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1. OBIIASA XAPAKTEPUTUKA ITPOI'PAMMBbI

CeroaHsi Ha pbIHKE OCTPO HE XBaTaeT TeXHWYECKUX mnucateneil. TexHuyeckmid mucarenb —
CPaBHHTEIBHO MOJIOAAss Tpodeccusi, BO3HHUKIIAS U O(GOPMHBIIASACS B CEPEAMHE MPOILIOTO BEKa.
Texnucarens — co3maTellb TEKCTOB, PACCKA3BIBAIOIINX O TOM, KaK pa0OTaeT TOT WIH HHOU MEXaHU3M
WM DJIEKTPOHHAs MalllMHa, MporpaMMHoe obecriedenue, Tenedonus u T.0. OH MOXKET CO37aBaTh
WHCTPYKIIUU U COTPOBOUTEILHBIC TIOKYMEHTBI, 3a/IaHUS, PYKOBOJICTBA MOJIb30BaTENCH, (DOPMYIISPHI,
texTpeboBanus uinu Oosbmue rexandeckue cratbi, CHuller, TOCTeI 1 MHOTOE ipyroe. Bo MHOTOM,
TEXHUUYECKUH THCATENIb CPOIHH IMepeBoMINKy. OH JO0DKEH YMETh JOCTATOYHO MPOCTO OOBSICHUTH
CJIOKHBIE BelIu. J{Jist 3Toro Heo0xo1MMa crielManbHas MoAroTOBKA.

[Ipoiins oOy4ueHHe, BbI TOTYYHTE 3HAHUS M MPAKTUYECKUE HABBIKH PA0OTHI ¢ TEXHHYECKUMU
nokymeHTamMu. braronapst 60Jab110My KOJUYECTBY MPAKTUYECKUX 3aHATUM, Bbl HAYUUTECh Pad0TATh C
JOKyMEHTAIMEeH, MUCATh TEKCThl Pa3IUYHBIX CTHJICH HAa TEXHUYECKYIO TEMATHKY U JIETKO CMOXETE
MIPUMEHUTDH MPUOOPETEHHBIE YMEHHUS B PEAIbHBIX PA0OUUX YCIOBHUSX.

KoMneTeHnuumn, Koropbie Bbl IPUOOPETETE B Npouecce 00yyeHus:

e WCIIOJH30BAHUE METOJIUK U TPHUEMOB MOATOTOBKHM TEXHUYECKOW TOKYMEHTAIIMU B
npohecCHOHANTBHOM JIeATETbHOCTH;
e BBIJCJICHHE  TOATOTOBKM  TEXHMYECKHMX  TEKCTOB B CaMOCTOSITEIIbHYIO

(YHKIIMOHATBHYIO 00JIaCTh;

e Dpa3BUTHIA HABBIK MHCBMEHHOW KOMMYHUKAIMU B cdepe TEXHHUYIECKOTO

JOKYMEHTHPOBAHUS;

e HaBBIK MOCTAHOBKH 3aJ1a4 MPeJ] TEXHUYECKUMH CTIICIIHATICTaMHU.
Bb1 Hay4uTech
e pa3pabaThIBaTh Pa3IMYHBIC BUIbI TEXHHUYECKUX JOKYMEHTOB;
e TIPUMEHSTH CYNIECTBYIONINE CTAHIAPTH JOKYMEHTHUPOBAHUS;
¢ HCIOJIb30BaTh IPOrPAMMHBIE HHCTPYMEHTHI JUIsl TEXHUUECKUX MTHCATEIEH;
e TPaMOTHO BECTH MEPETOBOPHI C TEXHUUECKHUMU CIELUATUCTAMHU.

Crenmanuctel, o0najgaromiye 3THUMU 3HAaHMSMHM M HaBbIKAMH, B HAcToslee BpeMs KpailiHe
BOCTpPEOOBaHBI.

MunumanbHbIe (T.e. 00s3aTebHbIe) KBATH(PUKAITMOHHBIE TPEOOBAHUS K TEXHUYECKUM TTHCATEISIM
Ha pa3HbIX CTAIUAX UX IPO(ECCHOHAIBHOIO U KAphEPHOTO POCTA.

XapakTEepUCTUKN TEXHUYECKUX MTUCATEIICH

- BU/JIBI IATETLHOCTH, KOTOPBIMU MOTYT 3aHUMAThCSl TEXHHUECKHIE TUCATEIH;

- TUMHYHBIC QYHKIIMU U TODKHOCTH TEXHUYECKUX MUcATeIel B OpraHu3almsix;

- 3HAHUS U yMEHHS, KOTOPBIMU TEXHUUYECKHI MTUCATENb JOJKEH 001a1aTh;

- WHCTPYMEHTBI, KOTOPBIMU TEXHHUYECKHI MUCATEeNb JODKEH YMETh IOJIb30BaThCA.

[Iporpamma mpemHasHaueHa MJIs TPUMEHEHHS B JIFOOBIX OpraHU3AlNMAX, KOTOPHIE TIPOM3BOIIT,
BHEZPSIOT, OOCITYXWBAIOT, OJKCIUIYaTUPYIOT WM IIOCTaBISIOT MPOAYKIHIO B cdepe WHHOPMAIMOHHBIX
texHonorui. [Ipu 3TOM He MMeeT 3Ha4YeHus, IENAIOT JIM OHU JTO JUIS BHEIIHETO MOTPEOHUTENsS WM JUIs
COOCTBEHHBIX HYXJA. B dacTHOCTHM, MJaHHBIA CTaHAApPT aAPECOBAH KOMITAHUSM-TIPOH3BOIUTEIISIM
KOMITBIOTEPHOTr0 00OpYIOBaHUs U MPOrPAMMHOI0 OOECIICUCHH s, KOMIIAaHUIM-CUCTEMHBIM HHTETpaTopam, a
taxke U T-nonpaszaeneHusiM opranuzaiuii 1r000ro npopus.

3anauu:

- (GbopMHPOBaTh OPraHU3ALMOHHO-IITATHYIO CTPYKTYpPY MOJPA3JeeHUH, BBITOIHSIIOUINX
pa3paboTKy TEXHUYECKOW JOKYMEHTAIIUH;

- ¢dbopMynupoBaTh KBATU(PHUKAIMOHHBIE TpPeOOBAaHHS K COMUCKATENIIM Ha JOJDKHOCTH
TEXHUYECKOr0 MUcaTess, pa3paboTyrKa TEXHUIECKO TOKYMEHTAIMH U T. 1.

- IUTAHUPOBATh IOBBIICHHE KBATU(HUKAIMA W Pa3BUTHE Kapbepbl CHEIHAINCTOB, B
00s13aHHOCTH KOTOPBIX BXOJIUT pa3padOTKa TEXHUYECKOH JOKYMEHTAIIHH;

- ¢dbopmynupoBaTh KBaIM(UKAIIMOHHBIE TPEOOBaHUS K MOAPSIIHBIM OPTaHU3AIMIM, B 3a7a4u
KOTOPBIX BXOIUT pa3padOTKa TEXHUYECKOH IOKYMEHTAIUH.

Texuuyeckuti nucamenb — 3TO CHEIHAIUCT, OCHOBHAsI IPOU3BOACTBEHHAS (DYHKIIHSI KOTOPOTO
3aKJIFOUAETCS B TIOJITOTOBKE MeXHUUeCKOU 00KYMEeHmMAayuu.

[Tox TexHUYECKOW MOKYMEHTalUeld MOHUMAIOTCS BCEBO3MOXKHBIE OOKYMeHmbl, HEOOXOUMbIe
JUIsl IPOU3BOJICTBA, PEMOHTA, 3KCIUTyaTalluyd WM LEJIEBOT0 NMPUMEHEHHs] YCTPOMCTBA, MPOrPAMMBIL,



CHUCTEMBI UJIN NHOT'O U3ACIINS. B YaCTHOCTH, K TEXHUYECKOU AOKYMCHTAIIUHU OTHOCATCA TCXHUYCCKUC
3aaHusl, MPOCKTHBIC JOKYMCHTEI, SKCIINTYaTalMOHHBIC PYKOBOACTBA, MHCTPYKIIUU U T. II.

[ToaroToBKa TEXHUYECKOW JOKYMEHTAllMW BKJIIOYAaeT B ceOs oOmmpHBIA HabOp 3amad, Ot
HalMCaHUsl TEKCTa [0 IMOATOTOBKH 3JIEKTPOHHBIX MYONMKAIMid M CO3AaHUS PECYpCOB JUIA
KOJUIGKTMBHOTO JIOCTYyIa K HUM. B 1eoM 3Ta AesaTenbHOCTh TPeOyeT OT CHENHUaIiucTa COBMEIICHUS
KOMIETEHIUH, TPUCYIIHNX MPEACTABUTEISAM KaK TYMaHUTAPHBIX, TaK M TEXHUYECKUX MPO(EcCHid.

Texauueckwii mHUcarenb MOXKET paboTarh B cocTaBe MNPO(UIBHOIO CTPYKTYPHOTO
MIOJIpa3/IeIeHUs] WM HEMOCPEICTBEHHO BXOJIUTH B TPYIITY Pa3paOOTYMKOB ONPEACTICHHOTO POIYKTa
HIJIN OHpCIICJICHHOfI CHUCTCMBI. KpOMe TOT'O, MHOI'M€ TCXHHYCCKHEC IIMCATC]Ii, B TOM YHCIIC,
BI)ICOKOKBaJII/I(l)I/IHI/IpOBaHHBIG, MMPEAIIOYUTAIOT OKa3bIBATh HpO(beCCI/IOHaJII)HBIG YCIyruy, I[GﬁCTBy;I Ha
PBIHKE CAMOCTOSATEIBHO (MHAYE TOBOPSI, SBISIOTCS (DpHIIAHCEPAMH).

B koMmaHusX C pa3BUTBIMU IPOM3BOJCTBEHHBIMU IIpOLECCAMHM pa3pabOTKa TEXHUYECKOU
JTOKYMEHTAIMH, KaK MPaBUJIO, COCTABJISET YacTh 0ojiee MacIITaOHOM NEATENbHOCTH: MEeXHUYECKOU
KommyHukayuu. Kpome TeXHHYecKOoro JOKYMEHTHpPOBAHHUS OHa BKIIOYAaeT B ce0s ylpaBieHHE
TEPMHUHOJIOTHEH, TOKAJIN3alMIO TPOIYKTOB, PEAaKIIMOHHO-U3IAaTEIbCKYIO 1€ITEIbHOCTb.

B nebOonplIinX KOMMOAHUAX 3TH 3aJadyu 3a04HO C OCHOBHBIMHU BO3JIararOT Ha TEXHHUYCECKHX
nucaTesieif, 4To HE COBCEM MPAaBWIIBHO, HO, MO-BUAMMOMY, Heu3OexxHo. [loaTomMy TexHuueckoMy
MU CATEIIIO M0JIE3HO UMETh O HUX XOTS Obl camoe o0lI1iee peacTaBiIeHHE.

Kappepa texHuyeckoro mnucarenss MOXKET pa3BHBATbCA, IO KpaWHEW Mepe, B JBYX
HAIpaBJICHUAX: aIMUHHUCTPATUBHOM W COACPKATCIBHOM. A)]MI/IHI/ICTpaTI/IBHaH «BETKa» IMPUBOJUT
CIEIUAaINCTa K PYKOBOJICTBY pabouei TpyImnoi KOJUIET, OTIEIOM TEXHHUYECKOTO JTOKYMEHTHPOBAHUS
Y, HAKOHEIl, JIeMapTaMEHTa TEXHUYECKMX KOMMYHHKalMil. B mociennem ciiydae moja €ro HadajioMm
MOTYT TPYAUTBCA JIOCCATKH Pa3HBIX CICHUAINCTOB: TCXHHYCCKHUX HI/IC&TCJ’I@I\/'I, mporpaMmMucCTOB,
MEePEeBOTYMKOB, TEPMUHOBEIOB. CoiepKaTelIbHOE HANIpaBiIeHHE OOBIYHO 3aKII0YAeTCs B TIIATEIILHOM
M3YYECHUU OTpeAENICHHBIX MPOIYKTOB U TEXHOJOTUH, HamucaHUM (yHIaMEHTAIbHbIX Y4eOHUKOB U
CIPAaBOYHHKOB MO HHUM, a TakXke OOpeTeHHH aBTOPCKOTO HWMEHU U IIUPOKON H3BECTHOCTH, IO
KpaitHel Mepe, CBOEH 1EJIEBOM ayAUTOPHUH.

B nameili crpaHe GOJBIIMHCTBO TEXHUYECKHX MHCATENeH TPYAUTCS B KOMIIAHUAX, TaK WU
MHAYe CBSA3AHHBIX C HMH(POPMAIMOHHBIMU TEXHOJIOTUSAMU JIMOO B KOPIOPATUBHBIX OTAeNax
uHpopmaruzanuu. [locTeneHHo npakTUKa MpUBJICUEHUS MPOPUIBHBIX CHEIMATUCTOB K pa3paboTKe
TEXHUYECKOH TOKYMEHTALlUU PAcTpOCTPAHSIETCS U Ha APYrHe OTPACIu MPOMBIIIJICHHOCTH.



2. COAEPKAHHME ITPOT'PAMMBI

2.1 Y4eOHbBI# IJIAH

Ne HanmeHoBaHMe pa3je/ioB U 1 xype | 2 kype | 3 kypc ®opma
AUCHMILIHH KOHTPOJIst
1 | Co3nanue mabaoHa JOKyMEHTa IS 8
3aJJaHHOT'0 TEKCTOBOTO MpoIieccopa
2 | [IpumeHeHmE K TEKCTY TOKyMEHTA 8
CTHJICH U APYTHX CPENCTB 0(OPMIICHHS
3 | Co3manue B JOKyMEHTE 8
MH(GOPMAIIMOHHO-TIOUCKOBOTO armapara
4 BrlunTka 10KyMeHTa, yCTpaHEHUE 12
o1nO0K B 0(hOpMIIEHIH U OTIEYaTOK
5 | PaGoTa B COBpeMEHHOM TEKCTOBOM 16
mporeccope

6 | Coznmanue, HacTpauBaHUe, MpUMEHEHHE | 8
CTHJISL B IOKYMEHTE C TIOMOIIBIO
TEKCTOBOT'O Mpoleccopa

7 | Co3nganue nHGOPMAITMOHHO- 8
MTOWCKOBOTO armapaTa JOKYMEHTa C
MTOMOTIIBIO TEKCTOBOTO IPOIeccopa

8 | OcHOBHBIE BOBMOXXHOCTH COBPEMEHHBIX 6
TEKCTOBBIX MTPOLIECCOPOB

9 | OcHOBHbIE CTaHIAPTHI 0(HOPMIICHUS 16
TEKCTOBBIX JOKYMEHTOB

10 | OcHoBbI TUTIOTPAdUKH U 8
nourpauueckoi KyabTypbl

11 | UudopmaiioHHO-CIIpaBOYHBIN U 16
MH(OPMALIMOHHO-TIOMCKOBBIN amnmapaT
JOKYMEHTA

12 | THCTpYMEHTHI: TEKCTOBBIE TPOLIECCOPBI 6

13 | ITpou3BoACTBEHHAs MTPAKTHUKA 60
KBannbukanmoHHbIl SK3aMeH DK3aMeH

2.2. Onucanue NporpamMmmbl
1. Co3nanue mad/0HA JOKYMEHTA Ui 32JJaHHOI0 TEKCTOBOI0 Mpoleccopa

[Tpu uncTamusiuuu Word Ha KOMIOBIOTEP MPOrpaMMa YCTAaHOBKHU J€NIaeT AOCTYIMHBIMH MHOTHE
Mactepa (MacTep — mporpamma, 3aJaroiias BOIPOCH], a 3aTEM UCHOJb3YIOIIas MOTyYeHHbIE OTBETHI
U cOo3JaHusi 0ObEKTOB) U MmIa0NoHBI (11abnoH — (aiin, comepxaluidi CTaHAApTHBIE CTPYKTYPY U
WHCTPYMEHTHI I CO3JaHMsI HOBOTO JIOKYMEHTA).

IIpu otkpeiTuu mporpammbel Word B KauecTBE HOBOTO JOKyMEHTa 3arpyxaercs mabiaoH
Normal.dot (yHuBepcanbHbIil 1a0I0H ISl CO3/1aHUsl JOKYMEHTOB). J{s co3ianus HOBoro mabiaoHa
JOKYMEHTa HE0OXOMMO BHITIOJTHUTH CIEAYIOIINE IEHCTBUS.

Co3nanue mabaoHa Ha OCHOBE CYLIECTBYIOIIETO JOKYMEHTa

1. B mento ®aiin BeiGepute kKoMaHy OTKPBITh.

2. OTKpoiiTe TOKYMEHT, KOTOPHIN HY’)KHO COXPAHUTh KaK IIa0JIOH.

3. B mento ®aiin BeiGepute komanay COXpaHHUTh Kak.

4. B none Tun ¢aitna sei6epute 1lladnon nokymenra. [Ipu coxpanenuu ¢aitna, co3gaHHOro B
KauecTBe mabnoHa, Ty ¢aitna [llabnon fokymMeHTa Bcerjja yCTaHaBIMBAETCS IO YMOTYAHUIO.

5. JIoKkyMeHT, COXpaHEHHBIH B BHJIE 11a0JI0HA, MOKHO OTKPBITh B OkHe Co3/1aHne TOKYMEHTA B
rpymre [[la6noHbl, BeIOpaB mapameTp Ha Mmoem koMmbIoTEpE.

Coznanue HOBOTO I1a0JI0HA HA OCHOBE CYIIECTBYIOIIETO Ma0IoHa

1. B mento ®aiin BeiOepute komanay Co3naTh.



2. B okne Co3pmanme nokymenta B rpynmne Lllabmonsl BeiOepure mapamerp Ha moem
KomnbioTepe. OTKpbIBaeTcs AuaaoroBoe okHo 11abmoHsbI.

3. Ha onmnoit u3 Bkiamok okHa IllaGnonsl BbIOEpUTE I1a0MOH, TOXO0XHH Ha BHOBD
CO3/1aBaeMblii, yCTaHOBUTE mepekimtodarens Co3naTh B mojoxeHue [labrmon, a 3aTeM HaxMHUTE
kaonky OK. Ha skpane Bocmpou3sBelneTcsl BBIOpaHHBIM 1Ia0ioH JoKyMmMeHTa. Jl00aBbTE B HOBBIN
mabJoOH TEKCT WM PUCYHKH, KOTOPBIE JOJDKHBI TOSIBISITBCS BO BCEX HOBBIX JOKYMEHTAX,
OCHOBAaHHBIX Ha 3TOM IIA0JIOHE, U YJAJIUTE BCE TE€ DJIEMEHTHl, KOTOPHIX B JOKYMEHTax ObITb HE
JIOJIKHO.

4. B mento daiin Beioepute komanay COXpaHUTh Kak.

5. B mone Tun ¢aiina Beioepute 11ladbmon nokymenra. [Ipu coxpanennn (aiina, CO31aHHOTO B
KadecTBe 1madnona, Tum ¢aitna [11abnon 1oKymMeHTa Beeria ycTaHaBIMBACTCS 110 YMOJTYaHHIO.

6. ITo ymomyanuto daiin coxpansiercst B nanke lllabmonsl, BeiOpanHoii B none I[lanka. Ecim
TpeOyeTcsl COXpaHUTh IAOJOH TakuM 00pa3oM, 4TOObI OH OTOOpaxaics He Ha Bkiagke OOmiue,
co3zaiiTe HOBYIO nanky B nanke [11a6moHsl.

VY nanenue madioHa

1. B mento daiin BeidbepuTe komanay Co3naTs.

2. B oxne Cosznmanme nokymenta B rpynne IllaGnonsr BwiOepure napamerp Ha moem
koMIibtoTepe. OTKpbIBaeTcs [uanorosoe okHo 111a6moHsI.

3. Ha onHoit u3 Bkiagok okHa [llaGnonsl BeiOepute yaanseMblil mabaoH, HAKMUTE MPaBYIo
KHOTIKY MBIIIN U U3 KOHTEKCTHOTO MEHIO BEIOEpUTE KOMaHAY Y JAINUTh (YAISEMBbIHA M1a0JI0H I0JDKEH
ObITh 3aKkphIT). Haxkate OK.

[TocnenoBaTenbHOCTD BBIIOJIHEHUS

1. 3amyctute mporpammy MS Word c¢ pabodero crona wim HUCHoJib3ys myTh Ilyck -
[Mporpammsr Microsoft Office MS Word.

2. Ucnonb3ys koManay OTKpbITh U3 MeHIO Daiisl, OTKPOWTE paHee CO3JaHHbBIE JTOKYMEHTHI
3amanmne.doc u 3amanue 1.doc.C mOMOIIBIO KHOIOK OTKPBHITHIX JOKyMEHTOB Ha Ilanemm
3aaujoKyMeHT3ananne.doc caenanTe TeKyIuMm.

3. B MeHto Bua yctaHOBUTE BUJI TOKYMEHTa pa3MeTKa CTpaHuilbl. OTKpOWTE JUajgoroBO€ OKHO
[Tapamerpsl cTpanwumbl... u3 MeHo Paiin. Ha Bknaake [lons 3amaiite B mokymente 3amanue.doc
CIeAYIONIMe MapaMeTphl: JEBOE MoJje — 2 M, MpaBoe noje — 1,5 cMm, BepxHee nojie — 2 ¢M, HUKHEe
nose — 2 cM.; OpueHTalus — KHUKHasl.

4. TlepeiimuTe Ha BKJIAAKy Pasmep Oymaru um ycraHoBuTe ¢GopMar Oymaru paBHbBIM A4, mpu
3TOM B moJjsix co cueryrkoM Illupuna u BeicoTa 0TOOpa3sTcst crangapTHBIE pa3Mepbl BIOPaHHOTO
¢dbopmara. 3agaiire MaciTad uzoopaxenus 11 5 %. 3akpoiTe JOKYMEHT C COXPaHEHHEM.

5. C noMo1pio Kypcopa MBbIIIK BbAETUTE MOCIEIHIO CTpaHUIly JoKyMeHTa 3aaanue 1.doc.
3agaiiTe mapaMeTphl: JIeBoe moJie — 2,5 ¢M, mpaBoe 1oje — 1 cMm, BepxHee moJjie — 2 CM, HUKHEE MoJie
— 2 cM. OpuenTanus — anpboMHuas, [IpumeHuTs — K BoizienneHHOMY TekcTy. Haxkmute OK. 3amanHbie
napaMmeTpsl OyAyT YCTaHOBJIEHBbI Ha BBIJICJICHHON CTpaHHIE JOKYMEHTa. 3aKpOMTe JOKYMEHT C
COXpaHEHHUEM.

6. C moMoIIbIO CYIIECTBYIOIIETO IIabioHAa COCTaBbTE CBOE pe3tome. [ 3TOro B OKHE
Coznanue noxkyMmeHTta BeiOepute napamerp Ha moem xommbioTepe, Ha BKIaake Jpyrue JOKyMEHTHI
okHa Illa6nonsl BeiOepuTe Mactep pe3toMe, BHECUTE CBOU JIaHHBIE, COXpaHUTE Kak JokymeHT Word
B CBOEH ceTeBo# nanke noj umeneM Moe pestome.doc. 3akpoiiTe JOKYMEHT.

Conepxanue otyera

1.BeinonHeHne BceX MyHKTOB 3a1aHMUSL.

2.BrInonHeHne 3aJaHus A CaMOCTOSTENIbHOM pabOTHI.

3.0TBeTHI HA KOHTPOJIbHBIE BOTPOCHI.

KonTtponbHbIE BOITPOCH

1. Kak BeIBecTH Ha TIe4aTh BECh JOKYMEHT, OT/AEIbHbBIC CTPAHUIIBI?

2. Yro Takoe ropsure KIABUIIHN U 3a4€M OHU HYKHBI?

3. Jlns gero ciayXut mMacitad JoKymMeHTa?

4. Yro BeIMoNHsET KoMaHAa «COXpaHUTh KaK...»?

5. Uto Takoe mpudt, Kakue XapaKTePUCTUKH €CTh y HIpudTOoB?

6. Kak BeIIeTHTh TEKCT (CIIOBO, IPEIOKEHHE, a03all, BECh TOKYMEHT)?

7. Kakue ObIBaOT MO JYEPKUBAHUS CUMBOJIOB?



8. Kak m3menuts peructp tekcta? Kakue ObIBaroT perucTpsi?

9. Kak u3MeHUTh UHTEPBAJI MEXIY CUMBOJIAaMU B TEKCTE?

10. Kak u3MeHUTHh HHTEPBAT MEX]Ly CTPOKAMH B TEKCTE?

3ajanue s CaMOCTOSITEIbHOU PaboThI

1. Co3maTh HOBBIM JOKYMEHT, KOTOPBI OyAE€T UMETh CICAYIOIIHNE OJIS: JIEBOE Moje — 2,5 cM,
mpaBoe moje — 1,5 cM, BepxHee moje — 2 cM, HUXKHee mojie — 2 cM. JIOKyMEHT JOJIKeH OBITh
HarevaraH Ha Juctax ¢popmara A4 ¢ oHOM cTOpoHBI JucTa. OHA U3 CTPAHHMII B JIOKYMEHTE JIOJDKHA
UMETh aIbOOMHYIO OPUEHTAIUIO. 3aKPBITh C COXPAaHEHUEM.

2. Co3math JOKYMEHT 3 3-X cTpaHuil. JJOKyMEHT JI0JbKeH OBITh HareyaTaH Ha JIMCTax ¢opMara
A4, ¢ o6enx cTtopoH ymcta. B okae CoxpaHeHHe JOKYMEHTA CO3/1aTh MamkKy moj umeHeM [Ipumep Ha
BBIOPAHHOM JIUCKE M COXPAHUTh B HEEC TOKYMEHT. 3aKPBITh JOKYMEHT.

3. Co3/ath HOBBIN IOKYMEHT, KOTOPBIM Oy/IeT UMETh Ha MEPBOM CTPAHMIIC TTOJIS: JIEBOE — 2 CM,
npaBoe — 1,5 cM, BepxHee — 1 cM, HIKHEe — 1 ¢cM; Ha BTOPO# CTpaHuIIe: JIeBOe — 3 CM, TIpaBoe — 2 CM,
BepxHee — 1 cm, HmxHee — 1 cM. Dopmar 6ymaru — AS. 3aKpbITh JOKYMEHT C COXPAaHEHUEM.

4. Co3nath HOBBIN 1oKyMeHT. CoXpaHuTh ero noj umeneM New.doc B CBO€il manke Ha CETEBOM
mucke S:.YCTaHOBUTH MOJS: JeBoe — 2,5 cM, mpaBoe — 1,5 cM, BepxHEe — 2 CM, HHXKHEE TI0JIe — 2 CM.
VYCTaHOBUTH OT Kpasi 10 BEpPXHEro KoJOHTUTyna — 1,5 cm, 1o HmwxkHero — 1,4 cm. @opmar Gymaru
YCTaHOBUTH A4.

5. Co3nmaTh MOKYMEHT W3 2-X CTPaHUIl. Y CTAHOBUTH TOJIS: JIEBOE M TIpaBoe — 1,5 cM, BepxHee u
HxHee — 1 cM. Opuenrauus kHwxkHas. @opmar Oymaru yctaHoBUTh A3. CoxXpaHHTh B IMamnke Ha
mucke D: B manke Study mog umeneM OTyeT. 3aKphITh JOKYMEHT.

6. Co3nath HOBBIM JOKyMeHT. COXpaHHTh MTOKYMEHT Ha aucke D: B manke Study moa mMeHem
New.doc. YcTaHOBHUTH TOJS: JICBOC M MpaBoe — 3 CM, BepxHee W HIkHee — 2 cM. OpueHTamus
anpOoomHas. Pazmep Oymaru ycranoButh 20720 cm. [Ipon3BoibHO yCTaHOBUTH HyMEPAIHIO CTPOK.
[Tepezanucarh JOKYMEHT.

7. Co3ngath NOKYMEHT W3 4-X cTpaHull. Ha BTOpOW cTpaHHWIlE YCTAaHOBUTH Pa3pbiB paszjena.
VYCcTaHOBUTH KypcOp Ha MEPBOM CTpPaHMIIE U K TEKYLIEMY pa3fielly MPUMEHUTh MapaMeTphl: JIEBOE U
mpaBoe moJjist — 2 ¢M, BepxHee U HikHee — 1 cM. OpuenTanus anpbo6oMHas. CoXpaHUTh JOKYMEHT Ha
mucke D: B manke Study mox umenem New 1.doc. 3akpbITh TOKYMEHT.

8. Co3narb HOBBIN JHOKyMeHT. COXpaHUTh TOKYMEHT Ha aucke D: B manke Study moa nMeHem
New 2.doc. YcTaHOBUTE TOJIS: JIeBOE — 2 ¢M, TIpaBoe — 1,5 cM, BepxHee — 2 M, HIKHEE ToJie — 2 CM;
dbopmar 6ymaru A4. 3anath macmtad 75 %. YcraHoBUTH napameTpsl nedatu: CTpaHUIbI — TEKyIIas,
Konuu — nBe. 3akpbiTh okHO [leuyaTs. [lepe3anucarb JOKyMEHT. 3aKpbITh.

9. Co3nmath HOBBIN JOKyMeHT. COXpaHHTh JOKYMEHT Ha aucke D: B manke Study\3amanue mon
uMeHneM Pesynbrar.doc. YcTaHOBUTH moJsl: JieBoe, MpaBoe — 2,5 cM, BepxHee, HIDKHEe — 2 CM;
dopmar Oymaru A4. 3amate mMacmtad 110 %. Jlo6aBuTh B moKyMeHT 2 crtpanuilsl. Ha mocnenneit
CTpaHUIIE YCTaHOBUTH alb0OMHYIO opueHTaluio. COXpaHUTh KaK HOBYIO BEPCHUIO JOKYMEHTA.
3aKpbITh.

10. Co3nate nokymeHT u3 4-x crtpanuil. CoxpaHUTh JOKYMEHT Ha naucke D: B mamke
Study\Otyer, mox mmeHem Pesynbrar.doc. YCTaHOBUTH MOJISI: JIeBOE, MpaBoe — 2 CM, BEPXHeEE,
HmxHee — 1,5 cM; popmar 6ymaru AS. CoxpaHUTh JOKYMEHT Kak m1abaoH. 3aKpbITh.

11. Coznmath nokyMmMeHT u3 2-x ctpanull. CoxpaHuTh ero Ha aucke D: B mamke Study mon
uMeneM Hoseiif.doc. YcranoBuTh mossi: neBoe u mnpaBoe — 1,5 cM, BepxHee U HIDKHee — 1 cM.
Opuenranus kHwkHas. Dopmar Oymaru ycraHoButh A4. CoXpaHUTh JOKYMEHT Kak II1a0JoH,
3aKpBITh JIOKyMEHT. JIOKyMEHT, cCOXpaHEHHBIH B BHJE MIAOJIOHA, OTKPBHITh, BHECTHM W3MEHEHUS U
nepe3anucarb.

12. Cozpmate pokyMeHT. CoOXpaHWUTb. YCTaHOBUTH NPOU3BOJIBHO MapamMeTpbl CTPaHULIBL.
CoxpaHUTh TOKYMEHT Kak I11a0JIOH, 3aKpHITh JOKYMEHT. JIOKYMEHT, COXpaHEHHBIH B BUE 11a0I0HA,
OTKPBITh, BHECTH U3MEHEHUS 1 3aMHCaTh €r0 HOBYIO BEPCHUIO. Y NATHUTh MIAOIOHBI.

13. Co3nate HOBBIN TOKyMeHT. COXpaHUTh JOKYMEHT B CBOEW NAINKe Ha CEpBEPE MO UMEHEM
New.doc. YcTaHOBUTH TOJISI: JIEBOE M MpaBoe — 5 CM, BepxHee W HwkHee — 4 cM. OpueHTarus
anpOoMHas. Pazmep Oymaru ycranoButh 20720 cMm. [Ipou3BOJIBHO YCTaHOBUTH HYMEPAIUIO CTPOK.
[lepe3anucarb TOKYMEHT.



14. Co3pmate nOKyMeHT H3 5-x crpaHull. COXpaHUTh JOKYMEHT Ha aucke D: B mnamke
Study\JTabopatopHnsie, moa umenem Jlaboparopras4.doc.YcTaHOBUTH MOJIS: JIEBOE, MPaBoe — 3 cM,
BepxHee, HikHee — 1,5 cM; hopmar Oymaru AS. CoxpaHUTh JOKYMEHT Kak MIa0lI0H. 3aKphITh.

15. Coznmate HOBBIN nOokyMeHT. Coxpanuth ero moja umeHeM OceHb.doc B CBOeHl mamke Ha
CETEeBOM JIUCKe S:.YCcTaHOBUTH MoJIst: JieBoe — 1,5 cm, mpaBoe — 1,5 cM, BepxHee — 4 ¢M, HUXKHEE T10JIe
— 2 cM. YCTaHOBHUTH OT Kpasi JI0 BepXHEro KojoHturyina — 1,5 cm, go Hmwxkuero — 0,5 cm. @opmar
Oymaru ycTaHOBUTH A4.

16. Co3nate HOBBIN 10KyMeHT. COXpaHUTh TOKYMEHT Ha aucke D: B manke Study non numenem
JIabopatopHasi.doc. YcTaHOBUTH MOJIS: J€BOE W MpaBoe — 1 cM, BepxHee M HIDKHee — 4 CM.
Opuenranus anpbomuas. Pasmep Oymarm ycranoButh 10720 cm. [Ipou3BoibHO yCTaHOBHUTH
HyMmepaiuio cTpok. Ilepesanucarb JOKyMEHT.

17. Co3nmath JOKYMEHT U3 2-X cTpaHull. Ha BTOpO#l cTpaHulle yCTaHOBHUTH pa3phbIB pasiela.
YCcTaHOBUTH KypcOp Ha MEPBOW CTPAHUIIE U K TEKYyIIEMY pa3zieny NPUMEHUTh MapaMeTpbl: JIEBOE U
npaBoe noJist — 3 cM, BepxHee U HkHee — 1 cMm. OpuenTanus anb60MHass. COXpaHUTh TOKYMEHT Ha
mucke D: B manke Study nmog nmenem New4.doc. 3akpbITh TOKYMEHT.

18. Co3nath HOBBIN TOKyMeHT. CoXpaHUTh JOKYMEHT Ha aucke D: B manke Study nmonx umMenem
New4.doc. YcranoBuTh moJsi: 1eBoe — 1 cM, npaBoe — 1,5 cM, BepxHee — 2 ¢M, HIDKHEE ToJie — 2 CM;
¢dopmar 6ymaru A4. 3anate Macitad 55 %. YcraHoBUTh napaMmerpsl neyatu: CTpaHUIbl — TEKyIas,
Konuu — nBe. 3akpsiTh 0kHO Ileuats. [lepe3anucars JOKyMeHT. 3aKphITh.

19. Co3nath HOBBIH JOKyMeHT. COXpaHUTh JOKyMEHT Ha aucke D: B manke Study\3amanue mos
nMeHeM Pesynbrar.doc.YcTaHOBUTE TOJIS: JICBOE, TIPaBoe — 2,5 M, BepxHee, HIKHee — 3 ¢M; opmar
oymaru A4. 3agare macmtad 110 %. JloGaButh B JOKyMeHT 2 cTpaHuIsl. Ha mocnennel crpanuie
YCTaHOBUTH aTbOOMHYIO opHreHTalu0. COXpaHUTh KaK HOBYIO BEPCHUIO JOKYMEHTA. 3aKPhITh.

20. Co3nmate JgoKyMeHT W3 3-x crpaHull. COXpaHWTh JOKYMEHT Ha aucke D: B mamke
Study\Otuetsl, mogq uMenem Pesynabrar.doc.YcTaHOBUTH MMOJIA: JIEBOE, MPaBOE€ — 3 CM, BEpXHEE,
HwkHee — 1,5 cm; dopmar Oymaru AS. CoXpaHUTh TOKYMEHT Kak 11a0J0H. 3aKphITh.

2. llpuMeHeHHUE K TEKCTY TOKYMEHTA CTHJIeH M IPYTrux cpeacTsB oopmiaeHust

C moMomIpIo CTHIIEH MOXKHO OBICTPO MPUMEHHUTHh HA0Op BapUaHTOB (OPMATUPOBAHUS BO BCEM
nokymente. Ecinu Bam HyXHBI mapameTpbl (GopMaTUpOBaHUS, HEJOCTYIHBIE U3 BCTPOSHHBIX CTUIICH
U TeM, HocTynHbIXx B Word, BBl MOXKeT€ H3MEHHUTh CYIIECTBYIOIIUN CTWJIb U HAaCTPOUTh €ro B
COOTBETCTBUU CO CBOMMHU HOTpPEOHOCTSAMHU. Bbl Mokere M3MEeHHMTH (popmaTrupoBaHue (HApUMED,
pasMep mpudTa, IBET M OTCTYH TEKCTa) B CTHJISAX, NMPUMEHEHHBIX K 3arojIoBKaM, 3arojioBKaM,
ab3aram, cickam M Tak gajee. Bbl Takoke MoxkeTe BbIOpaTh (popMaTHpOBaHHBIN TEKCT B TOKYMEHTE,
4TOOBI CO3aTh HOBBIA CTHJIb B Kourekuuu "Crun'.

Crtnim, onmMcaHHBIE B OTOM cTaThbe, HaxoAdaTcs B koJuiekiuu "Ctuinn" Ha Bkiaake I1aBHas.
UToObl MPUMEHHUTH CTWUJIb, MPOCTO BBIAEIUTE TEKCT, KOTOPHIA Bbl XOTUTE OT(HOPMATUPOBATh, U
BBIOEpPUTE HYXKHBIM CTWIb B Koyuleknuu "Ctunu". JlomOJHWUTENIbHBIE CBEACHHS CM. B
ctarbe [Ipumenenue ctuis k Tekcty B Word.

H3meHeHnne cymecTBYIOIIEro CTHJIS

W3menuts ctunb U3 koJutekuu "CTuian" MOKHO IBYMs CIIOco0aMu:

v OOHOBJIEHHE CTUJISI B COOTBETCTBUU C hOpPMATHPOBAHUEM B IOKYMEHTE

v’ VI3MeHeHue CTuiIs BPYYHYIO B JUAIOrOBOM OkHe "M3MeHeHue cTuis"

OO0HoBJIEHNEe CTHJISI B COOTBETCTBUH ¢ (pJOPMATHPOBAHHEM B IOKYMEHTe

Ecnu B JoKyMeHTe €CTh TEKCT C HY>KHBIM CTHJIEM, BBl MOKETE U3MEHUTH €ro opmMaTupoBaHue
Y IPUMEHUTh U3MEHEHUS K CTUITIO B KoJekuuu "Crunn".

1. Beigenute B JOKYMEHTE TEKCT, K KOTOPOMY IPUMEHEH CTUJIb, Hanpumep "3arosioBok 1".

[Tpu BeIOOpE TEKCTA, K KOTOPOMY MIPUMEHEH CTUIIb, CTUIIb BhIAENsAeTCs B Koyuekuuu "Crunu".

2. Otdopmarupyiite BBIOpaHHBIN TEKCT TaK, KAK XOTHUTE.

Hanpumep, Bbl MOXeTe U3MEHHUTD pa3Mep mpudra i ctuiist "3aroaoBok 1" ¢ 16 10 14 myHKTOB.

3. Ha Bknanke I'naBuas B rpynne CTHIIM IIEIKHUTE MPABOH KHOMKOW MBIIIU CTHIIb, KOTOPBIN BBI
XOTUTE WM3MEHHTh, W BbIOepuTe KoMaHay OOHOBHUTH |[Ha3BaHHMe CTHJsSI] B COOTBETCTBHH €
Bbl/IeJIECHHBIM ()parMeHTOM.

IIpumeuanue: Beck TEKCT, K KOTOPOMY IPUMEHEH 3TOT CTUJIb, aBTOMATUYECKH U3MEHUTCA.
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https://support.microsoft.com/ru-ru/office/%D0%BD%D0%B0%D1%81%D1%82%D1%80%D0%BE%D0%B9%D0%BA%D0%B0-%D0%B8-%D1%81%D0%BE%D0%B7%D0%B4%D0%B0%D0%BD%D0%B8%D0%B5-%D1%81%D1%82%D0%B8%D0%BB%D0%B5%D0%B9-d38d6e47-f6fc-48eb-a607-1eb120dec563#manual

HN3meHeHue CTU/ISI BDYYHYIO B THAJIOT0BOM OKHe ''U3meHenne cTuis'

Bbl MoOXeTe M3MEHMTh CTUIb HamnpsAMyr B kojulekiuu "CTtuin", He HacTpauBash TEKCT B
JIOKYMEHTE.

1. Ha Bxianke I'maBHAsl HIEIKHUTE MNpPaBOM KHONKOW MBIIK CTWIb B KoJuiekiuu "Crwim" u
BbIOepUTE KOMaH1y U3MeHUTh.

2. B paznenc @opmaTupoBanue u3MeHuTe GOpMaTUPOBAaHUE, HAIPUMEP HAaYepTaHUE, pa3Mep WU
1BeT mpudTa, BRBIpABHUBAHUE, MEKYCTPOUHBIA UHTEPBAT M OTCTYIIBI.

3. Beibepute, MODKEH JIM CTHIIh MPUMEHSTHCS K TEKYIIEMY JOKYMEHTY WJIM K€ KO BCEM HOBBIM
JOKYMEHTaM.

Co3nanne cTuIs Ha ocHOBe GOPMATHPOBAHMS IOKYMEHTA

Bb1 MoxeTe BBIOpaTh 0T(HOPMATHPOBAHHBIN TEKCT B JIOKYMEHTE, YTOOBI CO3/IaTh HOBBIN CTHIIb
1 100aBUTh ero B KoJutekmwo "Ctumn".

Boaee HoBbie BepcunOffice 2007-2010
1. I[llenxkHuUTE MPAaBOM KHOIKOM MBIIIN TEKCT, HA OCHOBE KOTOPOTO BBl XOTUTE CO37aTh CTUIIb.

2. Ha MuHU-TTaHeTM HHCTPYMEHTOB HAKMUTE KHONKY CTHiM 1 menkautTe Co31aTh CTHIb.
3. B mmanoroBom oxHe Co31aHHe CTHIIA BBEIUTE UMs CTHIS U HakMuTe KHOTIKY OK.

Hogeriit ctinb mosiButcst B kosuiekiuu "Ctunu'”.

Ipumeuanue: Eciiu Bbl XoTHTE, 4TOOBI HOBBIA CTHJIb TOSBWICA BO Bcex HOBbIX Word
JTOKYMEHTaX, MICJIKHUTE €0 MPaBOid KHOMKOW MbIIK B KoJueKiuu "Ctunu'", BEIOEpUTE U3MEHHUTH, a
3aTeéM B HIDKHEW YacTH JUAJIOTOBOTO OKHA BBHIOEPHUTE HOBBIE JIOKYMEHTBHI, OCHOBAaHHBIE Ha ITOM
mabJoHe.

3. Co3nanue B 10KyMeHTe HH(OPMALMOHHO-TIOMCKOBOI'0 anmapara

IIpeacrasiaenune nuHpopmannu

B coBpeMEeHHBIX CHCTEMax YIpaBJICHUS BOIMPOC O NMPHUHATHU pemieHUs TpeOyeT (uKcaruu
3HaHUH 00 yIpaBlsieMOM OOBEKTE W peau3allii MOJCICH NMPUHATHS PEIICHUH, XapaKTEePHBIX UIs
YeJoBeKa-crenuanicra (MHKeHep, SKOHOMHUCT, nenaror). CrocoOHOCTh 4YelnoBeKa HAKaIuIMBaTh U
WCTIONb30BaTh 3HAHWs, MPUHUMATh PEIICHUS MOXKHO HA3BaTh €CHECMBEHHbIM UHMELLIEeKMOM,
COOTBETCTBYIOIINE BO3MOKHOCTH MH(POPMAIMOHHOW CHCTEMBI MOJTyYHIIN Ha3BAHUE UCKYCCMBEHHbIIL
uUHmenieKm.

ba3bl 3HaHMI conepxar:

e CBEIICHHS, KOTOPbIE OTOOPaXKAIOT CYIIECTBYIOIIUE B MPEJAMETHOH 00JacTH 3aKOHOMEPHOCTH H
MO3BOJISIIOT BBIBOJUTH HOBBIC (DaKThI, CIIPABE/IMBBIC B JJAHHOM COCTOSTHHU MPEIMETHOMN 001acTH,
HO OTCYICTBYIOIIME B 0a3e MaHHBIX, a TaK)Ke IPOTHO3MPOBATH MOTEHIMAIHHO BO3MOXKHBIC
COCTOSIHUS TIPEJIMETHON 00JIaCTH;

e CBEJICHMS O CTPYKTYype uH(popMaluu B 6a3e naHHbIX (MeTanH(popMalus);

e CBeleHHs, 00ECIeYNBAKOIIME TOHUMAHHE BXOJHOTO SI3bIKA, T.€. TIEPEBOJI BXOTHBIX 3aIPOCOB BO
BHYTPEHHUH SI3BIK.

[TpuHSATO TOBOPUTH HE O 3HAHUSIX «BOOOIIE», a O 3HAHUAX, 3aQUKCHPOBAHHBIX C TIOMOIIBIO TOU
WJIM WHOW MojeH 3HaHuU. [IpyuHIMNHAa IbHBIMY pa3IMYUsIMK 00JIaIal0T TPU MOJICIH MPEICTABICHUS
3HAHUI: MPOYKIIMOHHAS MOJICITb, MOJIC)Ib (PPEHMOB M MOJICIIb CEMaHTHYECKUX CETEH.

IIpooykyuonnas mooensb 3HaHuil COCTOUT U3 TPEX OCHOBHBIX KOMIIOHCHTOB:

e Habopa mpaBuI, MPEICTABIISIONIETO COO0# B MPOAYKIIMOHHOW CUCTeMe 0a3y 3HaHUH;

e paboyeil MaMsTH, B KOTOPOW XPAHATCS UCXOJHBIC (DaKThl U PE3YJIbTAThl BHIBOJIOB, MOJYYCHHBIX U3
3THUX (PAKTOB;

e MEXaHM3Ma JIOIMUYECKOI'O BBIBOJA, HCIOJB3YIOLIETO MpaBHja B COOTBETCTBUHM C COJAEp)KaHUEM
paboueil maMaTH 1 (HOPMUPYIOLIETO HOBBIE (DAKTHI.

B ocHoBe meopuu ¢hpetimos nexut pukcanus 3HaHUN IMyTeM COMOCTaBJIEHUS HOBBIX (DAaKTOB C
paMKaMHM, OIpeNeIEHHBIMU JUIsl KaXIOro oO0beKkTa B CO3HaHUM yenoBeka. CTpyKTypa B TNaMsTH
KOMIIbIOTEpA, MPECTaBIIOMasl 3TH paMKH, Ha3biBaeTcs (peliMoM (B MepeBOJie ¢ aHTIHUICKOro —
pamka). C moMoIpio (GpeiiMOB MBI TBITaEMCsl NPEACTaBUTH MPOIECC CHCTEMAaTU3allMd 3HAaHUHM B
¢dopme, MakcuMaibHO ONM3KOW K  NPHUHIMUIIAM  CHUCTEMAaTH3allMM  3HAHUN  YEJIIOBEKOM.
@peiim npenacTaBiseT co00i TaONUIly, CTPYKTYpa W NPUHIUIBI OPraHU3alMd KOTOPOM SBISIOTCS
pa3BUTHEM IMOHATUS OTHOIICHHS B PEISALMOHHOM Mojenu HaHHbIX. Cromom ¢peliMa Ha3bIBaeTcs
SJIEMEHT [aHHbIX, NpeAHa3HA4YeHHBIM uId (ukcanuu 3HaHUH 00 OOBEeKTe, KOTOPOMY OTBEAEH
JaHHBIA (peiim.
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®peiiMoBbIE CUCTEMBI 00ECTICUMBAIOT PsAJl MPEUMYILECTB MO0 CPABHEHUIO C MPOAYKIIMOHHOM
MO/IENBIO IIPEACTABIICHNS 3HAHUM:

e 3HAHUS OPraHU30BaHbl HA OCHOBE KOHLENTYAJIbHBIX 0OBEKTOB;

e JIOMyCKaeTCs KOMOWHAIMS TPEACTABICHUS JICKIAPATUBHBIX («KAaK YCTPOEHBI OOBEKTHI») W
MPOLIEAYPHBIX («KaK B3aMMOJICHCTBYIOT 0OBEKTHI») 3HAHUM;

e uepapxus (QpeliMOB BIOJHE COOTBETCTBYET KIACCU(MUKAIUU TOHSATUH, TPHUBBIYHON IS
BOCIIPUSITHSI YEIIOBEKOM;

e cricTeMa (peiiMOB JIETKO PacIIUPSETCsS U MOIU(PHUINPYETCS.

Cemanmuyeckue mooenu OaHHbIX TIPEACTABISAIOT COOOW CPEICTBO MPEICTABIECHUS CTPYKTYpPbI
MpeIMETHON 00JacTh. DTH MOJICNH HCIOJIB3YIOT OOMMi HA0Op TOHATHH W OTIMYAIOTCS
KOHCTPYKUUSAMHU, IPUMEHSEMbIMHU JJIS1 UX BBIPAKEHUS, MOJTHOTOM OTpa)X€HUS MOHATUN B MOJIENH,
y10OCTBOM HCIOJIB30BAHUS MIPH Pa3padboTKe MHPOPMAITMOHHBIX cucTeM. Kak 3TanoH ceMaHTH4YecKoi
MOJIHOTHl PacCMaTPUBAETCS €CTECTBEHHBIN fA3bIK, a Ui (opMaiu3aluu S3bIKOBBIX KOHCTPYKLUUH B
MOJENSAX MPUMEHSETCS annapaT MaTeMaTUYE€CKOW JIMHTBUCTUKU.

[TpuHnuns! GopMUpOBaHKS TUNIOBOK MH(GOPMALIMOHHOMN CTPYKTYpBI:

¢ OJIHOKpATHBIN BBOJ 1 MHOTOKPAaTHOE MCIIOJIb30BaHUE NH(OPMALINK;

e [IOJIHOTA  YJOBJIETBOPEHMUsS]  MH(MOPMALMOHHBIX  MOTPEOHOCTEM  OCHOBHBIX  TpYII
II0JIL30BaTEIICH;

e OTIEPAaTUBHOE MOTOJHEHNE PECYPCOB 00SI3aTENBHBIMU IOKYMEHTAMU;

e KOM(OPTHBIHA AOCTYM K pecypcam B Off- u on-line pexxumax;

e BBITIOJIHEHHE KaK KOHKPETHBIX Y3KOTEMaTHUECKUX, TaK U MIMPOKUX [0 TEMAaTUKE 3alIPOCOB.

3anpocel, xkoTOphle (GOPMUPYIOT MOJIH30BATENN HHPOPMAIMOHHBIX CHUCTEM, PEaU3YIOTCS
CJIETYIOLTMMH CTIOCOOaMMU:

e COOOIIIEHHUS, SBISIONIMECS] OTBETOM Ha 3alpocC, XPaHATCS B SIBHOM BUJE B 0a3e JaHHBIX, U
MIPOLIECC TMOJIyYEHHUsl OTBETa MpeAcTaBisieT coOoil BbIAEICHHE MOIMHOMXKECTBA 3HaHUU U3 (aiiioB
0a3bl JaHHBIX, YIOBJIETBOPSIOLINX 3aMIPOCY;

e OTBET HE CYILECTBYET B IBHOM BHJI€ B 0a3e JaHHBIX U GOPMUPYETCS B MPOLECCE JIOTUYECKOTO
BBIBO/Ia HA OCHOBAHUM MMEIOIIUXCS TaHHBIX.

IMouck napopmanuu

Teopuss uHGOPMAIMOHHOTO TMOWCKAa HAuyMHAlIach C  MCCIEAOBaHMS  OcoOeHHOCTel
JTOKYMEHTAIBHBIX HH(OPMAITMOHHO-TTIOMCKOBBIX cucteM (JJUIIC).

[ox ungpopmayuonnvim NOUCKOM B TakKMX  CHCTeMaxX  I[OHHUMAETCs HEKOTOpast
MIOCJIEIOBATENILHOCTD ONEpaIiii, BHIIOJHAEMBIX C LIEJIbI0 OTHICKAHUS TOKYMEHTOB (CTaTel, Hay4yHO-
TEXHUYECKUX OTYETOB, ONUCAHUN K aBTOPCKUM CBUICTENBCTBAM M IaTE€HTaM, KHUT U T.1.),
coJiepKalluX ompeesieHHYI0 HHpopMaluio (C MOCIenyoleld Bbljauell caMuX JOKYMEHTOB MM MX
KOIUI), WK C LIETBIO BbIAUU (PAKTHUECKUX JaHHBIX, MPEACTABISIONIUX COO0M OTBETHI HA 3a/IaHHBIE
BOITPOCHI.

MaccuB 3neMeHTOB HH(pOpManuu, B KOTOPOM MPOU3BOAUTCS HHMOPMALMOHHBIA TOUCK,
Ha3bIBACTCSl IOUCKOBBIM MaCCHUBOM.

Teopuss uHPOpPMAIIMOHHOTO TMOUCKA JOKYMEHTaJbHOW WH(pOpMaluu pa3padarbiBanach Ui
HAyYHO-TEXHHUYECKOH MH(OPMAIIUK, HOCUTEIN KOTOPOU MPUHSATO JIEIUTh HA JIBa KJlacca: MepBUYHBIC
Y BTOPUYHBIE.

[lepBuuHbIE 1 BTOPUYHBIE JOKYMEHTHI U U3JaHUS HAYYHO-TEXHUYECKON HHpOpMAIK

Has3zeanue knacca Haumenoeanue 00Kymenmoes u u30anuil
1. [lepBu4HBIE TOKYMEHTHI U e OMyONHMKOBaHHBIC JOKYMEHTHI: KHUTH (MOHOTpa(uu,
U3IaHUS cOOpHUKH, YueOHBIC U3/IaHUS U T. I1.), OPHUIHAIbHBIEC U3/IaHU,

HEepUOINYECKHE U MTOBTOPSIIOIUECS U3/IaHMS;

e CHelnMaJIbHbIE BUJIbl TEXHUUECKUX U3JaHUN: HOPMATUBHO-
METOJMUYEeCKasi U HOPMAaTUBHO-TEXHUYECKasl JOKYMEHTALHs
(cTaHAapThl, TEXHUYECKHUE YCIOBUS, TTOJIOKEHUS O
HOJIpa3/IeNIeHUsIX U T. I1.), TaTeHTHO-JTUIIEH3NOHHAS
JOKYMEHTaIus 1 nHpopmanus o0 n300peTeHUsIX 1
OTKPBITUSX, TPOMBIIIIJICHHBIE KaTaJIOTH, UH(QOPMAIIMOHHBIE
JHMCTKH;

e HEONyOJIMKOBaHHBIE JOKYMEHTHI: AETOHUPOBAHHBIEC PYKOIIHCH,



OTYETHI O BBIIIOJIHEHHBIX HAYYHO-UCCIIEI0BATEIBCKUX U
OTILITHO-KOHCTPYKTOPCKHUX paboTax, YepTeKHO-
KOHCTPYKTOpCKasi JOKyMEHTAIHs U T. II.

2. BropuuHble TOKyMEHTHI U e pedeparuBubie xypHaisl (PXK);

W3JAHUS e sKcnpecc-uHpopmanus opranoB HTU;

e 0030pHbIe HH(pOpMAIMU: pedepaTuBHBIC U AHATUTUIESCKUE
0030pbI (pa3oBbIC U MIEPUOIUUECKHE);

e uHpOpPMAIMOHHBIE U3IAHUS 110 TATEHTaM, CTaHJapTaM H
IPOMBIIIJIEHHBIM KaTajaoram.

[IpencraBineHHble BHUABI JOKYMEHTOB COXPAHSIIOTCS, HO HECKOJIBKO BUJAOU3MEHSIIOTCS,
JOTIONTHSIOTCSL TI0 MEpe Ppa3BUTHSL CPEACTB MH(POpPMATH3AMK HHQPOPMALMOHHBIX IPOIECCOB U
MAalIMHHBIX HOCUTENEH XpaHeHUsI UH()OPMALIUH.

CymiecTByIOT pasiaudHble BUIBI UHGOpMayuoHHo20 obcayxcusanus. OCHOBHBIMA MOXHO
CUUTATh CJEIYIOLINE:

e perjaMeHTHoe oOcCiy)XHuBaHHE B (OopMe NOJArOTOBKHM M U3JaHUSA OO30pHBIX M pedepaTUBHBIX
nHpopmanuid, 6udbauorpapuUeckux ykazarened W T. M., WIM OOCITY)KMBaHHE MO CTaHIAPTHBIM
3ampocaw;

e OIOBELIEHHWE  OTAEIbHBIX  CHEeUUaTUCcTOB  (a0OHEHTOB) O  TEKyIUX  MyOIMKanusx,
MPEACTABISIIONINX U1 HUX TOTEHIUAIbHBI HMHTEpeC, MyTeM H30MpaTebHOTO (aapecHOrO0)
pacnpenenenuss uHpopmauuu (MPU) mno «mpodunsm wunHTEpecoB», chOpMYyIUPOBAHHBIX
notpedurensmu, wim auddepeHnupoBaHHOTO 00CHyxuBanus pykooauteneit (JJOP) mo mepe
MOCTYIUIEHUs HH(OPMAaLIUY, HEOOXOAUMOM ISl IPUHATHUS PELeHUM;

e PETPOCHEKTHBHBIA MOUCK, T. €. OTHICKAHHE JOKYMEHTOB, B KOTOPBIX HAXOMSTCS CBEICHHS IO
KOHKpPETHBIM 3alpocaM, B MacCHBE BCEX HAKOIUIEHHBIX HCTOYHUKOB HMH(OpMAILUU, YTO MOKET
OCYIIECTBIATHCA MO0 B (OpME MOATOTOBKH TEMaTUUYECKHUX IMOJI0OPOK, JHUOO B OMEPaTHBHOM
peKnMe.

Knaccudukanuu BuaoB o0CTy>KMBaHUS

Ilpusnak knaccugurkayuu
[1o UCTOUHUKY UHUITMATUBBL @

Ilo Tnmam JOKYMCHTOB o

Buo oocnyscusanusn
IPUHYAUTEIHHOE;
10 3aIrpocam MoTpeouTeNeH
oOcinyKuBaHUE ONMyOJIMKOBAaHHBIMU JIOKYMEHTAaMU W/WIH UX
KOIUSMU;
o0ciayKMBaHUE KOMHUSAMH  HEOMyOIMKOBaHHBIX
(otueroB o HUP, auccepranmii, mepeBooB | T. 11.)

JOKYMCHTOB

[lo  nHampaBineHHOCTH  WiIMe HWHGOPMALUOHHBIC U3IAHUS (MHOTO a/IpECOB);

aIpECHOCTHU e u3buparenpHOE pacmnpeseneHue nHbopMaum (0JUH aapec)

o MEePUOJUYHOCTH Wide TEKYIlee ONOBEIICHUE;

CPOYHOCTH e PETPOCHEKTUBHBIN MOUCK

o criocoly JIOBE/ICHUs® HEIMOCPEJICTBEHHAs TMepeAaya JOKYMEHTOB WM HX KOMUU

JAOKYMCHTOB 10 HOTpC6I/ITCJ'I$[

IIo Ha3Ha4YCHHUIO, ICIN o

OTpeOUTEISAM;

JIBYXCTYIIEHYaTOe OOCIHyXHBaHHE (BHaYaJle WH(POPMAIMOHHOE
U3J]aHHEe, a 3aTeM — KOIMU 3aWHTEPECOBABIIMX MOTPEOUTEIS
JTOKYMEHTOB

03HAKOMJICHHUE;

JUISL IPAKTUYECKOTO HUCTIOJIb30BAHUS

CnocoObl peajm3an BUJAOB U CI)OpM O6CJ'Iy>KI/IBaHI/I$I 3aBUCAT OT B4, HA3HAYCHHUA U criocoba

peamuzanuu  koHkpeTtHo MIIC. B coBpeMeHHBIX YCIOBUSAX pPacHpOCTPAHEHBl  PEXKHUMBI
obciyxkuBanuss B Qopme on-line moctyma k 6a3am gaHHBIX aBromaTtu3upoBaHHbix WIIC u
npencrasiaenus uHpopmanuun Ha CD-ROM. [Ins s¢pdextHOro nHbpOpMaMOHHOTO 00CITYKUBAaHUS
HEOOXOJMMO  BBISBIATh MHGOpMaNMOHHbIE MOTpeOHocTH. [loaTOMy U3ydeHHE 3ampocoB
norpeduteneil uHpoOpMaANMU  SABJISETCS IEPBOOYEPEAHOM 3amaueil  HaydHO-WH(OPMAIIMOHHOM
JeATeNbHOCTH. 3ajiaya 3Ta sSBISETCA JOCTATOYHO CIOXHOM, MOCKOJIbKY MOTPEOUTENH, KaK MPaBUJIO,
HE YMEIOT 4eTKO C(hOpMYIHPOBATH CBOM MOTPEOHOCTH, W OHU YTOUHSIOTCS MO Mepe paboThl C
noJryqaeMoil nadopmarmen.



O4eBHIHO, YTO MPOYUTATh KAXKIBIH JOKYMEHT OWUOIMOTEKH, YTOOBI HAWTH HEOOXOIUMBINH,
MPAKTUYECKH HEBO3MOKHO. [109TOMY Ha MPOTSHKEHUU UCTOPUH Pa3BUTHS HH(DOPMAIIMOHHOTO IMOUCKA
pa3pabaTbIBAINCh U COBEPIICHCTBOBAINCH METOBI Moucka. C He3amaMsATHBIX BPEMEH Ui TOMCKa
nH(OPMALIUA TPUMEHSIOT PsiI JOTHYECKHUX IMPOIEIYpP, KOTOPhIE B COBOKYITHOCTH M COCTABJISIFOT
MIPOLIECC NOUCKA UHDOPpMAYUU.

B cemupecsaTeix romax 19-ro Beka cdopmupoBanach npeomemuas (ToUHee, anghagumuo-
npeomemnas) knaccupukanus. Ha gonrume ronpl oHa cTaja TOCHOICTBYIONIEH MPH COCTaBJICHUH
SHIMKJIONENH, BCIIOMOTraTeNIbHBIX yKa3aTesell K TpyJlaM, CUCTEMaTH4YEeCKH U3JIaratoliumM MpooieMy
M paszaen Hayku, a B CIIA, roe ona Oblia co3fgaHa — pu OpraHu3aluu kamano2os. J1o cepeuHbl
20-ro Beka BO3MOXKHOCTh COJEPXKATEIBHOTO TOWCKAa HWH(GOpMAIMHM 10 CHPAaBOYHUKAM WIH
JOKYMEHTaM, COJEp)KaIluM HYXHYI0 HWH(POpManuioo, B OHOIMOTEKaxX OrpaHMYMBAIACH TPEMs
CIOCO0aMHM: CHCTEMATHIECKUM, ITPEIMETHBIM, aI()aBUTHBIM.

B nstupecateie ronasl 20-ro Beka ObuiM CPOPMYIHPOBaHBl MOHATHA HHPOPMALMOHHOTO
MoucKa, WH(GOPMAIIMOHHO-TIOMCKOBON CHUCTEMBI, HWH(OPMAIMOHHO-TIONCKOBOTO  SI3bIKa, ObLIa
BBIJIBUHYTA 33/1a4ya MEXaHU3allUHY, a 3aTEM U aBTOMaTU3al[Mi UHPOPMAIIMOHHOTO MTOUCKA.

K saTOoMy BpemeHu cTano siICHO, YTO UHDOPMAYUOHHBLL NOUCK — 3TO COBOKYITHOCTH JIOTHUYECKUX
MpoLEaYp, B pe3yjibTaTe KOTOPBIX Ha MH(MOPMAIMOHHBIA 3ampoc BbIIAETCS MO0 HEoOXoaumas
uHpopmanus (dakrorpaduyeckuii nmouck), aubo OubnMorpaduueckue aapeca ITUX JOKYMEHTOB
(bubnuorpaduyeckuii mouck). JOKyMEHTHI MOJABEpPraioTCcsl aHalIu3y (MHTEIEKTOM 4YeJOBeKa),
abCcTpakTHOE MPEJCTABICHHUE O €ro COJIEp>KaHUHM BbIPAXKAeTCsl HAa HEKOTOPOM HH(POPMAIMOHHO-
MTOMCKOBOM $I3bIKE, T.€. CUHTE3HpYyeTCcsl B BUJe Oubnnorpaduyeckoro onvcanus u uHjaekca. Muuekc
oOpa3yercs IyT€M MBICICHHOTO COMNOCTaBIEHUS OCHOBHOTO CMBICIIOBOTO  COJAEPIKAHMUS C
MOTEHIMATIBHBIMU 3alpOCaMHU MOTpeduTeneil nHpopmaluu.

[Ipexxne Bcero, KaxaoMy AOKYMEHTY, BBOJUMOMY B TIOMCKOBBI MAacCHB, CTaBHUTCS B
COOTBETCTBUU TOUCKOBBIM 00pa3 mokymeHTa (I1O]J]), xoToperii mpeacTtaBiser coOoi
XapaKTEPHUCTHKY, OTPAXAIOIIyI0 OCHOBHOE CMBICIOBOE cojepkanue mokymeHTa (3tum [10]]
OTJIMYAETCs OT KOJia, MPUCBAaUBAeMOro MHPOPMAIIMOHHOMY AeMeHTy B (akrorpaduueckux MC). B
BUJIE TaKOW K€ KpaTKON XapaKTepUCTUKH — IOWMCKOBOTO MPEANHMCAHUS WIM MOMCKOBOTO 0o0pasa
3anpoca (IT03) momwkHbI OBITH chopMyTUPOBAH U HH(OPMAITMOHHBIN 3aITPOC.

brnaronaps sTomy mporenypa MOMCKa MOET OBITh CBEJA€HAa K IPOCTOMY COIOCTAaBJICHUIO
MTOMCKOBBIX 00pa3oB JOKYMEHTOB C IMOMCKOBBIM IMpeanucaHueM. OIHAKO Takoe CONOCTaBIICHUE
gonyctuMo Jumib B ciydae, ecnu 11O/ m [1O3 omnmcanel B TepMHUHAX €AMHOTO fA3bIka. Jlis
peanu3anuy MpoIeaypbl OMMCaHus JOKYMEHTOB U 3arpocoB ¢ nmomotbio [10/] u I103 pa3padoTanbl
(m paspabarpiBaroTCsl) MHPOPMAMOHHO-TIONCKOBBIE s3bIKM (MIIS), KOTOphIE MMEIOT pa3IuvHbBIC
BO3MOYHOCTH.

[Ipocteitmmm [1OJ] MoXKeT sIBAATHCS 3aryiaBue JOKYMEHTA, MEpenucaHHoe B (GopMme MepedHs
BXOJALIMX B Hero ciioB. [Ipu »ToM HEOOXOIMMO YCTaHOBUTH HEKOTOpBIE IpaBUIIa, HAIpPUMEDP:
BKJIIOUEHHUE CYILECTBUTEIbHBIX B €IMHCTBEHHOM YHCIE U MMEHHUTEIHHOM MajieXke, IIarojioB — B
HeompeesIeHHOW (opMe WM B BUJIE OTIJIArOJIbHBIX CYIIECTBUTENIBHBIX U TOMY MOJIOOHBIE MTPaBuUIIa,
oomux ms [0 u I103.

B naubonee pa3BUTHIX BapuaHTax JUlsl YTOUYHEHUS COJEP)KAaHUS JOKYMEHTa MOXKHO B KaueCTBE
[1O/1 ucnonp30BaTh aHHOTAIUIO WK pedepaT JOKYMEHTa, a TaKKe BXOAAIIUX B HUX CJIOBA C yYETOM
HEKOTOphIX mpaBwi, oOmmx st GopmupoBanus IOl u I[103. IlockonbKy B NpaKTHUECKHUX
yenoBusix peanusanuu UIIC yucno crnos, Bkiarogaembix B [1O] u [103, He A0KHO OBITH CIAMIIIKOM
OOJBIINM, BBOJUTCS TIOHSATHE «KJIIOYEBBIE CIIOBa», KOTOPBIE SBJISIOTCS HanOoliee 3HAUMMBIMH IS
0TOOpaXeHUs CoAepKaHUS TOKyMEHTA.

s conocraBnenus [1O/] u [103 pa3pabaTeiBalOT U MPUMEHSIOT Pa3IUYHbIe KPUTEPUU MTOUCKA
win kputepuun cMbicioBoro cooTBeTcTBUs (KCC). TowyHOCTh moMcKa OMpenenseTcsi TOUHOCTHIO
0TOOpaXeHHs TOKYMEHTOB U 3alIPOCOB C MIOMOIIIBIO UX MOUCKOBBIX 00Pa30B U CTETICHBIO COBMAICHUS
MO u I103. TTosToMy BO3MOKHA HEMOJIHOTA BBIAAYU JOKYMEHTOB, JINOO, HAIIPOTHUB, ITOMCKOBBIN
IIyM», KOTOpbIE MpPEJCTaBISAIOT CO00H cBoeoOpasHyro IulaTy 3a oOOJIerdeHHe MpOLEeaAypHI
MH(OPMAIIMOHHOTO MOWCKA.

[Ipouenypa BeIpaxeHHsI OCHOBHOTO CMBICIIOBOTO COAEpKAHMS TOKYMEHTa U WH()OPMAITMOHHBIX
3alpocoB  Ha  HMH(POPMAIIMOHHO-TIOMCKOBOM  SI3bIKE  MOJIy4MJIa  HA3BAHUE UHOEKCUPOBAHUS 1
COCTaBIISIET  CYIIECTBEHHYI)  YacThb  AHAIUTUKO-CHHTETHUYECKONH  0OpabOTKH  JTOKyMEHTOB.



WudopMaioHHbBII MOWCK, TAaKUM 00pa3oM, 3aKJII0YaeTcs B 3aMEHE COAEPIKATENIbHOTO MPOYTCHHS
MOJIHOTO TEKCTa JOKYMEHTOB (OPMAbHBIM «CIMYCHHEM» (CpaBHEHHEM Ha COOTBETCTBHE) HX
MOMCKOBBIX 00Pa30B C 3apOCaMH Ha SI3bIKE WHACKCOB.

[IpoureHue MONHOTO TEKCTa AOKYMEHTa 3aMEHHMJIM IPOCMOTPOM 3arjiaBUi, aHHOTALWH,
pedeparoB. OmHako W 3Ta MHpoIeaypa B MHOTOTBHICSYHBIX COOpaHHUSX TOKYMEHTOB OKa3ajach
CIIMIIKOM TPYIOEMKOW. JIOKYMEHTHI NPHUILIOCH CHCTEMATH3HPOBATH MO COJEPKAHHUIO, KOTOPOE
YCIIOBHO CTaid 0003HauaTh undexcamu (OykBamu w/winu mudpamu). CrucreMarusanus 1mo paszeiiaMm
HayK (KJaccam) — OJIMH M3 CaMbIX HEPBBIX CIIOCOOOB PACKPBITHS COJCPKAHUS HAYYHO-TEXHUYECKUX
JOKYMEHTOB, MOJCTHPYIOUINA padoTy 4YelO0BEYEeCKOTO CO3HAaHHMSI M BOCXOISMIIMKA K TIyOOKOH
npesHocTu. Ilo Mepe yBenmuueHHUs KOJIMYECTBAa MUCHMEHHBIX M TEYATHBIX JOKYMEHTOB M 00beMa
HAIIUX 3HAHWA O MHUpPE WX KIaCCHPUKAIMS YCIOKHIIACh. OTH KIACCH(PHUKAINN TTOJTyIUIIN
Ha3BaHUE UePAPXUUECKUX.

Memoo koopounamnoeo unoexcuposanusi (M. Tayoe, K. Myapc — CIA, nsatuaecsteie TOIbI
20-ro Beka) OCHOBaH Ha NPEANOJIOKEHUH, YTO OCHOBHOE CMBICIIOBOE COJEp)KaHUE IJIF000ro
JOKYMEHTa ¥ MH()OPMAIMOHHOTO 3arpoca MOXXHO BBIPA3UTh IMPH MOMOIIM HAO0Opa TEPMUHOB, IO
OO0JIBIIIEH YacTH COAEpIKAIIMXCSI B CAMOM HMHJCKCHPOBAHHOM JIOKYMEHTE. DTH TEPMHHBI TOJTYUUIIH
Ha3BaHUE Kuouesbix cn0g. KiroueBble ciioBa 00pa3yloT Ui AaHHOTO JOKYMEHTa KOOPIUHATHYIO
CeTKy, MO KOTOpOil B JalibHEWIIeM BeleTcs MH(MOPMAIMOHHBIM MONCK IO COOTBETCTBYIOLIEMY
3arpocy.

TepMUHBI HAXOIATCS B CIOXKHBIX B3aMMOOTHOIICHUSX MEXIy COOOM, BRIPAKAIOT OOJiee y3KHe
wi 0ojiee TIMPOKHE IMOHSTHS, MOTYT OBITH CBS3aHBI IO CXOJICTBY, N0 KOHTPAcCTy (OMOHHUMUS,
CHHOHHUMFSI) WJTH TI0 APYTHM acconranusiM. YToObl IMETh BO3MOXXHOCTh YUUTHIBATH 3TO MPH ITOHCKE,
MPUXOJUTCS COCTABIISITD CIEIHATbHbBIC OHATUIHBIC ClIpaBOYHUKH (me3aypycet). B HUX IS KaX0T0
MOHATHUS (KJlacca YCIIOBHOW JKBUBAJICHTHOCTH) BBIOMPAETCS OJAWH TEPMHH — JECKPUNITOP, a IS
OCTaJIbHBIX CJIOB YKa3bIBAE€TCA UX CBS3b C IECKPUIITOPOM.

Pybpuxamop — 310 0coObIM 00pa3oM OPraHW30BaHHBIN IEpeYeHb PYOPUK HepapXUUeCKOU
KJlacCU(pUKAUY, NpPEeIHA3HAYCHHbINM U1l OTpaKeHUs CBEACHUHW O TEKYIIUX MyOJUKalusix B
MH(OPMALIMOHHBIX M3JAAHUAX WIM cucTeMax HH(opmanuoHHOoro obOcnyxkuBanus. K ero
XapaKTepHbIM OCOOCHHOCTSIM OTHOCATCS CPaBHUTEIBHO HeOoJbllas TIIIyOMHA HHIEKCaluu,
OpUEHTHUPOBAHHOCTh Ha MEXOTpAcieBble, MEKIUCIUIUINHAPHbIE, KOMIUIEKCHBIE MPOOIeMBbl,
MPOCTOTa W JIMHEHHOCTh CTPYKTYpHl, JOCTaroyHash THOKOCTh, YacTas U 0e300Je3HeHHas
u3MeHsieMocTs GopMynupoBku pyopuk. Ilo pyOpukaropam kiaccuuUupyrOTCS camble MOIIHBIC
MOTOKM HAYYHBIX MyONUKalUW (32 TOJ B MHUpE MOSBISIETCS NPUMEPHO 5 MJIH. HE COBIAJAIOIIMX
JIOKYMEHTOB).

l'unepmexcm — 3TO HOBas TEXHOJIOTUS MPEJCTABICHUS HECTPYKTYPUPOBAHHOIO, CBOOOIHO
HapammuBaemoro 3Hanus (B. bymi, 1945 ron; T.Henscon, 1965 ron). 3aeck 06padboTka nHbopmanuu
OCYILIECTBJISIETCS COBMECTHO C YEJOBEKOM (aBTOpcKasi TexHoJiorus). Bech MouMCKOBBINA ammapar
pean3yeTcsl Kak Te3aypyc runeprekcra (HeT MOUMCKOBBIX 00Pa30B TOKYMEHTOB).

4. BblunTKAa 10KyMeHTa, ycTpaHeHHe OIIHO0K B 0(pOPMIIEHUH U ONIEYATOK

PenaktupoBaHnue — 3TO CHOXHBIM TpoIecC, KOTOPBIM BKIOYaeT B ceOsl TPOBEPKY
JOCTOBEPHOCTH TMPEJCTABIEHHBIX B HEM CBEJIEHHH M JIOCTAaTOYHOCTH (PaKTUUECKOTOo MarepHaa,
yIYUIICHUS CTUIISL JOKYMEHTA U MIPOBEPKY IPAMOTHOCTH U3JI0KEHUS.

B mporecce pegakTHpoBaHUS yCTaHABIMBAECTCS COOTBETCTBHE aHAJIM3UPYEeMOTo MaTepuana
AKCTPATUHTBUCTHUECKUM U JTMHTBUCTHYECKUM TPEOOBaHUS, PEIbSIBISIEMbIM K TEKCTY JOKYMEHTA.

PenaktupoBanue TEKCTOB, MYyOJIMKYeMbIX B TIe4YaTH, OCYIIECTBISAETCS COTPYIHUKAMU
U3JAaTeIbCTB, CHEIMAINCTaMU B PEAAKTOPCKOM JieNe, a TeKCThl CIYXEOHBIX JTOKYMEHTOB OOBIUYHO
PEAAKTUPYIOTCSI CAMUMH COCTABUTENSIMH W WX TOMOIIHUKaMH (pedepeHTaMu, CEeKpeTapsiMu).
[ToaToMy HaBBIKAMH pPENAKTUPOBAHMS CIY)KEOHBIX JOKYMEHTOB JOJDKEH 007alaTh KaXKJIbIi
CIIy’Kalllui, KOTOPBIA MO POy CBOEH AEATENILHOCTH O(OPMIISIET M COCTABISET CaMble Pa3IMYHbIC
JienoBbIe OyMaru.

JIro0oe penakTHUpOBaHME TPEACTABIAET CIOXKHBIM TBOPUECKUH IpOLECC, a peJaKkTHpOBaHUE
CITY’KE€OHBIX JOKYMEHTOB UMEET psiji Celn(PUIecKUX 0COOCHHOCTEH.

CocrtaBuTelnb, OH peAaKTOP JOKYMEHTa, JOJKEH:

— XOpOILIO OPHUEHTHPOBATHCA B TOM 00JacTH 3HAHMH, C KOTOPOH CBSI3aHO COJEp)KaHUEe
PEAAKTUPYEMBIX MaTEPHAIIOB;



— YMETb IMOJIb30BATHCS CIIPABOYHOM JIMTEPATYpOil OOIIET0 U CHEeNHUATbHOTO XapaKTepa;

— BJIQJIETh O(UIHATIBHO JICTOBBIM CTHJIEM PEUH;

— YMETb I10JIb30BATHCSI METOMKOU PEAAKTUPOBAHNS U TEXHUKOU JIMTEPATYPHOU IPABKU.

MeTouka pegakTUpOBaHUS  CIY)KEOHOTO  JIOKyMEHTa IIPEAIOJAraeT  OIpeAciICHHYIO
MOCIIEIOBATEIBLHOCTh B PEIAKTOPCKOM pabote. IIpaBMiibHBIM HampaBiieHHEM NpPU PEAaKTUPOBAHUH
CITy’K€OHOTO IOKYMEHTA SIBIISIETCS

MIOCTYATEIbHOE IBUKEHUE OT TEKCTA K CIIOBY:

— PENaKTOp HCIPaBISET (PAKTOJOTMYECKHE W JIOTMKOCMBICIOBBIC OINMOKH M HEIOYETHI B
LIEJIOM TEKCTE;

— 3aTeM MEpeXOJUT K HCIPABIEHUI0O HOPMAaTUBHO-CTUJIUCTHUYECKUX M COOCTBEHHO
CTHJINCTUYECKHUX OIIHUOOK B IIOCTPOEHUH CJIOKHBIX U IPOCTHIX MPEATI0KEHUN;

— B IIOCIEAHIO O4Yepeab OCYLIECTBISIETCS S3bIKOBas padoTa HaJ CIOBOCOYETAaHHUEM U
OTJIETIbHBIMU CIIOBAMU.

CobmoieHe UMEHHO TaKOM MOCIEeI0BaTEIbHOCTH B IPOLECCE PEIaKTUPOBAHUS CBOAMT K
MUHHUMYMY HPOIYCK OUIMOOK MJIM HEJOUYETOB TEKCTE, UCKIIOYAET ABOWHYIO paboOTy CO CIIOBOM.

PenaktupoBanue AOKyMEHTa JIOJDKHO MPOXOIUTH MOATAMHO. B 3TOi paboTe BBIACTSAIOT TpU
OCHOBHBIX JTamna:

1) mepBUYHOE 3HAKOMCTBO C TEKCTOM JOKYMEHTA U €r0 JIOTUKOCMBICIIOBOM aHAIIN3;

2) npoBepka (haKTHUYECKOTO MaTepuaia JOKYMEHTa;

3) cOOCTBEHHO PEaKTUPOBAHUE C UCIIPABICHUEM BCEX BUOB SI3BIKOBBIX OIITHOOK.

Ha nepBom sTane penakTop OCyIIecTBISET YTEHHE BCEro TeKCTa U YCTaHABIMBAET, HACKOJIBKO
JIOTUYHO W TOHSTHO JJISl aJpecara U3JI0KEHO CoJiep’KaHue JOKYMEHTAa, UCIPAaBISET JIOTUYECKUE U
CMBICJIOBBIE OLITMOKH.

[IcuXOMMHIBUCTHI yCTAHOBWJIM, YTO TI€PBOHAYaJIbHOE CMBICJIOBOE BOCHpPUSITHE TEKCTa
€IMHOO0Opa3HO U 3aKOHOMEPHO Yy Bcex yurTarouinx. CinoBa o0ObeANHAIOTCS B CO3HAHUU YUTAIOILIETO,
o0Opa3ysl OIpeJe/ieHHbIE CMBICIOBBIE CBSI3U. TOJIBKO TpU TEPBOHAYAIBHOM YTEHHM TEKCTa,
BO3MO’KHO, OOHapyKUThb OCHOBHBIE CMBICIOBBIE OIIMOKH, BIMAIOLIME HA aJEKBATHOE NOHHUMAaHHE
coJiepKaHus JOKYMEHTa. Ecii BO3HMKIIA OCTAaHOBKA, TO 3TO O3HAYaeT, YTO B TEKCTE €CTh OIIMOKa,
KOTOPYK0 HEOOXOIAMMO HCIIPAaBUTh, MHAuUe€ ajpecaT HE CMOXKET Yero-To MOHATh B COJEPKAHUU
JOKYMEHTA.

IToBTOpHOE 4YTEHHE TEKCTa OOBIYHO NMPHUBOAMTH K TOMY, YTO YMTAIOIIMH B KOHIIE KOHIIOB,
HaXOJWT NPaBUJIbHBIN CMBICI, IOHUMAET 3ambIcen aBTopa. Ho Takoe 3aTpyAHHUTENbHOE TOHUMAHKUE U
BOCIPUSITHE TEKCTa HE CIYXHTb OCHOBaHMEM, 4YTOObl NIPU3HATH BCE IMPEUIOKEHUS TEKCTa
IIPaBUWJIBHBIMU C TOUKH 3PEHUS JIOTUKH, CMBICJIA U CTUJIA.

Ba)kHO 3alIOMHHUTB, YTO CYIIECTBYET NEPBOHAYAIBHOE U OKOHYATEIbHOE BOCHPHUATHS TEKCTA.
Bce ommOku CMBICIIOBOIO M JIOTMUYECKOTO IUIaHA OOBIYHO JIETKO BBIABIISIFOTCS IPU IEPBOHAYAIBHOM
YTEHHH TEKCTa, KOTrJa OH BOCIIPUHUMAETCS KaK HOBBIM M HE3HAKOMBII.

OnHakKo cOCTaBUTENb CIY)KEOHOI'0 JOKYMEHTA, SIBJIAACH PEJaKTOPOM, HE MOXKET BOCIIPUHUMATD
CBOM TEKCT KakK HOBBbIM. Takoe IOJIO)KEHHWE IPHUBOAUT K OIPENEICHHBIM TPYAHOCTSAM IOMCKA
CMBICJIOBBIX OIINOOK.

JIuHrBHCTaMU JOKa3aHO, YTO YMEHHME YBHUJETh CO3JABacMblii TEKCT € MO3ULMUH APYroro
YeJI0BeKa — OCHOBA PEIaKTOPCKOro U CTHIIMCTUYECKOr0 MacTepcTBa. J[jist Toro, 4roObl COCTaBUTENIO
U PENaKTOpy B OJHOM JIMLE «OPraHU30BaTh» IEPBOHAYAIBHOE BOCIPHUSITHE TEKCTa OKYMEHTA,
HEOOXO/MMO Ha HEKOTOpPO€ BpeMsl OTJIOXKHUTh JIOKYMEHT, 3aTeéM IpouYuTaTh TEKCT CHOBA,
BOCIIPHHHUMAs €r0 KaK HE3HAKOMBIM.

ITpu 3TOM HEOOXOAMMO 0OpaTUTh BHUMAHUE Ha XapaKTep YTEHHs TEKCTa: Mo(pa3oBOe YTEHUE
JOJDKHO OBITh IUIAaBHBIM M HENpEpbIBHBIM. Tam, rie He OyleT IJIaBHOTO YTEHHs C MOHUMAaHHEM,
HE00X0/IMMO HCKaTh CMBICIOBYIO MJIM JIOTMYECKYIO MOTPEHIHOCTb. [IpomyieHHas cCMbICIOBas WM
JIOTMYECKasi OIMOKa MOXKET MIPUBECTH K TOMY, YTO aJpecaT HEMPaBUIbHO UCTOJIKYET (ppasy, a 3aTeM
Y HEBEPHO MOUMET COJIepyKaHHEe BCEro CIy)KeOHOTO JOKYMEHTA.

I'maBHOW 3amauyeil BTOpOro srama paboOThl C TEKCTOM SBISETCS MpOBEpKa (HaKTHUECKOTO
MaTepuaia, UCIOIb3yEMOI0 NPU CO3JaHUU M PEJaKTUPOBaHUU JOKyMeHTa. Ha aToM 3tame penakrop
JOKYMEHTA JI0OJKEH BHUMATEIbHEUIITM 00pa3oM NPOBEPUTh, U MEPENPOBEPHUT CIIETYIOIIEE:



— ONUpAJICS JIM MPH CO3JaHUM U OPOPMIICHHH HOBOTO JOKYMEHTa aBTOP-COCTABHTENb Ha
IIOCJIEIHUE TOCYAAPCTBEHHBIE CTaHAApThl P 10 HanMCaHWIO OPraHU3alMOHHO-PACIOPAIUTEILHOU
JOKYMEHTAIUH;

— HCIIOJIB30BaJl JIM aBTOP-COCTAaBUTEINb IIEPBOMCTOYHMK IIPU COCTABIECHUU TEKCTa HOBOTO
JOKYMEHTA,

— UMEIOTCS JM BBIXOJHBIE [aHHbIE TEX JOKYMEHTOB, Ha KOTOpbIE OIMPAJCS aBTOp-
COCTaBMTENb MPU HAITMCAHUU HOBOT'O JOKYMEHTA;

— BKIIOYEH JIM B COCTABIICHHBIH JTOKYMEHT TOJBKO HOBBIH M JOCTOBEPHBIM LU(PPOBOH MU
(baxTHUECKUil MaTepuan u3 TOKyMEHTa IIEPBOMCTOYHHKA,

— YTOYHEHBl JIM TPH COCTaBJICHHWM TeKcTa Bce NHU(pOBbIe M (AKTHUECKUE CBEICHUS,
Kacaroluecs agpecara 1 ajpecanTa (haMuianm, uMeHa, OTYECTBA, Ha3BaHUS U aJipeca OpraHU3alui,
reorpaduueckue 0003HaYCHUs | T.].);

— OonupaJcid JIM COCTaBUTENb TEKCTa JOKYMEHTa Ha IIOCJIEIHHE OpPTOJIOIMYECKUE
(HOpMaTHBHBIE) CIOBAPU U CIIPABOYHUKH 110 COBPEMEHHOMY PYCCKOMY SI3BIKY, YTO SIBJISIETCS] KpaiiHe
HEOOXOJIMMBIM TPU PEIHICHUU CJIOKHBIX SA3BIKOBBIX BOIPOCOB, KAaCalOUIUXCS KYJIbTYpPbl JEJIOBOI
MHCbMEHHOM peuu.

Ha Tperpem 3Tame ocyiiecTBiseTCs COOCTBEHHO pPENAaKTUPOBAaHUE JTOKYMEHTA, MPOBOJUTCS
THIATeNIbHAS S3bIKOBask M CTHJIMCTHYECKAs MPaBKa KaXJA0ro MPeIIoKeHUs TOKyMEHTa.

Jljis yCHemIHOro MCHpaBlIEHUS BCEX BHUJIOB OMIMOOK B IMPEATIOKEHWH HEOOXOIMMO BIAAETh
CJIEYIOIMMHU TEXHUYECKUMU TIpUeMaMu:

— CONOCTaBJIEHUE KaXK/I0} UCIIPaBICHHOM (pa3bl C MepBOHAYATIbLHBIM BapHAHTOM;

— COIIOCTaBJIEHUE KaXJI0M HCIpaBIeHHON (pa3bl ¢ MNPEIIecTBYIOMEH W MOCIeAYIOIIeH
dbpazamu.

[IepBoe conocTaBiieHHE TOJKHO OCYILECTBIISITHCS C TOUKHU 3PEHUS U3MEHEHUS,

MOSIBJICHUS WJIM YTPAThl B UCIIPABIECHHON (ppa3e KaKux-I1u00 CMBICIOBBIX OTTEHKOB, CBEJICHUH,
(hakTOB TIO CPAaBHEHUIO C TIEPBOHAYATILHOM (hpa3oil.

Bropoe comnocraBneHre HE0OXOAMMO, TaK Kak Kaxjaas (pa3a — 3TO 3JIEMEHT KOMIIO3UIMU
LEJIOCTHOTO TEKCTa, TECHO CBSA3aHHBIM C OPYTMMH 3iieMeHTamu. Ppasy Henb3sd paccMaTpHUBaTh
M30JIMPOBAaHHO, BHE KOMIIO3UIIMOHHBIX CBS3€H, MHAYE MOKHO Pa3pyLIUTh BECH TEKCT.

Penakrop, aHanusupys TEKCT, TaKUM 00pa3oM, OH IOCTENEHHO MpOABHMraercs oT (passl K
¢pase, OT Hayaja TEKCTa K €ro KOHIly. B XoJe 3Toro nocrynaresbHOr0 JBMKEHUU OH JIMKBUIUPYET
BCE SI3bIKOBBIE OIIMOKH U YCTPAHSIET CTUIUCTUYECKUE HEJOUETHI.

JIMHTBUCTUYECKUN aHAJIN3 JOKYMEHTOB, HCIOJIb3YEMBIX CIIY)KAallMMH, II0Ka3bIBAET, 4TO
CYIIECTBYIOT Han0oJiee TUIIMYHbIC OIIMOKH sI3bIKA JIOKyMEHTOB, BOSHUKAIOLIUE U3-32 0COOEHHOCTEH
1 HEKOTOPBIX TPYAHOCTEN O(PULIMAILHO-AEI0BOIO CTUIISI peUH.

VYC10BHO BCE OIIMOKU MOXKHO pa3AeIuTh Ha IECTh BUJOB:

* JIOTUKOCMBICJIOBBIE OLIMOKH,

e JIGKCUYECKHE OLIUOKH,

e MOP(HOJIOTMYECKUE OIHUOKH,

e CUHTAKCUYECKHE OLIMOKH,

e OLIMOKH, CBA3aHHBIE C HAPYLICHUEM JEJI0BOIO 3TUKETA,

e OLIMOKM ITPABOIMCAHUS.

BHyTpH Ka)x70ro BUJa OHU MOTYT ObITh HOPMATUBHO — CTHJIMCTHYECKUMH, BO3HUKAIOIIUMU
U3-32 HE3HAHWs JIUTEePaTypHbIX HOPM O(QUIMAIBHO-AETIOBOTO CTWIS peud, M COOCTBEHHO
CTWJINCTUYECKMMH, BOSHUKAIOUIMMH B PE3YIbTaTE IMPOHUKHOBEHHUS B JOKYMEHT SI3BIKOBBIX CPEJICTB
W3 JPYTUX CTHIEH.

TexHUKa NpaBKH JOKYMEHTa

IIpu penakTMpOBaHUU TEKCTOB BO3MOXKHBI CIIEIYIOIINE BUABI IPABKH:

IIpaBka-cokpameHnne — yCTpaHEHHUE U3 TEKCTa JJIUHHOT, MAJIOCYIIECTBEHHBIX

CBElEHUI. OTOT BUJA TMpaBKU TNPUMEHSETCS B TEKCTaX, HM300MWIYIOMUX OOLIUMHU
paccyXJeHUsAMH, [IUTaTaMU, CChUIKAMH, OJTHOTUIIHBIMH ITPUMEpPaMHU, U(PPOBBIMU TaHHBIMH, a TaKXKe
JUISl YIIPOIEHUSI CJIOKHBIX CHHTAKCUUECKUX KOHCTPYKIIMM.

[IpaBka-cokpaiienue HeoOXoAMMa TakXkKe B TeX ClydasX, KOrJa NpEBBILIEH 3apaHee
yCTaHOBJICHHBIN 00BEM TEKcTa.



IIpaBka-cokpallieHue He JOJDKHA MCKaXaTh cMbICi TekcTa. Cokpalas TEKCT, HaJl0 COXPaHUTh
BCE €ro CYIIECTBEHHbIE acleKThl. llocienoBaTenbHOCTh JIEHCTBUI MpPU OCYLIECTBIEHUU IPaBKU-
COKpAILEHUs TAKOBA:

1) mpouuTaTh TEKCT;

2) ycTpaHUTh OJHOTHUIIHBIE IPUMEPBL, OBTOPBI, U3IHUILIHUE OJPOOHOCTH;

3) UCKIIIOYMTD JIMIIHKE CJI0BA (YTOUHSIOLUIME CHHOHUMBI, BBOJHbIE CJIOBA);

4) 3aMeHUTH cJI0Ba 00Jiee KPAaTKUMHU CHHOHUMAaMU;

5) ycTpaHuTh a03arlbl;

6) uCHOJB30BaTh MEHBIIMK KErIb INpU Habope, HalpUMep, NPUIOKEHUM, HTpUMEYaHH,
OoubmmorpaduyecKoro CrmcKa u zip.;

7) yMEHBIIUTH UHTEPBAJI MEKIY CTPOKAMU;

8) hopMaTUPOBATH TEKCT B PEXKMME aBTOMATHIECKON PacCTaHOBKE TIEPEHOCOB;

9) nmpounTaTh UCIPABIEHHBIH TEKCT C IIEJIbI0O KOHTPOJIS 32 COXPAHHOCTBIO CMBICJIOBOTO

Y KOMIIO3UI[MOHHOTO €/IMHCTBA;

10) mpoBepUTh MPAaBUILHOCTH BHEITHETO 0(OPMIICHUSI TOKYMEHTOB;

11) cormacoBaTh BCe COKpAIIEHUS C PYKOBOIUTEIIEM.

B omnnume OT mNpaBKU-BBIYMTKH IpaBKa-cOKpalleHue TpedyeT MNpsSMOro BMeENIaTeIbCTBa
penakTopa B TEKCT PYKOIMCH, a 3TO OTPa)KaeTcsl Ha €ro coJep KaHuM U KoMmo3uiuu. B 3aBucumMoctu
OT Ka4ueCTBa U3MEHEHHH pa3inyaroT COKpalleHHE TEKCTa YaCTIMU U BHYTPUTEKCTOBBIE COKpAICHHUS,
KOTOpbIE 3aTParuBalOT OTJENbHBIE MPEUIOKEHHS, UX YacTH, T€ WIM HUHbIE CIIOBA, MOPOXKAAIOIINE
pedeByl0 HU30BITOYHOCTh. B rmepBoM ciaydyae M3 TeKCTa MCKIIOYAIOTCd KOMIIO3UIIMOHHO U
CUHTAKCHMYECKU O(OPMIICHHBIE CMBICIOBbIE OJOKH, OJHOTHIHBIE MPUMEPHI, HEaKTyaJIbHbIE
moApoOHOCTH, YTO I pelakTopa He MpeacTaBisieT OOJbLIMX TpyAHOCTEH. BakHo nuIb, 4TOOBI
COKpAII[EHUS] HE MCKA3WUJIM CMbICIIA, HE HAPYIIWIN aBTOPCKUN CTWiIb. Penakrop MOJDKeH cleauTh 3a
TeM, 4yTOObl He Oblia yTpaueHa CBA3HOCTb M3JIOXKEeHMs. I 3TOro Nmpu pelakTHPOBaHUU CIEIYET
1103a00TUTBCS O COEAMHEHMM 4YacTell, OKa3aBIIMXCA PSJIOM IOCIE COKPALIEHHUS OTIENbHbIX
¢parmeHToB TekcTa. HemomycTuMo paspylieHue apXUTEKTOHUKH LEJIBHOIO IPOM3BEAEHUS IpH
[IPaBKe-COKPALICHUH.

WHorpa cMbICiioBasi CBSI3b MEXKJY OTIEIbHBIMU 3BEHBSMH TEKCTa HACTOJIBKO IPOYHAsi, 4TO
BBIOPOCUTHh M3 PYKONMCH Ty WINM HMHYIO KPYIHYIO 4acTb HEBO3MOXKHO O€3 HapylIeHUs CBSI3HOCTH
nznoxenus. Torna penakrop npuOeraerT K BHyTPUTEKCTOBBIM COKpAILEHUSIM. JTO, B CBOIO OYepe/ib,
TpeOyeT OoJiee CEpbe3HOro BMEIIATENbCTBA B TEKCT. PemakTop crpeMutcst BbIOpath OoJiee
SKOHOMHBIE U TOYHBbIE (POPMYIUPOBKH, COKPALIAET MHOTOCIOBHE, HEYMECTHYIO OIHUCATEIbHOCTH;
3aMEHSeT CJIOKHbIE CHUHTAKCHYECKME KOHCTPYKLHMU IPOCTBIMH, OTKa3blBae€TCs OT MOAPOOHOIO
NePEeYMCIICHUs, BBOIHBIX CJIOB U T.II.

Ona  cnyxebHOro [OKYMeHTa OCOBEHHO BaxeH ero 06béMm. He cny4allHO B MHCTPYKUMM MO
AEeN0NPOU3BOACTBY CMELMANbHO OrOBAPUBAETCA, UTO CAYKEBHbIE AOKYMEHTbI A0/KHbI ObiTb KPAaTKUMMK.
Hanpumep, Tekc cnykebHOro nNucbma, Kak Mpasuo, He AOMKEH NPeBbiaTb ABYX CTpaHuL, Mo3Tomy
yCTpaHeHWe AMHHOT MaoCyLLLECTBEHHOTO MaTepuana HeobxoAMMO Npw

COCTaBJICHUH JIOKYMEHTA.

[Tpumep npaBKU-cOKpaleHus NpuBeAEH B Tabnuue 1

Tabnuua 1 O6pasert MpaBKU-COKPALICHHSI

HcxoaHblii TekeT HUcnpaBieHHbI TEKCT

YBaxaeMblii rOCIOANH Kapaynos!
OtBeuaem Ha Bam 3ampoc ot 29 oxTsa0ps o
paclieHKax Ha OMHMOYCHOE HCCIEeOBaHUE B
mectu ropogax Poccum (1200 pecroHneHTOB,
anketa — 30 BompocoB, H3 KOTOPBIX 35
OTKPBITBIX, BBIOOpKAa — KakK Mbl NOHMMaeM —
KBOTHast). OCTaéTcsi He BIOJIHE SICHBIN BOMPOC O
TOM SIBJII€TCS JIM Hallleld OTBETCTBEHHOCTBHIO
TUPAKUPOBAHUE HHCTPYMEHTapHusi, BBOA H
oOpaboTka gaHHBIX. 15% KOHTPOJb MBI
IIPOBOJAMM BCErja, IO3TOMYy OH YYTEH B
IIPUJIaraeéMbIX HIKE PaClEHKaX.

YBaxaemslii rocnogus Kapaynos! Ha Bam
3arpoc OT 29 oOkTA0ps O pacieHkKax Ha
oMHHOYCHOE HccaenoBanue B 6 ropogax Poccuu
cooOmraeM: moJjeBass yacTb pabotel — 1 pyo.,
BBOJ JaHHBIX — 2 py0. B 3Ty cymmy BXomuT u
15-mponieHTHBIA KOHTpOJb. LleHsl mpuBOAATCS
6e3 yuéra HAC. TupaxupoBanue
UHCTPYMEHTapHsi, BBOJA M 00pabOTKa JaHHBIX
OIUIaYMBAIOTCS OTAENbHO. Bo Bcex mecTu
ropojax y Hac HaA&XHbIE CyNepBal3opsl M
paboTy HWHTEpPBBIOEPHI, KOTOpBIE BBIOJHSIIOT
paboty 3a 7-10mmeii. Mbl 3auHTEepecoBaHbl B




Wrak: 1) moneBas yactb pabotsl — 1 pyo
2) BBOA NaHHBIX — 2 py0. Llens! nmpuBoasaTcs 6e3
yuéta HJIC. Bompoc o TupakupoBaHUU s

Pa3BUTUH KOHTAaKTOB C Ballled KOMIIAHHEU U C
YIIOBOJIbCTBUEM BBINIOJHUM 3Ty paboty. Ecin
BO3HUKHYT BOIPOCHI MO OIOJUKETY, MBI TOTOBBI

00CyIHTh 3TO 1O TenedoHy.
JAmutpuit Mapkos

OCTaBJIAI0  OTKpbITBIM. OH  yuTéH B
IpuwiaraeMblx HWke pacueHkax. MHWrak: 1)
noJieBasi yactb paboTel — 1 py0. 2) BBOJ JaHHBIX
— 2 py6. Uensr npuBogsarcs 6e3 yuéra HJC.
Bompoc 0 TupaxupoBaHUM S OCTaBIISAIO
OTKpbITBIM. Bo Bcex wuHTepecyromux Bac
ropoJiax Mbl UM€eM HaJ&XHbBIX CylepBaii3epoB
U TpyNIbl  UHTEPBBIOEPOB,  CHOCOOHBIX
BBIIOJHUTL  paboty 3a  7-10gHeir.  Mbl
3aMHTEPECOBAHbl B Pa3BUTUU KOHTAKTOB C
Balllel KOMIIAHHEW W C  yJIOBOJBCTBHEM
BBIIIOJIHUM 3Ty pabotry. IlepBas mosioBuHA
HOSIOpsT — 3TO BMOJIHE peayibHO. B ciyuae, ecin
BO3HHUKHYT KaKHe-TO BOIIPOCHI M0 OIO/IKETY, MBI
TOTOBBI OOCY/UTH 3TO M0 TelePoHy
Jmutpuit Mapkos

[TpaBka-006paboTKka — 3TO KOMIUIEKCHBIA BHUJ TPaBKH, COUYETAIONIUN W TPaBKY-BBIYUTKY, U
npaBKy-cokpaienue. Llenb mpaBku-o0pabOTKH — yTOUHEHHE (aKTUUECKMX JAHHBIX, UCIPABIIEHUE
KOMTIO3HIIMOHHBIX HEIOYETOB, YCTPAHEHUE JIOTUYECKUX HEYBSI30K M YCOBEPIICHCTBOBAHHUS SI3BIKOBO-
CTHITUCTHYECKHUX cpeAcTB. OHAKO TEKCT HE MOJBEPraeTCss KOPEHHBIM W3MEHEHHSIM — CTHIIb aBTODa,
€ro MaHepa H3JIaraTb ~ MaTepHall, XOJ  PACCYXKJICHWH, apryMEHTAIWsi COXPaHSIOTCS.
[TocnenoBarenbHOCTH AEHCTBUM TIPH OCYIIIECTBICHUH MPABKU-00paOOTKU TaKOBa:

1) mpo4HTaTh TEKCT;

2) MpOBEPUTH MPUBOAUMBINA B TEKCTE (PaKTUUECKUI MaTEpHaT:

uudpsl, AaThl, CTAaTUCTUYECKUE JaHHBIE U [Ip., C HCIOJIb30BaHUEM OQUIIMATBHBIX
CIPaBOYHHUKOB M SHIUKIIONEINYECKUX U3JaHH; UCTIPAaBUTh HETOYHOCTH;

3) ycrpaHuTh (aKThl, 3arpOMOXKAAIONIME TEKCT U 3aTPyIHSIONINE €ro BOCHPUATHE; MpPH
HEJO0CTaTOYHOM KOJIM4ecTBEe (DaKTOB cielyeT 0OpaTUTHCS K aBTOPY C MPOCHOOH AOMOIHUTH TEKCT,

4) omnpenenuTs OOOCHOBAHHOCTh U YOEOUTENILHOCTh BBIBOJOB, KOTOpbIE JE€laeT aBTOp, U
MPEJI0KUTh aBTOPY A0paboTaTh TEKCT, €CJIU BBIBOJIbI 0€30CHOBATENbHBI, FOJOCIOBHBI;

5) mpoBepUTh TOUHOCTDH LIUTAT;

6) MpOBEPUTH NMPABUIBHOCTH AAT

7) YTOUHUTD HANMMUCAHKE UMEH B (haMUITHIA;

8) yToUHUThH equHOO0Opa3re COKpaIICHH;

9) mpoBepUTh KOMIO3UIIMIO TEKCTa — TMOCIEA0BATEIbHOCTh H3JI0KEHHS, COPa3MEPHOCTD
YacTel, HEJOCTHOCTh; B Cllydae He0OXOIMMOCTH MEPEKOMIIAHOBAThH TEKCT;

10) mpoBepuTh pa3aeneHue TeKcTa Ha ab3allbl;

11) wucnpaBuTh OmEYaTKH, TpaMMaTUYECKUE,
MIYHKTYallMOHHbIE OIINOKY;

12) mpouuTaTh MCHIPaBICHHBI TEKCT C IENbI0 KOHTPOJS 32 COXPAHHOCTBHIO CMBICIOBOTO H
KOMIO3UIIMOHHOTO €NHCTBA;

13) npoBepUTh NPaBUIBHOCTH BHEIIHET0 0(hOpMIIEHUS JOKYMEHTA,

14) cornacoBaTh Bce CYIIECTBEHHbIE ONPABKU C PYKOBOIUTENEM.

IIpaBka-o6paboTka HCHONB3yeTcs M B Te€X CIydasx, KOIJa HaJ0 H3JIOXKHUTh B NMHUCHMEHHOM
(dopMe YCTHOE BBICTYIUIEHHWE WIM MOATOTOBUTH KaKylO-JIMOO OyMmary, MOJy4UB OT PYKOBOJHUTENS
YCTHOE COO0IIEHHE O €€ COAepIKaHUM.

O6pa3ern npaBku- 06pabOTKH MpeJICTaBleH B TabauIe 2.

Tabnuua 2 Obpa3zer nmpaBka-oopadboTKa

IIpaBka-nepenesnka NpuMeHseTCsl B TeX CIydasx, KOTJa aBTOp TEKCTa HEJAOCTATOYHO YETKO
BBIpa)KaeT CBOM MBICIH, IJIOXO BIaJeeT JMTepaTypHoil peubto. [IpaBka-mepenenka (axkTudecku
ABIISICTCS TIEPENIOKEHHUEeM TEKCTa, TEeKCT JIUTepaTypHO oOpalaTbiBaeTcs, coxpaHsas (axThl,

opdorpaduyeckne, CTUINCTUYECKUE,




cooOmaeMple aBTOPOM. DTOT BHJI MPABKU MPUMEHSETCS, TJIABHBIM 00pa3oM, MpH PEeIaKTHPOBAHUU
JUTEPATypPHBIX MPOU3BEIEHUI U KpallHE PEIKO — MPU PEIAKTUPOBAHUM JOKYMEHTOB.

[IpaBka-miepenenka — 3TO KOPEHHOE H3MEHEHHE TEKCTa, aBTOP KOTOPOTo ci1aldo BIajaeeT
auTepaTypHbIM sA3bIKOM. Ilo cytu gena, 3T0 co3JaHME HOBOIO TEKCTa HA OCHOBE IIPEIJIOAKEHHOTO.
[IpaBka-miepenenka MPUMEHSIETCS B TeX CIy4asX, KOTJa aBTOp, COOpaBIIMi HHTEPECHbIC (HaKTHl,
COBEpPILIEHHO HE yMEEeT M3JlaraTh CBOM MbICIM Ha Oymare. C mpuMepoM MpaBKH-TIEPEICIKA MOXKHO
03HAKOMHTHCS B TabyuIie 3

Tabmuma 3 O6pasen npaBKU-TIEPEICIIKH

B mpemnoxeHHoM TekcTe, BO-TIepBBIX, oOpamenne «Jloporoit Cepéxa», koTtopoe Ooiee
YMECTHO B JIPYKECKOM IOCIaHUM, 3aMeHEeHO Ha «YBaxkaembiid Cepreii!». Bo-BTOpBIX, UCKITIOUEHBI
JIMIIHKE B JIAaHHOM TEKCTE CJIOBA «ECJIM 3TO BO3MOXKHO» — ()pas3a, CMbICI KOTOPOM HE M3MEHMUIICS,
cTaja Kopoue. B-TpeTbux, cioBa «HE NO3JHEE 4YETBEpra» SBHO TpPEOOBAJIM YTOYHEHUS JaThl.
PenakTop Bcerna OOMKEH YTOUHATH Bce (PAKTHUECKUE CBENEHUS, COJEpIKallhecs B TEKCTE, He
JOTIyCKasi pacIljbIBUaTOCTH U HETOYHOCTEM.

IIpaBka-BbIYMTKA — CIMYEHUE NEPENIEYaTaHHOTO TEKCTa WM HaOpaHHOTO Ha KOMIIBIOTEPE C
OTPEIaKTUPOBAHHBIM, BBIBEPEHHBIM BapHaHTOM. [Ipu mMpaBKe-BHIYMTKE HWCHPABICHUS BHOCSATCSA
HEMOCPEJCTBEHHO B TEKCT JOKYMEHTa PYYKOU, BIIUCBHIBAIOTCS MPOIYIIEHHbIE OYKBbI, HCIIPABIISIIOTCS
OImMMOKY, HWCKIIOYAIOTCS JUITHUE OYKBBI, CIIOBA, HCHPABISIIOTCS HEBEpHbIe HamucaHus. l[locne
MPaBKU-BBIYUTKH TEKCT CHOBA TIEPETICYATHIBACTCS.

[Ipy npaBke-BbIYUTKe He [JONycKaeTcsl Mepeldejka MJAH  TOJAPHCOBKA  HesCHO
OTIEYATABIIMXCH 3HAKOB (HY’KHBIH 3HAK BIIMCHIBAETCS HAJ 3a4E€PKHYTHIM).

IIpu pa3sMHOXKEHMH TEKCTA MAIIMHONMMCHBIM MYTEM BBIYUTBHIBAKT BCE IK3EMILISIPbI, TAK
KAaK TOYHOEe COOTBETCTBHME BCeX IK3eMILISIPOB OPUTHHANY 00s3aTeibHO. B 0co0bIX caydasix
COOTBETCTBHE KONMI OPUTHHAJLY YAOCTOBEPATCH 0(PHIHAIBHO.

IIpu BbIYNTKE U PeJAKTHPOBAHNHU JOKYMEHTOB cjelyeT M0/Jb30BATHCS 00LeNPUHATHIMH
KOPPEeKTYPHBIMH 3HAKAMM.

[Ipn odopmieHnn opurvHana ITOKyMEHTa HEPEAKO AOMYCKAIOTCS OIIMOKH, a TakkKe MOKET
BO3HUKHYTh HEOOXOJAUMOCTh B U3MEHEHUHU MOPSAKA CIOB, BO BKIIIOUEHUHU B TEKCT JOTIOJHUTEIbHBIX
cioB uin ¢gpas. Kpome toro, Bo3MOKHO, oTpedyeTcs caenarh yKa3aHus JUIsl 1eIONPOU3BOIUTENS,
KoTopasi OyaeT medaTaTh JTOKYMEHT, O BBbIJIEJICHMM 3JIEMEHTOB TEKCTa II€4aTaHUEM Bpa3psKy,
MoAYEpKUBAaHUEM U T.J. [IJ1s 9TOM LeIH UCTIONB3YIOTCS KOPPEKTYPHBIE 3HAKH.

KoppekrypHble 3Hak1 — 3TO cHUCTeMa rpauuecKux 3HAKOB, CIYKalUX JUIsl YKa3aHHUsI MECTa U
XapakTepa HCIpaBJIeHUs OMHMOOK B Tekcre. I'paduueckune HauepTaHus ATHX 3HAKOB MPHUBEICHBHI B
I'OCT 16347-76 «3Haku KOPpEKTypHBIE», KOTOpbIH BBeneH B neictBue ¢ 01.01.77 (B Hacrosiiee
BpEMSsl OH HE OTMEHEH).

KoppekrypHble 3Haku WX BHU/IbI, HA3HAYEHHUE U TPUMEHEHUE IPUBEICHBI B Tabnule 4.

Tabmuma 4 KoppekTypHbie 3HAKH

KoppekrypHble 3Haku MoApa3aesatoTcs Ha CIEAYIONINe TPYIIIbL:

1) 3HaKH 3aMEHbI, BBIKUAKH U BCTaBKH;

2) 3HAKM TIEPECTAHOBKH MMEYATHBIX 3HAKOB;

3) 3HaKKM U3MEHEHUS MPOOEIIOB;

4) 3HaKu a03alHOTO OTCTYIA, KPACHON CTPOKU;

5) 3HaKM UCIIPABJICHUS TEXHUYECKUX AePeKTOB Habopa.

Bcé uto u3noxkeHo B mepBoii r1aBe PenaktupoBaHus mpaBKa Cy>KeOHBIX TOKYMEHTOB TOBOPUT
0 TOM, YTO KYyJIbTypa JI€JI0BOI MUCbMEHHOW peyH, KyIbTypa HAMCAaHUS U PEJAKTUPOBAHUS JETIOBBIX
Oymar u cIyeOHBIX NOKYMEHTOB — 3TO CIIO)KHBI M BaKHBIN acmeKkT oOIiel peueBoil KyJIbTYpHI
000T0 CITyXaIlero.

5. PaGoTa B COBpeMEHHOM TEKCTOBOM Mpoleccope

TekcToBblE MPOLIECCOPHI SBISAIOTCS CIOXKHBIMU M COBEPIICHHBIMH MPOTPaMMaMH, KOTOpBIE
pelaT Bce 3a1adn 00pabOTKH MPOCTOTO TeKcTa (Habop, pelakTUpOBaHUE, XpPaHEHHE, BHIBOJ Ha
mevyatb M JIp.) W TPEJOCTABISIOT PACHIMPEHHBIE BO3MOXKHOCTH IO BHEIIHEMY O(OPMIICHHIO
HaOpaHHOTO TekcTa. @OYHKIMOHAIBbHBIE BO3MOXHOCTH mporpammel MS Word mo3Bomstor
BBIIIOJIHATH, HATIPUMED, CIIEIYIOIINE HENPOCThIE NPOLEAYPHI C TEKCTOM.

1. Coxpanenue mexcma 6 opyeux gpopmamax. Ilo ymonuanuu Word coxpanser ¢ailibl mos
umeHeM «Jlokyment» B popmare .doc. Ilpu Heo6xonumocTu (aitsi MOKHO COXPAHUTH C U3MEHEHHUEM



¢dopmara, Hanpumep, Ha .txt win rtf, YTo pacmmpseT YUCIO MPOrpaMM, OTKPHIBAIOIIUX COXPAHEHHBIH
Gaiin.

2. Mnozooxkonnwtii  pexcum. B MHOrOOkOHHOM pexxume Word BBIAETSCT Ui KaXI0TO
JOKYMEHTA OTJEJIbHYIO 001acTh [IaMATH, a Ha SKpaHE — OTJeIbHOE OKHO. OKHA MOTYT pacrojaraTbcs
KackazoM (ZIpyr 3a JIpyroM) wid Mo3aukoil. Ilpu 3TOM MOXHO NEpPEHOCHUTh WM KOIMPOBATh
(parMeHThl TEKCTa U3 OJHUX OKOH B JIPYTHE.

3. Bcmaska 06vexkmos.Penakrop Word mo3BosisieT co31aTh WK B3ATh U3 JPYrod MPOTrpaMMBl
Y BCTaBHUTh B IPOCTOM TEKCT HETEKCTOBBIN 0OBEKT, HAIIpUMED, TaOJIHILy, PUCYHOK, AHarpamMmy, KIIUII,
OyKBHUILy, THIIEPTEKCTOBYIO CCHUIKY M Jp. CodeTaHHe MPOCTOTO TEKCTa C BCTABICHHBIMH 00BEKTaMU
YKpaIraeT JOKyMEHT H MOBBIIIAeT HH(POPMATHBHOE HATIOJHEHHE.

4. Aemomamuueckoe co3oanue o2iaeieHull u cnucka aumepamypel. llpu pabote c
MHOTOCTPAaHUYHBIMH JOKYMEHTAMH, COCTOSIIIMMH WX HECKOJBKHX pa3fenoB wiu vacred, Word
COXpaHseT B MaMsTHU 3arojOBKU pa3liesioB M (OPMUPYET OIJIaBJIEHHUE JIOKyMEHTa ¢ 0003HAaYeHHEM
HOMEpa CTPaHUIIbl AJIs KaXI0To 3arosioBka. [Ipy m3MeHeHun TeKcTa CO3JJaHHOE OTJIaBJIEHUE MOXKHO
OOHOBJIATh. AHANOTMYHO (OPMHUPYETCS CIUCOK JUTEPAaTyphl, B KOTOPOM IEPEUUCISIOTCS BCE
WCTOYHUKH, TIPOIIUTHPOBAHHBIEC B JOKYMEHTE.

5. Omnpaexa ¢aitna no rnekmponnon noume. Cosnanupiii B pegakrope Word daiinm MoxHO
OTIIPAaBHTH TI0 JJIEKTPOHHOW TodYTe Oe3 BBIXOAAa B IOYTOBYIO INPOTPAMMY, UYTO 3HAYUTEIHHO
YIPOIIAET MPOLECcC pabOThI C CETEBBIMH JOKYMEHTaMHU.

6. Hcnonvzoeanue wabdnonos. B penakrope mMeeTcst OOIBIION HaOOp 00pas3IoB JOKYMEHTOB
— mabnoHoB. Hanuune 1m1aGnoHOB 3HAYUTENIBHO COKpAILAeT BpeMsl MOATOTOBKH JOKYMEHTOB U
yhpoIiaer npoOieMsl UX cTaHaapTuzanuu. K 4acto ucrnonb3yeMbIM OTHOCSTCS, HallpUMep, 111a0JIOHbI
JIeJIOBOTO MHUChbMa UJIH pe3toMe (KpaTKue CBEACHUS O CTIELUAINCTe IPH MOCTYINIEHUU Ha paboTy).

7. Snekmpounwie pacuemst ¢ maonauyax. TexcToBwiii pegakTop Word BBIOTHSIET HEKOTOPHIE
(GYHKIMHM DJIEKTPOHHBIX TaONMI, B YacCTHOCTH, MO3BOJISIET MPOBOIUTH MO (OpMysiaM pacdeThbl
TaOJIMYHBIX TAaHHBIX, HAIPUMEP, CyMMY JaHHBIX MO CTOJIOaM.

[Tonuelil nmepeyeHb (PYHKIIMOHATBHBIX BO3MOXHOCTEM TEKCTOBOIO IMpOIleccopa 3HAUUTEIHHO
HIMpe MPHUBEIEHHOTO crrcka. Bo3MOXHOCTH Ka)KI0TO Mpolieccopa 3aKJIaJbIBalOTCsl B MEHIO, KOTOPOe
COCTOUT W3 COBOKYIHOCTH KOMaHJHBIX BKJIAJOK M KHOIOK HCIIOJHEHHUS KOMaHJ. 3HaHHE MEHIO U
MOpsiiKa pabOThl ¢ KHOMKaMU HCIIOJIHEHUSI KOMaH/ XapaKTepHU3yeT YMEHHE MO0JIb30BaTeNs U CTENEeHb
€ro MOJITOTOBKU K paboTe ¢ TEKCTOBBIM MTPOLIECCOPOM.

6. Co3nanue, HacTpanBaHue, IPUMEHEeHHe CTHJISI B IOKYMEHTe
¢ MOMOIIbI0 TEKCTOBOIO Mpoleccopa

C psooM mpuemMoB aBTOMATH3ALMKM BBOJA M PENAKTUPOBAHMS TEKCTa Mbl MO3HAKOMUINCH
Bbiie. K HUM oTHOCsTCS cpeacTBa ABTOTEKCT, ABTO3aMeHa, CPEACTBa MPOBEPKH IMPaBOMUCAHUS,
CpeICTBa pacCTaHOBKHU MEPEHOCOB, CPEJICTBA OUCKA U 3aMEHBI ()ParMEHTOB TEKCTA.

B »TOM pa3zmene Mbl mo3HakoMuUMCs ¢ HauOoiiee OOIIMMHU CpEACTBAMH aBTOMATHU3AIUH
pa3paboTku 1 ohopMIIEHUSI TOKYMEHTOB, K YUCITY KOTOPBIX OTHOCATCS Cruiu oghopmieHus adbzayes,
wabioHbl OOKYMEHMO8 U memMbl 0OQh)OpMIEHUL.

Padora co crunsamu

AG3ar; - »reMeHTapHbIl 3MeMeHT odopmileHus Ir00ro mokymeHTa. Kaxablii 3arojioBok
JOKYMEHTa TO’Ke paccMaTpHUBaeTCs Kak OTAeNbHbIN ab3ai. M3BecTHo, uto B MeHi0 PopMmat > Ab3ail
MMeEeTCSl HeMaJslo pa3jMyYHbIX 3JIEMEHTOB YIPABIICHUS, U BBIIIOJHATh HACTPOUKY Ul KaXJ0ro ad3aia
OTJENBHO - Hea(h(heKTUBHAS U YTOMHUTENbHA 3a7a4a. OHA aBTOMATU3UPYETCsl ITyTEM UCIOJIb30BaHMS
TIOHATUS CIMUID.

Cmune oghopmnenus -3TO MMEHOBAHHAs COBOKYMHOCTh HACTPOEK IapaMeTpoB HIpUdTa,
a03ama, s3plka U HEKOTOPBIX 3JEMEHTOB odopmiieHus abzaueB (MHUM M pamok). brmaronmaps
HCIOJIb30BAHUIO CTHIIEH o0OecrieunBaeTcs NpocTota (opMaTUpOBaHus ab3aleB U 3arojIOBKOB TEKCTa,
a TakXKe eIMHCTBO UX 0()OPMIIEHHUS B paMKaX BCEro JOKYMEHTa

OcobOeHHOCTBIO ~ TEKCTOBBIX  mporeccopoB Microsoft  Word sBnsercs  T1o, 4t0  OHH
NOJIEP)KUBAIOT ~ YETBIpe THIA CTWIEH: cmuiu  absaya, cmuiu  3HaAKo8 (CUMBOJIOB), CIULIU
cnuckos M cmuny mabauy. C moMouplo cTuiield al3ana BBIMOJHAIOT (GopMaTupoBaHue ab3aia, C
MIOMOIIIbIO 3HAKOBBIX CTHJIEH MOXXHO HM3MEHATh O(OpMIIEHHE BBIJICIIEHHBIX (ParMEHTOB TEKCTa
BHyTpH ab3ana. CTUIIb CIIMCKa MpernoiaraeT HaJuyie B Havyajie ab3ara Homepa uin Mapkepa. CTuib
TaOaMIIBI 00eCIIeunBaeT COTIaCOBAaHUE I'PaHMII, 3JIMBKH, BEIPAaBHUBAHUS U LIPU(TOB B TaOIMIIAX.



Hanuume pa3HbIX THINOB CTUJIEH TMO3BOJISIET PEATU30BATHh JOBOJBHO CJIOXHBIE MPUEMBI
dopmarupoBanus. Hampumep, BHyTpu ab3ama, OQOPMIIEHHOTO OJHHM IIPUPTOM, MOTYT
coziepKaTbesl parMeHThl TEKCTa, 0(pOPMIICHHBIE APYTUM HIPUPTOM.

Pabota co cTWiIsIMH COCTOMT B CO3JaHHMH, HACTPOIKE M MCIOJB30BaHWU cTmied. HekoTopoe
KOJIMYECTBO CTAHAAPTHBIX CTUJIEH MPUCYTCTBYET B HACTPOMKE MPOrpaMMbl MO YMOJIYAHUIO, Cpasy
MOCJIe €€ YCTAaHOBKHU. VX MCIOJIL3YIOT MyTeM BBIOOpA HY)KHOTO CTHJISI U3 PACKPBIBAIOIIETOCS CIUCKA
Ha naHenu ynpasiienus GopmaTupoBaHue.

Bce paboThl MO CO3MAHUIO HOBBIX CTHJIEH W M3MEHEHHWIO CYIICCTBYIONIUX BBITIONHSIOT C
nomo1bio QObnactu 3aaa4 B pexxume Ctuiu u gopmarupoBanue. Eciin O6nacte 3a1ay 3akpbiTa
WJIM HaXOJIUTCSl B MHOM PEKUME, HaJl0 1aTh KoManay @opmar > Ctuinu u GopMaTHpOBAHHUS.

Hacrpoiika cruiasi. HacTpoiiky cTuiisi BRIMOJHSIOT B auainoroBoM okHe Ctuib (dopmar >
Crunb). HactpanBaemslil cTuib BbiOMpatoT B ciucke Ctuiu (IIpu 3TOM Ha maHensx A63ain v 3Haku
0TOOpaXkaroTcsi 00pa3Ibl MPUMEHEHUsI TaHHOTO CTWJIsA). [IJisi M3MEHEHUsT CTUIISL CITY)KUT KOMaHIHAs
KHOTIKa U3MEeHUTh, OTKpbhIBAIONIAsA TUAIOrOBOE OKHO M3MeHeHue ctuia. Kaxaplii 13 KOMIOHEHTOB
CTHJISI HACTPAMBAETCS B OTACIBHOM JTHAJIOTOBOM OKHE. BBIOOp KOMIOHEHTa BBIMOJHSAIOT B MEHIO,
OTKPBIBAEMOM C MTOMOIIBIO KOMAaHA0W KHONIKK dPopmar.

[Ipu nmpoBeneHNN HACTPONKU CTHIISI BaYKHO MPABUILHO BBIOPATh MCXOHBIN CTUIL. OH JH0HKEH
OBITh KaK MOYHO OJMKE K KelaeMoMy, YTOObI MHUHHMMM3UPOBATh KOJUYECTBO HEOOXOIUMBIX
HaCTPOEK.

Co3nanue cruast. st co3manusi HOBOTO CTHJIS HAO MIENKHYTHh Ha kHomKe Co3aaTh CTHJIb B
O6umactu 3agad. OTkpoercs auanoroBoe okHo Co3naHue CTUJIS.

B nannoMm okHe cnemyer:

- BBECTH Ha3BaHWE HOBOTO CTUJIA B mosie Vms;

- BRIOpaTh TUT CTUJIA (CTHIIH ab3alia, 3HaKa, CIUCKA WIIA TaOJIUIIBI);

- BBIOpATh CTHIIb, HA KOTOPOM OCHOBAH HOBBIN CTHJIb;

- YKa3aTh CTUJIb CIIEAYIOUIero ab3ana;

- HACTPOUTH OCHOBHBIE 3JIEMEHTHI CTUJIS, UCIIOJIB3Ys CPEACTBA JAHHOTO AUAIIOTOBOIO OKHA,

- HACTPOUTH JOTIOJHUTENBHBIEC EMEHTHI CTUJIS ¢ MOMOLIBIO KHONKK Popmar.

BaxxHoit depToil mporpaMMbl SBISACTCS NPHUHIMN Hacledosanus cmuaeti. OH COCTOUT B TOM,
YTO JII000M CTUIIbL MOKET OBbITh OCHOBAaH Ha KaKOM-TO M3 CYIIECTBYIOIIUX CTHIJIEH. DTO MO3BOJISET,
BO-IIEPBBIX, COKPATUTh HACTPOUKY CTUJIS 10 MUHUMYMa, COCPEJOTOYUBIIUCH TOJIBKO HA OTIUYUSAX OT
0a30BOro, a BO-BTOPBIX, 00ECMEUUTh MPHUHILIUI €IUHCTBA O(QOPMIIEHUSI BCEr0 JOKYMEHTa B LIEJIOM.
Tak, Hampumep, Npu HU3MEHEHUH Oa30BOTO CTWJIS aBTOMATHUYECKU MPOU30OMAYT M HU3MEHEHHS
HacJeAyEeMBbIX 3JIEMEHTOB B CTHJISIX, CO3/IaHHBIX Ha €r0 OCHOBE.

Crunp crnenyromero absama yka3bplBalOT JUisi 0OecredeHHs aBTOMATUYECKOTO MPUMEHEHHUS
CTHJIA K clieAyroleMy ad3airy, mociie Toro Kak npeablaynini ad3ail 3akpbiBaeTcs kiaBuiueid Enter.

Pa3paboTka HOBBIX CTHJIEH M HUX HAacTpoWKa SBISIOTCA JIOCTATOYHO  CIIOKHBIMH
TEXHOJIOTHYECKUMH omepanusaMu. OHM TpeOyloT THIATENbHOTO IJIAaHUPOBAHUS, BHUMATEIBHOCTH U
aKKypaTHOCTH, OCOOCHHO B CBSI3M C TE€M, UTO COIJIACHO MPHUHIIMITY HACJIEIOBAHUS CBOWCTB CTUJICH
KernaeMble U3BMEHEHHS B OJJHOM CTHJIE MOTYT IPUBOJIUThH K HEXEIATEIIbHBIM U3MEHEHUSIM BO MHOTHUX
JOPYTUX CTUJISX.

B cBs3M ¢ TPYJOEMKOCTBIO M3Y4€HHUS M OCBOCHHUS MPHUEMOB MPAKTUYECKON pabOThI CTUIISIMU
HAaYMHAIOIIME TMOJb30BaTeNId 4YacTo UMHU mpeHeOperator. [leficTBuTenbHO, npu paszpaboTke
HEOOJBIINX JOKYMEHTOB (OJIHA-ABE CTPAHHIIBI) MOXKHO OOOUTHCH 0€3 HACTPOWKU W HCTIOIH30BAHUS
CTHJICH, BBINIOJIHUB BCe HeoOXoauMmoe (opMmMaTHpOBaHHE BpPY4YHYIO cpeicTBamu MeHio Dopmar.
Opnako mpu pa3paboTke OOBEMHBIX JTOKYMEHTOB BPYYHYIO OYEHb TPYAHO OOECIEUUTH €IUHCTBO
odopmIIeHHsI, 0COOCHHO €CITU pa3/ieibl JOKYMEHTa pa3padbaThIBATHCh PA3HBIMU aBTOPAMHU.

HIads0HBbI

COBOKYITHOCTb Y/IaUHBIX CTUJIEBBIX HACTPOEK COXPAHSIETCS] BMECTE C TOTOBBIM JIOKYMEHTOM, HO
JKeNaTelIbHO MUMETh CPEACTBO, MO3BOJISIONIEE COXPAaHUTh UX W BHE JOKyMEHTAa. Torma Mx MOXKHO
MCIO0JIb30BATh IS MOATOTOBKUA HOBBIX TOKYMEHTOB. Takoe CpeICTBO €CTh - ATO IIA0NOHBI, TPUYEM
HEKOTOpOE KOJMYECTBO YHHBEPCAJIbHBIX IIA0JIOHOB TMOCTABISIETCS BMECTE C TEKCTOBBIM
MPOLIECCOPOM U YCTAHABIIUBAETCS HA KOMIIBIOTEPE BMECTE C HUM.

ITo cBoeil cyTH, MIA0MOHBI - 3TO TOXE JOKYMEHTBI, a TOYHEE T'OBOPS, 3arOTOBKU OYyIYyIIMX
TOKyMEHTOB. OT OOBIYHBIX JOKYMEHTOB IIA0JOHBI OTIMYAIOTCS TEM, YTO B HUX TPUHATHI



CeUUANbHbIE MEpPbI, MCKIIOYAIOUINEe BO3MOXKHOCTh UX MOBpexaeHUs. OTKpbIBasg MIa0JIIOH, MBI
HAYMHAEM HOBBIA JOKYMEHT M BHOCHM M3MEHEHUS B cojepkanue mabnona. [Ipu coxpaHeHun ke Mbl
3alMChIBAEM HOBBIM JOKYMEHT, a IIa0JIOH, HCIOJIb30BAHHBIM KAayecTBE €ro OCHOBBI, OCTaeTcs B
HEM3MEHHOM BHJIE M IPUTOJICH VIS ATbHEHIIIETO NCTIOIb30BAHUSI.

Hcnoan3oBanne madjoHa A co3aaHus jJokyMmMeHTa. [lo xomanne @aitn > Co3znatb
otkpeiBaercsi Obnacte 3amauy B pexxume CozgaHue JOKyMEHTa. 371eCh MOKHO BBIOpaTh 1mabiaoH, Ha
0aze KOTOpOTO JOKYMEHT OyaeT pa3padareiBaTbcsi. B 3ToM ciydae MOKyMEHT cpa3zy MOJIydaeT
HECKOJIBKO TOTOBBIX CTHJICH O(OPMIICHHS, KOTOPBIC coiepkarcs; B mradnone. OCHOBHBIC MAOIOHBI
nepevrcieHsl B obnactu 3axa4 B pasaene Cozmanme. Ecnm MX HETOCTaTOYHO, HAAO HICTKHYTH HA
ccpuike OOmme mabiaoHBl U BHIOpATh MOAXOAIINKN MIA0JIOH Ha OJHON M3 BKJIAZOK OTKPHIBIIETOCS
nuanoroBoro okHa IlaGnoHsl

N3menenne madi0HA roTOBOIO JOKYMeHTAa. DTO JOCTaTOYHO PEIKas ONepanusi, MO3TOMY
MBI €€ HE PacCMaTpUBAEM.

Co31anue HOBOro mad/oHa Ha 0a3e madaoHa. OTKpsIB AuaioroBoe okHO [11a6ioH memuykom
Ha cceuike OOmue mabnonsl B O6macty 3amau (pexum Co3naHue JOKYMEHTA), BKIIIOUUTE
nepekitouatens [llabmon. Temepsr Hamo BeIOpaTh CTaHAAPTHBIA 11a0I0H, Ha 0a3e KOTOPOTO
co3maercs HOBBIA. [locie HacTpOWKHM CTWIEH W PEeNaKTUPOBAHHS COJACPXKAHUS BBITIOTHSICTCS
coxpaHeHne madioHa koMan10ii CoXpaHHUTh Kak ¢ BKIItoYeHHeM yHKTa [1[abnoH nmokymeHTa B moie
Tun ¢aiina.

Co3nanne HoBOro madjoHa Ha 0a3e JOoKyMeHTa. Eciiu TroTOBBIN JTOKYMEHT MOXKET OBIThH
WCTIOJb30BaH B KayeCTBE 3aroTOBKH IS CO3JaHUS JPYrHMX TOKYMEHTOB, €ro IeiecooOpa3zHo
cOoXpaHUTh Kak 1madnoH. Komannoit ®aiin > OTKpBITH OTKPHIBAIOT FTOTOBBIN TIOKYMEHT, B HEM NPaBAT
COJlepKaHWe W HACTPAMBAIOT CTUJIM, a TOTOM COXPAHSIOT JOKYMEHT Kak IIabJOH KOMaHIOH
CoxpanuThb Kak ¢ BkiItoueHreM nyHkTa [1labnon noxymenTa B none Tum ¢aiina.

Tembl

IMocnenuue Bepcum TekcToBOro mporeccopa Microsoft Word (mauunast ¢ Microsoft Word
2000) uMeroT crenuantbHOe CPEACTBO aBTOMATHYECKOTO O0(OPMIICHHS, MPEeaIHA3HAYCHHOE B TICPBYIO
ouepe/ib Ui ANEKTPOHHBIX TOKYMEHTOB (/17151 web-J0KyMEHTOB U IOKYMEHTOB, PaclpOCTPAHSIEMbIX B
¢dbopmare mporieccopa). ITO CPeCTBO HA3BIBACTCA meMbl. TeMa IPeaCcTaBiIsieT cO00M COBOKYIMHOCTh
CIIEYIOIIUX 3JIEMEHTOB 0(OpPMIICHUS:

- (hOHOBBIH Y30D;

- cTUIU 0(hOPMIIEHUSI OCHOBHOTO TE€KCTa U 3ar0JI0BKOB;

- CTUIIb O(hOpMIIEHUSI MAPKUPOBAHHBIX CIIHCKOB;

- CTHJIb TpaUIECKUX dIeMEHTOB odopmiieHus (IuHUI). [JocTyn K BEIOOPY T€M BBITIOJIHSAETCS
komaHnioi @opmat > Tembl.

7. Co3nanne MH(POPMAIUOHHO-TIOUCKOBOI0 aNNapaTa 10KyMeHTa
¢ NOMOIIbI0 TEKCTOBOIO Mpoleccopa

NudopmaoHHBIA MOUCK peanu3yeTcs MpHU MOMOIIN UHGDOPMAYUOHHO-NOUCKOBOU CUCHEMDbL,
KOTOpasi B aOCTPAaKTHOM BHUJE JIOJDKHA COCTOSITh M3 MH(POPMAIIMOHHO-TIOMCKOBOTO $I3bIKA, MPABHI
nepexojia Ha 3TOT SI3bIK U KPUTEPUS CMBICIOBOTO COOTBETCTBHUS, OMPEACISIONIEr0 00heM BbIIauu
nokymeHToB wiu uHpopManuu. Knaccupukanus UIC npencraBieHa Ha puCcyHKe.
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Mojens opraHu3alMd J@HHbIX B TMIIEPTEKCTOBBIX CIIPABOYHBIX CHUCTEMax OCHOBaHa Ha
COYETaHUU ACCOLMATUBHBIX TMIIEPCCHUIOK U HEPAPXUUYECKOro NMPUHLIUIA OpraHU3aluu (GparMeHTOB U
JOKYMEHTOB. [/laHHBIE MOJIENIM COYETAOT alpOOUPOBAHHBIE M UHTYUTUBHO MOHSATHbIE OOJIBIIMHCTBY
[I0JIb30BaTENCH, MO aHAJIOTUM PabOThl C KHUIOW, HEpapXU4YeCKyl0 HaBUTALMOHHYIO CTPYKTYPY
(runmepTekcToBoe  OodopMIeHHME UM INPEeAMETHBIM  ykazarenb) ¢ JauddepeHIInpOBaHHBIMU
aCCOIMAaTUBHBIMU TUIEPCCHIIKAMM, BBIPAKAIOIIMMU PACCMOTPEHHBIEC BBIIIE PA3JIMYHBIE THIIBI
accolMalnyi Ipu U3y4eHUU M BOCIPUATHH TEKCTOBOM HH(pOpMAaIUH.

Bocnpusitue W NOHUMaHHWE THUIEPTEKCTOBBIX COOOLIEHHWH, S3KpaHHas KyJabTypa TEKCTa,
JJIEKTPOHHAsl PUTOPUKA B3aUMOYBSI3aHbl C YYE€OHBIMH MaTepuanaMd, pa3MEIleHHbBIMH B
ANIEKTPOHHBIX cpefax (MpOrpaMMHBIN TOAXOM Kiuenm-cepgep, A3bIK (GopmatupoBanus HTML,
npotokoisl HTTP). BerpanBaemblie B TekcT Web-cTpaHuIlbl, THIIEPTEKCTOBBIE CCHUIKH Pa3IMyaroTCs
10 pelIaeMbIM 33ja4aM (CTPYKTYPHBIE, aCCOLMATUBHBIE, TOMOJHUTEIbHBIE) M TO3BOJISIIOT CO3/1aBaTh
HEJIMHEHHYIO CTPYKTYpY OOY4eHHUs ¢ BO3MOXKHOCTBIO BBIOOpa pPaziIUYHBIX MyTeH A MPOYTEHUs
TEKCTa, peajin3alusi KOTOPBIX HEBO3MOXKHA B IedyaTHOM BapuaHrte. [locTpoenue (peaakTupoBaHue,
KOMMEHTHUPOBAHKE) COOOLICHUN BEO-CTPaHMIl, MX HABUTAIIMOHHON CTPYKTYpBI MOJUUHSETCS CBOUM
npaBuigaM  (MPUHLHMI  «IEPEBEPHYTOM MUpPaMHIbl», CHHEPreTUYEeCKUHd IOAXOJ, MaccoBas
u3JaTenbcKas Cpesa), KOTOpble peaqu3yloTcsl B Pa3IMuHOM BeO-apXUTEKType (0AMHOYHAs CTPaHMIIA,
BeO-TIpe3eHTaIs], CEMAaHTUYECKasl CETh, HEPAPXUUECKHUI BeO-CalT).

OOpaieHre K ceTeBbIM OOBEKTaM IO aJpecaM OCYLIECTBISIOT Hagueamopul (Opay3epsl),
Hanpumep, Microsoft Internet Explorer (mm «O603peBarensy, mo Tepmunanoruu Gupmsl Microsoft).



[Topran — 3TO BeEO-CcTpaHWIA C THIEPCChUIKAaMU Ha pecypchl MuTepHer. Web-ctpanuna — 310
AIIEKTPOHHBIN TOKyMeHT, 3anucanHbiii B HTML ¢opmare.

bpaysep onpenensier nmpoduib moiap3oBarens, Mo3BoisieT pabotare ¢ Web-cTpanunamu (co
BCTPOCHHBIMH OOBEKTaMHM WM 0€3 HHUX), BENET PErHCTPAlMOHHBIA KypHAI W HMEET MEHIO
HaCTPOMKH.

[TorckoBBbIE CHCTEMBI IENATCS Ha II00aJbHbIE, OTPACIEBbIC, HAIIMOHATBHBIE M PErHOHAIBHBIE,
(bupMeHHBIE U MHIUBUAYaJIbHBIE. DTH CHCTEMBI MOTYT OCYHIECTBISTH MPOCTOM, PACHIMPEHHBIN H
CIIELIMAJIbHBIN TTOUCK.

Ilouckogvle cemegvle cucmemsl IBISIOTCS cnenuduyeckuMu Opaysepamu, (pOpMUPYIOIMIMMHA
CCBIJIOYHBIC CIUCKHA. MOIIHBIE TIOMCKOBBIC CHCTEMBI XPAHAT cBeleHus o mpumepHo 300 miH. web-
ctpanuI] (Ha Hadaso 2005 roga HaCUUTHIBAIOCH IOPSIKA 2 MIIP/I. JOKYMEHTOB).

[TorickoBbIE CHCTEMBI TOIPA3NEISAIOTCS HAa KAaTAJIOTH M YKa3aTelld; OHU PaziHMyaroTCs
TEXHOJIOTHEH TOJTrOTOBKH CIIPAaBOYHOTO MaTepualia: KaTaJorW COCTAaBJIAIOT JIIOJM, a YyKa3aTeln
(hopMUPYIOTCS aBTOMATHYECKH.

Cawmbrit kpynHblii katanor MuatepHer — Yahoo! (www. yahoo.com); oH coaepxut 1| MUILTHOH
pecypcoB u nojyiepxkuBaercs 150 pegakropamu.

Benymmit  xatamor Poccum — List.tRu (www. listru); 100 ThICS4  CCBUIOK,
KJ1accu(pUIMpoBaHHBIX 10 18 KaTanoram.

Knaccugpuxayuonno-petimuneosvie cucmemol co3naroTcss Uisi «rypuctoB». Kiaccudukarop
MOXOXK Ha KaTajor, HO 10 KaXJIOW KaTeropuu MPEACTaBISIOTCS JIY4YIINe CalThl U (puKcHpyercs
yucino noceruteneit. Cambiii kpynHbIi kinaccudukarop Poccun — Pambnep Top 100 (pasmemaercs
Ha MopTaje MOMCKOBOTO ykaszatens Poccun PambOnep — www.rambler.ru).

8. OcHOBHBIE BO3MOKHOCTH COBPEMEHHBIX TEKCTOBBIX MPOILECCOPOB

TekcToBBIld TIpolECCOp - TPHUKIATHOE TPOrpaMMHOE OOecreueHre, HCIONIb3yeMoe JUIs
CO3JaHUSI TEKCTOBBIX JTOKYMEHTOB. UTO MOKHO JiefIaTh C MOMOIIBI0 TEKCTOBOTO Ipolieccopa?
HaGupatsp TekcT;

CoxpaHATh TEKCT Ha TUCK U 3arpy>KaTh TEKCT C IUCKA;

PenaktupoBath (U3MEHSTH);

Bri6upats mpudt u ero pasmep;

BBIBOIMTH TEKCT Ha TICUaTh, KEJIATEIBHO C MPeaABapUTEIbHBIM TpocMoTpoM crpanuil (WY SWIG).

Ocy1iecTBIATh MOUCK U MOUCK C 3aMEHO;

Bo3MOXHOCTB 3arpyxath OOJIbIINE TOKYMEHTHI,

B03MOXHOCTh OJIHOBPEMEHHOTO IPOCMOTPA HECKOJIBKUX TOKYMEHTOB (MHOTOOKOHHBIN PEKUM);

Hanuuue Oydepa s mepeHoca (parMeHTOB TOKYMEHTa BHYTPU OKHAa U MEXKIYy OKHAMH

(co3maBaTh HOBBIE CTAaThU C IOMOIIBIO YYXKHUX);

10.  ®opmartupoBath TEKCT — 3T0 0GOPMIIATH CTpaHHUIly TekcTa. PopMaTupoBaTh JOKYMEHT - 3TO
3HAUUT:

e 33J1aBaTh MOJIS;

e 3371aBaTh a03a1lbl U OTCTYIIBI,

e 33]1aBaTh BBIPAaBHUBAHKE TEKCTa (II0 JIEBOMY, 110 MPaBOMY KpasiM, IO IIEHTPY, MO MupuHe (110
000UM Kpasim));

e 33/1aBaTh MEKCTPOUHBII HHTEPBAIL;

e 33]1aBaTh KOJIOHTHUTYIIbI;

e 3371aBaTh HyMEPAIUIO CTPAHMIL;

e 3371aBaTh pa3Mep CTPAHUI;

e pacroJjiaraTh TEKCT B HECKOJIbKMX KOJIOHKAX;

11.  BcTaBusATh B TEKCT rpaduueckue n300paxxeHus, Tabauibl, GopMysisl U T.1.;
12, OcymecTBiATh IpoBEPKY opdorpadpum.

B TekcTOBBIX pelakTopax CyllecTByeT MoHsATHE CTUis. CTHIIB —3TO CBOErO poja KOMaH/a,
MO3BOJISIONIAs OJHOBPEMEHHO NPHUMEHHTh BCE 3aJaHHble Ui JAHHOTO CTUJISI OCOOEHHOCTH
(opMaTHpOBaHUs K YKa3aHHOW 4acTH TeKcTa (MUHHUMYM - a03ally):

e IpUTHI;

e C/IBUTH OT JIEBOTO U MIPABOT'0O KPAEB;

e MEKCTPOYHOE PACCTOSHUE;

e BEIPABHUBAHHE KPACB;

CoNoRwWNE



e OTCTYIIbI,

e pa3pelLEHUE WM 3allpELEHUE IEPEHOCOB.

Haubouiee n3BecTHbIC HHTETPUPOBAHHBIC TTAKETHI:

Microsoft Office. B ator Momuisblii npo)ecCHOHANBHBIN TaKeT BOILIM TaKUe HEOOXOAUMbIE
nporpaMmmbl, Kak TekcToBblii pemakrop WinWord , snextponnas Tabmuna Excel, mnporpamma
cozmanusi  mpeseHtanuii PowerPoint, CYBJ] Access, cpencTBo  NOJJEPKKH  3JICKTPOHHOI
noutsl Mail. Mano Toro, Bce 4acTu 3TOro makera COCTaBJSIFOT €AMHOE IIeJIoe, M JaKe BHEIIHE BCE
IIPOrpaMMbl BBIMVIAJAT €JUHOOOpa3HO, YTO O0JierdaeT Kak HMX OCBOEHHE, TaK M €XKEIHEBHOE
HCII0JIb30BaHUE.

Microsoft Works — 3to oueHb mpocToit ¥ yI0OHBIH HaKeT, 0ObEAUHSIONINI B ceOe TEKCTOBBIH
penaKTop, MEKTPOHHBIC TAOMUIBI U 0a3bl JAHHBIX, @ TAKXKE TEICKOMMYHUKAIIMOHHBIE CPEACTBA JUIS
COCIIMHEHUS C IPYTUMHU KOMITBIOTEpaMH MO TelepOHHBIM JTHHUIM. [lakeT opueHTHpOBaH Ha JIIOJCH,
HE UMEIOIINX BPEMEHU OCBAaUBAaTh CJI0KHbBIE TPOAYKThI, HA HAUMHAIOIIMX OJIb30BaTENEH, a TAK)XKe Ha
JIOMAIITHUX I10J1630BaTeNICH.

B konue 2003 rosa HU OJHOMY TJIaBHOMY MEHEKEPY MO MH(OPMALMOHHBIM TEXHOJOTHUSIM
(CIO) umu UT-gupexTopy yKe€ HE HYKHO JI0Ka3blBaTh, YTO WHTETpAIUs TPHIOKEHUN ISt
NpEANPUATHS TOJe3Ha. B KaXkaoW KpyNMHOM KOMIIAHMHM YK€ CKOINMJIACh Macca IPWIOKEHUH,
BBINIOJIHAIOUIMX (PYHKIMK aBTOMAaTHU3allMU TEX WM WHBIX OTIEJIOB, IPOU3BOJCTBEHHBIX YYaCTKOB U
Mojipa3iesIeHnid. ITU MPUIIOKEHUS TIO-PAa3HOMY CIPABIISIOTCS C BO3JIOKEHHBIMH Ha HUX 33Jla4aMu —
KaKHe-TO JIydllle, KaKue-To Xy)Ke, HO JJBa MOMEHTA BCErJla OCTAIOTCS MMOCTOSHHBIMU: KaK MPaBUIIO, UX
MOSIBJICHHE HA MPEANPUATHN 00yCIOBICHO 0ObEKTUBHBIMU MIPUUYKMHAMHY, a B UX Pa3pabOTKy, 3aKyINKY
U BHEJPEHHUE BIIOKEHBI 3HAUUTENbHbIE cpeacTBa. W s OM3Heca He MPeACTaBIsSIeTCS Pa3yMHBIM 3TH
CpelncTBa TMPOCTO BhIOpAchIBaTh HAa BETEp B TOTOHE 3a KAaKOW-TO HOBOMW, 0oJiee MepPCHEeKTHBHOM
TEXHOJIOTHEN.

Bmecre ¢ Tem aBToMaTH3alus OTAEIbHBIX YYAaCTKOB MPOUCXOAMUT MOCTEHNEHHO M 3a4acTyIO
ropaszio MeIJIeHHee, YeM TEXHOJIOTMYecKoe OOHOBJIEHHE NpOorpaMMHBIX MmiuaTdopMm. B wurore B
KOMITaHUSIX CKAILIMBAIOTCSI CHCTEMBI, YCIOBHO OTHOCSIIHMECS K Ppa3HbIM TEXHOJOTHUYECKUM
nokojieHusM (ecth ocHoBaHHbIe HA MS-DOS, EC OBM, Unix, u B TO k€ BpeMs UMEIOTCSI CUCTEMBbI
Ha 6a3e Windows 2003) u, 4To HEe MEHEe BaKHO, K pa3HbIM ¢uiocopusm noctpoenus MC. Ckaxem,
OJIHM CHUCTEMBI TIOCTPOCHBI Ha 0a3ze Web-TexXHOJIOTHii, Apyrue SBISIOTCS OpueHTHpOoBaHHBIMU Ha [1K
(HampuMmep, cpeicTBa aBTOMATH3AIUU OyXTalITepuH), a TPETbH — Ha KECTKYIO KIMEHT-CEpBEPHYIO
MOJIEJIb.

[TonoOHbIH "300mapK" HEMHUHYEMO CO3JAeT TPYAHOCTH B pabOTe MOJIb30BaTeNIel, KOTOPHIE IS
BBITIOJIHEHUS OIepalfii BBIHYXKIEHbl TPATUTh MHOTO BPEMEHHM Ha IOJIyY€HHE JaHHBIX M3 Pa3HBIX
CHCTEM, 3a4acTyl0 C Pa3HBIMU K€ KIMEHTCKUMU HHTepdeiicamu. boiiee Toro, moasiM CBOHCTBEHHO
COBepUIaTh OLIUOKH, OCOOCHHO KOT/Ia MM MPUXOJIUTCS BBINOJHATH PYTHHHBIE U OECCMBICICHHbIE
omepanuu, 4YTO, Kak CJEJCTBHE, BEIET K HApYyIIEHUIO IJIAJKOCTH Ou3Hec-mpoleccoB. MHOrum
KOMITaHUSIM TaKXKe XO4YeTcs 00eCledYuTh TOYHOE COOTBETCTBHE PEAIbHBIX OM3HEC-TIPOLIECCOB TEM,
YTO MPOIUCAHBI B CIY>KEOHBIX UHCTPYKIUSAX, U OHU PACCMATPUBAIOT aBTOMATU3UPOBAHHBIE CHCTEMBI
KaK CpeICTBO JJsi JOCTIDKEHUS TMocTaBleHHOW menu. KoHedyHo ke, Korja MpUIIOKEHUS
pa3apoOIieHbl, TON eI JOCTUYD CIIOKHO.

Bce 310 0oueBHAHBIE U MPOIMUCHBIE UCTUHBL. BOmpoc B TOM, KAKUMU METOJIaMU M CPEACTBAMHU
9TH TpoOieMbl pemarb. OIUH U3 KaKYIIUXCS JIOTHYHBIM MyTel — BHEAPEHHE WHTETPUPOBAHHBIX
MakeToB aBToMaru3amuu OusHeca. Ot mpousBoguteneit [10 aBToMaTu3anuy Mbl JOJTO CIBIIIANH (a
OT HEKOTOPHIX U TPOJOHKAEM CIBIIIATh) OOCMIAHHS PEUIUTh BCE MPOOIEMBI MPEANPUATHS TpPU
MIOMOIIIM OJTHOM IpoTrpaMMHO# miuatdopmbl. KiimeHTaM cOBETYIOT BEIOPOCUTH BCE UMEIOLIUECS Y HUX
cucteMbl U 3aMeHUTh UX Ha ERP. B GonbiinHCTBE ciaydaeB 3TO KpaiiHe TpyAHO clenaTh MO YUCTO
TEeXHUYECKMM MpPUYMHAM, HO BO3MOJKHA JIM yAadya Ha 3ToM nytu B npuHuune? Kak HerpynHo
yOequThCsl, TSI/ Ha IPOAYKTOBBIE TMHEHKHU U IEHCTBUS caMuX ke mpousBoautesneit ERP, — Her.

Bo-nepBbIX, XOpOIIO M3BECTHO, YTO TEOPETHMYECKH Tiaakas KoHuenuusa ERP B
JNEVCTBUTENBHOCTH HE PEAIN3YETCSI HU OJIHOM U3 IPEUIaraéMblX PHIHKOM CHUCTEM. YTIPaBIEHYECKHE
3aJjaudl MPEeANpUATUs peliaanuch UMH B cepenuHe 90-x ronoB He Oozee ueM Ha 70%, a corjacHo
MOCIIEIHUM HCCIIeIOBAaHUAM 3Ta J0Ji1 BooOIe cHu3miack MeHee ueM 10 50%. Takue BaxHble IS
pa3HBIX BEPTUKAIBHBIX OONacTell HampaBleHHs, KaK yOpaBlIeHHE OaHKOBCKUMH CYETaMHU,
MIPOM3BOJICTBEHHBIM OOOpPY/OBAaHUEM, YIIPABICHHE CTPAXOBBIMH KOHTpPAKTaMH, aBTOMATHU3AIUS




TOProBOro MecTa W Tak jJajlee — coBpeMeHHbIMH ERP-cuctemamum HE OXBaTbIBAIOTCS WIIU
OXBATBIBAIOTCS IUIOXO. Sl HE TOBOPIO yXKE€ O TOM, YTO JOKYMEHTOOOOpPOT HECTPYKTYPHUPOBAHHOU
uHpopmanuy, Web-opHeHTHpOBaHHbIE B3aMMOOTHOIICHHS C IOCTABIIMKAMHU M IMOTPEOUTENsIMHU,
MOJJIep)KKa COBMECTHOW pPabOThI MOJb30BaTeNel depe3 BHUPTyalbHble padouue IIIOLIAJIKH,
MOJJIEP)KKA KU3HEHHOI0 LIMKIJIA IPOAYKTA, YIpaBICHHE 3HAHUAMHU U T. J. HE MOKPBIBAIOTCS Jaxe
koHuenuuen ERP.

Mano Toro — HamOosbmas GyHKIMOHAIHHOCT (B TOM YHCIIE M BEPTUKAIBHBIC OTPACIIEBbIC
pellleHys) MpeylaraeTcsl 3amajJHblMu BeHJgopamu. Ho ux cucreMbl HE 10 KOHL@ COOTBETCTBYIOT
pPOCCHUIICKOMY 3aKOHOJATENbCTBY, MPEXKIE BCEro (pruHaHCOBOMY. MOYKHO BCTPETUTh KOMIAHUH, TJIE
BHenpeHa SAP R/3, Ho Oyxranrepckue pacdersl Beayrcs B cucteme "1C". B 0OnbIIMX KOMIAHUSIX
HEeMaNblii  00beM (YHKIIMOHATBLHOCTH pPa3padaThIBACTCS CAMOCTOSITENBHO, CIEMUAIBHO IS
KOHKPETHBIX HYXJ (YacTO CBSI3aHHBIX C AQHAJUTUYECKOH 0OpaOOTKON [aHHBIX), U IMOITOMY e
HEBO3MOXXHO 3aMEHHUTh "KOpPOOOUHBIM" pelieHueM. OTO elle pa3 MOJTBEp)KIaeT, 4To OH3HeC
€CTECTBEHHBIM 00pa3oM MPUXOJUT K HCIOJIb30BAHUIO CHCTEM, Oojiee YIOOHBIX Ui pelICHUS
KOHKPETHOM 3aJ]a4M, & HE CUCTEM, POXKJICHHBIX U3 HEKOW WJI€aTM3UPOBAHHON KOHUEIIIIMH.

OnucaHHbIe COOOpaKEHMSI €lie pa3 YOEeKTAlT B HEM30SKHOCTH BO3HMKHOBEHHUS Ha
NpEeINpPUATHI UHTErPAIMOHHBIX NPOEKTOB — Ja’Ke eclM OHO caMo 3Toro He xoder'. M Hambonee
"mponBuHyThie" mocraBuku ERP yxe SBHO Npu3HAIOT HEBO3MOXHOCTh PELICHHS BCEX 3ajay
noctpoenuss KMC B pamkax MOHOJMTHBIX TakeToB. HekoTopeie, ckaxxem kopmoparusi Oracle, yxe
JTABHO TMPHCYTCTBYIOT B CIIMCKE MOCTABIIMKOB CPEACTB MHTErPAllMU, CTAHOBSAIIEMCS BCE JUIMHHEE.
(Bems cmpoc pactet! T'otoBsi anamutudeckuid otdeT RC Group mo TeMaTWke WHTETPAIMH, MBI
HaCUYUTAJIH TIOPSIKA JIECATKA BEHAOPOB TOJBKO Ha pOCCUHCKOM phiHKE — Sun, Microsoft, IBM, UBK
u Tak ganee.) Ho BoT yxe monrona o6 uHTerpanuu roBoput u nuaep peinka ERP — SAP AG. Ota
KOMITaHUsl akTUBHO niepecTpanBaeT cBoe [10 Ha 6aze TexHosoruu Web-cepBUCOB M HHTETPALIMOHHON
mnatdopmel NetWeaver. U nenaet cBoe I10 Gosee OTKPBITHIM UMEHHO M3-3a TOTO, YTO HEBO3MOKHO
pemnTs Bce MpoOiIeMbl MPEINpUSITH B paMKaxX OJHOTO Makera (10 3TOTO KOMIIAHWUSI YacTUYHO
"otkpbuta" R/3 mpu nmomomu unTepdericoB BAPI u cranmaproB Ha dopmar mokymentoB IDOC).
To4HO Tak e NOCTyNaroT U ApYyrue ee 3amajgHble KOHKYPEHTHI, CKaxkeM, Baan.

W co cTOpoHBI 3TUX MOCTABIIMKOB MOJOOHBIE AT BHIMJISAAT JOTHYHO — BeAb MPHU BEICHUU
npoektoB BHenpeHuss ERP ot 30 mo 60% 3arpar npuxoauTcss MMEHHO Ha HMHTETPALUIO C
CYIIECTBYIOIIMMH cHCcTeMaMu (IO OIlEHKaM aHaJuTH4Yeckux kommnanui Gartner m Meta Group). 1
SCHO, YTO Y)K€ B HeJaleKkoM OyaylmeMm KiodoM K ycrnexy Bengopa ERP Ha peiHke Oyzaer
crocobHocTh caenath cBoe 110 Gosiee MOAYIBHBIM U OTKPBITBHIM [UISI B3aUMOJCHCTBUS C JAPYTHUMHU
MPUIOKEHUSIMHU.

K coxanenuto, 0JHaKO, OCO3HaHUA HEOOXOJUMOCTU [ieNaTh CBOM IuIaTGopMbl OoJee
OTKPBITBIMU HE BUJHO CO CTOPOHBI OT€YECTBEHHBIX MMOCTABIIMKOB CUCTEM aBTOMartu3auuu. Yem 310
BBI3BAHO — OTCYTCTBHEM CPEJCTB WJIM HEIOHUMAaHHEM Ba)XHOCTU — HEMOHITHO, HO (PaKkT ocraercs
dakToM: HU Ui OJHOW U3 PACCMOTPEHHBIX B ymoMsHyToM Bbiie otdere RC  Group
WHTETPAllMOHHBIX IUIAaT(GOPM HE HAIUIOCh TOTOBBIX U cepTuduuupoBaHHbIX BeHIopoM EAI
KOHHEKTOPOB K OCHOBHBIM OTE€YECTBEHHBIM CUCTEMAaM YIIPABIICHUS, & CAMH 3TU CUCTEMbl YUYaCTHUKHU
OIIpoca OLICHMBAJIM KaK OYEHb 3akpbITbie. "KTO KOHTpOIMpYeT Npouuioe, TOT KOHTPOIUPYET
Oyaymiee" — ObLI JO3YyHI IpaBsiieil maptuu B pomane Opyamia "1984". B Hamem ciyudae ero
MO>KHO TPAaKTOBATh TaK: €CJIM Bbl XOTUTE OCTAThCsl Y pyJisi — obOecrnedbTe BO3MOKHOCTh MHTETPALIUU
JUI Y’K€ UMEIOIUXCA Y Bac M0JIb30BaTeIIei!

Obwue ceedenus o mexcmogom npoyeccope Microsoft Word

B aT0i rmaBe paccMaTpHUBarOTCS MOHSATHS, METOIBl U IPUEMBI, OTHOCSIIMECS K CO3AAHUIO
TEKCTOBBIX JOKYMEHTOB C IIOMOIIBIO II€PCOHANBHOTO KOMIIbIOTEpA. YCIOBHO (M3 4YHCTO
METOJMYECKUX COOOpaKeHMH) MBIl BBLACIMM JIBE TIpPYIIbl CO3/aBAaeMbIX JIOKYyMEHTOB —
npocmole U komniekchole. [lepBble MPeNCTaBIAIOT co00M (PopMaTHPOBAHHBIM TEKCT, a BTOpbIE
coJiepKaT KpoMe TeKcTa 00bEKThl HHOM MPUPOIbI (UEPTEXHU, PUCYHKH, POPMYIIBI, TAOIUIbI, OOBEKTHI
MYJIbTHUME/IMA U TIPOYHE).

OO1iee Ha3BaHWE MPOTPAMMHBIX CPEJICTB, MPEAHA3HAUYECHHBIX Ul CO3JAaHUs, PEeAaKTUPOBAHUS
u  (QopMaTHpoBaHMS TNPOCTBIX U KOMIUIEKCHBIX TEKCTOBBIX JOKYMEHTOB, — MeKCmogvle
npoyeccopel. B Hactosiee Bpemss B Poccum Hambosbliiee pacnpoCTpaHEHHE HMEET TEKCTOBBIM
nporeccop Microsoft Word.



[Tpuemsr paboTsl ¢ TekcTamu B mpoueccope MicrosoftWord

K 6a30BbIM npuemMamM paboThI ¢ TEKCTAMU B TEKCTOBOM Iporieccope Microsoft Word oTHOCsTCS
(W) (91490 1117 (X

- CO3JIaHUE JIOKYMEHTA;

- BBO/JI TEKCTa;

- PEOAKTUPOBAHUE TEKCTA;

- peLEeH3UPOBAHNE TEKCTA;

- opmaTupoBaHue TEKCTA,

- COXpaHEHHE TOKYMEHTA;

- IeyaTh JOKyMEHTA.

Coznanne noKymeHTa

B TtekcroBom mporeccope Word mpHHATO HCIONB30BaTh JBa METOJA CO3/AaHUS HOBOTO
JOKYMEHTAa: Ha OCHOBE I'OTOBOTrO IIa0J0OHAa WJIM Ha OCHOBE CYIIECTBYIOLIETO NOKyMmMeHTa. Bropoit
METO/1 IPOIIIE, HO MEPBBIM METOANYECKU O0JIee KOPPEKTEH.

[Ipn co3maHum TOKyMEHTa Ha OCHOBE CYHIECTBYIOIIEIO JOKYMEHTa OTKPBIBAIOT T'OTOBBIM
nokyMeHT (Daitsn > OTKpBITh), COXPaHSIOT €ro 1noja HoBbIM uMeHeM (Daiin > CoxpaHUTh Kak), 3aTeM
BBIICIAIOT B HEM Bce cozaepxkumoe (IIpaBka > Beinenuts Bce) U ynaisioOT €ro HaXaTHEM KJIaBHUILIU
DELETE, nocie 4ero moigy4aroT IyCcTON JOKYMEHT, UMEIOLINN COOCTBEHHOE MMsI M COXPaHSIIOIINMA
BCE HACTPOMKH, paHee MPUHATHIE ISl UCXOTHOTO TOKYMEHTA.

Kaxk BumguTe, 5TOT METO NEHCTBUTEIHHO MPOCT, HO YpEBAT BeCbMa HEMPUITHBIMUA OIIUOKAMH.
Hamnpumep, ecnu 3a0bITb-COXpaHUTh HOBBIN (DAl IO APYrUM UMEHEM, MOKHO JIETKO YHUUYTOXKHTH
IIEHHBI JOKYMEHT, JaK€ HE YCIEeB CO3/1aTh HOBBIN. J[Ji1 paboumMx MeEcCT, Ha KOTOPBIX CO3al0TCS
JECSITKU IOKYMEHTOB B CYTKH, 3TOT METO/1 TOTEHLUAIBHO OIMACEH.

Coznianue 10KyMEeHTa Ha OCHOBE TOTOBOTO I1a0JI0Ha BBIMOIHSIETCS CIEAYIOIINM 00pazoM.

Komanpoit ®aitn > Co3ngaTh OTKphIBalOT auanoroBoe okHo Co3manue (paiina, BKITIOYAIOT
nepeximouatens Co3naTh JOKYMEHT M BbIOMparoT mabnoH. Ecin HHMKakuxX MOpeanoyTeHuil HerT,
cnenyeT BbIOpaTh madmoH OObruHBIN HA BKiagke Oomme. Co3MaHHbIA JOKYMEHT NMPHUOOpETaeT UMs
Hoxymentl, mpuHaToe mo ymosuaHuto. Ero 1enecooOpazHo cpa3y Ke COXpaHUTh TIOJ
"mpaBWJIbHBIM" WMEHEM, BBIOpaB 11 HErO COOTBETCTBYIOIIYIO TMAanKy W JaB komaHay Daiinm >
CoxpaHUTh Kak.

CriennanbHble CPECTBA BBOJIA U PEAKTUPOBAHUS TEKCTa

B nganHOM pasnene Mbl OCTaHOBUMCSI Ha OCOOEHHOCTSIX TEKCTOBOro mpoiieccopa Microsoft
Word 2000, mo3BoJIsOMKUX aBTOMAaTU3UPOBATh BBOJT M PEIAKTHPOBAHHUE TEKCTA.

CpenctBa oTMeHBI U BO3Bpara JeicTBuil. Bce omepauuu BBOJa, pedakTHPOBAHUS H
(dbopMaTUpOBaHUS TEKCTa MPOTOKOJUPYIOTCA TEKCTOBBIM IPOIECCOPOM, U MOTOMY HEOOXoauMoe
KOJIMYECTBO MOCJIEAHUX JAEHCTBUNA MOKHO OTMEHUTH. [locneanee neiicTBue OTMEHSIOT KOMOMHAIUEH
kinapumr CTRL+Z. DTta xomaHga UMEET KyMYJISTUBHBIA 3(PQEKT: cepus KOMaH/ OTMEHSET CEpPHI0
nocieaHux Aericteuid. Jlpyrue anamoruyHsie cpencTBa - komanna IIpaBka > OTMeHUTDH JeiicTBHE U
kHonka  OTMeHHTH  JelicTBME Ha  maHenu  MHCTpyMeHToB — CranpmaptHas.  J[nuHHBIE
MOCJIEIOBATENILHOCTUA JIEHCTBUIM MOXHO OTMEHSITh TaKKe C MOMOIIBIO CHHCKa JACUCTBUN (KHOIKA,
pacKpbIBaOIIasl CIUCOK, IPUCOeHEHa K KHOTIKE OTMEHUTH JACHCTBHE).

[locne oTMeHBl psga JEHCTBUIl CYIIECTBYET BO3MOXHOCTH BEPHYTHCS K COCTOSHHUIO,
npeniecTBoBaBieMy otMmene. Jlig sroro ciyxutr komanna [IpaBka > BepHyTh neiicTBue wiu
KHOTKa BepHyTh neiictBue Ha maHenu uHcTpyMeHToB CranmaprtHas. (K Heli Takxke mpucoeaMHEHa
KHOIIKA, PacKpbIBaIOIIas CIUCOK JEHCTBUI, TOMYyCKAOIINX BO3BPAT.)

BBoa cnenmanbHbIX W TPOU3BOJIBHBIX CHUMBOJIOB. [Ipy BBOJE TEKCTa YacToO CYIIECTBYET
HEOOXOIMMOCTh BBOJIa CHEIHAIbHBIX CHMBOJIOB, HE HMMEIOIIUX COOTBETCTBYIOIICH KJIABUIIM B
packKiiaJike KJIaBHaTyphl, a TAKK€ IMPOU3BOJIBHBIX CHUMBOJIOB, PAacKiajka Il KOTOPbIX HEW3BECTHA.
OCHOBHBIM CpEACTBOM JJIsi BBOJA CIELHMAIBHBIX M MPOU3BOJBHBIX CHMBOJIOB, a TaKXe IS
3aKperyieHus] X 3a M30paHHBIMU KIIABUIIAMU SBISETCS auanoroBoe okHo CumBon (BcraBka >
CumBomn). JlanHOE 1ManoroBoe OKHO UMeeT JBe BKIaaku: CuMBoJibl 1 CrieniaabHble CUMBOJIBI.

Ha Bknaake CneunaiibHble CUMBOJIBI MPUCYTCTBYET CIHMCOK CHEIUATbHBIX CUMBOJOB, TAKUX
kak "mmHHOE" ("monmurpaduueckoe") Tupe, "konupait", "Toprosas Mapka" u Apyrux. s BCTaBKU
TAKOTO CHMBOJIA JIOCTATOYHO WIENKHYTh Ha KHOTNKe BcraButh. Bmecte ¢ Tem, uist GONBIIMHCTBA



CTELUANBHBIX CHMBOJIOB CYIECTBYIOT KJIaBHATypHbIE KOMOWHAIIMH — OHU IIPUBECHBI B CIIUCKE, U UX
CTOUT 3alIOMHHTb.

Ha Bxnanke CuMBOJIBI TPEICTaBICHBI 3JEMEHTHl YNPABICHHUS JUIS BBOAA IPOU3BOJIBHBIX
CHMBOJIOB JIFOOBIX CHMBOJIBHBIX Ha0OpoB. lleHTpanbHOE TOJOKEHHE B OKHE 3aHMMAaeT Taliuia
CHMBOJIOB TEKyIero Habopa. Beibop mpudTa BBIMOJHAIOT B packpbiBaromemcs crucke Ipudrt.
Ecnmu mpudTt otHOCHTCS K Kateropuun yHuBepcanbHbix mpudros UNICODE, to ams Hero umeercs u
BO3MOXHOCTb BbIOOpa CUMBOJILHOTO HA0Opa B COOTBETCTBYIOIEM pacKpbiBatolieMcs cnucke Habop.

dopMaTUpOBAHUE TEKCTA

dopMaTUpOBaHUE TEKCTAa OCYHIECTBIIAETCA CpeacTBaMu MeHIo DopmaT WM HaHENIu
®opmarupoBanne. OCHOBHBIE PUEMBI (POPMATUPOBAHUS BKITIOYAIOT:

- BEIOODP M M3MEHEHHE TapHUTYPHI MIpU(Ta;

- yrpaBiieHue pazMepom mpudra;

- yIpaBJIeHUE HaYepTaHUEM U IIBETOM MIpU(Ta;

- yIIpaBJIEHUE METOJIOM BHIPAaBHUBAHMS,

- CO37[aHMe MapKUPOBAHHBIX U HYMEPOBAHHBIX CITUCKOB (B TOM YHCJIE MHOTOYPOBHEBBIX);

- yOpaBlieHUE MapaMeTpaMu ad3ana.

Hactpoiika mpudra. [Ipu BeiOOpe rapHuUTypbl HIpU(Ta CleAyeT UMETh B BUIY CIEIYyIOIINE
00CTOSITENBCTRA!

- Bri0op rapuuTypsl mpudTa qeiicTByeT Ha BbIJICICHHbBIN TEKCTOBBIN (parMeHT. Eciu Hu oauH
(bparMeHT He BBIJICJICH, OH JICHCTBYET Ha BECh BBOAUMBIH TEKCT JI0 OUEPEAHON CMEHBI TAPHUTYPHI.

- OcobeHHOCTh TeKCTOBBIX TpolieccopoB Microsoft Word 97 u Microsoft Word 2000 coctout B
TOM, 4YTO OHH OpPHEHTHPOBAaHBI Ha pabOTy C MHOTOS3BIYHBIMH HIPUPTOBEIMH HaObOpaMu
(UNICODE). Beibop apyrux mpudTOBBIX Ha0OpPOB AEHCTBYET TOJBKO JIO OJMKalIIero
MIEPEKITIOUEHUS PACKIIAIKH KJIaBUATYPhl C OCHOBHOM (QHTJIMICKOI) Ha JOMOJHUTEIBbHYIO (PYCCKYIO),
MIOCJI€ YEro MPOUCXOJIUT HEKOHTPOJIHPYEMbIN aBTOMATHUECKHI BO3BpAT K HCIOJIb30BAHUIO OJHOTO
3 mpudtoB UNICODE, 3apecucmpuposantvix B OTIEPAITMOHHON CUCTEME.

Hacrpoiiky mpudra Beimonsstor B quanorosom okae Hlpudt (Gopmat > pudr).

Ha Bxnaake pudt BEIOMpAOT:

- TapHUTYpY mpudTa;

- ero pa3Mep (u3MepseTcs B MOIUTrpaduIecKuX MyHKTax);

- BapUaHT HauYepTaHUS;

- IIBET CHMBOJIOB;

- HaJIM4YKe MOTYePKUBAHMUS;

- XapakTep BUJOU3IMEHEHHUSL.

[Ipu BeIOOpe rapHuTypsl IpudTa ClIeayeT UMETh B BUIY, YTO CYIIECTBYET JIBE KaTErOpHUH
mpudTOB: C 3aceykaMH U 0€3 3aceuek (pyOieHvle). XapaKTEePHBIMH TPEACTABUTEISIMU TIEPBOM
KaTeropuu SBJSAI0TCS MpUQTH ceMeiicTBa Times, a BTopoil kateropuu — mpudThl ceMeicTBa Arial.
pudTel, UMEIOLINE 3aCEUKHU, JIErUe YNTAIOTCS B OOJBIINX TEKCTOBBIX OJIOKAX — UX PEKOMEHAYETCS
MPUMEHSTH sl 0(QOPMIIEHUSI OCHOBHOTO TEKCTA.

HpudTel, HE UMEIONIME 3ace4yeK, PEKOMEHIYyeTCsl HCIOJb30BaTh Ui 3arojioBKOB B
TEXHMYECKUX TEKCTax, a Takke A oQopmieHUs TOTOJIHUTEIBHBIX MaTepHalioB (BPE3OK,
MIpUMEYaHuil ¥ MPOYEro).

BonpmnHCTBO TapHUTYp WWIPUPTOB SBISIOTCS HPONOPYUOHALLHLIMY, 9TO O3HAYAET, YTO U
IIMpUHA OTHENBHBIX CHUMBOJIOB, M pPAaCCTOSIHUE MEXAY COCETHUMHM CHUMBOJAMHM HE SBISIOTCS
MOCTOSIHHBIMU BEJIMYMHAMU U JMHAMUYECKH MEHSIOTCSl TaK, YTOObI COMNPSIKEHHE CHUMBOJIOB OBLIO
HaunboJiee OIaroNnpHUsTHBIM JJIS YTEHHUS.

Oco0yto rpymnmy MpeacTaBIsAIOT TaK Ha3blBa€Mble MOHOWUPUHHbIe TNPUPTEL. B HUX KakIbli
CHMBOJI BMECTE C OKaMJIIAIOIIMMHU €r0 MHTEpBaJlaMd UMEET CTPOTo ONpe/eieHHYI0 MUpHHy. Takue
mpuTHl MPUMEHSAIOT B TeX ClIydasX, KOIJa HaJA0 MMUTHPOBaTh MWIPU(T MUIIYIIEH MAIIHHKH, a
TaKke TIpPH BBOJAE TEKCTOB, MPEACTABIAIONIMX JIMCTHHTH  TMPOrpaMM.  XapaKTepHBIMHU
MPEJCTaBUTENSAMHU TaKUX MIPUQPTOB ABISAIOTCA MPUPTHI cemeiicTBa Courier.

IIpu BeIOOpe pasmepa mpudra pPyKOBOJACTBYIOTCS HAa3HAYCHHEM JIOKYMEHTa, a TaKxkKe
BEPTUKAJIBHBIM Pa3MEpPOM I€YAaTHOTO JHcTa. J[iIs JOKyMEHTOB, HMEIOMMX (opMar THUIOBOM
KHIKHOM CTpaHUIIbl, OOBIYHO MPUMEHSIOT MpUPT pasmepoM 10 myHkTOB. [Ijis TOKYMEHTOB,
TOTOBSIIUXCS /7S TIeYaTh Ha CTaHIAPTHHIX JucTax ¢opmara A4 (210x297 mm), BBIOHpAIOT pazMep



12 nyskroB. Ilpm NOArOTOBKE MJOKYMEHTOB, IpPEAHA3HAUYEHHBIX Uil [Epelaud CpeACTBAMMU
(bakCUMHIBHOW CBSI3M, NPUMEHSIOT YBEJIMUYEHHBIH pasmep — 14 myHKTOB ((pakCUMUIIbHBIE
JOKYMEHTBI 4aCTO BOCIIPOM3BOJATCS C MCKAXCHHUSMH, U YBEIMUEHHBIH pasMmep mpudTa yrydiiaer
y100CTBO UX YTCHHS).

Hactpolika MeTo/1a BbIpaBHUBAHMSL.

Bce nocneanue Bepcuu TEKCTOBOTO mpoueccopa Microsoft Word nmoaiepKuBaioT 4eTbipe THIa
BbIPaBHUBAHUS:

- 110 JIEBOMY Kparo;

- 110 LIEHTpY;

- 110 IIPaBOMY Kparo;

- 110 IIUPHHE.

Breibop Merona BBINOJHSIOT COOTBETCTBYIOINIMMH KHONKAMH IIAHENIM HMHCTPYMEHTOB
dopmMaTtupoBaHue WIH U3 pacKpbiBaroIierocs: cnucka @opmar > Ao63ail > OTCTYIbI U UHTEPBAJIBI >
BoipaBHuBanue. 30paHHbIil MeTOA NEHCTBYET Ha TEKYLIMH W MOCIEAYIOIIHE BBOJMMBIE a03allbl.
Br16op MeTona BeIpaBHUBaHUS ONpEENseTcss Ha3HaueHneM JokyMeHTa. Tak, Hampumep, 1 Web-
CTpaHUI[ HET CMBbICIA BBINOJIHATh BbIPAaBHUBAHUE [0 IIMPUHE, MOCKOJIBbKY BCE PABHO HEU3BECTHA
IIMpHUHA OKHa Opoy3epa, B KOTOPOM JTIOKYMEHT OYyJeT NMpoCMaTpUBaThCS, OJHAKO BbIPAaBHUBAHUE 110
LEHTPY UCIOJIb30BaTh MOXHO.

Jljis TOKyMEHTOB, MepeaBaeMbIX Ha MOCIEAYIONIYI0 00pab0TKy, BCE€ METO/bl BbIPABHUBAHUA,
KpOME TpPUBHUAJIBHOIO BBIPABHUBAHHUS IO JIEBOMY Kparo, SIBISIOTCS W3JIUIIHUMH. JIJ1g meyaTHBIX
JOKYMEHTOB, BBITIOJHEHHBIX HA PYCCKOM MJIM HEMELKOM S3bIKaX, PEKOMEHIYeTCS B OCHOBHOM
TEKCTE€ HCIOJIb30BaTh BBIPAaBHHBAHWE IO IIMPUHE C OJHOBPEMEHHBIM BKJIIOYEHHEM (YHKIIMU
MepeHoca, a JUlsl JOKYMEHTOB Ha aHTJIMHCKOM SI3bIK€ OCHOBHOU METOJ BbIpDAaBHUBAHUS - IO JIEBOMY
TOJTIO.

Hacrpoiika mapameTrpoB a63ama. Kpome pexnuma BbIpaBHUBAaHHS HACTPAUBAIOTCS CIICTYIOIITHE
rapameTpsl ad3ara:

- BeJIMYMHA OTCTYIIA cjieBa (OT JICBOTO IMOJIs);

- BeJIMYMHA OTCTYIA cripaBa (0T MPaBOTO IMOJIs);

- BeJIMYMHA OTCTYIIa MepBOM CTPOKH ab3arna ("kpacHas ctpoka');

- BeJIMYMHA MHTEpBaJia (0TOMBKY MEX Iy ad3alaMu) repes adb3areM U mocie Hero.

CpencrtBa co3/1aHUs MapKUPOBAaHHBIX W HYMEpPOBAaHHBIX CIUCKOB. CrienuanbHoe odopMiieHHe
MapKHPOBAaHHBIX U HYMEPOBAHHBIX CIIMCKOB PEAKO NMPUMEHSIOT B XYJ0’KECTBEHHBIX JTOKYMEHTaxX M
MepPCOHAIBHON MepenucKke, HO B CIY)KEOHBIX JOKYMEHTax u, 0cOOeHHO, B Web-JoKyMeHTax OHO
UCIIOJIb3yeTCsS OuYeHb IUpoko. B Web-mokymenrax odopmiieHre MapKHpOBaHHBIX CIHCKOB 0CO00
YCUJIMBAIOT 32 CUET MPUMEHEHUS CHELMAIbHBIX rpapuuecKuX MapKepoB, CTHIIb KOTOPBIX TOJDKEH
TEMaTUYECKH COYETAThCA C COJEpKaHUEM U 0(hOPMIICHUEM TIOKYMEHTOB.

Jing  co3gaHuss  HYMEpOBAaHHBIX W MAapKHpPOBAaHHBIX  CIMCKOB  HYKHO  CHauajia
BBITIOJIHUTH HACMPOUKY, 3aT€M 6X00 B CIIUCOK U, HAKOHEII, 8b1X00 U3 Hero. HacTpoiiKy BBITIOJNHSIOT B
nuanoroBomM okHe Cnucok, oTKpbiBaeMoM KoMaHjoi @opmar > Crnucok. [[laHHO€ OKHO uMeeT Tpu
BKJIaAKu: MapkupoBaHHblil cnucok, HymepoBaHHbI cnucok M MHOroypoBHEBbI cHUCOK. B
KauyeCTBE AJIEMEHTOB YIPABIICHUS 3/1€Ch MPeICTaBIeHbI 00pa3ibl 0opMIIeHHs cuckoB. [[ist BIOOpa
HY>KHOTO JIOCTaTOYHO IIETKHYTh Ha W30paHHOM 00pasIie.

Bxon B CHHCOK MOXET OCYIIECTBISTHCS AaBTOMATHUYECKU WM 10 KoMaHae. YtoOwl
aBTOMAaTHYECKU CO3/1aTh MAapKUPOBAHHBIM CIHUCOK, JOCTAaTOYHO HayaTh 3allUCh CTPOKH C BBOJA
cumBoia "*". Tlo 3aBepieHnn ctpoku u Haxkatuu kinaBuiid ENTER cumBon "*" aBromarmuecku
npeobpa3yeTcst B MapKep, a Ha ClIeAyIolel cTpoke Mapkep OyJeT ycTaHOBJIEH aBToMaTHdecku. Jliis
aBTOMATHUYECKOTO CO3/IaHUS HYMEPOBAHHOTO CHHUCKAa JOCTATOYHO HayaTh CTPOKY ¢ LUQPHI, mocie
KOTOpPOH CTOAT Touka M mpoOen, Hampumep "1.", "2." m T. 1. DTOT MeTOJa MO3BOJIAET HAYaThb
HyMepaIuIio ¢ JIto00To MyHKTa (He 0053aTeNbHO C IUHUIIBI).

JUid co3maHus CMcKa o KOMaHe ciayxaT kHonku Hymepauust 1 Mapkepsl, Ipe/icTaBICHHbIE
Ha mna”Henn PopmatupoBanue. Kak MapkupoBaHHBIM, TaK ¥ HYMEPOBAaHHBIM CIIUCOK JIETKO
IIPEBPATUTh B MHOTOYpPOBHEBBIM. /[l mepexona Ha HOBbIE (WJIM BO3BpaTa Ha MPEIIECTBYIOIIME
YPOBHHM) CITy’»KaT KHOIIKM YBEJIHUYUTH OTCTYIl U Y MEHBIIMTH OTCTYN Ha naHenu dopmaTupoBaHue.

B a3T0#l rnaBe MBI pacCMOTPUM MPHUEMBI CO3AHMS KOMNIEKCHbIX TEKCTOBBIX JIOKYMEHTOB,
coJiepKaluX CleUalbHbIE 3JIEeMEHTH 0(OPMIICHHS U BCTPOCHHBIE 0OBEKThl HETEKCTOBOM MPUPO/IbI



(bopMynbl, TaOMUIBI, OUATPAMMBI, XYIOXKECTBEHHBIC 3aroJIOBKH, pACTPOBBIE W BEKTOPHBIC
WJUTIOCTPAIINH, & TAKKE 00BEKTHI MYJIbTUMEINA).

BBox dhopmyn

B mporpamme Microsoft Word Takum cpenctBoM sBisiercs penakrop dopmyn Microsoft
Equation 3.0. On mno3Boisier co3fgaBaTh (OPMYNbHbIE OOBEKTHI M BCTaBIATh MX B TEKCTOBBIN
nokyMeHT. [Ipu HEOOXOAMMOCTH BCTaBJICHHBIH OOBEKT MOKHO PEAAKTHPOBATH HEMOCPEACTBEHHO B
oJIe JOKYMEHTA.

3amyck ¥ HaCTpoKa perakropa Gopmyi

s 3amycka pemaktopa (GopMmys CIyKUT KoMaHaa BcraBka > OObekT. B OTKpEIBIIEMCS
JMaJoroBoM okHe BcraBka oObekTa cienyer BeIOpaTh myHKT Microsoft Equation 3.0 — otkpoercs
crienalibHas IMaHenb yhpasieHuss Popmyna. [Ipu 3TOM cTpoka MEHIO TEKCTOBOTO MpOIEccopa
3aMEIIaeTCsl CTPOKOM MEHIO peakropa (Ghopmyir.

[Tanenb MHCTPYMEHTOB peaakTopa GopMys COJCPKHT JBa psga KHOMOK. KHOMKHM HIDKHETO
psda co3marT cBoeoOpa3HbIe IIA0IOHBI, COACPXKAIIUE OISl i1l BBOJA CHMBOJIOB. Tak, Hampumep,
JUIsl BBOJIa OOBIKHOBEHHOUW JpoOU cieayeT BhIOpaTh COOTBETCTBYIOIIMM IA0JIOH, UMEIOIIUNA JBa
MOJIS: YUCIIUTENIb W 3HAMEHATENb. 3alOJIHCHUE J3TUX TMOJIEH MOXKET TPOU3BOIMTHCS KaK C
KJIAaBUATYPBI, TAK U C IIOMOIIBIO AJIEMEHTOB YIIPABJICHHUS BEpPXHEH CTPOKH. [lepexoapl Mex 1y TOJIIMHU
BBITIOJTHSIFOTCS C TIOMOIIIBIO KJTABHII YITPABJICHUS KYPCOPOM.

BBox u pemaktupoBaHue (GOpMYIT 3aBepIIaeTCs HaKATHEM KJIaBUINHM ESC MM 3aKphITHEM
naHeu penakropa GopMyia. MOKHO TakKe IMIEIKHYTh JIEBOW KHOIIKOW MBIIIU TAC-THO0 B ITOJIC
JOKyMeHTa BHe 00JacTH BBOJIa popMysisl. BBeneHHas (opMmyiia aBTOMaTHYECKH BCTABIISIETCS B TEKCT
B KadecTBe oOBbeKkTa. Jlajee ee MOKHO MEPEMECTHUTH B JIFOOO€ MHOE MECTO JIOKyMeHTa 4epe3 Oydep
obmena (CTRL+X - Beipesatp; CTRL.+V - BcraButh). [ns penmaktupoBanHus (HoOpMyIbl
HEMOCPEACTBEHHO B JOKYMEHTE JOCTATOYHO BBIMOJHUThL Ha HEW ABOMHOW mmiendok. [lpu stom
aBTOMAaTUYECKU OTKPBIBAETCSI OKHO penakTopa GopMyi.

Pa6ora ¢ Tabnumamu

TexkcroBeiii mporeccop Microsoft Word oOmamaer rHOKMMH W MOIIHBIMH CPEACTBAMU
CO37aHMsI TaONIUII KaK JJIsl IEYaTHBIX, TaK U JJIs SJIEKTPOHHBIX TOKYMEHTOB. Tpu OCHOBHBIE CPECTBA
cO3aHus TaOIuII - 3TO:

- kHomka J{o0aBuTh TabIuIly Ha MaHeau HHCTpyMeHToB CTaHAapTHas;

- nuanioroBoe okHO BeraBka Tabnuibl (Tabmauma > JlobaButh Tabmuity);

- cpencTBo pucoBanus Tadsmi Tabmuips! u rpanuisl (Tadmuna > HapucoBats Tabiuiry).

Co3nmanue Tadimig

Kuonky /lo6aButh Tabmuily MCHOJB3YIOT U1l CO3JaHUSl MPOCTEMIINX TaOIUI] HEOOJBIIOrOo
pasmepa. Co3naHHbIEe TaKMM METOJOM TaONMIBI MOKHO B JajibHEWIIeM pa3BUBaTh, 10 Mepe
HEO0OXOIMMOCTH YBEJIMYMBAsi B HUX KOJMYECTBO CTPOK M CTOJIOIOB KOMaHAamu MeHio TaOmuma >
Jlo6aBHTD.

Komanny Tabmuna > Jlo6aButh > Tabnuia UCHONB3YIOT IS CO3JaHHS OOJee CII0KHBIX
tabnuu. OHa OTKPHIBAET IMATIOrOBOE OKHO BcTaBka TaOmuilbl, B KOTOPOM 3aJIalOT YUCJIO CTPOK H
CTOJNIOIIOB, a TaKXke MHPUHY CTOJIOLOB. Eciu BMECTO KOHKPETHOTO pa3Mepa 3ajaaTh mnapameTp ABTO,
BKJIIOUAeTCs  peXuM  ABTOMoaOop, Onmarogaps KOTOpOMY  CTOJIOIBI ~ MOTYT  3JaCTHYHO
(dbopMaTUpoBaThCS B COOTBETCTBHUM C HUMEIOUIMMCS cojliepkaHueM. Pexum aBTomoabopa 3aaaror
COOTBETCTBYIOIIUM MEPEKITIOYATEIIEM:

- MOCTOSIHHAS IIMPUHA — OO0Ias MHPUHA TaONHIIbI paBHA MIMPUHE MOJIA Habopa TOKyMEHTa, a
IIUPUHA KaKJOTO CTOJOILa MOCTOSHHA M 3aBHCHUT OT KOJMYECTBa CTOJNOIOB (peXuUM ynoOeH mpH
CO3JJaHUU TIEYATHBIX JOKYMEHTOB);

- MO COJEPKUMOMY — IIUPHHA KAXKJIOTO CTONOIA MPOMOPIHOHANIbHA O00BEMY IaHHBIX,
colepxamuxcs B HeM (pexuM  yaoOeH TpH  CO3JaHUU  DIEKTPOHHBIX  JOKYMEHTOB,
pacmipocTpaHseMbIX B (hopMaTe TEKCTOBOTO MPOIIECCopa);

- MO MIUPUHE OKHA — CIEIUAIBHBIA peXHUM IS TaOmuIl, pa3sMemaeMbix Ha Web-cTpanuiax
(oxoHUaTenpHOE (opMATHpPOBAHHE TAOIUIIBI MPOMCXOJUT HE B MOMEHT €€ CO3JaHHs, a BO BpeMs
IPOCMOTPA).

TabnuIrel CIOXKHOU CTPYKTYPHI YAOOHO cO3AaBaTh MeToI0M "pricoBanus". HeoOxonumeie s
3TOTO DJIEMEHTHI YIPABIEHUS COCPEIOTOYCHBI HA IMAaHETN WHCTPYMEHTOB TaOnuilbl W TpaHUIIBI
(oTkpeiBaeTcst komanaoi Tabmuna > HapucoBath Tabnuiy).



PenaktupoBanue Tabmuiy

I'oBOpst 0 penakTUpOBaHUK TaOJIHII, MBI UMEEM B BUJY HE PEAAKTUPOBAHUE HX COJCPKHMOTO, a
TOJIBKO PEJAAaKTUPOBAHHE MX CTPYKTYphl. PemaktupoBaHue COIEPKHMOTO OCYIIECTBISIETCS
OOBIYHBEIMHM CPEJICTBAMHU, PACCMOTPEHHBIMU B Tpeabayiel riiaBe. MakTHYeCKH pelakTHpPOBaHUE
CTPYKTYpBI TaOJIHI] CBOAUTCS K CICAYIOIIUM OIEPAIUSIM:

- no0aBJIeHUE 3a/IaHHOTO KOJMYECTBA CTPOK;

- mo0aBiIeHUE 3aIaHHOTO KOJIMYECTBA CTOJIOOB;

- yaJieHue BBIJICTICHHBIX SY€EK, CTPOK U CTOJIOIOB;

- CIIUSTHUE BBIJICIICHHBIX SYCCK;

- pa30ueHune BBIJCTICHHBIX SYCeK.

KoMOuHUpys BhIIIEyKa3aHHBIC OIMEpaIii, MOKHO Ha 0a3ze TaOJHI] C MPOCTOW CTPYKTYpOi
TOTOBHUTH TaOJHIIBI, UMEIOIINE CIOXHYIO CTPYKTYpy. CpencTBa Ui BBINIOJHEHHUS ITHUX ONeparui
HaXOJATCS B MeHIO Talnuiia WM JOCTYIHBI Yepe3 KOHTEKCTHBIE MEHIO BBIJICTICHHBIX OOBEKTOB.

dopmaTUpoBaHUE TAOIHIL

[Ipu pabGote ¢ TabnuIamMu CleyeT paziuyaTh hopmamuposarue mabauy M popmamuposanue
codepocumoeo. B TiepBoM ciydae MPOUCXOJUT YIPABICHHE pa3MepaMu CTPYKTYPHBIX 3JIE€MEHTOB
TaOJUIIBI (STYEeK, CTPOK, CTOJOLOB U T. 1.), @ BO BTOPOM - YIIPAaBIICHHE PAa3MEIICHUEM COJIEPKIMOTO
STYEeK.

dopmaTHpoBaHUE TAOIHII MOXKHO BBINTOJIHATH B KOMAHJHOM WJIM WHTEPAKTHBHOM pekume. B
KOMaHTHOM PEXHUME TSl ATOH LEeNH UCTIONB3YIOT (PyHKIHIO Tabuia, mo3BOJISIONIYIO:

- 32J1aTh METO/]l BRIPABHUBAHUS TaOJUIBl OTHOCUTEIHHO CTPAHHIIBI TIOKYMEHTA;

- 32J1aTh METO]T B3aUMOJCHUCTBUS TaOJUIIBI C OKPYKAFOIIUM TEKCTOM;

- ONPEICIIUTh WU TEPEoIpeIeINTh BapruaHT O(GOPMIICHUS BHEITHUX W BHYTPEHHHX pPaMOK
TaOJIMILIbI, a TAKXKE HACTPOUTH XapakTep o(opMIIEHHS SUEEK;

- 33/1aTh pa3Mepbl BHYTPEHHHUX TOJIEH B STYEHKAX U UHTEPBAJIBI MEXKIY TUCHKAMU;

- Ha3HAYUTh ApaMeTPbl TEKYLIEH CTPOKU WIIH BbIAEICHHBIX CTPOK;

- HA3HAYUTh ApPaMETPbl TEKYLIErO CTOIOA UK BBIACIEHHBIX CTOJIOLOB;

- HA3HAYUThH TApaMeTPbl TEKYIIeH sTUeHKU WU BBIJEIIEHHBIX STUYEEK.

B uHTepakTHBHOM pexume Tabnuiy GopMaTUpyIOT ¢ MOMOIIbI0 MapKepoB, MOSBISIOLIUXCS
MIpU HABEJCHUM YyKa3aTess MBIIIM Ha TaOJIMIly WIA €€ AJIEMEHThl. Mapkep B JIEBOM BEPXHEM Iy
TabJIMIBl TO3BOJIAET IepeMeniaTh Tabiauily mo pabouyemy MO0 AOKyMEeHTa. Mapkep B IpaBoM
HUPKHEM YTy TIO3BOJISIET YIPABIISITh OOIIMMHU pa3MepamMu TaOnuibl. Mapkepbl H3MEHEHHs pa3Mepa,
MOSIBJISIFOIIMECS MTPU HAaBEJICHUM yKaszaTessl MBIIIM Ha paMKd TaOJIHIlbl, MO3BOJSIOT MHTEPAKTHBHO
W3MEHSTh pa3Mephl CTOJIOIOB U CTPOK METOJIOM M€PETaCKUBAHUSI.

BBon u popmaTrpoBaHue coaepKUMOro TabIuiy

Boigenenue HyXHOUM SUEWKH 171 BBOJA TEKCTa BBIMOJHSIOT C MOMOIIbIO MBIIIH. OTAEIbHYIO
SIYEHKY BBIACISIOT TPOWHBIM IIETYKOM JIEBOM KHONKHU. [lepemelienne Mexay ssueiikaMu BBIOJIHSIOT
knaBumieit TAB (k cinenyromeii sueiike) nwnu komOunanueit SHIFT+TAB (k npeapiaymied siueiike).
Jlis HaBuranmMd N0 siYedKaM TaOJIMIBI MOXHO TAaKKe KCIONIb30BaTh KIIABUIIHM YIIPABICHUS
KypcopoM. BHyTpu TEKCTOBBIX (parMEHTOB KypCOpPHBbIC KIIABUIIHM BBIOJIHAIOT IEpPEeMEIleHNe
Kypcopa, HO 10 JOCTH)KEHHUU TPaHUIIbl TEKCTA OHU MO3BOJISIFOT MEPEXOAUTh K COCETHUM STYCHKaM.

Bce xomannel hopMaTUpOBaHUSI TEKCTa OTHOCATCS K BBIICICHHOMY 3JI€MEHTY. BblleaeHHbIM
AJIEMEHTOM MOJKET OBITH Jito0asi siueiika, cTpoka (Ipymma CTpOK), cTonder (rpymnmna CToJIONOB) WU
Bca TalOnuia B 1eloM. [pynmbl siueek BBIACNAIOT METOJOM MPOTSITUBAHUS MBIIMIHA. BOIBIIMHCTBO
KOMaH]I, CBSI3aHHBIX ¢ (popMaTHpOBaHUEM DJIEMEHTOB TaOIMIIBI U COAEPIKAIIUXCS B HUX OOBEKTOB,
MO>KHO BBITIOJTHUTH C TIOMOIIIBIO MTaHETN HHCTpyMeHTOoB DopMaTupoBaHue.

Pabora ¢ rpadpuueckumMu 0ObeKTaMu

B  nokymentax Microsoft Word MoXHO HCHOJB30BaTh JBa THI  TIpadUUECKUX
00BEKTOB: pucyHku M uzobpasicenus. Ha pycckoM si3bIke pa3HHIIA MEXAYy OTUMH TEepMHUHAMH
HEOUYEBH/IHA, U MBI IOSACHUM, YTO 0]l HUMH IIOHMUMAaETCsl B TEKCTOBOM mpoueccope Word. Pucynku -
00BEKTHI BEKTOPHON MPUPOIBI (JTUHUH, TMPSIMbIE U KPUBBIE, T€OMETpPHUECKUe PUTYPHI, CTAaHAAPTHBIE
U HectaHAapTHele). [IpocTeifiie cpeacTa i UX CO3/IaHUsI €CTh B CAMOM TEKCTOBOM ITPOIIECCOPE.

H306padicenus - pacTpoBble 0OBEKTHI. TEKCTOBBIM MHpoIlecCOp HE HMMEET CPEeACTB Ul UX
CO3/aHHUsI, TTOATOMY OHH BCTABIIAIOTCS KaK BHEIIHWE OOBEKTHI U3 (haitina, MoAroTOBICHHOTO IPYTUMH



cpeactBaMu (TpauuecKUM PEeJakTOpPOM, ¢ MOMOIIBI0 CKaHepa, Hu(poBOil Kamepsl, rpaduyeckoro
MJIAHIIETA).

Pucynku Bceraa BHeApEeHBI B JOKYMEHT - MX MOXHO PEAAKTHPOBATh HENOCPEICTBEHHO IIO
MecTy. M300pakeHHs BCTaBISIOT B JOKYMEHT METOJOM CBS3BIBAHUS WM BHeApeHus. Mx
pPEAAKTUPOBAHUE CPEACTBAMU TEKCTOBOI'O IPOLIECCOPAa BO3MOXKHO, HO TOJBKO B OrPaHMYEHHBIX
npenenax.

Pabota ¢ pucynkamu

Cozlanue U pelakTHpPOBaHHME PUCYHKOB. J{isi paboTbl ¢ BEKTOPHBIMU PUCYHKAMM CILY)KUT
naHenb HMHCTpyMeHTOB PucoBanue (Bup > Ilanenm unctpymenToB > PucoBanue). OCHOBHBIM
CPEICTBOM JTOH MAaHENIW, NpPEeJHA3HAYEHHBIM [UIS CO3JAaHUS NPOCTEUIIUX OOBEKTOB, SBISETCS
packpbIBaroLuiics cnucok ABTO(QUrypbl. B ero xateropusix rnpeacraBiieHbl 3arOTOBKU JUIsl CO3/1aHUS
JVHHN, TIPSMBIX U KPUBBIX, MPOCTEHIINX TeOMETPUIECKUX (PUTYp, (GUTYPHBIX CTPEIOK U BBIHOCHBIX
JIMHUH, YEPTEKHBIX JIEMEHTOB JUIsl OJIOK-CXeM U (YHKIIMOHAIBHBIX cXeM U mpouero. [Ipu co3nanuun
U pelaKTUPOBAHUU BEKTOPHBIX 0OBEKTOB UCIOJB3YIOT CIAEAYIOIINE IPUEMBI U CPE/ICTBA.

1. BexkTOopHBIE 00BEKTHI CO3/IAIOT IIYTEM MX BBIOOpA U3 KaTerOpuil crucka ABTOQUTYpPHI.

2. VIx pa3mep pelakTUPYIOT MyTeM MEepeTacKUBaHUs MapKEepOB BBIJIEJIEHHOTO O0BbEKTa B MOJIE
JOKYMEHTA.

3. Y1oOHBIM CpencTBOM, YIPOLIAIOIIMM CO3/IaHUE T'€OMETPUUECKUX (Uryp, sBisercs
BCIIOMOTaTeNnbHasgs KoopAuHaTHas ceTka. Komawpout JledictBust > CeTka OTKPBIBAIOT JIUAJIOTOBOE
okHO [lpuBszka k ceTke. B HeM 3amaloT mar ceTku M crnocod® oToOpa)kKeHHs] TOPU30HTANBHBIX U
BepTUKaIbHBIX JUHUHA. Dnaxok [IpuBszaTe Kk ceTke oOecreurnBaeT TOYHOE IMO3ULMOHHPOBAHUE
Y3JOBBIX TOYEK (UTYp B y3JlaXx KOOPAWHATHOW ceTku. OH ymoO€H, eCcli CO3MAar0TCs TPOCTHIE
(MpenMyIecTBEHHO MPSAMOJIMHEHbIE) TeomeTpuueckue (urypsl. [Ipu penakTHpoBaHUU TOTOBBIX
¢buryp npuBs3Ka K y3jgaM CETKH MOKET CO3/1aBaTh HEYJOOCTBA - B 3TOM CIIyyae €€ OTKIIYAIOT WU
BBITIOJTHSIOT TIepeMeEIeHre 00BEKTOB MpH HaxaTou kiapuine ALT.

4. TonmuHa KOHTYPHOW JIMHUU U [IBET 3aJIMBKU 0O0BEKTAa OTHOCATCS K CBOMCTBaM oObekTa. Bee
CBOMCTBA OOBEKTOB MOYKHO DPEJAKTHPOBATh B IUanoroBoM okHe dopmar aBTO(UIYpbI, KOTOpOe
OTKPBIBAIOT 4Y€pe3 KOHTEKCTHOE MEHI0 O0BEKTa, WM JBOMHBIM IIETYKOM Ha caMoM oObekre. B
YAaCTHOCTH, JJIsl YHNPaBICHHs TONIMHON M (OpMON KOHTYPHBIX JHMHHH, a TaKKe MapaMeTpamMu
3aJIMBKU CITYXKaT 3JIEMEHTHI YIpaBIeHus BKIaaku L[BeTa n MMHUM JaHHOTO TUAIOrOBOIO OKHA.

5. IloBopoTOM 00OBEKTAa MOKHO YIPABIATh AUCKPETHO W HENpepbIBHO. (s MPOU3BOIBHOTO
oBOpoTa (Urypsl HCIOJB3YIOT KHONKY CBOOOJHOE BpallleHHE Ha IaHeIM HWHCTPYMEHTOB
Pucosanue. [ moBopoTa Ha (PUKCHPOBAaHHBIM Yroji 3Hau€HHE yIJla BBOJAT B I0JIE CUETYMKA
IToBopot Ha Bkiaznke Pazmep auanoroBoro okHa dopmat aBToGUrypsI.

6. BzaumozelicTBue puCOBaHHOTO OOBEKTA C OKPYKAIOIIUM TEKCTOM MOXET OBITh IOCTaTOYHO
CIIOKHBIM. Tak, Hampumep, TEKCT MOXET OOTeKaThb PUCYHOK IO 3aJJaHHOH cXeMe, HO OH MOXET
JeKaTh M IOBEPX PUCYHKA, W IOJ HUM. BbiOOp MerTona B3auMOJEHCTBHS PHCYHKA C TEKCTOM
BBINOJIHAIOT Ha BKiazke [losoxxenue B quanoroBom okHe dopmaT aBTOQUTypBHI.

Co3nanue Haamucedl B IoJjie pUCYHKA. PucoBaHHbIe OOBEKTHI MOTYT COJAEP)KaTh TEKCTOBBIE
3JIEMEHTHI, HAIlpUMEp 3aroJIOBKU, OyYKBEHHbIE WM LU(POBbIe 0003HAYEHUS HAa CXeMaX M YepTeKax.
B npunmune, HeoOXoQMMblE HAANUCH MOXHO CO3JaTh M OCHOBHBIMH CpEICTBAMH TEKCTOBOTO
mpoleccopa, HO B 3TOM CiIydyae OYEHb TPYAHO OOECHEYUTh TOYHOE II0JIOKEHHE PHCYHKa
OTHOCHTEJIBHO CBSI3aHHOTO C HMM TEKCTa, OCOOCHHO €CIIM TeKCT HE OKOHYATEJEeH U MOXKET jaiee
penaktupoBaThcst M QopmarupoBaThes. s Web-cTpaHuly 3TOT MeToa BooOIIe HeNpHEeMIIEM,
MIOCKOJIbKY OHU (hOPMATUPYIOTCS MPH KaKJJOM IPOCMOTPE, MPHUEM HEIpeICKa3yeMbIM 00pa3oM.

Jlns co3maHus TEKCTOBBIX AJIEMEHTOB, IMPUCOECIMHEHHBIX K aBTO(UIypaM MM PHCYHKaM,
CIyKUT crenuanbHoe cpenactBo Hammues (BcraBka > Hanamucs). Co3naB aBTOUrypy, psaoMm
co3zatoT 3neMeHT Hannuch. B mone Hagmucu BBOAAT HEOOXOJIUMBIH TEKCT, MOCIE YEro HaJluch
MOKHO pelnakTtupoBarb. Ee pasmep NOATOHAIOT IMOA pa3Mep COJEPIKAIIEerocss B HEM TeKCTa
neperackuBaHueM MapkepoB. IIpodne cBoiicTBa HagmucH 3a7al0T B IUAIOroBOM OkHe dopmar
HAJMKUCH, KOTOPOE JUIsl BBIAEJIIEHHOM HaJIUCH OTKPBIBAtOT KoMaH 0¥ @opmar > Haanuck. DneMeHTbI
yIIpaBJIEHMs, IPEACTABIECHHBIE HA BKJIa/IKaX 3TOIO OKHA, I03BOJISIIOT HACTPOUTH:

- oHOBBIH 1IBET (ecyu 3a1aTh napamerp Her 3anuBku, Haamuck OyAET JeXkaTh Ha MPO3PAuHOM

tone);



- I[BET, TUI U TOJIIMHY 00paMJISIONINX JTUHUH (ecu Ipu BeIOOpE 1BeTa 3a7aTh napamerp Her
JIMHUH, TO MPOYNE apaMeTPbl HE UMEIOT CMBICIIA);

- pa3Mepbl BHYTPEHHHMX MOJIEM MEXIy TEKCTOM M BHEIIHEW pamkod mnosa Hagnuck
(ma3zHauarotcs Ha BKJIaake Haamuce).

Co3naB oObekT Haamuch, €ro MOXHO CrpylnmupoBaTh C PUCYHKOM, M TOTAa OHU OYyAyT
IIPEJICTABIIATH LIEIbHYIO KOMIIO3HULIUIO.

st aBTOQuUryp €cTb 0c000€ CPEACTBO CO3/aHUSI TEKCTOBOTO O(OPMIICHHS - TEKCT MOXKET
pa3Memarbcsi B 10Jie aBTOPUTYPHI. ITO BBIMOJHAIOT KOMaHAOW J[00aBUTh TEKCT B KOHTEKCTHOM
MEHIO aBTOQUrypbl. ECIM TEKCT CIMIIKOM BEIMK, MOXHO JIMOO HM3MEHHUTH pasMep aBTO(UTYpPHI
IyTeM NEepeTaCKUBAHUS €€ MapKepoB, MO0 M3MEHUTHh (POpPMAT TEKCTa, yMEHBIINB pazMep mpudTa
cpeacrBamu naHenu PopMarupoBaHue. OTOT MPUEM MCIOJB3YIOT IPU CO3AAHUU OJIOK-CXEM U
(YHKIIMOHAIILHBIX CXEM YCTPOUCTB.

PaGora ¢ KoMmo3uuusMU pPHUCYHKOB. bonee cClOXKHBIE PpUCYHKM CO3JAIOTCA  IMyTEM
KOMOMHHUPOBAHUS MPOCTEHIINX PHUCYHKOB, TO €CTh SBIAIOTCS Komnosuyusmu. B cinydae, xorja
TOTOBUTCS KOMIIO3UIIMOHHBI PHUCYHOK, CIeAyeT TMPUHUMATh BO BHUMAaHHE HE TOJBKO
B3aUMO/ICHCTBUE 0OBEKTOB C OKPY)KAIOIIUM TEKCTOM, HO ¥ UX B3aMMOJECHCTBHE MEXAY COOOM.

1. Heckonbko mnpocTeHNX OOBEKTOB TIPYNNUPYIOT B OJUH KOMIIO3UIMOHHBIN OOBEKT
komanHoi ['pynmupoBka > ['pynmupoBaTh KOHTEKCTHOTO MEHIO. JIJisi TPYNMUPOBKU BCE OOBEKTHI
JOJDKHBI  OBITH TIPEIBAPUTEIBHO BBIJICJICHBI, HAPUMEp IMETYKAMU JICBOM KHOTKH MBIIMIHA TIPU
Haxaroi knaBume SHIFT. OOparnas onepauusi I'pynmupoBka > PasrpynnupoBaTh MO3BOJISET
"pazo0parh" KOMIMO3UITHOHHBIA OOBEKT Ha COCTABIISIOIINE.

2. Ecnu oOBEKThI, COCTaBISIOUIME KOMIIO3UIUIO, MEPEKPBIBAIOT IPYr ApYyra, BaXKHO HMETh
CPEICTBO YIPABJIEHUS MX B3aHMMHBIM IOJIO)KEHHUEM IO OcH Z (TI0 HOpMaJiU K IMJIOCKOCTH PHCYHKA).
[To ymom4aHuio mpeamojaraeTcsi, 4To KaxAbld OOBEKT MMeEEeT COOCTBEHHBIH 'ClOW'" B pHCYHKE.
OOBbeKThl, CO3laHHBIE paHbIIIe, JeKaT HUXKE, a OOBEKThI, CO3/IaHHBIE MO3KE, PACIOJIararoTcs Ha
6osee BbICOKHX closiX. COOTBETCTBEHHO, NIPU HAIOXKEHUU Oo0Jiee MO3AHHE OOBEKThl NEPEKPHIBAIOT
0osee paHHHE. DTOT MOPSAOK MOXHO H3MEHUTb, HU3MEHSS IMOJIOXKEHHE BbBIJEIEHHOT0 O0bEeKTa
OTHOCHUTENIbHO JpPYruX OOBEKTOB M OTHOCHUTENBHO OCHOBHOTO Tekcrta. CpeinctBa Uisl 3TOTrO
npecTaBieHbl B MyHKTe [1ops10K KOHTEKCTHOTO MEHIO 00BEKTa.

Pabora ¢ xnumapramu. Co3gaHue JOCTATOYHO CIIOXKHBIX KOMIIO3UIIUA MOKET OBITh OYCHBb
TPYOOEMKUM. B Takux ciyd4asgX HCHOJIb3YIOT TOTOBble OWOIMOTEKU (KoleKyuu) PUCYHKOB
(k1unapmos), B TOM 4YHUCIIe U TeMaTudeckux. Takue OUONIMOTEKU PACIPOCTPAHSIOTCS HAa OTAEIbHBIX
KOMITaKT-IUCKaX, UX MOKHO Haiitu B HTepHeTe, HO 0a30Bas, MpocTeiIIas KOJUIEKIHUS, MOXKET ObITh
YCTaHOBJIEHA BMECTE C TEKCTOBBIM IIPOLIECCOPOM - OHA BXOJUT B KOMIUIEKT IOCTaBKH IaKeTa
Microsoft Office.

Jlnsg BCTaBKM KIMIIAPTOB UCIHOJB3YHOT KOMaHny BceraBka > Pucynok > Kaprusku.
CooTBeTcTBYIOIIAsA KHOIIKA UMEETCS U Ha NIaHEIM MHCTPYMEHTOB PrcoBanue. OTKphIBarolieecs npu
3TOM JIMAJOrOBOE OKHO Ha3biBaeTcad BcTaBka KapTUHKM. DTO Ha3BaHUE JIOCTATOYHO YCIIOBHOE,
MOCKOJIbKY KJIHMMApT — MOHATHE paciiupeHHoe. K Kiumapram OTHOCAT HE TOJbKO Tpaduveckue
00BEKTHI, HO ¥ 3BYKOBbBIE KJIUIBI U BUJCOKIIUIIBI - UX TOKE MOKHO BCTaBUTH B JJOKYMEHT CPEACTBAMHU
JAHHOTO JUAJIOrOBOTO OKHA.

I'padmyeckue kmunmapThl cocpeOTOUYEHBI Ha BKIaake PucyHku. OHU KiIacCHU(PHUIIMPOBAHBI IO
KareropusiM. Pa3piCKkaB HYXHBIM KIUNApT, JOCTATOYHO BBIIEIUTh €r0 W BCTAaBUTh B JIOKYMEHT
LIETYKOM Ha KHOTNKe BcTaBuTh Kium.

[Ipu paboTe c knumapramMu cjieayeT UMeTh B BHJY, YTO MOJ00paTh MMEHHO TOT KIMIAPT,
KOTOPBIH HAWJIy4IIMM 00pa3oM COOTBETCTBYET XapakTepy JOKYMEHTa, MO’KHO JlalleKO He BCerja.
[ToaToMy KIMMmapThl cIeAyeT paccMaTpuBaTh HE KaK TOTOBBIE cpelacTBa OGopMIeHHs, a Kak
3aroTOBKH UIsS UX co3daHus. KmunmapTel — 3T0 KOMIIO3UIIMOHHBIE 00BEKTHI. X MoxHO "pazOupats"”
Ha COCTaBJISIOLIME, PEJAKTUPOBATh MX AJIEMEHTBl IO OTAEIbHOCTH, CO3JaBaTh KOMIIO3UIIMHU U3
00BEKTOB, B3ATHIX U3 Pa3HBIX KIUMAPTOB. Bce 3TO BBHIMOMHSACTCS MyTEM PEeIaKTUPOBAHHS KIUIApTOB,
BCTABJICHHBIX B JOKYMEHT.

OOBIYHBIN TIOPSATOK PEAAKTHPOBAHUS KIIMITAPTOB - CIICAYIOIIU:

- KJIMNAPT BBIIEISAIOT HIETUYKOM JIEBOM KHOIKH MBILIN;

- OTKpPBIBAIOT €r0 KOHTEKCTHOE MEHIO IIETYKOM MPaBOM KHOKU;



- B KOHTEKCTHOM MEHIO BBIOMpAIOT KOMaHAy W3MEHWTh pPHUCYHOK - OH OTKPBIBACTCS B
OT/ICJIBHOM OKHE PEAAKTUPOBAHUS;

- B 3TOM OKHE pabOTarOT C OTAEIHHBIMU OOBEKTAMH, COCTABJISIFOIIMMHU PUCYHOK.

Paborta ¢ nuzo0paxkeHusIMU

[Tox uzobpasicenusimu IOHUMAIOTCS  PacTpoBble  TIpaduueckue OOBEKTHI, HCIIOJHECHHBIC
MMOCTOPOHHUMHU TPOTPAMMHBIMH CPEJCTBAMHU WJIM TOJy4EeHHBIC W3 BHEIIHEro HUCTOYHHMKA. OHH
BCTaBIISIIOTCS B JIOKyMEHT METOJOM CBSI3BIBaHUS WU BHenpeHus. OOmas KOMaHIa Uil BCTABKH
Takux 00bekToB — BeraBka > Pucynok > U3 daiina. [lo 3T0if KOMaHIe OTKPBIBAETCS CTaHAAPTHOE
nuanoroBoe okHO Jlo0aBUTH PUCYHOK, B KOTOPOM M MPOU3BOJAUTCA BBIOODP (haiina, coaepraiiero
n300pakeHue.

Brei6op Mertonma BcraBku. B TekcroBoMm mporieccope Microsoft Word w30OpaHHBI pHUCYHOK
MOXXHO BCTaBUTh B JIOKYMEHT TpeMsi CIOCOOAaMMU: HeOpeHueM, CB8A3bl8aHUeM N HeOpeHUeM CO
CBA3bIBAHUEM.

1. B nepBoMm ciryyae 0ObEKT BOWJET B IOKYMEHT U MOKET MEepeaaBaThCsi BMECTE C HUM.

2. Bo BTOpOM cllydae OH OCTAaHETCS 10 MECTY CBOETO XPaHEHHS, a B IOKYMEHT BOMJIET TOJIBKO
yKazaTellb Ha IePBOUCTOYHUK.

3. B TperbeM ciydae OOBEKT BOWJET B JOKYMEHT, HO €ro CBSI3b C IEPBOMCTOYHUKOM
COXPaHUTCS. DTO MOJIE3HO, €CIIU MPE/INO0JIaraeTCss BO3MOKHOCTh PEJaKTUPOBAHUS TEPBOMCTOUHUKA U
HaJI0 00ECIeYNTh CHHXPOHHOE PEeaKTUPOBAHNE U BHEJPEHHOTO 00BEKTA.

Br16op mMeToma BCTaBKH BBHITIOJHSIOT B AUAOrOBOM okHe JloOaBuTh prcyHOK. B ero mpaBom
HIDKHEM YTJIy €CTh PACKPBIBAIOIIUICS CIHCOK, B KOTOPOM CJIEAYET BHIOpATh OJWH METOJN U3 TPex
BO3MOYHBIX.

9. OcHOBHBIE CTAHAAPTHI 0(pOPMIIEHHS TEKCTOBBIX JOKYMEHTOB

Oo6mme TpeboBanus Kk TekcToBbiM gokymMeHTaM ['OCT 2.105-95 u TOCT P 2.105-2019 — 510
CBOJA TMpaBW, NpPHU3BAaHHBIA CTaHAAPTU3UPOBaTh (OpMy 3alOJHEHUS  KOHCTPYKTOPCKOM
nokyMmeHTanuu. OHU cojep)KaT HOPMBI, KOTOPHIM JOJDKHBI TMOJYUHSTHCS CTPYKTypa U COCTaB
TEKCTOB B c(hepe CTPOUTENHCTBA, TPUOOPOCTPOCHHS U MATUHOCTPOCHUSI.

OO6111e MOMEHTBI

C 1 wurona 2020 roma BCTYNUT B cwity npukas DefepaqbHOTO areHTCTBA MO TEXHUYECKOMY
peryaupoBaHuto  u Metposiorud  oT 29.04.2019  No 175-cT, KOTOpPBIM TMPEIyCMOTPEHO JBa
HOBOBBEJICHHUS:

¢ ['OCT 2.105-95 yrpauuBaeT cuiy B KaueCTBE HAIIMOHAJIBHOTO CTaHJapTa, HO COXPAHSET
JeCTBHE B KAUECTBE MEKTOCYIapCTBEHHOTO;

¢ ['OCT P 2.105-2019 npusHarOT HAITMOHAJILHBIM.

JloToTHUTENBHO B ATOM cdepe MPUHSTHI:

¢ ['OCT P 2.106-2019 «Enmunas cucremMa KOHCTPYKTOPCKOW JOKYMEHTAIMH. TEKCTOBBIC
JOKYMEHTBI», YTB. pukazoM Poccrangapra ot 29.04.2019 Ne 176-cT;

« I'OCT P 2.601-2019 «Ennnasg cucreMa KOHCTPYKTOPCKOU JOKYMEHTAIIUH.
DKcITyaTaliluoOHHbIEe JOKYMEHTBI», YTB. pukazoM Poccrangapra ot 29.04.2019 Ne 177-cr;

«['OCT P 2.610-2019 «Enunas cucreMa KOHCTPYKTOPCKOM JokymeHTanuu. IIpaBuia
BBITIOJIHEHUST OKCILTyaTAallMOHHBIX JTOKYyMEHTOB», VYTB. mHpukazoM Poccranmapra ot 29.04.2019
Ne 178-cT;

¢ ['OCT P 2.711-2019 «Enunas cuctema KOHCTPYKTOPCKOM MokyMeHTanuu. Cxema JeneHus
U3JIeNUs Ha COCTAaBHBIE YacTH», YTB. IpHuka3oM Poccrangapta ot 29.04.2019 Ne 179-cr.

Ha mpakTrike mpu BBINOJHEHHH PAOOTHI MPUMEHSIOTCS T€ CTaHIAPTHI, KOTOPHIE BBICTABISET
3aKa34yuk, MOockoibky TpeboBanus ECK]] (emumHBIX cHcTeM KOHCTPYKTOPCKOM JOKYMEHTAIIHH)
uB1enoM ['OCTel B PO cuuratorcs mo6poBonbHBIMH. Ecnmm mokymeHTarus odopmisieTcs Ui
POCCHIICKOTO pBIHKA, WCIIOJNB3YHTe TMpaBuia OQOpPMIICHHS U3 HAlMOHAIBHOTO cBoda. Ecmu
BbI roTOBUTE Oymaru g naptHepoB u3 EADC, croutr mpomomxkars padoty mo 'OCT 2.105-95.
B curyanusax, korja JOKYMEHTaMH TIOJB3YIOTCS KOMIaHuWM U u3 Poccum, u U3 Apyrux crpaH,
YKaXKUTE HAUMEHOBAHHE CTaHapTa, KOTOPBII MCIOIH30BaH MPHU UX MOATOTOBKE.

Cnioco6b1 oopmiteHust

Pa3permaercs 3amoaHsATh JOKyMEHTAIUIO:

e MaIIMHOMUCHBIM criocobom B coorBercTBUM ¢ [[OCT 13.1.002-2003. MexrocynapCcTBEHHbBIH
craunapt. Pemnporpadus. Mukporpadus. [JokymeHTsl s MukpodmibMmupoBanus. OOrmue



TpeboBaHus 1 HOpMBI (BBeneH B neiictBue IloctanoBnenuem ['occranmapra Poccun ot 26.02.2004
Ne 63-cT);

e PYKOIIUCHBIM MeToJI0M, Hucmoiib3ys nojoxkeHus ['OCT 2.304-81. MexrocynapcTBEHHBIN
crangapT. Eaunas cucrema KOHCTPYKTOpCKOM mgokymenTtammu. IllpudTsel deprexHsie (yTB.
[Mocranosnennem ['occrangapra CCCP ot 28.03.1981 Ne 1562);

e ipuMensisi OBM, cormacho ['OCT 2.004-88. MexrocynapcTBeHHbIN cTangapt. Enunas
CUCTEMa KOHCTPYKTOPCKON JnokyMeHTanuu. OOmue TpeGoBaHMs K BBIIIOJHEHUIO KOHCTPYKTOPCKUX
Y TEXHOJIOTMYECKHX JIOKYMEHTOB Ha IedYaTaomuXx 1 rpadguyeckux ycrpoiictBax BeiBoga OBM (yTB.
[Mocranosnennem 'occrangapra CCCP ot 28.11.1988 Ne 3843);

e Ha JIEKTPOHHBIX HOCUTENSAX MH(OPMALIUU.

JIOTIOTHUTENBHO B HOBOM HAIMOHAJIBHOM CTaHJAApTE IPETyCMOTPEHBI IMpaBuia MOJATOTOBKU
TEKCTOBBIX JOKYMEHTOB aeKTpoHHbIX (T[3). WX momyckaercs TrOTOBUTH C UCIIOJIb30BAHUEM
CTaH/IaPTU30BaHHBIX HMH(POPMAIIMOHHBIX MoJenell mnporpamMMm. JlaHHble MO0 CaMOCTOSITEIBLHO
HabuparoTcsi, MO0  AaBTOMATUYECKH  TIEHEPUPYIOTCS € MOMOIIBIO  CHELHaTIN3UPOBAHHBIX
MIPOrPaMMHBIX CPEJICTB U3 3apaHee MOArOTOBIEHHBIX ()parMeHTOB.

Texaunueckoe odopmieHue: odmue TpeOoBaHUS

®opmynrpoBkr ocHOBHBIX IpaBuwil 'OCT odopmiieHHsT TEKCTOBBIX JOKYMEHTOB HECKOJIBKO
OTJIMYAIOTCSI B 3aBUCHMOCTH OT TOTO, KaK YTBEpPXkJEH cTaHiapT. Tabimuia MokaXeT, B UeM pa3HuIa
Y CXOJCTBO PEIAKIINN:

Mesxrocynapctennbiii crangapt ['OCT 2.105-95 | Hatmonamshsiii crangapt 'OCT P 2.105-2019

- mpudt Times New Roman unu Arial pazmepom
14 nns OCHOBHOTO TEKCTa | pazMepoMm 12 st
MIPUJIOKEHNH, TPUMEYaHHUM, CHOCOK U IPUMEPOB;
BricoTa cuMBOJIOB — HE MeHee 2,5 MM * IOTIyCKaeTCs MCIOJIb30BaHUEe MIpU(Ta pazMepoM
13u 11l gis  OCHOBHOTO  TEKCTa U pa3MepoM
12 w 10 ayis mpustoskeHUi, TPUMEYaHH, CHOCOK
U IPUMEPOB COOTBETCTBEHHO.

Paccrostnne Mexay O0OKOBBIMU JTUHUSMU (OPMBI U TEKCTOM JIOJKHO COCTABIIATH MUHUMYM 3 MM

AG3an HAuYUHAETCSA C KpacHOH CTpOKH, | AOG3a1bl HAYMHAETCS C OTCTYyMa, paBHOTrO 12,5 —
MHUHUMAaJIBbHBIA OTCTYIT — 15 — 17 Mm 17 mm

Ot HIWKHEN ¥ BEpXHEU rpaHul] ClIeyeT OTCTynaTh He MeHee 10 MM

TEKCT O(i)OpMJ'IfHOT C HUCIIOJIb30BaHUEM
IMOJIYTOPHOT'O MCKCTPOUYHOI'O HHTEPBAJIaA,

JAOIIYCKacCTCA HCIIOJIB30BAHUC JBOMHOTO
MCKCTPOYHOI'O HHTCPBAJIA.

I/IHTCpBaJ'I MCKAY CTPOKaMH — HC MCHCC 8 MM

pacCTOSIHUE MEXJY 3aroJIOBKOM U TEKCTOM,
MEX]y 3arojlOBKaMH pasjieia H MoJpasjenna —
He MeHee 4 BbIcOT ImpudTa, KOTOPHIM HaOpaH
OCHOBHOH TekcT. PaccTossHue Mexay CTpoKamu
3aroJIOBKOB MOJPa3/ielioB U MYHKTOB MPUHUMAIOT
TaKHM K€, KaK B TEKCTE;

IpU BBHIMOJTHEHUH MAIIMHOMHUCHBIM CIOCOOOM
UHTEpBal paBeH 3 wiu 4 UHTEpBalaM, MpHU
BBLIIIOJTHEHU U PYKOITUCHBIM CII0COOOM —
He MeHee 15 MMm.

* PacCTOsSIHUE MEXIY 3arojJ0BKOM U TEKCTOM IpHU
BBITIOJTHEHUH JOKYMEHTa MaIlMHOTIMCHBIM
cnocoboM paBHO 3, 4 uHTepBajgaM, IpH
BBITIOJTHEHUH PYKOTIMCHBIM criocoboM — 15 mwm;

paccTosiHHE MEXAy 3arojIoBKaMH pasjena
U mojipasjena — 2 UHTEpBajia, MPH BHIIOIHEHUH
PYKOIHMCHBIM CIIOCOO0M — 8 MM.

HpI/I NEepCeHOCEC 4YaCTUu Ta6J'II/II_IBI Ha Ty K€ WKW APYTrUcC CTpaHUIbI HAMMCHOBAHUC TMOMCEIIAOT TOJIBKO
Hazg nepBoﬁ YacCTbIO Ta6J'II/II_IBI.

OtnocurenpHo komuit B I'OCT 2.105-95 3asBneHo, 4ro ux (37ech H Jajnee MPHUBEICHBI
BBIJIEPIKKHU U3 TEKCTA):




BBIIIOJIHAKOT OAHUM U3 CIICAYIOIINUX CII0COOOB:

e TUIIOTPA)CKUM — B COOTBETCTBUU  C TPEOOBAHUSAMH, TMPEIBSIBIAEMBIMA K U3JaHUAM,
M3TOTOBIISIEMBIM THITOTPAPCKUM CIIOCOO0M;

e KCEPOKOTIMPOBAHUEM —  PEKOMEHIYeTCs  pa3MHOXKaThb  CIIOCOOOM  JIBYCTOPOHHETO
KOIIMPOBAHUS;

¢ CBETOKOIIMPOBAHUEM;

e MUKPO(UIEMUPOBAHHEM;

e Ha JJICKTPOHHBIX HOCUTEIISAX JAHHBIX.

B HampoHaibHOM CTaHAApPTE Ha 3TOT CYET J00aBICHBI COCOOBI M3TOTOBJICHHUS 3JICKTPOHHBIX
KOTIMI:

e CKaHUPOBAHUEM UCXOJHOIO OYMa)KHOTO JOKYMEHTA;

e KOHBEpTHpOBaHHEM WiH TpanchopmupoBanuem T/ID w3 omHoro dopmara B apyroi HIU
W3 OJTHOM CXEMBI JaHHBIX B IPYTYIO;

e IU(POBBIM KOITUPOBAHUEM.

OtnenbHO cleayeT BBIACIUTh YCTAaHOBJIEHHBIE CTaHAApPTaMHU TpeOOBaHUS K TEKCTOBBIM
JOKYMEHTaM, Kacarolecs CTpyKTypbl nociaeaHux. OHM MOTYT COCTOSTh H3:

eyacTell C IPUCBOECHHBIM HAMMEHOBAaHHMEM U 00O3HAuY€HUEM. 3a UCKIIOYEHHEM IEepBOH,
Ka)XJ0¥ U3 HUX NMPUCBAUBAETCA MOPSAIKOBBIA HOMED;

e KHHUT, Y KOTOPBIX TOKE €CTh HOMepa U HauMEHOBAHNS,

e pazzaenoB. O6s3aTeNbHO MPOCTABISETCS HOMEP KaXKIO0Tr0, OTJEIEHHBIH TOYKON OT OCHOBHOTO
Ha3BaHMs. Touka B KOHIIE Ha3BaHUS HE HCIOJb3YeTCs, MEPEeHOC CcJOB He jomyckaercs. Hawano
Ka)KJI0ro pazzena opopMisieTcss Ha HOBOM JIMCTE;

e osipaznenoB. IlepBas mudpa o00603HAYaeT NPUHAAICIKHOCT, K KOHKPETHOMY paszeny,
BTOpast — MOPSAIKOBBII HOMEP KOHKPETHOIO MoJIpa3zena.

Uto kacaercs mymeparuu, ECKJl npu odopmieHnn HOKYMEHTOB IMO3BOJISIET CAENATh €€ Kak
CKBO3HOM, TaK U OTACIBHOM ISl Ka)KJIOrO pas3jena.

Yero nmenaTth HEIb3SA

BuaumatensHo mocmoTpuTte TpedoBanus ECKJI k coaepxannio u 0(hopMIICHHIO JOKYMEHTAIIHH.
B noxymeHTax colep:KUTCs MCUEPHBIBAIOIINN CIIMCOK TOTO, YTO HEJb3sl YIOTPeOIsTh B TekcTe. Tak,
HEJOIYCTUMO:

e IPUMEHSITH 000POTHI PA3TOBOPHOM PEeUH, TEXHUIIM3MBI, TPO(HECCHOHATTU3MBI;

e IPUMEHATHh JUIsl OJHOTO M TOTO K€ IOHSTHUS PA3JIMYHBIE HAYYHO-TEXHUYECKUE TEPMUHBI,
ONM3KHE IO CMbICITY (CMHOHHMMBI), HHOCTPAHHBIE CJIOBAa M TEPMUHBI IPU HATUYUHU PABHO3HAYHBIX
CJIOB M TEPMHUHOB B PYCCKOM SI3BIKE;

e IPUMEHSTH POU3BOJIbHBIE CJIOBOOOPA30BaAHMUS;

e IPUMEHSTH COKpAILIEHUS CJIOB, KPOME YCTAaHOBJICHHBIX MpaBHJIaMU PYycCKod opdorpaduu,
COOTBETCTBYIOIIMMU I'OCYIapPCTBEHHBIMU CTaHJIaPTAMU, a TAKKE B JAHHOM JIOKYMEHTE;

e COKpalaTh 0003HAUEHUS €IWHUI] (PU3NYECKUX BEIMYMH, €CIIM OHU YHOTpeOmstorcs 0e3
uudp, 3a UCKIIOYEHHWEM eAWHUIl (U3MYECKUX BEJIMYMH B 3arojIoBKax | OOKOBHKAaxX TaOIuIl
U B pacmuppoBKax OYKBEHHBIX 0003HAUEHUH, BXOAIINX B (JOPMYIIBI U PUCYHKH.

[Tomumo atoro, TpedoBanuss ECKJI 2020 roaa 3amnpemaror:

e CTaBUTh 3HAK MUHYC U1 0003HAUEHUS OTPUIATEIHHBIX YHCET;

e IIEpPEUEPKUBATH KPYT B KayecTBe 0003HAUCHUS TUaMETPa;

e TICaTh MaTeMAaTUYECKUE 3HAKU 0€3 YHCIIOBOTO COMPOBOXKIACHNUS;

e yKa3bIBaTh WHAEKCHl CTAaHIAPTOB 0Oe3 0003HAYeHUS MPUCBOCHHOTO WM PErHCTPAIIMIOHHOTO
HOMeEpa.

JIrobo¥i s7eMeHT TekcTa cleAyeT O(OpMISTh B COOTBETCTBUU C MpaBHIIAMHU, OTKJIOHEHUE
OT 00s13aTeNbHBIX TPEOOBAHHI HE JOMYCKAETCs.



[IpuMep BBINIOJIHEHHS TEKCTOBOIO TOKYMEHTA
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3panue ynpasnenus [1OP» pa3paGoraHa B COOTBETCTBHH C NMONMYYEHHBIM 3aJaHMEM Ha
OCHOBaHMH pabouMXxX yepTexeld MPOEKTa COIIACHO NOCYMAApCTBEHHBIM CTaHAApTaM M
HOPMAaTHBHOM CIIpaBOYHOH JUTEpaType.
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1.1.1 Paiion crpouTesibCTBA

"—

3paHue nMeHCHOHHOro (oHAa POCCHW 3alPOEKTHPOBAHO /IS CTPOMTENLCTBA B
ropone Kemeposo. Cpeanssa Temneparypa X0A0AHbIX NATHAHEBKH MHHYC 37°C, cyTOoK
munyc 39°C. Ilpeobnanaromme HanpasieHus BeTpOB — loro-sananxeie. Hopmarnsras
CHerosas Harpyska — 240 kr/M’. T'pyHT rmummcTsii. [y6una npomep3anus rpysTa 220
cm. I'pyHTOBBIE BOZBI OTCYTCTBYIOT. Penbed cTpouTenbHOM niuomanky cnokoinbii, 6e3
BbIPa)XEHHBIX BO3BBIIIEHHOCTEH H HU3MEHHOCTEH.

1.1.2 O6béMHO-NIAHHPOBOYHOE pelIeHHE

OTnnunTENBHOH OCOOEHHOCTHIO MPOEKTHPYEMOro 3HaHMs SABIAAETCH €ro
crnoxHas KoHburypauns B ruane. ['aGaputHele pasmeps! 3aanus 42x27,4 M. 31aHue
mecTHITakHoe. BeicoTa LIOKOIBHOro 3taxa B ocax A-I" — 4,2 M, B ocax 1-5 — 2.9m;
BBICOTA NepBOro 3Taxka B ocax A-I' — 4,2 M, B ocax 1-5 — 3,3M; BbICOTa THIIOBOIO 3Taxa
- 3,3 m. [NonHas BeicoTa 3aaHus — 25,73 M.

Ha 1oKOJIBHOM 3TaXe pacrioNioKeHs! NMoJAco0HbIe TOMELeH!s U CTOSHKA Ha 5-
6 aBromoOuiieil. Ha nepBoM, BTOPOM M MOCHeXYIOIHX 3TaXax pacrnonokeHsbl pabouue
KabHHeTH! nepcoHana u Bce Heobxoaumele noacobHble momenienus. Ha kaxnom staxe
NpeayCMOTPEeHbBI MYKCKOH H KEHCKHH CaHy3JIbl.

Coobmienrie MeXay 3TaXaMH OCYLUECTBIAIOTCH I[OCPEICTBOM JIECTHHIIBI H
NacCaKMPCKUMH JIN(TaMH, BHIMONTHEHHBIMA W3 pacyeTa MOBBIIEHHS KOMMOPTHOCTH H
YCIIOBHS JOCTYNHOCTH MaJOMOOWIBHBIX TPYTII HAaCeleHH.

V ri1aBHOro BXOAa B 3/laHHE NPEIYCMOTPEHO YCTPOHWCTBO TMaHAyca Juis
y06CTBa MepeB03a AeTCKUX W HHBATHHBIX KOJICOK.

B 3nannu Mexay ocamu 8/1 — 9 3anpoekTupoBaHa Bo3Ayxo3abopHas maxra ¢

IIpaBuia opopMiIeHH TEKCTOBBIX JOKYMEHTOB
100mme TpedoBanuA
1.1 TekcTOBbIE JOKYMEHTHI BBHINOJHAIOT Ha (hopMaTax, yCTaHOBJIEHHBIX cTaHAapTaMu EnuHoMN

cucTeMbl KOHCTpYKTOpcKoit nokymenTtarun (ECKII).

OCHOBHBIM CTaHIAPTOM NPH OPOPMIIEHHH TEKCTOBBIX JOKyMeHTOB sBisieTcss [OCT 2.105-95.

O6H.[I/Ie Tpe6OBaHI/I5{ K TCKCTOBBIM JOKYMCHTAaM.

1.2 CtpaHHIbI TEKCTA U MIPUIOKEHUH TOJKHBI COOTBETCTBOBATH hopmaty A4 (210x297).
1.3 BbinmonHeHHE TEKCTOBBIX JTIOKYMEHTOB OCYLIECTBISIETCA C NMPUMEHEHHEM MEeYaTaoMNX U

rpaduuecKux ycTpoicTB BbIBo1a DBM.



1.4 Ilpu BBINOJHEHUH TEKCTOBBIX JOKYMEHTOB HEOO0XOJMMO COOJI0aTh PABHOMEPHYIO
IUIOTHOCTH, KOHTPACTHOCTh M YE€TKOCTh N300paykeHUsl, TMHUU, OYKBBI, TU(PHI U 3HAKU JOJDKHBI OBITH
YEeTKUMH, OJIMHAKOBO YEPHBIMH IO BCEMY TEKCTY. BbicoTa OykB u 1udp 10DKHA OBITH HE MeHee 2,5
MM.

1.5 Omnevarku, ONMUCKY JIOITYCKAETCS UCTIPABIIATH 3aKpalllMBaHUEM OeJI0i KpacKoit

4EPHBIMY YEPHWIAMU WA YEPHOU I'€JIEEBOU MTACTOM.

1.6 TekcT neyaTaeTcsi Ha OJJHOM CTOPOHE JIUCTa Oeoi Oymaru.

Hlpupt Ttexcra l4nt Times New Roman 6e3 HakioHa C TOJXYTOPHBIM MEXKCTPOYHBIM
uaTepBaioM. lllpudT, wuCmONB3yeMblii B WLIIOCTPATHBHOM Matepuaie (TaOmuipl, Tpagukw,
JMarpaMMBbl U T.I1.), TIPH HEOOXOAMMOCTH MOKET OBITh MEHBIIIE, HO HE MeHee 12mT.

1.7 PaccTosiHME OT paMKH /10 TPaHMI] TEKCTa B Hayajie U B KOHLE CTPOK — HE MEHee 3MM.

PaccrosiHMe OT BepXHEN WM HMKHEW CTPOKHM TEKCTAa O BEPXHEH WIIM HW)KHEW PaMKH JOJKHO
OBITH HE MEHEe 12 MMm.

A03a11pl B TEKCT€ HAUUHAIOT OTCTYIIOM , paBHBIM 15 - 17MM.

[Ipumep 3anonHeHns: TEKCTOBOIO JOKYMEHTa NMPUBEAEH B NpuioxeHuu K.

1.8 TekcT nokyMeHTa Ipyu HEOOXOJUMOCTH Pa3AesioT Ha pa3/ieNbl U MOApa3ieibl.

Pa3nensl JOMHKHBI IMETH MOPSIIKOBBIE HOMEPA B IPEJIeNIaX BCETo JTOKYMEHTa,

0003HavaTbCsi apaOCkuMu mudpamMu 0€3 TOYKHU , 3aMUCHIBATHCS CUMMETPUYHO C a03aleBoOro
orctyna mpudpToMm 16nt npomnucHbiMU OykBamu. [loapaznensl AOMKHBI UMETh HYMEpalHio B
npenenax Kaxaoro pasziena.

HanmenoBanusi moapasienoB 3amUCBIBAIOT ¢ ab3ama CTPOYHBIMU OyKBaMH (KpoMme TEpBOM
nponucHoi) mpudrom 14mr.

1.9 3arosoBku pa3AesioB U MOAPA3CiIOB CIEAYeT pacrojararh B CepeHe CTPOKH 0€3 TOUKH B
KOHIIEe, He moauépkuBasi. [lepeHochl ClIoB B 3arojioBKax HE 0MYCKAIOTCS.

1.10 Kaxnpiit pa3aen cieayeT HauuHaTh ¢ HOBOTO JIMCTA.

[IpuMep BBINOJIHEHHS 3aT0JI0BKOB pa3/ena v Moapas3aena.

1 OB30P METOJOB ITOCTPOEHUA CUCTEM VYIIPABJIEHUA

1. Meroa nporpaMMHOIO YIPaBJICHUS

1.11 Cnoo COJIEPX)KAHUE 3amuceiBaloT B BHUIEC 3arojioBka (CUMMETPUYHO TEKCTY)
nponucHeIMM OykBaMu. HanMeHOBaHHS, BKIIOUEHHBIE B COJAEpIKaHME, 3aMUCHIBAIOT CTPOUYHBIMH
OyKBaMH, HAYMHASI C IPOMTUCHOM.

1.12 TlonHoe HaMMEHOBAHME H3JENIMS HA TUTYJIBHOM JIUCTE€, B OCHOBHOM HAANHUCH U IIpHU
MIEPBOM YNOMHHAHUM B TEKCTE NOKYMEHTa JOJDKHO OBITh OJMHAKOBBIM C HAMMEHOBAaHUEM €ro B
OCHOBHOM KOHCTPYKTOPCKOM JOKYMEHTE.

1.13 HaumeHoBaHUs, MPUBOJUMBIE B TEKCTE JOKYMEHTa M Ha WJUIIOCTPALMX, JOJKHBI ObITh
OJIMHAKOBBIMH.

1.14 Tekcr nokyMmMeHTa [OJDKEH OBITh KpaTKuM, YETKMM M HE JIOMYCKaTh pa3iMYHbIX
TOJIKOBAHUU.

1.15 Bce moanucu M 1aThl HAa TUTYJIBHOM JIUCTE, B 3aJaHUU, B OCHOBHBIX HAJIIHUCAX
BBIMOJIHAIOT YEPHBIMU YEPHUIIAMU WA YEPHOM T'eIeeBOM MACTOM.

2 OdopmieHre UILTIOCTPaIHii

2.1 Yeptexu, rpaguku, AuarpaMMbl, CXeMbl, HIUTFOCTPAIUH, IOMEIIAeMbIE B OTYETE, JOJKHBI
COOTBETCTBOBAaTh TPEOOBAHUSM TOCYAAPCTBEHHBIX CTaHAAPTOB EMUHON crcTeMbl KOHCTPYKTOPCKOM
noxymenTaruu (ECKJI).

2.2 WnmrocTpauuy, 3a HUCKIYEHHEM WUIIOCTPALMKA IPWIOKEHUH, CIeAyeT HyMEepOoBaTh
apabckUMU IU(ppaMu CKBO3HOM HyMepaluei.

Ecnmu pucyHok onuH, T0 OH o6o3Hauaercst «PucyHokx 1». Cll0BO «PHCYHOK» U €ro
HAaMMEHOBAHME pacCIoJIaraloT InocepeauHe CTpoku. Ilocne HaMMeHOBaHMS pPHUCYHKAa TOYKa HE
CTaBUTCS.

2.3 JlomyckaeTcss HyMepoBaThb WIIIOCTpAallMM B Ipelenax pasjena. B aTtoMm ciaydae Homep
WUIIOCTPALlMM COCTOMT M3 HOMEpa pasjena M NOPSAKOBOIO HOMEPA WIUIFOCTPALMH, Pa3/IeiIeHHBIX
toukoi. Hanpumep — Pucynox 1.1.

2.4 WnmocTpanuu, npu HEoOXOAMMOCTH, MOTYT HWMETh HAWUMEHOBAHUE M TOSCHHUTEIbHbIC
JNaHHble (MOApUCYHOUHBIM TekcT). CnoBo «PHUCYHOK» M HaMMEHOBaHHME MOMELIAIOT IIOCHE
MOSICHUTENIbHBIX TAHHBIX U PACIoJaraioT CIeAyIOIHIM 00pa3oM:
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Pucynok 1 — Tpurrep

2.5 Ilpu ccplIKax HAa UIUTFOCTPAIUH CIIEAYET MUCATh «...B COOTBETCTBUU C

+pUCYHKOM 1» HpH CKBO3HOM HyMepalMM U «... B COOTBETCTBHUM C pPHUCYHKOM 1.2» mpu
HyMepaluu B Ipejenax paszena.

10. OcHoBbI TUNIOTPA(UKH M MOTUTPAPHUECKOH KYJIbTYPBbI

Tumorpaguka — UCKycCTBO 0(OPMIICHHSI TEYATHOTO TEKCTa, Oaszupyromieecs Ha
OTpEeNeNEHHBIX, MPUCYIIUX KOHKPETHOMY SI3bIKY IpaBHJiaX, MOCPEACTBOM Habopa M BEPCTKH.
Tunorpaduka, ¢ 0JTHOM CTOPOHBI, MPEACTABIAET COO0M OAHY U3 OTpaciiell rpaduueckoro au3aiHa, ¢
JIpYyro — CBOJ CTPOTHUX MpaBUJI, OMNPECNAIONMIUX HCIOIb30BaHUE MIPUPTOB B LENAX CO3JAaHUS
Haubojee TMOHATHOTO Ui BOCHPUATHSA YMTaTeNsl TeKcTa. 3ajadyeid Tunorpaduku, Hambosee
TBOPUYECKOTO 3Tama o(QOopMIIEHUSI TEKCTa, SBJSETCS ONpeAeseHHe MapaMeTpoB Ul MOCIEIYIOMUX
porieccoB Habopa, BEPCTKHU U JOMEUATHOW MOArOTOBKH. JluciumimHa B 00J1acTy Tu3aifHa.

Tunorpaduueckuii mporecc BKIIOYAET BBIOOp peructpa aindaBuTa, TAPHUTYPHI, KOMIUICKTA U
Keryisi mpudra, BBIKIIOYKA M JJIUHBI CTPOK, MEKOYKBEHHBIX, MEXKCIOBHBIX M MEXKIYCTPOUHBIX
mpoOesoB, a TakKe B3aUMHOTO pPACMOJIOXKEHHs TEeKCTa M WJUIIOCTpAlMii Ha 3aledyaTbIBaeMOM
Marepuare.

e TpakTtoBKa cnoBa «Tumorpadguka» HamucaHa 37eCh YCIOBHO M TPEACTABISIET COOOM
BHJIOM3MEHEHHYIO TpakToBKYy b. KpuueBckoro, xotopas Oblna mpuBefeHa B u3gaHuu J[xeiimca
®ennun, n3ganabiM B PO B 2007 1. (¢. 2, C. [lonomapenko). [lepeBon m3nanus nenano bXB CII6 B
2004 r. Briepsbie nznanue 6pu10 n3aano Adobe Press, Pearsons Education, Inc, 8 2003 r. B pycckom
MepeBoJie ATO M3JIaHUE MMeeT Ha3BaHue, Kak «Tunorpaduka: mpudt, BepcTka, nu3aiiny». PeanpHoe
’Ke Ha3BaHue 3TOro m3manus 3ByuuT Tak: «The Complete Manual of Typography (a guide to setting
perfect type)», uto B mepeBoie o3HauaeT kak «llonHoe pyKOBOJACTBO MO PYYHOMY CO3JAHHIO
KpacUBBIX (MJI€aIbHBIX) MEYaTHBIX HM3AaHUN». VHaue roBops, 3TO HM3AaHHUE MPEICTABIAET COOOM
Takoe e «PyKkoBOJCTBO M0 HaOOPHOMY Jeily» U OPOPMIICHUIO («aKIMUJIECHTHBIN Ha0Op») MEeYaTHBIX
u3/laHul, Kakue u3zgaBanu panee B Poccun (cM. coBosmutHr) u CCCP.

— B npenucnoBuu kK u3NaHUIO HamucaHo cienytouiee: «Knuea noceéawena munozpaghurxe —
ucKyccmasy oghopmienus npoussederuli neuamu nocpeoCmeom Habopa u 6epcmKu, KOmopoe umeen u
XyoooicecmaeeHHoe, U mexHudeckull acnekmuoly. Kak Bbl caMu BUANUTE, B MPEAUCIOBUH YKa3bIBAIOTCS
ClIOBa HE «0(OpMIIEHHE TEKCTa», a ClI0Ba «o(hopMIIeHHE MPOU3BEACHUN neyamuy. TpakToBKa xke b.
KpuueBckoro B 3TOM U3JaHUU HamucaHa Tak: «Tunocpaguxka — epaguueckoe oghopmieHue
NneyamHo20 MmMeKkcma Ccpeocmeom Habopa U 6epcmku (MOHMAdNCA), NPOEKMUposauue ulu
HenocpeocmeeHHoe Mooenuposanue o06auka npouzgedenus neuamuy. Jlanee HanucaHo (C.
ITonomapenko): «Takum oOpa3oMm, Tunorpaduka CBs3aHa C TAaKUMHM HOHATHAMU Kak: ,,pudroBas
rpapuka®, ,mpudroBoe odopmienue, ,HMcKyccTBO mpudra“, ,KOMIO3UIMS IE€YaTHOTO
MPOU3BENCHUS“ U T. 1.».

— Taxke ykaspiBaeTcsi, 4TO0 camoe oOliee ompeneneHue 3Toi obiacTu nonurpaduu
(tunorpaduke), npuHaaaexxkut Crennu MopucoHy, KoTopoe ObLIo OmyOJauKoBaHO B bpuTaHckoit
SHIMKIIONEIUH: «cKyccmgo nooobaiowe2o pacnonodicenus HabOpHO20 Mamepudanda CcooOpasHo
KOHKDEMHOMY HA3HAUEHUIO .

— IlpuBoautcs TpakroBka (Tunorpapuku) mo A. D. MunbunHy u3 ero cinoBaps 1998
r.: «Tunoepaghuxa — smo 6ceco nuwb epaguka, U300PAZUMENLHBIMU NEMEHMAMU KOMOPOLL
ABNAOMCS HAOOpPHbIe wpugmovl U mMamepuanvl (TUHEUKU, 3HAKY, OPHAMeHmbl U m. O.)». YTOObI
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gutarenu u3ganus J[. @enuum nydie nmoHuMand, 4ro takoe «Tumorpaduka», B HEM MPUBOAITCS
JIOTIOTHATEIHHBIC IIECTh TPAKTOBOK CiI0Ba « Tunorpaduka:

e 1. «Tunoepaghuxa — cucmema oghopmnenus Habopa u 6epCmKU NEHAMHO20 UOAHUSL 8 YELOM
UU €20 21eMEHMO8... ).

o 2. «Tunoepaghuxa — «kpye 6uU008bIX 0CObeHHOCmEel HADOPHO20 OQOPMIEHUS PA3HbIX
neuamuulix oopm (Hanpumep: munocpaguxa 2azemvl, munozpagpuxka niakama...)».

e 3. «Tunoecpagpuka — COBOKYNHOCMb  XYOOIHCECMBEHHbIX — OCODeHHOCmell  HAOOPHO20
ohopmaenus cepuu, YUKIa Uy Spynnvl U30AHUN UIU UX DTIeMEHMOB... ).

o 4. «Tunoepaghuxa — xydoodcecmeennoe npouszgedenue, NpPoOOYyKm mMEopuecKo2o mpyod
XY00IUCHUKA — Oghopmumenisi u30anuil unu cepuil (Hanpumep. uinrocmpayuu Meanosa)».

e 5. «Tunoepaghuxa — 6uo xyoosicecmeenHHo2co meopyecmad. ...

¢ 6. «Tunoecpagpuka — 6onioOWeHUEe XYOOHCECMBEHHO20 CMUISL ONPeOeNeHHOU  UKObL,
HanpasieHue 8 UCKyccmee neuamu...».

— B mnonurpadguueckom TunorpadckoM (M3natesnbckoMm) HabopHoM nene Poccum (cwm.
cnoBosutHU) U CCCP cnoBo «Tunorpaduka» HE HCHOJIB30BANIOCh. BMECTO HEro HCMoIb30BalIach
Takoe TOHATHE, KaK «XyH0XKECTBEHHOE pPEIaKTHPOBAHMUE», KOTOPOE TECHO TIEPEIUIeTaeTCs C
«TeXHHYECKUM PEIAKTHPOBAHUE», T. K. B HUX HCIOJB3YIOTCS OJWHAKOBBIC METOJBI M TPUHITUIIBI
paboTel. TONBKO B TEXHHUYECKOM pPENAKTHPOBAHWU HCIIOJIB3YIOTCS B OCHOBHOM MaTeMaTH4eCKHe
Ha0OpHBIE pacueThl (pa3audyHbIE WHXXEHEPHBIM HaOOpHBIE GOpPMYIBI), T.K. HAOOpPHOE Jeio
«HA0OPIIMKOB BpYyYHYIO» OCHOBaHO Bce Ha maTteMaTuke. B CCCP xymokecTBeHHOE peakTHpOBaHUE
OCYIIECTBISUTH  «XY/IO)KECTBEHHBIE PENAKTOPhl», KOTOPhIE HMENH, KaK TMPaBHIIO, BHICIICE
noyurpaduueckoe obpazoBanue (XTOIII). B MI'VII um. U. denopoBa odopmiieHne medaTHBIX
W3JIaHUM 70 CHX MOp HU3y4yaloT XYIOKHUKH, (DaKkylbTeT KOTOpbIX HazbiBaeTcs, kak XTOII —
XY/I0)KECTBEHHO TEXHHYECKOe O(OpMIICHHE TEYaTHBIX MPOAYKIMA. DTH JIAIA TAKXKe U3ydaroT (HO
HavyaJbHBIC) CBEACHMS 1O TUNOrpadCKUM TpaBUiaM Ha0Opa M BEPCTKH «HAOOPIIMKOB BPYUHYIO»
(kernb, MHTEPIMHBSDK, WpUdT, popMat mosoc, GopMaT U3JaHUN, TUTYIBHBIE 1., BUABI TIEPEILICTOB,
BHJIBI CKPETJICHUS U3JaHHUK U T. 11.). CaMbIM M3BECTHBIM XyJ0KeCTBEHHBIM penakTopoB B CCCP Obut
m3BecTHhI B. B. [laxomoB. Ha npaktrke B THnorpadusx 3aMbIcel XyI0KECTBEHHOTO 0(QOpMIIECHUS
MEYaTHBIX M3JaHUN BBIMOJNHSAIU BCEra «HAOOPIIMKHU BPYUHYIO» (MX Ha3bIBAIM «AKIMJIEHTHBIC
HaOOPIIUKN»), KOTOPBIE Ha Mpo(decCHOHATFHOM YPOBHE M3Yy4alld BCE MpaBuiia Habopa, BEPCTKU U
aKIUJICHTHBINA HAOOP, O YeM YKa3bIBaJOCh NMPAKTUUYECKHU BO BCEX y4EOHMKaX 10 HAOOpPHOMY Jeny AJis
HabopmukoB Bpyunyto. Hanmpumep, B u3manmsx JI. E. Karmutan (1941 1.) ecth yeTkoe onucanue, Kak
«AKUMIEHTHBIN Habopumk» («Habopmuk BpydHYIO»— aKIMIEHTIUS JTO CIELHATU3aIus)
BBITIOJIHSET B TUNOTpaduu 3aMbIcel XYI0KHHKA O(OPMUTEINS, KOTOPBIM XyI0KECTBEHHO 0(GOpMUI
MeYaTHOe M3/aHue, T. K. CaMU XYJIOKHUKU HE CTOSJIM C BEpCTaTKOMl B pyke B TUnorpaduax (oHH
paboTanu, KaKk MpaBuio B U3AaTeabcTBax). «Habopumky BpyuyHy0» HA0OpHOMY JIeny 00y4aluch 1o
U3JIaHUSIM, KOTOpPBIE HCTOPUUYECKU UMENH CXOKHE MeXAy co00i Ha3BaHud (cioBa) — «PykoBoACTBO
s HabopuwkoBy, «Tumorpadckoe nabopHoe neno», «Habopuoe neno», «Pyunoit HabGopy,
coBpeMeHHoe HaszBaHue «Tunorpadckuil KOMIbIOTEpHBIM HaOboOp». Hampumep, B CIOBOIUTHSIX 3TO
obutn u3ganus: Hemua @. baysp «PykoBoactBo ans Habopmukos» (1910 u 911 rr., 8 CCCP 1930
r.), II. Konomuun «Kpatku cBenenust nmo tunorpadekomy nemny» (1899 u 1929 rr.), U. bormanos
«HabopHuo-tunorpadckoe neno» (1904, 1909 u 1912 rr.). CCCP — A. Ocenckuii, 1. Muxaiinos
«DQneMeHTapHbIi Kypc TexHuku HabopHoro nena» (1920 r.), JI. T'eccen «BepcTka mmmocTpanuii B
kaure» (1932 r.), W. I'anaktuoHoB (0OBIYHO OBLT cocTaBHTENEM TakuM wu3fanuii) «Kparkue
cBefieHus o HabopHoMy aeny» (1929), C. Pemeros «Habopuoe aemno...» (1939, 1953, 1954 rr.), JI.
Kamnan «Texunonorus HabopHoro aena» (1941, 1947 rr.), H. CniupoB «AxkuuaeHTHBINH Hab0p» (1950
r.) u «Texnomorus HabopHbIx mporeccoB» (1970 r.), M. llynemeiicrep «Pyunoit Habop» (1967 r.),
JI. BonkoBa (MI'VII um. 1. ®@enoposa) «TexHonoruss HabopHoro npoussoactsay (1979 u no 2000
rr.), B. Burmopuuk «Pyunoit HaGop» (1985 r.), u usmanus nocne 2000 r. mo tunorpadckomy
KoMITbloTepHOMY Habopy. CerofHs 3Ta CennanbHOCTh Ha3bIBaeTCs, Kak «Omneparop 3MeKTPOHHOTO
Habopa ¥ BEpCTKM.

B sTuMonorudeckux cioBapsx HE paccMaTpuBaeTcs clioBO Tumorpaduka. [IpoucxoxkneHue
OCHOBHI CJIOBA BEPOSITHO TAKOE Ke KaK y pa30MpaeMoro UMM clIoBa TUnorpadusi.

Tunorpadust — MCKycCTBEHHOE HOBOOOpazoBaHue Ha 6aze TOmog — yaap (0T TVTw — ObIO),
OTTHUCK t+ YpAQEW Ypapm — muiry, imprimerie; typographie, art de I'imprimerie. biuskue ciosa



tuniorpadckuii  (de I'imprimerie) u Tunmorpaduueckuii (typographique, de la typographie).
Tunorpadust 0603Ha4aI0 MEYaTHIO, ABOP MEYATHBIX KHM)KHBIX JeJl, HOJIUrpaduieckoe IpeaArnpHusITie
M3TOTOBJIICHUIO MEYaTHOW mpoaykiuu. Ymnorpebnsercs ¢ Hadana XVIII Beka (Haumnas ¢ lltypma,
1709 r., 1704 r.), otmeuaercs B cioBapsix ¢ 1731 r. OTCyTCTBYET B JPYIUX CIABSHCKHUX SI3bIKaX —
TOJIKO PYCCKOE€ CJI0BO. B pyccKoM si3bIKe €BPOICHCKOIro MPOMCXOXACHUS depe3 HeM. Typographie
wm ¢p. Typographie (ot ¢p. typographe, ussectHo ¢ 1577). Takke BO3MOXKHO IMOCPEICTBOM
Huzepi. typografie, typograaf, kotopoe Toxke U3 PpaHIly3CKOTO.

B oOmmx TONKOBBEIX CIIOBapsX HE paccMarpuBaerTcs cioBo Tunorpaduka. CioBaps
Kysnenosa u MAC coaepkut cioBo rpaduka (0T HEro yKa3pIBaeTCs MpuiiaraTeIbHOe TpapuuecKuii)
B 3HAYCHUSIX H300pa3HTEIBHOTO HCKYCCTBA W HadepTaHWs OYKB M CIIOBO THIOTpaUUYECKHil C
nurato «bubmuodunel Oymyr OnmarogapHbl 3a THIOTPAQUYECKYIO U3SANIHOCTD W3JIaHUS» U3
«CnoBaps o Ceareix» A. C. [lymkuna, nmpupaBHUBaeMoe K cioBy tunorpadcekuii. CiioBo rpaduka B
pYcCcKOM 3auMCTBOBaHO U3 (p. graphique u BepositHO nipoucxomut u3 Hem. Graphik (rped. ypogikn).

B anrnwmiickoMm s3bIke cioBo typography, wMeer eQMHCTBEHHOE 3HAYEHHE - HCKYCCTBO
MOATOTOBKM KHHUTH, IMe4aTHOe oQopmiieHne, OCOOEHHO B 4YacTH Ju3ailHa TEKCTa, TaKxKe
UCIONB3YIOTCS  mpuiaratenbubie typographical u typographic. B anrmo-pycckux ke  ciaoBapsx
YKa3bIBaeTCsl JBOMCTBEHHOE 3Hau€HUEe - Tunorpapckuil u odopmieHue kHuru. 1 B mepeBoaHbIX
W3aHUSIX BCTpeUYaeTcs TO Tumnorpaduyeckuif, To THUNorpadckuii. BHemHe mnoxoxkee pycckoe
CIIOBO TUTIOTpadus KaK MpeInpusiTHE COOTHOCHTCS ¢ printing-house, printery.

MHoro HauyuHaromuxcst c typo- cIoB HeCyT 3HaueHus TUNonorpadCcKuii M IeYaTHBIH.
Tak typophil - s10 mobutens o00pasmoB mewyatHoro aenma, atypographist- 3martox wucTopum u
uckycctBa kHUTH. B 18-19-m Bekax wucmonp3oBajiach TEXHUKAa C Ha3BaHWEM THIIOMETPHS —
HUCKYCCTBO HaOUpaTh W TMeYaraTh MOABWXKHBIMH THUIAMH, MPEUMYIIECTBEHHO JIaHIKapThI,
CUTYaI[MOHHBIE YEPTEKHU U IUIAHbI, TAKXKE MaTeMaTU4Yeckue (pUrypbl, pUCYHKH >KUBOTHBIX, LIBETOB U
[IPOYEro, 3HAKOBHIE MUCbMEHA, KaK HalpuUMep Heporaupuueckoe M KuTaiickoe nucbMo. [lpyras
MOSIBUBILIASICS «TUIIOMETPHS (OT TOTOG U ...METPUsI) — CUCTEMA U3MEPEHHSI JIEMEHTOB B HAOOPHBIX
dbopmax. Tumomerp — UHCTpyMEHT U300peTéHHBIN [leb60 U ciyKauuid a1 TOYHOTO OMPESICHUS
MeYaTHBIX OYKB.

HckyccTBO — KHMTONEYaTaHMs — HAdaloch € KCuilorpaguueckoro uckyccrsa. Hacrosimee
KHUTOIIeYaTaHue, TO €CTh TUNOrpaduuecKoe UCKYCCTBO (MTOCPEACTBOM MOJIBUKHBIX JIUTEP) HAYAIOCh
¢ I'yrenbepra.

Pacuger tunorpaduku Havancs B EBporne, riae oHa nmosBuiack B cepenune XV Beka. [lepBbim,
KTO CEpbE3HO 3aHSICA EBPONENHCKUM TUIOrpaduiyeckuM HCKyccTBoM, crtain Morann I'yrenGepr,
HeMenKui n3obperartens U roBeaup. Cosznas B 1440 roay u3 CBHHIIOBBIX OyKB HaOOpHYIO (hOpMy, OH
[oJIapuil MHUpY IepBbli nedaTHbIM cTaHOK. OTHBIHE CO34aBaTh KHUIM CTAl0 TOpa3/o Mpoule, ux
CTOMMOCTh YMEHBIIWJIACh, a KOJIMYECTBO — Bo3pocio. U cmycrs 14 ser Obuia BhIylleHa HepBas
HareyaTaHHas KHUra, ei crasa bubmnus, HabpaHHas roTuyeckuM mwpudrom — 31oT WpudT Haubdosee
COOTBETCTBOBAJI PYKOIIMCHOMY TEKCTY T€X BpEMEH, ObUI 3HAKOM U yA00EH YMTaroIIel myonuKe.

C BBeseHHe NOJBW)XKHOM JIMTEphl HAayMHAETCsl Hacrosiee Ttunorpagckoe aeno. Ilepsbie
[I€YaTHUKHU B CBOMX M3/IaHUAX NOJPAXKar0T PYKOIUCHON KHUre, YIOTPeOIIsAIOT COKpalleHus (TUTIa) U
oOo3Hauator mnpexnpeuns. Ilarmnanus (Hymepauus CTpaHWI) M 3arjlaBusi B HEKOTOPBIX
MIEPBONEUATHBIX AK3EMIUIAPaX OTCYTCTBYIOT, a HIpU(PT cBoeil (opMoil HAmOMHHAET PYKOMIHMCHBIE
OYKBBI.

C cepeaunbl 15-ro Beka Ha4MHAIOT 3apOXKJAThCsl MEpBble OCHOBBI TuUnorpaduku. I'saas Ha
PUMCKYIO KallUTENb U I'YMaHUCTHYECKUI MUHYCKYII, (bpaHIy3cKHii rpaBép Hukous
JXaHCoH BbIpe3aeT  MEPBYIO AHTUKBY. B rtumorpadckyro = Moay  BXOAUT  NPHHLUI
PaBHOMEPHOCTH UHTEPJIMHBSDKA U a03aI[HOr0  OTCTYMa JUIl  BBIACTCHUS W CTPYKTYPHUPOBAHUS
tekcra. [1IBaiinonst @uone B 1490-1491 rr. nepBbIM cTan neyaTarh CJIaBIHCKHE KHUTH LEPKOBHBIMU
OykBamu, kupwummueid. B 1494 rogy Anbn Manyiuii, uTanbsHCKUil Tunorpad M u3IaTenb U3
Benenyn HauMHaAET BBITYCKaTh KHUTH.

B nauane 16-ro Beka B 1501 r. Anpa Manyiuit coznan kypcuB. Okosio 1583 BBeieHBI B TEKCT
Oonbme OykBbl. 16-if Bek NpHHEC WLIIOCTPUPOBaHHBIE KHUTU. llepBoe BpeMs OpHAMEHTOBKA,
MOJIyYMBILIAs Havyajo B AyrcOypre, ¥ 0CoOOEHHO IpaBiopa, Oblla MEpBOOBITHA U rpyda, TOJIBKO C
pa3BuUTHEM pabOTHI HA MEIU OHA JOCTUTaeT OOJIBIIOTO COBEPILIEHCTBA.


https://ru.wikipedia.org/wiki/%D0%9D%D0%B5%D0%BC%D0%B5%D1%86%D0%BA%D0%B8%D0%B9_%D1%8F%D0%B7%D1%8B%D0%BA
https://ru.wikipedia.org/wiki/%D0%A4%D1%80%D0%B0%D0%BD%D1%86%D1%83%D0%B7%D1%81%D0%BA%D0%B8%D0%B9_%D1%8F%D0%B7%D1%8B%D0%BA
https://ru.wikipedia.org/wiki/%D0%A4%D1%80%D0%B0%D0%BD%D1%86%D1%83%D0%B7%D1%81%D0%BA%D0%B8%D0%B9_%D1%8F%D0%B7%D1%8B%D0%BA
https://ru.wikipedia.org/wiki/%D0%9D%D0%B8%D0%B4%D0%B5%D1%80%D0%BB%D0%B0%D0%BD%D0%B4%D1%81%D0%BA%D0%B8%D0%B9_%D1%8F%D0%B7%D1%8B%D0%BA
https://ru.wikipedia.org/wiki/%D0%91%D0%BE%D0%BB%D1%8C%D1%88%D0%BE%D0%B9_%D1%82%D0%BE%D0%BB%D0%BA%D0%BE%D0%B2%D1%8B%D0%B9_%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C_%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%BE%D0%B3%D0%BE_%D1%8F%D0%B7%D1%8B%D0%BA%D0%B0
https://ru.wikipedia.org/wiki/%D0%91%D0%BE%D0%BB%D1%8C%D1%88%D0%BE%D0%B9_%D1%82%D0%BE%D0%BB%D0%BA%D0%BE%D0%B2%D1%8B%D0%B9_%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C_%D1%80%D1%83%D1%81%D1%81%D0%BA%D0%BE%D0%B3%D0%BE_%D1%8F%D0%B7%D1%8B%D0%BA%D0%B0
https://ru.wikipedia.org/wiki/%D0%9C%D0%B0%D0%BB%D1%8B%D0%B9_%D0%B0%D0%BA%D0%B0%D0%B4%D0%B5%D0%BC%D0%B8%D1%87%D0%B5%D1%81%D0%BA%D0%B8%D0%B9_%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C
https://ru.wikipedia.org/wiki/%D0%A4%D1%80%D0%B0%D0%BD%D1%86%D1%83%D0%B7%D1%81%D0%BA%D0%B8%D0%B9_%D1%8F%D0%B7%D1%8B%D0%BA
https://ru.wikipedia.org/wiki/%D0%9D%D0%B5%D0%BC%D0%B5%D1%86%D0%BA%D0%B8%D0%B9_%D1%8F%D0%B7%D1%8B%D0%BA
https://ru.wikipedia.org/wiki/%D0%93%D1%80%D0%B5%D1%87%D0%B5%D1%81%D0%BA%D0%B8%D0%B9_%D1%8F%D0%B7%D1%8B%D0%BA
https://ru.wikipedia.org/wiki/%D0%A2%D0%B8%D0%BF%D0%BE%D0%B3%D1%80%D0%B0%D1%84%D0%B8%D1%8F
https://ru.wikipedia.org/w/index.php?title=%D0%A2%D0%B8%D0%BF%D0%BE%D0%BC%D0%B5%D1%82%D1%80%D0%B8%D1%8F_(%D1%82%D0%B5%D1%85%D0%BD%D0%B8%D0%BA%D0%B0_%D0%BF%D0%B5%D1%87%D0%B0%D1%82%D0%B8)&action=edit&redlink=1
https://ru.wikipedia.org/wiki/%D0%9A%D1%81%D0%B8%D0%BB%D0%BE%D0%B3%D1%80%D0%B0%D1%84%D0%B8%D1%8F
https://ru.wikipedia.org/wiki/%D0%95%D0%B2%D1%80%D0%BE%D0%BF%D0%B0
https://ru.wikipedia.org/wiki/%D0%98%D0%BE%D0%B3%D0%B0%D0%BD%D0%BD_%D0%93%D1%83%D1%82%D0%B5%D0%BD%D0%B1%D0%B5%D1%80%D0%B3
https://ru.wikipedia.org/wiki/%D0%9A%D0%B0%D0%BF%D0%B8%D1%82%D0%B5%D0%BB%D1%8C_(%D1%88%D1%80%D0%B8%D1%84%D1%82)
https://ru.wikipedia.org/wiki/%D0%9C%D0%B8%D0%BD%D1%83%D1%81%D0%BA%D1%83%D0%BB
https://ru.wikipedia.org/wiki/%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D1%8F_%D0%96%D0%B0%D0%BD%D1%81%D0%BE%D0%BD
https://ru.wikipedia.org/wiki/%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D1%8F_%D0%96%D0%B0%D0%BD%D1%81%D0%BE%D0%BD
https://ru.wikipedia.org/wiki/%D0%90%D0%BD%D1%82%D0%B8%D0%BA%D0%B2%D0%B0
https://ru.wikipedia.org/wiki/%D0%98%D0%BD%D1%82%D0%B5%D1%80%D0%BB%D0%B8%D0%BD%D1%8C%D1%8F%D0%B6
https://ru.wikipedia.org/wiki/%D0%90%D0%B1%D0%B7%D0%B0%D1%86%D0%BD%D1%8B%D0%B9_%D0%BE%D1%82%D1%81%D1%82%D1%83%D0%BF
https://ru.wikipedia.org/wiki/%D0%A8%D0%B2%D0%B0%D0%B9%D0%BF%D0%BE%D0%BB%D1%8C%D1%82_%D0%A4%D0%B8%D0%BE%D0%BB%D1%8C
https://ru.wikipedia.org/wiki/%D0%90%D0%BB%D1%8C%D0%B4_%D0%9C%D0%B0%D0%BD%D1%83%D1%86%D0%B8%D0%B9
https://ru.wikipedia.org/wiki/%D0%9A%D1%83%D1%80%D1%81%D0%B8%D0%B2
https://ru.wikipedia.org/wiki/%D0%9E%D1%80%D0%BD%D0%B0%D0%BC%D0%B5%D0%BD%D1%82
https://ru.wikipedia.org/wiki/%D0%90%D1%83%D0%B3%D1%81%D0%B1%D1%83%D1%80%D0%B3

B 17-m Beke tumorpaduka HaYMHAET MEHATHCA, OTHABAs MPEANOYTEHUE YTOOOYMTAEMOCTH
KHUT, TBITasACh agalTUPOBaTh W3JaHUs JUId OoJbiiero kpyra uurateneil. C 3THUM CBsI3aHO
yMeHbIIeHne (opmara, BUJOU3MEHEHHE MPU(TOB — COXpaHAs YETKOCTh OTTHUCKA, OHU CTAHOBSTCA
Oonee TsKeNOBeCHHIMH. B 17-M  Beke KHUromeyaTaHue TEpeXOJUT K OOBIKHOBEHHBIM
TUNOTpapIIMKaM-PEMECIIEHHIKAM U Ka4eCTBO KHUT'H C BHEITHEH CTOPOHBI MA/1aeT.

B 18-m Beke ykpameHuss KHHTH, €€ MmpU(T, NEperuiéT OOCTUralOT CHOBAa OOJIBIIOTO
coBepuieHcTBa. Beibop mpudra, ykpamenuii, Oymaru, popMaTa, COCTaBICHUE CMETBI, KOPPEKTYpa U
T. Il. OTHOCUJIOCh K KHUTOU3/1ATEIbCTBY U3Yy4aeMOMY KHUTOBEJCHUEM.

B Poccuto tTunorpaduka mpuxoIuT BMECTE € IEPBBIM KHUTOTICYaTHUKOM MBaHoM DENOPOBHIM,
OTKpeIBIIUM B 1563 romy mepByto tumorpadguio B MockBe, W TpopabOTaBIIUM KpPacOYHOE
odopMIIeHHE CO MHOKECTBOM MEJIKHX JICTaJeH.

B monwiTke BBecTH THUHOTpaduKy B paspsa Hayk (panmysckuil rpasép I[Ieep @ypube B 1773
rony nyonukyer «Tunorpaguueckoe pyKoBOJICTBO», IJie MPEACTaBIeHAa €ro COOCTBEHHas cucTeMa
onpezeneHus Kers mpudra; A1 3TOro OH MPEAI0KUI UCIIOJIb30BaTh MUK U MyHKTHI.

B BHUUTO B 1980-x naBancs mnpenMer «rtunorpaduka». Tumnorpaduka kKak ydeOHas
JUCHMILIMHA AaETCS IS CHEUalbHOCTU JTU3aiiH.

Hctoprueckn ¢ tunorpaduxoil cBsizaHbl 0QopMICHHE KHUTH M IIPUPTOBON IU3alH, XOTS
OOJIBIIMHCTBO TUNOTPAa(OB HE PUCYIOT MIPUPTOB, & HEKOTOPbIE MIPUPTOBBIE TU3alHEPH HE CUUTAIOT
ce0s Tunorpadamu.

Bo B3rnsigax Ha TUnorpaguky HeT equHOM ToukH 3peHus. OIHU CUUTAIOT €€ HayKoU, Ipyrue —
UCKYCCTBOM, TpETbU — MacCTE€pPCTBOM, a 4eTBépThie — Quiocodueit. Ho He Toibko B 3TOM
3aKmmouaeTcss npeamer cropa. CoBpeMeHHbIe AU3aiiHEphl pacXosITcsi U BO MHEHUH KacaTelbHO
opopMIIEHHST TEKCTa: OJHM MOJCTPAUBAIOTCS IOJ MOCTOSHHO MEHSIOUIUECS MOJIHbIE TEHICHIIUH,
JIETKO SKCIEpPUMEHTUPYS ¢ GOopMOM U pa3MepoMm; Ipyrue OTAAT JaHb TPAJAULIUAM, HMpPearnoyuTast
KJIaCCHYECKHe, TPOBEPEHHBIE BPEMEHEM HIPU(THI; TPEThHU MOJIAraloT, YTO BCE ATO MOKHO COCTUHUTH
BMECTE U CO3JaTh HEYTO MPUHIMIIHAIBLHO HOBOE U enlé Oosiee ynoOHOe /Ui IIaBHOTO MOTPeOUTENs —
yutarens. Tak WiIM MHAYe MMEHHO Onarojapsi TUM Npo(ecCHOHATBHBIM CIOpaM M JUCKYCCHUSIM
Tunorpaduka He CTOUT Ha MECTE, a MMOCTOSIHHO Pa3BUBAETCS KaK caMOJ0CTaTOYHAas JesITebHOCTb, K
Kako# Obl chepe OHa HM OTHOCHIIACH.

TunorpaduKoil 3aHUMAIOTCS apT-AUPEKTOPa, BEPCTAIBIIMKH, HAOOPIIHKH, rpaduuecKue u
BeO-u3aiiHephbl, O(PHCHBIC COyXallue W Bce, 4bsi paboTa cBs3aHa ¢ odopmieHHeM HaOpaHHOTO
mpudToMm Tekcra. B norudposyro amoxy tunorpaduka Oblia crenyuaaIn3upoBaHHo# podeccueii, Ho
ceifuac MOKHO CKa3aTh, UTO «TUIOTrpadrka — 3TO TO, YEM 3aHUMACTCS KaXKIbIiD».

11. UudopManiuoHHO-CIIPABOYHBIN U MH(POPMAITHOHHO-TIOMCKOBBIH
anmapar J0KyMeHTa

Jlst obneryenus moucka M AocTyna K uHopMaiuu B Kak10i 6uonuoteke cymectByeTr CBA -
cIpaBOYHO-OHONIMOrpadguueckuil ammapar, KOTOPbIA BKJIOYaeT B ce0s KaTajoru, KapTOTEKH,
oubnuorpaduueckue ykazarenu, 0a3bl JaHHBIX, CIPABOYHBINA (POHJ, MHPOPMAIMOHHO-TIOMCKOBHIE
CUCTEMBI.

CambiM TpocThIM U 3G GEKTUBHBIM IyTeM MOJyuyeHUs: WHpopManuu sBiseTcs oOpalleHue
K cipaBoYyHOMY (OHIY: CJIOBapsiM, CIPaBOYHMKAM M SHIUKIONEAUSIM. 37eCh MOXHO HaWTH
XapaKTePUCTUKY JTIO0OW TeMbl WM MpEAMeTa, U, BO3MOXKHO, CIIMCOK JUTEPaTyphbl MO JaHHOMY
Bonpocy. [Ipu HanuuMuy crmcka JIMTepaTypbl MOXKHO Cpa3y OTHPABIATHCS K al(aBUTHOMY KaTajory.

AJdaBUTHBIN KaTaJOr OTpa)kaeT UMeEroIIUiics B 6ubnuoreke GoHA B andaBUTHOM MOpsAKeE
(damunuii aBTOPOB M Ha3BaHUH KHUT. Al(aBUTHBIN KaTajor HY)KeH, eClIi HEOOXOJUMO y3HaTb, €CTh
7 B OMOIMOTEKe KOHKPETHAsl KHUTA WJIM KHUTH KaKoro-TO aBTOpa.

Jist Toro 4toObl OTHICKATh KHUTU IO KAaKOH-TO ONpEIENICHHON Teme, cienyeT oOpaTUThCs
K CHCTEMaTHYeCKOMY KaTaJlory, KOTOPBIH packpblBaeT cojepxaHue (oHIOB OHUOIMOTEKH 10
oTpacisaM 3HaHUH. CucTeMaTH4ecKuil KaTajlor pa3oUT Ha OT/IEJIbHBIE YacTH, KOTOPBIE MPEICTABISAIOT
OTJeNIbHBIE OTPACIIM 3HAHUS U UMEIOT MHJIEKCHI - YCIIoBHBIE MdpoBbie 0003HaueHus (uHuexc bBK).
HayunTbcs m0OIB30BaThCS CUCTEMATUYECKUM KaTaJIOIOM IIOMOKET 3HAaHWE OCHOBHBIX Pa3JENoB, T.K.
B CHCTEMATHYECKOM KaTajore KapTOUYKH pPACCTaBIEHBI M0 OTpAciIsAM 3HaHMs, T.€. MO OTAEIaM.
[Io3HaKOMUBIINCH C MEPEYHEM pa3JIENIOB KaTajora, MOXXHO BBICHUTH, B KaKOM OTJAEJE KaTajora
MOJKHO HalTH KHUTH 00 aBTOMOOWJISX, O OaneTe, o copTe U T. . UToObI y3HaTh, B KAKOM OT/ENe
HCKaTh MHTEPECYIOINE HAC KHUTH, HYXHO BBIACHUTH UHAEKC oTaena (bBK).


https://ru.wikipedia.org/wiki/%D0%9A%D0%BD%D0%B8%D0%B3%D0%BE%D0%B2%D0%B5%D0%B4%D0%B5%D0%BD%D0%B8%D0%B5
https://ru.wikipedia.org/wiki/%D0%9A%D1%83%D0%BB%D1%8C%D1%82%D1%83%D1%80%D0%B0_%D0%A0%D0%BE%D1%81%D1%81%D0%B8%D0%B8
https://ru.wikipedia.org/wiki/%D0%98%D0%B2%D0%B0%D0%BD_%D0%A4%D1%91%D0%B4%D0%BE%D1%80%D0%BE%D0%B2
https://ru.wikipedia.org/wiki/%D0%A4%D1%83%D1%80%D0%BD%D1%8C%D0%B5,_%D0%9F%D1%8C%D0%B5%D1%80_%D0%A1%D0%B8%D0%BC%D0%BE%D0%BD
https://ru.wikipedia.org/wiki/%D0%9C%D0%BE%D1%81%D0%BA%D0%BE%D0%B2%D1%81%D0%BA%D0%B8%D0%B9_%D1%82%D0%B5%D1%85%D0%BD%D0%BE%D0%BB%D0%BE%D0%B3%D0%B8%D1%87%D0%B5%D1%81%D0%BA%D0%B8%D0%B9_%D1%83%D0%BD%D0%B8%D0%B2%D0%B5%D1%80%D1%81%D0%B8%D1%82%D0%B5%D1%82_(%D0%92%D0%9D%D0%98%D0%98%D0%A2%D0%AD)
https://ru.wikipedia.org/wiki/%D0%9E%D1%84%D0%BE%D1%80%D0%BC%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5_%D0%BA%D0%BD%D0%B8%D0%B3%D0%B8
https://ru.wikipedia.org/w/index.php?title=%D0%94%D0%B8%D0%B7%D0%B0%D0%B9%D0%BD_%D1%88%D1%80%D0%B8%D1%84%D1%82%D0%B0&action=edit&redlink=1
https://ru.wikipedia.org/wiki/%D0%90%D1%80%D1%82-%D0%B4%D0%B8%D1%80%D0%B5%D0%BA%D1%82%D0%BE%D1%80
https://ru.wikipedia.org/wiki/%D0%92%D0%B5%D1%80%D1%81%D1%82%D0%B0%D0%BB%D1%8C%D1%89%D0%B8%D0%BA
https://ru.wikipedia.org/wiki/%D0%9D%D0%B0%D0%B1%D0%BE%D1%80%D1%89%D0%B8%D0%BA

DTO TMOMOXKET CcJeNaTh aJipaBUTHO-IPpeAMeTHbI yka3zareab (AIlY), npexacrasistoniuit
co0Oi MaccuB KapTOYeK C MepeyHeM HAaUMEHOBAaHHM INPEeIMETOB MJIM CIMCOK (OTpaciei 3HaHui,
SIBJICHUH, TEM, UMEH U T.]1.), JINTEpaTypa O KOTOPBIX pacroJioxkeHa B katajore. Ha kaxaon kaprouke
HaIKMCaHbl Ha3BaHME TeMbl M pasgen karanora (uuaekc BBK) (manpumep, «36e30v1» - 22.6).
Kaprouku B andaBUTHO-IPEAMETHOM yKa3aTeJie PACIIOIOKEHBI B MOPsIKe al(aBuTa HAMMEHOBAHUS
MPEAMETOB.

Ecnium wuHTEpecyroT cTaThu B JKypHallaxX, ra3erax, COOpHHKax, HYXHO 0OpaTUThCS
K CHCTEMATHYECKON KapToTeKke cTaTeil, KOTOpas IOCTpOEHa II0 CXEME CHCTEMaTHYeCKOro
Karajora, TO €CTh OTPa)KaeT CTaThH MO OTPACIISIM 3HAHUH.

CymectByer  eme  OOuH M3 [myTedl  BhIOOpa  JUTEpaTypbl  —  TOUCK  C
IIOMOIIIbIO OMOAMorpaguuecKux  ykasarteiaeid. buOnworpaduyeckue  ykasaTenqm -  3TO
AHHOTHUPOBAHHBIC CIUCKU JIUTEPATYPHI, TIOJOOPAHHBIE MO KAKOW-TO OMPEICIICHHOW TeMe WIH PSIy
omm3kux TeM. CymecTByroT onbmrorpadudeckre ykazaTelnu Kak CaMOCTOSITeIbHBIC W3AaHUs, TaK U
MIPUKHUKHBIE (TpUcTaTeiHbIe) Onbanorpaduieckre CIuCKH JUTEPATYPHI (T.€. CIIUCKU JIUTEPATyphl B
KHHUTaX UM CTAThAX).

NudpopManmoHHO-IOMCKOBAsA CHCTEMA

Cerognst Bce OoJjiee TPOYHO B OOWXOJ BXOJIUT TOHATHE «HUH(POPMAIIMOHHO-TIOUCKOBAS
cucTeMa» OMOIMOTEKH. DTO CBSI3aHO C aBTOMaTu3auued u mHpopmaTuzanueil 6udauorek. MoxHO
BoIZIeNTh OoTinune CBA OT CrnpaBOYHO-TIOMCKOBOW CHCTEMBI, KOTOpas BKIIOYAET DJIEKTPOHHBIC
Katasory, 0a3sl JaHHBIX, DJIEKTPOHHBIE PECYPCHI.

Cerognsi MHOTHE OHUONMMOTEKHM PACMOJAraroT HJIEKTPOHHBIMH  KATAaJ0raM, KOTOpbIE
MTOMOTAIOT TI0I00PaTh HYKHYIO JIUTEPATYpPy MO TEME, TPEAMETY. DIEKTPOHHBIE KATAIOTH TTO3BOJISIOT
WCKaTh JIOKYMEHT MO JI00OMY NpPH3HAKy: MO aBTOPY, MO HAa3BaHWIO, MO KJIIOYEBOMY CIIOBY, IO
peaAMETy B OJHOU 0a3e JaHHBIX. Pa3HbIe 2JIEKTPOHHBIE KAaTaJlOTH UMEIOT CBOM ocoOeHHOCTH. [Ipm
WCIOJIb30BAHMU JIEKTPOHHOTO KaTallora TJIaBHOE MPABHIIBHO MOJ00paTh KIOYEBOE CIOBO, KOTOPOE
SBJISETCS BaKHEHIINM (DaKTOPOM MpU MIPEIMETHOM MOUCKE B DJIEKTPOHHBIX KaTalorax.

Bce Gonbliiee pacpocTpaHeHUE MOTy4aioT 3JIeKTPOHHBbIE Pecypchbl, KOTOPHIE BKIIOYAOT:

- peCypCHI JTOKAIBHOTO J0CTYIa (MYJIbTHMEANAPECYPCHI);

- pecypchl yaaneraHoro goctyna (MatepHer).

OcHoBHbIe MeTO/IbI NOUCKA B ceTH UHTepHeT M X UCIOJIL30BAHNE

OpHa U3 caMbIX BOCTPEOOBAHHBIX Ha MPAKTHKE 33/1a4, KOTOPYIO MPUXOAUTCS PEIIaTh KaKIOMY
nosb3oBarento MurtepHera - mouck wuHpopmanuu B uHTepHeTe. C KaXIbIM TOJOM OOBEMBI
WuTepHera yBeTMYMBAIOTCS B pa3bl, MO3TOMY M BEPOSTHOCTh HAMTH HEOOXOAMMYIO MH(GOPMALUIO
PE3KO BO3pacTaer.

WNuTtepHer o00beOUHSET MIUIMOHBI KOMIIBIOTEPOB, MHOXECTBO Ppa3HbIX CETed, YHCIIO
M0JIb30BaTeNeil exeroqHo ypenuuyuBaeTcs. M, Tem He MeHee, Bce yaile mpu odpaiienuu Kk Untepuery
OCHOBHOI Tpo0JieMOil OKa3bIBaeTcsi HE OTCYTCTBHE HCKOMOW HMH(OpMAaIMH, a BO3MOXKHOCTH €€
HaWTH. Benp B ceT MOXXHO MOJY4YHTh MAacCy HEMPOBEPEHHON M HENOCTOBEpPHON uHoOpMaIuwy,
CIUIETEH, CIYXOB M Mpoyero moao6Horo. [IpocTo ¢ HUM, Kak cO BCSIKUM MCTOYHHKOM HH(pOpPMAIUH,
HaJ0 yMeTb paboraTh. Kak mpaBuio, 0ObIYHBIN YEOBEK B CUIYy Pa3HBIX OOCTOSITENHCTB HE JKENIaeT
TPaTUTh Ha MTOUCK HY)KHOU eMy uHpopmaiuu 6obiie 15-20 MuHyT.

[ToaToMy 0COOEHHO aKTyallbHO MPaBWJIBHO U TPaMOTHO HAYYHTHCS, Ka3ajaoch OblI, MPOCTOM
BEIM — I'/Ie U KaK MCKaTh, YTOOBI MOJIy4aTh jkelaemble OTBEThI. CyIIECTBYIOT pa3IUYHbIE CIIOCOOBI
MOUCKA!

- YKa3aHHe aJpeca CTPaHUIIbI,

DT0 caMblii OBICTPBIN CIOCOO MOKCKA, HO €r0 MOKHO HCIOJIh30BaTh TOJIBKO B TOM CITy4ae, €CIu
TOYHO M3BECTEH aJpec TOKYMEHTa WM cailTa, IIe pacloaoKeH JOKYMEHT.

- IEPEMEILIEHHE 110 TUIIEPTEKCTOBBIM CChUIKAM;

D10 HauMmeHee yIoOHBIN Croco0, Tak KaKk ¢ ero MOMOIIbI0 MOKHO MCKAaTh JOKYMEHTHI, TOJIBKO
ONMU3KHE TIO CMBICIY TEKYIIeMY JOKyMeHTy. [mmepcchlika - 3TO aKTHBHAs CChUIKA, MO HAXATHIO
MBIIIBI0 HA KOTOPOH, MOJIb30BATEIh MIHOBEHHO MEpEMEIIaeTCs Ha APYrol pecypc WK Ha APYTYyIo
CTpaHuIly caiiTa. ['unepccpuika OOBIYHO OTOOpaXKaeTcs, Kak MOMAYEPKHYTBIM TEKCT, OTIUYHOTO OT
OCHOBHOTO TEKCTa IIBeTa, NpU HABEJICHMM Ha KOTOPBIMA, YyKa3aTelb MBI TPUHUMAET GopmMy
yKa3aTeNbHOTO Majblia. TakKe TUIIePCChUIKA MOKET BBITJISICTh U KaK KapTUHKA, KHOTIKA WJIH ITPOCTO
KaK 00J1acTh.



- o0OpallleHHE K TIOMCKOBOM CHCTEME;

[TouckoBas cuctema (MOMCKOBAsi MAIlIMHA, IOUCKOBBIN CEpPBEP, MOMCKOBUK) - 3TO MPOTPAMMHO-
anmapaTHbI KOMIUIEKC, MpeJAHA3HAYEHHBIN [JIs OCYIIECTBJICHHUS TMoucka B cetd HWHTepHET u
pearupyromuil Ha 3amnpoc TOJb30BaTelis, 3a/JaBacMblii B BHJE TEKCTOBOW (hpas3bl (IIOMCKOBOTO
3ampoca), BbIJaueil CIHMCKa CChUIOK Ha MCTOYHMKHM HH(poOpManmu. AJpeca MOUCKOBBIX CEPBEPOB
XOPOIIO M3BECTHBI BceM, KTO paboraer B WuTepHere. B Poccum nambosee pacrnpocTpaHEeHHBIMH
MMOUCKOBBIMH CUCTeMaMH sBIsTIOTCS: STHIeke, Google.

®opMyJIMPpOBaHME NTOMCKOBOI0 3a1poca

Ha cerogns SlHuekc, mokaiyil, sIBISETCS HAWIYYIIEHd MOMCKOBOW CHUCTEMOW B POCCHUHCKOM
HNutepuere, Ha ee mpuMepe pacCMOTPUM, KaK OCYIIECTBIISATh TOUCK MHPOPMAIIUH.

[Touck muTepecyromeil nHGOpPMaLIUK 3a1a€TCsl BBEACHUEM KIIFOUEBOIO CJIOBA B CIIEHUAIbHYIO
paMKy M HaxxatueMm KHonkHM «Haitm», cnpaBa or pamku. Tem cambIM Bbl MOCBUIAETE MOHUCKOBOU
cucteMme 3ampoc. Pe3ynbraTel morcka BbIIalOTCS B BUJIE CIIUCKa ajipecoB Web-cTpaHull, Ha KOTOPBIX
BCTPETUIIUCH 3TU CJIOBA. Pe3yibTaThl MOMCKA MOSIBJISIIOTCS B TEUEHUE HECKOJBKUX CEKYHII, MPUYEM
paH)XKMpPOBaHHbIE TI0 3HAYMMOCTU — HanboJjiee BaKHbIE JOKYMEHTHI pa3MelatoTcsl B Hayajle CIUCKA.
[Ipu 3TOM paHr HaIEHHOTO JTOKYMEHTa OMPENEISeTCs TeM, B KaKOM MECTE JOKYMEHTa HaXOJUTCS
KIIIOYEBOE CJIOBO (B 3arjlaBuUM JOKYMEHTAa Ba)kKHEE, YeM B JI000OM JpyroM MECTE€) U YHCIOM
YIOMMHAHUN KJIIOYEBOTO cJoBa (4eM OOJbllle yIIOMUHAHUM, TeM paHr Bbllle). Takum oOpasom,
CalThI, PACIIOJIOKEHHBIE HA TIEPBBIX MECTax B CIIMCKE, SIBJSIOTCS BEAYIIUMHU HE C COIEP)KATEIHHOU
TOYKH 3pPEHHUS, a TPAKTUUYECKHU, 0 OTHOIICHHUIO K YaCTOTE YIIOMUHAHUS KIIFOUEBOTO CJIOBA. B cBsi3u ¢
9TUM, HE CJIEAYeT OTPAaHWYMBATHCA IMPOCMOTPOM TIEPBOTO JECITKA MPEIIOKEHHBIX MOUCKOBOM
CUCTEMOM CalTOB.

CopnepxarenpHyl0 4acTh CaliTa MOYKHO KOCBEHHO OLIEHHTh IO KPAaTKOMY €ro OIHMCAHHIO,
pa3MelaeMomMy MOMCKOBOM CHUCTEMOW MOJ ajapecoM caita. Jlake paHXMPOBAaHHBIA CHUCOK
JOKYMEHTOB, IIpeJlaraeMblii IOMCKOBON CHCTEMOW B OTBET Ha KIIIOUEBYIO (hpa3y WU CIIOBO, MOXKET
OKa3aTbCs MpPaKTHYEeCKU Heo0o3puMbIM. B cBs3u ¢ 3TUM B SIHAEKC (Kak M JOPYruX MOIIHBIX
MMOMCKOBBIX MaIIMHAX) MPEJOCTaBlieHa BO3MOXKHOCTH B paMKax IE€pBOro CIHHCKa, BbIOpaTh
JOKYMEHTBI, KOTOPbIE TOYHEE OTPAXkAIOT LEIb TOUCKA, TO €CTh YTOUHUTh WIH YIYUIIUTh PE3YJIbTAThI
noucka. [locne BBoga B komanay «VckaTe B HalJECHHOM» YTOUHSIOIIETO KIFOUEBOIO CJIOBA CIUCOK
COKpaIaercs.

IIpaBuaa ¢ppopMupoBaHHUs 3aNIPOCOB B MOMCKOBOM cucTreMe SIHaeKc

KiroueBbie crmoBa B 3ampoce cieiyeT NucaTh CTPOYHBIMU (MaJIeHbKHMMH) OyKBamH. ITO
o0ecreynT MOMCK BCEX KIIOYEBBIX CJIOB, @ HE TOJBKO T€X, KOTOPbIE HAUYMHAIOTCS C MPOIMUCHOU
OykBbl. HauuHailiTe MMeHa COOCTBEHHBIE C 3arjIaBHBIX OYyKB: Ha3BaHWsA KOMIIAHHMI, TOPOJIOB,
dbamunuu monel, u ap. Ilpu noucke yuutsiBarotes Bce hOpMBI CIOBaA MO MIPaBHIaM PYCCKOTO SI3bIKa,
HEe3aBHCHMO OT (JOpMBI CllOBa B 3ampoce. Hampumep, ecnu B 3ampoce ObLIO YKa3aHO CIIOBO «3HAIOM,
TO YCJIOBHIO ITOUCKA OYAYT YJIOBJIETBOPATH U CJIOBA «3HAEM», «3HAETe» U T. 1.

Ecnu BBl XoTHWTe HailTm (pa3y LETUKOM - 3aKIIOYUTE €€ B KaBBIYKU; T.e. IJI1 IOHCKA
ycToH4HMBOTO ciaoBocoueTanusi. Hanpumep, «dapdoposas mocyaa.

Jl1ig moucka 1Mo TOYHOU clIoBOOpME Mepes CIIOBOM HAJI0 MOCTABUTHh BOCKIHUIATENbHBIN 3HAK.
Hanpumep, ans moucka ciaoBa «CeHTIOPb» B POJUTEIHLHOM IMAJIEKe CIeAyeT HamucaTh «!CeHTIOps».

Jlns moucka cJ0B, KOTOpPBIE JOJDKHBI BCTPETUTHCA HA CTPAaHULE B OJHOM IPEJIOKEHHH,
MOCTaBbTE MEXIYy HUMHU CUMBOJI &  (Hampumep, «IPUKIIOYEHYECKHH pOMaH» WM
«CIIPUKITIOYCHYECKUU&POMaH»).

Heckonbko HaOpaHHBIX B 3alpoce CJOB, pa3feleHHBIX MpoOeTamMH, 03HAYalT, YTO BCE OHU
JIOJIKHBI BXOJUTh B OJHO MPEAJIOKEHUE HICKOMOTO JIOKYMEHTA.

Ecnu BBl xoTHTE, YTOOBI OBUIM OTOOPAHBI TOJNBKO T€ MOKYMEHTBI, B KOTOPBIX BCTPETHUIIOCH
Ka)KJI0€ CJIOBO, YKa3aHHOE B 3alpoce, NOCTaBbTE NEPE KAKIbIM U3 HUX 3HAK IUIIOC «1H).

Ecnu BbI, HA000POT, XOTUTE UCKITIOYUTH KaKue-Iu0o CIOBa U3 pe3yibTara MOKCKa, MOCTaBbhTE
Mepesl 3TUM CIOBOM MHUHYC «-». 3HAKU « + » U «-» HAJI0 MHUCATh 4epe3 MpoOesl OT MPEabIIYIIEro U
CIIUTHO CO cleayromuM cioBoM. Hampumep, ecniu Bam HyxkHa uHbopManus o pabotax [lexcrupa,
3a uckmoueHueM "T'amitera”, To BBeauTe 3ampoc B Buje: "lllekcnup-I'amier". M ais toro, 4yToOsl,
Ha000POT, B pE3yAbTaThl MOKMCKA 00S3aTEIHHO BKIIOYAINUCH OMPEEICHHBIE CCBHUIKH, WCIOIB3YHTe
cumBosl "+". Tak, 4yTOOBI HAWTH CCHUIKM O TPOAaKe MMEHHO aBToMOOmIed, Bam HyxeH 3ampoc



"mpogaxataBToMoOmnb". Jlng yBenuueHUs SPQPEKTUBHOCTH M TOYHOCTH TOMCKA, HCIOJB3YHTE
KOMOUWHAITUH 3TUX CHMBOJIOB.
12. UHCTPYMEHTBI: TEKCTOBBIE NPOLECCOPHI

B ompeneneHHOM CMBICIE TEKCTOBBIE IPOLECCOPHI MOXKHO CYHUTATh PAa3HOBUAHOCTHIO
TEKCTOBBIX PEAAKTOPOB.

TexcToBbIe TPOIIECCOPBI MO3BOJISIOT (POpMATUPOBATh (OPOPMIIATH) TEKCT U BCTABJIATH B HETO
HETEKCTOBBIC OOBEKTHI (OT TAOJHMI] M KapTUHOK J0 Buaeodaiinor). CrienoBarenbHO, CO3IaHHBIC B
TEKCTOBBIX MpOIleccOpax AOKYMEHTBHI XPaHSAT HE TOJBKO TEKCTOBBIE JaHHBIC, HO TAaKXe KOMaHJbI
pPa3METKH TEeKCTa Ha CHEIHATbHOM SI3bIKE, CCHUIKH Ha CBS3aHHBIE OOBEKTHI HJIM CaMU OOBEKTHI B BUJIE
JTBOMYHBIX KOJIOB.

Kaxp1ii TEKCTOBBIN TPOIIECCOp COXpaHsET TOKYMEHT B cBoeM (opmate. [loaTomMy TOKyMeEHT,
CO3/IaHHBIN B OJHOM TPUIIOKEHUH, MOKET HEKOPPEKTHO OTOOPA3UTHCS, €CIH €0 OTKPHITh B IPYroM
MIPUIIOKEHHH.

TekcToBBIE TTPOIIECCOPBI UMEIOT OoJiee CloKHbINA uHTepdeiic. [loMuMo CTpokH MeHo, BCeraa
€CTh IMaHeNI MHCTPYMEHTOB, COAEPIKAIINe KHOTKH C MAKTOTPAMMaMH, BBITIAIAOIINAE CIUCKH H JIp.
HaxaTue Ha 9TH KHOIIKH MPUBOAMT K BHI30BY OTIPE/ICIICHHBIX KOMaH. Bce BO3MOYKHBIE B TEKCTOBBIX
mporieccopax KOMaHAbI COJEp)KaTcs B IyHKTaX MeHI0. Ha maHenmsx WHCTPYMEHTOB OOBIYHO
poAyOJIMpOBaHbl HanboJIee BOCTPEOOBAHHBIE KOMAH/IBI.

BugumocTs maHeneil ”HCTpYMEHTOB HacTpanBaeTcs. Tak BO MHOTHMX TEKCTOBBIX ITPOIIECCOpax
MO-yMOJTYaHHUIO OTOOpPaKEHBI TOJIBKO ABe rmaHenu «CtanmaptHas» U «D@opMaTupoBaHHUE».

VY TEKCTOBBIX PENAKTOPOB TAK)KE MOTYT OBITh TIAHETH WHCTPYMEHTOB. OJHAKO OHHM €CTh HE Y
BCEX PEIAKTOPOB. B TO BpeMs Kak maHeI HHCTPYMEHTOB €CTh Y BCEX TEKCTOBBIX MTPOIECCOPOB.

Ha cerommsmmauii neHbp HamOoisiee TOMYJSPHBIE TEKCTOBBIE TPOIECCOPHI BXOIST B COCTaB
nakeroB npuioxenuil. Tak, MS Word Bxomut B cocraB makera MS Office, a LibreOffice Writer
BXoauT B coctaB nakera LibreOffice. OducHbIe makeTsl MPUIOKEHNUN 0OBIYHO BKITIOYAIOT TEKCTOBBIN
U TaONMYHBIA Tpoleccop, MPUIOKEHUE Al CO3aHue Mpe3eHTali, CUCTEMY YIpaBlieHus 0azamu
JAHHBIX U Jp.

TekcroBbiii iporieccop Microsoft Word

Microsoft Word - morHbI#i TeKCTOBOM MpoIeccop, MpeaHa3HaAuYCHHBIN TS BHIIOJIHEHUS BCEX
MPOIIECCOB 00pabOTKH TEKCTa: OT Habopa W BEPCTKH, JO MPOBEpKU opdorpaduu, BCTABKU B TEKCT
rpaduku, pacnedatku Tekcta. OH paboTaeT co MHOTUMH IIPU(PTaMU pa3IUYHBIX SI3bIKOB MHPA.

B Microsoft Word (manee Word) momnepkuBaeTcsi aBTOMaTHYECKass KOPPEKIUS TEKCTa TIO0
rpaHullaM, aBTOMaTH4YeCKoe pa3OreHne Ha CTPaHUIbl U PACCTAaHOBKA MX HOMEPOB, aBTOMATUYECKHIA
MEPeHOC M TMPOBEpKa MPABWIBHOCTH HAMUCAHMS CJOB, COXPAHEHHWE TEKCTa B OIpPEICIICHHBIH
YCTaHaBIIMBAEMbII MPOMEKYTOK BPEMEHH, HAJHMUYUE MACTEPOB TEKCTOB U IIA0JIOHOB, MO3BOJIIOIIUX
B CYMTAHHbIE MUHYTHI CO3/1aTh JEJIOBOE MUChMO, (akc, aBToOnorpaduio, pacnucaHue, KajleHaaph U
MHOTO€ JIpYToe.

Word obecrieunBaeT MOMCK 3aJaHHOTO CJOBa WM (parMeHTa TEKCTa, 3aMEHy ero Ha
yKa3aHHBIM (parMeHT, yaajieHHe, KOMUPOBaHWE BO BHYTPEHHHU Oydep uinu 3aMmeHy mno mpudry,
TapHUTYpe WK pa3Mepy mipudra, a Tak e MO HAACTPOUYHBIM WM MO MOJCTPOYHBIM CHMBOJIAM.
Hannuue 3akiagku B TeKCTe MO3BOJISIET OBICTPO MEPEUTH K 3aJI0)KEHHOMY MECTY B TekcTe. MOKHO
TaKk K€ aBTOMAaTHYECKH BKIIOYaTh B TEKCT JaTy, BpeMs CO3JaHusA, OOpaTHBIA aapec W UMS
HamucaBiiero TekcT. Word mo3BoJsieT BKIIOYaTh B TEKCT 0a3bl JaHHBIX WM OOBEKTHI rpadukwy,
MY3bIKaJIbHbIE MOAyNMu. [l orpaHudeHus JIOCTyna K JOKYMEHTY MOYKHO YCTaHOBUTH Mapojb Ha
TeKCT, KoTopblif Word OyJieT cripaiuBaTh MpH 3arpy3Kke TeKCTa Ui BHIIIOJHEHUS ¢ HUM KaKHUX-JIn00
neiictBuil. [lpu momomu MakpoKOMaH] MOKHO THCAaTh KOMaHIBI-TIPOTPAMMBI, BBITIOJIHSEMBIE B
TEKCTOBBIX JoOKyMeHTax Word.

Word mno3BojsieT OTKphIBaThb MHOTO OKOH JJsi OJHOBPEMEHHOW pabOThl € HECKOJIbKUMHU
TEKCTaMM, a TaK ke pa30UTh OJJHO aKTMBHOE OKHO 10 TOPH30HTAJIM Ha J[Ba U BBIPOBHATH uX. Word
o0naaeT MUPOKUMH BO3MOKHOCTSMU HACTPOMKH MHTepdelica U pexMOB pabOThl MPOTrPaMMBI 1101
WHIUBUAYAIbHBIE HYXK/IbI IOJTH30BATEIS.
3arpy3ka Microsoft Word
Jns  3arpy3km  TekcroBoro mpomeccopa  Microsoft Word  BemosiHHTE

Myck_Ilporpammsei} Microsoft Word wnmm nBa paza MBIIIKOW IO MHKTOTpamMMe
Microsoft Word.




Wntepodeiic Microsoft Word

Hurepdeiic mporpaMMbl, COCTOMT U3 CTPOKH 3aroJI0BKa (CHCTEMHAst KHOITKA, UMS JIOKYMEHTAa,
KHONKH  pabOTBl C  OKHOM), CTPOKH  MEHIO, MaHeJIH  MHCTPYMEHTOB (Ipyla  3Ha4YKOB-
KHOIIOK), TOPH30HTAJIbHAAT W BepPTHKAJbHasl JIMHelKa, pa0ouydii JHCT, BepTHKAJbHAS M
FOPU30HTAJbHAS MOJIOCHI MPOKPYTKH, 3HAYKH PEKAMA O0TOOpaKkeHHsI JOKYMEHTA U CTPOKA
cocrosinust Word.

CTpoKa saronoBka Ctpoka meHio
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Puc. Dnementsl okHa TekcroBoro npoieccopa WORD

Pa6ora ¢ okHamu

Cnenyer pa3nuyarb TOHATHS OKHO JOKYMEHTA U OKHO TPUKIAAHONW MporpaMMbl. OKHO
JOKYMEHTa — 3TO 4acTh OkHa Microsoft Word, B koTopoii otoOpakaercs u oOpabaThIBaeTCs
NOoKyMeHT. OKHO NPUKJIAJAHOI MPOrpaMMbI — 3TO OKHO aKTUBHOTO MPHJIOKEHHUS (B JaHHOM Cllyyae
penakropa Microsoft Word). B nem otobGpakaercst MeHI0 1 pabodast 001aCTh C OKHAMH JJOKYMEHTOB.

MuorookonHast  opranusaius Microsoft Word mo3Bosisier  0JHOBpEMEHHO — paboTath ¢
HECKOJIbKUMHU JOKYMEHTaMH, KaKIblii U3 KOTOPBIX PACIOJIOKEH B cBoeM OkHe. [Ipu BBeneHUM U
PEIaKTUPOBAHUU TEKCTa MOJIb30BaTeNIb pabOTAET ¢ AKTHUBHBIM JOKYMEHTOM B aKTHBHOM OKHe. J{is
nepexo/ia K OKHY Ipyroro J0KyMEHTa He0OX0IMMO MIEIKHYTh Ha €ro uMeHH B MeHi0 OKHO, KOTopoe
COJICP’KUT CHIHCOK OTKPBITHIX JAOKYMEHTOB. OKHO JOKyMEHTAa, KaK U OKHO MPHUIIOKEHHUS, MOXHO
CBEPHYTh, Pa3BEPHYTh, 3aKPHITh U U3MEHHUTH Pa3MephI.

Haznauenue myHKTOB MEHIO

®@aiin - co3nanue, OTKPHITUE, pa3MEIIEHUE Ha CTPaHHIIe, COXpaHEHHE, MevYaTh JOKYMEHTOB U
BBEIXOZ 13 Word.

IIpaBka - oTMeHa (OTKaT) OMMOOYHBIX KOMAaHI; yAaJeHHE, KOMUPOBAaHUE, BCTAaBKa, TMOWUCK,
3aMeHa (pparMeHTOB TEKCTa; MEPEXO K METKeE.

Buna - usmenenue untepdeiica Word, HacTpoiika maHenu MHCTPYMEHTOB, BBIOOp Maciitada u
(dhopMBI TpecTaBlIeHUs] padOUYero Mojs JOKYMEHTa.

BceraBka - BCcTaBKka B TEKCT Pa3lUYHBIX IpadHUuecKUX OOBEKTOB U TEKCTOBBIX JJIEMEHTOB:
Ha3BaHMs, CHOCKH, PUMEYAHUS, TPUHYAUTEIbHBIE PA3PhIBBI CTPAHMUII, PUCYHKH, TpadUKU U T.1I.

dopmar - U3MEHEHHE TapaMeTPOB BBIJICIEHHBIX OOBbEKTOB.

CepBuC — paccTaHOBKa NIEPEHOCOB, MPOBEPKA MPABOMUCAHUS, TIOJOOP CHHOHUMOB, BKITFOUCHHE
peXrMa aBTOKOPPEKIINH, padoTa ¢ MaKpocaMu M HacTpoiika mapameTpoB Word.

Tabuuua - coznanue, perakTupoBanue U GopMaTupoBaHue TaOIUIIL.

OKHO - pa3MeleHHe OKOH Ha JKpaHe W MEepexoJl OT OJAHOTO JOKYMEHTa K APYyromy Mpu
OJIHOBPEMEHHOU 00pab0TKe HECKOIbKUX IOKYMEHTOB.



? (CnpaBka) - ToJydeHHE MOMOIIM WM CIPABOYHBIX CBEACHWI O mporpamme Word u ero
cpencrBax (kinaBuiia F1 - BBI30B CIpaBKU Ui TOTO JEHCTBUS, KOTOpoe BbimosHsercs, Shift+F1 -
CIIpaBKa JJIsl 3aTEM YKa3aHHOI'O0 KOHKPETHOIO 33JIeiICTBOBAHHOI'O JIEMEHTA 3KpaHa).

B Word Tak ke ecTh MEHIO OBICTPOrO JOCTYyNa (KOHTEKCTHOE MEHIO), KOTOpOe MOsIBJIsIeTCsI
NoJ yKa3aTejieM MbIIIM NPH HA’KATHM HA NPaBYyl0 KHONKY. OHO coaep:kuUT HauboJiee 4acTo
ynorpeodJisieMble KOMaH/Ibl, HA00P KOTOPBIX 3aBUCUT OT XapaKTepa BblJeJIeHUs U 00beKTa, HA/l
KOTOPBIM HAaXOAUTCH YKa3aTe/lb B MOMEHT HaKaTHUS IPABOH KHOIKM.

[TaHenu MHCTPYMEHTOB

IIanein MHCTPYMEHTOB NMO3BOJISIIOT YHOPAA0YUTH KoMaHAbl Word Tak, 4To0bl UX OBLIO
JIeTKO HalTH W HcHoab30BaTh. B Word uMeroTcsi BCTpOeHHble NaHeIH HHCTPYMEHTOB,
KOTOpbIe MOKHO HACTPAUBATh: J00ABJIATH UM YAAJATH KOMAH/AbI MEHIO U KHOIIKH, CO31aBATh
HOBbIEe IaHeJM HWHCTPYMEHTOB, a Takxke oOTo0paxaTb, CKpbIBaThb W IepeMelaTh
CylIeCTBYIOIIMeE NMaHeJ HHCTPYMeHTOB. [laHe/lb HHCTPYMEHTOB MOKHO NOKa3aTh U CKPBITH €
paGouero croJa, HCNOJIb3ysl KOMaHay [laHens UHCTPYMEHTOB U3 MeHI0 Bu.

s U3MEHeHUus! naHeJn HHCTPYMEHTOB BblIOepuTe HacTpoiika B
MeHI0 Bun komanabl [lanens  uHcTpymeHTOB. UTOOBI  100aBMTHL  KHONKY HAa  MaHelb
HHCTPYMEHTOB, BblOeputre BkiIagky Komannel. BblOepuTe KaTeropuio KOMaHAbI U3
cnucka Kareropuun, a 3areM mneperammre HYKHYI0 KOMaHAy M3 cnucka KoMmaHabsl Ha maHeab
HHCTPYMeHTOB. /lJis1 ynajneHusi KHONIKM NepeTaluTe ee ¢ NaHeJau BO BKJIaAKy KoMaHbl.

a) CrangapTHas TaHENb
- CO3/1aTh HOBBIN JOKYMEHT

- BCTABUTDb I'HNIEPCCBUIKY

- OTKPBITh IOKYMEHT - oTo6pa3utsh (yoparn) Web-nanein

- COXPAHHUTH JOKYMEHT - 100aBUTH TA0JIHIY

- npeABapuTeIbHbIN
NMPOCMOTP TOKYMEHTa

- orobOpasuth (yOparb) mnaHeJb
Ta0JUIbI M TPAHULIBI

) [ A0 ¥

- me4aTh J0KYMeHTa @ - BcTaBUTH Jiucer Excel
nr

(onepanuu)

- BePHYTb  OTMEHEHHYIO
onepanuio (onepanumn)

6) Ilanens popmaTupoBanus

AEE- - IPOBEPKAa NPaBONUCAHUSA - pa30MTh TEKCT HA KOJOHKH

v

yb - BbIpe3aTh B Oy(dep oOMena - oro0pa3urh (yOpaTth) mNaHelb
pHUCOBaHUSA

- KONMUpPoBaTh B Oydep - MOKa3aTh (yopartn) cxemy
JOKYMEHTA

g - BCTAaBHUTh U3 Oydepa - oTo0pa3uTh (yOparhb) Heme4yaTraemble
CHMBOJIbI

0 - KOINMPOBATh ¢popmar | 0% -~ - BbIOOp MacmTada oTo0pakeHUs!

(pudra, ad3ana) JOKYMEHTA
) v |- OTMEHHUTH onepaunmnio - BbI30B IOMOIIHHUKA (CIIPABKM)
C4

OBbIYHBEIM v |- BbIOOP CTHJIA x - MOJIYKMPHBIA IWIPUPT
(popmaTupoBanus

Times New Roman ~ | | - BbIOOp mpugTa X - KypcuB

14 v - BBIOODP pa3mepa -q - NOXYEPKHYTBIH WPUPT
mpudra —

= - BBIDABHHBaHHME 1O | o - YMEHbIIUTH OTCTYN ad3ana

— JIEBOMY Kpaio -r: -




- YBCJIMYUTDH OTCTYII 3633113

-  BBIPABHHBAHHE N0 | s
*=
HEeHTpy =z
- BBIPABHHBAHHE IO - BLIOOD 00pamJieHus

NpaBoMy Kpar

- BbIPABHUBaHUE IO - BbIIeJICHHE TEKCTA IBETOM
IHPHHE
- BKJI/BBIKJI.

HYMEPOBAHHOI'0 CITUCKA

4

- uBeT wpudTa

1 """ i ||||||

P Is

o — - BKJI/BBIKJI.
—— MapKHPOBAHHOTO
CIIMCKA
['opr3oHTanbHasA ¥ BEpTUKAIBHAS JIMHEUKU
l'opuzoHTanpHas UM BepTUKaJIbHAS JIMHEWKa MOKa3bIBA€T TEKYILIUE MOJIS CTPAaHHUIbL, OTCTYIIbI
TeKyliero adzana, MO3ULMN TaOyasUUMU M LIMPUHBI KOJOHKM WIM Tpaduyeckoro oObeKTa u

TIO3BOJISICT X U3MCHSTD.

Jlenoe none Mapxep xpacmoit Ipasoe moxe
CTPANHIBY cTpoxH absaua CTPAHINLBI
1 | |
O R AR A AR R N AR AR
_ | |
Brfop noa Mapxep nesoro Merxa Mapxep npasore
Tabyasupor oTcTYNA ab3ana Tab ysopm oTcTyna absaua

Puc. I'opu3oHTanbHas TMHENHKa

UtoObl MepeABUHYTH JIEBOE€ WM IPaBOE€ MOJIE CTPAHHULbI, MOJBEAUTE YKa3aTelb MBIIIU K
TPaHMIIE TMOJISI HA TOPU30OHTAIBHOW JMHelke. Korga ykasaTenb M3MEHHUT BUJ Ha JIBYCTOPOHHIOIO
CTpEJKy, MepeTaluTe rpaHuily mnoss. YToOsl mepeABUHYTh BEPXHEE WM HIKHEE I0JI€ CTPAHUIBL,
MOJBEIUTE yKa3aTesb K TPaHULIE M0JIs HA BEpTUKAIbHOM NuHelke. Korga ykasaTens U3MEHUT BUJT Ha
JBYCTOPOHHIOKO CTPEJIKY, IEPETALUTE TPAHUILY TOJIA.

UToOB! YCTAaHOBUTH WJIM U3MEHUTH OTCTYIIBI a03alia B IOKyMEHTE CJIeyeT C IOMOIIbIO MBIIIKH
MEePEMECTUTh MapKephl OTCTYNOB ab3alleB Ha TOPU3OHTAJIBLHOUN JIMHEWKEe. Mapkepbl TaOyNsIuu
MO>XHO YCTaHOBUTH IIETYKOM MBIIIM Ha JIMHEHKe, a yOpaTh, epeTaliiB Ha KHOIMKY BbIOOpa THIIa

TaOyJISALHH.

[Tosocel IPOKPYTKH

Hcnons3oBanue BEPTUKAIBHON u TOPU30HTAIBHOM ITOJIOCKI MPOKPYTKH
nokymentoB Word ananoruyso MIPOKPYTKH COJICPIKUMOTO oxoH Windows. Tonbko

B Word no6aBuinch 3 KHONKH mepexoga. Kromkoi —-I - Bbi0op o0bekTa mepexoaa MOKHO
BBIOMpATh pEeXUM Tepexona (MPOKPYTKH JOKYMEHTA): CTPaHUWIla, I0JisA, CHOCKH, NpPUMEUYaHWUS,
paszesbl, 3aroJiOBKH, PUCYHKH, TaOJIHIIBI U ap. Tlepexon (IpOKpyTKa) MO BBHIOPAHHOMY OOBEKTY

OCYILIECTBIISIETCS. € IOMOIIBIO KHOIOK: iJ IIepexo], BBEPX U [Ll nepexox BHM3. «Ilo
YMOJTYaHHUIO» CTOUT PEXKUM Tepexo/ia K cleayouei (mpeaplayiiei) cTpaHulle, T.€. OCYIIEeCTBISIeTCs
[IOCTPaHUYHAs IPOKPYTKa.

Crtpoxka cocTostHUS

B wHeit coaepxurca uHpOpMANUA O TeKyLIeM IOJ0KEHHH Kypcopa W peKuMe

PCIaKTUPOBaHMS.
Ctp. 1 Pasa 1 12 |Ha25em Cri1 Kon 1 3am mcnp BAN 3am | G4 |

1 2 3 4 5 6 7. 8 9 10 11 12
Puc. Ctpoka cocrostHUS
I/IH(bOpMaI_[I/Iﬂ, coZcpiKalaicda B CTPOKE COCTOSTHHUA:
1 — HOMep TeKyIel CTpaHUIIbl COTIIACHO PAaCCTABICHHON HyMepalluy;
2 — HOMEp TEKYLIETOo pa3Jiena;
3 — HOMep TeKyIIel CTPaHUIBI TI0 MOPSAKY / BCETO CTPAHHIL;




4 — paccTosTHME OT BEPXHETO Kpasi CTPaHUILIbI 10 TEKYILETO MOJI0KEHHUS Kypcopa;

5 — OPAAKOBBIN HOMEp TEKYIIEH CTPOKH Ha TEKYILEH CTaHUIIE;

6 — HOMep TeKyIlEel MO3UITUN Kypcopa B CTPOKE;

Ecnu Haxkatp 2 pa3a MBIIIKON 1O BBIIIENEPEYUCICHHBIM OIIUAM CTPOKH COCTOSIHUSL MOXHO
OBICTPO BBI3BATH JUAJIOTOBOE OKHO IOWCKA, 3aMEHBI M mepexona. J[BolHOe HakaThe MBIIIKH IO
CJIEIYIOIIUM MHIMKATOpaM IO03BOJISIET BbI3BaTh COOTBETCTBYIOIIYIO UM KOMaH/TY.

{ — MIHIMKATOP 3alllCU MaKpPOKOMAaH/Ibl;

8 — MHAMKATOP OTOOPaKEHUS UCIIPABIICHHIA;

9 - MHAMKATOP pacUIMpPEHHs BBIICICHUS (parMeHTa;

10 — uHAMKATOp 3aMEIICHHUS;

11 — nmoJie cocTosiHUS IPOBEPKU MPABONKMCAHUS U MPOIIEcca MeYaTh JOKYMEHTA;

12 — mone oTpaxkeHus Mpolecca COXpaHeHUs JOKYMEHTA.

Bun noxymenrta

B Word ectp BO3MOXXHOCTH HCIIOJIB30BaTh pa3iM4YHbIE PEKUMbI M MaclITad OTOOpakKeHUs
JOKyMEHTa (TepeKIoUYeHre Yepe3 MEeHI0 By nim KHOTIKY:

- OOBbIYHBIH peXXUM *==- B HeM yI0OHO BBIIOJHATH HA0Op, pPEJAKTUPOBAHUE H
(¢bopmMaTupoBaHue, HE BIaBasACh B IETAJIU PA3METKH CTPAHUILIBI;

- PEXUM JIEKTPOHHOI0 IOKYMEHTA ynoben i urenust Web-1okymeHTOB;

- B pexume PazMeTku cTpaHMibl @ 0TOOpaXkaeTcsl IEHCTBUTEIIBHOE TIOJIOXKEHUE TEKCTa,
PUCYHKOB M JPYTHX 3JICMCHTOB HA IMMEYATHOH CTpaHUIE. DTOT PEKUM yIOOHO WCIIOIH30BATh IS
HU3MCHCHUS KOJIOHTUTYJIOB U HO.]'IGf/i, a TaKXeE pa6OTI)I C KOJIOHKaM1 1 Fpa(i)I/I‘-IeCKI/IMI/I O6’I)eKTaMI/I, HO
TpedyeT 6oJiee BHICOKOW MTPOU3BOAUTEIILHOCTH KOMITBIOTEPA;

o e—
‘e

- pexum CTpyKTypa 10KyMeHTa " - TO3BOJISIET MPOCMATPUBaTh, CO3JaBaTh M H3MEHSTh
MEepapXHUIO 3ar0JOBKOB U COOTBETCTBYIOIINX UM Pa3/IesIOB TEKCTA;

- pexum ['1aBHBII JAOKYMEHT — HCIOJB3YyeTCS ISl TPOCMOTpPA CTPYKTYphl UIMHHOTO
JOKYMEHTA WJIA OTKPBITHS OJJTHOTO U3 BJIO’KEHHBIX TOKYMEHTOB.

Coznanue HOBOTO JIOKYMEHTa

B wMenro @aiin BeiOepute  komanay Coszmatb.  YToObl  co3maTh  IPOCTOM  TOKYMEHT
BbIOepuTe JJokymenT u Haxkmute OK. UTOOBI cO371aTh HOBBIM JIOKYMEHT Ha OCHOBE KaKoOro-jm0o
mabnaona BeiOepute JIOKyMEeHT U 111a0JI0H, COOTBETCTBYIOLIUI TUITY TOKYMEHTa, KOTOPbIN TpeOyercs
co3fatb. MOHO BOCHOJB30BaThCS MOMOIIBIO Mactepa. UToObl co3naTh 11a0JIOH BBIOEpUTE
kHomnKy [lla6moH.

UToOBl cO3AaTh HOBBIA JOKYMEHT C MOMOIIBIO UCIOIB3YEMOTO «II0 YMOJIYAHHUIO» II1a0JIOHA,

Ha)XKMHUTC KHOIIKY D Ha IMaHCJIM UHCTPYMCHTOB.

OTKpLITI/Ie AOKYMCHTA Ha KCCTKOM WJIN CCTCBOM JUCKC
"

B wmenro ®aiin Beidbepute koManay OTKPBITh WIM  KHOTIKY [& na nanem MHCTPYMEHTOB.
VYcTaHOBUTE TUCK U TAIKY, B KOTOPOH COJEPKUTCS TOKYMEHT, a 3aTeM Boioepute (aitn. Ecmu daiin
HE yJaeTCsl HAiiTH, BOCIOJIB3YHTECh CEeHATbHBIMU (QYHKIUSIMU TTOKCKA (aiios.

Word pacnioznaer ¢opmatsl (aiiioB MHOTUX TEKCTOBBIX PEIAaKTOPOB, AJIEKTPOHHBIX TAOIHIL,
0a3 maHHBIX M mporpamMM. Korma monb3oBaTenb OTKpPBIBAET JOKYMEHT, CO3JaHHBIH B JIPyroM
npuioxeHnd, Word mpeoOpasyer ero B CBOM QopMmar, COXpaHsis, IO BO3MOXXHOCTH, €ro
NepBOHAYAIBHOE coJiepKaHue W oopmieHre. UTOObI OTKPHITH JOKYMEHT, CO3/IaHHBIA B JPYrou
nporpamme, BBIOEPHUTE COOTBETCTBYIOIIUH hopmar u3 criricka Tur ¢aiinos.

CoxpaHeHue JOKyMeHTa

Word aBTOMaTH4ecKd TpUCBaMBACT WUMsI KaXIOMy HOBoMY JokymeHTy «docl.doc,
doc2.doc,...docN.doc», MeHsIst TONbKO IMQpPY, MOKa IMOJIb30BATEIh HE COXPAHUT €ro MOJ JIPYTUM

HUMCHEM. KOMaHI[a COXpaHI/ITL MeHro Daiil uan  KHOMKa HCIIOJIB3YCTCA JId  COXpPAaHCHUA
AOKYMCHTA HC 3alipalinBasi UMCHU (bafma. KOMaH,Z[a COXpaHI/ITL KaK UCIIOJIB3YCTCA IJIs1 COXPAHCHU
(bafma mnoa Apyrum MMCHEM U BBIGOpa KaTtaJiora 1 JUCKa €ro pacCIioJIOKCHUs.



ABTOCOXpaHEHUE JOKYMEHTA

B wmenro Cepsuc, xomannel I[lapamerps Ha Bkiagke CoxpaHEHHE MOXXHO YCTaHOBHTH
aBTocoxpaHeHue. CoxpaHsieMble aBTOMAaTHYSCKH JOKYMEHTBI XPaHSITCS B TAlKe BPEMEHHBIX (haiiiioB
JI0 TEX IMOp, MOKAa WX HE COXPAHAT MPUHYAUTEIbHO. Eciu n3-3a HapylIeHus SIeKTPOUTAHUS WU 110
Ipyroil mpu4nHe ceanc pabotel ¢ Word o6opBeTcs 10 coOXpaHEHHs JOKYMEHTa, TO MPH CIEAYIOIIEeM
3armycke nporpaMMbl Word OyTyT OTKPBITHI BCE aBTOMATHYECKH COXPAHCHHBIE IOKYMEHTHI.

3amura JOKyMEHTa [apoJemM

Ecnmu HeoO6X0 MO 3ampeTuTh APYrUM TOJIB30BATEIISIM OTKPBIBATH U U3MEHSAThH JIOKYMEHT, €T
MOXXHO 3alIUTHTh C TOMOIIbIO maposs. Kaxaplii pa3 mpu OTKPHITHH 3alIUIICHHOTO JOKYMEHTA
TI0JIB30BATEIIIO TIPUICTCSI BBOJIUTH TIAPOJTb.

Uit TOro 4TOOBI 3AIMUTUTH JOKYMEHT C TOMOIIBIO TMapois B MeHro Dailr Hy)KHO BBIOpaTh
koMaHy CoXpaHHUTh Kak, HaXaTh KHOMKY [lapaMeTpsl 1 BBECTH mapoJib B mojie [Tapois 3amuTel wim
B noJie [laposib 1151 3anucu.

[Tonp30BaTens HE CMOXKET OTKPHITH (aiil, 3alUICHHBINA MapoJieM Ha OTKPBITHE, HE 3HASI ATOT
napojb. JJOKyMeHT, 3alMIEHHbIA apoieM JUIsl 3alMCH, MOKHO OMKpbImMb MOAbKO 01 umenus 0e3
napoJisi. B 3Tom pexnume coXpaHUTh BHECCHHBIEC H3MEHEHHSI MOXHO TOJIBKO TIOJ] IPYTUM UMCHEM.

[Taposap gomkeH ObITh AJIMHOM 10 15 CUMBOJIOB U COCTOSITh U3 al(PaBUTHO-UU(POBBIX 3HAKOB U
npo6eoB. CTpoYHBIE W TIPONUCHBIC, PYCCKHE U JIATUHCKUE OYKBBI pacCMAaTpPUBAIOTCS KaK pa3HbIC
3Haku. Bo BpeMs BBOJa mapoJis B TIOJie BBIBOJWTCS 3Be30uka (*) IS KakJIOTO BBEICHHOTO
CHMBOJIA.

Coxpanenne nokymeHToB Word B daiinax pa3nudabix hopMaToB

JoxymenT Word MOKHO CoXpaHUTh B Apyrom (aitmoBom dopmarte, mpu 3ToM ero ohopMIICHHE
Oy/leT COXpaHEHO TaK e, KaK 3TO MOTYT cIelaTh JApyrue mnpuioxeHus. Ecim HeoOxoanmo
nepeciaTh JOKyMEHT Mex Ity Word U mpuiIoKeHHeM, JIIsi KOTOPOTO HET CIEIHAIbHOTO KOHBEPTOpa,
MO>XHO HUMIIOPTUPOBATh U HKCHOPTUPOBATH ITOKYMEHT B (popmare oObIyHOTO Tekcra. Popmar
0OBIYHOTO TEKCTa OCTABIIACT MOKYMEHT 0e3 Oosbieil yactu ocobeHHocrer odopmieHus. [Toatomy
korga pokymeHT Word coxpansercss B iHOM (aitmoBoM ¢opMmare, )KeIaTelIbHO COXPAHUTh KOTHIO B
dhopmare Word.

Jlst Toro uToOBbI coxpanuTh nokymeHT Word B npyrom daitnoBoMm ¢gopmare HE0OX0IUMO B
nosie Tum (komanna CoxpaHuTh Kak) BRIOpaTh HY)KHBIN hopmart daiiia.

[TapameTpsl cTpaHUIIbI

Komanno#t [TapameTpsl cTpanuilsl B
Menro @aiin ycranaBnuaroT [lons, Ucrounnk, Maker u Pasmep  Oymaru,. JlaHHble mapaMeTpsl
MokHO npuMeHuTh Ko Bcemy nokymenty, K tekymemy pasmeny, o konma pokymenta, K
BbIJICTICHHBIM pa3zieniaM U K BbIIeJIeHHOMY TEKCTY .

Word no3Bonsier paboTtarh ¢ pa3MyHbIMH (GopMaramMu Oymaru, 4TOObl TOJYYUTh HYKHOE
pacrojio’keHue TeKcTa Ha Oymare HeoOXOAMMO MpeABAPUTEIbHO YCTAHOBHUTH pazMep Oymaru u ee
opueHTanuo. OpueHTaAlNs MOXKET ObITh KHMzKHAs (BepTHKAIBHO pacrosoKeHHe)
1 AJibOOMHast (TOPU30HTAIIEHOE PACTIOTIOKEHHE).




lNapameTpbi CTpaHHUBI [ 2 | X] 1

Monga I Pasmep Bymaru I McTOuHKIE ByMark I MakeT l

BepixHee: m -Ofpasel

HikHee: m =
Nesoe: m —
Mpasoe: 1cM B —

Mepennet: |0cM —

'

~OT Kpasa A0 KONOHTHTYNa

BepxHero:  [1,25cm =
MpUMEHHTE:

IKo BCEMY AOKYMEHTY EI

i

HH¥HEro: 1,25cm =

[ 3epkanbHbie nona

Mo yMONYaHHo. .. | | OK I OTMEHA I

Puc. 27. OxHO mapaMeTpbl CTpaHUILIBI

IoJist omipeneNisII0T MUPHUHY W BBICOTY TEKCTAa HA CTPaHUIE, TO €CTh PACCTOSHHE MEXIY
TEKCTOM W KpasMU CTPaHUIBI. MOXXHO YCTaHOBHTH COOTBETCTBEHHO BEpXHEe, HIDKHEE, NpaBoe U
JeBOE TOJe, a TaK JKE€ pACCTOSHHUE OT BEPXHEro WM HIKHETO Kpas CTPAaHHUIBI JIO
KOJIOHTUTYNA. 3epKaJIbHbIe MOJIsl UCTIOJB3YIOTCS TPU TeYaTH KHHT, JUIS YCTAHOBJICHUS JICBBIX
MpaBbIX TOJIEH TaK, YTOOBI HA 00EMX CTPAHHUIIAX JIUCTA, 0OPA3YIOMUX Pa3BOPOT, BHYTPEHHUE TMOJIS
CTpPaHUI] UMEJTA OJITMHAKOBYIO IIUPUHY.

Hcnonb3ys Briiaaky MakeT, MOKHO U3MEHSTh apaMeTphl pasiena.

ABTOMaTHYECKasi paCCTAHOBKA MEPEHOCOB.

Jlnia npuaaHusi JOKYMEHTY MpO(ecCHOHANIbHOTO BHJIA UCHOJIB3YHTE PacCTaHOBKY MEPEHOCOB.
st sTtoro BeIOEpUTE KOMaHay PacctaHoBka TmiepeHOCOB B MeHIO CepBHC SI3BIK M yCTAaHOBHTE
¢bnaxxok ABTOMaTHuYECKas pacCTaHOBKA MEPEHOCOB.

Uto0bl OTKa3aTbCsd OT aBTOMATUYECKOM pacCTAaHOBKM MEPEHOCOB B HECKOJIBKUX al3arax
TEeKCTa, BBIJEIUTE TEKCT M, UCHOJb3yd KomaHay AG3an B MmeHio Qopmar, BbiOepuTe
Biianky [lonoxkenne Ha crTpaHuile, a 3aTeM YCTaHOBUTE (UIaKOK 3alpeTuTh aBTOMATHUYECKUN
MIEPEHOC CIIOB.

Heneuaraembie cuMBOJIBI

[Ipn mpocmoTpe WM peIaKTUPOBAHUM JOKYMEHTa Ha SKpPaH MOXKHO BBIBECTH CHUMBOJIBI, HE
n3o0paxkaemMble IIpU I€YaTH, HAPUMEpP, CUMBOJIbI TaOyJsIMK, MpoOenbl, CUMBOJBI KOHIA ab3ala,
paspbiBbl CTaHMIl U pasnenoB. J[ns oOo3HaueHus TaOyMsALMU HUCHONB3YIOTCS cTpenku (?), s
mpo0enoB — TOYKH ( ), KOHel ab3ama oOo3HadaeTcsi cUMBOJIOM 9. DTO 3HAYUTENBHO O0OIeryaeT
00paboTKy TecTa (HarpuMmep, BUIHBI JTUIIHKUE IPOOEIbl, MyCThie ad3allbl U MECTO Pa3phIBOB CTPAHUII
U pa3JIeNioB).

Hactpoiika O0TOOpaKeHHS HeIne4aTaeMbIX CHUMBOJIOB OCYILIECTBIISIETCS BO
BKu1agKe Bun komanael [lapamerpst u3 mento CepBuc. B rpynne Heneuataemblie
CHUMBOJIbI YCTAHABIIMBAIOTCA  (PIIAXKKU, COOTBETCTBYIOIIME  OJJEMEHTaM, KOTOPbIE  JOJDKHBI
oToOpaxaThcsi Ha HJKpaHe. UToObl Ha dKpaHe H300paKalnWcCh Bce HEMeuaTaeMble CHMBOJIBI,
ycraHoBuTe (iaxkok Bce. B sTomM cmydae ocrtanbHble (DIaKKH MOXKHO HE YCTaHABJIMBATh.

®rnaxok Bce MOKHO CHUMATh M YCTaHABIIMBATh, HAKUMAasl KHOIIKY qT Ha [aHEJIU UHCTPYMEHTOB.

BBonx u pegaktupoBaHue TeKCTa

BBoj TekcTa

BBoa cuMBoJsia mpou3BOAUTCS B MO3UIIMIO, OmpenensieMyo KypcopoM. Kypcop npencrasisier
co0Ol MUrarolIlyr0 BepTHKaIbHYIO TOJOcKy (|). Jis ero mepemenieHus] UCHONb3YIOTCS KIABUIIN
YOpPaBJICHUS KypCOpOM WA Mbllb. [ mepemMemeHus Kypcopa C IMOMOLIBIO MBIIIM CIEAYET
YCTAHOBUTH YKa3aTeJlb MBILIH B HY)KHYIO TIO3UIIUIO U IIEJIKHYTh KJIABUIIEH MBIIIH.



[Ipu BBOAE TEKCTa, KypCOp aBTOMATHYECKH MEPEMEIIACTCS BIIPABO B CICAYIOIIYIO MMO3HIIHIO.
Bce m3menenus tekcra (BCTaBka, yAajaeHHE U JPYTroe PeIaKTUPOBAHKE) MPOUCXOIAT B TIO3UIIHMH, TC
HAXOJHUTCSI Kypcop WJIM OTHOCUTEIILHO HEe.

Besikuit pa3 mpu TOCTIKEHUU TO3UIUH, OMPEACTSIONICH MpaBylo TpaHUIly ab3aima, Kypcop
ABTOMATHYECKU MEPEXOJUT Ha CIEAYION[YI0O CTPOKY BMECTE C TEM CIIOBOM, KOTOPOE MEPECEKIIO ATy
MO3UITUIO, WIIH C €T0 YaCThIO, IEPEHECCHHOM TI0 MPaBUIaM MEePeHOCa.

Coznanue HOBOTO ab3aria (CTPOKH)

Haxarue knaBumu Enter BcraBnsier HenmewyaTaemblii cUMBOJI KoHIIA a03ama () B ToM Mmecre,
rJic B MOMEHT HaKaThs HaXOJUTCS TEKCTOBBIM Kypcop. Kypcop mepemerniaercs mpu 3ToM Ha HA4allo
cienyromero ad3ana. Ecim morpedyercst co3marh myctoi ad3ar, HAXKMHTE 3Ty KIABHITY JIBAXKIIbI.
UtoObl HayaTh HOBYIO CTPOKY, HE pa3pbiBas a03all, HYXHO HaXaTb KOMOHWHAIIUIO
wiaBum Shift+Enter , mosiBuTcs HeneyaTaeMblii CHMBOJI pa3pbiBa CTPOKH 8.

Pa30uBka a0zaiia

Omnepanus, KoTopasi 9acTo TpeOyeTcs MpU PeIaKTHPOBAHHUM - 3TO pa3JieIeHUe OJHOTO ab3ara
Ha 1Ba. Ecim mocTaBuTh Kypcop M HakaTh KiiaBuiry Enter B mecte pasjiencHusi, To U3 9acTH ad3ara
npaBee Kypcopa OyzeT co37aH HOBBIN ad3all.

Crnusanue ab3areB

Jis  coeawHEHHMsT JBYX a03aleB B OJWH HEOOXOJUMO YCTaHOBUTH KypCOp B KOHEI
BBIIIECTOsAIIEro ab3ara u Haxarhb kinasuiry Del. TIpu sTom ab3ari, HUKECTeYIOIHA, TTOAHUMETCS
MIPUCOCTUHUTCS K KOHITY TeKyIIero ad3ara.

PexxuMBbl BBOJIa CUMBOJIOB

BBoj CHMBOJIOB B TEKCT€ TMPOUW3BOJMUTCA JBYMs crocobamu. B ogHOM pexume,
Ha3bIBACMOM PE€>KMMOM BCTABKH, CHMBOJIBI, HAaXOJAIIUECS CIpaBa OT Kypcopa, OTOIBUTAIOTCS
BIIPAaBO HA OJHY IMO3WIUI0 TPH KaXKJIOM HAXKATHH CHUMBOJBHOW KJIABUIIA. TeM caMbIM HOBBIC
CUMBOJIBI ~ BCTaBJIAIOTCS ~ MEXJAy  CTapbIMH, HE CTUpas uX. B gpyrom  pexume,
HA3bIBAEMOM PEeKMMOM 3aMellleHHsl, CHMBOJIbI, HAXOASIIHECs CIpaBa OT Kypcopa, He CIIBUTAIOTCS, a
HOBBIE CHMBOJIBI BBOJSITCS BMECTO CTapblX, 3aMeHss MX. {7 mepexiodeHus] peXKHUMOB CIIYKHUT
knaBuma Ins.

CrupaHue CHMBOJIOB U CTPOK

Jlnst ctupanusi cUMBOJIOB ciykuT kiasuiia Del. Tlpu HakaTun ee cTHpaercss TOT CHMBOJI,
KOTOpO#l CTOWT cIpaBa OT Kypcopa, T.e. B Tekymed mno3uiuu. [lpu Haxatuum KoMOMHAIMU
wiasuin Ctrl+Del ctupaercs ¢i10Bo cripaBa 0T Kypcopa.

KiraBurira Backspace crupaer cMMBOJ ciieBa OT Kypcopa, KOTOPBI BO3BpallaeTcs Ha OJIHY
no3uiio BieBo, a Ctrl+Backspace - ctupaet c0BO OT MO3HUIMU Kypcopa BIICBO.

UToOBI yaaiuTh CTPOKY, ab3am Wi Kakoi-mmbo apyrod ¢parMeHT TEKCTa HEOOXOIUMO €ro
BBIJICIIUTh U HakaTh kiasuiry Del.

Brigenenue gpparmenTa Tekcra

Jlyis BBIMOJHEHMs OMepaluii cpa3y HaJl HECKOJIbKMMHU OOBEKTaMH (ClIOBa, CTPOKH, ad3allbl,
CTpaHUIIBI U T.I.) UX HEOOXOIUMO BBIJCNUTh. Bhinenenune gparmMeHTa TEKCTa MOXKHO OCYIIECTBHUTH
OJIHUM U3 CJIEIYIOIIUX CIIOCOO0B:

- YCTaHOBHUTH YKa3aTelb MBIIK B JieBo€ TNoje (OH JODKEH HPEeBpaTUTCS B CTPEIKY,
HaIMpPaBJICHHYIO BIPABO-BBEPX), MPU HAXKATUU KJIABUIIM MBIIIM BBIJEIUTCA OJHA CTPOKA, IPH
JIBOITHOM Ha)kKaTuu — a03all, IpU TPOHHOM — BECh IOKYMEHT;

- YCTAHOBUTH yKa3aTellb MBIIIN B JIEBOE MOJIE€ HAPOTHUB MEPBOM CTPOKH (parMeHTa, HaKaTh
KJIQBUITY MBIIIU U, HE OTITYCKas €€, paCTSIHYTh BbIIEJICHHE HA BeCh (hparMeHT;

- YCTAaHOBUTH yKa3aTesb MBIIIM B Havalle (pparMeHTa, HaxaTh KJIaBUIILY MBIIIN U, HE OTITyCcKas
€e, pacTsIHYTh BbIJICJICHHE HA BeCh ()parMeHT;

- 17151 BBIJICJICHUS OJTHOTO CIIOBA JOCTATOYHO JABAKIBI IIEIKHYTh HA HEM MBIIIIBIO;

- 17151 BBIJICJICHUS OJTHOTO ab3aia MO>KHO CAeTaTh B HEM TPOWHOM MIETYOK;

- ISl BBIJGIICHHSI OJTHOTO TIPEJIONKECHHUS CIeyeT HaxaTh KiaBuiny Ctrl v menkHyTh MBIIIBIO B
MIPeI0KEHUH;

- JUTS BBIJICJICHUSI BCETO TEKCTa clenyeT HaxkaTh kiaBuiry Ctrl v menkHyTh MBIIIBIO B JIEBOM
ToJie;




- 4TOOBI BBIICIUTH (PParMEHT TEKCTa C TIOMOIIBIO KIaBUATYphl, HEOOXOAMMO YCTaHOBHTH
Kypcop B Hauyaio ¢parMeHTa W, HaxkaB kimaBumry Shift, wimaBumamu ymnpaBlieHHS Kypcopom
pacTSHYTb BBIJICJICHHE HA BECh ()parMeHT.

CHSTD BBIJICJICHHE MOXKHO LICTYKOM MBIIIM B JIFOOOM MeCTe TeKcTa. [IpH BBIIEICHUU HOBOT'O
(bparMeHTa npeabIyIee BIICICHHEe CHUMACTCSI.

[Tepemerienue U KOMUPOBAHUE TEKCTA, TAOIUI] MM PUCYHKOB

Jlnst konpoBaHusl PparMeHTa TeKCTa He0OX0JMMO:

1. BBLICUTH (PParMEHT TEKCTa;

2. WENKHYTh KHOIIKY 1/1111/1 BbIOpaTh B MeHIO [lpaBka komanay Konuposars (Ctri+Ins);
3. YCTaHOBHUTh KYpCOP B MECTO, Ky/a CJICyeT BCTaBUTh (DparMeHT;

4. MEeTKHYTh KHOTIKY g Wi BeIOpath B MeHio IIpaBka xomanay BeraButs (Shift+Ins).

B mporecce 3Toi omepanuy KOMUs BBIACIEHHOTO ()parMeHTa TeKCTa momMemniaercs B Oydepe
npomexyrounoro xpanenus: Clipboard, a motom momagaer B mokymMeHT. BeTaBnsaTh GparMeHT U3
O0y(depa MOKHO CKOJIBKO YrOJIHO pa3, HO TOCJe KOMUpoBaHUs B Oydep HOBOTO (PparMeHTa TEKCTa,
peabIAYIAN (parMeHT yaanseTcs.

Jnst mepemenieHus pparmMeHTa TEKCTa HEOOXOIUMO:

1. BbIIEUTH parMeHT TEKCTa;

2. MWENKHYTh KHOTIKY ‘% i BeIOpath B MeHio IlpaBka komanay Beipesars (Shift+Del);
3. YCTaHOBHUTH KYPCOP B MECTO, Ky/ia CJIeyeT BCTaBUTh (hparMeHT;

4. MEeTKHYTh KHOTIKY g wi BeIOpath B MeHio IIpaBka komanay BeraButsb (Shift+1ns).

[TepemecTuTh PparMeHT TEKCTa MOKHO CIEAYIOIIUM CIIOCOOOM:

1. BeIieuTh hparMeHT TEKCTa;

2. IEPETAHYTh yKa3aTeJIeM MBIIIKH BBIJCIICHUE B HY)KHOE MECTO.

Ecnmu mpu mepersruBaHMM BBIZCIACHHS JepKaTh HakaToi kmaBuiny Ctrl (mpu stom Bo3ie
yKazaTeJisi MBIIIHU MOSBUTCS 3HAK + ), TO parMeHT OyIeT CKOIMMPOBAH.

OTUMH K€ KOMaHJIaMHd MO>XHO BOCIIOJIb30BaThCS JUIsl KOMTUPOBAHMS M MEPEHOCa 0OBEKTOB B
Word u3 apyrux Windows-tiporpamm u Haob6opot. Hampumep, odopmiiennsie B Excel Tabmuiibr
MOXHO ckomupoBaTh B Word, a Tabmumpbl co3mganHbie B Word BCTaBUTh M HCIIOJIB30BATh IS
pacuetoB B Excel.

Ilonck u 3ameHa

B Word ectb BO3MOKHOCTh TOHCKAa M 3aMEHBI TEKCTa, (OPMATHPOBAHUS M CIICIHAIBHBIX
CHUMBOJIOB: CUMBOJIOB a03aria, moJieil, puCyHKOB H T. II.

Ilonck Tekcra

Bribepute komanny Haiitu B8 mento [IpaBka. B mone Haiitu BBenuTe HMCKOMBIM —TEKCT.
Haxxmure knonky Haiitu nanee.

3aMeHa TeKcTa

Bribepute xomanny 3ameHuTh B MeHIO [IpaBka. B mone Halitu BBequTe nckombiii TekcT. B
nose 3aMEeHUTh Ha BBEJINTE TEKCT ISt 3aMCHBI. Haxxmure kHonKy Haiitu
Jajiee ¥ 3aMEHUTH MM 3aMEHHTH BCE.

UTo0O5!I IpepBaTh MOUCK, HAXKMHUTE KIIaBUITY ESC.

OtmeHa onepanui.

Word BeneT 3anuchk oneparuii, KOTOpble TPOU3BOATCS B TOKYMEHTE.

Jlis OoTMeHBI MOCNeHeH omepalnuu peJakTHpoBaHus HeoOxomumo B MeHIo [IpaBka BEIOpaTh

KOMaHOy OTMEHHUTD ... WU INCJIKHYTb KHOIIKY . Ecn IOICJIKHYTh Ha CTPCIIKE 6 paaom ¢ 3TOM
KHOHKOﬁ, TO OTKPOCTCA CIIMCOK onepaunﬁ, BBIIIOJIHCHHBIX B TCKYIICM CCAHCC. H_[C.HKHYB Ha UMCHHU
OJIHOM onepanrn, MOXXHO OTMCHHUTDL €€ U BCC OTICpalli BBITIOJIHCHHBIC ITOCJIC HEC.

YtoObI BCpHYTH MOCJICIHIOIO OTMCHCHHYIO OIICpalluio, CJICAYCT B MCHIO HpaBKa BBI6paTB
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KOMaHOy HOBTOpI/ITb oo WK MICJIKHYTH KHOIIKY . I[J'IH mpocMOTpa CIIMCKa OTMCHCHHBIX
onepaunﬁ CJICAYCT LICJIKHYTh Ha CTPCIIKEC 6 pAaoOM C 3TOM KHOITKOM.



dopmarupoBaHue MWPUPTOB

Beinenure TekcT, KOTOpbI HeoOxoaumo otdopmaTtupoBath. B menio @opmat BeIOEpHUTE
komanny Hpudr u ycranosute HeoOxoaumblie mapaMmeTpbl. [100KHO «oOpaszer MOKa3bIBAeT, Kak
OyZeT BBIMJIAACTh JOKYMEHT IIPY 33JaHHBIX ITapaMeTpax.

dopmarupoBanue ab3aies

Jli1st yCTaHOBKH OTCTYIIOB, MEKCTPOYHOTO MHTEPBAJa M MHTEPBAIOB MEXTy ab3anamu, a Takxke
BbIpaBHMBaHMs a03ama — B MeHio @opmar BeiOepute Komanay AOzan, Bkiaaky OTcTynsl U
UHTEpBAJIbl U YCTAHOBUTE HeoOXoaumble mnapaMmerpbl. OTcTynbl al3ala MOXHO YCTaHOBHTH
MEPEMEIIEHUEM MapKEPOB 110 TOPU3OHTAJILHOM JIMHEUKE.

He myraiite orcrymbl ab3aneB ¢ YCTaHOBKOW MPaBOTO W JIEBOTO IMOJs cTpaHuibl. [loss
OTIPENIENIAIOT OOIIYI0 MIUPUHY OCHOBHOTO TEKCTa, TO €CTh PACCTOSHHE MEXKIYy TEKCTOM M KpaeM
ctpanuupl. I[Ipu ycraHoBke oTcTyma a03ana onpeaensieTcss paccTosHUE OT moJisg A0 Tekcra. [Ipu
MTOMOIIY OTCTYIOB OT/IEJIbHbIE a03a1lbl BBIJIENSIIOT U3 BCErO0 TEKCTa JOKYMEHTA.

JUia  omnpeneneHuss TMOJIOKEHMsT ab3alla Ha cTpaHule BblOeputre Komanzy AO3zall B
MeHto @opmar, Bkiaaky [lonoxkeHne Ha cTpaHHIle U YCTaHOBUTE (UIaXKOK, II€ HEOOX0IMMO.

Crunu popmaTrpoBaHUs

Crunbs ¢dopmaTupoBaHus — Habop mapamerpoB (opmartupoBanus (mpudra, ad3ama u 1mp.),
UMeEIoIUN yHUKabHOe WMA. CTWIM 33Jal0T BHEIIHMM BUJ DPAa3JIMYHBIX AJIEMEHTOB TEKCTa B
JOKYMEHTE, HalpuMep: 3arojoBKOB, HAJINMUCEH MOJ pUCYHKaMH, OCHOBHOTO TeKkcTa W T.n. Ctuiu
MO3BOJISIFOT MPUMEHUTH K ab3ally WK CJIOBY LENyI0 COBOKYIMHOCTh aTpuOyTOoB (hopMaTHpOBaHHUS 32
onHo aeiicteue. Ecinu TpeGyeTcss u3aMeHUTh (popMaTHpOBAaHUE KAKOTO-TO OJHOTO IJIEMEHTA TEKCTa,
TO JI0CTATOYHO M3MEHUTH CTHJIb, KOTOPBIA OBLI MPUMEHEH K 3TOMY ieMeHTy. CTHIN 3HAYUTEIbHO
obneryator (opmatupoBaHue JokymeHTa. KpoMme Toro, ¢ Mx HMOMOIIbIO CO3AAIOTCS CTPYKTYPHI U
OTJIaBJICHHUS.

Ecmu npu  wucnonp3oBaHuM CcTuied  TpeOyeTcsi W3MEHWUTh BHEIIHMM BHJ  TEKCTa,
0T(hOpMaTHUPOBAHHOTO C MOMOILBIO OJHOTO U3 CTWIIEH, TO JOCTATOUYHO U3MEHUTh 3TOT CTHIIb, TO €CTh
BOBCE HE MOTpeOyeTcsl MPUMEHATh (POpMaTHpPOBAHME K KaXJIOMy 3arojioBky. JloctaroyHo Oyzer
U3MEHUTh aTpUOYTHI CTUJIA.

Ctwim  aBTOMAaTUYECKHM  CO3/AIOTCS Ipu  Habope  JOKyMEHTa, €ClIUd  yCTaHOBJICH
¢bnaxok Onpenenary ¢t (koManna ABrozameHa MeHio CepBuc, BKimaaka ABtodopmar  mpu
BBOJI€). JKenarenbHO ero OTKIIOYUTh.

Crtwin, KoTOpble OBUIM CO3/1aHbl ABTOMATHYECKH, MOXHO Iepeonpenenuts. Kpome storo,
CYIIECTBYET BO3MOXXKHOCTh aBTOMAaTMUYECKOI0 OOHOBJIEHUs CO3AaHHBIX cTmied. Word oTciexuBaer
U3MEHEHHE TEeKCTa, B KOTOPOM COJIEPKMTCA CTUJIb, & 3aTeM OOHOBIIET CTHWJIb U M3MEHSET
(opMaTHpOBaHUE BCEX IEMEHTOB TEKCTA € 3TUM cTuiIeM. [IpH jkenaHnu aBTOMaTHYECKOe CO3JaHHe
1 OOHOBJIEHHE CTUJIEH MOXKET ObITh BBIKIFOUEHO.

YroObl co31aTh HOBBIE CTUIHM, BblOepuTe koMaHay Ctuiib B MeHI0 DopMaT, a 3aTeM HaKMHTE
kHonKy Co3nate. BBeaute mMms HoBoro ctuis B moje Mms. YcraHoBuTe mapaMeTpbl, a 3aTeM
HaOXMHUTE KHONIKY DopMar [uis yCTaHOBKH aTpUOYTOB CTHIIS.

YroObl NpUMEHHUTH CTHIIb a03ala, OMECTUTE Kypcop B JIF000e MeCTO ab3ala WM BbIIEINUTE
HECKOJIbKO al3aleB, KoTopele TpeOyercst oTdopmaTupoBaTh, U BblOepuTe KoMaHay CTuib B
MmeHto @opmar. [lanee BbiOepure HyXHbI cTuiab B cnucke CTWiu, a 3aTeM  HaKMMHTe
kHONKY ITpuMenuts. Eciin HYXHBIN CTUIIb OTCYTCTBYET B CIHMCKE, BHIOEPUTE JAPYI'YIO IPYIIITY CTUJIEH
B nosie Criucok.

Nwmena crunell ab3ameB nepel Ha3zBaHUEM cojepkaT cuMBoJsl abzana (); OTIMUMTENbHOU
0COOEHHOCTBIO CTUJIEH CUMBOJIOB SIBJISIETCS 3HAUOK B BUJIE MTOIYEPKHYTOM OyKBHI "a".

YroObl OBICTPO HAJIOKUTh CTHJIb, BHIOEPUTE CTWIb ab3ama wiuM cuMBosia B mnojie CTHIIb Ha
NaHeJIu UHCTPYMEHTOB.

Jlnis u3MeHeHusl CTUiIs ucnoib3yercs komannaa Ctuib B MeHio @opmat. Bribepute ctuib B
nosie CTunmu 1 Haxkmute KHoOnkKy M3menuts. M3 cmucka kHomku ®opmat BeiOepuTe atpuoyT,
KOTOpBI TpeOyercs u3MeHuTh. Ilocie u3meHenus aTpubyra Haxkmute KHOnkKy OKu u3menure
TaKUM K€ 00pa3oM OCTaJIbHbIE aTPUOYTHI.

YroObl MPUMEHUTh MOJU(PHUIMPOBAHHBIA CTUIb B HOBBIX JOKYMEHTaX, OCHOBAHHBIX Ha
TeKylleM 1mabdiaoHe, ycraHoBuTe (rakok J[06aBuTh B madiaoH. Mi3MeHeHHbIH cTuib OyneT 106aBieH
B 11a0JIOH, IPUCOETUHEHHBIA K aKTHBHOMY JIOKYMEHTY.



Crincku

Beienure smeMeHTHI, K KOTOPBIM HEOOXO0AMMO A00aBUTh MapKepbl WM HoMepa. Vcrmonb3ys
komannay Crincok u3  MeHto @opmart, BeiObepure BKIAAKy MapkupoBaHHBIN i HymepoBaHHBIH 1
yCTaHOBHTE HEOOXOAUMBINA (popmat. Jlasi perylInpoBKH PAacCTOSHUS HAXMUTE KHOMNKY MI3MEHHTH, a
3aTeM U3MEHHUTE PAcCTOSTHUE OT HOMEpa MM MapKepa 10 TekcTa. UToObl ObICTpO 0OaBUTH MapKephl
UM HOMEpA C MOMOIIBI0 YCTAHOBJICHHBIX I1apaMETPOB, HAXKMUTE KHONKY MapKUpOBaHHBINA CIIUCOK
nnu HymepoBaHHBIN CIIHCOK.

Jlns ynaneHuss MapkepoB HaXMUTE KHONKY MapKUpOBaHHBIN CIUCOK. [[1s ynaneHus HoMepoB
Ha)XMHUTE KHOINKY HymepoBaHHBIM ciucok. [l ynajeHuss OTAEIBHOTO HOMEpPAa WM  Mapkepa
HICJIKHUTE MEXKJy HUM M COOTBETCTBYIOIIUM TEKCTOM, a 3aTeM Haxxmute kiauiny Backspace. [ls
yIaJIeHHus: OTCTYIIA ellie pa3 HaKMuTe KiaBuiry Backspace.

Kononkn

Jlia oopmMiieHHs] TEKCTa HAa CTPaHMIIE B HECKOJIBKO KOJIOHOK, mepeinute B pexxuM PasmeTku
cTpaHullpl 1 U3 MeHto @opmar BeioepuTe komanay Komonku u ykaxute napamerpsl. i co3gaHus
KOJIOHOK M3 YacTH TEKCTa JIOKyMEHTa BblAEIUTE TpeOyemyro yacTb. [l ynaneHus: KOJOHOK HYXHO
YCTaHOBUTH (hOPMAT OJIHOM KOJIOHKH.

Tabmuis!

TaOnuiel NCHOIB3YIOTCS ISl YIOPSAOUMBAHUS CBEACHUN U CO3/IaHMsI CTPaHUIl CO CTOJIOIaMH
TEeKCTa U PUCYHKOB. B Tabnuile, Kak U B DJIEKTPOHHBIX Tabiulax, paboTa BeneTcs ¢ siuelKaMu,
CTPOKaMHU U CTOJNOLIAMM slY€eK, HUMEEeTCsl BO3MOXKHOCTb BBINIOJHEHUS pacyeToB. MOKHO
peoOpa3oBaTh CYIIECTBYIOMUNA TEKCT B TAOIUIYy MU CO3/1aTh MYCTYIO TaOIMIly, a TOTOM 3alOJIHUTh
saeriku. Omepari ¢ TabauIaMy  OCYIISCTBISIOTCS depe3 MeHro Tadamma. s paboTel ¢
TabJINIAaMH yIOOHO IOJIB30BAThCS IAHEIbI0 HHCTPYMEHTOB TabJauIbl M FPAHUIbI, KOTOPYIO MOXHO
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BBIBECTH Ha 5KpaH C IIOMOIIbIO KHOIIKH

- KapaH/al TUTst - BBIOOD TUNA  JUHAN
J n00aBJICHHS TPAHUIL STYCEK U t obpamiieHus
prCcOBaHUsI TAOIUIT
/i - JIACTUK Ul CTHPAHUA | 0.5y w - BBIOOp TOJNIIMHBI  JTUHUAN
\Z JIMHUAN oOpamIteHus
J - BBIOOp IBETa OOpaMJICHUS E - 00BbeIMHEHNS TYEEK
— (rpanui)
D + | - BBIOOp OOpamiIeHus siueeKk E - pa3OueHHEe TYEEeK
iﬁ - BKJIFOUEHHE aBTO(oOpMara ’% E I;I - BEPTHKAJIHLHOE BhIPAaBHHBAHHE
TaOJTHIIBI B sTYCHKE
> - W3MCHCHHUE HaIpaBJICHUSI [ - BBIPAaBHMBAaHUEC UIMPUHBI U
“11 TEKCTA B SUEKE HI M BBICOTHI TYEEK
- aBTOCYMMHPOBaHHUE Al f - COPTHUPOBKa IO BO3PACTAHUIO
+ X ﬂl A U yOBIBAHUIO
g . |- BBIOOD IBETa 3aMMBKH
STYEHKU

Puc. TTanens HHCTPYMEHTOB TaOIHIIBI U TPAHUIIBI
Z[J'ISI BCTABKHU B NOKYMCHT Ta6J'II/II_IBI HCO6XO,Z[I/IMO YCTaHOBUTB KYPCOP B MCCTC, I'IC NOJIKHA
HayMHAThCA Tabnuila U BbI3BaTh KomaHay Jo0aButh Tadiuuny mexnio Tadauua. B mosBuBmemcs
JIMAIOTOBOM OKHE CIIelyeT BBECTH YHCIIO CTOJIONOB U cTpok u mienkHyTh QK. [[nst BcTaBku TabmuIsl

TaK)K€ MOXKHO MICJIKHYTh KHOIIKY D B oTkpbIBIIEMCS OKHE HYXHO PacTSHYTh BBIJICICHHE Ha
HE00XOIMMOE YHCIIO SYECK M HAKATh KJIABHINY MbIIIH. Bce KOMaHbl A paboOThl ¢ TaOIUIIaMU
HaxoxsaTca B MeHio Tabauna.

[lepenpwxkenue 10 TaONMIE OCYHISCTBISAETCS C TOMOIIBIO  YKa3aTelis MBIIU WK
KJIaBHII: (3, @ - BJIEBO, BMpaBO IO COJCPKUMOMY sueiikd, &, &, Tab, Shift+Tab - Bepx, BHu3,



BIIPaBO, BJEBO Mo suelikam. Hakatue wimaBuinu Tab B mocnenHeil sueiike TaOMUIBI MPUBOJUT K
nobasneHuio cTpoku. Kaxknas sdeiika TabIUIBI paccMaTpuBaeTCs Kak ad3all, U JaHHbIC B SYEHKax
(hopMaTUPYIOTCS Kak a03allbl TEKCTA.

[Tpu HaBeneHUH yKa3aTelsl MBIIIA Ha BEPXHIOKO JIMHUIO TAOJHIIBI, OH MPEBPAIIACTCS B YSPHYIO
crpenky E. Eciii B 9TOT MOMEHT LIEIKHYTh MBIIIBIO, TO BBLAGIMTCA OAMH cToiber. Ilepersrupas
MBIIIBIO YEPHYIO CTPEJKY, MOHO BBIJICIUTH Cpa3y HECKOJbKO CTOOHOB. CTpOKH TaOIHIIbI
BBIJICJISIIOTCS KaK CTPOKU OOBIYHOTO TEKCTa — JICBOM KHOTIKOM MBIIIN HA JIEBOM ToJie. [Ijist BeIaeeHus
HECKOJIBKUX CMEKHBIX S[UeeK HEOOXOJMMO IIEIKHYTh MEIIIBIO B OJHY sUCHKYy (parMeHra u
pacTsAHYTh BBIICIICHUE HAa OCTAJIbHBIC.

JI71st BCTaBKU CTPOK HEOOXOAMMO TOCTaBUTh KYPCOP WIIU BBIJICIIUTH CTPOKH, HA MECTE KOTOPBIX
HE0O0X0/IMMO BCTaBUTh HOBBIC, U B MeHI0 Tabauua BeiOpate kKomaHay Jl06aBUTH CTPOKM, WK
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IIENKHYTh KHOIKY =, BBIJEJIEHHBIE CTPOKU NPU 3TOM OYAyT CABUHYTHI HIKE. YTOOBI JOOABHTH
HOBBIE CTOJIOIBI HEOOXOAMMO 0053aTENIbHO BBIJIEIUTH XOTS ObI OJIMH CTOJIOEI] (Ha MECTO KOTOPOTO

Oyaer BcTaBiaeH HOBbIM) W Haxarh kHonky IPTl. Ecnu mykHO 100aBUTHL mociemnuii crojber,

HEOOXOIMMO BBIICIHTE CTOIOCI] HENEUaTaeMBIX CHMBOJIOB 5% cripaBa oT Tabuuisl. Jlis yaieHus
CTPOK, CTOJIOLIOB U STYEEK CIIEAYeT BBIACIUTh UX U B MeHI0 Talmua BeiOpaTh KoMaHay Y 1aaUTh.

B Word umeercss BO3MOXXHOCTH BCTaBKM Tabiul Ha Jjucrax Excel, B KOTOpBIX MOXHO
BBITIOJIHATE pacueTsl, ucmoiyib3ys cpernctBa Excel. BceraButh mmer Excel MoxHO ¢ momoribio
komaH 16l O0BbeKT 3 MeHI0 BeTaBka.

BcraBka Ha3zBaHui

Haspanune — 310 HyMepoBaHHasi HaaAMUCh (Hanpumep, «PUCyHOK 1»), KOTOpYIO NOOaBISIOT K
Tabnuue, pUucyHKy, popMylie u odomy Apyromy sneMeHTy. UToOwl 100aBUTH Ha3BaHuE, BbIOEpeTE
koMaHay Ha3Banue... B MeHio BcraBka M ykaxxuTe B JUAJOTOBOM OKHE THUI HAANHCH, T.€.
MOCTOSTHHYIO YacTh Ha3BaHusl (Pucynok, Tabnuma u 1.1.) mpu 3ToMm Word aBToOMaTH4YeCKd HyMEpyeT
Ha3BaHMs. MOKHO CO3/1aTh CBOE HAa3BaHUE M MU3MEHHUTH (hOpMaT HyMEpaluu JUIsl pa3IuYHbIX THUIIOB
aneMeHToB — Hampumep, «Tabmuna [I» nmn «Dopmyna 1-Ax».

[Tocne w3MeHeHMIA B JOKYMEHTE BIUSIOMIMX Ha TOPSIO0K HOMEPOB Ha3BaHWW HEOOXOIMMO
MIPOU3BECTH OOHOBJICHUE TOJIEH, /ISl ATOTO BBIJECIUTE BECh TEKCT, MPaBOW KHOMKON MBIIIN BHI30BUTE
KOHTEKCTHOE MEHIO 1 BbIOepuTe OOHOBUTH T01€. Takum 06pazom, npouzsooumcs ooOHosieHue noel
He MOIbKO HA38AHUL, HO U YOpMYI, 02NlasileHus, yKazamenel u m. n.

[lepexpecTHas ccblika

OdeHb YacTO MO TEKCTY MPHUXOAUTCS JAeNaTh CChUIKM Ha TaOMUIBI M PUCYHKH CO3/1aBa€MOTO
nokyMmeHnTta. YToObl mpu jAajbHEHIIeM pelakTUPOBAaHMM JOKYMEHTa HE BO3HHUKJIO MpobiieM co
CCBUIKAMH W HyMepaluued  pHUCYHKOB u  Tabmun, HEOOXOMMO  TOJIb30BaThCS
koManjoi [lepekpectHas ccplika... u3 MeHIo BeraBka, 3aTeM BbIOpaTh THI CCBUIKM M Ha 4TO
HE0OXO0IMMO BCTaBHUTh CCHUIKY (HOMEp, Ha3BaHUE U T.J.). DTa KOMaH/1a M03BOJISET JeNaTh CChUIKU Ha
(bparMeHThl TEKCTa, CBSI3aHHBIA C HUM HOMEp CTPaHHUIIbI, HOMEpAa U Ha3BaHHUS PUCYHKOB, TaOIHI] U
dbopmyn u npyrue cchlikd. [lpu KakuX-TO M3MEHEHHUAX B OOBEKTe, Ha KOTOPBIM ClellaHa CChUIKA,
JOCTATOYHO BBIMIOJHUTH KoMaHay OOHOBUTH MOJIE U BCE CCHLUIKH OOHOBSTCSI.

JloGaBnenue GpurypHoro Tekcra
Word mno3Bosnsier 100aBisATh B JOKYMEHT TIpaUuecKuil TEKCT, pa3IudHbIX

pacuBeTok U Quryp. [[ng 3Toro B MEHIO Ha MaHEIW PUCOBAHMS HAXKMHTE KHOIKY 4l
(MS WordArt). Beibepute M3 MpeyioKEHHBIX BApUAHTOB CTHIIb OTOOPAKEHMSI TEKCTA M BBEIHTE
TEKCT, 3aTreM Ha)KMUTE kHomnky OK. C HOMOIIb MOSIBUBLIEHCS HaHeH
uHcTpyMeHTOB WOrdArt MOXKHO U3MEHHTH MapaMeTpbl rpaduIecKOro TeKCTa.

Buumanue! /[nsa usmenenus noboeo zcpaguueckoco obvexma (mekcma, pucymka, zpaguxa,
cxembl U m.n.) HeobXooUMo 2 paza HaNCamov HA HeM J1eB0L KHONKOU MbIULU.

JloGaBrieHre MaTeMaTHYeCKOro TekcTa (hopmyi)

B Word MoxxHO HabupaTh mMaTeMaTuueckue TeKCThl. J[s aToro B MeHio BceTaBka BeiOepHTe
xomanay Oowext, MS Equation u BBeauTe (opmyny, HCHOIB3YS KIAaBHATYPY Ul BBOJA OOBIYHBIX
CHMBOJIOB U MaHenb nHCTpyMeHToB MS Equation uis MareMaTn4ecKiux CHMBOJIOB.

BcraBka CTpyKTypHBIX CXeM

Jlnist TOro YTOOBI OCTPOUTH PA3JIMYHBIE CXEMbI CTPYKTYpHI YIPABJICHUS WIM OpraHU3aluH, B



MmeHto BeraBka Beioepute komanay Oobekt _ MS Organization Chart. Jlanee, ucnosb3ys KOMaHJIbI
MeHIO W naHenb uHCTpyMeHToB MS Organization Chart MO)KHO ~ U3MEHUTH — NPEIUIOKECHHYIO
CTpYKTypHYIO cxemy. Ilocie 3aBeplieHHMs pelnakTUPOBAaHUS CXEMbl HEOOXOIUMO BBHIOpaTh B
menro Daiin_ Beixon u Bo3Bpat B WOrd, 00HOBHB B IIPE/III0KEHHOM JTHAJIOTOBOM OKHE OOBEKT.

Coznianue 1 BCTaBKa PUCYHKOB

Pabora ¢ rpaduueckuM H300pakeHUEM MOXKET OCYIIECTBIATHCSA TOJIBKO B pexume Pazmerka
CTpaHUIIBI.

C nomompio Word MOKHO JIeTKO BCTaBISTh B JOKYMEHTBHI TpadHuecKue OOBEKTHI, Kak
CO3/IaHHBIE C MOMOIIBIO BCTPOEHHOTO rpaduyeckoro pemakropa Word, Tak ¥ HMOATOTOBJICHHBIC B
JPYrux nporpammax.

UroObl BCTaBUTh HMMEIOUIMKCS PUCYHOK B TEKCT, HEOOXOIMMO B MEHIO BcraBka BbIOpaTh
KoMaHny PucyHok u ykazats Gpopmar u ums rpadudeckoro ¢aiina.

Bce rpaduueckue 0OBEKTHI MOXHO OOpaMisiTh, MO3ULIMOHHPOBATh, MaclITaOUpPOBATh,
KOINHUPOBATh, BbIpE3aThb M YAANATh. UYTOOBI ynaiuTh OOBEKT €ro HY)KHO BBIJCIUTh WU HaXaTb
kiasuiry Del.

[Ipn moMomy MHCTPYMEHTOB U3 MaHeIu PucoBaHne MOKHO CO3/1aBaTh PUCOBAHHBIE OOBEKTHI,

]

Takue  KaKk  IpSIMOYTOJIbHUKHU ,  MHOTOYrOJbHUKH,  JIMHUU : CTpENnKu
O
OKPYXHOCTH ¥ HAIMHCH ', a TaK e pasiudHble ABTOQUIypbl: (DUIypHBIE CTPENKH M

JIUHUH, OJOK-CXeMBbl, QUTyphl 3BE€3/ M JIEHT, BBIHOCKM M JApyrue ¢urypbl. 3MeHsITh mapaMeTrpbl

& - & A s

PUCOBAaHHBIX OOBEKTOB: IBET 3aJTMBKH , IIBET NIHMHHII ™= pgeT TEKCTa , THII
= = D e B g,
JIMHUH , TUIl IATpuxa =~~~ , BUJl CTPEJIKU , TCHb , 00beM .
. Hedicteus «
C pucOBaHHBIMU OOBEKTAMU MOYKHO BBITIOJTHSATH TAKUE ICHCTBUS: PYIIHPOBATH,

pasrpynmnupoBaTh, MeperpynnupoBaTb, U3MEHUTh MOPAIOK PACHOJIOKEHUs (TMepeIHuN WK 3aHUM
IJ1aH), IPUBSI3aTh K CETKE, CIBUHYTh, BEIPOBHSATH, [IOBEPHYTh U OTPA3UTh.

Jlis pucoBaHUST M PENAKTUPOBAHMUS PHUCYHKOB HEOOXOJHMMO TMEPEKIIOUUTHCS B PEXKUM
MPOCMOTpa pa3MeTKH cTpaHulbl. JlJis TOro 4toObl OTPEJaKTUPOBATH PUCYHOK HYKHO JBAXKJBI
HIEJIKHYTh MBIIIBI0 Ha u300paxkeHuu. OH OyzneT moMelleH B OTAEbHOE OKHO JUIsl peAaKTUPOBAHUSI.
[Ipu 3ToM OynyT BbIBE/IEHBI MTaHEIH UHCTPYMEHTOB PricoBanue u PucyHoxk.

JUis ~ OKOHYAaHUSA  pPEJAKTUPOBAHHWA W BO3BpallleHUs B JOKYMEHT  HaXMHUTE
KHOIIKY 3aKkpbITh PUCYHOK Ha MaHenu HHCTPYMEHTOB PUCYHOK.

PucoBanHbIe 0OBEKTHI COCTOST U3 OTIEIbHBIX JIEMEHTOB (JIMHUIA, CTPENOK, GUTYp U T.IL.). DTH
OT/IelbHbIE 00BEKThI HEOOXOMMO 00BEIUHATH B TPYIIBI, TaK KaKk rpyHIaMi PUCOBAHHBIX 0OBEKTOB
3HAYUTENBHO yJOoOHEee MaHUIYIUPOBaTh, OHH OBICTpEE OTOOpa)XKaroTCs Ha IKpaHe, YeM OTAENbHO
BbIZIETICHHBIE 00BEKTHI, U MEHEe MoABepkKEHbI JedopMmanui. Beerna ncnonp3yite rpynnupoBKy Tam,
r7ie HY)KHO paboTaTh ¢ HECKOJbKMMHU OOBEKTaMU KaK C OJHUM LeibIM. [l 3Toro HeoOXoamumo

PUCOBAHHBIC 00BEKTHI BBIACIIUTL IIPpU IIOMOIOKW KHOIIKH

EUCTBUA ¥ 1
PHCOBaHUS U HAXKATh fei " EJ MpynnupoBaTe .

ITpoBepka opdorpadun

[TpoBeputs opdorpaduio MoxHO ¢ momomisio komausl [IpaBonucanue (F7) menro CepBuc.
Ecnu npu mpoBepke opdorpadun OyaeT HalJJeHO CIOBO, B KOTOPOM COJEPKUTCS opdorpaduueckas
omuOKa, TO €ro MOXHO OyIeT WCIPaBUTh BPYYHYK) WJIM 3aMCHUTh aBTOMAaTHYECKH Ha
MPE/UIOKCHHBIA BapuaHT, a TaKXKe 3aMEHUTh BCe MOJOOHBIE clioBa. Eciau HaiijieHHOE CIIOBO He
COJICPKHT OIIUOKH, TO €r0 MOKHO JJO0aBHUTh B CIIOBAPh HIIU MPOITYCTHTD.

[Tomp30BaTenb ~ MOXET ~ CO3/[aBaTh W TOAKIOYATH  JIOTIOJIHUTEIBHBIC  CJIIOBapH.
Komannoii Tezaypyc B menro Cepsuc S3bik (Shift+F7) MoxHO BBI3BaTh  CJIOBaph CHHOHHMOB U
CBSI3aHHBIX CJIOB JJIsl BBIJICJICHHOTO CJIOBA.

(BBIOOp OOBEKTOB) C TAHEIH




Paz0Ouenue nokymMeHTa Ha CTpaHHIIBI

Kornma crpanumna 3amoyiHsieTCs TEKCTOM W pucyHKamu, Word BCTaBIsieT aBTOMATHUYECKHI
pa3pblB  CTpaHMIbl M HA4YMHACT HOBYIO cTpaHuny. IIpu kenaHuM 1OJIB30BAaTENb  MOXKET
CaMOCTOSITEJIbHO Pa30UTh JIOKYMEHT Ha CTPAaHUIBl, BCTaBMB B COOTBETCTBYIOIIMX MECTaX
IIPUHYAUTEIbHBIE Pa3pbIBbl CTpaHULl. OHAKO, KaK MPaBUJIO, TOCIEAYIOUIUE UCIIPABICHUS IPUBOIST
K U3MEHEHMUIO Pa3MEILECHMs TEKCTa HA CTPAHHUIE, U 3Ty OIEpPalUI0 IPUXOAUTCS NOBTOPATH 3aHOBO.
[Io »TOM mnpuYMHE PEKOMEHAYETCS HCIIOJIb30BATH OIMCAHHBIE HUXKE IMPHUEMBI U YIPABICHUS
pacCcTaHOBKOM aBTOMATHYECKUX Pa3pbIBOB CTPAHMIL.

Hanpumep, cymiecTtByeT BO3MOYKHOCTb 3alPETUTh BHUCSUYME CTPOKU (OAMHOYHBIE CTPOKU B
Hayaje W KOHIIE CTPaHUIIBI), HE JOMYCTHTh TOMEIIECHHS pa3pbhlBa CTPAHUIBI BHYTPh al3ana Win
CTPOKH TaONHIBI MO0 MEXIy IBYMsI COCEAHMMH ad3allaMi, a TakkKe yKazaTh, YTO JAHHBIA a03all
(HampuMep, 3aroJIOBOK TJIaBbl) JIOJDKEH B JIIOOOM Cilydae IMedaTaTbcs C HOBOW CTpaHUIBL. Bce 3T0
MO>KHO YCTaHOBHUTbH Ha BKiajke [losokeHne Ha cTpanuiie koMan sl A63arn B MeHto Dopmar.

BcraBka paspbiBa CTpaHUIIbI

JUis  cTaBKM TOpPHUHYAMUTENBHOTO  pa3pblBa CTpaHMIBI  BbIOepuTe KOoMmaHay Pa3phiB B
MeHto Beraka. [loctaBbre duiaxok y Hauate HOBYIO cTpaHMILy.

BcraBka paspeiBa pazzaena

Pazgen — 310 yacTh JOKyMEHTa, K KOTOPOM MOKHO NPHUMEHHUTh OTIWYHBIE OT IPYTMX 4YacTen
rapameTpsl cTpaHulbl. [ BCTaBKM pasnena MCHoJib3yercss komanzaa Pa3peiB B MeHto BeraBka. B
rpynrne HoBblil pa3zaen BeIOpaTh mapameTp, yKa3bIBAIOUIUI, OTKy/Aa CIeAyeT HauyaThb HOBBIM pa3jer.
UtoObl HayaTh HOBBIM pazlien co cleayrouieil cTpaHullpl, BeioepuTe Co cieayroneil cTpaHuIlb.
UtoObl HauaTh HOBBIM pa3led Ha JaHHOW cTpaHuIle, BbeIOepuTe Ha Tekymieit crpanure. UToObr
HayaTh HOBBIM pasziel CO CIENYIONIEH YeTHOW WM HEUYeTHOW CTpaHullbl, BeIOepuTe C UYeTHOU
cTpaHuIlbl uiau C HEYETHOM CTPaHUIIBI

Ha4aTe
& %

' HOBYHD KONOHEY

" HOBYH CTROKY
HoBeiH pasaen
o CoeAVHOWLER CTRAHHLE
" Ha TekyLWeH CTpaHHLE
£ ¢ 4eTHOM CTRaHMUE
£~ ¢ HEMETHOH CTPaHMLE!

0,5 I OTHEHS

YjaneHnue pa3pblBa pasjiesia U CTPAHUIIbI

Ecnu pa3pbiB pa3zena He BHUJEH, BKIIOYMTE PEXUM OTOOPaKEHHUS CKPHITOTO TEKCTa, HaXaB
kHONKy Heneuaraemble cuMBOJIbI. BbiienuTe paspbiB, KOTOPBIH ClieaAyeT YAaIUTh, a 3aT€M Ha)KMUTE
kiasumry Del.

IIpu ynanenuu paspeiBa paszzena Takke YAaIsSIOTCS HapaMeTpbl pacloyOKEHHOIo Hajl HUM
pa3zaena. DTOT pas3zied CTAaHOBHUTCS YacThIO CIEAYIOIIEro pas3zena ¥ INPUHUMAET COOTBETCTBYIOLIUE
napamMeTpsl.

Hymeparus crpanun

Howmepa ctpanun 106aBisSOTCS B BEPXHUN WINM HYKHUN KOJOHTHUTYIN. JIisi BCTaBKM HOMEpOB
CTpaHMIl Ucnob3yiiTe komany Homepa ctpanui u3 MeHto BeraBka, re ycraHoBUTE HEOOXOAUMBIE
napameTpsl.

Jlnst ynaneHus: HOMEpOB CTPaHUI] BBIJECITUTE PaMKy, KOTOpas pacHojoXKeHa BOKPYT HoMmepa
cTpaHuIbl 1 HaxxmuTe kinasumy Del. Homepa OyayTt ynaneHsl co BceX CTpaHUIl JOKYMEHTa.

KononTtutynsl

KonoHTUTYT — 3TO TEKCT WM PUCYHOK, KOTOPBIM TeyaTaeTcsi Ha MOJe KaXJ0W CTpaHMIIbI
JOKYMEHTa. B 3aBHCHMOCTH OT MECTa pacroJioKeHHs! (Ha BEpXHEM WJIM Ha HIDKHEM TI0JIe CTPAHUIIbI)
KOJIOHTHUTYJIbI ObIBAIOT BEPXHUMH U HIKHUMH.

MO’HO €O34aTh YHUKAJIbHBIM KOJOHTHUTYJ Il MEPBOM CTPaHMIBI JOKYMEHTa WM BOOOIIE




yOpaTh BEpXHHMI WM HIDKHUI KOJOHTHTYJ C IMEPBOW CTPAHHIBI, HMCHOJIB30BATH OTIMYAIOIIUECS
KOJIOHTUTYJIBI JJIs1 YETHBIX U HEYETHBIX CTPAHUIL HEKOTOPBIX Pa3JIEOB UM BCETO JOKYMEHTA.

Jns  co3maHusi W pEIAaKTUPOBAHUS KOJOHTUTYda BblOepure KomaHay KoloHTUTYBI B
MeHio Buna. IlosBurcs maHenb, ¢ MOMOIIBIO KOTOPOW MPOU3BOJMTCS HACTPOMKA KOJOHTUTYIA. [l
yIaJICHUs] BBIJICIUTE COJIEPKUMOE KOJIOHTHUTYIA 1 Haxmute Del.

Coznanue oryiaBjaeHus

Coznlanue OrjaBji€HHUs HAUYMHAETCS C TPUMEHEHHs] BCTPOEHHBIX CTUJIEH 3arojIOBKOB
(3aronoBok 1 — 9) x Ha3BaHMAM IJaB, Pa3/eNOB U MOJPA3/EIOB, KOTOPHIE CIEAYeT BKIIOUHUThH B
orjaBjieHHE. 3aTeM BbINOJHSAETCS KoMaHJa OrjaBieHHMEe M yKaszarenu B MeHio BcraBka. Bo
BKIajKe OrnaBieHue BbIOUPAETCs HYXKHBIM BMJI OIJIaBJIEHUs W3 clucKa Bua u ycraHaBiauBaroTcs
HY)XHbIE mapameTpbl. OryasiieHue Oy1eT BCTaBICHO B MECTO TEKYLIETO MOJIOKEHUS Kypcopa.

Ecnu B nokymeHTe ObUIM POU3BEACHBI U3MEHEHMS TI0CTIE BCTABKU OIJIABJIEHUS, TO €M0 MOKHO
OOHOBUTH, IIEJIKHYB HAa HEM IPaBON KHONKOW MBILIIKH U BBIOPAaB U3 KOHTEKCTHOrO MeHI0 OOHOBUTH
ToJie.

[Tomo6HBIM 00pazoM MOKHO co3/aTh Ykazarenau u CHUCcOK WITIOCTpaIui.

[Teuars nOKymeHTa

UtoOHBI HaIeyaraThb TEeKYIIHI JIOKYMEHT HAOKMUTE émm BBIOEpUTE B
Menro @aitn komanay [ledatp. VkaxuTe mnedataronige YCTPOMCTBO M YCTAaHOBUTE HEOOXOIUMBIC
napameTpsl. [lapameTpsl mewaTh MOTYT TOBJMATH Ha pa3MelleHHe Tekcra Ha crpanuue. llepen
MeYaThi0 PEKOMEHJIYEeTCSI MPOCMOTPETh, KaK OyAyT BBHITISIIETH MeYaTaeMble CTPAHHUIIBI Ha Oymare.
st aTOTO HAXKMUTE

[TapameTpsl

B Word moxHO ompenenuTh oOIIME TapamMeTpbl BBIMIOJHIEMBIX OIEpalii, a TaK JXe
napaMeTpsl MpaBOINKCAHUS, BHUJIA, COXpAaHEHMs, Me4aTu, HCIpaBJieHHs, mpaBku U Ap. Hactpoiika
apaMeTpoB Ipou3BoauTcs koManaou [lapamerper B MeHto CepBuc.

MNapamerpbi EiE3

WcnpaeneHna I MonesoBaTens I CoBMecTMMOCTD | Pacnonoxenue

niu B MeHio daiin BeiOepuTe komanay IlpeaBapurenbHbI TPOCMOTP.

Bua Obwwe ] Mpaeka I Mevate | CoxpaHerve I MpasonncaHre

NapameTpel 06bI4HOro peXrMa

MokasbiBaTh
I™ Geprosmk ! [ saknaaxu
[T nycTeie pamMky pUCYHKOB ™ koael nonew
IV aHnmaums Texcra 3aTEHEHUE NONei:
[V scnnbiBatowme noackasku Il’lpn BbIAENEHNH LI

[V Bbiaenenme useTom
HeneuaTaembie cMBONLI

™ cumBonel Tabynaumm ™ markve nepexock!
[~ npofiensi ™ expbiThii TekeT
™ cumeonel abzaues [ Bee
OKkHO
[V crpoka cocTosHns [V ropusoHTanbHas nonoca npoKpyTkK
WHPHHa NONOCH! CTHASH [V eepTukansHas nonoca NpokpyTKM

ID M 5‘ ™ nepeHoc no rpamnue okHa
| OK I OTMeHa

Puc.OxHO mapamerpsl




3. YcaoBus peajusanuu NporpaMmbl
3.1 MaTepuna/jibHO-TeXHMYECKHE YCJI0BHUS pealTu3aliu MPorpaMmbl

Haumenosanue
creyuanu3upo8anHbvix Buo sansmuii Haumenoeanue o6opyoosanus,
ayoumopuii, KaOUHemoas, HpPOZPAMMHO20 0Decneuenus
aabopamopuil
1 2 3
ayoumopust JleKyuu KoMnblomep, MynbmumeOoutiHoll
NPOeKmop, 9KpaH, 00cKa,
MEXHUYecKas OOKYyMeHmayusi,
KOMNbIOMEPHbILL KAACC npaxmuyeckue u 1a00pamopHvle | KOMHbIOmMepbl, Chey.npoepammbl,
3aAHAMUSL nooxoyerue Kk cemu Mnmepnem

3.2 YueOHO-MeTOANYECKOe o0ecnieyeHne MPOrpaMMbl
[To xax10¥ TMCHUIUIMHE TPOrPaMMbl HEOOXOUMBI:
- IeYaTHbIE Pa3/1aTOUYHbIE MaTepPHaJIbl ISl ClyliaTenei;
- yueOHbI€ TOCOOUS, U3AaHHBIE 110 OTAEIBHBIM pa3/iesiaM MPOrPaMMbl;
- IpoMIIbHAS JIUTEPATYpA;
- HOpMaTHUBHbIE IOKYMEHTBI;
-3JIEKTPOHHBIE PECYPCHI U T.1I.

4. KaapoBoe odecnieyenne 00pa3oBaTeIbHOr0 npouecca
Pearmzanms  [Iporpammbl  o0ecriedeHa  IMEJarOTHYECKUMHU  KaapaMH, HWMEIOINUX  CpeaHee
npodeccuoHallbHOE M BBICIIEE O00pa3oBaHHE, COOTBETCTBYIOIIEE NpOoduio obecrnedrBaronInX
oOyueHue Mo JUCHUILTMHAPHOMY Kypcy (Kypcam), TpaKTHKaM.

5. OneHKa Ka4ecTBa OCBOEHHUS MPOrpaMMbl

OneHKa 3HAHWUM, YMEHUI U HABBIKOB CIYIIATENICH SBIISETCS 3aKIIOUYUTEIIBHBIM ATallioM BHAA
koHTpoJis. [Ipu 3TOM nomkHaA OBITH 0OecrieueHa 0OOBEKTUBHOCTh M TOUHOCTh HA OCHOBE KPUTEPHUEB
OLIEHKH.

[Ipu TtpamunmoHHOW ¢dopMe MPOMEKYTOUHOM aTTecTallud B BHAEC coOeceqoBaHUs 10
9K3aMEHAIlMOHHBIM OWjieTaM IyTeM YCTHOTO (IMMCBMEHHOIrO0) ompoca. Kpurepuu BbICTaBICHUS
OIICHOK TIPOBOJUTHLCS IO YEThIpEeX OabHOW CHCTEME 3HaHWU M yMeHui. UeThlpex OanbHas cucrema
OIICHOK TMPEACTABISIET COOOW YeThIPE YPOBHS OIIEHMBAEMOTO0 KauyecTBa TOJTOTOBKH CIIyIIATENs:
COTIUYIHOY, «XOPOIIIOY, «YIOBICTBOPUTEIBHOY, «HEYIOBICTBOPUTEIHLHOY.

NunuBuayanbpHas olleHKAa YCBOCHUS MTPOrPAMMBI 110 TUCIUIUIMHE OTIPEACIISICTCS:

«OTJUYHOY, €CIIH CIIYIIATEIb IMOKa3ajl TiyOOKKHe U TBEpAbIC 3HAaHUS TPOrPAMMHOTO MaTepuana,
OBICTPO MPUHUMAET MPABUIIbHBIE PEIICHHs], YeTKO MOJAaeT KOMaH Ibl, O€3yIPEeYHO BIaJAeeT MpUeMaMu
paboThl HAa TEXHUKE U YBEPEHHO BHITIONHSAET YCTAHOBIIEHHBIE HOPMATHUBHI,

«XOPOILIO», €CIU CIYyIIaTeNb TBEPO 3HAET MPOTrPaMMHBIN MaTepHal, IPaMOTHO U 0e3 omHOoK
€ro M3Jaraer, IPaBUJILHO MPUMEHSET 3HAHUS K PEIICHUI0 MPAKTUYECKUX 3a/7ay, YBEPEHHO BIIaJCeT
npueMaMH pabOThl C MaTEPHAIBHOW YacThlO TEXHHKH, MMEET IPOYHBIC HABBIKM B BBIMIOJHEHUH
YCTaHOBJICHHBIX HOPMATHUBOB;

«YIOBJIETBOPUTENILHO», €CJIM CIyllaTellb KMEET 3HaHMUS TOJIBKO OCHOBHOIO Marepuaia,
TpeOyeT B OTACNBHBIX CIIydasX AOIMOJHUTENbHBIX (HABOJAAIIMX) BOMPOCOB JUIsl MOJHOTO OTBETA,
JIOTIYCKaeT HETOYHOCTH WJIM HEYBEPEHHO MOJIA€T KOMaH[bl, HEYBEPEHHO BBINOJIHAET IMPUEMBI MPH
paboTe ¢ MaTepHalbHOM YaCThIO TEXHUKHU U HOPMATHBHI,

«HEYIOBIETBOPUTENBHO», €CIHU CIyllaTeldb JOMycKaeT TpyOble OIMMOKH MpH OTBETE Ha
IIOCTaBJICHHEIC

BOIIPOCHI, HE MOXET MPUMEHUTH MOJYyYEHHbIE 3HAHUS HA MPAKTUKE, UMEET HU3KUE HABBIKU B
paboTe Ha TEXHUKE, HE BHITIOTHSET Ha OLIEHKY «YJAOBJIETBOPUTEIHHO» YCTAHOBIECHHBIC HOPMATHUBHIL.

NuauBuayanbHas OIEHKA CIYIIATENI0 OOBSBISIETCS Cpa3y IMOCHE BBIMOTHEHHS YIIPAKHEHUS,
3aJlauM, HOPMAaTHBa; OTBETA Ha BCE BOMPOCHI OUIeTa.
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