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JlaboparopHasi padora 1

Tema: CO3JAHHUE JOKYMEHTOB B PEJAKTOPE MS WORD.
POPMATHUPOBAHUE HIPUDPTOB. BCTABKA OBBEKTOB.

Heanb 3ansatus. M3yuenne uHOOpPMANMOHHON TEXHOJOTHMM CO3JaHMs, (HOpPMATHUPOBAHUSA U
coxpaHeHus JokyMeHToB B MS Word. BeraBka ¢popmyst, pUCYHKOB, CIIEIMAIBHBIX CHMBOJIOB.

[Topsimok paboThI

1. 3amyctuTe TeKCcTOBBIN penaktop Microsoft Word

2. 3yunte kHOMKK MeHIO Tporpammbl Microsoft Word, moiBojisi kK HUM Kypcop
MBIIIITH.

3. B otkpeiBIIeMcs HOBOM jokyMeHTe Microsoft Word:

Ha0epure 3aro/10BoK:
JlabopaTtopHas paborta 1
®.1.0. cryaeHTa rpyImisl

Habepure 3aro/10BoK:

3aganue 1.1. [ToaroroBka K CO3JJaHUIO TEKCTOBOTO JTOKYMEHTA.
4. YcranoBute B dkpaHa Oowiunsiii (MeHio Buo, komanoa Yeprosux)

Habepure 3aro/10BoK:

3ananue 1.2. Habop Tekcra.

1. HabGepure gBa ab3ama Tekcrta IO TPUBEACHHOMY  oOpasily,
PAacIoIOKEHHOMY HIDKE TapHUTYpy mpudrta — Times New Roman, pasmep
mpudra 14, kypcu. B HaOpaHHOM TEKCTE BBIJICIUTE Ha3BaHUS TYHKTOB MEHIO U
KOMaH/IbI IOJTY>KUPHBIM MIPUGTOM.

Oopazey ona naoopa

Umobwl npedcmaensamos, KaK pAacnoideaemcs mekcm HA Iucme, UCHOLb3YUme
pearcum Pasmemra cmpanuybel. /[ 3a0anusi 3mo2o 6uoa 60CHOAb3YUMECh MEHIO
Buo u evibepume xomandy Pazmemxa cmpanuyul.

Ecnu sam na skpane ne 6uouvl Kkpas 0okymenma, evibepume macumab «Ilo
wupuney (meuro Buo, komanoa Macuma6b no wiupune).

2. CxkommpyiiTe oOpaszen 1y Habopa OJIMH pa3, MPEABAPUTENHHO BBIJCIHUTH
ero (I nasnas/Konuposams, I nasnas/Bemasums.)

Habepure 3aro/10BoK:
3aganue 1.3. I3MeHeHus BUIa SKpaHa.

3. YcranoBute pexuM Pazwemkxa cmpanuysi. OOpaTuTe BHUMaHUE, Kak
M3MEHUJICA BUJ KpaHa.



4. Jlns BBIOOpaA OMTUMATBLHOTO pa3Mepa JOKyMEHTa Ha JKpaHe YCTAaHOBHUTE B
MOPSJIKE YKa3aHHOM OYepEeAHOCTH, HIDKE IEPEUHCIIEHHbIE BUJIbI MaciiTaOoB
(Buo/Macwma6) (puc. 1.14). OOpaTuTe BHUMaHUE, KaK U3MEHSETCS BHU]I DKpaHa:

Macwrab T 5]
Macwrah
) 200% (7) no wHpHHe cTpariuel () HECKONBKD CTPEHMLL

() no wupKHe TeKCTa

) 75% () uenas crpaHMua -

MpouzBoneHeit: | 100%

Ofbpasen
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
E AaBbCcDdEeXxYyZz

Puc. 1.14.

 ipou3BOJbHBIN 38 % u 130%;

* JIB€ CTPAHUIIBI;

* CTpaHHUIIA LIETUKOM;

* 110 ITUPHUHE CTPAHUIIBI.

10. OcraBbre st pabOThl C JTOKYMEHTOM TMOCJEIHUNA YCTAaHOBJICHHBIA BH/I
macmtaba «/lo wupuner.

Halepure 3aros10Bok:

3amanue 1.4. BctaBka CHMBOJIOB.

Ca Y ay - Word Metoanuka 2007 [Pexum orpaHHdeHHoO byHKUMoHansHocT] = Microsoft Word
S [MaEHan | BTaska | PaIMETKA CTDEHMUM  CGH/KW  PACC/kM  PEUHSWDOESHWE  Bud  Hadcipoiiki @
) Turynenas arpanmua - m ElE [ ovrypei - 2, runepcceinka
aal

|} Mycras crparmua ke T2 Smartart A 3axnagra
Ta6nuua | PucyHok Kaun

- filj Auarparma || [h) Meperpecrran ccaka

Comsm

=] PaspHis CpaHMLB!

Crparuus Tanuus Vnnio crpaun

Cmonsl | Cpeuwansrsie sakn

. Wpwdyr: | Wingdings [+]

. W< 2l s [mo [ EEEgdm
B HBEF|E| RS e R = || @] ==
B AR EEIREEEEEEEEE
B BRI REEEEE R R =R

Paree amBons:
<[z |#[@c|e]¥[0] || 2] 2]+ x|=[u]a]

Wingdings: 32 Kon svaxa: |32 usi Cwson (nec) [

[ Asmosavera... | [ Couerame knasmu.. | Coveranme knapmu:

BcrasnTs Ormeria

Puc. 1.15.

BcTaBbTe Mmociie TEKCTa CIIEAYIOIIUE CUMBOJIBI (BKIaaka Bcmaeka, KOMaHa
Cumeson) (puc. 1.15).

©, §, ® — Bknanaka CrienuanbHbIe CUMBOJIBIL;
— BKJIaJ MMBOJIBI, IIPU(PT — OOBIYHBIN TEKCT;
, 8, 3A xinaaka CUMBOJIBI, 00 €KCT;

F, £, € — Bximagka CumBOJIBI, IPUGT — OOBIYHBIN TEKCT, HA00p — JleHEKHBIE
CIUHHIIBI;



Habepure 3aro/10BoK:

3ananue 1.5. PopMaTupOBaHUE TEKCTA.

1. B ckomnupoBaHHOM o00Opa3iie sl Habopa yCTaHOBUTE B IIEpBOM al3alle
HaIle4aTaHHOTO TEKCTA Pa3IMYHbIC pa3Mephl PUQTA (BBIACISIS CIIOBA MBITIIKOM HITH
knaBumiamu [Shift], [Ctrl] u —): nmepBoe cnoBo — 22 nt., BTopoe — 18 1T., TpeTbe
— 14 nr., yetBeproe — 10 nr. (I'maBuas/Ipudr) (puc. 1.16).

WondT | MrTepsan

LigeT Tecra:
aeTo
BraoaneHee

[ sameprryTedi

[ vaagrpounei

[ noactpoumsi

[[] aeoiinoe saueprueaHie

— B
‘Eg. ] (LI
/| raman | Boama  Pasmerkacpawmus  Ceunka  Pacounkd  Peugrswposanwe  Bua  Hapcrporiku
= @ " - - = = A
B Calibri (Ocnagroii Te - |11 NN NS H9| | azebceoe| asebeede AaBbC %
P | -
Boamt K & U ke x ¢ Aan [V A 585 =] | |1 Oguumusi | T Bes wure... 3aronceo.. _ Mamerim]
- crim
Bybep omera = LWpndt e ABsay ) Cran
N NN RN NN !p <ot 2%

KyPCHE
ROnYHAPHER 10
MONYHADHEN KypeuB
v

ToauepkreaHHe:
| ey

e rerera
[ kanrvp
[ npunoangre

[ yronnersii

Pasmep:

[[] manese nponwcheis
[ ere nponmchee
[ expormen

Ofpaseu

+OCHOBHOW TercT

LLiphehT Tembt AN OCHOBHOTO TeKeTa, Mcnonk3yems
AvkyrenTa

¥ WpT onpeaensETCR TeryLeN Tear

Puc. 1.16.

2. Odpopmute Bo BTOpOM ab3arie B MEPBOM CTPOKE KaKIbIE JBa CJIOBA Pa3HBIM
LBETOM

3.IIpousBenute BO BTOpOM ab3alie Cieayroue npeoopa3oBaHms, BbIIEIAS HYKHbIC
cinosa (Lllpugm):

® [IEpBHBIC JIBa CJIOBA OPOPMUTH MOJYKUPHBIM IIPUGPTOM;
® BTOPBIE JIBA CIIOBA — KYPCUBOM,;
® TPETHM JBa CJI0BAa — NOJYCPKHUBAHUEM,;
e cieaylomue JBa ciloBa — Kypcuéom t+ NOJYKHPHbBIM +
MOTYCPKUBAHUEM.
4. 3amaiite B mepBoM  ab3ane  pasHble  BUALI  MOJYEPKUBAHUS

(LLIpugpm//Buoouszmenenus):

® [IEPBOE CIOBO — C OJAMHAPHBIM MOIYEPKUBAHUEM,
® BTOPOE — C ITYHKTUPHBIM MOIYEPKUBAHUEM,
® TPEThE — C JIBOWHBIM MOJYEPKUBAHUEM.

5. HaGepure cnoBo «addext». Ckonupyite €ro msarh pas, NpeaBapUTEIHHO

BbIIeUTh ero (I nasnas/Konuposams, [nasnas/Bcmasumy) W HAIOKUTE



cienaywmue BugousmeHenus (I nasuas/Illpugpm) WM BOCIOJIB30BATHCS
MUKTOTpaMMaMH TJIaBHOTO MEHIO:

s¢pers-(3auepPKHYTHIN );

>PPexT (BepXHUI UHAEKC);
D¢pp€KT (HUKHUM NUHIEKC);
DODEKT (MaJible IPOMHUCHBIC);

SOGEKT (IPONKUCHBIE + KOHTYP + HOJYKUPHBI).

KpaTkas cunpaBka. Beigenenue ¢parmMeHTa TekcTa MpPOU3BOAUTCS ABOWHBIM MIETYKOM
MBIIIY CJIEBA OT CTPOKH. BbIneneHne cTpoku TeKCTa IPOU3BOJUTCS TPOWHBIM IIEITYKOM MBIIIU
CJIEBA OT CTPOKH.

6. B ncxomHoM TekcTe Ha cioBa «Pa3MeTka CTpaHWIIBD» YCTAaHOBUTE WHTEPBAJ
papexkenuss Ha 10 nr.  (IThasnas/lllpugpm/Bxknanxka Humepsan/muTepBan
pazpexxkeHHsIi Ha 2 nit.) Puc. 1.17.

! WpHdpm E]@

WpndT | MHTepsan
Macwrafi:  |150% v
WHIepean: | PaspeseHHoi | ua |zor E

Crewetme: |Beepx v na: [snT E

] Keprmnr ana sHakos pastepor: % | oymeToB M Bonee

Ofipasel,

Times WNWew Roman

LWpkdpT TrueType. OH MCNONL3YETCA ANA BLIB0AS KaKk Ha 3KPaH, TAK 0 Ha MPHHTER.

Puc. 1.17.

8. B ucxogHom Tekcre Ha cioBa «Macmrady ycranoButre MacmTad 150% wu
cMeleHne BHU3 mpudra Ha 3 1T..

9. Beigenure BTOpoM ab3al TeKCTa M U3MEHUTE TapHUTYpy wipudrta Ha Arial.
OOpaTuTe BHUMaHKE HA U3MEHEHHE BHEIIHETO BUAa mpudra.
Habepure 3aro/10BoK:

3aganue 1.6. Penaktop gpopmyn. BeraBka pUCYHKOB B TEKCT

Ecnu B nokyMeHT TpeOyeTcsi BCTaBUTh (POpMyIy, HY>KHO BbIOpaTh MYHKT
Dopmyna Bxknanku Bemaska — Cumeonvl. B MOSIBUBIIEMCSI OKHE MOYKHO BBIOpATh
umeronytocst Gopmyiy, J100 COCTaBUTh HOBYIO, Ha)kaB Ha KHONKY Bcmasumo
HOBYIO (OpMyJy W HCIHOJB30BaB CPEACTBA KOHTEKCTHOW neHThl Paboma c
qbopmyﬂamu — Koncmpykmop. MecTo a1 GopMy.ibL..



1. HabGepure cnenyroniue GopMyb:

WV e 6 x* — 2.0S X
F(x):= —Zt+——— =
X+1 4 Jx

2. HaGepute cienmyromryto GopMyIty, UCTIONB3YS BKIAAKY [ nasHas IOACTPOYHBIE U
HAJICTPOYHBIC 3HAKH.

F(xij)=cos(xij)-a>+xi;+1

3.BcTtaBpTe 000N TOHPABUBIIMKHCA 1O TEME PHUCYHOK Tocie (opmyd,
Bcmaska/Pucynok, oH BwuIOUpaeTcss w3 bubiuomexu uzobpadsxicenutl pemakTopa
Word.

Jlns BcTaBKM pUCYyHKa M3 uMeronierocsi rpaguueckoro ¢aiyia, HeoOX0 1Mo
BOCIIOJIB30BaTbCsl KHONKOW Pucynox mna”enum Hinmocmpayuu Ha BKIaake B
MOSIBUBIIIEMCSI OKHE HaWJIuTe U BbIOEpUTE HYXHBIM Tpaduueckuii daii.
H300padicenue BCTaBUTCS B JOKYMEHT.

3ameuanue. CrneqyeT yYUThIBaTh, YTO BCTABJIEHHOE M300paKEHHE 3a4acCTyIO
3aHUMAET 3HAYUTENbHBIA 00beM mamsTu. YToObl paboTa ¢ n300paxeHusiMu Obliia
Oonee ymoOHOW, a WTOTOBBIM pa3Mep TEKCTOBOTO JIOKYMEHTa HE ObUT OYEHb
OonbpIIMM, 1IeIeco00pa3Ho  caenaTh KOMIPECCHI0 Hu300pakeHus. Jlius 3Toro
npenHasHaueHa kHomnka Corwcamue pucyHkos Ha TaHenu HM3menums BKIAIKA
Dopmam

PaGoTa ¢ pUOHKaMH

YRaniTs oBpesartbie oBnacTH PHCYHKOS

Kauecrso seisona:

@ [Oevars (220 nikcenos Ha Mofin): NPEBOCXOAHOE KEHECTSO Ha BONBLIVACTSE NDYHTEPOR 1 SKPaHOS
2KpaH (150 NMKCEN0E Ha AKDHM): KAYECTED, €6-CTPaHVILL M NIPOEKTOROS
SneicTporkas MouTa (36 MAKCENDS Ha AN e AOKYMEHTa AN COBME:

Puc. 1.18

Habepure 3aro/10BoK:

3aganue 1.7. OOpamieHue U 3aIMBKa TEKCTA.

4.B ucxomHom oOpaslie TeKCTa MPOU3BEIUTE OOpamiieHHWE IEepPBOM CTPOKHU
TekcTa. JlJ1s 3TOro BhIIEIUTE EPBYIO CTPOKY, B MEHIO / 1a8HAs BEIOEPUTE KHOTIKY

7 Banueka, 3ajaiTe UBET TUHUU — CHHUM, TOJIIMHY — 1,5 IT., THIT JUHUK
— CIUIOIIHAS JIMHUS; TPUMEHUTh — K TEKCTY, TUI T'PaHUI] — pPaMKa.

IIpumeyanue. Ilpy npUMEHEHUMM paMKM «K TEKCTYy» paMKa OKAMMUT TOJIBKO
~ BBIJICJICHHBIC CJIOBA, a MPHU MPUMEHEHUU PaMKH «K ad3aily» — paMKa MpUMET pa3Mepbl .
’ TO IIMPHHE JHUcTa 0e3 ydeTa MoJeH. y



5. HpOI/ISBC,Z[I/ITe 3aJIMBKY OIBETOM BTOPOIO 3633113. TCKCTA. ]_IJ'ISI OTOI'0 BBIACIIUTEC

o -0 -
BTOpOU ab3a11, B MeHI0 / 1agHas BBIOEpUTE KOMAHIY I panuyvl u 3a1u6xa, Ha
BKJIAJIKE 3anu6Kka BbIOEpUTE UBET U HaXMuTe Ha KHONKYy OK.

6. CoxpaHuTe HaOpaHHBIM JOKyMeHT B manke Mou Word ¢ mpeiokeHHBIM

uMeHeM (110 TIEpBOM CTpoke TabopatopHoii padota 1) mmm «Jla61.doc» BeIOpaTh
KHONIKY —, onuio Coxpanums Kax).

JlaGoparopHasi padora 2

Tema: OPOPMJIEHUE AB3AIIEB JOKYMEHTOB. KOJTOHTUTYJIbI

Heas 3auaTus. Mzyuenne nHhopMarMoOHHON TEXHOIOTUU CO3aHUA U (OPMATUPOBAHHS
a03arneB Texcra B MS Word.

[Topsinok paboThI

1. 3amyctute TeKCTOBBIN penakTop Microsoft Word.

2. YcraHoBHTE MmapaMeTpsl mipudTa: rapautypa mpudra — Times New Roman,
pasmep mpudta — 14, HauepTaHre — 0OBIYHOE.

Habepure 3aro/10BoK:
JlaGoparopHas paboTa 2

@®.1.0. cTtyneHTa rpymnma
Habepure 3aro/10Bok:

3aganue 2.1. ®opmaTupoBaHue ad3aleB TEKCTa.

3. Habepute omun ab3arr TekcTa 1mo oopasiy.

Obpasey mexcma
Ilepeo nabopom mexkcma HeoOX00UMO 3A0A8aMb NOMUMO NAPAMEMPO8 wpugdma
napamempvi  abzaya. Jisi  9mo2co  HAOO  BOCNONBL30BAMBCSA  BKIAOKOU
Inasnas/A63ay u 6 omKpvlBUleMCsl OKHe  YCMAHO8UMb  NApPAMempbl
BLIPAGHUBAHUS. MEKCMA HA Jaucme Oymazu, napamempuvl Nnepeoil CMmpoKuU,
MENCCMPOUHO20 PACCMOSIHUS U MeHCAD3AYHO20 UHMEPBAA.

4. Ckonupyiite HaOpaHHbI OOpasey mexkcma nATH pa3 yepes <Enter>

(I'nasnas / 3uauox Konuposams nimm <Ctrl + C>,)
[(I'naenasn / Bemasums wnu <Ctrl + V>)),

5. BrinenuB nepBslif ab3a1] TEKCTa, yCTAHOBUTE CIIEAYIOIINE TapaMeTphl ab3ala
(I'naenas/A63ay/Bxnanka Omemynst u UHMeEPBAIbL).
nepBasi CTpoKa — MepBasi CTpoKa (OTCTYI IO YMOJIYAHHUIO);
MEKCTPOUYHBIN HHTEpBaT — 1,5 CTpOKH;
BBIPaBHUBAHHUE — IO IIUPUHE.
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T T T T N TN

Kparkasn cnpaBka. Beienenue a03ama TeKCcTa NMPOW3BOIUTCS IBOWHBIM IMETYKOM
MBIIIHN cJIeBa OT ab3ara.

T T T T T T T T T T T T

6. BrinenuB BTopoii ab3all TeKCTa, yCTAaHOBUTE CIIEAYIOIINE TapaMeTphl ab3ana:
nepBasi CTpoKa — MepBasi CTPOKa (OTCTYIL 2 CM);;
MEKCTPOUYHBIA MHTEPBAIl — OJUHAPHBII;
BbIPaBHHUBAHNE — I10 JIEBOMY Kpalo.

7. Bobiaenus TpeTuit ab3a1] TEKCTa, yCTAHOBUTE CIICAYIONIME TapaMeTphl ab3aria:
nepBasi CTpOKa — HET;
MEKCTPOYHBIN UHTEPBAJI — JIBOMHOM;
BBIPABHUBAHHUE — I10 MPABOMY Kparo.

8. BblaenuB ueTBepThIil ab3al] TEKCTa, yCTAHOBUTE CIIEAYIOLINE TapaMeTphl ad3ana:
nepsasi CTpoka — OTcTyn Ha 1,5 cMm;
OTCTYII cripaBa — 4 cMm;
MEKCTPOYHBIN UHTEPBAJ — MHOKHTEIND 1,8;
BBIPAaBHMBAHUE — 10 LIIUPUHE.

Ha0epure 3aro/10BoK:

3aganue 2.2. OOpamieHue ad3aleB.

Breimenss abzampl TEKCTa, YCTAaHOBUTE CICAYIOIIME IMapaMeTpbl pPaMKH
(Inasnas/knonka I panuywl u 3aruexa/Bknanka I panuya).
[lepBrrit ab3arr:
THUIT JIAHUK — OOBIYHAS JTUHUS,
I[BET — aBTO;
mpuna — 0,5 0T.;
MPUMEHUTH — K a03aily;

TYI 0OpaMJIEHUS] — paMKa.
Tpertuit a03air;

THII JIMHUA — OOBIYHAS JIMHUS,;

LIBET — CHUHUM;

mypuHa — 2,25 0T.;

OPUMEHUTH — K a03airy;

TUI 0OpaMJIEHUs] — JIMHUM CJIeBa U CIIpaBa.
[TsTeIii ab3arr:

TUI JIMHUA — MIYHKTUPHAS JINHUS;

[BET — KPaCHBIN;

mpuHa — 1,5 Or.;

MIPUMEHUTH — K a03airy;

THUIT 0OpaMJICHUS — JIMHHUH CJICBA U CIIpaBa.

Ha0epwuTe 3aroJioBok:



3amanue 2.3. 3anuBKa a03ares.

Boigensisi ab3anbl TEeKCTa, YCTAHOBUTE CIEIYIONIUME MapamMeTpbl 3aJIMBKU
(I'masnas/I panuyer u 3a1uska/BrIanKa 3ausKka).
Bropoii a63arr:
3aJINBKA — CBETJIO-KEJIThIN LIBET;
y30p — 10%;
MIPUMEHUTH — K a03airy.
UYeTBepThIil ab3aii:
3aJIMBKA — CUPEHEBBIN LIBET;
Y30p — CBETJIBIN 110 JUArOHAJIN BHU3;
MIPUMEHUTH — K TEKCTY.

Ha0epure 3aro/10BoK:
3aganue 2.4. 3aganue Mexxa03allHbIX PACCTOSIHUM.

Breigenute Bech TEKCT KOMaHION Bwioerums ece M 3amalTe MexaO3alHoe
paccrosaue 24 nT. KomaHnou [ nasnas/A63ay/ Bkianka Omcmynsl  u
unmepesanvl/Mumepsan nepeo — 24 nr.

Habepure 3aros10BoK:

3aganue 2.5. 3a7aHue KOJOHTUTYJIOB.

1. YcranoBute Buj 10kyMeHTa — «Pa3meTka CTpaHUIbD».

2. 3apaiiTe KOJOHTUTYJBI JOKyMeHTa (Bcmasxa/Bepxnuu xonowmumyn) W
(Bcmaska/Huoichuui - xonowmumyn).  W3yunre  BcTpoeHHbIE  (hopMaThl
Konoumumynos, monBoas K HUM Kypcop MbIIIM. B KOJOHTUTYJIBI BBEIUTE
CIICAYIONIYI0 HH(pOpMaITHIO:

— = —
I/E?:;\ 7 Word Metoguuka 200?‘,— Microsoft Wor PafoTa € KONOHTUTYNaM
=
- TnasHan BcTaska Pa3MeTKa CTpaHMLBI Ceblnkn Pacceinkm PelleH3INpoBaH1e Eug, Hagcrpoiikn KoHcTpykTop
= BepxHuii konoHTUTYA ~ 3 =] IxenpeccEnokm ~ J_I _‘_r: & o125 3
“IT -
5 Hwxrmid konoHTHTYA ~ =3 ﬁﬂ PucyHok B _'T"; ::v 125m -
Aatau Mepeith K BepxHemy MepeiTi K HIDKHEMY MNapameTpel 33KPBITE OKHO
[¥] Homep crpanmue = BpemMa Lgl Kann OAOHTHUTYAY KONOHTHTYAY T v _1 KONOHTUTYNOE
KonoHTHTY B Bcrasute Mepexogsl MonoxceHne JaKpbiTe
—i -
Puc.2.1

6 eepxnuti kononmumyn — O.N.0O., nata, Bpems, cm. puc.2.1.

8 HUJICHULL KOIOHMUmMYy1 — Ha3BaHHE y4eOHOTO 3aBeICHUs U HOMepa
CTpaHUII.

St R R R R R R R e T e T T Tt e e T e T e T e e e T e T e T e T e T e T e T T e T e Tt et T e

~ KpaTtkasa cnpaBka. BriOpath coorBercTByromwmii dopmar KononTturynos, rae -
. MOXHO 33/1aTh JIaTy, BpeMs 1 HOMEp CTPaHHUILIbI, IPU HEOOXOAUMOCTH BbIOpaTh GopMart .
 MI3MeHeHne BepXHETro Win HKHero. O6paTuTe BHUMaHUE, YTO MPU BBOJIE KOJOHTUTYJIOB
~ OCHOBHOH TeKCT mpuoOpen OjenHbId BET U cTal HepocTyneH. OKoH4YaHue paboTHl C ~
. KOJIOHTUTYJIaMU ITPOU3BOJIUTCS KHOMIKOM 3akphITh manenu Konontutynsl. KodoHTUTYIBI .
. BUJHBI TOJIBKO B BuJe Pa3meTka cTpaHuIbI. N

~
R N N

3. YcraHoBUTE TapaMeTphl CTPAHUIIBI M PACCTOSIHHE OT Kpast 10 KOJIOHTUTYJIA KaK
Ha puc. 2.2. (Pazmemxa cmpanuywi/Ionsi/Hacmpausaemvie nous).
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(N F ord Mered
Moa

—/‘ InaeHas Bcraeka PasmeTka cTpaHlUsl Ceelnkn Pacceinky

4 OpmenTauma = ¥= Paspeissi ~ A noy
[a]- [ Paswmep ~ £ Homepa crpok - L) Use
Mona

EE KonoHkm ~ bd~ PaccraHoska neperocos = | [ fpa

Tembi

)
L
L
L
N

Nocneares NONB30BATENBCKOE SHAYEHHE 4
Bepxree: 2w Hiknee:  2cm
Nesoe: 3em Mpagoe: 15 em

06bIuHOe
BepxHee:  Zcm Hisknee: 2m
Nesoe: 3m Mpasoe: 15 E

Y3koe
BepxHee: 1,77 HinkHee: 1,27 tm
Nesoe: 1,27 m Mpasoe: 127 ™

Cpeanee
Bepxree: 2,54 am HikHee: 2,54 cm

=

Nesoe: 191 m Mpasoe: 191 tm

Wnpokoe
BepxHee: 2,54 cm HinkHee: 2,54 em
Nesoe: 508 tm Mpasoe: 5,08 tm

~ 3epkanbhoe €
- BepxHee: 254 m HuxHee: 2,54 t™

- BrHyTpeHHee: 3,18 am Brewree: 254 cm b
- Hacrpausaemsie nons...

Puc.2.2. 3aI[aHHe MapamMCTpOB CTPAHHUIBI U PACCTOAHUA OT Kpasad JO KOJIOHTHUTYJIA

L3

4. VI3MeHuTe BUJ dKpaHa Ha oObIuHbIA (Bud/Yeprosux). OOpaTuTe BHUMAaHUE,
YTO KOJIOHTHUTYJIBI HE BUJIHBI B OOBIYHOM BHU/JIE JOKYMEHTA.

5. CoxpaHuTe HaOpaHHBIH JOKyMeHT B manke Mou Word ¢ npeiokeHHbIM IMEHEM
Wi ¢ uMeHeM «JI1a62.docy.

JlaGoparopuas padora 3

Tema: CO3JAHUE U POPMATUPOBAHUME TABJIUI B MS WORD.
CO3JAHME CIIMCKOB B TEKCTOBBIX TJOKYMEHTAX.

Heab 3ansaTus. M3yyenne nHPOpMAIIMOHHONM TEXHOIOTHH CO3JaHMs U (POPMATHPOBAHUS
tabnui B MS Word. M3ydenne nHpopManimoHHON TEXHOJIOTUHU co3aHus cnuckoB B MS Word.

[Topsimok paboThI
1. 3amycTuTe TeKCTOBbIN penaktop Microsoft Word.

Ha0epure 3aro/10BoK:
JlabopaTtopHas pabora 3

@®.1.0. cTtyneHTa rpymnma
Habepure 3aro/10BoK:

3aganue 3.1. Co3ganue u popMatrupoBaHue TAOIHIIBI.

Coznath TaOJIMIy MOYKHO HECKOJIBKUMHU CTIOCOOaMH.

1. BcraBka TaOuIIbI

JInst BCTaBKW TaOJMIIBI CIY)KUT KHOMKA [abiauybl, PaclojoXeHHAs Ha TaHENH
Tabauyvr Brkaanku Bcmaska. Ilpm Haxkatid Ha OTy KHONKY MOXHO B
MHTEPAKTUBHOM PEKHMME BBIOpATh HEOOXOJMMOE KOJIMYECTBO CTPOK M CTOJIOIIOB
it Oyayieit Tabmuisr (puc. 3.1).
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CnasHaA Bcrabka PasmeTka cTpaHrLbl Ceblnkr

] TuTynbHas crpaHmua = Ellgl ,j)mmrypnl
_] Mycran cTpaHuua Taﬁ?a le_;\olx duﬁ S;jSmar‘I:Ar‘t
',f; PaspuiB CTpaHKMLb - . 2 ﬂh,ﬂ,marpan
Crpatnusl Tabnnua 7x5 L
ooo ¢
oo
(||
Qo
Qo
~ I o | [
- I
5 I
B ] EBCTaEuTL TAEAMLY...
% j Hapucoeate TaBamLy
r -h;ﬂ TaGnuua Excel
j Ircnpecc-Tabanubl 4
a &=
Puc.3.1.

Ecnu Tabnuia oueHs 00Jibliasi ¥ KOJIMYECTBO MPEiaraéMbIX S4€eK HEeJJOCTATOYHO,
HY’KHO BOCTIOJIL30BaThCsI onItueit Bemasums mabauyy (puc. 3.2.) U B IOSBUBIIEMCS
OKHE 3a7]aTh HE0OX0MMOE KOJIMYECTBO CTPOK U CTOJIOIIOB.

.rﬂcrasr(a Tabauus! - &lﬁ‘

Pazmep Tabnusi
Yucno cronbups: 5 =
Yucno cTpok: 2 =

AsTonogbop wWKpkHe! cTanbuoe
@ NocToaHHaRA: ABTO =
(7) No copepHMMaMy
() No WKMPHMHE OKHa

[T] Mo ymonuammo ana HoBbIx TaBMML

[ Ok l l CTMeHa
L=
Puc.3.2.
2. PucoBanue Ta0auIbI

[Tpu HE0OXOAMMOCTH CO3/TaHMSI CIOKHOM Tabnuibl (puc. 3.2.), COCTOSIICH U3
Pa3HOOOpa3HBIX KOMOMHAIIMN SYEeK, MpOoIle U ObICTpee HapHCcOBaTh TAOJIUILY
«BpyuHytO». Jljis aToro ciyxut onuus Hapucosams mabauyy kHonku Tabauya
BKJIaaKa Bcmasexa. B 3ToM pexume Kypcop npuoOpeTaeT BHJ KapaHJalla.
PucoBanue TaOauIBl NPOUCXOIUT MyTEM MEPEMELIEHUSI MBIIIN C HAXaTOW JIEBOU
KHOMKOMN. PrucoBaHMe HAaUMHAETCS C YKa3aHUS OJTHOTO U3 YIJIOB TaOJUIIbI (OOBIYHO
HAYMHAIOT C JIEBOIO BEPXHEro yria): - Kypcop-KapaHpiall yCTaHaBJIUBAeTCS B
HY)KHO€ MECTO JIOKYMEHTA; - HaXXMMAeTCs JieBas KHOMKA MBIIIN; - MBbIIIb
nepe/IBUraeTcsl Mo JUaroHajd K TOMY MeCTy, TJe OyJeT pacloJIOKEH IpaBbli
HUKHUW YroJl TaOJUIIBI; - KOTJga Kypcop JOCTUT HY>KHOTO MECTa, JieBasi KHOIKA
OTITYCKA€TCsl; - BHEIIIHUE TPAHUIIBI TAOJIMIIBI HAPUCOBAHBI.

3aTeM MOXXHO pPHUCOBaThb BHYTPEHHHE (CKOJIb YTrOJAHO CIIOXHBIE) SUYEHKHU
tabnunpl. [lo okoHWaHWM puCOBaHUS TaONHIBI HEOOXOMUMO TOBTOPHO HAXKATh
KHOTIKY Hapucosams mabauyy, 9TO0BI BBIATH U3 PEKUMA PUCOBAHUSI.
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3. Co3zpaiite Tabnuiry 2 X 9, ucnosib3yst KOMaHay Bemaska abauybvi, Ui sSIBHO
BBIOpATh MO TPEIOKCHHBIM KIIETKaM.
4, N3MeHnTe mupuHy KOJOHOK IO oOpasiy Tabj. 3.1: HaBeguTe CTPENKY

MBIILIM HA BEPTUKAJIbHBIN pa3leiauTesb TaOMUIbl, MPU 3TOM CTPEIKa MBIIIU

IIPUMET BUJ PA3LACINTENS; HAKATUEM M IPOABMIKCHHEM PA3ACINATENSA JIEBOU

KHOTIKOM MBIIIH 3a/IaliTe HYKHYIO IIUPHUHY CTOIOLIOB TaOIHIIBI.

5. Belaenure nepByro CTpOKY TabJWLIBI (IIANKY) U 33JaTE TUIT BHIPABHUBAHUS
a03alia — 1o UEHTPY.

6. Boigenure BTOpOIt cTonOer TaOIUIIB U 3a/1aliTe TUN BhIpaBHUBAHUS ab3ala

- 110 LIEHTPY.
7. 3anonHuTe TabNMIly, IEpEeMeNasch Mo Hed ¢ momomipio kinaBuml [Tab],
[Shift]-[Tab].

8.  JlobGaBpTe B TaOiMIly HOBYIO CTPOKY, JUIsl YETrO MOMECTUTE Kypcop B

MpaByl0 SYEHKY HUKHEH CTPOKH TaOIMIBl U Haxmute kiapuiny [Tab] wim
BOCIIOJIB3YUTECh KOMAaH/I0M KOHTEKCTHOTO MEHIO Bcmagumu/ Bcmasums cmpoku
Hudce Wi Bemaeums/ Bcmasumes cmpoxu @viuie, IpeIBApUTEIHLHO YCTAHOBUB
Kypcop B JIIO0YIO STUEHKY HIDKHEW CTPOKU TaOJIUIIBI.

Q. JIisi mpoBeNeHUsI DIIEMEHTApHBIX BBIUMCICHUNA B TaOJMIle peaii30BaH
MexaHu3M mpumMmeHeHus Qopmyn. Tak, modas suyelka TaOMUIBI MOXKET OBbITh
«BBIUMCIISIEMOI» HA OCHOBE MPUMHUCAHHON el GopMysbl (GYyHKIIMH), OTIEpaHIaMu
KOTOPOM SIBJIAIOTCS 3HA4YeHUs (KaK MPaBUIIO, YMCIOBBIC) APYTUX SYEEK WM JJIS
HEeKOTOphIX (yHKIUN ux rpyni. [Ipu sTomM Bcsa Tabiuila paccMaTpuBaeTcs Kak
MaTpulla, CTPOKH KOTOPONW HYMEpPYIOTCS, HauMHasi C EIUHUIBI, a CTOJIOLBI
0003Ha4aroTCsl JTATUHCKUMM OykBamu, HauuHasg ¢ A...,UToObl 3amaTh B sueilike
bopMyITy, HYy’KHO BBITIOJIHUTH CJIEAYIONINE IEUCTBHS: - TOMECTUTh KypCOp B STUEHKY
TaONHIBI UM B TO MECTO JOKYMEHTA, TJ€ JOKEH BBIBOAUTHCS PE3yJbTaT; -
BBITIOJTHUTh KOMaHny /[annvlie — @opmyna nenmol Makem; - B IOSIBUBIIEMCSI OKHE
@opmyna (puc. 3.3.) B cTpoke (popmynbl 3anucath ¢GopMmyity, ykazaTb ¢Gopmar
BBIBOJIA pE3ysibTaTa B CTpoKe (opmaTta yucia, IpU HEOOXOAMMOCTU BHIOpATh
(GYHKIHIO B TI0JI€ BCTABKU (DYHKIIMH U

SN N N N N N N N e

3amevanme. /[nana3oH sueeKk yKa3bIBa€TCs YEPE3 ABOECTOUNE OT BEPXHEH JIEBOU STUEUKHU
< J10 HWXKHEW IpaBoii.

“
B T T T T T T L VS

10.  YToObl UBMEHUTH 3aMUCAHHYIO (DOPMYITY, HYKHO:
- BBIJICJIUTH SIYEHUKY ¢ (opMyIIOi;
- BBINIOJIHUTHh KOMaHAy /lannble — Popmyna nenmol Makem;
- BHECTH U3MEHEHUS B TOSBUBIIIEMCSI OKHE (popmyit. JInGo BRI3BATH IO MPaBOM
KHOITKM MBIIIY HA BBIAEICHHOW slYeKe KOMaHay M3menums none-DPopmyna u
BBITIOJTHUTH €€ PEAaKTUPOBAHMUE.
11.  YrtoOsl mepecyuTaTh pe3yabTat GOPMYIIb IPU H3MEHEHUH YUCIIOBBIX TAHHBIX
B JPYTHUX siueikax TaOJUIIbI, YIaCTBYIOMINX B (hOpMYyJie, HY)KHO MPHU BIICICHHON
sueiike ¢ GopMyIsol MO MPaBOil KHOIMKE MBIIIU MPUMEHUTh KOMaHIy (OOHO8UmMb
nosie. YtoObl ynamuTh (Gopmyily, HYXKHO JBaKIbl IpUMEHNUTH KoMmaHay Delete
BBIJICJICHHOMY Pe3yJbTaTy (OPMYIIbL.
12.  CocuutaTh pe3ynbTaT B cTpokax Utoro: M1 u Utoro: M2.
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@ﬂ -y - A [llokyment] - Microsoft Word * Pagora cTaGnuuaMK
Aa
= Tnagwan  Beragka  PasMeTka CTpaWMusl  CebAkM  PacthnkW  PeusHswposaue  Bug  Haacipodikn  KoWcpyktop  Maker
| Buaenuts ~ i .ﬂ B Borasurs cunsy || [T Oseepurnme aueiicn || ]l (034en T EHF B EE A= D o
i Ovo6pasuTe cetry ; . A Borasnte ciesa || [ Pas6uTe sueiikn Sioew I H === ; — ; I
gannTs | BerasuTs - anpasnenne Mons | |fannie
[ Csolicrea = caepxy AP BerasuTs cnpasa || I Pas6uTh Tabanuy i ABTonoAGOp * HEE  tekaa  sueiikn
Ta6nuua CTpoku i cronBus ] OBweautMTs Pasmep aueikn BLipasHusatne
- T [
B Dopnynas
& =5UMQ
- DopMaT icna:
- E
- BCTaBnTs dyHaLwo: BCTaBTS 3aKknanKy:
o E
- B
: s

Puc.3.3.
13. Beimenure BCIO Ta0nMily WM MICIKHUTE JI€BOM KHOMKOM Mmbimu [lo
KpECTOOOpa3HOMY YKa3aTell0 MBIIIM B JIEBOM BEPXHEM YNNIy TaOIMIBI 3a €€
KOHTYPOM.

Tabmauna 3.1.

JleHeKHbIe MapaMeTpsl CyMma, MIIpJ] JIOJLIL.
Hannunasie neasru 232
TpaH3aKLMOHHBIE IETIO3UTHI 563
B ToMm dncie: 277
BKJIagsl JIO BOCTpeOOBaHMUS 286
MIPOYHE YCKOBBIC JICTIO3UTHI
Htoro: M1 795
B3anmubie (OH/IBI IEHEKHOTO PHIHKA 318
Jleno3uTHbIe cueTa IEHE)KHOTO PhIHKA 485
CoOeperaTtebHbIE BKIAIbI 410
CpouHbIe BKJIAJIbI 1143
O/HOIHEBHBIC COTJIANICHHsI 00 00PATHOM BBIKYTIC 64
OJHOJHEBHBIE 3aiiMbI U ITpoYee 17
3232
Hroro: M2

14. JloGaBneHue Ha3BaHUS K TaOJIHIIS

B y4eOHBIX 1 Hay4HBIX pad0Tax 0OBIYHO UCIIOJIB3YIOTCS MOIMUCH K TA0IUIaM,
B HUX YKa3bIBalOTCA HOMEp TaONUIBl U ee Ha3BaHUe, Hampumep, «Tabmuma 3.1.».
Jnst noGaBneHusi Ha3BaHUs K TaOJMIle, BBIACIUTE TAaOJUIy U BHIOEpUTE KOMAaHIY
Bcmasumo naseanus nanenn Hazeanusa Bkiagku Ccouiku. B mosiBUBIIEMCS OKHE
Ha3zeanue yxaxute TEKCT MOANUCH, €€ MOJO0XKEHHUE OTHOCUTENbHO Tabnuisl. Eciau
Bbl XOTUTE, YTOOBI MOAMNKUCH K TabiauIe J00aBsIach aBTOMATUYECKU TPU BCTABKE

HOBBIX TaOJUIT B TOKYMEHT, TO UCIOJIb3YsS KHONKY A8moHa3eanue 0ObEKTOB THUIIA
«Tabmuia Microsoft Word» (puc. 3.4)

»
Astonassane i ™ [ ===
[lo6aBnATE Ha3BaHME NN BCTABKe 0beKTa:
d8hcsarme R [ ] HaacTpofisa oprarsaLuorHED AMarparm ans nporpar Miosoft Offic ~
[ Mpeserawia Microsaft Office PowerPoint
i 1 || Npeserawis Microsoft Office PowerPoint 97-2003
Hassanme: || NpeseraLma Microsoft Office PowerPoint ¢ noaaepmoii Makpocos
Tabnuua 1 | [T Craita Microsoft Office PowerPoint
(| Cnaiia Microsoft Office PowerPoint 97-2003 F\
MapameTpe [Tl Cratia Microsoft Office PowerPaint ¢ nosnemiKoi Makpocos 1=
[Tabmua Microsoft Word 2
o |ETTTR - | Il
MapameTpst
nonokeHwe: |Had sblaeneHHbIM ofibexTom noanvce: Ta6rus 3.1. E
[ Mekniowwms noanucs us Hassarua nonoxerwe: |Hag ofercron [=]
. | [omase..
[t ] 06 ) [LOmen. ]

———— = L
———




15.

14

[Ipoussenure obOpamieHue TabMUIBl MO 00Opasily, HCHOJb3YysSd KOMaHIy

Paboma ¢ mabruyamu/ Konempyxmop/I panuyul.

16.

[IpoBeauTe copTUpPOBKY (MO BO3PACTAHUIO) JAHHBIX BTOPOM KOJOHKHU

TaOJIMIIBI, BBIICICHHBIX MOTYXUPHBIM 1IpudTOoM, Paboma ¢ mabauyamu/Maxem

KHOIIKa

g

. Kpartkasg cnopaBka. Jlig COPTUPOBKM AAHHBIX B CTOJIOIAX TaOJMIIBI BBIJECIUTE BCIO .
* TAOIULY, KOTo]gyfo BBl XOTUTE OTCOpTUpOoBaTh. B MeHio I[y1aBHas BbIOEpUTE KHOIKY -

COpTI/IPOBKa. OTKPBIBHICMCA OKHC COPTHPOBKA TEKCTAa C ITOMOIIbIO CIIMCKa BBI6epI/IT€,
HY)XHO JIM COPTHPOBATh LCIUKOM 36331_1131 WX TOJIBKO TCKCT, H36paHHBII/I J0 CHMBOJIA |

* Ta0ynsauuu. B cniucke Tun BBIOEpHTE HYKHBIH METOJ COPTHUPOBKHM — KaK TEKCT, YHCJIO MIH

nara. C MOMOIIBI0 KHOIIOK BBIOOpa MO BO3PACTAHHIO U MO YOLIBAHMIO BHIOCPUTE HYKHBIH

meton. [llenknure kHonky OK, kak rokasaHo Ha puc. 3.5.

componre o (R N, ==
Craqana no
Cywe, wpa gomn._ [] wm: | dncno [v] @¥osezpacranio]
Mo: | afsauam |Z| (2) no yEsiBaHI
3aTem no
Tun: | Tewxct (@) no Bo3paCTaHMIC
Mo: |aB3auam =l ©) no yBpisaHmo
3aTtem no
THn: | Teker (@ No BO3PACTAHUIO
Mo: |abzauam no yieiBaHUo
Crmcok
(@ co cTpokoit saronoska () Bes cTpok saronoska
Puc. 3.5.

17. Coxpanure (haiin B Bamiel nanke ¢ umeHem «J1ad3». (Office/CoxpanuTs kak).

18. IlpousBeaure apTopopmMaTupoBaHue TaONUIBL. JJIs 3TOrO YCTAaHOBUTE

Kypcop BHYTpHU TaOIuIlkl, BbIOEpUTEe B MEeHIO Paboma ¢ mabauyamu KOMaHIY

Cmunu mabauy © OTMETUTh HEOOXOIMMBIN CTHIIb TAOJIHIIBI.

19. HaGepwute Tabnuity 3.2. nmo oOpasily, BcTaBbTe Ha3BaHue «Tadmuma 3.2.»
Tabmauna 3.2.

20. Coxpanurte oTGopMaTHPOBAHHYIO TAOJIHITY B Balllel MANKe ¢ MPEAJI0KEHHBIM
MMEHEM WM C UMeHeM « Ta0auIib
Habepure 3aros10Bok:

3amanue 3.2. Co3aaHue CIUCKOB.

¢ KpaTtkas cunpaBka. [Ipu cO3IaHUM CIIMCKOB MOXHO HCIIONB30BATh [Ba CIOCO0A: <
3a/1aTh MapaMeTphl CIMCKA B MpoIecce Habopa TEKCTa WM HAJOXKUTh BUJ CIIHCKA TOCTE
Habopa TeKcTa.

[1epBelif criocob: 3aganme mapaMeTpoB CIUCKA B MPOIIECCe Habopa TEKCTa.
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O0pa3zel TeKCcTa ¢ HYMEPOBAHHBIM CIIUCKOM

OnemenmapHvle onepayuu UHGOPMAYUOHHO20 NPOYECCA BKIIOUAIOM.:
cbop, npeobpazosanue uHpopmayuu, 6600 8 KOMNbIOMED;
nepeoauy uHgopmayuu,

Xpauernue u 06pabomky uHgopmayuu,

npedocmasienue UHpoOpmayuu noabL308amelio.
21. HaGepuTe nmepByto CTpoKy o0Opasiia TekcTa, Haxxmute [Enter].
Haxxmute B TaHeNW WHCTPYMEHTOB KHONKY Hymepayus, BbiOepuTe
Onpedenums Hosblil opmam Homepa TosBUTCS Ludpa (Hampumep: 1),
BbIOpaHHbIE @Popmam nomepa (Puc.3.6.)

Joxyuentl - Microsoft Wort

eLenznpo v,
VI | pssocee | £

5 - O ~| | |1 06uumwi | 1

B
wara Howepa (- G

B 8 oKymenTe 1

Puc. 3.6.

22. Hameuaraiite TekcT mepBoro nmyHkta u Haxkmwute [Enter]. Touka BBOmA
MIEPEMECTUTCSI Ha CIEIYIONIYI0 CTPOKY, KOTOpasi cpa3y IMOIydaceT MOPSIKOBBIMA
HOMep (Hampumep: 2, 3 U T.J.), aHAJIOTUYHO paboTaeM ¢ MapKepamu.
23. Jlns mpekpaleHusi CIKMCKa B OYEPEIHON CTpOKE €Ile pa3 HaXMHUTEe Ha
KHONIKY Hymepayus (uu Onpedenumsv Hosblli Mapkep), 4TOOBI yOpaTh U3 CTPOKH
COOTBETCTBYIOIINM 3JIEMEHT CIIMCKA.
24. IlpeoOpasyiiTe yKe TOTOBBIA CIHCOK H3 HYMEPOBAaHHOTO B
MapKUPOBaHHBIN. /{7151 3TOTO BBIJEIHUTE BCE MYHKTHI CIIMCKA (KaK Ha0Op CTPOK) U
HaXMUTE KHOTIKY Mapkep u BoiOepuTe Mapkepsi 6 dokymenme wiu Onpeodenume
Hogvlll Mapkep. OOpaTuTe BHUMaHUE, KaK M3MEHUJICS BHJI CITHCKA.

BTopoii crioco6: HamoKeHHe mapaMeTpoB CIHCKA MOCJie Habopa TEKCTa.

1. HaGepuTte TEKCT Mo MpuBEIEHHOMY 00pa3ily, pPacloI0KEHHOMY HIDKE.

3...6 cTpoku (OyaylIre 3JEMEHTHI CITUCKA) BBEJIUTE KaK OTJICJIbHbIC a03al1lbl,
HaxuMmas kjapuiy [Enter] B koHIe kaxaon CTpoKH.

OO0Opa3sel TeKCTa ¢ MApKUPOBAHHBIM CITUCKOM

DnemenmapHule onepayuu UHGOPMAYUOHHO20 NPOYECCa BKAUAIOM.
cbop, npeobpaszosanue uHpopmayuu, 6600 8 KOMnvIOMep,

nepeoavy ungopmayuu;
Xpanenue u 00pabomky ungopmayuu,
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npedocmaseienue uHpopmayuy noab3068amelio.

25. Ckonupyiite HaOpaHHBIN obpasery TeKCTa
(I nasnas/Konuposams, I nasnas/Becmasums).

26. CdopmupyiiTe OJHOYPOBHEBBIH HYMEpPOBAaHHBIM cHUCOK. Jlis 3TOrO
BBIJICJIUTE CIUCOYHYIO 4YacTh mepBoro ¢parmeHta (3...6 cTpoku), 3amaiite
komauny Cnucox Hymeposannwiii u BeiOepute Bun [locieonue ucnonv3osanHle
Gopmamvl HOMepo8 cmpoK, TIOCIE Yero HAXKMUTE Ha 3TOT popmar.

27. BplaenuTe CNHUCOYHYIO 4YacTb BTOporo ¢parmenta (3...6 CTpoku) u
chopMHUpyHTE OJHOYPOBHEBBIH MapKUpPOBAaHHBIM  cmucok. [l aToro
UCITIOJIb3yWTe KOHTEKCTHOE MEHIO KOMaHay Mapkepul W 3aJaiiTe BUI MapKepa

YeThIpe paza

crucka (Puc. 3.7).

AT P
—/ Tnaexas Beraska PasmeTka crpaHmnupl Cebinku Pacesinim Peuerznposarne Bug Haparpa
B el 2 - &) (EHER I EE R sco s
Bcravswb ¥ XK £ U vabex x A abp . A' BuBAnOTEKa MapKepOB
Eycep obmera [ Wpngr G| ver - * Y @] | ]
z‘l-z-wq‘u‘e‘g‘:‘-z‘ N
. - N . Yo
3 XpaHeHil| % | 4 v
- npedocm
o o MapKepel B J0KYMEHTE
B 2.Crotmmpyire
- (Tragnan/Fonupos| o | o o F
- o .
- 3,ChopMHpYHT
B BRLTETHTE" CITHCOT] — '
B KOMaHIy Crucox OnpegenuTe HOBHII MaPKEP..
s 1-si s
Onpeaznesve wosoro cTwA cncra 3]
CeoicTea
e Crist
Soprampeae
T 1
Torresams doprammposame ;| ¥possss 1 3
v vy X ¥4 4am0 -
Sl E e, ¥y a a ==
U]
a
]
U}
Omerym: Coeea: Do, Beicrym: 0,63 0n, meoroyposresn + Ypoee: 1+ Crne mymepawen 1, 2,3, + Hevare © | + Bepasmosame:
cnesa + Bepoesms no: 0 ov+ Orcrym: 0,63 v, Tipaopurer: 100
©) Toneros sron aoxymene. () B roskis ADCHenTas, MO RoUsex 3TOT et
=) o =

Brienute ciucounyro 4acTh TpeThero pparmenTa (3...6 cTpoku) u chopMupyiuTte
MHOTOYPOBHEBBI HYMEPOBAHHBIM CIUCOK. /{11 3TOro MCHoib3yuTe KOMaHIY
MHmnozoypogneswiii 1 BbIOEpUTE BUJ MHOTOYPOBHEBOI'O HYMEPOBAHHOTO CITHMCKA
(Puc.3.8.). [Ipousoiiner Hymepalusi B IepBOM ypoBHE criicka. UToObl yBUIIEThH
HYMEPAIMIO BTOPOTO, TPETHETO U T.JI. yPOBHEH, HEOOXOANUMO YBEIUYUTH OTCTYII

iE

KHOIIKOM MaHeJIn HHCTPYMCHTOB Yeenuuumo omcmyn

T T T T T T T T T T T T T T

Kparkasa cnpaBka. [Ipu paboTe ¢ MHOTOYPOBHEBBIM CITUCKOM HYKHO BBIOpATh THII
~ cnMcka MHOrOypoOBHEBBIM M Jajie€ II0JIb30BaThCA KHONKAMM IAHEId MHCTPYMEHTOB,

’ KOTOpBIE MO3BOJIAIOT IPUCBOUTH BBIIEIECHHBIM 3JIEMEHTAM CITMCKA COOTBETCTBYIOIIMN

 YPOBEHb.

"

S
N N N N N N N N N N e e e e e e e
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28. BelgenuTe CIUCOYHYHO YacTh uerBeproro ¢parmenta (3...6 CTpoku) u
chopMUpyHTE MHOTOYPOBHEBBI MapKHPOBaHHBIM CIHCOK. IS 3TOTO BKIIAIKY
MHOroypOBHEBBII U BU MHOTOYPOBHEBOI'O MapKUpOBaHHOTO cniucka (Puc.4.4.)

Hokymentl - Microsoft Wor

Pacceinki PeuersupoBanue  Bugy  HaacTpoiiku

~ 40| | 3= (A
= EF E AT | szmocend] azehcene Az
b

Bre ¥
Tekywuit cnucok

- CraTeR |
> Pazgen 1.01: | | 1.130rmer |
(a) 2smorosar | | 1,11 3smanams

Fnasa 1 3aor

CNACKN B TEKYLLMX AOKYMEHTAX

1 2
a 241,
211

ONpeaenuTs HOBLIF MHOTOYPOBHEBEIA CIMCOK...

ONPEAENMTE HOBLIR CTMAE CTIMCKa..

Puc. 4.4.

B T T T T T T S

. Kparkasa cnpaBka. /lid u3MEHEHHMS BHAAa MapKepOB IO YPOBHSIM, HAKMHUTE .
~ Onpenenuth HOBBIA cTHIb coucka (puc. 4.3). B orkpeiBmiemcs oxkHe l3meHenwe
~ MHOTOYPOBHEBOI'0 CIIMCKA 3aaliT€ YPOBEHb CIIMCKA U BBIOEPUTE BUI MapKepa JUIsl ITOTO -

ypoBHsI (B 30He Hymeparust). Eciiu Bac He ycTpauBaeTt B Mapkepa BbiOepuTe HoOBBIN
~ Mapkep, n({))% ATOM OTKpoeTcs Tabnuia cuMBOJOB. [logOepute HOBBIM BUI Mapkepa W
- Haxxmute OK. .

29. Ilpousoiiner HymMmepamus MapKkepamMH B TEpPBOM YypOBHE chucka. YToObI
YBUIETh HyMEpalUI0 MapKepaMu BTOPOTO, TPETHErO U T.J. YPOBHEH, HEOOX0IUMO
YBEIIMYUTBH OTCTYI KHOIIKOM ITaHEJI MHCTPYMEHTOB Yeenuuums omcmyn.

30. CoxpaHnuTe AOKYMEHT B CBOCH Manke ¢ MPEIJIOKCHHBIM HMEHEM WIIH C
umeHeM «J1a63.docy (Patin/Coxpanums kax).

JlaGoparopHasi padora 4

Tema: KOJIOHKHU. BYKBULIA. POPMATHUPOBAHUE PETUCTPOB.

Heap 3ausaTus. M3ydenne wHPOPMAIMOHHON TEXHOJIOTUU CO3[AHUS TEKCTa C KOJOHKaAMH U
odopmienus tekcta B MS Word. Co3aanue mabioHa JOKyMeHTa.

[Topsinok paboThI
1. 3amyctute TekcToBBIN penakrop Microsoft Word.

Habepure 3aro/10BoK:
JlabopaTtopHas pabora 4

@®.1.0O. crynenTa rpynmna

Ha0epwuTe 3aroJioBok:
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3ananue 4.1. Co3naHne MHOTOKOJIOHHBIX JOKYMEHTOB.

2.HabGepute oamH  ab3aly TeKCTa IO  MPUBEACHHOMY  00pa3sily,
pacmono)KeHHOMY HmKe (KHONMKaMH TIAaHEd WHCTPYMEHTOB YCTaHOBUTE
rapuutypy mpudra — Times New Roman, pazmep mpudra — 14).

Oopas3ey 0na nabopa

Ecnu 6am nysrcno cozoams konouku muna 2azemuulx, uiu maxkue, Kax 8 010,1emeHsx
u opowropax, mo Hyx#cHoO Hacmpoums npocpammy Word max, umobwvl oua
coomeemcmgylowum  oopazom omepopmamuposanra eaut mekcm. MooscHO
oopmums 6 Gude HeCKONbKUX KOJIOHOK 6eCb MeKCM OOKYMEHmMA UIU MOJbKO
gvldesieHHyI0 e2o yacmo. Jlyyue nabupams mekcm OOKyMeHma 00 pa3oueHusi Ha
HecKkobKo Ko10HOK. Knonka Kononku nanenu Ilapamempol cmpanuyvl 6K1aoxu
Pazmemxa cmpanuypl ciyscum 0nsa pasouKu mexkcma CmpaHuybl HA HECKOJIbKO
kononok . Onyusa /Ipyeue KonoHKu.. evizvieaem oxkHo Konouku u ciayscum 0ns
bonee 2ubKOU HACMPOUKU KOJNOHOK. Bce @yHKyuu Hacmpouku uHmMyumuHo
NOHAMHbBL, K MoMY dce, 6 okHe Qbpazey cpazy NOKA3aHO Kaxk 6yoem 6vieisdemb
cmpanuya.

3. Cxonupyiite HaOpaHHbINA 0Opaser /i1 Habopa /iBa pasa.

2. Boigenure nepBbIil hparMeHT u pa3deiiTe ero Ha IBe KOJIOHKHU C pa3eliuTeIeM
(Pasmemka cmpanuyvl/Konouku) (puc. 4.1). B ciywyae ecnmu pa30uBKa He
MIPOUCXOIUT HEOOXOAMMO BCTaBUTH PA3PhIB MO 00pasily Ha puc. 4.2.

O 2 -BEdOT@Ea) -

—/ FnaeHana Becraeka PazmeTka cTpaHWUUEl Ceulnen Pa

— =
nv Byy 1 +—=, PaspeiBel -
[A]~ =] j #51 Homepa crpok ~
KonoHemn

Mona OpwrenTayna Pazmep

b~ PaccraHoeka nepe

Tembl Mapamg

= CanHa F

F=1 ™ :
3

Adee
Tpu

Cneea

IL IL 1l

Cnpaea

SE  Adpyrus EoAoHEW... PHC 4 1

£

N

(L

g

WLl g
i

o

Z

3

b

9

T

£

b WEEL (i

[I?

Puc.4.2.
3. Beimenute BTOpO# hparMeHT TeKCTa U pa30eiTe ero Ha TPU KOJIOHKH.
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Ha0epuTe 3aroJioBok:

3ananue 4.2. OdhopmieHre TOKyMEHTOB OYKBHIICH.
L T T T T T T T T T T
c KpaTtkas cupaBka. [l Toro 4yro0Osl 100aBUTh OYKBHILY, HY)KHO YCTAHOBUTH -
KypCop Ha IEpBYIO CTPOKY TEKCTa, a 3aTeM BrIOpaTh BeraBka/bykBuia.

N T T T T T T T T T T T A NN

4, BanaﬁTe napaMCTphl: BBICOTA B CTPOKAX 2 CM, paCCTOSAHUC OT TCKCTA 0,5
cMm (puc. 4.3).
MonoxeHHe
= W W
MapaMeTpEl
ENEY
CETEY
[ (o] 8 ] DTMEHA
[ ] Puc. 4.3.
Tabnumad.l
§ Hampasinenue
S
s =
= o
3 =
= =
w = ﬁ ==
| = =
| § [~ E
| = g
| § =
= =
<
= =
; HamnpaBinenue s 5
| S =
| S E =
| % = E
= g =
13 : (4~
. = =
: = =
[ ~ =
| =S| g
‘ =
| o

Habepure 3aro/10BoK:

3ananue 4.3. U3menenue peructpa mpudra v HarpaBiIeHUs! TEKCTA.

1. Belfiensaiss OTIENbHBIC CTPOKH TPEThEro (¢parMeHTa TEKCTa M IOJIb3YACh
KoMaH0il Peaucmp (puc. 4.4), orpopMaTUpyuTe TEKCT CICTYIONIIM 00pa3oM:

nepBas ctpoka — «Bce npornucHbiey;
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BTOpasi CTpoka — «Bce cTpouHbIey;

TPEThs cTpoka — «HadnHATh C MPOMMCHBIXY;

qyeTBepTasi CTpoka — «VI3MEHHUTH perucTpy;

nsiTas ctpoka — «Kak B mpeayioxkeHusx».
2. HaGepute tabmuiy (tabmn. 4.1), mpoBeaute (opMaTupoBaHHEe TEKCTa B
TaOJIMIle, U3MEHUTE HampaBlieHHE TeKcTa (KOHTEKCTHOe MeHIo Hanpaeénenue
meKkcma) v BEIPOBHSIUTE TEKCT B stueiike (Taobauya/Ceoticmea mabauysl/Huetika)
(puc. 4.4).
3. CoxpaHuTe JOKYMEHT B CBOCH Mmanke ¢ uMeHeM «J1a64y.

M2 OHOVER ) [Jokyment2 - Microsoft Word
it
—j TnasHaA Bcraeka PasmeTka cTpaHnLel Cepinken Paccainkm PeyeH3InpoEaHue Eug
J Times New Roman  ~ 14~ | A" o7|| 4| ¢
Bosewts |, - K K U ~abe . 3 Agv| @7~ A~
- }'GJ-JpMaT no obpasuy = : Aa L]
Bydep obmera F] LWpnaor T
ERSUR I S N 0T
- MpeofpaszosaHue 602X BYKE EegeneHHoro Tekcra B NPOMWCHEIE nau
N CTPOYHEIE AWG O BRG0P APYTUX PEXNMOE PACCTAHOEKW NPOMMCHELX 1
CTPOYHBIX BYKE.
m (@ [na nony4eHns QONOAHMTENbHBIX CBEAEHNA HaXMATE Knasnwy FL,
Puc. 4.4.

JlaboparopHasi padora 5

TEMA: CO3JAHUME OI'JIABJIEHUA JOKYMEHTA, IIOAI'OTOBKA
JOKYMEHTA K IIEYATM.

Hear 3aHsaTHA. MHOrNOOKOHHBIM pEXKHM, HM3y4YeHHe CO3JaHHsS OIVIABJIEHUA JOKYMEHTA,
NOArOTOBKA JOKyMeHTa k nneyatu B MS Word.
[Topsimok paboThI

1. 3anmycTuTe TekCcTOBBIN penakrop Microsoft Word.
Puc. 5.1. JlnasnioroBoe oKHO COXpaHEHHUsI 1M1a0I0HA

[ommeneammems
| watnoen = &-a
| Bl dere

Wra daitna [date

o dpavine: [ ofinor Word (*.datx)

Cepen: -I CoxpariT

(EH [EY

Coznaiite maba0H JOKyMEHTA.
OpHum 13 crnoco0O0B yIpolleHus Npoueaypbl opopmieHus 1okymenta B Word
2007 siBisieTcsl NpUMEHEeHHe 111a0JI0H0B. B oTiinuue oT cTusisi, KpoMe BUIOB
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dbopmaTupoBaHusi, IA0JIOH OOBIYHO BKJIIOYAET B CeOS OMNpeseseHHbIe PUCYHKH,
YYaCTKHA TEKCTa, KOTOPHIC IMOJIH30BATENh MPOCTO JOIMOJHSECT CBOMMH JTaHHBIMH.
[I1a610HBI MOTYT CYIIECTBEHHO YCKOPHUTH MOITOTOBKY JOKYMEHTOB Pa3TMYHBIX
TUTIOB, HAIIPUMEP, PA3TUIHBIX (GUPMEHHBIX OJAHKOB, TOTOBOPOB, OTYETOB H T. TI.
Co3zoaHnue wabiona
Jlns co3panus maba0Ha cHavasia He00X0IUMO:
- CO3/1aTh MCXOIHBIN JTOKYMEHT, COJICpP AN BCIO HEOOXOAMMYIO HHGOPMAIIHIO U
HAaCTPOMKH TOKYMEHTA;
- BeIOpath myHKT kHOTKHU Office — Coxpanuts kak — [[labron Word,
- yKa3aTh ManKy JJII COXpaHCHHS Ma0IoHa.
3ameyanus
e JlokyMeHT-11a0JI0H OyJeT UMeTh paciupenue *.dotx;
e Yr0o0OBI COXpaHEHHBIH 11a0J0H ObLT JOCTYIIEH MTPU CO3IaHUH HOBBIX
JOKYMEHTOB W3 anku Mou wabiomsl, €ro HEOOXOAUMO COXPAHSThH B
CHCIHMANIbHYIO ManKy Haodexcnvie wiabnonst (puc. 5.1).
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2. Habpatb 1o o6pasity crpanuily Ha puc.5.2.

MHHOEPHAYKH POCCHH

DefepankHoe rocyHapcTBeHHoe BropxeTHOe 0bpazoBat efbHO e Vo e JEHHE BLICILET 0
npodeccHoramHoro obpazopama YT JITY

YPAMBCEIT TOCYHAPCTEEHHEN JIECOTEXHHHECKHA YHHE EPCHTET

KADENIP A HHOOPMATTMOHHEL TEXHOIOI MH ¥ MOJIETTAPOB AHH A

Mpegmer: «»

Tema: «»

BeinoaHuA:

Cry AeHT rpynnsl

Mposepun:

Mpenogaeartens

EKATEPHHEYPT, 2012

Puc.5.2. O6pazen cTpaHuiibl
3. OdopMuUTh 3Ty CTpaHMIly Kak MIA0JIOH, BOCIOJIB30BABIIUCH OIKMCAHUEM B

nyHKTe 2 (co3/iaHue 1madjoHa JOKYMEHTA).
4. Coxpanutb mabiaoH ¢ umeHeM @HUOcmyoenmaTHUTYJI, kak onucaHo BBIIIE.
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5. Co3aaTh TEKCTOBBIN TOKYMEHT ¢ uMeHeM JIab5.

Habepure 3aro/10Bok:
JlaGoparopHas paboTa 5
@®.1.0. cTtyneHTa rpymnmna

Habepure 3aro/10Bok:

3aganue 5.1. [Topsimok pabOThl C HECKOIBKUMU JOKYMEHTAMU

Uto0bl uMeTh BO3MOXKHOCTH HcCHoOJIb30BaTh Bce GyHkuuun Word 2007,
HEOOXOIMMO KOHBepTHpoBaTh (aitn. g 5TOM  Lenu  CIyXUT MEHIO
IIpeobpaszosams xuomnku Office puc. 5.3.

MS Word 2007 mno3Bossier paboTath € HECKOJIBKUMH JOKyMEHTaMHU
OHOBpEMEHHO. [Ipu 3TOM Ka)xAblii HOBBI JOKYMEHT OTKPBIBAETCA B OTACIBHOM
okHe. Knonku nanenu Okuo nipeIHa3HAauYEHbl YIIPOCTUTh PA0OTY MOJIH30BATEISI IPU
TOM:

Hoeoe okno — co3gaeT HOBOE OKHO [JIsl MPOCMATPUBAEMOrO JOKYMEHTA;
Ynopsoouums 6ce — pa3memiaer psAOM OKHA BCEX JOKYMEHTOB, OTKPBITHIX Ha
JTAHHBIM MOMEHT;

Pazoenums — paznenser OKHO TOKyMeHTa Ha ABe yacTu. [Ipu 3Tom B ka0
U3 4acTe MOXKHO JINCTATh JJOKYMEHT HE3aBUCUMO OT Apyroi. OueHb yJ100HO, KOraa
MPUXOAUTCS 4acTO paboTaTh B Pa3HBIX YACTSIX OOJIBIIOTO JAOKYMEHTa; Psidom —
pacrosaraeT OKHa OTKPBITBIX JOKYMEHTOB PSOM JIJIsi CDABHEHHUSI UX COJIEPKUMOTO;

CunxpouHnas npokpymka — CTAHOBUTCS aKTUBHOM, MPH HAXATOM KHOIKE
Ps0om v mo3BOISIET CHHXPOHHO MPOKPYUYUBATH IOKYMEHTHI,

Boccmanosums  pacnonoowcenue oxkHa — W3MEHEHHE IIOJIOKEHUS OKOH
CpPaBHUBAEMBIX PSAIOM JIOKYMEHTOB TaKWM OOpa3oM, 4YTOOBl KaXKJI0€ U3 HUX
3aHUMAJIO TIOJIOBUHY JKpaHa;

Ilepetimu 6 Opyecoe oOKkHO — TEPEKIIOUCHUE MEXKIY OKHAM U OTKPBITHIX
JIOKYMEHTOB.

- -‘JJI_L] = Jokyrentd - Microsoft Wor
= EEE =
L
Hoeoe ¥YnopagodnTe Pasgenute Mepeiti &
OKHO ECE apyroe okHo * !
OKHO 1

Habepure 3aros10Bok:

3ananue 5.2. O0beIMHEHNE B OUH JOKYMEHT.

6. B Word 2007 cymiecTByeT crnelnuaibHbId PeXXUM BbIIETIEHUsT Tekcta. Jlis
NEPEKITIOYEHUS B ATOT PEKUM He00x0oauMo HaxkaTh kinasuiry F8. [Tocie aToro rekcr
MO>KHO BBIICJIATHh KJABMUILIAMU YIMPABICHUS Kypcopa (WM IIETYKOM MBIIHU B
HY>KHOM MECTE) MPHU 3TOM HCIOJIb30BaTh KHOMNKY Shift He Hy>kHO. )1 BbhIXOJA U3
ATOrO pexuMa HeoOX0AUMO HaxaTh KiaBuiny Escape.

1. Boigenuts conep:xumoe 1abopaTopHO paboThl 1, CKOMUPOBATH B JOKYMEHT
c umeHeM Jlab6, BBIMOIHUTH MPEABIIYIINE ACHUCTBUS MMOCIEI0BATENILHO CO BCEMU
nabopaTopHBIMHU paboTamu, 00beTMHHUTH B JIa05.
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8. B Word ectb 6oibllioe KOJMYECTBO 3aroTOBJICHHBIX CTHJIEH, K KOTOPBHIM
HamOoJiee yacTo oOpamiaroTcs Mmoyib3oBaTenu nporpamMmel. Ha Bknaake [ nasnas —
Cmunu 0TOOpaXXaroTCsl TaK Ha3bIBAEMbIE IKCTIPECC-CTUIIH.

Q. J1Jist IpUMEHEHUsI CTUJISL U3 CIIMCKA HKCIIPECC-CTUIIEH HE0OX0UMO:

a. BBIICIUTH (PPArMEHT TEKCTA;

b. mHa manemn Cmuiu HaxaTh ClpaBa HIDKHIOK KHONKY B CTPOKE C
rpaUIecKuM TPEACTABICHUEM CTWICH (MOXHO HaXXaTh KHOMKY B
camoii ctpoke Cmuiu),

C. B TOSIBUBIIICHCS Tajiepee HaI0 BBHIOPATh HYKHBIA CTHIIb, MPU 3TOM
BBbIIETICHHBIN (hparMeHT OyaeT mpuolOpeTath (popmMaTHpOBaHHE TOTO
CTHJISI, Ha KOTOPBIN OYyJIET YKa3bIBaTh KYpPCOP MBIIIIH.

11. Co3paitte cBoit ctuiib C uMeHeM @UO 11t npUMEHEHUs K 3ar0JIOBKY C UMEHEM
71ab60paTOpHOM pabOTHI:
-OTKpoiTe OkHO Cmuu,

5

-HaXXMHTE KHONIKY Cozoamb cmunb —;

-B nosiBuBIIeMCS OkHe Coszdanue cmuis HACTPOMTE Bce HEOOXOIMMBIC
napameTps! popMaTHpoBaHus (IIPH U3MECHEHUH CTUIIS,, COOTBETCTBEHHO /3 MeHeHue
cmunsa) (puc. 5.4.)

f [ T
HCTBS
Crunsl
o [l
o Ofierrint [+]
T Crunel E
[#]1 [¢] x # u A [=]
= = | *= ¥=| &g =
= = |2 =] EE =
O6pazey TekcTa OOpaseu TekcTa OOpasew Tekcra Obpasey Tekcra Obpaseu Tekcra OOpazeu TekcTa
O6pa3zel Tekcta Obpa3ey Tekcta OBpasew, TekcTa OBpasel, Texkcra OBpasew Texkcra OBpasel TeKCTa
0O6pa3zel TekcTa OBpa3ey TekcTa O6pasel, TeKeTa O6pasel, TeKcTa
Cruns: 3kcnpecc-cTins, OcHosaH Ha criane: OBiiHeit
npecc-cTin OB
i M AOKYMEHT: B HoBbix A0KY! , Hem e wakno:

Puc.5.4.
Habepure 3aro/10BoK:
3ananue 5.3. HazHaueHue CTUIs 3aroJIOBKaM.
12. Ha3zHaubTe CBOM CTHJIb, a JUIS 3aT'0JIOBKOB JIAOOPATOPHBIX pabOT, Ha3HAYBTE
CTHIJIb «3aroJIOBOK 2» IJIS 3ar0JIOBKOB 3a{aHUI .
Habepure 3aros10Bok:
3aganue 5.4. BctaBka CHOCKH.
13. CHocku mpemHa3HAuYeHbl s J00aBICHUS K TEKCTy KOMMEHTAapUEB,
OOBSICHeHUH, yKa3aHUs MCTOYHMKAa wH(popManuu. CHOCKH OBIBalOT OOBIYHBIC (B
KOHIIC CTPaHMUIIBI) M KOHIIEBHIE (B KOHIIE BCero TekcTa). st paboThl CO CHOCKaMU
npeaHazHaueHa maHenb Crocku BIanku Cewiiku (puc. 5.5).  Jlns BcTaBku
OOBIYHOM CHOCKU HEOOXOJIMMO HaXKaTh KHONIKY Bcmasumub cnocky. B Tekcre, B ToM

MCCTC, I'I€ HAXOAWJICA KYPCOpP IIOSABUTCA 3HAYOK CHOCKH, 4 BHHU3Y CTpaHHIbI —
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TOPU3OHTAJIbHAS pa3JIeIUTENbHAS JUHUS U HOMEP CHOCKU. {711 BCTaBKM KOHIEBOM
CHOCKH TIpe/IHa3HaueHa KHOMKA Bcmagums KOHYeBY0 CHOCKY

10. BcraBuTh CHOCKY BO BTOpOH J1abopaTopHOW paboTe, yka3zaB e€e HOMeEp, U
KOHIIEBYIO CHOCKY JIJIsl BceX paboT co cBoeil (hamMumeii.

Ha0epure 3aro/10Bok:

3amanwne 5.5. OpopmieHHE TUTYIHHOTO JIUCTA

21  OtkpbITh mAOJIOH cTpaHuilbl ¢ uMeHeM DU OcmyoenmaTUTYJI B HOBOM
JIOKYMEHTE, BBIICJIUTh €r0 M COXPAaHUTh B KOJUICKIIMIO THUTYJIBHBIX JIUCTOB, Kak
MoKa3aHo Ha puc.5.5.

22.  3aKpbITh IOKYMEHT

CINY TR =5 - Mg
Lyt s
FnaeHan Becraeka PasmeTka cTpaHWLbl Ceainkn Pacceinky

[£] TuTynbHAR CTPAHKLE ~ [ [ | El=l [y Ourypsi ~ &, rur

BarpoeHHeli - EK

| ==k

Andasnt

FonosonoMEa ApuseHne Kaap -

¥AANUTE TEKYILYIO TUTYABHYIO CTRAHHULY

5
Ex
4 CoXpaHWTb BHIZENEHHEIT QPArMEHT B KOANEKLMIO THTYBHER CTRAHM L.

P_I/IC. 5.5.

11. B chopmMupoBaHHOM TOKYMEHTE, BCTAaBUTh B Hayayo JOKYMEHTA TUTYJIbHBIN
JIUCT, IepeiAnTe Ha BKIAAKY Bcmaeska v BeiOepute TumynvHas cmpanuya B TpyIine
Cmpanuywl. B osBUBIIEMCS] OKHE BBIOEPUTE HY>KHBIN IA0JIOH TUTYJIBHOTO JIUCTA,
B HallleM CJIy4yae BCTaBUTh CBOM MOJTOTOBJICHHBIN 1m1a0s0H TuTyna. [locne BcTaBku
B JIOKYMEHT BBIODAHHOIO JIMCTa, BBEAUTE B IMOJIA HYXHBIH TEKCT, HEHY)KHbIE
3JIEMEHTHI yAaluTe, HISJIKHYB Ha HUX U JIBa pa3a Haxkas kiasuiny Delete.
Habepure 3aros10Bok:
3ananue 5.5. PacctaHOBKa HOMEpPOB CTPAHMIL B IOKYMEHTE.

12.  OO0s3aTenpbHO YCTAaHOBHUTH KypCOp B KOHEIl JOKyMEHTa M PAacCTaBUTh B
JIOKYMEHTE HOMEpa CTPaHULl KOMaHI0U MEeHI Bemaexka, Homep cmpanuybl.

Habepure 3aros10Bok:

3ananue 5.6. Co3naHue OIIaBJICHUS TOKYMEHTA

14. Co3naiiTe orjaBjaeHHe — 3TO CIHMCOK 3arojOBKOB JOKyMeHTa. /Iyt Toro 4yTo0sn!
OBICTPO clenaTh OTJIaBICHUE, JOKYMEHT JIOJDKEH ObITh OT(OPMATUPOBAH COTIACHO
BCTPOSHHBIM (popMaTraMm ypoBHEH CTPYKTYphl WM CTUJIeH 3arojoBkoB. COopka
OTJIABJICHUS IPOUCXOAUT B HECKOJIPKO ATAIOB:

1) Word HaxoauT 3aroyioBKy ¢ 3a1aHHBIMU CTUJISIMH.
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2) 3aroyIoBKHA COPTUPYIOTCS IO YPOBHSIM.

3) Kaxxaplit 3aro0BoK CHA0KaeTCsi COOTBETCTBYIOIUM HOMEPOM CTPAHHMIIBI.

UTo0OBI cO31aTh OTJIaBJICHHUE:

- YCTaHOBHWB KypCcOp B MECTE€ BCTaBKH OTJIABJICHUS, HAXMHUTE KHOIKY
Ocnaesnenue nanenu Oznasnenue Bknanku Ceviaku,

- B OTKpBIBIIEMCS OKHE BBIOCpPHUTE HYXHBIA (opMar OTJaBICHUS
(aBTOCOOMpPAEMOE WIIH PYYHOE).

[Ipy HEOOXOAMMOCTH JOMOJHUTEIBHBIX HACTPOCK OTJIABJICHHS, HAXMUTE
KHOTIKY OenasieHue... OKHa W HACTPOMTE KOJWYECTBO YPOBHEHW OTJIaBICHUS,
3aHOJ'IHI/ITeJII> 0T06pa>KeHHe Y TI0JIO)KEHUE HOMEPOB cTpaHull (puc. 5.6).

oK unmoCTpaL | Tabmna cooinok |

Qfipasew neuaTrOr0 AoKyHEHT2 Ofipasew sef-norymenta
3aronosok 1 1|~ | [aronosoxi

3aroN0BOK 2 3 3aroncsok 2

3aronosok 3aronosok 3 l

MoxasaTs Hoyepa cTpariL TVNEDCCHI oM BHECTO HONEPOB CTPEHIL
HoMEps CTPEHALL M0 MPABOMY KPaIo.
ronuTens:

,,_
|

Puc.5.6.

13. Coxpanute HOKyMEHT B cBoed mamke ¢ umeHeM «Bce JlaGopatopHbie
paboThI.
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