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OI'JIABJIEHUE



BBEJIEHUE

[TogrotoBKa TEKCTOB — OfHA U3 BaKHEWMMX oOsacTell TNpUMeHeHUs T1ePCOHATBHBIX
KOMIbIOTEPOB. [T CO3/aHUsI TEKCTOBBIX [JOKYMEHTOB W3 O0OJIBIIIOTO KOMMYECTBA MPOTPAMMHBIX
cpeAcTB 00BIYHO BBIOMPAIOT TeKCTOBLIN pefakTop Word.

C momomipio pezsakTropa Word MOXKHO CO3/aBaTh pa3/iiyHble TEKCTOBbIE JOKYMEHTHI,
pacreuaTbiBaTh 3TU JOKYMEHThI, COXPaHSATh UX Ha >XeCcTKoM aucke. [Ipu co3faHuu AOKyMeHTa B
penakrope Word Bcio paboTy ycC/I0BHO MOXHO pa30WTh Ha TPHM 3Tara: MepBLIM 3Tam — BBOJ W
pe/lakTUpOBaHUe JOKyMeHTa; BTOPOi — opMaTHpoOBaHUe JOKYMeHTa, T.e. pUiaHue JOKYMeHTY BU/a,
COOTBETCTBYIOIIETO OOIIENPUHSTLIM CTaHAapTaM; TPeTH — COXpaHeHHe OKYMeHTa U BBIBOJ, €ro Ha
neyatb. Ba)kHO, UTO B /000H MOMEHT MOXKHO TIpepBaTh paboTy Haf, JOKYMEHTOM, IpeJBapUTeIbHO
COXpaHMB C/ieJlaHHbIE B HEM U3MeHeHUs], a 1I03)ke BHOBb BEPHYThHCS K paboTe Hafl JOKYMEHTOM.

B yue6HOM nocobun pacCMOTpeHbI OCHOBHBIe TpreMbl paboThl B pefiakTope Word, B TOM unciie
Co3/laHKe, peAaKTUpOBaHWe U (OpMaTUPOBaHWE TEKCTOBBIX JOKYMEHTOB, Tab/uil, Auarpamm,
DUCYHKOB, CO37laHHe J[IOKYMEHTOB CO CJIO)KHOW CTPYKTYpOW. 3afaHusi paboT U MeToAuuecKue
yKasaHMsi K HUM T03BOJISIFOT CTYZEHTY MpUoOpecTy NpakThyecKre HaBbIKU CO37iaHus 1I000ro cpesiHeit
CJIO’KHOCTH HayuHOT'0 ZIOKyMeHTa U JOKyMeHTa /IeJI0BOU TepernucKy.

Cettuac co3zaercsi 60/bIIIOe KOTMYECTBO MOCOOUM M PYKOBO/ICTB T10 M3YUE€HHIO BCEBO3MOKHBIX
Mo uduKaluii TekctoBoro pesakropa Word. CreyeT MOMHUTb, YTO B OCHOBHOM KaXk/asi CyieZlyrorias
MOJUGUKAIMS PeJakKTopa OTIMUYAeTCs OT MPeAbIAYIIUX O0COOEHHOCTIMM, He3HAUWTETbHBIMHU TPU
TepBOHaua/JIbHOM M3yueHUM pefakTopa. I[losTomy pegaktop Word MOXHO u3y4aTb 1O JiF0OOMY

yueOHHKY, B KOTOpOM u3naraetcs Bepcust Word He Hike 6.0 wmm 7.0.



HEPBOE 3HAKOMCTBO

3anyck Microsoft Word piss Windows

st 3anycka Word Heob6xouMo 111esKHYTh KHOTIKY ITyck Ha raHesiu 3a7jau v B TPYyIINe MeHI0
ITporpammsi Bribpats myHKT Microsoft Word.

[Tpu 3anmycke Word Ha 5kpaHe MOXKHO YBH/IeTb UMCTbIM JIUCT OymMary (OKHO JOKyMeHTa), Ha
KOTOPOM U TIPOM3BOAUTCS paboTa Hajl TeKCTOM JOKyMeHTa. [Ipy mepBoM 3amycke OH HMeeT
cTaHzapTHoe ums JJoKkymeHT 1. DTO UMs XOPOILIO BUJHO B CTPOKe 3arojioBka. 3anycrure Word.
JJ/IeMeHTbI JKpaHa

CTpoka 3aro/ioBKa HaxOJWTCs B BepxHell YacTHM 5KpaHa WU UMeeT OOBIYHBIA BUJ [JIs
nporpamm, paboTaromux oy yrnpasieHreM Windows. Takke Ha CTpOKe 3aro/ioBKa eCTb IaHeslb
OBICTPOTO AOCTYTIA
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Crtpoka meHwo. [lof CTpOKOM 3arojioBKa HaXOAMUTCS CTPOKA MeHIO, B KOTOPOM Iepeuuc/ieHbl
rpynnel  komaHj: I'siaBHasi, BcraBka, Pasmerka crpaHuubl, Ccbuiky, Paccbuikwy,
PenjensupoBanue, Bupa.. Kaxgas rpynmna o0beguHseT HabOp KOMaH, HMEHOIIMX OOIIyIO
(yHKI[MOHA/IbHYIO HaMpaB/e€HHOCTb.
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I'opu3oHTanbHAsA JMHEMKA HaXOAWUTCSA TOJ IaHelbl) HWHCTPYMeHTOB. BepTukaabHas u
rOpU30HTA/IbHasA 1M0/10ChI MPOKPYTKH HaxXOJATCS COOTBETCTBEHHO y MPABOr0 U HWKHETO Kpast
3kpaHa. C uX NOMOILIBI0 MOXKHO IlepeMellaTbCs IO TeKCTy A0KyMeHTa. CTpoka COCTOSAHHSA
HaxXOoJsIIasACs y HWKHEro Kpas 3KpaHa JiaeT psifi CBe/leHUM, IOJIe3HbIX IPU peJlaKTUPOBaHWU
JIOKyMmeHTa. /I3 Hee MOJKHO y3HaTbh, HallpuMep, HOMep TeKyllel CTpaHMIIbl TeKCTa U CKOJIBKO
BCEro CTpaHul] B TekcTe. Takke MOXHO H3MeHSTb MacliTab W H3MeHSTb BHJ, IPOCMOTPA
(pa3MeTKa CTpaHUI], peXKUM uTeHUsi, BeO-IOKyMeHT, CTPYKTypa, uepHOBUK). Pabouas o6/1acThb —
3T0 CBOOO/IHasi TIOBEPXHOCTh B cepejiuHe KpaHa. Ha Hell HaxopsTcst Kypcop K/aaBUaTypbl U (B
OOBIYHOM peXHMMe) TOPH30HTa/MbHAs 4YepTra, OTMeuaroljas KOHer] Tekcra. Haiigure Bce
riepeyvrc/IeHHble 3/1eMeHThI SKpaHa.

CTpOKa COCTOAHUA
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Pabouas 00/1acThb

Vicnosib30BaHHe CIPABOYHOM CHCTEMbI

B nto6oii MOMeHT BpeMeHU Bbl MOXKeTe TOTyYrTh TOMOILL OT CITPaBOYHOM cucteMbl. CrenaTh
3TO MOXKHO TeMH e crocobamu, Kak W B /000i Apyrod mporpamme, paboTarolield Mop
ynpaBneHueM Windows. [{nst paboThbl CO CrIpaBOYHOM CHCTeMOl TpeJHa3HaueH MyHKT MEHI0 CO
3HAKOM BoOIIpoca, mbo Kasuia F1.
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CTinmn PepakTHpoBaHmne

MeH10 1 OKHa

MeHI0 ¥ OKHa MUMEIOT CTaHJAPTHBIM /i1 TIporpaMM, paboTaromux 1o yripaeieHreM Windows,
BUJ. Bbl MOXeTe, Kak OOBIYHO, BBITIOJIHATH KOMAaH[bl C TIOMOIIBIO COOTBETCTBYIOIIUX ITyHKTOB
MEHIO, T10/1b30BaTbCsi KOHTEKCTHBIMH MEHI, KOTOpble BbI3bIBAIOTCS Ha)kaTHeM IIpaBOM KHOMKU
MBIIIH, paboTaTh C AWAJOTOBLIMM OKHAaMH U OKHAMU JJOKYMEHTOB. Il Tiepexofia OT OJHOTO OKHa
JIOKyMeHTa K JpYroMy HCII0/b3yeTcsl TyHKT MeHIO Bup/IlepeiiTu B Apyroe oKHO.

Bcrogy B jasibHelIeM 1o/, C/ioBaMy BBIMO/JTHUTE KOMaHAY MbI Oy/1eM TTOHUMAaTh UCTIOIb30BaHUE
COOTBETCTBYIOIIUX IMyHKTOB MeHI0. BripoueMm, Te >kKe KOMaHAbI MOXXHO B OOJIBLIMHCTBE CyuaeB
BBIMIO/ITHUTh C TIOMOILLIBIH) KOHTEKCTHBIX MeHI0. IIpumep BbInosiHeHHss KomaHzbl Bup/(pexxumMbi



NpoCcMOTpa A0KyMeHTa) YepHOBHK:
1. Ha cTpoke MeHI0 HaXaTh Ha KOMaHAy Bup
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2. BeiGpats rpyrmny PeXXumbl IPoCMOTpa JOKYMeHTa
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3. BeibpaTh MyHKT UepHOBHK
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TakKe CTOUT yMOMsSIHYThb, uTo HauuHass ¢ Word 2007 MHOrMe MyHKTbI MeHIO, NpPUBLIUHBIE
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* x| | Ab3an

OTEpBITHE AMAaNoroEoro okHa “AB3ay”

B panbHeiiiiemM, B JaHHOM DYKOBOJCTBe Bbl OyJieTe OUeHb YacTO BCTPeYAThCSl C ITUMHU
3/1eMeHTaMH, [103TOMY, TIpO/ieJiaiiTe ciieAyroiiue AeliCTBUS:

1. Orkpoiite menio «I'1aBHasH»

2. 1IIénKHKUTE Ha MUKTOrPAMMy B 0b61actu «Bydep obmMeHa»

3. TIpocMoTpuTe, Kakie HaCTPOMKH JOCTYIIHBI B ITOSIBUBLLIEMCS HaJOrOBOM OKHE
4.

[TpogenaiiTe TO >Xe camoe C OCTalbHBIMU 00/1acTsIMH, a UMeHHO «IIIpudT»,

«Ab3ary, «Ctimm»
B mocnexywoomux r/aBaX il OTNpeJe/eHUs] [JaHHBIX TUKTOrpaMM OyAyT WCIIOb30BaThCS
ciepyroe o6o3HaueHusi, HarpuMmep «I'y1aBHas/(A63an) OTKpbITHE AMAIOTOBOr0 OKHA

A63ar AB3aL . », 4TO O3HauaeT YTO HaJl0 MeperTH K MyHKTY MeHIO

«['naBHast», HaliTH 06/1aCTh C MOATTUCHIO «Ab3al» U HaXKaTh HAa MTUKTOIPaMMY OKOJIO Heé.,
Co3aHue yepHOBHKA JOKYMeHTa. 3asB/IeHUe

[Tporiecc co3maHusi MHOOOTO JOKyMEHTa COCTOWUT W3 JABYX 3TaroB. IlepBbiid 3Tanm (Habop u
pellakTUPOBaHWe TEeKCTa) OOBIUHO BBIMOMHSIETCS B peXHMe UYepHOBMKA. BTopoM 3Tam
(bopmatupoBaHne) — B pekuMe pa3MeTKu CTpaHuipl. Omnepauyy (hopMaTUpOBaHUSI OyayT
PACCMOTPEHBI B TPETHEM pa3/iesie, a peXXUMbI paboThl ¢ Word — B msSITOM.

[IpyUroToBbTECH K CO34AaHUIO UePHOBUKA JOKYMEHTA:

1. BoimonuauTe koManay Bup / (peXxuMel IpocMoTpa A0KyMeHTa) UepHOBHK.

2. Boinosinute KoManay Bug / (Maciara6) Io mupuHe CTpaHHUIbI.
IToaroToBKa Tekcra
COB,E[&IZTE UEPHOBUK 3asBJ/IeHHUA C/IeAYIOIIero coaep>KaHus:
l'eHepanbHomy gupektopy 000 «HUaeanbHbild KomnbioTep» MeaHoey U.A.
KomMMepueckoro gupextopa 000 «MpaeanbHblid KomnboTep MeTpoea MeTpa
MeTpoBuua

SAABNEHUE

CornacHo rpadury oTnyckoe Ha 2004 rog, npowy Bac: npeaocTaBuTs OTMYCK
Cwpoposy Cugopy Cugoposudy ¢ 21 mioHA 2004, npeacrasutb CugopoBy
Cupopy Cugopoeuuy 3 ONOAHUTENbBHBIX JHA OTMYCKA 338 HEHOPMUPOBAHHbIN
pabouunid feHb, BoinaatMTs Cugopoey Cuaopy CuaopoBMYy MOMOLLb B pasmepe 2
JIONMHOCTHBIX OKNaA0B.

30 man 2004 r.

Metpos MN.11.



ABTOMaTHUeCcKasi BepCTKa CTPOK

Korzpa mipu Habope TekcTa Kypcop [AOXOJWT O KOHIIA MEPBOM CTPOKH, TO TIepBOEe CJIOBO,
KOTOpOe He TOMelaeTCss Ha CTPOKe TOJHOCTHIO, TIePeHOCHUTCS Ha C/eYIOL[yH CTPOKY. OTO
Ha3bIBAeTCs aBTOMATHUeCKOW BEPCTKOW CTPOK TeKcTa. Hesb3si MCKYyCCTBEHHO 3aKaHUMBATh
cTpoky KiaBuiledi Enter. DTo mpuBeseT K 00pa3oBaHMIO HOBOTO ab3alla M B JasibHeHIlemM
3aTpyJHUAT OpMaTUPOBaHUE TEKCTa JOKyMeHTa.

Konern ad3ana

[nis1 3aBepiiieHust ofHOrO ab3alja U 0Opa3oBaHUs HOBOTO HY)XHO Ha)kaTh Kiasuily Enter. B
HallleM MPUMepe HAXKMUTE 3Ty KJIaBHUIITY TOJIBKO:

* B KOHIIe TIpeamMOyJIbl 3asiB/IeHHS,
e nocse cnoBa 3AABJ/IEHUE,

e B KOHIIe TeKCTa 3asiB/eHus,

e TIOC/Ie IAThI.

Ypanenue 0ykB

[yt Toro, uTO OBI YIAUTH TOJBKO UTO HaOpaHHYIO OYKBY HCITIO/B3yiTe KiaBuily BackSpace.
[ns ypaneHust Apyrux OyKB To/[BeAUTe K HUM KypCOp K/aBUAaTypbl (WM BBIJIEJIUTE TPYIITY
CHUMBOJIOB, CM. TIYHKT “BbijjesieHre TekcTa”) U Ha)kmuTe Kiauiily Delete.

IlepemelnieHyie o JOKyMeHTY

Bre1 MOXeTe mepeMerLaThbCs 110 JJOKYMEHTY C IMOMOLLBIO KJ/IaBUIL yIIPaB/IeHUs] KYpPCOPOM:
e 1 WM | — Ha OIHY CTPOKY BBepX WJIM BHU3,

* « WIA — — Ha OJUH CUMBOJI BJIeBO W/IY BIIPaBo,

e PgUp wiu PgDn — Ha o4yH 3KpaH BepXx WU BHU3,

Ctrl + — nmm Ctrl + -~ — Ha oJjHO C/I0BO B/IEBO W/ BIPaBo,

e Home v End — Ha Hayasio WM KOHeL] CTPOKH,

Ctrl+Home v Ctrl+End — Ha Hauano iy KoHel] J0KyMeHTa.

[pyroit criocob6 ycTaHOBUTb KYpCOp K/aBHAaTypbl B OIpeJe/ieHHOe MeCTo obecrieunBaeT
MbIllIb. [IjIf 3TOr0 HY)KHO yCTAaHOBUTb KYpCOP MBIIIM B HY)XHOe MeCTO Ha 3KpaHe U HaKaTb
JIEBYIO KHOIIKY.

1. TTepemecTuTe Kypcop K/aBHaTypbl Ha Hayasio JOKYMEHTa.
2. TTepeMecTrTe KypCcOp K/IaBUaTyphbl Ha KOHEI| IOKyMeHTa.
3. ITepemecTrTe Kypcop K/iaBuaTypbl K 6ykse “SI” B ciiose 3AABJIEHUE.

BBI}IEJ’IEHHE TekcTa. TexHUKa BbIle/ICHUA

Jlerue BCero BbIIeJIUTh YaCTh T€KCTa MBILIBIO. [I7is1 9TOr0 yCTaHOBUTE KypCOP MBILIM B HA4yasio
(parmeHTa TeKCTa, KOTOPbIi HYXXHO BBIJ|e/IUTh, U TPOBEJUTE KYPCOPOM TpPU Ha)kaTOW J1ieBOM
KHOIIKe J10 KoHILla (hparMeHTa. /|BoiiHOe HakaTue Ha KHOTIKY MBILLY BblZle/sieT CJIOBO, HA KOTOPOM
ycTaHoBJIeH Kypcop. Ha)kaThe Ha KHOTKY MBILLH, eC/Id KypCOp HaXOJUTCS Y JIeBOrO Kpasi CTPOKH,
BbIZIe/IsIeT TIOJTHYIO CTPOKY, a /IBOMHOe HakaThe — TIOMHbIN ab3a1r]. CHATh BbiZie/ieHHe MOYKHO
111eJIKHYB MBILLIBIO BHE BbI/IeJIeHHOT0 (pparMeHTa.

17151 BbIZIe/IeHUsST MOXKHO T10J1b30BaThCsI M K/IABUIIIAMU yTIPAB/IeHUST KYPCOPOM:

o Shift + — wiu Shift + — — BeIeeHUe OYKBBI C/I€Ba WU CIIPaBa OT Kypco pa,
 Shift + 1 umm Shift + | — BbIlesleHre CTPOKU BepX WM BHU3,



 Shift+Home v Shift+End — BbiziesieHne TekcTa OT Kypcopa /10 Hauasa Wiu KOHLIa

CTPOKH,

 Shift+PgUp v Shift+PgDn — BbiiesieHre parmMeHTa OT Kypcopa K Hauany WM KOHLY
JOKyMeHTa.

o "[lepkuM" Alt 1 "MBIIIKO# BbIJje/isieM (P)parMeHT TeKCTa'" — Bblje/ieHre
NIPSIMOYTO/TbBHUKOM.

. Boigenure ciioso 3AABJ/IEHUE.

. CHumHTe BhIZIE/IeHME.

. Beigenute 6ykBy “SA” B crioBe 3ASABJIEHUE.
. Beieniire Bech JOKYMeHT.

U N WN =

. CHUMHTe BbIJe/TeHue.

Pabora c ¢pparmeHTamMHu TeKcTa

BeizienieHHbIe parMeHThbl TeKCTa MOYKHO
e KOIMPOBATh,

* TIepeMelaTh,

* yJassTh.

Bydep odomena

Bydepom obmeHa Ha3biBaeTCss 00/1aCThb MamsTU KOMIIbIOTepa, B KOTOPOW MOTYT XPaHUThCS
dbparMeHThbl [AOKyMeHTOB. ®parMeHT C MpeXHel TMO3UIUM KOIMUPYeTCs WU TIePeHOCUTCS B
Oydep, a 3areM BCTaB/sieTCs B HOBYIO mo3ulidio. OfHaXKAbI 3aHeCceHHbIM B Oydep (parmeHT
MOJKET WCIT0/Ib30BaThCsl HEOAHOKPATHO /0 TeX IMOp TOKa TyZa He Oy/eT TOMelljeH HOBBIM
¢parmeHT.

KonupoBanue TeKkcTa

1. Beigenvre Bech fokymeHT. I'naBHas / (pegakTupoBanue) Boigeuts / Bol e1uTh BCE.

2. Cxonupyiite B 0ydep ob6MeHa BbIe/IeHHbIIA (parMeHT. [/ 9TOro BBITOJHUTE KOMaH/y
I'naBHas / (0ycdep o6mena) KonupoBaTh.

3. IlepemecTHTe KypCop K/IaBUaTyphl B CaMblii KOHEL] JOKyMEHTa.

4. BcraBbTe (parmeHT u3 Gydepa oOMeHa B JOKYMEHT. [I/ist 5TOrO BBLIITOJIHUTE KOMAHZy
I'naBHas / (0ycdep odoMeHa) BcraBUTh.

Y paneHue Tekcra

1. Beiiesiure B JoKyMeHTe (pparMeHT, COeprKalll{ii IIOJTyUMBIITYIOCS KOITHIO 3asiBIeHHUSL.

2. Ypanure 310T pparmenT. [I1s1 3TOr0 BoinosHuTe KoMaHay I'yiaBHas / (Oydep oomena)
Beipesars.

HEPEMEIHEHI/IE TeKCTa.

1. Brigenure cnoso 3AABJIEHUE.

2. TlepemecTHTe BbIie/IeHHbIN (hparMeHT B KOHEL| JOKYMeHTa:
a) BeimosHUTe KOMaHAy ['1aBHas / (Gy¢ep o6mena) Boipesars,
b) nepemecTuTe Kypcop KnaBuaTyphbl B CaMblii KOHEL| JOKYMEHTa,
C) BbinoaHuTe Komaday I'yiaBuas / (6ydep o6mena) BcraButs.

3. Ilepemecturte cioBo 3ASBJIEHUE o6paTHO Ha CBOE MPEKHEe MeCTO.



3ajaHus AJIA CaMOCTOATE/TbHON PaboThI

leHepanbHOMY fupekTopy 000 «MaeanbHblii KoMmnbloTep» MeaHoBy M.W.
Kommepdeckoro auperktopa O00 «MpeanbHblid KomnstoTep MNeTposa Netpa
MNeTpoBUYa

3AAB/TEHUE

CornacHo rpaduiy otnyckos Ha 2004 rog npowy Bac: npenocTaBUTe OTNYCK
Cupoposy Cugopy Cvpaopoeudy c 21 uwoHa 2004, npegctasute CMaopoBy
Cupopy CvaopoBMuy 3 AONOAHWTENBHLIX AHA OTMYCKa 3@ HEHOPMKWPOBAHHbIA
pabounit AeHb, BeINAaTUTE CuaopoBey Caopy CMAOPOBUYY NOMOLL B pasmepe 2
JO/MKHOCTHBIX OKN3A0E..

30 man 2004 r.
Metpoe MN.11.

1. BBI,ZLEJ'II/ITE TEKCT KdK INOKd3dHO Ha PUCYHKeE!:

2. HaGepure CieyrOLIMi TEKCT U BbIZIEIUTE €r0 C MOMOIbI0 K/IaBHATYPhI
cyleiyroimM 06pa3om:

KoMMNbHOTEPHBIV aHANU3 TEKCTA HA ECTECTBEHHOM A3blKe aKTUBHO PasBUBAETCA B NocneaHue
rofibl MHOTMMM KOnnekTueamu. JOCTYNHbIE CEroAHs BblMUCIUTENbHEIE MOLLHOCT NO3BONSIOT
NPUMeHSTL ANns 06paboTku GONbLUMX MACCUBOB LOKYMEHTOB LUMPOKUIA KNacc MaTeMaTUyeckux
METOZ0B, CNOCOBCTBYIOLLMX 3 EKTVBHOMY PELLEHUIO 3a4a4 Noucka, Knaccudukawuum,
KNacTepHOro aHanmaa, BbISBMNEHNS CKPbITbIX 3aKOHOMEPHOCTEN B [aHHbIX U Ap.

K coxaneHuo, BHegpeHWe MaTeMaTUYECKX METOAOB B 06paboTKy TEKCTa NPOUCXOAUT B TO
BpeM4, Korga co6CTBEHHO NUHIBUCTUYECKAA COCTaBNAKOLLAaA anropuTMOB NpeacTaBieHa ABHO
HeOoCTaTOYHO, W 3TO HE NO3BOMAET AOCTMYb BbICOKOrO KauecTBa paboTkl NPUKNagHbIX CUCTEM.
YCTOMYMBLIA YKIOH B 0BNacTb CTAaTUCTUYECKUX METOLOB aHanumsa npueen K ToMy, 4To
KOMMbOTEPHAad NMHIBUCTUKA OKa3anack HeBocTpeboBaHHOW. B camom gene, Bo Bcex
W3BECTHbIX PYCCKOA3bIYHbBIX CUCTEMAX NOAOBHOro Knacca 13 NMHrBMCTUYecKoro obecneyeHna
ncnonb3yeTca Nub MOpdONorMiyecKii cnosapb, NO3BONAKLWMIA OTOXAECTBNATE PasnuyHble
cnoBoopMbl, TOrga Kak anropuTMbl CUHTAKCUYECKOro aHanusa peann3oBaHbl UCKMIOYUTENBHO
B aBTOMaTUYECKWX NEPEBOAYUNKEX U BbI3bIBAOT MHOXECTBO HapeKaHW B CBA3W C HEBbLICOKOK
TOYHOCTbLHO.

daunioBbIe onepanun

ITeyaTh JOKYMEHTOB
HareuaTtaTh TeKCT HEC/I0)KHO, eC/IA BCe YKa3aHUs I [evaTy C/ie/laHbl TIPaBUIbHO:
e /IOCTAaTOYHO 3alTH B MeHI0 @aiii ¥ BbIOpaTh KoMaHy [TeuaTs.
* TakKKe MOXXHO BOCIT0/Ib30BaThbCs KJIABHIIIEeH OBICTPOrO AO0CTyTa, YTOObI OT KPHITh
IunanoroBoe okHO IleuaTh, HaxkmuTe KnaBuiiii CTRLA+P.

B oknHe Arajiora IleuaThb MOXXHO BbIﬁpaTb HY’XHbI€ IMdpaMeTPbI, HAlIpUMEP KOJIK 4eCTBO KOITHM
WJIN CITMCOK I1e€4YaTdeMbIX CTPaHMLI.
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m_l'naBHaﬂ Bcraeka PazmeTka CTpaHHLE CLBInKH Pacceinkn PeveHIn

|l Coxpanure

MNeuats

Fiuy COXPAHWTE KAk |'_'|J
i

[ OTkpuTe

Konmw: 1

10

Mevats
[ 3akpuTs

CEefeHnA Mpunrep

/ hp psc 1200 series
MocnegHue = He nogknrouen

-

Ceoiictea npuHTepa
Cozaate

Hacrpoiika

m % Haneuatats sce cTpaninus:
-

Haneuatats BeCh ADKYMEHT
COXpaHWTL W OTNPaENTE

CrpaHnuer:

Cnpaeka ‘| OaHOCTOpOHHAR NeHaTs

IIEE ETETGETS I Meyarate TobKe HA OAHO CTOPOHE INCTE

IJ |J PazoBpate no konnam

B) (v 123 123 123

@ Brog

Khnknan opnedTauna -

A4

21 cmx29.7 cm

OBeiynble nona
1+—1 flesoe: 3cm  [Mpasoes 1,5 cm

1 cTpaHuua Ha nucTe -

Mapamerpsl cTpanrub

Ilanku mo/inb3oBarTes

Ons addexktrBHONM pabothl ¢ Word ciefyeT MakCMMa/IbHO HCIIO/Ib30BaTh BO3MOXXHOCTH
IporpamMMbl [0 palMOHAJIbHOMY pasMeLLeHUI0 [JOKYMeHTOB. [l  yIopsijO4eHHOr0 UX
pa3mMeleHHst He00X0AUMO pa3paboTaTh CBOKO COOCTBEHHYIO CTPYKTYPY IarokK.

1. Csepuure okHo Word.
2. Cospaiite Ha gucke C: manky Yue0HblIe JOKYMEHTHI.
3. Passepaute okHO Word.

ITepBoe coxpaHeHHe JOKyMeHTa
1. Ha manenu GBICTPOro A0CTyIa HaXKMUTE KHOMKY COXpaHUTh #l y HaxmE Te couetanue
knaBuil CTRL+S.
2. BeeiuTe UMsl JIOKYMEHTa U HAKMUTE KHOMKY COXpPaHHUTh.

Komanga COXPAHUTDH KAK
YrtoObl MpefoTBPaTUTh II€pe3anvch HCXOAHOTO J[OKYMEHTa, BOCIOJb3yWTeCh KOMAaH[OU
CoxpaHUTh Kak /|15l Co3[,aHusi HOBOTO (halisia cpa3y Iocjie OTKPBITUSI UCXOJHOTO JOKYMeHTa.

1. Ortkpoiite JOKYMEHT, KOTOPLIN HY>KHO UCII0/Ib30BaTh KAK OCHOBY /I/Isi HOBOT'O JOKYMEHTa.
2. Haxwmure KHOMKY Daiis, a 3aTeM BeibepuTe KoMaHay COXpaHUTh Kak.
3. BBejauTe MMS JIOKYMEHTa U HAKMUTE KHOTIKY COXpaHHUTh.

Word coxpaHUT JOKyMeHT B MeCTe 110 YMOJTUaHUI0, HaripuMep B Tanke «Mou J0KyMeHThD».
KoHBepTanus JJOKyMeHTOB

C nomot1ipto BhiMaatoiero cnvcka Tum ¢aiina guanoroporo okHa CoxpaHeHHe JOKYMeHTa
TI0/1b30BaTe b UMeeT BO3MOKHOCTh MpeoOpa3oBaTh JOKYMEHT B OJJH U3 CJIe/[YIOIIUX THUTIOB.
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(W]

Joxkyment Word. ®opmar datina Office Word 2010, rcmosb3yemblii 110

yMostuanuto (.docx).

E IITa601 Word. I11abnon s co3manus HOBeIX (aiimoB Office Word 2010, He
cofiep>Kalux MakpocoB (.dotx).

@ﬁ JokymenT Word 97-2003. ®opmat ¢aliioB, UCIOIb3yeMbli TI0 yMOJI YaHUIO B
Word 97-2003 (.doc).

@j Tekcr OpenDocument. ©opmar ODT mpeacraBisier coboil pa3HOBHJHOCTD

dbopmata ODF.(.odt)
@:

PDF umm XPS. [JokymeHtbl B opmatax PDF m XPS MOXXHO uWTaTh ILIMPOKO

JOCTYIHBIMM TIpOrpaMMaMH IMpPOCMOTpa. JTU (opMaTbl COXPAHSIOT MakeT CTPaHMLIbI
nokymenra (PDE/XPS).

E_k! Jpyrue dhoopmarsl (paciiiMpeHus).

= NMokymeHT Word c nmoajepxkoii MakpocoB (.docm).
® IIIa6s10H Cc moAAep)KKoi MakpocoB (.dotm).

= TIIa6;10H Word 97-2003 (.dot).

® Be6-crpanuna ( .htm/ .html).

® Beb-cTrpanuna B ogHoM (aiisie (.mht/. mhtml).

®  OOBIYHBIH TeKCT (.tXt).

=  Be0-cTpanuna ¢ puiasTpoMm (htm/ html)...

Ha cnepmytolieit KapTHHe TIPOM/ITFOCTPUPOBAH TIpUMep coxpaHeHUs (aiina B Bujie 11ab10Ha.

Hokyment2 - Microsoft Word

m nasHas Bcraska PasmeTka crpaHmLLs! Cesinkm Pacceinkn PeleH3Mp oBaHme Bua Hagcrpoiiku
[ coxpanmrs (W] Coxparerme goxymerra (3]
= - =
[l CoxpaHuTs Kak (/]_\] 2] ‘ <« Microsoft » LWaGnows » - |&, | | Mouck: WabacHs: =)
= =
& Ompome YnopagouuTe Hosas nanka = - @
- =
' 3axpoms (ill] Microsoft Word [y VM= Dave vamenenns Tun
TN 2020021110 Manwa c g
Document Themes 19.08.2011 16:15 Manka c dai
Mocnegrue i WzBpannoe LiveContent 25.02.2012 14:32 Manka c pai
SmartArt Graphics 1011201 Manka c dai
Cozaate _
74 BubBnnotexn . Opyrne 4oKyMeHTbl 26022012 14:22 Manka c pai
MNevats @ Buneo
[ Bowymerrat  _ | ;
COXpaHnTs W OTNPaEnT
Mma daiing Doc3.dotx =
Cnpagka Tun daiing | Labnon Word (*.dot) -
Iﬁg Flosite oy Aetoper: | [obaeeTe asTopa | Knrouessie cnosa: JobassTe KNHOYEBOE cm:ﬁc/_l
] Napametpel [F] Coxpanate 3ckmnzer /__/J
Buixog
T Cepenc = Coxparmme | [ Omena |

OkoHuaHue padoThI

[Tocne Toro, kak paboTa Haj [JOKYMEHTOM 3aBepllieHa M COXpaHeHa, 3aKpoiTe (aiis.
Hakmure kHomKy daii, a 3aTeM BbIOepuTe KOMaH/ly 3aKpbITh.

Yrobrl 3akpeiTh Word, HaxkmuTe KHOTIKY @ail1, a 3aTeM — KHOIKY BbIxoj B jieBOM
HIDKHEM YTJIy.

3arpy3ka JOKyYMEeHTOB
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[

3anyctute Word.

2. Haxwmure kHONKY ®aiij1, a 3aTeM BbibepuTe KoMaHay OTKPBITh (MOXKHO BOCIIO/Ib30BaThCS
K/IaBHILIEH OBICTPOro /0CTyMa, [/si 0OTOOpaXKeHUs AUanoroBoro okHa OTKDBITb Ha)KMHTE
knasuiii CTRL+0).

3. Ortxkpoiite guck C:.
4. Otkpoiite narnky YueOHbIe JOKYMEHTHL.
5. Ykaxurte ums daiiia UepHOBHK 3asiB/ICHHUS.

6. Ilenkuure KHONKY OTKPBITH. 3arpy3Ka
AOKYMEHTOB B /ipyroM ¢opmare

55t 3arpy3Ky TEKCTOB, CO3/IaHHBIX B /IPYTHX pelaKTopax HeoOXOAWMO BBITION HUTh
CJ/IelyIOLIYIO TI0C/1e[,0BaTe/IbHOCTD JeCTBUM.

1. Haxkmure kHomky daiis1, a 3ateM BbibepuTe KoMaH1y OTKPbBITS.

2. B guanoroBoM okHe OTKpPBITHE JOKYMEHTA PACKPbITh BBIMAJAOIHI CITUCOK
Twun ¢aiina u BeIOpaTh B HeM popmar Bee daiibi.

3. BoiOpaTh HYXHbIH (haiis.

4. 1lenkHyTh KHOMIKY OTKPBITh.

3agaHus /1A CAaMOCTOATE/THHOW PadoThI
1. Coxpanure yepHOBUK 3asiBjieHHst B opmare OObIUHbIE TEKCT.

leHepansHoMy guperTopy 000 «MaeanbHbid KomnbioTep» MeaHoey M. M. KoMme pueckoro gMperTopa
000 «MaeanbHblid HoMNbloTep» NeTposa MNeTpa MeTpoerya
3ABNEHUE:
CornacHo rpatdury oTnyckoBHa 2004 rog npowy Bac: npeAcTaBnTe o4epedHoN oTnyCK CHAopoBy
Cuaopy Cngopoeunuy c 21 woaa 2004, npeacrasmte CHaoposy Craopy CHAOPOBHMYY 3 4OMNOAHHTENbHbIX
OHA OTMYCKA 33 HEHOPMKMPOBaHHbIK pabouni AeHb. BINAATHUTE Cuaopoey Cuaopy CMAOPOBHUY
MaTeprabHYH NOMOLLb B pasmepe 2 J0MAKHOCTHBIX OKNan0B.
30 man 2004r. z
MeTpos I'I.I'I.I °
¥
[ |
= = - — =
131 | Yncno cnos: 62 | 8 pyccknii ||[EE & = = 100% (=} {} {+)

2. Cospaiite C/ieyoIIUii JOKYMEHT U COXPAaHHTE ero B CTaHJAPTHOM (opmare

@‘ H9-0|+ Jokyments - Microsoft Word = @ R
InaeHan Bcraeka PasmeTka CTRaHMLB Ceuinkn Pacceinkn PeueHsMpoBaHue Bug Hagcrpoikn & e
= 6 Calibri (OcHoBHOM Tek = 14 - = £ % @

J y K K U voabs x, x & Aab6BerT, | Aab6Berr, AaB6B: . .
Bcraguts . i e | —| VBmeHuTe | PEA3KTUPOBAHKME
't 7 LA, A - Aa | A A T O6biubei | TEes uHTe.. 3aronoso.. - pid T
Bydep obme... Wpugt Crian
p-|-z-|-1‘|-é-w1-ln‘z-:-z‘|:4‘|-$- ‘s:|-?-:-5‘|:;‘|-1I:--wn:|-12-I|-13‘|:14‘|-1I5-|‘15:A-17‘|- |
-

-

H "®unocodamu ABNATCA 0BbIYHO NH0AM CU3BECTHOW LWMPOTOM YMa, KOTOPLIE B

. OCHOBHOM CMOCOBHbI He CYMTATLCA C HECUACTLAMM B CBOEIA NMUYHOM HU3IHW, HO

- [ae OHW He MOTYT NOAHATLCA Boile Ao6pa MAn 3na UX BpemeHn. B nnoxue

~

- BpemeHa OHW NPUAYMbBIBAOT YyTelWleHWA, B XOPOLWKe - X MHTepeChbl CKopee YUCTO

° MHTeNnekTyanbHole". b. Paccen

-

= -
=

- +
n o
- T
4 | M | »
Crpanmua: 1 ws1 | Yucno cnos: 48 | <% pycoewii |E‘®§| B = = 100% 'E" [} )
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JdoxkymeHT Word 2010.
3. 3arpysuTe 5TOT JOKYMEHT M COXpaHuTe ero B ¢popmare JTokyment Word 97- 2003.
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dopmaTUpOBaHMe JOKYMEHTOB. 3asiB/IeHUe
HeneuaraeMbie CHMBOJIBI

dopmatvpoBaHre AOKyMeHTa yJ00HO TPOW3BOAWUTL B PEKHUMe pa3MeTKH I0C/Ie TOro, Kak
CO3/laH UepHOBUK JIOKyMeHTa. ¥ 100HO Takke 0TOOpa3uTh Ha 9KpaHe HereuaTaeMble CMBOJIBI.

1. 3arpyswure daiin UepHOBUK 3asiB/IeHHS.
2. Berinonnute KoMaHay Buj / (PeXXuMbl mpocMoTpa J0KyMeHTa) Pa3mMerka cTpaHMIbI.

3. Beinosnute KoManay I'nanast / (A63an) OTo0pasuTh BCe 3HAKH.
Terepb XOpOIIIO BHAHO, KaK OThOpPMaTHpoBaH AO0KyMeHT. CHMMBOJIbI § 0003HAUarOT KOHILIbI

ab3arieB, a TOUkd - — Mpobesbl MEXy C/I0BaMH. B mporiecce hopMaTHpOBaHKst MbI ITPUBEJEM
3asB/IeHHE K CJIeJyIOLIeMy BUJY.
Wi "9 0 Towymentl - Microsaft Word [E=RRoa
m fnaswas | Beraska  PasMeTea cparuusl  Cesaki  Paccenkw  Peuersuposadwe  Bug ﬁ
i] mEENERE 2 AT | e R AaEﬁBEFF‘V naB6Bar, AaBGB | A ?a?::::\;b
BerasuTs K& U-abex, X [ A- T O6wneit | 1 Bes whre... Jaronoso,. < Mamerms
B 7 il cuam- | kg BolgeanTe v

Bydep obmena Uipugt Crun 5 | Pepaxtupasatine

(s

Tenepamsrony- mapextopy-000-«Hzeamsupit

xoxmsioteps- Usanosy HIL: or- xosstep o
smpextopa: 000-  «llneamsustic  KoMIEIOTepH
Tlerposa Tlerpa Tlerponua®

3asBnenney

Clbrdi s e o o B 0D
1.-+TIpegocrasats-ogepenuoii-otnyck Cunoposy-Cunopy-Cunopoeray-c-2 | mrora-2004r.. 7
e s e s e e A e U e

HOPMHPOEaHHELA Padoanii nese,T
R 0 o A e S e R e a0

JOTDEHOCTHEIX 0KI270E. T

30aan 20041 €
Terpos TLITY

(+)w o w4

Crparnua: 1 us1 | Yneno enos:66 | <& pyeexwi | (Bl R 2= 100% (=)
BoipaBHMBaHHe a03aneB

[To ymonmuanuto Word BbIpaBHHBaeT Bce ab3alfbl C/IeBa, KaK IMUIITyIas MalllliHKa.
B Haiiem npuMepe 3TOT BapyMaHT He TIOAXOWT /IS BceX ab3arieB.

1. BripoBusiiTe nepBbIii ab3ary 110 LIKMPHUHE:
a) BBIJIE/IUTE €TO,
b) BomonnuTe komanay IT'nasuas / (A63an) OTKPBITHE JUAI0T0BOTO
OKHa A03am Agsan 1
(B 3TOM YpOKe MbI 4acTo OyZieM OTKpBIBATh 3TO /[UA/IOTOBOE OKHO)
C) Bo BK/Iazike OTCTYNbI ¥ HHTEPBA/IbI BHIOEPUTE B BHINAZIAIOIEM CITUCKEe
BoipaBHuBanue 3HaueHue Ilo mupuHe.
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[ A6sau - L2 o

_—n
OTCTYNbI M MHTEPBanNE! | MoNoKeHWe Ha CTPaHMUE |

Ofwme

BepaeHusaHue: | Mo wypuHe IZ|

YposeHs: OCHOBHOM TEKCT IZ|

QTcTyn i
Cnesa: T cm % MEpPBag CTPOKE: Ha: I
Cnpaga: OGom = (HeT) IZ| % |
[ 3epransHsie oTcTynsl

WHTepsan
Mepen: 0nT % MEHAYCTPOYHEIA: 3HEYEHWE:
Mocne: 00T = MHOMUTEND IZ| 1,15 £

"_‘\ He D.DﬁaBJ'IﬂTb WHTEPBan Mexay afizaLami oaHoro cTuns

Obpazew

Tabynaums... Iﬂo YMOMHEHMHD | [ OK ] I OTMeHa

2. BeipoBHsiiiTe BTOpOii ab3ar; ITo meHTpy.
3. BeipoBHsiiTe TpeTuii ab3ar ITo mupuHe.
4. BbIpoBHSITe YeTBEPTHIA U MATHIM ab3aribl [To mpaBoMy Kparo.

Orcrynsl ab3arna

3azaaum riepBoMy ab3aily, Kak 3TO MPHUHSTO Jie/laTh B 3asiBJIEHUSIX, OTCTYII C/IeBa, PABHBIM
CeMU CaHTHMMeTpaM.

1. 3apaiite eUHUIBI N3MEPEHUS — CAHTHUMETPBI:

a) BbInosHUTe KoMaHay Paitibl/Ilapamerpsl,

b) Bo Brnmagke /JomosHMTeNIbHO 3a/aiiTe B BBINAJAMOIEM CIHCKe EAHHMIbI H3MepeHHUs
3HaueHre CaHTHUMeTPBbI.

2. 3apaiite oTCTYN nepeomy ads3aily:

a) BbIjE/IUTe MepBbIA ab3al,

b) ebmonnuTe komangy I'naBras / (A63am) OTKpbITHE JUAIOrOBOro oKHa A63ail,

C) Bo BKiagke OTCTYnmbl W MHTEPBA/IbI 3a/aliTe 3HaueHue mapamerpa OTCTym c/1eBa CeMb
CaHTUMETPOB.

OTcTyn nepBoii CTPOKH ab3ana

[TepBast cTpoka ab3aila MOXKeT ObITh CABHMHYTAa BIIPABO WX BJIEBO TI0 OTHOIIEHUIO KO BCEMY
ab3aryy. CpenaliTe TepByl0 CTPOKy TiepBoro ab63ama “KpacHoii”. [Ijif 3TOTO BBITIOJHUTE
ceyroLye JeuCTBUS.

1. Brigenvire nepselii ab3ail.

2. Bemonnure komanay I'naBnas/(A63an) OTKphITHE JHA/IOrOBOr0 OKHa A63aij.

3. Bo Bkiaske OTCTYnbI M MHTEPBaJIbI 33/iaiiTe B BhiMazaroiieM crivicke Ilepeas crpoka
3HayeHve OTcTyI.

4. C tperbum ab3arieM po/ieaite Ty ke Orepariuio.
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PaccrosiHre MeXAy CTpOKaMH

[To ymomuanuto Word ycTaHaB/AMBaeT pacCTOSIHME MeXJy CTPOKaMU B OJUH HHTepBaJl.
3azaliTe B TpeTheM ab3alle pacCTOsIHUE MKy CTPOKaM{ paBHOe I10/IyTopa UHTepBaslaM.

1. Beigenure Tpetuii ab3arj.
2. BbinojHuTe KoMaHay I'naBuas / (A63an) OTKpbITHE JUaI0roBOro okHa Aos3aij.

3. Bo Bkiagke OTCTYnbI M MHTEPBAJIbI 33/IaliTe B BBINAJAOIEM CITHUCKe MeXCTPOUHBIM
HHTepBaJ 3HaueHue 1.5 CTpoKH.

PaccTosiHue MeXAy ad3amaMu

1. 3apaiite nocse mepBoro a63arja paccrosinie pasHoe 30 myHKTaMm:
a) Bblzle/ITe TepBbIi ab3arl,
b) BemonnuTe Komanzay I'naBnas/(A63an) OTKpPHITHE JUAI0r0BOr0 OKHa A63al,
C) Bo BK/ajike OTCTYNbI U HHTEPBAJIBI 33/1aliTe 3HaueHre MHTepBas mocie pasHoe 30
IIyHKTaM.
2. 3apaiite mocsie BTOpOro absaija pacCcTosiHie paBHoe 18 myHKTam.
3. 3agaiite mocsie TpeThero ab3aija paccTosiHUe paBHoe 18 myHKTaM.
KoHTpoJ1b mos10)keHus1 ad3ama Ha CTpaHULe
st KOHTpO/sL TIo/Io)KeHUs1 ab3aria Ha CTpaHUIle MCIo/b3yeTcs BKAagka IlosmokeHue Ha
CTpaHHIe J1a/oroBoro okHa A63am.

A63au

[ oreryme mmrepeare:
Pasbuska Ha CcTpaHWUb!
7] 3aMpeT BUCAHMX CTPOK
[7] e gTpeiEaTS 0T cheayiowero
|| e paspeisaTe absaw
€ HOBOI CTPaHHUE!
[ ————
| sanpeTuTs Hymepawiio cTpok
| 3anpeTUTS aETAMATHYECKI NEPEHOC CNOE
MapaMeTpE! HaAMHCe
Dt 0

Het

Obpazey

Tabynauns... | |gu [F— | [ oK ] [ Ormera

ITepenoc cioB

Word MO>XeT BBITIOTHHUTD MMepeHOChI CJIOB B TEKCTE dABTOMATHUYECKH. Bam He cienyer geiarb
9TOI'0 CAMOCTOATE/IbHO.

1. Iyis1 omipe/iesieHust OMILKi TIEPEHOCOB BHIMOHUTE KOMaHay Pa3merku CTpa HULbI /
(ITapamerpsl CTpannnsl) PaccTaHoBKa mepeHoCoOB.

2. [Ii1 aBTOMAaTHYeCKOTO pas/ie/ieHusi CI0B /ijisk TIEPeHOCOB BhIGepHTe B OKHE [Juasora
PaccTaHoOBKa NepeHoCoB OTIUI0 ABTO.
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b~ PACCTAHOEKA NEPEHOCOE ™

Het
v | ABTo
Pyunaa
o

bt~ | [apameTpel pAacCTaHOBKM MEPEHOCOE...

3. O6paTI/ITe BHIMMaHNMe Ha TO, KdaK U3MeHUNJICA BHEITHUI BH/I 3asiB/I€HUMS.

H3MeHeHMe BepCTKH ab3arieB

VHorzia BO3HWKaeT HeOOXOAMMOCTb pa30WTh JIMHHBINA ab3al] Ha fABa absarja. s 3Toro
YCTaHOBUTE KypCOp B Ty MO3WLIMIO B TEKCTe, I/le AO/DKEH ObITh pasjesieH ad3all v HaKMHTE
kiasuily Enter.

MO>KHO BBITIOJTHUTH W 0OpaTHYIO oOleparuio: o0beUHHUTH /Ba ab3arja B ofuH. s 3TOro
TIO/IBE/IUTE KYPCOP K TepBOi OyKBe mpucoeAuHseMoro ab3aia ¥ HaxkmuTe Kiasuily BackSpace
(knaBulIlla CO CTpe/IOUKOl B/eBO HaJ, KiaBuilleii Enter).

1. Pas6eiiTe aG3ary 3asB/1eHKs Ha YeThIpe ab3aija. Pas/eneHue oCyIeCTBUTe IOC/IEC/IOB:
a) Bac,
b) 2004,
C) [EeHb.
2. 3ajaiiTe mocsie BCex HOBLIX ab3arieB (KpoMe TOC/IeHero, OKaHYMBAIOIEroCs CJIOBOM
“oknafoB”) paccrosiHve () MyHKTOB.

Cnucku
Wcnone30BaHre COMCKOB MO3BOJIsIeT MPYBJIeUb BHUMaHWe YMTaTess K TeM 4acTsaM JOKYMEHTa,
KOTODbIe CO/lepsKaT repeueHb U3 HeCKOIbKUX MYHKTOB. CIUCKKA MOTYT ObITh pa3/UYHbIX TUIOB:
® HyMepOBaHHbIe,
® MapKUpOBaHHbIE,
® MHOTrOYPOBHEBBIE.
1. Odopmure ab3anpl, HAYMHAOIIMECS CO C/IOB “NPeAOCTAaBHUTL”, “BBHILIATHTL” B BUJE
CIvCKa:
a) BblJe/MMTe 3TH ab3aribl,
b) BbmonnuTe Komanay I'nasnas / (A63an) Hymepanus,
C) Bo BKIajke BubinoTeka Hymepanuu okHa auajiora Hymepanus Bel 6epure
HY’>KHBIA CHMBOJL.

Tlocnearine ncnonssoBanHbie GopMaTH! HOMEPOS

1
2
3

EHGAMOTERa HYMEPALMA

HeT

1
2

Lo T —
BLDABHMEaHNE HOMEDa: Mo nee

T
Il 2

ay
L]
€

POPMATL HOMEDOE B AOKYMEHTE

1
2
3

a
0
o

“E | M3MEHHTL YPOBEHS CMCka 4
ONpeAEnUTS HOBEIT GIOPMaT HOMEDa.

12| 3343Tb HAYANLHOE HAUEHME..

2. OTKOppeKTUPYITe OTCTYII C/IeBa /1S [epBOil CTPOKHU TpeThero ab3ara (“CorsacHo
rpaduKy...”).

3. CoxpaHure JOKyMeHT Ha qucke C: B manke YueOHbIe JOKYMEHTHI B (baiijie C UMeHeM
3asiB/ieHUe.
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dopmaTHpoOBaHHe CUMBOJIO

B

[lpu BeIOOpe aTpuOyTOB (HOPpMATHMPOBAHUS CHMBOJIOB CITPAaBe/IMBO TIPAaBWJIO: CHayasia
BbIJIeJIUTh, TIOTOM BbIOpaTh. [T03TOMY CHauana ciefiyeT BbIJeIUTh CI0OBO, NpejJioKeHre, ab3ar]
WIA 4YacTb TeKCTa. 3aTeM HY)XHO BbINOAHUTH KomaHzay I'siaBHas / (IlIpudTt) OTKpBITHE

auasorooro okHa Illpudr.
WpudpT

3ateM HY)XHO B guanoroBoM okHe IIpudTt BO BKiazaka IlpudT v JonmosHUTETBHO 33/1aTh
HY>KHbIe 3HaUeHus 1apameTpoB.

1. YBenuubTe Bo BceM JOKyMeHTe pasmep mmpudTa 10 12 myHKTOB.
2. Otdopmatupyiite cioBo 3AABJIEHUE:
a) pasmep 18 myHKTOB,

b) nauepranue mpudra IMomyKUpHBII,

C) uHTepBaa PaspexeHHbI.

-
WpndT l D ||
OnoAHATEMBHO
LLipui: HauepTaHue: Pasmep:
Times New Roman Mony*mMpHblit 18

ObbMHEI
Kypans
YHDHE

LigeT TekcTa: MoauepkrsaHme: LIBeT noAYepKUBaHMA: I
ABTO E| (heT) ABTO
Buaonsmererie
[ saueprryTaii [ manie nporvcHsie
D ABOIHOE 384EPKNBAHIE D BCE NPONMCHbIE
[ HaacTpoursi [ aepereii
[ noacTpoutbit
Ofipazew
¥ 3 .
JAABJMEeHIIEe

LWpndT TrueType, OH WCNONL3YETCA ANA BLIB0Aa KaK Ha SKPaH, TaK W Ha MpMHTEP.

[Dn YMONYEHMIO ] l'_l'emnsnle aderTs... I l OK l [ OTmeHa ]
Wpuor o - (2 [t

{ [loNOnHUTENEHO

MesHaKOoBEIR MHTEPBEN
MacwrTab: 100%

WHTEpEaN: | PazpemeHHENi

[=]

Crmewenme: |Het

WpudTel OpenType
NMraTypol:
WHTEpEaN Mesay wahpai;
DOPHBI LMDP:

CTURMCTHYECKIME HaBopeI:

Obpasew

[7] Keprirr ana srakos pasnepon:

[T vicnonssosaTs KoHTEKCTHEIE BapHanTE!

A | 4]

% myHKTos 1 Bonee

Het
Mo yMonYaHmo

Mo YMONYaHKKD

EEE]E]

Mo YMONYSHKMKD

3agpiaeHHne

LpudT TrueType. OH Mcnonb3yeToA ANA BLIBOAAE KaK Ha 3KPEH, TEK W Ha NPUHTED,

[ o yMonUaHKMK ] ['_I'emcﬁble SHEKTEL. . ] [

OK l [ OTtmena

dopmarupoBaHue crpanul] VIiameHenue ¢opmarta CTpaHHMI]
17151 ©3MeHeHUsl TTapaMeTPOB T10Jie, OPUEHTALUsI CTPAHUIIbl W/WIK pa3Mep Oymaru

BBITIOJIHUTE KOMaHAY Pa3meTka CTpaHI/lI]bI

/  (IlapameTpsl
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AuanoroBoro okHa IlapaMerTpbl CTPAHUIBI = [EpaMeTpsl CTpaHULE . U BOCIIO/Ib30BaThCs

AHaHOFOBBEJOKHOM]]aPaMETPbICTpaHHHLL
MapameTpsl cTpaHULE! ‘ M&J

Mona | Pazmep GyMarn | WcTouHMK ByMaru

Mona
Bepxree: 2cm Hioxree: 2cm

Nesoe: 3ecm MNpasoe: 15 ¢cm

I [

v | 4] |[<]>

MNepennex: OcmM OonoreHre nepenneTa: Cnesa

OpueHTaLma

KHioKkHEA  ambbomHan

CTpaHuLEl

HECKONBKO CTPEHMLL OBbiHsIi E|

Obpazew

MpiMeHMTE: | KO BCEMY AOKYMEHTY |Z|

o yMon4aHuo QTHEHa

[Tonb3oBaTenb MMeeT BO3MOXKHOCTb CaMOCTOSITe/TbHO BCTaBUTh pa3jie/uTeslb CTPAHULIbI B
JIOKyMeHT. [Iisi 3Toro cjieflyeT MOJBeCTH Kypcop K TOMY MeCTy [JOKyMeHTa, /e J0J/DKHa
HauWHaTbCS HOBasi CTpaHMLa W HaxaTh Knaeui Ctrl+Enter. Pa3genurens  cTpaHMLIbI,
BBeJIeHHBIN B PY4YHYIO, MOXKeT ObITh yjaneH KmaBuieil Del.

3agaHusA /1A CaMOCTOATE/IbHOU PadoThI
1. Co3paiite yepHOBUK 3asiBJIeHHs O TIPHMEMe Ha CIeLMalIr3alyio (Kak MoKa3aHo HIKE).
2. Coxpanute ero B Ha aucke C: B ranke Yue6GHbIe JOKYMEHTEI B (aiie ¢ umeHeM Moe
3asiB/IeHue.
3. 3akpoiite Word U ripoBepbTe MpaBUILHOCTh COXPAaHEeHUS JOKYMEHTa.
4. 3anycture Word.
5. OTKpoiiTe /s pejlakTHPOBaHKs (aiin Moe 3asiBlieHue.
6. Otdhopmarupyiite 3asiBieHHe.
7. CoxpaHure U 3aKpoiiTe Qaiin Moe 3asiBlieHue.

v &

Hupextopy-  Hucruryra-  BEMHCIHTEABHOH
MATEMATHEM™ H- HHGOPMAITHOHHELX' TEXHOIOIHI
Jatemoey P X or-crygenTta nepeoro kypeatp.-901m =
Caompaukoea-Anercangpa TuModeernsaT

3asBnenney

Ilpomy- HanpaBHTL: MeHA" Ha- CHeNHATHIANHIO MaT 9ECKOr0" MOJE: xadeapsr

‘ Tlpmiiagmoii MaTeraTaRm ]

30maz-2012r 9
‘ Cyomeamxor A TS

8. Hammiuvre 3asiBjieHKe Ha OTIIPABKY Ha MOBBIILIEHHe KBaTU(pUKaLUK (KaK 10 Ka3aHo
HIDKeE).
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m fnaswas | Beraska  Pasmerkacrparius  Cowakw Paccunku Peuewsuposamme  Bug @

e % 34 Haiim -
FS Aab6BalT, | Aab6Bal, AaB6B
fe. R CR ‘“Uﬁnwnulﬁ

TimesNewRe™ 12~ A A7 | Aav
23, ameruTs
VizmEHiTE

7Bes unte.., 3aronose.. —

Berasms , | K X U - abe X, X -
- = . cuan> | & BeigenwTs v
Eygep oBmera Wpugr Crnn . | PeparTuposarine
(i)
-
piit W opait” ke TenepansHoMy IHpEKTODY. Q00
remepams aupextopst M. B 3l it pait» Bamnee HL.H. ot qupexTopa
“Hloxomagueit  paii”  KAMIEISTEHEH mo 000 «lIl it paity =
dumancnap AMPEKTOPBT HA. Kapmnor Hpex AffpaToEna
KepumoeTan
3aABIeHHe
IIpomy HaNpaEHMTE MCHA Ha I «0 THA ZATPAT MATHIX H CPEJHHX
TIPEaNPHATHIY.
11 mroma 2012r
Kapmvos LA

9. Hanwmiire 3asiB/ieHre O MpHeMy Ha paboTy (Kak IMOKa3aHO HIDKE).

WE9-T= T fioxymentl = Microsoft Word (C60m akTaBaLymn npogyxta) — E=Sfclx
m TnaeHan Brraeka PaIMETKE CTPaHMLE! Ceeinku Paccainkn PELIEHIUPOBEHIE Bug = @
2 . p (O . [l 4 Haiimw ~
5 S [Times:New . Re * {18 A A A @ | s T AaB6BslT, | Aab6Ber, AabGB: % 2 Saerms
. — Sac 3
BeraeuTe |%| & 4 rabe x, x* WA= * | |7 OkmHei | T Bes wHTe.. 3aronose.. _ MamenwTe
P S - i 4 * cmamr |l Baenurs -
Bydep obMeHa & LWpugT Crunn 4 | PeaakTHpoBatne
iz
PS
YTBEpHAED: ~
Hupextopy 000 «rpyimss-MypagEHIIG
Hata: TIpockosy B_JI. ot Ilpaktira Eropa FOpsesu=a
BRHBHCHHE
TIpomy TpHHATE MeHA HA JAOTKHOCTE TPYIIHEA .

21 asrycra 2011r.

Tpaxau E1O.

OCHOBHBbIE HHCTPYMEHTbI

ITouck u 3amMeHa

Word 1103BoIsIeT He TOJIBKO OBICTPO OTHICKATh B TEKCTe HY>KHbIe ()parMeHThI U/IM TEPMUHBI,

HO U aBTOMaTHUUYeCKU 3aMEeHHUTL UX. PacCMOTpUM CHadasia BO3MOXKHOCTU 3aMeHbI.
| Pa&“:i. € PHCYHKANMM

PeLleHIMpoEaHKE Bug Hagcrpoiku PDF Dopmar
34 Haitm =

a
eac JAMEHWTE

— 1— e
G ¥ Jem ¥ gy
. i—= -

T sasoser, AaB6| AaB6Bi Aab6Bel AaB6Bsl AaEGBn

— Msmenwnts
T cTHAA T

u Crwanm u | PRgakTnpoEaHne

= T AB3al c.. 3arofogo.. 3aronogo.. T OBeYHEA T Bes MHTE., 3aronoeo..

Afzal
1. OTkpoiite daiin 3asBaeHue.

2. Beimonuvrte Komangy I'naBuas / (pegakTupoBanue) HaiiTu.

3. B guanorosom okHe Haiitu B cTpoke HaiiTu BBeuTe /1080 Vijiea/ibHbIi.

4. Haxxmute kHorky HaiiTu ganee.

5. IIpojoKaiiTe MOMCK O TeX IMOp, TOKAa OH He Oy/eT 3aBepileH W 3aKPOiTe OKHO
Haiitu.

Pa3zButnem CbYHKI_[I/II/I IIOMCKa 4ABJideTCd CIJYHKL[I/IH 3dM€HbI, KOTOpadA BbIIIOJIHACTCSA TIIpH
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BLIMIOJTHEHUU KoMmaHAbl I['yiaBHas / (pejakTupoBaHue) 3aMeHUTb. B TekcTe 3asiBiieHUs
3aMeHHWTe BCe BXOX/eHHs cioBa VeanbHbli Ha JloMamiHuii.

Bug Hagcrpon

EcTaeka PazmeTka cTpaHuLbl CehinKn Pacceinkmn PeugHznpoBaHKe

Cnpaanl—mmu a% % IJ _J _J _J

_I:.j MzmeHsg

j Mokaszat
MCHDEEHEHMH
E Oénacry

&3 Tesaypyc
pasonucaHne g Mepesog Asbik Cosaatb 'Aa Cneg
123 CTaTMCTIKE i o MpUMEYaHE

PaB0nACcaHne Azhik anHE‘-IaHHFl

YTo0ObI TPOU3BECTH TIPOBEPKY Opdorpaduu, He0OXO0AUMO BBIMIOIHUTE CAeYIOIIHe AeHCTBUS.
1. 3arpy3uThb IOKyMeHT.
2. TTocTaBUTh KypCcop Havaso JIOKyMeHTa.
3. BoinoiHuTs KoMaHzly PenensupoBanue /(npaBonucanue) IlpaBonucanue.
MONCK CHHOHUMOB

FnasHaA Ecraeka PazmeTka cTpaHWLUsl Coalnkn Paccelnkmn

L, CNpasoYHUKN a %
5 e W W B

TATHUCTHMES

Mepesog HA3bik Co3fate Aa

MpasonyucaHmM
= = npUMeYaHMe

rlpElEClI'IHCEHIIE Azbik MpumedaHra

Wcnonb3oBaHue croBapss CUHOHMMOB TI103BOJISIET 3aMeHUTb CJIOBO JIOKyMeHTa OJIU3KUM 110
cMbICiy. [17ist MOMCKa CUHOHMMOB HY>KHO BBITIOJIHUTHL KOMaHAy PerjeH3upoBaHue / (IpaBonycaHue)

Teszaypyc.

Ctunu dopmaTupoBanus Mcno/sib30BaHHe FOTOBBIX CTH/IEH

PelleHInpoEaHue Eua Hagcrpoiku PDF

[Aas6earr | Ass6esrt, AaBGB: AaBoBx AAab 4ussss

b OGLI4HEIF | T Bes wHTe., 3aronoeo.. 3Jaronoeo.. Hazeanwe [log3aron.

LIuau

Ctwii  (opMaTUPOBAHUS ONPEAENSIOT BUJ, OT/[e/NbHBIX ab3arieB. /[ TIpUMeHeHUs CTUed
(opmaTpoBaHusi HeoOXOAMMO BbIeUTh ab3al], a 3areM B MyHKTe MeHi0 I'ylaBHasi BbIOpaTh
HY>KHBIH CcTU/Ib. CO3/1aiiTe HOBBIM IOKYMEHT U Monpo0yiiTe HabpaTh B HEM pa3Hble ab3alibl B pa3HbIX
CTU/ISIX pOpMaTUPOBaHUSI.

Co3janue ¥ H3MEHEeHHe CTHIeH

[ns co3manys M M3MeHeHUsl CTUIer MCIob3yeTcs: koMaHja I'maBHas / (cTuim)
M3mennTb ctuymm. Hayunmcs co3ziaBaTh HOBBIW CTUIb.

1. OTkpbiBaeM HOBBIH JJOKYMEHT, BBOIUM C/I€[YFOIINM TEKCT:
«3aueM, 0 CYACTHH MeuTasa»
3aueMm, 0 cuacTuM Meuras, Ee 30BeM MbI: rypus?
OHa, KaK /ieBa, - ieBa pas, Kak >xeHiuHa xe - ¢pypus.
JlepmonToB M. HO.

2. BoigensieM nepByro cTpouky. CO3a/uM /ijisk Hee HOBBIM CTH/Ib. 111 3TOro BbI TOJIHSIEM KOMaH/Y
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I'naBHas / (CTH/IN) OTKPBIBaeM OKHO CTHJIEH.

oKW PDF

nageeerr, Aabo, Aab6Ber, Aab asess Aab i

34 Haitrn ~

a
Sac JAMEHUTB

T OBHYHEIA  CTUKOTED.. T EE3 WHTE.. 3arOA0EQ.. 3aronN0E0.. HaseaHue _ VEMEHWTE
| crunw ki Boigenuts ¥
CTuan mgamupasamue
b -
Crunn hd
apple-converted-space a
Hoeeiit T -
OBbMHBIA T |
CTMXOTEOPHLIA Ta I
Bes uHTEpEana T |

3. B auanorosom okHe CTuiH, BbiOMpaeM Co3aTh CTHIIb.

‘poitkw PDF

24 Haiimu -

2
25 3amennTs

Aab6Bs | ‘%

HsmeHuTs

nesseer, Aab assss: Adb

1 Bes uHTe..

AabBGBBIlT,

1 OBBiaHbi | 3aronose.. 3aronoso.. Hassamme [Mogsarom. —

Crian

B

= cwmn- | b Bugeaws
% | Peasktuposarne

Crvam

OuncTHTE B

Bes uxTepsana
3aronosok 1
Saronosox 2
HasBarine
MopszaronoBox:
Cnafoe Boiaenerme
Bruaeneriie
CHNBHOE BolAENEHNE
Crporuii

Lpmara 2
BelenenHaR WTaTa
CnaBian cosinka
Cunshas ccbinka
HassaHie Kri

AbzaL cmcka

apple-converted-space &
Hogwiil put]

-

x

2o BRopos BERBE=2
i

[l NpensapurensHsii npocaTp

[F] OTrmioumTs caszarHbIe T
( n t B v
. -

4. B puanoroBom okHe Co3jaHMe CTH/IA, BBOJUM CBOU HOBBIE JaHHEIE:

a) B ctpoke Imenu BBoMM Moii CTHIIB,
b) B ctpoke CTriib BriGupaem CesA3aHHbIN (ab3al] ¥ 3HAK),
C) OcuoBaH Ha cTH/Ie 3aro/I0BoK 9.

5. B ab3arie popmaTrpoBaHue BeiOHUpaem:
a) crunb wpudra Blackadder ITC,
b) wpugr 18,
C) nancanve IMonyxupubiii v Kypcus,
d) sripaBHKBaHKe 10 LEHTPY,
e) uger 6yks TeMHO-CHHMIA.
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CeoiicTBa
Va: Moii cTine
Crine: CeazanHoii (363au 1 sHak)

Qcrosan Ha CThne: 18 3aronosoi 9

=[]

Crins creayiowero ghzaua: A Mot cns

GopraTposare

Blackadder ITC Flls [=]|XZF] 9 | ——
= =

i

S

= | =
= | = m

«3Arem, 0 CHACIN MeUiAs

Lipuchr: Blackadder ITC, 18 T, momysprei, Liset wpidira: Texer 2, Mo uewTpy, CTuns: Skenpecc-crivns
OcroBar na cTine: Jaronosox 9

LobasnTe & cicok skanpecc-cTunei || OBROBNATE aETOMETHYRCKHM

@ Tontko 6 370H AoKkyMeHTe (0 B HOBHIX AOKYMEHTAX, MCTIONL3YIOWHX 3TOT WabnokH

6. BbigensieM criefyroiiye 4 CTPOUKH, Jijisi HUX MbI CO3JaZIiM HOBBIHM CTHIIb. [I/ist 9TOr0 Ham
TIPUZETCS BBINOJHUTE 2 U 3 MyHKT.

7. B auanoroBom okHe Co3jaHHe CTU/IA, BBOAUM CBOM HOBbIE JIaHHbIE:
a) B cTpoke ViMsa BBOAUM XOpOUIUM CTH/Ib,
b) B ctpoke CTusib BriGHpaem A63ana,
) B cTpoke OCHOBaH Ha cTusie BbiGupaem Iurara.
8. B a03aie ¢hopMaTHpOBaHKe BLIOHUpPaeM:
a) Ctunb mpudra Boopee,
b) Illpudr 16,
) Harcanue Tlosy)KMpHbIH,
d) BeipaBHuBanMe Mo HeHTpYy,
e) Iiger Gyke Cunuii.

Ceoiicea
Wmst: Xopownii cTns
Crums: Afaua [=]
OcHoBar Ha crane: o Wirata [=]
Crune creaykutero afisaua: A1 Xopouwwii cTurs [~]
DopaTHpoBaHKe
Boopee [=][& =] @
3avuen, 0 CUACTHH MeuTAs,
Ee j0BeM MBI Iypus?
=~
LUpndT: (no ynonarwa) Boopee, 16 MT, NONYHUPHLI, He KypcHB, OTCTYM: -
Cresa: 3,81cm |
Crpaga: 0 o, Mo LEHTPY, WHTEpSan -
Mocne: &, Tparnua: =
J0BaBMTE B TMCOK SKCTpecc-cTneil || OBHOBNATE aBTOMATUYECKIA
(@) TonbKo B 3ToM AoKYMEHTE () B HOBEIX AOKYMEHTSX, MCMOAB3YIOWMX 3TOT WabnoH

9. BrizesisieM MOC/IeHIO CTPOUKY, /I Hee Mbl BLIOMpaeM Halll CO3JaHHbIA CTuib Mok
cTuib. U BoimonHseM KomaHy I'staBHast / (A63arn) BoIpOBHATH TEKCT M0 MpaBoMy Kparo.

Tann [nasHas BcraBka PasmeTka cTpaHunLbl Cerinkm Pacceinkm PeygHInpoBaHie Bug Hagcrp
= # Boipesats a0 i

B i AR

- 53 Konupoeate

Bcragutb - 2
- jmopmaTno oBpasuy |mf ! de x, X

Bydgep oGmMeHa " WipwgT

10.Coxpansiem faHHBIN JOKYMEHT 110/ Ha3BaHHeM CTHXOTBOPEHHe.
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Pe)XMMBbI MPOCMOTPA JOKYMeHTa U HAaCTPOMKa MapaMeTpoB

B ob6ujem cnyuae Word ripefiaraeT HeCKOIBbKO Pa3/MYHBIX PEKUMOB IIPOCMOTPA JOKYMeHTa Ha
JKpaHe:
MPOCMOTP Pa3MeTKH CTPaHMULIBI,
Tipe/IBapUTe/IbHBIN TIPOCMOTP TIepes] TieuaThbio,
PeXXUM UTeHHs,
YepHOBUK,

TIPOCMOTP CTPYKTYPHI. ..

B sToM pasgene paccMOTpUM TiepBble YeThipe pekuma. [lociepnuii OyzeT pacCMOTpeH B
pazzesie, TIOCBSIILIEHHOM paboTe ¢ 60/BIIUMU JOKYMEHTaMH.

Pe)xuM npocMoTpa pa3sMeTKH CTPaHULIbI

OTOT peXuM MpUMeHsIeTCs, Tpexje Bcero, NMpu O(OpMIeHUHd TeKcTa. B 3ToM pexume
JIOKYMEeHT MO)KHO YBH/IeTb Ha 3KpaHe B TOM BH/ie, B KOTOPOM OH OyjeT HareuaTaH. Habop u
peJakTHpOBaHKe OOJBIIMX JOKYMEHTOB B 3TOM DeXHUMe TPOM3BO/UTh He peKoMmeHAyetcs. s
repexofia B 3TOT peXXUM HeoOXOoAMMO B TyHKTe MeHI0O Buj B rpynne Pexumsl mpocMoTpa
AOKyMeHTa BbIOpaTh KOMaHAy Pa3mMeTKka cTpaHULbI.

& 9 - O tl

TnasHas Brraska PasmeTea crpaHuLbi Ceatngm Paccuinkn PeueHsvpoEBaHie Bug

IZ|.FIu1HeE1Ka ) | =] OgHa cTpaHuua
|
o

|:| CeTka _k @ﬂ,se CTRaHWLE
MacwTag  100%
D DBnacTe HAEMTELMM =] Mo wupwHe crpar

PasmeTka | Pexcim Be6-gokymedt CTpykTypa YepHoBW
CTPaHMLE| HTeHUa

PexmMbl NPOCMOTPa AOKYMEHTA Mokazate MacwTab

[Tonb30BaTeb UMeeT BO3MOXKHOCTb U3MEHUTh MacIiTab CTpaHULbI 0TOOpa)kaeMoro Ha JKpaHe
JokyMeHTa. [1is 3Toro HeobXoAMMO BOCIIO/Ib30BaThCs TpyIinol Macmrad B myHKTe MeHIO Bup.
Haubonee uwacto ymorpebssieMbiMy siBsitoTcsi Macmirabel ITo mmpuHe crpanHunbl 1 OpHa
CTpaHMIia.

Wl | 9 - O e

m TnasHas BcTaska PaszmeTka cTpaHuubl Cealnkm Paccuinkn PeueH3MpoBaHue
| J_ [ @ | ;_:-= | — [¥] Nuneiika I:\I | ‘.JJO,!I,HEI CTpaHnLa
| = i =

E| CeTka LJ_J,'J,EE CTPaHWLE
Pasmetka | Pexcvm Beb-gokymedT CTpykTypa YepHOBME Macwras 100%
CTPaHMLIE| HTEHNA [[] oBnacts Haswrawmw =] Mo wwpwne crpa

PexMMEl NpOCMaTPa SOKYMEHTE MNokazate MacwTas
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IlpeaBapuTeIbHBIN NPOCMOTP U pacmo/iokKeHue (aiijia nepej neyaTbo

Yrobbl MPOCMOTPETh AOKYMEHT W pacrosiokeHue (haiina Jjis TedaTd, OTKPONTe BK/IAIKY
daiis, a 3aTeM NyHKT [TeuaTs.
™
InasHan Bcraeka
|al Coxpanmte
COXpaHWTE Kak
5 OTkpuiTs

[ 3akpeTe

CEeJeHuA

MocnegHue

Co3aate

Meuats 4
-

COXpaHuTb M OTNPAaENTh

Cnpaeka

_“j MapameTphl

@ Brixog

[TpepBaputenbHBI TIpocMoTpa (haiina otobpakaeTcsi B TpeTbeM pa3sjesie OKHa [uasora
ITeuaTh. [IyHKT «CBOMCTBa rpuHTepa» U KHoTKa IleyaTh Haxo[sATCs BO BTOPOM pa3jesie OkHa
ITeuats.

CBolicTBa MNpUHTepa MpefoCTaB/IAIOTCS ApaliBepOM YCTaHOBJEHHOIO MpUHTepa. B pexume
TIpeJJBapUTE/ILHOTO TPOCMOTPa (ailyl MOXKHO JIMCTaTh. Eciu TpeOyeTcs W3MeHUTH (ai,
IIeJIKHUTE JIFOOYI0 BK/IAZIKY Ha JieHTe. UToObl CHOBA MPOCMOTPETh (aii/l HAXKMHUTe KHOTKY daii,
a 3areM IyHKT Ileyars.
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Pexxum urenns

Esc.

s mepexozsa B 3TOT PeXUM HeoOXOAWMO B TIyHKTe MeHI0 Bupa B rpymre Pexumbl
MPOCMOTPA A0KyYMeHTa BbiOpaTh KOMaHy Pe)XHM uYTeHWMs, a /i1l BbIX0Jja — Ha)KaThb K/IaBUIILY

|I.H'?' o Tnaea 5 - Mici
m naeHan Brragka PasmeTea cTpaHuLsl Cebingn Paccoinkn
M = = NMHeka
FazmeTka |Pexxum jEe_qokyMeHT CTPYETYPa YepHOBKWE
CTRAHNLE fuTEHNA

PeugHsnpoBaHue
|:| CeTka

Bung
|‘__) e

A

IQ;J,BE CTRAHMLE
MacwTad 100%
MokazaTe

PexUMEl MPOCMOTPE A0KYMEHTA

I:| QBnacTe HABWraLKm
Pexxum YE€PpHOBHKA

=] Mo wupwuHe cTpaHuLsl
MacwTas

OTO camblii 5KOHOMUYHBINA U3 BCeX pPeXUMOB. Ero mpumeHeHue ocobeHHO 3¢ (heKTUBHO TpU

Co37aHKM OOMBIINX JOKYMEHTOB. [/ epexo/ia B 3TOT peKUM HeoOXO0JMMO B IyHKTe MeHI0 Buj,

B rpy1ie Pe)xuMbl mpocMoTpa JOKyMeHTa BhiOpaTh KoMaHy UepHOBHK.
™ R

g Fnasa’5 - Mic
m ThaeHas Bcraeka PasmeTra cTpaHvLbl Cebinkmn Paccoinkm PeueHsnpoBaHmWe Bug
J = m = = NuHedka r‘__}l
i = |:| CeTra _‘b
PazmeTka | Pesknm Bet-gokymedT CTpykTypd YepHOBWE
CTPAHULIEL| YTEHWA
Peskimbl NpOCMOTPE AOKYMEHTE

_,iu OaHa cTpadyua
E| OBnacTe HABEMrauKrm
0O030p napameTpoB

Al @;J,Be CTRaHKUE
MacwTtad 100%
Mokasate

= Mo wpKuHe cTpaHMLE
MacwTab

OcobeHHOCTH TeKyllero pexuma pabotel Word onpezesnsitoTcss HabOpOM TapaMeTpoB,
koMaHzy ®@aiin / [IlapameTpsbl.

YCTAaHOBJIEHHBIX I10/Ib30BaTe/IEM. ,Z[J'ISI TOTO 4YTOOBI M3MEHSATH TapaMeTphblI Word BBITIO/THUTE

T R

FhasHan Ecram
|l CozpanmTe

& Coxpannms kax
5 OMEpuTh

.j 2akpems
Mocneanne
Co3sare
Meyats
COoXpaHnTs W OTNREENTE
Cnpagka

[ Bemon
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ITapameTrpbl Word (Z0no/THUTETHHO)

Mzpawerpst Word T T [ % [
OBue Ie d " 2
14 JlononHuTeNsHLle Napamerpel anA padotsl ¢ Word.
Skpan
Mpasonmcatue TapameTpi npaski
CoxpaHeHue [¥] 3amensTb suigenerHbIi dparmeHT g
” [¥] asTomaTuueckn seiaenaTs hosa
shik
ZPEWNTE NEPETaCKMEAHHE TEKCTa
— [¥] CTRL - wepvoK 415 sEI60Pa rMNEpCCENKN
5 [C] ABTomaTuueckn ca3aasate MOAOTHG NPW BCTaBKE aBTO MM
Hacrpoiika nexTsi = 5 5 G I
[¥] Buaenenne a6saves
Manens Bucrporo pocyna [@] Nepemewenue kypcopa
= [7] Micnanesosars knasuwy INS 415 NEPEKTIOHEHIA DEXUMOE BCTAEKH W SaMEHE!
HaacTporiku a
[7] MicnonezosaTe pexnm sameHE
LieHTp ynpasaeHiA 6e30NaCHOCTHIO B e s
1 Micnonk308aTs T “OB biHSIA" 417 MAPKMPOBAHHSMX U HYMEPOBAHHbIK CICKOS
[] Becrw yuer dopmatiposanms
MomeuaTs HecooTseTeTaMA dopmata
OHoBReHNE cring no oBpasLy: | M i wadnow gns w enuckos [+
[¥] PaspewnTs cBoBogHbI BEOA
Crune 363343 N0 yMoNYaHM: | OBEUHLIE =]
[¥] Wcnonssosats asTosaBepwenme
[ n b packnasky B COOTBETCTBIM ¢ A3LIKOM OKPYKAIOULEr TEKTTa
Buipesativte, KoNWPOSaHME 1 BCTaBKa
Bcraka B NPEAenax 0HOT0 AOKYMENTE: Coxpannts nooproe hopuatuposanue (no ywonsano) [« |
BCraska B ApYLoit AOKyMEHT: COXPAHNTE HOXDAHOE BapMATUROBaHNE (N0 yHonsanmol - |
Bclanka BapYiGh Acxyerm i ECHO AT enos308aTh UM KOHEUHET D BparmenTa (no ymoauaio) [ |
onpegencHui cruneit:
BeraBka u3 Apyrix nporpanin: CoxpannTh ncopHoe hopuatuposanue (no yuonsanmio) [+ |
OfTexanue pHHKOE: B Texcre =] !
~—

IlapameTpbl NpaBKHU

3amMeHATH BbIie/IEHHBIN ()parMeHT. YjaneHre BbIOPaHHOTO TEKCTa MPHU BBOZE HOBOTO.
Ecnuy 3TOT iaXkoK CHAT, BblZle/IeHHbIN TeKCT He YJanseTcs, a HOBbI TEKCT BCTaB/SeTCS
repezi HUM.

Paspemnts nmeperackuBaHMe TeKcTa. Pa3pellieHve mepemelrieHUs] WIA KONKWPOBAHUS
BBIJIE/IEHHOTO TeKCTa TIOCPeACTBOM IepeTackuBaHus. UTOObI TMepeMecTUTh TeKCT,
BbI/IeJTUTE €ro, a 3areM TepeTaljuTe Ha HOBOe MecTO. UTOObI CKOMMPOBATh TEKCT,
BbIJIe/IUTE €ro, a 3aTeM, yjepkuBas Hakatoh kiaBuily CTRL, meperamure TeKCT Ha
HOBOE MeCTO.

ABTOMaTHYeCKH BBIJIe/IATH CJI0BA. BbijeseHWe BceX C0OB TPU BbIOOpe TOHOCTBIO
OJIHOTO CJIOBA W 3aTeM YaCTH clefytollero cyioBa. Eciu 3TOT (akoK yCcTaHOBJIEH, NpU
JTBOMHOM I1jesTuke cyioBa Word BEIOMpPaeT C/I0BO M C/ieyIOIINI 3a HUM MTpobert.
HUcnonb3oBath KiaaBuiny INS ais mepek/iioueHUsi Pe)XMMOB BCTaBKH M 3aMeHbI.
Bxk/roueHue U BBIK/IFOUEHMe peKrMa 3aMeHbl HaxkatueM KiaBuilid INSERT.
Hcnonb3oBaTh pexum 3aMeHbl. 3aMeHa CyILeCTBYHOIero TeKCTa Ipy mevyaTy 1o OJHOMY
cumBony. Ecmu ¢dnakok VMcnonb3oBare kinaBuily INS a5 mepeksitoueHHst peXMMOB
BCTaBKA M 3aMeHbl YCTaHOBJIEH, 3TOT IlapaMeTp MOXXHO BKJ/IIOUaTb M BBIK/IOUATh
HaxatueM kiaBuid INSERT.

IToka3bIBaTh CO/iep)KUMOe JOKyMeHTa

IToka3biBaTh (hOHOBBIE IIBeTa M PHUCYHKH B pexuMe pa3meTkKu. OToOpakeHre 11BeTOB
(hoHa ¥ pUCYHKOB.

IlepeHOCHTH TEKCT MO TrpaHMIle OKHA AOKyYMeHTa. JTOT IapaMeTp CIY>KUT [yis
o0sieryeHus YTeHUs Ha SKpaHe.

IToka3piBaTh MyCThble paMKH PHCYHKOB. OToOpa)keHue IyCTbIX paMOK Ha MecTe
KaX/|0T0 PUCYHKA B IOKyMeHTe. 3a/jaH/e 3TOro rapameTpa yCKOpsieT IpoLecC NPOKPYTKU
JIOKyMeHTa, B KOTOPOM HaxoJuTcs 00/1bII0e KOJTMYeCTBO IpadUKy.

IToka3piBaTh rpaHuipbl TekKcTa. OToOpa)keHWe IyHKTUPHBIX JIMHWN, YKa3bIBAFOILMX
pacriosio)keHue T10jlell CTpaHULbl, KOJOHOK TeKCcTa U abs3areB. OTH T'PaHULIbI
npe/iHa3HaueHbl TOJILKO /1/1s1 pa3MeTKH U Ha 1e4aTh He BBIBOJSATCS
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IToka3pIBaTh KO/JbI MOJIell BMeCTO MX 3HaueHuH. OToOpa)keHWe B JOKYMEHTaX KO/|OB
riosiei BMecCTo 3HaueHul nosieid. Harpumep, moxkHo yBugeTh koj { TIME @/"MMMM, d,
YYYY" } Bmecto 3HaueHus: «4 c¢eBpans 2008 roga». CHuUMUTE 3TOT (hIaXKOK, UTOOBI
MPOCMAaTpUBATh 3HAUEHUs MOJIel.

JKpaH

Yuc/10 JOKYMEHTOB B CIIMCKe MOc/JeAHUX (aiinioB. BeeguTte uncio 3meMeHTOB OT 1 710
50, koTopbie OyAyT oToOpa)kaThcsi B criucke Iloc/iegHue JOKYMEHTHI

IToka3pIBaTh BCeé OKHA Ha mMaHeu 3ajad. OToOpakeHWe 3HAuKa Ha IMaHeNd 3a/ad
Microsoft Windows i Ka)k[oro OKHa, OTKPBITOTO B TipuioykeHun Microsoft Office.
Eciu cHATB 3TOT (h/1a’KOK, Ha TIaHe/H 3a/iay /JIsl KayKI0TO OTKPBITOTO TPHUIOXKEHHS OyieT
o0To0OpakaThbCsl TOJBKO O/IMH 3HAUOK.

OnTUMH3MPOBATh PACHo/I0KeHHEe 3HAKOB /iIsi MaKeTa, a He /i YA000UHUTaeMOCTH.
PacrnonoxeHrve CUMBOJIOB OTHOCHTE/NLHO OJIOKOB TeKCTa MPU OTOOpa)keHWH B TOYHOCTU
Kak OHHU Oy[yT BBITVIIZIETh B HalleuaTaHHOM JIOKy- MeHTe. Eciu BeIOpaTh 3TOT mapameTp,
VHTepBaJl MeXXly CUMBOJIaMU MO’KeT ObITb UCKakeH. [Iis1 obseryeHus: uteHust Ha SKpaHe
CHUMHUTE 3TOT (IaXKOK.

ITeuaTnb

HNcnonb3oBaTth 4YepHOBOe KauecTBO. [leuaTb JIOKyMeHTa C  MHWHHMAasbHbIM
(dopmaTHpoBaHHEM, UTO MOXXeT YCKOPWUThH TpoOLecC reyaTd. MHOTHe TPUHTephl 3Ty
(GyHKIUIO He Mo/ ep>KUBAtOT.

doHoBasa mneyarb. [leuaThb [JOKYMeHTOB B (DOHOBOM peXuMe, KOTODBI T103BOJIsSIeT
MpoZio/pKaTh paboTaTh BO BpeMsi TeuaTH. PexMM OfHOBpeMeHHOW paboThl W meuatu
TpebyeT OosbIIOro oObema AOCTyrMHON mamsatu. Eciu mpu paboTe ¢ JOKyMEHTOM BO
BpeMsl 1eYaTH HaOJIIoJar0TCsI HeTpreMiIeMble 3aMe/I/IeHHs], CHUMUTE 3TOT (hTaXKOK.

ITeuath B oOpaTHOM mopsjke. [leuaTaTb cTpaHuUl] B 00paTHOM TOpsiike, HAUWHasi C
roc/iejHe CTpaHWLIbl JOKyMeHTa. He wcrosnb3yiiTe 3TOT TapaMeTp TIpU T[eyaTH
KOHBEPTOB.

ITeuaTh KOJAOB moJiell BMeCTO MX 3HaueHUM. [leuaTb KOZOB Tosieli BMECTO 3HaueHUM
noned. Hanpumep, { TIME @/"MMMM, d, YYYY" } BMecto 3HaueHusi «4 (eBpand
2008 ropga».

HPI/I ne4yaTu 3Toro JOKyMeHTa

Ilpu meuaTtu 3TOro JOKymeHTa. BribepuTe NOKYMEHT, K KOTOPOMY MPUMEHSIFOTCS 3TH
rapaMeTpsl revaTy. B crrcke MOXXKHO BbIOpATh Ha3BaHUE Y)Ke OTKPBITOTO JOKYMEeHTa WIn
BapuaHT Bce HOBBIe [JOKyMeHTbI, UTOObI TapaMeTp TNPUMEHsJICSI KO BCeM BHOBb
CO3/laBaeMbIM JIOKyMEHTaM.

Ileuarats Postscript moBepx Ttekcra. I[leuarats Koz PostScript, ecid [OKyMeHT
cozepxxut nosia PRINT.

Ileyath TO/IBKO JaHHBIX U3 (opmbl. [leuaTh AaHHBIX, BBEJEHHBIX B HWHTEPAKTUBHYIO
¢dopmy, 6e3 meuatu camoii GOpMBI.

CoxpaHeHue

Bcerpa co3paBath pe3epBHyw Konuw. (Co3aHue pe3epBHOM KOMUU TPU  KaXAOM
coxpaHeHMHU JoKyMeHTa. HoBasi pe3epBHasi Komusi 3aMmeHsieT uMmetoiytocs. K uMeHu
¢aiina Bcex pe3epBHbIX Kommii Word ao06aBisieT CI0BO
«Komusi» u pacimpenve .wbk. Pe3epBHble KOIHMM COXPAHSIIOTCS B TOM JKe Tiarike, Te U
WCXOZHbBIN JOKYMEHT.
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KonupoBats yjaaseHHble ¢ailibl Ha 3TOT KOMOBHTED W OOHOBJAATH HMX MPH
coxpaHeHHH. BpemMeHHOe XpaHeHHe JI0KalbHOM Konuu (haiina, 3arpy’>KeHHOr0 C CETeBOro
WA CMEHHOTO [Aucka. [Ipy cOXpaHeHWW JIOKAJbHOW KOMWM BCe BHECEHHbIE W3MEeHEHUS
COXPaHSIFOTCS B UCXOAHOM Komuu. [Ipr OTCYTCTBUHM JOCTyMa K UCXOAHOMY daiiny Oyaer
BbIIaH 3alpoC Ha coxpaHeHue dailla B APYroM MecTe [ TIPeJOTBpAlleHUs TOTepy
JIaHHBIX.

Pa3pemuts ¢oHOBOe coxpaHeHue. CoxpaHeHHe JOKYMEHTOB BO BpeMsl PabOTBhI C HUM.
[Tpy coxpaHeHUM JOKyMeHTa B (DOHOBOM pEXHME B CTPOKE COCTOSIHHSI OTOOpakaeTcst
WH/IMKATOP XO/la OTlepal[ii COXPAHEHUSI.

Ooume

ABTOMaTHYeCKH OOHOBJATHL CBSI3M NPH OTKPBITHM. ABTOMaTUuUeckoe OOHOB/IeHHe
moboro Cozep)KUMOro, CBS3aHHOTO C JPYyrUMy  (aiiaMu, TPH KaXJOM OTKPBITHA
JIOKyMeHTa.

Pa3pemuTh OTKPBITHE JOKYMEHTa B Pe)XXHMe YepPHOBHMKA. BriOepute 3TOT IMapameTp,
YTOOBI IMETh BO3MOKHOCTb OTKPBITh JOKYMEHT B Pe)KUMe UepHOBHKA.

Pa3spemuts (oHOBYI0 pa30MBKy Ha CTpPaHMIBI. ABTOMaTUYeCKas TepeHyMeparys
CTpaHML] JOKYMeHTOB BO BpeMsi paboThl. [JaHHBIM rapaMeTp JOCTYIIeH TOIbKO B peXXUMax
YepHOBHKA M CTPYKTYpbL. EC/ 3TOT ¢iakOK CHAT, HOMepa CTpaHWL], 0ToOpakaemble B
CTPOKe COCTOSIHUSI, He OOHOB/SIOTCS, TOKa He OyZeT BK/IIOUEH DeXUM pa3MeTKu
CTpaHULIBI.

Pacnonoxenne. CrivcOK MECTOIOJIOKEHHWM HCIOJIb3yeMbIX 0 YMOJYAaHUIO TlarKam,
cofepXKaluxX [JOKYMEeHThI, Ia0/0OHBl W JApYrHe 3JIEMEeHTbI, CO3/jaBaeMble HWJ/IH
rcnonb3dyeMble B Microsoft Word. Bribepute U3 crimcka 3/ieMeHT, KOTOpbIA TpebyeTtcs
W3MEeHUTh, a 3aTeM Ha)KMUTe KHOTIKY M3MeHMTb, U YKa)KUTe HOBYIO MarkKy

ITapameTpnr Word (3kpan)

MapaverpWard o T T — 19t
OBuue ™ & &
" =5}, Hactpoika W MevaTi o a
| Sxpar |

Mpasonucanne Napamerpe: oTo6paxets cTpaHmy

Coxparerne [¥] NokaseisaTs NONA MEXEY CTPAHMUAMM B PEXMME PAsMETKM

- [¥] NokaseieaTs MeTkN BbgenEHUA

& [7] MokazeieaTs BCINHEaIOLME NOACKESKM NBW HABEAEHIN YKA3ATENS MBILIN

FononHuTenbHO
BCer/ia NOKasLIBaTh 3TH 3HaKH GOPMATHPOBAHUS Ha SKPaHe
[ 3Hakn Tagyagum -

Makens 6sicTporo AocTyna I Mpasens:

Haacrpoiixu [T 3nakm azayes 1
] Cxpbizwiii Teker

Lientp ynpasnering GesonacHocrb0 = i
[T] Mpueszka o6zextos 5

| [7] MokaswisaTs sce sHaku dopmaTHposaHa
Napamerpe: newari
[7] Neuate pucynras, cosaarHei s Word (&
] MewaTs HOHOBEX LBETOB U PUCYHKOE
[Z] Nevats esojicTe aokymerta
[7] Mevate crpaora teraa
[7] OBHosnaTE nona nepea nevaTsi
|| OBHoBNATH cBA3aHHEIE ABHHBIE NEPes NEYATIO
|
[ ok Omera

ITapameTpbI 0TOOpa)keHHUsI CTPAHULY

IToka3bIBaTh noJist MeXy CTpaHHMIIAMH B pexxume pa3MeTKH.
OTobOpa’keHHe BepPXHEro U HIKHETO T0JIel CTPaHMIIbI, BK/IIOUasi CO/IeP)KMMOe BEPXHETO U
HIDKHEr0 KOJIOHTUTYJIOB.

IToka3pIBaTh MeTKH BbijeneHus. OToOpa)keHUWe BbIZIEIEHHOTO TEKCTa Ha JKpaHe U B
HareyaTaHHbIX JOKyMeHTax.
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Iloka3pIBaTh BCIUIBIBAIOIHE TIOACKA3KH MNPH HaBeJeHHHM YyKa3aTeJsl MBIIIH.
OtobpakeHue Takod uHpopmarmy, Kak URL-azjpeca ¥ KOMMeHTapuu pelLleH3eHTOB, B
JKEJITBIX BCTUTBIBAIOIIUX T0JIsIX. [Tpy HaBeIeHWH yKa3aTessi Ha TUIePCChUIKY, 3HAK CHOCKU
1 10100HOe Co/iep)KUMOe TIOSIBIISIFOTCSI KOHTEKCTHBIE TI0/JCKa3Ku

Bcerpa nokasbIBaTh 3TH 3HaKHM ()OpPMaTHPOBAHMA Ha IKpPaHe

3Haku Tabyysquu. OToOpakeHre 3HAKOB TaOy/ISILIMY B BUJe CTPEJIOK.

IIpo6enbl. OToOpakeHUe MPOOETIOB MEX/Y C/IOBaMH B BHIe TOUEK.

3Haku a63aneB. OToOpa’keHHe KOHIOB ab3alleB C TIOMOII[bI0 3HAKOB ab3aria.

CKpbIThIN TeKcT. OToOpaXkeHHe TeKCTa, (OPMaTUPOBAHHOTO KaK CKPBITOTO, C MOMOILBIO
MyHKTUPHOTO MOUePKUBaHUSI.

Msrkue nepeHocbl. OToOpa)keHUe MePeHOCOB, YKa3bIBAIOIIMX Ha MECTO MepeHoca CJI0Ba
B KOHIle CTPOKW. Ecmm coBo ¢hakTHueCcKd He pa30WBaeTcs B KOHIE CTPOKH, MSTKHe
MepeHockl He TeyataroTcs. Ecm c/ioBo pa30uBaeTcst B KOHLIE CTPOKH, MSTKHI TE€PeHOC
revartaeTcst Kak 0ObIuHbBIN geduc.

ITpuBsizka 00beKTOB. OTOOpa)keHWe 3HAUKOB TMPUBS3KA 00BEKTOB, KOTOPbIE YKa3bIBAKOT,
yTO 00BEKT NPUBSI3aH K OTpe/ie/ieHHOMY ab3aity.

IToka3piBaTh Bce 3Haku (¢opmarupoBanusi. OtoOpakeHWe  BCeX  3HAKOB
dbopmaTipoBaHus, TEPEeUNCIeHHbIX B pasfene Bcerja mokKasbiBaTh 3ITH 3HAKH
¢opmaTupoBaHusi Ha 3KpaHe, HE3aBHCUMO OT TOTO, YCTaHOB/IEH /i1 (UIaXKOK
COOTBETCTBYIOII[ETO 3HaKa. [Ipy OTK/IFOUEHWH 3TOr0 MapaMeTpa OTOOpa)karoTCsl TOJIBKO
CMMBOJIBI (D OpMATHUPOBAHUS, 0003HAUEHHBbIE YCTAaHOBJIEHHBIMU (IaKKaMd B paszese
Bceraa moka3sIBaTh 3TH 3HaKH ()OPMaTHPOBaHMUA Ha IKPaHe.

YcraHoBKa A3bIKOBBIX IAPaMeTPOB peJaKTUPOBaHMsA, MHTep(elca U CIpaBKU

B guanoroBoM okHe 3ajsaHue A3BIKOBBIX mapamerpoB Office Mo)KHO M3MEHUTH SI3bIKU
pellakTUpOBaHUsl, UHTepdelica, BCIIBIBAIOIIMX TMOACKAa30K U CIIPABKH, yKa3aB pa3Hble S3bIKU.
HocTtymnHbie s3bIKU 3aBUCAT OT s3bIKOBOM Bepcuu Microsoft Office 2010, a Takke OT TOro, Kakue
SI3bIKOBbIE TaKeThbl, TakKeTbl MHTepdelica MOib30BaTessi, S3bIKM BCIUIBIBAIOLIMX TO/CKA30K U
SI3bIKM T1aKeTOB TPOBEPKM TMPABOINKUCAHUS YCTaHOBJEHbl Ha KommbikoTepe. Eciu HyKHbIe
CpejCcTBa TMPOBEPKU TPABOIMCAHUs, SI3bIK HMHTep(eiica WM CrpaBKU HEJOCTYIHbI, BO3MOXKHO,
notpeOyeTcst 3arpy3uTh U YCTAHOBUTD S13bIKOBOH MaKeT.

Jlo6aByieHHe SA3bIKa PeJJaKTHPOBAHUSA

A3bIK pejakTHpPOBaHMWs BK/IKOYAaeT packIafKy KiaBUaTypbl M CpeACTBa TMPOBEPKHU
IIpaBOMNMCaHUA [JI1 [AaHHOTO s3blKa. B cocTaB CpejCTB IIPOBEPKU IIPABOIMCAHUSL BXOAAT
A3bIKOBbIe (DYHKL[MM, TaKye KaK C/0BapH [/ MPOBEPKU MPaBOIMCAHUSI WM KHOIKU 3aJaHUs
HarpaB/ieHUs1 Tekcrta B ab3are. [Insi sToro oTkpoiTe Bkaasky daii, B paszgene CrhpaBka
HaxmuTte KHONKy Ilapamerpsl, 3arem SI3bIK. B gnuanoroBom okHe 3ajfaHue SI3BIKOBBIX
mapamerpoB Office ¢ mnomoupio crpenku  /lo6aBbTe  AONMO/THUTETbHbIE  SI3BIKH
PeAaKTHPOBAaHUs BbIOEpUTE SI3bIK, KOTOPBIN TpebyeTcst 100aBUTh, a 3aTeM HaXKMuTe J|06aBUTD.

ITpumeuanue: [Tocsie U3MeHeHUs sI3bIKa TI0 YMOJTYaHUIO HEOOXOUMO 3aKPbITh BCE TPUIOXKEHUS
Office 2010, a 3aTeM CHOBa OTKPBITh UX, UTOObI N3MEHEHUs BCTYITU/IN B CHITY.

Packnapka kinaBuarypsl « HE BKIITFOUEHA»

[Tocie BbIOOpa f3bIKa M3 CIIMCKA, BO3MOXKHO, TMOTpeOyeTcs BK/IHOUMTH paCKIIaJKy
KJIaBUaTyphl, eC/IU JJ1 Hee MoKa3aHo npegynpexzaeHre He Bkirouena B Windows 7:
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1. Uro6bI BK/IFOUKMTH pacK/IafKy KJIaBHATyphI, MieJIKHUTe roMeTKy He BK/Iroue Ha.
2. B auanoroBoM OkHe SI3bIKH H CTY)KObI TEKCTOBOI0 BBOJA HaKMuUTe [[06aBHUTh.

3. B guanoroBoM okHe Jlo6aB/ieHHe A3LIKOB BBOJA C TIOMOLLIO CTPe/IKU SI3bIK BBOjA
BbIOEpUTE HY>KHBIN SI3bIK, a 3aTeM HakmuTe |00aBUTh.

CpeactBa nposepku npasomvcanusa « HE YCTAHOBJIEHBI»

Ecm pannHas s3pikoBas Bepcust Office 2010 He Bk/mouaeT B cebsl CpeicTBa IPOBEPKH
TIPaBOMMCAHUS [I/Isl HY>)KHOTO S13bIKa, BO3MOXKHO, C/IeJIYeT YCTAHOBUTD SI3bIKOBBI MAaKeT WX MaKeT
vHTepdetica rob30BaTess.

YroObl MOMYyUHTh S3BIKOBBIN TakeT B VIHTepHeTe, ijenkHuTe coobineHue He ycraHoB/ieHa
mbo mpoiiguTte 1o ccbike http://office.microsoft.com/ru-ru/language/. Beibepute HeoOX0AMMBbIi
S3bIK U YCTAHOBHUTE SI3bIKOBOM MAKeT.

Y craHoBKa fA3bIKa HHTep(])eﬁca U CIIPpABKH M0 YMO/TYdHUIO

SI3piku uHTepdetica u cripaBku ucrnonb3ytoTcs B Office 2010 g1s oToOpaskeHUsT 371€MeHTOB
VHTepdelica, HalpuMep MYHKTOB MeHI0, KOMaH/| ¥ BKJIa/l0K, B JIONO/IHEHME K SI3bIKY, HA KOTOPOM
BBIBOAUTCS (aiisl CripaBKu.

1. Ortkpoiite Bk1agky daii.

2. B pasgene CnpaBKa HakmuTe KHOIKY [TapameTpsl.

3. Haxmure S3bIK.

4. B pguanoroBoM OkHe 3ajaHue A3bIKOBbIX mapamerpos Office B paszene Boifop s3bika
uHTep(eiica u cripaBKM BbibepuTe 53bIK, KOTOPBIN TPeOyeTCst UCII0/I30BaTh 110 YMOTYAHHIO,
a 3arem Haxxmure Ilo ymoruanmio.

5. Tlocne W3MeHeHMsi sA3bIKa 10 YMOJIYAHHIO HEOOXOAWUMO 3aKpbiTh Bce mpuiokenust Office
2010, a 3aTeM CHOBa OTKPBITh MX, UTOObI N3MEHEHUS BCTYTIH/TH B CHTTY.

3agaHuA /1A CAMOCTOATE/TLHOU PadoThI:

B napametpax Word u3meHUTe cefytoIue OMiuu:
® [I3MeHuTe 1[BeTOBOM (POH Ha UEPHBI/CHUHUI/CepeOpPUCTHIMH.

Bcraska PasmeTka crpaHuLbl Cebunkn Paccoinkn PeLeH3nposaHne
Iﬁmes MNew R('EIZ A A | Aaw | Afb
K £ U - ke x, x° vz A

LWpndT [F]

4 BripesaTs

!

=3 Konwpogate

BcTaenTe
= Jf bopmar no obpasuy

By ep o6MeHa i

® [lo6aBbTe TaTapcKuii si36Ik B Word
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http://office.microsoft.com/ru-ru/language/

'i. = 3agaHve AzbIKOBLX napameTpos Office,
'y

BriGop A3bIKOE pPefakTApOBaHNA

JoBaEneHHE AONOAHUTEAEHE ASEIKOE ANA PEdakTUPOBAHUA 4OKYMEHTOE, ASEIKM PEAAKTUPOEAHWA ONPEAENAIOT ASHIKOEIE
GYHKLMM, TAKME KAK CNOE3PW, NPOEEPKA MPAMMATHEN W NOPAA0K COPTHPOEKK

AzRIK pEAAKTMPOEAHWA Packnagka knaewatypel  lNpasonucadue (opdorpaduna, rpamMmaria...)

PYCCKMI <No yMonuanuio=  BrawndeHo 7 YoraHoeneHo [T—
AHFAWA MR [CLLA) BrnwyeHo ’lf? ¥CTaHOENEHD
- YcraHoBneHo Mo ymondapuio

TaTapCkni BrAOYEHD

[Jo6aBETe AONOAHWUTENEHEIE ASEIKKM PE4AKTHP 0BaHKA] v Ao6aBuTE

TabynsaTopsl. Ilpaiic - aucr

Vcnoib30BaHue Tady/isiTOPoB

TabynsaTops! IO3BOJISIOT HAOPaTh OT/e/IbHbIE CTPOKHU WM (PparMeHThl TeKCTa B BH/je KOJIOHOK
C orpe/ie/léHHBIMKA MHTepBajaMu, a Takke odopMwisATh Hebonblime Tabmuiel. [Ins BBoAa
TaOy/IITOPOB B JIOKYMEHT UCII0/Ib3yeTcs KiaaBuiiia <Tab>.

TabynAaTOpbl UCTIOMB3YIOT JJiIi OTCTYTA U BePTUKAIbHOTO BhIDABHUBAHHS TEKCTa JOKYMeHTa.
Ipu Haxkatuu KnaBumy <Tab> Word BcTaBnisieT B JOKyMeHT CMMBOJI Taby/ISALU U TIepe/IBUraeT
Kypcop (¥ BeCb TEKCT, HaXOZSIIMIACS CrpaBa OT Hero) Ha CjaefyroLlyto nosuuo Tabynsauun. Ilo
ymomyanuio Word ycTaHaB/iMBaeT CBOM TO3WLMU Tabynsruu. Bl Mo)keTe W3MEHWUTH 3TO
paccTosiHYe U yCTaHOBUTh CBOW COOCTBEHHbIe 3HAUeHHUSI.

[Mo3uist Taby/sLMK — OTMeTKAa Ha TOPU30HTAJbHOW JIMHEHKe, YKa3bIBalOIlas BeTMUHHY
OTCTYyTIa TeKCTa WA MeCTO, C KOTOporo Oy/leT HauMHAaThCs KOJIOHKA TeKcTa. Tlo3uiuu Tabyasmu
VICTIOJIb3YIOTCSI OYeHb aKTWBHO IIPU CO3[aHUM OIVIaBJIEHUM U CIIMCKOB, TOCKO/BbKY I03BOJISIIOT
JIETKO Y KPacUBO UX 0()OPMHUTh. DTOU »Ke LieJI CJIY>KUT U 3arl0/IHUATEb.

3amno/IHMTe/Ib. IMYHKTHUPHAsd, CIUIOLIHAs, IIpepbIBUCTas JIMHUA, KOTOpas WCIIO/Nb3yeTcs B
OrJIaB/IeHUH JIJIsl 3aTI0JTHeHHsI TIPOCTPAHCTBA, 3aHATOr0 3HaKaMu Tabysisiuu. Hanpumep, B KHUrax
eCTb OIJIaB/IeHHe: C/leBa UJeT TeKCT-3aro/I0BOK, 3aTeM 3allO/IHUTe/Ib B BHJle TOYeK WU JIMHUM, a
II0TOM HOMEp CTpaHULIBIL.

CosgaguM JOKyMeHT ciiefyroliero Byaa. CTpesioukaMu IOKa3aHbl HereuyaTaeMble CUMBOJIBI

Tady/IsAMH.

ﬁhg‘ Z = 5 L it i i id i T E':
BUAEOKAPTbIY e
HaszeaHwue- - MocraBKka- LeHay

13289
50529
15549
31449

NVidia-GeForce4-MX440-64-Mb - B-HaMUMK
NVidia-GeForce4-FX5700-256-Mb - 1-Hepena
ATl-Radeon-9200SE-64-Mb - 3-5-gHei
ATl-Radeon-9800SE-128-Mb - 3-5-gHei

L

1. [1ns Toro, 4ToObBI EpeiTH B pe)KUM YePHOBHKA, BBIMIOITHUTE KOMaHy Bup / (PeXxuMbl
NMpocMoTpa AoKyMeHTa) UepHOBHK.

2. 11 Toro 4to0bl BUETh CUMBOJIbI TaOy/IsALUK (CTPEIOUKM, HarpaB/IeHHbIe BIIPABo),
BbINMO/IHUTe KoMaHy I'yiaBHas / (A63an)) OTo0pasuTh BCe 3HAKH.

E i
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3. Habepure 3aro/ioBOK 1 Ha)kMuTe KiaBuily <Enter>.

4. Co3paiite BTOpO# ab3arr:

a) Habepure coBo “Ha3Banue” u HakmuTe Kiasuiny <Tab>,
b) HaGepure ciogo “TlocTaBka” U HaxkmuTe Kiasuily <Tab>,
C) Habepure coBo “lleHa” U Ha)KMUTe KaaBuiny <Enter>.

5. AHanoruHbiM 00pa30M CO37aiiTe BCe OCTajbHbIe CTPOKU-a03alibl. B KaXI0l CTpPOKe BbI
JO/DKHBI HakuMath Kiasuily <Tab> ofuH pa3 mocse 37eMeHTOB MepBOrO U BTOPOIO
cToJI011a.

6. Boigesute BCe CTPOKH Oyayiiieii Tab/uLIbl, KpOMe 3aro/ioBKa.

7. B rpymre A63ar HaXMUTe KHOTKY OTKpbITHE JHA/I0r0BOro OKHa Af3arl.

iF iE
b=
* =
8. Haxxmure krorky Ta0ysisums.
ABsau 7| =
K
OTCTyNbI M vHTEpSans! | MoNoKEHWE Ha CTPaHMUE |
Ofwne
BelpasHuBaHie: | Mo ueHTpY |z| I_
YposeHb: DCHOBHOW TeKcT |z|
Orcryn
Cpesa: 0,63 oM |5 Nepeag CTPOKS: Ha:
Cnpasa: 0cm = (HeT) E =

[ ZepransHeie oTcTyMB!

WHTepsan
Nepen: onT 5 MEROYCTPOUHBIN: ZHEHEHNE:
Mocne: onr = OAMHEPHBIA E -

[T He nofasnaTs uHTepsan Mexay a63aLEMA 0AHOMD CTHAR

Ofpasen

Tobymavs... || (— [oc ) [omes

\
¥

9. YcTraHOBUTE MO3ULMK TaOyIALIN:
a) 3azaiiTe MEPBYIO MO3ULMIO Taby AWK B 8 €M, BHIDABHUBAHME 10 LEHTPY,
b) HaxmuTe KHOTIKY Y CTaHOBHTH,
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TaBynauma | ? |

MozMuan Tabynawm: Mo YMONYEHMID!

B 1,25 =
3

ByayT yaaneHb!:
Bece

BbipasH1BaHWe
() no neBoMy KpaKD (@) Mo ueHTPY () No OPEBOMY KPEKD
) no pasaenmtenio () cuepToil
3aNoNHUTEND
@ 1 (HeT) Bz2...... 03—
%) 4

YCTEHOEMTE ] ’ YaanuTe ] ’Yﬂanmb_sce ]

[ OK ][ OTMeHa ]

C) 3azaiiTe BTOPYHO MO3ULMIO Taly/isuK B 16 €M, BLIDABHUBaHME MO MPABOMY KPaIo,
d) HaXMuTe KHOMKY Y CTaHOBHTD,

-
Tabynauua | 7 29 |
Mozuum TabynaLmm: Mo YMONYAHWKD:
16 1,25 am =
B -~
SyayT yRanes:
BrlpaBHHMBaHHE
) no peBomy Kkparo () Mo UeHTPY @) no mpasoMy Kpao
() no paspenvTento () cuepToi
3anonHUTEND
@ 1 (Her) ®a2...... 03—
D4
YCTaHOBWUTE ] [ YoanuTe ] [ YAanuTs Bce ]
[ QK l [ OTMeHa ]
L. -~

10.0t1dopmaTupyiite mo Ke1aHKIO 3aroI0BOK (MepBbIii a03al] JOKYMeHTa) U CTPOKY Ha3BaHMUiA
cTonb110B (BTOpOM ab3ary).

PacripoctpanénHas ommbka rpu pabote ¢ Word — oTka3 oT IpUMeHeHHs TI03ULUH TaOyIsLum.
BMmecTo 3TOro nosb3oBaTeM HaXXUMaroT Knasuily <Tab> 10 Tex nop, moka Kypcop He BCTaHeT
(pubsu3uTeNbHO) B HY)KHOE MeCTO, WM BMECTO 3TOW K/IaBUILM MCIIOJb3YIOT KJ/IaBHILLY
<IIpoGen>. DTo 3aTpyAHseT JjajnbHellllee H3MeHeHHWe U ¢oOpMaTHpOBaHMWE [OKyMeHTa, a
akTHBHasi KHomka OTo0pasuTh Bce 3HAKM TYT ’Ke TI0KasblBaeT TaKOe HelpaBUIbHOE
(hopMaTHpoBaHue JOKYMEeHTa.

3ajaHue JI/IA CaMOCTOATE/IHHON PadoThI.

CospaiiTe JOKYMEHTHI C/IeIyIOLero BUa:
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SBYKOCHIIMATEJII

single coil: humbucker:
YMCTbIN npozpaYHbl 3BYK, HO nogaenAaAeT NOCTOPOHHKWE WY MbI
Ha BEbIX04Ae NPUCYTCTEYET MHOXECTBO Gonblue Noaxo4aT ons
AOCTOPOHHKMX WYMOE, BOSHUKaKLWMNX YyTRXeneHHbIX Hal'lpaBJ'IEHHI::i
n3-3a paboTel anekTponpubopos My3blKM Rock

Bydep 06... & WpudT AB3ay . CTunu P

El‘1‘1-1-1-1-‘\_‘\-w-1-|-2‘|‘2‘|‘:-|-5-w-s- -.7-I-E-l":‘1‘1:--1-11-w-1:-w-ig-w:u-l‘xlz-l-ls-‘A-lJ-l- IE

d Or/IaB/ieHHe |

5 Pnaea b s s s o

':“ Unaea W annnnnainunniniEmsnnnnnunnnasniiom:

3 naea Mk oo smmmiissinensnnsn syl 5 b o

7 T 2 o b e e S R e .20 e 3 2

5 PAAB N s R R e e e R D B G D

B ) o OSSO PO IO L ) (o

= ¢

O i sl

e | Bkt | e i = ISl m = = 1ana /0 Il T

- F s = & EI— — — |+ - 7w | G Bugenure -
Bydep ofmena Lipudt Aizaly Crvnm PesakTnposanie

m;‘.‘z-\-l‘.‘u‘.‘;-\-twz-\-.a-\-[‘\‘3‘.-1‘ws‘-‘e‘-qg-w-u‘-‘;i-w-;z-w-m‘-‘;s-w-]s‘/\‘n‘-‘\

» &)

]
]

bannel 3a yuacmue 8 cy6bomruke, COLL Ne69

N 5A 17 6A 22 7A 11
: 5B 30 66 27 76 18
- 5B 28 6B 17 7B 25
- 5T 15 6T 21 7T 10 |
: 0
4 L1} » :
Croanmua: 1w3l | Ynono cnos: 43 | €8 oveckwi | \@I?EI B == 130% (- {} {+]
I'paduka u TekcroBbie 3¢ dexkThl. O0BABICHHE
Hariia koHeuHast 1je/1b - CO37aTh 00bsIB/IEHHUE CIIeIYIOIETO BH/A.
E{;‘|-z-|-1-w-5-w1-lu-z-:-z- ;4'!'?'!'5:!"‘:'5'I:f-'\‘1IZI'\‘11:I'12'II'13'\;14'!'1}'!'15:/\'17‘!'
- IIpogaercss komnboTep!
'i' . Hegoporoe npogaM KOMOBIOTED cAeIVIOMEHR KOHGHTI YPaIHE
. ] +  Athlon XP 1800+
z » DDR 256 Mb PC2700
N ¢  Western Digital 80 Gb
N o  GeForce FX5200 128 Mb
3] Tenedon: 12-3456(Cupocuts Bacwo)
- clelelele 2alalelelelelalalale
= O T A N I I < O T T I I B
- - =T - - - -+ -+ =T - - - -+ -+ =T -
- S T O I S I O O T T I O B B
= aja|a(a(fajafaga(faga|jajfa|ja|jajaja|a
42 [ 1 I»
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] Zo

" -6 1 -7 -1 - 81 -9 1 101 111 121 13-

C03,/:[a171Te CHa4dJ/la YepHOBHK C/ieyroljero B1ia.
g B 'lll‘é'"1:"2".'3":4"'?'

MpoaaeTtca-komnbioTepyl

1
Henoporo-npofam-KoMmnbroTep-cnefyouei- KoHpurypaumm
Athlon-XP-1800+1]

B DDR-256-Mb-PC27009

- Western-Digital-80-GbY

= GeForce-FX5200-128-Mb1
- TenedoH:-12-3456(Cnpocutk-Bacio)]

3mech TIOKa3aHbl CUMBOJIbI KOHIIa aO3arjeB. ObOpaTWTe BHMMaHHe Ha ITyCTOM ab3ar] Tocsie
3arosioBKa. B Hero Brioc/ieficTBur OyieT BCTaB/ieH pUuCyHOK. OOpaTuTe BHUMaHKUe Ha MOC/IeIHUN
nycTtoii ab3arl. B Hero BriocsiegcTBuM OyieT BcTaBaeH (PUTypHBIM TeKCT (HoMepa TesiehOHOB).
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ObpamJ/ieHue 1 3a/IMBKa

OO6pamsieHre W 3a/lUBKa — 3TO TpaduuecKue 37eMeHThbl, C TOMOIIbI0 KOTOpbiX Word ro3BosisieT
TIPOM3BECTHU JOTIOIHUTeIbHOe 0()OPMIIEHHE JOKYMEHTA.

1. Oro6pasuTe Ha 3KpaHe Hereuataemble cuMBOJIbL: ['1aBHas / (A63an) OToGpasuTh Bee
CHMBOJIBI ﬂ .

2. OtdopmaTHpyiiTe MEpByI0 CTPOKY — 3aroJiOBOK (CHauasia BbIEJIUTE €ro):

a)BeIMosiHUTe KoMaHay I'nasHas / (A63an) OTKpbITHE AMAIOroBoro oKHa A63ai 1 BO

BK1agke Otcrynel 1 VIHTepBasibl BCTaBbTe 3HAUeHUS: BbIpABHMBAHME - I10 LIeHTDY,
UHTepBaJI nocje - 12 nyHKTOB,

OTCTYME W UHTEPBANS! | MonaweHue Ha CTPaHILE |

Ofwme

BbIpaBHWBaHWE: II'ID LEHTPY VI
YpoBeHb: IOCHOBHOH TEKCT VI

OreTyn
Cnesa: ID ™ 5‘ nepeag CTpoKa: Ha:
Crpasa: ID =] 5‘ I(HET) j I ﬂ

™ 3epransHele oTcTymE

WHTepean

MNepea: ont = MEMAYCTPOHHENA: SHaEYEHHE:

Mocne: IlZnT E‘ IOnMHaprII:i j I ﬂ

™ Ha arRzsnare uuranssn uaway sRensuws Aruara ~—rana
b) Bomonnure komangy IyaBuas/(IllpudT) OTKpbITHE [HANOrOBOr0 OKHA
IIpudrsI Kb @) (ybeautech, uTO MepBasi CTPOKA BbijieJieHa) U BO
Bkiazke IIIpu¢gT ycraHoBU Te 3HaueHusi: pa3smep - 20 MyHKTOB, HayepTaHue -
TIOTY>KUPHBIHU,

21 x|

Wpndt | JononHuTensHo |

LWipud: HauepTaHue: Pazmep:
I'I'lmes Mew Roman MonyHMpHGIA 20
OBbIuHbI = [ =]
raditional Arabic Kypois 16
rajan Pro i 18
rebuchet M5 | [Monysmprsiit Kypare
i = =iz =
LIBeT TekcTa: MoaqepKUBaHHE: LIBeT NoAYepKUBaHHA:

! ArTn vl lrem 1 Amrn -1

C) BO BK/IajKe JIOMO/IHATE/ILHO YCTAaHOBUTE 3HaueHWe MHTePBAJI - Pa3PeKeHHbIH C
VIHTepBaJIOM Ha 2 MyHKTa.

weepr 2| x|
WpudTt  donoaHuTensHO |

MeSHEKOBLIA MHTEPBaN

MacwTab: IIDD% LI
WHTepsan: IPaspe;KEHHblﬁ j Ha: IZ nr ﬂ
CrmeweHne: [Het - Ha: I 5‘

[™ Kephwur ans sHakos pasmepom: I E‘ NYHKTOE W Donee

|l CinenTune
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3. Hanecwure oGpaM/ieHHe U 3a/TMBKY BOKDYT TT€PBOM CTPOKM — 3arojI0BKa:
a) BbiesMTe ab3arl,
b) BeimonauTe Komansy Pa3smerka crpanunsl /(PoH crpanunp) I'panunb

CTpaHMI],
TaBKa PasMeTKa CTpaHnLbl CeblnKn
JpHEHTALIMA ~ P,::::* 4] Mognowea ~ 0
azmep YR~ ) User apanmun - | £
[ONOHEKW ™ b~ € L1 Tpanuue crpanm E
bl CTPaHKLE ; @OH CTPa L
. . e L% . Y. T . 4 . 4 . o4 .oT

C) Bo BK/IajKe I'paHMua Auanoroeoro okHa I'paHunbl ¥ 3a/IMBKa BeibepuTe Tum
odpamnienus Pavka, a Illupuny muHumM — 1.5 MyHKTa,

Tparuua |g1par-mua | §anmsn<a|

Tum: Tuan: Ofpasey

HeT wenkHrTe ofipasew, nmm

WNCIONB3YIATE KHOMKM
TeHe | | e
[

I D obbemHas | Lger
AsTo hd
Bl - i
'
1,507 -
MpuMEHKTD K:
|a53auv |
MNapaMeTpbl...
FOpH3OHTANLHAR NAHKA. .. | OTHeHa

d) mepeiiguTe Bo BKIazKy 3a/MBKA [MajoroBoro okHa I'paHMIbI M 3a/1MBKa,
BbiOepuTe Tum 25 % uepHOro 1BeTa Ha 6esiom oHe,

2=
paHLa | CTpaHuua  3anveka |
3anueKa Obpasew
¥3op

useT doHa: ABTO vl

MpHUMEHUTE K!

ab3auy j
TopusoHTanbHan TMHKUA. .. OTtmeHa |

e) wienkuuTe KHOTKY OK B jaioroBoM okHe I'paHULbI ¥ 3a/IMBKa.
4. Ordopmarupyiite BCe OCTa/bHbIe ab3al[bl:
a) dopmar ab3atja: 1o eBOMyY Kpato,
b) dopmar mpudra: 12 nyHkTOB.
5. Odopmure 4,5,6,7 ab3aiipl B BUe MapkupoBaHHOro crivicka (I1aBuas / (A63an) Mapkepsi).
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[nasHaa Ecraeka PazmeTka cTpaHnusl Couinem Paccuinkmn Peuenznpo

i 1= L=, | = 5=
Verdana ~ 9 A A | Aa~ i_a_',gz' ar | EEEE |

=&

&
4

-
4

I
Il
]
]

. K K U vabe x, x| [ @
& 4 4 =%
ABzay

........

..........

6. OrdopmaTtupyiite 7 a63ar; (GeForce FX 5200 128 Mb). ®opmar a63aria: HHTepBaJI Mocie

12 nyHKTOB.
7. Otdopmatupyiite npegrocieanuii ab3ari (Tesiedon):
a) dopmar ab3atia: 1o LEHTPY, UHTepBaJI ocje 12 MyHKTOB,

b) dopmar mpudra: 12 nyHkTOB.
8. Hanecute obpamiieHue M 3a/MBKYy BOKPYT MpeArocienHero a6saia (teaedoH).

Co3panne rpaduyecKux WITIOCTPALUA

1. Ycranorwure Kypcop B mycToii ab3arf ocsie 3arosioBka. Cro/ja Mbl BCTABUM HJUTFOCTPALIHIO.
2. Bemmonuure koMaHay BceraBka / (Mumocrpanuu) ®urypsl / IlpamoyroasHuk. Kypcop

JIOJ/DKeH TIPUHSATh CAeAyWUi BuA: ~ i~ . VIM HaBOJMM Ha TO MeCTO, T/ie JO/DKEeH HaXOUThCS
OJIMH W3 YIJIOB MpPSIMOYTO/bHUKA, U Ha)KUMaeM Ha JIeBYIO KHOIKY MBIIIH, yAep>KuUBasi eg,

pUCyeM MPSIMOYTOJIHUK. DTO Oy/IeT CUCTeMHBIN OJIOK.

P2 il w
Purypel| SmartArt Juarpamma CHUMOK
ke = l—

| Mocnegxue WCNONbLI0BEaHHBIE QUIYPEI -

E~NOcOoALLD S G

AN ===
e TMpAMOYronEHUK

INSNSTLLLE NG %

| MpAMoYronbHwK9
[ (& @& @ (& & (= (E &)

OCHOBHBIE HHIYpPb

3. Ha nosiBMBILIMICS TTaHe/ I MHCTPYMEeHTOB PHcoBaHue W3MEHHTe HeKOTOpPhIe JaHHbIe
NIPSIMOYTO/TbHUKA (YOequTech B TO, UTO OH BbIZIE/IEH):

THARSAITE Eabd N BRI

1+ Miciodol Weid IO

Wibdo -0 fpynentl
PR HTHDT R34 By SppEat

=4 . Ir:h] Ilh] - 4 S e

a) Bribepute @opmar / (Ctru ¢uryp) Konryp ¢purypsi - UepHsiii,
b) Bribepure ®opmar / (Ctunu ¢uryp) 3anmusku purypsl — Her 3a1uBky,
C) Boibepure @opmar / (Ynopsagounts) O6Tekanue TeKCToM — [10 KOHTYDY.
4. TIpecTynmiM K PHUCOBAHWMIO OCTalbHBLIX TMPSAMOYTOJbHMKOB Ha CHCTEeMHOM Ojioke. CHOBa
BbITIOJIHUTe KoMaHAy BceraBka / (Mnnocrpanuu) @urypsl / [IpsiMoyroibHUK, UIH Ke

®opmar / (BcraButh (purypsi) [IpasMoyrosibHUK 1 HACTPOUTE 3a/IUBKY, KOHTYD (UTYP.

HapucyiiTe eme AT TIPSIMOYTOJIbHUKOB (He 3a0biBaliTe Ha)KUMaTb KHOIIKY

IIpsAIMOYro/IbHUK).
5. Bemonuuts Komanay Bceraska / (Mmmoctpauuu) Purypel Osan wmu ke Popmar /

(BcraButs ¢urypsr) Osar.
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6. Crpynnupyiite Bce GUrypbl, KOTOpble HapucoBam. Yjaepxkusas kHorky Ctrl nHa
K/IaBUaType, BbiZeuTe ¢urypbl. [isi BbiAeneHuss HeOOXOJWUM OJWH IeTYOK JIeBOU
KHOIKOM MBIIIM: Y BblJe/IeHHON (PUIyphl MOSIBATCS Kpyr/ble TOUKU. Ilocsie BblgesneHUs
Bcex ¢uryp ornyctute Ctrl, Mbilllb HaBejuTe Ha JIMHUIO OJHOM U3 BblJle/IeHHBIX (UTYD U
Ha)XKMUTe Ha IIpaByH0 KHOINKY Mbllii. Ec Bel Bce mnpaBUIBHO chenany, [O/DKHO
TIOSIBUTHCS OKOLLIKO TaKOI'0 BUJA.

Erlpezate
KonupogeaTte
MapameTpel BCTABKMA:
[pynnuposate r E IpyNNUpoEaTE
Ha nepegHuii naax

B &7 e

Ha zagHuil nnaH

ECI'EEMTb Ha3ZBEaHWE...

OBTekaHWe TEKTOM b

JonofHWTENEHEIZ NApaMETPEl PA3METEM. ..
PopMaT 0bBEKTA..
bri(C~ 11 + A" A

& A -
o —0

EL@’@ BlE ® & o8

4

2 (7111

*

Haxxmure I'pynnupoBars. [TonpoOyiiTe nmepemMenjatb 3TOT 00BEKT. 3aMeTH JId, UTO BCe
(Gurypbl BbIENAIOTCS U JIBUralOTCs BMecTe cpasy? Bo BpeMst 3TUX AelCTBUI MOXXeT
M3MeHUTbCsl obTeKaHWe TeKcTa. EC/M 3TO MPOM30ILIO0 BbIJE/UTe PUCYHOK U BBITIOJTHUTE
koMmaHzy ®@opmar / (Ynopsapounts) OoTekanue Tekcrom/ ITo KoHTYpY).

TekcToBble 3¢ exThI
Coszpaaum Terepb (PUrypHBINM TeKCT (HoMepa Tesie()OHOB).

1. YcranoBure Kypcop B moc/iefHui mycToi ab3aig mocsie 3aroioBka. Crojia Mbl BCTaBUM
HOMepa Tesie()OHOB.

2. Bemmonuurte kKomansy Beraeka / (Tekcr) WordArt.

4 o

Tekcr | CumBonsl

—

| u j {{l & Crpoka nognmnen ~ |

j\),ﬂ.a'ra W BpEMA
1 Ha;.\nucb JKcnpecc-6noKK WordArt E
| - bgd OB wekT *

/r\ /a

A A

A A

3. Beibepute HeOOX0AUMBINM CTU/IL TekcTa: @opmat / (Ctuau ¢uryp) 3anus Ka / YepHbiii
u @opmar / (Ctunu ¢uryp) Kontyp / Her koHTypa.

41



Typok - Microsoft Word (O3HakOMWTENEHAR BEPLUA) | CpEeACTEa PUCOBaH W |
METKA CTPaHKMLB Cebingmn Pacceinkm PeleH3npoBaHne Bng Dopmar

% 3anueKa Gurypsl - % _ |If} Hanpasaenme Texcra = = Kj
ﬂ + | B Kowtyp durype ~

-
|5 BeiposHaTe TekcT ~

= Ikcnpec Monoxerwne OBTekal

T | i ShexTsl dUryp T A ™ &2 C034aTh CBA3b - Tekror
furyp % | CTvnwn Word... Tekcr
J)_‘ﬁl-2-|-E-|--1-|-E-|-£.-|-_-'--|-E~-|-E-|-1:--|-11-|-12-I-1E-
t T 7 T T T 7 T 7 T

4. Ha naHe/M WHCTPyMEHTOB Tiporpammbl WordArt ycraHoBute Tur mipudTa
Times New Roman u pa3mep wpudra 12 nyHKTOB.
5. B okHe BBoj Tekcra Harmmmte “12-34-56 (Bacst)”.

6. Boigente 06bekT WordArt (crosber) 12-34-56 (Bacst)). [Ijist 3TOro Imje/IKHUTE 10 HeMy
MBILIKOH.

7. Boinonavte kKomauay ®opmar / (Ynopsigouuts) Ilosepuyts/ IloBepHyTh BieBo Ha 90

rpajycos.
FPeueHzMpOBaHKWE Bug, dopmaT
1 = B . .
g al .L—. i:[ﬁ ;1J 873 o
L =}
OBTEEAHNE (a7 OBpeska — 132em
Tekcrom = Crig OBNacTe BBlENEHNA S - bl b b

¥NopAagodnTe

Sk MoeepHyTe EMpaso Ha 90°

42 NosepHyTe BneBO Ha 90°
<l

= OTpasuTe (EepXy BHW3I
dk OTpazuTe cneea Hanpaso

@ Apyrue napaMeTpel NOEOPOTA..,

8. Beimosnute komanay ®@opmar / (Yuopsagouurs) O6Tekanue TekcTom / B Tekcre.

| SADMaN BT RLEN) PTG ta [ AT T T | =

UEHIHPODEAHME Ewng | Popmat [ =
| | -
|li} Hanpasnerue Tekera = =] H’j ] =~
- —
| BEIpOBHATL TekeT * i M
MonoxeHne |OBTEKaHME [ . Pa:
2 (034aTk CBA3E - TekcTom = |l CBNACTE BRIGENEHIA P

Bokpyr pamem
Mo goHTYpY
CEBO3HOE
CEEpXY W CHU3Y
3a TeKCTOM

Mepeg TekcTom

O E R E R E

JonoaHWTenbHEE NAPaMeTPL Pa3METEM. .,

9. [lns obpamsenus: o6bekTa BCTaBbTe TabMIy (KYpCOp [JO/DKEH CTOSITh Ha MyCTOM ab3arie
nocsie obbekta WordArt): BceraBka/ (Ta6/mna) Tadnmuma v HaxMuTe BcTraBHTH
Tabsuiy. B mosBUBIIEMCs OKHe Juajiora BBeAuTe TapaMmeTpbl: UMc/I0 CTOMOI0B-15,
Yucno crpok-1.

10.Brigenvite BcTaB/ieHHbIM paHee 00beKT WordArt ¥ BBIIOJHUTE C/IEAYIOIYI KOMaHY:
I'naBHas / (Bydep o6mena) Boipe3ars. Kypcop nocTaBbTe B TIEPBYIO SIUEHKY TaOIULIBI U
BeinosiHuTe I'y1aBHas / (Bydep o6mena) BcraBuTh.
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11.BcraBbTe 3TOT 06BEKT HY)KHOE UKCIIO Pas3.

12.Muimkoii HaBefuTe Ha JIeBbI BepxHeW yroja Tab/IMIbl W IeJKHATE CHMBOJ EX
Y6enutech uro Baiia Tabsuila BbieWiack. He Tepsisi BbiJesieHUs ellle pa3 IeJKHUTEe
TIPaBOM KHOTIKY MBILLIY TI0 3TOMY 3HAuKy. BbInmosHuTe KoMaHly BelpaBHUBaHUe siyeeK /
BBIDOBHATH 110 LIEHTPY.

48 Brpesats

53 Konupoeats

i Napamerpul BCTaBKK:

=4

Z |

EcraenTe

¥AanuTe TabauLuy
OELEANHNUTE AYEHKN
BripOBHATE BRICOTY CTROK
ErlpOBHATE WWPKWHY CTONBLOE

HapwcoeaTe TaGauLy

DE B 5 EE

[paHWUBl 1 3aNWUEKA...

BEIpaEHWEAHNE AYERK EHEE
AETONOAGOP = (==

BeTaswnTh HAa3BaHWE.., g g ﬁ

[iE]

3ajaHus AJIA CaMOCTOSITe/TbHOM PadoThI

Co3paiiTe JOKyMeHTHI C/IeyIOIero BU/a.

-‘_ | Knunenr
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- N
oMMED MCMOMBIOBAMMA Mpucesoexne
-+
ycnoeue
onepaTop 2

onepatop 1 \

! onepaTtop 3 |

IITa6/10HbI1. [le/10Basi KOPppPeCHOH/AEHIIUS.

w2t | twenneaneas | Bl = o= = ame (T

Yrto Takoe mabds0H?

[ITabsoHBI TIpeHA3HAUEHBI J/ISI TIOATOTOBKHM JOKYMEHTOB, WMEIOIIUX THIOBbIEe (OPMBI.
[ITabsoH npescTaBsieT coboii mycToit 6/1aHK, B KOTOPOM T10/1b30BaTe/lb B COOTBETCTBUU CO CBOUM
3a/lauaM¥l  3arioJiHsIeT HYy)KHble rpadbl  cobcTBeHHOW wuHbopMarmei. I[IlabmoH MoXKeT
TpeJiBapyTe/IbHO BKJ/IFOUaTb HEKOTOpbIe 3aroyiHeHHble Tpadbl, KOTOPbIe SIBASIOTCS OOLIUM [iIst
BCEX JJOKYMEHTOB JIJaHHOTO Tura. B Word nmeroTcs 1m1ab/1oHbI 715t 60JTBIIMHCTBA OOLeNPUHATHIX
THUTIOB JJOKYMEHTOB, BK/TFOUAOL[UX C/Ty>KeOHbIe 3arCKU, OTUYeThl, WU JleJIOBbIe MUChMa.

[Tob30BaTe b IMeeT BO3MOXKHOCTDb CO3/]aBaTh CBOM COOCTBeHHBIe 111a0/10HbI. [11ab/10H MOXKeT
ObITb CO3/laH Ha OCHOBe OOLIUHOrO JIOKYMeHTa, UM Ha OCHOBe Jpyroro iabsona. [nis Toro,
yTOOBI CO37IaTh IA0JIOH /IOCTaTOYHO TIPU COXPaHeHWW (aiiia rpucBouth emy Tur IIladmoH
AOKyMEHTa U COXpaHWUTb ero B craHzapTHoi manke IIla6sonbl. [ fgocTyma Ko BceM
11ab10HaM, XpaHSIII[UMCSI B 3TOH Marke He0OX0AUMO BhIMOTHATE KoMaHay Paiin /Co3aTh.

I[EJ'IOBOE NHUCbMO Ha OCHOBe I11a0/10Ha

000 «Jomaurnit KoMnemoTeps
123456 Kasamp, ya. Bonemas Kpacnas, 4,

Tenedow: 77-66-35, dawc: 77-66-55

25 anpens 2012 roga

12345 Mockea, ya1. Hosouepemymxiacykan, 83,
000 «HII-woMm»
lenepansnomMy gupextopy [erposy I1 11

¥eamaemuiit [lerp [Merpoenya

Mer BRIHYHIEHR] CDDﬁL].Uv{Th Bam, uTO paspuIEaeM BCEHAIIH C Bamu Ael0BbIe OTHOMEHHSA.

Cysamennem,

Heanos H. H.
lenepansnHuIfi gUpeKTOpP
000 «Jlomamuui KomnewoTeps
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Co3faauM MMCbMO CJIeAYIOLero BUA.
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1. BeimoauTe Komanay @aitst / Co3paTh.
2. B auanoroBoM okHe Co3jaHue JOKyMeHTa:
a) HaliguTe KOJIOHKY JlocTynHble mab/ioHbl, B Heil HaiiauTe OGpa3ubl m1a6/10HOB,

| CoxparmTs
JAocrynHuie wabnoks!
B Coxpanums kak

= + omoii
=5 Omkpums @ a
| -
[ 3akpsims
Caepenna | E A ] & |
Mocneasne | Hoseii gokyment | 3anvics Gnora Mocnegrne O6pasusl Mow wabnors Vs cywecteyro-
waBnoks! wabnosos Luero AokymerTa
Co3gars 4 LUa6noket Office.com o] O6pasus wagaomos [re Office.com +
e -
Meyats = o
i 2 74 e
CoxpaniTs u oTnpasis == [£=2. ] = —
Bnankn n Duarpamhist n Kaprourn Mepesini i Micsma Mnanst Pacnncanig
Cnpaeka ocobeie orembt camckn gen 3arATHi U
AOKyMEHTI ypoxos
] Napamerpi
[E3 Bexoa — =
- |\ / 5 m =
Peknanttie ®opist Srukerkn Keturi BusuTHEle Kanenaapn Korrpakral =

nuacroskn KapTOUKN

b) Beienure CTaHgapTHOE MHUCHMO,
C) ycraHoBuTe mepek/ouatesio HoBbIi JOKyMeHT 3HaueHve JIOKyMeHT,
d) wenkuure kHOnKy Co37aTh.

Cosars

3. IepekmounTeCh B OOBIYHBIA PEXKKUM ITPOCMOTPA JOKYMEHTA.

4. Cpenaiite B JOKyMeHTe HEOOXOJUMbIE CIIPABJIEHUS.

5. ITepek/I0unTeCh B PeXKUM Pa3MeTKHM CTPAHHLIbI U [IOCMOTPUTE, Kak OT(POPMATHPOBAHO
TTUCHMO.

6. CoxpaHuTe JOKyMeHT Ha aucke C: B manke YueOHble JOKYMEHTHI B (aiie ¢ IMeHeM
ITucemo.

Co3/jaHue HOBOro 11a0/10Ha Ae/I0BOr0 MHUChMaA
Coszgaanm mabsioH ayist Bcex mceM ucxogsaiux u3 O00 «/loMalliH|i KOMIBIOTEP» C IIATTKON
C/1eyIoLero BUza.

000 «Jomamsanii KoMneioTeps
123456 KazaHs, ya. Bonnwmas Kpacuas, 4,
Tenedou: 77-66-35, daxc: 77-66-35

Mucsmo
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1. Buimoanute komanzay ®aiin /Co3aars.
2. B auanoroBoM okHe Co3JaHue JOKyMeHTa:
a) HaiiauTe KOJIOHKY JlocTynHbIe ab/I0Hbl, B Hel HaliauTe O6pasibl
1a0/I0HOB,
b) Bbigenire CTanaapTHoe nuCcLMO,
C) ycra"oBuTe nepekrodates B HoBom gokymenrte B 3Hauenuu I11a6iom,
d) menkuure KHOMKy OK.
3. TTepek/IrounTeCh B OOBIYHBIN PEXKUM ITPOCMOTPA JOKYMEHTa.
4. CpenaiiTe B JOKyMeHTe HeoOXo[uMble HCIpaB/eHus. HeoOXoquMo yKasaThb Ha3BaHUe
OpraHu3arvu ¥ oOpaTHLIN azpec.
5. Tlepek/ounTeCh B PEXUM Pa3MeTKH CTPAHUIIbI U MOCMOTPHUTE, KaK OT(HOPMATUPOBAHO
MTUCHMO.
6. Coxpanure mabmod Ha aucke C: B nanke ITucema u pakcel (13 nanku IIa6a0HbI) m0f
umeHeM ITncemo OOO JomamrHuii KomnbioTep. Tum ¢aiiia — Ila6/10H JoKymMeHTa.
7.Y6emurecs B TOM, UTO BbI BCE C/Ie/Ia/IN MTPaBU/ILHO:
a) BoInoHKUTe KomaHay Paiin / Co3jaTh,
b) otkpoiire ma6ion IMucemo OO0 JloMalIHUi KOMIBIOTED,
C) 3akpoiite ma6IoH.

3afaHuA /I CAMOCTOATE/TLHOUH PadoThI

[ITa6mon Incemo OO0 [loManrHuii KOMIBIOTEP MOKeT ObITh MCII0/Tb30BaH B CBOIO OUYepe/b
JJI1 CO37laHUsl HOBBIX 111a0/I0HOB. Hampumep, A1 Bcex [JO/DKHOCTHBIX JIML] OO0beJUHeHUs,
KOTOpbIe BelyT UHTEHCUBHYIO [TepPercKy.

000 «Tomanrsui KoMneroTeps

123456 Kazamn, ya Boasmaa Kpacnas, 4,
Tenedom: 77-66-35, dawc: 77-66-35

[JaTa)

[Mucermo

[Aapeca]

[TereT mucamal

C yeamermen,

Heanos H. H.
TerepancHelfl gupexTOp
000 «Jomamuni KomoswoTeps:

1. Cospaiite mabmon g mcem MBaHoBa W.W., TenepanbHoro [Iupektopa OOO [JomariHwuii
KOMIIBIOTEP.

2. Ha ocHoBe 3T0r0 111a0/I0Ha CO3/IaiiTe IMCHMO C/IeAYIOIIero cofepkanust. COXpaHHUTe JOKyMEHT
Ha aucke C: B marke YueOHbIe JOKyMeHTHI B (paiine c umeHeMm ITucbmo ViBaHoBa.
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000 «Jomamsani KoMneioTeps
123456 Kasams, yin. Boanmmas Kpaceas, 4,
Tenedon: 77-66-33, daxc: 77-66-22

25 anpems 2012 r,
MMicsMo o4eHs BakHOE

12345 Canxr-Tletepdypr. y1. Hosoxysnmunckas, 63,
000 «MII-xomMm*
lenepancaomy gupexTopy Hase 1111

Yeamaemeni Haba [leTposmny,

Met Brisy#gensr coobumTe Bam, wTo noTepamn Bamm goxyMenTsl Ha safimen [Ipocum BblcaaTe
KOIMH JaHHALIX JOKYMEHTOE,

C ysamennem,

Heanos H. H.
lexHepansHBIil gHpEKTOP
000 «Jomamaui KomneioTeps

3. Co3jaiiTe MUCLMO C/IEAYIOIErO COAepKaHHsl C (PaKCUMHU/ILHOM TMOAMUCHI0 U IeYaThio.
CoxpaHuTe JOKyMeHT Ha gucke C: B marke YueOHble JOKYMEHTHI B (aiiie ¢ UMeHeM
®dakcummwiabHas [Mognuck.

11.4.2012

Heanos H.H.
000 «Jomauriuid KomoeroTeps
123456 Kasawus ya. Boasmaa EpacsHan, 4

lNenepareaomy JupenTopy lerposy ILIL
123456 Kasans ya. Maressxas Jenesan, 42

Veamaemutil [etp [letposnu

Mer EbIHYHAOEHBL II-IIII:IﬁEIIHTI':l Bam, HTO paspelEaeM cBamu ECE JEVIOERIE OTHOLOEHHA.

lexeparsHBIH JHPEKTOP

000 «/loMamHHA KOMOIBIOTEp
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PaboTa c HagnucaMu. Bu3uTHasi KapTouka

JInyHas BU3UTHas KapTouka. HenmocpejgcrBeHHoe (hopMaTHpOBaHHe

Oco6eHHOCTBIO JTMUHBIX BU3UTHBIX KapTOUEK SIB/ISIETCS CPAaBHUTE/ILHO HEOOJBIION THPaXK UX
W3roToB/IeHUs. B 3THUX yC/IOBUSIX, KaK IPaBUIO, He TIPOM3BOJUTCS pa3paboTKa CrieLyanabHOro
mrabsiona. Co3pazyuM BU3UTHYIO KapTOUKY CJleIyOLIero BUAa.

(L5

HUBanos UBan UBanosuu

123456, Cankt- ITetepOypr,
Hepckuit npocnext, 123, kB. 456.
Temedor| (812) 555-66-77

YcraHoBKa (popmaTa BUSUTHOH KaPTOUKH

1. 3apaiiTe eUHUILIBI M3MEPEHHMSI:

a) HaKMKUTe KHOMKY daiij1 B IeBOM BepXHEM YI/Iy 3KpaHa U B TIOSBUBLIEMCS MEHIO
Ha)kmuTe KHONIKY ITapameTpsl,

W]l = |~ BusutHaa k

l=“. TnasHaa Beraska

= Coxparute

[l coxparuTe kak
5 OTrpuTe

[ 3akpeme

C‘E.e,qeuu_s_!

I

MocnegHne

Cozaate

Meuatb

Coxpi 2ENTb

|

Cnpaeka

2] NapameTpel

3 Bexoa

b) B auanorosom okHe ITapameTpbl OTKpoiTe BK/IaAKy J|OMO/IHHTEILHO,
C) B rpyrre JKpaH BbIOepHUTe 3HAUEHHEe eUHMI| M3MepeHrsi CaHTHMeTPBbI.

|| MNokaselEaTe KOAEI NONSA EMECTO WX SHIYEHUA

A0NoAHWTENEHD 3atenenue noaei | Mpu BEGENEHMN EI

= [] Wenons308ate WPKUTE YEPHOEUKE B PEKUMAX YEPHOEWKA W CTPYKTYDH
Hacrpoiika neHtel
Hma Courier New

MaHenk BEICTPOrO Q0CTyNa

Pazmep: |10
Hagerpofiku MNoACTaHOEKS WPHGTOE. ..
LIEHTP YNIPAENEHNA 6E30NACHOCTEID
IxpaH
YMUI0 JOKYMEHTOE B CNMCKE NOCNEZHUK HaANoE: 17 =4

I
EAMHWLE M3MEPEHNE: CaHTUMETPEI I

LUMpWHE NONOCE CTHASIH B PEXUMAX YEDHOBMKE U CTPYKTYPSE |0 M

D OToGpaxaTe NMKCenn gna cpegors HTML

[¥] NokaseieaTs BCe OKHa Ha NaHEAW 33434
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2. Onpeziesite pasmep Gymaru u moJiei:
a) BbINOJHKUTE KOMaHy: Pasmerka crpanunb! / (IlapaMeTpsl CTpaHULbI)
Pa3zmep

b) B BcrBIBaroIEemM MeHro BriGepuTe Jipyrue pasMepbl CTPaHHMIL,. ..

IS0 BS L
17,6 cm % 25 cm -
woHeepT Monarch
984 cmx 19,05 cm J

AB
10,49 emx 14,79 cm

JpyIne pasmMepel CTpaHnL..

c) Ortkpoiite BK1aaky Pasmep Gymaru ycraHosute 3HaueHus Illupuna: 9
cM, BeicoTa: 5 cMm,
d) Iepeiigure Bo BKnaaKy ITosist - ycTaHOBKTE HyJIeBble 3HAYEHUS TIOJIEH.

Beoj TekcTa
1. BoimonauTe komanzy: Bup /( Pexxumbl mpocMoTpa JokyMmeHnTa) Pa3mer- ka

CTPaHMIbI.
2. Beinosinute KoManzay: Bua/( Macmra6) OaHa crpaHuia.

alNEKN Pacceinkw PeleHIMpoBaHue

|24 [lee cTpaHuul

3. Orobpasute Ha SKpaHe HerevyaTaeMble CHMBOJIBL [[/is1 3TOTO BBITOJIHUTE KO MaHAy:
I'naBHas / (A63an) OTodpa3uth Bce 3Haku. T

4. HabGepure crepyroruii Tekct. OOpaTrTe BHUMaHKWe Ha CUMBOJIbI KOHIa ab3a 1ieB.

-
@I =l ¥ - (5 |5 Busutnas kaprouka Weanosa .doc [Pexum orpaHnierHoi dyHKUNOHAIEHOCTI

m ILEEGEE] BcTaeka PasmeTra cTpaHWLbl Ceulnkmn Pacceinkn PeueHsnpol

J ' Times Mew Re ~ 10 - A AT

Bcraeute ¥ K A& YU - ake x, X°

Eygep oBme.., WpndT

Hpanor - Hpan-MeaHoBIuq

123456, -CankTt--IleTepOypr.q
Hepexnt ipocriekT, - 123, -kB.-456.9
Tenedon-(8 12)'555-66-77iﬂ

Bbi0op ¢popmara mpudra

B nyHkre meHto I'ytaBHas B rpyrre IIpudT BoinoHUTe Cieytolye AefdCTBUS.

1. Bo Bcex ab63arjax 3agaiite turn mpudra Times New Roman.
2. [list IepBoOii CTPOKH, COfiepKailieli UMsi, YCTaHOBUTe pasmep 16 IMyHKTOB u
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TMIOJIY)KMpPHO€e HauepTaHue.

3. [I/is1 BCeX OCTa/IbHBIX CTPOK yCTaHOBUTE pasmep 10 MyHKTOB ¥ 06bIYHOE HauepTaHue.

Bri0op ¢opmara a63aneB

1. Bce a63aupr BeipoBHsiiite ITo meHTpy. [l 3TOrO BBINOJHUTE KOMaHAY:

I'naBHasi /(A63an) BbIpOBHATH MO IeHTPY =

2.Boigieite TepBblii  ab3ail, cogepaiii uMs. HakaB IpaBod KHOMKOM MBI Ha
BBIJIeJIEHHOM 3aiijuTe B MYHKT A03al| MOsSBUBILETOCS MEHIO, r/ie ycraHoBuTe VIHTepBan

ITepep pasublii 30 nynktam 1 aTepBai Ilocie paBHbli 18 myHkTam.
3. [lnst ocTanbHBIX ab3alieB OCTaBbTe 3HAUEHMUS], YCTAHOBJIEHHBIE TI0 YMOJTUAHHIO.

3apgaHusA /I CAaMOCTOATE/THHOW PadoThI

1. CospaiiTe BU3UTHYIO KapTOUKY C/IAYIOIIETO BH/A:

@ = ) |+ BuswTHan kaprouka Meanosa.doc [Pexum orpaHnyeHHoi dyHKLNOHAABHOCTH] | _I:'_i o x|
m lnawas | EBcraska  PasmeTka cpaHnusl  Ccenkia  Paccekw  Peuewswposanme  Bug & (@)
! Arial MRS iEiE
= el #
=l K K U -abe x, x| & W =
Berasute CTunn | PeaakTWpoBaHmne
E- - Ac-Aa | AN T - &
Eydep obmera LWpueyT |
G
123456, CaHkm- Temepbype,
Heeckui npocniexkm, 123, kB. 456.
TenegoH (812) 555-66-77 :
o
¥
Crpanmua:1 w31 | Yoo cos: 14 | 6 pycoanis BB z = 170% - ) +

st cripaBky onuiieM ¢opmar ee ab3aries:
a) [/ BCero TeKCTa npuMeHeH mpudT Arial,

b) pasmep wmpudra B NepBLIX ABYX CTPOKax 24 MyHKTa ¥ 00bLIYHOE HauepTaHue,
C) B TpeTbeil, UeTBEPTOM W MATON CTpOKax pasmep mipudra cocrasser 10

MyHKTOB U KYPCUBHOE HauepTaHUe,

d) 7eBbIii OTCTYI B MEPBBIX IBYX CTPOKAax COCTaB/sieT 1.5 cMm,

€) JIeBbId OTCTYI B TPETheM, UeTBEePTOM U TATOM CTPOKAX COCTaB/seT 2.8 cM,
f) nepen mepBoii cTPOKOI M MOC/IE BTOPO# CTPOKU yCTaHOB/IEHBI MHTEPBAJIb

18 nyHKTOB.

2. CoxpaHuTe JOKyMeHT Ha ucke C: B marnke YueOHble JOKYMEHTHI B (haiiie ¢ iMeHeM

Bu3surHas Kaprouka lIBaHoBa.
3. Co3paiiTe CBOIO JIMUHYIO BUSUTHYIO KAPTOUKY.

4. CoxpanuTe JOKyMeHT Ha gucke C: B marnke YueOHbIe JOKYMEHTHI B (aiisie C UMeHeM

Mos Bu3uTtHasi KapTouykKa.

CnyxeOHasi BU3UTHAsA KapTouka. Hajmucu 1 mad10HbI
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Ecmu npeanpusiTvie mpezrnonaraeT pa3paboTaTh eAWHBINA CTHIbL OQOPMIIEHHs /il BU3UTHBIX
KapToueK CBOUX COTPY/AHUKOB, TO He0OX0JMMO CO3/aTh 111a06/10H BUSUTHON KapTOUKHU.
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Co3janue madjaoHa

Cospaaum 1ab/10H BUSUTHON KapTOUKHU C/Ie/lyIoLlero Brja.

000 «/lomMamuuil KOMIIBIOTEDP»

Davuua Hwa Omuecmeo

JOIKHOCTE
TenedoH darc

1234356, Kasaus, yi. boaeman Kpacnas 4.
Tenedon: 277-66-55, baxc: 377-66-55

1. Omnpepenre pasmep Gymaru v ToJieid:

a) BbinosHUTe KOMaHy Pa3merka crpanunp! / (Ilapamerpsi ctpanunsi) Pa3mvep,
b) B BcIBIBarOIEM MeHIO BrIGepHTe JIpyrue pasmMepbl CTPaHMIY. . .,

IS0 B5

176 cmx 25 cm

KoHeepT Monarch
9,84 cM x 19,05 cm

AB
10,49 cmx 14,79 tm

Jpyrue pasmepel cTPaHMUL,..

C) otkpoiite BK1aKy Pa3mep Gymaru u ycraHoeuTe 3Hadyenus Illupuna: 9 cm, Beicora:
5 cm. [lanee niepeiiauTe Bo BKAaAKy IloJisa v ycTaHOBUTE HyJieBble 3HAUeHUS M0JIeH.

2.B nyHkte MeH0 Buj B rpymme PeXuMbl MpocMOTpa JOKYMEHTa Iepeiiure B PeXXUM
Pa3meTKH CTpaHHMIBI.

3. Beimosiaute komaHay Bug / (Macmra6) OaHa crpaHudia.

ANKEK Paccuinkn PeueHIMpoBEaHKWe

E 000 «[lomaluHWI KOMMNBIOTEPY

Heanoe Hean Heanoeuu

TenepanbHEIT AUPEKTOP
Tenedon: 33-22-21 daxc: 2211-11-1

12345, Kasans, y1. bonemas KpacHas 4,
Tenedon: 277-66-55, axc: 377-66-55

Hapucyete Haanmcs:

a) B nyHKTe MeHI0 Beraka B rpynne TekcT HaxMuTe KHOTNKY Haanucs,
b) B BCrUIbIBarOIEM MEHIO Ha)KMUTe KHOTIKY HapucoBaTh Hajuch,
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a3, _ l0A0BOM OTYET (6OKOEEA M... To040BOM OTYET [LMTaTa) -
| | Hapwcosate Hagnuce

C) TO/BEAUTE KYpCOD MBIIIM Ha BU3UTHYH) KapTOUKY, 3&KaB JIEBYI) KHOIKY MBIIIIH,
HapHUCYWTe MPSIMOYTOJ/IbHUK.
5. OtdhopmaTrpyiiTe NIepBYrO HaIHCh:
@) IIeJKHWTE TIPaBOW KHOMKOMN MBILIM TI0 KPal HAZIUCH, B OTKPBIBIIEMCS KOHTEKCTHOM
MeHH0 nLe£e1>’1/:[HTe B MYHKT J0MO/THUTe/IbHBIE TapaMeTPbI pa3MeTKH,

T4, Ha nepeHuii nnax | »
B Ha zagHuii nnan | »
B rvnepcceinka..

g ECI'EBI."ITb Ha3BaHHE...

€ O6Tekarine Texcrom b

AENATE HAANKWIEKD N0 YMOA4aHKUID

H| dononHWTenbHEE NApaMeTpel PasMETEM. .

Wy QopMaT GUIypEL.

b) B rpyrme ITosiokeHne ykakuTe BBHIPAaBHUBAaHWE 110 TOPM30HTAIM IO JIEBOMY KParo
OTHOCUTEJIbHO CTPaHULIbI,

C) B rpyme ITo/10)keHue yKakuTe BHIPABHMBAHKE T10 BEDPTUKAIM 110 BEPXHEMY Kparo
OTHOCUTEJIbHO CTPaHULIbI,

-
PazmeTia @Iﬂ
Monoerre | OBTEKaHME TEKCTOM | Pazmep |
Mo ropusoHTanM
@) geipaEHiEaHIE Mo nesomy Kkparo QTHOOTENBHO | CTpaHMUE!
1) B KHlre BHYTDM GEEEE T
() ponaweHe 0cm npasee CTpaHnLpl
() OTHOCUTENEHOE NONGHEHUE OTHOCMTENBHO | CTPEHMLE!
Mo sepTrkank
@) BRIPaEHHEEHHE Mo BepxHEMY KpaKD E OTHOCMTENBHO | CTPEHMLE! EI
T Te L " P
(Z) oTHODMTENEHOE NonoHEH1Ee QTHoOMTENBHO | CTpaHMUE!
MapameTpsl
[ nepemewats Bmecte c TekcTom Pa3PELMTE NEPEKPLITHE
[T yerarosuTs npussasiy pasMeTKa B AdeiiKe Tabniusl

d) Brpynmne Pa3mep 3ajaiiTe IuMPUHY PaBHYIO 9 CM, U BBICOTY — 1.
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rPaamzu{a l @ &J

Boicota

@ ghconoThan 1em =

() OTHOCHTENEHEA, oTHooMTENbHD | Mang

LpiHa

@ abconoTHas 8 cm =

() oTHOCWTEMBHER : oTHoouTenbHo  (Mong
MNosopoT

NosopoT: 0 -
MacwTab

BeicoTa: 100 % - WHpHHa: 100 % 5

[7] coxparmTs npenapLsm
QTHOCTENEHD MCKORHOMD PasMEpa

VcxoaHeit pasvep

BricoTa: LhapiHa:

6. VisMeHHTe BHYTPEHHME TIOJISL:

@) HaXMUTe NPaBOl KHOMKOM MBILIY Ha KPar HaJIUCH, B OTKPbIBLIEMCS
KOHTEKCTHOM MeHI0 TepelnTe B MyHKT dopmat purypsl,

b) B rpynme BHyTpeHHHMe MOA yKa)KUTe HyJIeBbIE 3HAUEHUS MTOJIEH.

[ Bopmar durypsl &Ié]

3anueka Haanucs

UseT miHim PopMaT TEKCTE

Tun nuHn BepTukansHoe BbipasHiBaHie: | Ceepxy El
TeHe HanpaBneHwe TekcTa: | Mopu3oHTan... |z|
OTpakeHme D He noBopaq4MBaTh TeKCT

CBEYEHIE 1 CTNEKABAHIE AsTanoatop

e ["] noaronsiTe pasmep durype noa Texcr

BHYTpeHH1e nons
MosopoT ofbeMHoi turypil i

% nesoe: Ocm +| Bepxnes: Ocm
HacTpoiika pucyHka =

| [

npasoe: Ocm 1| HpkHee:  (0cm
LBeT pucyHKa
NEPEHOCHMTE TEKCT B Urype Mo cnosam

XynowecTeeHHsle sdderTl

Ofpezka
| Hanmnce

Samewarowmii TekeT

7. B nepBoii MO3ULMK TIOMECTUTe 3Ha40K Windows:
@) yCTaHOBHTE KypCOp B HY)XHOE MeCTO,
b) sapaiire pasmep mpudra 20 nmyHkToB (MyHKT MeHro I'1aBHas rpyrmna Ipudr),

C) OTKpHIB MyHKT MeHIo BeraBKa, B rpyrne CUMBOJIBI HAKMUTE KHOIKY
CuMBOJI, B TTOSIBUBIIIEMCS CTIHICKe BbiOepuTe [Ipyrue CHMBOJIBI

pema |£2 cumson -

T = @ £ f

¥ "":I:I'
+ #

w Joa pBon

{2 Jpyrve cuMEBONEL...

d) Bo BrIagke CumBO/ OKHa auanora CUMBOJ Mepek/rounTech Ha mpudrt Wingdings,
e) wiesKHuTe 1Mo cuMBoTy Windows (B TIPaBOM HI)KHEM YIJTy CITUCKA),
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Cumson

Cumsons! | CoeuansHbie sHakn A

Wpudir: | Wingdings. I < _I
%TQ IR afa®
C[2[00 €2 MV R|IALN €
l = EZ o CE B4 &
== | &<
I e

f) menkuure kHoMKy OK.
8. IepexksrounTecs Ha mprdT Times New Roman pasmepa 12 nyHKTOB ¥ HarieyaTaire
Ha3BaHMe opraHusaiuy, (MyHKT MeHto I'naBHas rpynma lpudr).
9. Co3gasuM BTOPYIO HAAMNMCh /IS JAHHBIX O COTPYyJHMKe. Hapucyere Ha/much:
a) B nyHKTe MeHio BeraBka B rpyme Tekcr HaxkmuTe KHOTNKY Hagnmucs,
b) B BaUBIBaKOLIEM MeHIO HaXKMUTE KHOTIKY HapucoBaTh HanuCh,

C) mnoBeauTe KypCop MBILIM Ha BU3UTHYIO KAPTOUKY, 38KaB JIEBYH0 KHOIT Ky MBIILIH,
HapUCyiTe MPSIMOYTOJIbHUK.

10.01dhopmarupyiite BTOPYIO HAIIUCh:
d) HaKMHUTe NPaBOl KHOIMKOM MBILIY Ha KPar0 HAJMKCH, B OTKPLIBILEMCS KOHTEKCTHOM
MEHIO TlepeluTe B yHKT Jlono/IHuTe/IbHbIe IapaMeTpbl pa3MeTKH,

b) B rpynme IMos10xenne ykakute BLIpABHUBAHKE 110 TOPU3OHTAIH TIO JIe BOMY KPaio
OTHOCUTe/ILHO CTpaHulLbl,

C) B ITYHKTe€ Ilo BEPTHKA/IM YKAXKUTE T10J/I0KEHHUE 1 cm HIDKe CTPAaHUIbI.
E— LI—H‘] e S

:ﬂunumaﬂwell OB TEKaHWE TEKCTOM | Pasmep |

Mo ropusoHTanM

@ geipasHiBane Mo nesomy Kparo E| QTHOCHTENBHD | CTPEHHUE! E
©) nonaxeHne Ocm npasee CTpaHuULl
(©) oTHOGHTERSHOE NoROXEHUE OTHOCHTENBHO | CTPEHMLE!

Mo BepTHKENKH

el SEIRGRCURRS e o -

@ nonameHue 1cm = woke CTpaHuLbI E
MNapamMeTpbl

[ nepemewaTs BMecTe © TekcToM DPAZPEWNTE NEPEKPBITHE

[T yerarosuTs npusssky pasMeTKa B Auelike TaBnuub

d) Brpynmne Pa3mep 3ajaiiTe MIMPUHY PaBHYIO 9 €M, U BBICOTY — 3.

I'Pame'n:a u_J'@ e
Nonowerve | Ofrexarme Texcron || Pasiep | |
BricoTa
@ afconoTHas 3cM =
L e o - e R oTHoouTensHo | Mona
Wipiia
@ abcomoTHas 9cm £
R i T e oTHooMTensHo  |Mons
MosopoT
MosopoT: 0 =
Macwraf
BuicoTa: 100 % z LLpura: 100 % -

[7] coxpatiTi nponopLim
GTHOCUTENEHO HCXOAHOTO PASMEDa
MexonHeii pasmep

BeicoTa: LLpHHa:
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11.M3menuTe BHyTpeHHYE TIOJISE:
d) HOKMHUTE TIPaBOM KHOMKOW MbILM Ha Kpal HajlUCH, B OTKPBIBLIEMCS
KOHTEKCTHOM MEHIO TiepeiiuTe B yHKT dopmat ¢purypbi,
b) B rpynme BHyTpeHHME MO/ YKAKWUTE Hy/IeBbIe 3HAYEHUS TIOJIEH.

12.Hameuaraiite C BbIpaBHHBaHMEM IO L[EHTPY BO BTOPOM HAJIMCH I1abJIOH JAHHBIX O
COTPYZAHUKE, COCTOSIINI U3 TpeX ab3aueB. [lapameTps! hopMaTHPOBaHUS:

a) mepBblii ab3al| UMeeT MOMY)XUPHOe KypCUBHOE HauepTaHue, HIpUdT
Times New Roman pa3mepa 14 nyHKTOB,

b) Bropoii a6Gsarn; umeer o6GbruHOe Hauepranue, mpudr Times New Roman
pa3mepa 12 nyHKTOB.

13.Co3paavm TpeThi0 HaJMKCH /1S ajipeca opraHusanyui. Hapucyere Ha/imich:
a) B nyHkTe MeHI0 BecraBka B rpymnme Tekcr HaxmuTte KHONKY Haanucs,
b) B BcrbIBaroIEeM MeHIO HaxkMKTe KHOTIKY HapucoBaTh HamuCh,

C) mojBeJuTe KypCcop MBILM HAa BU3UTHYIO KapTOUKY, 3aKaB JIEBYIO KHOIKY MBILIIH,
HapUCyiTe NpsSIMOYTOJIbHUK.

14.0OrdopmarupyiiTe BTOPYIO HaZITUCh:

a) Ha>XMHUTe npaBof/i KHOIIKOM MBIIIK Ha Kpal0 HaAIIMCH, B OTKPbLIBIIEMCSA

KOHTEKCTHOM MeHIO TiepeiiiuTe B TMNyHKT Jlomo/IHUTe/lbHbIEe IapamMeTphl
pa3MeTKH,

b) B rpyrimie ITonoxenue YKaXXWUTe BbIpDABHHMBAHHKE T10 TOPHU30HTAJIN T10 JIEBOMY KPpdRO
OTHOCHUTE/IBHO CTpaHI/IL[bI,

C) B nyskTe [To BepTUKA/IU yKaKUTE MOJIOKEHHE 4 CM HUXKE CTPaHHUIbL

r

Pazmetxa l ? e
MNonmkedke | OGTexaHue TekcToM | Pasmep
Mo ropuzoHTaMKM
(@ BHIpaBEHMBAHME Mo NeBoOMY KPaEKD |E| OTHOCMTENEHD | CTPEHWLEI |z|
| B KHure BHyTpn OTHoCWTENBHD  |MonA
) nonoHEHE 0cm ~| npasee CTpaH1Lb!
() OTHOCHTENEHOE NONCIKEHNE | oTHocuTensHO | CTpaHMLEI
Mo BepTUKaENK
SegEHuEaHAe LR Espateny ogio Lena =TT I S e =TS
(@ nonokerre 4 cm = ke CTpaHuLb! IZ| “
e . — T
MapamMeTpbl
[] nepemewaTs BMecTe € TekcToM Pa3PEMTE NEPEPEITHE
[T yerarosuTs npusssky pasMeTKE B AYeiiKe Tabnuub

[ OK ][ OTmeHa ]

d) Brpynmne Pa3mep 3ajaiite mMpUHy paBHyIO 9 ¢M, U BbICOTY — 1.
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r PasmeTxa u_J@ et S

Monoskerie I OfiTexaHue TexcTom |i Pasmep

BeicoTa

@) abconoTHas 1cm z

) OTHOCUTENBHAR - oTHoCMTENEHD  (Mons

Lmpiara
@ abconoTHas Scm =

OO e . oTHooTEnsHD  (Mons

MosopoT

MNosopoT: 0 =
Macwrab

BeicoTa: 100 % z LWnpina: 100 % 2

[7] coxpatume nponopLm
OTHOCUTENSHD MCXORHOMD PasMepa

WcxoaHelt pazmep
BoicoTa: WuprHa:

15.13menuTe BHYTpeHHHE TIOJIS:

A) HaXMUTE IPaBOi KHOMKOM MBI Ha KPaK HAJIKCH, B OTKPBIBLIEMCS
KOHTEKCTHOM MeHIO TepeiijuTe B TyHKT ®opMat (Urypsl,

16.b) B rpymire BHyTpeHHHE 10151 YKaKUTe Hy/IeBbIe 3HAUEHUsI MoJieid
[MepekmounTech Ha wpudT Times New Roman pasmepa 8 myHKTOB U HarleuaTaiTe afjpec
Y Tejle()OH OpraHu3aLyy B LieHTpe Ha/llUCH.
CoxpaHeHnue mab/10Ha

1. CoxpanuTe m1abJI0H:
a) BOCIIO/IL3yHTECH MYHKTOM MeHio ®aits, nanee COXPaHUTh KaK...,
b) sapaiire Tvn coxpaunsiemoro sokymenta — Illa6/i0H JoKyMeHTa,
C) mamky fjisl CoXpaHeHus - Jlpyrue J0OKyMeHThbI 13 nanku 111a6/10Hb1,
d) wumsa daiina — BusuTHaa KapTouka.

2. Orkpoiire 1mab10H Bu3uTHasA KapToOYKa U CHOBA 3aKPOWATe ero.

3ajaHus /I CaMOCTOATEeTbHON padoThl. Mcno/ib30BaHHe mIa0d/I0Ha.

1. C nomoripto maboHa Bu3uTHAsA KapTouka CO3/laiiTe BUSUTHYIO KapTOUKy Iyist MiBaHOBa
ViBana lBaHoBuua, I"'enepansHoro [Jupektopa OOO «/loMaliHnii KOMITBIOTEP».

000 «/loMmalHU KoOMNbIOTEP»

Heanoe Hean Heanoenu

FGHCI] aITbHBIIH JHPCETOP
Texedon:33-22-21 danc:2211-11-1

123456, Hazadb, yn. bonbwaa Kpacsaa 4.
lenedion: 277-55-31, dauc: 342-322-2

2. Co3/aiiTe BUSUTHYIO KAPTOUKY
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jo5] <~ PeMOHT KOMMNbIOTEPOB

TenedoH:
+7(966) 456-89-52

CroumocTb yenyru ot 500 go 1000 pybneit!

IIpumeuanue: Vcronb3yiite mpudt Wingdings 2 1711 pa3melijeH1si CAMBOJIOB.

3. Co3paiiTe BUSUTHYIO KapTOUKY

Crmeon

CumBonb! | CheumansHsie sHarn
; Wingdings 2 [=] I

AP K= |~ o=
ALOLE DO E| & | e a 2| ¢
E G AR AL ARIR AR R 2R
NK® @0 Oler& &a|&|? |7 |?
PaHEE MCNOMS30BABLNECA CAMEONI:
[Tl A

Pabora c wunocrpauusiMu. TUTY/IbHBIN JTHCT

BbICTPbIA U KaUeCTBEHHBII PEMOHT KOMMbIOTEPOR

TenedoH: 8 (956) 70-89-00

Takcu «MAaTepouka»

TenedoH: 555-0-555

CO3}I[8HI/IE mad/IoHa TUTYJ/IBHOT'O JIUCTA

TpebyeTcst co3gaTh 1mab/JOH TUTYABHOTO JIMCTa KHATWU W HAa €ro OCHOBE IIO/ITOTOBUTH
TUTYJ/IbHbIE JIUCTBI [I/I1 HEeCKOJbKUX TeuaTHbIX HW3AaHUM ofHou cepud. Co3hauM CHauasaa
11a6JI0H TUTY/IBHOTO JIUCTA C WUTIOCTPALIMEN CieIyOIero BU/a:

Cepust
warTacTHuecKkHil BoeBHK»

.1}«”2” e 10 L

Hma

-
&
Haseaune o
r—
o Iloa3aronoeox
| —

Mockea
Haaatenuetns «AMY JJACH
008
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Co3/jaHe HOBOI'0 JOKyMeHTa M YCTaHOBKA IlapaMeTPOB CTPaHHUIIbI
1. TlpucTynuTe K CO3/aHKIO HOBOTO JIOKYMEHTA.
2. Onpezente pa3mep Gymaru u Iosis:

a) BoCronb3yiiTech KoMaHgoi Pasmerka crpanunbl / (ITapamMeTpnl CTPaHHUIIb)
ITapameTpsI cTpaHUILbI,

2 3 I i | P,_'—:| Pazpeiesl ~
_—Ll fRA Homepa cTpok -
Maona COpuedTayWa Pazmep KonoHEW e
- - - - bt PaccraHoEBEKa NEPEeHOCOE ™

MapameTpll CTRPAaHKMLB

b) Bo Bknagke Pa3smep Gymaru ycraHosute 3Hauenus Illupuna: 10 cM, Bel cota: 14
CM,
C) Bo BK/azKe IosiA: OAMHAKOBBIE CO BCEX CTOPOH IO/ pa3MepoM 1.5 cMm.
3. TepeiiauTe B PEXKUM Pa3METKH CTPAHUIBL.
4. Bemonuure KoManay Bup / (MacmTa6) Macmrab 1 ycTaHOBUTe 3HaUe€HHE
OpHa cTpaHMiia.

Pa3pa60TKa CX€Mbl KOMIIOHOBKH THUTYJ/IbHOI'O JIUCTA

KOMMOHOBKY TUTYJIBHOTO JIMCTa OCYLECTBUM C TOMOLbI Tpex Hazmuceil. Kaxzas U3 HUX
Oy/leT COOTBETCTBOBATh: Ha3BaHUIO C€PUH, Ha3BaHWIO KHUTH, PeKBU3UTaM U3/aHUSI.

Cepus
wDanractimeckuil Gocrno

) n & &
“ Hnz
]
Hassanne -‘
— e=ENEEE
‘ Ioa3aronoBok

=il = 0~

Mocksa
fmTeancTso «AM

Y IIACH

2008

1. Co3paiiTe nepByt0 HaJMUCh [I/Isi HA3BAHUS CEPUM:
a) BemoHuTe KoMaHay BceraBka/ (Tekcr) Hagnmucn/ HapucoBaTh Haj MHCh,
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[A I = I 4 & Crpoxa nogrmen =TT Gopanyr
= £2 Cunsos

3} Aara u spens
Hagnuce Iccnpecc-Gaonn WordArt

gl Ofneny -
Borpoetmsii =
= = -
= = ol
e = -
MpocTan HaaNKuos AndasuT (60K0B3RA NO... AnQasnr (uKTaTa)
s
o
i P BOKOBAA AMHMA (B0X0... BOKOBAS AuMuMA [UnTaTa) [aseTHAR Gymara-60K0.. |w

Hapucosate HAANKIL

b) nogsesuTe Kypcop MbliM Ha TUTYJ/ILHBIN JIACT, HAKMUTE JIEBYHO KHOTIKY ¥ HapUCyiTe
NIPSIMOYT OJIbHUK.
2. OtthopmaTupyiite HaUCh:
a) BbinosiHUTe KoMaHay @opmar / Pasmep / Pasmep u 3ajaiite mupuny 7 CM, a BHICOTY
1,5 cm,

| > @ =
Tab Hagcrpoiiku dopmat & e = B 2R
+ — , [ < |2 %
5 I £ E] [ Nepemectims enepea I:'-. BLIP OBHATE s *
0, 3 < T2 b . 24 Nepemecture Hazaa = [ rpynnuposar i
BEM ONOXEHHE i o
3, 3 % & [ O6Tekanme Tekcrom - Sk MosepHyTe ~ o o -

M O6bem YnopajounTs Pasmep G

‘DopmaT Hagnucu @
b
Ligeta u nuHmm Pasmep Monokenme | PucyHox | Hagnwos I SaMewwarowmi TekcT
Bricata
@ abcomoTHan 1,5am &
O oTHoatTensHaR : OTHOCMTENLHD | CTPEHMLE
WpuHa
@ abconoTHan T 5
) oTHoGMTENEHER % OTHOOTENBHO | CTpaHMLE
MosopoT
nosopoT: e
MaauTaf
no BhicoTE: 100 % = o WHpHHE: 100 % =

b) BbimonHuTe KoMaHgy PopMar / ynops04uTh / M0/I0)KeHHe / {OTI0/THUTe/IbHbIe
napaMeTpsl pa3sMeTKH. B okHe fuanora PasmeTKa B rpyrine mo ropu3oHTa Iu
YCTaHOBUTE 3HaUeHVe BbIpaBHMBAHMe T10 LIEHTPY CTPa HULIbI, B TPYTIIeE 110
BepPTHUKaJ/IU YCTaHOBUTE I10JI0KeHHe 2CM HUKe BepXHero I10J1s

ST =S
[y v 0 Moncwmse | OfTesres PencTon
Nepeueris enepey = |3 B nr g 5
3] | A nepemecrn snepes - 1 Bupowrn s ) —
S Nepenecrme azan = T8 ® posssmsa o sy w] presren-o  EETTTIO
Moaomerne - S — )
- [ ireramae tewcron = Sk Noseprgme + = O ngaee va— oot | T
B remere - Pasaie ki
I ) oo Ee romE
— Mo sepmsan
€ b TERANNEM TEDITOM e i Degawseery apu e B
al | __ﬂi 4 ‘ ® roromee I e Begrmsers noce -H
— . o (g
& = 1 nepemesas meecTe ¢ eccion ¥ ey nepesDie
| ] ] 7] yeroromms roveasy # pawseTa b masiie THinAL
[ Aonogremenssse napaueTDw pasweTOn &
~awr L= Ommena
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3. Tepeiiaute B pasgen ®opmar (Pa6oTa ¢ HAAMUCAMM), 33jaiiTe KOHTYPY TOJIIIUHY U
1|BeT.

4. CospaiiTe BTOPYIO HaZiIMCh [/ Ha3BaHUsl KHUT'H.
5. 3aziaiiTe TOMI[MHY KOHTYpa, L{BET.
6. OTdopmaTHpyiiTe HaJIIHUCh:

a) BbinosiHUTe KOMaHay ®@opmar / Pasmep / Pasmep U 3ajaiite muipuny 7 CM, BHICOTY 7
CM,

Dopmat HagnucK @

| LiBeTa 1 miHuK

Monooerme | PucyHok | Hannuoe | SaMelwlawowi Texct

BeicoTa
® afconoTHan 7 =
O oTHooMTERBHAR : OTHOCUTENBHD | CTPEHULLI
LmpuHa
® aficomoTHan 7 —
0 oTHooMTERBHAR : OTHOCUTENBHD | CTPEHULLI
MosopoT
nosopoT: oe
MacwTab

no BelcoTE: 100 % = Mo WpKHE: 100 % v
[[J coxpaHuTs NponopLutm

OTHOCMTENBHO MCKOAHOMO PasMepa

b) BuimonnuTe KoMaHzy @opMar / yNOpAAOYUTH / TIOJIOKEHHE / JONO/IHUTE/IbHbIE
napaMeTpsl pa3sMeTKH, jajiee - [10 TOPU30HTA/IA BBIPOBHATH I10 LIEHTPY CTPaHUL{bI, I10
BEePTUKAJIU I10 LIeHTPY CTPaHUL[bI

PasmeTka @
MonosxeHre OBTeKaHWe TEKCTOM

Mo ropusoHTany

® sripasHMBaHNE Mo usHTPY |z| OTHOCUTENBHD | CTPaHMUEI |E|
O B krure BHYTPM oTHoouTensHo  (Mons

O OONOHEHME [1fa ] ~| npasee CTpaHu1Lbl

() OTHOQMTENEHOE NONOHKEHHE —| oTHocuTEnEHD | CTpaEHMUE

Mo sepTHKann

® BipasHMBaHmMe Mo usHTPY |Z| OTHOCUTENBHD | CTPaHMUEI |E|
@] MONOHEHME [1fa ] | rvoxe CTpaHu1Lbl
() OTHOGUTENRHOE NONOHKEHME —| oTHocuTEnEHD | CTpaHMUE

MapameTpsl

7. Co3paiiTe TPeTbIO HAJMUChL /i PEKBU3UTOB m3zlaHus. OTKOPPEKTUPYiTe ee pasmep,
KOHTYP.
8. OtdhopmaTupyiite HaAMUCh:

a) Haiigure dopmar / Pasmep / Pa3mep u 3ajaiiTe IIMPUHY 7 CM, a BBICOTY
1,5 cm.
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.QOPMB’F HagnMcH ’E@
| LiseTa 1 niHIaK | Pasmep | Monowerve | Pucysor | Hagmvas | 3aMewarowmii Texcr |

BricoTa

® afconoTras 1,5

(@] OTHOCUTENBHAR CTpaH1usl
LLpuHa

(] abconoTHan 7 CM| =

@] OTHOCMTENLHER OTHOCWTENBHO | CTPaHLL!
MosopoT

nosopoT: i
Macwrab

no BLIcoTe: 21 % = Mo WHpKMHE: 100 % $

[ coxpariTs nponopLyti

OTHOCHTENEHD MCKOAHOMD pasMepa

WexoaHsiA pasvep

b) BoumonnuTe Komanzy @opmar / yNoOpAAOYUTH / TOJIOKEHHE / JOMO/IHUTE/IbHbIE
napamMeTpbl pasMeTKM U 3a/laliTe MapameTpbl MOJIOJKEeHUSl HaJMCHU: 10 TOPU30HTaIH
BBIDOBHAThH I10 L|EHTPY CTPaHUL{bl, 110 BePTHKaIM MOJ0XKeHHe -1,5 CM HrKe HUKHEro
TOJIS1.

e

PasmeTka

Monoxenne | OfTekaHWe TexkcTom

Mo ropusoHTanK

® BripasHmBaHie Mo ueHTpy |Z| oTHooMTENbHD | CTPaHMUEI |Z|
O B rHre BHYTpH OTHOCUTENEHD | MonA
Q NONOHEHNE O npases Crpatiusl

() oTHogTENEHOE NoNKEHHE OTHOOUTENEHD | CTPEHMLE!
Mo BEpTHKanK
) BoipaEHUBaHIE

Mo BepxHEMY Kpako OTHOCMTENBEHO | HiskHero nons

® NONOKEHUE -1,5em = owe HusHero nona |Z|
) oTHOOTENEHOE NONOKEHNE OTHOCUTENEHD | HIpKHErD Nona

MapamMeTpe

[J nepemewaTs BMecTe ¢ TekcTom

[ yeraHosuTs npuBgsicy

[¥] pazpewnTs nepexperie

[ pazmeTia B suelice Tabnuus

Pa3melrieHue TeKCTOBOI HH(popManun

1. Beimosnute komanay Bup /(Macmra6) Macmrab ¥ yCTaHOBUTE 3HaueHHe
ITo muMpuHe cTpaHMLIBI.

2. 3ajaiiTe ¥ 0ThOpPMATUPYHTEe HY)XHBIM 00pa30M TEKCT B HIDKHEH W BepxHeil Ha/IUCsX.

Pa3MmelnieHue U pe/jakTHpOBaHNe WIIOCTPaLuU

1. Beimosiaute Komanay Buj /(Macmra6) Maciura v yCTaHOBHTE 3HAUeHHe
OpHa crpanuia. BeraBbTe WITIOCTPALMIO BO BTOPYHO Ha/TIUCh:

a) BbIJIe/INTe BTOPYIO HA/IIHCh,
b) euimonnuTe komanay Beraeka /(Mumocrpanun) KapTuHka, B IOKCKe BBEJUTE
Oopam/ieHust
C) BbIGEpUTE HY)KHYIO PAMKY.
2. TIpu HeOOXOJMMOCTH, C TIOMOIIILIO MBILIHM, OTKOPPEKTUPYTE pa3Mep U MOJI0KEeHHe
WIJTFOCTPAIMU BHYTPH CpPeJHEH HaZIHCH.
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3. Co3paiiTe BHYTPH WITFOCTPALIAN HOBYHO HaITIUCh.
4. C moMoI1[b0 MBIIIN OTKOPPEKTHPYITE ee pa3Mep U MOJI0KEHHe.
5. Bribepure oOpamiieHye U 3a/IMBKY Ha/[IHCH.
6. Beegure 1 0ThOpMaTUPYITE B 3TY HAJIUChH HY>KHBIA TEKCT.
CoxpaHeHHe CO3/JaHHOTO0 I0OKYMeHTa B Bu/e mab/ioHa.
1. Bocronb3yiitech KomaHzoi ®aiin/CoOXpaHUTh KakK.
2. B puanoroBom okHe Coxpanenue (paiisia 3azaiire:
a) THII COXpaHsAeMOro JiokyMeHTa — I11a6/10H OKyMeHTa,
b) manky ansa coxpanenus — JIpyrue JoKyMeHTbI 13 nanku 111a6/10Hb1,
C) ums (aiina — TUTYIbHBIA JIUCT.
3afaHuA /IS CAMOCTOATE/ILHOH PadoThI

. C nomotiipio 111absmoHa TUTY/IBLHBIN JTHCT UTe TUTYJ/LHbIE JIUCTBI I ABYX U3JaHUMI
1. C nomowupto mabnona T CT Co3JaiiTe e JIUC 3714
cepun “@anrtactuuecknii 60eBuk”: CaiiMmoH I'puH, KpoBb 1 Uects, PomaH; u 3. 'aMWIBbTOH,
TlaakTueckass MUCCHS.

Cepnx Cepus
«DaRTICTHIECKHIT hoerIIo: «DAHTACTHCCKIMIT bocBukn

o) & ® Lo — e @
: EAR TN
Caftmon T
N on [prm —
Kponn u Fanakuseckan
MCCTh MHCCHSA
— —
O Powan O DaHTACTHIA
- = 0 = il = 0"

Macksa Mocxsa
anreascrac <AMYIACH Hanrenerso «sAMYIAC
2006 2006

2. CosjaiiTe TUTY/bHBIE JIMCTBI [yt OBYX KHUr: PoGept Uepper, Bosubst cras u [eiin
Kapueru. OpaTtopckoe UCKYyCCTBO M OKa3aHWe BJIMSHUA Ha /1eJIOBbIX [1apTHEPOB.

o |8 INTTITTTITTE®

Potepr Heppirr

OpaTopcKkoe MCKYCCTBO ¢t
OKazaHue BAUSHUA Ha
[enoBbIX NapTHEpoB

Boauba Craa

Depezos c amamdcisro

Mocrza
Hzazenscrna
Apuazar

NN N
KA KA K KA

BkckmosusHoe u3daHue g 2006
Kazaus 2012 \

L - Aorononorono

PaboTta ¢ Tabsmnamu. ToBapHbIH cueT

TekcToBas 4acTh A0/I0Ha TOBAPHOI'0 CYETA
Co3magum 11ab/IOH TOBAapHOTO cyeTa crenywomero Buza. I11absoH ToKa3aH B peXxume
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pa3MeTKu cTpanui]. OOpaThTe BHMMaHHMe Ha HeledyaTaemble CUMBOJIbI < — CHUMBOJIBI KOHI[Q
CTPOKHU.

[ MO T WAVIN SATSr WU SN AT I p.i.g IR &

TR¥300TIARATEN, H aIpecs

]

B [pvzonvayuarens uampece
v

Kpeectpy-Ne Tara noayuenun__" 200
kil

Cuey Neor-15.02. 20061 |

TTecTarmmsT

Anpecy

Pacuerupi vaer-Ne

JlonomHcHTR

1

Haimmemnonamass En.- Kon-po | Ilemas Cwmmai =
- HIMepermIs
d ] ) B oo
7 o = P Qe
" = o ] = [ ||
d = o 1 2 [V=
d = = C HTOTO: | 02 =

. PYROROINTEM. MpeInpaATARY

Toensaiidyx acorep]

o

Co3ua1-me HOBOI'0 JOKYMEHTA U YCTAHOBKAd IIdPAMETPOB CTPAHHUIIbI

1. TIpucrymnwure K CO3[aHHIO B TEKCTOBOM pefaktope Word HOBOTO [JOKyMeHTa.

2. BemosnHute KoManay Pasmerka crpanunbl / ([IapamMeTpbl CTPaHHUIBI) OTKpPbITHE
oKkHa auanora Ilapamerpsl cTpaHuIbI (LL[e/IKHUTe KHOIIKY, YKa3aHHYHO CTpeJIKOM Ha
PUCYHKe)

TnasHaa Bcraska PazmeTka CTpaHKLb CehiAKK Pacceinemn

&
75 Homepa crpok ~
Mona OCpwuenTtauywa Pazmep KonoHEW S
- - - - bc PaccTaHoEKa NepeHocgE ™

MNapamMeTphl CTRaHKLE P

B nosiBuBLIeMcs okHe [IapamMeTpsbl CTpaHULIbI YCTAHOBUTE:

a) Bo BK1ajke Pa3mep Bymarm: pasmep Oymaru: b) Bo Bkiagke ITossi: OfMiHaKOBbIe CO BCEX
mupuHa: 12 cm, BbIco Ta: 18 cm, CTOPOH moJisg pasMepom 0.5 cm.
MapameTpal CTpaHMLEl M MapameTpsl cTpaHMUE! ?
Maona Pasmep fymari ||-‘IcrouHMKGynarm ‘ Mona | Pasmep Bymarn | McTouHme Bymari |
Pazmep Bymari: Mona
Apyroi E Bepxnee: 0,5 Himkree: 0,5

WupkHa: (12 Negoe: 0,5m Mpasoe: 0,5m

A | 4[]

EH|EE|Es

v | [4]r

BbicoTa: lﬁlm Mepennet: 0,5 MNonoeHHe NepenneTa: Cneea

Mopaua Bymark OpveHTaumMa

Mepear cTpaHuua: OcTansHobIe CTpaHuUb: | .

KHIDkHaR  aneboMHan

CTpaHMLs!

HECKONBKD CTpaHILL: OBbiuHbI E

Ofpasel Ofipaseu

nDMMEHMTb_: KO BCEMY AOKYMEHTY E HDMMEHMTQ: KO BCEMY AOKYMEHTY E
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Pa3melrieHue TeKCTOBOI HH(popManun

1. Tlepeiigure B peXXUM pa3sMETKU CTPAHMUIIBL.
2. Bemonnure komauay Bup / (Macmra6) ITo mmpyHe CTpaHHIbI.

TEW PeueH3znpoBaHWe Ewg —

=
[ -} ] oana crparuua
Macwrad 100%

=] Mo wupwHe cTpaHMLb

Macwras

3. Otobpasute Ha 3KpaHe HereyaTaeMble CUMBOJIBL [Ijist 3TOrO B MyHKTe MeHio I'iaBHas B
rpyre ab3ary e KHUTe KHONKY HenmeuaTraembie cMMBOJIBI (YKa3aHO CTPEJTKOM).

LA
4. TlepekmounTech Ha MoAuepKHYThIH mprdT Times New Roman pasmepa 10
IYHKTOB U HareuaTaiTe MepBYIO CTPOKY.

o

Pazme FHMLI Coainen Pacceinkm

Times Mew Re = 10 A A | A |
i b7
£ | U |~ abe o . A

SR

OOpa3oBaHuie HOBOI CTPOKH B TOM JKe ad3arie

1.B KoHIle TmepBoi CTPOKKM OfHOBpeMeHHO HaxmuTe Kiauiind Shift 1 Enter. Bol

obpa3oBanu BTOPYIO CTPOKY B TepBOM ab3alle ¥ TeM CaMbIM BbIIENWIN [i71s1 HTHPOPMaLUH
0 'PY300TIIpaBuUTesIe U afipece /iBe CTPOKHU.

2. Haxxmure knapuiny Enter. Bol neperiy K cieayronieMy absarty.
3. BolgenuTe /iBe CTPOKH Jijisi MH(OPMALMK O TPy30I10/Iyyaresie u ajpece.

4. HabGepure cozepxumoe cTpokr K peectpy..., /iBa pasa HaKMHUTE K/IaBMIILY
Enter. Bb1 co3zanu ab3aty, cOCTosIIIel 13 MyCTON CTPOKH.

5.Eme pa3 Haxmure Kaasuinly Enter, a 3aTeM BepHUTeCh K MpeAblAyieMy absamy u
c/lenaiite mycToMy ab3aily oOpamiieHre CHU3Y.

6. TepeiiauTe K ociegaeMy ab3arty. CrenaiiTe Bce HafIUCH [0 AaThl. OTGOpMaTUPYATe HX.

PasMelleHue B JOKyMeHTe AaThl
1. Co3paiite mose ay1s1 pasMelrjeHust AaThL:

a) BoOCIO/b3yHTech KoMaH ol BeraBka/ (Tekcr) laTa u Bpems, _'EE;

b) BrI6epuTe HYXHBIA TUIT JATHI,
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[lata u spema m

DOPHATHI: Asbik:

=+ | |pyeacaii =]

cpepa, 18 anpens 2012r.

18 anpena 2012r.

18.04.12

2012-04-18

18-anp-12

18/04/2012

18anp. 12r.

18/04/12

anpent 12

anp-12

13.04.2012 0:49

13.04.2012 0:49:51
;49

12:49:51
00:49
00:49:51

|| OfioBnaTL aBTOMaTUNECM

&
C) LIeJKHUTE KHOTIKY oK.

BcraBka Tabd/MIBI B JOKYMEHT

1. YcraHoBuTe Kypcop B TO MeCTO, Ky/ja Hajlo BCTaBUTh Tab/IHLTy.
2. Bemnonuvre kKomady BeraBka / (Ta6unbi) Ta6auna/BeraBurh Tab/iumiy.

WiEH9~- 0=

mnﬁﬁHﬂﬂ Bcraska Pasm

|£] Twtyaenas crpanuua ~ | :
i )

|1 Nycras crpanwua
1= Tabnnua | Pucy
W=, Paspuie cTpaHMugl 5

= Bcraska Tabnuubl 8

L oooooooooo
a1 A O
| | I O
1 | I
1 O O
b 1 Y O |
w1 I O
g 1 o
5 E BCTaBuTh TabanLYy. . I
‘f HapwcogaTe TabnMLy

& -:El Tagnunua Excel

2 [ 3kcnpeccTaBnnue L

3. YCTaHOBHUTE 3HAUEHHsI: YUCIIO CTOJIOLIOB — 5, YKMC/IO CTPOK — 6, IIMpHHA CTO/I0a —
AgrToO.

Bcraeka Tabnmus m

PazmMep Talnuus

Yycno cronfuos: |5 | H

YMCno CTpOK: |&] f :.
ABTonoabop wMplHEl cTonbuoe

(@) NocToAHHES: |ABTO ' :.

() No conepHRUMony

() No WHpKHE oKHa

[ Mo yMonuaHuo Ans HoBwIx TaBnuy,

| ok || omens
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4. Ecny He BU/HBI TyHKTUPHEIE JIMHUN BOKPYT sTYeeK Tab/IMI{bl BLITTOIHUTE KO- MaHIY
Koncrpykrop/ (Ctiumm Tabmun) I'panunpl / OTOOpa3suTh CETKY.
| |

¢ KoHcTpykTop Maket

HuxHAR rpaHnLa 2
EepxHans rpannua w0
Jlegan rpaHnLa 2

Mpagaa rpanuvua

HeT rpaHuLsl 2: 1013

Bce rpaHunus
BHEWHWE rPaHMLIE

BHYTpEHHWE rpaHNLLL

BHYIpEHHAA rOPW30HTANLHAR FPAHKLA
BHYTpEHHAR BEPTHKANLHAA TPAHULA
JMaroHanbHan rpaHnLa CEEpXy BHKUS

JMaroHankHan rpaHnLa CHUSY BEEPX

7= [0pWSOHTANEHaA AMHUA hanay

OTo6pasuTe ceTey

aTh CETKY Tabnuibl

M3menenne ¢opmara Tad/MIbI

1. Beigenure Bcro Tabuiuily U ycTaHOBuUTE ek obpamienue (cM. pasgen 10 «Pa-
6ota c unmoctpagusiMy. TUTY/IBHBIHN IMCT») BHYTPU U CHAPYKH.

2. Crenaiite Bce TEKCTOBbIE HA/MUCH B TaO/HIE U OTHOPMATUPYITE HX.
3. V3meHuTe, npyu HEOGXOJUMOCTH, TPAHHULIbI TIOJIeH C TIOMOIIILIO JTMHEHKH.

Pa3menienue popmyJi B Tab/iune
[TpumeM criefiytolyie rTapamMmeTpbl TaOIULIbL:

e ymcsIo crobio — 5 (cronbier A, B, C, D, E);

e uncso cTpok — 6 (ctpoku 1,2,3,4,5,6);

* 3aroJIOBKU BCEX TISITH CTONOI[OB pa3MmerrjatoTcs B siueiikax Al, B1, C1, D1, E1;

e CTPOKHU CO BTOPOM IO MATYH BK/IIOUMTE/BHO MpeiHa3HaueHbl Ji71s1 pa3MeLeHUst
KOHKPETHBIX UCXOZHBIX JJAHHBIX, TIPUUEM Ccozlep>KuMoe siueek ctosbra “Cymma” (E)
JIOJDKHO BBIYMC/ISTHCSI aBTOMATUUECKH ITyTeM YMHOKEHUSI CO/IeP)KUMOTO siueeK CTosb1a
“KomuectBo”(C) Ha cozep>kumoe stueek ctosbija “Ilena” (D);

e MsTas siuerika mectout crpoku (E6) mpesHa3HaueHa /1/isl pa3MelijeHrsi U'TOTOBOM CyMMBI
cueTa, KoTopast 00pa3yeTcsi B pe3y/ibTaTe CJI0KeHHsI COAEeP>KUMOTO siueeK CTosioLa
“CymMma” (E). B siueiike D6 pa3mecTuM TeKCTOBYIO HaAmnuch “MToro”.

1. Bcrasbre dopmyny =PRODUCT(C2;D2) B siueiiky E2:

a) yCTaHOBHUTE KypCOp B HY)KHYIO iUeiiKy,
b) Bocronk3yiitecs komMangamu Maket/ (Janubie) @opmysia Je ®opmyna |

C) C MOMOIIBIO BHINAZAOIero CrMcKa BeraBbTe (pyHkipo PRODUCT,
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Hue Tona CopTupoBKa
aueiiKn S ®opuyna

ue JaHHEle

1 vopuyna D | —d
DopMyna:
DOpMET YKCnat

__| | BcraeuTe yHKkLo: BcTaBuTh 3aKknagky:
MOoD -
NOT OTmeHa
OR

SERCIUEE. ]

ROUND

SIGM =
5UM i
TRUE %

d) 3ajiaiiTe cCbUTKK Ha siueiiku C2, D2, comep>xuMoe KOTOPBIX OyJeT MCIoIb30BaHO B
KauecTBe OIepaH/0B MPU YMHOXKEHUH,

€) wLIe/KHUTE KHOIKY oK.
2. Ckornmpyiite cofepxumoe siueiiki E2 B siueiiku E3- E5.

3. Ucnone3ys komaHabsl Maker/ ([lanubie) ®@opMysia, OTpeAakTUpyiiTe (GopMysibl B sueiikax

E3- E5 Tak, uToObl B HUX HOMepa siueek ctobioB C u D cooTBeTCTBOBA/IM HOMEpaM siueek
ctosbua E.

4. BcrasbTe Gopmyny =SUM(ABOVE) B siueiiky E6:
a) yCTaHOBHUTE KypCOp B HY)KHYIO TUEHKY,
b) Bocnonw3yiiteck komMmanzamMu Maket/ (Jlanabie) @opmyiia,
C) BcraBbTe QyHKuM0 SUM,

d) 3apaiite ccoiky ABOVE Ha siueliku, pacrio/ioKeHHbIe BbIIIe JaHHOM,
CoZiep>KMOe KOTOPbIX Oy/ieT UCI0/Ib30BaHO B KauecTBe OIepaH/ioB IIPY CJIOXKEeHUH,

€) Ie/IKHUTe KHOMKY oK.
O0OHoOB/IeHHE TOJIeH

1. BuecuTe npousBoibHBIe ync/ia B sueiiky ctonbnos “Konruectso” u “Ilena”.

2. 171 ©3MeHeHHsl COZIePKMMOr0 BBIUMC/IIEMBIX TT0/1ei cTonba “Cymma” rojBeaure Kypcop K
HY>XHOMY I10JIFO U HaKMUTe Kiasuiny F9.

CoxpaHeHue madj0Ha
CoxpanwuTe 11abs0H. [y1s 3T0T0

1. Bocrionb3yiitech Komanzoii @aiin / COXpaHUTh KaK....
2. 3aziaiite TUI COXpaHseMoro foKymeHTa — I11a6/10H AoKyMeHTa.

3. Tanky ayist coxpaHeHusi — JIpyrue AokymeHThI 13 nanky [IIa6ioHbLI.
4. Nwms ¢aiina — ToBapHBIN CUeT.

Pa3mMelijeHre Ha OHOM CTPAHHUIIE HECKO/IbKHX JJOKYMEHTOB MPH MeUaTH
1. MpucTynuTe K CO3/aHKIO B TEKCTOBOM pejakTope Word HOBOrO [JOKYMeHTa Ha CTaH/apTHBIX
mictax 6ymaru gopmarta A4.
2. Co3paiite Tabiuiy [y pasMellleHHs BU3UTHBIX KapTOUeK: BOCIIO/IL3YHTeCh KOMAaHZOM
BcraBka/ (Taomunwl) Tabauna/BeraButrh TaO/uIy, yCTAaHOBUTE 3HAUYeHUS: UHUCIIO

CTONOI[OB — 2, UMC/I0 CTPOK — 3, IIMPUHA CTOJIOIA
—9 com.

3. 3azaiite BBICOTY CTPOK Tabsmibl: BO BKIagke Maker/ (Ta6imna) Coiicrea / Bkiajka
CTpoka 3ajiaiiTe BbICOTY CTPOKU TouHO 5 cMm.
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Wl |5 o6 [Pexum orpasmennoi dysmonanssoc] - Microsoft Word sexommepaec.. | [ =
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= Yganute | Berasurs = o Bupashusame darts
54 Cooiictea 2 ceepxy G BCrasuTe cnpasa | PasdennTb Tabanly | [ ABTONOASOP © - -
Tabauua Crpokn 1 cTon6usl | O6weannenue Pasmep A4erkn
Ceoficea Tabanus! =28 X o W] -9 110 11 12 [E[13 014 1 15 1 16 [EAFTE
| Tabmusa | Crpoxa | cronbeu | sveina | 3 i Terer |
Crpoka 1:
Pasnep
7] gwcora: [5cn 2 pewom: My [£]
MapateTpel

[¥] paspewwTi neperoc cTpok Ha creayiouyio cTparaLLy
[7] nosTepaTe kak zaronosok Ha Kaaol CTRaHULE

l‘ Opeasiaywas cTpoka ] {' Crepyrow,as cTpoka

DR K ¥ EEE S I N - S A ©9: 100 1elle 1121130 1 240 10150 1 -16 [EEE &
E\:w i R ' I [T} [ ] 0 e SRR i N 7]
=l -
& = =
|
2 v
5|
s
|- | o
] 1 s
Crpanmua:1us1 | UYncwo caos0 | 5 pyconit | |!E!I?£IE‘. = = 90% (= ) (+)

Bort uto AOJDKHO IMOJIYUUTBCA.

4. 3apaiite KaXk0¥ stueiike obpamiieHHe.

5. BcraBbTe B OffHy siueiiky TaO/MIbl CBOI0 BH3WTHYIO KapTOUKY: YCTaHOBHUTE B 3Ty SUEHKY
Kypcop, BOCIo/b3yhTech KoMaHAamu BceraBka/ (Tekcr) OObekT BblOepUTe BKIIAAKY
Co3panne u3 ¢aiina, BcTaBbTe (aiyi Mosi BH3MTHAsAh KapToOyKa U3 TAnku YueOHbIe
JJOKyMeHTBI.

6. Ipu Heo6XOAUMOCTH, OTPEIAKTUPYITE COAEPKUMOE STUEKH.

MBaHoB
PomaH MeTpoBuy

421243 AnsMemsesck
Y. Fagyypu, 0o 11,
Teneghow: 89274257438

VMBaHoB
Poman MetpoBuy

421243 AnsMemsesck.
Y. [agypu, OoM 11.
Tenegow: 89274257438

VMBaHoB
PomaH MeTtpoBuy

421243 Anbmermeeeck,
Yin. Fachypu, dom 11,
Teredon: 89274257438

VBaHoB
PomaH MetpoBuy

421243 Antmemseeck,
i Faghypu, Gom 11,
Tereor: 89274257438

VMBaHos
PomaH MeTpoBuy

421243 Ansmemseeck,
Yin. Facbypu, Gow 11
Teneon: 89274257438

MBaHoB
PomaH MetpoBuy

421243, Ansmemseeck;
i Tachypu, Gom 11
Teneton 89274257438

Haya 1wl | Hncno cos0 | (6 pyconii

[EEEE

)]
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7. CKOTMPY#TE COMIEP>)KUMOE STUEHKU BO BCE OCTa/IbHbIE STUEHKU.

8. TMpocmotpure Barry Tabsuily mepes MeyaTbi0 Ha MPUHTEpPE: BOCIOJb3yHTeCh KOMaHIaMu
®daun/Ileyars/IIpeaBapuTenbHbIii IPOCMOTP. [l 3aBepiieHMs NPOCMOTpA ILeKHUATE

KHOMKY 3aKpPbITh.

9. PacrieuaraiiTe /OKyMEHT Ha MPUHTEpe: BOCIO/bL3yiTeCh KomaHgamu Paiin /Ileyars,

YCTaHOBHUTE I1apAMETPLI I1€4YaTU U LEJIKHUTE KHOIIKY ok.

10. Hoxaurech 3aBepiieHus reyaTy U BhIMAKUTe U3 pegakropa Word.

3afaHuA /IS CAMOCTOATE/ILHOH PadoThI

1. Ha ocuose 1ma6oHa AJid TOBAPHOI'O CUHeTa COBAaﬁTe TOBapHLIﬁ cueT dciaeayroiiiero
COZiep>KaHHuA U COXPAaHUTE €ro 1o Ha3BdHUeM TOBapHLIﬁ CUeT B Mnarnke YueOHbIe ,Z[OKYMEHTBI.

[Fm'sn OTOPAEHTEIR H ATPEC

I'pysomoayuarems s anpec Hagoroeas secoe -Ha
430231 Kazams ya. Uyiroea. 28
K peectpy Ne Jlata momaygesss ) 20 r
Cuér Ne ot 12.022012
Noctasomm 000 «ToManmnm EoMIBIOTED
Appec 123456, Kasams, ya. boasmazKpacuaz 5
Pacuérmert cuér Mo 12313212 8 Tar. baue, MEC 123436
JomoaHeHNA
Harmpenoeamue En. Koa-so Iema Cyapaa
HEMep eHHA

Cepeep Intel Dual IIIT. 2 104402 208804
Heon 2X220C
Hozove Explorer IIT. 5 50333 206663
D790WH
IpeerTep HP LIT. 10 11129 111290
LaserJet 1130
EBII APC Smart- DT 10 6344 63440
UES 620DA

HTOT'O 682100
PyEoBOIMTENE OpeqIpHATHA
I'maensdi Gyxraarep

2. Cospaiite Tabmily /st 00y4yeHHs TIpaBUIaM YMHOXKEHHMs /ISt Uhces1 OT 1 0 3 ¥ coXpaHuTe

ee 1o/ Ha3BaHueM Tabmmila yMHOKeHUS B Marnke YueOHble [JOKyMeHTHI.
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Tabnwua yMmHOHEHWA

1

2

3

Wk | ==

Wk | = (k2

[V ) I S TR
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3. Cospaiite Tabuily «CraticTika POII». B nmociegHeM crosbdije HeoOX0AUMO
MIPOCYMMHPOBATD TOJT U TIAC ZJ1s1 KaXK/JOT'0 UTPOKA C TIOMOII[BI0 (JOPMYJIBI.

Cratmctuka PO 2011/2012

|
Hrpox KOMaHga

1. [dymbua LICKA
Ceiny

2. Hépn{au—os il 3eHUT
AnekcaHgp

3. BODOIHMH .,ELMHBMO
AHzpei

4. Tpaope KyBaHb
NacuHa

5. H}maﬁbn TﬂHHi-HMD
KeBWH

6. ,ELaHHH | 3enur

7. Camepnoe :,ELMHEMD
Anexcasop

[on+nac

HTPEI

| a7
|29

| 35

| 38
| 27

| 39

roJjbl

27
B
1

15

il =

nacChl

| 10

12

[10

12

| 28
23
119
| 19
|19

|18

4. CospaiiTe HWKeNPHUBEJEHHYIO TabJIMIly, BBeAUTE CBOW JaHHBbIE W BBIUKC/IUTE 0OBEM

PacxofioB CTyZeHTa. B sueiikax «/Toro» 3anuimre hopMy/ibl CYMMBI.

PACXO[bI
HdeHb
Hegenu LUCLUC TpaHcnopTt | Pasene4yeHue Mpouee Utoro
Ega HanuTtkm
ByaHuii 100 30 60 50 30 270
BbixogHoM 250 100 120 500 200 970

Pabota c quarpamMamu. Pek/1aMHBIN MIPOCIEKT

IIporpamma co3/jaHus JUarpamMMbl

Ina Toro urtobbl HeNocpeACTBeHHO B cpele Word CTpPOUTh /[AuMarpamMMbl HCTO/b3YeTCs

nporpamMMa Microsoft Excel makera Microsoft Office.

IuarpamMma TmipeficTaB/isieT cob0¥ Tpaduueckuii criocod TmpeZicTaBieHUsT TaOMUUHBIX JAHHBIX.

[1pu 3TOM HCIIOB3YyeTCs Ciefytollas TePMUHOIOTUSI.
o Cepwus JaHHBIX — TPYIIAa JAAHHBIX PACIOJIOXKEHHAass BHYTPU OZHOW CTPOKU TaO/IMIIBI.

o ViMsa cepum — WMsl CTPOKHU TaOJIMI[BI, COAEP>KUMOe KOTOPOl 0OpasyeT AaHHYH CEepHUI0.

o JlereHaa — Habop BCeX UMEH CepUli JJaHHOW TabO/HLIBI.
» Kareropusi — rpyrina 3HaueHHUH, pacrioyioKeHHBIX B OJJHOM CTOJI0L[e TaO/IULbL.
Hariua 1jenb - co3ath peK/aMHbIN MPOCTIEKT CIeYIOLero BUa.
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3A0 «OprcuHTes»
KazaHckoe obbeauHeHue «OprenHTes»
cozaaHo B mae 1968 roaa.
3A0 «OprcuHTes»  ABAAETCA  BeaylMm
npoussoguTenem noaAvMsTUAEHa BbICOKOTO

AaBneHua " Apyrvx NpOAYKTOB
nepepaboTki  HedTerasoBoro cbipbA B
Pocecun.

3HaunTeNbHbIA obbvem BbIMycKaemMoi
npoaykumK skcnopTupyetca 8 crpadbl CHI
Eeponsi.

AvHamMmuKa pocTa Bbinycka
NPOMBIWAEHHOW NPOAYKuMM ¢ 1991 no
1997 r. (mnpa. py6.)

1000 -

800 ofbem
Npou3Bso

AcTBa

400 7 —l—o0bbem

JKCNopT
a

200 -

91 92 93 94 95 9% 97

HOJJ[I‘OTOBKH HCXO0JHOI'0 TeKCTa

1. TIpuctymnuTe K CO3/aHKIO B TEKCTOBOM peiakTope Word HOBOTO [JOKYMeHTa.
2. BeinonnuTe KoMaHay Pa3smerka crpanunp! / (ITapamerps! crpanunbi) [Tapaverpsl
CTpaHHUIbI,

nagHaA EBcTraska PazmeTka cTpaHWLUbI CehinkEn Paccuinkr

T— — — =l

i | By 1 i h—= PaspbiGbl =

= _—Ll : ¥R Homepa crpok -

Mona OpuedHTauwma Pazmep KonoHEW =
- - - - b~ PAaccTaHoOBKA NEPEHOCLOE ™

MapameTpel CTPAHMLE Q

3. Bo BKJIa/jKe m0JIsAA yCTAHOBHUTE OZIMHAKOBBIE CO BCEX CTOPOH IOJIst pasMepom 1.5

CM.
I MapameTpel cTpaHUus! - - m
-
MNana Fasmep Gymarn | McTounuk Bymari
Monsa

BepxHee: 1,5cm = HiuiHee: 1,5cm =
Negoe: 1,5m £ Mpasoe: 1,5m =
MNepennetT: O 3 NonoxeHwe NnepenneTa: Cnesa IZ|

4. Bo BKiajke pasmep Oymaru ycraHoBute mupuHa: 10 cM, BbicoTa: 15 cm
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MapamMeTpsl cTpaHKMLE! . » @Iﬂ—hj

|

Pazmep Bymaru:

apyroi |E|

LWipuHa: |10 cu =

BoicoTa: |15 =

5. Co3paiiTe JOKYMEHT C/IeAYIOLIEro BUA:

3A0 «OprecuaTes

Kazaucxoe oomegenenne  «OprcuaTess
cosmaHo B mae 1968 roza.

3A0  «Oprcures» HBIAeICA  EBeIVINHM
NPOHIEOIHTENEM I[IOAHATHISHA BEICOKOTO

JaARTEHUA u IpVTHX NPOIVETOE
nepepaldoTEl  HedTerasoBoro  CHPEA B
Pocenn.

3HAYHTEIEHEIR 00BeEM BRIIVCEAEMOH
NPOIVKLHHE 3kcIopTHpverca B ctpansl CHI
u Eeponzr

Junamuka pocTa BRIOVCKA
npoMBINLTeHHo npoavknuna ¢ 1991 no
1997 r. (mapa. pyvo.)

Co3paHue juarpaMMsbl
Ilia co3manust [uarpaMMbl HEOOXOJUMO TOMECTHUTh KypCcOp B TO MECTO JOKYMEHTa, KyZa

[IOJDKHA OBbITh BCTaBJeHa AWarpamma, Iocje 3TOro Co3/aTh AuarpamMmy. [Ipy 3TOM HCXO[HBIE
JlaHHbIE BCTaBJISIFOTCS HETIOCPEICTBEHHO B Tab/IMIly UarpaMMbl.

1. BemoniauTe komManay BeraBka / (wumocrpanuu) Juarpamma. V3 mpe/jioskeHHbIX
BbIOepHTe rpauK -> rpag)uK c MapKepamMu
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Beraska guarpammel ‘
L3 Wabnome: rucrorpamma
|.|lll FucTorpamva m \_Eﬂ m m M m
& Kpyrosas
E  Nuneluatas m J_Bﬂ J-B-B' [ﬁ m M
@ C obnactamm
L Toueusas M m M M M
I_ﬁﬁli Bupwesan
(@ NosepxHocTs Tpadmk :
@ Konsuesasn l/;/ Py \/i g g &
22 Mysoipexosas <
@ NenecTkosan Kpyrosan

] e ] el (AR |an] (o]
[ ynpasnerte wabnorams... | [ cpense cranaaprron |

BoT uTO JO/KHO MOJTyYUTHCS.

Taxoke nosiButcs Tabmumia B popme Microsoft Excel.

@ oo fsr T T Garpannas s Microsoft Word - Microsoft Excel (OsHakomuensHan sepcus)

Bl e e
% Calibri

PasmeTka cTpaMMLN  Gopuyns  aersie

=S

PeusHsuposaMMe  Bug  PaGouan rpynna

S Nepenoc texcra OBuwwi -

Bcrasuts ¢ KK 9~ OBbeAMHNTS W NoMecTHTE BuenTpe = 8 - % 000 | %5 5% Yorosroe
- hopmatnposar
ep o6MeHa 5 | BEIpaEHUEAHNE | Yucno il
A6 - ("
A | B ¢ D E F I3 H 1 1] M
1| PAg 1 PAg 2 Pag 3
|2 Kareropua 1 4,3 24 2
3 HKateropma 2 2,5 44 2
4 KareropwAa 3 3,5 1,8 3
5 HKateropuad 4,5 2,8 5
1]
2]
8 Ana aHHDIX i nep e MPaBbii HAKHKEA YT guanasoHa.
)
10
L
e
=
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2. 1llenKHMTe Ha 3arojioBoK crtosibia D (Bl BhIgeIMTE ero), HakmuTe Delete (BbI ourcTHTE
€ero).

A - = T aniiin & I rosoTt Word I oo e
m Fnasnan Beraska PasmeTka cTpaHnLs Dopryns Aarrsie E
j;}l "5 Calibri =111 A" AT = = Mep:
BﬂaBMTb;‘j W OE U - - | v A~ ==fs
Eyvibep o6mena LUpHdT ) BeipasHn
D1 —& £ | CronSeu1
A A B c ‘:! E F G
|5 | Pag 1 Pag 2 Crtonbeu,
2 |HKaTteropwma 1l 4.3 2,4
3_ Harveropwma 2 2,5 4.4
4_KaTeropnﬂ3 3,5 1,8
5 |Kareropwma 4 4,5 2,8
5
ER
S_ 'El\l'lﬂ HMIMeHEHMA AMalia3oHa a8 dHblX JrMarpammel nepertawmre |
9 |
|10
11
12
13 |
1a
15
16

3. Tereph TepeTariyM AWana3oH JaHHbIX (CHHSS paMKa) TaK, Kak HaM Hy»KHO. J[jist 5Toro
MBI [JOJDKHBI CZle/iaTh C/iefyrolilee.

a) HaxmeM MBILIIKON Ha HWKHMIA TMPABbIA yroJ CUHEM PaMKM W, [ep)Ka KHOIKY MbIILIH
3a)KaToM, repeTaluM ee Ha 1 MyHKT B/IeBO M OTIyCKaeM KHOIKY. DTO TMOKa3aHO Ha
PUCYHKax HIDKe.

¥ ™ T ———
AN B ™| e a2
m InasHas Bcraeka Pa3MeTEa cTPaHMLbl Dapr m Fnasras Ecraska PasmeTEa cTpaHwvLsl Dapr
j L] Calibri 11 - A A= B _=»I & Calibri 11 v AN ==
5 Ba- s »
BCI'EvEHTbj K & 4 - | - A= | G- A E=
Eyipep oBMeHa Ta WprndT ) . — =
F9 -~ A - Elin o \ £ |
A B C D E | A B E D E
[ T 1 P 1 P 2
al, Pagl Pan 2 CronbBeu, il iy
| 2 |Hateropwa 1 4,3 2.4
2 HKareropwal 4,3 24 i
|HaTeropma 2 2.5 4.4
3 .HETEFOPHH 2 2,5 44 4 |Kateropus 3 3,5 1,8
4 Kateropua 3 35 L8 5 HKareropuad 4.5 2.8
5 HKareropwad 4,5 2,8 6
5 | 7 |
7| 8 | [nA MameHeHMA JMana3oHa JaHHblxX AWarg
8 | AnA MameHeHMA gManasoHa JaHHbIX Ju1ar] |1 |
ER E 10|
10 2. 112

b) HaxmeM MBbILKOW Ha HWKHUN MPABBIA Yro/l CMHEM PaMKH W, [ep)Ka KHOIKY MBILIHI
3a)KaToM, TiepeTalyM eé Tak, YTOObI OHA OXBaThiBajia 8 CTPOK, OTITyCKaeM KHOTIKY.
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a9~ & T ————— e

m FnasHan EcTaska PasmeTka cTpaHWLb Do pMyasl Aa

_j < Calibri
BCI'EBHTI::_:E&- K EF g -
- =
Fyipep oBMeHa I
Ql6 el -
| A | B H | E
1| Pan1l
_2 Hateropwa 1 4.3 P |
3 :KETEFODHHE 25 4.4
4 KaTeropwa 3 3.5 1.8
5 _KaTEFOpHH4 4.5 2.8
5 4
? 4
a8 AR M3MEHEHHA AHMENa30Ha JaHHbIX AWarpammel nep
9 4
10 |
11|
12.
13 |
14
15

4. 3amonHuTe TabIUIy HY)XHBIMH JAHHBIMM, KaK IMOKa3aHO HKe. [Ijisg 5TOro 0CTaTOuHO
1I1eJIKHYTh Ha COOTBETCTBYIOILYIO SYeliKy M HareuaTaTh JaHHble (eC/iu [0 3TOro B sueiike
ObUT TEKCT, OH yJaJIseTcs)).

lz“ =, T ———— rpaumaa.l\-'.i
m FnasHas Bcraska PazmeTka crpaHuLbl o pMyasl AdanHblie PeyeHIMpoBaH
j % Calibri =111 gﬁ MepeHoc Tekcra
5 Ba -

Bﬂﬁvﬁ“"’h # K & Y9 - | B @ OBBEAMHUTE U MOI

By pep 0BMEHE Tw WipwupT () BuipaEHWEaHKWE
E16 - 7 |
8 B | c | D E F

A :C‘ro.rlﬁeul Obbem NnponiscacTea Obbem 3KcnopTa

2 | 91 50 20

3 | 92 20 40

4 | 93 120 70

5 | 94 180 105

6 | 95 300 160

7 | 96 500 280

a2 97 B50 450

9 4

10 |

11

12 4

13

5. 3akpoiite Microsoft Excel
BoT Kakas JjarpamMma /I0/DKHA TOJTyYUThCS.

900
800
700
600
500
400
300
200
100

—4—06bem
npousson,
cTBa

—@—06vem
3KcnopTta

9192 93 94 95 96 97

Eciu moHago0UTCA M3MEHWTh JuarpaMMy [JOCTaTOYHO IIeJIKHYTh TI0 Hel JIeBOW KHOITKOU
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MBIIITH, TIPU 3TOM TIOSIBSITCSI HOBBIE BK/IQJKH /i1 paboThl ¢ Auarpammoii: KoHcTpykTop, Maker,
®dopmar.

C NOMOIIIbI0 UHCTPYMEHTOB 3TUX BK/Ia/I0K MOYKHO M3MEHUTh CTW/Ib AuarpamMMbl, MakeT U T.J.
[Ipy W3MeHeHHWM [aHHBIX JAWarpaMMbl (JJj1 3TOrO JOCTaTOYHO Hakatb Ha KoHcTpyKTop /
(Jannbie) I3mMeHuTh JaHHbIE) O0TKpoeTcss Microsoft Excel ¢ JjaHHBIMUA KOTOpbie Mbl BBE/U B
TIPOLLLTBINA pas3.

— 5@ - ﬁfcmsuh Word (O3HakomuTensHas

JcTaeka PazmeTka cTpaHHLbl Coulakm Pacceinkm PeLeHIMp OEGHWE Bua
T

CTpoka/cTonGel
[

Maket

Dopmar

MaKeTsl Anarpamm

3apaHusA /1A CAaMOCTOATE/THHOW PadoThI
1. Co3paiiTe JOKYMeHTBI, TaOJIULIBI U JUarPaMMBbl CJIE/IYIOLIETO BU/A.

LWpuepT el AB3ay 5

DAO «Cesoun
Arenne uCesons & Kazarm cywiecTayer C 2000 rOR3.
B HOMRNSHE HaLIK YCIYT EXOAAT:
- NOIME M PEMDHT TpHKOTIAE
-MownE oAEKAE!
mmmmmm
- pEMOHT Kok, Mexs, Wy G
-owne cREka Ha 33KI3

-peCTaTpAL oASKa

NpogaskH NpoAYKLwK aTense «Cesonn B 2011 rogy.

= iosa
= Bpou

= Mg
Py

Yacno cnos: 45 | 5 pyceknii

Tafnuua. KONUYECTBO M CNELAANM 3ALMA BLINYCKHWKOB POCCMMCHMX BY308s 1500-1913
CneunansHocs 1900- 1908 1909-1913 1913 Boerg 3a 1900-1913
HpHETE 11598 14491 2624 26089
Bpauu 7640 8351 2042 15991
Megarorn 5174 8402 1747 14576
Oduepn 1576 1467 444 3443
CBALEHHOC MHMTE M 2264 1208 236 3472
BocToroBeaw 402 313 33 715
WHmeHepe GabpuyHo- 4650 4452 1277 9102
23B0ACHON NPOMIB0ACTES

WHmeHe Pl YTER 1364 939 208 2303
cooBueHu

[ DpHBIE HHREHE DB 624 623 166 1247
MH#EHE Db CTROHTEAM, 799 561 105 1360
APEMTERTOPE

HHMeHe Db CBAIM 169 201 65 370
FHOHOMMC T 448 762 130 1210
ArpoHoMbB, NECOBOIbI, 3868 3308 841 7176
BETEPHHAPLI, MEHeBLIE

HHHEHEDDI

Xy A0HHHEN BARTEAM 177 48 19 225
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IKOHOMEER W YTIDAE MEHWE

ofpaios aHUe |4 NERAmmMKE

CRMBCHOE W PeIfHOR XOIRACT B0

SPEMTEKTYRE M CTROHTENSCTBO

SADAE 00X PAHEHHE

TREHCNODTHNE CRSICT G

& TARMYP A, MAEMHOC TROEHE H
seTanoobpaboTEs

IHEDIETHION, ISP METHHECKDS
BSAEMHOC TROEHAE M INSKTROTEXHAKS

WHIDOFSAITHRA M BLRAACIMTENEHAA
TEXHHER

0

T T T T L T

50 100 150 200 250 300 350

OcCTa/ibHblE

AHrnug

Poccus
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O6bvem npogax e CNOPTUBEHOM Mard3mvHe

OceHb B Msuu
—
Neto E Benocunepl
bt E B CHoyGopapi
— M KOHBKEMK

0 100 200

PaboTa c KoyIoHKamMu ra3eTHoro cru/is. IloHaTus pa3paena
Haiuia 1iesib - co3zath JOKYMEHT CJleyIOLero Buzja.

Joxoabl HaceneHWA U MeXaHU3Mbl UX

pacnpeaeneHun

locyaapcTEEHHOE

peryiMpoeaHue
SHOHOMMKM HaNpaBfeHO Ha MOBbl-
weHne 3bderTMEHOCTH oblecTEEH-
HOro npouseogactea, obecneuenue
COLMaNbHON CMpPaBef/MBOCTH M CTa-
BunsHocTH. Ta obnacte rocypapeT-
BEHHOIO DPEryNMPOBaHMA, HKOTODYIO
Ha3bIB3KOT  COLMANbHOW, JO/MMHE
YADBNETEOPATE BCEM TPEM NEepeumnc-
NeHHBIM Lenam. BonblrHCTED 3Ko-
HOMMWCTOB CUMTEKT, UTO HEpPaBHO-
MEPHOCTE B PacnpefeneHMM JoXo-
O0E UNW aeneHue Ha Boratoix U Bea-
HBIX — ABMEHME YCTOMUMBOE, COXPa-
HAKLWEECA fAame Ha (oHe 3Haum-
TENBHOTC POCTE  YPOBHA  HMHU3HM.

MoseT N1 rocyaapcTeeHHoe BMELE-
TENBCTBO COKPaTUTL MO3OPHYIO ANA
oblecTEa HULLETY M KAKYKD LeHy
npuaeTca 3a 310 3annatuTs? Ha uem
Bypet ocHoeaH OB eCTEEHHBIW BbI-
60p: Ha 3KOHOMMWUECHOM WM MOJM-
TMUECKOM MpoLecce MNPUHATHA pe-
weHuA? TeopeTMUEeCHM HOPPEKTHO
onpefenvTs, Hawyw uacTs obuwect-
BEHHOrO [0XOA43 CreayeT nepepac-
npeaenuTs B nonbsy OegHemwmx,
HEeBO3MOMHO. HaKk 3KOHOMMWUEeCKMA,
TAK M MNOAMTWUUECKWIA NPOLLECtH NPU-
HATMA pelWeHUid He rapaHTUpyoT
OTCYTCTEMA NPOCUYETOR.

CO3}I[8HI/IE HOBOI'0 JOKYMEHTA U YCTAHOBKAd IIdPAMETPOB CTPdAHHUIbI

1. IIpucTymnuTe K CO3/aHUIO B TEKCTOBOM peZiakTope Word HOBOro JOKyMeHTa.
2. icnonb3ys koMaHay Pa3merka crpanuunpbl/(Ilapamerpsl crpaHunbi) Ilapamerpsl
CTPaHUILbI YCTaHOBUTE:

. A [y Opuentauna * v=+  [4] Nognoxeka ~
L IS Pasmep ~ HE B {E LigeT cTpaHuusl ~

Nans

+  EE KonoHew = b&~ | [0 Mpanuus crpanmy
MapameTphl cTpaHuLbl Fl GOH CTPAHWLI
9 (el ) o] 'u' MNapamMeTpbl CTPaHMLLbI
N
= cTpaHi
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a) Bo BK/Iazike Pasmep Gymaru yCTaHOBUTE 3HaueHHMs, KOTOPbIE MOKa3aHbl Ha KapTUHKe:

ol

LmptaHa: |15 =
BeicoTa: | 15 =
b) Bo Bknagke IMosisA: 0fMHAKOBBIE CO BCEX CTOPOH MOJIsA, pasMepom 1,5 cm:
Mona
BepuHes: 1,5 = HrxHee: 1,5 M =
Nesoe: I,5 cm = Mpasoe: 1,5 cm =
MepenneT: 0 cm = MNonoeHWe NepenneTa: Cnesa |E|

3. JobaB/isieM aBTOMaTUUYECKHE TIEPEHOCHI CJIOB  [IIST TOTO, UTOOBI TeKCT ObIT 6e3 GOJbIITNX
npo06enioB. OTH JIeNCTBUS AO/DKHBI BBIITOIHATHCS B CAMOM Hauajie paboThI C TEKCTOM:
a) BomojHsAeM KoMaHay Pasverka crpanmpbl / (PaccTaHOBKA IepeHOCOB)
ITapameTpsl PaccTaHOBKM nepeHOCOB,

. (RLEFT LT 8 N e
|bc PaccraHoEKa NEPEHOCOE ™ - cTpaH
Het ]
v | ABTo
PyuHan

bi~ [apameTpbl pacTaHOBKW NEPEHOCOE..,

b) B okme agumanora paccTaHoBKa TepeHoCoB BKJTFOUaeM drakek
ABTOMaTHUYeCKas PpacCTAaHOBKA MEPEHOCOB.

[ '@ 52

Paccranoska n epeHoCOB

ABTOMETHYECKEA PACCTaHOBKA NEPEHOCOE
|:| Meperocel 8 cnosax us NMPOMWCHBIX BYKE

LLMpKHHE 30HBI NEpEHDCE CNOE: 0,63 cm =

Al

Makec, YWMono NocneqoBaTeneHBIX NEPEHOCOE: | (HET)

[I'ngHynMTeano... ] [ Ok ] [ OTMeHa

dopmaTHpoBaHMe TeKCTa B 0JJHYy KOJIOHKY
1. TepetiguTe B 0OLIUHBINM PEXKUM (PEXKUM UEPHOBHKA) M HalleyaTaiTe TEKCT 3aMeTKH.

82



[Doxoabl-HaceneHusa -u-mexaHM3mbl-ux-pacnpegeneHua-q|

[ocyAapcTBEHHOE PEryIMPOBaHME-3KOHOMHUKKM-HaNpPaBAeHo ‘Ha-NoBbIlleHUe 3B hEeKTUBHOCTU-0BLLECT-
BEHHOTO-MPOMU3BOACTBA, 0BecneysHUe coLUManbHoR-CNpaBe NHBOCTHMM-CTabuAbHOCTH.- Ta-06nacTb-rocy-
LapPCTBEHHOTO-PETYAMPOBaHWA,-KOTOPYHO-Ha3bIBAOT-COLMWAaNbHON, - A0MKHE Y LOBAETBOPATE BCEM-TPEM-
nepeyrcAeHHbIM-LUENAM.-BONBLIMHCTBO-3KOHOMMCTOB CYMTAIOT, UTO-HEPAaBHOMEPHOCThB-pacnpefene-
HWKW-O0XOA0B-MAKN-aeneHune-Ha-Borateix-n-BeaHbIX—ABAEHWE YCTOWYMBOE, -COXPaHAIOLLEECA-Aae-Ha"
bOHE-3HAYMTENBHOTO-POCTA-YPOBHA U3HMA. 1|

MoHeT-NM-ToCYAapcTBEHHOE BMELLATENbCTBO-CORPaTUTLTIO30PHYHO-ANA-06 L eCTBA-HULLETY-W-KaKyO-LLe-
HYTpUAETCA-3a-3To-3annaTtuTb *Havem-ByaeT-ocHoBaH-06 W ecTBEHHLIABLIGOP:*HA3KOHOMUYECKOM-MIN-
NOAUTUYECKOM-MIPOLECCE TIPUHATHA PELLUEHMA - TEOPETUYECKHU - KO PPEKTHO-ONPEaENTh, "KaKyH-4acTb:

oBuecTBeHHOrO-A0X0Aa-CNeAyET-NepepacnpeaenuTb B-NoNb3y-6eAHERILINY, -HEBO3MOHHO.-KaK-3KOHO-
MHYECKMIA, TaK-W-TIONUTHYECKMH-NPOLECChITIPUHATHUA -PELLEHWI-HE-TaPaHTUPYIOT-OTCYTCTBMA 'I'I[)OC‘-IETDB.h

2. TlepeiiauTe B PEXXUM Pa3METKH CTPAHUIBL.
3. Boinosinute komaHay Buj/ (Macmra6) Macimrab ¥ yCTaHOBUTE 3HaueHHe
ITo miupuHe cTpaHULIBI.
4. OrobpasuTe Ha 95KpaHe HereyaTaeMble CHMBOJIBL [II1 3TOrO BBIOJIHATE KOMAaH/Y

I'naBHas (A63an) v menkHuTe KHONKYy Hemeuaraemble cuMBOJBL T

ITonsTue pa3pena

Pasfgen — yacTh [JOKyMeHTa, B KOTOpPOW TPUMEHSIeTCs OIpeZe/ieHHbI (opMaT CTpaHULIbL.
Hanpumep, /s u3MeHeHUs] KOJIMUeCcTBa KOJOHOK HeOOXOJMMO BCTaBUTh B JIOKYMEHT HOBBIU
paszen ¢ moMollbio KoMaH/ibl PasMeTka crpaHul / (mapaMeTpsbl cTpaHuLbl) Pa3sphiB.

Ecny B JOKyMeHT BCTaB/leH HOBbIN pa3ziesl, TO HaJ, MO3ULIMel ero BCTaBKU MOSIBJISIeTCSI MapKep
KOHLIa pasgena. Ecmu B fanbHeiieM 3axoueTcss €ro yjaiuTb, TO 3TO Mapkep Heo0X0gumo
BbI/Ie/IUTh, a 3aTeM HaxaThb KiaBuiy Del. Torza gBa pa3szesna, KOTopble pa3beJUHSI 3TOT MapKep,
00BeTUHATHCS B OJTUH.

1. YcraHoBuTe Kypcop K/IaBuaTyphbl B Hauasio Iepeoro ab3arja rmocjie 3aro/ioBKa.
2. BcTaBbTe HOBBIM pasfiernt:
a) BbINOIHUTE KoMaHy Pasmerka crpanuny/(napaMeTpsl CTpaHuibl) Paspeis,
b) B guanoroBoM okHe Pa3phIB yCTaHOBUTE TepeKIIOUaTenio Pa3pbiBbl pa3jie/ion
3HaueHue Tekyliasa crpaHuIia.
PaspbiBbl CTPAHMLL
CTpannua

BHIBOD TOYKM, B KOTOP O 3aKaHYMBAETCA 04HA CTPaHMLA
W HAYMHAETLA CNefyrwan rpaHnua.

-

UL

KonoHka
YKA3HBAET, 4TO TEKCT, CNEJYHLWMWIA 33 paSPHIEOM KONOHKW,
BYAET NEpeHECEH B HAYAN0 CIEAYHILEN KONDHKI.

i

OBTeKaHHe TEKCTOM
OBTeKaHWe TEKCTa BOKPYT 06 BEKTOE HA BEG-CTRAHMLEX,

PaspbiBbl Pasaenos

Chneayroulan crpaHuLa
B(TaEka paspuisa Pasena n Ha4ano HOBOTO Pa3fena co
cnegyiowei cTpaHMLEL.

-

I

Tekyulan cTpaHnLa
B(TaEka paspeisa Pasaena i HA4ano HOBOTD PA3Aena C
TOW e CTPAHULIEL.

YerHan crpanmuua
BiTaBka paspeisa pasgena v Ha4ano HOBOTD Pa3fena ¢
YETHOW CTpaHuLBL,

W |

dopMmaTHpoBaHue KOJIOHOK
1. YcraHoBuTe KypCop K/aBuaTyphbl BO BTOPOM paszel.
2. Boinosinute KomaHay Pasmerka crpanunsl / (ITapamerps! crpanunbi) KonoHkwu.
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=i
Sty OpueHTauma « h—~

Ihq Pasmep - ?_]‘ {
—
KonoHkwW = [

JaHa

Ase

Tpu

Cnega

Cnpaea

EE  pyrve KONOHEW..,

3. B guanorosom okHe Koy1oHKH BhiGepuTe MyHKT JIpyrue KOJIOHKH.
4. B okne auanora KosoHkH
a) ycraHoBuTe repekrouatesto Tun 3HaueHve JIBe,

R o |
Tun
Onta O Tou Cnesa Crpasa
Yacno konowok: |2 5 [T Pasnemirens
LLIMpHHa 11 MpOMEXYTOK Ofpaseu
s g
537 [ [1,25m
537 a
KONOHKN 0AVHAKOBOM LMPHHEL
Moweruma: | Texyweny pazaeny | | Hosan ronoriia
.
b) ycraHoBUTe (uiaxkok Ko/I0HKH 0AMHAKO0BO IIMPUHBI.

3ajaHue /1A CaMOCTOSITe/ILHOU PaboThI

CospaiiTe JOKYMEeHT C/ie/lytollero BUja:
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Npeanpa3gHUYHOE UHTEPBLIO

Hoseiit rog 6Ges énkm —
BCE paBHO, YTo necHs bes
chos. Tpe eé€ MOMHO

KYyMKTb, noyém? B
“Hakom necy pogunack
énouka?”C 3TMMM

cnosamM mbl oBpatMnMck
K HavYanbHWUKYy oOTaena
NecononbsoBaHUA
MHWHHUCTEPCTEA  /IECHOrO
XosAkcTtea PT Bacunuwo
UBeaHoBUYY [yCbKOBY:

B Hawel pecnybnuke wumeetrca 30
NEecX030B, a TaKXe HalUMOoHanbHbIR
NPUMPoOAHbLIA  napk. KoTopbld  TOXe
BbIpy4Yan Hac B KaHyH HoBoro roga. Ha
KONNerMn Hawero MUHACTepcTBa Obino
MPUHATO pellieHWe, YTO LEHa €KW He
[ON¥Ha npeeblwath 7-9 ToicAd pybneli
3@  MeTp. HKpome rocyaapcTBeHHbIX
TOProBbIX  TOYEK, HacKOAbKO  Ham
M3BECTHO, WX nNpodaxKeld 3almyTca
KOMMepUECKMe  CTPYKTYPbl, KOTOPbLIM
pazpelleHa 3aroTOBKAa WM TOProBAA
npoaykuuei neca.

A. ¥Yeapos

MeponpuAaTHMA rocyaapcTea No cMArdeHuio peskoi guddepeHumaumm

1. MocyaapcTeo
OCYLWECTENAET TRAHCHEPTHEIE
EbINAaTLI, pacnpenenaeT
NPoOOYKTEl M YCAYTH, 8 TaKHE
NpoOEOSATCA
roCyOapCTEEHHEIE NPOrPaMme!
no CTabMAMSEUMK GOX0L0E.

A0Xoaax HaceneHuA.

2. Yepes KaHanel
roCyAapCTEEHHEX NPOrpamm
NoMOULW YAOENETEOPAKITCA
noTpeBHOCTH B BOCAWTAHKMK
HOBBIX YNEHOE
oDWeCTES, COOE PMHAHMN
MPECTaPEaLN 1
HETPYAOCNOCOOHBIX,
ofiecneyeHHm (OTYECTH)
noay4yeHWA obpasoBaHKA,
COXPEHEHWA SA0POBLA.
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YpesmepHO aKTMEHOE
EMEWETENLCTED FOCYA3NCTES B
nepe pacnpeaenuTenbHBIE
NPOUECCh], BBIPEEHWEEHME
noxoa06
EEOET K CHUHMEHWID 0eN0B0N
BKTMEHOCTKM B oDwecTse 1
COKPaWEHWKD SdderTHBHOCTH
NPOWIEOACTES B LLEMOM.



Odoxoabl HaceneHUAa U MeXaHMsMbl UX pacnpeaeneHus

locydapcmeerHHoe pezyauposaHue
SHOHOMUKU HONPGBAEHO HO NOSLIWEHUE
agpexmueHocmu 0B LecmeeHHO20 Npo-
uzsodcmea, obecneyeHue coyUanbHOO
crnpasednueocmuu cmabuns-Hocmu. Ta
obinacme 2ocydapcmeeHHO20 pezynu-
POSAHUA, KOMOPYH HO3bIBAHIM CO-
yuansvHol, doaxHg ydoenemeopAamb
sceM mpem MNepeyucieqHHsiM  Leaam.
BoAblUUHCMBO SKOHOMUCTIOS CHUIMOHNT,
4mo HepagHOMEDHOCMb 8
pocnpedeneruu doxodoe uau deneHue
Ha BOozambix u BOedHbix — AsdeHue
yemoliyusoe, coxpaHaweeca daxce Ha
poHe 3HOYUMEAbLHOZ0 POCMA YPOBHA
HUSHLU.
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Moxcem au 2ocydapcmeeHHoe
BMeLW amenbCmeo COKpamMumMob
nozopHylo dna obwecmea HUWemy u
Karyw uyeHy npudemecAa 30  3mMo
zanagmumese? Ha yem Gydem ocHosaH
obuecmeeHHbIL eoibop: Ha
IHOHOMUYECHOM UAU  NOAUMUYECKOM
npoyecce MPUHAMUA pelueHuar
Teopemudeckl KOPPEKMHO onpedenumes,
KOKyH Yacmb obuwecmeeHHo20 doxoda
cnedyem nepepacnpedenums 8 nonb3y
bedreliiux, HeaoaMOXHO. Kok
IHOHOMUYECKUL, MK U NOAUMUYECKUL

npoyeccel MPUHAMUA peweHul  He
20paHmMupym omcymcmeus
npocyemos.




PaboTa c 00/1bIIUMH JOKYMEHTaMHU
YTo Takoe 00/IBIIOH JOKYMEHT?

[Tog GOMBIINM [JOKYMEHTOM TIOHMMAeTCsl JOKyMEHT, UMEIOLIHid He TOJIbKO 00sbiIol 00beMm,
HO, U 3TO CaMoe TJIaBHOe, CJIO)KHYIO CTPYKTYpY (IJ1aBbl, pasziesibl, naparpadsl U T.7.). TUNUuyHbIe
OosbILIie JOKyMEHTBI: KHWTQ, )KYPHaJI, OTUYeT O KYPCOBOM, WK JUIJIOMHO pabore.

Haiuia nenb — co3jjaHue KHUTU CJlefiyioiiero Buja. B yueGHBIX LiesiX KHUra UMeeT BCero JiBe
cTpaHuLbl. Ha mepBoii cTpaHMlle pacrnosioXKeHO OrjiaB/ieHHe, a Ha BTOPOW — TeKCT KHUru. KHura
vUMeeT TPU IJIaBbl, B TepBOM TIJlaBe — JBa Maparpada, MUMeeTcsl OrJiaBleHHe, KOJIOHTUTYIIbI,
HyMepaLysi CTPaHHL] U I'J1aB.

3HAKOMCTBO C MICROSOFT WORD 3HAKOMCTBO C MICROSOFT WORD

1. llepeoe 3HAKOMCTEO.

* 3amyck Microsoft Word s Windows. [nz sanycka Word
HEOBXOTHMO e TKHYTs KHonky [Ty CK Ha NAHEAH 337ATHE
rpynne e porpatye! BEIGPaTs MyHET Microsoft Word.

2. MesaTs wapanetne A0RyMEHTOS : [Tpi 3amycke HA 3KPAHE MOKHO YEMAETE THCTEE AHCT

3 opvan i 2 Gymarn (CKHO ZOKYMeHTa), Ha KOTOPOM Ip ca
pa6oTa Hag Tekcrom AoxyMerTa. [1pH NePECH 3aNyCKe OF
HMEET CTARAApTHOE IMA JOKyMERTL, 3T HMA XOpOWme ERAHO
& CTpOK 3aronoexa. 3anycruTe Word.

* 3neMeHTHI JKpana. CTPOKE 3AT0/CEKS HAXDAHTCA B BEPXHEH

<CTH SRpAFHA W HMEeT OB EITHEI B A1% NPOTPAMIL
pafioTatom noa ynpasasauer Windows.

Ornaenenue

CTpoka Merto. IToA CTPOKOI 3aroa0E%a HAXOANTCA CTPOK
MEH0, B KOTOPOIT MepesHeIeHE FPYAMNs KoMan: Paitn,
Mpagka, Gopuar, Cepenc, TaBama Oxko, Cnpaska. Kamzas
rpynna i e ANHAET HAO0P KOMAHA, HMEILIHX 0B Ly
GYHELMOHANBHYIC HANPABACHHOCTb,
n P c p Toamesin
NaHeb MECTPYMERTOE CTaHAapTHAR,

2. leyaTh M XpaHeHHe JOKYMEHTOE.
HaneyaTaTs TEKCT HECAOHHG, ECAM BCE YKA3AHUA AR NEHaTk
CAENERS NPABINEHO. JLOCTATOUHD BBINOMHATE KOMBHAY
©aiin/Meyats v HawmaTs Kronky OK 5 Avanorosom okke Medats
HaneuaTaiiTe 3aRBNEHIE Ha NPURTEDE.

3. PopMaTHPOEBAHHE JOKYMEHTOR.
$opMaTHPOBAHKE AOKYMEHTA Y406 HO NPOHSECANTE B
PEHIME PASHETEH NOGIE TOND, K4K C03 4% 18 PHOBHE
AOKYMEHTA, Y200 HD TAKiKE OTOOPAINTS HA FKPaHE
HEMEYATAEMETE CHMEGTEL

Co3aaHue 00/IbIIHX JOKYMEHTOB U OPraHU3aLisA UX CTPYKTYPbI

B mepByio ouepeab HeoOXOJUMO TIpe/iBapyTeNbHO OIpPeAeIUTh CIHUCOK 3arojIOBKOB.
[TepeiiguTe B 0OBIUHBIN PEeXXKUM (PeXKMM YePHOBHKA) M HalleuaTaiiTe Ha3BaHMS 3aro/IOBKOB Halllei
kHury. [Ipu sTom cobsroziaiiTe mpaBuia:

a) [/ K&K/0r0 3aro/ioBKa — O/H ab3atl,
b) crune Beex ab3aries — OObIYHBII.

Ileproe 3HAKOMCTEO.

3anyck Microsoft Word gna Windows.
JaeMeHTEl 3KpaHa

IleyaTs U XpaHeHHE JOKYMEHTOR.
@opMaTHPORAHHE JOKYMEHTOR.

Pe)xuM mpocMoTpa CTPYKTYpPbI JOKyMeHTa

[y TOro uTOOBI pacrpe/ie/IUTh 3ar0JIOBKHU 110 YPOBHIO CTPYKTYPbI, HY>)KHO TIEPEUTH B PEXXUM
MPOCMOTPA CTPYKTYPBI JOKYMeHTa. DTOT PeXXUM TpeAHa3HaueH [yt TOro, YToObl 0TOOpaXkaTh Ha
3KpaHe He caM [JOKYMeHT, a ero CTPyKTypy. Iloj; CTpyKTypoii mOHKMMaeTCst uepapXusi 3arojioBKOB,
BKJTFOUAsi TEKCT ab3alleB KaK CaMblii HYDKHUH YPOBEHb 3TON MePapXHH.
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1. TTepeliure B pPeXUM CTPYKTYpbI JOKyMeHTa. [Ijiss 9TOrO BBINOJHUTE KOMaHay Bup /
CrpyKTypa w1y HaxkmuTe KHOIIKY CTPyKTypa B HIWKHel 4aCTHh OKHa JOKyMeHTa.

= & =

2. Pacripe/ie/iiTe 3aroJIOBKU 10 COOTBETCTBYIOIMM YPOBHSM CTPYKTYDBI:

a) yCTaHOBMTE KypCOp B HY)KHbIH a03all,

b) wucrone3yiite Ha nanenu uHCTpyMeHTOB CTPyKTypa KHOMKM ITOHM3MTH ypOBeHb U
IToBbICUTH YPOBEHb,

i

%@ ¥ YpoeeHbl | B

[Tony>kMpHOMY TEKCTY OCTaB/isieM YPOBeHb 1, Bbljie/isieM OCTabHOM TEeKCT Y NpPHUCBavBaeM
Yposens 2.

@7 MokazaTe ypoBeHk: BCe ypOEHK -
4@ @ YpoeeHb1l | = gl e e

MokazaTte GopMaTUPOEAHWE TEKCTE
- v g =
[[] Nokasate Toneko nepeyio crpoky

FPatoTa co cTpyKTYROM

©@ IlepBOE 3HAKOMCTEO.
@ Banyck Microsoft Word gna Windows.
© DieMeHTHI 3KpaHa

© IleuaTs M XpaHeHHUE JOKYMEHTOB.

© dopmMmaTHpoBaHHE JOKYMEHTOB.

3. Crpykrypa co3gaHa. O6paTure BHMMaHHe Ha TO, KaK H3MEHW/INCh CTHIM ab3aieB C
3aro/loBKaMy pasHbIX ypoBHel. Terepb MO)KHO TIPOHYMepOBaTb M TPOMapKHUPOBaTh
3aroJIOBKH.

HyMmepaijusi 3aro/ioBKoB P

[l aBTOMaTHYECKO HyMeparyy Barojl0BKOB He0OX0AMMO BEIHO/IHUTE C/IeAYIOLMe AeHCTBUS.

1. Beigemuts | gekdr, KOTOpBIH BaM_HeoOXO/¥MO 3aHyMepoBaTh WM MapKHUpPOBaTh.
2. Beinosiu kOMaH,qy I'naBuas / (A63an) Hymeparus . TakyKe MOKHO
BOCII0/Ib30BaTbCsl MapKepamu . Onst 6osiee C/I0KHBIX CTU/IE MHOTOYPOBHEBBIM
CITMCKOM.

Ecmm xe BaM He HpaBATCA Ipe/CTaBleHHble BHU/bl HyMepaljiK, Bbl BCer/la MOXKeTe CZefaTh
COOCTBEHHYIO HyMepaliio (Mapkep, MHOTOYPOBHEBBIM CITMCOK), Ha)kaB Ha CTPEJIKY W BbIOpaB
MyHKT OoNpejAe/JuTh HOBbIA opMaT HoMepa. AHaJIOTUYHO — /11 MapKepOB ¥ MHOTOYPOBHEBOT'O
cnucka. Jlanplie B MTOSIBUBIIIEMCS] OKHE Bbl BEIOHMpaeTe He0OX0AMMbIe HACTPOWKH.

B Hamem ciiydae mosy>kKupHbIe 3arojIOBKU IepBOTO YPOBHSI HYMepyeM, OCTa/IbHble 3ar0JIOBKU
MapkupyemM. C TOMOIIBIO JIMHEMKA KOPPEKTUPyeM OTCTYIbl (10 YMO/JYaHUIO JIMHEMKa B
Microsoft Word 2010 He oTobpakaeTcsi; UToObI OTOOpa3uTh ee, HEOOXOAMMO K/IUKHYTH TIO

COOTBETCTBYIOLeH KHONKe B BePXHEM IPABOM YIJly, IO/ MaHE/bI0 MHCTPYMeHTOB |f]). Bor,

m CrpyxTypa lnagHasa Bcragka PazMeTKa CTpaHALb

2
[=ECy

= . ; Cambria (3arc ~ 14 * A A Aa

UTO OOJIXKHO MOJIYUHUTBCA.

Beraeurs - ¥ by .,
% F ®opwmar no opasuy K& EL-dex x

Byoep obmena =l WendT
© 1. lleproe 3HAKOMCTEO.
© 3anyck Microsoft Word gas Windows.
©@ 3neMeHTHI 3KpaHa
. IleyaTh ¥ XpaHeHHe JOKYMEeHTOR.
. DopMaTHPOBAHUE JOKYMEHTOR.

|0 O
[ 5 ]
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Ecmm Bel 3axoTuTe B AasbHEHIIeM yAaauTh HyMeparyio 3aro/oBKOB, HEOOXOAMMO CZenaTh
cllepyroliee.
1. BeimonauTs Komanzy I'yiaBHas / (A63an)) Hymepauus 3aroyioBKOB.

2. B okze auanora Hymepanus 3aroyioBKOB BhiOpath B pasjaene bubinoreka Hymepanuu
Her.
Pa3MelneHue Tekcra
Co3fanHass B pe3y/bTaTe BbINIOJIHEHUS BCeX [IePeUrC/IeHHbIX OIepalyi CTPYKTypa,
MOArOTOB/IEHA K TOMY, 4TOOBI pa3MeljaTb B Hel TeKCT. [Ijisi pa3MellleHUs] TeKCTa HY’>KHO
WICTI0/Tb30BATh OOBIUHBIN PEXKUM.
Pa3mecTuTe 110/, 3aro/I0BKaMH TEKCT, KaK [10Ka3aHO Ha C/IelyIoLeM PUCYHKe.

1. MlepBoe 3HAKOMCTEBO.

* 3amyck Microsoft Word gna Windows. [ns samycka Word
Heo0X0AHMO L[eNKHYTE KHONKY [IyCK Ha MaHe ! 33434 i B
rpynne MeHw IIporpamMmel BeIGpaTs NyHKT Microsoft Word.
Ipu 3anycKe Ha 3KpaHe MOKHO YBHAETb YHCTBIA THCT
OymMaru (OKHO JOKYMEHTA), Ha KOTOPOM NPOUSBOAUTCA
paBoTa Haj TeKCTOM JoKyMeHTA. [[py mepBoM 3amycKe OH
HMeeT cTaHAapTHoe HMA JoKyMeHT1. 3TO HMA XOpOIIO BHAHO
B CTPOK 3aroJ0BKa. 3anyctuTe Word.

* JneMeHTHI 3KpaHa. CTPOKA 3ar0/0BKA HAXOJUTCA B BepxHeit
YacTH 3KpaHa M HMeeT OOBIYHBIA BHJ AJ1A IpOTpaMM,
paboTammux noj ynpaeieHneM Windows.

Ctpoka MeH:o. [1of CTpoKoft 3ar010BKa HAXOZUTCS CTPOKA
MeHI0, B KOTOpOJ# NepedHC/IeHbl IPYNnbl koMany: Pafin,
Ipaska, ®opmar, Cepeuc, Tabauna, Oxxo, Copapka. Kaxgas
Tpynna oGbeguHAeT Habop KOMaH/, HMEKINHK 06my0
DYHKIMOHATLHYO HAIPABAEHHOCTD.
Tlanens nHcTpyMenTos CTangaprHad. IToJ MeHI0 HaXOAHTCA
TaHelb HHCTPYMeHTOE CTaHAapTHas.

2. [leyaTs 1 XpaHeHHe JOKYMEHTOB.
HaneuaraTb TEKCT HECNOMHO, ECAM BCE YKA3aHNA ANA NeYatn
CAenaHkl NPaBn/bHO. JOCTaTOYHO BLINOAHWTE KOMaHAY
®aiin/Nevate 1 Hawate kHonky Ok B gnanorosom okxe Mevare.
Haneuaraite 3aABneHUe Ha NpUHTEPe.

3. dopMaTHpOBaHHE JOKYMEHTOB.
@®opMaTHpOBaHHE JOKYMeHTa y/00HO IPOHSEOAHTE B
pexuMe pasMeTKH I10CJie TOro, KaK CO3J4aH YePHOBHK
AoxyMenTa. Vao0HO Taruke 0TOOpasHTE HA IKpaHe
Hene4aTaeMble CHMBOJIBI.

Hymepauus crpaHury
[nist Toro, uTO6BI IPOHYMEpPOBaTh CTPaHUL{bl, HEOOXOUMO CiesIaTh Cleflytoliee.
1. Beimosnnuts Komasay Beraeka / (Kosionturysibi) Homep cTpaHuibL.

2. HpI/I Ha)KaTHUH Ha CTDEJ'IKV HOMEDE[ CTPAHMUIL BbI MO)KETE BBIGDEITB HY)KHbII BaM CTH/Ib

HYMep&uaHI/I L e ﬂﬂCTjﬂHﬁﬂ(b&HKliﬂﬂa @OpMaTu nomepo B CTPaHHIL, -FHie-Bbl MOXKeTe

vyn (55 AaTa n Bpe
TeKC’PPfW@pﬂ"ﬂI/PH TaKJKe MO)KHO OT(i)Op?MﬁTI/IpOE aTh.

TasMua

chenaTs CBOM CTiiib

& KapTu:

1 Crpammua|

B naHHOM c/yyae MCI0/1b30BajICs HYPKHUM KOJIOHTUTYJI C Pa3zie/ioM HyMepaliy CTPaHULIbI.
PaboTa c KOJIOHTUTY/IaMH

KosoHTHTY/1 - 3aronoBoYHbIe [aHHbIe, BK/IIOYarolye B ce0s, Kak IIpaBW/IO, Ha3BaHUe
TIpOU3Be/leHNs], YaCTH, I/1aBbl, rMaparpada 1 romelaemMble Hafl (BEDXHUM KOJIOHTUTYJ) WU TIOZ
(HVO>KHUM KOJIOHTUTYJT) TEKCTOM KaXK/IOM CTPaHULIbI JOKyMEHTa.

711 TOro uT0OBI CO3/1aTh KOJIOHTUTYJI, HEOOXOIUMO C/leNiaTh CyIeAyIolliee.

1. BeinomauTs KoMansy BeraBka/KoloHTHTY B
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=] BepxHWiA KONOHTWTYN ™
& HuskHwiA konoHTHTYR ~

#] Homep crpaHuus ~

KonoHTUTYAR

2. Boibupaete HeoOXOAWMBIA BaM KOJIOHTUTYJI, T[IOC/Je Yero y Bac TOSB/ISI€TCS
KOHCTpyKTOp Pabora ¢ KO/IOHTHTy/IaMH. 37eCb Bbl MOKeTe OTKOPPeKTHPOBaTh
TI0JI0)KEeHWe KOJIOHTUTY A (OTCTYI OT BEPXHEro WM HWKHEro Kpasi CTPAHHUI[bI), BBIOpATh
TOHPaBUBLLIWICS CTUIb KOJIOHTUTY/IA (B HEKOTOPBIX MPUCYTCTBYET HyMepaLysi CTPaHMULL).

3. BBogure Ha3BaHWe OKyMeHTa. Ilocjie uero 3akpbiBaeTe KOHCTPYKTOP paboThl C
KonoHTUTy/1amMu (M Esc Ha KiaBuaType, WM IBOMHOe Ha)kKaTHe MBIIIN Ha CTpaHUIIe).

%]

JaKpHITE OKHO
KONOHTHTYAOE

JaKpLITE

4. B Hauiem ciyuae Bbibrpaem ctusib CTporuii (HeueTHasi CTpaHuIia). Beogum
[aTy U Ha3BaHue [JOKYMEHTa.
ya - ﬁ a -6n0KM ~

7151 TOro uTOOBI B MOC/IE[YIOIeM U3MEeHNUTh UK y1a/IUTh KOJIOHTUTYJI, HeOOXO0AUMO C/ie/laTh
cnenytoliee.
1. BomosnauTh KoMaHAy BeraBka/KoTOHTHTY/IBI WK JBAXK/IbI IIEJTKHYTh 110 KOJIOHTUTYJTY.
2. OrdopmaTrpoBaTh B 00/1aCTH KOJIOHTUTY/IA HY>KHBIN TEKCT WIH YAAIUTh €ro.

OraBienue

Word pacriosiaraeT cpeicTBaMM aBTOMAaTU4YeCKOW KOMITWJSLIMKA OT/1aBjieHuss 00JIbIIoro
JOKyMeHTa. B orjaBneHue BK/IIOYAIOTCS 3aro/iOBKM, HMeIOIMe CTaHJapTHBIA CTU/b
(opMaTHpOBaHUsl.

3HAKOMCTEO C MICROSOFT WORD

Oraaeiaenne
1. nNepsoe . 2

2. MeuaTb W XpaHEHWE AOKYMEHTOB. 2

3. ®op p JOKYMEHTOB. 2

[n1st co3panus oryaBreHus], He0OX0AUMO cienaTh CefyrolLee.
1. YcraHoBuUTH KypCop B TO MECTO, T/ie TUIAHKPYETCs Pa3MECTUTD OTJIaBJIeHHe.
2. Bomosauts KoMaHgy Ccbliku/OriaB/ieHue

\ = JoBasnTe TEKCT ~

? OBHOBWTE TAGAKMLY
JranasneHme

OrnasneHume

3. Bo Bkiagke OryiaBieHde AWasoroBoro okHa OrJiaBjieHWe U yKa3aTeld yCTaHOBHUTh
HY>KHbIe TTapaMeTphbl OTJIaB/ieHus. B MosiBUBIIIEMCST OT/IaB/IeHUH yOrpaeM JIMIITHUNA TeKCT,
u3MeHsieM pUQT, pa3mep. BriosiHe BO3MOKHO, UTO HOMepa CTPaHHL] B OIJIaBJIeHUU MOT'YT
He COBMazath. [jis1 3TOro0 CyiiecTsyer komaHza OOHOBUTH Ta0/IULLy.
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Ham 6osbIioit oKymMeHT roToB. [Ijsi Toro utoObl B TIOCTENCTBHUM OOHOBUTH OTJIaBJ/IEHHE,

Heo0X0ouMO cZiesiaTh Creyrolee.

1. YcraHoBuTe Kypcop B TO TOJie, TJe HAaXOQWTCsA OrJiaBieHue (Haj HWM TIOSBUTCS

[IAA/IOTOBOE OKHO).

2.B AWaJIOrOBOM OKHeE Or/iaBneHus1 HaXkaThb KHOIIKY

j"i' OBHOBWTE TaBAKMLY

Bbyper

TIpe/ICTaB/IeHO /iBa CIioco0a 0OHOB/IEHHS: 00HOBUTH TOJIBKO HOMEpPa CTPAaHHUI] U
00HOBMTH LIeIMKOM. B MepBoM c/iyuyae B Or/IaB/IeHMM KOPPEKTHUPYIOTCS JIUIIb HOMepa
CTPAHHUII, BO BTOPOM TIOSIBSITCS HOBBIE Pa3/iesibl / TIOpa3sziebl, €C/TH TaKOBble ObUTH

J100aB/IeHBbI.

3afaHue /1A CaMOCTOSITe/ILHON PadoThI

Co3patiTe 0OJIBIIION JOKYMEHT CIeyIOIIEero BU/a.

S

Fnasa l.

OrziaBnenne

Tnaga ll. fluHamuka i ToukU

Fnasa Ill. 3aKoHs!

Fnasa IV. HeMHepLMansHbie ciCTeMbI OTCYeT:

Fnaga V. Mexanuka Teepzoro Tena

Fnaga V. MexaHuk

Yerope s,

Tnasa I Dunarnca warepuamrof tosss

Fnaga VI, KoneGarensHoe AsnKeH

* [MHAVIIG H3YMBET ABMINE HHE TN € YHETOMTEX TIRHUMH,

7aBAMBAITT TOT WA HHOT

3TN PB3/161E B501RTCA MOATUR MBCCI U MMMYNECETENa,
el

* 8sogsmcn

Traga 11, 3axos: coxpanerms
* B 3TOM pasaeAE BE0AATCR MOHATHA SHEp A1 paGOTHL

CHETEMBI OTCHETa, CER3AMHBIE C TENOM, ABHIRYLLNCAC
yekope Hem

+ BSOSIATCA NOHATIR LEHTPOGEHOI CUTbl M CHsl KOpHOMUC

o TIpHEOAATER 33KOHS COXPAHE HILR AT HEWHEP LHBAEHEIX CHETEM

W.B. Cabenben: Kypc obuleit dpusukn

T'1aga V. Mexanmxa Teepaoro Tena

o PoCCMBTPHBSETCR AIIEHUE TEE PAOTO TENG, BEOARTCR NOHATHA
LEHTRE MACC, MOMEHT M TEH3OPE HHERLUAH.

PACCMBTPHEAETCA LENKEHM: TenasoKpyr i ocn.
BLIBOAATCR GOPM YS! ARA KHHETUAECKDH SHEPTHM
SPaLLL3I0LILErOCATE A3 H TE 3 MPM MAOCKOM ASHIKEHUM

+ OBuRCHASTCA NpWHLN paBoTsl rMpoCKona.

Taasa VI. PerATHEHCTCRAR MEXAHUKA

o B3ToMpasAEne paccHaTpUBBETCR ABMIE e TeA CO
CHOROCTAM, CPAEH HMISIMH CO CKOPOCTE CEETS, W, & 4aCTHOCTH,
CReLyanbHaR TEOPHA OTHOCHTEASHOCTH

+ VTOMHFKOTCA NIGHATHA MMNYMSCa H IHERT AN AR PEARTMEHCTC K0T
mexarmin

& OBACHAETCA B33MMOCERSb MACCHI H SHE PUM NOKOR

Taaga VII. KoneGateasHoe ABHmeHHe

« B 3TOM FNaBe 3aHNAABIATCA OCHOBHBIE NOHATHA
KOAEBETENbH 1 ASIKE . BEOAATCA MOHATUR 43CTOTS,
nepHoa, BMmAUTYAS

* PACCMETRMEIITCR,4E3 OCHOEHBIX W3 KONEGaHMI:

FBPMOHMYECKME U SETYHEOIIME.

PaCCMBTPUBAIOTCA BbIHYHAE HHBIE KOAEBEHUA U CAOKEHUE

EzaUmOnepREN UKy ARpHEI KOAEBaHM T

le/lMeanI/IEI Q)HprbI BCTABJIAOTCS B KOJIOHTUTYJIBI TdK XK€, KdK U B OOBIUHBIN AOKYMEHT,

YCJI0BHH, UTO Bbl HAXOAUTECH B PEXKMME peAdKTUPDOBAHWA KOJIOHTUTYJIOB.
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Pabota c hopmynamu

BcraBKa (l)OpMy.IIbI
,Z[J'IH CO31aHuA (bOpMy]'lbI H606XO,[[I/IMO rnpeaBapuTe/IbHO IIOMECTHUTb KypCOp B TO MeCTO
AOKYME€HTa, Tr[e IUIaHUPpYyeTe pPa3MeCTUTh (I)OpMYIIy U BBIIIOJIHUTH KOMAHAY BcraBka /
(I)opMyna /BCcTaBUTH HOBYHO d)OpMyJ'Iy WM HaXKaTh coueTaHue KiaaBuil alt+=.
COB,E[{:I,[LI/IM B Ka4eCTBe IpuMepa Cl)OpMy]Iy BbIUMCJ/IEHUA TPOI‘;IHOFO HUHTerpaJia I11o obactu V.
¥ (x)

)
jjff(x v, z)dxdydz = jdx f dy fyf(x v,z)dz

a vy (x) z3(xy)

BribupaeM pacriosioykeHue Haiieldi ¢hopMy/bl U BBITIOJHSIEM KoMaHay BcraBka /
®dopmyia / BCTaBPITb HOByIO Myny

Tokytrent Microsol er > Wicrosoft Word qu bopraya

1 (L=aEl
eTxa CTpaRuLE MKW Peuewswposamue  Bug Kowerpykrop

Q, TunepceeinKa [El Bepxnuii konontiya = A {3 3xenpecc-6nokn ~ [ B Crpoka noanmcn v
A 3axnanka i - ordart (5 Aama wepema
£ e a| @

s 0nti

"4 Ofmexr -

Texer

TaBnuue Vnmocrpauna

L1 popmyna (Alt-=)

BiTaBka CTaHAGDTHBIX MATEMGTUECKIK BOBMYN WNH NOCTDAEHME
c X GOPMYN C NOMOULBI0 BUBAOTEKM MATEMATHHECKUX

5 NOAY SEHAA AONOAHATENLHDIX COEACHWT HAKMHTE KaBk

{ Mecro s dopmymbL{

[Tocne uvero BeiCcBeTUTCS BKIagka KoOHCTpykTOp, rae OyAyT HaxXOAWTBCS TPU TPYIIIBL

Cepsuc, CI/IMBOJIBI, CtpyKTypsbl. C ITOMOILIBIO MHCTPYMEHTOB 3THX I'PYIIIl CO343eTCs dbopmyia.
U LY [FE focyment Microsoft Word = Microsoft Word T | i P

I MasHas  BeTaska  PasMeTka CTPaHMUBl  CoonkM PAccbikW  PELEHIMDOBaHME B

I_IIE \_IIEEI_I
[=11¥]

Cepanc 1 CumBons
L §

[

=r=1-. £ _x x 2 ‘
EE y e¥ux Lo 3 Orsee ¢
n @ Apogs Wrgerc Pagukan Vurerpan KpynHeii  CkoBka GyHKUWA ,«J,ua»mm
Ll onepatopT %

o

ol TekeT

CrpyKType!
| |

QEESSSNSIS NN L 2 ) "5 06 1 7 i B 105 1 10 i Al i 13 e .

I MecTo ans Gopmy b

Co3/jaHue CTpyKTypbl (hOpMYyJIbL.

B okHe penaktopa ¢opMys pasMmellaeTcsi HYy)KHas CTPYKTypa. 37eCb pacroJiO’KeHbI
C/lefiyrolie CTPYKTYpPbI: /1po0Ob, WHZAEKC, paJiKaj, WHTerpasn, KPYIHbIA OIepaTtop, CKoOKa,
(dyHKIUS, AMaKpUTHUeCKUe 3HaKu, Tpefiesl U lorapudm, oreparop, MaTpuLa.

KoHcTpykTOp !
X x X 1L i e *
x e [ > {0} sin® lim A [10
y € X Jx & {0k d nsco == |01
,Cl,poﬁb WHaekc Pa,a,nxan WHTerpan KpynHeit Crkofka ibyHKu,uq Awakputrdeckne MNpegeaw  OnepaTtop Matpuua
b » onepatop ™ T 3HIKK ™ norapugm T ¥

CTpyETypH

B Hamem ciiyuae Haxxumaem MHTerpas v BbIOMpaeM TPOHHON UHTerpaJl.
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P T — [E=2EaT

oBaHWe Bug KoHcTpykTop

SPIE 5 e* @l g orsee g jm A
WHrerpan

E| —| | dpoée WHaekc Paguka, pynHeil  CkoBka OyHkuywa Juakputuueckme [(Mpegenn  Onepatop MaT
= " v = nepatopt < t 3HaKK ~ naorapugm T - *
| Huterpans e
T T e R | ¢35 ¢ |+ 16 ¢ R

' MecTo anst GopMyJis]

Ho [ nHTerpan

3amno/iHeHHe CTPYKTYPbl CHMBOJIaMH

3aTeM co3laHHasi CTPYKTypa 3amojHseTcsl HY)XHbIMU CHUMBOJaMU. [IpU 3TOM MOXKHO
WICTI0/1b30BaTh K/IaBUATYPY WK IPYIITY CUMBOJIOB (/711 BCTaBKU B CTPYKTYPY CHMBOJIOB, KOTOPBIX
HeT Ha KJlaBUaType KOMIIbIOTepa).

[Z][=] =] MBI [ (= =] [«] > ][] [=]
=] [F][=][~][=][v][c][2][V][¥][¥][v][n][2]-

CHMEONE

1. Hwkuwuii npugen onpezgenvm Kak V. [Ijist 3T0r0 HAKMMaeM Ha HEro JIeBOW KHOIKOM
MBILLIY Y 3aIIMCbIBAEM HY>KHOE 3HaueHue.

2. Bepxuuii yzpansem. [ yzaaseHds HaKMMaeM Ha yZAansieMyio 00/1acTb IpaBoi
KHOTIKOM MBIIIX U BbiOMpaeM KoMaHly CKPBITb BepXHH IPU/e.

0 -]
J =2
i [ Napamerpe: scraskn:

S|

g};« DpodecconaneHui

?é JIHERHEIA
CoxpaHWTb Kak HOBYIO Gopmuyny...

30 M3MEHWTE NONOKEHME NPEAEN0E

CrpEITE BRPXHIE Npegen
3. [lanee 3amuicbiBaeM 1o/ HHTerpaibHyto GyHkiwio f(x,y,z) dx dy dz

4. Nns BcTaBku CKOGOK BhIOMpaeM Ha maHenn Crpykrypbl CKoOKa 1 BbiOupaem
HY)KHYIO HaM CKOOKY.
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PaGOTa CAHOpNY AN [ = U
KaHcTpykTOop

x x 3y 1]
] n f 3
s ol B0,

,.-Il,posb HH,U,EKC Pa,qMKaﬂ MHTerpan KpynHel CroBka
- onepaTo

in lim A

9 a oo ==
HKLI,MFI Ouakputuueckue [Mpegean Onepatop W
3HaKKM ~ norapndJM = =

5. Tak Kak y Hac He uyacTHbIM guddepeHian, TO MUILEM aHIIMIACKYI0 OykBy d. B
MPOTUBHOM CJydaeM BbIOMpaeM 3HaK uacTHOTO [JuddepeHMasa Ha TaHeIu

CHUMBOJIBI.
IIEIIIEHEIEIEI

CHUMEOAH

[omKHO TIOJTyUUTCS CIeytolee.

‘ f]f f(x,y, 2)dxdydz =|

[anee 3ammceiBaeM BTOPYIO YacTb ()OPMYJIBL.

6. [lna pobaeneHuss WHIEKCAa IIepeMeHHOH BbIOMpaeM Ha rmaHend CTPYKTypBhI,
Nuapexc/HwXHUI MHACKC.

Koncrpyktop

x n J'I ) in® :
Sin

e 2 {0} ¢

VI.HJIEK( PEﬂ,MKEﬂ WHTErpan Kpyneed  Cro6ka myHnu.mu Jnakput

X UHEDETUD' X ) IHEP

Bepxnwew m |
I

ﬂpo&b

| HuflcHuid nHAEKC
O6bIYHBIE W WHAEKCH

7. Bo usbexxanue mpob/ieM C 3arucChi0 WHIEKCUPOBAHHBIX MMEPEMEHHbIX 3aBUCSIIUX OT
JPYTUX TlepeMeHHbIX, I1epe/ 3aIMChi0 IIepeMeHHOM U MH/eKca BCTaBbTe CKOOKY.
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P
] — | ApoBe WHaekc Pagukan MHTerpan Epynuenl |CroBka|DyHkuvl |
- - b - - OMepaTop - -

CroBrn

EUEHIMPOEaHWE Ewng | KoHITpyETOR
<IEPIE: 5 e 9 L & [HO nd)

r

fj f(x,y,z)dxdydz = fdx J
4 a “iml

dy 23]

= CroBKW K pasgen

-

CepBuc
I'pynna CepBHC JaéT BO3MOKHOCTb U3MEHSITh IapameTphl (popmy .

én

'l Ehr
€5

dopmyna i e
- abe OBBIMHBIR TeKT

Cepemc

TaxoKe 371eCb MOYKHO BCTaBUTh B JOKYMeHT Word roToBble (pOpMyJibl. [/ 3TOr0 Ha)KMHUTe Ha
dopmyJia U BEIOEpUTE UHTEPECYIOIIYIO Bac (hopmMyiy.
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: ,
JU | reoeerem [ ][] =[] [~ =]
7

. IMH R
: =] [
- be O BBIYHBEIN TEKCT - v C
F Y

BCTpoeHHbIA

BvHoM HeloTOHA

(x+a)™= Z (:)x"a”"‘
=0

KeagpartHoe ypasHeHwe

—b+b:—dac
N 2a

MNAaocwaak Kpyra

A =mr?

PaznoxeHue cyMmMbl

nx mnin—1)x?
(1+x”=1+?+7‘: 2I} + o

Pap Tednopa

PPN A S <x<
ev = F ? ; o0 —o0 X oo

Pag @ypbe

nwx nwx
flx) =ag+ Zl (aﬂ cos—— +b, sinT)

3aBepiieHue co3jaHus (HopMyJibl

YroObl 3aKOHUWTH peJaKTUPOBaHWE (OPMY/Ibl W BBIUTM W3 KOHCTPYKTOpa (hopMyI,
HeoOX0/IUMO YCTaHOBUTH KypCOP MBIIIM BHe PaMKH, OTPaHUYMBAIOLLEl CO3[jaHHYI0 (GopMysy U
Ha)KaTh JIEBYH0 KHOIIKY MBbILIIH.

= R A AU — IR TR Ward ]
| o | sosee pmwenacpamnus Cocn Paccmen  Peuewwposamee  Bua a@
B & i Galbri(Ocvo -1t v AN | Aar % 441 9 [aasonery| nasoner;, aaboB aasoms Aab | A %;‘::::m
(P ;mpw;m oopany | K A L7 dhe %, -w. A - i 1 OBuisHb | 16es wTe.,  3aronoso.. 3aronose..  Hassamue - ”Z’;i“ﬁb :“mm,
By ep o6mera ] Wpndt £l al £l CTnam » | Peaakimposame,
T R S S T T I W R KR TR SR S TREY SRR

¥2(%) z2(xy)

ﬂ]f(x,y,z)dxdydzzfdx j dy j flxy.2)dz
Vv a

Y1 () z1(xy)

Onsa Toro utoObI OTpeJakTHpOBaTh (HOPMYJy, BCTAaB/IEHHYIO B [JOKYMEHT, AOCTaTOUHO
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YCTAHOBUTE Ha Hel KypCOp Y Ha>XaTb JIEBYIO KHOIIKY MBbIIIIHA.

oy Z
. = . = 4 Haiiru
Eji N Glori@ese w11 c|A A | Aa nssGBst AaB6B AaseBx AAD A Sowermrm
Em'sm W s R K £ U - e x, X° Bes wrte... 3aronose. 3aronoso..  Hassanme = Mz-m{ﬂ N s
Bydep o6meHa " WpndT £ ] CTHAM « | PeaakTposanne,
S S T S S S O O S O B R T
a
i b ¥2(x) z3(xy)
: fff fx, y, z)dxdydz = J dx J dy j fley. z)dz
: v a »1(x) z1(xy)

3afaHue /1A CAaMOCTOSITEe/IbHON PadoThI

ey e (32 iy (- Dy (22
(£ x+ Qdy+ Rdz (jSJ]' 9y dxdy + Ea dydz + % I dzdx

de +0d —ﬂ(aq ap)dd
x+Qdy = ax ay) Y
® )

Co3spatite c nomolsto KoHcTpyKTopa opmyn cienytomye (popMyJibl.
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