuBarb usMeHeHus > [Ipeabigyiee, a K ceAyoleMy

IIpaBka > OTcinexuBaTb u3MeHeHus > Ciepyrongee.

Bribepute IIpuHATH, uTOOBI 0/100pUTH TEKyIlee u3MeHeHre, [IpUHATD U K
c1eyromemMy, uToObl 000pUTH TeKylllee U3MeHeHre U TIepelTH K CIeAyIoImeMy

HN3MEeHEHMUIO. HpI/IHHTB BCe, YTOOBI MNPUHATHL BCeé N3MEHEHM.

Bribepute OTK/IOHUTB, UTOOBI OTKJIOHUTD TeKyllee n3MeHeHre, OTKIOHUTD U
K C/1efyomemMy, yToObl OTK/IOHUTh TeKylljee U3MeHeHHe U MepeiTy K Clie/[yIolieMy

n3MeHeHU0. OTK/I0HUTh BCe, YTOOBI OTK/IOHUTh BCE U3MEHEHUSI.

BbI Takke Mo)keTe 00aBUTh KOMMeHTapUii K M3MeHeHHU0, BbIOPAaB OIMLHI0

KomMmmeHTapui.

B AlterOffice ecTb BO3MO>KHOCTh OTC/IE)KUBATh U3MEHEHHUS, JaXKe eCJTH COaBTOP
He UCIT0JTb30Bas 3Ty PyHKIHI0. UTOOBI CPAaBHUTH /IBe BEPCHU JOKYMEHTOB, HAKMUTE
IIpaBka > OTciexxuBaTb U3MeHeHUs > CpaBHUTH A0KYMEHTbI. Takoe CpaBHeHUe

TI03BOJISET:
® 00beVHATH /IBa IOKYMeHTa B OZIMH (haiis;
® BLISIBUTH U3MEHeHUs;

® [IPUHATH UIH OTK/IOHUTH KK 0€ pacxoXXJeHue.

[Tpumep cpaBHeHUs JOKYMEHTOB Ipe/ICTaBJIeH B I'. « TeKCTOBBIM MPOLIeCCcop

AText», n.« CpaBHeHUe JOKYMEHTOB».
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Dain ﬂEaEKa Bua Beraeka  @opmar  Czwaw TaGmmuya  Popma Cepewc Okno Cnpaeka
D [B ) OTmenwTe: YaaneHwe «Aaaaaaaa..azazaaar Ctrl+Z Brraska PazmeTka Ceblnkn
So & Beprym : .
0 To: Baoa t i ation Serif “112mr || A A Be | =
N U o se X, X | AB L, A —=
H 3 Bupesars Ctrl+X K 4~ y T VoY
. | @—5 Kenupoeate Ctrl+C
~ -D Bcraeute Chrl+V
ﬁ -B Berasute kak M 32 33 ,ﬂq LL” <q' o F C =</
L Belgents Bcé Ctrl+ A g Teoco i,
VI Pexnm emiGopa
Brigenute Tekct
) Haiitw Cirl+F
@' Haiiti 1 3amMeEHNTE... Ctrl+H
MepeTn K cTpaHULE. . Ctrl+ G |
a OTCnEkWBaTE M3MEHEHWA E}- JanuceiEaTe %
[ KopmerTapuii [E] Dokasats
[unepccbinka @ Ynpaeneuue...
CH Ceouma [? MNpeapayues
[} Creayrowee
C EHELLHKME $ainkL. -l-j Mpurars
: -\.'H
L3 TMpuHATE W K CREgyoLLEMy
=
= MAktmedas 6333 JaHHBK.. =
i J‘j MpuHate Bce
I CeoBoamsiii kypeop N OmknonnTs
Pea aHNE i X0
o L[4 OTKIOHWTE M K CRERYHOLLENY
;é_hl OTKNOHWTE BECE
@ KommenTapui...
3aLMTHTE...
CpaBHMTE LOKYMEHT...

OBbegMHITE NCNPABNEHNA..,

UYToObl U3MEHUTH LIBET 0TOOpakeHus1 u3MeHeHuH, nepeiiaute B CepBUC >

ITapametpsi > AlterOffice AText > Vi3MeHeHuUs.

1.13 3akpbiTMe AOKYyMeHTa

[lns 3aKpeITHSL JOKyMEHTa, MepeiiuTe B IJIaBHOM MeHIO B @au1 > 3akpbITh
i OKHO > 3aKpbITb 0KHO. BbI Tak)ke MO)KeTe 3aKpbITh JOKYMEHT Ha)kaB Ha KPeCTUK
B 3ar0JI0BKe OKHa Iporpammbl. KpecTUK MOyKeT pacriojiaraTtbCs Kak CripaBa, Tak U cjieBa
OT 3arojioBKa OKHa NpOrpamMMbl B 3aBUCMMOCTU OT HacTpoeK Bareil omneparjioHHOR
cuctembl. Korzla octaHeTcsl TONMBKO OJMH OTKPBITBIM [JOKYMEHT, KPECTHUK IOSIBUTCS B
CTPOKe IJIaBHOTO MeHI0. Ec/i oKyMeHT He ObUT COXpaHeH T10C/ie BHECEHHUS TTOCIeJHUX
n3MeHeHUH, OyzeT rMokas3aHo cooOIleHHe C TIpejIo’KeHHeM COXPaHUTb H3MeHeHMs.
Bribepurte, crefyeT 1 COXpaHUTh WM OTKAa3aTbCsl OT U3MEeHeHH.

IIpedynpedicOeHue: He coxpaHeHue OOKymMeHma modicem npueecmu K nomepe
NnocneoOHUX usMeHeHull uau oaxce gce2o ¢patina.
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enc  Owno | Cnpaska

aBKa | Q Hoeoe okHo pos
‘ " 33KpLITE OKHO Ctrl+\W
xpal

JH
£ E"l ®  Bes umenn 1 - AlterOffice AText

OTKpBITE Y4ANEHHD T —

MeHIO, 3dKpblearujee aOKyMEHm

1.14 3akpbitne AlterOffice

YroObl TI0/THOCTHIO 3aKphITh AlterOffice, BoibepuTe B r/1aBHOM MeHio dDain >

Bt u3 AlterOffice.

Ecnv mocnefHuii OTKPBITBIA [JOKYMEHT 3aKpbiTb Ha)kaTMeM Ha KpecTUK B

3aroJioBKe okHa rnporpammebl, To AlterOffice 3akpoeTcsi MOTHOCTEIO.

Takske MOXKHO MCITOMB30BaTh coueTanua Kiaasuil — Ctrl + Q.

Ecmu kakue-mi6o AOKYMEHTBI He ObLTH COXpaHeHbI C MOMEHTa MOoC/ieJHero
H3MEeHeHMsd, TO 6y,[[€T I10Kd3aHO COO6H.[€HI/IE C rpeajio>keHneM COXPdHHUTb M3MEHEHMs.

Bribepurte, crieyeT 1 COXpaHUTh WM OTKAa3aTbCsl OT N3MEHeHHH.

1.15 Pab6oTta ¢ meTagaHHbIMU

st paboThI ¢ MeTajaHHBIMU (DaiiIOB B 0PUCHOM pe/laKTOpe TIPUCYTCTBYET

IMYHKT MEHIO CBOﬁCTBa, pacnonomeHHbe/i BO BCTIOMOraTe/IbHOM MEHIO peadKTOpd (Ha

pucyHke ripumep B ACell).

ITocne dKTHUBAlIUN JAHHOT'O MEHIO IMOJIb30BATE/II0 CTAHOBATCA JOCTYITHBI
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MeTaJlaHHbIe ¢atina.

Ceoitcrea =TecToBwil AoKyMeHT= X
OBwwe | Onucanme Ceodictea noassosarens bezonackocts Wpndt Cratuemka

A g TecToBbid 4OKyMEHT.OdS MamenuTe Nnapois
Tan: Inextpounan Tabnuua OpenDocument
Pacnonoxenne: G:
Paamep: 10 K6 (10 112 Bair)
Cozgam: 05,
Wamenidn: lI]IS-.-
Wabnom:

Lpdpoean noankce: Lsdpoere noanuow...
Haneqaras:

Bpema peaakrwposanna: 00:13:46
Penakumn: 3
Dp“ MEHHTL AdHHLIE NONLZ0BATENA

bpocHTs
chpanwn: ICKN3 B AOKYMEHTE L6po

Cnpaexa Boocravosums OTMEeHUTE

Ha Bkiasikax Onucanue v CBoiicTBA 10/1b30BaTesIsi MOTYT ObITh 3a/laHbl
rapameTphbl.

Ceodictea «TecTOBBIR AOKYMEHTs X

Obwwme Onwcanwe Ceolictea nonszosarenn besonaciocrs Wpndt Cratucivka
3arnaeue:  TeCTOBWIA AOKYMEHT
Tema: Tecr MeTagaHHbIX
Kmouessle cnopa: | meTaganHeie

KOMMEHTADWMA: JokymenT 408 JEMOHCTPALKM BO3MOMHOCTER No paﬁore € METALAHHEIMKA

Cnpaexa Boccranoeurs OTmeHuTs
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Cecicrea «TecToBLIA LOKyMeEHT>

Ofiwpe Onucaume CeoicTea nonslosatens boaonacHocTs LWpKdT CratucTika
Mima Tun IHaueHne

— | Brageneu = | Tewcr ~ | TecroBwi nonszoBatens ﬁ

| |~ || Tewer ¥ EF
Mposepex ~

Knwewt

ﬂ'u'j Ta .!EIHH'F] LWEHNA

Oraen

Mecto HazHaweHuA

Pazmelexmne

MNoapazaenenue

Homep aokymenta

Penaxrop

3N, novTa

Nepeaapecosan

lpynna

WHbopmauws

Azeix

AB, A Jobagwrte ceoficte
Tema NHceMa

Otpc
¢ Boccranoeuts OTMEHNTE
Bnagenew e s

Npoekt

Mybaukarop

Haznauenue

Momyuex or

JanwcaH

Jata zanacw

Cernka hd

ITocsnie nobaBnieHyst CBOWCTB datina, He0OX0AUMO MTPOU3BECTH COXpaHeHHe
BBITIOJTHEHHBIX MU3MEeHeHUH.

1.16 3kcnopt B PDF

[ns skcnopra ¢aiina B PDF Hy>kHO:
1. OTKpbITE MeHI0 Paii
2. Bribpath (hyHKI[HI0O IKCIOPT B

3. Haxats KHONKY Jkcnopt B PDF...

JAuana3oH

* Bce

BKCHOPT BCeX OIipeie/IEHHBIX [AJid MedaTu JUalla30HOB. Ecnu He ornpenejeHo HU
OJHOr'0 Axvarid30Ha A/id redaTty, SKCIIOPTUPYeTCA BeCb JOKYMEHT.
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¢ CTpaHUIbI
OKCIOPTHPYeT CTPaHUL{bl, KOTOPbIe Bbl BBOJUTE B MOJIE.

YTo0ObI 3KCTIOPTUPOBATh AUATIa30H CTPAHUIL], UCITO/b3yiTe dhopMar "3-6". UToObI
9KCIMOPTUPOBATh OT/e/IbHble CTPaHULbl, UCIOb3YWTe hopmar "7, 9, 11". I1pu >kenaHuu
MO>KHO 3KCTIOPTUPOBaTh KOMOWHAIIWIO IMAria30HOB M OT/Ie/IbHBIX CTPAHMUL], HallpuMep,
"3-6, 8, 10, 12".

* Brije/1eHHoe
OKCTMOPTUPYETCS TeKyIlee BbiZiesieHHe.
N300paxkenus

3agaét mapameTpsl 3kcniopta PDF 117151 M300pa)keHuH, Co/ieprKalluxcs B
JIOKyMeHTe.

® Cxarue 0e3 nmorepn
Bribupaet cxkaTtre n3o6pakeHuii 6e3 motepb. COXpaHsIOTCS BCe TTUKCEITH.
¢ Cxatue JPEG KauecTBoO

Bri6op cxkatusi JPEG ayist n306pakeHuid. BLIOOP BBICOKOTO YPOBHS KauecCTBa:
COXPAaHSIIOTCS MOUTH BCe NMUKcenn. [Ipy HU3KOM ypOBHe KauecTBa HEKOTOPbIe MUKCeIn
TepPSIFOTCS, U TIOSIB/ISIFOTCS apTedaKThl, OHAKO pa3Mep (aiisia yMeHbIIaeTcsl.

* PaspelieHue U300pakeHUs

Bri6upatiTe pa3mep n306pakeHUs C MEHBIIIMM KOJTMUECTBOM TTMKCe/el Ha
JTFOTIM.

BribepuTe KoHeuHOe pa3peliieHue it U300parkeHHi.
O6mue

3amaéT obmmue mapametpsl 9kcriopta PDF.

* T'ubpugusiii PDF (BHegpuTh (aiin ODF)

OTOT napaMeTp MO3BOJIsIeT SKCIIOPTUPOBATh JOKYMEHT B BUJe (aiina .pdf,
coiepskattiero gaiinisl 1Byx hopmatoB: PDF 1 ODF. B cpeactBax ripocMotpa PDF oH
BezieT cebst Kak 00bIuHbBIN (aiia .pdf 1 ocTaeTcst MOTHOCTBIO peaKTUPYEMbIM B
AlterOffice.
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¢ ApxuBHbii (PDF/A, ISO 19005)

[Tpeo6pa3zoBanue B popmat PDF/A-1b, PDF/A-2b u PDF/A-3b.

® YHuBepcanbHas aAocrynHocts (PDF/UA)

Co3pmaét PDF-catin, cooTBeTcTBYMOLMI TpeboBaHusM crieludukaiuy PDF/UA
(ISO 14289).

¢ CtpykrypupoBaHHbii PDF

CrpykrypupoBanHblii PDF cozep>xut MH(OpMaLiio 0 CTPYKType COAep>KUMOT0
JIOKyMeHTa. JTO MOKeT 0Ka3aThCsl y100HBIM IPU 0TOOpakKeHUH JOKyMeHTa Ha
YCTPOMCTBAX C JPYyTUMH 3KpaHaMH, a TakKe [P UCII0/Ib30BaHUM [IPOrPaMMHOI0O
obecrieueHust UTeHUs C FIKPaHa.

¢ Co3gatb ¢popmy PDF

Vcnonb3yetcs gyst co3panusi popmbl PDF. Ota dopma MokeT OBbITh 3aTio/iHeHa
u pacrieuataHa B ¢oopmare PDF.

* dopmar nepegaun
Bribepure dopmar otrnpasisieMbix opMm BHyTpH (aiiia PDF.

Bribepute opmar AaHHBIX, KOTOPbIE Bbl Oy/ieTe 1MoyydaTh OT OTTIPAaBUTEJIS:
FDF (Forms Data Format), PDF, HTML um XML.

ITtoT napametp nepeonpegensieT cBoructBo URL ssiemeHTa yripaBieHus,
YCTaHOBJIEHHOE B JIOKYMEHTe.

® Pa3pemiuTh OANMHAKOBbIe UMeHa ToJIel

[To3BosisieT MCroMb30BaTh OJAHO UMS /11 HECKOIBKUX TT0Jiel B co3iaHHoM PDF-
daiine. Eciv mapaMeTp OTK/IIOUEH, TO UMeHa 1oJiel OyAyT SKCIIOPTUPOBAHbI C
CO3/JaHHBIMU YHUKa/IbHbIMU UMEHaMHU.

CrTpykTypa

® JKCIOPT CTPYKTYPhI

@yHKIMA BHeIpeHus 3aK1af oK B PDF-10KyMeHT, KOTOpble COOTBETCTBYHOT
o0bekTaM CTPYKTYphl Viewer. Tak ke, Kak U TaHe/Ib CTPYKTYPhI CPeJICTBA TTPOCMOTPA,

3dK/IaZIKU MpeaHa3HaAU€eHbI AJid YIIPOLeHWA HaBUT'allU B JOKYMEHTaXx C O0JIBIIM
KOJINUeCTBOM 00LEKTOB BBIBO/Jd.

2024 2. OO0 "AJIMU MapmHep"©



28

® JKCHoOpT 3amo/IHUTe/1eH

BHezpenue mipudTOB UCTIONb3YeTCs [jis TapaHTUX coxpaHHOCTH Buza PDF-
JoKyMeHTa. [Ipy oTKase OT BHeJJpeHHs1 HEKOTOPbIe IIPU(THI, UCMIOIb3yeMbIe B
JIOKYMeHTe, MOT'YT OTCYTCTBOBATh MPU MPOCMOTPe (WK pacrieuaTke) JOKyMeHTa Ha
JIOKaJIbHOM KOMITBIOTEpE, a TIOZIMeHa JPyruMu mpudTamMy He Bcera odecrieurBaeT
rprieMsieMoe KauecTBO.

¢* KommenTapuu Kak anHotauuu PDF

Bribepure, uTOOBI 3KCIIOPTUPOBaTh KOMMEHTapUU K flokymeHTaM AText u
ACell B Buzie anHotauuii PDF.

¢ Bk/Il0YaTh aBTOMAT. BCTAaB/IEHHbIE MMyCThie CTPAHUIBI

[Tpu BeIOOpE 3TOM OML[MK IMPOUCXO/UT MeyaTh MyCThIX CTPAHML], BCTaBJIEHHBIX
aBTOMaTHUeCKH. DTO yA0OHO MpH BYXCTOPOHHeM revatu. [Ipe/rosioxum, 4To B
PYKOBO/ICTBE YCTaHOBJIEH TaKOW CTH/Ib ab3aria I/1aBbl, TP KOTOPOM IJIaBa BCera
HauMHaeTCsl C HeU8THOU cTpaHULIbl. Eciu rpeAbiAyIiias riiaBa 3akaHUYMBaeTCs Ha
HeuéTHOU cTtpaHulle, AlterOffice BcraBnsier yuéTHy0 mycTyto crpaHully. C roMoIIb0
JAHHOTO IapaMeTpa MOKHO yKa3aTb, CJIeZIyeT JIU BHIBOJJUTh Ha IeuaTh 3Ty YETHYIO
CTpaHMULy.

® Vicnionib3oBaTh ccbiouHbie XObject

OTOT MapaMmeTp B/UsieT Ha TO, Kak n3obpakenusi PDF skcriopTupyrorcsi o6paTHO
B PDF. Ec/iv 5TOT mapaMeTp OTKJ/IFOUEH, B BbIBOJ, BK/THOUAETCS TepBasi CTPAHUL|A JaHHbIX
PDF. Okcnopt PDF 00beuHSIET UCITO/Ib3yeMble W300pakeHus1, IIPUMTHI U IpyTHe
pecypchl BO BpeMs 3KCIIOpTa. JTO CJI0KHasl orepanjusi, HO pe3y/bTaT MOKHO
IIOCMOTPeTh B pa3/IMUHbIX IporpaMmax npocMmorpa. Korja onmus Bk/ItoueHa,
WCTI0JIb3yeTCsl 9TasioHHas pasmeTka XObject: aTo rpocTas onepaiusi, HO
BH3Yya/IN3aTOPbI I0JDKHBI TIOZI/I€P)KUBATh 3TY Pa3MeTKY [I7isi OTOOpa’kKeHUsI BEKTOPHBIX
n300pakeHHid. B MpoTUBHOM CJlyyae B Cpe/iCTBe TIPOCMOTPA OTOOPa’KaeTcsi pe3epBHOe
pacTpoBoe u300pakeHUe.

1.17 Ctunb dbopmaTupoBaHusa

Ctunb hopMaTUPOBaHUS — 3TO HAOOP HACTPOEK WM TIPaBHU/T 0(OPM/IEHHS
TeKCTa, Tab/Mll, Bpe30K M CTPAHHL] JOKYMEeHTa.

OCHOBHBIM UHCTPYMEHTOM PabOThI CO CTH/ISIMHU SIBJIsIeTCs TaHe b CTHIIH,
KoTopas Bbi3biBaeTcs kiaBuiiedd F11. B AText u ACell naHenb Tak)ke MO>XKHO OTKPBITh
yepe3 MeHI0O CTH/M > Ynpasyenue cTuisiMi, B AConcept u AGraph uepe3 MeHt0
®opmar > Ctum > Yrnpas/ieHHue CTWIAMH. [[aHe b MOXXHO OTKPelnuTb U
repeMelLaTh I10 JKeJIaHUHO.

CTi/i MOTYT UMETh CBOIO MepapXxHI0 — HaripuMep, CTU/Ib ab3arja ba3oBbrit
BKJTFOUaeT B ce0si BCe OCTaslbHbIe CTU/IX a03arieB, T.e. SB/SeTCS POAUTETECKIM CTUIEM
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10 OTHOIIIE€HHWIO KO BCEM OCTa/IbHBIM.

Qopmar | Civam  TaGavua ©opma Cepewc OxkHo Cn
0 = DAL pM €p = £np Crnnn * =
in I | A OcHosHO# TekcT Ctrl+0 S :
i L 522 ~
Ts 3arnaeue
Tz Moa3aronosok ﬁ
31 3aronosok 1 Ctrl+1 bnounas uurara o]
3; 3aronoeok 2 Ctrl+2 S—— -
(=
33 3aronosok 3 Ctrl+3 .
4 = C 3aronosok
" Bnounas uurara L
= 3aro/I0BOK CrKCKa
<4  (QopMaTMPOBaHHBIA TekCT ﬁ
3aK/IIoUUTe/IbHOe [IPUBETCTEHE
A basosblif cumeon - i
- Konoututyn
E BobiaeneHuwe T
C CunsHoe BblaeneHune Kopnersa enocn
LU Lwurata [ HaseaHue
<> Wcxoanii kog O OCHOBHOM TeKCT
= bescnwcka Ctrl+5hift+F12 OTnpaeuTens
= Mapk1posaHHbIA CIUCOK [oamick
1— H =
1= MepOoBaHHbIA cnncok 123
T Hymep IMonyuarens
= HymepoeaHHbii cnvcok ABC
o= e CHocxa
o= HymepoeaHHbIA cnucok abc
£ HymeposaHHbIi cincok VX Cogepruvoe BpeskH
== HymepoBaHHBIA CnMcoK ivx Cogep:xHMoe CIIHCKa
B Wsmenuts cvab.. O CozepKUMoe TabanLe!
I 06HoBWTL BEIGpaHHEIA cTMAL  Ctrl+Shift+F11 TeKCT B 3ajaHHOM ¢opmate
Co3aaTte CTMAb NO BbIAENEHND Shift+F11 [ Wiranamans he
Jarpyska CTUAEH U3 WabnoHa HpocmMeTD GV ICH
|I'I0 MEepapxnM w
K1 Ynparnewue crunamm F11

Kommonents! AlterOffice nmoaep>xuBatoT ciieAyroliye TUTTbI CTUIEN:

AText:

¢ CTWIH CTPAaHMIBI - 33/1al0T 0 opMIeHUe T10J1el, KOJIOHTUTYJIOB,
obpameHue, pa3brieHre Ha KOJIOHKH U (OH.

* Ctwm a63arja - coJiep>xaT HaCTPOHKH ab3arieB (3aro/I0BKOB): TapPHUTYDY,
KerJIb, ME>KyCTPOUHBIM UHTEpPBasl, OTCTYII TIePBOi CTPOKH, OTCTYTIbI C/IeBa U
cripaBa U Jjpyrue.

® CTH/IM CHMBOJIA - BK/IIOUAIOT B Ce0s1 HACTPONKY OT/ie/IbHBIX CUMBOJIOB
BHYTpH a03aria (rapHUTYypa, KerJib, 3¢ QeKTsl mpudra). JJaHHbIE CTUIA MOTYT
OBITH MPYMEHEHBI KaK K OT/Ie/TbHOMY CUMBOJTY B ab3alle, Tak U K LIeJIOMY CJIOBY
WY TPYTIIIe CJIOB.

¢ CTH/IM BpPe30K - MCIO/b3YIOTCSA AJ1s1 pOpMaTHpPOBaHUs rpadryeckux U
TEKCTOBBIX BPe30K, BK/IFOUasi 1epexo/ibl Ha HOBYIO CTPOKY, FPaHMLIbl, ()OH U
KOJIOHKH.

¢ CTuM crMcKa - orpeJesisitoT BbIpaBHUBaHWe, TUIT HyMepaliuy Wik MapKepoB
Y WpUTHI /11 HYMePOBaHHBIX ¥ HEHyMepPOBaHHBIX CITUCKOB. Camu 110 cebe
OHH He UCTIO/b3YyI0TCsA. CTUIN CITMCKA IPUMEHSTIOTCS K CTU/ISM ab3arja B
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[iMajiore Cco3JlaHus U peJlakKTUPOBaHuUs CTH/IS ab3aria Ha BKajke CTpyKTypa u
HyMeparlusi.

® CTuiM Tad/MI| — ONpeie/IsiIoT BU/, U (hopMaT BCTaB/IEHHBIX TaOJIHI].

fEe® v 1 v 2 3 voalis 6 7 8 9 10 T 12 13 014 15 16 0 T 0 18
il = sy =
Basoswii e
P ) e N
1 1 1 TMepeueb XEnThIi o
I T I MNepeueHb 3enéHbIA @
T T i -
Mepeuers kpacHe:i 0
MNepeueHs ¢ 3aTeHeHvem ﬁ
MepeueHb cuHmii
Mpocrble cToNGLLI
1 1 1 Mpoctble cTpokm
19
DUHAHCOBLIA
9
‘ SnerarHaii
\
1 1 1 1
Wl 1 1 1
fr 1 1 1
m 1 1 hll
(]
ACell:
i Crnnm x =
Elm % y
o o P TS a
Crvnm Aueliku
LI AKLEHT Q
[ 3aronoeok 1
&
Pesynbtar
Fx
I B Cratyc
O Tekcr

® CTu/M siYeHKM - CoJiep)KaT HaCTPOWKHU IIPU(TOB, BbIpABHUBAHUSI, FPaHULI,
¢doHa, popmartoB umces (HarpyuMep, BakoTa, JjaTa, HOMep) U 3all[UThI siueek.

CTiab Aueiki: AKUeHT X
Ynpaenexve Yucna LWipwdT SddexTsl WwpudTa BuipaeHuBaHve
BocTouHoasmaTtckMe npasvna Habopa O6pamneHue CD H 3awmTa suerkn

¢ CTWwIM CTpPaHULBI - COZIeP)KaT TTapaMeTpbl KOJIOHTUTYJIOB, (hoHa,
obpamsieHusl.
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CTunb cTpanmubl: OTueT

®@opmar 6ymaru
QDopmart: Ad ~ [ —
Wupuna: 21,00 cm :
BoicoTa: 29,70 cm =
OpweHTauus: @ KnukHan
O AnbBomHan
Hanpasnenwe Texcta: (Cneea Hanpaso (TOPW30HTaNbHO) | v TMNopaua bymarw: ‘[Ma HaCTpOeK NpuHTEpa) | v |
Mona Hacrpoiiku pasmeTku
Cneea: 2,00 cm = Maket cTpaHuLb: ‘CnpaBa M Cneea e |
Cnpasa: 2,00 cm z Homepa cTpaHwLL ‘1. 2,3 - L |
Ceepxy: 2,00 cm = Bruipashmsanve: [ TopwsoHTansHo
CHuzy: 2.00 cm 2 [l Beptukans+o
AConcept u AGraph:
i Ctunm X =
ya
O basosbii ﬁ
O6bekT 6e3 3anvBKy o)
O6beKT 6e3 3aNMBKA W TMHAK
)
[ Tpadwka O
0 Tekcm
13

¢ CTWIM PUCYHKOB - CO/Iep>XaT HACTPOUKH JIMHUM, 00/1acTel, TeHel,
MPO3PauHOCTH, IPUGPTOB, COeAUHKTE/IeH, pa3MepOB U APYTUX aTpUOyTOB.

¢ CTwin npe3eHTAUH - OTPeIeNSTIOT aTpUOYTHI IPHU(TA, OTCTYTIOB,
pacCTOSIHWM, BbIDABHUBAHUS U TaOy/IALUN.

CopTHpoBKa cTuien

B HyKHel yacTH IaHeny CTUed HaXO4UTCSl COPTUPOBILMK CTHJIEN, KOTOPBINA
TI03BOJISIET BLIOPATh Pa3Hble PeXXUMbI OTOOPA)KEeHHSI CTIMCKA CTHUJIEH B 3aBUCIMOCTH OT
VX THUMA.

MNpocmoTp cTuned

|J'Io vepapxum ~ ‘
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Mo vepapxwm

Bce ctnan

CKphITble CTUAK
Mcnonbayemele ctinm
CTWnM Nonb30BaTens
ABTOMaTAYECKM
CTrawn TekcTa

CTWAW rnae

CTUAW CNWCKOB
CTWNW yKazaTenen
CneuwanbHeIe CTAAN
Ctuam HTML

Co3na}me U U3MeHeHHe CTU/IeHn

B 3aBHCHUMOCTH OT paHee BbIOPAHHOT'O CTU/ISI MOXXKHO U3MEHSTh TTapaMeTphl YiKe
CYILL[eCTBYIOIIIEr0 B JOKYMEHTe CTHJ/ISA, TaK M CO3/]aTh CBOM HaOOP MOb30BaTe/IbCKUX
ctuieid. [TapaMeTphl CO3/1aBaeMOI0 CTHJ/ISL 3aBUCST OT paHee BIOPaHHOTO TUIIA CTHIIA.
7151 co3anust UK U3MEHeHUsI HOBOTO CTHJISI HeoOX0omMo Ha naHe i CTH/IM HaXKaTh
MPaBOi KHOITKOM MBIIITH Ha CBOOOJHOM MPOCTPAHCTBE U BbIOpaTh Co34aTh UK
N3MeHUTH.

m@HDD®E AN

O Basoeblii ‘

biouHas yuTaTa |

TOPIE0HTS k2R THHIR

o 3arofoBokK {

3aro/0BOK CTIMCKA |

3aK/IHUHMTEeNEHOE MpHEETCTEHE (I

Cozpaatb...
WNzmenuTs...
CkprITh
U OCHOBHOH TEKCT

OTtnpaeuTens

[Moamuck

[Tonyuarens

Crocka

Cogepumoe Bpesku

Cozep:xumoe criHcKa
O Cogep:KuMoe Tabauibl

TeKCT B 2ajaHHoM popmaTe

0 ¥KkazaTtenb

M Menriimrm rrana™

OTKpoeTcst MeHIO C TlTapaMeTpaMH BLIOPAHHOTO (WM CO3/laBaeMoro) CTusist. B
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OCHOBHOM MOXXHO 3a/1dBdTb TdKHe IMapaMeTPhbI, KaK I.LIpI/I(bT, OTCTYIIbI, pad3pbIBLI, 3d/IUBKY

U T. O., HO Y K&XKA0ro THIIa CTUJIeH TaK ke eCTb CBOU YHUKaJ/IbHBIE ITdPAMETPEI.

CTnne absaua: bes umenn X
Tabynsuwa ByksMua OBnacts MpospaunocTs Obpamnenue Ycnoewe CTpykTypa 1 cnmMcky
YHpaEﬂenne OT[Tyﬂbl " MHTEPBa/bI BblpaBHHBaHME lMNMonoxeHwe Ha CTpaHuLe BocTtouHoazmatckme npasvna Haﬁopa
WpudT SddexTsl WpUdTa Monoxexwe Pa3meTka BOCTOUHOA3MATCKOrO TEKCTA MoaceeTka
MonoxexHne
® 06b1uHbIf:
it ABTOMATUUYECKIA
{Z) BepxHui nHaekc - IABIONMALAICCK
2 HAKHWI nHASKC 100 % =
BpaweHnue / macwrabuposaHue
® 0 rpaaycos
2190 rpaaycos Macwrab no wwpuHe (100 % =
{2 270 rpaaycoe
WHTepsan
MeXCHMBONbHbIA MHTEpBaN 0.0nt = MapHbIA KEPHUHT

Lorem ipsum A2 #] A EEHTI

Cnpaeka Cépocuts TNpumenuts Mo poawtento

OtMeHuTL
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CTWNb CTPaHMUBI X

¥YnpaeneHwe CtpaHvua O6pamneHve DoH BepXHWA KONOHTUTYA HWDKHWA KONOHTUTYA Jlnct
Crunb

[4IY b es MmeHn

HacneayeT us: |

]
Kateropws: !CTMnM nonb3oeaTens = !

NMapametpbl

HanpasneHwve TekcTa cieBa Hanpaso (TOPU30HTaNbHO) + BepxHwi konouTtutyn ( OtcTyn cnesa 0,0 cm, Otctyn cnpasa
0,0 cm + Ceepxy 0,0 cm, CHM3y 0,25 cm + WnpwHa: 21,0 e, Boicota: 0,75 cm ) + HvpkHWiA konoHTtuTyA ( OT1cTyn cnesa 0,0
cm, Otcryn cnpaea 0,0 cm + Ceepxy 0,25 cm, CHuzy 0,0 cm + Wunpwna: 21,0 cw, Beicota: 0,75 cm )

Cnpaeka BoccraHosMTh OK OTMEHNTD

Tax>ke MO’KHO U3MEHSITh y’Ke CyI[eCTBYIOIIe CTH/IH, BEIOPAB CyIIeCTBYIOIIUMA
CTHWJIb NTPaBOW KHOIKOM MBIIIN Ha TlaHe/Iy yTpaB/ieHus CTUISIMU U Ha)kaB Ha I3MeHHTh.

[MTonp30BaTeIbCKKUE CTHTM MOXKHO y/ansaTh. OOpaTruTe BHUMaHHe, UTO IOC/Ie
yZasieHue CTU/s paHHee 0T(OPMaTHPOBAHHBIN JaHHBIM CTHJIEM 3/IeMeHT JOKyMeHTa
BEePHETCA K CTWJ/IIO TI0 YMOJ/TYaHHI0. BCTpOeHHbIe CTUMU yAa/IeHUIO He MO//1e)KarT.

IIpumeHeHue cTUIeN

Crtwmi K 00beKTam (K Bpe3kaM, n300pakeHHsIM 1 TIPOYNM 00beKTaMm)
MIPUMEHSIFOTCSI TTYTEM BbIJIeJIEHUs TOTO 00BEKTa OIMHAPHBIM Ha)KaTHEM JIEBOM KHOITKOM
MBIIIIY 110 HEMY ¥ BEIOOPOM HE0OXOJUMOTO CTHJ/IS IBOMHBIM HAa)KaTHEM T10 €r0
Ha3BaHuI0. [IprMeHeHre CTH/IeH K ab3aljaM U 3aro/ioBKaM OCYILeCTB/ISIeTCS
TOCpe/ICTBOM BhI/Ie/IeHUsT BCero ab3aria v BbIOOpa He0OXOAMMOTO CTHJISL B CTUJTHCTE.
JInbo yCcTaHOBKOM Kypcopa B CTPOKe U BbIOOpa HEOOXO0AUMOTO0 CTU/IS B CTUIUCTE. [leno
B TOM, uTO Kaxkgasi ctpoka B AlterOffice co3gaHHas ¢ momornpio KiaBuiy «Enter»
ABJIsIeTCs ab3alleM, o3TOMY Ji/isl TPUMEeHEHUs] CTU/IS BbIJIe/IATh BeCh ab3ail
Heo0s13aTesTbHO.

Tax>xe MO>KHO BbIOpaTh CTU/TH OIMHAPHBIM Ha)kKaTHeM Ha Hero, ¥ BbIOpaTh
pexxum CTHIeBas 3a/IMBKa Ha TaHe ! YIIpaB/ieHus CTHsiMU (yAo0Hee BCero ero
MPUMEHSITh K CMBOJIaM). Kypcop MbIIIY U3MEHUTCS, UTO TIOKa3bIBaeT Mepexo/; B PEXKUM
3a/TUBKU.
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x =

‘i Ctmam

ullEN=Nm Y AN

[Tocsie 3TOTO — MIPY BBIJIE/IEHUH 37IeMeHTa TeKCTa (WK Jpyroro o0beKTa
JIOKyMeHTa) eMy Oy/ieT pHUCBOeH BbIOpaHHbIN paHHee CTUJTb.

[Tpy KOMMPOBAaHWM TEKCTa U3 PYTUX UCTOUYHHUKOB, Oy/Ib TO APYTOM JOKYMEHT
WM BeO-CTpaHULla, BMECTe C TeKCTOM 0OBIYHO KOTIMPYeTCs U ero popMaTrupoBaHue (B
TOM YMCJie ¥ CTUIM). UTOOBI CKOTTMPOBaHHbIE CTH/IM He TlepeOuBasii yke UMEIOIIecs B
JIOKyMeHTe, Heo0X0/[JMMO UCTIO/Ib30BaTh CIlel[iaibHY 0 BeTaBKy IIpaBka > BcraBuTh
Kak (couetanue knauill Ctrl + Shif + V) B pexxuime TosibKo TeKCT.

Ouuncrka ¢popmaTupoBaHus

[t oTMeHbI pyuHOro (hopMaTUPOBaHKS B TEKCTe MOXKHO BbIZIe/IUTe TEKCT,
Ha)KMHTe Ha Hero NpaBoii KHOTIKOM MBIIIH U B BLINAZA0IeM MeHIO BbIOepUTe IyHKT
OuuncTuTh popMaTupoBaHMe, WM HaKaTh KOMOMHaLu0 Kiapuinl Ctrl+M. JanHas
¢byHKIMs cOpacbiBaeT Bce opMaTUpPOBaHUs C/leflaHHOe Oe3 MpUMeHeHHs CTUIIei.

1234353512343535123435351234353512343535"
bblpe3atb
\l D ECTaBMTE Ctrl+V
123435351234353512343535123435351234353512343535 B Bcrasas kak ,
% Konupoeats bopmMat
be  Ounctnts dopmatvposaHve Ctrl+M
T Cvmeonsl 3
% A6aau v
‘3] Cnwcok »
: [+ BcraBute koMmeHTapuid  Ctrl+Alt+C
v sce [ Yuntbisate perncrp {5‘3
o [l Crwnw crpanmu...
AN N o B e N —  E——————

B AlterOffice gist yno6cTBa 1 yCKOPEHHOTO MPUMEHEHUS CTUJIEH MOYKHO
HaCTPOUTH UCII0J/Ib30BaHKWe CTHJIEH 110 Ha)KaTHIO coueTaHui KiaBuil [ yno6cTBa v
ObICTPOTrO PUMEHEHHsT CTU/IEN Oe3 MCIT0/Tb30BaHMSI MBIIITH MO>KHO Ha3HAUUTh
coueTaHus KiaBwuiil. [Ijisi aTOro ucnosb3yetcs guanor Hacrpoiika (CepBuc >
Hacrpoiika > KnaBuarypa). HazHauuTh HaOOp K/IaBHILI MOYKHO KakK ZJist OT/Ie/TbHOT'O
Mo/y/ist (Kak Ha CKpUHIIIOTe Hibke Auisi AText), Tak u asist AlterOffice B memom.

2024 2. OO0 "AJIMU MapmHep"©



36

Hactpoiika X
MeHo MaHenm MHCTPYMeHTOB fleHTa KoHTekCTHble MeHk Knaewatypa Cobbitua
Knasumm O AlterOffice
Shift+Insert ~| @ AText
Shift+Delete e
Shift+= HasHauntb
Ctrl+1 3aronosok 1 s s
Ctrl+2 3aronosok 2
Ctrl+3 3aronosok 3
Ctrl+4 3aronosok 4
Ctrl+5 3aronoBok 5
Ctrl+6
Ctrl+7
Ctrl+8 W
DyHKLKN

BeeawTe NOWCKOBRIF 3aNpoc

Kateropwa KomaHaa Knaemwm
Bcraska 150%
[OKyMeHTHI 200%
Dopmat 50%
Mpaska 75%
Haeurauma Abzay
JNeMeHTBI ypasneHuna AsTO3ameHa
Tabnuua AeTonpoeepka opdorpaduu
Pwucosanwe AsTOpeaakTypa v
MsmeHuTE v |« >
| BoccraHoBUTH OK OTMEHWTL
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2 TekcToBbIM npoueccop AText

AText — 3TO TeKCTOBBIM Tiporieccop, oAvH u3 KommoHeHTOB AlterOffice. B
JIOTIOJITHEHNe K OObIUHBIM BO3MOXKHOCTSIM TeKCTOBBIX I1POLieCCOpOB  (TIpOBepKa
opdorpacduy, Te3aypychl, CXeMbl IIepeHOCOB, aBTO3aMeHa, IIOWCK U 3aMeHa,
aBTOMaTHUyeCcKoe CO3/laHue Or/IaB/AeHWM W yKasarejed U mpouee), Atext COJEP>KUT
C/1efiyrolyie BO3MOXHOCTHU:

® [1TabJ10HBI U CTUIIH;
® MeTo/ibl Pa3MeTKH CTPaHMIIbI, BK/IFOUAst BPE3KH, KOJIOHKU U TabJTULIBI;

® BcTpavBaeMasi WM CBsi3aHHasi rpaduyka, 3/eKTPOHHbIe TaOMIbI U ApPYyrHe
00BEeKTHI;

b BCTPOEHHBIG MHCTPYMEHTEI PUCOBAHUS;

® CocTaBHble [OKYMEHTHI, IO3BOJISIOIINE COEAUHUTh HECKOJIBKO OTZAe/IbHbIX
JIOKYMEHTOB B O/IVH;

¢ OTcexxuBaHue U3MeHeHUH B BepCHUsiX JOKYMEHTOB;
® UaTerpanys c 6a3aMu JaHHBIX, B TOM UHc/ie ¢ 6ubmorpaduuecKumu;
¢ Okcropt B PDF, BK/touas 3aknaiKu;

® U1 mHOrOE JpyTroe.

YToObI 3KCITOPTUPOBATh JOKyMeHT B PDF, HaxkmuTe MeHi0 a1 > JKCIOPT B
> Jkcnopt B PDF. 3arem nosiButcs okHo Ilapametpsl PDF, B KoTopoMm Bbl MoxeTe
W3MEeHUTb HacTpohku »9Kcriopta PDF  ¢aiina. Ecim Bel He XO0TUTe MeHSTh
napametpsidkcnopta PDF catina, To Haxxmute dPaiia > Ikcnopt B > Ikcnopt B PDF
HemocpeACTBeHHO. [Ipy BbIOpaHHOW ommmu  Qadin  OyJeT  3KCIOPTHPOBaH
MOMEHTAa/IbHO.

21 Noanepxka chopmaTtoB

B AText ecTb BO3MOXKHOCTB IKCIIOPTa TOKyMeHTa B popmat rudpuanoro PDF u
PDF/A.

2.2 WHtepdenc AText

B 371011 r/1aBe OyzieT ornvcaHbl HEKOTOPble 0coOeHHOCTH uHTepdeiica AText.
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* Bes umenn 1 - AlterOffice AText = o X
®siin [pasks Bua Bcraska Oopwar Crwm  Tsbnmya  Oopms  Cepeuc  Okwo  Crpaexa x
OB~B+5« & Crasnoe Bcranka Paswera Cebtnan Dposepxa Bua Pacumperme Cepeuc =
) Ormenurs - - g - . gzt tal
N D Liberation Serif ~lzer | A K R = 1 2= = 9 A || pasoswii Ocuoswoii et 3ArONOE .
o b by 2 | A = s oa [neerce
Beraeime MK Y o o x| . .A - B =-8-% Ocrosrofi Texcr  3aronosox | »
[5] Coxpanurs % Kenmpoears dopuar X Q) Haimn
Leiicrann o Woungr Absau I
& X P B T ) LI A N T el 2 2
v
A
0 JEEE &
& | Crparmuya 1us 1 0 cnos, 0 cnmeonos Pyccrnii =] oonMm | 6 ——{——® | 120%

I'nasnoe okHo AText

Ctpoka cocrosinus AText

Pesnm

CTune Pedxcum Uudppoean MonayHok
OTOBPaMXEHWA
CTpaHuLbl BTaBKM  MNOANUCH MaclTabupoBaHua
$ "
[ | Crpanwua4ws 43 | 5655 cnos, 39 947 cumeonos | [Mepsan crpariua Pyccruit m] OoDBMD | @ ——h——® | 0%
Yuecno cTpadmu, fabiK Pexum WMHpopmauma MpoueHT /
CnoB U CHMBONOB BblfleNeHnA ob obbekTe MaclTabuposaHua

Cmpoka cocmosiHus AText

Crpoka coctosinusi Bo AText cofepXuUT uHHPOpPMALMI0 O [JOKyMeHTe U
Mo3BOJISIeT OBICTPO TOMYyUUTb JOCTYN K H3MEHEeHHI0 HeKOTOphIX HacTpoek OHa
COZep>XUT C/IeyIoLHe MOJIs:

Homep cTpaHuLbI

[TokaspiBaeT HOMep TeKyllell CTpaHHWLbl, TOPSAKOBbIA HOMep TeKyllen
CTpaHHWLbl (eCIM OHM OT/IMYAOTCS1) M KOJMUeCTBO CTPaHHWL] BCEro B [JOKYMEHTe.
Hanpumep, eciv 3aHOBO HauaTh HyMepaLMi0 Ha TpeThell CTpaHulle, TO HOMep TeKyllleh
cTpaHuipl Oyzer 1, a TOpSIKOBLIM HOMEp CTPAHUIIBI B IOKyMeHTe OyzeT 3.
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Ecnu kakue-To 3adK/1dJIKH ObLTH ornpene/jeHbl B JOKYMEHTE, TO HAXKMUTE HpaBOI‘/JI
KHOITKOM MBIIIIM Ha 9TOM 1ioJsie, yTOOBI BBI3BATH CITMCOK 3adKJ/1d/10K.

[nsa mepexofa K OMNpefe/IéHHOM CTpaHWLe B JOKyMeHTe, Ha)KMUTEe JIeBOU
KHOTTKOM MBIIIU 110 1o/1t0. OTKpoeTcst okHO ITepeiiTi K crpanuiie. B rone CtpaHuija
BbIOepuTe HOMep HeoOxouMol cTpadulibl ¥ HaxkmuTe OK 1715 miepexoza.

KosimuecTBoO c/10B

IToka3bIBaeT KOJIMYECTBO CJIOB U OOHOB/ISIET UMCJIO BO BPeMsI PeJAKTHPOBAHUSI.
[Tpu BBIOOpE FOOOr0 TEKCTa, B I0JIe OTOOPA3UTCS KOIMUECTBO BBIOPAHHBIX CJIOB U
BbIOpaHHBIX CHIMBOJIOB.

Ons  oToOpakeHWs] pPACHIMPEHHOM CTAaTUCTUKH, TaKOW, KakK KOJMUeCTBO
CUMBOJIOB, Ha)XMHTE TI0 TIO/IF0 JIeBOW KHOIMKOW MBIIIA WM BBIOEPUTE TYHKT MEHIO
CepsBuc > IloacuéT C/10B.

CTHu/Ib CTpaHMIbI

[Toka3biBaeT CTWIb TeKyI[ed CTpaHHUIbl. YToOBI BBIOpaTh CTH/Ib CTPAHUIIBI,
Ha)KMUTE TPaBOM KHOIMKOW MbIIIM Ha 3TO mosie. [T0oSBUTCS CMUCOK CTW/IEN CTPaHML,
BbIOepuTe HEeOOXOAUMBIM CTWU/Ib Ha)kKaTMEM Ha HEro JIeBOM KHOMKOW MbIIIH. YToObI
OTpeaKTUPOBaTh CTW/Ib TeKylllell CTpaHWLIbl HOKMUTE Ha JaHHoe moje. OTKpoeTcs
quanor CTWIb CTPaHULIBI.

SA3BIK

OTtobpakaeT $3bIK /i1 BbIJE/IEHHOTO TeKcTa. Hakmurte Ha Tmosie, 4TOObI
OTKPBITb MEHIO, I/le MOKHO BbIOpaTh APYroM si3blK [jis1 BbIODAaHHOTO TeKCTa WU AJIst
ab3arja, B KOTOpPOM pacrosnokeH Kypcop. Takke Mo)XHO BbiOpaTh myHKT Her (He
npoBepsiTh opdorpaduro), uToObI He TIPOBepsATH opdorpaduio B BHIIETIEHHOM TEKCTe
WM BeIOpaTh MyHKT Emé..., 4yToObI OTKPBITH Aranor CHMBOJL

PexxuM BcTaBKH

[Toka3biBaeT pe>kKuM BCTaBKU. Ecau gaHHas o0macTh IMycTas, TO Mporpamma
HaxOJUTCA B pexxume BCTaBKU. Ecim HakaTh kaBuily Ins (Insert) Ha KjaBUatype, TO
rporpamMma nepen/ieT B pexxuM 3ameHa. [IoBTopHOe Ha)kaTve Ha KiaBuily Ins (Insert)
Bo3BpalljaeT pexkuM BceraBka. Takke MOXKHO JBaXK/[bl HaXkaTb Ha 3Ty 006/acTb JieBOU
KHOITKOM MBIIIH, J71s1 CMEeHbI peXXUMa BCTaBKHU.

Pexxum BbIJie/ICHUA

HaxxmuTe j1eBoOii KHOIKOM MBIIIHM Ha 11oJie, YTOOLI BLI6PaTL Ppa3/IMuHbIE PEXXHUMbI
BbIJ€JIeHUS]. 3HAuoOK He MEHAETCA, HO IIpHU HaBeJeHHWW KypCOpa MbIIIM HA I0Jj1e
MOKA3bIBa€TCA BCIJIbIBAIOIaA MOACKA3Ka C TEKYIIMM PEXXHMOM.
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Pexxum Brigenenue
OO0bIUHOE MBIIBI0 B TeKCTe, TIZle XOTUTe YCTAaHOBUTH KypCoOp, WU
BbIZIe/IeHHe IIIeJIKHUTE B siuelike, uTOOBI C/le/laTh sSIUEHKYy aKTHUBHOW. Bce

APpyrue Bble/IeHUA C6paCbIBaI-OTCH.

Pacivpsemoe [[le/lvOK B TeKCTe yBe/IWUYMBAeT WM YyMeHbIIAeT TeKyllee
BbiZienieHue (F8) Bbl/|e/IeHHe.
obasnsiemoe HoBoe BbIenieHue fao0aByisieTcss K CyllecTByroiemy. B

BbllesieHre  (Shiftpe3ynbTaTe Noay4yaeTcsi MHOXKeCTBEHHOE BbiZle/IeHHe.
+F8)

biouHoe BhiziesieHre MOKeT OBITh BbIJ|e/IeH BepTHUKAIbHBIN 00K TEKCTa.
(Ctrl+Shift+F8)

B Windows mMoxHO yzepxuBath KiaBwiny Alt u BeigensTs Tekct Giokom. B
5TOM CjIyuae HeoOsi3aTebHO MepeK/IYaTh PeXXUM Bblie/ieHHs Ha O/10uHoe.

VI3MeHeHHe cTaTyca JOKyMeHTa

3HauoK oTOOpakaeT Ha/lMuKMe He COXpaHEHHBIX U3MeHeHUH B IoOKyMeHTe. Takoi
3HAUOK ', eC/T He COXPaHEHHBIX M3MeHeHMi HeT, a Takoil 2, ecrm ecTs. Illemyok 1o
BTOPOMY 3HAUKy COXPAHUT JOKYMEHT.

Iudposas nogmuce

Ecmu  JOKyMEHT CoJepXXMT IM(POBYyI0 TOAMUCh, TO OyJeT oTobpakeH
COOTBETCTBYIOLIMM 3HAUOK TO/ITNUCH, €C/TA He COZIEPXKHUT, TO rosie OyzeT myctoe. UToObI
MOCMOTPEeThb CBeJieHUs1 0 cepTu(dUKaTe, HAXXMUTE Ha 3HAUYOK.

I/IH(l)OpMal.[l/Iﬂ 0 BbII€/IEHHOM 3JIeMeHTe UIN o0BeKTe

Ecmu Kypcop HaxoauTcs B 00/1aCTH, 3aro/IOBKe WM CIIMCKe 3/IEMEHTOB, WM
KOrjja BbiZiesieH 00beKT (Takol, Kak PUCYHOK Wiu Tabmuia), To uHGopMalus O TaKuX
jjieMeHTax OToOpa)kaeTcsi B 3TOM rosie. HakaTue JjieBOM KHOTIKOW MBIIIM Ha T10Jie
OTKpPOET COOTBETCTBYIOIIUM 3/IeMeHTy UaJsIor.

Pe)xuM 0TOOpa)keHHsI CTPAHMIY

HaxmMuTe Ha 3Ha4yoK, 4TOObI BBIOpaTh MeXXAy IIOKa30M OJIHOW CTPaHUIIBI,
CTpaHUI] B BH/le «OOK-000K» WM MAakeToM KHUTH . Buaumelid 3¢dbeKT 3aBUCHUT OT
IIMPUHBI OKHA U HACTPOEK MacITabupoBaHWs. PefakTHpOBaHHWE AOKyMeHTa MOXXET
OCYIIIEeCTBJISATECS B JIFOOOM peKUMe.
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Pestcumbl omobpadiceHusi: o0Ha cmpaHuya, 60k-0-60K, KHu2a

Macurad

YroObl  W3MEeHWTh  MaciiTab  OTOOpakeHWsT ~ CTpaHMIIBI  JOKYMEHTa,
repeTacKyBaiTe MO/I3yHOK MacIuTabOMpOBaHUS WM HaKMMaiTe Ha KHOTIKU + U —, WX
Ha)KMHTE TPABOM KHOITKOW MBIIIU 0 YKUC/ITY C TPOLIEHTAaMH M B KOHTEKCTHOM MEHIO
BbIOepUTe Hy>KHOe 3HaueHHe.

= @® | 120 %

]

Ton3yHok usmeHeHust macwumaba
boxkoBas naHenn

B AlterOffice ects mnpukperuisemass OOKOBasi TMaHe/Ib 3/IEMEHTOB, KOTOpas
yTpolraeT A0CTYN KO MHOTUM (QyHKIUsIM. boKOBasi aHe/ib yZi00Ha, MpeXK/e BCero, Ha
IIMPOKO(GOPMATHBIX ~ MOHHUTOpPaX U TI0O3BO/ISIET  COKOHOMHUTH  BEPTUKAIbHOE
MIPOCTPAHCTBO Ha KPaHe.

Ecmu 6GoKoBasi maHesib He OTOOpakaeTcsi, BK/IFOUWTh €€ MOXKHO, HCIIOJIb3YS
NyHKT MeHi0 Bupa > DBokoBasa mnaHenb. bokoBasg mnaHesb [JOCTyllHA BO BCeX
koMmrioHeHTax AlterOffice. B HEKOTOPBIX KOMIIOHEHTaX OHa WMEET J[OTOTHUTE/bHbIe
BK/Iaziki. B AText oHa COZIEP)KUT C/ie/IyroIIni Habop pas/iesos:

® MeHto KoH(pUrypaiyu 60KOBOM IaHe/u;
® CBOICTBa;

* Ctuy;

® T"anepes;

® Hasurartop;
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¢ CrpaHula;
® VIHCIIeKTOp CTUIIeN.

BokoBasi maHenb CIY)KUT /sl YIIPOILLEHMs1 [JOCTYIa K Ppas3/lMuHbIM (PYHKLUSAM
AlterOffice. Mento KoHdurypauuu OOKOBOW TaHe/qu TIO3BOJsieT CKpbIBaTh U
oTobpa)kaTh JOCTYIHbIE pa3/eibl.

! Ceoiicrea * | = |€——— MeHio kondurypaummn Gokosoil naHenn
= Ciune 5 ,‘
Bazoewii o $¢ T
Ctpoka 3aronoska. HassaHue BKNagku
= Cumsons Ef—— fononuuTentHbie onuum
Q2
Liberation Serif ~[12nr ™ &——— Brnagkm
WM E Yves C A x| %
A v b A8, X2 X, D
= A6sa
=) = Haasanne naHenu
= === 3| %
+1= . L o
s Grreryre €——————CofiepuMOe NaHeni
3= = =
é 00 cm = 0,00 cm =
= [000cm = 0,00 cm =
= = 000cm :

Bbokosasa naHenb AText

2.3 Bbi6op BuUaa nokymeHTa

B AText ecTb HECKOJIBKO CITIOCOO0OB TIPOCMOTpa AoKyMeHTa: OOBIYHBIN pPeXXuMm,
Pexxum BeOcTpaHunbl 1 Bo Bech 3kpaH. [/ AocTymna K 3TUM U IpYyTMM BapuaHTaM,
OTKpoiiTe MeHI0 Buj 11 BeiOepuTe Hy>KHBIN BapuaHT. Ecin AText HaXOJUTCS B peXXKrMe
npocMoTpa Bo Bech 3KpaH, To HaxXMuTe Kiauily Esc, uToObl BepHYTECS K OOLIUHOMY
PEeXXUMY WK PeXXUMY BeOCTpaHUIIbI.
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Bua Beraska @opmar Crwm TaBmmua Qog
OEbIMHbIR
ﬁ BeG-ctpanuua
[aHen MHCTPYMEHTOE C
' (TpokKa coCToAHWA
) 5
== [lHelKKn r
E Monocel NpoKpYTEW v
CETKA M BCNOMOTaTENEHEIE AMHHM v
'1] HeneyaTtaemble cMMBONEI Ctrl+F10
~  [pannuel TexcTa
IpaHnuEl Tatany
~  MzobBpaxeHna v guargammel
% Mokazate NycToe MecTo
»  [lokazaTe OTCAEKMEIEMEIE WZMEHEHWMA
Kommentapum
Pel@HHele kommeHTap N
»  33TeHEHWE NOneR Ctrl+F&
¥  [lons Ctri+F9
Mons: ckpeiTeie a62alb
ﬁ bBowkoean nanens Ctri+F5
a Crim F11
P Tanepesn
&% Haewratop F5
= .
= |cTouHMKN daHHbIX Ctrl+5Shift+F4
Bo seck akpan Ctrl+Shift+)
EG Macwmrag C

OOBIUHBINA PEXXUM — 3TO BH/, JOKyMeHTa o0 ymomdanuto B AText. B atom Buze
MO)KHO HCII0/Ib30BaTh IOJI3yHOK MacIiTabMpOBaHUs M 3HAUYKM peXkMMa OTOOpaskeHust
CTpaHUI] B MeHI0 Buj, 4T00bI U3MEHSATh HACTPOMKHM 0TOOPakKeHHsT CTPaHMULI.
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Eu& Beraeka ®opmar  Ciwm  TaBmwuz  Qopma  Cepewc  OxkHo  Cnpae

OBeidHBIA Bcraeka Paznen
| ﬁ Be6-crpannua
Danenm WHeTpymeHToB or S | 12 m
~  Crpoxa cocTogHua q v X2 X*
-'3- Nuneiicn + Wpnér
@ Monockr nanqu'?Kn v :
D CeTka W BCNOMOTaTENsHBIE MHAK v . -
ﬁ[ Heneuataemblie cumeons Ctrl+F10
~  [pannuel TekcTa
Tpannuel TaBany,
~  VzoBpaxenna n guarpamuiel
% Mokazate Mycroe Mecto
~  [NoKasaTe OTCNEMMBAEMBIE N3MEHEHWA
Kowmmentapnm
PelEHHbIE KOMMEHTAPUIA
~*  3aTeHenwe noneii Ctrl+F8
~  TMona Ctrl+F9
Mona: ckpeimeie ab3aue
ﬁ Bokoean naHens Cirl+F5
ﬁ Crunn F11
7 Tanepen
S/ Haswrarop F3
% WecTourmnin aaHHb Ctrl+Shift+F4
Bo Bece 3kpaH Ctrl+Shift+]
57 Macwrab v | (8 Beacrpannua
Q WupnHa cTpannus
ﬁ OnTumansHeIi Bng
@ s50%
5%
@ 100%
150%
@ 200%
EC Macumab...

Bblbop eapuaHmoe macuumabuposaHus

Takke MOXXHO BbIOpaTh MyHKT MeH0 Bupa > Macmrad > Macmra6... /s
orobpakeHust auanora Macmrad ¥ peXUMbI MPOCMOTPA, B KOTOPOM MOYKHO
YCTaHOBUTHL Te >K€ PEeXUMBI, UTO M U3 CTPOKU COCTOSTHUS. B pexkume BeO-CTpaHUI[bI
OOJIBIIIMHCTBO 3TUX BADHAHTOB HEJOCTYITHBIL

MacwiTab i pexumel npocMoTpa bt
Macwrab Pacnonomenne
& OnTumansHo O ABToMaTHYECKH
O Mo wwmpnte n seicote (®) Ogna crpannua
O Mo wmpnre O Konorkm: |2 =
O 100%

EE.‘{Z!II’.I KHHMA

»

® Mpowzeoneno: | 160 %

Cnpaeka OTmeHnTE

4

Iluanoe Macwmab u pedxcumbl npocmompda
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WHCTPpYyMeHTbI MacIITaOMpOBaHUsI TaKXKe JOCTYIMHbI Ha BKaajke I'JlaBHOe B
o/10ke Macurra0.

EG Macwmrag

NS

Baok Macwma6

B0k uHCTpYMeHTOB «Macmrab»

EQ Macwmab
OTKIJBIBHET AHUAJIOroBoe OKHO «Maciurab u PEXUMBI

MPOCMOTpa»

[+ .
2. JobaBsisieT KOMMeHTapHii

1]

(8] o
3. OTKpbIBaeT NMpeABapUTeIbHBIA TPOCMOTD TevaTH

)

4. — OTKpbIBaeT OKHO HaBUraTopa

24 bbicTpoe nepemelieHne No AOKYMEHTY

B moronHeHue K HaBUraliiv U3 CTPOKU COCTOSIHUS MOXKHO MCII0/1b30BaTh OKHO
HaBuraropa v Ilanenb HaBurapms. Vcrosb3oBaHWe OKHA HaBUraTopa OIMCAHO B
raBe «3amyck AlterOffice» B myHkre «Vcriosib30BaHWe HaBuraropa». s
0TOOpa)KeHUsI TaHe/u HaBUTALUHM OTKpoWTe MeHi0 Bup > IlaHe/qb HHCTPYMEHTOB >
HaBuranus. CTpesKu TO3BOJISIOT TEpPeMeIaTbCsl MeXAy O0beKTaMu KOHKDETHOMU
KaTeropum.

6

IlaHenb Haesueayus

Wcnonb3yiiTe (yHKUMM HaBUraTopa [js OBICTPOro [AOCTyIa K 3eMeHTaM
JoKymeHTa. OHM pacriosio’KeHbl B BepXHell YaCTh HaBUraTopa.
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2.5

Haeurarop n

-

TlaE b =-

=

[+] 3aronoBKK "

H TaBmmue
Bpeskn
&8 VzoBpaxerus

OEwexTel OLE

B

-

3aKnag kn
Pazaensl

lMun EpCCBLAKH

Cobinkm

¥kazatenu

KommerTapun

P =
Bes umenn 1 (BKTHEHBIA) e

@yHKyuu Hagueamopa

Pa6oTta ¢ AOKYyMeHTOM

B rnaBe «3amyck AlterOffice» ObUTM oOmMCcaHBI WHCTPYKIMU TIO CO3J[aHUIO
HOBOTO  /IOKyMEHTa, OTKPBITMIO  CYIIIeCTBYIOIIUX JOKYMEHTOB, COXPAHEHHUIO
JOKYMEHTOB M 3alllUTe JOKYMEHTA MapoJieM.

Coxpanenue ¢aiinoB B popmare Microsoft Word

Ecm HeobxommumMo oOMeHMBaThCS JOKYMEHTaMM C TIoyib3oBaresnsiMu Microsoft
Word, KoTopbele He MOTYT WM He XOTAT pabotath C ¢aiiiamu B popmate ODT, To
MO)KHO COXPaHMTh J0KyMeHT B (popmate Microsoft Word.

Bribepute nmyHKT MeHto ®aii > CoxpaHUTh Kak. B guanore CoxpaHUTh Kak,
B packpbiBawoljeMcsi cnvcke Tum daiina, BbiOepuTe Hy)KHBINM (opMar JOKyMeHTa
Word. Haxxmute kHONKY COXpaHMTh.
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§ Coxpanenme
&« ~ 4 @ » OneDrive - Personal

¥nopagounte ~ Hoeaa nanka

A W
3 BeICTpeIi focTyn
[ PaBouwii cTo. #
{ 3arpysku
1= Doxymentel

=| Mzobpaxenn
@ OneDrive - Persor

[ 3vor komnerotep

m Buaeo

|| AokymenTol
; 3arpysku

= WMsobpaxenus

Konn. Montan ¥

X
Mowck 6: OneDrive - Personal

= @

[ara MEMEHEHNA Tun Pazmep

Hert 3nemenToe, YACBNETECPAKILLNX YCAOBWAM NOWMCKE.

Wma daiina: | bes umenn 1

Tun daiina: | TexcToewid gokymedt ODF

TekcToeslil gokyment ODF

WaGnon TekcToeoro aokymenta ODF
Texcroeeni gokyment ODF (maockwii XML)
Tewcr Unified Office Format

‘Word 2007-365

‘Word 2007-365 Watnon

‘Word 2003 XML

LaGnon Word 97-2003

DocBook

Jowyraent HTML (Writer)

TewcT ¢ popmMaTHpoOBaHMEM

A Cippime nankw  [Texct

Tekct - BoiBop koguposkn

Office Open XML Text (Mepex oaHbiii)
Word 2007-365 VBA

Word 97-2003

CoxpaHeHue dokymeHma 6 ¢popmame Microsoft Word

Coer: UYrober AText Mo yMO/SYaHHIO COXpaHSI JOKyMeHThI B (opmarte
Microsoft Word, 3atizute B meHio CepBuc > Ilapamerpsl > 3arpy3ka/coxpaHeHue >
Oo6mue. B pa3znene ®opmar ¢aiisia mo ymoruanuio U Hactpoiiku ODF, BriOepuTe B
cnucke Tun goKymeHTa NMyHKT TeKCTOBBIM JOKYMEHT U 10/ HUM B IyHKTe Bcerga
COXPaHATH KaK BbIOepHTe HY>KHBIN (hopmar.

2.6 PaboTa c TekcToM

PaboTa c TekcToM (Bble/ieHHe, KOMMMPOBaHUe, BCTaBKa, repemMeitrienre) B AText
aHajiornyHa pabote B Jo60¥ aApyroit mporpamme. AlterOffice mpemoctapisier
HECKOJIbKO Crocob0B BbIOOpa OOBEKTOB, KOTOPbIE He PAaCIoJIOXKeHbI PSZIOM [PYT C
JIPYTOM, HamlpuMep, MOXXHO BbIOpaTh BEPTUKAJIBHBIN OJI0K TEKCTa U BCTaBUTh €ro, Kak

He (opMaTHPOBaHHbII TEKCT.

Bb100p 005€KTOB, KOTOPBIE HAYT He N0 MOPAAKY
YrtoObI BEIOpPATh pa3po3HeHHbIe 00BEKTHI, UCTIONB3YUTE MBbIIIIb:
1. BblieniTe nepBbId KYCOK TEKCTa.

2. YpepxuBass kiaBuily Ctrl Ha KiaBUaType, WCIIO/b3yTe MBIl

JIst

2024 2. OO0 "AJIMU MapmHep"©



48

BbIZIe/IeEHWA C/IeYIoIero KyCkad TeKCTd.

3. IToBTOpHTE MYHKTHI 1 ¥ 2 CTO/IBKO pa3, CKOJIbKO HE0OX0AUMO.

|OdJHCHbH?i [aKeT ALterOﬁjgd npejHasHaueH jist paborsl ¢ OQUCHBIMY MTPUIOKEHUSIMH, KOTOPbIHA
BtouaeT B cebsa 6a3oBbiii HA60P KOMIIOHEHTOR Ltum paboTh! € TEKCTOBLIMHU JOKYMEHTaM
TabmuiaMu U TIpe3eHTalUIMH, TTOUTOBbIH K/THUeHT, (ainoBbliit MEHeKED, KaleHIapb U KOHTaKThL.

AText |1'IOBBOJISIET pefakTUPOoBaTh paHee cO3/aHHble JOKYMEHTHI, }:03,5,&1331"1; HOBBIE C HYJIS!L 6o Ha
OCHOBE BCTPOEHHBIX M/IH CO3/]JaHHBIX TI0/Ib30BaTe/IeM 111a6/10HOB.
* PaborTaiiTe C TEKCTOBBIMH JOKYMEHTaMH (DOPMATOB DQQ, DOCX, TXT, ODT, XODT, PDF|
* Tlpunoxenue paboTaer c pasHLIMU WPU(TAME TUIIOB m, O OEC R ;
* Buoifupaiite huoﬁbie HauepTaHud, tpaBMEp CHMBOJIOB, |ME)KCTp011HbIX HHTEpBaJIOBL tKepHHH[‘aL
eKHHra,
+ TIporpamMma MeeT MOHSITHBIA 1 [IPOCTOl UHTepdeiic.

Bbi60p pa3po3HeHHbIx 065eKmMo8 8 OOKyMeHme

Terneppr MOXXHO pabOTaTh C BBIZIE/IEHHBIM TEKCTOM (KOTIMPOBATh €ro, y/anisTh
€ro, U3MeHSITb er0 CTU/Ib WIX UTO YTOJJHO eIlIé).

Yrto0ObI BEIOpPATh pa3po3HEeHHbIE 00BEKTHI, UCTIONB3Ys KJIaBHATYPY:
1. BbiieniuTe nepBbIi KYCOK TeKCTa.

2. Haxxmute couetranue kiaaBuil Shift + F8. 3to nepeeser AText B pexkum
JlobaB/isieMoe BbIjie/IeHHe.

3. Ucronb3yliTe K/IaBUILM Kypcopa, UTOObI IepeMecTUTbCS K Haualy
C/lefIyIOLero KycCKa TeKCTa [ijig ero Bbiie/ieHusl. Y7lep)KuBaiTe KiaBHIIY
Shift 1 knaBuIaMu Kypcopa (Co CcTpenkKaMmu) BbIZeJIsIiTe CIeAYIOLUA KyCOK
TeKCTa.

4. TToBTOpHTE CTONBKO pa3, CKOJILKO TpedyeTcsl.

Terepp MO>KHO paboTaTh C Bblle/leHHbIM TeKcToM. Hakmute knasuiy Esc,
YTOOBI BBIUTH U3 ITOTO PEXKUMA.

BBIAEJIEHI/IE TEKCTd BEPTUKA/IbBHBIM 0/1I0KOM

MOXKHO BBIJIE/IUTh TEKCT BEPTUKATbHBIM OJIOKOM WM «KOJIOHKOW», UCIIO/B3YSI
pexkum OouHoro BeigeneHus AlterOffice. UtoObl BbIOpaTh peXXWM  OJI0YHOTO
BbI/Ie/IeHUs], UCTIO/Ib3yiTe MYHKT MeHI0 IIpaBKa > Pexum BbiiesieHus > ByiouHasi
00/1acCTh WM HAKMUTE Ha 3HAUOK Pe)XMM BBIJIeJIEHHSI B CTPOKE COCTOSIHUS U
BbIOepuUTe U3 criicka BiiouHoe BbIjje/1eHHe.
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Mpaska Bwa Beraska @opmat  Cww  Tabavua  Popma  Cepemc Okno  Cnpaexa
b ) Ormennts: Bcrasnte Bydep obmena Ctrl+Z BcTaeka PazmeTka
BepryTe Ctrl+Y
J_ L, [ostopuTs: BcrasuTs Bydep obmena Cirl+Shift+y  [gtion Serif ¥j1zer ¥ A
' K 4 + o X, XP | B age

-D Bcraeute Crl+V

D Bcraeuts Kak 3

Beigennts Bcé Crl+A 2

il Pexim oibopa , | ®  [loymonuadno

Fifte] Bnounan obnacte Alt+Shift+F2

Belgennte TekcT Cirl+5

Peoicum ebiOeneHuUss mekcma u3 MeHio

Ternepb BbIZIETUTE TEKCT, UCIIOJIB3Ys MBbIIb WIM KIaBUATYPy, KaK IMOKa3aHO Ha
PUCYHKe HUKe.

Oduchsiit maket AlterOffice |l'1pe,:1HaBHaIIEH Jutsi paboThl C 0|dJHCHbIMH TTPUIOXKEHUSAMH, KOTOPBIA
BrUTEOuaet B cebst Ga3oebiii HADOP KOMITOHEHTOB ISt paGOTbI‘ C TEKCTOBBIMH JOKYMEHTaMH,
TaB/MI[aMK 1 Npe3eHTaLsMH, [IOYTOBBIHA KIHeHT, Baii/IoBbli MeHe/pKep, KaleHAaph i KOHTAKThL,

Alext nosposset pe,alaKer013|a'rb paHee CO3JaHHbIE ,U,OKymetHTbI, C03/1aBaTh HOBBIE C HY/4, 160 Ha
OCHOBE BCTPOEHHBIX WM coa,ajaHHb}x 110/1b30BaTe/IeM m36110|H013.
* Paboraiite ¢ TEKCTOBbI|MH JIOKyMeHTaMH (hopMaroB [I;JQQ, DOCX, TXT, ODT, XODT, PDF.
* Ilpunoxenue pa60Tae|T C pa3HbIMU MIpHUPTaMHU THI‘[0|B TTE, OTE, OTC, CEFE, WOEE,

*  Boibupaiite mobble HAUEPTaHWs, pasMepP CUMBOJIOB, MEKCTPOUHbIX MHTEPBA/IOB, KePHUHTA,
TPEKUHTa.
* IIporpamma umeeT HOh—IﬂTHbIﬁ 1 IPOCTOH HHTequeiicL

BbloesneHue mekcma 8epmuKaibHbIM 610KOM
Beipe3anue, KonupoBaHue U BCTaBKa TeKCTa

Bripesanve u kormvpoBaHue TekcTa B AText BBITIOHSETCH TaK e, KaK U B
JIPYTUX TIPUIOXKEHUSX A1 paboThl C TEeKCTOM. [I/isi BBITTOJIHEHWS] 3TUX OIeparyi
MOJKHO MCII0/Ib30BaTh MBbILIb WM KIaBAATypy. MOKHO KOMMPOBAaTh WU MepeMelaThb
TEKCT B [OKYMEHTe WM MeXJy [JOKYMEHTaMH MEeTOJOM IlepeTacKhBaHUs WM,
WCIIO0/b3y$ MMyHKThl MEeHI0, 3HaUKW Ha MaHe/Jd UHCTPYMEHTOB WM COYeTaHUsl KIaBUIL
K/IaBUATyphl. Takke MOYKHO KOTIMPOBATh TEKCT M3 APYTUX UCTOUYHUKOB, TAKMX, KaK BeO-
CTpaHHULIbl, ¥ BCTABJIAATh ero B JOKyMeHT AText.

Hcnosib30Banne Mbimu: YToObI IepeMECTUTE BbIJIe/IEHHBIN TEKCT, TIePeTIHUTE
TEKCT Ha HOBOE MeCTO M OTITyCTHUTE KHOIKY MbIIH. YT0ObI CKOTIMPOBATh BbI/I€IEHHBIN
TEKCT, TsSHUTe ero B HOBOe MeCTO, VyJAep)KuBas Haxaroh kmaBuiny Ctrl.
CKonMpOBaHHbBIN TEKCT COXPAaHUT CBOE (hopMaTHUPOBaHHUe.

Hcnosib30BaHne KiaaBHarypbl: UToObI mepemMecTUTh (BbIpe3aTh W BCTaBUTH)
BbI/Ie/IeHHBbIA TEKCT, HakmuTe couetaHue Kiasuill Ctrl+X g1 BbIpe3aHusi TeKCTa,
YCTaHOBHTE KypPCOP Ha HOBOE MeCTOI0/IO)KeHHe TeKCTa U HaXKMUTe CcOUeTaHHe KJIaBUILI
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Ctrl+V AJ11 BCTaBKH. Takoke MOKHO MCIO/Ib30BaTh 3HAUKU Ha BKJ/IaJKe I'naBHOe.

[Ipu BCcTaBKe TeKCTa pe3y/bTaT 3aBUCUT OT UCTOYHUKA TEKCTa U OT TOTO, KaK OH
611 BcTaBsieH. Eciu HakaTh Ha 3HauoK BeraBuTh, TO M000e opmaTupoBaHUe TeKCTa
(BBIZIE/IEHME >KUDHBIM WM KYPCUB) COXpPaHUTCS. TeKCT, BCTaB/sieMbli U3 BeO-CTpaHMLl,
MO>KET OBbITb IMOMeIl|eH BO Bpe3KHW WK Tabmumilpl. Ecii pe3ysbTaT He TTOHPABHUIICS, TO
Ha)XMUTe 3HauOK OTMEeHUTH UM HaKMHUTe coueTaHue KinaBuil Ctrl+Z.

YToObI BCTAB/ISIEMBIN TEKCT TIPUHST (HOPMaTHUPOBAHKE OKPY KAFOIIIero TeKCTa:
® Bribepute nyHKT MeHio IlpaBKa > BcTaBUTh Kak, WK

® HaxMuTe Ha TPEYr'O/JIbHUK CIIPpdBd OT 3HAUKd BcraButh Ha BKJ/IaJgKe FJIaBHOE,
nin

® Ha)kMuTe Ha 3HaUOK BCTaBI/ITB, He OTITyCKas JIeBYIO KHOIIKY MbIIIHN.

3aTeM B rosiBUBIIIeMCst MeHIO BbibepuTe TosibKO TekcT. Habop BapraHTOB B
MeHI0O BcTaBUTh KaK MeHSeTCi B  3aBUCUMOCTH OT TPOUCXOXKIEHUS U
dopmaTupoBanusi TeKCTa (WM APyroro oObekTa) [t BCTaBKU. Ha pHCyHKe HIKe
ToKa3aH MpUMep [/ TeKCTa U3 Oydepa obmeHa.

D - Liberation Serif
- Ko ;

CNHpPCBEITE
' M K Y~

m

Brrasute
$.A k’l’inldl"ll-lF!HTh I"I'H'H"'IIJHT

Tekctoesid gokyment AlterOffice 3.2
AuHaramyecknii oBmed gaddeirn (DDE-cenzs)

Azbik pazmeTrm runeprekcra (HTML)

Tekcr ¢ dopmatrposaduen (RTF)

TekcT ¢ dhopmatmposadnen (Richtext)

Tonbko TekcT

Menio Bcmasumb Kak
ITouck u 3aMeHa TeKkcTa U ¢oopMaTUpoOBaHHe

B AText ectb ABa criocoba JJI TIOMCKa TeKCTa B JOKyYMeHTe: 13 I1aHe/IM ITOMCKa
H 13 Jdajora Haiity 1 3aMeHHTb.

B aunanore MOKHO:
® lckaTh U 3aMeHsITh CJI0Ba U (ppa3bl

® icnonb30BaTh CrieljyajibHble CUMBOJBI U peryssipHble BbIpa)KeHHs, UTOObI
00/IeTYNTB U YCKOPUTD TIOUCK
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® VIcKaTb ¥ 3aMeHSTh OrpeZieJieHHoe (opMaTHpPOBaHKe (CTHIIH)
® ckaTh ¥ 3aMeHSTh CTU/IM ab3alia

Hcnosib30BaHue naHe/Id MoucKa: Eciy naHess movcka HeBUMMa, TO i eé
oTobpakeHust BbibepuTe MyHKT MeHI0 Buj > Ilanenu uHcTpymMeHTOB > Halth win
HakmuTe couetanve kiaBuml Ctrl + F. IlaHenp noucka MNOSBUTCA BHU3Y OKHa
AlterOffice npsimo Haz, cTpokoi coctosiHUsA. [aHe b MOXKHO CZie/laTh TIaBarolel WiIn
TIPUKPeIUThL eé B UTHOM MecTe OKHa AText.

i & e o e

sce [ Yunreisats perncrp @
Ilanenb noucka 8 nosuyuu no ymoauyaHuro

151 ¥icrionb30BaHWsl MaHe U TIOUCKA BBeAUTE B M0Jie [I/Isl BBO/IAa UCKOMBIM TEKCT
U HakMmuTe Krapuily Enter, 4ytoObl HaliTH C/iefyiolllee COBMaZieHWe B TeKyIleM
JokymeHTe. Haxumaiite kHomku Crepyromee u IIpeabigymiee 1o Mepe
Heo0X0IMMOCTH B MOMCKe. HakaTve Ha 3HAYOK JTyTbl C KapaH/IaIlloM OTKPOET Hajior
Haiitv 1 3aMeHHTb.

HNcnonb3oBanue auanora HauTu v 3aMeHUTD

YTo6bI OTKPHITH Avanor HaWTu U 3aMeHHTb, MCII0/b3yHTe coueTaHWe KJ/IaBHII
Ctrl + H wim BbeiOepure myHKT MeHi0 IIpaBka > Haiitm m 3ameHutb. [Ipu
HeoOXOZMMOCTH Ha)XXKMHUTe KHOTIKY JIpyrue mapaMeTpsl, uTOObI PaCIIMPUTh UAJIOT U
TIOJIyYUTh JOCTYII K [JOTIO/ITHUTE/IbHBIM ITapaMeTpaM I10MCKa U 3aMeHbI.

Haiit n zameHnTe it

Hairi: ot

[] YuWTbIBaTE pErUCTP O Cnoea Lenvkom

JameHnTh: ~

Haiiti 6ce

MpeabiayLees

Cnegyrouige

3aMEHWUTH

3aMEHWTE BCE

[ Kormaerrapun

[ PerynapHsie sripakenns
[ Mouck nogoBre MogobHele..

pEMMHETb,ﬂ,MEKpMTHHECKHE IHIKR

ATpuByTel...

Cnpaeka

Dopmar...

[] B cBpatromnopaake
[ Crum absaua

O YUNTBIBATE LUMPWUHY CHMBONOE

[] ®orernueckn (anorckwii) JEYKM...

I:l Y¥unTeIBATE Ka LA Bl

JakpbiTe
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PacwupenHblil duanoe Haiimu u 3ameHumsb

[nst ucnosib3oBanusi Auanora Hautu v 3aMeHUTh:
1. BeguTe uckoMbIi TeKCT B nosie HanTn.
2. [1ns 3ameHbl TEKCTa Ha JPYroi BBeJUTe HOBBIM TEKCT B T0/ie 3aMeHHUTb.

3. Mo)XHO BbIOpaTh pa3/MuHble BapUaHThI, TaKKWe, KaK MCKaTh CJI0BO LIeJTMKOM,
YUUTBIBaTh PETUCTP U JpyTHe.

4. Tlocie HaCTpPOWKHM MapaMeTpoB mMoucka Haxmute Enter B mnone HauWTu.
Yr1oObl 3aMEHUTb Hal/IeHHBIN TEKCT HAKMUTEe 3aMeHUTb.

Cosem: Ecau Haxcamb kHonKy Hatlimu ece, mo AlterOffice ebldeaum ece
UCKOMble 3/1eMeHmbl 8 meKcme OOKyMeHmd. AHA/N02UYHO, ecAu HAMcamb KHONKY
3amenums ece, mo AlterOffice 3ameHum ece cosnadarowjue 3/1emeHmMbl HA HOBble.

IIpedynpedicoeHue: Hcnonb3ylime ¢pyHKYuo 3ameHUmb 8ce ¢ OCMOPOHCHOCMbIO,
UHaue MOJMCHO NOoAyYUMb MACCYy HeBepHblX 3HaueHull 8 OokymeHme. HcnpaeneHue
makoll owubKu Modxcem nompebosamb Kponomaueot pabombl N0 pyYHOMY NOUCKY U
3aMeHe He8epHO20 MeKCma c/080 3a C/I080M.

BcraBka criernfMa/jIbHbBIX CHMBOJ/IOB

CrierjyanbHble CUMBOJIBI He TIpe/ICTaB/IeHbl Ha CTaHAapTHOM PYCCKO-aHTJIMMCKOU
kaBuarype. Hanpumep, © 3% @ ¢ fi 60 @ ¢ — 3TO BCé crelua/ibHble CUMBOJIbL. UTOOBI
BCTaBUTH CIlel1a/IbHbIN CUMBOJI:

1. IlomecTtuTe KypCop B MeCTO BCTaBKU CUMBOJIA.

2. Boibepure myHKT MeHI0 BcraBka > CnenuanbHbie CHMBOJIBI, UTOOBI
OTKDPBITb COOTBETCTBYIOIUH AUAJIOT.

3. Beibepure cumBosbl (M3 M000r0 MmpUQTa WM HECKOJIBKUX MIPU(TOB),
KOTOpble HeoOXOJWMO BCTaBUTb, B HEOOXOJUMOM TIOPSAKE W HaKMUTE
KHOIIKY BcTaBUTb.

BbIGpaHHbIe AJI1 BCTadBKU CHMBOJIBI OTOGp&)K{:lI-OTCH B JIEBOM HWXHEM VYIJIy
Aranord. Ka)K,ZLBIﬁ BbI6pélHHBII>i CHMBOJI TIOKd3bIBA€TCA CIIpdBa C YKd3dHHEM €ro
YKMCJ/JIOBOI'O KOJa.

2024 2. OO0 "AJTIMU MapmHep"©



TekcToBbIN Npoueccop AText 53

BeiGop cumeona x

Nonce: Wpudr MoawmoskecTso:
Liberation Serif | [naruraa-1 v

Ll #(8|%|&|"[(])|*|+],]- ! m

gld|z|ald|5l67 88 s x| =] e ® ©

@/ AB|CIDIE|F|G|H|T|J|K|L MN|O

P QIR|S|T|IUVIWIX|Y|Z|[|\N[][M]_ COPYRIGHT SIGN
alblc|d|e|f|lg|h|i|j|k|]l | m|n|o

pla|r|s|c|u|v|w[x|y|z[t]1]1]~

Pi|ClE |2 |¥| |8 Ak ®| |° ecarnurios: 169

23] [p|" R RN ARk B A 4 YaamTe us usbparHoro

Heaaenue cumeons::

nooEna

k

MsBpanHble cumeonss:

o< |2 Jo fn fr <]

Cnpaska Bcraewte OTMEHNTE

|E ||¥ £ |[©

Jluanoz CneyuanbHble CUMBO/IbI

PasnyuHble mpUGTH BKIIOUAIOT B cebsi pasnuyHble CrieljaabHble CHMBOJIbI.
Ecmi He MoKeTe HaWTU HY)KHBIM CIeIManbHBIA CHMBOJI, TIOTIPOOYHTEe W3MEHWUTh

HIpUQT.
BcTaBKa THpe, Hepa3pbIBHBIX Po0esioB u AeducoB

[nsi mpefoTBpallieHys1 pa3fjesieHust [BYX CJIOB B KOHLIE CTPOKM HaKMHUTe
knaum Ctrl+Shift mpu BctaBke mpoGesia Mexxay 3TUMH c/ioBaMu. BMecTo 06bdHOTO
OyzeT mocTaB/ieH Hepa3pbIBHBIN mMpoOen. UToObl /ioBa, cofepskamue geduc, He
NepeHOCUIMCh Ha HOBYIO CTPOKY (Harpumep, uToObl He pa3pbiBaTh €10BO CaHKT-
[Tetepbypr) HeoOXoAMMO OOBIKHOBEHHBIN /ehrC 3aMeHUTh Ha Hepa3pbIBHbIN educ
TIpY TIOMOIIM Hakatus couetanus knaBuil Shift+Ctrl+3nak munyc. UToOBI BCTaBUTH
KOPOTKHe U [I/IUHHbIe THUPe, MOXKHO HCIIO/b30BaTh HACTPOMKY 3aMeHATH Aeduchbl Ha
THpe Ha BKajke ITapamerpnl B MeHio CepBuc > Apro3ameHa > Ilapamertpsl
aBTO03aMeHbI. JTa HACTPOWKA 3aMeHsieT, IPU OMpe/ie/IeHHbIX YC/IOBUSIX, OFWH WU [[Ba
neduca Ha OZJHO THUPe.

® BeeauTe cUMBOJBI, 1pober, ABa Jeduca, eirle rnpobes U elle CUMBOJIBL [IBa
neduca OyayT 3aMeHeHbI HA KOPOTKOe THpe.

® BBeguTe CUMBOJIBI, OAWH feduc, eife cumMBosbl (6e3 mpobesnon!). Hedric
OyzeT 3aMeHeH Ha JJIMHHOE THPe.

Y craHoBKa Taly/IAI[UH U OTCTYIIOB
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[lopu3oHTanbHas JIMHEMKa TOoKa3biBaeT Iwiar Tadynsiuu. JlroOble —I1aru
TaOy/IALUKM, Tiepeorpe/ie/IéHHbIe TIO/b30BaTe/ieM, TePeuIlyT CyIL[eCTBYIOIIUe TI0
YMOJTUaHHIO 11ary Tabysiiuu. HacTpoiiku Taby iUy BAKSIIOT Ha OTCTYTI BCero ab3aria
(ucronb3yTe 3HAUKA YBEJMYUTh OTCTYN U YMEHBIIMTH OTCTYN Ha BK/IafiKe
I'1aBHoOeR), a TaK)Ke Ha OTCTYII OT/Ie/IbHOM CTPOKH ab3aria (1pu Haxkatuu KiaBuiiy Tab
Ha K/JaBuaType).

Wcriosib30BaHKe 1mara TaOyJIsIMU 10 YMOJIYaHUIO MOYKET BBI3BaTh MPOOJIEMBI,
€CJTM TIPOMCXOUT 0OMeH JOKyMEHTaMH C APYTMMH JIFoibMU. Ec/ii ucrmosib3yercs 1ar
TaOy/IALUM TI0 YMO/YaHUIO U 3aTeM JOKYMeHT OyZeT repejaH KOMY-TO elle, KTO
BbIOpa/l WHOW Iar Tady/isalMyd [0 yMO/TUYaHHWIO, TO (hOpMaTHUpOBaHWE B TAaKOM
JOKYMEHTe MOKeT W3MEeHUThCs, TaK KakK OyJIyT WCI0/b30BaHbl HACTPOWKU 3TOTO
yesioBeKa. BMeCTo MCIo/ib30BaHKsl HACTPOEK M0 YMOJTUAHHUIO OTIPe/ie/TUTe COOCTBEHHbIE
HaCTPOWKHU TaOyJIAI[UH, KaK PacCKa3aHO HUKE.

Yrtobbl oOmpesieTh OTCTYNbl W HACTPOWKU TaOysLMU [/ OJHOTO WU
HECKOJIbKUX BbIZIe/IeHHBIX a03arieB, ABaXK/Ibl HAKMHUTE JIeBOW KHOIKOM MBIIIM Ha YacTu
NMVHeNKH, OKpallleHHOW B cepblil 1[BeT, U o0O03Hauarolled MoJisi CTPAHULbl, UTOOBI
OTKPBITh ivanor A63aw Ha Bka/ike OTCTYyIbI H HHTepPBaJIbI.

HawnyumvM peiiieHreM OyeT OIpefenuTh HAaCTPOWKHM TaOY/SIMU B CTUJIE
ab3aria.

Cogem: Hcnonb3oeaHue npobesnos 8 kauecmge mabyasyuu Modcem npusecmu K
cboto popmamuposaHus npu nNOBMOPHOM OMKpbIMuUU OOKyMeHmda uau OmKpblmuu
O00KyMeHma ¢ opy2umu HaCmpoukamu.

Bb100op napamMeTpoB Mo yMO/TYaHHIO /ISl TA0y/IALUH

YToObl YCTaHOBUTh €JJMHULIBI U3MEPEHUS U pa3Mep Iilara TaOy/siuy, OTKpOWTe
meHto Cepguc > I[Tapamempnbi > AlterOffice AText > Obuwjue.
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Mapametpe - AlterOffice AText - OBune *
B AlterOffice * | Asromatmueckm
[ 3arpyska/coxpanenne Mons
E Hactpoiikn fsbika
s Marpammel
B AlterOffice AText i
I— Q6Lpe O6HOBAATE CEA3WA NPW SaTPy3Ke
Bua (O Beeraa
3Hakn hopMaTUPOEAHUA @I'IoTpeﬁosaHmo
CeTia
(O Hukorga
QcH. wpndTel (3anagHele)
OcH. wpndtel (BocTouHoas Ycranoekm
Oct. wpudel (CCM) EavHnua nameperna:  |CaHTHMETR ~
Mevare
Tabmua War ratynaugmm: | 1,25 cm 5
Wsnerenin BrMOUMTE E4MHILY M3MEREHNS Wcnons30eaTe KB3APaTHBIE CTPAHMLbI 418 TEKCT!
CpasHeHne
Mopgcuér cnoe
CoBMECTUMOCTE
ABTOHa3BaHWE [Opyrue pasgenmten: |—
Pacceinka 3nektpornoii no [ Mokaseieats kon-eo cTangapTHe cTparHuL,
# AlterOffice AText/Web =

= CWMBONOE HE CTAHAApPTHOW cTpankue | 1200 =
[ Aler(V#fice Race et A3p JAAEiMEL

Cnpaeka BoccraHoeute MpuMeHnTE OTMEHNTE

sl
W

Bbibop Hacmpoek no ymoauauio 015 wiaza mabyasyuu

IIpumeuaHue: H3meHeHusi HacmpoeK madyasyuu no yMOAYAHUIO GAUSIOM Ha
¢opmamuposaHue 0OKyMeHMO8 OMKpblMmble NOC/e U3MeHeHUsl HACMPOeK, 8 KOMOpbIX
UCno1b308a/Cs1 OaHHbIL napamemp.

Takke MOXHO WM3MEHUTh €JUHULbl W3MepeHUs [Jid JUHEWKU B TeKyIleM
JIOKyMeHTe, Ha)kaB MPaBOi KHOTKOW MBIIIU 10 JIMHEeMKe JJ1s1 OTKPBITUS CIIMCKa eJMHMUL]
n3MepeHusi. BeibepuTe HY)KHBIH BapUAHT M HAXKMHUTE 10 HEMY JIEBOM KHOITKOUM MBIIIIH.
BribpaHHasi HACTpoMiKa MPUMEHUTCS TOJILKO K 3TOU JTMHeMKe.

MuanmmeTp
® CaHTUMETp
droim
OyHeT
Magka

Cumeon

Bbi6op eduHuy usmepeHus Ha AuHelike
IIpoBepka opdorpaduu U rpaMMaTHKHU

AText coaepXXUT cpeJCTBa TMPOBepPKU opdorpaduu, KOTOpPbie MOKHO
WCTI0/Ib30BaTh CJ/IeAYIOIIMMHY CI0CO0aMMU:
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3HavoK Pe3ynbraT

B [TpoBepsieT Kaxkioe CJ0BO TIPU BBeJEHUU U TOAUEPKHBAET
HerpaBW/IbHbIE CJIOBA BOJTHUCTOW KPaCHOW JIMHUEH.

ABTOIpOBEpKa "
Ec/iv HempaBU/IbHOE C/IOBO MCTIPABUTh, JIMHUS TIPOMAZET.

opdorpaduu

AEp KomOnHMpOBaHHasi TIpoBepKa opdorpadry ¥ rpaMMaTHKH.
OTKpbIBaeT AUasor, B KOTOPOM MOC/e/l0BaTeIbHO MOKa3aHbl
BCe HempaBW/IbHbIE C/I0Ba, Hal/leHHble B AOKyMeHTe. [Iis

[TpoBepka opdorpadiu  haGoTe dhyHKLMK UCTIOMB3YHOTCS CJIOBAPH YCTAHOB/IEHHBIE B

AlterOffice. TTo ymosiuaHWIO yCTaHABIMBAKOTCS CIOBapU:
npoBepku  opdorpacdry, TpamMMaTHK{, [1€PEeHOCOB U

Te3aypyc.

Bor elrje HeKOTOpble 0COOEHHOCTH MPOBepKU opdorpaduu:

® HakaTb MpaBOM KHOMKOW MBIIIM TO CJOBY, TMOAUYEPKHYTOMY BOJHUCTOM
NMHWeH, 4YToObI OTKPBUIOCH KOHTEKCTHOe MeHro. Ecimu BbIOpaTh OfWH U3
Tpe/i/IOKeHHbIX BapMaHTOB CJIOBA B MEHIO, TO BbIOpaHHOE C/I0BO 3aMeHUT He
pacrmo3HaHHOe CJIOBO B TeKcCTe. /pyrue MyHKThl MeHIO OyJyT pacCMOTpPeHbI
HIDKE.

® Boibpath s3bIK c/oBaps (Hampumep VcmaHckwid, ®PpaHIy3CKUd umu
Hewmerikuii) B iuanore IlpoBepka opgorpagumn.

i I,£[06(:1BI/ITI: HepacClio3HaHHOeEe C/ZIOBO B C/1I0Bapb.

® Haxxmurte kHonky ITapamerpsl B fuanore IIpoBepka opdorpadun, uroOs
OTKPBITh JMaJIOr, TIOXOXKUK Ha TOT, KOTOPbIA HaxoAWTCs B MeH0 CepBHC >
Ilapamerpbr > HacTpouku s3pika > JImHrBucruka. B HEM MOXHO
BBIOpaTh, C/leflyeT /M TPOBepsiTh CA0Ba W3 3arylaBHBIX OYKB U CJIOBa C
Yrc/IaMM, YIpaB/sATh M0/Ib30BaTebCKUMU CI0BapsiMM, TO eCTb /100aB/siTh U
y[aisiTh C7I0BapH, U [00aB/IsATh U yAAATh CJIOBA B C/IOBapsiX.

® Ha Bknagke IlIpudgt auanora CTuab ad3ama MOXHO YCTaHOBUTH [IJIsI

OTZAe/MBHOrO ab3ara sI3bIK TPOBEPKU [OKYMeHTa (OT/IMYHBIM OT OCTaJbHOTO
JIOKyMEHTa).

Hcnonb3o0BaHue BCTPOEHHBIX HHCTPYMEHTOB HAaCTPOMKH si3bIKa

AText npeaocCTaB/isieT HECKOJIBKO MHCTPYMEHTOB, KOTOPbI€ CAE/Ial0T pa60Ty C
TEKCTOM Jierue, eCjiv rMpuxoguTca CMEIIMBAThL HECKOJ/IBKO A3BIKOB B OJHOM JOKYMEHTE.
OCHOBHBIM NperuMyIeCTBOM 3aMeHbI A3blKa /I BbIAE/IEHHOI'O TeKCTad ABJISAeTCA TO, UTO
AJIs1 TIPOBEPKU op(borpacbm/l HCIIOJIb3YIOTCA TIpaBW/IbHbIE C/I0BAPU W TIPUMEHAROTCA
JIOKa/IM30BaHHEIE Ta6J'II/ILlBI 3dM€H, Te€3aypYyChl U IMTPpaBHWJ/ia IIeEPEHOCOB.
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Takxe MOXXHO He yCTaHaBIMBATb sI3bIK il ab3alja WM TPYIbl CUMBOJIOB,
nyHkT Het (He mipoBepsitb opdorpacduro). Takoit BEIOOp T0Jie3eH, eC/id BCTaB/SeTCs
TEKCT W3 BeO-CTpaHWI] WIM JIMCTHHT KOJa TIPOTPAMMbI, W HeT HeoOXOAUMOCTU
TpoBepsiTh B HUX opdorpadrio.

[TpeAmouTHUTEe/ILHBIM SIBJISIETCS YKa3aHWe si3blKa B CTU/ISX CHMBOJIa M ab3alia,
MOCKO/IbKY CTW/IM TIO3BOJISIIOT OCYIIECTB/ISATh 0oJiee BBICOKUM YPOBEHb KOHTPO/S U
JlellatoT TIpoljecC W3MeHeHuUs si3bika 6osiee yao6HBIM U ObIcTphiM. Ha Bk/iagke IIpudt
B gauanore CTwib aG3ama MOXKHO YCTAHOBUThH SI3bIK TIPOBEPKU [JOKYMEHTa Jisi
oTAenpHOrO ab3aria (OT/IMYAIOIIMICA OT BCEr0 OCTaJbHOTO JOKyMeHTa). Emié mMokHO
YCTaHOBUTb SI3bIK /IJI1 BCETO JOKYMEHTa, /711 OTZe/bHBIX a03al|eB UK OT/ebHBIX CII0B
Y CUMBOJIOB, UCITO/Tb3YsI IMyHKT MeHI0 CepBuC > SI3BIK.

Emé oaHuM criocoboM H3MeHeHHUs s3bIKa [/I1 BCETO [AOKYMEHTa SIB/ISIeTCS
ucronb3oBaHve mMeHto CepBuc > Ilapamerpbl > HacTtpoiiku s3biKa > fI3biku. B
MyHKTe $I3bIKH JOKYMEHTOB 0 YMOJ/TYaHHIO MOKHO BbIOpATh APYTOM A3bIK [ BCETO
TekcTa. [IpoBepka opdorpaduu paboTaeT TOSBKO [/ T€X SI3bIKOB, KOTOPble MMEIOT
CUMBOJ psifoM. Ecnu Takol CUMBOJ AJi1 KaKOrO-TO Si3bIKa OTCYTCTBYET, TO MOXXHO
YCTaHOBUTh JIOMOJHUTE/bHBIM C/I0Baphb, UCIMO/Mb3Yys MyHKT MeHi0 CepBuc > fI3pIK >
CnoBapu B IHTEepHeTe.

S13BIK, UCTIONB3YeMbI B JaHHBIN MOMEHT [ijisl IPOBePKHU opdorpaduu rMokas3aH B
CTPOKe COCTOSIHUSI, CTIpaBa OT CTHJISI CTPAHUILIbI

Hcnosb3oBanne pyHKuu ABTO3aMeHa

Oyukima AText ABTo3aMeHa BKJIIOUaeT JJIMHHBIM CIIMCOK ONevaToK, KOTOphle
OyZyT McrpaB/ieHbl aBTOMaTHUeCKu Npu BBoJle. Hanpumep, «6s1b1» OyzeT 3aMeHeHO Ha
«Obi». DyHKIMS ABTO3aMeHa B AText 1o ymonauaHWiO BKIrOYeHa. UTOObI eé
OTKJTFOUUTB, CHUMUTe (h/1a’KOK C IyHKTa MeHi0 CepBucC > ABT03aMeHa > Ilpu BBoje.

Bribepute myHKT MeHi0 CepBuC > ABT03aMeHa > IlapameTpbl aBTO3aMeHBblI,
YTOOBI OTKPBITH AMa/ior ABTO3aMeHa. B HEM MOJKHO OTIpe/Ie/TUTh, KaKhe CTPOKH TeKCTa
WCTIPAB/IAIOTCS M KakK HWMeHHO. B OO/bIIMHCTBe C/iydaeB XBaTaeT BCTPOEHHBIX
3HaueHui. UToObI OCTAaHOBUTb 3aMeHy KOHKpeTHbIX ¢(pa3 B AText, 3aiigute Ha
BK/IQZIKy 3aMeHMTb, BBIJe/IUTe Tlapy C/I0B U HA)KMHUTE KHOMKY Y AaauTb. UToObI
n00aBUTh HOBYIO 3aM€EHY B CITMCOK, BBe/IUTE B MOJSIX BBO/Ia 3aMeHATh U 3aMeHATH Ha
HY)>KHbIe 3HaueHus1 U HaxXmuTe KHOMNKY Co3paaTh.
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ApTo3aMeEHE X
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Cnpaexa BoccraHoenTe OTMEHNTE

Hapamempbl asmo3dmMeHbl

[TocmoTpuTe Ha Jpyrue BK/IaJKWA Auanora ABTo3ameHa Ajisi 0ojiee TOHKOM
HACTPOWKU (QyHKLIUH.

Hcnosb3oBanue pyHKUH 3aBepiieHne C/10B

Ecnu ¢yHkius 3aBepiieHue c/10B BKItoueHa, AText nbiTaeTcsi yrajaThb, Kakoe
CJIOBO Hauasl TMCaTh T10/Ib30BaTe/lb U TpejjiaraeT BapyaHThI ero 3aBepliieHus. YToObl
TIPUHATH NpeJJIoKeHre, HaXKMUTe KiaBuilly Enter. B npoTuBHOM cilyudae rpojospkaite
reyararsb.

YToObI OTK/MIOUNTE (QYHKLIMIO 3aBepiieHHe CJI0B, BbibepuTe B MeHio CepBHC >
IlapameTpbl aBTO3aMeHbl > 3aBeplleHHUs] CJI0B U CHUMHUTe (IaKOK Y ITyHKTa
3aBepmiaTh C©10Ba. MOXHO HAacTpOUTh C/eAyroliMe (QYHKLUMU Ha BKJaJKe
3aBeplleHus C/10B [j1ajiora ABTo3aMeHa:

i ,Z[O6&BJIHTB dBTOMATHUYECKHU npo6en mocjie IIpUHATOIO BapHaHTa C/I0Bd

® Tloka3bIBaTb BapWaHThl 3aBEpIIEHUs CI0Ba, KaK MOACKA3Ky (BCIUILIBAIOIYHO
CBepXY), a He KaK IMPOZ0/DKeHHe TleyaTaeMoro CJioBa

® CobupaTh C/ioBa TIpu paboTe C JOKYMEHTOM W MO0 COXpaHATb WX [iJIsI
JA/TbHENIIIer0 WCMO/b30BaHUS B JIPYTHUX [OKYMEHTaX, MO0 yAansaTh TpU
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3dKPBITHH JOKYMEHTA.

® /I3MeHUTh MaKCHMaJIbHOe KOJIMUeCTBO CJIOB, 3alIOMHUHAeMBbIX AJ1d OOIIO/THEHH A
CJ/1I0Bd, U MUHHMMaJ/IBHOE YK CJIO 6YKB B CJ/IOBe

® YjanuTh onpezie/IEHHbIE 3aMUCH B CITUCKE 3aBEPIIeHUs CI0Ba

® BeiOpaTh K/aBHIIy /s BbIOOpa TIpejjiaraeMoro BapHaHTa ([[OCTYIIHBI
knaBuim Ctpenika BnpaBo, End, Enter, Tab u ITpo6esn)

HPHMeanI/IEZ ABTOMaTHUECKOE 3aBeplieHre C/JI0Bad MPOMCXOAWT TOJIBKO I1OC/ie
€ro BTOPOr'o UCII0/Ib30BAHUSA B TEKCTE JOKYMEHTA.

Hcnosb3oBanue GyHKIUM ABTOTEKCT

Wcnonb3yiiTe GQyHKIMIO ABTOTEKCT [I/Isl COXPAHEHUs TeKCTa, TabJInL], pUCYHKOB
U [PyrUx 3/IeMeHTOB i MOBTOPHOI'O WCIIOJb30BaHUS M Ha3HaubTe WM COYeTaHUs
KJIaBMII [iji1 00JieryeHyst ovcka. Hampumep, BMeCTo TOro uToObl BBOAUTHL «BhicCiiee
PYKOBO/ZICTBO» KaXK/IbIii pa3, Bbl MOXKeTe HaCTPOUTh 3allvCh aBTOTEKCTA Ha BCTaBKY 3TUX
CJ10B TIpu BBOJIe «BP» 1 Haxkatuu Ha kiaBuily F3. ABTOTeKCT ocobeHHO 3 deKTrBeH,
KOr'/la Ha3HauaeTCsl Bpe3KaM.

Co3ganve ABTOTEKCTa

151 coxpaHeHUs TeKCTa B KauecTBe ABTOTEKCTa:
1. BBeguTe TEKCT B JOKyMeEHTe.

2. Boigenvre TeKCT.

3. Bribepure myHKT MeHi0 CepBHC > ABTOTEeKCT (WIM Ha)XKMHUTE COUeTaHHe
knaButu Ctrl+F3).

4. B guanore ABTOTEKCT BBeduTe HUMs /s aBTOTeKcTa B mone Mma. AText
MpeJ/IOKUT KpaTKoe UMs, KOTOpOe MOKHO U3MEHHUTh.

5. B OGombiiom mose csieBa BbIOepUTe KaTerOpUIO [Jisi 3allMCH aBTOTEKCTa,
HarnipuMmep Mol ABTOTEKCT.

6. HaxxmuTe KHOMKY ABTOTEKCT cripaBa W BblOepute u3 MeHr Co3paTth
(TOJTBKO TEKCT).

7. Ha)kmMuTe KHOTIKY 3aKPBITh, UYTOOBI BEDHYTHCS K JOKYMEHTY.
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ApToTEKCT *

[] Mpeanarate 3ameny npu Habope

Wmm: [ Mpeaynpexaenne CokpalugHne: ﬂp|

#  BusutHbIE kapToukw (3 V2 x 2)
B Moii AsToTexcr

3ameTka

¥ CranpapTHble

#  Toneko gna wabnoHos

CG](PaIUI'Ib CBA3ZW OTHOCHUTENbHO

| DannoB0i CHCTEMBI [] MHTepHeTa

Cnpagka ApToTEKcT ¥ Katerocpum... MyT... 3aKpbiTe Berasuths

dyHkyusa Asmomekcm

BcraBKa ABTOTEKCTa B JOKYMEHT

Yrto6bl BCTaBUTH ABTOTEKCT, BBeJWUTE KpaTKOe HUMSI aBTOTEKCTa M HaKMHUTE
knasuiy F3.

2.7 ®opmaTupoBaHMue TEKCTa

PEKOMEH,ZlyETCH HCIT0J/JIb30BdATh CTH/IH

Ctuu 5T0 riaBHOe NPy UCoib30BaHUM AText. CTU/IM MO3BOJIAIOT JIETKO
¢dbopMaTMpoBaTh JOKYMEHT U U3MEHSTh (POPMaTUPOBaHUE C MUHUMA/bHBIMU YCHUTUSIMHU.
CTu/ib 3TO UMeHOBaHHBINM Habop mapameTpoB hopMaThpoBaHus. [1pu MprUMeHeHUH
CTW/IsI TIPUMeHsIeTCs 1iefiasi rpyIina ¢opMaToB OfiHOBpeMeHHO. KpoMe Toro, CTU/IU
WCTIOJTBb3YIOTCS /I MHOTHX BHYTPeHHUX mpoijeccoB B AText, jake eC/ii 3TO HUKAK He
0003HaueHo U He BU/IHO T0JIb30BaTe/ 0. Hamprmep, oryiaBieHre JOKyMeHTa CO3/aeTcst
Ha OCHOBEe CTWJIeH 3ar0/I0BKOB (WM JPYTUX CTU/IeH, 3aZlaHHbIX B HACTPOMKaX).

Coget: PyuHoe ¢opmaTHpoBaHue (TakKe Ha3bIBaeMoe IpsiMoe
dopmaTHpoBaHe) OTMEHSIET CTH/TH, U U30aBUTHCS OT HETO, MPUMEHSISI K PYUYHOMY
(dhopMaTHUpPOBaHKUIO CTUIIU, HEJIb3sl.

AText comep>XUT HeCKOIBKO THUTIOB CTHUJIEH /IJIs1 pPa3/IMUHBIX TUIIOB 3JIEMEHTOB:
CHIMBOJIOB, ab3a1[eB, CTPaHUI], BPE30K U CIIMCKOB.

dopmMaTHPOBAHHE MOXKHO HACTPOUTH C TIOMOII[bI0O HHCTYPMEHTOB Ha BK/IA/IKe
I'naBHoe. PaccMoTpuM ux moipo0OHee.
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dopmarupoBanue mpudra

Yro0Obl U3MEHUTDH HIPUGBT BOCTIONB3YHTECh 6;10KOM HHCTpyMeHTOB IlIpudT Ha
BK/1agke I'1aBHoe.

[CnaeHoe Bcraeka Pazmerka CoblnEn
Times Mew Roman w113 |¥| A & b
M K‘ H - 68 }'{; }{2 'fl'.l'u - a:’ v A »

[

Baok uHcmpymenmos Llpugpm

Byok uncrpymentos «1lIpudr»

Times Mew Roman s
apHutypa (MeHsieT CTU/Ib WpUdTa)

2. il Kernb (MeHsieT pa3mep 1ipudTa)

3. A yeemuurens Kers (yBenmuumBaet pa3mep Lipu@dTa Ha 2 MyHKTa)

4. * Yvensumts Kernb (ymeHbliaeT pa3mep wipudra Ha 2 MyHKTa)

5. " Ouncrus topmaTupoBaHue (OTMeHsieT BCe IapaMeTphbl TeKCTa,

BO3Bpalljasi B UCXOJHOE TT0JI0’KEHHE)
6. ™M >KupHblii (M3MeHsIeT BbI/Ie/IEHHBIH TEKCT, flefasi ero KUPHbIM)

7. K KypcuB (M3MeHsieT Bbl/le/IeHHbIN TEKCT, [iefiasi ero KypCUBHBIM)

@

| .. o o

— INoguépkHyThIN (OAUepKUBAeT BblJje/IeHHbIN TeKCT)
.a&& .. ~ . ~

9. 3auépKHYThIM (3aUuépKUBaET BblJe/eHHbIN TeKCT)

10. * Hwkumit uH/ieKC (BbiZeuTe OYKBY, IMPY Wi /It00YI0 APYTYIO JIUTEPY,
KOTODPYIO TpeOyeTcst HarleuaTaTh B (hopMaTe HIPKHETO UHZEKCA)

1. X BepxHuii unziekc (Boigeute OykBy, udpy umm o0y Jpyryro
JIUTEpPY, KOTOPYIO TpeOyeTcs HareuaTaTh B (hopMaTe BEPXHEr0 MHEKCa)
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A\B o
12. +» MeXCUMBOJIbHBIA MHTEepBaJl (pacIlvpsieT WK Cy’KaeT pacCTOsTHHe
MeX/ly CUMBOJIaMU B TEKCTE)

aks
13. = 1IBeT mo/iCBETKU CUMBOJIOB (BBI/|e/ISIET [IBETOM TEKCTOBbIE OOBEKTHI)

14. £ LigeT mpudTa (MeHsieT 1jBeT IpUdTa)
dopmaTupoBaHue ad3areB

MHoro ¢opmaToB K ab3aily MO>KHO ITPUMEHHTD, UCIT0/Ib3Ys1 6/I0K HHCTPYMEHTOB
A63ary Ha BK1azike ['/1aBHOoe.

[
i
[
4
1
i
4
|
M
i
in

1
11
il
1]
i
4
LB
a4
a

Bbaok uHcmpymenmos Ab3ay

B/10K MHCTPYMeHTOB «A03arp

[rp—

*—_ ~
1. MapKupoBaHHBIHN CIIUCOK

1—

21— ~
2. HyMmepoBaHHBIN CIIMCOK

-
3. MHOroypoBHeBbIi CIHCOK
4. —ZYBenuuuTh OTCTYN (YBEJUUMBAET OTCTYII HA O/IUH YPOBEHB)

5. == YMeHbIIUTh OTCTYT (YMEHbIIIAeT OTCTYII Ha O/JUH YPOBEHb)

6. 9 [TepektounTh HeTleuaTaemMmble CUMBOJIbI

=
7. Cnesa HaripaBo

BbIpOBHSATE B/1€BO (BhIpaBHUBAHKE TEKCTA I10 JIeBOMY Kpato)

ITo 1eHTPY (BhIpPABHHMBaHHE TEKCTA I10 LIEHTPY)
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10. BbIpOBHSATH BIpaBo (BbIpaBHMBaHKeE TEKCTa 10 PaBOMYy Kparo)

11. = Tlo mMpuHe (BbIpaBHUBaHWeE TeKCTa I10 IIIUPUHE)

12. *+= 3asaTh ME>KXCTPOYHbIM UHTEPBAI

13." " 'LBert ¢hoHa (M3MeHeHHe 1iBeTa (OHA)

14. % CnpaBa HajeBo
dopmMaTHpOBaHHUe CTU/IEH

YT0oOBI U3MEHUTE CTU/Tb TEKCTA BOCIIO/Ib3YHTECh 6/I0KOM HHCTPYMEHTOB BO
BK/aake ['y1aBHOe.

OcHoeHOil Tt 3ATOJTOE

CICHOBHOW TEKCT 3aronoeok 1

bazoEklii

bBazoewIA

CTim

Baok uHcmpymenmos Cmunu
YroObI MPUMEHUTH CTHJIb K TEKCTY:
1. Brigenure TeKCT, KOTOPbI HY>KHO OT)OPMaTUPOBaTh
2. Ha Bksiazike I'y1aBHOe BbiOepurTe CTUIIb
ABTodopmaTupoBaHHe

MoxxHo Hactpoutb AText [7s aBTOMaThyeckoro (opMaTUpPOBAaHHUSI 4YacTei
JIOKyMeHTa B COOTBETCTBMM C BbIOODOM, CZe/laHHbBIM B HaCTpoOMKax Juasnora
ABto3ameHa (CepBuc > ABro3ameHa > [IapamMeTpbl aBT03aMeHbI).

Cogem: Ecnu 6He3anHO 603HUKAU CMPAHHble U3MeHeHUsl 8 (popMamuposaHuu
O0okyMeHma, mo ouasnoe A8mo3ameHd - 3mo nepeoe Mecmo, 20e Cmoum NoOuckamsb
npobaemy.

Hekoroprie o0Olue He)kejlaTe/lbHble WM  HEOXKUJAHHbIE  W3MeHEHUs
(hopMaTUpOBaHUs BK/TIOUAIOT B Ce0s:

® ['opu3oHTanbHBIE TUHUKA. EC/ii BBeCTH B Hauasie ab3atia Tpu u O6onee gedwuca,
3HaKa IMo/[uepKMBaHUs WM 3HaKa PaBHO TO/PsI/| U HaXKaTh KaaBuily Enter, To
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ab63a1| OyzieT 3aMeHEH JIMHHEHW Ha BCIO IIMPUHY CTPAHULIBL. JTa JUHUS Oyzaer
SIBJIITHCSI HYDKHEH TpaHuLied Tpe/ipiaylero ab3aria.

® MapKUpOBaHHbIE ¥ HYMEepPOBAaHHbIE CITUCKHA. MapKHUPOBaHHBIN CIHMCOK OyJeT
co3laH, ecau BBecTU Oecpuc (-), 38e300uky (*) wid 3Hak nmoc (+),
OTZieJIeHHbIe OT Havasia ab3aria mpobesioM Wi 3HaKOM TaOy/IsIvu.

YroObl OTKIFOUUTH WM BK/IIOUUTH aBTO(OpPMAaTHpOBaHWE, BBIOEPUTE ITYHKT
MeHt0 CepBuc > ABTo03ameHa > [lapameTpsl aBTO3aMeHbI U BbIOEpUTE WM CHUMUTE
BBIOOD C HY>KHBIX 3JIEMEHTOB B CITHCKE.

IIepenoc cioB

EcTb HeCKO/lbKO BapHaHTOB [eWCTBUM MpU paccTaHOBKe mepeHOcoB: AText
MO>KET PACCTaB/IATh UX AaBTOMATHUeCKH (UCTIOMb3ys CBOW CJOBapu), MO0 BCTaBUTh
repeHoC ZiepriCOM BPYUYHYIO WM He CTaBUTb NePeHOCHI COBCEM.

ABTOMaTHUeCKHUM NepeHoc CJI0B
YToObI BK/TFOUUTE WX BBIKJTFOUUTH aBTOMaTUUECKUH TTePeHOC CJI0B:
1. Haxxmure knaBuiy F11, uToObI OTKPBITE Auasor CTHIN.

2. Bo Bknasike Ctuiab ab3alla HaKMUTe TPAaBOM KHOMKOW MBILIM 10 MyHKTY
Ba3oBbIii (WK M0 Ha3BaHUIO CTWISA ab3alja, KOTOPBIM HCIIOIL3YyeTCs) U
BbiOepuTe I3MeHHUTD.

: Crmnm b

i o R i S =2 N

= FEa3zoebii

Cozgare...
bBiour VIEMEHWTS. ..

QP2 N I

Mopmcamamaes mumm

f
L

P

3aronoBok

3aro/I0BOK CNHCKa

7S 7

JaKTHMHTebHOE NPHBETCTEHE
KoMmoHTHTY N

Kon LEeBdA CHOCKA

H3meHeHue cmuisa
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3. B muanmore Ctwiab a63ama rmepeiiiute Ha BKIaAky IlosiokeHHe Ha
CTpaHMILE.

4. B pasgene PaccraHOBKa NepeHOCOB YCTaHOBUTE WM CHUMUTe (IakOK y
oy ABromarnveckuit mepeHoc. Haxmure kHomky OK, uTOOBI
COXPaHUTb HACTPOMKHU.

CTune aBsaua: basoebii >
Wpudr 3dupexTl WipndTa MoenoxeHne PazmeTka BOCTOUHOA3NATCKOrO TEKCTA MogceeTka
Tabynauwa Bykeuua OBnacte MpozpauHocTe OBpamnenne CrpykTypa n cnnckmn

¥npaenexne OrcTynbl u MHTEpBAE! BripasHusanmne MonomEHWE Ha CTRAHULE Bocrounoaswarckne npasina Habopa
Paccranoeka nepenocos Paspbisb
ABTOMATMHECKNI NEPEHTC [ Berasute

D He neperocute cnoea na MPOMCHBIX

2 3 CuMBONOE B KOHUE CTPOKK Monoxenue: |Mepeg
2 +1| Cumeonos e Hawane cTpokn Co cTunem cTpaHuLs! I:l

-

0 -1 MakcumansHoe KoMMYECTBD NOCNES DBATENLHBIX MEPEHOCOE Hownep crpanmye: ! ks
MNapamerpo
He paspeieats atzay,

[ He OTpBIBaTL OT CREAYHOLLErD aB3aua

3aNpeT HaYanbHbIX BUCAYNY CTPOK |2 > Marn
3aNpeT KOHUEBbLIX BUCAYMX CTPOK 2 > Marmm
Cnpaexa CBpocuTe OpumeHuTe Mo poawTeno QK OTMEHNTE

Asmomamuueckas paccmaHoeKd nepeHoCo8 8K/KUeHd

Takke MOXHO YCTaHOBUTh I1apaMeTphl IepeHOCOB uepe3 meHi CepBuc >
ITapameTtpsbl > HacTpoiiku si3biKa > JIuHrBuctuka. B okHe [1apaMeTpbl poKpyTUTE
CTIMCOK BHU3, YTOOBI HAWTH HAaCTPOMKY /1Sl TIEPEHOCOB.
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2.8

Mapamerpbl - HacTporky Asbika - IMHIBUCTHMKE H
AlterOffice o [ T
Mosesosatens
Cbuipie JocTynbie a3bikoBbie Mgy mM:
Bua :
Meuate 2
Mymw
Wpndre
besonascHooTe
MeproHamzagma Lnosapm nonezosarens:
Brevum e —
CReLmafsHblE BOSMOKE [+ technical [Bee]
PacmperHEe BosMox [+ IgrioreliList [Bee]
Mpoeepra 0bHOBARHME Mpgera...
OpenCL
Jarpyscafcoxpamerne Yaanre
Hacrpoiixu aseixa
Aseakm
DNapamerpei:
AlterOffice AText
Obwpe MUHMMEREHES AWHE CNOBA ANA NEpeHOCY: 3 ”
Mpocmors CHMBEOIL MEPEA NEPEHOCOM CTPOEM: 2
CHmBonL NOCAE NEpEHDCE CTpoEn: 2
3HakH GOpMATHPOBAHK —
i L ABTOMATHHECKEA PACCTAHOBKA NEPEHOCOD
ki MepeHoc B cneymansHes: obnacTax
OcH. wpndmel (3anagHe | "
MNevarte v
< > 5] d T T
Cnpaska OK OTMeHnTE Boceranosute

Ycmanoska napamempoe nepeHocos

IIpumeuarue: [Ins asmomamuueckoli pacCMAHOBKU nepeHoCco8 mpebyemcs
cno8apb nepeHocos. Ob6bIUHO €108apu hepeHOCo8 codepicam 6 HazgaHuu cnoeo hyphen.

YroObl H3MEHUTh MMHHMAa/JbHOE KOJMUYECTBO CHMBOJIOB i1 TE€PeH0Ca,
MHHMMarbHOe KOJMUeCTBO CHUMBOJIOB [0 TiepeBOZila CTPOKM WIA MHUHHUMajbHOe
KOJIMYeCTBO CHMBOJIOB TOC/Ie pa3pbiBa CTPOKH, BbIOEpUTe MYHKT, a 3aTeM Ha)KMUTe
KHOTIKY 3MeHMTH B pa3zesne [lapameTpsl.

[TapameTpbl pacCTaHOBKU T€PEHOCOB, YCTAaHOBJEHHbIe B /[MAJOrOBOM OKHe
JIMHIrBUCTHUKA, JEUCTBYIOT TOJILKO TOI/ld, KOrJa pPacCTaHOBKA MEePeHOCOB BK/IHOYEHa
yepe3 CTH/IH ab3atia.

PyuHas paccTaHOBKa I1lepeHOCOB

PyuHasi pacCcTaHOBKAa I€pPeHOCOB CJI0B MCII0/Ib3YeT YCIOBHbIM repeHoc. UTOObI
BCTaBUTb YCJ/IOBHBIM MepeHOoC B C/IOBO, YCTAHOBWUTE KYpPCOP Ha HY)KHYIO TMO3WLUIO B
cioBe u Haxkmure Ctrl+aeduc (3Hak muHyc). CrioBo OyZeT mepeHeceHO B 3TOH
MO3ULIMY, €M OHO HaxOAUTCS B KOHILle CTPOKM, Jae ec/ld aBTOMaTuyecKast
paccTaHOBKa MepeHOCOoB Ji7Is 3TOro ab3arja BBIK/IIOUeHa.

MHoroypoBHeBble HyMepOBaHHbIe U MapKUPOBaHHbIE CNUCKHU

MHoroypoBHeBble HyMepOBaHHbIE U MapKUPOBaHHbIE CITUCKU SAB/ISIOTCS
Ba)KHBIM 371eMeHTOM (pOpMaTHUPOBaHUS TEKCTA U MO3BOJISIOT OPraHu30BaTh
nHdopMaLuio B nepapxuueckoM ropsigke. B AlterOffice Bel MmoskeTe co3aBath
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MHOTOYPOBHEBbIe CIHCKY C Pa3HbIMU YPOBHSIMU BJIOYKEHHOCTH AJ1s Oosiee
CTPYKTYPUPOBAHHOTO Y TMOHATHOT'O NPe/iCTaBIeHus JaHHbIX. BOT moipobHoe omnucaHue
Y TIpMMephbI MCT0/Ib30BaHUsI MHOTOYPOBHeBBIX CITUCKOB B AlterOffice:

Coa,anne MHOI'OypOBHEBbBIX HYME€POBAHHbLIX CITHCKOB

7151 co3jaHvsi MHOTOYPOBHEBBIX HyMepOBaHHBIX criuckoB B AlterOffice
BBITTOJIHUTE CJIe[yIOII[He 1aru:

1. BbI,qu'II/ITe TEKCT, KOTOPBIﬁ BbI XOTHUTE BK/IFOUUTE B CITMCOK.

2. Haxxmure HpaBOﬁ KHOITKOM MBIIIIH Ha BbIZI€/IEHHOM TE€KCTe U BLI6epI/ITe
IMYHKT Cnucok > MapKepbl U HyMepadliuda B KOHTEKCTHOM MEHIO:

I 3 Bouipesats Ctrl+X
22 KonuposaTb Ctrl+C
[ Bcrasws Ctri+V
@ BcraewTb Kak v
% Konwposate dopmat
Fe  QOuwnctute bopmatvposadwe Ctrl+M
T Cwmeonnl ’
% A63au »
-3 Cnucok 'l E=o Mapkepb! 1 HyMepaLus... |
[+ BcraBuTb KOMMeHTapuid Cirl+Alt+C bescnucka  Ctri+5hift+F12
B MapK1pOBaHHBIA CNMCOK *

HymeposaHHbIF cnncok 123
HymepoeadHbld cnucok ABC
HymepoeaHHBIA cnvcok abc
= Hymepoeannwii cnncok VX
== HymepoBaHHBIA CNMCOK IvX

Ecsiu Bbl X0THUTe MPUMEHUTH TOTOBBIM MapKUPOBaHHbIN/HYMepOBaHHbIH CITHCOK,
TO BbIOEpUTE COOTBETCTBYIOIINI MyHKT:

* MapKupOBaHHbIN CIIUCOK — 37IeMEHThI CTTHCKAa MapKUPYIOTCS TpapUuecKum
3HaKOM;

* HymepoBaHHbII ciucoK 123 — apabckumu rudpamuy;
* HymepoBaHHbI#N ciucoK ABC — 1aTUHCKAMU 3arjlaBHBIMHA OyKBaMU;

* HymepoBaHHbIN CMUCOK abc — TaTUHCKUMU CTPOYHBIMU OyKBamu;
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¢ HymepoBaHHbIM ciucok IVX — 351eMeHTHI criyicKa MOMy4atoT MapKUPOBKY
3arylaBHbIMU PUMCKUMHU LiM(pamu;

¢ HymepoBaHHBIH CIHCOK iVX — 3/IeMEHTHI CITUCKA MapKUPYIOTCSI CTPOUHBIMU
PUMCKUMU OYKBaMH.

3. Pa3zen mogmeHo Mapkepbl M HyMepanus Tpe/jjiaraeT IUPOKUi BbIOOP 1St
HACTPOWKU CTIMCKOB U COCTOUT U3 C/IeIyIOLIUX BK/Ia/IOK:

® Ha BK/Iaike MapKepsbl 110/1b30BaTe /b MOXKeT 0(pOPMUTE CITHUCOK, MapKUPYs
3/1eMeHTHI CITMCKa rpa(uuecKuMU 3HaKaMu:

Mapkepbl 1 HyMepaLua

@Hymepauuﬂ CrpykTypa Mz06paxerne MNonoxeHwe HactpouTe
Boibop

- @ * |
. ® * |
i o * [
> 4 > X v
> 4 > X v
- > X v
Cnpaexa Ynanute BoccraHoBWTh 0K OTMEHUTL

\ i

* pkiagka Hymepaiust no3BossieT oopMUTE 371eMEHThI B OYKBEHHO-UHMCTIOBOM
0003HaYeHUU:
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Mapkepbl 1 HyMepaLuA X

Mapkepsl Hymepauwa Ctpykrypa Wzobpaxenue Monosxkenuwe Hacrpouts
Boibop
1) 1 (1) |
2) 2. (2) I
3) 3 (3) 1l
o 1A) a) (a) |

B) b) (b) i,
Q) C) (c) iii.

Cnpaeka Ynanute BoccraHoBuTh oK OTMeHUTb

® Bk/agKka CTPyKTypa TpejjiaraeT Mojib30BaTet0 KOMOWHUPOBATh Pa3/InyHbIe
COCTaBJISIIOLLME CIIHUCKA:

; Mapkepbl M HyMepaLWs X

Mapkepel Hymepauu@ 206paxenue MonoxeHne Hactpouts
Buibop
; 7 & 1 ¥
5 a) (a) "
a) = I. : &
¢ ¢ A. 1
. . . 1
1 1 A 1 >
{ A . i .
i. a2 T3 *3
1 a) I 14:1] g
= . " L b "
]
Cnpaeka Ynanute BoccraHoBuTh OK OTMEHWTL
\. J
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® Bksiazika Vi300pakeHHe T103BOJIsSIeT MapKHUPOBATh 3/IEMEHTHI CITHCKa,
WCTIONB3Ys pa3/inyHble rpadudecku n3obpakenus. HakaTre KHOTIKH
«/1lo6aBuTH € pa3sMepom» TpeijiaraeT UCIOIb30BaTh COOCTBEHHbIE
r300pa>keHus J71s1 MAapKUPOBKH 3/1eMEHTOB:

Mapkepb! U HyMepaLua X

i\

Mapkepsbl Hymepauua Crpykryp

Buibop

¢ >

@ -

¢ b

@

@

@

@ [+]
@
@

Cnpaeka Ynanutb

WNz0bpaxenue Mlonoxenne HacrpouTs

v
T

* * * | @ @ @
L

bd

LobaeuTs ¢ pazmepom

BoccraHoBuTh OTMEHWUTL

® Ha BKJIaJIKe ITonoxeHune rnpeasjaraeTcd pasmeljeHre 3JIeMeHTOB CITHCKa
OTHOCHUTEJIbHO [IPYTUX 3JIEMEHTOB CITMCKA U YPOBHSA BJIOK€HUS, d TaKXKe C6POC
npuBeeHKe K IMOJIOXKeHHIO IT0 YMOJ/IYaHUIO T10 HAXKAaTUKH KHOITKK «CTaH,E[apT»Z
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: Mapkepbl 1 HyMepaLWs X

Mapkepsl Hymepauua Ctpyktypa MzobpaxkeHud HonoeruelHacrpouTb
Ypoeenb [lonoxeHue u nHTEpBan
BripaeHueaHue: 0,64 cm =
g BbipaBHMBaHWe HyMepaLWu: il'[o NeBOMY Kparo N |
4 MNocne Hymepaumm: iLF_lar Tabyaauum v |
3 Tabynauus: 1,27 cm =
? Hauano otcryna: 1,27 cm =
J I8 Mpocmortp
119
{ 10
1-10
3
3
Cnpaexa Ynanute BoccraHoBWTh oK OTMEeHUTL

¢ pk/iazka HacTtpouts ucnosb3yercs [/1s1 TOHKOM HACTPOMKH BCEX 3/IEMEHTOB
CTIMCKa, B BK/TFOUasi BEIOOP YPOBHS BJIO’KEHHOCTH 37IeMeHTa CITUCKa,

HacTpoWKa BbIOOpa HymepaliuH, pa3Mepbl U BADUAHThI BLIpDAaBHUBAHMUS
3/1eMeHTa CIMCKa:
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Mapkepsbl v Hymepauwa X

Mapkepsl Hymepauua Ctpyktypa MzobpaxeHue Honoermi HactpouTs

Yposens Hymepauywus MpocmoTp

1 Homep: Il'padm;(a ~ ‘ |

2 .

3 Waobpaxenue: Buibop... -

4 WwupwHa: (0,19 cm =

5 =

6 Bruicota: 0,19 cm =

7 l:] [ponopunoHansHO

8 BuipaEHuBaHUE: iCTpoxa no ueHTpy ~

9

10 Bce ypoBHM

1-10 (I Mocreaoearenstan Hymepauus

Cnpaexa Ynanute BoccraHoBuTh OK OTMEHUTL

| @

4. BoibepuTe ypoBeHb BIOXKeHHOCTH [I/Is TEKYIL[ETO MyHKTa CITUCKA WU
Co3/1aliTe HOBBIN YPOBEHb, UCTIONB3Ys BKIaAKy CTPyKTypa.

5. IloaTBepauTe M3MeHeHUs], Ha)kaB Ha KHOTIKY OK.

TIpuMep KUCMO/Ib30BaHHUSA MHOTOYPOBHEBBIX HYMEPOBAHHBIX CITUCKOB B
AlterOffice:

1. Pazgen 1
1.1 IToppaspen 1.1
- JnemMeHT 1
- OnemeHrT 2
1.2 TToppaspgen 1.2
- JnemeHT 1
- JyileMeHT 2
2. Pazgen 2

2.1 llogpaspen 2.1
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- OnemeHr 1
- JJieMeHT 2

2.2 Tlogpaspen 2.2
- JnemMeHT 1

- DnemeHT 2

Co:malme MHOI'0YPOBHEBBIX MAdPDKHPOBAHHbLIX CITHCKOB

75151 co3jaHUsi MHOTOYPOBHEBBIX MapKMPOBaHHBIX crCKOB B AlterOffice
BBIIOJIHUTE C/le/lyOLue [Iaru:

1. BbIAEJII/ITe TeKCT, KOTOprﬁ BbI XOTHUTE BK/IFOUUTH B CITMCOK.

2. HakmuTe 1paBo¥ KHOIIKOM MBIIIY Ha BbIZIEJIEHHOM TEeKCTe U BeIOepuTe
NMyHKT Mapkepsbl 1 HyMepanus B KOHTEKCTHOM MEHIO.

3. B oTkpeiBlIEeMcs1 OKHe Mapkepbl 1 HyMepanys IepeliuTe Ha BKJIaJKy
CrpykTrypa.

4. BribepuTe ypoBeHb BIIO’KEHHOCTH [i/IsI TEKYILIETO MyHKTa CITUCKA WIN
CO3/laliTe HOBbIN YPOBEHb

5. Beibepure >keaeMblii CTU/TH MapKepa /ISl KaKJ0r0 YPOBHS CITHCKaA.
6. IloaTBepavTe U3MeHeHus1, HakaB Ha KHONIKY OK.

TIpuMep KUCIO/Ib30BaHUA MHOTOYPOBHEBBIX MAaPKHPOBAHHBIX CIIUCKOB B
AlterOffice:

- Pazgen 1
- [Toppazpgen 1.1
- JnemMeHT 1
- JneMeHT 2
- IToppaspgen 1.2
- OnemMeHT 1

- DneMeHrT 2
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- Paznen 2
- [Toppaspgen 2.1
- JnemMeHT 1
- JneMeHT 2
- IToppaspen 2.2
- OnemMeHT 1

- DJIeMeHT 2
2.9 CBouncTBa ab3aua

B AlterOffice umeroTcst pa3nnuHble CBOMCTBaA ab3alla, KOTOPbIe TIOMOTAIOT
HACTPOWTh BHEIITHUH BUJ TEKCTa B JOKYMeHTe. OTH CBOMCTBA MO3BOJISIOT U3MEHSTh
OTCTYTIbI, BEIDaBHUBaHHE, MEeKCTPOUHBIN MHTepBas, IPUMT U ApyrHe mapaMeTpbl
ab3artia. biaroziapsi 3TUM BO3MOXKHOCTSIM, TI0/Tb30BaTe/Id MOTYT CO3/laBaTh
nipodeccoHaTLHO 0(OpMJIEHHBIE IOKYMEHTHI C Y1000UUTaeMbIM U
CTPYKTYPHUPOBaHHBIM TEKCTOM. B 3TOM pyKOBO/ICTBE MBI paCCMOTPUM OCHOBHBIE
cBoiicTBa ab3aria B AlterOffice 1 moka)keM, Kak UCII0/Ib30BATh KX 711 HACTPOUKH
BHEIITHETO BH/la TEKCTa B IOKYMEHTe.

115t HaCcTpOWKM CBOMCTB ab3aria TpeOyeTcs BLIMOJIHUTE HECKOJIBKO TIPOCTBIX
111aroB. Bo-nepBeIx, I1Ie/IKHUTE MPaBOW KHOIMKOW MBI B TF0O0M MecTe JOKyMEeHTa,
YyTOOBbI 0TOOpPA3UTh KOHTEKCTHOE MeHI0. 3aTeM BbibepuTe om0 Ad3ar, yToObl
OTKPBITh [IOTIO/THATE/IbHBIE HACTPOHKH ab3arja. B OTKpBIBILIEMCSI MEHIO BbIOEpHUTE
A03ar1y, 4ToObI OYUUTE JOCTYII K TIOJTHOMY Habopy CBOMCTB ab3aria.
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=

e
v

Bripesats

Konupesate

Bcrasute

Berasute kak v

Konuposate doprat

Ouucrute popmatnposanmne Cirl+M
CumMEDAE b
Abzay b
Cnucok v

Berasuts kommentapuii  Cirl+ Alt+C

Cruns cTpanunup...

ABzau,...

OcHoeHoid Teker Crl+0

3aronoeok 1 Ctrl+1
3aronosok 2 Ctrl+2
3aronosok 3 Ctrl+3

DopMETMPOEAHHEIA TEKCT

MzmeHuTe cTuAE. ..

PaccmoTtpum paszpen OTcTynbl M1 HHTEPBaJIbI:

FE
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ABzay, *

CrpykTypa u cnnckm Tabynauwa Bykeunua OBpamneHue OBracte MpozpauHocTe

OTCT}"I‘IbI W WHTEDEAMEBI BprEEHMEEHME MonoxeHwe Ha CTpaHnuLE BocrouHoasnatckne npasnna HEGDFIE

Orcryn
Mepepg, Texcron b, 00 ch

Mocne Texkcra: 0,00 ch

Alv| [ae] e

Mepean cTpoka: 0,00 ch

[J Astomatuueckn

Wutepean
Mepeg aGzauent 0,00 crpoka

Aln| [ae

Mocne aBzaua: 0,00 cTpoka

[] He goBasnare uHTepean Mexay aBizauamm ogHoro crang

MewcTpounblil MHTEpEAN

OauHapHblii ~ | P <

4

[ Mexetpounsii unrepsan crpanmue:

Cnpaexa BoccraHoeuTe OtmeHnTe

Hactpoiiki OTCTynbI H HHTEPBaJIbI T03BOJISIFOT KOHTPOJIUPOBATh PACCTOSTHUE
MeX Ty ab3ariaMy ¥ OTCTYTIbl BHYTpH ab3aria. Bot 6osee mospo6OHOe ornvcaHue Kax[0u
HaCTPOMKU:

® Otcryn: JTa HACTPOWKA OTpe/iesisieT PaCCTOSTHUE MEXY JIEBbIM (WIH
TIpaBbIM, B 3aBUCUMOCTH OT BbIpaBHUBAHUSI) KPaeM CTPAHMIIbI ¥ HAUa/IOM
TekcTa ab3arja.

® UuTepBas: OTa HACTPOHKAa KOHTPOJIMPYET BEPTHKATIbHOE PACCTOSTHHAE MEXKY
ab3aramu.

® MeXCTPO4YHbIN HHTepPBa/I: DTa HACTPOMKA ONpeZessieT PaCCTOSTHUE MeXIY
CTPOKaMU BHYTPU OffHOTO ab3atia. Bel MoskeTe BbIOpaTh O/[UH U3
Tipe/lyCTaHOB/IeHHbIX BapUaHTOB (HampuMep, OAUHAPHbIN, IOy TOPHBIH,
JIBOMHOM MEeXXCTPOYHBIA UHTEPBa/1) WIA HACTPOUTh CBOE 3HAaUEHUe
MeXCTPOUHOr O UHTepBasa.

Pa3zesn BelpaBHUBaHUe:
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ABzay *

Crpykrypa n cnnckn Tabynaumna Bykenua OBpamnenne OBnacte MpospauHocTs

OTL—I’)"I'IbI W MHTEPEANBI BprEEHMEEHIﬂe MonoxeHve Ha CTPEHWLE BocTouHoasnatckmne npasn.na HEﬁDpE

Mapamerpbi

One NpaBonMy,/ HUKHEMY Kparo
O Mo wentpy
O e LMPHHE

Mocnegran crpoka |Myck -I

— =3
HazorHate 0AWMHOYHOE CNOBOD

[MpWeAsaTe K TEKCTOBON CETKE (ECAM AKTMEHE)

P
F C no sep

EblpEEHMEEHME: |AETDMETM‘4ECKM i |

Ceoicrea

HEI’IFJEEJ'IEHMETEKCTE: |HECHEADEETb oT poAUTENECKDT O obbekTa | |

Cnpaska BoccranoeuTte OTMEHNTE

B pa3zene BoipaBHMBaHHMe B HACTPOMKax ab3alja OCTYIHBI CIeyoLue
rapaMeTphl:

* [TapameTpsl: 3/1eCh MOYXKHO BBIOpPATh THTT BLIpaBHUBAHUSI ab3alia, Takve Kak
BbIpaBHUBAHUe T10 JIeBOMY Kparo, IpaBOMY Kpato, 10 LJeHTPY W/IH M0 LIMpPUHE.

* Pa3menieHne CHMBOJIOB N0 BEPTHKA/IU: JTa HaCTPOLKa MMO3BOJISIET
OTIpe/Ie/TUTh, KAKUM 00pa3oM OyZyT pa3MelaThCsi CHMBOJIBI BHYTPH ab3alja 1o
BepTHKau. Hampumep, MO>KHO BbIOpaTh BhIpaBHUBaHME TI0 0a30BOM JIMHUHY,
TI0 BEPXHEMY W/IH HWKHEMY KPar0 CUMBOJIOB U WJTH «aBTOMaTHUECKH».

® CBoiicTBa: B 310l HacTpoiiKe MOYKHO BBIOpATh HalpaB/ieHHe TeKCTa ab3alia.
Hanpumep, ciieBa HaripaBo WM CIipaBa HajieBo. Takke eCTb CBOMCTBO
«HacnemoBaTh OT poauTenbckoro oobekra». OHO 03HauaeT, UYTO HAaCTPOUKU
BbIDaBHUBAHUS TeKCTa OYAyT yHac/e[0BaHbl OT POJUTETLCKOTO 00BeKTa,
HarpuMep, OT CTUJIsA ab3aria Wix Tab/UIIbI, B KOTOPOW HAaXOAUTCS TaHHBIN
ab3arr.

Paspgen IlooxeHue Ha cTpaHMLie:
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ABzay *
CrpykTypa u cnuckm TaBynauua Bykeuua OBpamnexue OBnacte MpozpavHocTe
OrcTynel n MHTEpBANL! BeipaeHneanne MonoxeHue Ha CTpaHULE BoctouHoaswatckwe npaswia Habopa

Paccranoeka nepesocos PazpbiBbi

O Beraeute

MNapamerpei
O He paspeieate absay,
[ He OTPBIEATE OT CAEAYHOLLErC ab3aua

D EEI'IFIET H3YaneHEBIX BUCAYMX CTPOK 2 - JInHuN

O 3anpeT KOHLEBLIX BUCAYUX CTPOK 2 = Manmn

Cnpaska BoccranoenTe OTmeHNTE

B pazzerne IToio)keHne Ha cTpaHULIe B HACTPOMKax ab3alja, BbI MOXKeTe HalTH
cefytolliyie HaCTPOUKU:

* PaccTaHOBKa MePeHo0CoB: DTa HaCTPOLKa MO3BOJISIeT OTNPe/IeIUTh, Kak Oy/ieT
TIPOMCXO/IUTh TIEPEHOC CJI0B BHYTpHU ab3atia.

* Pa3peIiBbI: OTa HACTPOMKA TI03BOJISIET OTIPE/e/TUTh, KAKUM 00pa30oM pa3phbIBbI
OyayT obpabaTeiBaThCs BHYTpH ab3arja.

¢ TTapameTpshl: JTa HACTPOMKa MO3BOJISIET YIIPAB/ISTh pa3pbiBaMu ab3aljeB U
Tipe/IOTBpallaTh MOsIBJIEHUE BUCSUMX CTPOK B Hauase U KOHL[e CTPOK.

HaCTpOﬁKH B pasfese BocTouyHoa3uaTcKue npaBujia Haﬁopa IMMO3BOJIAIOT
00J1e€ TOHKO HAaCTpPaWBaTh MMPaBH/id Ha6opa TeKCTa /11 BOCTOYHOA3MATCKHX A3BIKOB.

2024 2. OO0 "AJTIMU MapmHep"©



TekcToBbIN Npoueccop AText 79

ABzay >

CrpykTypa u cnnckm TaBynauua Bykeuua OBpamnetmne OBnacte MpozpauHocTe

OTC'I'}fI'IbI W MHTEDEANEI BprEEHMEEHME Monoxenune Ha CTpaHuLe Boctounoasuatckune npaenna HEGDFIE

Odropmnetme crpokmn

EESpELLIMTb BbIHOC 3HAKOE NPENUHAHWA HE Noe

HHTE[JEEJ'I MEXAY BOCTONHOAINATCKMM TEKCTOM W 4 DY THUMA CUCTEMAMA NHMCEMEHHOCTH

Cnpaeka BoccranoenTe COTMeHNTE

i HPHMEHHTB CITMCOK CMMBO0JIOB, HEJOITYCTUMBIX B HA4Uad/I€¢ 1 KOHIIEe
CTPpOKH: Ecnu 5T0T uek-60KC dKTHUBHUPOBAH, Bbl MOXKeT€e yYKa3aTb CITMCOK
CHMBOJIOB, KOTOpbI€ HE AO/DKHBI HAXOAUTHCA B Haudad/ie W KOHLIE CTPOKH B
BOCTOYHOA3MATCKOM TEKCTe.

* Pa3pemiuTh BHIHOC 3HAKOB NPeNWHAHUA Ha moJie: Eci 3TOT yek-00KC
aKTMBHPOBAH, 3HaKU NPeN1HaHKs MOT'YT ObITh BEIHECEHBI Ha I10J1e, UTO
no3BoyisieT 6osiee rUOKO yMpaB/IsiTh MX pa3MelljeHreM B BOCTOYHOa3HaTCKOM
TeKCTe.

i I/IHTepBaﬂ MEXAY BOCTOYHOA3HUATCKHUM TE€KCTOM U APYI'HMHU CUCTEMAMHU
NHUCbMEHHOCTH: EC/i 3TOT uek-00KC dKTMBHPOBAH, BBl MOXXETe€ HAaCTPOUTDH
HWHTEPBa/I MeXXAy BOCTOYHOA3UATCKHUM TE€KCTOM U TEKCTOM, HAITMCAHHBIM Ha
APYIruX CUCTeMaX MMCbMEHHOCTH, TaKHMX KdK JIATUHHWLA WX KUPWUJIJINLA.

HacTtpoiiku B pa3zgesie CTPyKTypa U CIMCKH TT03BOJISIIOT 06aBUTH WU
y[lalUTh YPOBEHb CTPYKTYPhI, CTU/Ib CITUCKA U HyMepaLMio CTPOK /71 ab3alia, a Takke
cOpOCUTh WM U3MEHUTh Haua/lbHOe 3HaueHHe /jisi HyMepOBaHHbIX CTIMCKOB.
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ABzay *
OTcTynel 1 MHTEPEATEL BripasHuBaHKME MonoxeHne Ha cTpaHnue BoctoyHoaswatckwe npaenna HaBopa
CTpyKTypa 1 cnuckn TaGynaumua Bykenua (O6pamneqne OBnacte MpozpauHocTe

Crpykrypa

YpoeHu cTpykTypbI: |OCHDEHOﬁ TEKCT ~

MNprMeHnTE CTMAB CNMCKA
e —
Crune cnncka Bes cnncka

£

ﬂ! MEHWTE CTH/Ib

[] Hauars sanoso ¢ atoro absaua

Cnpaexka Boccranosums Crmennts

® Crpykrypa: Ha3HauaeT ypoBeHb CTPYKTyphI OT 1 710 10 BeIOpaHHOMY ab3aity.
Bribepute "OCHOBHOM TEKCT", UTOOBI COPOCUTH YPOBEHb CTPYKTYPBI.

* IIpuMeHHTH CTHIb CMCKa: [103BoJIsieT MPUMEeHUTb CTHJIb HyMeparyu Win
MapKHUPOBAHHOTO CITHMCKa K BEIOpaHHBIM ab3aljam Wiy CTUMO ab3arja.

* Hymepanusa cTpok: 1103Bo/isseT HaCTPOUTh HyMepaLUio CTPOK. s
BKJTIOUEHHSI HyMepal[iu CTPOKHU BbiOepuTe «CepBuc» - « Hymepanys CTpoK...»

Hacrpoiiku B paszene TaOy/sius 03BOJISIOT TOYHO YTIPAB/ISATh OTCTYIIAMHU U

BbIDABHMBAHUEM TEKCTd B 363{:1]_[6.
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ABzay *
OreTynel n MHTEpEaNE! BeipaeHuearne MonoxeHne Ha cTpaHuLe BocToyHoaznatckme npasuna Habopa
CrpykTypa un cnincku TaBynaums Bykeuua OBpamneHne OBnacte MpospadHocTs

Monowenne Tun 3anonnurens
G
0,00 cm ®) Mo pesomy/sepxHeny kparo L ® Her Fer
O s
(O Mo npasomy/Hiskreny kparo 5 . YaamTe Bce
O Mo LEHTRY L O o ¥aamiTe
O Camson
O Mo pazgemrena £

Cnpaeka BoccraHoente OTMEHNTE

* [Ton0keHue: 37ieCb MOXKHO yKa3aTb MO3ULIUK TaOYJISI[UH, TO €CTb MECTa, T/e
OyzeT pacrnonaraTbCst TEKCT, KOTJja HaXKMMaeTcs kiaBuiia "Tab". Bel MoxxeTe
J00aBUTb, U3MEHWUTD WIH YIATUTh MO3UIMY TaOY/ISI[UKA B 3TOM pasfesie.

® Tun: DTa HacTpoOiiKa orpe/essieT, Kak TeKCT OyJieT BbIpaBHUBATHCS
OTHOCHTE/IbHO TIO3ULHH TaOysLun. Bel MokeTe BLIOpaTh BbIpaBHUBAHHE T10
JIeBOMY/BepxXHeMy Kpato, IpaBOMY/HIKHEMY Kpato, 110 LIeHTPY WJIH T10
paszie/ITeo.

* 3ano/sHUTe/Ib: 3/1eCh MOYKHO YKa3aTb CUMBOJIbI, KOTOPbIE OYAyT 3aro/HATh
NIPOMEXXYTOK MeX/ly TEKCTOM U Cjiefyolleli nosuiyei Tabyisuu.

B pa3zene BykBuiia u3MeHsieTCsl BHELITHUM BUZ U (hopMaTUPOBaHUe Havasia
ab3aria C MCI0/Ib30BaHUeM OYKBHI].

2024 2. OO0 "AJIMU MapmHep"©



82

ABzay
OTcTynbl v MHTEpEaNS! BripasHneanne
CrpykTypa n cnnckm Tabynaumua
Ycranoekm

JobaenTe Bykeuuy
O CNoEO LEMKOM

Cumeonoe: |1 =

Crpok: |3 2

Paccroanne go texcra  |0,00 cm s
Copepmmmos

TekcT:

MonoxeHne Ha CTpaHuue BocrouHoazmatckne npaenna HEGDFIE

Bykenua OBpamnerne OBnacte Mpo3spadHocTs

A

CTuie CMMBONDE: i[He‘r]

Cnpaeka

BoccranoeuTte OTMEHNTE

® YcTraHOBKH: 3/1eCb MOYKHO 33/IaTh IIIMPUHY U BBICOTY OYKBHI[BI, @ TaKkKe
paccTosiHue MeXXy OyKBHUIIe U TEKCTOM.

* Cojaepxumoe: B 3T0if HaCTpOIKe MOXKHO yKa3aTb TEKCT WM CUMBOJIBI,
KOTOpbIe OyyT UCITO/Ib30BaThCsI B KAUeCTBe OYKBUIIBL.

B pazznene O6pamsienue 100aBIIsIOTCS 1eKOPaTUBHbBIE IMHUM WA PAMKU

BOKpYT ab3aria.
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ABazay, *
OTcTynil u MHTEPEANLI BeipaeHnBaHne MonoxeHne Ha CTpaHnLE BoctouHoasnaTckne npaewna Habopa
CTpyKTypa u cnuckm TaGynauma Bykeuua OBpamnenne OBnacte MpospaqHocTs

MNMonomenne nuunn Orcrynis
Mpeaycranosgm: ] [5] O [ Cnesa: 0,05 cm

Ocoboe: Copaea: 0,05 cm

Ceepxy: 0,05 cm

A e e

CHuzy: 0,05 cm
CuHxpoHuznpoeate

Nunna Crunb Tetm
JchcherTbn ] % Monoxerne: D
Ueer - YEpHEIi ¥ Lieer Cepriit

TonuwpHa: i—CEEpX:I'D;IK-Ei.l-(D.[-)Spt]-”:/.-E WrpuHa 018 cm =

Ceolictea

OEBEAMHNTE CO CRESYHOLLMM 3B3aLEm

Cnpaeka BoccranosnTe OTmeHnTE

* TTos10)keHHe JIMHMIA: 37€Ch MOXKHO BbIOPATh, Kak OyAyT pacrosarathCs
JIMHUU 0OpaMJIeHHsT OTHOCUTETBHO ab3aiia. Bo3MO)KHbIE BapHAHThI BK/TFOUAIOT
BHeIlIHee oOpamiieHye (110 KpasiM),a TakKe BO3MOKHOCTb CaMOCTOSITE/TEHO
HACTPOWUTHL OOpaMJyieHue.

¢ JInHus: JTa HaCTPOUKA MO3BOJIsIeT BLIOPATh BU/L IMHUW 00paMJIeHUs], TaKOU
KaK CIJIOLIHAs TMHUS, TyHKTAPHAas IMHUS, IBOWHAsH JIMHUS U T. [.

® CaoiicTBa: [T03B0/1sIeT 00bEAUHATD U3MEHsIEMbIH ab3all CO CIeIy LM
ab3ariem.

® Otcrynbl: 3/1eCh MOXKHO YKa3aTh OTCTYITbI MEXKIY TEKCTOM U JIMHUSIMHU
obpamieHusi. Bel MoKeTe 3alaThb OTCTYIIBI ZIJ1s1 KaXK/[OM CTOPOHBI 00paM/ieHust
(BepxHeli, HW)KHEH, JIeBOU U MpaBoii).

® Ctuib TeHH: JTa HaCTPOUKA TMO3BOJISIET ZI00ABUTH TeHb K 00paMyieHHt0. B
MoyKeTe BbIOpATh MOJIOXKeHWe, LIBeT U IIUPUHY TeHH.

Pa3gen O6/1acTh 1103BOJIsIeT BBIOpaTh (OH /7151 ab3aria.
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ABzay *

OTCT)‘HbI W MHTEDEANBI BprEEHIﬂEEHIﬂE MonoxeHne Ha CTpaHnLE BocToyHoasmatckme npasyina HE&DFIE

Crpykrypa n cnncemn Tabynauma Bykeuua OBpamnenmne MpozpauHocTe

Leer Tpagnent MsobpaxeHne OpHameHT UWrpnxoeka

Cnpaeka BoccranoenTe oK OTmeHnTE

® Hert: oTK/mouaet mobyro obacTsb s ab3atia.
® [IBeT: MO3BOJISIET BEIOPATH 1IBET A1 00/1acTH ab3atia.

* 'papueHT: 03BOJISIET CO3/]aTh TPAJIMEHTHYIO 00/1aCTh /71 ab3aria, T/ie Bbl
MO>KeTe BbIOpaTh HECKO/IBKO 1IBETOB M HarpaB/ieHWe IrpaJueHTa.

® N300pa)keHue: 1O3BOJISIET YCTAHOBUTL M300pakeHHe B KauecTBe oHa /ISt
objlactu ab3aria.

® OpHaMeHT: TI03BOJIsieT BLIOpaTh OPHAMEHTHBIN y30p 11 00s1acTy ab3aria.

* IIITpuxoBKa: [MO3BOJISIET YCTAHOBUTH IIITPUXOBKY B KauecTse (oHa Jist
obiactu ab3aria.

B pasgesne IIpo3pauyHocTh HaCTPaMBaeTCsl CTETeHb MPO3PAauHOCTH Z/ist PoHa
ab3aria.
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ABzay *

OTCTYNbI M MHTEPBAMbI BripaeHuBaHne MoNoMEHNE HA CTPAHNLE BocTounoasnatckne npasnna Habopa

CrpyeTypa n cnncem Tabynaumna Bykeuua Obpamnenne OBracte MpospayHocTe

Pexcum npozpaunoctu

O OpospaurocTs: 50 % -

Tur:  |MunHeidnbii

Lentp X2 |50 % =

@ Cpagnent

Lentp ¥: |50 % -

¥rom |0° -
O6pamnenne: |0 % -
Hau. snauenne: [0 % =

KoH. snauenne: |0 % o

Cnpaska BoccraHoente OTmeHNTE

® Be3 mpo3paudocTu: OTK/IIOUaeT Mpo3pauHoCcTh GoHa ab3arja.
¢ IIpo3pauHocTsh: [103BOJIIeT HACTPOUTH CTeleHb ITPO3PaYHOCTH.

* I'paguent: I1o3BossieT HACTPOUTH I'Pa/IMEHTHYIO TIPO3PAUYHOCTh /1Sl POHA
ab3alia, UTO MOKET CO3/laTh UHTePeCHBIN 3¢ deKT MIaBHOro repexosa OT
Herpo3payHOCTH K TIPO3PaYHOCTH.

210 dopmaTmpoBaHue cTpaHul

AText npefjocTaB/sieT HECKOILKO CIIOCOOOB [ijil KOHTPOJISL pa3MeTKH CTPaHUIL:
CTW/TA CTPAHUI], KOJIOHKH, BPe3KH, TaO/IUIIbI U CEKIIWH.

Cosem: Pasmemky cmpaHuybl Jje2ue KOHMpOAUPO8AMb, eCcAu HACMpoumb
omobpasiceHue epaHuy mekcma, obsekma u mabauybl 6 pazdene meHro Cepsuc >
IMapamempnbi > AlterOffice > BHewHuli 8uo, u KoHey ab3aya, éKnaoKu, paspbiebl U
opyaue 3n1emeHmbl 8 meHio Cepeuc > Ilapamempbi > AlterOffice AText > 3Haku
¢opmamuposaHus.

Kakoii MeToj pa3MeTKH CTpPaHMIIbI BHIOpATh?

BrIbop Jydiilero MeTtoja pa3sMeTKH 3aBUCUT OT TOTrO, KakK [O/DKEH BBITJIZETh
UTOTOBBI JIOKYMEHT W Kakasg wuHpopmaius OyzeT B gokymeHte. CylecTByer
HECKOJIBKO CITI0COO0B pa3MeTKH CTPAHMUIIBI.
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,Z[]'Iﬂ KHMWT, OOJIBIITHX PYKOBOACTB U T.A. 00OBIYHO HCIOJIB3YEeTCA pa3MeTKa
CTPaHUILIbI B OIHY KOJIOHKY.

[lns ykasaTens Wid Apyroro JOKyMeHTa C ABYMsI KOJIOHKaMU TEeKCTa, T/je TeKCT
Mepexo/IUT C JIeBOW KOJIOHKM Ha TIPaBYIO KOJIOHKY, a 3aTeM Ha C/Ie[yIOIly0 CTpaHuLly,
MOXXHO MCIO/Ib30BaTh CTWIM CTpaHul] (C JByMs KosIoHKamu). Ecmu HasBaHue
JOKyMeHTa (Ha TIepBOM CTpaHMIle) [O/DKHO OBITb Ha BCIO IIWPUHY CTPaHMLBI, TO
BBITIOJTHUTE €ro BU/ie OJJHOU KOJIOHKH.

i uHGOPMALIMOHHOTO OOJIIETEHS CO C/IOKHOM pa3MEeTKOW, B JBe WIH TpU
KOJIOHKM Ha CTpaHHWle, a TaKXKe CTaTeld, KOTOpble TIPOJOJ/DKAIOTCS IOC/e OJHOU
CTPaHUL[bl HECKOJIbKO CTPAHUL] CIYCTs, UCIOJ/Ib3YWTe CTUIU CTPaHULbI /i1 OCHOBHOM
pa3MeTKd. Pa3MelrjaiiTe cTaTbu B CBsI3aHHBIX Bpe3Kax Ha (PUKCUPOBAHHBIX MO3ULIUSIX
CTPaHUIIbI, €CJTH 3TO HeOOXOAUMO.

st fOKyMeHTa C TepMUHaMU ¥ TIepeBOZIaMH PACIOIOKeHHbBIMU 00K 0 OOK B
BU/le KOJIOHOK, MWCHO/MB3yIOT Tabmuily B [JBa CTO/OLja, UYTOObI OpraHW30BaTh
COOTBETCTBHE 37IeMEHTOB

Co3paHue KOJIOHTUTYJ/IOB

BepxHuil KOJOHTUTY/ sIBJsieTCsl 00/1acThlO, KOTOpasi TOSIBISIETCS] B BepXHeH
YacTH CTpaHUIbl. HIDKHUI KOJIOHTUTYN OTOOpa)kaeTcs B HIDKHEH YaCTW CTPaHULIbL.
Takass uHpOpMaLMs, KaKk HOMepa CTpaHHWL], BCTaB/leHHble B KOJIOHTUTYJIaX,
oToOpa)kaeTcst Ha KaXX/J0M CTpaHULe JOKYMeHTa C eIMHBIM CTH/IEM CTPaHULIBL.

E.CTb HEeCKOJIBKO BH/10B KOJIOHTUTYJ/IOB:

1. Kosoututyn Ba3oBbIH - UCIO/IB3YeTCs JIsl CO3/IaHUsT KOJIOHTUTYJ/IOB Ha BCEX
CTpaHMLIaX, KpOMe TUTYJIbHOM.

2. KO]IOHTI/ITY]I l'[epBaﬂ CTpaHMId - SBJIAE€TCA KOJIOHTHUTYJ/IOM THTynBHOﬁ
CTPpaHUIBI. ﬂaHHblﬁ KOJIOHTUTYJ/J1 BJ/UAE€T TOJIBKO Ha OTO6pa>KeHI/Ie
KOJIOHTUTYJIOB THTYHLHOI;JI CTpaHHULBI.

3. Kononturyn Convertedl - faHHBIN BUJ KOJIOHTUTY/IA MOXET TOSIBJISITHCS
KOT/Ia OTKPBITBIHN (haiin paHee ObIT coxpaHeH B (hoopmare docx.

Eciu B HacTpoWKax (OpMaTHpOBaHWs KOJOHTUTY/MAa ueKOOKC «OpuHaKoBOe
COZIEP’)KUMOE Ha TIEPBOM CTpaHHIle» YCTAaHOBJIEH, TO BBe/I€HHbIE IaHHbIE B KOJIOHTHUTYJT
OyayT Takke [g00aBleHbI B KOJOHTHUTY/bI BCeX CTpaHMIl. Eciu uekOOKC [aHHOMN
HaCTPOWKM He YCTAHOBJIEH, TO JaHHble OyAyT A00aB/eHbl TOJLKO B KOJIOHTHUTYJI
CTPaHHUIBI Ha KOTOPOW TIPOW3BOAW/ICA BBOJ 3THX JAHHBIX. [IaHHas HACTpOWKa He
PaCrpOCTPaHseTCs] Ha TUTY/IbHYIO CTPAHUILY.

BcTaBKa BEPXHEro U HWHXKHEro KOJIOHTUTY/iId

YT0oOBI BCTABUTH BerHI/Iﬁ KOJIOHTUTYJI MOJXHO:
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® Bribpate myHKT MeHI0 BcraBka > KosioHTUTY/IBI > BepXHUH KOJIOHTHTYJI
> Ba30BbIi,

® [ToaBeCTH KypCOp MBIIIN K BepPXHeW 4aCTH CTPaHUL[bI [0 TIOSIBJIEHUsI MapKepa
Bepxuuii Ko/1oHTUTYJI (Ba30oBbIi) 1 Ha)KaTh B HEM 3HAYOK ILTHOC.

BepxHnii konontuTyn (basoswi) +

MNaBa 1. 3aronoBoK 1

Mapkep 8epxHe20 Koa0HmMuUMya 8 8epxHell uacmu mekcmoeol obaacmu

ITocsie co3paHusi BePXHETO KOJIOHTUTYJIA, TIOSIBUTCST MapKep CO CTPEJIKOW BHU3.
Ha)kmuTe Ha 3Ty CTpesiKy, uToObl pacKpbiTh MeHIO BapHaHTOB Bbibopa /it paboThl C
KOJIOHTUTYJIOM.

Bepxrunit konormtyn (Basoseii) +

DOPMATMPOEATE BEPXHIA KONOHTUTY...
OBpamMneHme 1 3aMBKa..

lnasa 1. 3aronosok 1 ke b e
BeTaBiTE HoMEp CTPaHMLE!

BcrannTs koauecTso cipaHmL

MeHro 6€pxHe2co Ko/IoHmumyaa

Yrobbl opmMaTHpOBaTH KOJIOHTUTY/, MOKHO HCII0Jb30BaTh TYHKT MeHIO
®opmar > Ctunb crpaHunbl > BepxHuil KomoHTHTY/A. BcTaBKa HIDKHEro
KOJIOHTUTYJla TPOW3BOJUTCA aHAJOTUUHO BEPXHEMY, TOJBKO B HIKHEW 4YacTH
CTPaHUL[bI ¥ B MEHIO TTYHKThI OYAyT Ha3bIiBaThCsi HUXKHUI KOJIOHTHTYI.

BcraBKa COAE€PXXUMOr0 BepxXHero U HW)XKHeEro KOJioHTUTYJ/ioB

YacTo B KOJIOHTUTYJI TIOMeIllaeTcsl U ipyrasi MHGopMaliys, Haripumep, Ha3BaHUe
JIOKYMEHTA WY T7IaBbl. DTH 3/IeMEHThI Jiyullle BCero f00aB/sITh B BUe moeld. Takum
o0pa3oM, eciyM 4YTO-TO MEHSIeTCsl, KOJIOHTUTY/IbI OOHOBJISIFOTCSI aBTOMaTHUeCKd. BoT
OJIMH U3 PaCIpOCTpaHeHHbIX TPUMEPOB.

YT0o0OBI BCTAaBUTEL Ha3BaHUe AOKYMEHTAa B BerHI/Iﬁ KOJIOHTUTYJI:

1. Beibepute nyHKT MeHto ®aiin > CpoiictBa > OmnmcaHue U BBeJuTe
Ha3BaHYe Balllero JOKyMeHTa.
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2. HobaBbTe BepxHuii KoysoHTUTY/N (BcraBka > KosioHTHTY/ABI > BepxHuid
KOJIOHTUTYJ1 > ba3oBblii).

3. INomecTuTe KypCcop B BepXHeM KOJIOHTUTYJIe CTPaHULIbI.

4. Boibepute nyHKT MeHi0O BecraBka > ITosie > 3aroioBok. 3arojioBoK /J0/DKeH
MOSIBUTCSL Ha cepoM (poHe (KOTOPBIM IIpU MeuyaTH He II0Ka3blBaeTCsd M
oToOpakeHHe KOTOPOT0 MOKET ObITh OTK/TFOUEHO).

5. UTobObl M3MeHUTh Ha3BaHUe [/ BCETO JJOKyMeHTa, BepHUTECh B MeHi0 dDaiii
> CsoiicTBa > Onucanue.

Hymepanus cTpaHuLy
OTo0pakeHHe HOMepa CTPAHULBI
YTtoObI HOMEp CTPaHHUL[BI OTOOPA’KaICsi ABBTOMAaTUUECKU:

1. BcTaBbTe HIWKHHMI WM BepXHUH KOJIOHTUTYJI, KaK OMMCAHO BBILLIE B pasgjere
Co3panue KOJIOHTUTYJIOB.

2. [lomecTuTe Kypcop B KOJIOHTUTY/, TI7le HeoOXOAMMO BCTaBUTb HOMeED
CTpaHUIIbI, U BeIOepUTe MYyHKT MeHI0 BeraBka > ITosie > Homep cTpaHuIbL.

OO01ee KOJTMYECTBO CTPAHHUIL
Yrtobbl 0TOOparkanock 00IIee YMC/I0 CTpaHuI] (8 ude «cmpaHuya 1 uz 12»):

1. BBe,Z[I/ITe CJIOBO «CTpaHHLld» U HpO6€fI, 3dTeM BCTaBbT€ HOMEP CTPAHUILBI, KdK
OITMCAaHO BbIIIIe.

2. HaxmuTe KiiaBuIlly rpobesn oJvH pa3, BBeAUTE CIOBO «M3» W Tpobesi, 3aTeM
BbIOepuTe MyHKT MeHI0 BeraBka > ITosie > KosimuecTBo cTpaHuL.

ITpumeuarue: Tlone «Konuuecmeo cmpaHuy» ecmaeisem obujee KoAU4eCmeo
cmpaHuy 8 dokymeHme. OOHAKO, ecAu NOBMOPHO HAuUamMb HyMepayuro cmpavuy 6
mobom Mmecme OoKymeHmda, mo obujee KoAuuecmeo CmpaHuy Modxcem He
€cO0mMeemcmeon8amb OHCUOAHUSIM.

IToBTOpHas HyMepaLysi CTPAHMI]

MHoraa BO3HMKaeT HeoOXOJMMOCTb HauaThb HyMepaljii0 CTpaHHl] 3aHOBO C
MepBOi, HampuMep, Ha CTpaHMlle, C/eAyoLleld I0oc/le TUTYJBHOIO JMCTa WU
ornasneHvs. Kpome TOro, mMHorme [JOKyMeHTbl HMEIOT HyMepalMI0 Ha OJHUX
CTpaHMLIax, 3a/laHHYI0 PUMCKUMU LM paMu (Harpumep, CTPaHMULIbI C OTJIaBlIeHHueM), Ha
JPYTHX, CTpaHMLIaX C OCHOBHOM YaCTbIO JJOKyMeHTa, HyMepyIOTcs apabCcK1Mu, HaurHast
c 1. 3aHOBO HavaTh HyMepaL|i0 CTPAHUL] MOXKHO JIByMsl CIIOCO0aMHu:
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Cmnocob 1:
1. TTomecTuTe Kypcop B TiepBoM ab3alje HOBOW CTPaHMIIbI.
2. Bribepure nyHKT MeHi0 @opmar > Ab3arl.

3. Ha Bkmagke Ilosio)keHMe HaA cTpaHume auanora A63ar, BbiOepuTe
Pa3pbIBbI.

4. Boibepute BcraButh U 3areM CoO CTHW/IeM CTPAaHULbI U YKa)KUTe CTHIIb
CTpaHULIBL.

5. YKakuTe HOMep CTPaHUIlbl, YTOObI HayaTh C HEro HyMepalyi0 W Ha)KMHUTe
kHOTKYy OK.

Cosem: Dmom cnocob nosne3eH makdce 04 Hymepayuu nepeoll CmpaHuybl
O0OKyMeHMa He € nepgoli cmpaHuy, Hanpumep, 0OKyMeHm Modcem HauyuHambcs ¢ 29
CMpaHuypl.

ABzay x

CTpyKTypa u cnmckn TaGynaumua Bykenua OBpamneHne OBnacte MpozpadHocTs

OTCT}"I‘IbI W MHTEPEANBI BprEEHMEEHME Monoxenwe Ha CTpaHuLE BocTouHoazmartckue npasnna HEGDFIE

Paccranoeka nepenocos Paspoiebi

] ABTOMATHHECKMI NEpEHDC Beragute

Monoxenune: Mepea R
Lo cTinem cTpaHuLs:

NOCNE]DEATENBHBIX NEPEHOCOE Homep crpaniue: 1 -

Mapamerpbi

Fe pa3peliBaTe ab3al,

O He OTPBIBATE OT CNegytowero absaua

3anpeT HauabHbIX BUCAYNX CTPOK |2 > Murun

3anNpeT KOHLUEBbIX BUCAYNX CTpOK |2 1 Muran

Cnpaska BoccranoeuTe OTmeHnTE

Juanoe A63ay. YcmaHoeka Homepa CmpaHuybl

B AlterOffice HeBo3MO>KHO cO37aTh abCOMIOTHO MYCTYIO CTpaHULly. Bcerza Ha
HOBOH cTpaHuile Oy/eT HaxOoAWTbCsS MUraroluid Kypcop W OyJeT aBTOMaTHUeCKd
co3paHa mycrasi ctpoka (ITycras cTpoka 3T0 Toxke ab3air).
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Cmnocob 2:

1. Wcnonp3yuTe nyHKT MeHI0 BecraBka > Emié pa3peiBbl > Pa3phiB.
2. Bribepure B uanore NyHKT Pa3pbIB CTPaHUIIBL.

3. BribepuTe HYy>XHbIM CTH/Ib CTPAHULIBI.

4. Bribepute I3MeHUTh HOMEP CTPAHHIIbI.

5. Ykaxure HOMED CTpaHHUIbI, C KOTOPOIr'O XOTHUTE€ HAYdTb W 3dT€M HAXKXMUTE
OK.

BcTaenTe paspeis X

Tun
O Oeperoc cTpokn
O EE_"prE KONOH KK

®) Pazpeis crpamuuel

CTnae cTpanuLs:

T
|bazoBbii w

ﬂ_’vMEHMTb HOMED CTpaHMLbI

Cnpagka OTMEHUTE

H3meHeHue nopsioka Hymepayuu cCmpaHuy npu 6cmaske paspbled CmpaHuy
V3MeHeHMe moJield CTPaHHUIL]

W3meHUTH 10/ CTPAHUL] MOXHO ABYMs criocobamu:

® lcriosib30BaHKe JIMHENKU CTPAHUI[BI — OBICTPO U JIeTKO, HO 6e3 J0CTaTOUHOM
TOYHOCTH.

® Vcnonb3oBanue Auanora CTU/Ib CTPAaHMIbI — MOXKHO YKa3aTh pasMep rnosei
C TOYHOCTBIO [0 [IBYX /1eCITUUHBIX 3HAKOB.

Tak Kak “3MeHeHHe T10JIel TF00BIM CIIOCOO0M 3aTparuBaeT CTU/Ib CTPAHULIBI, TO
1osist OyAyT U3MeHeHbl Ha BCEX CTPAHUIIAX C TAKUM CTHJIEM.

YT0oObI U3MEHHUTB MOJISI C TIOMOII[BIO JTMHEeK:

1. Cepble 061acTH JIMHEMKH OTOOpaXKaroT TOJIsl. Y CTAaHOBUTE KypCOP MBIIIK Ha
JIMHUU MeXay cepoii u Oenoii obGmacteio. Kypcop HW3MeHWT BUZ Ha
JIByHarpaB/IeHHYIO CTPEJIKY.

2. HaxxmuTe 1€BOM KHONKOM MBIIIN M, yJep)KuBas eé, repefiBUHbTe I'DaHULLY,
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yCTaHOBUB HOBBII pa3mMep ToJIsl.

5

ITepemeujeHue noseli

91

IIpedynpedicOeHue: ManeHbKue cmpeaKu HA /AuHelike UCNOAb3YIOMCA 0/
ycmaHoeku omcmynos ab3ayes. Hacmo OHU Haxo0simcsi NnpsiMO HA Mapkepe 2paHuybl
noasi cmpauybl, He0O6Xo0UMO C006M00amMb OCMOPOHCHOCMb, UMObbI nepeMecmumb
UMEHHO MapKep 2paHuybl No/sl, d He CmpeaKu Omcmynos.

YT00OBI N3MEHUTH MoJisd, UCI10/1b3yd Ara/ior Ctunb CTpAHHUIbI:

1. HaxmuTe mpaBoli KHOIKOW MBIIIM 0 TEKCTy Ha CTPaHULle U B KOHTEKCTHOM
MeHI0 BbiOepuTe MyHKT CTH/Ib CTPaHULIBL.

2. B oTkpeiBlIEMCSI Auasiore Ha Bkiagke CTpaHHMIla BBeAUTe HeoOXoguUMbIe
3HAUeHUS [10JIeH.

HN3meHeHue OpHEHTALUU CTPAHUIL]

[To ymonuanuto B AlterOffice AText yka3zaHa KHM)KHasi OpUeHTaL|si CTPaHUL].
Ho Bbl j1erko MoskeTe U3MeHUTh OPUEHTaLUI0 CTpaHuLl. [Ij1s1 3TOro Ha BKi1ajke Pasmerka
Ha)KMHTe Ha KHOMIKYy OpueHTanus 1 BbiOepuTe TOAXO/SIIYIO.

ses unern 1 - AlterOffice AText

in [lpaeka Bua Bcraeka

B~E>~ =

OTmeHnTe -

Coxpanute =

ACTEMA

0

Mona cTpan

©opmar  Crum Tabmaua  DQopma

]

Maiin Cnaevoe

[ D

Opwentauma | Pasmep crpanuy)

A | AnsBomHan M

Cepemc  Oxno  Cnpaeka

Bcraeka

Kononkm

PazmeTka

Cebimn

TuTyneHas cTpaHnua

!
v *&= Paspeie cTpanny

|-
*& Paspeis

MNpoeepr

0,00 cm

" 10,00 cm

453

453

24

34534

Vi3MeHeHHe OpHeHTaLU BIOOPOYHBIX CTPAHHUIY

HPE,E[HOJ'IO)KI/IM, uto Bam HY’>KHO U3MEHUTL OPUEHTALIKMIO HECKOJ/IBKUX CTPAaHUL]
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Ha aslbOOMHYI0, a BCe OCTa/lbHble CTPAaHHUI[bl OCTAaBUTh B KHIKHOM (opmate. [1jis 3TOro
BBITIOJTHUTE C/Ie/IyIOLIue 1eHCTBUS:

1. IlocTaBbTe Kypcop B KOHLe MpeAbIAyliei CTPaHHULbI.

2. BcraBbTe pa3pbiB CTPaHULIbI C ITIOMOLLBIO IIYHKTA MeH0 BecraBka > Emé
paspbIBbI > Pa3peiB...

Beragka  Popmar Cowaw TaBawua QPopma Cepewc OkHo  Cnpaska

"= Paspeis crpanmy  Ctrl+Enter LDE Bcraeka PazmeTka Cepley
Ewg pazpeieel r B BcTaewnTh paspeIie CTpoKK Shift+Enter
M Mo Bpaketine Bcraente paspeis kononkwn  Ctrl+Shift+Enter .
i |II fdwarpana *=  Pazpubis.. i

B Megwa 3 E

3. B nosiBuBLIIEMCSI OKHE «BCTaBUTH pa3pbiB» BhIOEPUTE:
¢ Tumn: Pa3pbIB cTpaHULIBL.

® CTWIb CTPAHUI[bL: AJTbOOMHBIN.

Tun
(O Deperoc crpokm

O EE_’-FII:IE KONoHKKN

I@' Paspeis cTpanmus! I

CTUE CTpaHULEL

!J'-"-..I'Ib-E-I:I MHEIRA W

I:l HE‘-MEHHTI: HOMED CTRaHWLBI

-
-

Cnpagka [8]4 CTMEHNTE

4. Haxxmure OK. ITocne sToro Bce mocieAyroliye CTpaHULbl OyaAyT B
anbOoMHOM (hopMmarTe.

5. OcTanock NOBepHYTH MOC/IeAYI0LIYe CTPaHULbl B KHW)KHBIN (popmar.
JenaeTcst 3T0 aHa/IOTMYHBIM 00pa30M: MOCTaBbTe KYPCOP B KOHIIe HY>KHOU
CTpaHMLIbI, CZleslaiiTe pa3pbiB CTPAHULIBI, HO HA 3TOT Pa3 YCTAaHOBUTE
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0a30BbIi CTUIL cTpaHuULbl. Haxkmute OK.

Bcraewte pazpeie

Tun
O MNepenoc crpokn

O EE3FIbIE KCONOHKK

(®) Paspeie crpaHiy

CTWE CTPaHULEL

BazoBrIn

L] #4zmenuTs Homep cTpanmue

.

*

Cnpaeka QK

OTMeEHWUTE

V3meHeHHe pa3Mepa BHIOOPOYHBIX CTPAHUILY

JleliCcTBUS:

1. TTocTaBbTe Kypcop B KOHIIe Mpe/bIAylei CTpaHULIbI.

,Z[J'IH HN3MEHEHHUA pa3MepPd HEKOTODBIX CTPAHUL] BBITIOJIHUTE C/aeAYyrolre

2. BcraBbTe pa3pbiB CTPaHULbI C TTIOMOLLBIO ITYHKTa MeHI0 BcraBka > Emé
paspbIBbI > Pa3phIB...

Bcraeka  ®opmat  Civaw TaBmmuya  @opma Cepeuc

[y
!

—ad
{oth

OwkHo  Cnpaska
Pazpeie ctpanny,  Cirl+Enter LDE Brraeka PasmeTra Coplney
Ewg paspbiesl . B BcTaente pazpele cTpoKK Shift+Enter
VhoBpaxenhe... ii BecraewTe pazpeie konoHkw Ctrl+Shift+Enter &
Awnarparma *= Paspuis... i
Megws ] )

3. Haxxmute OK.

4. Ha Bknagke Pa3mertka B 6;10ke ITapamMeTpsbl cTpaHHMIbI BhIOEpUTE
)KernaeMblii Pa3mep cTpaHMIIbI.
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2.1

[naeHoe BcTaeka Pazmetka
— TuTyneHan cTpan
- ”_—b] - * "= Paspbis cTpanmyy
Pazmep cTpanuue KeoncHku T O
Al 118,90 x 84,10
Al 84,10 x 59,40 y
A2 59,40 x 42,00 ’
A3 42 00 x 29,70
Ad 20,70 x 21,00
A5 21,00 x 14,80
B4 (150) 35,30 x 25,00
B3 (150) 25,00x 17,60
Koueept C5 2290k 1620
Mucemo 27,94 x 21,59
Legal 35,56 x 21,59
IE dononHWTensHD

5. UToObl U3MEHUTH pa3Mep CeyIOIUX CTPAaHUI], TTOBTOPUTe MyHKTHI 1-4.

HNoGaBneHne npumeYaH B LOKYMEHT

PelakTOpbl YacTO MCIIO/IB3YIOT MpUMeUaHUsi (KOMMEHTapUU K COZEP>KUMOMY
JIOKYMEHTa), UTOObl 0OMEHSTLCST UIeSIMH, CIIPOCHTh COBETAa WJIM MOCTaBUTh OTMETKH B
MecTaX, TpeOyoIux BHUMaHUA. IIpuMeuaHuss (KOMMEHTAapuH) COBMECTHMBI C
Microsoft Office.

15 KOMMEHTHPOBaHWS MOXXeT ObITh BbIOpaH OJI0K TeKCTa WK IIPOCTO
OTMEYEeHO MecTO B TekcTe. UToObl BCTaBUTh MpUMeuaHWe, BbIJENUTE TEKCT WIN
MOMECTUTE KYpCOp B TOM MecCTe, K KOTOpPOMY OyJeT OTHOCUTCA TpUMeuYaHue u
BbiOepuTe TyHKT MeHI0 BeraBka > KommeHTapwmit v Haxkmute knaBuid Ctrl + Alt
+ C. Touka NpUBS3KY MpPUMeUaHusi CBs3aHa MMyHKTUPHOMN JIMHUEN C T0JieM Ha MpaBoi
CTOpPOHE CTpPaHUIIbl, I7le MOXXHO BBeCTH COOCTBEeHHO TeKCT mnpuMmeuanus. AText
aBTOMaTHUECKU A00aB/sieT B HWKHEH YacTH MpPUMEYaHUs UMsS aBTOpPA U OTMETKY C
yKa3zaHWeM BpeMeHH, Kor/la IpuMeydaHue ObLIo Co3/1aHo.
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PFoapy Mmoo Croassas (e, Hschand Mastthew Stallman, poposcs 16 sapra 1953,

Mansorren Ill.m-ﬁr\-rlu — gCHELTAR gnisram cmbopom T, npoersra GNLU, o

i@y rpospassa o Sng 3 ceolagy NpOrpasBEpoRIEE. ARTOD KOHLMLEN «mcseditas,

I\‘!lll.'mrhlﬂlk REIJIANATE H3ELT NEHEEHHA, 7Y ERElETERED OH © MGAOERW BODECTOE DMGeE Ko weds saminm
sounomies b maperan GHU General Public License (GNU GPL) g 10

Crownsey Takse wsecinsdi TP RANAEET. Ha TpOTpaMsl, ART0N0N KITODLLY OH BRIBCTCA, MOEHD -
orsrmme GNU Emacs, Kovmeaopm soamusmopon GRU (GOC) 4 Orsague GNU (GDBEY C

Lep el l‘:&lh 10,100 CFoAfaiii cFan II|:I.'t'|IJ'|€“.II'|JIC|M‘|I| IHAUF TEILN0 ML, [IOCANTIN l\.l'rl ._." ¥R T A O
PRCTIPOCTPACHEG SN cooBagionn T Ui BejiT CRpOMOG] OOpal #OEBH CIpaHCTmIgem
RIS i sdaLiocihas EOREHHA CooBagHMY ApoTpasL

IMpumep npumeuaHuli

Beibepure mniyHKT MeH0o CepBuc > Ilapamerpbr > AlterOffice >
ITonb3oBaresb, YTOObI HACTPOUTH MMsl, KOTOpoe OyJieT oToOpaxkaThCsl B Toie ABTOP
NMpUMeYaHusl, U1 U3MeHUTDb ero. Eciy uenoBek pefjakTUpyeT JOKYMEHT He OfIUH, TO
K&X/IbI aBTOP WM pe/lakTOp aBTOMaTUUeCKH Bblfle/IsieTCsl APYTUM LiBeToM (hoHa.

Ha’kaTve mpaBoi KHOTKOW MBIIIN Ha MPUMeUYaHWX BbI30BET MEHIO, B KOTOPOM
MOXXHO YZa/IUTh TeKylljee MpUMedaHue, BCce MPUMeYaHus OT OJHOTO aBTOpa WM BCe
TpUMeuaHusi B JOKyMeHTe. /I3 3TOro MeHI0 MOYKHO Tak)ke OT()opMaTUPOBaTh OCHOBHbBIE
3/IeMeHThI TeKCTa NpuMeuaHust. Takke MOKHO U3MeHUTh TUTI IpuUTa, pa3mep iprdTa
Y BbIDABHMBaHUE U3 IJIaBHOTO MEHIO.

s HaBUTaLMM MeXy npuMeuaHusiMu oTKpoiiTe HaBurarop (knaBuiia F5),
pasBepHuTe pasgen KovmMeHTapuu ¥ HaKMuUTe Ha TeKCT T[pHUMeuYaHus JJIs
repeMeleHusi Kypcopa K TOUKe ero TpUBS3KA B JAOKyMmMeHTe. HakmuTte TmipaBoi
KHOITKOM MBIIIIN Ha TIPUMeUaHuu /iJisi ero ObICTPOro peJjakTUPOBAHKS WU yAaIeHUs.

Takoke MOXXHO nepemMemaTbCA 110 KOMMEHTAapUAM C TIOMOIIBIO K/IaBUATYPHI.

2.12 Co3aaHue ornaBneHus

AText mo3BossieT aBTOMaTHUeCKH CO3/laBaTh OTJIaBJIeHHs], UCII0JIb3Ysl 3aTOJIOBKU
(pu yc/i0BUM, UTO OHU CZe/laHbl C TOMOLLBI0 CTW/eN) B foKymeHTe. [lepes TeM, Kak
Hauath, yOeauWTeCh, UTO 3aro/IOBKM OJHOTO YPOBHS HWMEIOT OJIMHAKOBBIA CTHUIIb.
Hanpumep, MO>XXHO MCITI0/1b30BaTh CTH/Ib 3aroioBOK 1 s Ha3BaHUS T/laB, a CTHIH
3aroyioBoK 2 1 3aro/10BoK 3 /i1 Ha3BaHUS pas3fie/ioB U T0/ipa3fie/ioB BHYTPU TJiaB.
Xots (hyHKIMsS CO3/IaHUS OTJIaBIeHHsI MOKET OBITh [IOTOTHUTE/ILHO HAaCTPOEHa, YacTo
HACTPOEK T10 YMO/TUaHUIO ObIBAaeT I0CTaTOYHO /IJist pabOTHI.

BbICTpOE CO3dHKeEe Or'JIaB/IEHHA — 3TO IMPOCTO:

1. Tlpu co3paHuu [JOKYMeHTa, WCIOJIb3yiHTe CeAyrole CTUIM ab3aleB [is
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3aroJIOBKOB Pa3/IMUHbIX YPOBHeH (Harpumep, 3aro/IOBKOB I'JIaB M Pa3fiesioB):
3arosioBoK 1, 3aro/i0Bok 2, 3aroioBok 3 U Tak jjasiee. 3TO TO, UTO OyJeT
IYHKTaMU OrJIaBJIeHUS.

2. IlomectuTe KypCOp B TO MeCTO, KyJd XOTHUTE€ BCTaBUTL OI'J/laB/IEHHE.

3. Haxxmure Ha Bkasike CcblIkM Ha OrJiaBJieHHe WY BbIOepuTe MyHKT MEeHIO
BcraBka > OryiaBiieHue u yka3areau > OriiaB/eHMe, yka3aTe/lb WIH
oudsmorpadus.

4. Huuero He MeHsis B IMaJIOTOBOM OKHe, HakMUTe KHOIKY OK.

Tlpu fob6aB/IeHUH WK Y/aeHUH TeKCTa (TaK, UTO 3aro/IOBKH MepeMeCTH/IUCh Ha
[pyrvie CTpaHWI[bl) WA TIPU [00aBI€HWH, yAaJeHWHd WM HW3MEHEHWH 3arojiOBKOB,
He00X0/IMMO OOHOBUTH OriaBjieHue. [jst 3Toro:

1. ITomecTtuTe KypCop Ha OrJjiaBjieHue.

2. HaxxmMuTe T1IpaBOMi KHOMKOW MBI U BbiOepuTe TMNYHKT OOHOBHUTH
yKa3areb.

IMpumeuanue: Ecau HeBO3MOMCHO nomecmumb Kypcop HA O2/ndefneHue,
gblbepume nyHkm wmeHo Cepeuc > Ilapamempbr > AlterOffice AText > 3Haku
¢opmamuposaHusi, a 3amem 8blbepume Pa3spewiumsb Kypcop 6 pasdene 3awjuujeHHble
obaacmu.

W1 ke BOCIIO/B3yiTECh MyHKTOM MeHI0 CepBucC > OOHOBUTH > OOHOBHMTH
BCe.

MO)XHO HAaCTPOUTH CYIIECTBYHOIee OrJiaBieHue B 000 mMomeHT. Hakmute
MPaBOi KHOIKOM MBIIIK B II0O0M MecCTe Ha HEM W BbIOEpPHUTE U3 KOHTEKCTHOT'O MEHIO
IIpaBka orsiaB/ieHHUs.

2.13 CospaHue ykasaTteneu n ubnuorpacdpumn

Wnpekcol v 6ubmmorpaduy Co3Aar0TCs Tak ke, Kak OrJiaBIeHHe.

B pononHeHwe K andaBUTHBIM yKasaTeslsiM M JDYTMM BUJaM yKasaTeseu,
rocTapssieMbIx ¢ AText, BKrouasi yKasaTenyd WUTIOCTPaLWH, TabiuI 1 00beKTOB, eCcTb
BO3MOKHOCTh CO3/laTh I10J/Ib30BaTe/bCKUM YyKa3aTenb. Haripyumep, MOXHO C€O37aTh
yKasaresb, COAep Kallliii TONbKO Hay4yHble Ha3BaHWS BUJOB, YIIOMSHYTBIX B TEKCTe, U
OTZe/IbHBIA  yKa3aTesb, COJZepXKall[uii TOJMBKO oOIMe Ha3BaHus BHUOB. Ilepef
CO3[jaHMeM HEeKOTOPBIX THIIOB yKa3aTesed, B IEPBYIO odepelb HEOOXOJUMO CO37aTh
3/IeMeHThI yKa3aTeJsisi, BCTpauBaeMble B JIOKYMEHT.

2.14 Pab6oTta c rpacdhmkomn

I'padrika B AText ObIBaeT TPEX TUIIOB:
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215

® datinbl M300paykeHWH, BKIOYas ¢ororpaduy, PUCYHKH, CKaHUPOBaHHBIE
n300pakeHUs U IpyTHe;

® /luarpaMMbl, Co3/laHHbIe C TTOMOILIbI0 HHCTPYMeHTOB pucoBaHust AlterOffice;

® /TuarpaMMbl, CO37IaHHbIE Ha OCHOBAaHMM UWCJIOBBIX /IaHHBIX W3 3JIEKTPOHHBIX
tabmury AlterOffice ACell.

Yrto0Obl 06aBUTH M300pakeHre B JOKyMeHT, HeoOX0AuMO B MeHI0 BcraBka

BbIOpaTh Vi300pakeHHe 1 BCTaBUTh HY)KHOe H300pa’keHue.

Yrto0Obl 00aBUTH UarpaMmy B JOKYMeHT, HeOOX01MO B MeHI0 BcTaBKa

BbIOpaTh /lmarpaMma v HaCTPOUTH MapaMeTphl JUarpamMMbl.

MevaTtb

[lnist TOrO, UTOOBI OTIIPAaBUTH JOKYMEHT Ha I1e4aTh, HY>KHO TepeiTH B MEHIO

daiin > ITeuarth.

OTKpoeTCsi OKHO, B KOTOPOM ecCTh /iBe BKIaziku Oo6mme u AlterOffice AText.
Ha Bknagke O01mue MOXXHO HAaCTPOUTD C/IeAYIOIIHe TTapaMeTphI MevaTy:

1. BriOpaTh MpUHTED, a TaK)Ke ero CBOMCTBRA.

2. O6s1acTh MevaTy ¥ KOTUH.

Bbl MOXXeTe pacrieuaTaTs:

® Bce cTpaHulbl (BK/IIOUUTH BCe CTPaHULIbI, MO0 HEeUETHbIe, MO0 UETHBIE);
® OrnpefiesieHHbIM Auarna3oH CTPaHUI];

¢ JOMOMHUTE/TLHO €CTh BO3MOYKHOCTh IeUaT B 00paTHOM TIOPSIZIKE U 3a/1aTh
YHMCJIO KOITUH.

3. MakeTt cTpaHULbl.

Ectb BbIOOp pa3Mepa Oymaru u opueHTaluyd. MO>KHO BbIOpPATh CKOJIBKO CTPAHUI]

OyzeT pacreuaTaHo Ha JMCTe (KOJTMUYECTBO U MOPS/IOK), IMOO MOXKHO pacrieyaraTb
JIOKYMEHT B KauecTBe OpOIIIIOpHI.

Takke eCTb BO3MOXXHOCTb npearipocMoTpa AOKYMEHTAa U IMepe/jIMCThiIBdHKEe

cabizoB B okHe ipocMoTpa (Crepytorast/TIpeasigyias/Iepsasi/IIocinefHsisi CTpaHULIA).
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Mevate
210 mm (A4)
EZ
E
=
DpocmoTp M = (1
Cnpaeka

2=

x
OBume AlterOffice AText
Mpunrep =
Samsung Universal Print Driver 2 ~
Coctoanne: [MpuHTep no yMoadaHwo CeofcTea..
0GnacTh NeYaT u KonMmK
®) Bee CTRaHKLbI Brig enerHne
() Crpanmye:: !
BrnrounTe: |Bce CTpaHuLEl ~ |
E Eug
CropoHel Bymari |O,a,HDCTOp0HH;m neyats ~ |
Yucno konwie |1 =
¥nopagouwte [ ; / ik v
' » A
Mopaaok: OTgensHoE 3a8aHNE NEYATH AR Kaxkgoi Konun
O Nevarars s oBpaTHoOM NopAAKe
Maker cTpanmLb
Pazmep Gynarm: |A4 210mmx 297mm ~ |
Opwedrtaums: |AETOMETMHECKH - |
Eg v

Ha Bkiazke AlterOffice AText MO)XHO U3MEHUTD C/ie/IyIOIIMe ITapaMeTphl:

® Cogepxumoe ((hoH cTpaHULbl, U300paXkeHHs1 U pyTHe rpaduueckue
00BEKTBI, CKPBITBIN TEKCT, 3aTIOJTHUTh TEKCT, 3JIEMEHThI YIIPAB/IeHUS);

® [IBet (reuaTaTh TEKCT YePHbIM);

b CTpaHI/ILU:I (HeanaTL dBTOMdTHY€CKH BCTaBJ/IEHHLIE ITyCThIE CTpaHI/I]_U:I).
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Mevate
O6upe AlterOffice AText

Cop MMmoe
210 mm (A4) EP)K

WzoBpaxeHns n gpyrue rpaguyeckine obbexTsl
[ Cxpeireii Texer
[ 2anonnurens texcra

3NEMENTEI YNPaBNEHNA

Kommentapui: |Het (Tose

Lieer

=
E [ Devarars texer HEpHEIM
5
ol Crpanmnubi:

Me4aTaTe aETOMATUHECKM BCTAEAEHHBIE MY CTbIE CTPAHULE!
Opocmotp | |8 o |1 /2 = M

Cnpaska Meuate OTMeHUTE

[loronHuTenbHBIN NapaMeTpbl HACTPOWKM MevaTH Bbl MOXXeTe Hauth CepBHc >
ITapametpsi > AlterOffice > [TeuaTs.

B sTOM paszese Bbl MOXKeTe HACTPOMUT:
® [IpeoGpa3oBaTh LiBeTa B OTTEHKH Ceporo;
® B/IHOUMTH TIpeAymnpexXaeHus;

¢ CoOKpaTUTb PaCTPOBbIE U300PaKEHNS;

® COKpaTUTh TIPO3PAavyHOCTh;

® CoOKpaTUTh IPa/IUeHT.

2024 2. OO0 "AJIMU MapmHep"©



100

Mapamerpel - AlterOffice - Meyate

= AlterOffice
Monssosatens
OBwpe
Bug

Meuate

Myt

Wpndel
BesonacHocTe

MepcoHanmauma

BrewHui Bng

CneuwansHble BO3MOXHOCTH
PacumpenHbie BosMoxHOCTI
OpenCL

3arpyska/coxpaHeHne

B B

Hactpoiiku Azbika
AlterOffice AText
AlterOffice AText/Web
AlterQffice Base
Awnarpanmsl

BEEBHEBE

WHreprer

Cnpaeka

X
Hacrpoiikm gna
® MpuHTepa
O MNevan e daiin
Mo ymonuanu MNpeaynpexcaeana
O MpeoBpasosate LBETA B OTTEHKKM CEpOrD L] Pazmep Gymarn
BraroumTe NpospayHele oBLekTsl ] OpwnenTauma Gynarn
MpospayHocTe
CokpaTuTe pacTpoebie M3obpamenna CoKpaTuTe rpaguenT
[ Cokpatute pactpossie nsobpakerus [ Cokpature rpaguent
Pazpeierng 200 DP| (no ymonuaHue FpaguenTHeie nonocel 64 -

HC[’JI’.IC."II:HCE K34YeCTEC NEHMETH rl[’JCI' I&‘+f‘;TC‘-IHbIﬁ UBET

EbICCY_CE Ka4YeCcTED NEYaTH

CoxpartuTe Npo3payHocTL
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BoccraHoente MpumeHnTE OTMEHNTE.

Tak>Ke MO)KHO YCTaHOBUTh HaCTPOUMKHU reyaty B MeHi0 CepBuc > [IapameTpsl

> AlterOffice AText > IleyaTsn:

Mapamerper - AlterOffice AText - Meuate

=

AlterOffice L)
3arpyska/coxpadeHne

B &

HacTpoiiku Azbika
AlterOffice AText
Qbupe
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Bua
3Hakn popMaTMpoBaHNA
CeTka
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Och. wpwdre (CCM)
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AlterOffice AText/Web
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Cnpaeka

Kommentapumn
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O TUHQKO KOMMEHTI DK

Conepwumoe
Wzobpaxenna n obbexTsl
INEMEHTRI YTIPABIEHIA
DoH cTpaHuLel

[] Meuarars texcr ugpHbim

(O B koHUg g oKymenTa
() B xoHue cTpanmugl
O CrpbITbIi TEKCT (O Ha nonax
[ 3anonnurens Tekcra
Crpanmue:
Neewie cTpaHnLe!
Mpaewie cTpaHmue!
O Epowropoi

Cnpasa Haneso
Mpouee
Me4aTaTh aETOMATMHECKI BCTEBNEHHBIE MY CThIE CTPAHMLLI

[ Noaava Bymary cornacHe HacTpORKam NpUHTEpPa

Dakc: |[He‘r] ~ |

BoccraHoeuTe OTMEHWTE

& EE

HomonnurensHo B AText eCTh BO3MOKHOCTD TIPe/IBapUTEIBLHOTO TIPOCMOTpPa
revartu JjokymeHTa. [lsist aToro Heo6xoauMo repelitu B daiin > [IpocMoTp meuaTu.
HNanHasi pyHKLMS [103BOJISIET Mpe/iIBapUTENbHO TOCMOTPETh OKYMEHT Mepef ero
reyaTbio, U3MeHUTDb (DOPMAT CTPAHULIbI, TT0JISI U KOJIOHTUTY/IbI.
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Hcnosb30BaHue MOYTOBOM PACCBUIKHA

B AText BCTPOEHLI OUEHL I10J/1I€3HbIE q)YHKL[I/II/I AJI CO31aHHA U TTeUaTu:

® HecKo/IbKUX KOTUM JOKYMEeHTa Jjisl OTIIPaBKU CITUCKY ToJiyuyateneii (B popme
M1CbMa);

® [TouTOBBLIX HAKJ/IEEK;

¢ KoHBEPTOB.

Bce 5TM 00beKTbl MCIOABL3YIOT 3aperuCTPUPOBaHHbI MCTOYHMK [JJAHHBIX
(tabmuupl WM 6a3bl  [JAHHBIX, COJep)Kallyde WMs, aJpec 3aliCd U JApYIYIo
rMH(OpMaLHIO).

216 OrTcnexuBaHMe U3MEeHEHUN B AOKYMEHTe

,Z[]'Iﬂ OTC/IeXXMBaHHA I/I3MEHEHI/II>1, BHECEHHBIX B AOKYMEHT, MO>XHO HCIT0J/Ib30BdTh
HeCKOJIBKO MeTO/0OB:

1. BHecuTe U3MeHeHHUs] B KOIHIO JIOKyMeHTa (XpaHUTCs B APYroi Tarke WM
1o/ APYTUM MMEHeM), a 3aTeM ucrosb3yite AText aisi o0beJuHeHUsT ABYX
(aiiyioB U MoKa3a pas3/IMuuil Mexxay HuMu. Beibepute nmyHKT MeHto IlpaBka >
OTciexxuBaTh 3MeHeHUs1 > CpaBHUTH AOKYMEHT. JTOT METOJ/i 0COOeHHO
ToJie3eH, ecd 4eyioBeK, paboTaroluii Hafl JOKYMEHTOM, OZMH, TIOCKOJIbKY
MO03BOJIsIeT N30eXKaTh YBeIMueHUst pa3mepa ¢aiisia U CJI0XKHOCTeH, BbI3BaHHBIX
JIPYTUMU MeTOZaMU.

2. MO)XHO COXpaHSTh BePCUM JIOKyMEHTa B COCTaBe OpUrHMHa/bHOTrO (haiinia.
OpfiHakKoO 3TOT MeTOJ, MOXKET BbI3BaTh TMPO0OJEMBI C JIOKyMEHTaMH
HETPUBUAILHOTO pa3Mepa M CJIOXKHOCTH, 0COOEHHO eC/Id COXPaHSITb MHOTO
Bepcwuii. M36eraiite 3TOr0 MeToa.

3. Vcnonp3ytiTe 3Haku u3MeHeHuss AText, yToObI MoKa3aTh, e OblT 00aB/IeH
WA yJanéH Marepuan, Wid udMeHeHO (opmaThpoBaHue. Bribepure MyHKT
MeHr0 IIpaBka > OTciexxMBaTh U3MeHeHHMs1 > 3amucbIBaTh, TIPeX/e yeM
HayaTb peflaKTUPOBaTh AOKyMeHT. ITo3xe Bel nam Apyrou yenoBek MokeTe
pacCMOTpeTb U TPHHSATh WK OTKJIOHWUTh KaXJoe H3MeHeHHe. Bribepure
nyHKT MeHt0 IIpaBka > OTciexuBarb u3MmeHeHus > Iloka3arb. Haxmure
MpaBO KHOMKOW MBIIIA Ha Ka)kJOM W3MeHeHUWU U BblOepute IIpUHATH
u3MeHeHue UM OTK/IOHHUTH W3MEHEHHMe U3 BbINaJarolllero MeHI0, WIU
BbIOepuTe MyHKT MeHio IIpaBka > OTciexXuBaTh u3MeHeHusi > [IpuHATDH/
OTK/IOHUTB, YTOOBI TMPOCMOTPETb CIMCOK W3MEeHeHWW U TIPUHATH WU
OTK/IOHUTH UX.

Coeem: He ece paszauuus mozym Obimb yumeHbl. Hanpumep, u3meHeHue
nosuyuu mabyasayuu npu 8bIpagHUBAHUU 3/eMeHmMA C 7e8020 Kpdsi Ha npasbili Kpatl, a
makdce usmeHeHusi 8 ¢opmynax (ypagHeHusix) UAU 8 C85S3AHHbIX PUCYHKAX He Oyoym
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omc/edxceHnl.

217 TlepeTtackuBaHue B AOKYMEHTE

AText nmoagep)kKvBaeT (QYHKI[UIO IepeHOoca OOBEKTOB IO 3KpaHy MPH MOMOIIU
MBbIIIHU. BBl MOXKeTe mepeMeliiaTb, KOMMPOBATh U CO3/,aBaTh CCHIJIKM Ha pa3fesibl TeKCTa,
PUCYHKH, rpaduyeckre 37eMeHThI, AMara3oHbl siueeK U MHOroe japyroe. B Tabsuie
Tipe/icTaB/ieHO OToOpakeHWe yKa3aTessi MBILIM TPU TepeMellleHnH, KOMMUPOBaHUU U
CO3/laHNH CCBUIKU.

YKazare/ib MbIIIN Onwucanue

E;Agm [Tepemelrienue

(. Kommposanue

ng Co3zaHue CChIIKU

[nsi mepeMellleHUsi 3/1leMeHTa IlepeTaljuTe ero B HeobXoAuMyro 006/acTh
[IOKYMEeHTa, 3akaB JIeBYIO KHOIIKY MBI, [I719 KonvpoBaHus 3jeMeHTa 3akmute CTRL
TIpu repetackuBaHuu. [l co3gaHusa cCbUIKU Ha sy1eMeHT 3axmute SHIFT+CTRL npu
repeTacKUBaHUU.

218 KonupoBaHue chopmaTta TeKcTa no obpasuy
st ipumeHeHs: popMaTUPOBaHUS K HECKOJILKUM (pparMeHTaM HeobxouMo:
1. BbigenuTh TeKCT C Hy>KHbIM (hOpMaTHPOBaHUEM.

2. Ha Bknagke I'naBHas HakaTh Ha KHOTNIKy KonupoBats popmar.
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- @ Daiin CnaeHoe Brraeka
- Bripesate
D Liberation Serif
BcraewTe . K K‘ 2 e
q'-“'Q-Ku:unl.-1|:|u:uﬁaﬂ:1:1:u:||:|r«.-|aT

NiTs st
MO ERAGT

YKasareb MbIIIM 0TOOPA3UTCs B BUZE KUCTH.
3. Boigenure TeKCT, K KOTOPOMY XOTUTe TIPUMEHUTh (hopMaTHpOBaHue.
[Moapep>krBaeTCsi KOMMMPOBaHUe CIeAYIOLIMX aTpUOyTOB TeKCTa:
® [Ipudr;
¢ Onuus KypCus;
® Ornuus )KUPHBIM;
® Ornuus Nog4YepKHYTHIN;
¢ Onuums 3a4epKHYThIN;
¢ Oy LBeT TeKCTa;
® Onuus LBeT Bble/IeHus;
® Ornuusi BepXHUW Y HWKHUN UHAEKC U T.J.

Hekortopbie aTpuOyThl OTHOCATCS K CTWISM ab3alja ¥ [yis MX [epeHoca
HeoOX0IMMO TIPU KOMMPOBAHWY U TIPUMEHeHUHU y/lep)KUBaTh HaxkaTyro KinaBuiy Ctrl.

219 [Jo6GaBneHue rpaHUUbl K TEKCTY

1711 BKTFOUEHUsST 0TOOpa)KeHHsI TPAHUI] HAXKMHUTe Ha ['paHHUIBI TeKCTa B MEHIO
Bup,.
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Mokasats My CTOE MECTD

Crvw TaBmmua  @opma

~i (1Ll
T
m

Ctrl+F10

s

[Mepeiinute B @opmar > CTH/Ib cTpaHUbI > O0pamiieHue, uTOObI HACTPOUTH

r'PpaHULIBI.
¥npaeneHne Crpanuua O@nacte MposzpadHocTe BepxHuii konoHTUTY R
HuzkHnid konoHTUTy R OBpamneHne Kononkm CHocka TekcToBan ceTka
Monoxenme nuumi Orcryne:
MpeaycTaHoBgM: [F [ ] Coesa: 0,05 cm S
Dcoboe: Copasa: 0,05 cm =
Ceepuy: 0,05 cm =
CHuzy: 0,05 cm =
CiHxpoHWIMpoBaTE
Nubma Crnnb Tenm
SdpeherTen 1 x> Monoxenmne: D
Ugem - Cepeiid 0% 2 30808
BB o
TonuyHa: LCEEpXTDHKEH (0.05pt) |+ =
Cnpaeka CEpocuTe OpumernTe oK OTMEHWTE

B mnosiBuBIIiemcsi okHe BblI MoOkeTe HaCTpPOWUTBH TIOJIOXKEHWEe JIMHUM, OTCTYIIbI,
CTUb JIUHUM U TeHU. HaxkmuTe IIpUMeHUTH, UYTOOBI TIPUMEHUTb M3MeHeHUsT Ha BCeX
BK/IaJKax 0e3 3akphITHS JuanoroBoro okHa. Haxmure OK, uYT0oOBI TPUMEHHTH
M3MeHeHUs Ha BCeX BKJIAJIKaX C 3aKPBITHEM JMAsoroBoro okHa. Haxkmute COPOCHTB,
yTOObI OTMEHWTb HECOXpaHEeHHble W3MeHeHWs Ha BKIagke. HaxmMute OTMEHHUTD,

YTOOBI 3adKPBITh JHWa/IOTOBOE OKHO.
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2.20 BcraBka u pegaktupoBaHue Tabnuy

BbI MO)KeTe BCTaBUTh Ta6111/1uy B TeKCTOBBIN AOKYMEHT HECKOJIbKUMUA

criocobamu:

1. Ha Bknagke BcraBka HaxXmMuTe Ha 3HauokK Tao0sura

pa3mep TaOJHUIIbL.

2. B nynkre meHto Tabiuia Haxxmute BeraButh Tadamiy.

.

TaBnmua

1 3afiaiiTe

3. Ecsin Bel X0THTE UCTI0/Ib30BaTh )OPMYJIbI, TO HY)KHO BCTAaBUTh CIELMATbHYIO
tabnuiy u3 AlterOffice ACell. /1151 sToro B myHkTe MeHio BcraBka
BeiOepuTe O0beKT > O0bekT OLE > JekTponHas Tabmna AlterOffice

3.2.

Brraeka obwerTa OLE

Tun obwexta
Pucyrok AlterOffice 3.2
Dopryna AlterOffice 3.2
Auarparma AlterOffice 3.2

MpesedTauma AlterOffice 3.2

[} Cozgate n3 gaina

JdononHWTeneHbIE 0BBEKTEI

Cnpaeka

OTMEHWTE

[Tocne 3Toro mycTasi Tab/UIla TIOSIBUTCS B IOKyMeHTe. [IBaXKbl I1{e/IKHUTE 110
Tabsvile, UTOOBI HAUaTh ee PeJJakTUPOBaTh. I1leTKHUTE BHE TaOMUIIBI, UTOOBI

3dBepIINTL peJaKTUPDOBaHHE.

4. Ecm Bel xoTuTe BcTaBuTh HemycTyto Tabimiy u3 AlterOffice ACell, To
ckonupyiTe Hy>kHbIe siueliku B ACell, a 3aTem BcraBbTe ux B AText:
BcraButh Kak > Emé > JinektpoHHas Tab/mna AlterOffice 3.2. TTocne
3TOro TabJUIA C JaHHBIMH TTOSIBUTCS] HA CTPaHULIE.

Oo0beauHeHHe AUeeK

1. BbiiesiuTe CMeKHBIE STUeHKH.

2. Ha Bknagke Taomuma Hakmute O0beAUHUTD TUeHKHU. VI 1ie/IKHUTe
JIeBOM KHOITKOM MBIIIIH 110 g4eiikaM U HaKMUTe O0beJUHUTh AUeiKH.
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@ PazBuTe AYeiki

[+]
OBbeguHuTE Aueiikn [F] Rebimsaabmmy

PHBAEJIEHI’IE A4Yeek

1. TTomecTuTe Kypcop B siUeliKy, KOTOpPYIO TpeOyeTcst pa30uTh.

2. Ha Brnagke Taomuna Hakvute Pa3ouTh sueiku. Vinm e IKHUTe J1eBOi
KHOIIKOM MBILLIH 110 AUelike U HaxxMuTe Pa3ouTs siueiiku.

3. B ananoroBom oKHe MOXXHO BbIOpaTh pa30ueHue siuelKU Ha /iBe Wiu Ooree,

TF'OPpHU30HTA/IbHO WU/IK BEPTHUKAJIBHO.

OBBeg MHWTE AYEHKK

HN3meHeHue A PHHDbI CTOJI6].Ia

@ PazBuTte Aueikn

% PazBute Tatnuuy

DBbegMHEHNE

1. [lenkHuTe JIeBOM KHOMKOW MBILLY TI0 siUeliKe, pa3Mep KOTOPOU HY>KHO

HN3MEHUTD.

2. Beibepure Pa3mep > IlIupuna cronbua.

3. B nosie Ctosi0er ykaxxute HoMep CTo/01[a, B KOTOPOM Oy/1eT u3MeHeHa
mvpvHa. B none IllupuHa yKa)kKnTe HOBYIO LIUPUHY CTOJIOLA.

Wwupuna

Cnpaeka

CronBew; |1

WwpwHa cTenBua

Wwupwuaa: |3,30 cm

Pt

[8]4 COTMEHNTE

H3meHeHHe BbBICOTHI CTPOKH

1. [leskHUTe JIeBOM KHOMKOM MBIIIIH TI0 siuelike, pa3Mep KOTOPOUM HY>KHO

HN3MEHUTh.

2. Bribepure Pa3mep > BbicoTa CTPOKH.

3. B nosie BeicoTa yKa)kuTe HOBYIO BBICOTY CTPOKHU.
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Bricota cTpokm x

Beicota

-

2,20 cm =
MNoaGop pazmepa

Cnpaeka oK OTMEHNTE

IToBTOpEeHHe CTPOK 3aro/i0BKa

1. IlenKHUTE IEBOM KHOTIKOM MBILLIY 10 siuelike TaOIUL[bl, 3aT0JIOBOK KOTOPOM
HY>KHO TIOBTOPSITh Ha K&XK/IOW CTpaHUIIe.

2. Bribepure CTuiib 1 ycraHoBUTe ¢iaxkok [IoBTOPATH CTPOKH 3aro/ioBKa.

Ebipezate Cirl+X
Konupoeats Cirl+C
-D Beragute Ctrl+V
-El BcraewTe kak G
@ PazBuTe Aueikw...
%’J Beragute ,
@ YaammTe r
E@I Pazmep ,
Crnne + ¥  [loBToOpATE CTPOKMW 3aronoBKa

"  PazBueHune no cTpaHuuam

%'4- Konwpoeate dopmat

Le Ounctute dopmatmposadne  Ctrl+M Detall Juble Syl
AxagemMryHEIR

T Comeonw r
ANEraHTHBIA

Al 5

12 = ' DUHAHCOBRIA

41 Crmcok g MepedeHs cHHKA

fx  Peaaktuposars dopmyny 2 MepedeHs 3EnEHBIN
MepedeHs kpacHbIR

[+ Bcraewts kommenTapuid  Crrl+ Alt+C - 5

MepeueHs #EMLIA

BcTaEnTh HE3BAHKE..,
% Crinm aeTodopmaTa..

8] D

CeoicTea TaBnnukl... ]

BbIpaBHHBaHHe TEKCTa B AYeHKax Ta0/IMIbI

I'opu3oHTabHOE BHIPAaBHUBAHHE
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1. BBIAEJ'[I/ITG H‘-IeﬁKH, TEKCT B KOTOPBIX H606XO,Z[I/IMO BBIDOBHATD.

2. B mpaBoii 60K0BO# NaHesiv Ha BK/azike CBo¥icTBa B 6/10ke Ad3ary BeIOepuTe

)KerlaeMoe BbIpaBHMBaHUe: 110 JIEBOMY Kpato, 110 LIeHTpPY, 0 paBoOMY Kpato,
IO LLIMPUHE.

1]
1
hl
Il
ia
¢ 8
|
o |+
||«

BepTukanbHOe BbIpaBHUBaHUe
1. BeigenuTe siueiku, TEKCT B KOTOPBIX HEOOXOUMO BBIDOBHSITE.

2. B npaBoii 60K0BoO# NaHe Ha BK/IaZiKe CBoicTBa B 6/10ke A63al] BbibepuTe

)KejlaeMoe BbIDaBHUBAHME: 110 BEPXHEMY Kparo, 10 [IEHTPY, 10 HIKHEMY
Kparo.

i
b 1
N
« Il
|l
ia
o +*
dll
.”,.
e

ITepeHoc Ta0O/IUIIBI HA APYTYI0 CTPAHUIYY

B AlterOffice AText ecTb omns, KOTOpast AaeT BO3MOXXHOCTb pa30ueHus
TabJIUL] ¥ TlepeHoca MX YacTel MeXK/ly CTpaHHLIaM{ B TOM C/Iyuae, ecd Tabuija He
MO>KeT TTOJIHOCThIO TIOMEeCTUThCSI Ha CTpaHuLie. Eciy HacTpolika BK/IIOUeHa - Hayaso
Tabmuip! OyjeT HaXOAUTHCS TaMm, Te 3Ta Tabirija HaXo[u/Iach WK CO37iaBanach
M3HavyasbHO, a He Oy/ieT epeHOCHUTHCS Ha CIeAYIOLIYI0 CTPaHUILY.

Yro0bI BK/TIOUUTB WM BBIK/TIOUUTE 3TY OMLUIO OTKPONTe MeHI0 CepBHC -
ITapameTpsbi - PacmimipeHHbIe BO3MO)XXHOCTH - JKCIePTHbIe HACTPOMKH, B MIOKCKe
BBezute "ImportFloatingTableAsSplitFly", BoiOepute HalizieHHBIN apamMeTp U
HaXKMUTe Ha KHOTIKY ""VI3MeHUTBh".

3HaueHue:
® True - BKJIIOUEHO
® False - BLIK/THOUEHO

[MTocne BK/IFOUEHMsI/BHIK/TFOUEHUS OTILIMUA He0OxX00UMO nepe3anycmumsb ouc.

Hauwnnas ¢ AlterOffice Bepcun 3.3.0.1 o ymo/4aH1IO 3Ta BO3MOYKHOCTD BbICTaB/IeHa B
3HayeHHe true - BK/IIOUYeHa.
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2.21 PepaktupoBaHue rpadu4yeckux oo bLeKToB

AText nojsep)XuBaeT co3/laHue U peJJakTUpOBaHKe rpadryeckux 0ObeKTOB.
[l 3TOrO OTKpONTE NaHe/b MHCTPyMeHTOB PucoBanue: Bup > ITanem
HHCTPYMEHTOB > PHcoBaHUe U BbIOepUTe 371eMeHT, KOTOPBI XOTUTe BCTABUThH B
JOKYMEHT.

Hanpumep, uToObl cO3/jaTh MPSIMOYTOJIBHHUK, IIETKHUTE 3HAUOK
NIPSIMOYTOJTbHUKA U TIepeMeCcTUTe Kypcop B 00J1acTh JOKYMeHTa. 3aXKMUTe JIeBYHO
KHOTIKY MBIIIH, YTOOBI PACTSHYTh MPSMOYTOMbHUK. OTITyCTHUTE KHOTIKY MBIILIH, YTOOBI
BCTaBUThH GUTYDPY B IOKYMEeHT. Bbl MO)KeTe 0TpelaKTUPOBaTh CBOMCTBA Bbl/le/IeHHOM
burypsl Ha BKagke PucyHok. Bosee ropo6Hast MHCTPYKIUS 110 PeaKTUPOBAaHUIO
rpaduueckrix o6HEKTOB Tpe/icTaB/ieHa B pa3jene «PejakTop BeKTOPHOM rpaduku
AGraph».

2.22 BcTtaBka popmyn

YTtoObl BCTaBUTH GOpMYJTy, epeliuTe B MeHI0 BcTaBKa > O0beKT >
dopmya. [Janee oTkpoeTcs jieBasi 00KOBasi TaHe b 37ieMeHTOB. UTOObI 3aBepINTh
peJlaKkTUPOBaHUe, 1[eJIKHUTEe Ha 00/1aCTh 3a rpejenaMu ¢hopmybl. UTOObI TOBTOPHO
OTKPBITh Pe/IaKTOp, ABaXK/IbI LI|e/IKHHTE JIeBOM KHOIKOM MBI 10 hopMy/ie.

Beraeka | Qopmar  Ciww TaBmwua  Qopma Cepeuc OkHo

"= Paspeie crpanny  Ctrl+Enter  foe Birans
Ewg pazpeigk o
a7 WaoBpakeHue.. ;il::leratiu:un Serif w
¢ 1 dwarpamma M K Y v e X,
D Meana -
Ll i fx Popryna Cirl+Alt+=
L] Surype: ’ OR and Barcode...
Pazgen... I3 O6nexr OLE..

2.23 BcTaBKa CCbINTIOK B AOKYMEHT

Bcrapka runepccuiiku

Br1 MoXeTe BCTaBUTh I'MITEPCCHIIKY B JOKYMeHT. [lig 3Toro B MeHr0 BcraBka
BbIOepuTe I'unepcchliKa. B MosiBUBIIEMCST OKHe HACTPOUTE MapaMeTphbl TUITEPCChUIKH.
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Minepcceinka X

@ Tun runepccsinkm
=
T MpoTtokon: ® Wureprer O FTP

URL: -
L.I Teker:
3n.nouta JlononHuUTEnbHBIE HACTPORKK
E., Dpeiine v | Dopma: !TEKCT \j |
JokymMeHTt Pinas:

Co3pate
ACKYMEHT

Lnpaeka CBpocuTe OpureHnTe JakpeiTe

YroObI N3MEHUTh TMIMEPCCHUIKY HAKMHUTE Ha Hee TIPaBOU KHOMKOW MBI U
BbIOepuTe MyHKT VI3MeHUTh rUnepcchbuIKY.

Ecnu BbI XOTUTE M3MEHUTh TEKCT TUIePCChUIKH, TO MPOCTO OTPeJaKTUPYTe ero
B JJOKyMEHTe.

ITo ymomuaHUIO YTOOBI MIEPEUTH TI0 CCHUTKU HY>KHO Ha)kaTh Ha Ctrl v I€TKHYTh
JIeBOM KHOIKOW MBIIIH MO CChUIKe. BbI MOKeTe HaCTPOUTH Mepexo/] 10 CChLIKE C
TOMOIILIBIO I1]e/TYKa JIeBOM KHOMKOW MbIM. [s1 3TOoro nepeligurte B CepBuc >
ITapametpsi > AlterOffice > BezonacHoctb. Haxkmute kHorky IlapameTpsl 1
ybepure ¢uiaxxok Ctrl-1e14ok /isi mepexoja mo runepccbuiKam.

7151 co3/jaHus CChIIKY Ha JI0KasbHbINA (paiin B AText BaMm HY’>KHO:
1. OTKpeITE fIOKYyMeHT AText.
2. OTKpBITh BK/Ia/Ky BecraBKa.

3. Haxats KHONKY I'unepcceolika.
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Coparea 1 LIy r——— [ ) -

4. B OTKpBIBLIEMCSI OKHE BBIOpATh mapameTp JI0KyMeHT.

B

ul

. Boibpath (aiisn KOTOphIH BaM HYKEH C TTOMOII[bI0 KHOTTKU

......... -t [y T— F— Precoms -

6. B CTpOKe TekcT MOKHO BIIMCAaTh Ha3BaHUE CCBbUIKH, KOTOPEIE 6y,qu
0T06pa)KaTI:>CH B TeKCTe.

7. Tocne Haxkatus knaBuim OK ccbinka OyeT co3maHa.

BcTaBka INEPEKPECTHLIX CCHLIIOK

[TepeKpéCTHBIE CCHITIKY MO3BOJISIOT OBICTPO TIEPEXO/IUTE K OTIPe/ie/IEHHBIM
3/IeMeHTaM TeKCTa Ui 00beKTaM B TIpefie/iax JoKyMeHTa. [lepeKpécTHast cChTKa

111

# 10%
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COCTOMT 13 KOHEUHOI'0 00beKTa 1 CCBIJIKH, BCTABJIEHHBIX B IOKYMEHT B BHU/i€ Tiosen.

B kKauecTBe KOHEUHBIX MOTYT HUCII0J/Ib30BaThCA 00BeKThI C Ha3BaHUSIMU U
3dKJ/IdJIKH.

ITepekpécTHas cCbUIKA HA TEKCT

[Tpexx/ie ueM BCTaBJISATh MEPEKPECTHYIO CChUIKY, HEOOXOMMO 3a/1aTh KOHEUHbIE
0OBEKTHI B TEKCTE.

BcTaBKa 11e/1eBOro 00beKTa:

1. BeigenuTe TEKCT, KOTOPBI TpeOyeTcst MCI0/Ib30BaTh B KaueCTBe KOHEUHOTO
JI/1s1 IEPEKPECTHOW CCHIIKU.

2. Bribepure komaHzy BcraBka > IlepeKpécTHasi CChUIKaA.

3. B criucke Tun BbiOeprTe Y CTaHOBUTH CCHUIKY.

4. B none Ums BBeuTe UMS /11 KOHEUHOr0 00beKTa. Bblje 1IeHHbIN TEKCT
oToOpakaeTcs B 11ojie 3HaAUEHHe.

5. Haxxmute kHOTIKY BeraBuTh. ViMs 1jes1eBoro o0beKTa 00aBsieTcs B CIIMCOK
Boi0op .

6. OcTraBbTe 3TO AUAJOrOBOe OKHO OTKPBITBIM U MIEpPeHuTe K C/IeAyIoLeMy
paszeny.
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Tecty
h
'TEKCTE'{/]3',qpyFHX‘[f]CTDl1H1/E(OB, -Gyab TO ApYroi JOKyMeHT WK BeG-CTpaHHLa,"
m Mons
[NokymenT MNepekpécTHble cColikn OyHkuun Ceegenna o jokymenTe [epementbie basa aaHHbIX
Tun BuiGop
YCTaHOBUTb CChINKY P
BCTaBUTh CCbIAKY
3aronosKM
HymeposaHHble ab3allbl
3aknaakn
Cebinka Ha:
Wma CChIAKE
3Hauedwe |lpw KONWpoBaHWMK
Cnpaeka Bcraeute 3akpbiTe

Co3aHMe NMepeKPECTHON CChUIKH Ha Ije/IeBOH 00beKT:

1. TlomecTuTe KypCop B TOM MeCTe JJOKyMeHTa, KyZia HeoOX0Z1MO BCTaBUTh
[epeKpECTHYIO CCHIIKY.

2. 15151 OTKPBITHS JUA/IOTOBOTO OKHA, C/TM OHO He OTKPBITO, BbIOepuTe
koMaHy BcraBka > IlepekpécTHas ccbUIKa.

3. B criucke Tun BbiOeprTe MyHKT BCTaBUTH CCHUIKY.

4. B criucke Bpi00op BbIOEpUTE KOHEUHBIM OOBEKT [I7IsI TEPEKPECTHOM CCHITKH.

5. Haxxmure KHONKY BcTaBUTB.
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Mons
NokymenT MNepexpecTHble ccblikM OyHkumy Ceefenna o nokymenTe MNepemerHbie basa gaHHbIX
Tun BuiGop

YCTaHOBWTh CChINKY 'bm D

BcTaBuTh CCblnky -

3aronoskM

HymepoeaxHble ab3aubl

3aknaaku

CcbinKa Ha:

Homep ctpanwvup (6es ctinsa)
Inasa

Referenced text

«Boiwes/<Hunxe»

Homep cTpanmusl (co cTvnem)

Wma |ccvinka

3Haderne |

Cnpaska

Bcrasuts 3akpolTs

6. IIo OKOHUaHWU HAXKMUTEe KHOIIKY 3aKpPbITh.

" UL F P ] FRIVLL ]

[Ipwu kompoBaHuK, no
obbekToE. "Ly rrpinga BTUME
BO3EPALLATHCS paBM

IlepeKkpécTHasi CChUIKA HA 00bEKT

B miepeKpécTHOM CChIZIKE MOXKHO HUCII0/h30BaTh OO/BIITMHCTBO OOBEKTOB B
JIOKYMEHTe, TaKMX Kak rpaduueckye u pucoBaHHble 005eKThl, OLE-00BeKThI, a TaKXKe
TabJUILIBI, €C/TU Y HUX eCTh Ha3BaHue. UToObI I00aBUTh K 00HEKTY Ha3BaHUE, BbIZETUTE
00beKT, a 3aTeM BbibepuTe KoMaHAy BcraBka > Ha3BaHue.

BcTaeuTb HaseaHwe

HasBaHue
PncyHord
CpoiicTBa

Kateropus: Durypa

Hymepauus: ‘Apaﬁcme (123

EESLEIMTE'I\: HyMEpPaLM K.

e | o

— . Pasgenntens:
B-370li-BrA3AKE MOMHO-BLIG PATE: PasHBIE TUMbl NEPEKPECTHBIX CCbY|
BapuaHTamu.

2

MNonoxenwe: ‘CHMBy
‘O6HosAeHHe nane ]

n -

PEABap EA 1D P

Ana-cHoenenna: nonei venonssyite «Cepsuc —-0bHosums: —-06]

i meusarnasdl || ®urypa 1: PucyHok
v ece ] YuuTbigats pervctp ,@

i O NN <> - = ‘{A‘r‘ S [V__] Cnpaexa ABTO... | MapameTpei... OtmernTs
=
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1. TlomecTuTe KypCop B TOM MeCTe [JOKyMeHTa, KyZia TpebyeTcsi BCTaBUTh
[epeKpECTHYIO CCHIIKY.

2. Beibepure komaHy BecraBka > IlepekpécTHasi CChUIKaA.
3. B cricke Tun BeiGeprTe KaTeropyio Ha3BaHUsi 0ObeKTa.

4. B criucke Bri0op BeiOeprTe HOMep Ha3BaHUsI 00BEKTA /15 TIepeKPECTHOU
CCBUTKH.

5. Haxxmure KHONKY BcTaBUTD.

6. IIo OKOHUaHWU HAXKMUTEe KHOIIKY 3aKpbITh.

Lo e w e e

n A Bpemsa=Il pens: ‘asxy Mona X

3Tom-panee). .
NokymenT Mepekpéctrsie ccoinky Oyrkumin Ceeserna o gokymente MepemeHHbie Baza AaHHbIX
CramcTma-rune]

Tun BbiGop
TTpy Koo Ourypa 5 + |YcranosuTs coeinky P

06RKTOB.CyTer 3THX CHETUMNOR B TOM, HTO CHMEHAIOTCATIPHY | BCTABHTS CCBINKY
HymeposakHbie aG3aus!
Ourypa

QBRATHTE BHAMAHHE, 4TC CTKpLIEAETCA AHanor +Tlansx, TaMkke'q | 3aKnaaku

Ccbinka Ha:

Homep cTpaHuub! (6e3 cTins)
nasa

Referenced text
«Bblles/<Huxe»

Homep c1panmuel (co ctunem)
Kateropusa v Homep

i
TexcT HassaHWA =
Hymepauua 3HaueHve

%c | Cnpaeka Brasuts! || 3akpais

B nipumepe BhIllle yKa3zaHa nepekpécTHas cChblika Ha ¢urypy. B 3aBucumocTtu ot
eé pacrio/io’KeHUsl B TeKCTe CO3/aCTCs CChITKA BU/IA «BbILLIE»/ «HUKE»

O0HoB/IeHNe MepeKPECTHBIX CChIOK

st pyuyHoro oOHOB/IeHUs TTepeKPECTHOM CChUIKY B JJOKYMeHTe, BblOepuTe
NHcTpymenTs! > O0HOBUTB > Ilos B MeHto, nnv Haxkmute F9.
2.24 Pab6oTta c makpocamu
Makpoc — 3T0 0c/1e[,0BaTe/IbHOCTD OIpe/ie/IeHHbIX [JeCTBUH,

nipeJiHa3HaueHHast /115 TIOCIeIYIOIIero UCTob30BaHusA. Makpock! raketa AlterOffice
T103BOJISIIOT aBTOMAaTHU3MPOBAaTh Kak MPOCThIe, TaK U CJI0’KHbIe 3a/jau.

AlterOffice moagep>xviBaeT HarmcaHWe MaKpOCOB Ha si3blkax: Python, Basic,
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JavaScript, C, C++. IToapobHee o0 paboTe ¢ Makpocamu B 0()MICHOM ITaKeTe MOXKHO
y3HaTh Mo cchlike: https://support.almi-partner.ru/help/ru/21

JlobaBieHHe Makpoca

[TepBOHAUATBLHO /IS 3aMTMCH MaKpOCa HY>KHO CO3/]aTb OUOTMOTEKY ¥ MOJY/Ib.
YrobsI co3aaTh OKMO/IMOTEKY, BLITIOIHUTE CleyIOLHe 1eHCTBUS:

. BoibepuTte nyHKT MeHi0 CepBHC > Makpochl > YnpaB/jieHHe MaKpocaMH >

Basic.

@ Makpoco » BbinonHnTe Makpoc...

7 VHcTpymenTel pazpaBoTin PepaktnpoBsate Makpockl.,

¥npaeneHne makpocamm L Basic..
¥ o Ctri+Al+E =
YNpasneHne paclunpeHnAmMm rl+Alt+ BeanShell...
H AKE... BpOBRIE NOAMKMCK =
Hacrpoiika LINPpOBbIE NOAMHCE JavaScript...
£§} MapameTpot... Alt+F12 ¥NpasneHne JHancram.., Python...

. HaxxmuTe Ha 3Hauok KomnummpoBaTs

Hacrpoiika dunstpos XML...

. HaxxmuTe Ha KHOTIKY Y ipaBJ/IeHHe U ITepelijuTe Ha BKIaZKy bubmoreku.

. B Bemagatoriem crivicke IIpusioykenue/[JokymeHT BbibepuTe MyHKT Mou

MdKPOCHI 1 JHAJIOT'H.

. Hakmure Co3paTh 1 3aTeM BBeZUTe UMsI OMO/THOTEKH B ITOSIBUBIIIEMCST OKHE.

Haxxmute OK.

. Ilepeligute Ha BkIaaKy Moayau.

. B criucke mopyneii packpoiite Mou MakpoChI U BbIOepUTe CO3/1aHHbIN

makpoc. Haxxmute Co3aaTh, eC/ii XOTUTe J00aBUTH ellje O/IuH MOAY/Ib B
OubmoTeKy.

. Beibepute Modulel vy HOBBIM MOZy/ib, KOTOPBIM BbI CO3/Ia/TA U 3aTeM

HakmuTe ITpaBka. ITocsie 3TOro OTKpPOETCst UHTErpUPOBaHHAs Cpefia
pa3pabotku (IDE).

. JobaBbTe Makpoc 0 Sub Main wi nocie End Sub.

ey

Ha TIaHe/T! UHCTPYMEHTOB,
YTOOBI OTKOMITU/TUPOBATH MAaKpOC.
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JGeE vh 8@ @60W B B

R BASTI

KDMI‘IMJ‘IMFIDEETbl
Sub Hellomae

Print "Mpueet"
End Sub

m

Sub Main

End Sub

oD 00 = O s L R

10. TTocTaBbTe Kypcop B 06/1acTb Tiporieypbl Sub wiu gyHkiuu Function u

Ha)KMMTE Ha 3HaUOK BBIMO/JTHUTDH Ha TMMaHe/IM MTHCTPYMEHTOB, YTOOBI
BBITIOJTHUTE MaKpOC.

11. Haxxmute OK, uT0OObI 3aKPBITH AHMAJIOT.
3anyck Makpoca

1. BribepuTe CepBuc > MakKpochl > BbINO/THUTH MaKpoC.

oh  Makpock y 455 BeINOAHWTE MBKpOC...
£ WHcrpymenTol pazpaboTim {# PeaaKTMpOBaTh MAKpPOChL...
¥npaeneHne pacumpeHnami.., Ctrl+Alt+E i frpatresme ek poesie :
Hacrpoiika... Undpoebie nognnc..,
{':::'} Mapamerpel... Alt+F12 2 Ynpasnenne guanoramm...
E Hactpoiika dunetpos XML...

2. BribepuTe MakpocC ¥ Ha)KMUTe BbINIOTHUTD.
IIpocMOTPp M pejakTHPOBaHHE MAKPOCOB

1. Beibepute CepBuc > Makpochl > PeakTHpOBaTh MaKpOCHlL....
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ey
{5} Makpoce v | e BoimonHuTe makpoc..

£ VHcTpymenTel paspaboTem 7 PeAaKTMpOBaTh MAKpOChl...

I_E Y¥MpasneHWEe MAKpOCanmn *
¥npaeneHwe pacumpednanm.., Cirl+Al+E il P

Hactpoiika... Undposbie nognucH...
{E’ [apametpei... Alt+F12 ¥NpaenasHue ZManoran..,
Kt -\.,
#s  Hactpo#ka guaetpos XKML,

2. BribepuTe MaKpocC U OTpeIaKTUPYyUTe ero.

2.25 [oGaBneHue CHOCOK B AOKYMEHT

B AlterOffice AText Mo)XHO 106aBISTH ZiBa BU/Ja CHOCOK: TIOCTPAaHUYHYIO U
KOHIIeBY10. [TocTpaHMUHasi CHOCKA pa3MelljaeTcst B HIDKHEH uactu cTpaHuiibl. KoHrleBas
CHOCKA — B KOHIIe JIOKyMeHTa.

® UT0oObI BCTaBUTh B JOKYMEHT MTOCTPAHUYHYIO CHOCKY, BbIOEpHTe B ITyHKTe
meH10 BcraBka > CHocka > CHocka.

® UTOoOBI BCTaBUTh B JJOKYMEHT KOHIIEBYIO CHOCKY, BbIOEpUTE B IyHKTe MEHIO
BcraBka > CHocka > KoHlleBasi CHOCKa.
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Beraeka | Qopmar  Cvw TaBowua Popma  Cepewc Okdo Cnpaska

= Paspeie ctpanny  Ctrl+Enter  hoe BrTaeka PazmeTica
Ewg paspoieel ,
B Voo iberation Serif ~ 112 nT
il zoBpaxenne.. 1
268 3 z | AB
h ||| Anarparma M K 4 - X Lg‘ T
BB Meana 8
Wpmdr
Obvexr 3 —E
L1 ®urype v
Pazgen...
TekcT w3 daiina..
+T: Tekctoeoe none
[+ Kommentapwii  Ctrl+Al+C
|:| Bpeska *
[ Tekctoekle adderTl...
Hazsanwue...
2 [unepccelika... Cirl+ K
3aknaaka...
MepekpécTHan coelnka
{1 CneumaneHbie cMBEOEL..
w  Cumeon dopwaTtupoeadug  »
lopW3oHTaNEHAA TMHWA
¢ ] Crocka B 2] Chocka
ﬁ OrnaeneHna 1 yKazaTenm [ E::' KoHuesas cHocka
CHOoCKM...

@ Homep cTpannue

Mone r
@ KonoHTHTY B r
Koneepr...

Crpoka nognucu...

YToOBI HACTPOUTL OTOOpPayKeHHe CHOCOK repeliuTe B MeHI0 BcraBka > CHocKa
> CHOCKH... U 33/]a1Te >Ke/laeMbli BUJ] CHOCOK.
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BcTaewTe CHOCKY/ KOHUEBYHD CHOCKY >

Hymepauma

L ABTOMETHYECKI

i

) CumMEBDM

Tun
) CHocka

() KoHuesaa cHocka

Copaeka Ok OTMEHWTE

2.26 Moppepxka chopmatoB

B AText ecTb BO3MO>XKHOCTh IIPOCMOTPA, Pe/JaKTUPOBAHUS U COXPaHEHUSI
JIOKYMeHTOB B ¢hopmaTe Microsoft Word.

2.27 Pexum peueH3npoBaHus

Pe>xuM pelieH3upoBaHus 0071eryaet mpoLecc BHECeHHs! UCTIpaB/ieHnH U
KOMMeHTapueB B TekcT. OTMeTuM, uto B AlterOffice gyHKius perjeH3npoBanus
coBMecTrMa ¢ Microsoft Office.

[l51st coBMeCTHOM pabOTHI C IOKyMEHTaMH B aBTOHOMHOM DeXHMe
NpelyCMOTpeH MyHKT MeHto IIpaBKa ry1aBHOro MeHIO BK/1a/l0K. B JaHHOM myHKTe
yMeeTCsl BO3MOXKHOCTb 3aIlMChIBaTh BCe U3MeHeHUs] BHeCeHHbIe B JOKYMeHT. [Ij1s1 3Toro
HeoOX0ZMMO aKTMBUPOBATH OMLMI0 3amMuch 160 BcrioMorarensHoro MeHto IlpaBka >
OtcnexuBaTb H3MeHeHHA > 3anuch U3MeHeHMH. [1ocie akTUBaLMM JaHHOW ONLUH,
BHECeHHbIe B JIOKYMEHT U3MeHeHUst Oy1yT GUKCHPOBAThCs B JoKyMeHTe. CKPBITh WK
T1I0Ka3aTh 3TU U3MeHeHUsI BO3MO)KHO aKTUBUPOBAB COOTBETCTBYIOLLYHO KHOIIKY

L v -4

Ecmm aktuBupoBaH pexxuM Iloka3zaTs u3meHeHus > Bce i3meHeHus1, TO B
JOKYMEHTe TIOSIBATCSI MHJUKATOPbI TIEPEXO0/IOB 110 U3MEHEHUSIM U PabOTHhI C
n3MeHeHusiMu: Ciepyromiee, Ilpeasigymee, Ipuasats, OrMenuTs, IIpuHaTh Bee,
OT1meHuTb BCe. [TofBe s yKa3aTesieM MBIIIKA K U3MEHEHHOMY TEKCTY BCIIbIBAET
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KOHTEeKCTHast I/IH(I)OpMaLH/IH O I10JIb30BarTeJie, KOTOPLIﬁ BBITIOJ/IHWUJI 5T U3MEHEHUS.
B3 e 2 - AHOfce ATet

ey

I TERCT ACTHURGHL(FEH POAED JTHOH FECHEHHIR,

Ha Bkyiasike IIpoBepka Takke MPUCYTCTBYET BO3MOXKHOCTh PabOTHI C
KOMMeHTapusMU. 11 3Toro npeycMoTpeHs! onuyy BecraBute kommenTapui. [locne
BCTaBKM KOMMEeHTapHeB OHU 0TOOpa)karoTcs Ha TMOJIsIX IOKyMeHTa:

O TORCT AKTHEANH I POAIMA JATTCH l!'J‘.[L‘I:'l‘IIl:ii. T pisep
J FORARBE T K
ehpra

1711 KOMMeHTapreB I0CTYIHBI ObICTPhIe [IeNCTBUS U3 BBINAAAOIEro MeHIo:

Tpsimep
KIMMEHTIPHA K
ihipase

2.28 CpaBHeHUe fOKYMEHTOB

B AText MOXXHO CpaBHMBATh /IBe BePCUH IOKyMeHTa, YTOObI OTpe/ie/TuTh
paznuuust Mexxy HUMH. OObIUHO 3TO TI071e3HO, KOT/la BeI XOTUTEe YBU/IETh N3MEHEeHMs,
BHECeHHbIe B IOKYMEeHT MeK/y JBYMs BepCUsIMH, Wi Korjja Bel paboraere Haf
COBMECTHBIM MPOEKTOM C IPYTUMU JTHOIbMHU.

[nst cpaBHeHUst 1oKyMeHTOB B AText Bbl MokeTe UCTIOMb30BaTh (PYHKIIUIO
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CpaBHUTB JOKYMeHTbI. OObIUHO 3T (DYHKIMM MTO3BOJISIFOT BaM BbIOPATh /iBa
JOKyMeHTa 1 3aTeM 0TOOpa’karoT pa3/iMuusi MeXK/1y HUMH, HallpuMep, BbIJIeJISIOT
W3MEeHEeHHBIM TeKCT UM MOKa3bIBalOT, KaKue uyacTu ObLIM 00aB/IeHbl WU YaIeHbl.

1. OTkpotliTe ¢aiin JOKyMeHTa, KOTOPbIN Bbl X0THTe cpaBHUTH, B AText.
Ha3oBém ero «opuruHam.

2. B pa3zene nnctpymeHToB BbiOepuTe MeHio IIpaBKa, 3aTeM HalZiTe yHKT
OTtcnexuBarb 3MeHeHHs > CpaBHUTH JOKYMEHT.

| Cpaenenne aokymenToB.odt - AlterOffice AText

w

=
I
-

Mon

=8

CChINKK Ha BHelIHWe dalinbl...
ObbexT
AktueHan Gaza AaHHbIX...

CeoboaHslif kypcop

PenaktupoeaHue Ctrl+Shift+M

lNpaeka Bua Bcraeka @opmar Civam
= OTmenuTh: BEOL: « » Ctrl+Z
BephyTs Ctrl+Y
1 L, DHoetopwuts: Beoa: « »  Ctrl+Shift+Y
Buipezats Ctrl+X b
Konupoeats Ctrl+C
-D BcraBute Ctrl+V
BcraBuTh Kak ’
=, i
Beigenuts BCE Ctrl+A
Wl Pexxum eribopa » L
Buioenuts TeKkCT Ctrl+Shift+l |
(! Haittn Ctrl+F F
@' Haiitn n 2ameHuTs... Ctrl+H
MNepelith K cTpaHuLe... Cirl+G [
"|j OTcnexxmears MSMeHeHWs »
[ Kommentapwii % »
vnepccrinka
Cchbinka »

E;;. 3anuceiBatb

tl_db_/’.

Nokazatb

YnpaeneHwe...
MNpeapiayulee
Cnenyroulee
[MpuHATE

[MpUHATE K K CleayroLLemy
[NpuHATL BCe

OTKNOHWTE

OTKNOHWUTB W K CNeayolemy

OTKNOHWTL BCe

KommeHTapu...

3almTUTb...

CpaBHWTb AOKYMEHT...

™ ¥ w T

ObbeanHUTL McnpaBneHuﬁk

. Boibepurte ¢haiin, KoTopblii BaM HY>KHO CPaBHUTB C OTKPBITHIM J0KYMEHTOM.
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CpaBHuTh © X
D:\tmp\Ha cpaBHeHue v | Cepeepul.. [ ~|
Mecra s |Tun |Pa3wlep ‘ﬂ,aTa W3MEHeHuA

[£® Mowu nokymentil | | #[d fokyment opurunan.odt Tekcroewii aoky 9,9 K6 07.07.2023, 06:37

B Jokyment ¢ usmenenmamu.odl Texcroseii aoky 10,0 Kb 07.07.2023, 06:37

® 2

Wma daiina: |[lokyMeHT ¢ uzMeHeHnAMK.odt v BcraBuTh

i |

Tun daiina: |Bce ainbl
e ¢ OTMEHHMTB

CnpaBka

4. HaxxmuTe KHOIIKY BcTaBUTB /114 3aI1yCKa Ipoliecca CpaBHeHUs.

5. AText npoaHa/iy3upyeT /iBa 0KYMeHTa, BbIIe/IUT Pa3/uuus MeXXAy HUMU.
Yrobbl Bbl MOT/TH BUJIETH, KaK/e YaCTH ObL/TM U3MeHEeHbI, MOAUEPKUBAaHIEM
BbI/leJIeH TeKCT, IPUCYTCTBYIOILIMIM B OPUTUHAJIE U OTCYTCTBYIOIIUIA B
JIOKyMeHTe CpaBHeHUsl. 3aUéPKHYThIM TeKCTOM BbIfIeJIeH TEKCT,
OTCYTCTBYIOLIUM B opurrHase. TeKCT, MPUCYTCTBYIOIIMI B 000MX
JIOKYMeHTax, OCTaBJieH 0e3 CUrHaIbHbIX 3MeHeHUH!:

,HDK}TMEHT OpDHI'MHA JTeHBEMCHEHHANVE

6. UccnenyiiTe pe3yibTaThl CpaBHEeHUs,, UYTOOBI YBU/I€Th, KaKue H3MeHeHUsT
ObUTH BHECEHBI MeXXy JBYMS BepCUSIMU JOKyMeHTa. Bbl MoxxeTe
TIPOCMaTPHUBATh OT/le/IbHBIE pa3/iebl, 00aBIeHUs WX YAaIeHus, YTOObI
JIydllle TIOHATh pa3/InuMs, C OMOLbI0 (PYHKL[MOHA/IAa MEHI0 CPaBHEHHS:
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3anucelBath

o
|j OTCHEKHBﬂTb HW3IMEHEHWMA |: 4

[@
[21 KommenTapuii » @ MNokazaTb
[unepcceinka @ YnpasneHwe...
E‘n_j Cebinka 3 D MNpeabioyuiee
long D, Cnenytouiee
b 'C] MpuHATH
[“g MpuHATL ¥ K credyrolemy
= wl
= Y Npunats Bee
I Ceoboaiii Kypcop ﬂ OTKNOHUTB
~  PepaktmpoBaHue Ctrl+Shift+M ﬁ“g OTKNOHWTB W K Cleaytolemy
F
%)

OTKNOHUTB BCe

KommeHTapwmi...

B i

3alUTUTB...

CpaBHUTb LOKYMEHT...

Og'be.ﬂ,HHHTb UCcrnpaenaeHns...
= Il e T 3 r—= ¥ w

. Ilpu BbI30Be OKHA YnpaB/ieHUue u3MeHeHUsIMHU uepe3 MeHr0 IIpaBka >

OTcnexuBaTh H3MeHeHMs > YpaB/ieHue Ha BKiaske CriMcok
TIPe/IOCTaBJISIeTCSI BO3MOXKHOCTH BLIDOPOYHO M/ MacCOBO NMPUHUMATh WU
OTKJ/IOHATb U3MeHeHus1. [Ipy BbI60pe COOTBETCTBYIOLIETr0 MyHKTa, HaBUraLjysl
Ha CTpaHuL|e [IepeMeCTUT K y4aCTKY TeKCTa, K KOTOPOMY OTHOCHUTCS
u3MeHeHue. B Ko/loHKe JleMCTBHe 3HAK 3€/IeHOrO IUII0Ca 03HavyaeT, UTO TeKCT
TIPUCYTCTBYeT B OPUTHMHAJIe, B TO BPeMs Kak B CPABHMBaeMOM [JOKyMeHTe OH
OTCYTCTBYeT. 3HaK KPaCHOT0 KpecTa cCUrHaau3upyet o6 obpatHoM. HaxxaTtue
Ha KHOnKy IIpHHATH Bce MOATBepKJaeT BapyaHT TeKCTa, IPUCYTCTBYHOLUI
B opurnHae. [Ipu Beibope BapranTa OTK/IOHMTD BCe, B TEKCT OpPUTHHA/IA
BHeCYTCsl JaHHble, [IPUCYTCTBYIOL[Me B CPaBHUBAeMOM [IOKYMEHTe.

2024 2. OO0 "AJTIMU MapmHep"©



TekcToBbIN Npoueccop AText 125
YnpasneHue uaMeHeHuAMM X
Cnuncok OunsTp
[lefictene |AeTOp [lata KommeHTapwuii
07.07.2023 06:52:46
= <aHOHWUMHbIN > 07.07.2023 06:52:46
[MpuHATL OTKNOHWUTL [MpuHATL BCE OTKNOHMTL BCe

8. Bkyazika @UIbTP OKHA Y NpaB/ieHHe W3MEHEHHAMH T103BOJISIeT, HaXKaB
WHTEPeCyeMbIi MyHKT W BBe/iss HeOOXOAUMbIE JaHHbIe, BIOPATh M3MEHEeHUsT
1o TpebyeMbIM TTapaMeTpam:
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erpaanewe HM3IMEHEHWAMMA X

Cnucok PrasTp

E] Jara:

o |
B e L LT o i r
07.07.2023 06:52 5

FY
m 07.07.2023 + |06:52
e’ ‘ = - w
(] Astop:
<aHOHWMHBIA > ‘
C] Jeicrene:
Bcraeka ‘

(| KommeHTapwii:

ONpuHaTe OTKNOHWTL [MpuHATE BCe OTKNOHWTL BCe

2.29 [llepeMeHHble

[ns nobaBneHust mepeMeHHON BbIOepHUTe BK/IaIKy BeraBka > Ioste > Emye
noJisi > IlepemeHnHbIe (MM HaKMUTe codetaHre Kinasuil Ctrl + F2).

JInisi onpepie/ieHUs epeMeHHOM:

1. BoibepuTe Turl 1107151 3a4aTh MePeMeHHYIO;

2. 3anosHuTe 1oyt IMs 1 3HayeHne BHU3Y J1Ma/iorOBOr0 OKHa;
3. Bribepure dopmar;

4, Haxxmute BcTaBUTB, a 3aTeM 3aKpPbITh.
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NoxymenT MepexkpéctHble cobinky Oyskumm CeeaeHuns o aokymenTte MNepemerHble basa AaHHbIX
Tun

Buiop Qopmar 4
Moxasats NnepemeHHy0 Standard
Mone DDE -1235
Bcrasute hopmyny -1234,57
Mone seoaa -1235
[flnanasoH Hymepauum -1234,57
3apath NnepemMeHHyIo CTpaHML! lononxutensHsie GopMarTel...
MokasaTb NEpeMeHHbIE CTPaHWLLbI
Mone nonb3osatens

(0 Hesuauman

ma 2

MNepemenHan_1

3Hauerue 3

Mpweet

Cnpaska 5Bcrasute B 3akpoits

J/1 co3aHu 10JIA BBOjA:
1. BribepuTe Tur mnosisi ITosie BBO/Q;
2. BribepuTe Hy)XHYIO BaM IT€PEMEHHYIO;

3. lobaBbTe MOZICKa3Ky, KOTOpast OyZieT 0ToOpaXkaThCsl TIPU 3aIi0/THEHUH TI0JIS;

4. HaxxmuTe BCTaBHUTB;

ona

OokymeHT MepekpécTHbie ccbinky OyHkumm CeegeHna o JokymenTe MNepemeHHble Basa gaHHbIX
Tun

BuiGop 2 Dopmar
3anae nepeveniyio
NokasaTs NepeMeHHYo [
Mone DDE
Bcrasute Gopmyny
Mone BBOAS

JlnanasoH Hymepauum

324aTb NEPEMEHHYIO CTPAHMLLbI
MokasaTtb nepemMeHHble CTpaHLbl
Mone nons3osatens

Moackaska 3

1 BeeauTe TekcT

Cnpaska 4 Bcrasute 3akpbiTe

5. B okne «IIpoBepka nosel» BBejuTe 3HaueHHe 10 YMO/JIYaHUIO U HAKMUTE
OK, a 3aTeM 3aKkpbIThb.
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Mpoeepka nonei X

Ccbinka:

(=]

BEAWMTE TEKLCT

MNpueer

Cnpaska Hazaa Bnepeg OTMEHWTE

[Tone mobaBuiock B IoKyMeHT. [1py Ha)kaTuu Ha 1oJie Bam OyieT ripe/jioxkeHO
W3MEHUTh 3HaUeHHe.

J1/1s1 MOBTOPHOI'0 MCI0/Ib30BaHMsl IepeMeHHOH B I0OKyMeHTe:
1. BribepuTe Tun nosisi Iloka3zaTb nepeMeHHYI0;
2. Bribepure 10/1e, KOTOPOE XOTUTE WCII0/Ib30BaTh;

3. HaxxmuTe Ha KHOIIKY BcTaBUTB, a 3aTeM 3aKpbITh.

NoxymeHT MepexpécTHile ceuink QyHkumMv CeeaeHna o AokymenTe MNepeMerHble Basa AaHHbIX

Tvn BuiGop ®@opmar
Mone DDE

BcrasuTe dopmyny

None esoaa

[nanasoH HyMmepauuu

3agaTte NepeMeHHyIo CTpaHuLbl

Moxa3aTb NepeMeHHble CTPaHuLLbl

Mone nons3osatens

Cnpaska 3 Bcrasute 4 3akpeiTh

JnsA ypaneHUus: nepeMeHHOM:

1. ¥YpanuTe Bce HaCTPOMKU U T0JIs1 BBOJA /1 [TIepeMeHHOM, UCTI0b3yeMble B
TeKCTe, Mpy oMoIU kiaBuilin Delete;

2. Bribepure Tur noss 3a/jaTh nepeMeHHYIO;

3. Beibepure nepeMeHHY0, KOTOPYIO HEOOXOAMMO y/Ja/TUTh;
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4. HakmuTe KpacHbIM KpecTHK. EC/M KpacHbIM KpeCTUK HeZIOCTYTIeH, TO 3TO

03HauaeT, UTO He BCe HaCTPOWKHU WY TIOJIs BBOZA /ISl TiepeMeHHOM ObLH
yZiajieHbl U3 TeKCTa.

DokymeHT MepekpécTHile ccolnkk OyHkuMW CeegeHus o JokymenTe MepemeHHbie Basa gaHHbIX

Tun Bri6op 2 Dopmar
Moxaszats NepeEMeHHYH Standard
Mone DDE

-1235

-1234,57

-1235

-1234,57

JononHutensHble GopmarTl.

Bcrasute dopmyny

Mone sBOAa

[flwanasoH HyMepauuu

3aaaTh NepeMeHHYyH CTpaHuLbl
Mokasate NepeMeHHbIe CTPaHNLL!
Mone nonwsosatens

| O Hesnauman

Wms JHaueHve

Nepemeriran_1 ® 3

Cnpasxa Bcrasuts 3akpsiTe

2.30 [lMonb3oBaTenbcKkue nonsd

[Tonb30BaTeIbCKOE T0JIe SIBISIeTCS YaCTHBIM CTyuaeM TiepeMeHHOH. B otmiune
OT 0OBIUHBIX TIepeMeHHBIX, [10/Ib30BaTe/IbCKOe I10J1e BCerja NMeeT TOJIBKO OJHO

3HayeHHe BO BCEM JJOKyMeHTe. Takum 06pa3oM, OHO MOKET OBITh OTpe/iesieHO B TF000M
MecTe JOKyMeHTa.

Kak v rmepemMeHHbIe, 110/1b30BaTe/ILCKOE T10JIe OTPe/IeIIeTCs CIeAyIOIIM
obpa3om:

Bribepure Bk1agKy BeraBka > Iosie > Emie mosist > IlepemeHHble (WU
HakMuTe couetanue Knasuin Ctrl + F2).

Jls onipefie/ieHUs M0/1b30BaTe/ILCKOrO0 TMOJIs:

1. BeibepuTe Tur mosisi ITosie mosib30BaTe/ist;

2. 3amnonHuTe 110151 IMsA 1 3HaYyeHHe B HIO)KHEN YaCTU IUa/ioroBOr0 OKHa;

3. Bribepure dopmar. []ns1 oToOpaXkeHHUs1 CTPOKM CUMBOJIOB Bbibepute TekcrT;

4. He Ha)kumaiiTe «BCTaBUTh», 8 HAOXKMUTE 3e/IeHYI0 rajiouky psiZloM C T0JieM
3HaueHwue.
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Monsa

JokymeHT MepexpécTHiie ccoinkk OyHKUMK CBeaeHus o gokymenTe MepemeHHbie Basa gaHHbIx
Tun

~ Buibop Qopmar /|
MokasaTe NepeMEHHYH0 Dopmyna
Mone DDE Standard
BcraBute hopmyny 1235
Mone ssoaa -1234,57
AvanasoH Hymepauuu -1235
3a1aTb NEPEMEHHYIO CTPAHWLbI 123457
MNokasaTte NepemMeHHbIe CTPaHWLbI JlononHUTeNbHBIE GOPMATbL...
[0 Heenanman
Wma 2 3nauerve 3
MepemerHan_1 Mpuser 5¢ =

Cnpaska Bcrasuio 3axpeiTe

,Z[JIH C031daHHAA 11011 BBO/Ad:

1. Beibepure Tumn nossi ITose BBoAa;

2. Bribepwure 10sie 1MoJib30BaTesisi, KOTOpOe HeOOXOAMMO HCTIO/Ib30BaTh;

3. lobaBbTe MoACKa3Ky, KoTopasi 0y/jeT 0ToOpa)kaThCst TIPY 3ario/THEHHH T10J1sT;

4. HaxkmuTe BCTaBHTD;

iona

OokymeHT MepekpécTHele ccbinky OyHkumm CBedeHWA o JokymeHTe MepemeHHbie Basa gaHHbIX
Tun

BuiGop 2 Dopmar
3aaae nepeveniyio
Noka3zaTe NepeMeHHyo [
MNone DDE
Bcrasute Gopmyny
Mone BBOAS

JlnanasoH Hymepauum

3a8aTb NEPEMEHHYIO CTPEHMLbI
MokasaTtb nepeMeHHbBIe CTpaHMUbl
Mone nons3oeatens

Moackaska 3

B Beeaute TekcT

Cnpaska 4 Bcrasute 3akpbiTe

5. B okHe «IIpoBepka noseii» BBeAuTe 3HaUeHHe TI0 YMOTUaHUIO U HAXKMUTE
OK, a 3areM 3aKpbITh.
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lNpoeepka nonei

Ccbinka: Beeaute TekcT
MNpueeT
Cnpaeka Hazaa

131

EBnepen OTMEHUTL

[Tone mobaBuiock B IoKymMeHT. [1py HaxkaTuu Ha 1oJsie Bam OyieT ripe/iioxxeHo
W3MeHUTh 3HaueHue. [Ipu 5TOM BCe MO/Ib30BaTe/IbCKUE MOJIsI C OJHUM UMEHEM B

AJOKYMEHTe 6y,ZLYT HN3MEHEHBI Ha HOBO€ 3HaUeHHe.

,aflﬂ MNOBTOPHOI'0 UCI10/Ib30BdAHHA IT0J/IB30BATE/ILCKOI'0 110/l B JOKYMEHTE:

1. Beibepute Tun nosist Iosie mosib30BaTes;

2. Bribepute Hy>XHOe T10Jie U3 CITUCKA YyKe CYI[eCTBYIOIINX;

3. Haxxmute kHOTIKYy BcTaBUTB, 3aTeM 3aKphITh.

Tun

3afaTe NEpPeMEHHYH

MokasaTte NepemerHy

Mone DDE

Bcraswnte Gopmyny

Mone sBOAA

[l1anazoH Hymepauuu

3apate NepeMEHHYI0 CTPaHMULI
MokasaTb NepemeHHbie CTPaHMLbI
Mone nonb3oBatens

Wima 3Hauenwue

MNepemerHasn_1 Mpuser

Cnpaeka

,aflﬂ YAd/IeHUs 110/1Ib30BaTe/IbCKOr0 1moJid:

[okymeHT MepekpécTHble cculnkm OyHKUMKM CBeAeHWA O JokymeHTe MepemeHHble Basa AaHHBIX

~ Boibop / Dopmart
MNepemennasn_1

Dopmyna
Standard
-1235
-1234,57
-1235
-123457

[NononHutencHele opmaresi...

(0 Hesnanmas

3 Bcrasute £ 3axpoits

1. Ypanute Bce HACTPOMKU U BBeZI€HHBIM TEKCT MOJIsI TPU MOMOLLY K/IaBULLN

Delete;

2. Bribepure Tur nions [Mosie mosib3oBaTeis;

2024 2. OO0 "AJIMU MapmHep"©




132

3. Bribepure mnose, KOTopoe TpeOyeTCs yAaauTh;

4. HakmuTe KpacHbIM KpecTHK. EC/M KpacHbIi KpeCTUK HeZIOCTYIIeH, TO 3TO
03HayaeT, YTO HEKOTOPble HACTPOMKU WJIH T10J1s1 BBOZA MO-TIPE>KHEMY
TIPUCYTCTBYIOT B 3TOU IepeMeHHOM.

NokymeHT lMepexpécTHiie ceuinkn OyHkuvn CeeaeHna o gokymeHTe MepemerHsle Basa aaHHbIX
Tun

_ BoiGop Qopmar
|3agars nepemennyio [l Nepemennan_1

Mokasats nepemeHHyo | |®opmyna
Mone DDE

Standard
-1235
-1234,57
-1:235

-1234,57
MokasaTe NepeMeHHbIe CTpaHuLLb!

| NonoaxHuTENbHBIE HOPMAETHI...
Mone nonbsoeatena

Bcrasute opmyny

Mone esoaa

[vanasoH Hymepauuy

;36,&131}: nepeMeHHYH CTpaHWLUbl

| O Hesuanman

Wmn 3HaueHue

MepemenHasn_1 Mpueer ® 3

Cnpaska Bcrasute 3akpbiTe

2.31 LWab6noHbl LOKYMEHTOB

IT1a6/10H — 3TO JJOKYMEHT, UCII0/Ib3yeMbI B KauecTBe oOpasiia /st Co3/aHust
HOBBIX ZIoKyMeHTOB. AlterOffice npegocraBnsier Habop CKOH(UTYPUPOBAHHBIX 111a0JIOHOB
[J1s1 paboThI C daiiamu.

B AlterOffice AText BbI MOXeTe:

1. Vicnonb30BaTh BCTPOEHHBIE 111a0/I0HBI

2. CoxpaHUTh CBOU JJIOKYMEHT B KauecTBe 1mab/ioHa

3. mmnopTupoBaTth uMetoruiics mabsiox B AlterOffice AText

1. BcTrpoeHHble a0 /I0HBI

PaccmoTpuM BetpoeHHble 1mabionsl B AlterOffice AText:
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WataoHe

CoppemMEHHOE ZEN0B0E

BranTHeae EAPTOYER C
NOTOTHMOM

B B8

Cnpaska

* CoBpeMeHHOe [1eJI0BOe TIMCbMO, MIpUQT Ge3 3aceuek

¢ CoBpeMeHHOe [IeJI0BOe TIMCbMO, IIPUQT C 3aceuKaMu

® Pesome

® 3aK/II0YeHue

¢ Bu3uTHbIe KAPTOUKH C JIOTOTHUTIOM

® Fa3oBLIid

¢ CoBpeMeHHbI

Dunetp | TexkcToBmIE AOKYMENTE

CoepemeHHOe JenoBoe

NHCEMO, WpKbT Bes saceysr NACED, LIPMDT € YaCEUEAIMA

Bce kaTeropum

Pezrame

CoBpemeHHEIR

2. Co3pganue maodona B AlterOffice AText

X

| | ¥npasnenne T

SaKnodEHKE

Sirnple

FakpoiTe

OTKpoiiTe paHee CO3IAHHBIN JOKYMEHT WK CO3/jaiiTe HOBBIM JIOKYMEHT,
IIeJIKHYB Ha BKIJKy «@aiisi» B BepXHEM JIEBOM YTJTy TIPOTPaMMBI, a 3aTeM BbIOpaB

«Co3parb» - «TeKCTOBBIM JOKYMEHT».

B packpeiBatoitiemcst crivicke «Turt daiiia» Beibepute /000 MHTEPeCYHOIUH

Bac opmar c HazBaHueM «I11abroH».
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Wma paiina: | bes umenn 1 T

Tun daina: | WaBnok TexcTosoro gokymenta ODF ~

TekcToewli gokyneHt ODF

Texcrosbii gokyment ODF (naockuid XML)
Tekct Unified Office Format

‘Word 2007-365

'Word 2007-365 Wabnon

‘Word 2003 XML

'Word 97-2003

Watnon Word §7-2003

DocBook

Hokyment HTML (Writer)

TercT ¢ opMaTUpOBaHHEM

A Ckpbmenankm | Tekcr

TekcT - Boibop koanposku

Office Open XML Text (MepexogHsiii)
'Word 2007-365 VBA

BeI ycrentHo co3zanu mab/ioH ¢ COXpaHEHHBIM CTH/IEM U HyMepaLuei B
AlterOffice AText . Terepb Bbl MOKET€e HUCIIO/Ib30BaTh 3TOT I1a0JIOH /IJIs1 CO3/]aHUSI HOBBIX
JIOKyMEHTOB C 33JaHHbIM CTU/IEM U HyMepaLyei.

3. Ammoprt mabsioHa B AlterOffice

3.1 OTKpbITH ynpaB/ieHHe 1a0/I0HAMU:
® 3anyctute AlterOffice Ha BarleM KoMmbrOTEDE.
® B MeHI0 ITporpaMMbl HaluTe BKIaKy «Paiii» U 1e/IKHUTE Ha Hee.

* B BbimazawoieM MeHio Bbioepute «IIIabnmoHBI» M 3aTeM «YTIpaB/eHHe
mab1oHaMu» . OTKPOETCsl OKHO « YTIpaBJieHHe I1a0/I0HaMK».

B Bes e 1 - AlterOffice AText
j B - - =l Daiin LnasHoe Bcraeka Pasmerka Cebinmiu Oposepka Bug B
OTMEHNTE
A J a WaGnoHe _—BLI‘ .L?' HepaBHue JokyMeHTEl ™ o E"D CoxpannTe KaK... -5 E
BepryTs  JET - - R
o pannis Cosgate CoxpanuTe kak wabnon Orkperms I Orepems yaanerHo Coxparurs [Z) Coxparmre yaanenno Ixcropr &
-
! 1 |
Hefictens
Wabnona X
L
-
Mowck... DuneTp | TekcToBbIE A OKYMEHTbI V| Bce kateropun V| [ ¥npasneHue T ]

'ﬁ'}- Cospats kateropuro

= (3 Obkosnts
fH  Wwnopr
Pacumpenua
CoBpemeHHOE A enocece CoepemenHoe gencece Pestome Jaknrouenne
NNCEME, LWUpUAT Ge333Ce4EK NKUCBMO, WPNT C 3aceykarm
: D
BH3MTHBIE KAPTOMKK © Bazoswlii Cospementbli Simple
NOroTUnomM
: ==
=
EH
Cnpaeka 3aKpeITe OTkpeime

]

3.2. BeiOpaTh UMIIOPT IIA0/I0HA:
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®* B oKHe «YTIpaB/ieHHe I11ab/JloHaMU» HaAWJUTe KHOIIKY «YTIpaBlIeHUe» U
Le/IKHUATE Ha Hee.

®* B MosBUBIIEMCS MeHIO BbiOepuTe om0 «VMmopT». OTKPOeTCS OKHO
«VIMrTOpT 111a6710HOBY.

i Bbl6epeTe COOTBETCTBYIOLIYIO KATErOpHIO 111a6/I0HOB WU C03,Z[aI7ITe HOBYHO.

BoiBomn KaTEroDMM

EbiBpaTe cylLECTEYHOLLYHY KAaTEMORUID

WMon wabnoHe

Jenoean KoppeCNOHL EHLWA

NTMyHaA KopPECNOHA EHLIWA 1 40Ky MEHTEI
MpesenTaumm

Mpoune LENCEBIE JOKYMEHTEI

PrucyHok

CTinm

WA CO308Te HOBYHD

Mo kaTeropua

Cnpaeka 0K OTMEHWTE

3.3 UmnopTupoBaTth dotx mab/i0H:

* B okHe «VmmopT 1m1ab/soHOB» HabiauTe KHOMKY «O630p» wmm «BbiOpaTh
(aiin» U 1jeJTKHUTe Ha Hee.

® [lepelifuTe K MecCTy, T/ie Bbl COXDaHW/IM paHee CO3[aHHbIA 11a0/I0H B
¢dopmare .dotx.

® Boibepure ¢aiin mrabsioHa W 1IeJKHUTE Ha KHOMKe «OTKPBITb» WM
«AmMmopT».

® TloaTBepAuTe BBIOOD I111a0/I0HA, HaXkaB KHOTIKY «OK» umm « MmopT».
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X

Mewnck.n, Punstp | TeKCTOBBIE ACOKYMEHTEI ™ ‘

Bce kateropun

ad YnpasneHne ¥

Meoit wabnon.dote CoepeMeHHoe Jencece CoBpemeHHoE Jenceoe
AWUEEME, WPWGT BE3 3aceUek  NUCBMO, LUPWET © 3aceuKamm

3aknoyeHne BusuTHBIE KapToukK © Bazoewli

NoroTanom

==

Cnpaexa

Peztonme

CoBpemeHHeIi

JakpeiTe Otkpeime

B wutore CO304dCTCA AOKYMEHT IIO U.Ia6J'IOHy, KOTOprﬁ Brr paHee Cco34a/in C

HpI/IMEHéHHbIMI/I CTU/IAMHU K TEKCTY.

4. Co3panue fokyMmenra AlterOffice Ha ocHoBe BbIOpaHHOTr0 m1a0/10HA

B AlterOffice AText ecTb BO3MOXKHOCTE CO3/IaTh IOKYMEHT Ha Oa3e
BCTPOEHHOT0, UMIIOPTUPOBAHHOT'O WM CO3/JaHHOTO 1mabsioHa. [yist 3Toro:

® B AlterOffice oTkpotiTe Bkiagky «®aiin».

® Bribepure omiuro «I11abm0HbI».
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[ Bes wmenn 1 - AlterOffice AText
D B 2 El i =y Daiin [naeHoe Be

OTMeEHNTE

A J a WaGnoHe E} :
BepHyTe - -

Cosnate Cu:uxpaHnTb KaK wabnoH
CnxpaHMTb - Z

.Ij Tekctoewiil gokyment Chrl+MN

OTKpEITE E
dercTena
+H  Fnextponnyio TaBrwuy
L 3 NpezenTaymio...
BucyHok

d Dopuyny
[ Basy ganmen

Jowyrment HTML

Aowyment XML Form

ITHKETEN

EI.-G-MTH bIE KapTOYKH

CocTaeHoM 40Ky MEHT

WabnoHet... Ctrl+Shift+ M

® B OTKpBIBIIIEMCSI OKHe BbIOeprTe UMITOPTUPOBAHHBIN 111a0/I0H U3 CITHUCKa
JIOCTYTTHBIX 111a0JIOHOB, YKa)KUTE paHee CO3/IaHHbIN 111a0JI0H ¢
COXpaHEHHBIMM CTH/ISIMU WJTH BBIOEPUTE U3 CTaHAPTHBIX.
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LizbnoH X
Mounck... QuneTp  |TEKCTOBBIE AOKYMEHTEI ™~ ‘ Bce kateropuu ™ ¥npaeneHne ¥
Moii wabnon.dotx CoBpemenHoe genosoe CoepemerHoe gencece Pestome
naucemMe, WpndT BEs 3acedek  NUCBME, WPKGT C 3aceqkamm
3aknoueHne BusuTHEIE KapToukn © Bazoekii CoBpemeHHEI
NOrOTUNOM
=
e
8o
Cnpaeka 3akpbiTe OTepbiTe
® [IJenkHuTe Ha KHOTIKe «OTKPBITh» UTOOBI CO3/1aTh HOBBIN JOKYMEHT Ha
OCHOBe BbIOpaHHOTO 11abI0Ha.
[ Bes meru 2 - AlterOffice AText
sitn [psexa Bua Bcraska Gopmar Crwm  Tabmuya Oopua Cepsnc  Okwo  Cripaska
OB B>« & aiin Lrasroe Beranka Pasmerka Cesimn Dposepra Bia Pacwmpenme Cepenc
OtmenuTs - Bipesars _
Bahnschrift SemiBold 0 EL AT W R = i = e i MOCTE Tabm
Bepryts D v & Konupesats w|KJa R = Y X[ AE L A ‘ = 91 i MOM AFD > 8 i | o
[2) Gimparmrs - | BT NG Kormponams doprers ~ £ ST S S S Al ek S
Aedicrenn ®oprar Wpndr ASsay Cruan Berae
£ 1N - <R S SO RS0 RN R gl b e B e

Cosnaem cBoii madaon

B [enaem 3aronosku
% Jaronosok 1

Jaronosox 2

CTaBrM HyMepauuio-
1- Creas 1
a-
= 3 CErTs 2
4
- 5- CrAp3

IIpoBepuTH NpUMeHeHHe CTU/IEH U3 UMIIOPTHPOBAHHOIO A0 I0HA:

® B co31aHHOM JIOKyMeHTe 0OpaTUTe BHUMaHKe Ha IPUMeHeHue CTU/Iel 13
HMMIIOPTUPOBAHHOTIO 111a0/I0Ha.
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® Bhijie/iuTe TeKCT B IOKYMEHTe U IPOBepbTe, UTO MPUMEHSIFOTCS CTU/IH,
3a/jaHHbIe B 11aboHe. HampuMep, ripoBepeTe, uTo IpudT, pazmep mpudra
Y BIPABHMBAHHE TEKCTa COOTBETCTBYIOT 3a/IaHHBIM B 111a0J/I0OHE CTUISIM.

® Y6enurech, YTO HymMepalys, 3aJjJaHHasl B 111a0/I0He, TIPUMeHSIeTCs K
COOTBETCTBYIOIIUM pa3ZiesiaM Win ab3ariaM TeKcTa.

CTaBUM HyMepaLuH:

1 G
2

4
5 Cmias3

Mpo6yem NpUMeHEHWE CO3AaHHBIX WabAOHOB CTUAEN.

® BrizienisieM HeOOXOAMMBIN TEKCT U BLIOMpaeM CBOM CO3/IaHHBIN paHee CTHUJIb.

Ctunu oTpabaThiBalOT KOPPEKTHO, IPUMEHSIFOTCSI BCe paHee 3a/jaHHble
HACTPOMKU K BEIOPaHHOMY TEKCTY.

2.32 BcraBka nsobpaxeHuun, uryp, oopmys U TeKCTOBbIX
ob6beKkToB

AlterOffice AText rpefocTaB/isieT MHOXXECTBO BO3MOXXHOCTEH [jisi BCTaBKU U
MaHMITY/IMPOBaHUsS PA3/IMYHbIMU O0bEeKTaMu B JIOKYMEHTe, BK/IOUas H300pakeHWs,
burypsl, GopMyJbl U TEKCTOBble 00BEKThL. B 3TOI CTaTbe MbI paCCMOTPHUM OCHOBHBIE
II1ary 1o BCTaBKe U HaCTPOMKe KaXKA0ro U3 3TUX TUTIOB 0OLEeKTOB.

1. BcraBka n3006paXkeHHI:

® [IlesKHUTE HAa MECTe, T/ie XOTUTE BCTABUThH N300paXKeHHe.

® BoibepuTe MyHKT MeHIO «BcTaBKa» U HOKMHUTE Ha «V300pakeHre».

® O630p (haitioBOI CHUCTEMBI U BHIOEpHUTe HY>KHOEe M300pakeHue.

® Hakmute KHOTIKY «OTKDPBITb» /ISl BCTaBKU U300pa)keHUsI B IOKYMEHT.
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Oy-2~o- B Dedn EMImﬂ’umua Copimn Opuseprs Bug Pacumperse Cepenc
T 0TeeHNTE E| THrYMEHEA CTRAHIWLS ﬁ _ﬂ Megiva 2 Tnepeceimcy
BepryTe [3 pasaes - - th Ssrparus | [ 2aknsans
- ) TaGnma @ Fanepen .
) Coxparvte = | 57 Papei crpanay, BV Cheer CLE  CJ Mepexpécmman couma
leit TRAHALLR Tfi K
. S N R O O e, O O . e e T e e O e i -
i Borasms maotpaxense b4
&= w9 3 Msobpaxennn + Coxpanenmpie dotorpagmm - o Mowck g: Coxpanense do... 2
& ¥nopagsunte w Hoeas nanka 0 - @ o
% Thasnas
@l Fafiouud cvon *»
4 Zarpysum * actual-final-dall-
e-cosmic-cover-1
] Aoxymeste 4 B3ITTIIT4-819%°
i Aoy )
P4 Uaofpawenua -
) Myzeina *
& Enaec »
3 ™
: || P — T
. D <oass
£ Wnn gaiing: | actual final dall & cosmo eover 1855775574 211024 <) =Boe npebpascgran ["bmp. -
Crung: Mzo€pawenva v ﬁ Ormems

2. BcraBka ¢uryp:
® [IlesKHUTE Ha MecCTe, I'/le XOTUTe BCTaBUTh PUTYPY.
® BribepuTe MyHKT MeHIO «BcTaBka» 1 Ha)KMUTe Ha «DPUrypa.

[ragroe _ PasmETca Cobiem Opotepre Baa Preumpenae Cegenc
E o B Megme B, Tancpecuins 53 = [ Bevanwm. rexcroswi sbbexr I RU | O oo ) Covmen =
s i = ‘ =~ LA s
- th Dorpawa | [ Binawa L =, [ arerener « f topnyna

Bua  Tanepes Teccroece none  Mone oop¥~iuw-L.0-

E1OtectOLE | B3 Mepespecman comanca [ Beprukammpii reccr [T

* B nosiBUBIIEMCS] MEHIO BbIOEpUTe HY)KHBIN THTT (PUTYpBI (Haripumep,
NPSIMOYTO/IbHUK, 3JIJIUIIC, CTPeJIKa U T. [1.).

® HapucyiiTe (purypy Ha JOKyMeHTe, 3a’)KMasi KHOIIKY MBbILLIY.
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a Coblmen Bua Pucyrok Pacumpenne Cepenc
- \% f Mpaeka KoHTypoB |§ $ %I 3 Iiﬂepemecru‘rb Bnepén TF‘.T ] 3aur
- = et )
[ —— B= O6rekarmeteccrom | 0O B 00 | B [y Nepemecturs wazan Crpynnuposars ] Beiiw
¥nopagounte
I ¢ 02 0 3 4 5 6 0 T 0 & 0 9 0t 1 a2 B W65
&
hd OTHYCTI/ITE KHOTIIKY MBIIIH, I-IT06I::I 3dKOHYHUTH pUCOBdAHHE q)I/IprBI.
2. BcraBka dopmyit:
¢ [IlenKHUTE Ha MeCTe, I'/le XOTUTEe BCTaBUThL OPMYJTY.
b BLIﬁepI/ITe MYHKT M€HIO «BcTaBka» 1 H&XKMHUTe Ha «CDOPMYTIEI».
uin tovoe [ P Cemrmn Dposepsz £ Pocuwmpome  Ceponc
o [ [EN B Tunepeesims n [ Beranums rescrosni sddect () Cmeen ~
- %' Shisteint th varpara | [ 3axmaca EB -Ehwmm- Ry <>'@‘m'-
any Totma | D Fapes N Otuer OLF | B Mepeptcman couna | 1000008000 PO |y il vy BOBY.e =B @ Inogsu v
e s QU R S S A S S S O WO W X W S U . =

® B MOsSIBUBIIIEMCSI MEHIO BbIOEpHUTE HEOOXOJUMBIH pa3zies ¢ popMyiaMu U
BbIOepuTe mozpaszer.

® B OTKpBIBIIEMCS peZlakTope (hOpMYyJT BBEIUTE HY>KHOE BhIpaXKeHHe C
HCTO/Ib30BaHUEM CITeI[Ha/IbHBIX KOMaH/l U CUMBOJIOB.
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® Ha)kKMHTe Ha IyCTOe MeCTO JIUCTa, YTOObI BCTaBUTh (POPMYJTy B IOKYMEHT.

3. BcTaBKa TeKCTOBBIX 0OBHEKTOB;

® [IlesKHUTE Ha MeCTe, I/le XOTUTe BCTAaBUTh TEKCTOBBIN OOBEKT.
® BriOepuTe MyHKT MeHIO «BcTaBKa» ¥ HAKMHUTE Ha HY>KHBIN « T€KCTOBBIH
3¢ dekT», HarpuMep «BepTUKaTbHBIN TEKCT»

* B nosiBUBIIIEMCSI MeHIO BbIOeprTe « TeKCTOBBIN 3 heKT».
® BoigenuTe 00/1aCTh ¥ BBEIUTE UM BCTaBbTe TEKCT, KOTOPBIM JJO/DKEH ObITh

oToOpaXkeH.

Daiin [raence Beraaes Pasnena Comman

2 Mantpcowa
S Maobpamerme

T Fampes

Txer

Bt Puicymox Bacuspesie Capanc

<) Bamanwms TexcToBuil et

— Bepmmcansasi Tecct

Berapms seprncanmuii rexct

® Hakmute kHONIKY «OK», 4T06bI BCTaBUTH TEKCTOBBIM OOBEKT B JOKyMEHT.

[Tocne BCTaBKU KaXKZ0Tr0 M3 3TUX 00BEKTOB BBl MOKETe HaCTPOUTh WX CBOMCTBA,
pa3Mep, pacriosio)KeHHe W JIpyrve aTpudyThl C TOMOIIBIO [JOCTYITHBIX WHCTPYMEHTOB
dbopmaTHpoBaHus U MaHUITYy/IMpoBaHus o0bekTamu B AlterOffice AText.

C momoipio 3THUX GYHKIMKA Bbl MOXXETe CO3/aBaTh 0o0jiee WHTEpeCcHble U

MH(POPMAaTHBHBIE JIOKYMEHTHI.
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3 TabnuyuHbin npoueccop ACell

ACell — 3T0 KOMITOHEHT A1 pPabOThI C 37IEKTPOHHBIMU Tab/MIIAMU U3 COCTaBa
AlterOffice. B anekTpoHHy10 Tab/HMIly MOXXHO BBOAUTHL [aHHble (OOBIYHO umC/ia) U
MaHUITY/IMPOBaTh 3TUMH JAHHBIMHU [IJ1s TIOJTYUeHHsI OTIpe/[e/IEHHOTO pe3yJbTaTa.

Kpome TOro, MO>KHO BBeCTU [laHHBIe, a 3aTeM M3MEHUTb TOJIbKO HeKOTOpble U3
9TUX [JaHHBIX U HAO/I0/1aTh pe3ysibTaT 6e3 HeoOX0[UMOCTH TTOTHOTO MIOBTOPHOTO BBO/IA
Tab/mi Wi yucta. [Ipyrue BO3MOKHOCTH, mipefictaBieHHbie B ACell, BK/IOUarOT B
ce0st:

® DyHKIMU, KOTOPble MOTYT OBITh MCIIOIb30BaHbI TIPU CO3ZaHUU (HOPMYJI, IS
BBITIOJIHEHUSI CJIOXKHBIX BBIYMC/IEHUM Ha OCHOBE JIaHHBIX.

® Oynkimu 6a3 JaHHBIX, YTOObI OpPraHW30BbIBaTh, XPaHUTh W (UILTPOBAThH
JlaHHBIe.

¢ JIuHaMHUUecKHe JuarpaMmbl; Mpokuii criektp 2D u 3D guarpamm.

® Makpochl [Jig 3allMCU U MCIIOJIHEHUs TTOBTOPSIOLIMXCS 3ajad. B mocraBky
BK/IIOUEHA TOJJepXKKa /Jisi SI3bIKOB mMporpammupoBaHusi Basic, Python,
BeanShell u JavaScript.

® BO3MOKHOCTb OTKpbIBaTh, peJaKTUPOBaTh M COXpaHATh (ailsibl B (hopmaTe
Microsoft Excel.

® /IMIOPT ¥ 3KCIIOPT 37eKTPOHHBIX TaOJIHI] BO MHOXKeCTBO (hOPMAaTOB, BK/TFOUAst
HTML, CSV, PDF u PostScript.

3.1 NMopnepxka chopmaTtoB

B ACell ecTb BO3MOXXHOCTB 3KCIIOpPTa JOKyMeHTa B ¢opmat rubpugHoro PDF u
PDF/A.

3.2 Tabnuubl, NTUCTbI N AYENKN

ACell pabotaer c 3eMeHTaMH, Ha3bIBaeMbIMM TabiuiiaMu. TabMMIIBI COCTOSAT
W3 psiia OT/eNbHbIX JIMCTOB, KaXKIbId JIMCT COJEP)KUT sUeHKH, pacIioyio’KeHHble B
CTpOKax M crosbiax. [TomoxkeHue (azpec) KaXkol KOHKPETHOW SUeHKH OIMpeziesisseTcst
OyKBOU CTO/I0Ila ¥ HOMEPOM €& CTPOKH. SIUeliKu COZIep>KaT OT/AebHbIE 3/IeMEeHThI —
TEKCT, uKcsia, GOPMYJIbI U TaK Jjajiee, KOTOphIe SIB/SIFOTCS JAHHBIMU /11 OTOOPaXKeHUs U
MaHMUITyIUPOBaHMUS.

B kaxzmoi Tabmuile MOXKET ObITb HECKOJIbKO JIUCTOB, U KaXKAbIM JIUCT MUMEeT
MakcuMyM 1048576 ctpok u MakcumyM 1024 ctonbiia.
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3.3 FnaBHoe okHO ACell

IMpu 3amycke ACell craHOBUTCSI [OCTYNHBIM TIJIaBHOE OKHO TIPOTPaMMBbI.
Pa3nruHble YaCTH 3TOTO OKHA OYZyT OMMCAHBI HIDKE.

3aro/i0oBOK OKHa

3aro/ioBOK OKHa pacrio/jio’KeH B BepxXHell 4acTHW OKHA Y MOKa3blBaeT Ha3BaHHe
TeKyler Tabmmiibl ([oKkyMeHTa). Ecyii OTKpbITa HOBasi Tab/vila, TO Ha3BaHUe eé OyzeT
be3 umenu X, rge X — 3T0 HOMep 10 TopsiAKy. Ecm Tabnuija coxpaHsieTcsl B TT€PBbIi

pas, To HeoOXoauMO Oy/IeT 3a/jaTh el UMs.

ITanenrb MeHIO

[ Bes wuenn 2 - AlterOffice ACell

Qaitn Mpatka Bua Beraska Qopwer Cram  [uct fawwbie Ceponc  Okro  Cnpaska

OB -G - =] Daiin Tnaswoe Beraeka Pazuerca Honneie Mposepka Bra Pacumpetine Cepanc
- < Bupesars B = == a=f
|“| a Liberation Sans Vo || A & R | F & 2| 2= = ||oume vJ
L)+ B Konupoears s g
- 7 WK Y~ Hv® ~A~| =S === | EB|=+% 00| %2 5 » Laaerioe
Boamme 4, & % 4 "
[5) Coxparume « % Konupoeart dopnar ZE®

B
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1
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©
&
T
=
z
z
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>

=

s
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~

+  Nwat
— ——

St 1 a1 Mo ywomannio Pycanit =1 Cpearice stavenne: ; Cynma: O e

——@ | 100%

I'nasHoe okHo ACell

[TaHenb MEHIO COZIEP)KUT BBITMQ/jalol1ie MeHIO, B KOTOPBIX CIPYIIITUPOBaHbI BCe
¢yukuumn g1 pabore B ACell. ITaHens MoKeT ObITH [JOTIOJTHUTE/IBHO HACTpPOEHa.
Hactpoiika AlterOffice, B ;JaHHOM pyKOBO/ICTBe.

® daiin, cofepKUT KOMaH/bl, IPUMeHsieMble KO BCeMY J0KyMeHTY: OmKpbimb,
CoxpaHumb, Macmep, Okcnopm e PDF, I[leuamb, Llugposas noonucb u

Jpyrue.

® [IpaBka, KOMaHAbl [Ji1 peAaKTAPOBaHUsI JOKymeHTa: OmmeHumb,
Konuposamb, Omcaesxcusamb usmeHeHUs1 Y IpyTHe.

® Buj, KoMaH/ibl A5 u3MeHeHus: uarepdeiica ACell: ITaHeau uHcmpymenmos,
3azon0eku cmoabyos u cmpok, Bo eecb 3kpaH, Macwmab u apyrue.

® BcraBKa, KOMaHZBI [jIi BCTaBKU 3/IEMEHTOB B Tabmuily: Sueliku, Cmpoku,
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Cmon6buypbl, Jlucm, M306padiceHue 1 ipyTHe.

® dopmaT, KOMaH/IbI /711 U3MEeHeHUs1 pa3MeTKu Tabsuipl: Suelika, CmpaHuya,
Cmuau u ¢popmamuposaHue, BbipagHusaHue v ipyTue.

® CTuM, KOMaH/bI [is W3MeHeHWs CTwied Tabmuiel: ba3oebil, AkyeHm 1,
Akyenm 2, Akyeum 3, 3a20/1080K 1, 3a20/1080K 2 Vi ipyTHe.

® CepBuc, (GYHKIMU /11 TIPOBEPKM W HACTPOWKHM Tabiwmiibl: [Tapamempbl,
Ilposepka opgoepacuu, CoemecmHO ucnonb3ogamb OOKymeHm, Ianepes,
Makpocbl v gpyrue.

® JlaHHble, KOMaH/[bI [/II MaHUMY/MPOBAaHUSl JAHHLIMU B Ballleld Tab/uIe:
3adamb duanazoH, Copmuposgka, ObseduHumb 1 IpyTue.

® OKHO, KOMaH/IbI /7151 OTOOpakeHus1 OKOH: Hogoe okHO, Pazbumb u fpyrue.

® CripaBKa, COZIEP)KUAT CCHUTKM Ha CIPaBOYHYI0 CHCTEMY BCTPOEHHYIO B
nporpaMMmy U Jipyrue pasHooOpasHeie (GyHKuuu: Cnpagka, JluyeHsus,
IIposepka obHosMeHUll U ApyTHe.

IlaHe/IM MHCTPYMEHTOB

[Tanenu wHCcTpymMeHTOB ACell Moryr OBbITh TNPUKPEIUVIEHHBIMH WM
T/IaBaloLL{MH, T103BOJIsIsI IlepeMelliaTh MaHesib B yj00Hoe /151 TI0/1b30BaTesisi MecTo.

CraHZiapTHBI HabOp 3HAUKOB Ha TlaHeJd WHCTPYMEHTOB IIpeoCTaB/sieT
IIMPOKUNA CreKTp oOImMx KoMaHZ YU (yHKIMA. 3HAaukKu Ha TaHeNsiX CayXar s
ObICTPOrO OCTyTa K KOMaHaM, KOTOPbIe TaK)Xe JOCTYITHbI Yepe3 MeHI0 TIPOrPaMMbI U
Ha BK/IaJKax.

INanens ¢opmyn

ITanens dopmy. pacriosnioxkeHa B BepxHeli uactu pabouero okHa ACell mpsimo
Hazi paboueit 06/1acThIO € stuelikaMu. JTa TlaHe b BCeT/la PacIio/ioykeHa Ha 3TOM MecTe U
He MokeT ObITh maBatoiedl. Ecm Ilanens ¢opmyn He BuiHa, TO B MeHIO Bup
orMmeThbTe Ilanens dopmys diaskkoM.

Al v f ¥ = -

ITaHenb ¢popmyn
[TaHenb GopMysT COCTOUT U3 CJIeIYIOIIMX 7IEMeHTOB:

Al % y
® [lone OOsacTp JHCTa , CCbLIKA Ha SYeuKy

(komOuHaiuo OykB U 1Mdp), OykBa yKasbiBaeT cTojibell, a rudpa HOMep
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CTPOKHU. Takxe MOXXKHO 3a4/1daTh CcoOCTBEHHOEe Ha3BaHUe SUeHKHU.

®* Macrep ¢yHKIuiA fx, OTKpBIBaeT [[Uajior, B KOTOPOM MO>KHO TPOCMOTDPeThb
CTIMCOK BCEX MOCTYMHBIX GyHKIMA. Kaxmas GyHKIUsS cofepXut mnogpobHoe
OfMcaHre C yKa3aHWeM BCeX BO3MOXKHBIX rapameTpoB. CITUCOK JOCTYITHBIX
byHKIMM npeficTaBiieH B pa3zesie OyHKimu 1o pabote ¢ gaHHbIMA B ACell.

* BoiOepute (YyHKIHIO 2., 3HAuOK [l BbIOOpa uacTO MCII0J/Ib3yeMbIX
¢yukumii. DyHKOMs Oyger BcTaBieHa B SUHKY HIDKe BbIIeTIEHHOTO
JiarasoHa.

® Mopmysia =, Ha)KaTHe Ha 3HAUOK BCTABMT 3HAK PaBEHCTBA (=) B BbIOpaHHYIO
sueiiky 1 B CTPOKY BBO/Ia, UTO MO3BOJIUT HAauaTb BBOJ, (JOPMYJIBI.

* CTpoka BBOJA, T03BOJIsIeT peJakTUpoBaTh (0TOOpaXkaeT) cCozep)KUMoe
BBIOpaHHOM STYEHKH.

Takke MOXXHO U3MEHSATh COZeP)KUMOe STUerKH MPSIMO B sTYeliKe, ABaK/bl Ha)KaB
Ha Heé JIeBOM KHOMKOM MbIn. [1py BBO/Ie HOBBIX JAHHBIX B SIUEHKY, 3HAUKH Bbi0epure

(ynkuuio 2 n dopmysia = B CTPOKEe BBO/jAa M3MEHSTCS Ha 3Hauki OTMEeHHMTH Q.

IIpunaTs
IMpumeuanue: Bce ¢popmy/ibl HQUUHAIOMCS C 3HAKA PABHO (=).
Pa3meTKa Ta0/MIbI
flueiiku

OcHoBHas uyacTh paboueii obmactu B ACell orobpakaercsi siueikamMu B BU/JE
ceTku. Kaxkzas siuefika oOpa3oBaHa repeceueHreM CTOJIOIIOB M CTPOK B 3JIEKTPOHHOMN
Tabnuie.

BepxHsisi yaCTh CTOJIOLIOB U JIeBbI Kpaii CTPOK IPe/ICTaBJIsIOT COO0M 3arooBKHY,
cofepxkaiiue OYKBbI WK [U(PHI. 3ar0/I0BKU CTOMOI[0B UCTIOB3YIOT OYKBBI JIATUHCKOTO
anaBrTa, HAUMHAasA C A U flajee 10 andaBUTy HarpaBo. 3arojJ0BKU CTPOK MCIIOJ/b3YIOT
yKc/a, HaurHasi ¢ 1 U iajiee 1o MOpsiAIKy BHU3.

OTU 3arosioBKM CTOJOIOB M CTPOK 00pa3yloT CChUIKM Ha SYeHKH, KOTOpbIe
NosIB/ISTIOTCS B 110716 O6/1acTh jiMcTa B cTpoke opmysi. Eciii 3aro/ioBKM He BU/IHBI B
3/IeKTPOHHOM Tabnuie, mepeiisute B MeHio Buj u Bbibepure nyHkT ITokasbIBaTh
3aro/I0BKH.

SAp/bIKY JTMCTOB

B opHom daiine ACell moxeT cozmepkaTbcs 6osee, ueM oauH JIuct. B HwKHeH
yacti paboueit 00slacTW B 37IEKTPOHHOM TaO/WIle HAXOAATCS SIPJBIKK JIUCTOB C
yKa3aHHeM HOMepa M Ha3BaHUsl KaXJOro JMCTa B Tabiuile. HakaTue /ieBOH KHOITKOMU
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MBI HA SIPJBIK T03BOJISIET TIOJNYUUTb JOCTYN K KaXKJOMYy OTJe/JIbHOMY JIUCTy U
oToOpaXkaeT 3TOT JIMCT. AKTHBHBIM JUCT obO03HauaeTrcs Oe/bIM I[BeTOM (COT/IaCHO
HacTpoiikaMm 1o ymomuanuro aisi ACell). Takke MOXKHO BbIOpaTh HECKOJIBKO JIUCTOB,
yep>KuBasi HaxkaTtol kiasuiiy Ctrl, v Ha)krMasi Ha SIPJIBIKU JTUCTOB.

Berasute amcT...

¥aanMTe AMCTEL..

MepenmeroBaTe ANCT...
MepemecTuTe/ cKONMPOBEATE WCT...

BbIQEﬂIﬂTb BCE INCThHI

3aLLTHTE JMCT...

CEpbITe AMCT
MokasbleaTs ceTky

LieeT Aapabiuka...

Nwecr CNpaea Haneso

CoBbITia McTa...

NMnerl Nnct2 Nuer3

Apabiku aucmos

YrtoObl M3MEHUTh WMs JHCTa (TI0 YMOJTYaHUIO TPHCBaMBaKOTCS MMeHa JIumcrl,
JIncT2...), HOKMHUTE TIPAaBOW KHOIKOW MBI Ha SIP/IbIKe JIUCTAa M BBIOEpPUTE TTYHKT
ITepeMeHOBaTh JIMCT U3 KOHTEKCTHOrO MeHKO. OTKpOeTcs [uajoroBoe OKHO, B
KOTOPOM MOXXHO BBECTH HOBOe Ha3BaHHWe /s jmcta. Hakmute OK, uTOOBI 3aKphITh
[IajIoroBoe OKHO.

YroObl W3MEHUTh LIBeT sIpJblKa JIUCTa, TAKKe HaKMHUTe Ha Hero MpaBou
KHOITIKOM MBIIIN ¥ BbiOepuTe TyHKT L[BeT spjibIUKa M3 KOHTEKCTHOTO MEHIO, UTOOBI
OTKpPBITb AManor BbiOOpa IjBeTa. Bribepure 1BeT M HaxkmuTe KHOMKY OK, uToOBI
3aKpbITh JUAJI0rOBOE OKHO.

CTtpoka cocTossHusA

Crpoka cocrosinusi ACell copepxutr wHbOpPMalMi0 O TaO/IMIlEe W TTO3BOJISET
OCYILIeCTBUTb OBICTPBIA ZOCTYI K HEKOTOPLIM [JeHCTBUSAM. BOJBIIMHCTBO obacTei
CTPOKH COCTOSIHUSI IOBTOPSIFOTCS B Ipyrux KomrioneHTax AlterOffice.

MpoyeHt
Peskum Boifenedud  Ludposan nognuce MECWTAENPEOAHWA

\

| Mucr Tus 3 Beigeneno: 7 crpok, 1 cronGey Mo yuonuanmo Pyccruit mul| @ Cpeanee sHaverne: 6; Cyrna: 42 | & —sl———® | 140% |

T T T 7 T

Homep nucta CTWNb CTPaHMLbI Pesxum BeTaskw  Craryc Monayxok MacwTabiuposaHus
M3MEHEHIA

CmpOKa COCMOsAHUA

boxoBas nasenn
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B AlterOffice ectb mnpukperiisiemass OokoBasi IMaHeslb 3/1eMEHTOB, KOTOpast
yTpolijaeT A0CTyN KO MHOTUM (QyHKIUsM. bokoBasi maHe/ib y00Ha, MpeXK/e BCero, Ha
IIMPOKO(OPMATHBIX ~ MOHUTOpPax W  T03BO/IsleT  COKOHOMHUTb  BepPTHUKaJbHOE
MPOCTPAHCTBO Ha 3JKpaHe. Ecin OokoBasi maHesnb He OTOOpaXkaeTcs, BK/IIOUUTH eé
MOYKHO, UCII0/1b3ys1 MeHI0 Buji > BokoBas naHe/b.

BokoBas maHesnb AocTyrHa Bo Bcex KomrioHeHTax AlterOffice. B HekoTopbix
KOMIIOHEHTax OHa HMeeT jonosHuTe/nbHble BKAagku. B ACell ona cogepxur
cieayroivii Habop BK/Ia/I0K:

® MeHt0 KOH(pUryparyy 60KOBO MaHeH;
® CBOICTBA;

* Crtunuy;

® ["anepes;

¢ Hasurarop;

¢ Oyukuuu (Tonbko B ACell).
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- Popmar uncen =) 3 Haseanwe naHenu
0.0 ‘ﬁ'?' v OBy ~|
Jpo6Han yacTe =
Begyume myme: |1 >

|[€————Copepxumoe naHenu

l:l gTFIHLI,ETE.I'IbeIE HUCNE KpacHBIR

[ Pasaenurens pazpsaos

= BoipaeHmBanme =
= een e -ﬁ[ qi- + F =
== om 2
OBBesHWTE AYEHKK [ Nepenocus Texcr
OpueHTaums Tekcra: o o
(] PacnonoskmTs no septikam I £

= BrewHWi Bua Aueex

PoH: ﬁl:| -

Bbokosas naHenb

MeHw KoOH(pUrypanuu O0OKOBOH mMaHe/IH COAEP)KHUT HACTPOMKH camoi

OOKOBOM ITaHeJIn. HPI/I H606XO,Z[I/IMOCTI/I IIO3BOJIAET BKJIFOUATh/BBIK/IHOUYATh
0T06pa)KEHI/Ie TeX W/IKM UHBIX BKJ/Id10K.

Bkiagka CBo#icTBa COJEP)KUT MSITh 00/1acTel:

® CTWIb, 1T03BOJISIET BEIOPATh CTH/Ib JIUCTA.

¢ CUMBOJIBI, TI03BOJISIET HACTPOUTH TapaMmeTphl HIpuUdTa (TapHUTYDY, KerJib,
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HauepTaHue). HekoTopblie KHOTKHU (HampyuMmep, BepXHUN U HWKHUN WUHZEKCHI)
CTAHOBSITCSI aKTUBHBI, KOT/Ia sTYeiiKa HaXO/IUTCS B PEXKUMe Pe/IaKTHPOBaHUS.

* dopmar umcen, 3agaer ¢GopMaT OTOOpPa)KeHWs [JaHHbIX B suelKax
(meHeXxHbIH, 1aTa U T.1.).

b BblpaBHI/IBaHI/Ie, YIpaBJ/iieT BbIpABHUBAHUEM COZ€P>KUMOT'O B siueiikax.

* BHemiHWi BHJ] AYeeK, YIPAB/sSeT BHEIITHUM BH/IOM sSTUeeK TI03BOJISS 3a/aTh
1BeT oHa, oOpamsieHue U T.J.

Bkagky CTHM Taxke MOXKHO OTKPBITh 8 MeHI0 Bujy > Ctuim viv F11.
Bxkiagka I'anepest aHasiornyHa guanory B MeHto Bup > I'anepes.

Bkrnagka HaBurarop aHanoruuHa guanory Hasurartop (Buj > Hasurartop
unu F5).

Bkazika @yHKOMH CO/Iep)KUT Habop (DYHKIMIA, JOCTYIHBIX TaKXKe B JHUasore
BcraBka > @yHKIUA.

Haxatvie Ha KpeCTHUK psIOM C 3arojioBKOM KaK[OW BK/Ia/IKM, CBOpauylBaeT

OokoByt0 naHesb. YTOOBI CHOBA OTKPBITH TY W/IM UHYIO BKJIA/IKy Ha)KMHUTE Ha eé 3HauOK
Ha OOKOBOH MaHesy.

3.4 OtkpbiTne ¢pannos B hopmaTte CSV

Kaxpasi ctpoka B ¢atine CSV, TXT, XML mpe/cTaBisieT cob0il CTPOKY B
Tabsmiie. TeKCT BBOAUTCS B KaBbIUKAX, UKC/Ia BBOAATCS 6e3 KaBbIueK. UTOObI OTKPBITH
datin CSV, TXT, XML B ACell:

1. Beibepute myHkT MeHro @aitn > OTKpBITh U Haiigure ¢aitn B dopmare
CSV, TXT, XML, KOTOpPbI! HY>KHO OTKPBITb.

2. Beibepure daiin v HOKMHTe KHOTIKY OTKPBITB.

3. Otkpoetcs auanor UMImopT TeKcTa, B KOTOPOM MOYKHO BbIOpPaTh HECKOJILKO
HaCTPOeK, AOCTYIHBIX IPU UMITOpTe (aitioB B Tabmubl ACell.

4. Haxxmure kHOTKy OK, 4TOOBI OTKPBITH ¥ UIMITOPTHPOBATH (haiisl.
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WMrnopt Tekcta - [MmnopT TekcTa bet] X
Hmnopr

Koauposka: |I-OH|.-1K|:|,5, (UTF-8) e |

Azeik |CTaH,a,apT - Pycckmin w |

Co ctpokm: |1 :

Napamerpw paspenmrens

OQMKcmpDEaHHan LLMPHHE @Eaa,qenmenb

TaGynauma [ 3anaras (] Touxa c zanatoii [ O dpyroi

[] Qébegnm@ﬁpaa@ npoBens PasgenwTens ctpok: ||

Apyrve napamerpbi
[] Mona g kaesimax kak texer [ Pacniosnasars ocobbie uncna

O Evaluate formulas

Mona

Tun cronbua: | |

CTaH,eJ,apTlCTaH,qapT |CTaH T | A
BanoTa Kypgf (pyGE)

ABCTpanWickwid gonnap 58,6911

AzephaiiwaHCcKnid MaHaT 42,8794

ADMAHCKWIA gpam 18,4115
BENOpYCCHUA pyBnk 26,3292
BONrapcKWi nee 40, 0104
BpasnIsCHUR pean 14,0094
BEHrepCHKUA GOpHHT 20,3737 v

rr—— e = = e ae

Cnpaska OTMEHNTE

Juano2 Mmnopm mexkcma

Pa3znmuunbie omiuu s umnopTa ¢aiino CSV, TXT, XML B 3/1eKTpOHHYIO
tabmuiy ACell onmcansr HKe:

1. UmmopT

* KoaupoBka, oripefiesisieT Habop CUMBOJIOB, KOTOPBIi OyZieT UCMO/Ib30BaThCS B
uMnopTupyemMom caiine.

® SI3pIK, ompe/iesisieT, KaK MMITOPTUPYIOTCS LIM(POBbIe CTPOKU. EcC/M S3bIK 1S
UMIIOpTa yCTaHOB/ieH B 3HaueHne Ilo ymomuanurw, ACell Oyger
WCII0J/Ib30BaTh S3bIK, YCTAHOBJEHHBI B OOLIMX HAcTpoWKax. Ecmm s3bIK
YCTaHOB/IEH KOHKDETHO (HampuMep «aHIJIMKCKWH», TIpU 3HAYEHUH TI0
YMOJTUAHUIO «PYCCKHI»), 3TOT $I3bIK Oy/leT HCII0/b30BaThCS TPU HWMIIOpPTe
quces.

® Co CTpPOKH, Orpe/iesisieT CTPOKY, C KOTOPOU HauHETCst UMIOPT. CTPOKU BU/THBI
B OKHe T1pe/IBapUTe/IbHOT0 TIPOCMOTPA B HIDKHEH YaCTH JMa/lorOBOTO OKHa.
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2. l'IapaMeprl pa3je/imTe/IA — YKa3bIBde€T KaKol CHMBOJI HCIIOJIB3YyEeTCAd B
KaueCTBe pa3ejInTesis 3HAUEHU.

* duKcUpoBaHHAA WIMPUHA, pa3/esisieT AaHHble ¢ (MKCUPOBAHHOM IIMPUHOU
(paBHOE KOJMUYECTBO CHMBOJIOB) Ha CTOJONBI. Ha’kMuTe Ha JMHelKe B OKHe
TIpeIBAPUTEILHOTO TIPOCMOTPA, YTOOBI YCTAHOBUTH HY>KHYIO ILIUPUHY .

® PasjenuTenb, BbIOepUTe pa3jenuTesib, UCIOJb3YeMbld B [aHHBIX, UTOOBI
pa3rpaHUuMTh JaHHBIe Ha CTO/OLBL [Tpu BeiOOpe JIpyroM, yKakuTe BPYUYHYIO
CHIMBOJI, WCIIOJIb3YeMBIN [JIsT pa3fe/ieHdsl JaHHBIX Ha cTosbipl.  Takoit
T10/1b30BaTeIbCKUM pa3/ie/IuTeslb JO/DKEeH CO/lepP>KaThCsl B AHHBIX.

* O0beauHATH pasje/MTe/]I, CcoueTaeT B cebe TIOC/TeZOBaTebHbIE
paszienuTeny u yAasnsieT MycThble MoJis JaHHbIX.

¢ Pa3fenuTenb CTPOK, 331a€T CUMBOJI /ISl pa3rPaHAYeHUsI TEKCTOBBIX /IaHHBIX.
3. [Ipyrue napameTpsl

® [Tonia B KaBbIYKAaX KaK TEKCT, eC/Id OMNLUs aKTHUBHA, TOJS WM SYerKH,
3HaueHWsi KOTOPbIX OrpaHUuYeHbl CHUMBOJAaMM, 3aZlaHHbIMU B  TIOJe
Pazpesurennis CTpoK (M0 yMOMYAaHHIO HCTIO/B3YIOTCA ~MAaIIUMHOMMCHbBIe
[IBOMHBbIe KaBbIUKK " B Hauajie U KOHILle TEKCTOBOro 0yioKa, HO MOXXHO 3a/laTh
CBOU CUMBOJI pa3/iefieHusi), UMIIOPTUPYIOTCS B BUle TeKCTa.

* Pacno3HaBaTh 0Co0bIe uMcC/Ia, ecyy omius aktuBHa, ACell aBTomMaTHuecku
00Hapy>KUT BCe YUC/IOBbIe (hOpMaThl, B TOM UHCJIe CIel[da/bHble YUCIOBbIe
(dhopMartsl Takue, Kak /jaTa, BpeMsi U SKCTIOHeHI[Ma/lbHOe TIpe/iCTaB/IeHue.

BbiOpaHHBI SI3bIK  TakKKe BAWSeT HAa TO, KaK OOHapy)XMBAKOTCS TaKue
CrieLjMajibHble YM(/Ia, TaK KaK B pa3HbIX S3bIKaxX MCIOJIb3YeTCsl pa3/IMyHOe HarvcaHue
TaKUX CIelyaJbHbIX Urces.

Ecmu sta omuust otkmoueHa, ACell Oyzer obHapy>KuBaTb ¥ KOHBEPTHMPOBATh
TOJIbKO JlecaThYHble 4yuciaa. OcranbHble, B TOM UHWC/Ie YHMC/a, MpeJCTaB/ieHHble B
9KCTIOHEHLIMAIbHOM  TIpe/iCTaB/eHnd, OyAyT WMIIOPTUPOBaHBl B BUJE TeKCTa.
HecsTuHOEe 4YMC/I0O MOXKeT cozepXaTb Ludpel oT 0 g0 9, pa3genuTenyd ThICSY U
JleCITUYHble pasfenuTend. Pasfenurenu TeICAY M JeCATUUYHbIE pa3fie/IMTeIM MOTYT
W3MEHSTHCS B 3aBUCUMOCTH OT BBIOPAHHOTO $13bIKa ¥ pErHOHa.

4. Tlosiss, TIOKa3biBaeT, Kak Oy/AyT BBIT/ISIETh [JaHHbIE MOC/e pas/ie/ieHusl Ha
CTOOLIBL

® Tun cTo/d1a, BbIOEpUTE CTO/OEI] B OKHE MpeJBapUTeIHLHOr0 MPOCMOTpa U
BbIOEpUTE THUIT JAHHBIX, KOTOPBIA Oy/JeT MPUMEHATHCS K WMIIOPTHPYEMbBIM
JIAHHBIM.

¢ CraHjapr, tun JaHHbix onpegenseTr ACell.
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¢ TekcT, UMNOPTHUPYeT JaHHbIe, KaK TEKCT.

® Aarnuickuii CHIA, uyncia, oTopMaTUpoBaHHble Ha sI3blKe AHIJIMNCKUM
CIHIA miyTcs ¥ BK/IFOYAIOTCSl He3aBUCUMO OT f13bIKa cucTeMbl. PopMar yucia
He mnpuMeHsieTcsi. Eciv Het 3amuceld ¢ Hactpoiuikodt Anrmmiickuii CIIA, To
MIPUMeEHSIeTCs CTaHJapTHBIN opmar.

® CKpBITB, JJaHHbIe B YKa3aHHBIX CTOJIOIAX He OYAyT UMITIOPTUPOBAHBI.

e lata (OMI')/(MAr')/(I'MJ), ompenensier ¢opmar oTobpaxenusi (/[eHb,
Mecs, 'op).

3.5 CoxpaHeHue 3NeKTPOHHbIX Tabnuy,

CMmotpurte nyHKT CoxpaHeHue OokymeHmoe B rnaBe 3amyck AlterOffice pns
03HAaKOMJIEHHsI C OCHOBaMH coxpaHeHHs JokymeHTOB B AlterOffice. Takke ACell
MOJKET COXpaHSTh TaO/HWIBI B pa3MUHBIX (hopMaTax W SKCMOPTUPOBATh TabIMIIbI B
¢opmatsl PDF, HTML u XHTML.

CoxpaHeHHe YTeKTPOHHBIX Tad/mI| B pyrux popmarax

ITo ymonuanuto AlterOffice coxpansieT ssiekTpoHHbIe Tab/uibl B hopMate *.ods
(BxoauT B coctaB ¢opmarta). [Iysi COXpaHEHHs! 3/eKTPOHHBIX TabIWI] B APYTHX
dhopmaTax He0OXOUMO:

1. OTKpbITh MeHIO Pai1 > CoXpaHUTh KakK.
2. B none Nms ¢aiisa BBECTU Ha3BaHUe JOKyMEHTA.

3. B nmosne Tun daiiia BbIOpaTh W3 BBINAZAIOLIETO CIHMCKA HEOOXOJUMBIH
dbopmar.

4. HaxaTb KHOIIKY COXpaHHUTb.
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B Coxpanenne

<« v 4 & » 3rorkounerotep > 3arpyskn v B O Mowck &: 3arpyskn

Vnopagowuts v Hosaa nanka

A Mum
5 Beicpsiii gocryn

[lata usmeHenns Tun Pasmep
I Patiounii cro. HeT 3nemMeHTOE, YA0ENETECPAIDLLMX YCIOEHAM NONCKE.
& 3arpysen
[E Aowymerter #
&) MsoBpaxerm #
[] Cesinku npunoxe

@ OneDrive - Persor

5 3ro7 comnrorep

B 8w

[ Dokymermer
4 3arpyzkn

v

i daiina: | Bes umern 1

Tun daiina: | ILsBrow 3nektporHoii TaBanuel ODF

3nextponian Ta6anug ODF

WaBnon 3nextpormoli Tabmmuer ODF
3nextponian Tabanya ODF (nnockmi XML)
3nra6auus Unified Office Format

Excel 2007-365

Brcel 2007-365 Waon

Bxcel 97-2003

DopHaT oBMSHa ABHHEIMM
dBASE

Howyment HTML (Cale)

SYLK

A Cipoims nanen  [Teker CSV

3nrabauus Office Open XML
Excel 2007-365 (¢ makpocan)

Bbibop ¢popmama coxpaHeHust

[lpu coxpaHeHMM B ¢opmarax OTIMYHbIX OT *.0ds OyZieT BbiBe/leH AMasor
no/TBepKAeHus1 (hopMaTa coxpaHeHus. UToObI 3TOT guasior Oosibllie He TOSIBJISICS,

HEOOXOAMMO CHSITb Tajoyky HarpoTuB CopammBaTth npu coxpaHeHunu He B ODF
¢dopmar.

MoareepxaeHne hopmara daiina >
@ JlokymMeHT MOXET BEXNOUaTs B ceba ¢popmaTupoBanune uau

COACPIMUMOe, KOTOPOE HEBOZMOMHO COXPaHUTL B BbIGpaHHOM
dopmare «Excel 2007-365=.

WMenonezsyiite dopmar ODF no yMonvannio, ecin xoTuTe BeITe YEEPEHHEIM B TOM,
4TO AOKYMEHT COXPAHWTCA KOPPEKTHD.

CnpalmeaTs Npw coxpaleHni B gopmate, oTanaHom ot ODF wan no ymondannio

| Menonesosats dopmar Excel 2007-365: | WMcnonesosate doprar ODF

IMoomeepotcoeHue coxpaHeHus 8 popmame, omauuHom om ODF

Ecmu BbiOpath asisi Tabmuiel  dopmat coxpaHeHuss Tekct CSV  (*.csv),
OTKPOEeTCS auajor JKCHOPT B TeKCTOBBIM (hailj, B KOTOPOM MOXKHO BBIOpATh
KOZIMPOBKY, pas/ie/iuTesib 1oJield, paszie/iuTe/b TeKCTa U Mpoure HaCTPONKH.
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3KCNOpPT B TEKCTOBLIN daiin X

MapameTpbi nons

Koaupoeka:
Paszgenutens noneid: |, i
Pasgentens ctpok: | ~

ConpaHATs COAEPKAMOE BHEEK KBK HA 3KpaHe
L] CoxpaHaTe GopuMyssl AYEEK BMECTO BBIYMCIEHHBIX 3HAUEHWA
[ Tekcroebie sHauerma B kasbiukax

[] DUKCMpoBaHHAA LWMpWHa cTonbua

Cnpaeka OTmEHUTE

DKcnopm 8 mekcmosblil gatin

Yrtober ACell coxpaHsii JOKyMeHTHI 110 YMOJTYaHHIO B (popMare, OTIMYHOM OT
¢opmata ODF, otkpolite meHio CepBuc > Ilapamerpsl > 3arpyska/CoxpaHeHue >
O6mue. B pasznene @opmar ¢aiiia mo ymoauanuw u Hactpoiiku ODF BoiGepuTe
Tun pokymeHTa > JJIeKTPOHHasi Tab/MI@ U HIKe BbIOepUTe B BhINa/arolleM
ciivicke Beerga coxpaHaTh Kak Tpebyemblii popmar daiina.

MNapaserpe - Jarpyaka/coepanewme - Db EX
AterCfice Rar
hn Ao HE R ! -
% o] PPNy L LR 0k 0 b i I TE ML HE TR
Cogticran VBA, | Tar prymate § A ocynaenInm bt rptde 1 PRERTIES

Mcropaft O

o cremanCTE © HTRAL Coxpareomsic
HucTpadian musn o] s E e |10 S e
Hspiw
e ] Mighiah £05CTE Aoaynmuty NEpag COrplrdmd
ﬁlbel':l.llf.-::.l'n'.-ell Eceran ¢ 00418 8TE PEISFEHGD KONes:
Hivge . A
S AR N0 PR o OITranTe asnde FyTA € g
[ o S e T A4
Brausncrenme
Bapkym Aopanar it ri | e H e (ot DOF
Crcon CopTHpascH Dipomed rpaiieh CIDF L it il [t S U ek e v
b e s !
CopsmcTHRALCTE o] sty TI AT P 00t B OPaiTe, Db oF COIF 0w 10 s e
Ceren
nl.,.-, T gowyna e Tem TR 4 0RyMesT -
i
I’_""'rl'm'“E!“ Bearan S s« ba TexgTaimd 4 orysser ODF ["oa) Ll
Setpoan |
Hrrepnet
Chpasas 1] 4 CIPist el Boverinonete

H3meHeHue ¢popmama coxpaHeHusi N0 yMOAUAHUIO

BbiGop anemMeHTOB B Tabnuue

Bb100op siueek

OpHa ssueiika

HakmuTe /ieBOM KHOIIKOM MBIIIN Ha siuerike. [IpoBepUThb MpaBUILHOCTE BbIOOpa

MO>KHO, TIOCMOTpeB B T10/1e O6s1acTh mcTa B CTpoke dopmyii.

2024 2. OO0 "AJIMU MapmHep"©



156

Jluana3oH CMeXHbIX AUeeK

[lrara3oH siueek MO>XXHO BBIOpaTh C TIOMOII[bIO K/TABUATYPhl WX MBIIIIH.
Br100p /ivamna3oHa siueek repeTackKUBaHUEM KypCOpa MBIIITH:

® HaxxMmuTe Ha siuerke.

® Ha)kmuTe U y/lep>KUBakTe Ha)KaTOW JIeBYIO K/IaBUIITY MBIIIIN.

® [TepemelaiiTe MbIIb.

® Kak TOMbKO >KejlaeMblii /iMaria3oH siueek Oy/eT BblJesieH, OTIyCTUTE JIeBYIO
KHOTIKY MBIIIIH.

Br10op anamna3oHa siueek Oe3 repeTacKUBaHUS MBIILIBIO:

® HaxmuTe Ha siueliKy, KoTopas SIB/seTCS OJHUM U3 YIJIOB /iara3oHa siueek.
® HaBeguTe yka3aTe/b MbIILIM Ha TTPOTUBOIIO/IOXKHBIN YTOJ1 AKara3oHa siueek.
® Yiep)kKuBasi Ha)XKaTou K/aBULLy Shift HA)KMUTe JIEBYIO K/IaBUILLY MBILIH.

B3:C14 vl fx Z v =|a

|, DTN o

O D 00|~ N e | L0 P =

SNSRI

[

Bbi60p duanazoua siueex

Cosem: Takaice MOX*CHO 8bIOPAMb OUANA30H sUeeK, HaXHCA8 CHaUAAa HA Nepayio
AueliKy 0uanasoHa, u, 8blbpas 6 obaacmu Pedxcum ebibopa 8 cmpoke COCMOSIHUSI peHCUM
Pacwupsiemoe ebl0eneHue. 3amem OOCMAMOYHO NPOCMO HAXCAMbL HA NOCAEOHIO
Aveliky oduana3oHa. UmoObl eepHymbcsi K OObIMHOMY pexcumy 6bl0eneHusl, CHO8d
gblbepume 8 cmpoke cocmosiHusi pexcum OOblUHOe 8blOeseHue.

YTOOKI BbI6paTb AHWallda30H Ad4Yeek 6e3 MOMOIIH MbIIIN:
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* BribepuTe siueliKy, KoTopasi OyZeT OHUM U3 YTJIOB JMaria3oHa.

* YpnepsxuBast KiaBuiy Shift, NCTIONB3ys KIaBUIIK Kypcopa BeIOepUTe HYKHBIN
[ivarasoH.

Coeem: Takiice MOXMCHO 8bl0eaumb OUANA3oH AlueeK, Uucno/b3ysa nose Hmsa Ha

navenu ¢opmyn. Umobbl eblbpamb OuanazoH sueek, egedume CCbLIKY HA BEPXHION
nesylo siueliky ouana3oHa, ecmasbme 0goemouue (:) U 88edume CCbLIKY HA HUNXCHIOK
npagyto sueliky ouanasoHa. Hanpumep, umobbl eébibpamb duanasoH siueek om A3 00
C6, HyocHo sgecmu A3: C6.

Jluamna3oH He CMeXXHBIX iUeeK

YT00BI BBIJ€/INTb HECKOJILKO AWdITa30HOB, BBITIOJIHUTE C/IeAYIOIIre iarv:

i BLI6EPI/ITe HHEﬁKy WX [udlla30H d4Yeek OJHKMM M3 MeETOJO0B, OITMCAHHBIX
BBIIIIE.

® [lepeMecTuTe KypCOp MBIIIM K Hauaay C/eAylollero Auaria3oHa WM OfHOMU
suerike.

® Haxxmure u yaep>xuBaiite kiaapuiy Ctrl, Ha)XMuTe Ha STYelKy UM BbIJe/INTe
Apyro# fuana3oH. ITIoBTOpuTe CTO/BKO pa3, CKOIbKO HeoOX0ArUMO.

HIEREEEE R
Lo = e e R S = R R S R

=

Bbl160p HeCcKonbKUX Ouana3oHos
BbijesieHue cTo/1I010B U CTPOK
OjuH cTo/10€e1] WM OfHA CTPOKA:
® UT00bI BLIZIEIUTH OZUH CTOJI0E1], HA)KMHUTE Ha ero 3aro/iI0BOK.

® Yro0bI BBIAE/INTb OAHY CTPOKY, HAXKMHWTE Hd eé 3aroJioBOK.
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Bbl1/je/1eHre CMeXXHBIX CTO/I0L0B HJIH CTPOK:

® HaxmuTe Ha niepBbIii CTOI0EI] WK CTPOKY M3 TPYTIIIBIL.

® HaxxmuTe u yzepkuBaiiTe knasuiry Shift.

® HaxmuTe Ha nociefHui cTober] Wiy CTPOKY M3 TPYIIIbL.
Bbl1/je/1eHe He CMe)XHBIX CT0J101[0B W/IH CTPOK:

® HaxmuTe Ha niepBbIii CTOI0EI] UK CTPOKY M3 TPYTIIIBIL.

® Haxxmure u yzepxuBaiite knasuiy Ctrl.

® HaxmuTe Ha Bce He0OX0MMble CTOJIOLIBI M CTPOKH T10 OYepesiu.

BeijienieHne nesoro ucra: Haxmure Ha 1osie Mexk/ly 3arojioBKamMH CTOJIOLIOB
U CTPOK WM HCronb3yWte KoMmOuHaimioo knaBuil —Ctrl+A, Takke MOKHO
BOCII0/Ib30BaThCs IIYHKTOM MeHI0 IIpaBka > Bbije/IMThb BCE.

AT:AMI1048576 vl fix T v =

BeigenuTe BCE

ITone Bbioeaumb 8cé.
Bbi6op ucTOB

Mo)xHO BbIOpaTh OJWH WM HecKoibkKo suctoB B ACell. DTo mMoxer ObITh
yI00HO, ecyii TpeOyeTCst BHECTH M3MeHeHUs B HECKOJIBKO JIMCTOB Cpas3y.

Bbi6op opHoro smcra: HaxvuTe Ha sIpJIBIK JIMICTa [T €ro BbIOOpa, SIPJIBIK
BBIOpAaHHOTO JIMCTa OKpaileH B Oenbnii 1BeT (corsacHo Hactpoek ACell 1o
YMOJTUAHHIO).

BbI00p CME)XHBIX JIUCTOB:
® HaxmuTe Ha SIpJIbIK TePBOTO JIUCTA U3 >KeJlaeMbIX.

i HEPEMECTHTE KYpPCOp MBIIIX Ha APJIBIK MMOC/TIeJHEr0 U3 >Ke/laeMbIX JIMCTOB.
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® Haxxmure u yjepkuBaiite Knauiy Shift 1 HakmuTe Ha SIp/BIK TIOCEJHETO
JIUCTA.

® Bce SIpABIKM MeXIy 3THMHU ABYMs SID/IbIKAMH BBIZEISTCS M CTaHYT Oesioro
1Bera. /[lelicTBUs, KOTOpble Bbl OyZeTe BBITIONHATh, IOBAMSIOT Ha BCe
Bbl/le/IeHHbIE JINCTHI.

BbI100p He CMe)KHBIX JINCTOB:

® HaxmuTe Ha SIp/IbIK [1IEPBOTO JIMCTA U3 JKeJlaeMbIX.

¢ JlepemecTuTe KypCOp MBIIIM Ha SIPJIBIK CIeyIOIIero U3 »keaaeMbIX JIMCTOB.

® Haxmure u yzepxuBaiiTe knaBuiy Ctrl 1 Ha)xMuTe Ha SIp/IbIK JIMCTa.

® [ToBTOpUTE MYHKTHI 2 W 3 /S KaXIOro Tpebyemoro jvcTa. BbigesneHHbIe
APJILIKK JIUCTOB OyayT Oesoro 1Beta. [lelicTBUs, KOTOpble BBI OyjeTe
BBIMOJTHSTh, TTOBJ/IUSIFOT Ha BCE BbIZIe/IEHHBIE JIUCTHI.

Bbi6op Bcex smcToB: HakmuTe mpaBoii KHOIIKOM MBIIIN Ha CTPOKE SIPJIBIKOB
JTUCTOB ¥ BbIOEpUTE B KOHTEKCTHOM MEHIO MYyHKT BBIAE/HTH BCe JIUCTHI.

3.7 PaboTta co cton6uamu U cTpokamm

BcTaBKa CT0/I01[0B M CTPOK

Slueliky BCTaB/sieMbIX CTOMOL@ UM CTPOKU OyAyT 0ThOopMaTHUPOBaHbI TakK, Kak
COOTBETCTBYIOLI[HE sTUeMKH U3 CTO/01a C/leBa U U3 CTPOKH BhIIlIe BCTaB/IeHHBIX.

1. BcraBka ojHOro crosduma wid cTpokd. C WUCIIO/Nb30BaHUEM BK/IAJKH
Pa3smeTtka:

® BoigenuTe siueliKy (cTtosber], CTPOKy), TAe HeoOXOAWMO BCTaBUTb HOBYHO
CTpOKY (cTosiberr).

® Haxxmute Ha kHOmKM Ctpoka wim Crtosder B 610ke BcraBka u BhibepuTe
roAxozsiiee 1elcTBUe.

| Bcraewte mct
[T 11
@ Crpoka =

@ CronBey

® C ucro/ib3oBaHueM MeHto JIucT:
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® BoigenuTe siueliky (ctosber], CTPOKy), Tie HeoOXOAWMO BCTaBUTb HOBYHO
CTpPOKY (cTosiberr).

* BribepuTe HY>KHBIN MYHKT U3 MeH0 JIuct > BeraBuTh cTo100BI it JIucT
> BcTaBUTh CTPOKM.

C uCr10/1b30BaHUEM MBIIIIH:

® BrigenuTe cTonbel] WIKM CTPOKY, T/le HeoOXOJUMO BCTaBUTH CTOJIOEI] WM
CTPOKY.

® HaxmMuTe mpaBoii KHOMKOM MBIIIHM Ha 3aro/I0BOK CTO/IOIA WK CTPOKH.

® BribepuTe MyHKT BcTaBUTH CTOIOLBI Mepej/mociie wid BcraBUTh CTPOKH
BbILIIe/HWXKe 13 KOHTEKCTHOI'O MEHHO.

2. BcraBKa HeCKOJIBKHX CTO/IOL0B WIH CTPOK, BAPUAHTHI:

1. Boienure TpebyemMoe uMC/IO CTO/IOLIOB WM CTPOK, Y/epKuBasi JIEBYIO
KHOITIKY MBI Ha 3ar0JIOBKe MePBOT0 CTOJOLA WM CTPOKU U, TIepeTaruTe
Kypcop Ha TpebyeMoe UHC/IO0 3ar0JI0OBKOB.

2. YToObI BCTaBUThH CTOMOIIBI MJIM CTPOKH, IEMCTBYITE Tak )Ke, KaK NPy BCTaBKe
OJTHOTO CTO/OI]a UM CTPOKH, KaK OBbLJIO OMMCAHO BBIIIIE.

Y nanenue siueex, CTO/IOIOB ¥ CTPOK
1. YtoObI yiamuTh siueiiKy:
*® BrienuTe sT9eliKy B CTOJIOLIE UM CTPOKE, KOTOPYIO XOTHTE YAA/HTh.

®* B mento JIuct BbibepuTe TMyHKT Y/Ja/HTh SAYeHKH WIM Ha)KMHUTEe TPaBOU
KHOITKOM MBIIIN Ha siueiike U BbIOepUTe MyHKT KOHTEKCTHOTO MEHI0 Y Aa/INTh
STUeHKH.

® BribepuTe HY)KHBIN MYHKT U3 iMasiora Y Aa/TUTh AYeHKH
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¥ aanuTe AYEfkKn X

Bribop

® MepemectuTs aueiikn ssep;

{ ) MepemecTUTE A4ERKN BNEBD
L ] YaanuTe cTpoky LemMKom

O ¥paniTe cTonGew UenrKom

Cnpaeka 0K CTMEHWTE

Juanoe Yoaaumsb siueliku

2. YToOBI ya/MuTh CTOJIOEL] WK CTPOKY:

® Ha)kmuTe IeBOM KHOITKOM MBIILIM HA 3aro/IOBOK CTPOKH WM CTOJ0LIA, UTOOBI

BBIJIEJTUTH BECh CTOJIOEL] WJTH CTPOKY.

® BhINOMHUTE OIHO U3 C/IeAYIOLUX [1eHCTBUI:

1. Ha Bkiaske Pa3merka HaxkmuTe Ha KHONKM Crtpoka wiu Crosder; u

BeIOepuTe Y Ja/IMTh CTPOKH WK Y JA/IUTH CTO/IOLBI.

2. B meHnro JIuct BoiOepuTe MyHKT Y Ja/IMTh CTPOKH/Y AA/TUTH CTOTOLBI

3. HaxxmMuTe TipaBOM KHOMKOW MBILIM W BbibepuTe MyHKT YAQJIUTh CTPOKH/

Y aamMTh CTOIOIBI M3 KOHTEKCTHOTO MEHIO.

3.8 PaboTa ¢ nucramm

BcTaBKa HOBBIX JIMCTOB

161

B CTpoKe SIp/IBIKOB JIUCTOB HA)KMHUTe Ha 3HauoOK /{00aBUTH JIMCT +, YTOOBI

BCTaBUTh HOBBIM JIMCT TI0C/Ie MOC/AeAHEero JucTa. [Ipyroii MeTos — OTKpPbITUe Auanora
BcTaBUTBH JIHMCT, T/le MOXKHO BbIOpaTh MO3WIMIO [IJii HOBOTO JIMCTa, CO3/aTh Oosiee
O/THOT'O HOBOTO JIUCTA, 3a/laTh UMsI HOBOT'O JIUCTA WU/IA BbIOpATh IMCT U3 (aiina:
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Bcraeuts Anct *

MNMonoxenne

O MNocne Tekywgero mmcra

Nucr

@ﬂosblﬁ mcT
Kommyecteo amctos: |1 >
Wram: Nner2

O W thaiina

Cnpaeka OtmernTE

Jluanoz Bcmagumsb aucm

® BoijenuTe JIUCT, PSZIOM C KOTOPbIM XOTHTe BCTaBUTh HOBBIM, W BblOepuTe
NyHKT MeHI0 JIucT > BcTaBUTB JIMCT.

®* Haxxmure npaBoﬁ KHOMKOM MBI Ha SpJIbIKE JIUCTa, pPAAOM C KOTOPbBIM
XOTUTE BCTAaBUTh HOBBIM JIMCT, U BbI6epI/ITe IMMYHKT BcraButh J/HMCT B
KOHTEKCTHOM MEHIO.

® Ha)kmuTe /1eBOM KHOIIKOW MBIIIM Ha CBOOOZHOM TPOCTPAHCTBE CIpaBa OT
SIPJILIKOB JTUCTOB, UTOOBI OTKPBITH Aiiajior BCTaBUTH JIMCT.

HEpEMEH.[EHI/Ie 1 KOITUPOBaHHUE JIUCTOB

[TepemelljaTh UM KOMUPOBATh JIUCThI B MpeJie/iaXx OJHOTO JOKYMeHTa MO’KHO C
TOMOLL[bIO TlepeTacKWBaHWg WM C TOMOLLBK [uanoroBoro okHa IlepemecTuTh/
CKONMMPOBATh JIMCT. [1/151 mepeMellleHHs WM KOMMPOBAHUS JIUCTA B [IPYTOM TOKYMEHT
Heo0X0/IMMO MCIIO/b30BaTh Auasnor IlepeMecTHTH/CKONMMPOBATH JIMCT.

ITeperackuBanue

YroObl TIepeMEeCTUTh JIMCT Ha HOBYIO TIO3WIUIO B TIpeZiesiax ofHOro (hatina,
Ha)KMHUTE Ha SIP/IbIK JIUCTa U, He OTITyCKasl JIEBOW KHOTIKU MBIIIIH, TIOTSTHUTE €r0 B HOBOE
MECTO, Terephb OTITYCTUTE KHOTKY MBIIITH.

YroObl CKOMMPOBaTh JIMCT B Tpefesiax OAHOro daiiia, yAep>KuBasi K/IaBHUIITY
Ctrl, Ha)XMuTe Ha SIP/ILIK JIMCTA, TIEpeTalUTe JUCT Ha HOBOE MECTO U OTIYCTHTe

KJ/IaBUIITY MBIIIN.

Hcnonb3oBaHue AUd/Iora
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MepemecTnTe/ cKoNMpPOEaTE NMCT *
Deictene
Hepemectuts Konnposats

Pazmewenne
B aokymeHt

EB“mH“-Ithuﬂﬁ'qaqmm]

Betasute nepes

- NEQEMECTHUTE B KOHEL, -

Hosoe uma

Nuwer?_2

Cnpaeka CTMEHNTE

Juanoe INepemecmumb/cKonupoeams Aucm

HOuanor IlepeMecTHTH/CKONMPOBATH JIUCT T03BOJIsIET TOYHO YKasaTh, Ky/a
MOMECTUTbD JIUCT: B 3TOT K€ WIW B JPYTOM JJOKYMEHT; ero MO3ULIMI0 B JOKyMEHTe; UMsI
JIUCTA TNpU TepeMellleHnH Wi KOITMPOBaHUY JIMCTa:

1. B Tekyll[eM JOKYMeHTe Ha)KMHTe MPaBOW KHOIKOW MBIIIU TI0 SIP/BIKY JIMCTa,
KOTODBIM TpeOyeTcs TIepeMeCTUTb WM CKONUPOBaTh W BbIOEpUTe U3
KOHTEKCTHOTO MeHI TyHKT IlepeMecTHMTH/KOMMpOBATh WIU OTKPOUTE
MyHKT MeHI0 JIuct > [lepeMecTUTh/CKONMPOBATH JIMCT.

2. Boibepure  Ilepemectuth v KommpoBaTh IS COBepIIEeHUS
COOTBETCTBYHOIIUX [€HCTBUM.

3. Bribepure MOKyMeHT, B KOTOPBI HY)KHO TIEPEMECTUTh WM CKOMUPOBATh
JIUCT, W3 BbIMAJAloOIIero Crucka B pasgene B gokymeHT. TaM MOXXHO
BbIOpaTh TEKYIIUWA [JOKYMEHT, 000M OTKDPBITBIA B HACTOSIIIMM MOMEHT
JIOKYMEHT WJIU CO3/jaTh HOBBIM [JOKYMEHT.

4. BoibepuTe MO3WLMIO [Jis TepeMelaeMOro WM KOMWPYeMOoro JIMCTa U3
crivcka BeraBuTh nepej.

5. BBeguTe vms [/1 miepemMelaeMoro Wid Kondpyemoro jucta B rose Hosoe
HUMsl, eC/I ero Hy>KHO usMeHuTb. Eciu vmvs He BBecTd, To ACell co3pact ums
1o ymosyanuto (JIucr 1, Jluer 2 ...).

6. Haxxmute kHOTIKy OK, uTOOBI MOATBEPAUTE MepeMellieHre Wi KOMMPOBaHHe
JIVCTA U 3aKPbITh JHAJIOT.
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IIpedynpedicoeHue: Ilpu nepemewjeHuu uau KOnNuposaHuu aucma & Opyeoll
OOKYMeHmM uau 8 HOoBblll OOKYMeHMm, MOoxcem 603HUKHYMb KOH(AUKM cC ¢opmyaamu,
C853aHHBIX C Opy2uMU JAUCMAMU U3 nepemMewjaemoz0 wiu KOnupyemoz0 Aucmd.

Y ganeHue TUCTOB

YTtoObl yJja/uTh OAWH JIUCT, HA)KMHUTE Ha ero sIpJbIK MpaBoOi KHOMKOW MBIIIN U
BbIOepUTe MyHKT KOHTEKCTHOTO MEHIO YJa/IMTh JIMCTBI WM BbIOEPUTE MyHKT MEHIO
JIuct > Y gamuth muctel. Haxxmure [a [y1s oATBep KeHrs B TTOSIBUBLLIEMCS 3arpoce.

YroObl yanuTh HECKOJIBKO JIUCTOB, BbIJeMTe UX (CMOTpUTe pasjesn Buioop
JIACTOB), HA)KMHUTe Ha JIFOO0W M3 BbIOpPAHHBIX SIP/IBIKOB IPABOM KHOIKOW MBIMN U
BbIOEpUTE MYHKT KOHTEKCTHOTO MEHIO Y Ja/IMTh JIMCThI WM BbIOEPUTE MYHKT MEHIO
IIpaBka > JIuct > YpanauTh JUCTbl. B nosiBUBLIeMCd Auanore Haxxkmure [a [ms
MO/ TBEP K/IeHUS.

HEPEI/IMEHOBHHI/IE JINCTOB

[To yMon4aHu0 /JMCTaM MpPUCBavMBarOTCsl MMeHa Buzaa JlucrX, rge X — 310
HOMep MO MOpsAAKYy. MOXXHO TeperMeHOBaTh JIMCT, WUCIOJb3ysl OAWUH U3 CJIeyIOLIUX
METO/IOB:

® [Ipy co3pgaHuMM MCTa, UCMOJB3YS Auasor BcraBUTH JIMCT, BBeAUTE UMS B
TeKCTOBOM I1os1e UMm4.

® Ha)xmMuTe MpaBOM KHOMKOW MBIIIM Ha sIPJIBIKE JIMCTA U BbIOEpUTe IyHKT
IlepeuMeHOBaTh JIMCT B KOHTEKCTHOM MeHIO, UTOObI 3aMeHUTh
CyLLleCTBYHOLL[ee UMsI Ha WHOe.

i ,Z[Ba)K,qu Ha>XMHWTE Ha APJIbIK JINCTA, YTOOBI OTKPBITE AHaJIOoT HEPEHMEHOBHTB
JIMCT.

3.9 BHewHunn Bug ACell

Hactpoiika Bujja JOKyMeHTa

WUcronp3yliTe (QyHKOMIO MacIiTabMpOBaHUs, YTOOBI TMOKa3aThb OoJblile WM
MeHblIle siueeK B OKHe IIpy pabote ¢ Tabnurei.

DUKCHPOBaHHUE CTPOK M CTOJIOLOB

@dUKCUpPOBaHUE CTPOK U CTOJIOIIOB OCTaBJISIET BCEr/la BUAUMBIMU HEKOTODBIE
CTPOKM B BepxHel 4acTH TaOJ/MI[bl WU HEKOTOPbIE CTOJIOLIbI B JIEBOM UaCTU TaOJIULIbI
WU Te U Apyrue ofHOBpeMeHHO. To ecTh, TIpU MepeMelljeHUH 10 Tabsiuile B mpefiesiax
JCTa, STYeWKU B 3a(MKCHPOBAaHHBIX CTPOKAX W CTOJOLIAX BCErJa OCTAlOTCS B T10JIe
3peHus..
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A B C D E F
| Pamunua Ima lopog
N VeaHoe WeaH Hitwnnii Hoeropog
43 | MeTpos Metp Mockea
Eropoe Erop HazaHk
5

(DUKCUPOGGHHble CmpoKu u Cm0ﬂ6l4bl

dUKCHpPOBaHHE CTPOK W/W/IH CTOJIO0B

1. HaxxmuTe Ha 3arojioBOK CTPOKA HWKe CTPOK, KOTOpble Bbl XoTUTe
3aMKCUPOBaTh, UM IIleJIKHUTE Ha 3ar0/I0OBKe CTOJOLA CIripaBa OT CTOJIOIIOB,
KOTOpBbIe Bbl XOTUTe 3a()MKCHPOBATh.

2. HaxxmuTe Ha siueiiky, KOTopast HaXOZMUTCSl HeMOCPeCTBEHHO M0/, CTPOKaMu 1
Cpasy CrpaBa OT CTOJIOLI0B, KOTOPBIE BBl XOTHUTE 3a()MKCHPOBATH.

3. Otkpoiite MeHi0o Bujg u Boibepute TyHKT PHUKCHPOBATH CTPOKH H
cToyidupl.  Mexay  CTpOKaMH WM CTONOAMH  TIOSIBATCS  /IBe
NepreHUKY/ISPHbIX ’KUPHBIX JIMHUM, YKasblBalollye, B KaKOM MecTe Obl10
C03/71aHO (PUKCUpOBaHHe.

OtmeHa pukcupoBaHus

YTtoObl OTMEHUTH (UKCUPOBaHWE CTPOK W CTOJIOLIOB, B MeHIO Buj cHumute
¢bnakok ¢ mniyHKTa @OUKCHPOBAaTh CTPOKHM M CTOa0LBI. KUpHBIe JMHUY,
TMOKa3bIBarol1e rPaHULIbl (PUKCHUPOBaHKSI, UCUE3HYT.

Pa3nenelme 3KpaHad

Euje oguH criocob u3menuTh BHemrHWM BUj ACell 3akmrouaercss B pa3zeneHun
(pa3buTHm) 3KpaHa 371eKTPOHHOW Tab/MIIbI (TaKyKe M3BECTHBIN Kak pasjesieHre OKHa).
OKpaH MOKeT ObITh pa3/iesieH 10 TOPU30HTAIA, BePTHUKAIA WA B 000MX HarpaB/eHUsIX,
YTO MO3BOJIUT OTOOPAXKATh /IO UEThIPEX UacTel TabMIIbI O/IHOBPEMEHHO.

A : B C | D _ E F
1]
2
3 SupaH 1 JKpaH 2
——
6
—=
8 |
9. Skpax 3 SkpaH 4
10

PasodeneHue okHa 00KymeHma Ha 4 30Hbl
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3aueMm 3TO Jenath? Hampumep, eciu ectb Oosbiniast Tabsuija, B KOTOPOUM OJHA
syeiika UMeeT 3HaueHue, KOTOPOe MCI0/b3yeTcsl B TPEX (opMyiax B [PYrUX siuerKax.
Wcnonb3ys pa3fieneHue 3KpaHa, MOXKHO PacrooXUTh sUelKy, cofiepyKalllylo YMc/Io, B
OJTHOM pasjiesie U Kax/yl U3 siueeK ¢ (GopMyJsamMH B IPYTMX pasfiesiaX. OTOT MeTO[
TMO3BOJIsIET, U3MeHsIsI YUC/I0 B OJIHOM siuelike, HaOMrO/aTh, KaK M3MeHeHUe B/UseT Ha
pe3y/bTaT BbIUMC/IeHUST KaXKA0W U3 (opMyI.

FOpI/BOHTaJIbHOE "/ Wi BEPTHKA/IBHOE pa3/ie/1eHue

® Ha)kmuTe Ha 3arojioBKe CTPOKH, KOTOpasl HIDKe CTPOK B MeCTe pa3fie/ieHHUs
3KpaHa 10 TOPU30HTA/NM WM Ha)XKMUTe Ha 3arojoBKe CTojblia crpaBa OT
CTONOIIOB B MecTe pa3fle/ieHHsl dKpaHa [0 BepTHKa/Jd WM HaKMHUTE Ha
SUeKY, KOTOpasi HAXOAWTCSI HETIOCPeICTBEHHO M0/l CTPOKaMH U Cpa3y CIipaBa
OT CTO/IOIOB, B MECTe TZie BbI XOTHUTE Pa3e/uTh TaO/IurILy.

® Otkpoiite MeHHO Bug u BbiOepuTe nyHKT Pasgenuts okHO. JIuHUS
pa3ziesieHusi TOSIBUTCS MeXKAY CTPOKaMM WM CTo/bLlaMH, yKa3biBarolljasi, B
KakoM MecTe ObIJIO CO3/1aHO pa3jiereHue.

OtMeHa Pa3je/ieHUus 3JKpdHad

Yrobel yOpaTh pa3zeneHue TaOMWIbI, BBITOJHUTE OJHO W3 CIEYIOUIUX
JIeCTBUM:

® Ha)kmuTe U repeTaliyre JUHUU pa3ieseHus K 1000My Kparo TabHLIbL.

®* B MeHI0 Bl/[ﬂ CHUMUTE BbIJIe/IEHHWE C ITYHKTa Pa3].'lEJII/lTL OKHO.

3.10 BBopg paHHbIX

BBoj uucia

HaxxmMuTe Ha sueiiKky M BBeJWTE YMCJIO C TOMOLIbI0 LU(POBBIX K/IaBUII Ha
OCHOBHOH K/aBuaType (LU(pPOBOM K/aBUAaTypbl crpaBa). [lo ymonuaHWiO 4ucaa B
siueiike BEIDOBHEHBI T10 [TPAaBOMY Kparo.

YToObl BBECTH OTPHI[aTeIbHOE UHC/I0, MO0 BBEAUTE CUMBOJI 3HaKa MUHYca (-)
riepe/; YUCI0M, MO0 3aK/IIOUUTe UKC/IO B CKOOKH (), Hanpumep, (1234). Pe3ynbrat /st
060oux crioco6oB 3anucu OyzieT oJUHAKOB: -1234.

Beaymme Hym. UYToObl COXpaHHUTh MUHHMAa/IbHOE KOJMYECTBO CUMBOJIOB B
suelike MPU BBO/Ie UKC/Ia U COXPaHUTh hopMaT silUelKu, Kak UMC/I0BOM, Hanpumep, 1234
1 0012, K uncy 0/DKHBI ObITH I00aB/IEHBI BeIyIHe HY/IH CJIeAYIOM 00pa3om:

® Ecu siueiika BbIOpaHa, HAXKMHUTe MPaBOM KHOIIKOW MBIIIM Ha Hel, BbIOepuTe
nyHKT dopMaT siueeKk 13 KOHTEKCTHOTO MEHIO0 WM BbIOepUTe TyHKT MeHIO
@dopmar > flueMku, WIM BOCMONb3yHTech codetaHueM KnaBuil Ctrl+1
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(umdpa), uToOBI OTKPHITH AUaor PopMaT sideeK.

® Otkpoiite BKIaAKy Umora u Boibepute ¢opmar UucaoBOM B CITHCKe
Kareropus.

® Huxe, B pa3gene Ilapamerpsl > Beayujue Hy/aud BBeJuTe MUHHMAaJbHOE
YKMC/I0 CHMBOJIOB B uncje. Harpumep 4, Tereps Jito60e UMC/IO JIMHON MeHee
yeTbIpeX CUMBOJIOB OyjeT WMeTh A00aBOUYHbIe HY/JW B Hauaje, Harpumep,
yycso 12 crader 0012.

® Haxwmure kHonky OK. BBesieHHOe unC/io COXpaHsieT CBOM UMC/IOBOM (hopMat
u mobas Qopmyna, wucnonb3yemas B SJeKTPOHHOM Tabmune, Oyzer
OTHOCHUTBCSI K 3HAUEHHMIO W3 TaKOW siUelKH, KaK K UUC/y, U BBITIOJHATH BCE
BO3MO>KHBIE /ISl UMC/Ia JAEHCTBUSI.

Dopmat Aueek X

Hwnena Wpngr 3gupertel wpndgra BripasHueanue Boctounecasmartckwe npasnna vabopa OBpamnenne ®on 3awpra aueiikn

Kareropusa Popmar Asbik
- (Craniaapr - Pyccini v
Ocoboit 1235
:  |-1234,57
MpoueHTHEIA 1225
JeHewHEBIA 122457
Hara 123457
Bpema
Hayueiii
Apobe
Noruyeckwii
Teker
-1234,56789012346

MNapamerphl

JpoBHan yacTe: 3 [ Orpuuatenstbie uncna kpacHsim

Begyupre vy |1 = [ Pazgenmrens paspagos
Koa gopwara

Standard

Cnpaeka BoccraHosuts CTmeHNTE

Juanoe @opmam saueliku — eknadka Yucaa

Ecmu uncio BBeseHO C  BefyluMu HyasmMu, Harpumep 01481, To 1o
ymomuanuto ACell aBTomaThuecku otOpackiBaeT Begyuuii 0. UToObl COXpaHUTH
Be/IyIIiiie HY/IM B UKCJie He0OXO0AUMO:

® BeeguTe aroctpod (') mepes urciom, Haripumep '01481.

® [lepemMecTuTe BblJje/leHMEe Ha JPYryl suelKy. AmocTpod aBTOMaTH4yecKU
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yAansercsi, BeAyllde HYIM COXPAHSIOTCS, a UYMCI0 Tipeobpa3yeTcsi B TeKCT,
BBIDOBHEHHBIH TI0 JIEBOMY Kpalo.

IMpumeuanue: Popmam sueek Oelicmgyem MOAbKO 0/5 AUeliKU UAU 2pynnbl
Aueek, 0/151 KOMOPbIX OH 3a0aH. PasHble suetiku Mo2ym umemb pasHbili popmam siueex.

Yucio, Kak TeKCT
Yucna Takke MOTYT ObITh TTpeoOpa3oBaHbl B TEKCT C/IeYIOLIHUM CITI0COO0M:

1. Ecmm sueiika BpIOpaHa, HA)KMUTe TIPaBOM KHOIIKOM MBIIIM Ha Heé, BbIOepHUTe
@dopmaT sAYeeK U3 KOHTEKCTHOIO MeHI0 WM BblbepUTe MYHKT MeHI0
®opmar > flyelikHM, WIM BOCIIO/b3yUTeCch codeTaHweM kiaasuil Ctrl+1,
4yTOOBI OTKPBITH Avanor dopMar sJeex.

2. OtkpoiiTe BKIaAky Uucaa v Beibepute popmat Tekcer B criicke Kareropusi.

3. Haxxmure kHOnKy OK U umcsio npeobpasyercsi B TEKCT, U, 10 YMOTYaHHIO,
OyZieT BEIDOBHEHO 10 JIeBOMY Kpato.

IIpumeuaHue: Jliobble uucna, omgopmMamupogaHHble KAk mekcm, 8
31eKmpoHHoll mabauye 6ydym paccmampueambcsi mobbiMu (hopmynamu, Kak HO/b.
@dyHKyuu 8 hopMyse uzHOpupyrom mekcmoeble 3anucu.

TekcT

HaxxMuTte /1eBO¥ KHOIIKOI MBIIIM Ha SUelKe U BBeJilTe TEKCT. Ilo YMOJ/TYaHHUIO
TE€KCT BBIPABHHUBAETCA I10 JIEBOMY KpdIO STYeTiKH.

JlaTa u Bpems

Beigenure sueliky W BBejuTe [aTy WIM BpeMs. Bbl MoXXeTe pasfenvThb
3/IeMeHThI JlaThl TOUKOW Wiu fAeducoMm (—), WM UCIIO/B30BaTh TeKCT, Harpumep 10
OkTs6pst 2012. dopmar faTbl aBTOMaTHUeCKU MepeKIIoUYUTCS Ha HY)KHbIM (hopmar,
rcronb3yemslii ACell.

[Ipu BBOZle BpeMeHH OT/e/IbHbIe 37IeMeHTbl BpeMeHU pasziesistoT JBOeTOUUIMU —
10:43:45. dopmar BpeMeHH aBTOMAaTUUeCKU TepeKIUUTCS Ha HYXHbIM (opmar,
ucnonb3yemeiid ACell.

YroObl M3MeHUTH (hOpMaT BpeMeHU WU JIaThl, ucrosb3yembiii ACell:

1. Eci siueiika BeIOpaHa, HA’)KMUTE TIPAaBOM KHOIIKOM MBIIIH Ha Heé, BeiOepuTe
dopmMaT AYeeK W3 KOHTEKCTHOTO MeHI0 WM BbiOepUTe TYHKT MeHHO
®opmar > SluelKH, WIKM BOCIOJb3yHTeCh coueTaHueM kiaBuil Ctrl+1,
YTOOBI OTKPBITH AiKiajior dopMar siueek.

2. Otkpoiite BK1agky Umcnaa u Beibepute opmar Jlara wiu Bpems B crivicke
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Kareropus.

3. Beigenure opmar /jaThl UM BpeMeHU, KOTOPBIM Bbl XOTUTE HCII0/Ib30BaTh, B
cricke dopmar.

4. Haxxmute kHOnKy OK.
ITapameTpbl aBTO03aMeHBbI

ACell aBTOMaTHUeCcKd TIPUMeEHSIET MHOXKeCTBO H3MeHeHWW BO BpeMs BBOjA
JJaHHBIX C MCTOJIb30BaHMEM aBTO3aMeHbI, eC/Ii 3Ta (QYHKLHMs He OTK/IroUYeHa. MOKHO
OTMEHWUTb JIIOOble H3MeHeHHWs C TioMomplo kmaBuimn Ctrl + Z wiu BpyuHylo,
BO3Bpall[asiCh K MOMEHTY J10 U3MeHeHUsl.

ABTO33MEHE x

JamEHBI W MCKAMYEHNA 418 AsbiKa:  |Pyccrkmii ~

3amenuTte Mckmouenna Mapametper HaumonansHeie

3amenato JamenaTb Ha

Cozgate

] = ¥aamTe

T L e O O e o
Lol
i Moo

oW
w

Cnpaexa BoccraHoeuTe OTMEHWTE

Jluanoz AemosameHa

YroObl M3MEHUTb TMapaMeTphbl aBTO3aMeHbI BbibepuTe B MeHIO CepBHC IYHKT
ITapameTpbl aBT03aMeHbI, YTOOBI OTKPBITH Ariasior ABTo3amMeHa. Bkiazku (hyHKIHN)
Janora:

® 3ameHa, TabiMila 3aMeH [jII aBTOMAaTHYeCKOTO WCIIPAB/I€HUS WM 3aMeHbI
CJIOB Y COKpAILleHHUH B JOKYMEHTe.

® VlckmoueHusi, COKpallleHUss Wiu coueTaHusi OykB, Kotopble AlterOffice
JI0JKeH UTHOPUPOBATh TIPU aBTOMaTUUeCKON KOPPeKI[UH.

® [lapameTpbl, TIapaMeTphbl /Jii aBTOMAaTHUYeCKOM 3aMeHbl OIIMOOK BO
BBe/IEHHBIX BaMU JJaHHBIX.
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3.1

i HaL[I/IOHa]IbHLIe, IMapadMeTpbl dBTO3dME€HBI KdBBIUE€K W I1dPpaMe€Tpbl, KOTOPLIE
ABIAKOTCA CHEL[I/I(bI/II—IECKI/IMI/I AJI A3bIKAa TeKCTA.

® BoccraHoBUTb, cOpOC M3MeHEHHBbIX 3HaueHWH K 3HaueHusM AlterOffice mo
YMOJIYaHHUIO.

OTK/Il0UeHHe aBTOMaTHUYeCKUX H3MEHEHﬂﬁ,

HekoTophle mapameTphl aBTO3aMeHbI TIPUMEHSIIOTCS TPU HaXkaTuu Tpoberna
rocje BBOZA JaHHbIX. UTOObI BBIKIIOUWTH WM BK/IIOUUTH aBTo3ameHy ACell,
niepeiigute B MeHt0 CepBHUC U CHUMUTe (/IaXKOK C TTYHKTa ABTOBBOJ.

YckopeHune BBoAa AaHHbIX

BBo/i ZIAHHBIX B 37IEKTPOHHYIO TaOJIMIYy MOXXET ObITb OU€Hb TPYZOEMKHM, HO
ACell pefiocTaBisieT HECKOJILKO MHCTPYMEHTOB [I7Is1 YCKOpPeHUst pabOoThI 110 BBOAY .

Camasi OCHOBHasi BO3MOXXHOCTb — 3TO IepeTacKUBaHWEe COJEepP)KUMOT0 O/HOM
sueliku B JPYTyI0 C TOMOIIbIO MbIIM. MHOrue /O TakKe HaXOAST T0/Ie3HbIM
ABtoBBoA. ACell npenocTaBnsieT HeCKOAbKO JADYTMX  UHCTPYMEHTOB /ISl
aBTOMaTH3alluM BBOJIa, OCOOEHHO COCTOSIIETO U3 TIOBTOPSIOIIErocss MaTeprana. OHU
BK/TIOUAIOT B ce0S1 MHCTPYMEHT 3ario/THEHUs], CTIMCKM BbIOOpa, a TakKe BO3MOXKHOCThb
0/IHOBpEMEHHO BBO/IUTh MH(OPMaLHIO0 B HECKOBKUX JIUCTaX OJHOI0 JJOKyMeHTa.

Ncnonb3oBaHue HHCTPyMeHTa 3ano/IHUTh

Wactpyment ACell 3amonmHuth  wucnonb3yercs Ay ayOnvMpoBaHUs
CYLIECTBYIOIIETO0 KOHTEHTa WM CO3JjaHus Cepud [JaHHbIX B [uaria3oHe siueek B
3/IeKTPOHHOM Tabsu1e:

1. BbIAEJII/ITe HHEﬁKy, CoJepxKalllyro JaHHbIEe, MmoAJiexXalrue KOIMMPpOBaHWIO, WU
ABJIAIOIIYHOCA HadaLHOU AJId CEPpHU.

2. Boigenure MBILIKOW AMAra3oH sueeK WM, UCIONb3Ys 3aKaTyi KJIaBHUIITY
Shift, mesikHUTE TI0 TTOC/TIeJHEH siUeliKe B JUaria30He.

3. Broibepute nyHKT MeHio JIucTt > 3amo/HUTBL U BbiOepuTe HampaB/ieHUe, B
KOTOPOM Bbl XOTHUTE CKOITMPOBATh WM CO37aTh JlaHHbIe (BBEPX, BHU3, B/I€BO
WY BIIPABO) WU PSiZibl U3 KOHTEKCTHOTO MEHHO.
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AT:A7 v fx Z w
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Hcnonb3zosaHue uHcmpymenma 3ano/Humb

KpOMe TOro, Bbl MOXKeTe HCII0/Ib30BaTh WHOM MnyTh, yTOOBI 3aMOTHUTh STUEUKHU.

1. BeigenuTe siueiKy, CoZiep>Kallyto JaHHbIe [ KOMPOBaHUS, UK HaYa/IbHYIO
STUeMKY JJis1 PsJIOB.

2. [lomecTuTe Kypcop Ha MaJIeHbKUH KBaJpaT B TIPaBOM HIKHEM YTy
BbI/le/leHHOM siueliku. Kypcop u3MeHUT OpMy Ha KPeCTHK.

3. HaxxmuTe U mepeTallyTe ero B Hy>KHOM BaM HarlpaB/ieHWH 3amoJiHeHus. Eciu
HUCXOJHas siuelika CO/IEP)KUT TEeKCT, TO TeKCT OyZeT aBTOMAaTUUYECKH
ckorvpoBaH. Ecm ucxoiHas siueiika cofiepkana psifi, To OyeT co3ziaH psif.

Hcnonb3oBaHue 3am0/THEHUS PAAOB

Eciu Bbl BbiOpanu B MeHIO MyHKT JIucT > 3ano/siHUTh > 3ano/IHUTh PSAABI,
OTKpOeTCs iuasor 3amo/THUTh PA/bI, B KOTODOM MOKHO BbIOpaTh THII psifia.

3anonHnTe pagsl X

Tun papos Eamnuua Bpemenn
@ﬂHHEﬁHQﬁ Jexe
O LeomeTpudeckni JeHb Hegenn
i) larta Mecay,
O ApTozanonHeHne [og

Hau. shavenne: |1
KoH. sHaueHne:

MprpaleHne: 1

=

Juanoe 3anoaHumsb psobl

HanpasneHue, onpe/iesisieT HarpaB/ieHUe CO3/JaHusl PSI0B:
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® BHu3 — C037aeT HUCXOASIIYIO CEpUI0 B BLIODAaHHOM /[uara3oHe sueeK st
cTonbija C WCTMONb30BaHHWEM OIpe/le/IeHHOr0 TIpUpAIlleHHsT [0 KOHEYHOTO
3HayeHwusl.

b BnpaBo — CO34a€T pAAbl C/iIeBa HAIIpdBO B Ipeejiax BbI6paHHOFO JAHralia30Ha
gyeek C HMCIIO/JIb30BaHWMEM OIpee/IeHHOro TIIpHpdadileHruda OO0 KOHEUHOI'o
3HAUeHMus.

®* BBepx — C03/1aeT BOCXOJSIIYIO CEpUI0 B /[Mara3oHe siyeeK CTojbla c
HCTO0/Ib30BaHUEM OTpeie/IeHHOTO MPUPAIIeHus 10 KOHEUHOTO 3HaUeHUsl.

® BieBo — co37j@eT psiibl CTipaBa HajleBO B BBIOpAaHHOM /Uaria3oHe siueeKk C
WCII0/Tb30BaHKWEM OTpeZieJIeHHOTO MpUpallleHUsl 10 KOHeYHOT0 3HaueHUsl.

Tun pApoB, onpee/seT TUII PA/IOB:

¢ JluHelHBIM — CO37@eT JIMHEWHbIM UMCIOBOM Ppsifi C HWCIOIb30BaHUEM
oripe/ie/ieHHOT0 TpYpallleHrs] 1 KOHEeUYHOro 3HaueHWsl U yKa3aHUs eWHUI]
H3MepeHusl.

* 'eomMeTpHUeCKHil — CO37laéT TeOMeTPUUeCKUd psiJi C HCI0Ib30BaHUEM
orpeie/ieHHOTO TpUpaleHus1 (MHOXXUTEJIS1) U KOHeUHOTO 3HaUeHUs.

® Jlata — co3/aeT psAJ AAT C WCTIOb30BaHHUEM OIIPe/Ie/IeHHOTO TpHpalleHus,
JlaThl OKOHUAHUS U YKa3aHHs eZIMHUL] U3MepeHUs (ZieHb, Mecsll, Tof) .

® ABToO3amosiTHeHHe — 00pa3yeT psiji HernocpeACTBeHHO Ha jumcTe. DyHKIUS
aBTO3arll0/THEHUST UCTIOb3yeT HaCTPOeHHbIe CIMCKU. Harpumep, mpu BBoje B
TepBOM siueiike cjioBa «$IHBapb», Cepus 3aBePIIUTCS, HWCIIOMb3ysl CIHMCOK,
onpeeneHHbIM B HacTpoiikax AlterOffice B mento CepBuc > IlapameTpsi >
AlterOffice ACell > Cnucku CcOpPTHPOBKH. ABTO3arlo/IHEHUe TbITaeTCs
3aBepILIUTh PsiJ 3HAUEHHSIMH C TIOMOIIBIO 3a/laHHOrO IabsoHa. Harpumep,
ymrcioBou psiz 1,3,5 aBToMaTHuecku OyieT poAo/bKeH unciamu 7,9,11,13.

E,anm[a BpeéMEHHU, B 9TOM 00/1aCTH MOYKHO YKa3dTb HY>XHYKO €JWHULY

M3MepeHHsi BpeMeHH. JTa 00J1aCcTh aKTHBHA TOJILKO TPU BbIOOpe THMa psija Jara:

¢ JleHb — UCIIO/Ib3yUTe THUII PAi0B JlaTa M 3TOT MapaMeTp /sl CO3[aHUs psifia C
ripypaltieHreM 110 JHsM (6e3 orpaHAueHHH).

¢ JleHb Hefe/U — UCTIO/B3YyUTe TUT PsiioB JlaTa 1 3TOT napameTp AJis CO3[aHust
psiia U3 C TpUpaileH|eM 1o AHSIM (TI0 TIITUJHEBKaM).

® Mecsiry — WUCIONMB3yHWTe TUM psgoB Jlara W 3TOT MapameTp, uTOOBI
chopMHpOBaTh psAbl C MPUpALLleHUEeM 10 MeCsLjaM.

® T'op — ucnonb3ykiTe TUT psifioB JlaTa v 3TOT mapameTp, uToObI CO3/1aTh PSA/BI C
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TipyUpallieHreM TI0 TOZaM.

HauannHoe 3HA4Y€HHUe, orpejedeT Haud/IbHOE 3HAYEeHHUE pAld. MCHOJ’IBByeTCH
4UucC/io, naTta Wik BpeMs.

KoneuHo 3HAYE€HHE, orpenendeT KOHeUHOe 3Hd4YeHHe psdlad. MCHOJ’IBByeTCH
4UucC/io, nata Wik BpeMs.

IIpupaieHue, onpesienseT 3HaueHWe, Ha KOTOpOe psifi BLIODAaHHOTO THIIA
yBeIMUMBAeTCS C KaXJbIM I1arom (z1s Tumna I'eoMeTpuyeckuii — 570 3HaueHue OyzeT
MHOXXHTe/IeM). 3ariucyd MOTYT ObITh CJie/laHbl TOMBbKO TOT/a, Korja BbIOpaH THIT psiia
JTUHeWHbIM, FeOMeTPUUeCKUN WU JlaTa.

OmnpepeieHue 3ano/THeHUs psaja

YTo6b! OnpesieNTh CBOW COOCTBEHHBIN Psifi 3arI0/THEHUS:

1. Bribepute nyHkT MeHio CepBuc > ITapamerpnlr > AlterOffice ACell >
CnHcKH COPTMPOBKH, UTOOb!I OTKPBITh OJHOMMEHHBIN Axanor. 3ToT Auanor
TOKa3bIBaeT paHee oIpe/iesieHHble pPsifbl B rosie CHMCKM U COjfiepyKaHue
BbI/le/IEHHOTO CIIMCKA B 10J1e J/IeMeHTHI.

2. Haxxmute kHorky Co3pars. [losie 31eMeHTbI OUMCTUTCS.

3. BBeguTe psifi A1 HOBOTO CMMCKAa B Tojie JJieMeHThI (OFHO 3HaueHHe Ha
CTPOKY).

4. Haxxmure KHOTIKY /{06aBUTB 1 HOBBIM CITUCOK MOSIBUTCS B 110716 CIIHCKH.

5. Haxxmute OK, uT0OBI COXpPaHUTb HOBBIH CITUCOK.
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Mapamerpe - AlkerOffice ACell
AmerCfice Crwcin
Jarpyacalconpanienine
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Konmposans
[a] 4 [afTETe Eoccrancanrs

Juanoe Cnucku copmupoeku

Hcnosib30BaHKe CIMCKOB BhIOOpa

Crimcku BbI60pa AOCTYIIHBI TOJIBKO [OJId T€KCTAa U OrPAHUYEHBI TO/IbKO TEKCTOM

y’Ke BBeZIEHHBIM B CTOJIOIIE.

1. Beibepute mycTyro siUeliky B CTO/OIle, KOTOPBIA COMEPKHUT SUEHKY C

TeKCTOM.

2. HakmuTe TipaBOi KHOIIKOM MBI W BbiOepuTe MyHKT CHHMCOK BbhIOOpa 13
KOHTEKCTHOIO MeH0. BpIna/jaroluii CMCcoOK MOKaKeT BCe BapuaHThl TeKCTa
U3 siyeeK B CTOs0Lle WM Cofep)XuMoe siueeK, OT(OpPMaTUPOBAaHHBIX KakK

TeKCT.

3. HaxxmuTe Ha HY)KHbIM BapHUAHT U OH BCTABUTCS B BbI/Ie/IEHHYIO STUeMKY.

3.12 ®yHKuum no pabote ¢ AaHHbIMKU B ACell

B panHol crtathe omuchiBatoTcs QyHkiuu AlterOffice ACell. B mactepe
GbyHKI[UH Tpe/icTaB/IeHb] pa3TuyuHble PYHKIUU, KOTOPbIe Ae/ATCS Ha KaTeropuHu.

Kareropusa OnucaHue DYHKLMUM
®yukiun  6a3sl | [Tomoraror OOVCIT; AOVCIIT; JU3BJIEUDL; AMAKC; IMUWH,;
JAHHBIX npoanamumsuposat | AITPON3B; JCP3HAY; JCTOTKIIL; JCTOTKIIT;

JAHHBIX, KOTOpast
COCTOUT U3
CTOJIOLIOB U CTPOK,

b npocTyto 6asy | ICYMM; JICUET; ICUETA
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C TaHHBIMH,
OpraHU30BaHHBIM
Y KaK OfIHa CTPOKa
JUIST KK oM
3aMHUCH

@yukimu [lara u
Bpewmsi

Ncnosns3yrores
[i71s1 BCTaBKU U
W3MeHeHUs 1aThbl

IIATA; PASHJIAT; JATA3HAY; IEHb; IHV;
JTHEI1360; EASTERSUNDAY; JATAMEC;
KOHMECSIIIA; YAC; MUHYThI; MECSIL;

Y BpeMeHU UNCTPABHUW; UAUCTPABAHU.MEX]]; TOATA;
CEKYH/bIL; BPEM{; BPEM3HAY; CEI'OHSA;
OEHBHEI; HOMHEOEJIU;
HOMHEEJIN_EXCEL2003; PABJEHD;
PABAEHBb.MEX/]; 'O; JOJIATOLA
duHaHCOBBIE Marematuueckue |DB; I1IC; AMOPYB; AMOPYM; ACY; BCH; A00Bb;
byHKUMN byHKUMY 1715t OJINT; HAKOIIIOXO4; HAKOITJOXOAIIOI'AILT;
(bHAHCOBBIX [TOJIYUEHO; ITPOLIITIAT;
BBIYMC/IEHUH CKUOKA; DODEKT; DODPEKT_ADD; PMT; AIlJ;
JOXO4; AOXOOJUEK; JOXOATTOI'ALL;
OJOXOOCKUOKA; MBCH; MIJIUT; HOMUHAJI;
HOMUMHAJI_ADD; OBIIIOXO/;
OBIIAOXOO_ADD; OBIIITJIAT; OBILIIIVIAT _ADD;
OCIUIT; ITOJINT; PABHOKYEK; PYBJIb.AEC;
PYBJIb.JPOBb; HEHA; HEHAKYEK;
HEHATIOT'AIL; HEHACKUIKA; UIIC; BC;
CTABKA; B3PACIINC; JATAKYIIOHAO;
OATAKYTIOHITIOCIJIE;
ITHEWKYTIOH; THEMKYTIOH/IO;
JTHEWKYTIOHIIOCJIE; JOXO/IEPBHEPET;
OJOXOMOITOCJ/IHEPEL'; UHOPMA;
KIIEP; TTPTIIT; ITYO; HUEHATIEPBHEPET;
LHEHATIOCJIEHEPETI'; UNCJIOKYTIOH;
UMCTBH/JOX;
UNCTH3; OKB.CTABKA;
Nudbopmarmonso- | Vicronb3yroTes 4; HA; EJIOTNY; EH; HETEKCT; EHEUET;
TeXHOJIOTUUYeCKue: | /11 IIPOBePKU EHEUET_ADD; EOIII;
DyHKLUN TUIIA 3HAUEHUS EOIIWEBKA; EITYCTO; ECHI; CCBIVIKA; ETEKCT;
vHdopmMaImn WY CCBUIKHU. EDOOPMYVYIJIA;
Kaxpaas u3 stux  |EUETH; EUETH_ ADD; EUMCJIO;
byHKIMI MH®OPM; TEKYIII; TUIT; ®. TEKCT; AYENKA;
MpoBepsieT TUI
3HauUeHMs U
BO3BpalljaeT
3HAUeHHe
NCTUHA unu
JIOXB.
Nudopmarmonto- | B coorsercteuu ¢ | EH/l; ECJIMOIIMEKA; ECJIMMH,;
TEeXHOJIOTUYEeCKUE: | pe3yabTaToM INEPEKJIKOY; ECJIN; U; NJIN,
Jlornueckue yC/I0BUSA NCKW/IN; NCTUHA; JIOXXb; HE
hyHKIMN BBITIOJTHSIETCSI TO,
WIN UHOE
JeticTBHe.
MaccuBbl Henatot paboty ¢ |JITPOITPUB; JINHEWH; LINEST;

BOJIBIIUMUA

MEJIVIH; MOBP; MOIIPE/L;
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JuariazoHamMu MYMHOJX; POCT; CYMMKBPAS3H;
3Ha4YeHUH CYMMIIPOWN3B;
ynobHee U CYMMPA3HKB; CYMMCYMMKB; TEHAEHIINSA;
ObICTpee TPAHCIT; YACTOTA
MaremaTtnueckrie |C NOMOLIBIO AT'PET'AT; BEIUECTE; CYMM;
byHKIN mareMatrueckux | HOUR; CYMMECJ/IMMH;

hyHKLIUN MOXXHO
TIPOBO/IUTh
pa3/TUuHbIe
pacyeTsl

ABS; ACOSH; ACOT; ACOTH;

ASIN; ASINH; ATAN; ATAN2;

ATANH; CONVERT_OOO; COS; COSH; COT;
COTH; EXP; LN; LOG; LOG10; PI; SEC; SECH; SIN;
SINH; TAN; TANH; T'PAYCHI;

3HAK; UTOI'; KOPEHb; KOPEHBIIU,;
MYJIbTUHOM,;

HEYET; HO/l; HO_EXCEL2003;

HOK; HOK_EXCEL2003; OKPYTI,;
OKPYIJIBBEPX; OKPYI'JIBHI3;

OKPYTJIT; OCTAT; OTEP;

I[NEPECUETEBPO; [TPON13B;

PAJVAHBI; PAI.CYMM;

CIIYUMEXOY; CIYUMEXOY.OB; CJTUUC;
CJ/IYUC.AB; CTEIIEHDB;

CYMMECIJIU; CYMMKB;

®AKTP; 1IEJIOE; UETH;

YACTHOE; UKOMB; UKOMEA;

CraTuctuueckue
byHKIMH

[Iprmenenue
CTaTUCTUUYECKUX
byHKIMIA
obsieruaer
I10JIb30BATE/II0
OCYIIeCTBUTh
CTaTUCTUUECKHUH
aHa/IM3 JaHHBIX.

BETAOBP; BETAPACII; BMHOM.OBP;
BMHOM.PACII;

BEMHOMPACIT; KBITUPCOH;

OTPE3OK; CUET; CUETA;

CUETECJIN; CUETIIYCTOT;

XW12.0BP; X12.0BP.ITX;

XW12.PACII; X2 .PACILIIX;

XWU2.TECT; X20BP; XV2PACIT; XU2TECT;
XUKBOBP; XKBPACII; 9KCII.PACIT;
OKCITPACII; F.OBP; F.OBP.IIX;

F.PACII; F.PACILIIX; F.TECT;

FPACIT; FPACIIOEP; Z.TECT;

ZTECT; TAMMA; TAMMA.OFBP;
T'AMMA.PACIT; TAMMAHJIOT;
T'AMMAHJIOI.TOYH; TAMMAOBP;
TAMMAPACIT;

T'AYCC; TUTIEPTEOM.PACII;
TMITEPTEOMTECT; CPT'APM;

CPT'EOM; YPE3CPE/IHEE;

®UILIEP; ®UIIIEPOBP;

®TECT; SMALL; JIOBEPUT;

MTOBEPUT.HOPM; JIOBEPUT.CTIOEHT; KOBAP;
KOBAPUAIIVSA.B;

KOBAPHAIVAT;

KOPPEJT; KPUTBMHOM;

JIOTHOPM.OBP;

JIOTHOPM.PACIT;

JIOTHOPMOBEP; JIOTHOPMPACII;
HAWBOJIBIINN; SKCLIECC;

CP3HAUECJIN; CP3HAUYECJIMMH; MODE; PHI;
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KBAPTWJIb; KBAPTWUJIb.BKJT;
KBAPTWJIb.MICKJT; MAKC;

MAKCA; MEJIMAHA; MUH; MUHA; MOJIA.HCK;
MO/IA.O/TH; HOPM.OEP;

HOPM.PACII; HOPMOEP;

HOPMPACIT; OTPBTHOM.PACIT;
OTPBMHOMPACII; IIEPCEHTWJIb; [TUPCOH;
ITPOLIEHTUJIB.BKJI;

TTPOLIEHTIJIB.MCKIJT;

[TPOLIEHTPAHT;

ITPOLIEHTPAHI.BKJI;

ITPOLIEHTPAHI .MICKJT;

ITYACCOH; ITYACCOH.PACIT;

CP3HAU; CP3HAYA; CPOTKIJI;

YEAR; SKEW; SLOPE; BEBYJLT;
BEIBYJIL.PACIT; BEPOATHOCTD; JUCTI;
JTVCILB;

JTVCILT; OUCIIA; IVCIIT; IUCIITA;
KBA/JIPOTKJT;

HOPM.CT.OBP; HOPM.CT.PACII;
HOPMAJIM3AIIVSA; HOPMCTOBP; HOPMCTPACII;
[IEPECT; IIEPECTA; ITPE[JCKA3;
[IPEJICKA3.JIMHEWH; PAHT;

PAHTI'.PB; PAHI'.CP; CTOTKJT;

CTOTKJI.B; CTOTKJLI'; CTOTKJIA; CTOTKJIT;
CTOTKJITA; CTOLIYX;

CTBIOJIEHT.OBP; CTBIOJEHT.OBP.2X;
CTBIOZIEHT.PACII;

CTBROJEHT.PACII2X;
CTBHOAEHT.PACILIIX;
CTBHOJEHT.TECT;
CTBbHOAPACIT; CTBFOAPACIIOEBP;
TTECT;
DyHKIUM Copepxut TUIIL.OLINBKN; DDE; BIIP;
3/IEKTPOHHBIX orycaHue BBIEOP; TNITEPCCBIJIKA;
TabmLy byHKUMH I'TIP; ABCCBLT; JCBT; MHAOEKC;
371eKTPOHHBIX JINCT; JINCTHBI; OBJIACTU;
TabJIUI] ITOUCKIIO3; ITPOCMOTP;
CMEILl; CTUJIb; CTOJIBEL];
CTPOKA; TUIIOIIMBEKHA; UCTOJIb; YUCTPOK
Oyukuuu Tekcta |Ilpennasnauensl | APABCKOE; ASC; JIS; PEI'B;
It ymobcTBa PUMCKOE; 3HAY; BEBCJIYKBA;
paboTsl € OUJIbTP.XML; KOOWP.URL;
TEKCTOM. UNICODE; BATTEKCT; AEC;
OGneryaror OJIMHB; OJICTP; 3AMEHUTHS;
06paboTky cpasy | KOJICUMB; JIEB; JIEBB; HANTU;

COTEH CTPOK.

I[TEYCUMB; [IOBTOP; IIOACTABUTD; I[IOUCK;
ITPAB;

ITPABB; ITPOIINCH; ITPOITHAUY;

IICTP; IICTPE; PYBJIb;

CXKIIPOBEJIBI; CUMBO/JI;

COBIIAI; CTPOUH; CHEIINTE;

TEKCT; ®UKCUPOBAHHKI;

IOHNCHMB
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@DYHKLMM [10KCKA
(ITouckoBbie)

OcywecTBiisieTcs
TIOVCK [IJaHHBIX B
TabJIULIe UK
[lvaria3oHe siueek

I[TIOUCK; ITPOCMOTP

C TIOMOIIIbI0
BCTPOEHHBIX
byHKIMi
NuxeHepHbie NuxeHepHbIe CSC; CSCH; BASE; BECCEJIB.I;
¢byHKUMN ¢byHKUMN [OB.B.IIECTH; JEJIBTA;

TIPUMEHSIOTCS B
WH)KeHEePHBIX U
Hay4HBIX
pacuérax.

JIEC.B.BOCHM; JIEC.B.JIB;
JEC.B.IIIECTH; IdOLI;
JI®OIIL.TOYH; [IOPOT'; ®OLII;
@®OII1.TOYH; IECTH.B.BOCHM;

IMECTH.B.1B; ITIECTH.B.JIEC;

MHUM.COS; MHUM.COSH;

MHUM.COT; MHIM.CSC;

MHUM.CSCH; MHUM.SEC;

MHUM.SECH; MHVM.SIN;

MHUM.SINH; MHUM.TAN;

CONVERT; BOCEM.B./IB;

BOCBM.B.IEC; BOCBM.B.ITECTH; IBO®AKTP;
KOMIUJIEKCH; MHUM.ABS;

MHUM.EXP; MHUM.LN;

MHUM.LOG10; MHUM.LOGZ2;
MHUM.API'YMEHT;

MHVM.BEII; MHUM.JEJI;

MHUM.KOPEHb; MHVM.TTPON3B; MHVM.PA3H;
MHUM.COITPAXK; MHUM.CTEIIEHD;
MHUM.CYMM; MHUM.UACTEB;

Bosee noapo6Hyto nHbopmaruio o pyHKIMAX cMOTpUTe B CipaBOYHHKeE 110
bysknuam

3.13 OOMeH coaepXUMbIM MeXxAay NMcTamMu

Eciu TpebyeTcst BBeCTH 0JJUHAKOBYIO WH(MOPMALIUIO B OJHUX U TeX )Ke sTyelKax
Ha HECKOJIbKUX JTMCTaX, HallpuMep CO3/aTh CTaHJapTHbIe CITUCKU AJis TPYTIIbI JIUL] WU
opraHu3aluii. BMecTo BBOZJA CIMCKAa Ha KaXKOM JIMCTe OT/Ae/NbHO, MOXXHO BBECTU
VMH(}OPMalMIO B HECKOIbKHX JIUCTaX 0JJHOBPEMEHHO.

1. Otkpoiite auanor BeidpaThk suctel B MeHio IIpaBka > Beijenurs >
BbI0paTh JTUCTHL.

2. Boibepure oOTAe/bHbIE
“H(opMaLus.

JIMCTBI, HA KOTOPbLIX OO/DKHA  TIIOBTOPATHCA

3. Haxxmure kHOTKYy OK, uTOOBI BHIOpPATH JTUCTHI U SIPJBIYKUA JIUCTOB W3MEHST
LBeT.

4. BBegute wuHpoOpMal[Mi0 B syeiikax Ha TIepBOM JIMCTe W OHa Oyzer
npoAy06/IMpoBaHa Ha BbIOpaHHBIX JTUCTAX.
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Brifpare nnucTel =

Bmbpannbie nMcThl
e
Muer

Cnpaeka QK COTMEHWTE

Juanoe Bbibpamb aucmbil

IIpedynpedicoeHue: Omom memod agmomamuyecku nepenucbigaem 6e3 8csiK020
npedynpedicoeHusi 0OY0 uHpopmayuro, komopas yxce bbuia 8 auelikax Ha 8bIOPAHHbBIX
Aucmax. Ybeoumecb, umo oOmmeHUAU 6bIOOP OONOAHUMEAbHBIX AUCMO8 NOoC/ae
OKOHUAHUsi 8800d UHGopmayuu, Komopyr xomeau npodybaupogamb, npedxcoe uem
npoooaHCUMb 8800 OAHHbIX 8 31eKMPOHHYI0 mabauyy.

3.14 TpoBepka coaepXUmMoro syeek

[Mpu co3ganvu TaOMUIBI 71 WCIIO/Ib30BaHUS APYTUMH JIFOJILMHU, IPOBEPKa
CO/IeP’KUMOTO siueeK rapaHTUPYeT, UTO OHU OYyAyT BBOAUTH BepHbIe JaHHbIE, KOTOPbIe
MOJXOAAT Jisi siuedku. Takke MOKHO HCIO/b30BaTh TIPOBEPKY B CBoedl pabore B
KauecTBe MOMOILIY MPU BBO/Ie IaHHBIX.

3ario/iHeHWe psifOB U CITUCKUA BbIOOpa MOryT 0OpabaThiBaTh HEKOTOPBIE THIIBI
JAHHBIX, HO OHHM OrpaHUYeHbl TpeJjorpeJe/ieHHbIM Habopom wuHbopmanuu. s
MIPOBEPKH HOBBIX [JaHHBIX, BBeJIEHHBIX T10JIb30BaTeJIEM, BBIIeIUTe STUENKY U Tiepeigure
K MeHiO [laHHbie > IIpoBepKa, uTOOBI OIpEAENUTh THIT JAHHBIX, KOTOPBLIM MO>KHO
BBECTH B 3Ty siueiiKy. Harpumep, siuelika MoykeT 1oTpeboBaTh JaTy WM Iiejioe YKCIio
0e3 Kakux-mb0 OyKB WM 3HAKOB TIOC/e 3alsTOW, WIA SUedKd He MOTYT ObITh
OCTaBJIeHBI My CTBIMH.

B 3aBMCHMOCTH OT TOro, Kak OyJeT HacTpOeHa IIPOBEepPKa, OHA MOXKET
OTIpe/ie/IUTh JUara3oH 3HaUeHHH, KOTOPbIe MOYKHO BBECTH, 00eCreurBaeT CripaBOYHbIe
co06I1[eHHs, 0OBSCHSIOI[HE YCTaHOB/IEHHbBIE TIPAaBK/IA [I/Ist COIePKUMOr0 STUeHKH, U UTO
T0/Ib30BaTe/IM JIOJDKHBI [le/1aTh, €C/IM OHH BBOJAT HEJOIyCTUMOe 3HaueHwe. Takke
MOXXHO yCTaHOBUTH [jI1 STUEMKM TaKWe HACTPOWKH, KaK OTKa3 OT HeJOIyCTHMOTrO
KOHTEHTa, TPUHATH €ro C TPeAYTpeXKIAeHHeM, WM BbIMOJHUTL MAaKpOC TPU BBOjIE
OLIMOOYHOr0 3HaUeHUA.
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3.15 PepaktupoBaHue AaHHbIX

Y aaneHue JaHHBIX

laHHbIe MOTYT OBITH yZasieHbl U3 siueek 0e3 yzaneHus popMaTUPOBaHUS siueek.
Beigenure /00bIM METOIOM HY)KHble sUeMKH UM Haxmure KiaBuily Delete Ha
KJIaBUaType.

Y aaneHue AaHHBIX U (popMaTHpPOBaHUA

[aHHble ¥ QopmaThpoBaHWe sYeMKU MOTYT OBITh yZaneHbl W3 siUelKd
O/THOBPEMEHHO.

1. HakmuTe Ha siueiiky, uToObl BEIOpATh eé.

2. Haxxmute knapuilly Backspace vy Ha)kmMuTe TIpaBOM KHOTKOM MBIIIN U
BbiOepuTe TYHKT YJAQJIUTh COAEP)KHUMOe U3 KOHTeKCTHOTO MeH, WU
BbiOepuTe TMyHKT MeHIO JIuct > OUHCTHTH fAYeHKH, UTOOBI OTKPBITh
OJIHOMMEHHBIM [Ua/Nor. OTOT [AUAJOr T[03BOJIIeT YAA/JWUTh pa3/TuyHbIe
BapUaHTHI JAHHBIX B siY€liKe WU y/IaJIUTh BCe COZIEP)KUMOe B siuelke.

¥aanuTe CogepHumMoe *

Tekcr Yucna
Jatel u Bpenm Dopryne
KommeHtapun L] ®opmare
il DBbeKTEI
Cnpaeka oK OTMEHWTE

Juanoe Yoaaumb codepicumoe

3aMeHa JaHHBIX

YToObI TMOJHOCTEIO 3aMEHUTh JaHHbIE B siUeliKe U BCTaBUTh HOBbIE JAHHBIE,
BbIOepuTe siueiliKy U BBeWTe HOBbIe JaHHble. HOBBIe [JaHHbIE 3aMeHSIT [JaHHbIE, y>Ke
cojieprKaliiecs B siuelike, TIpU 3TOM siueiika COXPaHUT UCXOZAHOe hopMaTHpOBaHue.

Kpome Toro, Mo)KHO HakaTh ABaX/[bl B T0Jie [/ BBOJA Ha MaHeau (GopMyna U
BBeCTU HOBbIE /IaHHBIE.

PepakTHpoBaHMe JaHHBIX
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WHorza HeoOXOJUMO WM3MEHWTh COZIEP)KUMOE sTUelkv 6e3 yjaneHus BCex
JAHHBIX W3 stueiliku. Harpumep, usmenenue ¢pasel «IIpogak Bo 2M KBapTajie» Ha
¢pa3y «IIpojakd BBIPOCIHM BO 2M KBapTaje» MOXET OBbIThb CIeJIaHO CJIeJYHOLIM
obpazom:

1. HaxxmuTe Ha siueliky, 4ToOBI BHIOpATH €é.

2. Haxxmute knaBuily F2 u B KOHIle BBeJIEHHOTO TeKCTa B siUeiike MOSBUTCS
KypCop.

3. Vicnonb3ys KaaBUILIM Kypcopa Ha K/jaBHaType IO/BeJUTe Kypcop K TOMY
MecCTy, TZie HeoOXOZMMO BBeCTU HOBBIE /JaHHBIE.

4. 3aKOHUMTe BBO/J| HOBBIX [JAHHBIX, Ha’kaB KiaBuilly Enter, usmeHenusi 0yayT
COXpaHeHHI.

Ncnonb3ysa MbIIb:

1. IBaXk/Ibl Ha)KMHUTe Ha siuelKy, uToObl BbIOpaTh €€ M TOMEeCTUTb Kypcop B
STYeUKY /11 pelaKTHUPOBaHUSI.

2. IlepemecTuTe KypCcOp B MECTO Hauasa BBO/Ia HOBBIX [JAHHBIX B STUEHKY.
Jipyrou BapuaHT:
1. HaxxmuTe oiH pa3 Ha siYeliKy, 9ToObI BHIOpATH eé.

2. TlogBenuTe Kypcop K TOJIO [ijIsi BBOJA Ha MaHenu (OpMyJ U Ha)KMUTe Ha
MO3WILIMI0, T/le HeoOXOAMMO BBECTH HOBbIe [aHHble B sueiky. Korga
3aKOHUHTE BBOJ| /IAaHHBIX, HAKMHUTE PpAJOM C SUEHKOH, 4TOObI CHSTBH
Bbl/leJIeHME U COXPaHUTh Ballli U3MEHEeHUsI.

3.16 dopmaTupoBaHuMe AAHHbIX

HeckonbKO CTPOK TeKCTa MOXHO BBeCTU B OJHY S4YeMKy, HCIIO/Ib3Ys
aBTOMaTUYyecKoe pasMellleHue, WIM BPYUYHYHO, pa3pblBaMM CTPOK. KaXzablli MeTof,
MO>KeT OBITh I10J1e3eH B Pa3/IMYHbIX CUTYaLUsIX.

ABTOMaTHUeCKOe pasMelleHue
YToObI aBTOMaTHUECKH Pa3MeCTUTh HECKOIBKO CTPOK TEKCTa B siUekKe:

1. HakmuTe TipaBOMi KHOIIKOW MBIIIM Ha siUelKy W Bbibepure myHKT dopmar
slUeWKHM 13 KOHTEKCTHOTO MEHI0 WM Bbibepure MyHKT MeHI0 dopmat >
flueiika UM HOKMUTe coueTaHue kiaBuil Ctrl+1, yToObl OTKPBITH JUA/IOT
dopmar sueekx.

2. HaxxmuTe Ha BK/1aJKy BelpaBHUBaHMe.
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3. B pasgene CpoucrBa ycTaHOBUTe (aKOK y IyHKTa IlepeHOCHTH 11O
CJI0BaM U HaxxmuTe KHONKY OK.

QopmMaT AYeek X

Yncna Wpndt Iddektol wpndra BeipaeHneanne BocTouHoaswatckne npasnna Habopa OBpamneHne QoH 3almTa Adeixu

BHP&HHMBBHMETEKCIG

Oo ropuscHTan: T
Mo pepTrkann: Crangapt ~

OpuenTaumna TexcTa

D EECI‘IDJ‘ID)KMT!: no BEPTHKAN
E | iy,

BocTounoaznatcemil peskum =~ "
o - =
< + — ABCD @
: " ~
Cpagyce: 0 - Y -
— = S i
Konueean coeinka: m Ll o

CeoicTEa

O MepeHocUTe NoO CROBEM

MepeHocuTe No Cioram

[ ¥menbuats ne pasMepy AMERKK

HEI‘IFIEEHEHME TEKCTE: HECﬂEﬂ,DEETb OT pogUTENBCKOrD obbekra | v

Cnpaska BoccTaHoBuTE OTMEHWTE

Juanoe dopmam sueliku — 8knaoka BbipagHusaHue

Pa3pbIBbI CTPOK BPYUYHYIO

YroObl BBECTH PYYHOM pa3pbIB CTPOKHU B siueiike Haxkmute Ctrl+Enter. 3toT

MeToZ; He paboTaeT, Korjla Kypcop B Tiojie BBOJa CTPOKH ¢dopmysa. YToObl
Pe/laKTUPOBAaTh TEKCT, ABAKAbI HAXKMUTE MBIIIBIO 110 HY)KHOW sUelKe U TIOMEeCTHUTe
KypPCOpP B TOM MECTe, I/ie HY>)KHO C/Ie/IaTh pa3phbiB CTPOKH.

Ecniyv BBeCcTM paspblB CTPOKM BPYYHYHO, TO ILIMPWHA SYEMKW MPU 3TOM He

MEHSIeTCs, a TeKCT BCE ellle MOXKeT IepeKpbIBaTb TPaHMLy sueliku. B Takom ciyuae
HY)KHO WM3MEHUTh IIMPUHY s'UeHKW BPYUYHYIO WM TepeMeCTUTb (WM 100aBUTH erné
OJIVH) pa3pbIB CTPOKHU TaK, UTOOBI TEKCT He IePeKPbIBasl TPAHULYY STUEUKH.

YMeHbIIIeHHEe TeKCTa AJIA IIOJIHOT'0 pa3MellleHHUdA ero B AJeliKe

Pasmep mipudTa JaHHBIX B siyeliKe MOKET aBTOMAaTHUeCKU DPeryJUpOBaThCs,

yTOOBl TEKCT TOMECTW/ICS BHYTPH TpaHHUIbl siueeK. UT0OBI cZienaTh 3TO, HaKMHTe
MpaBOli KHOMKOM MBI Ha sYeliKy W BbiOepure ®opmar sadeek. Ha BKkagke
BoipaBHuBaHMe B pasZiesie CBoiicTBa ycTaHOBUTe ()/IaKOK Y MEHbIIUTH 0 pasMepy
AYeHKH.
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dopmMaTHpOBaHHe YHCeJT

[Tpumenenue ¢opmatoB urcen B ACell mo3BosisieT HacTparBaTh OTOOpakeHHe
JlAHHBIX B stueiikax U obecrieuriBaeT H6osiee yi00HOe BoCTIpUsiTHe HHpOPMaLy. Bl
MokeTe BbIOpPaTh COOTBETCTBYHOIMH (hopMart /st K&XKJ0ro THTA JaHHBIX, YTOObI OHU
0TOOpa’kanrch B HY)KHOM BUJIE.

1. OTKpbITHE JOKYMeHTa:

¢ 3anyctute ACell u oTKpoliTe 10KyMeHT, B KOTOPOM Bbl XOTHTe U3MEHUTD
(dhopmar siueexk.

2. BBI,ZLeJ'IEHI/Ie STUENKU WIN AWalla30Had A4eeK:

® BribepuTe sueiKy WM AUara3oH siueek, K KOTOPbIM Bbl XOTHUTe PUMEHUTh
HOBBIM (hopMmar.

® Uro0bI BRIOpATH /IMATIa30H sTYeeK, 3a)KMHUTe JIeBYIO KHOITKY MBIIIN 1
repeTalyTe Kypcop o siueiikaM, UToObI BbI/IeTUTh HY>KHBIN Jiaria3oH:

v c |

1 |Ne n/n Yucno

1]1.0

212.3 |
4 3|3.45
5 4 4,56
6 5 67,879

3. OTKpbITHE MTaHe/ U (OopMaTUPOBAHUS:
* B BepxHeii nanemu ACell BeibepuTe Bk1aZky dopmar.

® B OTKpBIBIIIEMCSI MeHIO BbibepuTe oo SIyeikHu....
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d®opmatr  Cimam  fluct  fanHbie  Cepewc

T TeKCT‘\ 3
| — BuIpaBHMBaHWe TeKCTa 3
P @opmart uncen 3
Q-"* Konwpoearts dopmar

Le Ounctute popmaTipoBanme Ctrl+M
T Aueikn... % Ctrl+1
@ Crpoku >
| @ Cronbuel C
[ O6weauHuTs nam pasbeamHuTs aueiikn »

® JInbo Ha)KMHTE Ha BBIIEJIEHHBIX sTUeHKaX MpaBoOii KHOTKOM MBIIIH U B
TIOSIBUBILIEMCSI MEHIO BbIOepuTe MyHKT ®opMar siueex....

3-‘: Bripezats Ctrl+X
| BB Konmposars Ctrl+C
! -D BcraBmts Ctrl+V

-@ Bcraeute Kak 3

Cnucok Belibopa Alt+Down

ﬁ Bcraeutb... Ctrl++

[l Yaanure... Ctrl+-

[} Ounctuts conepxmmoe... Backspace

ObbeanHWTL Auelikmn

£E

3’* Konupoeats dopmar

Pe Ouuctute popmatmporanme Ctrl+M
Ctnam 3

[+ Dobaeuts kommenTapwii Ctrl+Alt+C

1] ®opmar Aueex... N Ctrl+1
2\

4. Bribop >kenaemMoro (opmara uucia:

* B okHe ®opMat siueeK Ha Bk1ajke Uncia B pa3zene Kareropusi Boibepute
HY>KHBIM (popMar 4yuc/a U3 MpejoCTaBlIeHHbIX OMLUMI.

® Haripumep, Bbl MoxkeTe BbIOpaTh (hopMaT /1eHe>KHOM CyMMBI, TIPOLIEHTHOT'O
3HAUeHUsl, 1aThl, BDEMEHU U [IPYTUX ITapaMeTPOB UHCET:
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dopmart avyeex X
WpudT 2ddexTol wpndta BeipasHueanme BoctouHoazuatckve npaenna Habopa Obpamnenve PoH 3awmra aueiiku
Teropua_______ @opmar fAzbik
QOcobuii -1235
Yucnoeoi -1234,57
MpoueHTHbIR 1235
[leHexHbIA -1 234,57
fara -1234,57
Bpemsa ~139
HayuHuiid -12,95%
Apobe -1234p
Noruueckuii -1 234,00 P
Texcr -1234P
-1234,00 P 1.0
1224 D
MapameTpbl
[JpobHan yacTb: > []Otpuuarenshsie uncra kpacHsim
Beayuime nynu: 2 ([Jraspenvrens paspaaos
Kop dopmarta
Standard
Cnpaeka BoccraHoBKTL OTMeHUTL

5. [IpumeHenue opmara umcia:

® Ha)kmuTe Ha BbIOpaHHBIM (hopMaT umc/ia, UTOObI IPUMEHUTH ero K
BbI/Ie/IeHHBIM siUeiKaM.

ITpu 3TOM B OKHe IIpe/iBapUTe/ILHOrO MPOCMOTpa Bl cmoskeTe yBHeTh Kak
V3MeHs1eTCsl IIpe/iCTaB/IeHre Ynciia, HaXOASILerocsi B epBoy Bbl/Ie/IEHHOW sSTUelKe:

dopmar aueek X

Yucna Wpudt dddexTsl wpudta Buipasumeanve BoctouHoaswatckve npaewna Habopa Obpamnenve ®oH 3awmra auelikn

Kateropusa @opmar Asbik
Bee ‘RUB P Pyccknid v ‘ ‘CTaH,u.apr Pyccxmii v ‘
Ocobuiit
o -1234¥9
Yucnosoit
" -1234,00
MpoLeHTHBIA
s | -1234P
JleHexHbIA
-1234,00 £
[lata
=1234--8
Bpemsa
- -1234,00 RUB
HayuHblid
-1234,00 RUB
[ pobs
Jlornueckuii -1odn.
e -1234,00 p.
B 67,88 P
-1234,00 p.
MapameTpsi
[LpobHasn vacts: +| B OmpuuatensHbie uncna kpacHsim
Beayuie Hyan: 2| @ Pazaenurens paspsaoe
Kop dopmara
# ##0,00 [$P-419][RED]-# ##0,00 [$P-419]
Cnpaska BoccraHoeuth oK OTMeHUTS

6. [lono/iHUTe/IbHBIEe HACTPOMKHU (popmarta umcia:
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® [Io >xenanuto B pa3zese ITapamerpsbl Bol Takke MoXKeTe 3a/laTh apaMeTphl
(dhopmaTUpoBaHus [i71s1 BHIOpAHHBIX UMCeJT, TAKHUe KakK:

O KOJIMUeCTBO 3HAKOB I10C/Ie 3aMToMH;
O MakCuMasbHOe KOJIMYeCTBO HyJlel nepef 1eCATUYHON TOUKOM;
O BbIJle/IeHHe OTpULaTe/IbHBIX YHCelT;

O Ha/IM4yKre pas3fenTesid MeXXay ThICA4aMU.

MapameTtpsi

(] Otpuuatenshbie uncna kpacHsIM

4

ApobHas yacTs:

4

Beaywwe Hynu: |1 (] Pazpenurens pazpsaos

7. IlpyuMeHeHue K M0JIb30BaTeIbCKOMY (pOpMaTy:

® Eciu Bam Tpebyetcsi co3aTh COOCTBEHHBINM (hopMart umciia, Bel MoxeTe
BeIOpaTh oniuio Kog ¢opmata. [JaHHBINM KO MOXKET OBITh COXPaHEH U
KOMMEHTHUPOBaH B KaTeroprio Ocodble C TIOMOIIBI0 KHOTIOK, PaCTIO/I0KeHHBIX
cripaBa OT T10J1e BBOZA Koza (opMmara.

® BeeuTe Hy)XHbIM hopMar urcia B nosne Koa ¢gopmara u HaxxMuTe Ha
kHOMKy OK:

Koa dopmara
# ##0,00 [$P-419]:[RED]-# ## | |
QOcobbiif
Cnpaeka BoccraHoeKTh oK I OTMeHUTb

IIpumeps! npuMeHeHus ¢opmaTtupoBanus uuces B ACell:

1. ®opmar JeHeXXHON CYMMBI:

® BriieuTe ssUeliKy, CoZeprkalye uncia, Kotopsle Bbl xotuTte
0T(OpMaTUPOBATh KakK JeHeXXHYIO CYMMY.

® B nanenu opMaTipoBaHus BbiOepuTe KaTeropuio J{eHexKHbIH U popmar
RUB Pycckuii, BbiOepuTe hopMaT [[eHe>KHOU CYMMBI.

® Hanpumep, 67,879 6yzer oToOpakaTbcsi Kak 67,88.

2. @opmart MpOLIEHTHOI'O 3HAUEHUS:

® BriienuTe siueliky, cojieprkalljye uncia, Kotopble Bbl xoTuTte
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oTdopmMaTUpPOBaTh Kak TMPOI[eHTHOe 3HaueHre. OOpaTrTe BHUMaHHe, UTO B
KauecTBe pa3/ie/uTe s 1[eI0f B [POOHOM YacTel [0/DKeH HUCIT0/Ib30BaThCs
3HAaK «3arsATas».

* B na"enu ¢hoopMaTUpoBaHus BbibepuTe KaTeropuio ITpoueHTHBIH 1 BEIOEpUTE
(hopMar NpoLeHTHOT0 3HAUeHUSI.

® Hanpumep, 0,25 6yeT oTobpaxkaTbcs Kak 25%.
3. dopmar /aThl U BPEMEHHU:
® BhijenuTe sUerKH, CoJiepyKalljie Ync/Ia, Mpe/ICTaB/ISIoNIe ATy WIH BpeMS.

® B nanenu ¢opmatupoBaHusi BbibepuTe KaTeroputo Jlara u Boibepute
COOTBETCTBYIOLMM (hopMaT /jaThl UM BpeMeHH.

® Haripumep, 2222 B ¢popmare 31.12.99 6yzaet otobpaxkarscs Kak 30.1.06 (ecu
3TO YKCJIO MPeJCTaBIIseT JaTy).

Hecko/sbKO pa3/MuHBIX UYHUCIOBBIX (OPMATOB MOTYT OBITH TIPUMEHEHBI K
siuelikaM C TiomoIibio 6/0ka dopmaThl Ha BKIajke I'yiaBHoe. BbiesuTe siueliky, a
3aTeM HaO)KMUTE COOTBETCTBYIOLMI 3HAUOK, YTOOBI M3MEHUTh (hopMar uuncia.

- g{BblpaaTb iy = P,
| Liberation Sans o |[v| A A P £ | [Obupe ~

B Konuposars T

ul

— =5 0, AR +0 0%
= |EB|=Ev% 00| I8 5o

MK Y v e He¥* « A ~
Hemens c"«Konmpoﬁarb doprat

Dopmart LWpudr Afzay Popmatsl
Bxknaoka I'nasHoe. 3Hauku ¢popmamuposaHus uucen
®dopmaTupoBaHMe mWpugTa
Yrto0bI OBICTPO BHIOPATH MIPUMT U ero Gpopmat Ji/Isi CITOIb30BaHUS B siueiike:

1. BeigenuTe siueiky.

2. Tlepeiigute Ha BKiagke I's1aBHoe B 670k IIpudT v BeiOepuTe mIpUdT U3
Tpe/iCTaB/IeHHOTO CIIHCKa.

Liberation Sans wllomr [»] A A Pe

WM K Y + = Nv% v A
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Hms wpugpma u pasmep wipucpma Ha eknadke I'nagHoe

3. HaxmuTe Ha TpeyroyipHUK crmipaBa OT Tonss Pasmep mipudra u Bhibepute
pasmep LIpKU@Ta U3 BbINA/AOLero CImcKa.

4. Ytobbl W3MeHUTh (OpMaT CHMBOJIOB, Ha)KMHUTE Ha 3Hauku: JKUPHBIH,
KypcuB, IToguépkHyTbid, 3adyepKHyTbiM, HwkHuil HHJeKC, BepxHuim

Y » a6e T
uHAeKkC mpudTa W K 4 R

5. Urobbl m3MeHUTh BbipaBHMBaHMe mipudTa (Ilo mmpune, ITo nenrpy, Ilo
neBoMy Kpato, [lo mpaBoMy Kpaw) HaKMHUTe - COOTBETCTBYIOLME
WHCTPYMeHTHI B Osioke A63ary.

dl

il e

il 4]
[
H
|

-

1
.

6. [ns u3MeHeHus 1iBeTa LIpUQTa, HA)KMUTE Ha TPEYTOJIbHUK CIpaBa OT 3HauKa
LIBeT mipudTa, YTOOBI OTOOPA3UTh IIBETOBYIO TMAUTPY, IZie MOXKHO BbIOpATh
>KeJlaeMblii 1[BeT.

YrtoObl yKasaTh S13bIK, MCIIO/Ib3YEMBIH B suelike, OTKpouTe Bkiazky LlIpudt B
nuanoroBoM okHe dopmar siueek. V3MeHeHUe si3bIKa B siuelike MO3BOJISIET TIOTYUYUTh
pasHble SI3bIKM B OJHOM [JOKyMeHTe. Mcmonb3yiiTe Bkiagky J¢dekTnl mpudra B
nuanore dopmat siueek [ijisi yCTaHOBKU JIPYTMX XapaKTepUCTUK mIpudTa.

dopmaTupoBaHue rPaHHUI] AUeeK

Onsi ¢dbopMaTUpOBaHUSI TPaHUL] SYEMKW WM TPYIMbl BbIJeNeHHBIX siueek,

Ha)KMHUTe Ha 3HauokK OOpam/ieHHe ©7 Ha Bk1agke I'y1aBHoe B Os0ke Ipudt u
BbIOEpUTe O/IMH U3 BapUaHTOB IPaHML], 0TOOpa’kaeMbIX B Ma/UTpe.

rv‘;’-'L'

DEpamneHne

/[
] o ] ]
8o\ ||

Bb160p epaHuy siueek
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Inst popMaTvpoBaHusl CTU/EN JIMHUW U 1[BeTa TUHUM TPaHUL] STUYeHKU Ha)KMUTe

Ha MaJIeHbKHMI TPeyrojbHWK CrpaBa OT 3Hauka CTuab obpamienue —  u LBer

oOpamJieHust D " Ha maHe/u opmaTUpoBaHus (MeHro By > [TaHe i MHCTPYMEHTOB
> @opmaTUpOBaHKe)

[ns Gonbliiero KOHTPOJS Haj (opMaTUPOBaHWEM, B TOM UHC/Ie YKa3aHUs
PACCTOSIHUSI MEXKJy TDaHUIlaMU sSYeeK U JIOObIMM JJAaHHBIMHM B siU€MKe, WUCIIOJb3yUTe
BK/IaiKy O0pamJienne auanora dopMar siueek, Tje MOXKHO TakKe OTpe/Ie/IUTh CTHIIb
TeHHU.

DopmMat AYeek x

Yucna Wpndr Idderter wpndra Boipassueanne BocTouHoasmatckwe npaewnna Habopa @oH 3awpTa Aqeiikn

MNonoxerne NMHKWIA Orcryne
Mpeaycranoekmn: ] ] 23] 4 Crnesa: 0,35 pama
Ocoboe: Cnpasa: 0,35 mm

Ceepxy: 0,35 rm

Alw| Al e el

CHusy: 0,35 mm
CuHxpoHUSMpoEaTE

CocegHue aueiicm

Y6pate obpar
Nunna Crmnb Tenm

SepderTen 7 > MonoxeHne: D

Leen || YEpHbiit A Liee

TonupHa: |TDHD(ER (0.75pt) ~ WupwHa 1,76 rama <

Cepriit

Cnpaska BoccranoenTe OTmMernTE

ObpamneHue siueek

CBoIiCTBa IpaHUI] iUeeK MPUMEHSIIOTCS TOJIBKO K BIOPaHHBIM STUEMKaM M MOTYT
OBbITb M3MeHeHbI TOJILKO MPU pelaKTHUPOBaHUM 3TUX siueek. Haripumep, ecnu siueiika C3
MMeeT BEepPXHIOI TDaHUI[Y, TO OHa MOXeT OBITh y/ja/ieHa TOJBKO MPH BbIOOpe sueiKu
C3. Takas rpaHuija He MOXKeT ObITh yJaseHa U3 siuediku C2, XOTS OHAa U Ka)KeTCs
HIWDKHeW rpaHuLien ajs siueriku C2.

®dopmarupoBaHue poHa sUeHKHU

Ins dopmatupoBaHusi LiBeTa ¢OHA STYEMKM WM TPYMIbl BblJ€IEHHBIX siueeKk

@ -
HaXMuUTe Ha 3HauoK I[Ber dpoma = = Ha Bkiagke I'maBHoe B 6ro0ke Ilpudr. Byzer
TOKasaHa LjBeToBas MaauTpa. Takke MOXKHO MCIOJB30BaTh BKIaAKy POH B Auasore
dopmar siyeek.
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3.17 ABTOochopmaT AYENKH

Yrto0bl OBICTPO U JIeTKO (hOPMATHUPOBATh IPYMITLI siUeeK, MOYKHO HCIIOh30BaTh
¢dynkiuto ACell ABTodopmar.

1. BeigenuTe siueliKi Kak MUHUMYM B TPEX CTOJI0LIaX ¥ TPEX CTPOKAX, BK/IFOUAsT
3ar0JIOBKH CTOJIOLIOB U CTPOK, KOTOPBIe XOTUTe 0T()OPMATHPOBATh.

2. Otkpoiite guanor ABroopmar u3 meHro @opmar > Ctunu aBrodopmara.

3. BeibepuTe Tun opmara U3 Crivcka.

5. Boibepure HacTpoWiku (OpMaTHPOBaHMSI, KOTOPbIe BK/IIOUEHbI B (DYHKIIHIO
ABTodopmar.

6. Haxxmure kHorky OK.

Astodopmat x

Popmar
n

AkagemryHEIR Aue Hes Map Wor

0 YMOSHAHWID foBasuTh

MepeyeHe HEMEIA ¥aamute
MepeveHt 3enéHbIN

MepedyeHe KpacHbIA

DE!:EIJP.IEHEE-BTI:
nEF]E'-IEHb C ZaTEHEHHWEM

Mepevere cHMiA

MpocTeie cTonBukl W

PopmaTposanmne
Yucnoeoi doprar Wpndr BripaeHuBanmne
[paHnugl OpHameHT ApTonogBop WKp. W BEIC.

Cnpaeka QK COTMEHNTE

Juanoe Aaemogopmam

Onpepenernue HoBoro ABrodopmara

Mo>KHO ompeJenuTb COOCTBEHHBIM HOBBIM ABTO(OpPMAT, UTOOBI OH CTasl
JOCTYTIEH /IS MCTIO/Ib30BaHKS BO BCeX Tabuijax:

1. OrdopmaTupyiiTe TUN JAaHHBIX, WPUEGT, pasMep LWIPUQTa, TPAHULIbI SUEeK,
(oH siueliku U Tak fasiee [i/isi TPYIIIbI siUeek.

2. Bribepure Bcro Tabnuily B MeHto IIpaBKa > BbIje/TUTh BCE.
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3. Otkpoiite quanor ABrodopmar 13 MeHro @opmat > Ctuiu aBTodopmara.
4. Ha>kmuTe CTaBIIyI0 aKTUBHOUW KHOTIKY J100aBHUTb.

5.B mone WUmsa guanora [lo6aBurh aBTOodOopMaT BBeJUTe WM HOBOTO
dbopmara.

6. Haxxmure OK s coxpaHeHusi. HoBeili aBTOdOpMar Ternepb [OCTYIIEH B
criicke @opmar fuanora ABrodopmar.

3.18 CneumanbHasi BcTaBKa

CreririasibHast BCTaBKa YIIPOIIIaeT MPOLIeCC BCTaBKHU, TI03BOJIsiss BaM BbIOpaTh,
Kakoe (hopMaTrpoBaHue Bbl XOTUTe COXPaHUTb.

YToObI MPUMEHUTD CTeIaTbHYI0 BCTAaBKY:
1. Ckonmpy#iTe 371eMeHT, KOTOPbIi XOTHUTe BCTaBUTh.

2. llenkHWTe MpaBOM KHOTMIKOW MBIIIM 10 MECTY B JOKYMeHTe, Ky/la XOTUTe
BCTaBUTh JIAHHbIN 3/IEMEHT.

3. Bribepute BcTaBUTh KakK > BcTaBUTB Kak... U BbIOEPUTE TIOAXOASAIINN
BapyaHT BCTaBKHU.

g |
El .;H Beipezate Ctrl+ X
B Konuposare Crl+C
-D BcraeuTe Ctrl+V
-D BcTaenTe Kak I} b -D Toneko Texct Cirl+Alt+Shift+Y
M3 Bcraguts... Ctrl++ B Texcr
[} Yaamurs.. Ctrl+- Hucma
[_1 OuncTute cogepxumoe.. Backspace Topryna
q'-"'* Konupoeate dopmar TpaHCcOoHWpOBaTE
Fe  Ounctute dopmatuposadne  Ctrl+M 'D BCrasiis Kax... Cirl+ Shift+V

CTiam r

[+ JebBaente KommenTapuid  Crl+Alt+C

=g DopMaT Aveek.., Ctrl+1

B 3aBuUCMMOCTHM OT CKOMMPOBaHHOTO 3/ieMeHTa (TeKCT, UMC/I0, PUCYHOK U T.J.)
Bam OyayT ripeijioxkeHbl pa3/iiuHble BADHAHTHI BCTaBOK. PacCMOTPUM UCIO/Ib30BaHHe
C/ieIyIOIIUX UHCTPYMEHTOB CreliMaJbHOM BCTaBKU: 3HaUeHusl, (hOpMaThl, yMHOXUTh/
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pa3aenThb.

YToObI BCTABUTb CKOMMMPOBAHHbIN 3/IEMEHT KaK 3HaUeHHe, HY>KHO Ha)KaTh
kHOTKy Tosibko 3Hauenus (Values Only). Eciu Bel xoTHTe BCTaBUTh 3/1EMEHT KaK
3HaueHue C COXpaHeHUeM UCXOJHOTO JOpMaTUPOBaHUs, TO BOCIIO/Ib3YHUTeCh KHOMKOU
3nauenus & dopmarsl (Values & Formats). UToObI COXPaHUTh TOTLKO
dbopmarrpoBaHue, HaxkmuTe KHOTIKY Toibko ¢opmatel (Formats Only) u BBeuTe
HeoOX0/iMMble IaHHBIN B stueliky. UToObI yMHOXKUTR/Pa3/ieIuTh siueiiKy Ha OJIHO U TO
Ke UUCI0:

1. Ckonmpy#iTe jaHHbIE TUEHKH C YMC/IOM Ha KOTOPOe HY>KHO YMHOXUTB/
pa3zienuTh.

2. Boiienure siueliky, 3HaU€HUsI KOTOPBIX OYAYT YMHOKeHbI/TIO/ie/IeHbl.

3. [JenkHWTE TIpaBOM KHOMKOM MBIIIX U BeiIOepuTe BcTaBUTh Kak > BcTaBUTH
KakK... > YMHoxuthb (Multiply)/ITogemuts (Divide)

3.19 CoBmecTHas paboTa ¢ AOKYMeHTamMu

ACell mo3BossieT HECKOJIBKUM T0/1b30BaTe/IsIM OJHOBPEMEHHO paboTaTh C
TabsmmriaMu. [{jist akTUBAI[MM COBMECTHOM paboThI ¢ Tab/uIjaMu TiepeiiuTe B MEHIO
Cepauc > CoBMeCTHO HCI0/Ib30BaTh JOKYMEHT... U BbiOepuTe Pe)XKuM COBMeCTHOT0
HCIO/Ib30BaHusA. Takke B OKHe 0TOOpaXkaroTCst UMeHa T0J1b30BaTesield, paboTaromux
HaJZl JOKyMEeHTOM, U JiaTa U BpeMsi UX Toc/ieZJHero ocTyra. B pexxuime COBMeCTHOTO
JIOCTYyTIa K Tab/MIle HajlaraeTcst psiji OrpaHUUeHUI Ha peZlakKTUpOBaHUe: He
COXPAaHSIOTCS U3MeHeHUs LIPUQTOB, [IBETOB U YMC/IOBBIX (JOPMATOB U HEZOCTYTTHO
pelakTHUpOBaHUe JuarpamMM U PUCYHKOB. [l OCyIiecTB/IeHuUs JAHHbIX QYHKLWN
HE0OXO/IUMO OTK/TFOUMTH PEKUM COBMECTHOT'O UCTIOIb30BaHUSI.
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COBMECTHOE MCNONEZ0EAHWE >

PEXMM COBMBCTHOTO H-IZI'IDJ'IHDBEHHHE

MpyrMeyaHne: B 3TOM PEKWME HE COXPAHANOTCA MSMEHEHWA WPWETOE, LEETOE 1
YWCAOBEIX HOPMATOE, 3 TAKKE HEADCTYNHO PEAAKTMPOEAHNE AUarpamMM 1
pYCYHKOE [nA peann3aumie yKasaHH X ©YHKUWA NepefdnTe B pexum
MOHONONBHOID AOCTYNA K AOKYMEHTY.

MNonbzoearenn, cefyac paboTarWMe C 3TOR 3. Tabanuel

nam |I'ID::J1E,qHHﬁ BocTyn

Cnpaeka 0K OTmeHnTE

ITocne OTKPBLITHA JOKYMEHTA, HAXOAALEroCda B peXXuMe COBMECTHOT'O
HCI10J/Ib30BaHMNs, T10/Ib30BATE/II0 BEICBEUHMBAETCA COOTBETCTBYHOLIEEe YBeJOMJ/IEHUE.

x

JnexkTpoHHaA TabAvua HaxoAWTCA B obuem gocTyne. 3To NOZBONAET
HECKONLKMM NOAL30OEAaTENAM OAHOBPEMEeHHO MMEThL K Hel AocTyn M
PEAaKTUPOEATL €8,

B pexwme obuero goctyna He ByayT coxpaHeHsl W3MeHeHWA aTpubyTos
topMaTUPOEIHWMA, TAKWE KaK W PpWdTH, UBETa W YMCnoBEsie dopMaTH, a8 Takke ByayT
HELOCTYNHE HEKOTOPHE GYHKLMOHAAEHEIE BOSMOXHOCTH, HaNpUMep,
pPEAAKTUPOEAHWE LUATPAMM W PUCYHKOE. JINA MCNoABES0EaHIA YKaZaHHBIX HyYHKLWMA
OTKAHOYMTE OOWWA AOCTYN W NOAYYUTE MOHONONBHER BOCTYN K A0KYMEHTY.

I:l EDJ'II:LIJE HE NOKASHMEdTE 3TD NPEay NpEHgEHNE,

3.20 BcTaBKa KONOHTUTYIOB

BepxHuii KOOHTUTY SIB/IsIeTCsE 00/1aCThIO, KOTOPasi TIOSIB/ISIETCS B BEpXHeH
YacTH CTpaHULbl. HYDKHIUI KOMIOHTUTYJT 0TOOpa)kaeTcsi B HMDKHEHN YaCTH CTPaHULIBL.
Takasi uHdopMalMs, Kak HOMepa CTpPaHUL], BCTaB/IeHHbIe B KOJIOHTUTYJIaX,
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0T06pa)KEIETC$I Ha Ka)KAOﬁ CTpaHULIe JOKYMEHTA C € JUHBIM CTHUJ/IeEM CTPaHUIbI.

YroObl BCTaBUTb KOJIOHTUTYJTbI, HEOOXOJUMO TiepeiiTu B MeHI0 BcraBka >
KosioHTUTYIBI.

[TosIBUTCS1 OKHO C HACTPOWKOW KOJIOHTUTYJIOB.

KonoHtutyne! (CTune cTpaduue: Mo ymonyvadui) x

BepxHuii kononTuTyn HusKHWA KonoHTATYA
Neean oBnacTe UeHTpaneHan obnacte Mpaean cBnacte

Nuct]

HuzkHui konontumyn |Muctd w |

Hactpoute konontutyn | T4 [E, - EEE @ @ G‘J

Jameria

MCI‘IDJ’Ib.’r'_‘,."ﬁTE KHOMKK 4.0 U3MEHEHWA LIJFII.'1¢ITE WK ECTABKK I'IEIJ'IEIH, TAKWX K3k 0aTtd, BpeEMA W T.4.

Cnpaska BoccTtaHoeuTs oK OTMEHWTE

34ecb MOXKHO 00aBUTh BePXHUH U HYKHUN KOJTOHTUTYII.
HacTtpoiika KOJIOHTHTY/IOB.

BbI MO>KeTe HaCTPOUTb KOJIOHTUTY/IbI, BIOpaB 00/1aCTh, B KOTOPOU OyayT
0TOOpa’kaThCsl IaHHbIE:

® JleBast 00/1aCTh;
® TleHTpanbHast 06/1aCTh;

® TIpaBasi 06/1aCTb.
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Mo>KHO BLI6paTL T'OTOBBIM CTU/b OT06pa)KEHI/IH AaHHbIX:

Konontutynel (Ctune crpaduuer Mo yronqadueg)

BepxHuid konoHTUTYn HuckHuil KonoHTUTYN

Neean oBnacTte

UeHTpansHan obnacTe Mpaean cbnacte

195

CekpeTHo

00.00_0000 CrpaHuua 1

BepxHui konoHTUTYA

Hactpoute konoutuTyn

JameTia

WMcnonssyiTe kHonkw

Cnpaeka

(Her)
Crpanmua 1
Crpanvua Tws 7
MMt

Cexpertno, 00.00,0000, Crpanwnua 1
Bes vmenn 1, Crpaduua 1
Bes umeHn 1

Crpanuua 1, Muctl
Crpanvua 1, Bes umenn 1

Crpannua 1, Bes nmenn 1
5D5 5DASD, Crpanwua 1, 00.00.0000

Takke eCTb BO3MOXXHOCTb MMPpUMEHHUTDH anI/I6YTLI TeKCTa

Cozgan: 505 5DASD, 00.00.0000, Crpanwua 1

JlaHHbIe, KOTOpble OyyT 0TOOpaXkaTbCsi:

® 3arjaBue

® JImga nucTta |

]

¢ CrpaHula

A

¢ CTpaHuLbI

Y BbIOpATh
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® [lata

(D)
® Bpems - =

[ [onomHUTeIbHOM HaCTPOMKY KOJIOHTUTYJIOB TepeliuTe B MeHio @opmar >
CTuib CTpaHULBL...

B mosiBuBIIIEMCSI OKHe Ha BK/1a/[Kax Bepxuuit KosioHTHTY/ 1/ HIOKHUA
KOJIOHTHUTYJI yCTaHOBUTe (pyia>koK BepxHuii KomoHTUTY/I/ HYOKHHE KOJIOHTHTYJT U
HaCTpOWTe MapaMeTphbl: JieBoe T0J1e, IpaBoe I1oJie, OTCTYTI, BbICOTA.

Crune crpanuyg: Default *

¥npaenexue Crpaquua OBpamnerve ®on BepxHnid konontumyn HikHuid konontumyen fMuct
Bepxtui KonoHTMTYA
BepxHuiA KOROHTUTYA
OaWHAKOBOE COAEPXMMOE CNEBa/CNpasa

(] Oaurakosoe COAEpXMMOE Ha NEPBON CTPaHWLE

Jlesoe none: 0,00 cm = S=S .
Mpasoe none: 0,00 cm =
Crreryn: 025cm =
Bricota: 0,50cm =

AsTonoabop EeCOTH

Ewg..

Cnpaeka BoccraHoeuTs 0K OTMEHWTE

[7nist HacTpoliky oOpamieHusi U (poHa KOJIOHTUTY/Ia HA)KMUTe Ha KHOTIKY Emé....

[1711 HaCTPOMKY COZlep>KUMOTr0 KOJIOHTUTYJ1a HAXKMUTe Ha KHONKy IIpaBka....
BbI Takke MOXKeTe OTKPBITh 3TO OKHO ITepeliJs B MeHI0 BcraBka > Ko/IOHTHTY/IBL. ...

3.21 BcTtaBka cneuymanbHbIX CUMBOJIOB

DyHKUWS BCTaBKU CIeIMaibHBIX CHMBOJIOB TTO3BOJISIET J00ABUTH CUMBOJIBI,
OTCYTCTBYIOLIME B PacK/iaZike KiaBUaTypsl. [11st fobaBieHys crieliaJbHOr0 CHMBOJIA
nepeiigure B MeHio BecraBka > CrienjMasibHbIe CHMBOJIBL. ... B okHe Bb100p cuMBoI1a
ITle/IKHHTE Ha HYKHBIM CUMBOJI M HO)KMUTe KHOTIKY BcTaBHTB /17151 06aBieHust
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CHMBOJId B HHEﬁKy.

Beifop cumeona *

MNouck: Wpudr: MoamHoxecTEo:

. 5 I
Liberation Sans | |OcHoBHas naTMHWLa ~

B s e (D ]+ 2
0(1|2|3/4|5|6/7|8|9 < |==7?
@/A|B|C|D|E|F|G|H|I|J|K|L|M O
PIQIR|IS|ITIUIVIWIXIYI[Z|[|\N]]]|™]_ SPACE
“la|blc|d|e|f|g|h|i|j|k|l|m|n|oO
plalr|s|tulv]w|x]y[z][{]1]}]- e e
i |[C|E|@|¥]|]]|8 ©|3|«|= ®| |° e 2
(23] |pn|T Jlro] > |YalYe|%| e |A TamsE
Heaaerwe cumesons:

M3BpaHHbIe CHMBOEL:

[ e Je o J= Jo e fo = 0 Il

Cnpaexa BcraeuTe OTmeHuTE

B nmro6om mosie, ripejHa3HAU€HHOM /IJ1s1 BBO/]A TEKCTA, UCTIOJb3yWTe
kombOuHarwto knasumn SHIFT+CTRL+S a1 BbI30Ba IMAIOrOBOTO OKHA, CO/IEPIKaIIlero
CrieLiajibHbleé CUMBOJIBI.

Mo>KHO HAUTH HEOOXOJUMBIN CHMBOJI C TIOMOITIBbIO BEIOOpA TIOZIMHOXKECTBA.

Takke eCTb BO3MOXXHOCTh U3MEHHUTD HIPUGT U 100aBUTh CIIeI[MaIbHbIA CUMBOJI
B U30paHHOe, UTOOBI He UCKATh €r0 B CJIEAYIOIINIM pa3.

3.22 BcTaBka popmyn

Yrobbl BcTaBUTH (hopMyJ1y, TiepeiiinTe B MeHI0 BcraBka > O0beKT >
®dopmya. [Janee oTkpoeTcs jieBasi 00KOBasi TTaHe b 37ieMeHTOB. UTOObI 3aBepINTh
peJlaKTUPOBaHUe, I[eJIKHUTEe Ha 00/1aCTh 3a rpesenaMu ¢hopmyJibl. UTOOBI TOBTOPHO
OTKPBITh PeIAaKTOP, ABAXK/bI 11[e/TKHUTE JIeBOM KHOIKOW MBI 110 (hopMyie.
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Beraeka | ®opmar  Crvaw flwct fJadHwe  Cepewc  OkHo  Cnpaeka

[ @} HzobpaxeHue...

TaEKa PasmeTka
||| Auarparma
' ﬁ CeoaHan Tabauua... ~vitonT [~ A A
| BB Meaua » | = :
Obnexr v fx  Qopmyna.. Ctrl+Alts=
L Durypw v OR and Barcode...
fx it Cirl+E2 FY O6vext OLE..

= |

FleHoBaHHEIA AWanasoH UKW Ebl paseHHe...

3.23 [MpucBoeHMe NMeH fA4YenKam U guanasoHam

B ACell B03MOXHO MPUCBOEHHE UMeHU JTF0O0MY AMara3oHy Wiu OTAeTbHON
siuelike. Vicmonb3oBaHUe UMeH /IMaTlia30HOB WM siueek B popmyiax uin QyHKIHUSIX
TI03BOJISIET C/leIaTh UX OoJiee MOHATHBIMU U YTIPOIIIAeT MPOLiecC BBOAA.

715 mprCBOeHKsI UMeHH siuelike win Auarna3oHy B ACell Heo6xoaumo
clieZ10BaTh OIpe/e/ieHHbIM IpaBuiaM. [1py BBOze HerpaBU/IbHOI0 UMeHU B JUa/iorOBOM
OKHe OyzieT TosiBASThCsT coob1eHre 06 ommmbke. MimeHna B ACell 0/mKHBI HAUMHATBCS C

OYKBBI /I CUMBOJIA MOIUePKUBAHUS U MOTYT COJiepKaTb OYKBbI, UG PLI U HEKOTOPbIe
CcrieldanbHbIe CUMBOJIBI.

JomnycTrMble B UIMEHH CIieliia/ibHble CUMBOJIBI:
® TI0AUYepKUBaHUE,

[Mporiecc mprcBOeHUsT UMEHU uarnia3oHy wiu otjenbHou siueiike B ACell
OCYIIIeCTBJISIETCS CJIeIYIOLM 00pa3oM:

1. BeiienuTe ssueliKy Wiy Auara3oH.

2. Beibepure BecraBka > 3ajaTh UMA.
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[naeHoe Bcraeka Pasmetka [aHHele [posepka Bua  Pacwuvperue

L -
KA Meava u | 306paxeHue
@ lanepes

2
13 ~7 Tunepecsbinka

[
a 3aaate UMA ll. [Anarpamma
S SRR

@)mpasnem/le MMeHaMK 9 3MOA3N ¥ I Obbekt OLE

Cebingn Wnnroctpaumn
c p NN
4

B nosiBMBIIIEMCST OKHE BBeJUTe UMsL STUEUKU WU Axalia30Ha B COOTBETCTBUU C
MpaBHU/IaMH HallMCaHHUSA UMEHU U HAXKMUTE KHOIIKY ,I[OﬁaBl/ITB. Taxoke MOXKHO BBIGpaTB
MapaMeTphI Ardllda30Hd U ob/1acThb BUIWMOCTU.

3anatb MM$ X

3asaTe UMA 1 AManasoH UKW BblpaxeHue.
Wms:

npumMep

AwvanasoH nav GopMynbHOE BeIpaXKeHue:

$Nnct1.$E$3:$F$8 E

QbnacTb BUAMMOCTH:

‘ﬂ,OKyMEHT (rnobansHO)

|=|Mapametpbi avanasoka

[ ] Avanazon nedyartu |:|§I'IosTopMTb cronbely
nganp ] MNoBTopKUTL CTPOKY
CnpaBka Jobaeuth | OTMEHWUTL

715 mpoCcMOTpa U yTipaB/ieHus: IPUCBOEHHBIMU UMeHaMH HeoOX0AUMO BbIOpaTh
BcraBka > Ynpas/ieHHe UMeHaMMH.
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YnpaBaeHve MMeHamu X

Nmsa [lmanasoH unu dopmyasHoe Bbipaxe..|Obnacts BUAMMOCTH
$NMnct1.9C$3:$E9$3 LokymeHT (rno6ansHo)

BbibepuTe Auelikv AoKyMeHTa ANA OBHOBASHWA AManasoHa.

Wms:

npumep

AvanasoH uau GopMynsHOe BhipakeHue:

$/ner1.$CE3:$E$3 ==

Obnacte BUAMMOCTH:

|,£|,0KyMeHT (rnobansHo)

ﬂapameTphl AnanasoHa

[lobasutb | Yaanuts

Cnpaeka OTMEeHUTb

[Tpumep Mcnonb30BaHMs TIPUCBOEHHOTO MIMEHH Jifiaria3oHa B (hopmyie:

1. Vimeetcs fBa Auana3oHa C IPUCBOEHHBIMU UMEHAMMU: «IIPUMEp», «IIPUMep2»

1 > 3 YrpaeneHue nMeHamm X
Vima [nanasoH nnu GopmysibHoe Beipaxe...|061acTs BUAMMOCTH

3 6 npuvep $/IncT1.$C$3:$E$3 JokyMeHT (r106a1bHo)
npvmep2 $/IncT1.$C$5:$E$5 [AokymeHT (rnobanbHo)

Bbi6epuTe aueliki AOKyMeHTa Ansi OBHOBAEHUSA AManasoHa.

Nwma:

npumep

[JnanasoH nau GopmybHoe BbipaxeHue:

$Nncr1.$C$3:$E$3 =

Q6nacTb BUAMMOCTH:

‘ﬂ,OKyMeHT (rnobankbHo)

ﬂapameTphl AvanasoHa

[obasute = Ypanutb

Cnpaska OTMeHUTbL

2. CDOPMYJ'Ia AJI CJIOXKEHUA ABYX OWAalla30HOB:
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e 2 v = =CYMM(npumep:nprmep2)

s NN o> | ¢

1 2 3
3 6 8

3.24 Co3paHue cBOoAHbLIX Tabnuy

[t co3aaHusi CBOJHOM TaOJIMLIBI BHITIOJTHUTE C/IeAYIOLHe TeHCTBUS:

1. YcraHoBuTE KypCop B Auarna3oHe siueeK, Co/IeprKall[iX 3HaUeHHUsT U 3aT 0JIOBKH
CTPOK U CTOMOL[OB.

2. Bribepute BcTraBka > CBojHasi Tad/mIia. ..

Bcraeka | Qopmar  Coww flwer Jannele Cepewc Owno  Cr

G MsoBpaxerme.. [TaBKa

||| duarparraa
I ﬁ CeogHan TaBnrua...

BB Megwa .
ObrexT 3
L1 ®urype r

Wpndr

3. B nosiBuBiiIeMcsi okHe «BbiOpaTh UCTOUHUK» BbiOepuTe Tekyiee
BbIjiesieHue 1 HaxkmuTe OK.

BeiEpaTe MCTOUHMEK *

Bwbop

HmeHoBaHHBIA AWanasoH:

(O McTounMK ganHbI, 3aperncTpupoeaqHelii B AlterOffice

Cnpaeka 0K COTMEHUTE
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4. 3aroyioBKH Tab/uIbl 0TOOpaXkaroTcst B 001acTH «lOCTyTTHBIE TTOJIsh».
[TepeTaiuTe UX B HY)KHBIE 00/1aCTH: GUIBTPBI, ITOJISI CTOOI[OB, TIOJS CTPOK,
noJist JaHHbIX U HakmMuTe OK. CBoziHast Tab/MIia MOSIBUTCS HA OT/AE/TbHOM
JICTE.

[Tpu nepemeliieHry 3aro/ioBka B 061acts o1t JAHHBIX, C/IeBa OT 3aT0/I0BKa
MOSIBUTCS (PYHKLIUSI, UCIT0/Ib3yeMasi /il BBIUUC/IeHUsT IJaHHbIX. [|BOMHOM I11e/TU0K 10
oJfHOMY U3 T0J1e¥ B 06/1acty ITo/1A JAHHBIX BBI30BET JUA/IOT0BOE OKHO «Iloe
JIAHHBIX».

[IBak/IbI IIe/IKHUTE T10 TI0/1sIM B 006s1acTsix Ilosis cTon6noB, Iosist CTPOK,
®unbTPHI, UTOObI 33/]aTh KakK OyyT BBIUUCIATHCS 0TOOpakaeMble IPOMeKYTOUYHbIe
UTOT'H.

Ncnonb3oBaHue cpe3os

Cpe3bl MpeIoCTaB/ISIOT BO3MOXKHOCT (DH/ILTPOBATh JaHHbIe B Tab/uiie. Cpe3bl
CO3/Iat0TCs Ha JTare fobaBieHus nosel Tabmuiibl B 0071acTh @UAbTPBI. UTOObI
OT(hUIbTPOBATh JJaHHbIE HAXKMUTE Ha 3HAUOK BbIOOpa GusbTpa (TepeBepHyThIN
TPEYTOJIbHUK) U YCTaHOBUTE (P/IAXKOK C YKeJTaeMbIMU 3HAUEHUSIMH.

All i

1
23
24
25 |
26 !
27

1 (mycro)

£ >

0K COTMEHWTE

3.25 Pab6orta co cBOoAHbLIMM TabnuuamMu

1. TloAroTOBKA AAHHBIX:

® Y6enurech, 4To JlaHHbIe, C KOTOPLIMU Bbl X0THTE paboTaTh, HAXOATCS B
CTPYKTYpHPOBaHHOM (hopmare, C 3ar0JI0BKaM{ CTOJIOLIOB 1
COOTBETCTBYIOIIVUMH 3HAYEHHUSIMH.
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® YbeauTech, UTO BCe JaHHbIE HAXOAATCS B OZHOM Tab/IUIe UK JUara3oHe
sTueek.

A8 V| fe Z v =

Il + BT

1 |[[pogyktel  Kateropua Llena
2 |Hénoko PpYKT kI 2.00
3 [Mopkoek OeoLy 750
4 |Monoko Monouka 4.00
5 |[Kned Aned 6.35
_6 |
7
KN ]
=
10
1
12

® BoijenTe Juana3oH JaHHbBIX, BKIFOUAast 3ar0/I0OBKU CTOJOI[OB.

WOMN LIHGERG  UMg  ULIGORG  WUREMG  CIVUB JILL GERRDIE SEpDRL MROU b
OB~B+o~C-& Paiin LCnagnoe Bcraexa
T OtmennTs - E‘I_I’l CeogHan Tabmiua qj-'_'j Mnepccbunka e
CBepryrs v | FPH BoTaenTs anct ¥ 3apate uma Q Taepen
5] Coxpammrs = M3 BorasmTe Aueiiku 2L YnpasneHne MMeEHamm e IMoaEM v

dritcroim Crpanuubl | Cobingn [ Hnn
ATiCS v B Z v = | Mpoayers

D E F

Kateropua

PoyKT {2.00
Osowp .50
Monouka  [4.00
Xne6 |6.35

1

2

3

4

5
i
i
=L
_9 |

2. B meH10 Boi0epuTe BcTaBka > CBogHasi TabMia.

® B MosiBUBIIEMCS AUA/IOrOBOM OKHe Pa3mMeTKa CBOAHOM TaO/ MLl YKaXKUTe
[lAaras3oH J1aHHbIX.
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A D E F G H | J K
Mpogyekrer  [Kateropns  |Llewa m - i x T
S6noko DpyThl 2.00 PazmeTka ceogroi Tabauusl X
MopkoBs. Osoup 7.50
e et 4.00 Punrpes: Nona cronbuos: Jocrynubie nons:
neg Kned 6.35 Adannsie MpoaykTs!
Kateropua
Uena
Monsa crpox: * Mons gaHHbIX:

Mepetaumre nona e Tpebyemyto oGnacTe

B

| Mapamerpe

B

| McTouHmMK 1 HasHaueHne

Cnpagka OTMEHWTE

® TIpou3sBesuTe pa3MeTKy CBOAHOU TaO/IUIIbI YKa3aHUeM He00XO0[UMbIX
[lMara3oHoB:

o B nosiBuBIIeMcst OKHe BbI MOkeTe BBIOpATh 10J1sI, KOTOPLIe Bbl X0THTE
HCITI0JIb30BaTh /I CO3ZAaHUSI CBOZHOM TaOJTHIIBI.

o B nosnie IToss cTpok BuibepuTe 1oJ1e WX TIOJS, TI0 KOTOPbIM Bl XoTHUTE
rpyNNUpoBaTh AaHHble (Harpumep, "Kareropus” umm "T'og").

o B nosnie ITonsa JaHHBIX BEIOEPUTE T10JI€ UJIH 1107151, KOTOpbie BbI XOTHTE
0TOOpa3wTh B 3aroJIOBKax CTOIOI[OB CBOJHOM Tab/uiibl (HaripumMep, "'Mecsiy”
um "TIpogykt").

o B none ITosisa gaHHBIX BbIOEPUTE T10J1€ WIIH 1107151, 3HaUeHUsI KOTOPBIX OyayT
CYMMHPOBAThCSI UJTH arpPerupoBaThCs B CBOAHOM Tabmuije (Harpumep,
"Cymma" nm "KonmuectBo")

A D E F G H | J K L
[l posykrer  |Kateropus  Llewa
rAlAGnoko DRYKTEI 2.00 7
EWlMoproes  |Osoup 7.50 o B RN T
L 3l\lonoko Monouka 4.00 ®
5 Xne6 635 PuneTpoi: [onsa cronbuos: Jocrynueie nons:
e AanHele MpoaykTel
el Kareropua
5]
o]
0|
[
_12 | Mons crpok: Monsa gankenc:
N
4]
5
6 |
o7
T8 |
"9 |
i
21 Meperauwre nona e Tpebyemyto obnacte
a2 | ¥ Mapamerpt
% ¥ McTouHMK M HasHaueHue
25
26 | Cnpaska OK OTMeHNTE
e
=n

2024 2. OO0 "AJTIMU MapmHep"©



TabnuyuHbin npoueccop ACell 205

* B none VICTOYHMK ¥ Ha3HaYeHHE YKAKUTE HOBBIH JIUCT WU CYIIIeCTBYIOIUAN
JIUCT, Ha KOTOPOM Oy/1eT pa3melljeHa CBO/IHasi Tabuija.

* Haxmute OK.
3. PejakTupoBanue u ¢opMaTHpOBaHHE CBOJHOM Ta0O/IUIbI:

[Tocne co3manusi cBOHOM TabvLbl Bel MoXKeTe pejlakTHPOBaTh U
(dopMaTHpOBaTh ee, A0OABATH WM y/Ja/ISATh 10151, U3MEHSTh THUTIBI arPerUPOBAHUS
JAHHBIX U T. [I.

BrbI MoXxeTe MMPUMEHATL PA3/IMYHbIE Cl)y'HKL[I/II/I dI'PETUPOBAHMSA, TdKHE KdK CYMMa,
CpegHee 3Ha4eHre, MaKCUMYM, MUHUMYM U T. [., K ITIOJIAM 3HAUEHUM CBOAHOﬁ Ta6J'II/ILU:>I.

MO)KHO TaK>Ke IPUMeHSTh (GPUILTPBI U COPTUPOBKY K CBOJHOM TabmuLie A/st
noyueHust 6osiee TOUHOTO aHa/IM3a JaHHbBIX.

4. Bo3Mo)KHbIe BADHAHTHI 3aMPOCOB B PaMKax 0/{HOT0 JOKyMeHTa WU U3
oTAenbHOro ¢aiina:

B PaMKadX OHOI'0 JOKYMEHTA:

BbI MOXKeTe U3MeHATh UCXO/JHbIE JaHHbIe, OOHOBJIATH CBOAHYIO TaOMUIly U
aHa/IM3UPOBaTh Pe3y/bTaThbl U3MEHEHUN B PEXXUME pPealbHOrO BpeMeHH.

Bb1 MoxkeTe 100aB/ISITh HOBBIE JJaHHBIE B TaO/UIy ¥ OOHOB/ISITE CBOAHYIO
TabJUITY, UTOOBI BK/TFOUHUThH HOBbIE 3HAUEHUS.

N3 otaensHoro daiina:

BbI MOXKeTe COXpaHATb CBOJHYIO TabO/MIy B OT/Ie/IbHBIN (haiiyl ¢ paciiupeHruem
.0ds ¥ MCTI0/Tb30BATh €ro B Ja/lbHeMIIeM /I/Is aHa/Tk3a W COBMECTHOM paboThL.

BbI MOXKeTe UMITOPTUPOBATH AaHHBIE U3 ApYTroro daiiia uin 6a3bl JaHHBIX U
CO3/aTh HOBYIO CBOZIHYIO TaO/HIly, UCTIOB3YS 3T JaHHbIe. [1j1s1 3Toro Heo6Xxo umo
Hcrosib30Bath hopmyny "=DDE".

AlterOffice ACell nognep>xuBaeT popmatsl daiinoB Microsoft Excel (.xlsx),
103ToMy BBl MOXKeTe OTKPBIBaTh U PabOTaTh C CYII|ECTBYIOIIMMH CBOAHBIMU
tabsmiiamu, co3gadHeiMu B MS Office, 6e3 ocoObIx rpo6em.

5. I3MeHeHMe HCTOUHHMKA JAaHHBIX

Ecyiu Baiu 1aHHbIe ObUTH W3MeHEeHbI WK T00aB/ieHbl HOBbIE IaHHBIE, Bl
MO>KeTe 0OHOBHUTBL CBO/JHYIO Tab/IMIly, UTOOBI OTPa3UTh 3T U3MeHeHus1. [/ 3Toro
BbI/[e/IUTEe CBOAHYIO TaO/IMIy U HA)KMUTe TIPaByr0 KHOTIKY MBIILIM U BbibepuTe B
BbIMazaroiiemM MeHro OOHOBHTH.

2024 2. OO0 "AJIMU MapmHep"©



206

D6 v fx Z v =
A B C ) E F
1 |Mpogyersl | ™ |Kateropud > |LleHa * |[nycTo)
2 |Monoko Monouka 4.00
3 [Mopkose Ceowm 7.50
4 [Kned X nead 6.35
5 |H6noko PpyKT I 2.00
W tor PesyneTar
7 32 Bupesam  Grl+X
% B  Konuposate Cirl+C
10 -I__‘] BcraenTe Ctri+Y
11
12 ﬁ CeoficTEa...
_13 H—:_f OBHoENTE
14
i DuneTp...
T Hat  Yaamme
17

6. VIaMeHeHHe PacCIo/I0KeHHUs ToJIel

B cBogHO# Tabie Bel MOXKeTe M3MEHUTh PACIIO/IOKEHHE TOJIeH,
riepeTackuBasi UX B ipyrue obsiactu. Harpumep, Bbl MOXKeTe mepeMecTUTh ToJie 13
obsactu Ctpoku B 061acte Ko1oHKH 1y Ha060poT. ITO 103BOJIsIeT Bam n3MeHsTh
CTPYKTYPY CBOJHOM TaOJIULIbI U MO/TyuaTh pa3/iMiuHble BU/bI AHA/TH3a JaHHBIX.

D4 v fx & v =
A B C ) E F
1 |Npoayerel | ™ |Kateropud * |LleHa * |[mycTo)
Monoko Monouka 4.00
MopkoBs OeoL .50
Aned Aned 6.35
< B Ctrl+X
3 |Hanoko PpyKTEl 2.00 &< Bepeame i
& |WMror Pesynertar B Konuposare Ctrl+C
_; -D BeraeuTe Ctrl+V
= ﬁ CeolcTEa...
10 =
T ﬁj OBHOBUTE
12 DuneTp...
13 =
— ¥aanuTe
14 et

7. VI3meHeHMe arperaTHbIx GyHKIMi

I[To ymonuanuto, cBozHbie Tabmubl B AlterOffice ACell ncnonb3yroT ¢hyHKIMIO
"CymMa" fij1s1 arperaijuu aHHbIX. OIHaKO BbI MOXKeTe U3MEeHUTD 3Ty QYHKIMIO Ha
Ipyryto GyHKIMIO, TaKyto Kak "CpeznHee 3HaueHue", "Makcumym", "MuHumym" u

apyrue.
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8. lobaB/ieHHe JOTIO/THUTE/TbHBIX MoJied U GUILTPOB

Bb1 MoXkeTe 106aBUTh [JOTIOJIHUTE/TBHBIE TTOJI B CBOJHYIO Tab/IHIly, TOMECTHB
UX B COOTBETCTBYIOIIMe 00/acTu. Haripumep, BbI MoXkeTe f06aBuTh nojie "HAC" umu
"OTaen" A/si JOMOSTHUTE/IbHOM FPYIIITUPOBKU JJaHHBIX.

BbI Takke MokeTe IPUMeHsTh (PU/IBTPBI K CBOAHON Tabsuile, UTOObI
oTobpa’kaTh TOBKO OMpe/iesieHHble 3HaueHHsl WM UCK/II0UaTh HEKOTOpbIe JaHHble. [Ist
3TOTO ITIe/IKHUTE MPaBOi KHOTMKOU MbIH "CBoiicTBa" 1 BeiOepute "®uUnbtp" Bo
BKJIa/iKe "TlapameTpbl" pasMeTKU CBOJHOW TaOMULIBIL.

9. Ucnonb30BaHue CBOAHBIX rPa)uKoOB

AlterOffice ACell ro3BoJisieT co3fjaBaTh CBO/[HbIe rpaK1 Ha OCHOBE CBO/JHBIX
Tabsuil. [I1s1 3TOro Bhlle/IUTe CBOZHYIO Tabmumily 1 BeiOepuTe BecraBka > /luarpamma.
3aTeM B MacTepe JuarpamMM BbiOepuTe >KeflaeMblii TUM rpadyKa, HarpuMep,
CTONOUATYIO [UarpaMMy WK KPYTOBYIO UarpaMmmy, U HaCTPOWTe TlapaMeTphl rpaduka.

10.Jo6aB/1eHHEe UTOTOB

Bb1 MoeTe 00aBUTh UTOTOBBIE CTPOKHU W/ CTOJIOLIBI B CBOAHYHO Tabmuily,
4yT00OBI 0TOOpPA3UTh CyMMapHbIe 3HaUeHUsI W [[PyTHe arperupoBaHHbIe JaHHbIE.
Haripumep, Bbl MOkeTe 06aBUTh CTPOKY C 0611jeli cyMMOli pofiax Uiy cTosbery
cpeiHUX 3HaueHu. [11st 3Toro BbibeprTe CBOAHYIO TabMLly, TIepelijuTe BO BKIAAKY
"IlaHHbIe" Ha TTaHe/IM UHCTPYMEHTOB U BbIOEpUTE HY)KHYFO OTLIMIO /1711 0OaBIeHus
VTOTOB.

11.IIpuMeHeHHe yC/10BHOTO (hopMaTUPOBAHUA

BbI MOXXeTe UCI0/1b30BaTh yCJI0BHOE (pOpMaTUpOBaHUe /1S BblZie/IeHUs
OTipe/ie/IeHHBIX 3HaUeHU B CBOIHOM TabJIvIle Ha OCHOBE 3a/JaHHBIX YC/IOBUH.
Harnpumep, Bbl MOXKeTe BBIJE/TUTh STUEHKHN C HANOOJIBIIMMY 3HAaUeHUSIMU VJTH
3HaYeHUsIMHU, YZ0BJIeTBOPSIIOLLMMY OIpe/ie/IeHHOMY KPUTeputo. [1/1s1 3TOro BblJje/uTe
CBOJHYO Tabnuily, iepeliziTe Bo BK/IaAKY "laHHbIe" Ha TlaHed UHCTPYMEHTOB U
BeIOepuTe "IIpoMexyTOUHbIe UTOTH'".
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A2:06 v| fx £ v = Monoko
B D E F G H | 1 K
1 |Mpogykrel| ¥ |Kateropud ¥ |LIeHa ¥ |(nycTo) ONOMHATANLHLIS AANLLIE
Monoko Monouka 4.00 MpoMERyTOYHEIE UTOTH
Mopkoss Osoum 7.50
Sl ned X ned 6.35 . 1-arpynna 2-arpynna 3-arpynna MMapametpel
A6noko PpyKThl 2.00 |
lTor Pesynetar | [pynnupoearts no: () BeiBpats Bce konoHKn
% BLIMMCHTE IPOMENTOUHBIE VTOM 478: Wenonssosate dyriumo:
o o
L0 ) Monoua Kommectso
% @4‘00 Cpegnee
3 () Cron6eu D Makcumayma
T2 | MuHHy
| Mpouzseaerne
E KonmuecTeo (Toneko uncna)
7| CrOTin (seiBopka)
_18 | CrOtin (coBokynHoCTE)
_19 ) Anenepona (BeiBopka)
% Adncnepcna (COBOKYNHOCTE)
2|
23
a4 |
5 |
2 |
27 Cnpaska Boccranosums Yaamme oK Ommerims
28
29 |
E

3.26 PaboTa c Asuenkamm

O0beJUHEHHE U pa3/ie/IeHHe sSUeeK
OOBeMHUTD TUEHKU MOXKHO TpeMs Criocobamu:

1. BeigenuTe siueiik, KOTOpoe He0OXOAUMO OObeIMHUTE, IIeJIKHHTE TPaBoOi
KHOTIKOM MBIIIY U BbiOepuTe O0beAUHUTD STYEHKH.

| | S

Bripezate Ctrl+X
Konupoeate Ctrl+C
Bcraeute Crl+V
BcraenTe kak 3
Bcraeue... Ctrl++
Y¥aamte... Ctrl+-

OumncTuTe cogepxumoe.. Backspace

OJBBEs MHWTE AYERKI

Konupoeate dopmar

%i@ﬂﬂéﬁ .@'ID;%%

OumnctuTe dopratuposanue  Cirl+M

CTinam k
[-4 AoBaewte kommenTapuii  Crrl+Alt+C

0] Dopuat aueek... Ctrl+1

2. Boigenure siueliku, KOTOpoe He0OX0IUMO 00BeTUHUTD U Ha BK/IAZIKe
I'1aBHoe HOKMUTE O0beJUHUTD M LIEHTPUPOBATH STUYEHKH.
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[raeroe Beraska Paswmerca Harrore Oposepra Bua Pacumpenine Cepsuc

Liberation Sans vl [0 (v A K A

" - |Eﬂ : B
. . p = BEAUHIT W LEHTPHPOEATS Aveiikn crosroe
W K U v e He®. v A+ | = === |E = L 00 |t L s EEE-

mat

Wpudr Abzany GopeTel Beraska

3. Boigenure siueliku, KOTOpoe He0OX0[UMO 00BeJUHUTH U B CBOMCTBAX
OOKOBOI MaHe/ M Ha BK/1a/jKe BbIpaBHUBaHHE YCTaHOBUTE (P/1aXKOK
O0BbeJUHUTD STUYEHKH.

! CeoiicTea X =
= Crvab 5 "'
Mo yroaHaHn v Y% BN ﬁ
= CumBonb %
= 7
Liberaticn Sans 1 10 [~
i e
WM K YU v ( Ao B
L v Ffe Tx

= ®opmar uncen u

00 % = - IGE-u.l,uﬁ vl
ApoBHan yacTe =
Begyume pym: |1 =

D gTFII.ﬂLI,ETE.I'Ib-HbIE HUCNa KpacHBIRM

[] Pazgenwrens paspaaoe

= Bmpasnwusanmne &
=== = LI R
B AR o -
o Sl Ont e
OBLen MHWTE AYEAKK L] Neperocuts Teker
OpueHTayma Tekcra: 0° =
[] Pacnonoskuts no BEQTHEAM - - |
= Brewnnid Bug aueex §

KonupoBanue (hpopMaToB U CTU/IEH siueek

ACell nogpaep>xuBaeT KorvpoBaHue (hOPMaToOB U CTUJIEH siueek.
BhImoiHuTeE Ceyrolye 1eHCTBUS:

1. BeiienuTe siueliKy C Hy>KHbIM (hOpMaTHUPOBaHUEM.

2. Ha Bknagke I''taBHOe Ha)xmuTe Ha KHOTIKY KonmpoBathb ¢opmar.
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Ow = Paiin

CnaeHoe

= ,Ek Beipesate
Liberaticn 5a

M K 4

+ i Konupoeats
BcraeuTe

q'-"'g- Konupoearte dopmat

3. Boienure siueliky, B KOTOpbie HY>KHO BCTaBUTh CKOITUPOBaHHOE
dbopmaTUpoOBaHUe.

4. Haxxmure Esc, uToObI OCTaHOBUTH OTEPAI[HI0 KOMMMPOBaHUsS Gopmara.

3.27 BblpaBHMBaHMe TEKCTa B s4eUKaX

l"opmonTaanoe BbIpdBHHUBdHHE
1. BbIAEJII/ITe HHEﬁKH, TEKCT B KOTOPBIX HEO6XO,Z[I/IMO BBIDOBHATL.

2. Ha Bknagke I'maBHOe B 6/10Ke A63ary BIOepHUTe Ke/laeMOe BbIpaBHUBaHUE:
110 JIEBOMY Kpato, TI0 LIeHTPY, 110 IIPaBOMY Kpato, T10 IIHPUHE.

|
-||1
RE
111 4]
|

BepTukanbHOe BbIpaBHUBaHUe
1. BeigenuTe siueliku, TEKCT B KOTOPBIX HEOOXOIUMO BBIDOBHSITE.

2. Ha Bknagke I'naBHoe B 6s10ke A63ary BbiOepuTe KejlaeMoe BbIpaBHUBaHUe:
TI0 BepPXHEMY Kpato, TI0 I[eHTPY, 110 HIKHeMY Kpato.

|
o+
Il¢
4

|
+
i

3.28 Pab6oTa c runepccbinkamm

Bel MOKeTe BCTaBUTB I'MITePCCHIIKY B JOKYMeHT. [lyig 3Toro B MeH0 BcraBka
BbIOepuTe I'unepcchliKa. B MosiBUBIIEMCST OKHE HACTPOUTE MapaMeTphbl TUITEPCChUIKH.
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Mnepccelnka

L]

Fnnoyta

=

JokymeHt

Co3gate
B CKYMEHT

Cnpaeka

Tun THMNEpCCblLAKM

MpoTokom

URL:

TewcT:

JonoAHMTENBHBIE HACTPORKK

Dpeint

ram:

CBpocuTe

®) Nureprer O FTP

NpumernTs

W

Popma: | Teker \j <

QK JAKPBITE

YTo6bl U3MEHUTH TUINEPCChUIKY HAKMUTE Ha Hee TpaBoii KHOMKOM MBIIIH 1
BbIOepuTe MyHKT VI3MeHUTh rUNepCcChbUIKY.

E.cnu Bbl XOTHUTE U3MEHUTH TEKCT TUI1epCChbIIKH, TO ITPOCTO OTPEAaKTHPYﬁTe ero

B JOKYMEHTE.

[To ymonuaHuto 4TOOBI IIEPeNTH MO CChUIKK HY>KHO HakaThb Ha Ctrl 1 ENKHYTh
JIeBOM KHOIIKOM MBIILIY 110 CChbUIKe. Bbl MOKeTe HaCTPOUTh Mepexo/ 0 CChUIKe C
MOMOILIBIO I11e/TYKA JIeBOM KHOMKOW MbIK. [s1 3TOro neperigurte B CepBuc >
ITapametpsbi > AlterOffice > BesonacHocTb. Haxkmute kHorky ITapameTpsl 1
y6epute daxxok Ctrl-menuok ans nepexo/a 1o runepccbuiKam.

3.29 [poBepka opdorpacpmm n rpammaTnkm

ACell cogepxuT cpezicTBa rpoBepku opdorpadun, KOTOPbie MOKHO

HCII0J/Ib30BAaTh C/1eJyIOIMU criocobamu:

3HaAUoOK

PesynbTaT
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BB, ABTOmpOBepKa opdorpadun ll;IOpOB"epHET Ka)K/i0e CJIOBO IIPU BBeJjeHUU U

[UEPKUBaeT HelpaBU/IbHbIE C/I0Ba
BOJTHUCTOW KpacHoM nuHuel. Eciu
HerpaBWIbHOE CJIOBO UCIIPABUTD, JTMHUS
IpoIazer.

Komb6uHrpoBaHHasi TpoBepKa opdorpadum
Y rpaMMaTUKu. OTKpbIBaeT Juasor, B
KOTOPOM T0C/Ie[j0BaTe/IbHO M0Ka3aHbl

[TpoBepka op¢orpaduu

BCe HellpaBWIbHbIE C/IOBa, HaliZieHHbIe B
nokymeHTe. [{ist paboThbl PyHKIUM
WCTIO/NB3YIOTCS CJIOBAPH, YCTaHOBJ/IEHHBIE B
AlterOffice. [To ymonmuanuto
yCTaHaB/IMBaIOTCS CJIOBAPU: TIPOBEPKU
opdorpacduu, rpaMMaTUKH, TIEPEHOCOB U

Te3aypyc.

BbI MOKeTe BK/IHOUUTL/OTK/IFHOYUTH aBTONPOBEPKY U TIPOBEPKY opdorpaduu B
MeHro CepBuc.

Cepemc  Owkno  Cnpaeka
AEE - Mpoeepka cpdorpadm... F7
AP Apronpoeepka opdorpadim Shift+F7
Haxxkmure HpaBOﬁ KHOITKOH MBIIIIHU 110 CJIOBY, KOTOpPO€ IMMOJUEPKHYTO BOJTHUCTOU

nMiHUel. B KOHTeKCTHOM MeHI0 BbIOepuTe OJUH U3 Npe/|/I0’KeHHBIX BAPUaHTOB CJIOBa,
yT00OBI 3aMEeHUTD MOJUePKHYTOe. [Ipyrue MyHKThI MeHI0 Oy/[yT pacCMOTPEHBI HUKE.
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NponycTuTe BCe

JoBaewTe B cnoeape
Mpoeepka opdorpadgun...

ABTo3ameHa Ha v

MapamMeTpel 3ETO33MEHEL...

Cnoeo Tatapckni
ABzay Tatapcknid
abaka

cnabaka

cobaka

——

Tabaka

canaka

kabaka

c abaka

kabak

Gakca

caka

caaka

cabaxa

babaka

HaxmuTe ripaBoit KHOMKOW MBIIIIU 10 CJI0BY, KOTOPOE MOJAUePKHYTO BOJTHUCTOMN
nuHUel. B KoHTeKCTHOM MeHI0 BbiOeprTe IIpoBepKa opdorpadumn.

CAaDaKa

OponycTuTte BCE

JoBaenTe B CNOBApE

MNpoeepka opdorpadum...

ABTO3aMEHE HA *

MapamMeTpel 36TO3IAMEHEL.,

Cnoeo Tatapcknid
ABzau Tatapckwni

abaka

B nosiBuBIIEMCS AWa/IOrOBOM OKHe BrI MoXxeTe BbI6paTb A3BbIK TE€KCTa, 'Z[O6aBI/ITb
HEOII0O3HdHHO€ C/I0BO B CJIOBAPb U 3dMEHUTHL CJIOB OHUM M3 IPeA/I0’KEHHBIX BADUAHTOB.
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| Mpoeeprwn opdorpadgumn: Pycckni x|
| Bk TekcTa:  |*RF Pycckwii L 1
Het e cnoeape -D )
cabaka M
Oponyctute

MponycTuTe BCE

JoBaenTe B cNoBape

BapuaHTel

abaka JAMEHWTE

cnabaka

‘cobaxa 5 3aMEHNTE BCE
Tabaka
canaka
kabaka
c abaka
KaGak
Gakca
caka
caaka
cabaHa
babaka

Cnpaeka MapameTpel... DTMEHWTE 3aKpbITE

Haxxmute kHonKy ITapameTpsl B juanoroBoM okHe «IIpoBepka opdorpadumn»,
yT0OBI HACTPOUTH MapaMeTpPhI MPOBEPKH.

3.30 [louck, 3ameHa TekcTta u chopmaTnpoBaHue

B ACell ectb aiBa criocoba /ij1st TOMCKa TEKCTa B JOKYMEHTe: 13 MaHe/ i MOUCKa
v u3 Auanora HauTu 4 3aMeHHUTb.

B mmnanore MokHO:
® lickaTb ¥ 3aMeHSITh CJI0Ba U (ppa3bl

® Jlcnonb30BaTh CrieljaabHble CHMBOJIBI M PEry/IsIpHbIe BEIPayKeHHUsI, UTOOBI
00J1eTYUTh U yCKOPUTbH MOWCK

® VickaTh U 3aMeHSThb oripefiesieHHoe (hopMaTHUpOBaHUe (CTH/IHN)

® lckaThb ¥ 3aMeHATh CTU/IH ab3aria
Hcnonb3oBaHue MaHe M MOKUCKa

E.cnuv nmaHens rmovcka HeBUIK1Ma, TO OJIA eé OTO6pa)KeHI/IH BbI6epI/ITe MYHKT
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MeHto Bup > [TaHesin uHCcTpyMeHTOB > HalTu unu HaxxmuTe codyetanve Kiaasui Ctrl +
F. [Taness movcka nmosiBUTCsI BHU3Y okHa AlterOffice mpsiMmo Hazi CTPOKOM COCTOSIHUSI.

. iy
g Fa;’!r;! e Harirn sce [ Yunrbisats dopmar L] Yunteisate perncrp D

[nst ucnosib30BaHMs TaHe M MOUCKa BBEJIUTE B T0J1€ /1J11 BBOJIa UCKOMbIW TEKCT
1 Ha)kMUTe KiaBuily Enter, urobbl HaliTH ciefytollee COBMa/ieHHe B TeKyIlleM

) [

JokyMeHTe. Haxkumarite kHorku Criefyomiee v IIpeabigymee — 110 mepe

HE0OXO/IUMOCTH B TIOMCKE.

Hcnonb3oBanue auanora « HaiTu U 3aMeHUTH»

.
HaxaTve Ha 3Hauok HaliTu U 3aMeHUTHb s OTKpPOeT J1ajioroBoe OKHO
«HalTu 1 3aMmeHUTb». Bbl Tak’ke MOKeTe OTKPBITh 3TO [JMa/IOr0BOe OKHO C ITOMOLL[BIO
kombOuHarmu kiasuil Ctrl + H v Beibepute nmyHKT MeHto IlpaBka > Haiitu u
3aMeHHTh. [Ipr He0OX0IMMOCTH HAKMUTE KHOTIKY JIpyrue mapamMeTpsl, UTOObI
PacCLIMpUTh JAAJIOT U TIOJIYUUTb JOCTYII K IOTNO/THATE/IbHBIM [apaMeTpaM MOKCKa U
3aMeHBbl.

Haiiti 1 3aMeHNTE >

Haiimi: | i

L] Yuureieats pernctp [ Yumteisate dopmar [ Aueiicy uemicom [ Bee ancren

JameHnTe: e
Haiitn sce Opeawigyiige CnegyroLlgee JaMEHNTE 3aMEHNTB BCE
= fpyrue napamerpol
Tonbko TEKYLLEE BbIfENEHKE [le oBpaTHoM NopAaKe
] [MogcTaHoBOYHEIE 3HAKK [ Crivm aueiikn
] PerynapHele EEIpaxeHlA YUMTBIEATE LUMPWHY CHMECNCE
L Mowek nogoBHeR FlogoGHbIe... ] DoHETUYECKKW (ANOHCKWIA) 3BYKW...
Paznmuate AMBKPUTMHECKME 3HAKK [] ¥unTeiBaTe kawmak:
T
HanpaeneHue: O] Crpoku () CronBub WMckate B:  [3HaueHwmA w |
| L —" |
Cnpaeka 33KpBITE

[nst vcriosib3oBaHus Auanora HauTu v 3aMeHHTh:
1. BBeauTe MCKOMBIM TeKCT B mosie HauTw.

2. 15151 3aMeHbI TeKCTa Ha [Ipyroi BBe/JUTe HOBBIM TEKCT B 10J/ie 3aMeHHUTb.
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3.31

3. MoykHO BbIOpaTh pa3MuHble BapUaHThI, TaKue, KaK YUUThIBaTh PETUCTD,

YUUTBIBaTh (pOpMaT U ApyTue.

4. Tloc/ie HACTPOMKM MapaMeTPOB MOMCKa Ha)KMHUTe KHONKY HaiiTu Bce. UTOOBI
3aMeHUTh HaliIeHHbIM TeKCT HAKMUTe 3aMeHMTb. Ec/iM Ha)kaTb KHOTIKY
Haiitu Bce, To AlterOffice BeIe/TUT BCe MCKOMBIE 3/IeMEHThI. AHAJIOTUYHO,
eC/Iv HaXkaTb KHOTIKY 3aMeHUTh Bce, To AlterOffice 3ameHuT Bce
COBIaJaroLMe 3/IeMeHThbl Ha HOBBIE.

PaboTta ¢ Makpocamum

MaKDOC — 3TO I10CJ/1Ie A0BATE/IBHOCTE OITpe/ie/IeHHbIX AEﬁCTBHﬁ,

nipeJiHa3HaueHHast /115 TIOC/IeIYIOIIero UCTosb30BaHusA. Makpock! raketa AlterOffice
T03BOJISIIOT aBTOMAaTHU3MPOBAaTh Kak MPOCThIe, TaK U CJI0’KHbIe 3a/jau.

AlterOffice moagep>xviBaeT HarcaHWe MaKpOCOB Ha si3blkax: Python, Basic,

Jlo6aBeHne Makpoca

JavaScript, C, C++. ITogpobHee o paboTe ¢ Makpocamu B 0(prCHOM TTaKeTe MO>KHO
y3HaTh M0 CChlIKe: https://support.almi-partner.ru/help/ru/21

[TepBOHAUaANMBHO AJIs1 3aMTMCH MaKpOCa HY>KHO C03/jaTb OUOIHMOTEKY U MOY/Ib.

YrobbI co3aTh OMO/IMOTEKY, BLIMIOIHUATE CIeYIOIUE IeHCTBUS:

1. BeibepuTe nyHKT MeHi0 CepBHC > Makpocsl > YnpaB/ieHHe MaKpocaMu >

Basic.

'@'} Makpocsl

7" WHcTpymenTal paspaBoTkn

¥YnpasneHue paclumpeduami.., Cirl+Al+E
Hacrpoiika...

{E} OapameTpbl... Alt+F12

i

[y

e

PeaakTMpoBEaTh MAKpOChL...

Ynpaenenne mMakpocamm * Basic...

Uwndposkie nognucn JavaScript...

Hacrpoiika dwnetpos XML...

Ebll‘lDJ‘IHMTb MAKPOC..,

BeanShell...

¥NpaeneHne ANancram...

Python...

2. HaxxmuTe Ha KHOTIKY YTIpaBJ/IeHHe U TiepeliiuTe Ha BK/IaJKy Bubsinoreku.

3. B BeimagaromieM crivicke Ilpunokenune//lokymeHT BoiOepuTe MyHKT Mou

MaKPpOChI U JUAJIOTH.

4. HaxxmuTte C03I[aTb M 3aTe€M BBeJUTEe UMA 61O/IMOTEKH B TTOSIBUBIIIEMCS OKHE.

Haxmute OK.

5. TlepeliguTe Ha BKI1agKy Moay/u.

6. B criucke mozysieti packpoiite Mou MakpoChl ¥ BbIOepUTe CO3/JaHHBIH
Makpoc. Haxxmute Co3aTh, eC/ii XOTUTe [00aBUTh ellle OUH MO/yJIb B

O6ubMoTeKY.
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7. Boibeprte Modulel vy HOBBIM MOJYJ/Tb, KOTOPBIHM BBl CO3/IA/TH U 3aTEM
Haxxmute [IpaBKa. [Tocsie 3TOr0 OTKpOeTCst MHTerpUpOBaHHast Cpejia
pa3pabotku (IDE).

8. NobaebTe Makpoc g0 Sub Main v nocsie End Sub.

9. Haxxmurte Ha 3HauoK KomnuiupoBaTthb :} Ha MaHe/Ii UHCTPYMEHTOB,
YTOOBI OTKOMITA/TMPOBATh MAaKpOC.

&
¥

e b @@0W B B =

1 |REI * _ BAST{

2 KnmnmnmanaTbl
3 |Sub Hellomae

4 Print "Mpueet"

5 |End Sub

5

7 |Sub Main

2

9 |End Sub

18

10. TTocTaBbTe Kypcop B 06/1acThb Tiporiefypbl Sub wiu gyHkiuu Function u

(o

Ha)KMMTE Ha 3HaUOK BBIMO/JTHUTDH
BBITIOJTHUTE MaKpOC.

Ha TMMaHe/IM MTHCTPYMEHTOB, YTOOBI

11. Haxxmute OK, uT0OObI 3aKPBITH AHAJIOT.
3anyck Makpoca

1. BribepuTe CepBuc > Makpochl > BbINo/THUTH MaKpocC.

{@} Makpoce , '3.% BrinonHwuTe makpoc...,
£ WHcrpymenTol pazpaboTim {# PeaaKTMpOBaTh MAKpPOChL...
YnpasneHwe pacwmpernanm.., Cirl+Al+E = IS Wik phe s *
Hacrpoiika... Undpossie nognncm..,
{':::'} Mapamerpel... Alt+F12 2 Ynpasnenne guanoramm...
E HacTpoika guastpos XML..

2. BribepuTe MakpocC ¥ Ha)KMUTe BbINIOTHUTD.

ITpocMoOTp U peJJaKkTHPOBaHHE MAaKPOCOB
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1. Bribepute CepBuc > Makpochl > PejakTupoBaTh MaKpoOCHlL....

{‘:}} Makpoce , {"g_. BeinonHuTe Makpoc..,
£ WHcTpymenHTEl paspaboTkn %  PepakTMpoBaTe Makpockl..
¥npaenenwne pacmpennami.., Ctrl+Alt+E I fpawEime mupocain ;
Hacrpoiika... Undposkie nognncu...
{:3} Napawmerpei... Alt+F12 ¥npaeneHue gnanoramu..,
E Hacrpoiika dunetpos XML..

2. BribepuTe MakpoC U OTpe/JaKTUPYUTE ero.

3.32 dopmaTtvpoBaHMue TEKCTa B A4eunkKe

715 u3MeHeHus1 HarpaBJ/IeHUs TEKCTa B siueiike (siueiikax) He0OXOAMMO HaXKaTb
TIPaBYO KHOTIKY MBIIIIM Ha HY>KHOM sTUeliKe WM BLIOpaHHOM TPYTITie siueek. 3aTeM:

1. Bo BCIL/IBIBAIOIEM KOHTEKCTHOM MEHIO BbI6paTb (I)opmaT AYeeK.

EHCT
3-( Bripezate Ctrl+ %
| B? Konwmposats Crl+C
-D BcraewTe Ctrl+V
-D BcraewTe Kak v
Cnucok eeiGopa Alt+Down
% Bcraeute... Ctrl++
| [_l ¥aanmiTe... Ctrl+-
[_l OuncTute cogepxumoe.,. Backspace

{ q’* Konupoeate dopmat
Ly Ounctute dopmatuposanne  CirlsM

CTiuon r
[+ [JoBaewte kommeHTapui  Cirl+Al+C

=g DopMET AYEEK... Ctrl+1

2. B oTKpbIBIIEMCS OKHEe TTepexouM BO BK/1aAKy BeipaBHUBaHue.
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Gopmat Avesk

Yncna Wpndr IdderTsl wpndt

BocTouHoasmatckwe npaewna Habopa OBpamnenne Qod 3alwmTa Adedin
BripaBHMBaHME TEKCTa

Mo ropuzonTam: CraHgapt ~| Ortcryn |OnT =
Mo eepTukana: Crangapt ~

OpuetTalMA TeKcTa

D EECI’IDJ’ID)KI."ITI: no BEEPTHEANN

SRS
BocTouHOa3MaTCKUA peskin & -
- o
= =] — ABD @
Cpagycon 1} H & &
———— M
KoHuesan cobunka: / i = | |

Ceoiicrea
O MepeHocuTe No cnoBam
MeperocuTe No cnoram

[ ¥menbiuate no pasmepy aueiicu

HEI‘IPEEJ’IEHMETEKCTE: HECJ’IEAOEETb 0T pOgNTENECKOrO obbekTa | v

Cnpaeka

LEEEIEI e

3. Teneps B pa3zese OpueHTaNUA TEKCTAa MOXHO U3MEHUTH HalpaB/leHHe
TeKCTa MO0/, OTpe/ie/IeHHbIM yI/I0OM. A Tak)Xe B BbINa/aollieM CIIUCKe
Hanpas/ieHue TeKcTa BbIOpaTh HeOOXOAMMbII BapUaHT.

OpuenTaymna Texcra

|:| EE CNONOHKTE N0 BEPTHUEINA

(R

LR
BocrodHoaznaTckuil pesknm & o
- — — AB(D #
Cpagycen o =1 & i

3 i i 22 T /J.-J. 'l."‘\

KoHuegan coelnka: , & | O | !
CeokcTEa

[] Meperocute no cnosam
MepeHocnTs No cAoram
L] ¥menbwiats no pasmepy aueiikn

HE NpagneHNE TEKCTE: aCNeqo0BdTe OT PO4WTENLCKOTD obbexT .

Cnega Hanpaeo
Cnpaea Haneeo

HEC.I'IE‘,E,DB-ETb OT pogHTENRCKOrD obkeKTa

3.33 BcTaBkKka nsobpaxeHuu

,Z[J'IH TOro, yTOOBLI BCTaBUTh 1/1306pa>1<eHI/1e B Badlll IOKYMEHT, HEOGXOAHMO
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BBITIO/IHUTE C/ieAyrolire ,ZLEI‘/JICTBI/IHZ

1. B meHto BecraBka BbiOpaTh MI300pakeHue.

Beragka | @opmatr  Cww flner JanHele  Cepenc

&
@J WMzobpaxenne... Tak

||| Auarparma
1
ﬁ CeogHan Tabimua...

B Megwa ,
OBBbekT k
1 dwrype ’

2. [lanee HaiiiuTe n300pakeHe, KOTOPOE HY)KHO BCTaBUTh U HA)KMUTe
OTKpBITD.

3. ITomecTuTe M300pakeHNe B HY)KHOE MeCTO Ha TaOJIMYHOM JTUCTE.
3.34 Pabota c ¢punbTpamMmm n COpTUPOBKOMN
CopTHpoBKa JaHHbBIX

711 TOrO UTOOBI OTCOPTUPOBATH JIAHHBIE B STUEHKAX BBITIOJTHUTE CJIE/IYIOIINe
JIeUCTBUS:

1. BoibepuTe anamna3oH, C KOTOPBIM BbI XOTUTE paboTaTh.
2. Ha Bkyagke /lanHble BeiOeprTe COpTHPOBKA

JanHbie Npoeepka Bua Pacumpenne Cepenc

B |Pom Mg

C

MepecuwTate

El iy AgTodmasTp T_r' CrangapTHelid guasTp

Coprupoeka ET ﬁzj‘. PaclumpeHHei duneTp CKpbITe 3BTOGUALTE

3. B okne CopTupoBkKa Ha Bkiajke IlapameTpbl HacCTpoliTe apaMeTpbl
COPTHUPOBKH.

[1715 MTHOBEHHOUM COPTHPOBKHU I10 BO3PACTAaHUIO WJIH 10 YObIBAaHUIO:
1. BeibepuTe quama3oH, C KOTOPbIM Bl XoTHTe paboTath.

2. Ha Bkagke JlanHbie BbiOepyuTe COPTHPOBKA MO BO3PACTaHUIO WIH
CopTHpoBKa no yObIBaHHUIO.
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JanHeie Npoeepka Bug Pacumperne Cepenc

EJ CeogHan Tabrmua -
['é I:I It AsTodmasTp ? CrangapTHelid duneTp

OBHOBUTE CEOAHYH TabanLy = 2
Mepectmrars Copruposxa ET % PaclmperHblii duneTp CkpbiTh BETOQUIBTR
YaammTe cBoAHY TaBnuwy

i
Nepecunrate CeoaHaa Tabnuua CopTupoBka DuneTpel
OunbTpanys JaHHbIX

B ACell ectb Tpu Bua GDUABTPOB: CTaHAAPTHBIN PUABLTP, aBTOMGUILTD U
pacilvpeHHbIN QUILTP.

CraHaapTHBIN GUILTP
1. BeibepuTe auarasoH, ¢ KOTOpbIM Bbl XoTHTe paboTaTh.

2. Ha Bknagke [lanHbie BoiOepuTe CTaHAAPTHBIN QUIBTP.

JanHeie Npoeepka Bua Pacumperue Cepeuc
J CeogHan Tabamua i
(3' |:I El 1\ AeTodmneTp ? CranaapTHelii duasTp
X MepecunTats st lataba Copruposka |:T % PacumperHsli dunsTp CkpbiTe 38TOGQUALTD

¥8a0MTE CEO4HYH TaBamuy

Hepecunrats CeogHan Tabmmua CopTnpoeka DuneTpel

3. B okHe CTaHAapTHBIN (PUILTP 3aM0JTHUTE UMeHa T0J1el 1aHHBIX,
ycsioBre GUIbTPALUU U 3HAUEeHHe, TTI0 KOTOPOMY Oy/IeT BLITIOTHATLCS YCIOBHE.

CranaapTHeIR GuneTp *

Ycnoewa pumnetpa

Onepauws mA nona ¥cnoewe 3HAYEHWE o
Cronbey G |v| |= L e
| |- HeT - =
- HET - =
- HET - = o

F Napametpel

Cnpaeka OyncTuTh QK CTMEHNTE

4. Haxxmute OK. B Tabsurie oTo6pa3saTcs TOMbKO OTGUIHTPOBAaHHbIE
SUeUKU.
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ABTODUABLTP
1. BeibepuTe auarasoH, ¢ KOTOpbIM Bbl XoTHTe paboTaTh.

2. Ha Bknagke /laHHble BbiOepuTe ABTOGUIBTP.

JaHHele MNpoeepra Bug Pacumperune Cepeunc

Tr‘ CranaapTHeli duneTp

[‘é ﬁ .:CED-.\’J.-HEH Ta énmu.-a B |:I D- ‘ PR

MepecunTtats S CopTupoBka ET b Pacuumpeneiii duneTp CpbiTe 3a8TodnasTp

3. HakmuTe Ha 3HaYOK TPEYTO/ILHUKA PSJOM C Ha3BaHWEM CTOJI0Ia, YTOObI
HaCTPOUTh GUIBTPALHIO JJIs1 JAHHOTO CTOJOLA.

Hamnpumep, ¢ nomonipio ABTOGHIBTPa MOXKHO MTPOU3BECTH ITOUCK JAHHBIX IO
nBym uHctpymenTaM (LIBet Tekcra, LiBet ¢ona)
Houck nanubIx no uBery ¢GoHa:

1. 3amoaHseM SYEHKH C 3HAYCHHUSIMU HY’>KHBIMH HaM LIBETaMU:

« Haxonum Hy>XHYI0 HaMm siueliky, HaxxuMaem Ha Hee JIKM, nepexoaum B
pazaen Hpudt, B 7aHHOM pasjelie ecTh MHCTpyMEHT 3anuBku LBeT ¢ona

s

[

« HaxxumaeMm Ha Hero u BBI6I/IpaeM NaJIATPY UBETOB HJI1 3aIMOJIHCHUS HYKHBIX

HaM S4YCCK.
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&A= === B

|:| Bes zarmmern

standard [+

CT
]
]

O
B
&

] |

Gﬁ EBeiBop ugeTa...

=)
hi
2. HaXOI[I/IM 3HaA4Y0K aBTO(I)I/IJ'ILTpa 1 HAXXMMACM Ha HETO

3. HepeXOJII/IM B TOT CTOJ'I6eI_I, B KOTOPOM MBI XOTHUM IIPOU3BECTHU IIOUCK

3HAUYEHUH.

4. B nanHOM mpuMepe 3T0 OyaeT cTomoer «Ax», sueiika « DaMuIns)

C | D

| *|Konuuecteo per |

3

2

ik

2

i

20

0

A
5. Haxumaewm ma [Pamunus| | (bma)xoK JUIs OTKPBITUS CIIMCKA 3HAUYCHUH.

2024 2. OO0 "AJIMU MNMapmHep"©



224

6. Ham oTKpoeTcs COpTUPOBOYHBIN CIIMCOK 3HAYEHUI B JTAHHOM CTOJIOLIE.

C

o | & |

B | |
1 | *|Bozpact [v|Mon [*]Konuuecteo get| v |
% CopTupoEaTe No BO3PACTAHWUHD . 3
o CopTupoeate no yBeIBAHWID 1
2
§ ||10nepeex 7
7 ||Myere 20
8 ||[Henycro 0
_9 |
10 Lleer Texcra
11
— | |UgeT doHa
12
13 -
ETH CTaHg apTHEIA dHAETR...
15 |:'|.-'IEr.IEHTbII'ICL1-_'F'.a
16
_17 |
18 | [ Bee
19
20 (mycTo)

21 Benkun

22 KowkuH

23 MucrykuH
_24 | My

% MBILLIKWMH
? [TuyKuH
8 CobaykuH
29
T30 | 8] 4 OTmeHnTE

7. Haxonum pasnen noucka «IBet ¢oHa», HA7KMMaeM Ha HETO.

8. Ham oTkpoeTcst JOTOTHUTENHHOE OKOIITKO C BEBIOOPOM IIBETOB JIJIsl TOMCKA

3HAUYEHUM.
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e . | D | E
[*]Konuuecteo get| v |
2 CopTMpCEaTE NO BO3PACcTaHMID 3
Ea CopTUpCEaTe N YBEIEAHWHD 2
4 1
ES3| 2
5 10 nepebix 7
i MycTo 20
2] He mycto 0
=9
_10 ||Uger rexcra »
£l
::‘;: ) I Témno-cepoiii 1
4 | CTaHg apTHEIA dunsTp... ®] | KpacHeid
E INEMEHTEI MOWCKE Ol } PeAtieben
16 O[] Ceerno-oparkessiii 3
T3 | (mycro)
I Benkun
22 Kowkun
_ 25 ||l Muenarnn
_24 | MLLKIH
% MelwkrH
o7 | MrugknH
g | CobadkuH
% (0] .4 CrmeHuTe

9. BeiOupaeM HyXHBII HaM IBET AJisi GUIBTPA 3HAYCHUH, B JAHHOM IIPHMEpE

BHCTYTIHT

10.HaxxumaeMm Ha Hero u kak BuguM ABTopuisTp o «LBety ponax»

cpa60TaJ1, OH HaAlICJ]I HaM HY>KHOC 3HAUCHUC.

e D

[*]Konuuecteo pet v ]
20

ITouck AaHHBIX MO IBETY TEKCTAa:
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1. 3anonHsieM 3HaUYE€HUS HY>KHBIM HaM [[BETOM:

« Haxoaum Hy’kHOM HaM 3HaueHHe, BblAeNsIeM ero ¢ nomoisio JIKM,

nepexoauM B pazaen pudt, B janHOM pasjaene ectb UHCTpyMeHT LiBeT
Texera 4=

» HaxxnmaeMm Ha HETO U BBI6HpaeM NAJIUTPY UBCTOB JJIA 3aMIOJITHCHUSA HYKHBIX

HaM 3HAYECHUH.

=

1
i
1
il
Il
1l

B i
Llgeta Tembl

HE EEN e

i

CranpapTHble LEETA
‘AN EEEER
; w  [pyrue useta..

[ TpagueHTHaR 3

=
\

2. HaxoxuMm 3Ha4OK aBTOMWIBTPA U HAKAMAEM Ha HETO

3. Ilepexoaum B TOT CcTOJIOEI], B KOTOPOM MbI XOTHUM IPOU3BECTH MOUCK

3HAYEHUI.

4. B mannom mpumepe 310 O0yaet cronoer «B», suetika «Bo3pacTy.
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C | D
[+ ]Konuuecteo get| |
3
2
1
HoLwukmH 2
7
20
0

5. Haxumaem Ha |Bo3spact E (b7aXXoK T OTKPBITHSI CTIHCKA

3HAUYEHUMH.

6. Ham oTKpoeTcs COpTUPOBOYHBIN CIIHMCOK 3HAYEHUI B JTAHHOM CTOJIOLIE.
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1
i CopTWpoEaTE NO BO3PaCcTAHNID
4 CopTupoeate no yBelBaHWHD
5
G 10 nepeeix
ki MycTo
] He nycTo
_9 |
10 LleeT TexcTa
11
Mt Ueet doHa
12
13 -
ETH CraHaapTHEIA duisTp...
=13 | JNEMEHTEI MoK CKE
16 b B
18 Bce |
19 : ik
20 (mycTao)
21 2
2 24
_23 26
24 an
n =
e
27 B
28 2
29 A AT AT
0 QK CTMEHWTE

7. Haxonum pazzen «LBeT TekcTa», HA)KMMAaeM Ha HETO.

8. Ham oTkpoeTcst JOTTOTHUTENHHOE OKOIITKO C BELIOOPOM IIBETOB JIJIsl TOMCKA

3HAYEHUMH.

9. BeiOupaeM HyXHBIM HaM IBET /Ui (UIbTPA 3HAYCHUH, B JTAHHOM IpUMEpe

N anr
BEICTYTIHT

10.HaxxumaeM Ha Hero u kKak Mbl BUIUM ABTOQMIBTp 1o «L{BeTy TekcTa»

cpa60TaJ1, OH HalICJI HaM HY>KHOC 3HAUCHUC.

2024 2. OO0 "AJIMU MapmHep"©



TabnuyuHbin npoueccop ACell 229

c | D |

[*]Konuuecteo get| |
3

14

15

16

PacimiupeHHbIH GUIbTP

PaciiiipeHHBIN GUABTP — 3TO GUABLTP, KOTOPbIH TTO3BOSIET UCTI0/Ib30BaTh
6osee 3 kputepueB hunbTpa. YTOOBI HCIT0/IB30BaTh 3TOT GUILTP, BamM HY>KHO CO3/1aTh
MacCHB, B KOTOPbIY BOUAYT KpuTepun. Pa3bepem ucrionb3oBaHUe paciliipeHHOTr o
¢bubTpa Ha cefytoleM puMepe.

A | 8 | ¢ | D |

1 |@amunua  Bospact Mon Konwuecteo geteii
~ 2 |MuwkmuH 35/m 3
_ 3 |benkuH 44 m 2
4 IMeiwkin 26/m 1
KowkuHa 30 2

s co3manusa Maccusa:

1. Ckonupy#iTe CTPOKY C MMeHaMU 1oJiel Baiero Auamna3oHa (Mms, Bo3pact
...) B IIyCThble sSTYeMKHU Ha JIUCTe, HanpuMep, B cTPoky 10.

2. BBeguTe KpUTepUU COPTUPOBKHU T10/] HYKHBIMH CTOJIOLIaMHU.

A | B | = D | E

1 |Mamwunua  Bospact Mon Konwuecteo geteil
2 [MuwwkuH 35 m 3
_ 3 |benkuH 44 m 2
4 MeiwknH 26 m 1
_ 5 |Kowkmuua 30/ 2
e |
e
B

9
10 fDamunun Bospact Mon Konwuecteo getei
En =40

12 =2
B

Co3/1aB MacCHB:
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3.35 BcTaBka KOMMeHTapua

1. BribepuTe auara3oH, ¢ KOTOpbIM Bbl xoTHTe paboTaTh.

2. Ha Bknagke /lanHble BbiOepuTe PacmmpeHHbIH GuabTp.

lanHbie Npoeepka Bug Pacumpenne Cepenc

|F ﬁ CeogHan Tabmmua
C

OBHOBWTE CBOLHYHD TA

|:I El iy AsTodunsTp v CrangapTHelid guaeTp

Coprupoeka ET %Pacmmpeﬂﬁblﬁ:ﬁmnmp

CkpbiTh 3aBTOGMALTR

Mepecymrate

Mepecunrats

3. B nosiBuBIiIeMcsi okHe BbiOeprTe MaccuB (cTpoku 10-12) ucrnonb3ys
KHOTIKY BbIOOpa.

4. B IMapaMeTpaXx YKa>K1UTe, Ky/Zd Bbl XOTHUTE TTIOMECTUTDL pe3yJ/ibTaT (CTpOKa
15).

5. Haxxmute OK.

a1 e | c | D | - N - ) X
1 ||@amuana  Bozpact Men Kenuuectee aetei
2 || Minkin 35m 3| 1 Pactumpentbii dunstp *
3 JbenkuH 4dm 2
4 Mk 2B m 1 Bsats ycnosua ¢uasipa us
% Komioes S0 : I— HE DNpEREngH - |~ h.ﬂMCTE‘SASTD:SDﬂZ 4 |
o
; = Mapamerpst
g 2 [ Feainicais perwerp [T Peryimprinn caipaxsniod
10 wnuA  Boapact Mon Konuuecteo petei 3aronceKu B NEPBOIT CTPOKE [ Bes nostopennit
St =10 5 Momectvm pesynurar a: Coxp. ycnonus purstpa
12 >
13 | ‘ He onpegengn - ¥ | S/ncT2 SASTS +
14 e o
15 anpac'r Mon Konuuecteo peteii
16| MiLkiH 35m 3 Cnpaeka oK OThieHnTe
17 _|Benkun 44w 2
_18 |
8.
20

WHorpa B paboTe HeoOXoanMO 100aBUTH MpUMeUaHue K siueiike. [t 3Toro
MO>KHO BOCITOJ/Ib30BaThCsl KOHTEKCTHBIM MEHIO [I7IsI TYEMKH U BbIOpaTh «/100aBUTh

KOMMeHTapu».
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3«: EBeipezate Ctrl+X
Bl Konwposare Cirl+C
-D Beraeute Ctrl+V
-El BecTagute Kak r
% Bcraeute... Ctrl++
[-1 ¥nanute... Ctrl+-
[-1 OuncTuTe cogepxumce... Backspace
%'Q Konwpoeate dopmat
Be  Oumcrime dopmatuposadmne  Cirl+ M
Crnm r
[+ JoBaEwTe KOMMEHTE pui  Ctrl+Alt+ C
=g Doprar AYeek... Ctrl+1

ITocse BeIOIHEHUS AEﬁCTBHﬁ OTKPOETCA OKHO BBO/Id TEKCTOBOM I/IHCl)OpMaL[I/II/I.

Slueiiku, UMeroIIie KOMMeHTapHH (TIPUMeYaHust), TOMeYaroTCs HeOOo TbIM
KpacHBbIM KBa/IpaTOM B ITPaBOM BepxHeM YTy siueliki. KoHTeKCTHOe MeHI0 U3MeHsIeTCst
Y TIOSIBJISIFOTCSI BO3MOXKHOCTH M0 y/la/leHUI0 KOMMeHTapus (IpUMeyaHust), oKa3aTh
KOMMeHTapuii (MpruMeuaHue) MO0 ero n3MeHeHUI0. AHa/IOTUYHbIE eUCTBUSI MOTYT
OBbITH BBITTOJTHEHBI TIPY TIOMOIITU BKIaZKU «[IpoBepka», pa3zgen «KommeHTapum».

| TecToBbIi

| KOMMeHTapuii K
/| slueiike
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3.36 Pab6oTta c kKOMMeHTapusamu

B nipepigyIiem ryHKTe OblIa OMMcaHa BCTaBKa KOMMeHTapust. PaccMoTpum
paboTy C KOMMeHTapHUsIMHU.

[y mpocMOTpa KOMMeHTapHsi He0OX0MMO HaBeCTH yKa3aTeslb MBI Ha
sTYeliKy ¢ KoMMeHTapueM. [1py 3Tom aBToOMaTh4ecky Oy/1eT oKa3aHo OKHO C
KOMMeHTapueM.

Tekcr
KOMMEHT ApHA

o

,_

Bo3MoykHOoCTH pa60T C KOMMEHTdPHUEM B KOHTEKCTHOM M€EHIO BbBI3BAHHOM
Ha>KaThuem HpaBOﬁ KHOIIKHX MBI

1. i3menuts KomMmenTapui (Ctrl + Alt + C) - Bbl MoXkeTe BHeCTH U3MeHeHUs
B CBOM KOMMeHTapuii

2. ynaJII/ITb KOMMEHTapI/Iﬁ - HpOI/ICXO,E[I/IT yAdjieHrne KOMMeHTapua

3. Iloka3aTb KoMMeHTapui - byeT 3adrkcrupoBaHo oTOOpaXkeHHe
KOMMeHTapus Ha JIUCTe.

4. CKpbITh KOMMeHTapwii - OToOpaxeHue 3a(h)MKCPOBAaHHOTO KOMMEHTapHsI
OyzeT CKpBITO.

3.37 ®yYyHKUMA peueH3npoBaHUS

@DyHK1MS pelieH3UMpOBaHus 103BOJIsieT HECKOIBKUM I10/1b30BaTe/IsIM COBMECTHO
paboTaTh HaJl JOKYMEHTOM U OTC/IEKMBaeT, KTO BHeC KakJjoe usMeHeHue. [1is
akTHBaLUK HYHKLUM TiepeiiuTe Ha Knagky IIpoBepka u B 610ke I3MeHeHust

BbIOepuTe OTC/IEKHBATh.

Mpoeepka Bua PacumpeHwne CepBuc

Otcneskneath | ¥npaeneHwe
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Buecute H€06XOAI/IMBIG HN3MEHEHUA B JOKYMEHT.

17151 pocMoTpa U3MeHeHHi Ha BK/Ia/ike IIpoBepka BeiOepuTe YnpaB/ieHue. B
OTKPBIBLLIEMCS OKHe YTIpaB/ieHHe u3MeHeHUsIMU Bbl MoXkeTe 03HaKOMUTBLCS CO
CMMCKOM HM3MeHEeHHH Y TIPUHSTL/OTK/IOHUTL U3MeHeHUsI, Ha’)KaB Ha COOTBETCTBYHOLLIME

KHONIKU IIpuHaTh, OTK/I0HUTD, [IpuHATH BCe, OTK/I0HUTH BCe.

¥NpasneHue MIMEHEHUAMK X

Cnuncok Ounstp

Vsuereno coae Jlncrl.Al : >» Ha «f lepsoe Msmeretnes)

Mzmereno coge Jnetl.B2 A, [apen 06.07.2023 17:05:34 (Aueiika B2 nameHena ¢ «<nycTo>» Ha «BTopoe M3MeHEHMER)

zmerero coge Nuerl.C3 A, [lapes 06.07.2023 17:05:45 (Aueiika C3 nameHera C «<NycTo»» Ha «TPETEE M3MEHEHNE)

Opunate OTKNOHKTE MpuHaTe Bee OTKADHKTE BCE JaKpeITe

3.38 YcnoBHoe ¢hopmaTupoBaHue

Co3paaHue yc10BHOro ¢popMaTHpPOBaHUS
YcnoBHOe opMaTHpPOBaHKe MOXKHO CO3/]aTb HECKOJILKUMH CTIOCOOaMHu:

1. Wcnosnb3ysi NOAMyHKTH MeHI0 @opMar > Y c10BHoe (hopmaTupoBaHue >
(YcnoBue; lIBeroBas mkasa; ['ucrorpamma; Habop 3nHaukoB; /laTa).

2. Vcrionb3ys 3HaUOK C BBIMAJAOIIUM MeHIO Y c/iIoBHOe (popMaTHpOBaHuUe Ha
BK/1aJke I';1aBHoe.

3. Ucnonb3ys auanor YnpasjeHUue yCI0BHBIM (popMaTHpPOBaHUEM.

[ln1st co3anus yc/I0BHOTO (popMaTHpOBaHusl He0OX0AMMO BBITIOTHUTD
crefiyroliee:

1. PewruTe, uTO MMEHHO Bbl XOTHTE MOMYUHUTh Ha JIUCTE 37IEKTPOHHOU TabIMLIbI,
WCTIOMB3Ys YCJI0BHOE (hOpMaTHUPOBaHUeE, a TaKKe, KaKOW UMEHHO THII
yCJIOBHOTO (pOpMaTUPOBaHUsI MIOZIOW/IeT B BallleM CIydae.

2. Boigenvre HY)KHYIO silUeMKY WIH [Uara3oH siueek (B JaabHelllell HacTpouKe
YCJIOBHOTO (hOPMAaTHUPOBAHUS JMaria30H siueek MOXKHO Oy/1eT U3MEeHHUTh)

3. OTKpoiiTe M0OBIM CII0COOOM M3 TEX, UTO MPe/ICTAaB/IEHbI BhIIIIE JHAIOT
YcioBHoe hopMaTHpoOBaHue [JIA... .
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[
i

¥cnoBHOE W

[T
]
=

Yeonoewe...
Ueeroean wkana...
[necTorpamma...
HaBop sHaukoe...

HaTa...

El B E B

YnpaeneHwe...

4. B guanore Yc/ioBHOe (popmMaTHpoBaHue JJisl... BeiOepuTe s Y cioBus 1
Kareroputo yciaosus (Bce sueliky, 3HaueHue sgueliki, @opmysa uiu [lara).

Y¥cnoenoe Gopmatposadune ana Al x

Ycnoewua

¥onoeuwe 1

3 " E | d 1
_Ecenqemcu sum A A =

3HAYEHWME AYERKH

JdoGaents ¥aamTe Beepx BHuz
JAwnanason aueex
Auanazon: Al | | &2
Cnpaeka (8] | OTmen WTh

5. B 3aBUCHMMOCTH OT BLIOpaHHOM KaTeropuu 3afiaiiTe COOTBETCTBYIOLIHE
HaCTPOWKH /IJIS1 YCIIOBHOIO (hOpMaTUPOBaHUSI.
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6. Ecm Heob6xoa1Mo 06aBUTh HECKO/IBKO YCJIOBUH K OJHOMY U TOMY Ke
[Iara3oHy siueek, HAXKMUTe KHOTIKY J100aBUTh U BBITIOJTHUTE TLII. 4...6 elré
CTOJIbKO pa3,CKOIbKO HeoOX0[uMO.

7. B nosie /luana3oH, B HY>KHeM UacTy Jiiajiora, MO>KHO U3MEeHMUTh Jihara3oH
sueek, K KOTOpOMY Oy/ieT TpUMEHSIThCSI yC/IOBHOEe (hOpMaTHUpOBaHMUE.

8. IMocse 3aBepIieHUsT HACTPOEK YCI0BUI HaxkmuTe KHOTIKY OK, uT0OBI 3aKphITh
Juasnor YcioBHOe opMaTHpoBaHue JJIA....

9. B cnyuae, ec/i 1py CO3/[aHUU YCIOBHOTO (hOPMAaTHPOBAHUS BbI
VICTI0/Ib30Ba/IM JUasior Y npaBJieHHe YCI0BHBIM (popMaTHpoBaHueM, TO
HakmuTe Ha KHOTIKY OK, uTOOBI 3aKpBITh M 3TOT IUAJIOT, U IPUMEHHUTh
HACTPOWKHU yCJIOBHOTO (hOPMaTHUPOBAHUSI.

V3MeHeHHe CyIeCTBYIOIIEro yCI0BHOro ()OpMaTHPOBAHUSA

1. [1ns1 i3MeHeHUs CyLL{eCTBYIOLEero yCJI0BHOTO (POPMaTHUPOBAHUS BbITIOTHUATE
crleayouiee:

2. Beibepure nyHKT MeHi0 @opmar > Y cjioBHOe (hopMaTHpOBaHue >
YnpassieHue, uToObI OTKPBITH AWAIOT Y MPaB/IeHHe YCI0BHBIM

¢hopmaTupoBaHueMm.

3. Bribepure B criicKe HeOOXOJUMBbIH /IMaTia30H sTYeeK, YCI0BHOEe
(dbopmaTrpoBaHUe /iJis1 KOTOPOTO Bbl COOMPaeTeCh U3MEHHUTD.

4. Haxmute Ha KHOIIKY I3MeHUTB.

5. BBINO/HUTE MYHKTHI 110 U3MEHEeHUI0 HaCTPOeK YCI0BHOTO (hopMaTUpOBaHus,
Kak 3To O6bUI0 onMcaHo B .M. 4...8 B pa3fesne «Co3/jaHre YCI0BHOTO
(hopmaTHpOBaHUs» BBILLE.

Y aseHue cymecTBYIOIIEro ycioBHOro ()opMaTupoOBaHUs

515t yaneHus: CyIieCTBYIOIIEro YCIOBHOTO ()OPMAaTHUPOBAHUS BLITTOJTHUTE
crefiytoliee:

1. Bribepute myHKT MeHio dopmar > Y ci1oBHOe (hopmaTHpoBaHue >
YnpassieHue, uToObI OTKPBITH AWAJIOT Y MPaB/IeHHe YCI0BHBIM
¢dbopMaTupoBaHueM.

2. Boigenure B cliMCKe HY)KHBIN AMara3oH sueek, yCI0BHOe (opMaTUPOBaHKe
JIJIsI KOTOPOTO HeOOX0UMO Ya/TUTh.

3. HaxxmuTe Ha KHONIKY Y AQ/IUTh.

4. Haxxmure Ha KHOTIKY OK, uTOOBI 3aKpBITh MAior Y MpaB/ieHUe YCI0BHBIM
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¢opmaTupoBaHHueM.

IIpumep co3/jaHus yc10BHOr0 opMaTHpoBaHus

1. Beibupaem o060t cTosibert ¥ co3/jaeM B 3TOM CTOJIOIE 5 CTPOYEK €O

CeiyIOLIMMU 3HaUeHUsIMU:

hi
123
0
123

B Ha1mx 3HaueHHsIX COOep>KHUTCA C/I0BO «hi», OCTaJ/IbHbIe 3HaUeHUA

«YUCJIOBBIEY».

2. Boiiensiem 3TH BCe 3HaueHUs, Ha BK/IaKe I'/1laBHoe BbIOVpaeM Y c/IOBHOe >

Ycinosmue...

fFH B
YCnoeHoe

= B

[T
n
0

Ycnoswe...
LseToBan wkana...
[ncTorpamma...

ET B B L

Habop 3HaukoE...

Harta...

¥npaeneHwve..

3. [obaBsisieM jBa yCIOBUS:

1. Bce BbIfje/IeHHbIe SUeMKY, PaBHbIE JaHHOMY 3HaueH!

10 «hi» (06s13aTenBLHO

INMCbMEHHbIe 3HAUeHUA 6epeM B KdBbIUKH, d TO OHAN 6y,ELYT CUHUTATHCA MOAIIUCAMHUA

CTPOK/CTO/IOLIOB), TOMEYaoTCsi CTHeM « OmmrbOKa».

2. 3HaueHue siyeek He paBHbIX 0 MOMeYaroTCs CTUIEM « XOPOLLIO».
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¥ecnoenoe gopmatvpoeadne gna SES8:5E512

¥cnoewua

Yonoewe 1

3HaYEHWE AYERKK V| |paEH|:| V| “hi"

OpymeHuTE cTUAb: Cwumbra W 2hi1230123

Y¥cnoeuwe 2 3HaYeHWe Auern |= 0

[doBaenTe ¥aamTe Eeepx Bruz

Ananazon aueex

Adwnanazon: SESE:SES'IEI E

[8]4 JTMEHNTE

Cnpaeka

4. Haxxumaem OK.
hi
123

SAueliku IpUMYT C/1eyrOIIUNA BUJ; L

3.39 3akpenneHue obnactu

Korpa nmpoBoautcs paboTta ¢ 6osbimmMu Tabmijamu B AlterOffice ouens uacto
ObIBaeT y100HBIM 3a(pUKCUPOBATH CTPOKH MM CTOJIOLBI, UTOOBI OHU OCTABAIMCh HA

MeCTe TIpY TIPOKPYTKe TaOJTHIIbI.
Kak 3aKkpenuTh CTPOKY WIH CT0JI0er]

151 3aKperieHyst TIepBOi CTPOKHU B Tabuuile HaJjo BbIOpaTh B MeHt0 Buj >
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PUKCHPOBaTh AYeKH > DUKCHPOBATH MEPBYI0 CTPOKY U HAaXKaTh JIEBYIO KHOITKY
MBIIIH. 3aKpeTuIéHHasi CTpOKa Oy/ieT oT/eeHa XXUPHOH rOpPU30HTATbHOM JTUHUEH.

Takum o6pa3oM Tpy BepTUKAIbHOM TIPOKPYTKE 3Ta CTPOKa OyZieT ocTaBaThCs Ha
MecTe

715t TOro uToOBI 3aKPENUTH TIepPBbIi cTo6el], He0OXOAUMO BBITIOTHUTD
aHa/IOTUYHbIe ZielcTBUs. BeiOupaeM B MeHio Bup > ®UKCHpPOBATh iYeiKH >
DUKCMPOBaTh MePBBIH cTo/I0el. 3aKpervIeHHbIH CTo/I0el] OyZeT OT/e/1eH )KUPHOU
BepPTUKaIbHOM JIMHUEH.

Ianee rpu ropu30HTAILHOU TIPOKPYTKE TaOJIUI[BI 3TOT 3a)UKCUPOBAHHBIN
cronber OyieT ocTaBaThCsl Ha MecTe.

Mo>KHO TIOC/TeZIoBaTeIbHO 3aKPeIuTh CHavasia MepByl CTPOKY, 3aTeM TepBbIi
cronber; (unv HaobopoT). B faHHOM C/lyyae Mpy POKPYTKe JOKyMeHTa Ha MecTe OyzeT
0CTaBaThCs BCS 3apUKCHpOBaHHAas 00/1aCTb.

YrobObl OTMEHUTD 3aKpEIUIEHHE CTPOK U CTOJIOLIOB, HAZIO ellje pa3 BbIOpaTh B
MeHI0 Bup > ®UKCHpPOBaTh CTPOKHU U CTO/I0LBI.

Kak 3akpenuTh HeCKO/IBKO CTPOK WJ/IH CTO0JI0I0B

[l51s1 3aKperieHys: cpa3y HeCKOJIBKUX CTPOK WJTH CTOJIOIOB C/TYKHUT MyHKT MEHIO
Buj > ®UKCHMpoOBaTh CTPOKH U CTOJIONBI. [IpeJBapUTEILHO C/IelyeT BBIAEIUTh
CTPOKY HIKe (MU cTosbel] rpaBee) 3aKperuisieMoi 001acTy.

Takxe nHor7ja ObIBaeT HEOOXOAUMO CZleniaTb KOMOWHUPOBAHHOE 3aKpeIlieHre
HECKOJIBKHX CTPOK U CTO/I0L[0B OJHOBPeMEHHO. [/ 3TOro Ha/|0 BbIJE/TUTh UKy,
Pacroo)KeHHYI0 CTPOKOM HIDKe M CTOIOI0OM IpaBee OTHOCHUTETBHO 3aKperisieMOoi
o06sacTy, 1ocsie 4ero HaXkatb B MeHI0 Buj > @UKCHPOBATh CTPOKH U CTOJIOIBL.

[Tocsie 3TOrO MPHU BEPTHKA/ILHOM MPOKPYTKe OYyT OCTAaBaThCS HAa MECTe
3aKpeTUIEHHBIE CTPOKH, a TTPU TOPU30HTA/ILHON — 3aKPEeI/IEHHbIE CTOOIbI TaOHIIbI.
CHsITHe TaJIOUKH B TOM K€ MyHKTe MEHIO TIOJTHOCThIO yOUpaeT BCE 3aKperyieHHe CTPOK
1 CTOJIOILIOB.

3.40 HacTtpouku neyaTtm

711 TOTO, UTOOBI OTIIPABUTH JOKYMEHT Ha TleuaTh, HY)KHO TIEPEHUTH B MEHIO
daiin > ITeuarts.

OTKpoeTcsi OKHO, B KOTOPOM ecTh /iBe BKasiku O6mme u AlterOffice ACell.
Ha Bknagke O01mue MOXXHO HACTPOUTD C/IeYIOIIHe TTapaMeTphI MevaTy:

1. BriGpaTh NpuHTEp, a TaK)Ke ero CBOMCTBa
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2. O6JacThb rmeyaTy U KO
Bbl MoXkeTe pacrieyararh:

® BCe CTPaHUIbI (BK/IFOUUTh BCE CTPAHMULIBI, MO0 HeUéTHBIEe, MO0 UETHbIE)

b OHPEAGHEHHBIﬁ AWdIld30H CTPpAHUL]

® JOMO/THUTE/ILHO €CTh BO3MOYKHOCTh IeuaTh B 00paTHOM TIOPSIZIKe U 3a/1aTh
YUMCJI0 KOIIUH.

3. MakeT CTpaHMLIBI

Ectb BbIOOp pa3mepa Oymaru U opueHTaluyd. Mo>KHO BbIOpaTh CKOJIBKO CTPAHHUI]
OyzeT pacrieyaTaHo Ha JiMCTe (KOJIMYeCTBO U TIOPSIZIOK), MO0 MOYKHO pacrievyaraTh
JIOKYMEHT B KaueCcTBe OPOIIIOpHI.

Takke eCTb BO3MOXHOCTb IIpeANIpOCMOTPa JOKYMeHTa U Tlepe/IiCThIBaHue
cnaizioB B okHe ripocMoTpa (Cnenytomas/Ipensigyiuas/ITepasi/Ilocnequsis

CTpaHMLa).
Mewats *
OBupe AlterOffice ACell
Tpusrep
148 mm (A5)
Samsung Universal Print Driver 2 w
Coctoanne: TMpuHTep no ymMonuaHno CeofcTeEa..
D6nacTe NeYaTy U KONMK
® Bee cTpanuupl
O Crpannuen:
£ BrrmoudnTe: iEce CTpaHKLI w |
E =
= B Eug
Maker cTpanmLbl
Pasmep Bymara: |A5 148mmx 210mm B |
OpuwedTayua: |AETOMETMHECKM w |
OpocmoTp 1 i1

Cnpaexa MNeyate OtmeHnTe

Ha Bknagke AlterOffice ACell moxxHO BKmounTh PyHKIMIO «He neuaratsb
MyCThble CTPaHULIbI».
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Mevate

O6ume AlterOffice ACell

Crpanmub:
148 mm (A5) e

He neyaTtaTh MycThIE CTRAHMLEE

210 mm

OpocmoTp 1 1

Cnpaeka

Mevats OTMEHNTE

[JomnonHuTenbHBIM NapaMeTpbl HACTPOUKM MevaTH Bbl MoXXeTe Hauth CepBuc >

ITapametpsi > AlterOffice > [TeuaTs.
B sTOM pasziesie BbI MOXeTe HaCTPOUTh:
® [IpeoGpa3oBaTh LiBeTa B OTTEHKH CEporo
® BK/IIOUUTh MIPeAYTIPEX/eHuUs
® CoKpaTUTb PaCTPOBbIE N300PaKEHMUS
® COKpaTUTh MPO3PavYHOCTb

® COKpaTUTb TPaJIueHT
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Mapametper - AlterOffice - MNevate

= AlterOffice
Monezoeatent
Qbupe
Bug

Meyats

MyTi

Wpwndre

BesonacHocTe

MepcoHammsauma

BHeWHWIA B

CneumansHelE BO3MOXHOCTI

PaclumpeHHble BOSMOXHOCTI

OpenCL
3arpyska/coxpaHeHne

B &

Hactpoiikn Asbika
AlterOffice ACell
AlterOffice Base

Awnarpammb

BEBEB

MHTepHer

Cnpaeka

Hacrpoiikm ann

@® MpuuTepa

O Neuatu & daiin
Mo ymonuanmio

[ NpeoBpasesats useta & otrenku cepore

BraounTe NPO3paYHeBIE oBBEKTEI

CokpaTuTb pacTpoBbie n3obpaxenns

[ Coxpatuts pactpoesie usoBpaskerna

Mpepynpexcpenna
O Pazmep Bymarn
[ ] OpwenTauna Gymarn
MpospayHocTe
CokparuTb rpaguent
[ Coxparure rpaguent

Pazpewenng 200 DOP| (no ymonuannio

[pagweHTHbIE Nonecol 64

HC[’:LIE."II:HCE Ka4yeCcTED NEYATH

Beicokoe kauecTeC nevatn

CokparuTb NpospaylocTb
[ Cokparute npezpautocts
ABTOMATUHECKK

Bes npozpaunocTi

BoccTaHoBuTh

HPHMEHHTb

MpomMesxyTouHBIR UBET

OTMEHWTE

A B pa3gienie CepBuc > [Iapamerpsi > AlterOffice ACell > ITeuaTts:

¢ Crpanuubl (Bcerja ucrnonb3oBaTh pyuHyH0 pa3MeTKy CTPaHHULI, He revyaTaThb

MyCTble CTPaHUL[bI)

® JIuctel ([TeyaTtaTh TOJBLKO BIOPAHHBIE JIUCTHI)

Mapametper - AlterOffice ACell - MNevats

=

AlterOffice
3arpyska/coxpaHedne

B B

HacTpoiikn Asbika
AlterOffice ACell
OBLpe

o

JHAYEHWA MO YMOAHAHUID
Bug,
BelyncneHus
Dopmyna
Crnnckn copTupoekn
Msmeneqns
CoemecTUMOCTE
Cetka
Meyate

AlterOffice Base

Aunarpanmbl

=

(£

MuTepher

Cnpasxa

Crpannubl

[ Beeraa nenonbseeats pyuHyto pasmeTiy cTpanmy,

He nevatate MY CTRIE CTRAHWUE

Nucr

MeyataTk TOALKD Bbl 6pEHHbIE JSWCTEI

BoccranoBute MpyuMeEHTE

OtmeHnTe

HomnonnurensHo B ACell ecTb BO3MOXKHOCTH MpeiBapUTeIbHOTO ITPOCMOTpa
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revartu JjokymeHTa. [lsist aToro Heo6xoauMo riepelitu B daiin > [IpocMoTp meuaTu.
IanHasi GyHKLMS TI03BOJISIET TIPeABAPUTETHHO TIOCMOTPETh IOKYMEHT Tepef] ero
reyaTbio, U3MeHUTH (POPMAT CTPAHMULIBI, TT0/IS U KOJIOHTUTY/IbI

3.41 MacwTtabupoBaHue NMCTOB NpPU Ne4vyaTu

PaccmoTpuM, Kak OCYIIeCTB/IsIeTCs TIOPSI0K MacllTabupoBaHUs JOKYMeHTa 0
rapaMeTpOB CTPaHML] M\W/IM KOJIMUYeCTBA CTPAHUL] IIPU MeuaTu. [l Hayana
HeoOXOZMMO HaCTPOUTH TTapaMeTphl CTPAHULIbI. VIMeHHO 13 HaCTpOeK CTpaHUIbI OyJeT
OTPHUCOBKA MpeANpoCMOTpa JOKyMeHTa.

1. HacTpolika napaMeTpoB CTPaHUL[bl OCYILIeCTBIITCS uepe3 MeH0 dopmar >
CTuiab cTpaHMLBbI...

V2
N
Q
5]
fx

+ _Avart
er s 1

o ywomano Pyccni =T Cocanee smavenne:; Cynae:

2. OTKpOeTCsl OKHO HAaCTPOEK CTU/Is CTpaHULbI. [lepexoanM Ha BKIaJKy
CTpaHMIa U HaCTpavBaeM HY>KHble TlapaMeTphl.
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Crune cTpannue: Mo ymondyadumo

¥npasnenne CTpanuua OBpamnerne Ton Bepxruin konontumyn Huskrwii kononmumyn et

Popmar Bymaru

Dopmar: g

WupuHa: 21,00 cm =

BricoTa: 28,70 cm =

Dpuentayms: O] KHusHan

) AnsBomHan

Hanpasnenune Tekcra: |Cnesa Hanpaso (FropU3oHTANBHD) |~ Nopaqa Bymaru: |[M3 HACTpoek NpuHTEpa] |~ |
Maona Hacrpoliku pasmerkm

Cnesa: 2,00 cm = Maket cTpaHnLs |Cnpasa W C/EEE e |

Cnpaea: 2,00 cm = Homepa cTpaHmw |1, e ~ |

Ceepxy: 2,00 cm = BuipasHusanne: | [opusonTansHo

Chvmay: 200 cm = [ BeprukaneHo

Cnpaeka BoccTaHoeuTte OK CTMEHNTE

3. 3aTeM nepexoJuM Ha BKIKy JIMCT U y>Ke 371eCh, B ceKIur MaciTao,
BbIOMpaeM HY)KHBIM BapMAHT MacCIITaOMPOBaHUs U 3aZlaéM COOTBETCTBYIOIIHE
rapameTpsbl.

Ctune cTpannuee Mo ymonyadumg

¥npasnenwe Crpannua Obpamnenne Ton Bepiuil konontumyn Hikrni kononmuryn Jnet

MNopapox crpanmi
(®) Ceepxy rus, 3aTem Hanpaso

C‘ Creea Hanpago, 3aTeM EHW3

Homep nepeoii cTpanmnus: 1 2
Meyars

O 3aronoBKK CTPOK W CTOABLOE duarpamme

[ cCerxa PucyHim

[ Kommentapun ] wopryne

O6wekTel/z0Bpamkerna Hynegkie 3HaYeHNA
Macwrab

Macwrabuposarmne: MEHBLLMTL/YBEMHYWTE PacredaTky

YIMEHBLUMTE/YBENMHWNTE PacNeYaTky

nﬂ,&[ﬂ-rHETb AWANazoH NeYaTy K LLMpBHEfBI:-[CGTE
HDADI’HETb AWanazoH NeYaTi K HWCmy CTpaHWuL, *

Cnpaeka Boccranoeute oK OTmMEHNTE
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3.42 BcraBka guarpamm

[171s1 BCTaBKM jiarpaMMbl WM TIOCTpoeHUs Tpadrika HeoOX0IMMO BBIZIETUTh
[liarasoH siueek U, repeliis B MeHto BcraBka > /luarpamMma, OTBeTHUTh Ha BOTIPOCHI
MacTepa [TOCTPOeHUs JuarpaMMbl:

® Turn guarpamMmel
¢ Jluamna3oH JaHHbIX
® Pg/bl JaHHBIX

® DjieMeHTHI JuarpamMmMbl

i 8] | E 3 | G | H | [ | 1 | (4 | L | M
Ng Cronfie A [CronGen & | e

cinag 12

SFHToRED 5 18
AFATorap 6 17
Fr{Topap ¥ 15
1¥Topap B 13

LD B D B e
-
iy E
E
-

A7Topap 10 [T 11

g
:

L

3
=
§
o
;‘-M1U'| o

100 200 300 400 500 600 |

:
!

Tk i ek ek ek ek ek e ek (b
‘g
-
s

FHHToRAp 19 Croniey & lcfuvr!ﬁau.ﬁ uCronfey &5

Biilbapinng THA RATpaLL
War -~y
i Croafuaraa
— LTI — - =
oaaa [
2, Bna3cH B3I & Ofnacn = Pk —
3, Pasips AAHHE o Muvatn
i ¥ Ofuraian
A, ANEAEHTE AT M it X [paxbpod) >
s MySepesoess L |Tpdwsprndl Bra  Possncmaummd
&1 Ceranran Swrypa
% twpsons e |
Eij,lEuy AR HHA
K
Cnpapscs < Hxiag fanes » feroan Ot Th.

[Mocne Haxkatus I'oToBo ArarpamMma OyZieT romelrieHa Ha TEKYILeM W HOBOM
JIUCTe B 3aBUCUMOCTH OT BbIOPAaHHBIX HAaCTPOEK.
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3.43 Twnbl pnarpamm

EbiGepWTe TUN AWarpamMmebl

I CronBuatas

i 100
=

i Wk | EE| &R

i Obnacte

1 OBrYHaR
b4 NuHMKM

i£f XY (pa3bpoc) (] TpéxmepHuii BUg | PeanncTiuKbii

%% Nysbipbkosan

Durypa

Y e
BNOK

ik

s Bupxesas

e UunuHap
i1 CTonbusl v AMHIAK
KoHyc

Mupamuaa

Tuns! fuarpamm B ACell:

1. Cronbuarast guarpaMma, rpe/icTaBaeHHas MPSIMOYTObHBIMU 30HAMU
(cTonbriamu), BHICOTBI WM [JTMHBI KOTOPBIX MPOMOPIIMOHA/IbHBI BETHUMHAM, KOTOPBIE
oHU oToOpaskaroT. CTosibuaTast AuarpamMma oTobpakaeT CpaBHeHHe HeCKOJIbKHX
JMCKPETHBIX KaTerOpHii.

Mo>XHO BBIOpATh:

il

- 00bIYHAs - 0[JHA OCh TOKa3bIBaeT CpaBHUBaeMble KaTerOpuH, pyras —
W3MeprMYI0 BeIMUrHY;
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e

- C HAaKOTUTeHHEM - TI0Ka3bIBaeT OTHOIIIEHHE OT/Ie/IbHBIX COCTABIISIOIIUX K UX
COBOKYITHOMY 3HAaUeHHF0, CPaBHUBAs 110 KaTerOPUsM BKJIa/l KaXK/0H BeJTMUMHBI B
00I1yI0 CyMMY;

A

"

- IIPOLJ€HTHAaA C HaKOIJIEHNEM — TOXe CaMoe, UTO U C HaKOIlJIEHUEM, HO
MOKa3bIBA€T ITPOLEHTHOE COOTHOILIEHHWE 3TUX 3HaUEeHUM.

2. JIeHTOYHasA AxarpamMma - 3TO pa3HOBUJHOCTh CTOJ/IOUATOMN JUarpamMMsl.
MoskeT TaK>Ke UCTIOIb30BaThCs /IS UUTIOCTPAL[UM T/1aHa, rpaduka paboT 1o Kakomy-
6o ripoekTy (Auarpamma I'aHTa).

MOo>KHO BBIOpATh:

- 00bIYHAs1 — WUTIOCTPUPYET CPaBHEHHE OT/e/bHBIX 37IeMEHTOB C
BO3MOXXHOCTBIO TPYNITUPOBKY 110 KATErOpUsIM;
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- IPOLE€HTHAaA C HAKOIJIEHHEM - TOXKe CaMOe, YTO U C HAKOIVIEHWEM, HO
IMOKAa3bIBAE€T IIPOLEHTHOE COOTHOILIIEHME STHUX BEJTMUHH.

3. Kpyroeas guiarpamma - pe/icTaB/sieT JaHHbIe B BUZIe KPYTa, Pa3/ie/ieHHOro
Ha cekTopa. KaXkplii CeKTOp — 3TO KaTeropusi JJaHHBIX, KOTOpasi COCTaBJISIeT /I0JIFO OT
00111eil CyMMBI.

Mo>kHO BBIOpATh:

- 00BIYHAs — MTOKA3bIBAIOT BKJIA/| KaXK0M BeJTMUMHEI B OOLIYI0 CYMMY B BU7Ie
CEeKTOpOB, M300pa’keHHBIX Ha LIeJIOM KpYTe;

&

- pa3ziesieHHast KpyroBasi — TOKa3bIBaeT BKJIaZl KaXKIA0H BeTMUMHBI B 00IIYIO
CYMMY, OJJHOBpEMEHHO MO/UuepK1Basi OTJe/IbHbIe 3HaUeHHUsI pa3Zie/IeHHbIMU CeKTOPaMU;

- BJIOYKeHHast KpyroBasi - Kak 1 00bIuHast KpyroBasi imarpaMmMa oToopaxkaet
OTHOILIEHHE YacTel K LIeJIOMY, HO COZIEp>KUT Oosiee OZHOTO Psifia JAHHBIX /IS
CpaBHEeHUsI;

©)

-«

- pa3ae/sieHHad B/IOKeHHadA KPyroBas — TOXKe, UTO U B/JIO>KEHHAaA KPyroBds, HO
OJHOBPEMEHHO IIOJUepKHBaAeT OT/e/IbHbIe 3HAYeHHWs pa3ge/IeHHbIMH CEKTOPAMHN.

4. ObaacTs - ripe/icTaB/sieT cOO0M MMHENHYI0 JuarpaMMy, B KOTOPOU 06/1acTb
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HIKe JIMHUM 3aI10/THeHa UH/AVBU/IYabHbIM 1L[BETOM WJIM TEKCTYPOM, UCII0/Ib3YeTCs /ISt
oToOpa)keH!st pPa3BUTHSI KOJIMUECTBEHHbBIX 3HaUeHHH B KAKOM-TO OTpeZie/IeHHOM
WHTEepBaJie 1 M03BOJISIeT OLIeHUTDb BK/IaJ KaXKI0T0 3/IeMeHTa B paCCMaTpUBaeMbIi
Tnporiecc.

Mo>XHO BBIOpATh:

<

- oObIYHas — WTIOCTPUPYIOT BEJIMUHUHY W3MEHEeHHUH B 3aBUCMOCTH OT BpeMEHH,
Har/idaHO IMOKa3bIiBasd BK/d[ KaXXKA0T'0 pdA/d,

<

- C HAKOIlJIEHHMEeM — IMOKd3bIBAIOT M3MEeHeHHWA BK/1dJdd K&)I(,E[Oﬁ BeJIMYHHBI C
TeyeHreM BPEMEHHU WJIN T10 KaTeropusMm;

M|

- [IPOII€HTHaA C HAKOIJ/IEHKWEM - ITI0KAa3bIBAOT U3MEHEeHU BKJ/Ia/ld K&)K,ILOI‘/JI
BE€/IMYMHLI B IIPOLIEHTAX C TeUEHWEM BPEMEHU WUJIN T10 KATETOPUSAM.

5. JIuHuy uny rpaUkM - 3T0 rpadryeckoe rnpejicTaBieHue JaHHbIX, KOTOpbIe
M300paXkaroTCsl B BU/Ie TOUEK, COeJMHEHHBIX JIMHUAME. TOUKU MOTYT OBITh Kak
BUIMMBIMHY, TaK ¥ HEBU/IUMBIMU. B OCHOBHOM, 3TH TUIIbI jUarpaMM UCTIO/b3YOTCS [/
BH3ya/lM3aljuM JaHHbIX BO BDEMEHHU.

MOo>KHO BBIOpATh:

- TOJIBKO TOUKH — IMOKa3bIBAIOT HEIMPEPLIBHOE N3MEHEHKE [dHHBIX C TeEHEHHEM
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BpeéM€HHU B € JMHOM MaCH.ITa6€, IIpHU 3TOM 3HAUEHHA OTO6pa)KaI-0TCH TOJIBKO TOUKdMM;

- IMHUHU ¥ TOUKU — B 3TOM THUIIE JIMHEHHBIX AradarpaMm JaHHBIE OTOﬁpEl)K&lI-OTCH

TOUKaMM COG,E[I/IHéHHI)IMI/I JINMHUSAMMU;

- TOJILKO JIMHUU — B 5TOM THIIe JIMHEHHBIX AvarpaMM JaHHbIe OTO6pa)KaIOTCH

TOJIBKO COE,I[I/IHéHHI)IMI/I JIUHUSAMHU 6e3 TOYEeK;

- TpeXMepHbIe JIMHWY - Ha TPeXMepHbIX TpauKax Kaxjasi CTpOKa UM CToJI0er]

I/I306pa)KaI-OTCH B BHU/ie 00beMHOM JIEHTBI.

6. XY (pa36poc) - mpeAcTaB/isieT cOO0I TOUEUHYIO AUarpaMMmy B BHie rpaduka,
MI0/Ty4aeMoro MyTeM HaHeCeHUs B OIpe/ie/IeHHOM MaciliTabe SKCcrepuMeHTaIbHbIX

TOYeK, TIOyueHHbIX B pe3y/bTaTe HabmogeHnil. Ha Takux guarpammax y00HO

JAE€MOHCTPHPOBATEL CBA3b MeXYy UHMC/IOBBIMK 3HAUYEHUAMHU, BXOJAIIMMHU B PA3HBIE PAAbI

AdHHBIX; Ha AWarpdMMe MO>XHO I10Ka3aThb [iB€ T'PYIIILI UMCeI B BU e OAHOﬁ
noc/j1e40BaTe/IbHOCTU TOUYEK.

Mo>KHO BBIOpATh:

- TOJIBKO TOYKH — B 3TOM IIOATHIIe JdaHHbBIE BBIBOJATCA TOJIBKO B BH€ TOUEK,

HAripumep, UCI0JIb3YIOTCA, KOTJa COeAVMHUTE/IbHbIE JIMHUW MOT'YT 3aTPYJHUTDb

BOCIIpUATHE U/IW HET HEO6XO,E[I/IMOCTI/I MOKAa3bIBaTh CBA3b MeXAYy TOUKAMU JdHHBIX,
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- IMHWY U TOUKY — Ha JjuarpaMMe 3TOr0 THIA TOUKHU JaHHBIX COe/IMHSIFOTCS
TIPSIMBIMH JTMHUSIMU, TIPA TOM TOUKH TaK)Ke 0TOOPa’KaroTCs;

’

| £

X

- TOJIBKO JIMHUH — Had AUdI'DAMMeE 3TOI'0 TUIld TOUKH AdHHbLIX COE€AUHAKOTCA
NpAMBIMH JIMHUSIMH, T1IDU 3TOM TOUKHU He OT06pa}KaIOTC${;

¢

- TpeXMepHbIE JIMHUHM - Ha iHarpaMMe 9TOTO THITa KaXKbIH PsAfl JaHHBIX
oTtoOpakaeTcsi B BU/le 00bEMHOM JIEHTHI.

7. I1y3bIpbKOBAsi - 3TO Pa3HOBUIHOCTh TOUEUHOU JuarpaMmbl, B KOTOPOW TOUKU
JJaHHBIX 3aMeHEeHbI My3bIPbKaMU, IPUUEM KX pa3Mep C/IY>KUT I0TO/THUTE/TbHBIM
v3MepeHUeM /IaHHbIX.

-

9T0 cneuydyUUeCcKUii TUI AUarpaMM, CIIOCOOHBIN 0TOOpa)kaTh TpeXMepHbIe
JlaHHbIe B IBYMEPHOM ITPOCTPAHCTBe.

8. CeTtuarad - 3TO aHaJIOT JIMHEMHOM JUarpaMMbl, HO B Hell MOXKeT ObITh
HeCKOJIbKO oceit. [To Kaxk/10l U3 HUX TIPOM3BOUTCS OTCUET OT Hayasia KOOpAUWHaT,
HaXOZAIIerocs B 1ieHTpe. [I/1st Kakaoro Habopa 3HaueHUM MO>KHO CO3/1aTh CBOIO OCb,
HCXOZSIIYIO U3 L[eHTpa AuarpamMmbl. BHellHe 3Ta AuarpaMMa HallOMUHAeT CeTKY, UH
rayTUHY — OTCIOZIa ee Ha3BaHUe.

Mo>KHO BbIOpATh:
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- TOJIbBKO TOUKH — Ha JHWdarpaMMe 3TOr'0O THIla JdHHbIE OT06pa)KaIOTC$[ TOJIBKO
TOUKaMM Ha OCAX KOOPAWHAT, UCXOAAIINX M3 LIEHTPAd,

- JIMHUW U TOUKH — Ha IdarpaMMe 3TOr0o THUIla /ilaHHbIe OTO6pa)KaIOTCH TOUYKaMU
COeIMHEHHBIMHU JIMHUAMMU [IJIA KAXXKI0I'0 Ha60pa 3Ha‘leHPII>i, Ha 0CAX KOOPpAHWHAT,
HNCXOJALINX W3 LEHTPA;

{.

i 1

- TOJIbKO JTMHUU — Ha JijiarpaMMe 3TOTO TUIIA JJaHHbIe 0TOOPa)katoTCsl TOJTLKO
COeJUHEeHHBIMHU JTMHUSMHU /IS KaXKJ0r0 Habopa 3HaueHHH, Ha 0CSIX KOOP/MHAT,
WCXOJALLIMX U3 LIeHTPa;

&

- 3a/IMBKa — Ha JMarpaMMe JIaHHOT'O THIa COeZIMHEeHHbBIE JIMHUM [/ KaXK/I0TO
Habopa 3HaueHui Ha 0CsIX KOOPAMHAT, UCXOASIIUX U3 [IeHTpa, 00pa3yroT 06/1acTy,
KOTODbIe 3a/TUBAOTCS MHAUBUYaTbHBIM LIBETOM WJIA TEKCTYPOM.

9. bupxkeBas - 3TO Auarpamma, CrieljaabHO CO3/IaHHast A1t paboThI C
(hb1MHaHCOBBIMH JJaHHBIMU. B 3TOM THIle JuarpaMm 3HaueHUs CPaBHHUBAKOTCS CO
3HauUeHUsIMU MaKCUMyMa U MUHUMYMa, OTKPBITUS U 3aKPbITHSI, UCII0/Ib3YeMbIMU [I/Isi
oToOpaXkeHHst OMPXKeBBIX JAHHBIX, 0TOOPaXkaloTCsI C MTOMOIIIBI0 MapkepoB. OfIHAKO, 3Ta
JlyarpaMma MO>KeT HCIT0/Tb30BaTbCsl TaKXKe /1J1s1 BbIBOZIA HAYUHBIX JaHHBIX, HAallpuMep,
JUIsL IeMOHCTPALUY K0J/1ebaHU THEeBHBIX WM TOZIOBBIX TEMITEpaTyp.

Mo>kHO BBIOpaTh C/ie/lyOIlHe TUTTBL:
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- Bapel — TUM AuarpamMmm, KOTOPbIH 0TOOpa)kaeT W3MEHEHWsI [IeHbl aKTHUBA B BUJIE
WHTEPBa/IbHBIX TUCTOrpaMM (OTPEe3KOB, CTOJ/IOLIOB, 6apoB);

i
bty

- SlnoHCKMe CBeuM — camMblii TIOMYJISIPHBIN BUJ, OMPYKEeBBIX AUarpaMM,
TIOCTPOEHNEe OCHOBAHO Ha YeThIpeX TOoKa3aTessiX: TOUKaX OTKPBITHS U 3aKPBITHS,
MaKCHMaJbHOW ¥ MUHUMAJbHOM 1ieHe 3a Ompe/ie/ieHHbI POMEXKyTOK BpeMeHU;

I
L bE

AN

- Bapbl ¢ 06beMOM — ToKe UTO U TUTT — Bapsl, HO /11 IOCTPOEHHsI IUarpaMMbl 1
oToOpa)keHUst JOOABISIeTCS eIlé OAWH MapaMeTp — 00beMbI MTPOaX;

AL

- SImoHCKKWe cBeUM ¢ 0ObEMOM - TOXKE UTO U THIT — SITIOHCKHE CBEUM, HO JIJIst
TIOCTPOEHUs IMarpaMMbl U 0TOOpakeHUst J0OaB/IsSieTCs elé 0luH apaMeTp — 00beMbl
TIpO/IaXx;

10. CTon61bl ¥ IMHUM — 3TO THUI AUarpaMM, B KOTOPBIX OIHOBPeMeHHO
COBMEIIIAI0TCS CTO/I0UAThIe U JIMHEMHbIe AarpaMMBbl.

MoskHO BBIOpaTh C/ie/lytol1e MO/ATHIIbI:
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ﬁ.
Ll

- CTO/IOIIBI ¥ JIMHUY — TIPE/ICTaBJIsSIeT COO0M KOMOMHAIUIO CTOI0UAaTON U
JIMHEeHuYaToM ArarpaMMbl. IIpSIMOYTOBHUKY psifia JaHHBIX CTO/I0I[a 0TOOpaXkaroTCst
PsIZIOM, UTO YTIPOIIaeT CPAaBHEHUE WX 3HAUEHHH.

P
—1—

- CTONOLBI ¥ TMHUM C HAaKOIJIEHWEM - TIpeZiCTaB/isieT cOO0M KOMOWHAIUIO
CTOI0YaTON U IMHEMUaTO! [UarpaMMbl, TIPU 3TOM MPSIMOYTOJILHUKH Psifia IJAHHBIX B
cTonibIe 0TOOpaXkaroTCsl OZIMH Hajl APYTHUM Tak, UTO BBICOTA CTO/1011a Mpe/iCTaB/IsieT
co00if cymMMy 3HaueHUH IaHHBIX.

3.44 BcraBka aBTOohUryp

[ BCTaBKM Uryp B TaOJIMUHBIN IOKYMEHT Tiepeiiiute B MeHI0 BcTaBka >
Durypsl.

34,ecb MO>KHO BbIOpaTh JIJIs1 BCTAaBKH CrIe[yIOLIYe KaTerOpuu:
® JIunun

® OcHOBHbIe (hUTYypbI

® BI0YHbIe CTPeIKU

® OUrypnI-CMBOJIbI

® 3BE3/1bI U CBUTKHU

® OuUrypsl BbIHOCOK

® B/10K-CXeMbl
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Beraska  @opmatr  Civom Jlwer Jannbie  Cepeuc Oxkno  Cnpaeka
g} Wsobpaxenne... aBKa Pazmetka JaHHele Npoeepka
||| Anarpanma

ﬁ CeoaHan Tabavua... o] [10m [» A- " pg

T o1}
BB Meana 4 - @ LA 5| = =
oF, — = 2
OBrext b
L1 ®arypsr v | 0 Dunun v i S
OcHOBHEIE e+ | L1 Opamoyronsmine
fx ByHKUMA... Ctrl+F2 O - puryp
3 i 4 Brounbie crpenkn v | ) CkpyrngHHBIR NPAMOYToMEHIK
WMEHOBAHHEIA 4WaNaseH WK BbIPEHEHNE. ., el
B| (1) Gwurypoi-cumsonsl v [ Keagpar |
1T Texcroeoe none Y7 ZoEabiwcowmen v ] Crpyrnenmeni keagpar
K i Chrl+Alt+C
[+ KowumenTapwii e ,C‘ Durypel BEIHOCOK  + /_7 MNapannenorpapm
Dpeiin... it
nj Bnok-cxemel » | U Tpaneuma
Ly Tekcroebie addexTbl.., L
O 3nwmnc
@ [unepcceinka... Ctrl+ K iy
) Kpyr
() Cneumansrsie camsonsi... =
(5 Cexrop kpyra
Camgon METWPOBAHNA v
= bop B % f':\ CermenT kpyra
flara Ctrl+, . [Jyra okpyHocTi
r_l_.'J Bpens Ctrl+Shift+, & Apka
['—j Oone 3 =
/M PaenoBeaperHbiil TpeyronsHnK
KonoHTuTyet..
[ Mpamoyronersii Tpeyronsmnk
B 3nemerel ynpasnenia v & Powb
Crpgka nogmmck... &y MpagnneHEI NATHYTCABHKMK
@ WectnyroneHuk
O BD(l_:MIﬂ}'I'DJ'IbHMD(
O Unnnap
T kys
D SarwyTeli yron
E,':',:l Kpecr
lE‘ Bpeska
@J Koaeye

B ka)k[0i1 KaTeropuu HaXOAUTCSI MHOKECTBO Pa3/MUHbIX (GUTYp /1/1s1 BCTAaBKU B
JIOKYMEHT.

Takke eCTb BO3MOXXHOCTb BCTaBUTh OJIOK-CXeMbI, Tiepeii/isi B TyHKT BJ1ok-
cxeMbl BbIOMpaeM HY)KHYIO (DUTypY /i/Isi BCTaBKH.

¥ A Nrnm 3
TekeT
Cile 2 <> OcHosHele dnrypel » -
= BnouHble cTpenkn  »
EHUNE... i H
(L) Ourypbl-cuMECaEl | ] K L M M

7 3BE34bI W CBMTEK 3

Alt+C
i - Durypel BBIHOCOK  *

E Bnok-cxemel e Bnok-cxema: npouecc

Lo

Bnok-crema: anbTepHaTHEHBINA NpoLece
Ctrl+K : Bnok-cxema: pelleHKne
Bnok-cxema: gaHHbIE
Bnok-cxema: TMNoBCi Npouecc

Bnok-cuema: EHYTPEHHAA N2MATE
Ctrl+, EHyTp

-Shift+, Bnok-cxema: goKkgmeHT

Bnok-cxema: HECKONBKD 4 0K MEHTOE

15 4] (TR« [0

iR i e ki S gk g e

ITpu BcTaBKe 6/I0K-CXeMbI OTKPOETCS BK/Ia[Ka PHCYHOK, r7ie huUrypy MoxxHo
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OTpeaKTUPOBATL.

3.45 [pynnupoBKa AaHHbIX

[1711 TPYTIITUPOBKYU CTPOK HEOOXO/IMMO BbIIE/TUTh TIOC/IeJ0BATEIbHO TpeOyeMble
CTPOKHU. 3aTeM repexoum B MeHto /lanHble > I'pynna u cTpykrypa >
I'pynnupoBars (/1160 HaxkaTb F12).

17151 TPYTITUPOBKY CTOJIOII0B HeOOX0JUMO BBIJIe/IUTH 11OC/Ie0BaTeTbHO
TpeGyeMble cTOMOIBL. 3aTeM repexouM B MeHi0 [laHHble > I'pynmna u cTrpykrypa >
I'pynmupoBarts (160 Hakatb F12).

PasrpynypoBKa BBITTO/IHSETCS Bblle/IeHHeM 000l siueliKy BXO/sIIel B
CTPYTIIIMPOBAHHYIO 00/1aCTh. 3aTeM TepexoiiuM B MeHt0 JlaHHbie > I'pynna u
CTPYKTypa > PasrpynnupoBars... (160 Haxats Ctrl + F12).

B ciyuae, ecri raHHast 0671aCTh OJHOBPEMEHHO BXO/IWT KaK B
CTPYMITMPOBAHHBIE CTPOKH, TaK U B CTPYIIIIMPOBaHHbIE CTOJ/IOLBI, Oy1eT MpesioxkKeH
BapuaHT BbIOOpa. B KoTropom Bam Heo6xo1umMo BbIOpaTh UTO KMEHHO Bl XoTHTe
pa3rpyIUpOBaTh.

Pasrpynnupoeate >

Hownrmouute

Cnpaeka oK COTMEHNTE

3.46 Paborta c TMNaMu AaHHbIX B AYenKax

B ACell nogzaep>xuBatoTcsi criefyroliiyie TUMbI JAHHBIX B TUeiiKax:
® OcoObIii

® YucioBou

® [IpolieHTHbIN

® JleHeXXHBIN

® [lata

® Bpewms
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® HayuHbIi
¢ [Ipobn
¢ Jloruueckui

® TekcT

Dopmar Aueek X

Wpudr 3ddertol wpndra Boipastueanne Boctounoasnarckne npaeswna vabopa OBpamnenne Qon 3aupra aueikn

Kareropus Popmar Azbix
= (Cranaapr - Pyceni v
Ocobbii 1235
234,57
MpoueHTHEIR 1235
JeHekHei 123457
Aara 123457
Bpema
Hayubiii
Jpobs
TNMoruueckuii
Teker
1

MNapamerpei

OpoBHan yacte: 2| [ OtpuuaTensHeie uncna kpacHsim

Beayupe wymu: |1 o O Pazaenmrens paspAgoe
Kop dopmara

Standard

Cnpaeka BoccTaHoeuTte OK OTMEHNTE

YKa3aHHbIe TUITBI JAHHBIX MOTYT OBITh 3a/laHbl U3 KOHTEKCTHOTO MEHIO K sTueiike
0o Juarna3oHy siueek 1 BbI3oBa MeHI0 «DopMat siueek». HeKoTOpbie TUTTBI SIBJISTFOTCS
COCTaBHBIMH 1 MOTYT OBITh /IOTIO/THUTELHO HACTPOEHBI, HalIpUMep, KOJIM4eCTBO 3HAKOB
TI0CJIe 3arsATol B UMCI0BOM (hopMaTe UM hopMaT JjaThl B TUIIE JaHHBIX «/laTa».

3.47 CneumanbHas BcTaBKa

B ACell ectb BO3MO>XXHOCTb TIPUMeHEeHHsI CrieljuaibHOM BCTaBKU. [ljist 3TOTr0
HeoOX0/IMMO CKOTIMPOBATh JlaHHbIe, fanee [TKM 1o MecTy, Ky/ja Hy>KHO BCTaBUTh
JlaHHble > BcTaBUTh > BCTaBUTH Kak.

OTKpoeTcsi OKHO B KOTOPOM MO>KHO HaCTPOUTD IapaMeTphbl BCTaBKU:
® ToJLKO 3HAUEHUS

® 3HaueHus U (hopMaThl
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® Tonbko popmartsl
¢ TpaHCIIOHUPOBATL BCe
BcraButhb

UBcé

UYucna

UTekcr

U /darta u Bpems
Udopmartsr
UKommeHTapuu
UO6BeKThI
Udopmyibt
CABHHYTH sTUeHKHU
® He caBurath

® BHu3s

®* Bripaso
ITapameTpnIl

UKak cBsi3b
UTpancnonnpoBath
UTTpormnyck mycThIxX siueek
Omnepanuu

® Her

¢ C/10XXUTb

® BriyecTn
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® YMHOXXUTbH

® Pasnenuthb

3.48 3awwmTa guanasoHa AaHHbIX

AlterOffice mo3BosisieT 3auuILaTh JUCTHI U JOKYMEHT B 1ie/ioM. 3aiuTa (aiina
rapoJieM OIucaHa B MyHKTe «3aluTa naposiem» B riase «3amyck AlterOffice».

IMpumeuaHue: cpedcmeo 3awumbl AUCMA OM U3MeHeHULll, He s6/151emcsl
cpedcmeom 3awjumbl uHpopmayuu. ITpu HeobxoOoumocmu 3awumbl UHGpOpMayuu 8
¢atine, socnoab3ylimech 3aujumoii 0OKyMeHma naposem.

Bce siueliku /MCTa 10 yMOTUaHUIO OyIyT 3al[UIl[eHbl OT U3MeHeHH. Takum
00pa3oM OCyIIeCTBISETCS 3allyTa BCEro UCTa. st Toro uto Obl pa3permThb
M3MeHeHUe iara3oHa JaHHbIX, He0OX0AMMO BbIIESTUTD Te sTUeiiKu, KOTOpble He
TpeOyIOT 3allUTHhI, TIepeNTH B BCTIOMOraTe/lbHOe MeHI0 [IpaBKa U CHSTb TajlouKky
HaMpOTHB «3all[UTa SUerKu», MO0 BbI3BaB KOHTEKCTHOE MeHI0, - «®DopMaT siueek» 1
repeiiss Ha BK/IaJKY «3alura sSYelKru» CHATb TaJIouKy C OMLMU «3awuieHo». [Tocie
yero cjieflyeT BK/IFOUUTB 3allUTY JIMCTA BbI3BaB B [JIABHOM MEHIO Ha BK/a/Ke
«IIpoBepka» paszesna «3aljura U CpaBHeHHe» KHOMNKY «3alUTUTh JIUCT».

3alumMTUTE AnCT X

3alUMTUTE IUCT W COALPXKRMUMOE 3aLLMLLEHHbLIX AYeeK
Haponk:
[NoaTeepxaeHue:

EaB}BELLIHTb BCEM MOAL30OBATENAM 3TOTO AUCTa:

BribupaTe 3almiLéHHbIe A4k
BoibMpaTs He3aWMWEHHbIE AYeiiKK
D BcraeuTh cronbukl

D BcraeuTe CcTpoOkmM

Dyﬂ,aﬂMTb cronbul

[ ]Ynanuts crpokm

Cnpaeka OK OTMEHUTL

YKa3aTh Maposb JJis 3alUThI (TIapOJTb MOXKET OBbITh MTYCThIM).

ITocre MpOHr3BeAEeHHbIX AeﬁCTBHﬁ, IMpU MOIIBITKE BCTABUTL IdHHbIE B
3allMIleHHbIe (37197 GYAET MOABJIATHCA YBEAOMJIEHHE!
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Wudopmaums X

@- HeBO3MOXHO U3MEHWTL 3aLLMILEHHLIE AUSAKM.

[nst CHATUSA 3alUTHI BOCIOJIb30BAaThCS TEM JKe MeHI0 Ha BKiajike «[IpoBepka»
pa3ziena «3aljuTa U CpaBHEHHE» KHOMKY «3alUTUTh JIUCT».

3.49 Pab6boTta c meTagaHHbIMMU

ACell nognepsxuBaeT paboty ¢ MeTaaHHBIMU. [10JpOOHYI0 MHCTPYKIUIO CM. B
ryaBe «3amyck AlterOffice» B myHkTe «PaboTa c MeTa/JaHHBIMI».

3.50 ABTOMaTMyeckoe OOHOBJIeHME CBA3en

®ynkuus DDE (Dynamic Data Exchange) B ACell no3BosisieT nosyuaTsb
JlaHHBIe U3 NPYTUX MPUIOXKeHUH, KOTopble Mojep>kuBatoT npotokosn DDE.

Mo>kHO ucronb3oBath GyHKLMI0 DDE 77151 ycTaHOBIEHUs CBS3U C APYTUMU
MporpaMMaMu, TaKUMH Kak 0a3bl IaHHBIX, TOPTOBbIE TVIATQPOPMBI U T. [I., U TIOTyUYeHUsT
JTAaHHBIX W3 HUX B Ballly cBOoAHYHO Tabmily B ACell.

B siuelike cBo/iHOM TabMiIbl BBequTe (hOPMYJTy, KOTOpPAsi UCIIO/Ib3yeT
dynkmuto DDE. CunTakcuc dyskimu DDE B ACell Beirisaut ciegytrorpm o6pa3om:

=DDE(

‘DDE(- Cepeep; Tema/daim Inement/gnanason; Pescam ) Mma cepeeproro I'IFII.-U'ID)KEHMR.[

=DDE(Cepsep; Tema/Paiin; dnemeHT/auana3oHn; Pexxum): Vimsi cepBepHOTro
TIPUJIO>KEHHSI.

® CepBep: VIMs cepBepHOro NMpuioKeHus, C KOTOPbIM yCTaHaB/IUBAETCS CBA3b
yepe3 npotokos DDE.

® Tema/®aiin: Tonuk Wnm ums (aiisia, C KOTOPHIM yCTaHAB/IUBAETCS CBS3b
yepe3 npotokos DDE.

® DjieMeHT/uarna3oH: MiMs s5eMeHTa WK [[Maria3oHa JJaHHbIX, KOTOPbIT
TpeOyeTCs Mo/TyUnuTh U3 CEPBEPHOTO TIPUTOXKEHUS.

® Pexxum: OMILIMOHABHBIN apryMeHT, YKa3bIBAIOI[UI PEKUM 0OHOB/IEHHS
naHHbIX (0 - TOJBKO MPU U3MEHEeHHH, 1 - aBTOMaTHUeCKOe 0OHOBJ/IEHHE).

[Tpumep ucnonb3oBanus pyHKuyMKM DDE 7715t moyueHust JaHHBIX U3 PYToro
JIOKyMeHTa:
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K nipumepy, ecTh BHEITHUM OKYMeHT C Tabsuiiell 1 HeoOXoAUMO OTTyZa
B3SITb CTPOKY «KOMuecTBO mpojax».

Konmuecreo
OpoaykT Pernon R R
AnenscHHEl Mockea 100
HAbnorn Mockea 150
Eananml Mockea 120
Canxt-
Anenscunet | [letepdypr a0
Cangt-
HABnorn Merepbypr 90
Cangt-
Banank Merepdypr 110

B ucxomHOM ZIOKyMeHTe BITUChIBaeM He0OXOAUMbIe JaHHbIe B (hOpMYJTy
=DDE() p/is1 ycTaHOB/IEHUS CBSA3U C BHEITHUM MCTOUHHUKOM:

=DDE("aofficed”; "C:\Users\rabnuua c gapevi.ods"; "luct1.E3")

"JTuctl. E5" — 3T0 siueiika / Juara3oH siueek (MUILeTCS Yepe3 «:», HallpuMep
Jluctl. E5:E10), KOoTOpBIN COAep>XUT JaHHble. [Ipeanonaraercs, 4To JaHHbIE O
NpoJia’kax HaXOJATCS B YKa3aHHOM Juaria3oHe Ha jicre "Jlucrl".

Bce BXxofiHbIE TaHHBIE OTAESIOTCS «;»

B pesysibTare rosyyaeM 3HaueHHe U3 UCXOHOM TabMUL[bI:

Koanuecteo npogam l

I[Tpu yka3zaHuu aprymeHTa «PexxumM» paBHBIM 1 MPOUCXOJWT aBTO 0OHOB/IEHHE
VICXO/IHBIX JIaHHBIX M3 BHEIIIHer0 UCTOYHUKa:!

=DDE("acfficed"”; "C:\Users'tabmuua ¢ ganneivm.ods”; "Tincr1.E3"; 1)
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Hpoaver Pernon Koangectso

AnNensCcHHEL Moceea 100

HAbmorn Mocrra 150

Banane: Mocera 120
Cauxt-

Anenscunsr | [letepbvpr 80
Canrt-

Slonoxn [TeTepbypr o0
Caugt-

bauanz: [leTepbypr 110

Ha BbIx0/le mo/lyuaeM M3MeHEHHBIN BapHUaHT JJaHHbBIX:

Komuuecteo

3.51 WmnopT aaHHbIX B hopmaTte CSV/XML

[nst ummopTa flaHHBIX U3 (aiinos, Takux Kak CSV/XML, ucnonb3yetcs
uHTepdeNC CBSA3U C BHELTHUMU JAHHBIMH, 3TO TTO3BOJISIET J00ABIATh U Pe/JakKTUPOBATh
TabJTUIIBI, @ TAK)Ke HACTPaMBaTh (DUILTPHI JAHHBIX 10 BHECEHUS ITaHHBIX B ZIOKYMEHT.

Ins ummopra ¢aiisioB B hopmaTe csv/xml, Boibepute siueliky, KoTopas Oyzer
SIBJIITHCST HAYaIoM Tab/ui(el, Hanpumep B2

O
| 2 [ S—

Hanee Hy>kHO BbiOpaTh B MeHI0 ACell JIucT->CBsi3b ¢ BHEITHUMU JAHHBIMU:
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+[J Bes umenn 1 - AlterOffice ACell

Qaiin [paeka Bug Bcraeka @opmar  Crum

fncr  Jdanneie Cepenc Okno Cnpaexa

Oe-B-o-Cv® Daiin

D OtmennTs = K Buipesams

 BepryTs w (9 Konmposats

[Z) Coxpanure ~ R "QKonnposam dopmal
Jeiictens Qopmar

B2 Fl&s-=[ |
—1

|
1
|
|
1

1
|
|
l
|
|
|
|
|
,i
i
J
|
|
|
|
|
1
|
L

fH &8 o

M S

it
L}

=

Bcrasute ayenku... Crl++
BcraenTe crpokm »
Bcraeuts cronBupi vl

Bcraeute paspeie cTpaHuubl vk

Yaanute aueiikn... Chrl+-
Yaamte ctpoku

Yaammte cronBubl .
YaamTe pazpbie CTpaHuLb »

Bcraeuts mmcr...

BCTaeuTb MMCT B KOHEL,..
Bcraeute nmct U3 daiina...
Censb ¢ suqumm AZHHBIMA,..

YaanmTe nMcTel..

OuUUCTUTE AYENKMN... Backspace
CMEHMTE TMN CCBLIOK F4
3anonHuTE »

WmeHoBaHHbIE 1aNasoHbl M BLIPAXKEHUA *
KommeHTapunid k gueiike ’
MepenmeHOBaTL MCT...

CxpbiTe MmcT

MNokazate AMCTELL..

MepemecTuTe/CKONMPOBATL MCT...

Haewrauma »

Lleer apnsiuka...

Cobbitua mcTa...

Cnpaea Haneso

[ e el e A e A e e e

B oTkpriBIIIEMCst MeHIO BbIOMpaem O630p:
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Brewmune ganHbie X}

E . 0630p...

URL BHewHero MCToOYHUKa A3HHBIX

Jlocrynnbie Tabanuybl/ananasonbl

DOﬁnosmsmble: 60 =1l cex.

Cnpaexa OK OTtmennTe

Ianee BbIOMpaeM HY)KHBIH HaM daii B popmare Xxml/csv U HOKUMaeM
“OTKpBITH”

B OTKPbLIBIIEMCS MEHIO BbI MOXET€ BLICTABUTDb Tp96y}OH_[I/IECH BdM HaCTpOﬁKHZ

A Vunopr texcra - [breakfast_menu.xml) - O X
Wmnopr

Koaunpoeka: -?I-Dlmmol,ﬁ (UTF-éj

Aok ‘C‘raﬂgap'r - Pycckui zl

Co crpokm: |1 =l
MNapamerpui paspenutens

O ®ukcupoeanHas umpuna ® Pazpemrens

B Tabymuna [ 3anaras Touxa c sanatoii [ ] [poGen [ Apyroii

O O6beguHATL pasaenuTenu O OBpesats npobene! Pazgemmrens ctpox:  |" ZI

Apyrue napamerpe:
[J NMona g raesiuxax kax texct  [] Pacnoswaeats ocobeie uncnz

O Evaluate formulas

Mons

Cranpapt ~
<breakfast_menu=

=food>

=name=6ensruiickne Bapnu</name=

=price=50py6</price>

=description>Age Haww 3HameHNTwe Genbruiickne Bagnu ¢ GOALWHM KONMYECTBO
=calories=650</calories=>

=/food=

=food> v

i e ms TFem Pirisisisiie Pames meiMimcnse mebeis s fmemes

R

>

==
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[MapameTp “PuKcHpoBaHHask IIIMPUHA” TI03BOJISIET TIepeHeCTH JlaHHbIe C
3a/jaHHOM pa3MeTKO TeKCTa B siueiike To HIUpPHHe.

[TapameTtp “Pa3penuTenb” OTBeUaeT 3a pafie/ieHHe TEKCTa 10 siueiikaM, Ha
TIpYMepe Halllero TeKCTa, eC/Ii Mbl ilobaBuM rapameTp “IIpoben”, To BeIBOA OyzeT
BBITJIS/IETh CIeIYIOLUM 00pa3oM:

A WMmnopr texcra - [breakfast_menu.xml] — O X

Wmnopr
Koamposka: [KOnukoa (UTF-8)

<1 <]

Az :C'ran,a,apt - Pycexwid
Co ctpokm: |1 o

Mapamerpe: pasaenurens
O ®wkcuposannas wipuna @® paspenvens

Tabynaumna 3anatas @ Touka ¢ zanaToi ‘_po6eu D dpyroi

[] O6weaunnats pasgennten (] O6pesats npobensi Pasgeqmrens ctpok: " v

Apyrve napamerpbi
[ Nona g kaewiukax kak teker [ Pacnosnasats ocobbie uncna

[ Evaluate formulas

Mons
Cranaapr !C‘ral-u:.ap'r |C‘ran,qap'r |C1'a|-u:|,ap1' [C‘ral A
1 Fbreakfast_menu=
' 2 rfood>
"3 Ename=Genbruiickue Badnn</name=
4 Eprice=5epy6</price=
"5 rdescription=gse HawK 3HaMeHHTHe  Benbruiickue Bad.
g rcalories=650</calories>
7 £/Tood>
g <food> <
< >

Cnpaeka OTmeHuTL

“ITonst B KaBbIUKaX KaK TEKCT” — eCJIA 3Ta OILIUS aKTUBHA, TT0JIs1 WU STUeMKH,
3HaueHus KOTOPbIX OrpaHUueHbl CUMBOJIaMH, 3a[JlaHHBIMU B T10J1e Pa3zenuresb TeKCTa
(Mo yMoJTUaHHIO0 UCTIOJIb3YIOTCSI MallIMHOMUCHBIE IBOMHBIE KaBBIUKY "' B Hauasie U KOHLe
TEeKCTOBOTO 6/10Ka, HO MOXKHO 33/]aTh CBOM CUMBOJI Pa3Zie/ieHus1), UMITIOPTHUPYIOTCS B
BUJIe TeKCTa.

Pacmio3HaBaTh 0co0Oble urcia — eciv 3Ta ornius aktueHa, ACell aBTromaTnuecku
0OHapYKUT BCe UMC/IOBbIe (hOpMaThI, B TOM UHCJIe CTelhaabHble YHC/I0Bbie (POpMaThI
Takue, Kak Jlata, BpeMsi ¥ 5KCITIOHeHLIMa/IbHOe TIpe/iCTaB/IeHUe.

Evaluate formulas — ecii 1aHHast OMLMs aKTUBHA, TO SYEHKH, HAUMHAIOIIHECS C
” OyIyT CUATaThCs (hopMyIaMu

€G—

Takke Mbl MO’KeM pa3zenuTh Qaiis, ¢ moMolbl0 QyHKLMU “ZIpyroit”, 3ajagum
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JIJISI HAIlleTo TeKCTa CBOM CMMBOJI pa3/ie/ieHusi, Harpumep “/”, Torja TekcT byzaer
pa3zienéH AaHHbIM 00pa3oM:

BRI e

Cnmmanne dzcrpton

10Ct w et domcTighan>

[TapameTp “Pa3genvrenb CTPOK” OTBeYaeT 3a CUMBOJI, KOTOPbIM Oy yT

OTAe/IATBCA CTPOKH, 3TO ¢

i “

[TapameTp “O6pe3aTh Npobesibl” TO3BOUT YOUpaTh HEHYKHbIe TIPoOesTb B

HaudaJ/ie CTPOK

[MapameTp “O0beJUHATL pa3/ie/IUTeN” TI03BOISIET 00bEeJUHSITH CTOOIIBI,
KOTODbIe B TPOTUBHOM CJiyuae ObI/IM Obl PacIioioykeHbl uepe3 siueiiku, Harpumep 6e3
JAHHOTO MapaMeTpa pe3y/bTaT PUIbTpa Ha IpUMepe OyZeT BITIAJeTh TakK:

ICTBHABPT ICTBHAEPT 1CTEHAEPT lCTaHAﬂpT ICrau,A
10lyb</price=>
11 bn=Nlerkune benbruickue Badpnu NoOKpsiTHEe KNyb
q2pee</calories>
13
14] ]
15 HO-Ar0AHue bensruickune padpnu</name>
16 ¥6</price>
17 bn=Nerkue Genbruickne Badnu NOKPsTHE PasH ,,
< >

[Tpu BK/IIOUEHUH JKe JaHHOTO rapamMeTpa BbIBOJ, OyieT oTobpaxkaTbcs 6e3

npo6esioB B CTPOKaXx:

|C*ra|-|,qap1' |Cra|-m,ap*r

lCTEHAapT |C'raup,apr

|C'raup,ap1 N

b</price=
n=Nerkne
o0</calories=>

0-ArojHeie
6</price=
n=lerkue

-~

Y e, W

Bensruickne Badan

bensruiickne Bapnu</name=

fensruiickne sadnu

MOKPuTHE KAYGHUKOI

n

NOKPuTHE Pa3HO0BpPa3HuMH CBEXHMU v

>

[Toc/ie HaCTpOMKHU TpeOyeMbIX TTapaMeTpoB HaxkumaeM “Ok” u “Ok” B
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TIpeJbIAYIIieM OKHe:

BHewmrune gaHHble X
URL eHewHero McrouHMKa AaHHbIX
file:///C/Users/user/Desktop/breakfast_mi ™ ‘{_Jﬁs;
Aocryntbie Tabanubi/guanasonbl
[J 06rHoensts xaxamie: |60 + | cex.
Cnpaeka oK OTmeHuTs

daiis OTKpOeTCsl, a Hauasio Tab MLkl Oy1eT B BLIOPAHHOM /10 3TOTO siuekke:

A Sanswicrm sad s>

5 S e

ulalzlsl

i e e e

LR ]

e

3.52 BcTaBKka TeKcToBOIro nons

Copane

Cptanes spn ; Crram 0 B

S—y

[171s1 BCTaBKM TE€KCTOBOTO T10J1s1 B TaOJIMUHBIN JJOKyMEHT TepeiiuTe B MEHIO

BcraBka > TekcToBoe moJie.
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Bcraeka Topmar  Coww flwcr Jandele Cepew
G HzobpakeHue.., an
i P

||| Auarpanma

CeoaHan Tabmua...

i B2 Megua . 3
' OBBekT r
L] ®urype v
DyHKLWA... Ctri+-F2

MrmeHoBaHHEIR 4MaNasoH WK BEIpakEHUWE. .,

* T+ TekcToeoe none L}
KowmmenTapui Crl+ A+
Dpeim...

[y TekcToBele addekTbl..,

52y [Mnepccelnka.. Ctrl+K
() Cneumanshbie cumecns...

w  Cumeon dopmatiposaHng r

Hata Ctrl+,
Bpemna Ctrl+Shift+,
[@ Oone b

KonoHTuTy kL.

4
@Q INEMEHTBL YNPABNEHMA 3

Crpoka nognucK...

3a@)XMHTe U TPOTAIUTe KypCOP MBIIIH, YTOOBI 3a/jaTh 06/1aCTh /17151 BBOJjA TEKCTa
Y BBeIUTe WM BCTaBbTE B HEE HY)KHBIM TEKCT. JIBaXK/Ibl HAXKMUTE Ha TEKCTOBOE MOJIe,
YTOOBI U3MEHUTH COZIEP>KHUMOE.

_TEKC"I" B TERCTOBOM I101e

3.53 BcTaBka TekcToBoro achcekra

[51st BcTaBKM TeKCTOBOTO 3¢ deKkTa B TAOIMUHBIN JOKYMEHT MepeinTe B MeHIO
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BcraBka > TekcroBbie 3¢)deKThI.

Bcraska ©Topmar  Cww flucr Jandeie  Cepew

|
I||
£

]
fx

HzoBpaxeHune...

Auarpanma

CeogHan Tabmua...

Meana

OBBeKT

Durypel

DyHKLWA... Ctrl+F2

meHoBaHHEIR AnanazoH AW EblpaxeHHE. ..

TekcToeoe none

Eonmentapuii Ctrl+Alt+C
Dpeim...

TekcToBble 3dderThl.., I‘/}
[wnepccelnka.. Ctrl+ K

':I'IELI,HEHQHI:IE CHMBECNBI ..

CvMECN GopMaTUpoBaHWA

Hata Ctrl+,
Bpema Ctrl+Shift+,
Oone

KonoHTUTyBL..

FNEMEHTEL YNPABNEHMA

Crpoka nognucK...

B auanorosom okHe I'asiepesi TeKcToBBIX 3¢ eKkToB BoibepuTe
TIOHPaBUBIIMMCS CTUIb U HaxkmuTe OK.
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lanepen TekcToBRX 3dQerToR x

EriBepute cTune TekcToBOrD 3dderTa:

Snow Stama blue Sl -
@Pﬁm" Outdine  Favorte?

o AN et gysf e
it Al W i

Cnpaeka oK OTMEHWTE

J[IBayK/IbI HA’)KMHTE Ha BCTABI€HHBIN TEKCTOBBIN 3 HeKT, UTOOBI U3MEHUTH ero

JOORKT

3.54 BcTtaBka OLE ob6vekTa TekcT

TEeKCT.

st BctaBku OLE o6bekra Tect nepefizuTe B MeHio «BcraBka» 1 BeiOepuTe
O60nbexT > O0bekT OLE 1 Boibepute Tekcr AlterOffice 3.2.
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Bcragka  Qopmar T [lucr

{
|II
£

]
fx

HMzobpaxerne..,
Juarpanma
CeoaHan Tabmua...

Meana
OBnexT
Durypel

TryHKLKNA...

daHHbie

Ctri+F2

MmeHoBaHHEIR AKWanazoH N EblpaxdeHKE...

TekcToBOE NONE
KommenTapuii
Dpeim...

TekcToeble 3dderTbl...

Twnepccenka...
CrneunansHele CUMEDLL...

Cumecn gopmMaTHpoEaHHMA

Jara
Bpena
MNone

KonoHTuTy B,

INEMEHTEI YNPEENEHKA

CTpoka nognuci..,

Crrl+Alt+C

Ctrl+ K

Ctrl+,
Ctrl+ Shift+,

Cepenc  OkHo Cnpaeka

ABKA PazmeTka

v [10nT [~ A &
f v w2 [l i
v | fx  ®opmyna.. Crl+Alts=
v COR-kog v WTpux-Kog...

F¥ O6wexr OLE..

B rosiBUBITIEMCS 1MA/IOTOBOM OKHe BbI MOXKeTe CO37iaTh HOBBIM OO0BEKT WU/TH
BCTaBUTD CYIIECTBYIOIINI (haii/l B KaueCTBe CChUTKU WTH BHEJPEHHOTO 00BeKTa.
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Beraeka ofvexta OLE >

(] Co3paTe HOBBIMA O Cozaate U3 gaiina

Twun obbexra

Pucyrok AlterOffice 3.2
Dopryna AlterOffice 3.2
Anarparmaa AlterOffice 3.2

Texcr AlterOffice 3.2

Mpezentauma AlterOffice 3.2

JononHuTenkHEIE O0BBEKTEI

Crnpaeka QK COTMEHNTE

YroObl co3/1aTh HOBBIN 00beKT, BbiOeprTe Co3AaTh HOBBINA. UTOOBI BCTaBUTh
cyuiectByromuii Gaiin Beibepute Co3parh u3 Paiiia, BBeAuTe MyTh K Qaiiny win
HakmuTe IToHCcK, uToOb! HaliTh ¢aiin. Ec Bel XoTHTe BCTaBUTH 00BEKT KaK CCHUIKY
Ha UCXOZHBIN (aiin, ycraHoBUTe (iakok CBs3arh ¢ ¢aitiom. Haxxmure OK, uTo6bi
BCcTaBUTH 00BeKT OLE B lokyMeHT. [IBaxkzbl HaxkmuTe Ha OLE 06beKT, uToObI
OTpelaKTUPOBaTh COZEPIKUMOe.

F £

" Ez 1 7 3 i c £ 7 g o 11 1 13 1
| = £ > 4 > o o 9 Fa > 4
- L L L L L L + L L L

Beraska OLE ofbexTd
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4

4.1

411

4.2

NMporpamma noarotoBku npeseHtaumm AConcept

AConcept — 3TO TIporpaMma Zijisi co3/jaHus rpe3eHTtanuii u3 cocraBa AlterOffice.
B Hell MOXXHO cO37jaBaTh CJ/Iali/ibl, COZlep’Kalllie MHOKECTBO DPa3/IMYHBIX 3/1eMEeHTOB,
BKJTIOUasi TEKCT, MapKUpPOBaHHble M HYMepOBaHHbIE CITMCKU, TabMLIbl, JUarpaMMbl U
IIMPOKUM CITeKTp rpaduuecknx OOBEKTOB, TaKMX KaK HW300pa)keHWs, PUCYHKUA U
dotorpadmu. AConcept Takke BKIOuaeT B cebss MoZAy/ib TIpoBepKu opdorpaduu,
Te3aypycChl, CTU/IU TeKCTa U CTUIM (PoHa.

B 3Toi1 r/1aBe cofiep)kaTcst MHCTPYKLIWMH, UITFOCTPAI[UM U TIOZICKa3KH 10 paboTe B
AConcept npu co3zgaHuu Tipe3eHTauui. Vcronb3oBanve AConcept Ajs CO3[aHuUst
Haubosiee TPOCTBHIX TMpe3eHTalUii TpebyeT HEKOTOPBIX 3HAHWM TI0 3/eMeHTaM, W3
KOTOPBIX COCTOSAIT ciaiabl. Harpumep, co3nanve pucyHKoB Wi cxeMm B AConcept.

NMoppepxuBaembie hopmaTbl.

AConcept - Mol1HbI HHCTPYMEHT [IJis1 CO3/JaHUs TTpe3eHTal|i, C
BO3MOJKHOCTBIO PUCOBAHUS, CO3/IAHMS AMarpaMM, a TakxKe JIBYXMEPHBIX U TPeXMEePHBIX
n300pakeHHH, KPaCOYHBIX MTePeX0/I0B U aHnMarui. [Toaep)KiBaeT MHOKeCTBO
¢dopmatos, Bkmouasi Open Document Format (ODF), Office Open XML (OOXML) u
Microsoft Office, a uMeHHO:
® [Ipe3zenTtauuu v mabnoHe! B hopmare Office Open XML (*.pptx, *.ppsX,
* . potm, *.potx, .pptm).

® TIpe3enTauyu u mabsoHs! B hopmare Microsoft PowerPoint 2007-365 (*.pptx,
*.ppsX, .potx, .potm).

® [Ipe3eHTtanuu 1 mabmoHe! B hopmare Microsoft PowerPoint 97-2003 (.*.ppt,
*.pps, *.pot).

* [lorioHUTeTbHO TIPO MoAAepKKY (hopmatoB B AConcept MOYKHO IMOCMOTPETh
B Yacrts II 3anyck AlterOffice, pa3gen/myHkT [Togaepka ¢hopMaToB.

AkcnopTt. Nopaepxka chbopmaTtoB

B AConcept ecTb BO3MOKHOCTb 3KCIIOpTa JOKyMeHTa B (hopMaT rubpuiHOTO
PDF u PDF/A.

3anyck AConcept

3anyctuts AConcept MOKHO HECKOJIBKUMU CITOCOOaMM:

® 13 craproBoro skpaHa AlterOffice. Eciiv HM ofuH W3 KOMIIOHEHTOB He
3amyl1ieH, To HakMuTe Ha 3HauoK AConcept B IeBOW YaCTH SKpaHa.

® /13 CUCTEMHOT'0 MEHIO, OTKY/la 3dITyCKalOTCHA OOJIBIITMHCTBO HpHJ’IO)KEHHﬁ.

® 113 moboro 3amnyiieHHoro komroHeHTa AlterOffice. HaxmuTe TpeyronbsHUK €
MpaBoOi CTOPOHBI OT 3Hauka Co30amb Ha TJIaBHOM MaHeIu UHCTPYMEHTOB U
BbIOepuTe TyHKT IIpe3eHTanuio 13 BBINA/AIONIETO CITHUCKA WM BbIOEpUTE
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nyHKT MeHt0 daiin > Co3path > IIpe3eHTanuro.

IMpumeuanue: Tlocne ycmanoeku AlterOffice Ha komnblomep, 8 6onbWUHCMBe
cryuaes, 8 CUCMEMHOM MeHlo 6Oydem C030aH NYHKM 3anycka 041 Kax#co0o20
KomMnoHeHma. TouHOe HA38aHuUe U pAcno/nodiceHue 3mux NYHKMO8 MEHIO0 3agucum om
onepayuoHHol cucmembl U 2paguuecko20 no/b308amenbCKo20 UHMepdelica.

IMpu 3amycke AConcept oToOpakaeTss OKHO BbIOopa 111a0/I0HOB. 37€Ch MOXKHO
BbIOpATh OJJUH U3 TIPe/ICTaB/IeHHBIX I11a0/I0HOB:

Eciu Bel X0TUTe OTKIFOUUTE 3Ty oniuto, yoepure duiaxkok IToka3siBaTh npu
3amycke. BepHyTb OKHO BbIOOpa 111a0/10HOB MpH 3amycke AComcept MOXKHO Tiepeifis B
CepBuc > Ilapamerpni > AlterOffice AConcept > O6mme B pasgene Co3jgaTth
AOKYMEHT, ycTaHoBUTe (iaXkoK y nyHkTa HauaTh c BbIOOpa mabsioHa.

4.3 ['maBHoe okHO AConcept
I'naBHoe okHO AConcept coziep>XUT Tpu o0OsacTu (C/ieBa HampaBo): TaHeb

C]Ial\/i,IIOB, pa60qaﬁ obsacte ¥ OOKOBasg TMaHesb. KPOMe TOTr0, HECKOJIbKO raHesieu
HMHCTPYMEHTOB MOT'YT OBITb TTOKa3aHbI U/IH CKPBITHI MMPU CO34dHKWH TIPpE3€HTALINN.

Ona nobasneHus 3arnaBus
LENKHUTE MbILWbIO

I
& B E

a0

mOm

m [na no6aBneHns Tekcta WEMKHUTE MblLLbH

|
]

& |

[
O

ETE OBunein L7 i of

Ilapen Pa6ouan o6nacte BokoBasi naHenb
cnanpos

I'nasHoe okHo AConcept (8bl0esneHbl MapKepbl CKpbIMUs/0omobpaxceHust
nateseti)

3aKpbITh TaHeb C/AaiIoB U OOKOBYIO TMaHeIh MOXHO, Ha’kaB Ha KPeCcTHK X B
BepxHeM IIpaBOM YTy TlaHejiel WM OTK/IIOUWTh UX B MeHIO Buj > [laHensb c/1aiijioB
umi Bup > BokoBas naHesib. YToObI BHOBb TIOKA3aTh 3T MMaHe/IH, aKTUBUPYHTe UX B
MeHto Bup > Ilanens ciianaoB wiv Bupa > bokoBasi maHe/ib.

Tak)ke MOXKHO MaKCHMHU3UPOBaTh pabouyro 00/1acTh, Ha)kaB Ha MapKephl
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CKPBITHsI/0TOOpaXkeHHsI Ha BepTUKA/IbHBIX Pa3/ie/IUTebHbIX JTUHUAX MeXay 00macTaMu
(BBIgEMIEHbI OBajlaMM Ha PHUCYHKe Bbille). Vcrosb3yiliTe MapKepbl, eCM He XOTHTe
3aKpbIBaTh aHe/M, a XOTUTe UX TOJBKO CKDPbITh. [17is5 OTKDPBLITUS TaHesj el HaKMUTe Ha
MapKephbl MBIIIKOH elije pas.

ITanens ciangoB

[TaHes b C/1aliIoB COAEPXKUT yMeHbIIIeHHbIe N300pa)keHus C/Iaii/IoB U3 TeKylei
Mpe3eHTAlM B TOM TIOpPsiZIke, B KOTOPOM OHU OyAyT TIOKa3aHbl BO BpeMs
JIeMOHCTpaI|M, ec/id ero He U3MeHsTh. Ha)kaTve Ha cjaiifie B 3TOM IMaHeIu BbIJeTUT
ero W 3TOT cniakf OyJeT moka3aH B paboueit obnactu. Korpga cnaiiy Haxogutcs B
paboueii 067acTH, B HEro MOXXHO BHOCHUTb W3MeHeHHUs. B TlaHenw CaliZiloB MOXKHO
BBITIOJTHATh HECKOJILKO /IOTIOJIHUTE/IbHBIX Ofepalydid € OJHUM WM HeCKOJbKUMU
c/1aiiiaMy 0JHOBPEMEHHO:

® JToGaBUTH HOBBIM C/1al/ B TIPe3€HTALHIO.

® [lomeTuTh Cnaiifi, Kak CKpBITBbIA, UTOObI OH He TIIOKasblBajlCs BO BpeMs
JleMOHCTpALIH.

® YaanuTh caiif U3 npe3eHTal|y, eC/Iv OH YyKe He HYy)KeH.
® [leperiMeHOBAThH CJIAMA,.

¢ JTybmupoBath ciaif, (KOTUPOBaTb U BCTAaBUTh) WM TIEPEMECTUTh CJlaii/l Ha
HOBO€E MeCTO B Mpe3eHTaluu (BbIpe3aTh U BCTABUTh).

Kpome Toro, MOXXHO BBITIOJTHATH C/IeAYIOL[He OTrepariuu ):

® 3mMeHeHHe TI0C/Ie/]oBaTe/TbHOCTH CJ/Iali/I0B B TIpe3eHTaluH.

® VI3sMeHeHHe Auv3aiiHa ciaija.

® lI3MeHeHHe MaKeTOB C/aiifIoB O/IHOBPEMEHHO /IJisi TPYTIIbI C/IalifioB.
bokoBas naHe/b

bokoBasi maHesnb COMEP)KUT BOCEMBb pa3fenioB. s oToOpakeHus pasjena,
Ha)KMUTe JIeBOM KHOTKOW MBI Ha COOTBETCTBYIOIIUM 3HAUOK B OOKOBOI maHe/nd. B
000 MOMEHT BpeMeHH MOXKeT ObITb 0TOOpaXkéH TOTBKO KAaKOW-TO OZIH pa3/iell.

CBoiicTBa, B 3TOM pa3sziejie MOXKHO BbIOpaTh MakeT CJlai/ja Wid, eC/id BbiieieH
Kakoh-mbo 23/ieMeHT Ha Craiijile, MOXXHO HAaCTPOUTh CBOMCTBA I3TOTO 3/leMeHTa
(HampuMep pa3mep, THUII U ToJIoKeHUe mIpudTa).

CTuaM, TpU HaKaTMM Ha 3HAuOK B OOKOBOW TaHend OToOpaXkaeTcs
ctaHgapTHeii guanor CTuid U (opMarHpoBaHHe, B KOTODOM MOXKHO WM3MEHHUTh
CTW/IH, UCTIOTb3yeMble B JTF000M crakie.
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T'anepess, TpYM Ha)XaTUM Ha 3HAYOK B OOKOBOW TMaHeaW OTOOpakaeTcs
CTaH/apTHas rajepesi u3o6pakeHuid, BctpoeHHBIX B AlterOffice.

HaBurarop, mnpyd HakaTWd Ha 3HA4oK B OOKOBOW mMaHenmu oTobOpakaeTcs
CTaH/apTHbIN Auanor HaBurarop.

durypsl, NPy Ha)KaTUX Ha 3HAUOK B OOKOBOM MaHe/d 0TOOpaXkatoTCsl JIMHUM U
(burypsl, KOTOpble MO>KHO ZI00aBUTh B JIOKYMEHT.

CmeHa c/1aija, TPy Ha)KaTMM Ha 3HAUOK B OOKOBOW MaHe/su oToOpakaeTcst
HaCTpOMKa Nepexo/ioB C/Iaki/10B.

AHuManus, B JaHHOM pa3/iejie MO)KHO HaCTPOWUTh aHUMAILMI0 K KOHKPETHOMY
00BeKTY.

Macrep-c/1aijpl, [aHHBIM pa3fiesl WCIOb3yeTcss s Ao0aBieHUs MacTep-
CraiIoB.

Pabouas o0/1acTH

Pabouasi ob6nacTe (pacrosiokeHa B LEHTPAJbHOW YaCTH 3KpaHa) COJEPIKUT
yeTbIpe BK/IaKH:

® OOBIUHBIN PEKUM,

® PeXxuM CTPYKTYpBI,

® [Ipumeuanus,

¢ CopTHPOBLIUK Clal/0B.

OTH TNATh BK/IA/IOK HA3bIBAIOT KHOMKAMU MPOCMOTpa. Pabouee MpoCTpaHCTBO
T0/], CTPOKOH KHOTIOK TIPOCMOTPA MEHSIETCS B 3aBUCUMOCTH OT BBIOpPAaHHOTO BUzia. BUibl
paboueii 06/1aCTH ITOAPOOHO OTMCAHBI Jasiee.

OBeiuHelit Crpykrypa MNMpumedadna CopTMPOBLLMK CN3Rg 0B

Bknaoku pabouetl obaacmu

IlaHe/ 1M MHCTPYMEHTOB

[Tpu co3maHuM CIal0B y00HO MCII0/Ib30BaTh MHCTPYMEHTBI, PAaCIo/IoXKeHHbIe
Ha BK/Ia/iKaX. Bbl Takke MO)KeTe UCIIO0/Ib30BaTh pPa3/vyHble MaHe/Iu MHCTPYMEHTOB. VX
MO>KHO TI0Ka3aTh UK CKPbITh, UCTIO/b3Yys MeHIO Buj > IlaHe/ M HHCTPYMEHTOB.

CTPOKa COCTOAHUA

2024 2. OO0 "AJIMU MapmHep"©



276

4.4

CTpoka COCTOSIHUS, pacrosiokeHHasi B HWKHel uacth okHa AConcept,
cofiep>KUT MH(GOpMaLMI0, KOTOpasi MOXKeT OKas3aTbCsl Toje3HOM mpu paborte Haf
rpe3eHTarven.

MosnumAa kypcopa Lndposan noanmce
Homep cnanna

‘ Craitg 143 1| Vismernts Texct: absau 3, crpoka 3, cronbew 3 OBbiumsii ©711,40/369 1 2520x9,13 | B Pyccruii | O —O——@| W%

N / /

Mone nHpopmaumu CTune cnaina HecoxpaHeHHble M3MeHeHns

Cmpoka cocmosiHua AConcept

Cnepa HarlpaBO PacCIIO/I0KEHBbI:

* Homep ciaija, oToOpa>kaeT HOMep TeKYIIero cjaija B paboueit obmactu u

0011ee KOJIMUECTBO C/IalZIOB B MPe3eHTALUH.

HNudopmaruoHHoe mosie, 0ToOpa)kaeT TeKyllee ZeiCTBHE M0/Tb30BaTe sl UK
THII BbI/IeJIEHHOTO 00BEeKTa.

CTuib c/1aija, oToOpakaeT Ha3BaHHe CTUJIS Claifa.

ITo3uiusi Kypcopa, TIONOXKeHHWe Kypcopa WM JieBblii BepXHUW yroi
BbI/IeJIEHHOTO0 00BeKTa, W3MepEeHHbI OT BepXHero JIeBOTO yrja Caiza;
IIIMPUHA U BBICOTA PaMKH BbIJIE/IEHHS.

He coxpaHéHHble W3MeHEHHUsl, WH/JMKAaTOp HaIuuWs He COXPaHEHHBIX
v3MeHeHuil B catine. Ilpu ABOWHOM Ha)KaTUX JIeBOM KHOIKOW MBIIIK T10
3HauKy OTKPOeTCsl ;Ma/or coXpaHeHus (aiisa.

Hudposas nognuch, MHAUKATOP HA/IMUMs B IOKyMeHTe 1[udPOBOI MOAIHCH.
[Tocne coxpaHeHUs] JOKYMeHTa JBOWHOe Ha)kaTHe JIeBOM KHOIKOW MBIIIM Ha
3Hauke oTkpoeT guanor ludpoBas noanuck.

® [To/13yHOK MacIITaOUpPOBAaHUs, PETyJUPYeT TPOLEHT MacIITaOMpOBaHUS B

paboueii 06/1acTH.

b HPOHEHT MaCHJTaﬁl/IPOBaHI/IH, 3HayeHue MaCH_ITa6I/IpOBaHI/IH B TIpOLI€HTAX.

[IBoliHOe Ha)kaTWie JIeBOM KHOIKOM MBIIIM Ha TIPOLieHTaX OTKPOeT Auaior
Macutaé u peXXumMsbl IPOCMOTPA.

CTpOKy COCTOSIHMSI M 3Ty WH(OPMAIMI0 MOXXHO CKPBITh, yOpaB (akok c
nyHkTa CTpoKa coCTOAHMA B MeHIO Bup.

Buabl paboyen obnactu

Kakapliik w3 BUAOB paboueit o06sacTy TipeiHa3HaueH s 00JierueHust
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BBLITIOJIHEHUs OTpe/iesieHHbIX 3a/lad, M03TOMYy Oy/eT Tojie3HO 03HAKOMUTBHCSI C HUMH
JUIsT TOro, uTOObI OBICTPO BBITIOMHATHL 3T 3afaud. s 0TOOpakeHHs/COKPBITHS
BKJIQ/[OK Pe)KMMOB BblOepurTe IyHKT MeHi0 Buj > Bkiagku pe)xumoB.

OOBIYHBIH peXXUM. DTO TJIaBHBINA BU/ [/Is1 pabOThI CO caijamu. Vcronb3yiiTe
3TOT BU/I, UTOOBI 3a/]aTh (hopMaT W BLIOpATh AW3aliH C/iaii/ia, J00aBUTb TEKCT, PUCYHKH
U 3pdekThl aHUMalMK. YTOOBI TIOMECTHTb HYXKHBIA C/lakJ B pabouyto 00/1acTh,
Ha)XMHUTe JIeBOM KHOTKOM MBI Ha €ro yMeHbIlIeHHOe H300pa)keHWe Ha TaHe/Id

CMalioB WIW [JBa)KIbl Ha)KMUTE JIeBOM KHOIKOW MBIIIM TI0 MMEHM C/aia B
Hasurarope.

Pexxum cTpykTypbl. COJEep)XUT BCe Caiibl Mpe3eHTaluy MPOHyMepOBaHHbIe
1oC/Ie[ioBaTe/lbHO. 37ech IIOKa3aHbl 3arojIOBKA TeM, MapKUpPOBaHHble CIIMCKU U
HyMepOBaHHbIe CIHUCKU JJIs1 KaKJoro ciaiizia B oopmaTe CTPyKTypbl. [IoKaszaH TO/IBKO
TEKCT, COZlep>Kall{MiCsl B TEKCTOBBIX MMOJISIX 110 YMOJYaHUIO B Ka)XKA0M CJiakifie, TakK uTo,
eC/Id C/Taiifi BK/IIOUaeT B cebsi Apyrve TeKCTOBbIE M0/l WM rpaduyeckre OOBEKTHI,
TEKCT B 3THX 00BeKTax He 0ToOpaskaercsi. ViMeHa c/1aiijoB TaKKe He ITOKa3bIBAIOTCSI.

[Times New Roman Cllom M A A K K Y- X X| C A R|A .. =

Craiipet * | Oussweti Crpyirypa Mpuwesaen Copraposupe caiaos

“EJO6bIYHbIE PEXUM
1

yifTe 3TOT BHI, TTOOHI 3a7aTh.
ey sddexts

W CIPexum npunmeyaHna
Menonsayiite Bix [pioyewa s, ST0Gb 0GABHTS IPHMETAKES K CTailTy,
Tp He npr
| <=Pexum COpPTNPOBKK cCnanaos
I Coneput Bee cualizs: B ymersmenso pize. Hemomayiite 5ToT peains 41

PaGOTE! ¢ rpymmOl CTAMIOB M TOTHKO C OTHIN CTAHIOM

Pedicum cmpykmypbil
Vicnonb3yiiTe pe>kuM 0TOOpaXKeHHst CTPYKTYPBI /1S C/IeIYIOIUX 1[e/Ief:
1. BHeceHMe u3MeHeHUM B TEKCT Clai/ia:
® JlobaByeHue U yJasieHye TeKCTa B CJlakifie TakK ke, Kak ¥ B 0OBLIUHOM peXXHMe.

® [lepemerjeHre ab3aleB B BHIODAaHHOM Ciiaiijie BBEPX WM BHU3, HCIIOJB3Ys
KHOMKM Ha BK/1ajKe CTpyKTypa.

® I3MeHeHre YpOBHs [ Ji00Oro ab3alla B CJiaiifie, WCTO/IB3Ys KHOIIKU
MOHU3UTh, TOBBICUTH, TEPEMECTUTh BBEPX, MEePeMeCTHUTb BHH3 Ha BKJ/IaJjKe
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«CTpyKTypa».
oL Mpaska Bua B dopy Craiig  Jemc pauy Cepenc O Crp
oe-6-o5 o Enashoe Bra Pasenca I pau Tiposep: Bua Crpysype Pacump Gep
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O Copruposume craiaos ESTWRVER | | Macrep-crana ] Macrep e —
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CmpesKu nepemeujeHusi ypogHeli cmpyKmypbl 8 naHeau popmamupogaHusi

2. CpaBHeHHe C/aii/1oB B CTPyKType. Ec/ii B CTpyKType CTazno BUAHO, UTO CAaif
HeoOXOZMMO CO3/1aTh I10 JPYTOMY, TO MOKHO C/Ie/laTh 3TO HEIIOCPe/ICTBEHHO B PeXKMMe
CTPYKTYPbI WA MOYXHO BEPHYThCSI B PEJKUM PUCOBAHUS.

Pexxum IIpumeuanms. Vicriosw3yiite Buj Ilpumeuanusi, utobbl 106aBUTH

npyuMeuaHuss K ciaday. IlpuMeuanwss He OTOOpaKalOTCs TIpU  JeMOHCTpalvy
Trpe3eHTaL|H.

.........

Q- -=-0O-O-% -0 - 105 -®-ii-0 LE) Liversion Sans S fom F] A &

Pexum npumeyaHus

oy s e, w506 20588, St cosizy:
e 52 0PRSS 2T Epe S
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Buo INpumeuaHus

1. HaxxmuTe Bk1aaky Ilpumeuanusi B paboueii o6siacty.

2. Beibepure cmaiii, K KOTOPOMY XOTHUTe A00aBUTb MpHMeYaHHUs B TIaHeH
C/1aliJi0B WY B HaBUraTope.

3. HaxxvuTe j1eBOI KHOIIKOM MBI B TeKCTOBOM 11oJjie, pacCriojIo’KeHHOM HMXKe
cnaﬁ,qa, " BBeAUTE TEKCT IIPUMeUYaHMNs.

Mo)XHO W3MeHUTb pasMep TeKCToBOro mnons IIpumedaHws C IOMOLLBIO
MapKepoB M3MeHeHUsI pa3Mepa, KOTOpble MOSIB/SIOTCS MPU HakaTUW Ha Kpau MOJIA.
Takxe MOXKHO IlepeMecTUTb OKHO, IIOMeCTMB yKasaTe/Jb Ha [IpaHMLly, HaXkaB U
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TriepeTaliuB ero.

Pe)kuM COPTHPOBKH C/Ial/|0B

Cogep>XuT BCe C/1ai/ibl B YMEHbIIEHHOM BHje. VCronb3yuTe 3TOT PeXXUM AJIst
paboTHI C TPYIINON C/1aliIoB WX TOTBKO C OJIHAM CJIai/IoM.

Hacrpoiika pexxuma CopTHPOBILMIK C/Ial/0B

[Ipy OTKPBITUM Pe)KHUMa COPTUPOBKH C/IalfIOB TI0 YMOJIYaHHIO OTKPBIBAIOTCS
raHe/Td UHCTPYMEHTOB [Ijisi HaCTPOWKU COPTUPOBKU CJIai10B. UTOOBI CKPBITh /IaHHBIE
raHesu Tepeiiiure B MeHi0o Bupa > IlaHe/iM MHCTPYMEHTOB U BbIJe/UTe TTYHKThI
Cnaijbl 1 COpTMPOBILMK C/1al/I0B.

":;D' ® | 4 cnaliga =
Ianenb uHcmpymenmos Copmuposwjuk caaiidos u Bud caaiidos

ITepemeienue ciaiiga npu nomoiy CopTHpPOBIIMKA C/IaU/I0B
YToObI IEPEMECTUTH CJIaki/ B TIpe3eHTaluy B pexxrive COPTHPOBIIMK C/1ai/I0B:
1. Haxxmute /1eBOM KHOIIKOM MBI Ha C/Iaii[] [/1s1 eT0 BblIe/IeHHS.

2. TepeTaiiyTe ero B Hy>KHOe MeCTO.

Obssnei Crpyxypa Mpuesarnn Copruposus: crofiaos

OBbikHbil peXum Pexin CTpyKTypbI Pexin npuvesaris Pexuti CopTUPOBKI Caiios

9PN

HEO @

Pyccen

Pedxcum Copmuposwjuk caatioog

BbijeneHue U nepeMenieHyue rpynmnsbl cJIai 0B
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UroObl BBIIEUTb TPYMIYy ClalifioB, WCMONb3yHWTe OAUH U3 CJIeAYIOINX

Croco0oB:

® HaxmMuTe Ha MepBbIY Clakj U, yaep>kuBas knasuily Ctrl, Beizensiite apyrue
HeoOXOAUMBIe C/Iak/IbI.

® HaxmMuTe Ha MepBbii cnaiig u, yaepxkuBas KnaBuiny Shift, HaxxmuTe Ha
TIOC/IeJHUN C/1alif| B TPYIIe, BbIeMB TaKUM 00pa3oM BCHO IPYIIILY.

® HaxmMHuTe U yJiep)KvBaWTe JIeByI0 KHOIIKY MbIIIM HEMHOIO B CTOpPOHE OT
nepBoro ciaija. TSHUTe Kypcop, MOKa BCe C/Iaifibl, KOTOpble BaM TpeOyeTcs
He OyZyT Bbl/je/IeHbl PAMKOA.

YT0ObI TIEPEMECTHUTE IPYIIY C/Iai/[0B:

® BriienuTe IPyIINy C/Iai/[0B.

® [lepetalute BCIO FPYIINy HAa HOBOE MECTO.
Pabora B pexxume COPTHPOBIIUK C/IAl/I0B

B pexume COPTHPOBIIMKA C/IaliZIOB MOYKHO paboTaTh CO C/laiilaMH TaK ke, KaK B

raHemu CaaizoB. YToObl BHECTH W3MeHEeHWs, Ha)KMUTe IPABOM KHOIKOW MBIIIA Ha
c1alifie ¥ BbIOepUTe OJJHO U3 C/IeAYIOLIUX 1eHCTBUM U3 KOHTEKCTHOT'O MEHIO:

* Co3gaTh c/1aupa, 700aB/IsgeT HOBLIM C/Iak/l ITOC/Ie BhIIe/IeHHOIO Caaiia.

¢ Jly6iupoBaTh cj1aij], co3aét nyOnMKaT BbIIe/IEHHOTO CJlaiiia U romeljaeT
€ro MeXX/1y BblJie/IeHHBIM CJ/IaliZioM U C/IeYIOILIVM.

b HEPEI/IMEHOBHTL cnai’m, IMO3BOJIAET ITIepeENMMEHOBATh BBI,Z[e.TIeHHbII‘/JI cnaf/i,q.

* CKpbITh C/aif, /o0ble CKPBITBIE C/Albl He OTOOpaXkaroTcs TpH
JIeMOHCTpAaLMK Mpe3eHTal[1u.

® YaanuTh c1auj, yassieT BbiZie/IeHHbIN Cak,.
* BeIpe3arb, y/a/iseT BbljIeJIeHHBIN C/1alifi U coxXpaHsieT ero B Oydepe oOMeHa.

* KonupoBarb, KONMPYeT BbIJe/IeHHBINA craii B Oydep obmeHa 6e3 ero
ylaJIeHVsI.

® BcTaBuTh, BCTaB/IsieT CJiaiif u3 Oydepa oOMeHa rocsie BbiIe/IeHHOTO C/iai/a.
Macrep Te3ucon

MaCTep Te€3MCOB IpeaHa3HaAUYeH [OJid HaCTpOfIKH MaKeTOB CHafIAOB A1 [1ed4aTu
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pa3ziaTouHoro mMatepuana. Beibepute Macrtep Te3ucoB B MeHIO Buj, 3aTeM oTKpoiite
OOKOBYIO TaHesb U BbIOepHTe CBOWCTBA, I/le MOXKHO BbIOpaTh revats 1, 2, 3, 4, 6 umm 9
C/1aii[I0B Ha O/IHOM CTpaHUIle.

El B v

P T —— =

20 Amoncpaen < neproro cian

9 enon

Durypn

BEoBophn

%

. Cooia w1 | b | 41 -ea4/ 16437 000x00 (@ | Prccxmii %] @ —0——o] a7%

Makembt cmpanuy

Vcnonb3yiiTe 3TOT peXXUM [Jii HACTpOMKUA HWHGopMaluu, KoTopas OyneT
HareyaraHa Ha pa3/jJaTOuHOM MarepHarie.

Wcnonb3yiiTe TyHKTHI MeHI0 BcraBka > KoOMOHTHTY/IBI /711 OTKPBITUS
COOTBeTCTBYMOLero Auanora. HaxmuTe mno Bkiaagke IlpumeuaHuss M Te3UCbl U
BbIOEpUTe 37IeMeHTBbI, KOTOpble MJOJDKHbI OTOOpaXKaTbCs HAa KaXJOW CTpaHHLe
pas/jaTOuHOro Marepuasa, U UX COfep>KUMOe.

KoAOHTHTY AL [ x|
Cmﬁ,ﬁu: Mpiinieaares m Te3McEs I

Ofiljasiie: He CTpaimiLe T L
¥ Bepxrnit xonowmryal

TexcT DepEsero CONOHTHTOT: |

[+ Zara v ppema

(%) Durcupopansia

() Diposano i rr—  —
Doprar: 700912 -]

e o

Bymie

[+ Hutmmmit eonommimyn
TERCT MIAHETD EONONTHTY

[ Homep crpammup

Crpancs TipsstmnTe KO BLEM | . OrrmsetanTe
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Bknadka 3amemku u me3uchbl

4.5 Co3gaHve HOBOMW Npe3eHTauuu

OTOT pasfen OMNWCHIBAaeT CO3ZlaHMe HOBOM Ipe3eHTaluM C HCIIO0/Ib30BaHUeM
Macrepa.

Cosem: Ilepsoe, umo HyJCHO cOenamb, 3mMoO onpedeaums ye/lb npezeHMayuu u
cniaHupoeamb eé. Xomsi, KOHeUHO, MOMXCHO BHOCUMb U3MeHeHUsl no xody dead, HO, UMesi
npedcmaeneHue o Oydyweli ayoumopuu, 3dpaHee COCMAgAeHHble CMpyKmypy,

coaepofcaHue u npeacmaeﬂeHue npeseHmayuu, MOMCHO C3KOHOMUMb MHO2O 8pEMEHU C
camoeo Hauanda.

Bribepute Wwabnon X
Monek.. Ounstp  |Mpesentaumm | Bee katercpun o ‘ Ynpasnenne
~
Largen iU
Lowern lpmm
E——— S
Vneii ChHaa kpueas Yeprésw
= Lorers s s Loreen i
Lo s dekr s s -
pro mep sty
o
R ¢
AHK Dokyc [fecHan nTuya CeeecTs
v
==
=
oo

Cnpaska DokasbleaTs Npw 3anycke JakpeiTe OrepeiTe

Bbibop muna npezeHmayuu

Ona 3amycka Macrepa npe3eHTanui Bbibepure ®ainn > Cosgarb >

ITpe3entapuio. OTKpOeTCsl AMAnIoroBoe OKHO C TpejiokeHUssMy Bbibopa IIla6sioHa
npe3eHTaLyi:

1. B cniicke BbibepuTe OJMH M3 BAPUAHTOB I11ab/I0Ha.

2. Haxxmute OTKPBITD.
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| Ot Crpycrypa Mpuvesaronn Copruposuse caiaos

WENKHUTE MbILLbIO

L3

[nsi gobaBneHus TekcTa UENKHUTE Mblllb

ot 1 2] Tee [ £3839/1787 17 00x0m (@] Pycooni [#le—o—a[mox

Bbl6op du3atiHa caatioa

3. Ha Bkmagke «CBoiicTBa» OOKOBOH TlaHenu BbIOepuTe HYKHbI Maker U3
criicka. Cekiusi «Mactep-ciaiifi» rpezjiaraet Belopats @oH craiiza.

4. Boibepute @opMaT 0TOOpaXKeHHs TTpe3eHTal[iK. BoIBIIMHCTBO MTpe3eHTal|ii
co3jatoTes it oToOpakeHWsI Ha SKpaHe KOMIbiOTepa. PekomeHJyeTcs
BBIOMpATh TUIT JKPaH.

5. Ha cnepytoiem srane:
® Ha Bkasike «CmeHa ciabizia» O0KOBO# MaHe M BbIOEpUTe THI CMEHBI C/lak/ia.

® BribepuTe [JIMTeNBHOCTD, 3BYK M TpHrTrep CMeHb! C/1aii/joB B pe3eHTalvH.

Aevoncrpaus | posepea Ba

Fllsm F] & a2

28w

B vz | mme

| Texcrosoenone Beprucammwtirexsr (1 <> [« | £+ | | [ Aewons

e e Duryp

Ana po6aBneHuis 3arnasus
MbILLbIO

BHE0R 9%

[ina fobaBneHmns TekcTa WENKHATE MbILLLIO

Craiia 1w 12| Tile 52771049 17 000x000 | @1 | Puccrnit +lo—o——el 0%
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4.6

Bbl60op ckopocmu cMeHbl ¢Aatioos

He 3a0bIBaiiTe 4acTO COXPAHATL TIPE3EHTAIMI0 BO BpeMsi pabOThI HaJ, HeW,
YyTOObI MIPeJIOTBPAaTUTh MOTEePI0 WHMOPMALUH, ec/id TIPOU30ieT Kakon-To coolt. Takke
MO>XHO aKTMBHPOBaTh (PYHKLIMIO aBTOCcOoXpaHeHus (B MeHi0 CepBuc > Ilapamerpbl >
3arpy3ka/Coxpanenue > O0mme). Boibeprute ABTOCOXpaHeHHe KaXKAbIE U BBEIUTE
KOJINUECTBO MUHYT, Yepe3 KOTOpoe Oy/ieT MPOU3BOJUTCS aBTOMaTUYeCKOe COXpaHeHHe.

dopmaTupoBaHue npeseHTaumm
BcraBka cinaiijja
Hogblii ciaiif MoskeT ObITh BCTaB/IeH B IPe3eHTaLMI0 C/IeYIOLIMMU Crioco0aMu:
1. HaxxaTe TpaBOM KHOIIKOW MBI Ha Caiii B paboueit obnacty Ilanenu

caanaoB v B CoOpTUPOBIIUKE C/IaMI0B U BbIOpaTh MYHKT KOHTEKCTHOTO
MeHio Co3aTh C/1aif.

2. HaxxaTp Ha 3Hauok Co3aarh ciaauj, E' ¥ Ha Bk1agke I'1aBHoe.

3. B mento Cnaiipg BoibepuTe nyHKT Co3AaTh C1aij,.

HoBblit caii Oy1eT BCTaB/ieH 1oc/ie BbIIeJIeHHOTO C/laii/ia B TIpe3eHTal[|H.
Jy6aukar ciaija

WHoraa, BMecTo TOro, 4to0bl 00aB/isATh HOBBIM C/1aiiji, MOXKHO AyOIMpoBaTh
y>Ke CylLLeCTBYIOIIUIA Cai] B TIpe3eHTaLUn:

1. BeigenuTe cnaii, KOTopbiit XoTHTe Ay6nvpoBath B IIaHenu c1aijoB.

2. HaxmuTe npaBoM KHOMKOW MbllM Ha ciarvfe B IlaHenum ciaujoB U
BbIOEpUTe TMYHKT KOHTeKCTHOro MeHio [lyosmpoBare ciaily. Unu
nepektounTech B pexXxM COPTHPOBIIMK C/1aW/Ji0B, Ha)XMWUTe I1paBOM
KHOTIKOM MBI Ha Cjaiije ¥ BbIOepUTe TIYHKT KOHTEKCTHOTO MeEHIO
JdyonupoBath ciaaijg. Taxke dyHkuus [dy0iMpoBaTrh c/aij ecTb Ha
kiazike I'/1aBHoe 1 B IyHKTe MeHto Ciauj,.

3. lybnukat cnadima Oyger BCTaBlAeH T1I0C/je BBIJEJIEHHOTO CJlaiija B
Tripe3eHTalH.

Bbi00p Makera ci1aiia

B BokoBoii mnanHenu BbibepuTe pa3zgen CBoicTBa, uTOOBI 0TOOpPA3UThH
JOCTyIHble MakeThbl. MakeTbl, BKIOueHHble B cocTaB AlterOffice, BapbupyroTcs ot
IyCTOrO /10 MaKeTa C [IeCTbI0 6/10KaMU TeKCTa U 3ar0JI0BKOM.
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JocmynHble makembl cnaiioos

[MepBbili Cjaikig B Mpe3eHTal[MM, KaK MpPaBWIO, TUTY/IbHbIA ciaif. [ns Hero
MO>KHO WCTIO/Ib30BaTh JIF000M MyCTOM MaKeT WA OJ[UH U3 TUTY/IbHBIX MaKeTOB.

YrtoObl CO3/1aTh 3aroJIOBOK, B C/ydae ecjid ObUT BbIOpAaH OJWH W3 THUTY/IbHBIX
MaKeTOB, HA)KMUTe Ha Cjaifie TeKCT « /1y ;obaBieHus 3ariaBusi LEMTKHUTE MBIIIBIO» U
BBeIUTE TEKCT 3arojioBKa. /i pgoOaBieHWs TeKCTa Ha)XKMUTe Ha TeKCT «[lyis
nobaBneHUsl TeKCTa IIENKHUTe MBIIIBIO» U BBeAWTEe CBOM TeKCT. [I/ii HaCTPOWKH
(dbopMaTHpOBaHUsI 3aroJI0BKa, TI0/13ar0/I0BKa, MO0 ero Co/iep)KUMOro, Hy)KHO U3MEeHHUTh
CTWJTb TIPe3eHTalHH.

TekcToBble ¥ rpadUuecKre 371eMEeHTbI MOTYT ObITh U3MEHEHBI B JIFOOOW MOMEHT
BO BpeMs TO/ITOTOBKM TIPe3eHTallii, HO W3MEHEHWs MakKeTa Cjaii/ja, KOTOPBIM yKe
COZep>KUT B cebe HEKOTOPOe HAaroJTHEHHe, MOJKET MOBJ/UATh Ha (hopMat Co/iepKUMOro.
[ToaToMy peKoMeHAyeTcs 00paTUTh 0C000e BHUMaHKMe Ha MakeT Jijisl TIpe/IOTBPAIieHuUsT
0001 TIOTEPH COZIEPKUMOTO.

[ns mpocMoTpa Ha3BaHUSI MakeToB ucmonb3yhTe ¢yHkimio Iloackaska:
MOMEeCTHUTe KypCcop Ha MakeT B BOKOBOM maHe/ M U ero UMst 0TOOpa3uTCst B HeOOIbIIIOM
MPSIMOYTOJTbHUKE.

Inst BbibOpa WM W3MeHeHHWs MakeTa CJlaifia, BeiOepute craiif B IlaHenu
C1alfAoB, uTOObI OH TOSIBWICS B pabodedd 06macTu U BbiOepuTe HY)KHBIM MakKeT U3
MakeTOB B BokoBo# nmaHemm. Heckosibko MakeTOB coziepykaT OAWH Wi Oosiee 6/I0KOB €
cofilepkuMbIM.  Kaxaplii w3 3TuXx O/JIOKOB MOXKeT COfiepKaThb TeKCT, BH/eO,
n300pakeHue, AMarpaMMbl WK TaOTULIBL.
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Mo)xHO BBIOpaTH TUIl COZIEPKMMOIO Ha’kaB Ha COOTBETCTBYIOIIEM 3Hauke,
oTtobOpakaeMoM B IjeHTpe 0/i0Ka, KakK I10Ka3aHO Ha DUCYHKe HiKe. Ec/in HyKHO
WCII0/Ib30BaTh OJIOK MOJ TEKCT, TO Ha)KMHTe JIeBOM KHOTIKOW MBILIM Ha HAAIUCh «[lyis
J00aBJIeHHs TEKCTa IIe/IKHUTE MBIIIBIO».

[1na no6aBneHns 3arnaBus

LLLETKHUTE MbILLbLIO
» [1nA no6aBfieHNsA TEKCTA LWENKHUTE MbILLbIO

BcTaBute Tabnuuy BcTaeuTe grarpammy

BcTaeutb M3obpaxeHve BcTaeuTh BUAEO

Bbibop muna codepaicumozo caatioa

3MeHeHHe 37IeMEHTOB C/Iaii/I0B

Craiii co/Iep>KUT 3/1eMeHThI, KOTOpble ObIIM BK/IIOUEHBI B CJIaii[, MacTepoM, a
TaKKe 3/IeMeHTbI, BK/IOU€HHble B BbIOpaHHBIM MakeT cjaiizia. Tem He MeHee,
Ma/IOBEPOSITHO, UTO TIPeJOTIpe/ie/IeHHble  MakKeThl OyAyT y/JOBJIETBOPSTbL BCE
NMOoTpeOHOCTH TIOMb30BaTesisl TIPU CO3/JaHWM TIpe3eHTallid. B Tipoijecce co3jgaHus
Tpe3eHTalMi MOXKHO y/Ia/siTh He HY>KHbIEe 3/IeMeHThI WU BCTaB/IeHHbIe 0OBEKTHI, TaKue
KaK TeKCT U PUCYHKHU.

Xots AConcept He umeeT (YHKLMOHAIbHBIX BO3MOXXHOCTEM JJis CO3aHUS
HOBBIX MakKeTOB, OH I03BOJIsseT W3MEHSITb pa3Mep U IepeMellaTh 3/1eMeHThl MakKeTa.
Kpome TOro, MOXXHO [00aBISTH 3/IEMEHTHI, HE OrPaHUYMBAsCh pa3MepPOM U
T0JI0KeHreM OJIOKOB B Makere.

YTtoObl M3MeHUTh pa3mep 0JI0Ka C CO/eP)KUMbIM, HAKMUTE Ha ero PaMKe Tak,
yT0OBI OTOOPA3WIMCh METKHU-MaHUITY/ISTOPbl. UTOOBI TIepeMeCTHTh €ro, TIOMeCTHTe
KypCOp MBI Ha paMKe TaK, UToObl Kypcop roMeHsisT popMy Ha KpeCT CO CTpeKaMH.
Tereps Bbl MOXKeTe TIepeTaluTh 010K Ha HOBOe MeCTO B CJialijie.

YToOhI yYAaJINTb J00BIe HEHY>XHbI€ 3/IEMEHTHI:

® HaxmuTe 1o 3JIGMEHTY [IJIAd ero BbIJIe/I€HHUA.
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® Haxmure knasuiiry Delete, 4ToObI yAanUTh 3/1€MEHT.
Jlo0aB/ieHHEe TeKCTa

Yrtobbl 700aBUTH TEKCT Ha C/aifl, KOTOPLIM COAEP)KUT TeKCTOBBIA OJIOK,
Ha)KMHUTe Ha HaAMuCh «J{is moOaBreHWs] TeKCTa I[e/IKHUTE MBIIIbI0» B TEKCTOBOM
broke, a 3aTeM BBeiUTe TeKCT. IIpu BbIe/ieHWH TeKCTOBOro 6i0ka oTobparkaeTcs
naHesb «PopMaTHPOBaHUE TEKCTa», C TIOMOIIBbI0O KOTOPOM MOYXHO HACTPOWUTh CTHIIb
TeKcTa. Takke 3TO MOXHO CZeslaTb Ha BKIagke ['7aBHoe. bBosee mompoOHYrO
WH(OPMAIIHIO 0 TEKCTe CMOTpUTe B pazzesie «/JobaByeHre 1 opMaTHpOBaHKE TEKCTa».

JlobaB/ieHHEe 00BEKTOB

YroObl 100aBUTE OOBEKT Ha CJIalifi, HarpuMep, n300pakeHue, GpoTorpaduro UM
3/IEKTPOHHBIE TaO/UIbI, HA)KMUTE B OJI0Ke Ha 3HAUOK TOTO THUIMa OOBEKTa, KOTOPBIH
TpeOyeTcs. [Ins TIOMy4yeHUs [IOTIOJIHUTENbHONW WHGOpPMAIlMd CMOTPHUTE pa3fen
«[lobaBneHure U300paykeHUH, Tab/IULI, AUArpaMM UK Mera-GhaiioB».

HM3MeHeHHe BHEIIIHEr0 BU/IA BCEX C/1Ai/I0B

Yrobbl u3MeHUTH (OH WIM [Apyrve XapaKTepUCTUKH BCeX CJIalijoB B
npe3eHTal[, HeoOXOJUMO W3MEHUTb MacTep-C/lai[i Wid BbIOpaTh APYroMl Mactep-
CJ1aiifi, KaK 3TO OIMUCaHO B pa3zesie «PaboTa ¢ MacTep-cinaliZiaMy U CTUTISIMIA».

Macrep-cnaiig — 3To Cy1aiif C 3aJjaHHBIM HabOOpOM XapaKTEePUCTHK, KOTODBIMA
WCIIOJIb3yeTCsl B KauecTBe OTIMPABHOM TOUKW AJIST CO3/AHUS JIDYTUX CAalZoB (MHaue
roBops 11ab6/10Ha). TH XapaKTepHUCTUKU BK/IIOUAlOT B ceOs (oH craia, 0ObeKThl Ha
3a7iHeM TutaHe, (hopMaTHUpOBaHUe TF0O0r0 TEKCTA U JIF060ro (hOHOBOTO U300paskeHHUS.

Ecnv Bcé, uTO HY)XXHO CJenaTh, 3TO U3MeHUTh ()OH Mpe3eHTalyd, TO MOXKHO
cienarthb Cliefyrouiee:

1. [IlenkHUTe TIpaBOM KHOIKOM MBIILIK [0 C/laliy U B KOHTEKCTHOM MEHHO
BbIOepuTe CBolicTBa c/aiiga (um B MeHro Cuiaiij > CBoCTBa C/1aija).

2. Tlepeiinute Ha BKIaAKy DoH.

3. Boibepure  >kemaeMbli TN (oHa  MeXJy  3aJUBKOM  I[BETOM,
rpajiieHToM,u300paykeHreM, OPHaAMEHTOM M IITPHUXOBKOM.

4. BribepuTe >kenaeMblii BapUaHT caMoro (hoHa B MOSIBUBLIIEMCS CITUCKE.
5. Haxxmute OK, uTOOBI COXpaHUTH HACTPOMKH.
M3meHeHne leMOHCTPAIUM C/1aH/i0B

[To ymo/uaHUIO B AEMOHCTPALIMK CJlaii/IoB OyAyT TOKa3aHbI BCe CIakfibl B TOM
)Ke TIOpsifike, KaK OHU OTOOpa’kKeHbI B Pe)KUMe C/1aifioB, 6e3 aBTOMAaTUUeCKOH CMEHBI
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4.7

cnaiiioB. Bbl [O/DKHBI Ha)KMMaThb Ha K/aBUIY K/IaBUATypbl WK IIieJIKaTh MBbILIBIO,
YTOOBI MEHSITh CJIAN/IBI.

Brl MoyKeTe UCII0/1b30BaTh BKIaAKY JleMoHCTpanus, yToObl N3MEHUTh MOPSII0K
C/1ai/[0B, aBTOMAaTU3MPOBaThb Ilepexof; OT OJHOr0 CJaiija K APYyroMy M JApYyrux
napameTpoB. bonee moapo6Has nHGOpMalys rpejcTaBieHa B yHKTax «OTobpaykeHne
nipe3eHTalun» U «HacTpoiika nmokasa ciaizioB».

HNo6aBneHue u foopmaTpoBaHMe TeKCTa

Bo MHOrux BallMx c/aiiax HaBepHsIKa COEeP>KUTCS HEKUW TeKCT. DTOT pasfen
JIaCT BaM KpaTKue PeKOMeH/Ial[iH O MeTo/[aX 00aB/IeHUs U U3MeHeHUsI BHEIITHETO BU/la
TeKCTa. TeKCT, UCMO0/Ib3yeMbll B C/laiiaX, COAePXKUTCSI B TEKCTOBBIX MOJISIX.

EcTb /IBa THMA TEKCTOBBIX TO/IeH, KOTOPbIe MOYKHO I00aBUTh B CJIAMI;

® BribepuTe rOTOBBIM MakeT B COOTBETCTBYIOLEM pa3jene boKoBo# maHeu u
Ha)KMHUTE JIeBOM KHOIKOW MBIIM B TOM 4YaCTUA CJ1aifla, r[je XOTUTe BBECTHU
TEKCT, He BbIOMpass BCTaBKy HMKAKUX OOBEKTOB (THMa TabJUI], PUCYHKOB U
rmpoyero). OTU  TEeKCTOBble [0/  Ha3bIBAlOTCS  aBTOHACTPOEHHBIMU
(AutoLayout) TeKCTOBBIMU MOJISIMHU.

* Co3jaiiTe TEKCTOBOe II0Jie, WCIOJb3ysA 3HauoK TekcroBoe mose '

BK/aJKe I'/1aBHOe WM UCTIOb3yWTe KlaBUIly Ha KiaBuatype F2.

Ha

Hcnosib30BaHNe aBTOHACTPOeHHbIX (AutoLayout) TeKCTOBBIX moJiei

1. HaskmuTte neBoM KHOIIKOM MBIIIM Ha HaAIMTHMCH ﬂflﬂ I[OﬁaBJ'IEHI/IH TeKCTa
LIeJIKHUTE MBIIIBIO.

2. BBeauTe nnm BCTaBbTe Balll TEKCT B TEKCTOBOE TOJIE.

HNcnonb30BaHHe TEKCTOBBIX I0J/I€H

1. Haxmure Ha 3Hauok TekcroBoe mosie "'’ Ha BKaagke I'aBHOe WM
HaxMmuTe Kiasullly F2 Ha KinaBuaType.

2. 3aKMHUTe JeBYI0 KJ/aBMILy MbIIIM B HY)XHOM MeCTe Ha Cjahfie u
repeMelraiTe Kypcop, uTo0bl HAPUCOBATh MPSIMOYTOJIBHUK /IJIs1 BBO/IA TEKCTa
Ha criaiife. He GecriokoiiTech 0 BepTHKa/lbHOM pa3Mepe, Tak KaK TEKCTOBOE
1ojie Oy/IeT pacIIMpSTLCS 10 He0OXOJUMOCTH TIPH BBO/IE TEKCTA.

3. OTnyctuTe K/IaBMILY MBIIIM, KOrja 3akoHuuTe. Kypcop MNosBUTCA B
TEKCTOBOM T10Jle, KOTOpPOe HaXOJWUTCS B peXUMe peJaKTHPOBaHUs
(obpamsieHHOe TpaHUI[eH, TOKa3aHHON Ha PUCYHKe HUKE).

4. BBeguTe UMM BCTaBbTe TEKCT B TEKCTOBOE TI0JIE.
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5. Ha)kmuTe /1eBOM KHOTIKOM MBIIIM 3a TPaHULEM TEeKCTOBOTO TI0JIsi, UTOOBI
3aBepIlIUTh pe/laKTUPOBaHUe TeKCTa.

1
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Co30aHue u npaska mekcmoeblx nosetl

TekcToBbI€ T10JI1 MO)KHO TepeMelllaTh, U3MeHSITb UX pa3Mepbl U y1asIsiTh.
BepTuKanbHbINA TEKCT

B pgomosiHeHWe K OOBIUHBIM TEKCTOBBIM IIOJISIM, T[je TeKCT OPHEeHTHPOBAH
FOPU30HTA/IbHO, MOXXHO BCTaBUTh TaKWe TEKCTOBbIe TI0Js, TJe TEeKCT BBOAUTCS
BepTHKa/IbHO. BepTUKanbHBIA TEKCT AOCTYIE€H TOJBKO TIPU BK/IFOUEHHOW MOJJEpPIKKe
BOCTOYHOA3UaTCKUX 513bIKOB B MeHI0 CepBuc > [Tapamerpsl > HacTpoHku sA3bIKa >
SI3BIKN.

HaxmuTe Ha 3HAaUOK BepTI/IKaJIbeIﬁ TEKCT E Ha BKJ/IaJKe FJIaBHOE, YTOOBI
CO304aTh TEKCTOBOE I10J1e /i1 BBOAd BEPTUKA/IBHOI'O TEKCTA.

BeicTpoe u3mMeHeHue pa3MepoB mpudra

B AConcept Ha Bknazke I's1aBHOe eCTb 3HAuKM YBeJIMUMTH Kerjib U
YMeHbIIUTh KerJb, MpeJHa3HaueHHble [Ji1 yBeIWYeHUs] U YMeHblleHUs pa3MepOB
mpudrTa.

Liberation 5ans vilzanr [~|IA A Le

WM K Y + =2 ( f-"-tf-af’vi-
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KHonku 015 6bicmpo2o usmeHeHusi pasmepoe wipugpma Ha exkaadke I'nasHoe

BcraBKka TekcTa

CKOMMPOBAHHBIA W3 [PYrOro [JOKYMEHTa TEeKCT MOJKeT ObITh BCTaB/IeH B
tekctoBoe mosie B AConcept. Tem He MeHee, BCTaB/IeHHBI TEKCT, CKOpee BCEro, He
COOTBETCTBYET MO0 (hOPMaTHPOBAHHIO OKPY)KAIOIIIEMYy TEKCTY B TEKYIIleM CJaiijie Wiu
TEKCTy B JIDyTHX C/laiifjlaXx mpe3eHTalud. B HEKOTOPbIX CIyyasx TaKOW TEKCT MOYKeT
OBbITb OCTaB/IeH B U3HaUa/IbHOM BHjle. OIHAKO, B OOJIBIIMHCTBE C/TydyaeB Ba)KHO, UTOOBI
CTWIb Mpe3eHTalMu ObUl eIMHBIM M UTOOBI caMa Tpe3eHTalys 110 BHEIITHEMY BHy He
TpeBpalliazach B «JIOCKYTHOE O/IesIo» W3 pasHbIX CTU/IeH ab3alleB, THIOB MIPU(TOB,
MapKepoB B CITMCKax M TakK fasee. ECTb HECKO/LKO CIOCOOOB, UTOOBI 0OECTeunThb
eIMHOOOpa3syre BHEIIIHEero BU/la B ITpe3eHTaLlH.

BcraBka Tekcra 0e3 ¢popMaTHpPOBaHUSA

BcTaBUTh B JOKyMeHT TeKCT 6e3 (hopMaTUPOBaHUS U 103Ke TIPUMEHUTH K HeMY
(dbopmaTrpoBaHue — 3TO xopoiiias uzes. YToObl BCTaBUTH TeKCT 0e3 popMaTHPOBaHMUS:

® Vcrnionb3yiite couetanue knasuil Ctrl+V.

® /Inu nepelisjuTe Ha BKI1ajKy I'/1aBHOe 1 HA)KMUTe Ha MaJleHbKUU TPeYro/IbHUK
cripaBsa oT 3Hauka BcraBuTh M BbiOepuTe BapuaHT To/IbKO TEKCT.

HedopmaTrpoBaHHbIH TeKCT OyeT 0TOPMaTUPOBAH TakK >Ke, KaK OKPY>KaroIL[Hii
TEKCT WM CTWIb ab3alja BOKPYr MeCTa BCTaBKM B aBTOHAcCTpoeHHOM (AutoLayout)
TEKCTOBOM T10Jie WK B 6a30BOM CTH/Ie B 0OLIYHOM TEKCTOBOM TIOJIE.

(I)opMaTnpona}me BCTABJ/IEHHOI'0 TEKCTaA

Ec/iu BCTaBUTb TEKCT B aBTOHACTpoeHHOe (AutoLayout) TEKCTOBOE ToJie, TO K
HeMy HeoOXOMMO TIPUMEHUTL COOTBETCTBYIOIINM CTH/Ib, UTOOBI TTOJIyUUTh TOT K€ BU/I,
KaK B OCTa/IbHOM YaCTH TIpe3eHTalUH.

1. BcTaBbTe TEKCT B HY)KHOe MeCTO.
2. Bbiieniite BCTaB/eHHbIN TEKCT.

3. HaxxmuTe mpaBoil KHOMKOM MBILIK IO BbIJE/IEHHOMY TEKCTy, MOC/e 4Yero
OTKPOEeTCsI KOHTEKCTHOE MEHIO.

4. Beibepute yHKT VI3MEeHHUTB CTHIIb. ..

2024 2. OO0 "AJTIMU MapmHep"©



Mporpamma nogrotoBku npeseHtauun AConcept 291

EripesaTs Ctrl+X
Konupoearte Ctrl+C
Bcraeute Ctrl+W
Toneko TekcTt Ctrl+ Alt+Shift+

ATpuByTel TEKCTE...
Cumeonet...

Apbzay,...

o oo

A oo @R

Maprepel  HynMepayma..,

OuncTnTe gopmatupoeanue  Ctrl+Shift+M

HMzmeHnTE cTUNB...

1 Re

KormenTapui Ctri+Alt+C

5. B niosBuBILIEMCS JAHaJIOrOBOM OKHe HO,ZB&I"OJ'IOBOK rnpeacTaB/IeHbI pa3fesibl C
HWHCTPYMEHTAaMH, B KOTOPBIX BbI MOXKeTe U3MeHUTb TeKCT.

Crpykrypa 1 X

Hymepaumn VzobpaxeHne Hactpoiika BeipaeHuEaHUE BocTouHoazvnatckwe npaenna Habopa TabBynauma Moaceetka

Crpoka OBnacte TeHe MpospadnocTs Wpwndr 3dderTol WpndTa OTcTynbl 1 MHTEPEANE! Tekcr Mapkepbi

CeoiicTEa AMHMK Crvnm yrnoe v KOHUOB
Crane: Crinne yrna: |=:r_r:;.'r.-'|E'HH|:~|1'| |
Lper CTune KoHua: |I'l.-1c-:r.u|'| |
TonuwmHa: 0,00 cm =
Mpospaunocte: (0% =
Crunwn crpenok
Crune Havana: |- Her - Crune pKoHYaHWA: |- HET -
TonwmHa: 0,20 cm o TonuwpHa: 0,20 cm =
Mo uenTpy Mo yentpy

Cl!HiPCHII.’IIPCEéTt KOHUBI

Cnpaeka BoccraHoenTe OTmeHNTE

6. I[TpumenuTe 0b0e HeoOXoAUMOEe pyuHoe (hopMaTUpPOBaHKE K TEKCTY, UTOObI
M3MEeHUTH aTpuOyThI pUPTa, TabyIALHIO U T.J.

C03/:[aHI/le MapKHPOBAHHBIX U HYME€POBAHHBIX CITHCKOB
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[Mpouienypa cCoO3/jaHMs MapKUPOBAHHOTO WM HYMEPOBAaHHOTO  CIMCKa
OTJIMYAIOTCS B 3aBUCMMOCTU OT TUIA UCIOJb3yeMOro TeKCTOBOTO T0Jisl, XOTS Cpe/iCTBa
[ YTIpaB/ieHWsI CIMCKaMM W HAaCTPOWKW BHEIIHEro BHJAa OJHA U Te xe. B
aBTOHACTpPOeHHbIX (AutoLayout) TeKCTOBBIX MOJSX AOCTYIHbIE MO0 YMOTYaHUIO CTUIU
HaCTpOeHbl, KaK MapKHpOBaHHble CMUCKU. [ljis HOpMa/lbHBIX TEKCTOBBIX T0O/ei
He00X0JUMO BBITTOTHUTD JIOTIOJTHUTE/IbHBIE eMCTBYS, UTOOBI CO3aTh MapKHUPOBAaHHbIM
CITHCOK.

ABToHacTpoeHnHoe (AutoLayout) TeKcToBOe 10/I€

ABtoHacTpoeHHOe (AutoLayout) TeKCTOBOe roJjie y)Xe OT(POpPMaTHPOBaHO Kak
MapKHPOBaHHBIN cricoK. Co3/jaHue CITMCKa B HEM BBITJISIAUT CJIeAYIOMIMM 00pa3oM:

1. BoibepuTe HYKHBIM MakKeT Cfaijla, CO/ep>Kall[iii TeKCTOBOe Tiojie, B
BokoBoli nauey.

2. B TekctoBoM mone [JeJKHHUTe II0 HaAIIMCH ,Z[JIH I[OﬁaBJIEHI/IH TEeKCTa
IeJIKHUTE MBIIIbIO.

3. BBegute TekcT W HakmuTe Kiauiny Enter, 4robbl €037aTh HOBYHO
MapKHPOBaHHYIO CTPOKY.

17—

4. BeifenuTe Bechb TeKCT W HakMuUTe Ha HymepoBaHHBIM cnHCOK “— ¥ Ha
BKIafke I'1aBHoe, uTOOBI W3MEHUTb MAapKHMPOBAHHBIA CITMCOK Ha
HyMepOBaHHbIH.

Coeem: Hadcmume couemaHue kaaguw Shift+Enter, umobbl co30amb
cnedyroujylo cmpoky 8 cnucke 6e3 mapkepa. Hoeass cmpoka 6ydem umemb makol dce
omcmyn, Kak npedbioywjasi cmpokd. Ymobbl 8bIKA0UUMb Mapkepbl 80006Wje, Haxcmume

3HauoK MapKupo8aHHbIli CNUCOK *— ~ Ha eKnadke I’ nagHoe.
TekcToBBIe MOJIA

CO3,Z[(:1HI/IE MdpDKUPOBAHHOI'O 1 HYMEDOBAHHOI'O CITMCKa B O0OBLIYHOM TEKCTOBOM
rioJie:

1. Haxxmure 3Hauok TekcroBoe mose "' Ha Bkiagke I'maBHoe u co3paiite
TeKCTOBOe T10Jie Ha C/alije.

. MHUTE 3HAUYOK KHMPOBaHHBINA cnucoK “—  wi HymepoBaHHBIH
2. Haxxmure 3Hauok Ma oBa CIIHCO v Hymepo

1—

CIUCOK *— ¥ Ha BK/IdJKe I'naBHOe.

3. BBeguTe TeKCT ¥ HaKMHUTe KiaBuilly Enter, uToObI CO37aTh C/eAyHOIYIO
MapKHUpPOBaHHYIO U1K HYMEPOBaHHYIO CTPOKY.

Co3aHue HOBOT0 YPOBHS CTPYKTYPBbI
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HoBbli1 ypoBeHb CTPYKTYPbI MOXKeT ObITh CO3/laH CJieAyIoIiuM 00pa3om:

1. Ecou 310 HEO6XO,E[I/IMO, Ha>XKMHUTE KJ/IdBUILY Enter, yTOOLI HAvaTh HOBYHO
CTPOKY B CITUCKe

. UToOBI «yMEHBIIMTH» 3alKCh CMHMCKAa (CABUHYTh €€ BJIeBO), Ha)KMHTe
kinasuily Tab, uny mjeskHuTe Ha 3HaYOK YMeHBIIMTH OTCTYI Ha BKJIafIKe
I'naBHoe B 06/10ke A03am, Win UCTONb3ylTe coueTaHue kiaaBui Alt+Shift
+Left. 3anuch crucka nepeMecTUTCs BAeBO (eCIM TOJMBKO OHA yxKe He
HaxoguTca Ha 1 ypoBHe!) Ha MpeAbIAYIIMNM ypOBeHb CTPYKTYypbl. Hakmure
k1aBuily Enter cHoBa /1 CO3ZlaHMSI HOBOW 3allMCH B CIIUCKe C TeM ke
YPOBHEM CTPYKTYPBI, UTO U NPeJblAYLIHHI.

. UToObI «yBe/NMUMTBH» 3alkCh CHHUCKAa (CABUHYTH €€ BIIPABO), HaXKMUTe
knaBuily Tab unu 1jeKHUTe Ha 3HAUOK YBeJMYUTh OTCTyNn (CTpeska
BIpaBO) Ha BK/1ajke I'’1aBHOe B 6/10Ke A63all, WM MCIIOB3YHTe COUeTaHHe
knaBuil  Alt+Shift+Right. 3amuice B crivcke TmiepeMecTUTCS BIIPABO €
OTCTYIIOM Ha C/e/yIOLIMi YpoBeHb CTPYKTyphl. Hakmure knaBuiny Enter
CHOBA /Il CO3/laHKsI HOBOM 3alMCU B CIKCKe C TeM >XKe YPOBHEM CTPYKTYDBl,
YTO U MpebIAyIIHMA.

HN3meHeHHe BU/iAa CIUCKA

[ToHOCTBIO HaCcTparBaTh BHELIHUM BU/J, CIIMCKA MOYKHO, U3MeHSs1 BU/L MapKepoB
WA HyMepaLuyio sl BCero CIMCKa WM [Ji OTJe/bHOM 3amuch B crnMcke. Bce
M3MeHeHHs] MOTYT OBbITh C/leflaHbl uepe3 auajnor Mapkepbl M HymMepanus, JOCTYITHBINA
n3 MeH0 @opmar > MapKepsl 1 Hymepanus.

Mapkepel u Hymepauma
!i!aﬁb CeoicTea MpocmoTp
Tun: ‘Mapuzep ~ l *
2
3 Cumeom BriBop... -
4
5 Lger ||:| ABTOMATHHECKN s >
6 Pazmep .
7
g OtH. pazmep: 45 % - .
9 Monowenne
.
10 Oreryn: 0,00 cm -
1-10 = =
LnginHa: 0,60 cm =
O OTtHoCUTENEHD .
BripasHnBaHmME: EI = = .
O6nacte
O Craila z '
TpUMERUTE K MaCTEp-Chaiigy
(®) Boigenerve
Cnpaska BoccranoenTs QK OrmeHnTs

Juanoz Mapkepbl u Hymepayus

,[[J'IH HN3MeHeHNs BHU/d CITMCKa:

1. BLI,E[GJII/ITE CITMCOK W/IM HAXKMHUTE Ha IPaHHULIE TEKCTOBOI'O II0JIA TakK, YTOOBI

2024 2. OO0 "AJIMU MapmHep"©



294

4.8

0T0OpasuwInNCch METKU-MaHUIYISTOPbI.
2. Bribepute nyHKT MeHt0 @opMaT > Mapkepsbl U Hymepanus.

3. B nosBuBmemcs guanore Mapkepsl 1 HymMepanMsa HaCTPOMTe INapameTphl
oToOpakeHus CITUCKa.

BcTaBka nsobpaxeHun, Tabnuu, auarpamm, meguadannos

Cnaiiz MOXeT cofiep)KaTb W300paykeHHst, TaO/MIIbI, AUarpaMMbl WM Mejua-
daiibl, a TakKe TEeKCT. ITOT pa3fesl KpaTKO pacCKaXkeT, Kak paboTaTh C 3TUMH
oOBbeKTaMu.

Jlo6aByieHne H300payKeHHH
YToObI 100aBUTH U300paykeHHe Ha CIak/I:

1. BeiGepuTe MyHKT r71aBHOrO MeHI0 BcraBka > VI3o0pa)keHue UM Ha BK/Ia/IKe
i

BcraBka HaxmuTe Ha KHOTMKy H3o0pakeHume - M Bbibepure Hy)XHOe
n3obpakeHre. Takke, TOC/ie BCTAaBKHM HOBOTO CJlai/la, MOKHO Ha)kKaTh Ha
3HauOK BcTaBUTH W300pa)keHHe U BbIOpaTh (haiil B OTKPBIBIIIEMCS JIHAJIOTe.

2. IlomecTtuTte n3006pa’keHNe B Hy)KHOe MeCTO Ha CJiaiffe.

Y u300paxkeHus: OyZieT aBTOMaTHUeCKH U3MeHEH pa3mep, UTO0bI 3ar0/THUTh BCHO
JOCTYTIHYIO TUIolaAs ciavga. CrenyiTe WHCTPYKLIMSM W3 TIPUMEUAHHUST HIDKE TIpU
He0OX0IMMOCTH U3MEHUTD pa3Mep rpadruueckoro 00beKTa BpyuHyro.

[ns u3amMeHeHus1 pa3Mepa rpadUueckoro oObeKTa Ie/IKHUTe 10 HeMy MpaBo
KHOTIKOW MbIIH. Beibepute myHKT ITo/ioKeHHe M pa3mMep M3 KOHTEKCTHOTO MEHIO U
ybeaurech, uro oTMeueH TNyHKT IIpomopumoHanbHO. 3aTeM U3MeHHTe BBICOTY WU
IMPUHY M300pakeHUs 10 HeobxoauMoro pa3mepa. Ec/ii U3MeHUTb O/IUH TlapaMeTp, TO
U3MeHSITCS 00a, /JIT TOro, uTOOBl COOTHOIIIEHWE IITUPUHBI W BBICOTHI OCTAIOCh
Heu3MeHHbIM.  HeBbirosHeHWe  3TOro  TpeOOBaHMSA ~ MOXKET  TIPUBECTH K
nedopmupoBaHHio u300pakeHusi. [loMHUTe TakKe, 4YTO U3MeHeHWe pa3Mepa
pPacTpoBOro M300paXkeHUsI CHU3UT €ro KauecTBO, JIyullle CO37aTb oOpasel] )KeaeMoro
pa3mepa BHe AConcept B 11060M rpadueckoM peiakTope.

JlobaB/ieHHe TaO/IHIY
YroObl 100aBUTH OCHOBHYIO TabJIMIy Ha CIauI;

1. Beibepute myHKT riaBHOrO MeHIO BcraBka > Tab/mna wiv mieKHATE 10

3HA4Ky Taﬁmma @ Ha BKJ/IaJgKe BcraBka.

2. 3ajjaiiTe HY)KHOE KOJIMUECTBO CTPOK M CTOJIOIIOB B OTKPBIBIIEMCS JHAJIOTe
BcraBurh Tabmuny. Takke MOXHO IIeIKHYTbH TI0  MaJleHbKOMY
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TPeyToJIbHUKY CIpaBa OT 3Hauka Tabsuna B u 3a/jaTh KOJIMUECTBO CTPOK U
CTONO1[OB, TIepeMelijasi KypCop MBbIIIIH.

3. HaxkmuTe /1eBOM KHOTIKOM MBIIIM Ha TabsuIle, a 3aTeM 10 3HauKy CBoOMCTBA
B BokoBoii maHe U BbiOepuTe /000N W3 [JOCTYMHBIX CTUIEN [AW3aiiHa

Tabmuipl. Takke MOXKHO Ha)kaTh 3HAUOK [lu3aiiH TaO/IULbI EZ BKJIaJiKe
Tabmna, yToObl OTKPLITH paszen Au3aitH Tadauibl B bokoBoii nane/u.

Bkaska Ta6smna B AConcept mpezjiaraeT Te >ke (QyHKIMM, UTO W BKJIaZiKa
Tab6ymna B AText, 3a uckmoueHreM pacueta GyHkiuii CoprupoBath 1 Cymma. [Iis
ucrnonb3oBaHusi (yHkiuii Cymma u CopTtHpoBaTh B TIpe3eHTallud HeoOXoauMo
BCTaBUTb B CJ1aiifl 37eKTpoHHY0 Tabsuiy ACell.

[Mocsie co3manust TabIMIBI MOXKETE U3MEHUTDb e€, 100aB/isAs U yAass CTPOKUA U
CTOJIOLBI, PEryUpyst MIMPUHY U TIPOMEXYTKH MEXIy suefiKamu, [00aBJisiss TPaHHULIbI,
1BeT poHa u ToMy 1o100HOE.

BBoj, aHHBIX B siueliKv TabMIBI aHAJOTHUYeH paboTe C JIFOOBIM TEKCTOBBIM
oO6bekToM. Ha)kMuTe 71eBOM KHOIIKOM MBI Ha HY)KHOM BaM siueiike ¥ HAuHUTE BBOJ,

TeKcTa. JI/s1 OBICTPOTO TIepeMeIeHus 10 TUelKaM UCTOob3YHTe CeqyHoIHe KIaBUIIN
Ha K/aBuaType:

® HaxvmaiiTe K/IaBUIIM KypCopa, YTOObI TIepeMecTUTh Kypcop B HeOOX0AUMYIO
sTYelKy WY K CJIe[[yIoleMy CUMBOJIY, eCJIU B siueiike CO/IepKUTCS TEKCT.

® Haxxumaiite knapuiry Tab, uToObl TiepeMecTUTh Kypcop B C/eAYyHOI[YIO
sUeliKy CripaBa OT TeKyllled ¥ HakuMmaiTe couetaHue kiaBuiil Shift+Tab,
YTOOBI TEPEMECTUTh KypCOp B siUelKy C/ieBa OT TEKYII[eH.

JlobaB/ieHHe AArpamMm

YToObl BCTABUTD AWArpaMMy B CJIakij:

1. Boibepute nyHKT MeHi0 BcraBka > JlmarpaMma WM HaKMHUTE Ha 3HAUOK

ﬂnarpaMMa II' Ha BKJ/aJKe BcraBka. Takke riocjie BCTaBKU HOBOT'O cnaf/ma,
MO>XHO Ha>XKaTb KHOIIKY BcraBuTth AUdrpamMmmy.

2. AConcept BCTaBUTb CTaHaPTHYIO AUarpamMmmy.
Jo6aBienne meaua-gaiiion

AConcept oagepsxuBaeT Buzieo hopmatel AVI, MOV, MP4, MPEG-4, WEBM,
MKV, WMV u apyrue.

Takke B mporpaMMy MOATOTOBKM TMpe3eHTAllui MOKHO BCTaBUTb ayAuo
dopmatet MP3, WAV, FLAC, M4A, WMA, WAV u apyrue.
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YT0oOBI BCTAaBUTH Me,ql/la-(bal‘;lflbl, TdKHWe, KdaK MY3bIKd U BU/I€OKJIHIIbI, B cnaﬁ,u:

1. BribepuTe MyHKT Ty1aBHOro MeHio BeraBka > Bujeo u 3Byk. Takxke, mocre
nobaByieHrsi HOBOTO Cjaiifla, MOXKHO Ha)kaThb Ha 3HauokK BcTaBUTB BH/e0
WM 3BYK.

2. B HWKHell yacTy 3KpaHa OTKPOETCs MeJuaruieep, B KOTOPOM MOXKHO OyzeT
TPOCMOTpPeTh Me/[ha-hai.

3. Eciin BeraBnsietcst ayivo dait, Ha craiifie 6yzetr oTobpa)keHO M300pakeHue
JTMHAMUKA.

JlobaBieHHe rpaduuecKux O00BEKTOB, IeKTPOHHBIX TaO/HI{ M JAPYrux
00beKTOB

I'paduikoii, TakoM, Kak (HhOpMbI, BELIHOCKH, CTPEJKUA U TaK jJajee, yacTo ObIBaeT
T10JIe3HO [IOTIO/THUTL TEKCT Ha clakje. OTH 00beKThl 00pabaThIBAIOTCS TaK ke, Kak
rpaduka.

OnekTpoHHBIe Tab/MIEl, BCTpauBaeMble B AConcept, BKIIOUAlOT B ce0st
Oosbiyto  yacth  GyHKIMOHambHOCTH Tabmui ACell ¥ CrOoCcoOHBI  BBIMOHSTH
CJIOKHEHIIMe pacueThl U aHa/IU3 JaHHbIX. Ec/ii HeoOX0AMMO aHATU3UPOBaTh JIaHHBIE
WA TIPUMEHSITh (YOPMYJIbl, TO 3TH OTepal[iy Jyyllle BCero rMpoBOJUThL B 3J€KTPOHHOM
tabmmie ACell, a pe3ynbrathl oTobpakaTh Bo BctpoeHHoM B AConcept Tabmuie ACell.

Takke MOXXHO WCIIOMb30BaTh IYHKT MeHI0O BcraBka > O0mekt OLE >
O0®BekT, KOoTOpBI OTKphIBaeT Tabmily ACell B cepeuHe ciaiiia 1 0TOOpa)kaeT MeHIO
Y TMaHe/Id UHCTPYMEHTOB aHa/IOTUYHbIe TeM, KOTopble Ucronb3ytoTcs B ACell. MoxxHO
cpa3y HauaTh [00aB/siThb JlaHHbIe, XOTS, BO3MOXKHO, TIPUJETCS W3MEHUTh pa3Mep
BUAUMON oOmnactu Tabmuubl Ha craiige. Takke MOXKHO BCTaBUTh B CJIak[
CYIIeCTBYIOIIYIO TabJHWIly W WCIIO/b30BaTh 00/acTh MpoCMOTpa, uTOOBI BBIOPATh
JAHHBIE, KOTOPbIe HY>)KHO 0TOOpa3vTh Ha Crakze.

AConcept mnpezsaraerT TakKXe BO3MOXXHOCTb BCTaBKM B C/aill [ApYyrux
Pa3/MUHBIX THUIIOB OOBEKTOB, TaKWX, KaK JOKyMmeHTbl AText, MaTeMaThuecKue
(hopMyJibl UK IpyTHe TIpe3eHTal|u.

Job6aBienue (aiiioB
Yrobbl BCTaBUTH B Tipe3eHTaruio (aiinbl popmara PDF, Word, Excel, Visio:
1. Ckorpyiite He0OXOAUMBIHN (hati.

2. [IJenkHWTE TIpaBOM KHOMKOM MBIIIX TI0 C/Ialily B TOM MeCTe, Ky/ia TpeOyeTcs
BCTaBUTH hali.

3. Haxxmute BcraBuTh.

[1BOHO}M 111€/TUOK JIeBOM KHOITKOM MBIIIIH 110 (aiily OTKpOeT ero Ha
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pefakTupoBaHue. UToObI 3aBepIIUTh peZlakTUPOBaHUe, IeJIKHUTe Ha 00J1acTh 3a
ripefiesiamu atina.

49 [ob6aBneHue u pabota ¢ ¢purypamm

[nst BcraBku ¢uryp B ripezeHTaruio AConcept nepeiianre B MeHio BcraBka >
Durypsl.

37eCh MOXKHO BbIOpATh /11 BCTAaBKU C/IeIyIOI[He KaTeTOPHHU:
® JIuHuuy;

® OcHOBHbIe (UTYPHI;

® BjiouHbIe CTpesiKy;

® QUrypnl-CUMBOJIbI;

® 3Bé3/1bI U CBUTKU;

® OuUrypsl BbIHOCOK;

® BI0K-CXeMBI.
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Qaiin  [paska Bua Bcraska @opmar Cpaiia  AemoHctpauma Cepeuc  OkHo  Crnpaeka

jB ~B-O~ @} W3obpaxeHue... 3meTka [lemoHcTpauus Mposepka Bua  PucyHok Pacwmpenve Cepsuc
-7 :: Z::i:al;::y‘(m 9 v JInHma —— v 0,05cm = ‘ S
B - Aeiictane n B Ta6mua.. O6nacts Liset | = I - O
[evictBna o g:.ﬂ”a > Crnam duryp
beKT >
i] 'lﬁ] D E‘ 3 1 douryper y | vHun » \
v. @ 7 . G‘ Hanpagnstowas... 9 OcHogHble durypsl » 1 MpamoyronsHmk ' . D |%| . % .
- ohes e 5 [ —— = () @urypei-cumBonbl  » | ] CkpyrnéHHbIil NpAMOYroNbHNK =
it [+ Kommentapuii - Ctrl+Alt+C i brotiele cipenkl D Keapar
1 Dpeiim... nj Bnok-cxembl - CKpyrn€HHbIA KBagpat
[\ TexcroBble 3deKTHL... ] duUrypel BelHOCOK b 5 MNapannenorpapm
& Ivnepcceinka... Ctrl+K | T:? JEEACIHICEII b1t Tpanciin
. CneuuanbHble CUMBObI.. (;) ENNTI
2 w  CumBon dopmaTmpoBaHia > l"f"l Kpyr
- IZ| Howmep cnaiipa (/17 T
[@ e < ';\) CermeHT Kpyra
Kononmuynb. dABMTEHUS] 3¢ - L oo € MbILbIO
éﬁ SNleMeHTbl ynpaBieHus > - -
[\ PaBHOBeApEHHBIV TpeyronbHUK
[*. TMpamoyronbHbii TpeyronbHk
<> Pomb
(@] MpaBnAbHBIA NATUYTONBHNK
O LWectnyronsHuk
() Bocemuyronshuk
E] Unannap
ﬁ] Ky6
|__7| 3arHyTbliA yron
EDJ Kpecr
IE‘ Bpeska
(©) Kombuo

B kax71011 KaTeropuy HaX0UTCS MHOKECTBO Pa3/IMUHbIX (PUTYP [i/1s1 BCTaBKU B
JIOKYMEHT.

[Tocne BcTaBKY GUryphl B IIpe3eHTaLUI0, OTKPOeTCs BKIajKa PMCYHOK re
(Gurypy Mo>xHO OTpeJJaKTUPOBaThb, U3MEHSIsI pa3Mep, 1[BeT, CTUJIb JIMHUW U 00aBJIsIst
TeKcT. Takke MOXXHO TPYMITUPOBATh (PUTyphl, BEIPABHUBATL UX U KOMKMPOBaTh. JTH
BO3MO>XHOCTH T0O3BOJISIFOT CO3/1aBaTh U HACTpauBaTh pa3/iMuyHble 3/IeMeHThI Jj3aliHa B
TIpe3eHTaLUu.

Bo Bkiazke PucyHok, pasgen CTuib (puryp Mo>KHO U3MEeHUTh TUI JIMHUU
(urypel, ee TOMIUHY, 1[BET, @ TaK)Ke CTU/Ib CTPE/IOK eC/TM OHU UMEIOTCS.

Bo BTopom psiiy pa3zena CTuiab (puryp Haxo/sTCsi HACTPOMKH 3a/TMBKU
¢urypsl. Mo)KHO U3MEHHUTh CTHJIb U L[BET 3a/IMBKU. A TakKe BKJIFOUNTH 0TOOpakeHHe
TeHel (Urypsbl.
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NnHua + 0,05 cm LS.
Obnacts |LiBet v i |- []

Crunn puryp

IIpuMep ucnosib30BaHUA:

1. Co3paliTe NpsIMOYTOJIbHUK:

2. IlenkHuTe y1eBOI KHOMKOM MBIIIU Ha (Urype, YTOOBI BbIZEUTE €ee.
3. Ypanure 3anuBKy u3MeHUB rapametp «O01acTb» Ha HeT.

4. VI3sMeHUTe CTW/b JIMHUM Ha TyHKTUPHBIN KPACHOTI'0 1BeTa, UCII0JIb3YS
COOTBETCTBYIOLL{Ie UHCTPYMEHTHI B TaHe/ I UHCTPYMEHTOB.

NnHns v 0,05 c™m c Y=
O6nacts LiBet o i | - []

Crnnn duryp

2024 2. OO0 "AJIMU MapmHep"©



300

B e e e e B = = = -

B pa3zene YnopsaaouuTh HaX0ATCSI HACTPOMKM PacrioIOXKeHUs! (PUTypBhI.
Cyl11ecTBYIOT C/lefyIOllYe BapUaHThl HACTPOEK Pacrio/IoXKeHUs! (PUIYpBbI:

IE % %I 1Ii|_|EPEMECTHTI: BNepéa
m 'D'D' I:I_|:| 'E. QHEPEMECTMTI: Haz3aa

Ynopaaounts

¢ [Io n1eBOMY Kpato;

¢ [Io ueHTpy;

¢ [To nmpaBoMy Kpato;
* [Io BepxHemy Kpato;
® [Io cepenune;

¢ [Io HWKHEMY Kpato;

® Ha nepeaHuii niaH;

® [TepemecTuTh Briepe/[ - purypa OyzieT repeiBUraThCS BIiepe/] 10 TTOPSAIKY
CJI0eB, eC/IM eCTb Apyrue 00BeKThI Ha MepeJHeM II/IaHe;

¢ Ha 3aHUi M/1aH;

® [lepemecTuThb Ha3af - purypa OyzeT nepeaBUraThbCsi Ha3az, Mo TIOPSJKY CJIOEB,

eC/ii eCTb Apyrue 00BeKTHI Ha rnepegHeM IVIdH.
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B pa3zene FI3MeHeHHe KPUBOM HaxOZSTCs HACTPOWKHY TpeoOpa3oBaHust
burypsi:

W peeb

Mpeot I
peobpasoBaHUe  I3MeHWUTLb y3/bl

NzmeHeHns kpmnBoWn

OTH HaCTPOUKM TO3BOJISIFOT Mpeobpa3oBath GUTYDY:
® B KpuBy1o;

® B KOHTYp;

® B 3D-00beKT;

¢ B Teo BpaleHus;

® B pacTpoBoe u3o0paxkeHue;

® B meTadaiin.

TaxKe laHHOe MEeHI0 M03BOJIsSIeT MaHUITY/IMPOBATh y3/1aMu (PUTyphbl,  UMEHHO
repeMellaTh, BCTaB/ATh, YAAIATh y3/bl. [IlOMHMO 3TOr0, MOXKHO KOHBEPTUPOBATh Y3JIbl
B KPUBYI0, 3aMKHYTb KpUBYIO be3be, pa3zieluTh KpUBYIO, CO3/1aTh YTJIOBOM y3el,
YCTaHOBWTBH TUIaBHBINA WM CUMMEeTPUYHBIN 11ePeXo/] U yCTPAHUTD Y3JIbL.

B pa3zene O6paboTka KOHTYPOB IpeJOCTaB/sIeTCsl PyHKLMOHAT,
TI03BOJISFOIIMHN BBITIOJHATD Pa3/IMUHbIe OTlepaliiy ¢ KOHTYPaMHU:

4t P
To4ukn coeanHeHns

ObpaboTka KOHTYpOB

® Touka coeJIHEHHS: 9Ta HACTPOIKa T03BOJIsIeT COeTUHUTD /iBe Uu bosiee
TOYKH KOHTypa (QUTYPBI, UTOOBI CO3/1aTh HOBYIO (hopMmy;

® OOBeJUHUTD: 3Ta HACTPOMKa 00beJuHsIeT [iBe UK Oosee GUTYDBI B O/IHY,
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co37iaBasi HOBYI0 (hopMy;

® PaszenuThb: 5Ta HACTPOMKa paszessieT GpUrypy Ha /e unu 6osee yacTy, B
3aBUCHMOCTH OT YKa3aHHbIX TOUEK pa3ze/eHus;

® C/I0)KWTB: 3Ta HAaCTPOIKa 00befuHseT [Be uian Obosiee GUTypHI, HO C
CoXpaHeHHeM UX OT/e/bHBIX KOHTYpPOB U opM;

® BrluecThb: 3Ta HACTPOMKa BbIpe3aeT ofHY (Urypy U3 pyroi, cos3zaBasi HOBYHO
dopmy;

® Jlepeceub: 5Ta HACTPOIKa MO3BOJISIET CO3JaTh HOBYIO (GUTypy, KOTOpas
nipeficTaBsisieT coboii 0b1acTh nepeceueHys AByX Uau 6osee ¢uryp. B

pe3yJibTaTe NMPUMeHeHHs 3TON HaCTPOWKHU OyyT BUHBI TOJBKO 00/1acTy, rje
KOHTYPBbI (pUTyp repeceKaroTcs;

® Pacripefie/IUTh: 3Ta HACTPOMKA T03BOJISIET pacrpe/ie/iuTb GUrypbl
OTHOCHTE/IbHO TOPU30HTA/IbHOW WM BEPTHUKAbHOUW JTMHUM, UTOOBI
obecreunTh paBHOMEPHOE pacripe/ie/ieHre MeXXly HUMU.

IIpuMep ucnosib30BaHUA:

1. Cospaiite fBe Apyrue GUryphl - KBaJpaT U KpyrT:

2. Hanoxkvte oguH 00BEKT Ha IpYTOM.
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3. Brienure o6a 06beKTa, 3a)kaB KiaBuily Shift 1 1ieIKHyB Ha KaXK/I0M U3 HUX.
4. B BepxHel MaHe i MHCTPYMEHTOB HaluTe pa3gen O0padoTka KOHTYPOB.

5. B aTom pa3zerne BeiOepuTe onuyio «CIIOKATHY.

Temneps y Bac eCTb OfIHa Iie/IbHasi PUrypa, COCTosIIIast U3 00beTUHEHHBIX
KBaj[paTta U Kpyra. Bbl MOXKeTe Mpo/I0/DKUTE paboTy C 3ToM GUTypOM, TiepeMelnaTh ee,
WU3MEHSITh Pa3Mephbl U T.7I.

Hacrporiku B paszesne I'pynnupoBKa OTHOCSTCS K OIepaljysM C FpyInnamu
00bekTOB. ['pynmupoBKa 1o3BosisieT 00beJUHUTh HECKOLKO (UTYp B OAHY TPYIIITY,
4yT0OB!I OHM MOTIJIM OBITH 06pabOoTaHbI U MepeMellieHbl KaK eIHOe 1iefioe.

3anTuK B rpynny

CrpynnupoBsats BbiiT 13 rpynnel
[pynnupoeka

® Hacrpotika «CrpynmipoBaTh» T03BO/ISeT CO3JaTh IPYIITY U3 BbI/IeTIeHHBIX
¢uryp vum o6vekToB. [Tocse rpynmpoBKy oHU OyAyT 0O6pabaThiBaThCS Kak
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O/THO 11eJI0€;

® Hactpotiika «3aiiTy B rpymiITy» M03BOJIsIeT BOMTH BHYTPh IPYTITEI M paboTaTh C
OT/leJIbHbIMU 3/1eMeHTaMU, HaXOJSALMMHUCS BHYTPU I'PYIIbL. B 3TOM pexxume
BbI MOXKeTe U3MeHSITh, [lepeMeLaTh WK YAaIATh OT/e/bHble (PUrypbl UK
00BeKThI BHYTPH TPYIIITHI;

® Hacrpoiika «BbIiTH U3 rpyMIb» MO3BOJIsIET BEIATH U3 peXKMa paboThl C
OT/ZebHBIMH 37IeMeHTaMH BHYTPHY TPYTIIbI ¥ BEPHYTHCS K paboTe C IPyTINoH B
L[eJIOM.

Paszien IKCTPy3usA OTHOCUTCS K CO3/laHUIO TPeXMepHBIX 3((eKToB /s puryp
Wi 00BeKTOB. DTH HaCTPOWKH TMO3BOJISIIOT 100aBUTh 00beMHOCTB U TTyOMHY K

durypam.

D -@-

IKCTPY3UA U.9-
SKCTpy3ua

® Hactpotika «I'myOuHa» M03BOJISIET 3a/1aTh TJIyOMHY 3KCTPY3UH, TO €CTh
HACKOJIBKO J1a/ieKo urypa Ui 00beKT Oy/1eT BHITIHYTA B TPETHEM
H3MepEeHNH;

® Hactpoiika «HaripaBieHue» M03BOJIsieT yKa3aTh HarpaB/eHe S5KCTPY3UU. Bbl
MO>KeTe BbIOpaTh TOPU30HTATBLHOE, BEPTHKA/ILHOE WIIH T0/Ib30BaTeIbCKOe
HarpaBJieHuE;

¢ Hacrpoiika «lIBeTa 3D» 103B0JIsIeT HACTPOUTH LIBETOBYHO CXEMY /ISl
TpexMepHbIX (GUryp U 06seKToB. Bel Mo)keTe BbIOpATh pa3/iMuHbIe 1[BETa
JTsI TIepeIHero TIaHa, 3a/[HeTO MylaHa U OOKOBBIX TpaHelf;

® Hactpotiika «IToBepXHOCTb» TI03BOJISIET BBIOPATh THIT TIOBEPXHOCTH 15T
TpexXMepHbIX GUryp uim 06beKToB. Bel MokeTe BLIOpPATh MEXY TJIa/IKOH,
MaTOBOM WM MEeTa//TMYeCKON TTOBEPXHOCTHIO.

PaboTta c MaCTep-CﬂaVIAaMM n cTunaAMm

Macrep-cnaiii — 3TO C/aij], KOTOPbIH MCII0/Ib3yeTCs B KauecTBe 111ab/ioHa, /s
BCEX OCTaJbHBIX CAakZoB. OH MOXO0XK Ha CTW/Ib CTPAHUIIBI B Atext ¥ KOHTPOIUDYET
OCHOBHOe (hOpMaTHpOBaHHE BCEX CJIAHOB HAa ero OcHoBe. IIpe3eHTaI[Usi MOXXET
coJiepkaTb Oosiee 0JJHOrO MacTep-Cana.

Macrep-cnaiizi uMeeT orpefie/IéHHbIM HaOOp XapaKTepUCTUK, BK/IOUasi I[BET
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¢doHa, rpaduKy, TpafiueHT U Apyrue oObeKThl (Takue Kak JIOTOTHIIbI, JeKOpaTUBHbIE
JIMHWY ¥ TOMY TIOZI0OHOE), BepXHHE U HIKHHE KOJIOHTUTYJIbI, PAacTiosioXKeHre U pa3mep
TeKCTOBBIX 10/1el U (popMaTUpOBaHKe TEKCTa.

Ctuu

Bce XapaKTepUCTHUKK CJlaiifloB KOHTPOJUPYIOTCS CTUMSMU. HoBble craiifpl,
KOTODbIe CO3ZIAI0TCS C MCII0/Ib30BaHUEM MacTep-C/aii/ja, UCTIOb3YIOT CTH/IH, KOTOPhIe
HacJeyIOTCS M3 MacTep-ciaaifa. Vi3MeHeHue CTWIs B MacTep-Ciiaiifie TIpUBeZIeT B
pe3ysibTaTe K W3MEHEHUsIM BO BCeX CJai/jlaX, OCHOBAaHHBIX Ha 3TOM MacTep-Cjaiife.
O/iHaKo, MO>KHO M3MEeHUTb OT/le/IbHbIe C/Iali/ibl, He B/IWsis Ha CaM MacTep-CIai/,.

HecMoTpsi Ha TO, UTO Mbl HaCTOSATE/IbHO pPeKOMeH/lyeM MCI0JIb30BaTb MacTep-
cnakiapl Tipy 1I000M BO3MOXKHOCTH, OBIBAlOT Ciiyyad, Korja HeoOXOAWMO BHECTH
M3MeHeHHUs] BPYUYHYIO B KOHKDETHOM cjaijie. Harpumep, uTOOBI W3MEHWTH pa3mep
00/1aCTH TUarpaMMbl, €C/Id OJJHOBPEMEHHO HCTIO/B3YIOTCS TEKCT U TharpaMma.

Macrep-cnaii, uMeeT /iBa TWIA CTU/IeH, CBSI3aHHBIX C HUM: CTWIM Npe3eHTaluu
U rpaduueckrie CTWIM. BCTpOeHHble CTWMM Tpe3eHTaldHd MOTYT ObITb M3MeHEeHbI, HO
MpU 5TOM HEBO3MOXXHO CO3/laBaTh HOBbIe CTW/IM Tpe3eHTauuu. [ rpaduueckux
CTWU/IeX MOYKHO M3MeHSITh BCTPOEHHbIe CTWIIH, a TaKKe CO3/laBaTh HOBble CTU/IU.

Cruiv mipe3eHTallUy 3aTparuBalOT TPU 37eMeHTa Macrep-ciaiiza: (oH, ¢oH
obbekTa (TakKMX KakK 3HAuK{, JleKOpaTHBHble JIMHUM U TEKCTOBble Bpe3KH) U
pacriosio)keHHe TeKCTa Ha criaije. TekcToBble CTWIM MOJpa3fensioTcs Janee Ha
IMpumeuanus, Cmpykmypa c 1 mo 9, Ilod3azon080k u 3azon08ok. CTuid TUMA
Cmpykmypa WCHONb3YIOTCA [JI1 Ppa3/MyHbIX YyPOBHEM CIIMCKOB, KOTOPbIM OHM
npuHaznexxar. Hanpumep, ctune Cmpykmypa 2 WCTIONb3yeTCsl AJ1s IOAITYHKTOB CITMCKa
ypoBHA 1, a ctuie Cmpykmypa 3 WCHOJIb3yeTCs /1 MOAIYHKTOB CITUCKA YPOBHA 2, U
TaxK Jiajee.

I'padryueckue CTUIM TakK He OrpaHUYeHbl U MOTYT BJ/IMSITb HA MHOTHE 3/1EMEHThI
cnaiija. OOpatWTe BHUMAaHWe, UTO CTH/IM TeKCTa CyIIeCTBYIOT, KaK B CTHJISAX
TIpe3eHTal[|H, TaK U B Habope rpaduueckrx CTU/IEH.

Macrep-ci1aujbl

AConcept cofiep>XUT BCTPOEHHBI Habop MacTep-ciaioB. OHM MOTYT OBITh
MIPOCMOTPEHBI B pa3sziesie Macrep cj1aibl O0KOBOU TaHeM, KOTOPBIH COZEPXXUT TPU
nozpasgena: Wcnonb3yemble B 3ToN mnpeseHtanuu, HepaBHue u JlocTymHble.
Ha)kmuTe Ha 3HaK + psJJOM C Ha3BaHKEM TIO/pa3/iesia, YTOObI paCKpbITh ero U rokKasaTh
3CKM3bl CJIAWIOB, WIM HaXMWUTe 3HaK -, uTOOBI CBEpHYTh IMOApa3fiel U CKPBITh
MUHUATIOPBL.
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MacTtep-cnaigm b

=l Mcnonssyembie B 3T0M NpeseHTannm
| logroT oEka
MpeAEapUTEE
Hora
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----- 8|S

Pa3zden macmep-caaiiooe 8 60koeoli naHenu

KaxkapIii U3 c/1aii/1oB, TIOKa3aHHbIX B pa3zese JocTynHble — 3TO 1mab/IoH caja
C TaKuM >ke Ha3BaHueM. Ecyii ObIM co3/1aHbI COOCTBEHHBIE 111a0J/IOHBI WU 100aB/IeHbI
11a6/I0HBI U3 IPYTUX UCTOYHUKOB, MacCTeP-C/Iali/Ibl TAKUX 111a0JIOHOB TaKKe TOSIBATCS B
3TOM CTIHCKE.

Co3aHue MacTep-ciaiiia

Co3paHrie HOBOTO MacTep-C/laiijla aHa/JIOTUUHO W3MEHEHUIO0 MacTep-ciaia c
uMeHeM «OOBIYHBIN.

1. BxyrounTe pe)XMM peJlaKTUPOBAaHUsS MacTep-c/iaiifja, BbIOpaB IMyHKT MeHIO
Bup > Macrep c/aiifi, osiBUTCS MaHelb MHCTPyMeHTOB Pexxum macrepa.
Ecmu mnaHens uHCTpyMeHTOB Pexxum Macrepa He 0ToOpasuTcs, TO
aKTUBUpYWTe eé B MeHt0O Bup > IlaHe/ 1M MHCTPYMEHTOB.
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2. B maHenu uHCTpyMeHTOB Pexum Macrepa HaxmuTe 3Hauok Co3paTth
Macrep .

3. HoBblli MacTep-c/iai MOSIBUTCS B MaHeNU CAauzioB. VI3MeHsTe 3TOT HOBbIU
C/aiiJ; B COOTBETCTBUM C BallIUMU MOTPeOHOCTSIMU.

4. TakKe peKOMeH/JyeTCsl TepeMMeHOBaTh 3TOT HOBbIM MacTep-ciai. Haxkmure
MpaBOM KHOMKOW MBI Ha HOBOM CJlaii/le B TaHe/JW C/Iai/IoB U BbiOepuTe
ITepeumeHOBaTh MacTep U3 KOHTEKCTHOI'O MEHIO.

5. [locne 3aBepiueHysi CO3[aHUsA MacTep-clai/ila Ha)KMUATe KHOMKY 3aKpbITh
PeXUM MacTepa Ha IaHe/M MHCTPYMeHTOB Pe)xum MacTepa 1 BepHUTeCH B
PE’KUM IPOCTOr0 peJaKTUPOBaHUS CJIai/i0B.

X
E = =
IMaHenb uHcmpymeHmog Pedcum macmepa

IIpumeHeHme MacTep-cianja
YToObI MPUMEHUTH MacTep-CIaii/i KO BCeM C/1aiiaM B Ipe3eHTaL|H:
1. B 6okoBoli maHe/ M OTKpOUTe pa3zen Macrep c/1aM/bl.

2. YroObl TIpUMEHUTb OJWH MacTep-Clai; KO BCeM CcaiijaMm B Baileit
rpe3eHTal, Ha)KMHUTe Ha Hero mpaBOW KHOIKOM MBIIIM W BbibepuTe U3
KOHTEKCTHOTO MeHI0 MyHKT IIpuMeHUTH KO BCeM c/Iai/jam.

YroObl MPUMEHUTH pa3/MUHble MacTep-C/laii/ibl K OJHOMY WIA HeCKOJIbKUM
BbI/Ie/IeHHBIM C/Ial/iaM:

1. B maHenu cnaiifioB BbiZieIUTe C/Iali[] WIA C/Iai/ibl, K KOTOPBIM Bbl XOTHUTE
TPUMEHUTD Balll HOBLIM MacTep-cJiaii,.

2. B G0oKOBOl TaHenM IIeJIKHUTe TIPaBOM KHOMKOW MBI TI0 MacTep-ClIaufy,
KOTOPBI XOTHUTE TPUMEHUTh K BBIJIEJIEHHBIM C/lalifiaM, W BbIOEpUTe U3
KOHTEKCTHOT'O MeHIO MyHKT IIpMMeHUTH K BbIJe/IEHHBIM CJIai/iaM.

3arpy3ka Aono/JTHUTe/IbHBIX MacTep-CIan/j0B

WHorga, B cyilecTBywoileM Habope ciaiifioB, TpeOyeTcss CMellaTb HECKOJBKO
MacTep-C/Iai/joB, KOTOpble MOTYT OBITh OCHOBaHbl Ha pa3/WYHBbIX II1a0OI0HAX.
Haripumep, TpeOGyeTcsi COBepIIIEHHO /IPYTOi MakeT [jisi TIEPBOTO C/akfia Tipe3eHTalyy,
WA MOKHO /100aBUTH B TIpe3eHTAl[UI0 CJiak[, U3 [pyroi rnpeseHTaluu (Ha OCHOBe
11ab/10Ha, ZOCTYITHOTO Ha YKECTKOM JIUCKE).
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. BoibepuTe nyHKT riaBHOTo MeHto Ciaij > CMeHHTh MacTep CJ1aij Wik Ha

BK/azike PasMeTrka HakmMuTe Ha KHOTMKY CMeHMTh MacTep-Cjaif, uToObl
OTKPBITb OJJHOMMEHHBIN [JUaor. JTOT AUAajIor MOKa3blBaeT y)Ke NOCTYIHbIe
JI/1s1 UCTI0/Ib30BaHMs MacTep-C/ai/ibl.

. dns pobaBneHusi MacTep-ciaiiia HaKMUTe KHOMNKY 3arpy3kKa, 4ToObI

OTKPBIICS JUajior 3arpy3uTh MacTep-caauj,.

. Boibepute B fuanmore 3arpy3uTh MacTep-ciaaj 1abmM0H /il 3arpy3Ku

MacTep-cnaiga u Haxmure OK.

. Hokvute OK emé pa3, uroObl 3aKpbITh Auanor [loCcTymHbIe MacTep-

c/1aibl.

. Macrep-cnaiifpl u3 1mab0Ha, KOTOPBIA Bbl BbIOpa/iu [jisi MCIIO/Ib30BaHMS,

OyayT TIpefCTaB/ieHbl B [JOCTYIHBIX [jIS HWCIO/Jb30BaHUS IO/Ipa3zesie
IJIaBHBIX CTPaHUL.

JoctynHele MacTep-cnaijel >

Bribop anzaiiua cnaipa

AV PR TR O
T o L Lk

TR A

CBBIYHEIA W

JameHa goHa cTpaHn

L] ¥aammre nencn O3y EMBIE GOHE

Cnpaeka 3arpysKa.. QK | OTmeHuT

Juanoe /JocmynHble macmep-caaiiobl

IMpumeuanue: 3aepydiceHHble Macmep-caaliobl makdxice Oyoym OOCMynHbl 8
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caedyowull pas, npu omkpbimuu 3moli npe3zeHmayuu. Ecau Heobxodumo yoaaumb
Heucnosb3yeMble MAacmep-cAaiiobl, yCMaHogume cOOMEemcmaywyo 2a10UKy 8 OKHe
HocmynHble macmep-caatiobl. Ecau  macmep-cnaitido He ObL1  UCNOAB308AH 8
npeseHmayuu, oH yoaaumcs u3 Cnucka 00CMynHbIX c1atioos.

3arpysETe MacTep-cnang X
Kateropum Hlabnoxe
Jencean KoppecnoHieHUWA CHHAR KpHEaRA
NMyHan koppecnoHAeHUMA W dokyy | HepTésx
Mpesertaumn L | Kondetin
Mpoune genceEble 40Ky MEHTEI JHE
PucyHok Dokyc
Crimm NecHan ntuya
< * | |CeewecTb W
= NpocmoTp
e gote arerin A Saaets LR T Mol
A —ro U
Cnpaeka (8] 4 OTmeHnTE

Juanoe 3aepy3umb macmep-caatio

V3meHeHHe MacTep-caija

B macrep-crnaiifie MOTyT ObITh U3MeHeHbI C/IeyIOLIe 31eMeHThI:

@oH (UBeT, rpajueHT, IITPUXOBKA UM TEKCTYPa);

®oH 06beKTOB (HarpuMep: JIOTOTHUIT UK JleKopaTUBHast rpaduka);

Pa3mep, mosioykeHHe U COZIep)KUMOe BepXHero U HUKHEro KOJIOHTUTYJ/IOB
CnangoB;

Pa3Mep 1 TI0/I0JKeHre obsiacTen AJIs 3ar'0JIOBKOB CJIEIﬁ,E[OB n COAep>XUMoOro
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C/1aii/ia o yMO/TYaHHUIO.
YTo0ObI BEIOpATh MacTep-Ciaii/ A/1si U3MeHeHUsT:

1. Boeibepure myHKT ryiaBHOTO MeHi0 Buj > Mactep ciaii. ByayT mokasaHs
CBOMCTBa MacTep-C/aifia, Tak 4To MOXKHO Oy/ieT pelakTUPOBAaTh UX.

2. Bribepure mMacTep-ciaiiz B paszene Macrep cianabsl 60KOBOI TTaHeH.

3. Janee Bbl MOXeT MpUCTyMNaTh K peJaKTUPOBAHUIO C/aiiIoB C TOMOLLbIO
WHCTPYMEHTOB, PacCTo/IOXKeHHbIX Ha BK/aflax, OOKOBOW TMaHe/Jd M B OKHe
«CBolicTBa caanja».

4. IMpousBegure HeoOXOAUMBIE W3MEHEHHUs] B MacTep-Cjiaije, 3aTeM HaKMUTe
KHOTIKY 3aKpbITh pe)xuM (poHa Ha raHe/ i HHCTpyMeHTOB PexxuM macrepa,
WY Ha BK/aZike MacTep Ha)KMHUTe Ha KHONKY OOBIYHBIN, WM UCIIO/Ib3yNTe
MYHKT TIJIaBHOTO MeHI0O Buj > OOBIYHBIA, UuTOObI BBIMTU W3 peXuMa
pelakTUpOBaHUs MacTep-cianga.

5. CoxpaHuTe Tpe3eHTal|I0 Tiepe/] TeM, KakK MPO/IOJDKUTD C Held paboTaTh.

IIpedynpesicOeHue: JIobble u3meHeHusl, cOeAdHHble 8 OOHOM cAaalide, Ko20d
aKmMugupoB8aH pexcum pedaKmupoeaHus Macmep-caaliod, nosiesmcsi Ha ecex cAaloax,
ucnoab3ylowux smom caalid, Kak obpaszey. Ybedumecb, UMO 3AKPbLIU DPeHCUM
peodaKkmupoeaHusi U 8epHyaUCh 8 0ObIUHBIL pedxcum npedcoe, YeM Hauamp pabomamsb 8
Mmobom u3 cnatidoe npezeHmayuul.

Vi3MeHeHusl, BHECEHHbIe B OZIMH W3 C/aii/IoB B OOBIYHOM pe)khMe (Harpumep,
M3MeHeHUs B CTW/Ie TOUKM Mapkepa, IIBeT 00/1acTy 3arojioBKa U Tak jjasiee) He OyayT
OTMEHeHbI TIPU TIOC/IeIIOIUX U3MeHeHUsIX B MacTep-ciaije. OfHaKo, eCTh CIydYadu,
KOr/la >KenaTe/ibHO BepPHYTh W3MeHeHHbI BpYUHYHO 37eMeHT cJakifila K CTUIIo,
oTipe/le/IeHHOMY B MacTep-ciaizie. UToObl BepHYTh (hOpMAaTHPOBaHHUE 0 YMOJTYAHHIO,
BbiOepuTe 3/IeMeHT U BbIOepuTe MyHKT IJIaBHOrO MeHi0o @®opmar > OTUYHCTHTH
(¢opmaTupoBaHnme.
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ITpumep npocmompa macmep-caatioa

Jlo6aB/ieHHe TeKCTa, HI)KHEr0 KOJIOHTUTYJIA U T10/1eii BO BCe C/Iai/ibl

Macrtep-caiiJ MOXeT Co/iepKaTh TeKCT, KOJIOHTUTYJIbI WJTH TIOJIs, oOaBIeHHbIe
TaKuM 00pa3oM, UTO OHHW TIOSIBJIIFOTCS Ha KaXKIOM Cjlailifie B Tipe3eHTarmu. M3-3a
pacriosio>keHus ciaigoB B AConcept, BepxHH€e KOJIOHTHUTY/bI OObIUHO K C/alJjaM He
J100aBJISIIOT.

TekcT

1. BeibepuTe myHKT riaBHOTO MeHI0 Bupg > Macrtep ci1aiif, utoObl epeiiTl B
PEeXXMM peJlakTUPOBaHUs MacTep-c/aija.

2. Ha Bknagke I'laBHoe BbiOepuTe 3HauoK TeKCTOBOe MoOJie WM Ha)KMHUTE
kasuiy F2.

3. B Hy)KHOM MecTe cC/aifia 3aXMHTe W TIPOTALUTe KYPCOP MBIMIH, UYTOOBI
3azath 00/1aCTh /1S BBOJA TEKCTa M BBEWTE WM BCTaBbTe B He€ HY>KHBIN
TeKCT.

4. BpibepuTe MyHKT I/IaBHOTO MeHIO Bupg > OOBIUHBIA WIM Ha)XMWUTE Ha
KHOIKY 3akpbITh peXHM MacTepa Ha I[1aHeJd WHCTPYMeHTOB Pexum
MacTepa Tocjie OKOHYaHUsI BBOJIa TEKCTOBBIX OOBEKTOB, KOTOPBIE [OJKHBI
0TOOpa)KaThCsl HA KaXK/[OM CJlaki/ie TTpe3eHTaL|H.

BcraBka K0/I0HTUTYJ/I0B

Yro6bl 100aBUTh HUYKHUM KOJIOHTUTYJI K CllakiaM:
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1. BribepuTe MyHKT r71laBHOrO MeH0 Bupg > Macrep ciaiijy, uToObl TiepeliT B
PEKUM pe/IakKTHPOBaHUs MacTep-ciiaija.

2. Boibepure myHKT T/laBHOrO MeHH0 BcraBka > KooHTHUTY/IBI, UTOOBI
OTKpPBITh Auanor Ko/JoHTHTY/IbI, cofiepXKalluii WHGOPMAILUI0 0 HIDKHUX U
BEPXHUX KOJIOHTUTY/IaX.

3. Bribepure Hy)KHbIE BaM [IaTy U BPeMsi, BBeZIUTe TEKCT HIKHEr0 KOJIOHTUTYJIa
WA OTMEThTE TIYHKT «HOMep CJlai/ja» U3 AOCTYITHBIX HACTPOEK B ZIMAJIOTe.

4. Haxmure KHOTKy IIpuMeHHTP KO BCeM, UTOObl TIPUMEHWUTH Ballld
M3MEHEeHHUs1 KO BCeM C/ai/laM B Ballleld Mpe3eHTaluy WIA HaXKMUTE KHOIKY
IIpuMeHHTH, UTOOBI IPUMEHUTL U3MEHEHHS TOTBKO K BbIJIe/IEHHOMY CIakfYy.

Kpome TOro, MOXXHO [00aBUTH AaTy/BpeMsi, TEKCT HIDKHEro KOJOHTHUTY/IA |
HOMep CJlaiijla HerloCpe/ICTBEHHO B COOTBETCTBYIOIIMX 00JIAaCTsAX, KaK TOKa3aHO Ha
PUCYHKe.

KoAOHTUTY AR

Cnaigbl MpumedaHia W Tesmcel

Bcraswib B Crang

|®) DukCHpoBaIHHEIRA

) OpowzeoneHEIRA

Gopwar: |30.09.19 |

Azbik: |P'_-,f|:|:m-1l-”1 |

(] Husnumid konorTimen
TekCT HM¥HEMD KONOHTHTY.NE

] Homep cnafiga

[ IHe NOKa3EIEATE Ha MepEOM CRalige

Cnpaeka MpHMeEHUTE KO BECEM OprmMeHHTE OTMEHMTE

Juanoe BepxHue u HudxcHue konoHmumysbl 8 AConcept.

ITonna

YTo0OnI 100aBUTE Ha Cj1akifie To/ie B 00BeKT WK J0OABUTh I10/1e, KaK OT/AeIbHBIN
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4.1

00BeKT, BbIOEpHTE TIYHKT TJIaBHOTO MeHI0 BecraBka > Iloste u BbIOeprTe HY>KHOE T1071e
13 MO/ IMEHIO.

JobaBieHue U (hpopMaTHPOBaHHe TEKCTa AJIA MOIyYeHUsl JOMO/THUTe/TbHON
uHdopmanuu

Hipke nipeZicTaBiieH CITMCOK T10J1eH, KOTOpble MOYKHO MCI0/b30BaTh B AConcept:
® [laTa (¢puKcupoBaHHas);

® Jlata (mepeMeHHas1): OOHOBJISIETCS aBTOMATUYECKH, TIPH KaXKJOM OTKPBITHU
datina;

® Bpewms ((hUKCcHpOBaHHOE);

® Bpemst (mepeMeHHOe): 0OHOBJISIETCSI aBTOMAaTUYECKH, TPU KaXKIOM OTKPBITHU
datina;

® ABTOp: UMs U hamustusi 6epyTcs U3 JaHHBIX Mob3oBaTe s AlterOffice;
® Homep cTpaHuLibl: 3TO HOMep ciaia B AConcept;

¢ KonmyecTBO CTPaHULL: 3TO KOJIMUECTBO C/1ai/IOB B Balllel Mpe3eHTaluy;
® Vims (aiina.

Cosem /Ina usmeHeHus uHgopmayuu o6 aemope eblbepume NyHKM MeHio
Cepsuc > Ilapamempsbl > AlterOffice > INonb3oeamenb.

[ns n3menenus: dopmara Hymepaumu (1,2,3 wnu a,b,c unu i,ii,iii, u Tak ganee)
TS TI0JIeH BbIOepUTe MyHKT MeHi0 dopMaT > Mapkepbl H HyMepaljusi.

YroObl M3MEHNUTh CTU/IL ab3alla BO BCeM Ballled Tpe3eHTalud, OTKPOWTe JHUaior
Ao63ar1 (Popmar > Ab3ar).

BcTaBka dpopmyn

B AConcept ecTb BO3MOKHOCTb UCI0/1b30BaHUs (hopMyJi. [jist TOro,4To0bI
BCTaBUTH (hopMyJTy, epeiiinuTe B MeHI0 BctaBka > O0bekT > Mopmyiia. lasee
OTKpOeTCs JieBasi 00KOBast TlaHe Tb 371eMeHTOB. UTOObI 3aBepIIUTh Pe/JaKTUPOBAHNUE,
ITIeJIKHUTE Ha 00/1acThb 3a nipeiesiaMu (popmysibl. UToObI TOBTOPHO OTKPBITH PeAAKTOP,
JIBa)K/IbI 11]eJTKHUTE JIeBOM KHOIIKOM MBIIIIH 110 (hopmy.ie.
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Bcraeka  Qopmar  Coadg Jemonctpayws Cepemc Owno Cnopa

&7 Msobpaxenme.. LEHDE Bcragka Pa
L F_u_| b | Maker craiiga
- Marpanna —

III dnarp = ,ﬂ,}rﬁnmanaTbcnaﬁ,.:
| % Tabrmua... 2 0aTE CNaig,

ﬂ ¥nanuTe cnaig,

B Megna 3

OEnerT v fx Dopryna.. Ciri+Alt+=
I L1 durypel v+ | B= QR and Barcode...
Hanpasmiowpn... FY O6wexr OLE..

412 Cnucok HegaBHUX channos

B AConcept ecTb BO3MOKHOCTb IPOCMOTPA MOC/IeAHUX OTKPBITHIX (aitsios. st
3TOro nepeiigute B MeHto ®aun > HejaBHue JoKyMeHThI. B BhinajaromieM Crimcke
0TOOpassATCs JOKYMEHThI, KOTOpbIE M10JIb30BaTe /b OTKPhIBA A0 3Toro. [1o 1memuky Bel
MOJKETe OTKPBITh HeOOXOUMBIH (haii.

413 Tlle4yaTb AOKYMEHTOB

1511 TOTO, UTOOBI OTIIPABUTH JOKYMEHT Ha TeuaTh, HY)KHO TIEPEHTH B MEHIO
daiin > ITeuaTh.

OTKpoeTCst OKHO, B KOTOPOM eCTh /iBe BK/Ia ki Oomue u AlterOffice
AConcept.

Ha Bknagke O0mue MOXXHO HACTPOUTD C/I€YIOIIME TTapaMeTphl IeYaTH:
1. BoeiOpats npuHTEp, a TaK)Ke ero CBOMCTBA.
2. O6/acThb 1eYaT U KOIHH.

Bbl MoKeTe pacrnievararTh:

® BCe CTPaHUIIBI (BK/IFOUMTH BCE CTPAHMULIBI, TUOO HEUETHBIE, MO0 UETHBIE);
® orpefe/ieHHbIN AUarna3oH CTPAHULI;

® BhbiJle/IeHHbIN 00bEeKT;

® JTOMO/IHUTE/TLHO €CTh BO3MOYKHOCTh IeYaTy B 00paTHOM MOPSIIKe U 3a/aTh
YUMCJIO0 KOIIUH.

3. MakeT CTpaHHIIbL.
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Ectb BbIOOp pa3mepa Oymaru v opueHTalul. MoXHO BBIOPAaTh CKOJIBKO CTPAHHI]
OyJeT pacrieyataHo Ha JIMCTe (KOJTMUECTBO U TIOPSIZIOK), TMO0 MOYKHO pacrieyaratb
JIOKYMEHT B KaueCTBe OpOIITIOpHI.

Takke eCcTb BO3MOXXHOCTb MIPeATNIPOCMOTPA J0KyMeHTa U TiepeucThiBaHKe
cnaiioB B okHe npocMoTpa (Cnepyromast/IIpeasinymas/IepBas/Ilocnieguss
CTpaHUI]a).

Mevate
OBupe AlterOffice AConcept

Npunrep

Samsung Universal Print Driver 2

CoctoAHue: TTpHHTER NO YMOMYEHWID CeoficTea..

297 mm (Ad) 06AaCTL NEYATH M KONHK

® Bre cnaigel @] BrigeneHne
O Craiiger:

BrntounTe: |Bce CTpaHuLbl
|

B Eug

210 mm

MawkeT cTpaHHLbl

Pazmep Gymarm: |A4 210mmx 297mm

Opuentayma: |A5TOM3Tmuec ]

B Eug

OpocmoTp 1 'R

Cnpaeka OtmeHnTe
Ha Bkiagke AlterOffice AConcept MO)XKHO H3MEHUTD CTIeIyOIIe TTapaMeTphl:
® NOKYMEHT (THWII, KOJTMYECTBO CJIalJOB Ha CTPAHULLY, TTOPSAZI0K);

® coziepkuMoe (0ToOpaskeHre UMeHH CJ1aiifia, JaThl ¥ BpEMEHH, CKPBITBIX
CTpaHULIbI);

® 1BeT (MCXO/[HBIE 1[BeTa/OTTEHKH Ceporo/uepHo-0eoe);

® pa3mep (MCXOAHBIN pa3Mep/TI0I0THATh TI0 pa3Mepy CTPAHUIIbI/TIeuaThb
TJIakaTOM/TiedaThb MO3auKOM).
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Meuate
Q6wpe AlterOffice AConcept

Aoxyment
Tun: C.rBF\,q Bl

CnaiigoB Ha cTpaHuLy: |I'!c y

DDFIH,\'J,DI(: |::.'":EE'3 HanNpaso, 38TEM BHWS |

297 mm (Ad)
Copepmmmoe

[ Wwm craiiga
O garaw BpEMHA
CKpbiIThIE CTPaHMUBI

210 mm

Lger
® Mcxegnsie ueeTa
O Orrern CEporo
Oﬂépﬂo-ﬁenoe

Pazmep
® WNoxoprsii pasmep
O Moaerrats no pasmepy cTparuLp!
O Neware nnakarom

O Mevars MO33HKON
Opocmotp | 1 /1

Cnpaska

Meyate OTMEHWTE

[JononHuTtenbHbIM NapaMeTpbl HACTPOUKM IeyaTH Bbl MoXXeTe Hautu CepBuc >

INapametpsi > AlterOffice > [TeuaTh
B 3TOM pasgene Bbl MO)KeTe HaCTPOUTh:
® [IpeoGpa3oBaTh LiBeTa B OTTEHKH Ceporo;
¢ BK/IIOUKTH TIPeyTIpeX/IeHus;
¢ CoOKpaTUTb PaCTPOBbIE U300PaKEHNS;
® COKpaTUTh TIPO3PAavyHOCTh;

® CoKpaTUTb TPafIveHT.
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Mapametpor - AlterOffice - Mewate

E AlterOffice

CBuye

Bug

MMyTi

OpenCL

BEEHERBE

Auarparme

3]

WHTepHer

MonezoeaTens

Wpndrer

BesonacHooTe
MepcoHamzauma

BHeLHWIT Bng
CneumansHele BO3MOKHECTH

pECLLII."IpEHHbIE BOZMOMHOCTI

3arpyska/coxpaHeHne
HacTtpoiikn Asbika
AlterOffice AConcept
AlterOffice Base

Cnpaska

Hacrpoiiku ana

@® MpuHTepa

O Meuatn B daiin
Mo ymonuanmo

D anOﬁpEBDEETb LUBETE B OTTEHKW CEpOrQ

BrnrounTs npo3paqyHble obbEKTE

CoxpartuTe pacTpoBbie n3obpaxerna

[ Coxpatute pactpossie usofpasenun

Mpeaynpexaeina
Ol Pazmep Bywmarn
O OpneHTauma Bymarn
MpospadyHocTs
CoxparuTs rpagment

[] Cokparute rpaguent

Pazpeenng 200 DPI (no ymonuaHuio

[pagweHTHble nonocel 64

HopmaneHoe kauecTao neyatn
Beicokoe Ka4ecTsn NevaTy
CoxpatuTe Npo3payHocTs
[ Coxpaguts npospaqnocts

ABTOMATHYECKW

bes nposzpadHocT

Boccranoeute

MpomMexyTodHbIR LBET

HPHMEH“Tb P

A B pasgene CepBuc > [1apamerpsi > AlterOffice AConcept > ITeuats:

® [lapameTpbl CTpaHULIbI (TIOZOTHATE K cTpaHULle/Mo3auKoii Ha cTpaHULie/

Bbpomtopa);

® [TeuaTh (MMs cTpaHuLbl/[JaTa/Bpemsi/CKpbIThbie CTPAHULIbI);

® KauectBo (OtTeHKHU ceporo/YepHo-6enoe).
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Mapametpel - AlterOffice AConcept - Mevars

E  AlterOffice
[ 3arpyska/coxpaHerne
F  Hacrpolikn Aseika
E AlterOffice AConcept
CBwpe
Bug

CeTra

] Mewats
- AlterOffice Base
- Ouarpamme
) WMHTepHer

Cnpaeka

MapameTpbl CTpaHALLbI
® Mo YMOMHEHWNHD
O MogorHats k cTpaHuLe
O Mozaukoii Ha CTpaHWLLE

O Bpouwropa

[ Werouruk Bymarn us HacTpoek npunTepa

Kauecreo
® Mo ymonuanuio
O Ovrenkn ceporo
O Yepro-Benoe

BoccTaHoBWTe

Mevats
O Wium CTpaHnLbl
[ fara
[] Bpenn
CKpBITBIE CTPAHULEI

414 TlpoBepka npaBonucaHusa u opdorpacdumn

AConcept cofiep>XUT Cpe/ICTBa IPOBEPKH opdorpadun, KOTOPbIe MOXKHO
WCTIO/b30BaTh CJ/IeAYIOIIMMHI CII0CO0aMMU:

3HayoK

PesysnbTaT

% ABToripoBepka opdorpaduu

[TpoBepsieT Ka)kJj0e C/I0BO NpY BBeIEHUU U
Mo/IYépKMBaeT HelpaBU/IbHbIE C/I0Ba
BOJTHUCTOW KpacHoMU nuHuel. Eciu
HerpaBWIbHOE CJIOBO UCIIPABUTD, JTMHUS
IpoIazeT.

2 [TpoBepka opdorpacduu

KombuHupoBaHHasi mpoBepka opdorpaduu
Y rpaMMaTtuKy. OTKpBIBaeT [Uasior, B
KOTOPOM TIOC/IeZIOBaTeIbHO TTOKa3aHbl

BCe HeTpaBU/IbHbIE C/IOBA, Hali/leHHbIe B
nokymenTe. Jlnist paboThl PyHKIIUH
WCTIO/Ib3YIOTCS C/IOBApH, YCTaHOB/IEHHBIE B
AlterOffice. ITo ymoiuaHuto
yCTaHaB/IMBAIOTCS CJIOBAPH: TIPOBEPKU
opdorpaduu, rpaMMaTUKH, IEPEHOCOB U

Te3aypyc.

BbI MOKeTe BK/IFOUMTL/OTK/IIOUNTh aBTOIIPOBEPKY U MPOBepKy opdorpaduu B

MeHt0 CepBHC.
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Cepenc | OwkHo  Cnpaska

AR [Npoeepra opdorpadum... F7
BB Astonposepka opdorpadim Shift+F7

Ha)kMuTe ripaBoii KHOTIKOM MBIILIY 110 CJIOBY, KOTOPOE TIOJUePKHYTO BOJIHUCTOM
nvHYelr. B KOHTEKCTHOM MeHIO BbIOepUTe O/IMH U3 Mpe//IoyKeHHbIX BapUaHTOB CJIOBA,
yT0OBI 3aMEHUTH MOUePKHYTOe. [pyrue MyHKThI MeHIO Oy/IyT paCCMOTPEHBI HIKE.

CaoaKa

NponycTuTe BCe

JoBaewTe B cnoeape
Mpoeepka opdorpadgun...

ABTo3ameHa Ha v

MapamMeTpel 3ETO33MEHEL...

Cnoeo Tatapckni
ABzay Tatapcknid
abaka

cnabaka

cobaka

——

Tabaka

canaka

kabaka

c abaka

kabak

Gakca

caka

caaka

cabaxa

babaka

HaxmuTe ripaBoit KHOMKOK MBIIIIU 10 CJI0BY, KOTOPOE MOJAUePKHYTO BOJTHUCTON
nuHUel. B KoHTeKCTHOM MeHIO BbiOeprTe IIpoBepKa opdorpadumn.

CAaDaKa

OponycTuTte BCE

JoBaenTe B CNOBApE

MNpoeepka opdorpadum...

ABTO3aMEHE HA *

MapamMeTpel 36TO3IAMEHEL.,

Cnoeo Tatapcknid
ABzau Tatapckwni

abaka
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B niosiBuBIIEMCS AHa/IOrOBOM OKHe BrbI MoXkeTe BbI6paTb A3BIK TeKCTa, ,Z[O6aBI/ITB
HEeOITI0O3HdHHOE C/IOBO B C/IOBAPhb U 3dMEHUTH C/JI0OB OHKMM M3 ITPpeA/I0’KEHHBIX BAPDUAHTOB.

Mpoeepkwn opdorpadum: Pycckuii *

ARF Pyeckmii vl

Asbik TEKCTE:

Het 8 cnoeape -D (@]

s OponyctuTe

[MponycTnTe Bce

JobaenTe B cNoBapL

BapuanTel

abaka 2aMEHWTE

cnabaka

3aMEHWTE BCE

Tabaka

canaka
kabaka
c abaka
kabak
Gakca
caka
caaka
cabaHa
Gabaka

Cnpaeka MapameTpet... OtmernTe

Haxxmute kHonKy I1apameTpsl B janoroBoM okHe «IIpoBepka opdorpapumn»,
9yT0OBI HACTPOUTH MTApPaMeTpPhI TPOBEPKH.

415 OToOpaxeHne npeseHTaUnMmn

[t oToOpaXkeHUs TIpe3eHTal[MK B TIOJTHOKPAHHOM PeXKUMe Heo0X0AUMO
nepeiTH MeHI0 «/leMOHCTpaLIysI».

D©aiin  [Opaska Bwg Bcraeka @opwmar  Coaidg Jemodctpauma  Cepenc Okwe  Cnpaska

D B g b ” . D Daiin [naeHoe Bcraeka PasmeTka JeroHcTpauma MNpoeepka
| O I © -IO
0O -
vy (Ik‘—‘) iy LAY
JemoHcTpauma c nepeoro cnaifga  JemoHcTpauma © Tekywero cnaiga [Nokaseleats Talimep  HacTpaveaeman 4emMoHCTRaUMA
[2)

[efictena | JemoncTpaunna
BoIOpaTh 0JJMH 13 BAPUAHTOB 3aMycCKa:

® «J/lemoHcTpanus ¢ niepBoro ciaga» (F5) - 3amyck npe3eHTaluu ¢ IepBoro
C/1alifia B IOJTHOKPAHHOM PeKUMe.
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® «JlemoHcTpalus ¢ TeKyirero jiucta» (Shift + F5) - 3anyck gemMoHcTpauyu ¢
TEKYILIero JIMCTa B [I0JTHOSKPAaHHOM PeXXUMe.

¢ «[loka3biBaTh TaliMep» - 3aIyCK JeMOHCTpaLMy C TeKYLero JIMCTa C
otobpa’keHHe TaliMepa B HH)KHEM JIEBOM YTJIY.

® «HacTpauBaemasi ieMOHCTpaLUs» - TIO3BOJISIET HACTPOUTh OUEPETHOCTh
MOKa3bIBaeMbIX CJIAM/IOB, TIOC/Ie Yero HayaTh I€MOHCTPALIUIO B
TIOJTHOKPAHHOM PE>KUME.

416 HacTtpouka nokasa cnamgos

AHUMHpOBaHHasA CMeHa C/1ai/ioB

YToOBI HACTPOUTHL AHUMHUPOBAHHYIO CMEHY C/Iai/IOB BBITOJIHUTE C/IeYIOIIHe
JIeCTBUS:

1. B mipaBoii 60koBo# maHe/ M Ha BK/Iake CMeHa c/1aija BbIOepUTe HY>KHBIM

3¢ dekT.

2. HaxxmuTe Ha KHOTIKY Bocnpou3BecTH, uToObI TOCMOTPETh BBIOpPaHHYIO
aHUMaL[HIO.
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Cmena cnanpa »
”
Het MoaeneHne Yacosan ctpenka
()
OTkpeITE Monock IETT
Durypa MpAMOYTroAEHWK  yTOBOE CHMMETPUYE
Hanwozw Mecuezanne Bripesanue
| —
3aKpbITe Pacteopenue CyyaiHo
[smm—
. | | ==
[pe6éHka BriTankueaHmne PazgeneHne
e — | E— v
MzmennTh nepexog,

Bapwanm: |CEEpX‘_‘,.f BHWZ

OmwteneHocte: | 2,00 ¢

ey |Ea 3BYKE

HenpepeieHo

Cmena cnavaa

(0 Mo wentky MeiLm
@® After. 5,00 ¢

MprMeHUTE NEpex o) KO BCEM CRaligam

ABTOMATHYECKWIA NpoCMOTR Bocnpowzeecti G)

Co3paHue C/1al/i-1I0y

=E O R QPP N

[

Yrto0bI CO3/1aTh C/IAM/I-IIIOY BBITOHUTE CI€YIOIIUE NeHCTBUS:

1. B pa3gene VIsMeHUTH nepexoj HaCTPOMTE BapHUaHT, JJIMTEILHOCTb U 3BYK

repexoza.

2. Bbl Takke MO)KeTe HaCTPOUThb CMeHY (J1ali/ja Mo Lie/TYKY MBIIIH U Ioc/Ie
3a[laHHOr'0 BpeMeHH, Ha)kaB Ha COOTBETCTBYIOLLMEe KHOIKYU B paszesie CMeHa

cjanaa.
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DO R AP NI

[

Cmexa cnavpa ®
.J A ]
JnarcHans MM Kyt
r ¥ I!'._l._.':l
Kpyru Cnupane MageHue
. .
Bpawenne Pagyra Enpaec n BHMz
Pokupoeka pExmepHBbIE Xamo3  HenogewwHocTe
|lnasroe pacTECpEHY Bogosopot Pabe
Breck CoTbl Hosoctk
v
MzmennTs nepexos,
BapuanT: |CEE|CIK}" EHW3 V|
OmateneHocTe:  [2,00 c =
3eyK: |EE- 3BYKA ~ |

[l HenpepeieHo

Cmena cnavpa

(0 Mo wendky mMeiwm
®) After: 5,00 c

MprrMEHUTE Nepexod Ko BCEM CRAganm

ABTOMATUYECKWIA NpOCMOTP BocnpowseecTw G)

323

3. B nyHkTe MeHI0 /leMoHCTpanysa Ha)kmuTe Ha JleMOHCTpanus C 11epBoro
c1ai/a, uToObl 3aMyCTUTh CIAaN/-1II0Y.

Jemonctpaups | Cepeuc  Owno  Cnpaeka
@. JemoHCTpauma ¢ Nepecro cnainga F5
,b JemoHcTpauma © Tekylwero cnaliga Shift+F3
MokazbieaTs TaRMED

o
= HacTpawsaemag AemMOHCTPaLMA. .

Oynet JY¥ Impress...

(E MapamMeTpel 4EMOHCTRALMM. .
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417

Pexunm poknagymka v 3aMmeTKM K criangam
[na akTMBaLMM pexrmMma AOoKNaJUYMKa HeobXxoAMMO NPOBEPUTL BKAOYEHa M onuma «Presenter

Console» B HacTpoiKax AlterOffice AConcept : Cepsuc — MNapameTtpsl. AlterOffice AConcept —

Obuwue.
Mapamertpsl - AlterOffice AConcept - OBuwime X
= AlterOffice " | Cospare gokyment Mpesentayma
Namiasstn Hauare ¢ eoibopa wabnona [ BrmwounTs guctanynonoe ynpasneHue
Obume
B Brnrounts Presenter Console
"a
Meyats Hacrpoiikmn Ob6bexTbi Texcra
Mym Konuposate npn nepemeLLieHnn Paspewmrs GeicTpyro npasky
Wpndre: Wcnonssosats k3w dora [] Beigenerne Toneko obnacty Texcra
BesonacHocTe
~

Mepcoramsauma OBbexTbl BCErga NepemeLLaems!
BHew Wi Bng EanHnua usmepermns:
CneunanbHble BOIMOXKHOCT -

= i fi LWar abynaupm: 1,25cm o
PaclumpeHHble BO3MOXHOC
Mapawmetpei IDE Basic CoBMECTUMOCTL

OpenCL
4 3arpyska/coxpaHeHue

(] Eaunmup! uzmeperns npunTepa AnA GopMaTHPOBAHNA AOKYMEHTa

O Jobasnate MHTEPBaNLI MEXAY ab3auamm u Tabamuamm
*  Hacrpoiiku asbika

=l AlterOffice AConcept

Bua

Cerwa

Cnpaeka BoccranosuTte MpumennTe OTMEHNTE

Presenter Console aBnsetca ya06HbIM CpeacTBOM 4/1A A0KAaA4MKa, KOTOPOE NoKasbiBaeT Bpems,

npollealwee oT Hayana npe3eHTaumMm, TEKYLLEro cAainga u MMHMaTIOPbI CeaytoLLero cnainaa.
Kpome Toro, Presenter Console obecneunsaeT ya06HYy0 HaBUraumio No cnaaam npeseHTauuu.
Presenter Console gocTynHa npu noKase npeseHTauny Ha AOMNOAHUTEIbHOM MOHUTOPE

(npoeKTope, Teneswaope), ecinm nmeeTca HECKOIbKO Aucnsiees, paGOTaIOLLI,VIX B pexunme

«PaclwmpeHHbI pabounii cton».

test

Test text

o “ 2 "
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Ona AO6aBJ'IeHMFI 3aMETOK K cnaﬁ,u,aM HEO6XOAMMO NneperknyYnTb pa6oqy+0 obnactb B pexnm

«[TpumeyaHua».

J Bes wmenn 1 - AlterOffice AConcept

Oain Mpesxa Bua Beraexa Oopwer Cpadia  lemowcrpauws  Cepewc Oxkwo  Crpaska

OB G | O Qbuunmit Hoe Beraska Pasmerxa Aemonctpaums DOposepxa Bua Pacumpenue Cepenc
S. TpyKTYpa M. — )
E B e s Liberation Sans v|gar V| A A T K3 t — s v Tav Wl
S| Dpumesanna = " ¥ “ LS
Copruposu craiiaos g ) "I K U C|MBL,w. A, S === =. Texcrosoe none Bepruxansmsiii texcr (] (> o [ + | & +

B
E Macrep-craiia
] Macrep-npumesanie

Macrep resucon

Manen uHcTpymenToe , ~ . X .
V|2 g ¥ OO0 -e -0 J o

Crpoka coctognna
[ ¥ Manens croiiaos

Brraaxn pexunos

w| T Nuneiicn Ctrl+Shift+R
[ Cerxa n scnomoratenshpie mHmm »
Hanpaenstoupe
7 Kommentapun

Lieer/orrenn ceporo

test

] Bokosan nanen CrleFs
[H Maxer creiiaa
[B] Cmenz craiiga

Annmauna

G m
E 2o Test text
2 [anepen
&9 Hasuratop Ctrl+Shift+F5

Manens usetos
a
& Casnmyme . .
52 Macuras . X ¥ )

rone 415 ykasaHus npumedaHuii

Mocne akTMBaUUM MEHIO, BHECUTE B MOJIE NOA, C1alA0M TEKCT NpMMedaHuid. [laHHbIN TeKCT byaeT

0TObparkaTbCA B peXXMME Npe3eHTaL MM TO/IbKO Ha 3KpaHe AOKNaaumnKa.
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5

5.1

Pepaktop BektopHOou rpacdhmkm AGraph

AlterOffice AGraph — 3T0 BeKTOpHBIl rpadrueckuii pelakTop, XOTSI OH TaKKe
MO>KeT BBITIO/THSITh HEKOTOPbIE Orepaliiy U C pacTpoBoi rpadukoii. Mcronb3ys
AGraph, MoXHO OBICTPO CO3/1aBaTh OOJIBITIOE pa3HOOOpa3sue rpaduUecKux
M300payKeHHH.

BekropHas rpadvika XpaHUT U 0TOOpakaeT U300pakeHUsI B BH/Ie TIPOCTBIX
reoMeTpUUeCKUX 3/IeMeHTOB, TaKWX KaK JIMHUW, OKPY>KHOCTU U MHOTOYTOJIbHUKY, a He
Kak HabophbI Mukcesieii (ToUek Ha FKpaHe), KaK pacTpoBasl.

BekTopHasi rpadvika Mo3BoJIsieT 00/1eryuTh XpaHeHHe U MaclTabupoBaHKe
M300pa>KeHMsI.

AGraph nosiHOCTBIO HHTeTpUpoBaH B nakeT AlterOffice 1 3T0 ynpoiraet obmen
PUCYHKaMH MEXKy JIFOObIMA KOMITOHEHTaMH TNakeTa. Hanpumep, ecsiu co3iaTh
nu3zobpakenuie B AGraph, To moBTOpPHOE KCIO/Ib30BaHKe ero B JlokymeHTe AText OygeT
TaKKM >Ke TIPOCThIM, KaK KOTIMPOBaHHeE U BCTaBKa U300paxkeHus1. Takke MOXXHO
paboTaTh C Takol rpadukoii HeriocpeacTBeHHO B AText v B AConcept, UCTIONb3ys
MOMHOKeCTBO (PyHKIMI1 U MHCTpyMeHTOB 13 AGraph.

dynkuyonansHOCTh AlterOffice AGraph obimmpHa 1, X0Ts OH He ObLT
npe/iHa3HaueH /11 KOHKYPeHLUH C JIYYIITUMU TPapuuecKMH peJakTopaMH, OH
ob6sazaet 6osee OOIIMPHON HYHKIMOHATBHOCTBIO, UeM MHCTPYMEHTHI PUCOBaHUS,
WHTErpUPOBaHHBIE B OOJIBIIHCTBO UHBIX OUCHBIX [1aKETOB.

Bot HeckosbKo nprMepoB (pyHKUMM pucoBaHusi B AGraph: yripaBrieHue Cl0sIMHY,
cHrcTeMa MPUBSI30K, 0TOOpa)keHHe pa3MepOoB, COeJUHUTEH AIJisi CO3/jaHusl quarpamm, 3D
(bYHKIIMH, KOTOPBIE TIO3BOJISIFOT CO3/1aBaTh HEOOJIBIIIE TPEXMEPHbIE PUCYHKH (C
TeKCTypUPOBaHUEM U CBETOBBIMHU 3¢ (heKTaMu), puCOBaHUe U UHTEeTpalusi B CTU/Th
CTpaHuL[bl, KpuBbIe be3be.

B sTo0ii rnaBe pPaCcCMaTpuUBaOTCA TOJIBKO HEKOTOPkhIE 0COOEHHOCTH AGraph

NMopnpepxka popmaTtoB

B AGraph ecTh BO3MOXXHOCTb IIPOCMOTPA, PeIaKTUPOBAHUS U COXPaHEeHUsI
¢opmara PDF.

Taxxe B AGraph moyxHO npeo6pa3oBaTh hopmat PDF B HeKOTOpEIe ApyTrHe
dopmarsl. [lis1 3TOrO TIepeiiiuTe B pasen daita > IKCIoPT.
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J Fecnopr b
- « 4 Bl 5 Sror ounsssTep &
Vrnopagieem = - [+]
-
| Copsmcn npanosa < [larga (T)
il OneDvrve - Peried E Buages o5 ey ‘ Rerpymen
3 Iror eounssorep
™ Micfpanenns J.' (- Dfapuamme Sourera
4| Moscysserme L i ..
¥ Harpyzen Pabounil com
= Msofipasenun
L
3 Vipmams ¢ ¥ETPORCTEA ¥ Arcw (1)
B Dfsersme ol
Noeh i grce (5]
I Paticuud cron S
L Mosaswesil gat .- 219 TE encfagne it Ie
el Comn o
Pun daiax [ B unserin 1.g4 -
Tuwn dhaiina: | GIF - Graghwcs Interchange Feemat ~.g4) .

A CEpums nanen

T

kil

Apwypsaesm HTML (Draw] (" i " him]
NHTML " hmk* xhtml)

POF - Poitable Decumant Faimat i'.ﬁ

BMAP - Windicws Bibrnag (".bmip]
EMF - Erbunced hietafile " emd]
EPS - Encapsulated PostSorgt [“epd)

| GIF » Graphics imerchange Fomat (*.gif)

LG - Joint Photographic Experts Geoup [ jpg ™ jpeg i " " ot}
PR - Postable Metwork Graphics (" prgl

GG - Scalabbe Vector Graghust (" tve " dvgs]

TIFF - Tagged Image Fle Format (.0 15ff)

WIF - Windows Metsfile " amé)

HocTymnHble popmartsl A1 KoHBepTaumu: *.html, *.xhtml, *.bmp, *.eps, *.gif,
*.jpg, *.jpeg, *.png, *.svg, *.tiff, *.wmf.

* JIOMOHUTEBHO PO MoAAepKKY GopmaroB B AGraph Mo)KHO TOCMOTpeTh B
Yacts II 3anyck AlterOffice, pazgen/myHkT «Ilogaep>xka ¢hopMaTOB».

5.2

maBHoe okHO AGraph

OcCHOBHBIe KOMITOHEHTHI I71aBHOTO oKHa AGraph roka3aHbl Ha pucyHke OKHO
npoepammbl AlterOffice AGraph v iepeunciieHbl HUXe:

¢ CTpoKa MeHIO

b CTaH,Z[apTHaH IMaHe/Ib THCTPYMEHTOB

¢ [laHesb MHCTPYMEHTOB JIMHUY U 3a/IUBKU

¢ [laHenb cTpaHUL]

® Paboyas 00/1aCTh

® CTpoOKa COCTOSIHUS

¢ [laHesib MHCTPYMeHTOB PucoBaHue
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® FokoBag rmaHesb

Bes wmiesn 1 - AlterOffice AGraph

Ooiin [pews Bwa Beraoxa Oopwer Crpawwus  Onypa Ceponc  Owwo  Crposea

«

G T X by * =
i

/,
ol N
<. - o
o 8]
o | .
74
T l
O I
<
-
(J-
® -

>
Craiia 1w3 1 Oberriniii 2384/1678 17 000x 000 1 b & ——0——@|10%

I'nasHoe okHo AGraph

Ilanens cTpaHmy

Pucynku B AGraph MO>XHO pa3szie/IuTh Ha HECKOJIBKO CTPaHHMLI.
MHorocTpaH1uHble pUCYHKU UCTO/b3YIOTCSI B OCHOBHOM /151 IIpe3eHTalvid. Ha nanenu
CTPAHHUI] TTOKA3bIBAIOTCS BCe CTPAHUIIBI, KOTOPBIe OBI/IM CO3/jaHbI B TEKYIIEM [JOKYMEHTe
AGraph. Uto6bl BHECTH U3MeHeHUs1 B MOPsIJJOK CTPAHUL], TTPOCTO TepeTaluTe oJHy Win
HEeCKOJ/IbKO CTPaHUL] Ha HOBOe MeCTO.

BboxkoBasa na”enn

BokoBasi maHesb CoZiepXKUT 5 pa3zenoB. UToObI pa3BepHYTh pa3/ien, KOTOPbIH
HY>KHO HCII0/1b30BaTh, HA)KMUTE Ha €ro 3HaUOK WM HayKMHUTe Ha KHOTIKY HacTpouku

00KOBOM MaHe/ M — ¥ BhIOEpUTe pasziesl U3 BBINAJAOIEro CIUCKa. EJIUHOBpeMeHHO
TIOKa3bIBaeTCs TOMBKO OZIUH pa3zes. Eciu 60KoBasi TlaHe/b He BH/IHA, BEIOepUTe MyHKT
r/1IaBHOTO MeHi0 Buj > BokoBasi maHenb. Hibke omvcaHbl pa3zesibl 00KOBOI TTaHe  H:

CBoiicTBa — CO/IeP)XUT MOApas3/iebl [Jis CBOMCTB 00beKTa, KOTOpPble MOKHO
M3MEHHTh B COOTBETCTBUM C TPeOOBaHUSMH I10J1b30BaTesIsl. DTO Mofpaszens: Popmar,
Opuenrtanus, @oH, Orctyn, Macrep-cTpasul].

CTum — 371eCh MOXKHO PeJaKTUPOBATh U IPUMEHSITh CTHII U300paXkeHUsT K
o0bekTaM B puCyHKe. [Ipy i3MeHeHUU CTHUJISA, OHU (M3MEHEeHHsI) aBTOMaTHUeCKH
TIPUMEHSITCSI KO BCeM 3jieMeHTaM, 0T()OpMaTHPOBAHHBIM C 3TUM CTUJIEM, B PUCYHKe.

I'anepes — otkpbiBaet ['anepeto AGraph, 0TKyzia MO’KHO BCTaBUTb OOBEKT B
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PUCYHOK B BH/le KOIIUM WY B BUZe cBsisu. Komust o6bekTa B pUCYHKe He 3aBUCHT OT
ucxogHoro obbekra B ['anepee. Mi3sMeHeHus: B UCX0/IHOM 00beKTe B ['aniepee He UMeIOT
HUKaKOT0 B/IUSHUS Ha UX Korun. OOBeKT, BCTaB/IeHHbIM B PUCYHOK, KaK CBSI3b,
0CTaeTCs 3aBUCUMBIM OT UCXOAHOTO 00beKTa B I'asepee. VI3MeHeHUs B OpUTHHAE
OTpa)kaltoTCs BO BCTaB/IEHHOM, KakK CBsI3b, 0ObeKTe.

Haswurarop — otkpeiBaeT HaBuratop AGraph, B KOTOpoM MO>XXHO OBICTPO
niepeMelaThCs MeXXy CTpaHHULlaMu B lokyMeHTe AGraph unu BbiOpaTh 06BeKT Ha
pucyHKe. PekomeHzyeTcs jaBaTh CTpaHMI}aM ¥ 00BbeKTaM B JOKYMeHTe OCMbICTIEHHbIE
VIMeHa, 4TO M03BOJIUT JIETKO U/IeHTU(ULIMPOBaTh UX MPU UCMoab3oBaHMM HaBuraropa.

JIuHerku

CBepxy U C JIeBOW CTOPOHBI OT paboyeii 06/1aCTH MOKa3aHbl TMHEHKH (TT0JI0CKU C
yrcsiamu). EC/i OHU He BUJTHBI, UX MOXXHO BK/TFOUWTb, BEIOpAB MyHKT MeHI0 Bug >
JIuHelika. JIMHeHKY TIOKa3bIBAIOT pa3Mep BLIOPAHHOTO 0O0BEKTa Ha CTPaHMUIIE,
WCTIO/b3Ys1 ABOMHbBIE TMHUU. TaK)Ke MOXKHO WCI0/Ib30BaTh TMHENKU [I/Is1 YIIpaB/ieHUs
o0beKTaMu, [IBUTast CABOEHHbIE JIMHUU, YIIPOCTUB MO3ULIMOHUPOBaHHE 0ObEKTOB.

Ha nuHelikax ommeueH pasmep 8bl0eseHHO020 00beKma

I[Tons cTpanuiibl B 0671aCTH PUCOBaHUS TAaK)Ke TIOKa3aHbI Ha JIMHeHKax. Pa3mepbl
T10J1ell MO>KHO M3MEHSITh HEeloCpe/ICTBEHHO B JIMHeMKaXx, repeTackrBasi UX IPaHMUL{bl C
NOMOIL[bI0 MbIK. O61acTh rosiel 0603HavaeTCst Ha TIMHEMKax CepbIM IIBeTOM.

,Z[IIH HN3MEeHEeHHS e JUHUL] U3MepeHUs ]'IHHEﬁKPI, KOTOPbIe€ MOXXHO 3a1aThb
CAMOCTOATE/IbHO, LIEeJIKHUTE HpaBOﬁ KHOITKOM MBIIIY Ha JIMHEeHKe U BbI6epI/ITe eMHULBI
HN3MepPEeHHA 13 BbIMNaJdrolIero CIimcCkKd.
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Munmamerp

®  CaHTMMETD

Merp

Kunnowmerp
Jroim
Dy
Mian
MyHer
Magka
Cumeon

NuHna

EQuHuyb! usmepeHus AuHetiKu
CTpoka cocTosiHuA
CTpoka coCTOsIHUS pacriosioykeHa B HIKHel yacTy skpaHa AGraph, Kak 1 BO

Bcex KomroHeHTax AlterOffice. Ona BKtouaeT B cebst HEKOTOpbIe criel{uUuHbIe /151
AGraph noss.

WHchopMayMoHHan oBnacte Pasmep oGbeKkTa MacwTab cnaliga
Cmﬁ}ﬂmysmn)‘ Buibpan obwext Gurypa Obermbii | '1'4100/1,00 apox1s | w1 H ] 8 ——O—@|130%
2 # s
Homep cnaiiga MNozvuyusa CraTyc coXpaHeHus

Cmpoka cocmosiHust AGraph
ITane HHCTPYMEHTOB
YToObI 10Ka3aTh WM CKPLITh Pa3IMuHble NaHe i HHCTpyMeHToB AGraph,
BbIOepuTe ux B MeHIO Buj > I1aHe/ i HHCTPYMeHTOB. B rosiBUBIIIEMCS] MEHIO
BbIOEpHTe, KaKKe TTaHe/Iu Hy>KHO 0TOOpa)kaTb. IHCTPYMeHTBI, UMEIOIIecs B TIaHeIn
uHCTpyMeHTOB AGraph onucass! B Ioc/eyIOIIKX paszesax.

CTaH]I[apTHaﬂ IdHe/JIb HHCTPYMEHTOB

CraHjjapTHasA naHe/b MHCTPYMEHTOB SIB/ISIETCS] CXOXKel /11 BceX KOMIIOHEHTOB
AlterOffice u He OyzeT MoPOOHO OMUCHIBATLCS B ITOU TJIaBe.

B-e2-E-CBE2 x@Mh- %o BOQIEGDO-LI1T-F -0l 0 =5 H e

CmanoapmHas naveab UHCMPYMEHMO8
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Ilanens uHCTpyMeHTOB PucoBaHue

[Ta"es > MHCTPYMeHTOB PHcoBaHHMe sIB/sieTCsl HarboJsiee BaKHBIM HHCTPYMEHTOM
B AGraph. OHa cozep>xut Bce HeoOXoauMble (QYHKIMU /IS PUCOBAHMS Pa3/TUUHBIX
reoMeTpUUeCKUX U TIPOU3BOJIBHBIX (HOPM U [IJisi pa3MellieHHsI UX Ha CTPaHUIIe.
Pacriosio)keHa oHa cieBa OT OOKOBO¥A ITaHeJTH.

ITanes1b MHCTPYMeHTOB /IMHUM U 3a/ITMBKA

I[TaHes> MHCTPYMEHTOB JIMHMSA U 3a/IMBKa I103BOJISIET U3MEHSITh OCHOBHBIE
CBO¥CTBa 00BEKTa PUCOBaHMsI. 3HAUKU W BBITIA/IAIOIIMeE CTIMCKH BapbHUPYIOTCS, B
3aBUCHMOCTH OT THIIa BbIOpaHHOTO 00BbeKTa. Harprumep, uToObI H3MEHUTH CTHITh
JIMHUM, PaCKPOWTe Ha TIaHeJ! BHITIA/IAIOIIHIA CIMCOK U BEIOEPUTE HY)KHBIA CTUJTD.

N e I ALk Sz WA O s-<4A0D-RBE

ITanenb uHcmpymeHmog «JIuHus u 3a1ueKa»
ITanenb uHCTPpyMeHTOB DopMaTHpPOBaHNe TeKCTa

Ecnu BLI6PaHHBIM 00LEKTOM SAB/ISAETCS TeKCT, TO I1dHeJIb JInHuA U 3a/7IMBKa
3dMEHAETCs ITaHe/IbIO MHCTDYMEHTOB (I)opMaTnposaHue TeKCTa.

= = =

Liberation Sans Vs M A A K Y~ X X C A - .

A
ITaHenb uHcmpymeHmog «DopmamupoeaHue mekcma»
ITanenb uHCTpyMeHTOB IlapameTpbl

Vcnonp3yniTe naHens UHCTPYMeHTOB IlapameTpsl 11 BK/IFOUEHUS UIH
BBIK/IFOUEHUSI Pa3/IMYHbIX BCIIOMOTATe/IbHBIX (PYHKIMI.

MapameTphl v X

| B 0 O ®I0 T

ITaHenb uHcmpymenmos «Ilapamempbi»

5.3 PwucoBaHune ocHOBHbIX ¢huryp

B AGraph npezicTaBsieH mypokuii BEIOOP (HUTyYp, PaCIoNoKeHHbBIX B MMaIuTpax,
JOCTYITHBIX U3 TIaHe/IM UHCTPYMeHTOB PucoBaHue.

B 5TOM pasziesie OnMChIBAIOTCS JIMILIL HEKOTOPbIe U3 OCHOBHBIX (DUT'yp, B TOM
YuCIIe TeKCT, KOTophiid B AGraph paccMaTpuBaeTcst B KauecTBe 00beKTa.

Hanmuuwme AOIIO/IHUTE/IbHBIX 3HAUKOB B IA/IMTPaXx 0003HaueHO Ma/IeHEKUM
TPEYT'OJIbBHUKOM CITIPpaBa OT 3HAYKd Hd IMaHe/IM UHCTPYMEHTOB PucoBanue.

PucoBanue npsiMos TUHNHA
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HaxmuTe /1eBOM KHOMKOM MBILLIW Ha 3HAUOK JIMHUU Y TIOMeCTHUTe Kypcop B
MeCTO Hayasa JJMHUMU. TaluTe MBIIIKY C 3a’KaTO KHOMKOM B HY)KHOM HaripaB/IeHHH.
OTnyCcTUTe KHOTKY MBI B TOUKe, T/ie IMHUS JO/DKHA 3aKOHUMTCS. Ha KaXkIoM KoHIe
nvHUM Oy/IeT TIoKa3aH MapKep BbiiesieHust 00beKTa. Mapkep Bblzle/ieHHs] B Haua/IbHOU
TOUKe JIMHUM T10 pa3Mepy HEMHOT0 00/Ibllle, YeM MapKep Ha KOHIIe TMHUH.

3axxmute knaBuiry Shift Bo Bpemsi prcoBanust IuHUM, YTOOBI 3a7aTh YTOJT
pUCOBaHUs TMHUU KpaTHbIY 45 rpagycam (To ects 0, 45, 90, 135 u Tak ganee). Takoe
TIoBe/leHHe TIpY Ha)kaTol KiaBuile Shift 3azano no ymomuanuto. OjHaKoO, ec/iy ONLys
ITpu co3aHNy WK nepeMereHHH 00HeKTOB B paszesie OnopHble 00beKThI B MEHIO
Cepsuc > [Tapametpsi > AlterOffice AGraph > Cerka Oy/ieT akTHBHa, TO TIOBe/IeHUe
knaBuiy Shift ©3MeHUTCST Ha MPOTUBOTIONIOKHOE U IMHUS Oy/IeT aBTOMaTU4YeCKU
pHCOBATBCS C YI7IOM KpaTHBIM 45° 1P He Ha)kaToi Kiaswiie Shift.

Hepxxute knasuiry Ctrl HaxkaToM, pUCYsl IMHUIO, [JI1 TOTO YTOOBI KOHEL TMHUN
TIPUBSI3aTh K OJvKaiiiiei Touke ceTkd. Takoe roBezieHHe TIpU HaxkaTol Kiasuiie Ctrl
3a/1aHo o yMo/iyaHur. OpHako, eciu onuus IlpuBsaska K cerke B MeHi0 CepBuc >
ITapametpsi > AlterOffice AGraph > Cerka akTuBHa, TO Haykatue Kinapuiu Ctrl
BPEMEHHO OTK/IH0UaeT NPUBSA3KY K CETKe.

Y nep>xuBaiiTe KnaBuiry Alt Bo BpeMsi prcOBaHUsI JIMHUY, YTOObI HauaTh
pUCOBaTh €€ CHMMETPUYHO B 00€e CTOPOHBI OT Haua/JIbHOW TOUKH. DTO TI03BOJISIET
pUCOBaTh TMHWY, HAUMHAsS C Cepe/IiHbL.

JIvnust pucyetcs ¢ aTpudyTaMu (TaKUMU, KaK: TOJII[UHA, CTHUIb U L[BET) I10
ymostyaHuto. YToObl H3MeHUTh aTpUOyThI y>Ke HaprCOBaHHOM JIMHUM BblOepuTe eé
I11e/TYKOM MBIILIY, 3aTeM Ha’)KMHTe MPaBYI0 KHOTKY MBI U BbIOepUTe MyHKT JIMHUSA U3
KOHTEKCTHOT'O MeHIO WU BbiOepuTe yHKT MeHIO ®opmar > Jluausa. CTu/b, TOMIUHY
Y LIBET JIMHUH TaK)Ke MO>XXHO BbIOpaTh, CIO/IB3YsI TIaHEIb HHCTPYMEHTOB JIMHUA H
3a/IMBKa.

Nunna X
Nunma Tene Criam auHui CTunw cTpenck
CeoicTBEa NMHUK CTvnm yrnoe M KOHLOB
Crune: I— CnnowHas ~ Crune yraa: CKpyrnéHHBIR S |
Uger: [ ] YgpHsiii - Crune koHLE: il'lnocncmﬁ w |

TonuwpHa: 0,00 cm =

Opospaunocte: |0 %

Crnnm crpenck

|
CTMJ'IbﬂE‘-IEJ'IE: CTMJ'IbQICDH‘-IEHMR: - HET - o

TonuHa

Cnpasxa Bocctanosuts CTmeEHNTE
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Huanoe «/IuHusn»

PucoBaHnmue cTpenok

—
CTPEJ'IKI/I PUCYIOTCA TaK XKe, KaK U JINHUM. Ha)kmuTe Ha 3HauOK CTpeJIKH B

raHe/Ti UHCTpyMeHTOB PucoBaHue, uT0ObI HapHUCOBaTh CTpesiKy. CTpesika TOSIBUTCS B
KOHEUHOM TOUKe JIMHWU T10C/Ie OKOHYaHUsI PUCOBAHUSI.

Vi3MeHeHHe THIIA OKOHYAHNS IMHUH (CTPe/IKH, KPY)KKH, KBa/ipaTUKH U
npouee)

B AGraph f0CTyIHBI HeCKOBKO TUTIOB OKOHYaHUM JTUHUI (CTPeJIKU, KPY>KKHU,
KBaJIpaTUKU U pyrue). Ha)kmMuTe Ha Ma/leHbKUM TPEYTO/IbHUK CIIpaBa OT
3HauKa JIMHUM ¥ CTPe/IKHU B TlaHe/ I UHCTPyMeHTOB PucoBaHue, UTOObI OTKPBITH
NaIMTPY, CoZlep>Kalllyt0 UHCTPYMEHTHI /711 PUCOBAHUS CTPEJIOK U MMHUHN. TakKe MOXKHO
WCII0/Ib30BaTh IMYHKT MeHI0 Buj > IlaHe i HHCTpyMeHTOB > JIMHUA U 3a/IMBKa,
YyTOOBI BHIOPATh CTH/Ib, TOMIUHY U I[BET CTPEJIKH.

Pucosanue MpAMOYroJIbHUKOB WIH KB4/IpdTOB

PucoBanue MpAMOYT'OJIbHUKOB dHA/IOTUYHO PHUCOBAHHIO ITPAMBIX JIMHUM.

HaxmuTe Ha 3HAUOK MMpAMOYT OJIBHHUKA I:| Ha MaHe/IM UTHCTPYMEHTOB PucoBanmue.
3aKMUTe KHOIIKY MbIIIN U TAHWUTE KYPCOP MBIIIX HAd JIUCTE, 3d KYPCODOM 6y/:[eT
BBITATUBATBHCA 3dKpallleHHAas 00/1acTh MMpAMOYT'OJIbHHKA, OTITYCTHUTE KHOIIKY MBIIIIH,
Korzia JOCTUrHETE HY>KHOI'O pa3mMepa IpsAMOYTroJIbHUKA.

KBazipat — 3T0 NpsIMOYTOJIbHYK, Y KOTOPOT'O BCE CTOPOHBI paBHbI. YTOObI
HApHCOBATh KBa/IpaT, HAXKMUTE Ha 3HAUOK MPSIMOYTO/IbHUKA U y/lep)KUBalTe Ha)KaToM
ki1asuily Shift Bo BpemMsi pucoBaHust.

YrtoObI HApHMCOBATh MPSIMOYTOJILHUK WM KBaZIpaT U3 ero I1eHTPa, YCTaHOBUTe
KypCOp Ha yepTe’ke, HOKMUTE KHOTIKY MBILIH U, y/iep)KUBaiTe Ha)kaTol Knasuiny Alt
TIpY TlepeTacKUBaHUK Kypcopa. [IpsMOyronbHUK WM KBaJpaT UCIOJIb3YIOT B KauecTBe
L|eHTpa Havya/IbHY10 TOUKY (TY, I/le BlilepBble Ha)kaTa KHOMKA MBILLN).

PucoBaHue 3/1/IMNICOB U KPYroB

o~

b
YToOhI HapHCOBATH 3JIJIMIIC, HA>)KMHWUTE Hd 3HAYOK 3JIJIMIICa . Ha I1aHe/Inu

MHCTpyMeHTOB PucoBanue. Kpyr — 3T0 3/1/MIIC, y KOTOPOTO BCe OCH PaBHBI 10 JJIMHE.

YroObl HAPHUCOBATh KPYT, HA)KMUTe Ha 3HAUOK JJIJIMIIC U, Yep>KUBasti HaXKaTou
k1apuiny Shift, Ha)KMUTe K/IaBUIITY MBIIIM B HY)KHOM MeCTe JIUCTA U TSHUTe KypCop.

YroObl HAPHUCOBATH JUTUTIC UK KPYT, HAUMHas U3 [IeHTpa, TTIOMeCTUTe Kypcop
Ha HY>KHOe MeCTO Ha JIUCTe, HA)KMUTE Ha KJIaBUILy MbIIIU U y/Iep>KUBasi Ha)KaTou
KaBuiny Alt, Taiute Kypcop. DJITUIIC WK KPYT UCIIO/B3YIOT B KauecTBe 1jeHTpa
Hava/JbHYI0 TOUKY (TY, I/ie Bbl BllepBble Ha)Ka/Ii KHOTIKY MBIILIN).

Eciu ynep>kuBath HaxkaTol kiasuiny Ctrl, 1 Ha)kaTh Ha OJTUH U3 3HAYKOB Ha
naHesiM PricoBaHue, To Ha ucTe OyeT co3ZiaH 00BEKT CTaHJapTHOTO BH/IA: pa3Mep,
dopma u 11BeT 00beKTa OyJyT UMeTh CTaHZAPTHOE 3HaueHue. ITH aTPUOYThI MOTYT
OBbITb U3MeHeHBI TT03)Ke, eC/IH ITO MOTPedyeTCsl.

PucoBanmue KPUBbBIX H MHOI'0YIr0O/IbHUKOB
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YToOhI HapHCOBAThb KPUBYIO WJIKM MHOT'OYT'OJIbBHUK HA>KMHUTE Hd 3HAYOK KpI/IBOﬁ

.r: .
i Ha IldHeJIM MHCTPYMEHTOB Pucoanue. Haxxmute Ha TPeYyroJIbHUK CIIpadBa OT

3HAUKa, YTOOBI OTKDLITH Ma/IUTPY AOCTYIIHBIX MHCTPYMEHTOB. 3Ha4yoK NpHUHHUMAaET BHU/],

roc/iegHero Mcrio/Jib30BaHHOTO MHCTPYMEHTA, UTO YIIPOIIldeT €ro IIOBTOPHOe

HCII0/Ib30BdHHE.

Ecv momecTUTh KypCcop MBIIIY Ha OJWH U3 3HAUYKOB, MTOSIBUTCS BCIUIBIBAIOLAS
TMo/iCKa3Ka € onucaHieM (QyHKLIWH.

Kpussbie

Haxkmure 1 yZiep>KuBaiiTe JieBy0 KHOTIKY MBI, YTOOBI CO37aTh HAYa/IbHYIO
TOUKY KPUBOU. Y lep)KuBasi HA)KaTOM JIeBYH0 KHOIMKY MBIIIIH, TlepeTaluTe Kypcop U3
Haua/IbHOM TOUKHU B HY)KHOM HarlpaB/ieHUH, YTOObI HApUCOBATh JIMHUIO. OTIMyCTUTE
JIeBYIO KHOTIKY MBILLIH 1 TIPOJ0JDKalTe JBUraTh Kypcop, UTOObI IPO/I0/DKUTE PUCOBATh
NPSIMYIO JIMHUIO B JPYTOM Hampas/ieHUd. Ka)k/iblii 11{e/TY0K MBI yCTaHaBIMBaeT
YIJIOBYIO TOUKY Y MIO3BOJISI€T NPO/IO/DKATE PUCOBAHUE IPYTOU MPSIMOU JIMHUM OT
YTJIOBOW TOUKHU. [IBOMHOM L|e/TUOK 3aBeplllaeT PUCOBaHMeE BCEM JIMHUU.

KpuBasi ¢ 3amo/THeHHeM aBTOMAaTUYeCKH COeTUHSIET TIOC/Ie[HIOI0 TOUKY C
TIePBOM TOUKOM IPH 3aBepIIIEHUH PUCOBAHUS U TIPOU3BOIUT 3a/TUBKY IOy UHBIIIEHCS
¢urypsl ctaHapTHeIM 11BeToM. KpuBasi 6e3 3arosiHeHUs1 He 3aMbIKaeTcst B GUTypy Mpu
OKOHYaHWUH PUCOBaHUSI.

MHOFoyI‘OJIbHI/IKI/I

HaxmuTe 1 yJep>kKuBaiiTe /IeByH0 KHOIKY MBILH, TallliTe KYPCOP ¥ TaKUM
obpa3oM pucyiiTe NepByIO JIMHUIO U3 HaYaAbHOU TOUKU. Kak TO/IBKO Bbl OTIYCTUTE
KHOTIKY MBIIIH, TIOSIBUTCS JIMHUS MeXX/y I1epBOM U BTOpo Toukamu. [lepemectute
KypCOp, UTOOBI HAPUCOBATh CIAYIOMIYIO TMHUIO0. KaXKIbIi 1I1e/TU0K MBILIH
yCTaHaB/IMBaeT YIJIOBYIO TOUKY U M0O3BOJISIET PUCOBATh JPYTYIO JIMHUIO. [IBOVHOM
11le/TYOK 3aBepliaeT pUCOBaHUe.

MHOTrOyTro/IbHUK C 3ar0JTHEHWEeM aBTOMAaTUUECKU COeJUHUT TIOC/IeJHIOIO TOUKY
C TepBoM TOUKOM, UTOOBI 3aKPbITh (PUTYDPY, U 3a/TBET €€ TeKYIIUM CTaHZAPTHBIM LIBETOM.
MHoroyrosibHUK 0e3 3arosiHeHust He Oy/1eT 3aKpbIT B KOHLIe PUCOBAHUSI.

MHoroyroibHUKHU 45°

Kak 1 00bIYHBIE MHOTOYTOJIBHUKU, OHU (DOPMUPYIOTCS U3 JIMHUM, HO YTJIbI
MeXX/ly TMHUSIMU OrpaHuueHbl 3HaueHreM B 45 v 90 rpasycos.

IMommnuann

Vcronb30BaHMe MHCTPYMEHTA MOJIMWHKUSA TIOX0XK Ha pUCOBaHUe KapaH/allioM
Ha Oymare. HaxmuTe 1 yiep>KvBaiiTe JieByt0 KHOITKY MBIIIN U TIePeTaIUuTe KypCop I10
TpeGyeMoii TpaeKTOpHH. 3aBepiliaTh PUCYHOK C TIOMOIL[bIO IBOMHOTO 11[e/TYKa MBIIIN
Heo0s13aTe/TbHO, MPOCTO OTITYCTHUTE KHOTIKY MBILIN U PUCYHOK OyZieT 3aBepilieH.

Eciv Beibpad nHcTpyMeHT ITo/TMTHHMS € 3a/TMBKOM, TO KOHEUHAs TOUKa
aBTOMAaTHUECKH COeIMHSIETCS C HauaJbHOM TOUKOM Y TIOTYUMBIIHICS 00BEKT
3ar0/HSIeTCs. COOTBETCTBYIOIIUM LIBETOM.

JlobaB/ieHHe TeKCTa
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YTOoOBI BK/TIOUUTD NHCTPYMEHT ,ZLO6&BJ'I€HI/IH TFOPHU30HTAJ/IbHOI'O TEKCTa, HA’)KMUTE

T
Had 3HAYOK Te€KCTOBOI'O ITOJIA D WA 1Jid BePTUKA/IBHOT'O TEKCTA — 3HAUOK

BePTHKAaIbHOTO TeKCTa . [ocne Ha)kaTHsi HA 3HAYOK TEKCTOBOTO T0JIsl U/
BEePTUKAbHOI'O TEKCTa CTaHeT JOCTYIIHA MlaHe/lb MHCTPyMeHTOB dopMaTupoBaHue
TekcTa. Ha 3Toli maHe M HHCTPYMEHTOB MOKHO BbIOpaTh B/ IIPUQTa, ero pa3mep U
Jpyrve CBOMCTBa MIpUGTOB Nepesi Hauaa0M BBO/a TEKCTa.

[Tocre akTUBAIMK UHCTPYMEHTA, IIIe/IKHUTEe K/IaBUIIIeN MBIIIH B TOM MeCTe
JINCTA, T/ie HY)KHO PaCIoJIoXKUTh TeKCT. [TossBUTCST HeOOJTbINIast TEKCTOBast Bpe3Ka,
cozieprKailjasi TOJIbKO TeKCTOBBIN Kypcop. OTa Bpe3Ka MOXKeT ObITh MepeMelrieHa B
nmoboe MeCTo Ha JIUCTe, Kak U r000it [pyroii rpaduyeckuii 00bekT. TekcToBasi Bpeska
JUHaMUYecKasi 1 U3MeHsieT CBOU Pa3Mephbl IIPH BBO/[e TeKCTa.

O6paruTe BHUMaHKe Ha MH(OPMALIMOHHOE T10JIe B CTPOKE COCTOSTHHSL: OHO
TI0Ka3bIBAEeT, UTO B JJAHHBIN MOMEHT PeJaKTUPYETCS TeKCT, a TAaK)Ke MPeZoCTaB/IseT
1o/ipo6HY 0 MH(MOPMALHIO O TEeKYII[eM T0/I0KeHUH Kypcopa C UCI0J/Ib30BaHHEM
HOMepOB ab3alla, CTPOK U CTOJIOIOB.

MO>XHO BCTaBUTh Pa3pbiB CTPOKH, UCIO/Ib3ysl KOMOuHanumto Kiaaui Shift
+Enter, 1y HauaTh HOBBIY ab3all, Ha)kaB KiaBuilly Enter. BcTaBka pa3pbIBOB CTPOK
WM HOBBIX ab3alieB He rpekpalliaeT peZlakTUPOBaHUeE TeKCTa U He yAasisieT TeKCTOBYHO
Bpe3Ky. [Tocne okoHuaHUst Habopa TeKCTa Ie/IKHUTEe MBIIIbIO 3a Tpe/ie/laMy TeKCTOBOM
BPEe3KH, UTOOBI 3aBEePIINTh A00aB/IeHNEe WK PeJJaKTUPOBAHKE TEKCTa.

17151 pelaKTUPOBaHUS CYILIeCTBYIOLEr0 TeKCTa, IeJIKHUTE JBa)Kjbl MBILIbIO 10
TEKCTY, 4TOOBI OTKPBITH aHe/ib PopMaTHPOBaHMe TEKCTa U TIPUCTYTIUTH K
pelakTUPOBAaHMUIO.

ATpubyThI TEKCTa (BU/I, pa3mep, LIBET U TOMY 110/[00HOe) MOTYT OBITh U3MeHEeHbI
TpSIMO BO BpeMsi BBOZIa TeKcTa. HoBble aTpuOyThI BCTYTISAT B CHITY AJISI TEKCTA,
BBe/[eHHOT'0 10C/Ie u3MeHeHnH. UToObI U3MeHHUTh aTpUOYTHI 15l BCETO TeKCTa B
TeKCTOBOM Bpe3Ke, Hy>)KHO CHauasia BbIZIeUTh BECh TEKCT BO BPe3Ke.

Mo>KHO CO37]aBaTh CTU/H, KOTOPbIe OyIyT UCTIOMb30BaThCs /IS APYTHX
TeKCTOBBIX BpPe30K. BribepuTe rmyHKT MeHI0 @opmar > Ctuu. CTWIb BIUsIeT Ha BeCh
TeKCT B TeKCTOBOM Bpe3Ke. /11 hopMaTHpOBaHuUs TOJILKO YaCTH TEKCTa UCTIOb3yuTe
nipsimoe (hopMaTHpOBaHKe C TIOMOIIIBIO MaHe M dopMaTHPOBaHHe TeKCTa.

TekcToBbIe Bpe3KU MOTYT TaK)Ke UMeTh LIBET 3arl0o/THeHUs], TEHU U [IpyTrue
aTpuOYyTHI, Kak ¥ H000# apyroit 06bekT AGraph. Bpesky MOXXKHO BpaliaTh ¥ IUcaTh
TEKCT I10/1 TFOOBIM yT7I0M. DTH OTL[UU JOCTYITHBI TT0 II[e/TUKY TIPaBOM KHOMKOW MBIIIN Ha
CcaMoi TeKCTOBOM Bpe3Ke.

Ec/i aBaXkbI 1[eIKHYTh KHOTTKOM MBIIIIH T10 rpaduueckoMy 00BEeKTY WU
Ha)KaTh K1aBuilly F2 v Haxkath 3HauoK TekcT, Korja Kakoh-mmb0 00beKT Bhi/jesieH,
TO MO>KHO OyZieT I00aBUTh TEKCT Ha rpaduueckuii 00BeKT. DTOT TEKCT CTAHOBUTCS
YacThbIO Tpauueckoro 00beKTa.

I'padmueckre 00BEKTHI He SBSIOTCS JUHAMUUECKUMU U He BeyT cebst, Kak
TeKCTOBBIe Bpe3KH. UTOObI BITHCATh TEKCT B PAMKH 00BEKTa, Hy>KHO MCIT0/Tb30BaTh
ab3atibl, pa3pbIBbl CTPOK WM MEHbILINI pa3Mep TeKCTa, YBeJTMUUThL pa3Mep 00beKTa Uin
WCTIOTb30BaTh BCe YeThIpe MeTo/la OJJHOBPEMEHHO.
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5.4

5.5

BbiGop 1 onpeneneHue uBeTta

[lnst oToOpaskeHus! [{BETOBOM TIa/IUTPBI BEIOEPHUTE MyHKT IVIaBHOrO MeHi0 Bup >
ITanesns pBeTOB. DTa MaHesIb M03BoJIsieT OBICTPO BLIOPATh L{BET PA3/IUUHBIX 00BEKTOB.

MOo>KHO TakK>Ke TIOJIyUUTh JOCTYI K HECKOJIbKKM CIeljuaniri3upOBaHHbIM
1[BeTOBbIM TasiuTpam B AGraph, a Takxe U3MeHUTD OT/le/IbHbIe 1[BeTa Ha CBOM BKYC. DTO
JieJlaeTcsi C TIOMOIIIBIO AMAIoroBOT0 0OkHa O0/1acThb, ZOCTYITHOTO TIOC/Ie BEIOOpA MyHKTa
MeHto @opmar > O6J1acTh, 3aTeM He0OX0JUMO BbIOpaTh BKIa Ky LIBeTa (CM. pucyHOK
HIKeE).

OBnacte X
OBnacte Tenw MMpospaunocts

[pagnent WzobpaxeHne OpHameHT UWitpnxoeka

Lisera AKTMEHBIA Cospatn
DNamrpa: |standard V|
| I |
HEEEEN

O EEEEEEN
R 255 R 255 &

&
T
(]

255 -

o
| |
| |
X
Im

0 -

HEE HEE ] 16-puaHBIi |FFFFD0 16-puuHeni | FFFOD

Beibpate 2

HeaaeHwe useta

n 4nMTpa NoNMb30BATENA

JoBasuTe YaamTs

Cnpaeka BoccraHoenTe 0K OTmeEHNTE

Juanoe «Obaacmb». Bkaaoka «L]eem»

Touykn coegMHEHUN U COeaAUHUTENbHbIE IMHUKN

TouKHu coeMHeHH I

Bce 06bexThl AGraph HMeroT TOUKU Ccoe/IMHEHHH, KOTOpble B HOpMa/IbHOM
COCTOSIHMM He 0ToOpakaroTcst. OHU CTAaHOBSITCS BUJUMBIMU TOJIBKO, €C/TH Ha)KaT 3HAaY0K
CoefuHuTe/IbHBIE IMHUY Ha NTaHe/IM UHCTPYMeHTOB PrcoBaHue. BoJbIIMHCTBO
00BEKTOB UMeeT YeThIpe COeMHUTETbHBIX TOUKH. MosKeTe Z00aB/SITE CBOM TOUKH
COeZIMHEeHUM WU U3MEeHSTh CYLLeCTBYIOLMe, UCI0Ib3Ys [aHe/lb UTHCTPYMeHTOB TouKu
coeguHeHui. Vcrionb3yliTe myHKT MeHt0 Bup > [TaHe/n MHCTPyMeHTOB > Touku
CoefMHeHM#, YTOObI OTKPBITH 3Ty TaHeJIb.

Touku coeiMHEHUI — 3TO He TO )Ke CaMOe, UTO TOUKH, ITOSIB/ISIOLUeCs TIPU
BeIOOpe 0O0bekTa. Te TOUKM UCII0/B3YIOTCS 151 TIepeMelleHHst WK U3MeHeHUsT (POPMBI
oObekTa (M Ha3bIBAlOTCS MapKephI BbJesieHust). Touku coeiHeHNH UCTIONb3YIOTCS,
YTOOBI MPUKPETTUTh COeJUHUTETbHYIO JIMHUIO K rpadrueckoMy 00BeKTY TaKUM
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5.6

o6pa3om, 4ToObI MpH NepeMelrieHHH 00beKTa CoeIMHUTe/IbHAsK JIMHUS 0CTanach
«TIPUKJIEEHHOM» K 00BEKTY U TiepeMeliiasiack BMecTe C HUM.

COEI[I/IHI/ITEJIBHLIE JIMHUH

CoeuHUTE IbHbIE TUHUW — 3TO JIMHUM WIH CTPEJIKH, KOHIIbI KOTOPBIX
AaBTOMATHUYECKH MPUCOEAUHSIIOTCS K TOUKe Ccoe/InHeHUs1 00bekTa. CoeIMHUTETbHBIE
JIUHUM 0COOEHHO I10JIe3HBI TIPU Pa3paboTKe OpraHM3alMOHHBIX JUarpaMM U 0JI0K-CXeM.
Kora 00b€eKThI TIepeIBUTatOTCSl OTHOCUTETBHO JIPYT APYyTa, TO COeIUHUTE/TbHbBIE TUHUN
OCTaKOTCSI TIPUKPETIEHHBIMU K TOUKE COeTUHEHUSI.

AGraph nipegyiaraet mvpokuii BBIOOP Pa3IMUHbIX COeAMHUTETBHBIX TUHUM U UX
BapyaHTOB. Ha maHenmm MHCTpyMeHTOB PucoBaHMe 111eJIKHUTE TPeyrobHUK CrpaBa OT

3Ha4Ka COEAHHHTEHLHOﬁ JIMHUHN , YTOOBI OTKPBITh MaJIUTPYy AOCTYITHBIX
WHCTPYMEHTOB THIIA COG,E[HHHTEJIBH&H JINHHA.

PucoBaHue reometpuyeckux couryp

3HauKu /1Ji1 PUCOBaHUsI TeOMeTPUUeCKUX (PUTyp pacrosioxKeHbl Ha MaHe n

MHCTPYMeHTOB PrcoBaHue U Ka)K/iasi reoMeTpuueckasi Gurypa onuchbiBaeTcs B
noc/ieyoLMx pasjenax. [Ipy Ha)KaTHX Ha TPEYTOJIbHUK CIIpaBa OT 3HayKa Ha MaHe/u
MHCTpyMeHTOB PHcoBaHue OTKDLIBAeTCs MaJuTpa MHCTPYMEHTOB, TIPe/J0CTaB/IsoLast
JIOCTYTI K MHCTPYMEeHTaM /11 3TOi reoMeTpruyecKoi (Urypsbl.

OcHoBHbIe urypsbl

[IenKHMTE Ha TPEYTOJbHUKE CIIpaBa OT 3Hauka OCHOBHBIE (PUTYpHI C ,

YTOOBI OTKPBITH MAIUTPY UHCTPYMeHTOB OcHOBHBIE Urypbl. ITa MaTUTPa BKIIOUAET B
ce0st THCTPYMEHT PHUCOBaHUS TIPSIMOYTOTbHUKA, UAEHTUYHBIA TOMY, KOTOPBIA yiKe
otobpaskaeTcst Ha raHe/Id MHCTpPyMeHTOB PucoBaHme.
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IaHeab uHcmpymeHmog «OcHOBHble (puypbl»

DuUrypbIi-CUMBOJIbI
(o o)
[TlenkHUTe Ha TPeyrojbHUKe CrpaBa OT 3Hauka PUrypbel-CUMBOJIbI =

YTOOBI OTKDLITb OJHOMMEHHYIO IMaJIMTPY MHCTPYMEHTOB.
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IaHenb uHcmpymeHmog «Puzypbli-CUMBObI»

bouHbIe CTPpEeJIKH

{—
[IenKkHMTE Ha TPEYTOJBHUKE CIIpaBa OT 3Hauka byiouHbIe cTpesKH , UTOOBI
OTKPBITh OJHOMMEHHYIO MaJTUTPy UHCTPYMEHTOB.
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ITanenb uHcmpymeHmog «BnouHble cmpeaku»

biok-cxeMbl

[IIenKHMTE Ha TPEYTOJBHUKE CIIpaBa OT 3Hauka by1oK-cxeMbl , UTOOBI
OTKPBITh OZJHOUMEHHYIO MaJTUTPy UHCTPYMEHTOB.
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Ilanenb unHcmpymeHmog «BbaoK-cxembl»

BpiHOCKHN

[IIenKHMTE Ha TPEYTOJBHUKE CIIPaBa OT 3HaUka BBIHOCKH ¥ , YTOOBI OTKPHIThH
OJHOUMEHHYO Ta/IMTPy UHCTPYMEHTOB.
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IaHenb uHcmpymeHmog «BbIHOCKU»

3Be3bl U CBUTKH

A
N
[IenKHKTE Ha TPEYTOJbHUKE CIIPaBa OT 3HauKa 3Be3Abl U CBUTKH ™ | UyTOObI
OTKPBITh OJHOMMEHHYIO MaJTUTPy UHCTPYMEHTOB.
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IaHenb uHcmpymeHmog «36e30bl U C8UMKU»

-2

5.7 BbiaeneHne o61LeKToB

HPHMOE BbIJie/IeHue

CawmpblIii TpocToli Crocob BIZEUTE 0OBEKT, 3TO IIeJIKHYTh MBIIIKOM MPSMO Ha
HéM. []ns1 BbiZiesieHrst 06beKTOB Oe3 3a/IMBKY LIBETOM, IIIeJIKHUTE 110 KOHTYPY TaKoro
obbekTa. OZ[UH IIe/TUOK CTY>KUT [J151 Bbl/le/IeHusl, TOBTOPHBIN — /7151 OTMEeHbI
BbIZesieHrs. UToOBI BbIIeIUTE WK CHATH BbiZlesieHHe Oosiee, 4eM OZHOTO 00BEKTa,
Ha)KMUTe U yjepkuBaiiTe KHorKy Shift npu 1emuke Mbiiibio.

Briennenne pamkon

Mo>kHO BbIOpaTh Cpa3y HECKOIbKO 0OBEKTOB, Mepe/iBUTast Kypcop C 3a)KaToi
JIeBOM K/1aBUIIlel MbIILIH. Bo BpeMsi iBIDKeHUs Kypcopa OyzieT oToOpakaTbCsi paMKa
BOKPYT 00BeKTOB. BbiziesieHbI OyAyT TOJBKO 0OBEKTHI, TOJTHOCTHIO PACIIO/IOKEHHBIe
BHYTPH PaMKH.

,Z[J'IH MHO>XeCTBeHHOI'O BbIJe/IeHUA 00BLEeKTOB 3HAUOK BbI]J[EJ'IEHI/Ie Ha
MMaHe/In THCTPYMEHTOB PucoBanmue A0JDKeH OBITH HAXKAThIM.

Bb1/je/1eHNe CKPBITHIX 00 bEKTOB

Haxe eci 00BEKTHI PACIIONOXKEHBI 38 APYTMM 00BbEKTOM U He BU/HBI, OHU BCE&
PaBHO MOTYT OBITH BbIJe/IeHbl. Y jepKuBasi HaKaTon KinaBuiy Alt, 1mje/IKHUTe MBIIIKOM
110 00BEKTY Ha Tiepe/IHeM TUIaHe, TI0/] KOTOPbIM HaXO/IUTCSI CKPBITBIN 0OBEKT, a 3aTeM
11le/IKHHTe CHOBA, YTOOBI BbIOpATh CKPBITHIN 00BeKT. EC/IM eCTh HECKO/IBKO CKPBITBIX
00BEKTOB /IPYT 1071 APYTOM, TO YZep>KUBalTe Ha)kaTou kiaBuily Alt u 1jesikaiite 1o
HHM, TIOKa He fjolifieTe 10 00beKTa, KOTOPBIM BaM Hy»KeH. [171s1 mepeMelijeHus 110
oObekTaM B 0OpaTHOM TIOpsIJKe, yep>KuBaiiTe HaxkaTbiMu KiaBuiy Alt + Shift u
IT]e/IKaiiTe MBILITKOM 10 00BEKTaM.
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5.8

[Tpu 1ieuKe Ha BEIOpAaHHOM 00BEKTe ero KOHTYp Ha KOPOTKOe BpeMsl TPOSIBUTCS
yepe3 00BEKTHI, er0 CKPLIBAIOIIHE.

Vcnosib3oBanue Kinapuiy Alt paboraet Ha komribioTepax ¢ OC Windows. Ha
KOMIIbIOTepax 1o/ yrpaBiaeHreM Linux Hy»>KHO MCIo/b30BaTh MeTo/, ¢ kiaBuiieii Tab.

YT0OBI BBIIENUTD OOBEKT, KOTOPBIN CKPBIT JPYTHUM 00BEKTOM, C TIOMOLI[BIO
K/IaBUATYPBI, HCIO/B3yHTe KiaBuily Tab asis nepemertieHus mo oo6beKTam,
OCTAaHOBUBIINCH Ha 00bEKTe, KOTOPBIN BaM HeobxoauMm. [I/ist epemeltieHus 1o
oObekTaMm B 0OpaTHOM TOpsiJKe, HakuMakTe couetanue Kinasui Shift + Tab. 3o
O4eHb OBICTPEIN CrIOCO0 AOCTHYB MOCTABIEHHOM LIe/TH, HO OH MOJKeT OBITb He 0UeHb
yI00HBIM, eC/Ti Ha PUCYHKe 00JIbIlIoe KOTMYeCTBO OOEKTOB.

PacmnosioxeHne 00eKTOB

B CJI0)KHBIX pUCYHKAaX HECKOJIbKO 0OBbEKTOB MOTYT ObITh Ha/IOXKEHBI IPYT Ha
Apyra. YToObl M3MeHUTh MOPsi/I0K pa3MeliieHust 00beKTOB (NepeiHMN/3ajHUH T1/1aH),
BbIJIe/IUTe 00BEKT, BbIOepHUTe MyHKT IJIaBHOTO MeHI0 VI3MeHUTH > PacnonoxuTh 1
BeiOepuTe BapraHT [lepemectuts Brepep v Ilepemectuth Ha3zag. Takke MOXKHO
I1Ie/IKHY Th TIPaBO KHOTIKOM MBILIM Ha 00beKTe U BLIOpaTh MyHKT PacmoIoXuTh 13
KOHTEKCTHOI'O MeH!0, a 3aTeM BapuaHT IlepemecTuth Briepej wiv IlepemecTuTh
Haszapj.

HaCTPOﬁKH PAacCIIO/IOKeHHS TakKyKe JOCTYITHBI ITIPY Ha>KdTHHU Hd 3HAUOK

I+
ITonoxeHue n pa3mMep : Ha IdHeJ/IM MTHCTPYMEHTOB JIMHUA ¥ 3a/IMBKa.

MepemelweHne n aMeHeHUe pasmepa o6bekKTa

ITpu nepemernjeHry 00BEKTA W/TH M3MEHEHHH €0 pa3Mepa IMOCMOTPHUTe Ha JIeBYIO
YacTb CTPOKU COCTOSIHUS B HIDKHel yactu okHa AGraph. O6sacTs cieBa B CTPOKe
COCTOSIHUSI TIOKa3bIBaeT, C/ieBa HarpaBo: Kakoi 00beKT BbIOpaH, ero rojioykeHue Ha
pUCYHKe B Bufie KoopAauHaT X U Y, U pa3Mepbl 00beKTa. EAUHUIBI U3MepeHust
BeIOMparoTcsi B MeHIO CepBuc > ITapamerpsl > AlterOffice Graph > O6mue.
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Pazmetra INEMEHTEI YNPAENEHNA PazmepHElE AMHWK

Mepemectute Purypa (x=0,50cm y=-0,55cm)

Jlesblli Kpati cmpoKu COCMOsIHUSI npu nepeMeujeHuu uau Hacmpolike pasmepos
obwekma

ITepemereHue 00beKTa

YToObI 11epeMecTUTb 00BEKT (MK TPyMITy 00BEKTOB), BBII€IUTE €T0, a 3aTeM
3@)XMHTe JIEBYI0 KHOIIKY MBIIIH B TPaHUIIaX 00BeKTa U repeMelriaiiTe Mblllib. Bo Bpemst
JBYDKeHWsI TIOsIB/IsieTCsT ()aHTOMHOe M300pakeHHe 00beKTa, YTOObI TOMOYD C
pero3uLMOHUPOBaHNeM (PUCYHOK Hike). [ToMecTHB 06BEKT B HY)KHOe MECTO Ha JIUCTe,
OTITYCTUTE KHOTIKY MBbILIIH.

&

[TepemewjeHue ob6vekma
H3meHeHne pa3mepa 00beKTa

YroObl U3MEHUTH Pa3Mep BbIZIe/IEHHOTO 00beKTa (UM IPYTIbl 00bEKTOB),
repemMecTHTe KypCcop K OZHOMY 13 MapKepOB Bbl/le/IeHHs T10 KpasiM 00bekTa. Kypcop
MBI U3MEHUT CBOIO (OPMY, YKa3bIBasi HarpaB/ieHre BM>KEHUSI AJIs1 3TOr0 MapKepa.
Haskmure y1eBoit KHOTIKOM MBI Ha O/JHOM U3 MapKepoB U, He OTIyCKas eé, TaljuTe
KypCOp B YKa3aHHOM HarpaBieHuU. [1py n3MeHeHUH pa3Mepa 0ObeKTa MOosIBUTCS
MpO3pauHbIii KOHTYpP Oyayiero oobekra (pUCyHOK Hike). [Tocste mocTvkeHust
)KeJlaeMoro pa3Mepa 00beKTa OTITyCTUTe KHOTKY MBbIIIIH.
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H3meHeHue pasmepa ob6sekma

Pe3ysibTaThl 3aBUCAT OT BBIOOPA MCTIOB3yeMOT0 MapKepa BbiziesieHHst. YToObI
U3MEHSTh pa3Mep 00beKTa BZO/b OJIHOU OCH, MCIT0/Ib3yHTe MapKep Ha OJTHOM U3
ctopoH. UToOb! M3MEHSITh pa3Mep 1o 00erM OCsIM, UCTIOJB3YHTe YII0BOM MapKep.

Ecmu npu u3mMeHeHnu pa3mepa 00bekTa Haxxath knasuiry Shift, To u3smenenue
pa3mMepa Oy/1eT OCyL[eCTBATHCS CHMMETPHUYHO TI0 IBYM OCSIM, TaK UTO COOTHOIIIEHHE
JJIUH CTOPOH 00beKTa 0CTaeTCsl TAKUM ske. JTo NoBefieHue KiaBuiy Shift paboraer
JJ151 BCeX TOYeK.

910 noBefieHre 1o yMosidaHuto Kiaapuinu Shift. OgHako, eciu onust Ipu
CO3/laHHMH U NepeMelieHuH 00beKToB B MeHI0 CepBuc > ITapamerpsi > AlterOffice
AGraph > Cerka akTrBHa, TO H)Katue Ha kiaswuiny Shift 6yget nmers obpatHoe
JIeliCTBHE: COOTHOIIIEHUE CTOPOH Oy/IeT COXpaHeHo, ec/ii He Ha)kaTa KiaBuina Shift.

5.9 BpaweHue n HaknoH o6bLeKTa

Bpaienue o0beKkTa

YroObl BpaijaTh 00HeKT (W11 TPyIINy 00BEKTOB), Bbile/IUTe 00bEKT, 3aTeM
riepeliziiTe B pe>XKUM BpAIlleHUsI OJJHUM U3 CIeYIOLUX CTIOCO00B:

)
® Ha)kmuTe Ha TPeyroyibHUK cripaBa OT 3Hauka IIpeoOpa3oBanus L3 Ha
TaHe/Ti UHCTPYMEHTOB JIMHHUSA U 3a/TMBKA U B TIA/IUTPE UHCTPYMEHTOB

Ha)xMuTe Ha 3HauoK IToBepHYyTH E .
® BribepuTe nyHKT MeHI0 Bug > I1aHesin mHCcTpyMeHTOB > Ilpeo6pa3oBaHus
Y Ha)KMUTe 3Ha4uoK [1oBepHyTH E .

MapKkephbI Bbizie/IeHHsI U3MEHSIT (JOPMY U LIBET: CTaHYT KPYT/IbLIMU U KPACHBIMU
(pucyHoK Hike). Takxe B [jeHTpe 00beKTa MOSIBUTCS OTMETKA LjeHTpa BparieHus. [Ipu
TIOMeIL[eHUH KypCopa MbILIH Hajl MapKepaMHu Kypcop MeHsieT hopMy. YT/IOBbie
MapKepbl HCTOJb3YHOTCS /17151 BpALlleHNs1 00beKTa, a BepXHUH, HIKHUEN U HOKOBbIe
MapKepbl HAKJIOHSTIOT 00OBEKT.
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BpaweHue obwsekma

HaBeauTe Kypcop MBI Ha O/IVH U3 YTJIOBBIX MapKepoB, BH/ Kypcopa
M3MEHHUTCS Ha YTy CO CTPeIKaMH Ha KaXKoM KoHLle. HaXMuTe U yiep)KrBaiiTe KHOIIKY
MBIIIIY, a 3aTeM TIepeMellaiiTe Kypcop, UToObI TOBEPHYTb 00beKT. [TossBUTCS
(daHTOMHOE M300pa’keHre BpaIIaroIerocsi 00beKTa U B CTPOKE COCTOSTHUS OTOOPa3UTCs
TeKyIIIUH yroJl I0BOpOTa.

Touka BpallleHus1, KakK TIPaBUJIO, PACIIO/IO’KeHA B LleHTpe 00beKTa. UToOkI
W3MEHUTD T10JI0)KEHWEe TOUKH BpAIlleHUs], 3a’)KMUTe Ha 00bEKTe JIEBYHO K/IaBUIITY MBIIIN U
repeTacKUBaiTe 00bEKT, TIOKA TOUKA BpallleHUs] He OyZIeT HaXOAUTCS B HY>)KHOM
nosioykeHnU. Touka BpalljeHUst MOKeT OBITh /lake 3a rpejiesiaMu 00beKTa.

Ecu HaxkaTb KiaBuiy Shift nmpu BpaijeHny o0bekTa, BpalieHue OyieT
MIPOM3BOJUTCS JUCKPETHO C L1arom B 15°.

Hak/i0H 00BbeKkTa

YToOBI HAKJIOHUTH OOBEKT, UCIIO/IB3YHTe KpaCHbIe KPYTJble MapKephI (CM.
paznen «BpairieHue 06beKTa»), pacrosioKeHHbIe TI0 cepe/iuHe BepXHeH, HIKHel 1
OOKOBBIX CTOPOH BhIJie/ieHHOTO 00beKTa. [Ipu HaBeZileHUH Ha 000 U3 TaKuX
MapKepoB KypCOp MbIIIX U3MEHUT BW/, Ha [iBe Tlapa’jiie/ibHble pa3HOHAIpaBeHHbIe
crpenku. Och, UCTOb3yeMasi, Kak OCHOBaHUe, il HAKJIOHa 00BeKTa, pacriosioykeHa
MpPSIMO HalpOTMB MapKepa MocepeiiHe OIHOM U3 CTOPOH. JTa OCb OCTaeTCs
HETIOZIBU)KHOM, B TO BpeMsi Kak JIpyrve CTOPOHBI 00beKTa OYyT HaK/IOHATHCS 110
OTHOIIIEHUIO K Hel Ha CTOJIbKO, HACKOJIbKO Oy/IeT mepeMeltéH KypCcop MBIIIIH.

HakmuTe Ha KpacHYyHO TOUKY IO cepe/iiHe /1000l U3 CTOPOH 00beKTa U,
yJlep>KrBasi JIeBYI0 KHOIIKY MBIIIIH, TTePeTsHUTe Kypcop [Jisl HaKJIoHa 00BeKTa.
[MosiBuTCs haHTOMHOE M300pa’keHre HAKJIOHEHHOTO 00beKTa (PUCYHOK HIDKE), a
TeKYLM YT0J1 HaK/IoHa OyZleT MoKa3aH B CTPOKe COCTOSTHUSI.
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HaksoH obvekma

Ecu HaxkaTb KaBuiy Shift Bo BpeMsi Hak/ioHa 00beKTa, TO HAaKJIOH Oy/ieT
OCYIL[eCTB/ISITHCS JUCKPETHO Ha BeJTMUrHy 15°.

5.10 W3mMeHeHue obbeKTa

YTo0ObI U3MEHUTb 0OBEKT UM U3MEHUTh €T0 aTPUOYTHI, TaKHe Kak IBeT WIn
TOJIIIMHA TUHUKM 00paMJIeHUs], ¥ Tak Ziajiee, MOTYT ObITb UCTIO/Ib30BaHbI: MHCTPYMEHThI
naHesi JIMHUA ¥ 3a/IMBKa, NMaHe/ b @opMaTHPOBaHUE TEKCTA, Pa3zies 00KOBOM
ra"Hes1 CBOMCTBA, 100 KOHTEKCTHOE MEHIO.

Ilanenns HHCTPYMEHTOB JInHMA U 3a/7IMBKa

ITo ymo/TuaHMIO TIaHe/Ib KHCTPYMEHTOB JIMHHA | 3a/IMBKA Pacriojio)keHa B
BepxHel yactu okHa AGraph. OpiHako, ec/iv laHe b JIMHUSA ¥ 3a/IMBKA He
oTtobparkaeTcsi, He0OX0JUMO BBIOpaTh MyHKT MeHI0 Buj > IlaHe/ i1 HHCTPYMEHTOB >
JIMHUSA ¥ 3a/IMBKa, YTOObI 0TOOpa3uTh MaHes b (PUCYHOK HuKe). VCronb3ys 3Ty
TaHe/Tb, MO>KHO pe/JakTUPOBaTh HauboJiee paclpoCTPaHEHHbIE aTPUOYTHI 0ObEKTA.

HME-emGe @S wen B e Fler . O S-S AKDRID D

Ianenb uHcmpymenmoe «/IuHus u 3a1uska»
ITanens nHcTpyMeHTOB DOpMaTHpoBaHue TeKcTay

Ecnu B AGraph BbliendTh TEKCT, TO naHesb JIMHUSA ¥ 3a/IMBKa aBTOMaTHUeCKH
3aMeHHUTCs Ha NaHe/ib PopMaTHpoBaHMe TeKcTa (PUCYHOK HIKe). Takke MOKHO B
000 MOMEHT OTKPBITh 3TY MaHesb, BbIOpaB MyHKT MeHi0 Buj, > Ilanenu
HHCTPYMeHTOB > dopMaTHpPOBaHHe TeKCTa. VIHCTpyMeHThI Ha 3TOM naHeu OyAyT
HEeaKTUBHBIMH, TI0Ka He Oy/ieT BbiJie/ieH TeKCT.

iberstion 18 A AWK Y| X X|CA A -

Ilanenb uHcmpymenmog «DopmamuposaHue mekcma»
BokoBast nanens. Pa3gen CBoiicTBa

Kor/ia BeifiesieH 00beKT Ha JIUCTe, B OOKOBOM MaHe I CTAHOBSATCS [JOCTYITHbI
riozpaszensl paszgena CeoricTBa. OHU [TO3BOJISIFOT U3MEHSTh CBOWMCTBA MIIH [TapaMeTphbl
o0bekTa 6e3 HeOOXOAMMOCTH OTKPBIBATh /IUAIOTOBbIe OKHA WM UCITO/Ib30BaTh JTFOObIE
13 JOCTYITHBIX HHCTPYMEHTOB Ha Pa3/IMUHbIX MMaHe/IsIX HHCTPYMEHTOB, JOCTYIIHbIX B
AGraph. Uto0ObI pa3BepHyTh M0/pa3sziesi, HAXKMUTe IUIFOC (+) PSJOM C I10/3ar0JI0BKOM
paszena.
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BoipaeHueanne: IE % %I W ot ﬂ

Bokosas naHenb. Pazoen «Cgolicmea»

KoHTeKkcTHOEe MEeHIo

[Tpu 11e/TuKe TIPaBOM KHOTIKOW MBIIIIH TI0 BbIIeJIEHHOMY OOBEKTY, TIOSIB/ISIETCS
KOHTEKCTHOe MeHI0. ITO MeHIO Mpe0CTaB/IsieT JOCTYI K pa3/IMuyHbIM HaCTPOMKaM U
TI03BOJIsieT U3MeHSITh aTpUOyThl 00beKkTa 6e3 He0OXOAMMOCTH OTKPBIBATh IUAIOTOBbIe
okHa. [TyHKTbI MeH!O C MajieHbKOW CTPEeJIKOM C MpaBoil CTOPOHBI COJiePrKaT MOAMEHIO.
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3{ BripezaTe Ctrl+X
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r DNuHKA...

,‘:':’n CanacTe...

= BeipaeHueaHne ofnekToE  * | Mo pesomy kparo
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. ﬂ Mo HyekHeMy Kpato
E| M3meHUTE cTUAE. ..

ITpumep KOHMEKCMHO20 MEHIO
dopmaTUpoBaHHe JIMHUHA U 00pam/IeHHi

B AlterOffice TepMuH JTUHUS MO>KeT 0003HaUaTh, Kak, COOCTBEHHO, ITPOCTO
OTJe/bHYIO JIMHUIO, TaK 1 BHEITHUM Kpali rpadudeckoro oobekra (obpamsieHue), a
TakXke CTpesKy. B OO/BIIMHCTBe C/TyuaeB CBOMCTBA JIMHUH, KOTOPbIe MOXXHO U3MEHHUTh
—3TO eé CTWU/b (CIUIONIHAS, TyHKTHUPHAs!, HeBUUMasi U Tak Jjajiee), eé TOJIIMHA U 1[BeT.

BhienuTe TMHUIO, KOTOPYIO HY>KHO OT()OpPMAaTHpOBaTh, a 3aTeM UCIO/b3yiTe
3/IeMEeHTHI yTIpaB/ieHys Ha MaHe/ i JIMHUA | 3a/IMBKa, UTOObl U3MEHUTD €€ NapaMeTphbI
(BbIZle/IeHBI HAa PUCYHKE HIKe).

= e N I R e I

hovow B e ] cmmmm .| O S LA R0 D

Obwue ceoticmea AuHutl (cmuab, ygem, moAwuHa)

Ecsu TpebOyeTcsi TOHKasi HACTPOMKa BHEIITHEero BUa TMHWM, BbIOEPUTE TTYHKT
MeHIO @opMart > JIMHUA WK 11eJIKHUTE NPaBOK KHOMKOM MBILLIY Ha JIMHUU U
BbIOEpUTe MyHKT JIMHUSA U3 KOHTEKCTHOTO MeHI0. Bce 3TH 1efiCTBUS OTKPBLIBAIOT
nvanor JIuHus, B KOTOPOM MOXXHO YCTaHOBUTh CBOMCTBA TMHUM. JTO IUA/IOTOBOE OKHO
COCTOUT U3 UeThIpeXx BK/IAJIOK: TUHUS, TeHb, CTUIU JIUHUN U CTUIM CTPeoK. MOo)KHO
TaK)Xe UCTO/h30BaTh Mofpa3/es JIuaus B paszesie 60koBoi rnaHes CBoMCTBa, YTOObI
WM3MEeHUTh BU/| TUHUU.

CTpe/iKi, HAKOHEUHHKH CTPe/IOK U KOHLbI JIUHUH

CTpesiki, HAKOHEUHUKU CTPEJIOK U JIpyTHe KOHLIbI JIMHWM, KaK MpaBuiIo,
Ha3bIBAIOT MIPOCTO CTPeJIKaMHU U, TIPY pe/IakKTUPOBAaHUU M M3MeHEeHHH aTpuOyTOB, UX
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MO>XHO PAaCCMATPUBATH TaK e, KdK JIMHHUH. BBIAEJ'[I/ITE JIMHUIO 1 HAXKMHUTE Ha 3HAUYOK
Ctnnu CTPEJIOK Ha IMaHe/In JIHMA U 3a/IUBKa, YyTOOBI OTKPBITh O,E[HOI/IMéHHOE MEHIO.

T~

CTraM cTpenok

-

+——
“——>
+—
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-« >
—ad
&— —@
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D
——
——r

Menio «Cmuau cmpenok»

JTOCTYTIHBI HECKOJIBKO THITOB CTPEJIOK U OKOHYAHWH [ijist TUHUH. KaXK/IbIi KOHer]
JIMHUY MO>KET UMeTh Pa3/uuHbIe CTPEJKU WM UHOM BU/[l. HaKOHEUHUKY PUMEHSIIOTCS
TOJIBKO K MPOCTBIM JiHUsIM. He 6yeT HUKakoro 3¢dekTa npy ux Ha3HaAYeHUH Ha
mHUM 0OpameHust 00beKTa.

5.11 ®opmaTtupoBaHue 06nacTu 3anNMBKU

TepMuH 00/1aCTh 3a/IMBKU OTHOCUTCS K BHYTPeHHel yacTu 00beKTa, KoTopast
MOJKeT OBITh OZJTHOPO/IHOTO 1IBeTa, TPaZiIMeHTOM, U300pakeHreM, OPHaMEeHTOM,
mTprxoBKoi. O6MaCTh 3a/IMBKA MOKET OBITh UaCTUUHO WM TIOJTHOCTBIO MPO3pavyHoii. B
OOJBIIIMHCTBE C/TyuaeB MO>KHO BbIOpATh OJIMH M3 CTaH/IApPTHBIX MTapaMeTPOB
3ari0/IHeHus1, KOTOpble UMeI0TCs Ha NaHe iy JIMHUA U 3a/IMBKa WIU B MoJpaszere
O6.1acThb B pazzesie 60KoBoM rmaHe CBoHCTBA. MOKHO TaKKe OTpe/ie/TUTh CBOU
coOCTBeHHbBIE 00/IaCTH 3a/TUBKH.

PaziuuHble munbl 3a1u8Ku 0baacmu
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5.12 Wcnonb3oBaHue cTUNen

[TpeATo/oXKuM, UTO HY>KHO TIPUMEHUTD OJIHY U TY K€ 3a/IUBKY, TOJIIUHY JTUHUN
Y TUTI 0OpaM/IeHHsT K HECKOJTbBKUM 00BeKTaM. DTOT TIOBTOPSIFOIIMIACS TIPOIIECC MOJKET
OBbITh 3HAUMTE/IBHO YTIPOILIEH 3a CUET UCTIOIb30BaHUs CTUIed. CTH/IN MO3BOJISIOT 3a/aTh
111a6/10H (opmMaTHpoBaHuMst (COOCTBEHHO CTH/Ib), @ 3aT€M ITPUMEHUTDb 3TOT CTHJIb K
HECKOJIbKUM O0BeKTaM.

5.13 [o3numoHupoBaHue 06BLEKTOB

IIpuBs3ka

O6bekTel B AGraph MoryT ObITb TOUHO U 1TOC/IEJOBAaTE/TEHO PACIIO/IOKeHbI Ha
JIUCTE C UCTI0JTb30BaHWeM (PYHKLIMU MPUBS3KU. TOUKHU CeTKH, BCTIOMOTaTe/IbHble TOUKH
Y JIMHKY, 00/1aCTU 0ObEKTOB, OT/le/IbHble TOUKM Ha 00BeKTax UM Kpast CTPAHUL], BCE
3TO MOJKeT UCII0/Ib30BaThCs B KAUeCTBe IIPUBSI3KU.

C ¢yHKuUMel MPUBSI3KY TIpolLie paboTaTh MPU BBICOKMX 3HAUEeHHSIX
nipubmkenust. [IBe u 6osiee pa3nuuHbIX (HYHKIMY TIPUBSA3KH MOXKHO HCTIO/TH30BATh
O/THOBPEMEHHO: HarpyuMep, MPUBSI3KY K HATIPABJISIOIMM JIMHUSM U K KpasiM CTPaHULIbI.
PekoMeH/yeTCs1, 0[JHAKO, aKTUBUPOBATh TOBKO Te BUbI TIPUBSI3KU, KOTOPbIe
JIeNCTBUTE/ILHO HY’KHBI /1J1s1 pab0ThI B HACTOSIII[ee BpeMs.

IIpuBs3ka K ceTke

I[TpuBsi3Ka K CeTKe M03BOJISIeT MMO3ULIMOHUPOBATh 0O BEKT OTHOCUTETBHO TOYEeK
cetku. Ha Bksiazike I'/1aBHoe B pa3ziesie HanpaBisiomue U NPUBA3KU HA)KMHUTE Ha
kHorKy IIpuBs3ka K ceTKe BribepuTe MyHKT 1je/IKHUTe 110 3HauKy IIpuBsi3Ka K ceTKe
Ha raHe UHCTpyMeHTOB IlapaMeTpsl, UTOOBI BK/TFOUUTE WK OTKITFOUNTE PYHKIIUIO
npuBsI3KY K ceTke. Ecyi manens nHcTpymMeHToB IlapameTpsl He oToOparkaeTcs,
BbIOepuTe MyHKT MeHI0 Buj, > IlaHen uHcTpyMeHTOB > IlapameTpsl.

OToOpaXkeHHe CeTKH

Yrobbl 0TOOpaXkaTh (MM OTKTFOUUTE 0TOOpakeHHe) ceTKy Ha simcte AGraph,
BeIOepuTe MyHKT MeHI0 Buj > Cerka > Iloka3aTh CeTKy WM HOKMUTE Ha 3HAYOK
IToka3aTb ceTKy Ha naHe/IM UHCTpyMeHTOB IlapameTpsl.

Kondurypanus cetku

PaspeliieHue, MpUBsI3Ka U TMOJI0’KEHNUE TOUEK CETKH U IPYTHe MapaMeTpbl MOTYT
OBbITh HACTPOEHBI B ZIMAJIOTOBOM OKHe, IOCTYITHOM 13 MeHI0 CepBuc > IlapamerpsbI >
AlterOffice AGraph > Cetka.
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Mapametper - AlterOffice AGraph - Cerka X

B AlterOffice

[ 3arpyska/coxpaHeHne

Cetka

; [pweaska k ceTre
' Hactpofikun Asbika

= AlterOffice AGraph
Obuwpe Paspewenne

[ Noxazate cemry
JononnutensHbie ysnbi

Mo ropusontann: | 1,00 cm = Mo ropuzoxTam: |4 + | wnTepean(os)

Meuars : Mo pepTrkam: 1,00 crm =

E AlterOffice Base

E Anarparms

Mo sepTrkam: 4 = wHTEpBan(oe)

[ Cumxpormznposats gewn

@ Wereprer Mpueaska Onophble 0bbexTbl

O K Hanpaenarowpm O MpH CO3AIHUN WK NEREMELLEHMN CBBEKT

K nonam CTRaHULbI |-|pl.'1 WIMEHEHWK TpaHKL,

[ K pamxe ofwexra [ Npw nosopore: 15,00° -

K & .
[ K yznam obwexta CorpaiiErne votexs | 15,00° =

3

OBnacTe NPUEAZKK: 3 NUKE, =

Cnpaeka Boccranoeute MpumeRUTE OTmeHuTE

KoHpueypayus cemku

® BepTuKa/bHbI{ U TOPU30HTA/IBHbIN TPOMEXXYTOK MeK/1y TOUKaMU B CETKe.
Takke MO’KHO M3MEHUTD UCII0/Ib3yeMble eJUHHULIbI I3MepeHus B 00IInX
napameTpax AGraph, nepeiizs B meHto CepBuc > ITapamertpsi > AlterOffice
AGraph > O6mpue.

¢ Pa3spenieHue — 3TO pa3Mep KBaJ[paTOB WX MPSIMOYTOJIbHUKOB B ceTKe. Eciu
paspelleHre CoCTaB/sieT 1 CM M0 TOpPU30HTAaIU U 2 CM T10 BepTHKa/IH, TO CeTKa
COCTOUT U3 MPSIMOYT'OJIbHUKOB BBICOTOM 2 CM Y IIMPUHOU 1 CM.

i ,I[OHOIIHI/ITEJIBHBIE Y3J1bl — 5TO JOIOJ/JIHUTE/IbHbI€ TOUKH, KOTODbIE
MOABJIAKOTCA BAOJIb CTOPOH KaKA0ro NMpsAMOYI'OJIbHUKd WX KBaJpaTd CETKH.
OOBEKTHI MOYKHO MpUBA34dTh K JOINO/THUTE/IbHBIM Yy3/1dM, 4 TdK)XKe K yI/laM
CeTKHM.

¢ KonuecTBO TUKCesie B rosie O6/1acTh MPUBA3KHU OTIPe/iesieT, HaCKOIbKO
0JTM3KO BBI I0JDKHBI MPUOIM3UTD 0OBEKT K TOUKE WIN JIMHUY TIPUBSI3KH,
Tipeyk/ie ueM OH OyZieT NPUBSI3bIBATbCS K HUM.

]_[BET CeTKH 110 YMOJ/ITUdHHUIO CBeTHO—CepLIﬁ. YT0OBI U3MEHUTE OBeT CeTKH,

otkpoiite MeHi0 CepBuc > ITapamerpsl > AlterOffice > BHenrHuii BUJ, B CITHCKe
cripaBa HaiiuTe NMyHKT CeTKa U 3a/iaiiTe eMy HOBBIM LIBeT.

Bcnomorare/ibHbIE TUHAA

B AGraph ectb BcrioMoraTe/ibHbIe JIMHUU, KOTOPbIE JIETKO 03BOJISIOT
TMO3UL[MOHUPOBaTh 00BEKT C MOMOLIbIO JIMHEeeK B BepxXHel U 1eBoi yacTu paboueit
obnacty. [17151 BK/IFOUEHUs U/ BBIK/TFOUEHHsI BCTIOMOTaTe/IbHbIX JIMHUN, OTKPOWTE
muanor u3 MmeHto Cepsuc > ITapamerpsi > AlterOffice AGraph > Bup 1 BoibepuTe
ornuuio JINHUM NMPHU NepeMeleHHH.

2024 2. OO0 "AJIMU MapmHep"©



350

5.14 TlMpumeHeHue cneunanbHbIX 3pceKkToB

Ncnonb3ys AGraph, MO>XXHO IPUMEHHUTh MHOKECTBO CIeljianbHbIX 3(h(eKTOB K
o0beKkTaM U rpynmnaM 00BeKTOB. DTOT pa3sziesl — BBeZIeHHe B HEKOTOPbIe U3 3TUX
3¢ deKToB.

[nist mocTyria K MHCTPYMeHTaM CreliianbHbIX 3(deKkToB BiOepuTe MyHKT MEHIO
Bup > ITanenu nHCcTpyMeHTOB > [IpeoGpa3oBaHus Wiy HOKMHUTe TIPaBON KHOTTKOM
MBIIIY Ha 0ObEKT U B KOHTEKCTHOM MeHI0 BbibepuTe IIpeo6pa3oBanus.

MpecBpasoeanna ™ X

ITanennb «IIpeobpasosaHusi»

5.15 OO6BbeguHeHne HeCKONbKUX 0OBEKTOB

Wcnonb3ys AGraph, MO>XXHO rpynInMpoBaTh 00ObEKTHI BMECTE, UTO ITO3BOJIUT
paccMaTpUBaTh HECKOJIBKO 00BEKTOB, KaK OJJUH, UK 00beJUHATH 00BEKThI, UTOOBI
chopMHpOBaTL HOBYIO (PUTYDY.

['pymnimupoBKa 0ObeKTOB aHa/IOTMYHA BCTaBKe 0OBEKTOB B KOHTeMHep. M0o)KHO
repeMeIiaTh 00ObeKThI, KaK eJIMHYI0 IPYTIIY, U IPUMEHSTh I7100abHbIe U3MEeHEeHUsT KO
BCEM 00beKTaM BHYTpPH TPYIITbl OJHOBPEMEHHO. ['PyIIITUPOBKA BCEr/la MOXKET OBbITh
OoTMeHeHa U 00beKTaMH, KOTOPbIe COCTaBJISIFOT FPYIIIY, I1OC/ie OTMeHbI MOXKHO OyieT
MaHUITY/IMPOBaTh 0 OT/eMbHOCTU. TakKe 00beKThI BHYTPH I'PYTIITbI COXPAHSIOT CBOU
VMH/JVBU/lya/lbHble CBOKCTBA.

OObeauHeHHe 00BEKTOB — 3TO C/TMSIHUE 00bEKTOB, TIPU KOTOPOM CO3/]aeTCst
HOBBIN 00beKT. OpUrHHA/IbHBIE 00BEKTHI O0JIbIIIE He OYYT JOCTYIHBI B KQUeCTBe
OT/IeJIbHBIX 37IEMEHTOB U He MOT'YT ObITb U3MEHEHbI, KaK OT/le/IbHble 00HeKThI. JItoboe
peJaKTHpOBaHKe 00beJUHEHHOTO 00BEKTA BIUSET Ha BCE 0OBEKTHI, KOTOPbIE ObLIH
WCII0/Tb30BaHbI TIPH 00beJTUHEHUH.

I'pynnupoBka
BpemeHnHas rpynnupoBKa

BpemeHHasi rpymImMpoBKa IMPOUCXOAUT, KOTid HECKOTBKO OOBEKTOB BHIOMPAIOTCS
C TMOMOLIIbIO 3HauKa BeI/le/TUTh Ha MaHen MHCTPYMeHTOB PrcoBaHue WK C TTIOMOILbIO
paMKH BbiflesieHus1. JItoOble U3MeHeHUst MapaMeTpoB 00beKTa OyAyT MPUMEHSTHCS KO
BCeM 00beKTaM BHYTpH BpeMeHHOU rpyTmbl. HarpuMep, MO)KHO TIOBEPHY Th
BPeMEeHHYI0 IPYIITY 00beKTOB B ITIOJTHOM COCTaBe.

Yr1oObl OTMEHUTH BPEMEHHYIO IPYIIUPOBKY 00BEKTOB MPOCTO HAXKMUTE 3a
TipeZieslaMy MapKepoB BbiZie/ieHus], 0TOOpaXkaeMbIX BOKPYT I'PYTIITbI 00bEKTOB.

ITocTossHHasA rpynnupoBKa

[TocTosiHHAs rpyMIIMpOBKa 00BEKTOB CO3/jaeTcsi ocjie Bbibopa Bcex
HeoOXoZMMBIX 00BEKTOB. 3aTeM Ha BK/Ia/ike PUCyHOK HakmHTe CrpynnupoBarh, UM
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IIE/IKHUTE TIPaBOi KHOTIKOM MBIIIIU T10 BbIZIe/IeHHBIM 00beKTaM 1 BbIOepuTe MyHKT
CrpynnupoBaTh 13 KOHTEKCTHOTO MEHIO, WU TI0C/Ie BbiJe/IeHUs] 0O0beKTOB MOKHO
HakaTb KoMOuHarmro Kinaui Ctrl + Shift + G. ITocsie cHITHS BbIZIe/IeHUsSI C 0OBEKTOB,
OHU BCE PaBHO OCTAHYTCS CTPYTITHPOBAHHBIMH.

Korzia 00beKThI CrpyIIITUpOBaHbl, JIFOObIe orepary peiakTHPOBAHUS,
TIpOM3Be/IeHHbIe Ha/l 3TOM rPYNIOH, MPUMEeHSITCS KO BCeM ujieHaM rpynmbl. Eciu
Ha)KaTh Ha O/IUH 00BEKT U3 rPyMIbI, TO OyeT BbiOpaHa BCS TpyIIma.

MO>KHO peZlaKTHPOBATh OT/le/IbHbIe 00BEKTHI B TPyIITe Oe3 pa3rpyrinyipoOBKH.
Bribepute rpynmy u B rosiBUBLIelcs BK/1aike PHCyHOK B pasziesnie I'pynnupoBka
BbIOepHTe MyHKT 3aWTH B IPYIIY, WK UCTONb3yiTe KnaBuiy F3, nm ABax/ sl
11leJIKHUTE T10 IpyTIIe.

[Tocne oKOHYaHUSI U3MEHEeHUsI OTJe/IbHOTO 3/1eMeHTa IPYIIbI Ha BKIaJKe
PucyHOK B pa3zene I'pynypoBKa BbiOepuTe yHKT MeHIO BbINTH U3 rpynmnsl, Wi
IIe/IKHUTE TTPaBOM KHOITKOW MBIIIIN U BbIOEpPHTE IMyHKT KOHTEKCTHOTO MeHI0 BeiTH U3
rPyNIbl, WIKA UCTIONb3ylTe codeTaHue Kiaasuil Ctrl+F3.

PasrpynnupoBka

YroObI pa3rpyInmMipoBaTh IPyIiy 00BEKTOB, BbIJE/INUTE IPYTITY, 3aTe€M II[e/IKHUTe
TIPaBOM KHOITKOM MBIIIH U BbIOEpUTE MyHKT Pa3rpynnupoBaTh 13 KOHTEKCTHOTO
MEHI0, WU UCTI0/b3yHTe KoMbuHaluio Kiasuml Ctrl + Alt + Shift + G.

OO0neanHeHne 00HEKTOB

OO6bearHeHe 00BbEKTOB — 3TO C/IUSHUE 00BbEeKTOB, TIPH KOTOPOM CO3jaeTCst
HOBBI 00beKT. OpUrHHA/IbHBIE 00BEKTHI 00JIbILIE He OYAYT JOCTYIHbI B KAUECTBE
OT/Ie/IbHBIX 3JIEMEHTOB U HE MOTYT ObITh M3MEHEHBI, KaK OT/le/IbHbIe 00BeKTHI. JItoboe
pe/lakTUpOBaHHe 00beJUHEHHOT0 00BeKTa BMSIET Ha BCe 00BEKThI, KOTOPhIe OBLIH
WCTIO/Tb30BaHbI TTpU 00beTUHEHNH.

BribepuTe HeCKOTLKO 0OBEKTOB, a 3aTeM Ha BK/aJjKe PHCYHOK B pa3jere
O0padoTKa KOHTYPOB BbiOepuTe MyHKT O0beJUHUTH WU I1[e/IKHUTE TIPaBOU
KHOTIKOM MBI Ha 00beKTe U BbibepuTe MyHKT PUrypsl > O0beAMHUTD 13
KOHTEKCTHOT'0 MEeHI0, UM UCT0Jb3yiTe coueTaHue Kaasuinl Ctrl + Shift + K.

[Tocne BbIOOpa 0OBEKTOB CTAHYT AOCTYMHHBI PyHKI[MK C/I0)KHTh, BhiuecTsb 1
Ilepeceub, C TTIOMOII[bI0 KOTOPBIX MOYKHO CO3/]aTh HOBBIH 00BEKT U3 BbIOpaHHBIX
00BeKTOB.

5.16 YnopspgoumBaHue, BbipaBHUBaHME U pacrnpeaeneHme o6bLeKToB

B AGraph M0OXXHO yTOpsiiounTh, BBIPOBHSTE W PAaCTpe/ie/IUTh BLIOpaHHbBIE
00BbeKTHI 110 OTHOLLEHHIO /IPYT K /IPYTY:

® YTopsijounTh 10JI0)KeHre 00beKTa, mepeMelijasi ero Briepe Wid Ha3aj, 1o
OTHOILIIEHUIO K 00 BeKTaM.

® BBIPOBHSITh OOBEKTHI TI0 OTHOIIEHHIO K JIPYT APYTY, UCTIO/b3Ys BapuaHThI I1o
JeBoMy Kparo, ITo nentpy vumm Ilo npaBoMy Kparo /151 TOPU30HTa/IbHOTO
BblpaBHMBaHuA U I1o BepxHemy Kparo, I1To nenTpy wiu Ilo HmxHemy Kparo
JUIS1 BEDTUKAJIbHOT'O BbIPDABHUBAHKS.
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® PacnipesieniTh 00BEKTHI TAKMM 00pa3oM, UToObI CBOOOJHOE TTPOCTPAHCTBO
MeX/Ty HUMH ObIJI0 OJJUHAKOBBIM.

5.17 BcTaBKa n pepgakTupoBaHue n3obpaxeHnn

AGraph cogepxut psij GyHKLWH 115 pelakTHPOBaHUS U300pa>keHUI UK
pacTpoBoil rpaduku (TeKCTypbl), Harpumep, hoTorpaduii U 0OTCKAHUPOBAHHBIX
n300pakeHni. OHU BK/TIOUAIOT B CeOst UMITOPT W SKCTIOPT U300paykeHUH, U
npeobpa3oBaHre U3 OAHOTO rpaduyeckoro dpopmara B ipyroi rpadguueckuii popmar.

AGraph BK/rOUaeT B ce0s1 IIMPOKHUM CITeKTP rpadrueckux (GUIbTPOB, TaK UTO OH
MOYKeT UATaTh U 0TOOpa)kaTh HECKOILKO JopMaToB rpaduueckux ¢aiinoB. OH Takxe
BKJTFOUaeT B ce0si HeCKOIbKO MHCTPYMEHTOB [1jisi paboThI C pacTPOBOM rparKOi.

Iob6aBnsiTh U300pa>keHUsT MOXKHO M3 HECKOJIbKUX UCTOUHHUKOB:
* Harpsimyto co ckaHepa (MeHio BcraBka > M306pakerue > CKaHUPOBATh).

® 1300pakeHure, CO3ZIAHHOE B ZIPYro NIporpaMMe, BK/Itouasi hororpaduu c
1M poBoii Kamepsl (MeHI0 BeTaBka > M300paxkenue > M3 daiina).

® 113 ranepeu AGraph.

5.18 Pab6ota c 3D obbekTamu

AGraph nipegyiaraet gBa Trrna 3D-06bekToB: 3D-Tena u 3D-durypsr. B
3aBUCUMOCTH OT TOT0, KAaKOU THTI BbIOpaH, CyI[eCTBYIOT pa3/IMUHbIe METO/IbI
penaktupoBaHusi 3D-o0bekTa (BpallleHue, OCcBelljeHue, TIepCreKTHRa U Tak janee). 3D-
¢Gurypsl npoiiie B HaCTPOMKe U peJjakTHpoBaHuH, ueM 3D-tena. TeM He MeHee, 3D-Tena
B HACTOsIII[ee BpeMsi UMeIOT OO0JIbIlle HaCTPOEK.

5.19 3kcnopTt pucyHkoB AGraph

AGraph coxpaHsieT pUCYHKH 1 1300pakeHus1 ¢ paciipenuem .odf. s
COXpaHeHUsl PUCYHKOB WY Bcero Qaiina B ipyrom ¢opmare, UCTO/Ib3yWTe MyHKT
MeHr0 Daii1 > JKCIOPT U BbIOepUTe HYKHBIN opMaT B CITHCKE.

Takke MOKHO 3KcriopThpoBaTh (aiiisel AGraph B dopmatet HTML, XHTML,
PDF u t.1.

I[Tpu 3kcriopte B HTML ucrosib3yeTcsi MacTep TipeoOpa3oBaHusi, KOTOPbIH
CO3/]aeT CTOJILKO BeO-CTPaHUI], CKOJIbKO CTpaHMUI] B TeKyilieM AokymeHTe AGraph.

5.20 BcraBka kommeHTapus B AoKyMmeHT AGraph

BcTaBuTh KOMMEHTapHii B pPUCYHOK MOYKHO aHaJIOTMUHO TOMY, Kak 3TO Jle/laeTcs
B AText u ACell:
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I'IpwvleuaHMe|

WBeaH MeaHos -
Ceroanm, 11:08

Bcmaseka npumeuauli

Bribepure nyHKT MeHi0 BcraBka > KommenTapuii. AGraph aBTomMaTnuecku
J00aBUT UMSI TT0J/Tb30BATEIS M ZIATY B HIDKHEH UaCTH TEKCTOBOTO TIOJS.

BBenuTte niv BCTaBbTe NpUMeUaHUs B TEKCTOBOE 1noJjie. M0OKHO MPUMEHSITh
6a30Boe (hopMaTHpPOBAHME K YaCTSIM TEKCTa, BbII€/IUB €0, Ha)XKaB MPaBYI0 KHOIKY
MBIIIH 1 BbIOpaB HYKHbIE MMyHKThl KOHTEKCTHOTO MeHI0. 13 3TOro MeHo Takyke MOXKHO
yAQ/IUTh TeKYL1il KOMMeHTapHii, Bce KOMMEHTapUu OJHOTO aBTOpa U/v Bce
KOMMEHTapUHU B JOKYMEHTe.

TakKe MOXKHO IepeMeliaTh HeOoIbIIe MapKepbl KOMMEHTapHeB B JIF000e MecTo
Ha /mcte. OOBIYHO X TTOMEIAI0T Ha 00BeKTe Wi BO/IN3M 00BeKTa, K KOTOPOMY
OTHOCHTCSI KOMMEHTapHA.

Yrto6bl 0TOOPA3UTh UK CKPBITH KOMMEHTAPUH UCTIONB3YHTe MyHKT MeHto Buj >
KommenTapuu.

Wcnonb3yiite MeHto CepBuc > [Tapametpsl > AlterOffice > ITob30BaTeb,
4yT0OBI BBECTH UMSI, KOTOPOe Oy/ieT 0TOOpaXkaThCsi B KOMMEHTAPHH B T10J1e « ABTOD».

Ecsu 6osiee, ueM O/IUH UeIOBEK PeJAKTUPYET I0KYMEHT, TO KaXK/IbIi aBTOP

dBTOMATHUYE€CKHU BBIAETIAECTCA APYT'YMM IBETOM q)OHa KOMMEHTAapHs.

5.21 HacTtpouka cnucka nocriegHUX UCNosfb3oBaHHbIX ¢hannos

B AGraph ecTb BO3MOXXHOCTb IPOCMOTpA TOCTIeIHUX OTKPBITHIX (paiiyioB. s
3TOTO TepeliguTe B MeHI0 Daiin > HepaBHue JokymeHThI. [Toc/ie BbiOOpa
0TOOpa3sUTCs CMCOK JOKYMEHTOB, KOTOPBIE TI0/Ib30BaTe/Ib OTKPBIBAJI 10 3TOr0. I10
II[e/TYKY Bbl MOYKETEe OTKPBITh He0OX0UMBIN (haii.

Dain [lpaeka Bwa Beraeka Qopn

Cozaate ,

B OtepeTe... Ctrl+0
OTKpEITE YAANEHHD. .

) HepasHne AOKyMEHTEI v
JakpeITe
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6 MouyToBbIN KNueHT AMail

AMail — 3T0 1MOUTOBBIN K/IHEHT, KOTOPBIN obecrieunBaeT yj00Hyt0 paboTy c
3/IeKTPOHHOM 1moutoit. B AMail Bl MoXkeTe yrpaB/isiTb HECKObKUMU YU€THBIMH
3aMMCSIMU OIHOBPEMEHHO, paboTaTh C KaleHJapeM U afipeCHOM KHUTOM.

B /jaHHO¥ r71aBe pacCMaTpUBArOTCS 6a30Bbie U PaCIIUPeHHbIe QYHKIMN
TI0UTOBOTO K/IMeHTa. Harpumep, co3ziaHue v OTIpaBKa COOOIeH i, [o0aBieHe
TIO/ITIMCH K COODIIeHHI0, Co3/laHre COOBITHH U 3a/jau, GUIbTPAI|s COOOIIIeHUH,
TIOZIK/TFOUeHHe KasieHjapeii, o6aB/ieHre aZipeCHbIX KHAT U MHOTO€ JIPYTOe.

AMail noagepxuBaet pabory ¢ nporokosamu HTTPS, SMTP, ESMTP, IMAP,
POP3, CalDav + ActiveSync, EWS.

6.1 HacTtpowka noytoBoro knueHta AMail

[Tocne oKOHYaHMSI yCTaHOBKH TMOSIBUTCSI OKHO HaCTPOMKM UMetoltieiicst y Bac
y46THOM 3anucu. B cooTBeTCTBYyMOIIMe 11011 BBeiUTe Bailie vmsl, azipec umeroreics
3/IeKTPOHHOM TIOUTHI Y TIap0Jib OT BBE/IEHHOM MOYTHI, 3aTeM Ha)KMHUTe Ha KHOTIKY
IIpopo/mkutk. Eciii Bel X0THTE CO3/1aTh HOBYIO 3/IEKTPOHHYIO TTOYTY, TO HA)KMHUTE
ITo/lyuuTh HOBBIH afpec 3/IeKTPOHHOM MOYTHI. ...

Bawe vmA:  MBaH MBaHoE Balue MmA, Kak OHO OTOBpaXaeTca Y ApYrMx

Aapec 3n. noutel:  Ivanovivan@exampleruy  VIMerowasaca y Bac yuétHad 3anvch 3NeKTPOHHOR NouTsl

I'Iagr:mb: (IYTTTTT]

3anoMHWTL Naponb

MonyymTs HOBBIA aApPEC INEKTPOHHOW NOYTHL... MpoaonxnTL OtmeHa

Bribepute nipotokos. IMAP siBisietcst 60/iee COBpeMeHHBIM U
NO/THO(YHKIMOHA/IbHBIM [IPOTOKOJIOM IO cpaBHeHHI0 ¢ POP npoToko/oMm.
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Kondurypauwa Haigeda e 6aze ISP 8 Mozilla

O IMAP (yaanéHHbIA AOCTYN K Nankam) () POP3 (XpPaHWTb NOUTY Ha BalLEM KOMMLHTEDE)
Bxoamswasn: IMAP, imap.gmail.com, S5L
Woxogawas:  SMTP, smtp.gmail.com, SSL

Mma nonszoeatena:

HacTpoika spyuHyro lotoBO OTMeHa

BbI Takke MoKeTe 00aBUTh HOBYIO 3/IEKTPOHHYIO TIOUTY HaXkaB Ha
JJIeKTPOHHAs M0YTa B HaCTPOMKax YYETHOM 3arucH.

=] _
A® HacTpoWTb YUETHYIO 3aNMCh:

=l InekTpoHHaA nouTa@j Syar W Tpynnbl HOBOCTER % BAOTW W IEHTHI HOBOCTEH *B AMailEx

6.2 [obGaBneHue y4eTHbIX 3anucewu

AMail coxpansieT Bce coo01mieHus1, TTapo/iv B Habope (aityioB, KOTOPbIi
Ha3bIBaeTCs JIOKa/IbHbIN MPO(U/Ib, XPaHUTCS OH B OT/Ie/IbHOM PacIioioyKeHU!
OTHOCHTE/ILHO TIPOrpaMMHBIX (aiiioB AMail. Bbl MoXXeTe XpaHHUTh HECKOJIBKO
nipodusiert AMail, Kaskaplii U3 HUX COZIEPXKUT OT/Ie/TbHBIA HaOOP MO/Ib30BaTe/TbCKOMH
vH(OopMaIuu.

15151 co3jaHust HOBOTO POQU/IS OTKPbIBaeM npunokeHue AMail.

«AMail» «HoBoctu» — «work group»

| rpynnet wosocreit

@ vopasnenve no Awcxan va pynn Hosocrei

Tpynnui HosocTe/i = Brorw 1 newtui Hosocteri  *8 AMailEx

Mapaerpsi a6roHOMHOf paGorsi

< (1) eponpwemia v Tosyne Groaarme

B pasgene YuerHble 3anucH BbiOpaeM yHKT IIpocMoTp mapameTpoB 3Toi
YU€THOM 3amucH.
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MapameTpbl yHETHO 3anKMcK

v B flokanbhbie nankm
AHTH-cnam duaeTp

,ﬂHCKOEDE NpOCTRaHCTED

| work group
MapameTpel cepeepa
Konum u nanku
CocTaeneHne W agpecauna
CHHXPOHWZELMA 1 XPEHEHHE

HacTpoiikn aeTo apxuenposa..,

HacTpoiikn aeTo apxuenposa..,

4l Cepsep noxopauies nour. ...

JleficTBnA 4nA yqETHOA 3anmcn =

*

MapameTphl yuérHoid zanuck - <work group>

Wma yugTHoA sanncu: |work group |

JIMuHEIE 4aHHEIE

Ana KaxaoR YyHETHOR 3aNKMCK MMERITCA NEPCOHANBHBIE JAHHBIE, KOTOPBIE CMOTYT
YEWAETE YMTAFOLLIME BALLW NWCBME 3APECaTHI,

Wmaa OTNPAENTENR: | User

Aapec 3NEKTPOHHOR NoYTLE | user@test.ru |

Aapec ana oTEETA: | Meonyyatenw GygyT oTEEYETE N0 3TOMY aApECY
OpraHusaumg: |
TekcT noanucu: ] Mcnonssoeate HTML {Hanpumep <b>wnpHblii</b>)

[] Bcraenate nognuce uz taiina (terct, HTML wan kaptrniy):

Broibpartb...

MpHKpeEnnATE BUENTHY D K3PTOUKY K

PenakTipoBaTe BMSMTHYHD KEPTOUKY...
cooBuEHAM

Cepeep ucxogAwei noqTel (SMTP)

Mcnenesceate CEpBEp NO YMOAYIHUID ~ | Mamenute SMTP-cepeep...

JonoaHuTeneHbIe aapeca 3J'IEKTpDHHOﬁ NOYThI v

O

HaxvimaeMm Ha pa3gen JleiicTBUS /11 y4€THOM 3aNMCH.

JoBaenTe YHETHYHD 33NWCE NOYTHL..

JoBaenTe YHETHYHD 3aNMCE H4aTa..

JoBaEnTe YHETHYHD 38N CE NEHT HOBOCTER. .

JoBaenTe ApyTyHe YYETHYHD 33NN Ck...

JoBasnte yuetHyo 3anuce Microsoft Exchange...

YETAHOBMTE 0O YMONHAHWHD

¥aannTe y4ETHYHD 3aNNck

B mosiBuBITIIEMCSI OKHE MO>KHO BbIOpATh:

1. lo6aBUTH yU€THYIO 3alIUCh MOYTHL... (00aB/seT UMEIOIeNCs afpec

3JIeKTPOHHOM TOUTHI, MyTéM BBO/Ia JJAHHBIX T0JIb30BaTess], Bl Takxe MorkeTe

TMOJIyYNUThb HOBBIM a/ipec 3/IeKTPOHHOU IOYTHI).
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HacTpoika uMmerowedcs y Bac yHETHOA 3aNWCK 3NEKTPOHHOA NOYTE
Bawe nma: | MeaHoE | Baiue umn, kak oHo oToDpaxaeTca y Apyrix
Agpec 30, NoOYTkE | user@test.ru | MrieroLanca y Bac yYETHAR 33MMCE 3NEKTPOHHOR NOYTS
Mapone: u-l |

3EI'IDMﬂI.'1Tb napone

MonyunTe HOBEIA aApEc 3NEKTPOHHON NOYTEL., MpoaonxnTe Crmena

2. J100aBUTH YYETHYIO 3alIMCh YaTa... (JAHHBIA CePBUC TI03BOJISIET BhIOPATh
TIPOTOKOJT YaTa Jijisi MTHOBEHHOTO 0OMeHa COOOILeHUsMHU):

Google Talk
- IRC

Twitter

XMPP
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MacTep cosgaHva y4eTHOW 3anKck YaTa et

Mpotokon yata

BeiBepute npoTokon 4nA BalLel YHETHOW 3aNKMCK M3 3TOTO CNMCKE.

Wk Google Talk
¥ IRC

W Twitter

W XMPP

< Hasag Hdanee > CTmena

3. lo6aBUTH YUETHYIO 3aIHCh JIEHT HOBOCTEH. .. (C TIOMOILbI0 YUETHOM
3aruCH JIeHTbI HOBOCTEH BbI MOyKeTe /[00aB/isiTh MHTePeCHbIe BeO CaliThl B
pasfienn «CTaTbi» U CIeAUTh 3a 0OHOBIEeHNeM KOHTEeHTa Ha IaHHBIX UHTepHeT

pecypcax).

MacTep y4eTHOR 3aNKMCK NEHT HOBOCTERA x

HMma yuErtHoi zanucm

Beeaute vmAa 370l yuETHol 3anucn (Hanpumep, «PaBovans, «/luunans
wnK «[ pynnel HoBoCTER:=].

QPR TR LT SN o A M JIEHTRI HOBOCTERN

< Hazap Hdanee = CTmena
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4. 106aBUTH APYI'YIO YUETHYIO 3aNMCh... (JaHHbII pa3jesn fo0aB/seT HOBYIO
YUETHYIO 3aIUCh).

B nosiBuBIIIEMCsI OKHe BbiOrpaeM J[00aBUTh APYTyr0 YUETHYIO 3alUCh....

[TosiBnsieTcs okHO «MacTep yuéTHBIX 3anuceii», HaxuMmaeM Jlasee.

MacTep yd4ETHBIX 3aNUCER x

MNapameTpbl HOBOW YUETHOW 3anKCK

YroBel nonyyaTte cooBLIEHMA, CHAYANE HYHO CO34aTh YYETHYHD 3aNUCh,

3ToT mactep cobepéT nHbopMauuio, HeoBXo UMY ANA CO3AAHUA YHETHOR 3anucu. Ecnu Bkl
HE 3HAETE BCeid HeoBxoAMMOR MHDOPMALMKY, CEAMWTECE C BALLIMM CHCTEMHBIM
3AMUHWCTRATOPOM WAN NOCTABLLMKSM yonyT FiHTepHeTa.

Bribepute, Kakod TUN YYETHOR 33MNMCKA Bbl XOTUTE CO3A3ThE:

(@):YuETHan 3annce HOBOCTEN

< Hazap Hdanee = Ctmena

B pa3nesne IlepcoHanbHbIe JaHHBIE BBOAUM YUETHBIE 1aHHbIE, HAXKUMaeM
Janee.
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MacTep yuETHEIK 2anucei

[NepcosanbHble JaHHbIE

na kawgoid YUETHOM 2aNUcK UMEHITCA NEPCOHANEHEIE 43HHEIE, KOTOPEIE CMOTYT YBHMAETE
YNTEAHILLME BALLKM MNCEME 3APECATEI

BeeguTe umA, koTopoe BygeT NoABAATECA B none «0T= npu oTnpaske cooBuleHnid (Hanpumep,

«llean leaHoB=).

Boieognmoe uma: | user

BeeauTe BaLL 3apeC INEKTPOHHON NOYTLI, Ky4a ApyTre ByayT oTNpasnaTe BamM coobLLEHNA

(Hanpumep, «user@test.ru=].

Agpec 3NEKTPOHHOA NOYTLI

user@test.ru

: HESEA Oraena

[Mosinsiercst pa3aen MHdopmaius o cepBepe UCXOAAIIEH MOUTHI, BBOAUM

JdaHHbIe, HA>)KMMdeM I[anee.
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MacTep y4ETHBIX 3annced *
Wudopmaums o cepeepe BEXOAALLER NOYTH
BeeauTe uma ucnonssyemoro samu cepeepa HosocTel (NNTP) (Hanpumep, snews.test.rus),
Cepeep rpynn HoBocTel! | news.test.ru

Beoavm Ums yuyéTHol 3anucH, HaxxuMmaeMm [lasnee.

2024 2. OO0 "AJIMU MapmHep"©




362

MacTep yyETHbE 3anucei x

Mma yustho# 3anmcn

BeegnTe nma 310l yuETHOM 3annck (Hanpumep, «Pabouans, «/luyHass nan « pynne
HOBOCTEN®],

KMma yuetHon sanncn: | work graupl

E HEBH.ﬂ. e

[TosiBnisieTcst pa3zen o 3aBepilieHUH HaCTPOMKU YUETHOM 3alMCH, POBEPsieM BCe
Hallli BBeJIeHHbIe JlaHHble, Ha)kMaeM I'oToBo.
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MacTep yyETHbE 3anucei x

MNozppaenaem!

MoxanyAcTa, NpoBEPLTE, 4TC NPUBEELEHHAA HUXE WHGOPMALWA BEpHAE,

Kraa yyeTHoW sanncm: work group
Ajpec 3NEKTPOHHOA NOYThE user@test.ru
Mma cepeepa HosocTel (NMNTP): news.test.ru

WMma nonesoeatena (SMTP-cepeep):  user

Haxmute «[oToBo=, YyToBbl COXPaHWTE TEKYLLME NapamMeTpel M 3aBeplunTe patoTty «Mactepa
YHETHBIX 3anuceds,

< Hazag [oToBO OTmeHa

5. lo6aBuTh yuéTHyI0 3amuchk B Microsoft Exchange... (ipu ucrosib3oBaHUA
yueTHO# 3armucy Exchange coo6rieHust 3/1eKTPOHHOM MOUTHI I0CTABJISIFOTCS B
Balll TIOUTOBBIM 3JIEKTPOHHBIN SIIUK).
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JotaenTe yueTHyo sannce Microsoft Exchange... x

MepcosansbHele gaHHBIE

Agpec 30, nouTeL |[cu.ﬁ;e:.am;:ia-:cm |

Mapone:

| Mapone |

[+ 3anomamTe napons

Anna Bxoaa B Bay yHeTHYHD 3annce Microsoft Exchange wcnonezoeaHbl y4eTHBIE JaHHBIE
Aoneda. (BonbUMHCTED NoAb3I0EaTENER J0MHKHEl MCNONL3DEATE CEOA 3APEC JNEKTPOHHDNA
NOYTEI U MM HE TREBYETCA BRINOAHATE 3TY HACTPORKY)

(®) BoiiTi no aapecy 3NeKTpoHHoI NouTsl (pekomengyetca) (E)

(") Boiiti no umenn nons3oeatens u gomedy (U)

Klma nonssoeatena (5)

Homen (O}

< Hazag Hanee = Crrmena

6. YaanuTh y4éTHYIO 3aMMCh... (JaHHBIM pa3zesl MoMoraeT y/1aJuThb
BbIOpPAHHYI0 BaMH YUETHYIO 3aMMCh).

¥aaneHwe yHETHOM 23NMCK 1 JaHHbIX >

Bl AEfCTEMTENEHD X OTUTE YAZNWTE YHETHYH 3anKce «work groupsT

¥aaneHwe nHgopmaune ob yUETHOR 3anncK

[]¥aanenme gannen coobuyeHmi

Yaanute CTmena JononHWTENEHEIE CBEAEHNA

6.3 Co3paHue u oTnpaBKa HOBOro CoooLeHns

1. B nanenu uHctpymeHToB AMail HaxkmuTte KHOTIKYy Co3aTh (W11 Ha KHOTIKY

mEE
*#= > Coo0menue > Co3garn). OTKpoeTcsi okHO Co3aHHe COOOIIeH .

.i,l'lon)mmb v /Co_’.ﬂ,aTb v W@ Yar EI}A,quCHaa KHUMra

~ E flokanbubie nankn

B Yeanenre Cosaars coobuiere |l «MouTa» — «JloKaNbHbIE NaNKW»

2. B nosie Komy BBeziviTe aipec 3/1eKTPOHHOM ITOUTHI UeioBeKa, KOTOPOMY
XOTHTe OTNPaBUTh coobirieHrne. Haskmute Enter, 4To0bI 06aBUTH HOBOTO
nosiyyatesisi. YToObl 00aBUTH KOMUK0, CKPBITYIO KOO U 00paTHbII

2024 2. OO0 "AJTIMU MapmHep"©



MoutoBbIN KNneHT AMail 365

ajpec, He0OX0/IMMO HaXKaTh Ha PACKPBIBAIOLIYIOCS KHOTIKY, PacTIO0XKeHHY0
CJIeBa OT TIO/IsI BBOZA 3IEKTPOHHOM TIOUTHI afjpecaTa.

ol Komy: Iwanovivan@exampleru

™ Konwa: | PetrovPeter@example.ru

Kony: L\‘?

C KpBITan Kanua:

OBpaTHeIA ag,... el MponopunoHaneHeld — ~ ]

3. BbI TakKe MoOyKeTe TepeTalluTh ajipeca 13 aJipeCHON KHUT'Y B HOBOE
coobmenwue. [l 3TOr0 OTKPOWTe ajpeCHYI0 KHUTY, BbIOEpUTe HY KHBIN
KOHTaKT Y TIepeTaluTe ero B 00/1acThb T0/TyuaTesisi HOBOro coobienus. bosee
1o/ipoOHast MHCTPYKLIMS TI0 a/ipecaliii COOOILeH MM 37IeKTPOHHOM TTOUThI
rpe/icTaB/ieHa B pa3jene «/JobaBieHre HOBBIX MO/TydaTesieii».

.i.l'lonyumb ot ,ans,,anb b4 - Yat IIIAJJ,pECHan KHHFEL\]@ ‘Menca i YEbICI’prﬁ buneTp
4. B mone Tema BBeiTe TeMy Baitiero coobmieHus.

5. Beegure u oTdopmMatupyiiTe coobliieHe B TTAaHEN COOOIIeHMS.

Tema: Wcnonezosanue AMail gna yaoGrore oBuienus

ABay v MponopunoHankHLIR ~ B

MNpueet!

MpoayKT npeAHasHayeH s paboTsl C 3NEKTPOHHOM NOYTOM, YNPEBAEHNS KOHTAKTAMM, 3iPECHON KHUTOM, MMeeT GyYHKLMIO OpraHaiisepa
(NNaHMpOBLLMKE 33[34) CO BCTPOEHHBIM Ka/lleHAapem.

AMail nogaepuBaeT 0CcHOBHLIE NPoToKoAbl 0BMeHa NoYTOH M coBbITHAMM KaneHapA M NO3BO/AET NOAL3OBATLCA MM B Ka4eCTBE NOYTOBOrO
wveHTa gna MS Exchange u gpyrvux nouTosbix cepsepos.

6. st oTripaBKu COOOITeHHS MEMKHUTE 110 KHOMKe OTHPaBUTh WU HAKMUTE
Ctrl+Enter.

7. [Ons 3anpoca yBeZoM/ieHUs ( 0TUeTa ) O MPOUTEHUU UK YBeJOMJIEHHS O
JloCcTaBKe He0OXO0[UMO B peXkKUMe CO3/laHus COOOILIeHUs TePelTH B MyHKT
MeHI0 «HacTpoiku» ¥ OTMeTUTh Ha’KaTheM Ha COOTBETCTBYIOLLAN MyHKT

MeHI0 HeoOXOoZMMOe yBeZloM/IeHHe.
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@ada  [peewa Hea Bhw o Heapofies | dHopseesnTe  Cnpabcs
[T 14 1 C 5 h ]
kl’.]pqa-cl:n.uth s ' M e T S gt s Tl Shift e P
¥ | MNpoeepxa cpgorpagum npw Hafope Tewora
O 88 <ssppont Dalter-cr [T e CERH ¥
o iy Faen0aunann © NpouTisinmn

Yaasoamnanvs O A0CTARC

Koonpoexa TexcTa L]
PR AT Bl ]
Lt BAAHOTS ¥
Admay ¥ Mponopus oHas TEraecTn Th KON B NATHEY L]
|‘||'|l'.'|| T aApat OTRRARATa NN
Wngponare aro cooluss ne
- Moamecate M0 Co0G W ne

6.4 dopmaTMpoBaHue TeKCTa NUCbMa

M Baosute v

[lpy co3jaHuMM MHCbMa eCTb BO3MOKHOCTb (hOpMAaTHpOBaHUSl TeKCTa, a

MMEHHO - U3MeHeHue ¢opmaTta U CTUJIS TeKCTa

®aiin  [paBka Bua Bcrasute  @opwmat Hactpoikn WHcTpymeHThi Cnpaska
1, OTnpaBuTe | Joopporpagua v W3awura v B corpanure v

Or:  kolpakov.dy" <kolpakev.dy®@almi-partner.ru> kolpakov.

~ Komy:

=

3afaHHLIA opMaT v FreeSans ~ ._ Mw AT A | A AA

CHavanal no3HakoMbTeCh C MOMMI MaMOI W nanoi, [xeiH 1 Maiknom.
Mos Mama nioBuT YuTaTh, 2 MoiA Nana NoBUT UrpaTh B WaxMaTel ¢ MOUM BpaToM KeHoM.

Ona nomoxossika. [Tockonbky y Hee Tpoe NeTei, OHa BCerna 3aHsTa rno oMy,
Ona 3a60TUTCA 0 MOSH NPy OHOM cecTpeHke Mer, KOTOPOW TONBKO TP MecsLa.
Mos cecTpeHka o4eHb ManeHbkast u 3abasHas. OHa CMKT, 8CT W MHOTA Nnavert.
Mbl BCe nomoraem Hawen Mame 1 aeM e OTAOXHYTb Be4epoM.

Torga oHa 0BbI4HO YMTAET KHIMY UMM MPOCTO CMOTPUT Teneeusop. Moi nana epad.
OH BBICOKWIA M KpACMUBLINA. ¥ HEro KopoTkie TeMHbIe BONOCH! 1 cepble mMasa.

Moemy cTapuemy Bpaty KeHy ToNHAOLATb 1 OH 04eHb YMHbIRA.

OH o4eHb prD,DHK]ﬁMBbIﬁ yenoeek. OH OBONBHO CTPOr ¢ HaMK, HO BCerfda cnpaeennue.

Co3gaHue coobluieHMA: (6es Temsl) - AMail

SIZEE|Sv mv Ov

3HaKoMbTeChb € MOe CEMBEW. Hac NATERO — MOW POOWTENN, MOW CTapLWA 6par, MOA ManeHbKasA cecTpa U A.

Mosa mama CTPOﬁHaH 1 [IOBONbHO BLICOKARA. Y HEe ANUHHbIE phIXWe BONOCHI W Bonblume Kapue rnaza.
Y Hee o4eHb npuaTHas yﬂbléb(a 1 HeXHbli ronoc. Mos Mmama o4eHb noﬁpaﬂ 1 noHumarowas. Mol HacToswre OpYy3bsA.

OH XOpOowWo pasbupaeTca B MaTeMaTike W Bcerga noMoraeT MHe C Held, MNoTOMY 4TO A enBa NoOHUMAaK BCe 3TU NpUMepbl U 3afaqn.
Y KeHa pbiXWe BONOCH W Kapue rnasa. MeHs 30BYT Ixeccuka. MHe ofMHHaaUaTh. Y MEHA ONUHHbIE TEMHbIE BONOCH! 1 Kapwe rnasa.

51 He Takas yMHas, Kak Moii BpaT, XoTs 5 04eHb CTAPAIOCH B WKONE TOXE. 51 YBNEKaoCh TAHLIAMM.

Hawa TaHuesaneHas cTyaus Bolrpana KoHKype Ha Jly4wyto TaHuesanoHyo Ctyonio 2015 B npownom mecsue.
51 04eHb ropXych 3TUM. 51 TaKXe 04eHb MoBNio NoMoraTh MOer MaMe C MOEH ManeHbKo CecTPEHKOA.

Halua ceMbst o4eHb Apy:kHas. Mbl nio6um Opyr Apyra v Bcerna nolTaeMcs NpoBoAUTb BOMblUe BpeMeHN BMacTe.

1711 pelaKTUPOBAHUS TEKCTA BbI MOKETe BbIOpATh Ciefiyrolye hopMarh:

® OOBIYHBIN TEKCT

® AOG3arj

® 3aronoBku 1,2,3,4,5,6.
[ ]

[ ]

Agipec

3ajaHHbIl hopMar

BbI,E[EJ'II/IB TeKCT, MO>KeTe HMCI1I0/1Ib30BATh CTHU/IHN M3 CIIMCKA.
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aemd:

3anaHHbIA fopmat ~ {cMewarHoe) b
TMpOnopUNOHANBHEIR

MOH oL PUHHIA

il Helvetica, Arial

T
¥ Hee oyeHb npuaTHas i o
OHa pomoxo3sinka. Mock  Courier Cefa 3aHATa no gomy.
OHa 3aBoTutcs o Mogi f| DRA[TONLKO TpK MecALa.
Mos cecTpeHka o4eHb Mi Dejavu 5ans Mono 1T, [eCT 1 WHOrOAa nnaver.
Mbi Bce nomoraem Hawei .. 5 24@POM.
Torna oHa 0BbIHO HUT: angeu3op. Moii nana spay.
OH BbICOKWIA U Kpacueblff Freesans OChl 1 cepble rnasa.
OH oYeHb TRYNOMOBUBHI 0 o UMing TW MBE C fiamu, Ho Beerza cnpasesne.
Moemy cTapuemy bpat IMHbIRA.
OH xopouwo pa3bupaetds ARPLUMing HK ragT MHE C Held, NOTOMY 4TO 5 eBa NOHUMALD BCE 3TW MPUMEPDI U 3a0a4u.
Y KeHa pbixue Bonoch 2c¢uka. MHe ofMHHAaAUATb. ¥ MEHS INIMHHbIE TEMHbIE BONOCHI U Kapue rnasa.
51 e Takas yMHaa, kak iy ARPLUMIng CN b b WKONe ToXe. Sl YBNeKaloth TaHUAMU.
Hawa TaHuesanbHas cT! [ ARPL UMing HK wyfo T_aHueBaanyro_ Cryouto 2q1 5B MpoWnoM Mecse.
51 o4eHb ropXych aTum. f b NOeil MaMe C MOeii ManeHbKON CecTPeHKo.
Hawa ceMbs o4enb npyy AR L UMIng TW iodrna neiraeMes NposoaMTh Bonslue BpeMeHN BmecTe.
AR PL UMing TW MBE
Abyssinica SIL
Bitstream Charter
AHrnuiAckuii (b
Caladea

en i ¢ 0

E—Cantaroll

6.5 BcTaBKa CCbINKKU, AKOPS, N300pakeHus, paspenurens,
Tadbnuubl B NTUCbMO

HanHbili (QyHKIMOHAM HAXOAWTCS HA T/IaBHOW TMaHeIu peJaKTUPOBaHUs
NMcbMa:

CozpaHue cooblieHus: (6ez Temsl) - AMail - + X

@aidn Npaska Bwg Bcrasuts  @opmar HacTpojikn HIHCTpyMeHTbI Cnpaska
BIATE ‘ kopdsurparhmﬂ et ',Eau.uma bt HCDxpaHmh N ﬂEanMTh b

01 "kolpakov.dy" <kolpakov.dy@almi-partner.ru> kolpakov.dy@almi

™ Komy:

Tema:

Ab3aLy v TTpoNopLWOHaEHbIR e Ii Av AT A | AAA

1. Ccblika

[17151 BCTAaBKU CCHUTKU B 3/IEKTPOHHOE MHCcbMO B AMail:
MoO>KHO MCIT0/Ib30BaTh MBIIIKY Ha)kaTHeM Ha UKOHKY C KapTUHKOM, JIN00

1. Haxxmure Ctrl-K (Windows, Linux) niu Command-K (Mac).

2. BBepuTe TeKCT, KOTOpBIM Bbl XOTWUTE CBA3aTh (Harpumep, «cTaTtbsg Nely,
eC/I1 Bbl CChbUIaeTeCh Ha Kakylo b0 CTaThio) B moJie « TeKCT CChUTKN» .

3. HaxxmuTe Tab .
4. Beegute URL-azpec B pa3zene «Aapec 00beKTa CChbUTKHD .

o Ilpolre Bcero OTKpBITH CTpPaHWLy B OKHe WM BKIagke Opaysepa,
ckoriipoBaTh URL-azipec 13 afipecHO# CTPOKU U BCTaBUTh €r0 3/1eCh.

5. Haxxmute OK .
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CBOMCTBA CCHIMKK

TeKcT cChlNKK
BBegunIe TEKCT AnA oTobpameH A Cobkw;

CTaTbA MNel

Anpec 06beKTa CChINMKN

BeeguTe aapec BeB-cTpaHWUbL, NokansHoro daina unwn ecibepute
AKOPE WK 3aroN0BOK C MMEHEM M3 KOHTEKCTHOMD MEHH NOAA:

https:£wiki.alter-os.ru|

Buibpatk dain...

| |BRoduTe $aidn, oTKpEIBAHILWMIACA MO 3TOMA CCbINKe, B conbuleHme

JononHWTENBHOD...

OTmeHa O

Kpome Toro, Bel Takxe MOKeTe BbIJe/IUTh CYIeCTBYIOLMNA TEeKCT B BalleM
coobIleHHd UM TOJBKO 3aTeM HCIoJb30BaTh coueranue Kinauil Ctrl-K . 3atem Bam
nipocTo Hy>xHO BBecTd URL-azpec B pa3zene «Afipec 00beKTa CChUTKH» .

dynkiMoHan «BeiOpaTh ¢aii» aeT BO3MOXKHOCTh BCTaBUTh CCHIIKY Ha
datin. JaHHb (YHKIMOHAM aKTyasieH, KOTjja Hy>KHO TO0Ka3aTh ajpec daiisia B ceTeBOU
rnarke.

Ecm noctaBuTh ranouky «B/oxurh (aiii, OTKPBHIBAOLIUMKUCA 1O 3TOH
CCBUIKE B CO0OIIeHHEe», [TOTIOJTHUTETBHO K CChIIKe TIPUKPETUISeTCS caM (aiil.

2. sikopn

Ilns ympoleHusi TIOMCKa B JIJTMHHBIX COOOIEHUSIX MOXXHO B HEKOTODPBIX
MecTax /[elaTb CChbUIKM Ha TeKCT BHYTPU THChbMa (HarpuMep Ha KaKoW-HUOY/b
3aroJioBok). st sToro:

1. IMepeliTn K MecTy, Ha KOTOpoe cobupaeTech fenaTh CCbUIKY, BCTaBjsgeTe
"akopp" ("BcraBka" - "fIKopp C umeHeM..."). YKa3sblBaeTe UMS Jis1 SIKOPS
(/roboe, naTHHCKMMYU cuMBoJIaMu). XKmete OK

2. [TepeiiT K MecCTy, I/le XOTUTe pa3MeCTUThb CCbUIKY. Haxkmure "BcraBka" -
"CcpuiKa... Ctrl-K".

3. BBoguTe TEKCT, KOTOPBIN Oy/eT 0TOOpa)kaTbCsl TIOIb30BaTe0, a HIKE, B
BBINA/IAI0IeM CITMCKe BbIOepuTe uMsi sikopsi (#ums sikopsi). Haxxmure OK
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@aiin Mpaska Bug BcrasuTe @opmat HacTpoiiku HHCTpYMEHTEI Cnpaeka
| k0p¢orpa¢mﬂ ot QBau.wrra B HCDxpanrh b gEﬂD}KV\Th

01t "kolpakov.dy" <kolpakov.dy@almi-partner.ru=

L Komy:

Tema:

v mv v

3HakoMbTeck C MOel ceMbell. Hac naTepo - MoW poAUTENK, MOIA cTaplini GpaT, MOS ManeHbKa f seaaa Yana
No3HaKOMbTECh C MOWMI MaMoi U Nanon, [kedH 1 MaiknoM. Moa MaMa NtobuT YuTaTs, a Mot Ni 3= KOs b B
waxMaTsl ¢ MouM BpaTom KeHom. Moa Mama CTpoHas U AOBOJLHO BLICOKaA. ¥ Hee AJIMHHLIE Pbl g3 Wactpaxerme  OJbLUME
Kapue rnasa. ¥ Hee o4eHb MpMATHARA YNbIbKa W HeXHbIA ronoc. Mos Mama oYeHb fo6pan WM NOHUK _ Pazgenuren,  STOALLME
npy3bA. OHa aomoxo3akKa. MockonbKy ¥ Hee Tpoe feTeil, OHa Bcerga 3aHATa no gomy. OHa 3ab pyOHOR
cecTpeHke Mer, KOTOPOI TONLKO TpK Mecsiua. MoA cecTpeHKa o4eHb ManeHbKas W 3abaBHasn. Ok ) Tabrvua {orpa
nna4eT. Mbl BCe NOMOraeMm Halleld MaMe W AaeM el 0TAOXHYTL BedepoM. Torfa oHa 06bI4HO YMTaeT KHUMY WM NPOCTO
cMOTpUT Teneensop. Mol nana Bpay. OH BbICOKWIA U KpacuBbli. Y HEro KOPOTKWE TeMHbIE BOJIOCH! U cepble ras3a. OH 04eHb

o
=2

Ab3ayy ~ MponopyroHanbHeIA bt .7 Aw A" A | AAA

3. N300paxkeHue

B packpebiBLIeMcsi MeH!O BbiOepuTe MyHKT «V1300pakeHre».

¢ Cewinka

3= Akops

[ad Mzo0bpaxeHne
= Pa3nennTens

HH Tabnuua

OTKpoeTCcsi OKHO, Tjle C IIOMOIIbI0 KHOIMKH «BbIiOpaTh daiin» Heobxoaumo
yKasaTtb Hy>KHOe n300pakeHne 1 Haxkmute OK.
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CBoOMCTEa N306paXeHWA
Agpec PazMmepsl BHeWHWE B Coeinka

Agpec n3obpaxeHuA:

filew/#fhome/admin/%D0%A0%D0%B0%D0%E1%D0%BE®D 1%E87%D0%BE%D0%E9%20%D1%81%0D1%8

|+ Bnowte 3t0 naobpaxeHue B coobBuleHne \ Bribpatk daiin...
BCnabiBakoLan nogckaska:

. 'F‘nﬂhTEpHaTMEHbIIﬁ TEKCT:
/He ncnons3oBath a,"lhTEpHaTMEIHbIIH TEKCT

MpepBapHUTeNLHBIA NPoCMOTP M306paXKeH A

" McxogHbIA pazmep:
‘ WvpwuHa: 1024
BricoTa: 768 dononHUTeNsHO...

OTmeHa Ok

Bce, Temepb BbIOpaHHasi BaMM KapTWMHKa W (Gotorpadust BCTaBIeHa
HETOCpe/ICTBEHHO B CaMO TTMCHMO, a He JJo0aB/ieHa KakK TPUCOeMHEHHbBIN (aii.

Ectb Takue Bkinagku Kak Appec, Pa3mep, BHeminui Buj, CcbliKa.

1. B agpece ykasbIBaeTCsl afjpeCc «IyTb» H300pakeHUs. MOXKHO TakKke
BMUCaTh «BcmbiBaroiyo MoAcKasKy», «AJIbTePHAaTUBHBIA TEKCT», U
«He ncnonb30BaTh ajibTepHAaTUBHBIN TEKCT».

HakaB KHOTIKY [OMO/ITHUTeJTBHO MOKEM HCII0/b30BaTh aTpubyTer: HTML-
arpuoyTsl, CTHieBoe opopmienue, CodbiTus javaScript.

2. B pasmepe ykasbiBaeM pa3Mmep KapTMHKU. MOXHO MCII0/1b30BaTh Kak
«VcxonHbIN pa3Mep», TaK U MOXKeM «3aZlaTh pa3mep».

BHemnuii Buz mo3Bossier BbiOpath «Ilosisi» u «Pacrosio)keHue TeKCTa TI0
OTHOIIIEHHIO K U300pa)keHHIo», Tak ke B JIOMO/IHUTebHO MOXXeM WUCII0/Ib30BaTh
aTpubyTel: HTML-aTpu6yTsi, CTH/1eBoe odopmieHue, CodbITHsA javaScript.

3. Ccpuika. MbI MOXXeM HCII0/Ib30BaTh KAPTUHKY KaK T'MITEPCCHLIKY.

4. Pa3penuresb

[na co3maHus BU3yalbHOM TPaHULIBI MeXZAY Ppas3/d4yHbIMUA TEeKCTOBBIMHU
O710KamMM B TTUCbMeE MCTIONb3YIOT TOPU30HTA/IBHBIN pa3jenurenb. Pa3nenmurenb OTHOCUTCS
K 3/1eMeHTaM CTPYKTYDUPOBaHMSI TEKCTa U CJIYXKWT AJi1 JIOTUYEeCKOrO pasrpaHUYeHUst
Pa3/IMUHBIX TEKCTOBBIX (DparMeHTOB.
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6.6

Tema:

OBLIUHbIA TEKCT < MponopUUoHaNkLHEI w l_ Mw AT A | A AA | TIIEE| v av Ov

5. Ta6imna

dyuk1ms «Tabnuia» Mo3Bo/sieT BCTaB/IATh TAOMUIy B TEKCT MUCHMa

BcTaeka Tabnuubl

Pazmep
1 Crpok: 2 |
e Mpon CronBuoe: | 2 A A A
LnpuHa: 10 % OT pasMepa okHa ¥
[panuya: | 1 nuKcenos
JonoNHWTENEHO...
OTMeHa OK

B Jlomo/iHUTeTbHO MOXXeM HCIo/ib30BaTh aTpuOyThl: HTML-aTpubyThl,
CruneBoe ogopmiienue, CodbiTHa javaScript.

MNMony4yeHue coobLieHUN

I17151 IpOBEPKY TIOSIB/IEHUsT COOOIIeHUH Ha)KMUTe KHOMKY I1o/lyuuTh B IaHe 1
WHCTPYMEHTOB.

B Nokanersie nankn | Yepes Amail - Omnpasneqs X |

_i_l'l YHNTE v /anﬂam v W Yar E:EAAPE(HER KHIra

Y

MonyunTe Hosble cooBLEHNA AnA SloKankHEIE Nanku h
3’ = = ouTa» — «JloKanbHble Nanku»

B
8 Vcxogawme
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6.7 ABTOMaTMYecKasi NpoBepKa HarMyns HOBbIX COOOLLEHUN

[To ymomuanuto AMail nmpoBepsieT Ha/lMuKe HOBBIX COOOIIIEHUH KaXK/bIH pas3,
Korjia Bul 3amyckaeTe ripuioxkeHue. OH TakyKe aBTOMaTUUeCKU TIPOBePsieT UX Ha/lhnuue

Kaxkzaple 10 MUHYT. Bbl MOKeTe U3MEHUTb 3TO BpeMs:

1. [IlénkuuTe Ha [IpocMoTp mMapamMeTpoB 3TOM YUETHOM 3alUCH (WX Ha
EEE

mEE o . o
KHOTNKy *** > Hacrpouku > [TapameTpbl y4éTHOM 3aNMCH)

‘ YuérHele 3anucu

@‘ MpocmoTp NapaMeTpoB 3TOW YUETHOR 3anncn

2. Ha maHenu yuéTHbIX 3amuceid, Hakmute Ha IlapameTpsl cepBepa.

MapameTpel cepeepa
Konuw 1 nanku

CoCTAaBNEHHE K dapecaumna

3. BribepuTe uHTepBan BpeMeHH B TlapaMmeTtpe IIpoBepATh Ha/IMUHe HOBBIX
coo0meHni Kax/ple ... MUHYT. Eciti Bel He xoTuTe, uto661 AMail
aBTOMAaTHUECKH TMPOBEPST HallnuKe coobIeHnid, yoepuTe (h1a’koK C 3TOro

rapameTpa.
MpoBepATE HANWYKME HOBBIX COoBLLEHWA Kakable 100 FNHYT
4. YT1o0OBI BKIFOUUTH WIH OTK/IIOUNUTH dBTOMAaTH4Ye€CKYIO IMTPOBEPKY HOBLIX
coo01rieHr MpU 3aMycKe, MOCTaBbTe WK CHUMHTe (hiakok IIpoBepsATh

MOYTY HPH 3aImycKe.

MpoeepaTe NouTy NpW 3anycke

6.8 ABTOCOXpaHeHue

ITo ymonmuanuto AMail coxpansieT coobirieHre, KoTopoe Bbl nuimTe, Kax/ble
MATb MUHYT. BBl MO>KeTe U3MEeHUTb 3TO BpeMsi:

1. HakmMuTe Ha KHOIIKY > HacTpoMkHu.
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b Aucnetuep paboTel

DuneTpel coobleHnid ¢

Hactpoiikm L} ¥
Mapamerpel yYETHON 3anucK "
MaHens meHH 5
~  [laHenb MHCTPYMEHTOB NOYTHI 3
MaHens BWga Nanok 5
Manens BoicTporo guneTpa 5
~ CTpoka CoCTOAHWA 5
MaHens MHCTPYMEHTOE... »
PazBueka okHa »

2. Bribepure CocTaBiieHue.

3. BriGepeTe uHTepBaa BpeMeHHU B TlapaMeTpe ABTOMAaTHYeCKH COXPAHATH
coo0eHue Kax/jple ... MUHYT. Eciu Bel He xotute, uTo661 AMail
aBTOMaTUUECKH COXPaHsIT COOOIIeHUSs], OTK/TIOUUTE 3TY HACTPOUKY.

Hactpoiiku X
- S U
T ARG B
HE EE v o
OcHoerele  OtoBpaxenwe  CocTaeneHwe Yar MpuearHocTe 3awmra BnosenHele paine  Kanengape  JononHuTensHele

OcHoeHble Agpecaums Opdorpadus

Mepeceinate cooByeqna: | BHyTpw cooBuenna [+ aoBaenate pacluMpenue K umenn daina

[ Asromarnueckn COXPaHATE COOBLLEHNE KaNabIE 55 MUHYT h

6.9 3ByKOBble yBeAOMNEHUA A1 HOBbIX COOOLEHN

BribepuTe CBO# 3BYKOBOM CHUTHaJI //Isl HOBBIX COOOIIeHHI:

1. HakmuTe Ha KHOIIKY > HacTpouku.
2. Beibepure OCHOBHBIE.

3. B pa3gene ITpu nosiB/ieHUH HOBBIX COOOIEHUH BbIOEpHTE
onuuio Mcnonb30BaTh c/1eylomui 3ByKoBoi (aii.

4. HaxkmuTe Ha KHOTIKY O030p....
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Hactpoiikn x
a 3 igmi
T . -
tle mE v A
OcHoeHble  OtoBpaxeHne  CocTaBneHne Yat MpuEaTHoCTE 3awnTa BrosenHble dains Kanenaape  JonocaHuTensHele

CrapTosan ctpanuua AMail

Mokaswigate cTaproeyto cTpaHuly B oBaacTu npocmoTpa cooBulenna npu sanycke AMail

Appec: | https://alteroffice.ru/amail

BoccTaHoBWTE
Mowuckoean cucTema no YMOAYEHWUHD
4 Angexc ~ +
Mpw NoABAEHUKM HOBBIX COOBLLEHN:
MoKa3bIBaTh YEEAOMAEHNE Hactpounts...
NokasaTe 3Ha4OK B Tpee
Moaagate 3BYKOBOR CUrHaN Mpocnywats
() CMCTEMHEI 3BYKOBOR CUFHAM O NPUXOAE NOYTEI
(®) Vicnonezosate cnegyrowii 38ykoBoi ¢|aﬁn§
==

5. Beibepurte 3BYKOBO# (haii U HA)KMUTE KHOTIKY OTKPBIT.

6. Bbl MoXKeTe mpocyIiaTh 3ByKOBO# (paii, HakaB Ha KHOTKY IIpoc/iymars.

6.10 HacTpo#Ka y4€THbIX 3anucen 3NEeKTPOHHOU NOYTbI

Korga AMail 3arpysaet coo0irieHus1, OH UCII0JIb3yeT KOH(PUTypalLjiio Ha
ctpanuie IlapameTpsbl cepBepa KaXk101 YUETHOM 3aryCHy 3/1eKTPOHHOM MOYTHI.

Kaxkapiii afipec COOTBETCTBYeT OJHOMY cepBepy Bxozsier nouts! (POP umi IMAP).
11 n3MeHeHYsl TapaMeTpOB YYETHOM 3aITUCH:

1. lénkuute Ha IIpocMoTp mapameTpoB 3TOH YUE€THOU 3anmucH (WIK Ha

EEE - . -
KHOIIKy **® > Hacrtpo¥ku > [TapameTpsbl y4éTHOU 3aN¥CH).

{ YuérHble 3anucu

ﬁb MpocmoTp NapameTpoE 3T YUETHOW 3anucy

2. Ha naHenu y4yéTHBIX 3anuceil, HaxmMute Ha [lapameTpsl cepBepa.

Mapamerpel cepeepa
Konuw u nankm

CocTaeneHne dapecalna
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MapameTphi cepeepa

Tun cepeepa: Moutossiit cepeep IMAP

ma cepeepa: |imap.gmai|.com | |'|051T:| 993> Moymonuarueo: 993

Mma nonssosatens: |y0urName@exampIe.ru |

Hactpoiikn 3awmtel

3aWKMTa CoeaMHEHMA: S5L/TLS e

MeTog aytentudukaum: | OAuth2 s

AMail ornpaBnsiet coobirienust Ha Tor SMTP-cepBep, KOTOPBINM Ha3HAUeH
BbIOPAHHOMY TIOUTOBOMY SIIITUKY:

1. lénkuuTe Ha IIpocMoTp mapamMeTpoB 3TOH YUE€THOU 3anmuCH (W1 Ha

EEE < . <
KHOIIKy **® > Hacrpouku > [IapameTpbl y4éTHOH 3anmcu)

[ YuérHble 3anucu

ﬁb MpocmoTp NapameTpoE 3T YUETHOW 3anucy

2. Ha maHenu yuéTHbIX 3amuceii Boibepete CepBep HCXOAAIIEH MOUTHI
(SMTP). lIlénkHuTe 110 HEMY.

3. Bribepute U3 crivcka cepBep U HAKMUTe KHOTIKY VI3MeHHUTb....

4. Buecure n3meHenusi B okie SMTP-cepBep n Haxkmute OK, uT005I
COXPaHUTb U3MEeHEeHUS U 3aKPbITb OKHO.

SMTP-cepeep et

Hactpoikm

Onucanwe: | Google Mail |

rn cepeepa: | smtp.gmail.com |

Oopr: 4655 Mo ymonuanmo: 465

3awmTa v ayTeHTHdMKaLma

3aLITa COEQMHEHIAS SSL/TLS ~
Metog ayTenTrudgukauun: | QAuth? b
Mma nonezoeatena: |yDurEmai|@E}cample.ru

Ok Ctmena

Jins yao6cTBa padoTsl ¢ MHTEP(eiicoM MOUYTOBOr0 KJIHEHTa HMeeTCsl
B03MO)XHOCTh H3MEHEHHs MPe/ICTaB/IeHUs 0TOOpayKeHHsI.

Jiis1 3Toro Heo6xo0MMO BbIOPATh MyHKT MeHI0 «Buj-Pa30uBka okHa» H
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MNEePEK/TNYUTDb B HHTEPeCyroiljee nmpeaCcTaB/I€eHHE.

@aiAn  Opaeka Bug Mepexod  CoofleHwe  COBLTMA M 33faun  VIHCTPYMEeHTEI  Cripaeka

5| Brogawwme - iva Ooka3aTb/CKphIT > | | @ 3agauun x

Pa3buBka okHa > Knaccuueckunia su

b, Nonyunts |~ OF A
1 Nankui > LUMpOKIA B

» 4 orlov.soon m b A

INOKEHWA

w [ ivan.ii on ma MeponpuaTua > O BepTukaneHelA Bug

E. BXoAR » [Q MaKens nanok
» || YepHosui

E: Otnpaenet 4 E] VIHCTPYMEHTEI NaHENW NAN0K

@ Hexenate CopTrpoBka > [g O6nacTe npocmoTpa cooblieHnin F8
» &3 Ypanenus L

ObcyskaeHna »

[E5] Mcxogawm SOV

il 3ametin 3aronoeku »
b Bl Ownbin cf Teno cooBLieHmA B BUgE »

lll Drafts

il Templates (¥ Mokazsigats enoxenna & Tene coobluenis Ha BeBuHap "«MnopTosamewere © AlTMI MapTHep. OnepauMoHHa:
» ll Trash Macwrab >

il Working Se . lap

: ieBuHap "dimnopro3ameltesne ¢ ANMK MapTHep. ONepauKMoHHaR 1
Ctrl+l) eue "Hosas BcTpeua”

» = NokankHeie r

6.11 OTBeT Ha coobOLleHue

715 oTBeTa Ha coobiieHre Bbl MOXKeTe HCI0/Ib30BaTh OJIWH M3 CJIe[yIOIINX
METO/IOB:

LLL}
1. Haxxmute Ha KHOTIKY *** > Coo0inenue > OTBeTuTh/ OTBETHUTH BCEM/
OTBeTUTH B PaCCBUIKY.

2. B maHenu MeH0 coo011ieHus IENKHUTe TI0 KHOTKe OTBeTHUTb.

‘METKE w BeicTpeit GraeTE Q| Mowck = Ctrl+ K>

") Oteetwts | ~% Mepecnate  [=] Apxuenposate @ Cnam

3. [IJénkaMUTE TpaBOM KHOMKOMN MBIIIN TI0 COODITIEHHIO B CTIMCKe COOOIIeHnH 1
BbIOepuTe OTBETHTH O0THPaBUTE 0, OTBeTUTH BCeM 1 OTBETUTH B

PacCChLIKY.

OTeeTHTE OTNpaEMTEND I}51
COTEETMTE BCEM

OTBETWTE B paCcChUIKY

6.12 TlMoanucu

[Moanycs — TEKCT, KOTOPBIM aBTOMaTHUeCKU A00aBIseTCs K KaXKJ0MY
coob11jeHHIo, KoTopoe BbI oTIIpaB/isieTe, BK/IIOUasi Kak HOBbIe COOOIIIeHUs], TaK U OTBEThI
Ha Bxoggiue coobijeHns. OHa 0ObIYHO UCTIOMB3YIOTCS AJIs1 TIPeJ0CTaBeH s
JIOTIOJTHUTE/TbHOM KOHTAaKTHOM UH(OpMaLiH.
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7151 co3manust OAMMCH HeoOX0AUMO TepeiiTH B pa3zen IIpocmotp

() . () . EEE o
napaMeTpoB 3TOH YU6THOHM 3anucH (WM Ha LIEJKHYTh Ha KHONKY *** > HacTpoiku
> IlapamMeTpbI YUYE6THOM 3aIIMCH)

I YuérHele 3anucu

@J MpocmoTp NapameTpoe 3T0H YUETHOMR 3anvcK

Eciu y Bac HeCKO/IBKO YUETHBIX 3arMcel 3/IeKTPOHHOM MOUThI, HEOOX0JUMO
HaCTPOMUTb MOANUCH OTZEIbHO [/ K&XKJ0W yUeTHOU 3alMCH.

IToanuch B BU/je 00BIYHOI0 TEeKCTa

YTo0ObI HACTPOUTH OOBIYHYIO TEKCTOBYIO TIOAIUCDH, BBEJUTE TEKCT, KOTOPBIN
HY)KHO TIPUJIOKUTD K K&XKJOMY UCXOJSIEMY COO0IeHuto, B TIosie TeKCT Ilogmucu.

TekcT nognucu: L Wenonezoeate HTML (Hanpumep < b>supHiiii</b>)

Weanos HeaH
www . example . com
Ten. :+799999999499

OTtobpakaTbcs OyIeT B CIeyIOIeM BU/IE:

Tema:

ABzay o MponopunoHaneHeli

Heanoe Wean
WL . example. com
Ten. :4+79999999999

HTML noanucu

Hnst ucnonb3oanusi HTML dbopmaTtupoBanus Baitieli moanucu, ycTaHOBUTe
¢dnaxxoxk Mcmonb3zoBarb HTML. 3ateM oThopmMaTUpyiTe TEKCT MOJITMCH, UCTIONb3YS

HTML pa3meTtky.

TekcT nognuci: WMecnonesoeate HTML (Hanpumep <b=xupHeii</b>)

<b>*HWBaHoe HWBaH</b>
{br><em>www.example . com</em=<br/ >

Ten.:+79999999999

OtobpaxaTtbcsi OyZeT B CIeyIOIIeM BU/Ie:
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Tema:

Abzay i MponocpunonaneHeld B

MearHoe MeaH

www. example. com
Ten. :+79999999999

IMoanucu xpaHuMbie B (haiyiax

[7nis1 3arpy3ku Qaiina, cofieprkailiero Baiily nognuchk, ycraHOBUTe (JiaXKoK
BcraBasath noanuck u3 ¢aiia (tekct, HTML uiu KapTHHKY), a 3aTeM
Ha)KMHUTe BbIOpATh... /11 BbIOOpa HeobxoqumMoro daiiia. daiim MoXKeT cofiepkaTh Kak
npoctoi, Tak 1 HTML-¢dopmarupoBaHHbIii TeKcT. Eciv Bel BeIOpamu nmoAmmcs B
HTML-dopmare, TiomydaTesib COOOIIIEHUs JO/KEH UMeTh BO3MOKHOCTD
rpocMaTpuBaTth coobirenus B popmare HTML B cBoelt a/iekTpoHHOM oute. Eciiv oH
OTKJTFOUMJT 3TY BO3MOKHOCTB, TIO/ITTUCH Oy1eT 0TOOpa)kaThCs B TEKCTOBOM (hopmare, a
n300paykeHust 0TOOpaXkaThCst He OYAyT.

Bcrasnate nognuce us daiina (tekct, HTML wam kaptunigy):

| | Bribparte...

PaccmoTtpum criocob co3ganust aiina oAMCH TTOCPeACTBOM COCTaBIeHUsT
coobienust AMail:

1. B nanenu unctpymeHnToB AMail HaxxmuTe KHOTNIKY Co3AaTh (UM HAa KHOTIKY

> Coobmienue > Co3gath). OTKpoeTcst okHO Co3/jaHHe COOOIeHH .
Eciiu manenb ”HCTpyMeHTOB (hOpMaTUPOBaHUS He 0TOOpakaeTcst, TO B
nvieTe coobiienre, 0ThopMaTUPOBaHHOE Kak TeKCT, a He HTML. st
Hactpoiiku HTML B okHe co3iaHust cOOOITieHUsT BLIOEpUTE B IMTyHKTE MEHIO
Hactpoiiku > ®@opmat [loctaBku > @opmarupoBanHbiii Tekcr (HTML).

2. Co3pgaiite u oTdhopMaTupyiTe NoANMUCh. PYHKIUU PopMaTUPOBaHUS
JOCTYTIHBI U3 TIaHe/TM MHCTPYMeHTOB (hOPMaTUPOBAHMS U U3 ITyHKTOB MEHIO
BcraButs 1 @opmar.

OBeiuneiil TekeT v MponopumonaneHeid v 55 | |

MBaHoB MWBaH
www.example. com
Ten. :+79999999999

3. énkaure daiin > CoxpaHuTh Kak > Daiis. Yoeaurech B TOM, UTO
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yKa3aHHbIM Tyl daiina — «<HTML-daitib». YKaxute ums daiina v HgJIKHUTe
CoxpaHuTh.

Wma daiina: | Nognnce

Tun daitna: | HTML-daiine

CKpEITe Nankm CoxpaHuTs

4. 3akpoiiTe 0KHO coo011eHus1 6e3 coxpaHeHUs.

5. lllénkuute Ha IIpocMoOTp mapamMeTpoB 3TOM YU4€THOM 3anucu (UM Ha

LLL} < . o
KHOMKY *** > Hactpo¥ku > IlapameTpbl y4éTHOH 3alIUCH)
6. YcraHoBute BcraBaaTh moagnuck u3 ¢aiiia, miénkHure BeiopaTts u
nepeigure K co3fgaHHomy Bamu daiiny. Haxxmute Ha OK, uToObI COXpaHUTh

HN3MeHeHNs.

Bcraenate nognuce w3 daiina (Tekct, HTML wnw kapTuHiy):

| ChlUsers\lvanov_lvanDocuments\MNognuce. html Brifpate...

OtobpakaTbcs OyieT B CIeyIOIeM BU/Ie:

Tema:

OBEIMHBIA TEKCT ~ MponocpumonaneHelid@ L

MBaHoB WBaH

www . example. com
Ten. :+79999999999

BkiroueHue (paiisioB n300pakeHUH B MOAMMCH

Inist 3arpy3Ku aiisia, cofeprKaiiero n3o00pakeHre, yCTaHOBUTE (hIayKOK
BcraBaars noanuck u3 ¢aiina (tekcr, HTML win KapTHHKY), a 3aTeM
Ha)kKMHUTe BbIOpATh... 711 BbIOOpa HeobxoguMoro daiina.

Yrobbl 00aBUTH N300payKeHHE B COZEP)KMMOE TTOATTUCH, UCTIONb3YIHTe MaHeslb
WHCTPYMEHTOB ()OPMaTUPOBaHUsI WK BbIOEpUTE B MyHKTe MeHI0 BcraBuTh >
N3o0paxxenue. B nmone Aapec nzodpakeHusi, Bel Moxkete 106aBUTE dhaiirn,
HaXO/IAIIMIACS Ha JIOKAJTbHOM KOMITBbIOTEPE WK BeO-cepBepe. B TosiBUBITIEMCST OKHe
CBolicTBa n300pakeHus1, Bbl MO)XeTe HACTPOUTD MapaMeTphl U300paXkeHus (pa3mMep
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1300pakeHus], abTePHATUBHBIN TEKCT U T.J.).

OBEIMHBIA TEKCT v MponocpuvonaneHed  ~ L

MeaHoB WBaH

Www . example. com
Ten. :+79999999999

Yrobsl 00aBUTH M300paXkeHHe, PacIioioyKeHHOe Ha Beb-cepBepe, HEOOX0IUMO
yka3ath URL u3obpakeHus B mojie Aapec uzodpakenus. Eciu Bbl yCTaHOBUTE
BJ10)XXUTB 3T0 H300pakeHHe B Co00IeHHe, 1300pakeHHe OyZieT BKIFOUEHO Kak
BlIOKeHHe. Ecv BbI He B/IOXKUTe M300paykeHue, TI0/TydaTeT COOOILeHUS JO/DKHEI
OyAyT UMeTh MOAIK/TtoUeHre K VIHTepHeTY /i IPOCMOTpa U300pakeHHsI.

CeofcTEa MoBpameHun

Appec Pasmepel Brewnwi eng Ccwinka

Appec nzobpaxeHuna:

| https://image.jpeg |

BnosuTe 370 M3otpaxenue B cooBlyeHne Bribpate daiin...

Hcnonb30BaHue BUSUTHOM KdpPTO4YKH

AMail mo3BosisieT MPUKPEeIVIAThE BU3UTHYIO KapTOUKY K cO001ieHusiM. [I71st 3TOro
B M1apaMeTpax y4YeTHOM 3arucy Heo6XoMMo NoCTaBUTh (p1akoK B osie IIpukpenisaTh
BU3HTHYI0 KapPTOUKY K COOOIIeHUsIM U OTPe/JaKTUPOBaTh KAPTOUKY Ha’kaB Ha KHOTIKY
Pe/jlaKkTUPOBATb BU3UTHYIO KaPTOUKY.

TpUKPENAATD BUIMTHYHO KBPTOHKY K COOBLLIEHMAM PepaKTMpoBaTh BUIMTHYHY KAPTOMKY...

ITonoxxenue IToagnucu

ITo ymosruaHMIO TTOANNCH PACIIo/IaraeTcsi Mocsie UTHPYeMoro Tekcra. Uto6bl
V3MEeHUTH PacIio/IoyKeHue Nojnucy nepeiivre B [lapaMeTpsl yueTHOH 3anucH >
CocraB/ieHue u Afipecaniiisi 1 U3MeHUTe HAaCTPOMKY CTaBUTh MOANNCH NOC/Ie
IIMTHPYEMOro TeKCTa (PeKOMeHAyeTCs1) Ha CTaBUTh MOAIHUCH NI0C/Ie MOero oTBeTa
(mepea HUTHPYEeMbIM TEKCTOM).
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CocTaeneHne

CocTaenate coobuienna B dopmare HTML

|-|F|I.'1 OTEETE BTOMATHHECKH LUWTUDOEATE TEKCT MCKOAHOMD CDDE'LLI,EHHH

3aTem: | NOMECTUTE KYPCOP NEpE] LMTURYEMBIM TEKCTOM

W CTABWTE NOANWCE | NOCAE LMTHMPYEMOrD TEKCTA (pekomeHayeTca) b

BrnrouaTe nognuck 8| NOCIE LUTUPYEMOrD TEKCTA (pEKOMERIYETCR)

W u e =] [OCAE MOEFD OTEETa (nepes uMTRpYEMBIM Tem:ruﬂj

[noBaneHele HACTPORKN COCTABAEHMA COOBLLIEHWA..,

6.13 Bbi6op coobLEeHMN/KOHTAKTOB ANA nocneayowen padboTol €
HUMMU

Bb100p cooO1eHmii

Umobbl 8bIOpamb 00HO CO0OUjeHUe HY)KHO JBaXKAbI IIeJIKHYTh 10
He00X0JUMOMY COOOII[eHHIO.

Umobbl 8bIOpamMb HeCKO/bKO cO0bWeHUll, pacnonoX#CeHHbIX He pI0OM, HY>KHO
3aath knaeuiy Ctrl v mETKHYTh/Ha)KaTh MPOOE M0 KaXXj0My HEOOXOAUMOMY
coobienuto. Illeryok/HaxkaTre rpobesia Ha y>ke BbIOpaHHOM COOOIIIEHUH OTMEHHUT ero
BbI/[e/IEHHE.

Umobbl 8bI6pamb HECKO/bLKO COOOWeHUll, Komopble HaX00AMcs psiooM, HY)KHO
IIe/IKHYTh TI0 TIePBOMY Heo0X0iMMOMYy COO0OIIIeH 0, 3aTeM 3a)kaTh KiaBuiry Shift u
IEKHYTH TI0 TIOC/Ie[HEMY He00X0JUMOMY CO001IeHH 0. Takke MOXKHO
BOCITO/Tb30BaThCs K/TaBUIIIAMH HAaBHUTaLMU TTOC/Ie 3aKaTHsl KiaBuiiu Shift.

KOHTEKCTHOE MEeHIO MPe/IOCTaBISIET Psi/| IeUCTBUI M0 paboTe ¢ COOBIIeHUAMU
(yAamuTh coobiiieHre, KOMpOoBaTh B MarkKy, apXUBUPOBATh U T.A.). UTOObI OTKPHITH
KOHTEKCTHOE MeHI0 He0OX0/IMMO Ha)kaThb IPABOM KHOTIKOM MBIIIIH 110 BEIOOPKe
coobrriennii. UToOBI TPOM3BECTH [IEMCTBYE HAJl OJHUM COOOII[eHreM, HA)KMHUTEe Ha HETO
1 B BepxHeii O0KOBO¥ TaHe/ u BeibepuTe He0OX0JUMOe JieliCTBHe:

® OTBeTHTh: OTBETUTh OTIPABUTEJIIO ITOTO COOOIIIEHUS
® TlepeciaTh: TiepecsiaTh 3TO COOOIIEHME.

® ApXMBHMPOBaTh: apXUBUPOBATh 3TO COODIIIEHNe.

® Cmam: OTMEeTUTh 3TO COOOIeHNe KaK CIaM.

® Ypanurh: yAaauTh 3TO cooObireHue.
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¢ OTKPBITH B Pa3roBope: oCMOTPETh MEPENMCKY 10 TTMChMY.

® OTKpPBITH B HOBOM OKHE: OTKPbIBaeT COO0ITieHe B HOBOM OKHe.

* OTKpBITh B HOBOM BKJ/IaJJKe: OTKPbIBAeT COODII[eHNe B HOBOU BK/Ia/Ke.

¢ [TokKa3aTh UCXOJHHUK: TIOCMOTPETh UCXOAHUKH COOOIIeHHSI.

® OTMeTHUTH KaK HEeMpPOUHUTAHHOEe: OTMETHUThL COOOIIeHHe KaK HeITPOUUTaHHOE.
* CoxpaHHUTh KaK: COXPaHUTH (haiiyl Ha JIOKATbHOM KOMITHIOTEDE.

® Pacneuararth: pacrieyaTatb COO0OIeHue.

Bb100p KOHTAaKTOB

Umobbl 8bIbpamb 00UH KOHMAKM 8 a0pecHoe Nosje HY>KHO JBaXK/bl IIe/TKHYTh
10 He0OXOIUMOMY KOHTAKTY.

Umobbl 8bI6pamb HECKO/IbKO KOHMAKMOB, PACNONOHCEHHbIX He pSIOOM, HYXKHO
3akathb Kaapuiny Ctrl u ménKHy Th/HaXKaTb TIPO6es 1Mo KaXkZoMy Heo0X0AUMOMY
KOHTakKTy. Ll]eTyoKk mmm Ha)kaTHe TipoOesia Ha y>Ke BBIODAHHOM KOHTAKTe OTMEHUT €To
Bbl/le/IeHMe.

Umobbl 8bIOpamb HeCKO/bKO KOHMAKmMo8, KOmopble Haxo0simcsi psiOOM, HYXKHO
IIeJIKHYTh TI0 TIEPBOMY HEOOXO0JUMOMY KOHTAKTY, 3aTeM 3a)kaThb KiaBuiiy Shift u
IE/IKHYTh 110 TIOC/IeZIHEMY HeOOX0MMOMY KOHTAKTY. Tak>xe MO>XXHO BOCIIO/Tb30BaThCSI
K/IaBUIIIAMM HaBUTALIMM TI0C/Ie 3a)KaTHs KiaBuiy Shift.

Co3paHue OBICTPBIX JeHCTBHA.

[nst co3panusi ObICTPBIX AeHCTBUH U 100aBIeHUS UX K CIIUCKY OBICTPBIX
JeiicTBUit HeOOX0JMMO BbI3BaTh KOHTEKCTHOE MEeHIO Ha TlaHe M OCTPBIX JefCTBUM U
aKTHBUPOBAaTh pasfen «HacTpouts...». [Toce akTUBaLMM JaHHOTO pa3zena
TI0/Tb30BaTeM0 OyZeT Mpe/yi0’keHo Habop MHCTPYMEHTOB [ijis 0OaB/IeHus Ha MaHe b
OBbICTpBIX JeiicTBUiA. [TyTeM mepeTacKMBaHUS 37IEMEHTOB M3 IaHHOTO CITMCKA CO3Jat0TCst
HOBbIe KHOTIKY Ha TlaHeJTl ObICTPBIX AelCTBU.

6.14 OO6GcyxaeHue B cUCKax pacCbiSiKu

dyHKUMSA UTHOPUPOBaHUs 00cykaeHus B AMail mo3BosisieT mportyckaTh
rocsieyronye o0CyX/eHus, B KOTOPIX BbI He 3anHTepecoBaHbl. IrHOpHUpyeMble
coo011jeHUs1 He YJa/IsiFOTCsl, HO Y He 0TOOpa)katoTcs B CIHCKe COOOIIeHui.

VirHopupoBaHue 00CyX/|eHHUs/ BETKH 00Cy)KAeHHI

YroObI TPOMTHOPUPOBATH 00CYKIeHHe, IIETKHUTE TTPABON KHOITKOUW MBIIITH T10
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Hemy U Bbibepute IIponycTuTh 00CyKAeHHe.

[Tpy UTHOPUPOBAHUY BETKH 00CYX/IeHUI UTHOPUPYIOTCSI OTBEThI, HAUMHAS C
BbIOpaHHOTr0 COO00IIIeHUs U 3aKaHuMBasi 6oJiee MO3JHUMHU.

YroObl MPOMTHOPUPOBATH BETKY 00CY>KJeHUs, 1LIEKHUTe TIPaBOM KHOMKOM
MBILIIY 10 TTIeEPBOMY COOODIIEHHIO B BeTKe, C KOTOPOT'O BbI KeJlaeTe IPOM3BeCTH
WUTHOpPUPOBaHUe, U BeiOepuTe IIpomycTHTH BETKY 00CY)KAeHHSI.

MponycTute cboysaenne
MponycTuTe BETKY cBCy#AEHNA

Kak nmocMoTpeTs HTHOpHPYeMbIe 00CyKAeHHSs

YToObI MOCMOTPETH UTHOPUPYEMbIe 00CY’KIeHUs] HAKMUTE Ha KHOTIKY >

Bup > O6cyxpaenus > [IponyiieHHbIe.

YToObI OTMEHUTH UITHOPHUPOBaHKE 00CYy K/IeHUs/UTHOPUPOBaHHe BETKU
00Cy>KIeHui IIETKHUTE TTPABOM KHOITKOW MBI 110 HeMy | BbiOepuTe IlpomycTurh
oocyxaenue/ [IponycTUTH BETKY 00CY)KAEHHSI.

6.15 [oGaBneHue HOBbLIX Nony4vyaTesrien

o6aBUTH HOBLIX TIO/Ib30BaTeIel MOXKHO CJ/IeAYIOIIUMU CIIOCOOaMMU:

1. BBecTu nosyuare/isi HelocpeCTBEHHO B aJjpeCcHoe 110J1e, 3aTeM HakaTb
Enter, yToOb1 06aBUTH HOBOTO TO/TyYaTe/isi. ABTO3aNoIHeHHe TIoTyuaTesnei
TMIpeJ/IOKUT MepeueHb MOAXOSIIMX aZlpecoB.

™ Komy: Ianovivan@exampleru

v Konua: | PetrovPeter@example.ru

Komy: L‘\’

C KpbBITaA KOnKA:

OBpaTHEIA aa... B MponopunoHaneHeld — ~ ]

2. TlepeHecuTe noayuaresen B aZjpecHOe ToJie U3 aipeCHON KHUTH.
.i,l_lon)rqmb 2 fCos,ﬂ,aTb ~ W yar iI!A,quCHan KHMI’E% ‘METKE » TEbICI’prﬁ buaeTp

Tak>ke MOYKHO CO3/]aTh COOOII[eHHe U3 OKHA aZipeCHON KHUTH. [1J1 3TOT0
Heo06X0/1MMO BbIOpATh OJJUH UM HECKOJIbKO KOHTAKTOB, 3aTeM Ha)kaTb Co3JaTh
coo0menne Ha [TaHe M UHCTPYMEHTOB AZIpeCHOM KHUTH WU LeJIKHYTh TTPaBOi
KHOTIKO! MBIIIIY TI0 BEIOOPKE ¥ B KOHTEKCTHOM MeHIO BbIOpaTh C03AaTh CO00IeHHe.
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)| Appecnan kHura — O x
®aiin Mpaeka Bua Whcrpymenter Cnpaeka
.'o Cospate koHTakT s Co3aate cincok @ WzmenuTs f Cozaate cooBLuern i Yaanute 4 MMowck Bo Boex aapecHbIx KHWrax

» ” Bce agpecribie knnrn Konmakme us ydanerroi adpecHoi kHuz He Bydym NoKasaHb), NoKa bl HE SLINGAHUME NOUCK

3. Job6aButh nonyvaresneii u3 60KOBOH raHemy apecHoi KHUTH. OKHO
CO37IaHMsI COOOIIIeHs TIpe/jjlaraeT MUHUATIOPHYIO TIaHe Tb aipeCHON KHUTH
10/] Ha3BaHWeM «BboKoBas raHesTb KOHTAaKTOB». YTOOBI 0TOOPA3UTh/CKPHITh
TIaHe/Ib KOHTAaKTOB HeOOXO/IUMO B OKHE CO3/JjaHusl CO001eHus HaxkaTh F9 wu
BbIOpaTh Bujy > IlaHe/Ib KOHTAKTOB.

6.16 ApxuB CoobLieHumn

AMail npesiocTaBsieT BO3MOYKHOCTh ApXUBUPOBATh COOOIIEHUS — TIepeMel|aTh
CoOOIIIeHHsT U3 YCTAaHOBJIEHHBIX 110 YMOJTUaHHIO TIAITOK B apXUBHBIE TIAaTKU 03 yjaneHust
BbIOpaHHBIX cooO1eHui. Coob11leH!sI MOTYT ObITh apXWBHUPOBaHbI TOLKO BPYUHYIO.

Kak apxuBHpPOBaTh COOOIIeHUSs

17151 apXUBUPOBAHUSI OJJHOTO WM HECKOJIBKUX COOOIIeHH, BbIOepHTe HY)KHbIe
cooOl11leHus], a 3aTeM Ha)KMUTe Ha KHONKY APXHBHPOBATh.

HacTtpoiika MeCcTOno/10keHus apxuBa

Pacrionio)keHre apXMBHBIX COOOLIEHHI MOYKHO HACTPOUTh WH/AMBUIYaIbHO JJIs1
Ka&KJI0H yUeTHOU 3aliCy J1eKTPOHHOM NOYTHL. [I/11 HACTPOMKM MeCTOIOJIOKEeHUS
apxuBa 11énkHUTe Ha IIpocMOTp mapaMeTpoB 3TOM YUETHOM 3alUCH (UM Ha KHOIIKY

> Hactpoiiku > IlapameTpbl Y4éTHOM 3anucH). B mapaMeTpax yueTHOM 3amicy B
neBoii 60KOBOI MaHe M BbIOeprTe HeOOXOAMMYIO YUETHYHO 3aIiCh, @ 3aTéM Ha)KMUTe
Koruu 1 manku. B pa3zene ApxuBsl Coo0mmieHuit yctaHOBUTe (IaXkKOK XPaHUTh
apXMBHPOBaHHbBIE COO0IIEHHS B 1 BHIOEPUTE PACIIOIOXKEHUe [Jisl XpaHeHHs!
apXMUBHPOBAHHBIX COOOIIIeHUH.

Apxuebl cooBLEHNA
XpaHme apXWBMPOBaHHbIE CooBLLEHNA B Hacrpoiikn apxueaumm...
(®) nanke <Apxupsis va: | B NlokansHele nankn .

i:),ﬂ,p)rrgﬁ nanke: i.-lpxnsbl Ha [lokaneHbie Nankm

HacTtpoiika CTpyKTypbl apXUBHBIX NANlOK

Bbl MokeTe ornpefieTUTh CTPYKTYPY MarkKy apXuBa, LEIKHYB 110 KHOMKe
Hacrtpo¥iku apxuBanuH.... 3ateM Bl MokeTe 3a/jaTb CTPYKTYPY apXVBHBIX IaIoK —
VICTI0JIb30BaTh OJHY MAarKy /i XpaHeH!s] apXUBOB UJIU OTpe/le/IUTh HEKOTOpbIe
BJIO’KEHHbIEe TIaTKH.
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Hacrpolikn apxueaumm >

Mpw apxveauK cooBLLEHWA, NOMELLATE WX B
() Eamryro nanky

(@ilMNankk apxmeCE No rogam

(") MNankn apxMBEOE NO MECALM

CoMpaHATE CyLLECTEYHILLYHD CTPYKTYPY Nanok s
ApXWEMPOEAHHEIX COOBLLEHK

Mpumep

Evﬁ Apxuesl
il 2010
il 2011

0] CTrmena

6.17 ABTOMaTM4YeCKOe apXuBUpoOBaHME COOOLLEHUN

B AMail ectb gononHenue AMailAutoarchive, KoTopoe 1o3BosisieT
aBTOMAaTHUECKH apXUBUPOBATh COOOIIEHUS MPH KaXKaoM 3arycke AMail nmm mo
pacrmcaHulo.

[ HacTpolKY YHKLIMY aBTOMaTUYeCKOro apXUBUPOBAHKS HY)KHO TIepeiTy B
WuctpymenTs! - Hactpotiku sononHenuii - AMail Autoarchive.

C MoMOIIIbI0 JaHHOTO PACIIMPEHHs MOYKHO HaCTPOUTh PEXXUM PabOoThI
aBTOApXHWBUPOBAHUSI:

® BPYUHYIO,
® 11pu KakZoM 3amycke AMail;
® 110 paclyCaHuIo;

Bpyunyo. [JaHHbBIN Pe>KUM TIPe[OCTaB/IsSIeT T0/Th30BaTe/ 0 BO3MOXKHOCTh
PYYHOTO apXHWBUPUPOBaHUs CO0OIeHu. [1/isi apXUBUPOBAHUS 3TUM CII0COO0M HY>KHO
niepeiiTd B VIHCTpyMeHTHI - ApXUBUPOBATh Ceifuac.

IIpu kaxxaom 3anmycke AMail. PexxuM 3amyckaeT aBToapxX¥BUPOBaHUe KaXK/bIN
pas3 npu 3anycke AMail nonb3oBaTesnieM. ABToapxuBalys rocsie ctapta AMail He
pekomeHnayetcs 111 IMAP akkayHTOB, Tak KakK MOTYT OBITh TTPOOIEMBI, eciu
TIOJK/TFOUeHHe K CepBepy OTCYTCTBYeT(CO0DIIeH s MOTYT apXUBUPOBAThCS IBAXK/IbI).

ITo pacincanmro. laHHBIN peXUM BK/IHOYaeT aBTOApXUBUPOBaHUeE:
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® e)XXeJHeBHO,
® e)XeHe/|e/IbHO (C BBIOOPOM [IHEH B HEJIENI0);

® e)XxeMeCsuHO. (aBTOapXMBaLYsl MPOUCXOJUT MePBOT0 UKC/a KaX/J0ro Mecslia,
B 3a/laHHOE BpeMs).

HPI/I 3TOM BbI MOXKeTe 3aaThb KOHKPeTHO€ BpeMA /i1 aBTOMAaTH4YeCKOI'o
dDXWBHUPOBAHUS.

Bce coo0irieHust cornacHO BHIOPAHHOMY PeXXUMY apXUBHUPOBaHUs OyayT
riepeMelrieHbl B COOTBETCTBUY C HACTPOWKAMHU aBTOAPXUBHPOBAHUS B TATKY,
KOTOPYIO MOYKHO BBIOpaTh B paszierne Komuu u ITanku B mapameTpax y4eTHOU 3arvCH.

BbI MoXkeTe 06aBUTh Ha MaHeIb UHCTPYMEHTOB (DYHKITHIO
ABTOapxXyBHPOBaHMe /Iy OLICTPOTO AOCTYyTIa K Hell. DyHKIUs TT03BOJIsIeT
apXUBHUPOBATh COODIIEHHs COTJIACHO HACTPOMKaM aBTOAapXWBUPOBAHUS B MTapaMeTpax
YUeTHOH 3amnucy. SIB/seTcsi aHaoroM (GyHKLMU ApXugupoeams celiuac, Haxo/sIlencs B
MeHI0 MTHCmpymMeHmbl.

[ns pa3meltienyst GyHKIMY ABTOApXMBHPOBAaHHUe Ha MaHe/d UHCTPYMEHTOB
meaxkHuTe ITIKM Ha naHe/ M MHCTPYMeHTOB - HacTpouTs.., HalijuTe HY)KHBIN
3/IeMeHT U TepeTalluTe ero Ha raHe/lb MTHCTPYMEHTOB B YZ00HOe /17151 BaC MecTo.

dunbTpanusa coodIeHUH /1 aBTOapXUBUPOBAHUSA

171 HaCTPOWKY aBTOAapXUBUPOBaHUsI Heobxoaumo czienath ITIKM mo ydeTHo#
3anucu - ITapamerpsl - HacTpoliKu aBTOapXUBUPOBAaHUSA.

B naHHOM pa3gziesnie BbI MOXKeTe BbIOpaTh (PUILTPBI /11 aBTOAPXUBUPOBAHUS
COOOII[eHH:

® ApXHMBHMPOBATb He MPOUUTAHHbIE COODIIeHHs CTapile <KOJTMYeCTBO> JHEH.

® ApXMBHPOBaTh IMOMeueHHbIe CO0DIIeHHs (CO 3Be3/10M) cTapiie <KOJINYeCcTBO>
[THeH.

® ApXUBHPOBATh TETTUPOBAaHHBIE COOOIIEHUs (C METKOM) CTapIIle
<KOJINYeCTBO> JHEM.

® ApPXUBHPOBATh BCE COOOIIEHHUS CTapIlle <KOJUUeCTBO> JHEMH.

KonuuecTBo fHel noab30BaTesb 33/jaeT CaMOCTOSATeTbHO. DTH HACTPOUKHU
HeJOCTYIHBI A1 noAnucoK(RSS) niv nokanbHBIX Mamok.
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Pa3melnieHue apXUBUPOBAaHHBIX COOOIIeHUH

[TomMyrMO HacTpOUKH UIbTpPaLUK CO0bITIeHHH He0OX0JUMO 100aBUTh MECTO,
rje OyyT XpaHUTbCSI apXUBUPOBAHHBIE COOBIIeHHSI.

[TepetiguTe B pa3gen Konuu v nmanku B napaMeTpax yueTHOM 3alvCH.

B ApxuBBI c0001eHMIi Ta/l0UKa Ha XpaHumb apXugupoeaHHble cOOOWeHUsl B
JIO/DKHA OBITH TIOCTaB/IeHa. Y TI0/Ib30BaTesist €CTh BO3MOYKHOCTh BbIOpaTh, I/le XPAHUTh
apXUBUPOBaHHbIE COOOIIEHUS:

® B nanke "ApXWBbI" JIOKAJILHO Ha KOMITBIOTEPE WY B YUETHOH 3aIricy
I10/Ib30BaTeIs;

® B IpyTro#i narke (Ha BbIOOP) JIOKA/IbHO WJTH B YUETHOM 3aTMCH TI0/Th30BATe s,

[JoronmHuTeNbHO eCTh HACTPOKKA CTPYKTYPBI NANOK C apXvBaMy. B ApxuBbl
coo0meHni HeobxoaMMO HaxkaTh Ha HacTpoliku apxuBanuu.. Ha BEIOOD ecTb
c/leflyroLye CTPyKTYpbI:

¢ EvHag narka.
® Jlanku apXvBOB MO ro/iaMm.
® [Tarku apXuBOB I10 MeCsILiaM.

B AaHHOM [IHa/IOTOBOM OKHE€ HW>XK€ PAdCII0J/I0XKEH IMMPpHUMep 0T06pa)KEHI/IH
CTPYKTYPHI ITallOK, I'Ae HAIVIAAHO MOXXHO IMTOCMOTPETb UX 0T06pa)KEHI/Ie.

6.18 [MaHenb ObICTpOM hnbTpaLum

[TaHesb OBICTPOH GHIBTPAIMK TOMOTaeT BaM ymopsiounTh COOOIIeHUS.
Hanpumep, nmokasaTtbk COOOIIeHHUS TOILKO OT KOHKPETHOTO OTTIpaBUTeJIsI.

[TaHesb OBICTPOH GHUIBTPAIMM PACIIO/IOXKEHA HaZl CITUCKOM CO001eHHH. UToObI
BK/IFOUHTE/OTK/TFOUUTE €€ HY)KHO ITIE/IKHYTh 110 KHOTIKe BbICTpbIid GUILTP Ha MaHeH
uHCcTpyMeHTOB WiH 3axkath Ctrl + Shift + K, uro6sr 0To6pa3uTh naHesns, u Esc, 4To0bI
eé CBepHYTh.

- Yar :l AppecHan knura ' Y BeicTpeiit dunstp L, Mouck < Crl+K>

BIEEEX —

B okHe roncka MOKHO BBECTH yCJ/IOBUS (PUIbTPALIUY, U 3aTeM HaXKaTb
COOTBETCTBYIOLME KHOMKU Ji71s IPUMeHeHUs! (pUbTpa K OTIpaBUTEJIHO, [10/1yyaTe/Ito,
TeMe U COZiep>KUMOMY COO0OIIIeHusl.
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34 cooBLueHuA |"':-'-i_ 5p|:u| ><|

PuneTp cootwenni no: | Otnpaewtento MNonydatenam  Teme  Teny

KHOMKM C 1eBOM CTOPOHBI MaHe/u ObICTPOl GUIBTPAI[UM MOTYT OBIThH
WCTI0JTb30BaHbI KaK camu 110 cebe, Tak U C yC/IOBUSIMU (GUIbTPAl[K, BBeIEHHBIMU B
rosie puibTpa.

i Q, OuneTposate 311 cooBiuenna < Ctrl+ Shift+ K>
1 (

KHorku umerot ciefytoniye QyHKIWN:

dunnT

DyHKIUA
p YHKI]

Hep>XuT GUIbTPbI MPUMeHEHHBIMU TIPU Tlepexo/ie B APYTyIo
Tarnky MoyTsl.

IToka3nIBaeT Bce HeMmpo4YnTaHHbIE COO6H_[eHI/IH.

= [Toka3bIBaeT TOJILKO COOOIIEeHNsI, OTMEUEHHBIE 3Be3/I0UKOM.

a [Toka3sbiBaeT coOOITieHHs OT Jiro/leli B Bartieit a/[pecHOI KHUTe.

L IToka3biBaeT COO6LL[€HI/I$I, HMere MeTKH.

b [Toka3biBaeT COOOIIEHUS C BIOYKEHUSIMH.

ITouck nmucem

[1711 IOMCKa TICeM TIO /IOTIO/THUTE/IbHBIM aTPUOYTaM MOKHO BOCITOJ/Ib30BaThCSI
JIOTIOJTHUTE/TbHBIM MHCTPYMEHTOM TIOUCKa. [[7Isl ero akKTHBAliK He0OX0JUMO BbI3BATh
KOHTEKCTHOE MEHIO Ha TIOUTOBOM SIIIIHMKE, ZIJI1 KOTOPOro OYJeT MPOMCXOUTh IMTOUCK U
BbI3BaTh MEHIO «ITOMCK COOOIIIEH .

B OTKPBLIBIIEMCS OKHE MOX>XHO 3d/1dTh OINIWH IMMOKWCKaA I10 Pa3/IMUYHbIM anI/I6yTaMI
Tewma, OTTIpaBUTEJIb, T€JI0, NdTd, BA’)KHOCTb U T.[. U YKA3dTb yC/IOBUE BBIGOPKI/I.
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B Maweck coobuaenmii.. = O et
MckaTe & nanke: | B flokaneHeie nankw e
BrAKHaR BAOKEHHEIE NAMKK CIHHCTHTE

(@ BoinonHedun ecex yonosuid () BeinoaneHun niboro vz yoiosri

Tema | | cogepsuT i | + &

Tema
or

Teno
Nata

BawHocTe KoppecnoHaeHTEl Data # PacnonoxeHue E

CocToaHme

Koy

Korma

aFomys nau «Konuas

0T, Kory, KOMKA, CKPEIT..

- BospacT b gHax
Pazmep (KE) BB " ¥aanuTe OTKPEITE B NanKe COXpaHWTE K3K BUPTYANEHYHD Nanky

hleTkm

—| Hanuyue snoseHma
heTka cnama
BepoarHocTe cnama e n..

OLI,EHKB Ha cnam NpoMsE..

HacTpouTe..

6.19 MeTKM cooOLEeHun

MeTk# (Teru) cooOI1eHHI TT03BO/ISIFOT COPTUPOBATH COOODIIEHNST 3/IEKTPOHHOMN
TIOUTHI TI0 KaTeropusiM. Bbl MoXkeTe rmomMeuaTh Ballii pabourie COOOIIeHUsT OHUM
L[BETOM, a JIMUHbIe - IPYTUM, [I03TOMY UX JIeTKO pa3inuuTh. EIé myullie MCro/ib30BaTh
[ManHens GpIcTpOl GuIbTpaLy, YTOOBI BLIOpATh COOOIIEHUs C OTIpe/ie/IEHHON MeTKOM

H3 CITMCKaA.

JlobaB/ieHne/yaa/ieHHe MeTOK (TE€roB) COOOIeHHUs

1. BeibepuTe coobiijeHue.
2. LIénkuuTe Mo KHOMKe MeTKa Ha MaHe/d MHCTPYMEHTOB.

3. []énkHUTE TIO METKE, KOTOPYIO BbI XOTHTE 100aBUTH/YJa/TUTh.
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W Yar &] AppecHan KHUra | ‘ MeTka vl/\\s T BricTphIi duneTp
Hoeana metka...

|
,f| nHEI'IFIDHMTEHHbIE b1 ETEMN gBﬂD)KEHInR
YnpasneHne METKaMH. .

0 ¥Ynanwte Bce meten 0
I"". * 0 Tema o

OBHOBNEH CTATYC E

1 BamxHoe 1

OBHOBNEH CTATYC E 3 Nauroe 2

OBHoBNEH CTATYC ¢ :
b 4 K mcnonHeHu 4

OBHoBNEHHBIE Y .
Y 5 Otnoskeno 5

anaBneHue MeTKaMH

Ecnu BeI x0THUTE ,I:[O6{:1BI/ITB CBOM COOCTBEHHBIE METKH, ITeperMEeHOBATb

CylieCTByHOIre Nikd U3MEHHNTH 11B€Ta, BbI MOXKeTe MCII0/Ib30BATh OKHO HaCTpOﬁKHZ

1. IIénkHuTe 10 KHOMKe MeTKa Ha TlaHe/Ti UHCTPYMEHTOB U BbIOepHuTe B
MEHI0 Y1paB/ieHHe MeTKaMH....
2. Ucnonb3ylite kHONKY Co3paaTk.../U3MeHUTH.../Y Ja/IUTh [/151 YIIpaB/IeHUs
BalllUMH MeTKaMM:
¢ Jlo6aBuTH HOBYIO MeTKY: [LIé1KHUTe 10 KHOTKe C03AaTh.... B 1uanorosom
OKHe BBeJJUTe UMsI HOBOW MEeTKH U BbIOepHTe LIBET BbiZie/IeHUsI COOOILeHUs.
® PeakTHPOBATh MeTKY (M3MEHUTh MMsI /I I{BeT MeTKH): Bribepure
MeTKY, 3aTeM LLETKHUTe 10 KHOIKe I3MeHHUTb....
® YjaneHue MeTKH M3 clIMCKa: Bribepute MeTKY U LIENKHUTE 110 KHOTTKe

Y panuth.
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Hactpoiiku x

! mm 272 B o @ 0 [E @&

OcHoenele  OtoBpaxenne  CocTaeneHne Yar MpueaTHoCTE 3awmTa BnoxeHHele daiiner  Kanengape  JeonoanurencHele

®opmatmposanue MeTkM  fononnutensho

MeTkn MoryT BbiTe MCNONB30EHEI LNA KN3CCMEUKILNKM U M3MEHEHMA NPUOPUTET cooBLULEHIE,

BamHoe Cozgats...

Mamernte...
NMaunoe

K wcnonneruro Y AanuTb

OtnomeHo

OtmenHa

CopTHpOBKa CO00IIIeHH# 10 MeTKaM

C nomotisio ITaneu 0b1cTpoOi pUABTPALMU MOXKHO 0TOOPa3UTh COOObIIIe NS,
roMeueHHble orpesiesieHHOW MeTKoW. Eciu [TaHesb ObicTpoli ¢uibTpaLiii CKphITa,
IIE/IKHUTe 110 KHOTIKe BhICTpbIi (pMIBLTP Ha MaHe/u UHCTPYMEHTOB [i/1s eé

oTtoOpakeHwUsl. [1715 COPTHPOBKH COOOITIEHHH 110 METKaM:

1. Ha ITanemu 6bicTpoii (puabTpaIiuu 11E1KHNATE 10 KHOTIKe MeTKH.
2. 15151 BKIHOUEHUSI/MCK/IIOUeHUs CITUCKa COOOILIeH i C oripe/je/IeHHOM MeTKOMH,

H_[éJ'IKHI/ITe M0 UME€HH METKH Ha IaHeJIM MHCTDYMEHTOB.

Jf| ﬂ ‘:f li} ‘ g 3 coobLyeHna
NioBoe vz ~ | BaxHoe| PaGouee | flwuHoe | K wcnoaHeHwws OThoseHo
IL"'l * ] Tema

np
£7 Yex 25.06.2022 13:38
£7 Uex 07.05.2022 19:45

KPOME YCTAHOBKHU METOK, B ITIOYTOBOM KJ/IMEHTE IIPpeAyCMOTPE€HAa BO3MO>KHOCTb
OTMETUTD IMMCBMO 3HAUKOM «3B€3J0UYKd» Ha)KdTHEM Hd COOTBETCTBYIOILlEeE I10/1€ B

obmactu p360TbI C nrMcbMaMu . TakuM 06p{:130M MO>XHO ITOMeTHTh IMMHCbMd KdK
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«n30paHHbIe».

II AppecHan kHura | ‘METKE vl/\\s TEbICI’prﬁ BUneTp

Hoeasa metka...
HenpouutanHele Y ETKM n BrnoxeHna

¥OpaBneHWe METKAMM..,

0 ¥panute ce metkn 0
Tera » 1 BawxHoe 1
OBHoBNEH cTATYC ¢

OBHoBnEH CTaTYC €

[(¥x]

3 MnuHoe

OBHoBNEH CTATYC E
iy 4 K ncnonHeHno 4

OBHOBNEHHBIE YO

wn

5 OTtnoxeHo

6.20 YnpaBneHue BawMMM COOOLLEHUAMM C NOMOLLLIO (hUNLTPOB

Kaxzast yuéTHasi 3ariuch UMeeT CBOM COOCTBeHHbIN Habop GUIbTPOB
ympaByieHus: coobreHusiMu. Hanpumep, GUIbTpbI MOTYT COPTUPOBAThH COOOITIEHUS 110
rarnkam, IpUCBauBaTh METKH COOOIIIEHUSIM H T.I.

[yt co3anust HOBOTO (M/IbTPAa HEOOXOIUMO BBITIOTHUTE CJIe/IyIOIIINE
JIeUCTBUS:

1. HakaTb KHOIIKY fi > OUIbLTPHI COOOIIEHMI.

2. Haxxmute Co3paars. [TosBuTcs auanorosoe okHo IlpaBuia ¢punbTpanum.
3. B none mna ¢unbTpa BBeAUTe UM Balllero (pUIbTpa.

4. Top IlpuMeHATH PUABTP MPHU OTMETHTE O/IMH WM HECKOJILKO BapHaHTOB:
® 3arnycke Bpy4HYIO.

¢ [TosyueHUM HOBOM MOYTHI.

* ApXuBaliy.

® [Tocsie OTIIpaBKY IOYTHI.

5. B Bemazatoiem MeHto IosryueHHu HOBO#M MOYTHI BeIOepUTe Duibmposams
nepeo aHaau3om Ha cnam unu Puabmposams nociae aHaau3ad Ha Cnam.

6. Bribepute napameTp, yC0BUe U 3HaUeHHe /711 K&KZ0T0 TpaBria, KOTopoe
BbI XOTHUTE TPUMEHUTB:
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® [lapameTp sIB/ISIeTCS 37IeME@HTOM COOOIIIeH s UM XapaKTepPUCTUKOM,
Harpumep, «Tema».

® YcoBue sBsieTCs IPOBEPKOM MapaMeTpa, HalpuMep, «COJIePyKUT».

¢ 3HaueHUe 3aBepIIaeT MPOBEPKY C ONpeZe/IeHHOU /IeTajIblio, HarlpuMep, ajipec
3/IEKTPOHHOM [TOUTHI UK K/TFOUEBOE CJIOBO.

7. Beibepurte [eiicTBUSI, KOTOpBIe OyyT MPOM3BeIeHbI Hafl COODIIeHHeM,
COOTBeTCTBYIOLL|eMY MpaBUIy.

8. Haxxmute OK.

YKa3aHHbBIN HUKe TTPUMEp JIEMOHCTPUPYET Jo0aB/ieHHe 3BE30UKH KO BCEM
coo0I11IeHHsIM, TeMa KOTOPOT'O COJIEP)KUT CIIOBO «UeK»:

Mpaenna guAETRaLUK x

Kma dunetpa: |Tema COAEPHNT: HEK

MpureraTe gunsTp Npu:

Janycke BpYUHYH

MoaydeHun Hosol NnoYTer | PUALTPOBATE NEPE] AHANW30M HE Cnam
] Apxweauuw

[ Mocne otnpasku nouts:

(@) BoinonHeHww Beex yonoewidi (L) BeinoaneHun atoBoro w3 yonoenii () Bes kakux-nnBo yonosuii

Tema > COAE0MNT i HEK + o

[MpousB0ANTE CNEAYHOLLME JEACTENA:

OTMETNTE 3BE3404KODH . +

CTmena

9. B okHe ®UIBTPHI COOOIEHHI B CTPOKe PUIBTPHI A/IA BbibepUTe YUETHYIO
3aIUCh, K KOTOPOU JJO/DKHBI IPUMEHSATHCS (DUBTPHI.

10.HaxxmuTe 3anmycTuTh, ec/ii Bbl XOTHTe NPUMEHUTh HOBbIN (PUILTP K
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VMEOIIMMCST COOOIIIeHUSIM.

A Dunetpe coobienmit — O x
DuneTpel Ana: Hl- Mowck GUNETROE NO MMEHW..,
BrnrouBHHble GUABTpPEI 33Ny CKAITOA 3ETOMATUHECKH B 1 uneTp
YKA3AHHOM HUHE NOPAJKE.
WMraa duneTpa Brnrouin Cozaatb... -
Tema CogepHnT: Her e
¥aanute
B Hauano
Briwe
Hixe
B koHey,

3anycTiuTe BpiGpaHHele huneTpel & nanke: | il Yek.. >~ 3anycTuTe HypHan guneTpoe

6.21 WmnopTt channos B chopmate PST

[MTouToBsIi KMeHT AMail mogzmep>kuBaeT paboTy ¢ apxuBamu B (hopmate PST.
daiinel popmaroB PST xpansaT coobirenus mosb3oBaresieit MS Outlook . ®aitner PST
MOTYT OBbITH TlepeHeCceHbI C O/[HOT'0 KOMIIbIOTepa Ha JIPYTroi UK UCTI0/Ib30BaThCs /1St
apXUBUPOBAHMUS CTapbIX COOOITIEHHI, YTOOBI 0CBOOOUTH MECTO Ha CepBepe
371eKTPOHHOM TOYTHI.

CpenaTh UMIIOPT apxuBa B (opmare .pst B AMail Bbl MokeTe AByMst criocobamu:

1. Haxkats [TKM Ha JIoka/sibHble naniku - @aiin faHHbIX pst. Bel MoxkeTe

BbIOpATh /T00YI0 MATKy, HaXO/ASAIIYIOCS JIOKATbHO Ha KOMITbIOTEPe, Ie/TKHYB
o Heii [TKM.

2. Mento ®@aiin - OTKpbITh - Paiin gaHHbIX pst. [T0SBUTCS [UaIOroBOe OKHO /ISt
BbIOOpA Marku, Ky/jla MOXXHO UMITOPTUPOBATh apXWB.

B AMail BbI MOKeTe BBITIOJIHUTb UMMOPT haiisia AaHHBIX .pSt TOTBKO B
JIOKaJIbHBIEe TarKHu.

[Tporpecc ummnopra otobpakaeTcsi B cTaTtyc 6bape BHU3Yy okHa AMail.

[Tocne umnopTa aiina ganHbix PST mosib30BaTenb MOXKET 3alTH B JIOKA/IbHYIO
Tnarky, Kya 661 umroptupoBaH apxuB PST v mpocMaTprBaTh COOOIIEeHUS.
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AMail noggep>xuBaeT umMmnopt apxuBoB PST pa3Hbix pasmepoB. Ho ummnopt
MOYKEeT MPOMCXO/JUTh JJIUTe/IbHOe BpeMsi B 3aBUCUMOCTH OT XapaKTepUCTUK
KOMITbIOTEPa, TI03TOMY PeKOMeH/I0BaHHbI MaKCUMasibHbINA pa3mep (aiisa gaHHbIX PST
Juist umrnoprta B AMail - 3 T'B.

6.22 LudpoBasa nognucb n wndpoBaHne nucem

B AMail ecTb BO3MOXHOCTh IIM(PPOBAHUS U MIOJIIHMCH TTHCEM C TTIOMOIIIbIO
ceprudukara S/MIME. IlludpoBaHue 1 OANKMCH TTUCEM HYKHBI /7151 00ecrieueHust
6e30macHOCTH ¥ KOH(MHUEHIIMATbHOCTH Balllel 3/IeKTPOHHOM MePerucKu. JTO
T103BOJISIeT 3al{MTUTh Ballld ITMCbMa OT HeCAHKLIMOHUPOBAHHOTO JI0CTYIIa, MOAJeNKU U
V3MeHEeHHs], a TaK)Ke rapaHTUPYyeT UleHTU(hUKALIMIO0 OTIPaBUTeIsI.

HpEﬂBapMTEHBHbIE yYC/10BUA UCITO/IB30BAHUSA MOAIIHUCHA U HJPI(l)pOBaHI/IH
mnmucem:

® Y Bac fio/pkeH OBbITh epcoHabHbIN ceptudukar S/MIME
® Cpok JeiicTBus cepTr(drKaTa He UCTeK, OH He ObIJT aHHY/IMPOBaH W yAaseH.

® Kak[plii TIoTy4aTesib TIOUYTOBOTO COOOIeH s], KOTOPOTO BbI 100aBU/U B TIOJISI
Komy, Komusi unu CkpbITasi KOTusl, I0/DKeH TakKyKe UMeTh TepCoHaTbHbIN
ceptudukar S/MIME.

® AJpec 3/IeKTPOHHOU MOYTHI [JOJ’KEH COOTBETCTBOBAaTh BHYTPEHHEUN CTPYKType
cepTudUKara.

YcranoBka ceprudukara B AMail
[ns nobasnenus ceptudukata B AMail Heobxoaumo:
1. Haxats ITKM 1o yueTHoM 3anucu - [lTapamempebl.

2. B nosiBUBIIEMCS [Ma/lOTOBOM OKHe MepeiTH Ha BKJIaJKy 3awjuma.
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8 Bxogawme

A Monyuurs | v Coznare |~ W Uar (4] Agpecrian knura

4] testuser1@alm...mipa

merm  a | m

- (] X
| Kanenaape X ‘ @
W Merka ~ | T Boicrpoiii puastp | O Monck < Crle K Cobeimua <> X
oo oa <o) !

Bxoaawme (51)

Mapamerpe! y=€rHoii sanncu

[E] Yep 4]
8 Omnpasnennbie
B Apxuesi
A\ Hexenarensran noura
T Yaanennie (44)
Nexogawme
il 3ameran
il OmBkn curxponusaly
il Sent
il Trash
v H| Nlokanshbie nanku
WWaBnowe:
B Apxues:
w YaanéHHee
8 Vocopaume

(= testuser1@almipartner.r...
Microsoft Exchange Server
Konuu u nanku
Cocrasnerme n agpecaums
AHTM-Cnam GrAETp
Hacrpoiixu a5ToapxnBnposa...
3awwmra

~ 8 flokanbbie nanku
AnTu-cniam duneTp
MCKOBOE NPOCTPAHCTED

HacTpoiikv asToapxHBUpOEa..

UroBel NOnyUaTe 1t OTNPABARTS 33l POBaHHEIE CODBLLEHNA NN COOBILEHNA C
UG POBOI NOANKMCEIO, BaM HYKHG yKa3aTh CEPTMANKAT KN4 LAGPOBAHIS u
CEPTUDUKAT KAKDHE NOATACH.

Lné$posan nognuce

JIMYHBIFA CEPTUGUKAT AR NOANKMCH:

& Cepaep nc

JeiicTenA ana yuETHOH 3anncn -

\ Buipare.. QumctTe
Mognuceisats cooBuieHna undposoi nognucer (Mo yMonuaxnio)
WudposaHue
NMnuneiii cepTidmkar 418 Wingposanus:
¥ nour...
\ BuiGpars.. OumctTs

Wcnoens3oeate WM pPoBAHHE NPW OTNPAEKE COOBLLEHNI:
Hukoras (He ncnonssosate Lindposanme)
Beeraa (cooBluenme He ByAeT OTNPABAEND, ECAN HE y BCEX 3APECATOB £CT
cepTdrKaTel)

CepTudukatel

¥OpaeneHune ceptndukatanmn YcIpocTEa 3aLLNTEI

OTmena

inH

Anpape 2024 KH4

Hoeoe cobeme

Cerophs
3aeTpa
Npeacroawpme (5 anei)

*%  Her coobuuennii gna sarpysin

2% Mpuraawesns: 4 Henpouuranmnc: 51

3. Ha Bkazike 3awjuma HaxkaTb Ha YnpaeneHue cepmucpukamamu

Beero: 88 [#) Meponpustua v ThSync: Oxmaanme

4. Nanee B 1uasiorOBOM OKHe YnpaeneHue cepmugukamamu nepenTu Ha
BK/IaZIKy Bawu cepmugukambi v Haxxats UmMnopmuposams.

5. BoibpaTh cepTr¢UKaT U pU HeOOXOIUMOCTH BBECTH TApOJib.

[Tocne Toro, Kak cepTUGHUKAT 1M0JIb30BaTe st 6611 106aBIeH B AMail, ero Hy>KHO

YCTaHOBUTB /17151 IM(POBaHUS ¥ TIOATUCH. [I71s1 3TOr0 He0OX0JUMO:

1. Haxkates [TKM no yueTHOU 3anucu - [lapamempni.

2. B nosiBuBLLIEMCS AUA/IOTOBOM OKHe TlepelTH Ha BKIaJKy 3awjumd.

3. B nosnie JIuuHbili cepmugukam 045 noonucu HaxkaTb Bbibpamb 1 yKa3aTb
HY>KHBI cepTU(UKaT.

4. Tlocne BbiOOpa cepTudUKaTa MOSIBUTCS YBeJJOM/IEHHe O TOM, XOTUTe JTU Bbl
HCII0Mb30BaTh OZIUH U TOT >Ke cepTU(UKaT Ayis 1i(poBaHUs U paciimbpoBKU
coobmmenni. [Ipu coryacuu mose JIuuHbiil cepmucpukam pjist IAppPOBaHUS
3ar0JTHUTCSI aBTOMaTUUeCKU TeM JKe CepTU(PUKATOM.

OTl'lpaBKa MMOAIMMCAHHOI'O MUCbMa
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7151 oTIpaBKU MUCbMa C TIOJITHMCEI0 He0OX0JUMO BO BPeMsi CO3/laHus
coo0irieHus1 KTMKHYTh Ha 3amura - [TognucaTth 310 coobmenue. B mpaBom HIDKHEM
yrny okHa Co30aHue coobujeHust TIOIBUTCS 3HAUOK, KOTOPBIM UH(GOPMHUPYET O TOM, UTO
JIaHHOE MMMCbMO UMEET TIO/TTUCh.

[1pu monyyeHUy NOAMUCAHHOTO MMCbMa CepTUQPUKAT OTIIPABUTEIS
aBTOMaTHUeCKU UMIIOPTUPYeTCs B YnpasneHue cepmugpukamamu - Jlroou.

[TosryueHHOE MUCHMO C TTOATMCHIO Oy/IeT TaK e, KaK U OTIIPaBIeHHOe
TOMeYeHO 3HaUKOM MO/MUCAHHOT0 MUChbMa, P Ha)KaTHUX Ha KOTOPbIA MOXKHO YBU/ETh
WH(OPMALIMIO O TOM, KaKKUM a/IpecaToM TIOJTMCAaHO U KeM ObLT BbiZIaH CepTU(UKAT.

EcTb BO3MOXKHOCTB MO/ATNUCHIBATh MUCHMO aBTOMAaTHUECKH KaXK/[bIH pa3 Mpu
co3faHuu coobireHust. [1st 3Toro otkpoiite ITapamempbl yuemHotl 3anucu, TiepeianTe
Ha BK/IaJKy 3awjuma ¥ rnoctaBbTe rajouky Ha [lognmuceiBaTh co001menns HudpoBou
MOANMCHIO (M0 yMo/T4aHuK0). [Tocsie 3TOTO MpU CO3/IaHUU COOOIIIEHUS MTOAITHUCH K HEMY
Oy/leT CTaBUThCS aBTOMAaTHUECKH.

OrnpaBka mu¢poBaHHOr0 NUCbMa

[Tpu co3manum coobIeHUs He0OX0AUMO KIMKHYTh Ha 3amura - [lludposats
3TO CO0OIIeHHe /IS TOTO, UYTOOBI OTIIPABUTh MTUCHMO C IKdpoBaHreM. B ripaBom
HIDKHEM YTJIy OKHa TOSIBUTCS 3HAUOK C 3aMKOM, KOTOPbIM MTH(OPMUDPYET O TOM, UTO
MHUCBMO ObITO 3arMdpoBaHo.

[MonyueHHOe 3ammdpoBaHHOe TTMCEMO OY/IEeT Tak ke, Kak U OTIIPABIeHHOe
MMeTh 3HaUOK 3aMKa, TIPY Ha)KaTHUK Ha KOTOPBIN MOXKHO YBU/IETh MH(HOPMALIHIO O TOM,
YTO MUCHMO OBIIO 3armdpoBaHoO.

EcTb BO3MOXHOCTB ITU(PPOBATh TTMCHMO aBTOMAaTUYeCKH KaXKAbIN pa3 Mpu
co3ganum coobienus. st 3Toro otkpoiTe [lapamempst yuemHotl 3anucu, riepergure
Ha BKJIa[IKy 3awjuma ¥ B 1iofie Mcnonb3oeamsb wiugposarue npu omnpaske coobujeHull
BeiOepuTe Beerga. ITocse 3Toro npu cos3fanuu coo0irieHus mrMdpoBaHue K HeMy Oyer
CTaBUTHLCS aBTOMaTHyecku. Ho ciiefiyeT y4yecThb TO, UTO MMCbMO He Oy/ieT OTIpaB/eHo,
eC/IM He BCe I10/Ty4yaTe/d IMeIOT CepTU(UKATHI.

6.23 bnokupoBaHue oTnpaBuTens

AMail He uMeeT HacTpOIKY /17151 6/IOKUPOBaHUS COOOIL[@HUM OT KOHKPETHBIX
JFOZield WK IOMeHOB. [1711 aBTOMaTUUeCKOT0 y/la/ieHUsT He)KeslaTe/IbHOW TIOUTHI HY>KHO
WCII0/Tb30BaTh (PUIBTPHI COOOIIIeHMIA:

1. BoibepuTe yueTHYyFO 3aIT1Ch, /i1 KOTOPO# OyzeT HaCcTpoeH GUIBTP
OJIOKMPOBKM COOOIIeHUH.

2. Beibepure coo0biijeHre OT OTIIPaBUTE/IsA, KOTOPOro Bbl XOTHTe
3a0/10kupoBath. [1IETKHMTE TTPaBOi KHOTIKOM MBIIIH 110 a/[pecy OTTIPaBUTEIS
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u BeiOepuTe Co3aaTh QUIBLTP H3....

Ii.ﬂl:lﬂ‘_',"'-IHTb w fCDmaTb o -'-IaT iIiMFIECHEH KHWra | ‘METKE w BeicTpeii 4

{) Otee

0hd Ynnibra pagyri <ne
Terma LEBECH MECALL -2

¥noiBra pagyrn <news@r-ulybka.rus

Komy Mue <dashakarnaul LoB3ENTs B 3PECHYHD KHUTY...

CocTaenTe cooBLyeHne ana
@ B uenax BesonacHo o uz MHTe
Konupoeats agpec 3NeKTpOHHOR NOYTEI

KQI'II."IFICIEET!: WMA W aapec 3J'IEK'I'F|EIHHEIIH NoYTRI

Cozgate GUALTP KM3..

10 B Opi

JoBaeute B agpecHyro kHury karnaukhova.da/KonTakTel

3. Otkpoetcs okHo IIpaBuia GpuabTpanuu C yKa3aHHBIM a/[pecoM
3/IEKTPOHHOM MOUTHI 11 O/TOKUPOBKHU:

® JlaiiTe umsi GUIBTPY.

* B nosie [Ipou3BoguTh C/IeAyIOLHe JeHCTBUA BEIOEpUTe Y AQIUTh
cooO1eHue.
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Mpaewna uneTpagmm *

ma dunetpa: | bnokupoeka

MpumenaTe duaeTp npu:

3aNyCKe BOYHHYHD

Mony4eHnn HoBol NouTer: | DUNLTPOBATE MEpe] AHANMIOM HA cnam ™
thgmsau,mu

[ Nocne oTnpaskw noutel

(@) Beinonnennn ecex yenoemid () Beinoarennwn noBore s yonoeuit () Bes kaknx-nuBo ycnosnid

Ot | | COBN3AAET € | news@r-ulybka.ru + =

Mpon3BoAnTE CResyHILLWE AEACTEHA

¥panuTte cooBLleHne - e on

OTmena

4. Haxxmure OK, uToObI coxpanuth GpuisTp. Korza B cyieayoruii pa3 3ToT
yesIOBEK TPUILIIET BaM TOUTY, OHa Oy/leT aBTOMaTUUeCKy y/janeHa.

1711 6/TOKMPOBKYU HOBOT'O a/IpecaHTa BOCTIONb3YUTECh YKe CO3/[aHHBIM
¢unbTpOM:

1. HakmuTe Ha KHOIIKY > OUIbLTPHI COOOIIEHMIA.
2. Bribepure ¢uibTp, OTBEYAIOIIHM 32 O/IOKUPOBKY.

3. Haxmute U3MeHUTh....

4. B nosiBuBIIeMcs okHe ITpaBuia GUIbTPAI[UK MTOCTaBbTe (UIaXKOK Ha
Bobino/iHeHUH /1100010 U3 YCI0BUM, UYTOOBI cpaboTasia 6;10KMpoBKa 00010
13 yKa3aHHBIX afipecoB.

5. HakmuTe Ha +, 4TOOBI CO3/1aTh HOBOE TIOJIe /IJIS1 BBOJIA.

6. BBE,Z[I/ITE aZipec 1oJib30BaTe/isd, KOTOPOTr'o HY>KHO 336JIOKI/Ip0BaTb.

2024 2. OO0 "AJIMU MapmHep"©



400

Mpaeuna GuabTRaLKUK >

WMma dunstpa: | Bnokuposka

MpurMeHATE GUABTE Npu:

[~] 3anycke spyunyo

Momyyenun HoBol nouTer: | PUALTPOEATE NEPE] AHANWIOM HE Cnam
[ Apxusaumm

(1 Mocne otnpaeku noytsl

(C) Binonnenuw Bcex yonosuii  (@):Beinoanennn nioBoro ns yonoeniit () Bes kakn-nnBo yonosuii

Or ~ | | COBMN3AdeT C i | |h -
| JoBasuTe HOBOE yonoBMe

Or ~ | | COBN3AaeT © N |new5@r—u|}rbka.ru H

MpoU3BEcaNTE CRESYHOLLIME AEACTENA:

YaanuTe cooBLeHme s = i

OTtrmena

6.24 Kak ncnonb3oBaTb BNOXeHUA

AMail nopgepxuBaet paboty ¢ Bio>keHusimu. Hanpumep, Bel MokeTe
JN00aBUTD, TIOTYYUTh, IPOCMOTPETh, COXPAHUTh OJJHO WJIK HECKOJIBKO BIOXKeHUH. Bo
BJIOKEHHE MOXXHO 100aBUTh U300pa)keHus1, JOKYMEHTbI, BeO-CTpaHHUI[b. Bbl Takke
MoyKeTe 00aBUTh M300pakeHHe B TeJo MUChMa.

Kak 100aBUTH B/I0)KeHHS B COO0IIeHHe
1. HauHMTe CcOCTaB/IsATE HOBOE COOOIIeHHe.

2. HIénkuute 110 Baoxxkutsb vy @aiia > BaoxuTs 1iu nepetaiiyre dhaiibl B
OKHO BJIO’KE€HUH, pacrioioKeHHOe B TPaBOM BepXHEM YTJIy.

3. Bribepute HyxHbIe (haiiibl U HAXKMUTe OTKPBITh.

@aiin [lpaeka Bwg EBcraewte Qopmar Hactpodikn  WHcTpymenter  Cnpaeka

IEMTE ‘ f@OquDrpanu;l & ',3ELLI,I.1TE A HCDXpaHMTb ~ ﬂBno)KuTb L

Orpanuuenus Ay ¢aiisioB

BbonbmmHCTBO HPOBaﬁAepOB SHEKTPOHHOf/i MOYTBI Ha/1aratOT Or'PaHUYEHUA Had
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pa3Mep U THUII B/Io)KeHUH. OrpaHuyeHus 110 TUMaM (aiiyioB MpeoTBpalliaT
pacrpocTpaHeHre BPeJJOHOCHOTO coziep>kumoro. OrpaHudeHue 1Mo pasMepam
TIPeJIOTBPAIIAIOT OTIIPABKY OU€Hb OOJIBINIUX BJ/IOYKEHHA, KOTOPbIe MOTYT BbI3BaTh
Teperpy3Ky MOUTOBbIX CEPBEPOB U 3aBUCAHUE K/IMEHTCKUX MPUIOXKEHHUH.

ITosryueHue B/10)KeHUH

VHiMKaTopoM BIOXKeHHsI B COOOIIIeHUH siBJisieTCsl CKpernka. OHa OyeT
pacIio/iaraTbCs PSiZIoM C OTIIPAB/IEHHBIM WJIH TTOJTyUYe€HHBIM COOO0IeHHeM, B KOTOPOM
€CTb BJIO)KEHHE.

1] Mokynka 3nekTpodHoro Buneta o

IIpocMOTp B/10KeHMIT

BbI MOKeTe OTKPBITh Ha IPOCMOTP BJIO>KEeHHsI Pa3HbIX (OpMaTOB, HaTIpUMep,
Word, Excel, PDF, ODF.

115 mpocMOTpa BIOXKeHWI:
1. Otkpoiite coo0ImeHre, Co/leprKalllee BIOKEHHE.

2. B HwKHel yacTH OKHa IMPOCMOTPA COOOIIeHUs TTOSIBUTCS TTepeueHb
BJIO>KEHUH.

3. IllénkHUTE ABAXKIBI HA BJIOYKEHHE, UTOOBI OTKPBITh €ro.

OtepeiTue «bes umenn 1.pdfs >

Bel coBupacTeck oTKpPBITE:

I Bes mmenn 1.pdf
AenAmWiAca: Microsoft Edge PDF Document (1,6 ME)

u3 ChUsers\karnaukhova.da\Downloads

Kak AMail cnegyer cBpatoTarte 3ot dain?

@UIKFII:ITI:E Microsoft Edge (no ymondannmo) b

() Coxparwre ¢ Microsoft Edge (no ymonuanmio)

Bribpats...

[ ] Beincanste i i : .. k.

QK CTmeHa

B nosie OTKpBITH B BEIOEpPUTE TIPOTPAMMY, B KOTOPO# Oy1eT OTKPHIT (haiin u
Haxxmute OK.
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YroObl COXpaHUTH BIO)KeHUe, BbiOepuTe CoxpaHuTh (aiii u Haxmute OK.

OtmeTbTe (h1aXOK BBINMO/THATH aBTOMAaTHYeCKH JIJisl BceX (haiiioB JaHHOTO
THIIA, YTOObI HACTPOUTH TIOBe/IeHHe TI0 YMOJTYaHHIO AJisi (ailyioB KOHKPETHOTO
dbopmara.

4. 1lénkaute CoXpaHUTh, UYTOOLI COXpaHUTh BIOKeHHe. Ecu BiioykeHUH
Oosibliie oHOTO, TO HAXKMUTEe COXpPAaHUTH BCe, YTOOBI O/IHOBPEMEHHO
COXPaHUTH BCe BJIO’KEHUS U3 THMCbMa.

¥ ﬂ 1 snomenne: ticket_l.pdf 374 KE H CoxpaHute ~
[ ticket_1.pdf 374 KB

it | CoxpaHuTe BNOMEHHEIA dalin
m Meponpuatua ~ :

BEI Takke MoXkeTe BLI6paTL Marky Ajd COXpaHeHUs B/IO>KEHUM.

B Conpanim promenme *
“— L ¥ Imow koaneiorep ¢ Jowysigme ¢ Braees -

¥ NOpagD T ¥ Hogas nans - [7]
o EBwscrpmil gocryn
I Paboumii cra o
& Jwrpyan
Dowyrsesm o

= Mhobpasenn
8 OneDvive - Persor

E Fror comnesorep
D
. Dowysserimel
& Zarpyrm
= Maobpraeres

Knon Montan ¥
Hran aiing | tcket_1

Tian aiina:  Boe ghadia b

A Cepers nane (rraserin

5. PaCKpBIBaI-OH.[eeCH MEHIO TIpeioCTaB/IdeT C/ieAYHOolIe BO3SMOXXHOCTH:

® OTKpBITh - OTKPbIBaeT (aii/l C MOMOILIBIO NPUIOXKEHUS TT0 YMOTUaHUIO
aCCOLMMPOBAHHOIO C (hailyIoM 3TOr0 TUIIA.

® CoXpaHHUTH KaK... - COXpaHsieT ¢aiia B BbIOpaHHOe Bamu pacronoxkeHue.

® OtzenuTh - coXpaHsieT (aiii B BbIOpaHHOe BaMu pacrioyio)keHue, repej| 3STUM
3anpocuB y Bac moaTBepyKieHe Ha OT/esieHre (paiiia OT 371eKTPOHHOTO
COo0011IeHusI.

® YpanuTh - yaasseT BJOXKeHre U3 COo0IIleH s, Iepes] 5TUM 3arpocuB y Bac
NIO/ITBEPIK/IeHHE.
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v [} 1 enoxenue: ticket_1.pdf 374 KB 1 Coxparurs ~

B ticket 1o 37415 | Orgpars

C'C: HeT coobuieHnii 4na sarpyskm @ Meponpust CoxpaHuTE KaK..,
Oraennte...
Yaanute

6.25 [lepecnatb NMCbMO B BUAe BIIOXEHUS

[17151 IepechIZIKK OJHOTO WM HECKOJIBKUX TIMCEM B BH/le B/I0OKeHUsl, He00X0[UMO
BBI/|e/IUTh 3TO NMUCbMO(-a), HaXKaTh NPaByl0 KHOIKY MBILLIU U B TIOSIBUBLIEMCS
KOHTEKCTHOM MeHI0 BeiOpaTh IlepecsiaTh Kak > BioxeHue

OTEpLITE B HOBOW BKNagke
OTKPLITE B HOBOM DKHE
OTKpLITE B pasrosope
OTBETWUTL OTNPABKMTENKD
OTBETWTE BCEM

OTBETWTL B PaCChUNKY

MepecnaTk
Mepecnathb Kak » BHYTpu cooblleHWA
PefaKTMpoBaTh Kak HoBoe coobuieHwne BnoxeHue

I[Mocse 3Toro oTKpoeTcst oKHO «Co3/1aHue COOOIEHNs» U B KAUECTBE BJIOYKEHUST
OyzeT MpUKpeIyieHo repecbuiaeMoe coobireHue:

Cozganme coobujenma: Fwd: Test with attach - AMail - + X
@afn flpaexa Bwg AT " HacTpo@ike  JHCTpyMeHTE  Cnpaexa
h | JoOpborpagun v WRZauwpma v [ Companute v il Browurs v

Oor:  “nandi@almi-partmer.ru® <ivan.i@alm-partner.ru> 1 BnoeHme

- Komy: | Testwat.acheml

Tewma:  Fwd: Test with attach

v ] [rompoanns | I e & & | ErEE|sve

Eciu OyzeT BbiiesieHO HeCKOTBKO COOOIIeHH A /1715 TepechbUIKUA B KaueCcTBe
BJIOKEHHsI, TO OHU BCe OyzyT 00aB/IeHbI aBTOMAaTHUECKH B 00J/IaCTh BJIOYKEHMS.

6.26 KonoHku cnucka coobuieHnun

Kaxxgoe coobiiieHre 0ToOpakaeTcsi COT/IacHO yKa3aHHbIM aTpubyTtam. 1o
ymomuaHuio B AMail ycTaHoB/eHbI criefytoliie aTpuOyThl: 00CYKAeHus1, 3Be3/0UKa,
BJIOKEHHs1, TeMa, POYMTAaHO, KOPPECIIOH/IeHT, CTiaM, /laTa.
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lL"l W 0 Tema

KoppecnoHaenTs

Jlo6aBieHHe U yJa/ieHHEe KOJIOHOK

A fara E|

,Z[J'IH OTO6pa)K€HI/IH CIKMCKA KOJIOHOK HaXKMHUTE JIeBOM KHOIIKOM MBIIIIM Ha KHOIIKY

peJlaKkTUPOBaHUsI KOJIOHOK [ v I11€/IKHUTe NIPaBOM KHOMKOW MBIIIN Ha 3aro/I0BKe
6ot KosmoHKY. LENKHUTE 1eBOY KHOTIKOW MBIILH 110 OTMEUeHHOMY 3/IeMeHTY CITUCKA
JJIs1 yAa/eHusT KOJIOHKH U3 CIHMCKa coobirieHuit. IIIETKHUTe TI0 HeOTMeUeHHOMY
3/IEMEHTY CIMCKa, YTOOBI 1006aBUTh KOJIOHKY B CIUCOK COOOIIIeHUH.

“ 8 5 5

4

HEPEMEH.IEHI/IE H U3MEHEHHE Pa3MepPa KOJIOHOK

ﬁ Hara

DBcyaeHne
JeE3gouKa
BnomeHna
Mpouwntado

Or

Appecar
KoppecnoHgeHTel
Cnam
MonyyeHo

Hara
CocToAHue
Pazmep

MeTka

¥u&THan 3annce
BamHocTe

He npouuntano
Beero

PacnonoxeHne

Mepagok nomyYeHn

HaGop KonoHoK No yMonYaHume

MpumennTe HaBop KONCHOK K.

is|

YToOBI MIepeMecTUTh KOJIOHKY, TiepeTalyTe e€ 3aro/0BOK Ha JKelaeMyto
no3uLiyio. YToObl U3MEHUTh pa3Mep KOJIOHKH, TepeMeCcTUTe KypCop MBILLY K IpaBoi
CTOPOHe 3aro/IoBKa KoIoHKU. Korjja Kypcop U3MeHUTCS Ha IBOMHYIO CTPeJIKY,

TriepeTaluTe Kpail KOJIOHKH Ha He0OXOIUMYHO TTO3ULIHIO.

W 0

Tema

«®

KoppecnongenTel

~ W Jara E|

IIpuMeHeHHe 0TOOPa)KeHHs KOJIOHOK K JPyrUuM Mankam
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YToObl MPUMEHHUTL OTOOpa’keHe KOJIOHOK K OZIHOM OT/e/TbHOM TIarkKe, B CITUCKe
KOJIOHOK BbiOepuTe IIpuMeHUTHh HA00Op KO/IOHOK K... > Ilanke... 1 BeiOepeTe
TIOIXO/IAIIYO TIATKY.

YroObI MPUMEHUTh 0TOOpa)keHHe KOJIOHOK K Tarke W BJIOYKeHHBIM T1arkaMm, B
CTIMCKe KOJIOHOK BbIOepuTe IIpUMeHUTH Ha00p KOJIOHOK K... > ITanke ¥ B10)KeHHBIM
Mankam... ¥ BeiOepeTe MoxXoAsiyto nanky. B kauectse ITanke ¥ B/10)KeHHBIM
nmamnkam... Bbl MoxkeTe BbIOpaTh 37IeKTPOHHBIN a/ipec. TO IPUMEHUT KOHPUTypaLfio
TIaTK| [I7Is BCeX TarioK BHYTPH 3TOTO aZipeca.

6.27 OTKpbITbIU oOUCK

Kak BbIIO/IHUTH MOMCK

AMail npenocraBnisieT GyHKLMIO MIOMCKA TEKCTa U3 COOOIIeHNS B MIHTEPHeTe.
YToOBbI BBIMOMHUTE MOUCK, BbI/Ie/TUTe HY>KHBIM TEKCT, a 3aTeM IIEJTKHUTe MpaBoi
KHOITIKOM MbIIIY U BblOepuTe McKaTh.

Konupoeate |
B AHBape NUMUT BCEX AKTHEHI )

BeigenuTe BCE
KapTkl DyaeT nononded ao 50 -

I} WMeckate «[TywknHeckan kapT...» B Angexc
[lporpamma meponpuATuin Dy}
[TYLUKWHCKYHO KapTy HaJHYT N

CTepeITE B COgep#allEd Nanke

OTEETUTE OTAPABMTENHD
Kak u3mMeHUTH IMOUCKOBYH CHUCTEMY

YT00OBI U3MEHUTH TTONCKOBYIO CUCTEMY BBITIOJIHUTE C/IeAyrolire 'Z[el‘;ICTBHHI

EEE

EEE o
1. HaxxmuTe Ha KHOIIKY *** > HacTpouKH.
2. Beibepure naHe/is OCHOBHBIE.

3. oy ITonckoBas cucTemMa 1o yMOTYaHHUIO M3 CIIMCKA BbINA/ako0Iero MeHo
BbIOepeTe Mpe/IoUYTUTeTbHYIO TTOMCKOBYIO CUCTEMY.

4. [lénkuute no kHorke OK.
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Hactpoiikn x

i am 2 & = @ 0 [H @

OcHoerbie  Otofpamedne  CocTaBneHwe Yar MpueatHoCTe 3awmTa Bnomennbie daiinel  Kanengape  JononHuTensHeie

Craproean crpaHnua AMail

MokasplBaTe CTAPTOBYHD CTPaHULY B 0BNacTh NnpocMoTpa cooBuleHna npu 3anycke AMail

Appec: | https://alteroffice.ru/amail Boccranoente

Mowckoean cucrema no YMOAYIHUHY

-'l Google V| +

A Angexc i
2 SHIAIA:
Google
E
Bing
W Bukwuneaua (ru)
; DuckDuckGo

i OZON.ru AFHAN O NPUXCAE NOYTEI

Mpocnywate

& Priceru uKid 3BYKOBOH daiin

O6zop...

OTmeHa

6.28 Copaepxumoe n3s UHTepHeTa B COOOLLEHUSAX

AMail aBTomMaTnuecku 6/I0KMpYeT 3arpy3Ky COI€P)KUMOTO U3 UHTEPHeTa, YTOOBI

3dIIIUTUTE TIPUBATHOCTDH 10/Ib30BaTe/IeH.

@ B uensax BesonacHocti, AMail 3aGnokuposan B 3TomM cooBLLEHMK 3arpy3Ky COAEpXAMETO K3 HTepHETa, Hactpoiikn | X

OTOﬁpa)KEHI/Ie COAEPKUMOTr0 13 I/IHTEPHETH A1 OTA€/IbHOI0 COOGIJ.[EHI/IH,

OTHpaBHUTe/IA WM Bed-caiiTa

Ecnu Bbl 1oBepsieTe 0THpaBUTEIO, TO MOXKETe pa3pelinThb 3arpy3Ky
cofiep>kuMoro u3 MiHtepHeTa. [l 3TOro B naHenu yBeZoM/aeHUs: HakmuTe HacTponku

Y BeIOEpUTe O/IVH U3 C/IeIyIOIINX BaDUAHTOB:

¢ Tloka3aTh coep)kumoe u3 IHTepHeTa B 3TOM COOOIIEeHUH 115
oTobpakeHUsI CO/IepKUMOro U3 VIHTepHeTa TOJIBKO [I7Isl 3TOr0 KOHKPETHOTO
COO00IIIeHHSI.

® VI3MeHUTH HaCTPOMKH COAiep>)XMMOro u3 VInrepHera... [yig paspelieHus
oToOpa)keHHst CoZiep>KUMOoro u3 VIHTepHeTa B COOOILEHUSIX 110 YMOJTIaHHIO.

® PaspemuTh cofiepxumoe u3 FIHTepHeTa Ayis1 <caliT> [jis1 0TOOpakeHUs

COJAep>KUMOro mn3 I/IHTEPHETEI, PacCIiojio’ckeHHOM Ha 3TOM caiire.
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* Pa3spemth cojiep>kumoe u3 VIHTepHeTa C rmepeuyrc/IeHHbIX BbIIe
HCTOYHHKOB /151 0TOOpakeHHs1 COZIepKMMOro 13 VIHTepHeTa [/t BCeX CaliToB
13 COOOITeHUSI.

* PaspemnTth copepxumoe u3 FiHTepHeTa A/ <ajjpec 3JIeKTPOHHOM
MOUTHI> /111 0TOOpa’keHHs CO/IeP>KUMOro 13 MIHTepHeTa BO BCEX COOOIIEHHUSIX

OT 3TOT'O OTTIPABUTEJIA.

Hacrpoiikn | X

MokazaTte cogepxumoe u3 MIHTEPHETE B 3TOM COOBLLIEHIN
Mzmenute HacTpoiikn cogepxanmore n3 MinTeprera..,

Pazpewnte cogepxnmoe n3 MHTepHeta ¢ https://gu-st.ru
Pazpewwnte cogepxmmoe uz Mnteprera ¢ https//image.sendsay.ru

Pazpewwinte cogepxumoe u3 Vintepneta ¢ https://read.sendsay.ru

PEE-FIELIJHTI: COAEPHMHUMOE N3 HHTEFIHETE c3 NEQEYNCNEHHEIX BbILLIE WCTOYHHEDE

Pazpewwnte cogepxumoe uz Miutepreta c no-reply@gosuslugiru
cp——

OTob0pakeHue coep)xuMoro u3 IHTepHeTa 1o yMo/TYaHUIO

[t HaCcTpOMKHU CcoZlep>KUMOro u3 VIHTepHeTa Mo yMOUaHHUIO:

1. Ha)kmMuTe Ha KHOIIKY > HacTpouku.
2. Beibepure naHesns> [IPpUBaTHOCTb.
3. OtMmeTbTe yiaxoK Pa3peminTh B COO0LIEHUSX TTOKA3 COAEP)KUMOro 13

HNuTepHeTa.

Hacrpoiikn X

i oam 2 B e @ 0§ @ %

Ochosreie  OrtoBpamenwe  CocTasnenne Yar MpueatHocTe 3awmra Bromxenneie daiine  Kanenwgape  JononnurencHere

Cogepsnmoe 3MEKTPOHHOA NOYTE
PaspewwinTs B cooBulennax nokas cogepxumoro s Mntepreta Wcknmodenna...

¥3HaiiTe BonblUe 0 BONPOCAX NPUBATHOCTI ANA CoAepxnMoro n3 VinTepHeta

YTo6bI UCKIIOUNTH HEKOTOPbIE CAThl U3 NpaBU/Ia, HAXKMUTE KHOIIKY
Vick/roueHwmsl. .., BBejuTe BeO-CaliT WK a[jpec 37IeKTPOHHOU TIOUTHI U IIETKHUTE

BokupoBarthb, Pa3pemiuts Ha ceccuro v Paspemiurs.
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a HMecknroueHuna — Kykn

= O X

Bel moxeTe YKE3aTh, C KIKNX calToB BCEMAE MPUHUMETE WAKW OTENOHATE KYKK. EEE,{I,HTE TOYHBINA agpec CaiiTa 1 HAKMUTE

KHonKy «bnoknmposates, «Paspelunte Ha cecontos nan «Paspelunte=

Agpec BeG-caiTa:

hittps:/Syyyyyyyyyyy

Bnoknpoeate PaspelunTe Ha ceccumo PaspelunTe

Canr Cratyc
https:/foonoooos Bnoknpoeate
Yaanute cait ¥aanuTe BCE calTel
OtmeHa CoxpannTe M3MEHEHNA

6.29 OrnpaBka HTML nucbma

Onst co3panuss HTML mrcbMa HeoOX0IUMO BBITTOTHUTE CJIeIYFOIUN Psifi

JIeCTBUM:

1. B nanenu unctpymeHToB AMail HaxxmuTte kHOTKy Co3/aTh (UM Ha KHOTIKY

2. 3anonnute nosas «Komy» u «Tema».

3. lenkHute Ha 06/1aCTH COAEP>KUMOTO MHUCHMa.

4. Haxxmute BecraButh > HTML.

Maiin [lpaeka Bwa Beraewte Dopwmat Hacrpodkw

+ R——— k MzoBpaxeHne...

TaBnwuy...

KoHTakTel
CoulnKy..

AppecHan KHura: Akope c uMeHem..,

CobpaHHele agpeca Pazaenutens

HTML...

MoWcK KOHTAKTOB:
Math...

Q A wnw e-mail &

EIKEI:-I H CHMMECNBL..

ran CrnaeneHue..,

WHeTp
C
Ctr+K B

> Coobmenue > Co3path). OTKpoeTcst okHO Co3/jaHie COOOIeHus.
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5. Beegute HTML TekcT B nosiBuBIeecs okKHO BcraBka HTML v HaxxmuTe
BcraBuTs.

Beraeka HTML >

Beegute HTML-Term u TekcT:

< html=

<head=>

<meta http-equiv="Content-Type" content="text/html;
charset=utf-8">

=title>MNpumep sed-cTpannuybi< ftitle>

</head=

< body=

<hl1=3arcnoeok=/h1>

<!-- KommerTtapuii --»

<p>llepebii abzau.</p> I
<p>Bropoi abzau.</p>

< body>

</html=>

Mpumep:  <i> Boem npusem! <fi=

Becraeute CTmena

B okHe co3manus coo0O1meHrst 0TOOpa3uTCs 111abJ/I0H MUCHMa.
. ABsay ~ MponopunoHanbHbI i ~ B ‘ ‘ |

3arosoBokK

Nepsbiit absay.

Bropoit absau.

6. JInst OTIIpaBKK CcOO0O0IeHUsT HaKMHUTe OTHPaBUTh.

6.30 Co3gaHue HOBOro cobbLITUA UNK 3apa4m
Co0bITHe — 3aMMCh KajleHapsi, TIPe/ICTaB/ISIOIasi HEKUH CTydal, He3aBUCUMO

OT TOro, OyeTe i Bbl B 3TOM yuacTBOBaTh WM HeT. Haripumep, BCTpeuu v IHU
POX/I€HUS] — COOBITHS.

3ajgaya — 3anuch KaneH/aps, Npe/CTaB/sollas HeKOTOpbIe JeiCTBUS,
coBepiiaemble Bamu. Hanpumep, HamycaHue 0TUéTa WM MocelljeHre KIeHTa — 3a/laui.

C 03/laHHE HOBOIo CcoObITHA
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YroObI cOo3/aTh COOBITHE, BBITIOJHUTE OJJHO U3 CJIEAYIOIIUX 1eHCTBUS:
1. Haxxmurte kombuHarwmto knasui Ctrl + 1.

2. B nanenu unctpymentoB AMail Haxkmute kHorky Co3AaTh 1 B

EEE

mEE
pacKphbIBaroIieMcst Cricke BbioepuTe CoObITHE (WM Ha KHOTIKY **® >
Co3patb > Co0ObITHE).

3. BbI Takke MoXeTe C03aTb coObITHE Ha BKJ/IaJKe KaJIEH,l]apH U Ha BKJ/IaJKe

3ajau. [l 3TOro Ha)kMuUTe Ha COOTBETCTBYIOLLIME KHOIKU = B [IpaBOM
BepPXHEM YTJIy, a 3aTeM Ha NaHe/Il MHCTPYMEHTOB Ha)KMUTe Ha KHOIIKY
CoobITHE.

3 CHHxpoHUIaLmA t'&. CobeiTne @ 3agaya

2024 | CEni,a,aTb'Hn:nEn:ne cobbITHE

Hwona CoBeITWA Ha cnea

==

B nosiBuBiiemcst okHe HoBoe coObITHE YKa)KUTE ZieTau COOBITHIA:
Ha3BaHmue: Ha3BaHHe COOBITHS.

MecTo: rze OyzeT MpoxXouTh COOBITHE.

Kareropusi: TUIT COOBITHS.

KaneHnjaphb: B KakoM KajieHape Bbl XOTHTe COXpaHUTh COOBITHE.
(CunxponHusanus cobbiTHi ¢ cepBepoM Exchange koppekTHo paboTaeT ripu Bbibope
KasieHjapsi AMailEx)

Hauasno: fgata ¥ Bpemsi Hayasia COObITHSI.

KoHely: 1ata 1 BpeMsi KOHI[a COOBITHSI.

IToBTOP: KaK 4acTO TIOBTOPSTE 3TO COOBITHE.
HanmomuHaHMe: KOT/la HAaTIOMHUTh O MPeJICTOSIIeM COOBITHY.
Onmcanue: KpaTkasi CyTb COOBITHSI.

BJ10>KeHHsI: BJIOYKEHUSI, UCTI0/Ib3yeMble B COOBITHM.

YuacTHUKHA: Y4aCTHHUKHU COOBITHSI.
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CoBemue [Ipaeka

thDXpEHHTbMSEKprTb

-
[ Hosoe cobemue: Hosoe cobrimue

Bug Hactpoiikm

irlﬂpmrnacmbyuacmmms

t,ﬂpMEETHDCTb b

'_]I'Ipmcpenmb bt ih-‘,qanmb

Hazeanme:

|Hosoe cobbiTne

MecTo: |

Kateropus: HET ~  Kanewgape: AMailex kanengape (N
[JBece gete
Hauano: 16.05.2024 ~ 3:00 w [
e
Kowew; 16.05.2024 v 900 v o
HosTop: He nosTopaTte v
HanomuHanne: | He HanoMuHaTs -

Onncanng: Browenns: YuactHukm:

[~] ¥eegomuTe ydacTHnkos [ PasgennTs NPpUrA3LWLIEHNA N0 yacTHAKAM || 3aNpeTuTe BCTPEHHBIE NPEANOXKEHIA

Bpema kak:  3anat

YTo6b! K COOBITHIO 06aBUTh YUaCTHUKOB, HAXKMHUTe Ha KHOTIKY IIpuriacurb
Y4aCTHHKOB B TlaHe 1 coObIThil. Takke B aHemu coObITHi Bbl MOkeTe HACTPOUTh
TIPUBATHOCTH COOBITHS U MPUKPENUTH BeO-CTpaHuLly Wiu (aiis, HakaB Ha
cooTBeTCTBYIOLMe KHONKY IIpuBaTHOCTh 1 IIpukpenuTs. Ha)kmute cOXpaHUTh U
3aKpbITb, UTOOBI COXpPaHUTh COObITHE. OKHO CO3/laHus COOBITHS 3aKPOETCSI.

YT00OBI U3MEHUTh CO6bITI/Ie, HIeJIKHUTE M0 HEMY ABAXK/JbI HAd BKJ/IdZIKe KaJIeHOdPs.

BbI Takke MokeTe 33/1aTh TPUOPUTET COOBITHIO (HU3KHM, OOBIUHBIHN, BBICOKHUI):
Hactpoiku > [Ipuopurer.

711 HacTpOlKK yacoBoro nosica ycraHosure ¢iaxok Hacrpoiiku > YacoBoit
nosic. B monsix Hauano u KoHer| oToOpa3uTcst TeKy1wid 4acoBoi mosic. YToObl
M3MEHWTb YaCcOBOH 105IC, HAXKMHUTe Ha Hero 1 BbibepuTe Jl0No/IHHTe IbHbIE YacoBbIe

nmosica.
[]Becs gers
Haudano: 16.05.2024 ~ 800 ~ ¥ Espona/Mocksa
KoHew: 16.05.2024 v 9:00 - :ﬁ Eepona/Mockea
JononHWTeNEHEIE YaCOBEIE NOACA. .
NosTop: He nostopate =

Co6biTrst B AMail 1.4.0 6p11 IepeHeceHbI U3 akkayHTa TbSync B KaneHjapb
AMailex kanenpapb(<3/1. oura>), OblIa peaTu30BaHa CHHXPOHU3ALUsI COOBITHIA C
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cepsepa Exchange. CobbiTust OyzyT pacnonaratbcs B AMailex kanenzaape(<as.
routa>). [Inst paboThI C COOBITUSMM HEOOX0IUMO UCITO/Tb30BaTh AMailex KaneHjaphb.

Co3paHue HOBOM 3afaun
Uto0bl Cco3/1aTh 3a/jauy, BBITIOJIHATE OJTHO U3 CJIeAYIOIIUX AeHCTBUS:
1. Haxkmute kombuHarmto knasumi Ctrl + D.

2. B nmanenu unctpymentoB AMail HaxxmuTe kHOTIKy Co3AaTh U B

aEE
PaCKpBIBAIOIEMCSI CITUCKe BbIOepuTe 3afaua (Miu Ha KHOTIKY *** > Co3paTh
> 3apaua).
3. BbI TakKe MOXKeTe CO37laTh COOBITHe Ha BK/IaiKe KasieHjaps v Ha BK/lazike

3agau. /115 3TOro HAXKMUTE Ha COOTBETCTBYHOIIE KHOMTKA = B [IpaBOM
BEpPXHEM YTJIy, a 3aTeM Ha MaHe/Id MHCTPYMEHTOB HA)KMUTE Ha KHOTIKY
3agaua.

ECHH}'{FIDHH_’-ELI,HR E'ECDE-I:ITHE @333,&,3143 fl'lpask:a i'_'r',u,anmb

Hwona 2024 < o] ) | Cospate ROBYHO 33A39Y |aq sagaua

B nossuBmieMcs okHe HoBast 3ajaua yKakxuTe ZieTaauv 3a1auu:
Ha3BaHue: Ha3BaHue 3a/jaull.

MecTo: rze OyzeT BBIOTHATHCA 3a7aua. ([aHHoe 1osie 66110 yopaHo B AMail
1.4.1 nns kanengapss AMailEx)

Kareropus: turm 3azjauu.

KasieHAaph: B KakoM KajieHZiape Bbl XoTUTe COXpaHUTh 3ajauy.
(Cunxponusauus 3a7au ¢ cepeepom Exchange koppekTHo paboTaeT ripu Beibope
kanengaps AMailEx)

Hauasto: /jaTa ¥ BpeMs Hauasia 3aZjaum.
Cpoxk: /aTa ¥ BpeMsi OKOHUaHHS 3a/[auu.
CocTosiHHe: Ha KaKOM CTaJIuM BHITIOJIHEHUS HAXOAUTCS 3aaua.

IToBTOP: KaK 4acTo MOBTOPATH 3Ty 3a71auy. (JaHHOe 1osie ObI10 BpeMeHHO
ybopaHo B AMail 1.4.1 ansa kanengapsi AMailEx)

HanmomuHaHMe: KOT/la HATIOMHUTh O Mpe/ICTosAIel 3aaue. ([IaHHOoe 1osie 6110
BpeMeHHO yopaHo B AMail 1.4.1 anist kaneHgapsi AMailEx)
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Onucanmue: KpaTKadA CyTb 3aJd4H.
BioxxeHus: BJIOJKEHUS, UCITI0/Ib3yEeMbI€ B 3ad4e.

B AMailEx kanengape AMail Bepcun 1.4.1 nipu co3ganun/oO0HOBIEHNH 3a/jau B
nosie Hauaso u Cpok Hesib3sl yKa3aTb BpeMsi. DYHKIMSI YCTaHOBKM BpeMeHH Oblia
OTK/TIOYeHa.

ﬁ Hoean za3gaua: Hoean zagava e

3apaua [lpaska Bwg Hactpofkw

ﬂCDxpaHuTbusaKpblTb t,nFIHEETHDCTb v gl’lpmcpenmb 2 i)’,qanmb

HazeaHne: Hoean zagaua |

Kateropua: | HeT ~  Kanengape: AMailex KEHEH,ﬂ,pr_ w
Hauano: O | 05.07.2024 ~ 8:00 » |4 Espona/Mockea
L™
Cpok: O | 05.07.2024 ¥ 8:00 v a Eepona/Mockea
CoctonaHne: | Heykasano v | 05.07.2024 & 0. % 3aeeplueHo

Onucanne:  BnoseHua:

B nanenu 3aaun Bbl Mo)keTe HaCTPOUTH MPUBAaTHOCTD 3a/jaud U PUKPEIUTh
BeO-CTpaHuUIly WM (aiisl, Ha)kKaB Ha COOTBETCTBYOIMe KHOTIKY [IpuBaTHOCTD 1
ITpukpenuthb. HakmMHTe COXpaHUTh U 3aKPbITh, UTOObI COXPaHUTB 3a/auy. OKHO
CO3JjaHM 3a/jauy 3aKpOeTCsl.

YToObl U3MEHUTH 3a7iauy, IeJIKHUTe 110 Hel BaXK/Ibl Ha BKJ/IaJKe 3a/jau.

BbI Takke MOXKeTe 3a/1aTh IPUOPUTET 3ajaue (HU3KUH, 0OBIUHBIN, BLICOKUIA).
Hns aToro Haxxmute HacTpoliku > IIpuopurer.

[71s1 HacTpoliKK yacoBoro nosica ycraHosure ¢iaxok Hacrpoiiku > YacoBoit
nosic. B nonsix Hauano u KoHel| oTobpa3uTcst TeKyIyid 4acoBoit mosic. YToObr
V3MEHUTb YaCOBOM TI0SIC, HAYKMHTE Ha HeTo U Bbibepute /omo/IHUTE/IbHbIE YaCOBbIe
nosica.

3agauu B AMail 1.4.1 6111 IepeHeceHbl U3 akkayHTa TbSync B KaneHzapb
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AMailex kaneHaapb(<3/1. ouTta>), 6blIa peaiIM30BaHa CHHXPOHU3aLMA 3a7ay C
cepBepa Exchange. 3agauu OyayT pacronaratecsi B AMailex kaneHzape(<aJ. rouTa>).
71t paboThI € 3a1auamMu He0OXOIUMO UCTIONb30BaTh AMailex KaseHjaph.

6.31 OO6paboTka nucem ¢ BXoAALWMMMU COOpaHMAMMU

B nonyueHHOM nHCbMe, C TIpUr/IallieHeM Ha coObITHe OyJeT oToOpakaTbCst
JIOTIO/THUTE/IbHOE TI0JIe C BO3MOKHOCTBIO TIO/ITBEPAUTE yUacTre B COOBITHH, OTKAa3aThCs
VIJTU TIPUHATB CO CTaTyCOM «B03MOXKHO».

M e e e e

B B AR Dbt i BTRdA

[Tocne MpUHATHUS MPUT/IALLIEHNs], JaHHOe COOBITHE aBTOMAaTUUeCKU A00aB/IsSeTCs
B Balll KaJIeH/1aphb.

6.32 [lpoBepka opcorpachum

[To ymonuanuto AMail ocyiecTBasieT mpoBepky opdorpaduu Ha pycCKOM U
aHI/IMICKOM si3bIKax Npu Habope TekcTa cooObieHus. Bbl MoXXeTe OTK/THOUUTD 3Ty
OTILIMIO OJJHUM M3 C/IeJYIOIIHUX CIIOCOOO0B:

1. B okHe co3zanus coobieHust HaxxmuTe HacTpoiku u ybepure ¢iaxkok ¢
napametpa IIpoBepka opdorpaduu npu Habope TekcTa.

2. HaxmMuTe Ha KHOTIKY > Hacrpoiiku > CocraBiieHue u yoepure hiakok
c mapametpa IIpoBepaTs opdorpaduro nepes oTIPaBKO# COOOIIEHHUS.

BbI Takke MO)KeTe BK/IFOUMTh (DYHKIIUIO IPOBepKH opdorpaduu repes
OTIIpaBKOM TekcTa. [l 3Toro ycraHoBute uiakok IlpoBepsith opdorpaduio nepep
oTnpaBKo# coobmenus. Terneps npu otnpaBke coobijennss AMail 6yzer
aBTOMAaTHYeCKH MPOBepsiTh opdorpaduto. Ecnm ommbku 0yayT o6HapyxeHbl, Bam

BbICBeTUTCSI OKHO IIpoBepka opdorpaduu, npeiararoiiee 3aMeHHUTh C/I0Ba C
OLLIMOKAMH.
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MpoEEpWTE TEKCT CHOEE

3aMEHUTE Ha! npeet Mpoeeputs cnoBo
BapuanTer
npeet J3EAMEHNTE Mpooycrute
peBeET 2 g
3aMEHWTE BCE MponycTute BCE
NpepBET
MpUEET
Cnoeape None3cEaTENR:
nper
JoBaenTe cnoso FIaMEHWTE...
HE
Pycckmni W OcTadHoBWTE OTnpaenTe

6.33 ABTOMaTMYecKoe yaaneHue noYThbl

,[[]IH HaCTpOﬁKH dBTOMATHYECKOI'0 yJd/IeHUA MMOYThI U3 IallOK:

1. IlenkHuTe NMpaBOU KHOIKOM MBIIIY Ha HY>KHYIO TaIKy.

2. Beibepute CBoOMCTBA.

3. epetiauTe Ha BKIaAKy HacTpoiiku XpaHeHHsI COOOIIeHUM.

4. BpibepuTe 0JJUH U3 CIeYIOLUIUX MTYHKTOB:

® Ynansith Bce, KpOMe MOCTIeJHUX CoO00IIeHNH;

® Ynanarb cooOlrieHus cTapiiie JTHeH.

5. BBI6epHTe JKeJlaeMoe KOJTUUeCTBO WU/IU yKeJlaeMbIi CPOK XpdHEHHA

COOOII[eHHHA.

6. Haxxmute OK, uyTOOBI COXpaHUTh U3MEHEHUSs U 3aKPhITh OKHO.

[
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CeoiicTBa Nanku *

OcHoeHas uHbopmauus  HacTpolikn xpaHeHua cooBluennil Cunxponnzayms CoBmecTHo: ncnonssceaHue KeoTa

Jna ebIcE0BOXAEHUA MECT HA AMCKE CTapble COOBLLEHNA MOTYT BEITE NOAHOCTER YARNEHE! (KaK NOKANEHEIE
KOMWK, TAK W OPUIMHANG! H3 YABNEHHOM Cepeepe).

CJWcnonesosats napameTphl MOeR yHETHOI 3anucw

(®) He yaanats coobiuyeHmna
BMATE BCE, KPOME NOCNEAHMNY 2000 5 cooBLueHnil
A b 0
¥aanate cooBLUiEHNA CcTapLe 0 gHed
£ -

Bceraa xpaHuTe cooBLUEHNA, OTMEYEHHEIE 3BE30UKON

o 1 omee

,Z[J'IH HaCTpOﬁKH dBTOMATHYe€CKOI'0 yJAd/I€eHH IOYTHI BCel y‘JETHOﬁ 3aI1MCu:

1. IénkauTe Ha [IpocMOTp MapamMeTpoOB 3TOM YUETHOM 3amUcH (WK Ha

KHOIIKY CLLPS Hactpoiiku > IlapameTpsbl YUéTHOM 3alIMCH)
2. Tepeiiaure B KaTeroprio CHHXPOHU3AIUA U XPaHeHHe.
3. Bribepute ofiH U3 C/IEAYIOMIMX MyHKTOB:
® Ynansartb Bce, KpOMe TOCTIeHUX ____ COOOIIeHu;
® Ynanarb COOOIeHuUs CTapiie _ THEH.

4. BeibepuTe >keaeMoe KOJTMYeCTBO W/TH yKeJlaeMbli CPOK XpaHeHHUSI
COOOII[eHUH.
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L S —
Mapametpel cepeepa
Konuw n nankn
Cocrasnenme u agpecauws
AnTn-cnam gunsTp
CHHXPOHU3LMA W XPaHERHE
YBEAOMAEHWA O NPOMTEHUN
3awura

A ———
Microsoft Exchange Server
Konuw u nanku
CocrasneHue u agpecauma
AHTU-Cnam GUaLTp

] e —————————
Mapamerpel cepeepa
Konuu u nanku
CoctasneHue u agpecauma
AuTn-criam duneTp
CHHXPOHUILMA N XPaHEHHE
VEEAOMNEHUA O NPONTEHNM
Jawmra

B MNokanbheie nankn
AnTr-cnam gunsTp

[nckasae npocTpancTsa

[k Cepeep ncxopauieit nour...

CHMHXPOHWIALMA N XpaHeHHe

Curxpanmsauys coobuyermii
[ Xpapmre coobLueHna ie Bcex nanok 4nA 3TOI yUETHEI 3aNMCKM Ha 3TOM KOMMbITERE
Mpuresanne: 3T0 H3MEHEHE 3TPOHET BCE MaNky B 370 yYETHOM 3anuck, YTobel 3343Tk OTAENEHEIE NANKK, NCNONE3YATE KHOMKY

=lONOAHUTENEHT. 5,

JonoAHNTENEHD,..

Awnckosoe npoctpancTeo
Yrobel C3KOHOMNTE AMCKOBOE NPOCTPAHCTED, 33rpy3ka cooBLUEHNI C CEPEEPA W XPAHEHNE NOKANBHBIX KoMK MOMKET BbITh OrpaHNYENa no ux
BO3PACTY WK pasMmepy.

(@) CHHXpOHMIMPOBaTE BCE COOBLUEHIA NOKANLHO HE3ABMCUIMD OT BO3pacTa
302

O CuHXpoHU3MPOBaTE COOBLUEHA 33 NOCAEHNE AHER

[[1He zarpyxats coobuierun pasmepom bonee 50 Kb

N8 BEICBOBONAEHUA MECTA HA AMCKE CT2PLIE COOBLLEHMA MOTYT BbiTe NOAHOCTE YAZNEHb! (KaK NOKANEHEIE KOMWM, TAK 1 CPUTHHANE! HA
YABNEHHOM CEpBEpE).
(®) He yaanate coobuienns

() ¥aanare sce, KPOME NOCAEIHMX 2000 = cooBLueHmii

() ¥aanate cooBLueHma cTaplue 305 AHeR

Beraa kpaHuTs conBLLEHMA, OTMEUEHHbIE 38E3404KOl

6.34 AHTM-cnam unbTp

I'/1o0a/ibHBIE HACTPOUMKH /IS HeXKe/TaTe/IbHOHW MOYThI

BbI MOKeTe yCTaHOBUTSD TJ100a/ibHble HACTPOUKH /1JIsi PUIBTPaL[UU

HeyKeJIaTe/IbHOM [T0YThI:

OcHoeHble

OToBpaxeHue

> HacTpouku > 3aiura > AHTH-CIIaM.

2

Cocraenenne

MpueatHocTe

&=

Yar

|

3awmra

0

BroseHHele daiine

By

JononHutensHeie

Kanenpape

AnTu-cnam  MowenHnyeckue nucema PaboTa c aHTueupycom Maponu

3AeCk Bbl MOMETE YCTAHOBWTE HACTPOMKKM aHTH-CNam GUAETPa No ymonYaHue, HacTpoiikn aHTu-cnam guaeTpa, cneunwdudHele 408 yYETHOM
3anncK, MoryT BeITe YCTAHOEMEHB! B NAPAMETPaX YYETHOM 3anucu.

[[1Koraz A nomedaro cooBluenna kak cnam:

Mepemeltate ux B Nanky «Cnams y4ETHOM 3anucu

¥aanate nx

[ Otmenats conBLUEHNA, DNPEAENEHHBIE K3K CNIM, K3K MPOUNTAHHBIE

[ Brnroumts sypHan paGoTel 34aNTHEHOTO aHTH-cNam ¢uasTpa

Mokaszate #ypHan

¥aanuTe ganHele obByuennna

BBIGEPI/ITG KdKHe AEﬁCTBHH MPOU3BOAUTE C MMCbMdMH, TTIOMEUEHHBIMHU KdK CIlaM,

U Haxmute OK.
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HacTtpoiika anTH-cnaM (puIbTpa /1A KOKAOH Y4eTHOM 3anucu

BrI Taxke MmoxkeTe YCTaHOBHUTBH HaCTPOﬁKH HeXKe/IaTeIbHOM OUTEI AJIA Ka)KAOﬁ nus3

Balllnx y‘-IéTHbIX 3armcei:

1. IIénkauTe Ha [IpocMOTp MapamMeTpoOB 3TOM YUETHOM 3amUCH (WK Ha

LLL} < . o
KHOTIKY """ > Hacrtpoiiku > ITapameTpbl yuéTHOM 3amucH).

2. TepeiiiuTe B KaTeropvio AHTH-ciaM (GHIBTP.

HacTtpoiiky HexxenaTe/bHOM TIOUTHI /11 KaXX/I0M M3 BallIMX yUeTHBIX 3arucen
Tiepeorpe/ieNsitoT ri00anbHbIe HACTPOWKU He)XXe/laTeIbHOMN MOUTHI.

= e ———————
Mapamerpel cepeepa
Konuw u nanku
CocTaeneHune u agpecauma
AHTU-cnam GuneTp
CUHXPOHM3ALMA W XpaHEHWE
¥BEA0MNEHUA O NPOYTEHUK

3awmTa

g T

Microsoft Exchange Server
Konuw u nanku
CocTaeneHne u agpecauna

AHTU-cnam uneTp

Mapamerpel cepeepa
Konum u nanku
CocTaeneHune u agpecauma
AHTU-cnam GuneTp
CUHXPOHM3ALMA W XPaHEHNE
¥BEAOMAEHUA O NPOYTEHUK
3awmTa
+ H flokaneneie nankmn
AHTU-cnam GuneTp

,ﬂ,MCKDEDE NpoOCTPaHCTED

4l Cepeep ncxoaawed nour...

JeiicTENA AnA y4ETHOI 3anuck ~

BrigeneHune

BrntoumnTe aHTH-cnam GunsTpbl 4NA 3TOM YHETHOW 3anncn

Ecnuw BkntodeHo, To cHa4ana Bam HyxHo Hay4uTe AMail onpegenats cnam. [Jna 3Toro oTmedaiite
cooBLLEHNA KaK Cam WNK HE CNamM, NCNoMb3yA KHoMNKy «Crams Ha NaHennm MHoTpyMeHToE, Bam HyxHo
ABHO OTMEYATE KaK CNaMEPCKKE, Tak U oBbiuHbie coobyenna. MNocne 3tore AMail cmomer
SBTOMATMYECKW NOMEYATE CNAMEPCKIME COOBLLIEHNA,

Hg NOMEYATE BETOMATHYECKKH CDDGLLI,EHMH KdK Cnam, ecni oTNpaEnTEND HAX0O4WTCA B 3P ECHBIX
KHWrax:

fNuyHan agpecHas kHura A
[] CoBpantbie agpeca

[ vemmmmsinimpmmmsiipmemmmen
-]
.y v

D Mgl‘lDJ’lh.’-DEETb NOAA B 33roN0oBKax NUCEM WCTaHOBNEHHBIE Spam;i\ssassin

Ecnuw ekntoueno, AMail ByeT aBTOMATUYECKWM CHNTATE CNAMOM COOBLLIEHKA, NOMEYEHHBIE 3TUM
BHELLIHIM K12CCUUKATOpOM,

TManka HasHa4YeHNa W YCIOBMA XPaHEHNS

[ Mepemewiats HoBbie cooBLueHns, ONPEAEnEHHBIE KaK cnam, B:
Mapky «Cnam» 8: | o S
Jpyryro nanky: ACI‘IEM Ha S

=

ABTOMAaTHYECKK YAANATE CMIaM W3 3TOA Nanku Yepes 14, anei

[noBanbHele HACTPOMKKM aHTH-CNama...

OTmena

Taxke B 9TOM pasziesie Bl MokeTe BbIOpaTh afipecHble KHUTH, COOOIIEHHS OT
KOHTaKTOB KOTOPBIX He OylyT aBTOMAaTUUYeCKU TTIOMeUaThCsT KaK CIaM.

TpeHupoBKa GpuIbTpa HeXXe/1aTeJTbHOW MOYTHI

HOnst apdexkTrBHOM dunbTpayu, Bel Jo/mkHbI HayuuTh AMail ornipeiensitTe cram.

Cy1ecTByeT HeCKOJIbKO CII0COO0B MapKHUPOBKU COOOITIeHNI KaK CTiaM:

1. IJénkuuTe 1o 3HauKy «CriaM» B CITUCKe COOBITIeHHH.
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A dara * EEj
A 24.08.2022, 10:56
ﬂ 24.08.2022, 12:29
ﬂl 25.08.2022, 11:21
& 25.08.2022, 17:53

>

2. IIénkauTe 1o 3Hauky «Criam» Ha MaHe/u MHCTPYMEHTOB COOOIIIeHMSI.

") Oteerute  »% Mepecnate [—] Apxuemposate M CHE% i Yaanwte bBonewe «~

| OTMETHTE 3T0 cooBLLEHWE KAK cnam

3. HaxxmuTe kiaButy J, uToObl OTMETUTB OJJHO WJIH HECKOJIBKO BBIJIE/IEHHBIX
COoO0011[eHHU KaK CTiaMm.

Wnorga AMail MoxxeT ommbaThCst 1 MapKUPOBAaTh XOPOLIIHe COOOIeHHsT KaK
criam. [To3TOMY Ba’kHO COOOIaTh TTOYTOBOMY K/IMEHTY, KaKue COODIIeHUs He SIBJISTFOTCS
criamoM. CyIjecTBYeT HECKOJIbKO CITIOCOOOB MOMETKH COODIIeHN KaK He CIiam:

1. IIIénKHUTE 10 CHHEMY 3HAUKYy CllaMa B CIIMCKe COOOIIeHuH.

ﬁ Jata - ﬁﬁ
gﬂl 26,08.2022, 1833 ~
& 30.08.2022, 12:48

31.08.2022, %22
31.08.2022, 10:21
2. llénkauTe Mo 3HauKy «He criam» Ha >KE1TOM yBeIOMJIEHHU O CllaMe HUKe

3aroJIOBKa COOOIIeHUSI.

“) Oteetute  »¥ Mepecnate  [=] Apxwenpoeats i Ypanute  Bonbwe -~

e

TE 1 eiee————————— 31.08.2022, &:22
e E L e e ke
‘ AMail cunTaeT, 4To 3T0 CoOBLUEHWE ABNASTCA CRAMORNM, Moapobhee b 4

3. Haxkmure couetanue KinaBui Shift + J Ha K/aBuatype, 4ToObI OTMETHUTh
coo011{eHUs KaK He CTiaM.

6.35 MW3meHeHue cpopmaTa coobLueHUA

BbI MOXkeTe U3MeHUTh (POpPMAT 10CTaBKKU COODIIeHUs TIPU CO3/IJaHUM COOOIIeHMS,
OTBeTe Ha Hero W rnepechuike. [Ijis 3TOro B OKHe CO3/laHust COOOIIEeHHS HA)KMHTe
Hactpoiiku > ®opMaT A0CTaBKH U BbIOepUTe >XeslaeMblil (popMaT 10CTaBKU:
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® T0JIbKO MPOCTOU TEKCT

¢ ®opmarrpoBaHHbIi TekcT (HTML)

® OObIuHBIN TekcT U1 HTML

CozgaHwe cooBuyenna: (Bes Temel) - AMail

Daiin [paska Bug Beraswte Qopmar Hacrpoiikm Muctpymentsr  Cnpaeka

| Ao Oporpatus |+

W
KoHTakThl X

1]}
4

AppecHan kHura:

CoGpaHHele agpeca it

HDMCE KOHTaKTOB:

Mpogepute opdorpadui...

Mpoeepra opdorpadum npu HabGope TekcTa

Uwtuposate coobuieHne

EEEADMJ’IEHME O NPOYTEHUKA

YBELOMMNEHWE O JOCTABKE

Kogupoeka Tekcra
DopmMat AoCTaBKM
BaxHocTs

MomecTuTe KOnWH B Nanky

Hactpouts agpec oTnpaeuTens...

Wndpoeate 370 coobyeHne

Mognwcate 3To cooBlueHne

6.36 HacTtpouka KOAUPOBKU NUCEM

HacTtpoiika KOJUPOBKH UCXOJAIMX IMHCEM.

v oow B

I

Bgmail.com:> =
b

ApToonpeaeneHune
Tonsko NpocToi TekcT

GopmarnposanHbi Tekct (HTML)

OBeiuHb TekeT u HTML

YT0oOBI U3MEHUTH KOJMPOBKY MMHUCEM, HOXKMUTE "= > Bup > KopaupoBka
TeKCTa U BblbepuTe He0OXOJUMYH0 KOJAMPOBKY M3 CIHCKa. BbI Tak)ke MOXKeTe U3MEeHUTb
KO/IUPOBKY /1/151 OTZle/IbHOM Manku. [/ 3Toro é1KHUTe NpaBol KHOMKOM MBIIIY Ha
HY)KHYO Tarky, BbibepuTe CBoiicTBa > OcHoBHas uHopmanus. Beibepute
KO/IMPOBKY U ycTaHOBUTe ¢iakoK cmo/ib30BaTh Kak KOJUPOBKY //Isl BCEX

CO00IIeHHH B Manke.
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CeolicTea nankm X

Ocroenan undopmauna  Hactpoiicu xpanenna coobluennii Curxporusauns CoBMECTHOS Ucnonesosanne Keota

Waas: | Brxogawme |

Agpec: | imap:// QR |

Yucno coobuwenni: 16 Pazmep wa gueke: 1,0 MB

Brnpouarte cooBLLeHnn B 3TOH nanke B pesynsTatel FaoGaneHoro Moneka

Pezepenan kogupoeka Texcta: | Knpunnwga (Windows-1251) ~

Menonbiorate KAk KOAMPOBKY AAA BCex cooBiuennil B nanke (WTHoPUPOBATE KOAWPOBKA TEKCTA,
= ONpeAENEHHEIE ANA OTARABHBN COOBLUEHUA, U ABTOONDEAENEHNE]

WMroraa dadn ¢ mugexcom nankm (.msf) cranoeuTca nospexaginsim, n coobuwenna
MOTYT K338TECA NPONABELIMMK, ANGO MOTYT MORENATLCA YA3NEHHBbIE COOBLEHNS;
MOYMHKS NANKW MOMKET PELLIMTE 3TH NpoBasnel,

ModmHuTs nanky

o

CmeHa KOAUPOBKH BXOJAIIIUX ITHUCEM.

st BBIOOpa KOAUPOBKY BXOJSIET0 COOOIIeHHsSI HEOOXOAMMO OTKPBITh MTUCEMO
JBOMHBIM KJIMKOM MBIILIKH. 3arycTUTh MeHi0 Bup > KoupoBka Tekcra 1 BLIOpaTh
HY>KHYI0 KOZIMDOBKY M3 BbITajjarolero crucka. [Tucsmo 6yzer oTobpaskeHO B
BBIOpAaHHOM KOZTUPOBKe.

6.37 ABTOHOMHas paboTta

HacTtpoiiku aBTOHOMHOM paboThI ompefiesisitoT rnoBeieHne AMail, korga
KOMIIBIOTED He TIOJK/TI0UeH K MHTepHeTy. UToObl HACTPOUTb aBTOHOMHYO paboTy,

mEE o
Hakmure *** > HacTtpouku > [/lono/iHUTe/IbHBIE > CeTb U JUCKOBOE
MPOCTPAHCTBO > ABTOHOMHas pabora.
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Mapametpel aeToHOMHCH paBoTel *

[v] ABTomaTueckn BEIBNPaTL OBHAPYEHHOE COCTOAHWE NOAKIMYEHNA
PyuHoli Beibop COCTORHWA NPK 3aMyCKe:
Mcnons3oeate peskum paboTel NpebigyLLErD CEAHCE
3anpocKTe COCTORHWE NOAKNHIYEHKA
MogknroqEd K cetn

ApToHomMHaA paboTa

OTnpaenTs HEOTNPABNEHHBIE CODBLUEHNA NpN NOgKNMOHEHNT
(3da (O Her (@ Cnpawmweats
3arpyaTk cooBLUEHNA ANA MCNOMB30EAHNA E 3ETOHOMHOM PEXUME NPW OTKIHHEHNNT

(3da (O Her (@ Cnpawwears

QK CTraeHa

ABTOMaTHYeCKH BbIOMPATh 00HAPY)KeHHOEe COCTOSIHHE MOAK/TIOUeHHUs:
AMail 6yzeT npoBepsiTh, MOAK/IIOUEH /T Baiil KoMmribioTep K uHTepHeTy. Eciin
NOJK/II0UHUSA HeT, AMail nepek/tounTCsi B aBTOHOMHBIN pexxuM. Korja nogxitoueHue
OyzeT BocctaHoB/ieHO, AMail mepek/itounTCst B OHIalH-PeXKHM.

PyuHoi1 BbIOOP COCTOSIHMSA NIPH 3aIyCKe:

® lcnonb3oeamb pedxcum pabombl npedbidyuje2o ceaHca: AMail oTKpbiBaeTcs B
peskriMe, KOTOPBIN MCITO/IH30BaICs B ITOC/IeJHEM CeaHce.

® 3anpocumb cocmosiHue nodkatoueHusi: AMail Bcerpa 3anparniviBaet y Bac
PEXKUM TTO/IK/TFOUEeHUSI.

® [lookaouéH k cemu: AMail Bcerza 3aryckaeTcsi B OHIaliH-peXXUMe.

® AemoHomHas paboma: AMail Bcerzia 3aryckaeTcsi B aBTOHOMHOM PEXKHUME.

OTHpaBI/ITb HEOTIIPAB/IEHHDbIE COOGIJ_[EHI/IH npu HO]I[KJIH)‘—IEHI/II/I?I

® /la: AMail aBTOMaTHUYeCKH OTITPABUT 3TH COOOIIeHUS, KOT/Ia BbI
TepeK/IFOUNTeCh B OHIaH-PEXXUM.

® Hem: Coo0iiieHust OTIIpaB/ieHbI He OYAyT.

® Cnpawugamb: AMail ByzeT cripaliiuBaTh OTIIPaBUTH COOOIIeHKe TIPU
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rnepexone B OHﬂaﬁH-pe)KHM.

3arpy>kaTh COOOIIeHHs A/IA MCI0/1b30BaHHsA B ABTOHOMHOM pPeXXHUMe NP
OTK/TIOYEeHHUH?:

¢ Ec/i y Bac eCTb OHJIaMH-TIAaNIKKA, HACTPOEHHbIe Ha COXpaHeHHe KoUK KaXKZ0ro
coo0I1jeHHsI Ha BallleM KOMIIbIOTepe, TO YCTaHOBUTE 3TY HACTPOUKY

® /la: AMail asmomamuuecku 3az2pyscaem Hoeble COOOUjeHUs1 U3 OHAAlH-NANOK
npu nepekaloUeHUU 8 ABMOHOMHbIU PeHCUM.

® Hem: n0Ka/nbHble Konuu coobwjeHutl He 6y0ym CUHXPOHU3UPOBAHbI.

® Cnpawugamb: AMail 6yoem cnpawugamb 3az2pyxcamsb Au HO8ble COOOUjeHUst
U3 OHAALH-NANOK NpU nepekroUeHUU 8 d8MOHOMHbIL PeNHCUM.

6.38 HacTtpouka aBTooTBETa

ABTOOTBeT — 3TO CrieldabHOe CO00II[eHre, KOTOPOe aBTOMaTHUeCKH PacChiiaeT
TIOYTOBBIN KJTMEHT B OTBET Ha MPUXO/IAIIMe MTUChbMa. [T HACTPOMKHU aBTOOTBETA
BBITTOJIHUTE CJIeIyIOL[He eHCTBUS:

1. B nanenu uHctpymeHToB AMail HaxkmuTte KHOTIKYy Co3aTh (W11 Ha KHOTIKY

mEE
*== > Coo0menue > Co3garb). OTKpoeTcsi okHO Co3aHHe COO0OIIeH .
2. HanwmimmTe TeKCT MUChbMa, KOTOPBIM OYJeT OTIIPAB/ISATHCS.

3. Haxxmute daiin > CoxpanuTh Kak > Illa610H.

Co3gaHue cooBueHna: AeTooTEeT4YME - AMail

Dain [Ipaska Buwg Bcrasute Qopmar Hactpodkw  Mucrpymenter Cnpaeka

Lospate > V3aumra v [ Coxpanure ~
Brnomute >

Ur  sessslessssssessissionk
CoxpaHuTe Ctrl+5 |
CoxpaHuTe Kak > Tann...
OTnpasnTe Ctrl+Enter YepHoeuk

OrnpaenTe nozxe  Ctrl+Shift+Enter | [ LIJaEmoHJé

MapameTpel cTpaHALBL.. Tema:  ABTOOTEETHME
MpegeapuTenEHBIR NpoCMoT i e
Oevats... Ctrl+P I

|
JakpiTs Crrl+W ;II.I,EHHE NnoNy4HeHo :

2024 2. OO0 "AJIMU MapmHep"©



424

4. Tlepetingute Ha BKIaAKy I11ab10HBI.

LLL} <
5. HakmuTe Ha KHOTIKY *** > OUIBTPHI COOOLEHUH.

[7] LWaBnonb! - es— { B = [} *
.i. Moayunte f Cospore ~ @ Uar 3‘] AppecHan kHura ! ‘ MeTia ~ Y BeicTpiit dunetp Mouck B
v dushieheSgmiem "1 Tesaa ® Ko Cozpate > Ancnetyep paboTel
[ Bxopauyme (487) ABTOOTEETUNE o =h Bnozxerun Qunetpel coobiuekiii I} | >
: Lanous! Mposxa MpuMeHUTE hUABTPEI K Nanke !,
& Apxues (1) Haikrin MpUMEHNTE HUABTPEI K COOBLLEHMID 2
vl (G Mevare... >
| Yeprosmkm (2) Maiin >
>
I8 OtnpaeneHHble CaxpatvTE kax Bug >
>
E Bca noura (491) Hlame Mepexog »
A Gan ) OUMCTUTS «YAaNEHHbBIE S N
a Kopsuha (6) CoBbiTia 1 338341 >
il Bawenoe (1) WHeTpymMeHThl ¥
il Nomeuennuie (13) E' Benoa Cnpaska ¥

6. B nosiBuBLIEMCS OKHE DUIBTPBI CO00IEHHI HA)KMUTe KHOTIKY Co3/aTh.

7. 3anonHute rosie Imsi puabTpa.

8. Ycranosure (naxxok [TosryueHUM HOBOM MOUTHI.

9. OTmeTbTe BhIno/iHeHHH JTH000T0 U3 YC/IOBHIA.

10.B mosie ITpou3BOAUTH C/IeAyIoOIHe AelCTBHUSA BbIOepHTe OTBETUTH MO
mabJ/10Hy, a B CTPOUKe PSIIOM YKa)XKUTe CO3/JaHHbIM paHHee 111abJIoH.

11.Haxxmute OK.
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Mpaeuna guneTpaumm x

WMma funetpa: | ABTOOTEETUMK

MpumensTe GUasTp Npu:
[13anycke spyuryto

HQJ'I}“-IEHHI."I HOEOH NouYTEl mHJ‘IbTFICIEETb nepej aHanuIom Ha cnam ™

[] Apxusauum

[Nocne OTMPaBKKN NoYTEI

() BeinonHeHww Boex yonoeuwii (@) BeinoaHeHun noBoro vz yonoenii () Bes kakux-nnBo yonoswii

Tema ~ | | COBEepHMT . + 2

MponzEcanTe cnegyroLMe JEACTBNA:

OTeeTwTe No WwabnoHy | | ABTOOTBETUNK ~ + -

6.39 MWcxoaHbIN TeKeT

[171s1 IpOCMOTpa MCXOJHOTO TeKCTA MMCbMa Heo0X0[UMO:

1. OTKpo¥iTe Uiy BblieIUTe MHUCHMO.

2. CripaBa Ha IaHe/IM UHCTPYMEHTOB Ha/| TEKCTOM MUCbMa HakmuTe boJibiire.
3. B oTKphIBIIIEMCS MeHIO BbIOepuTe MyHKT IToKa3aTh MCXOJHHUK.

4. Cny>keOHble 3aro/IOBKH MUChMa U UCXOTHBIN KO/ Oy1yT 0TOOpa’keHbl B HOBOM
OKHe.

6.40 LWwudpoBaHue

B AMail npucyTcTByeT BO3MOXXHOCTH IM(PPOBaHUs TpadrKa. Y CTaHOBUTh €ro
MO>KHO IpY HaCTPO¥Ke y4eTHOMH 3arucH, 100 1o3ke OTpelakTUpOBaTh B IapaMeTpax

YUeTHOM 3anucH. Y CTaHOBUTD IIM(PPOBaHKE BO3MOKHO [I/Isl pa3/IMYHbIX TPOTOKOJIOB
(SMTP, POP3, IMAP).
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HacTpoica maesoLsibon y BAC yusTHON 1anucu SNecTpoHHoi NowTE *
Bapwe ume | hvandl Blawue saen, k2K 0HO oTOBpaMEETCR ¥ ApYTMX
Agpec 3n. noutee | van.ii@gmail.com Huerousaacs y Bac yHETHIA 38NMCE JNEKTROHHON NOYTE
Napons: |1

[ 3anenunts nepons

Hinn cepeepa Mogpr S5L PYTEHTHDHESLAR
Bxogawan: |IMAP | imap.gmail.com 993w OAwuth W
Hoxogawas:  SMTP smitp. gmail.com w| | 465 Astoonpexenersee [ [ou o ot
E T Her =
Wmn nonssceatenn:  Bxogeuan: | vanidifgmail.com STARTTLS vam. i@ gmail.com
JonogHuTensHan HacTpoAxa MNeperecTuporaTs lororo Ompgena

Cy11ecTBYyIOT C/le/iyIollie BapUaHTbl HACTPOWKU:

® SSL/TLS - Secure Socket Layer/Transport Layer Security - B JaHHOM cJTyuae
cepTUdUKAT U(PPOBAHKS TIO3BOJISIET, HAZIE)KHO 3alUTUTh TPapUK.
(PekomeHryeTcs).

® STARTTLS 310 pacimpenre 00bIYHOTO ITPOTOKO/IA TEKCTOBOTO 0OMeHa,
KOTOpOe I03BOJIsIeT Co3/aTh 3amrdpoBanHHoe coeguHenue (TLS unm SSL)
MpsiMo TT0BepX 00buHOr0 TCP-coeiMHeHNsI BMECTO OTKPBITHS IS
1(POBAHHOTO COeJUHEHHs OTAe/bHOro nopra. CoeZjJMHeHNe HAUMHAETCS Kak
HellrM(poBaHHOe, HO MbITAETCS CO3/JaTh 3alUIEHHOe CoeluHEHNe, eC/Th
cepBep ero nojjepxuBaer.

b ABTOOHPE,E[EIIEHI/IE - TIOUTOBBIN KJIMEHT ITbITAETCS aBTOMAaTUUECKH COIIacOBaTh
C CepBepOM HMCIIO0/Ib30BaTh JIM €MY I.LII/I(l)pOBaHI/Ie W KdKUM MeTOO0M.

® Het - CoeviHeHue He 1IM(PYeTCs.

Taxke BO3MOXXHO 100aBUTH IIM(POBaHKE OTIIPAB/SIEMOr0 TIMCbMa, TIPU
YCJIOBUH, UTO y BaC UMeeTCsl JIMUHbIN cepTUdUKaT udpoBaHus. B okHe co3naHus
coobirieHus1, 3axouM B MeHio Hactpoiiku > IIIudgpoBaTh 310 coobieHue.

CoagaHme coobuennn: (Ges Tems) - AMail - % %
dafn  Opaska Bueg ! Dok Hactpofisy  MHCTpymenTe  Cnpaexa
Npogeputs opdorpadia.. “tri#Shift+P @
| k Opdorpadun v ! ST pogepuTh opdorpade, Ctrie5hift+ il Browum. v
I.U. NMpo@epka oporpade npi Habope Texcta
O | “raniis almi-parmersu” <ranai
= Kony: [ ¥eeaomnenwe o npoutenun

[ veegemnenme o aocrapee

EQQupoaca TewcTd :
Tewa: @opyaT gocTasmn »
BaHOCT ?

X TICMBLTITE KONMK B MANKY » [ | I

[[) Hacrpouts agpec omnpasutens

|: Nogautats 370 CothuweHne
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6.41 Moaknro4yeHue noytbl B Microsoft Exchange

1. Otkpoiite AMail. Beibepute UHcTpymenThl > AMailEx pasi Microsoft
Exchange > [lo6aButh yuéTHyro 3anucs Microsoft Exchange.

Oaitn Mpaska Bna Mepexoa Coobuwienne Cobbrmua3aaasw Uncrpymentsi Cnpaska = @ %
il Now Agpecnan knira Crl+Shift+ B
/ Coyare |~ Wuar (2] Agpection wrura e Ctrl+) €, Mowex <CirkeK> e
Hacrporikn gononeri >
N — . el
Wabnors: AMail
Cratyc wara >

TIpUCORAMHUTEC K HarTy...

T Vaaneneie
8 Vicxogawne YuérHbie sanuc DunsTpbI CoOBLLEHMIT

TpymeriTe GuAasTpS! K Danke

[ ] -
A9 HactpouTs yug TpumerUTs LTSI K COOBLLEHIID

JanycTuTs B Nanke aHT-cRam GuABTpE!

=) JnekTpoHHa B bnom v neHTh Hosocted B AMailEx

Yganute cooBLUEHNA NOMEYEHHBIE KAk Cniam
Co3/aTh HOBbIF Wwnopr...

VHcTpymenTs! paspaboTuiika >

Crepers neaaerior ncropuo..  Ctrl+Shift+Del

HacTpoiikn curxpormzauyn

Mapamterpel yugrHoii sanucy

Hactpoiikn

[ AMailEx g Microsoft Bxchange > [lobasuTs yuerHyio sanics Microsoft Exchange...

Brnaaka cnpaskn AMailEx..

< (&) Meponpustus & ExchangeSync: Foros
2. B rosiBUBILIEMCSI OKHe BBejMTe BaAlll1 y‘léTHBIe JaHHBbIE.

IIpumeuaHue: ybedumecnb, Umo yKa3aH Nnpasu/ibHbili 00MeH 0151 8x00d 8
yuemHyto 3anucb Microsoft Exchange.

= =] >
[ Bxogaume B 3azun X | [ Kanewasps X 0 B
3 Corpormzauma g Coberme P 3agava
Hostps 2019 € O D Bce cobsimun v copepxar Q x
Mk BT Cp tr Mr C6 Be
12 3 P9 oamums yuemnyio sanues Microsoft Exchange... x e s
4567890 | Mepconanshie ganmsie
)12 13 1415 15 17| Moeoe
1819 20 21 22 23 2
e Agpecan. noutst: [ you@domain.nu | —
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|l 32a2un (korotzeveg) ®Bpyuryro | Tect eeb-agpeca EWS
<[l Kanengaps (korotaev... )
Be6-appec Microsoft Exchange EWS (U} | https://mail.yourdomain.ru/EWS/Exchange.asmx \
BseauTe umn, KoTOpOE BYAET NOAEAATACA & NOAE «OTs NPW DTNPaBKe coOBLUEHMI
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[ Wenonsaosats Mouty Microsoft Exchange
! [ Wcnonsaosats Agpechyio kniry Microsoft Exchange
4 <Hassag || QJanee> Oraena
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[ Meponpuarua A EcchangeSync: Foros |
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[IpoBeprTe nonyuyeHHble HACTPOUKHU U HAOXKMUTe «['0TOBO».

Hactpotiika yuéTtHoit 3amcu Microsoft Exchange 3aBepiiena.

6.42 CoBmecTHas paboTta c KaneHaapem

Kak mpefocTaBuTh /JOCTYN K KaJ/leHAapIo?

® Bbl MOXKeTe TMpeIoCTaBUTh JOCTYII K KajieHapio CBOUM KoJljieram, Ipy3bsiM U

OTU3KUM.

® JIpesfocTaBbTe IOCTYH K CBOEMY IJIaBHOMY KajleH/japo, 4To
T10/Ib30BaTe/IM BH/ie/IU Ballle paclycaHue.

® Co3JaiiTe Ka/leHJapb U pa3peiinTe JpyrUM M0/b30BaTesIsiM

ObI IpyTHe

BHOCUTH B HEro

HN3MeHeHMUs. Haan/IMep, 9TO MOXKET OBITH CeMeMHBIH Ka/leHapb.

® JTobaBbTe 1M0J/Ib30BaTeIsl, KOTOPOMY XOTHUTe JIeJIeTUPOBaTh JOCTYT K
KaJieHjapto, 4ToObI OH MOT TJIAaHUPOBATh MEPOTIPUATHS U BHOCUTb B HUX

U3MeHeHUsI. ITO MOXKeT 6bITB, Haliprumep, Balll TIOMOIHHUK.
HPOHECC npeaocraB/jaeHus JOCTyIId

1. Otkpotite nporpammy AlterOffice Mail (cm. pucyHok 1)
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PucyHok 1 (r;1aBHoe MeHIO )

2. B mpaBoM BepxHeM YI/ly Ha)KMUTEe KHOIKY TIE€PEK/IIOUHUTLCS HA BKAAOKY
KasneHoaps

3. [anee BbI nomnaziaeTe Ha rJ1aBHbIA 5KpaH KaneHJaps (PUCYHOK 2)
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Pucynok 2 (r;1aBHoe meHio Kanenpaps)

4. TIpaBoli KHOIMKOMW MBIIIHM K/IMKaeM B cTosbie KaneHOapb W C03/1aéM HOBBIM.
(pucyHoOK 3)
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PucyHok 3 (co3gaHue HOBOTo KajleHJaps)

5. [lasee HaM HeoOXOAWMO COXpaHUTh KajeHJaph Ha y/aJieHHOM CepBepe,
yTOOBI MBI CMOTJIM 0OpalaThCs K HeEMY K3 F000ro MecTa WM HCTIOh30BaTh
€ro COBMECTHO C BalllMMU JIPY3bsIMU WU KojuteraMu. (pucyHok 4). TToatomy
CTaBUM Tajiouky B rpade <B cemu> v HaxxumaeM </Jasee>.
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[ MBI CMOIII OGPAILATECS K HeMy 113 /HOGOTO MeCTa ILTI IICTIOBI0BATS €10
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PucyHoK 4 (co3/jaHie HOBOr0 Ka/leH/japs)

6. Janee BBeCcTH MH(pOPMALMIO, KOTOpasi He0OX0JUMa /ISl TIOJTyYeHHs JOCTyTia
K BallleMy y/JjaJieHHOMY KaseHJapio. B HailieM ciyyae coxpaHsieM B popmare
iCalendar (ICS) v niporniviceiBaeM aopec, ocjie HaKuMaeM KHOTIKY </lanee>.

6. Jlanee BaccTII MHGOPMAINO, KOTODas HEOOXOXIMA TH MOTYSeHIIE

JOCTYMA X BAIIeMY YAQTEHOMY KaTemiapio. B HANeM CTyHae COXPAmAEM B

opnare iCalendar (ICS) m mpomICHBAEM adpec, TOCTe HAKIMASM KHOTKY

<azee>.

nJava ystem (WCAP)

PucyHok 5 (co3gaHue HOBOr0 KajieHAapsi)
7. Jlanee mpou3BOIUM KPaTKyH0 HaCTPOMKY Balllero Oyzyiiero KaneHzapsi:
® BBoguM HaseaHue;
® Bribupaem ysem;

® A Takxe 3/1eKMPOHHYIO nhoumy.

U knvkaem Ha KHOTIKY </[anee>
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6.43 [lpouecc nogknoyeHue K KaneHagapro (Ha npumepe Yandex
Calendar)

1. Otkpoem Yandex Calendar.
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3. [Janee Ha)xuMaeM Ha KHOIIKY «Hacmpoliku kaneHoaps» => «3Kcnopm»
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4. Nanee otkpriBaeM AlterOffice Mail => Kanenzaapb
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; = X
‘ Kanengaps X | M Provider for Exchange Activ: X B
[ 2apava 28 HH
Bce cobbimun ~  copepwar | O X
Hassarne Hauano Oworuanme Kateropus 0B
Cerg 3
( _| CospaHue HoBoro KaneHaapa x _H,u.. 46)|[ifieai]]| Hepenn [ilonencanul)[Mecaiy
y Mr 15 Hoab. C6 16 Hos6. Bc 17 Hoss.
Cozpath HoBuiii Kanenaaps
Hacrpoiikn kaneraaps
600 "
Bl MO3ETe AaTs BaLLIEMY KaAEHAGPIO 1WA 1 NPVCEOUTE 0COBbII LaeT
7R OTOBpasKeHIA COBLITMI 3TOTO KaneHABPA.
= Hassarime: [vandex.Calendar
ik User [
MokaseigaTs onosewenia;
o 3 Mlowiz I
- MpeAnouUTaTS OTAP3ENATS 30.MUCEMS
1000 € MPHrNALUEHNAMN CO CTOPOHE!
KvenTa
11:00
13:00
14:00
v

(] Meponpuatua A ExchangeSync: lotoe

7.Janee HacTpauBaeM Ha3BaHHe HaIllero KajeHJaps W LBeT AJisi oToOpakeHue

COOBITHIA 3TOTO KasileHAapsl.

OtnmuuHo, KasneHgaps co3zgan! Tenepsb nepeliieM B Halll CO3[aHHBINA KajleHAaphb U

no6aBUM COOBITHE /17151 TIPOBEPKHU.

Knvkaem mipaBoii KHOTIKOM MBIIIM TI0 KaneHAapi ¥ BbiOMpaem «Co3zarth

coObITHE»

O Bucssuses
-
O Crsipmaciauni

Homtpa 2019 € © »
fiw Br Cp Sr M €6 B¢

e

KaAenaspe
Wl panemsspe
bamic
Calendad

|
|

v Yandex.Calendas

¥ Cofumun

Sodasra A Mosens

Boe cofman

Hate g

£ Ceroam

¥ | M Prevaderior Enchange Aot X
* ooy | O
Hawass e
P& Hosoe cofiemee Hosoe cofiemie
Codamae [poses By Hacrpodn
B Copamien u sacgarn (8] Mpurascim pasermnes P Npusrioem =
Hagpanne | R
Becrec
| Earernpus T ¥ Egreaaps
ClEecn gome
Husmn L1129 1300 |
Egmei 1111203 &0 |-
| Dewvop: He nostepams
[T R T — "
Onwcinng Facwmme: fascrmus
Bpewm ca  Yansy

I Mpuspensin =

Warghee Calerdar

ma
H
x
Katprepus i
*
i Yaarems N
|| Noneaesmy | Mecsy
].t& BE 17 mos,
| -~
|
|
|
|
w

[ Meponpuaras A ExchangeSyne: Toros
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BBO,ZLI/IM BCe HEOGXOAI/IMBIG [AaHHbIE 10 3TOMY COOBITHIO ¥ HAYKUMAaeM

«CoXpaHUTb Y BBIUTH»

o

Seiln Opmca Ban Oepeson Coofiumsse Cofempswisures Hwcopyuesme Cnpaso
X | O Guovdentor Excmange Actr. X |

Cp 13 nowd

[ Busssuses | (B Kamergsg
O Conopeewnauns  FgCofemee B Jasras ]
Homépa 2019 4 O HBce cofiumma ~  copepmar | X
e B¢ Cp Mz Mr C6 Be
13 Flapgamone Hawano
45678910 Hesoe cofaimn 11 wowbpa 2009 7. 1230
412 13 W15 W6 17
TRIE- TR
5207 BN X § Cerozmn > 11-17 Honipn 2019
T 11 wont. B 12 monfi,
v Hasengsps
Mok caneraspe
batic
Calendae .
o o I —
N oo

= o x
®E
it
®
Chenmugmang Egreropus iw]
11 woadps 2015 r. 13:30 Waredes Calervdar

Ha 46 | fewe Hegean | Mo wegassm | Macsy

Yr 14 nost, M 15 noed C6 16 nowd, Be 17 moat,

w

[ Meponpuames & ExchangeSyme: Fores

[Hanee CMHXpOHU3WPYeM HalllM KajieHjapy. /st 3Toro Ha)kumMaeM TpaBoit

KHOTIKO! MBIIIIY T10 KaseHapio U « CUHXPOHU3UPO8AMb KajaeHOapu»

Guin Mpacs Boa DOepeeog Coofupsme Cofermpe paaasun  Huopyusms  Cnpaiss

(I Buessuges |
o Crenpoemagns g Cofuma

Hontpa 2019 € O 3
Mo BY Cp We MW C6 B
4 S &E TR 9N

wh] e 1
EE-FE-FE

BHTHN®

815 16 17

Cappme Vandes Calendar
Mexagame romses Yandex Calondar

£ Rasemaaze
ﬁ!uﬂl /I"bull

Bre codaiman - Q,

ORI

Hasang

€ Cerogan 3 11 - 17 Hoabps 2019
The 11 momti. B 12 mowts

4 |*mtu&uung|mx

1 wostpa 2015¢. 1300

Cp 13 momfis

e (] x
@8
i
x
Duceragune Easergpun m
11 mzabips 2019 r. W00 Yandes O slendar

He 46 | Jesin | Hepean | Mo segessn | Mecny

Yy 14 nowb. [r 15 recai. €6 16 nomt. Be 17 moak,

v

[0 Mepanpuars & Eschangefync Foros
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Bl Swaenc Kasemgaps + =] Bl - O x
« 9 e B calendaryandercry  Anaerc.Kasenasps ] Fl % &
Anpexc KﬂﬂEHﬂﬂ[]b Mowra Bucx  Kosmaxrw  Eug ¢ | Coromn E o I

ConparnoofuTme 11 12 13 14 15 16
Hobps 2019
£ = ‘7 m 100

° 12 13 W 15 % 7 15T .
w1 X0 n 2 4 12:00
5 X 0 =2 2

300 .
Hegens - :';';:f"
Kanewpapn ~ -
B YandexCalandar -
.}..
1600
- 17
OtnmnyHo, Ka/leHJaphb IIOAK/IOUYEeH U OTO6pa)KaETCH coObITHE.
6.44 Tpouecc nogknoyeHue K KaneHgaptr (Ha npumepe Google
Calendar)
1.01kpoem Google Calendar.

[ Google Kaneraaps - He % =4 ] =& ] x
« > 4 ¢ @ calendargooglecom Google Kanengapb - Heaens: 10 Hoa6psa 2019 L= m ::. k2
= KaneHgapb Ceropws < > Hoabpk 2019 Q (@ &8  Hemens - it G

F o BC nH BT cP ut nr CcB
10 @ 12 13 14 15 16
Hos6ps 2019 £ 2 - o
Be M Br Cp 4r Mr C6
3 4 5 L] 7 8 ] +
10 ° 12 13 14 15 16
17 18 13 20 21 22 23 s .—
Mowck noaen 2PM
Mowu kanespapu ~ o
D _ APM
D 3apayd 5PM
[ Hanomunanmws e
Opyrve kanengapn  + A~ s

M1 Anaznuuve bh

2. HaxxumaeM BK/IaZIKy «/Ipyaue kaneHOapu» => «Co30amb HOBbll Ka/1eHOapb»
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I Google Kanekaaps - He: X =+ @ =® o o ®
&« > ﬂ c @ calendargooglecom Google Kanengaps - Hegens: 10 Hos6ps 2019 L | ::. .i'.
= Kanengaps Ceropws < > Hoabpk 2019 Q (@ &8  Hemens - i G
BC nK BT cp uT nr cB
I— CoapaTte
10 @ 12 13 1 15 16
8 2 3 3 1 2 o

+
24 25 26 27 28 29 30
1 3 4 5 6 7 .—
Mowuck nogen B

Mowu kanespapu ~ 2
D_ MOANMCATLCA Ha KaNeHaaps
[0 3anaw Co3faTh KaneHaaps
[0 Hanomunanus

WHTepecHble KaneHaapu
Opyrue kaneHpapw

No6aeuTs No URL
O npasanmkn Po

Wmnopt >

3. lasee Npon3BOAMM Hauya/lbHYIO HACTPOUKY KaneHJaps. BBogum HaseaHue
KaneHdaps. Onucanue. I Yacoeoli nosic.

N panee knukaem «Co3paTh Kanegapb»

T - B R

« (o] & calendargooglecom Google Kanergape - Cozaanne kanenaapa L T | :;_ 4
& HacTpoiikn 1t G
061me Co3pnaTb KaneHaapb
HoBaeuTs KaneHaaps ~ Hassakme

Google.Calendar

MoanncaTeca Ha KanedHgapb
OnucaHue
Co3park KaneHpapb

WHTepecHbie kaneHnapm
OoBaeuTe no URL

Yacos0i noAc
MMOpT # 3KCNOpT (GMT+03:00) Mockea, CTaHAAPTHOE BPeMA - Moc..

Bnagenel
HacTpoiku Moux kKaneHnapen
Co3nate KaneHnaps
o I

@ [Hv pomaeHus o

HacTpeikn gpyrux kaneHgapen
Co3fiaHue KaneHaaps... 574
@ Tpa3gHuku PO

4. [lanee Ha>)XKMMaeM Ha TlapaMeTphl KasieHJapsi, UTo0bl HAMTH CCBUIKY /ISt
TMO/TK/TFOYEHHSI.
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I Google Kanenpaps - He X 4 ﬂ =0 = (m] x
« > 9 c @ calendar.google.ccom Google Kanenaaps - Heaens: 10 Hos6ps 2019 T = m :1 % k2
= KaneHgapb Ceropia < > Hos6pe 2019 Q @ @ Hememn - G
BC nH BT cp uT nT cb (5]

L]

Gl 10 @ 12 13 14 15 16

E 4 & & | @ & 9

10 o 12 13 1 15 16 9:AM

1718 19 20 21 220 (23

24 25 26 27 28 29 30

+
rosr @ oA 8 6 7 e
= - 5 *—
Mouck nogei 12PM
PM
Mowu kaneHpgapu ~
O I
[0 3anaum 3PM
[ Hanomunanus
4PM
Google.Calendar X }
Opyrue kd Mapamerpbi kaneHaapa Google.Calendar
[ npasaHakm Po oFM
7PM 2

Ycnosua — KoHdWaeHUManBHOCTE

5. 3axo/iuM MapameTphbl U KOMUpyeM 00I11e/JOCTYTHYI0 CCbUIKY Ha KaseHaph.

« 4 [o] & calendargooglecom  Google Kanenaaps - Hactpofie kasenadps "Googhe.Cale.. L | | % L

€ Hactponku iz G
HacTpouTe

Ofiume

[ofapnTe KanesLaps ~

HARaET W 3KCnopT

HaE TR Mok KareHa g

@ [OHi posgenrn F )

@ Google Calendar #

| HacTpofike KaneHJapR CEpoCHTE
ABTOMATHYECKM NPHHHMATY
NgWrNaLewln
POIDEWEHHA HA ADCTYN Yoanewus aneH0aps

OTaGHITE NOBNHESY

6.anee 3axoqum B porpammy AlterOffice Mail. Co3jaem HOBBIM KaneH/japhb.
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@ Brogaume

‘ Kanengaps

-
3 Coxporisauna

Hosbpa 2019

4 5 86 7
[11]12 13 14
1819 2 2
25 26 27 28

v Kanengape

[ Cobuimue

{o>

Mu Br Cp Mt Mr C6 Bc

il
8 910
516 17
2 23 24

9 30

N e
= |

X | ¥ Provider for Exchange Acti X |

=0

Fa3agawe  # Npaska
Bce cobbimnn ~  copepwar | O X
Hassarne Hauano Owonuanme Kateropus 0B
Cerg 2
( - [P E——— _H,a.. 46 | lledb | Hegenn | Mo Hegenam | Mecau
. I 15 Hoab. C6 16 HonB. Bc 17 Hoab.
|| Cosgars noswiii kanengapn
Pacnonoxenne BalLero kaneHgapa
~
Balu kaeH4apk MOXET BbITs COXPAHEN Ha BALLEM KOMMBIOTERE HAM HA
YAZNEHHOM CEPBEPE, ANA TOTO, UTOBBI BBl MOrN 0BPaTUTECA K HEMY 3
M10BOrD MECTa AW MCNONBIOBATE EF0 COBMECTHO C BALLMMM APyIsAMHI
WA Konnerami.
) Ha moéu kounsiotepe
@B cetn
T
1600 |
17:00
v

[#] Meponpuatua A ExchangeSync: loToe

BriOmrpaem pacrioyiokeHue «B ceTu». M HaxxumaeMm «Jlanee»

7. ldanee

BbIOMpaeM Qopmar KaseHaaps

CKOMUPOBaHHbIN afipec. HaxkumaeM zaree.

(B Brogawme

| B Kanensep

=
3 Coxporisauma

Hosbpa 2019

¥

v Kanengape

[ Cobuimue

{o>

Mu Br Cp Mt Mr C6 Bc

3

10
17
24

a2 ke

. 2azau I
B <erecce-

X | %8 Provider for Buchange Acti X |

«iCalendar

(ICS) u BBOgUM

=R

Fa3agawe  # Npaeka aanuTe
Bce cobbimnn ~  copepwar | O X
Haseanue Hauano Oxonuanie Kateropus [is}
( Cerd Cosganie HoBOFo Kanewnap Ha: 46 | Oerb | Hegena | Mo Hegenam | MecAy
{ % I 15 Hoat. C6 16 Hos6. Bc 17 Hoab.
|| Coagars noBwiii kanengapn
Pacnonoxenue BalLero kaneHgapa
~
Beegure nHdOpMaLIMo, HEOBXOANMYIO 4718 NONYUEHHA JOCTYNa K
BaLLEMY YASNEHHOMY KaNEHAAPH.
Gopmar: - @:iCalendar (ICS)
O CalDAV
(D) Cepeep kanenaapeii Sun Java System (WCAP)
Agpec: |
[ Patorats aEToHOMHO
15:00 < Ha3sag - Otmena
16:00 ‘
1700 | ‘
v

{#] Meponpuatua A ExchangeSync: loToe
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8. ,Z[anee BBO/JJMM Ha3BdHHKE€ HallIEro Ka/ieHapd U LIBET 0T06pa)KEHI/I$[.

= e
Tl | 8 Kanengaps % | ¥ Provider for Exchange Act X | a2
X Curpormsauma [ Cobermue 53 3agaua ' Mpasxs
Hoséps 2019 € © » Bce cobbmun v copepwar O X
Mk Br Cp Ur M C6 Be
i HassaHue Hauano OkoHuaHME Kaeropus 0
4567891
11112 13 14 15 16 17
18192021 22 23
25 26 27 28 29 30 ( Cera e riosr Rane % J‘!A:AG Jlere | Hegena | Mo wegenam | Mecay
= T 15 Hosb. C6 16 HomE. Bc 17 Hos6.
|| Cospars noseiii Kanenaaps
— Hactpoiikn kanengaps
"
L ERE Bl MOXETe 3Ts BaLLIENy Ka/IEHAAPIO MMA 1 NPHCEONTL 0CoBEIR LseT
B kanenaap- I 415 OTOBpaskeHNs COBLITMIA 3TOrO KaneHaapa.
Hassarie: [ 6oogle.Calendar
Uger: [
Al Mokasbisats onoseweHna:
i I
< Hasan - Druaens
16:00
v
< (] Meponpusmua A ExchangeSync: Fotos
9.[anee co3zaeM HOBOe COOBITHE [I/Is1 IPOBEPKU MOAKTFOUeHUS
aiin [paska Bugy [epexog CooBuienne CoBermnansagaum WHcTpymentsr Cnpaska = o w

{5 Brogauwme ‘ Kanengaps X i # Provider for Exchange Actic X =

O Curxpormsauma  Fg Cobermue i 3agaua ' Mpasxa

Hoséps 2019 € © » Bce cobems v cogepuar | Q X
Mk Br Cp Ur Mr C6 Bc
1 g g | Hmsanne Hauano OkoHuanme Kareropua [is}

4567 8910
1112 13 14 15 16 17

18 19 20 21 22 23 24
25 26 27 28 29 30 < CerogHa ) 11 - 17 Hosbpa 2019 Ha: 46 | Jlere | Hegena | Mo wegenam | Mecay
M 11 Hosb. Bt 12 HoRG. Cp 13 Honb. Yr 14 Horb. It 15 Horb. C6 16 Honb. Bc 17 Honb.
v Kanenpaps
9:00 ~

[ E
B <anevazp- I

+| Google.Calendar

11:00
12:00 |
13:00
Hogoe cobeimae... Ctri+l
14:00 Hosan sagaua..  Ctrl+D
Mpeasiaywan Heaens
Shit Crenyrouan Heaens
Beipesats Ctrle X
16:00 Konwnposars CtrleC
BerasuTs Ctrl+V
17:00
v
< (] Megonpustua A ExchangeSync: Fotos

10. Co3maem HoBOe cobObiTHE. BBOZIMM BCe HEOOXOJUMBIE JaHHBIE 10 COOBITHIO.
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= EE
Broaaume (8 Kanenaaps X | ¥ Provider for Exchange Act X | = S|
O Corxponmzaums g Cobermne g 3agaua o Mpaske T
Hosépa 2019 € © ) Bce coBbman v copepwar | QO x
Mk Br Cp r Mr C6 Be =
piie Haseanme Hauano Oxonvanme Kareropus [is]
456 7 & 910 % Hoeoe cobermue: Hosoe coBeimme >
11]12 13 14 15 16 17 CoBeimue Mpasks Bua Hactporicn
1819 20 21 22 23 24 r : . =
o = |8 Coxpannrs nsakpers 2] Mpurnacuts yuacriikos @ Mpusarrocrs ) NMpukpennrs ~ T Vaaaute -I
25 26 27 28 9 0 ¢ Cerogna | Mo Heaenam | Mecsyy
1 Hazsarme: @ CoxpaHiite M 3akpaimh, | 56 Bc 17 Hoss.
Mecro: [
v Kanengape
%:00 : ) : N
P - Kareropus; Her Kanenaaps: | Geogle.Calendar
[l Kenenaze- I CJBeco aern
v1|| Google.Calendar !
Hauano: [n1.20m0 | 1315 v]a
11:00 Kowew [111.2m9 ~| [rans v|5
[osrop: He nosTopars. v
Hanomunarine: | He Hanotmsats v
OnucaHug: BnoweHwn: YuacTHUKM:
1400
00 Bpews kak: st
v
< {#] Meponpuatua A ExchangeSync: loToe

[To3apassisieM, KaneHjapy MOAKIIOUeHb!!

6.45 [lpouecc nogkntoyeHus kaneHpaapa MS Exchange

1. B rnaBHOM MeHIO OTKpbIBaeM «VHCTpymeHTBI» => «HacTporku

JononHeHUui» => «TbSync»

Oaiin [paska Bug [epexon CooBuewue Cobermus usagaum UHCTpyments Cnpaska =D w
B flokansHsie nankn | £ Kenewaapn Apecwan kHura Ctrl+Shift-B
3 Curpormsauns Cobbie Coapaubiibe fatin] i) Cobbrtun X
Hacrpoiiku gononHenvii > Lightning
Hos6pa 2019 € O ) 3 Hosan sagaua | Beibepure Ducnetuep patorsl o ThSync 1 Nu o)
M Br Cp Ur Mr C6 Be = — Hontps 2019 KH 46
5 O L it ot D i
23 TIPUCOEAMHITSCA K uaTy.. Hosoe ¢
45678910
q 6| W
e OuneTpe! CooBLeHuil v Ceropnn
18 19 20 21 22 23 24 MNpumennTs UNBLTPSI K DanKe ~ 3asTpa
St TIPUMENNTs prnbTps! k cooblermio Npeacronuue (5 anedi)
3anyCTiTE & NanKe aHTH-Cnam rAsTpE!
Y4aNWTh COOBLIEHIA NOMEHEHHBIE Kak Cnan
v Moxazarn e
) Fomysmpwe VIHCTpyMEHTEI pazpaBoTUMKa >
(O Cerogua Crepers HegasHiow ucToputo.., Ctrl+Shift+ Del
O Creayroupe ceme el HacTporiku cuxporusaumn
O Henavareie 3aaaun Mapauerpe! yuétHoit sanicn
O Mpocpousnnsie sagaum oo
(O BeinonHeHHbie 324340 R EQuills ana Microsoft Exchange >
etk i
@Bce
v Kanewsape
v Geogle.Calendar a8
L f) Meponpustun v BxchangeSync: [oTos

2. ,Z[anee Ha>XrMadeM <<,Z[el\;ICTBI/I$I C akKayHTaMu» => «'Z[O6aBI/ITb dKKayHT» =>
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Exchange ActiveSync (EAS)

B focamnsss s B iumengape ® | B iaseun = -
3 Crspommmaumn o B Meneanep scagmce == ¥
Honbpa 2019 £ O ¥ ] Hastad S sitin : e
Mea Br Cp M= Mr £8 Be “r I 'ul
1 i Haspodios seeaywra  Touous
Ausayures Cramyc
W Moranare
10 Tescyuugee yananem
e
[T TS |
() e T SR
(i Npocpouermee saum Meea rf GNPERENEHD KRoHE- MG YURTHEE Lifwiil
() Bt A prerenat 2agaam
") Hegano Angnnmst Wi
wkce
I
g Jetesum sy ¢ L Exchange AdteecSyne (EAS)
W sabredav (CaDAN B CardDAN)
L [ Meponpusmes v ExchangeSynec: Mores
3.,[[&]'[68, B ITIOABUBIIIEMCsA OKHE BBOJHUM HEO6XOAHMBI€ JaHHBbIe.
® IMs akKayHTa;
® IMs nosib30BaTess;
® [laposb;
® Anpec cepBepa
AoGaente Exchange ActiveSync akkayHT et
BeeauTe WA ANA HOBOA YYETHOM 3aNUcH, MMA YYETHOM 3anuck ActiveSync, KoTopyH Bel XoTUTE JoBaBuTe
(BO3MOHO, 3APEC INEKTPOHHOA NOYTHI), U BEIBEPUTE OA4MH M3 AOCTYNHBIX N3PaMETPOE KoHGUIypaLnKn cepeepa.
HacTtporiku cepeepa: MonesoeaTensckan KoHGHIYpaLKA hd
Mrn akkayHTa: |‘r‘nur name

Mapone: | EEEEEEEEEEES

WMma nonssoeatens (email address): | bpsiyour name |

Appec cepeepa: | https:/YourAdressServer.ru

JoBaBnTe akkayHT OTrMeRa

4. Ham ocTanoch JIMIIIb HaXkaTb KHOMKY «BK/aouumb yuyemHylo 3anucb U
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nonbIMambCsl NOOKAUUMbCS»

E MeHemxep akkayHToE

F P
HacTpoiku akkayHTa Momowk
AKKayHTBI Craryc

Your name

JefcTena ¢ akkayHToM =

Wma akkayHTa

Wma nonszoeatens

Id ycrponcTea

CTatyc cuHxpoHn3aLmMm

WHTEpEaN CHHXPOHNZALMK (MUHYTEI) |0

- X
|‘\"0ur name
| bpsiyour name
ActiveSync server configuration
Aapec cepeepa ActiveSync
| YourAdressServer.ru Ny4wini

06wme HacTpoiikm
Wecnobzoeate BesonacHoe https nogknoueHue
[] OTkaTMT NOKaNLHEIE M3MEHEHWA (one-way sync)
[] Enforce provisioning (required by Kerio)

HD,\’J,I'IHCbIEETb W CHHXPOHWIWPOEdTE BCE NANKW No
)‘MDHHEHHIO nocne yCcTaHoBNEHWA NEPBEOHAYANEHD
NogKNHYEHHA.

Onuwmm kouTakTa

= Mepeonpegenuts oToBpaxaemoe nma Ha "Mma" +
"Pamunna”

SR

YuerHas sanwnce He BEKIHYEHA, CHHXPOHWIALMA OTKA

BrnrounTe YYETHYHD 33NWUCh M NONbITATECA NOAKNHIYAT

5. OT/IMYHO, Ballla yueTHasi 3aliCh HacTpoeHa!

6.46 Co3aaHue nanok

PaboTa c mankaMu Bo3MOXKHa yepe3 KOHTEKCTHOE MEHHO. CYH_[E‘CTBYET
BO3MOXHOCTb CO31dHUA, YOd/IEHUA U IeperMeHOBaHUS TT1dITKH.

,[[]IH ,Z[O68BJI€HI/IH MMarkKy Ha>KUMdeM IMPaBYyH0 KHOIIKY MbIIIN U BBIGI/IpaeM

Co3parp namnky...
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BxogAawme - ivan.ii@almi-par - KaneHgape

! i_l'lcrnj.r'-rmb b /Cua,u,arb o -'-IaT Elﬁ,u,pe

¢ ey W 0T

™ ivan.ii@almi-pa

Moay4nTh coobUeHUA

BxogAalme

I E ¥1nanéHHble OTKPBITE B HOBOW BKNagKE
~ B fokancHbie nan
u OTEPLITE B HOBOM OKHE

LWabnoHkl

[——13 o
B ApxuBbl Monck cooBUeHWA...
b E vaanénnbe MognMcaThos...
- @ Vcxogawme

Co3aaTh Nanky...

i

MNapameTphl

[Tocne uero OTKpoeTCst AOTIOHUTE/IBHOE OKHO /1J1s1 BBO/Ia UMEHU Marku 1
yKa3aHus ee PacIiooKeHUs:

Co3faTh Nanky X

Co3pats Kak BNOEHHYHD Manky.

| B BxogAuine W

OTMeHa Co3aaThL Nanky

Y aneHue narky NpoucXoUT TaKKe yepe3 KOHTEKCTHOe MeHto. Beibrpaem
TNarnky Jyis yJaaeHys, HaKMMaeM TpaBylo KHOTIKY MBIIIN U BbIOWpaeM Y Ja/IuTh.
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ExogALLme
E ¥1nanéHHele

~ FECT

~ 8 nokal  OrkpeITL B HOBOM BKNAAKE

LLaf

| OTKpLITE B HOBOM OKHE
B Apx

© vmas  Mouck coobuieHuii..
Wexe

Co3aaTh Nanky...

NepeumeHceaTe

CHaTk

OTMETUTE NANKY KaK NPoYUTAHHYH
(] WabpaHKHas nanka

CBOACTBA

[TeperiMeHOBaTb BO3MOXKHO aHAJIOTUYHBIM C1I0cO60M. Uepe3 KOHTEKCTHOe MEHIO
BbI/IeJIEHHOM TIarKy BeiOpaem IlepenMeHoOBaTh.

BxogAwme
E YaanéHuule
=" R _ £
- —EI NokanbHbl OTKpLITE B HOBOW BKN3ake
WabnoHe
l OTEpPLITE B HOBOM OKHE
B Apx1BLl
E YAanéHHE Mowck coobleHKA...
Mcxo,u,ﬂmg Co30aTh Nanky...
¥aanuTth
' CHaTk

OTMETTE MankKy Kk NPoYMTIHHYH
(] nabpanHan nanka

CBOMCTEE

ITocse uero OTKPOETCS OKHO [Ji BBOJAd HOBOI'O UMEHMU I1dIlIKH. ITocne BHeceHUs
HM3MeHeHUN Ha)KMUTe HEPEI/IMEHOBaTB
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MepeMeHOBaHWE NankK

EeepuTe HoBOE MMA NAnkK:

OTmMeHa MepeMeHOBaTE

* B IMOUTOBBIX SIUKaX, UCTIO/B3YIOMMX TTPoToK0 IMAP HeobxorMa
riepe3arpy3ka kiveHta AMail 151 0OHOB/IeHUS TaHHBIX.

6.47 YepHOBWKM U LLAGMOHDI

YepHOoBUKY ¥ 111a0/10HEI B AMail - ynoOHbIe QyHKIMHM, TOMOTaroII1e
COKOHOMMUTh BpeMsI M OpPraHM30BaTh paboTy € 371eKTPOHHOM nouToi. YepHOBUK
TI03BOJISIeT COXPAHUTh He3aBepllleHHbIe MHCbMa JijIs TIoC/Ie/Iytolel paboTsl, a 111ab0HbI
TIPe/IOCTaBJISIOT TOTOBLIE OCHOBBI ZIJIsi OBICTPOTO CO3/IaHUS HOBBIX COOOIL[eHUH.

[l51st coxpaHeHHs1 MMChbMa B KaueCTBe UePHOBHKA WM 111a0/I0Ha HY’KHO:

1. HakaTb Ha CTpe/IOUKy psiZloM C KHONKOW «COXpaHUThb».

2. Bribpatb «UepHoBUK» U «[11aboH».

CozgaHue cooblieHmna: LWa6noH - AMail

Lalin Mpaseka Bua BCTaBnTh HacTpoidku WHCTpymeHThI Cnpaeka

| f90p¢orpa¢m e ',Bau.l,ma A HCoxpanrh ﬂBno}Kmh .
: ) wain...
Or: | testuser13@almi-partner.ru testuser 3
'é) HYepHoBuKK
v Komy:
() Wabnon
Tema: LWabnoH

HliA TeKcT v MponcpUMoHanEHLI hd I

Nobpbiid OeHb

Pycckiid (Poccun)

3. Iocne HaxkaTys Ha OZiHY M3 (QYHKLMI TMCbMO COXpaHseTCs B
COOTBETCTBYOIIHE pa3ziesibl «UepHOBUKN» UMK «I11abm0HBD.
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=] YepHoBUKK
OTnpaBneHHEle
A\ Hexenatenohas nouta
k E YpaneHHwie
8 Wcxogawwme
@ zamerkn
b @l Owwbri cUHxpoHUIaLMKA
r @l Archives
il Drafts
il Trash
@@ working Set
v E fokanbHbie nankm
|\ LWaBnoHl
B ApXWBEI
E ¥nanéHHble
8 Woxoanume

6.48 [Moaknio4yeHMe AONONHUTESNbHbLIX ClOBapen

JlobaBsienue ciioBapeit Ha Windows

1. TTepen HauasioMm Jo0aB/eHuUs C/IOBapei COXpaHUTe JaHHbIe U 3aKPOMTe
AMail.

[oronHuTebHBIE CZIOBAPU MOTYT OBITh JOCTYITHBI JIst 3arPYy3KH U3 Pa3/IAUHBIX
VCTOYHUKOB, OJJHAKO PEKOMEH/1yeMblii ICTOUHUK — O(QULIMA/IBHBIA CalT 10MOTHEHWI:

Ha nprumepe yCTaHOBKeE AOINOJ/THUTE/IEHOI'0O C/I0Baps AHT/IMICKOro sI3bIKa.

2. CkauatiTe o ccbliKe http://repo.alter-os.ru/testing/AlterOffice/extensions/
(aiis croBaps U pacIMpeHust

Ckonupyiite ¢aiinbl en-US.aff u en-US.dic:

I > Drorkomnsiotep > 476 (D) > tmp > ciosapw ana AMail

Wima [ata uameHeHua

_ E english_united_states_dictionary-91.0.xpi 13.07.2023 0:57

B on-usaff 01.01.2010 2:00
B en-Usdic 01.01.2010 2:00
B README en US.txt 12.10.2020 0:43
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1 BCTaBbTE CKOIMHMPOBaHHbIE (Daki/ibl B MAIKy I10 My TH:
C:\Program Files (x86)\AlterOffice AMail\dictionaries

I[Teped HauanoM KONUPOBAHUs NOSBUMCS CUCMeMHOe coobujeHue, mpebyroujee

npas adMuHucmpamopa 015 8bINOAHEHUs1 npoyedypbl ecmasku. Haxcmume
«[Ipodonxcumb».

° HeT aoctyna k uenesoi nanke

[nsa konupoeaHuA B 3Ty Nanky Hy>»Ho obnaaats Nnpasamm
aAMWHUCTpaTopa

dictionaries
lata cozganna: 22.06.2023 14:04

|_] Bhino/HWTL AnA BCex TekyUWKWX 3NeEMEHTOB

% n POLOIKUTE [ponyctute OTmeHa

F

[Tocne okoHUaHUsI KOMMPOBAHUs coZiepkKUMoe rarnku cyioBapeit AlterOffice
AMail 6ygeT ciemyrouum:

3rot komnbiotep > Windows (C) » Program Files (x86) > AlterOffice AMail > dictionaries

Wmsa [ata uameHeHua Tun

B en-us.aff 01.01.2010 2:00 Dann "AFF"

en-US.dic .01.2010 2:00 J._i e
. en-US 1 01.0 )10 )0 I
ru.a 2.03.2023 .Ul Qaiin "/ -
. 0 0] 16:00 ol
ru.dic 2.03.2023 .UU txtfile
. | 1 )] ) 16:00 txtfile

3. OtkpotiTe HacTporiku AMail:

- 3anycture AMail 1 oTKpoiiTe HacTpoliKu rpunoxeHus. OOBIYHO OHU
HaxoJATcs B MeHto «IlapameTpbi»:
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.i.l'lony'—lmb W fComaTb 4 -L!aT E|| AppecHan kHura

v g JloKanbHble Nankm

W Yoanthnsie «AMail» «[MoyTta»
B Vcxoaawwne
v @almi-partner.ru | ~_ _ . _ . __ __. 0
(8 Bxoaswne Moayumnts coobuieHus Ei
E YaanéHHele OTKpbITE B HOBOW BKNaAKe Lel
OTKPbIT B HOBOM OKHe
MNouck cooBLLeHMA. . YOt

[MNoanwucatkCs...

COB,J],aTb nanky...

T T i e e e e e S P T T e T

: ﬂapaMEpr;

B s Y T T N T T

15}‘ ﬂpocmmp napcl,%xn

4. B mapameTpax y46THOI 3anucy HalauTe paszies, OTBeuaroll1ii 3a cjioBapy
WIH s13bIK TIpoBepKU opdorpaduu — CocraB/ieHue U agpecanus > I'io6anbHbIe
HAaCTPOWKH COCTABJIEHHUS COOOIeHUH:
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[NapameTpbl y4&THOW 3an1ck

Vid Dalmi-partnerru | RGPS HFRIFEN appecauus

MapameTpel cepeepa

CocraBnenuve

Konuu v nanku

e e e e B Cocraenats coobuerns B dopmare HTML

AHTW-cnam qJVIJ'Ipr . an OTBETE aBTOMaTU4eCKW LUMTWPOBaTh TEKCT UCXOAHOTO COOGLLlE‘HIAﬂ

v

CuHxpoHW3aums n xpaHeHme 3aTemM: MOMeCTUTb KyPCOp Nepea LMTHPYyeMbIM TEKCTOM

Hactpoliku aBTo apxmBMpoBaHnA .

1 CTaBUTL NOANMWUCL  MOCNE LMTUPYEMOro TekcTa (peKomeH ayeTcs)

YEEAOMAEHNA O NPOYTEHWUH
B Bxniovats NoanKcs B OTBETHI

3awura
() Bxntouats noanucs B nepecsinaemele nvcsma

~ B flokanbHble nanku

AHTU-cnam ¢W|J'|E-Tp I Fm36ganb|e HaCTpOWKKW cocTaBneHuns COOﬁLI.I,EHMMA.. I

‘U,VICKOEOE NMPOCTPAHCTBO

HacTpolikv aeTo apx1BMpoBaHWa Aapecauns

/4 Cepsep ncxogauieii noutst ... Mpu noaGope aapecos:

© Vcnonsaoeats ans 3100 YUBTHOI 3anncK rnobankbHele HacTpoiiku LDAP-cepeepa
() Micnonszoeats apyroi LDAP-cepeep:

Hert MameHuTs cepeep KaTanoros...

[nobanbHble HACTPOKKK aapecauviu...

JleAcTBMA ANs yYBTHOW 3anmncn ™

- OTMeHa

5. IIpoBepbTe TeKylllie HACTPOWKHU CII0Bapei:

- B pa3nene «CocraBneHue» nepeizuTte Ha BKIaAKy «Opdorpadus»:

b ) %

QOcHoeHele  OTobpaxeHue Yar MpueatHocTe 3awwmra BnoxeHHble dainsl Kanennape  [lononHutensHele

| Opdorpadus

B MpoeepATs opdorpaduio nepea oTNPaekol coobiiueHa

OcHoBHBIe Aapecauua

(] Mpoeepate opdorpaduio npu Habope TekcTa

flzbik:  AHraniickmii (CLUA) o

3arpy3wrb AONOAHWTENLHbIE CNOBapU
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6. BeibepuTe yCTaHOB/IEHHBIN C/IOBAPh:

- O603HaubTe YCTAHOB/IEHHBIH C/1I0Baph B CIIMCKE JOCTYITHBIX C/IOBapei.
OOBIYHO OH MOSIB/ISIETCS MTOC/Ie YCTAHOBKU U IOCTYIIEH [IJ1sl BbiOOpa:

! o @

QcHOBHbIE Otobpaxenve | CoctaBneHue Yar MprBaTHOCTL 3awura BaoseHHble daiinbl Kanenpaps  [lononHuTensHble

OcHoeHele Anpecaums %OP‘POVW Al
| AL —

O MNpoeepaTk opdorpaduio nepes oTNPaBkor coobiieHua
a MposepsTs opdporpaduio npu Habope Tekcra

Azbik: | AHrauiickuii (CLUA) o

Anrnwviickmia (CLLIA)Y

3arpyzy Pycckui

oK Otmena

7. CoxpaHUTe U3MeHeHUs:

- [TopTBepauTE MOOAB/IEHHUE [OTIOTHUTETHFHOTO C/IOBAPS], HAXKaB Ha KHOTIKY
"OK".

8. Ilepesanycture AMail:

- YUto0Obl M3MeHeHUsI BCTYIIAIU B CUITY, Tiepe3arnyctuTe AMail, yTo6Ob1
TIPUMEHUTD [00aB/IeHHBIN C/I0Baph.

9. IMpoBepka opdorpaduu:
- YtoObI CMEHHTB SI3bIK MPOBEPKHU opdorpaduu B mporjecce Habopa MucbMa,

BeIOepuTe B MeHI0 «HacTpoliku» nyHKT «ITpoBepuTh opdorpaduio» Uil HaKMUTE
couetanue kaasuil Ctrl+Shift+P:
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. CozaaHue coobuleHus: (bea temol) - AMail

®aiin [lpaeka Bwa BcraBute Q®opmatr Hactpoiikm WHctpymeHTtsl Cnpaeka

— f& OparpatiE | ' MpoeepuTb opdorpadnio... Ctrl+Shift+P
v TNpoeepka opdorpadum npu Habope Tekcra
Oz Petr Shibanov <shiban« Untnpoeats coobiexne
i Komy: YeenomneHue o NpPoOYTEHUK

YeepomneHune o NOCTaBke

Koavpoeka TekcTa >

$opmat gocTaBkm b

ot BaxHocTb >

OBbIuHbIN TekeT ™ ponopuwoHan [omMecTUTL KONWHo B narnky >

HactpouTs aapec oTnpaeuTens...
There have been changes on our
Wwndpoeats 310 coobuieHne

Ha Hawem cepBepe npousownu v Moanucare a10 coobuienme

10. CMmeHa sA3bIKa IPOBEPKU:

- B HIKHel yacTy OKHa MeHI0 HalijuTe CIMCOK 513bIKOB B pa3zesie «[IpoBepka
opdorpacdun». BeibeprTe Hy>KHBIN S3bIK /1711 IPOBEPKH, a 3aTeM HAXKMUTE KHOTTKY
«[TpoBepuTEL TEKCT CHOBa».

> Komy:

lNpoeepka opgorpaguu X
Cnoeo c owmbkoii: There
X 3aMeHWTb Ha: There MNposepuTe Cr0BO
Tema:
BapuaHTb!:
Abzau v MponopunoHansHbIi
—| | (HeT BapuaHTOB) 3ameHuTe Mponyctute
m have been changes on our server FU—— | ——

Ha Hawem cepBepe NporsoL/iv U3SMEHEHMUA
Cnoeape nonszoBarens:

NobaeuTs cioso NzmeHuTs...

Azbik:

3aKpbITs

| Pycciuit

| Aurauiickuii (CLUA)

3arpysutb 40NONHWUTENbHbIE CAOBAPH. .. |

Takum ob6pa3omM, B rporiecce BBO/|a TEKCTA Ha PAa3HBIX SI3bIKAX MOXKHO TTPOBEPSITH
opdorpaduto, nepexoyasichb MeXx/y s3bIKOBbIMHU CJIOBApPSIMHU.

Jo6aBienue cioBapeii Ha Linux
Jia cucrem Redos/AlterOS:

-[17151 yCTaHOBKM PYCCKOTO si3bIKa /17151 IPOBepKu opdorpaduu:
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sudo yum install -y hunspell-ru

-[I11s1 yCTaHOBKM aHTJIMICKOTO si3bIKa [/t TpoBepKU opdorpaduu:
sudo yum install-y hunspell-en

sudo yum install-y hunspell-en_US

Jns cucrem ALT Linux/Astra Linux:

-[I11s1 yCTaHOBKM PYCCKOTO si3bIKa /151 IPOBepPKHU opdorpadpuu:

# apt-get install hunspell-ru

-[17151 yCTaHOBKM aHT/IMMCKOTO sI3bIKa [I71sl POBePKU opdorpaduu:
# apt-get install hunspell-en

# apt-get install hunspell-en_US

IIpyrue s3bIKK 717151 IPOBepKH opdorpadri Bbl MOXKeTe YCTaHOBUTh
aHAJIOTUYHBIM CII0COO0M.

6.49 WHcTpyKuma no paboTte c aapecCHOU KHMUrom

6.49.1 [oGaBneHue agpeCHOWN KHUIM

1. B nanenu uHctpymeHToB AMail Ha)xMuTe KHONKY AApecHasi KHUTa (W1 Ha

mEE
KHONIKYy *** > VIHCTpyMeHTBI > AipecHas KHUra ). OTKpoeTcs OKHO
AnipecHasi KHUTa.

Qaidn [paeka Bug Depexop Coobuwienne Cobbimus v 3agaun  WMHeTpymenTtsl  Cnpaska

3 BxogAwme 3agaun b 4 Kanengape b 4
L Nonyuure ~  # Cospare ~ Wl Yar | [2] Appechas knwra Y Buictpeiii dunetp
g Beenanxu “ A | A Henpounrs Otkperms agpechyio kHury | Kowrakr W Menan )

2. B oTkpbiBLLIEMCSI OKHe «AZipecHasi KHUra» HaxxrMmaem ®aiin > Co3parth >
AJlpecHy10 KHUTY.
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L} Agpechan kHura

Pain [paeka Bwg Waorpymenter Cnpaeka

i Co3pate ¥ Kontakr agpecHof kHurn.,,  Ctrl+M

MpespapUTenbHbIR NPOCMOTE KOHTAKTE Comcok pacceinkm..

MeYaTh KOHTAKTE... AppecHyra KHAry...

Karanor LDAP...
MapameTpel cTpaHuLgL...

5 = CooBlieHne Ctrl+M
MpeseapUTentHBIA NPOCMOTE 3APecHDi KHMrM

MeYaTe aapecHol KHUTW..,

JaKpeITe Ctrl+W

3. Jlaem Ha3BaHMe HOBOH afipecHOl KHUre U HaxkuMaeM «OK».

Hoean agpecHan KHMra >

Mran agpecHoi kHuri: ||

QK Crraena

4. Tlocne uero CO30dHHasd aJjpeCHadad KHUI'd MM0IaJdeT B CIIMCOK JOCTYITHBIX
d/IpeCHBIX KHMI'.

Il Appecnas kHura

Mafin [lpaeka Bwa MHcTpymedter Cnpaexa

j; Co34aTh KOHTAKT .EE; Co3gate CNMCoK @ MzmernTe

Vﬂ Brce dapecHbBlE KHWIA
m NuyHan dapecHan KHAra

m Hoean dapecHan KHKMra
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6.49.2 WUmnopt agpecHon kHurn B AMail ns Outlook

~ KowTakTa! - - Outlook
Daiin Fnasnan OTnpaska n nony4eHne Manka Bua Cnpasxa Acrobat Q Yro ebl xoTHTE Caenate?
125 Co3aaTh KOHTAKT Monck & nanke "KonTakte’ 2 | Tekywan nanka =
s Tect koHTakT N21
4 Mow KoHTaKTbI & Tect koHTakT N21
Konrarm = Opranmsayns N1
e Tect koHTakT N22 Vamerurs ==
B
£V KOHTAKT  3AMETKM
ik
MNpocMoTp UCTOUHMWKE
. Qutlook (KewTakTei)
H
on CEAZaT KOHTZKTHL..
p
P Komnanws
Opranwsauuns N1
T
v
L
xu
y
wuy
®
el
3
[
a
= 2% =] s 8
SnemenT: 2 [lata nocnegmero ofHosnenna nankn: 28.11.2019, | Tpebyercanapore | [[] B - +
1. 3axonuM B azipecHyto KHUTY AMail.
- [m] =

[ﬂ AapecHan KHura

®aiin Mpaeka Bwa Whcrpymenter Cnpaeka

.I!O Co3aaTe KOHTAKT gy Co3aats cincok @ Wzmenuts / Co3gate coofueHne

v '] Bce aapechbie knirn ram +  3NeKTpoHHaA nouTa ran B uare

' fv4HanA a...8 kHIra

EEEEEEECCCCCEm

Bcero koHTakToE B /lMdHaA agpecHan kiwra: O

O\ Mowck B 370 aapecHoi KHure

Opranuzauma Patounii Tenedon ]
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2. Ilocne TOT'0, KaK MBI 3dlll/IF B a/Ip€CHYIO KHUT'Y. HaxumaeMm Ha BKJ/IaAKY

MNucrpymenrs! > Umnoprt.

IJ AgpecHan kHura
®ain Mpaska Bug WHcrpymenTter  Cnpaska

1.0 Co3a3Th KOHTaKT Moyta v rpynnel HosocTed  Ctrl+1

AapecHan kHura
v '| Bce agpecHeie kHI

WmnopT...
Bl Mvuvan a8 kn Lol
§ — dxcnopr..
Hactpoiiku

@
@
@
@
e
II
|
a
]
|
|
il

Bcero konTakToe B /luunan agpecHan khura: O

- [}
e O — .
| Cozaate coobuleHne A, MNouck B 3Toi agpecHoil KHre
nan & yare Opranusauma Patouni Tenedon
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,.j AppecHan kHura
®aiin Mpaeka Bua Cnpaeka

1.0 C0343Th KOHTAKT 4 L0343Th CIMCOK @ Nzmenute ./ Co3pate cooBluyeHne

v 'l Bce agpecHbie kHtrn Knam #  JNeKTpOHHEA NoyTa Kma B yare

l| funan a..8 kHura
|
L+
@
(*]
wh
L+
g

Bcero koHTakToe B /luunan agpecHan khura: O

A [Nowck B 3Tol 2ApecHoA KHUME

Opranusauma PatGouni Tenedon =]

3. anee repej HaMu TMPeCTAaET UMITOPT-MacTep. Mbl BEIOMpaeM M3 CIHMCKa HaM
HeoOXo/iuMbIe «AJIpecHble KHUTH» U Ha)KUMaeM «/[lanee».
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1!0 C0343Th KOHTAKT 4 C0343Th CIMCOK @ WNzmenwnte / Co3gate cooBLueHne A3NKMTE O‘ Mowuck B

Wmnopr X juma

MacTep MMNopTIPYET NOYTOBRIE COOBLLIEHWA, COAEPHNMOE 3APECHBIX KHIT, NOANMCKA Ha
MEHTEI HOBOCTEMN, HACTPOMKW W/NAN GUNETPEI U2 APYTUX NOUTOELEX NPOrPamM 1
pacnpocTpanEnHer dopmates agpecHen: khnr 6 AMail,

mnopTupoeaHHan ogHaxge), 373 MHGopMauMa By eT 4ocTynHa ana eac uz AMail.
(O) mnopTnposate Bc

K BbIGEPUTE To, HTO XOTUTE MMNOPTUPOBATE:

(®) AgpecHEIE KHUMK

O Maswy

(O) Mognuckn Ha neHTEl HoBOCTEN
(O) Hacrpoiikn

() tuasTpel

< Hasaa lanee > OTtmeHa

Bcero koHTakToE B /luunan agpecHan khura: O

4. Ham mipepyiaraetrcsi BbIOpaTh TIpOrpamMmy, W3 KOTOPOM Ham Heo0XOJuMO
npousBecTy UMNopT. Mol BeiOupaem Outlook. Haxkrmaem «/lanee».
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| 1!0 C0343Th KOHTAKT 4y C0343Th CIMCOK | @ WNzmenute / Co3aate coobluyeHne

Wmnopr X juma 2]
BriGepnTe Nporpanmy, ns KOTOPOR XOTUTE NPOWSEECTH MMIOPT:
! rnet Mail
< Qutlook
i chaiin (LDIF, .tab, .csv, .bd)
Pain vlard (wvef)
Moyta, HacTpofikn n agpecHsie kinrn Outlook
< Hazag OTtmena
Becero koHTakToE B /lnunan agpecHan khura: O
5. To3gpasnsiem, aapeca u3 «Outlook» ObUTH yCTIEITHO UMIIOPTHPOBAHBI.
|| Agpecnan knara — [m] X
®ain Mpaeka Bua WHerpymenter Cnpaska
.'o CO3A2Th KOHTAKT  agy C0343Th CIMCOK /Cosﬂ,arbcooﬁu.l,eHne Mo 3ApECHONA KHUre
b .l Bce agpecHbie kHurn mn #  JMEKTPOHHEA NouTa Mma B uate PaBounid TenedioH B

.l fvyHan a..a kHIAra

Il KonTakTe!

[ ] o
A 1 ECT KOHTaKT N21

[ ] )
a1 ecT KoHTakT NE2

Beero koHTakToe B KonTakte: 2
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Kakue emje ¢opmaTbl IOMHUMO TOrO, YTO MbI KUCII0/Ib30Ba/lU MO//E€P>KUBAETCS
[LJIS1 3aTPY3KU?

1.0 C0343Th KOHTAKT %Comam CANCOK @ Mzmeruts ,/ Co3pate coofLUeHne ¥ aanuTe Q) Mowck B 3706l aapecHoi khure
Vll Bce agpecHeie krirn Wmn +  JNeKTpOHHAA NoYTa Mma B uate PaBounid Tenedion =]
Wnnopt X

BribepuTe nporpammMy, U3 KOTOPOA XOTUTE MPOU3EECTM MMMOPT:

Becky! Internet Mail

COutlook

Texcroewiid daiin (LDIF, tab, .csv, bd)
@aiin vCard (vcf)

WMmnopt nokaneroi novytel Becky! Internet Mail

EEEEEERCCCCCCCmmm

= Hazag Janee » Otmena

Bcero koHTakToE B /ludHan agpecHan khura: 3

Becky! Interner Mail - mouToBbIi1 K/IMEHT, U3 KOTOPOTO MO>XKHO TPOW3BECTH
5KCMOPT aipeCHOM KHUTU U JPYTUX JaHHBIX.

LDIF (dopmaT mpezacTaB/ieHUs 3amucedl C/Iy)KObI KaTaJOrOB WA WX
r3MeHeHUl B TeKCTOBOM (hopme)

.tab, .txt (c pa3rpaHMueHrEM 3HAKOM TaOy/IsAIIAN
.CSV 3ariTou

vCard (.vcf) - TekcToBBIN (hopMaT /17151 0OMeHa 371eKTPOHHBIMUA BUUTHBIMU
KapTouKaMu

6.49.3 Co3gaHue HOBOro KOHTaKTa

1. [Inst co3maHusi KOHTaKTa HaM HeoO0X0[JMMO Ha)KaTh Ha BKJIAJIKY «CO3/laHue
KOHTaKTa».
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|| AgpecHan kHura - O X
Pajin WHecrpymentel  Cnpaeka
urC0343TE CNMCOK zmeHnTe fCosp,aTb cooBleHne ¥aanuTe 0._ MNowck B €
Wmn #  JINeKTpOHHaA nouTa Wms B yate PaBouwii TenedoH B
Il MNuuHan a.8 kHAra ATe(T KoHTaKT N2l
. KoHTakThl ATE(T koHTakT N22
@
Brero koHTakToE B KoHTakTel: 2
2. Nanee BBOAMM MH(OPMAIIMIO O HOBOM KOHTAKTe.
‘.0 Co34aTh KOHTAKT 4{?} Co34aTh CAMCOK IMEHMTE / Co3pate cooBlleHne |
V.l Bq 2} Hoewiii konTakr gna Tect konTakr N2 3 X B
JoBaewte B: | KoHTakTel i

KoHTakT fluyHoe PaBouee Mposee Har ®orto

Apas: |TecT woHTakT N2 3 | PabBounii: I:I

Darmunnmns: | | JomMawiHui: I:I

OtoBpaxate kak: |TECT koHTakT NE 3 | Pakc: I:I

Bcerga ncnons3ceats 0ToGpakaemMoe MMA BMECTC MMEHM M3 33r0M0BKa COOBLLEHNA Meiaxep: l:l
Mcesgornm: |tesy@test.ru MoBuneHEl: I:l

Jlon. agpec anekTpoHHO NouTk: |

INeKTpOHHEA NoyYTa: | |

Wnan B vate: |

MpeanounTaer noayyats noyTy & dopmare: | HewseectHo e

EppaEaEnCCCCOCmMm

Bcero konTakToe B KoHTakTsn 2
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3. [Mocne 3aroyiHeHUsI BCeX HeOOXOAUMBIX Mosiel HakuMaeM KHOTIKY «OK».

||} AapecHan kHura — O *
®aiin Mpaeka Bug WHcrpymenter  Cnpaseka

.'o Co3aaTh KOHTAKT g C0343Th CIMCOK | @I.—"IE.MEHMTb / Cozpate cooBuieHne i Yaaaute Meuck B 3Toi aapecHod KHUre
Vll Bce agpecHbie kHurn Wran #  INEKTPOHHAA NouTa Wma B uate PaBouwii Tenedon =]

.| TIMYHEA 8.8 KHATE ATE(T koHTakT N21
‘ KonTakte

[ ] o
s, TecT konTakT N92

L] o
am TECT koHTakT NE3

Tecrt koHTakT N23

KonTakr
OToBpaxaemoe nma: TecT koHTakT N23
MeceegoHnm: tesy@test.ru

L")
(¥
9
W
L")
|
1
|
|
|
|
|

Bcero konTakToe B KonTakTen: 3

4. Tlo3apaBnsieM, HOBbI KOHTAKT CO3/aH!

6.49.4 MMpepBapuTenbHbIN NPOCMOTP afpPECHON KHUIU

1. Uto6sbI 3amyCTUTh MpeBapUTe/IbHBIA TIPOCMOTP a/IpeCHON KHUTH B TJIaBHOM
MeHI0 Ha)kmuTe BKiajKy @aua > [IpegBapuTe bHbIN IPOCMOTP.
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AApECHER EHIATA

@ain | Mpaesa Bug Mnctpymentw  Crpasca

Coagame * i /:m:nrncna&mrnm

TapaneTpEl CTRAMNLEL...

MpeapFpUTEN MR NPOCUOTR Agpecrci ooy

Mgsams aapecHad KHUW...

3arpems CirlsW

EEEEEEECCCCH

| Beere xonmaxron & server: 0

i Yaznuto

Fmo adpecres KHUTD NONERET KDNMCEMN MOME0 RO NOUDKS |

® [leuaTs;

® l3meHeHue MaciiTaba.

6.49.5 YcTaHOBKa KaTariora no ymosi4aHuio nNpu OoTKpbITUN

OT/IMYHO, Terepb Mbl MOYKEM TIOCMOTPETh BeCh CIMCOK KOHTAKTOB. A TaKxXe
JOCTYTIHBI HEKOTOPbIe (QyHKIMU:

® M3meHuUTh (hopMaT U KOPPEKTUPOBKA CBOMCTB CTPaHULIbI;

1. UToObI 1MpU OTKPBLITHUH a/IpeCHOM CTPOKHU OTKDPBIBAJICS BBIOpaHHBINA HAMHU
KaTaJior, Hy>KHO YCTaHOBHUTb CTAaTyC M0 YMOTUaHHIO.
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AgpecHan kHura - O X

®ajiin Mpaeka Bug WHctpymentel Cnpaeka

l.oCDSAETbD(DHTEICI' n{b(osﬂ,a'rbcnmcox '@Msmeﬂmb fCos,anbcooﬁuJ,eHhe 1 B OWCK B 3TOA 3APECHOH KHUME

a3

v 'l Bce agpectbie kUM s #  JNEeKTpOHHaA NodTa s B vate PaBounid TenedoH
'l NMwunan .8 kHwra | ® apeia
B Kowraire CeoiicTea
'| KoHTakTel.. tae C03aTh KOHTAKT

Co3aate cnucok

Karanor no ymon4aHum npu oTKpBeITAN

¥aanwte

OEpECTpanBaTk

EmmmgCCECCECC

Bcero koHTakToE 8 JIM4HEA 3apecHan kHura: 3

6.49.6 Co3paHme cnMcKa KOHTAKTOB PacCbIKK

1. ,Z[J'IH CO3/1aHKe HOBOI'O CIIMCKa KOHTAKTOB [Ji1 PAaCCBIIKU Ha)KMEM «C034aTh
CITUCOK».
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AApeCHEA KHWFA - a X

Dafia Mpaexa Bua Mo

...gl:nm’(n conTal () Mssasrmars /{:Ouan: coobuenmne i ¥aanute Q) Mouck & 370 sapecrod

W . Boe agpecrsie xmarn # JNEXTPOHHER ROUTE M & ware Pafiauni Tenedom ]
l DMouran a.aomra - B Tecr oonmanr N2
. KonTasTts .‘.Tgcr wonTaKr N2

& Tecr wowraxt N3

Tect konTaxkt N23

KoHtaer
Crofpasaence war: Tecr xosrast NE3
Meesgormnn: tesy@testru

EEEEEEECCCCCE

Beers wonTactos B EKouTakee 3

2. anee BBOAUM He0OX0UMYI0 HHGOPMALIUIO B CTPOKU aJpeca Jijisi paCChUIKU.

:0 Co38aTh KOHTAKT JE; Cozgate cincok @ W3meHNTE / Cozgate coobugHne W Yaanute O\ Mowck & 370/ aapecHoA KHre

A

Hogkii cnmcok pacceinkm = PaBouwii Tenedon

JoBaenTe B: | KoHTakTel iy

Wms cnincka: ‘TestSpisnk |

McesaoHnm cnncka: ‘ |

Onucanune: ‘ |

Beeaute agpeca, utobel 4063BNTE MX B CNHCOK PACCHIKN:

A TecT koHTakT N21 <test@testl.ru>
A Tect konTakT N2 <test@testd.ru=

PaGowwi

Opranuzauua 2

OTmena

Bcero konTakToe B KonTakTe: 3
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3. [Tocne co3faHusi MbI MOXKeM OTIIPABJISATh COOOIIeHHsI BLIODAHHOMY CITUCKY
KOHTAaKTOB.

6.49.7 Cos3paHue LDAP kaTtanora

1. B rnaBHOM MeHIO afipeCHOW KHUTU TMepexoAuM Mo Bkaaake «Daim» =>
«co3maTtb» => «Karanor LDAP».

AgpecHan kHura — O X
®aiin Mpaeka Bua WhcrpymenTter Cnpzexa
Co3pate » KonTtakr agpecHoi kawrn.,  Ctri+N | T e T T
MpeasapuTeneHEd NPOCMOTD KOHTaKTa COMcok pacceiki...
Meyats KOHTAKTA.., AApEcHYID KHUTY...
Karanor LDAP...

a

Pabounii Tenedon

MapameTpel cTpaHuLbL...

= 7 Coobuerne Ctrl+M
MpegsapUTentHeli NpocMoTp agpecHoil KHIr ... ST SRR R R R J

Meuate agpecHoil KHUrW...

ZakpeiTe Ctrl+W

Beero ronracros < I

2. Jlayee Hac IpoCAT 3all0/IHAThL JaHHbIE O HOBOM Karasiore.
® Ha3BaHue - TIPOM3BOJIBHOE.
® Imd cepBepa - IP uin foMeHHOe UMs.

® KopHeBO#l 3/leMeHT- Mbl TIOJK/IOUaeM BeTKy Users, [AJsi TIpOCMOTpa TyTH
Mo>xHO B phpldapadmin mjenkHyTh Ha Users.

® M mosib30BaTesisl - AJisl MPOCMOTpa MyTH MoKHO B phpldapadmin 1jesikHyTH
Ha I10/1b30BaTeJle, 3TO TOT M0J/Ib30BaTe/lb KoMy Bbl mojktouaeTe.

3ario/iHsieM MOJIsl B COOTBETCTBUM C MnapamMeTpaMH Balllero JOMeEHaA.
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"QCOSAETDKDHTEDCF A% Cosgate cnncok Ir"ISMeanb fCDsp,aTbcooGLu,enme

v .l Bce agpecHbIe KHAMN
'l Jl4HaERA 3.8 KHIAra

Knuraer

W Yaanums 2 OWCK B

Hoeeid katanor LDAP

OcroBHoe  AgronomHe [JonoaHWTENbHE

Hazeanue: ‘ |

Wma cepeepa: ‘ |

mpppamngCCCCCum

Kopreeoii anement (Base DM} ‘ | Haittin
OopT: 389
Mma nonezceatena (Bind DM): ‘ |
fie Noucka
[ Wecnonezoeate 2awmuwgnHoe coeguHermne (S50)
OTmeHa
Bcero koHTakTos B Test: 0
Ha Bkazike «[loroHUTeTbHO» YKa3biBaeM (DUTBTP:
[ ] — R B I § P =
at Co30aTh KoHTaKT A CO3AaTE CAMCOK @M_’.M&Hme fCDsp,aTbcooﬁuJ,eHhe W Yaanute . Mownck e HWre
v 'l Bce 3ApeCHBIE KHATH
Bl Mvunan a..a kaura
3 OcHoerHoe AgToHomuo JONOAHWTENBHO
[*] He posepawate Gonee yem 100 5 | pesynstaTos
wd 0BnacTs noncka: (O Oann yposers (@ MNoaaepeso
0 DuneTp nowcka: (userfccountControl=B6048)
.I CnocoB ayTentuduaumn: | MpocToi e
:} e noucka
.l OTmenHz

Beero konTakTos B Test: 0
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3. OTnMuHO, MBI co37amu HOBbIN KaTanor LDAP.

471
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