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BBEJ[EFHUE

NudopmaTuka — 3T0 TeXHUYECKasi HAyKa, CUCTEMATU3UPYIOIasi IPUEMbl CO3/1a-
HUsA, XpaHEHUs, BOCIPOU3BENCHHSI, 00pa0OTKU U NEpPeNaun JAHHBIX CPEACTBAMU BBbI-
yrcnutenbHol Texuuku (BT), a Takke mpuHIMIBI (YHKITMOHUPOBAHUS STUX CPE/ICTB
Y METOJIbI YIIPABJICHUSI UMHU.

OCHOBHBIE IOHATHUS:

- anmapaTtHoe obecnieuenue cpenacts BT;

- mporpamMmMHOe obOecniedeHue cpeacts BT;

- CpEACTBA B3aUMOJICHCTBHS allapaTHOrO U IPOrpaMMHOTO O0ECICUEHUS;

- CpelICTBA B3aUMOJICHCTBUS YEJIOBEKA C alllapaTHbIM U MPOrpaMMHBIM o0ecreye-
HUEM (TOJIb30BaTEILCKUN HHTEPdEIC).

COBOKYNHOCTh YCTPOMCTB, NMpEAHA3HAUYEHHBIX NJIs aBTOMAaTU3WPOBAHHOM 00pa-
00TKM AaHHBIX, Ha3bIBalOT BT. LleHTpanbHbIM yCTpOMCTBOM OOJBIIMHCTBA BHIYUCITH-
TEJbHBIX CUCTEM SBIISIETCS KOMIIBIOTEP — AJIEKTPOHHBIN NPUOOP, MpeaHa3HAYEHHBIH
IUI aBTOMaTH3alMK CO3JJaHUsl, XpAHEHUs, 00paOOTKU U TPAHCIIOPTUPOBKU JaHHBIX.

Jljis TOro 4ToObl MM0JIb30BAaTEIh MOT HE JyMaTh O TOM, KaK B KOMIIBIOTEPE MIPOUC-
XOJUT paboTa mpoleccopa ¢ mporpaMmMamu, JaHHBIMU U allllapaTHBIMHU yCTpPOICTBa-
MU, CYIIECTBYET crienuaibHas nporpamma. 1o onepamuronsas cucrema (OC).

[locne BKIIIOYEHUS KOMITBIOTEPA cpadaThIBaeT crelralibHas MuUKpocxema — [13Y.
Kowmmneke mporpamm mukpocxemsl [13Y nazpiBaerca BIOS — 6a3oBasi cuctema BBO-
na/BeiBojia. Ecam Bce B mopsiike, TO 10 OKOHYaHUHU paboThl nmporpamm BIOS naercs
KoMaHza 3arpy3uthb ¢ xkectkoro nucka OC. Ilocne 3arpy3ku OC Bce, 4TO MBI JiejIaeM

Ha KOMIBIOTEPE, MPOUCXOAUT nox ynpasiaeHuem OC.

Onepayuonnas cucmema Windows

Windows - 3to rpadudeckas ornepairoHHas CHCTEMA.
Ocob6ennoctu Windows:

- MHOT'033/1a4HOCTb;

- €IMHBII MPOrpaMMHbBIN UHTEPQEIC;

- eIMHBIN HHTEep(]eiic moap30BaTeNs;

- rpadudecKkuii UHTEPQEIC MOIb30BaTENS;

- €IMHBII anmnapaTHo - MPOrPaMMHBINA UHTEPPEIIC.

[Tporpammer B cpeae WINdOWS 4acto Ha3bIBAIOT MPHIOKEHHUSIMHU, a 3aITyIIICHHBIC
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Ha BBIMOJNHEHKE — 3a1adamu. Ita OC npeacTanisier co00i CTaHIapTHYIO T1aThopmy
JUIT MHOKeCTBa npuiioxkeHuil. EannooOpasue untepdeiica moinbpb30BaTeNs — €€ TJaB-
HOe mpenMyinecTBo. Bee paspaboranusie st Windows mporpaMmbl ©UMEIOT OYCHB
IIOX0HE, a 4aCTO M OJMHAKOBBIEC CPEACTBa yIpasiieHud. OKHa, MEHIO, TUAaJOTOBbIC
OKHa U METO/ibl pabOThl CTaHIAPTU30BaHbl. 3Hasl OJHY POTrpamMmy, JETKO OCBOUTH U
Ipyrue.

[Mocne 3arpy3ku OC oTkpbIBaeTcsi OCHOBHOM pabdounii 3xkpan Windows - Pabouui
cmon (Desktop). Ha Pabouem cmone pa3memarorcs o0bekTel Windows u yrpasiis-
foutre 3nemeHTsl Windows. Ilox oObekTaMu B JaHHOW ONEpalMOHHOM cucTeMe Io-
HUMAIOT NPAKTUYECKH BCE, C YEM OHA pabOTaeT, - MPUIIOKEHUS, TAIKU, TOKYMEHTHI,
ApAbIKU. Bce 00BEKTHI pa3inyuMel 110 cBoMM cBoiicTBaM. Ha Pabodem crosie Haxo-
IATCSl CUCTEMHBIE MAanKW ¢ Ha3BaHUsIMU Mou xomnviomep, Cemegoe OKpyceHue,
Kop3una u Bxooswue.

B HmxHel yacTu skpaHa (Kak IpaBuiio) pacronaraercs /lanens 3a0au - OCHOBHOE
CPEJICTBO B3aUMOJICHCTBUS C cUCTeMOM. [lanens 3a0au MOXKHO C IIOMOILBIO MBIIIN
PACIIONIOKUTh BIOJIb IPYTOro Kpas SKpaHa.

B uenrtpanbHoii yactu [lanenu 3a0au pacnoiaratoTcsi KHONKH, Kaxaas u3 KOTo-
PBIX COOTBETCTBYET pabOTAIOIIEH B JAHHBIII MOMEHT IPOTpaMMe MU OTKPBITOM Mar-
ke. B neBom yrny Ilanenu 3a0au naxonurcs kHonka /lyck. llemdok mo 3Toi KHOTKe
IPUBOJUT K TOMY, YTO Ha 3KpaHe NosBiseTcs [ nagnoe menro. IT0 MEHIO 00ecneun-
BaeT OBICTPBIN TOCTYM K NpOrpaMMam, a TAKXKe K JJOKyMEHTaM, KOTOpPbIE OTKpbIBa-
JUCH B TocsieHee BpeMs. JlJig Toro 4To0bl 3alyCTUTh HYKHYIO TPOrpamMMy WUJTU pac-
KPBITh HY>KHBIM 00BEKT, JOCTATOYHO OJHOIO IIEeTYKa MbILIbI0. OCHOBHBIE MyHKTHI
IJIABHOTO MEHIO:

o [Iporpammel - O3BOJISET OCYLIECTBUTD 3aIyCK IPOTPAMMBI.

o JIOKyMEHTBI - MO3BOJIAET 3aMyCTUTh HA PEAAKTUPOBAHHME OJIMH U3 IMOCIE]-
HUX 15 penakTupyembIX JOKYMEHTOB.

° Hactpoiiku - oToOpaskaeT CIUCOK KOMIIOHEHTOB, HACTPOMKY KOTOPBIX
MO>KHO U3MEHUTH: TaHENb YIIPaBJICHUS, IPUHTEPHI, MAHEIb 3a/1a4.

° [Touck - mo3BoJISIET HAWTU U OTKPBITH KOHKPETHBIN (Dailyl Wi mamnky, OThic-
KaTh B CETH HYXHBbI KOMIIBIOTEP.

o CrpaBka - BeI3BIBAET cripaBky cucteMbl Windows.



o BoimonHuTh - ncnone3yeTcs ais BeinoiaHeHus komang MS-DOS, nozBosnsier
3aMyCTUTh U3 CTPOKH JIFOOYIO TPOrpaMMy MO UMEHHM (ailyia Uiau JOKYMEHT Ha pelak-
TUPOBAHHE.

BbIxon u3 cruCTeMBI TaKK€ OCYIIECTBIIAETCS C MOMOIIBIO / 1a8H020 MeHIO TIPH BbI-
Oope myHKTa 3aseputenue pabomuwi. Ilocae 3T0ro MOXKHO BEIOpATh OJJUH U3 BapHUaH-
TOB:

- BBIKJTIOYUTH KOMITBIOTED;

- nepe3arpy3uTb KOMIbIOTED;

- BOWTHU B CHUCTEMY TOJ] IPYTHUM UMEHEM.

[Tpu BBIKITIOYEHUH KOMITbIOTEpA MPOUCXOAUT COXPAHEHUE U 3aKphITHE (ailioB
Windows. Heo6xomumo 10K IaThCsl, YTOOBI MOSBUIIOCH IIPHUTITANNICHUE BBIKITFOUUTH
WM TIepe3arpy3uTh KOMITBIOTED.

I'paduueckuit uaTepdeiic Windows opueHTHpOBaH Ha HCIOJIh30BAaHHE B KAYECTBE
yCTpOMCTBA LieJeyKa3aHUsl MaHUIyJsITopa Tuna “Meimb”. [lepemenienue ykazarens
MBI Ha SKPaHE MPOUCXOIUT CHHXPOHHO C MIEPEMEIICHUEM CaMOT0 MaHUIYJIATOPA
M0 TOBEPXHOCTH cToyia. Hanmnume Ha MaHUITYNIATOpE KHOMOK MO3BOJISET BHIOIHUTH
psn onepauuii. OOBIYHO MCTIOJIB3YETCS JieBask KHOIKa. Pexxe — mpaBasi.

Oounapnoii wenvox aeBoi kaonkoi Mpiu (Click) mpuBoauT K BBIACICHHIO 00B-
eKTa.

Hsotinou wenuox nesoi kaonkor meimu (DoubleClick) mpuBoauT k packpsITHIO
00BEKTa UJTU €ro 3aIyCKY.

Heuoicenue Drag and Drop (cxBaTHTb 00BEKT, IEPEMECTUTh U OTITYCTHTB), OCY-
IIECTBJIIEMOE JIEBOI KHOIKON MBIIIU B HAKaTOM €€ COCTOSIHUU, CITY>KUT JJIsl TIepe-
MEIICHUSI UM KOTIUPOBAaHUsI 00bEKTa U3 OJIHOTO MecTa B apyroe. Eciu aTo ke aBu-
’KEHHE OCYIIECTBUTH MPABOY KHOMKON MBIIIH, B KOHIIE TIEPEMEIICHHS TIOSBUTCS Me-
HIO C BO3MOKHOCTBIO BBIOOpA, U€M 3aKOHYHTH MEpEeMeIIeHHUE.

OounapHblil Weryox npasoil KHONKOU Mbliiy TIPUBOJUT K MOSBICHUIO BIMaAal0-
IIEr0 KOHTEKCTHOTO MeHI0. CoJIep)KMMOE MEHIO 3aBUCUT OT 00BEKTa, Ha KOTOPOM
HaxoauTcs Kypcop. CiieryeT HOMHHTD, YTO J1a)Ke MPU BbIIEICHHOM O0OBEKTE BbI3bI-
BaTh KOHTEKCTHOE MEHIO CJIeTyeT, TOMECTUB KypCcOp Ha HY>KHBII OOBEKT, a HE TJe-TO
PSAOM.

[Tpu padore B WiNndows MeIiibio ee Kypcop 4acto MeHsieT (popMy U aBTOMAaTHYC-
CKU IPUHUMAET BUJ, COOTBETCTBYIOIIMIA BHITIOJHAEMBIM JEHCTBUSIM:

a) yaIie BCEro OH UMEET BUJ] CTPEIIKH;



0) uHOT1a OH MPUHUMAET POPMY MIECOYHBIX YacOB, 3TO 03Ha4daeT, yro Windows B
JAHHBII MOMEHT HE 3aKOHYMJIA BBIIOJHEHUE MTPEABIAYILIErO 1eHCTBHUS;

B) €CJIM yKa3aTellb MBIIIK IPUHUMAET GOopMy MEPEUEepPKHYTOrO Kpyra, 3HAUHT, BbI
NBITACTECHh BHIMOJIHUTH 3AMPEIICHHYIO OMEePaIUIO.

Jliis s dexrrBHOM paboThl B WINdOWS BayKHO IMOHSTH, KAK OPraHU30BaH HHTEP-
deiic mporpamMmbl, 1 HAYYUTHCS HECKOJIBKUM MpuemMaM paboTsl ¢ HUM. OCHOBY MH-
tepdetica Windows coctaBistoT: 1oisi, KHOIKHU, CIIUCKH, OKHA U IPYTHE O0BEKTHI.
[Ipy MaHUIYJIMPOBAaHUM UMU BCETA AEUCTBYET OJHO YHUBEPCAIbHOE IIPABUJIO: CHA-
yaJjia Hy>KHO BBIOpaTh OOBEKT Ha KpaHe, a 3aTEM BBITIOJHUTH C HUM Ty UM UHYIO
OTIepaLHIo.

KHonku ucnons3yroTcs s BbI0O0Opa KOHKPETHOTO JEHCTBHS U3 HECKOIBKUX
npeajaraeMbix nmporpammoid. KHomnka npencrasisier co00i HEOOIBIIOE MOJIE € MOosiC-
HUTEIBHOM HAJIKCHIO WIIA YCIIOBHBIM 0003HaueHHEeM. UTOOBI TPUBECTU KHOIIKY B
NEHCTBHE, HY’)KHO HaXaTh €€, IIEJIKHYB 110 HEl MbIIIbI0. ECu Haanmuch Ha KHOTIKE
OneaHast, 3HAUYUT, OHA BPEMEHHO HEJIOCTYIIHA, U HAXKaTh €€ Hellb3sl. Brinenenue
OJIETHBIM LIBETOM MOXET TaKK€ MPHUCYTCTBOBATh B HA3BaHUAX KOMaHJ U MEHIO, KO-
TOpPbIE BpEMEHHO HEIOCTYNHbI. BbIieIeHne TeKCTa HaIMUCH Ha KHOIIKE C ITOMOUIBIO
PaMKH O3HA4aeT, YTO KHOIKa BhIOpaHa «I10 YMOJYaHUIO» U €€ Ha)KaTHhe MBIIIbIO0 MO-
KeT ObITh 3aMEHEHO Ha)kaTUeM KJlaBuilid ENnter Ha kiaBuatype.

Cnucku cinyxat popmoii IpecTaBICHUs IEPEUHs OJTHOTUITHBIX 00BEKTOB, pe-
YKUMOB U T.JI. JIJ1s1 5JKOHOMUHY MeCTa Ha KpaHe CIUCOK OOBIYHO OTOOpaKkaeTCs B
KOMITAKTHOM BHJI€ C Ha3BaHUEM BBIOPAHHOTO 37eMeHTa. YTOObI pacKpbITh CIUCOK,
noTpedyeTcsl HaKaTh Ha KHOTIKY C HalpaBJI€HHOW BHU3 CTPEJIKOM B €0 MPaBOM YIIIy.
Bbl yBUIUTE COAEPKUMOE CITUCKA B ONPEAEIIEHHOM IMOPsIJIKE, HalpuMep, B ajapaBuT-
HOM. J1J1 BEIOOpA JPyToro 3JieMEHTa CIHMCKa HYKHO HIEJIKHYTh MBIIIbIO IO €r0
Ha3BaHUIO.

JInHeiikn NPOKPYTKHU MIpeAHA3HAYEHBI JIJIs1 IPOCMOTPA JIIMHHBIX CITUCKOB, a
TaK)X€ COACPKUMOT0 OKOH. PaznuyaroT BEpTHKaIbHbIE U TOPU30HTAJIBHBIC JIMHEWKH,
KOTOPBIE COOTBETCTBEHHO PACIOJIAratoTCs CIIpaBa ¥ CHU3Y OTHOCUTEIBHO IpOCMaT-
puBaeMoro oobekTa. B Havane u KOHIE KaXK0M THHEHKH HaXOASITCs KHOTIKU. VX
Ha)KaTUe MPUBOJUT K CIBUTY OTOOpaxaeMoil B okHe nHpopmaruu. Mex 1y KHOMKa-
MU Ha JIMHEMKEe TPOCMOTpa pacloyiokeH OETYHOK — MaJIeHbKHM MOJBUKHBIN KBAJI-
pat. OH noKa3bIBaeT MECTOIMOJIOXKEHHE 0TOOpaXkaeMoil B OKHE MH(POPMAIIUU OTHOCH-

TENHHO BCEU MMEIOIIECHCS.



MeH10 npencraBiseT co00i HaAOOp KOMaH/I, MPETHASHAYCHHBIX JIJISl YIIPABICHUS
nporpamMmoii. MeHto ObIBaeT HECKOIBKHUX TUIIOB: CUCTEMHBIE, YIIPABJISIONINE, KOH-
TEKCTHBIE U TuKTOrpaduyeckue. CucteMHoe MeHIO eanHo it Beex Windows- mpo-
IpaMM U BKJIIOYAET B ce0s1 KOMaH/Ibl YIPABICHUS MPOTPAMMOM B IIEJIOM. Y TIpaBJIsi-
IOIee MEHIO MPEACTABISIET COOOM crienMaibHBIM 00pa30M OpraHU30BAHHBIN CITUCOK
BCEX JIOCTYMHBIX JIJIs1 KOXKI0M KOHKPETHON mporpaMmMbl KoMaHa. OHO OOBIYHO UMEET
UEpapXUYECKyI0 CTPYKTYpy. BBepXy MEHIO HAXOAUTCS 3aroJIOBOK, COCTOSIIUMN U3 HE-
CKOJIbKUX MYHKTOB. OTJIEbHBIN MTYHKT SIBJSIETCSI, B CBOIO OYEPE/b, CAMOCTOSITEIb-
HbIM MEHIO, Ha3bIBAEMBbIM KOHTEKCTHBIM. ECJIH IIEIIKHYTh MBIIIBIO IO OJHOMY U3 Ta-
KHUX ITYHKTOB, T.€. BBIOPATH €r0, MOSBUTCS MEPEYEHb BCEX JTOCTYMHBIX B HEM KOMAaH/I.

Jlist ynoOcTBa pabOThl B HEKOTOPBIX MIPOrpaMMax, HalpuMep B TEKCTOBOM pellaK-
tope WOrd, 1onoaHUTETBHO HCIIONIB3YIOT MUKTOTPAQHUECKUE MEHIO, Ha3bIBAEMbIC
MaHEISIMUA UHCTPYMEHTOB. Takasi maHeslb COCTOUT U3 MHOKECTBA KHOIMOK, Ha)KaTue
KOTOPBIX 9KBUBAJIEHTHO BHIOOPY KOMaH]I B MEHIO.

Iukrorpammel B Windows ncnoms3yroTes i1 0003HAYCHHS TPOrpaMM, CBEPHY-
TBIX OKOH, a TaKXe APYTruX OOBEKTOB: KaTaJIOrOB JUCKOB, HAKoNUTeNeu u 1.1, [Tuk-
TOrpaMMa MpeACTaBIseT OO0l HEOONBIIONH PUCYHOK C MOSICHUTENBHOW HAIIUCHIO
WJIU YCJIIOBHBIM 0003HAUYCHUEM.

Apabik - rpaduyeckuil 00BEKT JUIsl CChUIOK Ha Jipyrue o0bekThl. [Ipencrasmuser
co0oit rpaduuecKyro UKOHKY (IMMUKTOTrpaMMy) CO CTPEIKOM B JIEBOM HIDKHEM YTy U
coJiepKaTeIbHOM HaANKMChI0 BHU3Y. Mcmonb3yeTcs nis 3amycka NporpaMM WM 3a-
IPY3KU JOKYMEHTOB B MpeAHA3HAYCHHBIC JJIsI UX 00pa0OTKu mporpaMMmbl. B oTinuune
OT 3HAyYKa, CBS3AHHOTO HEMOCPEACTBEHHO C (haijioM, Mankou WU YCTPOUCTBOM, C
ApJBIKOM CBs3aH (aitn ¢ pacmupeHuem .Ink, xpansmmii uHDOpMaIUMIO O MecTe
HaxoXJeHus ¢aiina, Tanku ¥ KOMaHay JUIsl 3aITyCKa COOTBETCTBYIOIIEH MPOTPAMMBI.
JIJist OAHOTO M TOTO € O0BEKTa MOXKET OBITh CO3JaHO JH000€ KOJUYECTBO SPIBIKOB.
Co3znaHue SpJIbIKOB B Pa3JIMYHBIX IMANKaX, CChUIAIOMIMXCS HA OAUH U TOT K€ OOBEKT
BMECTO KOITUPOBAHUS ITHUX 0OBEKTOB, MO3BOJISIET COKOHOMUTH JUCKOBYIO MAMATh, TaK
Kak (paiin sipabika 3aHuMaeT okosio 200 GaiT, B TO Bpemsl, Kak caMm (pailst — B JeCATKH
pa3 Ooubiie. Eciiu meperMeHoBaTh nanky uiu (aiis, HaAmuCh K SPJbIKY HE MEHSETCS
U CBSI3b OocTaeTcs. HacThb SIPJIBIKOB CO3/1a€TCs aBTOMATUYECKH MPU YCTAaHOBKE MPUIIO-
xeHud Windows, HO MOKHO CO31aTh APJBIK U camoMy. JIJist 3TOro Ha HY>XHBINA (aiin
(WM ManKy) HaBOMST yKa3aTelb MBIIIM U HIENKAIOT MpaBoil kHOMKOU. [losiBnsiercs

KOHTCKCTHOC MCHIO — CIIMCOK KOMAaHJ/[, KOTOPLIC NOCTYIIHbBI B I[aHHBIfI MOMCHT AJId



naHHoro oObekTa. Boiouparor komanay Co3aath spiblk. Spiablk OyJeT UMETh UMS

«pibIK IS ...» W pacnoJiaraThCs B TEKYyIIEW Mamnke. DTO UM M PACIOJIOKEHUE

MOXHO U3MEHUTh KOMaH/I0i KOHTEKCTHOTO MeHI0 CBOICTBA — BKIaaKa SpIIbIK.
BaxxubiM nonatrem B Windows SIBISIETCS OKHO — 3aMKHYTasl IPSIMOYTOJibHAsE 00-
JacTh Ha SKpaHe, B KOTOPON MOTYT BBIMIOJHATHCS MPOrpaMMbl U Mpouecchl (puc. 1).
OMHOBPEMEHHO MOXKET OBITh OTKPHITO HECKOJIBKO OKOH. Hampumep, B 0HOM OKHE
MO>KHO OTKpPBITH MPOrpamMMy 3JEKTPOHHOW IMOYTHI, B JAPYTOM — padoTaTh C 3IIEK-
TPOHHOM TaOIMIIEH, B TPETHEM — 3arpykaTh U300pakeHus ¢ HupPOBOH KaMephl, a B
yeTBepTOM — 0GopMIIsATh 3aka3 B MHTepHeT-MarazuHe. OKHa MOXKHO 3aKphIBaTh,

nepemMeaTtb, U3SMCHATL HUX PA3MCPbI, CBEPTHIBATH B KHOIIKHM Ha ITAHCIIM 3add4 HIIN

pa3BEPTHIBATHL HA BECH DKPaH.
MNaHens MHCTRYMEHTOR

CTPOKE MEHHD

JHaq0K YMPEBNAKWErD MEHD  Crpoka 3aronoBka
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[inA BBIBO 1A CNDAEBKH HAMMHTE <F1>

KHOMKA NONock! NPOKPYTHW

Pucynok 1 — Bun okna Windows

Mo>xHO BBIACIUTD TPHU THUIIA OKOH:

[IporpammHoe (ITPUKIAAHOE) OKHO — OKHO, B KOTOPOM BBIMOJIHSAETCS MPO-
rpamma (ripuioxenue). s kaxaoro npuiiokeHus, a X MOKHO OJJHOBPEMEHHO 3a-
NYCTUTh HECKOJBbKO, OTKPBIBAETCS CBOE OKHO. [IpmioxeHue npoaomkaer padboTaTh,

HE3aBUCUMO OT (hOPMBI ITPEICTABICHHS OKHA.
[logqunHEHHOE OKHO — OKHO, CO3/I1aBaeéMO€ PabOTAIOIINM MPUIOKEHUEM IS

CBOUX HYXI W B IIPCACIaxX CBOCTO OKHA, T.C. €ro HCJIb3A IICPCMECTHUTL HIIN pasdBHU-



HYTh 3a TIPEAeIbl MPOorpaMMHOTO OKHA. CIy>KUT IJis MHAWKAUA 00pabaThiBaeMbIX
JOKYMEHTOB, KAPTUHOK U T.1I. Ero comepkumoe onpenensiercs OTKPbIBIIECH €ro npo-
IrpamMMoOH.

- JlmanoroBoe OKHO — OKHO, UCIIOJIb3yEMOE JIJIs1 BBIBOJIAa HA KOPOTKHUM CPOK Ka-
KoH-1100 nH(pOpMaIuu, 3anpoca Ha T€ WM UHbIE IEHCTBUS, BBOJA KaKUX-IHOO JaH-
HBIX "W T.7. BEIBOAUTCS Bceraa MOBEpX APYTMX OKOH M HHUKakKas paboTa ¢ mporpam-
MOM HEBO3MOXHA JI0 OTBETA HA 3alPOC U 3aKPBITUSA OKHA.

OKHO MOXET UMETh TpU (HOPMBI TIPEACTABICHHS:

- TIOJIHO3KPAHHOE - BBIJICJICH BECh JOCTYIIHBIN 3KPaH;

- HOpMaJbHOE (OKOHHOE) - BbIIEJIEHA TOJIBKO YaCTh JOCTYITHOTO YKpaHa;

- CBEPHYTOE B 3HAYOK.

Pa3zmep oxkHa B HOpManbHOM NPEACTABIECHUH MOXKHO TUIABHO M3MEHATH, MIEPETAC-
KHBasi €ro rpaHulbl WM yroa (B 3TOM cllydae pa3sMep MEHsSeTcs cpa3y B JBYX
HarpaBieHusx). [lepetackuBasi 3arojJoBOK OKHa, MOXKHO IEepeMeniaTh ero B J0CTYII-
HOI1 001acTH PKpaHa.

JIto60€ OKHO MMEET CIIEeIYIOLIME COCTABIISIIOLIUE:

1 3nauok ympasmstoniero MeHto. lllenuok Ha HEM aKTUBU3UPYET YNPABIISIONICE
(OKOHHOE) MEHI0, TMO3BOJISIONIEEe U3MEHUTh (POpMY TMpEeACTaBICHUS OKHA, 3a-
KPBITh OKHO U pabOTaIOIIyI0 B HEM MPOTpaMMy, a TakKe C MOMOIIBIO KIIaBUa-
Typbl U3BMEHUTH Pa3MepPbl WIH MEPEMECTUTh OKHO. KOMaHIbI MEHIO OKHA MMe-
IOT CJIEIYIOIIEE HA3HAYCHHUE:

- CBEpHYTh — CBOpAUMBAHUE OKHA B TUKTOTPaAMMY;

- pa3BEepHYTh — pacnaxrMBaHUE OKHA HA BECh 3KPaH;

- BOCCTAaHOBUTb — BOCCTAHOBJICHHE IEPBOHAYAIBHOTO pa3Mepa OKHA, KOTOPBIA

OBLI TIEpe]T €ro CBOpauMBaHUEM WIIH PACIIaXUBAHUEM;

- IEPEMECTUTh — U3MEHEHHUE MOJIOKEHUSI OKHA HA DKPAHE;

- 3aKPBITh — 3aBEPIICHUE PAaOOTHI MPOTrPaMMBbI U 3aKPBITHE €€ OKHA;

- TIEPEKIIIOYUTHCA B — MEPEKIIOYEHUE MEXKAY HECKOJBKHMH 3alylIEHHBIMU MPO-
rpaMMaMH.

2 Crtpoxka 3aronoBka. Colep>XUT HAMMEHOBAHUE MPOTPAMMBI, TOKYMEHTA, 3aro-
J0OBKa W T.J. ECTM OKHO aKTHBHO M TOTOBO K BBINOJHEHUIO KaKUX-TTHOO JCH-
CTBUM B HEM , HAJIIIUCh CBETJIasl Ha TEMHOM (pOHE, MHAYE — TEMHASI Ha CBETJIOM.

3 Knomka cBEépThiBaHMS = (MUTHUMU3AIINH) JJIsl CBOPAYMBAaHUS OKHA B 3HAYOK.

4 KHomka BOCCTaHOBJICHUS. HepeKJnoquI/Ie MCKAY IHOJIHOOKPAHHBIM M OKOH-
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HBIM peXMMaMu. B mMogHOM »sKpaHe Ha Heil HapHCOBaHBI J1Ba KBajapaThka &l u He
BUJIHBI TPAHUIIBI OKHA, @ B OKOHHOM — ofuH kBaapaTuk &l. [lepexitoueHne MOXHO
BBITIOJHUTH JTBOMHBIM IIETYKOM Ha 3ar0JIOBKE OKHA.

5 Knomka 3aKkpbITHg X1 — 3aKpbITHE OKHA M paboTaroiield B HEW MPOrpaMMBbl.
Jpyroii ciocod — Alt+F4.

6 Crpoxka meHto. ComepXuT psiz oneparuii, JocTynHbIX nmporpamme. lllemaok Ha
KaKOM-JTHOO0 MyHKTE PaCKPhIBAET ONEPALIMOHHOE MEHIO.

7 PabGouee mone — 00acTh OKHA JJIs1 pa3MelieHusi 00BEKTOB (TEKCTOB, PUCYH-
KOB, 3HAYKOB, IPYTUX OKOH) WJIM BBIITOJHEHHS ICHCTBUH.

8 Kuomnku nonocs! npokpyTKH. [1070CH MPOKPYTKH MO3BOJISAIOT MIPOKPYUUBATH B
OKHE JIOKyMEHT IMOJI00HO pyJIOHY (KOTJa ero pa3Mepsl MPEBHIIIAIOT pa3Mephbl OKHA).
[Iex4ok Ha KHOMKE MPUBOIUT K MEPEMEIIEHUIO JOKYMEHTA Ha OJHY MO3HUIUIO B YKa-
3aHHOM Ha KHOIKE HAIPaBIICHUU.

9 beryHoK 1moiocsl NPOKPYTKU. YKa3bIBaeT MOJI0XKEHUE B JoKyMeHTe. Ero nepe-
TacKMBaHUE ObICTPO mepemMernaeT AokyMeHT. lllendok Ha mosoce 3a OeryHkoM mnepe-
MEIIAaeT Ha OJIHY CTPaHUILy PKpaHa B COOTBETCTBYIOIIYIO CTOpPOHY. Pa3mep OeryHka
COOTBETCTBYET 00BEMY BUIUMON Ha HKPAHE YaCTH JOKYMEHTA.

10. ITaHens MHCTPYMEHTOB - CTPOKA, CTOJOEI WJIM OJIOK SKPAHHBIX KHOIMOK WJIN
3HaYKOB B rpaduueckoM uHTepdeiice moap3oBaTenst nporpammbl. Haxumas stu
KHOIIKM WJIM HIEJIKas 3HaYKH, M0JIb30BaTENb aKTUBU3UPYET ONpPEEICHHbIE (PYHKINU
nporpammel. Hampumep, nanens uHctpymeHToB Microsoft Word conepxut (cpenu
POYMX) KHOMKH U U3MEHEHHSI HauepTaHUs TEKCTa Ha HAKIIOHHOE WM TIONTYXKHP-
HOE, a TaKXe JUJIsl COXPaHEHUS U OTKPHITUA JOKyMeHTOB. [lonp3oBarensiM yacTto
IPEIOCTABIISETCS BO3MOXKHOCTh HACTpauBaTh MMAHEI UHCTPYMEHTOB M MEpeMelaTh
UX I10 SKpaHy.

Ha Pa6bouem cmone Windows mMoryT pacronaratbcsi HECKOJIBKO OKOH. J[7st yiryd-
IICHUS BUIUMOCTH KaXKIOTO U3 HUX OKHA MOKHO TepeMeNIaTh mo skpany. s aToro
HEO0OXOJMMO YCTAHOBUTH KypCOP MBIIIIN Ha 3ar0J0BOK OKHA, HAXKaTh Ha JIEBYIO Kila-
BUIITY MaHUIYJISITOPA U BBIIIOJIHUTH OIEpaluio nepemMenieHus. Te ke AeCTBUS MOX-
HO BBITIOJTHUTH C MTOMOIIBIO0 KOMaH/bl CUCTEMHOTO MeHI0 [lepemecmums. Ilocie BbI-
Oopa KOMaHbl yKa3aTelb MBI TPUMET BUJ] HAPABICHHOW BO BCE CTOPOHBI CTPEII-
ku. C TOMOIIIBIO KIJIaBUIII YIPABIECHUS KypCOPOM OKHO TIepeMeNIaeTcs B Hy)KHOM
HaIpaBJICHUH, a U1 (PUKCAIIMH €70 MECTOIOJIOKEHHS HY>)KHO Ha)KaTh KIJIaBUIILY

Enter. [1ns n3aMeHeHns BEPTUKAJIBHOTO pa3Mepa OKHA HY>KHO YCTaHOBUTH KypCoOp
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MBIIIY HA HUYKHIOIO WM BEPXHIOIO TPaHUIly, HAXaTh HA JIEBYIO KJIABUIILY MaHUITYJIsI-
TOpa U BBIOJIHUTH OMEPAIUIO MEPEMEIICHUS MBIIITBIO COOTBETCTBYIOIIECH IPaHUIIbI
BBEPX WM BHU3. AHAIOTUYHO U3MEHSIETCSA U TOPU30HTANIbHBIN pa3Mep okHa. Eciu
YCTAaHOBUTH KypCOP MBIIIU B OJIUH U3 YIJIOB OKHA, TO U3MEHEHUE Pa3MEPOB OKHA
MO>KHO Tak>kKe MPOBOJUTH OJTHOBPEMEHHO MO JBYM HaIPaBICHUSIM.

B cucteme Windows cymiecTByeT oueHb OOIIMpHAs CHpaBOYHAsi WH(OpMALIUS,
KOTOPOU MOKHO BOCHOJIb30BATHCS B JTH000I1 MOMEHT.

Br30B Ha 2KpaH crnpaBOYHOW WHGOPMAIMH MOXKHO BBITIOJHUTH HECKOJIbKHMHU
crocobamu:

e HaxxaTp kHOIIKY //yck 1 BBIOpaTh B TIaBHOM MeHI0 Crnpaska.

e AKTUBU3HMpPOBAaTh KOMaHAy Bvl306 cnpasku W3 MEHIO OKHa Mot komnviomep
WM U3 OKHA [Ip068OOHUK.

e Haxatp knaBumny F1 v nonyuuts cipaBKy O 3alyLIEHHOW MPOrpaMMe.

OKHO CIIpaBKHM COJEP>KUT 3arojoBOK C Haamucbto Cnpagounas cucmema W TPU
Briaaku: Coodeporcanue, Ilpeomemuwiii ykazamens, I[louck.

OCHOBHYI0O 4acTh OKHa 3aHMMAET I0JIE C MEPEYHEM Pa3/IEIOB, YHOPSAOUYECHHBIX
TEMAaTUYECKH, 1I0 KOTOPBIM MOXHO MOJYYHUTh CIOPaBKy. BHU3Yy OKHa pacroyiO’KEHbI
KHONIKU: Bwigecmu, [leuamams, Ommena. Ha3zBaHue KHONIKU Bwvigecmu MEHSETCS B
3aBUCHUMOCTH OT TOTO, YTO MbI BBIJICJIUM B OKHE:

* Ha3BaHue TeMBI.

* Ha3zpanwue paznena.

[Tocne Toro, kKak Moib30BaTEIh BHIOEPET TEMY CIPaBKH, HA IKpaHE MOSBISETCS
okHo Windows, coxepikaiee cnpaBouHyro uHpopMmanuio. [lo ymonuaHuioo OKHO
CIIPaBKH PACMOJaraercsi MoBepX OCTAIbHBIX OKOH. OKHO CIPaBKU COAEPKUT 3aroJio-
BOK, HIMJKE 3arojIOBKa pacroJiaratoTcsi Tpu KHONKU: Pazoenvt, Hazao, Ilapamempoi.
HaxxaB Ha kHOTIKY Paszdensi, Mbl BepHeMcs B OkHO Cnpasounas cucmema. KHorka
Ha3zao no3BoisieT BEpHYTHCA K MPEIBIIYIICH CTpaHUIIEe CITPaBKH.

Brimonunenue OonbpmmHCTBa 3aa4 B Windows BkiroyaeT paboty ¢ ¢aaamMu u
NanKaMu.

daiin1 - 3aBepIICHHBI UMEHOBAaHHBIM HA0Op JTAHHBIX, TAKOW KaK MpOrpaMma, uc-
MOJIb3YEMbI MPOTpaMMOil HAOOp MAaHHBIX WM CO3J@HHBIM MOJB30BATENIEM JOKY-
MeHT. Dain ABIIETCA OCHOBHOM €IWHHUIIEH XPAHEHHUS], MO3BOJISIIOIIEN KOMIBIOTEPY
OTJINYaTh OJIMH HaOOp AaHHBIX OT apyroro. [lojgb30BaTenbs MOXKET HU3BJIEYDb JAaHHBIE,

coOpaHHble B (pailiie, IBMEHUTh WX, YAQIUTb, COXPAHUTh WJIM OTHPABUTH HA TaKOE
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YCTPONCTBO BBIBOJIA, KAK IPUHTEP WJIM TPOrpaMma dIEKTPOHHOU IMOYTHI.

IManka - koHTeiHep A mporpaMM U ¢aiyioB B rpaduyecKkux uHTEpdeiicax nosb-
30BaTeIsl, 0TOOpa)kaeMblif Ha dKpaHe ¢ MOMOIIBIO 3HAYKA, UMEIOIIETO BUJ KaHLIEISP-
ckoi manku. [lanku ucnonb3yroTcst A yNopsSA0oYeHUs IPorpaMM U JOKYMEHTOB Ha
JUCKE U MOTYT BMEIIATh Kak (haliibl, TaK U JPYTUe MaKu.

Windows Bcons3yeT CTPYKTypy MaIloK B Ka4eCTBE CUCTEMbI XpaHeHUs (anioB
Ha KOMITBIOTEpPE, TOJI00HO OYMa)KHBIM TankaMm, B KOTOPBIX XPaHUTCS COIEPKHMOC
KapTOTEKHU.

[Tanku MoryT cofepkath (Haiiibl pa3IMuYHBIX TUIIOB — JOKYMEHTBI, My3bIKaJIbHbIE
KJIUIIBI, U300pakeHusi, BUIECO, IporpaMMbl U JIp. MOXHO co3/1aBaTh HOBBIC MAIKU U
KOITMPOBATh WM TIEPEMEIaTh B HUX (DAMIIBI U3 IPYTUX MECT — W3 APYTUX MAaIoK, C
JIPYTUX KOMITbIOTEPOB WK U3 MHTepHEeTa. B mamkax MO>XKHO cO3/1aBaTh MO IIAIKH.

Hampumep, ecnu s co3manust 1 XpaHeHUs (HalioB MCHOJIb3yeTcs manka Mou
O0OKYMeHmbl, MOKHO CO3JaTh B HEW HOBYIO MamKy JJIsi pa3MenieHus: 3Tux ¢ansos.
Ecnu HOBYIO manky moHagoOUTCsl MEPEHECTU B JIPYroe MECTO, €€ MOXKHO 0e3 Tpyna
MIEPEMECTUTh BMECTE CO BCEM COJICPKMMBIM, BBIOPAB €€ W IEpETAINB MBIIIBI0 Ha
HOBOE MECTO.

K ¢pynkuusam ¢PpaiijioBoid CUCTEMbI OTHOCSTCS CIEAYIOIINUE ONEPALIAHN:

- co3zianue (haisos;

- CO3JIaHH€ KaTaJIOroB (TaIoK);

- IepeMeHOBaHKE (PAiJIOB 1 TATIOK;

- KOIMPOBaHUE U TIepeMeIIeHue (aitios;

- ynasienue (aityioB u mamnoxk;

- MOUCK (haiira UK Manku 1o (HanIoBor CTPYKTypeE.

Pabota c ¢aiinamMu U mankamMu OCYIIECTBISETCS 4epe3 mporpammy [lpogoonux
WM ¢ TIOMOILIbI0 nanku Mou komnviomep. Ecnu OTKpBITh nanky Mo komnwsiomep,
TO MOXHO YBHUJETh COJACPKUMOE KOMIBIOTEpa — TUCKHA. ECIIM MIETKHYTh ABAX bl Ha
3HAYKE JUCKA, OTKPOETCS COIEPKUMOE ITOTO JIMCKa - manku u ¢ainsl. Ecaum menk-
HYTh JIBOK]IbI HA 3HAYKE TAIKH, OTKPOETCS COJIEP)KMUMOE ITOM ManKu U T.J1.

IIposoonux Windows 1mo3BoJisieT OBICTPO TPOCMATPUBATh Bee (haliibl M TIANIKUA Ha
KOMITBIOTEPE, a TAK)Ke KOIMMMPOBATh U TIEpeMeIIaTh Gaiiibl U3 OJHOM IMalKu B APYTYIO.
[Tonb3yiitech IIpogoonuxkom Windows, €civ U3BECTHO pacrosioxkeHue Qaina wiu
TIATKH.

OcHoBHBIE KOMaHbI i paboTel ¢ (aitnamu u nankamu — Cozdams, Konupo-
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gamv, Bvipezamb, Bcmasumb. DT KOMaHABI AOCTYMHBI JHOO Yepe3 MyHKT MEHIO
Ilpaska, nu0o yepe3 KOHTEKCTHOE MEHIO, BHI3BIBAEMOE MPABOM KHOMIKOM MBIIIH.

Coznanme (aiioB yaile BCEro MPOUCXOTUT BO BpeMsi pabOTHI ¢ IpOrpaMMaMu.
Nms daiina cocTouT U3 ABYX 4acTell — COOCTBEHHO UMEHH M PACIIUPEHUS, T YacTH
paznensitorest Toukoi. Mmst daitna MoxkeT ObITh H00BIM HA0OPOM CHMBOJIOB, KpOME
cnenuanbHbIX: /\: * ? <>|. PacmmpeHne HeceT CrenualIbHyI0 HHPOPMAIIUIO O TH-
ne (paityla ¥ aBTOMAaTHYECKH TPUCBAUBACTCSA MPOTPAMMOM, B KOTOPOM (aiii co3maH.
Hanpumep, rabotal.doc (ums daiina - rabotal, pacumpenue - doc) mokaspiBaeT, 4yTo
3TO (hailst cozman B TeKCTOBOM penakTope Word.

Co3nanme nanok. Boiitu B manky, rae OyJeT HaXOJUThCs HOBas IMarka, BEIOpATh
nyHKT Cozoams — [lanky. HabGpaTh uMs manku 1 HaxaTh kiasuiry Enter.

Boinenenue daitioB u manok. YToObl MPOU3BECTH KAKYIO-TMOO OMEPAIUIO C JIIO-
ObIM OOBEKTOM, €r0 HYXXHO BbLACIUTh. BBIIETUTh OJUH OOBEKT MOYKHO ILETYKOM
MbIM. Eciay HYXHO BBIIETUTH TPYNNY CIAEAYIOIIHMX MOAPST OOBEKTOB, HYXHO
LIEJIKHYTh MBIIIKOM Ha MEPBOM M3 HHUX M IIEJIKHYTh MBIIIKOW C HAXaTOW KJIaBHILEH
Shift Ha nocnengneM. Eciu HY’KHO BBIIETUTH TPYHIy TPOU3BOJIBHO PACTIONOAKEHHBIX
OOBEKTOB, HY’HO LIEIKHYTh MBIIIKOW Ha KaKJIOM M3 HUX ¢ HaxkaTou kinasumien Ctrl.
JloOaBnieHre WK yganeHue 00ObeKTa U3 TPYMIbl OCYIIECTBISAETCA MIETYKOM C HaXa-
toil knaBumien Ctrl. I[locne BbIaeeHns rpymbl paboTa ¢ HEH MPOUCXOJUT KaK C O~
HUM OOBEKTOM.

Konuposanue }aiioB u namox.

JJ1st KonMpOBaHUS HYKHO:

1 BeigenuThb HY>XHBIH OOBEKT.

2 BeiOpath nyHKT IIpaBka - KonupoBaTs.

3 Boiitu B mamnky, KyJia Hy>kHO CKOITUPOBAaTh OOBEKT.

4 BeiOpatb nyHKT [IpaBka — BcTaBuTh.

Ilepememenue (aityioB 1 marmnox.

JIns nepeMenieHnst HyKHO:

1 BeigenuThb HYXHBIH OOBEKT.

2 BeiOpath nyHKT IIpaBka - Boipe3arts.

3 Boiitu B mamnky, KyJia Hy>KkHO BCTaBUTh OOBEKT.

4 BpiOpatb nyHKT [IpaBka — BcTaBuTh.

KonupoBate 1 nepemeniate 00beKTHl MOKHO NepeTackuBaHueM. B 3ToM ciyuae
JOJIKHBI OBITh OTKPBITHl OKHA MaNKW, U3 KOTOPOW KOMHUPYIOT, U MamnKu, B KOTOPYIO

KOIINPYIOT. HepeTaCKI/IBaIOT BBII[GHGHHBIﬁ O0OBEKT U3 OZIHOI'O OKHa B JPYTO€ MBbIIIBIO
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C Ha)KaToOW TpaBOW KJIABHUILIEH, B MOSIBUBIIEMCS MEHIO BBIOMPAIOT HYXKHBIA MYHKT:

Konuposams vnu Ilepemecmume.
Ynanenue ($aiiioB u namnoxk.
JIns ynaneHus HyKHO:
1 Beiienuth HY>KHBIH OOBEKT.
2 BeiOpatp nyHKT Dailn - Y 1aJnTh.
MO>KHO TakKe MepeTamnTh 00beKT B Kop3umy.

OObekThI ((haiibl, Manku, SPIBIKA) MOTYT TO-pa3HOMY OTOOpaXkaTbCs B OKHE. 3a

croco0 oToOpaxeHusi OOBEKTOB OTBeYaeT MeHIo Buo. Ha puc. 2 o0bekThl 0TOOpa-

YKAIOTCS B BUJIE TAOJMIIBI C YKa3aHUEM UMEHHM O0BhEKTa, 00beMa, yKa3aHUs TUTIA U Ja-

ThI co3aaHus. MOXXHO npeaCTaBUTh OOBEKTHI B BHUJC CITMCKA, KPYIIHBIX WJIW MCJIKHX

3HaykoB. C MOMOIIBI0O MEHIO Bud 00BEKThl MOXKHO YIOPSAOYUTH (COPTUPOBATH) IO

HMCHH, pa3MCpPy, TUITY WJIN BPCMCHU U3MCHCHU.

WIN98 (D:)

File Edit  Wiew Favorites Tools  Help

QBack - _) lﬂ: }:‘J Search i Folders v

Mma Pazmep  Thn

P .
Zanaum ana daidinos v nanok X () Programs Marka c darinamA

() 5ikes For MNanka c darnamH
() To wark Maria c arnamm
CTOoL Mania ¢ dadinamm
) TPT Manica © dadinamm
Chusr Maria c arnamm
[C2)WEBMONEY Mania © dadinamm
[C)wWebServers MNanka c darnamH

79 Cosaate HaByka nanky
&8 OnyfnukoeaTe nanky & Befs

(& OTKPEITE ofWi A0CTYN K 3Tof
narke

Opyrve mecra

) Ana_K Maria c arnamm
g Mod komneraTep ) AokymenTauma E——
[} Mon aokymeHTEl D ®afine: Internetl doc, Internet3.doc, Internet2,doc, ...
[C3) CBluke AOKYMEHTEI i) - Man & F
- oD Manica © dadinamm
‘:J CETEEOE DRy KEHNE @ 1335KE ACDSes IPG Ima
ae
E] 1111 1KE  TEKCTOBLIT A0KYMEHT
MNoapobo @ A3333a 1 KE TEKCTOBBIA AOKYMEHT
@cat.ﬂ.utn 4kE  ACDSes JPG Imade
WINGG (D:) Ig 1567 KB Winamp media file
TNokaNEHeIR AHCK [«1q 1414 KB  Winamp media file
Mhafinoean cHcTema; FATIZ [ 2244 KE Winamp media File
CeoboaHo: 125 MEB [Z] nsTALL 2KB TerCTOBBIA A0KYMEHT
MonHE obeem: 11,3 GB Emy 1414 KE  Winamp media File
@SElection J0KE  ACDSes JPG Inade
@Bblnym 22 KB AokymeHT Microsof ..,
[]u Z364KE  Winamp media File
anBpaTHDETM 71KE [okymeHT Microsaf..,
@Hpnbm AnA LIE 1KE Hpneik
Eﬂpnbm Ana 1KE Apneik

Pucynok 2 — OtoOpakeHnue 00bEKTOB B OKHE

MzmeHeEH

05.09.2001 1:05
01.04.2003 8:55
0z,01.2002 12:38
13.04,2002 22:53
23.11.2002 17:07
14,11,2002 5:29
01.,01.2001 14:58
09,02,2004 19:22
21,09,2002 4:45
08.09.2001 1:20
07.10,2003 10:26
25,05.2004 19:43
28,07.2001 20:49
18.07.1994 12:00
09,08.2004 12:24
01.01.2000 5:39
28.06,2003 10:02
0z,01.2002 12:38
0z,01.2002 12:38
16,10,2002 18:33
158.11,2003 18:17
0z,01.2002 12:38
24,09,2003 23:32
09.06,2004 10:53
17.10,2002 17:18
05,02,2003 19:16
17.07.,2003 15:20
17.07.2003 18:19

u

|

<

TonbKO YacTh MpoOrpaMM B pacCMaTPUBAEMOM ONEPALMOHHON CUCTEME MOYHO 3a-

MHUCaTh Ha CBOM KOMIIBIOTEP MPOCTHIM KOMUPOBAHUEM. BOJIBIIMHCTBO MPUIIOKEHUN
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Windows Heo0X0auMO yCTaHABJIMBATH CICIHAILHBIM 00pa3oM. YToOBI ycTaHO-
BUTH MPOTPAMMYy C KOMITAKT-JAMCKA WA JUCKETHI, BRIOEPUTE B MEHIO [/ycKk KOMaHITy
Ilanenv ynpasnenus, 3aTeM IEIKHUTE 3HAYOK Ycmanoeka u yoaneHue npozpamm, a
3areM - kHOTIKY CD wnu ouckema. Jlanee ciaepyite MHCTPYKIUSAM, MOSBIISIOIIUMCS
Ha 3KpaHe. [Ipy uCronb30BaHUU CPENCTBA YCTAHOBKHU U YAAJICHUS MPOTPAMM MOTYT
OBITH YCTAHOBJICHBI TOJIPKO TIPOTPAMMBI, pa3padOTaHHbIE sl OTIEPAITMOHHBIX CHCTEM
Windows.

UtoOBl 3aMEHHUTHh WIH YJAIUTH MPOTrpamMmy, BeIOEpUTE B MeHIO [lyck KOMaHIY
llanenv ynpasnenus, 3aTeM HICIKHUTE 3HAYOK Ycmanoska u yoaneHue npocpamm.
Haxxmure kHonky M3menenue unu yoanenue npoepamm M BBIICIUTE MIPOrpamMmy, KO-
TOPYIO CIeAyeT 3aMEHUTh WIH YAAIUTh. HaXMUTE COOTBETCTBYIOIIYIO KHOTIKY:

- JIUIS1 3aMEHBI TIPOTPaMMbI HAKMHUTE KHOMIKY 3aMEHUTH/ Y TaUTh Wi 3aMEHUTH;

- U1 yIAJCHUS TIPOTPpaMMbl HAKMHUTE KHOMIKY 3aMEHUTH/ Y JATUTh UK Y JaJIATh.

BynpTe BHUMATEIBHBI: MPU HAXKATUU KHONKHU 3JameHums WA Yoarums HEKOTO-
pbi€ MPOTPaMMbl MOTYT OBITh yAajieHbl 0€3 JOMOJHUTEIBHOTO MPEIyNPExKACHUS.
[lepen ynmameHueM mporpaMMbl MOXHO YIIOPSAOYUTH, BHIOPAB HEOOXOAMMBIA BapH-
aHT B moye co ciuckoM Copmuposexa. Ilpu HCTIONB30BaHUH CPEACTBA YCTAHOBKH U
yAaJICHUS TIPOTPaMM MOTYT OBITh YAQJICHBI TOJIBKO MPOTPaMMBI, pa3paboTaHHBIC IS
onepannoHHbIX cucteM Windows. JIjisi BceX OCTalbHBIX MPOrpaMM ClieayeT oOpa-
TUTHCS K JOKYMEHTAIlMU W BBISICHUTb, JOJKHBI JIM OBITh YJAJ€HBI JIpyrue (aiisl
(manpumep, daiisl .ini).

Ecnu Bam HeoOxonuMo HalTu Ha nucke (aitn unu nanky, Windows npeajaraet
HECKOJIbKO BO3MOYKHOCTEH BBIMOTHEHUSI moucka. CpenctBo [lomowHux no noucky
BbI3bIBAaETCS KOMaH10# [1ouck (B HEKOTOPBIX BepcHsix — KoMaHou Hatimu) I nasnozo
MeH0 U obecrieunBaeT Hanbosee ObICTPBIN criocol moucka dainos. Ero pexkomenay-
€TCsl UCTIONIb30BaTh, €CIIH BBIMOIHSIETCSA TOUCK (aiioB OAHOTO U3 Haubojee ynorTpe-
OWTEIBHBIX TUIIOB, €CJIM MU3BECTHO IMOJTHOE MMS WJIM YacTh UMEHU (paiiia mim mamnku,
MOMCK KOTOPBIX HEOOXOAMMO BBIMIOJHUTH, WM €CIM U3BECTHO BPEMS IMOCIEIHErO
u3MeHeHus (Qaina. Eciu n3BecTHa TOJBKO YacTh UMEHH, MOKHO HCIOJIB30BaTh MO/~
CTAaHOBOYHBIE 3HAKW JJIsi TIOMCKAa BceX (hailioB WM TAMOK, COACpPIKAIIUX ATy YacThb
uMmeHu. Hampumep, no 3ampocy «*mucbMo.*y» Oyayt HaiiaeHsl Qainbsl «Ilo3apaBu-
TenpHOE TchMo.docy, «CrennanbHoe mruchbMo.docy u «CrenuanibHOe MICHMO.tX .

Kak ymomunanocw Bbeiie, Ha Pabouem cmone HAXOIATCS CUCTEMHBIC IAIKH.

Kpome yxe onucannoit nanku Moi komnviomep 00bIYHO uMeroTcst nanku Cemesoe
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okpyacenue n Kopzuna.

Kop3una conepxut (aiisbl, «yAaJeHHbIE» C )KeCTKOTro aucka. Kopsuna obecrneyu-
BaeT JOMOJHUTENbHYIO 0€30MacHOCTh MpH ynajieHuu QaitnoB win namnok. [lpu yna-
jeHuu ¢aiiia WM Manku ¢ )xecTkoro aucka Windows nomemiaet ero B Kop3sumny, u ee
3HAQYOK W3 IMYCTOTO CTAHOBUTCA MOJIHBIM. JJEMEHTHI, YAAISEMBIE C CETEBOIO WM
ruOKOro TMCKOB, HE TonanaioT B Kopsuny, a cpa3y yaansatorcs. Dallibl WK Manku
ocratoTcs B Kop3une 10 TOr0O MOMEHTA, MIOKA MOJIb30BaTENb HE YJIAIUT UX. JTHU dJe-
MEHTBHI BCE €Ille 3aHUMAIOT MECTO Ha JUCKE U MOTYT OBITh BOCCTAHOBJIEHBI B UX HC-
xoqHoe Mecrononioxkenue. Korna Kopszuna 3anonusiercs, Windows aBTOMaTH4eCKH
ouniaer B Kop3une HeoOX0AMMOE MECTO JJIsl HauboJiee 4acTo yJaansieMbIX (ailiioB u
nanok. [Ipy HexBaTke MecTa Ha JKECTKOM JUCKE cleayeT ocBoOoxaaTh Kopsuny. Jljs
OTPAaHUYEHHS TMPOCTPAHCTBA, 3aHMUMAEeMOro Kopsunou, U3MEHSAIOT €€ MPEACTbHbIN
o0obem. B Windows npenycmoTrpena ogna Kopsuna j1iisi KaXA0TO pasjielia Wik KeCT-
KOro aucka. [l Kaxx10i U3 HUX MOXHO YCTaHOBUTH CBOM MPEAEIbHBIA 00BEM.

OxHO Moe cemesoe oxpyoiceHue OTOOpaXaeT BCe KOMIBIOTEPHI, (halibl, ManKu,
IPUHTEPBI U JpYyrue o0IIMe PECYpPChl CETH, K KOTOPOU MOJKIII0YEH KoMnbloTep. CeTb
B OKHEe Moe cemesoe OKpydxceHue TPENCTAaBIEHA aHAIOTUYHO MPEICTABICHUIO JIO-
KaJbHBIX pecypcoB B [Iposoonuxe Windows. PexomeHyeTcss MCHONIB30BaTh OKHO
Moe cemegoe oxpysicenue 1JIisl IPOCMOTPA BCEX JOCTYIIHBIX B CETH PECYPCOB, KOTJa
U3BECTHO PACMOJIOKEHUE HYKHOTO pecypca WU TpeOyeTcsl CKONUpPOBaTh (ailyibl U
NankKy U3 OJTHOTO CETEBOTo pacmnojiokeHus B apyroe. Komanga [looxknouums ceme-
601 OUCK TIO3BOJISIET OTOOPA3UTh CETEBOM pecypc B okHe Mot komnvromep unu llpo-
soonuxe Windows, uTo obJerdaer nmomck CeTeBhIX pecypcoB. Mcnonb3yiite KoMaHy
Tooknrouums cemegoii Ouck AJis 4aCTO UCIOJIB3YEMBIX CETEBBIX PECYPCOB MM KOTJa
M3BECTEH TOYHBIM CETEBOM MYyTh U UMS peCypca, KOTOPBIM TpeOyeTcs MOIKIIOUNTb.

Windows umeer cTanaapTHble iporpaMMbl. HekoTopbie U3 HUX:

BJ10KHOT — 3TO HECTIOKHBIM TEKCTOBBIM PEIAKTOP, UCIIOJIB3YEMBIN ISl CO3IaHUs
MPOCTHIX IOKYMEHTOB MU BeO-cTpaHuIl (puc.3). UToObl OTKPHITH OJIOKHOT, HAKMUTE
kHotiky [lyck u BeiOepute komanabl Bee nporpammel - Ctangaptaeie - biaokHot. s
MOJIYYCHHSI CBEJICHUI 00 HCIOJIh30BaHUU TporpaMmbl «biokHOT» oOparmiaiiTech K
MeHI0 CripaBka 3TOW MPOTPAMMBI.

KanbkyJasaTop umeer JBa pexxuma padOThl: OOBIUHBIN, MpeAHA3HAYEHHBIN IS
MPOCTEUIITUX BBHIYMCIICHUN, U MHXCHEPHBIN, KOTOPBIA 00ECTIEYrBAET JOCTYIT KO MHO-

T'MM MaTCMaTH4YCCKUM (B TOM 4YHCJIC U CTaTI/ICTI/I‘—IeCI(I/IM) CI)YHKI_[I/IHM.
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[P BesbimanHbIi - BnoKHOT -0 x|

tain Mpaeka dopuat EBEwa  Crpaeka

| | Ctpl, cTnf o

Pucynoxk 3 — OkHo niporpammel BiiokHoT

UrtoOsl 3anyctuth nporpamMmmy Kanabkyasitop (puc. 4), HaxMuTe KHONKY [Iyck U
BbIOEpUTE KOMaHbI Bce npocpammul - Cmandapmmuule - Kanvxkynamop. Jlns nonyue-
HUSI CBEJCHUU 00 HCMOJIb30BAaHUM KaJlbKyJsTOpa oOparmiaiitech k MeHI0 Cnpaska

ATON MPOTPaAMMBL.

B Kan bEYAATOP IZIIEIFE

Mpaeka Bua Cnpaska

| 0|

(O Hex (0 Dec (O0ct () Bin (%) Mpagycer () Pagmaner () Mpage

[ Jiree [ | Hyp ’_ ’_ Backzpace | | CE | | C
| Sta | F-E [ ] M 7 a ] 4 bod || And
dmz || Exp I kR 4 al B i Or war
zif wy loig MS 1 2 3 - Lzh || Mat
cor || ¥73 il b+ 0 +/- ) + = It
kg e I pi

Pucynok 4 — Oxno nporpammel KasbKyasitop

TEKCTOBBIN PEJAKTOP WORD FOR WINDOWS

Word for Windows — momynispHbIA TEKCTOBBIH peaakTop, 00eCreunBarOIHiA

IMOATOTOBKY TCKCTOB, KOTOPBIC UMCIOT CTPYKTYPY AOKYMCHTOB, COCTOAIIUX W3 pa3-
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JIeJIOB, CTpaHuUL, ab3aleB, NPEI0KEHUI 1 BKIIOYAIOLUX B ce0s1, KpoME IPOCTO TEK-
cTa, TabNULbl, TpadUKH U PUCYHKU.
Oxno penakropa Word cocTOUT U3 CIIEAYIOMINX 3JIEMEHTOB (puc. 5).

CTpoKa zaronopka CTPOKA MEHIO CTaHAapTHAs [aHE b HHCTPYMEHTOR

TTaHeNs HHCTPYMEHTOE §lOpMaTHPOBaHHS

'Ehl."llmzf,-'.'-m||1l Microzoft YWord
dafim [peers i Ecraens dopper’ Mepsctpofra Copesc Tafmua Orno Onpsssa Byre
DEHA|6RY i bRd o AEOESEH @

af

P - IE.I.| :Fm@lﬁﬁi

GG ot - Tmsstewmoran - 1 X K 4 |([EEBE|EEEEE- 2 -A- R

L q""f' CION I SO SO SO - SN RO T - R TR - O DOy, | z‘
2 2.15 ThyeeT MeH0 «TIpaBKas.

. 2.16 Homepa cTpaHL], OTJIAENEHHE H YKazaTe .

e 2.17 Cripaska.

2.18 BrijeneHHe o0 heKTOR.

R

Clde

Word for Windows (WinWord) — normynapueiii TexcToERIE pegakTop -

npoTpana, oGecrneyHBa I ad NMoJINOTORKY TEKCTOR, HMEIHY CTRYRTYDY
INOKYMEHTOE, COCTOALIK H3 PasieloB, cTpati, adsales, Ipeaiose I 1
b BEMIOTAIOMIHK B ce0d KpoMe IPOCTo TeKCTa TAaOMHLIE], TPadHEH H PHCYHKH.

R -

T

1. Oxzio pepaktopa Word.

g

Pabouas oGnactn
&

o4
B

o

HE EER

| et~ [ G oot N "OCEH MA@ &-L-A-==s0 @@€0 nd o #=@% .
[Erp. 1 Faza 1 1 [Ha 189Bcn C7 30 Kan L (320 e pAn [35 [pyocemd (Po | |

CTpoKa cOCTOAHHA ) / ITonOCHI NP OKPYTKH

PPucynok 5 - Bun okna penakropa Word

Cmpoxa 3a20106Ka - 3TO camas TiepBasi 1MoJIoca, Ha KOTOPOH yKa3aHO MMs pelak-
TUPYEMOTO JIOKyMEHTA.

Cmpoka meHto - BTOpas TMoJioca, CoAepKallas pacKpbIBaOIIEecss MEHIO, UCTIONb-
3yeMoe JIJIsi BEIOOpa KOMaH]I.

Jlamee MOTYT pacronaratbCs OJHA WM HECKOJIBKO naHenel UHCMPYMeHmOS.
Haubonee yacTo ucnosp3yemble MaHeN:

Cmanoapmuas nauvens UHCMPYMEHMOE - 3TO OOBIYHO TPEThsl MOJI0CA, TAEC HaXo-

JSITCS KHOIIKH C Pa3JIMYHBIMU (PYHKIMSAMHU, 00€CTIeurnBaroie padboTy ¢ JOKYMEHTOM.
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Ilanenvs uncmpymenmos gopmamupoeanus - 3T0 0OBIYHO YeTBepTas mosioca. Ha
MaHeJIM MHCTPYMEHTOB (POPMATHPOBAHUS HAXOASATCS KOMAaHbI, KOTOPBIE MO3BOJISIOT
BBIOMpATH MIPUQPTHI, KX CBOICTBA.

Bcero moxHo padoTars nmpumepHo (3aBucuT ot Bepcuu Word) ¢ 29 nanensMu uH-
CTpyYMEHTOB. UTOOBI YCTaHOBUTH WJIM YOpaThb HEKOTOPYIO MaHElb WHCTPYMEHTOB,
HYy)XHO B MeHI0 Cepsuc BuIOpaTh KOMaHAy Hacmpotika, Bknaaky llanenu uncmpy-
menmos (puc. 6). B kBagpaTukax BO3Jie Ha3BaHUSI COOTBETCTBYIOIIEH MMAHEIN CTaBUM
W[ DTa maHenb cpasy MOsBIsAECTCS Ha dkpaHe. UToObl yOpaTh maHelb HHCTPYMEHTOB,

Y6Hpa€M MCITYKOM MBIIIN «IITHUYKY».

HacTtpohka

MaHEeNH HHCTRYMEHTOE l@maHﬂm MapameTpel

MaHENH HHCT Py HEHT O
M CTaHAApTHER CozaaTh. .. |
W thopMaTHpOEaHHE

[~ Microsaft |
[ wisual Basic

[ web

[ Web-komMnoHeHTE

[ wWordart —
[ AETOTERCT

| Basbl aaHHbLx

[ Bydep ofMeHa

[ BhiBod dyHELHOHANEHED KNEEHLL

[ KOHTEKCTHEIE MEHHD

Iv HacTpoFka nsobpaxeHa

[ HacTpofika oS bema j

CApac. ..

@ KnagHaTtypa... | SaKpeITe |

Pucynok 6 - I[lanenu uncmpymenmos

Pabouas obracme — OCHOBHAs 4acTh OKHA, MCIOJIB3YIONIAsICS JIsl Habopa U pe-
JTAKTUPOBAHUS JOKYMEHTA.

B BepxHneit yactu paboueit 00;1acTU HAXOAUTCS KOOPOUHAMHAS TUHEUKA - ITO TO-
J0ca, TTIOX0Xasl Ha JIMHEWKY, C MIOMOIIBI0 KOTOPOH yI00HO 3a1aBaTh moys u (opma-
TUPOBATH a03allbl.

Ecnu 1okyMeHT TOJIHOCTBIO HE TTOMEIIAeTCsl Ha DKpaHe, TO ClpaBa U BHHU3Y pabo-
4eil 001aCcTH pacoaratoTCs JUHEUKU NPOKPYMKU.

B amwxneit vactu WORD naxonutes nanens cocmositusi, Ha KOTOPO MOXKHO YBU-
JIETh TaKyl0 MH(POPMAIIUIO: HOMEpP CTPAHHUIIBI, KOTOpas B JTaHHBIH MOMEHT PEIaKTH-

pyeTcsi; HoMep pas3zena JOKyMeHTa (Jamie Bcero 3To nudpa 1); Ha KakoM pacCTOSTHUU
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BBl HAXOJIUTECh OT Hadajia JJOKyMEHTa; HOMEP CTPOKH, HaJl KOTOPO BhI ceituac pabo-
TaeTe; B KaKON KOJOHKE Bbl HAXOJUTECH (3TO 3HAUYEHUE PABHSETCS KOJIUYECTBY CHUM-
BOJIOB M ITPOOEJIOB, CUMTAs OT JIEBOTO MOJs); OKHA yKa3aTesleill pexkuMoB. B HHxkHeEM
JIEBOM YTy, KaK pa3 HaJl MaHeJbl0 COCTOSIHUS, UMEIOTCS TpU KHONKH (OOBIYHBIN pe-
XKUM MPOCMOTpa, PexxuM mpocmoTpa pa3MeTKkH cTpaHull U Pexum mnpocmorpa
CTPYKTYpPBbI TJOKYMEHTA).

s Toro uto6s! co3naTh HOBBIH JokyMeHT B WORD, nocrarouno mpocto 3a-
nycTuTh penakrop. [lossusiercs nmycras Pabouas ooracme. Ecnu Bol yxe pemakTu-
pyeTe HEKOTOPBIM JTOKYMEHT, TO IJI CO3/IaHHsI HOBOT'O, HY’KHO B MeHIO Daiisl BbI-
opath komanny Cozoams. Bropoii crnoco0: eciii yCTaHOBJICHA MaHellb MHCTPYMEHTOB
CranpapTHas, JOCTaTOYHO IIECJIIKHYTh HA TUKTOTpaMMe hiy

[Tocne 3amycka Word Ha skpaHe NOSIBIISIETCS 3JEKTPOHHAS! BEPCHS YUCTOIO JIUCTA.
[Iporpamma rotoBa K BBOAY TE€KCTA. YKa3aTellb MECTA, I/I€ TOSBIISIETCS TEKCT, HA3bI-
BaeTCAd TEKCTOBBIM KypcopoM. OOBIUHO OH HA3bIBAETCS €II€ yKa3aTeJIeM BCTaBKH.
CHUMBOJIBI, KOTOPBIE BBOJSATCS, BOSHUKAIOT CJIEBA OT MUTAOLIETO Kypcopa, MOociIe ve-
ro Kypcop IEepeIBUTacTCs BIIEPE] U XKAET MOSBICHUs CIEIyrouero cuMmpoia. JKup-
Has TOPU30HTAJIbHAs JIMHUS B KOHIIE TEKCTa SBJSIETCA METKOM €ro okoH4yaHus. B
Word, korjga BBOAUMBIN TEKCT MPUOIMKACTCA K MPaBOMY Kparo, MOCJIEIHEE CIOBO
caMo co0OH MepeHOCUTCs B Hauajno HoBoW cTpoku. He HyHO HaxumaTh Enter, eciu
Brl He pemniau HauaTh HOBBIN a03all.

Camblil mpocToil cnoco0 mepeMelleHMs [0 TEKCTYy - C MOMOIIBIO KIJIABUII CO
CTpEJKaMH WM C MOMOIIBIO0 YETHIPEX JOMOJHUTENbHBIX KJIABHUII: CTPEJIKa BBEPX -
NIEPEBOJUT KypCOp Ha OJIHY CTPOKY BBEPX; CTpEJIKa BHHU3 - IEPEBOAUT KypCOp Ha OJI-
HY CTPOKY BHHU3; CTPEJKa BIIPABO - MEPEBOAMUT KypCOp HAa OOUH CHMBOJI BIPABO;
CTpENKa BJIEBO - IEPEBOJNUT KypCOpP Ha OJIMH CUMBOJI BJIEBO.

UToOBI YBUAETH CIEIYIONIUN WM TPEAbLAYIIUN SKpaH, HEOOXOAMMO HaXKaTh CO-
otBeTcTBeHHO Kiauiu PgDn umu PgUp. UToOb! momacte B camyto BEpXHIOIO UM B
CaMyl0 HIKHIOIO CTPOKY TEKylIero skpaHa, Hy)kHO Haxare CTRL+ PgUp wmm
CTRL+ PgDn. Haxarue knaBumm CTRL+ END 1mo3BoauT nepemMecTuThCsl B KOHELT
nokymMeHTa. YToObl monacTh B HaYaJlo IOKYMEHTa, HyHO HaxkaTh kinaBumu CTRL+
HOME. Komanna SHIFT+ F5 ormeHsieT nocieaHee nepeMerieHue.

Texct B pemakTope coctout u3 ab3ameB. Ad3zam Microsoft Word — sto otaens-
HbI HAOOp NaHHBIX, OTJIMYAIONIMICS CBOMMH MapameTpamu (popmMaTupoBaHMs, Ta-

KHMH KaK BbIpaBHHMBAHUEC, HHTCPBAJIbI U CTHUJIN. B xoH1ie 36381_[3 BCCraa CTOUT 3HAK
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ab63ama. K a63amam gokyMeHTa IpUMEHSIOT TO WIH HHOE (popMaTHpOBaHHUE B 3aBH-
CUMOCTHU OT Ha3HAU€HHUs 3TOTO JOKYMEHTA U €r0 MPEANoiaraéMoro BHEIIHEro BUA.
Yacto B OJHOM JOKYMEHTE ab3aibl opopMIISIIOTCS Mo-pazHoMy. Hampumep, mpu
HAIMMCAaHUM OTYETa €r0 Ha3BaHUE MOMENIAIOT Ha TUTYJIHHOM JIUCTE B OTICILHOM a0-
3a11e, KOTOPbIi BBIpaBHUBAETCS TI0 LIEHTPY, @ UM aBTOpa U JIaTy MOMEIIAIOT Y HUXK-
HEro Kpasi CTPaHUIIbI B OTJENIbHBIX a03aliax, BRIPOBHEHHBIX IO MPaBoOMy kparo. Ab3a-
IbI, COZIepKAlllie OCHOBHON TEKCT OTYETa, BRIPABHUBAIOTCS T10 JIEBOMY Kparo u (op-
MaTUPYIOTCSI ¢ ABOMHBIM MEXyCTPOUHBIM MHTEpBaioM. KpoMe TOoro, oT4eT MOKET
coliepKaTb BEPXHHWE W HWKHHE KOJOHTUTYJBI, OObIYHBIE WU KOHIIEBBIE CHOCKH,
o(opMIIeHHbIE KaK OT/IEIbHbIC a03allbl.

Ecnu OTKpBITH HOBBIM, ITyCTOM TOKYMEHT U HAXAaTb KHOILY Heneuamaemvie 3HaKu
Y Ha crammapTHO# maHenW MHCTPYMEHTOB, TO Ha SKpaHE Cpa3y 3a KypcopoM Io-

SBUTCSL 3HAK ab3ara . DTOT 3HAK COJEP)KUT BCE MapameTpbl GOpPMATHPOBAHHS
nepBoro ad3ara. [ usmenenus dhopmatupoBanus ad3ara He0OX0AUMO JIMOO BbIjIe-
JUTH 3HaK ab3ara u 3aaarh aTpuOyThl oopmiieHus: ad3aila, a 3aTeM NPUCTYIUTh K
BBOJIy TEKCTa, JIMOO CHayaja BBECTH TEKCT, BBIIEIUTh €r0 BMECTE CO 3HAKOM al3ala
¥ 3aTe€M U3MEHUTH (OopMaT TEeKCTa.

YtoObl 3aBeplINTh OJMH ab3al] MU HayaTh HOBbIM, HaxkmuTe KiaBuimry ENTER. B
pe3ysibTaTe HOBBIA a03all OyAeT UMETh TaKUE K€ MapaMeTpbl, YTO U MPEAbLIYLIHUI.
Hanpumep, 4ToObl BEIPOBHSATH 110 JIEBOMY Kparo Bce ab3allbl OCHOBHOTO TEKCTa OTYe-
Ta U 337aTh JBOIHBIC HHTEPBAIBI MEXIAY HUMH, JIOCTATOYHO JIUIIb YCTAHOBUTH COOT-
BETCTBYIOILIME aTpuOyThl nepBoro ad3aua. [lo Haxatuto kmasuim ENTER 310 dop-
MaTHpoOBaHUE OYJIET MEPEHECEHO Ha CIIeTYIONIN ab3all.

J1yist oTOOpaskeHUs WM CKPBITHS 3HAKOB a03alleB U APYTruX 3HAKOB (hOpMAaTHUPOBA-
HUSl HaOXMUTE KHONKY Heneuamaemvie 3naku. 3HaK ab3ana 0003HAYaeT MECTO, /e
KOHYAeTCs KaKIbli ab3all, 1 TIOMOTaeT ONpEAeIuTh, KaKue mapameTpbl popmMaTHpo-
BaHUs1 HEOOXOIUMO N3MEHHUTb.

[Tonoxxenue ab3ara Ha CTPAHMIIEC OTIPEACIISIOT CIEIYIOIINE TapaMeTPhI:

1 Tloast ompenensitoT OOIIYIO0 MIUPUHY OCHOBHOM TEKCTOBOM 00JIaCTH, TO €CTh
paccTosiHuEe MEXI1y TEKCTOM U KpaeM cTpaHuibl. [losst cTpaHuiibl mpencTaBisioT co-
00l MmycTOe MPOCTPAHCTBO BO3j€ KpaeB cTpaHuil. Kak mpaBuiio, TeKCT U rpaduue-
CKHE DJIEMEHTHI BCTABJISIFOTCS B 00JIACTh ME€YaTH, OTPAaHMYNBAEMYIO TOJISIMU CTPaHU-
1pl. OHAKO HEKOTOpBIC JJEMEHTHI MOXKHO DPa3MECTHTh Ha TOJSIX — HamlpuMep,

BCPXHUC U HUKHUC KOJIOHTUTYJIBI U HOMEpPA CTPAHUII.
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ABTOMAaTHYECKHM YCTAaHABIMBAIOTCA MOJIs B 2,54 cM criipaBa, CJeBa, BBEPXY U BHU3Y
CTpaHUIIbI TOKyMeHTa. Yallle Bcero TeKCT medaraeTcss Ha Oymare cTaHIapTHOToO (op-
Mmata (21,59x27,94cm). Ho WORD mo3BoIsIeT 3aME@HUTH ATOT pa3Mep JINCTA JTFOOBIM
npyruM. 3MeHUTh pa3mepsl MoJiei, pazMep OyMaru U OpUEHTALMIO PACTIOIOKEHUS
TeKcTa Ha Oymare (KHWKHas WK aIbOOMHAs) MOXKHO 4epe3 MeHto Daiin - [lapamem-
povt Cmpanuybi.

BokoBbI€ MO UCMONB3YIOTCA MO HeperieT. BepxHue u HUKHUE 4acTo Colep-
)KaT KOJIOHTUTYJIbL. MeHto @aiin - [lapamempol cmpanuysbl COOECPKUAT HECKOIBKO
BKJIaJIOK. Britanka Pasmep 6ymaeu MO3BOJISIET YCTAHOBUTH pa3Mepsl Jucta (pusnye-
CKH€), OPUEHTAIMIO JINCTA (KHUKHYIO UK anbOoMHY10). Brianka Ilona mo3Bossier
YCTAaHOBUTH Pa3Mephbl IMOJEH, KOJOHTUTYJIOB, pa3Mep MOJ NEPErieT, a TaKKe BO3-
MO>XHOCTH TI€4aTh C Pa3BOPOTOM (ABYXCTOPOHHSSA BEPCTKA), T.€. CUMMETPUUYHOE
pacmloJIO)KEHUE CTpaHMIl. | OpM30OHTaIbHAS W BEPTUKAIbHAS JIMHEHWKU IO3BOJISIOT
OBICTPO YCTAaHOBUTH pa3Mephl MoJIeH B JTOKYMEHTE WM OTACIIBHOM €ro pasjelie, He
OTKpbIBasi OkHa auanora. Kaxnas jguHeillka MMeeT 3aTCeHEHHYI0 M Oelyro 001acTH.
3aTeHeHHas — noJisl, Oenas — TeKCToBast 00acTh. [lepeaBuras MbIIIbIO TPAHUIBI 00-
JacTeil, MOKHO MEHSATh UX mupuHy. Eciau 310 nenars npu Haxarol kinasuiue Alt, Ha
HKpaHEe OTOOPAKAIOTCS YUCIOBbIE 3HAUEHHUSI IIIUPUHBI MTOJIEH.

2 OTeTyn onpenenseT paccTOsHUE MEXKTy a03alleM U JIEBBIM WM IPaBbIM IMOJIEM
(3amaeTcs ¢ moMoIIbio MeHIo Datin - A63ay). J1ns yBenMueHUs WIK YMEHBIICHUS OT-
CTyINa OJHOrO ad3alna Wiv Ipynnsl ad3aleB B OrPAaHUYECHHOMN MOJISIMU 00JacTH MOJIb-
3yHUTECh KHONKAMH Yeenuuums omcmyn U YmeHvuiums omcmyn Ha aHETU UHCTPY-
MeHTOB Dopmamuposarnue. KpoMe TOro, OTCTYN MOXKET ObITh OTPUILIATEIHHBIM (Ta-
KOM OTCTYII Ha3bIBAETCS TAKXKE BRICTYNIOM). B 3TOM cityyae aG3all BeICTyHaeT 3a Kpaii
TEKCTa B CTOPOHY JIEBOT'O MOJIS.

3 BbipaBHMBaHHMe TI0 TOPU30HTAIH OMNpPEACISICT BHENTHUN BHJI M OPUEHTAIIUIO
KpaeB a0d3aia 1 MOXKET BBIMOJIHATHCA 10 JIEBOMY Kpato, 10 IPaBOMY Kparo, 10 UEHTPY
WM 1o mupune. Hampumep, B GONBIIMHCTBE ciydaeB a03al] BRIPABHUBAETCS TIO Jie-
BOMY Kparo, P STOM JIEBBIN Kpai ab3aiia CIBUTAETCS BJIEBO JI0 JIEBOTO MOJIS.

YTtoOBI BBIPOBHATH TCKCT ITIO JICBOMY IIOJIHO, €T'0 HYXHO BBIJICIIUTbL M HaA ITaHCJIN

Yr100bI

BBIPOBHATL TCKCT 110 IIPpaBOMY ITIOJIIO, €0 HY>KHO BBIACIIMTL M HA IMAHCIN MHCTPYMCH-

UHCTPYMEHTOB Dopmamuposanue HAXATh KHONKY [lo negomy kparo

TOB Popmamuposarnue HaxaTb KHONKY [lo npagomy Kkpaio
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YT1oO0BI BBIPOBHATH TCKCT IO IIMPHUHE, €TI0 HY’KHO BBIACIINTL U HA ITAHCIIN MHCTPY-

MEHTOB Popmamuposarnue Haxxath KHONIKY [1o wiupune

4 BoipaBHMBaHMe 10 BEPTUKAJM ONPEILISAET MOJI0KEHUE ad3aria OTHOCUTEIBLHO
BEPXHETr0 M HIKHEro moJied. Takoe BbIpaBHUBAHUE NMPUMEHSETCS, HANpUMEp, MpU
CO3JJaHUU TUTYJIBHBIX JIMCTOB, KOTJAa TEKCT HEOOXOAMMO PACHOJIOKUTh TOUHO B BEP-
Xy WM B CEPEIMHE CTPAHUIIBI WM PACIIONOXKHUTH a03allbl pAaBHOMEPHO IO BBICOTE
CTpaHUIIbI.

5 C noMonipio 0TCTyNna B ad3ame MOXXHO CABHUHYTh OJIHY CTPOKY OTHOCHUTEIHHO
ocTasibHbIX. OOBIYHO 33/1al0T OTCTYI MEPBOU CTPOKH, YTOOBI MEPEMECTUTH MEPBYIO
CTPOKY BHYTpb a03alla Ha YKa3aHHOE PacCTOSHUE, OCTABUB OCTaJbHbIE CTPOKHU ab3a-
1a Ha mpexHux Mecrtax. Kpome Toro, co3manue BbICTyIA MO3BOJISET 3a7aTh OTCTYII
JUTS1 BCEX CTPOK ad3aiia, 3a UCKIIFOYEHUEM MEPBOM.

JI1s1 3a1aHust OTCTYIA MEPBOM CTPOKU MOKHO YCTAaHOBHUTH ITapaMEeTphl Ha BKJIAIKE
Omcmynst u unmepganst (MeHo Popmam, kKoManja A6zay). B cniucke nepsas cmpo-
ka: BbIOepUTe MyHKT Omcmyn W yCTaHOBHUTE Jipyrue TpeOyembie mapamerpshl. s
MOJIYYEHHs] CBEJCHUN O JI0OOM MapamMeTpe HaAXKMHUTE KHOIKY C BOMPOCHUTEIIbHBIM
3HAKOM, a 3aTeM IIEJIKHUTE 3TOT napamerp. B mone Ob6pazey mokazaHo IeUCTBUE
YCTaHOBJICHHBIX MMAPAMETPOB, MOATOMY MEPE] TEM, KaK BbIOpaTh OKOHYATEIIbHBIN Ba-
PUAHT, MOYKHO IMOSKCIEPUMEHTUPOBATh. JlJIs 3aJJaHUs] OTCTYINOB OTHEJBHBIX CTPOK
MOYKHO MCIIOJIb30BaTh TOPU3OHTAIIBHYIO JINHEHKY.

6 MesKaycCTPOUYHBbI HHTEPBAJ ONPEIEIIICT PACCTOSHUE MEXITY CTPOKAMHU TEKCTa
o Beptukanu. [lo ymonyanuio UCHonb3yeTcsi OJUHAPHBIN MEXAYCTPOUHBIN MHTEP-
BaJI. BEIOpaHHBIN MEXAYCTPOUHBIM UHTEPBa aBTOMAaTHYECKU MIPUMEHSIETCS KO BCEM
CTpOKaM TEKCTa B BBIJICJIICHHOM ab3alle Wi B ab3arle, cojepskaieM MeCTO BCTaBKH.
Mex1yCTpOUHbIA UHTEPBAJ YCTAHABIMBAETCS HA BKIAgke Omcmynsl U UHMEPEAbl
MeHto @opmam, koManaa A6zay (tabmn. 1).

7/ TlapaMeTpbl HHTEPBAJIOB MEXKIY a03amaMM OMNPEACIISIIOT MHTEPBAJIbI MEepe]
a63aiiem u nocse Hero. Eciu TpeOyercst oTaenuTh oAuH ab3all OT OCTaJbHbBIX a03a1leB
CTPAaHMIIBl WJIM U3MEHUTh MHTEPBAIBI MEXKIY HECKOJbKMMH a03allaMH, yBEIHYbTE

WHTEpBaJ nepen ab3areM, mociie ad3aia uim cpasy oda mapamerpa.
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Tabmuma 1

MexaycTpou-

HbI UHTEPBAI

Pa3mep

OnuHapHBII

Omnpenensercsa HaMOOJBIIUM pa3MepoM HpudTa B JaHHOM
CTpPOKE, K KOTOpPOMY J100aBJSETCS BEJIMYMHA, 3aBHUCSIIAS OT

UCITOJIB3yeMOro mpudTa

[TosmyTopHBIM

[IpeBbIliaer OaUHAPHBIA MEXIYCTPOUHBIM HHTEpBAI B
nositopa paza. Hampumep, s mipudra pazmepom B 10 myHk-
TOB TOJYTOPHBIM MHTEPBAJ COCTABJISET MPUOIUUTEIBHO 15

ITyHKTOB

JIBOMHOM

[IpeBbIIaeT OTMHAPHBIA MEXIYCTPOYHBIA UHTEPBAJ B JBa
pa3a. Hanmpumep, nna mpudra pazmepom 10 myHKTOB ABOM-

HOH HHTCPBAJI COCTABJIACT HpI/I6JII/ISI/ITeJII>HO 20 ITYHKTOB

Munumym

COOTBETCTBYET MUHUMAIBHOMY MEXIYCTPOYHOMY MHTEP-
BaJly, KOTOPbI MOXET OBbITh YCTAHOBJIEH AJis WIPU(TOB HIIA
PUCYHKOB OOJIBILIOTO pa3Mepa, AJsi KOTOPbIX 33JJaHHOTO MEX-

AYCTPOYHOI'O HHTCPBAJIda HCAOCTATOYHO

Touno

OUKCUPOBAHHBIN MEXAYCTPOUHBIN WHTEpBal. JTOT Mapa-
METp CO3/1a€T OJIMHAKOBBIC MHTEPBAIBI MEXKIAY BCEMH CTpPO-

KaMu

MHOXUTEND

WHTtepBan yBeaM4YMBACTCs WM YMEHBIIACTCS HAa yKa3aH-
HYI0O OTHOCHUTENIbHYIO BennuuMHy. Hanpumep, ycraHOBKa
MHOXUTENA 1,2 yBENMUUT MEXKIYCTPOUHBIA MHTEpBalI Ha 20
IIPOIIEHTOB, & YCTAHOBKA MHOXUTENSA 0,8 YMEHBIIUT MEXKIY-
CTPOYHBIM MHTEPBAT HAa 20 MPOLEHTOB. Y CTAaHOBKA MHOKHUTE-
751 2 SKBUBAJICHTHA YCTAaHOBKE JIBOMHOTO MHTEpBasia. B moie
3HaueHue BBEAUTE WM BbIOEpUTE HEOOXOJIMMBIM HHTEpBAJL.

ITo ymomyaHuio ycTaHaBIMBAETCS 3HAUECHUE 3

3HayeHue

Pa3mep BBIOpaHHOTO MEXKIYCTPOYHOIO HHTEpBasia. ITOT
napameTp AOCTYNEH TOJIbKO B TOM CIIy4ae, €CIIM B CIIMCKE
WNurtepBan BeiOpan mapamerp Munumym, Touno nnu MHOXU-

TCJIb
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VYcTaHoBICHHBIE MEXIY CTPOKAMU M a03allaMu WHTEPBAIbl BKIIOYAIOTCS B (oOp-

MaTHpOBaHUE ad3ala v HapsIy ¢ OCTATHHBIMY TTapaMeTpaMu (GopMaTUpOBaHUS a03a-

Ija cojJiepKarcs B 3HaKe ab3ana 7. Tak, IIpY BBOJIE TEKCTa B ab3al] C JBOWHBIM HH-
TepBaJIoM C moMonIpio Haxatus kiaBui ENTER moxxHO Hauath HOBBINM a03ail. B
3TOM citydae (hopMaTUPOBAHHE C JBOMHBIM MHTEPBAJIOM MPUMEHSETCS HE TOJBKO K
cienyroeMy ad3aity, HO ¥ K MHTEpBalLy MEXIy ad3aiamu.

Korga Tekct 3amonHseT cTpaHuily 10 KOHIA, BBOJ ABTOMATHYECKU MPOJOJIKACTCS
Ha cienyronieil crpanuiie. Ho nHoraa Heo6XoaumMo pacronokuTh ab3albl Ha OJHOU
CTpaHUlIe, PACIOJIOKUTh BCE CTPOKH abd3alla Ha OJJHON CTpaHUIE WM 3alpPETUTh BU-
csiune ctpoku (MeHwo Cepguc — koMaHaa 3vik). Hanpumep, TEKCT MOXKET HOTEPAThH
CBOIO BBIPA3UTEIBHOCTh, KOr/a a03al] pa3pbIiBaeTCs WM MOCIEAHsS CTpOoKa ab3aia
MIEPEHOCUTCS B HAYaJO CIEAYIOIIEN CTpaHMIlbl. B TaknX ciiyyasx moJib3yMTeCh COOT-
BETCTBYIOIUMH TlapameTpamu Word, MO3BOJISIIOIIMMEU PACIOIOKUTh BECh a03all Ha
OJHOM CTpaHHUIIE.

B penakrope Word moxHO HCTOIp30BaTh CTHIN. CTHIB — 3TO COBOKYITHOCTb I1a-
pameTpoB (popmaTUpoBaHUs, UMEIOIIas cBoe Ha3BaHue. C MOMOIIBIO CTUJIEH MOYKHO
YCTAaHOBUTH HECKOJBKO MapamMeTpoB GopMaTupoBaHus 3a oauH mar. [Ipu stom ms
KQXKJIOTO U3 DJIEMEHTOB O(POPMIICHUSI MOKHO YCTAHOBUTH COOCTBEHHBIN CTUIIb, KOTO-
phIil OyJIeT UMETh YHUKAJIBHOE HAaMMEHOBaHUE. B 3TOM ciyyae BMECTO TOTO, YTOOBI
Kbl pa3 nmpu (PopMaTUPOBAHUM AJIEMEHTOB YCTaHABIMBATH MapaMETPhbl C MOMO-
b0 COOTBETCTBYIOIIMX KOMaHa MeHio Popmam ([llpugpm, A63ay w T.1.), nocra-
TOYHO YCTaHOBUTH OJMH pa3 TpeOyeMble CTUIIH, a 3aTeM KaXJbli pa3 MPOCTO BHIOU-
paTh U3 cnucKa TpeOyeMbldt cTuib. llepeueHb ctuiell ConepKUTCS B PacKpbIBaro-
memMcst cnucke Cmub TIAHENW UHCTPYMEHTOB Popmamuposarue. MOXKHO yCTaHO-
BUTH CTUJIb U KOMaHAOU Popmam - Cmunsb. ITa K€ KOMAHAA UCIOIB3YETCA U IS
CO3/IaHUSI WJIM U3MEHEHUS CYIIECTBYIOIINX CTHIICH.

Mo>XHO co3/1aTh CTHIIb TTO 00pasily, €Clii MPeBAPUTENHLHO O0THOPMATUPOBATEH CO-
OTBETCTBYIOIIUM 00pa3oM ad3ail.

Ctuiib MOKHO CKONHPOBAThH U3 Apyroro ¢gparmeHta. J[Jisi 3TOro BBIAEIUTH 3TOT

(dbparMeHT, MEeIKHYTh Ha KHOIKE < | (DPopmam no obpaszyy) Ha TaHETH UHCTPYMEH-
TOB U MPOTAIIUTh Kypcop Mo (parMeHTy TEKCTa, KyJa CIeayeT CKOIMUPOBATH CTUJIb.
Jl1st KonmupoBaHUsI CTHIISI B HECKOJIBKO (PparMEeHTOB CJIEIyeT CAeNaTh ABOMHON Iie-

YOK Ha YKa3aHHOW KHOIIKE.
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Penakrop TexctoB Word mo3BossieT mponu3BOAUTh (JOPMATHPOBAHUE KAK OTNEIb-
HBIX CUMBOJIOB, TaK U 0J10K0B. M0OXHO BbIOpaTh M3 TEKCTa JIIOOYIO YacTh — OYKBY,
CJIOBO, CTPOKY, a03all, CTpaHuIly, pa3/ie] WiIK MPOCTO OYEHb OOJIBIION KYCOK, a 3aTeM
oOpamiaTbCsi ¢ 3TUM OTPHIBKOM KaK C OTICIbHOU eAMHMIICH. BIoK MOXHO KOmupo-
BaTh, yaJATh, IepemMeniath U np. HaunHats paboTy ¢ GJIOKOM TEKCTa HYXKHO C €ro
OoTMETKU. YTOOBI OTMETUTH OJIOK C TIOMOIIBIO MBIIIN, HAKMHUTE KHOIIKY MBIIIH U, HE
OTIyCKas ee, MPOTAIUTE yKa3aTelb M0 TeKCTy. UTOOBI OTMETUTH CIIOBO, YCTAHOBHUTE
Ha HEro yKas3aTelb MBIIIH U JABAXKAbl HIEIKHUTE KHOMKONH. YTOOBI OTMETUTH MPEAJIO-
xenue, Haxmurte kiasuiry CTRL u, He oTnyckasi, IEIKHUTE KHOMKOW MBI B JIFO-
0ol Touke npeioxkeHuss. YToObl OTMETUTD eI a03all, TOMECTUTE KYypcop B JIO-
Oyr0 TOUKy a03alla U TPUXKIBI MIEJIKHUTE MBIIbI0. J[Jis BbIEaeHUs OJ0Ka ¢ TOMO-
IIBI0 KJIABUATYPhl HEOOXOIUMO MOCTABUTH |-OOpa3HbIM Kypcop B Hadasio Osoka (st
ATOTO HEOOXOIUMO MOJIBECTH KypCOpP MBIIIU K HY>KHOMY MECTY M MPOU3BECTH OH-
HapHOE Ha)KaTHe MPaBOM KJIABUIIU MBIIIHM JUOO BOCIOJIL30BATHCS KIIABUILIAMU TIe-
peMenIeHust Kypcopa), 3aTeM, YIAep>KUBasi B HAKaTOM COCTOsIHUM kiaBuiry Shift, me-
pPEeMECTUTh Kypcop B KOHell 0j10ka. B pe3ynbrare Bech 010K OyJEeT BBIICJICH YEPHBIM
I[BETOM.

[Ipu omeparusix KOMUPOBAHMS M BBIPE3aHUS BBIICICHHBIM TEKCT MOMEIIACTCS B
Oydep oOMeHa, TOJILKO MPHU KOMMPOBAHUU TEKCT OCTACTCS B JIOKYMEHTE, a MpPH BbI-
pe3anuun ypanserca u3 Hero. Onepauueit Bcmasums MOKHO BCTaBUTh CKOIUPOBAH-
HBII OJIOK B JIIO0OE MECTO TOKYMEHTA.

[TonyuuTh DOCTYyN K omepanusM KOMUPOBAHUS U BCTAaBKU MOXKHO HECKOJIBKUMH
criocobamu: yepe3 MeHIo (yHKT /Ipaska, komauasl Bemasumob, Konuposams n Boi-
pe3amv); 4epe3 MaHeslb HHCTPYMEHTOB; Yepe3 KOMOMHAIINIO KIIABHUIII.

[IpuBenennas Huke Tabsl. 2 TEMOHCTPUPYET COOTBETCTBUE OTEPAIM KOHPOBA-

HHA KHOIIKaM IIaHCJIN MHCTPYMCHTOB U KOM6I/IHaHI/IHM KJIABHIII.

Tabmuma 2

Bripesath Bripesaet BoifenieHHyI0 00macth B Oydep oomena Ctrl+X

Komuposate  |KomupyeT BoieneHHnyto o01acth B 0ydep oomena Ctrl+C
i

BcraButh Bcrasnsier cogepkumoe Oydepa oOMeHa B TEKYIIYIO TTO3U-

o kypcopa Ctrl+V

27



[Tocne Toro xak OJOK OTMEUEH, €r0 MOXHO KOMHPOBATh W BCTABIATH B JIOOYIO
4acTh CBOET0 JOKYMEHTA. JIJIsl 3TOro Hy>KHO CAENaTh CIAEAYIOLIEe:

1) OT™MeTuTh OJIOK.

2) Bemonuute komanay Illpasxa — Konuposams ogauM u3 criocoboB. Komwus ot-
MEUYeHHOTro 0JI0Ka repemeriaeTcs B 0ydep oOMeHa.

3) IlepemecTuTh Kypcop Tyaa, KyJa HAMEPEHbI CKOMUPOBAThH OJIOK.

4) Bemmonuuth koMauny Ilpaska - Bemagsume.

Jlnia nepemernieHust 6J0ka HyKHO:

1) OtMeTuTh 610K TEKCTA.

2) Breibpats koManny llpaska - Buipezamo.

3) [lepeBectu Kypcop Tyna, Kyaa JOJKEH ObITh BCTABICH OJIOK.

4) BriOpatbs koMaHny [lpasxa - Bcmagume.

Jlnist ynanenus: 6J10Ka HYKHO:

1) Ot™MeTuThb GJIOK.

2) Haxartp kiasuiry Delete.

biiok MOXHO BOCCTaHOBUTH € TOMOILIBIO KOMaHabl /Ipaska - Ommenums.

Becp Tekct, koTopsiii Bel BBoguTe, WORD TyT X€ aBTOMaTH4YeCKH IIPOBEPSET,
ITOAYEPKUBAST COMHUTENBHOE CIIOBO KPACHOM BOJHUCTOM YEPTOM, WIIN 3€JICHOU, €CIIN
BBl UTO-TO HAMyTaju B 3HaKax MpenuHaHus. YToObl HCIPAaBUTh, IICIIKHUTE HA BbIjie-
JICHHOM CJIOBE MpPaBOl KHOMKOMW MBIIIM, YTOOBI MOJIYyYUTh AAJbHEHIINE yKa3aHUs.
YtoObl MpOBEPUTH B JIOKYMEHTE MPaBONUCAaHUE, UCIONb3yeTcss komanaa Cepsuc -
Opgoepaust.

Ecnu 1oOKyMEHT COIep>KUT MHOTO CTPAHHUL, HEOOXOAMMO UX IPOHYyMepoBaTh. Jlis
3TOr0 BOCIIOJIb3YHUTECh KOMaHI0U Bemaska - Homepa cmpanuy. B 3T0M OKHE MOKHO
YCTaHOBUTH PACIOJIOKEHHE HOMEpa CTpaHMIlbl (BBEpXY, BHU3Y, CIpaBa, CJEBa, IO
LEHTPY) U OoTdOpMaTHUPOBaTh HOMEp cTpaHulbl. Word aBTOMaTuuecku pazOuBaeT
JOKYMEHT Ha CTPAHMIIbI, HO €CJI HY’KHO UCKYCCTBEHHO pa30UTh HA CTPAHUIIbI TEKCT,
TO HY>KHO BBIINIOJIHUTb KOMaHAy Bcmaska - Paspuvie v BbIOpaTh Hoeyo cmpanuyy.

B penakrope Word npenycmoTpeHa BO3MOXKHOCTh COXPAHEHHUs] aKTUBHOTO JIOKY-
MEHTa, TO €CTh JOKYMEHTa, C KOTOPbIM B HACTOSAILIMN MOMEHT BeleTcsi paboTa, BHE
3aBUCUMOCTH OT TOTO, SIBJISIETCS] T OH BHOBb CO3/IaHHBIM WK HET. CyIlecTBYET BO3-
MOKHOCTh COXPAaHEHHMSI BCEX OTKPBITHIX JOKYMEHTOB OAHOBpeMeHHO. Kpome Toro,
MO>HO COXPAaHHUTh KONHUIO AKTUBHOTO TOKYMEHTA IMOJ JAPYTMM MMEHEM U B JPYIOM

mecre. J{ns atoro BeibeputTe B MeHIO Paiin komanay Coxpanums win Coxpanumo
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Kak (BO BTOPOM Cllydae OTPEJAKTUPOBAHHBIN JTOKYMEHT COXpaHseTcs B ¢aiiie ¢ HO-
BBIM UMEHEM), B OTKPBIBIIEMCS TUAJIOTOBOM OKHE YKaXXUTE UM (aiiyia, B KOTOPOM
XOTUTE COXPAaHMUTH Baml AOKyMeHT. OOpaTuTe BHHUMaHHE Ha TO, YTO €CJIM BhI paHEE
pabotanu ¢ ¢GaiaoM U yKe yKa3blBaId €ro UMsi, TO Mpu BbIOOpe KomaHasl Coxpa-
HUMb OTPEIaKTUPOBAHHBIN JOKYMEHT Mepe3anuiuiercs B ¢paiiia co cTapbiM HMEHEM.

Onepanus Coxpanump afeKBaTHA HAKATHIO KHOIIKY ® |

Pabotas B pemaktope Word, BbI umeere JocTyn KO BceM mPpUGTaM, KOTOpPbIE
yctaHoBieHbsl B Windows. [[s1 Toro 94To0BI OCYIIIECTBUTHh CMEHY mipu@Ta, HE0O0XO0-
JTUMO BOCIIOJIB30BAaThCSl PACKPBHIBAIOIIMMCS MEHIO Ha CTaHJAApTHOUM maHenu Gopma-
I | Arial Cyr

TUPOBaHUs, KOTOPOE UMEET BU JIJ1st pacKpbITUSL JAHHOTO MEHIO
HEOOXOMMO HaXKaTh HA ¥ M BBIOpATh Ha3BaHUE MIPU(TA U3 PACKPBIBIIETOCS CIIHCKA.
Takke MOXHO M3MEHATHh pa3MEp M HauepTaHue mpudTa, pasmMep U3MEHIETCs C 1O-
Moo Merro '° | Jlus Toro uroGbl AKIICHTUPOBAaTh BHUMAHHE Ha CJIOBE WJIU

6J'IOK€, MOXHO M3MCHUTL €I'0 HAUYCPTAaHHC. I[J'DI 3TOIr'O0 H€O6XOI[I/IMO HaXaTb Ha OJIHY

X 4

U3 KHOMOK, OTBEYAIONINX 33 U3MEHEHUE HauepTaHus mpudra: * - mory>KUpHbIH,

- KYpCHB, 2] O TYEPKHYTHIH.

st monmuoro dopmarvpoBaHus mipudTa CUMBOJIA HY>KHO BBITIOJHUTH KOMaHIY
Dopmam - llpugpm.

YtoObl BBOAUTH PEAKO YMOTPEOJSeMbIE W ClelUaIbHbIe CHUMBOJBI, HY)KHO HC-
M0JIb30BaTh KOMaHy Bcmaska - Cumeon. Beioepute HyKHBIM BaM CUMBOJ U JIBAK/IbI
HICJIKHUTE KHOTKOW MBIIIU WJIA C TIOMOIIBIO KIIABHII YIPABJICHUS] KypCOPOM TIOJIBE-
TUTE K HY’)KHOMY CUMBOJTY U HOXMUTE KiaBuiry Enter.

HabGop paznuyabix mMaTteMaTuyeckKux (opMyJ1 OCYIIECTBISIETCS C HCIOJB30Ba-
HUEM ojHoro u3 npuiokennid Word - Equation Editor (Microsoft Equation).

Jlst Habopa hopmys HEOOXOIMMO COOMIOAATh CICAYIONIYIO MOCIEA0BATEIbHOCTD
JICUCTBUM:

1 VYcraHoBHUTH Kypcop B MO3HIINIO, B KOTOPYIO XOTHM BCTaBUTH (pOopMyITy.

2 Breibpats komMaHy Bemaska - O6vexkm. OTKpOETCs: AuaaoroBoe okHo Oovexm.

3 HlenxnyTth o myHKTy Microsoft Equation.

Taxkum o6pazom, aktuBu3upyercs npuioxenue Equation Editor. Equation Editor
COCTOUT W3 MIAHEJIM MHCTPYMEHTOB M 3aKJIFOYEHHON B paMKy 00JIacTH, B KOTOPYIO Oy-

JIEeT 3aMUChIBaThCs hopmyIa.
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Yro6sl HaOpaTh MaTeMaTUYECKOE BBIpAXKEHHUE, HYKHO BBIOPATh AJIEMEHTHI U3 Ma-
JUTP-KHOTIOK, 3aHECTU UX B MPSIMOYTOJIbHBIE PaMOYKH, BCTABUTh U U3MEHHUTH BCE C
MOMOIIBIO MBIIIH.

Korga penakrtupoBaHHe 3aKOHYEHO, HY)KHO LICJIKHYTHb MBIIIbIO BHE OKHA BBIpa-
keHus. g penakTHpoBaHUs BBIpaKEHUS] HEOOXOAUMO ABAXKIBI MIEIKHYTh [0 HEMY
Mmbibio. OTkpoercst Equation Editor u mo3BoauT BHECTH HEOOXOAUMBIE U3MEHEHHUS.
Jlis u3MeHeHus pasMmepa W TUHa mpu@PToB B (PopMyrnax HUCHOIB3YIOTCS MEHIO
Equation Editor (pacnonosxeHHOE Ha MaHEId WHCTPYMEHTOB JaHHOTO MPHUIIOKEHUS)
— Cmunv u Pasmep.

Texct Word moxet conepkaTth Tabnuubl. Tadauua - 310 cetka, oOpa3zoBaHHas
cTonO1IaMu u cTpokaMu. VX mepeceueHue — siaedku, KOTOPbIE COAEPKAT TEKCT, YHC-
na, rpaduyeckoe u3oopaxkenue uim Gopmyisl. [Ipy BBOJE TEKCTa OH ABTOMATHUYECKHU
MEPEHOCUTCS Ha CIEAYIONINE CTPOKU SUYCUKH, pa3ABHUras ee rpaHuibl. s co3nanus

Ta0IUIIBI UCTIOJIb3YETCS KOMaHia MeHto Tabauya - Bcmasumes mabauyy Moy KHOTIKA

= Ha CTaH,Z[apTHOﬁ IMaHCJIN HMHCTPYMCHTOB. praBJ'IGHI/IC mapamMecTpamMu Ta6JIHIII>I

OCYUIECTBJIsIETCS uepe3 MeHIo Tabauya. MoxHO yOpaTh WM YCTAaHOBUTH JINHUU CET-
k1 komanaou Tabauya — Cemxa. MOXXHO BBIACIUTH CTPOKY WK cTosiOen: Tabauya -
Buvioenums cmpoxy/cmonbey. IT0 MOXKHO ClieJaTh U KypCOpOM, IIEIKasl MBIIIBIO
MIPOCTPAHCTBO BHE TAOJMIIBI CJIEBa OT BBIJEISIEMOM CTPOKH WJIU CBEPXY OT BhIJEIIsIe-
Moro ctonbona. CTpoKy MOXHO BBIACIUTh, CACIAaB ABOMHOMN IIEIUOK Ha JIFOOOU ee
sueiike (MpOCTOM MIETYOK BhIACISET sueiky). [lepeMerniats rpaHullbl TaOJUIIBI MOX-
HO TMEpeTacKMBaHUEM pa3/eIUTeNIbHON TUHUU. [IpuueM, eciiu nepes 3TUM BBIJEIUTh
I[EJTMKOM BECh CTOJIOCI WJIM HE BBIICIATh HU OJTHOUM SUEHKH, B pe3ysbTaTe OyJeT u3-
MEHEHa IIMPUHA BCETO CTOJNOIA, a €CJIM OJIHY WJIM HECKOJIBKO SYeeK — MIUpHHA OyAeT
M3MEHEHA TOJBKO JJis BBIJICJICHHBIX sueeK. J[Ji1 BCTaBKM CTPOK WJIM CTOJIOILIOB
(BCcTaBKa OCYIIECTBIISIETCS MEpE TEKYIIEH CTPOKOM/ CTOIOIIOM) UCTIOIB3YIOT KOMaH-
ny MeHto Tabauya - Bcmasumo cmpoxku/cmonoyul.

JIyist ynaneHus BBIICIICHHBIX CTPOK WUJTM CTOJIOIIOB MCIOJIb3yeTcsl KoMaHna 7abnu-
ya - Yoanume cmpoku/cmonoyset. llpu co3ganum 3aroioBKOB TpeOyeTcsi HHOTIa 00b-
€UHATh HECKOJBKO siueek B oJHy. CHauama He0OXOIUMO BbIOpaTh SYEHKH. 3aTeM
BBITIOJTHUTH KOMaHay Tabauya - Obvedunums auetiku, IPA ITOM COAEPKUMOE STUEECK
TaKxke o0beauuseTcs. PazOuenue siueek sABIsSETCS 00paTHOM orepanueit mo oTHoIIe-
HUIO K 00benuHeHnto. C ee MOMOIIbI0 MOKHO BOCCTAaHOBUTH MCXOJHOE COCTOSIHHE

00BEIMHEHHBIX STUEEK WM JTaKe pa3OuTh SIUCHUKY, KOTOpask HE SIBJISIETCS PE3yIbTaTOM
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obbenuHenus sueek. [Ipu pasOoueHnn siueek pacmnpeeneHne TEKCTa MeXIy oopasye-
MBIMH STYCHKAMU OIpenessieTcsl HaJudueM cuMBosia ab3ama (komanpa Tabauya -
Paz6umo sauetixu). B Tabnuiie MOXHO ONPEEIUTH 3aT0JIOBOK — OJIHA CTPOKA WIIHA He-
CKOJIbKO CTPOK, KOTOpPbIE aBTOMAaTUYECKU MOBTOPSIOTCS Ha KAXKI0M HOBOM CTpaHHUIIE,
ecJii Bcsl TabJuIla HE TIOMeIaeTcs Ha OAHOU cTpaHulle ( komanna Tabauya — 3azo-
noseku). TIpoTHB TyHKTa MEHIO 3a20/106Ku TIPU BBIIEICHUM CTPOKH-3arojIOBKa IO-
aBUTCST Mapkep. UToObl yOpaTh 3arojioBOK, clenyeT yOpaTh 3TOT Mapkep. TeKkcT B
siueiike TaOJIMIIBI MOKHO PACTIONOKHUTH 110 BEPTHKAIN, BOCTIOIH30BABIINCH KOMAH IOM
Dopmam - Hanpasnenue mexcma. Moxkro popMarupoBaTh TabIUIIBI C UCIIOJIH30BA-
HUEM CTaHJIapTHBIX BapuaHTOB odopmiienus (Tabiuya — Aemogopmam) nnu op-
MaTUpPOBATh OTJEIbHbIEC AeMEHTHI (Popmam - ObpamieHue u 3aaU8Ka). ITO JEH-
CTBHE aHAJIOTUYHO (hOpMATUPOBAHUIO ab3aria.

B 3anonHeHHON TabmUIle MOXXHO M3MEHHTH MOPSIOK CTPOK. DIEMEHTHl MOKHO
yIOPSAA0YUTH B alihaBUTHOM WM U(GPOBOM Mopsiike. Beero st copTUpOBKU MOXK-
HO HCIIOJB30BaTh J0 TPEX CTOJOLOB, B KaKJOM M3 KOTOPBIX MOXHO ONpPEIEIHUTH
HaIlpaBJIEHUE COPTHUPOBKH — [0 BO3PACTAHUIO WJIM 1O YObIBaHUIO (KomaHaa 1abauya
— Copmuposka). Ha sxpane nosiButcs okHo Copmuposka, B KOTOPOM CIIETyeT ycTa-
HOBHTH MapaMeTPhl COPTUPOBKH.

Ilewaty nokymenra. Ilpexne yeM Hayarh nevyaTaTb, CIEAYeT YOEIUTBHCS, UTO

IIPUHTCP T'OTOB K pa60Te. Hepen IICYaTbIO HGO6XO,Z[I/IMO 06paTI/ITLCH K KOMaHJC

Daiin - [Ipeosapumenvuwviti npocmomp WM NIETKHUTE HA KHOTIKE S 1a CTaHJApPTHOMN
naHeJld MHCTPYMEHTOB. UTOOBI BEpHYThCS OOpaTHO K JOKYMEHTY - IICJIKHUTE Ha
KHOIIKE 3axpvims. [l meyatn TOKyMEHTa UCTIONb3yeTcsa koManaa Patin - [leuamy.

Kpatko nepednciuM BO3MOKHOCTH, KOTOPBIMHU pPACMOJAraeT Mojb30BaTeib MpH
BBITIOJIHEHUU 3TOW OTEpAaIvU:

1 TleuyaTs Bcero MOKyMEHTA WM TOJIBKO HEKOTOPOU €ro 4acTu.

2 IleyaTh CBOAKM C JaHHBIMU O JOKYMEHTE, a TAK)K€ MPUMEYAHUNH U HEKOTOPBIX
cooO11eHni co ciyxeOHOoM nHbopMale 0 JOKYMEHTE.

3 Ileuats yepHOBOI KOHMH - 6€3 rPaAPUUIECKUX IIEMEHTOB.

4 YcraHOBKa psija mapaMeTpoB MEYaTH, HAPUMEP YCTAaHOBKA YUCia KOMUH.

5 [Tleuyarp MOKyMEHTa HE Ha MPUHTEP, a B (paii.

[lepen TeM Kak BBIBECTH JOKYMEHT Ha MPUHTEP, HEOOXOIUMO BBIIOJHUTH PSiA
YCTaHOBOK B OkHe [leuams. [lone Ilpunmep nipegHa3HavyeHo JjIsl BEIOOpA MPUHTEPA.

Knonka Ceoticmea, pacronokeHHass B STOM MOJI€, MO3BOJMUT IEPEUTH K OKHY
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CBOMCTB MpUHTEpA U MPHU HEOOXOAMMOCTH M3MEHUTh uXx. B mone Cmpanuywr ¢ no-
MOIIIbIO COOTBETCTBYIOIIETO MEPEKIoYaTeNsi Hy>)KHO yKa3aTh, Kakoil (pparMeHt moJ-
KEH OBITh BBIBEJICH HA NMPHUHTEP: BCE CTPAHHUIIBI, TOJBKO TEKyllas CTpaHWLa, He-
CKOJIBKO OTJEJIbHBIX CTPAHUIl WJIM HECKOJIbKO AMAIa3oHOB cTpaHul. B none Konuu
Bbl MOKETE BBIOpATh YMCJIO OJIHOBPEMEHHO MeyvaTtaeMbix Konuil. Eciau BeI pu 3TOM
ycTaHoBuTe (praxok Pazobpams no konusim, TO IPUHTEP CHaYajIa MOJHOCTHIO Hare-
yaTtaeT OJHY KOIHUIO, TOTOM JpPYyryio U Tak ganee. Eciu stoT duaxok Oyaer cOpo-
IIeH, TO CHayaja OyJayT HarmedaTaHbl BCE KOMUU MEPBOM CTPaHHIIbI, IOTOM - BCE KO-
M1 BTOPOM U Tak jaaiee. PackpbIBaromuics crnucok Haneuamams MO3BOJIUT BaM
HaleyaTaTth HE TOJIBKO CaM JOKYMEHT, HO M CBEAECHUA O NOKyMEHTE. Ternepbp MOXKHO
HaxxaTh KHONIKY OK.

Jlist opopmieHust JOKYMEHTa MOKHO MCIOJIb30BaTh BCTpoeHHoe B Word mpuiio-
KEHUE, MPEACTABIIEMOE MMAHENIbI0 MHCTPYMEHTOB PucoBanue. [ ee yCTaHOBKH
BBIOMPAIOT KOMaHy Buo - Ilanenu uncmpymenmos — Pucoanue Wi KOHTEKCTHOE
MEHIO JIF0001 aHeJIn UHCTPYMEHTOB (T.€. IEJIKHYTh Ha CBOOOJHOM OT KHOIIOK MpO-
CTPAHCTBE JIFOOOW MaHEIM MHCTPYMEHTOB) WJIM KHOIKY Pucosanue Ha CTaHIapTHOU
MaHEJIU UHCTPYMEHTOB.

HecMoTpst Ha OrpaHMYEHHOCTH CPEACTB MAaHEIW MHCTPYMEHTOB Pucosanue, c ee
MTOMOIIBI0 MOKHO 3HAUUTENIBHO YIYUIIUTh AU3aiiH JOKyMeHTa. CO3/1aHHBI PUCYHOK
MIOMEIAETCS B TEKCT KaK OOBEKT.

Co3nath pUCYHOK MOXHO MpPSIMO B TEKCTE€ WJIM B OTAEIBHOM OKHE (MCIOJIBb3YS
kHONKY Co30amb pucyHox), a 3aTeéM BCTAaBUThb €r0 B TEKCT. DTa KHONKA MO3BOJISET
BCTaBJISATh U300pakeHNE, UMIIOPTUPYEMOE U3 APYTrOro MPUIOKEHUS.

VY CI0BHO 3KpaH MOKHO pa3AeiIUTh HA HECKOJIBKO CJIOEB: CIOW HaJ TEKCTOM; TEK-
CTOBBIH CJIOW; CJIOM MOJ TEKCTOM; CIIOW KOJIOHTHUTYJIOB.

Mexay 3TUMH CIOSIMU MOKHO TepeMeniaTh nu3oOpaxeHue. PUCyHOK, moOMeleH-
HBI B CJI0O€ KOJIOHTHUTYJOB, CO3Ja€T 3PPEKT «BOASHBIX 3HAKOB». JleTamu pucyHKa
MOYHO NE€pEMENIATh IPYT OTHOCUTEIBHO APyra BHYTPH KaKIOrO CIIOSI.

[Ipouiecc pucoBanust HanomuHaeT padoty B Paint. UToOsI HauaTh pucoBanue, cie-
IyeT IIEJKHYTh Ha COOTBETCTBYIOLIEH KHOIKE B MAHEINM MHCTPYMEHTOB Pucosanue
(Kypcop mpuMeT KpecTooOpa3Hyto GpopmMy), 3aTeM YCTAaHOBUTH KYypCOp B Ha4aJlo pPH-
CyHKa. PucoBaHue oCyliecTBISETCS MBIIIbIO.

B riiaBHOM JOKyMEHTE MO>XHO COCTaBUTh OTJIABIICHHE, MPEAMETHBIN yKa3aTelb

HJIN CO3AaTh IICPCKPCCTHBIC CCHIIKU IJII HCCKOJIBKHUX BJIOKCHHBIX TOKYMCHTOB.
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Jlist co3manus orjiaBjieHusl B TJIABHOM JIOKYMEHTE HEOOXOIMMO BBITIOJHUTH CJIe-
JYIOLINE JEUCTBUS:

1 OtkpoiiTe TM1aBHBIA TOKYMEHT B PEXKUME CIMPYKMYPbL.

2 Pa3BepHUTE BIOKEHHBIE JOKYMEHTHI.

3 VYcraHnoBuTe Kypcop Tyja, Kyaa cleAyeT BCTaBUTh OTJIaBJICHHE.

4 Broibepute komanny Oenasnenue u ykazamenu B MEHIO Bcmaska, a 3aTeM —
BKIaAKy Oenasnenue.

5 BrinonHUTe OJJHO U3 CAEAYIOUIUX AEHCTBHIA:

- BBIOEpUTE HYX HBII QopMmart B criucke DopmaTsi;

- JIUISl CO3/IaHMS OIJIABJICHHS] HECTAHIapTHOTO (popMarta BHIOEPUTE COOTBETCTBYIO-
1€ MapaMeTphl Pa3METKHU.

6 3anaiiTe moOBIe ApyTUe MapaMeTPhl OTIABICHHUS.

J171s moJtydeHus CBEIEHUH O JII00OM MapaMeTpe Ha)KMUTE KHOMKY C BOITPOCUTEIb-
HBIM 3HAKOM, a 3aT€M IIECJIKHUTE 3TOT apameTp.

7 B nokyMeHTe mpUMEHHUTE BCTPOCHHBIE CTUJIM 3aroyioBKoB (3arosioBok 1 — 3a-
TOJIOBOK 9) K TeM 3arojloBKaM, KOTOPbIE CJIEIYET BKIIOUNUTD B OTJIABIICHHE.

J{nst co3naHus NMpeaMeTHOr0 yKa3aTeJsl B IVIABHOM JIOKYMEHTE HEOOXOAUMO BhbI-
NOJIHUTD CIEAYIOIINE NEeHCTBUS:

1 TlomeTkTe 3JIEMEHTHI IPEIMETHOTO YKa3aTelsl B IOKYMEHTE.
2 lllenkHuTe TO MECTO TOKYMEHTA, Ky/ia CJIeIyeT BCTaBUTh COOpaHHBIN yKa3a-
TEb.

3  Bwibepute komanny Oenasnenue u ykazamenu B MeHI0 Bcmaska, a 3aTeM —
BKJIAJKYy Vxaszamers.

4 Ecnu nmpeaMeTHBIN yKazaTellb COOMpaeTcs JJIsl TEKCTa Ha JIPYTOM S3BIKE, BbI-
Oepute ITOT S3bIK B MoJie A3bik. B criucke f3vik TOKa3aH CIHUCOK S3BIKOB, IOCTYTI-
HBIX ISl peAakTUpOBaHUs. B 3aBUCMMOCTH OT BBIOPAHHOTO SI3bIKA MOTYT OBITh J10-
CTYIHBI JOMOJHUTENIbHBIC MapaMeTphl si3bIka. JJ1s moiydeHus: CpaBKu MO KaKoMy-
a100 MmapaMeTpy HaXXKMHUTE KHOIKY C BOIPOCHUTEIBHBIM 3HAKOM, a 3aTEM IICIKHUTE
VMHTEPECYIOLINMN TapaMeTp.

5  BbhINOAHUTE OAHO U3 CIEAYIOIINX JICUCTBUI:

- BbIOEpUTE HYX HBII opMmart B criucke dopmaTsi;

- U1 CO3JaHMsl yKazarelsi HeCTaHIapTHOro (popmaTta BbIOEpUTE COOTBETCTBYIO-

IUeC 1mmapamMeTphbl.
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6  VYcranoButre apyrue HeoOXOJIMMBbIE MapamMeTpbl ykazarens. [[ns nmomydenus
CBEICHMIA O JIFOOOM MapaMeTpe HaXMHUTE KHOIKY C BOMPOCHTEIbHBIM 3HAKOM, a 3a-
TEM LIEIKHUTE 3TOT MapaMeTp.

Microsoft WORD, kak u npyrume mpuinoxenuss WIindows, uMeeT MyHKT MEHIO
CopaBka. UToObI MONMy4YUTh CIPaBKy C MOMOIIBI0 MEHIO, BEIOEpUTE B MeHIO Cnpas-
ka xoMauny Cnpaska no Microsoft Word. T1oSBUTCS OKHO CIIPAaBKU C TpeMsl BKJIA-
kamu: Cooeporcanue, Macmep omeemos, Yrxazameno. YToObl BBECTH BOIPOC B OKHE
CIpaBKH, Tiepeiiute Ha BKIAAKy Macmep omgeemog. YToObI MPOCMOTPETH CO/IEpPHKa-
HUE CIIpaBKH, neperaute Ha BKIaaky Coodepowcarnue. YToObl HAWTHU CIIPaBKY IO OIpe-
JICJICHHBIM CJIOBaM WK (ppaszam, nepeniTe Ha BKIAJKY Ykaszamens.

JUist mpocMOTpa MOJCKAa3KKA MO0 KOMAHJIE€ MEHIO, KHOIKE MaHeId WHCTPYMEHTOB
win o0JjacTu 3KpaHa BeIOepuTe B MEHIO Cnpaska koMaHny Ymo smo makoe? M
HIEJIKHUTE UHTEPECYIOINNA OOBEKT.

JIist mpocMoTpa MOJICKa3KK MO MapameTpy AHATIOTOBOIO OKHA HAXXMUTE B JAUAIIO-
TOBOM OKHE KHOIIKY C BONPOCUTEIbHBIM 3HAKOM M LIEIKHUTE MHTEPECYIOLINI napa-
MmeTp. Eciiu B 11anoroBoM OKHE HET KHOINKHU C BOIPOCHUTEIbHBIM 3HAKOM, BbIOEpHUTE
uHTepecyomuil mapamerp U Haxxkmute kiaaBumu SHIFT+F1. UtoOsl y3HaTh Ha3BaHUe
KHOIIKM ITaHEJIM MHCTPYMEHTOB, HABEAUTE yKa3aTellb Ha KHOIKY M IOJOKIUTE He-
CKOJIBKO CEKYH].

MO>KHO BKJIFOUUTB NOMOUHUKA C TIOMOILBI0 KOMAHbI [loKazamb noMowHUKa Me-
HIO Cnpaska. [IOMOIIHUK aBTOMATUYECKH MPEAJIaraeT COBETHI M Pa3/eibl CIPaBKU
[0 TEKYIIEW BBIMOJHAEMOMN 3anade. Hanpumep, npu HanmmMcaHWy MUChbMa MOMOIIHUK
ABTOMATUYECKHU BBIBOAUT Pa3JIeibl CIIPABKU O CO3JaHUU U (POPMATUPOBAHUU MHUCHMA.

[ToMOIIHUK TaKXe JaeT COBETHl MO Oojee d(PPEKTUBHOMY HCHOJIB30BAHUIO BO3-
MoxkHOocTel npuioxkenuid Office. UToOBI MOCMOTPETHh COBET, MICTKHUTE JIAMIIOYKY
psaoM ¢ noMonHUKoM. KpoMe Toro, MoxHO BBIOpATh APYroro MOMOUIHUKA Ha CBOU
BKYC M HaCTPOUTb €r0 B COOTBETCTBUU C COOCTBEHHBIM cTUieM paboTsl. Hampumep,
€CJIM BbI NPEANIOYNUTAETE MOJIb30BATHCS KIABHATYPOU, @ HE MBIIIBIO, MOKHO BKIIIO-
4aTh B COBETHI COUYETAHMS KJIABUII. [I0CKONBKY NOMOIIHUK COBMECTHO MCIOJIb3YETCS
Bcemu npuinoxenusiMu Office, mpu U3MEHEHUU €ro napaMeTpoB €ro NoBEJACHUE TaK-
e U3MEHUTCS U B Ipyrux npunoxenusx Office.

JIist 3aKpBITHS JTOKYMEHTa HY>KHO BBIOpaTh KOMaHAy 3akpwulimb B MeHIO Daiin.
YToOBl 3aKpbITh BCE OTKPBITHIE JTOKYMEHTBI, HE 3aBepllas padoTy ¢ MpOrpaMMoH,
BBIOMPAIOT KOMaHAY 3axpuims 6ce B MeHIO Dati.
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OJIEKTPOHHBIE TABJINLIbLI EXCEL

Excel — mporpamMma 371eKTPOHHBIX TaOJIUII, TO3BOJISIOIIAS PA0OTaTh C JaHHBIMU
(uucrnamMu ¥ CUMBOJIaMH ), OPraHU30BaHHBIMU B BHJIe Tabnu. Excel moxer co3naBathb
rpaduueckue n300pakeHus U JUarpamMmbl, YIpaBisITh 0a3aMu JAHHBIX U T.JI.

JIOCTOMHCTBA NEKTPOHHBIX TAOJINLL:

- JIETKOCTh U OBICTPOTa BBOJIa MH(OPMAILIUU, BO3MOKHOCTH IMMOBTOPEHUS (KOITUPO-
BaHUs) OTHOTUITHON MHPOpMALINH;

- BO3MOXXHOCTh C TIOMOIIBbIO (POPMYJI 33/1aBaTh 3aBUCUMOCTh OJHUX 3HAYEHHUH OT
JIPYTUX U PACIPOCTPAHATh ITH 3aBUCUMOCTH Ha JIPYTHE 3JIEMEHTHI Ta0IHUIIBL;

- c(OpMHUpOBaHHAsA AJIEKTPOHHAs TAOIUIA Cpa3y K€ CTaHOBUTCS JOKYMEHTOM,
KOTOPBIN MOKHO JIETKO MOAU(UIIUPOBATH U BHIBOJIUTH HA MIE€YaTh.

Pabouee okHO 3J1eKTpoHHBIX Ta0aun Excel npeacrasneno Ha puc. 7.

— Kunomnka Beinenuts Bce  [laHenb HHCTPYMEHTOB

Nwms daitna Byksa - 0003HaucHHE
paboudeii KHUTH
croJona
[Momne Nmst CTpoka MeHIO

X Microsoft Excel

|| 2o dpeera B Borsera Formser Copmuc Lavver |
lceR ek |smadt o ¢

| rE— | |
|

F Knural

C [ \ [

1]

|
Crpoka dopmyi

AxTHBHAs
sTYeHKa

Howmep ctpokn
[Tosockl MpOKPYTKH
{1 — 3 |

115 1 | o o | ]
=T

SIpaBIKY TUCTOB .
OxHO paboyeii KHUTH

CTpoka COCTOSTHHSI

Pucynok 7 — Bun pabouero oxna Excel
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B paboueit o6nactu oxkna Excel pacnonaratorcst mogqunHeHHbie okHa. OnHOBpe-
MEHHO MOXKET OBITh OTKPBHITO HECKOJIHKO MOYMHEHHBIX OKOH, B K&KIOM M3 KOTOPHIX
OTKpBIBAETCs OJHa paboyasi KHUTA.

Pabouas kuuea — sro daiin Microsoft Excel, comepxaniuii o1H I HECKOIBKO
paboyMX JIUCTOB.

Pabouuii nrucm — cama tabnuua win nuarpamma. IIpu 3arpyske paboudeil KHUTH
3arpyaroTcsi Bce ee paboune nucThl. BHU3Yy OkHA pabouell KHUTH HaXOASTCS SPJIbl-
ku pabounx JmucToB: «Jluct 1», «JIuer 2» u 1.1. M0oXHO BBIOpaTh HEOOXOIMMBIN pa-
00YMi JUCT IIETYKOM Ha COOTBETCTBYIOLIEM sipiibike. Ha3BaHue Tekyiero sipiibika
BBIJICNIAETCS MOTYKUPHBIM IIPUPTOM U CBETIILIM (DOHOM.

Pabounii muct mpencraBiser coboit cetky, comepxkamryio 16384 ctpok m 256
ctosiooB. Ctpoku nomeueHsl muppamu ot 1 10 16384, a cTonOupl — OykBaMu: mep-
BBIN - A, 26-ii — Z, 27-i1 — AA, 52-i1 — AZ, 53-i1 — BZ u T.1. 10 256-T0 (KOTOPBIiA
o06o3naueH V). Obnacte nepeceueHus CTPOKH U CTOJIOIa Ha3bIBaeTcs suekikoil. Ho-
Mep CTpOKM U 0O0O3HaYeHHME CTOJIONA OJHO3HAYHO OINPEACIAIOT aJpec SUEHKH.
Hanpumep: C8, AA14.

B agpece siueiiku nepen MMEHEM CTOJO0LA W/UIIM HOMEPOM CTPOKH MOXET CTOSITh
CHUMBOJ $, 0O3HAYAIOMINK, YTO HOMEP CTOJOIA U/WIIN CTPOKU COOTBETCTBEHHO SIBIISICT-
csi abcomoTHRIM. B mpoTuBHOM ciiydae aapec oTHOCUTENbHBIN. [Ipu xomupoBaHuu
azipecoB a0COJIIOTHBIE aJIpeca HE U3MEHAIOTCS, & OTHOCUTEIbHbIE — MEHSIOTCS B CO-
OTBETCTBUU C HANIPABJICHUEM U BEJIMYMHON MEpEeHoca.

AJlpecoBaTh MOXKHO HE TOJIBKO OTJI€JIbHBIC STYEMKU, HO U COBOKYIMHOCTh CMEXKHBIX
siaeek (0JIOK): IPSAMOYTOIBHUK WJIM YacTh CTPOKU MJIM CTOJOma. Aapec Oyioka 3ama-
€TCs KOOPJIMHATAMU JIBYX €r0 MPOTUBOIIOJIIOKHBIX YIJIOB, Pa3J€IECHHbBIX JBOCTOUYHEM.
Hanpumep: C2: D6, $C2 : $C8, C§2 : ES2.

B Excel ogna u3 siueex pabouero nucrta Bcerga siBiisierca akTuBHoW. Ha skpane
OHa BBbIJIEJICHA XUPHOU paMkoil. Ee comep:kumoe BBIBOAUTCS B CTpOKe (opMys B
BepxHe#l cTpouke okHa Excel moa cTpokoil MEHIO U CTaHAAPTHOM MAHENbI0 HHCTPY-
meHToB (CIIN). [lepenBuraTthcsi mo paboueMy JHCTY MOXKHO C TOMOIIBIO KIIaBHUII
YVIOpaBJICHUS KypcopoM. MOXKHO cpa3y IIEITKHYTh MBIIIBI0 Ha TpeOyeMou sueike,
9TOOBI BBIJICTUTH €€ (CAeaTh TeKYIeH).

BriienuTe MOKHO HE TOJIBKO OJIHY SiUEHKY, HO M HEKOTOpyto rpyrmiy (6710k). s
ATOr0 HEOOXOIMMO TOMECTUTH yYKa3aTelb Kypcopa B KaKoh-1100 yron 0J0Kka u mepe-

TallluTh €ro B HpOTHBOJIe)I(aIHHﬁ. Ecan IIpHU 3TOM HAKATb U HC OTIIYCKATh KJIABHUIITY
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Ctrl, To MOXXHO BBIIETUTH HECKOJBKO Tpynm sideek. [l BhIIEICHUS BCEH CTPOKHU
CleAyeT HIEIKHYTh Ha €€ HOMEpE, a JJI BbIJEICHUS TPYIIbI CMEXHBIX CTPOK — MPO-
TalIUTh Kypcop MO KX 3aroJioBKam. ITO K€ OTHOCUTCA U K CTOJIOLAM.

Kaxnas siueiika MOXeET cojiepkKaTh TEKCT, YUCIO0, (OpMYITy HIIA BOOOIE HUYETO.
®dopMyiia HAUMHAETCSA CO 3HAKa = M MPEJCTaBIseT cOO0M CrocoO0 BHIYMCICHUS 3HA-
YEHUS C UCTIOJIb30BaHUEM MH(MOPMAITIH, XPAHSIICHCS B APYTHX SUCHKaX.

Jlyist BBoz1a B stueiiky mHGpOpMaIK CIAEAYyeT CAeNiaTh €€ aKTUBHOW M HaOpaTh WH-
dbopmanmro. Habupaemas uadopmanmsi otoOpakaercs B cTpoke dopmyi. Jlis ee me-
peHoca B AYEHKY CIIEIyeT CAENaTh MOATBEPKIEHUE: HaxaTh Enter miam mepenTu K
npyroi stuerike. [lonTBEpKIEHHE BBIMOJIHACTCS TAaK)KE MIETYKOM MO |of| KHONKE B
ctpoke dopmyi. [locne moaTBepxkaeHHUs GOPMYIIBI B SUYCHKE MOKA3BIBACTCS PE3YITh-
TaT e BhIMOJHEHUS. OqHako (aKTUYECKH B siUEHKe XpaHUTCA (opMysa U B CTPOKE
dbopmyi oTpaxaercs UMEHHO ¢opmyia (T.€. COACPKUMOE SIUCHKU), a HE Pe3yJIbTaT €€
BbITIOJIHEHUS. Eciii HaOpaHHBIA TEKCT HE MOMENIAeTCs B SUehKe, OH «IEePETEKaeT» B
CJIeYIOIME HEe3aHAThIC MpaBbie. DTOT TEKCT OyJeT 0Ope3aH MepBoii ke 3aHATOM (He-
yCTON) STYEHKOM.

JIns peakTUPOBaHUs COACPKUMOTO SYECHKH HEOOXOIUMO MPOU3BECTU IBONHOM
HIETYOK o TpeOyeMoi suelike (MM HaxaTh kiaBuiny F2), BHeCTH HEOOXOAUMBIC
WU3MEHEHHUS U TIOATBEPAUTH UX.

J171s1 3aMEHBI BCEro COACPKUMOTO STUYEHKH HEOOXOAMMO BBIICIUTH (aKTUBU3UPO-
BaTh) TpeOyeMYIO SUCHKY, BBECTH HOBBIE JAHHBIC U TIOJATBEPAUTH UX.

JI71s1 OJIHOTO yJaleHUs COAEPKUMOTO BBIJICIICHHON SYEHKH CIIeyeT TPUMEHUTh
koMauny Ilpaska - Ouucmumo - Codepoicumoe unu Komauny Ouucmums KOHTEKCT-
HO-3aBUCUMOI'0 MEHIO, KOTOPOE€ BbI3BIBAETCSA IIEIYKOM IMPABOW KHOIKH MBIIIHA 1O
BBIJICJICHHOM SYEUWKE. Y NaJIUTh COAEPKUMOE BBIJICJICHHOM SYEUKH MOXXHO TaKkKe
HakatueMm kJasuiu Delete.

Konuposanue nannsix B EXCel mporcxonut B yeThipe dTamna:

1 Beoiaenenue si9eWKku WM OJIOKAa, KOTOPBIE HYXHO CKOMUPOBATH (MCXOHBIM
0JIOK).

2 KommpoBanue ux coaepxkumoro B Oydep oomena Clipboard ¢ momompio Ko-

Mausl Ilpaska - Konuposams ( unm Haxaruem Ctrl+C, uinm kHor- KO Ha

CIIN, nim komannoit Konupoeams B KOHTEKCTHO - 3aBUICUMOM Meé- HIO).
3 Brigenenue sueiiky WM AMaia3oHa, KOTOpble OyIyT coaepkaThb CKOMMPOBAH-

HBIW MaTepuall.
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4 BcraBka B BBIICIICHHBIN JAWAMAa30H COAEPKUMOro Oydepa oOMeHa ¢ MOMOIIBIO

koMaHabl [Ipaska - Bemasums (wmm naxatueMm Ctrl+X, mmm xnomkoil |

Ha CIIW, wiu komaHaod Bcmasums B KOHTEKCTHO - 3aBUCHMOM MEHIO).

IIpumedanue. BcTaBUTh KOMMPYEMBbId MaTepral MOKHO TaKXKe, HAXKAB KJIIaBHILLY
Enter, mpeaBapuTeNbHO ITOCTAaBUB KypCOpP B BEPXHIOK JIEBYIO STUYEHKY BBIIEICHHOTO
JMana3oHa, KOTOPBIA OyIeT coaepKaTh KOMMUPYEMbI MaTepUal.

Ecnu xonupyeMslii U NPUHUMAIOLIMM AUAana30Hbl PACIIOIOKEHbBI HEAIEKO APYr
OT JIpyra, KONUPOBAHUE MOYXHO OCYIIECTBUTH CIEIYIOIIUM 00pa3oM:

1 BriienuTh 1uana3oH, KOTOPbIA HEOOXOAMMO KOMMMPOBATh.

2 HaxaB u ynepxxusas knasuiry Ctrl, TOMeCTUTh yKa3aTellb MBI HA TPAHULLY
BBIJICJICHHOTO Juana3oHa. K ykaszareinto MbIlu J00aBUTCS MAJICHBKUI 3HAK «+).

3 IleperaniuTh MBIIIBIO PAMKY BBIJEJIEHHOIO JUAlla30Ha HA HOBOE MECTO.

4 OTIIyCTUTH KHOIIKY MBIIIN.

JI71si nepeMerieHUsl TaHHBIX HEOOXOUMO BBIMOJIHUTH CIENYIOLIEE:

1 BeiienuTe S4eiiKy WIKA Juana3oH, IpeIHa3HaueHHbIE IS IEPEMEILECHHUS.

2 Boinonuuts komauny /lpaska - Beipezame (Wi HaxaTh komOuHauio Ctrl+X,

3

WJIM HaXaTb KHOIKY Ha CIIN, unu BeIOpaTh KOMaHAy Buipe3ams B KOHTEKCT-
HO- 3aBUCUMOM MEHIO).

3 Beaenuth Auana3oH, KOTOpbId OyneT coaepKaTh NEPEHOCUMbIE TaHHbIE (MOX-
HO yKa3aTh JIMILb JEBYIO BEPXHIOIO SYEHKY 3TOro [uana3zoHa).

4 Haxats Enter.

Ecnu nmepemerniaeMblii Auana3oH COJIEPKHUT (POPMYJIBI CO CChUIKAMHM Ha JPyTHe
SYEUKH, 3TU CCBUIKM OCTaHYTCS] HEU3MEHHBIMH.

B nmpenemax oIHOro JMcTa NMEpEMENIEHUE JaHHBIX MOYKHO OCYILECTBUTH C ITIOMO-
1IbIO NepeTacKuBaHus. JJist 3Toro He0OX0UMO:

1 BeiienuTe S4eiKy WIK Juana3oH, IpeIHa3HaueHHbIE IS IEPEMEILECHHUS.

2 YcTaHOBUTH yKa3aTellb MBIIIKA HA OJJHOW W3 YEThIpEX TPaHMI] SUEUKH WM Jua-

naszoHa. [Ipu a3ToM ykazarens mpuoOpeTaeT BUI CTPEIKH.

38



3 IleperamuTh BBIACICHHYIO SYCHKY WIJIM TUAMMa30H B HOBYIO 00JIacTh paboyero
JIMCTA U OTIYCTUTH KHOMKY MBIIIIH.

B yxe co3nanHyro TaOauIly MOKHO BCTAaBUTh HOBYIO STYEHKY, CTPOKY (HECKOJIBKO
CTPOK) WJIH CTOJIOCI (HECKOIBKO CTOIOMOR). J{J1s1 3TOr0 HCMOB3yeTCs OneparioHHOE
MeHIO Bcmaseka. HoBble 37€MEHTBHI BCTABIISIIOTCS HAa MECTO BBIIECJIEHHBIX, (TO €CTh
MPEIBAPUTEIILHO HEOOXOAMMO BBIICTUTh T€ JJEMEHTBHI, HA MECTO KOTOPBhIX OyayT
BCTaBJICHbI HOBbIE). [Ipu BcTaBke siueiiku (TPYIIIbI siUE€EK) MOSIBUTCS JUATIOTOBOE OK-
HO, YTOUHSIOIIEE, Ky/la JOJKHBI OBITh CIBHHYTHI BBIJICIICHHBIC SYCHKU: BIIPABO WM
BHU3.

JIist ynaneHus: ss4eiku, Tpynmbl s;ueek, CTPOKHU, CTOJIOA HEOOXOIMMO BbIAEIHUTh
UX, a 3aTeM BeIOpaTh komMaHny I/lpasxa - Yoanume.

VY nanenue oTaenbHON (OpMyINbl B pabodeM JIMCTE YacTO MPUBOIUT K OLIMOOY-
HBIM pe3yJIbTaTaM B BBIYUCICHUAX APYTHX (POPMYII U, YTO XyKE BCErO, K HEMPABUITb-
HOMY KOHEYHOMY pe3yJibTaTy. UToObl n30exaTh MogoOHBIX MpoOiIeM, HEOOXOIUMO
3aIUTUTH PAOOYUH JIUCT OT U3MEHEHUM CIEAYIOIIUM 00pa3oMm:

1 BriOpate koManny Cepsuc - 3awuma - 3awumums aucm. Ha 3xpaHe mosiBUTCS
JIUAJI0TOBOE OKHO 3auumumao JIUCH.

2 Bribpatb cootBercTBYtOMYyIO omniuto (Codeporcumoe, Obvexkmoi, Cyenapuu)
mENKHYTh Ha KHomnke OK.

3 B auanoroBoMm OKHE 3awumumbs aucm CyHUIECTBYET TEKCTOBOE MOJj€ Ui BBOAA
NapoJIs:

- €CJIM JINCT 3allUINeH MapoJieM, TO JJIsl CHATHUS 3alUThl HY)KHO HAaOpaTh mapoJib
elle pas;

- €CJI TapOoJib HE BBEJIEH, JIFOOOM MOJIb30BATENb MOKET CHATh 3aILUTY JIUCTA.

UtoOsl pacnieyaTaTh TaOIMILy, HY>)KHO BBITIOJHUTH KOMaHay Datin - [levams unu

Ha)XaTbh HA KHOIIKY S ya CIIN.

Excel npegocraBisier MHOKECTBO HEOOS3aTENbHBIX MAapaMETPOB, MO3BOJISIIOLIUX
HAaCTPOUTh KOHEUYHBIA BHEIIHWM BUJ HAll€YaTaHHOW CTPAHULBI B COOTBETCTBHUM C
npeabsaBiIsieMbIMU TpeOoBaHUSAMU. [IyHKT MeHI0 @Daiin, komanaa [leuams pUBEIEHBI

Ha puc.8.
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MprHTED

KA ||:}ﬁ HP Laserlet 6L j CEORCTEA. ..

CocToAHME: CEobogeH

Tun: HP Laserlet 6L
MopT: LPTL:
JaMETEH: [ Mewatt E dadn
MevataTe F.ankH
& . =
* Bre HMCn0 EOMKHH: lizl

[ cTpaHkuel o | il no: | jl

BEIBECTH Ha NeYaTe Ijil Ijﬂ
(" BRIAENEHHEIR AHanazoH

(¥ BRIAENEHHEIE OMCTEI " BCHO KHMCY W PazofpaTe no KonHaM

MpocuoTp R | OTHEHS

Pucynok 8 — OxHo xoMaHb! [/euams

Jlis Toro 4TOOBI MPOBEPUTH BCE, YTO MOXKET INOBJUATH HAa PE3yJbTaThl NEYaTH,
KeJlaTeNIbHO CeNIaTh MPOCMOTp JHUCTa nepex nevateto. Microsoft Excel npenocTas-
JSIET TpU crioco0a MpoCMOTpa U HACTPOMKU BHELTHETO BU/IA JIMCTA MEpe]] eUaThio:

- OObuHBIN pexxuMm. HMcnonb3yercda nmo ymonmyanuto. Hawnmydmmii pexxum aiis
IPOCMOTpA Ha dKpaHe U paboTHI (IIYHKT MEHIO Buo).

- [IpenBapuTenbHbI IPOCMOTP (3. TokassiBaer NEYaTHYIO CTPAHUILy U MO3BOJIS-
T JIETKO HaCTPanBaTh CTOJIOLBI M MOJIs (MMyHKT MEHIO Daiin).

- Pexxum pa3merku ctpanunpl. [lokaspiBaeT pacnpeneneHue JaHHBIX MO CTpaHU-
1IaM ¥ MO3BOJIAET OBICTPO HACTpauBaTh OOJACTh MEYATH U PA3PbIBBI CTPAHUL] C TO-
MOIIBIO yHKTa MEHIO Buo (puc. 9):

B ofbmne

W pasmetka cTpaHHue

MaHenM HHCTRYMEHTOE M
v CTpoka dopryn

v CTpOKa COCTOAHKMA

FEOnoOHTHTYAEL. .,
[T MpuMedaHA

MpeACcTaENEHKHA, ..
Eo Beck 3kpaH

MacwTaf. ..

Pucynok 9 — Cniucok komang MeHo Buo

40



[To Mepe BBIIOHEHUS] HACTPOEK, BIUSAIOMIMX HA TapaMETPhI IEYATH JINCTA, MOKHO
NEPEKII0YAThCA U3 OJTHOTO PEKUMA B APYIroW I MPOCMOTPA U3MEHEHUW NEpes OT-
IPaBKOM JaHHBIX Ha ME€YaTh.

Jlns ynoOcTBa mpocMOTpa TEKCTa U U300paKEHUM MOXKHO YBEJIUYUBATH WIU

YMCHBIIATDH MacIirao. I[J'IH M3MEHEHHUS MaclTada oKHa HYKHO B PAaCKPbLIBAIOIICMCSI

-

criucke Macwma6 “""* BBIOpATh HYKHBIM pasMep WM BBECTH 4ucio oT 10 1o

400. Komanny Macuimab MOXKHO BBI3BATh € MMOMOIIBI0 MeHI0 Buo (puc.10):

Macwmah @@

MacwTab

" No BklAENEHHKD
(" ppoMsEonEHEN: |100 =%

Ok | OTHEHE |

Pucynoxk 10 — Bun okna komanasl Macuima6d

UYToObI BHIBECTH BBIJICJICHHBIA JUAIa30H Ha BECh AKPaH, BHIOUPAIOT nO 8bloeie-
Huto. W3meHenue macmraba M300pakeHUs HE OTpakaeTcsl Ha (YHKIHMM TeYaTH.
CrpaHulsl pacreyaThiBalOTCS B HATYPAJIbHYIO BEJIMUYMHY, MOKa HE OyJeT M3MEHEH
MaciTab meyaTy B JUAIOroBoM OokHe [lapamempul cmpanuysl Ha BKIaake CmpaHu-
ya (meHto Datin).

DTO JenaroT, 4ToObl CTOJOIBI UM CTPOKM HE pa3OMBAIUCh MPHU TEeYaTH Ha He-
CKOJIbKO CTpaHuil. MOXHO Tak mojoOpaTh MacmrTad, 4ToObl TOKYMEHT TOMECTHIICS
Ha OJTHOM CTpaHUIE B MIUPUHY WK B BhICOTY. B MeHI0 Daiin BbIOEpUTE KOMaHIy
Ilapamempol cmpanuysi, a 3aTeM — BKIaaky Cmpanuya. Y CTaHOBUTE NEPEKIIOYa-
TeJb B MOJOXKEHUE pazmecmums He Oojee yem Ha W BBeauTe 1 B mone cmpanuyax 6

WUpUHY WK B TIOJE CMPAHUYAX 8 8blCOMY, 3aT€M yNaJUTe YUCIIO U3 BTOPOTO MOJIS
(puc.11).
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OpHeHTaLHA
MevaTte...
[
[
A * pHMwHaA [ anebomMHan
MpocHoTp
MacwTah CEOHCTES, .. |

= -
+ yeranoemTe: [100 5 % oT HaTypancHOH BEnHYHHE

(" pasmecTHTe He Donee qem Ha: |1 El: CTP. B LWUMPHHY K |1 El: CTD. B BRICOTY

Pazmep OyMar: |.ﬁ.4 ﬂ

KaqecTED NeYaTH: |6DD TOYEK Ha AHDFM -

HoMep nepeoi cTpanmue:  |SETO

0],% | OTHEHS |

Pucynok 11 — OkHo komauaw! [lapamempvl cmpanuybl

YroOsl pacnedarars TabauIly ¢ GopMynamu, MO KOTOPHIM MPOBOAMIMCH BbIYKC-
JIeHUsI, HEOOXOAMMO BBIMIOJIHUTH CJIEAYIOIINE ACHCTBUS:

1 CxonupoBaTh TabnuIly Ha HOBBIN JIHCT.

2 Boimonauts komauay Cepsuc - [lapamempoi - Bud, ycTaHOBUTH (DJIaXKOK OTIUU
@opmyner. Ha nmucte nosiBATCS HOPMYJIBI.

3 Haxatp Ha kHONKY [Ipedsapumenvruiti npocmomp Ha 1M, BeIOpaTh BKIAAKY
Cmpanuya, yCTAHOBUTb TaM KHIXKHYIO WJIM aJIbOOMHYIO OPUEHTALIMIO CTPaHUIIbL. 3a-
TeM BBIOpATh BKIAAKY Jlucm, ycTaHOBUTH (uiaskku onimii Cemka u 3a20108Ku cmpok
u cmonoyos. Haxate Ha OK, 3axpvime. IleqataTs TabnuILy.

BoJIbIIMHCTBO BO3MOXHOCTEH 10 (hopMaTHPOBAHUIK padounx ymctoB Excel pea-
u3yeTcs yepe3 MeHto @opmam. MHOTrMe KOMaHabl 3TOr0 MEHIO AyOJIHPYIOTCS COOT-

BETCTBYIOIIMMH KHOTIKAMH Ha MaHEI UHCTPYMEHTOB (puc. 12).

KHONKKW BblpaBHUBaHWA
P KHOMNKa NUHNA pamKia

|
[Biel Cyr A o x| x| u| =l=]=E D]l - - -
| | R

KHOMKK
ugeTa

KHONKM WPKCHTOB KHOMKK chopMaTUpoBaHuA
uncen

Pucynok 12 -Ilanens uacTpyMeHTOB POpMAaTHPOBAHUE
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Bce Bo3MOXHBIE KOMaHbI (hOPMATUPOBAHUS SYEEK WM MHTepBaia (OJI0Ka) BbI-
JEJIEHHBIX SYEEK MPEACTABIICHBI JUAJOTOBBIM OKHOM Dopmam siueex.

JnanoroBoe okHO Popmam Hueek OTKPBIBACTCS:

1) no komanae @opmam - Huetiku ONEPaMOHHOTO MEHIO;

2) o koMmanjae DPopmam syeex KOHTEKCTHOIO MEHIO (JJis1 €ro BbI30Ba HAJ0O IIEIK-
HYTbh NPAaBOM KHOIKOW MBIIIN HA BBIJEIECHHOM OJIOKE SYEEK);

3) komOunHanuen knasum Ctrl + 1.

Huanorooe okHO Dopmam siueek UMEET 6 BKIIAJIOK:

Yucno — 3MeHsIET BUJI YHUCEIT Ha SKpaHe (HO HE pealibHO XPAHUMBbIE 3HAYCHUS).

Buipasnusanue — n3meHseT crocod BIpaBHUBAHMS JTAHHBIX B sIICHKaX.

Ipugpm — uzmensiet mipudTt, €ro pazMep, BET U HAUEPTaHUE.

Pamxa — 1o3BoJISIET BEIUEPUYMBATh PAMKH BOKPYT SYEEK UJIM UHTEPBAJIOB SAYECEK.

Buo — n3menset ¢oH B sueiikax (1[BeT), YTOObI IPUBJICYb K HUM BHHUMAaHUE.

3awuma — TO3BONSET CKPBITH (HOPMYJIbI WIH 3a0JOKUPOBATH SUYECUKU (UTOOBI
HEJb3s1 OBLIO CITy4ailHO U3MEHUTD).

UToOBI OBICTPO yCTaHABIMBATH CTaHJIAPTHBIC (POPMATHI YHCEI, MOKHO MCIOJIB30-
BaTh KHOIMKHU TaHEIM MHCTPpyMEHTOB (opmaTtupoBanus (1tadn. 3). Ilpu menuke 1o
OJIHOM M3 ATUX KHOIMOK aKTUBHAs siueiika mpruoOpeTaeT COOTBETCTBYIOIIUI YHUCIOBOM
dbopmar.

Ecnu vy o1HA U3 KHOMOK HE MPECTABIISAECT HYKHbBIN (DOopMaT, UCIOIB3YIOT AUANIO-
roBoe okHO Popmam siueex. B 7 TOM OKHE HEOOXOUMO IIETKHYTh MBIIIBIO 10
BKJIaJIke Yucno u BBIOpATh B ciucke Yucnosvie popmamsr ogHy U3 12 xareropuit
dbopmatos. [locie 3Toro npaas 4acTh BKJIQJIKH U3MEHUTCS, IPECTABIISIS J1JIsI U3ME-
HEHUSI COOTBETCTBYIOIIME 3TOU KaTeropuu onuud. [lociie ycTaHOBIEHUS BCEX HEOO-
XOJIMMBIX TTapaMeTpoB M 1mendka o kHornke OK BbiieneHHbIC STUeHKH TPUOOPETYT
COOTBETCTBYIOIIHI (popMar.

Tabnuma 3 — Knonku dhopmatrpoBanus yucenl

Knon .
<a Ha3Banue KHONKH YcranaBauBaemblid popmar
JlenexHslii popmar JloGaBisieT cUMBOJ JIEHEKHOW €IMHMUIIBI, MPOOeN JyIs
— OTAEJICHUS YUCEN U BBIIAET HA DKpPaH 3HAYECHUE C JIBY-
Ms 3HaKaMHM MOCJIE JeCATUIHOMN 3ansaTon
or [TpouenTHsIN hopmar Belaer Ha 5KpaH 3HAYECHHE B MPOLIEHTAX, HE YUYUTHIBAs
_— 3HAKU MOCHE JTECITUYHOMN 3aIsTomn
1000 ®dopwmar ¢ pazpenurensmu | Pazaenser pa3psaabl uucen
:- dg YBenuuuTh paspsaAHOCTh YBenuuuBaeT KoIu4ecTBO nudp mocne 3ansaTol Ha Of-
HYy
;ng YMEHBIINUTD Pa3psSAHOCTh | YMEHBIIAET Ha OJIHY KOJTUYECTBO UG MOCIIe 3amaToi
.

[Tpumeuanune. Ecnu comepxumoe SUYCHKK BBIJAETCS HA DKpaH B BHUjae Habopa
YCIIOBHBIX 3HAKOB (Hampumep, #H##H####), 3Ha4uT CTONIOEI] CIUIIKOM y30K JIJIsl TOTO,
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YTOOBI BHIBECTH 3HAUYCHHE STYEHKU B BEIOpAaHHOM 4HMCIOBOM popmare. B aTom cirydae
HAJ0 WIA U3MEHUTh YHCIOBOU (hOpMAT, WM YBEIUYUTH IIUPHUHY KOJIOHKH.

[To ymomyaHuIO COAEPKUMOE SIMEMKH BBIPABHUBAETCS MO HIDKHEMY Kparo, MpHU
ATOM YHKCJIa BBIPABHHUBAIOTCA BIPABO, TEKCT - BIEBO.

YacTo ucnoiib3yeMble MapaMeTpbl BEIPABHUBAHUS STYSHKH WA BBIICIEHHOIO JHa-
Ma3zoHa si9eeK MOXKHO 3aJaBaTh C MOMOIIBIO KHOMOK MaHEeNId WHCTPYMEHTOB (opma-
TUPOBAHUSL:

= | -mo JeBOMy Kpario , | -TI0 TICHTPY, =| -no IPaBOMY Kparo H -
00BEIMHUTH U TIOMECTHUTH B IICHTPE.

BceBo3MoxHBIE CTIOCOOBI BBIPABHUBAHUS COJEPKUMOTO SIMCUKH WM JHara3oHa
SYEEK MPEJCTABIICHbBI B TUAOrOBOM OkHe Dopmam siueek (puc. 13).

UToOBl BBIPOBHATH COICPKUMOE SUCCK, HEOOXOAMMO IICTKHYTh MBIIIKOW Ha
BKIIaTKe Bwipasnueanue. 3aTeM BBIOpPATh HYKHYIO OIIMIO TOPU3OHTAIBHOTO WU
BEPTUKAJILHOTO BhIPABHUBAHUS, OpUEHTaIMI0. Eciii HeoOXoauMo 3aMoIHUTh STUEHKY
TEKCTOM B HECKOJIBKO CTPOK, TO HEOOXOAMMO YCTaHOBHUTH (hJIakoK ommuu [lepero-
cums no cinosam. Ecnu TpeGyercsi 00beIMHUTh HECKOJIBKO SU€eK B OAHY, HAIIPUMED
JUTA CO3JIaHUsI KPACHBOTO 3aroJIoBKa TaOIHIIbI, TO TIOCTE MPEIBAPUTEIHLHOTO BhIIETe-

HUS STYEEK HEOOXOJIUMO YCTaHOBUTH (iiakok omiuu Oowvedurnenue sueex. OObenu-

HUTb BBIICICHHBIC SUCHKM MOXHO TAKKe IIEITIKOM 110 KHOIKE E Ha maHelIM WH-
CTpyMEHTOB DopmamuposaHue.

P opMaT AYEEK 7] x|

l Wendt | Fpamvua | Bua | Zawwra |

Hucno

BEIpaEHHEAHHE CIPHEHT aLHA
Mo FOPHZ0HTANK! * .
- *
|n|:| IHAYEHHHD h |E| :l, T .
=
Mo EEPTHEANK! K HaamHce &
c .
|nu:u HH¥HEMY KpaHD - T .
*
OTobpaHEHHE P

[ MEpeHDCcMTE NO CROEAHM

=
[ aETomoABOR WHPHHE n 3, [pa4 Yy COE:
[ oBBeAHHEHHE AqEsK

(0,3 | OTHEHA |

Pucynok 13 —[IuanoroBoe okHo @opmam aueex. Bxianka Buipasnusanue
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Jlerye Bcero U3MEHHUTH MIPUPT, €T0 pa3Mep, HAYEPTaHUE U LBET VISl TEKCTA B BbI-
JIEJICHHBIX sIYeMKax C MOMOIIbIO KHONIOK [/lpughm, Pasmep wpughma, [lonyscupmoiil,
Kypcus, Iloouepxnymuwiii, [legem ona, lleem wpughma Ha MaHETH UHCTPYMEHTOB
dopmatupoBanusi. Heo6xonuMo mpocTo BBLACTUTH SAYEHKHU, MIENKHYTh MO COOTBET-
CTBYIOILIEH KHOTIKE U BHIOPATh HYXHBIA MIPUPT U pa3Mep B PACKPHIBAIOUIUXCS CITUC-
Kax.

KoHTponupoBaTh cpa3dy HECKOJBKO MapaMeTpoB MIpU(PTa MOXHO C MOMOIIBIO
ManoroBoro okHa @opmam aveex. s 3TOro HEOOXOUMO MIETKHYTh MBIIIKON Ha
Bkiazake [lpugm (puc. 14), cnenate HeOOXOAMMbBIC U3MEHEHHS: U3MEHUTh HauepTa-
Hue mpu@Ta (MOTYKUPHBIA, KYpCHB), €ro Apyrue aTpuOyThl (MIOJUEPKUBAHUE, LIBET)
U paznuuHble 3QdexThl (mepeyepkuBaHue, BEPXHUUA W HIDKHUNA WHAEKCH). [locne
ATOTO WIENKHYTh Ha KHOnKe OK.

UTOoOBI 3aKIIIOUNTh SUYEHKY WIM TPYIIY SYEeK B PaMKy, HEOOXOJUMO BBIMOIHUTH
CIEIYIOIINE JEUCTBUS:

1 [lenkHyTh MbIIbIO Ha BkAaAke [ panuya (puc. 15) B auanoroBoM okHe Pop-
mam siueex.

2 BpiOpath HauepTaHUe JTUHUU B 11051€ 1un AuHUYU JUATOTOBOTO OKHA.

3 BbIOpath pacnosoKeHWe JUHUM paMKH Ha BHYTPEHHUX M BHEIIHMX TPaHULAX
BBIJICJICHHBIX SIYEEK, IEJIKHYB Ha COOTBETCTBYIOIINX KHOIKAX.

4 IllenxnyTth Ha kHONIKE OK, u BbIOpaHHas yacTh pabodero jaucra OyAeT 3aKiio-
YeHa B PAMKY.

Popmar AYeEK el A
Hucno l BripagHHEaHke  LWpud l [paHHLa l Ena l SawmnTa l
LLpHichT: HavepTaHme: Pazmep:
|Arial Cyr |06 HG
T Arial i‘ 0BBMHEIR J 10 ﬂ
T Arial Black Ky PCHE 11 1
T Arial CE MOy HHPHER 12
T Arial Cyr ﬂ Moy #HPHBIF KYPCHE 14 ﬂ
MoaHepkHEaHHE: LEEeT:
|HET j | LETO j [ OfbMHE
ek Tel Obpazel
[ zaueprHyTEIA
[ BEpxHHA HHASKE AaBbE6Hn
[ HeHHA HHARKE
WpkdT THNa TrueType. WpkrdT By AeT HONONES0BAH KAaK 4NA BEIEDAE Ha
3KPEH, Tak M ANA NeYaTH.

0], | OTHEHS |

Pucynox 14 - JluanmoroBoe okHo @opmam siueex. Bxknaaka [lpugpm
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Hucno | BbIpaBHHEaHHE | WpkdT FpaHHu.al BHa | 3au.|.HTa|
Bce MHHKA
THMN AHHHH!
Her  ===—--
HET EHEIWHHE EHYTPEHHWE | | —_——
CITAENEHBIE crreee mmm——
e | ] e I
it Haanmce
i UEET!
I T

BbIEEDHTE THMN NHHKK K C NOMOWEHDY MBILK YE3¥HTE, K KaKOH YacTH
BbIAENEHHOND AMANE30Ha OH OTHOCHMTCA! BHEWHER FPaHHLLE BCEFD
AHanazoHa, ECeM EHYTPEHHMM TPaHKMLaM AYEek N9 OTAENEHOH AYEHkE,

| Ok I CITMEHS |

Pucynok 15 - lnanmoroBoe okHo @opmam auyeex. Bxnanka [ panuya

Jlsist Gosiee ObICTPOro 0OpaMIICHUs BBIICIICHHBIX STYEEK UCIOJIb3YIOT KHOMKY /I pa-

HUYbl ElLl'l, PaCIoJIOKEHHYIO Ha TaHEJIM UHCTPYMEHTOB Popmamuposanue.

Excel nmeeT BO3MOXKHOCTB BBITIONHATH (OPMATHPOBAHUE Cpa3y BCEX sUEEK BBIJIE-
neHHou ctpoku (DPopmam - Cmpoxa) unu cronodua (Popmam - Cmonbey). Ilpensa-
PUTEIBHO HYXXHBIE CTPOKH (CTOJIOIIBI) HEOOXOAMMO BBIIETUTh. O0€ KOMaH bl UMEIOT
BAPUAHTHI:

Ckpuimob — 1enaeT HEBUIMMOM CTPOKY UJI CTOJIOEII.

Omobpa3ums — nenaeT BUAUMBIM CKPBITBIE CTPOKH WJIA CTOJOIBI, CTOSIIIUE MEXK-
Ty BBIJICJICHHBIMU CTPOKaMH (CTOJIOIaMU), T.€. MPEBAPUTEIHLHO HEOOXOAUMO BbIjIe-
JIUTH CTOSIIIIUE CBEPXY U CHU3Y (CJIeBa U CIpaBa) OT CKPBITBIX CTPOKH (CTOIOIIHI).

Bvicoma (Illupuna) — n3MeHsieT BBICOTY (LIIUPHUHY) BBIJICIEHHBIX CTPOK (CTOJO-
1IOB). DTH OlepaIiii MOXKHO BBIIMTOJHUTH IyTEM IEepETACKUBAHUS HIDKHEH (ITpaBoi)
IpaHUIIbl HOMepa CTPOKH (CcTOJ011a) HA pamMKe paboueit TabIuIbI.

Asmonoobop BeicoThl (LIIupuHbI) — BBITOMHSAET MOATOH BBICOTHI WJIHM IIUPUHBI B
COOTBETCTBHH C CAMBIM BBICOKUM MIPU(TOM B CTPOKE WIIM CAMBIM JITTHHHBIM 3JIEMEH-
TOM B CTOJIOIIE.

®opmyaa B Excel- 310 crocod BBIMHCICHUS C HCIOJL30BAaHHEM WHGOPMAIIHH,

XpaHsuenca B Ipyrux sueiikax. CChUIKM HA STYEHMKHU OCYIIECTBIISIOTCS IO UX alpe-
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caM (OTHOCHUTENBHBIM WJIA a0COIOTHBIM). AOCOIIIOTHAs CChUIKA UCIOJB3YET B CBOEM
azipece J1Ba 3HaKa JoJulapa: OAMH - Ul CTOJOLOB, Apyro - 1 cTpok. Ilpu konupo-
BaHUU (POPMYJIBI C AOCOTIOTHON CCBHUIKOM MOCHEAHSSI HE MOATOHSIETCS O]l CKOMTUPO-
BaHHYIO AueiiKy. OTHOCHUTENbHAS CChUIKA, HA00OPOT, MPUCIIOCAOINBAETCS U BUIOU3-
MeHsIeTCsl Tipu KomupoBaHuu (opmynbl. EXxcel taxke paboTaeT co cMemIaHHBIMU
CCBUJIKaMH, B KOTOPBIX JIMIIb OJHA YacTh ajpeca siBisercs abcomoTHOW. B Tabmn. 4

ITOKa3aHbl BCC BO3MOKHBIC BUJbI CCBIJIOK Ha STYUCHKH.

Tabnuia 4 - Buasl cchUtok

IIpumep | Bua cecblIKH

Al OTHOCUTENbHAS CChLIIIKA

$AS$1 AOCOI0THAs CChUIKA

$A1 CwmemanHas ccblika (agpec cToslia sBisieTcst abCOMIOTHOM CChLII-
KOI)

A3l CwmenianHas ccblika (aJIpec CTPOKHU SBIISIETCS a0COTIOTHON CCHIITKOM )

JIns 3amaHusl OTHOCUTEIBHOTO ajpeca sYeHKH WM 00JacTu s4eeK B (opmylie
MO>KHO BBIJICJIUTh UX B TaOJIHULIE.

BBox hopmysibl HAaUMHAETCS CO 3HAKA «=.

Jlnst Hancanust OpMyI1 UCHOJIB3YIOTCS ONEPATOPHI:

- apupmeTnaeckue: +,-,* [/, % ,";

- CpaBHEHUA: =, >, <, 2>, <, <>,

- CBSI3H: : - nruanaszon (FCYMM(B1:C10));

; - oobeuHenne (FCYMM(A1;A3;B1:C4));

- COCIMHEHUS TeKCTOB: & (= «obmiee konmumaecTBO By &C18 «romay:» &D1).

Hepapxus (CTapmIMHCTBO) OMepalvuii €CTeCTBEHHAs, Kak B MaTemaTuke. st u3-
MEHEHUS HepapXUU UCTOIb3YIOTCS KPYTJIble CKOOKH.

B ¢opmymnax Moryr ucmonb3oBathcsi BeTpoeHHble (yHkimu Excel (6oxee 300
(GyHKUHMI), KOTOPBIE AENATCA Ha CIEAYIOIIHE KAaTEeroOpuu: MaTeMaTUYECKUE; CTATH-
CcTUYeCKUe; (PUHAHCOBBIC, JIOTUYECKHE; TEKCTOBBIC, (YHKIIMM J1aThl U BPEMEHH;
(GYHKIIUU CCHIJIOK U MAaCCHBOB; (DYHKINH JJ1s paOOThI ¢ 62301 TaHHBIX; QYHKIIMH JIO-
TUYECKUX MMPOBEPOK CBOWCTB U 3HAYCHUU.

Jns BBOoza pyHkmmii B EXcel ucnonk3yercs naHens Gopmyit.

YtoObl BBECTH (PYHKIHMIO C MOMOIIBIO MaHelu (HopMys, HEOOXOJUMO BBIJIETUTH

sYeiKy, KoTopas OyJIeT cojepkaTh 3HadeHHEe (DYHKIMHM, W BBITIOJHUTH KOMaHIY

Bcmaska - Qynkyus (unu HaXaTh KHOTNIKY Bemagumuv (yHKyuio Iﬁl Ha CTaHAapT-
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HO maHenu UHCTpyMeHTOB. Excel BriBeneT Ha skpaH okHO Macmep ¢hynxyuu — mar
1 u3 2 (puc. 16).

B cnucke @yukyus conepkKUTCs TOIHBIA MEpEeYeHb AOCTYMHBIX (DYHKIUN BBI-
OpanHoi kareropuu. [louck (QyHKIIMM OCYIIECTBIISETCS MyTEM MOCIEAOBATEIIBHOIO
npocMoTpa crnucka. s BeiOOpa GyHKIIMU Kypcop yCTaHaBIMBaeTcs Ha UMs (yHK-
nuy. B HYOKHENW 4acTy OKHA NPUBEIEH KPAaTKUM CUHTAKCUC U CIIPaBKa O Ha3HAYCHUH
BBIOMpaeMOn (DyHKITHH.

Knonka Cnpaska BbI3BIBAaET 9Kpan cnpasku i QYHKIUU, HA KOTOPOM YCTaHOB-
neH kypcop. Knonka Ommena nipexpamiaer padory. Ilpu Haxatum Ha kHomky OK
OCYUIECTBJISIETCSl TEPEHOC B CTPOKY (POpMYNT CHHTAKCUYECKOM KOHCTPYKIUU BbI-
OpanHOI (QyHKIMHU U IEpeX0 K MaHeIu GopMyIL.

[Tanens popmyn (puc. 17) BBIBOAUTCS HEMOCPEACTBEHHO MOJI CTPOKOH (POopMYIL.
Ee M0HO nepeTaiuTh B 11000€ MECTO HA SKpPaHE.

[Tanens popmyn mpeanaraer 3aaTh apryMeHThl (yHKIUH (apeca sSYeeKk co 3Ha-
YEHUSIMHM WJIM CAMU 3HAYEHUS). DTU apIryMEHThl MOYKHO BBOJMUTH BPYUHYIO, @ MOYKHO
BBIJICIUTh B TaOmuie. B mpoliecce BBOJa apryMEHTOB HMX 3HAYEHUS OTPaXKaroTCA
copaBa OT MOJiA BBOJAA. B mpaBom BepxHem yriy B nosie 3nauenue OTpa)xkaeTcsl pe-
3yJbTaT BBIYMCIICHUS (DYHKIIMU C YK€ BBEJECHHBIMU apIryMEHTAMHU. 3aBEPILIECHNUE BBO-

Jda apryMmCHTOB BBIITIOJIHACTCA HAKATUCM KHOIIKH OK.

Macrep oynkumi - war 1 us 2 : 7| %]
Fateropua: PyHEUHA:

10 HeA3BHD HCNONES0EABWHECA A 1AES i‘

MonHEE AnhaEHTHEIF NEpEYEHE ACos

PHHAHCOERIE AZ05H

AaTa v Bpena A3l

MaTemMaTH4eCkHE A3IMNH

CTaTHCTHYECKHE ATAN

CChIAKH A MAcCHEL! ATANZ

PaboTa © fazon AaHHe: ATARH

TeKCTOERIE j o5 j
ABS{uncno)

BosEpalLaeT MOAY N §abooniTHYHD BEMHHMHY | HHCNa.

@ I | CTHEHA |

Pucynok 16 - Okno Macmep ¢pynxyuii — mar 1 u3 2
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Jlyis BCcTaBKU (PYHKLMU B YK€ CYIIECTBYIONIYIO POpMYITy, HEOOXOIUMO HMIETKHYTh
Ha KHOmKe M3menums ¢hop- '=' myny B cTpoke (popmyn Iuisi OTOOpakeHuUs maHe-
au Gopmyn. 3aTeM HEOOXOAMMO MOMECTUTh Kypcop B TOM MecTe (opMyIbl, Kyaa
TpeOyeTCsl BCTaBUTh (DYHKIINUIO, M BEIOPATh HY)KHYIO (DYHKITHIO U3 CITUCKA (hYHKITUH.

[Ipn HEOOXOMMOCTH KOPPEKTHUPOBKM 3HAYEHUN apryMeHTOB (YHKIHUU HEOOXO-
JMMO YCTaHOBUTH KypcoOp B sIUEHKY, COAEPKAIIyI0 (OpMyIy, U HMIEIKHYTh IO KHOIKE
Hsmenums ghopmyny B ctpoke popmyn. [losBurcs manens dhopmysn. 3aremM HeoOXo-
JUMO IIEIKHYTh Ha peAaKTUPyeMOl (PYHKIMU B 3arucy (GOPMyIIBl U ¢ TIOMOIIBIO Ma-
HeIu GOopMYIT OTKOPPEKTUPOBATH APTYMEHTHI (DYHKIIUH.

Bo3MmoskeH Takxke BapMaHT HEMOCPEICTBEHHOIO BBOJA (OPMYIIbI, COIEpKaliei
UMEHa U TapaMeTpbl BCTPOCHHBIX (yHKIMI (0e3 Bei3oBa maHenu (opmyn). Bron
dbopMyIbI HAUMHAETCS CO 3HaKa «=». Jlanmee cieayer BBeCTH UMS (PYHKIIMH, & B KPYT-
JBIX CKOOKaxX yKaszaTh €€ apTyMEHTBl B IOCJIEI0BATEbHOCTH, COOTBETCTBYIOIICH
CHUHTAaKCUCY (YHKIMH. B KauecTBe pazzienuress apryMEHTOB HCIIONIb3yeTCsl BBIOpaH-
HBIM TIpu HacTpoiike Windows paznaenuTenb, OOBIYHO 3TO TOYKA C 3amsaTou (;) WiH

3ansitas (,).

Tak.C

Uncnol |B1:E3 ] = {100:120:50:45:30;
Yacno2 |ca ) = z00

UYncnod | co %) = 300

Hrcnog | y =

= 300
BOSEPALLEET MAKCHMANEHOE SHAHEHHE M5 CMMCKE AprYMEHTOE, NOrHYEckHE SHIYEHHA MK TEKCT
MrHOPHPYHITCA,

Yucno3: yucnol jamucnoZ; ... oT 1 40 30 9MCcen, NorMYeckH: SHIHEHHA MK CTPOK,
CPEAH KOTOPBIX FILLETCH MAKCHMANEHOE SHAYEHHE,

@ SHadeHke: 300 014 | OTHEHS

Pucynok 17 — Ilanens hopmyn

Hampumep, B siuetiky C10 BBenena popmyna: =CYMM(B1:B§;C8;C9).

JI1st aBTOMaTHYECKOTO CyMMUpOBaHusl yucen ¢ nomoinpto ¢pynkuuu CYMM wuc-

b3 .
MOJIb3YETCA KHOMKAa Asmocymmuposanue = Ha CTAaHIAPTHOW MaHEIW WHCTPYMEH-
TOB. [Ipy HaX)aTUM KHOMKM JJIi CYMMUPOBAaHUA MIpejiaraeTcs quana3oHn siueek. Ecinu
NPEIIOKEHHBIA AMana3oH He MOAXOIUT, HEOOXOJUMO MepeTauiuTh yKa3areiab IO

CYMMHPYEMBIM sSUECHKaM U Ha)KaTh Kiasuiry Enter.
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Excel mo3Bosisier co3maBarh quarpaMmbl Kak Ha OJJHOM pa0odeM JIUCTE C JIaHHbBI-
MU, TaK U Ha OTJCIHHOM JINCTE pabouell KHUTH. J[marpamma, moCTpOeHHas MPSMO Ha
pabouem sHcTe, Ha3bIBaeTCs BHeApeHHOH. Ecnu numarpamma pacrmosioskeHa Ha OT-
JCIIEHOM JIMCTE, TO 3TOT JIUCT HA3bIBACTCS JINCTOM JTHATPAMM.

JInst co3aanus TuarpaMM UCIONb3YyeTCst macmep ouazpamm. Ito Gpynkuus Excel,
KOTOpasi ¢ TIOMOIIIBIO YETHIPEX TUAJIOTOBBIX OKOH IMO3BOJISET MOJIYyYUTh BCIO HEOOXO-
IUMyr0 WHGOPMAIUIO JUIsl TIOCTPOCHHS JHa- rpammbl. J[ns BBI3OBa Ma-
CTepa auarpamMMm HY)KHO IWICIKHYTh Ha KHOIIKE L1 Macmep ouacpamm Ha CTaH-
JTApTHOW MaHeI HHCTPYMEHTOB.

[TepBbrlii m1ar mMacmepa ouacpamm MO3BOJSET BBIOPATh TUIT JuarpaMMsbl (puc. 18).

JIist mpuMeHeHrss OOBIYHOTO THIIA JAWArpaMMbl HEOOXOIMMO BBIOpATh BKIIAIKY

Cmanoapmuule. JIJisl KaXJ0TO CTaHJAPTHOTO TUIIA MOKHO TaK)Ke BBIOpATh COOTBET-
CTBYIOIIMI MOATHUI AHATPAMMBI.

MacTep amarpamms [war 1 43 4): THN AHaArpaMMHB ﬂﬂ

CTaHAapTHEIE l HecTaHaAapTHEIE l

Thn:

|l THcTorparma S
B MMHefdaTtan

|ﬁ I padike

@ Kpyrogan

Ena:
o5 ToqEHHaR
lly < OnacTamm {H
k1

Rl
i

i KoneuegaA

il NenecTkosan
@ MoEEpxHOCTE
s MyzeIpEEOEAA

Lﬁiﬁ EHp#eEan ﬂ

(DBkBINHAA TMCTOMpaMMa 0ToOpaMaET
SHAYEHHA PAZNMHHEL KATEMODHA,

MpOCMOTp pEsYAETATa |

@ OTMEHS | | Janee = | FoToED |

Pucynok 18 — Oxkno Macmep ouaecpamm — mar 1 u3 4

Jiist mepexo/ia K cleAyroeMy mary Heo0xoauMo MIENKHYTh Ha KHOTIKE /[anee.
Ha BTOpoM »Tame paboThl ¢ macmepom ouacpamm yKas3blBaeTCsl AUAIa30H JlaH-
HBIX, HA OCHOBE KOTOPOT'0 CTPOUTCA auarpamma (puc. 19).
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3HadeHME aMamna3oHa MOXHO YKa3aTh BBIICIICHUEM COOTBETCTBYIONIUX SUYEEK C
naHHBIMU B Tabnuiie. [Ipu 3TOM B BBIZIETICHHBIC STYCHKN TOJKHBI MTOMACTh 3ar0JIOBKA
U IpyTue aTpuOyTHI PSAAOB AaHHBIX. ECy maHHBIC paCIiOIOKEHBI B HECMEKHBIX JHa-
Ma30Hax, TO X MOXXHO BBIICNIUTh, HaXaB U yaepxkupas kiaBuiry Ctrl. Ecau nuano-
TOBOE OKHO 3aKpBIBAeT TAOJIUILY, TO €70 MOKHO TIEPEIBUHYTH C TIOMOIIIBIO MBIIIIH.

Ecnu psnbl maHHBIX pacIiONOXKEHBI B CTPOKAX, TO HEOOXOAUMO MIECTKHYTh Ha TIe-
pekitoyarene Psaodst 6 cmpoxax, eciv B CTONOIAX - Ha mepekiouarene Psaowu 6
cmonbyax. BeIOOp ATUX ONIMA OYEHb BAXKEH, TaK KaK B KOPHE MOXKET M3MCHUTH
BHEITHHIA BUJ quarpammbl. B OonbmmHCTBe citydaeB Excel mpaBunbHO ycTaHaB/IMBa-

CT 3Ty OIIIHIO CaMOCTOATCIIbHO, HO HC BCCTJ1A.

MacTep auarpamm [war 2 us 4); HCTOYHHE AAHHBIX AHAI 7]x|

AranazoH .ﬂ.aHHbel Paa ]

Hraa

28 e
L[]
[[1]

Heawam Oipnag Pyidiy Auwny

AuanazaH:

PA4kl B " CTpokax

¥ cTonfuax

@| OTHEHE | < Hazan | Hdanee = | [oToED |

Pucynok 19 — Oxkno Macmep ouaepamm — mar 2 u3 4

Jliig mepexoia K ciaenyronieMy 3Taiy Heo0X0AUMO HIETKHYTh Ha KHOTIKe /[anee.

TpeTpe OKHO MacTepa auarpaMM COJEPKHUT LIECTh BKJIAJOK PAa3jIWYHBIX OMNUUN
(puc. 20). Bce caenannble 3/1eCh YCTAHOBKH Cpa3y OTPaXarOTCs B OKOIIKE MpeABapH-
TEJILHOT'O MPOCMOTpPa AUArpaMMBI.

TpeThe IuanoroBoe OKHO UMEET CIEAYIOIINE BKIAIKU:
3azonoexu. 1103B0OJsI€T BBECTH 3arOJOBKH JI PA3JIMYHBIX YaCTEH AUArpaMMBl.
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Ocu. T1lo3BonsieT yka3aTh, YTO OYJET BBIBOAUTHCSA HA OCSX AUArPaMMBbI.

Jlunuu cemku. 3a1at0TCs MTapaMeTphl JINHUI CETKU, €CITH OHH €CTh.

Jlecenoa. 11o3BouseT yKka3aTh, UTO Oy/eT BHIBOJUTHCS B JIETEH/IE U T OHA OynIeT
pacrojaraTbCs Ha AUarpaMMme.

Iloonucu oannvix. Co3nar0TCsl MOANUCH AJI PAIOB TaHHBIX.

Tabauya oannwvix. I1o3BoJisgeT ykazaTh, 4TO OyneT oToOpakaThCsl B TaOIMIE 3HA-
YEHUH TUarpaMmBbl.

Jlnst mepexoia K mociaeIHeMy 3Tay HeoOX0AUMO LIENKHYTh Ha KHOTIKe /[aee.

Macrep anarpamm [war 3 w3 4} napamMeTpul AHarparMb X

MoANMCH AaHHEX I Tabtnuua AaHHex
SaronoekH DH | MHHAH CETEH | NereHaa
HAZEAHME ANArpatme:
IC'YMN-E ECEHAT A HAEHHA OfW=A CymMa ECTHArPaKdeHHi
Ock ® (KaTeropni): 10000
" w00 —
w00
Ock ' (3Ha4eH); [
00
| o B
vyt a0y -
BTopan ook » (KaTeropmH ) o0 B
I 200 —
I 1000 —
BTopas ock ¥ [3HIUSHUHI)! o

I Haeam Cpnas Pyl na Awina

EI OTHEHA | < Hazan I danee = I [oToBD I

Pucynok 20 — OxkHo Macmep ouacpamm — mar 3 u3 4

Ha mocnegneM mare macrtepa auarpaMM yKas3bIBaeTcs, rie OyJeT HaXOJIUThCS
ayarpamMMa, - Ha HOBOM JIMCTE AUarpaMMbl UM KaK 0OBEKT B CYIIECTBYIOIIEM pabo-

gyem Jicte (MOKHO BBIOpATh JUCT) (puc. 21).

Macrep guarpamm [war 4 us 4] pasmemeHHe QHAarpanne il [

Pu- R CYHOK 21—

Oxuo Ma- MMOMECTHTE AMAFPAMMY HA3 IHCTE: cmep oua-
3paf|/lfl/l - ' OT AENEHOM; |,|'J|HEIFFIEMME]. mar 4 H3 4

s —

e

gtl.LE (" pmerowenca:  icT] ﬂ
@| OTHEHE < Hazan | [oToED |

52



[Tocne menuka Ha kHonke [ omoso Excel co3nact auarpaMMy ¢ y4eToM clejiaH-
HBIX YCTAaHOBOK.
YToOBI U3MEHUTH Pa3Mephl TUArPaMMbI, HEOOXOIMUMO ClIeTaTh TI0 HEW OJJMHOYHBIN

HIETYOK JIEBOM KHOMKOW MbIK. Ha pamke nmuarpamMmel MOSIBATCA MapKephl BblIEIIE-
HUS - MQJICHbKHE YEpHbIC KBAJIPAaTUKHU B yIJIaX U HA CEpelMHaX CTOPOH paMmkH. Ile-
pEMEIIEHUE MapKepa, PACIIOIOKEHHOTO HA CEPEAUHE CTOPOHBI, MTO3BOJIUT U3MEHUTh
BEPTUKAIBHBIEC WM TOPU3OHTAIBHBIEC pa3Mephl AuarpaMmel. [lepemenienre yrioBoro
MapKepa MO3BOJUT U3MEHUTh TOPU3OHTAIIBHBIE U BEPTUKAIBHBIE Pa3MEPhI Juarpam-
MBI OJJHOBPEMEHHO.

UT0OBI UBMEHUTH MECTOPACIIOIOKEHUE AUarpaMMbl Ha JIMCTE, HEOOXOAUMO Clie-
JaTh N0 HEW mem4ok Meim. [locne 3Toro, yaepkuBas JEBYIO KHONKY MBIIIH, MEpe-
TAlIUTh JUarpaMmy Ha HOBOE MECTO.

Jns u3MeHeHus TUNa JuarpaMMbl HEOOXOIUMO aKTUBHU3HUPOBATH €€ IICITUYKOM
MBIIIK. 3aTeM BBI3BATh HA 3KPaH MaHENb UHCTPYMEHTOB Juacpamma (Buo - [lanenu
Uncmpymenmos - JJuacpamma). lenkHyTh 110 KHOTIKE Tun ouazpammsl, KOTOpas co-
JIEPKUT CIIUCOK Pa3TUYHBIX TUIOB IUarpamM. BeiOpaTh HY>KHBIN THII.

Jlnarpamma COCTOWT M3 HECKOJIBKMX YaCTEW, HA3bIBAEMBIX 3JeMeHTaMHu. K HuM
OTHOCATCS: 00JIACTh MOCTPOCHHS AUArpaMMBbl; 00JIaCTh AWArpaMMBbl; JIET€HA; 3aro-
JIOBOK; METKH JIaHHBIX; PSAJIbI JaHHBIX.

JI1st peakTUpoBaHuUsl KaKoro-JIn0o U3 3TUX JIEMEHTOB HEOOXOJIMMO CHaydasia ak-
TUBU3UPOBATH AUArPAMMY JBOMHBIM HIETYKOM MBIIIU. 3aTEM MIETYKOM MBIIIU BbI-
Opath AJEMEHT AuarpaMmbl. BeIOpaHHBIN 3JIEMEHT MMOMEUYaeTcsl MaJICHbKUMH YEPHBI-
Mu kBagpatukamu. [lociie BbIOOpa dj€MEHTa MPU HAXKATUM MPABOM KHOMKU MBIIIN
MOSABJISIETCS KOHTEKCTHO-3aBUCUMOE MEHIO, MHJUBUIYATbHOE JJIsl KAXIO0r0 AJIEMEH-
Ta, C IOMOIIBIO KOTOPOTO MOKHO OCYILECTBIIATh PEAAKTUPOBAHUE.

[Ipumeuanne. PexuM pelakTUpOBaHUsI MOKHO BKJIFOYMTb M JBOWHBIM IIEITYKOM
MBI 110 BBIACJIEHHOMY 3JIEMEHTY.

N3MeHsATh pa3Mepsl U IEpEeMENaTh 3JIEMEHTHI JUAarpaMMbl MOYKHO TaK K€, KaK U
caMy Juarpammy.

Jl1st Toro, 4TOOBI yAQIUTh JUarpaMMmy, HEOOXOJIMMO OJIMH pa3 IICIKHYTh MO HE
MBIIIBIO U HaXaTh KiaBuiny Delete ( mim BEIOpaTh B KOHTEKCTHO- 3aBUCHMOM MEHIO
KOMaHay Yoaaums).

Jns ynpasiaeHus OOJBIITUMUA MacCUBaMH JaHHBIX OOBIYHO UCTOJB3YIOTCS CHEIH-

aJIbHBIC TIPOTPAMMBI - CUCTEMBI yITpaBJlieHHs 0a3aMu JaHHbIX. B EXcel Taxke nmeroT-
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Csl aHAJIOTUYHBIE CPEICTBA AJsi 0OpaOOTKU JAaHHBIX, OPTrAaHU30BAHHBIX MO MPUHIUITY
0a3bl JaHHBIX. DTO TaK Ha3bIBAEMbIE (PYHKIIMH CIIUCKA.

[loHsiTHE CIMCKA OTHOCUTCS HE K COJIEP>KMMOMY TaOJIMIIBI, a K CIOCO0y ee opra-
HU3aIUU.

Cnmcok — 310 TabiMIA, BCE CTPOKU KOTOPOHM, KpOMe MEpBOH, coAep>KaT OJIHO-
poauyio uHpopmaiuio. CTpOKH B 3TOM CITyyae Ha3bIBAIOTCS 3aMUCSIMU, a AYEHKHU 3a-
nucu — noyiaimu. KonmuectBo 3amuceit He orpanuuuBaetrcs. IlepBas cTpoka mpen-
CTaBJIIET COOOM 3aroJIOBOK TAOJMIIBI U COJAEPKUT HAMMEHOBAHUS CTOJIOIOB, T.€. MO-
JICH 3aIUCEN.

Tabnuipl-cnuckn MOTYT 0OpabaThIBaThCsl KaK OObIYHBIC TaOmuIbl. OgHAKO HC-
MOJIb30BaHNE (PYHKIIMM CIHCKA PacIIUPSET BO3ZMOXKHOCTH 00paboTku. C MOMOIIBIO
(YHKLIHMH CIIHCKA KaXIYH0 CTPOKY, KaXAbld CTOJIOEH MOKHO 00padaThiBaTh OTIENb-
HO.

[Ipumeuanue. ToabKO OJHOPOIHOCTH TAONMIBI IO CTPOKAM JAaeT BO3MOXKHOCTh
npuMeHeHus GpyHkuuu cnucka. Ecnu tabnuua olHOpoaHas 1Mo cToj0LaM, ee clieayer
TPAaHCIIOHUPOBATb.

Excel moxer pacno3HaBaTh CITUCOK aBTOMATHYECKH, JOCTATOYHO TTIOMECTHTh YKa-
3aTelib AYEUKH B JI00YI0 A4ElKy BHYTpH criicka. [Ipru3HakoM KoHIa 00J1acTH CrucKa
CUMTAETCs IMepBas Mmycras cTpoka. JlomyckaeTcsi mpelBapuTeNIbHOE BbljieJIeHne 00a-
CTH CHMCKa (T.€. «BPYUHYIO»). DTO HEOOXOJIUMO, €CIU IYCThIE CTPOKHU COJAEpKaTCs
BHYTpPH CIIUCKA WM €CIU (YHKLIUU CTIHCKA AOJKHBI ObITh IPUMEHEHBI K YACTH CITUC-
ka. OJTHAaKO HEJb3s BBIAEIATH HECMEXKHBIE 00JIaCTH.

B mowuckax ctpoku 3aronioBka (¢ Ha3BaHusimu mosieii) Excel cpaBuuBaer comep-
’KUMOE TMEPBBIX ABYX CTpOK. Eciii gaHHbBIE B 3TUX CTPOKAX OTIMYAIOTCS O TUIly, EX-
cel mpuaUMaeT mepByro (BEpXHIOI) CTPOKY B KAa4eCTBE CTPOKH 3arojioBka. J[aHHbIC
ATOM CTPOKHU UCKIIIOYAIOTCS U3 00padaThiBa€MOil 001aCTH CIIHCKA.

[Ipu coBmaseHUH TUIIOB AAHHBIX B MEPBBIX JBYX CTPOKAX PELIEHHWE O HAJTUYHUU
CTPOKHM 3aroJjI0OBKa MPUHUMAET N0JIb30BATENb.

[IpumepoM crmcKa SIBJISIETCS BEAOMOCTh pacuyeTa 3apIlUiaThl, YIPOLIEHHBI Bapy-
aHT KOTOpOW NpUBeNIeH Ha puc. 22. JlJisi NpOCTOThI MOAOXOAHBIM HAJIOT HAYUCISAETCS
B pasmepe 11,5% ot «Hauucneno».

Kaxnas ctpoka 3Tol TaOIUIBI COAEPKUT OJTHOPOIHYI0 UH(POPMAIHIO: UCXOHBIC
Y pacyeTHbIC TaHHBIE 10 OJHOMY KOHKPETHOMY COTPYIAHUKY. VICXOAHBIMU SBISIOTCS

cnenytomue mois: «®HUO», «Otpabdotano nuei» u «Oxmany. OcTaabHbIE paCCUUTHI-
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BaroTcsa. OO0mMe st Bceil TabJMUITBI UCXOIHBIE JAaHHBIC: HA3BAaHUE MECSIa U YHCIIO0
pabouux THEH B MECSIIE - BHIHECEHBI B BEPXHIOIO YaCTh pab0dero JIMCTa.

Jlist BBoma 1 00paboTku MH(pOpPMAIMK CITUCKA MOKHO HCITOJIB30BATh JTHAIOTOBOE
OKHO Dopmbl 0aHHbIX, BBI3BIBAEMOE KOMaH0M /Jannvle - Popua.

B »TOoM okHe mpezicTaBieH mabioH sl BBOJA U 00OpabOTKH 3alucH B BUJE He-
CKOJIBKUX TOJIeH BBOJA, KaX/J10€ M3 KOTOPBIX COOTBETCTBYET OJHOMY CTOJIOILY B 00-

JacTh crnucka. B monsx BBoAa 0oTOOpakaroTCsl 3HAYEHUS MOJIEW TEKYILIEH 3amucH
(puc. 23).

Al B [ ¢ [b[] E [ F [ & |
_ 1 |BenomocTb pacyera 3apaboTHON NNatkl 38 AHE3NE
_ 2 |KonudecTeo pafiodms gHel |
3
Mo Cinpato ﬁuﬂo}iuﬂ P
Ll mako | Oknzd | Hawdcneso HBI
4 e ke wanga | CoREME
g 1 |Kpueonoe & .1 21| 170,00 17000| 1955 15045
B 2[Netpoe &.0. 20| 170,00 161 30 18,34 143 57
7 3 |Cugopos E.L 21| 160,00 160,00 18,05 141 35
B 4 |Meipess E.0. 21| 160,00 160,00 18,05 141 95
g 5 |Neicerko P 15| 150,00 107 14 10,12 57 02

PucyHok 22 - BenoMocTh pacyeTa 3apIuiaThbl

ac5 N b

e njn: E 1435
A KpHEoHoC A, ADBABHTL
OrpaboTaHo aHel: |21 ¥AAnKTE
OEnan: 170
HaumcneHo: 170

Hazaa
MogoxoAHE Hanor: | 19,55

Hanees
K BRINnaTE: 120,45

EpHTEpHK

ekl

3aKpEITE

hd

Pucynox 23 —BBo 3amuceii ¢ momMoIbio (OpMbI TaHHBIX

Knasumm Tab u Shift +Tab no3Bonstor ocyiecTBasTh mepexoa OT MO K MOJIIO.
PacdeTHbIE OIS IPU ATOM MIPOITYCKAIOTCS - MX HEJb3s U3MeHATh. C TOMOIIBIO BBOIA
HOBOT'O 3HAYEHHUS C KJIaBUATYPhl MOKHO 3aMEHHUTH CYIIECTBYOIINE HaHHbIe. CMeHa

TEKYLIEN 3alMCU OCYLIECTBISAETCS C IMOMOIIBIO KIIABUII YIIPABICHUS KYypCOPOM WU
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noJiockl MpokpyTku. HoMep Tekyiieil 3anvcu u od1iee KOJIM4eCcTBO 3aiceil B CIIUCKE
MMOKA3bIBAECTCS] B BEPXHEM MPABOM YTIIy.

Hcnonb3yst KOMaHIHbIE KHOIKA B IPABOM YaCTH AUAJIOTOBOTO OKHA, MOKHO:

- BCTaBUTH B CITUCOK HOBYIO 3aIUCh (M COOTBETCTBEHHO CTPOKY B TaOJHUITY);

- YAQJIUTh TEKYUILYIO 3aMHUCh (CTPOKY);

- ONpENETUTh KpUTepuil moucka (kHomka Kpumepuu) W TOCIEIOBATEIBHO MPO-
CMOTPETH 3aIUCH, YIOBIETBOPSIOIINE 3aJAHHOMY KPUTEPHIO, «JIUCTasH CIIHUCOK KAK B
npsiMmoM (KHOTKa /[anee), Tak U B 00paTHOM (KHOTIKA Ha3ao) HanpaBJIeHUH.

B kputepun novcka ajis JaHHBIX TEKCTOBOTO THUIIA MOXHO HCIIOJIb30BAaTh CUMBOJI
3aMeIeHus: «*)» - TI000e KOJINYECTBO JIIOOBIX CUMBOJIOB U «?» — OJIUH JII0O0OM CUM-
BOJI.

JInsl 4MCTIOBBIX NOJIEWM KPUTEPUM NOMCKA MOXKET COAEp:KaTh OTHOLIEHUE CPABHE-
HUs (=, <>, <, <=, >, >=). /11 0JHOTO MOJII MOXKHO 3aJ]aThb HECKOJbKO KPHUTEPHEB
noucka, oobeauussa ux oneparopamu 1M u MIIN.

Hanpumep, B BBIIEIPUBEICHHOM CIKCKE JJISI POCMOTpPa CIKCKAa COTPYIHUKOB,
dbaMuusi KOTOpBIX HaumHaeTcss Ha OykBy Il M y KOTOpBIX 3apruiata HE MPEBBINIACT
160 rpH. cenyeT 3a1aTh KPUTEPUM, IPUBEACHHBIN Ha pUC. 24.

CopTHpoBKa — 3TO pacroyIokKEHUe 3anucel crnucka (T.e. CTpoK B TabiuIEe) B 3a-
JTAHHOM MOCIIeI0BAaTeIbHOCTU. MOXKHO 3a/1aTh JO TPEX YPOBHEW COPTHUPOBKU OJIHO-
BpeMeHHO. s yKka3aHus TOpsiKa COPTUPOBKU HCHOJIB3YETCS JIUATIONOBOE OKHO
Copmuposka ouanazona, OTKpbIBaeMoe KoMaH10# Jannvle - Copmuposka.

B HameMm npumepe KpuTepuil COPTUPOBKHU CHHUCKAa COTPYAHHKOB B aipaBUTHOM
MOPSIAKE 337a€TCS ¢ MOMOIIBIO CIEAYIOIIMX YCTAHOBOK (puc. 25).

Na65 E
Mo nfn: J FpHMTERHH
A I

CTpaboTaHo AHeR: COUYMCTHTE
Cknaa: <=160 BepHYTE
Ha4HcneHo:
MoAox0AHEIA Hanor:

danee
K BBINNaTE:

Mpaetka

Hazan,

41441

SAEpEITE

[

Pucynox 24 —Kputepwii 1715 TOMCKa COTPYAHUKOB, (haMUITUSI KOTOPBIX
HaunHaeTcs Ha OykBy 11 1 y koTOpbIX 3apiiaTta He npesbliiiaet 160 rpH.
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B ormmume oT moucka mo KpuTepuio B (OpME JAHHBIX C MOMOIIBIO (DYHKIHH
buabTpa BEIOOP OTAEITBHBIX 3aMMHUCEH MOXKHO MPOU3BOJIUTH HEIOCPEJACTBEHHO B pa-
0oueM JIHCTE.

Pe3ynpTaT 3ampoca MOXKHO MPOCMOTPETh Ha dKpaHE LECIUKOM, a HE 10 OJTHOM 3a-
nucy. Ee MOXHO yJAaJluTh M3 TaOJIHUIIBI, CKOITUPOBATH B APYTYIO 00J1acTh, UCITOJIB30-
BaTh JJISl CO3MIaHUS IUarpaMMbl WK pacriedarars. [lpu ¢unbTpammm, B OTIWYIHE OT
COPTHUPOBKH, cama TaOJIMIIa HE U3MEHSACTCSA. Pe3ynbTaTtoM MaHHOU Ooreparuu sBisieT-
Csl COKPBITHE 3aMKCEH, HE COOTBETCTBYIOIINX 3aJaHHOMY KPUTEPHIO (DUIBTPY).

AKTHUBH3AIMSA aBTOPUIBTPA OCYIIECTBIACTCS KOMaHION Januvie - Qunvmp - As-

moghunomp.

CopTHpOBEa AHANa3oHa x| |

COpTHPOESTE MO

TR - | o eospacTanio

" no yOeIBaHMD

SaTeM no

I ll ¥ no BospacTaHko
£ o yOBIBaHMHD

B moCneAHHH o4EpEAR, MO

I j ¥ no BospacTaHko
o yOpIBaHMHD

1AEHTMEMUMPOEATE MONA N0

¥ noanMcaM (Nepean cTROKAS AHANA3OHE)

"~ ofo3HAYEHMANM CTONALOE MHCTS

MapameTpel. .. Il 0,3 I OTHEHS |

Pucynok 25 - Kputepuii COpTUpOBKHM CHUCKA COTPYAHUKOB B aj()aBUTHOM

MOPSAKE

B cTpoke 3aronoBka BO3J€ KaXAOTO UMEHHU MOJISI IOSBUTCS KHOIIKA CO CTPEJIKOM
JUJIsS. pa3BEPTHIBAHUS PACKPBIBAIOLIECTOCA CIUCKA. Tenepp KaxkJI0€ MOJIE MOXKHO HC-
MOJIb30BaTh B KAUe€CTBE KpUTEpHs JJisi oTOOpa 3anuceit. HeoOXoaumMo pacKphITh CuU-
COK ATOTO MOJig U BhIOpaTh B HEM 3Ha4YeHHUE. byayT oToOpaHbl 3amucu, B KOTOPHIX
3HAYEHHUE 3TOrO MOJISI COBNANAET C 3aJaHHBIM KpUTEpUEM. MOXKHO YCTaHOBUTH J0-
MTOJIHUTEJIBHBIE KPUTEPUH 110 APYTUM MOJIAM. BCAKHI HOBBIM KPUTEPUM BCETa OTHO-
CUTCSl K MOJIMHOKECTBY CIUCKA, MTOJYYEHHOIO B PE3YJbTATE MPUMEHEHHUS TPEAbIAY-

niero kpurepusi. C mOMOILIBIO 3JIeMeHTa (KHOTIKU) Bce 6 cnucke 1oJisi MOKHO BOCCTa-
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HOBUTh OTOOpaXEHHWE BCEX 3amuced crucka (CHATh (GuibTp). DIeMEeHT (KHOMKA)

Hacmpotixa ncnonb3yeTcst 171 onpenenaeHus 0osee CI0KHOTO KPUTEPUS.

Huxe npuBenen pesynbraT ycTaHoBkH ¢(uiabTpa =160 mo momo «Haumcneno»

(puc. 26).

A | B ¢ | opb E | F | G |
1 |BepomocTh pacyera :apal0THOW NNaTtel 38 AHEAPL
2 |KonwdecTeo pafodus OHed 21
3

Mo Cnpado Modaxod P

. QA0 mang | Ounad || Havocneno Henl N
4 B - | drelw - = | Rano - Ebmﬂgnﬁv
7 3|cmacpas ET. 2| 180,00 160,00 1805 14195
g8 4 [Mewpess E.0. 2| 180,00 16000 1805 14145

Pucynok 21 — Pe3ynbTaT ycTaHOBKH ABTOQUIBTpPA
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