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INEPEYEHb COKPAIIIEHUU

COKpaIIIEHI/ISI, KOTOPBIE UCIIOJIb3YIOTCA B HACTOAIIEM NOKYMeEHTe, IIpYBeIeHbI B Ta6m/1ue 1.

Tabnuna 1 — Coxpamenus u pacimppoBKu

Coxpamenue Pacmndporka

(0]® OmnepanuoHHas cucreMa

I1O «MoiOducy» Hacronbabie npunoxenus «MoitOduc Tekcty, «MoitOduc Tabmumay,
«MoOduc IIpezerTamms»
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1 OBIIIME CBEJEHU S

1.1 Haznauenue

«MoitOduc Tabnuma» — pelakTop JyIsl CO3[IaHUS JIEKTPOHHBIX TabJIUII, BeJIeHUs] pacueToB,
aHaJiM3a JIaHHBIX, (OPMUPOBAHHUS CBOJHBIX OTYETOB W aBTOMAaTHU3aIlMd OOpPabOTKH JTaHHBIX
C MCI0JIb30BaHMEM MaKPOKOMaH] Ha olepalMoHHbIX cucreMax Linux, Windows 1 macOS.

«MoitOduc Tabnuiia» BXOJIUT B COCTaB MPOJIyKTOB:

—  «MouOdwuc [IpodbeccroHaMbHBIN 2%;

—  «MoitOduc [TpodeccruoHaNbHBIN 3»;

—  «MoiOduc Cxemay.

—  «MoitOduc CranaapTHbIN 3»;

—  «MouOo¢uc ObpazoBanuey;

Ho,upo6Hoe ONKUCaHMEe BO3MOXXHOCTEH IMIpUI0oXeHust IpuUuBeeHO B COOTBETCTBYIOIIEM

BallleMy TPOJYKTY JIOKyMeHTe « PYHKITMOHAIbHbIe BO3MOXXHOCTH.

CocraB CIJYHKI_[I/IOHaJ'II)HbIX BO3MOXKHOCTEM IIPpUJIOKEHWA MOXET OTJIIMYdTbCA B 3dBUCHUMOCTHU

OT IIPOAYKTa U OHEpElI.[PIOHHOfI CHCTEMBEI.

1.2 CucremHbIe TpeOOBaHUSA

[lepeyenr TpebOBaHWI K IPOrPpaMMHOMY U amllapaTHOMY 00ecliedeHUI0 MpUBelleH

B COOTBETCTBYIOIIEM BallleMy MPOJYKTY JIoKyMeHTe « CUCTeMHble TpeOOBaHUS.
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1.3 Orpannuyenus

1.3.1 Orpanuyenust Ha popmar ¢aiijioB

Cnucok ¢dopmaToB, mnojjiepxuBaeMbix npwioxkenueM «MoinOduc Tabmuua», npuBeneH

B Tabsumax 2 u 3.

Tabmumna 2 - Ilognep:xxuBaemsblie ¢popmats! paiisioB B OC Windows / Linux

Onepanus

ITongepxuBaembie GpopMaThl

OTKpBITHE / UMITOPT (GaiIoB

XLS, XLSX, ODS, XODS, CSV, SCSV, TSV, TAB, TXT, XLSM, XLSB,
XML

CoxpaHeHue / 3KCIIOPT
¢aitsion

XLSX, ODS, XODS, PDF, PDF/A-1, CSV, SCSV, TSV, TAB, TXT, XLSB

Cosmanue 1m1aba0HOB $HaiioB

XOTS

Hcnonb3oBanue 111abjI0HOB
JIJIs co3manus $aiioB

XOTS, OTS, XLTX

Tabnuna 3 - Ilognep:xuBaemsulie ¢popmathl ¢paiiyioB B macOS

Omnepanus

ITonpepxuBaembie popMaThI

OTkpbITHe / UMIIOPT (aiiyioB

XLSX, ODS, XODS, CSV, SCSV, TSV, TAB, TXT, XLSM, XML

CoxpaHeHue / 3KCIIOPT
¢aitsion

XLSX, ODS, XODS, PDF, PDF/A-1, CSV, SCSV, TSV, TAB, TXT

Co3pmanue mabioHoB $HanIoB

XOTS

Hcnionb3oBanue 111abjI0HOB
IUTs1 co3nianust $paniioB

XOTS, OTS

1.3.2 Ilonnep:xuBaemsble A3bIKN HHTep(erica

— Pycckui;

—  AHrnuickuii;
—  DpaHITy3CKul;
— Tarapckuii;

— bamkupckuii.
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1.4 OcHoOBHEIE IOHATHA

1.4.1 DnexTpoHHas TAbJIMIIA H JIUCTHI

JJIeKTPOHHAsI TabHUI@a — OJ3TO JOKYMEHT, C KOTOpPbIM IIOJIb30BaTelb paboTaeT
B nipusioxkennu « MorOduc Tabmuiay.

JIncT — 3TO pazzmen MOKyMeHTa, UMEIOIIUM TabIndHYyI0 CTPYKTYpY. [lepexiouerue mMexmy
JIUCTaMU OCYIIECTBIISIETCS C MTOMOIIBIO0 BKIAJOK. KaXIbIi JIMCT UMeeT YHUKAJIbHOe UMs, KOTOopoe

oToOpaXkaeTcsl Ha COOTBETCTBYIOIIEH eMy BKIIJIKe.

ITogpo6HOe onrcanue paboTHI C JIUCTaMU CM. B paszfiene 4.2.

1.4.2 Cronoen u cTrpoka

CTOJIﬁ].UJI — 3TO BepTUKAJIbHbIE PAAbI d49€eK Ha JIUCTE.

CTpOKH — OTO I'OPU30HTAJIbHbIE PAObI A9€€K Ha JINCTe.

[Togpo6HOe onrcanre paboThI CO CTOJIOIAMU U CTPOKAMH CM. B paseie 4.3.

1.4.3 fueiika

fI4geiika — 3TO 37IeMeHT, 00Pa3yIOIUNCS Ha TlepeceueHnH CTOoJI0Ia U CTPOKH.
AKTHBHasi siUellKa — 3TO sYeiKa, B KOTOPOW TIPOM3BOJATCS OIEpaldyd BBOJA U

penaKTUpOBaHUA. AxTHBHas g4eiika BCerjga BblJejieHa paMKOfI.

[TonpobHOe onmcanye paboTHI C TUeHKaMu CM. B pa3erie 4.3.

1.4.4 JInana3on gueekx

Jduamna3oH sideeK — 5TO BPYYHYIO BbljieJieHHasl IpyIIa siueeK, KOTOpble pacIojIOXKeHBI
B TabJMIle psIOM APYT C JPYTOM.

JlrarnazoHsbl siueek UCIOJIb3YIOTCS AJIS BBIYMCIIEHWH, Halpumep, B ¢GopMyJlaX CyMMbl WIH
YMHO>XeHUs1. B Arana3oH MoryT BXOJIUTB:

— 4acTb CTOJIOIA UM CTPOKY;

cTosbell UM CTPOKA [eJIUKOM;

BCe CTOJIOIBI ¥ CTPOKH;

— HEeCKOJIbKO J49eeK M3 CMeXHBbIX CTOJI6I_[OB " CTPOK.
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[Tonpo6Hoe onmcanue paboTHI C IMANIa30HAMU sT9eeK CM. B pazzere 4.3.

1.4.5 ®opmyisl u PyHKIIH

Popmyna — 510 m0b6oe BbIpaXKeHHWe B sUeliKe, KOTOpOe HAYMHAEeTCsl CO 3HaKa «=».
dopmysibl MOTYT cofiepkaTh GYHKIMHM, 3HAUeHUs], ajipeca siueeK, UMeHa U OllepaTophbl JIeHCTBUH.
@opMyJibl UCHOJB3YIOTCS 71l TIPOBE/IeHHs CJIOXHBIX pacueToB B Tabiunax. PopMysibl MOXXHO
BBOJUTH U PeIaKTUPOBAaTh B aKTUBHOM si4eliKe, B CTPOKe GpOopMyJI WK B OKHe MacTepa (PyHKIIUH.

PyHkusa — 310 npeaycraHoBieHHas ¢opmysa «MoOduc Tabmuiay.

IIpocras ¢popmyna — dopmyra, cofepskaiias OgHy QYyHKIHUIO.

Cnoxnas ¢dopmyna — dopmyra, cojmepxalasi PyHKIMIO B KayeCcTBe apryMeHTa, WM
¢dopmyita, cocrosias U3 HeCKOIbKUX PYHKINN, COeJUHEHHbIX OllepaH/IaMu.

Brnoxennasa ¢yHknusi — QyHKIMS, SBISIONIASCS apTyMeHTOM JJisl Ipyro QyHKIUU WITU

dhopMyIIbIL.

C nomomipbio GyHKIMH U GOPMYJT MOXXHO IPOU3BOAUTH PacyeThl JII0OOW CJI0XKHOCTH.

[Tonpo6Hoe omucanue paboTsl ¢ popmysiaMu U GYHKIUSIMU CM. B pazzere 4.6.

1.4.6 Onepanpgs1

OmnepaHasbl — 3TO 3/1eMeHTh], HaJl KOTOPBIMU IIPOBOJSTCS BeIYMCIeHus. OnepaH/ibl AesTcs
Ha CJleflyIollyie BUMBL:
— KoHcTaHTHI — 4KCla, 1aThl, CTPOKY TEKCTa, KOTOpble IPUCYTCTBYIOT HEIIOCPeJICTBEHHO
B popMyuite.
— CcpUIKH — 37IeMeHTHl, KOTOpble yKa3bIBalOT SYeMKy WJIM IMalla3oH siYeeK, U3 KOTOPBIX
¢dopMyiia rosy4aeT JaHHbIE JIJIS1 BBIYUCIIEHUN.

—  DyHKIUMN.

1.4.7 OnepaTopsl

OmnepaTopbl OIpeAeNsiioT JeHUCTBUSI, KOTOpbie BBIMOJHSIOTCS Haj OllepaHlaMHd B Xojie
BBIYUCJICHUU.
OmnepaTopsl NpeACcTaBisiIOT COOOM 3HAK WIM cOoveTaHWe 3HakoB. Hampumep, «+» — 3TO0

aprudMeTHUeCKUl onepaTop cloXeHus. Takxe onepaTopsl B popMyJsie MOT'YT OTCYTCTBOBATb.

[Tompo6Hee cMm. B pa3perne 4.7.
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2 IIOATI'OTOBKA K PABOTE

2.1 YcranoBka

VYcranoBka 10 «MoiOduc» moapobHO omvcaHa B JokyMeHTe «HacTonmbHble TPHIOXKeHHs
«MouOduc Tekcry, «MoitOduc Tabmuray, «MoitOduc I1pesenTtamus». PykoBojCTBO M0 ycTaHOBKEY.
I10 «MoiOduc» cunraercs ycranosieHHbIM B OC Windows, ecnu B pe3yibTaTe JeHCTBUH,
M3JIOXKEeHHBIX B pasziesie 2.2 YKa3aHHOrO JJOKYMeHTa, Ha paboyeM CToJie MoJIb30BaTesIsl U B IJIaBHOM

MeHi0 OC oTobpakatoTCs SIpIBIKH, TIPeJiCTaB/IeHHbIe Ha pUCYHKaX 1 u 2.

_—J—m

’ rl =

MoidOgue MoidOdue  MoidOdnc
TekcT TaBnuua  [pesedTayma

'« o

Pucynok 1 — dpnbiku [10 «MortOducy Ha pabouem crone OC Windows

M

(; Meauwanneep

- MoitOduc
PD MoiOduc MpeserTauus

R MoiOduc Tabauua

i oS -
MOEBbic

MoitOduc Tekcr

MOEBbiE

ii\%lv Yaanuts MoitOduc

Pucynok 2 — dpmneiku [10 «MoiitOducy B rmaBHoM MeHto OC Windows
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1O «MoitOduc» cuurtaercs ycraHosieHHbIM B OC Linux, eciu B pe3ysnbTaTe JeHCTBUM,

M3JI0KEHHBbIX B pasfesie 2.3 yKa3aHHOTO JOKyMeHTa, B MeHIO mpuioxeHuid OC oTobpakaroTcs

SPJIBIKH, IIpeJCTaBJieHHbIe Hd PUCYHKe 3.

[ Pabounid cTon

{# Kopawna
(@ Kopa

Cnctema

4 MeHeLKED NaKeToB

LleHTp yipaBneHmna

TepMuHan
3abnoknpoBaTk 3KpaH
E 3aBeplWnTE CeaHc

|| BuiiATh

i Meno @

@ LibreOffice Impress f§
WnTepHer Co3garre W peLaKTUPOBaHKWE NPEIEH...
l % Odwc . LibreOffice Math
& Co3patke ¥ peAaKTUPOBAHWE HAYYHbI...
CUCTEeMHEIR
u % LibreOffice Writer
[Rféh CTaHZapTHLIE Co3patve W pELaKTUPOBAHNE TEKCTA ..
;}ﬁ et Projectlibre
o Lifwre
e MNaHUPOBAHWE W YNIPEENEHWE TIPOEKT...
MapameTpel 0 MoinO¢uc NMpezeHTayna
MpocMoTp U NOKas NpeseHTawwnii c ...
| MoWODg¢wuc Tabnuua W
I BrinonHeHwe Bbiu mﬂlllﬁ. AaHanns...
3 Mol O¢uc TexeT
CosgaHue W peAaKTVROBAHWE TEKC..
Nomck: l Q

Pucynok 3 — dpnsiku [10 «MoitOducy» B MeHto npunnoxennit OC Linux

[IO «MoiOd¢uc» cunrtaercs ycraHOBIeHHbIM B macOS, ecnin B pe3ysbTaTe HeHCTBUH,

W3JIO)KEeHHBIX B pasfene 2.4 ykKa3aHHOTO JOKyMeHTa, B Launchpad orobGpakaroTcs 3HAUKH,

IpeJICTaBJIeHHbIe Ha PUCYHKe 4.

5 0 E®

MonOoduc TekcT

MonOduc Tabnuua

PBHO="OS0 @

MonOdwuc NpeseHTauns

Pucynok 4 — 3nauku npwioxkenud B Launchpad
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2.2 3amyck

3anycrute npuoxxenre «MonOduc Tabiuiiay ogHUM IIeTIKOM MBIIIH M0 ero 3HAYKy WU

JABYMs IeJIYKAMHU I10 ero spJIbIKY.

2.3 JInneH3noHHOe CorJjIallieHue

[Tpu nepBom 3zamnycke 10 «MorOducy» BHUMAaTeIbHO IPOYXTANTe YCIIOBUS JIMI[EH3NOHHOIO
COIVIALIeHUs U MTOJIMTUKU KOH(UeHITUAILHOCTU (CM. PucyHOK 5).
Ecinu BBl coryiacHbl ¢ 0003HaU€HHBIMU YCIIOBUSIMU:
1. IlocraBere ¢naxok I npuHumaw YcaoBus ucnoiab3oBaHuss u IloauTuky
KOHQHIeHITHAJILHOCTH.

2. Haxwmwure kHonky HagaTh paoory.

a4— 4
| ¥cnoewa wcnons3oeadna w MNonutuka KUHqJM,\’J,EHLI,MEJ'IbHDCTH e

r [o6po noxanoBatb
_ B MounOduc!

NALEH3WMOHHOE COTNALLEHWME C KOHEYHBLIM
MONL30OBATENEM

HacTosllee NMUEH3MOHHOoe cornaweHue ¢ KoHeyHbiM
nonb3oBaTtenem (aanee - «/IMUEH3NOHHOE COTNalleHne»)
yCTaHaBAMBaET YCIOBWA MCMONb30BaHWA Nporpamm ana 3BM
«MoiiOduc CtaHaapTHbIA», «MoiiOduc YactHoe Obnako»,
«MoiiOduc 3awmeHHoe obnako», «MoiiOduc
MpodeccnoHanbHblii», «MoitOduc Moura», «<Mailion»,
«Squadus» 1 ux 06HOBNEHMWIA (aanee BMecTe 1 NO
OTAENbHOCTH UMeHyeMble MporpaMmMHoe obecneyeHue) u
3anoyaerca Mexay KoHeuHbiM nosb3osaTenem n 000
«HOBBIE OBJTAYHLIE TEXHONOTMIM», apaatowmmca
obnasaTenem WCKAKOYMTENbHOrO NpaBa Ha MporpamMmMHoe
obecneyeHue.

IMeped ucnosb3oaaHuem MpozpaMmHo20 obecneyeHus,
noxanylicma, 03HaKOMbMeCck € yCI08UAMU HLXXecedyroLye2o
JluyeH3uoHHo20 coenawrerus. /Troboe ucnos3osaHue Bamu v

C] A NpuHUMaK YenoBUA MENoNb30BaHWA U [ToaUTUKY KOHDWAEHLWANEHOCTA.

Hauate pabory OtmeHa

Pucynok 5 — OkHo YcnoBus ucnosnb3oBanus u [lonuTnka KoHPHUIeHIMAIBHOCTH

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 22



MonOdonc
3 UHTEP®EVC

3.1 I'maBHoOe oKHO

B riaBHOM okHe nipuioxkenus «MonOduc Tabmuma» conepskarcs (cM. PrucyHok 6):
1. Komaumnoe meHro.

[TaHenb UHCTPYMEHTOB.

[Tone nuamnazona.

Crpoka ¢popmyi.

Pabouas o6macTb.

BokoBast maHess.

Bxiagku nmucTos.

® N kA W

CTpoka coCcTosIHHUS.

KomMmaHgHoe MeHIo MaHenb HHCTPYMEHTOB

" Hosaa Taénaua 1 - MoiOduc = O x

Qain  [paeka Beraska Qopmar  Tabavua  fandee  Woctpymedts  Bug OBwwid goctyn  Hagetpoikw  Cnpaeka

LBy X A B m o om o®# O

JobaenTe 5 W saa saa aua ana ana
H3Gpannoe daian Mpaeka Wpudt BbipaBHMWE... YvcioBor.. Adedku HavHbe Bcraska ~
Al v 2 v fx

TA B T C D E F G H | |

A

MNMone gnanazoHa Ctpoka dopmyn fx
= . . Bokoean navens ——@
3 &
4

3 Cw

Cx
6 Pa6oyan obnacTtb
=
8
9
n
+
[, Astomarauecky CYMM 0 CP3HAY O I'-."IMHf MAKC 0 CYET3 O - . +100% ~
BrKnagku nMCToB CTpoka coCTOAHMUA

Pucynok 6 — ['maBHoe okHO nipwioxkeHus: «MonOduc Tabmuria»
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3.2 KomanaHoe MeHI0

B komannnom menio (cM. PucyHok 7) comepkarcss OCHOBHBIe KOMaH/bI IJisi paboThl C

IIpHUJIOKEeHHWEeM.

Hosan 1aBamua 1 - MoiAOduc = O *

@ain  [lpaska Beraska @opmar  Tabavua  Jaddwie  Woctpymedtol Bug  OBwwii poctyn  Haactpoiikw  Cnpaska

Pucynok 7 — KomannHoe MeH10

J1J1st GBICTPOrO BHITIOJTHEHUS 3TUX KOMAaH/I IIpeJHa3HAYeHBbI:
— couetanus kiaBuil (cMm. Tabmuiy 28 u Tabmuiy 29) — nmponucaHbl HAITPOTUB KOMAaH]T B
KOMAaHIHOM MeHIO;

— OKHO OBICTpBIX JeHcTBUM (cM. paszgen 3.10).

3.3 Ilanesib HHCTPYMEHTOB

[lanens wuHcTpymMeHTOB (cM. PucyHok 8) cojiepXMT WHCTPYMeHTbI [t paboThl C

COIep>XUMbIM BJIEKTpOHHOfI Ta6JIPIIILI.

=

+ B v X By & [1] | XOThames vz v AT AT = v L v | Obuwi v [ R~
[o6asuTe S v 9 X K YU - Av v SvHY ©v D % 9 00 00 [H .

Vs6panHoe ®aiin Npaska Wpugr Beipashueanne Uncrosoii popmat Aueiikn

N

Pucynok 8 — [laHenb MHCTPpYMeHTOB

BHermHui BU| TaHe M UHCTPYMEHTOB MOXKHO U3MEHSITh:

— BBIOMpATh PEXXUM OTOOPAXKeHHUs TTaHeJTM MHCTPYMEHTOB MJTA CKPBIBATh ee C 3KPaHa;
— CKpbIBaThb / 0TOGpaXkaTh Ha3BaHUS M COJIEPXKUMOE Pa3JIeJIOB MMaHeId HHCTPYMEHTOB;
— HACTpauBaTh cOCTaB pasnena M30panHoe;

— CKpbIBaTh U oTOOpaxkaTh pasnen M3opanHoe.
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3.3.1 3MeHHUTDH peKuUM 0TOOpaXKeHUs MaHeJI HHCTPYMEHTOB

YT0OBI U3MEHUTD pexxum 0T06pa}KeHI/I${ IMaHeJIM THCTPYMEHTOB, BbIIIOJIHKTEe CIIeyIoIire JIEVCTBUS:

1. Boibepute nyHKT koMaHAHOTO MeHi0O Bup > Ilanenbs uHcTpyMeHTOB (cM. PucyHok 9).

Bug OBuwwid noctyn HapacTtpoiikn — Cnpaeka

yo
MacwTab i
R1C1

MaHens WHCTpPYMEHTOB » ¢ (raHpapTHas
KomnakTHas

CkpbITh NaHens

F G v Haseanwa pa3genoe

v W3bpaHHoe

Pucynok 9 — Komannnoe mento Bup

2. B oTkpbIBIIEMCs TOJIMEHIO BbIOepuTe TpeOyeMblil pesKUM 0TOOpaKeHUs:
— CrangapTHas — MHCTPYMEHThl pacIlOiioXKeHbl B J[Be@ CTPOKW, Ha3BaHHUs pa3/ieioB
ortobpaxarorcsi. [Ipy HeoOXOIMMOCTM Ha3BaHUSI PA3ZeNioB IAHENM WHCTPYMEHTOB

MO>KHO CKPBITh (CM. pa3zern 3.3.2).

— KoMmmakTHas — HWHCTPYMEHTBI pacCIIOJIO’KeHbl B OJHY CTPOKY, Ha3BaHU{ PA3EJIOB He

OTOOPAXKAIOTCSI.
— CKpBITB IaHeJb — ITaHeJIb THCTPYMEHTOB He 0TOOpaXKaeTcsl.
J1J1s1 GBICTPOTO TIepeKITIoUeHusT MeX]Ty CTaHAAPTHBIM M KOMITAKTHBIM PeXXUMOM OTOOpaXKeHUst

IaHe/In HWHCTPYMEHTOB HCHOHBBYﬁTe KHOIIKH (KOMIIHKTHaﬂ IIaHeJIb I/IHCTPYMEHTOB)

(cm. Pucynok 10) u v (CtaHmapTHas HaHeJIb HHCTPpyMeHTOB) (cM. Pucynok 11).

T-=zv@ B O o
i - B ® 8 @
AaHHble 7 Bcraeka

Pucynok 10 — Knonka KomnakTHasi naHesjib HHCTPYMEHTOB

Pucynok 11 — Knonka CTangapTHas naHeJb HHCTPYMEHTOB
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3.3.2 CKpHBITh WIH 0TOOPA3UTh Ha3BaHUSA Pa3/ieioB

[Tanens uncTpymenToB (cM. Pucynok 8) B npunoxenun «MoiOduc Tabmuia» cocTout u3
pasnenoB. Kaxnplii pasgen (3a HCKIoueHHeM pasfiesia  VI30paHHoOe) COepXUT TIpyIIy
WHCTPYMEHTOB, IIpe[JHa3HauYeHHbIX [UIsl BBIIIOJIHEHUs OIpeflejieHHOM 3amauu. Harmpumep, pasgen
YuciaoBoii popMaT COJEPXXUT UHCTPYMEHTHI JIJIsl pelaKTUPOBaHUs GopMara siueex.

HazBanus paszenoB oTOOpaXarOTCs, eCclId IlaHellb WHCTPYMEHTOB IIpefiCTaBjleHa B
CTaHJapTHOM Bule (cM. pasgen 3.3.1). [lns onrTumuzanuy pabodero IpoCTpaHCTBA Ha3BaHUS
pa3zielioB Ha [1aHeIM UHCTPYMEHTOB MOXKHO CKPBITh.

J1J1s1 3TOTO BBINIOJIHUTE CIIe[lyoIlire 1eHCTBUSL:

1. Bribepure myHKT KOMaHHOTO MeHIO Bup > Ilanens uncrpymenToB (cM. PrcyHok 9).

2. B orkpeiBiIeMcs nogMeHto cHumMuTe ¢guiaxkok HazBanus pasnesios.

YtoObI 0TOOpPa3UTh HA3BaHMS Pa3/iesioB, YCTAHOBUTE JITAHHBIN (JIakKOK OBTOPHO.

dnaxok HasBaHusi pasmenoB 3a0/I0KMpPOBaH, eCiiy IaHejlb UHCTPYMEHTOB CKpbITa WU

0T06pa>1<aeTc;1 B KOMIIAKTHOM BH]I€.

3.3.3 CKpBITh HJIH 0TOOPA3UTh COJiep:KIMOe pa3/iesioB

PaBHEHbI IMaHeJIM THCTPYMEHTOB MOTI'YT CBOPAYHBATbLCA dBTOMATUY€CKH, IIPpY YMEHbIIeHU /
YBeIIM4YeHUH pa3Mepd INIdBHOI'O OKHA ITPpUJI0KeHWs, UJIIK BPYYHYIO.

YToObI CBEpHYTb pa3fiell lldHeJIM MTHCTPYMEHTOB BPYYHYIO, HaBeluTe KypCOp MBbIIIN Ha ero

MIPaBYIO TPAHHUITY U HAXKMHTe KHOTIKY * (cM. PucyHok 12).

®Qaiin lNpaBka Bcraka @opmar Tabavua [adHeie  WHcTpymentel  Bupg 06

_+_ h % Ea v é lj XO Thames

1

[Ao6asuTs & v S C X K Y

N3bpaHHoe daiin Mpaeka WpupT

Pucynoxk 12 — KHorka cBopauMBaHusl pa3jiesia
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Yto6bl 0TOOpa3UTh HHCTPYMEHTBI CKPBITOTO pasjesia, IIeJIKHUTe [0 HeMy

(cMm. Pucynok 13).

®ann lNpaeka Bcraska @opmar Tabavua [JadvHbie  WHCTpymeHThl

v (><3 XO Thames v
_+_

JobaeuTb E) v oon ¥ K H ﬁ v
UsBpaHHoe ®aiin Mpaeka Wpnt
A1 v X vk By &~ [

A 8 O C E

Pucynok 13 — UHCTpyMeHTHI pa3zeina

YToO6bl pa3BepHYTh pa3jiell, HAKMUTe KHOTIKY © (cM. PucyHok 14).

Dailn  [paeka Beraeka @opmar  Tabavua Jaddwsie  MHCTpymeHTH

+ w c><o KO Thames v
HNobaguTe E]v sns L}}I{ K H AR T e

M3epanHoe @ ain MpaBka WpwndT

Pucynok 14 — Knonka oto6pakeHrsi MHCTPYMEHTOB paszielia

3.3.4 HactpouTs cocrasB pa3neina «3opanHoe»

B paznen nanenu nHctpymeHnToB Mi30paHHOe MOXXHO 100aBUTH:
— 4acTo UCIOJIb3yeMble KHOIIKY IIaHeJIM MHCTPYMEeHTOB;
— KHOIIKY IS BBITIOJTHEHUS YaCTO MCIOJIb3yeMbIX ITYHKTOB KOMaHAHOI'O MeHIO;

— KHOIIKHY JJI4 BBIITOJTHEHHWS 9dCTO HMCIIOJIb3yeMbIX MdKPOKOMAH/I.

B N3opannoe MoxHO n06aBUTh OT 1 10 14 311eMeHTOB.

MBIIIBIO

CocraB maHenu V30paHHOe XpaHWUTCSI B HACTPOMKAx TPWIOXKEHUS Ha TeKylleM

KOMITbIOTEepe U He I1epeJdeTCsd B CO3JdHHbIX Ha HEM NOKYMEeHTdX.
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3.3.4.1 JIo0aBUTH 3J1eMeHT

Yro6bl mo6aBuTH B M30paHHOe TyHKT KOMAHIHOTO MEHIO, BBITIOJHUTE CJelyIoIIue
JeUCTBUL.
1. BeinonHuTte KOMaHAy A00aB/IeHHs OJTHUM U3 CJIeIyIOIINX CIIOCOOOB:

—  Ecm paspen MizbpanHoe mycT, HakMUTe B HeM KHOIIKy =+ Jfo6aBuTh (cM. PrcyHok 15).

Dain  [lpaeka Bcraska @opmar  Tabowua [JadHoe
+ : v o X B~ &~
JNobaenTe |E;] w (__) (__}

HM3BpanHoe ®ann Mpaeka

Pucynok 15 — Knorika Jlo6aBuTH

— Eom pasgein I/Isﬁpa}moe COIepXXuUT J00aBJIeHHEIe 3JIEMEHTHI, IIeJIKHUTe 110 JIIO6OMy
MeCTy pasjeiia npaBofI KHOIIKOM MBI W BBIIIOJIHUTE KOMaHy KOHTEKCTHOI'0O MEeHIO

Hob6aBuTh neiicrBue (cM. PrucyHok 16).

®aiin  [paeka Beraeka @opmar  Tabawua  fJaddbie
E voo% B~ &~

Wz6panHoe

3G paHH .
JobaenTe AelRcTEME

H10 L\\s

OYUCTTE
C b}

Pucynok 16 — Komanpa /lo6aBuTh neiictBue
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B ortkpeiBiieMcst okHe (cM. PucyHok 17) BeibepuTe MyHKT KOMaHAHOTO MEHIO, KOTOPBIN

Tpebyetcst nobaBuTh B U30panHoe.

+ v nX: Ea v é l:’ XO Thames

iR — PRI X K
W36 pan Mownck aencreums.. ‘ Wpndr
Al Cozpatb I
E
@ Co3gars no wabnoHy...
1 | B
3 I} OTKpPBITH...
3
4 CoxpaHuTb
5
. 2 MognncaTte JOKYMEHT...
U iib BbicTpas meuatsb
8
9 @ MapameTpbl CTPaHWLbLI U NeYaTb
10
1
12
(__) OTMEeHUTB
13
14
(__) MoeTopuTh
15
4 % Bbipesats
17

12

Pucynok 17 — OkHo go6aBiieHus MyHKTOB KOMaH/IHOT'O MEHIO

Yto06bl 106aBUTH B I30paHHOe KHOMKY C MTaHeJIM MUHCTPYMEHTOB, IeJIKHUTe 110 Hell paBout

KHOITKOM MBIIIH U BBITIOJHUTe kKoMaHy [{o6aBuTh B u3dpannoe (cMm. PucyHok 18).

AT AT
ﬁ'\v‘ EV

v U v 123 it

— 4

000

e |
4

[JobaeuTb B M36paHHoe ‘
Henkm

|
o

Pucynok 18 — Komanpa /lo6aBuTh B n30panHoe

B HacCTodI1lee BpeMsdad HeIOCTYIIHO ,I[O6aBJ'IEHI/Ie KHOIIOK IIdHeJIW UHCTPYMEHTOB, KOTOphbIe

OTO6pa>KaIOTC$I IocCJIe Ha’KaTU4A Ha KHOIIKY =°=.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 29



MonOdonc

[Tpu nob6aBnenvy B I30paHHoe KHOMKa He yIaseTcs U3 pasfieia MaHeIr UHCTPYMeHTOB, B
KOTOPOM OHa PaCIIOJIOXKeHa.

Yrobbl m006aBuTH B VI30paHHOe KHOMKY Il BBIMOJTHEHWsS MAaKPOKOMAaH/Ibl, BBIIOJIHUTE
cnenytoiye nercteus (cM. Pucynok 19):

1. Ha 60okoBoO#M naHeNd HAXKMUTE KHOTIKY @ (MakpokoMaH/FbI).

2. HaBemuTe Kypcop MBI Ha Has3BaHMe TpeOyeMoil MAaKpOKOMaHIbl M HaKMUTe
kHonky ~ (Emze).

3. B BbIIIaIdlOIleM CIIMCKe HaBeauTe KypCOp MBIIIX Hd KOMdHAY I;[l;Ofi«':lBI/ITI) B I/IBGPHHHOE.

4. Ha OTO6p831/IBH_IeI‘/JIC${ I[IaHeJIn BbI6epI/ITe KHOIIKY I BBITIOJIHEHUSI MAKPOKOMAH/IbI.

) ~» MakpokomaHabl Q
I HoBas MakpokoMaHaa v f
®
&
MakpokomaHaa 1 b Ex
Pepaktuposatb
Buibepure sHauok: AobasuTs B MaﬁpaHHc[} 4
OO OO
©® © © ®
® @
®

Pucynok 19 — Jlo6aBnenue B u36paHHOe MaKpPOKOMaH/Ibl

[Ipy HaBesleHMM Kypcopa MBIIIM Ha KHOIIKY OyzeT oToOpakaTbCs IOJCKazka B ¢opmate
MaxkpokomaHja: <Ha3BaHHe MAKPOKOMaHAbI>. [Ipy HakaTMKM Ha KHOIKY OyZeT 3amycKaTbCs
COOTBETCTBYIOIIasi MAKPOKOMaH/Ia.

KHonka 7151 BBIIOJIHEHWsT MaKPOKOMaH/Ibl 0TOOpaXkaeTcsl BO BCeX TEKCTOBBIX JIOKyMeHTaX
Ha TeKyllleM KoMmibioTepe. Eciii B JokyMeHTe HeT COOTBETCTBYIOIIel MaKpPOKOMaHbl, TO KHOIIKA
He aKTMBHA U IIpM HaBeJleHMM Ha Hee Kypcopa MBbIIIM OTOOpakaeTcsl MOfcka3ka B ¢opmare

MaxkpokoMaHa U3 APYroro J0KyMeHTa: <Ha3BaHHe MAaKPOKOMAaH/bI>.
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YroObl M3MEHWUTb KHOIKY JIIsl BBIIIOJIHEHWSI MaKpOKOMAaH/bI, BBIIIOJIHUTe CJleflylollye
nerictus (cm. Pucynok 20):
1. Ha 6oxoBo¥ IIaHeI HAXXKMUTe KHOIIKY ® (MakpoxoMaH/bI).

2. HaBenuTe Kypcop MBIIIM Ha Ha3BaHMe TpeGyeMoOi MaKpOKOMAHAbLI U HaXMUTe
kHonky (Emre).

3. B BbImagaroiiem crvckKe HaBeAuTe KYpCOp MBIIIM Ha KoMaHAy VI3MeHUThb 3HAY0K.

4. Ha orobpasuBmieiicss TmaHelud BbIOEpUTe HOBYIO KHOIIKY JUISl  BBIIIOJIHEHHS

MdKPOKOMaH/IbI.
. =2 MakpokoMaHZabl Q
I HoBas MakpokomaHaa v fx
®
&
(1) Makpokomanaa 1 I =7
@ PeaaxktupoBatb
BbiBepuTE 3HAUOK: VIBMEHUTE 3HAYOK .
@ @ Yaanute 13 n3bpaHHoro
©® 0 ©® ®
® @
®
I

Pucynok 20 — CMeHa 3Ha4Ka KHOTIKHM MaKPOKOMaH/IbI

3.3.4.2 IlepemMecTHTD 3JIEMEHT
YToObl M3MEeHUTh TOJIOKeHWe 3jieMeHTa B pasziesie VI30paHHOe, BBHIOJHUTE CIeyIoIye
JeUCTBUS.

1. H_[F_‘JILIKOM HpaBOﬁ KHOIIKM MbIIIK 110 3JIEMEeHTY OTKpOI;’ITe KOHTeKCTHOe MeHIO

(cMm. Pucynok 21).
2. B KOHTeKCTHOM MeHIO BbibepuTe Tpebyemyto KOMaHIy:

- HepEMECTI/ITL B HAYA4JI0 — CAe/IdThb BbI6paHHbeI JJIEMEHT IIepPBbIM B pa3/iejie;

— IlepemecTUTH BJIEBO — [IOMEHSTh MECTaMH BbIOPAHHBIN U MTPEIbITYIIUMN 3JIeMeHT;
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IlepemecTUTH BIIPABO — [TOMEHSITh MeCTaMX BbIOPAHHBIN U MOCIeAYIOIUIN 3JIeMeHT;

HQPEMQCTI/ITL B KOHeII — C1eJIaTb BbI6paHHbeI JJIEMEeHT II0CJIeMHUM B pa3zielie.

BB ®

= ~

9

(L ET)

M.

=

Ry P
1w

lelcTeMe

HEF}EM ECTUTE B Ha4ano

o
“

O ® -~

MepemecTuTs BNEEO C
MepemecTuTs ENpaB0
MepemecTUTs B KOHELL,

¥panute M3 nabpaHHoro

MzBpaHHoe

JoBaenTe AeAcTEWE

=T - R B T, (R S TR B N

OYMCTHUTE

—
[=]

b
b

Pucynok 21 — KontekctHoe MeHIo pasfiena M3opaHHoe

3.3.4.3 YnaaIuTe 3JIeMeHT

Yro6s! ynanuTe u3 paszfena M3d0paHHOe IyHKT KOMaHAHOI'O MEHIO, ILIeJIKHUTe 110 HeMy
IIpaBOY KHOIIKOM MBIIIH U BBITIOJTHUTE KOMaHAy Y JaJuTh U3 u3dpanHoro (cM. PrucyHok 21).
YtoObl ymanmuTh U3 pasfena M30paHHoe KHOIMKY IaHeJId WHCTPYMEHTOB, BBIMIOJIHUTE
clleqlytoniye AeiCTBUS:
1. HlenxkHuTe 10 HEM MpaBOM KHOIKOM MBI B paszeiie M30paHHoe Wik B TOM pasjelie,
M3 KOTOpOro oHa Obuia fobasiieHa (cM. PucyHnok 22).

2. BruimonauTe KOMaHly KOHTEKCTHOI'O MEHIO YnaJm'rb 3 I/IBﬁpaHHOI‘O.

= v i v Obwwin v

e 4
¥ v 5 P % | 9 Q0 09
Buipan Yaanutb n3 nzbpaHHoro ‘

Pucynok 22 — Komanga Y manuTh u3 n30paHHOr0
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KHonky psis BBIIOSTHEHWS MaKpPOKOMaHIbl MOXKHO VJalWTh U3 pasfena M30panHoe

He3aBHUCHUMO OT TOI'O, COHNEPXUTCA [ddaHHAA MdKPOKOMdHId B TeKylleM JIOOKyYMeHTe WJIM HeT.

YJIEUIEHI/IE BBIIIOJIHAETCA dHAJIOTUYHO YaJIEHWIO ITYHKTA KOMaHJHOI'O MEHIO.

Ecmm makpokoMaHIia COOEpXXUTCS B TeKyIleM JIOKYMeHTe, TO KHOMKY MOXKHO TaKXe

YVIAIATh C TIOMOITIBIO TTaHe M paboThl C MaKpOKOMaHaMu (cM. PrucyHok 23):

1. Ha 60okoBoO#M naHe HAXKMUTE KHOTIKY @ (MakpoKoMaH/IbI).

2. HaBemute Kypcop MBIIIM Ha Ha3BaHWe TpeOyeMONM MaKpPOKOMAaHAbl M HAXKMUTE

KHOIIKY ; (Emxe).

3. B Beimapgarorem crvcke BbibepuTe KOMaHy Y JaJIUTh U3 H30PaHHOrO.

dann [Mpaeka Bcraska dopmar

2 O A v ¥

encTeme
@ ¥ A
36 paHH HEDEMECTMTb BNEBO

Al MNepemecTuTh Bripaso
MNepemecTuTb B KOHeL,

L YpanuTb u3 n36paHHoro

M36paHHoe

[obasunTb gelicTene

OQuncrutb

Tabnvua

XO

X

Lipwn

i~ & | |W N

Pucynok 23 — Y nanenuve 13 n3a6paHHOr0 MaKpOKOMaH/ bl

KpOMe TOI'0, KHOIIKA YyHaJIsieTCd U3 pa3feild I/IBGPHHHOE, €C/In U3 NOKYMEeHTa YyHaJldeTCsa

COOTBETCTBYIOIIIAd eun MdKPOKOMaH/Id.

3.3.4.4 OuncTuTh pasngen

Yrob6b! yramuth U3 pazfena M30paHHoe Bce 35ieMeHTHl, IeJIKHUTe 110 JIF060My MecTy pasjiena

MIPaBOY KHOIIKOM MBIIIHN U BBITIOJIHWTE KOMAH]Ty KOHTeKCTHOTrO MeHt0 Ouuctutsb (cM. PucyHok 21).
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3.3.5 CkpboITh 1iu 0T00pa3uTs pasnen «M3opanHoe»

[To ymomyanuto pasnen M3dpanHoe oToOpakaeTcs Ha TTaHeJIM HHCTPYMeHTOB.
YTOoOBI CKPBITH Pa3/ies, BHITOIHUTE OJHO M3 CIeIYIONINX JeCTBUIA:
— BribepuTe myHKT kOMaHIHOTO MeHIO Buy > ITaHeIb HHCTPYMEHTOB U B OTKPBIBIIIEMCSI

noaMeHro cHumuTe ¢raxkok M3opanHoe (cM. PucyHok 24).

Bug O6wwmid goctyn HaacTtpoiikn — Cnpaeka

[ .
MacwTab - i
R1C1

MaHenb MHCTPYMEHTOB » ¢ (CraHgaprtHaAa
KomnakTHas

CKpbITb NaHens

F G v Ha3ssaHus pa3genos

v W3bpaHHoe

Pucynok 24 — KomangHoe meHio Bug

—  Ecnu pasgen M3bpannoe mycT, HaBe[uTe KypCOp MBIIIM Ha KHONKy -+ Jlo6aBUTHL 1

Ha)XXMHTe * B ee [IpaBOM BepxHeM YTy (cM. PucyHok 25).

Daiin  [paeka Beraeka @opmar  TaBawua JanHwe
b o o
o v ] v B~
JoBaenTh = v 2

M36panHoe dann MNpaeka

Pucynok 25 — Paznen 3opannoe
Yr1o6b! 0TOOpPA3UTh paszies, HOBTOPHO ycTaHOBUTe duiaxkok M30paHHOe B KOMaH/ITHOM MeHIO.

drnaxxox M30panHoe 3a0/10KMPOBaH, eciiv IlaHeJlb UHCTPYMEHTOB CKpPBITa.
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3.4 Ilone muanazona

IToje nuamasona IpeaHa3Ha4eHo JId:

paszen 4.6.9) BeIIeIeHHOM sTYelKy / qUara3oHa sJeek;

CO3/IaHUS HOBBIX UMEH siueeK / IMAIa30HoB siyeek (cM. pasnen 4.6.9.1.1).

D2:D5 v [ 2 v fx =B2*

A B c D E F
1 |HammenoBanue |Ilena sa en. KonugecrBo Croumocrs |Cxunka  |CToMMocTh €O CKHIKOI
2 |Toeap A 20 5 100 0,1 90
3 |Tosap B 36 25 900 0.2 720
4 |Tosap 48 20 960 0.1 864
5 |Tosap D 50 18 900 0.1 810
6 2484
7

Pucynok 26 — Axpec nuana3oHa siueex

CTOMMOCTb v Z v fx =B2*

A B C D E F
1 |HaumenoBanue |Ilena za ej. KonnuecrBo |CTOHMOCTI: |Cmm1{a CTOMMOCTE CO CKHAKOH
2 |Torap A 20 8] 100 0.1 90
3 |Toeap B 36 25 900 0,2 720
4 |Tosap (. 48 20 960 0.1 864
5 |Toeap D 50 18 900 0,1 810
6 2484
7

Pucynok 27 — UM ranasoHa siueek
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3.5 Ctpoka ¢popmyr

B crpoke ¢opmyn orobpakaeTcs HWCTHHHOE COIEPXXUMOe BbIIeJIeHHOW — STYeMKHU.
Hampumep, B siueiike Al (cM. Pucynok 28) orobpakaercs 4ucio 1 U COOEpXXUTCS 4YUCIO 1;
B siyeiike A2 ortobpaxaeTcss 4uciao 2 U cojepxkuTcs uuciao 2 (cMm. Pucynok 29); B suerike A3

oToOpaXkaeTcst YUCI0 3, HO COJIeP>KUTCS $opMyJsia, pe3ysIbTaTOM BBIUKCIIEHUs] KOTOPOU SIBJISIeTCS

yucio 3 (cm. Pucynok 30).

A1 v 2 vl 1
A B C D
L
1 ll
2 2
3 3
4

Pucynok 28 — Copepxxumoe sigeiiku Al B cTpoke popmyin

A2 v 2 ~v|lfx 2
A B C D
|
1 1
2 2_
3 3
4

Pucynok 29 — Copepxxumoe siueiiku A2 B cTpoke GopMyIn

A3 v > v| A =CYMM(AT; )

A B C D

Pucynoxk 30 — Conepxumoe siueiiku A3 B cTpoke GopMyJt
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3.6 Pabouas obsacrs

Pabouast obnacte (cMm. Pucynok 31) npexncraBisier coboi akTHUBHYHO 00J1aCcTh JIMCTA, B
mpefieflax KOTOPOM BBIMIOJIHSIOTCS JEMCTBUS Toyib3oBaresisi. [Ipy HeoOXOJUMOCTA TpaHUITBI

paboueii 06;1aCTH MOJKHO PacIIMpuTh (CM. paszen 4.3.1).

A1 v 2 v fx

00 DNR WO NV LI —

19

Pucynok 31 — Pabouas obiactb
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3.7 boxoBag nmaneian

bBokoBasi maHesib COJEPKUT Cllefyolre KHONKY (cM. PrucyHok 32):

Cs
Cx

wt

& + 100%  w

Pucynok 32 — bokoBasi maHesib

— f=f (Obpa3oBaHmMe) — OTKpLITL IIaHelIb CCLUIOK Ha 0Opa3oBaTelbHbIe PecypChl
(cm. paspen 4.18). KHorka oTobpakaercsi mpu pabote ¢ mpwiokeHueM «MouOduc
Tabmuma» B cocraBe npogykra « MoiiOduc ObpazoBaHue.

— () (TTomck u 3ameHa) — OTKpHITH IaHENb NMOMUCKA U 3aMEHBI JJAHHBIX B JOKYMEHTe
(cm. pasnen 4.4.10).

—  fx (BcraBka QyHKIHM) — OTKPBIT TaHeNb GYHKIHIA (CM. paszien 4.6.6).

— (CBopnast TabymIia) — OTKPBITH TTAHEIb HACTPOEK CBOJHOM TaOuUIbl (CM. paszen 4.9).
KHorika oTobpakaercs, eciii B JIOKyMeHTe BblfieJieH 3JIleMeHT CBOJJHOM Tab/IHITbL.

- ® (MakpokoMaHbI) — OTKPBITh MaHeNb paboThl C MAaKpOKOMaHIaMH (cM. pasfen 4.16.1).
KHorika oTobpakaercs, eciii B JOKyMeHT JobaBjieHa XOTs Obl OJJHa MAaKpPOKOMaHIA.

— @ (DnexTpoHHASsI MOAMUCH) — OTKPBHITH MaHeNb PAabOTHI C 3JIEKTPOHHOM MOMANUCHIO

(cM. paznen 4.17.3). Knonka otobpakaeTcs, eciii JOKYMEeHT TOJITHCaH.

— 0 (Jucneryep UMeH) — OTKPBITH AucCIieTdep uMeH (cM. pasnen 4.6.9).
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= (MuarpamMma) - OTKPBITh IIaHeJIb HACTPOeK JArarpaMmsbl (cM. paszen 4.10.2).

— (YmHuasa Tabsmna) — OTKPBITH [TaHeIb HACTPOMKU BHEITHEro BU/IA YMHOM TabJMITbI
(cMm. paznen 4.8). KHomnka oTobpajkaercsl, eciiv B JOKYMeHTe BbIJIeJIeH 3JIeMeHT «YMHOM»
TAOJIUIIBI WK «yMHash» TabJuIla [eJTMKOM.

Cv .

— Cx (Bce mpoBepKH) — OTKPBITH MTaHeJb PAOOTHI C STYEMKAMU, COJIepKAIlMMH TIPOBEPKY
IaHHBIX (CM. pa3zen 4.4.3).

- El (BoccranoBiienHbie ¢aiiyibl) — OTKPHITh M1aHeIb pabOThI C Pe3epPBHBIMU KOMUSIMU
NokyMeHTOB (cM. pasmen 4.1.11). KHomka orobpaskaercsi, eciid ecTb XOTsl ObI OfHA
HeCOXPaHeHHasl KOMusl.

- & (YnpaBieHue 3ammToN) — OTKPBITh TaHeNb YyIIpaBJIeHUsl 3alllATON COIEep>XKUMOr0

nokymenTa (cM. paszzen 4.17.2).

Ecmu nmokymeHT OTKpeIT W3 obmaka (cM. pasfen 4.15), To Ha OOKOBOM IaHeNIH
O0TOOPaXKaIOTCSl aBaTaphl PeIleH3eHTOB, KOTOPble OJJTHOBPEMEHHO C TEeKYIIMM I0JIb30BaTesleM BeAyT

paboTy Ha/l 3TUM JJOKyMEHTOM.

3.8 Bxiiagku J1MCcTOB

Briagku mmcroB (cM. PucyHok 33 u pasmen 4.2) mpeqHa3HAYeHbI IS TIepeMeleHus 10

JIUCTaM 3JIeKTPOHHOM TaOJIUIIBI.

26
27
28
29

Nuctl Nuct? +

Pucynoxk 33 — Bkiiaiku McToB
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3.9 Ctpoxka cocrossHHS

B cTpoke cocTostHus comepkaTcs clieAyIoliye JaHHbIe U UHCTPYMEHTHI:

— UWHAWKATOpP COCTOSTHUSI MOJKIIIOUeHHus] K cepBepy (cM. PucyHok 34) — oTobpakaercs,
eCJIM B TIPWIOXKEHUH OTKPBIT JIOKYMEHT, PACIIOJIOKEeHHBIN B o0Jiake (cM. pasmen 4.15.2);

— YpOBeHb TIpaB JIOCTyIa K JIOKyMEeHTy — OTOOpaXkaeTcs, ecjii B TPUIOXKEHHUU OTKPBIT
IOKYMEHT, paCIIOJIOKeHHBIA B 00JIAYHOM XPAaHWJIMINE, W TOJb30BaTelb He SIBJISEeTCS

aBTOPOM JIJaHHOTO JIOKyMeHTa (cM. pa3zen 4.15.2);

| @ Ecrb noakntoueHne ¢’ PepakTnpoeaHne | CYMM 0 CP3HAY 0 MWH 0 MAKC 0 CHET3 0 m - & + 100% v

Pucynok 34 — Ctpoka cocrosiHus ipy pabote ¢ daiiiaMu, paciioyioXkKeHHbBIMU B 00J1ake
— 3HAYOK BBIOPAHHOTrO pexkuma nepecdera dpopmyit (cM. Pucynok 35 u paznen 4.6.4);

— 3HA4YeHMs] aBTOMATHU4eCKH MOACUYHUThIBaeMbIX GpyHKIMM (cM. pa3zen 4.6.2);

— MHCTPYMEeHTHI JyIs U3MeHeHHs MaciTaba TeKyIero jMcTa (cM. pasnen 4.2.6).

| e Asomarnaeckn CYMM 0 CP3HAY 0 MWH O MAKC O CYET3 0 [F] - . + 0% v

Pucynok 35 — Ctpoka coctosiHuS IpY paboTe C JIOKaIbHBIMU daiIiaMU

cI)yHKI_II/II/I pa6OTbI B oOjlake M COBMECTHOT'O pPedakKTUPOBAHUA NOCTYIIHBI IIPU HAJIMYWUU

cepBepHoi yactu «MonOduc ITpodeccronanbubiiny / «MonOduc JokymeHnTs OHIalH».
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3.10 OxHo OBICTPBIX IEHCTBHIA

OxHO ObICTpBIX JeicTBUM (cM. PucyHok 36) mpemgHazHadeHO i1l OBICTPOrO BBIIIOJIHEHUS
KOMaH/I, KOTOpble COJiepXXaTCsl B KOMAaHJIHOM MeHIo (CM. paszen 3.2).

YTOoOBI OTKPBITH JaHHOE OKHO, BHITIOJTHUTE O/THO U3 CJIeAYIOIINX JIeHCTBU:

— Bribepute nyHKT KoMaHHOTO MeHIO CripaBKa > BeICcTpHhIe qeiicTBHS.

— Haxmure coueranue kiaBumn Ctrl+/ (Windows, Linux) nmu #Cmd+/ (macOS).

Cozpate “tr] =
Cozpate no wabaoHy...

OTkpeITh...

OTkpeiTe B obnake...

BwidTh w3 obnaka...

Ckavatb..

darpyInTe dain..

CoxpaHuTh

CoxpaHnTb KakK...

HacTpolikv aBToBOCCTAHOENEHWA

Pucynok 36 — OkHO OBICTPBIX JeHCTBUN

st BBIOOpa KOMaH/IbI M3 CIIMCKA BOCIOJIb3YUTECh OJJHUM U3 CJIeYIOIIUX CII0COOOB:
— IlpokpyTuTe CIHCOK A0 HY>XHOM KOMAaH/Ibl C IIOMOIIbIO KOJIECMKA MBIIIU WU MIPaBON
BEepPTHKAJIbHOW TOJIOCHI TPOKPYTKH. lloaTBepauTe BbIOOP KOMAaH[IbI IETYKOM MBIIITH

WY HakaTtreM KiiaBumn Enter.
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— Haunure BBOAWTH Ha3BaHWE KOMaHJbI B CTPOKYy mowucka. Korma TpeGyemast koMaH[a
0oTOOpasuTCs B pe3yJibTaTax IOMCKA, BbIOEpUTe ee C IOMOIIbIO MBIIIM WX KJIaBHUII
KJIaBHUATYPHI:

— IllesnkHUTE 1O CTPOKE KOMAH/IbI JIEBOM KHOIIKOW MBIIIIH.

- BI)I}IEJ'II/ITE CTPOKY KOMdH/Ibl C IIOMOMIbIO KJIABUIII KJIdaBHATYPbL l u T N HAXMHUTe

kiaBuity Enter.

OxHo 6bICprIX IEerCTBUM aBTOMAaTH4eCKU 3dKPbIBA€TCS ITPU BbIIIOJTHEHWUH KOMAH/IbI. YTo06BI
3dKPbITb OKHO 6e3 BbI60pa KOMadH/bI, IIeJIKHUTEe II0 JIIO6OMy MEeCTY 34a IpefejlaMr JdaHHOI'O OKHa

WJIN HA’)KMUTE KJIaBUIITY Esc.

3.11 SA3pIk npuIOKeHUs

Aspik npunoxenus «MoiOduc Tabmvna» 10 yMOIYaHUIO OIpefiesisieTCsl  SI3bIKOM

OHepaHHOHHOﬁ CHCTEeMBI. HpI/I HEO6XO)II/IMOCTI/I ero MOXXHO U3MEHUTb BPYYHYIO.

[Ipu cmene s3pika mpwioxeHus «MonO¢uc Tabmuna» COOTBETCTBYIOUIMM — SI3BIK
aBTOMAaTU4YecKd  BblbuWpaercs g npwioxkeHnd — «MonOduc TekcT» U

«MonOduc ITpesenTanusy.

YTOOBI MI3MEHUTD SI3bIK IIPUJIOXKEHUS, BBIIIOJIHUATE CJIefyIollre 1elCTBUS:
1. Bpibepure nyHKT KOMaHAHOro MeHi0 MHcTpyMeHTBI > WM3MeHHTH A3BIK

(cm. PucyHnok 37).

WMHctpymentsr - Bug  OBwwi ge

MNpaecnucanue r

HacTpaweaemblil cnoBaps
W3meHUTE A3bIK...

Makpokomangel r

Pucynok 37 — KomangHoe mento UHCTpyMeHTBI

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 42



MonOdonc

2. B okHe, mpeJcTaBieHHOM Ha pHCyHKe 38, BbiOepruTe W3 BBINAAAIOINIETO CIIMCKA

TpebyeMblli S3bIK IPUIOXKeHNs ¥ HaxkmuTe KHONIKY OK.

CreHa A3blka *

BribepuTte Azpik:

A3k ccrembl (Pycckiid) v

OK OTmeHa

Pucynok 38 — OkHo BbIOOpa s13bIKa

3. B okne, npenictaBieHHOM Ha pucyHke 39, HaxxmuTte kHoliky OK.

CmeHa A3bIKa >

o MaMeHeHue BCTYNUT B Uy
nocne nepesanycka npUIOXeHWs

Pucynok 39 — YBenomienre o Heo6X0IMMOCTH Ilepe3anycka pUI0XKeHUsI

4. Tlepesamyctute npuioxkenus: « MorOduc Tabmurma», « MoitOduc Tekcr» u «MoitOduc
[TpesenTanusi». [l 3TOro 3akpoiTe BCe JOKyMeHTbI, OTKPBIThble Ha JJaHHBI MOMEHT B

ITUX IIPUJIOKEHUIX, U OTKpOfITe HUX CHOBA.
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4 PABOTA B TABJINYHOM PEJJAKTOPE
4.1 TeiictBus C ¢paitnamu

4.1.1 Co3gatsb daiin

4.1.1.1 C momomsio IlpoBogunka Windows

Yto6n1 O6bICcTpO co3naTh darin B [IpoBogurke Windows, BEITTOTHUTE CIIeyIOITHe JeHCTBHUS:

1. OTkpo#Te KOHTEKCTHOe MeHIO HIeTYKOM MPaBOW KHOIKU MBI 10 ITyCTOW 06/IacTh U
BhInosiHuTe koMaHay Cosmars > [ Tabmumna MoiOduc.

2. VYkaxure HaszBaHue daina. [lo ymomyanuio daitry mpucBavBaercss umsi Tabsiuma
MoiiOduc.

3. Yrobbl COXpaHWUTb Ha3BaHUWe, IIEJIKHUTE 3a ero IpefiejlaMU WM HaXMUTe KJIABUIIY

Enter.

4.1.1.2 IIpu BXoje B IPIJIOKeHHE

[Tpu Bxone B mpuiioxkenre «MoitOduc Tabnuiia» HOBBIHM ¢ailyl co31aeTcs aBTOMAaTUYeCKH.

4.1.1.3 Bo Bpems pab0ThI B IPHJIOKEHHH

Yrob6bl co3paTh HOBBIM (ailll BO BpeMs pabOThl B INPWIOXKEHWH, BBIIIOJIHUTE OJHO W3
CIIeIVIOIUX JeUCTBUIA:
— Bribepute nmyHkT koMaHHOTO MeHIO Paiin > Co3gars (cM. PucyHok 40).

— Haxmure coueranue knaBuiil Ctrl+N (Windows, Linux) unu $Cmd+N (macOS).

©aikn  [paeka Bcraeka Qopmar  TaBawua  Ja
[%  Cosaate Ctrl=M

CozaaTe no wabnoHy...

[ OTkpoiTb... Ctrl+0

Pucynok 40 — Ilyukt komanaHoro mexio Co3gaTb
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4.1.2 Co3gathb mabsoH ¢aiina

B npunoxennn «MoiOduc Tabnuna» MoxHO co3faBaTh 11absinoHs! B popmare XOTS. Itu
111a0J10HB! YIOOHO MCIOJIb30BaTh IIPU MOATOTOBKE JOKYMEHTOB C OJJMHAKOBBIM COZEPXKUMBIM UJIU C
OJJMHAKOBBIMU HAaCTPOWKaMu pOpMaTHPOBaHUSL.

YroOsl co3zath mabsoH daiiia, BHIIOIHUATE CIlelyIoIye 1eHCTBUSL:

1. OrtkporiTe daii, MAa6IOH KOTOPOro He0OX0IUMO Co3AaTh (CM. pasaen 4.1.4).

2. Broibepure myHKT KoMaHAHOTO MeHio ®aiin > CoxpaHuTh madaoH (cM. PrucyHok 41).

3. B okHe daitsioBoro MeHeykepa BblOepUTe NANKy IJIsI COXpPaHeHWs IIabiioHa, YKaKWTe

Ha3BaHHeE c]>a17ma " HA’)KMUTE KHOIIKY COXpElHI/ITI).

®ann TMMpaeka Bcraska ®opwmar Tabnavua faHHbie

[y Cozpams Ctrl+N

Co3gats no wabnony...

[ OtkpbiTs... Ctrl+O
OTKpbITh B 0BNakKe... Ctrl+Shift+O
HepaBHWe J0KyMEHTEI ’
Pabota B 0bnake 4

=) CoxpanuTs Ctrl +S
CoxpaHuThb Kak... F12
ABTOBOCCTaHOBNEHUE ’

CoxpaHuTb WabnoH...

3agatb Nnapone...

IneKTpoHHasA NOANUCH 4

(=) Mapamerpbl CTPaHWLBI U MeyaTts Ctrl+P

3akpbITb

Pucynok 41 — Komannxoe mexto dPaiin
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4.1.3 Co3garts ¢aiin u3 madsioHa

B npunoxxenuu «MourOduc Tabnuua» nogaepxusaercs pabora c mabiaoHamu B popmarax:
— XOTS, OTS u XLTX: npu pa6ore B OC Windows u Linux;
— XOTS: mpu pa6bote B macOS.

[1Ta6s10HBI MOXXHO MCITOJIb30BaTh CEAYIOIIUMH CIIOCODOaMMU:

— B OC Windows u Linux MOXXHO HaCTpPOUTh aBTOMaTHYECKHN BHIOOP OAHOTO IabiIoHa
IUTsl BCeX JIOKYMEHTOB, Cco3[jaBaeMbIX B npuwioxeHuu « MonOduc Tabmunay. s atoro
111a6710H He0OXOUMO Pa3MecTUTh B Manke ycTaHOBKU «MoiOduc CTaHIapTHBINY WU
«MoitOduc ObpazoBaHue).

— Bo Bcex nogaepxuBaembix OC MOXHO BbIOMPATH 11aOIOHBI TPU CO3[IaHUU JOKYMEHTOB
BpyuHylo. B 3TOM cCilyyae MOXXHO WMCHOJIb30BaTh HEOIPAHUYEHHOE KOJIMYeCTBO

111a6JI0HOB, PacIOoJIOXKeHHBIX B JIFOOBIX MallkaxX Ha TeKyleM KOMIIbIoTepe.

Hacrpoiika aBToMatnueckoro Beibopa mabimoHa B OC Windows u Linux He uckitodaer

BO3MOXHOCTb BbI60pa rabjoHa BPYYHYIO.

[[Tabmonst B dopmare OTS u XLTX MOryr HCHOIB30BAaTbCS TOJIBKO Kak I1abJIOHBI,

Bblﬁl/lpaeMI)Ie dBTOMATHU4YeCKH.

4.1.3.1 ABTOMaTHYeCKHUil BHIOOP H1a0I0HA

,HJ'[S[ HaCTpOﬁKH dBTOMdTHYEeCKOI'0O Bb160pa nrabjoHa O6paTI/ITECb 3d IIOMOIIIBIO K

CUCTEMHOMY dIMUHHUCTPATOPY.

Ecmm A IIPpUJIOXKeHHda HaCTPOeH ABTOMATUYEeCKUU BbI60p I_Ha6J'IOHa, TO BCe HOBLIe
AOKYMEHTbI CO3JdI0TCd Hd OCHOBe 3TOr'0 mrabnona. Ecioy aBTOMaTHYecKHUi BbI60p rabjoHa He

HaCTpOeH, TO BCe JOKYMEHThI CO31dI0OTCA Ha OCHOBE BCTPOEHHOI'0 mabJioHa.

4.1.3.2 Bp10op ma6yi0Ha Bpy4HYIO

Ytobbl co3naTh ¢aiiin Ha ocHoBe ImabioHa B ¢dopmate XOTS, Bocmonb3yHTech OJHUM U3
CJIeJTYIONIHX CIIOCOOOB:
— B daitiioBoM MeHemkepe JBaXIIbI IIEJKHUTE MO MTA0JIOHY JIEBOM KHOMKOW MBIIUA. B

HekoTopblx OC Linux TpebyeTcs 0AWH 1IeTY0K JIeBOW KHOIIKY MBIIIIHU.
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Otkpoiite mpwioxenue «MoiOduc Tabnura» ¥ BeIOEpUTe TYHKT KOMAaHIHOTO MEHIO
daiin > Cosmarh mo mabsaoHy (cM. Pucynok 41). B oTkpbiBiiemMcst okHe ¢aitioBoro
MeHeJ)kepa BblbepuTe IabJIOH, Ha OCHOBe KOTOpOro Tpebyercsi co3fath ¢ail, U
HaXMHUTe KHOTIKY OTKPBITH.

Otkpoiite «MoiOduc Tabmuia» U meperanyTe MaAOJIOH WIA ero SIpJiblKk M3 OKHA

¢daiisioBoro MeHeKepa ONeparoOHHON CUCTeMbl B OTKPBITOe OKHO TIPUJIOXKEHUSI.

OTKpOETCH HAOKYMEHT, CO3[IaHHBIM Ha OCHOBE BbIﬁpaHHOFO mabJjioHa.

4.1.4 OTkpoITH Qaiia

YToOBI OTKPBITH dai, BOCIOIL3YHTECh OJJHUM U3 CJIeIYIOIIHUX CIIOCOOOB:

Ecmu «MoiiOduc Tabnuma» BbiOpaHa B KauecTBe IMPWIOXKEHHS 110 YMOJIYAHUIO IS
OTKPBbITUSI $AlIOB COOTBETCTBYIOIIETro popmara, IBAXKIbI LIeJKHUTE Mo Gally JeBoi
KHONKOW MbIM. B Hekotopeix OC Linux s otkpeitus ¢aiiyia TpeOyeTcsi OOuH
11eTY0K JIeBOM KHOIIKY MBIIIIH.

[enkauTe 1o daitimy mpaBoit kHorkou Mbld. [Ipu pabore B OC Windows BbirioHUTE
KOMaHAy KOHTEeKCTHOro MeHI0 OTKPBITh C HOMONIIBI0 U B OTKPBIBIIEMCS CITHCKe
NpuJiokeHu BbiOepuTe mipuiiokeHrue «MourOduc Tabmurmay. [Ipu pabore B macOS
BBITIOJTHUTE KOMAHJIy KOHTEeKCTHOro MeHI0 OTKpHITh B IPHIOKEHHH U B
OTKPBIBIIEMCsl CIIMCKe TNpUIoXeHUH BblOeputTe mnpwioxkeHne «MonOduc Tabmunay.
ITpu pabore B OC Linux BBHINOJIHUTE KOMAaHJy KOHTEKCTHOro MeHIO OTKpBITH B
«MoitO¢duc Tabmuna» / OTKpsITH ¢ noMoib «MoitOduc Tadmuna».

OTkpoiite npusnoxxenre « MortOduc Tabnuia» v BEIIOIHUTE ClleyIolue TeUCTBUS:

1. Beibepure myHkT kKomaHmHoro meHro Pair > OTKpbITH (cM. Pucynok 41) wim

HakmuTe coderanyre KiaaBuil Ctrl+O (Windows, Linux) wim $Cmd+0O (macOS).

2. B okue d¢aiinoBoro MeHemxkepa BblOepuTe TpebyeMblii ¢aiil ¥ HaXXMUTE KHOIIKY

OTKpBITH.

OTkpoiite npunoxxenne «MorOduc Tabnuiia» v neperamure JOKYMEHT WU €T0 SPJIbIK
M3 OkHa GaWIoBOrO MeHe/Kepa OIlepallMOHHOM CHUCTeMbl B OTKPBITOE OKHO
npwioxeHus. [leperackuBaHueM B OKHO MPWIOXKEHHS MOXHO OTKPBITh 110 32 ¢aisioB

OJTHOBPEMEHHO.
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IIOKYMEHT OTKPbBIBAETCA Ha JIMCTe, HAd KOTOPOM OBUIO BBIIIOJIHEHO ImocjiegHee I1iepen
3dKpbITHEM COXpPdHEHHe JJdHHBIX. Ecmu sToT nuct ObLI IIepeMMeHOBdH W/IM Y[dJIeH B JpyromM

IIpHUJIOKEeHHWH, TO IOKYMEHT OTKPbIBAETCs Hd [1epBOM JIMCTeE.

4.1.4.1 ®aiin B popmare XLS

Pa6ota c ¢armamu B dpopmare XLS He mogaepxkuBaetcss Ha macOS.

[Ipu oTkpbiTHH daiia B dopmare XLS mporcXoauT ero aBToMaTHYeCKass KOHBepTaIlvs B

¢dopmat XLSX (cm. PucyHok 42).

®daiin  MNpaska Bcraska ®opmar Tabmua [aHHble  WHCTpymeHTsl  Bug — O6wwid goctyn  HapacTtpoiki — Cnpaeka

LiBYy X A B 3 B B ®
[obasutb & v a0 ss0 000 200 000 000

W36 paHHoe Daiin Mpaeka LWipudr BbipaBHuB... YucnoBoii... fAuelikn faHHbie Bcraeka

(O [OokymeHT 6bin aBTOMaTUUECKN Npeobpa3osaH B Gonee HOBbIA dopmar OK

Al v 2oy fx

A B © D E F G H J K

Pucynok 42 — JlokymeHT ripeo6pa3oBaH

Yrobb! coxpanuTh daitit B popmate XL.SX, BHIMOTHUTE JEHUCTBHS, OITMCAaHHBIe B pa3nerne 4.1.10.

4.1.4.2 daiin B popmare XLSB

Pabora c daitnamu B popmarte XL.SB He noanepxkuBaercs Ha macOS.

[Ipu otkpeiTvn ¢aiina B ¢popmate XLSB oTkpbiBaeTcsi komwusi 3TOoro ¢aniaa B JIpyrom

¢dopmare (cMm. PucyHok 43).

®Qaiin  lpaBka Bcraka @opmar Tabavua [aHHble WHCTpymeHTbl  Bug  O6wwmid goctyn  HagcTpovku  Cnpaeka

L By X A = oLv oo v i
[lo6asuTh S v ©n v = P % 9 00 00 .

M3bpaHHoe daiin Mpaeka Wpndr BuipaBHMBaHWe Yucnosoii hopmar Auelikn [AaHHble Bcraeka ~

Konus gokymeHTa 6bina OTkpbiTa M npecbpazoBana B Apyroi dopmar. Y1obbl coxpaHuTs KHUry B ucxogHom dopmarte XLSB, 3aiiante B MeHto 1
soibepuTe koMaH gy «COXPaHUTL Kak...».

Al v 2oy fx

A B € D E F G H J K L

3aKpbITh

Q

Pucynok 43 — Konus daiina
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YToOBbI COXpaHUTH KOMMIO ¢daijla WM 3aMeHUTb Koluved opurhHaimbHbi XLSB-daiin,

BBHITIOJTHUTE JIeHCTBUS, ONMcaHHbIe B pa3aene 4.1.10.

4.1.4.3 Paiin B popmare XML

[Ipu otkpbiTMH daiiia B dopmare XML co3maercss MOKyMEHT C «yMHOW» TabiuIield Ha
IIepBOM JIMCTe, COJlepKallylo AaHHble U3 daiia. Tabmuie npucBauBaeTcss uMmsi B ¢opMmare
Tao6smmaN, nanpumep — «Tabnuial» U npumensiercsi cTuiIb opoOpMIIeHHs IO yMojdaHuto. s

CO37JaHHOM TabJIUITHI IOCTYITHBI BCE BO3MOXXHOCTH «YMHBIX» TabmuIl (cM. pasfen 4.8).

Hns gparinoB popmara XML nedcTBYIOT Ciefyomyie OrpaHUYeHuUs
— O6pabatsiBatorcs Tosbko ¢arnel XML 1.0.

— Acconuanus ¢ainos XML He npepycmoTtpeHa.

— He obpabatbiBatoTcs cxeMbl, Ha KOTOpbIe ccbiaeTcst X ML-darii.
— MakcumanbHOe 9MCcIio CToI0moB B date - 16384.

— MakcumanbHOe 9UCIIo CTPOK B (aiisie - 1048576.

4.1.4.4 daiin nocTyneH TOJBKO IS IPOCMOTPa

Ecmm nns daiina cpencrsamu OC ycTaHOBIIEHO CBOMCTBO «T0JIBKO UTeHHey, TO:
— JlaHHBIN daisl OTKPbIBAeTCs B peXXuMe IIPOCMOTPa;
— Ha MaHeJd UHCTPYMEHTOB OoTobOpakaeTcsi yBefomiieHUe: «J[OKyMeHT JTOCTYIieH TOJIbKO

IUIsE IpOCMOTpa» (cM. PucyHok 44).

@aiinel B popmatax XLSM, XLS, XLSB u ¢aiinel, paboTa ¢ KOTOPBIMU OCYIIIeCTBIISIETCS

1o nnpotokoity WebDAYV, 0TKpBIBalOTCS B peskiMe peJlJakKTHPOBaHMUSL.

B pexxume mpocMoTpa He JIOIyCKaeTCs BHOCUTb M3MeHeHHs B JOKYMEHT U U3MeHSTb ero
¢dopmatupoBanre. [Ipy HEOOXOOUMOCTM MOXHO CO3[aThb peJaKTUPyeMyl0 KOIIHIO JIJaHHOTO
JoKkyMeHTa. Jljis 3TOr0 Ha NaHeNM WHCTPYMEHTOB HaXMHTe KHOIKY PemakTHpoBaTh KONHUIO

(cM. PucyHok 44).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 49



MonOdonc

®aiin  MNpaeka Bctaka ®opwmat  Tabamua  fJaduble  WHcTpymentol  Bug  O6wmii goctyn  Hagctpoiiku — Cnpaeka

(= [ OKyMEHT AOCTYNeH TOALKO AN NPOCMOTPa | PepakTVpoBaTh KOMWIO |
A1 v | >
A B C D E F G H J

|
i fx
2
3 J
4

PucyHok 44 — Knonka PemakTHpoBaTh KOO

Kommsa JOKyYMeHTad OTKpOETCA B HOBOM OKHe IIpHUJIOXKEeHHUS . YTo06BI COXPaHUTHb KOIIHIO,

BBHITIOJTHUTE JIeHCTBUS, OMMCaHHbIe B paszene 4.1.10.

4.1.4.5 dPaiiy NCO/IB3yeTCsI IPYTUM NPUWIOKeHHeM

Ecmm q)anI OTKPBIT HAd peJaKTUPOBdHHE B IPYI'OM IIPHUJIOXKEeHWH, TO:

JIaHHBIN dasl OTKPBIBAETCS B peXKMMe MTPOCMOTPa;

Ha IMaHeJIM THCTPYMEeHTOB OTO6pa)KaF_’TC$I yBegomMJieHre O TOM, YTO NOKYMEeHT OTKPBLIT B

IPyTroM npwioxeHnu (cM. PucyHok 45).

®ain  Mpaeka Bcraeka Qopmar Tabmua JavHble  WHCTpymenTsl  Bug  OBwwid goctyn  Haactpowiku — Cnipaeka

E) v ,D,OKYMQHT HeAOoCTyneH Aas MSMQHQHWZ, TaK Kak UCnonb3yerca 4pyrim nNpuaoXkeHuem nan nons3osatesnem ”pOBEpVITh AOCTYNHOCTb PEAEIKTVIPOBEITI:- Konuo
Al v |2
A B C D E F G H J K L M

A
i fx
2
3 &
4

Pucynok 45 — ®aiin ucnonb3yeTcs ApyrUuM MpUIOKeHHeM

@aiinel B popmarax XLSM, XLS, XLSB, u ¢aiin, oTKpBITHIN B IpyroM NPUIOXKEeHUH Py

yCJIOBMHM, 4YTO 3THUM IpWIOXKeHWeM He co3faH lock-¢aiiin, OTKpBIBAIOTCS B pexume
pelakTUpOBaHUSI.

B pexume mpocMoTpa He JIOITyCKaeTCsl BHOCUTh M3MeHeHHUs B JIOKyMeHT U U3MEHSTb ero
¢popmaTtupoBaHue.
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YTo6B!I pejakTHpPOBaTh JOKYMEHT, BBIIIOJIHATE OJJHO U3 CIIeAYIOLIUX JeHCTBUIM:

— 3aBepummMTe paboTy C JOKYMEHTOM B JIpyIOM IIPUJIOKEHUHU. 3aTeM B IPUIIOXKEHUU
«MonOduc Tabmuna» Ha MaHenM HUHCTPYMEHTOB HaxmuTe KHONKy IIpoBeputh
HOCTYNHOCThb. Ecnu pabora ¢ OOKyMeHTOM B IpPyroM IPUIOXKeHWH He 3aBepllieHa,
oroOpasuTCs BCIUIbIBaWOIlee CooOIleHHe «J/JOKyMeHT Bce ellle HCIIOJIb3YeTCs»

(cMm. Pucynok 46). Ecimu paborta 3aBepiieHa, OKYMEHT IIepeiieT B PeXUM

pPeaakKTUpOBaHUA.
®Qain  Mpaska Bcraeka Qopmar Tabmmua Jannbie  WHctpymenter  Bug  O6uwmid goctyn  Hapctpowkn  Cnpaska
[5] v ,D'GKyMeHT HeAOoCTyrneH ana MEMEHEHWZ, TaK Kak UCnonb3yerca ApyriM npuaoxeHUeM Wi nonb3osatenem HPOBGPVITI: AOCTYNHOCTL PeAEKTVIPOBETb Konuo
Al
A B € D E F G H J K L M
P
1] fx
:
: &
4

Pucynok 46 — BcruibiBatoriiee coo6imeHuve

— Co3pgaliTe pelakTUPyeMylO KOIIMIO JTIOKyMeHTa. [[ns1 aToro B mpuioxxeHun «MonOduc
Tabnuia» Ha maHeId UHCTPYMEHTOB HakMuTe KHOTIKY PemakTupoBaTh komuro. Komust
JIOKyMeHTa OTKPOEeTCs B HOBOM OKHe TMpWioXKeHHUs. UTOObI COXPaHUTH KOIHIO,

BBHITIOJTHUTE JIeHCTBUS, OMMCaHHbIe B pa3nerne 4.1.10.

4.1.4.6 Paiiy1 OTKPHIT APYTHM II0JIb30BaTe1eM

IIpu nonsITKe OTKPBITH JIOKAIbHBIA JOKYMEHT, OTKPBITBIMA APYIUM I10JIb30BaTesleM Ha 3TOM
’Ke KOMIIbIOTepe, Ha 3KpaHe OToOpakaeTcs IuajoroBoe okHO (cM. PucyHok 47), B koTOpoMm

COEPXUTCA:

— Hudopmarivs o momnb3oBaresie, KOTOPBIM B HacTosiiiee BpeMsi paboTaeT C 3TUM

JIOKYMEHTOM.
— Kuonka OTKpPBITH KOIMHUIO JIs1 CO3/IaHUS PeJTaKTUPYEeMOM KO JIOKYMeHTa.

— Kuorka 3akpsITh /17151 3aBepliieHrs: pabOThI C JOKYMEHTOM.

daiinel B popmarax XLSM, XLS, XLSB oTKpbIBalOTCS B peXkuMe peaKTHPOBaHUSI.
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OtkpbiTs daiin X

0 Utobbl He NOTepATb M3MEHeHs
ApYroro no/ib3oBarens,

pekoMeHayeTcs OTKPbITh KOMWIO
daiina.

NHdpopmauma o nonb3oeartene:

Enena CmmpHoBa, Hayano
paboTbli: DESKTOP-LSMEQKK,
14.05.2024 20:38:30

OTKPHITE KOMKWHD 3aKpbITh

Pucynok 47 — [luanmoroBoe OKHO

4.1.5 KonBepTupoBaTts daiin

C mnomomunpio npuwioxenus «MoiOduc Tabmuia» MOXHO NpeACTaBUTh U COXPaHUTH B
TabJIMYHOM BUJle JaHHbIe U3 TeKCTOBbIX daiyioB B dopmarax CSV, SCSV, TSV, TAB, TXT.

J1J11 3TOTO BBINIOJIHUTE CIIEAYIOLIYe IeCTBUS:

1. Otkporite daiin (cM. pasnen 4.1.4).

2. B oxne KonBepramus (cM. PucyHok 48) ykaxure ciieiyromiye apamMeTphl:

— Habop ciiMB0JIOB — KOIMPOBKA TEKCTa.

— Pasgenurenu — cMBOJIBI, pa3fieNsonye 3HaueHus. Kaxmoe 3HadeHre MOMeInaeTcs B
oTHeNbHYIO sSTueliky. Hampumep, ecyiv B kauecTBe pazenuTerist BHIOpAaH CUMBOJ «3», TO
3HavyeHHs1 U3 CTpoku Tuma 13;1;1 momemarorcs B Tpu siueviku. Paznmenurenb MOXKHO
BbIOpATh M3 CIIMCKA GUKCUPOBAHHBIX 3HAUEHUM WK yKa3aTh BPy4YHYIO B 1ojie JIpyroi.

HpI/I HEO6XO):[I/IMOCTI/I MO>KHO BbI6paTb HeCKOJIbKO paBHeHHTEHEﬁ.

B nosne Jipyro#t MOXHO yKa3aTh TOJIbKO OJJTUH CHMBOJL.

— OrpaHuuuresab CTPOK — CHMBOJI, B KOTOPBIM 3aK/IIOYAIOTCSl OTHeJIbHble 3HaueHUsl.
Ecmu 3HaueHne oOpamiieHO OrpaHMYMTESIMHA, TO OHO IIOMEIIAeTcss B OTIeIbHYIO
STYeKy Jlake B TOM CJIydae, eciii COJepXKUT pasfesiuTerib. Hanpumep, ecimu B kauecTBe
pa3zenuTessl yKazaHa 3arsrasi, a B KaueCTBe OIPAaHUYWTElIsl — JBOMHBbIE KaBBIUKH, TO

npobHoe uncio "'3,14" nomeliiaeTcs B OTAEIbHYIO STYEHKY.
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— BbIpOBHATH 1O IHPHHE COXEPKHMOr0 — eciv (JIaKOK YCTaHOBIIEH, TO IMPHHA
KQXJ/IOr0 CTOJOIa aBTOMATHYeCKH TOJIOMPAETCs M0 COAEPXKUMOMY SIYeHKH, KOTOpast

COIepXur HaubOoJIbIIIee KOJIMYeCTBO JaHHBIX.

KoHsepTauma - [MornOdunc.csv] X

Habop cumBonos:

OHpe,EI‘EfII/ITb aBTOMaTM4YeCcKn v

Pazpenutenu:

3HaK Tabynauum
3anATan

TOYKa C 3ansToii
npoben

BEPTUKaNbHaA YyepTa
Apyroi

OrpaHu4ymnTens CTpok:

BbIpoBHATL MO WWpKHe
COAEPKNMOro

Pucynok 48 — OxHO HacTpoek KOHBepTaluu
3. Haxmure kHonky OK.

TekcToBble J[laHHBIE, KOTOpBIe cofiepkaTcsi B aille, 0TOOpasaTcs B JOKyMeHTe B
TaOJIUYHOM BUTeE.

[Ipu mnepexome K OTOOpaKeHWIO HAHHBIX IIPeAOCTaBJIsieTCsl IOBTOPHAsE BO3MOXKHOCTH
HACTPOUTh aBTOINOI00P MUPUHBI cTONONOB. Ecii B okHe KonBepramus (cM. PucyHok 48) He 6bu1
YCTAQHOBJIEH COOTBETCTBYIOIIMHM (pJIakOK, TO Ha 3KpaHe IOSBIISIeTCs BCIUIbIBaolee cOobIeHue C

TeKCTOM: « BBIpOBHSTH 110 MIMpUHe coiepkuMoro?» (cM. PucyHok 49).
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v 12 v AT A+ = v i v OBwWwwuit v @
4 ALy QvHYy v P % 9 © 9%
BbipaBHMBaHue Yucnosoi popmar Aueiikn
E F G H J K L M N

Bl POBHATE NO WHWPKWHE COAGD?‘-KMMOI’O?

Pucynok 49 — BenmbiBaroriiee coobiienre

HJ’[FI aBTOHO)I60pa MY PUHBI CTOJ'I6LIOB HA’XMHUTe KHOIIKY BI:IPOBHSITI), JI COXpaHEHHUsT

IIUPYHBI CTOJIOIOB 110 YMOJIYaHUIO — KHOIIKY OTMeHa.

4.1.6 OTKpPBITH HelaBHUE JOKYMEHTBI

B mpuwioxennn «MorOduc Tabmura» coxpaHseTcsi CIMCOK JTOKyMEHTOB, C KOTOPBIMHU
I10JIb30BaTesIb paboTall B IociiefiHee BpeMsl. JTOT CIIMCOK COJIEPXKUT Kak JIOKalbHble (ailiibl, Tak U
¢daiyibl, KOTOpble OTKPBIBAIMCh K3 00javyHoro xpaHwidima (cMm. pasgen 4.15). Ilociemgnue

OTMeYeHHI B CITMCKe 00JIaKOM.

qDYHKHI/II/I pa6OTbI B 00Jlake M COBMECTHOI'O PedaKTUPOBAHUA OOCTYIIHBI IIPYU HAJIMYHUKA

cepBepHoit yactu «MoiiOduc [Tpodeccronanbubiity / «MonOduc JokymeHnTb OHTaH.

YToOBI OTKPBHITH dasI U3 CIIKMCKA, BBIOIHUTE Cllefytoliue AercTBus (cM. Pucynok 50):
1. Bsibepute nyHKT koMaHAHOTO MeHI0 Paiin > HegaBHue 7OKyMeHTHI.

2. B oTtobpa3suBiieMcs ojiMeHI0 BbibepuTe TpeOyeMblil daiil.

Qain  [Mpaeka Beraeka Qopmar  Tabawua  fJannwie  Vectpymednts Bug  OBwmii oo

[ Cozpare Carl=N X0 Thames v
Co3gate no wabaoHy...
X K 4 AB &= -
[ Omkpwre.. Ctrl+0
WpwdT
OTkpoiTh B obBAake... Ctrl+5hift+0
Heaastne aokymenTe: b Cnucok sebuHapoe.xlsy

[ X
PaBoTa B obnake b [} 3akas yueBHukosxods

CoxpaHuTe Ctrl+5 Ouucruts

Pucynok 50 — KomannHoe menio Paiin
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Ecnu crivcok HeflaBHUX GalyIoB MOTEPST aKTyalbHOCTh, yainuTe ero. s aToro Beibepure

ITYHKT KOMdHJIHOI'O MEHIO Paiin > Henamme JTOKyYMEHTHI > OYHCTHTS.

4.1.7 OTKpBITH $aiii B APyroM NpUI0KEeHUH

Penaxktupyemsiit ¢aitii MOXXHO OTKpPBITH B APYrOM TaOJIMYHOM pefakTope HAaIpsIMylo W3

npunoxenus « MorOduc Tabnuitay, ecu paborta ocymectsiisercss B OC Windows v Linux.
YT06bI OTKPHITH GaMI B IPYTOM IPUIOKEHUH, BLITIOJIHUATE CIIeIYIONIHe eHCTBUS:

1. Bribepure myHKT KOMaHIHOTO MeHIO Paiis > OTKPHITH B.... (cM. PucyHok 51).

2. B OTKPbIBIIEMCS CITMCKe BbI6epI/IT€ HeO6XO,I[I/IMO€ IIpUJIOXKEeHHne.

@aiin  [lpaeka Beraka @opmar  Tabawuya  Jadnsie Wootpymentsr Bug

[ Cospate Ctrl+N YO Thames
Co3znaTe no wabnoHy..
K K Y A
[ Omepwts... Ctrl+0
W pwndT
Orkprite B obnake... Ctrl=5hift+0
OTkprITE E... r LibreOffice Calc
HenaeHue gokymeHTl k Excel
PaboTa & obnake »
5 CoxpaHute Ctrl+S
CoxpaHWTe Kak., F12

Pucynok 51 — KomangHoe mento Paiin

Ecmm IIYHKT KOMAHJHOI'O MEHIO OTKPLITI) B... He 0T06pa>1<aeTc;1, O6paTI/ITECb K

CUCTEMHOMY dIMUHHUCTPATOPY HJId HaCTpOfIKH.

@aiin 3akpoercss B npwioxkeHun «MonOduc Tabnuma» M OTKpoeTcss B yKa3aHHOM
npwiokeHrnd. Eciv Ha MOMeHT 3akpbITUsi daiia B HeM OCTaJIMCh HeCOXpaHeHHble M3MeHEeHHH,

npunoxenre «MoiOdwuc Tabnuia» npeayiaraeT COXpaHUTh UX.
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4.1.8 OTnpaButs Qaiin mo moure

Komanyma OTnmpaBUTS IO IIOYTE HeJOCTYITHA ITpH paboTe B macOS.

[Ipu paboTe B NpUIOXKEHWU PeIaKTUPYeMbIHd ¢dall MOXXHO OTIPaBUTh IO 3JIeKTPOHHOMU
noute. Paiy OTHPABISIETCSI C TOMOIIBIO TIOYTOBOTO KiMeHTa, ykazaHHOro B OC B kaudecTBe

IIPOrPaMMBI 110 YMOJTYaHUIO.
Y10o6B1 OTIIPaBUTH (A IO 3JIEKTPOHHOM M0YTe, BHINOIHUTE CIeyIolue T1eUCTBUS:

1. Boibepure nyHKT KOMaHgHOro MeHI0 OOmmui moctyn > OTHpaBHTH IO IOYTe

(cm. PucyHok 52).

OBwwmid goctyn

HactpowuTe goctyn

OTnpaenTe N NoJTE...

Pucynok 52 — Komannnoe menro Oomuii gocryn

2. B okHe co3gaHusg HOBOTI'O COOOIIeHUS:

— BBeJIUTe aJipec MOJTy4aTeis;
— TIpU HeOOXOJIMMOCTH U3MEHUTE TeMy COODIIeHMUS;
—  BBeJIUTe TeKCT COODIIeHHsI.

3. OtnpaBbTe coobIeHue.
4.1.9 PaceuaTaThb IOKyMeHT

4.1.9.1 be3 Bxona B IpujiokeHue

[Ipu pabore B OC Windows MOXHO pacriedararb JTOKyMeHT / TPyIIy JJOKyMeHTOB 0e3 hx
IIpe/IBapUTeJIbHOTO OTKPBITHS B IpwiioxkeHnH «MoitOduc Tabmuiay.

J1J1s1 3TOTO BBINIOJIHUTE CIIeAYIOIe JIeHCTBHUS:

1. Brimenurte TpeOyeMblii JOKyMeHT / TPYIITy JOKyMeHTOB B IpoBoiHUKe Windows.

2. OTKpOﬁTe KOHTeKCTHOe MeHIO IIIeJTY9KOM npaBoﬁ KHOIIKHY MBIIIHN U BbIIIOJIHUTE KOMAHIY

ITeuatn.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 56



MonOdonc

[leyaTh ocCymIecTBiseTCs Ha IOC/IeJJTHEM WCIOIb30BaHHOM mpuiiokeHUsMU «MouOdwuc

Tabmuna» n «MoiOduc Tekcr» mnpuHTepe. Eciu npuHTep paHee He BbIOMpaicsi B 3THUX

IIPWIOXKEHUsX, TO IledaThb OCYIeCTBJISIeTCS Ha IpuHTepe, ycraHoBieHHOM B OC Windows mo

YMOJTYaHHUIO.

B niporiecce medaty BO3MOXXHO OTOOpaskeHUe CIIeAYIOIMNX JUATOTOBBIX OKOH:

IVl TOKyMeHTa OOJIbIIIOr0 pa3Mepa WM TPYMIbI JOKYMEHTOB — OKHO IIOATOTOBKH
JIOKyMEHTOB K I1e4aTH;

IUIsE TOKYMEeHTa, 3allMIIeHHOro napojem (cM. pasaen 4.17.1), — okHO BBOJia TApOJIs;

IVl IOKyMeHTa, B KOTOPOM Yy[ajleH eJUHCTBeHHBIN JIMCT WJIM CKPBITBI BCe JIMCTHI, —
OKHO C yBeJioMmJieHHeM 00 OTCYTCTBUM JIAHHBIX JIJIS TIeYaTH;

OIIOBeIlleHUs O ITOBPeX/IeHHbIX daiiax U (paiyiax C HelloJep>XruBaeMbIMU (pOpMaTaMH.

4.1.9.2 Bo Bpems pab0ThI B IPUJIOKEHHH

4.1.9.2.1 Bei6op obJiacTu meuyaTu

JI71s1 IedyaTtvi MOXKHO BbIOpATh:

dparmMeHT JOKyMeHTA — YKa3bIBaeTCsl BPYUHYIO.

3agaHHyI0 00/1aCTh — YKAa3bIBaeTCs BPYYHYIO WJIM BBIOMpAETCS aBTOMAaTHYeCKH, eciiv
IUIsl IOKyMeHTa B CTOPOHHEM peJIaKTope 3a/laHa 00JIacTh [evaTH.

JIuct mokymeHTa — BBIOMpAeTCs aBTOMATUYeCKH, eCid B JIOKyMeHTe He BbIOpaH

Cl)paFMEHT WJIN He 3d1dHa 00J1acThb JJIA I1e4aTH.

4.1.9.2.1.1 IleuaTts BbIZiesIeHHOTO pparmMeHTa

YToObI paciiedaTaTb Cl)paFMEHT HOKYMeHTd, BbIIIOJIHUTE Clleyroiue JerCTBUS:

1.

BoienuTe sueiiky, quamna3oH siueeK, CTPOKW WIM CTOJOIbI, U3 KOTOPBIX HEO0OXOOUMO
pacrnevararhb JIaHHbIE.

OTKpoUTE KOHTEKCTHOEe MEeHIO IIeTYKOM TIPAaBOM KHOIKU MBIIIKA 110 BbIJeJIeHHBIM
sTYeKaM WIIU TI0 3aTOJIOBKAM / COJIEP>XKMUMOMY BbIZIeIEHHBIX CTPOK / CTOJIOIIOB.

BrinonauTte KOMdHY KOHTEKCTHOI'O MEHIO IleuaTtn BBIJIE€JICHHOI'O (l)paI‘MEHTa.

OTtkpoertcst okHo ITapaMeTpb! cTpaHUIBI M MeYaTh (cM. pazzen 4.1.9.2.2).
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4.1.9.2.1.2 ITeuyaTs 3aaHHOM 00J1aCTH

HpI/I e4aTu JOKYMEHTd daBTOMaTU4YeCKU BI)I6I/Ip38TC$I 3d/ldHHAasa O6JIaCTb, €CJIM OHA YKd3dHd

B nipusioxxeHnu «MoiOduc Tabnuna» vim B CTOpoHHeM NpwiokeHnd. Harpumep, B puiiosxeHnn

Microsoft Excel ¢ momomipio komannbl Pa3dmerka crpanumpl > OO0acTh medyaTd WM B

npunoxenuu LibreOffice Calc ¢ momorsio komanasl @opmar > Jlnana3oHbI meyaTH.

YtoObl ykKa3aThb 00OJyiacThb TMedaTd B mpuiokeHud «MorOduc Tabmuia», BBITIOIHATE

CJIeyIolve IeNCTBUS:

1. Boigenute Ha nmrcTe 06J1aCTh, KOTOPYIO HEOOXOAUMO pacrevyaTaTb.

2. Bribepure myHKT koMaHAHOTO MeHI0O @opmar > O6sacTs meyatu > 3amaTh 00J1aCTh

neyatH (cM. PrucyHok 53).

HJISI Ka’XI0ro JIMCTa JOKyYyMeHTa 00/1aCTh IIeYaTH YKa3bIBA€TCA OTAEJIbHO.

Dopmar  Tabawua  Jannwie  Wectpymente Bug  OBwwi goctyn

Wpndr »

X0 Thames W

BwlpagHWEaHWE r

-

— soo
MoeopoT TekcTa y KK H AB A

. pudgT

Uncnosoi dopmar...
O6nacTe nevat » panuup obaacTi nedvatu
v 1 =P
CoxpaHuTe w3obpaxkeHue.., 3dagate obAacTe Neuat

COYWMCTUTE OBAACTE NEYETK

Pucynok 53 — IIyHKT koMaH/IHOTO MeHIO 3aJaTh 00J1acTh HeYaTH

['paHutIbl BHIOPAHHOM 00JIACTH MMeYaTH BLIEIISIOTCS PAMKOM CHHero 1iBeTa (cM. PucyHok 54).

A B C D E F

1 ata TCog Mecanm Tog-mecs Tosap IMpogaxmu B pyo.

? 01.02.2010 2010 2 20102 Teoeap 1 422 656
3 01.02.2010 2010 2 20102 Toeap 2 81 343
4 01.02.2010 2010 220102 ToBap 3 8 853
5 01.02.2011 2011 220112 Toeap 1 8638 818
& 01.02.2011 2011 220112 ToBap 2 271 237
7 01.02.2011 2011 220112 ToBap 3 46 072

Pucynok 54 — I'panuiibl 0651acTé edaTu

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025

58



MonOdonc

ITpyr HeoOXOAMMOCTH [JAaHHYIO paMKy MOXXHO CKPBITh. [IJIs1 3TOTO BBIIIOJIHUTE Cileflyollire
JeCTBUS:
1. Boibepure nyHKT KOMaHAHOro MeHio @opmart > ObsacTh nmedatu (cM. PrucyHok 55).

2. CHumwure Ppuiakok I'paHHIBI 001aCTH ITEYATH.

Dopmar  TaBavua  Jaddwe  WHotpymentm Bug  OGwwil goctyn

WpndT *
pud XO Thames v |12
BmpaeHueaHne r
: \ T e

MoeopoT TekcTa » KK H AB T

. puhT
Ywncnoeoi dopmart...
DBnacTe nedatk F ¥ [panvub oBaacTi nedatw
CoxpaHunTe w3obpamerne.., 3agate obaacTe NEYaTH

OYKMcTUTE oBnacTe NneyaTu

Pucynok 55 — ®naxok I'panunsl 001acTH eyaTu

YTo06b! 0TOOpPA3UTh PAMKY, YCTAHOBUTE JJAaHHBIN (HJIa’KOK TOBTOPHO.
YtoObl M3MeHUTHh O0OJIacTh MedyaTd (HarpuMmep, ecid o6JacTh IedaTd Obula BbIOpaHa
HEKOPPEeKTHO), BLITIOJIHUTe ClleJlylolye JeHCTBUS:
1. Buibeputre myHKT koMaHgHOTO MeHI0 Popmar > OOsacte meyatu > OUHCTHTH
obiacth nmedatu (cMm. PrucyHok 55).

2. TloBTOpHO BBIOEpHTE 00/IACTD [T€YATH TaK, KaK 3TO OIMCAHO BHIIIIE.

Yro6bl pacrievaraTh 3a/laHHYI0 0671aCTh, OTKpOTe OKHO IIapaMeTpsl CTPaHHUIIBI U NTeYaTh
OJTHUM U3 CJIeAYIOIIUX CIIOCOOO0B:
— Beibepute nyHKT KoMmaHmHOTO MeHI0 Paitn > Ilapamerpsl CTpaHUIBI M NeYaTh
(cm. PucyHok 56).

— Haxwmure coueranue wiaBuiil Ctrl+P (Windows, Linux) uiu 8Cmd+P (macOS).
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®aitn  lNpaeka Bcraeka ®opmar Tabavua  [aHHble

[ Cosgam Ctrl+N

Co3zats No wabnoHy...

[ OTkpbITh... Ctrl+O
OTKpbITE B 06s1aKe. .. Ctrl+Shift+O
HepaBHWe [OKYMEHTDI ’
Pabora B obnake 4

o) CoxpaHutb Ctrl+S
CoxpaHuTb Kak... F12
ABTOBOCCTaHOBNEHWE ’

CoxpaHuTb WabnoH...

3agaTb Naponeb...

JNeKTpPOHHan NoanNvch 4
(= [apamerpbl CTpaHUUBI ¥ Neyats Ctrl+P

3aKpbITh

Pucynok 56 — [TyHkT koMaHHOTO MeHIo IlapaMeTpsl cTpaHuIlbI ¥ IeYaTh

OTtkpoertcst okHO ITapaMeTpbI cTpaHuIBI M eYaTh (CM. paszaen 4.1.9.2.2).

4.1.9.2.1.3 IleyaTs Tekymiero JIMCTa

YTo6s! pacrevyararsh TeKyIIAN JIUCT JOKYMEHTa, BBIIIOJIHUTE ClleAyIolye 1efCTBHUS:
1. Y6emutech, 9TO JJIsl JOKYMEHTA He 3ajjaHa 00JiacThb nedaty (cM. paszgen 4.1.9.2.1.2).
2. Ortkpoiite okHO IlapamMeTpsl cTpaHMIIBI M TeYaTh OJJHUM K3 CJIeYIOLIUX CII0COOO0B:
— DBroibepure myHkT komangHoro MeHio daiin > Ilapamerpsl cTpaHMIIbI M Ne4aThb

(cm. Pucynok 56).

— Ha nanenu nHCcTpyMeHTOB, B pasfieiie @aiin Ha)kMUTe Ha CTPeJIKY CIIpaBa OT KHOIKU
= (BBICTpas meyaThb) ¥ B BBINAJAIOIIEM CIMCKe BhibepuTe koMmaHmy Ilapamerpbl

CTpaHUIBI U TedaTsb (cM. PucyHok 57).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 60



MonOdonc

Daiin  [lpaeka Beraska @opmar  Tabavwua  [flanHwe
+ vk B~ &
dobaenTs |ga (__“j i

M3GpanHoe

E] BwcTpan nevats
e hd
0 & MapameTpsl cTRAHWLE W NEYaTh
1 ZkcnopT e POF
2

Pucynok 57 — Komanga IlapameTrpsl CTpaHHIBI M ITe4aTh

— Haxwmure coueranue kinasui Ctrl+P (Windows, Linux) wim $Cmd+P (macOS).

OTtkpoetcst okHO ITapaMeTpbI cTpaHUIBI U eYaTh (CM. pa3zaen 4.1.9.2.2).

4.1.9.2.2 IleuyaTs c IpeABapuTeIbHBIMH HACTPOMKAMH

Oxnxo IIapameTrpsl cTpaHunbl U ne4athb (cM. PucyHok 58) cogepxur:
— obJsacTb MpeaIpocMoTpa JIOKYMEeHTa,

— obracTb HaCTpOeK Ievary.

Ecnu nuct, BeIOpaHHBIM (parMeHT WM 3ajlaHHasi O0JIAaCTb He COJIepXXUT HaHHbIe s
MevaTyd WK BCe JIaHHBbIe i TedaTH HaXOISTCS B CKPBITBIX CTOJIOIAX W CTPOKAax, OKHO
MapaMeTpPOB CTPAHMIIBI U TIeYaTH He OTKpbiBaeTcs. Ha skpaH BBIBOJUTCS IUAJIOTOBOE OKHO
¢ coobmenueM: «Her mannbix s nmedatu. [loxkanmyiicra, ybeaurech, 4To y Bac eCThb 110

KpaﬁHeﬁ Mepe O/IHa CTpaHUIla C IdHHBIMHU IS I1e4aTh».

4.1.9.2.2.1 IIpenBapuTebHBIH IPOCMOTP AOKyMeHTa

B ob6nactu MpeaIrIpocMOTpa JOKYMeHTa COAepXKaTCd CillieJyrolre KHOIIKHU:

— - U — YMEHBIIUTD / yBEJIMYUTh MacIlITab CTPAHUIIBI B 00JIACTH IPeIIpOCMOTPa;

Bromcars — BnimcaTh CTPaHUITY B 00J1aCTh MPEAIIPOCMOTPA;

v [ — nepeiiTu K ciieqtytolel / mpebiayileld CTpaHuIle JOKYMeHTa.
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Macrmitab, ycTaHOB/IEHHBIM B 00J1aCTA IPeJIIpOCMOTpa, He BIIMsSeT Ha TPaHUIlbl IIeyaTH.
| © | HHcTpymeHThl U3MeHeHUsl MaciITaba rnpeHa3HaueHbl TOIbKO JJIsl JeTalbHOTO IPOCMOTpPa

COJIEP>KMMOT0 JIOKyMeHTa.

Jiis ynobcTBa IpocMoTpa MOXKHO paciiMpuTh okHO IlapameTphl cTpaHHIBI M Ie4aThb 0

HY>KHOT'O pa3Mepa, JIBUrasi ero rpaHUIlbl.

O6nacTb HACTPOEK NeYaTH O6nacTb NnpegnpocmoTpa
B
= Mapametpsl cTpaHniisl M NEYaTE X
MNpuHTep:
. Hene wegen SamaTocTE
Kyocera ECOSYS M6230cidn v T ———— rTm—
Bropsmn Pafemai
Cpema Falsorami
CeoicTBa NPUHTEPA... Hetmigi Paloai
s Pafiveusi
CyBlfiora Hepalerai
MeuyaTs B OTTEHKAX ceporo Backpecere Hepralsoemi
Monesensnmk Hepalaeami
Bropsimg Patoamit
Konuwm: Cprm Hepaltormi
Hemmepr Patwomei
TMaramE Patioani
1 = | | Komnnekrosats 1.2.3.. CyGora PalGossi
hd Backpeceme Hepaluemd
O6nactb nevarw: [wanasox:
L,__IBECE.J'IHC‘I' v | | Bce ctpaH... ¥
Hanpumep: 1-3, 37

He neuatatb nycTble cTpaHWLBl

OeycTopoHHaa nevars:

Brika. v

Macwrab:
Mo pazpeieam cTpaHwL,

© Monbzosatensckmii 100% ::

- Brncate
CoxpaHnTh MNeuats OtmeHa

Pucynoxk 58 — Okno IlapamMeTphI CTpaHHIIBI M IT€YaTh
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4.1.9.2.2.2 ITapaMeTpsI HeyaTu

B o6nacTu HacTpoek revyaTy MOXXHO YKa3aTh IapaMeTphl, llepeyrciieHHble B Tabmuie 4.

Taomuna 4 — Ilapamerpsl meyaTn

ITapamerp

Hasznauyenue

[IpunTep

[IpunTep 1y1st MeYaTy JOKyMeHTa.

CBoticTBa ITpUHTEPA

Kuomnka nocrynna Tonbko B OC Windows. IIpu HaXkaThyl OTKphIBaeTCst OKHO
CBOWCTB NpuHTepa. By 1 cocTaB mapaMeTpoB OKHA 3aBUCUT OT MOJIENN
MIPUHTEPA, BLIOPAHHOTO B IOJIE BHIIIE.

[TapameTpsbl, yKka3aHHbBIe B OKHE CBOMCTB IMPUHTEpa, AaBTOMATUIeCKH
MepeHOoCITCSl B COOTBETCTBRYIOIMe T0Jis okHa IlapaMeTpsI cTpaHuLbI B
nedaThb. [lapamMeTpsl, KOTOpbIe He TOJAepPXKUBAIOTCS IPUHTEPOM,
HeJloCTYIHLI B okHe IlapamMeTphbI cTpaHUIIBI U IEYaTh.

[leyaTh B OTTEHKAX CEPOTO

ITeyaTnb IOBETHOI'O TeKCTa 1 H306pa)KEHHﬁ, KOTOphbIe COdep>KaTCsd B
OOKYMEHTe, B OTTeHKaX Ceporo mnBeTa.

Komuu

KonuyecTBo neyataemMbIx OK3eMIUIIPOB NOKYMEHTd.

KommnexroBars /
He xommiexkToBaTb

[Tone mocTymHO, ecii KOTMYeCTBO MeYaTaeMbIX IK3eMIUISIPOB MpeBbIIiaeT 1.
OmpepensieT MOPSIOK TPYIIITUPOBKY CTPAHUI] BO BpeMsl MevaTH:

— KommiekToBaTth — rpymnmnuposats o konusm (1,2,3 1,2,3 1,2,3);

— He xoMILIeKTOBaTh — rPyNINHUPOBaTh 110 HOMepam ctpanwr (1,1,1 2,2,2
3,3,3).

Ob6nacTb neyaTy JOKyMeHTa

Oo6sacTh neyaTu gfoKymeHnTa (cM. pasgen 4.1.9.2.1):
— 3apanHas 00J1aCTh — TIeYaTh 33/IaHHOM 06J1aCTH JOKYMEHTa.

— Becs JHCT — 11EYATH JIMCTA, KOTOPBIH OTOOpaXkaeTcs Ha SKpaHe B
HACTOSIIIIMM MOMEHT.

— BrInesienHsblil gpparMeHT — nedath GparMeHTa, BLIOPDAHHOTO B
TOKyMeHTe.

[Tosne BBOSIa HOMEPOB /
JTIMATIa30HOB CTPAHUIT IS
rnevyaru

Hcnonb3yercs, eciii HEOOXOAMMO paciiedaTaTh OT/AelbHbIe CTPAHUITBI HITH
ITMaTTa30HbI CTPAHUIT BEIOPAHHOTO JUCTa / 061acTy / pparmMenTta. CTpaHUITBI
VIS TTe9aTH MOTYT ObITh YKa3aHbI KaK:

Howmepa otaenbubix crpanun. Hanpumep: 5, 10, 12.

Huana3oHsl crpaHul] — yepe3 neduc. Hanpumep: 1-8, 10-11.

CrpaHullsl ¢ Havana jaucTa / o6macTy / pparmMeHTa 10 YKa3aHHOU — B
¢dopmate -<Ne>. Hamrpumep, eciiu B 1oJjie BBe[ieHO 3HaUeHue -3, TO
pacrevaTaroTCsl CTpaHHUIIBI 1-3.

— CrTpaHuIsl ¢ ykazaHHOM /10 KOHIIa JIMCTa / obiactu / dparMeHTa — B
dbopmare <Ne>-. HarpuiMep, eciu B 110jie BBeJIEHO 3Ha4YeHue 3-, ¥ JIUCT /
obmnacTb / dparMeHT CoiepXUT 6 CTPAHMUII, TO pacrevyaTaroTCsl CTPAHHUITBI
3-6.
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ITapameTtp Hasznayenue
[orne HeOCTYIHO TP TledaTH BhIOpaHHOTO dparMeHTa
(cm. paspmen 4.1.9.2.1.1). ConepXHuT cileAyIomye MyHKThL:
— Bce cTpaHunBI — I1e4aTh BCeX CTPAHUI] TeKyIlero JUCTa / 3ajaHHON
obracTy nevaru.
HuanazoH — Heuernsle crpanuiel, YeTHbIe CTPAHHUIBI — [TYHKTHI IIpeHA3HAUYeHbI

ISl IByCTOPOHHe! IevaTy IOKyMeHTa BpY4YHYIO Ha PUHTepe, KOTOPBIN
He IOJIIep>KKBaeT 3TOT THII IledaTd B aBTOMAaTH4eCcKoM pexxuMme. J1jist
[levaTy CHayasla Hy>KHO BbIOpaTh HedeTHble CTPaHUIIb], 3aTeM
IepeBepHYThb CTOIIKY JINCTOB 0OpaTHOM CTOPOHOM U BBIOpATh IevyaThb
YeTHBIX CTPaHMUII.

He neyarats ITyCThbIe
CTPaHMIBI

[lycThIMM CUMTAIOTCS CTPAHUIIBI, HA KOTOPBIX HET sST9eeK C TAHHBIMY,
00BEeKTOB (ArarpaMm, U300paXkeHu, GUryp), T9eek ¢ TpaHUIAMHA

(cm. pazmen 4.13.11) wiu 3anuBkoi (cM. pazzen 4.13.10). Ilo ymomyanuio
daxxox ycTaHOBIIEH.

IIpu ycranoBke / cHsTur dnakka He meuaTaTh IycThIe CTpaHMIIBI B
00J1aCTH IIpeIBAPUTENILHOIO IIPOCMOTPA CKPBIBAIOTCS / 0TOOpaXKaroTCs
ITyCThble CTPaHMUIIBI U 00IIlee KOJIMYeCTBO CTPAaHUI YMeHbIIaeTcs /
yBeJINYMBaeTCsl.

Ecnu tpebyeTcs pacniedaTarh OT/IEbHbBIE CTPAHUITBI / TUANA30H CTPAHMUIT
BBIOpAHHOTO JiCTa / 06y1acTvl / pparMeHTa, MpeJIBAPUTEIHHO YOenuTecs, 9To
¢dnaxxox He meyaTaTh IyCThle CTPAHHUIIBI YCTAHOBJIEH, a 3aTEM YKaKHUTe
HEOOXOTUMBbIe CTPAHUIILI / IMATIA30H CTPAHUIL JIs TIeYaT, OPUEHTUPYSCH Ha
HyMepaIiio CTPaHUII B 06/1aCTH TIpeiBapUTEILHOTO IPOCMOTPA.

JIByCTOpOHHSIS 1TeyaTh

JIByCTOpPOHHSIS Ie4aTh:
— BBIKJI. — OJHOCTOPOHHSIS IIeYaTh;

— Ilepemier o JIMHHOMY Kparo — JBYCTOPOHHSISI [1e4aTh, CTPAHUIIBI
[IepeBOPaYMBAIOTCSl OTHOCUTEJIBHO JUIMHHOTO Kpas;

- HepemIeT II0 KOPOTKOMY KpPAI — IBYCTOPOHHSS 11e4aThb, CTPAHUIIbI
IrepeBOpavYMBalOTCA OTHOCHUTEJIbHO KOPOTKOI'O Kpasd.

Maciurrab

CocraB HAaCTPOEK B IAHHOM TPyIIIe 3aBUCHUT OT 3HAYeHUs], BRIOPAHHOTO B
nosie OdacTe eyaTu.

Eciu B mone O6uacts meuatn BeiopaH Texymnuii simct, To Tpyrina
Macmrab coiepXuT Ciielytolye HaCTPOUKHU:

— Ilo pa3priBaM CTpaHMIL — eCJIA Ha JIUCT C TTIOMOIILIO TaOJIMIHOTO
penaktopa Microsoft Excel wmu LibreOffice Calc BcTaBnens! pa3pbiBbl
CTpaHMII, TO JIUCT pa36MBAETCs HA CTPAHUIIBI B COOTBETCTBHHU C TAHHBIMU
pa3pbIBaMHU.

Ecnmm Ha smcre HeT paspbiBOB CTpaHHIl, TO IpU BbIOOpe
3HayeHus Ilo pasppiBaM cTpaHHII BCe COJepXXHUMOe JIMCTa
pacrieyaTaeTcCsl Ha OTHOM CTpaHMIle B OYeHb MeJIKOM MacHiTabe.

— ITonb3oBaTebCKUI — BPyYHYIO U3MEHUTh MacIITab jucTa
OTHOCHTEJTbHO Me4yaTHOM cTpaHuIlbl. MaciiTab yka3blBaeTcs B IIPOIIeHTax.
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ITapamerp Hasznayenue

Ecnu Ha nvcTe ecTb pa3pbIBbI CTPaHUIL (CM. ONMCAaHHE HACTPOUKH
BBIIIIE), TO NpY BbIOope MaciiTaba Ilosb3oBaTenbCKHi IevyaThb

OCYIIeCTBJIIeTCA C YIeTOM JdHHBIX Pa3pbIBOB CTPAHMUII.

Ecimm B none Obsacts meyarn BoiOpaH Beienenuslii gparMeHr, To B

rpynrme oTobpaxaetcs: nojie Macmrab, KOTopoe COIEpPXKHUT CIleIyIoIIye

3HaYeHusl:

— PakTHYecKui pa3mep;

— Ilo pa3mepy cTpaHHIIBI — IOMECTUTh pacliedaTKy BblleJIeHHOI'O
¢dparmMeHTa Ha OfIHy CTpaHHUILY;

— Ilo mupuHe cTpaHUIBI — BIIMCATh BCE CTOJIOIBI BBIEJIEHHOTO
¢dparmMeHTa B O[IHY CTPaHHILY;

— ITo BBICOTE CTPAHUIBI — BIKMCATh BCE CTPOKU BBIIEJIEHHOTO pparMeHTa B
OJTHY CTPaHHUILY.

Haxxmurre kHoriky IledaTh, 4T00OBI pacrieyaraTh J0KyMeHT, Wi OTMeHa, YToObI 3aKPhITh OKHO.

4.1.9.2.2.3 IIapameTpsbI CTPaHUIIBI

B o6macti HacTpoek Ie4aTM MOXHO YKa3aThb CJIe[ylollde TlapaMeTpbl CTpPaHUIIbI

(cm. Pucynok 59):

C|3l1&HT§’-LI,l1.q:

Pazmep Bymarm:

Ad (21%29.7 cm) v
BepxHee none: HusHee none:

2,01 cm z 2,01 em z
Jlesoe none: Mpaece nane:

2,01 am > 2,01 cm >

N - Brwcate +
LOXpaHWTb OTMmeHa

Pucynok 59 — Hacrpoliku cTpaHuIbL

— Opuenranua - KHWKHas (BepTUKalbHasl) WIM ajlb0OMHAsi (TOPM30HTAJIbHAS)

OpHeHTalUs CTPaHUIIBI.
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— Pa3mep d0ymaru — pasmep Oymaru, UCIIOJIb3yeMOU ITPH TIeYaTH.
— Bepxnuee nose, Himmxnee nosie, JleBoe mosne, IlpaBoe mose — paccrosiHue Mexny

KpdssMM CTPaHUIIBI U COAEPXKXUMBIM JJOKYMEHTd.

[TapameTprl cTpaHuI], YyKa3aHHble /JIsi TeKyL[ero JIACTa, MOXXHO COXPaHUTb JIJIst
IOCJIelyIOIIUX CeaHCOB IedaTy. YToObl COXpaHUTh HACTPOMKHU U 3aKPBITh OKHO, HAXKMHUTe KHOIIKY
Coxpanuts. YToOBI paciiedaTaTb JOKYMEHT U COXPaHUTh HACTPOMKYU, HOXMHUTe KHOIIKY IleuaTs.

[TapameTpel ~ cTpaHMI,  yKa3aHHble i  IledaTW  BBIOpAaHHOrO  ¢parmMeHTa
(cm. paspmen 4.1.9.2.1.1), npUMeHSIOTCSI TOJIBKO BO BpeMsl TeKylero ceaHca. CoxpaHeHue JTaHHBIX

HACTpOeK HeJOCTYIIHO.

4.1.9.2.3 BeicTpas neyaTthb

JIOKyMeHT MOXKHO pacliedaTaThb B OJHO IelCTBHe, 6e3 BbI30Ba OKHA HAaCTPOMKU CTPAHUIIBI U
revyaTH.

Jly1st GpICTpPOY ITeYaTy UCIOJIb3YIOTCS:

— Hacrpoiiku neyaty 1o yMOoI4aHuIo.

— Ilocnepnuii uCnionb30BaHHBIN IPUHTep. ECIM HU OJHO YCTPOMCTBO He UCIIONIb30BAJIOCh,

TO BbI6I/IpaeTC5I IIpUHTED, YKaBaHHbIﬁ B HaCTpOﬁKaX CHCTEeMBI.

J1ist 6BICTpPOM MeYaTH JOKYMEeHTA BBIIIOJIHUTE OJTHO M3 CJIeIYIONIUX JeHCTBUIM:

— Ha maHenu MHCTPYMeHTOB, B paszieiie daiin HaxxMuTe KHOTNKY (— (BBICTpas meyaTs)
(cm. Pucynok 60).

— Ha nmanenu uHCTpyMeHTOB, B pa3szesie Paii HOXKMUTE Ha CTPEJIKY CIpaBa OT KHOIIKU
= (bpicTpassi meyaThb) U B BBHIIAJAIONIEM CIHMCKe BbibepuTe KoMaHIy boicTpas

nme4yarthb.

®aidn  [paeka Beraska @opmar  Tabavua  [JadHbie
+ v % @~ &
HoBaenTh ||E;J : S C

Hzbpannoe

EJ BricTpan nevats
118 ¥

d::l'a MapameTpe CTRAHWLBI M NEYaTh

1 3rcnopt e PDF

Pucynok 60 — Knonika beicTpast neyaTtsn
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4.1.10 Coxpanuts ¢aiix

4.1.10.1 CoxpaHuTh KaK

Komanyma CoxpaHuTh Kak Ipe/lHa3HadYeHa /ISl COXpaHeHHUs1 HOBOTO daijia MM CO3IMaHuUs

KOTIMU TeKyIero daiia.

[Tpu coxpanenuu B popmarax CSV, TSV, TAB, SCSV u TXT:

— B ¢atine coxpaHsieTCs TOJbKO TeKYIIMHA JIMCT WCXOOHOTrO (aiaa C TeKCTOBBIMU
nanHeiMU. HacTtporiku popmatrpoBanusi, u3006pakeHus, CCbUIKU U ApyTve JaHHble He
COXPaHSIOTCSL.

— B kauectBe pazgenutesis 3HaueHuU B ¢aittax B dopmate CSV, TSV, TAB u SCSV

WCIIOJIb3YeTCsl CUMBOI ; (Touka ¢ 3ansitoit), B TXT-dainax — 3uak Tabynsnuu (TAB).

[Tpu coxpanenuu B popmare XLSB:
— B (aie He COXpPaHSIOTCSI MaKPOKOMaH[b! (cM. paszen 4.16.1) u ayekTpoHHas TOAKCH
(cm. paszen 4.17.3);

— w3 paboueii o6acTu TUCTOB (CM. pa3zielt 3.6) UCKIII0UAIOTCS Ty CThie STYeMKH.

[Tpu coxpanenuu B popmarax PDF u PDF/A-1:
— CcbUlkM Ha Be0-CalThl COXPaHsIOT paboTOCIIOCOOHOCTD.
— Ccpuiku Ha ¢aiyibl ¥ afipeca 3J1eKTPOHHOM MOYTHI, CCBUIKM Ha MeCTO B JIOKYMeHTe

(J'[I/ICTbI, STYeVKHU, TUAIa30HbI S9eeK, UMeHOBAHHbIe I[I/IaHaSOHbI) He COXPAaHAKOTCA.
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YToObl COXpaHWUTh HOBBIM ¢ail WIM CO3[aTh KOIHWIO TeKyllero ¢awnsia, BBITOJIHUATE
CJIeyIolve IeNCTBUS:
1. BeinonHuTe KOMaHAY COXPAaHEHUs OJJHUM U3 CJIeAYIOIIUX CII0COOO0B:

— Bribepure nmyHkT KoMaHaHOTO MeHio Paiin > CoxpaHuTh Kak (cM. PucyHok 61).

®ainn  paeka Bcraeka @opmar Tabavua [JaHHblie

() Cospats Ctrl+N

CozgaTk No wWabnoHy...

[ Otkpbits... Ctrl+0O
OTkpbITh B 06NAKE... Ctrl+Shift+O
HepaBHue gOKyMEHTHI ’
Pabora B obnake ’

) CoxpaHurb Ctrl+S
CoxpaHuTb Kak... F12
ABTOBOCCTaHOBAEHME ’

Pucynok 61 — Ilynktsl koMmangHoro MeHio Coxpanuthb 1 COXpaHUTH KakK
— Ha nanenu uHCTpyMeHTOB, B pasfiesie Pai HOXMUTe Ha CTPEJIKY CIIpaBa OT KHOIKHU

(CoxpanuTh) ¥ B BBINAJAIONIEM CIIMCKe BblOepuTe koMaHy CoOXpaHHUTBL Kak

(cm. Pucynok 62).

@aiin  [Mpaeka Beraeka @opmar  TaBawua JanHwie

n &@ﬁvé

doBaeuTe -
CoxpaHuTe
M3&panHoe
CoxpaHuTh Kak..
115 b

Pucynok 62 — Knornika CoxpaHuTh

— Haxwure knaBuity F12 (Windows), coderanue kiaBuin Ctrl+Shift+S (Linux) wmm

coveranve knasuin TShift+3Cmd+S (macOS).

2. B okne CoxpaHuTh Kak BbIOepuTe MAllKy Jijii COXpaHeHUs], YKaKUTe Ha3BaHWe W THII

¢arina / xonuu ¢aina 1 HaxXMUTe KHOIIKY COXpaHHUTB.
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Hns coxpanenusi ¢aiima B ¢dopmate PDF wmmu PDF/A-1 MoXHO Takke BBITIOJTHUTD
CJIeyIolve IeNCTBUS:

1. Ha maHenu MHCTPyMeHTOB, B pasfieie Paiis HaXXMUTE HA CTPEeJIKY CIpaBa OT KHOIKHU

(—} (BBICTpas meyaTh) ¥ B BLIIA/IAIONIEM CIIHCKe BeIGepuTe koMaHay Jxcnopt B PDF

(cm. PucyHok 63).

®aiin  [paeka Beraeka Qopmar  TaBawua [JadHwie
+ v X =
JobaevTe |LE;] : N

HM3GpaHHoe

|E;] BricTpan nedats
118 A

& MapameTpe CTRaHWUB M NeYaTs

s

1 3kcnopt 6 PDF

Pucynok 63 — Komanga 9xcropt B PDF

2. B oxne (l)aﬁHOBOFO MeHepKepa BbI6epI/ITe MaliKy JId 3KCIIOPTAa, YKAKWUTe Ha3BdHUE U

dopmat daiina 1 HaxxmMuTe KHONIKY COXpaHUTh.

HpI/I CO3JdHHMH KOIINHA pa6quM AOKYMEHTOM CTAHOBUTCS KOIIUA cbafma.

4.1.10.2 CoxpaHuth

YtoObl n36exaTh MOTEPU JIAHHBIX B Cydae cO0eB B paboTe KOMIIbIOTEPA, PeKOMEeH IyeTCs
[IepUOJINYeCKU COXPAHTh TeKYIIUH JOKYMEeHT.

J171s1 coxpaHeHust UI3MeHeHUH B TeKyIlleM JJOKyMeHTe BBIIIOJIHUTe OTHO U3 CIIeAyIOINX JIeMCTBHIM:

— Boibepute nyHKT koMaHAHOTrO MeHio ®aiin > CoxpaHuts (cM. PucyHok 61).

— Ha nanenu wuHCTpyMeHTOB, B pasjeiie Paiiyi HaXXMHUTE KHOIIKY (CoxpaHuTts)
(cm. Pucynok 62).

— Ha mnaHenmu wuHCTpyMeHTOB, B pasfeiie dPaill HaXXMUTe Ha CTpeJIKy cIpaBa OT
KHOIIKU |—] (CoxpaHUTH) U B BbINAJAI0NIeM CIHCKe BbibepuTe koMaHy CoxpaHUTH
(cMm. PucyHnok 62).

— Haxwmure couderanue kiaBuiil Ctrl+S (Windows, Linux) win $Cmd+S (macOS).
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4.1.11 ABTOBOCCTAaHOBJ/IeHHE JOKYMEHTOB

A6mo6occmaHobneHue — 3TO0 GYHKIMS, TO3BOJISIIONIAS TOJIb30BATENI0 BOCCTAHOBUTH
JIOKyMeHThI, paboTa C KOTOphIMU ObUla 3aBepilieHa HEKOPpeKTHO (Hampumep, mpu cboe
SJIeKTPOIIUTAHUS).

YtoObl 00ecriednTh BO3MOXKHOCTb BOCCTaHOBJEeHHs, npwiokeHne «MouOduc Tabmwmima»
BBITIOJIHSIET TIepUO/INYecKoe COXpaHeHue pe3epBHbIX Konull pedakTUPYyeMbIX JIOKYMEHTOB, B TOM
gyuciie — JIOKyMEeHTOB, HU pa3y He COXPAaHeHHBLIX TMojb30BaTesieM. Ecimu paboTa mpuiioskeHUs
3aBepIllaeTCs aBapuUiHO, TO TPH IOBTOPHOM BXOfle TIOJb30BaTelb MOXET COXPAaHWUTh KOIHH
JIOKYMEHTOB Kak OT/ieJibHble $Haiiibl WK 3aMEeHUTh KOMUSIMU OPUTHHAJIbHbBIE IOKYMEHTHI.

Pe3€pBHI)Ie KOITMX JOKYMEHTOB XPAHATCS OJUH MeCAIl, d 3dTeM dBTOMdTUYeCKH YAdJISA0TCA.

PESBPBHBIE KOIIMK  NOKYMEHTOB He COXPAHAIOTCA Impu pa60Te B obmake.

(c™m. paznen 4.15).

4.1.11.1 HacTpouTh aBTOBOCCTAaHOBJIEHHE JOKYMEHTOB

[To ymomuanuio npusnoxenue «MorOduc Tabmuia» coxpaHsieT pe3epBHbIe KOIHUUA BCEX
pellakTUpyeMbIX JOKYMEeHTOB KaX/ible O MUHYT.

YTOoOBI MI3MEHUTh HACTPOWKH, BBIIIOJIHUTE CIIeAyIOlre IeUCTBHUS:

1. Boibepure myHKT KOMaHOHOTO MeHI0 Paiin > ABTOBoccTaHOBJeHHe > Hacrpoiiku

aBTOBOCCTaHOBJIeHHs (cM. PrucyHok 64).

Gaiin  [paeka Bcraska @opmar Tabamua  JavHbie  MHcTpymentel  Bua  OBwmia goctyn

[ Co3znams Ctrl+N v 12 v AT A

Cozaate no wabnony...

[ Ortkpbith... Ctrl+O
OTkpbITh B OGnake... Ctrl +Shift+0
HepaBHue fOKyMEHTbI 4
Patota B obnake 4 E F
2 Coxpauuts Ctrl+S
CoxpaHmWTb KaK... F12
ABTOBOCCTaHOBAEHWE 3 HacTpoiikv aBToBOCCTaHOBMEHUA

BoccTaHoBneHHbIe dalnbl
CoxpaHWTb WabnoH...

3azaTb naponk...

DNeKTPOHHaA NOANKCh 4

=) [MapameTpsl cTpaHWUBl U Nevatks Ctrl+P

3aKpbITh

Pucynok 64 — Ilyukt komanHOTrO MeHI0 HacTpoiiku aBTOBOCCTaHOBJICHHS
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2. B okxne Hacrtpoiiku aBTOBOCCTaHOBJIeHHUs (CM. PrucyHok 65):
— UYTOoObI OTKIIIOUYMTH WIA BKIIOYUTH COXPAHEHHe pe3epPBHBIX KOIWM JOKYMEHTOB,

CHUMHUTe WIH MocTaBbTe ¢uiaxkok CoXpaHATH pe3epBHBIe KonuH (ailioB KaxKabIe.

— YT0ObI M3MEHWUTh MHTEPBaJl COXPAHEHMsI Pe3ePBHBIX KOMUI IOKYMEHTOB, YKOKUTE ero
BPY4YHYIO, C IOMOIIbIO IepeKtovaresis, KJIaBUIl KIaBUATypbl | U T WIM KOJIecHKa

MbIi. [11arom nepekitoyeHus siBiisieTcs: 1 MUHyTa.

— Eom Tpebyercss OTKIIOYUTH COXPaHEHHWEe pe3epBHBbIX KOMMWA JJisl OJIHOTO WIIH
HECKOJIbKHUX JIOKYMEHTOB, OTKPBITBIX B JIaHHBI MOMEHT, OTMeTbTe uX (UiakKaM{d B
crvicke He coxpanaTs mia ciaenyromux ¢aiioB. B 5Tom criricke He 0ToOpaXaroTcst

JIOKyMeHTbl, KOTOpble HU pa3y He ObUIM COXpaHeHbl BPYYHYIO.

— Eom Tpebyetcs ckonuvpoBaTh MyTh K Tallke, B KOTOPOW XPaHSITCS pe3epBHbIE KOIHU

JOKYMEHTOB, HA’KMHUTE KHOIIKY .

3. Haxwmwure kHOnKy IIppMeHUTS.
HacTpolikv aBToOBOCCTAHOBAEHWA X
CoxpaHsTs pesepsHsle Konuu Gannos Kaxable: 5§ muw.
He coxpaHate Ana cneayrowmx hannos:

Hogas tabnuua 2.xlsx

CeogHble Tabamubl.xods

PacnonoxeHue:
C:/Users/user/AppData/Local/New Cloud Technologies Ltd/MyOffice/MyOffice
Spreadsheet/Restore

Pucynok 65 — OkHo HacTpoiiku aBTOBOCCTaHOBJICHHS
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4.1.11.2 BoccraHoBJIeHHe TOKYMEHTOB

Ecnn pabora ¢ nokymeHnTamu Obula 3aBepllieHa HEKOPPeKTHO, TO IIpY IIOBTOPHOM BXOJie B

IIpHUJI0KeHre OTKPbIBAETCS JHUdJIOTOBOE OKHO, IIPpe/iCTdBJIEHHOE Ha PUCYHKe 66. Haxxmure B JdHHOM

OKHe KHOTIKY OTKPHITh.

ABTOBOCCTAHOENEHWE

I BocctaHoBAeHbl aiinbl, ¢ KOTOPbIMM
Bbl pabotanu

WManmeHeHWA B 3TUX AOKYMEHTaX He BbIAWM coxXpaHeHsl
W3-33 aeapWiiHOro 3aeeplleHnn paboTel
npuaoxeHua, OTKpBITE Gaine?

OTKpLITE He oTkpbiBaTh

Pucynok 66 — /luanorosoe okHO

B HOBBIX OKHax NPUIOXKEHUsI OTKPOIOTCS pe3epBHbIe KOIUH I0KYMEHTOB.
YT0oO6BI COXPAaHUThH KOIIMH, BBITIOJIHUTE VISl KQXKJI0M U3 HUX Cllefylolye AefCTBUS:
1. Brmonnaurte komanay CoxpaHHUTh KaK OJJHUM M3 CJIeYIOIIMX CIIOCODOB:

— B crpoke yBemomiieHusi, KoTopasi OTOOpaXkaeTcCsl II0J] IaHEebI0 WHCTPYMEHTOB,

HakmuTe KHOTIKy CoxpaHHMTh Kak (cM. PucyHok 67).

®ain lpaska Bcraska @opmar Tabawvua [JaHubie  WHctpymentsl  Bug  OBwwi goctyn  Haactponkw — Cnpaska
= v
3T0T daiin 6bin aBTOMaTHUECKM BoccTaHoBAeH. CoxpaHuTe ero, YTobbl He MOTEPATL JaHHbIe. Yaanum

D5 v | 2
Q
A B C D E F G H
4 |
1 fx

Pucynok 67 — Knonika CoxpaHHTB Kak
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— Bribepure nmyHkT KoMaHaHOTO MeHio Paiin > CoxpaHuTh Kak (cM. PucyHok 68).

®ailn  [lpaeka Bcraska

Tabawya [JaHHwie

[% Cosaate Ctrl+N
Cozgate no wabnony...

[= Omkpoits... Ctrl+0
OrmkpbiTe B 0Bnake... Ctrl+5hift+0
HegaeHue gokymeHThl L
PaBota B obnake r

=  CoxpaHute Ctrl+5
CoxpanuTe Kak... F12

Pucynok 68 — Ilynkt komanaHoro meHio CoxpaHUTh Kak

2. B okne CoxpaHHTB KakK:
— Ecm Tpebyercsi coxXpaHWTb KONMIO KaK OTAENbHBIA ¢aiil, BbiOepUTe Manky s

COXpaHeHUs], YKaKUTe TUII ¥ Ha3BaHHe ¢aiiia U HaKMUTe KHOIIKY COXpaHHUTh.

— Ecm tpebyercs 3aMeHUTh KoNel UCXOOHbIN (aiisi, BeibepuTe 3TOT Gailyl U HAKMUTe

KHONKY CoXpaHUTB.

Ecmm Tp66YETCH YAAJIUTh KOIIMIO, HAXMUTe B CTPOKe YyBeIOMJIeHHWs II0[J IIdHeJIblO

VHCTPYMEHTOB KHOIIKY Y aamuTh (cM. PrucyHok 69).

daiin lMpaeka Becraeka @opmar Tabavua  [Janubie  WHctpymentsl  Bug  O6wwid goctyn  Hagerpouku  Cnpaeka

=1
3ToT (I)aﬁll 6l aBTOMaTUUECcK BOCCTAaHOBAEH. COXpaH uTe ero, yT06bI HE NoTepATh JaHHbIe. Yp,anHTI: COXPBHHTI: KaK...
D5 v Z aBUUB
A B C D E F G H
4 i
1 fx
2
3 &
4

Pucynok 69 — Knonika Y manurs
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4.1.11.3 Ilanens «BoccraHoB/IeHHBbIe (aiIbI»

Ecmm kakue-nmubo pe3epBHble KOMMM JOKYMEHTOB He ObUIM COXpaHEeHbl WIM YyJaJieHbl Tak,
KaK 3TO OIMKMCAHO BHIllle, OTKpOWTe naHeib BoccTanoBsieHHBIe (aiiibl.

J17151 3TOrO BBIIIOIHUTE OJJHO U3 CJIeIyIOIINX JeUCTBUM:

— DBeoibepute myHKT KOoMaHAgHOro MeHio dPaiis > ABTOBOCCTaHOBJIeHHe >

BoccranoBiennsle ¢aiinb! (cM. Pucynok 70).

®ann lpaska Bcraeka Qopmar Tabavua [JaHHbie  WHcTpymentel  Bug  OBwwin goctyn  Hap

[ Cozgams Crl+N - 12 v AT At
Co3aate No wabnowy...
[® Orkpeits... Ctrl+0
OTkpbITh B 061aKe. .. Ctrl +Shift+O
HezaBHue 40KyMEHTBI 4
E F G
Pabota B obnake 4
) CoxpaHuTb Ctrl+S
CoxpaHuTb Kak... F12
ABTOBOCCTaHOBNEHWE 4 HacTpoiikm aBTOBOCCTaHOBAEHWA
BoccraHoBeHHbI e daibl
CoxpaHuTb WabnoH... T

Pucynok 70 — [TynkT koMaHiHOTO MeHI0 BoccTaHoBIIeHHBIe Qailibl

— Ha OokoBoll maHend HaXMHUTe  KHOIKY [% (BoccranoBiienHble  (aiibl)

(cMm. Pucynok 71).

B o

Aueikn faHHble BcraBka ~

o [m] = o

Cw
cX

Pucynok 71 — Knonka BoccranoBiienHbie Qaiiibl
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YToOBl OTKpBITh, COXPAaHUTb WM YAAIUTb pPE3epPBHYIO KOIHIO JOKYMEHTA, BBIIOJIHUTE

CJIeyIolve IeNCTBUS:

1. HaBenuTe Kypcop MBIIIM Ha Ha3BaHKe Konuu (cM. PucyHok 72) v HaXMUTe KHOIIKY

2. B BmInajaroieM civcke Bbibepute TpebyemMyro KOMaHTy.

. ~» BoccTaHOBAEHHble dainbl Q
A\ 31n dainsl Binv BOCCTaHOBAEHbI NOCE
aBapyWHOr O 3aKPLITWUA MPUAOXKEHWA W
ByayT xpaHuTtbea 30 gHel ¢ aTbl @
BOCCTAHOB/EHWUA. YTOObI HE MOTepATh
AaHHbIE, COXPaHNTE HyXHbIe Qanbl. 0
Ypanutb BCe E;:

16:22 MyOffice Spreadsheet Home Ed...

OTKpLITL
CoxpaHunTb Kak...

Yaanutb

Pucynok 72 — KomaH[ipl ynipaBiieHUs! KOIen

OTKpBITh pe3epBHYIO KOIHIO JOKYMeHTa MOXHO TaKe JBOMHBIM I[eJTYKOM MBIIIH 110 ee

Ha3BAHHIO B CIIMCKE.

Ecmm Tpe6yeTc;1 YAaJINTh BCe KOIIMKU [JOKYMEHTOB, HAXMHUTe KHOIIKY YnaJme BCe

(cm. PucyHnok 73).

> BocctaHoBneHHbIe panbl

A\ 31w dainel BeIW BOCCTaHOBNEHEI NOC/E
aBapWIAHOT O 3aKPbITUA NPUIOXEHNA 1
6yayT xpanutbea 30 gHel ¢ gaTol
BOCCTaHOBAeHKA. HTobbl He NoTepATh

Q
A
E\

JaHHbIe, COXPaHUTe Hy>KHble hbaibl. 0
Cv
Ypanutb BCe =x

Pucynok 73 — Knonka Ynaauts Bce
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4.1.12 3akpeITh daiin

[Tocre 3aBepiierus: paboTh ¢ daitiom coxpanute ero (cM. pasaen 4.1.10) u 3akpoiTe OKHO
MIPWIOXKEHHsI OJTHAM U3 CJIeJTyIOIIUX CII0COOO0B:

— BpibepuTe nmyHKT KoMaHAHOTO MeHI0 Paii > 3akpeITh (CM. PucyHOK 74).

daiin Mpaeka Bcraeka Popmar Tabavua [daHHbie

[ Cospats Ctrl+N

Cozaate No wabnoHy...

[ OrkpbiTe... Ctrl+O
OtkpeiTh B 06nake... Ctrl +Shift+O
HenaBHWe goKyMeHTbI ’
Paborta B obnake »

=) CoxpaHuts Ctrl+5S
CoxpaHWTb Kak... F12
ABTOBOCCTaHOB/EHWE 4

CoxpaHuTb wabnoH...

3agarb napose...

3NeKTpPoHHaA NoANVCh ’

(= MMapameTpbl CTpaHWLbI U NeYaTsb Ctrl+P

3akpbITh

Pucynok 74 — IlyHKT kOMaHAHOTO MeHIO 3aKPBITh

— Haxwmure kHOTIKY * (3aKpBITh) B 3ar0JIOBKE OKHA IPWIOXKEHUS.

— Haxwmure coueranue kiaBuill Alt+F4 (Windows, Linux) wm $8Cmd+Q (macOS).
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4.2 JleiicTBHA C JINCTaMH

4.2.1 BcraBurh Jiucrt

[To yMo4aHHIO HOBBIM IOKYMEHT COJIEPXKUT OJWH JIMCT. [Ipy HeoOXOAMMOCTH B JOKyMEHT

MO>KHO J106aBUTH TpebyemMoe KOJIM4eCTBO HOBBIX JIMCTOB BPYUYHYIO.

YToOBI BCTaBUTH JIUCT, BBIIIOJIHWUTE OJHO M3 CJIeJyIOoIHnX eV CTBUM:

— Bribepute nyHkT koMaHaHOrO MeHio BeraBka > JIucr (cm. Prucynok 75).

Bctaka @opmatr Tabauua

W3obpaxeHwe...

TekcTOBOE Nose

& H®

durypa

Jwarpamma

=
=
=

CeogHasn Tabavua...
YMHaA Tabavua

DyHKUMA. ..

® »H 68

Cn eumanbHble CWMMBONGI...

Ccobinka...
3ametka

Nwer

Jarta
Bpems

QM &P D

JdaHHble

Ctrl+T
Shift+F3

Ctrl+K

Pucynok 75 — KomangHoe menio BeraBka
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— Ha nmanenu MHCTpYMeHTOB, B pasfieiie BcraBka HaXMUTe KHOIKY === (cM. PucyHok 76).

Ha OTO6p83PIBH.I€fIC$I IaHeJIM BCTaBKU HA>XMUTE KHOIIKY |_# JIucr.

- A
.
plo v B (&) B4 (@) =,

E M306paxkeHue... A

EI TekcToBOE none

(? ®urypa >

[IH[] Odwnarpamma >

i CeogHas Tabavua... @
YmHan Tabamua E;:
7%( OyHkuwA. ..

CneumansHble CUMBOIbL. .. >

é) Ccbinka...

@ 3ametka

D Nner

Pucynoxk 76 — [1anens BcTaBku

— Haxwmure kHOIIKY + cipaBa OT BKJIaJIOK JIUCTOB (cM. PrucyHok 77).

19

—
i ABTOMATHYECKK

Pucynok 77 — Knonka fiis to6asiieHus iMcra
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4.2.2 TlepeumeHOBaTH JIUCT

Ilo YMOJIYaHHUIO JINCTaM BHEKTpOHHOﬁ Ta6JII/IIIbI I[IpUCBAWBAETCA HUMS B (I)OpMaTe
JII/ICT<HOMep JIICTa>. HEPEI/IMGHOBHTB JIMCT MOXKHO HEeCKOJIbKUMHM CIIOCOOaMHU:
— 4epe3 KOHTeKCTHOe MeHIO JIMCTa,

— JIBOMHBIM IIeJTYKOM MBIIIIH 10 BKJIAJIKe JIMCTA.

J1J1sl IepeMeHOBAaHMUS JIUCTA Yepe3 KOHTeKCTHOe MEeHIO BBIIIOJIHUTeE Clle/lyIoIye 1eHCTBUSL:

1. IlpaBoM KHONKOW MBIIM WIeJIKHUTe II0 BKJIQJIKe JIMCTA, KOTOPBIM HeoOXO0AUMO
IleperMeHOBaTh.

2. BebinosnHuTe KOMaHy KOHTeKCTHOrO MeHIO IlepemmenoBath (cM. PucyHnok 78). [lone c

Ha3BdAHUEM JINCTA CTdHEeT JOCTYIIHbIM JI peJdKTUPOBAHUI.

22
73 MepermeHoeaTs
24 AyGavposate
= CrpbiTe
26
27 CKpbIBaTE HYMEEBIE SHAYEHWA
28
33NTHTE AWNCT...
29
< ¥aanute

PucyHnok 78 — KoHTekcTHOe MeHIo JIicTa

3. BBe,I[I/ITe HOBOe UM JIMCTA B II0JIe U HA’)KMUTE KHOIIKY Enter umm IIeJIKHUTe B JIIobom

MeCTe OKHA pedKTopd.

J17151 leperiMeHOBaHMS JIMCTA 10 ABOMHOMY IIETYKY BBITIOJTHUTE CIIeJlyIOIINe IeUCTBHUS:

1. JleBoil KHOMKOM MBIIIK JIBAXKJIbI IEJIKHUTE IO BKJIAJIKe JINCTA, KOTOPbIA HEOOXOIUMO
nepenMeHOBaTh. [losie ¢ Ha3BaHMEM JIMCTa CTaHeT JOCTYIHBIM JIJIs1 peJlaKTUPOBAHUSI.

2. BaenuTte HOBOe MMs JIMCTa B T0JIe U HAXKMUTe KHONKY Enter wiu menkuHure B m06oM

MeCTe OKHa pefjaKTopa.
Hms nycTta JOMKHO YIOBIETBOPSATDH CIIeAYIOIINM TpeOOBaHUSIM:

— copepxarb oT 1 1o 31 cumBona;

— He BKJIIOYaTb CUMBOJIBL: «:», «\», «/», «?», «*», «[», «]»;
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— He cofiepkaTh «'» B Hayajie WK KOHIe UMEHH;

— He ,IIY6J'[I/Ip0BaTb HM4 yKe CylleCTByromero Jucra.

4.2.3 CKpBHITH WIH 0TOOPA3UTh JIMCT

YTOOBI CKPBITD JIUCT, BHIIOJTHUTE CIIeYIOITHe TeUCTBUS:

1. ITpaBoii KHOIIKOM MBIIIIH IEJIKHUTE 10 BKJIAJIKe JIMCTa, KOTOPbIM HEOOXOJIMMO CKPHBITh.

2. BbinosiHuTe KOMaHly KOHTeKCTHOrO MeHi0 CKpBITh (cM. PucyHok 78).

YTo0bbI OTO6p831/ITI) BCe paHee CKPbIThIe JIMCTBI, BBIIIOJIHUTE CJIIeAYIOIIre OerCTBUS:
1. HpaBOI;'I KHOIIKOM MBIIIIY IIEJIKHUATE 110 BKJIAJKe JIF000r0 OTO6pa)KEIEMOFO JIUCTA.

2. BroimonnuTte koMaHay KoHTekCcTHOro MeHio Iloka3aTh Bee (cM. PucyHok 79).

21

73 MNepermeroeaTe
23 OyBanposate
= Ckpmite
23
Mokasats Bce
26
27 CkpbiBaTh HyIEBBIE 3HAYEHMA
28
3N TUTE INCT...
29
< ¥aanute

PucyHnok 79 — KoHTekcTHOe MeHIo JiicTa

4.2.4 ybmpoBaTh JIMCT

JIrobo¥i 13 JIMCTOB 3JIeKTPOHHOW TabiMIBl MOXHO JybaupoBamb, TO eCThb CO3[1aTh KOIUIO

JIMCTA CO BCeM ero Coaep>KrMbIM.

YToOBI 1yOJIMPOBATH JIUCT, BHITIOTHUTE CIIeYIOIIUe IeUCTBUS:

1. TIpaBoii KHOITKOWM MBIIIIX IHIEJIKHUATE TT0 BKJIfIKe JIUCTa, KOTOPBIM He0OXOMMO JTyOITMPOBATh.

2. BeinonHuTe KOMaHAy KOHTeKCTHOTO MeHio JlyoupoBaTs (cM. PucyHok 79).
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4.2.5 IlepeMecTHTH JINCT

[Topsimok cefoBaHus JIMCTOB MOXXHO U3MeHUTh. UTOOBI TlepeMecTUTh KaKOU-JTMO0 JIUCT Ha
HOBYIO TTO3UIIMIO, BHITIOJTHUTE CJIeIyIOIIHe eHCTBUS:

1. Bribepure mucT, KOTOPBIM TpeOyeTcsl IepeMeCTUTb.

2. 3axaB JIEBYIO KHOIIKY MBIIITH, ITepPeTallyuTe BKIAIKY 3TOTO JINCTa HAa HOBYIO MTO3UIIHIO.

3. OrtmycTuTe JIeBYIO KHOIIKY MBIIIIH, YTOObI 3aHUKCUPOBATh HOBOE IOJIOKEeHHe JIUCTA.

4.2.6 U3menuts Macurrad jgucra

[To ymosmrganuto mMacitab kaxoro yvcra cocrasisieT 100%. [Ipu HeobxonuMocTu Maciitab
MOXXHO M3MEHUTh B OOJIBIIYI0O WM MEHBIIYI0 CTOPOHBI C IOMOIIbI0 KOMAHJHOTO MEHIO0 WA
CTPOKH COCTOSIHUSI.

YTo06bl U3MEHUTh MacIITab TeKyIlero JIMCTa C TOMOIIbI0 KOMAHIHOIO MEHIO, BBITIOJHUTE
clleflytoliye AeiCTBUS:

1. Boibepure nyHKT KOMaHAHOTO MeHI0 Bunx > Macmrrab (cm. Pucynok 80).

2. B oTkpbIBIIeMcs IOJIMEHIO BbIOepuTe TpebyeMyto KOMaH[ly:

— YBemuuTh MaciTab — yBemunTh Tekyiui Macirrab Ha 10%;
— YMeHBIIUTH MacIITad — yMeHbIIUTD TeKyIri MaciTad Ha 10%;

— dakTHyeckuii pa3mep — yCTaHOBUThH MacITab 1o ymomdanuto (100%).

Bug OBwwi poctyn  Hagctpoiikw  Cnpaeka

MacwTab L ¥eenuuute macwTah
R1C1 ¥meHbLWWTE MacwTab
DakTUUECKHA pasmep Ctrl+0

Manens WHCTpyMeHToE  #

I BbipaBHWBaHWE Yucs

Pucynok 80 — KomangHoe mento Bug

YTOoOBI U3MEHUTH MacIITab TEKYIIEro JIMCTa C TTOMOIIbI0 MHCTPYMEHTOB, PACIOJIOKeHHBIX B
cTpoke cocTosiius (cM. PrucyHok 81), BBITIOJIHHTE OJTHO U3 CIIeAYIOIINX JeACTBUM:
— 3axaB JIeBYI0 KHOIKY MBIIIH, IepeMecTuTe OeryHOK BIPAaBO WM BIJIEBO, YTOOBI
YBEJIMYUTH WM YMEHBbIITUTh MacIITab COOTBETCTBEHHO.
— Haxmure KHOMKY +, YTOOBI YBEIMYUTHh MacIITab, WIA KHOMKY —, YTOObI YMEHbIIIUTD

Macitab. B xaxiom cirydae mar 6yzaer coctasisth 10%.
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— BrigenuTe 3HaueHMe Tekylllero mMaciTaba, pelakTUpPyHTe ero BPyYHYIO U HAKMHUTe Ha
kiasuiy Enter.
— Haxmure Ha cTpesiKy, pacIlojIO)KeHHYIO CIpaBa OT 3Ha4yeHWs TeKyllero macumraba, u

BbIOEpUTe TpeOyeMbli MacIITab U3 BHITIAAAIOIIETO CITHCKa.

[E=3] +

@ ABTOMATMUECKM CYMM 0 CP3HAY 0 MWH 0 MAKC 0 CYET3 0 ml— @ + 00% v

Pucynoxk 81 — MHCTpyMeHTHI M3MeHeHus MacITaba

4.2.7 CKpBITHh WIH 0TOOPA3UTh HyJIeBbIe 3HAYEHUS

[Tpu HEOOXOAMMOCTH Ha JIMCTEe MOKHO CKPBITh 3HAYEHHs B TEX siUeiKax, KoTopbie comepxar 0.
JTa BO3MOXXHOCTb 3HAUUTENILHO Objierdaer paboTy C TabiWIaMM, B KOTOPBIX eCTb OOJbllioe
KOJIM9eCTBO HYJIEBBIX 3HAYeHUH. KpOMe TOT'0, CKPbITbIe HYJIeBble 3HA49eHHWs He BbIBOJAATCA Ha I1e4dThb.

YTo6bI CKPBITH HyJIeBbIe 3HAaYeHHs Ha JICTE, BBHITIOJTHUTE CIIIYIOIINe IeACTBHUS:

1. TIpaBoit KHOIIKOM MBIIIH MIEJIKHUTE TI0 BKJIAJIKe JJAHHOTO JIUCTA.

2. B KOHTeKCTHOM MeHIO JMCTa TocTaBbTe ¢uiakok CKpBIBaTh HyJIeBbIe 3HAYEHUS

(cMm. PucyHok 82).

22
93 MepenmeHoBaTh
24 Jy6avposate
2 CrpbiTe
26
27 " CkpbiEaTh HYMEEBIE SHAHEHWA
28 J3LKWTHTE AWUCT...
29
< YaanuTh

=1

Pucynok 82 — KoHtekcTHOe MeHI0 JiicTa

Y10o6Bl 0TOOpA3UTh paHee CKPHIThIe HyJIeBble 3HAUYEHUs Ha JIUCTe, BBIIOJIHUTE CIIeyIoIue
IEeHCTBUS:
1. TIpaBoil KHOIIKOW MBIIIY IIEJIKHATE IO BKJIAJIKe JIUCTA, HA KOTOPOM CKPBIThI HYJIeBble
3HAYeHUsI.

2. B KOHTeKCTHOM MeHIO JINCTa CHUMUTE cl>na>1<01< CKPBIBHTI) HYyJIeBbI€ 3HAYeHUS.
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4.2.8 Ypanure Jiucr

YT0OBI YAAJINTD JIUCT, BBIIIOJIHUTE Clieqyroiue JIerCTBUS:
1. HpaBoﬁ KHOIIKOM MBIIIH IIeJIKHUTE 110 BKJIaJKe JIMCTA, KOTOprfI HEO6XO}II/IMO YAAJIUTD.

2. BroimosHATe KOMaHTy KOHTEKCTHOTO MeHI0 Y qainuTh (cM. PucyHok 82).

HpI/I BBITIOJITHEHHWKX KOMaH/bI JIUCT YHAaJIIeTCd BMeCTe C OdHHBIMHA 0e3 npegyrpexnaeHus.

Eciu BBl yoanmuiy JIMCT 10 OmrOKe, OTMEeHUTe 3To AedcTBre (M. pasnen 4.14.1.1).

4.3 JleiicTBHS C T9eliKaMH, CTOJIOAMH U CTPOKaMH

4.3.1 Pacuiuputh pabouyro 001acThb

Bce neicTBus Ha JTMCTe OCYIECTBIISIIOTCS B IIpejieyiax paboueit obsacty (cM. paszen 3.6).
B nokymeHTax, co3naHHbIX B npuiioxxeHnn «MonOduc Tabmuma», pabodas obiacTe 1o

YMOJTYaHHUIO COCTOMUT U3 26 cronbuos u 300 cTpok.

B noxymenTax, co3gaHHbix B npuioxeHun «MoiOduc Tabmvna» Bepcuu Huxe 3.2,
pabouasi 06J1aCTh Ha CYIIECTBYIOIIMX JIUCTaX MO yMoid4aHuio coctouT u3 10 cronbios u

20 cTpoK.

I'panunebl paboyert 06acTH pacHIMPSIIOTCS aBTOMAaTHUYeCKH, eCid Ha JIMCT BCTaBIISIFOTCS
CKOITMPOBAHHbIE CTPOKU / CTOJIOIBI, KOJMYECTBO KOTOPBIX IIPEBbIIIAeT KOJUYeCTBO CTPOK /
CToJsIOIOB B paboueii 06J1acTH.

Ecmm Tpebyercs paciivpuTh rpaHullpl pabodeil 06s1aCcTW BpPY4YHYIO, BBIIIOJIHUTE OJHO W3
CIIeIVIOIUX JeUCTBUIA:

— JIBOMHBIM IIEJTYKOM MBIIIK BbIZIEIUTE JIIOOYI0 sUeiiKy B CTPOKe WM B CTOJIOIIe,

KOTOPBIX CJieflyeT BKJIIOYUTh B pabo4yto 00/1acTh.
— IIpaBo¥i KHONIKOW MBIIIX IIEJIKHUTE 10 3ar0JIOBKY CTPOKH / CTONOIA, KOTOPBIN CllefyeT
BKJIIOYMTh B Ppabodyio o00/1acTb, U BBIIIOJIHUTE KOMaHAYy KOHTEKCTHOTO MeHIO

HJob6aBuTh cTpoku: n wiv J{o6aBUTH CTOJIONBI: N (M. PrucyHok 83).
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P
=

22
73 l} JobaeuTte cTpoku: 2

24
25

Pucynok 83 — Jlob6aBnenue cTpok

— Broigenute mobyio siuediky B MociiefiHel CTpoke / cTosbie pabodeit obmactu. YToObI
yBeJIMYUTh pabouyio 067acTb Ha OJWUH WIM HECKOJIbKO CTOJIOLOB, HCIOJIb3yHTe
kiaBuily Tab. YToOwl yBennuuTh pabodyro 06j1acTh Ha OJIHY WJIM HECKOJIbKO CTPOK,

Wcrosb3yiTe kiaBuily Enter.
4.3.2 BeigesiuTh IUara3oH sdeexk

4.3.2.1 BeiietuTh NIPOU3BOJILHBIN JHANA30H ST9YeeK

YTo6bI BHIIEJIUTH MPOU3BOJIbHBINA IMAMIA30H STY€eK, BOCIOIb3YUTECh OJTHUM U3 CJIEYIOIAX
CIT0COOOB:
— HaBeauTte kypcop Ha MepByIO siYeiKy U3 TpebyeMoro Juara3oHa. Y AepKuBasi HaXKaTou
JIEBYIO KHOIIKY MBIIIA, MPOTIHUTE Kypcop MO0 TIOCTeIHeH SYedKU Juara3oHa.
OTmycTUTe JIEBYIO KHOTIKY MBIIIIH.
— BeoienuTe nepByto sideiiky u3 TpeOyeMoro jivarna3oHa. YJiep>KrBas HaXKaTOW KJIaBUIITY

Shift, BeIiesuTe OCIIEIHIONO STYEHKY Arara3oHa.

He06X0,I[PIMbeI AK1AIla30H MO>XHO BBIEJIATH B Jrobom HallpaBJIEHWKU CTPOKHU HUJIN CTOJ'[6LIa.

[TpuMeps! BeiieieHNsl IPOM3BOJILHOT'O AMAla30Ha siueek IpefiCTaBjieHbl Ha pUcyHKax 84—86.

o=
y
&

PI/ICYHOK 84 — BLI,HeJ'IEHI/Ie AXalld30Ha d4eeK I10 TOpU30HTaJIN
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Pucynok 85 — Boiiesienre quarna3oHa siueek 1o BepTHUKaId

PucyHnok 86 — Beiiesienre yarna3oHa siueek 110 JUaroHaau

4.3.2.2 BeImeauTh Bce S4eliKH JINCTa

YToOBl BBIIETIUTD BCe siYelKH, KOTOpble paclioyioXKeHbl B pabodeli 06J1acTy TeKyIero JUCTa
(cM. paznen 4.3.1), BBITIOJTHUTE OTHO U3 CJIEYIOIINUX JIeACTBUM:
— HaBeguTte Kypcop MbIIIY Ha JieBbI BepXHUM yrosl paboueli 061acTu Tak, 4ToObI Kypcop
NIPUHST BUL %, U LIJIKHUTE JIEBOM KHOIIKOU MBIIIIH.

— Bribepute nyHKT kKoMaHgHOTO MeHo IIpaBka > Beigenuts Bce (cMm. Pucynok 87).

Mpaeka Becraeka @opmar  Tabavua  JanHwe Mg

= OTmeHWTh Ctrl+Z

" TMoeTopuTs Ctrl+Y

o Bmipezate Ctrl+X

Kenupoeats Ctrl+C

[y Bcraewuts Ctrl+V
BcTaenTe 3HaYEHWA W GopmMaT Ctri+Alt=+Y

BcTaewTe TONBKO 3HAYEHWA

Betaeute w3 bydepa obumeHa »
£ Konwpoeats dopmaTnpoeaHne Ctrl+Shift+C

MprmMeHWTE fopMaTHROBaHWE Ctrl+Shift+V

Bmpgennte BCE Ctrl+A

Pucynok 87 — KomangHoe Mento IIpaBka

— Haxwmure coueranue kiaBuiil Ctrl+A (Windows, Linux) win $Cmd+A (macOS).
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Ecmn Ha svcre BbienieH 00beKT (uM300paxkeHue, ¢urypa WM JAvarpaMma), Iepef
BBLIJEJIeCHHeM BCeX $SYeeK C IIOMOIIbI0 KOMAHIHOIO MEHIO WM COYeTaHus KJIaBMIII

CHHUMUTe BblJejieHHe C JaHHOI'O 00BeKTa.

[Ipu mcronb30BaHUY 3TUX KOMaH/I BBIJIEJISIIOTCS STYEMKH TOJIBKO Ha TEKyIIeM JIMcTe. SI9eiKku
Ha JPYTHUX JIUCTaX 3JIEKTPOHHOM TabOJIUITBI HE BBIJIETISIOTCS.

[Tpu nepexone Ha IPYyTOM JIUCT BbifieJIeHKe IMalla30Ha Ha TeKYIeM JIMCTe COXpaHsIeTCsl.

4.3.2.3 CHATE BbIZie/IeHHe

YT10o6LI CHATL BbIJIe/IeHHUe, MIeJIKHUTe JIeBOM KHOIIKOH MBIIIH 110 JII000H sTYeiiKe JIUCTa.

4.3.3 I3MeHHNTH pa3Mep sSueex

Pa3Mep sg9eeK MOKHO U3MEeHUTb OJHUM U3 CJIeJyIOInuX CII0CODOB:
— YKa3daTb TOYHYIO IIMPHUHY U BLICOTY SA49eeK BPYIHYIO,

— aBTOMAaTWYecKH NoJ00paTh IIMPUHY U BBICOTY siYeeK 110 CONEepKUMOMY.

YTOoOBI UI3MEHUTDH pa3Mep OJIHOM MJIM HECKOJIBKUX siueeK, BBIIOJTHUTE CJIe/IyIolye JeHCTBUS:
1. Broimenute 3TU SuelKU.
2. Ortkpoiite okHO Pa3mep si9eliKu OHUM U3 CIIeAYIOIINUX CIIOCODOB:

— Bribepure nmyHkT KoMaHaHOTO MeHI0 Tabsuma > Pa3mep stueiiku (cM. PrcyHok 88).

Tabivua [avuble  VHcTpymenTbl  Bug  OBwwmid goctyn  Hag
BcTaBWTL CKOMMPOBAHHLIE AYENKM. ..
BcTaeuTb... 4

Yaanute... L4

CKpbITb CTPOKY
MokazaTk CTPOKY
CkpbiTh cTONGEL,

MokazaTk cTonbey,

e ObbegMHUTE AYENKN Ctrl+Alt+M
B PasbesuHWTL AYEiKM Alt+Shift+M

Pazmep Avuenkm...

HepEHOC no choeam

3akpenuTb BeIOpaHHbIE CTPOKU 1 CTONBLBI »

Pucynok 88 — [TynkTt komaHHOTO MeHI0 Pa3mep siueiiku
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— Ha manenmu nHCTpyMeHTOB, B pa3zesie fldeiiku HaxMuTe KHOTIKY || (Pa3mep saeiiku)

(cm. Pucynok 89).

06w v B . gy B8
P % 9 9% v of ~
Yucnosoi popmar Aueiikm

Pucynok 89 — Knornka Pa3mep siueiiku

— IIpaBoi KHONKOW MBIIIX IIEJIKHUTE T10 BbIEJIeHHbIM SYeliKaM U BBIIIOJIHATE KOMaH/Iy

KOHTEeKCTHOI'O MeHIO Pa3Mep STYeHKH.

3. B okue Pa3mep siueiiku (cM. Pucynok 90) BbInosiHUTE OIHO M3 CIJIEAYIONIUX JeHCTBUM:
— Yro0bl yKa3aTh TOYHbIE MapaMeTphl siueek, BBeauTe ux B mosisi Illupuna u BeicoTa
BPYUHYIO.
— YrobObl aBTOMaTUYeCKH MO00paTh IIMPUHY M BBICOTY SiUY€eK I10 COJIePXKUMOMY,

BbI6epI/ITe 3Ha4YeHue Hoz[oﬁpa'rb dBTOMATH4YE€CKH.

4. Haxwmure kHonky OK.

Pazmep Aqeiiku >

© 3apats pyunyo

LWupuHa

| BB o .

Bricota

0,53 cm w

[Mogobparte aBTOMaTHYECK

Pucynok 90 — Oxno Pa3zmep sueliku
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4.3.4 O0beIMHUTH WIH Pa3beIUHUTH STUCHKH

4.3.4.1 O0peauHUTE A9eHKU

JIto60e KOMM4YecTBO siYeeK Ha TeKYIeM JIMCTe MOXKHO 00 beJUHHUTD.

[Ipu o6benuHeHNH sTueeK:

— OTMe4YeHHBIN JUAa30H CTAHOBUTCS eJIMHOU STYeHKOM;

— COXpaHSIOTCS JaHHbIe TOJIbKO U3 BePXHeU JIeBOU SUeiKU Auara3oHa;

— K OOBeIMHEHHOW suelike TIpHUMeHsieTcs (popMaTHpPOBaHHE BEpPXHEW JIeBOM SYeKu

JHdIla30HaA.

Yrto0bbI 06’I)EJIHHI/ITI) }I‘-IEI;'IKI/I, BbIJIeJINTE X U BBIIIOJIHUTE OJJHO M3 CJIIeYIOIKUX HEﬁCTBHﬁ:

— Bribepute nyHKT koMaHIHOTO MeHIO Tabiuia > OobpequHuTh stueiiku (cM. Prucyrok 91).

Tabavua [flaHHble  WHcTpymeHTel  Bug  OBwwmid goctym  Hag
BcraBuTh ckonupoBaHHbIE AUENKMN...
BcTaeute... 4

Yaanuto... 4

CKpbITb CTPOKY
MokazaTb CTPOKY
CkpbiTb cTONGEL

MNoxkazaTk cTonbel,

OB6besHUTE AYEKK Ctrl +Alt+M

PazbeaMHWTE AYEenKy Alt+Shift+M

EIR:ER T

Pasmep Aueriku...

mn epeHocC no cioeam

3akpenuTb BbibpaHHble CTPOKW U CTONBUBI 4

Pucynok 91 — Ilynkt komanaHoro MeHio O0beIMHUTH TYeHKH

Ha manenmu uHCTpyMeHTOB, B pasfiene fdeiiku (cM. PucyHok 92) HakMuTe KHOIIKY

= (O0BeIHHUTE STYCHKH).

O6umii v Hl ™= & 8~
P % 9 © % B v of v
Yucnoeoi popmar Auenkn

Pucynok 92 — Knonka O0beJUHHTD ST9eHKH
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— IlpaBo¥i KHONKOM MBIIIU IIEJIKHUTE IO Mala30Hy BblIeJIEHHBIX s'UeeK U BbIIOJIHUTE
KOMaH/y KOHTeKCTHOTO MeHI0 O0beIMHUTh STYeHKH.
— Haxmure coYeTaHHWe  KJIABUIII Ctrl+Alt+M (Windows, Linux) WA

~Option+3Cmd+M (macOS).

4.3.4.2 PazpeqMHUTH TYCHKH

PazbeiMHUTL MOXKHO TOJIBKO Te STYeHKU, KOTOPble paHee ObUTU 00beIUHEeHHDI.
YToObl pa3beqUHUTL SYEeWKH, BBIIEIUTe s4YelKy, CO3[aHHYI0 IyTeM OObeAUHEeHUs, U
BBIIIOJTHUTE OJHO U3 CJIeAYIOLIUX AeMCTBUM:

—  Broibepure nyHKT KoMaHHOTO MeHio Ta0smma > PazsequuuTs staeiiku (cM. PucyHok 93).

Tabsmua [fanvele  WHcTpymentel  Bug  OBwwid goctyn  Hag

BcTaBuTb CKOMWMPOBaHHbIE AYEKKW...
BcTaBus... »

Ypanuo... 4

CKpbITb CTPOKY
MokazaTb CTPOKY
CkpbITh cTOn6GeL,

Mokasatk cTonbeyy

B ObneanHuTtk auelriku Ctrl+Alt+M
fH PasbeanHuTb Aueiikn Alt+Shift+M
Pasmep A4enkw...

HEPEHOC no choeam

3akpenuThb BblBpaHHbIE CTPOKM U CTONB LI 4

Pucynok 93 — [TyHKT kOMaHHOTO MeHI0 Pa3befUHUTH sTYelKHn

— Ha manenmu wHCTpyMeHTOB, B pasfene Slueiiku (cM. PucyHok 94) HaXMUTe KHOIIKY

[ (Pa3peqMHUTD sTUeiiKH).

O6wwmiA v @ % & v B v
P % 95 D% v of
Yucnosoi popmar Aueitkn

Pucynok 94 — Knonka PazbpeuHUTH TUeiKu
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— IlpaBo¥ KHONKOWM MBIIIM LIEJIKHWATE 10 BBIIEJICHHOM sfYeliKe W BBIIOJHUTe KOMaHIY

KOHTEeKCTHOI'O MeHIO PaB'be}]I/IHI/ITL AYeNKH.

— Haxmure co4dyeTaHHe KJIaBHIII

~=Option+{Shift+M (macOS).

Alt+Shift+M  (Windows,  Linux)

UIn

JlaHHbIe, KOTOpbIe CofepXKaTcsl B 00beJUHEHHOM sdelike, TIOMEIAIOTCS B BEPXHIOIO JIEBYIO

sTYeMKy TOJTy4YeHHOTo Ihana3oHa. S4eliku 1uana3oHa HaciieqyoT popMaTUpoOBaHHe 00beIlMHeHHON

STYeHKU.

4.3.5 BcTaBUTH CTOJIONBI, CTPOKH HJIH STYEHKH

4.3.5.1 BcraBuTh CTOJI0LBI

YtoO6bI OBICTPO JOOABUTH OIMH CTOJIOEI], BBITIOJIHUTE CJIe[IyIolre JeHCTBHUS:

1. Breimenure siueiiky WM ctosbell, cjeBa WIX ClipaBa OT KOTOPOro He0OX0AUMO 0OaBUTh

HOBBIU CTOJIOeII.

2. BcrabTe cTonber 0JJHUM U3 CJIeyIONIUX CII0COOO0B:

— Broibepure nmyHkT komanaHoro MeHro Taosmmma > BceraButh > Crosben; ciieBa /

Crouberr cipaBa (cM. PrucyHok 95).

Tabmmua [flaHHele  WHcTtpymentsl  Bug — OBwwuin goctyn

BcTaBuTh CKOMMPOBaHHbIE AYEKW...
BcraBute...

Ypanve...

CKpbITb CTPOKY
MokazaTb CTPOKY
CkpbITh cTONbeL,

MNMokazaTk cTonbey

O6begMHWTL AYEnKK

PazbeaguHUTL AUelikn

[ H

Pazmep aueliku...

HEDEHOC no Choeam

3akpenuTb BblBpaHHble CTPOKM U CTONB LI

4
2

>

Ctrl+Alt+M
Alt+Shift+M

oa0 om0 ——
4

-

= B A

Hapctpoiiku  Cnpaeka

FFR e FA .
ﬂl‘lei;lKM CO C4BHUIOM BI'IpaBO

flueiky co CABWroM BHW3

Crpoky ceepxy
CTpoky CHu3y

Cronbeu cneea

Cronbeu cnpaea

2= S

Alt+A
Alt+B

Alt+L
Alt+R

Pucynok 95 — KoMaH[1bI BCTaBKM CTOJIOIIOB, CTPOK U sSiYeeK

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOT'MH», 2013-2025

90



MonOdonc

— Ha manemm uHcTpymeHTOB, B pasnene fdeiiku (cM. PucyHok 96) HakMuTe KHOIIKY

W <
BBINQJIAIOIIEr0 MeHI0 (BcraBuTh s4eiiky, CToJI0eI] WM CTPOKY) W BbibepuTe

E BcraButh CTOJIGEII cjieBa Min ﬂ BcraButh CTOJIﬁEH CIIpaBa.

-. (@ B g

BcTaBuTe A4elky co C4BWMTOM Brpaso

(&
i

L

Aueinkun

0m0 (Omo

BcTaBuTb A4EMKW CO CABATOM BHU3

e

BcTaBuTb CTpOKyY CBEpxy

BcTaBWTbL CTpOKY CHU3Y

BctaBuTe cTonbeu cnesa

= s B A

BcTaBuTe cTONGel cnpaea

PucyHnok 96 — KHOIkM BCTaBKU CTOJIOIOB, CTPOK U ST9eeK

— Ilenkuurte 10 BbIIeNIEHHOM sYeliKe WM 3arojIOBKY BBIIEJIEHHOTO CTOJIONA IIPaBOM
KHOITIKOM MBIIIM W BBIOJIHUTEe KOMaHIy KOHTeKCTHoro MeHio BceraButh > Crosoern

cieBa / Crosnbern cripaBa.

— Jling BcraBku cronibia ciieBa HakmuTe codetanve Kinasum Alt+L (Windows, Linux)
wm ~~0ption+L (macOS). []is1 BcraBku cTosb11a cripaBa HAXKMUTe COUYeTaHHe KIIaBUIII

Alt+R (Windows, Linux) uim ~Option+R (macOS).

YTo06b! 106AaBUTH HECKOJIBKO CTOJIOIIOB, BBIIIOJIHUATE CJIeAYIOIIMe IefCTBHUS:
1. Boigenurte Takoe KOIMYECTBO CTOJIOIIOB WIH siueeK 10 TOPU30HTAIU, KOTOPOe paBHSIETCS
KOJIMYECTBY CTOJIOIIOB JIJIsl BCTABKH.
2. BcraBbTe CTONOIBI OAHUM U3 CJIeIYIOIUX CIIOCOO0B:
— Bribepure myHkT komaHAgHOro MeHi Ta6muma > BcraButrs > Crosber; cieBa /
Crouben cripaBa (cM. Pucynok 95).

— Ha mnaneru wuHcTpymeHTOB, B pasgene fdeiiku (cM. Pucynok 96) Haxmute

W .,
KHOIIKY BbIIIaIdOIIero MeHr (BCTHBI/ITI) AYCUKY, CTOJIﬁEII HWIn CTPOKy) 151

BbI6epI/ITe E BcraButh CTOJIﬁEII cJ1eéBa 1in ﬂ BcraBuTth CTOJIﬁEII CIIpaBad.
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— TlpaBo¥i KHONKOW MBIIM IEJIKHUTE II0 JIFOOOMY MeCTy BLIOPAaHHOIO JHala30Ha M
BBLITIOJTHATE KOMaH/y KOHTeKCTHOro MeHio BcraButh > Crosoern cieBa / Cronoerx

crmpaBa.

— Jlns BcTaBKM CTOJNIOIOB CiieBa HakmuTe coderanre KimaBuin Alt+L (Windows, Linux)
wm ~Option+L (macOS). [Insg BcTaBku CTOJOIOB CIpaBa HaXXKMHTE COYETaHHe

kiaBuil Alt+R (Windows, Linux) v ~=Option+R (macOS).

YTo6BI yIBOUTH KOJIMYECTBO CTOJIOIIOB HA JIUCTE, BLIMIOJIHUATE CIIeYIOIIUe IeHCTBUS:
1. Beimenwure 11eIMKOM JIFOOYIO0 CTPOKY Ha JiicTe (cM. pasnen 4.3.6.1).

2. BcraBbTe cTonOIBI OQHUM U3 CIIOCOO0B, OMMMCAHHBIX BHIIIIE.

4.3.5.2 BcTaBUTBH CTPOKH

Yto06bI OBICTPO A0OABUTH OHY CTPOKY, BLIIIOJIHUTE CJIeyIOI1e TeUCTBUS:

1. Boigenurte siueiiky WiM CTPOKY, CBepXYy WIHA CHU3y OT KOTOPOM HeoOX0JuMO 10OaBUTh
HOBYIO CTPOKY.

2. BcraBbTe CTPOKY OJJHUM U3 CJIeIIONIMX CIIOCOOO0B!
— Broibepure nyHkr komangHoro MeHio Tabmmma > BceraBute > CTpoky cBepxy /

Ctpoky cam3y (cM. PucyHok 95).
— Ha manemu uHcTpyMmeHTOB, B pasdnene fdeiiku (cM. PucyHok 96) HakmuTe KHOIIKY

W [
BBITIA/IAIOIIEr0 MEeHI0 (BcraBuTh s4eiiky, CTO/I0en WIM CTPOKY) U BbiOepuTe

TH BcraBUTB CTPOKY CBepXy WiH && BCTaBUTH CTPOKY CHH3Y.

- H_IEJ'IKHI/ITB 0 BBIJIEJICHHOM SYerKe WA 3dI'OJIOBKY BbIJIeJIEHHOU CTPOKHA HpaBOfI
KHOIIKOM MBIIIA U BBIIIOJIHATE KOMdHy KOHTEKCTHOI'O MEHIO BcraButh > CTpOKy

cBepxy / CTpoOKy cHH3y.

— JIy BCTaBKU CTPOKU CBepXy HakmuTe coderaHue kiauil Alt+A (Windows, Linux)
wm ~0ption+A (macOS). /Iy BCTaBKU CTPOKU CHH3Y HAXKMHUTE COUYeTaHHWe KJIaBHIII

Alt+B (Windows, Linux) um ~QOption+B (macOS).
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Y0661 106ABUTH HECKOJILKO CTPOK, BBITTOJIHUTE CJIeqyIolIre IeUCTBHUS:

1.

BLIJIEJ'[I/ITE TaKOe KOJIMYeCTBO CTPOK WM d4YeeK II0 BepTUKAJIM, KOTOpOe pPdaBHAETCA
KOJIMYEeCTBY CTPOK JIsI BCTABKH.

BcraBbTe CTpOKM OJHUM K3 CJIEAYIOIMX CIIOCOOOB:

Bribepure myHkT komaHmgHOro MeHo Taomuma > BceraButrh > CTpoky cBepxy /

Ctpoky cam3y (cM. PucyHok 95).
Ha mnanemu wuHcTpy™mMeHTOB, B pasnene fAdgeiikm (cM. Pucynok 96) Haxwmure

W <
KHOITIKY BBITIQJ]AIOIIET0 MEeHIO (BcraBuTh s4eiiKy, cTo0el; WIH CTPOKY) U

BeIOepuTe T BCcTaBUTH CTPOKY CBepXy Wi & BcTaBUTB CTPOKY CHE3Y.

[IpaBoii KHOIIKOM MBIIIM IIEJIKHUTE 10 JIF0OOMYy MeCTy BBIOPAHHOIO AWamna3oHa U
BBITIOJTHATE KOMaHJy KOHTeKCTHOro MeHi0 BcraButh > CTpoky cBepxy / CTpoky

CHH3Y.

J1J1s1 BCTaBKY CTPOK CBepXy HakmuTe codetanue kiaBuil Alt+A (Windows, Linux) v
~=Option+A (macOS). []js1 BCTaBKK CTPOK CHU3Y HaXXMUTe coueTaHue kiaBuil Alt+B

(Windows, Linux) wi ~Option+B (macOS).

YTo06BI YABOUTH KOJIMYECTBO CTPOK Hd JIMCTE, BBIIIOJIHUTE CJIeAYyIolIre JIeVCTBUSI:

1.

BrienuTe menukom Jiro6oii cTosbert Ha jucte (cM. pasfen 4.3.6.1).

2. BcraBbTe CTPOKHU OITHUM U3 CHOCO6OB, OITMCAaHHBIX BBIITIE.

4.3.5.3 BcraBuTh 14eMKH CO CIBHIOM

,HJ'IH BCTaBKHU sT9eek 0e3 3aMeHbl CylIeCTBYIOIIHUX NdHHbIX HWCIIOJIb3YHOTCHI CIDYHKI_II/II/I BCTaBKH

sg49eeKk CO COBHI'OM. CYH_IECTBYIOH_II/IQ JaHHbIe aBTOMATHUYE€CKU CMellldlOTCAd BIIPABO WJIM BHH3 B

3dBUCHUMOCTH OT BbI6p8HHOFO BapHWdHTAd BCTABKK Hd KOJIMYECTBO BCTABJIIEMBIX A4YeeK. Bce cchinku

1 GOpMYyJIbl, KOTOpPbIEe HCIIOJIb3YIOT CMelllaeMble B pe3yJibTaTe BCTAaBKHU SYEWKH, aBTOMAaTH4YeCK!

OOHOBJIAIOTCA.

YToOhI I[OGHBI/ITB €IMHUYIHYIO ITIYCTYIO H‘leﬁKy WK JUAdlla30H IIYCTBIX Sg49€e€eK, BbIIIOJITHUTEe

Clleqlytotire AeiCTBUS:

1.

BbinenuTe enuHWYHYIO SYeNKy WIM JUala30H, CBepXy WIM cjieBa OT KOTOPOro
HeoOX0UMO /100aBUTh NyCThle s4elku. BcraBisiembldl Manma3oH OyZeT Takoro xe
pasMepa, Kak U BblJIeJIeHHbIH, a stueiiky Oy/1yT BCTaBIeHbl OTHOCUTEJIBHO JIeBOW BepXHei

STYEHKH BBIIEJIeHHOIO JUarna3oHa.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 93



MonOdonc

2. BcraBbTe S4elKU OTHUM U3 CJIEIYIONIHAX CIIOCOOOB:
— Bribepure nmynkt komangHoro Metio Tabmuna > BeraBurh > SIdeiiku co caABHroM

Brpago / SIueiiku co caBurom BHU3 (cM. PucyHok 95).
— Ha manemm uncTpyMeHToB, B pasnene fdeiiku (cM. PucyHok 96) HakmuTe KHOIIKY

—_
W —
BBINAZIAOIIero MeHio | (BcTaBHTBL sdeiiKy, CTo/I0el WK CTPOKY) U BhibepuTe =

=
BcraBuTh Si9elKH CO CABHIOM BHOpaBo Wik = BCTaBUTH sSYeiKH CO CABUIOM

BHH3

— IllesikauTe TIO BBIIEJIEHHOM sYeMKe WIA J[Walla30Hy IPpaBOM KHOIKOM MBI U
BBITIOJTHATE KOMAH/y KOHTeKCTHOro MeHI0 BeraButh > $Iueiiku co ciBUroM BIpaBo /

Hdeiiku Co CABHUIOM BHH3.

YTOOBI BCTaBUTh CKONIMPOBAHHBIE STYEUKU CO CIIBUT'OM, BBIIIOJIHUTE CJIeYIOIUe IeHCTBUS:

1. CkomnupyiTe HY>XHBIe sTuelKH (CM. paszen 4.14.2.1).

2. Bpijenure eguHUYHYIO SYeliKy WM [AMAlla30H, CBepXy WIM CjeBa OT KOTOPOTO
HeoOXO/IMMO BCTaBUTb CKONMPOBaHHble sidelku. [Ipu BbleneHUM Juana3oHa sSYeNKd
OynyT BCTaB/IeHbl OTHOCUTENIBHO JIeBOW BepxHel sSiYeliKy Aralia3oHa.

3. BcraBbTe ckoNMpOBaHHBIE STYEHKU OTHUM U3 CJIeIyIOIIUX CII0COOO0B:

— Bribepure nmyHKT koMaHAHOTO MeHIO Tabsmia > BcraBuTh CKOMMpOBaHHbIE STYIEHKH

> Co caBurom Brpaso / Co casurom BHu3 (cM. PucyHok 97).

Tabnmua [aHubie WHcTpymentel  Buag  OB6wwid goctyn  Haactpovikm  CripaBka

BCTaBUTL CKOMMPOBAHHbIE AYERKMW... b i_, Co caBWrom BNpaso
BcTaBuTb... 4 ﬁ,b Co cABWIroM BHW3
— o

Ypanute... 4 =

Aueitkn
CKpbITh CTPOKY
Mokazatk cTpoky
CkpbiTb cTOnbeL, H

Mokazatk cTonbew,

Ob6begrHUTE S4Yernkn Ctrl+Alt+M

Pazbeld MHUTE AYEnKW Alt+Shift+M

b B HH

Pazmep Aueiku...

HEDEHOC no cnoeam

3akpenuTb BblbpaHHbIe CTPOKM U cTONBUBI 4

Pucynok 97 — KomaH/ibI BCTaBKM CKOIMPOBAHHBIX siueeK
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— Ha manemm uHcTpymeHTOB, B pasnene fdeiiku (cM. PucyHok 98) HakmuTe KHOIKY

' .
BbIIIaJd0OIero MeHIO (BCTaBI/ITI) CKOIINPpOBAHHbIE H‘IEI/IKI/I) n BbI6€pI/ITe

_ Fa
-~ BcraBuUTb CKOIIHPOBAHHBIE AYEHKH CO CABHUI'OM BIIPABO WIAU 1 BcraBUTB

CKOIINPpOBAHHbIC ST9eHKH CO CIBUI'OM BHH3.

= Y ey By H
G
.

Auerkm

BcTaeuTh CKOHMpOBaHHbIEH'—IEL?II{M CO C4BWrOM BNpaso

E\J/ BcTaeuTh CKOHMpOBaHHbIEH'—IEL?II{H CO CA4BWIrOM BHW3

Prcynok 98 — KHonku BCTaBKY CKOIIMPOBAaHHBIX SYeeK

— IllenkHuTe 1O BBIENIEHHOM sYeliKe WIM [Malla30Hy IIPpaBOM KHOIIKOM MBIIMU U
BBIIIOJIHUTE KOMAaHJy KOHTEKCTHOIO MeHI0O BCTaBHTH CKONMpOBaHHbIE SYeiKH >

Co cnBurom BnpaBo / Co cIBUTrOM BHHU3.

CKOHI/IpOBaHHbIe STYEHKHU 6y,ILYT BCTaBJIeHbl C COXpdHeHHeM NCXOOHOIo (l)OpMaTI/IpOBaHI/Iﬂ.

B tekymeit Bepcun «MoiOduc Tabnuiia» BcTaBKa CO CABUTOM HeJIOCTYIIHA IIpU paboTe ¢

AOKYMEHTOM B peXXuMe IpoCMOTPAd U COBMECTHOI'O peJdKTUPOBAHU .

4.3.6 BeigeuTh CT0J101BI HJITH CTPOKH

4.3.6.1 BeimennTh CcTOJI0€I] HIIM CTPOKY

YTOOBI BBIIENUTH CTOJIOEI UJTK CTPOKY, BOCIIOJIb3yUTEeCh OJHUM U3 CJIeIyIOIIUX CIIOCODOB:

— HaBegute kypcop Ha 3arojioBoK CTO/IONA MM CTPOKM TaK, 4TOOBI KypCcOp INpPHHSII
Buj + wim =+. [llenkHUTE 110 3ar0IOBKY JIEBOM KHOIIKOW MBIIIIH.

— IlenxuuTe 1o M060M sfuelike B CTPOKe WM CTONOIle, KOTOPbIM TpebyeTcsl BbIIEIUTh.
YToObl BBIIENIUTH CTPOKY, HaxkmuTe coderanue kiaBuill Shift+IIpoden. Ytobor
BBIJIETIUTH CTOJO e, HakmuTe codetanue kiaBuil Ctrl+IIpeoen (Windows, Linux) umm

{Shift+3 Cmd+IIpo6en (macOS).
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YroOBl BBIIETIUTH BCE CTPOKU, B KOTOPBIX PacIojioXkeHa 0Obe/lHeHHas sideliKa, BbIIeInTe
9Ty siueliKy U HaxkmuTe coueTanue kiasuil Shift+IIpooes.

YT1oO6BI BBIIEUT BCE CTONOIBI, B KOTOPBIX pacloyiokeHa 00beJUHeHHas! S9elKa, BbIeInTe
9Ty s4eriky u Haxvure codetanue kmaBuil Ctrl+IIpoden (Windows, Linux) wmm

{Shift+3Cmd-+IIpo6en (macOS).

4.3.6.2 BpimesinTh AUANa3oH CTOJIOI[0B HJIH CTPOK

st BbIenieHHsT HeOOJBIIOrO JMana3oHa CTOJIOIOB WJIM CTPOK BBIMOJIHUTE Cle[lylolre
JerCTBUS:
1. HaBenure Kypcop Ha 3arojIOBOK I1€PBOTO BbIIEJISIEMOTO 3JIeMeHTa TakK, YTOObI Kypcop
TIPUHSA BUI 4 WA =+,
2. 3axaB JIeBYI0 KHOIKY MBIIIIH, TPOTAIKMTE KYPCOp IO 3arojIOBKaM 3JIEMEHTOB, KOTOpPbIe
HeoOXOIUMO BBIAEJIUTh.

3. OTnycTuTe JIeBYIO KHOIIKY MBIIIH.

Jliis BBIIeIeHysl AYaria30Ha CTOJIOOB UM CTPOK, KOTOPBIM BBIXOJUT 3a IpeJiesibl BUAUMOMN
obacTy TabIUIIbI, BBIIIOJIHUTE CJlelyIoIye JeHCTBUS:
1. HaBemuTe Kypcop Ha 3arojIoBOK IMEPBOTO BbIJIESIEMOTO 3JjIeMeHTa TaK, YTOObl Kypcop
TIPUHST BUJ 4 WA —+.
2. Bblenure 3TOT 3arojI0BOK ITYKOM JIeBOM KHOIIKY MBIIIIH.
3. HaBemgute Kypcop MBIIIM Ha 3ar0JIOBOK TOCJIETHETO BBIEISIEMOTO 3JIeMeHTa TaK, YTOObI

oH nipuHsu1 BUJ 4 win =+ . [llenkHuTe 110 3arosioBKy, yaepkuBasi Haxkarou kiapuiry Shift.

4.3.6.3 Bp1einTh HECKOJIBKO HECMEKHBIX CTOJIOIOB MJIM CTPOK

YTtoObbI BBIIEJINTh HECKOJIbKO HeCMe’XHbIX CTOH6IIOB HJIN CTPOK OOHOBPEMEHHO, BBITIOJIHUTE
CJleyouye qeCTBUL:

1. BbII[EJII/ITe OJIMH CTOJIOEI] MJIM CTPOKY WJIM JUANa30H CTOJIOIIOB WJIM CTPOK.

2. Ynepxuas Haxarou kiaBuiry Ctrl / # Cmd, BbimenuTe aHaJOTWMYHBIM 00pa3oM

HeCMeXXHbIH cTosbel], CTPOKY WUJIH Ihala3oH.

B texymeit Bepcun «MoitOduc Tabmuia» Kk BblIeJIeHHBIM CTOJIOIAM MOXHO J100aB/ISITh
TOJILKO CTOJIOITBI WJTK JTMATla30HbI CTOJIOIOB, a K BbIIEJIEHHBIM CTPOKaM — TOJIbKO CTPOKHU

HJIK INAllda30HbI CTPOK.
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3. He ormyckas wiaBumry Ctrl / # Cmd, noBTopurte BblllelieHHe il IPYTHMX CTOJIOIOB,

CTPOK WM IXAIId30HOB, KOTOPbIE HY>KHO ,1106aBI/ITb K TeKyuemy.

MHokecTBeHHOe BblJiejieHre C6paCbIBaETC5{, €CJIi IEeJIKHYTb HpaBOﬁ WA JIEBOM KHOIIKOM

MBIIIIH, WM UCITOIb30BaTh codetanre Ctrl / # Cmd + mpaBasi KHOIIKA MBIIIH BHE BbIJIEJIEHHOTO

IMara3oHa.

MHoxxecTBeHHOe BblJleJieHHe TakKe cOpachiBaeTCs IIPU BbI30Be CJIeYIOIINX Ollepaliyii:

— BcraBka JAaThbl UJIM BpEMEHHU B BbI6paHHbIe STYeMKU.

- O6’b€}II/IHEHI/Ie " pa3belMHeHre BbI6paHHbIX sg49eeK.

— YcraHoBka 3dlITBI OJI BbIGpaHHbIX sg49eeK.

— IlepecueT BbIOpaHHBIX STYEEK.

— IIpumeneHue onepanuu « ABTOCyMMa Jij1s1 BbIOPAaHHBIX sSTYeek.

— BcraBka u yaajieHnne BbI6paHHbIX ss9eeK CO CABUI'OM.

Onepaum[ N3 CIIMCKa BBIIIIe 6YJIE‘T IIpUMEHeHa K CTPOKe, CTOJ'IGI_IY WUJIN OUAIId30HY CTPOK

WJTH CTOJIOIIOB, KOTOPBIM ObUT BBIZIEJIEH ITOCTIETHUM.

4.3.6.4 Oco0eHHOCTH PadOTHI HEKOTOPBIX ONepanyii IPH MHOKeCTBEHHOM BbIJIeJICHUH

DyHKIHOHAIbHBIN

010K

Onepanus

Pe3ynbTaT BHINOITHEHUS

JlericTBus C sTUeiKaMH,
CTOJIOIIaMU ¥ CTPOKAMU

Hsmenenue paszmepa
BBIJIEJIEHHBIX CTOJIOIIOB
WJTU CTPOK
MIPOTSITUBAHUEM
3aroJI0BKa MBIIIBIO
(pa3nen 4.3.8.1)

O)II/IHaKOBbII‘/JI pa3Mep yCTaHaBJIMBAETCA IS

KakKJIOH BbIJIEJIEeHHOW CTPOKH WJIA CTOJIOIA

ABTOTIO/160D MIMPUHEI
CTOJIOIIOB MJIU BBICOTBI
crpok (pasmen 4.3.8.2)

Pasmep nopbupaercs 1o copep>xumMomy sS'IedKy
C Ha1OOJIBIINM KOJIMYECTBOM JIAHHBIX B KaXKJIOM

BBIJIEJIEGHHOM CTOJIOTIe UITH CTPOKe.

Ycra"oBka TOYHOR
IITUPUHBI CTOJIOA WK
BBICOTHI CTPOKH
(pa3nen 4.3.8.3)

BBenenHbIi pa3Mep yCTaHABIIUBAETCS IS
KaXKII0W BBIJIEJIEeHHOM CTPOKU WX CTOJIOIA.

YcTaHoBKa TOYHOTO
pasMepa sSTYerKu
(pasnen 4.3.3)

BBenennnliii pa3aMep yCTaHaBIMBAETCS AJIs
KaKJIOW sTYeMKU BbIJIeJIeHHBIX CTPOK WU
CTOJIOIIOB.

BcraBka cronbia ciieBa
WJIU CTIpaBa
(pa3nen 4.3.5.1)

CTOJ'I6IIbI BCTaBJIAIOTCA OTHOCHUTEJIbHO KaXXJ0T'0

BBIZIeIeHHOro cTosibna. [lpeapimyiiee
BbIZleieHre cOpachiBaeTcs, GOKyC
YCTaHaBJIMBAETCSA HA BCTABJIEHHBIX CTOJ'[6HaX.
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BcraBka cTpoku cHU3Y
WK CBepXxy (paszen
4.3.5.2)

CTpoku BCTaBJISIIOTCSI OTHOCUTETbHO KaXKIOM
BbIJIeJIeHHOM cTpoku. [penpinyiiee BoiiesieHve
cbpaceiBaeTcs, GOKyC yCTaHABIMBAETCS Ha
BCTaBJIEHHBIX CTPOKAX.

BcraBka siueek co
CIIBUTOM
(pa3nen 4.3.5.3)

BcraBka BBIIIOJIHAETCS TOJIBKO JJIsL CTOJ'IGLIH Wi
CTPOKH, BbII€JIEHHbIX IMOCIIeTHUMMU.

®Dokyc 0CcTaéTcs Ha BBIIIEJIEHHOM IMaIia3oHe.

3akpeIuieHre CTPOK U
CTOJIOITOB
(pasmen 4.3.9.1)

BriienenHsIl [yana3oH 3aKperuisieTcs o
HW)XHeU CTPOKe WIN KpalHeMy IPaBOMY
cToNoIy

CKpbITHE CTPOK U
CTOIOIIOB
(pa3nen 4.3.7.1)

Brinenennbie CTOOIBI / CTPOKU CKPBIBAIOTCS,
MOBeJIeHre OKPYXKAIOIUX 3JIeMeHTOB
COOTBETCTBYET CKPBLITHIO ITPU OIMHOYHOM
BBIOOpE.

Y nanenue cTpok U
CTONOIIOB
(pasmen 4.3.11.1)

CronbIibl WM CTPOKU, B KOTOPHIX BhIJIeJIEHbI
STYeNKH, YIaIsSIOTCS.

Y nanenue s4eexk co
CIIBUTOM
(pa3nen 4.3.11.3)

Y naseHue BLIMIOIHAECTCS TOIBLKO IS CTOJIONA
WJIH CTPOKH, BBIIEJIEHHBIX MTOCIIeTHAMHU.

CDOKYC OCTaéTcCs Ha BhIIeJIeHHOM [IMarna3oHe.

KommpoBanmue saeex
(pasmen 4.14.2)

KonmpyroTcs Tonbko BUANMBIE STYEHKU B
BbIZIeJIeHHBIX CTONIOIAX WIK CTPOKAX.
CkomMpoBaHHBIN TUATIA30H BHIIETISETCS
TOTIOJTHUTETBHBIM (POKYCOM.

BripesaHue siueex
(pasnen 4.14.2)

BprQBaI-OTCH TOJIBKO BUIIUMBbIE STYEUKHU B
BbIJleJIeHHbIX CTOHGHaX WK CTPOKax.

JlericTBUS C JAaHHBIMH

BBon manHbBIX 63
JBOWHOIO I1[eJIYKa 110
siYeliKe WUJIA BBOJ Yyepe3
CcTpoky ¢popmyn
(pasnen 4.4.1.1)

JlaHHBIe BBOJISITCS B BEPXHIOIO STUeMKY CTOJIOIa,
BBIJIeJIEHHOI'0 [I0CJIeJTHUM, WA B KPAaUHIOK
JIeBYIO STYEVKY CTPOKH, BBIJEJIEHHOU IIOCIeHeN.

BcraBka crienmanbHOro
cumBona (pa3pen 4.4.7)

CuMBOJT BBOIUTCS B BEPXHIOIO STYEMKY CTONOIIA,
BBI/IEJIEHHOT'0 TIOCJIeJTHUM, WUJIA B KPAaHIOIO
JIeBYIO STYEMKYy CTPOKH, BbIJEJIEHHOU IIOCTIe[Hen.

OdncTka CoepKUMoro
siyeek (pasgen 4.4.11)

HHHHBIE YAOAIAKOTCA U3 BUIUMBIX d4eeK B
BbIJJleJIeHHbIX CTOHGHaX WJIK CTPOKax.

VY nanenue cCbUIOK
(pasnen 4.4.5.8)

Cchuiku YaandaroTCAd U3 BCeX BUJUMBIX sg49eeK B
BbIJIeJIeHHbIX CTOH6HaX WJIA CTPOKax.

HacTpotiku 9uciioBoro
¢dopmara (pasmen 4.5.2)

HocTynHs! Bce oleparyy ¢ YUCIOBbIMU
¢dopmaTamu. HacTpoiiku IpuMeHSIIOTCS KO BCceM
BbIOpDAaHHBIM STYEHKaM.

dopmaTrpoBaHue

Hacrpotiku mipudra
(pasnen 4.13.1)

JloCTyIIHBI BCe orepaliiy co MpudTaMH.
HacTpoiika nmpumeHsieTcs KO BCeM BHIOPaHHBIM
sT9eHKaM.
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BripaBHHBaHUE
(pa3nen 4.13.6)

JloCTyIHBI BCe orepaliii BbIpaBHUBAHUSI.
Hacrpotika mprMeHsieTcst KO BCeM BBIOPaHHBIM
sT9erKaM.

3anuBKa (pasmen
4.13.10)

Hactpotiku npuMeHsIIOTCS K sSTYeiikam B
BBHIOPAHHBIX CTPOKAaX WJTH CTOJIOMAX.

Hacrpotika rpanurt
stueek (pasgmen 4.13.11)

HaCTpOfIKH MIPpUMEHSAIOTCA K s'YerKaM B
BbI6paHHbIX CTPOKdX HUJIN CTOJ'I6IIaX.

[IepeHoc 110 ciioBamM
(pasmen 4.13.8)

Hactpoiika npumeHsieTcs: K COIEpKUMOMY B
BbIJIeJIEHHBIX SYeiKax.

Konmposanue
¢dopmaTtupoBaHus
(pasmen 4.13.12)

Konupyetcst popmaTrpoBaHue TOIBKO BUIUMBIX
sTUeeK.

IIpu onvHaKoBOM pOpMaTUPOBaHUU
BbIJleJIeHHBIX S9eeK CKOIIMPOBaHHOe
¢dbopMaTHpOBaHUe IIPUMEHSIeTCs B TIOJIHOM
obbeme.

IIpu pa3zHOoM dpopMaTUPOBAHUH UCIIOIb3YeTCs
¢opmaTrpoBaHUe BepxHel JIeBOM STUerKu
BBIJIeJIEHHOI'0 TMara3oHa.

Dopmybl ¥ PyHKITUN

BBop popmyinsl uepes

CTpoky ¢popmyi
(pasmen 4.6.6)

®opmyIia BBOJUTCS B BEPXHIOIO STUEHKy
BBIJIEJIEHHOTO TIOCTIeTHUM CTOJIOIA UJTH B
KpaWHIOIO JIeBYIO SUYeiKYy BblIeJIeHHOU
IIOCeJHEeN CTPOKHU.

ABTOMaTHUeCKOe
BbIUKCIIeHHe GYHKITHIA
(pa3men 4.6.5)

ABTOMaTHYeCKOe BbIYMCIIeHHEe BBIIIOIHAeTCS 10
JIAaHHBIM B BBIJIEJIEHHBIX TYeMKaX OOHOKPATHO,
MepeKphITHe BhIfIeJIeHHBIX AUala30HOB Ha
pacyeT He BIHsIeT.
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4.3.7 CKpBITH WIH MOKA3aTh CTOJI0EI] WJIH CTPOKY

4.3.7.1 CKpBITH CTOJI0CI] HJIH CTPOKY

YToOb!I CKPBITH CTOJIOEI] WK CTPOKY, BBIIOJIHUTE CJIeAYIOIre IefCTBUSL:
1. Boimenure 1earkoM HeOOXOIUMBIHA 37IeMeHT WM 3JIeMeHTHI (CM. pasnen 4.3.6.1).
2. BbInoHATEe KOMAaHTy CKPBITUS 3JIeMEeHTa OJJHUM U3 CIIOCOOOB:
— Bribepure nmyHKT koMaHAHOTO MeHio Tabsumna > CKpeITh cTosoern / CKPBITh CTPOKY

(cm. Pucynok 99).

Tabnvua [fanHble  WHctpymentel  Bug  Ob6wwin goctyn  Hag

BctaButh CKONMMPOBAHHBbIE AYEHKM... 4

BctaButh... ’

Yaanute...

CkpbITb CTPOKY
MokazaTb CTPOKY
CkpeITh cTONbBEL

MokazaTtk cTonbel,

Pucynok 99 — Komanguoe mento Tabauna

— HpaBoﬁ KHOIIKOM MBIIIN IIeJIKHUTEe II0 3dl'OJIOBKY 3JjIeMeHTad W BbIIIOJIHUTEe KOMadHIOYy

KOHTeKCTHOTO MeHI0 CKpBITH cTosifer i CKpPBITH CTPOKY.

CKpbITBIe 37IeMeHThl 0TMeYaloTCsl MapKepoM B 3arosioBke (cM. Pucynok 100).

b 10000

Pucynoxk 100 — CkpbITble CTpOKH

CKprTbIe CTPOKH U CTOJ'I6LIbI He BBIBOJSTCS HA I1€4aTh.
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4.3.7.2 Iloka3aThb CTOJIOCI] HJTH CTPOKY

YTo6bI 0TOOPA3UTh CKPBITHINA CTOJIOEI UK CTPOKY, BBITIOTHUTE CeIyIOIIHe JeHCTBUS:

1. Beimenurte aBe cTpoku wim crosbra (cM. paszmen 4.3.6.1) Mexay KOTOPhIMUA HaXOAUTCS
CKPBITBIN 3JIEMeHT.

2. BroimonauTe KOMaHAY OTOOPayKeHU s 3JIeMeHTa OJJHUM U3 CIIeyIOIMUX CIIOCOOOB:
— Broibepure myHKT KOmaHmHOrOo MeHio Tabsmma > Ilokaszars crosoer / Ilokasars

cTpoky (cM. Pucynok 99).

— IIpaBo¥i KHOIIKOM MBIIIH IEJKHUTE TI0 3arojIOBKaM BBIIEJIEHHBIX CTOJIOIOB / CTPOK U

BBIIIOJIHUTE KOMdHy KOHTeKCTHOI'O MeHIO IToxazarhb CTOJIGEH w Iloxasarb CTPORY.

Ilocne BbITIOTHEHUS KOMadH/IbI OTO6pa>KaIOTC$I BCe CTpPOKH / CTOJ'I6LU:>I, CKpbITBIE 1101

MapKepOM.

4.3.8 N3meHnuTh pazmep CT0JI0NA WIN CTPOKH

Pasmep cTpoku uimm crosnbiia MOXXHO U3MEHUTh OJJHUM U3 CJIeAYIOIUX CII0COOOB:
— IepeMeCTUTb IPaHMITy CTOJIOIA / CTPOKU BPYYHYIO;
— aBTOMAaTWYecKy 1oJ00paTh MIMPUHY CTOJIOA / BBICOTY CTPOKHU 110 COAEPKUMOMY;

— YKda3dTb TOYHYIO IIMPUHY CTOJ'I6LIa / BBICOTY CTPOKH.

4.3.8.1 N3MeHUTH BPYUYHYIO

YTOoOBI UI3MEHUTDH pa3Mep OJIHOTO CTOJIOIA UITM CTPOKHU, BBITIOJTHUTE CIIeyIOIIUe IeUCTBUS:

1. HaBemuTe Kypcop Ha IpaByIO I'PaHHUIly 3arojIOBKa CTOJIOIA MM HA HUXKHIOKO T'PaHUILY
3aroJioBKa CTPOKH TaK, YTOOBI KYpCOP MPUHSI BUJ IBYCTOPOHHEH CTPeJIKU.

2. VYpepxuBas HakaTOW JIeBYI0 KHOIMKY MBbIIIM, IlepeMecTUTe TpaHUIly B TpebyeMoe
IIOJIOXKEHMe.

3. OTmycTuTe JIeBYIO KHOIIKY MBIIIH, YTOOBI 3aHUKCUPOBATh BEIOpAaHHOE MOJIOXKEeHUe.

YT0oOB! YyCTaHOBUTH OJMHAKOBBINA pa3Mep [JIsi HECKOJIbKUX CTOJIOIOB / CTPOK, BBIIIOJIHUTE
CJIeyouye 1eiCTBUL:

1. Boigenurte faHHBIE CTOJNOIBI / CTPOKHU.
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2. YcraHOBUTE AJII OJJHOTO CTOJIOIA / CTPOKU pa3Mep, KOTOPBIM TpeOyeTcsl MPUMEeHUTD JIJIs
BCeX BblJIeJIEHHBIX CTOJIONOB / CTPOK. Jljist aToro:

— HaBenure kypcop Ha MpaByIO TPaHHMITy 3aroJioBKa JitoOOro CTOJONA WM HAa HIKHIOKO

TPAHMITY 3arojioBKa Jit0OOM CTPOKM TaK, 4TOOBI KypCOp NPWHSUT BU JIBYCTOPOHHEH

CTPEJIKH.

— VYIepxvBas HaXaTOM JIeByI0 KHOIIKY MBIIIM, IlepeMecTuTe TI'paHUlly B TpeOyemoe

I10JIO>KeHHe.

— OTnycTUTe KHOIKY MBIITH, 9TO0bI 3apUKCUPOBATh BLIOPAaHHOE TI0JIOXKEHHE.

J1J1s1 BBIZIEJIEHHBIX CTOJIOIOB / CTPOK Oy/leT aBTOMAaTUYeCKH YCTAaHOBJIEH pa3Mep, yKa3aHHbIN
IUIs1 TAaHHOT'O CTOJIONA / CTPOKH.

YT0oO6B! yCTaHOBUTH OJJMHAKOBBIM pa3Mep MJIsl BCceX CTPOK / CTOJOLIOB B paboyeil obiacTtu
(cM. pasmen 3.6), BbimenuTe Bce siYedKM JucTa (CM. pasfien 4.3.2.2) ¥ BBINIOJIHUTE aHAJIOTHYHBIE

JeUCTBUS.

4.3.8.2 IlomoOpaThs aBTOMaTHYeCKH

YroObl aBTOMATUYECKHA TMOAO0OpaTh IIMPUHY CTOJOINA TIO0 COAEpXKUMOMY SYEMKH C
HauOOJIBIIUM KOJIMYECTBOM JIAHHBIX, BBITIOJIHATE OJTHO U3 CJIAYIONIUX JeHCTBUIMA:

— HaBeaute Kypcop MBIIIM Ha MpaBYIO T'PaHUILy 3arojioBKa CTOJIONA Tak, YTOOBI Kypcop
MIPUHSUT BU] IBYCTOPOHHEU CTPeJKH, Y ABAXK/IbI IIEJIKHUTE MBIIIbIO.

— IlenxHuTe MpaBOMl KHOIKOW MBIIIM TI0 3arojIOBKY CTOJIOIA U BBHIIOJHUTE KOMAaHAOY
KOHTEKCTHOTO MeHI0 BBHIPOBHATH 10 HIHPHHE COAePKUMOTO.

— IllenkHuTe TpaBOM KHOMKOM MBIIIA I10 3arojIOBKY CTOJION@ M BBIIOJIHUTE KOMaHY
koHTekcTHOro MeHio IIlupuna crondna. B okne Illupuna cronbma (cM. Pucynok 101)

BbIOepuTe 3HaueHre Ilogo0paThs aBTOMaTH4yecku 1 HaxkmuTe KHONIKY OK.
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WwnpuHa cronBua >

334aTe BPYYHYHD
Lupuna

4,29 cm w

O Mogobpate aETOMATUYECKI

Pucynok 101 — Oxno IITupuna cronodma

Yro6bl aBTOMAaTUUECKU 10J00paTh BBICOTY CTPOKA II0 COAEPXXUMOMY SYeMKU C
HauOOJIbIIMM KOJIMYeCTBOM JIJaHHBIX, BBIIIOJIHATE OJJHO U3 CJIeIYIOUIMX JeHCTBUIM:

— HaBenute Kypcop MBIIIM Ha HUXKHIOIO T'PAaHUITY 3arojIoBKa CTPOKHM TaK, YTOOBI Kypcop
IIPUHSUT BUJ| IByCTOPOHHEH CTPeJIKY, U JBAXKIbI IIIeJIKHUTE MBIIIbIO.

— IllenxHuTe mpaBOW KHONKOW MBIIIM IIO 3arojIOBKy CTPOKM W BBIIIOJIHWTE KOMaHIY
KOHTEKCTHOTO MeHIO BBHIPOBHATH 110 BHICOTE CONePKUMOToO.

— IllenkHuTe TpaBOM KHOIKOM MBIIIM II0 3arojIOBKy CTPOKM M BBINOJIHUTE KOMaHAY
KOHTeKCTHOro MeHI0 BbicoTa cTpoku. B okHe BeicoTta crpokm (cMm. Pucynok 102)

BbIOepuTe 3HaueHre IlogodpaTh aBTOMaTH4Yecku U HaxkMmuTe KHONIKY OK.

BricoTa cTpokm >

3ajaTh BPYYHYHD
BricoTa

0,36 cm w

o MogoBpaTe aBETOMATUYECKK

Pucynok 102 — Okno BbicoTa cTpoku
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YToOBI aBTOMAaTW4YeCKH TMO00paTh IIMPUHY / BBICOTY HECKOJBKHUX CTOJIOIOB / CTPOK,
BBITIOJTHUTE CIIeYIOIe IeHCTBUS:
1. Brimenure TpebyeMble CTONOIBI / CTPOKH.
2. BroimonHuTe aBTOMOAOOP MIUPUHBI / BEICOTHI OJTHAM U3 CJIEYIOITUX CIIOCOOO0B:
— HaBeaure Kypcop MBIIIHM Ha TPAHHUITY MEXIY IBYMS JIFOOBIMH 3ar0JIOBKaMU CTOJIOIIOB /
CTPOK B BBIZIEJIeHHOM JIMalla30He TaK, YTOObl KypCOp TPHHSJT BHUJ JIByCTOPOHHeN

CTpesiKd. JIBaKIbl IIEJIKHUTE MBIIIIBIO.

— IllenkHUTEe TIPaBOM KHOIIKOM MBIIIM II0 3aroJIOBKy JIOOOro crosbiia / CTPOKA B
BBIJIEJIEHHOM JIMaria30He M BBIIOJTHUTe KOMAHAY KOHTEKCTHOTO MeHIO BhIpOBHATH 1o

mypuHe COAepuMoro 1in BprOBHSITI) 110 BBICOTE COAEPKHNMOTo0.

— IllenxHuTe NpaBOM KHONKOM MBIIIM II0 3arojioBKy Jitoboro crosibia / CTPOKU B
BbIJIeJICHHOM JMalla3oHe W BBIINOJIHWTE KOMaHAy KOHTeKCcTHoro MeHio IIlupuna
crondouna win Beicora crpoku. B otkpobiBiiemcs okHe (cM. Pucynok 101 u
Pucynok 102) Bwibepure 3Hadenuwe I[logo0paTh aBTOMATHYeCKH U HaXXMUTe

kHonky OK.

I[J'[H Kaxaoro CTOJ'I6I_[EI / CTPOKH B BblIeJIEHHOM IHdIId30HE HOI[6€p€TCH Y PHUHA / BBICOTA 10

COAEepXUMOMY YUK C HAauOOJIBIINM KOJIMIeCTBOM JdHHBIX.

4.3.8.3 Yka3aThb TO4YHBII pa3mep

YToOBl yKa3aTh TOYHYIO IIMPUHY JJISi OJHOTO / HECKOJIbKUX CTOJIOIOB WJIM BBICOTY IS
OJIHOM / HECKOJIbKUX CTPOK, BBIIIOJTHUTE ClIeJlyIolye AeHCTBHUS:

1. Boigenurte faHHBIE CTOJOIBI UM CTPOKH.

2. lenkHUTe TpPaBOM KHOMKOM MBIIIM 1O 3arojioBKY Jt0O0OTO CTosIOla WKW CTPOKH B
BbIZIEJICHHOM [Malla30He M BBINOJHUTE KOMaHAy KOHTeKCTHOro MeHio Illupuna
crosbna wivi BeicoTa cTpoku.

3. B ortkpobiBiieMcs okHe (cMm. Pucynok 101 u Pucynok 102) ykaxure Tpebyemyro
IIInpuny cronbmos wiv BeicoTy CTpOK.

4. Haxwmure kHonky OK.
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4.3.9 3akpenuTh CTOJIONBI, CTPOKH WIH 00JI1aCTh

3akpelrieHWe CTOJIOLOB, CTPOK M obsacred HCIoONb3yeTcs Npy pabore c 6HombIIMMU
obpemam J1aHHBIX. [Ipy poKpyTKe jiMcTa BIIPaBO W/WJIM BHU3 3aKpelljieHHas! CTPOKa, CTojberl Uiiu
o0uacTh Bcersia oTobpakaeTcsl Ha 3KpaHe.

3aKpeIyieHHbIHN 3JIeMeHT OT/ieNsieTCs OT IPYTUX 3JIeMeHTOB JIMCTa KUPHOM JIMHKEeH.

Ecnmu ctpoka wiu cronber 3akpeluisieTcs NPU HAJIWMYMU yXKe 3aKpelVIeHHOM CTPOKH WIN
cTonbua, To NpeablIyIlast HACTPOMKA IJIs UIeHTUYHOTO 3JleMeHTa lepecTaeT 1elCTBOBaTh.

[Tpu pabote B npunoxenuu « MoiOduc Tabnuia» MOXXHO 3aKpeIuThb:

— OOWH WIM HEeCKOJbKO CTosibnoB (cM. PucyHok 103) — mpu mpokpyTKe JIMCTa BIIPAaBO

0TOOpaXKaroTCsl TOJIBKO 3aKpeIllleHHble CTOJIONBI, a BCe CTOJIOIBI, KOTOpPble HAaXOASTCS

JieBee, CKPbIBAIOTCs C OKPdHA4;

Woe = on o B g =

—
(=]

Pucynok 103 — 3axpemnsien cronber; B

— OJIHy WM HeCKolbKo CTpok (cMm. Pucynok 104) — mpu mHpokpyTke JIMCTa BHU3
O0TOOpaXKalOTCSl TOJIbKO 3aKpelieHHble CTPOKH, a BCe CTPOKH, KOTOpble HAXOJSITCS

BbIIIIE, CKPBIBAIOTCYA C 3KPaHA,;

13
&
17

Pucynok 104 — 3akperieHa cTpoka 4
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— CTONOIBI ¥ CTPOKHU ofHOBpeMeHHO (cM. PucyHok 105) — rpu mpoKpyTKe JIMCTa BIPaBO U
BHM3 OTODOpaXkalOTCSI TOJIBKO 3aKpeIlyleHHble CTOJIOIBI M CTPOKH, a BCEe CTOJIOIHI,
KOTOpble HAXOJSTCS JieBee, U CTPOKU, KOTOpble HAXOISTCS BbIllle, CKPBIBAIOTCS C

SKpaHa;

15
16
7
18
19

Pucynok 105 — 3akpemsiensl cromnbus B u C u crpoku 3 u 4

— o0JyacTb 3KpaHa, B KOTOPOM BepxHeW JIeBOM siueMKoM siByisieTcs siuerika Al, a mpaBoi

HIDKHEeN siuelKoM — siueiika, yka3aHHas mojib3oBaresieM (cM. Pucynok 106).

Pucynok 106 — 3akpemieHa o6sactb

4.3.9.1 3akpenuTh CTOJIOIBI HIIN CTPOKH

YToOBbI 3aKpenuTh OJWH WM HECKOJIbKO CTOJIOIOB WJIM OJIHY WM HECKOJIbKO CTPOK,
BBITIOJIHUTE CJIeyIOIIue IeUCTBUS:
1. Boigenurte Tpebyemble CTOJIOIBI / CTPOKU LIEJIMKOM WJIM BbIIEJIATE JIF00Oe KOJIMYeCTBO
siYeeK, PacoJIOKeHHbIX B JAHHBIX CTOJIOIAX / CTPOKAX.
2. 3akpenuTe CTOJOIBI / CTPOKH OJTHUM U3 CJIeJTyIONIHUX CIIOCOOOB:
— Broibepure myHKT koMaHAHOTO MeHIO Tabsmia > 3akpenuTh BHIOPAHHBIE CTPOKH U
crosibibl (cM. Pucynok 107). B oTkpeiBiIeMcst IOAMEHIO BbIOepUTe IyHKT 3aKpenuTh
10 TOPU30HTAJIM, YTOOBI 3aKPeluTh CTPOKU, WM 3aKPeluTh 0 BepPTHKAJIM, YTOOLI

3dKPpEeInTb CTOJ'I6I_[bI .
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Tabnwvua

[aHHble

NHCTpyMeHTI

Bug  O6wwid goctyn  Hapctpoiiku  CripaBka

BcTaBuTb CKOMWpPOBaHHbIE AUSHKM...

BcTaewuTe...

Yaanute...

CKpbITh CTPOKY

MokasaTb cTpoOky

CkpeiTe cTOn6eL,

Mokazatk cTonbel,

H B [

Pa3mep aueikw...

OB BbEAVHUTL AYENKN

PazbesMHWTL AYEerKK

I'IepeHoc no cnogam

OB . E

, B =~

Aueiikn

Ctrl+Alt+M
Alt+Shift+M

3aKpenuThb BblGpaHHbIe CTPOKU W CTOAG LB 4 3aKpenuTb NO ropusoHTaM

SBKpEI'I WTh NO BEPTUKaNW

CHATb BCE 3aKpennexHua

B v
e v

Pucynok 107 — [logmenio 3akpenuTs BHIOpAaHHBIE CTPOKH H CTOJIOLBI

— Ha manem uHCTpyMeHTOB, B paszesie $fIdeiikm Haxkwvure KHONKy B 3akpenuTh

(cm. Pucynok 108).

— Ha nanem HUHCTPYMEHTOB, B pa3iejie Sueliky HAOKMHUTe Ha CTPEJIKY CIIpdBd OT KHOIIKH

= 3akpemmuts (cM. Pucynok 108). B oTkpeIBmIEMCS TMOJMEHIO BbIOEpUTe ITyHKT

3akpenuTh N0 TOPH30HTANM, YTOOBl 3aKPeNWTb CTPOKH, WIM 3aKpelmuThb II0

BEpPTHKAJIH, YTOOBI 3dKPEInTb CTOJ'[6LIBI.

[ HE
i

Auenkmn

L
%

- v

E A8 DA #

BR:::

3aKpEI'IMTb Mo ropuaoHTann

38KpEI'IMTb Nno BEPTUKANN

3akpenunTb BbIbpaHHbIe CTPOKK U CTONDLBI

3akpenuTb obnacTe

CHATB BCe 3aKpenneHus

Pucynok 108 — Knonka 3akpenurs
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4.3.9.2 3akpenuTh CTOJIOIBI H CTPOKH

YT10o6BI 3aKpenuTh OJJTHOBPEMEHHO U CTPOKH, U CTOJIOIIbI, BBIIOJIHUTE ClIeJlyIolye AeCTBUS:
1. Boigenure mr000e KOJMYECTBO siueeK, pacloyIOXKeHHBbIX B CTOJIOIAX / CTpOKax, KOTOpble
HEeOOXOMMO 3aKPeITUTh.
2. 3akpemnuTe CTOJOIBI U CTPOKH OJTHUM U3 CJIEIYIONIHUX CIIOCOOOB:
— Ha maHenmu uHCTpyMeHTOB, B paszieie SI4eliku HaXMUTe KHOIKY M 3aKpenmuTh

(cm. Pucynok 108).

— Ha nanenu UHCTPyMeHTOB, B pa3ziesie fI4eiiku HaXKMUTe Ha CTPeJIKY CIIpaBa OT KHOIIKU
B¥ 3akpenuTh ¥ B OTKpHIBLUIEMCS IIOIMEHIO BbibepUTe TMyHKT 3aKpemuThb

BbIOpaHHBIE CTPOKHU U cTOJI0NEI (cM. PrcyHok 108).

- H_IeJ'IKHI/ITe I10 3aI'0JIOBKdM BbIJIeJIEeHHbIX CTOJ'I6I_[OB HJIK CTPOK r[paBoﬁ KHOIIKOW MBIIIHN
W BBIIIOJIHUTE KOMAHAY KOHTEKCTHOI'O MeEHIO BaKPEIII/ITI) Bblﬁpal-ll-[ble CTPOKH H

CTOJIONEI.

4.3.9.3 3akpenuTs 00;1aCTH

YTOoOBI 3aKpenuTh 06J1aCTh, BBHIIIOJIIHUTE CIIeAYIOIINe TeHCTBUS:
1. Beigenure siueliky, KoTopasi OyAeT SIBISTbCS IPAaBOM HMXKHEH sT9elKoM 001acTH.
2. 3akpenuTe 001aCTh OJTHAM U3 CJIEYIOIIUX CIIOCOOOB:
— Ha nanenmu uWHCTpyMeHTOB, B pasziene $Iuediku HakmMuTe KHONKY H 3aKpenmuTh

(cm. Pucynok 108).

— Ha naHenu uHCTpyMeHTOB, B pa3fiene SI4eliku HaXXKMUTe Ha CTPeJIKy CIIpaBa OT KHOIIKH
FH 3akpenuTh M B OTKPBIBIIEMCS MOIMEHIO BbIOEpUTe NMYHKT 3aKpemuTh 00JIacTh

(cm. Pucynok 108).

4.3.9.4 CHaTb 3aKpervieHue

YToObI CHATH 3aKpeIluleHHWe BCeX CTOJIOIOB M CTPOK B JIOKYMEHTe, BBIIIOJIHUTE OJHO M3
CJIeYIOIUX JIeMCTBUM:
— BpibepuTe nyHKT KOMaHHOTO MeHI0 Tabauna > 3akpenuTh BhIOpaHHBIE CTPOKH H
cToronp! > CHATH Bee 3akperutenus (cM. Pucynok 107).
— Ha nanenu MHCTpyMeHTOB, B pasfiene fI4eifiku Ha)kKMUTe Ha CTpPeJIKy CIpaBa OT KHOIIKU
HB= 3akpenmuTthb U B TMOAMeHIO BblOepuTe TMyHKT CHATH Bce 3aKpervIeHHs

(cMm. Pucynok 108).
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— IlenkHuTe 1O 3arojioBKy JiI0OOM CTPOKA WM CTOJOIA TPAaBOM KHOIKOM MBIMIA U

BBIIIOJIHUTE KOMdHAy KOHTE@KCTHOI'O MEHIO CHAaTb Bce 3aKpervIeHHu .

4.3.10 I'pynmupoBaTh CTOJIONBI WM CTPOKH

Jlsis  TPYNIUPOBKM JIaHHBIX BbIIeJIUTe CTPOKU / CTONOIBI, KOTOpble HeobOXOJuMOo
CTPYNIIMPOBATh, Y BBIIIOJHUTE OJIHO U3 CJIeNYIOIIMX JIeHCTBUH:
— Bribepute nyHKT KOMaHHOTO MeHIO JlaHHbIe > I'pynmupoBaTth cTpoku vy JlaHHbIe

> I'pynnupoBaTth cTosodns! (cM. Pucynok 109).

[JaHHble  WHcTpymeHTsl  Bug  OBwwmi goctyn  Haactpoi

3anatbk UMA...
YnpaBneHwve 3awmToin >

O6HoBuTs CBOAHYH Tabauuy
HacTtpouTb cBOAHYIO Tabauuy

Yaanutb cBOAHYO Tabanuy

HacTpouTb yMHYIO Tabanwy
MpeobpazoeaTts B 06bIYHLIM AManazoH

Yaanute ymHyo Tabanuy

pynnupoBaTs CTPOKM

Ipynnupoeate ctonbubl

epn Ho B

OUYMCTUTL FPYNNUPOBKY

Pucynok 109 — KomanaHoe meHo [lanubie

— Ha nmanenu mHCTpyMeHTOB, B pasferne SIueMKH HaXXMHUTe KHOIKY ¢f I'pynnupoBarsh
(cm. Pucynok 110).

— Ha nmanenu MHCTpyMeHTOB, B pazfiesie fI4elKu Ha)XKMUTe Ha CTPeJIKy CIpaBa OT KHOIIKU
¢f I'pynmupoBatk u BbiOepuTe NyHKT I'pynmmupoBaTh cTpoku win I'pynmupoBath

crosonsl (cM. Pucynok 110).
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= |y B =E2
= v

Aueikn
9@ [pynnupoBaTk CTPOKK
H Gg] [pynnuvpoBaTk cTON6LbI

g0

OuKMCTUTL TPYNNMUPOBKY

Pucynok 110 — Knonka I'pynnupoBatsb

3. IlenkHuTe mpaBoM KHOMIKOW MBIINIM B 3arojioBKe BBIJIEJIEHHBIX CTPOK / CTOJIOIIOB U

BBITIOJTHUTE KOMaH/y KOHTEKCTHOTO MeHto I'pynmupoBarts crpoku v I'pynmipoBars
CTOJIOLBI.

Ecnm BbizenieH muaras3oH siueek, a He UCKIFOYUTEIBHO CTPOKH / CTOJOIBI, TO TIPU HAXKaTHUH

Ha KHOIIKY of I'pynnupoBathb oTKpbiBaeTcs oKHO I'pynmupoBka (cMm. Pucynok 111), B koTopom
Heobx0JIMuMO BbIOpaTh TpeOyeMble 3JIeMeHTHI.

Mpynnvpoeka

lpynnupoBaTte CTROKKA

Ipynnupoeate cTonbukl

OTMeHa

Pucynok 111 — Oxxo I'pynmupoBka

HToroBor CTpOKOM KaXKIIOM TPYIIIIbI SBJISETCS camasi HMXKHSSL CTpPOKa rpyIibl. MToroBeiM
CTOJIOITOM TPYIIIBI SIBJISIETCS KpaMHUM MpaBbIk CTOJIOEI] 3TOM IPYIIbl. 3ar0JIOBOK UTOTOBOM CTPOKHU

Y UTOIOBOI'O CTOJIONA OKpallleH CepbIM I1BeToM. MOXHO co3AaTh 10 7 YpPOBHel IpyIil.

[Ipy HEoO6XOAMMOCTH MOXXHO OTOOpPa3uTh WJIM CKPBITh JlaHHble B Tpynmnax. s aroro
WICIIOJIb3YHTEe CUMBOJIbI CTPYKTYPBI: & win @.
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YToOBl OUUCTUTD IPYIIIIUPOBKY, BHIIIOJIHUTE CIeyolue JeHCTBUS:

1. Bbienute cTpokH / CTONOIBL, 1711 KOTOPHIX HEOOXOAMMO OUYMCTUTH TPYIIIIMPOBKY.

2. Brpibepure mnyHKT koMaHgHOro MeHioo JlamHble > QO4YHCTHTL TIPYNIIHPOBKY
(cm. Pucynok 109) wnu Ha maHenmd WHCTPYMEHTOB, B paszeiie flyedKH Ha)XMHUTE Ha
CTpeJIKy CIipaBa OT KHOIIKU ¢f I'pynnupoBare u BbiOepuTe NyHKT O4YHCTHTH

rpynnupoBky (cM. Pucynok 110).

HpI/I OTIIPABKE JIMCTA HAa IIe4dTb CIPYHIIMPOBAHHbIE [JdHHBbIE I1€4dTal0TCd B TOM BH/IE, B

KOTOPOM OTOOPaXaroTCs Ha JaHHBIN MOMEHT.
4.3.11 Ypanuth CTOJOIBI, CTPOKH WIHN TYeHKH

4.3.11.1 Yaanurs CTOJIONBI WIM CTPOKH JIMCTA

YroObl yoaNuTh OJMH WM HECKOJBbKO CTOJIOIIOB WJIM CTPOK Ha JIMCTe, BOCIIOJIb3YHTeCh
OITHUM U3 CJIeAYIOIIUX CII0CODO0B:
1. Beimenure naHHBIE CTONONBI / CTPOKU WIM SYeHKH, pACIONIOXKeHHbIe B HUX. 3aTeM
BBITIOJTHUTE OJTHO U3 CJIeYIOIINX JeHCTBHM:
— Bribepure nmyHKT koMaHJHOrO MeHio Tabmuma > Yagamuts > Bcrlo crpoky jmcra /

Becs cronbery smmcra (cM. Pucynok 112).

Tabavua [faHHble  WHcTpymentel  Bug  O6wwid goctyn  Haactpoirkn  Cnipaeka

BcTaBUTh CKONMPOBAHHEIE AYENKMY... = v | v O6wwii
BcTaBuTs... » L
2 "
Yaanurte... > =¢ HAyelkn CO CABWIOM BAEBO
S fuelikn co CABUroM BBEpX
CKpbITh CTPOKY
Moka3aTtb CTpoky & Bcro cTpoky nmncta
CxpbITh cTONGEL, @ Beck ctonbey ancTa
MokazaTk cTonbel " .
Crpoky ymHOW Tabnvubl
] O6beguHuTh Aueiiku Ctrl+Alt+M | Cron6eu ymHoii Tabanul
BH PasweanHuth aueiikn Alt+Shift+M
[F] Pasmep aueiiku...

HEPEHOC no cnoeam

3akpenwuTk BbibpaHHbIE CTPOKK W CTONBLI »

Pucynok 112 — Komanzp! yzanenus CTpoK, CTOJIOIIOB U sSTYeek
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— Ha nanenu uHCTpyMeHTOB, B pasfeiie Sueriku (cMm. PucyHok 113) HaxmuTe KHOIKY
BBIIIAlAIoIIero MeHo | (YaaauThb SIYeiKy, CTOJI0el WIM CTPOKY) U Bbibepure

% YaaiuTh Bech CTOJIGRI JIMCTA Wi 2 Y IaIuTh BCIO CTPOKY JIHCTA.

5 =@ B B L
& (=] of v .

Aueinkn MHan Tab...

 — | [
B< YaanuTe SUeKM Co CABUTOM BIEBO

=
= v
5’[\ y,ﬂ,af‘lMTb AYEWKW CO CABWUTOM BBEPX

—
=

y,ﬂ,aJ"IMTb BCHD CTPOKY INCTa

o

@ Ypanwtb Beck cTonbel ancta

mn Ypanmte CTPOKY yMHOW Tabauupl
=

Ypanute ctonbey, ymHOW Tabanup

Pucynok 113 — KHonku yzianeHust CTPOK, CTOJIOIOB U sST9eeK

- HpaBOﬁ KHOIIKOM MBIIIM MIeJIKHWUTE II0 J'II-O6OMy MecCTy BbI6paHHOFO JUAaIld30Ha H
BBITIOJIHUTE KOMdHAY KOHTEKCTHOI'O MEHIO YnaJme > Bcro CTPOKY JINCTa / Bechb

CTOoJI10eII JINCTA.

2. BBIHEJ'II/ITQ JdaHHbIEe CTOJ'I6LIBI / CTPOKM DHeJIMKOM HW HdAXMWUTe CO4YeTdHHMe KJIaBHII

Ctrl+- (Windows, Linux) wim $Cmd+- (macOS).

IIpy Hanmuuuy OTUIBTPOBAHHBIX JTAHHBIX MM CKPBITBIX BPYYHYIO CTOJIOIIOB WM CTPOK

6YI[YT YyAdJleHbl TOJIbKO BUAUMBbBIE CTOJ'I6I.[LI HJIK CTPOKHU 34 CJIeAYIOIIUM HUCKIIIOYeHUsIMU:

— Ilpu ynanenuu crosnbiia 1eJIMKOM BMeCTe C HUM YIaJISTCs Y MOTaBIlIie B Hero siuerku
U3 CKPBITBIX CTPOK.
— Ilpm ynaneHuy CTPOKM IIeJIMKOM BMeCTe C Hel yAQJIATCS U [OIaBIlKe B Hee sSTYelKH 13

CKPbBITBIX CTOJ'I6I_[0B.
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4.3.11.2 YnanuTh CTOJIONBI M CTPOKH «YMHOM» Ta0JIHIIBI

YT0o6Bl yIanUTh OAWH WIM HECKOJIbKO CTOJIOIIOB WIA CTPOK «YMHOM» TabJUIlbI, BblIeJIUTe
sIYeWKH, PacCIlOJIOXKeHHbIe B HUX, U BBIIIOJHUTE OJJHO U3 CJIeIYIONIUX IeMCTBUM:
— Bruibepure myHKT KOoMaHAHOrOo MeHi0 Tabmmma > Ypmamutre > CTpPoKy yMHOMI
Tabmnel / Ctonbdern ymHo# Tadaunb! (cM. Pucynok 112).

— Ha nanenu uHCTpyMeHTOB, B pa3feiie SIueMKH HA)XMUTE KHOIIKY BBINAJalOIero MeHIo

¥ (Ymanurh siYeiiKy, CToJ0el] WIH CTPOKY) M BhiGepuTe == (Yoanuts cTpoky
YMHOM TaOJIMIIBI) WITH L& (Y mamuTs cronben; ymHo# Tadaunsbl) (cM. Pucynok 113).

— IlpaBoii KHOIIKOM MBIIIM IIeJKHUTe 10 JI060My MecTy BbIOpAaHHOIO Juara3oHa M
BBIIIOJIHUTE KOMAHJy KOHTEKCTHOTO MeHI0 YaamuTh > CTpPOKy YMHOH Ta0IunbI /

Cronbern yMHOI TaOIHIIBI.

[Tpu Br/TIOUEeHHOM PUILTPALIUU YAAJSTH CTPOKU «yMHOW» TaOIUIIbI HEJIb3sI.

YnaﬂeHHe CTpOK M CTOJ'I6I_[OB (<YMHOﬁ>> Ta6J'II/II_[I>I He BJIMSeT Ha STYerKU 3a ee IrnpeaeiaMu.

4.3.11.3 Yaanurth 94eiiky CO CAIBUTOM

HpI/I YAaJlIeHHnH g49eeK CO CABUI'OM coceqHHre ST9eMKW aBTOMAaTHU4YeCKHd CMeNlaloTCs BJIEeBO WU
BBEpPX B 3dBUCHMMOCTH OT BbIGpaHHOFO BAdpHdHTA yAdJIEHHs Hd KOJIMYeCTBO YIdJISIEMBIX Sd49eeK. Bce
CCBIIIKM H Cl)OpMYJ'[bI, KOTOpbIE MHCIIOJIb3YIOT CMellldeMble B pe3yJibTaTe YOdJIeHUsa STYEHKH,

ABTOMAaTH4YeCKU OOHOBJISIFOTCS.

Yro6bl yoanuTh sS4YerKy WIM [AMAlla30H sidyeek CO CABUIOM BBINOJHUTE CleyloIiye
JeCTBUS:
1. Bplmenure eAMHUYHYIO SYEHKY WINA JUAIIa30H.
2. DBrinonHATe OJTHO U3 CIIEAYIOLIUX JeHCTBUM:
— Bribepure myHKT komMaHAHOro MeHio Tabmmma > Yaanurh s4eliKH €O CIBHUIOM
BJIeBO / YIaIUTh ST4eHKHU CO CABUIOM BBepx (cM. Pucynok 112).

— Ha manemm HWHCTPYMEHTOB, B pa3fieijie uelika HOKMHUTE KHOIIKY BbIIId/IdtOIIIEero MeHo

=
¥ (YnanuThb S9eiiKy, CToJ0ell WM CTPOKY) U BeibepuTe 5 ° YIaauTh S9eiKH co

=
CIBUIOM BJIeBO WK = T YIaMTh ST4eiKu CO CABUroM BHU3 (CM. Pricynok 113).
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— IlpaBo¥i KHOIKOM MBIIH INEJIKHUTE IO JIF0OOMYy MeCTy BBIOpDAHHOTO JMaria3oHa U
BBITTOJTHATE KOMaH/y KOHTEKCTHOTO MeHIO YAaJHTh > SIueiiKky co CIBUIOM BJIEBO /

$I4e¥iiku CO CIBHUTOM BBepX.

B texymieii Bepcuu «MoiOd¢uc Tabnuiay ynaneHye co CIBUTOM HeJJOCTYIIHO IIpy paboTe
C JIOKYMEHTOM B peXXHMe IIPOCMOTpPa M COBMECTHOI'O PellaKTHUPOBaHMsI, a Take — JJIs

A9eeK «YMHbIX» Td 6J'[I/III o

4.4 JleiicTBHSA C TAHHBIMH
4.4.1 BBopg maHHBIX

4.4.1.1 BBecTu na"HbIe B T4eiKy

YTOOBI BBECTH WM U3MEHUTH IaHHBIE B siUeliKe, BBIIIOJIHUTE ClleylolIye NeUCTBUS:
1. IlepeiiauTte B pexxvM pelaKTUPOBAHUS OJHUM U3 CIIeAYIOLIUX CIIOCOO0B:
— Bribepure mycryo si9eiiky.
— JIBaXKIpl IIEJIKHUTe T10 siYelike, KOTOPYIO He0OXOIMMO pelakTUPOBaTh.
— Brigermure siueliky, KOTOpYIO HeOOXOOUMO pelaKTUpOBaTh, M IlepeljuTe B CTPOKY
dopmyiL.
2. BBegute B sd4eliky HeoOxoJuMble AaHHble. B kadecTBe pasjenuTelis AJis 4YKCes
HCIIOJIb3YUTE CUMBOJL «,).

3. CoxpaHuTe BBeJleHHbIe JaHHbIE OJJHUM U3 CJIeYIOMIUX CII0COOO0B:

— Haxwwure kiaBumny Enter.
— B npaBoit yacty cTpoku popMyI1 HAKMUTE KHOIIKY [/ (cm. Pucynok 114).

— Ilepeligure Kk Ipyro siuerike JIUCTA.

YT0oOBl OTMEHUTDH BBe/leHHble U3MeHeHHs! BO BpeMsl pelaKTUPOBaHUS, BBIIIOJIHUTE OJJHO U3
CJIeYIOIUX JIeNCTBUM:
— B npaBoii yactu cTpoku GopMys1 HAXKMUTE KHOIIKY [ (cm. Pucynok 114).

— Haxwmure kinaBumny Esc.
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2
3
4
Pucynok 114 — KHomku BBOfIa ¥ OTMEHBI BBOJIA JJAHHBIX
4.4.1.2 ABTOpacmmpeHne ssieex
[Tpu BBOJle YMcCia B STYEMKY OCYIIECTBIISIETCS aBTOMATUYeCKUW MO/I00p IMIMPUHBI JaHHOU
STYEHKH.

ABTONON00p IMMUPUHBI HE BBITIOHSETCSI, €CIIH:

— IIMpWHA CToOIA, B KOTOPOM PACIIOJIOXKeHa siueiika, Obula Ipe/iBapUTesIbHO MU3MeHeHa
BpyuHYy1O (CM. pasnen 4.3.8.1);

— s4eliKa UMeeT TeKCTOBbIN ¢dopmar (cM. paszgen 4.5.11);

— B 4YeUKYy BBOJIUTCS TEKCT.

4.4.1.3 IInaBaroiiee 0KHO pelaKTUPOBAHUS

[InaBaromiee okHO penmakTupoBaHus (cM. Pucynok 115) mosiBnsiercs, Korjaa Imosb30Baresb
pelaKTUpYeT siuerKy U MepeMelriaeTcsi o TeKyIeMy JIMCTY 3JIeKTPOHHOW TaOJIUIIbI.
OxkHO oToOpakaeT TeKkyllue JAaHHble B syeiike, MMO3TOMY ero yJ00HO MCIOJIb30BaTh MPHU

HaBHUI'allUH I10 6OJ'IbLHOMy MdCCHUBY NdHHbBIX B IOKYMEHTeE.

10

E G|

12 [Tnaearoiee okHO pe,u,alcTupDBaHuﬁI |
13

14
15
16

Pucynok 115 — IlnaBaroiiiee 0kHO peaKTUPOBAHUS
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4.4.1.4 ABTO3amosIHeHHe TUYeeK

ABTO3amoiHeHe — 3TO aBTOMAaTU4YeCKasl 3alMCh JAHHBIX B CMeXHble s4eriku. B kadecTBe
obpas3iia Jij1s 3210 THeHUsI MOXKeT ObITh BbIOpaHa Kak OJIHA siuelKa, TaK U IMala30H sueek.

Eciu B xadecTBe /rana3oHa-o0pasiia BbIOpaHa OfHA siYelika C TeKCTOBBIM WJIM YHUCJIOBBIM
3HaYeHHeM, TO IPY aBTO3AMOHeHUH ee COepXKUMoe KOIMPYeTCs B TIOCTIeIyIoIIue ssYeiKu.

Ecmm B kadecTBe JiMana3oHa-o0pasiia BbibpaHa siueiika ¢ GopMyJioH, TO TOCeAyIolre SYerKu
3aMOJTHSIOTCS  TTOCTIeJIOBATENTbHOCTSMHU JIAHHBIX, BBIYMCIIEHHBIMHA TIO0 3Tod dopmyse. [Ipu 3tom
3HAYeHHUs] aBTOMaTUYeCKH IepecuuThIBAIOTCS, €CJIM IAHHbIe B sTUelKax-apryMeHTaX U3MeHSIFOTCSL.

Eciu B kauecTBe nuamna3oHa-oOpasiia BbIOpaH JMAIa30H sueek, TO MOCefyIollre sueiku
3aIOJTHSIOTCS 110 TIPaBUJIaM, OITMCAHHBIM HUXKe.

3aroyiHsieMble sT9eiKU HacleyroT ¢dopMaT hana3oHa-oopasia (CM. pasfen 4.5).

ABTO3aII0/IHeHe MOXXHO BBIIIOJIHUTD IepeTaCKMBaHUEM YIJIOBOI'O MdpKepa HJIU HBOfIHbIM
IeJTIKOM T10 HeMY.

YT0oObI IPUMEHUTh aBTO3al0IHeHNe ITepeTaCKUBaHMeM, BBITIOJIHUTE CIIeAyIOIe 1eHCTBHUS:

1. Boigenurte ogHy WK HECKOIBKO CMEXHBIX SUeeK C JaHHBIMHU.

2. HaBenmuTe Kypcop MBIIIM Ha yIJIOBOM MapKep BbIIeJIEHHBIX siueeK TakK, YTOObl Kypcop
[IPUHAI BUL @

3. lleperamiure yIJIOBOM MapKep aBTO3allOJIHEHUSI 110 JMAla30Hy siueeK, KOTOPbIN
HeoOXOAMMO 3aroHUTL. Mapkep MOXXHO TepeMelliaTh WIHA 110 BepTUKaIM, WIA IO
ropusoHTanu. [Ipy meperackWBaHWKM Mapkepa psiioM C OOJIACTbIO aBTO3AMOIHEeHHs
MOSIBUTCS TIOJICKA3Ka - 3HAYeHHe, pacCUUTaHHOe [IJisl MOoCJieflHel sSUedKU TPOTrpPeccUu

(cMm. Pucynok 116).

(=L I BN SR ¥ E R L B

]

Pucynok 116 — Ilofickaska ¢ pacCUMTaHHBIM 3HAaYeHHUEM
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Ecmu nwana3oH sdeek Ui 3allOJIHEHHsT BBIXOJIUT 3a TpaHUIBl  paboued o6acTu
(cm. paspen 4.3.1), To paboyast 06/1aCTh pacIIUpPsIeTCs] aBBTOMATUYECKH.

Korna aBrozanosHeHre HY>KHO BBIIIOJIHUTB JIJIs1 IPOTPECCHU B HECKOJIBKO JIECSITKOB sideeK U
OoJiee, yIOOHO MCIIOJIb30BATh JBOMHOM ITETYOK 110 MapKepy. Tako# criocob cpaboTaeT TObKO MpU
HAJIMYMK JIAHHBIX B CMEXHBIX IS JMara3oHa-obpa3ra s4eidkax COCeIHUX CTOJIOIOB, BKJTFOYAst

yriioBble staeiiku (cM. Pucynok 117 u Pucynok 118).

[ |
= I T

LT -+ LI " B I R
oot b e B — |
=R

o

Pucynok 117 —Hanuure naHHBIX B CMeXXHOH (YTJIOBOM) siYeliKe COCeIHero CTosbia

(7=« - I s S, R S TUR N
[a—

=R I -

Pucynok 118 —OT1cyTcTBUe JaHHBIX B CMEXXHBIX sS9elikaX COCeJJHUX CTOJIOIOB
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ABTO3ano/IHeHWe 110 ABOMHOMY II[eJTYKy BBIIOJIHSIETCS TOJIbKO BepPTHMKaJIbHO BHU3 0
IIepBOY ITyCTOM CTPOKH, 06IIel [JIs BCexX CMeXXHbIX Auana3oHoB (cM. Pucynok 119), wnm no nepsoii

sIYeMKU C IAaHHBIMU B CTOJIOIIe, [JIsl KOTOPOTO pUMeHsieTcsl aBTo3arnonHenue (cMm. Pucynok 120).

A B L= D E F G H |

JNeBbIi cMEXHBIN AManasoH MNpageld cMeXHEIA ANaN3Z0H

1
2 ya

3 \ 1 ¥ B
4 3 \ 7 2 3 7
5 4 4
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7 B & ] B

8 7 7 7

9 8 8 a

10 9
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14 10
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) A B C n} E F G H I
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7 [ 6 5 [ 6

8 7 7 b 7

9 8 8 7 8

0 8 9

N 9 B

12 10

o]
|

14 10
15 11

Pucynok 119 —ABTo3arnonHeHue Ipyu OTCYTCTBUM siYeekK C JIAHHbIMU
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Pucynoxk 120 —ABTo3anonHeHre Ipy HATMYMU ST9eUKU C JAaHHBIMU
YToObl TNpUMEHUTH aBTO3allOJIHEHWe JBOMHBIM IeIYKOM, BBIIOJHUTE Clelyloliye
JeUCTBUSA:

1. BbI)IEJII/ITE OIHY NI HEeCKOJIbKO CMeXXHBIX d49eeK C JdHHBbIMU.

2. HaBenuTe Kypcop MBI Ha yTJIOBOM MapKep BblIeJIEHHBIX siueeK Tak, YTOObI Kypcop

TIPUHSUT BUJ '@ ¥ BBINOJIHUTE JIBOMHOW IIeTY0K. ABTOMATUYeCKU OIpeJiesieHHbIN

JHalla30H 6y11eT 3dll0JIHEeH 3Ha4YeHUIMH.
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4.4.1.4.1 ABTO3amno/THeHHe sTYeeK MOCIeI0BaTeIbHOCTSIMY C apu(pMeTHIeCKOH Nporpeccuei

SuelikM MOXHO  3aIlOJIHATDH [10CJ1IeJOBATeJIbHOCTAMH  OdHHBIX B aqu)METHHECKOﬁ

IIporpeccuu. HpI/I OTOM BHe II0CJIeOBaATEeJIbHOCTU K KaXJoMy dIeAyroumemMy 3HAYeHHIO

MpUOaBISIeTCsl Pa3HUIIA MeXIy IByMs IpeAbinymumu. Hanpumep, 1, 2, 3, 4...

I[J'Ii[ dBTO3dII0JIHEeHHs BLBITIOJIHUTE ClleayIolnre JIEeUCTBHS:

1.
2.

BBenuTte B cMexxHBIe STYEHKY TTepBble 2 3HAYeHUsI AMaria30Ha, 9YTOOBI 3a/1aTh 0Opaselr.
Boigenvre nony4yrBIIMNACS TAATIA30H.

HaBenure kypcop MbIlliM Ha YIVIOBOM MapKep BbIIeIeHHBIX siUeeK Tak, YTOObI Kypcop
[IPUHAI BUL @

[leperamure yrioBoi Mapkep aBTO3alOJHEHHs 10 JMAMa30Hy s4eeK, KOTOPbIA
HeoOXOAMMO 3aroHUTL. Mapkep MOXXHO TepeMelliaTh WIA [0 BepTUKaIM, WIA IO

I'OPU30HTAJIH.

4.4.1.4.2 ABTO3ano/THeHHe sTYeeK MOCIeI0BaTeIbHOCTSIMH C FeOMeTPHYIeCKoM Iporpeccueit

Sderiku MOXHO  3aIIOJIHSATH I10CN1IeJ0BaATe/IbHOCTSAMUM  OdHHBIX B FEOMeTpI/I‘IeCKOﬁ

IIporpeccuu. HpI/I 9TOM BH]ie IOCJIeNOBATEJIbBHOCTU KaXoe Cllefyroiee 3Ha9eHre YMHOXAeTCd Had

3a/laHHBbIM 3HaMeHaTeJlb nporpeccud. Hampumep, 0,25; 0,5; 1; 2...

HJIS[ dBTO3dII0OJTHEHHs BBITIOJIHUTE ClleQyIolnre e CTBUSI:

1.
2.

BBenuTe B cMeXxHbIe siueliKY IIepBble 3 3HaYeHMs Ihara3oHa, YToObl 33/1aTh oOpaserl.
Brienute mosryYuBIIMIACS JUAMA30H.

HaBemure Kypcop MBIIIM Ha YIJIOBOM Mapkep BBIJEJIEHHBIX S9eeK TaK, YTOOBI Kypcop
npussut By J.

[leperamuTe yr/IOBOM Mapkep aBTO3AIllOJHEHUS [0 JMAIa30HY s9eeK, KOTOPBIMA
HeoOXOMMO 3aIloJIHUTh. Mapkep MOXHO IiepeMenaTh WIM 10 BepTUKAIM, WIH II0

TOPU30HTAJIH.

4.4.1.4.3 YMeHbIlIeHHe qUaIa30Ha JAHHBIX

HpI/I HEO6XO,I[I/IMOCTI/I MOXXHO 6bICTpO YMEHBIINTb [OUAIIdA30H [dHHBIX, IIOJIY4YE€HHBIX B

pe3yiibTaTe aBTO3aIll0JIHEeHHS. HpI/I YMeHbIIIeHNHU NUdlla30Ha YAAIAI0TCA JJdHHbIe, PaCIIOJIOKeHHbIe B

cToJIOIax CclipaBa WM B CTPOKAX CHU3Y.
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YTOOBI YMEHBIIIUTD JTUATIa30H, BHITIOJIHUTE CIeAYIOIINe IeACTBUS:

1. BoigenuTe nyana3oH siueek C JJaHHBIMU, [IOJTy4eHHbIMU B pe3yJibTaTe aBTO3aIll0THeHUSI.

2. HaBenuTe Kypcop MBbIIIM Ha yTJIOBOM MapKep BbIJIeJIEHHBIX SiYeeK Tak, YTOObI Kypcop
TIPUHSUT BUT @

3. Ecny B amama3oHe aBTO3allOIHEHHsI TpebyeTcsl yIaJIUTh JaHHble B CTOJIOIAX CIIPaBa,
MIPOTSIHUTE YTJIOBOM Mapkep BiieBo. Eciu TpebyeTcs: ylanuTh JaHHbIEe B CTPOKaX CHU3Y,
MIPOTSIHUTE YTJIOBOM MapKep BBepX.

4, OTnycTuTe JeBYHO KIIABHINY MBI, M3 CTONGIOB WIM CTPOK, HCKIIOYEHHBIX U3

JTMaria3oHa, yAaisTCs BCe TaHHbIe.

4.4.1.4.4 OcHoBHBIe NPUHIMIILI ABTO3aN0THEHUS sT9eeK

— ABTO3amnoJiHeHHe SYeeK OCYIIeCTBIISIeTCS, eCIM JIBe WK Ooiiee si9eek W3 JMaria3oHa-
obpasiia coJiepXkaT Cleyoliye JaHHbIe:

— Cepu1o 11e71bIX, IPOOHBIX WM OTPUIIATEIbHBIX YHACET.
— JlaTbl WM BpeMsl.

— Texkcr 1 uucro (c pasgenurenem wi 6e3). Hanpumep: Teker 1, Tekcr 2 v Tekcrl,

Texcr3, Texct).
— Cokpaitiensble (1B — Jlek) wiu nosnHble (SIHBapsb — Jlekabpb) Ha3BaHMs MeCsIIeB.

— Cokpaiienasle (IIm — Bc) wm nonubie (IlonemensHuk — Bockpecenbe) Ha3BaHUS

JIHeW HeJlelu.
—  YcoBus TPOBEpPKY JJAHHBIX (CM. paszen 4.4.3).

— Ecnu B nramasone-obpasiie copepkarcs S9erky pa3Hbix popmaToB (cM. pasfen 4.5), To
IpU  aBTO3AIIOJIHEHWW Cepuu  SYeWKU TOBTOpSIOT GopMaThl W COOMIIOAAIOT
II0CJIe[IOBaTeIbHOCTH B IIOPsIIKe, COOTBETCTBYIOIIEM JIMalla30Hy-00pasiy.

— Ecnu B 1uamna3zoHe-o6pasiie ecTb siuelika C TeKCTOM, TO IPY aBTO3all0JIHeHUM Cepyy OHa
OyaeT KOMMPOBAThCS, a IPYTHe sTYefKU — COOJTI0/IaTh 33JJaHHYIO MT0C/IeJI0BATeIbHOCTD.

— Eam syeiika ¢ TeKCTOM pacrosio’keHa MeXJy sueidKaMyd Cepyudd, UMEIOMIMMU pPa3HbIi
¢dopmar (cM. pazzen 4.5), TO PU aBTO3AMOTHEHUH TEKCT OYIeT KOIMMPOBAThCs, a TYeHKH
pa3HbIX GOpMaTOB — COOIIOAATH pa3Hble [10CIIeJ0BaTeIbHOCTH.

— Eom B [auama3oH aBTO3amloJHEHWs TOMAfal0T CKPbITbie (GUIBTPOM WM BPYYHYIO
siYefKY, OHU He Tepe3anychiBatoTCs. [IpaBuso medcTByeT Kak ISl JAHHBIX, TaK U IS

¢opmara u GopMaTHPOBAHUS STUEEK.
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Ecnu B auarna3oH-obpaselr momnafaioT CKPbIThbie GUIBTPOM WIIM BPYUYHYIO SYEWKH, OHU
He YYUTBIBAIOTCS MIPU MOCTpOeHuM mnporpeccud. [IpaBusio neicTByeT Kak Jjisl JAaHHBIX,
Tak ¥ yis popmaTa U GOpMaTUPOBAHUS STUEeK.

Ecnu B muamna3zoHe-o6pasiie cofepKUTCs 00beIuHeHHas sideiika (CM. pasmen 4.3.4.1), To
B JMalla30He aBTO3aIlOJIHeHHWS aBTOMAaTHYeCKM CO3aeTCd WOeHTHYHas oObeguHeHHas
siaerika, B KOTOPOM IPOJI0JKAeTCsl YKa3aHHas! TTOC/IeJIOBaTeIbHOCTh JIAHHBIX.

Ecnu B tnanazone-o6pasiie coiepKUTCs: 00be/IMHeHHasl siueiika, 4aCTb KOTOPOU CKPBITa,
aBTO3aI0JIHEHUe He CpaboTaer.

Ecm B guama3oHe-oOpasrie COIepXKUTCS OObelMHeHHas s49eiika, a B JMara3oHe
aBTO3aIIOJTHEHUST COJIEPXKUTCSI CKPBITas sST9eiKa, aBTO3aIroIHeHHe He cpaboTaer.

Eciu B Mana3oH aBTO3aroHEHUsT YaCTUYHO TONajiaeT oObequHeHHas siyeiika (B TOM
YHCIIe 10 TPUYUHe YaCTUYHOTO CKPBITUS), TO TaKasl siuYeiKa pa3beIUHsIeTCs .

Sueriku obmiero U yucioBbix ¢dopMmaroB (YucnoBoi, [leHexHblii, PUHAHCOBBIMH,
Jpoonsbiii, IIponeHTHBIN, JKCIOHEHIHANBHBIM) pACCMATPUBAIOTCS KaK OJ[HA
IOCJIeJOBATEIbHOCTb.

Hdara u Bpemsi — He cBsi3aHHBIe JIpyT C ApyroM ¢opMarbl MU pacCMaTpPUBAIOTCSl KaK
OTZeJIbHBIe IT0CIIeIoBaTeIbHOCTH.

[Tpu aBTO3arOTHEHWH JIaT MTOC/IEeI0BAaTeIbHOCTh BBHIYUCIISIETCS Ha OCHOBE (GaKTHIECKOU

KaJIeHJaPHOM Pa3HHUIIBL.

4.4.1.5 TexcroBoe popmaTupoBaHue GopMyJ1 1 UHCe

B HEeKOTOPBIX CJIy4ddsax Cl)OpMy'J'[y WK 49UCJI0, KOTOpPpOE BBOOUTCA B HqEﬁKy, HEOGXOI[I/IMO

COXPaHWTh B UCXOJHOM Bufle. Hampumep, coxpanuts Hynu npu BBofie uucia 00056 wny ykasartb

dbopmyity 6e3 ee nanbHeliiero npuMeHeHust. Jljist 3Toro K siuerike, B KOTOPYIO BBOJIUTCS YUCIIO WU

dbopmya, ciieryeT MpUMEHUTb TeKCTOBoe GOpMaTHpPOBaHUE.

CHMBOJIOM Takoro ¢popMaThpoBaHUs SBisieTCsl 3HaK «'» (amoctpod). Amoctpod cienyer

BBECTH B siUelKy HeIloCpeICTBeHHO Iiepe]] GOpMyJION WM YUCIIOM, KOTOpOe CileflyeT paclio3HaBaTh

kak tekct. Hanpumep: '=CYMM(B1;C1) v '00056.

Anocrpod otobpakaercs:

IIPY BbIJIeJIEHUH sTYerkH — B CTpoKe GopMyIT;

[IpY Pe[JaKTUPOBAHWUHU SIYeHKH — B siYeliKe U B CTPOKe pOpMyIL.

Ecnu Tpebyercs oTMeHUTh TeKCTOBOe pOpPMaTHpPOBaHUe, YJjaluTe aiocTpod B siuelike.
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4.4.2 CopTupoBKa 1 QpuiIbTpanus

B npunoxennn «MoinOduc Tabmuia» MOXXHO COPTHPOBaTh U PUILTPOBATh STY€UKU BHYTpU

TeKyIIero JIMCTa BHGKTpOHHOﬁ Ta6J'II/IIII)I.

4.4.2.1 OnpeneseHye TUaNa3oHa COPTHPOBKU H QUIbTPaINHU

YrtoObI OmpeiesTuTh AUara30H COPTUPOBKY U GUIIBTPAINHY, BHITTOTHUTE CJIEAYIOITHe IeUCTBHS:
1. Boigenure nuama3oH sueek, KOTOPBIM OyieT copepkaTh BCe JaHHbIe, IMOJJIeXallue

COPTUPOBKe U QUIIbTPaIUH.

BerHﬁH CTPOKa INdlld30Hd, OTMe4YeHHasd ~ , He Y4dCTBYET B IIponecce COPTUPOBKU 1

CIJI/IJ'IpraI_II/II/I. HI/IaHaSOH JAHHBIX HEe MOXKET COCTOSITh U3 OJHON CTPOKMU.

2. Ha manenmu WHCTpyMeHTOB, B pa3zeiie aunble (cM. PucyHok 121) HaxkmuTe KHONKY

v CopTupoBKa u puabTpanus.

T 23 B

e W

fdaHHble Bcraeka

Pucynok 121 — Knonka CoptupoBka u ¢puibTpaius

AKTUBHBIN AUaa30H COPTUPOBKHU U GUIIHTPAIIMU BBITJISIIUT HA JIMCTe CIIeAyIoNMM 06pa3oM
(cm. Pucynok 123):
— 3arOJIOBKU CTOJIOIIOB ¥ CTPOK BBIJIEJISIFOTCS 3€JIEHBIM IIBETOM;

— BOKpPYT IHWdlld30HAd OTO6p8)K8€TCSI paMKa 3eJIeHOro 1BeTa.

BerHHH CTpPOKa JMalla30Ha, OTMeYeHHasl * , He y4acCTByeT B Ipollecce COPTHUPOBKU U

$uibTpanyy.

4.4.2.2 ABTOMaTHU4ecKoe onpeaeieHHue JUana3oHa COPTUHPOBKH U GUIbTpanuu

HpI/IHO)KEHI/Ie MOXKeET dBTOMATHUYeCKU OIlpelelisiTb OUdIld30H COPTUPOBKHU U qDI/IJ'IpraI_II/II/I,
€CJIM B COCeJHUX SUYerKaxX OT BbIJIeJIeHHOW eCTh JaHHbIe. HaHHbIe B COCEJHUX sTYerKax MOT'yT OBITD

J00BIX GOPMaTOB.
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Il aBTOOIIpe ieleH sl IMania30Ha BBIIIOJIHUTe CIIeAyIolIye qelCTBUS:
1. Beimenure mycTylo si4eiiKy, FpaHUYaly0 C JUATIa30HOM.
2. Ha nanenu uHCTpyMeHTOB, B pasnese launsble (cM. PucyHok 121) HaxxmuTe KHOIKY

N CopTupoBka u ¢puiabTpanus.

4.4.2.3 CopTupoBka

[Ipu copTupoBke BbIOpaHHBIE 3HAYeHHS! paACIIOIAraloTCs B CTOJIOIe 1O BO3PACTAaHUIO
(ot A x 4I) wiu o yosiBauuto (0T 4 k A).
Ecnm Ha nicre onpefiesieH Anana3oH COPTUPOBKU U PUIIbTPAIIMH, U TI0JIb30BATeb BhIJEseT
B Tabmuiie:
— cronbenr WM SYeKy B HeM, TO COPTHPOBKa BCero /uara3oHa COPTUPOBKUA W
$UNIBTPAIIMK BBIIOIHIETCS 110 3TOMY CTOJIOIY;
— JIMAlia3oH syeeK, TO COPTHUPOBKA BCEro Juana3oHa COPTUPOBKU U WIbTpAIUU

BBIIIOJIHAETCS 110 CaMOMY JieBOMY CTOH6IIy BbIJI€JIEHHOI'O AK1dIla30Ha.

Ecnu nonb3oBaTesib BbilesieT AUANa30H sYeek U B Juara30He COPTUPOBKU U GUIIbTPAIINY,
Y BHe Hero, TO JJaHHble COPTUPYIOTCS TOJIBKO B IMAla30He COPTUPOBKU U GUITBTPAIIMH IO ITPaBUITY,
OIMCAHHOMY BHIIIIE.

Eciyv Ha nucTe He ompefiesieH [Mana3oH COPTHUPOBKU W GWIbTpPAIMM, U I10JIb30BaTellb
BbIIEJISIeT Juala30H siueek, TO JIJIsl 3TOTO JIMala30Ha aBTOMATHYeCKU BKIIIOYAeTCsl GUIbTpalus U

BBIIIOJIHACTCS COPTUPOBKA 110 CAMOMY JIEBOMY CTOJ'I6I_[y JHaIla30Ha.

Yr1o6Bl OTCOPTUPOBATH JAHHBIE, BHIIIOJIHUTE CIIeAYIOIIe AelCTBUS:

1. Bmimenure cronbell wiv sUedKy cTosbIj@, IO KOTOpPOMY TpeOyeTcsi BBIIIOJIHUTH
coptupoBky. Eciu B Tabmnuile BbljieieH TMara3oH, TO JaHHbIe OyIyT OTCOPTHPOBAHHI 110
CcaMoMy JIeBOMY CTOJIOIy iara3oHa.

2. Ha nanenu MHCTpyMeHTOB, B pa3jiene JlaHHbIe HAXXMUTe HA CTPEJIKY CIIpaBa OT KHOIIKU
|= u B BRIMagaromem cnucke BelbepuTe KomaHay CopTHpPOBaThL M0 BO3PacTaHHUIO /

CopTtHupoBaTh no yosiBanmuio (cM. PucyHok 122).
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YTvey @ kv <

ERr. =

T= CopTpoeats no BozpactaHmio

= CopTrpoeaTs No ybbieaHUO

Pucynok 122 — KomaHzbl COPTUPOBKY Ha IaHeJIM UHCTPYMEHTOB

Wnu BBITIONTHUTE CIIeAyIONTUe IeACTBUS:

1. HaxmuTe KHONIKY ~ B BepxHei siueiike gaHHOro cTosbua (cMm. Pucynok 123).

2. B OTKpBIBIIEMCS OKHe HACTPOWKH COPTHPOBKM W (WIbTpAallMd BbIOEpHUTe CIOCO0
COPTHUPOBKH:

— Ilo Bo3pacranmio, YTOObI OTCOPTUPOBATH JIaHHBIE 10 BO3PACTaHUIO 3HAUYeHU;

— Ilo yopiBanmMI0, YTOOBI OTCOPTUPOBATH JIAaHHBIE M0 YOBIBAHUIO 3HAUEHUH.

A1:G2670 > Dara
A B (o D Ei F G

1 |fata ¥ MNoppaspenenne v CopTvpoBKa 1t duALTpaLwa — Cronbety B % Mocl” ' Banosas npubbint”
2 | 01.07.2020 OTgen npopax 13 051 437 797
3 | 01.07.2020 OTgen NnpoaBUNKEHUA Copmposars: 37 288 701 695
4 | 01.07.2020 OTgen NnpogBUMKeHUsA 23 305 438 559
5 1 01.07.2020 Otgen npoAaBUXKeHUA 1= Mo B03paCTaHMIo 1= o y6hiBaHmio 30 085 26 695
6 | 01.07.2020 Otgen npogax 34 915 640678
7 | 01.07.2020 Otgen npogax 12 288 476 695
8 | 01.07.2020 OTgen npogax ®unbTpoBaTh: 22 246 7 415
9 | 01.07.2020 OTgen npopax 1525 169
10 | 01.07.2020 OTaen npoasumeHus O Mo znavennto Mo ysery Mo aare 35593 15 254
11 | 01.07.2020 OTAen NnpoaBUMNKEHUS 39 153 53 390
12 | 01.07.2020 OTaen NpoasUKeHUs l |Ha"”‘ )7 458 470 339
13 | 01.07.2020 OTgen npogBUXKEHUA 75 636 25212
14 | 01.07.2020| Otaen npogsmKeHs Bei6paTh Bee 2669 14 492 19 068
15 | 01.07.2020 OTgen npogax Otnien npogax 1304 7 288 251 695
16 | 01.07.2020 Otgen npogax 0 847 343220
17 | 01.07.2020 OTgen npogax OTaen npoaswXeHns 1345 3347 4449
18 | 01.07.2020 OTgen npogax 3051 339
19 | 01.07.2020| OTgen npoaBuKeHUs 5932 152 542
20 | 01.07.2020|OTaen npoaark 9661 312712
21 | 01.07.2020|OTaen npoaark 2288 476 695
22 | 01.07.2020|OTaen npoaax 2331 34110
23 | 01.07.2020|OT1gen npogark 763 85
24 | 01.07.2020|OTgen npoaBUXeHUA 6 780 45 763
25 | 01.07.2020 Otgen npoaBuKeHUs 4 661 387712
26 | 01.07.2020 Otgen npoaBuUKeHUA Ouunctutb GUNLTP OTmeHa 1 695 33 898
27 | 01.07.2020 Otgen npopax 7797 7627
an AA AT AASAlA b lm_o I Aan A~ An~ ~an Ammaan

Pucynoxk 123 — OkHO HACTPOMKU COPTUPOBKHU U GUITBTPAIIUU
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4.4.2.4 dunpTpamusn

Hcnonb3ys ¢uiabTpanyio, MOXHO CKpBIBaTh WIA OTOOpakaTb B CTOJIOIE SfYeMKH C
BbIODAaHHBIMU 3HAYeHHUsIMH, C BBIODAaHHBIM I[BETOM 3aJIMBKM WJIM [IaTOH, COOTBETCTBYIOIIEN
YCIIOBUSIM.

YTo6b! 0TPUIBTPOBATH STYEUKH 110 3HAYEHUSIM, BBITIOJIHUTE CJIeIyIole TeHCTBUS:

1. Bribepure nuanasoH i ¢unmbTpanuu (cM. pasgen 4.4.2.1).

2. HaxmuTe KHOMKYy * B BepxHed sdedke CToJIOI@, B KOTOPOM HEOOXOAUMO

oTPWIbTPOBAThH JAHHBIE.

3. B orkpeiBmieMcs okHe BblOepuTe crioco6 ¢uibrpanuu Ilo 3HayeHHMI0 M CHUMHTe

¢dnaxxox Beiopars Bce (cMm. PucyHnok 123).

4. Ilpu He06XOMMOCTU HACTPOMTE MIMPUHY W/WIK BBICOTY OKHa:

— Yro0bl yBEJIMUKTh / YMEHBIIUTh IIMPUHY OKHA, IlepeMeCTUTe ero MpaByl0 TPAHUILY

BITPABO / BJIEBO.

—  YtobnI YBeJIMIUTH / YMEHBbIINUTb BLICOTY OKHd, IIepeMeCTuTe ero HUKHIOIO T'paHUIly

BHU3 / BBEPX.
— YT06BI OJTHOBPEMEHHO HACTPOMUTH IIMPUHY U BBICOTY OKHA, IlepeMeCTUTe ero HYDKHUN
IIpaBbli yToJl B TpeOyeMOoM HalpaB/IeHUH.

5. OtmertbTe drakkaMy 3Ha4eHUsI, KOTOpble TpeOyeTcst 0TobpaXkaThb B CTOJIOIIe.
6. Ecnu B BeIOpaHHOM JiMania3oHe GUIbTpAIUM ecTh siueiiku B popmate «JlaTay wium «/lara

Y BpeMs», UX 3HA4eHUS TPYIIMPYIOTCS B CIIMUCKe 10 ToJaM M MecsraMm. s pacKpbITUs

CTPYTIIUPOBAHHOM CTPOKH CIMCKA HAXKMUTe KHONIKY * (cM. PucyHok 124).
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AA Aata
A B C D

i
1 [DOata b CopTtvpoeka u ¢punsTpauma — Ctonbeu A
2 | 01.07.2020
3 ]01.07.2020|  copruposars:
4 01.07.2020_
5 | 01.07.2020 T= No sozpacTanmio L= No y6uisanmio
6 | 01.07.2020|
7 01.07.2020
8 | 01.07.2020 ®unbrposars:
9 | 01.07.2020

- © Mo 3Hauenuio ) Lpe Mo pare
10 01A07.202£
11 | 01.07.2020|

12 | 01.07.2020
13 | 01.07.2020

14 | 01.07.2020 BbibpaTb BCE 2669
15 Dl.U?.ZUZOJ 2020 1334
16 | 01.07.2020|
17 | 01.07.2020 fneape 198
18 | 01.07.2020| Gespans 19
19 | 01.07.2020|
20 | 01.07.2020 Mapt 157
21 | 01.07.2020|
22 | 01.07.2020 Anpent S
23 | 01.07.2020| Maii 36
24 | 01.07.2020|
25 | 01.07.2020 WioHs 41
26 01.07.202_0‘

= Wionb 198
27 | 01.07.2020|
28 | 01.07.2020| Agryct 198
29 | 01.07.2020
30 | 01.07.2020 Cenabpy 127

31 | 01.07.2020,
32 | 01.07.2020

33 | 01.07.2020

35 | 01.07.2020,

O R —

Pucynok 124 — I'pyninupoBka 1o jiate

7. Eciu criicok cofiep>XuT 00JIbIlIoe KOJIMYeCTBO 3HaUYeHUH, UCIIONIb3YyHTe CTPOKY MTOUCKa:

- BBQ}II/ITQ B CTPOKY IIOMCKAd YdCTb HMCKOMOI'O 3HA4YeHHd WKW HCKOMOe 3Hd4YeHHe

nenvkoM. Hampumep, uTobbl HaliTh yuciio 123, B CTPOKy IOMCKAa MOXKHO BBECTH

yucna 12, 23 wu 123.

— JlaThl MOXXHO HCKaThb, BBOJISI IIOJTHOCTBIO WJIM YaCTUYHO YHCIIOBOE 3HaYeHHe (71 roja,

Mecslla ¥ 4Mciia), Ha3BaHWe Mecslla WK Aary neinvkoM B ¢opmare «IJI.MM.ITTT»

wm «JIJI.MM.I'T». Ilpu atom, ecru BBectu B nouck «01», To otobpasurcs 2001 rop,

SIHBaphb, 1-e 4nco, a ecyiv BBecty "1", TO siHBapb B pe3yJIbTaThbl MIOMCKA He IOMaJleT

(mecsiry cootBercTBYeT «01», HO He «1»).

- B pe3yjibTaTaX IIOUCKd OTMETbTe q)ﬂa)KKaMI/I 3Ha4YeHMs,

oTobpaXkaTh B CTOJIOIIE.
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— Ilpy HEOOXOOUMOCTH TOBTOpWTE MAEWCTBHUSI, YTOObI HAMTA YW OTMETUTb JpyTHe

3HAYeHMsI.

8. Haxxmure kHONKY IIpMeHHTS.

YTo06BI BEPHYTBCA K OTO6pa)KEHI/IIO BCex d4eeK B CTOJ'[6II€, IIOBTOPHO OTKpOﬁTe OKHO
HaCTpOfIKH COPTHUPOBKHU U (l)I/IJ'[I)TpaIII/II/I U IIOCTaBbTe (l)JIa)KOK Bmﬁpa’rb BCe WK HAXXMHUTe KHOIIKY

OuncTuTh QUIBTP.

YT065! 0OTGUIBTPOBATH STYEHKHU 110 [IBETY 3aJIMBKHU, BBIIIOJIHUTE CJlelyIole JeHCTBUS:

1. BuiGepure nuamna3oH juis dusnbTpanuu (cM. pasaen 4.4.2.1).

2. Haxmure KHOIIKY ~ B BepxHed sdeilike cToibI@a, B KOTOPOM HEOOXOIUMO
0T$UILTPOBATH JIaHHBIE.

3. B orkpeiBiIeMcsi okHe BbiOepuTe criocod ¢unbrpanuu «llo nsery» (cm. Pucynok 125).
@unbTpanys 10 IBeTy AOCTYIIHA TOJIBKO eCilv B AMAINa30He ecTh sfYelKU C 3aJIMBKOM.

4. B manutpe 11BeTOB, AOCTYIHBIX [yIs GUIbLTPALIMH, BbIOepUTe BT 3aIMBKH.

5. Haxmwure kHOnKy IIpuMeHUTS.

D E CopTupoeka u ¢unsTpauma — Ctonbeu E X
HomeHnknatypa ¥ Mpopaxu hdl ]
Nbin 1250 847,  Copmvpopate:
Benocunegpl 2338983
[Oocku 1461 864 T= No sospactanmio 1= No y6eiganmio
Manatkm 106 780
Benocunegpl 2135593

=il ®unbTpoBaTh:

Jocku 1588 983|
Nanarku 29 661 Mo sHauennio O Mo ugery Mo pate
Mpoyee
Benocunegpl --
Jbiu
Jocku
Manatkm 100 847
Jocku 63 559
Benocunegpl
Jocku
Manatkm 17797
Mpoyee 3390
Jocku 508 475|

a3 Ceoghan Tabavua 1 Quunctnte GuasTp MpPUMEHNTB OTmeHa

<Y

Pucynoxk 125 — ®usnbTpaiiys 1o MBeTy 3aJIMBKU STYeHKU

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 128



MonOdonc

YToOBI BEepHYTBHCS K OTOOPaKEHHUIO BCeX SYeeK B CTOjOIe, TTOBTOPHO OTKPOHTE OKHO

HACTPOWKU COPTUPOBKU M GMIIBTPALIMHM U HAXKMUTE KHONIKY OYHCTHTH QUIBTP.

YT1o6B! 0TGUIBTPOBATH SIUEHKH T10 JIaTe, BLIOJIHUTE CIeyIole eiCTBUS:

1. Bribepure nuanasoH i ¢unbTpanuu (cM. pasgen 4.4.2.1).

2. Haxmure KHONIKy ~ B BepxHeld sdelike CToyiOIj@, B KOTOpPOM HeoOXOAWMO
OTPWILTPOBAThH JAHHBIE.

3. B ortkpeiBmieMcst okHe BbiOepuTe criocob ¢uibrpanuu Ilo mare (cm. Pucynok 126).
dubTpanys 1Mo JaTe JIOCTYIIHA, eCyid B IMana3oHe ecTh siueiku B popmare «/lata» win

«/lara 1 BpeMs».

A B C D

1 |fara “/| Coptuposka u dunsTpaLma — Cron6eu A X _v

01.07.2020|
01.07.2020|
01.07.2020|
01.07.2020|
01.07.2020|
01.07.2020
01.07.2020 ®PunbTpoBaTh:
01.07.2020
10 | 01.07.2020
11 | 01.07.2020,
12 | 01.07.2020 TouHan pata
13 | 01.07.2020,
14 | 01.07.2020
15 | 01.07.2020
16 | 01.07.2020|
17 | 01.07.2020
18 | 01.07.2020,
19 | 01.07.2020
20 | 01.07.2020|
21 | 01.07.2020|
22 | 01.07.2020|
23 | 01.07.2020| OTEE
24 | 01.07.2020|
25 | 01.07.2020|Otaen npoABUKEHUA |,'J,06p9|<03 |,£I,ocm»1

CopTtupoBarb:

T= Mo sospacTaHuio L= Mo y6risanuio

W N ;AW N

o

Mo 3HaueHuo O Mo gare

Pucynok 126 — @unbrpanus no aare

4. B BbmanaroiiieM crivcke BeIOepuTe yCIoBUe il pUIbTPaIvu:

— Tounas gara — fara B siuelike JTOJDKHA COBIAAATh C BBeJIEHHOM JIaTOW;
— o — nara B siuelike JTOJDKHA MPeIIeCTBOBATh BBEJIEHHOM J1aTe;
— Ilocye — aTa B siuelike JO/DKHA CJIe/I0BaTh 32 BBeIEHHOM JaToM;

— M(-'_‘)KJ],'y — JlaTa B s4elKe JI0JDKHA IIOIafaThb B YKHSaHHbIﬁ JAWAIria3OH, BKIIOYas ero

KpaiHye 3HaYeHus .
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5. B mosie noj BhINaIatONMM CIIMCKOM BBEJIUTE NIATy WX JaThbl (Ui ycjioBUs Memxnmy)

BPYYHYIO WM HaKMUTE KHOIIKY 1 BbIbepuTe mary B KayeHmape. [Ipy HeBepHOM
BBOJIe T10JIe MOXHO OBICTPO OYHUCTUTD, HAXKAB KHOIIKY .
[Ipu pyyHOM BBOJIe TIO/JIEPXKUBAIOTCS Ciiefyrfoliie ¢bopMaThl BBOJA JAT: «II.MM.TTTTY;
«IIL.MM.IT»; «I.M.TT»; «JIJl MecCsIII ITTT» (MecsIl MOXeT ObITh BBeJleH TOJIbKO Ha PyCCKOM
SI3bIKE); «IJI MMM IT» (HallppuMep, «MMM» = «HOS»); «MMM-TT»; «IA-MMM» (Oyner
WCITO/Tb30BaH TEKYITUW TOJ); «TT.MM.JJI»; «TTTT.MM.J»; «T.M.JJI»; «T.M.JD»; «T.MM.JJI»;
&I MECSII IT»; «IT MMM II»; «IOJ MMM ITIT»; «MMM ITI»; «K MMM-ITIT»; «MMM ITTT»; «IT
MMM «IIMMMY.

6. Haxmurte kHonKy IIpuMeHHUTS.

HJ’[H CTOJ'I6I_[a eINHOBPEeMEHHO MOXHO YCTAdHOBUTbL TOJIbKO OJWH THUII Cl)I/IJ'Ipra.
TanKe, €ClIn B CTOPOHHEM pedKTOope OBLI YCTaHOBJIEH (1)I/IJ'Ipr II0 HEeCKOJIbKMM IIBeTaM,

TO TakoW GUIbTP OyAeT MPOUrHOPUPOBaH.

4.4.2.5 KonnupoBaHue 1 BCTaBKa 0TPMILTPOBAaHHBIX JaHHBIX

[Tocne ¢unbTpanyy U3 TaOIUIBI KOMMPYIOTCS TOJIBKO BUIMMBIE AaHHBe. Kommpoanue
CKPBITBIX JAHHBIX HE BBITTOJIHSIETCSI.

KommpoBanve # BCTaBKy J[JAaHHBIX MOXHO BBIIIOJIHUTh CTaHJAPTHBIMU CHOCOOaMHU
(cm. pasmensl 4.14.2.1 u 4.14.2.2). CkonvpoBaHHbIe JaHHblE MOXHO BCTaBUTh B JIFOOOE MeECTO

TeKylllero uiy apyroro fokymMenTta «MoiOduc Tabmumay.

4.4.2.6 OoHoBIIeHUe pUIbTPaA

Ecin B mpomecce paboThl 3HaueHHs B BBIODAHHOM JlMalia3oHe W3MEHWIHWCh, MOXHO
IIOBTOPHO OTUIBTPOBATh AaHHbIe Oe3 epeHacTpoyku ¢pumnbTpa. [liis 3Toro:
1. Ha naHenu MHCTpyMeHTOB, B pa3jiere JlaHHbIe HAXKMHUTe Ha CTPEJIKY CIIpaBa OT KHOIIKU
g CopTtupoBka u punbrpanus (cMm. Pucynok 127).

2. B BeimagarorieM MeHio BeibeprTe KoMaH1y OOHOBHUTS.

yyBva3 B C

v
O6HOBWTL

Bcraeka

Pucynok 127 — Komanga O0HOBHTH
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4.4.2.7 3aBepuieHue padoThI C TUANIA30HOM COPTHPOBKH U QUIbTPAIUH

Y10o6BI 3aBepINTh pabOTy C TEKYIUM JIMAla30HOM COPTUPOBKU U GUIbTPALIUU, Ha MAHe!
WHCTPYMEHTOB, B paszfieiie JlaHHBIe HaXXMUTe KHOIKY Vv CoptupoBka u ¢uiabTpanus

(cm. Pucynok 121).

ITocie 3aBeplIeHusa pa60TbI C JHAIlda30HOM B Ta6n1/1ue COXPAHAIOTCAI TOJIBKO Pe3yJIbTdThbl

COPTHUPOBKHU. PEBYJIBTEITI)I (l)I/IJIpraIII/II/I He COXPAHAIOTCH.

4.4.3 IIpoBepka JaHHBIX

[Ipu co3pmaHny TakuX NOKYMEHTOB, KaK (GOPMBI [yl 3allOJIHeHUs, BAXKHO 00JIerdYuTh paboTy
C IOKyMeHTOM, rapaHTUpOBaTh eAWHBbIM opMaT U UCKIIIOYUTH OMMOKMU IpY BBOAe. [l 3TOrO B
npwiokennn «MoiOduc Tabmuia» MOXXHO HACTPOMTH IIPOBEPKY BBOAUMBIX MJAHHBIX JIJIS
BbIOpaHHBIX siyeek. B Takux siuelikax I0JIb30BaTeslb MOXET BbIOpaTh AOIyCTHMOe 3HayeHWe M3

BblIIIaidtoniero CIIMCKd WJIN BBeCTU 3Hd4YeHHe HAIIpSAMYIO B ;{qeﬁKy.

4.4.3.1 Co3naHue NpoBepKH TaHHBIX

[Tepen co3maHuemM IPOBEPKM MOXHO IIpe/IBAPUTENIbHO CO3[1aTh CIIMCOK JOIYCTUMBIX
3HA4YeHMH, a MOXXHO BBECTH 3TH 3HAYeHMsl yKe B IIpollecce CO3[aHuUsl MPOBepKU B mojle IcTouHuK
3HAYeHHH (CM. HIDKe).

YtoObl CO37aTh BBINAJAIONIAA CHMCOK C JIOMYCTUMBIMU 3HAY€HHUSIMH, BBITIOJIHUATE
CJIeIyIolve IeNCTBUS:

1. Belgenure siueliKy WM AUANA30H SYeeK.

2. Ortkporite okHO IIpoBepka JaHHBIX OJJHUM U3 CIIeAYIOIMIMX CIIOCOOOB:

— B xomanmHoM MeHio BblOepure nYyHKT J[lannbie > IIpoBepka JaHHBIX

(cMm. Pucynok 128).
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JaHHble  WHctpymenTel  Bug  Obwwin goctyn  Hapctpow

3ajatbh MMA...
YnpaeneHve 3awmTon 4

OB6HOBWTL CBOAHYHO Tabauuy
Hactpowutb cBOgHYHO Tabanuy

Yaanute cBOAHYHO Tabnuuy

Hactpowute ymHyo Tabauuy
[Npeobpazoeats B 0BbIYHBIV AMana3oH

Yoanute ymHyro Tabnnuy

IpynnupoBaTth CTPOKW

Ipynnupoeate cTonbubl

eon HO &

OUMCTUTE TPYNMMPOBKY

™

ABTOCYMMA Alt+=
Yaanute gybnvkarsi...
Pexxum nepecueta ’

+ OBHOBWTL AaHHLIE Ctrl +Shift+F5

MpoBepka gaHHbIxX

MocmoTpeTk BCe NpoBepKy

Pucynok 128 — [lynkTt komangHoro MeHio IIpoBepka maHHBIX

=%
— Ha manem UHCTPYMEHTOB, B pasfese JlaHHBIe HAOKMHTE KHOIIKYy (IIpOBepKa

maHHbIX) (cM. Pucynok 129).

Yv2v[@ B~ O

v Y v =

AaHHble

Pucynok 129 — Knonka IIpoBepka qaHHBIX Ha IIaHeJId MHCTPYMEHTOB

Cv
— Ha GokoBoii ane HaxMuTe KHOTIKY C (Bce mpoBepkH) 1 B OTKPBIBITIENCS TTaHEN

HakmuTe KHOTKy JlodaBuTH mpoBepKy (cM. PucyHok 130).
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- Bce npoBepku Q

A o6asuTb NpoBepky Fx

Bce nposepkn v

Cv
cx

MpoBepka AaHHbIX

3agaiiTe ycnoBWA NPOBEPKK JaHHbIX, YTOBbI
OrpaHu4MTL BBOA 3HaUYeHWIA B AYEKY.

Pucynok 130 — bokoBast nanesis Bce npoBepku

3. Bo Bwianke Ilapamerpsl, B BhiajamoolmieM cnucke Tum gaHHbIX BbiOepute CHHCOK

(cm. Pucynok 131).

Mposepka AaHHbIX X

MNapameTpsl Moackaska CoobuieHve 06 owmbke

BelBpaHHbIA Anana3oH

SlnctT'IET2

Twun AaHHBIX:

Cnucok = WrHopWpoBaTh nycTsle AUeiki

Moka3sbiBaTk CNWCOK 3HAYEHWMIA
Joboe 3HaueHue

[ara
~  Cnucok HO pa3aenaTb TOUKOR ¢ 3anATon. Hanpumep: Ja; Het
e - aBWTCA.
Mpym E € yen 1 7eM n 1
Ou4ncTnTb BCe oK OTtmeHa

Pucynok 131 — Bei6op Beinafaro1mero crivcka
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4, CHumure Pprakok ITHOPHPOBATH IyCThIE STYeHKH, eCJIM XOTHTe, YTOOHI sYeika Oblia
obsi3aTeNIbHO 3arlo/iHeHa NpU BBojle. Eciu suelika He OyneT 3arojHeHa, OTOOpPa3uTCs
omubka.

5. Cuumure ¢naxox IlokaspIBaTh COHMCOK 3HAYeHHH, eCJIM He XOTHTe WCIIOJIb30BaTh
BBITIAIAIOIIMN CIHCOK. B 3TOM citydae mpoBepka OyIeT BBIMOIHSTHCS IOCIe TPSMOTO
BBOJIa 3HAYEHUs B STYEHKY, KaK OIHMCAHO B rojipaszeie 4.4.3.6.

6. B none Ucrounuk 3Hadenwuii (cM. Pucynok 132) 3amaiite 3HaueHus 11 pOpMUPOBaHUS
CITMCKA OJTHUM M3 CJIeyIOIIUX CII0COOO0B:

— BBenure 3HaueHusI B 110J1e HAIPSIMYIO, Pa3ziesisisi UX TOYKOM C 3aIisITOM.
— YKaXuTe IMana3oH s9eeK BPYy4YHYIO.

— Haxmure kHomky (BbiOpaTh 3HauyeHMs), BblesUTe TpeOyeMble SYelKU B

JIOKyMeHTe Y HA)KMUTe (3aBepiIUTH BHIOOD).

- BBe,[[I/ITe Ha3BaHHe HMMEHOBAHHOI'O JHAIIa30Hd WJIN (bOpMy'J'Iy, pe3yjibTaToOM KOTOpOfI

SIBJIIETCA JHdIlda30H d4eeK.

MapameTpbl Mopckaska CoobLeHne 06 ownbke
BbiBpaHHbIl AvanasoH
Sinet1'1IE12
Tun gaHHbIX
Crvcok v MrHoprpoBaTb MycTble AYerikn

Moka3blBaTh CNMCOK 3HAYEHUI

cTouHmMK 3HaueHnin

Mpv py4YHOM BBOZAE 3EMEHTBI CNIUCKA HY>KHO pa3aensTb TOUKOW C 3anAToi. Hanpuwmep: [a; HeT;
Bo3moxkHO. CMMBOA = B 3TOM C/ly4ae He CTaBUTCA.

OumnctuTh BCe OK OTtmeHa

Pucynok 132 — Beibop ucTOYHMKA 3HAUeHUH
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— B oiyyae ommbku 1pu BBOfe ClefydTe yKazaHWsSM Ha 3KpaHe. ISl OYMCTKM Bcex
nojiell B OKHe M BO3BpAaTy OKHA K BHJy 10 YMOTYaHUIO HAXMUTe KHONKY O4HCTHTHL

BCe B HIDKHel 9acTH OKHa (cM. PrucyHok 132).

Jlvama3oH UCTOYHHWKA JIAaHHBIX JIOJDKEH MPUHAIJIeXXaTh OJHOMY CTOJIOMY WU

CTpOKe.

7. Bo Briaake Ilogcka3ka MOXHO BBECTH 3arojIOBOK M TEKCT IMOJACKA3KU C MHPOpMaluei
0 mpaBuiax pabotel ¢ moneMm (cMm. Pucynok 133). Ilpu OTKJIIOYEHWHM HACTPOUKU
Iloka3sIBaTh NIpH BBIIEJIECHUH SAYeHKH I10JICKa3ka OToOpaxkaTbCsi He Oyzer, HO

3aroJIOBOK MU TEKCT IIOACKAd3KKW COXPAHATCA.

MNapameTpbl MNMoackaska CoobuieHue 06 owmnbke

MNMoka3biBaTb npwv BbldeneHnu AYEnKn

3aroncBok:

TekcT noackasku:

QuucTutb BCe OK OTtmeHa

Pucynok 133 — Bxiiagka Ilopcka3ska
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8. Bo Bkiagke Coobmienue 00 ommbdke (cM. PucyHok 134) MOKHO HAaCTPOUTH MOBefIeHHe
IIPU BBOJIe HEJOMYCTUMbIX 3HAYEHWM U TEeKCT OIIHUOKH, OOBSICHSIONMIUN TOTh30BaTeIII0
MIPUYHHY OIIUOKHU:

— B paspmene [leiictBue cO00IIeHHsI YCTaHABIMBAeTCs IIOBelleHWe TIIpU BBOJe
HeJIONTyCTUMOT0 3HAa4YeHus: 3ampeT BBOJA He JaCT BBECTH B sSTYEWKy HENOIMyCTUMOe
3Havenve, Ilpegqynpexmenyie orobpasut coobiierre 06 ormbke, HO TIO3BOJIUT BBECTH

3HA4YeHue.

— B nomax 3aronoBok 1 Tekcr coobimenmst MOXXHO BBECTH CBOe Ha3BaHWe U OIMCAHHe

omnoku. Ecnm ocraBuTh mons ITYCTbIMHU, 6yL[er OTO6pa)KaTbCH TeKCT II0 YMOJIYdHHIO.

MapameTpel Mopackaska CoobueHne 06 ownbke

Moka3biBaTb MPY BBOAE HEZOMyCTUMbIX 3HAUEHNN

JencTeue coobuieHun
© 3anper BBoga
MpeaynpexzaeHve

3aronoBok

TekcT coobuieHun

OuunctnTb BCe oK OTtmeHa

Pucynok 134 — Bxianka Coob1ienre 06 ommoke

9. Yrobwl 3aBepmnTh co3/aHue IpoBepkd, HaxmuTe KHONKY OK wnu kiaBuiny Enter.

YToOBI OTMEHUTH CO3[1aHHre, HA>)XMHTe KHOIIKY OtrMena win KJIaBUITY Esc.
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3HayeHUs BBINIAAIOINIEr0 CIMCKA BCerja akTyajabHbl. HampuMmep, eciu B MCTOYHHKeE eCTh
pe3ynbTaT GopMyibl, U Y GOPMYJIbI MEHSIOTCSI apryMeHThbl, TO COOTBETCTBYIOIllee 3HAuYeHUe B
CIIMCKe OOHOBJISIETCSI.

B BbInapgaroiiem criicke 3HaueHHs 0TOOPaXKaloTCsl B TOM BUJle, B KOTOPOM OHU OTOOPaXKaroTCst
B HUCTOYHMKe. B sueiike oToOpakeHre BLIOPAHHOTO 3HAYEHHS OIpenesisieTcs: GopMaToM 3TOU STYEHKHU
(cm. pazmen 4.5). HampuMep, eciiv B BBINA/IAIOIIEM CITUCKe COMIEPXKaTCs IaThl, a JIS sTYelKU BhIOpaH
¢dopmar OOmmit wii TekcroBbIA, TO B sdYeiike BblOpaHHas JaTa OyzeT IpeoOpa3oBaHa B

cootBeTcTBUM C popmatoM — arta 02.02.2020 orobpasutcs B Bujie 3HaueHus 43863.

Jlns mpoBepku JlaHHBIX B ¢opmaTe [laTa CyliecTByeT OTAeNbHBIA THI HPOBepKU. UTOOBI
CO31aTh IS STYeMKHU POBepPKY BBOJUMOM JaThl, BBIIIOJIHWTE CJIeIyIollre NeHCTBUS:
1. Belgenure siueliKy WM AUANA30H sS9eeK, At KOTOPBIX OyJleT BBIIOJIHATHCS IIPOBepKa.
2. Orkporite okHo IIpoBepka JaHHBIX OJTHMM U3 CJIeJyIOIINX CIIOCOOO0B:
— B xomanmHoM MeHio Bblbepure myHkT JlanHble > IIpoBepka maHHBIX

(cm. Pucynok 128).

)
— Ha manemu uHCcTpymeHTOB, B pazzesie Jlanubie Haxkmure KHONKy —= (IIpoBepka
naHHbIX) (cM. PucyHok 129).

Cw
— Ha 6GokoBo¥i aHeny Ha)kMuUTe KHOTIKY T (Bce IIpoBepKkH) U B OTKPBIBIIIEHNCS TTaHeIN

HakxMuTe KHOIIKY Jlo6aBHTH npoBepKy (cM. PucyHok 130).

3. Bo Bkiaake Ilapamerpsnl, B BbajaromiemM crnucke Tunm maHHbIX BbiOepute JlaTa

(cMm. Pucynok 135).
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MNpoBepKa AaHHbIX X
Mapamerpbl Moackaska CoobueHue 06 owmbke
BbiOpaHHbIV AManasoH:
Nnet1'J18
Tvn gaHHBIX:
lata v WrHopupoBsats nycrble A4einky

Nioboe 3HaueHue

v [ata
Cnincoxk
KoHeuHas garta:
OuuncTuTh BCe oK OTmMeHa

Pucynok 135 — Beibop npoBepku 110 J1aTe

4. TIlocraBbTe ¢uiaxkok IrHOpHpOBaTh IyCThIe STYeHKH, eClii XOTHTe, YTOOB! SUeHKy C
IIPOBEPKOM JJaHHBIX MOXKHO OBUIO OCTaBUTH IycTOM. [Ipu BK/IIOYEHHOM HacCTpOMKe
BO3MOXXHblE pa3/MyHble CUTyallUd IIpM BBOAEe B 3aBUCHMOCTH OT BbIOpaHHOIO
Kpurepusa mnpoBepku, ecid IOIS C JaTaMd CCbUIAIOTCS Ha IIyCTble SYeMKHU

(cm. Tabmwma 5).

Tabsmma 5 — OmuoOKH NpH BKIIOYeHHOM HTHOPHPOBAHUH IYCTHIX STYeeK

Kpurepnii HavannHas naTa Koneunas nata Pe3ynbTaT
Omnbka, ecay 3HaYeHue DOoJIbIle
[Iycras 3arosiHeHa 9
KOHEYHOM [aThl.
«Mexny»
Omnbka, eciiv 3HaUeHHe MeHbIIIe
3anoJiHeHa [Tycras N
HAYaJIbHOM [IATHL.
Omunbka, eciiv 3HaUeHHe MeHbIIIe WIN
[Iycras 3arosiHeHa .
paBHO KOHEYHOMU JiaTe.
«Buey
Omunbka, eciiv 3HaYeHue OOoJIbIle WU
3anoJiHeHa [Tycras N
paBHO HAYaJLHOM JiaTe.
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[Tpu oTkIItOUEeHHOW HACTpOMKe TaKkXKe BO3MOXXHbI BO3MOXKHbIE PA3IMYHble CUTYaIluu

IIpY BBOJIE, eCJIM TOJIsl C IaTaMU CChUIAIOTCS Ha MyCThle siueriku (cM. Tabuuiia 6).

Taomuna 6 — OmHOKH NPH OTKJIIOYEeHHOM HTHOPHPOBAHUH ITYCTBIX STUEeK

Kpurepuii

HauyannHaga gaTa

Koneunaga mara

PesyabTaT

«Mexny»

[Tycras

3arnosHeHa

Ommbka, eciy 3HaYeHUe DOoJIbIIe
KOHEYHOM JaThl.

Penaktupyemas siueiika MoxxeT OBITh
IIyCTOM.

3amnoJsiHeHa

[Tycras

Omurbka, ecyii MeHbIlle HavyajIbHOH
JIaThl.

Pemaktupyemas sraeiika MoxxeT OBITh
IIyCTOM.

[Tycras

[Tycras

Omnbka.
Penaktupyemas stueiika MoxkeT OBITh
IIyCTOMN.

«Buey

[Tycras

3anoJyHeHa

Omrbka, ecyiv 3Ha4eHue MeHbIIle
KOHEYHOM JIaThI.

Penaktupyemas siueiika He MOXeT
OBITh ITyCTOM.

3arnosHeHa

[Tycras

Ommbka, ecu 60JIbIlle HAa4YaJIbHOM
JIaThL

PenakTupyemas sideiika He MOXET
OBITH ITyCTOM.

[Tycras

[Tycras

Omunbxy Her.
PepaxTupyemas siueiika He MOXeT
OBITh ITyCTOM.

«PaBHO»

[Tycras

Omnbka.
Penaktupyemas staeiika MOXeT OBITH
IIyCTOM.

«He
paBHOY

[Tycras

Ommbku Her.
Penaktupyemas siaefika He MOXeT
OBITH ITyCTOM.

«bornbley

[Tycras

Ominubku HeT.
PenakTupyemas siueiika He MOXET
OBbITh ITyCTOM.

«Mewubiey

[Tycras

Ommbka.
Penaktrpyemas siaefika He MOXeT
OBITh ITyCTOM.
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Kpurepuit HavyanbHaga naTa Koneunas maTa Pe3ynbraT
Oumbku Her.
«borbie .
[Tycrasa Penaktupyemas siueiika MoXeT ObITh
WA PAaBHO» .
IIyCTOH.
Oumbka.
«Memnbl1e .
[Iycras PepaxTupyemas sueiika MoXxeT ObITb
WA PAaBHO» .
IIyCTOH.

5. B Bomaparortem crivicke Kpureprii mpoBepKH BeIOepyTe YCiioBHe TIpoBepky (cM. Tabrmra 7).

Ta6ummma 7 — YcjIoBus yCIIeNIHOH NPOBepKH

Kpurepnii YcnoBue ycrneniHoii IpoBepKu
Jara goypkHa nonagaTe B UHTEpBaJl MeXy HA4aJIbHOM U KOHEYHOU JJaTaMu
«Mexny»
BKJIFOUUTEJILHO.
«Bue» JaTta gomkHa ObITh BHE MHTepBajia MeXX/ly HauaJbHOU U KOHEYHBIMU JJaTaMU.
«PaBHOY» JlaTa moJpKHa CoBIAgaTh CO 3HaUeHWeM B mosie «JlaTay.

«He paBHO»

JlaTa He TOJDKHA COBMNAJATh CO 3HaUeHHeM B moJie «JlaTay.

«bornbley JaTta gomkHa ObITh 1MO3XKe AaThl, yKa3aHHOH B moJie «JlaTay.
«Mewubley JlaTa gomkHa ObIThH paHbIlle IaThl, YKa3aHHOU B mojie «JlaTay.
«bornplie

HJIX PaBHO»

I[aTa JOJDXHAa OBITH ITO3Xe JaThI, YKaSBHHOfI B I10J1e «IIaTa», WIX COBIIAAATh C HEM.

«Mewubiie
WJT PAaBHO»

I[aTa JOJDXHAa OBITD paHbIlIe OaThl, YKHSEIHHOI;I B I10J1e «)IaTa», WIH COBIIQAATh C HEH.

6. B nmonax Hauanbnas mata v Koneunas mara viu Jlara BBegure:
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7. Bo Bknaake Ilomckaska MOXXHO BBECTHM 3arOJIOBOK M TEKCT IOJCKAa3Ku ¢ UHGOpMalren
0 mpaBuiaax pabotel ¢ mosneMm (cMm. Pucynok 133). Ilpu oTkiItOYeHHWHM HACTPOMKU
Iloka3pIiBaTh NIpH BBIIEJIEHUH SYeHKH I10JICKa3Ka OToOpaxkaTbCsi He Oyzer, HO
3aroJIOBOK U TEKCT MOJICKa3KU COXPAHSITCS.

8. Bo Bkiiagke Coobmenue 00 ommbdke (cM. PucyHok 134) MOKHO HAaCTPOUTH MTOBeJIeHHe
IIPH BBOJIe HEJIOMYCTUMBIX 3HAYEHHM U TEKCT OIMUOKH, OOBICHSIONIANA T0JIb30BATENTI0
MIPUYHHY OIIUOKHU:

— B pasmene [leiictBue cOO0OIIeHHs1 YCTaHABIMBAeTCS TIOBeJleHWe TP BBOJIE
HeJIONYCTUMOI'0 3HaueHus: 3ampeT BBOJA He JaCT BBECTH B SIUEHKY HEHOITyCTUMOe
3HaueHue, Ilpexynpexmenue oTob6pa3uT coobieHre 06 oibKe, HO MO3BOJIUT BBECTH

3Ha4YeHue.

— B nongax 3aromoBok u Tekcr COOGI].IP_HI/IH MOZKHO BBeCTH CBO€ Hd3BdHHE M OITMCdHHe

ommnoku. Ecinm ocraBuTh mons ITyCTbIMHU, 6yL[er OTO6pa)KaTI>CH TeKCT II0 YMOJIYdHHIO.

9. Yrobwl 3aBepmuTh co3/aHve NpoBepkd, HaxmuTe KHONKY OK wnm kiaBuiry Enter.

YT0OBI OTMEHUTD CO31aHHre, HA’)KMHUTe KHOIIKY OrMena niu KJIaBUIITY Esc.

IIpu cozpanuM NpoBEpPOK AEUCTBYIOT ClleyIOIe OrPaHUYeHUS:
— IIpoBepky mnaHHBIX Hejb3s1 Ha3Ha4yaTb ISl 3arojIOBKA U CTPOKA HTOIOB «YMHBIX»
Tabuu1l, S'9eeKk CBOJHBIX TaOJIMII U sideek, yke CofiepXalllixX Ipyrue pOBepKH.

— HpOBepKa OAHHBIX MOXET YCTdHABJIMBATHCA TOJIbKO Hd BUOUMbIE STYEHKH.

B npunoxennn «MoitOduc Tabmuia» Takke Mojjiep>KABaeTcs paboTa C suerkamu, AJis

KOTOPBIX B CTOPOHHUX pelaKTOPdX HACTPOEeHd ITPpOBepKd IdHHbIX.

He nonnepxuBaroTcs BbIlIaJjatoliyie CIIMCKY, BCTaBJIeHHbIe Kak 31eMeHT ActiveX.

4.4.3.2 PegakTupoBaHNe IPOBEePKH JaHHBIX

[IpoBepKky maHHBIX MOXHO peNaKTUpOBaThb C IMOMOIIbI0 OkHa IIpoBepka maHHBIX WU
naHeny Bce nmpoBepkm.

YroObl penakTHMpOBaTh IIPOBEpKY MAaHHBIX C IoMmoliplo OKHa IIpoBepka MaHHBIX,
BBITIOJIHUTE CJIeIyIOlye IeHCTBUS:

1. Brimenure siueriku, cojieprkaiiye MpOBepKHU.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 141



MonOdonc

OTkpoiite okHO IIpoBepka JaHHBIX OHUM U3 CIIEAYIOMUX CIIOCODOOB:
— B xomannHoM MeHio BblOepure nYyHKT J[lanHbie > IIpoBepka JaHHBIX

(cm. Pucynok 128).

=
— Ha nanemu uHCTpyMmeHTOB, B pasfenie /lanHble Haxmure KHoOnky @ (IIpoBepka

HaHHbIX) (cM. Pucynok 129).

Cw
— Ha GokoBoii manenmy HaXMuUTe KHOTIKY —* (Bce mpoBepKH) 1 B OTKPBIBITIEUCS TTaHETH

HaxkmuTe KHOTKY Jlo6aBuTh mmpoBepky (cM. Pucynok 130).

H3mMennTe HacTpoUKU MpoBepKH B OkHe. [Ipy BkiItoueHHOW HacTporike IIpuMeHHTH KO
BCeM sUeKaM C TaKHM jKe YCJIOBHeM NPOBepPKH M3MeHeHUs: OyayT IpUMeHeHbI KO
BCeM IIpOBepKaM C TakuM e YycioBueM. EciM HacTpolika OTK/IIOYeHa, I0cCe
pefaKTApOBaHus OyJieT co3flaHa ITPOBepKa C HOBBIMHU yCJIOBUSIMH.

Haxwmure knonky OK.

YTto0bbI PedaKTUPOBATh IIPOBEPKY NAHHBIX C IIOMOINbIO IIdHEJIN Bce IIpOBEPKHU, BLIIIOJIHUTE

clleflyioliye AeiCTBUS:

1.
2.

Ha 6okoBoii nanenu HaXKMUTe Eg (Bce npoBepkwn).

B oTkpbiBIIIEMCS CIMCKe HaiidTe MPOBEpPKYy — siueiika ¢ BbIOpaHHOW MTPOBepKoM Oyxer
MoJICBeYeHa Ha JIUCTe.

Haxxmute kHOIIKY £ (PegaKTHpPOBaTh) B CTPOKE C IIPOBEPKOIA.

H3MeHnTe HACTPOMKMU POBEPKU B OKHe ¥ HakmuTe KHONIKY OK.

4.4.3.3 YnaneHue npoBepKHU JaHHBIX

[IpoBepky TaHHBIX MOXKHO YJIaJIUTh CJIeIyIOIIUMU CII0CODaMMU:

c nomo1bio okHa IIpoBepka JaHHBIX;

C TIOMOIIIbIO NTaHesl Bce nmpoBepky;

yIAJIUTh CTOJIOIBI MJTH CTPOKHM C siYerKaMu C poBepkoi (cM. pasgen 4.3.11);

VAQITUTB JIUCT C sT9efKaMu C TIPOBepKoi (cM. pasfen 4.2.8);

IIPUMEHUTb aBTO3alloJIHEeHWe [Isl siueeK 0e3 IPOBEPKM Ha SYeMKU C TPOBEpKOU

(c™m. paznen 4.4.1.4).

YToOhI YAAJIIUTh TIPOBEpPKY OdHHBIX C IIOMOMOIbIO OKHa HPOBepKa JAHHBIX, BBLIIIOJIHHUTE

CJleyouye qeCcTBUL:

1.

Beizienvre siueiiky viv Auara3oH, CoJIep Kallldii POBEpPKY .
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2. Orkpoiite okHO IIpoBepka JaHHBIX OHUM U3 CJIEAYIOMIUX CIIOCODOOB:
— B xomanmHoM MeHio Bblbepure 1yHkT JlanHble > IIpoBepka maHHBIX

(cm. Pucynok 128).

]
— Ha nanemm uHCTpymeHTOB, B pasfiesie JlaHHble Haxxmure KHOIKy 2 (IIpoBepka

HaHHbIX) (cM. Pucynok 129).

Cw
— Ha GokoBoii manenmy HaXMuUTe KHOTIKY —* (Bce mpoBepKH) 1 B OTKPBIBITIEUCS TTaHETH

HaxkmuTe KHOTKy JlodoaBHTH mpoBepKy (cM. Pucyrok 130).

3. B okne HaxxmMuTe KHONKYy OumcTUTH Bce. UTOOBI yIaMMTh TaKylO IPOBEPKY M3 BCEX
siyeek, mocraBbTe ¢uiakok IIpUMEHHTH KO BCeM si4eKaM C TaKHM Ke YCJIOBHEM
NPOBEepPKHU.

4. Haxwmure kHoriky CoOXpaHHTB.

YToOBl ymanuTh NpPOBEPKY AAaHHBIX C IIOMOLIpI0 IaHend Bce mpoBepkH, BBIIOJIHUTE
Clleflyolye JeUCTBUS:
. Ev
1. Ha 60okoBo#i maHen HAXMUTe KHOIIKY Cx (Bce mpoBepkn).
2. B OoTKpbIBIIEMCS CIIMCKe HaWuTe IPOBEPKY — s9elika C BHIOPaHHOM IIPOBEPKOW Oyner
II0JICBeYEeHa Ha JIUCTe.
3. Haxwmwure kuonky [ (YmanurTh) B CTPOKe C MPOBEPKOM U MOATBEPIWTE y/ajieHHe B

IIOSBUBIIIEeMCA OKHe.

4.4.3.4 [lelicTBHS C SUeHKaMH, COJiep:KalllUMH IIPOBEePKY JaHHbBIX

OnHy WM HEeCKOJIbKO siueeK C IIPOBEePKOM JaHHBIX MOXKHO IPOTSHYTH ISl aBTO3aII0JIHEHUS
(cM. pa3pen 4.4.1.4) siueek, pacHoJIOXKeHHBIX CJIeBa, CIIPaBa, CHU3Y WIH CBEpXY.

fdelikM C TIpOBEPKOM [J@HHBIX MOXXHO BbIpe3aTb, KOIMPOBaTb U  BCTaBJISATh
(cm. pasnen 4.14.2).

[Tpy ob6wenuHeHun stueek (cM. paszmen 4.3.4.1) ycioBWe TPOBEPKH IMAaHHBIX COXPAHSETCS
TOJIBKO U3 JIeBOU BepXHeH sA4elKU Juala3oHa.

[Tpu pazvepaunHenuu sigeek (cM. pasnen 4.3.4.2):

— VYcIioBre NIPOBepKU JIaHHBIX COXPaHSeTCs B BepXHel JIeBOM siueliKe Juala3oHa, eciiv 10

o0BbeIHeHNs si9eek OHO ObUIO 33/1aHO JIJISl 3TOM STYeHKHU.
— VYciioBre NTpoBepKU JIaHHBIX COXPAHSeTCs B KKIOU sdelike AMANA30HA, €CIU OHO ObLIO

3aJjaHO Il oObeuHeHHOW suediku. Ecimu oObequHeHHas sdeiika cojepikasa
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BBITIAZIAIONTHANA CIIMCOK, U B HeM ObUIO BBIOPAaHO KaKoe-TMOO 3HadYeHWe, TO OHO

COXPAHHUTCA TOJIBKO B BerHefI JIEBOM siYerKe quara3oHa.

Ecim Ha nucte BbifienieH crosibell WM CTPOKA, B KOTOPOU COJIepXKaTcsl SUeKH C IPOBEpPKOM
JIAHHBIX, TO TPU BCTaBKe HOBBIX CTOJIOIOB WIM CTPOK (CM. pazmen 4.3.5) sSYelKd C IPOBEPKOM

JIAHHBIX KOTIMPYIOTCSI B HOBBIE CTOJIOITHI / CTPOKH.

4.4.3.5 BBectn mary

Ecmu i siueliky HacTpoeHa IMpoBepKa yKa3blBaeMOMH JIaThl, TO B TaKyIO STYEUKy MOXXHO BBECTH:

— Yucno. IlpunoxeHue aBTOMaTHYeCKU IpeoOpa3yeT ero B COOTBETCTBYIOIIYIO ATy
(cMm. paznen 4.5.4). Hampumep, uncio 1 6ynmer npeobpa3osano B aaty 31.12.1899.

— Jlary B mo6om noanepxuBaeMoM dopMaTte 0TOOpaXKeHus JaHHBIX (CM. pa3zen 4.5.7), B
TOM 4MCJIe — C yka3aHueM BpeMmenu. Hanpumep, 12.07.2023 10:30.

— Ccpuiky Ha sueliky (HarnpuMmep, =B1). JlaTa B suelike MoXeT OBITh 3a7jaHa HaIpsIMYIO,
yepe3 GOPMYJTy WIK CChUIKY Ha JIPYTYIO SYEHKY.

—  ®opmyny (Hanpumep, =CET'OJJTHS()+6). ®opmyiia MoxkeT ObITh JIIOOOK.

Coobiienue 06 omubke (cM. Pucynok 137) orobpaxkaercs, eciu:

— B SYeliKy BBOAMTCS J1aTa, CChUIKA HAa SYelKy wWid (popMyia, He YJIOBJIETBOPSIOIAs
MPOBEpKe;

— B s4YeWKy BBOJIWTCS TeKCT WIA Iuid s4yedkd BbibpaH TekcToBbI ¢opmar

(cMm. paznen 4.5.11).

YToObI BBECTH JIaTy B sIUEHKY, BBIIIOJIHUATE CJIeYIOIIHe AeiCTBUS:
1. Boimenure siueiiky. Hapm sueiikoil oToOpasuTcs MojicKa3Ka Jis BBOAA HAThl, eCJIM OHa

Obl1a co3/1aHa B CTOpPOHHEM pejiakTope (cMm. PucyHok 136).

A B C
1 @HO
2 | Hara poxpeHus .
3 JomkHoCTE OAckazka

BeeguTe garty B gnanasoHe

4 |Oraen 01.01.2024-01.02.2024
5 enaprament
& Jara erineta
7

Pucynoxk 136 — Ilonickaska [ijist BBoJja 3HaUeHHs
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2. Baemure maTy 0JHUM K3 CIIOCOOOB, OITMCAHHBIX BBIIIIE.
3. Haxmwure xiaBuity Enter win KHOIIKy @: ctpoke popmyii. Eciv 1ata BBeJieHa He Kak
CChUTKa Wik GOpMyJia, TO MOXKHO TaK)Xe IIEeJIKHYTD I10 JIF000M IPYTou siuerKe JINCTA WK

3aroJIoBKy Jit060ro CcToJb11a / CTPOKH.

Eciv pata ymoBneTBopsieT YCJIOBUSIM TIPOBEPKH, TO BBIINOJIHSETCS BBIXOJ W3 peXrMa
penakTUpoBaHus siuedku. s siueiiku npumensiercst dopmar JlaTa, eciiv 10 BBO/A 3HAYEHUSs ISt
Hee ObLT BbIOpaH Apyrout popmar (uckitoueHre — TekcToBbIH ¢popMar).

Ecmm mara He yioBieTBOpsieT YCIIOBUSM MTPOBEPKH, TO (cM. Pucynok 137):

— JiaTa BbIIeJIseTcs;

— s4eliKa OCTaeTCsl B pexxuMe pe/lakTHPOBaHUS;

— oTtobpaxaeTcsi coobieHue o6 omuobke.

@ Heponyctumoe 3naueHue =

A B C

1 @HO
2

Harta poxaerus Nogckaska
3 JomxHocTs .

BEAWTE 4ATY B AMana3ioHe

4 Orpen 01.01.2024-01.02.2024
5 HenapramenT
5] HETE BLIJIETA |Dl[]32[]24
[
8

BeegeHHoe 3HAYEHWE HE COOTBETCTEYET
AONYCTUMBIM BAPWEHTAM, YCTAHOBMEHH bl 1
LNA 3TON AYElKK

—_ | =
T

—
P2

Pucynok 137 — Coob1ienvie 06 omrbke

YToOBI 3aKpbITh COOOITIeHHe 06 OIMOKe ¥ BBECTH KOPPEKTHYIO AaTy, BBIIIOJIHUTE OJIHO M3
CIIeIVIOIUX JeUCTBUIA:

— Haunwure BBoguTh fiaTy. Coob1iieHre 06 o1irbKe 3aKpoeTcsi aBTOMaTUUeCKHU.

— 3akpoiTe coobiileHre 00 OIMOKe HaXKaTheM Ha KHOIIKY % B ero BepxHel 4aCTHU WJIM Ha

wiasuily Esc. Beenure naty.
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4.4.3.6 BBecTH 3Ha4YeHHe B STYEHKY C BBINIAJAIOIINAM CIIHCKOM

YT106bI BBECTU 3HaYeHHe B STYEKY C BbIIQ[AOIIVM CIIMCKOM, BBIIOJIHATE CIIeYIOIIe JelCTBUS:
1. Beimenure siueiiky. Hap stueiikoit orobpasuTcsl IOJCKa3Ka /jisl BBOJIA 3HAYEHMS, eCJIu

oHa OblyTa co3/1aHa B CTOPOHHeM pefnaktope (cM. Pucynok 138).

PHO

[arta poxnenus
JomkHoCTE
Otaen
HenapramenT
Odvuc hd

Crax (nonHeix 1eT)

MNopgckaska

Bribepute ropog

o= e e W =

Pucynoxk 138 — Ilosicka3ska fijist BBoJla 3HaUeHUsI

2. BrbImonHUTE OHO U3 CIEeTYIONUX AeUCTBUIA:
— PasBepaute Bbimamarommii cnucok (cMm. Pucynok 139) u BbiOepute Tpebyemoe
3HaveHue. /[y paboThI C BBIAIAIONIUM CIIICKOM MOXKHO HCIIOJIb30BAaTh MBI WU

KJIaBMIIM Ki1aBUaTypsl (cM. Tabmiuny 8).

— BpenuTte 3HaueHwe Bpy4HylO. DBBefeHHOe 3HaueHMe [OJDKHO ITOCUMBOJIBHO
COBMAJIaTh C TpeOyeMbIM 3HaYeHWeM B BbINAJAIOIIEM CIHUCKe. Pernctp cUMBOJIOB
IIpU BBOJle 3HA4YeHUs He yuuThbiBaeTcs. HaxkmuTe kiiaBuiity Enter wiu KHOIKY (/]
B CcTpoke GOopMys WM IIeJKHWTEe IO 000N NIpyroi siyelike JucCTa / 3arOJIOBKY

Joboro cTosibiia / CTPOKH.

A B C
1 |@U0
2 |dara poxpenus
1 |JomxHocTs Noackaska
4 |Orgen
BmbBepute ropog

5 |denapramenT
6 |Oduc I>
7 |Crax (NonHBIX 1eT) Open %
8

Mockea
9
10 Camapa
11 Cankr-TeTepbypr
12 Capatos
s MeHza
14 4

Pucynok 139 — Beimaparommii cnmcok
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Ecmu 3HaueHue, BBelleHHOe BpPYYHYIO, HEKOPPEKTHO, aBTOMAaTHYeCKH Pa3BOPAYUBAETCS
BBIIQ/IAIONIMK CIOMCOK. B BepxHell uacTu chnMmcka orobpaxaercs coobileHre 006 ommbke

(cm. Pucynok 140).

A B C
1 |PHO
2 |Hata poxpeHua
3 | JomxHocTs Noackaska
4 | Orgen BmbepuTe ropog
5 |Jenaprament
6 Oduc |K333Hb | | v |
7 | Crax (monHeix neT
: ( ) @ HeponycTimoe sHaveHHe =
g BBE‘,{I,E'HHDE‘ 3HAYEHWE HE COOTBETCTEYET
AONYCTUMBIM BAPPWAHTAM, YCTAHOBNEHHBIM
10 ANA ITOR AYSRKK
11
12 Open
= Mockea
14
15 Camapa
16 Cangr-MNetepbypr
17 Capatoe
18 [MeHsa
19 o

Pucynok 140 — Coobuienue o6 ormbke

YToOBI pefJlakTHpPOBaTh BBeJleHHOe 3HaueHHe, BBIIIOJIHUTE OHO U3 CIIeyI0IINX JeHCTBUM:

— BribepuTe KOppekTHOe 3HaYeHHe K3 BBINIAAloIIero CIrcKa.

— Haunute BBOOUTHL KOpPpPEKTHOe 3HayeHHWe BpPYYHYIO. DBrllajarmomuii  CIUCOK
aBTOMAaTHUYeCKH 3aKpOeTCsl.

— 3axkpoyTe BBINAJAONIMN CIMCOK Ha)XkaTWeM Ha KHOIIKY X B €ro BepxHeWd 4YacTH WU

kiaBuilly Esc. BBeinTe KOppeKTHOe 3HaYeHue BPYUYHYIO.

Ecmm nHactporika IToka3bpIiBaTh CIUCOK 3HAYeHHUH OTKIII0YeHa, TO coobleHre 00 omrbke

OTO6pa>KEIETCH 6e3 BBIIIaAIOIIEero CIiMmckKa.

B Tabnuiie 8 mepeurcrieHbl coYeTaHUs KJIABUIN, KOTOpbIE HCIIONb3YIOTCS IpU paboTe C

BBIINIAAAOIMM CITMCKOM.
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Taosmua 8 — Coyeranus KJIaBHIII

HericTrBHe CoueTaHue KIaBHII CoueraHue KIaBHII
B OC Windows / Linux B macOS

OTKpBITb CIIMCOK Alt+| ~Option+]
BribpaTs 3HaueHue it

[TpuMeHUTD 3HaUYEHVE Enter

Brienuts nepBoe 3Ha4eHHe CIIMCKA Home Fn+e
Brinenuts nociiefiHee 3Ha4eHHe CIIMCKA End Fn+—

Ha sxpaH BHU3 Page Down Fn+|

Ha skpaH BBepx Page Up Fn+1

Esc

3aKpBITH CITHUCOK

Komanzasl Ha skpan BHH3 v Ha s3kpaH BBepx NprMeHSIOTCS AJisl OBICTPOTrO IIPOCMOTPA

JJIMHHBIX BBINIdJdIOIITMX CIIMCKOB. HpI/I BBIIIOJIHEHHWKX KOMAdHJ CIIMCOK IIPOKPYYHBAETCSd K

nodjieyromum Hjin npeabiayuM ITyHKTdM.

4.4.4 Ynanenue ny6MKkaToB

Ecmm HaJ OJJHOM Ta6n1/1ueﬁ pa6OTaJ'H/I HECKOJIbKO IOJIb30BaTeJIed WM OHA COCTaBJISIACH K3

HECKOJIbKUX Tabmium, TO C OOJbIION [0jiell BEepoSITHOCTH B Hel OyIyT CoJiep>KaThCs

IOBTOpAIOIIMEeCSa OaHHbIe. ot OaHHble MOXXHO YyIaJIUTb W3 Ta6JII/ILII)I dBTOMATHUYeCKH, HCIIOJIb3Yy4

KOMaHJly Y AQJIUTh KyOJIHKATHI.

ITouck JIYGJ'II/IKaTOB B Ta6J'II/ILIe NN YKd3dHHOM [JHdIld30HE BBIIIOJIHAETCS IMOCTPOYHO.

[lpumep mpexcraBiieH Ha pucyHKke 141: KpacHBIM IIBETOM BbIJleJIeHbl CTPOKH, KOTOpble OyAyT

yZaJieHbl, ecyiy JijIsl TOUcKa OyJieT BBIOpAH OAWH CToJI0er] (CieBa) WM JiBa CToj011a (CIipaBa).
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A

Hens Hegemn
[NosenentHIK
Bropuuk
Cpena
Yeteepr
[MaTaina
CybboTa
Bockpecense
[NouegensHHK
Bropuuk
Cpega
Yeteepr
[TaTHMUA
CyBboTa
Bockpecense

B

JauaToCTE
Pabouuii
Pabouwnii
Pabouuii
Pabouwnii
Pabouuii
Hepabousmii
Hepab ot
Hepaboumii
Pabouwnii
Hepaboumii
Pabouwnii
Pabowumii
Pabouwnii

' Hepaboumit

1
2
3
4
5
G
)
8
9

10
11
12
13
14
15

A

Jens Hegenn
[ToreneneHKHK
Bropuuk
Cpena
YeTeepr
[MaTHrua
CybboTa
Bockpecenre
[loHenensHHEK
Bropuuk
Cpena
Yeteepr
[TaTHMUA
CyB6oTa
Bockpecense

B

JauaTocTs
Pabounii
Paboumnii
Pabounii
Paboumnii
Pabounii
Hepab ounii
Hepab o4t
Hepab ounii
Pabounii
Hepab ounii
Pabounii
Pabouwii
Pabounii
Hepab o4

Pucynok 141 — IIpumep BbIOOpa CTPOK AJIs YaJleHHUS

[Ipu ynaneHny nyOIMKAaTOB COXpaHSIETCS TOJBKO IIEPBBIA II0 TIOPSIKY BapUaHT U3

HaNIeHHBIX COBIIA[IEHHUH, OCTaJIbHbIE YIAJISIIOTCS.

ITouck n yYAaajienue ,I[Y6J'[I/IKaTOB He BLIIIOJIHAETCA, eClIn.

Ecmu

BribpaHHbIM THaa3oH COAEPXKUT:

— ¢opmyily MaccuBa;

—  SYeKH CBOJTHOM TabmIib (CM. pasnen 4.8);

—  «yMHYIO Tabnuily» WM ee 4acTb. ECIM Mana3oH CONEpXKUT TOJBbKO SYeMKU «yMHOM

Ta6JII/IL[bI)>, TO IIOMCK Y 3dMeHa I[Y6J'II/IKaTOB BBITIOJIHAETCA,

—  CIpyMIIMPOBAHHBIE CTOJNOIIBI WA CTPOKH (cM. pa3nen 4.3.10) — 11 moumcka 1y0iiuKaToB

HEO6XO)II/IMO OYUCTUTD I'PYIIIIUPOBKY;

— obbenvHeHHble s9edky (cM. pasfen 4.3.4) — Il ToucKa AyOiMKaToOB HeoOXOIUMO,

YTOOBI KaX[as s4YerKa [Mara3oHa 3aHHMalla OAWHAKOBOE KOJIMYeCTBO CTPOK H

CTOJIOIIOB.

Mexy BbIOpaHHBIMHU siYeikaMH, CTPOKaMH, CTOJIOIAMM WIM [Mala30HaMH ecCTb

«paspbiB». Hanpumep, BriOpansb! cTosibibl A u C, HO He BbIOpaH cronber B.

JlucT moxymeHTa 3amuiniex (cM. pasnen 4.17.2).

BbIOpaHHBIN

JAHaIlla30H

COJIEPKUT

CKpBITBIe  (CM.

paszen

4.3.7.1)

NI

orpuibTpoBaHHbIe (CM. pasfen 4.4.2) CTPOKW WM CTOJONBI, TO TMPH YOaJleHUH JTyOJIUKAaTOB
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3HaueHUs1 B HuUX urHopupywooTtcs. Ilocne ynmanmenusi ny6iavKaTOB CKpBITbIe CTPOKA UM CTOJOIIBI

OCTAlOTCA CKPBITBIMH. B sadeiikax CKPBITBIX CTPOK 3HA4YeHHd MOTI'YT M3MEHHUTLCH, TdK KdK I10CJIe

yAaajieHusd ,IIY6JII/IKEITOB JIdHHbIE d49eeK CMEelldlIOTCA HaBepX.

Eciyv  BbiOpaHHBIM JUala3oH CONEPXKUT SYEHMKHW C YCJIOBUSIMM TIPOBEPKHU  JTAaHHBIX

(cM. pasgmen 4.4.3), ¥ 3HaUEHUS B OTHX siUeHKax SIBIISIOTCS AyOJIMKaTaMU, TO YAAJISIOTCS He TOJbKO

3Ha4YeHHs, HO U YCJIIOBHA ITPOBEPKH JIdHHLIX.

YT0OBI YAAJIINTb JIY6JII/IKE:1TI)I, BBITIIOJIHUTE CJIeAyroliye eV CTBUS:

1. BI)I}IEJ'[I/ITE JAWAIld30H JI4 IIONCKa U yadJIeHNd JIY6JII/IKaTOB.

Ecmu BbIJIeJIeHa OJHA SiYeiKa, HO B COCEeJHUX S4YeMKaxX eCTb JaHHbIe, KOTOpbIe

COOTBETCTBYIOT YCJIOBHAM IIOMCKa U yJaJIeHUs )IY6J'II/IKaTOB (CM. OrpaHHU4YeHHs

BbIIHe), TO IPUWIOXKEeHHNEe dBTOMATHYeCKU paClInpseT JUalla30H, BKJIK0Yada B Hero

coceqHUe STYeHKHU.

2. OTkpoiTe OKHO Y[ajieHHe KyOJHKATOB OJJHUM U3 CJIEAYIOIIUX CIIOCOOOB:

— Broibepure

ITyHKT

KoMaHgHOro MeHio J[lammaele > Y@aaurThb

(cM. Pucynok 142).

JaHHbie

poo HO &

™M

WHctpymentel  Bug  O6wwmi goctyn  Haactpoi

3agartk UMA...
YnpaeneHwve 3almnTon 4

O6HoBWTL CBOAHYIO Tabauuy
HacTpouTk cBOgHYIO TabauLLy

Yaanute cBOZHYO TabauLy

HacTpouTb ymMHyH TabauLy
Mpeobpazoeats B 0ObIYHLIW AWana3oH

Yaannute ymMHY0 Tabauuy

pynnvpoBaTte CTPOKK
[pynnupoeats cTon6u bl

OuncTUTL rPYNNMPOBKY

ApTocymma Alt+=
Yaanntb pybankarl...
Pexum nepecyeta 4

OBHOBWTE AaHHbIE Ctrl+Shift+F5

MpoBepka AaHHbIX

MocmoTpeTb BCe NPOBEPKY

Pucynok 142 — [TyHKT KOMaHJHOTO MEeHIO Y JaJIUTh Jy0IMKATHI
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— Ha manenmu wHCTpyMeHTOB, B pasfiene JlaHHBIe Ha)XXMUTe KHOIIKY ! (Ymanurtn

myosmmkarel) (cM. PucyHok 143).

? gg v @ @ v S T
CooHEE - B ® B G-
daHHble - Bcraeka

Pucynok 143 — KHomka Y qaiuTh Xy0IMKaThI

3. B okue Ypanenue nyosmkartoB (cM. PucyHok 144) mocraBbTe ¢uiaxkok Co cTpokoit
3arojIOBKa, ecjld B BBbIJEJIEHHOM JiMalla30He COIEepXXWUTCS CTpOKa C Ha3BaHUSIMU

cTosnb1oB. /laHHas cTpoka Oy[eT WCKIIIoueHa U3 BblJIeJIeHHOI'O IMala3oHa.

¥YaaneHwe gyBnvkaToe x
AwanazoH
Co cTpoKoi 3aronoBka

Pacwmw PUTE aBTOMATHUYECKK

Cronfueb
2 Bubpars sce
ﬂ Cronbeu A
Cronbeu B

ﬂ Cronbeu C

Pucynok 144 — OkHo YpaneHue ny0/IMKaToB

4. TlocraBbTe (1)J'Ia)KOK PaClIII/IpI/ITb dBTOMATHYeCKH, eC/IM B JHUAIId30H ITOHMCKaA Tp86y'ETC$I
BKJIIOUUTL [dHHbIE, PpACIIOJIO’)KeHHble pdaJoM C BbIJEJIeHHbIM OHUAIId30HOM U

COOTBETCTBYIOIIIME YCJIOBUSIM IIOMCKa W YHajleHHs JAyOJIMKaToOB (CM. OrpaHHUYeHHs

BBIIIIE).
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5. B o6mactu CTondusl BeIOEpUTE CTOIOIBI, GOPMUPYIOIIHE KoY MOMCKa. B mpumepe Ha
PUCYHKe BbIllle TPU BbIOOpe OAHOro cTojblIa aybiukatamMu OyAoyT CUMTATbCS BCe
MTOBTOPSIIOIIMECS] Ha3BaHUS JTHeW Heflesid u3 cTosibma «Ay. [Ipu Beibope ABYX CTOIOIIOB
nybnmvkaTaMu Oy[yT TIOBTOPSIOIIMECS codeTaHWs «JleHb Hemenmd - 3aHATOCTb» U3
CcTOIOIOB «A» U «by.

6. Haxmwure kHonky OK.

[Tpu ycrienHoM ypaaneHuun AyOIMKaTOB Ha 3KpaHe 0TOOPA3UTCS BCIUIbIBAIOIee COODOIIeHue:
«Hatineno v ynaneno gy6svkaros: n. OCTanoch YHUKaJIbHBIX 3HAaYeHUH: m.»
Ecnu B BelZlesieHHOM 1Maria3oHe HeT 1y0OIMKaTOB, 0TOOPa3UTCs BCILIbIBAIOIee COOOIIeHNe:

«/lybirkaThl He HaWJIeHbI.)»

4.4.5 Cceiku

B HOOKYMEHT MOKHO )_'[O6aBI/ITb CCBbUIKY Ha BE6-CTpaHI/IHy, aJipecC BHEKTpOHHOﬁ II04YTHI, MeCTO

B JIOKyMeHTe WJIU Ipyrou daui.

4.4.5.1 BcTaBUTH CCBHIJIKY Ha Be0-CTPaHHILY WJIH afipec 3JIEKTPOHHOM MOYThI

[Tpunoxenue «MourOduc Tabmura» pacro3HaeT U JiejlaeT aKTUBHBIMM CCBbUIKH, KOTOpbIe
HayMHaTCI ¢ www, http, https, 1 anekTpoHHbBIe ajpeca.

[Ipumepsr:

—  www.website.ru,

— https://website.com,

— http://website.ru,

— mailto:user@domain.ru,

— user.name@domain.com.

Ccbuika Tuna mailto:user@domain.ru MoxeT TakXXe cofiepXaTb TeMy, TeKCT MUCbMa U
3JIeKTPOHHBIE a/ipeca JjIsl OTIPAaBKU KOIMUU U CKPBITOM konuu. Hanprmep:
mailto:user@domain.ru?subject=This % 20is % 20the % 20subject & cc=user2@domain.ru&body
=This%20is % 20the%20body.

Yro6s! n3bexaTh OMUOOK MpH Iepexojie Mo ccbuikaM, B URL pexomennyeTcst yka3biBaTh

npotokoii. Hanpumep: http://website.ru.
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Cchbuika MOXKeT 0TOOpaXkaThCsl B IOKyMeHTe B BUJIE:
— URL - nanpumep, http://www.website.ru;

— TeKCTa — HallpyuMep, CCbLIKd.

Ytobbl /106aBUTH B JIOKYyMEeHT CChUIKY B Bujle URL, BBIOTHUTE OMHO M3 CIIEMYIONTHX
JeHCTBUM:
— BsemuTte cchuiky Bpy4HYI0 ¥ HaxkmuTe kiiaBuity IIpooen vinu Enter.
— CkomnupyiiTe CChbUIKY K3 HUCTOYHMKA. [lepeiinnte B pexxuMm pefgaKTUPOBAHUS SYEHKH,
BCTaBbTe CCBhUIKY U HaxxmuTe kiapuity IIpo6en vy Enter.
— CkomnupyiiTe CCbhUIKY M3 MCTOYHMKA. [lepeiiinTe B peXXuM pelaKTUPOBAHUS SYEHKU U
HakmuTe  codertanwe  kiaBum — Ctrl+Shift+V  (Windows, Linux) wm

2 Cmd-+Shift+V (macOS).

Ytobb1 100aBUTH B IOKYMEHT CChUIKY B BUJIe TEKCTa, BHITIOJIHUTE CIIeIyIOIIHe JelCTBUS:
1. Cxonupy¥Te CChUIKY U3 UCTOYHUKA.
2. YKaxuTe MeCTO JJisl BCTaBKU CChUIKU OHUM U3 CIIEAYIOUIUX CIIOCOOOB:

—  YtobnI OCbOpMHTB KdK CCBbUIKY BeCb TEKCT B sTYeMKe, BhIAeJIUTe Ty HQEfIKy.

— Yt06bI 0POPMUTH KaK CCHUIKY OJJHO CJIOBO B TeKCTe si4elK{, YCTaHOBUTE B 3TO CJIOBO

KYyPCODP WX BbIJEJIUTEe ero HejImKOoM.

— Yr0o6bI 0POPMUTHL KaK CCBUIKY YacTh TeKCTa B sUeiike, BbIIENIUTe 3Ty 4YacTb TeKCTa

OeIMKOM.

— YroObI BCTaBUTH B ITYCTYIO STYEHKY CJIOBO WJIM TEKCT CO CChUIKOM, BBIIENIUTE 3TY sTYelKy

WJIN YCTaHOBUTE B HEe KypCop.
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3. BrbimosiHATe KOMaH/Ty BCTaBKH CCHUTKHM OJTHUM U3 CJIeYIOIIUX CIIOCOOOB:

— Bribepure nyHkT kOMaHHOTO MeHI0 BeraBka > Cebuika (cM. PrucyHok 145).

Bctaeka @opmar Tabavua [aHHbie

306 paxkeHne...

TekcToBOe none

S HE

Durypa »

Awvarpamma »

=
[—]
=

CBogHas Tabamua...
YmHaa Tabnvua Ctrl+T

DyHKUMSA... Shift+F3

® % & &

CI'IE'LlM d/leHbl€ CMMBObI...

Ccblnka... Ctrl+K
3ameTka

Nwer

faTta

Q0 U0 S

Bpewma
Pucynok 145 — Komangnoe menio BeraBka

— Ha mnanemn wuHCTpyMeHTOB, B pa3fiele BcraBka HaXMHUTe KHOIKY =:
(cm. Pucynok 146). Ha orobpasuBiieicss MaHeqd BCTaBKM HaXXMHUTE KHOIKY

¢-? CchuIKa.

- I_HE.H‘IKOM HpaBOfI KHOIIKH MBIIIN OTKpOﬁTe KOHTEKCTHOe MeHIO U BBIIIOJIHUTE KOMdHAY

BcraBuTh CCHUIKY.

— Haxwmure coueranue kinasui Cirl+K (Windows, Linux) nmm $#Cmd+K (macOS).
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e v ©
= a4
oll ~ B4 (@)~ &=
|—L',’l'
@ WM3o6paxeHwe... ~
=1 TekcToeoe none
(SJ ®urypa > h I Q
fx
uﬂﬂ Awarpamma >
CeoaHan Tabnmua... O
Ywmuan Tabavua E;
j[)( DyHKUumA...
CneumantHele CUMBONbI. .. H
(27 Ccbinka...
[% 3ameTka
D Jmer

Pucynok 146 — [lanenb BcTaBku

4. B okne BcraBHUTB CCBLIKY, BO BKIajKe Bed-cTpanuna uinu ¢aiin (cMm. Pucynok 147):
— Ecm none Apmpec He 3anoiiHeHO, BCTaBbTe B Hero CChbUIKY. [Io yMomuaHuio B mose
Anpec aBTOMaTMuUeCKM IOJCTAB/ISIeTCSl CChUIKA, CKONMPOBAHHAS M3 MCTOYHMKA Ha

I1epBOM IIIare.

BcraBnTe cobLiky X

Beb-cTpaHuua uan daiin MecTo B 3TOM AOKYMeHTe

Texcm:

MoiOduc X

Appec:

https://myofﬂce.ru/i X Boibpathb dai...

HepaeHue daiinbi:
'@ Hogas tabauua 1.xods I
Hoeaa npezexTayus 1.xodp
HoBbi gokymeHT T.docx
Hogas tabnuua 1.xlsx

Document for collaboration.xods

®@ @ B B

Table with sales.xods

Pucynok 147 — OkHo BcTraBUTH CCBLIKY
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— Ecimu none Tekcr He 3amoyiHeHO, BBEIUTE B HETO TEKCT, KOTOPBIA OyJIeT 0ToOpakaTbCs
BMeCTO CChUIKHU. [To yMommyanuto B nosie TekcT aBTOMaTh4yecky MOJICTaB/ISIeTCS] TEKCT
13 BLIODAHHOM SIYEMKW WIM TEKCT, BbIJIEJIEHHBIA B SUEMKe, WM CJIOBO, HA KOTOPOM

yCTaHOBJIEH KypCop.

— Haxwmwre knonky OK.

[Ipu coxpanennu pokymenta ODS B ¢dopmare XLSX B sueiike, KOTOpas COIEPXKUT

OJHOBpPEMEHHO HeCKOJIbKO CCbUIOK, OCTAdeTCs paGOTOCHOCOGHOﬁ TOJIBKO I1epBas CCbLIKA.

4.4.5.2 BcTaBUTB CCBLJIKY Ha MeCTO B IOKyMeHTe

J1J1st yrpoItieHysl HaBUTAITK 110 0COOeHHO 00BeMHBIM JJOKYMeHTaM MOXKHO TaKXKe CO3/1aBaTh
CCBUIKM Ha OIpeJieJIeHHOe MeCTO B JIOKYMeHTe - Ha siYelKY, TMala30H siueek Wi Ha UMeHOBaHHbBIMU
JHAIIa30H.

CchUika Ha MeCTO B JIOKYMEHTe MOXeT CO/iepXKaTh:

— Ha3BaHWe JIUCTa — Hanpumep, JIUcT 2;

— Ha3BaHWUe JIMCTA C a/IpecoM sS'YerKy WiIv nara3oHa — Harpumep, Jluct 2''A3:A6;

— Ha3BdHHWe MMEHOBAHHOI'O JIMdlld30Hd — HAalIpUMep, jlnanasoﬂ 1;

— J1000M APYTOM TeKCT — HAllpuMep, CM. 3]1eCh.

YT0oOBI CO3/1aTh CCBUIKY Ha MECTO B JOKyMeHTe, BBITIOJIHUTE CJIeIyIollre TeACTBUS:
1. Vkaxure MecTo /iJisi BCTaBKU CChUIKH OJTHUM U3 CJIeJIyIONIHUX CIIOCOOOB:
— Yr006BI CO3aTh CCHUIKY C Ha3BaHMeM JIMCTa U a[IpecoM si9elKy / Tarla3oHa, BblleiTe
MyCTYIO STYeHKy WM, eCiu siuelika He MyCTa, YCTaHOBUTEe Kypcop B TpeOyeMoe MeCTo

BHYTPU STYEUKH.

— Yrobbl 106aBUTH B MyCTYIO SYEHKy CJIOBO WIM TEKCT CO CChUIKOW, BBbIIEJIUTE 3Ty

STYEHKY WIM YCTaHOBUTE B Hee KypCop.

—  Yt06bI 0POPMUTH KaK CCHUIKY BeCh TEKCT, KOTOPBIM COIEPXKUTCS B siuelike, BblIeIUTe

OTY SAYeUKYy.

—  YtobBI Oq)OpMI/ITb KaK CCBUIKY OJHO CJIOBO B TEKCTe STYCUKH, YCTaHOBUTe B 3TO CJIOBO

KypCOp WIH BbIEJIUTE ero NejImKoM.

—  YtobBI Oq)OpMI/ITb KaK CCBUIKY 4YdCTb TeKCTa B sYeriKe, BbIJIEJIATE 9Ty 4YaCTb TeKCTa

[eJIMKOM.
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2. BrbimosiHATe KOMaH/Ty BCTaBKU CCHUIKHM OJTHUM K3 CIJIeYIOITUX CIIOCOOO0B:

— Bribepure nyHkT kOMaHHOTO MeHI0 BeraBka > Cebuika (cM. PrucyHok 145).

— Ha mnaHemu uWHCTpyMeHTOB, B pasfene BcraBka Haxmure KHONKY °°*. Ha

OTOOpA3MBIIIENCS TTAHEIW BCTABKH HAXKMHTE KHOTIKY *’ Ccpuka (cm. Pucynok 146).

— Ileukom 1paBoi KHOIIKY MBIIIA OTKPOMTE KOHTEKCTHOE MEHIO U BBITIOJIHUTe KOMaH/Ty

BcraBuTh CCHUIKY.
— Haxwmure coueranue kiasuill Cirl+K (Windows, Linux) v $Cmd+K (macOS).

3. B ok"e BcraBuTh CCBUIKY BbIOEpuUTe BKJIaJKy MecTo B 3TOM [IOKyMEHTe

(cm. Pucynok 148).

Be6-crpanvua v daiin MecTo B 3TOM JOKyMeHTe
TexcT:
flueiika AU AnanasoH:
O nucr VIMeHOBaHHbIW AuanasoH
Jlncr1

Pucynok 148 — Okuno BeraBuTth cebky. Briiagka Mecto B 3TOM IO0KyMeHTe

4. Jlnst BCTaBKU CCBIJIKM Ha JIUCT yOeuTech, 4TO IepekItoyaTellb HaXOJUTCS B TIOJI0XKeHUH
JIuct (cm. Pucynok 148), u BoibepuTe TpeOyeMblii TUCT U3 CITHUCKA.

5. Jlyist BCTaBKM CCBHIJIKU Ha siYelKy WM JIMana3oH B Mojie fldeiika MIK qUana3oH BBeUTe
BPYUHYIO a/ipec siuelKy / Auara3oHa WM, HaXaB Ex) BbIOepuTe Tpebyemble sSTUeHKU B

CdMOM IOKYMeEHTe, I1I0CJIe Yero CHOBd HAXKMUTe UL BCTaBKU a/ipeCa B II0JIe.
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6. I[J'[S[ BCTABKM CCBHUIKM HA HWMEHOBAHHBLIM JHalla30H YCTaHOBHTEe IIepeKiiro4aTesjlb B
nojiokeHre MiMeHoOBaHHbBIH AUAINad30H U BbIGepI/ITe Tp86YEMLIﬁ JHaIlla30H HM3 CIIMCKa

(cm. Pucynok 149).

Beb-crpaHnua nan daian Mecto B 3TOM AOKyMeHTe

Texct:

flueiika unu Ananasox:

Juer © ViMeHoBaHHBIN AranasoH

[wanazoH

[wanazoH2

Pucynok 149 — BcraBka ccbulku Ha KIMEHOBaHHBIN IMANa30H

7. B mose Texkcr:
— FEom B none otobpaxkaeTcs Ha3BaHMe JIMCTa U BHIOPAHHBIA AMAra3oH U Tpebyercs

CO31dTh CChUIKY C HA3BAHHEM JIMCT4, OCTaBbTe COAEep>K1UMoe I10JId 0e3 U3MeHeHHH.

— Ecm B none orobpakaeTcsi Ha3dBaHWe JIMCTa M BbIOpaHHBIM /lMamna3oH, HO Tpebyercs

yKa3aTb TeKCT CChUIKY, BBeJIUTe TpeOyeMblii TEKCT BPYUHYIO.

— Ecmu none 3amoiiHeHO TeKCTOM M3 BbI6paHHOI‘/II STYEMKH WM TEeKCTOM, BbIJIeJIeHHbIM B
sS4Yerike, WIA CJIOBOM, Ha KOTOPOM YCTAHOBJIEH KYypCOp, TO IIpH HEOGXOZ[I/IMOCTI/I

PellaKTUPYUTe JaHHBIM TeKCT WM OCTaBbTe ero 0e3 U3MeHeHHH.

8. Haxwmure xkHonky OK.

[Ipu coxpanennu pokymenta ODS B ¢dopmare XLSX B sueiike, KOTOpas COHEPXKUT

» OJHOBpEeMEeHHO HECKOJIbKO CCBbUIOK, OCTdeTCsa pa6OTOCHOCO6HOﬁ TOJIBKO I1epBasd CCbLIIKA.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 158



MonOdonc

4.4.5.3 BcraBuTB CCBUIKY Ha ¢aii

B HOKYMEHT MOXHO BCTAdBUTHL CCBUIKY H4 (l)aﬁﬂ, KOTOprfI pacCIiojioKeH Ha TeKyleM

KOMIIbIOTEPE UK B cereBoi manke. CchbIIKa MOXET YKa3bIBATb Ha (1)aI>'IJI JI000T0 (bOpMaTa.

Ccblika MoXkeT 0ToOpakaThCsl B IOKyMEHTe B BUJIE:

[Tyta ¥ dariny — Hanpumep, C:\Users\User\Documents\@aiin.xlsx (OC Windows) umm

/Users/User/Downloads/@ann.xlsx (OC Linux 1 macOS).

Tekcra — HallpuMep, CCbLJIKA Hd ari. TeKCcT CChUIKM MOXKHO YKa3daThb UJIX B sTYerKe, WU

N B OKHe BCTAaBKH CCBLIJIKH.

YToObI 106ABUTH B IOKYMEHT CCBHIIKY Ha (aiisl, BBIOIHUTE CJIeAYIOIIre AeiCTBUS:

1.

Ykaxxute Mecro AJIs1 BCTABKU CCbUJIKW OOAHUM U3 CJIeJyIOoInuX CII0co0O0B:

Yro6b! 0HOPMUTE KaK CCBUIKY BeCh TEKCT B sUeliKe, BBIIEJIUTe 3Ty SUeHKYy.

YToOBI Oq)OpMI/ITb KdK CCBbUIKY OJHO CJIOBO B TEKCTe STYEUKH, YCTaHoBUTe B 3TO CJIOBO

KypCOp W BbIe/IUTe ero NejImKoM.

Yrobbl 0pOpPMUTH KaK CCBUIKY 4YacCThb TeKCTa B siuelike, BbIEINUTEe 3Ty 4YacTb TEKCTa

[eJIMKOM.

YroOBI BCTaBUTH B ITyCTYIO SIYEUKY CJIOBO WIIM TEKCT CO CCbUIKOM, BBIIEJIUTE 3Ty SUYeHKY

WU YCTAaHOBUTE B Hee Kypcop.

BrimonauTte KOMaHy BCTdBKHW CCBIJIKM OJJHUM U3 CJIeYIOINX CIoCO0OB:

BribepuTe myHkT koMaHaHOro MeHi0 BeraBka > Ccebuika (cM. Pucynok 145).

Ha nanenmu wuHCTpyMeHTOB, B pasfeiie BcraBka HaXMUTe KHOIKY — =¢=
(cm. Pucynok 145). Ha orobpa3uBiieiicsi TaHelId BCTaBKU HAXMUTE KHOIKY

¢~ CchUIKa.

H_[e.]'I‘IKOM HpaBOfI KHOIIKH MBIIIN OTKpOIZTQ KOHTEKCTHO€e MeHIO U BBIIIOJIHUTE KOMdHAY

BcraBuTh CCHUIKY.

Haxxmure coderanue knasuin Ctrl+K (Windows, Linux) wm $Cmd+K (macOS).

B oxue BcraBUTH CCBLIKY, BO BKIajike Beb-cTpannna wiu ¢aiin (cMm. Pucynok 150)
BbiOepuTe ¢ail, Ha KOTOpbIM TpeOyeTcs BCTAaBUTb CCHUIKY, OJHUM U3 CJIeYIOIIHNX

CII0CO0O0B:

Bribepure daiin u3 civicka HemaBuue ¢aiinbl. B sToM criicke otobpaxkarorcs 50
nocsiefiHMX $arioB, KOTOpble OTKPHIBAMCH B HpuiokeHUsx «MoitOduc Tabmmiay,

«MonOduc Tekcr» n «MorOdwuc [IpezenTanusy.
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B cniucke HemaBHue ¢aiinbl He oToOpaXkaroTcs (aiiiibl, KOTOpble OTKPbIBAIUCH U3 00JIaka
(cMm. paspen 4.15.2). UToOBl BCTaBUTh CCBHUIKY Ha ¢aiyi U3 obiiaka, CKOMUPYHUTe anpec
CCBUIKM Ha 3TOT ¢aiin B Opay3epe U BCTaBbTe B JIOKYMEHT KaK CCBIJIKY Ha BeO-CTpaHUILY

(cm. pasnen 4.4.5.1).
— Bribepure daiin ¢ momormpio ¢aisioBoro MeHemxkepa. s 3Toro HaKMUTE KHOIIKY
Beuiopats daiin.
BcraBuTts cobinky X

Beb-crpanHuua nan dain MecTo B 3TOM AOKYMeHTe

Texcr:

ccbinka Ha daiin X

Appec:

Buibpats dain...

HegaBHue daiinbi:
ﬁ Hoeas tabanua 1.xods I
Hosasa npezeHTayma 1.xodp
HoBbiin gokymeHT 1.docx
Hoeasa tTabanua 1.xlsx

Document for collaboration.xods

(e I < O = |

Table with sales.xods

OK OTmMmeHa

Pucynok 150 — OxHo BecTaBUTB CCBUIKY

4. Ecmm ccpulka JIOJDKHA OTOOpaXkaTbCsl B BHjle TeKCTa M Iojie TekcT He 3amoiIHEeHO,
BBeuTe Tpebyembiii TekcT. Ilo ymomuanuio B mose TekcT aBTOMaTH4YeCcKU
IIOJICTABJISIeTCSl TeKCT U3 BbIOPAaHHOW STUeHKW WM TeKCT, BbIJIeJIeHHBIY B siueiike, WU
CJIOBO, HA KOTOPOM YCTaHOBJIEH KypCop.

5. Haxwmwure kHomnky OK.
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[Ipu coxpanennu pokymenta ODS B ¢dopmare XLSX B sueiike, KOTOpas COIEPXKUT

OJTHOBPEMEHHO HECKOJIbKO CCBhUIOK, OCTaeTCsl paboToCIIOCOOHO!M TOJIBKO TIepBasi CChUIKA.

4.4.5.4 BricTpas BCcTaBKa CCHLIKH

B HameuaTaHHBIM TeKCT MOXXHO OBICTPO 1O0OABUTh CCBUIKY Ha BebO-CTpaHMIly, ajpec
3JIeKTPOHHOW IIOYTHI WU (paiil.

Jlyisi OBICTPOM BCTAaBKU IOAJIEPXKUBAIOTCS CJIeyIOIIMe BUJbI CCHUJIOK HA JIOKaJbHbIE U
ceTeBble GalIbl:

— file:///C:/Users/User/Documents/®aiimn. xlsx

— smb://192.168.1.1/Files/®arin.xlsx

—  ftp://Guest@127.0.0.1/share/FTP/®Paiin. xlsx

— sftp://Guest@127.0.0.1/share/FTP/®aiin.xlsx

HO)I)IEP)KHBHEMBIE BHUIbI CCBIJIOK Ha Be6-CTpaHI/IHbI " afpeca BHeKTpOHHOﬁ I1OYTHI OITMCAHBbI

B pas3jiesie BhIIIIe.

YtoObl OBICTPO A00aBUTH CCHUIKY B HalledaTaHHBIA TeKCT, BBIIOJIIHUTE ClleJylolye
IeUCTBUSA:

1. CkomnupyiiTe CCBUIKY.

2. VYKaxuTe MeCTO JIJisi BCTaBKU CCbUIKU OJTHUM U3 CJIeJIyIONIHUX CIIOCOOOB:

—  YtobnI OCl)OpMI/ITb KdK CCBbUIKY BeCb TEKCT B sTYeMKe, BhIAEJINTe Ty H‘leﬁKy.

—  Yt06BI 0POPMUTH KaK CCHUIKY OJJHO CJIOBO B TeKCTe si4elKH, YCTaHOBUTE B 3TO CJIOBO

KypCOp WIH BbIeIUTE ero NejImKoM.

—  YtobnI OCl)OpMI/ITb KdK CCBUIKY 4YdCTb TeKCTad B s'YeriKe, BbIJIEJIATE 9Ty 4YaCTb TeKCTa

eJIMKOM.

3. Haxmure coueTaHue KJIQBUIII Ctrl+Shift+V (Windows, Linux) W

3$2Cmd+{Shift+V (macOS).

4.4.5.5 IlepeiiTH 110 CCHLIKE

YToObI TIEpedTH M0 CChUIKe, INEJIKHWTe 10 Hel, ynepkuBasg Haxkatoi kiasumry Cirl
wm $Cmd.

Beb-cchisiku OTKPBIBAIOTCS B Opay3epe, KOTOpbIH ucnoiib3yercss B OC 1o yMoT4aHUIO.
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Paiibl  OTKpBLIBAIOTCI B mpuiiokeHusx «MonOduc Tabmuma», «MoiOduc Tekct» u
«MonOduc IIpezentanus». Ecin popmar daitia He mojnepKuUBaeTcsi, TO OH OTKPHIBAeTCS B
IIPWIOXKeHNH, KoTopoe wucnonb3yercs B OC 1no ymomuanuto g paboTel C  dailyiamu
COOTBETCTBYIOIIEro ¢popmara.

IIpy mnepexonie MO CCbUIKe Ha 3JIEKTPOHHBIM aJipeC OTKPBIBAETCS IIOYTOBAasi IPOrpaMMa,
KOTOpasi MHCIIOJIb3yeTCsl B OIEepalMOHHOM CHUCTeMe IIO yMoj4aHuio. B 1aHHOM mnporpamme
aBTOMAaTUYEeCKH CO3/1aeTCsl HOBOe ITMCbMO, B KOTOPOe KOIIMPYIOTCS JaHHble, YKa3aHHbIe B CChLIKE.

HpI/I repexo/ie 1o CCbUIKe Ha JIMCT OTKPbIBAETCA COOTBETCT! BYIOHJ,I/Iﬁ JIUCT TEKylIero JOKyMeHTa.

4.4.5.6 KonnupoBaTh CCBIIKY

YToOBI CKONMPOBATh CCHUIKY, IEJKHUTEe IO Hell NpaBOM KHOIIKOM MBI U BBIIIOJHUTE

KOMdHy KOHTEKCTHOI'O MEHIO KOHHpOBaTb a/ipec CCbLIIKH.

4.4.5.7 PejakTHpOBaTh CCHUIKY

YToOBI peJakTUPOBATh CCHUIKY, BBITOJIHUTE CIJIeyIOIIHe T1eUCTBUS:
1. Vkaxwure CChUIKY JIIsl pelaKTUPOBAHUS:
— FEcom s4elika collep>XUT TOJIBKO CCBUIKY, BBIEJIATE 3Ty SIYEMKy WM YCTAaHOBUTE Ha

CCbLUIKe KYyPCOp, WX BbIEJIUTE 9dCTh CCBIJIKH / CCbUIKY IEJIMKOM.

— Ecm gueiika COEpPXUT He TOJIbKO CCbUIKY, YCTdHOBHUTe Hd CCbUIKe KypCOp WIN

BbIJJe/IrMTe 9YdaCTh CCBhIJIKH / CCBUJIKY IIeJIMKOM.

2. OTkpoiuTe OKHO pefjaKTUPOBaHUsI CCbUIKU OJTHUM U3 CJIeJIyIONIHUX CIIOCOOOB:

— Bgibepure nmyHkT koMaHaHOTO MeHi0 BeraBka > Ccebuika (cM. PucyHok 145).

— Ha nanerm WHCTpyMeHTOB, B pa3jiesie BcraBka HakMuTe KHOIIKY === (CM. PucyHok 146).

Ha OTO6p83HBLH€fIC5[ I1aHeJIM BCTABKWU HA’)KMUTE KHOIIKY (. :j Ccpuika.

- H_[E‘.H‘IKOM HpaBDfI KHOIIKHX MBIIIH OTKpOﬁTe KOHTEKCTHO€ MEeHIO U BBIIIOJIHUTE KOMdHAY

PepakTupoBaTh CCHUIKY.
— Haxmure coderanme knasuin Ctrl+K (Windows, Linux) mwm #Cmd+K (macOS).

3. B okne PemakTHpoBaTh CChUIKY (cM. PucyHok 151) BHecuTe TpeOyeMble N3MeHeHUsI.

4. Haxwmure kHonky OK.
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P:"-_'l:"lKT/F?OE’-a_I: CChINKY X

Beb-crpaHuua naun dain MecTo B 3TOM A0KYMeHTe

Tekcr:

MoinOduc X
Appec:

https://myoffice.ru/ X Buibparb dain...
He paBHue dainbi:

@ Hoeas Tabavua 1.xods I
Hoeas npezeHTtayma 1.xodp
Hoebl gokymeHT T.docx
Hoeasa Tabanya 1.xlsx

Document for collaboration.xods

@ © 8 8

Table with sales.xods

Ypanutb CCblaky OTtmeHa

Pucynok 151 — OxHo PerakTHpoOBaTh CCHUIKY

4.4.5.8 Ynanurh cChUIKY

CchUIKYy MOXHO YyJalWTh C IIOMOIIBIO OKHA pellaKTUPOBAHUSI WM KOHTEKCTHOT'O MeEHIO.
Ccpuika ynansiercs: 6e3 TekcTa, KOTOPBIY ee COepXKHT.
YroObl yJanWTh CCHUIKY C IIOMOIIBI0 OKHAa pPedaKTUPOBAHHS, BBIIOJHUTE CJleylolre
JeUCTBUS.
1. VkaxuTe CCBUIKY JUISl y1aJIeHUs:
— Eom s4elika cOIepXXUT TOJNBKO CCHUIKY, BBIIENIUTe 3Ty sYelKy WIM yCTaHOBUTe Ha

CChIJIKe KYPCOP, WIH BBIIEJIUTE YaCTh CChUIKU / CChUIKY ITeJTUKOM.

— FEcmm sueiika comep>XUT He TOJIbKO CChUIKY, YCTAaHOBHTE Ha CChUIKE KYPCOp WA

BbIIe/IMTEe 9YdCThb CChUIKHA / CCbLUJIKY LeJIMKOM.

2. OTKpOﬁTe OKHO peJaKTUPOBdAHHW CCbUIKW OJHUM U3 CJIeAYIOIUX CIT0CO0O0B:

— Bribepure myHkT koMaHHOTO MeHIO BeraBka > Cebuika (cM. PucyHok 145).
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— Ha manenmu nHCTpYMeHTOB, B pa3nesie BecraBka HaKMUTe KHOTIKY === (CM. PucyHok 146).

Ha oro6pasuBILeiics ITaHe/ M BCTaBKY HAKMUTE KHOMKY ¢~/ CChUIKa.

— IIlerukom 1paBo KHOIIKY MBIIIA OTKPOMTE KOHTEKCTHOE MEHIO U BBITIOJIHUTe KOMaH/Ty

PegakTupoBaTh CCHUIKY.
— Haxwmure coueranue kinasuill Cirl+K (Windows, Linux) v #Cmd+K (macOS).

3. B okne PemakTHpoBaTh CChUIKY (cM. PucyHok 151) HakMuTe KHOIKY YAaJIHUTh

CCBLIKY.

YToOBbl yIaIUTh CCBHUIKY C IIOMOIIBIO KOHTEKCTHOI'O MEHIO, BBINOJHUTE CJIeflyIolre
JerCTBUS:

1. Vkaxure CcChUIKY JIIsl yJlaJleHUs TaK, KaK OIMCAHO BBIIIIE.

2. lem4koM MpaBO¥M KHOIKU MBIIIA OTKPOWTe KOHTEKCTHOe MEeHIO U BBIIIOJIHUTEe KOMaH[y

Yaanurh CCBLIKY.

YToOBI yHaIUTh OJJHOBPEMEHHO HECKOJIBKO CChIJIOK, BBITIOJIHUTE CJIeIyIolre JeHCTBHUS:
1. Beigenure sqeiiku, KOTOpPbIe COAEPXKAT JaHHbIE CCBIIKU.
2. IlemykoM mpaBoM KHOTKU MBI OTKPOWTe KOHTEKCTHOe MEeHIO U BBLIMIOJIHUTEe KOMaHy

YnaauTh CCBLIKH.

Ecmu Tpebyetrcst yAanuTh CChUIKY BMeCTe C TEKCTOM, KOTOPBLIM ee CO/Eep>KUT, BBITIOJIHUTE
clleqlytoniye AeiCTBUS:
1. Vkaxure CChUIKY JIJIsl y1aJIeHUS:
— Ecmu sdelika cofiepXUT TOJIBKO CCHUIKY, BBIFIEJIUTE 3Ty sSYelKy WIA Tepedanre B

PEXHM pelaKTHUPOBAHUA STYEMKHU U BBIJEJIUTE CCBUIKY IeJIMKOM.

— Ecm gueiika COOEpPXUT He TOJIbKO CCBUIKY, Hep€ﬁﬂHTe B peX¥VM pedaKTHPOBAHWA

STYEVIKU U BbIJIEJIUTE CCBUIKY IeJIMKOM.

2. Haxwwure wiiaBuily Delete niu Backspace (OC Windows, Linux) wiu kiaBuiiry Delete

(macOS). CoueTaHus KJIaBUII JijIs1 IepeMellleHUs] MeXX]y 3JIeMeHTaMHU OKHa

B T86HI/IH8 9 IMpeacCTaB/IeHbl COYeTaHHKA KIIaBHIII, KOTOpbIe MOXHO HWCIIOJIb30BaThb JIA

ﬁbICTpOFO IrepemMenieHuvs Mexay 3JieMeHTaMH OKHAd BCTAaBKHU / PedaKTUPOBAHWA CCBUIKH.
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Taosmua 9 — Coyeranus KJIaBHIII

JeiicTtBHe CoueTaHHe KJIaBHIII CoueTraHue KJIaBHIII
B OC Windows / Linux B macOS

OTKpBITH OKHO Ctrl+K 3%Cmd+K
[lepefiTH K criemyIoIeMy 3JIeMEHTY OKHa Tab Tab
[lepefiTi K IpeAbIAYIIEMY 3JIEMEeHTY OKHa Shift+Tab frShift+Tab
OTKpBITh BEIOPaHHYIO BKIAJKY [Ipo6en IIpo6en
Haxxatp kHOnIKy BBIOpaTs ¢aiin wim OK [Ipo6en IIpo6en
HaxaTp kaoniky OK He3aBUCHMO OT TOTO, KaKOH

N Enter AEnter
3JIeMeHT OKHa BbIOpaH B JAaHHBIN MOMEHT
[lepeiity K cienymomieMy / npefsiayiemMy daiiy B
cnucke He i tnt lnt

naBHUe (panIbI

[lepeliTu k iepBoMy daiiity B crivicke HeraBHue ¢paityibl Home Fn+ «
Hegeﬁm K nocienneMy daity B crivicke HegaBHue Fnd Fr+ —
daiinsl
Bribpats ¢aiin B crivicke HegaBHue daiiibl [Ipo6en IIpo6en
3aKpbITh OKHO Esc Esc

4.4.6 3ameTKH

K sueiikaM 3yIeKTPOHHOM TabMUIBI MOXHO [A00aBisITH 3ameTku. llpu coBmecTHOM

pemakTHpoBaHUU (CM. pasnen 4.15.2) ¢ MoMOIIbIO0 3aMeTOK MOXKHO OOMEHMBAThCS 3aMEeYaHUSIMU C

KOJUIeraMH, He BJIMAS Ha COOEepPXXUMOe NOKYMeHTAd. Sdeliky C 3aMeTKaMU OTMedaroTCs MadpKepoM B

1paBOM BepxHeM yrity (cMm. Pucynok 152).

Pucynok 152 — fI4eiika ¢ 3amMeTKOM

4.4.6.1 Co3naTth 3aMeTKy

Kamuaﬂ 3daMeTKa IIPHUBA3bLIBAETCA K OJTHOM STYeHKe. B 3aMeTKy aBTOMATH4YeCKHU JIOﬁaBJIHeTCSI

HUMs CO3JaBIIero ee 110Jib30BaTerIsd.

YToObI CO3/1aTh 3aMETKY, BBHITIOJIHUTE CIIeAYIOIMe TeHCTBUS:

1. Brimonaute KOMaHy CO31dHUS 3dMETKU OTHUM U3 CJIeJYIOoInuX CIT0CO0O0B:

- BbI):[eJ'II/ITe HHEﬁKy u BbIGepI/ITe ITYHKT KOMdHIHOI'O MEHIO BcraBka > 3aMerka

(cm. Pucynok 153).
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BcTtaeka

@ H ©

=
=
=

@ % @& 6

QB V@

®opmar

Nzobpaxenwe...

TekcTOBOE NONE

®urypa

[warpamma
CeoaHana Tabanua...
YmHaa tabnuua

DyHKUMA. ..

Cn euuaneHsl e CUMBONLI...

Cecblnka...
3ameTka

Nvict

Jara
Bpemsa

Tabnvua

JaHHble

Ctrl+T
Shift+F3

Ctrl+K

Pucynok 153 — Komananoe mMenio BeraBka

- BbIlIeJII/ITe QHEﬁKy " Ha IlaHeJIM UTHCTPYMEHTOB, B pa3/iejie BcraBka HaxkmuTe KHOIIKY

LT

Ha 0T06p831/IBIIIEI7IC$[ IaHejIM BCTdBKHW HAXXMUTE KHOIIKY @ 3aMerka

(cm. Pucynok 154).

ol &1

Q

o~ §5 (%) &4 (@~ &=,

@ N306paxeHve...

[T  Tekcrosoe none

(Sj Purypa

[|[]|] Owarpamma

CeogHana Tabavua...
YwmHana Tabauua
j[X DyHKUWA...
CneymnantHble CUMBOJBL...
é) CcblKa...

% 3ameTka

D Nuct

Cv
CcX

Pucynok 154 — [lanenb BcTaBku
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— Brigenmure s4eiiky MMpaBOM KHONKOW MBI M BBIIOJMHUTE KOMAaHy KOHTEKCTHOT'O

MeHio Jlo6aBUTH 3aMeTKY.

2. B okne 3ametku (cM. PucyHnoxk 155):

— Ilpu HeoOxooMMOCTY pelaKTUpYHTe U popMaTUPYITe UMs TI0JIb30BaATeS.

- BBEHHTE TEeKCT 3aMeTKH.

" Amexcangp CMupHoE:

O e~ oW W | =

Pucynoxk 155 — OxHO 3aMeTku

3. Haxmure kiaBuiry Esc unm miefnkHUTe 110 APYTOM sideiike, 9TOOBI 3aBepIIUTh CO3/IaHKe

3aMeTKH! U 3dKPLITH ee.

4.4.6.2 PegjakTupoBaTh WIH YIAIUTh 3aMeTKY

B moxymeHTe MOXXHO pelakTUpOBaTh U YIAIATh KaKk COOCTBEHHbIe 3aMEeTKH, TaK U 3aMEeTKU
JIPyTUX I10JIb30BaTeJIeN.
YToOB!I pefJlakTHPOBATh 3aMeTKY, BBIIIOJIHUATE ClIefyIoIllre AeUCTBUS:
1. IlenxHUTe 1O siYeriKe, YTOOBI OTKPHITh 3aMETKY.
2. IlepennuTe B peXxuM pelJaKTUPOBAaHUS 3aMeTKU OHUM U3 CIIeIYIOLIMX CIIOCODO0B:
— IllenxHUTe 10 sfYeMKe NPABOM KHOIIKOM MBI U BBIIOJIHUTE KOMaH/y KOHTEKCTHOI'O
MeH0  PemakTupoBath  3amerky.  Kypcop  ycraHoBUTCS B Hayalo

MepBOro ab3ara 3aMeTKU.

— YcraHoBuTe Kypcop B TpeOyeMOM MecTe 3aMeTKH BPYUHYIO.

3. BHecuTe n3MeHeHUs B TEKCT 3aMeTKH U, IPU HEOOXOJUMOCTH, B UMsI 110JIb30BaTeJIsl.
4. Haxmure kiaBumy Esc wimm mjenkHWTe 1O Jpyrou siueiike, 4YTOOBI 3aBepIIUThb

pPedaKkThupOBaHHe 3daMeTKH U 3dKPLIThH ee.

YTob6bl ymanuTh 3aMeTKy, IIeJIKHHWTe 10 TpeOyeMOH siueliKe IIPaBOW KHOIIKOM MBIIIM U

BBITIOJIHUTE KOMdaHy KOHTE@KCTHOT'O MEHIO YHHJII/ITI) 3dMETKY.
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4.4.7 CrientnajibHEIe CHMBOJIBI

CHEHI/IEUIBHI)IE CHUMBOJIbI — O3TO CHMBOJIbI, KOTOPbIX HET Hd KJ/laBUdTYype. HaHpHMep,
MaTeMdThU4YeCKHe OIlepaTOpHhl, lII/IHF6aTbI, 3Haku BamoT. WX MOXHO }1068BI/ITb B JOKYMEHT C

IIOMOIIBIO ITaHeJIN 6bICTpOfI BCTAaBKHU CIIeIICMMBOJIOB MJIK OKHA CIIEIII/IaJII)HI)IE CHMBO.JIBI.

4.4.7.1 I1aHenb OBICTPO¥ BCTAaBKH CIIEIICUMBOJIOB

YT0oOBI OTKPBITH aHEIb OBICTPOM BCTABKU CIIEIICUMBOJIOB, BBIITOJIHUTE OJIHO U3 CIIeAYIOIINX
JeUCTBUMH:

— Ha nanenu nHCTpyMeHTOB, B pasfieiie BcraBka (cMm. PucyHok 156) HaxMuTe KHOIIKY

()

(CmenmanbHBIE CHMBOJIEI).

plo ~ {9 (&) & [Q)v -

Bcraeka © ® P %o u \[ §
v % — m Y ° A
J K L
# = + - s < >
HepazpbieHbIM Npoben Ctrl +Shift+Space
HepazpbiBHBIN fedurc Ctrl +Shift+(-)
KopoTkoe Tvpe Ctrl +Num(-)

Bonblwe cMMBONOE...

Pucynok 156 — [1anenb ObICTPO¥ BCTaBKU CIIEI[CUMBOJIOB

— Ha nanenu uHCTpyMeHTOB, B pasfiesie BctaBka Ha)kMUTe KHOIIKY === (cM. PucyHok 157).

Ha ortoOpa3uBiieiicsi naHenyd HaBedTe KypCOP MBIIIM HA CTPeJIKy CIipaBa OT KHOIIKU

CroenpajibHbIe CHMBOJIBI.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 168



MonOdonc

v {39 B &4 (@~ ==

By YV-=2vd By O
>

9@ h = v c
Bannsse @ 306paxeHwe... A
I TekcToBoe none
N 0] P &) ourypa >
DBU [wnarpamma b
CeogHas Tabnvua... 0
Cv
YmHana Tabavua =5
j& OyHKUWA...
Q CneymansHble CUMBObL... >
© ® P %o u \[ § .
2 Ceblnka...
v % — =Y ° A | C“
@ 3ameTka
# = + - X < >
D Nuer
Hepa3zpeleHbil npoben Ctrl+Shift+Space [lata
HepazpbiBHbIA geduc Ctrl+Shift+(-) @ Bpemsa
KopoTkoe Tupe Ctrl+Num(-)
bonblwe cMMBONOB...

Pucynok 157 — [lanenb ObICTPO¥ BCTaBKU CIIEI[CUMBOJIOB

YT0O6BI BCTaBUTH CIIEIICUMBOJI, BBHITIOJIHUTE OHO U3 CIIeyIOIINX AelCTBUN:

— Beoibepute cumBon U3 Habopa IpelyCTaHOBJIEHHBIX CUMBOJIOB. [lo mepe paboTel C
IIPUJIOXKeHHeM IIpelyCTaHOBJIeHHble CHMBOJIbBI MEHSIIOTCSI Ha CUMBOJIBI, JJ0OaBJIeHHbIe
[ojib30BaTejleM B JIOKYMeHT C TioMolplo oOkHa CrenmajnbHble CHMBOJIBI
(cM. paspen 4.4.7.2). Ilpy HaBeeHWM Kypcopa MBIIIA HAa CHMBOJI OTOGpaskaeTcs

Ha3BaHMe BBIOPAHHOTO JIs1 Hero mpudra.

ITpn BcTaBKe K CHMBOIY NpMMeHsieTcsl MIPUPT TekcTa AokyMeHTa. Ho eciu
mpudT TeKCTa He MOJJep)KUBaeT 3TOT CUMBOJI, TO IPUMeHSIeTCsl MIPUPT,

BbI6paHHbII>i I10JIb30BAaTeJIeM.

— Buoibepute nmynkt HepaspbeiBubiii mpo0esn, Hepa3peiBubii gedpuc v Kopotkoe

THPpeE, eClik Tpe6yeTc;1 BCTaBUTH COOTBETCTBYIOH_[I/II;'I CHMBOIJI.
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4.4.7.2 OxHo «CreninajibHBIe CHMBOJIBD»

YTo0bbI OTKPBLITb OKHO Cneunam;nme CHMBOJIBI, BbIIIOJITHUTE OJHO M3 CIIeAYIOIIUX JIeHCTBUM:
— BbI6epI/ITe ITYHKT KOMdHJHOI'O MEHIO BcraBka > Cneunanbnme CHMBOJIBI

(cm. Pucynok 158).

Bctaeka @opmar Tabavua  [daHHbie

Nz0bpaxeHue...

TekcTtoBOE NONE

G HE

®urypa ’

Jdwarpamma ’

=
=
=

CeoaHan Tabamua...
¥mHana Tabavua Ctrl+T

QyHKUMA... Shift+F3

& » B &

CneuuankHble CUMBOJbI...

Pucynok 158 — IlyHkT komanaHOrO MeHI0 CnenajibHbIe CHMBOJIBI

— Ha nmanenu uHCTpyMeHTOB, B pa3feiie BcTaBka HaXXMUTe KHOIKY (CrentuanibHbIE
cuMBOJIbI) (cM. Pucynok 159). Ha nmanenu 6vICTpOi BCTaBKU CIEI[CMMBOJIOB BbIOEpUTe

IIYHKT BoubIiiie cHiMBOJIOB.

b~ {5 &) B4 (@) - .

Beraeka © ® P %o u \[ 8
v % — m Y ° A
J K L
# S + + P < >
HepazpbieHbin npoben Ctrl+Shift+Space
HepazpbieHbil geduc Ctrl+Shift+(-)
KopoTtkoe Tupe Ctrl+Num(-)

boabwe cvmBonoB...

Pucynok 159 — IlyukT Bosbiie ciMB010B
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— Ha manenu nHCTpyMeHTOB, B pasfieiie BcraBka HaXkMUTe KHOTIKY === (cM. PucyHok 160).

Ha oTtob6pasuBiiieiics maHeau HaXMUTe KHOTIKY [ | CrreruajibHbIe CHMBOJIBI.

B v O

o~ (&) B9 (@) =,

@ WN3obpaxeHwe...
[T TekcToBOE NoONe

®urypa > n

UHU Owarpamma >

7] CeogHan Tabavua...

Y¥mMHas Tabnuua
jEX DyHKUMA...

CI'IELWIBJ’II::HI::IE CHMMBONBI... >

Pucynok 160 — Knonka CnenpanbHbIe CHMBOJIBI

— Ha manenu nHCTpyMeHTOB, B pasfieiie BcraBka HaXkMuTe KHOTIKY === (cM. Pucynok 161).
Ha orto6pa3uBiiieiicsi maHend HaBeWTe KypCOpP MBIIIM HA CTPeJIKy CIIpaBa OT KHOIIKU

Cnemnanbable cuMBOJIBI. Ha maHenmu ObICTPOI BCTaBKM CIIEIICUMBOJIOB BblOepHTe

IIYHKT Boabnie ciMB0JIOB.
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EV ? gv@ @v@

i~ {3 = B (@) &=

v 1= X v B2
LanHbie @ WN3o6paxeHue... A
TekcTtoBOE None
P Q R s (Y dwurypa > "
[||]|] Awnarpamma >
CBopaHana Tabanua... 0
YMHas Tabamua E;
]g(, DyHKUMA...
Q CneumnanbHble CUMBOAbI... >
© ® P % pu V8
7) Cebinka...
v % — 9w Y ° A ©
F:B‘ 3ametka
# = + - x < >
D JNlnct
HepazpblBHBIN Npoben Ctrl+Shift+Space [ata
Hepa3spblBHbIF geduc Ctrl+Shift+(-) @ Bpewms
Koportkoe Tupe Ctrl+Num(-)
BosbLIe CMMBO/IOB...

Pucynok 161 — [lynkt BoabIie ciMB0JIOB

Oxno CnenmanbHbIe CHMBOJIBI (CM. PucyHok 162) cogepxut cnenyroiiye HHCTPYMeHTHI:

— Bruimaparomumii ciicok /it BbiOopa 1mpudTa CriericumMBoIIa.

— Belnaparomuii crimcok Ajis BbIOOpa TPYIIIBI U KaTeropud cMMBona. Eciu mipudt He
MIO/1/Iep>KUBAaeT CUMBOJIbI TPYTIIBI WJIM KaTeropyu, TO OHA He 0TOOpaXkaeTcsl B CITUCKe.

— Cumbonbl. [lo ymonmyaHuio BblJensieTcsl MepBbI CUMBOJI BBIOpDAHHOM KaTeropuu.
Kareropuu oTnensiroTcs Apyr OT Apyra 4epTou.

— Ha3BaHue BbIJIeJIeHHOI'O CUMBOJIA Ha aHTTIMMCKOM SI3BIKe,

— Kog BeimenrenHoro cuMBoiia B cucreMe Unicode.

— Hauepranue BbIIeJIeHHOTO CUMBOJIA.

— IIIpudT BBIIETIEHHOTO CUMBOIIA.

— BapuaHTel Ipyrux HauepTaHUH BbIIEJICHHOI'O CUMBOJIA.
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CrneynaneHEIE CUMEOE *

XO Thames v Yucnoesle GopmMbl v VULGAR FRACTION ONE
~ THIRD
% % 1/;; % 5/3 % HHukog: U+2153

3 A T - V o | = =

1

<= z 3
-0

F € 2 T & m P (0 Thame

T Ys s v
v @ O & > Y /5 Y
3aKpbiTb OKHO NOCAE BCTABKW CMMEONA Beranuih OTmeHa

Pucynok 162 — Oxno CrierquajibHbIe CUMBOJIbI

YToObl BCTaBUTH CUMBOJI U3 OKHA CrenpajbHbIe CHMBOJIBI, BBIIIOJIHUTE CIIEAYIOIHe
JeNCTBUS:

1. Bribepure mpudrt crericumosia. Beibop ocyiiecTBisieTcsl aHaJIoTUYHO BBIOOPY LIpudTa
B IVIAaBHOM OKHe TpuiioykeHus (cM. pasmen 4.13.1).

2. Broibepute kaTteropuro cMMBOJIAa. BeIOOp OCyIecTBisieTcs: aHaJIOTUYHO BBIOOPY HIpUdTa
CIeIICUMBOJIA.
Y craHoBUTE Kypcop B TO MECTO JJOKyMeHTa, Ky/la He00X0JIJMMO BCTaBUTh CUMBOIL.

4. BcraBbTe CUMBOJI OJTHUM U3 CJIeIyIOIINX CIIOCOOOB:

- BbI)IeJ'II/ITe CMMBOJI IBOMHBIM ILI€JTYKOM MBIIIIH.
- BbI)IeJII/ITe CHMBOJT OJHWM MIEJTYKOM MBI U HA’)KMUTE KHOIIKY BcraBuThb.

- BbI):[eJ'II/ITe CHUMBOJI OJHUM IIEJTYKOM MbIIIN U HA’)KMUTE KIIdBUIITY Enter nm HpOﬁEJI.

Eciu Ttpebyetcs, 94TO6BI OKHO 3aKpBIBaJIOCh aBTOMAaTUYeCKH, II0CTaBbTe (PJIaXkOK 3aKPBITh
OKHO I10CJIe BCTAaBKH CHMBOJIA.
YTo6b! 3aKphITh OKHO CrlenupajbHble CHMBOJIBI BDYUHYIO, HAXMUTe KHONKY OTMeHa uiu

KHOIIKY < B 3ar0JIOBKe OKHa.
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4.4.8 Texymmas maTra wia BpeMs

B mo60e MecTo joKkymMeHTa MOXKHO BCTaBUTh TEKYIIYIO JIaTy WIA BpPeMs.

YTOoOBI BCTAaBUTH B IOKYMEHT TEKYIIYIO IaTy, BBIIIOJIHUATE CJelyIollne JeHCTBUS:
1. YcraHoBuTe Kypcop Ha TO MeCTo, KyJla HeOOXOAUMO BCTaBUTh TEKYIIyIO /IaTy.
2. BrinonHuTe KOMaHy BCTaBKU OJIHAM U3 CJIeIyIOIINX CIIOCOOO0B:

— Bribepure nynkT KoMaHgHOTO MeHIO BeraBka > [laTa (cm. Pucynok 163).

Bctaeka @opmar Tabavua  [daHHble

Azobpaxkenwe...

TekcToBOE Nnone

& H®

®urypa »

Awarpamma >

=
=
=

CeoaHasa Tabavua...

YmHana Tabanua Ctrl+T

OyHKUMSA... Shift+F3

® » BE &

CI'IELI,MBJ'IbeI € CMMBOJbL...

Ceblika... Ctrl+K
3ameTka

Nucr

Aata

Bpems

C0IVUP D

Pucynok 163 — KomangHoe mento BeraBka

— Ha nanenm uHCTpyMeHTOB, B pa3esie BecraBka HaxkmuTe KHOIIKY “*° (cM. PrucyHok 164).

Ha OTO6p83HBHI€fICH IIaHeJIN BCTABKU HAKMHUTe KHOIIKY [3 IIaTa.
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bl ~ A @ ™,
A Usobpaxenve.. .
[F1  Texcrosoenore
& ourypa s . Q
ol Awarpamma N fx
7  CeoaHan rabamua... &
YiHas Tabauua Cy
jg{ OyHKUMA...
CneumanbHble CUMBOLL... >
& Ccbika...
% 3ameTka
() Jwcr
Jara
(O Bpews

Pucynok 164 — [1anenb BcTaBku

YTOOBI BCTAaBUTh B IOKYyMEHT TeKyIllee BPeMsl, BBIIIOJIHUTE ClIe[lyIolye JeCTBUS:
1. VcraHnoBuTe Kypcop Ha TO MeCTO, Ky/la HeOOXOUMO BCTaBUTDb TeKYyIllee BpeMsl.
2. BpblinonHUTe KOMaH/Ty BCTaBKH OJIHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— Bribepure nyHkT KoMaHgHOTO MeHI0 BeraBka > Bpemsa (cM. Pucynok 163).

— Ha maHenm wuHCTpyMeHTOB, B paslerle BcraBka HaXMuTe KHOIKY °°°

(cm. Pucynok 164). Ha ortoOpa3uBiieiics maHeld BCTaBKU HAXXMHUTE KHOIIKY

'E ) Bpems1.

Bcrasngemeie JdHHbIe ABJIAIOTCA CTATHUYHBIMHM, TO e€CThb He OOHOBJIIIOTCS IIpru U3MeHeHUUH

(baKTI/I‘IeCKI/IX JaThl 1 BpEMEHHU.

4.4.9 IIpoBepka npaBonMHUCaHUS

[Ipunoxenne «MorOduc Tabnuma» MokeT aBTOMaTU4eCKH MTPOBEPSTh TeKCThl HA PyCCKOM

Y QHTJIMMCKOM sI3blKe Ha Hanuure opdorpadpruieckux ¥ rpaMMaTUdecKrx OMIMOOK.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 175



MonOdonc

4.4.9.1 IIpoBepka op¢porpadpuu

YToOb! OTKIIOYUTH WIM BKJIIOYUTH IIPOBepKy opdorpaduu, BbIOepuTe IyHKT KOMaHIHOIO

MeH!0 MHcTpyMenTs! > IIpaBomicanue > IlpoBepka opdorpaduu (cm. PucyHok 165).

BxitoueHne M OTKJIIOYeHHE pexuma IpoBepku opdorpadum NpUMEHSIeTCs TOJIbKO K

TeKyIlleMy JOKYMEeHTY 1 He BIIMseT Ha JIpyrue OTKPBITbIe JOKYMEeHTHI.

MHcTpymentss Bug  OBwwi goctyn  Hagetpolkw  Cnpaeka

MpaecnucaHwe P v [lpoeepka opdorpadun
HacTpaveasmei chosaps Mpoeepka rpaMMaTiiig
] ; W LN i bl

zmMeHWTE AZBIK. ..
BolpapeH

Makrpokomangm r

Pucynok 165 — Komananoe MeHnio MHCTpyMeHTBI

[Ipunnunb! npoBepku opdorpadun:

Cnosapp mnpoBepku opdorpaduy BbIOMpaeTCs aBTOMAaTU4eCKH II0 S3bIKY I1epBOIO
CHMBOJIA B SYeliKe.
KpacHo¥i BosHHCTOM JTMHWEN [T0/T4epKUBAIOTCS:

—  CJIOBA, OTCYTCTBYIOIIIME B BLIODAHHOM CJIOBape;
— (JIOBa, cojiepxkariiye opdorpadudeckye OMmMOKH.

HpI/I BHECEHUH H3MEHEeHUH B TeKCT AOKYMEHTa 3dIIyCKAeTCd IIOBTOPHAA IIPOBEpPKd

opdorpadumu.

4.4.9.1.1 cnpaBurs opdorpaduyeckre ommoKu

Ecnmu B crnose HalJieHa OH_II/I6Ka, HCIIpaBbTE e€e. HJ’IH JTOI'0 BBIIIOJIHUTE CJIeAYIoIIre

JeUCTBUS.

1.

[TomectrTe Kypcop MBIIIM Ha CJIOBO WIM BBIJIIUTE CJIOBO, KOTOpOe IOIYepKHYTO
KpacHOM BOTHUCTOM JiuHuel (cM. PucyHok 166).

[lenxHUTE IO TAHHOMY CJIOBY ITPABOM KHOTKOM MBIIIA HEIOCPeJICTBEHHO B sSUeiike WIn
B CTpoke GopMyIL.

B KOHTEeKCTHOM MeHIO BbI6€pI/ITe Hp&BHHbeII:I BAPHAHT HAIIMCAHHWA JdHHOI'O CJIOBaA.
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A1 v fx awubka
A B C
1 awMbka
- lxx\s cwnbka
2
3 owKbka
4 wKbKa
5 a wwbka
6

JoBaeuTs B CNoBaps

-]

8 Mponyctute
Pucynok 166 — Mcnpasnenne opdporpadpryeckoit omubku

Ecmu IJId  BBIAEJIEHHOI'0 CJIOBA OTCYTCTBYIOT BadpPHAHTHI IIPABWIBHOI'O HAIIMCAHUA, B

KOHTeKCTHOM MeHIO OTO6pa>K88TCH HaAIInuCb Her IIpEIUIO?KEHHﬁ.

4.4.9.1.2 Y panuth nogyepKuBaHue CI0B

Yrobbl n36exaTh NOAUYEepPKUBAHUSI CJIOB, PaCIIO3HAHHBIX MIPUJIOXKEHWeM Kak opdorpadpuuecku
HeBepHble, BHeCUTe JIaHHbIe CJI0Ba B HaCTpauBaeMbIH cjioBapb (cM. pasnen 4.4.9.2) uinu nobaBbTe B
CIIMCOK UTHOPUPYEMBIX CJIOB.

YT068!I 106ABUTH CIJIOBO B CIIMCOK UTHOPHPYEMBIX, BBIIIOJIHUTE ClIeyIoIire AelCTBUSL:

1. IlomecTuTe Kypcop MBIIIM Ha CJIOBO WM BBIEJIUTE CJIOBO, KOTOpPOe IOJYepKHYTO

KpPaCHOM BOJIHUCTOU JIMHUEN.
2. IlleskHWTE 110 JAHHOMY CJIOBY IIPABOM KHOIIKOM MBIIIN HEIIOCPE/ICTBEHHO B sSYelKe WU
B CTpOKe GOpMYyIL.

3. BrimonuuTe koMaHy KoHTeKCTHOTrO MeHo IIponmycruts (cMm. PrucyHok 166).

IIpy BBINOJTHEHWH JTaHHOM KOMaH/BI I1O/lYepKHUBaHUe CJI0Ba KPAaCHOW JIMHUeM Ipomajaer.
Ecnu ciioBo BcTpeuaercsi B JOKYMeHTe HECKOJIBKO pa3, TO HM3MeHeHMs IPUMEeHSIOTCS Ui BCcex
IIOBTOPEHUH C y4eTOM perucTpa. Takve U3MeHeHHs] COXPAHSIOTCS B paMKax OJHOM ceccuu paboTsl
C TIoKyMeHTOM. IIpy TOBTOPHOM OTKPBITHM JIOKyMeHTa CHOBA 3aIlyCKaeTcsl IpoBepka opdorpadpumu.

B ciyyae omnboyHOro nprMeHeHUs KOMaH/ibl BEpHUTECH K Mpe/IbIAYIIeMy COCTOSIHUIO TIpU
nomoIy koMauzs! IlpoBepuTth nmpaBonucanue. [t 5TOro BBIIIOIHUTE ClIeAyIOIIe AelCTBUS:

1. TlomecTuTe KypCcOp MBIIIN Ha CJIOBO WU BBIAEIIUTE CJIOBO.

2. IllenkHUTe 110 JAHHOMY CJIOBY IPaBOM KHOIIKOM MBIIIN HEIIOCPe/ICTBEHHO B siuelike W1

B CTpOKe GOpMYyIIL.

3. BrimomHaute KOMdHy KOHTEKCTHOI'O MEHIO HpOBepI/ITI) IIpaBOIICAHUE.
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4.4.9.2 HacTpanBaeMsblii CJI0Baphb

Yrobel un3b6exaTh MOAYEpPKUBAHUSI OTHEIbHbIX CJIOB B TeKkcTe (Hampumep, UMeH
cobCTBeHHBIX, aOOpeBUATYp, CllelIMa/IbHBIX TEPMUHOB U T.J.), MOXKHO BHECTU UX B HaCTpaWBaeMbIi
CJIOBaphb.

[Tepen HauasioM paboTHI CO CjioBapeM ybequTech, YTO B IPUJIOXKEHUHU BKJIIOYEHA ITPOBepKa

opdorpaduu (cM. paznmen 4.4.9.1).

4.4.9.2.1 JIobaBUTH CII0BO B CJIOBaph

B cnoBaps M0XHO 100aB/STH TOJIBKO OTAeNbHbIe ciioBa. JlobaBieHne CJIOBOCOUYeTaHUN He
JIOITyCKAeTCs.

[Tpu nobaBieHuu ciioBa B CJIOBAapb yUWTHIBaeTCsl perucTp. Eciu ciioBo muiiercs Kak co
CTPOYHOM, TaK U C 3arVIaBHOM OYKBbI, peKoMeHAyeTcsi N00aBUTh B CJioBapb 00a BapHaHTa
HaIlMCaHW IaHHOT'O CJIOBA.

Yro6bl [00aBUTH CJIOBO B HACTpavBaeMbIM CJIOBapb IPSIMO U3 TeKCTa, BBIIOJIHUTE
CJIelyIolve IeNCTBUS:

1. IlomecTuTe Kypcop MBbIIIM WIKA BBIJIEIUTE CJIOBO, KOTOpOoe HEoOXOAMMO 00aBUTH B

CJI0Bapb.

2. llenkHWUTe NO CJIOBY NPAaBOM KHONIKOM MBIIIN HEIIOCPeICTBEeHHO B siueliKe UM B CTPOKe

dopmyiL

3. BrbinmosiHATe KOMaH/ly KOHTEKCTHOTO MeHi0 Jlo0aBUTH B c1oBapsh (cM. PrucyHok 166).

Yro6bl m006aBUTH HOBOE CJIOBO HeNOCPeJICTBEHHO 4Yepe3 CaM CJIOBApb, BBIIOJIHUTE
CJIeZIyIolve IeNCTBUS:
1. Boibepute myHKT KOoMaHAgHOrO MeHI0 MHcTrpymenTsl > HacTrpamBaemslil ci10Bapb

(cm. Pucynok 167).

WMHoTpymedTs  Bua  OBwWiA ac

MNpaecnucanwe »

HacTpaveaemeili choBaps
Mzmer T A3bIK..

MakpokonmaHasl r

Pucynok 167 — Komangnoe mento MHCTpyMeHTBI
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2. B okne HacrpauBaemsblii ciaoBapb (cM. PucynHok 168) BBeaute ciioBo, KOTOpoe

HeoOX0uMO 0OaBUTh B CJIOBaph.

B Hactpaweaemelii cnoeape *

‘ MoitOdnd X

Mogkno4nTh loToBOD

Pucynok 168 — Oxno HacrpauBaemsblii CJI0Bapb

3. Haxmwure kHONKY vy kiasuiny Enter.
4. Haxwwure kHONKY I'0oTOBO, YTOOBI 3aBepHIUTh pelaKTUPOBAHHME CJIOBApsi U 3aKPHITh

OKHO.

4.4.9.2.2 TlogkIIOYUTH CTOPOHHHE CJI0OBapH

YT0oO6B! pacHIMpHUTh 3arac CJIOB, JOCTYIIHBIM B TaOIIMYHOM pellakTope, MO>KHO IOIKJIIOYUTD
cTopoHHHe cioBapu B popmare DIC. [lns storo:
1. B nuanoroBom oxHe HacrpauBaemsblii cioBapp HaxmuTe KHONKY IloakiaouuThb
(cMm. PucyHnok 168).
2. B okne ¢aitmoBoro MeHempkepa BbibepuTe ¢aiinn ¢ pacmmpenueM *.dic U HaxmuTe

KHONIKY OTKPBITh.

ITo 3aBepiiennu cosiepkumoe ¢aiisia 0TOOpa3UTCs B HACTpaUBaeMOM CJIOBape.
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4.4.9.2.3 YaanuTh CJI0BO U3 CJIOBaps

Panee mobaBiieHHOe CIIOBO MOXHO YJaJIUTh U3 HACTPAUBAeMOT'O CJIOBaps.
Y1o6Bl yAaIWUTh CJIOBO C IOMOIIbI0O HMHCTPyMeHTOB okHa HacTpauBaemblii CJIOBaphb,
BBITIOJIHUTE CJIeIyIolue IeHCTBUS:
1. Bribeputre myHKT kKOoMaHAgHOTO MeHI0O MHcTpymeHThl > HacTrpamBaemslil ClI0Baphb
(cm. Pucynok 167).
2. B oxne HacrpauBaemsbiii cioBapb (cM. PucyHok 169) HaBenuTe Kypcop MBIIIM Ha

CJIOBO, KOTOpOe HEO6XOHI/IMO YAAJIUTDh U3 CJI0Bap4, U HA’)KMUTE KHOIIKY YI[aJII/ITI).

B | Hactpaveaemelid cnoeape >

MorOdmc Yaanmts

N

MoaknouynTe loToBOD

Pucynok 169 — Oxno HacrpauBaemsblii CJI0Bapb

3. Haxmure KHOIIKY I 0TOBO, YTOOBI 3dBepHIUTh peldKTHUPOBaHHe CJIIOBAPSA YU 3dKPBITh OKHO.

Yrobbl ynamuTh CJIOBO 0e3 Iepexofa B OKHO HAaCTpauBaeMOI'O CJIOBaps, BBIIIOJHUTE
clefyolye NefCTBUs:
1. IlomecTuTe KypcOp MBIIIM Ha CJIOBO WJIM BBIAEIUTE CJIOBO, KOTOpPOe HEeoO0XOAUMO
YIAIUTDb U3 CII0Baps.
2. IllenkHUTe 1O CJIOBY MPaBOM KHOIKOM MBIIIN HEIIOCPEe/ICTBEHHO B siuelike WIH B CTPOKe
dbopmyiL.

3. Brimonaure KOMaHly KOHTEKCTHOI'O MEHIO YnaJm'rb U3 CJI0Bap4.
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4.4.9.3 IIpoBepka rpaMMaTHKH

YTOOB! OTKIIIOYMTH WJIM BKJIIOYWTH IIPOBEPKY 'PaMMaTHKH{, BblOepUTe IYHKT KOMAaHIHOTO
MeH!0 MHcTpyMenTsI > IIpaBomicanue > IIpoBepka rpammaTuku (cM. Pucynok 170).
BkitoyeHre U OTKIIIOYeHHEe peXHMa IIPOBepKM TIpPaMMaTUKM IIPUMEHseTCSl TOJIbKO K

TeKylueMy JOKYMEHTY U He BJIMIeT Ha JPyrre OTKPbITbie JOKYMEHTHI.

WHcTpymenter Bug  OBwwii poctyn  HagcTpolikn  Cnpaeka

MNpaescnucadwe » Mpoeepka opdorpadunm
Hactpaneaemsili chogape Mpoeepka rpaMMaTHEN
] ; W LN i b

zmeHnTe AZBIK..,
BbipasH

MakpokomaHaw s

Pucynok 170 — Komangnoe mento MHCTpyMeHTBI

[TpyHIUIIBI TIPOBEPKU IPAMMATHKU:

— $I3bIK IpOBEPKU rPaMMATHKU BbIOMpAEeTCsl aBTOMaTHUUYeCKH 110 IIepBoi OyKBe B siuelike.

— IIpoBepka rpamMMaTHKM 3aIlyCKaeTcsl IIOcile HaXkaTus Ipobena wiv kinasuiy Enter npu
YCJIOBUHM, UTO IPeJJI0’KeHNe 3aBepIlleHo.

— IlpennoxeHnue c rpaMMaTUYeCKOM OIMIMOKON MTOI4epKUBaeTCsl CHHEeN BOJIHUCTOW JIMHUeH
KaK B s4eliKe, Tak U B 110Jle BBOJA GOPMYJIbL.

— ®opMyiibl ¥ 3HAUEHUS He IIPOBepsIIOTCSL.
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4.4.10 ITonck u 3aMeHa JaHHBIX

Ecmm JOKYMEHT OTKPBLIT B peXXuMe IIpOCMOTPpd, TO B HEM JOCTYIIEH TOJIBKO ITIOMCK OdHHBIX

(6e3 3ameHbI).

YTOOBI OTKPHITH IMaHENb MOWCKA W 3aMeHbl JaHHBIX B JIOKYMEHTe, BBIIIOJIHUTE OJHO M3
CIIeYIOIUX JeUCTBUIA:

— Bribepute nyHkT koMmanaHoro meHto IlpaBka > Ilouck (cm. Pucynok 171).

Mpaeka Beraeka @opmatr  Tabawua  [Jandsie MG

T OTMEHUTE Cirl+Z

" MoetopuTs Crl=Y

2 Buipesato Crl=X

Kenwpoeate Ctrl+C

[y Bcraents Ctrl+V
BcTaEnTe 3HaveHnA W dopmat Ctrl+Alt=V

BcTaenTe TONBKO 3HAYEHWA

BctaenTte W3 Bydepa obumera »
A KonwposaTh dopMaTHpoBaHWe Ctrl+5Shift+C
MpumeHnTE dopMaTHpoBaHWE Ctrl+5Shift+V
BmgenmTe Bce Ctrl+A
1 TMowck Ctrl+F

Pucynok 171 — [lynkTt komangHoro meHio Ilouck

— Ha OokoBo# nnaHenn HaXKMUTe KHOIIKY Q (ITouck u 3amena) (cm. Pucynok 172).

fo v 8 &) B9 @) -

Bcraeka N

fx
<

Cv
CX

Pucynok 172 — Knonka Ilouck u 3amena
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— Haxwmure coderanme kiaBuin Ctrl+F wmu Ctrl+H (OC Windows, Linux), $#Cmd+F

(macO5S).

Ha nanenmu Ilouck m 3ameHa (cM. PucyHok 173) ykaxuTe mapameTpbl ITOMCKa U 3aMeHBI

IaHHBIX:

1. VYxaxure O0sacTh MOMCKA JAHHLIX:

— Texkymmii TUCT — BBITIOJTHUTD TIOMCK Ha JIUCTe, OTKPHITOM B HACTOSIIIIA MOMEHT.

— Bce 1MCTHI — BBIIIOIHUTH MOKCK HAa BCEX JIUCTAX JOKYMeHTd.

= [lowuck v 3ameHa Q

‘ }—1&1 UK B 1o

3amMeHUTb Ha O

Cv
CX

3aMeHK1Tb 3ameHuTb Bce

MapameTpsbl

Mowck He yunTbiBaeT GopmMy bl

O6.nacTe NowWcka:

O Texkywwit ancr

Bce nuctbl

OUnbTPLI:

Tonbko CoBa LEAMKOM
YuuTbiBaTb PErncTp npu nowncke

YuuTbiBaTh PEIUCTP NP 3amMeHe

Pucynok 173 — [lapametpsl norcka

2. 1lpu HEOOXOMMOCTH OTMeTbTe uiaskkaMu TpebyemMble PHIILTPHI:

— ToapKo CjI0Ba LEJIMKOM — HAUTU TOJBKO Iejible CJIoBa / 3HAYeHMsd, a He JIaHHBIe,

KOTOpBIe SIBJISIIOTCS YaCThO JPYTHX CJIOB / 3HAYEeHUH.

—  YuurthIBaTh PErucTp I1Ipu IMOHCKEe — BbIIIOJIHUTL IIOMCK C Y4YE€TOM 3dIVIdBHbIX U

CTPOYHbIX 6YKB B MCKOMOM TeKCTe.
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— YuuThIBaTh perucTp IpH 3aMeHe — BBIIOJHUTH 3aMeHy C y4YeTOM 3arJlaBHbIX M
CTpOYHbIX OyKB B HaiileHHOM Tekcre. lIpumep: B Tekcre JoKyMeHTa HEOOXOJUMO
3aMeHUTh CJIOBO 002060p Ha ciioBO KoHmpakm. [Ipu 3Tom ciioBo do2o6op MoXeT ObITH
HallMCaHO KaK CO CTPOYHOM, Tak M C 3arylaBHOW OykBbI (Harpumep, B Havajie
npeyioxkenust). [locraBeTe drakok YUHUTHIBAaTH PerucTp MpH 3aMeHe, YTOObI CJIOBO
dozo6op co cTpodHO¥M OYKBBI 3aMEHUIOCh HA CJIOBO KOHMPAKM CO CTPOYHOM OYKBEI, a
cnoBo /loeo6op c 3aryiaBHOM OYKBBI 3aMEHWIOCh Ha CI0BO KoHmpakm C 3arjiaBHOMU

OYKBBL

Perucrp y4uTeiBaeTcs TOJIBKO 11 [IEPBOI'0 CUMBOJIA B HAWIEHHOM CJIOBe.

YToObI HATU aHHBIE B IOKYMEHTe, BBITIOJIHUTE CIIeAyIoIe IeHCTBUS:

1. B nosne HaiiTu BBesiuTe aHHbIe 1is moucka (cM. Pucynok 174).

2. HaxmuTe KHOIIKY ﬂ viu kiaBuinry Enter.

= [lownck 1 3aMeHa Q

‘ BE'ﬂ0| X n Hx

Cw

CX
< 2 3aMeHUTb 3amMeHuTb BCe

Pucynok 174 — JlanHble 7151 moucka

Haiinennble coBnaieHus moJicBeTsTCS B JoKyMeHTe (cM. PrucyHok 175).
Hcnonmb3yiiTe KHONKK <  » TOJI CTPOKAMH TOMCKA U 3aMeHbl (cM. PucyHok 174), 4ToGHBI
repemMeniaTbCsl MO siYedKaM C HaWJIeHHBIMH COBIajieHUsIMUA. BpiOpaHHOe coBmazeHue Oyner

BBIJIEJISITBCSL B JOKyMeHTe KOHTPACTHBIM KeIThbIM 11BeToM (cM. PrucyHok 175).
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D3 v > ~ fx Benocunegpl
=2 Tlowck 1 3aMeHa Q
| A B C D E
1 [Darva Moapasaenenne MeHepxep HomeHknatypa Mpogaxu lI BENO X E fx
2 | 01.07.2020 Otaen npoaax MNeTtpos Jlb1u 1250 847
3 | 01.07.2020 Otaen npopsuseHna |Cuaopoe Benocvneap! i 2338983 0
4 | 01.07.2020 Otpen npogsuweHun |Cugopos Docku 1461 864 o
| 5 | 01.07.2020 Otgen npoggumeHusa |Cugopos MNanatkun 106 780 < 5 3aMeHUTh 3JaMeHUTHL BCe CX
6 | 01.07.2020 OTtgen npopga MavHekas, Benocunepgpi 2135593
7 | 01.07.2020 OTtaen npopax MavHekas [ocku 1588 983
8 | 01.07.2020 Otaen npoaax WAanHeKkas MNanatkun 29 661 NEE= Gz
9 | 01.07.2020 Otaen npoaax MamHekas, MNpouee 1695
Mowck He yunTbiBaeT Gopmy bl
10 | 01.07.2020 Otpen npogsukeHus |Cugopos Benocvnegpi 50 847
| 11 | 01.07.2020 Otaen npoggumeHusa |Cugopos NbixKun 152 542 OBAACTL MONCKA:
| 12 | 01.07.2020 Otaen npoasueHua |Cugopos [ocku 1567 797 (o} Texyluii amct
| 13 | 01.07.2020 Otaen npoagumeHus |Cuaopos Manatkm 100 847
14 | 01.07.2020 Ovaen npoasuskeHua |[lobpaxce Oocku 63 559 He e
15 | 01.07.2020 OTpen npogax WamHekas, Benocvnegp! 838 983 BuALTPbI
‘ 16 | 01.07.2020 Otgen npopak WamHekas Hocku 1144 068 Tosbko C10Ba LEMMKOM
17 | 01.07.2020 Otgen npogax MauHekas, MNanatkun 17 797 YUUTbIBATb PErucTp Npu Nomcke
| 18 | 01.07.2020 Otgen npopam MavHekas MNpoyee 3 390
19 | 01.07.2020 OTtaen npogsueHua |OxNQOLICTMH, Oocku 508 475 YRS [PETATE AP SRS E

Pucynok 175 — Haiinennsle coBnafieHus

[To manenmu [lowick U 3aMeHa MOXHO TaKXe IlepeMelaTbCsi C IMOMOIIbIO KJIaBHATYpPhl
cileyromuM obpasom:
— JIns mepexoja K ciie[lytolemMy 3jIeMeHTYy TlaHeIu HaXkMUTe kiaBuiny Tab.
— Jlug BO3BpaTa K IIpefplAylleMy O3JIeMeHTy IIaHelld HaXMUTe CO4YeTaHue KJIAaBHII
Shift+Tab.
— Jlnga aKkTUBaMM 3JieMeHTa yIpaBiieHWsl (HaXKaTHs KHOIKH, YCTAHOBKU riakka)

HaxmuTe kiiaBuiry IIpo6est.

[Tapamerpsl moncka (cMm. Pucynok 173) MoxHO MeHSITb B Iporecce paboTbl C
COBIIaJIeHUSIMU. Pe3ysibTaTel IOUCKA DY 3TOM OOHOBIISIIOTCSI aBTOMAaTUYeCKH.
YToObl 3aMEeHUTH COBIAJIeHHs, HalJleHHble B JIOKyMEHTe, BBIIIOJHUTe Cllefyollye
JeCTBUS:
1. B crpoky 3amenurs Ha (cM. PucyHok 174) BBenuTe AaHHBIE [l 3aMeHbI WJTH OCTaBbTe
110JIe IIyCTBIM, eCJIA TpebyeTcsl yAaIuTh Hal/IeHHOe COBIIaJIeHue.
2. 3ameHHTe COBIIaJIeHUs OTHUM U3 CIIeYIOLIMX CIIOCOOO0B:

— Haxwmure KHOIIKY BaMEHI/ITb, YTOOBI 3aMEeHHUTD BbIJIeJIeHHOe COBIIaJieHHe.

— Haxwmure KHOIIKY 3aMeHHUTh BCe, YTOOBI 3aMEHUTH OJHOBPEMEHHO BCe HalIeHHbIe

COBIIdJIeHH .
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3aMeHa YaCcTH HaWJIeHHOTO 3HaueHWs WM YaCTH HaWIeHHOTO pe3ysibTaTa BBIYUCIIEHUS 110
¢dbopMysie He NMPOM3BOAUTCS. 3HAYEHHEe WM pe3ysIbTaT BBIYMCIIEHHs 10 GopMylie MOXKHO

3dMEeHUTD TOJIBKO IIeJIMKOM.

YToObl 3aKpbITh MaHeNlb [OMCKA U 3aMeHbl JJaHHBIX, BBIIOJIHUTE OAHO W3 CJIeAYIOIIHX
IeUCTBUM:

— B BepxHeli yacTu naHeIu HAXXMUTE KHOIIKY 3.

— Ha 6okoBo# aHeIn HaXKMUTe KHOTIKY Q (ITouck u 3ameHa).

— Haxwmure knaBuiry Esc.
4.4.11 Ypanenue jaHHEBIX

4.4.11.1 YaanuTs JaHHbIe C MOMOIIBI0 KOMAHIbI

YToOBI yHaiUTh TaHHbIE, BBITIOJIHUTE CJIeIyIolre JeHCTBHUS:
1. Vkaxure naHHbIe IS yIaJleHUS:
— Yr00bI yAaIUTh YacCTh JJAaHHBIX B si9eliKe, IepeiiuTe B PeXXUM ee peIaKTUPOBAHUS U

BbIIeInTe Tp86y9MbIe JaHHLbIe.

—  YT0OBI OYHCTUTH coiepxXxumoe OJIHOM MJIM HECKOJIbKHX ST9€€eK, BBIJIEJINTE 3T TYEUKHU.

2. Ha naHenn uHCTpyMeHTOB, B pasferne [IpaBka HaXMHUTe KHOIIKY [ (Yoanurs)

(cm. Pucynok 176).

X 0O B~ 5 [ | | calibri v
S TR OK Y e A

MNpaeka Wpngrt

Pucynoxk 176 — Knonka ynaneHus Ha raHesid MHCTPYMEHTOB

B cnyyae mprMeHeHHBIX GUIBTPOB WM CKPBITBIX BPYYHYIO CTOJIOI[OB WK

CTPOK OYHUIIMAETCH TOJIbKO COAepKNMOe BUIUMbBIX d49eeK.
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4.4.11.2 YnanuTh AfaHHBIE C IOMOIIBI0 KJIABHII KJIABHATYPhI

YT0OBI YAAJIUTh OOWH WJIIKM HECKOJIbKO CHMBOJIOB B syerike, BOCHOHBSYﬁTECb OJHHUM U3

cJIeJyromux CIToco0oB:

YcraHoBrTe Kypcop Iocjie CUMBOJIOB, KOTOpble TpebyeTcsl yIaauTh. Y IajuTe CUMBOJIBI
Moc/ie/IoBaTeJIbHBIM  HaxkaTeM Ha kiaBuily Backspace (Windows, Linux) wm
kiaBuiry Delete (macOS).

VYcraHoBuTe Kypcop [0 CUMBOJIOB, KOTOpble TpeOyeTcsl yAalliTb. Y AajiTe CUMBOJIbI
MOC/Ie[IOBAaTeIbHBIM ~ HakaTeM Ha kjaBuiry Delete  (Windows, Linux) wnu

MOCIeJOBATe/IbHBIM Ha)kaTueM couyeTanus kiaBuil Fn+Delete (macOS).

YTo0bbI YAAJIUTh 44CThb CJIOBA WK CJIOBO B sJelke, BOCHOHB3YﬁT€Cb OIHHUM U3 CJleJyoInuX

CII0CO0OO0B:

YcraHoBUTE KYypCOp MOC/Ie 4YaCTH CJIOBa WM CJIOBA, KOTOpoe TpeOyeTcs yIalWTh.
Haxxmute coueranue kiasuill Ctrl+Backspace (Windows, Linux), $8Cmd+Delete viu
~=Option+Delete (macOS).

YcraHoBuTe Kypcop A0 YaCTH CJIOBAa WM CJIOBAa, KOTOpPOe TpebyeTcs yAajWThb.
Haxxmute codyeranue kiaBuill Ctrl+Delete (Windows, Linux), $Cmd+Fn+Delete v

~=Option+Fn+Delete (macOS).

YtoOb! ynanuTh GpparMeHT TeKCTa B siueiike, BBITIOJIHUTE CJIeAyIoIIue IeUCTBUS:

1.
2.

Beipenure TpeGyemMsblii pparmMeHt.
Haxmure kiaBumry Delete i Backspace (Windows, Linux), kiaBuiny Delete win

coueranue kiaBuill Fn+Delete (macOS).

YTOOBI OYMCTUTH Coiep>XXruMoe s9eeK, BBIIIOJIHWUTe CJIeAYyIolire JIeMCTBUS:

1.
2.

Brienute siueiiky Wiy AMana3oH, KOTOPbIA HEOOXOAUMO OYUCTUTH OT JAHHBIX.
Haxmure wiaBumy Delete wnm Backspace (Windows, Linux), kimaBumry Delete

(macQS).

B ciy4yae mpumMeHeHHbIX GUIBTPOB WM CKPBITBIX BPYYHYIO CTOJIOIOB WJIM CTPOK

OYMIIAeTCAa TOJIbKO COIepXXHUMOe BUIUMBIX d49eeK.
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4.5 YucnoBsie popmarsl

K 4YuCilaM, KOTOpbIe COJeprKaTcCda B sTYerKax, MOXXHO IIPpUMEHATb pa3jIMdHble (l)OpMaTbI.

(I)OpMaTbI BJIMAIOT HA TO, KdK OTO6pa)KaIOTC$I qurCiia. HaanMep, 9qHrCJIda MOXHO IIpeiCTaBUTb B BUIe

JIEHEe)XHBIX eJIWHUII, IMPOIIeHTOB WM APOOH, BPeMeHW WA JaThl. Takke HEKOTOpbie (GpOpMaThI

IIO3BOJIAIOT HACTPOUTL THII IMPpeACTaB/IeHHda OTPUIATEeJIbHBIX YKHCell, Pa3de/IMTh B YHC/IaX TI'PYIIIbLL

Pa3psiioB ¥ BbIOPATh KOJIMYECTBO 3HAKOB, 0TOOPa)kaeMbIX MOCTIe 3alsTOM.

YucoBbie (bOpMaTbI Ba’>XHbI IJId HpaBHHbHOP'I HWHTepIipeTallii JdaHHBbIX IIPpHU Ollepalusiax B

IMIpUJI0KeHWH, Hallpumep, IIPpHU BbIYHUCJIEHUAX B (l)OpMYJIaX.

4.5.1 Onpenenuth popMar sT4eiiku

[To ymoryaHutio 1pu CO3IaHUM JJOKYMEHTA BCeM siueiikaM rpucBauBaeTcs ¢opmaT OOmuii.

YTo6b! M13MeHUThL GOpMaT, BBITIOJIHUTE CIIeAYIOIe 1eHCTBUS:

1. Beimenurte Tpebyemyio siueiiky / [uamna3oH siueeK WM CTPOKU / CTOJIOIBI, B KOTOPBIX

TpebyeTcst U3MeHUTh (popMar siueex.

2. Ha maHenu uHCTpyMeHTOB, B paszieiie YucaoBoi ¢opMar IleJKHHTe IO IIOJIO, B

KOTOpOM OToOpakaeTcsi HaMMeHOBaHMe Tekylero ¢opmara, U Bbibepute TpeOyeMblii

¢dopmat u3 Belnagarolero crnucka (cMm. Pucynok 177).

e j—
L v ¥y 2 Obumi

BhipasHMBaHKWe

Yucnoeon
JeHemHel i
DuHaHCOBLIA

lata

Epemn

fata v spema
MpousHTHEIA
ApobHei
IKCNOHEHUWANBH IR

TekcToBBIH

MapameTpol...

Pucynok 177 — Onpenenenvie popmara ssueiku
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4.5.2 OTKpBITH OKHO HAaCTPOeK YHUCJIOBOro popmara

C nomorpio okHa UncioBoi ¢opMaT MOXXHO HACTPOUTh OTOOpa’keHHe IAHHbIX B STYerKaXx,
JUIST KOTOpbIX BbiOpaH dopmar UmciaoBoi, [lenexubiii, PunancoBbii, laTta v/ Bpems u
IIponeHTHBII.
J1715 HACTPOWKY BBITIOJIHUTE CJIeyIOIIne IeMCTBUS:
1. Boigenurte si9eiiky / Avama3oH si9eeK WM CTPOKH / CTOJIOIBI, B KOTOPBIX TpeOyercs
HACTpPOUTb OTOOpakeHue JaHHbBIX.
2. OTkpo#Te OKHO HACTPOWKHU POpPMaTOB OJIHUM U3 CIIelyIOIIHUX CII0CODO0B:

— Bribepure nmyHKT koMaHAHOTO MeHIO Popmat > YucinoBoii popmat (cM. Prcynok 178).

Qopmar | Tabavua  JanHwe  Md

WpndT r
BmpaeHueanne r
MoeopoT TekcTa r

Yncnosoi gopmar...

CBnacTe nevartu »

CoxpaHnTe n3obpameHne..,

Pucynok 178 — [lynkTt komangHoro MeHio UncioBoii ¢gopmar

— Ha mnaHemm wuHCTpyMeHTOB, B pasfeile UmciaoBoM ¢opmaT pa3BepHUTE CIIMCOK

¢dopmatoB u BeibepuTe myHKT Ilapamerpsl (cM. PucyHok 177).

- OTKpOfITE KOHTEKCTHOe MeHIO IIeIYKOM HpaBOﬁ KHOIIKM MBI II0 BBIJE/IEHHbBIM
g9elikaM WM 110 3arojIoBKaM / COEp>XMMOMY  BbIJIeJIeHHbIX CTPOK / CTOJ'IGI_IOB.

BrImnosiHuTe KOMaH]ly KOHTEKCTHOTO MeHI0 YuciioBoii ¢gopMmar.

3. B oxne YwuciuoBoin ¢opmar, B cromucke ciieBa BblOepure TpeOyemblii ¢opmaT

(cMm. Pucynok 179).
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Hucnoeoii dopmar >

O6pazew;

OBwmi
1012,12

Ywvecnosoi

JeHexHblA
PazgenaTe rpynnel pazpasoe

DMHaHCOBLIA
Yncao AeCATUYHBIX 3HAKOB!
Jata 1 epemn

i

MpOoLEHTHLII 2 -
[ pobHbii OrpuuaTensHee Yncna:
SKCNOHeHUWaNbHBIA -100
TekcToBbIi -100
100
(100)

(1007

Pucynok 179 — OxHo YucinoBoi ¢popmar

4. YkaxuTe rapameTpbl JaHHOTO popmarta (omrcaHue apaMeTpoB CM. HUXKe).

5. Haxmwure kHonky OK.

Mexny oieMeHTaMd OKHa YmMciIoBo ¢opMaT MOXHO IlepeMellaTbCs C IOMOIIbIO
kiaBuil kiaBuatypel Tab (cieBa HampaBo) u Shift+Tab (cnpaBa HaneBo). Eciu B okse

BblJieJIeH CIIMCOK, TO II0 ITYHKTaM CITMCKd MOXHO IlepeMelidTbCAa C IOMOIIbIO KJIIABUIIT l u T
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4.5.3 Oonmit

O6mmumii bopMaT NprCBanBaeTCsl BCeM siueiiKaM 0 YMOTYAaHUIO B MOMEHT CO37[aHUS JIUCTA.
O6muit bopMat — yHUBEpCaIbHBINA, OH MOXKET UCIIOIb30BaThCsl BO BCeX Gpopmysax U GyHKITUAX.

B nanHom ¢popmare aBTOMaTH4YeCKH MTepeBOJIATCS B OKCIIOHEHIIUAIbHYIO GOpMY:

— TPOCTBIe YUCIIA, cocTosIue 6osee yeM 13 11 cMMBOIIOB;

— JIpoOHBbIe YMCIia, B KOTOPHIX IeJlasi 4aCTh COCTOUT Oosiee 4eM u3 11 cuMBOJIOB.

[Tpeobpa3oBanyie B 3KCIOHEHIMAIBbHYIO0 GOPMY OCYLIECTBIISIeTCS II0CJle 3aBeplleHus] BBOJA
YHCJla B AYEUKY.

Jiist npo6HbIX Yrcen B popmare OOIuii He3HavalIMie HyIU B JPOOHOM YacTH He 0TOOPaXKatoTCS.

4.5.4 UYucinoBon

dopmar YHcI0BOH SIBIISIeTCS OCHOBHBIM (pOPMATOM 1Jisl BLIBOJIA YKCET.
st opmara YucsioBoi MOXKHO HACTPOUTD CJIeIyIOIIHe TapaMeTphl:

— oTobpaxkeHHe pasfiesinTess TPYIII Pa3psiioB;

— KOJIMYeCTBO 3HAKOB, 0TOOPaXkaeMbIX I10CJIe 3aMsTON;

— THII IpedCTaBJIieHda OTPUIATE/IbHBIX YHUCeJl.

4.5.4.1 Pa3znenuTh rpynnsl pa3psigoB

YToOB! YNIpOCTUTH YTeHHe OONBIIMX Yucell, BKIIOYUTEe OTOOpakeHue paslieiuTesisi TPyl
pa3psizioB. B kauecTBe cuMBoOJIa pasfienUTesisi UCNOb3yeTcs mpobesn. Hampumep, uncino 123456,00
C pa3penuresieM oTobpakaercs kak 123 456,00.

YToOBI pa3/iesuTh FPYIIIILI pa3psi/ioB B YMCIIaX, BHITIOJIHUTE CIIeAYIOIIe IeUCTBUS:

1. Boigenure siueliky Wiv Auamna3oH sideeK, KOTOpble cojiepXkaT TpebyeMble YUCIa.

2. BeinonHUTe KOMaHAY OJJHUM U3 CJIEYIOIIUX CIIOCOOOB:

— Ha ma"em wuHCTpyMeHTOB, B pa3dnesie UucioBoit ¢opMaT HaKMHUTe KHOIIKY b

(PazpensiTs rpynnbl pa3psanoB) (cM. Pucynok 180).

= v L v | Obuwi v =
— 1

= P % [9|® % v

BoipaBHWBaHWe Yucnoson dopmar Aueikn

Pucynoxk 180 — Knonka PasgensiTe rpynmnsl pa3psijioB
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— OTKpoHTe OKHO HACTpoeK 4YHCIOBOro ¢opmara, Bbibepute ¢dopmar YucimoBoid u

nocraBbTe ¢iiakok PasmensaTs rpynmmsel pa3psoB (cM. Prucynok 182).

— Haxmure  coderanme — kimaBum — Ctrl+Shift+1  (Windows, Linux) wm

$Cmd+1{Shift+1 (macOS).

Ecim x BbilesieHHOM siyeiike nprMeHeH ¢opMar, OTIMYHBIA OT UHMCI0BOro, TO Ipu
BBITIOJTHEHUU KOMaH/Ibl Pa3ensaTh rpynnsl pa3psiaosB:

— ¢dopmar suerky MeHsieTCs Ha YucI0Bo;

—  pa3lessitoTCs TPYNIIbI pa3psijioB;

— KOJIMYeCTBO 3HAKOB IIOCJIe 3alITOM yBeJIUYrBaeTCsl / yMeHbIIaeTcsl 10 IByX (3HayeHUe

110 YMOJTYaHHUIO).

Keonka (PaspenaTs rpynmbl pa3psiioB) akTHMBHA Bcerja. Takum obpasoMm, 70 BBoJa
JIAHHBIX B S[UeHKYy MOXHO OBICTPO INpUMEHUTb K suedike YuciaoBod ¢opmaT W HACTPOUTH

oToOpakeHHe paszesiuTessl TPYIII Pa3psIoB.

4.5.4.2 3MeHUTDH KOJIMYECTBO 3HAKOB II0CJIe 3al9ToH

KomuecTBo 3HaKoB, 0TOOpaXkaeMbIX B 4YMCJIAX I10CHe 3alsTOW, MOXHO YMEHBIIUTb WIH
yBenuuuTh. 110 ymMomgaHuto nociie 3anaTo oToOpaXkaeTcs [1Ba 3HaKa.
J1J1 3TOTO BBINIOJIHUTE CIIeAYIOLIE IeCTBUSL:
1. Brimenure siueiiKy Wi IMalia3oH siueek, KOTOpble cojlepXkat TpeOyeMble Ynciia.
2. Hacrpotite oToOpaXkeHue OJTHUM U3 CJIeJTyIONTUX CIIOCOOOB:
., oo
— Ha manHenmu uHCTpyMeHTOB, B paszenie UmciaoBoil ¢opMaT HaXMUTE KHOIIKY

(YMeHBIIIUTH pa3psiqHOCTD) WK oo (YBesmuuTs paspsaaHocTs) (cM. PrucyHok 181).

= v L v Obumi v = -
— 4

¥ v o P % 9 |® % > v

BuipaBHnBaHne Yncnoeon dpopmar Aueiikmn

Pucynok 181 — KHonku YMeHbIINTB Pa3psiTHOCTD U Y BeJIHYUTDH Pa3pAIHOCTD
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— OTKpoHTe OKHO HACTpoeK 4YHCIOBOro ¢opmara, Bbibepute ¢dopmar YucimoBoid u

yKaKUTe Tpebyemoe

(cm. Pucynok 182).

Yucnoeoii popmar

Obuwyuin

Yncnosoit
JeHexHblin
®uHaHcoBbLIN

[ata v Bpemsa
MpoLeHTHbIA
JpobHbin
JKCNOHeHUMaNbHbIA

TekcToBbiiA

Yuciao mecATHYHBIX 3HAKOB C IIOMOIIBI0  CUeTYHKA

Obpazew;

1012,12

Pazgenats rpynnb! paspsaaos

Yucao 4ecATUYHbIX 3HaKOoB:

~

2 o

OTpuuarensHsl e yuca:
-100
100
100
(100)

(100)

Pucynok 182 — [lapametps! popmara UucioBoit

HpI/I YMeHbIIIEHWW KOJIM4YeCTBa 3HAKOB HOCHeJHUN BUIWMbIN Pa3psaa aBTOMATUYeCKH

OKpYTJIeTCd B 3dBMCHMMOCTHU OT CKPbIBAeMOI'0 3HdKad. OprrJIQHI/Ie BBLITIOJIHAETCA 110 CTaHAdPTHBIM

TpaBUIaM.

Ecm k suerike npumeneH ¢opmat O6muid, Jlata, Bpems, larta v Bpems, JIpoOHBIM Wmu

o oo oo
TekcToBbIM, TO PU HAXXAaTHUW Ha KHOMKY — (YBeJHYHTH Pa3psSaAHOCTD) WK + (YMEHbIIUTH

Pa3psSITHOCTD):

— K siuelike npuMeHsietcst YucinoBoit popmar;

— KOJIMYeCTBO 3HAKOB IIOCJIe 3allsaTOn YBelIM4rnBaeTCA / YMeEeHbIIaeTCd OT 3Hda4YeHHs I10

YMOJI9aHHIO — JIBa 3HAKA I10CJIe 3aIISTOM.
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oo 0o
Kuonkn = (YBeau4uTh paspsgHOCTb) U <+ (YMeHBIIMTH Pa3psiTHOCTBb) AKTUBHBI
Bcerja. Takum oOpa3oM, 10 BBOAA AAHHBIX B s[UeHKYy MOXXHO OBICTPO IPUMEHHUTb K sdeike
YucnoBoit $opMaT U HACTPOUTh KOJIMYECTBO 3HAKOB, KOTOpoe OyneT oToOpakaTbCs B 4MCIIaX

I0oCJIe 3alsTOu.

4.5.4.3 HacTpouTh TUI NPeACTaBJIeHUs1 OTPUIATeIbHBIX YHCeI

YTOOBl HACTPOMTH THUIl IpPe/CTAaBJIeHUs] OTpUIATEIbHBIX YHCeJl, BBIOJIHUTE Clle[ylolye
JerCTBUS:

1. Boigenure siueiky Wiv Auana3oH sideek, KOTOpble CcojiepXkaT TpebyeMble YUCIa.

2. OTKpo#Te OKHO HACTPOeK YMCIOBOro ¢gopmara, BeibepuTe popmar YucioBoi U B 00JacTu

OTpunarenbHbIe yncIa Bhibepute TpebyeMblii dpopmar npescraBienus (cM. Pucynok 182).

4.5.5 JleHeKHBIH

JTOT Cl)OpMaT HCIIOJIb3YeTCd JIAd NeHeXXHbIX 3HA4YEHWUH U 110 YMOJI9aHHUIO JOIIOJIHAET YUCiId
KOAOM WM CHMBOJIOM BAJIKOTbI, KOTOpass COOTBETCTBYeT HaCTpOfIKaM CHUCTEMBI TeKyIllero

koMmrbioTepa (cM. Pucynok 183).

AT v > v fx 100412

A
1| 1 004,122

Pucynok 183 — Yucino, npenicrasieHHoe B popmate JleHexHbIN

YTo6s! OBICTPO NepeBecTU sUeliky B JleHemHBbINH ¢popMaT 1ocsie BBOAA JAHHBIX, BBHIIIOJIHUTE
ClleflyIoIye eUCTBUS:

1. Brlmenure si9eliKy WiIM IMana3oH siueek, GopMaTr KOTOPBIX HEOOXOAUMO U3MEHUTD.

2. Ha mnaHenmu wuWHCTpyMeHTOB, B pasfeie YuciaoBoil ¢opMaTr HAKMUTE KHOIKY

P (Henexwusbrii popmar) (cM. Pucynok 184).

O6wwii v = | -

4
Pl% 9 © @ = v
Yncwnosoi popmar Auveikn

Pucynok 184 — Knonka Jlenexunstii popmat
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gerike aBTOMaTU4eCKd HazHaudaeTcs ¢dopmaT JeHe HbIH, ecyii IIPU BBOJIe JaHHBIX I0CIIe
YKCIIa YKa3bIBaeTCsl OTHO U3 CJIeYIOINX 0003HAUeHHUH BaTIOThI:

—  Pp- WM pyb. — 0603HaYEeHHe POCCUHUCKOTO PyOJIs.

— TrPH. — 0003Ha4YeHHe I'PUBHBI.

— BYR - o603HaueHue 6e0pycckoro pyoss.

— Kon Bamroter. Hanpumep, 23,00RUB. [lonHbIN CMCOK MOAJIEPKUBAEMbIX BalIIOT U UX

KOZIOB IIpeiCTaBJIEH B pa3eJie «HpI/IJIO)KeHI/Ie 2. Crmcok MoOAEPKUBAEMBIX BAJIIOT».

Ecm g sdeiiku BbiOpaH ¢opmar TekcToBbIH, TO IIpU BBOJe KOJa BallOTbl popmar

MAaHHOU STYEeMKU He U3MeHSseTCs.

st uncia B popmare JleHekHBIH MOXKHO HACTPOUTD CJle[lyIOIIHe [1apaMeTphl:
— BbIOpaTh KOJI WJIM CMMBOJI BaJIIOTHI, CJIeIyIOIINI 32 YUCIIOM;
— yKasaTb KOJIM4eCTBO 3HaKOB, 0TOOpakaeMBbIX I10CJIe 3aISITOH;

— BbI6paTb THII IIpeJCTaBJIeHUs OTPULIATEJIbHBIX YU CeJl.

4.5.5.1 Be10paTh K0/ MNJIH CHMBOJI BaJIIOTHI

Kopx mnu cuMBOII BaIOTHI, UCIIOJIb3YEeMBIM 10 YMOJIYaHUIO, MOXXHO M3MeHUTb. [l 3Toro
BBITIOJIHUTE CJIeIyIOIIe IeHCTBUS:
1. Bplmenure s4yeliKy WM [Wala3oH s9eeK, B KOTOPBIX TpeOyeTcs M3MeHWUTb KOZ WU
CHMBOJI BaJIIOTHI.
2. OTkKpoHTe OKHO HacTpoeK 4MciioBoro ¢opmara, BblOepute ¢opmar JleHeKHBIH U B
BbIlafamoneM crnucke O0o3HaueHHe BbiOepuTe TpeOyeMbli KOA WIM CHMBOI

(cm. Pucynok 185).
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Yucnosoii dopmar x

Opazey,

OBwmia
1012128

Yucnosoil

JeHexHBIA

OfozHaueHne

DUHaHCOBLIA Poccuiicknii pyBae (P) v

[ata v epemn
Yucno AECATUHHBIX 3HAKOE
MpoueHTHRIA

2 .
O poBHuiiA

IS
- UTpruarensHele Yiuona
3KC|'|OHE'HL|,|."|3J'H:|HI:|I|."I P

TekcToBbIA -100
-100
100

(100)

(100) W

Pucynok 185 — [lapametps! popmara JleHexHbIH

4.5.5.2 U3MeHUTH KOJIMYECTBO 3HAKOB II0CJIe 3alI9TOH

KomuecTBo 3HaKoB, O0TOOpaXkaeMbIX B 4YMCJIAX I10CHIe 3alsTOW, MOXHO YMEHBIIWTb WU
yBenuuuTh. 110 ymMomgaHuto nociie 3ansaTo oToOpaXkaeTcs [1Ba 3HaKa.
J1J151 3TOrO BBITIOTHUTE CIlefyIOIIue 1eUCTBUS:
1. Brimenure siueiiKy Wi IMalia3oH siueek, KOTOpble cojlepXkat TpeOyeMble YncIIa.
2. Hacrpotite oToOpakeHue OJTHUM U3 CJIeTyIONTUX CIIOCOOOB:
» oo
— Ha manenmu wHCTpyMeHTOB, B paszene UmcnoBoil ¢opMaT HaXMUTE KHOIIKY +

(YMeHBIIUTH pa3psiqHOCTD) WIK o0 (YBesmuuts paspsaaHocTsb) (cM. PrucyHok 181).

— OTKpoHlTe OKHO HAacCTpoeK 4YMCIIOBOro ¢opmara, BbeiOepuTe dopMaT JleHexKHbIN U
ykaxure TpebyemMoe YUHCIO [eCATHYHBIX 3HAKOB C IIOMOIIBIO  CYeTYMKa

(cm. Pucynok 185).
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[Ipy yMeHbIIEHUH KOJIWYECTBAa 3HAKOB IIOCTEHUNA BUIUMBIM pa3psi/i aBTOMATUYeCKU
OKPYTJISIETCSl B 3aBUCMMOCTH OT CKpPbIBaeMOro 3Haka. OKpyTJieHHe BBITIOJIHSIETCS 110 CTaHAapTHbIM

IIpaBHJIaM.

4.5.5.3 HacTpouTh THII IpeACTaB/IeHHUA OTPHIATEIBLHBIX YHCeJI

YroObl HACTPOWUTH THUI IPeACTaB/IeHUs OTpPUIATeNIbHBIX 4YMCeJl, BBIIIOJIHWTE Cllefyollre
JerCTBUS:
1. Beimenure siueiiky Wi IMara3oH siueek, KOTOpble cojiepXkat TpeOyeMble YrcIa.
2. OTKpouTe OKHO HAcTpoek 4ucioBoro ¢dopmara, Beibepure dopmaT J[eHemxHbIH U B
obnactu OTpunarelbHble 4HclIa BblOepuTe TpeOyemblii ¢dopMaT IpelCTaBIeHUs

(cMm. Pucynok 185).

4.5.6 duHaHCOBBINA

PunHaHCOBBII GoOpMaT STUENKH NTPUMEHSIeTCs JIJIsl YMCell, UCIIO0Ib3yeMbIX B OyXTalTepCKUX
nokyMeHTax. B ¢opmare dPUHAHCOBBIA BBeJleHHOE YMCJIO aBTOMATUYeCKH AOIOJHSETCS KOJIOM
WJIM CHMBOJIOM BaJIIOThI, KOTOpAsi COOTBETCTBYET HaCTPOMKaM CUCTeMbI TeKYIIero KOMIIbIOTepa.

[Tpu BBOIe uricesl B PuHAHCOBOM dopMare:

— 0 ("oJb) B siUelike aBTOMATUYECKU 3aMeHsIeTCs Ha - (1ieduc);

— OTpuliaTeJibHbie YK1CJia B sTYerKe 3aKJIF04YaloTCs B KpyTJible CKOOKH.

B crpoke popmyn u B pexxuMe pefakTupoBaHus 0 ¥ oTpUIlaTesIbHbIe YHMCIa 0TOOPAXKaroTCs

B UCXOJHOM BUJle (cM. Pucynok 186).

AT v >~ fx -1004,12

A
1 (1004,12P)

Pucynok 186 — OtpunarensHoe unciio B popmate PUHAHCOBBIN

s popmata PUHAHCOBBIH MOXHO yKa3aTb KOJ| WIM CHMBOJI BaJIOTHI, CJIEAYIOIIMN 3a

YHCJIaMH, U KOJIMYeCTBO 3HAKOB, OTO6pa)I<aeMI)IX IOCJIe 3aIsTOM.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 197



MonOdonc

4.5.6.1 BriOpaTh Ko 1M CHMBOJI BJIIOTHI

KOH WK CHMMBOJI BAJIIOTHI, I/ICHOJIBBYEMHﬁ 10 YMOJIYaHHIO, MOXXHO HU3MEHUTD. ,HJ'[SI 2TOro

BBIIIOJIHWUTE Clleyroiye JIerCTBUS:

1. Boeigenurte sdeliky Wi Auana3oH s4yeeK, B KOTOPBIX TPeOyeTCs W3MEHUTb KOJ W

CHMBOJI BAaJIIOTHI.

2. OTkpouTe OKHO HACTPOEK YHMCIIOBOTO dopmara, BeibepuTe popmMar PHHAHCOBBIH U B

BhIMajaonemM crucke O0o3HaueHne BbibepuTe TpeOyeMblii KOA WJIA CHUMBOJ

(cMm. Pucynok 187).

Yucnosoii doprar x
OBwmia Dbpazewy
Ywcnosoi 1012,12¢
JeHexHbiA OBoshaueHme:
DHHAHCOBbI Pocouiickuia py6ae (B) v
Jata v epemnA
Yucao AEeCATUYHBIX 3HAKOB:

MpoueHTHBIRA N

2 .
O pobHbIi
JKCNOHeHUWAaNLHLIA
TekcToBbIA

Pucynoxk 187 — Ilapametpsl popmara PuHAHCOBBIH
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4.5.6.2 3aMeHUTH KOJIMYECTBO 3HAKOB I10CJIe 3algToNn

KomuuecTBo 3HaKoB, O0TOOpaXKaeMbIX B YMCJIAX IOCHe 3aMlsATOM, MOXHO YMEHBIIUTb WA
yBesInuuTh. [1o yMomuaHuIo nocye 3ansTol 0ToOpaXkaeTcs Ba 3HAKA.

J1J1s 3TOTO BBITIOJTHUTE CIIEIYIOIINe TeACTBUS:

1. Beienure s9eliKy WM UAMA30H sTUEEK, KOTOPBIE COfIepKaT TpebyeMble Yucia.

2. HacrpotiTe oToOpaskeHHe OJTHUM U3 CJIETYIONTHUX CIIOCOOOB:
oo

— Ha manenmu wHCTpyMeHTOB, B pa3szene UmciaoBoil ¢opMaT HaXMUTE KHOIKY

(YMeHBIIUTH pa3psiAHOCTD) WK o0 (YBemuuTs paspsaHocTtsb) (cM. Pucynok 181).

— OTkpolTe OKHO HACTpoek 4YucyioBoro ¢opmarta, Bbibepure ¢opmar PUHAHCOBBIH U
yKaxuTe Tpebyemoe YHCIO [eCATMYHBIX 3HAKOB C TIOMOIIbIO  CYeTYMKa

(cm. Pucynok 187).

HpI/I YMeHbIIIEeHWW KOJIN4YeCTBAd 3HAKOB HOCHeJHUM BUJIHUMBbIA pa3paa  aBTOMATUYeCKH
OKpyTJIsieTCd B 3dBUCUMOCTU OT CKPbIBAEMOI'0 3HAKA. OprTJ'IeHI/Ie BBIIIOJIHACTCA 110 CTAaHAAPTHBIM

[paBUIaM.

4.5.7 lata, Bpems, /lata u Bpems

Ecimn B g4eliky BBOJWTCS 4YUCIO B ¢opMmaTe IaTel, BpeMeHU WIM JaThbl U BpPeMeHHU, TO
JTaHHOW siuelike aBTOMaTWYeCKU HasHaudaeTcssi ¢opmar Jlara, Bpemsa wi Jlata u Bpemsa

cooTtBeTcTBeHHO (cM. Prucynok 188 — Pucynok 190).

Al v > ~ fx  01.11.2024 16:15:24

A B
1 01.11.2024

Pucynoxk 188 — Yucino B dpopmate [ara

A1 v > ~ fx 01.11.2024 16:15:24

A B
1 16:15:24

Pucynok 189 — HYucno B popmate Bpems
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A1 v > ~ fx  01.11.2024 16:15:24

A B
1 01.11.2024 16:15

Pucynoxk 190 — Yucno B popmare JlaTa u Bpemst

Bcem nmanHbiM B ¢popmatax laTta v Bpemsi cooTBeTCTByeT HMCXOOQHOe 4uCio. Todka ero
orcuera it Bcex marT — 30 mekabps 1899 roma, ube mcxomHoe ymcino paBHo 0. Hampumep,
rcxonHoe yucyo Jyuis fatel 1 suBaps 1900 roga = 2.

HcxopgnpIM uuciioM Jyis faHHbIX B popmate JlaTa Bcerja sBiiseTcs ILejioe 4uciao. UTobwl
yYBUJIETb ero, uaMeHuTe ¢opmar siueiiku Ha Oomuii v YucioBoi.

HcxonHpIM 4nciioM /ijis JaHHBIX B popMaTe Bpems Bcersa siBisieTcs 4MCiIO U3 MHTepBajla
ot 0,0 1o 0,999988426. Utob6s! yBUIETD €T0, BhibEpuTe J1j1s stueiiku popmat UucaoBoii.

Hcxopnble yuciia HeoOXOOUMBI IIPY BBIYMCIEHUSX. B MHOM ciy4ae siUeliku C JaTaMy U
BpeMeHeM pacCMaTpUBaJIMCh Obl Kak TeKCTOBble W He MOIVIM IPMHMMAaTh pOJIb apryMeHTOB B

dopmyiax u QyHKIHUSIX.

4.5.7.1 U3menuts PpopmaT oToOpazkeHUs1 JaThI H/WIN BPeMeHH

Yto0bl M3MeHUTh GoOpMaT OTOOpakeHWs! ATl W/WIA BpeMeHH, BBLINOJIHWTEe Clleflylolre
JeUCTBUS:
1. Brimenure TpeOyeMyto siueiKy UIIU IMAIIa30H sYeeK.
2. OTkKpoKTe OKHO HaCTpoek 4rciIoBoro ¢opmara, Beibeprte popMmar JlaTa u Bpems.
3. Boibepure Tpebyemsbili popmaT 0TOOpaXkeHUs JaHHBIX (cM. PrucyHok 191):
— FEcm pna sueriku BbiOpaH dopmar laTta, BbiOepure B crnmcke Jlata dopmar

oTobpakeHus J1aThl, a B criicke Bpems mynkt Her.

— Ecom nnsa sueiiku BeiOpaH ¢popmar Bpems, Boibepute B crivcke [laTa nynkt Her, a B

cnvicke Bpemst popmar otobpaskeHus1 BpeMeHH.

— Ecom nns sgeiiku Bbibpan ¢opmat JlaTa u Bpems, BeiOepute B ciivcke Jlata ¢popmar

oToOpakeHUs JaThl, a B ciicke Bpemst dopmar oToO6paykeHsi BpeMeHH.
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Uucnosoil dopmar X
6w e
Yncnosoi 8 okTAbpA 1902 1.
JeHexHbli Jlara: Bpemn
DUHaHCOBLIA Her " Her
Aata n Bpema 23 wona 1995 1. 11:59
MNpoueHTHLIA BOCKpeceHse, 23 uona 1995 r 11:59:59
ApobHbii 23.07.1995
JKCNOHEHUMANBHBIA 23 07.95
TekcToBbIiA 23.7.95
23-mon
N w
< >

Pucynok 191 — Ilapametpsl popmaros laTa, Bpems, /lata u Bpems

4.5.8 IlponieHTHBII

ITOoT popMar UCNoIb3yeTcs AJIsl MpefiCTaB/IeHus] Yrcell Kak MporeHToB. [Ipu nmpuMeHeHnn
¢dopmara IIpomeHTHBIN BBelleHHOe 4HMCiIOo yMHOXaercss Ha 100 M momydyeHHOe 3HaveHue
oTobpaxaercs B sidelike co 3HAKOM «%». MlcxonHoe 3HaueHMe OTOOpaXkaeTcsl B CTPOKe HOpMYII

(cm. Pucynok 192).

A1 v 2 ~ fx 0253
A
I.
1 25,30%1
2

Pucynok 192 — Yucno, npencrasienHoe B ¢opmate IIponeHTHBIHI
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YrtobbI OBICTPO TIEpeBecTH sueiky B dopmar IIpomeHTHBIH, BHITOIHUTE CIIETYOIIHe JeACTBYS:
1. Brlmenure siueiiKy WM IMana3oH siueek, GopMaTr KOTOPbIX HEOOXOAUMO U3MEHUTD.
2. Ha manenu vHCTpyMeHTOB, B pa3zeile UnciaoBoi ¢opmar (cM. Pucynok 193) Haxxmure

KHOTIKY % (IIponeHTHBII popMaT).

06uwwmit v g | .
<

Pl%] 2 © X = ~

Yucnoson dopmar Auenkn

Pucynok 193 — Kuonka IIponenTHbii popmart

4.5.8.1 UaMeHHUTH KOJIMYECTBO 3HAKOB II0CJIe 3aIIITOH

KomnyectBo 3HAKOB, OTO6pa)KaeMbIX B 49MCJIaxX II0Cjie BHH}ITOfl, MO>XHO YMEeHbUIUTb WA
yBenuuuTh. [1o ymMouaHuto mocsie 3ansToi 0ToOpaXkaeTcst 1Ba 3HaKa.

J17151 3TOrO BBINIOIHUTE CIeyIOoI1e JeUCTBUSL:

1. Beimenure siueiiKy Wi IMara3oH siueek, KOTOpbIe cojiepXkat TpeOyeMble YrcIIa.

2. Hacrpotite oToOpaXkeHue OJTHUM U3 CJIeJTyIONTUX CIIOCOOOB:

. oo
— Ha nanem HWHCTPYMEHTOB, B pa3fejie YucsoBoi (l)opmaT HAXXMUTE KHOIIKY

(YMeHBIIUTH pa3psiqHOCTD) WK oo (YBesmuuts paspsaaHocTs) (cM. PrucyHok 181).

— OrtkpoliTe OKHO HacTpoeK 4uciIoBoro ¢opmara, Belbepute ¢opmar IlpomeHTHBIN 1
yKakure Tpebyemoe YHCIO [eCATHYHBIX 3HAKOB C TIOMOIIbIO CYeTYMKa

(cM. Pucynok 194).
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Hucnosoi dopmar *

Q6w Wi OBpazey,
101212,00%

Yucnosol

JeHexHbIiR e - o
WCAC AECATUHHBIX 3HAKOE

MUHaHCOBLIH 2 .
[ata v Bpemn

IMpoLeHTHLIR

L poBHEIA

JKCNOHEHLUMANBHBIA

TekcToBbIA

Pucynok 194 — Ilapamerps! popmara IIpomeHTHBIH

HpI/I YMeHbIIIeHHW KOJIn4YeCTBa 3HAKOB HoCHeJHUM BUJIHUMBbIN pa3psaa aBTOMAaTH4YeCKHU
OKpYTJISIeTCA B 3dBMCHMMOCTHU OT CKPbIBAeMOI'0 3HdKad. OKPYFJIEHI/IE BBITIOJIHAETCYA 110 CTaHAdPTHBIM

IIpaBUJIaM.

4.5.9 [TpoOHbIi

IToT popMaT UCHOB3YeTCs IS MpefCcTaBieHus APOOHBIX YKcesl B BUAE OOBIKHOBEHHBIX
npobeii. To ectb pApoOHas dYacTh 4KCIAa 3aMeHsleTCs Ha YHCIWTeIb W 3HAMeHaTelb

(cm. Pucynok 195).

B ¢dopmate IpobHBIi ynciuTesNb ¥ 3HaMeHaTellb BBIYUCISIOTCS IByMsl CIIOCOOaMMU:
— TouHO (Hanpumep, 0,5 = 1/2);

— npubmmsuTenbHO (Hanpumep, 1,6789 =1 2/3).
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Al v > ~ £ 1,66666666666667

A B
1 12/3

Pucynok 195 — Yucro, npencrasienHoe B ¢popmaTte JpooHbIi

4.5.10 DxcnoHeHIUAIBLHEBIA

IJKCIOHeHIUAJIBHBIN (WM Hay4Hbl) GOpMaT HCIOIb3yeTcsl i Ipe/iCTaBIeHUs
60IbIINX YKCceN B KOPOTKOM dopMe.

B OxcmonennmpanbHOM dopMare YacTh BBEIEHHOrO 4Yucia 3aMeHsiercss Ha E +n,
rie E o6o3HauaeT s3KcroHeHIIMaIbHOe TpefiCTaBlieHHe — YMHOXeHHe TPeIIIeCTBYIOIIero Yucia Ha
10 B crenmenu n. Hampumep, B JKCIOHEHIMAJbHOM ¢opMaTre Macca IUIaHeTbl 3emiis
(5980000000000000000000000 kr) oTobpaxaercs kak 5,98E+24, yro o3Havaet 5,98, yMHOXXeHHOe
Ha 10 B 1BafiIIaTh YeTBEPTOM CTEIeHH.

Ecmm k siueiike nmprMeHeH OKCIOHEHIMAIBHBIN GOpMaT, TO YUCIIO B sTYeiiKe 0TOOpaXkaeTcst
B OKCIIOHEHIIMAJIbHOM IIpe/ICTaBJIeHUH He3aBUCUMO OT TOrO, KaKoe KOJIMYeCTBO CUMBOJIOB OHO
conmepxut. IIpu aToM uyMcia, KOTOpble cojepXaT A0 15 CHUMBOJIOB BKJIIOYWTEIBHO, B pexXxuMme
pPelakTUpPOBaHUS U B CTPOKe GOPMYJT OTOOPAXKAIOTCS B UCXOAHOM BHUJIE.

Yucno B dopMare DKCHOHEHIHMANLHBIN IpPE/ICTAaBIIeHO B sdeiike CielyIonuM obpa3oM
(cM. Pucynok 196):

— llenas yacTh, Bcerya cocTosimasi U3 OIHON ITUPHI.

— Paznenurens 1enoi ¥ [po6HOM YacTH.

— JlpobHas 4YacTh, IO YMOJYaHHWIO cocTosmias M3 JByx mudp. [Ipm HeobxomumocTu

KOJIMYeCTBO 3HAKOB B IPOOHOM YaCTU MOXXHO YMEHBIITUTh UIH YBEJTUIUTbD.
— Ilokazarennr crenenn umcia 10 B Buge E<3Hak mokazaTesis CTeIlleHH><IIOKa3aTellb

CTelleHn>.

A v > ~ fx 86952

1 8,70E+04
Pucynok 196 — OTobpakenue urcia B GopMaTe DKCIIOHEeHIUAIbHBIHI
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4.5.10.1 I3MeHHTH KOJTHYECTBO 3HAKOB B IPOOHOM YacTH

YT0OBI YMEHBIINUTb WM YBEJINYUTb KOJIMYeCTBO 3HAKOB B HpO6HOfI YaCTHU 4YuCia,
BBIIIOJIHWUTE Clleyroiye JIerCTBUS:

1. Beimenure siueiiky Wi IMara3oH siueek, KOTOpble cojiepXkat TpeOyeMble YrcIIa.

. oo
2. Ha maHenu wHCTpyMeHTOB, B pasfiesie YucioBoii ¢opMaT HaXXMUTe KHOIIKY

(YMeHBIINTH Pa3psSAHOCTD) WK =Y (YBemuuuth pa3psaHocTts) (cM. Pucynok 181).

HpI/I YMEHbIIIEHHWW KOJIMYeCTBa 3HAKOB MOCJIEOHUA BUAWMBbIM pa3pssl aBTOMATH4Ye€CKHU
OKpyTJIsieTCd B 3dBUCUMOCTU OT CKPbIBAEMOI'0 3HdAKA. OprTJ'IeHI/Ie BBIIIOJIHACTCA 110 CTAaHAAPTHBIM

IIpaBHUJIaM.

4.5.11 TexkcToBbIi

Ytobbl HekoTopble yuciaa B mpuioxeHud «MonOduc Tabnuia» BOCHPUHUMAIKCH Kak
TeKCT, ucnosb3yite TexkcroBelit popmaT BMecTo HucimoBoro v Obmero.

TexkcToBblli dopMar IpeAHAa3HA4YeH [Jis TOro, YTOObI OTOOpaXkaTh M COXPAHSTH JIaHHbIE B
sJelike B TOM BHJle, B KOTOPOM OHU ObUIM BBeleHbl. Hamprmep, HOMepa KpelIUTHBIX KapT WU
JIpyTrye YMCIIOBble KOZbl, KOTOpBIe cojiepkaT 16 nudp u 6oee.

B TexcroBoM cl)opMaTe JJAHHbIE B STYeHKe BbBIPABHUBAIOTCA T10 JIeBOMY KpPAdloO.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 205



MonOdonc

4.6 ®opmyubl 1 pyHKIIUHN

Popmyita — 3To Jit0b0e BhIpaKeHUe B siueiike, KOTOPOe HAYMHAEeTCsl CO 3HaKa «=». POpMyJIbl
MOTYT cojiepkaTb GYHKIIMM, 3HaUeHUs, aJipeca siueeK, UMeHa, OllepaTopbl JeHCTBUN U JIp.

dyHKIMA — TpemycraHoBieHHas ¢opmyna «MouOduc Tabmuiay, IS BBYHACIEHUS
KOTOpPOM HeoO6XO/IMMO UCIIO/Ib30BaTh apryMeHThl. [lomHbIi civcok GpyHKIMI MpUBEIeH B paszielie

«ITpunoxenue 1. [lepedenb pyHKIUM U UX ONUCAHKE.

4.6.1 OcHoBHBIe NPpUHIMIIBI BBOAA Gopmyn u GyHKITHI

OcHoOBHBIe IPUHIIUIIBEI BBOJA GOPMYJ U QYHKIIHN:

— ¢opmyia Bceryia HAYMHAETCSs CO 3HaKa paBeHCTBA «=»;

— TIOCJe 3HaKa paBeHCTBAa MOTYT CJiefjloBaThb (YHKIIMH, KOHCTAHTHI, ajpeca sYeexk,
oliepaTophbl AeUCTBUM U APyTHE 3JIeMeHTH;

— BCe OTKPBIBAIOIIMe U 3aKPbIBAIOIHe CKOOKU JJOJDKHBI ObITh COTJIACOBAHBDI;

— o0si3aTesibHble apTyMeHThI UCIIOJIb3yeMbIX PYHKITUN JOJIKHBI ObITh YKa3aHbI;

— KOHCTAHTBI He OOJDKHBI COAepKdTb CUMBOJI «$».

Ecn 8 OC Windows, B okHe Hacrpoiika ¢opmarta, B mnosie Pa3menutens mesnoit u
APOOHOII yacTH BbiOpaHa «.», To B npuiokeHnd «MoinOduc Tabmuia» B KauecTBe

pa3naenunTeris 3HAYEHUU B CIDYHKI_[I/IHX PICHOJIBBYIZTE «,» BMECTO «;».

s pynkmmii fAgeiika 1 Mudopm BBOIMTE TEeKCTOBbIe NapaMeTpbl HA AHITIMMCKOM SI3bIKe,

3aKJTI0Yast VX B IBOIHBIe Kapbruky. Harmpumep: =STUEMKA(" contents';A2), =TH®OPM("'system").

4.6.2 Ilopsanok BeIIOJTHeHUS onepaiuii B popmyie

Ecnu B dpopmyrie McIosnb30BaHO HECKOIBKO Pa3HbIX OMEpaToOpOB, MOPSIOK IeWCTBUN Oyier

OIIpeIeNIATHCS 10 CJIelyIOUM IIpaBUjIaM:
— IlepBBIMU BBINOIHSIOTCS OllepaliiM B KPYIJIBIX CKOOKaX:
— BHYTPHM CKOOOK OIlepalliy BBINIOJIHSIIOTCS B COOTBETCTBUU C IPUOPUTETOM OllepaTropa

(cm. Tabmuy 10);

— edji1 BHYTpH CKODOK eCThb BJIOKEeHHBIe CKO6KI/I, orepdiiii B HHX BLIIIOJIHAKOTCA B

IIepBYIO Ouepe[ib.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 206



MonOdonc

He3naunMble  CKOOKM  aBTOMAaTHYeCKd  yAausioTcs.  Hampumep,  dopmyna
=CYMM(1+(2*5)+1) Oymer aBTOMAaTHYecKH Tpeobpa3oBaHa B  GOpMYyITy
=CYMM(1+2%5+1).

Omneparuu 3a mpefesiaMid CKOOOK BBIIIOJIHSIIOTCSI B COOTBETCTBHUH C IPHOPUTETOM
orepaTopa.

Omneparuu C 0OIMHAKOBBIM IIPUOPUTETOM BBHIIOJHSIOTCS CJieBa Hamlpaso. MckiioueHrnem
SIBJISIIOTCSI OIlepalliy BO3Be[leHusl B cTelleHb ("), KOTOpbIe BBIIIOJIHAIOTCS ClIpaBa HajleBo.

[Tpumep: = 27472 = 2716 = 65 536.

[TpuoputeTsl oOIlepaTOpOB IpPH BBINOJIHEHUHA IeNCTBUM B ¢GopMylie MpelCcTaBlIeHbl B

Tabmume 10.
Tabnuna 10 - IIpuopureTsl onepaTopos
IIpuopurer Omneparop PyHKIUA oIlepaTopa
1 Omnepatop 00beIUHEeHUs!
2 [TpoGen
3 % BoiurcrieHve 1014 B IIpOIieHTax
4 + YHapHBIH ITI0C
- YHapHBI MUHYC
YHapHbI# nipoben
5 A BosBenenue B crenesnpb
6 * VYMHOXeHue
/ Henenne
7 + Cnoxenue
- Boruuranue
8 & ObbenuHeHe IBYX TeKCTOBBIX CTPOK B OJTHY
9 OmnepaTopbl CPaBHEHUS:
= PaBHO
> Bonbire
< Membliie
>= Bonbie wny paBHO
<= Mesnbliie Wiy paBHO
<> He paBno
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4.6.3 Appecanus siueex M AHANA30HOB siYeeK

Anpecaruss — 3TO oOpallleHMe K sYedKaM WM [Mala30HaM JUIsi WX JlaJibHEeWIero
WCII0/Ib30BaHUSI B BBIYHCIIEHUSIX.

Anpeca (Takke — CCbLIKU), OBIBAIOT TPEX BUJIOB:

— OrTHocUTeNnbHBIE — JTOT BHUJ] CCBUIOK U3MEHSeTCS IIPpU KONMPOBAaHUM WU
aBTo3amnojHeHuH. [lo yMomuaHUIO BCe CCBUIKM B pefakTope IPUHUMAIOT BUJ
OTHOCHUTEJIbHBIX.

— AOcoaoTHBIE — 3TOT BHJ CCBUIOK He U3MeHseTCs Tpd KONMPOBAHWM WM
aBTo3anojHeHuH. [loaToMy Mx HeoOXOIMMO HMCHOJB30BaTh [isi GOPMYJI, B KOTOPBIX
eCTb ITOCTOSIHHbIE BeJINYMHBI, HAlIpUMep, MIPOIleHTHas CTaBKa.

— CwMmemaHHble — 3TOT BUJI CCBUIOK II03BOJIIET COYeTaThb KaK aOCONIIOTHBIM, Tak U
oTHocuTeNbHbIN afpec. Hanpumep, B ccoiike B$5, D$S12 He MeHsieTcsi HOMep CTPOKH,

HO MOXeT MeHATbCA HaMeHOBdHHe CTOJ'I6I_[a.

4.6.3.1 Anpecanus sigeek B cruwiie Al

Ctuwb orobpaxenuss ccbuiok Al (cm. Tabmuma 11) wucnonb3yercss B HPWIOXKEHWH IO
YMOITIaHHUIO.

B crune Al appec siueriku COCTOUT M3 OYKBEHHOI'O MMeHM CTOJIOIA M YMCJIOBOTO UMEeHHU
crpoku. Hanpumep: Al, C12, G37, ND185 u T.11.

[Ipu co3manuu daiina JIUCTBI COJlepKarT:

— 20 cTpok ¢ umeHnamu ot 1 go 20;

— 10 cTronbioB c umeHamu ot A 1o J.

[Tpu nobaBneHuM CTONOIOB B TaO/IMIly HOBBIE 3JIeMeHTHI II0JIy4YaloT UMeHa, COCTaBJIeHHble
u3 Byx 0yks: AA, AB, AC, 3zatem BA, BB, BC u .11

Ecmu  nByxOykBeHHble — cOYeTaHMs]  3aKaHYMBAIOTCS,  CTOJIOIAM  IIPHCBAUBAIOTCS
TpexOyKBeHHbIe UMeHa.

[Tpu nobaBneHnu CTPOK B TAO/IMILY HOBBIE 3JIeMeHThI IPOAOJIKAIOT HyMepaluio.

Taoauma 11 — AdcosroTHBIEe M OTHOCHUTEIBHBIE CCHLIKH B cTiiie Al

OrtHocuTenbHasa cchika | Al

AbcomoTHas cchUIKa $AS$1 - cronber ¥ cTPOKa He U3MEHSIIOTCS IIPY KOITMPOBAHUH

CMenIaHHbBIe CCBUIKH S$Al - crojiber He U3MEeHSeTCs IIpY KOITMPOBAHUU]

AS$1 - cTpoka He U3MeHsIeTCs! IPU KOIMPOBAHUU
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4.6.3.2 Anpecanus sigeex B criwiie R1C1

s nepexopma k ctwito otoopakeHus: cceliiok R1C1 BbiGepuTe MyHKT KOMaHIHOTO MEHIO

Bupg > R1C1 (cMm. Pucynok 197).

Buag OBwmia ao

MacwTab r

R1C1

Pucynoxk 197 — Komanaaoe mento Bup

B crune R1C1 u cronbusl, 1 crpokd obo3HadaroTcsi unciaamu (cm. Tabmuna 12). Anpec
siueriky 1ipu 3ToM popmupyercs 1o popmyse RnCm, rae:
— R - o6o3navenue crpoku (Row), a n — HoMep CTPOKH;

— C - obo3nauenue crosbia (Column), a m — HoMep cToJIbOIIA.

Hanpumep, ums siueriku D5 B ctune R1C1 - R5C4.

Tab6iaumna 12 — A0CoII0THBIE H 0THOCUTeIbHBIe CChUIKH B cTiuie R1C1

AbcomoTHas CCHUIKA R3C2 — abcomoTHas CChUIKA Ha SYeiKy, PacIoIokKeHHYI0

Ha MepecevyeHry CTPOKU 3 U CTOJIOMA 2;
R3 — abcomtoTHas CChIKAa HA CTPOKY 3;

C2 - abcosoTHas CChbIIKA Ha crojberr 2

OTHocHTeTBHAS CCBUIKA | RC — grHOCUTeNbHAS CChUIKA HA TeKYIIyIOo sSTYelKy;

R[-2] - otHOCHTENBHAS CCBHITIKA HA CTPOKY, PACIIONIOXKEHHYTO Ha 2 CTPOKU
BBIIIIE TEKYIIeH;

C[3] — oTHOCUTeNbHAS CChITKA HA CTOJIOEIT, pacloIoXKeHHbIN Ha 3 CToJOIa
MpaBee TeKyIIero

CmemmannbIe CCHUIKH RC5 - cchljika Ha s9eliKy, paclioJIOKeHHYIO B TeKyIIei cTpoke, B cTonbrie 5;

RC[-5] — ccpinka Ha S4elKy, pacloNioykeHHYI0 B TeKyIllel CTPOKe
Ha D CTOJIOIIOB JieBee TeKYIIel sueiky;

R3C[2] — cchutka Ha siueliKy, pacIioIoXKeHHY0 B CTPOKe 3
Ha J[Ba CTOJIOIA ITpaBee TeKyIlel sueiki;

R[3]CI[-2] — ccrinka Ha A49eiKy, pacmoIoKeHHYI0 Ha 3 CTPOKU HIDKe
U 2 cTonbiia jeBee TeKyilen sIerku;

R[-3]C|2] - ccrinka Ha s4eiKy, pacloyIoXKeHHYI0 Ha 3 CTPOKH BHIIIIe
U 2 cronblia mpaBee TeKyllled ss4erKu

Ecm Ha MomeHT mnepekitoueHus Tabmuibl u3 pexxuma Al B pexxum R1C1 B Hell Obutn

abCOJIIOTHBIe CCBIJIKH, OHH OCTaHYTCA a0COJIFOTHBIMH.
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4.6.3.3 Anpecanus quana3oHa

Ccpuika Ha arana3oH GoOpMHUPYeTCs II0 IBYM ero yIJIOBBbIM sdeiKaMm:
— HauanbHas ssueiiKa — JIeBbIi BepXHUM yIoJl IMana3oHa;

— KoneuyHas ssuelika — 1paBbld HUDKHUH yTOJl JUalia3oHa.

HavanbHasi ¥ KOHedHas sidedika pasfeNisioTcsl orepaTopoM «:». Hampumep: B4:D6
(c™m. paznen 4.7.4).

Ecm pns apgpecanyu siueex BbiOpaH ctuiib R1C1, To B HEKOTOpBIX Cilydasix MOXKHO He
yKa3bIBaTh OIEpaTOp JIMana3oHa «:». Tak, Ui oy4yeHusl CChUTKA Ha JIMAIa30H BCexX siueeKk OJHOU
CTPOKHM MOXHO YKa3aTh TOJIBKO CCBUIKY Ha 3Ty cTpoky. Hampumep, ccbuika R1 yka3biBaeT Ha

JH1dIIa30H BCeX d49eeK nepBoﬁ CTPOKH.

4.6.4 Ilepecuer ¢popmyn

Buiuucnenue — 3t0 mporecc pacdera ¢opMysl U NOCIeAyIOIIero 0ToOpakeHusl 3HaYeHUH
pe3ysnbTaToB B sueiikax. Kak mpaBwio, ¢$opMysbl €PeCYMTBHIBAIOTCS aBTOMATHYeCKH, KOrja
V3MEHSIOTCSl 3HaueHHsl B s4elikaX, OT KOTOPBIX OHH 3aBUCAT. ITO SBJISETCS CTaHJAPTHOMN
IIPOIIelypOi IPY OTKPBITHH / 3aKPBITHU ¢aiijia U ero pelakTHPOBaHUH.

IIpy HanmMuuu B JOKyMeHTe OOJBIIOrO KoyMdecTBa GpOpPMyJl UX aBTOMATH4eCKUi IepecyeT
MOXeT cZieJlaTh OTKPbITHe U paboTy C IOKyMeHTOM 3aTpyAHUTEeIbHBIMU. [IJIs1 TOro 4TOOBl yCKOPUTH
paboTy C TakMMU JIOKyMeHTaMH, B npuioxeHun «MoitOduc Tabnuma» mnpenycMOTpeH pexuM, B

KOTOpPOM ItepecueT ¢OopMyJl BHIIIOJIHSAETCS 110 3allpOCy 110JIb30BaTerIsl.

Tabmuna 13 - Pexxumbl nmepecuera

ABTOMaTHYeCKHI pPeKUM IIepecyera Pexxum nepecuera Bpy4HyIo
— Ilpu OTKpBITUM U COXPAaHEHUH JTOKYMEHTa — Ilpu oTkpBITHH TOKyMeHTa U IIPH U3MEeHeHUH
MI0JIb30BATEJIEM [IePeCUYUTHIBAIOTCS TOIBKO CBSI3aHHBIX STYEEK HUKAKKUe GOpPMYJIbl aBTOMATUIeCKU
ycTapeBIye 3HaueHus GpopMyi. He I[1epeCuYUTHIBAI0TCS.
— Ilpu pabore c qokymeHTOM GOPMYJIBI — Ilpu pabote c 1oKyMeHTOM GOPMYJIBI
IIepeCYUTHIBAIOTCS, €CTIH ObIII U3MEeHEeHbI MIepeCYUTHIBAIOTCS TOJIBKO ITPU PYYHBIX OIEPAIHsX C
CBSI3aHHBIE C HUMH STYEHKH. COZIepXKAIUMH UX STYEHKAMH.

— JlocTymeH nepecueT yCTapeBIINX 3Ha4eHUN popMyII
BPYYHYIO BO BCeM JIOKyMeHTe, Ha JINCTe U B
BbIJIeJIEHHBIX sTueiiKax.

— Ilpu coxpaHeHuy 1OKyMeHTa IlepecyeT yCTapeBIINX
3Ha4YeHUN GOPMYJI BHITIOIHSETCS TOJIBKO B CIIydae
ycraHoBJieHHoro ¢uiaxka Ilepen coxpanenmem.
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YcmapeBwue 3naueHuss 6 ¢opmynax — 3TO HeakTyajibHble IaHHbIe, KOTOpbIe ObLIN

BbIYMCJIeHbI B IIpOIIJIOM, HO OoJIbIIIe He COOTBETCTBYIOT e CTBUTEJIbHOCTH. Onm MOT'YT IIOSIBUTBCSA

B pe3yJibTaTe omnbok BBO/Jld JAHHBIX, OoI1boK B cl)opMynax u CIDYHKIII/IHX, HeCOOTBETCTBHS THUIIOB

JTAaHHBIX, U3MEHeHUH B CTPYKType TabJIuIlbl, OIIMOOK B MaKpOCax WK MPoOJieM C CHHXPOHU3AI1ei.

HNudopmariyio o HaTMIuK Takux sideek npuwioxkenre «MoOduc Tabmuita»y XpaHUT BHYTPHA CaMOTO

¢atina.

[Ipu pabore B obGmake (cM. pasmen 4.15) IOCTymeH TOJIBKO aBTOMATHYECKHH pPEeXUM

nepecdera GopMyIL.

[Tpu nepecuere popmys He OOHOBIISIIOTCSI CCBUIKM Ha JJaHHble U3 BHEIIHWX JIOKyMEHTOB.

J1y1st ux 0OHOBIIeHUS HEOOXOAMMO BHITIOJTHUTH JIEMCTBUS, OMTMCaHHBIe B pazaene 4.6.10.3.

4.6.4.1 BeiOpaTts pexxum nepecyera ¢popmy

[To ymonm4anuio B JoKyMeHTe BbIOpaH aBTOMaTUYeCKUM pexxuM mepecdera popmyi.

YTOOBI MepeKIIOYUTh PEeXKUM, BBITIOJIHUTE OIHO U3 CJIeYIOIIUX JIeUCTBUM:

1. OtkpoiiTe oJIMeHIO BbIOOpA peXx¥Ma OJHUM U3 CJIeyIOIINUX CIIOCODOB:

— Bribepure nyHKT kOMaHHOTO MeHio JlanHblie > Pexxim nepecuera (cm. Prucynok 198).

AavHble  WHcTpymentsl  Bug  OBwwid goctyn  Haactpoitkn  Cnpaeka

3a4aTb UMA... ] ==
= >
YnpaeneHwve 3amTon 4 E v
OBHOBWTE CBOAHYH TabauLy S
HacTpouTtb cBOAHYHO Tabanuy
Yaanute cBOAHYH Tabnuuy
F G

eoo HO &

|74l

HacTpouTtb ymHyto Tabauuy
MpeobpazoBats B 06bIYHBIM gWanasoH

Yaanute ymHyto Tabany

I pynnupoBaTh CTPOKM
pynnupoeats cTonbupl

OYMCTWTL TPYNNMPOBKY

ApToCymMa
Yaanute ay6amkarsl...
Pexxum nepecyeta

OBHOBWUTL fl@aHHbIE

MpoBepka AaHHbIX

MocMoTpeTh BCe NPOBEpKM

Alt+=

3

Ctrl+Shift+F5

*  ABTOMaTUYECKM
BpyuHyto

Mepecuntath

=== R

»

Pucynok 198 — [lonmentio Pexxum nepecuera
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— Ha nanerm vHCTpyMeHTOB, B pasfesie JlaHHBIe HaXXMHUTe KHOIIKY C M300pakeHrem

TeKyIllero pexkuma nepecuera. Harpumep, E‘L (cm. Pucynok 199).

C p

1 @v@ﬁvm
2 2 e @ RS

_: v =
. Ijé ABTOMaTUYECKA

OaHHble

E BpyuHyto

Pucynok 199 — Pexxumel nnepecyera

2. B oTkpeiBIIEMCS TIOAMeHIO BblOepuTe TpeOyeMblii peXxuM IepecueTa (GopMyIl:

ABTomMarnuecku wiv Bpyunyio.

3Ha4Y0oK BBIOPAHHOTO pexxuMa oTobpakaeTcsi B cTpoke coctosiHus (cM. Prucynok 200).

+
=
E.\ ABToMaTUUECKM CYMM 0 CP3HAY O MMH O MAKC O CYET3 0 [F] - @ + 100% v

Pucynok 200 — Ctpoka cocTosiHus

4.6.4.2 IlepecueTr ¢popMyJ1 B aBTOMATHUECKOM peKIMe

B aBTOomMaTMueckoM pexume TpU OTKPBITUM JIOKYMEHTA IepecyUThIBAIOTCS TOJIbKO
ycTrapeBIve 3HaueHus: popmyi. Eciu TpeOyeTcsi IpUHYIUTENIBHO TepecyuTaTh B JJOKyMEeHTe BCe
dopmyibl, HaxkmuTe coderanue kiasuil Ctrl+Shift+F9 (Windows, Linux) win seCmd+1{Shift+F9

(macQS).
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4.6.4.3 IlepecuntaTh PpopMyIbl BpyUHYIO

pr‘{HYIO MOJKHO IlepeCcyrTaThb yCTapeBllIHe 3Hd4YeHUsd (l)OpMYJI BO BCeM NOKyMeHTe, Had

OTKPBLITOM JIMCTE WUJIN B BbIJE€JIEHHbIX sTYerKax.

YTo0bl epecurTaTh yCTapeBlve 3HauyeHus: GopMysI BO BCeM JIOKyMeHTe, BBIIIOJTHUTE OJTHO

W3 CIIeNYIOIINX IeCTBUM:

— Broibepute nyHKT KOMaHIHOTO MeHIo JlanHbie > Pexxum nepecyera > Ilepecunrarh >

Becw nokymenrt (cMm. Pucynok 201).

laHHele  MHcTpyMeHThl

3aaarte MMA...
YnpaseneHwve 3aWmTom

O6HOBWTE CBOAHYHO Tabnuuy
HactpowuTb cBOAHYIO Tabauuy

YaanuTe cBOgHYH Tabauuy

Hactpouts ymHyro Tabanuy
MNpeocbpazoeatk B 0BLIYHLIW AManazoH

YaanuTe ymMHyHO Tabanuy

[pynnypoeaTte cTpOKK

pynnupoeate cTonbub

en Ho &

OumnCTUTh IPyNnMpoBKy

[l

ABTOCYMMa
Yaanute gybavkarsi...
Pexxum nepecuerta

=2 OBHOBWUTL AaHHLIE

MpoBepka gaHHbIX

MocmoTpeTb BCe NpoBepky

Bua  OBwwit goctyn

Alt+=

»

Ctrl +Shift+F5

HaacTpoinku

CnpaBka
o = I
By VY =2v@ B> O
v 1. ¥~ 2 v
OaHHble
H J K L
ABTOMaTWMYECKK
Bpyunyto
Mepecuutars » v [lepepg coxpaHeHWem
Beck gokymeHT F9
Nucet Shift+F9

BblgeneHHble suenkm

Pucynok 201 — Komanzp! nepecuera ycTapeBIINX 3Ha4eHUH GpOpMyJ1 BpYUHYIO
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— Ha maHenu uHCTpyMeHTOB, B pasnese JlaHHBIe HaXXMHUTe KHOIIKY BbiOopa obiactu

repecyeTa U B BbIIIQ/IA0IeM CIMCKe BbibepuTe 2 Becs nokymeHT (cM. Pucynok 202).

— Haxwmwure kmaBumty F9.

L) (] = I
U o v @ B M H -
B o oo ~ 2
=. v Bl
OaHHbie
+" Tepen coxpaHeHnem '
J f& Beck gokymeHT N
r‘c Nuct
@—‘C BblgeneHHble AYerKku

Pucynok 202 — Komanzp!l nepecuera ycTapeBIIMX 3Ha4eHUH GOpMYJT BpDYyUHYIO

YToObl mepecudTaTh ycTapeBllide 3Ha4yeHUsi GOpMyJl Ha JIMCTe, OTKPHITOM B HACTOSIIUN
MOMEHT, BBITIIOJTHUTE OTHO U3 CJIeYIOMIUX IeWCTBUM:
— Bribepute nyHKT KoMaHAHOTO MeHIO JlanHbie > Pexxum nepecuera > Ilepecunrarts >
JIuct (cm. Pucynok 201).
— Ha manenmu uHCTpymMeHTOB, B pasfiesie JlaHHBIe Ha)XXMHUTEe KHOIIKY BbIOOpa 00J1acTv
repecyeTa U B BBINAJIaoIeM CIIUCKe BbibeprTe &2 JTucr (cm. Pucynok 202).
— IlpaBo¥i KHONKOM MBIIIM IEJIKHATE 110 BKJIQJIKe JIUCTA W BBINOJHUATE KOMaHY

koHTekcTHOTO MeHIo IlepecuutaTs jmct (cM. Pucynok 203).

28 CkpblBaTh HyNEBLIE 3HAUYEHWA

29

30 3aWUTUTE ACT...

31 MNepecumTtars mcT Shift+F9

P

I Yaanute F
[=T] +

E BpyuHyto

Pucynok 203 — Komanpa IlepecuuraTs gmct

— Haxwmure coveranue kiaaBui Shift+F9 (Windows, Linux) wim {tShift+F9 (macOS).
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YroObl epecynTaTh yCTapeBIlive 3HaueHUs: GopMyJl B OTHOW MM HECKOJIbKUX BblJIeJIeHHBIX
siuefiKax, BBIIIOJIHUTE OJHO U3 CJIeAYIOLIUX NeHCTBUIM:
— Bribepute nyHKT KOMaH/IHOTO MeHIO [lanHble > Pexxum nepecyera > Ilepecunrarsh >
Brinenennrnie siaeiiku (cM. Pucynok 201).
— Ha naHenu uHCTpyMeHTOB, B pasfese JlaHHBIe Ha)XMHUTe KHOIIKY BblOopa objactu
IepecyeTa ¥ B BBIIJJAIOIIEM CIIMCKe BblbepuTe B2 Boigenennsie sgeiiku
(cMm. Pucynok 202).
— IlpaBo¥i KHOIIKOM MBIIIY IIIeJIKHUTe 110 BBbIIeJIEHHBIM sYefiKaM M BBIIIOJIHUTE KOMaHAy

KOHTeKCTHOI'O MeHIO HEpEC‘-II/ITaTb Bbl/IeJICHHbIE TYeHKH.

4.6.4.4 IlepecuuthiBaTh (pOPMYJIBI IPH COXPAaHEHNH IOKYMEHTa

[Ipu coxpaHeHMM [IOKyMeHTa II0JIb30BaTejieM IlepecdeT yCTAapeBIIMX 3HauYeHui ¢GopMyil
BBIIIOJIHSIETCS, eCJIM yCTaHOBJIeH ¢uiaxkok Ilepen coxpaneHuem.

B pexxume ABromatrmuecku ¢uiaxxok Ilepen coxpaHneHyem Bcerjia yCTaHOB/IEH U 3a0JI0KMPOBAH.

B pexume Bpyunyrw ¢naxok Ilepen coxpaHeHmem 10 yMOJIYaHUIO YCTaHOBJIeH. Eciu
TpebyeTcst CHATH (JIaXKOK, BBHITIOJTHUTE OIHO U3 CJIEYIOMIUX 1eWCTBUM:

— DBribepute nyHKT koMaHJHOTO MeHIO /lanHbie > Pexxum nepecdera > Ilepecuurars u

caumuTe Ppaxok Ilepen coxpanernuem (cm. Prucynok 204).

Janneie  Wuctpymentel  Bug  OBwwmi goctyn  Hagetpoimkm  Cnpaska

3ajaTb UMA... - B . ? Eg - @ I_Eé - S
¥YnpasneHue 3awmTon 4 9@ - = Z - EC o
OB6HOBWTL CBOAHYIO TabauLy DaHHble
HacTpouTk cBOAHYHO TabauLy
YAanutb CBOAHYIO Tabauuy
H J K
HacTtpouTk ymHyto Tabanuy
Mpeobpazoeatk B 06bIYHbIA AUANa3oH
YAanute yMHY0 Tabaunuy
ol Tpynnuposats ctpoku
2 Tpynnuposats cTonbup!
S, OuWCTUTL rPYNNMPOBKY
2 ABtocymma Alt+=
Ypanutb gybaukartbl...
Pexxum nepecueta 3 ABTOMaTHYECKN ‘
O6HOBWTL AaHHbIE Ctrl +Shift+F5 *  BpyuHyto
Mepecuntatbh »  + [lepepn coxpaHeHneMm

MpoBepka AaHHbIX Becb gOKymeHT F9
MocMoTpeTb BCE MPOBEPKH [— Nt Shift+F9

BblAeneHHble AYerku

Pucynok 204 — ®naxxok Ilepen coxpamnenmem
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— Ha maHenu uHCTpyMeHTOB, B pasnese JlaHHBIe HaXXMHUTe KHOIIKY BbiOopa obiactu

nepecdera u cHuMuTe guiaxkok Ilepen coxpanenunem (cM. Pucynok 205).

=3 B —
v %
28R P wBeE

+*  Tlepen coxpaHeHnem

fanHble

Mepea coxpaHeHrem
Becb g OKyMEHT

Nwvct

i I |

BulaeneHHbIe AUEHKN

Pucynok 205 — ®naxok Ilepen coxpaneHuem

4.6.5 ABTOMaTHYecKoe BbIYMC/IeHue QyHKIMH

Ecnmm monb3oBarens BeiieseT B TabJvIle AUAa30H si9eek, TO MPUIoKeHHe aBTOMAaTUIYeCKH
MO/ICUMTHIBAET JIJII WX CO/IEPXXMMOIO 3HAueHHWs TISTA CaMbIX MCIOJIb3yeMbIX (QYHKIUH.
BrrurcienHble 3Ha4eHNsI 0TOOpaXkaloTcsl B CTpoKe cocTosiHus (cM. Prucynok 206):

— CYMM - cymMa Bcex 4uceln BblJIeJIeHHOTO IMara30oHa.

— CP3HAY - cpeniHee 3HaueHMe BCeX YMCeJT BbIJIeJIEHHOTO IMalla30Ha.

— MMWH - HavMeHblllee 3HaYeHKe CPeJId BCeX YUCe BbIIeJIeHHOTO JTAala30Ha.

— MAKC - nHauborblilee 3HaueHHe CpeJii BCeX YMCell BbIJIeJIeHHOTO Iara30oHa.

—  CYET3 - K0JIHM4eCTBO 3HaUeHUH B BHUIEIIEHHOM JHAIa3oHe. Y YUThIBAIOTCS YUCIIOBBIE 1

TeKCTOBbIe 3HAYEeHH .

CYMM
CP3HAY
MIH
MAKC
CYET3

C¥MM 0 CP3HAY 0 MKWH O MAKC 0 CHET3I 0 = & + 100% b
Ly’

Pucynoxk 206 — Hactpoiika oTobpakeHus 3HaueHUM
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Eciu TpebyeTrcss HaCTpOUTh CHMCOK OTOOpakaeMbIX (YHKIIMM, BBIIOJIHUTE ClIeyolIye
nevictBus (cM. Pucynok 206):

1. B cTpoke cOCTOSIHUSI HAXKMUTE KHOIIKY [£].

2. B oTkpsiBIIEMCS CITUCKe OTMeThTe (uiakkamMu (PYHKITUH, KOTOPbIe ClielyeT 0ToOpaXkaThb

B CTPOKe COCTOSHUA.

4.6.6 Box ¢pyHkimit

Crmcok GyHKIWM, KOTOpbIe MOAJIepXXKUBAOTCS B mpuiiokeHnn «MorOduc Tabmuray,
npuBefieH B paszesie «IIpunoxenue 1. [lepeuens GyHKIMN U UX ONKCAHUE.

s BBOZAa PYHKIMM B sSYEMKYy MOXKHO MCIIOJIb30BaTh WHCTPYMEHTBI HelOoCpeJCTBEHHO
JIAHHOM STYeMKH, CTPOKHU GOPMYJI WIH NTaHeIu QYHKIUH.

YtoObl BBeCTHM QYHKIMIO C IIOMOIIBI0 HMHCTPYMEHTOB SIYeMKU WIA CTPOKU GOpMYy,
BBITIOJIHUTE CJIeIyIolye IeHCTBUS:

1. Brimenure siueiiky, B KOTOPYIO HEOOXOAUMO BBeCTH QYHKIUIO.

2. B suelike win cTpoke GpOpMYJl BBeIUTE «=».

3. HaunuTte BBOIWUTH Ha3BaHWe QYHKIWM, 4YTOOBI BbI3BAaTh CIIMCOK C IOACKAa3KaMU

(cm. Pucynok 207).

Al v fx =cymm
A B C D

1 =cyMM|

2

3 # CYMM

4

. # CYMMEC/N

6 # CYMMEC/IMMH

;

8 # CYMMKB

9 # CYMMKBPA3H

10

11 & CYMMMPOM3B

12

5 # CYMMPA3HKB

14 £ CYMMCYMMKB

Pucynoxk 207 — Crincok pyHKImi
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4. BpibepuTe U3 MpeI0KeHHOTO CITUCKA HeOOXOUMYI0 QYHKITHIO C TOMOIIBIO MBIIITH WITH

KJIaBHUIII KJIABUATYPbI:

— Brigenure TpeOyemyro GYHKIIMIO B CIIMCKe I11eTYKOM MBIIIIH.

— Brimenure Tpebyemyro QyHKIMIO B CITMCKe C TIOMOIIbIO KJIABUII KJIaBUATYphl | U T U

HakmuTe kiiaBuily Enter.

5. Ilpu HE0oOXOAMMOCTM TPOYTHTE OmHcaHhe GyHKIWWA. [lJiss 3TOro BO BCIUIBIBAIOIIEH
MO/ICKa3Ke HaXXKMHUTe KHOIIKY + CIIpaBa OT Ha3BaHus PpyHKIuHU (cM. Pucyrok 208).
BcembiBarolilyto mojickasky € omucaHveM YHKIIMM MOXHO IlepeMelarhb, YIep>KuBas

JIEBYIO KHOIIKY MbIIIIH.

AT v fx  =cymm(
A B C D
1 =cyMM(|
2
3 CYMM(3Hauennel; [3HaueHmne?l; ...])
4

Pucynok 208 — Onncanue GpyHKIMU
6. BBenurte apryMeHTbI QyHKIIHU.

B «MoitO¢uc Tabmuma» npu BBoAe PyHKIHMHA MOXKHO YyKa3aTb BeChb CToJIOell,
JIMaIa3oH CTOJIOIOB, BCIO CTPOKY WJIM JUAla30H CTPOK, B KayeCTBe apryMeHTa,

BBEIJIEJIMB X 3dI'OJIOBKH.

Ecm B OC Windows, B okHe Hacrpoiika ¢opmara, B nosie Pasmenurensn
oexoii M Jpo0HOM YacTH BbIOpaHA «.», TO B mnpwioxeHnn «MourOduc
Tabmuiia» B KauecTBe pasfiesiiTelis 3HAUYeHUM B (QYHKIMSX HCIIONB3YUTE «,»

BMECTO «;».

7. YrtoObl 3aBepHIUTh BBOA, PYHKIIMH, HAKMUTE KHOIIKY @: CTpoKe GOpMYJ1 WIH KIIaBUIILY
Enter. Yto6bl oTMeHUTHh BBOA QYHKIMH, HAXMUTE KHOIKY L CTpoKe hOpMyJl WIH

kiiasuily Esc.
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YroObl BBeCTH PYHKIMIO C IOMOIIBIO ITaHeJu QYHKIIMH, BBIIIOJHUTE CIlelytollire 1eHCTBUSL:
1. Brienute sueliky, B KOTOPYO HEOOXOOUMO BBeCTH QyHKIIUIO.

2. Pa3BepHuTe naHeyib PYHKIMNA OJTHUM U3 CJIEIYIOLIKMX CIIOCOOOB:

— Bgibepure nmyHKT KoMaHAHOTO MeHI0 BeraBka > @ynkmms (cm. Pucynok 209).

Bctaeka @®opmar Tabavua [aHHble

N306paxeHwe...

TekcToBOE None

O HE

®urypa >
odli  Awarpamma b
17 CeogHas Tabamua...
YmHas Tabauua Ctrl+T
. OyHKumA... Shift+F3

CI'IE'LI,M d/lbHbl € CMMBOAbI...

Pucynok 209 — KomangHoe mento BeraBka

— B cTpoke popmyn HaxkMHTe KHOIIKY fx (cMm. Pucynok 210).

A1 v 2 v|fx

Pucynok 210 — Knormika fx

— Ha mnanerm wuHCTpymMeHTOB, B pasfene BcraBka HakmurTe KHOMKY -»=. Ha

0TOGpA3UBIIIEICS TTAHENH BCTABKY HAXKMUTe KHOTIKY 7% Pymxims (cM. PucyHok 211).
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A
'
plo v G5 B & @~ b=

e

oo

WN3obpaxeHwe... ~
TekcTtoBoe none

(!}_] Durypa > Q
[IHH Auarpamma > fx_
CeogHan Tabauua... @
Ymuas Tabnvua E;
_7[x DYHKUWA. ..

CneuwansHble CUMBOJIbI... >

Pucynok 211 — [1anenb BcTaBku

—  Ha 60OKOBOIA IMaHeNM HAXMUTe KHOTIKY 1% (BCTaBHTE QyHKIHIO).
— Haxwmure coueranue kiapuin Shift+F3.

3. Hatigute Tpebyemyto GyHKIMIO OJTHUM U3 CJIeIyIOMUX crioco6oB (cMm. Pucynok 212):
— Bgemure B mosie moucka yacTb Ha3BaHMS PyHKIMK / Ha3BaHue IesuKoM. Hinke

chopMupyeTcst CIUCOK GYHKITUM, YAOBIETBOPSIONIMX YCIIOBUSIM MTOUCKA.

— Bribepure rpymity, B koTopyto Bxogut ¢yHkims. Hanpumep, pynkimst CYMM Bxoaut

B rpyniry MaremaTuueckue.
— Haiigure GyHKIMIO B OTHOM M3 CIIeAYIONIMX IPYIIIL:

e Bce — conepxuT Bce QyHKIMH, IOJylepXKuBaeMble npunoxkeHneM «MounOduc

Tabmuray.
e HenaBuue — copepxxut 10 nocnenuux GpyHKIMIA, BBeIEHHBIX MOJIb30BaTeJIEM.

e Tlomynapuble — copepxurT ¢UKCUpoBaHHBIM crcok u3 10 yacto

WCIOJIb3yeMbIX PyHKITUH.
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. =2 BcTaBKka GyHKUMK Q
Hawtu H
Bce > ABS I O
HepasHwue > ACOS Cv

CX

MonynapHble > ACOSH

®uHaHcoBbIE > ACOT

[ata v Bpema  » ASC
MaTtemartuuec... ?* ASIN
Cratucrnyeckme > ATAN

CcblnkK 1 mac... ATANZ2

BcraBute

ABS(3HaueHue)

BDBEan.I,aET abcontoTHOe 3HaueHue
uncna.

3HaueHue
Yucno, gna kotoporo Heobxogumo
BEepPHYTb abcontoTHoE 3HauYeHue.

Pucynok 212 — Ilanens pyHkIumn

4. Broienute Tpebyemyo GyHKIHIO.

5. IIpu HeoOXOOUMOCTH 03HAaKOMBTECh C KPaTKOW CIIPAaBKOM 10 (QyHKIIMU B HWDKHEN 4acTH
naHeu QyHKINN.

6. Uto6B! BCTaBUTH QYHKIUIO B STYeNKY, BBIIIOJHUTE OTHO U3 CJIeYIOIINX JIeMCTBUN:

— Haxwmure kHOTIKY BCcTaBHUTS.
— Bpimenmre GyHKINIO IBOMHBIM EITYKOM MBIIIIH.
— Haxwwure kiaBuiry Enter.

7. BBenuTe apryMeHTHI QyHKIIHH.

Ecm B OC Windows, B okHe Hacrpoiika ¢opmara, B nosie Pasgenurensn

meoil M Jpo0HOM dYacTH BbIOpaHA «.», TO B mnpwioxeHnn «MourOduc

Tabmuila» B KauecTBe pa3fefidTelis 3HAUYeHWM B QYHKIUSX UCIIONB3YUTE «,)»

BMECTO «;».
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8. UYto6mI 3aBepmUTh BBOJ, QYHKIIMM, HOKMUTE KHOIIKY &' B CTpOKe GpOpMYyJI WK HAXKMUTe
kiaBuiry Enter. UToObl oTMeHWUTb BBOA GYHKIWM, HAXXMHUTE KHOIIKY B CTpOKe
¢opmyn unu kiiaBuiny Esc.

9. YroOBI 3aKpHITh NaHeb GYHKIIUM, BBIIIOJIHUTE OJJHO U3 CJIeAYIOUIUX 1eHCTBUM:

— Bribepure nmyHkT KoMaHaHOrO MeHI0 BeraBka > ®@ynkius (cM. Pucynok 209).
— B cTpoke popmyn HaxkMUTE KHOITIKY fx (em. Pucynok 210).

— Ha mnanemm HWHCTPYMEHTOB, B pa3jeje BcraBka HaxMuTe KHOIIKY ===, Ha

0TOGpa3HBILIeHCs TIAHEIA BCTABKY HAXKMUTE KHOTIKY 7 PyHkmus (cM. Pucyrok 211).
—  Ha 60KOBOIA ITaHENM HaKMKTe KHOTIKY (% (BcraBka ¢pymkmum) (cm. Pucynox 212).
— Haxmure kHOIIKY = B BepxHel 4acTu naHeny GyHkiui (cM. PucyHok 212).

— Haxmure coueranue kinasuin Shift+F3.

Yacro npu paboTe ¢ YHCIOBBIMU JJaHHBIMU TpeOyeTCsl BBIIOJHATh TUIIOBLIE ONepalyiy Hajl
HAMU W BBIBOJIUTH Pe3yJIbTaT B OT/EJNbHYIO SYeiKy, Halpumep, IMOACUYUTHIBATb CYMMY WIA
BBIBOJIUTh CpeflHee 3HadyeHWe JJIs BBIOPAHHBIX CTOJIOLOB WM CTPOK. /[lns aroro ynobHo
WCII0JIb30BaTh omeparuio ABTocymma. Omepanusi MO3BOJISIET UCIIO/NIb30BATh MSTh IOMYJISIPHBIX
dyHkmi o obpabotke ganHbix: CYMM, MHUH, MAKC, CP3HAUY, CYET.

ABTOCyMMa CaMOCTOSITEJIbHO PAaCIlO3HaeT [Mana3oH s4YeeK C YKUCIOBbIMH JAHHBIMU U
nojictasisieT ero B pyHknuoo. OT TOro, kakue si9eiKU BbIOpaHHbI Ilepefi onepanyel, OyieT 3aBUCeTb,
KyJla OyJileT BbiBeJleH pe3ysibTaT BbIYMCIIEHUS] U KaKOW JMalla30H JJaHHBIX MPU 3TOM UCIOJIb30BaH.
Hanpumep, yTo6BI 11OACYUTATL CYMMY JJIsl CTOJIOIA, MOXKHO:

— Boigenuts nycTyio suediky moj; ctosbiom. Pe3ynbTaT OyieT BCTaB/leH B 3Ty SYEHKY.

— Buimenuts cronben nenvkoM. Pesynbrat O6yaeT BcTaBiieH B OJIMXaAUIIYIO K TMANA30HY

MyCTYIO STYEMKY O] CTOJIOIOM.

— BoblgenuTs nuana3zoH sdeek, ecyid TpeOyeTcsl WCIIONb30BaTh TOJBKO YacTh SYeeK B

pacuete. Pe3ynbTaT Oyner BCTaBiieH B OJIMDKAWIIYIO K JMANA30HY MYCTYIO YUKy IO/

CTOJIOIIOM.
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[Tpu 3TOM BaXKHO YUUTHIBATh ClIefyIOIIe 0COOEHHOCTH:

— Ecm B JHdIlld30HEe eCTb HEeCKOJIbKO fA4YeeK C pe3yJIbTaTaMUu TaKOU Ke CIDYHKIII/II/I - B

JHAIlld30H dBTOMATHU4YeCKH BOfIHYT TOJIBKO TaKue S9edKu. JTO YJIO6HO, Korjaa B CTOJI6II€

yKe TOCYMTaHbl KaKye-TMO0 MPOMEeXYTOUHble WUTOTH, a PUHANBHBIM UTOr OyJeT ux

CYMMOWU.

— Ecnu BhifienieHa mycras siaeiika psiioM ¢ 00/1acThlO, T/le eCTh YMCIIa, TO BCe YUCIa ToCTie

Oivkalien ssYerdKu C TeKCTOM, IyCTOW sSfYeMKH WM STYerKd C Takou ke yHKIHen

OyoyT aBTOMAaTU4eCKH BKJIIOUeHbI B Auana3oH (cM. PucyHok 213).

A B A B
1 1 1 1
2 2 2 2
3 3 3 3
4 4
5 Tekct 5 4
6 5 6 5
7 6 7 6
8 7 g 7
g |=CYMM(AG:AS) | g |=CYMM(A5:AB) |
10 10

1
2
3
4
5
G
7
g
9

10

00 =] 0 LN n Gkl D e

=CYMM(A5: Ag) |

Pucynok 213 — I[IpuMepbl aBTOMaTU4eCcKOro orpefesieHus Auarna3oHa
IIPU BBIOOpe eJUHUYHOM STYelKU

— Ecnu ke BbiJlesieH Avana3oH sideek, CToJ0el] WM CTPOKa, TO B GYHKIIMIO MOMAyT BCe

JIAHHBIe T0CTIe STYeMKH C TakoH ke pyHknued (cM. PucyHok 214).

A B
1 1
2 2
3 3
4 6
5 5
6 |Tekct
7
8
g [=CYMM(JA5:A8) |

10

Pucynok 214 — [Ipumep aBTOMaTHYECKOTO OTIpe/ieIeH sl IMana30oHa

npunu BbI60pe JHdIId30HAa d49eeK
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Yrobbl BBeCTHM (PYHKIMIO C IOMOIIBIO Ollepallid ABTOCYMMa, BBIIOJHHTE Cllefyloliye
JIerCTBUS:
1. Breigenute mycTyio sueiky psiioM C JaHHBIMH, CTOJI0€I], CTPOKY WJIM JTUAIla30H siueek.
2. BbizoBure omnepaiyo ABTOCyMMa OJHUM U3 CJIeAYIOLIUX CIIOCOOOB:
— Haxmure kHONKY > (ABTOoCcymMMa) Ha maHe ¢popMys Wid B pazfesie JlaHHbIe Ha
naHend MHCTpyMeHTOB (cM. Pucynok 215 u Pucynok 216). Ilpu stom Oyner
rcronb3oBatbes GyHkuys CYMM. Ecnu tpebGyeTcs UcIonb30BaTh APYTYIO GyHKIHIO,

HA)KMHUTE Hd CTpPeJIKy CIIpdBa OT KHOIIKM W B BbIIId[JdlOIIEeM CIIMCKe BbI6epI/ITe

TpebyeMyt0o QYHKIIHIO.

®ann TlpaBka BcraBka @Popmar Tabavua JaHHble
+ v B~ &
Jobasutb [EL;] v (3 @

M36paHHOE ®aiin MNpaeka

A1 v |2 v |fx

Pucynok 215 — ABTocymMMa Ha riaHenu Gopmyit

Vv @ By O
1= [ X v B v

fdaHHble

Pucynok 216 — ABTocyMMa Ha IaHeJIM UHCTPYMEHTOB

— Bribepure nmyHkT KoMaHaHOTO MeH!O JlanHbie > ABTOoCcyMMa (cM. Pucynok 217).
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AanHbie  WHcTpywmeHTel  Bug  O6wwmin goctyn  HaacTtpo#

3apatb UmA...
YnpaeneHwWe 3aMTON »

ObHOBUTE CBOAHYIO Tabauuy
HactpowuTb cBOgHYH TabauLy

Ynanute cBOgHYH Tabauuy

HactpouTb ymHYH Tabnanuy
MNpeobpazoBath B 06bIYHBLIM AWMaNa30H

Ynanute ymHyro Tabauuy

FpynnupoBaTe CTPOKK

[pynnupoeatk cToNBUbI

epn B =5

OuUMCTUTB I PYNNUPOBKY

™M

AgTOCyMMa Alt+=
Ynanute aybnukartsl...

Pexxvm nepecueta »

Fidn
gy

OBHOBWUTL AaHHLIE Ctrl +Shift+F5

MpoBepka gaHHbIX

MocMoOTpeTs BCe NPOBEPKK

Pucynok 217 —ABTOoCcyMMa B KOMaHHOM MEHIO

— Haxwmure coderanue kinaBui Alt+= (Windows, Linux) win ~= Option+= (macOS).

HpI/I BbI3OBe Ollepaliivi M3 KOMaHJHOI'0O MeHIO, OKHd 6bICTpI)IX IEerCTBUN WIK COYeTaHHUEM

KJIaBUIII MOXeT KCII0JIb30BaThCs TOJIbKO GyHKIMsI CYMM.,

3. Ilpu HeoOGXOOUMOCTH CKOPPEKTUPYHTe apryMeHThl YHKIMM WIA A00aBbTe K HUM

JIOTIOJTHUTEJIbHEIE.
4. YtoObI 3aBEpUTUTH BBOJT GYHKIIUN, HAXKMUTE KHOTIKY O B CTpOKe GOpMYJI WM KJIaBUIITY

Enter. YTo6b1 0oTMeHUTHh BBOJI GYHKIIUU, HAXKMHUTE KHOIIKY ﬂ B CTpoKe hOpMyIl WA

kiaBuiny Esc.

B pacueTe y4aCTBYIOT TOJIbBKO BUAUMBIE STYEHMKU TUAlla30Ha. MaxkcuMaibHOe BO3MOXKHOE
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KOJIMYECTBO apr'yMeHTOB IPH HUCITO/Ib30BaHUA ABTOCYMMBI — 255.

4.6.7 3amena ¢popmysIbI Ha ee pe3yabTaT

nst ynoberBa paboThl MOXXHO Ipeobpa3oBaTh CIOXHYI0 GOpMYITy, BBEJEHHYIO B SIUEHKY,
WJIM ee YaCTh Ha BbIYMCJIEHHOe 3HavyeHue. [|Jis 3Toro:

1. Brimenute yactb GpopMysibl Wik GOPMYJly LEJIMKOM HEeloCPeICTBEHHO B siuelike WIA B
ctpoke ¢opmyin. Hanm BeimeneHHOM dYacTbio ¢opMynibl / HOPMYJION OTOOpa3UTCS
BCIUIBIBAIOIIIAS [TOJICKA3KA C BHIYMCIIEHHBIM 3HAUeHUEeM.

2. Haxwmure coveranue kiaBuil Alt+F9 (Windows, Linux) wm ~Option+F9 (macOS)

1Sl 3aMeHbl YacTU GpopMyiibl / GOPMYJIbI Ha BBIYMCIIEHHOE 3HAaYeHue.

4.6.8 KomupoBanue u BcTaBka ¢popmy

[Ipy HEOOXOMWMOCTHM M3 OJHOM siYeMKM / CTPOKM / CToyIOIla MOXHO BbIpe3aTh WU
CKOIHUPOBaTh (pOPMYIIbI, a B IPYTYIO siUelKy / CTPOKY / cTosibell BCTaBUTh UTOrOBOe 3HAaUeHHe ITUX
dopmyi 6e3 camux Gopmy.

YToOb!I BbIpe3aTh WK KOMKUPOBATh GOPMYJIb, BBIIOIIHUATE CJIeAYIOIIHe AeiCTBUS:

1. Boigenure sueliky, nuamna3oH siueeK, CTPOKM WIM CTOJIOIBI, U3 KOTOPBIX HEOOXOIUMO

BbIpPe3aTh WM CKOUPOBATh GOPMYJIbI.
2. BrimonHuTe KOMaHAy BBIpE3aHUsT WM KOMMPOBAaHHS CTAHIAPTHBIM CIIOCOO6OM

(cm. pasmen 4.14.2.1).

YTOoOBI BCTaBUTh Pe3ysibTaT BeIYUCIEHUsT GOpPMYJT 6e3 UCXOTHOTO GOpMaTUPOBAHUS:
1. Vkaxwure, Kya ciieJlyeT BCTaBUTb JJaHHbIE:
— Ecom B Oydepe obMeHa copmepkarcsi JaHHbIe U3 OFHOM siYeKH / CTPOKH / CTOnOIa,

BBIJIEJINTe sTUeiKy / CTPOKY / cToJOell, B KOTOPBIM CJle[lyeT BCTaBUThb 3TU JJaHHbIE.

— Ecmu B 6ydepe oOMeHa conep>KUTCS AMAIa30H sideek / CTPOK / CTOJIOIOB, BbIEUTe
COOTBETCTBYIOIIMH 10 Pa3Mepy JIMara3oH WK BBIJENIUTE STYelKy / CTPOKY / cTosibell, B
KOTOpBIM CJleflyeT BCTaBUTb COJlepXKUMOe IIepBOM S4YelKu / CTpOKU / croybua u3

JHallda30Hd.
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2. BrbimosiHATe KOMaH/Ty BCTaBKH OJTHUM U3 CJIEIYIONIHUX CIIOCOOOB:
— DBroibepure myHkT komaHgHoro MeHio IIpaBka > BcraBUTH TOJNBKO 3Ha4YeHUSsI

(cm. Pucynok 218).

Mpaeka Bcraeka Qopmar Tabavua  [Jaddwe Mg

= OTMEHWTB Ctrl+Z
—  [loetopuTe Ctrl+Y¥
o Boipesats Ctrl+X
Kenupoeate Ctrl+C
[Ty Berasute Ctrl+W
BeTaeuTe 3HaueHuA W dopamat Ctrl+Alt=V

BCTaEMTe TOMBKD 3HAYUEHMA
Pucynok 218 — Komananoe menio IlpaBka

— Ha mnanesu uHCcTpymeHTOB, B pa3szene IIpaBka HaXMUTe Ha CTpeJIKy CIIpPaBa
or Keomku [[) (BcraBuTh) ¥ B BBINAAIONIEM CIHCKe BbIOEpUTE KOMaHIy

BcraButsh TON1BKO 3HaYeHus (cM. PucyHok 219).

+ B~ X B & (1] | XOThames

Lobaeuth [g] v S C
ﬁ BcTaBmTb
N3bparHoe Daiin Mpaeka
BcTaBuTh 3HaueHwa v dopmat
A1 v 2 v fx
BcTaBWTL TONIBKO 3HaYeHWA
A B

Pucynok 219 — Knonka BecraButhb

- OTKpOfITE KOHTEeKCTHOe MeHIO IIeIYKOM HpaBOfI KHOIIKM MBI II0 BbLJE/IeHHbIM
sTYeriKaM WU 110 COIEep>XMMOMY BbIJIeJIeHHBIX CTPOK / CTOJ'[6LIOB. BrmonauTe KOMaHy

KOHTEKCTHOI'0 MeHI0 BcTaBHTE TOJILKO 3HAYCHHS.

YrtoObl BCTaBUTh Pe3yJIbTaT BHIYUCIEHUS GOPMYIT C COXpPaHEHHEM UCXOTHOTO (pOpMaTUPOBAHUSI:
1. VYkaxwure, KyJia cjieJlyeT BCTaBUTh JIAHHBIE:
— Ecm B Oydepe obMeHa conepkatcsi JaHHbIE U3 OJIHOW SYeMKU / CTPOKU / CTOJIOIA,

BBIJIEJIUTe sTUeHKy / CTPOKY / CToJOell, B KOTOPBIM CJie[lyeT BCTaBUThb 3TU JJAHHbIE.
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— Ecmu B 6ydepe oOMeHa comep)KUTCS AWAIA30H si9eek / CTPOK / CTOJOIOB, BBIEIHTE
COOTBETCTBYIOIIMH 10 Pa3Mepy JHara3oH WK BBIIENTE T9elKy / CTPOKY / cToJibell, B
KOTOPBIM CJleflyeT BCTaBUTh COIEPXKUMOe IepPBOM sSYeMKH / CTPOKH / CTONOIa M3

Jralia30Ha.

2. BblnonHUTe KOMaH/y BCTaBKX OJIHUM U3 CJIEIYIOIIHX CIIOCOOOB:
— Broibepure nyHkr xomangHoro meHio IIpaBka > BceraButh 3HaveHuss u ¢popMmart

(cm. Pucynok 218).

— Ha nanenu uHCTpyMeHTOB, B pa3ziesie IIpaBka Ha)KMUTe Ha CTpeJIKY CIIpaBa OT KHOIIKU
I (BcraBuThb) U B BBIIQJIAIONIEM CIIMCKe BblibepuTe KoMaHly BcraBuTh 3Ha4YeHHs U

dopmar (cm. Pucynok 219).

— OTkpoliTe KOHTEKCTHOE MEHIO IIeTYKOM TPaBOM KHOMKHM MBIIM TI0 BbIJIeJIEHHBIM
syeikaM WIA TI0 3arojioBKaM / COJEp)KUMOMY BbIJIeJIeHHbIX CTPOK / CTOJIOIIOB.

Brmomnxure KOMaHy KOHTEKCTHOI'O MEHIO BcraBuTh 3HAYCHMS U (l)OpMaT.

— Haxmure  coderanwe — wimaBum — Ctrl+tAlt+V (Windows,  Linux) wm

$Cmd+~<=Option+V (macOS).

4.6.9 Imena B ¢popmysiax u QyHKIHSIX

IIpu pabore ¢ OOJILIIMMHU MaCCUBaMM JaHHBIX 9aCTO MCIOJIb3yEMBIM siYeliKaM, hala3oHaM
sg4eeK, KOHCTaHTaM U (GopMyJiaM MOXKHO IIpUCBanBaTh UMeHa. MiMeHa ncronb3yorcs B popmysax u
byHKIMAX U 00JIeryaroT UX HallMcaHue U BOCIpUSITHE.
Hanpumep, ¢ynkmus =CYMM(IIpogaku) BBOIWTCS Y BOCIHPHHHMAETCS Jierde, 4Yem
¢ysakmus =CYMM(D2; D20).
Hwmena fiengrcs Ha ABa TUIA:
— 3agaHHBIe — NMeHa, KOTOpbIe I10JIb30BaTelb BpYYHYI0 Ha3HAYWI sSYeliKaM, Juana3oHaMm,
KOHCTaHTaM U (popMyJIaM.
— Tabnauunble - wYMeHa TaOJWI[, K KOTOPbIM IIpUMeHeH TaOIWYHBIA CTUIIb
¢dopmartvpoBanust B mporpamme Microsoft Excel (ux Takke Ha3bIBAIOT «YMHbIMU»
mabauuamu). MmMeHa «yMHBbIX» Tabmui co3patoTcss B mporpamme Microsoft Excel

dBTOMaTHU4YeCKH.
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Kpome Toro, uMeHa pa3iuyaroTcst 10 06J1aCTH JIeHCTBUS:
— TI'nobanbHBIE — MOTYT UCIIOIb30BAThCS Ha JIFOOOM JIUCTE 3JIEKTPOHHOM TabJIUIBI;

— JlokanbHbBIE — MOT'YT HUCIIOJIb30BATHCS TOJIBKO Ha JIMCTE, Hd KOTOPOM ObLIH 3a/1aHBbI.

s paboThl C UMEHAMU UCITOIb3YIOTCS:

— Ilome muama3zoHa — pacmoJiokeHO ciieBa OT CTpPoku ¢opmyn (cM. Pucynok 220). Ilpu
HeoOXOJIMMOCTH T0Jie JHalla30Ha MOXKHO pacliuputhb. [ljis 3TOro HaBenWTe Kypcop
MBIIIIA Ha TPaByI TPaAHUITY TOJS TakK, YTOObI OH TPHWHSUI BUJ JIBYHAIPaBJIEHHOM

CTpPeJIKH, U, 3d’KdB JIEBYIO KHOIIKY MBIIIIH, [IepeMeCTUuTe I'paHUIly I10JId BIIPABO.

A1 v| 2 v i

Pucynoxk 220 — ITosnie guanazoHa

— I[I/ICIIET‘-IEP HMEH — OTKPLIBAETCA IIPU HAXXATHU Hd KHOIIKY @ (III/ICIIET‘-IEP I/IMEH) Ha

6okoBoy nanenu (cMm. Pucynok 221).

b~ {5 ] A4 (@)~

NaHHble Bcraeka ~

= [wucnetuep nmeH Q
1
3agatb UMA
Haintn
Cv
_ Cx
Bce umeHa v 1= ~

=CYMM(Mou[laHHblie)

Vicnonb3yiTe MMeHa BMECTO CChIIOK, Y4TODbI
obnerynTe NOHMMaHKWe GopMyA

Pucynok 221 — [Tucnietyep numeH
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4.6.9.1 3agars uma

Hms MoxeT comepaTh:

— OYKBBI;

— 1udpBI — He I0MyCKAeTCs UCIIOJIb30BAaHKWEe B Havajle UMeHH;
—  CHMBOJIBL:

— _ (moguepkvBaHue);
— \ (obpatHblii ciier);

— . (TouYka) — He AOITyCKAeTCsl UCIIOIb30BaHUE B HaYasle UMEeHHU.

HWMs MOXXHO 3a/iaTh C TOMOIIBIO TOJISE Juana3oHa (ObICTPBIA CHOCO0) WM C MOMOIIbIO

IZ[I/ICI'I(-!T‘IEPI:I HMEH.

4.6.9.1.1 3agaTn M4 C IOMOIIBIO ITOJIA AUAIIa30HA

C nomo1iibio 1oJist JUana30Ha MOXKHO ITPUCBOUThL UMS sSiUeiiKe WM Uara3oHy sueek. MM,
3aJlaHHOe C IIOMOIIIbIO T0JIS1 IMAaIla30Ha, SIBJIsIeTCs ITI00aIbHbIM.
YTo0bI 3a71aTh UMsI C TOMOIIIBIO TIOJIS IMATia30Ha, BBHITIOIHUTE CIIeAyIole IeHCTBUS:
1. Boimenure sdeliky / [uama3oH s4yeek, KOTOpPOMYy TpeOyeTcs TIPHUCBOUTH HUMs
(cm. Pucynok 222).

2. B mojsie quamnasoHa BBeguTe UMS4.

Cruaxal v 2 v fx o0l
A B C D E F

1 |HammenoBanue |Ilena 3a ejn. KonngecrBo CrouMocrhb ‘CKHI[KH CTOMMOCTB CO CKHJIKOH
2 |Tomap A 20 5 100 0.1 90
3 |Tomap B 36 25 900 0,2 720
4 |ToBap G 48 20 960 0,1 864
5 |Toeap D 50 18 900 0,1 810
6 | 2484

Pucynok 222 — Co3fianue WMeHH ¢ TIOMOIIIBIO T10JTS TMana3oHa

3. UtobBl coxpaHuUTh MMs, HaxMuTe kiaBuily Enter. Eciu TpeGyercs ynanuTth aHHBIe,

BBeJ/IeHHbIe B IIporecce CO3dHUA NMeHH, HaXKMUTE KJIaBUIITy Esc.
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4.6.9.1.2 3agaTh uMsa ¢ moMoinkio Jlucneryepa UMeH

C IIOMOIIBIO HI/ICHQT‘IEPB HMEH MOXHO IIpUCBOUTHL HMA sTYerKe, AUAIla30HYy s4YeeK,

KOHCTaHTe Wiu hopmyiie.
YToOBI 3a1aTh UM C TIOMOIITBI0 JllcneTyepa UMeH, BHITIOJTHUTE CJIeIyIONIre JeHCTBHYS:
1. Ecmu Tpebyetcs 3agaTh UM TSl TYEHKUA WM JUaria30Ha si9eeK, BhIIeJITe UX Ha JIUCTe.
Ecmm tpebyetcs 3agaTh UM ISl KOHCTAHTBI WK GOPMYJIbI, ITPOITYCTUTE 3TOT IIIar.

2. OrtkpoiiTe Iucneryep MMeH OIHUM U3 CJIeIYIOIIUX CIIOCOOOB:

— Bribepure nmyHKT KOMaHHOTO MeH!o JlaHHbIe > 3amaTh uM4 (cM. PrcyHok 223).

Janneie  WMuctpymentsr Bug  OBwwi goctyn Hag
3agate MMA..,

¥npaeneHwe zawmTol r

Pucynok 223 — IIyHKT KOMaHAHOTO MeHIO 3aiaTh HMS

- H_IQJ'I‘IKOM npaBoﬁ KHOIIKY MBIIIIH 110 BBIJIEJIEHHOM ST9erKe / ANAIld30HY d9€eeK OTKpOﬁTe

KOHTEKCTHOE MEHIO U BbIIIOJTHUTE KOMdHIY BaﬂaTb M.

— Ha 6oxoBol naHen HaXXMUTe KHOIIKY & (Mucnerdyep umen). B Jlucnieruepe umen

Ha)KMUTe KHOTIKY 3aaTh uMst (CM. PrcyHok 224).

= [ucneTtyep UMeH Q

3agatb Ums

Hauntu
Cv

Bce umeHa v = v

=CYMM(Mow/laHHbie)

W cnonb3ynte uMeHa BMECTO CCbINOK, UTOBbI
obneryntb NoHmaHwe Gopmyn

Pucynok 224 — Knonka 3apaTh ums
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3. B {ucmerdyepe UMeH yKaXuTe JTaHHbBIE IS CO3IaHus uMeHH (cM. PucyHok 225):
— B none Ama ykaxute UMs siueiikul / 1Uana3oHa / KOHCTAHTHI / GOPMYJIbl UM OCTaBbTe
uMsi o ymomdaHuto. [lo ymomdanuio npucBamBaercs ums [Amsa_n], rme n —

HOpﬂ}IKOBbIﬁ HOMEp UMEHOBAHHOI'O JJIeMeHTa.

= [ucneTtyep UMeH Q
I e
Cv
= CX
‘ MMH_‘I| X
="Nncr1'1$D$2:$D3%5 X
Bce amcrbl v

loToBO OtmeHa

Pucynok 225 — Co3nanue uMeHu ¢ nomoibio Jlucmeryepa umeH

— FEom uMs co3naetcs [uis siueiiky / Tuara3oHa siueek, B mojie CchUIKa aBTOMATUUeCKU
dopmUpyeTcs CChbUIka Ha siUeMKy / WAla3oH, BbIIeJIeHHbIM Ha repBoM mmare. [lpu
HEOOXOIMMOCTH CChUIKY MOXHO pelaKTUpPOBaTh BPYYHYIO WM BbIOPAaTh MBIIIbIO HA
JIMCTe APYTYIO STYedKy / ANAara3oH, YToObl CChIJIKa OTPeJJaKTUPOBA/IaCh aBTOMATHUUECKH.

Ecmu umst cosmaercss 1yt KOHCTaHTBI wiu ¢dopmysbl, B mojie CchUIKa BBeIUTe

TpeOyeMyt0 KOHCTaHTY / GOpMyJTy BPYUYHYIO.

CchlIky Ha SYEHMKU U AUAlla30Hbl d49eeK 110 YMOJIYdaHWIO OTO6pa)KaI-OTCH KaK

abcomoTHble. [Ipeobpa3oBaTh UX B OTHOCHUTENIbHBIE MOXHO BPYUHYIO.

- B BbIIId/IdIOIeM CIIMCKe YKaXuTe, re 6YI[ET HCIIOJIb30BATBCA WM. HAd BCeX JIMCTaX

SIIQKTPOHHOI‘/’I T86JII/IHI>I WJIA Ha OIIpeJieJIeHHOM JIMCTe.

4. Haxwmure xkHornky I'oToBo wmm knapunry Enter.
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CozmanHoe uMs oTobpasutcs B ciiricke J{ucmerdepa umeH (cM. PucyHok 226).

= [lucnetyep UmeH Q
I e
3agatb ums
Cv
_ CX
Bce umeHa v = <
& Nma_1

="Mluct1'I$E$2: SESS

Pucynok 226 — Co3nanHoe ums B Jlucnerdepe nuMeH

4.6.9.2 HaiiTu umsa

HWMs MoXHO HaWTH C IIOMOMIIBIO ITOJIA JWAlla30HA WJIM C IIOMOIIBIO I[ncrlequpa HMEH.

PEI‘I/ICTp CHMBOJIOB IIpH ITIOMCKEe NMeHHU He YIUTbIBAeTCA.

4.6.9.2.1 HaiiTu c moMOIIBLIO IT0JIS JHANa30Ha

J1J1s1 GBICTPOrO IIOKCKA UMEHH BBIIIOJIHUTE ClleAyIolIye NelCTBUS:

1. IlenkHuTe IO MOJIIO JUANA30Ha.

2. Haunute BBOAMTH TpeOyemMoe uMs. B BbImajaromem crvcke oTobpasaTcs HWMeHa,
COOTBETCTBYIOIME YCIIOBUSM IorcKa (cM. PucyHok 227).

3. Boibepure Tpebyemoe 1UMsl C TIOMOIIbIO MBIIIY WIN KJIaBUIII KJIAaBUATYPBHI:

— IlenxHUTe IO UMEHH JIeBOM KHOITKOM MBIIIIH.

- BLI)IEJ'II/ITQ HMs C IOMOIIbIO KJIaBUII KJIdBUATYPhI l nu T U HA)KMUTE KIIdBUIITY Enter.

-] T~ &

{J Crowmocts ="Nner!'1$D$2:... I

) CToMmOocTb_Co_cKnaKOiA =TIt T'1$F$2:...

yﬂpaBﬂE‘HMe 3a4aHHbIMW MMeHaMK

Pucynok 227 — BeICTpbIi IOWCK IO UMEHU
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YTob6bl MPOCMOTPETh BeCh CIIMCOK WMeH W BbiOpaTh M3 Hero tpebyemoe UMsl, BBIIIOJTHUTE
CJIeyIolve IeNCTBUS:
1. Pa3BepHuTe Bech CIKMCOK UMeH. [[Jis 3TOro B MoOjie JMamna3oHa HaXXMHUTE KHOIIKY
(cm. Pucynok 228).
2. Bribepure TpeGyemMoe UMsl B CIIMCKe C MTOMOIIIbIO MBIIITH WIK KJIaBUII KJIABUATYPHI:

— IlenxHUTe IO UMEHU JIEBOH KHOITKOM MBIIIIH.

- BbI}IEJ'[I/ITe WM C IIOMOIIbIO KJIaBHUII KJIdBUATYPhI l u T " HA)KMUTE KIIdBUIITY Enter.

[ a1l v| ¥ v &
) Konnuectso ='Nlnct1'1$CS2...
) Croumocts ="Nnct1'1$D$2:...
) CToUMMOCTb_CO_CKMAKOIA = IMcT1'ISF$2:...
' LeHa 3a en ='Inct1'1$BS$2....
YHpaBﬂE'Hlfle 3a4daHHbIMW MMEeHaMMK

Pucynok 228 — Cnircok umen

Ecim BeiOpaHHOe MM IPUHAJIEXKUT sidelike / IMANA30HY sS4YeeK, TO 3Ta ssYerKa / quana3oH
BbIZIEJISIETCS B 3JIEKTPOHHOM Tabuuiie.

Ecimu BpiOpaHHOe MMSI TIPUHAJJIEXXUT KOHCTAHTe WM ¢opMysie, OTKpbiBaeTcs: Jucmerdep
HMeH, B KOTOPOM aBTOMaTHUYeCKH BbIIeJISIeTCS] CTPOKA IAHHOT'O UMEeHH.

Ecm vMs sgueliky/muana3oHa siyeek / KOHCTAHTBI / ¢OpMyJibl BBHIOMpPAeTcsl B pexume
pPelaKTUPOBaHUs STYeUKH, TO OHO BBOJIUTCS B siUeMKYy B KaueCcTBe 3HAueHHUst GopMyJibl / PyHKITUU

(cM. pazziern HUXeE).
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4.6.9.2.2 Haiiti ¢ momompbio Jlucneryepa uMeH

OTkpoiiTe Iucnerdyep MMeH OIHUM U3 CJIeIIOIIUX CIIOCOOOB:

— Ha 6okoBo# aHe u HaXKMHUTe KHOTIKY @ (ducneruep umeH) (cMm. Pucynok 229).

y = [ncneTtyep UMeH Q
| A
3agath MM
Hautm
C~v
. Cx
Bce nmMeHa v = =

<{J Konnuecteo
='"Nnct1'1$C$2:$C$5

{J Croumoctb
='Nlnct1'1$D$2:$D%5

{J CToumocTb_co_ckunakoi
="NncT1'1$F$2:5F$5

) UeHa_3a_ea
='"flnct1'1$B$2:$B$5

Pucynok 229 — Jlucnetyep umeH

— B mone Aalla30Hd HAXKMHUTE KHOIIKY * W BbIIIOJIHUTE KOMdHOY anaBJlenne

3aJaHHBIMH HMeHaMH (cM. PucyHok 230).

| o T v A&
) Konuuectso ='/ncT1'1$C$2....
<) Croumoctb =ncT1'1$D$2:...
) Croumocts_co_ckuakoii ="NnctT'I§F52:...
) LleHa_3a_es = Nnct1'1$BS$2:...
YnpasneHuve 3a4aHHbIMU MMeHaMN

10

Pucynok 230 — Komanzia YnpasiieHue 3ailaHHBIMH HMEHaMH
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B Mucneryepe umeH oTtoOpakaeTcs MOHBIM CIIMCOK UMEH, KOTOPble COAEP>KUT TeKyIlas
anekTpoHHas Tabmuina (cMm. Pucynok 229). [l1s 6bICTPOro moucka Mo CIKCKY MCIIOIb3yHTe CTPOKY
MOVICKA ¥ UTHCTPYMEHTHI GUITBTPAITH / COPTUPOBKHU.

J1J1st TorcKa UMeHHU C MTOMOIIIbIO CTPOKHY IIOKMCKA BBITIOJIHUTE CIIeAyIOIye IeHCTBUS:

1. VYcraHoBuTe KypcoOp B CTPOKY IOHCKA.

2. Haunute BBOOUTHL Tpebyemoe WMs WM CCHUIKY / KOHCTaHTy / GOpMyiy, KOTOpPOH

IIPUCBOEHO 3T0 UM (cM. PucyHok 231).

} ; = [uncneTuep UMEH Q
l o
3aaatb UM
CTOVIl X ]
Cv
_ Cx
Bce umeHa v = «

{J Croumoctb
="Mlvct1'1$D$2: $D%5

<{J CToumOoCTb_CO_CKUAKOM
="Nvct1'1$F$2:$F$5

Pucynok 231 — Ctpoka nowucka

[lo mMepe BBO/IA IaHHBIX MJis MOMCKA CIIMCOK HMMeH OyJleT COKpaIlaThCs 10 3HAYeHUH,

COOTBETCTBYIOIIHX YCJIOBUAM IIOMCKA.

st unbTpauu CMcKa BHITIOJIHUTE CIIeAYIOIIHe IeHCTBUS:
1. enkaute no oo Bece umena (cM. Pucynok 232).
2. B BeImagaroriem CIiMcke yKaXkuTe, Kakylo IPyIITy UMeH ciieflyeT 0TOOpaXkaTh B CIIUCKe:

- BH,IIaHHI:IE HNMeEHd — MeHd, 3d/IdHHbIe I10JIb30BaTeJjleM BPYUHY1O;

— Wmena Tadsmmiy — MMeHa «yMHbIX» TaOJIuIy;

— JlokanbHBIE: 3ITOT JIMCT — HMeHd, KOTOpble MOTr'yT HCIIOJIb30BATbCA H4 JIUCTe,

OTKPLITOM B JIAaHHBIA MOMEHT;

— T'Js100anbHBIE: BCE JIMCTHI — HMeHd, KOTOpbIe MOI'YT HCIIOJIb30BATBbCA Hd JIFOOOM JINCTe

AJIEKTPOHHOM TaOJIHITHL.
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=2 [lncnetuep vmeH Q
3agatb UMA
Crou X
Cv
. (4
Bce nmeHa e S

v Bce UMeHa

3afaHHble MMeHa

Mmena Tabamy

JflokanbHble: 3TOT AncT

[nobanbHblE: BCE NMCTbI

Pucynok 232 — Ilonie Bce numena

Y1065 BHIOPATh CII0CO6 COPTHPOBKYU CIIMCKA, BHIITOJHUTE CIIeAYIOIYe eHCTBHS:
1. Haxwmwure Ha kHOTIKY [= (cM. Pucynok 233).
2. Bribepure criocob COPTHPOBKHU:
— Ilo umenu (A-fI) — copTMpoBKa [0 3HAYEHWIO, YyKa3aHHOMY B mone HWms

(TTo BO3pacTaHUIO);

— Ilo wumenu ($SI-A) — copTMpoBKAa [0 3HAYEHWIO, YyKa3aHHOMY B mone HWms

(o yObIBaHMIO);

— Ilo ampecy (A-$I) — copTHipoBKa 1O 3HAYEHHWIO, yKazaHHOMYy B Tmoje CchUika

(110 BO3pacTaHuIo);

— Ilo ampecy (SI-A) — copTHpoBKa 1O 3HAYEHHWIO, yKazaHHOMY B Tmoje CchUIKa

(o yObIBaHMUIO).
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= [wncnetyep MMeH Q
x
3apatb UM

Cv
— Cx
Bce vMeHa v | 1= ~

v o vimeHn (A-A)

{7 Konmuecteo Mo mvern (8-A)
="nct1'1$C$2:$CE5
Mo appecy (A-A)
{J CroumocTb
='MlucT1'1$D$2:$D$5 Mo aapecy (A-A)

Pucynok 233 — Bei6op criocoba COpTUPOBKY CIIUMCKA

YToOBbI TOCMOTPETh, KAaKOU siyeiike / IWAa3oHy COOTBETCTBYET WMMsl, BBIJIEJIUTE 3TO UMS B
crivcke. $ldeiika / Auana3oH BbIIEJIUTCS B 3JIEKTPOHHOM TabuIle.

Ecm vMsa sueliku / nuamna3oHa siyeek / KOHCTAHTBHI / (GOpMYyJIbl BbIOMpAaeTcsi B pexxume
PelakTUpPOBaHUS STYeMKH, TO OHO BBOIUTCS B sUeiKy B KauecTBe 3Ha4eHUs] GOpMyJibl / PYHKIUU

(cM. pazzen HUXeE).

4.6.9.3 BBectn ums B popMyiry Wi QyHKIHIO

BBon ¢opmyn u yHKIMEI, KOTOpble cojiepXaT MMeHa sideek / JWAla30HOB syeek /
KOHCTAHT / pOpMYII, OCYIIECTBIISIeTCSl CTaHaPTHBIMU CIIOCODAMM.

Hms B dopmyiy wir GyHKITHIO MOXKHO BBECTH CIIeIYIOLIUMU CIIocobaMu:

— BpPYYHYIO,

—  C IIOMOIIbLIO MOJIS TUAIIa30Ha,

— cnomoisio Jlucnerdepa uMeH.

YToOBI BBECTH MMSI BpYUHYIO, BHITIOJIHUTE CJIeIyIONIre JeHCTBUS:

1. Haunute BBOIUTH UMs (cM. PucyHok 234). B BoimagaronieM crivcke 0TOOPas3sTCs UMeHa,
COOTBETCTBYIOIIME yCIIOBUSIM TIOUCKA.

2. BpibepuTte UM C IIOMOIIBIO MBIIITH WK KJIABUII KJIaBHUATYPHI:

— IlenxHUTE IO UMEHH JIeBOM KHOITKOM MBIIIIH.

- BbI)IeJ'II/ITe HMs C IOMOIIbIO KJIaBUII KJIdBUATYPHI l u T " HAXKMUTE KIIdBUIITY Enter.
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F

| CTonmocTE co ckmakoii |
0,1]=D2*(1-C)

& Cxmaka_

¢ Croumocts

& CTOMMOCTb_CO_CKMAKOM

F2 v fx  =D2*(1-C)
A B C D E
1 |HaumenoBanue |Ilena 3a en. KonxmaectBo CronmMocts |CKHOKa
2 |Tomap A 20 5 100
3 |Toeap B 36 25 900 0,2
4 |Toeap C 48 20 960 0,1
5 |Toeap D 50 18 900 0,1
6
7
8
9

>

Pucynok 234 — BBoj MeHU BPYYHYO

# CEFrOAHA

YTOOBI BBECTU UM C IIOMOIIBIO ITOJIA JHWAIlla30HA4, BBIIIOJIHHUTE ero IIOMCK TdK, KdK OIIMCAHO

B paznene 4.6.9.2.1 (cM. npumep Ha Pucynke 235).

‘\ CKUAK VJ fx =D2¥(1-)
C D F

<) Ckuaka_ ="nct1'1$E$2:...

TBO CromMocte |Cxugxa | Croumoctt co ckankoit |
5 100 0,1=D2*(1)

YrnpaBnenue 3aAaHHbLIMKN UMEHaMM 25 900 0,2 720
20 960 0,1 864
5 |Toeap D 50| 18 900 0,1 810
6 2484

7

YTo6sI BBeCTH UM C ITOMOIIbI0 JlucneTyepa MMeH:

Pucynok 235 — BBog iMeHM € IOMOIIBIO MOJIS1 IMAra30Ha

1. BhimonHMUTE TOWCK UMEHU TaK, Kak OMMCAHO B pa3iene 4.6.9.2.2.

2. BrpibepuTe UMSs C IOMOIIBIO MBIIIX WM KJIABUII KJIaBUATYph! (cM. PrucyHok 236):

BribepuTe uMst qBOMHBIM ITIETIKOM MBIIITH.

Briienvre 1Msl € IIOMOIIBIO KJIABUII KJIABUATYPEI | ¥ 1 ¥ HaxkmuTe kiiasuity Enter.

F2 v A =D2* (X x]
A B C D E F

1 |HammenoBanue |IleHa 3a en. KonnuectBo Croumocts |Crugka |C'rommcu, €O CKHIAKOH \

2 |Torap A 20 5 100 0,12D2%(1-)

3 |Toeap B 36 25 900 0,2 720

4 |Toeap C 48 20 960 0,1 864

5 |Toeap D 50 18 900 0,1 810

6

7

8

n|E W N> o w

2484

= [lucnetyep MMeH

Bce umeHa

) Kommuectso

='"Ninct1'1$C32:3C$5

{J Cknaka_

="lnct1'1$E$2: $ESS

Pucynok 236 — BBoj umenu ¢ nomoripio Jlucnerdepa umeH
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BribpanHoe ums moacTaBuTCs B dopmMyny / PyHKIM0. Eciv ums NMpUHAIIEXUAT sderike /

JUAIId30HY d4eeK, TO IdHHasd s9erika / JHAIld30H IIOACBETUTCA B BHGKTpOHHOﬁ Ta6m/1ue.

[Ipu HEOOXOIUMOCTH MOXXHO BBECTH B GopMyiy / GYHKIUIO JIOKAJIbHOE UMS C APYTroro
mucta. Jliis aToro BeiOepuTe ero B moJie AWana3oHa Win B Jlucrerdyepe uMeH Wiiv BPYYHYIO

BBeuTe cchulKy Buzia 'Sheet Name'!MyName. Hanpumep: "JIuct2''Mmsa_8.

4.6.9.4 IIpocMoTpeTh CBOMCTBA HMEHHU
YT0o6BI IPOCMOTPETh CBOMCTBA UMEHH, BBIIIOJIHUTE CJIe/lyIolIe JeHCTBUS:
1. OrkporiTe /Incnerdyep MMeH OHUM U3 CJIeAYIONIMX CIIOCOOOB:

— Ha 6okoBo# naHeny HaXKMUTe KHOIIKY @ (Mucnerdep umeH) (cM. Pucynok 229).

— B mnone OWdllda30Hd HaXXMHUTe KHOIIKY * ¢ BbIIIOJIHUTE KOMaHIOYy anaBJIelme

3aiaHHBIMHE HMeHaMH (cM. PrucyHok 230).

2. B I[I/ICIIET‘-IBPB HMEH HaBeuTe KypCOp MBbIIIH Hd Tpe6yeMoe UM 1 HA’)KMHUTE KHOIIKY

v (Pa3BepHyTh) (cM. Pucynok 237).

y =2 [ucnetyep umeH Q
3agatb msA

Cv
. cCX

Bce nmena v = v

{J Konnuectso ~

="Tlnct1'18$C$2:9CS5
<’ Ckvaka_

="Nnct1' I$ES2: SESS

Pucynok 237 — Knonka Pa3BepHyTh

Ecmv wMs npuHajyiexuT sdelike / [Wana3oHy sdyeek, TO JaHHAs siuedka / Juala3oH

BBIZIEJIUTCS B 3JIEKTPOHHOM TabJIHIIe.
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B Iucneryepe mMeH 0TOOpa3sTCs CBOMCTBA BhIOpaHHOTO MMeHH (cM. PucyHok 238). Tekct
B nojsix Ums u Cceplika rpu Heob6xoIMMOCTHA MOXKHO CKOTIMPOBATh.

YToOBI CKPBITH CBOWCTBA UMEHH, HAXMUTe KHOIIKY CBepHYTh.

=2 [lucnetyep umMeH Q
fx
3apatb MMA
Cv
_ CX
Bce nmena v = =

‘ Konuuectso

='"Nncr1'1$C$2:$C%5

I CBepHyTb

Pucynoxk 238 — CoiicTBa UMeHU

4.6.9.5 Yaamuts umsa

Ynanate MOXHO WMeHa, CO3/laHHble BpPYYHYIO. YajlleHWe WMeH «YMHBIX» TabJuIl
HEeJIOCTYIIHO.
YTOoOBI yHanuTh UMS, BBIIIOJIHUTE CJIeIyIolre NeHCTBUS:

1. OtkporiTe [IncneTdyep UMeH OHUM U3 CIIeAYIOIIMUX CIIOCOOOB:

— Ha 6oxoBo# naHeny HaXXKMUTe KHOIIKY @ (Mucnerdyep umen) (cM. Prucynok 229).

— B mnomne OWdlla30Hd HaXMHUTe KHOIIKY % ¢ BBIIIOJIHUTE KOMaHIy YIIpaBJIEHI/Ie

3aiaHHBIMH HMeHaMH (cM. PucyHok 230).

2. B JIncmerdyepe MMeH HaBeiUTe KypPCOP MBIIIM Ha Tpebyemoe MMs U HaXXMUTe KHOIIKY

v (Pa3BepHyTh) (cM. Pucynok 237).

3. Haxmwure kHOMIKY w (Ymanuts) (cMm. Pucynok 238).
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4.6.10 Ccpuika Ha IaHHBIE B IPYTOM IOKyMEHTe

B dopmynax u yHKIMAX TeKylero AJOKyMeHTa MOXHO CChUIAThCSl Ha JaHHbIE M3 OJIHOI'O

NJIN HEeCKOJIbKHUX BHEITHUX NOKYMEHTOB.

B aTOl Bepcuu npuiioXkeHus JeMCTBYIOT Clelytole OrpaHUYeHuSs:

Tekymui 1 BHEITHUM JOKYMEHTBI JOJDKHBI OBITH coxpaHeHbl B dopmare XLSX, ODS
nm XODS.

Texymuii ¥ BHEITHUA JOKYMEHTBHI JOJKHBI OBITh JIOKAJBbHBIMU, TO €CTh JIOJDKHBI
HaXOIUTHCS HEIMOCPeJCTBEHHO Ha BallleM KOMITbIoTepe.

[Mognep>xuBaeTcst co3naHue CChUIOK Ha YK M TMaa30HbI S'9eeK BHEITHEero IOKYMeHTa.
[lpu aTOM He [OMyCKalOTCS CTPYKTYpUPOBaHHbIE CChUIKM (CM. pasmen 4.6.11), a Takke
CCBUIKY Ha MIMeHa si9eeK M Iara3oHoB (cM. pa3nen 4.6.9).

Cchitka, KOTOpasi BBOAUTCS BPYYHYIO B siUedKy C UMeHeM (cM. pasnen 4.6.9), momwkHa
ObITh abcomoTHOW. [Ipy Cco3MaHMK WCTOYHMKA JTaHHBIX ISl UMEHOBAHHOTO AMAla3oHa

JJIA KOppEKTHOﬁ paGOTbI HY>XHO BBOOUTb a6COJ'II-OTHy1-O CCBUIKY.

CCbIJIKy Ha [OdHHble M3 BHeIIHero AJOKYMeHTa MOXXHO CO34daTb OJHUM U3 CJIeAYIOIIUX

CII0CO0OO0B:

OTKPLITb BHEIITHUM HAOKYMEHT U BBIIEJINTb Tpe6yeMy}o HqEﬁKy WK JHUAIla30H d49eeKk
I1eI9KOM MBIIIIH,

BBECTHU BPYYHYIO, He OTKPbIBasi BHEIIIHUM JIOKYMEHT.

4.6.10.1 Co3gaTh CCHLIKY HIeTYKOM MBIIIHN

Yrtobn1 B c])opMyne NIn CIDYHKI_[I/II/I TeKyIero OOKYMeHTad CO30dThb CCBbUIKY Ha [dHHbIe W3

BHeNIHEero JOKyMeHTa e/ TYKOM MBI, BBITIOJIHUTE ClleayIolre IIQIZCTBPISI:

1.

OTkpoliTe AOKyMeHT, B KOTOpoM OyjneT conepkarbCs ¢opMmyna Wi ¢QyHKIUS CO
CCBIJIKOM, Y BHEIITHUM JIOKYMeHT, Ha JIaHHbIe KOTOPOTO TpeOyeTcsl co3/1aTh CChUIKY. Ecim
BHEIITHUM JOKYMEeHT ObUI OTKpBLIT paHee, ybemuTech, YTO B HeM COXpaHEHbI Bce
BHeCeHHbIe u3MeHeHus (cM. pazzen 4.1.10).

B Tekymiem NokyMeHTe BbIJeNUTe sUelKy, B KOTOPYIO HY>KHO BBeCTH GOpMyIly WIH
byHKIHIO.

B CTpPOKe q)OpMYJ'I WJIK HelloCpeJICTBEHHO B s4Jelike BBeJUTe 3HAK = M HAYHHUTE BBOOUTH

dopMyy Wi QyHKIIHIO.
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4.

[TepeiinnTe Kk BHelllHeMy JOKYMeHTY U BbIOepUTe JIMCT, Ha SYeKy WM AUalla3oH sdeek
KOTOpOT0 TpebyeTcs CO3[]aTh CCHUIKY.

Bribepute Ha nmcTe TpeOyeMyro s4eliKy WM AMala3oH sdeek. B crpoke ¢dopmyn
BHEIIIHeT0 U TeKyIlero JIOKyMeHTa 0TOOpa3uTcsi BBefleHHas: ¢popMysia Wi QyHKIUS U3
Tekymero mgokymeHTa. Ilpu Heobxomumoctu dopmyny / GYHKIAIO — MOXKHO
pellaKTUPOBaTh KaK B TEKYI[eM, TaK U BO BHellIHeM JJOKyMeHTe.

[TepelimuTe B TeKymni JOKYMeHT, 3aBepIlIUTe BBOJ QyHKIUU WIA POPMYJIbl U HAXKMUTE

KHOTIKY O: cTpoke GpopMyJ1 WK HAXXMUTe KiiaBuity Enter.

4.6.10.2 BBecTH CCHUIKY BPYYHYIO

YtoObI B C];)OpMYJ'IQ nin (1)YHKLII/II/I TEeKYILIero JOKyMeHTa CO3[0dTh CCbUIKY Hd JdHHbIE M3 BHEIITHEIr'o

JIOKyMeHTa BPY4HYI0, HeOOXOMMO BBeCTH CTPOKY BU/Ia 'myTh[ums.pacimpenue]/Iuct'! fIueiika, rie:

IYTh — [IyThb K BHEIIHEMY JIOKyMeHTY, KOTOPbII MOXeT ObITh yKa3aH Kak:
— OrtHoCUTeNbHBIM IYTh — IYTh K BHEIIHEMY JI0KYMEeHTY, OIKChIBaeMbIii OTHOCHUTESIbHO
6azoBoi IUPEeKTOPUU VICXOJIHOTO JIOKYMeHTa.

[Tpumep: ../Subfolder/Buenmmii jokymeHT.xIsx.

— AOCOMOTHBIM MYTh — MyTh K JIOKYMEHTY, OMUChIBaeMbIH OT KOPHSI JIOTMUECKOTO JIUCKa
(kopHs YCTaHOBJIEHHOU OIepalMOHHOMN CUCTEMBI).

[Tpumep: C:/Users/ Username/Downloads/Subfolder/Buenmii noxymeHr.xlIsx.

— AOCOMOTHBIM MyTh K BHEITHEMY JIOKyMeHTy C UCIIOJiIb30BaHWeM cxeMmbl file (cxema
URI). [Tpumep: file:///C:/Users/Username/Downloads/Subfolder/Buernmii

DOKyMeHT.xIsx.

UMs.pacuIdpeHHe — WMs M paciivpeHue BHeltHero daiia. Hanmpumep: Buenrnmii
IOKYMeHT.xIsx.

JIucr — vMms ucTa Bo BHelIHeM okyMeHTe. Hanpumep: JIucrl.

flyeiika — afpec s4YeMKY WIK JUala30Ha siueek BO BHelllHeM AokyMeHTe. Hampumep: Al

wm Al:A10.

IIpumeput dna OC Windows

B npumepe Hmwxke nokyMeHT document.xlsx, pacrosyiokeHHbI B 06a30BOM JUPEKTOPUH

C:/Users/Username/Downloads/, cceiyiaeTcst Ha JaHHble W3 BHeIIHero JokymeHTa external.xlsx,

PAacIiooXeHHOI0 B TOU e TPeKTOPHH.
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OTHOCHTeNIBHBIH 1Ty Th K BHEllIHeMy JOKyMeHTY

Jexternal.xlsx

AOCOMIOTHBIY NIYTh K BHEIIHEMY JJOKYMEeHTY

C:/Users/Username/Downloads/external.xlsx

ABCONIOTHBIN MyTh K BHEIIHEMY JOKYMEHTY C
ucnojb3oBanreM cxemsl file (cxema URI)

file:///C:/Users/Username/Downloads/external.xIsx

dopmysa ¢ OTHOCUTETHHOM CChUIKON

='[external . xIsx]JIucT1"!A1+Al

DyHKIHMSA ¢ aDCOTIOTHOM CCHUIKOM

=CYMM('file:///C:/Users/Username/Downloads/
[external.xlsx]JIucT1''A1:A10)

B mpumepe Hmwke mokymeHT document.xlsx, pacrmosiokeHHBI B 0a30BOM JIUPEKTOPUHU

C:/Users/Username/Downloads/, cceiyaeTcst Ha JaHHbIe W3 BHeIIHero JoKymeHTa external.xlsx,

pacrionoxeHHoro Bo BioxkeHHoH aupektopun C:/Users/Username/Downloads/Subfolder/.

OTHOCUTENBHBIN TYTh K BHEIIHEMY
JIOKYMEeHTY

./Subfolder/external.xlsx

ABCONIOTHBIN MTyTh K BHEITHEMY JOKYMEHTY

C:/Users/Username/Downloads/Subfolder/external.xlsx

ABCONIOTHBIN TyTh K BHEITHEMY JOKYMEHTY
¢ ucnosnb3oBaareM cxemtl file (cxema URI)

file:///C:/Users/Username/Downloads/Subfolder/external.xlsx

PopMyiia C OTHOCHUTEIHHOM CCHUIKOM

='Subfolder/[external.xIsx]/IucT1"TA1+A1

®yHkUs ¢ abCOMOTHOM CCHITKOM

=CYMM('file:///C:/Users/Username/Downloads/Subfolder/
[external.xlsx]JIucT1'TA1:A10)

B npumepe Humxe nokymeHT document.xlsx, pacrionoxeHHbI B 0a30BOW JIWpPEKTOPUHA

C:/Users/Username/Downloads/, cceinaeTcst Ha JaHHble W3 BHeIIHero JIokyMeHTa external.xlsx,

PacmosioXkeHHOro B Apyrou aupekrtopud — D:/Documents/SomeFolder/.

OTHOCHTeNIbHBIN ITyTh K BHELITHEMY
JIOKYMEHTy

D:/Documents/SomeFolder/external.xIsx

ABCONIOTHBIN ITyTh K BHEIITHEMY JOKYMEHTY

D:/Documents/SomeFolder/external.xlsx

ABCONIOTHBIN MYTh K BHEIIHEMY JOKYMEHTY C
rcrnosib3oBanueM cxemsl file (cxema URI)

file:///D:/Documents/SomeFolder/external.xlsx

dopmysa C OTHOCUTEIBHOM CCBHUIKOM

='D:/Documents/SomeFolder/[external.xlsx]/IucT1''A1+A1

DYHKITMSA C aDCOMIOTHOM CCHUTKOM

=CYMM('file:///D:/Documents/SomeFolder/[external.xIsx]
Jluct1''A1:A10)
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IIpumepwt dna OC Linux u macOS

B npumepe Hmxe nokymeHT document.xlsx, pacrionoxeHHbIi B 0a30BOW IWpPEKTOpUU

/Users/Username/Downloads/, ccbuiaeTcs Ha AaHHble M3 BHelIHero jaoKymeHTa external.xlsx,

PAacIioIoXeHHOT0 B TOM e TUPeKTOPHH.

OTHOCHTeNIBHBIH 1Ty Th K BHEllIHeMy JOKyMeHTY

..Jexternal.xlsx

ABCONIOTHBIN My Th K BHEIITHEMY JOKYMEHTY

/Users/Username/Downloads/external.xIsx

ABCONIOTHBIN MyTh K BHEIIHEMY JOKYMEHTY C
ucrnojb3oBanreM cxemhl file (cxema URI)

file:///Users/Username/Downloads/external.xlsx

dopmyra ¢c OTHOCUTETHHOM CCHUIKON

="[external.xlsx]JIucTl"!A1+A1

®yHkMs ¢ abCOMOTHOM CCHITKON

=CYMM('file:///Users/Username/Downloads/
[external.xlsx]JIuct1''A1:A10)

B npumepe Himke nokymeHT document.xlsx, pacronoxeHHbIE B 0a30BOW JIUPEKTOPUH

/Users/Username/Downloads/, ccbutaeTcs Ha AaHHble M3 BHeITHero JoKymeHTa external.xlsx,

pacnosiokeHHOTO BO BiioxkeHHOM upektopuu /Users/Username/Downloads/Subfolder/.

OTHOCHTeNIBHBIH 1Ty Th K BHELIIHeMY JOKYMeHTY

../Subfolder/external.xlsx

AOCOMIOTHBIY NIYTh K BHEIIHEMY JJOKYMEeHTY

/Users/Username/Downloads/Subfolder/external.xIsx

AOCOMIOTHBIN TTyTh K BHEIITHEMY JOKYMEHTY C
rcnosib3oBanueM cxemsl file (cxema URI)

file:///Users/Username/Downloads/Subfolder/external.xlsx

dopMyia C OTHOCHUTEIHHOM CCHUIKOM

='Subfolder/[external.xIsx]/Iuct1"TA1+A1

DyHKITHMSA ¢ aDCOTIOTHOM CCHUIKOM

=CYMM('file:////Users/Username/Downloads/Subfolder/
[external.xlsx]/TucT1'!A1:A10)

B npumepe Humxe nokymeHT document.xlsx, pacrionoxeHHbIE B 0a30BOW JIWpPEKTOPUHU

/Users/Username/Downloads/, ccbutaeTcs Ha AaHHble M3 BHeIIHero joKymeHTa external.xlsx,

pacnosioxkeHHoro B ipyrou agupektopuu — /Volumes/USB_flash/SomeFolder/.

OTHOCUTENBHBIN NIYTh K BHEIIHEMY JOKYMEHTY

/Volumes/USB_ flash/SomeFolder/external.xlsx

ABCOMOTHBIN TyTh K BHEIITHEMY JJOKYMEHTY

/Volumes/USB_flash/SomeFolder/external.xIsx

AOGCOIOTHBIN YT K BHEIITHEMY JIOKYMEHTY C
rcrnosb3oBaHueM cxemsl file (cxema URI)

file:///Volumes/USB_{flash/SomeFolder/external.xlsx

dopmyra C OTHOCUTEIBHOM CCBHUIKOM

='../Volumes/USB _flash/SomeFolder/[external.xlsx]
Jlmcr1"A1+Al

DyHKITMSA C aDCOTIOTHOM CCHUTKOM

='file:///Volumes/USB_flash/SomeFolder/[external.xlsx]
Jluct1''A1:A10)
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4.6.10.3 O0HOBUTE TaHHBIE

Tak kak JaHHBIE BO BHEIIIHEM JIOKYMEHTe MOTYT MEHSTbCS, PeKOMeHAYeTCsl TIepUOIMYeCcKy
OOHOBJISITH CCHUTKU Ha 3TU JAHHBIE B TEKYIIIeM JIOKYMeHTe.

Yrobbl OOHOBUTH CCBUIKM IIOCJIE OTKPBITHUS TEKYIIero JOKYMeHTa, HaXMHTe KHOIIKY
OOHOBHTH maHHBIE B CTpOKe YyBejnomyieHuss «CBs3aHHBIE IOKYMEHTHI MOIJIM H3MEHHTBCS.
O6HOBHUTE 3TOT JIOKyMEHT, 4TOObI MOJIy4dUTh MOCie[Hue HaHHble» (cM. Pucynok 239). JlanHas
CTPOKa 0TOOpaXkaeTcsl MOJI MaHeIbi0 HHCTPYMEHTOB.

[TpunoskeHrie BBHITIOTHUT TepecueT GopMys U GYHKIMH C y9eTOM HOBBIX 3HAUYEHUN U3

BHEeIIHEero JOKyMeHTa.

®Mavin [paeka Bcraska ®Qopmatr Tabmmua [flaHHeie  WucTpymentsl  Bua  Obuwmid aoctyn  Hagcrpodiku  Cnpaska

D - + — -
+ v (><] XO Thames v 12 v ATA =v 4o~ 123 % EH
[Nobasuts % v cas X K H oss A v £ ﬁ v E v vg} v 5 e
W3bpaHHoe Daiin Mpaska Wpudpr BuipaBHMBaHMe Yucnosoi... Aueitkn AaHHble Bcraska ~
CeAzaHHblE AOKYMEHTbI MOr I U3MEHWUTBLCA. QO6HoBUTE 3TOT AOKYMEHT, yTo6bl NoNyunTe NOCNEAHME AaHHbIE. 3EKPI=ITI=

Al v 2 v

oy

Pucynok 239 — Knonka O0HOBUTH TaHHEIE

Ecmm OOKYMEHT HeOOCTYyIIeH, TO IIoJ IIdHeJIbIl0 HWHCTPYMEHTOB OTO6p?:131/ITC$I CTPOKa
YBeJOMJIEHU «CBsI3aHHBI® HAOKYMEHTbl HeOJOCTYIIHbI. B Ta6J'II/II_IE‘ HCIIOJIb3YIOTCA TIIO0CJIeJHUEe

coxpaHeHHbIe JaHHbIe». HakmMuTe B TaHHOM CTPOKe KHOTIKY 3aKphITh (CM. PucyHok 240).

daiin  Mpaeka Bcraeka Qopmar Tabamua  [JavHbie  WMHctpymedtsl  Bug  O6wwid goctyn  Haactpoiku  Cnipaeka

= = + —
+ v X XO Thames vl v A7 A =v L v 123 FR EF
[JoBGaeutb S~ X K Y e A v £ ﬁ v Eﬂ v v"o v 5
W3bpaHHoe Daiin Mpaska Wpndt BuipaBHMBaHue Yucnosoii... Aueiikmn AaHHbie Bcraeka ~
CeA3aHHbIE AOKYMEHTbI HeflOCTYMHbI. B TaBauLe NCnonb3yoTcs NOC/eAHUE COXPAHEHHbIE flaHHbIe.
Al v X vk
~

Pucynok 240 — KHorika 3akpbITh

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOT'MH», 2013-2025 246



MonOdonc

Yto6bl 0OHOBUTH AaHHBIE NMPU paboTe C TOKyMEHTOM, BBIIIOJIHUTE OAHO W3 CIIeAYIOLIUX
JeMCTBUMH:

— Bribepure nmyHKT KOMaH/iHOTO MeHIo JlanHbie > O0OHOBHTH AaHHBIe (CM. PucyHok 241).

JavHble  WHcTpymenTel  Bug  O6wwid goctyn  Hagctpo

3a4ath UMA...
YnpasneHuve 3almTon ’

OBHOBWTL CBOAHYHO Tabanuy
HacTtpoutb cBOAHYH Tabavuy

Yaanute cBOAHYHO Tabanuy

HactpouTb yMHYO Tabamuy
Mpeobpa3oBatb B 06bIYHbLIW AWana3oH

Yaanurb yMHYH Tabaunuy

©f Tpynnuposars cTpoky

Fpynnuposate cTOAGLbI

pon E®

OumMCTUTD IPYMNUPOBKY

> Astocymma Alt+=
Yaanute aybnvkarel...
Pexxum nepecyeta g
! OB6HOBWTL AaHHbIe Ctrl +Shift+F5

MpoBepka fJaHHBIX

MocMoTpeTb Bce MpoBepKu

Pucynok 241 — Ilyukt komanaHoro MeHto OOGHOBHTBH TaHHBIE

I
— Ha manenmu wWHCTpyMeHTOB, B pasneie JlaHHBIe HakMHUTe KHOMKY r_ (OOHOBHTH

naHHbIe) (cM. PucyHok 242).

V-=zv@ B |C —
_ ol ~ &4 (@)
OaHHble Bcraeka

Pucynok 242 — Knonrka OOHOBUTB TaHHEIE

— Haxwmure coueranue kinapui Ctrl+Shift+F5 (Windows, Linux) wim $Cmd+{Shift+F5

(macO5S).

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOT'MH», 2013-2025 247



MonOdonc

HaHHbIe 10 BHEIIHHWM CChbIJIKAM OOHOBIISIOTCS IIpHU CO30aHHK HOBOM CCBIJIKM Ha JOKYMEHT
WJIN IIpU peldKTHPOBAHUHN Cym€CTBYIOHIeﬁ. B sTom Cllydae OOHOBIJISIOTCS JdHHbIe TOJIBKO IIO TeM

JIOKyMeHTaM, KOTOpble YKa3aHbl B CO3[JaHHOM / U3MeHEHHOU (popMmyiie.

Ommbka #REF! otrob6pakaercs B ssueiKax, eciiu:

— HpI/I CO3JdHHHU CCBLIKHA YKHBHHHbIﬁ B CCbUIKEe BHEIIHUM HOKYMEHT HeJl0CTyIIeH (I/IJ'[I/I

f B HEeM He CylieCTByeT YKa3aHHOI'O J'II/ICTa), U JId Hero HeT COXpPdHEHHBLIX paHee

3HAUYeHUH.

— HpI/I 3arpy3Kke JOKYMEeHTd IJi1 YKd3dHHOI'O B CCbLJIKe BHeIIHero [JOKyMeHTa HeT

COXPdHEHHbIX 3HaYEeHUM (HaHHI)Ie He ObUIH IMOJIy4YeHbI IIPHU CO3JdaHHUHN CCbIJIKI/I).

4.6.11 CTpyKTypHpOBaHHBIe CCBLIIKH

PaboTa co cTpyKTypHpOBaHHBIMU CChUJTKAMU MOJIEP>KUBAETCS TOJIbKO B «YMHBIX» TabJIHAIIaX

(cMm. paznen 4.8).

4.6.11.1 Ucnionbp3oBaHue CTPYKTYPHPOBAHHBIX CCHLIOK

@opMysibl CO CTPYKTYPUPOBAHHBIMU CCHUJIKAMUA OIEPUPYIOT He ajipecaMu siueek U
IUANa30HOB gYeeK, a WUMeHaMHM TaOJUIlbI W CTOJIOIOB TaOJUIIBI, a TakKe HA3BAHUIMH

obmacreii Tabmuilel (cM. PucyHok 243).

B10 v 2 v fx =MAKC[Tabamual[Npogamu]) C10 v 2 v fx =MAKC(Tabmua2[#0antsie])
A B A B C
¥ | F |

Bl Tosap B npogamu -} Bl Tosap B Mockea B nogmockoske [~}
2 |AnenbcHHbI 42768 2 |AnenbCcHHDbI 43768 11752
1 |BaknamaHbl 1400 31 |BaknamaHbl 1400 102608
4 |BaHaHbl 20755 4 |BaHaHbl 20755 69569
5 |BapaHkmM 17850 5 |BapaHkmK 17850 21482
6 |Bepmuwens 26180 6 |Bepmumwens 26180 920
7 |Tpyww 56606 7 |Tpyww 56606 13356
& |KaBauku 4884 B |HaBaukwu 4884 4290
9 |Mror 170443 9 |Wror 394490
10 MaKCMManbHbIA NoOKa3aTens 56606_ 10 MaKCMManbHbIA NoKazaTeNb 102608_

=
=
—_

Pucynok 243 — CTpyKTypupOBaHHbIE CCHITKA

B Tabunuite H1>Ke NpUBeieHbl IpUMepbl 0OBIYHBIX U CTPYKTYPHPOBAHHBIX CCBIIOK.
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Tabsmna 14 — Ilpumeps! cChLIOK

Onmucanue OOBIYHAA CCHUIKA CTpyKTypHpOBaHHas CChUIKA
Cchbuika Ha TUAIIa30H TIeeK =MAKC(B2:B8) =MAKC(Tabmunal [[Ipomaxwu])
cronbua Ilpomaxu tabmurms Tabsmmal
Ccblnika Ha 0071aCTh JAHHBIX =MAKC(A2:C8) =MAKC(TabmumnaZ[#/lannabie])
Tabsmne! Tadauma2

CTpyKTypUpOBaHHble CCBIJIKM MOTYT MCIOJIb30BaTbCsl Kak B Tabsiuile, Tak U 3a ee
rpeJielaMHu.

Ecin ¢opmyna co CTPyKTypHpPOBAaHHOM CCBHIJIKOM pacIiojioXkeHa HeIoCpe/ICTBeHHO B
Tabnlile, TO yKka3blBaThb Ha3BaHWe TaOJIMIbI B JJAHHOW CCbUIKe He HY>KHO. Eciau ums Tabiuibl 1o
KaKoOW-TMO0 TpHYMHEe YKa3blBaeTCs B CChbUIKe, TO OHO aBTOMAaTHMYeCKH yAajsieTcsl MpPH BBOJE
¢dopmysnel.  Hampumep, ¢opmyna =MAKC(Taomumal[IIpomaxu]) Oynmer aBTOMaTH4ecKu
ucrnpasiena Ha =MAKC([IIpomaxu]).

Eciu ¢popmyra co CTpyKTYypUpOBaHHOW CCBUIKOM PacIioyio)KeHa 3a IpefieslaMu TabJnIibl, TO

YKa3aHre UMeHU Ta6J'II/II_[bI ABJIgeTcs 00sg3aTeIbHbIM YyCi10BUEM.

4.6.11.2 CuHTaKCHC CTPYKTYPHPOBAHHBIX CCHIJIOK

CTpyKTypUpOBaHHbIe CCBUIKM MOT'YT OOpalllaTbCsl K JIaHHBIM, [lepeurClIeHHbIM B Tabiuile

HUXe.
Tab6smua 15 - Ykasarenu
Yxkazarensn Onucanue
#Bce Bcs Tabmnuiia, BiTIoYas CTPOKY 3ar0JIOBKA U CTPOKY UTOTOB (IIPY UX HAJTMYIUH)
#3aroyoBKu Tonbko CTpoKa 3aroyioBKa
#]1aHHbIE Tonbko CTPOKY TAaHHBIX
#HWtoro Tonbko cTpoka UTOTOB
@MHWms cronbia Syeiika Ha IepeceyeHUH TeKyIlled CTPOKH M YKa3aHHOTr'O CTOJIOIa
WIn (HesiBHOe TepeceveHue)
NJIn
#3Ta cTpoka VkazaTenb #9Ta CTpoKa aBTOMAaTUYeCKU MeHsIeTCs Ha yKa3aTellb (@

B Tabnuiie H>Ke IpUBeieHbl IpUMepbl CTPYKTYPUPOBAHHBIX CChUIOK.
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Tabsmna 16 — IlpumepsI CTPYKTYPHPOBAaHHBIX CCHLJIOK

Bcsa Tabimna Tonbko HaHHBIE ToabKko 3aro10BKu Toabpko uToru

Tabmura Tabmumal[#Bce] | Tabmumal Tabmunal[#3aronosku] | Tabmunal[#UTtoro]
Tabnumal

Tabmumal [#]anHbie]
Cronbert N | Tabnumal[[#Bce], | Tabmumal[N] Tabmunal [[#3aronoBku], | Tabmumal[[#UToro],

[NI] [NI] [N]]

Tabmumal [[#[lanHbie],

[NI]
Cronbust ¢ | Tabmumal[[#Bce], | Tabmumal[[N]:[M]] Tabmvmal[[#3aronoBku], | Tabmumal [[#H1Toro],
N oM [N]:[M]] [N]:[M]] [N]:[M]]

Tabnumal [[#[lanHbie],

[N]:[M]]

4.6.11.3 BBoj CTPYKTYpHPOBAaHHOMH CCHUIKH B pOpPMYJTy

Beon ¢opmya,

CTaHAAPTHBIMHU CITIOCODAMH.

KOTOpbIe COAepXKdT CTPYKTYpPUPOBdAHHbIE CCBIJIKH,

OCYyIIeCTBJISAeTCA

Yrob6bl ykazaTb B ¢opMyJsie Ha3BaHWe «yMHOW» TaO/WIbl, BBHIIOJIHUTE Cllefyollye

JeUCTBUS:

1.

e BRI =S L ¥ DR S FE R L ]

=oymm(t| |

EH TaGawual

BH Tabnwua?

Pucynok 244 — Cicok «yMHBIX» TabJIHIl

Haunwure BBOJUTL Ha3BadHHE Ta6J'II/II_IbI. B BBHIIIa1AIOIIEeM CIIHMCKe OTO6p83$ITCH Ha3BdAHHA

BCEX «YMHBIX» TaOJIUI], KOTOPBIE COIEPXKATCs B JoKyMeHTe (cM. Pucynok 244).

2. Bribepute HazBaHUe TPeOyeMOM TabIMUIIbI C IIOMOIIBIO MBIIIW MW KJIABUII KJIAaBUATYPBHI:

HazBanue Tabnuiibl mofCTaBUTCS B GOPMYITY.

IIenkHu1Te 110 Ha3BaHUIO TaOJIUIIBI JIEBOM KHOIIKOH MBIIIIH.

BbI)IeJ'II/ITe Ha3BadHHE Ta6JII/IL[bI C IIOMONIbIO KJIABUIII KJIdBHUATYPhI l, u T 1 HAKMUTE

kiaBuiry Enter.
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Yrob6sl BBecTH B popMyny uMs CTojbOl@ WIM yKaszaTelb Ha OO/ACTh JAHHBIX TaOJIHUIIBI
(manpumep, #UToOro vnu (@), BHIIOJIHUTE CJIeIyIOlIre JeHCTBHUS:
1. Bemute cumBon [ (yieBasi kBajipaTHasi cCkoOka). B BbinajaroieM crvcke oToOpassiTcs
Ha3BaHUs CTOJIOIIOB U yKa3aTejy Ha 06J1aCcTH AJaHHBIX TabuIbl (CM. PucyHok 245).
2. Bribepute TpeOyeMblii 3JIeMEHT CIIMCKA C TOMOIIIbIO MBIIITN WX KJIaBUII KJIaBUATYPHI:

— IIlesnkHUTE 1O CTPOKE 37IeMeHTa JIeBOW KHOITKOM MBIIIIH.

- BbI}IEJ'II/ITe CTPOKY JJiIeMEHTa C IIOMOIIbIO KJIdBHUII KJIdBUATYPbI l, u T 1 HAXMUTe

kiasuity Enter.

BriOpaHHbIN 371eMeHT MOoJCTaBUTCS B GOPMYITY.

=CYMM (TaGnayall |
@ - J1a cTpoKa

Toeap

(== TR = R ¥ B SR E R (R ]

Mpoaaxui

(=]

#
10 Bce

11 #[laHHble
12

13 #3aronosku
14

15

16

17

#Torm

Pucynok 245 — Crivcok Ha3BaHUI CTOJIOIOB M yKa3aTesiel Ha 00/IacTH JAHHbBIX

Ecmm ykazarenbs Ha o0macTh JaHHBIX TaOiuibl (Hanpumep, [#3arosoBku]) BBefieH B
¢$bopMyily KOPPeKTHO, TO OH BBbIJIeJIsieTCsl IIBeTOM, a B TabJuile MOACBEYMBAETCS Wamna3oH, K

KOTOpPOMY OH obpalijaeTcs (HanprMep, CTPOKa 3arojIoBKa).
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4.7 OnepaTopsl AeliCTBHIT

4.7.1 Apudpmerndeckne onepaTopsl

Apudmerndeckue omeparopsl (cMm. Tabmura 17) ompenenstoT onepanyu HaJl YUCIOBBIMU
¢dopmMaramu naHHBIX, a TakKe Hajl popmaTamu Jlara u Bpems.
Ecimm 3Hauenuve He MoxeT ObITh IpUBEJEHO K YHMCIY, B pe3yjbTaTe oOllepalyiu

BbIBonUTCA omnboka #3HAY!.

Ta6smmna 17 - ApudMernyeckue onepaTopsl

3Hak oneparopa 3HaueHue IIpumep
+ Cnoxenue =6+7
- Boruuranue =B12-B3
OTpuranue -45
* YMHOXeHUe =86*34
/ Jemnenue =36/3
A BosBenenue B cTenens =D8"2
% Brramcitenvie qosy B IpoIieHTax 76%

YTo6b!I U3BJIEYb KOPEHb YUCIIA, UCIIOJIb3YyHTe GOpPMYIly Clelylollero BUa:
=M"(1/N),
rie M — uuciio, U3 KOTOpPOro M3BiieKkaeTcs KopeHb, N — 110Ka3aTesib CTelleHHd KOPHSL.

Hanpumep, ¢popmysa =36 (1/2) usBiekaeT KBaJipaTHbIA KOPeHb YnCIa 36.
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4.7.2 OnepaTopbl CpaBHEHHSI

Omnepatopsl cpaBHeHust (cMm. Tabmuia 18) npuMeHSIIOTCS 1Uisi CpaBHEHUSs JIBYX 3HAYeHHUHU.

CpaBHI/IBaTb MOXKHO JTIOObIe THIIBI JAaHHBIX: YMCJid, AdThbl, CTPOKHX CHUMBOJIOB.

PesynbTat oneparuu cpaBHeHuUs — OHO M3 JIOTUYECKHUX 3HAUeHUM:

— HCTHHA - 3amvcaHHOe BbIpa’keHHe BEPHO;

— JIOXKDb — 3anmcanHOe BhIpakeHHEe HEBEPHO.

Taommuna 18 — OnepaTopsl cpaBHeHHSs

3Hak oneparopa 3HayeHue IIpumep
= PaBHo =6=6
> Bonbie =9>17
< Mesnb11e =A2<C3
>= Bousbliie uimm paBHO =0>=6
<= MeHnsbllle WM paBHO =P12<=7
<> He paBHO =3<>4

4.7.3 TexkcToBBII1 O1IEPATOP

TekcroBbiii oneparop (cM. Tabmuma 19) ucnonb3yercs st 0ObeIMHEHUS! JTaHHBIX U3

TEeKCTOBBIX d4eeK B OHY CTPOKY.

Tabnuna 19 — TexcroBrhlii onepaTop

3Hak omeparopa

Onucanmne

ITpumep

&

COE):[I/IHSIET CTPOKH U3 IBYX U OoJlee siueex B
HeIlpepbIBHYIO MOCJIeJOBATeJIbHOCTb CUMBOJIOB

Suetikn: A2 (Moit) u A3 (Odwuc)
®opmyna: =A2&A3

Pesynbrar: MoiOduc

YTo0OhI O6’B€I[I/IHI/ITB HdHHble U3 TpexX U bonee sA4eekK, HCHOHBBYﬁTe TEeKCTOBBIN orepaTop

nepeq KaXXibIM HOBbBIM dIpeCOM STYEUKHU.
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4.7.4 OnepaTopsbl CCHLIIOK

Omnepatopsl cceiiok (cM. Tabmuna 20) UCHoIb3yIOTCS ISl OIMMCAHUs CChIJIOK HA JTAANa30Hbl

sgdeek. CcbUtaTbCI MOXKHO KaK Ha SYEHKU TeKymiero JimCTa, TdK 1 Ha STYeMKH APYTUx JIMCTOB.

Tabsmma 20 — OnepaTopsbl CCHLJIOK

3HaK omeparopa

Omnmucanue

IIpumep

OnepaTop uana3oHa

CosmaeT CChIIKY Ha MATA30H SYeeK.
CraBUTCS MeXTy TIepBOM U MOCeIHel
STYeMIKOM IMalla30Ha

MozxeT IpUMeHSThCS Uil 00beIMHeHUS]
IMaTla30HOB si9eek. B aToM cirydae
BO3BpalllaeT AUANa30H MeXAy JeBOi
BepxHel U NpaBOi HIWKHEH S4efKaMy,
BKJIIOYas 3TU JUYeUKU

=CYMM(B2:C4)
(cMm. Pucynok 246)

=CYMM(A1:B1:C4:D4) —
CyMMa BCex sTueex,
PacCIoIOKeHHBIX MEeXTY

A1l u D4, Brirouas 3TU g4eiiku

(cMm. PucyHok 246)

[TpoGen OmnepaTop nepeceueHust
Co3snaeT cChUIKY Ha S'9elKH, KOTOpble =CYMM(A2:C4 B2:D4)
PaCIOIOXKeHbl Ha IlepecedeHu (cM. PucyHok 247)
YKa3aHHBIX /IMAIIa30HOB
'‘UMsTHCTA'! Co3maeT CChUTKY SYeKy WK Auarna3oH =CYMM(B2+'JIuct2''B2)

sTYeeK Ha JIPYToM JIMCTe TeKYIIero
TIOKyMeHTa

=CYMM(B2:C4+'JTuct2''B2:C4)
(cMm. PucyHok 248)

'MMsIMCTa NiuMsuTrcTa m'!

Co3maeT CChUTKY Ha OJTHY U Ty Ke sTuelKy
Ha HECKOJIbKUX JICTAX TEKYIIero
nokyMeHTa (3D-ccpiika)

=CYMM('fIuBaps_2019:
Hexadps_2019"'Al) — cymma
g4yeek Al Bcex JIMCTOB U3
YKa3aHHOTO JTMana30Ha

[Ipu BBO#e dopmyn BbIenuTe HeOOXOAWMBINA JIMaNa30H sueek (CM. pasfen 4.3.2), 94ToObI

He BBOJIUTb ero BPy4YHYIO.
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cé6 v > v fx =CYMM(B2:C4) D6 v > ~v fx =CYMM(AL:BI: )
A B C D A B C D
|
1 1 1 1 15
2 1 2 2
3 1 2 3
4 1 2 4 15 2 2
5 5
6 9l 6 36)
7 7

Pucynok 246 — Onepatopsl rana3oHa

D6 v > v fx =CYMM(A2:C4 )
A B C D
|
1
2 3 1 2 4
3 3 1 2 4
4 3 1 2 4
5
6 9l

Pucynok 247 — Onepatop nepecedeHust

B2C4 v 2 v fx =CYMM(BZC4+ )
A B is D E
|

1

2 1 2

3 1 2

4 1 2

5

6 18|

,

Pucynok 248 — OnepaTop CCBUIKM Ha ST9€HKH IPYTOTO JIUCTA
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4.8 «YMHBIe» Ta0IUIBI

4.8.1 Co3naTh «yMHYI0» TaOIHILY

«YMHBIe» TabIUIBI — 3TO AWAla30H sS9eeK, 00pa3yroIuX eJUHbIN 00BEKT C COOCTBEHHBIM
MMeHeM, BHYTpeHHel CTPYKTYpou (06sacTsMu) u ctusieM GopMaTUPOBAHUS.

«YMHBIE» TAOMUIIBI UMEIOT yHHKalbHOe B IpefieflaX JIOKyMeHTa UM (M0 yMOJYaHUI0 —
Tabauual, Tabauua2 vi T.J1.) ¥ COCTOSIT U3 CIIeAYIOMUX 06JIacTe:

— CTpOKa 3aroJyioBKa,

— 00m1acThb JaHHBIX,

— CTpOKa UTOTOB.

Ums  «ymHOW»  Tabiuubl, WMeHa CTOJIOLOB U obOjacTedl  WCHOJB3YIOTCS B
CTPYKTYpPHPOBAHHBIX CChIIKAx (CM. pasnen 4.6.11).

[Tpu pabote ¢ «yMHOI» TabJMIIel MOXKHO BBITIOJIHATD CJIeYIOIIKe OllepaIiu:

— PenmaktupoBaTh HaszBaHuUsSI CTONONOB. [Ipy 3TOM Ha3BaHUS CTONOIIOB aBTOMAaTHYECKU
OOHOBJISIIOTCSI B CTPYKTYPHUPOBAHHBIX CChUIKAx Tabiuinbl. Ecov BBeseHHOe Ha3BaHMe
yXXe CylllecTByeT B Tabiuile, K HeMy Oy/eT aBTOMAaTH4eCKu [00aBJjieH IMOPSIKOBBIN
HOMep, HarpuMep Ha3BaHUe «/lata» cranet «Jlataly.

— BcraBnsaTh cTpoKU U CTONOIBI MEXXY CYIIECTBYIOIIMMU CTPOKAMHU U cToIOIaMu (HO He
B KOHIIE TabOJIUIbI).

— KomupoBarh «ymMHBIE» TabIMIEI B MpefiellaX OAHOTO JIOKyMeHTa WIA U3 JOKYMeHTa B
IOKYMEeHT TpU YCJIOBUM, 4TO oOa JOKyMeHTa OTKPBLITHl B mpuioxeHun «MonOduc
Tabmuray. CkonmupoBaHHOM TabJuIle aBTOMAaTUYeCKH MPHUCBANBAETCSl YHUKAIbHOE UMSI.
Bo Bcex CTpPyKTypHpOBaHHBIX CCbUIKAX WM TaOJUIbI-OPDUTHHANIA aBTOMATUYeCKU
3aMeHseTCs] Ha UMsI TaOJIUIIbI-KOTHH.

— DboicTpo HacTpauBaTh MOPSIIOK COPTUPOBKU M GUIIBTPAIMIO 3HAUEHUW B CTOJONAX C
MTOMOIIbI0 aBTOMATUYECKU CO3/IaHHBIX GUIBTPOB B 3aT0JIOBKAX CTOJIOIIOB.

— HacrpauBarh BHeIIHUM BU TaOJIUIIBI: BBIOUPATh CTUIIbL OGOPMIIEHUST U3 UMEIONTUXCS B
KOJUTEKIIWH, BKITFOYATh WM OTKIIIOYaTh 001acTy TabuIlel (CM. pasnen 4.8.3).

— Pacmmpsate nuamnazoH «yMHOW» TaOIUIIBI A00OaBlIeHHeM HOBBIX JAHHBIX B CMeXXHBIe
stuediku (M. paszen 4.8.4).

— BuiOupaTh THI BBIYKUCIIEHUS B CTPOKe UTOTOB (CM. pa3zen 4.8.6).

— Ilpeobpa3oBbIBaTh «yMHYIO» TabIMITy B OOBIYHBIN TUANIA30H JAaHHBIX (CM. pa3nen 4.8.7).
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«YMHY10» TabaMIly MOXHO CO3/laTh TOJIBKO Ha TeKylleM JIMCTe JOKyMeHTa, ecili JIUCT He
3alUIIeH OT U3MEHEeHUN U TOJILKO B Pe)XuMe peJaKTUPOBaHUS.
[Ipu BBIOOpe [uMana3zoHa sS4eeKk Il «yMHOW» TaOJIMIBI pPeKOMeHIyeTCsl Y4YUThIBaTh
CJleflyrollye OrpaHuYeHus:
— DBpiOpaHHBIM [IMaa30H He JIOJDKEH IepecekaTbCsl C JIPYrod «YMHOW» WM CBOJHOH
TaOIULIeH.
— Mexnay BbIOpaHHBIM J[MAalla30HOM U Oyvkalllleld «yMHOW» Tabiuiled, CBOJHOU
Tabnuiel, o0beIMHeHHON STYeHKON WIM APYTUM AUalla30HOM, COAep KallliM (PUIIBTPHI,
IOJDKHA OBITH II0 MeHbllIel Mepe OJjHA ITyCTasi CTPOKA.
— DBoIOpaHHBIN Mana3oH He JOJDKeH COoMlepkaTh siueek C GUIIbTPaMHU, eCil 3TO He STYeHKU
[IepBOM CTPOKHU IMalla30Ha.
— Ecmu B nepBoi CTpoke [uanasoHa eCTb (QWIBTPHI, TO TaKOM AUAalla30H He JO0JDKeH

IrnepeceKkdTb Wik BXOOUTH B ,JZ[pyTOﬁ JHAIla30H C CbHHpraMH.

YToObI CO3/1aTh «YMHYI0» TaOJIUILy, BHITIOJIHUTE CIIeAYIOIIMe IeHCTBUS:
1. Boigenurte oguH U3 CeyIONIUX 3JIEMEHTOB JIJIsl TOCTPOeHUsT «YMHOW» TaOJUIIbI:

— JlnamnazoH siueek, KOTOPbIN Oy/ieT UCIIOIb30BaH Isl CO3/IJaHUS «YMHOM» TaOJIUITBL.

- E,[[I/IHI/I‘{HYI-O HHEfIKy BHYTPHU OUAIIA30HA OdHHBIX WKW IIPUMBIKAIOIIYIO K IHUAIId30HY

IMyCTyro H‘{eﬁKy, eciii Tpe6yeTc;1 HCII0JIb30BATh BeChb JHUAIId30H.

2. OTKpOUITe OKHO CO3[IaHUST «YMHOW» TaOIUIIBI OJJHUM U3 CJIEYIOIIUX CIIOCOO0B:

— Bribepure nmyHKT KoMaHAHOTO MeHI0 BeraBka > Ymuag Tadbmmma (cm. Prucynok 249).
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BctaBka @opmar Tabawua [aHHbie

Mz06paxeHue...

TekcToBOe none

@ H ®©

®urypa 3

=
[—]
=

Jwarpamma 4
CeoaHas Tabanua...

YmHas tabavua Ctrl+T
OyHKUMSA... Shift+F3

2 > ) &

Cn euadibHele CMMBONEI...

Ccblaka... Ctrl+K
3ameTka

Nwcr

Jata
Bpemsa

OO0 U0 %

Pucynok 249 — YmMHas Tabiuna B KOMaHHOM MeHIO

— Ha manemm HMHCTPYMEHTOB, B pasfejie BcraBka HaxxmuTe KHOIIKY (YMHaﬂ

Tabsma) (cM. Pucynok 250).

3 &
iz

@,

oo~ B3| A (@)

BcraBka

Pucynok 250 — Ymuas Tabuia Ha rnaHeIu HHCTPYMEHTOB

— Ha mnanemm HUHCTPYMEHTOB, B pa3Jeje BcraBka HaxMuTe KHOIIKY  °°°. Ha

OTOOpa3MBIIIENCS TIAHEIM BCTaBKA HAXXMHTE KHOIIKY CBognass Tabsmna

(cM. Pucynok 251).
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“ B E D Q™.

@ N306paxeHwe... A

I:I TekcToBOe none

(S] ®urypa > |o
I
[H] dwarpamma » ?CX
i CeogHaa Tabavua... O
¥mHas tabnnua E;E
jﬁ;c DyHKUWA...
CrneumanbHble CUMBOJIbI... »

Pucynok 251 — Ymuas Tabiauma B I0NOJTHUTEIEHOM MEHIO

— Haxmure coueranre kinaBui Cirl+T (Windows, Linux) wm $Cmd+T (macOS).
— BbizoBure komaHy YMHas Ta0yHIIa B OKHe ObICTPbIX AeHcTBuH (M. pasaen 3.10).

3. Ilpu Heo6XOAMMOCTU CKOPpPeKTUpPyHTe Auana3oH B nojie Mcrounuk 3HaveHui. [[ns
3TOTO BBeIUTE aJipecC B I10JIe HAIPSIMYIO WJIH, HAXKAB KHOIIKY (BpiOpaTh 3HaueHuUs),
BbI/lesIuTe TpeOyeMble siueliku B IokyMeHTe (cM. PucyHok 252). B ciydae ommbku npu
BBOJIe CJIe[lyiTe YKa3aHUsIM Ha dKpaHe.

4. 1lpu HEOOXOMMOCTH CKOPPEeKTHPYITe UMs Tabiuiibl B ojie HazBanwme (cM. PucyHok 252).

Hmsa <(YMHOﬁ)> Ta6JII/IIIbI JOJIDXHO OBITH YHUKAJIbHBIM i1 JOKYMEHTa4,
He COoIepiKaTb HpO6€ﬂOB 1 HAYMHATBCA TOJIBKO C 6YKBI:>I HJIM CUMBOJIOB « » WUJIN

«\W.

5. CHumure ¢Quiakok BKIIOUMTH 3aro/ioBKU B TAOJMILY, eClIM He XOTUTe, YTOOBI SYerKu
[epBod CTPOKM BBbIOpAaHHOIO JMama3oHa Obuld IpeoOpa3oBaHbl B 3arOJIOBKU
«yMHOW» Tabmuibl (cM. Pucynok 252). Ilpu cHsitu ¢uiakka OyneT co3gaHa HOBast

CTPOKAd C dABTOMATUYECKHU CCl)OpMI/IPOBaHHbIMI/I HA3BAHHWAMH 3d4I'OJIOBKOB.
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Cozaatb yMHyrO Tabanuy X

KcTOUHWK 3HE!‘-IEHI-"II;1:
‘ Nnct6'1AT X

HazBaHwWe;

Tabaunual X

Bkatountb 3aronoBkun B Tabavuy

Pucynok 252 — OxHo Co3maTh YMHYI0 TaOIHILy

6. Haxmure kHonky OK.

4.8.2 OTKpBITH NaHeJIb HACTPOEK «YMHOM» Ta0JIMIIbI

[Ipunoxenue «MoitOduc Tabnua» MI03BOJIsIET HacTpauBaTh rapameTpbl
«YMHOM» TabJIUIIBI C IOMOIIIBIO TTAHeJIM HACTPOeK.

[TaHenb aBTOMaTH4YeCKu OTKPBIBAETCS MIPU BblJleJIeHUU JII0O0M S4eiku «yMHOM» TaOIuIIbl U
aBTOMAaTHUYeCKU 3aKpbIBAeTCs IIPU BblJleJIeHUH JII00OW sSUedKy 3a IpefieslaMU «yYMHOW» TaOIIUIIbI

(cm. Pucynok 253).
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= YMmHasa tabauua

HazBaHwne:

Tabamual X

Crunb Tabanuebt:

- — - - - - — — - Cv
—————————— CX
Her |z ===-=] m=—=~= v
Orobpaxarte: YepepoBath LBeTa:
3aro/IoBKM Crpok
Wror Cronbuos

Pucynok 253 — bokoBas naHesnib Y MHas Tabamuna

[Tanens YmHuas Tabsmma MOXXHO TaKXKe OTKPBITh U 3aKPbITh BPYYHYIO.
YTOoOBI 3aKpBITh MMaHeJIb HACTPOEK BPYYHYIO, BHITTOJTHUTE OJTHO U3 CJIEIYIONIUX JIeMCTBUM:

— B BepxHeli yacTu naHenu Ha)XKMHUTe KHOIIKY —#* (cM. PucyHok 253).

— Ha 6okoBoii manenu Haxkmute kHONKy ) (YmHuas Tabaumna) (cm. PucyHok 253).
— Bribepute nyHKT koMaHAHOro MeHio JlanHble > HacrpouTh yMHYyI0 Ta0aHIy

(cM. Pucynok 254).
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JaHHble  WHcTpymentsl  Bug  OBwwmin goctyn  Haactpo

3apatk UMA...
YnpaeneHve 3almTon 4

ObBHOBKTE CBOAHYH Tabawnuy
HacTtpowts cBOogHy0 Tabauuy

Ynanute cBOAHYH Tabanuy

HacTpownTb ymHyto Tabanuy
MpeobpazoBaTk B 06bIYHBIW AMaNa3oH

Yaanvte ymHyr Tabnvuy

Pucynok 254 — BbI30B aHeM U3 KOMaHIHOTO MEeHIO

— Ha manenu WHCTPyMeHTOB, B pazfejle YMHasg TabjauMma HAaXMUTE KHOIKY {o

Hacrpouts ymHyo Tabauny (cM. PucyHok 255).

o v 0 |

YR B
f‘(3 sHB

¥mHan taban... Bcraeka

PucyHnok 255 — BbI30B nlaHeM U3 naHeIu UHCTPYMEHTOB.

— IIpaBo¥i KHONIKOW MBIIIU IIeJIKHUTE 110 JIF0OO0H sSuelike «yMHOM» TaO/IMIIbI U BBIIIOJIHUTE

KOMaH[y KoHTeKkcTHOro MeHI0 HacTpouTs ymMHyI0 Tabauiy (cMm. PucyHok 256).
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X% Bobipesats Ctrl+X

Konupoearts Ctrl+C

() Bcrasutb Ctrl+V
BcTaBwuTb 3Ha4eHnA W dopmat Ctrl +Alt+V
BcTaBWTL TONLKO 3HaYEHWA
BctaButb 13 6ydepa obmeHa »
BcraBute... b
YpanuTe... »

H] Pasmep aueiikn...

7w CopTupoBka U GUALTpauuvAa
MeuaTsb BbigeneHHOro dparmeHTa...
Jdobaeutk 3ameTky

¢? BCTaBWTk CChINKY... Ctrl+K
3apatb NM4...

Hactpoutb ymHy0 Tabamuy
MNpeobpasoBath B 06bIYHLIA AWana3zoH

Yaanute yMHYH Tabnuuy

Yucnosol dopmar...

Pucynok 256 — BrI30B naHesy U3 KOHTEKCTHOTO MEHIO.

OTKpBITh NIaHeJIb HACTPOeK BPYYHYIO MOXKHO aHAJIOTUYHBIMU CIIOCOOAMU.

4.8.3 HacTpouth napaMeTpbl «yMHOMH» Ta0JIHIBI

4.8.3.1 HacTtpouTh BHellIHUI1 BUJ

[Tpu paboTe ¢ HECKOJILKUMU YMHBIMU TAOJIMIIAMK Ha OJTHOM JIUCTE MOXKHO HACTPOUTD IS
HUX pa3HbIA BHEITHWM BU, 4TOOBI ObUIO TIpOIe WX pa3iuyaTh. V3MeHeHHe CTWIISI «yMHOM»
TabJIUIBI BO3MOXKHO TOJIBKO [IJIS1 BCEH TaOJIUIILL.

YToOBI HACTPOUTH BHEIITHUW BUJT YMHOM TaOJIUIThI, BHITTOTHUTE CIJIeYIOIIHe IeUCTBUS:

1. Ha nmanenu Ymuaga Tabsmna, B noje CTUib Tabaunbl BHIOEpUTEe OAWH W3 MOCIIeTHUX

WCIOJIb30BAHHBIX CTUJIEM WJIM HAXXMUTE * [IJIs IMMpOCMOTPa BCeX AOCTYIITHBIX CTUJIEH B
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kosutekiuy (cMm. Pucynok 253). Komekius comepxut 60 ctunedt u 1 qomomHUTETBHBINA
CTWIb 11 cOpoca opopMiieHus!.

2. B mone OToOpaxkaTh BKIIOYHTE WIKM OTKIIOYHTE OTOOpaKeHWe CTPOK 3arojioBKa U
urora (cM. Pucynok 253).

3. B monme YepemoBaTh nBeTa BK/IIOYWTE WM OTK/IIOYWATE dYepeioOBaHHWE TEMHbIX M

CBEeTJIbIX OTTEHKOB ISl IIBETOB CTOJIOIOB U CTPOK (cM. PucyHok 253).

Omniuy oToOpakeHHsT M YepelOBaHUs IIBETOB BIIUSIOT KaK HA BHEIIHUWA BUJ]

Ta6JII/ILIbI, TaK M HAd CTHUJIM B KOJIJIEKIIHNH.

CHpocuTh NpUMeHeHHbIH K TabJIvIle CTUIb MOXKHO HECKOJIbKMMU criocobamu (cM. Pucynok 257):
— BpIOpaTh CTWIBb [AJ1 OYHUCTKH, TTOMeYeHHbIH cIoBoM «HeTy, B mosie CTHIB TabIHIbI.
— Haxopsicb B OkHe KOJUIEKIIMMA CTWJIeH, HaXkaTb KHONKY OYHCTUTH B HIDKHEH YacTH

OKHaA.

MonebzoBarensckue:

OuncrnTb
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4.8.3.2 IleperitMeHOBATH «YMHYI0» TaOJIHILY

Ecmm npu co3pmanuy Tabnuipl, B MMeHM Oblla AOMyIeHa OIIMOKa, TaOIMIly MOXXHO
IepeMMeHOBaTh CJleIyIoIIUM 00pa3oMm:
1. OrtkporiTe MaHe b HACTPOEK YMHOM TabyUIIbI (CM. pasjen 4.8.2).

2. CkoppekTupyuTe HazBaHUe B mojie «Ha3BaHue.

Haszpanwne (<YMHOﬁ)> Ta6J'II/IIII)I JOJIDXHO OBITDH YHUKAJIbHBIM [JI1 OOKYMEHTd, He

COlepXKaThb HpO6EJIOB W HAYMHATLCA TOJIBKO C 6YKBI)I HJIM CUMBOJIOB « » WA «\W».

3. CHumwuTe HOKYC C 1014, IIeJIKHYB MBIIIBIO B JJI0O0OM APYyroM MecTe Wiu Haxas Tab.

4.8.4 ABTOpacmypenue «yMHOM» TaOJIHIBI

ABTOpacumpene «yMHON» TabJIMIIbI BBIIOJIHSETCS IIPU BBOJIE IAaHHBIX B CMeXXHBIe sSTYeUKH,
pacrosioXkeHHble B CTOJIOIE ClpaBa OT «yMHOW» Tabiuiel. Ecin B Tabivile oTCYyTCTBYeT CTPOKa
WTOTOB, TO aBTOpACIIMPEeHHe TaKXKe BBINOJHSAETCS MPU BBOJAE JaHHBIX B CMEXHbIe SYehKH,
pacnosioXkeHHble B CTPOKe, CJIelyIolel 3a MocieIHel CTPOKOM TabJIUIIbI.

JlaHHBIe MOTYT BBOJUTHCS CJIeIyIOLIMMHU CII0CODOAMU:

— DBpyunymo.

Ecnmu B cMexHbIN cTonber] BBoguTcs: GpopMyiia, TO JaHHBIA CTOIOel] CTAHOBUTCS

BBIYMCIIsIEMBIM (CM. pa3zien 4.8.5).

— W3 bydepa obmeHa. ABTOpacIIMpeHHe BBIOIHSIETCS, eCiId JaHHble BCTABJISIOTCS CJieBa /
CHM3Y OT TaOJIUIIbI MU BCTABJISIFOTCSI OJJHOBPEMEHHO U B TAOJIHITY, U B CMEXKHBIE STYEHKHU.
— Ilyrem aBTO3amonHeHus siueek (cM. pasnen 4.4.1.4), korya B kauecTBe s'Ueiku-oOpasiia

BbI6I/IpaeTCH OJJHA MJIM HEeCKOJIbKO d4eeK <<YMHOfI>) Ta6J'II/II_[bI.

ABTOpacimpeHye BbIIOIHSIETCS, eCIIN:
— B 00JIaCTH aBTOpACIIMPEHUs He COflepXKaTcsl laHHbIe;

— BCTaBJisieMble JaHHble He HAKJIaAbIBAIOTCA Hd APYI'YIO «KYMHYIO» Ta6n1/1uy.

B Tekymieii Bepcru He MOJiZiepXkKUBAeTCsl aBTOpPACIIMPeHHe «yMHBIX» TabIuIl IpU
aBTO3aIlOJIHEHUU siueek (cM. pasnen 4.4.1.4), eciu B kadecTBe siueku-oOpasia

BbIOpaHa siueiika TabJIUIbl CO CTPYKTYPUPOBAHHON CCBHIJIKOH.
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4.8.5 J100aBHTEL BEIYHUCISIeMBIil CTOI0eI]

Eciu B Tabnuily Heo6xo1MMo 106aBUTH cTosbel], Bce siuelKW KOTOPOTo COopepXaT OAHY U

Ty e GOpMyI1y, CO3[jaiTe BBIUMCIseMbll cTosber. [Ijisi co3MaHns BBIUMCISIeMOro CTOI0a MOXHO

HCITOJTh30BaTh JIF000M CTOJI0eI] TabIUIIbl, KOTOPBIA He COAEPKUT JaHHBIX.

YtoObl caenath CTOJIOEI] BBIYKCISIEMBIM, BBEIUTE B JIIOOYIO s9eHKY JTAHHOTO CTOJIOIa

TpebyeMyto GoOpMyIly U HaKMUTe KiiaBuity Enter.

Bce siueliku cTonb1ia aBTOMaTU4eCKH 3al0JIHATCS BBeZIeHHON GOpMYJION.

HJ’[S[ BBEIYMCIIAEMbIX CTOJI6IIOB HEﬁCTBymT cdlegyronye 1npaBujia:

Eciu  dopmyna pemakTupyeTcss B JH000M siuedike BBIUMCISIEMOrO CTOJIONA, TO
aHAJIOTUYHOe  pe/lakKTUpOBaHWe  GOpPMYJbl  ABTOMAaTUYeCKd  OCYIIeCTBIISIeTCs
B OCTaJIbHBIX STYEMKaxX JAHHOTO CTOJIOIIA.

Ecnu yacTh JaHHBIX B CTOJIOIE yIansieTcsi Wik BMeCTO (pOpMYyJibl BBOASTCS OObIYHbIE
IaHHble, TO CTOJIOel IepecTaeT ObITh BBIYUCISAEMBbIM (M3MeHeHUsT B ¢opmysax
MepecTalT PacIpoOCTPaHSITHCS Ha BeChb CTOJIO ).

Eciu KoHCUCTEHTHOCTb CToJIOIa BOCCTAaHABJIMBAETCs BPY4YHYIO (TO eCTb BO BCex
s;uefiKax CHOBA COZIEpPXKUTCS OfHA U Ta ke ¢opMmysia), TO CTOJOel] CHOBA CTAHOBUTCS

BBIYMCIISIeMbIM.

4.8.6 Bp10OpaTh THII BHIYUCIIEHHS B CTPOKe HTOT0B

B cTpoke UTOroB «yMHOI» TabIUIBI [T KaXKIOTO CTOJIOIIA MOXHO BBbIOpaTh CBOM THII

BBIYMCIIeHUS. [[J151 3TOro BBINOJIHUTeE Cllefiyiolire AercTBrs (cM. PucyHok 258):

1.

2.

BbII[EJ'II/ITe HHEﬁKy B CTPOKe UTOI'0OB 110 HY>XKHBIM CTOJ'I6LIOM.

Haxmure kHOTIKY h PSAOM C BbIJIEJIEHHOU STYEeMKOM.

B BeinagaroiieM MeHio BeibepuTe Tpebyemyto ¢yHKIUO. BeiOpaHHas QyHKIMs BMecTe
co CTOJIOIIOM aBTOMaTHUYeCKU MIO/ICTABIISIFOTCS B $yHKIMIO
INPOMEXYTOYHBIE.UTOT'Y, u B BbIOpaHHOU s4elike BBIBOJUTCS Ppe3yJibTaT
BBIYMCIIEHUS.

Ecnyu HyXHOW ¢yHKIIMM HeT B CIIMCKe — BblOepuTe NyHKT Jpyrue ¢yHKmum u

BCTaBbTe TpeOyeMyi0o PpyHKIMIO CTaHAAPTHBIM CIIOCOOOM C IOMOIIbI0 NaHeIu BcraBka

dyHKIUN.
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130 > v fx =INPOMENKYTOUHBLIEMTOIHU(103; [[Iponasal)
A B @ D E F G I J
14 Koneiika CoipHbie  Kpekepsi 38354 I'puropwer lleHTp [nan 1449 3128
15 Koneiika  YecHo4Hble Kpekepbt 38355 ['puropeer lleHTp [1nan 5916 6612
16 MeTtpo Kaprogenst Kpekepst 38355 'puropser lleHTp [nan 363 S—
17 Pamcrop ~ BanunbHoe [ledenbs 38353 IletpoB BocTtoxk [nan 4032
18 Pamcrop  [lomyrait  BartoHuukwu 38353 IlerpoB BocTtoxk [nan 1200 Her
19 Koneiika Coipabie  Kpekepsr 38354 I'puropwer IleHTp [Mnau 1449 CpegHee
20 Komnefika Yecnounsle Kpekeph 38355 'puropeee lleHTp [nan 9916 ./ yommectso
21 Metpo Kaprogesnst Kpekepbt 38355 'puropeee llentp [nan 363 KomecrBo ancen
22 Metpo Pucoszie Bar Kpekepbt 38367 I'puropres Ilentp [Mnan 4731
23 Metpo TMonyrait  Bator4nku 38367 I'puropses Llentp [nan 7000 Marccunym
24 Pamcrop  Comenble  Kpekepsr 38368 Iletpor Bocrok [Mnax 598 MuHnmym
25 Amag PribHBIE Kpekepbt 38368 Yanos 3anap, [lnan 256 Cymma
26 Koneiika  HexHoe Ilevenbs 38368 ['puropbes LleHTp [1nan 2108 CrangaprHoe oTknoHeHMe
27 Koneiika Ilonyraih  baTtonuuku 38368 ['puropbee LlenTp [Inan 3700
28 Koneiika  Kaprodenst Kpekepbl 38368 ['puropbes LlenTp [lnan 594 Aucnepcus
29 Aman Bannnsuoe [lederps 38369 Yanos 3anan [lnan 3600 Apyre byHkupn...
30 Hror 28] v |

Pucynok 258 — BbiOop THIa BBIYKCIIEHYsI B CTPOKe UTOTOB

Yro6bl yOpaTh BBIYMCIIEHME U3 S'YeVKU B CTPOKe WTOrOB, BBbIIEIWTe HYXHYIO S4eiKy U

BBITIOJTHUTE OFHO U3 CJIeJIyIOIINX JIefCTBUM:

1. Haxwure kiaBuiry Delete.

w . . .
2. Haxmure KHOIIKY pAaoM C BbleJIEHHOUW S49€WMKOH W B BbllldJdOIIeM MEHIO BbI6epI/ITe

BapuaHT Het (cM. Pucynok 258).

4.8.7 Ilpeobpa3oBaTh «yMHYI0» TAaOJIHILy B O0OBIYHBII IHANIa30H

YtoObl TpeoOpa30oBaTh «yYMHYIO» TAOIMITy B OOBIYHBIM JUAINa30H C JAHHBIMU, BBITIOJHUTE

CJIeZIyIolve IeNCTBUS:
1. Belgenure siueliKy WM AUAMA30H sS9eeK «YMHOW» TabJIUIIbI.

2. BrizoBute KOMaHy HPEOGPHBOBaHHH OHUM U3 CJIIeJYIOInX CIT0CO0O0B:

— Brpibepure nyHKT kKomaHaHoro MeHio Jlamnbie > IIpeoOpa3oBaTh B OOBIYHBIN

auana3oH (cM. PucyHnok 259).
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JanHble  WHctpymenTel  Bupg  O6wwmid goctyn  Hapctpo

3agaTb MMA...
YnpaeneHve 3awmTon 4

Ob6HoBWUTL CBOAHYHO Tabauuy
Hactpowtk ceBOgHYHO Tabauuy

¥Yaanute cBogHyO Tabamuy

HacTtpouTb ymHy0 Tabanuy
MpeobpazoBaTb B 06bIYHbINA AMaNa3oH

Yaanute ymHYH Tabnnuy

Pucynok 259 — IIpeobpa3oBaTh B 00BIYHEIN JHANA30H B KOMaH/IHOM MEHIO

=

— Ha nanemu HWHCTPYMEHTOB, B pasaejie YMmuasn Taﬁmma HaXXMHTE KHOIIKY HH

(IIpeobpa3zoBars YMHYI0 TabJIuIy B uana3oH) (cM. Pucyrnok 260).

o~ {9 &) B9 (@

Ymuana tabnn... Bcraeka

B v < © B
= 56

Pucynok 260 — IIpeodpa3oBaTh B 00BIYHBII JHANA30H HA TTaHEJIM HMHCTPYMEHTOB

- OTKpOI:ITG KOHTEeKCTHOe MEeHIO IIeT9KOM HpaBOﬁ KHOITKHA MBIIIN M BBITIOJTHUTE KOMdHIY

IIpeobpa3oBaTh B 00bIYHBL AHana30H (cM. PucyHok 261).
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% Beipesats Ctrl+X

Konupoeats Ctrl+C

77 BcraBuTb Ctrl +V
BcTtaBuTb 3HaYeHua n dopmart Ctrl+Alt+V

BcTaBuThb TOABKO 3Ha4YeHWA

BcrtaButb w3 Bydepa obmeHa 4
BcTaBuTh... ’
Ynanute... »

] Pazmep aueiikn...

w  CoprupoBka v duasTpauws
Meuatk BbigeneHHOro dparmeHTa...
JdobaeuTk 3ameTKy

¢7? BCTaBWUTb CCBIAKY... Ctrl+K
3apaTb UMA...

HacTtpouts ymHy0 Tabanuy
MpeobpazoeaTk B 0ObIYHLIA AWana3oH

Yaanute ymuyro Tabanuy

Yucnoeon popmar...

Pucynok 261 — IIpeodpa3oBaTh B 00BIYHBIN JUANA30H B KOHTEKCTHOM MEHIO

— Bribepure komanny Ilpeobpa3oBars yMHYI0 Ta0JMIy B AMANa30H B OKHe OBICTPBIX

nevictBui (cM. pazgen 3.10).

3. B oTkpbiBIIeMcs OKHe YMHas Tabsuna HaxmMuTe KHOIKy IIpeodpa3oBars.

[Ipu mnpeobpa3oBaHMM «yMHOW» TabOMUILI B OOBIYHBIA [AWANA30H aBTOPWIBTPHI B
3arojioBKax TaOJuIbl OyoyT yJajeHbl, a BCe CKpbITble NpH TPYIIMPOBKE CTPOKU /

CTOJIOIBI OyAYT OTOOpAXKeHHI.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 269



MonOdonc

4.8.8 Ymanurs «yMHyI0» TabJIHILy

Yro0Bl yIanUTh «yMHYIO» TabJIMILy, BHIIOJHUTE CIIelyIoIlre 1eHCTBUS:
1. BeigenuTe Bech [vama30oH WIA OJHY / HECKOJbKO sYeeK M3 JMala3oHa «yMHOM»
TaOJIUIIEL.
2. Bpi3oBHUTe KOMaH/y yJajieHHsl OTHMM U3 CJIeAYIONINX CIIOCOOO0B:
— Beibepure myHKT KoMaHAHOrOo MeHi0 JlaHHble > YaanuTh YMHYH Tabsuiy
(cm. Pucynok 262).

Aavubie  WHctpymentel  Bug  O6wwia goctyn  Haactpo

3apatk MMA...
YnpaeneHue 3alWMTON 4

ObHoBWTL CBOAHYO Tabanuy
HacTtpowtk cBOAHYHO Tabauuy

¥Yaanute ceOAHYH Tabauuy

HacTpowte ymHy0 Tabnmuy

MNpeobpazoBaTh B 06bIYHLIA AMaNa3oH

Ypanute ymHyto Tabanuy

[pynnvpoBaTh CTpOKW

[pynnupoeats cTonbup!

eon B &

OuunCTUTL IpYNNMPOBKY

M

ABTOCYMMA Alt+=
Yaanute gybauvkartel...
Pexxum nepecueta 4

O6HOBWTL AaHHLIE Ctrl +Shift+F5

)

MpoBepka faHHbIX

MocmoTpeTs Bce npoBepku

Pucynok 262 — Y nanenue «yMHOW» TabIUIBI Yepe3 KOMaHAHOe MEHIO

— Ha manemm HUHCTPYMEHTOB, B pasfejie YMmuas THGJII/IIla HAXXMHTE KHOIIKY @

(Ymanurs ymHy10 Tabauiy) (cM. PrucyHok 263).
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R v <O © (B

Ec “-?IEE

B i I IR R (Y

YMmHana tabawn... BcraBka

Pucynok 263 — YV panenue «yMHOW» TaOIMIIbI Yepe3 IIaHeJIb UHCTPYMEHTOB

- I_He]'I‘IKOM Hp&BOI:I KHOIIKW MBIIIX IO BBIZIEJIEHHBIM STYeMKAaM BBI3OBHUTE KOHTEKCTHOE

MEHIO Y BBITIOJIHUTE KOMaH/ly YAQJIUTh YMHYI0 Ta0uiy (cM. PucyHok 264).

X Bblipesats Ctrl +X

Konupogatb Ctrl+C

[Ty Bcraewthb Ctrl+V
BcTaeuTb 3HaueHwA n popmart Ctrl +Alt+V

BcTaBuTh TONBKO 3HAYEHWA

Bctaeutb 13 Bydepa obmeHa ’
BctaBuTb... 4
YaanuTe... »

H] Pasmep aueiikn...

1w CoptupoBka 1 duabTpayma
MeuaTk BbIgENeHHOTO GparmMeHTa...
JobaeuTb 3ameTky

¢ BcTaBWTb CChINKY... Ctrl+K
3ajatb UMA...

HacTpowuts ymHyro Tabanuy
MNpeobpazoeatk B 06bIYHLIW AWaAnNa3oH

YaanuTb ymMHYy10 Tabanuy

Yucnoeon dopmar...

PucyHok 264 — Y nanenue «yMHOW» TabJIUIBI Yepe3 KOHTEKCTHOE MEHIO

— DBrpibepure komanzay YaaauTh YMHYH TaOJMIy B OKHe OBICTPBIX JIeHCTBUM

(cm. pazpen 3.10).

— Eou BbiOpaH iuarnasoH siueek, BKITIOYAIONUM STYeKU «yMHOM» TaOJIUIbl — HaXKMUTE

kiasuily Delete.
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4.9 CBoaHbIe TAa0IHUIBI

4.9.1 Co3maTh CBOIHYIO TA0OJIHILY

CBopiHast TabnuIla — 3TO WHCTPYMEHT, KOTOPBIA II03BOJIIeT MPEeACTAaB/IATh JAaHHBIE W3
OOBIYHOM TIJTOCKOM TabJIUIBI B YIOOHOM JI71s1 aHAIM3a BUJIE.
[Ipu ucnosib3oBaHMU CBOAHOW TAOIMUITBI MOXKHO:
— OBICTPO pa3MeliaTh JIaHHbIe M3 CTOJIOIIOB MCXOJIHOM TabJUIbI B CTOJOIAX M CTPOKaX
CBOJIHOH TabJIUIILI U MEHSTh UX MeCTaMH;
— IPOU3BOJIUTDH PACUeTHI;

— (QuIbTpOBaTh JAaHHBLIE.

[Tpu co3maHuy CBOAHOM TaOJIKITBI MOXHO KCIIOJIb30BaTh B KauecTBe WMCTOYHHWKA JaHHBIE
3TOTO ’Ke JIOKyMeHTa WM JJaHHbIe BHeITHero ¢aiiia.

[Tpu moATOTOBKE UCXOIHBIX TAHHBIX PEKOMEHTYeTCsl YIUTHIBATh CJIEAYIOIIHe TpeOOBaHUS:

— Crosnbibl TabMIBl / BepxHUE SYeMKW Auara3oHa C WCXOAHBIMU JJaHHBIMH JIOJDKHbI

HMeTb 3ar0JIOBKH.

- B rmpegejiax OJHOIro CTOJ'I6L[a PeKOMeHJyeTCa UCII0JIb30BATh JdHHbIE B OJHOM cbopMaTe.

CBOIIHYIO Ta6m/1uy MOZKHO CO30dTh Hd HOBOM WJIM TeKyIlleM JIMCTe NJOKYMeHTd.

4.9.1.1 Co3naTh CBOAHYIO TA0/IHILy HAa OCHOBE JaHHBIX TEKYII[ero J0OKyMeHTa

YToOBI CO30aTh CBOJHYIO TAOIMITy, UCHOJIb3Ysl JAHHBbIE TEKyIlero JOKyMeHTa, BBIIIOJHUTE
clleqiyrolye JerCTBUS:
1. BbI)IEJII/ITe OIMH M3 ClieyIoIrX 3JIeMeHTOB JIA ITIOCTPOeHUs CBOHHOﬁ T{:16JII/IIII)II
— JluamazoH JaHHBIX B MCXOOHOM TabiMile, HA OCHOBE KOTOPOTO CJiefiyeT CO3/aThb
CBOJHYIO Ta6m/1uy. HI/IaHBSOH JaHHBbIX HQOﬁXO)II/IMO BbIJIeJ/ISITh BMeCTe C 3ar0JIOBKaMK

CTOJIOIIOB.

— EL[I/IHI/I‘IHYI-O ;meﬁKy BHYTPH OHWAIla30HA OdHHBLIX WM IMPUMBIKAIOIIYIO K OHAIld30HY

IYCTYIO sTUeiiKy, eciii TpeOyeTcsl UCIIOTb30BaTh BeCh IUAIla30H.

Jluana3oH JaHHBIX He MOXeT COCTOSITb M3 ONHOU CTpoku. Ilepast crpoka

AXalla30Ha He NOJIKHA COAep’KdTh ITYCThIe NI O6’B€,HI/IHEHHBIE STYeUKU.
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Slyeliky Ha TeKyllleM JIMCTe, B KOTOPYIO ClleflyeT BCTaBUTb CBOJHYIO Tabiuily. JTa

sigelika OyzeTr SIBJISITbCS BepxXHel JieBOM sideMKoM Tabymibl. BeiOpaHHas sueiika He

JIOJDKHA COflepyKaTh TaHHBIX.

HacrogrensHo pPeKoMeHayeTCdad OCTaBUTb He MeHee [IBYX ITYCTbIX CTPOK Hal

A CBOJHOW Tabsyuied. JOTW CTPOKM HEeOOXOIWMMBI ISl pa3MellleHus (pUIbTPOB

(cm. paspen 4.9.3).

2. OTKpo¥#Te OKHO CO3/IaHMsI CBOHOW TaGJIUIIBI OTHUM U3 CJIEMYIOIIUX CIIOCOGOB:

naHHbIe 3Toro ¢aiina (cMm. PucyHok 265).

Bctaska ®opmatr Tabavua [anHble  WHcTpymentsl  Bug  OBwwid goctyn  Hagctpoviku

QO ©

=
=
=

B » &

Ol VD

N306paxenne... O6uwii - @ @3

TekcToBOE NOsNE
, P % 9 20 99 1

HWB... Yncnosoii popmar Aueiikn

®urypa

Awarpamma 4
CeogHasi Tabnvua 3 Wcnonb3oBath gaHHble 3T0r0 dara

YMHasa TB6J'WILI,B Ctrl+T Mcnonb3oBatk BHELWHWIA UCTOUHWK AaHHbIX

OyHKUumWA... Shift+F3

Cn eunaneHele CMMBObI...

Ccblika... Ctrl+K
3ameTka

Nuct

[Jata
Bpewmsa

Pucynok 265 — IlyakT komanaHoro MeHro CBogHast Taduma

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOT'MH», 2013-2025

BribepurTe myHKT KOMaHHOrO MeHio BeraBka > CBogHas Tabsuna > Vicriosib3oBaThb

273



MonOdonc

— Ha manemu wuHCTpymenToB, B pasfene BcraBka (cMm. PucyHok 266) Haxmwurte

1
KHOITKY (CBopnast Tabsmma). B OTKpbIBIIeMcss MeHIO BbIOEpHUTe ITyHKT

Hcnonnb3oBaTh JaHHbIe 3TOT0 (aiiia.

b~ {5 B Q) -

[aHHble Bcraeka icnonb20BaTh gaHHbIE 3TOrO Ganna

lcnonb3oBaTb BHELWHWIW MCTOYHUK AaHHbIX

J K L M N

Pucynok 266 — Knonka CBogHast Tadsmna

— Ha nanenu uHcTpyMeHTOB, B paszieiie BctaBka HakMUTe KHOIMKY ===. B OTKpbIBIIEMCsI
-
MEHIO BCTaBKHU BbIOEpUTE ITYHKT CBomnasa Tabdmuna > HWcmosb3oBaTh XaHHBIE

atoro ¢arina (cMm. PucyHok 267).

BEH ™. @y B

v of v
Aueiikn JanHbie @ W306paxkeHue...
[F1 Tekcroeoe nose
H ) (5] Durypa >
DH[] [Owvarpamma »
-
Mcnons308Batk gaHHble 3T0T0 hanna CeoaHan Tabmua >
Mcnonb30BaTe BHEWHWA MCTOYHWK 4aHHBIX YmHan Tabanua
F¢  OyHKUMAL..
CrneumansHble CUMBOMbI .. >

Pucynok 267 — Ilanenb BcTaBkU

3. Eciu Ha mepBoM Iiare BbIOMpaiach siuedka Jijisi BCTAaBKA CBOJHOM TaOJIUIIBI, TO B TOJIe
NUcrounnk maHHbIXx okHa Co3maTh CBOJHYK TAOIHIy YKakWTe IHAINA30H JIAaHHBIX
WCXOJIHOM TabJuIbl, Ha OCHOBe KOTOpBIX CJIe[lyeT CO3[1aTb CBOAHYIO TaOIMITy

(cMm. Pucynok 268).
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4., Ecmy Ha 1epBOM Imare BBIOWpAICS AWANa30H JIAaHHBIX, eJWHUYHAs sYedKa BHYTPH
IMiaria30Ha WM MPUMBIKAIOIIAs TycTas si9eiika, TO YKaKHUTe MeCTO BCTaBKU TaOJIMIIBI
(cM. PucyHok 268):

— HoBplii JHMICT — BCTaBUTh Tabiuily Ha HOBBIA JMCT. HOBBIM JIHCT co3maercs
aBTOMatu4ecku. [lo ymomanuio mcty npucBavBaercs ums CBomHast Tabmuma <Ne>,
rme Ne — HOMep CBOJHOM TabiMIBI B TekylleM mokyMmeHTe. Ilpu HeobxomumocTu

Ha3BaHMe JIMCTa MOXKHO PeIaKTUPOBaTh (CM paszen 4.2.2).

— CymecTByommii JIMCT — BCTaBUTb TAOJIMITy HA JIMCT, KOTOPbIM OTOOpakaeTcsi Ha
OKpaHe B HACTOSIIIMKA MOMeHT. B nose YkamkuTe Ha4aJIbHYH0 STYeHKYy HeoOX0quMo
BBECTH aJipeC SYelKy BPYYHYIO WIM IIeTYKOM MBI BbIOpaTh B pabodeid obiacTv
MyCTYIO SIYeHKY, B KOTOPOM TpebyeTcst paCloIoXKUTh BEPXHIOIO JIEBYIO STUEHKY CBOJIHOM
Tabmuibl. Hayl HayambHOM sT9eKoM JO/DKHO ObITh He MeHee JIByX IYCTbIX CTPOK ISt

pa3mertieHust prIbTPOB (CM. pasaen 4.9.3).

5. Haxwmwure knomniky OK.

Co3gaTe CEOAHYH? TaBAWULY >

cTOUHWE gaHHBIX

‘Mexoanan Tabnmua'lat1.DT >

MecTo pacnonomeHna Tabanus
© Hoewit ancr

CyLecTByHOLWMA AMCT

Pucynoxk 268 — OxHo Co3maTh CBOJHYI0 Tad/IUILy (TaHHbIE TEKyIIero JJOKyMeHTa)
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4.9.1.2 Co3naTh CBOTHYIO TA0JIHIly HA OCHOBE JJaHHBIX BHEIIHer0 HCTOYHHKA

YToObI CO3MaTh CBOAHYIO TAOIMINY, UCHIOB3Ys JaHHbIe BHEITHEr0 UCTOYHHKA, BBHIMIOTHUTE
CJIeyIolye IeNCTBUS:
1. OTkpoiTe OKHO CO3/TaHUSI CBOJTHOM TaOJIMIIBI OJTHAM M3 CJIETYIOIHUX CIIOCOOOB:
— Bribepure nyHkT koMaHHOTO MeHI0 BeraBka > CBogHas Tabsmna > Mcnosb3oBaTh

BHEIIIHHI HCTOYHHUK JAaHHBIX (cM. PrucyHok 265).
— Ha nanemm uHcTpyMeHTOB, B pasfienie BeraBka (cM. PucyHok 266) HaxkmMuTe KHOIIKY

(CBopnast Tabsmia). B oTkpeiBilieMcsi MeHIO BbiOepuTe MyHKT VIcIob30BaTh

BHEIIHHUN HCTOYHHUK TaHHBIX.

— Ha nanenu uHcTpyMeHTOB, B paszieiie BctaBka HaXkMUTe KHOIMKY ===. B OTKpbIBIIIEMCSE
1]
MeHIO BCTaBKHU BblOepuTe MyHKT [-| CBogHas Tabiauna > Vicnonb3oBaTh BHEIIHHIA

HMCTOYHHK JAaHHBIX (cM. PrucyHok 267).

2. B okxue Co3maTh CBOAHYI0 TaOJHIy HaXMUTe KHONKY BpIOpaTh HCTOYHHK

(cM. PucyHnok 269).

Cozaate CBOAHYHO TabauLy X

BHewwHWm MCTOYHWMEK JaHHbBIX]

Bbibpatb ncrouHuk

MecTo PacnonoXeHua TafjJ'IHLLIJIZ
o HoBsblin auct

CyLLecTBYHOLLUIA AACT

OTmeHa

Pucynok 269 — Okao Co3maTh CBOIHYI0 TabIHIy (BHEITHHIM UCTOYHUK JJAHHBIX)
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3. B oxkHe BHemiHHe HCTOYHHKH JAHHBIX HaXXMHUTEe KHOIKY Jl00AaBHTH HMCTOYHHK
(cm. Pucynok 270) u B oTKpbIBIIeMcsl OKHe $aiIoBOro MeHejpkepa BbibepuTe ¢aiiil
JAHHBIMU JJIs1 CBOJTHOM TabimIlbl. ECiid XOTHTe UCIOIb30BaTh yXke J0OaBJIeHHbIN paHee

BHEIITHWW UCTOYHUK — TlepexojiyTe K 1mary Nob.

BHelwHMe UCTOUHWMKIN AaHHbIX X

[A0o6aBnTb NCTOYHKK

TeKymme WCTOYHWMKW!

OTMmeHa

Pucynok 270 — OxHo BHeniHme HCTOYHHKY JAHHBIX

):[JIFI BCeX OIlepallMOHHBIX CHCTEM B KadeCTBe q)aﬁHOB-HCTOqHHKOB HOOCTYIIHBI TOJIBKO

daitniel popmaroB XLSX u XLSM.

4. B oxne Bp10op ymcTa BbIOepUTe JIMCT BHEITHEro JOKyMeHTa U3 crrcka (cM. Pucynok 271).
Caumute ¢rnaxok IlepBasi cTpoka fuana3oHa JAaHHBIX COIEPXKUT 3aroJIOBKH, eClld He
XOTUTe WCIIOJb30BaTh IIepBYIO0 CTPOKY B KadeCcTBe 3arojioBka. Ilocie Toro, kak JmmcT

BbIOpaH, HaxkMuTe KHONKYy OK.
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Bribop nucta X

Nuct:

Nnct1

Nuct4
Nnet2

Nnct3

MNepBas cTpoka gvanasoHa aHHbIX COAEPKNT 3aroNoBKK

Pucynok 271 — Okuao Be16op ucra

5. Broibepure TpeOyeMblii JOKyMEHT B CITUCKE TEKYIIMX UCTOYHUKOB M HaXXMHUTe KHOTIKY OK.
6. B okne Co3marh cBopHyw Tabsumy (cMm. PucyHok 269) ykaxkuTe MecTo BCTaBKH
TaOJIHITHL:
— HoBbli ymCT — BCTaBUTh TaO/iWIly Ha HOBbIM JmcT. HoBBIM JMCT co3maercs
aBToMatuydeckd. [To ymoryanuro yicty ripucBavBaetcs umsi CBogHas Tadsmma <Neo>,
rie Ne — HOMep CBOIOHOM TabiMIBI B TekylleM IokyMeHTe. IIpu Heobxomumoctu

Ha3BdHHeE JIMCTd MOXXHO PEeOdKTUPOBATD.

— CymecTByrommii JIMCT — BCTaBUTh TaOJIMIly Ha JIMCT, KOTOPBIM OTOOpaXkaeTcsi Ha
9KpaHe B HACTOSIIIMKA MOMeHT. B nose YkamkuTe Ha4aJIbHYH0 STYeHKYy HeoOXOquMOo
BBECTH aJipeC sYelKW BPYYHYIO0 WIM IIETYKOM MBIIIMA BbIOpaTh B pabodeil obactv
MyCTYIO STYEHKY, B KOTOPOM TpebyeTcst paCloJIoXKUTh BEPXHIOIO JIEBYIO STYENKY CBOJTHOM
Tabmurbl. Hayl HadambHOM sT9eKoM JO/DKHO OBITh He MeHee JIBYX IYCThIX CTPOK Jiist

pazMeltieHus GUIIbTPOB.

7. Haxwmwure kHotniky OK.

Hcnonb3oBaHye BHENIHUX WCTOYHUKOB B CBOIOHBIX Ta6J'II/II_[aX HeOOCTYyIIHO IIpH pa60Te B

obiake.
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4.9.2 OTKpPBITH aHeJIb HACTPOEK CBOTHOM Ta0JIMIIbI

Hactpoiika cBOmHOM TabIUIBI OCYIIECTBIISIETCS C MOMOIIBIO MaHeIW, KOTopash COMIEePXKUT
CJIeTytoIIre BKIIAIKU:
— KOHCTpPYKTOpP — C IOMOIIBIO JIAHHOM BKJIQJIKU OIpeesIsieTCs CTPYKTypa (BHEIIHWMA
BH/I) CBOJTHOM TaOJIMIIBI.

— IlapamMeTpsl — COZIEP)XXUT ITapaMeTpbl CBOJTHOM TaOJIUIIbI.

ITanenn HACTpOeK CBOJIHOM Ta6J'II/IIII>I dBTOMATHY€CKH OTKPbIBAETCS IIPU BbIAEJIeHUU 000K
STYEeMKU CBOJHOM Ta6J'II/IIIbI U dBTOMATHUYECKU 3dKPbIBAETCS IIPU BbIJEJIEHUH JII000H S9erKu 3a

rpefieJlaMU CBOJTHOM TaOJIUIIBI.

[Tanenb HacTpoeK HeJJOCTyIIHA, eCJIH JIMCT CO CBOJIHOM TabyuIlel 3aliuied OT U3MeHeHUH,
¥ B CIHCKe pa3pellleHHbIX JeMCTBUN BBLIK/IIOYEH MapamMeTp PaGoTaTh €O CBOTHBIMH

Ta0JIMIIaMH.

ITanens HACTPOEK MOXXHO TdKXXe OTKPbITb U 3dKPbITb BPYYHY1O.

Ecnu nmanenb 3dKpPbIBAETCd BPYYHYIO, TO aBTOMdTHU4Ye€CKOe OTO6pa>KeHI/Ie / CBOpaYMBdHHE

IaHeJIn IIpeKpaliaeTCda 0 ClleAYyIoIIero BXoad B IIPUIOYKeHHUe.

YTOoOBI 3aKpBITh MTaHEJIb BDYYHYIO, BLITIOJTHUTE OJTHO U3 CIIeAYIOMUX JeHCTBUM:

— B BepxHeli yacTy IlaHeIM HA)KMUTE KHOIIKY =,

(]
— Ha 6okoBoit nanenu HaxkmMute KHOTIKY L (CBoHasA TadIuIa).

YToObl OTKPBITH IIaHe b BPYYHYIO, BBIIIOJIHUTE CIIefyIOle eCTBHUS:
1. Brimenurte Bech AMANa30H WM OFHY/HECKOJIBKO siueeK M3 Auaria3oHa CBOIHOM TaOJIUIIbI.
2. OTkpoiTe aHeb OJHUM U3 CIIEAYIOLIUX CIIOCOOOB:

— Bpribepure myHKT kKoMmaHaHoro MeHio Jlamubie > HacTpouTs cBogHyI0 Tad/IHILy

(cm. Pucynok 272).

Janrbie  WHctpymentsr  Bug  OBwwi go

dagato MmA...
YnpaeneHue sawmTon L4

OBHOBUTE CEOAHYH TaBauwy

Hactpowte ceogHyro Tabanuy

Pucynok 272 — KomanaHoe MeHio [laHHbie
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SO
— Ha I1aHeJIn I/IHCpr’MeHTOB, B pas,uene CBOHHaﬂ Taﬁmma Ha’>)KMUTe KHOHKy '-u-fl

(HactrpouTts cBOHYI0 Tabsmiry) (cM. PucyHok 273).

e
OB B ®

CeogHaa Tabnnua Bcraeka

Pucynok 273 — Knonka Hacrpoutsb

— Ha 60xoBoi1 TaHe HAXKMUTE KHOTIKY (CBopnas Tabsma) (cM. PucyHok 274).

SEB B B8O -
A J
CeogHas Tabnuua Bcraeka ~

. - CpogHas Tabanua Q
KoHctpyktop  [lapametpsl x
[ocTynHele nona: DUNBTPbI: i

lata O
MoapazseneHne
Cv
Cx
MeHeaxep
Homenknatypa
Mpogakmn Cronbupi:
CebecToMMOCTb
Banosasa npubbinb

Crpoku: 3HaueHws:

Pucynok 274 — [lanensb ynpaBiieHus: CBOJTHOM Tabuuiien

- H_[E‘.H‘IKOM l'[paBDfI KHOIIKHM MBIIIN OTKpOfITE KOHTEKCTHO€e MeHIO U BBIIIOJIHUTE KOMdHAY

HacrpouTts cBoHYyI0 Ta0IHILY.
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4.9.3 OnpenenuTh CTPYKTYPY CBOJHOM Ta0OIHIIBI

[Io ymomuyanuio cBojHas Tabivlla He COJEpPXKUT JaHHBIX, TaK Kak ee CTPyKTypa He
onpepenieHa (cM. Pucynok 275). YUToOBl oOmnpenenuTb CTPYKTYpYy, BOCIIOJIb3YWTeCh BKIJIQIKOM

KoHcTpyKTOp, paciosioyKeHHOM Ha TaHeJId HaCTPOeK CBOJTHOM TabJuvIlbl (CM. paszen 4.9.2).

A5 v 2 v CsopHan Tabamua
- CeogHanA Tabanua Q
A B C D E F G

1 I KoHcpyktop  [NapameTpsl x
5 e

3 Joctyntble nons: ®uUnbTpbI: i
4 —_—

5 CeopgHan Tabauua Aara e
6 |Her noneit MoppasaeneHve

7 Ex
8  06wwmii utor MeHegxep

9

10 Howmenknatypa

11 Mpogam Cron6ubr:

12

13 CebecTovmocTb

¥ Banoeas npvbeins

15
16
17
18
% Crpokwm: 3HaveHwusA:

.

> Nnet CeogHan Tabavuya 2 CeopHan Tabnuua 3 LaHHble CBogHaa Tabavmua 1 =+

Pucynok 275 — CBojiHas Tabnuia

Bxiagika KoHCTpYKTOp COnepXUT criefyroiue 0061acTu:

— JocTynHbIe MmoJIs — B 3TOM 00JIaCTH COIEP>KUTCS CIIMCOK BCeX BbIOPAHHBIX CTOJIOIIOB
HCXOJIHOM TabmuIel (nanee — noJeli). YToObl onipefenuTb CTPYKTYPY CBOJHOM TaOJIUIIH,
nobasbTe moJis W3 obsactu Jocrymaple mosss B obnactu Ctpoku, Cronbdnsr,

3uavenusa U PuabTpHhI (cM. PucyHok 276).
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A B C ] E F G

1

2

3 Tpynna MaKapoHbl v

4

5 Cymma no nomo Mpop; H: cronbuyos ~

6  Haspauua cTpoK - B Jlanwa PosKM CnaretTn Obwmia utor
7 | bBanawwuxa 39483 1155 40638
& [Omwurpos 80330 2930 207355 104735
9 Mockea 49712 58094 107806
10 MogmockoBbe 32535 32535
11 CamkT-Metepbypr 4884 40920 45804
12 CmoneHck 21667 21667
13 O6wWmii uTor 153008 54506 45065 100516 353185_

PR T T 1 T Y R D R e Y
RS S | e e e W =

Wexogran Tabanua CeogHan Tabanya 1 Sy

Pucynok 276 — IIpumep cBOgHOM TabIUIIBI

=

KoHcrpyktop lMapamerpei

JoctynHeie noas: DuabTpbn:

| Tosap | Mpynna
| lpynna |
MocTaBwmk

[lata nocraekn

CronBubi:

| Pervon npoaaxn
| Npoaaxu | Toeap
ComT

Mpubeins

Crpoku:

Pervon npogakn Cynarea

3HaueHua:

ne noao M.

Cymma v

Bez gonoaHuT

— Crpokn — nobaBbTe B 3Ty 00/1acThb II0JIs, JAHHble U3 KOTOPBIX OyIyT SIBJISTHCS

3aroJIOBKaMu CTPOK CBOJHOM Tabmuibl (cM. PucyHnok 277).

2

3 [Tpynna MakapoHb! T

4

5 Cymma no nomo Mpogaxw Haseanwua ctonbuoe ~

& HaseaHWA CTPOK - Bepmuwwens Nanwa PomkM CnareTTu O6wmiA uTor
7 |Banawuxa 39483 1155 40638
&  OmuTpoB 20990 2990 20755 104735
9 Mockea 49712 58094 107806
10 NogmocHoBbe 32535 32535
11 CanuT-Netepbypr 43884 40920 45804
12 CMONEeHCK ! 21667 21667
13 OGWwmiA uTOT 153008 54506 45065 100516 353185
14

Pucynok 277 — HazBanusi cTpok

— Cronbubl — 1006aBbTe B 3Ty 00OJAcCTh TMOJS, JAHHbIE U3 KOTOPBIX OYIYT SIBIISTHCS

3aroJIOBKaMu CTOJIOIIOB CBOAHOW TabimIlel (cM. PrucyHok 278).
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Wte |~ oW

[EEFRN N R [
B = O

L= - S U= R, B SO TS R ¥

PO RO R T
FNTE R X R =]

lpynna

MakapoHbl T

Cymma no nomo MNpogamu HazeaHwa ctonbuyos -

HazeaHuA CTPOK ~ Bepmuwwens Nanwa PoMKM Cnarettn  OBwmia mtor
bBanawmxa 3594383 1155 4{]638.
Omutpoe 80990 2990 20755 104735
Mockea 49712 58094 107206
MNogmocHoBbE 32535 32535
CankT-TeTepbypr 4884 40920 45804
CmoneHck 21667 21667
OBwwia uTor 153008 54596 45065 100516 353185

Pucynok 278 — Ha3anust cTosn61108

—  3HaueHHs — )IOGHBI)TE B OTY 00J1acThb I10JIsd, 3Ha49eHHA KOTOPbIX 6Y,HYT HCIIOJIb30BATHCA

111 pacueTtoB (cM. Pucynok 279).

Mpynna

MaKapoHbl T

Cymma no nono NMpopgawu HaszeaHwA ctonbuoe ~

HazeaHuA cTpokK =~ BepmMwwens Nanwa PomKM Cnarett OBwmi uTor
Banawmxa 35423 1155 40638
Ommtpos 80920 2990 20755 104735
Mockea 49712 58054 107806
MNoamockoBbe 32535 32535
CanuT-MeTepbypr 43284 40920 45804
CwvoneHck 21667 2166?_
O6WMiA uTor 153008 545906 45065 100516 353185

Pucynok 279 — 3nauenus

— ®uiabTpel — IpU HEOOXOJWMOCTH /00aBbTe B 3Ty 00JaCTh MOJISI, KOTOpble OYyIyT

WCIIO/Tb30BaThCs JI7Isi GUIbTPAIMKM JIAHHBIX B CBOJHOM Tabiuile (cM. Pucynok 280).

q:)I/IJ'IprbI IMMOMOTar0T 3adTb YPOBEHb NeTa/In3dllUh NaHHbIX U MEHAI0T BHEIIIHUM BU]I

TaOIUIILL.
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2

3 TIpynna (Bce aHaueHMA) -
s R
5 Cymma no nomo MNpogawK HazeaHua ctonbuos -~
6 Ha3BaHWA CTPOK * ANenbLCHHBI

7 Banawmwmxa

g8 [Omutpoe 56606
9 Mockea

10 NMogmockoBbe

11 Cauut-Metepbypr 32264
12 CMmoneHck 2618C
13 OBWHA uTor 115050

[ T . T (P (P PR I QR s
P = 3| 0|~ O

3
2

O YWCTUTE BCR

Brineuxa
MakKapoHel
OBOLWM

DpyKTHI

Pucynok 280 — ®unstp

4.9.3.1 JlobaBuTH moJISA

2Nb
183
320

[Tons u3 obnactu JlocTymHbIe mojst MOXHO J00aBUTh B obiact CTpoku ¥ 3HadeHHUs

BPYYHYIO WJIN dBTOMATHUYECKHU. Ecmm nomnga I[O68BJ'IHI'OTC$I dBTOMdTH4Y€CKH, TO OHH pacCIIpenesatoTCAa

Mexnay obmacTaMu CTPOKI/I 1 3HaYeHHsI 110 TUITY NdHHBIX:

— Ecnu nose coniepXuT TeKCTOBbIe 3HA4YeHHs], TO OHO IlepeMelriaeTcs B 06y1acte CTpoKH.

— Ecnu noste copepXuT 4MCIIOBbIE 3HAYEHUsI, TO OHO TepeMelaeTcs B 00/1acTb 3HaYeHHUs.

YToOBl aBTOMATHYeCKU pacHpefieluTb Mojsg Mexay obnactsmu CTpoku v 3HadeHHUs,

OCHIeJ0BaTeIbHO BBIIIOJIHUTE AJIS KaXKJ0I0 M3 JaHHBIX MOJIer dregyromye JerCTBUS:

1. B obnactu docTynmHble MmoJiss HaBeJWTe KypCOpP MBIIIM HAa Ha3BaHUe IIOJIsI, KOTOpOe

TpebyeTcs epeMecTUTh B 00siacTb CTpoku wiv 3Havenus (cM. Pucynok 281).

2. Haxwmure kHOmKy + ([l00aBUTH).
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JoctynHeie noan:
Tosap
pynna
MocTaewme

Jata nocTaekK

|PE‘FMCIH M. + i ‘
Mpoagaxm
Cowmt

Mpubmne

Pucynok 281 — Kunonka /lobaBuTh

DUAbTpb:

Cronbum:

Yrobbl go6aBuTh mosis B obsmact CTpokm ¥ 3HayeHHs BPY4HYIO, IepeTaluTe UX B

COOTBETCTBYIOIIHE 06HaCTI/I, YAepXXWBas JIeBYIO KHOIIKY MBIIIH, UKW I1I0CJIeA0BATeJIbHO BBITIOJIHHUTE

JJId Ka’KO0To I10JIA ciieayromue JerCTBUS:

1. B obmactu JocTrynHble mojii HaBequTe KypCOp MBIIIA HAa II0Jie, KOTOpoe TpebyeTcs

nobaBuTh B 06actb CTpoku v 3navyenus (cMm. Pucynok 282).

2. Haxwmure kHotiky : (Emge).

3. B orobpasuBiemcsi MeHIO BeiOeprTe 00/1acTh, B KOTOPYIO HEOOX0IMMO J106aBUTS I10Ie.

/.'loc‘ryngle nona:

JaTta

DuAbTpbI:

MNoppazaenexune
Homenk... -+

[lobasuts B GUALTPEI
[obaeuTts B CTONBUBI
[lobaBuTh B CTPOKK

[06aBnTb B 3HaUEHNA

MepenmeHoBaTh

Cronbupi:

3HaueHua:

MNoppazgeneHme

MeHegxep

Cymma no non...

Beruncnenna:

Cymma v

Pucynok 282 — Kuonka Enze

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025

285



MonOdonc

Brruncnsemure I10J14, CO3IaHHbIe B CTOPOHHEM IIPpHUJIOXKeHHH, MOXHO IIepeMeCTUTb TOJILKO

B 00J1acTh 3HAYCHMUA.

HobaBnenure moseit u3 obmactd [locTynmHble mosss B Jpyrue 00JIaCTH BBIIOJHSETCS

BPYYHY0, QaHAJIOTUYHO JI00aBjIeHuIo 1ojiei B obacty CTpoku v 3HaYeHHs.

4.9.3.2 IlepemecTHTH 10JI€ U3 OTHOI 00JIACTH B IPYTYIO

[Tepemernienune noseil U3 OAHOM OOJIACTH B APYTYIO BBINOJHSETCS BPYYHYIO, aHAJIOTUYHO
nobaBieHuto 1mosied u3 obnactu  JlocTynmHble mojis B JIpyrde 00JaCTHU  KOHCTPYKTOpa

(cm. pasmen 4.9.3.1).

4.9.3.3 i3MeHUTH NOPSAIOK PACIOJIOKEHHSI IT0JIeii B 00J1acTH

B mroboi obmactu, kpome obsacty JlocTynmHble mOJISI, MOXHO H3MEHUTb IOPSIOK
pacIiojiokeHusl ToJiel B criucke. PacrosiokeHude ToJisi B CIMCKe OIpefiesisieT pacliojioXKeHue
COOTBETCTBYIOIIEro TOJIsi B CBOAHOW Tabmwuie. Pacmososkenve moseit B obnactsx CTonompl U
CTpoku Takxe oOmpelessieT HepPapXui0 «POAUTEIb-TIOTOMOK» TMoJjiel B Tabiuile: IO,
pacIioyio)keHHOe HUMXKe B CIIMCKe, SIBJISIeTCSl TIOTOMKOM il Bblliesiexartero mnossi-poautens. OT
viepapXyy 3aBUCHUT TO, KaK IOJIS TPYTIIIUPYIOTCS B Tabmuile.

YTOoOBbI U3BMEHUTh PACIIOJIO’KEeHUe T10JIsi OTHOCUTENIBHO JIPYTHX T0JIel B CIIMCKe, TiepeTalyTe
ero B TpebyeMoe MeCTO CIIMCKa, y/IepXKUBasl JIeBYIO KHOIIKY MBIIIIW, WK BBINOJIHUTE CJeyIolye
IeUCTBUS:

1. HaBenuTe Kypcop MBIIIX Ha 110Jie U HaxkMuTe KHONIKY : (Emxe) (cm. Pucynok 283).

2. B BeInagaromieM MeHIo BbiOeprTe TpeOyeMyro KOMaH/y:

- HEPEMECTI/ITI) B HAYAJI0 — [1epeMeCTUTD I10J1e B Ha4aJIO CITMCKa,
- HepEMECTI/ITI) BBbIIIIe — IIOMEeHATh MeCTaMH1 BbI6paHHO€ U Iipeabiayliee 1oJie;
- HEPEMQCTI/ITI) HHMe — IIOMeHSITb MeCTaMHU BbI6p8HHO€ U I1oClieAyroiee 1ojie;

- HepEMECTI/ITI) B KOHeII — [IepeMeCTUThD 110J1e B KOHell CITUCKA.
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MNepemecTuTb B Ha4ano

MNepemecTuThb Bbile Cronbup:
MNepemecTuTb HuxKe
MNepemecTTb B KOHeL
MNepemecTuTb B 3Ha4YEHWUA
MNepemecTTb B cTONOLbI
3HauveHusA:

MNepemecTtuTb B GUALTPSI

MNepenmeHosatb

[am m J

HomeHknatypa

Mpogaxw

Pucynok 283 — Knonka Emge

CocraB KOMaH[]I BbIIIaJialoiero MeHro oIipejesdeTcsa MeCTOIIOJI0OXXeHrneM BbI6paHHOFO I10JI141

B CIIMCKEe.

4.9.3.4 IlepenmeHoOBaThH mOJIE

[Ipu HEOOxOIMMOCTH JTFOO0€ T10JIe CBOJTHOM TabJIUIIBI MOXKHO ITepeMMeHOBaTh.

B xauyecTBe Ha3BaHHI He AOITYCKAeTCda HCIIOJIb30BATb Cl)OpMYJ'IbI n CIDYHKLII/II/I, d TadKXXe

IMOBTOPATH CYyIIeCTBYIOIHe Hd3BdAHUS OJIer CBOJHOMU Ta6J'II/II_[bI.

YToObI TepenMeHOBaTh 110J1e, BHITIOJTHUTE CIIeyIOIIe JeHCTBUS:
1. HaBenuTe Kypcop MBbIIIX Ha 10JIe U HAXKMUTe KHOTIKY : (Erme).
2. B BeinmagaroiiieM MeHI0 BbibepuTe koMaHy IlepenmeHnoBaTsb.

— B oxue IlepeMeHoBaTh yKakuTe Ha3BaHUe 110J1s U HaxkmuTe KHONIKY OK.

Ha3zpanue noss Bo Bkiaske KoHcTpykTop usmenutcs. [Ipu HaBeieHUH Kypcopa MBIIIN Ha

I1oj1e 6y;:[eT 0T06pa)KaTbCH BCILJIBIBAIOIIAA ITIOJICKA3KdA C ero TeKyIIyuM U HCXOOHbIM Hda3BAHUEM.
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4.9.3.5 Bpi0paTh pyHKINMIO BHIYHUCIEHUS] 3HAYeHUI

st monsi, koTopoe nobaBiisieTcss B 00/1acThb 3Ha4YeHHsl, MOXKHO BbIOpaTh QYHKIIHIO [JIs
OCHOBHOT'O BBIYUCJIEHUS] ¥ GYHKIIUIO AJIsl IOTIOJIHUTEIbHOTO BHIYUCIIEHHS.

@YHKIUKU JiS OCHOBHOTO BBIYMCIIEHUSI WCIIONb3YIOT JlaHHble HCXOAHON Tabiunbl. B
KadyeCTBe TaKuX (PYHKIMH HCIIONB3YIOTCS arperupytomnide ¢yHkiuu (B Excel — oyHkuum
cBefieHust). Arperupytoiye GyHKIUM MPUMEHSIOTCS B CTAaTUCTUKe W aHAJIWTHUKe AAHHBIX IS
aHanm3a U 06061enus nHbopmaruu. K tTakum GyHKIMAM OTHOCATCS, HaIpUMep, CyMMa, CpeJiHee,
MUHHUMAaJIbHOe U MaKCUMaJlbHOe 3HauyeHue, KOJMYeCTBO JJIeMEeHTOB IS BbIODAHHOW TIPyMIIbI
JTAaHHBIX.

[Tpu nmobanenuu mossi B obiacTb 3HavyeHUs1 GyHKIIMS pacyeTa JAHHBIX ISl OCHOBHOIO
BBIYMCIIEHUS] BBIOUPAETCs aBTOMATUYeCKU CIIeAYIOIIUM 00pa3oM:

— Ecnu nosne conepXuT uncioBble JaHHble, BbiOrpaercs pyHkuys Cymma.

— Ecmu none COEPXXUT TEeKCTOBbIE IdHHbIE, BbI6I/IpaeTC$I CIDYHKLII/IH KomnuuectBo.

HJ’[H BBIYMCJISIEMbBIX IIOJIeM, CO3JaHHBIX B CTOPOHHEM IIPWIOXEHWH, dBTOMdTHYECKH

BbiOUpaetcs pyHkuus Cymma. Bribop npyroit GpyHKIIMK pacueTa JaHHBIX HEIOCTYIIEH.

OYHKIUU IS TOMOTHUTENIbHOTO BBIYMCIIEHUs UCIIONB3YIOT JIaHHbIe U3 00JIacTH 3HAYeHUH
CBOJIHOM Tabmuilbl. OHU TIO3BOJISIOT COKPAaTUTh BpeMs W YCWIMS TPU aHajM3e J[aHHbIX |
MTOCTPOEHWU OTYETOB, He TMpHberas K MUCIOJIb30BAaHHUIO CTOPOHHUX TaOJMYHBIX PeJJaKTOPOB WJIH K
PYYHBIM METOJIaM J|jIsl IPUMeHEeHUs TOTIOJTHUTeIbHbIX BHIYUCIIEHUHM.

[Ipu nmobasnenuu mnosst B 06acth 3HaueHUs1 GyHKIUS JJIST IOTOJIHUTETbHOTO BBIYHUCIEHUS
10 YMOJTYaHUIO He HUCIOJIb3yeTcs. Eé MoXXHO BhIOpAaTh BPYYHYIO TaK, KaK OMKMCAHO HUXKeE.

Bri6path QpyHKIMIO BEIYMCIEHUSI MO>KHO HECKOJIbKUMU CII0COOaMHu:

— Yepe3 MaHeJb HaCTPOeK CBOJIHOM TaOJIUIIbI.

— Yepe3 KOHTEKCTHOe MeHIO sS'YeeK CBOHOU TabJUIThI.

Yr1obbpl BBIOpaTh QYHKIMIO [UIsI OCHOBHOTO BBIYMCIIEHUs uepe3 IIaHelb HACTpPOeK,
BBITIOJIHUTE CJIeflyIolye JeCTBHUS:
1. OtkpoiiTe BkiIaky KOHCTPpYKTOP NaHe M HACTPOEK CBOIHOU TabJUITHI.
2. B obmactu 3uauyenus, B Iosie BeramciaeHus pa3BepHHTEe BBINAJAIONIMN  CIIHCOK
bYHKITHN, COOTBETCTBYIOIIMM TaHHOMY TI0JTi0 (cM. PucyHok 284).

3. BribepurTe B BbIIaflatolieM CIUCKe TpebyeMyto GyHKIHIO.
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-» (CBogHasa Tabnunua Q
KoHctpyktop  [Mapametpsl Fx
(1T
1%
Crpoku: 3HaueHwA: 0
Cv
MogapazaeneHue Cymma no non... EX
Bbluncnenna:
MeHesxep
W
fara Cymma % I
HomeHknatypa v Cymma
S Konunuecrso

98 CYET3 1 -

Konnuecrso uucen
CpeaHee

Makcrmym

MuHUMyM

MNpousseseHune
CTaHAapTHOE OTKJIOHEHKE
HecmelleHHOe OTKNOHEHWE
Oucnepcna

HecmelweHHaa ancnepcma

Pucynok 284 — Bri6op ¢yHKIMM OCHOBHOTO BbIUKC/IeHUs Ha aHenid CBomHas Tadauna

Yro6bl BbIOpaTh QYHKIMIO [JI1 OCHOBHOTO BBIYMCIIEHHS Yepe3 KOHTeKCTHOe MeHIO,

BBITIIOJIHUTE Cliegyromiye JerCTBUS:

1. BbI,I[EJII/ITe HHEﬁKy WA OUana30H s4YeeK C BBIYMCISIeMbIMM 3HAUYeHHSIMU B CBOOHOU

TabJuIie.

2. OTKpOI:ITE KOHTeKCTHOe MeHIO e/ TYKOM npaBoﬁ KHOIIKW MBIIIH W BBIIIOJIHUTE KOMaHIY

Boruncinenns > Tpedyemas pynknus (cm. PucyHok 285).
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Konwpoeartb

BcTaBWTh...

Yaanute...

Bbiuncnenwmsa

,ﬂ,OI’IOJ'IHMTEJ’IbeI e BblUMCneHna

[MokaszaTb obwme nTorm

MeuaTtk BbigEAeHHOrO dpar MeHTa...

3aaath UMA...
CBepHyTb UV Pa3BepHYTh

OBHOBUTE CBOAHYO TabanLy
Hactpowtk ceOgHY0 Tabauuy

YaannTb cBOAHYHO Tabauuy

Ctrl+C

v Cymma
KoanuecTeo
KoanuectBo uncen
CpeaHee
Makcumym
MuHKUMYM
MNpowvzeeneHne
CrangapTHoe OTKIOHEHWe
HecmeleHHOe OTKNOHEH e
Awcnepcusa

H eCMeLWeHHaa Jncnepcna

Pucynok 285 — Beibop pyHKIIMKM OCHOBHOT'O BBIYHCIIEHUSI B KOHTEKCTHOM MEHIO

Yro6b! BbIOpaTh (GYHKIMIO [JISl JOIOJIHUTEIbHOIO BBIYMCIIEHUS uyepe3 IaHeslb HACTPOeK,

BBINIOJIHUTE CJIeIYIOIIHe JIeMCTBUS:

1.

Ortkpoiite BkIaKy KoHCTpyKTOp nIaHe HaCTpoeK CBOJIHOW TabJIMIIbL.

2. B obmactu 3HadeHus, B 1ojie J[OMOJHUTENIBLHO pa3BepHUTE BBLINANAIOIIMN CIIMCOK

$yHKIMH, COOTBETCTBYIOUIMH TaHHOMY ToJit0 (cM. PucyHok 286).

3. BpibepuTe B BbIllaiatolieM CUcKe TpebyeMyto GyHKITHIO.
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-» CopHas Tabauua

KoHctpyktop  [Napamerpsl

> O

(11
15
Crpoku: 3HaueHwA:
Cv
MoapasaeneHvie Cymma no noa... EX
Belumcnexnma:
Menegxep
Cymma v~
[ata y
[ononHuTensHo:
HomeHknatypa

98 CYET3 1 -

Pucynok 286 — Bei6op ¢pyHKIIMM JOTIOTHUTEIBHOIO BHIUKCIIeHHsI Ha TaHend CBoaHasA Tabauia

Y10o6B! BEIOpaTh QYHKIUIO ISt

BBINIOJIHUTE CJIeIYIOIIHe JIeUCTBUS:

1. BI)II_IQIII/ITE H‘IBI:IKy WM JIMalla30H si4eeK C BBIYHCIISIeMbIMH 3HA4YeHUSIMA B CBOJHOM

Tabuile.

2. OTKpOﬁTe KOHTeKCTHOe MeHIO IIIeJTY9KOM npaBoﬁ KHOIIKHX MBIIIN U BBIIIOJIHUTE KOMAHIOY

JonosHuTeIbHBIE BhIuNciIeHns > Tpedyemas ¢pynknus (cMm. PucyHnok 287).

bez Bbl..lx"

V' Be3 BblUMCIEHNI
% ot obuwero ntora
% oT uTora no cronbuy
% OT WTora no cTrpoke
% ot
% OT WTOra No POAWNTENLCKOWN CTPOKE
% OT WTOra No POAWTENLCKOMY CTONOLY
% OT POAUTENbCKOrO UTora
O1anume

Otanune B %

AOIIOJTHUTEJIbHOI'O BBIYUCIJIEHUA Yepe3 KOHTEeKCTHOe MeHIO,
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Konuposatb Ctrl+C
BcraBuTe... »
Ynanute... 4
Bbluncnexwma »
JononHuTtensHele EbILlHCJIEI-th » + be3BblUMCNEHWH
0,
Mokazatk 0BWKe TorKn > % OT obLero nTora

MeuaTb BblZENeHHOrO GparMeHTa...
3apatb UMA...
CeepHyTb WAW pa3BepHYThb s

O6HoBWTE CBOAHYHO TabauLy

% OT uTora no ctonbuy

% OT UTOra No CTPoke

% OT

% OT UTOra No poAVTEeNLCKOW CTPOKE

% OT UTOra No poaVTEeNLCKOMY CToN6Ly
% OT poAUTENLCKOrO UTOra

Otanuve

HacTtpowuTk cBOAHYH Tabanuy

Ynanuts cBOaHYHO Tabanuy

Otanuve B %

Puicynok 287 — Bbi60op ¢pyHKIMM NOTIOHUTEIBHOIO BBIUMCIIEHNS B KOHTEKCTHOM MEeHIO

Ecm BbI6paHHa$I JJIs1 JOIIOJIHUTEJIBHOI'O  BBIYMCIIEHHS CIDYHKI_[I/IH TPE6YET YKa3dHUS

JIOTIOJTHUTEJIbHBIX [1apaMeTpoB, OTKpoeTcs: OKHO JlomosmHuTenbHbIe Bhraucienus (cM. PucyHok 288),

B KOTOpPOM:

B none Tunm no ymon4anuto OyzeT ykazaHa (YHKIMs, BbIOpaHHasi Ha IpelblayIlemM
miare. Eé MoXHO M3MeHUTh, BHIOpAB IPYTyI0 GYHKIIMIO U3 BbIMaiaroliero cnucka. [Ipu
3TOM, eCJIY J|jIsl BLIOpaHHOM GYHKIIMK He TpeOyeTcsl BBOJ| KaKUX-TMO0 JOTOTHUTETbHBIX
rapameTpoB, 1oJiss bazoBoe nmosie 1 bazoBoe 3HayeHye CTaHYT HEAKTUBHBIMU.

B none ba3oBoe mose ykasbpiBaeTcsi mosie (crosbelr) B Tabiuile, KOTOPOe COJEPXKUT
WCXOIHble 3HAUeHHWs, HWCIOJIb3yeMble Jis TPYNIUPOBKM W aHANM3a [IaHHBIX U
OTHOCUTEJIbHO KOTOpPOro OyjieT MpPOU3BOIUTHCSA pacueT. B kadecTBe 0a30BOro mosis
MOXeT ObITh BbIOpaHO Jit00O0e 1ojie, KOTopoe pacrojaraercs B obiactu CTPoOKH wWin
CTonbupl Bo Briagke KoHCTpyKTOp MaHe HacTpoeK CBOAHOM TabIIHUITbL.

B nosne Ba3zoBoe 3HayeHue BuIOMpaeTcs 3HaYeHUe, KOTOpoe coiep>XUT bazoBoe moie u
OTHOCUTEJIbHO KOTOporo OyAeT Npou3BOAUTHCS Ppacuér. [lpu BbIOOpe BapuaHTOB
Crnemyrommii vu IIpenbiaynuii kaxkjioe 3Ha4eHHe CpaBHUBAETCS CO CJIeYIONIUM 3a

HUM WK IIpealieCTByomeM eMy COOTBETCTBEHHO.
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[ononHutentsHele BelumcneHus (Cymma no nono CebectoMMocTs) X

Tun:
% ot v
bazosoe none: basoBoe 3HaueHwe:
HomeHknatypa X v Benocuneas X v

Pucynok 288 — OxHo [lonosiHuTe/IbHBbIe BBIYHCIeHHS

Ecmm CTPYKTYpP4a CBOJHOU Ta6J'[I/ILIbI BKJIIOYAaeT TOJIbKO IIOJISI B oOJyacTu 3Ha‘IEHI/lﬂ, TO

CIDYHKI_[I/II/I, Tp86y'IOH_[I/Ie YKa3dHU OJOIIOJIHUTEJIbHBIX [IdPpaMeTpOB HEeJOCTYITHbI.

Tabnuna 21 — dyHknuu Aj1s JONOTHUTEILHOT0 BEIYUCICHHS

I[OIIOJIHI/ITEJII:HOE BbIYHCJ/IEHHEe Onucaunme

Brraucisier 3HaueHne B si9elike B MPOIEHTAaX OT OOIIero urora

% oT ob111ero urora . .
BCeX 3HAaYeHUM CBOIHOM TaOIHIILL.

Brruncnsier 3HaueHuve B siueiike B IMponeHTax OT UTora 1o

% OT WTOTra 10 CTOJIOIY
COOTBETCTBYIOIIEMY CTOJIOIY.

Brruncnser 3HaueHue B siuelike B IMponeHTax OT UuTora 1o

% OT uTora 110 CTpOKe .
COOTBETCTBYIOIIIeu CTPOKe.

Boramcnsier 3HadeHue B siuetike B IPOIIeHTax OT Bbl6paHHOFO

o0

%o ot 0a30BOr0 3HAYEHHUS B COOTBETCTBYIOIEM 6a30BOM TIOJIe.
Berumcnsger 3HaueHue B sTUeiKe MOTOMKA B MPOIIEHTaX OT
3HAYeHUS B sUeliKe POJIUTENS B TOM JKe CTOJIOIIe.

% OT UTOra II0 POLUTENILCKOM CTPOKE Hmeet cMbICH, eCiid B 0671aCTh CTPOK CBOHOWM TaBIHITBI

nobasiieHo 6osiee OHOTO HOJS AJIsE POPMUPOBAHUS HepapXyuu

«pOaUTEeNTb-IIOTOMOK.

Brruncrsier 3HaueHMe B siyelike IOTOMKA B IIPOIEHTax OT
3HAYeHUs B gYeiiKe pOAUTENI B TOU JKe CTPOKe.

% OT UTOora 1o POIUTENBCKOMY CTO.T[6IIy Hmeer CMBICJI, eC/Iu B 00J1acThb CTOH6HOB CBOHHOﬁ TaﬁJII/IL[bI
nobaBsieHo Hosiee 0JJHOTO TOJIS /17151 GOPMUPOBAHUSI HepapXyun

«pPOaUTEeNTb-IIOTOMOK.
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HOIIOJIHI/ITQJII)HOE BbIYHCJ/IEHHE

Onucanue

% OT pOAUTENTbCKOT'0 UTOTa

Broramcisier 3HaueHue B siueiike IIOTOMKA B IMpoOeHTax OT
3HAYeHUs B sTUerKe poauTesisd B COOTBETCTBYIOIIEM 0azoBOM

1oJjie.

OTtnnune

0a30BbIM 3HAUEHHEM B COOTBETCTBYIOIEM OA30BOM IIOJIe.

Brruncsier pa3HOCTh MeXIy 3HaUeHHEeM B siueiike U BBIOPaHHBIM

OTtnuune B %

IIoJjie.

Boruamcnsier Pa3HOCTDb B IIPOLEHTAaX MeXAy 3Ha49eHHeM B sTYeriKe U

BbIOpaHHBIM 6a30BbIM 3HaUEHHEeM B COOTBETCTBYIOIEM 0a30BOM

YTtob6bl OTpegaKTUPOBAaTh

JOITIOJIHUTEeJIbHbIE T1dapAdMETPbI HCHOHBBYI-OH.IQFIC?I CIDYHKI_II/II/I,

OTKpOﬁTe OKHO HOHOJIHI/ITEJIBHBIE BBIYHCJ/I€HHUS, KIIMKHYB MbIIIBIO B obnact 3HaYeHHS

KOHCTPYKTOp4 CBOJIHOM Ta6HHHbI 110 BbIAEJIEHHOMY 3eJIEHBIM TEeKCTY II10[] BbIIIaAdlOIIUM CIIMCKOM

niosist [lomostaurensHo (cM. PrucyHok 289).

CTpoku: 3HaYeHnA:
MoapazaeneHne Cym... D]
BeluncneHna:
MeHepxep
Cymma v
AaTa y
JdononHutensHo:
HomeHknatypa
% oT v

HmﬂrQHKﬂcTUpa: E
; L

CYUET3 1 - ° +  100%

Pucynoxk 289 — Bb13oB okHa JlonmoTHUTeIbHBIE BBIYHCIEHUS
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YToOBI OTKIIIOYMUTH HCITOJIb3YIOIIYIOCA Cl)y'HKI_II/II-O JJIs1  JOIIOJIHUTEeJIbHOI'O BbIYMCIIeHHUSsI

BbIOepuTe BapuaHT be3 BbIrunciIeHHH 11py BbIOope QyHKIMY, KaK OIKMCAHO BBIIIE.

HpI/I pa60Te CO CBOJHBIMH Ta6JIHHaMPI, CO31dHHbIMH B CTOPOHHHUX peldKTOpdxX, cilefyromjre

JIOTIOJIHUTeJIbHbIe BBIYHUCIIeHNUs JOCTYIIHBI TOJIBKO JIJIS1 IPOCMOTpA:
—  Hunekc;
— CopTHpoBKa OT MaKCUMaJIbHOTO K MUHUMAJIbHOMY
— CopTHpoBKa OT MUHUMAJILHOT'O K MaKCUMAJIbHOMY;
— Hapacrarommii uror B %;

— Hapacratommii uTor.

HpI/I 0OHOBJIEHUH CBOJHOM Ta6J'II/ILIbI TdaKWe OOIIOJIHWUTeJIbHEBIe

COpOIIIeHBbI.

4.9.3.6 YoanuTh 1moJie U3 CBOXHOM Ta0JIHIIBI

BBIUMCIIEHUST OyIyT

YToOBI yJIanuTh 1oJie U3 Kakou-Inb0 06acTh CBOAHOM TabOJIHUIbI, BOCIOIb3YUTECh OJHUM

13 CJIeYIOIIUX CII0COOO0B:

— HaBe,I[I/ITe KypCOp MbIIIX Hd Hd3BdHHE ONdHHOT'O II0JII U HA’)KMUTE KHOIIKY E[ (YI[aJII/ITI))

(cm. Pucynok 290).

Crpokw: 3HaveHuA:
‘I'Io,qpa}.. % | Cymma no non...
BblumcaeHmn:
MeHeg xkep
Cymma Vv
Hata y
fononHuTenbHo:
HomeHinatypa
bez Bbl... Vv

Cymma no noan...

Beluwncnenwms:

Cymma v

Pucynok 290 — Knonka Y panurs

— YnepxuBasi JIeByI0 KHOIIKY MBIIIH, TepeTaluTe oje U3 Tekylled obiactu B 06J1acThb

HOCTyHHI)IE I10JI4.
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YToOBI ymanuTh 1ojie U3 BCex objacTed CBOAHOM TabGJHUIlbI, B KOTOpble OHO J00OaBIIeHo,
BBITIOJTHUTE CIIeYIOIe IeHCTBUS:
1. B obmactu docTymHbIe mOJIsi HaBe[WTe KypCOP MBIIIM HAa Ha3BaHUE JAHHOTO OIS
(cm. Pucynok 291).

2. Haxwmurte kHOTIKY — (YIaJuTh U3 CBOAHOM TAa0OJIMIIBI).

JocTynHuie noan: DuALTpLL:
ToBap
[pynna
MocTaBwKk

fata nocTaBku

[ ] e .
Cronbup:
| PeruvoH .. - | H

| Mpogaxu . |

Pucynok 291 — Knonka YaaauThb U3 CBOZHOMN Ta0IHIIBI
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4.9.4 HacTpouth nmapaMeTphl CBOHOH Ta0IHIIbI

Jly1s1 HacTpOMKU IapamMeTpPOB CBOAHOM TabJMIBl BOCHOJb3yHTech BKiIaakod Ilapamerpsr,

pacrnosioXkeHHOM Ha MaHeJId HaCTPOeK CBOJIHOM Tabiuiibl (cM. PucyHok 292).

- (CBogHadA Tabavua

2 0O

KoHctpyktop  [NapameTpsl

&

W CTOUYHVK AaHHBIX:

‘naHHbIe'|A1:G27

Q&

Cv
o cCX
MakeT cBogHOM TabnuLbl:

KomnakTHbIM v

O6wwme utorn

Moka3biBaTh:

[lna cronbuos

fAna ctpok

MpomeXkyTouHbIe UToru

Otobpaxatb

PacnonoxeHwe:

Mog, rpynnoii v

CeefieHva 0 Avenkax

MokazsieaTh npw sanpoce

Mognucu

AN U3MEeHEHWA NOANWCA BEEAWTE HOBbII TEKCT W
HaxmuTe Enter

MycTbie auerkn:

Pucynok 292 — Bxianka IlapameTpsi
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4.9.4.1 CMeHUTH HCTOYHHK JAHHBIX

Ecnmu Tpebyercs CMEHUTh MCTOYHUK JIJAHHBIX CBOJHOW TaOJUITBI, CO3/IAHHOM HAa OCHOBE
JIAHHBIX TeKyIero daiia, BHIOJHUTE CIeTyIoIIye JeHCTBUS:

1. VcranoBute kypcop B mnone Ucrounmk maHHbIX (cM. Pucynok 292). B mokymente

OTKpOeTCs BKJIaJIka C WCXOJHOW Tabsuiled, u 3HadeHue B moyie VICTOUHHK NaHHBIX

CTaHeT JIOCTYIHBIM JjIsi pefakTUpoBaHus (cM. PucyHok 293). VkasaHHBIM Traria3oH

JIAQHHBIX BBIJEJIUTCS B UCXOIHOU Ta6HI/IIIe IIBETOM.

> (CBojHas Tabauvua

> 0O

KoHctpyktop  [Mapametpol

.
WCTOYHMK AaHHBIX: 1%
'‘naHHble'|AT:G27 [ ] %,
MakeT cBogHOM Tabanug!: Cv
Cx

KomnakTHbIN v

Pucynok 293 — PefjaktipoBaHrie MCTOYHUKA JAHHBIX

2. Pe,[[aKTprfITe 3HadyeHre B noje McrouHuk HAaHHBbIX W HAXMHUTE KHOIIKY o NN

kiasuily Enter.

Eciu Tpebyercs cMeHUTh MCTOYHHK JIJaHHBIX CBOJHOW TaOJMITBI, CO3/IaHHOM HAa OCHOBe
JIAHHBIX BHEIITHEro UCTOYHHUKA, BBITTOJTHUTE CJIeyIOIIHe TIeUCTBUS:

1. HaBemure Kypcop Ha Ha3BaHMe BHeIIHero UCTOYHUKA B Iosie MICTOUHHMK AAHHBIX U

HaKMUTe Ha KHONKY . B OTKpHIBIIEMCS MeHIO BbiGepuTe KOMaHJy 3aMeHHTb

(cm. Pucynok 294).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 298



MonOdonc

> (CBogHana Tabauvua

2 0O

KoHctpyktop [lapametpsbl

McToUHMK AaHHbIX: T
1%
Mpopaxmn .
‘Nuct?’ ' 0
[NokazaTtb ceegeHnA E;’
Maket cBogHOI Tabnu
3aMeHUTb
KomnakTHbIN

Pucynok 294 — PenakTrpoBaHye BHEITHEr0 NCTOYHUKA JaHHBIX

2. B oxHe BHemiHHe HMCTOYHHKM AAHHBIX BbIOepHTe IPYrol BHEIIHWM MCTOYHUK U3

crmcKa win fobaBbTe HOBBIHM (cM. paszen 4.9.1.2) u Haxxmute kHONKy OK.

4.9.4.2 Be10paTh MaKeT CBOXHOM TaOIHIIbI

B Brinagatomniem cnucke MakeT CBOTHOMN TaOJMIIBI MOXXHO BBIOPATh OJJMH U3 CJIeyIOIINX
MaKeToB:

— KoMnakTHbI1 — /1aHHBIE BCex Mojied U3 obnactu CTPOKHM OTOOpaXxaloTcs B I1ePBOM

cTosbIle CBOJHOM TabJMIBI M MMeIOT MepapXrudeckylo CTPyKTypy (cM. Pucynok 295).

Yem Oovibllle YpOBeHb BIIOKEHHOCTH Y 1oJisi B obsact CTPOKH, TeM OOJIbIINANA OTCTYII

MMeIOT ero JIaHHble B IIepBOM cToJiOIe Tabiunbl. Maker KoMnakTHBIN MCIIONb3yeTCs

JJIS CBOJHBIX Ta6J'II/II_I 110 YMOJIYaHHIO.
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Ha3BaHWA CTPOK ﬂ Cymma no nonko NMpoaa s

o

© Meanos 25423,728814
Benocunenbl 25423, 728814

© Wnuuckan 5760169,4915
Benocunenhbl 2974576,2712
JockK 2733050,8475
MNanatum 47457 627119
MNpouee 5084,7457627

& nNerpos 4019491,5254
Benocunenbl 1042372,8814
JockK 1588323,0508
TNMb1xM 1250847,4576
MNanatkm 136440,67737
Mpouee 247 45762712

Pucynok 295 — Maker ctpanuisl KoMmnakTHbIH
— TabnumuHplii — [aHHBle KaXaoro Moyt u3 obmactd CTpokH O0TOOpaXaroTcsl B

otnenbHOM cTosibie (cM. Pucynok 296). HazBanus cTonb110B COOTBETCTBYIOT Ha3BaHUIO

TIOJIeHN.

MNoopazpeneHmne n MeHe oxep ﬂ HomeHKNaTypa ﬂ Cymma no nonwo Npoas sm

@ ﬂ MBaHoB Benocrnenbl

HMeaHoB MTOT

ﬂ HMnK1HcKanA Benocrnegbl
Jockk
ManaTkmM
MNpoyee

HMnuuckaa Utor

£ Netpos Benocunenpl
JockK
NblHM
MNanaTHmM
Mpouee

Merpoe UTor

Pucynoxk 296 — Maket ctpanuiibl TadmmaHbIi
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— CTpyKTypa — AaHHbIe T0JIel pacHoJioXKeHbl Kak B MakeTe TaOJu4HBINA, TIpU 3TOM B

KaXJIOM CToiblle JaHHble OTOOpaXkaloTCsi Ha OAHY CTPOKY HIDKe IpeIblayIiero

(cMm. Pucynok 297).

MNoppaszoeneHue ﬂ MeHeoxiep ﬂ HomeHknaTypa ﬂ Cymma no nonko Npoga K
© Meanos 25423,728814
Benocrnenbl 25423,728814

© WMnuuckan 5760169,4915
Benocunenb 2974576,2712

Dockn 2733050,8475

MNanatkm 47457,627119

Mpoyee 5084,7457627

& nNerpos 4019491,5254
Benocrnenbl 1042372,8814

Oocku 1588983,0508

Nk 12508474576

Manatkm 136440,67797

Mpouee 847,43762712

Pucynok 297 — Makert ctpanunel CTpyKTypa

4.9.4.3 HacTpouTts oTOOpakeHHe 00IIMX UTOTOB

[To ymoyaHMIO B TTOCTIEIHEN CTPOKE CBOJTHOM TaOJIUIIBI OTOOPAXKAIOTCSI UTOTOBBIE 3HAUEHUST
CTOJIOIOB, a B TIOCJIeSTHEM CTOJIOIEe — UTOTOBble 3HAaUeHUSs CTPOK.

YTOOBI CKPHITh WK MOBTOPHO OTOOPA3UTh UTOTOBBIE 3HAYEHUsI CTOJIOIIOB, BOCIIOIb3yUTeCh
OJTHUM U3 CJIeJYIOIIUX CIIOCOOO0B:

— Bo Bkiagke ITapamMerpsl, B pasnene O0Iiue HTOTH CHUMHUTE WM MOCTaBbTe (HIIaskoK

s cronbios (cM. Pucynok 298).
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> CsoaHasa Tabauua

KoHctpyktop  [Napametpel

McTouHWK gaHHbIX:

'‘naHHbIe'|A1:G27 [ ]

Maket ceBogHOI TabaMup!:

KomnakTHbIi v

Ob6wue ntorm

NMoka3zbiBaTe UTOrK:

[Ansa cronbuos

Ans cTpok

Pucynoxk 298 —HToroBblie 3HaueHus B MapaMeTpax TaOJIUIIbI

— IllemukoM NpaBOM KHOIKU MBIIIM 110 JIIOOOW siyelike CBOJHOM TabOJMIIBI OTKPOMTe
KOHTeKCTHOe MeHI0 U BbibepuTe komaHay Iloka3saTs odurue uroru (cM. Pucynok 299).

B OTKpPbIBIIEMCA ITIOIMEHIO CHUMHUTE WUJIN I1I0CTABbTE cbnaxcox HJIH CTOJIﬁHOB.

MokazaTe 06w wMe nTorn » v [nacronbuos

v [na cTpok
Moka3aTk cBeaeHun

MeuyaTk BLideneHHOro gparmMeHTa...
3agatk UMA...
CBepHYTb UK pazBEPHYTh ¢

O6HoBWTL cBOAHYO Tabanuy
HacTtpowTk cBOAHYO Tabauuy

Yaanute ceogHyo Tabanuy

o e

Pucynok 299 — BritoueHue / OTKIIIOUeHHe UTOTOBBIX 3HAYeHUH Yepe3 KOHTeKCTHOe MeHIO
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YToObl CKPBITh WIM MOBTOPHO OTOOpA3WTh UTOrOBble 3HAUYeHHs CTPOK, BOCIIOIb3yUTeCh
OJTHUM U3 CJIEYIOIIUX CIIOCOOOB:
— Bo Bkiagke Ilapamerpsl, B pasfene O0miue HTOrH CHUMHUTE WIK TOCTaBbTe GIIasKOK
s crpok (cM. Pucynoxk 298).
— IllemukoM TpaBOM KHOMKKA MBIIKA TI0 JFOOOW sYelike CBOTHOM TaOJIMITBI OTKPOWTE
KOHTEKCTHOe MeHI0 U BbibepuTe komaHay Iloka3aTrs odmrue uroru (cM. Pucynok 299).

B OTKphbIBIHIEMCS IIOAMEHIO CHUMUTE WUJIN II0OCTaBbTe cl)naxcox I[JIH CTPOK.

4.9.4.4 HacTpouTth oTOOpaXkeHHe IPOMEKYTOYHBIX HTOTOB

B cBosiHOM Tabnuie MOXXHO:

— OT06pa3uTh / CKPBITh IPOMEXXYTOYHbIE UTOTH VISl KQXKJIOU IPYIIIBI JaHHBIX.

— H3meHuTh MecTo 0TOOpaXkeHHsl IPOMEXXYTOUYHBIX UTOTOB, eCJIM JIsi CBOJIHOM TabJIUIIbI
BbiOpaH MakeT Kommaktubiii v Ctpykrypa. B Tabnune ¢ makerom TaOsmmuHbii

IIPOMeXXYTOYHbIe UTOTY BCer/la 0TOOpaXkaroTCsl 0] TPYIIIION IaHHBIX.

YToOBl CKpBITH WM OTOOpAa3WUTh IIPOMEXYTOYHble UTOrH, B pasnerne IIpomexyTouyHbie

HUTOr'M CHUMUTe WM 1ocTaBbTe ¢uiaxkok OTodpaxkars (cMm. Pucynok 300).

- (CBopaHas Tabanua

KoHctpyktop  [lapametpbl

O6uyme utorm

MokazwiBaTh UTOr I

Ana cronbuos

Ana cTpok

MpomexxyTouHble uToru

Otobpaxarb

PacnonoxkeHwe:

Mog rpynnot v

Pucynok 300 — Bnok IIpomexyTounbie utoru

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 303



MonOdonc

B Brimaparomem criivicke Pacmosioxkernue (cMm. Pucyrok 300) BbibeprTe MecTo oTOOpakeHust
MTPOMEXXYTOYHbBIX UTOTOB:
— Ilom rpymmoii — 1Oa KaXIOW TPYyNIONW JaHHBIX OTOOpaXkaeTcsl CTPOKA THIIA

3arosoBok_rpynnsl Utor (cMm. Pucynok 301).

Ha3BaHWA CTpoK Bl cymma no nonto Nponasm

o
2 WeaHoe
Benocunegbl 25423,728814
HMeanoe MTOr 25423 728814
£ WnwHckan
Benocrnegbl 2974576,2712
Jockm 2733050,8475
Manatkm 47457,627119
MNpoyee 5084,7457627
HMnuuckan MTor 5760169,4915
© netpos
Benocrnegbl 1042372,8814
Jockm 1588983,0508
JbixK 12508474576
ManatimM 136440,67797
MNpouee 84745762712
MeTpoe UTor 4019491,5254

Pucynok 301 — IIpomexxyTouHbIe UTOTHM MOJ] TPYIIION

— B 3arosioBke rpyamnbsl — IIpOMeXYTOYHble HUTOI' 0To6pa>1<a}0Tc;1 B CTPOKax C

3aroJIoBKaMu Ipymil AaHHbIX (cM. Pucynok 302).

Ha3BaHWA CTpoK ﬂ Cymma no nonko Nposa K

(v

© Meauoe 25423,728814
Benocunenbl 25423,728814

© WnwHckanA 5760169,4915
Benocunenbl 2974576,2712
Jockr 27330508475
ManaTtkm 47457,627119
Mpouee 3084,7457627

& netpos 4019491,5254
Benocunenbl 1042372, 8814
Jockm 1588583,0508
Nblx 12508474576
ManaTtkm 136440,67797
Mpouee 847,45762712

Pucynok 302 — IIpoMexxyTOuHbIe UTOTH B 3ar0JIOBKe TPYTIIIbI
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4.9.4.5 BKiIlounuTh IPOCMOTP CBeeHHI 0 sT9eiiKax

B paszaeiie CBE)IEHI/IH 0 sTYeHKax, YCTaHOBHB cbnaxcox IToxa3sIBaTh IIpu 3a1poce, MOXHO

BKJIIOYMTH TI0Ka3 CBeJIeHUH O siuerikax co 3HaueHUsiMU (cM. PucyHnok 303).

- CBogHas Tabanua Q
KoHctpyktop  [Mapametpsl fx
O6uue ntoru i
MokazblBaTh: 0
Ans ctonbuos "y

CX

Ana cTpok

MpomMeXyTouHble UToru

Otobpaxarb

PacnonoxeHwe:

Mog rpynnow v

CeeaeHnA O AYeiikax

Moka3blBaTb Npw 3anpoce

Pucynok 303 — BxittoueHre mpocMoTpa CBefleHUH O siueiKax I10 3alpocy

4.9.4.6 PegakTupoBaTh nmognucu

B pa3aeiie HOlIIII/ICI/I MOXHO peddKTHUPOBATb HA3BAHHWA HEKOTOPbIX CTOJ'I6I_[OB N CTPOK
CBOJHOM TaGJ’II/IL[bI, d TdKJKe YKd3dTb TEeKCT, KOTOprﬁ 6YIIET OTO6pa)KaTbCH B ITYCTBIX sT9eriKax W

J4erKax C ONIMOKaMHU.

B kauecTBe moJinmucy He JOITyCKAeTCsl UCIIOJIb30BaTh GOPMYITy MU QYHKITHIO.

Pazpesn Iloamucu coiep XXUT Clleyrolue moJs:
— IlycTble ss9eliKu — TEKCT /Jist 0TOOpaXkeHus B IMYCThIX STYerKax CBOAHOM TAaOIHUITHI.

— OmuOKH — TeKCT JUTA OT06pa)KEHI/ISI B sSYeHKax, KOTOpbBIE COJeprKaT OIIMOKU B

BBIYMCI/IEHUSAX.
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— OO1mmii HTOT — Ha3BaHHWe CTPOKHU U CTOJIOIA C OBIITUMU UTOTOBBIMU 3HAYEHUSIMH.
— 3HaueHMs — B 3TOW BepCHUM MPUWIOXKEHUsI JaHHOe TI0JIe He UCIIOJIb3YeTCsl.
— Crpoku — Ha3BaHMe CTPOK B CBOIAHOM TabJIHUIE C KOMITAKTHBIM MaKeTOM.

— CrToJI0IBI — Ha3BaHKUe CTOJIOIIOB B CBOIHOU TaO/IUIle C KOMITAKTHLEIM MaKeTOM.

Ecnu B nosie HeT 3HaueHus1, BBeIUTe 3HaYeHHe BPYUHYIO U HaXKMUTe KiaBuilly Enter.
Eciu B none ectb 3HaueHMe, yJaliuTe ero BPYYHYIO WM HaKaTHMeM Ha KHOIIKY . 3areM

BBeguTe Tpe6yeMoe 3HdAYeHHe 1 HAXKMUTE KJIdBUIITY Enter.

4.9.5 YnpaBigaTh BHeIIHUMH HCTOYHHKAMU

B rtekymieit Bepcun «MoiOduc Tabnuia» Tonbko fokyMeHTH B popmate XLSX moryt

XPdHUTDb [IdHHBbIE O BHEIITHHUX UCTOYHHUKAX.

4.9.5.1 IIpocMoOTpeTh CIHCOK BHEIITHUX HCTOYHHUKOB

[IpocMoTpeTh CHHMCOK BCex BHEIIHUX MCTOYHUKOB, MOAKIIOYEHHBIX K TeKyleMy
JIOKYMEHTY, MOXKHO OJTHAM M3 CJIeJIyIOIIUX CIIOCOOOB:
— dYepe3 MaHeslb HACTPOEK CBOJHOM TabJIHUITbI;

— 4epe3 OKHO CO3aHHsI CBOAHOU TabJIHITHI.

YToOBI MPOCMOTPETh CIMCOK BHEITHUX MCTOYHHUKOB uYepe3 IaHejlb HACTPOeK, BBHITIOJIHUTE
CJIeZIyIolre IeNCTBUS:
1. OTkpoiiTe maHe b HACTPOEK CBOIHOM TabuIlkl (M. paszen 4.9.2).

2. HaBe,[[I/ITe KypCOp Ha Hd3BdHHe BHelllHero ANOKYMeHTa B IIoJjie HUcrounukx OJAaHHBIX N

Ha’XMHUTE Hd IIOIBUBIIYIOCS KHOIIKY : . B BuIlmaBmeM MeHIO BbI6epI/ITe KOMaHOYy

3amenuTs (cM. PrucyHok 294).

Y1o6bl NPOCMOTPETh CIMCOK BHENIHMX MCTOYHMKOB Yepe3 OKHO CO3[laHUsl CBOIHOM
TaOJIUIIbI, BBIIIOJIHUTE CIIeIyIOle 1eHCTBUS:
1. OtkpoiiTe OKHO CO3/1aHUSI CBOJHOM TAO/IMIIBI HA OCHOBe JAHHBIX BHEIIHero MCTOYHHUKA
(cMm. paznen 4.9.1.2).
2. B okxue Co3maTh CBOAHYI0 TabJaHMIy HaXMHUTe KHONKY BpIOpaTh HCTOYHHK

(cMm. Pucynok 269).
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OxHO BHemmne HCTOYHHKH JaHHBbIX COOEepXuT  CIIMCOK BCeX  HCTOYHHKOB,
IMOOKJIFOYEHHBIX K TeKyleMy HOOKYMEHTY, W II03BOJIIeT IIPOCMATPHUBATL CBEeHHs O KaXIO0M H3

HHUX, UI3MEeHSTb 3TU CBeJJeHHs, }106aBJI$ITb HOBbI€ UICTOYHHKH U YIAJIATh UMeromuecs.

4.9.5.2 IIpocMoTpeTh CBeJleHNsI 0 BHeIITHeM HCTOYHHKe

HJ’[S[ IMpoOCMOTpPa CBeJIeHMM O BHEIIHEeM WCTOYHUKE [IaHHBIX TEKYHIEﬁ CBOJIHOM Ta6JII/IIIbI

BBITIOJIHUTE CJIeyIOII1e 1eCTBUS:
1. Ha maHenu HacTpoek CBOIHOM TaOmMIlbl, BO Bkiajike IlapaMeTpsl HaBequTe Kypcop Ha

Ha3BaHHe BHeEIIHero MCTOYHMKA B Iojie Hcrounmk OJAaHHBIX ¥ HAXMHTe Had

IMMOABUBIIYIOCS KHOIIKY

2. B BbmaBmem MeHto BeibepuTe koMaHny Iloka3aTs cBegeHust (cM. PucyHok 304).

> (CBopgHasa Tabauuya

> O

KoHcTpykTop [lapameTpsl

MNCTOUHMK gaHHbIX: amm
g i
Mpoganmu _
Nuer? : 0
[Nokasatb ceegeHnA E;:
MakeT cBogHOM Tabaw
3amMeHunTb
KomnakTHbIA

Pucynok 304 — [IpocMOTp cBefieHMIt O TeKyllieM BHEIlIHeM UCTOYHUKe

Jliss mpocMoTpa CBelleHMM O JI0O0OM BHEIIHEM WCTOYHHKe MIaHHBIX, [100aBJIEHHOM B
TeKYIIUH IOKyMeHT, BBITIOJTHUTe CJIeIyIoIIye JeHCTBUS:
1. OTkpoilTe CIMCOK MCTOYHUKOB.

2. B crivcke HaiiMTe Hy)XXHBIA UCTOYHHK U HakmuTe KHONKY IlompoOHee B cTpoke ¢ HUM

(cm. Pucynok 305).
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[obaBnTb NCTOYHMK
Tewu.me MCTOYHW KW

Mpogaxkn

MNMoapobHee ]
Nvct: "Nnet 1"

Pucynoxk 305 — IIpocMOTp cBelieHMit O BHeIlIHeM MCTOYHUKE U3 CIIKCKa

B OTKphLIBIIEMCS OKHe BHenrnuii HCTOYHHK JaHHBIX MOXHO IIPOCMOTPETb U M3MEHHTb

CBeJleHHs O BHeIIIHEM MCTOYHHKe.

4.9.5.3 U3aMeHUTH CBeleHHS 0 BHEIIIHEeM HUCTOYHHKe

YTtoOBI U3MEHUTH CBeleHr4d O BHelIHeM MCTOYHHKe, BbIIIOJIHUTE Cliegyroiire )IefICTBHﬂ:

1. OtkpotiTe cBeneHus 06 ncroynuke (cM. pasgen 4.9.5.2).

2. B okme co CBeleHUsAMU MOXHO HW3MEHUTH ClleAyriue CBedeHUsd W IIapdMeTpbl

BHeIlIHero UCToYHuKa (cM. Pucynok 306):

— Ilone Ha3Banme — Ha3BaHMe WCTOYHHKA, KOTOpOe OTOOpakaeTcs B TeKyllleM

JOKyMeHTe.
— Ilone Omucanue — 1ojipo6HOE OMUCAHKE UCTOYHHKA;

— Ilomne daiin — myTh K (aiiy UCTOYHMKA. TeKyIri IyTh MOXKHO CKOITMPOBATh B Gydep
oOMeHa C TOMOIIbIO KHOIIKY | WM 33/1aTh IIyTh K JPYTOMY WCTOYHUKY C IIOMOIIBIO

KHOIIKY Bp10paTs ¢aiin;

— Ilome JInct — TEKYH_II/If/’I JIMCT MCTOYHHKA C MCXOOHBIMHU JdHHBIMH. MoxxHO BbI6paTb

)IpyTOﬁ JINCT UCTOYHHMKA C IIOMOIIIbIO KHOIIKHA BbI6paTb JINCT.
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Hazeanue:

Mpoaasu X

Onucanuve:

Tun:

Tabnuua

®Dainn:

- BuiGpaTs daiin

NucT:

Nucr1 Bbibpars auct

Pucynoxk 306 — OxHO cBefieHUI O BHEIIIHEM UCTOYHUKE

3. YrtobObl cCOXpaHUTb BHECeHHbIe n3MeHeHus, HaxxmuTe OK.

HN3menenue CBeJIeHMM BHEIITHero MCTOYHMKA HeOOCTYIIHO IIpr pa60Te B oOmake.

4.9.5.4 J100aBHTHL BHEIIHHI HCTOYHHK

YToObI 100AaBUTH BHEITHUN UCTOYHUK B CITMCOK UCIIOJIb3YIOMIMXCS, BHIIOJTHUTE CJIeIyIolre
JeUCTBUSA:

1. OTkpo#Te COMCOK UCTOYHUKOB (CM. pasmen 4.9.5.1).

2. B oxkHe BHemiHHMe HMCTOYHHKH JAHHBIX HaXXMUTe KHOIKY Jl00AaBHUTH HMCTOYHHK
(cm. Pucynok 305).

3. B okHe daitioBoro MeHejpkepa BeioepuTe daiii UCTOYHUKA.

4. B okHe BrI0op sucTa BhIOEpHTE JIUCT BHEIIHETO JOKYMeHTa M3 crircka ¥ Haxkmute OK
(cMm. Pucynok 271). Caumute dnaxok IlepBas cTpoka Auana3oHa JAaHHBIX COJIEPIKHT

3aroJiIoBKH, eCJIi He XOTHUTe HCII0OJIb30BAThL IIEPBYIO CTPOKY B Ka49eCTBe 3dar'0JI0OBKA.

BbI6paHHbeI WCTOYHHK IIOSIBUTCSI B CIIMCKe OKHAa BHeIIHHe HCTOYHHKH JAaHHBIX, IIOCJIe

4ero OKHO MOXXHO 3aKPbITb JIFOOBIM y,[[O6HbIM CIT0COOOM.
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JlobaBjieHNe BHellTHEr0 UCTOYHKKA HeJJOCTYIIHO IIpU paboTe B obiiake.

4.9.5.5 YaaauTs BHeIIHUI UCTOUYHUK

YT0o6B! yJIanUTh BHEIIHUM MCTOUYHMK M3 CIIMCKA MCIIOJIb3YIOUIUXCS, BBHITIOJIHUTE ClleJlyIolye
JeUCTBUL.

1. OTkpo¥Te CIUCOK UCTOYHUKOB (cM. pazzen 4.9.5.1).

2. B oxHe BHemmHMe WCTOYHMKM JAHHBIX HaWadTe TpeOyembld HMCTOYHUK U HAXXKMHUTE

KHOTIKY ]j (Y manuTth M3 ciucka) B crpoke ¢ HUM (cM. Pucynok 305).

3. HOIITBep)II/ITe yAajieHre B II0IBUBIIEMCA OKHE.

4.9.6 ®unbTpanusa JaHHBIX B CBOTHOH TabuIe

J1J1st CBOAHBIX TAOJIUIL JOCTYTIHO HECKOJIBKO CII0CO60B GUIbTpaIUK:
— C nomoriibto GUILTPOB OTYETA.

— C nomolipio GUIbTPOB CTPOK U CTOJIOIIOB.

PuIbTPHI OTYEeTa ONpeJesIsiIoT Cpe3 JIaHHBIX, HA OCHOBEe KOTOPOro GbOpMHpPYeTCsi CBOJHAs
Tabmuia. PuiabTpanMs BBIOJIHIETCS ISl IOJied, [Jo00aBjeHHbIX B 00mactb PuabTpel B
KoncrpykTope cBofHOM Tabmuilbl. d4eiiku 1yis yrpaBieHuss GUIbTpaMH OTYeTa PacIiojiaraloTcs

HaJ cBoiHOM Tabnuren (cM. Pucynok 307).

A B C
1
2
31 |NogpasgeneHwe (Bce 3HaueHMA) v
4
5  Homenwknatypa = MeHemxep = Cymma no nomo MNpopau
6 € Benocunegp Oobpakos 4932203,3898
7 MeaHoB 10271186,441
a MnuHCcKHanA 6508474,5763
9 O noBbICTHMH 2669491,5254
10 MNetpos 8872881,3559
11 Cuoopos 9991525,4237
12 Benocunepkl Mror 49245762,712

Pucynok 307 — ®unbTp oT4era
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PUIBTPHI CTPOK U CTOJIOIIOB MPUMEHSIOTCS K y)Ke CHOPMHPOBAHHOW CBOJIHOW TabuIe,
KOTJIa HYXXHO CKDBITh WIHM OTOOpa3WTh OTIeNbHbIe CTPOKH / CTOJIOIBI B 3aBUCUMOCTH OT
COJIep>KaIMXCsl B HUX 3HAYEHUH WIH TI0 33JTaHHOMY YCJIOBUIO.

[Ipu wucnonb3oBaHuM Makera KoMIaKTHBIN KHOMKYA (PUIBTPOB HAXOMSATCS B STYEHKAX C
OOIIMMU Ha3BaHUSIMH CTPOK U cTOJONOB. [1o ymomyanuio ato — «HazBanus ctpok» u «Ha3Banus
CTONIOIOBY (MOJIVICH /i1l HA3BaHUM MOXKHO M3MEHHTDh BO BKJajike IlapameTpsl maHenyM HacTpoOek

cBoaHOM Tabmmiel) (cM. Pucynok 308).

A B C
1
2
3 fara (Bce 3HaueHwMA) -
4
5 |I-IaﬂnaHuH cronbuos v |
& OTaen npoaam
7 Iilac-mauun CTPOK  ~ |{!\|rmma no nomo MNpopaxu Cymma no nomo CebectoMmocTb
5 @ [obpakos
g Benocunegbl
10 JockK
11 Nbixim
12 Onewna
13 ManatkK
14 Mpouee

15 fobpakos Utor

Pucynoxk 308 — ®unbTphl CTPOK U CcTOJNOIOB (MakeT KoMITak THBII)

[Tpu ucnionb3oBanny MakeToB Tabmumuneiii 1 CTpPyKTypa KHOIKUA GUIBTPOB HAXOMSITCS B

siueiikaX COOTBETCTBYIOIIUX 3arojioBKoB (cM. Pucynok 309).

Nata (Bce 3HaueHwMA) v

[Moapaspenerme |
OTaen npoaam
|Meuep,mep ol |I-Iomeuxnawpa v |lema no nomo MNMpopgamn Cymma no nono CebectoMmocts
© no6paroes Benocunegpl
Jockin
TNowm
" Onewna
12 Manatkm
13 Mpoyee
14  [obpakos UTor

- -- I - I R N E R E

—
=

Pucynoxk 309 — ®unbTpsl cTpok U cTosb10B (MakeT Tadauunsiii 1 CTpykTypa)
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st ogHOTO CTONOIA WJIM CTPOKM CBOJIHOM TabMIIbl Heb3s NPUMEHUTb OJHOBpEMEeHHO
HecKoJibko GpuiibTpoB. IIpu ycTaHoBKe HOBOTO pUiibTpa, CTapblii aBTOMaTHYeCKH COPachIBaeTCsl.

PuIbTpbl OTYeTa U PUIBTPHI N0 YCJIOBUIO JJISi CTPOK / CTOJIOIOB paboTaloT BMeCTe, HO
$UIBTPHI 0OTYETa UMEIOT HauDOOUbIIINI TPUOPUTET — UX Pe3yJIbTaThl YIUTHIBAIOTCS IIPH YCTAaHOBKE
bwIbTPOB 10 yCiioBUO. B uiibTpaiuy 1o ycjioBUIO y4YacTBYIOT GaKTUUeCKH OTOOpakaeMble B
CBOJIHOM TabuHile CTOJIOIBI M CTPOKH 1OCe IpUMeHeHUsl PUIIbTPOB OTYeTa.

YcranoBka GWIBTPOB CTPOK M CTOJIOIIOB, B CBOIO O4Yepeflb, BIMSIET HAa Takve (PYHKIIUU
CBOAHOW TabJIMIIbI, KaK MPOCMOTP CBEJIeHUM O sSiYeiKax U JIONOJIHATeSIbHbIe BHIYMCIIEHUS: TaOIUIIbI
CO CBeIIeHUSIMU O siuedKaX U pe3yJibTaThl JOTIOHUTEIbHBIX BBIYUCIIEHUH POPMUPYIOTCS C YIeTOM

MIpUMeHeHHbIX QUITbTPOB.

4.9.6.1 dunpTpoBaTh JaHHBIE C IOMOIIBLI0 GUIbBTPaA OTYeTa

Yrobel OTOWIBTPOBATH [laHHblE CBOJHOW TaOJMIBI C HOMOIIbIO (UIbTpa OTYeTa,
BBITIOJIHUTE CJIe/lyIolye IeHCTBUS:

1. JlobaBbTe moOMsl, 1O KOTOPbIM TpeOyeTcs BBIIOJHUTL UIbTPALMIO, B 00J1aCTh
PunpTpsel B KoHcTpyKkTOpe cBogHOM TabiuIel (cM. pasnen 4.9.3.1).

2. Haxmure kHONKY pUIbTpa B CTPOKe C HYXKHBIM I10JIeM B BepXHel 4acTy TabJIUIbL.

3. OtMerbTe ¢raxkkaMu 3HAYeHHUS, KOTOpble HY)XXHO YYUTHIBATb IpU (OPMUPOBAHUU
CBOJTHOY TaOJIUIIBL.

4. FEcnu cuucok cofiepkXUT O0UIbloe KOJIMYeCTBO 3HaUeHUH, NCII0JIb3yHWTe CTPOKY ITOMCKa:
— B pe3ymbratax moucka OTMeTbTe (QJIKKaMU 3HA4YeHUs, KOTOpble Tpebyercs

0oTOOpakaTh B CTOJIOITE.

— Ilpu HeoOXOAMMOCTH TIOBTOpUTE [1€MCTBHUSI, YTOOBI HAWTH M OTMETUThb [IpyTve

3HAYEeHHs].

5. Haxwmwure xkHOnKy IIppMeHUTS.

ITocrie PUMeHeHH st KHOTIKA B CTPOKe C GMIITPOM IpUMeT BUJ [T,
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4.9.6.2 dunbTPOBATH CTPOKHU H CTOJIOIBI II0 3HAYECHHSIM

Yrobbl OThUIBTPOBAaTh CTPOKY WIM CTOJIOel] 110 3HAa4YeHWsM, BBIIIOJIHWTE Cllefyollye
JeCTBUS:
1. Haxmure KHONKY pUIBTPa * B 3arojioBKe CTPOKU / CTOJIONA.
2. Ecimu u1a cBOJHOM TabUIBI UCIIONb3yeTcs MakeT KoMIakTHBIN, U B 00/1aCTh CTPOK WIN
CTOJIOI0B 106aBIeHO HEeCKOJIBKO I0JIeH, TO B OKHe (WIbTPallMy, B BBIIA/IAIOLIEM CIIMCKe

Ctpoxka / Ctonbern Boibepute TpebyeMyro CTpoky wiu crosberr (cM. Pucyrok 310).

$uneTpaums cTpokn «[loapasaeneHve» X

Crpoka:

MoapasaeneHue v

v TlogpasgeneHve
Meneaxep

HomeHknatypa

BbibpaThb Bce
OT1gen npogax

OTaen npoasvwkeHus

Pucynoxk 310 — Beibop ctpoku / cronbua s dunbTpanuu (MakeT KoMmakTHBIH)

3. VYbenurtech, uTo BbIOpaH crioco6 ¢umnbpTparuu Ilo 3Hayenmio U cHuMHTe Aok
BriopaTh Bce.
4. Ot™metbTe dIaKKaMu 3HAYEHHsI, KOTOPbIe TpebyeTcs: 0TOOPa3UTh.

5. Ecmm crimcok COIepXUT OOoIBIIIOe KOJTUYeCTBO 3HAYeHHUH, HCHOJIBSYI;’ITQ CTPOKY IIOHCKA:
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6.

— BeenguTe B CTpOKy MOMCKAa YacTb MCKOMOTO 3HA4YeHWs] WM HCKOMOe 3HavyeHUe
nenukoM. Harmpumep, 9To0bI HaTH 4uciao 123, B CTPOKY IOMCKA MOXKHO BBECTH

yucia 12, 23 wiu 123.

— B pe3ymbratax moucka oTMeTbTe GaKKaMU 3HA4YeHHs, KOTopble Tpebyercs

oTobpakaTh B CTOJIOIIE.

— Ilpy HEOOXOOUMOCTH TOBTOPWTE MAEWCTBHUSI, YTOObI HAMTA U OTMETUTb JpyTHe

3HAYEeHHsI.

Haxxmure kHonky IIpuMeHUTS.

[Tocne npuMeHeHrs puibTpa KHOIKA GUIbTPA “ B siYelKe C 3aT0OJIOBKOM CTPOKHM / CTOjba

npumer Bup [Tl TIpy HaBeeHMM Ha KHOIIKY KypCOpa OTOGPA3HTCs BCIUIBIBAIONIAs IIOJCKA3KA C

rHbOpMaIiiei 0 BKIIIOUeHHbIX GUIIbTPaX.

4.9.6.3 PuIbTPOBATH CTPOKH U CTOJIOIBI II0 YCJIOBHIO

st duiibTpa 1Mo yCJIOBUIO JOCTYIHO JiBa BapyaHTa PpUIbTPAIMU: 110 MOJANMCH (Ha3BaHUIO

CTOJ'IGI_Ia / CTpOKI/I) N 110 3HAYEHHIO pAdCUYeTHBbIX IOdHHBIX, COJEpPXalllWUXCs B 006J1aCTH 3HAUYeHUH

CBOJHOM TaOJIHIILL.

Yto0bl OTOUIBTPOBATH CTPOKY WJIM CTOJIOeN MO YCJIOBUIO JIJis TOJINKCEN, BBITIOIHUTE

CJIeZIyIolre IeNCTBUS:

1.
2.

Haxkxmurte kHONIKY GuibTpa * B 3arojioBKe CTPOKH / CTOJOIA.

Ecnu st cBoHOM Tabmuibl ucrionb3yeTcst MakeT KoMmakTHBIH, U B 00J1aCTh CTPOK WITH
CTOJIOIIOB 100aB/IEHO HEeCKOJIbLKO T0Jied, TO B OKHe (pUIbTpallvY, B BbIIAJAIOIIEM CITHUCKe
Ctpoxka / Ctonoer Boibepute TpebOyemMyto CTPOKY WM crosibert (cM. Pucynok 310).
Bei6epure criocob punbrpariuu Ilo ycioBuio.

B none Iloka3ats, B BblllajatoliieM crivcke Beioepute BapuaHT Iommicu (cm. Pucynok 311).
B none YcnoBue, B BbillaiatolieM CIIMCKe BbIOEpUTe THIT YCJIOBUS U B COCEJHEM II0JIe
BBeJIUTe TEKCTOBOE 3HaYeHHe, Jisi KOTOPOTo JIOJDKHO BBITIONHATCS YCJIoBHe. B Tekyiei
Bepcun «MonOduc Tabnuia» npy BBOJe TEKCTOBOTO 3HAYeHHUs He MOJIep>KUBAOTCS
peryJssipHble BblpakeHUs1 (O11epaTopsl «*», «?»).

Haxmurte kHOnKYy IIpriMeHHUTS.
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PuabTpaumns cTpoku «[loapazaencHne» X

Crpoka:

MNoapazaenerHwne v

PunbTpoBaTh:
Mo sHauenmio @ Mo ycosuo
Mokasatk:
Moanwcn v
Ycnoeune:

PaBHble v oTAen Npogak X

Ouunctutb duasTp MpumeHUTL OTtmeHa

Pucynok 311 — OxHO ¢uIbTpanvy 1o yCJIOBUIO JIJIs1 OAIIMCH

Yto6bl OTPWILTPOBATH CTPOKY WM CTOJIOEI] MO YCJIOBUIO [IJIsi 3HAYeHWM pacyeTHbIX
JTAHHBIX, BBITTOJIHUTE CJIeAYIOIIHe e CTBUS:

1. HaxmuTe KHOIIKY pUiIbTpa * B 3ar0JIOBKe CTPOKH / CTOJIOIA.

2. Ecmm png cBoIHOM TabiuIbl Mcnofib3yeTcsl MakeT KoMMaKTHBINH, U B 00/1aCTh CTPOK
WM CTOJIOIOB J06ABIIEHO HECKOJIbKO TOJIel, TO B OKHe ¢uiIbTpanuy, B rnojie CTpoka /
Cronbern, B BbilafjaiolieM CIMCKe BbibepuTe Tpebyemoe mosie (cM. Pucynok 310).
Bribepute criocob ¢unbrpanuu Ilo ycioBuio.

4. B mome Iloka3zarh, B BBINAJAIONIEM CIHCKe BbIOEpUTe BapUAHT 3HAYEHHS
(cm. Pucynok 312).

5. Ecnu B cBomHOM Tabnuie B 00J1aCTh 3HAaUeHUM ObLIO 00OaBIeHO HEeCKOJLKO MOJIeH, TO B
BhiTiafatoieM crvcke Ilose Boibepute Tpebyemoe moite.

6. B momne YcinoBue, B BbillalaolieM CIIMCKe BbIOEpUTe THIT YCJIOBUS U B COCEJTHEM II0JIe
BBeJIUTE YHCJIOBOE 3HAUeHHUe, JIJii KOTOPOTo JOJKHO PUMEHSIThCS YCIIOBHE.

7. Haxwwute kHONKY [IpMeHUTS.
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dunuTpaums ctpokn «MloapasgeneHue» X

Crpoka:

MNoapasaenerHue v

DuabTpoBaTh:
Mo snauermo  © Mo ycnosuio

MokazaTek:

3HauyeHwus v
Mone:

Cymma no nonto MNpogaxm v
Ycnoeue:

bonsLue v 1230000000 X

Ounctntb GunsTp MpumeHnTs OTmeHa

Pucynok 312 — OxHO GuIbTpaluu 10 yCJIOBUIO JIJIsl 3HAUeHUM

4.9.6.4 Copocurs ¢puibTp

YTo68! cOpoCcUTh GUIBTP OTUYETA, BHIIOJIHUTE CJIeIyIOle IeHCTBUS:
1. Haxmwure kHONKY LT/ B cTpOoKe C pUIBTPOM.
2. B okne ®unbTpanus rnocrasbTe ¢piaxkok BeIopaTh Bce.

3. Haxwmwute kHOnKy IIpuMeHUTS.

YtoObl cOpocHTh GUIBTP /JIs OTJEILHOM CTPOKM WM CTOJIOIA BBITIOJIHUTE CIleJlyIolye
JeUCTBUS:

1. Haxmwure kHOIIKY LT/ B 3ar0JI0BKe CTPOKM WX CTOJIOIIA.

2. Ecmm pnis cBoIHOM TabiuMIbl McHoJb3yeTcsi MakeT KoMNaKTHBINH, U B 00/1aCTb CTPOK
WM CTOJIOIOB J0OABJIEHO HECKOJIbKO ToJied, TO B OKHe GuibTparuu, B rojie CTpoka /
Cronbern, B BbIlIafjaiolieM CIIMCKe BbibepuTe Tpebyemoe mosie (cM. Pucynok 310).

3. Boibepure Tekymuii cioco6 ¢usnbTpanuu (kHorka OuucTuTh GUIBLTP OyAeT JoCTyIHa
JUIST HaXKaTHsT).

4. Haxmwure kHONKY O4HCTHTH QUIBTP.
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Ytobbl cOpocHTh BCe IPUMEHeHHble B Tabyuie QWIBTPHI BBHIOIHUTE CIIAYIOIIHe
JIerCTBUS:

1. BoigenuTte ogHy WK HECKOJIBKO sSiYeeK M3 IMara3oHa CBOJHOM TabJIUIIbI.

2. Ha nmanenu MHCTPyMeHTOB, B pa3zesie CBogHas TabJMIa HAKMHTe KHOHKYE.

T
B oS ® e B

Auerkn CeoagHan Tabanua Bcraeka

Pucynok 313 — OuncTurh Bce QUIBTPHI HA IIaHeJId UHCTPYMEHTOB

4.9.7 CBepHYTH WIH pa3BepHYTh 3JIeMeHThI CBOJTHOH Ta0IHIIbI

VpoBeHb peTanuzaliiy AAHHBIX B CBOAHOW Tabiuile MOXHO MeHSITh, CBOpAuMBas W
pa3BopavrBasl CoMepXKUMOe CTPYHIIMPOBAaHHBIX CTPOK U CTosOnoB. Hampumep, B Tabmuile MOXXHO

CBEpPHYTh CTPOKH, CTPYIIITUPOBAHHBIE 110 PETMOHY ITPOAKK WITH T10 TPyIIe ToBapoB (cM. PucyHok 314).

PervoH npogaxsu ~ Tpynna -~ Tosap l
© Amurpos £ Buineuka MeueHbe
Xneb
o MaKa poHbI Bepmuilent
PossmM

CnareTri
© Osowm KaBaukm

Orypubi
Ceexna

O opyxm AnNenbCHHb
MpyLwmr
Mawnro
ABNOHK

Pucynok 314 — [IpumMep rpynnupoBKY B CBOJIHOM Tabiiuile

B cBomHBIX Tabnuniiax, co3aHHbIX WK oTpefakTUpoBaHHbIX B LibreOffice Calc, kHonku u
KOMaH/Ibl CBOpPAYMBaHMs / pa3BOpPauyMBaHuUsl CTPOK / CTOJIOIIOB MOTYT OTCYyTCTBOBaTh WJIN

paboTaTh HEKOPPEKTHO.
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YT0oOBl CBEpHYTb WM Pa3BepHYTh BCe CIPYIIHMPOBaHHbIE CTPOKW WJIM CTOJIOII CBOJIHOM
TaOJIMITBI, BHITIOJIHUTE CIIeAYIOIINe IeUCTBUS:
1. OTkpo#Te KOHTEKCTHOe MEHIO IIeJTYKOM IPAaBOM KHONKWA MBIIIM IO JIIOOOW siuelike
CBOJIHOM TabmuIIbl U BeiOeprTe KoMaHly CBepHYTh WIN Pa3BepHYTb.

2. B oTKpBIBIIEMCS TIOJIMEHIO BbIOepuTe TpebyeMyro KOMaH/Iy.

YroObl CBEpPHYTh WIM pa3BepHYTb OJHY I'PYIIY CTPOK WA CTOJIOIIOB CBOOHOM TaOJIMIIHL,
BBITIOJIHUTE OFHO U3 CJIeyIOIINX JeWCTBUN:
— Yrobbl CBepHYTb OAHY IPyIIly CTPOK / CTOJIOILOB, HAKMUTE KHOIIKY © cnesa or ee
3aroJIoBKa, YTOOBI Pa3BepHYTh — KHOMKY ' .
— OrTKpoiiTe KOHTEKCTHOe MeEHIO IeJTYKOM IIpaBO¥ KHOIIKA MBIIIM 10 s4eiike C

3dal'OJIOBKOM TI'pYIIIIbI CTPOK / CTOJ'I6I_[OB n BbI6epI/ITe KOMaHY CBepHYTI) WIn

Pa3BepHyTh.

4.9.8 ITpocMoTp cBeneHult 0 TIEHKaAX

B cimyuasx, korza Tpebyercsl MOHSITh, HA OCHOBEe KaKMX JJaHHBIX ObUIO IIOJIyYeHO TO WU
VHOe 3HaueHHe B syeiike CBOJHOW TaOJIMIbl, MOKHO IIPOCMOTpPETh CBefleHHs1 00 3TOM sidelike.
ITpocMoTp Bo3MOXKeH /Jisl siueek U3 06J1aCTU 3HAUeHWI CBOJTHOM TaOJIMIIbI, B TOM YMCIIe /IS sST9eek C

HUTOTaMH U ITPOMEXYTOIHBIMU UTOT'dM.

IIpocMoTpeTs CBefieHHMsT O siYeliKe CBOJHOM TaOIMIBI MOXXHO OJHHMM H3 CJIeJYHOIIHUX
CII0CODOB:

— JIBaK[blI LIEJIKHUTe I10 SYeiKe CO 3HaYeHUeM.

— IIlesukoM IIpaBOM KHONKH MBIIIKA II0 siYelKe CO 3HayeHHWeM OTKPOMTe KOHTeKCTHOe

MeHIO U BeibepuTe koMaHy Iloka3aTh cBempenus (cm. Pucynok 315).
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Konwnpoeats Ctrl+C
BcTaBuTh... 4
Ynanute... 4
BeluncneHma 4
JononHWTenkHLI e BEIYKMCNEHWA 4
Moka3aTtb obwme NTorum 4

MokazaTe ceegeHna

Me4yaTb BbIZENEHHOrO GparmMeHTa...

3agaTb UMA...

CBepHyTL MW pa3BepHYThb 4

O6HoBWUTL CBOAHYHO Tabanuy
Hactpowte ceOAHY O Tabamuy

Ypanute ceBOAHYHO Tabauuy

Pucynok 315 — Komanpa Iloka3aTh cBeieHHUsI B KOHTEKCTHOM MEHIO

B pesysnbrare Oyaer co3maH HOBbIM jucT. Ha atom svcre Gyner chopmypoBaHa «yMHas»
TabnuIla C JaHHBIMH, KOTOpbIe UCIOJB3YIOTCS JIs pacueTa 3HAUYeHUs] B MHTePeCcyIolllel suerke.
[Ipu TOM, 4TO AaHHBIE HA JIUCTE JOCTYIIHBI IJIsl peJJaKTUPOBAHUS, UX U3MeHeHHe He TOBJIMseT Ha
HCXOJIHbIe JTaHHbIe U CBOJHYIO TaOJIUILY.

«YMHasi» Tabnuia Ha HOBOM JIMCTe HacjlefyeT CTH/Ib CBOJHOM TaOJMIbI, U3 KOTOPOM OHa
6p1a chopmupoBaHa. CTuib M 00J1aCTH «YMHOM» TabJIMIIBI MOXKHO M3MEHWThb B HACTPOMKAaX Ha
OGOKOBOH MaHesH.

[IpocMoTp cBenieHu 0 siuerikaX HeJIOCTYTIeH B CJIEYIONIUX CITydasiX:

— JIns cBoJHOM TabJuIlbl BBIKJIIOUEHA HACTpPOWKa OTOOpaXKeHHWs CBelleHWW BO BKJIAJIKe

ITapameTpsI maHenu HacTpoek (CM. pasnen 4.9.4).

— JlaHHBIe CBOJTHO¥ TaOJHITEI HE OOHOBJISUTUCH ITOCIIE OTKPBITHS IOKyMeHTa (cM. pasaen 4.9.9).

— CTpykTypa AOKyMeHTa 3allliilleHa OT u3MeHeHu (cM. paszen 0).

— Jlucr co cBofHOM TabiuIlel 3alluilleH OT U3MeHeHHH, U B CIIMCKe pa3pellleHHbIX JIeHCTBUN

BBIKJTIOYeH 1apaMeTp PaboraTh co cBogHbIME Tadymiamu (M. paszen 4.17.2.1).
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4.9.9 O0OHOBHUTH CBOTHYIO TaOIHILY

O6HoBIeHUe CBOJIHOM TabJIUIIbI TPeOyeTCsl BBITIOJIHUTD, €CIIH:

— Ilpu pabote ¢ OKyMEHTOM B UCXOAHOM JiMaria30He / BHEIITHEM WCTOYHUKE U3MEHUJTUCh
JaHHbIe, Ha OCHOBE KOTOPBIX CO3/laBajlaCh CBOJIHAS TAO/IHIIA.

— B npunoxenun «MoiiOduc Tabmuiia» OTKphIBaeTCSl JOKYMEHT CO CBOJHOM TaOJIUIIeH,
CO37JaHHOM B CTOPOHHEM peJlaKTope.

— B npunoxenun «MoiiOduc Tabnuiia» oTKphIBaeTcsi JOKYMEHT CO CBOJHOM TabJivlIel,
KOTOpasi COJIEP>XKUT HeaKTyaJlbHble JJaHHbIe.

— Heob6xomuMo mpocMoTpeTh CBefieHus O s4elike (cM. pasnen 4.9.8).

YT0o6b1 0OHOBUTH CBOAHYIO TAOJIUILY, BHITIOIHUTE CIIEAYIOIIHe IeHCTBUS:

1. Boigenute Bech [Wana3oH WIM OJHY / HECKOJbKO siUeeK W3 Juara3oHa CBOJHOM
TabJTUIIBI.

2. BpeinonHuTe KOMaHy OOHOBIIEHUS OJTHUM U3 CJIEYIOIIHUX CIIOCODOB:
— Bribepure nyHkT koMaHaHOTO MeHi0 JlamHble > OOHOBHUTH CBOJHYIO Tal/IHILYy

(cm. Pucynok 316).

Jannwe  WHctpymentm  Bug Obwwia goctyn  Hap

3agate MmA..,
¥npaenaeHwe 3aLiMToR s

O6HoBnTE cBOgHYH TaBanuy

Pucynok 316 — KomanaHoe MeHio [lanHbie

— Ha mnanemu wuHCcTpymMeHTOB, B paznene CBogHas TabaMIla HAXMUTE KHOIKY

< OGHOBHTD (Ob6HOBUTH cBoAHYIO TabuIry) (cM. PrcyHok 317).

HE
el N - B

CeoagHana Tabnnua Bcraeka

Pucynok 317 — Knonka O0HOBHUTH
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- H_Ie]'I‘IKOM HpaBOﬁ KHOIIKH MBI BbI30OBHTE KOHTEKCTHOe MEHIO W BLIIIOJIHUTE KOMaHy

OOHOBHUTH CBOTHYIO Ta0JIHILY.

— Ecm cBopHas Tabiuima co3maHa B CTOPOHHEM NPWIOXKEHWH, Ha TAHeId HaCTPOeK
CBOIHOM Tabmwilbl, BO BKJIagKe KoHCTpykTOp Haxkmute KHOMKY OOGHOBHTH, KOTOpPast
oTtobpakaeTcsl ToJ; coobrieHueM: «JlaHHble Moryv ycraperb. OOHOBUTE CBOAHYIO

Tabmmuiy» (cM. PucyHok 318).

B o i
e = O e N TP

NG~

CeogHan Tabnuua Bcraeka ~

> (CBogHasa Tabaunua

> 0O

KoHctpykTop [apameTpsl

&

@® [OanHbie moran yctapets. O6HoBUTE
CBOAHYHD Tabavuy.

Q

Ob6HoBUTL Cwv

JoctynHble nons: OuneTpel:

[ata

MoppazgeneHne

Pucynok 318 — Knonka O0HOBHTH

— Ecm cBomHas TabiMia copepXXWT HeaKTyasibHble JIaHHble, Ha IIaHEJIM HACTpPOeK
CBOIHOM Tabmuilbl, BO BKJIagKe KoHCTpyKTOp HakmuTe KHOIIKY OOHOBHTB, KOTOpPast
oTtobpaxkaeTrcst 1moj; coobimieHueM: «J/laHHble Moryu ycraperb. OOHOBUTE CBOAHYIO

TabIUITY ».
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OOHOBJIeHMEe CBOOHOM TaOJNMILI, CO3MAHHOM HA OCHOBe BHEIIHEero MCTOYHUKA,

HEeJIOCTYITHO TIpU paboTe B obJtake.

Ecnu s4eiiku cBOgHOM TabiuIlbl ObUIM 0TGOPMATHPOBAHbI (M3MeHeH MIPUQT, IBET TEeKCTa,
BBIZIEJIEHHUS I[BETOM U T.II.), TOCe OOHOBJIeHUs (pOopMaTHPOBaHHE COXPAHUTCS 3a HCKIIOYEHHEeM
CJIeTYIONINX CITy4aeB:

— MH3meHeHpl uCXOOHBIe OAaHHBIE [0/, mobasiieHHoro B obOmacte Crosonmel. B 3Tom
ciydae cOpocuTcs ¢opMaTHpoBaHUe syeeK I3TOro I0Jsl, a TakKXKe syeeK TIoJiei-
IIOTOMKOB.

— H3meHeHbI uCXoiHbIE JaHHBIE TT0JIs, JobaBieHHOro B 06jacth CTpoku. B aTom ciydae

C6pOCI/ITCH CbOpMaTHpOBaHHe sTYeeK 3TOTO0 MOJIS, a TAKXKe ST9eeK I10JIerM-II0OTOMKOB.

4.9.10 KonmupoBaTh CBOAHYIO TA0IHILY

CBOJIHYIO TaOIUITy MOXHO CKOIIMPOBATh U BCTABUTh:!
— Ha TeKYIIUH JIUCT;
— Ha IPyr'OH JIUCT TeKyIero JOKyMeHTa;

— B IpYyTo# IOKyMeHT, OTKPbIThIN B mpuiioxkeHuu «MoitOduc Tabmuiay.

CxonMpoBaHHass TabiWila COXpaHsieT CBOKO  CTPYKTYpPY, (YHKIMOHAIBHOCTb U
¢dopmatupoBanue. CcblUlka Ha MCTOYHMK JAaHHBIX COXPAHSIETCS, eClM TaOJMIla BCTaB/ISIETCS B
TeKYIIUN JOKYMEHT.

Hepe)l KOIMMPpOBAHHWEM HEO6XOIII/IMO OOHOBHTD CBOOHYIO Ta6JII/II_Iy " BBIJEJIMTH ee IIeJIMKOM.

YToObI OBICTPO BBIEIUTDH TAOJIUITY, BHITIOJTHUTE CIIeIYIOIIHe TeHCTBUS:
1. Beimenure B Helt OJJHY WM HECKOJIBKO sTUeeK.

2. BrblinonHUTe KOMaHAY ISl BbIJleJIeHus] TaOJIUIIbl OTHUM U3 CJIeJIyIOIIHUX CIIOCOOOB:

— Ha manemu uwHCTpymMenTOB, B pasfesie CBogHas TadiMma HaXXKMHUTE KHOMKY ﬂ:fif

(Boimeuts cBomHYI0 Tabmmiy) (cMm. Pucynok 319).

o < BB

= % - B
N

CeogHas Tabnmua BcraBka

Pucynok 319 — Knonka BeigetuTs CBOIHYI0 Ta0IHILY
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— Ilerukom 1paBo KHOIIKY MBIIIA OTKPOMTE KOHTEKCTHOE MEHIO U BBITIOJIHUTe KOMaH/Ty

Boigemurs CBOIHYI0 Ta0 IHITY.

YroObl CKONMMPOBAaTh HECKOJIbKO CBOAHBIX TaO/HMI, pacIOIOKeHHBIX Ha OJHOM JIMCTe,
BbIJIeJIUTe BeChb JIMCT. J1Jis 3TOro BBIIIOJIHUTE OAHO U3 CIIeJyIOIINX JelCTBUM:
— Bribepute nyHkT koMaHaHOro MeHto IlpaBka > Beigenuts Bce.

— Haxmure coueranue kiaBuin Ctrl+A (Windows, Linux) wim #Cmd+A (macOS).

KonupoBaHnue u BCTaBKa CBOAHBIX TabJMIl OCYLIECTBJISIFOTCS CTAHAAPTHBIMM CIIOCOOaMHU.
ITpu BcTaBke cBOopHas Tabiuia He AOJDKHA IlepeceKaTbCsl C siYeKaM{, K KOTOpPBIM IpMMeHeHa
¢dunbpTpanys, ¢ IpyruMu CBOOHBIMU U «YMHBIMU» TaOJIUIIAMH.
Ecnu Tabnuiia BcTaBisieTcs B JPYyroMl JOKYMEHT, TO CChIJIKA HAa WCTOYHUK JIaHHBIX He
coxpaHsiercs. B cBsi3u ¢ aTUM:
— IIpu n3mMeHeHNH UCTOYHMKA JAHHBIX Tab/MIlA He OOHOBIISETCS.
— Ilpu ob6HOBieHMM Bpy4HyIO Tabsvila OOHOBIISIETCS, HO JlaHHble K3 MCTOYHMKA He
3arpy>karoTcsl.
— Ilocne obOHOBEHMsI NPOCMOTP CBelleHWH O siuediKax U pelaKTUPOBaHWE CTPYKTYPbI
MOTYT OBITb HEJOCTYIHBI, eCJId Ilepef] KOIMPOBaHMEM Tabiyvily He OOHOBISUIM U He

MeHSUIU ee CTPYKTYpY.

JI7s1 CKONIMPOBAHHBIX CBOJIHBIX TaOJIMIl paboTa C BHEITHMMU MCTOYHUKAMM JaHHBIX He
nojijiepkuBaeTcs. EciM Hy>KHO MCHOJb30BaTh BHEIIHWM MCTOYHHUK, CO3/laiTe TaOJIUIly

3dHOBO.

4.9.11 Ypanurh CBOTHYIO Ta0IHILY

YToOB!I yIanUTh CBOAHYIO TaOJIMITy, BHIIIOJHUTE CJIeIyIOlIue IeHCTBUS:

1. Boimenute Bech [Mana3oH WIM OJIHY / HECKOJbKO siUeeK W3 Juara3oHa CBOJHOM
TaOIUIILL.

2. BblnosHWTe KOMaH/y yllaJieHusl OJHUM U3 CJIeIyIOIIUX CIIOCOOOB:
— Beibepure mNyHKT KoMaHIHOTO MeHIO JlaHHBIe > YOaIMTh CBOAHYH0 TaOJIHILy

(cm. Pucynok 320).
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Jdannwe  WHcTpymentm  Bug  OBwwid goctyn  Hag

3agath MmA..,
¥npaeneHwe zawmToi ’

O6HoBMTE cBOgHYH TaBanuy
HactpowTe ceogHyo Tabanuy

YaanuTe ceogHyo Tabanuy

Pucynok 320 — Komananoe mesto [laHHble

— Ha mnanemm HMHCTPYMEHTOB, B pa3jeje CBOI_[HaH TaﬁJII/IIIa HaXMHTe KHOIIKY

£2°) (Ymanurs cBomHyI0 Tabsmiy) (cm. PucyHok 321).

e B B ®

CeogHasa Tabnnua BcraBka

Pucynok 321 — KHornka Y 7aJiuTh CBOHYIO Ta0JIHILy

- H_[e.]'I‘{KOM HpaBOﬁ KHOITKH MBI BbI3OBUTE KOHTEKCTHOE MEHIO W BBIIIOJIHUTE KOMaHYy

YaanuTs CBOIHYI0 Ta0IHILy.

— Haxwmure kaBuiiry Delete.
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4.10 TnarpamMmsel u rpagpuKu

4.10.1 BcraButh nuarpammy / rpadpuk

TabnuuHbI  pefakToOp IMpeloCTaBisieT BO3MOXHOCTb CO3[AHUSI W pedaKTUPOBAHUs
JMarpamMMm U rpagpuKoB pa3jidgHOro TUIIA.
YToOBI cO3/1aTh UarpaMmy Wiy rpadpuk, BLIIOJIHUTE CleIyIollre JeHCTBUS:
1. Beimenure nuama3oH, MO JaHHBIM KOTOPOTO HEOOXOAMMO IMOCTPOUTH UArpamMmy WA
rpaduK.
2. BeinonHuTe KOMaHy BCTaBKU AUarpaMmbl / TpadyKa OJIHUM U3 CJIeIyIONINX CII0COOO0B:

— Bpibepure nyHKT KOMaH/iHOrO MeHI0o BeraBka > Jlmarpamma (cM. Prucynok 322).

Bctapka ®opwmar Tabamua [aHHble WHcTpymentel  Bug  O6wwmid goctyn  Ha

N306paxkeHue... D XO Thames -
TekcTOBOE NONE

X K Y = A~

Q H ©

Qurypa »
ol Awvarpamma * [a Tlwucrorpamma »
CeoaHas tabnuua... & JlvHeiuaras gvarpamma 4
YmHas Tabavua Ctrl+T ¥ [paduk » G
% OyHKUMA... Shift+F3 2 Awarpamma c obnactamm 4
CneuyanstHbl€ CUMBOLI... @ Kpyroeasa gnarpamma
77 Ccblnka... Ctrl+K
[ 3ametka
[J Nuct
(5 Qfara
(O Bpewms

Pucynok 322 — [IynkTt komangHOro MeHo /Inmarpamma
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— Ha nmanemm nHCTpyMeHTOB, B pasnienie BeraBka (cM. PrucyHok 323) HakmMuTe KHOTIKY

\@(ﬂnarpamma).
@ v S T o
— o~ i (& B9 (v -,

-

MmcTorpamma

NlvHenuarana guarpamma I

[pacdumi

Vp

d
¢

XA |~

Awarpamma c obnactamm

[

R

Kpyrosas auwarpamma

G

Pucynok 323 — Knonka Jluarpamma

— Ha nmanemm uHCcTpyMeHTOB (cM. PucyHok 324), B pasnene BeraBka HaXXKMUTe KHOIIKY
==, Ha oToOpa3suBIIelics TaHeIM BCTaBKKA HaBeJUTe KypCOp MBI Ha KHOIKY

i) Muarpamma.
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V=
= v 2
AdaHHble
G

-3 B C

v =

—

lmcTorpamma

e |2 |4

NvHenuaras gnarpaMma

= |- =

[padwk

¥ = |~

X & |~

Owarpamma c obnactamm

e = (=

Kpyrosas gwarpamma

&

plo ~ B9 (& A (@)~

2%
[

O

[

=
=

@ @ &

0 I [P

©

[

o0

N306paxeHne...
TekcToBOE None

durypa >

Awarpamma >
CeoaHan Tabavua...

YmHana Tabnvua

®OyHkumA...

CI'IELI,VIaJ"IbeIe CUMBONbI... b

Ccbinka...
3ameTka

Nuer

Hata

Bpemsa

3. B oTKphbIBIIEMCS TIOJIMEHIO BbibeprTe TpebyeMbli TUI IUarpaMMbl WK rpaduKa.

'padpuk / npuarpamma chopMupyeTcs aBTOMaTHUeCKU II0 IeHTPYy BHAMMOM o0O6jacTu

TaOJIUIILL.

HaHHbIe, HCIIOJIb3yeMble I IMOCTPOeHHd, IMOACBEYMBAIOTCA HA JIMCTe IBE€TaMH, KOTOpPhbIe

Pucynok 324 — [1anenb BCcTaBKU

COOTBETCTBYIOT psilaM JJaHHBIX MarpaMmsl / rpadpuka (cMm. Pucynok 325).
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A B D E F G
1 -EEITEIDPHH 1 4.2 2.4 2
2 |Kareropmusa 2 25 4.4 2
3 |Kareropus 3 3.5 1,8 3
4 |Kareropus 4 45 28 b
5
- » . ry
7
8 5
a9
10 4
11
12 3
13
14 2
- o [
16
17 1
18
19 0
20 Kareropual Kareropua 2 Kareropua 3 Kareropus 4
21
22 @Panl W Pan2 M Pan3
23
= et i 1

d
(%))

Pucynok 325 — Jluarpamma

4.10.2 OTKpHITH NaHe b HACTPOeK AHarpaMMbl

[Tpunoxenue «MoinOduc Tabmuiia» 1Mo3BoJisseT U3MEHSTh 001lle HACTPOUKU IMarpaMMBbl U

HACTPOMKHU OTJIeJIbHBIX 3JIEMEHTOB C IIOMOIIbIO OOKOBOM ITaHeIn Hnarpmma.

YToOBI OTKPBITH O0KOBYIO MaHes b JJuarpaMma, BHITIOHUTE CIIeAYIONMe IeHCTBUS:

1. Bbienute quarpammy, HaCTPOMKH KOTOPOW HEOOXOJUMO OTKPBITh.

2. OrtkpoiiTe HOKOBYIO MaHeNIb OHUM U3 CJIAYIOIIUX CIIOCODOOB:

— Ha manemu uHCTpyMeHTOB, B pazfiesie JlmarpaMma HaXkMUTe KHOIIKY ‘@’ Hacrpours

(cm. Pucynok 326).

SeoW el
[ v s v

dwnarpamma

@

{c@} Hactpouts

oo ~ 0~

BcraBka

Pucynok 326 — Knonka HacTpouTs Ha naHesiv UHCTPYMEHTOB
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=
— Ha 60Kx0B0#1 ITaHe M HaKMUTe KHOIKY & (Jumarpamma).

- H_[eHKHI/ITe o auarpamme HpaBOfI KHOIIKOM MBI M BBIINOJIHUTE KOMaHy

KOHTeKCTHOTO MeHI0 HacTpourts muarpammy.

BOKOBYIO IaHeJIb MOXHO 3dKpPbITb BPYYHYIO dHAJIOTUYHBIM O6p{:130M, W1 ’Ke IIpOCTO

IIEJIKHYB MBIIIIbIO B JI000M MecTe BHe 00J1acTH AUarpaMMbl.

4.10.3 Hacrpoiiku AuarpamMMsl

YToOBI UI3MEHUTDH 00IIe HACTPOMKU JJUarpaMMbl, BLITIOJIHUTE CJIeAYIOIINe JIeMCTBUS:

1. OrtkpoiiTe 6OKOBYIO MMaHeIb HACTPOEK JuarpaMmel (cM. pasgnen 4.10.2).

2. B bokosoii nmanenu JImarpamma, Bo Briianke HacTpoMku MOXHO MeHSTh ClleJyIoliye
HACTpPOWKHU Auarpammsl (cMm. Pucynok 327):

— Twum — BBIOpATh TUIT IMArpaMMBbl;
— Jlmama3oH — 337aTh JUAIa30H JaHHbIX, POPMUPYIOIIMX JUArPAMMY;

— PHJ_ILI MAHHBIX — YKd3dTb, YTO HMCIIOJIb30BATh B Kd4eCTBe pAAOB JdHHbIX — CTOJI6HbI

WIY CTPOKM BBHIOPAHHOTI'O [TMAIa30Ha;

— Ooaacrp mocrpoenus — BKJIIOUYNTH WM HCKIIIOYUTH IIEPBYIO CTPOKY / CTOJ'I6€L[
BbI6paHHOl"O JHdIlla30Ha H3 obmnactu IMOCTpOEHHs. HpI/I BKJIFOUYEeHHWHN [JdaHHLbIe HepBOﬁ

CTPOKH / cTO/I011a UCIIOJTB3YIOTCS JIsl CO3/IaHUS TTOJIIKCEeN Ha TarpaMme.
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- [wnarpamma Q

HactpoWkn 2SnemMeHTbl fx

Tun: <

‘ [[Me rpynnN1pPOBKOW v ‘ =]

Cv

AwnanazoH: CX
D1:E9 X |

Panbl gaHHBIX:
© Cozpasats 13 cTonbUOB

COBA& BaTb U3 CTPOK

ObnacTe NOCTPOEHMA:
C nepBow CTPOKW AManasoHa

C nepsoro cronbua AnanasoHa

Pucynok 327 —Bkiiajika HaCTpoeK quarpaMMbl

Hactpoiiky npumeHstoTcsi cpa3y Iociie BbIOOpa, AMarpaMMa IIpyd 3TOM IlepecTpavBaeTcs

dBTOMdATHYECKH.

4.10.4 HacTpoiiku 371eMeHTOB iHarpaMMbl

bokoBas nanens JImarpamMmsel 103BOUISIeT 3a7jaBaTh HACTPOUKY IS CIIeAYIOIIUX 3JIeMEeHTOB!

— O6macte JuarpaMMbl — KOHTEWHEp, BKJIIOYAIOMMA B cebs Bce KOMIIOHEHTHI
IMarpaMMBbl.

— O6sacTb OCTPOEHUSI — YacTh 00JIACTH TMarpaMMbl, Ha KOTOPOW pacrojaraioTcsl psibl
JaHHBIX.

— Psanel maHHBIX — CTpOKAa WM CTONOell 3HAa4YeHWH, KOTOpble COAepKaTbCs Ha JIMCTe
IOKyMEeHTa M UCIIONIb3YIOTCS TIPU TOCTPOEHHUH AUarPaMMBbl.

— HasBaHue quarpamMmel U ocen.
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["'opu3zoHTanbHAS OCh.

BeprukainbHast oCb.

JIuHMM CceTKM — TOpU30HTalbHble W BepPTUKAJbHblE JIMHUM, KOTOpPble IIOMOTaloT
BU3YyaJIbHO OPUEHTHPOBaThCs Ha rpaduke. OHU CO3MAIOT CETKY, KOTOpas IepeceKaer
ocy 1 objierdaeT CYMUThHIBAHME U UHTEPIPeTaI|io TaHHBIX.

Jlerenga copepxuT uHPOpPMAIMIO O TOM, KakKdhe I[BeTa, CHUMBOJIbl WM JIMHUHU

COOTBETCTBYIOT PA3JIMYHBIM KATEI'OPUAM WJIK CepUdaM NdHHbIX.

YTOOBI U3MEHUTD HaCTpOﬁKH 3JIEMEHTAa JUdI'paMMbl, BBITIOJIHWUTE CJIeAyIolire JIerCTBUS:

1.
2.

OTkporiTe 60KOBYIO ITaHeJb HACTPOeK harpaMMsl (cM. pasnen 4.10.2).

B 6okoBoit manenu Jlmarpamma rnepeiiiute Bo BKJIaKy DiaeMeHThI (cM. PrucyHok 328).
Packporite 610k ¢ HACTPOMKAMHU HYXKHOTO 3JIeMeHTa, IIeJIKHYB 110 HeMY JIeBOM KHOIIKOM
MBIIIIH.

CkoppexktupyiTe / 3afaiTe TpebyeMble HACTPOWKHU Jis djieMeHTa. M3meHeHus OynyT

IIpUMEHEeHbI Cpa3y Xe.

= [wvarpamma Q
Hactpoukin 3SnemeHThl x
Obnactb grnarpammbl N @
Obnactb nocTpoeHus hd =
Paabl AaHHBbIX A4 E;
HaseaHuwe guarpammbl 1 ocel N
opn3oHTanbHaA ocb N
BepTukanbHasa ocb A
JINHWU ceTkur A
NereHaa ~

Pucynoxk 328 —Bkiiajika HACTpOeK 371eMEHTOB IMarpaMMbl

,HOCTYHHBIE JJIA KaKO0T0 3JIeMeHTa HaCTPOﬁKH IiepevurciieHbl B Ta6n1/1ue 22.
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Taommna 22 — HacTpoiiku 3JIeMeHTOB IiarpaMMbI

DJIeMeHT

Hacrpoiiku

Orpanunyenus

O6nactb
JIHarpaMMBbl

3aJMBKa U KOHTYP:

— lIBer 3a/IMBKY;
— IIBer koHTYpa;
— IIpo3padyHOCTb KOHTYPA;

— Tommuuza koHTYpa.

LIBer Tekcra:

— IIBer Tekcra;

— IIpo3padHoCTb TeKcTa;

O6nactb
MMOCTPOEHUs

3anMBKa ¥ KOHTYP:

— 1IBer 3auBKY;
— IIpo3pauHoCTb 3aNTUBKY;
— lIBet koHTYpa;
— Ilpo3padHOCTb KOHTYPA;

— TommuuHa koHTYpa.

Panpr maHHbIX

Psn maHHbBIX: BHIOOP psijia U3 CIIMCKA.
IIBeT 3a/IMBKYU U KOHTYP:

— lIBer 3a/TMBKH;
— IIpo3pa4yHOCTb 3a/IMBKY;
— lBer xoHTYpa;
— IIpo3padyHOCTb KOHTYPA;

— TommuHa KOHTYPa.
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DJIeMeHT

Hacrpoiiku

Orpannyenus

HasBanue
JIMarpaMMbl U ocen

JreMeHT: BLIOOp 37IeMeHTa U3 CITMCKa (Ha3BaHUe
IyarpaMMbl / Ha3BaHUe MOPHU30HTAIBHOM OCH / Ha3BaHHE
BEpPTHUKAJILHOU OCH).

Texcr: BBO/J] HA3BAHMHI.

3aJMBKa U KOHTYP:

— lIBer 3a/IMBKY;
— IIpo3pauHoCTb 3aNTUBKY;
— IIBer koHTYpa;
— IIpo3padHOCTB KOHTYPAa;

— TommuHa KOHTYPA;

IIBeT TekcTa:

— lIBer Tekcra;

— IIpo3pa4yHOCT®b;

J171st KpyTOBBIX
IarpaMm MO>KHO
3a71aTh TOJIbKO
HasBaHUe AUarpaMMsl.

["'opusoHTaNbHAsE OCh

OTobpakaTh: BKJIIOYEHHE / BBIKJIIOUeHHe 0TOOpaskeHwUs.
3aJMBKa U KOHTYP:

— lIBer 3auBKY;
— IIpo3payHOCTb 3aJIUBKY;
— lBer xoHTYpa;
— IIpo3padyHOCTb KOHTYPA;

— Tommuza koHTYpa.

IIBeT TekcTa:

— lIBer Tekcra;

— IIpo3pauHocThb Tekcra.

Henpumenumo ans
KPYTOBBIX JIHAarpaMM.

BeptukanbHas och

OtobpakaThb: BKIIFOUEHHe / BBIKITFOUEHHEe 0TOOpaKeHusI.
3ayMBKa ¥ KOHTYP:

— lIBer 3a/MBKH;
— IIpo3pauHoCTb 3aNTUBKY;
— lIBet xoHTYpa;
— Ilpo3padHOCTb KOHTYPA;

— TommuHa KOHTYPA.

IIBeT TekcTa:

— IIBer Tekcra;

— Ilpo3padHOCTb TeKcTa.

Henpumenumo mist
KPYTOBBIX TUarpaMM.
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DJIeMeHT

Hactpoiixu

Orpannyenus

JIMHNM ceTKn

OcHOBHBbIE TOPU3OHTANIbHBIE:
— lser;
— Ilpo3pauHocTs;

—  Tommuna.

OcHoBHBIE BepTHKAJIbHbIE!
— lBer;
— IIpo3pa4yHOCT®b;

— TommuHa.

[TpomexxyTouHbIe TOPU30HTAJIbHBIE:

— Iger;

— Ilpo3paunHocTs;

— TomuHa.

[TpomexxyTouHBIe BEPTHUKAIBHBIE:
— IBer;

— IIpospa4yHOCT®b;

— Tommuna.

Henpumenumo st
KPYTOBBIX TUarpaMM.

Jlerenma

OTO6pa)KaTbZ BKJIIOYeHHe / BHIKJIIOUeHHe OTO6pa)KEHI/I$I.

3ayMBKa ¥ KOHTYP:

— 1IBer 3auBKY;
— IIpo3pauHoCTb 3aNTUBKY;
— lIBer xoHTYpa;
— Ilpo3pauHOCTb KOHTYPA;

— TommuHa KoHTYPa.

IIBeT TekcTa:

— IIBer Tekcra;

— IIpo3pauHocCTh TekcTa.
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4.10.5 VIsmenuThb THN [UarpamMmel / rpaduka

Tun IIepBOHAY4aJIbHO BCTaBJIEHHOM AAarpdMMbl MOXXHO HW3MEHHUTL Ha ,upyroﬁ OJHUM U3

CJIeYIOIIHX CIIOCO6OB:
— 4epe3 MaHeJb HACTPOEK;

— 4Yepe3 MaHeslb UHCTPYMEHTOB.

YToOBI H3MEHUTL THII OvarpaMmbl 4epe3 IIdHejIb HACTPOeK, BLIIIOJIHKUTE Ciieayrolnre

JeUCTBUAL.

1. OrtkpoiiTe 6GOKOBYIO MMaHeh HACTPOEK JuarpaMmel (cM. pasgen 4.10.2).

2. Bo Bkiagke Hacrporiku, B riosie Tum 13 BbINaaioniero Crivcka Boibepute Tpebyembii

Tyl (cM. Pucynok 327).

YTtobOBI U3MEHUTDb THII AvarpaMMmhbl depe3 flaHejlb MTHCTPYMEHTOB, BbIJIeJINTe ee. ITocne aToro

Ha IIdHeJIM MHCTPYMEHTOB, B pdasaeje IlnarpaMMa Ha’XMHWTe Hd KHOIIKY, COOTBETCTBYIOLIYIO

TpebyeMoMy THITy JUarpaMMBlL:

Ty (T'ucrorpamma) — uTOOBI NMpPeobpa3oBaTh TEKYI[YI0 IWArpaMMy B THCTOTPaMMY

yKa3aHHOTI'O TUIIA WM U3MEeHUTD THUII TeKylllel ructorpaMmsl (cM. PrucyHnok 329).

= @ “_L v E v e @ HactpowuTs

ik TucTorpamma c rpynnMpoBkoit
i ucTorpamma c HakomaeHueMm

am
ull HOpMMpOBaHHaH rMcTorpamma C HakonieHmem

Pucynok 329 — Knonka I'mcrorpamma
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- = (JImneiiyaTas mguarpaMma) — 4TOOBI IIpeoOpa3oBaTh TeKyIIyl [AMarpaMMy B

HHHEﬁanYIO AXAIrpaMMy YKd3dHHOI'O THUIIA WJIN U3MEHUTb THIL TeKYHIeI;'I JIMHEeH4aTOMn

nuarpammbl (cMm. Pucyrok 330).

s @ v =+ @ @Haapomb | - e |
SARITS

= [lMHeiluaTasa gvarpaMma c rpynnvpoBKom

Owarpame
s=  JlHeluaTtas AwarpamMma C HakonneHmem

== HOpMMpOBaHHaH NMHen4yaTas AvarpamMma ¢ HakonneHMem

Pucynok 330 — Knonka JIuneityarast amarpaMmma

€ (Kpyrosas quarpamma) — uTo6b1 Ipeo6pa3oBaTh TeKyIIYIO JUarpaMMy B KPyTOBYIO
quarpammy.
= (JuarpamMma c o0siacTsiMu) — 4yTOOBl IIpeoOpa3oBaTh TeKyIlyl AWarpamMMy B

AUdarpaMmmy C obmacTamMu YKd3dHHOT'O THIIA WK U3MEHUTb THUIL TeKYH_Ieﬁ JAWarpaMMbl C

obmnactsmu (cMm. Pucynok 331).

<

L

E
5 =
[
.
)
(]
N
(0]

v e {@} Hactpouts

Awarpamr
Owarpamma c obnactamm

ﬂmarpamma ¢ obnacTamMm M HakomnaeHuem

]
)

W 0 (K

HOpMMpOBaHHaH Awvarpamma c obnacTAMK U HakonAeHnem
AKep HomeHknatyp:

Pucynok 331 — Knonka J/lmarpamma c o6s1acTaMu
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YT06b1 Mpeobpa3oBaTh TEKYIIYIO AUAarpaMMy B rpadUK YKa3aHHOTO THIIA WA U3MEHUTDb TUIT
TeKyIero rpadpuka, HaXKMUTE Ha KHOIIKY | (I'padux) u BbibeprTe TpeOyeMblit TUN rpaduKa U3

BBITIafIatoNero crvcka (cM. Pucynok 332).

= @ “_i v E v e {gﬂ;} HacTtpouTb —_— -
- E o <) =) -

&

Fpadwk

RENES

lpadwk c HakonneHWem

i

HopmupoBaHHLIW rpaduvk ¢ HakonAeHWem
lpadwk c Mapkepamm

[paduk C HakoNAeHWEM M MapKepamm

PR

HopmrpoBaHHbIA rpadurk ¢ HAKOMAEHWEM N MapKepamm

Pucynok 332 — Knonka I'pa¢pux

4.10.6 N3aMenuTh Auana3oH JaHHBIX

[Tpy HEOOXOOUMOCTH MOXKHO M3MEHHWThb JIMAIa30H JIJAaHHBIX, KOTOPBIM HCHOJB3YeTcs s
MIOCTPOeHUsT AuarpamMmbl / rpaduka. Ilpy sTtom puarpamma / rpaduk OyAeT IepecTpoeH B
COOTBETCTBUM C HOBBIMU I'PaHUIIaMU JHalla30Ha.

YTOoOBI U3MEHUTD JTMAIa30H, BHITIOJIHUATE CJIeYIONIUe IeHCTBUS:

1. Beigenure quarpamMmy / rpaduk.

2. 3axaB JIeByI0 KHOIIKY MBIIIM, [epeJIBUHbTe YTJIOBOM MapKep [uana3oHa JAaHHBIX,

KOTOpble HCIIOJIb30BaJIMCh JIJIsl TOCTPOEHUs] AuarpaMmbl / rpaduka. YTJIOBOM MapKep
JTMara3oHa MOXHO TepeJIBUraTh B JIF0OOM HalpaBJIeHUH: BIIPABO, BJIEBO, BBEPX, BHU3.

3. OTHYCTI/ITE JIEBYIO KHOIIKY MBbIIIIH, YTOOBI BaCl)I/IKCI/IpOBaTb I'PaHUIIBI HOBOT'O JWAIIA30HA.

):[I/IaHHBOH JAaHHBIX MOXHO TadK’Ke M3MEHHWUTDL Hda I[MaHeJIM HAaCTpOeK AHarpaMMBbI. HHH 9TOI0

BBITIOJIHUTE CJIeIyIolue IeHCTBUS:
1. OrtkpoiiTe 6GOKOBYIO MMaHeIb HACTPOEK JuarpaMmel (cM. pasgen 4.10.2).
2. Bo Bxianke Hacrpoiiku, B none JIuanaszon HaxmuTte KHONKy k| (cm. Pucynok 327).

[Tpu 3TOM aKTUBHUPYeETCs peXXUM BbIOOpA [Malia30Ha, ¥ KHOIKA U3MEHUT CBOW BUJ.
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3. BribepuTe C MOMOIIBIO MBIITH HEOOXOJUMBIN AMAIa30H SYeeK Ha TeKyIIeM UM JII060oM
IPyroM JIMCTe AokyMeHTa. Kak TOJbKO Bbl OTIYCTHTE JIEBYIO KHOIIKY MBIIIIH, 3a/IaHHbII
JMana3oH 3adukcupyercssi U oTobpasurcs B 1nojle [Juama3zoH. [Ipousoiiner

ABTOMATUYE€CKUI I1epecdeT OaHHBIX JUarpaMMBbI [J1d BHOBb 3d[IdHHOT'O JHAIId30Ha Sd49eeK.

4.10.7 IsMeHuTH pa3mep AuarpamMmsl / rpadpuka

J1ns1 u3aMeHeHus pa3Mepa AuarpaMmel / rpaduka IeJIKHUTe TI0 HeMy JIeBOM KHOIIKOUM MBIIIN
Y TlepeTalinTe KOHTPOJIbHBIN MapKep B HY>KHOM HarpaBiieHnu (cM. PucyHnok 333):

— 11 U3MEHeHUs BBICOTHI UCIIOJIb3YUTe BePXHUN U HUKHUN MapKepEhl;

— IS U3MEeHeHHs! IIIUPUHBI UCII0JIb3yHTe MPaBbli U JIEBbIA MapKephl;

— JId TPOIIOPHYOHAJIBHOI'O HW3MEHEHHSA BBbICOTbBI W MIMPHUHBI I/ICHOJIBSYI‘/JITG YTJIOBbIE

MapKephl.
® O ’
2
4
3
2
@ ¢
1
0
Kareropma 1 Kareropua 2 Kareropmua 3 Kareropusa 4
[ Pagl [ Pag2 [ Pang3
L & 9

Pucynok 333 — 3meHeHHne pa3aMepa TMarpaMMbl

4.10.8 IlepemecTuTts muarpammy / rpadpuk

Huarpammy / rpaduk MOXKHO TiepeMeliaTh CIeyIOIMUMH CIIOCOOaMHu:
— TepeTacKUBaTh, y/Iep>KUBas JIEBYIO KHOMKY MBIIIIH;

— IlepeMelaTb CTPOTO II0 BEPTUKAJIN UJIX 110 TOPU30HTAJIX C IIOMOUIBIO KJIABUIIT «—, T, l,, —.
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[Ipy nepemernienny auarpaMMbl / TpaduKa C TOMOIIBIO KJIABUII <«—, T, |, — mmar
repeMeIreHus 3aBUCUT OT MacIiTaba JOKyMeHTa:
— eciu Maciutabd < 200%, To mar = 4 MMm;

— eciu maciarad > 200%, To miar = 1 M.

YToOBI YBEJNMYWTH IIar, fepemMelrianTe AuarpamMmmy / rpaduk KiaBumamua <, T, |, —,
yaep>xvBasi Hakatou kiiaBuiry Shift. B manHoMm ciydae mar mepemertieHust OyieT paBeH:
— ecimm Macmtab < 200%, To mar = 4 cm;

— eciu macuatad > 200%, To mar = 1 cm.

4.10.9 Boipe3aTh, KOIHMPOBATh U BCTaBUTh AHarpamMmy / rpagpuk

HuarpamMmy v rpadUvK MOXKHO BbIpe3aThb / KOIMPOBATh U BCTABUT:

— B Ipefenax ogHoro fokyMeHTta «MoiOduc Tabnnnay;

— B gpyrov nmokymeHT «MonOduc Tabmuia» — nuarpamma / rpaduk BcTaBisieTcs: 6e3
JTAaHHBIX, HA OCHOBE KOTOPBIX OH MOCTPOEH;

— B gokyMeHT «MoiOduc Texcr» min «MorOduc [IpezenTtanus» — quarpamma / rpadprk

BCTaBJIAETCA KaK I/IBOGPH)KQHI/IE‘.

BbIPESaHI/Ie, KOIIMPOBaHHE 1 BCTdBKAd BBIIIOJIHAKOTCSA CTAHAAPTHBIMHA CIT0CO0aMHU.

4.10.10 Yaanute nuarpammy / rpadpux

YroObl yianuth AvarpamMMy / rpaduk, BHIIIOJIHUTE CIIeAyIolIe AefCTBUS:
1. Beigenure nquarpamMmy / rpauk.
2. BrinonHuTe KOMaHAY yJaleHHs OJIHUM U3 CJIeIyIOIIUX CII0COOO0B:
— Ha nanem uHcTpymeHTOB, B pasfere IIpaBka HaXkmuTe KHOIIKY [ (Ynanurn)

(cm. PucyHok 334).

ch IE E Ii_i'*' IE v e‘ @HBCTPOMTI:
D C X v | v

MNpaeka Awnarpamma

Pucynok 334 — Knornka Y ganurh
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— IlpaBoit KHONIKOW MBIIIM IIeJIKHUTE 10 Juarpamme / rpapuKy U BBIIIOJIHUTE KOMaHIY

KOHTEKCTHOTO MeHIO Y IaIuTh quarpammy (cm. PucyHok 335).

L . - —&
. [Tpomaxku
] X BelpesaTh Ctrl+X
i Konnposatb Ctrl+C
L J HactpowuTb Awvarpammy
] Yaanute gvar pammy
] MeuaTb BbigeneHHoro pparMeHTa...
@ icoxu @ Benocunenst @ Jocku [TanaTku
n @ Benocunenn: 9 Hocku - Ilanatku . [Ipoyee
] @ Berocunens: [ /Teoxu @) Jocku U emd 4
L T —@

Pucynok 335 — Knonka Y gaauts guarpaMmmy

— Haxwvure kiaBuiiry Delete wm Backspace (OC Windows, Linux) wm

kiaBuiry Delete (macOS).
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4.11 N300paxkenus

B noxymeHT M0>XHO 1006aBiATh U306pakeHusI:

—  C KOMIIbIOTEpA;

— u3 bpaysepoB Google Chrome, Firefox, Internet Explorer u Microsoft Edge;

— U3 TEeKCTOBBIX W TaOIWYHBIX PeAaKTOPOB, BXOISIIUX B COCTaB OQHCHBIX MaKeTOB

Microsoft Office u LibreOffice.

[TopnepxuBaercs pabora ¢ n3obpaxenusimu B popmatax PNG, BMP, JPG, JPEG, JPE, GIF,
TIFF u TIF.

4.11.1 BcraBuTh H300pakeHue

4.11.1.1 BcraBuTh H300paxeHue ¢ KOMIbIOTepa

Yrobbl BCTaBUTb B JJOKYMEHT H300pakeHWe C KOMIIbIOTepa, BBIIOJIHUTe CJelyoliue
JeCTBUS:

1. Brimenurte TO MeCTO B JOKyMeHTe, Ky/ila HeOOXOJJUMO BCTaBUTh N300pakeHHe.

2. DBrInonHATe KOMaHAY BCTaBKU OJTHUM U3 CJIeyIOIIUX CIIOCODOB:

— Bribepure nmyHkT KoMaHAHOTO MeHI0 BeraBka > M3obpaxenue (cm. PucyHok 336).

Bcraka @opmar Tabavua JaHHble

N3obpaxeHwe...

TekcToBOE nose

Q H &

®urypa 4

Jwvarpamma 4

=
=
=

CeoaHas Tabavua...
YmMHaa tabnanua Ctrl+T

GyHkuwA... Shift+F3

® % & &

Cn eumanbHble CUMBONDbI...

Cecblnka... Ctrl+K
3ameTka

Nvct

[JaTa

Bpemsa

QB OF %

Pucynok 336 — Komangnoe mento BeraBka
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o
— Ha manenu vHCTpyMeHTOB, B pa3zeiie BctaBka HaXkKMUTe KHOTIKY (Azo0paxenue)

(cM. Pucynok 337).

® v O

T 03 B[ @y -

Bcraeka

Pucynok 337 — Knonka 3o0paxkenue

— Ha manenm uHCTpyMeHTOB, B pa3iesie BecraBka HakMuTe KHOTIKY === (cM. PucyHok 338).

Ha OTO6p83HBI.H€ﬁCH I[IaHeJIN BCTABKU HAXXMHUTe KHOIIKY E I/IBOGPEDKEHI/IE.

\DU—D L EE @ W seo .
Ee

Az06paxkeHme... N

TekcToBOE None

(5] ®urypa > U Q
fx

nﬂﬂ Odunarpamma »

CeoaHas Tabnmua... 0

YmHana Tabavua E;

j& DyHKUWA...

CneywvansHble CUMBObI... »

Pucynok 338 — Ilanenb BcTaBkU

3. B okHe d@ainoBoro MeHemxepa BblOepUTe U300pakeHHe, KOTOpoe HeobX0IUMO

BCTdBUTb, U HA’KMUTE KHOIIKY OTKprTb.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 342



MonOdonc

4.11.1.2 BcraBuTh H300paxeHnue u3 Opaysepa HWiH JPyroro pefrakropa

YtoObl BCTaBUTH UH300pakeHHWe U3 Opay3epa WIA [JpPyroro penakTopa, BBIOJIHUTE
CJIeyIolye IeNCTBUS:

1. CkonupyiiTe n3o0pakeHre U3 UCTOYHUKA.

2. Brimenure To MeCTo B JOKyMeHTe, KyJla He0OOXOMMO BCTaBUTh M300pakeHue.

3. BcraBbTe n3obpakeHre OJJHUM U3 CJIeAYIOIIHUX CIIOCOO0B:

— Bribepure nmynkt komanzaHoro MeHro IlpaBka > BeraButs (cM. PucyHnok 339).

Mpaska Beraska Qopmar Tabavua JanHme WHcTp

T OTmeHuTE Ctrl+Z
" TMoetopuTe Ctrl=Y
oo Bbipesath Ctrl+X
Konwpoeate Ctrl=C
|f| BrTaeuTh Ctrl+W

Pucynok 339 — Komangnoe mento IlpaBka

— Ha nanemm nHCcTpymeHTOB, B paszerie IIpaBka HaXMUTe KHOIIKY I (BcraButh) i
HaOKMHTe CTPeJIKy CIipaBa OT KHOIIKH ) (BcraBuTh) M B BHIIAJAMONIEM CIHCKE

BbIOepuTe koMaHly BeraBuTh (cM. Prucynok 340).

®avn [lpaeka Bcraeka @opmatr Tabavua [addsie  WHctpymenTsr  Bug

n By x D@y & 0 As

Lobaeutb [gj v (j :_9
Ea BcraButs
N36paHHoe daiin Mpaeka
BcTaBuTh 3HaueHwa v Gopmat
A3 v o2 v fx
BcTaBuThb TONBKO 3HAYEHUA
A B
|

Pucynok 340 — Knornika BecraBuTh

— Ileukom 1paBoi KHOIIKY MBIIIA OTKPOMTe KOHTEKCTHOe MEHIO U BBITIOJIHUTEe KOMaHLy

BcraBure.

— Haxwmure coueranue kinasuiil Crl+V (Windows, Linux) wiu $8Cmd+V (macQOS).
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4.11.2 N3MeHuTH pa3Mep H300paxKeHUSsT

Pa3mep nzobpakeHnst MOXKHO U3MEHUTh C COXpaHeHHeM WU 6e3 coXpaHeHHUs ITPOIIOPLIUH.
Yrobbl M3MeHWTb pa3Mep H300pakeHUs C COXpaHeHWeM IIPOIOPIWM, BBIIIOJIHUTE
CJlefyrolye qefCTBUL:
1. Beigenure nzobpaxkeHue, pa3Mep KOTOPOTro He0OX0IUMO U3MEHUTh.
2. Y 7epxyBasi JIeBYIO KHOIIKY MBIIIIH, IPOTSIHUTe JIF000M M3 yIJIOBBIX MapKepOB PaMKH Tak,
9TOOBI H300paXkeHue MPUHSIIO HeoOXoquMbIN pa3mep (cM. Pucynok 341).

3. OrtmycTuTe JIeBYyI0 KHOIIKY MBI, YTOOBI 3aUKCUPOBATh HOBBIYA pa3Mep N300pakeHus!.

Pucynok 341 — Mi3menenue pa3amepa n300paXkeHUsl C COXpaHEHUEM TPOOPITHA

YroObl u3MEHUTb pa3Mep u300paxkeHUss 0e3 coXpaHeHUs] TIPOTIOPIMM, BBIIOJIHUTE
CJIeZIyIolre IeNCTBUS:
1. Brimenure n3obpaxkeHune, pa3mep KOTOPOTO HEOOXOAUMO U3MEHUTb.
2. YIepxuBas JieByI0O KHOIKY MBbIIIM, IlepeMecTdTe OAWH U3 MapKepoB paMKH
nzobpaxenus (cM. PucyHok 342):
— ISl U3MeHeHHsl BBICOTHI M300pakeHUsl IlepeMecTHTe BepXHWM WM HIKHUM Mapkep

PaMKH;

— I WM3MEHeHHA HIMPHHbI I/I306pa}K8HI/I$I repeMecTture JIEBBIM WM HpaBbII;'I MdapKep

PaMKHU.

3. OToycTuTe JIeBYIO KHOIKY MBIIIH, YTOOBI 3aHUKCUPOBATh HOBBIM pa3Mep U300pakeHus .

=

Pucynok 342 — Mi3menenue pa3mepa n3obpakeHust 6e3 COXpaHeHUs! TPOTIOPITUI
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4.11.3 IlepemecTuTh H300paXkeHHE

H306pa)KEHI/Ie MOJKHO I1epeMelldThb ClieJyrimnumMunu crocobamu:
— IlepeTaCKuBaThb, YAEPXHUBAs JIeBYIO KHOIIKY MBbIIIIH;

— IepeMellaTh CTPOro 10 BepPTHUKAIX WIX 10 TOPU30HTAJIM C TIOMOIIbIO KJIaBUII «—, T, |, —.

[Tpu nepemerennyr M300pa’keHHs C IOMOINBIO KJIaBHII <«—, T, |, — IIar repeMelieHus
3aBHICHT OT MacITaba JOKyMeHTa:
— eciu maciutabd < 200%, To mar = 4 MMm;

— eciu macurtad > 200%, to mar = 1 MM.

YToOb! yBeJIMYUTH IIIAr, HepeMelaiTe W300paXkeHHe KaBUIIaMU «—, T, |, —, ylepXuBas

Haxkatol kiaBuily Shift. B manHoM citydae 1ar nepemeliieHusi 6yer paBeH:

— eciu macirab < 200%, To mar = 4 cMm;

— ecyu Mactatad > 200%, To mar = 1 cm.

4.11.4 CoxpaHuTh H300paxKeHHe

H3o6pakeHne U3 JOKyMeHTa MOXXHO COXPAaHUTh Ha KOMIIbIOTepe.
J1J1s1 3TOTO BBINIOJIHUTE CIIe[lyoIlire 1eHCTBUSL:
1. Broinenurte uzobpaxeHue.
2. BbInonHKTe KOMaHAy COXpaHeHUs! OJJHUM U3 CJIeYIOMINX CIIOCOOO0B:
— Broibepure mnyHkT KomaHnHoro MeHio Popmar > CoxpaHMTh H300pakeHHe

(cm. PucyHok 343).

D®opumar  Tabmwua  JanHee K

WpundT ’
BoipaeHnBaHwe ’
MNoeopoT TekcTa ’
Uucnoeol dopmar...

OBnacTe nevwaTw ’
CoxpaHuTe n3obpameHue..,

Pucynok 343 — [lyHkT koMaHgHOTO MeHIO COXpaHUTH H300paxkeHne

- OTKpOIZTQ KOHTeKCTHOe MeHIO IIIeJTYKOM HpaBOfI KHOITKWA MBIIIN M BBITIOJTHUTE KOMdHIY

CoxpaHUTB H300pazKeHHe.
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3. B oxue ¢aiisioBoro MeHepkepa BbiOepuTe MamKy Ui COXPAaHeHHs, YKOXUTe Ha3BaHHe

¢aiina u HaxmuTe KHOIIKY COXpaHHTh.

H306pa>KEHI/Ie COXpaHAEeTCda B UCXO/JHOM pa3mepe.

Ecnu nzobpaxenue 6b1710 06pe3aHo B IOKyMeHTe C IOMOIIbI0 CTOPOHHEro MPUJIoXKeHHUs,

TO OHO COXPaHsSeTCs B UCXOAHOM (110 0Ope3ku) BUJIe.

4.11.5 YpanuTh u3odpaxkeHue

YToOBI yoanuTh U300pakeHre, BBITIOJIHUTE CJIeIyIolre JeHCTBHUS:
1. Boigenure nuzobpaxeHue, KOTOpoe HEOOXOUMO YIAaIUTh.
2. BpelnonHuTe KOMaHAY yjalleHHs OTHUM U3 CJIeIYIOIIUX CIIOCOOOB:

— Ha nasmer uHcTpymeHTOB, B pasfene IIpaBka HaXmuTe KHOIKY [u] (Y manurs)

(cM. PucyHok 344).

®avin  MpaBka Bcraeka ®opmat Tabavuya [adueie  WHcTpymentsl  Bua  OBwmi god

6 [g] (__) S M Aunarpamma v
HobaenTb v C

N3bpanHoe daiin MNpaeka Bcraeka

Pucynok 344 — Knonka Y panuTth u3odpaxkeHue

- H_[e.]'IKHI/ITe 110 I/1306pa)KEHI/IIO HpaBOfI KHOIIKOW MBI M BbIIOJHUTE KOMaHy

KOHTEKCTHOI'O MeHIO Y JaJIUTh.

— Haxwure «kiaBuiity Delete wm Backspace (OC Windows, Linux) wm

kiaBuily Delete (macOS).
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4.12 ®urypsl

B nokymeHTbl MOXHO [100aBISITH GUIYPHI CIIEAYIONIMX THUIIOB: JIMHUS, MPSIMOYTOJIbHUK,
QIUIMIIC, TPeyrojbHUK, pOMO, 3arHyThli yroJ, 3Be3[a, CepAlle, CKOOKHM, CTpesIkM, BBIHOCKHY,

TeKCTOBOe I10JIe.

4.12.1 BcraBuUTh JIHHUIO

YToOb! 10OABUTH B IOKYMEHT JIMHUIO, BBITIOJIHUTE CIIEAYIOITUe IeACTBUS:
1. OrtkpoiiTe NOAMEHIO BCTaBKU OJIHUM U3 CJIeIyIOIIHUX CII0COOO0B:
— Broibepute nyHKT KoMaHAHOrO MeHI0 BcraBka > ®wurypa > Jlunum

(cm. PucyHok 345).

Bcraeka Qopmar Tabmvua [faHubie  WHcTpymenTtl  Bupg  O6wwid goctyn  Hapctpoiiku  Cnipaeka

1 Wzobpaxenwe... vl 12 v AT AY = v | v
TekcToBoE None R R . L N o
) ourypa » / Nvhwnw » / Jvhua
] MNpamoyronsHuk /' Crpenka
pAamMoy p
il Awarpamma 4
B Ceoanas Tabmua... O 3namnc ' [BYCTOpOHHAA CTpenka
TpeyronbHWK
YmHan Tabavua Ctrl+T L G H
Pomb
Fx  OyHKUMA... Shift+F3 @ |
3arHyTeIn yron
CneunanbHble CUMBOIbL... e yrmy
77 3eeysa
& Ccblka... Ctrl+K O Cepaue
™ 3ametka [] GoBku ,
D Nver > Crpenku »
£ Jara [1 BblHOCKM 4
@ Bpewmsa

Pucynok 345 — KomangHoe meHio BeraBka
— Ha nasemm wuHCTpymeHTOB, B pasfeile BcraBka Haxmure KHOnky -**. Ha

oTo6pasyBIIeiics MaHelM BCTABKU HaBeuTe KypCOp MBIIM Ha KHOMKy () durypa

(cm. Pucynok 346).
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o

plo ~ {5 () &9 (@) =

m 728 B- O
2

v c
Aueiiku faHHble @ Nz06paxeHne...
TekcToBOE None
F NvHmK (S] ®urypa > W
/ / / ol Avarpamma >
OcHOBHbIE CeogHas Tabamya...

YwmHasa Tabavua

1O A O I

@ D

DyHKUWA...
ﬁ @ CneymansHble CUMBOL... >
Ckobku (9 Cebuka...
[ ] { } [% 3ameTka
Crpenku D finer
|:> <:| ﬁ @ [b Jara
@ Bpemsa

o & D

BblHOCKM

O

Pucynok 346 — [lanenb BcTaBKu

2. B OTKpBIBIIEMCS TIOJIMEHIO BBIOEpUTE THI JIMHWUW [IJI1 BCTaBKW: JIMHHS, CTpeJIKa,
JIBYCTOPOHHSISI cTpesika. Kypcop mpumeT BU iepekpecTus: +.

3. Tlpu HeOOXOAMMOCTH BbIOEPUTE THUIT HAKOHEYHUKOB JIMHUY (CM. paszzen 4.12.10).

4. JloGaBbTe TMHUIO OJTHUM U3 CJIeYIOMIUX CIIOCOOO0B:
— lenkHuTe J1€BOM KHOIKOM MBIIIM 110 MECTy, B KOTOPOM JIOJDKHA HAXOJUTHCS TOYKa

HavaJia IMHUK. B MokyMeHT 106aBUTCS JTMHUS ITTUHOM 4,24 CM C yTJIOM HaKJIoHa 45°.

— YnepxuBasi HOKaTOM JIeBYIO KHOIIKY MBIIIH, HApUCYWTe JIMHUIO B TpeOyeMoM MecTe

IoKyMeHTa. UToObI 3aBepIIUTh pUCOBaHKe, OTIIYCTUTE JIeBYI0 KHOMKY MBIIIIH.

5. Ilpu HEOOXOMUMOCTH peaKTUPYUTe JIMHY U YTOJI HAaKJIOHA JIMHUM (CM. pasfen 4.12.9).
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4.12.2 BcraButh durypy

YT068!I 106aBUTH B IOKyMeHT (GUTYPY, BHIIIOJIHUTE CllelyIoIIye JeHCTBUS:
1. BplenuTe MecTo Ha JIMCTe, B KOTOPOe HeOOXOOUMO BCTaBUTh QUTYPY.
2. Otobpa3uTte cmCOK GUTYP OJHHAM U3 CIIETYIOITHUX CIIOCOOOB:

— Beibepure myHKT KOMaHAHOTO MeHI0 BeraBka > durypa (cm. PucyHok 345).

— Ha nmanemu uHcTpymMeHTOB (cM. PucyHok 346), B pasnene BeraBka HaXXMUTe KHOIIKY
===, Ha oToOpa3uBIleiicsi MaHeIu BCTABKU HaBeIUTe KYypPCOP MBIIIM Ha KHOIKY

.. Purypa.

3. B oTkpeiBIIeMcs oJiMeHIO BbibepuTe TpebyemMyo pUrypy.

B ¢urypy MoxxHO 106aBUTh TEKCT WM CCBUIKY. JIJ1s1 3TOT0 BBIIIOJIHUTE CIIeyIOLHe IeHCTBUS:
1. JIBOWMHBIM IIeJYKOM MBIIIM BblleUTe GUIypy, 4YTOObI IIepeMTH B PeXuM ee
pelakTUPOBaHMUSL.
2. JlobaBbTe B GUTypy TEKCT UM CCBIIKY (cM. PrucyHok 347):
— Beenute TekcT BpyuHylo. dPopMaThpoBaHMe TeKCTa B (uUIype OCYILeCTBIISIeTCS

aHaJIOTUYHO (POPMATHUPOBAHUIO TEKCTa JIOKYMEeHTa.

L7 =T = = T (R = R O, (R - S B (6 B

Pucynok 347 — Beon Tekcra

— BcraBbTe B pUrypy cChUIKy Tak, Kak 3TO OMMCAHO B pa3nesne 4.4.5.1.

3. Illenkuute no ar060My MecCTy JIMCTA 3a NpefesiaMy GUIYPBl, YTOOBI BBIUTH U3 pexxuma

ee pelaKTUpPOBaHUSI.

B HacTosilllee BpeMs peXMM pelaKTUpPOBaHUWS He [MOjJep)KuBaeTcsi st Guryp,

Pa3BEPHYTHIX 110/ IIPOU3BOJIbHBIM YTJIOM B CTOPOHHUX TaOIUYIHBIX pedaKkTopax.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 349



MonOdonc

4.12.3 BcraBuTH TeKCTOBOE I10JIe

TekcroBoe 1oje — 3TO TEKCT B paMKe, KOTOprﬁ MOXKHO IlepeMelldTb W pAacClojiaraTb B

J1000M MecTe TeKyLIero JIUCTa.

YTOoOBI BCTaBUTH TEKCTOBOE I10JIe, BBHITIOIHUTE CIJIeAYOIIHe TIeUCTBUS:

1.
2.

Brigenvute MecTo Ha JIUCTe, B KOTOPOe HeOOXOIMMO BCTaBUTh TEKCTOBOE TT0JIe.
BrimosiHuTe KOMaH/y BCTaBKH OJTHUM M3 CJIEIYIONIHNX CIIOCOOOB:

— Bribepure nyHkT koMaHiHOTO MeHIO BeraBka > TekcroBoe moste (cm. PrucyHok 348).

Bcraeka @opmar  Tabawua  [Jad

[+ MsobpaxeHne...

TekcTosoe none

Pucynok 348 — Komangnoe menio BeraBka

— Ha maderm wWHCTpyMeHTOB, B pasfesie BcraBka HaXMHUTE KHOIKY — =e
(cm. Pucynok 349). Ha orobpa3uBiiiedicss TaHeMd BCTaBKH HAXXMUTE KHOIKY

[7] TexcroBoe more.

o v [ ] B (@) =,

WzobpaxeHne... A

TekcToBOE NOAE

71
(5] ®urypa > Q

Pucynok 349 — [lanenb BcTaBku

BBenuTe B TexcroBoe moiie TpeOyembiii TeKCT. IIpy Heob6XxoIWMOCTU B TEKCT MOXHO
no0aBUTh CCHUIKY (CcM. pa3gen 4.4.5.1). dopmatupoBaHMe TeKCTa B TEKCTOBOM IIOJie
OCYIeCTBIISIeTCS aHAJIOTUYHO GOPMATHPOBAHUIO OCHOBHOI'O TeKCTa JJOKyMeHTa.

YroOBl CHSITH BBIJEJIEHHe C TeKCTOBOI'O IOJIs, IIeJIKHUTe II0 JI'oO0My MecTy JIMCTa 3a

IpeaejlaMy TeKCTOBOI'O ITO0JIA.
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4.12.4 3anmuBKa pUrypsI

BHyTpeHHI0I0 06s1acTh y11060M QUIYpHI, KpOMe JIMHWM, MOXXHO 3allOJIHUTh ILIBETOM WU

r3o0pakeHueM.

4.12.4.1 3anuBka ¢urypsl HBeToM

HJISI 3aJIMBKHA (l)I/II‘ YPBI IBETOM BbIIIOJIHUTE ClieJyronjre eV CTBUS:

1. Beienute ¢Urypy olHMM IIeTYKOM MBIIIU WM BblieNIUTe PUIYyPY IBONHBIM IIIeTYKOM

MBIIIIY, YTOOBI IIepeiTU B peXXUM ee peJlakTHPOBAHMUSI.

2. YToO6bl 3am0MHUTH GUTYPY MOCIEAHUM IIBETOM, KOTOPBIM UCIIOIb30BAJICS ISl 3aJIUBKU

paHee, Ha IaHeJId WHCTPYMEHTOB, B pasjiefie PHrypa HaXXMUTE KHONKY e L{BeT

3aymBKH (cM. Pucynok 350).

L
Il

=
Ag3ay

i

|2 LleeT zanmeku \{i MoaronaTe pazuep

HeT 3an1BKK

LipeTa Tenmb:

H BEGEDEN

CTaHaapTHEIE LBETE:

MocnegHue ueeTa:

Opyrue ugeTa... ﬁ

Mzobpamerne:

EBoibpate..

Pucynok 350 — Knonka IlBeT 3a1uBKH ¥ IIaHesIb BbIOOpa I1BeTa
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3. YtoObl 3amoyiHUTL GUTYPY JIPYTMM IIBETOM, HAXMHTE Ha CTPEJIKYy CIIpaBa OT KHOIIKHU
ﬁ IIBeT 3auBKH.

4. Ha oTkpbIBIIIeics TaHedd BbIOOpa I[BETa yKaXkKWTe IBET 3aJMBKHA (PUTYpPHI OJHUM U3
CJIeIyIOIINX CIIOCOOOB:

— BbIOepuTe 1IBeT B OJHOM U3 MpeJICTaB/IeHHbIX HAOOPOB IBETOB,
—  YKaXUWTe KOJI IIBeTa BPy4HYIO,

- CKOHI/Ipyme OBeT C IOMOIIbIO IMTHIIETKH.

4.12.4.1.1 BpiOpaTh 1BeT B IpeCTaBJIeHHBIX HADOpax I[BeTOB

Ha nanenu Beibopa 118eta (cM. Pucynok 350) ripesictaBiieHbl ciieyolire Habophbl I[BETOB:

— IIBeTa TeMBI — COJIEP)XXUT IIBETOBYIO MAJIMTPY TEMBI TEKYIIlero JJOKyMeHTa.

— CrangapTHble IBeTa — COJEPXUT I[BeTa, KOTOpble I10JIb30BaTeNld dYallle BCEero
BbIOMpAIOT TP GOPMATHPOBAHUHU JOKYMEHTA.

— ITocmemnme nBeTa — COIEPXKUT JI0 JECSITH MOCIIeHUX IIBETOB, KOTOPBIE Bbl BHIOMPAH
npu ¢opmarvpoBaHuu JokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,

€CJIU Bbl BbIOMPAJIA XOTs Obl OJIMH IIBET.

HpI/I HaBeJIeHNH KypCOpd MBI Hd JII000M OBeT OTO6pa)KaETC$[ 3Ha4YeHHe 3TOI'0 IIBeTd B

uBetoBor Mogenu RGB. Hanpumep: RGB 192,80,77.
Jly1st BBIOOPA 11BeTa IIeJIKHUTe 110 HeMy JIeBOM KHOIIKOW MBIIIIH.
[IBet no6aBuTcs B Habop Ilociemuue nBera 1 otMetuTcs dutaskkoMm. [laHens Beibopa 11BeTa

3dKPOETCH. CDI/Ipra 3adIIOJIHUTCA BbI6paHHbIM OBETOM.

4.12.4.1.2 Yka3aThb KO 1IBeTa BPYYHYIO

Ecin B mepeuncieHHbIX Habopax I[BeTOB HeT IOAXO/SIIEro IIBeTa, YKaKWUTe ero Koj
BPYYHYIO:
1. Haxwmurte kHotiky JIpyrue nBera (cM. PucyHnok 350).

2. B otkpoiBiieMcs okHe Brioop nBera (cM. PucyHok 351) ykaxkute TpebyeMblil 1[BeT B
Busie HEX-koma wimm B popmare RGB.

3. Haxwmwure kHonky OK.
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BriGop ueera X
Hex-kog: [pegnpocmoT
‘ #4181 bl [ l
KpacHeiA: JeneH s id: CHHKEA:
790 O 129 O e O

LT

{
{

Pucynok 351 — OxHo Bei0op nBera

IIBeT, ykazaHHBIM Bpy4Hy!o, fobaButcs B Habop Ilocnemnue nBera (cM. Pucynok 350) u

orMetuTcs diakkoM. IlaHerns BbIOOpa 11BeTa 3akpoeTcs. PUrypa 3aroHATCS. BBIOPaHHBIM I[BETOM.

4.12.4.1.3 CxonupoBaTh BT C IOMOIIbI0 TUIIeTKH

[Turnerka npegHa3HaveHa Jijisi OJJHOBPEMEHHOTO KOTIMPOBAHMUS I[BeTa C TeKCTa UM 00BeKTa,
pacnosioXkeHHOro B pabodeil 06J1acTy I1aBHOTO OKHA (CM. paszen 3.6), U 3aJIMBKU QUIYPBHl 3TUM
I[BETOM.

YTo06BI CKOITMPOBATL IIBET C [IOMOLIbIO IMUIIETKH, BBITIOJIHUTE CJIeYIoIIre JIeVICTBUSL:

1. Haxmure KHONKY & (ITmmetrka) (cm. Pucynok 350). Ilanenr BeIOOpa 1BeTa
3aKpOoeTcs, U Kypcop MPUMeT BUJL «IIpHUIlesia» JIJisl BbIOopa IBeTa.

2. HaBenuTe Kypcop Ha ILIBeT, KOTOPBIM CJleJlyeT 3aroiaHuTh ¢urypy. s 6osiee To4HOTrO
BbIOOpA I[BeTa OPUEHTUPYHTeCh Ha 06J1aCTh, PACIIOIOXKEHHYIO CIIpaBa OT Kypcopa. B Hei
oToOpaskaeTcs BT MUKCeJis, Ha KOTOPbIK B JaHHBIM MOMEHT HaBeJieH KypCcop.

3. llenkHuTe 10 I[BETY JIEBOW KHOIIKOM MBIIIIH.

durypa 3aloJIHATCS yKa3aHHBIM I[BETOM, U KypCOp INpPUMeT OOBIYHBINA BHJ. Y Ka3aHHBIM
1Betr gobasurcs B Habop Ilocnegune nBera (cM. Pucynok 350) u otMetutcs ¢piiakkoM Ha IaHeIN
BbIOOpA IIBeTa.

Ecnu Tpebyetcs oTk/II04UTh UNIETKY Oe3 BbIOOpA 11BeTa, HakKMHUTe KilaBuilly Esc.
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4.12.4.2 3anuBka purypsl H3o0pakeHnem

YtoOBbI 3a110JIHUTH PUTYPY H300pakeHreM, BBITIOJIHUTE CJIe[lyIolre JeHCTBUS:

1. Beienute ¢GpUrypy oIHMM IIeTYKOM MBIIIN WUJIM BbIAENNTe PUIYyPY IBONHBIM IIIeTYKOM

MBIIIIY, YTOOBI IIepeiTU B peXXUM ee peJJakKTHPOBAHMUSI.

2. Ha nanenu MHCTpyMeHTOB, B pa3sziejie @Purypa Ha)kMuTe Ha CTpeJIKy CIIpaBa OT KHOIIKH

&

== LIBeT 3aymuBKH (cM. PucyHok 352).

3. Ha nmanenu BbiOOpa 11BeTa, B 6yioke M300pazkeHne Ha)kmuTe KHOIIKY BoIOpaTs.

N
il
jm}

[£ LleeT zanmeku ‘-"] MoaroHATE pasmep

LipeTa TemMb:

MocnegHue LEETE:

Nzo06pameHne

la_T-=|H,.'_-=I| THBIE UBETE:

HeT 3anuexku

EMEEEE

Opyrue ueeTa... ﬁ

BmBpats...

Pucynok 352 — Knonka BeropaTts

4. B okHe ¢aiioBOro MeHemkepa BoibepuTe TpebyeMoe N300pakeHHe U HaXKMHUTe KHOTIKY

OTKpBITS.
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4.12.4.3 OT™MeHUTDH 3aTTUBKY

YTOoOBI OTMEHUTD 3aIMBKY PUIyPbI, BBIIIOJIHUTE CIIeyIOLye 1eHCTBUS:
1. Beienute ¢GpUrypy oIHMM IIeTYKOM MBIIIN WUJIM BbIAENNTe PUIYyPY IBONHBIM IIIeTYKOM
MBIIIH, YTOOBI [IEPEeHTH B PEXKUM ee PeJakTUPOBAHUSI.

2. Ha nanenu MHCTpyMeHTOB, B pa3sziejie @Purypa Ha)kMuTe Ha CTpeJIKy CIIpaBa OT KHOIIKH

£

== LIBeT 3a;muBKH (cM. PucyHok 353).

3. Ha manenu BbiOOpa 11BeTa HAXXMUTe KHOTIKY HeT 3a1uBKH.

T [2 LleeT 2anmBekM 'H'] MogroHATE pazmep

I
lil
|

HeT 3anuveku

LieTa Temm:

J H EMENEE

Pucynok 353 — Knonka Her 3atuBku

4.12.5 Konryp ¢urypst

):[JISI KOHTYpPa (bHprbI MOJ>XHO OIIpeJeJINTh 1BeT, TOJIHNUHY W THUII JINHUH.

4.12.5.1 Hactpoutb KOHTYp purypsi

YT1oO6bl BHIOPATH 1BET KOHTYPA GUTYPHI, BHIIOIHUTE CIIEAYIOIHe IeiCTBUS:

1. Boigenure GUrypy OJHUM IIETYKOM MBIIIH WIN BbIZETUTEe GUTYPY JBOWHBIM IEITIKOM
MBIIITH, YTOOBI IEPEUTH B PEKUM ee PeJaKTUPOBAHUSI.

2. Ha maHenmu WHCTpYMeHTOB, B paszieyie Purypa HaXkKMUTe Ha CTPEJIKY CITPaBa OT KHOTIKH
E Kouryp (cm. PucyHnok 354).

3. Ha oTkpwiBIeics maHeiyd BbIGOpa I[BETA YKAaXKHUTEe I[BET KOHTypa GUIYpbl OIHUM W3

e yronmx CIT0CO0OB:

— BbIOEpuUTe IBET B OJJHOM U3 MPeJICTaB/IeHHbIX HAOOPOB IBETOB,

— YKaXuTe KOJ IBeTd BPYUHYIO,

—  CKOITUPYHTE IBET C TOMOIIIBIO TTUIIETKH.
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= 1 ~ ﬁ LleeT zanmekn v MNoaroHATE pasmep
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| LleeTa Tenb:
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HeT koHTypa
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&

CTaHgapTHBIE LEETA!

MocregHue ueeTa:

Opyrue ueeta... j-?

TonwmHa AMHK K 1,00nT

¢ o

Pucynok 354 — Knornika KoHTyp 1 naHess BeIOOpa 1BeTa

4.12.5.1.1 BriOpaTh 1iBeT B NIpeCTaBJIeHHBIX HA00pPax IBETOB

Ha manenu Beibopa 118eta (cM. PucyHok 354) rpejicTaBiieHbl CJIeyroIire Habopsl I[BETOB:

— IIBeTta TeMBI — COJIEP)XUT IIBETOBYIO MAJIUTPY TEMBI TEKYIIIero JJOKyMeHTa.

— CraHgapTHble IBeTa — COIEpPXUT I[BeTa, KOTOpble I0JIb30BaTeIM dallle BCero
BBIOMpAIOT TP GOPMATHPOBAHUHU JOKYMEHTA.

— Ilocnegnme nBeTa — COJIEPXKUT JIO JECSTH MOCJIeHUX IIBETOB, KOTOPbIe Bbl BHIOMPAIH
npu dopmatupoBaHuu JokymeHTa paHee. Habop Ilocinemnme mBera oToOpakaercs,

eCJI1M BbI BbI6I/IpaJ'II/I XOTS OBI OJIVH IIBET.
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[Tpu HaBejeHMM Kypcopa MBIIIM Ha Ji0OOM 1IBeT OToOpakaeTcsi 3HaYeHHe 3TOro IiBeTa B

nBeroBoi Mosienu RGB. Hanpumep: RGB 192,80,77.

Hﬂﬂ BbIGOpa [B€Ta IEeJIKHUTEe 110 HEMY JIEBOM KHOITKOM MBIIIIH.

IIBet mo6aBuTcs B Habop Ilociemuue nBera 1 otMeTuTcs duiaskkoMm. IlaHens BeIbOpa 1BeTa

3akpoetcsi. KouTyp ¢urypsl okpacurcs: B BbIOpaHHBIN I[BET.

4.12.5.1.2 Yka3aThb Ko 1IBeTa BpY4YHYI0

Ecmm B mepeunciieHHbIX Habopax IIBETOB HeT TOMXOJSINEro I[BeTa, YKaKHuTe ero Koj

BPYYHYIO:

1. Haxwmure kHOTIKY JIpyrue nBera (cM. PucyHok 354).

2. B otkpeiBiieMcst okHe Beioop nBera (cM. PucyHok 355) ykaxkuTe TpeOyeMbli IIBET B

Busie HEX-kona wiu B dopmate RGB.

3. Haxwmure kHonky OK.

BeiGop ueeta

Hex-kog

A

35 96

R

PEANPOCMOTR

s )

KpacHeii JeneHpi

CHHWIA

146

Pucynok 355 — Okno Beroop nBera

LIBeT, ykasaHHbIM Bpy4HY0, MobaBuTcs B Habop ITocnemuue mBera (cM. Pucynok 354) u

otMetuTcs dprnaxkkoM. [lanenb Beibopa 1nBeTa 3akpoetcsi. KOHTyp ¢pUrypbl OKpacuTcsi B BbIOpaHHBIN

IIBeT.
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4.12.5.1.3 CxonmpoBaTh IBET C IOMOIIbI0 ITHITeTKH

[Iunerka npegHa3HaveHa Jijisi OJJHOBPEMEHHOTO KOTIMPOBAHMUS I[BeTa C TeKCTa UM 00BeKTa,
pacrosioXkeHHOTo B pabodei 06J1aCcTH IVIaBHOTO OKHA (CM. pa3zein 3.6), ¥ IpUMeHeHUs 3TOTO 1IBeTa

K KOHTYPY QUTyPBHI.

YTOoOBI CKOMTMPOBATH IBET C IIOMOIIIBIO MTUTIETKH, BBITOTHUTE CIIeyIOIHe TeUCTBHUS:

1. Haxmure KHOHKY Za (ITumerka) (cMm. Pucynok 354). Ilanens BwIOOpa IBeTa
3aKpOeTCsl, U Kypcop MPUMeT BU]] «IIpHllesiay Jijisl BbIbopa IBeTa.

2. HaBemuTe Kypcop Ha IIBeT, B KOTOPBIM TpeOyeTcsi OKpacuTh KOHTYpP ¢uryphl. [liis 6omee
TOYHOTO BBbIOOpA I[BeTa OpPUEHTUPYWTeCh Ha OOJIACTh, PACIIOJIOKEHHYIO CIIpaBa OT
Kypcopa. B Heli oToOpakaeTcsi IBET MUKCeJIsl, HA KOTOPBIM B JIAHHBIA MOMEHT HaBefleH
KYpCOp.

3. llenkHuTe 10 IBETY JIeBOW KHOIIKOU MBIIIH.

Koutyp ¢urypsl okpacutcs B BBIOpaHHBIM IIBET, M KYpCOp IpPUMET OOBIYHBIN BU/I.
VYxazannbii nBet qobaButcs B Habop Ilocnemuue nBera (cM. PucyHnok 354) u orMeTuTCst Gita’kKkoM
Ha MaHeJIu BbIbopa 1BeTa.

Ecmm Tpe6yeTc9[ OTKJIIOYUTD ITUIIETKY 6e3 BbI60pa BeTa, Ha’KMUTE KIIdBUIITY Esc.

4.12.5.2 Be10paTh TOIIMHY M THII JTHHUH KOHTypa Gurypsl

YToOBbl yKa3aTb TONIIMHY W THIl JIMHUM KOHTypa QUIYpHI, BBINOJIHUTE ClleyIolye
JeUCTBUSA:
1. Beigenurte GpuUrypy olHUM IIETYKOM MBIIIN WU BbIeUTe GUTYPY JBOMHBIM IIETIYKOM
MBIIIIH, YTOOBI TIEPEUTU B PEXXUM ee peJlaKTUPOBAHMUSI.
2. Ha maHenyu MHCTPYMEHTOB, B pa3jiefie Purypa HaXkKMUTe Ha CTPEJIKY CIpaBa OT KHOIIKHU
E KonTyp (cM. Pucynok 354).
3. B nose TommmHa JUHUM YyKakuTe TpebOyeMylO TOJIIMHY KOHTypa BPYYHYIO WIA C

IMOMOIIbIO TIeperyIrovaTesIs.

4. BpibepuTe THI JTMHUW KOHTYpa U3 Npe[lyCTaHOBJIEHHbIX 3HAUeHUH.
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4.12.5.3 IIpuMeHNTH HACTPOHKU KOHTYpa npeabiayinei Gurypbl

Yro6bl OBICTPO NPUMEHWTh K ¢UIype HACTPOMKU KOHTypa Ipeablaylled (GUrypsl,

BBIIIOJIHWUTE Clleyroiye JIerCTBUS:

1.

Boienute ¢Gurypy oJlHAM IIeJTYKOM MBIIIN WK BbIAeINTe GUIYyPY IBONHBIM IIETYKOM

MBIIIIY, YTOOBI IIepeiTU B peXXUM ee peJlakTHPOBAHMUSI.

Ha mnanenu wuHCTpyMeHTOB, B pasfeiie Pdurypa HKMUTE KHOIKY e KOHTYP

(cMm. PucyHnok 356).

ke LleeT zanmekn v MogroHATE pasmep

----- Kentyp

durypa

Pucynok 356 — Knonka Konrtyp

4.12.5.4 Y panutes KOHTYp QUTypbI

YToOBI yIanuTh KOHTYP GUTYPHI, BHIIOJHUTE CIIeIyIolye JeHCTBUS:

1.

Brienute ¢Gurypy oJiHMM I1eJTYKOM MBIIIN WU BbIAEINTe PUIYyPY IBONHBIM IIIeTYKOM

MBIIIIH, YTOOBI IEPelTH B PEXXUM ee PeJJaKTUPOBAHUSL.
Ha nanenu uHCTpyMeHTOB, B pa3ziesie PuUrypa HaXKMUTe Ha CTPeJIKy CIpaBa OT KHOIIKU

= KoHTYp (cM. PrucyHnok 357).

Ha nanenu BeiGopa 11BeTa HaxkmuTe KHONIKY HeT KoHTYypa.

1 w £ LeeT zanmekn ¥ MogronaTte pasmep

I
il
|

[E Kentyp \"']

Ab3au
HeT koHTYpa

] LlgeTa TeMbL

Pucynok 357 — Knonka Het koHTYpa
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4.12.6 Ctrias 1uHUN

HJ’[SI JIMHHUX MOXXHO OIIpelieJINTh UBeT, TUIl XU TOJIIHUHY.

4.12.6.1 BeiopaTh 1iBeT JINHUH

YToOBI BBIOpPATh IIBET JIMHUH, BHITOJTHUTE CJIeYIOITHe TeUCTBHS:

1. Broigenure JuHUIO.

2. Ha manenu HWHCTPYMEHTOB, B pa3fiejie JIMHHA HAOKMHUTE Ha CTpPeJIKYy CIIpdaBd OT KHOIIKH

= CTHIIBL IMHUU (CM. PucyHok 358).

3. Ha oTkpeiBuIelicsl TaHenu BbIOOpa I[BeTa yKaXkUTe LBeT JIMHWK OJIHWM U3 CIIeYIOIINUX

CrI0Cco0O0B:

— BbIOepuUTe IIBET B OJJHOM M3 TpeJICTaBJIeHHbIX HAaOOPOB I[BETOB,
—  YKaXwuTe KOJI I1BeTa BPy4YHYIO,

- CKOHI/II_)YI‘/IITE OBeT C IIOMOIIBIO ITMIIETKH.

B TJ &/’"—‘l Tvn ctpenkn v )
D”U Awnarpamma v 1| Ceoanastabamua..
v s
(]
HeT koHTYypa
D Lleeta Tembl: ]

I“IIIII
]

CTaHaapTHble UBeTa:

MNocneaHve ugeTa:

Opyrue upeta... j?

ToawmHa aMHuK: 0,25nt

Pucynok 358 — Knonka CTHib THHUHM U [1aHeNb BbIOOPA 11BeTa
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4.12.6.1.1 BeiopaTh nBeT B pe/iCTaBJIeHHBIX HA0OpaXx IBETOB

Ha nanenu Bribopa 118eta (cM. PucyHok 358) nipesicraBieHsl ciieyromiye HabOpbl I[BETOB:

— IIBeTa TeMbI — COJIEP)KUT I[BETOBYIO MTAJIMTPY TeMbl TeKYIero JJOKyMeHTa.

— CraHpapTHble IBeTa — COIEpXWUT IIBeTa, KOTOpPble II0JIb30BaTelXd 4Yallle BCEero
BBIOMPAIOT TIpH GOPMATUPOBAHUM JOKYMEHTa.

— Ilociennue nBeTa — COAEPXXUT JI0 JIECSTH IIOCIeIHUX 1IBeTOB, KOTOPbIe Bbl BBIOWpAU
npu ¢opmarvpoBaHuM JokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,

eCJI1 BbI BI)I6I/IpaJ'[I/I XOTS OBI OJIMH IIBEeT.

[Tpu HaBeneHMM Kypcopa MBI Ha Ji0OO0M 1IBeT oToOpaXkaeTcsi 3HaUeHHe 3TOro IiBeTa B
uBetoBor Mogenu RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOpA 11BeTa IIeJIKHUTe 10 HeMy JIeBOM KHOIIKOW MBIIIIH.

[IBet no6aBuTcs B Habop Ilociemuue nBera 1 otMetutcs duiaxkkom. [lanenb Beibopa 11BeTa

3akpoetcs. JIuHuS oKpacuTCs B BBIOPAHHBIH I1BeT.

4.12.6.1.2 Yka3arThb Koj 11BeTa BPYYHYIO

Ecnu B nepeuriciieHHbIX HabOpax I1BeTOB HET IIOAXO/SIIEro I[BeTa, YKaXKUTe ero KoJl BpYUHYIO:

1. Haxmure kHotiky JIpyrue nBera (cM. PrucyHok 358).

2. B otkpoiBiieMcst okHe Beioop nBera (cM. Pucynok 359) ykaxuTte TpeGyeMmblil I[BET B
Busie HEX-kona wim B popmare RGB.

3. Haxmure xkHonky OK.

BriBop useTa %
Hex-kog MpegnpocuoTp
ez -
KpacHesit JeneHbii CHHKEA
31 0 73 D s O

Pucynok 359 — Oxkno Be10op nBera
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[IBeT, yka3aHHBIM Bpy4dHyt0, 00aBuTCs B Habop Ilocimemume mBera (cM. PucyHok 358) u

OTMEeTHUTCA (bﬂa)KKOM. [Tanens BbI60pa [IB€Ta 3daKpOeTCH. JInHusg OKpaCHUTCA B BbI6paHHbII>'I OBeT.

4.12.6.1.3 CxonmpoBaTh IBET C IOMOIIGI0 ITHITETKH

[TuneTka npepHa3HaveHa Jyisi OJJHOBPEMEHHOTO KOIIMPOBAHUS IIBeTa C TeKCTa UM 0OBEeKTa,
pacrosioXkeHHOTo B pabodei 06J1aCcTH IVIaBHOTO OKHA (CM. pa3zein 3.6), ¥ IpUMeHeHUs 3TOTO 1IBeTa
K JIUHUH.

YTOoOBI CKOMTMPOBATH IBET C IIOMOIIIBIO MMUTIETKH, BBIMTOTHUTE CIIeyIOIHe TeUCTBHS:

1. Haxmure KHOMKY v (IImmetrka) (cm. Pucynok 358). Ilanens BbIOOpa IBeTa
3aKpOeTCsl, U KYpcop MPUMEeT BU]] «IIpHllefiay Jijisi BbIbopa 1BeTa.

2. HaBenuTe Kypcop Ha IBeT, B KOTOPBIN TpebyeTcsi OKpacUThb JIMHUIO. [1Jis 6ojiee TOYHOTO
BbIOODA I[BeTa OPUEHTUPYUITeCh Ha 00J1aCTb, PACIIOIOXKEHHYIO CIIpaBa OT Kypcopa. B Hei
oToOpakaeTcsl IIBET ITUKCeJis, Ha KOTOPbIM B JaHHBIM MOMEHT HaBeJleH KypCcop.

3. llenkHwuTe 110 IBETY JIeBOW KHOIIKOU MBIIIH.

JIMHYS oKpacuTcs B BHIOPAHHBIN I[BET, M KypCOp NpUMeT OOBIYHBIN BUJ. YKa3aHHBIN I[BET
nobasutcs B Habop Ilocimemnme nBera (cM. Pucynok 358) um oTmerutrcs ¢uiaXkKoM Ha IaHeNIU
BbIOODA IIBeTa.

Ecmm tpebyetcs oTkIIOUUTE UIETKY 6e3 BbIbopa 1BeTa, HaxkMuTe KiaBulnry Esc.

4.12.6.2 Be1dpaTh TONIIUHY M THII JTUHUH

YToOBI yKa3aTh TOJIIMHY U TUII JIMHWUU, BBITIOJIHUTE CJIeIyIOIIue IeMCTBUS:

1. Broimenute nuHUIO.

2. Ha manenu WHCTPyMeHTOB, B pa3zesie JIMHUSA HAXXMUTe HA CTPEJIKy CIipaBa OT KHOIKU
E Ctunb mmanu (cM. Prucynok 358).

3. B mome TommmHa JHHHM YKOKUTe TpeOyeMylo TOJIIUHY JIMHHUM BPYYHYIO WIHA C

IMOMOIIbIO TIepeKIroYaTesId.

4. BrpibepuTe THI JIMHUW U3 TIPETyCTAHOBIIEHHBIX 3HAYEHUH.
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4.12.6.3 IlpuMeHUTH CTHJIb NPeAbIAyIeH THHUH

Y10o6Bl OGBHICTPO MPUMEHUTh K JIMHUM CTWJIb MpeAblayllei JIMHUM, BBIIOJIHUTE CIIeyIoIue
JeUCTBUL.

1. Broimenute nunuMIo.

(cm. Pucynok 360).

E /q Twn cTpenkn v

----- CTWnb AMHWUK | v

NuHnsa BcTtaeka

Pucynok 360 — Knonka Ctuis 1uHuN

4.12.6.4 CopocuTh HaCTPOHKH CTHJISI IUHHHU

[Tpy HEO6XOIUMOCTU MOXHO COPOCUTH HACTPOWKU CTHJISL JIMHUU. {71 3TOTO BBINOIHUTE
clleflyioliye AeiCTBUS:
1. Boigenure nuHUIO.
2. Ha manenu WHCTPyMeHTOB, B pa3zeiie JIMHHUS HAXXMUTe HA CTPEJIKY CIpaBa OT KHOITKU
E Ctunb mmanu (cM. Pucynok 358).

3. Ha nanenu BbIObOpa 11BeTa HaXkMUTe KHONIKY HeT koHTYpa.

4.12.7 3meHuTh pa3mep purypsl

BricoTy 1 mmmpuHy GUTypbl MOXXHO M3MEHUTH C COXpaHeHWeM WM 6e3 COXpaHeHus! POIIOPLIH.

YtoOb! M3MEHUTH pa3Mep GUTyPbI C COXpAaHEeHHEM TPOIIOPIIHI, BBITOTHUATE CIIETYIOIIMe JeUCTBUS:

1. Beigenure purypy, paamep KOTOpor He0O6X0IUMO U3MEHUTb.

2. YIepxxyBas JeBYIO KHOIIKY MBIIIIY, IPOTSHUTe JI000M U3 yIJIOBBIX MapKepoB paMKH Tak,
yToObI PUTrypa MpUHSsIa HeoOxXouMbIN pa3mep (cM. PucyHok 361).

3. OrtmycTuTe JieBYy10 KHOIIKY MBIIIY, YTOObI 3adHKCUPOBATh HOBBIN pa3Mep pUryphl.
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Pucynok 361 — U3menenre pazmepa Gurypsl ¢ COxpaHeHHueM MpOHOopIHii

Yrobbl M3MeHUTH pa3Mep GUrypbl 6e3 coXpaHeHUsI IIPOTIOPITHIA, BBITOJIHUATE CJIEAyIOIIMe JeACTBUS:

1. Beimenure ¢urypy, paamep KOTOpoi HeO6XOIMUMO U3MEHUTb.

2. YIepxwBas JIeByI0 KHOIIKY MBbIIIH, IIepeMecThuTe OAWH W3 MapKepoB paMKU UIYpPbI
(cM. Pucynok 362):

— ISl UI3MeHeHUsI BBICOTHI GUTYPBI IlepeMeCcTUTe BepXHUM WK HM)KHUM MapKep PaMKy;
— JUIsl U3MeHeHUs IMPUHBI GUIYPhI IlepeMeCTUTe JIeBbIi WY ITPaBblii MapKep PaMKU.

3. OrtnycTuTe JIeBYI0 KHOIIKY MBIIIHY, YTOOBI 3aHUKCUPOBATh HOBBIN pa3mep GpUTypHI.

7= T - - I N = I ¥, IR S % B N B

—
=

Pucynok 362 — M3aMeHeHue pa3mepa GpUrypbl 6e3 coxpaHeHus ITPOTOPITUi
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4.12.8 Iloporuars pa3mep GuUrypsl noj TeKCT

BricoTy ¢urypsl Mo>XHO OIOTHATh 0] PaCIOJIOKeHHbBIM B HEM TEeKCT.
J171s1 3TOrO BBITIOTHUTE CIIeAYIOIIe 1eUCTBUS:
1. Brwipenure durypy.

2. Ha maHenu WMHCTPYMeHTOB, B pazneiie ®urypa (cMm. PucyHok 363) HakXMHUTEe KHOIKY

IoarousTsL pasmep.

&0 LLeeT 3anmMBEKIK % MNogroHATE paswe
= pazmep

----- Kontyp

Purypa

Pucynok 363 — Knonka Iloaronsats pa3mep

YToOBI OTMEHUTD IIOATOHKY Cl)I/Il"ypr IOJI TEeKCT, BBIIIOJIHUTE JIaHHbIE JeMCTBUS ITIOBTOPHO.

4.12.9 VIsMeHUTH JJIMHY M YroJI HAKJIOHA THHUH

UYTOoOBI UBMEHUTD JIJIMHY WK YTOJT HAKJIOHA JIMHUH, BBITIOJIHUTE CJIeIyIolre JeHCTBUS:

1. Broimenute nuauMIO.

2. HaBemuTe kypcop Ha MapKep Haydaja WIMA KOHIIA JIMHUU TaK, YTOOBI KYpCOp IPUHSUI
By .
VY nep>xvBasi JieBy1O KHOIIKY MBIIIIH, IPOTSIHUTE MapKep B TpebyeMoe MecTOIOJIOXKeHUe.

4. OrmycruTe JIeBYIO KHOIIKY MBIIIH.

HpI/I HEO6XOI[I/IMOCTI/I InepemMenieHrue MdpKepd MOXHO IIpepBATb HA’KdTHUEM Hd KJIdBUIITY Esc.

Mapkep BepHeTCSI B UCXOJTHOE TI0JIOXKEeHHe.

4.12.10 BriOpaTh THII HAKOHEYHUKOB JIMHUH

Jly1 Havaa ¥ KOHIJa JIMHUM MOXXHO BBIOpaTh TUIT HAKOHEYHMKOB. BEIOOp MOXHO czienarb Kak
JI0 HavaJla pUCOBaHUs JIMHUM (CM. paszien 4.12.1), Tak v py pelakTHPOBAaHUK HAPHCOBAHHOM JITHUML.
YTo6b!I BEIOpPATh THIT HAKOHEYHWKOB, BBIIIOJIHUTE ClleyIollye JeCTBUS:
A
1. Ha naHenu WHCTPyMeHTOB, B pasiesie JIMHMSI HaXMWTe KHONKY  THI CTpeJKH

(cm. Pucynok 364).
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o I - E L/'j Tvn cTpenkm v

6_) C’ L - ~ \_

MNpaeka BcraBka
“«— — >
s — 52

C D G

<< — >
r— — —
*e— — 9

Pucynok 364 — Knonka Tun crpesnkn

2. B BrlllaparomeM coucke BblOepUTe THI JIEBOTO W/WIM IPaBOro HaKOHeyHUKa. Ecimm
TpeOyeTcsi yOpaTh paHee BbIOpaHHble HAaKOHEYHHKH, B IIEPBOM CTPOKe BBINIA/AOLIEro

CITMCKa BbIOEpHUTe JJIs JIEBOTO W/WJTK TTPaBOTO HakoHeyHMKa Tuil — (Her).

o] .
3. HOBTOpHO Ha’)KMHTE KHOIIKY Eff Tun CTPpeJIKH, YTOOBI 3dKPbITh BbITIdJIdIOIIIWK CIIMCOK.

4.12.11 Ilepemecturs purypy

Purypy MoXHO IlepeMelaTh CJIeAYIOIMMHU CII0COHaMHU:
— TIepeTacKUBaTh, y/Iep>KUBasi JIEBYIO KHOMIKY MBbIIIIH;

— I1iepeMeniaTb CTPOro 110 BEPTHUKAJIX WIIK 110 TOPU30HTAJIX C IIOMOMIIbIO KJIABUIII <—, T, l, —.

[Tpu nepemernieHyy GUTYPHI C IOMOIIBIO KJIABUII «—, T, |, — IIIAr MepeMeIieHys 3aBUCHT OT
Maciraba JoKyMeHTa:
— ecnu Mactrabd < 200%, To miar = 4 MwMm;

— eciu Macuitad > 200%, To mar = 1 MM.

YToObl yBemMYMUTH MIar, IepeMellaiTe ¢GUIypy KiIaBulIaMu <—, T, |, —, ylAepXuBas
Haxkatol kiasuily Shift. B nanHoM cimydae 1mar nepemeliienus 6yzer paBeH:
— ecym MacmTab < 200%, To mar = 4 cm;

— ecnu Macuitad > 200%, to mar = 1 cm.
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4.12.12 Ypanurs ¢purypy

Yro6b! ynanuTte GUrypy, BHIIOIHUTE Clleyloliye AeUCTBUSL:
1. Beimenure ¢purypy, KOTOpyro HeO6XOAUMO YIaIUTh.

2. BroimonHUTe KOMaHAY yajeHus OJHUM U3 CIIeYIOIMUX CIIOCODOOB:

— Ha maHenmu wHCTpyMeHTOB, B paszeiie [IpaBka HaKMHTe KHOIIKY [ (Ymamurs)

(cm. Pucynok 365).

o I — [1J D/q Tan cTpenkm v

— 4 — e
O ZZZ CTUAb IMHUK v

) -
Mpaeka NuHwnsa Bcraeka

Pucynok 365 — Knonka Y gaaurb

- HpaBoﬁ KHOIIKOM MBIIIN IIEJIKHUATE 110 Cl)I/Ipre " BBIIIOJIHUTE KOMdHAY KOHTEKCTHOI'O

MeHIO Y IaJIuTh.

— Haxmure xiaBumry Delete wm  Backspace (OC  Windows, Linux) wm

kiaBuiry Delete (macOS).
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4.13 dopmaTHpoBaHHe IOKYMEHTA

[Ipu coznmanuu ¢aiibl UMEIOT CTaHJapTHOe GOpMaTUpPOBaHKeE 110 HECKOJIbKMM ITapaMeTpaM.
Yrobpl u3MeHUTh QopMaTHpoBaHME Ha OJTalle CO3JaHus (ailyla, TMPOCTO BHIOJIHUTE
HeoOXoauMble KOMaH/Ibl. Eciu n3aMeHeHuMs: BHOCITCS B y)Ke CyIIeCTBYIOMMM bail, To, peXxae 4emM

BBITIOJTHSITH KOMAH/IbI, BbilesiuTe pparMeHT, GOpMaTHPOBaHUE KOTOPOT0 HeOOXOIUMO U3MEHUTb.

4.13.1 lllpudT

[Io ymonmyaHWI0O TpU CO3MaHUM JOKyMeHTa B mnpuiokeHnn «MonOduc Tabmuia»
ucnosnb3yetcs mpudTt XO Thames.
YT06BI OBICTPO U3MEHUTH LIPUPT, BHIIOJIHUTE CllelyIoIIye JeHCTBUS:
1. VYkaxwure TeKcT, 1151 KOTOPOro TpebyeTcs: U3BMEeHUTh MPUPT:
—  Yt06bI U3MEHUTDb MIPUQT AJIST BCEIO TEeKCTA, PACHOIOKEeHHOTO B sYelike, BbIIeUTe 3Ty

SYEHKY.

— Yrobpl usMeHuTH WWIPUPT A1 ¢$parMeHTa TeKCTa, PaCIOJIOXeHHOI0 B  sdelike,

IIepeii/IuTe B PEeXXHUM pelJaKkTUPOBaHUS STYeMKU U BbIJIeJIUTe IaHHBINA (pparMeHT.

— Yr06BI M3MeHNTb MIPUQPT B OJJHOM CJIOBe, IlepeiiuTe B PeXKUM pelJaKTUPOBaHUS STYeHKU

" YCTAHOBUTE KypPCOP Had IdHHOM CJIOBe WIN BbIeJINTe ero NeJIMKOM.

2. Ha nanenu uHCTpyMeHTOB, B pa3zzeiie IlIpudT (cM. PrucyHok 366) 1ienkHuTe 10 MO0 C
Ha3BaHMeM TeKyllero mpudra.

3. HaunuTe BBOOUTH Ha3BaHHWe HY>KHOTO LIpudTa. B BeINagaromem crnucke orobpasutcs
CIIMCOK IIPUQPTOB, COOTBETCTBYIOIINX YCIOBUSIM ITOMCKA.

4. Brpibepute TpeOyeMblii MIPUPT C IOMOIIBIO MBIIIN WIK KJIaBUII KJIABUATYPBHI:

— IllenkauTe 1o Ha3BaHMIO MIPHETA JIeBOM KHOITKOM MBIIIIH.

— Bpimermre HaszBaHve HIpU@Ta C MOMOIIBIO KJIABUII KJIABUATYpPbl | U T YU HaXXMHUTe

kiasuiry Enter.

& [xoonﬂ v] 12 v AT AF

XO Oriel [ .2. v EH v

X0 Oriel Condensed

Pucynoxk 366 — Ilouck mipudra
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YtoO6bI BBIOpPATh MIPHUPT U3 TIOTHOTO CIHCKA NTPUGBTOB, BHITIOJIHUTE CJIeIyIONIHe eHCTBUS:

1. Vkaxure TekcTt, AJjis KOTOpPOro Tpebyercs M3MeHUTh HIPUQPT, TaK, KaK 3TO OMHUCAHO
BBIIIIE.

2. Ha nanenu uHCTpyMeHTOB, B pasnese IHIpudT HaxkmMuTe KHOIIKY ¥ CIIpaBa OT Ha3BaHUs
tekymero mpudTta (cMm. Pucynok 367).

3. B BbmanaroiieM crivcke Bbibepute TpeOyeMblil PUT C TOMOIIBIO0 MBIIIN WIN KJIABUIII
KJIAaBUATYPHI:

— IIlenxHuTe 110 Ha3BaHUIO MIPUPTA JIEBOM KHOIIKOM MBIIIH.

— Bpigenmre Ha3BaHue MIpUdTa C MOMOIIBIO KJIABUIN KJIABHMATYphl | U T U HAXMUTE

kiaBuiry Enter.

& (] [ x0Thames v 12 v A A

v/ X0 Thames f Q v Bﬂ v

Cormorant
D PT Astra Sans H
PT Astra Serif
PT Sans

PT Serif

X0 Caliburn

X0 Cour

w0
m

XO Oriel

X0 Oriel Condensed

XO Tahion

Pucynok 367 — Ilonubiii cincok mpudToB

Pexomennyercs ucrionbzoBath MpUPTHI ceMerictBa X0, 4TOObI COXpaHSTh GOpMAaTUPOBAHKE

JOKYMEHTaA IIPU ero OTKPLITUH B IPYTHUX OIlepPallMOHHLIX CUCTeMaX.
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4.13.2 Pa3mep mpudra

YTo6bI U3MEHUTH pa3Mep MIPUPTA, BBIIOJIHUTE CIIeyIOlIe 1eHCTBUS:
1. Ha nanenu uHCTpyMeHTOB, B pa3zese IlIpu¢T HaxkmMuTe KHONKY v CIIpaBa OT pa3Mmepa
Tekymiero mpudTta (cM. PucyHok 368).

2. B oTkpbIBIIEMCS CTIMCKe BbIOEPUTE HEOOXOUMBbIN pa3mMep mpudTa.

XO Thames v | 12 B A- A'
X K Y o A~ s mb v H~

Wpndr

11

voo12

14

16

18

20

Pucynok 368 — Bemanarommii cnucok Pasmep mpudra

Ecim HeoOxoiMMoro pa3Mepa HeT B CIIMCKe, 3a/IaiiTe ero Bpy4Hyto. [ljis aToro:

1. Ha manenu uHCTpyMeHTOB, B pasfiene IIIpudT BoimenuTe Tekyllee 3HaUeHHe pa3Mepa
mpudra.

2. Baenute Heobxomumoe 3HaueHue. B kadecTBe pazjendresis i JIPOOHBIX 3HAYEHUH
Wcronb3yuTe 3ansaryto. Hanpumep: 21,5.

3. Haxwmwure knaBuiry Enter.
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Il yBesnvdeHus pasMepa HMIpudTa Ha OAHY €[VHUILY BBIIOJHWATE OJHO W3 CIIeAYIOIIHUX
JIeMICTBUI:
— DBroibepute nyHkT komaHgHoro meHio Popmar > Illpudrt > YBenuuurs pasmep

mpudta (cM. Pucynok 369).

Dopmar  Tabavua  fJannse  Wrctpymedtsr Bug  OBwwid poctyn Hagetpolikn C

WpwndT F K MNoayswpHoia Ctrl+B
BripaeHueanne P K Kypcue Crl+

MoeopoT TekcTa ¥ Y NoguepkhyTwi Ctrl=U
Hwcnosoi opmar... A7 YMEHBWWTE pazmep WpndTa

OBnacts nevatw ’ Ar Yeennuute pazmep wpudta

CoxpaHuTe nzobpaxeHue... T 3auepkHyThiil

Pucynok 369 — Komanzb! yBenudeHust 1 yMeHbllIeHUS] pa3Mepa ImpudTa

— Ha nmanenu unctpymenToB, B pazneiie HIpugt (cm. Pucynok 370) HakMuTe KHOIIKY

AT (YBenmuuursb pazmep mpudra).

XO Thames v 12 v AT AT = v | ~
b 4 K H P ﬁ v £« ﬁ v E v v@% v 5
Wpudr BuipaBHMBaHWe

Pucynok 370 — KHonky yBenn4eHUs! U yMeHbIlIeHUsI pa3Mepa mpudTra

Jliis yMeHbIlleHUs] pa3Mepa MIpUQTa Ha OAHY eJUHUIlY BBIIOJHUTE OJHO M3 CJIeAYIOIINX
JeCTBUN:
— Bruibepute nyHkT komaHaHoro meHio Popmar > llIpudTt > YMeHbIIUTH pa3mep
mpudTa (cM. PucyHok 369).
— Ha nanenmu unctpymentos, B pasnene IlIpudr (cm. Pucynok 370) HakmMHUTe KHOIKY

A~ (YMeHbIINTH pasMep mpu@Ta).
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4.13.3 Odopmienue Texkcra

HaHHbIM B slYEHKe MOXKHO IIpHUCBOUTH pPdA3HOE O(l)OpMJ'[eHI/Ie, YTOOBI BBIIEJINTh UX HA (l)OHe

OCTAJIbHOT'O COIepP>KHUMOTI'0 B Ta6JII/IIIe.

B Tabnuiie Huke Ipe/cTaBieHbl BapuaHTbl OQOpPMIIeHHs TeKCTa C COOTBETCTBYIOIIMMU

KOMaHJIaMU.
Ta6usmma 23 — OdopmieHue Tekcra
Knonka Ha nmaHesu Coueranue Coueranue
Odopmienne | IIyHKT KOMaHIHOrO
TeKCTa MEHIO HHCTPYMEHTOB, kiaaBui B OC KJIaBHIIX
B pazgaene «IlIpudt» | Windows / Linux B macOS
. | ®opmat > llpudrt >
IomyxupHbIit TToMy><HpHBI X Ctrl+B #Cmd+B
®opmar > lpudt > K
Kypcuéb Kypcue s, Ctrl+I #Cmd+ I
[ToyepkHYTHIN Popmar > LHpI:Iq)T g Y Ctrl+U #Cmd+ U
[ToguepkHyTBIN
BCE ®opmar > llpudrt > "o . .
[TPOITMCHBIE | Bce nponmcHbie AB Crl+Shift+A #Cmd+TShift+A
. ®opmar > lllpudt > T _ _
P 3a4epKHYThIN t
Toncrpounsii 3HAK (DOpMaT g IHPHCI)T g see > ‘X\E Ctrl+= ¥Cmd+=
[MoncTpovnblii 3HaK
Honcrpom gy | POPMAT > Llpur > vees X Ctrl+Shift+= | 3Cmd+0Shift+=

Hancrpounsiii 3Hak

4.13.4 IIBet TekcTa

YToOBI U3MEHUTD 11BeT MIPHUPTA B TEKCTe, BHIMOIHUTE CIIeyIolre 1eHCTBUS:

1. Vkaxwure TekcT, [jIs KOTOPOTO TpeOyeTcsl U3BMEeHUTD IBeT HIpPUPTa:

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025

YToOBI M3MEHUTD OBeT H_IpI/ICI)Ta IJIi1 BCero TeKCTa, PdcCIIOJIOXKeHHOI'o B sTYelkKe,

BbIJIeJIUTE J3TY QQEIZKY WU BBIJIEJIUTE BeCh TEKCT B 3TOM sSTYEHKe.

YT0o6BI M3MeHUTh IBeT mIpudTa Ayisi pparMeHTa TeKCTa, PACIOJIOKEHHOTO B siuelike,

TIIepei/iiTe B PeXXUM pelJaKTUPOBAHKSI STYeMKU U BbIJIeJIUTe JIaHHbIA (pparMeHT.

Yro0B! M3MEHUTH 11BeT MIpUPTa B OTHOM CJIOBe, IlepeiiiuTe B PeXXHM pelaKTHUPOBaHUs

STYeMKU U YCTaHOBUTE KyPCOP Ha JJaHHOM CJIOBE WJIX BBIJIEJIATE ero I1eJIUKOM.
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2. YtoObl BBIOpaTh TOCTEAHWM IIBET, KOTOPBIM MPUMEHSUICS K IMPUPTYy paHee, HA TaHEIA
WMHCTPYMeHTOB, B pa3esie IlIpudT HaskmuTe KHOIIKY i (IIBet Tekcra) (cM. Pucynok 371).
3. Yrobwl BbIOpaTh AjIsl mpr¢Ta IPYroM IBET, HAXKMUTE HA CTPEJIKY CIIpaBa OT KHOIIKH

i (IBet Tekcra).

XO Thames v 12 v AT AT = v | v
X Kk 4~ AMev &vB-' &=
Wpn gt aHue
LleeTa Tembi:
BEEEEE
D

CraHpapTHble LBeTa:

[Apyrve ugeTa... ;?

Pucynok 371 — Knonka IlBeT TekcTa 1 naHesib BbIOOpaA I[BeTa

4. Ha oTkpbIBIIeHCs MaHeNu BbIOOpA I1BeTa YKaXKUTe I[BET MPUPTA OJHUM U3 CIIeYIONIX

CIIoco00B:

— BbIOepUTe IIBET B OJJHOM M3 TPeJICTaBJIeHHbIX HAOOPOB I[BETOB,
—  YKaXuTe KOJI I1BeTa BPy4YHYIO,

- CKOHpr’PI'I‘Q OBeT C IIOMOIIBIO ITMIIETKH.

4.13.4.1 BeiopaTh 11BeT B Npe/icTaBJIeHHBIX HA00Opax IBeTOB

Ha nmanenu Beibopa 1nBeta (cM. Pucynok 371) npejictaBiieHbl ciiefiytoliiie Habophl IIBETOB:
— IIBera TeMbI — COJIEPXKUT I[BETOBYIO MAJUTPY TeMbI TEKYIIET0 TOKyMeHTa.
— CraHgapTHbIe IBeTa — COIEpPXUT I[BeTa, KOTOpble I0JIb30BaTeIn daille BCero

BbIOMpAIOT IpU GOPMATHPOBAHUN JOKYMEHTa.
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— IlocnegHue mBeTa — CONIEPXXUT JI0 IECSATH MOCJIEHUX IIBETOB, KOTOPbIe BBl BBIOMpPAJIH
npu ¢opmarvpoBaHuM HokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,

eCJI1 BbI BbI6I/IpaJ'[I/I XOTS OBI OJIMH IIBEeT.

[Ipy HaBemeHWU Kypcopa MBI Ha JIFOOOW IBeT oToOpakaeTcs 3HaYeHHe 3TOro IBeTa B
nBetoBoi mozienii RGB. Harmpumep: RGB 192,80,77.

J1s1 BBIOOpa 1BETA IIEeJIKHUTE TI0 HEMY JIeBOM KHOTIKOW MBIIIIH.

[IBet no6aBuTcs B Habop Ilociennue nBera u otMetuTcs duiaxkkoM. [lanenb Beibopa 11BeTa

3akpoercs. [lIpudT Texcra okpacuTCsi B BLIOPAaHHBIM I[BET.

4.13.4.2 Yka3aTh KoJ] IBeTa BPYYHYIO

Ecin B mepeuncieHHbIX Habopax IBeTOB HeT IOAXO/SIErO IIBeTa, YKaKUTe ero KoJ
BpPYYHYIO:
1. Haxwmure kHotKy JIpyrue nBera (cM. PucyHnok 371).
2. B otkpeiBiieMcs okdHe Beioop nBera (cM. PucyHok 372) ykaxkuTe TpeOyeMbli I[BET B
Busie HEX-kona wim B popmare RGB.

3. Haxwmwure kHOnKy OK.

lIBet, ykasaHHBIN Bpy4HYIO, fo6aBuTcs B Habop Ilociennue nmBera (cMm. Pucynok 371) u
otMetutcs diaxxkoMm. Ilanens Beibopa 11BeTa 3akpoetcs. IIIpudT TekcTa oKpacHUTCS B BbIOpaHHBIN

oBeT.

Brifop ueeTa X
MpegnpocMoTp
o |
KpacHwii IeneHbii CuHWIA
o ", o oo O

Pucynok 372 — Oxkao Ber0op nBera
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4.13.4.3 CkonmupoBaTh I[BET C MOMOIIBIO HIIETKH

[Iunerka npegHa3HaveHa Jijisi OJJHOBPEMEHHOTO KOTIMPOBAHMUS I[BeTa C TeKCTa UM 00BeKTa,
pacrosioXkeHHOTo B pabodei 06J1aCcTH IVIaBHOTO OKHA (CM. pa3zein 3.6), ¥ IpUMeHeHUs 3TOTO 1IBeTa

K pUPTY BbIJIeJIEHHOT'O TEKCTa.

[TuneTka HeakTHUBHA TpU paboTe ¢ 3ameTkamMu (CM. paszen 4.4.6).

YTOoOBI CKOMTMPOBATH IBET C IIOMOIIIBIO MTUTIETKH, BBITOTHUTE CIIeyIOIHe TeUCTBHS:

1. Haxmure KHOMKY al (IImmerka) (cm. Pucynok 371). Ilanens BbIOOpa IBeTa
3aKpOeTCsl, U KYpcop MPUMEeT BUJI «IIpHllesiay Jijisl BbIbopa 1BeTa.

2. HaBemuTe Kypcop Ha IIBET, B KOTOPbIA TpeOyeTcsi OKPaCUTh BbIJleJIeHHbIM TeKcT. [ljist
6osiee TOYHOTO BBHIOOPA IIBETAa OPUEHTUPYUTECh HAa 00JIaCTh, PACIIOIOXKEHHYIO CIIpaBa OT
Kypcopa. B Helt oTobpakaeTcsi BT MUKCeJis, Ha KOTOPbIM B JaHHBIM MOMEHT HaBefleH
KYpCOp.

3. llenkHwuTe 110 1BETY JIeBOW KHOIIKOU MBIIIH.

HIpudT BbIIeTIEHHOTO TeKCTa OKPACHUTCS B YKa3aHHBIN IIBeT, U KypCcOp MpUMeT OOBIYHBIN
BUJI. YKa3aHHBbIM IBeT AobaButcs B Habop Ilocnemume mBera (cM. PucyHok 371) m otmeruTcs
¢daxkoM Ha nlaHeJsiy BbIOOpaA IBeTa.

Ecrmm tpebyercst oTkIIouUTh NUIeTKy 6e3 Bbibopa 11BeTa, HaXMUTe KiiaBuliry Esc.

4.13.5 IIBeT BEIEJICHHSA TEKCTa

[Ipu pabore Haj [OKyMeHTOM OT[elbHble (parMeHTbl TeKCTa MOXHO BbIIENISTh
pa3MYHBIMU 1IBeTaMH (110 TUIYy MapKepa), YToObI cliejlaTh MX 3aMeTHee Ha (OoHe OCTaJIbHOTO
COJIEP>KMMOTO JIOKyMeHTa.

YToObI BBIIEIUTH TEKCT IIBETOM, BBIIOJTHUTE CIeyIOIIe JeHCTBUS:

1. VYkaxure TpeOyeMblil TEKCT:

— YroObl BBIIEUTH 1IBETOM BeCb TEKCT, PACIOJIOXKEeHHBbIA B siueiike, BbIIEIUTE 3Ty

SYEeNKY.

— YT006BI BbIIENNTH 11BeTOM dparMeHT TeKCTa, PacIlojioXKeHHbIN B siueiike, IepeiiUure B

PEXUM peIaKTUPOBAHMS STYEUKH U BbIZIEJIATE JIAHHBIN pparMeHT.

—  YTOOBI BBIIETUTE IIBETOM OJIHO CJIOBO, TIepelInTe B PeXXUM PeaKTUPOBAHUS STIeHKU 1

YCTaHOBHUTe KypCOP Hd JdHHOM CJI0Be WX BbIIEJIUTE €ro eJIMKOM.
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2. YrtoObl BBIOpaTh MOCTEOHUHN I[BET, KOTOPBIA HCIIOIB30BAJICS ISl BBIJIEJIEHUS TeKCTa

paHee, Ha IaHelld WHCTPyMeHTOB, B pasfeiie IIpudT HaxxMuTe KHONKY £ (IIBet

BbIJIeJIeHus TeKcra) (cM. PucyHnok 373).

XO Thames v 12 |v AT A = v | v
4 K H o0 ﬁ v @E] ﬁ v EE v ' ?{O/| v -
Wpndt aHue

v
: : : III Ll ]

MocneaHve upeta:

be3 ugeta

Pucynok 373 — Knonka IlBeT BbIesieHus1 TeKCTa

3. Utobnl BbIOpaTh Ui BbIIeJeHUs] TeKCTa JIpPYrod I[BeT, Ha IaHeJIu WHCTPYMEHTOB, B
paznene IllpudT HaXMUTEe Ha CTpPeJIKy CIpaBa OT KHOIKHU & (IIBeT BBIAEIEHUS
TeKCTa).

4. BpibepuTe HeOOXOIWMBIM IBET B MpPeJICTaB/IeHHON manutpe Wik B Oioke IlociemHue
nBera. /{aHHbIN OJI0K 0TOOpakaeTcsl, eCJIv paHee JIsl BblJleJIeHUsl TeKCTa UCTIOIb30BaJICs
XOTsl ObI OJIMH IIBeT U3 MajnuTpbl. Bcero B 65i10ke MoXkeT 0TOOpaXkaTbCs OT OAHOIO 10

BOCBMH I10CJIEAHUX HCIIOJIb30BAHHBIX IIBETOB.

BbI6paHHbeI OBeT OTMETUTCA (l)J'IEDKKOM, M TeKCT BbIJEJIMTCA 3THUM IIBETOM.

LIBeT BbIZEIEHMS TEKCTA COXPAHSeTCsl TONbKO B daiiiax dopmara ODS u XODS.

YTOoOBI OTMEHUTH BblJleJIeHHe TeKCTa I[BeTOM, BBIIIOJIHUTE CllelyIoIue T1eHCTBUS:

1. Breimenure TpeOyeMblii TEKCT TaK, Kak 3TO OIKMCAHO BHIIIIE.

2. Ha nanenu uHCcTpyMeHTOB, B pazfiesie IIIpu¢T HaXkMUTe Ha CTPEJIKY CIipaBa OT KHOIIKU
© (IBet BBImEeHus Tekcra) (cM. PucyHok 373).

3. B OTKpBIBIIENCS NAIUTpe Ha)XKMuUTe KHOIIKY be3 nBera.
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4.13.6 BerpaBHHBaHHe

HaHHI:Ie B siYeriKe MOXKHO BbIPABHUBATDL 110 IBYM OCAM: 110 TOPU3OHTAJIX U BEPTHUKAJIH.

YT0O6BI BBIDOBHATb JIdHHBIE TII0 TOPU30HTAJIH,

OIIMCAHHBIX B Ta6J'II/II_I€ HUXe.

BOCIIO/Ib3YHUTECh OOHOM W3 KOMAaHI,

Ta6usmmma 24 — BeipaBHHBaHHe 110 TOPU30HTAIN

Knonka Ha maneian

Coueranue Coueranue
ITosoxkenue B ITyHKT KOMaHHOTO HHCTPYMEHTOB,
A9erKe MeHIO0 B pa3zene iwnasum 8 0C HUIaBHIT
pasi Windows / Linux B macOS
«BbipaBHHBaHHe»
®opmar >
ITo neBoMy Kpato BripaBHUBaHMe > = Ctrl+L #Cmd+L
[Io neBomMy kpato
®opmar >
[To nentpy BripaBHuBanme > = Ctrl+E ¥Cmd+E
Ilo nentpy
®Popmar >
I[To mpaBomy kpato | BripaBHUBaHUE > = Ctrl+R #Cmd+R
ITo npaBoMy kpato
$opmar >
ITo mmpune BripaBHUBaHuE > = Ctrl+J #Cmd+J
[Io mupune

YTto0bbI BBIPOBHATH JdHHBIE 110 BEePTHUKAJIH, BOCHOJIEByﬁTECb OJIHOM M3 KOMaH]l, OIIMCAHHBIX B

TaOJTUIIe HUXKe.

Tabmumna 25 — BelpaBHHBaHHe 110 BePTHKAIU

ITonoxenue B A4eiike

HyHKT KOMAH/JHOro MeHr

KHxonka Ha maHe/In HHCTPYMEHTOB,
B pa3zzene «BeipaBHUBaHuEe»

[To BepxHEMY Kpato

®opwmar > BripaBHUBaHuE >

I[To BepxHeMy kpato T
ITo cepenune ®opmar > BripaBHUBaHuE > L
Ilo cepenune T
[To HI>XKHEMY Kpato ®opwmar > BripaBHUBaHuE > L

[To HirxHEMY Kpato
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4.13.7 IloBopoT Tekcra

TekcT B suelike MOXXHO IOBepHYThb 1oJ yrioM oT —90 go 90 rpamycoB WM pacloloXUTh
BePTUKAJIbHO. [laHHbBIe JIeMCTBHS MOXHO BBIIIOJIHUTH C TIOMOIIbI0 KOMAaHAHOTO MEHIO WIN IaHelx
MHCTPYMEHTOB.

YroObl MOBEpHYTb TEeKCT WIM U3MEHWTb OPHeHTAallMI0 TeKCTa C IIOMOIIbI0 KOMaHAHOI'O
MEeHIO, BBIIIOJIHUTE CJIe[lytoIliye 1eHCTBUSL:

1. Beimenute ctpoky / cronbel, IMama3oH sueek WIM sSYeHKy, B KOTOPOW pacIoyioXeH

TpeOyeMbIi TeKCT.

2. Bpibepute myHKT koMaHHOTO MeHIO Popmat > IloBopoT TekcTa (cM. PucyHok 374).

3. B oTkpbIBIIIEMCS TOJIMEHIO:

— YrobObl 1OBEpHYTb TeKCT, BblOepuTe TpeOyeMblii Yrojl IIOBOpPOTAa M3 CIIMCKA

TIpely CTaHOBJIEHHbIX 3HAUeHUH.

— YroOBbl pacnoyOXUTh TEKCT BePTUKAIbHO, BBINOJHWTE KOMaHIy BepTuUKaIbHBIN

TEKCT.

®opmar  Tabmuua [aHHbie  WHcTpymenthl  Bug  O6wwid goctym  Hapactpoiikm  CnipaBka

3 _ —
Wpur vl 12 v AT A* =v L v
BbipaBHuBaHme 4
© —
MoBopor TekcTa P AB  Het (0°) ] v Y o
UYncoeoit dopmar 21 NosepHyTs BNeeo Ha 90° BoipaBHuBaHne
O6acTh NeYaTh » |& TMosepHyTe BNpaBo Ha 90°
LA BeptvkanbHbIi TekcT
CoxpaHuTb n3obpaxkeHwe... 1 H
{5} MoeepHyTk BReBO Ha 45°
J¢ MosepHyTs BNpaBso Ha 45°

3agatb yron ’ 90°
75°
60°
45°
30°
15°

-15°
-30°
-45°
-60°
-75°
-90°

Pucynok 374 — Komangnoe mernro opmar
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YToObl MOBEPHYTb TEKCT WIM U3MEHUTh OpHEeHTAllMI0 TeKCTa C IIOMOIIbI0 IaHeld
VMHCTPYMEHTOB, BBIIIOJIHUTE CJIeIyIOIIye IeACTBUS:

1. Beimenurte cTpoky / crosbel, [uana3oH sideek WM S49eliKy, B KOTOPOM pacIoJIOXKeH
TpeOyeMbIH TEKCT.

2. Ha maHenu MHCTPyMeHTOB, B pa3lieiie BoIpaBHHUBaHHe Ha)KMUTe KHOIIKY vor (IToBopoT
TekcTa) (cM. Pucynok 375).

3. B oTkpbIBIIEMCS TOJIMEHIO:
— Yrobbl mOBepHYTb TeKCT Ha 45° wm 90° BIeBO WM BIIPABO, BBITIOJHUTE

COOTBETCTBYIOIIYIO KOMaH/y.

— Yrobbl yka3aTh Jpyrod yroisi IOBOPOTA, B Iojie 3amaTh YroJ BBeOuTe TpebOyemoe
3HaueHWe BPYYHYIO WM HAOXMUTE KHOIKY v U BbIOepUTe 3HaYeHHe W3 BBIAJAIOIIero

CITMCKA.

—  YtobnI PacCIiOIO)KUTL TEKCT BEPTUKAJIbHO, BBIIIOJIHUTE KOMdHIOY BepTHKaJIbeIfI

TEeKCT.
XO Thames v 12 v AT A = v | v OBuwiA v
R 'l
*Kﬂowﬁwﬁv QVEHV v(%v—_p P % 9 ©
Wpudpr T
AR Her (07)
LD =l
g MoBepHyTb BNeBO Ha 90
D E F G

tn  [MosepHyTb BNpaBo Ha 90°
lA BepTukanbHbIA TekcT
V7 [oeepHyTs BneBo Ha 45°

\vé‘ MoBepHyTL BNpaeo Ha 45°

3apatb yron 0° v

Pucynok 375 — Knonka IloBopoT Tekcra
Vron nmoBopoTa WM OpHeHTalUsl MPUMeHsieTCs KO BCeMy TeKCTy B siuelike. B omHoii

g9elike He MOXXeT ObITh HeCKOJIBKO (bpaI‘MeHTOB TEeKCTa C pa3HbIMHU YIJIaMH IIOBOPOTA WUJIA

C pa3HOM OpUeHTalluen.
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YT100OBI BEpHYTHCS K CTaHJJAPTHOMY OTOOpa’keHHUIO TeKCTa (TOpU30HTaIbHBIM, 107 yriioM 0°),
BBINIOJTHUTE CIIeyIOoIIye JIeHCTBUSL:
1. Boimenure cTpoky / cronbel, [uama3oH syeek WIK s9eliKy, B KOTOPOM pPacIoJIoXeH
TpeOyeMbIH TEKCT.
2. BrpImonHUTe KOMaHAY OJTHUM M3 CJIeIyIONIHUX CIIOCOOOB:
— Beibepure myHKT komaHgHoro MeHio dPopmar > IToopor Texcra > Her (0°)

(cm. PucyHok 374).

— Ha mnaHenn wWHCTpyMeHTOB, B pasfeiie BbIpaBHHMBaHHWe HaXMUTe KHOIKY

v (ITIoBopor Tekcra). B orkpbiBimieMcs moameHio Bbibepure komaHny Her (0°)

(cM. Pucynok 375).

4.13.8 Ilepenoc no cioBam

[Tpunoxxenve «MoitOduc Tabnura» MoxeT IePeHOCUTh TeKCT BHYTPU sideek II0 CJIOBaM,
YTOOBI 00JIErYUTh €ro MPOCMOTP U peJlaKTUPOBAHUE.

[Io ymon4aHMIO TeKCT B siUeliKe pacIioyiaraeTcs B OJHYy CTPOKy. Ecim sideiika copmepXuT
60Jb1I0N dparMeHT TeKCTa, YKaXKUTe, 4TO TeKCT B 3TOU sidelike CjeflyeT MepeHOCUTh II0 CJIOBAM.
[TpunoxeHre pa3MecTUT TeKCT B HECKOJIbKMX CTPOKax, YUUThIBas IMIMPUHY CTOJIOIA, B KOTOPOH
pacnionoxeHa sidedika. IIpyM M3MeHeHHMM HIMpPUHBI CTOJIOLA IepeHOC TeKCTa B suelike Oyjer
BBITIIOJIHEH IIOBTOPHO.

J17151 mepeHOCa TeKCTa BBITIOTHUTE CIIeqyIOIIUe IeUCTBUSL:

1. Beimenurte cTpoky / cronbell, quana3oH sYeeK WIMA sYelKy, B KOTOPOH HeobXoquMmo

BBITIOJIHUTD [1epeHOC TeKCTa.

2. Beinonnure komanay IlepeHnoc mo cjioBaM oJHUM U3 CIIeYIOIIUX CIIOCOOOB:

— Boibepure mnyHKT KoMaHaHoro MeHio Tabmuma > Ilepenoc mo cioBam

(cm. Pucynok 376).
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Tabnvua [daHHbie WMHcTpymentsl Buwa  O6wwi goctyn Hapg

BcTtaBuTh ckONMMpOBaHHbIE AYENKW... »
BcTtaBuTe... ’
Ypanute... 4

CKpbITE CTPOKY
[Mokasatb CTpokKy
CkpbITk cTONGEL,

Moka3zaTtk cTonbeu

O6BbeaMHUTE AYENKW Ctrl +Alt+M

PasbegHUTL AYErKK Alt+Shift+M

& B

Pasmep Avenkm...

MepeHoc no cnosam

3aKpenuThb BblBpaHHble CTPOKW KU CTONBLUbI 4

Pucynok 376 — [lynkTt komangHoro MeH:o Ilepenoc o ciioBam

— Ha naneny uHCTpyMeHTOB, B paszieie BoipaBHuBaHue HaxkmuTe KHOIIKY —= (IIepeHoc

1o ciioBam) (cM. Pucynok 377).

4

v v OBLwmiA

—_— 4
?gﬁzv'_:) P'O/o 9@’3—9

BoipaBHnBanune Yuncnoson popmar

Pucynok 377 — Knonka Ilepenoc nmo ciioBam

YTo0OBI BEpHYTBCd K HCXOOAHOMY  IIOJIO)KEHHIO  TeKCT4d, BBITIOJTHUTE OIHY U3

JdHHBIX KOMdH/T IIOBTOPHO.
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4.13.9 MexxcuMBOJIbHBIA HHTEPBAJI

MekCUMBOJILHBIH HWHTEepBaJl — 3TO PpPAdCCTOsAHHME MeXOAy CHMBOJIaMHM B  TeEKCTe.
MeXCUMBOJILHBIN HWHTEepBaJI MOXeT OBITD YIUIOTHEHHBIM, OOBIYHBIM B Ppa3peXeHHbIM.

[Ipumeps! oTOOpakeHusT KaXKI0TO U3 MHTEPBAJIOB TIPeJICTaB/IeHbl Ha pUCyHKe 378.

F G H I ] K
YNNnoTHeHHLIA MEKCUMBONEHBIA MHTEPBAN 1234567890
OBbIYHBLIA MEXCUMBONLHLIA MHTEPBAN 1234567890

PaspeXeHHbIA MEXCUMBONbHbLIA MHTEPBAN 1234567890

Pucynok 378 — [IpuMepbl MeXXCUMBOJIbHBIX UHTEPBAJIOB

Tun MeXXCHMBOJIBHOI'O MHTEepBajla MOXXHO BBIOpPAaTh C IIOMOIIBI0O KOMAHIHOTO MEHIO WU
IIaHeJId MHCTPYMEHTOB.

Y1oObl U3MEHUTb MEKCUMBOJIbHBIN MHTEPBAJI C IIOMOIIbI0 KOMAaH/HOTO MEHIO, BBITIOJIHUTE
cllefiyIoliye AefCTBUS:

1. Bribepure TeKkcT / T9elikH, B KOTOPBIX TpeOyeTcs N3MeHUTb MeXXCUMBOJIbHBIA UHTepBaJl:

— Eom MexxcMMBONIBHBIM MHTepBasl TpebyeTcss U3MeHUTb B OJJTHOM CJIOBe, BbIIeIUTe

JdHHOEe CJIOBO WK YCTAHOBHUTE B HEr'O KypCOp.

— Eom MexXcrMBOJBHBIM MHTepBal TpeOyeTcs W3MeHWTb [y YacTh TeKCTa,

PacCIIOJIOKEHHOTI'O B sTYeriKe, BbIAeJINTe TaHHBIA TeKCT.

— Ecm MeXXcMMBOJILHBIN HWHTEPBAJI Tpe6yeTc;1 HU3MEHUTD JJId TEKCTAa, PACIIOJIOXKEeHHOI'o B

OIHOM MIH HEeCKOJILKUX sUeiiKaX, BhIIeIUTe JaHHbIe STYCHKU.

— Ecm MeXXcMMBOJILHBIN HWHTEepBaJl TPE6YETC$I HU3MEHUTDb I TEKCT4d, PACIIOJIOXKEHHOI'O B

OITHOM WJIM HeCKOJIbKUX CTPOKax / CTOJIOIAx, BblleJIUTe JaHHble CTPOKY / CTOJIOIBL.

2. Brpibepure nyHKT komaHfgHoro MeHio Popmar > Ilpudpt > MeKCHMBOIBLHBIN
uHTepBal (cM. PucyHnok 379).

3. B oTkpbiBIIEMcs I0JIMeHIO BbibeprTe TpebyeMblii TUIl UHTepBaJia.
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Qopwar  Tabamua  Jandeie  WHctpyments Bug  OBwwi gocyn  Hagctpokkw

WpwndT P K MomyxumpHoii Ctrl+B BN = = =
BripaeHmEaHWE P K Kypcwe Ctrl=+l
Jooow 1;;-:} v ——
MoeopoT TekcTa * Y MoguepkHyToiii Ctrl+U — A —&
. BhipagHWBaHue
Yuecnoeoil gopmar... A7 ¥meHbwWTe paswmep wpudTta
OBnacte neuati Y A" Yeenwunts pasmep wpnda
CoxpaHuTe nzobpaxeHue... T 3auepkyTsiii
¥*  Hagctpounsiii 3Hak Ctrl+5hift+=
¥z [ogcTpoqHbii 3HaK Ctrl+=
ABE  Bce nponucHme Ctrl+5hift+4
MexkcMMBOAEHER HTEREAN P AR YnnoTHeHHWIR

AR DBbYHWA

4B PaspemeHHmA

Pucynok 379 — Komananoe mento ®opmar

YTo6bl M3MEHWTh MeXCHUMBOJIbHBIM MHTepBajl C IIOMOIIbIO IIaHeJd WHCTPYMEHTOB,
BBITIOJIHUTE CJIe/lyIolye IeHCTBUS:
1. Boibepure TekcT / sueiiky, B KOTOPBIX TpeOyeTcsi U3MEHUTh MeXXCUMBOJIbHBIN UHTepBall,
TakK, KaK 3TO OIMCAHO BHIIIIE.
2. Ha nanenu nHCTpyMeHTOB, B pa3zeiie IlIpu¢T Ha>kMHKTe KHOIKY === (cM. PucyHoxk 380).
3. Bribepute TpeOyeMblii TUIl HHTEpBAJIA:

&E’ — YIUIOTHEHHBIH,

AB _ 06BIumbI,

— RB_ pa3peXeHHbIN.

+ v <><: XO Thames v 12 v

Ao6aeuTb ‘-Ei:' v X K Y e ﬁ v &
MsbpaHHoe ®aiin AE) T Xz Xz &?—) AB ﬂ(\_E))

1

N7 v 2 v

Pucynok 380 — KHonku BEI6Opa MeXXCUMBOJIBHOTO UHTepBasa
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4.13.10 IIBeT 3a/IMBKH sT4eeK

4.13.10.1 3anuBKa g4eexk BETOM

J17151 3a7TMBKY sT9eeK I[BeTOM BBITIOJTHUTE CIIeyIoIIne JIeHCTBUS:
1. Brigenure sideliky WM AWAma3oH sSYeeK, I[BeT 3aJIMBKUA KOTOPBIX HEOOXOIMMO U3MEHHTh.

2. YToObl OKpacUTh SYEMKH B IMOCJIeIHAN I[BeT, KOTOPBIM HKCIIONb30BAJICS [IJISl 3aJIMBKU

s4yeeK paHee, Ha [TaHeJIM UHCTPYMeHTOB, B pa3zese IIpudT HaXkMuTe KHOIIKY 2, (IIBet
3asmBKH) (cM. Pucynok 381).

3. YtobnI OKpPaCUTb STYeKHd B I[pyTOﬁ BeT, HAXXMWUTe Hd CTPeJIKy CIIpdBa OT KHOIIKA

£

== (IIBeT 3a/1MBKH).
4. Ha oTkpbIBIIeiics TaHesld BbIOOpa I[BeTa YyKaXkKUTe IBET 3aJMBKU siUeeK OOHUM U3

CJIeIyIOIINX CIIOCOOOB:

— BblOepuTe 1IBET B OJJHOM U3 IIpeJICTaBJIeHHbIX HAOOPOB I[BETOB,

— YKaXuTe KO IBeTd BPYUHYIO,

—  CKOIIMPYWTe I[BeT C ITOMOIIBIO [TUIIEeTKH.

XO Thames v 12 |~ AT AT = v | v O6uywii
4 J—
X K Y o ﬁvaEHv ¥ v P 9
Wpngt W
HeT 3anuBku
I D E F Ligeta Temsbl:

IIIIIIII
O

CraHgapTHele LBeTa:

MocnegHwe ugeta:

[Opyrve ugera... ﬁ

Pucynok 381 — Knonka IlBeT 3a1uBKH ¥ IIaHe b BbIOOpaA I[BeTa
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4.13.10.1.1 BeiOpaTs nBeT B mpeJicTaBJIeHHBIX HA00Opax IIBETOB

Ha nanenu Bribopa 118eta (cM. PucyHok 381) nipeficraBieHs! ciiefyrolye Habopsl [IBETOB:

— IIBeTa TeMbI — COJIEP)KUT I[BETOBYIO MTAJIMTPY TeMbl TeKYIero JJOKyMeHTa.

— CraHpapTHble IBeTa — COIEpXWUT IIBeTa, KOTOpPble II0JIb30BaTelXd 4Yallle BCEero
BBIOMPAIOT TIpH GOPMATUPOBAHUM JOKYMEHTa.

— Ilociennue nBeTa — COAEPXXUT JI0 JIECSTH IIOCIeIHUX 1IBeTOB, KOTOPbIe Bbl BBIOWpAU
npu ¢opmarvpoBaHuM JokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,

eCJI1 BbI BbI6I/IpaJ'[I/I XOTS OBI OJIMH IIBEeT.

[Tpu HaBeneHMM Kypcopa MBI Ha Ji0OO0M 1IBeT oToOpaXkaeTcsi 3HaUeHHe 3TOro IiBeTa B
uBetoBor Mogenu RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOpA 11BeTa IIeJIKHUTe 10 HeMy JIeBOM KHOIIKOW MBIIIIH.

[IBet no6aBuTcs B Habop Ilociemuue nBera 1 otMetutcs duiaxkkom. [lanenb Beibopa 11BeTa

3akpoeTtcs. Slueliku OKpacsTCsl B BBIOPAHHBIH 1IBeT.

4.13.10.1.2 Yka3aTh KoJ] iBeTa BPYYHYIO

Ecmu B nepeunicyieHHbIX Habopax I[BETOB HET IOAXO/ISIErO 1[BeTa, YKaXKUTe ero Kof Bpy4HYIO:

1. Haxwmurte kHotiky JIpyrue nBera (cM. PucyHnok 381).

2. B otkpoiBiieMcst okHe Beroop nBera (cM. Pucynok 382) ykaxurte TpeGyeMblil I[BET B
Busie HEX-kona wim B popmare RGB.

3. Haxmure kHonky OK.

BriBop ueeta x
MpegnpocuoTp
o |
KpacHwi IeneHsi CHHMiA
o L. 0 L 0o

T

g

Pucynok 382 — Okuno Ber0op nBera
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[IBeT, yka3aHHBbIM Bpy4YHyt0, 00aBuTCs B Habop Ilocimemume mBera (cM. Pucynok 381) u

orMetuTcsl GrakkoM. IlaHerns BbIOOpa 11BeTa 3aKpoeTcs. SueliKy OKpacsaTcs B BHIOpaHHBIN I1BeT.

4.13.10.1.3 CxomupoBaTh I[BET C MIOMOIIBIO MMUIETKH

[TuneTka npepHa3HaveHa Jyisi OJJHOBPEMEHHOTO KOIIMPOBAHUS IIBeTa C TeKCTa UM 0OBEeKTa,
pacrnosyioXkeHHOro B paboueil 00acTU IVIABHOTO OKHA (CM. pasnen 3.6), U 3aJIMBKU siueeK 3TUM
IIBETOM.

YTOoOBI CKOMTMPOBATH IBET C IIOMOIIIBIO MMUTIETKH, BBIMTOTHUTE CIIeyIOIHe TeUCTBHS:

1. Haxmure KHOMKY v (IImmerka) (cm. Pucynok 381). Ilanens BbIOOpa IBeTa
3aKpOeTCsl, U KYpcop MPUMEeT BU]] «IIpHllefiay Jijisi BbIbopa 1BeTa.

2. HaBemuTe Kypcop Ha I[BeT, B KOTOPBIN Cjie[lyeT OKPACUThb siueiiku. sl 6ojiee TOUHOTO
BbIOOPA I[BeTa OPUEHTUPYUITeCh Ha 00J1aCTb, PACIIONIOXKEHHYIO CIIpaBa OT Kypcopa. B Hei
oToOpakaeTcsl IIBET ITUKCeJis, Ha KOTOPbIM B JaHHBIM MOMEHT HaBeJleH KypCcop.

3. llenkHwuTe 110 IBETY JIeBOW KHOIIKOU MBIIIH.

Slueiiku oKpacsTCcs B BBIOpAaHHBIN 1IBET, M KYpCOp IpUMeT OOBIYHBIN BH. YKa3aHHBIM I[BET
nobasutcs B Habop Ilocimemnme nBera (cM. Pucynok 381) m oTmerutrcs ¢uiakkoMm Ha IaHeNIU
BbIOODA IIBeTa.

Ecmm tpebyetcs oTkIIOUUTE UIETKY 6e3 BbIbopa 1BeTa, HaxkMuTe KiaBulnry Esc.

4.13.10.2 OTMeHUTH 3aJIMBKY

YTOoOBI OTMEHHUTD 3aJIMBKY fA4eeK, BbIIIOJIHUTE Clieqyroine JeCTBUS:
1. BbI)IEJ'II/ITe HHEﬁKy WJIN INaIla30H g49€eK, 3aJIMBKY KOTOPBIX HeO6XO,Z[I/IMO OTMEHUTD.

2. Ha manenu uHCTpyMeHTOB, B pasfene IIpudT HaxMuTe CTpesKy crpaBa OT KHOIIKU

ﬁ (et 3aymBKH) (cM. Prucynok 381).

3. B oTkpsiBiIeMcsl OKHe HakmuTe KHOIIKY Het 3anuBkH.
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4.13.11 I'panuns! sueex

4.13.11.1 Ni3meHuTh napaMeTphbl rPaHUI]

[Io ymMomuaHWIO NIpY CO3[@aHUM JOKYMEHTa MeXxJy sS4elKaM{ HeT rpaHull. Buaumas Ha
JIMCTe CeTKa yCJIOBHO OTJieNsieT sSTYedKU OJIHY OT APYToi, 4Tobbl paboTa ¢ JaHHBIMU ObUIa jierye, U
He 0TOOpakaeTcs MpH MevyaTH.

YtoObl 106aBUTH siUelikaM TpaHUIbI WM W3MEHWUTb paHee IPUMEHEHHble K TI'paHUIlaM
IapamMeTpbl, BBIIOJIHUTE CJIeAYIOIIHe TelCTBUS:

1. Beimenure TpebyeMyto siueiKy WK IAAIA30H sSUeeK.

2. Ha mnanenu uHCTpymMeHTOB, B pazzaeiie IlIpudT HaxkmuTe Ha CTpesKy CIipaBa OT

KHOTIKA [ (cm. Pucynok 383).

XO Thames v 12 v AT AT = v L v O6uynii v
X K 4 = Av@2v GvHM ®vs P % 9 ®
L pw T e - - -

H B
: . . ) | bl

Lleeta Temsl:

EEEEEN

CraHgapTHble UBeTa:

MocneaHve ugeTa:

[Apyrve ugerta... é-?

Pucynok 383 — [laHesib HACTPOMKY IPaHMUIL
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3. Ha oTkpbIBIIedcs TaHeJd HACTPOMKMU TPAaHMIl, B IepBOM 0JIOKe HACTPOEK yKaKUTe
MeCTO PACIOJIOXKeHUs TPaHHuIl, JIsi KOTOPbIX He0O6X0/IMMO U3MEHUTh IlapaMeTphl.

4. Bo BTOpOM 06JI0Ke HAaCTpoeK BbIOepUTe THM JIMHWUU, KOTOPBHIM ClieflyeT TMPHUMEeHUTh s
YKa3aHHbIX FPAHHUII.

5. B Tperbem 6i10ke HaCTpPOEK yKaXkKUTe I1BeT JIMHUW OJTHUM U3 CJIeJIyIOIIHUX CII0CODOO0B:

— BbIOEpuUTe IBET B OJHOM U3 MPeJICTaB/IeHHBIX HAOOPOB IBETOB;
—  YKa&XUTe KOJ] I1BeTa BPy4YHYIO;

—  CKOMUPYHTE IBET C MTOMOIIIBIO MMUATIETKH.

4.13.11.1.1 BeiopaTh 1iBeT B pe/iCTaB/JIeHHBIX HA0Opax BeTOB

Ha nanenu nactporiku rpanuil (cMm. PucyHok 383) mpejcraBiieHbl ciefyrolive HabOpbI
I[BETOB:
— IIBeTa TeMbI — COJIEPXKUT I[BETOBYIO MAJIUTPY TeMbl TEKYIIero JOKyMeHTa.
— CrangapTHble IBeTa — COJEPXUT I[BeTa, KOTOpble I10JIb30BaTeNld dYallle BCEero
BBIOMPAIOT TpU POPMATUPOBAHUH JOKYyMeEHTa.
— TIlocnemnue BeTa — COJEPXKUT JI0 JIeCATH MOCJIeIHUX 1IBETOB, KOTOPbIe Bbl BHIOMpAIU
npu dopmatupoBaHuu JokymeHTa paHee. Habop Ilociemnme mBera oToOpakaerc,

eCJIU Bbl BbIOMPAJIA XOTs ObI OJIMH IIBET.

[Tpu HaBeneHMM Kypcopa MBIIIMA Ha JiI0OOM IIBeT OTOOpaXkaeTcsl 3HaYeHWe 3TOro IiBeTa B
uBetoBor Monenu RGB. Hanpumep: RGB 192,80,77.

Jl1g BBIOOpA L1BeTa IIIeJIKHUTe 110 HeMy JIEBOM KHOIIKOW MBIIIIY.

IIBer nob6aButcs B Habop Ilocnemnue nmBera U oTMeTUTCS (iakkoM. ['paHUIIBI siueek
OKpacATCsl B BbIOpaHHBIN I[BET.

YTOOBI 3aKpBITH [TaHEJIb HACTPOMKY I'PAaHUIL], BBIIIOJIHATE OJJHO U3 CJIeIyIOIIUX JeUCTBUM:

— Ha nanemu wHcTpymenToB, B pasfene IlIpudT HaxmuTe Ha CTpeliKy crpasa

OT KHOIKY 1] (cm. Pucynok 383).

— IllenkHuTe 110 MyCTOMY MeCTy JOKyMeHTa 3a IpefieJlaMy ITaHeJIM HAaCTPOMKU PaHUIl.
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4.13.11.1.2 Yka3aTh KoJ] iBeTa BPYIHYIO

Ecnmu B mepeuncieHHbIX Habopax I[BETOB HET MOAXOJSINEro IBeTa, YKAKUTe ero Koj
BpPYUHYIO:
1. Haxmure kHotiky Ipyrue nBera (cM. PrucyHnok 383).
2. B otkpeiBiieMcs okHe Bei6op mBera (cM. PucyHok 384) ykakurte TpeOyeMblil I[BET B
Busie HEX-koma wim B popmare RGB.

3. Haxmure xHonky OK.

Brifop ueeta >
Hex-kog MpegnpocuoTp
e
KpacHmi 3eneHbl i CHHWIA

o Cllo Z.|o

Pucynok 384 — OxHo Beioop nBera

LIBet, ykasaHHBbIN Bpy4HYI0, nob6aButTcs B Habop Ilociennue nmBera (cM. PucyHok 383) u
oTMeTUTCs uiakkoM. [laHenb HACTPOMKM TpaHMI] 3aKpoeTcs. ['paHMIBI syeeKk OKpacsTCs B

BbIOpaHHBIN I[BET.

4.13.11.1.3 CxonmupoBaTh I[BET C IOMOUIBI0 MUNETKH

ITunerka IpeaHa3Hada4eHa /I OAHOBPeMEeHHOT'O KOIIMPOBAHHS IIBeTd C TeKCTa HUJIN O6'beKTa,
pacrosioXkeHHOTo B pabodei 06J1aCcTH IJIaBHOTO OKHa (CM. pa3zein 3.6), ¥ IpUMeHeHUs 3TOTO IIBeTa
K TPaHUIIAM STYeeK.

YTo0OhI CKOITMPOBATL IIBET C [IOMOLIbIO ITUIIeTKH, BBINIOJIHUTE CJIeAYIoIIre JIeVCTBUSL:

1. Haxmure KHOIKY il (IImmetka) (cMm. Pucynok 383). Ilanesnb HACTpPOMKM TpaHUI

3aKpoeTcsl, ¥ Kypcop NpUMeT BUJL «IIpHIlesia» AJis BbIOOpa IBeTa.
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2. HamenuTe Kypcop Ha IIBeT, B KOTOPBIH CJle[lyeT OKpPAaCHUThb I'paHMIbI siueek. st Gonee
TOYHOTO BBIOOpa I[BeTa OpPUEHTHpPYWTeCh Ha OOJIACTh, PACIIOJIOKEHHYIO CIpaBa OT
Kypcopa. B Hell oTobpakaeTcsl BT NMUKCeJIsl, HA KOTOPbIM B JJaHHBIM MOMEHT HaBefleH
Kypcop.

3. lllenkHuTe MO 1BETY JIEBOM KHOMKOW MBIIIIH.

I'panurpl siueek OKpacsSTCs B BBIODAHHBIM IIBET, W KypCOp IHpHUMeT OOBIUHBIM BU/I.
VkazauHbIi 1BeT no6aButcs B Habop Ilociennue nBera (cM. Pucynok 383) u oTMeTuTCs Ppiia’kkoM
Ha MaHeJIM HaCTPOWKU T'PaHUIL.

Ecmm Tpe6yeTc9[ OTKJIIOYUTD ITUIIETKY 6e3 BI)I60pa BeTa, Ha’KMHUTE KIIdBUIITY Esc.

4.13.11.2 IIpuMeHHUTH NOCTIeXHUNA BHIOPAHHBII CTHIb IPaHMI]

YroObl OBICTPO IPUMEHUTH K sTUeliKe WIN JUalla30HY sueeK NOCIeJHUM BbIOPaHHBIA CTUIIb
I'PaHMUII, BBIIIOJIHUTE CIIeAyIOlIe NelCTBUS:
1. Brimenure TpeOyeMyto siueKy WU IMAIIa30H sYeeK.

2. Ha nanenu uHCTpyMeHTOB, B pa3zeiie IIIpu¢T HaxkmuTe KHOIIKY H (cm. Pucynok 385).

XO Thames v |12 v AT A

viv

X K Y4 o v v Qv ©v

WpudTt BoipaBHMBaHWe

Pucynoxk 385 — KHomka mpuMeHeHust CTUJISI TPAHUIIL TPebITyIIei TabauIbl

4.13.11.3 Ypanurts rpaHuIibl

YTo6b! y1anuTh 3a/JaHHbIe TPAHUIIBI STYeHKY WM [IMania3oHa sideek, BBIIIOIHUTe CllelyIolye
JIerCTBU:
1. Boigenurte TpeOyeMyto sTUeKy WIN TUAINIa30H SUeeK.
2. Ha mnanemu wuHCcTpyMeHTOB, B pasfene IlIpu¢T HaxmMuTe Ha CTpenky CclipaBa
OT KHOIIKH 1] (cm. Pucynok 386).
3. Ha oTkpsIBIIeNCS TaHeIN HACTPOWKU IPaHMUIL:

— B nepBom 6510ke HaCTpPOeK YKaXuTe MeCToO yJiajleHusl TPaHMII.

— Bo BTOpoMm 6510ke HacTpoek BbibepuTe Her rpanmir.
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4. YrtoOBI 3aKpPHITh ITAaHEJIb HACTPOHKY TPAHMUII, BHIIIOJIHUTE OJJHO U3 CJIEAYIOIIUX IeHCTBUI:
— Ha mnasenu uHcTpymeHTOB, B pasierne IIIpudT HakmMuTe Ha CTpeJIKy CIIpaBa

OT KHOIIKH HH .

- H_[eHKHI/ITe I10 IMyCTOMY MECTY JIMCTa 34 IIpeiejiaMH T1dHeJIn HaCT'pOfIKI/I rpaHuI.

XO Thames v 12 v AT A = v | v 06wt v
» K H sae ﬁ v L v Q [ EE ‘ vg)/| v 5 P O/O ’ [E'J
WpuoT

H
E F G H

= / HeT rpaHuy,

Pucynok 386 — Y nanenue rpanuil

4.13.12 KonupoBaTh H BCTaBUTH popMaTHpOBaHNe

B «MoitOduc Tabnuia» MOXHO CKONMUPOBaTh (opMaTHpPOBaHME OJHOTO parmMeHTa
JIOKYMeHTa Y NPUCBOUTH 3TO ke popMaTHPOBaHUeE:
— OOHOKpPAaTHO — OJTHOMY parMeHTy JIOKYMEeHTQ;

— MHOI'OKPATHO — HECKOJIbKHUM Cl)pal"MeHTaM JOKYMEHTad I10CJIeJOBATE/IbHO.

cI)OpMaTI/IpOBaHI/Ie, CKOIIMPOBdAHHOE B 6ycl)ep O6M€Ha, MOXeT HCIIOJIb30BATLCA OJIS1 BCTABKU B

npwioxxeHnn «MornOduc TekcTy.

4.13.12.1 IlpaBuia KONUpPOBaHMS U BCTaBKH (OPMATHPOBAHUS

B 3aBucruMocTH 0T 00beKTa, KOTOPBIM BhIJIeJIEH, JIJIsi BCTABKU JOCTYITHO GOpPMaTUPOBAaHUE:
— abzama;

—  TeKCTa;

— ab3ara v TeKCTa;

—  STYCUKHU.
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B Tabnume 26 npuBeneHbl CXeMbl, 110 KOTOPbBIM KONHMPYeTCs U  BCTaBIIseTCs

dopmaTupoBaHue.

Taosmna 26 — IIpaBuiia konupoBaHUS U BCTAaBKU (pOPMATHPOBAHHS

IIpu KonmupoBaHUHN

IIpu BcTaBKe

PesynbraT

Y CcTaHOBJIEH KypCcop Win
BBIZleJIeH ab3ary / ab3aribl
LIeJIUKOM

YcTaHOoBIIEH Kypcop

®opmartupoBaHue ab3aria/
[IepPBOTO BhI/IeJIEHHOTO ab3ara

Brinenen ¢pparmenT ab3ana

dopMaTvpoBaHUe TeKCTa

Bruinenen ab3arr / ab3aribl
LIeJIUKOM

dopMaTvpoBaHUe TeKCTa

Heckosnbko ab3arieB
BBIIeJIeHbl He 0 KOHIIA

dopMaTrpoBaHUe TeKCTa

Broinesnena yacTth ab3ara

Y craHOoBIIEH Kypcop

dopMaTvpoBaHUe He BCTABIISIETCS

Bruinenena gyacte ab3ama

Brimenen ab3arr / ab3alibl
LIeJIUKOM

Heckosbko ab3arieB
BBIJIeJIeHbl He 10 KOHIIA

dopMaTvpoBaHUe TeKCTa

YcTaHOBIIEH Kypcop

Broinesena yacth ab3ara

Brimenen ab3ary / ab3aiibl
1eJIMKoM (1o cuMBoJIa ab3a1ia)

BrinerneHna siaeiika TabuIbl,
cTonberl Wi CTPOKa

®dopmMartrpoBaHue ab3aria ¥ TeKCcTa
IJIS1 BBIIeJIeHHOU sSTYelKU

dopmMaTrpoBaHUe TeKCTa
IJIS1 BbIZIeJIeHHOU STYeUKU

®dopmaTrpoBaHMe ab3ara U TeKCTa

Broinesena suetika TaOIHIBI

Brinesiena suetika TaOIAIBI

dopmaTrpoBaHUe STIEHKY,
ab3aria 1 TeKcTa

YcTaHOoBIIEH Kypcop

®dopmatrpoBanve ab3ama

Brinesiena yacth ab3ara

dopMaTvpoBaHUe TeKCTa

Bruinenen a63ars / ab3aribl
LIeJIUKOM

®dopmaTrpoBaHMe ab3ara U TeKCTa

Heckosnbko ab3arieB
BBIIeJIeHbl He 0 KOHIIA

®dopmatrpoBanyve ab3ama

Brienena ctpoka wiu cronbery

— ®opmaTupoBaHye sTUeiKy,
ab3ama 1 TeKCTa;

— lllnpuHa BeIeSIEHHOTO CTOIOIIA
paBHA MIMPUHEe CKOITMPOBAHHOU
STYEUMKH, BBICOTA BbIIEJIeHHON
CTPOKH paBHa BBICOTE
CKOITMPOBAHHOW SYENKU
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IIpu KonmupoBaHUM

IIpu BcTaBKe

Pe3ynbTaT

Brinenena crpoka wiu cronbery

Brinenena ctpoka wid cTosnbert

— ®opmarupoBaHue gyelky, ab3ama
Y TeKCTa U3 JIEBOU TYeUKU
CKOIIMPOBAHHOW CTPOKH WIH U3
BepXHel ST4YeiKU CKOIIMPOBAHHOIO
CTONIONE;

— Hlupuna ctonbiia paBHa HIMpHHE
BepXHel ST4YeiKU CKOIIMPOBAHHOIO
CTOJIOITA WU IITUPUHE JIEBOU STYeKH
CKOIIMPOBAaHHOM CTPOKH, BBICOTA
BbIJIeJIeHHOM CTPOKU paBHA BLICOTe
JIeBOM STYeUKU CKOTIMPOBAHHOMN
CTPOKH WJIA BepXHeW sTYerKU
CKOITMPOBAHHOTO CTOJIOIA

4.13.12.2 KonmupoBaTh U BCTaBUTH (OpMaTHPOBaHHE

I[J'[H KOIIMPOBAHHUA Y BCTABKH CbOpMaTI/IpOBaHI/IH MO>KHO HCIIOJIb30BATh.

— IIYHKTBI KOMaHJHOI'O MEHIO,

— COYeTaHHus KJIaBHIII,

iy
— KHOIIKY [—] Ha ITaHeJIM HHCTPYMEHTOB.

YTo6Bl CKONMPOBAaTh U BCTaBUTh (OpMaTHUPOBaHHE C IIOMOIIbI0 KOMaHIHOTO MeHIO WU

COYeTaHMH KJIaBUIII, BHEIIIOJIHUTE cilegyromniye JIeMCTBUSL:

1. Boibepute ¢parMeHT INOKyMeHTa Jisi KONMPOBAaHUS (OPMATUPOBAHHUS C IOMOIIBIO

OOHOTI'O 13 CHOCOGOB, YKa3dHHbBIX B pa3/iejie BhIlle.

2. BrinonHrTe KOMaH/y KOMUPOBaHUS GOPMATUPOBAHUS OJJHUM U3 CJIeAYIONIMX CII0CO0O0B:

— Broibepure nmynkr komangHoro MeHio IlpaBka > KommpoBaths ¢opmaTmpoBaHue

(cM. Pucynok 387).

—  Hasxmure coderanue kinasum Ctrl+Shift+C (Windows, Linux) mm $Cmd+{Shift+C

(macOS).

3. Ecam dopmatupoBanve TpebyeTcs NPUMEHUTb K OJHOMY ¢dparMeHTy, BBIIOJIHATE

cllefyronye qercTBUs:

— Bribepure ¢pparmeHT i BCTaBKU pOpMaTHPOBaHUSI C TIOMOIIIBbIO OIHOTO M3 CIIOCOOOB,

YKa3dHHbBIX B pa3/iejie BhIIIe.
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— Bpribepure myHkT komaHgHoro MeHio IlpaBka > Ilpumenuts ¢opmaTtupoBaHue
(cm. Pucynok 387) wim Haxkmute coderanue kiaBuil Ctrl+Shift+V (Windows, Linux)

wm $£Cmd+{TShift+V (macOS).

Mpaeka Beraska @opmar  Tabavua Jandwe Md

T OTMEHWTE Ctrl+Z

" ToetopuTs Ctrl+Y

2 Bmpesats Ctrl+X

KenwpoeaTk Ctrl+C

[y BcraBute Ctrl+V
BcTaewTe 3HaYEHMA W fopmaT Crl+Alt+W
BcTaenTh TOAbKO 3HAYEHWA
BeTaewTe w3 Bydepa obmena r

& KonwposaTe GopMaTMpoBaHWeE Ctrl+5hift=C
MpumeHnTe dopMaTUpoBaHe Ctrl+Shift+V

Pucynok 387 — Komananoe mento IlpaBka

4. Ecmu dopmaTupoBaHue TpebyeTcsi TPUMEHUTb K HECKOJbKUM ¢parMeHTaMm,
MOCJIe/IOBATeIbHO BhIIeNIsIiTe JaHHbIe (parMeHThbl B TEKCTe Y BBITIOJIHSNTE JIJIs KaXKJI0T0

M3 HUX KOMdHIY BCTaBKHA q)OpMaTI/IpOBaHI/ISI.

YToObl OMHOKpPAaTHO CKOMUPOBAaTH U BCTaBUTh (GOpMaTHUPOBaHHE C MOMOIIbIO0 KHOIKU
o (KomupoBarths ¢popMaTHpPOBaHHUE), BBHITIOJIHUTE CIEAYIONINe IeHCTBUS:
1. Boibepure ¢parMeHT HOKyMeHTa JJis KONMUPOBaHUS (POpMATHpPOBaHUS C IOMOIIBIO
OJTHOTO U3 CIocob0B, YKa3aHHBIX B pa3jiesie BhIIIIe.
2. Ha maHenmu WHCTPyMeHTOB, B pa3fieie IIpaBka HaXMUTe KHOIIKY ] (KonmupoBaTh
dopmarupoBanmue) (cMm. Pucynok 388).
3. Boigenure ¢pparmeHT 11 BCTaBKM GOPMATUPOBAHUS C TIOMOIIBIO OJHOTO U3 CIIOCOOO0B,

YKa3dHHbIX B pa3/iejie BhIIle.

®aiin  Mpaeka Bcraeka ®opmar Tabamua [Januble  WHcTpymedTsl Bua 06
+ v (XJ [E v é v D XO Thames
JoBaentb Ej v (__) i? X K Y

N3bpaHHoe Daiin MNpaeka WpnoT

Pucynok 388 — Knonka KonpoBaTth ¢popMaTupoBaHme
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YT0o6BI MHOTOKpPAaTHO CKOMMUPOBATb M BCTaBUTb (GOpPMATUpOBaHME C IOMOIIbI0 KHOIKHU
é (KomupoBaTths ¢popMaTHpPOBaHHUe), BBIIIOJIHUTE CIeAYIOIINe TeACTBUS:
1. Boibepute ¢parmMeHT HOKymMeHTa i KOMMPOBAaHUS (OPMATUPOBAHHUS C ITOMOIIBIO
OJIHOTO U3 CI0COO0B, YKa3aHHBIX B pa3jiesie BhIIIIe.
2. Ha mnanenu wuHcTpyMeHTOB, B pa3dfeie IIpaBka [ABaXIbl HaXXMUTe KHOIIKY
=] (KonnupoBaTts ¢popmaTupoBaHue), YTOOBI OHA IPUHSUIA BUJL o)
3. IlocmemoBaTenbHO TpuUMeHUTe GOPMAaTHPOBaHWE K TpebyeMbIM ¢parMeHTaM TeKcTa

OJTHMM M3 CITIOCOOO0B, YKa3aHHBIX B pPa3ielie BhIIIIe.

YToOB! BBIUTH U3 peXXMMa MHO>XeCTBEHHOI'O IpUMeHeHHsl (pOpMaTUPOBaHMS, BBIIIOJIHUTE
OHO U3 CJIeYIOIUX JeUCTBUM:
— Ha mnanemu wmHCcTpymenToB, B paspeiie IIpaBka HaXMuTe KHOIIKY ﬁ, 9TOOBl OHA
o
IIpUHSIIA BUL .

— Haxwmure kinaBumy Esc.

4.13.12.3 UcTopus xonupoBanusa ¢opMaTHpOBaHUS

dopMaTrMpoBaHue, CKONMPOBaHHOe B Oydep obMeHa, COXpaHSeTCS B UCTOPUM U MOXKET
I03Ke UCII0JIb30BAThCSI ISl BCTABKH.

YToObl  OTKpPLITH HWCTOPHWIO, TJle JIOCTYIIHbI OOBEeKThl paHee CKOMUPOBAHHOTO

dopmaTHpoBaHUS, BBITIOJHUTE CJIeIyIOlIre JeHCTBHUS:

1. Ha nanenu wuHCTPyMeHTOB, B pa3sfieie IIpaBka HaXkmMuTe CTpesKy CIpaBa OT KHOIKHU
& (KomupoBath ¢popmaTupoBanue) (cMm. Pucynok 389).

2. B BwimajaromieM crnucke BbiOepuTe HEOOXOAUMBIM OOBEKT paHee CKOMHMPOBAHHOTO
dopmaTtupoBaHusi. OOBEKTHl PACIOIOXEHbl TakKMM 00pa3oM, YTO BBEpXy CIIHMCKa
IpeJiCTaBjIieH 00BeKT MOCIIeJHero CKOMMPOBAHHOTO GOPMaTHPOBAHUSL.

3. Boimenute ¢pparmMeHT AJisi BCTaBKUA (pOPMATUPOBAHUS C ITOMOIIbIO OJTHOTO U3 CIIOCOOOB,

YKa3aHHBIX B pa3zeie 4.13.12.1.

+ v X ﬁ v XO Thames v |12 v
[loBaeuTs & v S C 12.36 £ v
W3bpaHHoe Daiin Mpaeka
M16 v S v K& 17,55

A B C O6pazen ctuist bopMaTHPOBAHHS H
Pucynok 389 — Cnincok 06bekT0B GOpPMaTUPOBAHUS
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4.14 IIpaBKka conep:KUMOro
4.14.1 OT™MeHa u Bo3Bpar JeHCcTBUH

4.14.1.1 OTMeHHuTH NOC/IeAHEee BBIIIOJIHCHHOe NeHCTBHEe

ITocnennee meicTBHe, BHIIOJIHEHHOE C COJIep’>KUMBbIM JOKYMEHTAd, MOKHO OTMEHHUTb.
,HJISI 9TOI'0 BOCHOHBSYﬁTECL OJHUM M3 CJIeJYIOIUX CITOCODOB:

— Boibepute nyHkT koManaHoro MeHto IlpaBka > OtmenuTts (cM. Pucynok 390).

Mpaeka Becraeka @opmar Tabavua  faddwe Mo

= OTMEHWTE Ctrl+Z
" TNoetopute Ctrl+Y
o  Boipesats Ctrl+X
Konupoeate Ctrl+C
[y Beraeute Ctrl+V

Pucynok 390 — Komananoe mento IlpaBka

— Ha nmanenu uHCTpymeHTOB, B pasfieiie IIpaBKa HaXmuTe KHOIIKY D) (OTMeHUTB)

(cm. Pucynok 391).

Dailn [lpaeka Beraska @opmar  Tabnwua [anHwe
+ vk B~ &
AobaeuTts g] w (__} C)

M3GpanHoe D au|n Mpaska

Pucynok 391 — Knonku Ormenuts u IloBTopurs

— Haxmure coueranve wiaBum Cirl+Z wmm Alt+Backspace (Windows, Linux),

coueranue kiapuin £Cmd +Z (macOS).

YToOBI OTMEHHUTb HECKOJbKO TIOC/IeJTHAX JIeWCTBUM, BBIIIOJIHUTE KOMAaH/y OTMeHbI

HECKOJIbKO pa3.
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4.14.1.2 TloBTOPUTH pe3yIbTaT OTMEHEHHOI'0 IeHCTBUS

OTmeHeHHOe JlelicTBYe IIpU He0OXOUMOCTH MOKHO ITOBTOPHUTD.
J1J1s1 3TOr0 BOCIIOJIB3YHTECh OJJHUM U3 CJIeAYIOIIMX CII0CO00B:
— Bruibepute nyHKT koMaHHOTO MeHI0 IIpaBka > IloBTopurs (cM. Pucynok 390).
—
— Ha nasenu uncTpymeHTOB, B pasfene IIpaBka Haxxmure KHONKy ~ (IloBTOpHTB)
(cm. Pucynok 391).
— Haxmure coderanme xmaBum Ctrl+Y, Ctrl+Shift+Z wm Shift+Alt+Backspace

(Windows, Linux), cogeranue kiaBuii $Cmd+Y (macOS).

YTo06BI IIOBTOPHUTb HECKOJIbKO IIOC/IIeJHUX OTMEHEHHBIX JIeVICTBHM, BBIIIOJIHHUTE KOMaHOYy

IIOBTOpPA HECKOJIBKO Pas.
4.14.2 Bydep obmena

4.14.2.1 Beipe3aTs Wi KOIIMPOBATh IaHHbIE

[Ipu BbIpe3aHuy AaHHBbIe YAQJISIOTCS M3 TIOKyMeHTa U IoMelarTcsl B 6ydep obmeHa. [Ipu
KOIUPOBAHUU JlJaHHbIe He U3MEHSIIOTCSI B IOKyMeHTe, a B Oydep oOMeHa roMeraeTcs: Ux KOIUsl.

JlaHHbBIe BBIPE3aI0TCS ¥ KOMUPYIOTCS C COXpaHeHHueM ¢popMaTUPOBaHUSI.

BoipesaHHble WM CKONMMPOBAaHHbIE JIaHHbIE MOXKHO HCIIO/Ib30BaTh KaK JiJiss BCTAaBKU B

npwiokeHnd «MoiOduc Tabmuma», Tak U AJs BCTAaBKA B JPYTUX MPWIOXKEHUSX, HAllpUMmep, B

npwioxkeHnu «MornOduc Tekcry.

Ecmm Tpe6yeTc;1 BbIpe3dTb WJIM CKOIIMPOBATb [ddaHHbI€, B KOTOPLIX COIOEPXUTCHA 00BEeKT

(Haripumep, ¢urypa win uzobpakeHre), BbIpeXXbTe WIM CKOIIUPYUTe JaHHbIe U OOBEKT 10

OTHeJIbHOCTH.

YToOBI BeIpe3aTh JIaHHbIE, BHITIOJIHUTE CJIeIyIolIre JeHCTBHUS:
1. Boimenute 00BEKT, KOTOpBIM HeOOXOAWMO BbIpe3aTh, WIM SYEHKY, [HANa30H sUeek,
CTPOKH WJIA CTOJIOIIBI, U3 KOTOPBIX HEOOXO/IMMO BhIpe3aTh JaHHbIe.

2. BrolimonHUTe KOMaH/Ty BbIpe3aHust OJHUM U3 CJIeIYIOIIUX CIIOCOOOB:

— Bribepure nynkT komangHoro meHio IIpaBka > Beipesats (cm. Pucynok 390).

— Ha manerm wHcTpymeHTOB, B pasnene IlpaBka HaxkmuTe KHOMKY . (BbIpe3aTs)

(cm. Pucynok 392).
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Daidn [Mpaeka Bcraska Qopmat Tabawua [JadHwie
+ N O~ &
NobBaeuTs E} w S

HM3Gpannoe Tann Mpaeka

Pucynoxk 392 — Knonku Beipe3zaTs 1 KonupoBaTth

— OTKpoliTe KOHTEKCTHOe MEHIO IIeTYKOM I1PaBOM KHOIKU MBIIIA TI0 BBIIEJIEHHOMY
00BEKTY, sTueriKaM WK 110 3ar0JIOBKaM / COIep>KUMOMY BblJIeJIeHHbIX CTPOK / CTOJIOIIOB.

Brmosmure KOMdHy KOHTEKCTHOI'O MEHIO BBIPEBaTI).

— Haxmure coderanne kmaBum Cirl+X wmm Shift+Delete (Windows, Linux) wmu

coueranue kiapuin Cmd+X (macQOS).

B ciy4yae nprMeHeHHBIX GUIBTPOB WINM CKPBITBIX BPYYHYIO CTOJIOIIOB WJIU

CTPOK BbIpe3deTCs TOJIbKO COAEepPXXUMOe BUINMbIX d9eeK.

YToOBI CKOMMPOBATh JIAaHHBIE, BHITIOJHUTE CJIeYIOIIHe IeHCTBUS:

1. Boigenure 00beKT, KOTOPbIA HEOOXOJAMMO CKONMPOBATh, WM STYEHMKY, TMAIMa30H sveek,
CTPOKH WJIM CTOJIOIBI, M3 KOTOPBIX HEOOXOIMMO CKOTIMPOBATh JJAHHEIE.

2. BeinonHuTe KOMaHAY KOMUPOBAHUS OJJTHUM U3 CJIEAYIONIUX CIIOCOOOB:

— Bribepure nyHkt komaniHoro MeHto IlpaBka > KonmupoBats (cM. Prucynok 390).

— Ha manemu uHcTpy™meHTOB, B pasfene IlpaBka Haxxmute kHOnKy | | (KormmupoBats)

(cm. Pucynok 392).

— OTKpolTe KOHTEKCTHOe MEHIO IIeTYKOM ITPABOM KHOIIKU MBIIIK TI0 BbIJIEJIEHHOMY
00BEKTY, sTueriKaM WK 110 3ar0JIOBKaM / COIep>KUMOMY BbIJIeJIeHHbIX CTPOK / CTOJIOIIOB.

Brmosnaure KOMdHy KOHTEKCTHOI'O MEHIO KOIII/IPOBaTb.

— Haxwmure coderanwe wiaBuin Ctrl+C wm Ctrl+Insert (Windows, Linux) wm

coueranue kiasui $Cmd+C (macQOS).

CkonupoBaHHbIe sTYeMKH, CTPOKU WIM CTOJIOIbI BBIIENSIOTCS ITyHKTUPHOM paMKoi. Pamka
aBTOMaTHUYeCKH Mcye3aeT [IPU MOCJeyolel BCTaBKe CKONTMPOBAHHBIX JJAHHBIX.

Ecnu Tpebyetcs ybpaTh MyHKTUPHYIO paMKy BPY4HYIO, HaXkmMUTe KiaBuiny Esc.
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4.14.2.2 BcTraBUTH NIOCTIeIHIE BbIPe3aHHbIE HIH CKOIUPOBAHHBIE JaHHbIE

Jlyisi BCTaBKM JOCTYIHBI TpeIBAPUTENIbHO CKOMMPOBAHHbIE WM BBbIPpE3aHHBbIE JIaHHBIE,
Haxojsmuecss B 0ydepe obmeHa. Eciy 6bUT CKOMMPOBaH WJIM BBIPE3aH JIMAIA30H si9eeK / CTPOK /

CTOJIOIOB, TO IIPH BCTaBKe JIaHHbIE 3aMMYT JMalla30H TaKOro XKe pa3Mepa.

[Ipy BcTaBKe MAaHHBIX B HEMyCTble SYeHKW WM JIWAIa30HbI TMpeAbiaylie JaHHbIe

yoanstorcs  6e3  mpenyrnpexxkaeHus. s coxpaHeHHs  CYIIECTBYIOIIMX — JTAHHBIX

HCHOJ’II)3YI>1T€ BCTABKYV d4eeK CO CABHUI'OM.

Hanubie u3 Oydepa oOMeHa MOXKHO BCTaBUTb C COXpaHEHHWeM WIM 0e3 COXpaHeHUs
HCXOJIHOI'O (pOpMaTHUPOBAHMUS.
YTobbl BCTAaBUTHb [JaHHble C COXpaHEHWeM MCXOJHOr0 (OpMaTUPOBAHUS, BBIIOJHUTE
CJIeIyIolve IeNCTBUS:
1. Vkaxwure, Kyna ciie[lyeT BCTaBUTb JJaHHBIE!
— Ecom B Oydepe obMeHa copmepkarcsi JaHHbIE U3 OHOM sSTYeUKH / CTPOKH / CTOnOIa,

BBIJIEJIUTE STUeMKY / CTPOKY / CTOJIOell, B KOTOPBIN CJie[lyeT BCTaBUTh 3TU JaHHbIE.

— Eom B 6ydepe obMeHa COAEpKUTCS TUANA30H siueek / CTPOK / CTOJIOIIOB, BBIIETUTE
COOTBETCTBYIOIIMH 10 pa3Mepy JIMara3oH WM BbIIEJIUTe STYeiKy / CTPOKY / cTosbell, B
KOTOpBIA CJieflyeT BCTAaBUTb CONIepXKUMOe TIepBOM S4elKu / CTPOKU / CTonbla W3

JHalla30Hd.

[lepBasi sueiika It CTPOK — KpaWHSS JieBas S9YeiKa, Ui CTOJIOIOB —

BepPXHAA sderKa, O Auala30Ha — KpaﬁHﬂﬂ JieBasl BepXHsAd sT9erKa.

— Ecm B 6ydepe obmeHa conepXuTcsi 00BeKT, BbIIeNUTe sUeiKy, 110 KOTOPOH ClenyeT

BBIPOBHSITh BEPXHHUH JIEeBbIM yrojl 00beKTa.

2. BrblimosiHUTe KOMaH/Ty BCTaBKX OJTHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— Bribepure nynkt komangHoro mexio IIpaBka > BeraButs (cM. Pucynok 390).

— Ha nanerin uHCTpyMeHTOB, B pasneiie IIpaBka HaXMuTe KHOIIKY N (BcraButsb)

(cm. Pucynok 393).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 399



MonOdonc

_|_ v % @9 é v lj XO Thames

NobaeuTs [gj v S U
ﬁ BcraBuTb -
MN3bpanHoe Daiin Mpaeka
BcTaBuTb 3HaueHua v dopmat
M16 v o2 v fx
BcTaBMTL TONILKO 3HaYeHWA
A B F

Pucynok 393 — Knonka BcraButh

— Ha nanenu uHCTpyMeHTOB, B pasiene IIpaBka Ha)XMUTe Ha CTPeJIKy CIIpaBa OT KHOIIKU
I (BcraBuTh) ¥ B BBIIAJAIONIEM CIMCKe BblOepuTe KoMaHay BcraBHUTH

(cM. Pucynok 393).

— OTKpolTe KOHTEKCTHOe MEHIO IIeTYKOM IPAaBOM KHOMNKH MBIIIM I0 BbIJIeJIEHHBIM
siyeikaM WIA TI0 3arojioBKaM / COJEp)KUMOMY BbIJIeJIeHHbIX CTPOK / CTOJIOIIOB.

Brmomnxure KOMaHly KOHTEKCTHOI'O MEHIO BcraBurh.

— Haxwmure coderanue kiapuil Ctrl+V wm Shift+Insert (Windows, Linux) wm

coueranue kiapuin 8Cmd+V (macQOS).

[Ipy BcTaBke /maHHBIX 0e3 coXpaHeHUs HWCXOJHOro (OpMaTUPOBAHUSI AEUCTBYIOT
Clleflytoliye mpaBuia:
— U3 bydepa obmeHa BCTaBisieTCs TOJIbKO TeKCT. Tak, IPU BCTaBKe QUIYPHI C TEKCTOM
WM CCBUIKM B JIOKYMEHT BCTaBJISIETCS TOJILKO TEKCT, KOTOPBIA CojiepyKaT JlaHHbIe
0OBEKTHI.
— Ecmu B 6ydepe obmena conepxutcsi popMyina, TO BCTaBJISIETCS TOJBKO Ppe3yJibTar

dopmybl (cM. paszen 4.6.8).

YToObl BCTaBUTH JaHHble 6e3 HCXOAHOTO GOPMATUPOBAHUS, BBINOJHUTE CllelyIolre
IEeHCTBUS:
1. Vkaxwure, Kyna ciie[lyeT BCTaBUTb JJaHHbIE!
— Ecm B Oydepe obMeHa copmepkarcsi JaHHbIe U3 OHOM sSiYeUKH / CTPOKH / cTonOIa,

BBIJIEJTUTE STUeHKY / CTPOKY / CTOJIOell, B KOTOPBIN CJielyeT BCTaBUTh 3TU JaHHbIE.

— Ecm B 6ydepe obMeHa conep>XyTCSl AUAIA30H si9eeK / CTPOK / CTOJIOIOB, BbIAENUTE
COOTBETCTBYIOIIMH 10 Pa3Mepy JIMaria3oH WK BBIJEJIUTE ST9elKy / CTPOKY / cToJibell, B
KOTOpBIA CJieflyeT BCTAaBUTb COJIepXKUMOe TIepBOM SYelKu / CTpOKMU / CTonbla U3

JHallda30Had.
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[lepBasi st9eiika it CTPOK — KpaWHsS JieBas SYeka, il CTOJIOIOB —

BepXHAA S4YerKa, [JId Auana3oHa — KpauHsd JieBas BepXHA S4elKa.

— Ecmu B 6ydepe oOMeHa coep)KUTCS 0OBEKT C TEKCTOM, BBIJIEIATE STYEUKY, B KOTOPYIO

ClienlyeT BCTaBUTh JJAHHBIN TEKCT.

2. BblnosHUTe KOMaH/y BCTaBKX OJIHUM U3 CJIEIYIOIIHX CIIOCOOOB:
— Broibepure myHkT kKomaHgHOro MeHio IIpaBka > BcraBUTH TOJNBKO 3HAYeHHS

(cm. PucyHok 394).

— Ha mnanesm uHCcTpymeHTOB, B paszene IIpaBka HaXMUTe Ha CTpeJIKy CIIpPaBa
or KHomku |[J (BcraButh) ¥ B BBIIQAIONIEM CIKMCKe BbIOEpUTE KOMaHIy

BcraButh TON1BKO 3HaYeHus (cM. PucyHok 393).

Mpaexa Bcraeka @opmar Tabavua  faddwe Mg

= OTMEHWTE Ctrl+Z

" TNoetopute Ctrl=¥

o  Boipesats Ctrl+X

Konupoeate Ctrl+C

[y Beraeute Ctrl+V
BeTaBuTe 3HAYEHMA W dopmaT Crl=Alt+V

BCTaEMTe TONBKD 3HAYUEHMA

Pucynok 394 — Komangnoe mento IlpaBka

- OTKpOfITE KOHTEKCTHOe MeEeHIO IIeIYKOM HpaBOﬁ KHOIIKM MBI II0 BBLIE/IEHHBIM
sTYerKaM W 110 COIEep>XMMOMY BbIJIeJIeHHBIX CTPOK / CTOJ'[6I_IOB. BrmonauTe KOMaHy

KOHTEKCTHOIo MeHI0 BcTaBHTE TOJILKO 3HAYCHHS.

4.14.2.3 BcraBuTh JaHHbIE U3 pacIIMPeHHOro 0ydepa ooMeHa

B npuwioxenun «MouOduc Tabnuua» noctyneH pacmvpeHHb Oydep obmeHa. B Hem
OJTHOBPEMeHHO MOXXeT XpaHUThCs 10 10 cKOIMPOBaHHBIX WJIM BbIPe3aHHBIX CJI0TOB. Kaxias HoBast
3aMKCh 3aHUMaeT MecTO CaMOI'o CTaporo CJIOTA B CIIKCKe.

Pacivpennsiii 6ydep obMeHa MOXXHO UCIIOJIB30BATh JIJIsi KOMMMPOBAHUS Y BCTABKU JAaHHBIX
n3 npusioxxeHus: «MonOduc Tabnmuna» B npunoxxenne « MonOduc TekcT» 1 Ha060pPOT.

JlanHble W3 pacipeHHOro Oydepa obOMeHa BCTaBISIOTCS C COXpPaHEHHWEM HCXOIHOIO

¢dopmaTtupoBaHusl.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 401



MonOdonc

4.14.2.3.1 BcraBuTth JaHHbBIC

Y1o6Bl BCTAaBUTHL JlaHHble U3 paciiMpeHHOro Oydepa oOMeHa, BBINOJIHUTE Clleylolre
JerCTBUS:
1. VYkaxwure, KyJia cjieJlyeT BCTaBUTb JIAHHBIE:
— Ecm B Oydepe obMeHa comepkarcsi TaHHBbIE U3 OHOM STYEMKH / CTPOKH / CTONOIIa,

BBIJIEJIUTE STUeiKy / CTPOKY / CToJIOell, B KOTOPBIH CJielyeT BCTaBUTh 3TU JaHHbIE.

— Ecm B 6ydepe obMeHa conep>XyTCSl AUAIA30H sideeK / CTPOK / CTOJIOIOB, BbIAEUTE
COOTBETCTBYIOIIIM 110 Pa3Mepy AMaria3oH WK BhIIEUTe sT9eliKy / CTPOKy / cTosbelr, B
KOTODPBIA CJieflyeT BCTABUTb COMIEPXKMMOEe TIepBOM SYeWKd / CTPOKH / cTojbra u3

JHaIla30Hd.

[lepBasi s9eiika It CTPOK — KpaWHSS JieBas sS9eika, il CTOJIOIOB —

BEpPXHAA sderKa, O Auaria30Ha — KpaﬁHﬂﬂ JieBasl BepXHss sT9erKa.

— Ecm B 6ydepe obMeHa conepXuTcsi 00BeKT, BbIIeTIUTe sUeiKy, 110 KOTOPOM ClenyeT

BBIPOBHSITh BEPXHHUH JIEBbIM yrojl 00beKTa.

2. OrtkpotiTe comep>KuMoe pacipeHHoro 0ydepa obMeHa OJJHUM U3 CJIeTYIOIIUX CII0OCOOOB:
— Bribepure myHkr komanaHoro MeHio IIpaBka > BceraButh u3 Oydepa obmena

(cM. Pucynok 395).

— OTKpolTe KOHTEKCTHOe MEHIO IIeTYKOM IPAaBOM KHOMKH MBIIIM T0 BbIJIeJIEHHBIM
siyeikaM WA TIO0 3arojiOBKaM / COJEp)KUMOMY BbIJIeJIeHHbIX CTPOK / CTOJIOIIOB.

Bribepute koMaHy KOHTEKCTHOTO MeHI0O BecraBuTh 13 0ydepa oomena.

3. B OTKPphIBIIEMCS ITIOAMEHIO BbIﬁepI/ITe JaHHBbIe JI BCTABKH.
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Mpaeka Bcraeka @opmar Tabnvua [laHHble

) OTMeHWTb Ctrl+Z

C TMoetopuTs Ctrl+Y

X Bwipesats Ctrl+X

Konuposartb Ctrl+C

[y Bcraeuts Ctrl+V
BcTaBuTh 3Ha4YeHmMa U popmat Ctrl +Alt+V
BcTaBWTb TONLKO 3HaYeHUs
BcrasuTe 13 6ydepa obmeHa

& Konupogats GpopmaTMpoBaHne Ctrl +Shift+C
MNpymeHWTEL dopMaTUPOBaHWe Ctrl +Shift+V
BeiaennTs Bce Ctrl +A
Mowmck Ctrl+F

WHcTpymeHTsl  Bug

EI XO Thames

QOB6wmi goctyn

HaacTtpotiku  Cnpd

w 12 ~ A_

X K Y avEvg
Wpnepr

E F G H
595

O6wmiA mTor

WcTopua bydepa obmeHa

OumcTUTL

Ctrl +Alt+Shift+V

Pucynoxk 395 — JlanHble B paciiiipeHHOM Oydepe obmMeHa

st ynoberBa paboTel copepxxumoe Oydepa ob6MeHa MOXXHO OTKPBITh B OT/AEIbHOM OKHe.

J17151 3TOrO BBIIIOHUTE OJJHO U3 CJIeIyIOIINX JeHCTBU:

— Bribepute nmyHkT komaHpHoro MeHio IlpaBka > BceraButh u3 Oydepa obMena >

Hcropus dydepa oomena (cm. Pucynok 396).

Mpaeka Bcraeka @Popmar

OTMEHUTL

MNoeTopuTh

Bbipezats

Konwupoeats

B0 K 1J

BcraButb
BcTaBuTk 3HaYeHna u Gpopmart
BcTaBuTh TONBKO 3HaYeHWA

BcraeuTh 13 6ydepa obmeHa

é Konupoeatb popmaTtvpoBaHme

MNpvmMeHWTE dopmaTupoBaHve
Beigenvts BCe

Mowck

Tabnvua

JaHHble  WHcTpymeHTsl  Bug
Cirl +Z I_] XO Thames
Ctrl+Y
X K Y
Ctrl+X
Wpnot
Ctrl+C
Ctrl+V
Ctrl+Alt+V E F
> 595
O6wmin utor
Ctrl +Shift+C
Ctrl +Shift+V WNcTopwsa 6ydepa obmeHa
OuncTuth
Ctrl+A
Ctrl+F

OBwwiA gocTyn

Hagctpoikn  Cnips
v 12 v A_

Av®v O

Ctrl +Alt+Shift+V

Pucynoxk 396 — Komanb! yrpaBiieHus paciimpeHHbIM Oydepom oOMeHa

- OTKpOﬁTe KOHTeKCTHOe MeHIO IIeJTYKOM npaBoﬁ KHOIIKYA MBIIIH 10 JIF0O0H SYeiKe WIH

3arojioBKaM / COJIepXKMMOMY JIIOOBIX CTPOK / CTOJIOIIOB.

BeinonHuTre kKoMaHAy

KOHTeKCTHOTO MeHI0 BcraBuTh U3 0ydepa oomena > Ucropust 0ydepa odmeHa.
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— Haxwmure coderanue kiaBuin Ctrl+Alt+Shift+V (OC Windows), Win+V (OC Linux)
nm ~<Option+{Shift+3Cmd+V (macOS).

[To ymomuanuio OkHO paciupeHHoro Oydepa obomeHa (cM. Pucynok 397) pasmerraercs
PSIIOM C BbIJIeJIeHHOW WK TIOCTIe[IHed BBIEIeHHOM sTYerKou (HampyuMep, ecyid BbijieJieH CToJI0elr).
YToObl M3MEHUTh pa3MellleHrhe OKHa, TepeTallyiTe ero 3a 3arojiOBOK, y/epsKUBasi HaXKaToOU JIeBYIO

KHOIIKY MBIIIH.

ﬁ Bmbop TekcTa AnA BCTABKM

log

2010

Mecay,

2

[oa-mecAL,
20102

Toeap

Toeap 1
Mpoagam 5 pyb.

422 636
Pucynoxk 397 — Pacmpennsiii 6ydep oomeHa

ITpu pabore ¢ pacmmpenHsIM Oydepom obmeHa:

— T1nepeMellleHHe 10 cjioTaM Oydepa oOMeHa OCYIIEeCTBISeTCS C IIOMOIIbIO KJIABUII
KJIaBUATYpHL | U T;

— BCTaBKa BBbIJIEJIGHHOTO CJIoTa KM3 Oydepa oOMeHa B yKa3aHHOe MeCTO JIOKyMeHTa
OCYIIeCTBJISIeTCs IIIeTYKOM JIeBOM KHOIIKM MBIIIIY MM Ha)kKaTheM Ha kiiaBuiny Enter;

— 1nepeMelieHle ¢QoKyca MexAy JAOKyMeHTOM U OydepoM oOMeHa OCYIeCTBIISIeTCs

kyasuitei Tab.

YT0oOBl 3aKpBITh OKHO pacuiMpeHHOro Oydepa oOMeHa, HaXXMHTe Ha KHOIIKY B €ro

3dI'OJIOBKe.
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4.14.2.3.2 OuncTUTHh HCTOPHIO pacHIupeHHOro 0ydepa odmMena

Y1oOBl OYMCTUTH MCTOPHIO paciMpeHHOro Oydepa obOMeHa, BBIIOJIHUTE CllelyIOlHe
JerCTBUS:
1. OTkpoiTe TOIMEHIO pacITUpeHHOTo Oydepa o6MeHa OJHUM U3 CIIeAYIOIIUX CIIOCOOO0B:
— Bribepure nyHkr komanaHoro MeHio IIpaBka > BceraButh u3 Oydepa obmeHa

(cm. Pucynok 396).

— OTKpoliTe KOHTEKCTHOe MEeHIO I1IeJTYKOM IIPaBOM KHOIIKM MBIIIIH T10 JII000H sYelike WiIn
3arojioBkaM / COIepXUMOMYy JOOBIX CTpOK / crosnbioB. Beibepure komaHIy

KOHTEeKCTHOTo MeH10 BeraBuTh 13 0ydepa odmeHa.

2. B orobpasuBiiemcs nogMeH:o BbibepuTe koMaHAy O4YHCTHUTS.

4.15 Pab6ora B o0J1ake

@yHkuMKU paboThl B 06jlake XU COBMECTHOTO peJJaKTHPOBAHMUS JIOCTYIIHBI IPY HAJIU4WN

cepBepHoit yactu «MoiOduc IIpodeccronanvubiity / «MotOduc [JokymenTbl OHTANHY.

Pabota B obsake rpefocTaBiisieT CiieAyroIre BO3MOXKHOCTH:

— CO3/1aHHMe U COBMeCTHOe pellakThpoBaHHe ¢aiioB B ¢popmare XODS omHOBpeMeHHO
C IPyTUMHU T10JIb30BaTeJISIMY;

— 3arpysky, XpaHeHHe U CKauMBaHue QailyioB CIIeyIONIUX TUIIOB:

— apxuBHbIe (aIIb,

— TeKCTOBbIe dalibl,

—  3JIEKTPOHHbBIE TAOJUIIBI,

— PDF-darinsr,

— Tpe3eHTallWH,

— 11a0JI0HBL,

— u300paxkeHusl,

— ayauo- ¥ BUJleodauIbl.

Hns  Havanma paboTel C  OOJIAYHBIM ~ XpaHWJMINEM I[I0JIb30BaTeIl0  HeobX0oAuMo
aBTOpPH30BaThCs B 0bsake (cM. pazzen 4.15.1).

[Ipu paboTte B objake 1MoIb30BaTeNIO IOCTYIHbI Ceiytoiye nanku (cM. Pucynok 398):

— Mowu qoKyMeHTHI — Nanku U ¢paitibl, co3manHble (CM. pasfen 4.15.4) unm 3arpykeHHbIe

(cM. pasnen 4.15.5) nonb3oBaTesieM;
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— JlocTynmHBbIe MHe — TIalKu M (aiiyibl, K KOTOPHIM IT0JI30BATEJII0 MPEeIOCTABIIeH JOCTYII
(cMm. paznen 4.15.9.1);

— OOmmue manku — nankyd U Gaiibl, 00IMe I OJHOW / HeCKOJBbKUX TPYII WIA BCEX
COTPYIHUKOB KOMIIAHHH;

— OTMeuyeHHBIe — IIANKU U (baﬁﬂbl, OTMeYeHHbIe I10JIb30BaTe/leM KdK Ba’>XHbIe,

OTMeTKa O BaKHOCTU MHaNKy WK ¢ailyia MOXeT ObITh YCTAHOBJIEHA TOJBKO C

noMoInbio BeO-nipwioykerus: «MorOduc JJlokyMeHTbI».

— HepmaBHHe HOKYMEHTHI — CIIMCOK TIOCJIEIHUX JIOKYMEHTOB, KOTOpPBIE I0JIb30BaTellb
OTKpbIBaNI U3 obsaka (cM. pa3zen 4.15.2);

— Kop3una — daiinbl, yaaneHHbIe ojib3oBaresieM (cM. pasaen 4.15.7).

1 MoiiOdunc TaBanua — O *

5 Mon LOKYMEHTBI
MoK A0 KyYMEHTEI

&2 JoctynHele MHe
£ 06 ma T Pazmep Jlata uameHeHUA
W1e nankm

E OtmeuenHsie 'ﬁ Hoeas TaBnnua.xods 6.01 kB 18.08.2023
® HenaeHwe gokymeHTs!

] KopawnHa

VA daina: | Hoeas taBanuaxods TaGanua (*.xods) ~

CozaaTe nanky Co3aaTe ¢ain “ OTtmeHa

Pucynok 398 — ObnayHoe xpaHwIuiie

Ecm XODS-gaiin, pacnonoxeHHbld B o0jake, OAHOBPEMEHHO C I0OJIb30BaTesieM
OTKPBIBAIOT JJIsl PeIaKTUPOBAHUS JPYyTrHe YYaCTHUKH, TO UX aBaTapbl 0TOOpakaloTCs Ha OOKOBOM
naHenu (cMm. Pucynok 399). Ilpu HaBemeHMH Kypcopa MbIIIM Ha aBaTap Y4YaCTHUKA BO
BCIUTBIBAIOIIIEH TIOJICKAa3Ke 0TOOpaXkatoTCsl ero UMs U baMuus.

HBMEHEHI/ISI, KOTOpble Y4aCTHUKHU BHOCAIAT B NOKYMEHT, 0To6pa>1<a}0Tc;1 B peXxuMe pedJIbHOI'o

BpEMeHH.
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Al v 2 v fx  ToBap
A B C D E F G H ~
A
1 Tosap | I pomasa x
2 | AnenncHHEI 42 768
3 Baknamawuwu 1400 @
4 | BanHaHsl 20 755
5 |bapanku 17 850 E;
6 |Bepmuuwens 26 180
7 Ipyum 56 606
& Kabauku 4884
9 Hroro 170443
10
<
Nucrl +
@ Ecre nogkmouenne & PepaktupoBaHue CYMM 0 CP3HAY @ MuH 0 [F] - * + o0 v

Pucynok 399 — CoBmecTHOe pelakTUpOBaHUe

4.15.1 BoiiTu B 00;1aK0

YTo6bI aBTOPU30BATHCS B 00JIaKe, BBHITIOJTHUTE CIIEIYIOIIHe IeACTBHS:
1. Bribepure nmyHKT KomaHaHOTO MeHio Paiin > Pabora B obOsiake > Boiitun B 00/1aK0

(cm. Pucynok 400).

®ann [paeka BcraBka @®opmar Tabnvua [anHeie WHctpymentsr  Bug 06

() Cosmam Ctrl +N L @ %O Thames
Co3aatb no wabnony...
X K 4
Or Ctrl+O
= KpbITh rl + Wpudpr
OTKkpbITh B OBN1AKE. .. Ctrl +Shift+O
HepaBHWe f0KyMeHTBI 4
Pa6ota e o6nake ’ BoiiTi B 0bnako... F
e | Ckavartb...
o G Ctrl+S =
OXpaniTe o 3arpyanTb dain...
CoxpaHuTb Kak... F12
ABTOBOCCTaHOB/IEHWE 4

Pucynok 400 — KomangHoe Menio Paiin
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2. B okue Bxon B obs1ako (cM. Pucynok 401) BBeiTe JaHHBIe ISl aBTOPHU3AIHH:

MoitOpuc lokymeHTbl OHNaMH

Jlornu:

Mapone:
&

Cepeep:
OTmeHa

Pucynok 401 — Oxuo BoiiT B 06;1aK0

— JloruH - afpec O3JIEKTPOHHOM TIOYTHI, yKa3aHHbIM mpu peructpard B [10

«MoOducy.
— Ilapoas — naposns, ykazaHHbIH 11py perucrpanyu B [10 «MoiOducy.

— CepBep — ajipec cepBepa Ballleil OpraHu3aIyu. 3aroHSIeTCs aBTOMAaTHYeCKH.

3. Haxwmwurte kHONKYy BoiiTn.

HpI/I INIOBTOPHOM OTKpPBbITUMX TIPWJIOXEHHS daBTOpU3allusl B obmake OCYIIeCTBJISIeTCA
dBTOMAaTH4YeCKU IIpU YCIIOBHH, YTO [OaHHbIe II0JIb30BaTesIsd JEeUCTBUTENIbHBI U JIOCTyIIeH cepBep

ayTeHTU(UKAIUH.
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4.15.2 OTKpHITH daiin

[Tocne aBTOpHM3alMM MOXHO OTKpbIBaTb M paborath c darnamu B ¢dopmare XODS,
XpaHSIUMUCS B 06J1aKe OpraHU3allyu.

YToOBI OTKPHITH dail, pa3MellleHHbIA B 00JIaKe, BHIMIOJHUTE CJIeIyIOlre JeHCTBHUS:

1. BriGepure myHKT KOMaHIHOTO MeHi0 Paitn > OTKpPHITH B o0sake (cM. Pucynok 402)

wii Haxkmure coderanre kiaBum — Ctrl+Shift+O (Windows, Linux) wmm

%£Cmd+{TShift+O (macOS).

®ailn  [paeka Beraeka @opmatr  TaGavua [JanHoie

EI Cozgate Ctrl+M

Cozgate no wabnony...

[ Omkpwits... Ctrl+0
OTkpwTte B 0Baake... Ctrl+5hift+0

Pucynok 402 — Komananoe mento ®aiin

2. B okHe mpoBojmHuKa ob6savyHOro xpaHwiuina (cM. PucyHok 403) ciieBa BbIGEpuTe
pasziesi, B KOTOPOM HaxOOUTCs TpebyeMblii dai.

3. Broipenure dai.

Ecm ABrop wm Boapenen BbiOpaHHOro aiiyia yJaleH W3 CHUCTEMBI
aJIMUHHCTPATOPOM, TO CITpaBa OT ero KIMeHH OTOGPaKAeTCsl OTMETKA (HeAKTHBEH).
V nanenuie monb3oBaTesIsl He BIIMsIeT Ha YPOBHU JIOCTYTIA K IOKYMEHTY, KOTOpble OH

MIPeIOCTAaBWII IPYTHM TI0JTb30BaTeNsIM paHee (cM. paszaen 4.15.9.1).

4. Haxwmure kHonky OK.
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B MoiOdnc Tabanua - O X
&5 Mowm LOKYMEHTEL

Mou aoKyMeHTEl
= JoctynHele MHe

i s *  Pazmep lata uameHeHuA
= O6wwe nankm

B OrmeuehHble E Hoeas Tabnamua.xods 6.01 kB 18.08.2023
(© HenasHue LOKYMEHTbI
] KopauHa
WA daina: | Hoeaa TaBnvwua.xods Tabawua (*xods) ¥

Co3gaTe nanky Co3gate dain “ OTmeHa

Pucynok 403 — [IpoBoHUK 06/1a9HOTO XpaHWIIKINA

Paily1 OTKPOEeTCS] B HOBOM OKHe.

Ecmi nns paborel BbiOpaH aii, CO3[aHHBIM APYrMM II0JIb30BaTesleM, TO B CTPOKe
COCTOSIHUSI OTOOpakaeTcsl IIpelOCTaBJIEHHBIM aBTOPOM JIOKyMeHTa ypoBeHb focryna: IIpocmorp,

PenakTupoBanue wiu Ynpasienue (cM. paznen 4.15.9). [Ipumep npenicrasiex Ha pucyHke 404.

) A B C D E F

1 | Toeap _| IIpopama

2 | AnenbcHHEI 42 768

3 Baxknamanwl 1 400

4 banaHml 20 755

5 Bapankmu 17 850

6 Bepmwuinens 26 180

7 Tpyum 56 606

8 Kabauxwu 4 B84

9 Hroro 170443

10

11

<
NMuerl IES
@ Ecrs nogknouenHve ¢’ PepakTupoBaHWe CYMM 0 CP3HAY 0 MWH |

Pucynok 404 — YposeHsb focTymna
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B pexxruMe IMpOCMOTpPa He OOITyCKAeTCd BHOCHUTL M3MeHeHHd B JJOKYMEeHT W H3MEeHAITLH ero
(l)OpMaTI/IpOBaHI/Ie. HpI/I HEO6XOJII/IMOCTI/I MO>XHO CO31aTb PpeddKTHpyeMylo KOIIMIO JdHHOI'O
JOKyYMEHTd. HJISI OTOI'0 Ha ITaHEJIM MHCTPYMEHTOB HAXXMHWTe KHOIIKY PEI[aKTI/IPOBaTI: KOIIHI0 B

obsrake (cM. PucyHok 405).

®ain [paexka Bcraeka ©opwmar  Tabamua  [Jaddsie WHetpywents  Bug  OBwwii goctyn  Hagctpoiikn  Cnpaeka

IE;J v JOKyMEHT 4OCTYNEH TONBKO ANA NPOCMOTPa IPe,ﬂ,aKTmpoaaTb KOMWKO B ofmaKel

Al v fx
~l Q

Pucynok 405 — Knornka PefakTHpoBaTh KONHIO

Komusi nmokymeHTa co3fmaeTcsi B mamke OOJIaYHOrO XpaHWIdia MOH JOKYMeHTHI
(cm. Pucynok 403). ABromatudecku eii npucBauBaetcs umsi Komus - <ums opurusana (n)>, rue
(n) — Homep Komwmu. [Tpy CO3MAaHMU KONMKM OPUTMHAJ JOKyMEHTa aBTOMAaTHYeCKH 3aKpPhIBAeTCS U
OTKpPBIBaeTCsl KOMUs JOKyMeHTa.

B pexume pemakTHUpoBaHUSI U yIpaBiieHUs] paboTa C JOKYMEHTOM OCYIIeCTBIISIeTCS B
obbrYHOM TIOpsifike. Bce maMeHeHMs, BHOCUMBIe B ¢aiijl, aBTOMAaTHIECKH COXPAHSIOTCS B 00JIAaKO.
J1onOJTHUTETbHO COXPAHSITh ITPAaBKU He HYXHO.

Ecmu ¢ mokyMeHTOM JIONITO He BBITIOJIHSIETCS HUKAKWUX JIEWCTBHM, TO CeaHC pabOThl C HUM
aBTOMAaTHUYeCKu 3aBepiiaeTcs. Ha skpaH BBIBOIUTCS AUanoroBoe okHO (cM. PucyHok 406), ¢ momoriibio
KOTOPOTO MOXXHO HauaTh HOBBIN CeaHC paboThI C 3TUM JJOKYMEHTOM WK BbIOPATh Jijisl paboThl IpyTOi

nokyMeHT. Eciu TpebyeTcst 3aKpbITh JOKYMEHT, HAKMUTE B JIMAJIOTOBOM OKHE KHOIIKY .

Baw ceaHc pegakTMpoBaHUA 33BEPLUEH x

o Baw ceaHc pefakKTUpOBaHUA
3aBepLleH

CeaHc Bbin 33BeplUeH, Tak KaK Bkl 4OAMCE BPEMA He
BBINCAHANN HMKAKKMX 4eRcTBWA, YTobbl NpoLonxuTe
peAaKTUPOBAHWE, OTKPONTe dalin 3aHoBOo.

Pucynok 406 — JluanoroBoe okHO
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4.15.3 Co3pars JoKaJbHYI0 Konuio ¢aiina

Jlnst 3alyThl OT MOTepy JIaHHBIX NpU paboTe B oOjake IMpeqycMOTpeHa BO3MOXKHOCThb
CO37]aHUsl JIOKaIbHOW KOIUU peflakTUpyeMoro ¢aiiia.

Ecmm nipu pabote ¢ daiioM, pacrnosiokeHHbIM B obJjlake, BO3HUKaeT OIMMOKa (Hampumep,
IpepbIBaeTCss COefUHeHWe C CepBepoM), Ha O3KpaH BBIBOAMUTCS [HUAJIOTOBOE OKHO, KOTOpoe
IIPeIOCTaBIISIeT BO3MOXKHOCTh COXPAaHUTh JIOKAIBHYIO KOIHIO daiiia (mpuMep cM. Ha Pucynke 407).

Haxkxmure B maHHOM OkHe KHOTKY C037aTh JIOKAJILHYI0 KOITHIO.

B ortkpeiBiieMcst okHe ¢alIOBOrO MeHe[XkKepa YKaXKWTe MafKy, B KOTOPYIO ClleJlyeT

COXpaHMTh Baiiyl, Ha3BaHKWe U TUII (aitia U HaKMUTe KHONKY COXpaHUTh.
Ownbka X

° [OKyMeHT ByaeT 3aKpbIT, MOTOMY UTO COeAUHEHMNE
c obnakom 6bi10 NoTepsaHo. Co3aalTe KOMUKO

3TOrO AOKYMEHTa, 4Tobbl MPOACXKMTL PaboTy 1
COXpaHWTb M3MEHEHWS B MaMATW YCTPOICTBA.

MNoka3arb NoApo6HOCTH Co3pnaTh NOKaNbHYHO KOMUIO... 3aKkpbITh

Pucynok 407 — JluanoroBoe OKHO TpH OIIMOKe coefMHEeHUsI C 0671aKkoM

Kpowme Toro, nokanbHy0 Komuto ¢aia B 10001 MOMEHT BpeMeHU MOXKHO CO3/]aTh BPYYHYIO.

J1J1s1 3TOTO BBINIOJIHWTE CIIeAYIOLe IeUCTBHUS:

1. Bribepure nyHKT KomaHaHoro MeHio Paiin > Co3gaTh JI0KAJIbHYH KOIIHIO
(cMm. Pucynok 408).

2. B otkpeiBIIeMcsi OKHe (aiJIoOBOTO MeHe/Kepa YKaXkUTe IMalKy, B KOTOPYIO CileJlyeT
COXPaHUTH (aiiyl, Ha3BaHWe U TUIl auJia.

3. Haxmurte kHOnKy COXpaHHUTB.

4.15.4 Co3paTtp nanky uiM ¢pain

[Tamku u aitibl MOXKHO CO3/1aBaTh B 00JIake HAMpsMyto U3 nprioxkeHust «MoiOduc Tabmiiay.
YTo6b! co3/1aTh NANKy WK ¢aiil, BBIIIOIHUTE CleyIoliye JeHCTBUS:
1. Bribepute myHKT koMaHAgHOTO MeHI0 ®aiin > OTKpBITH B o01ake (cM. PucyHok 408)

i HaxkmuTe coderanwe kiaBum — Ctrl+Shift+O (Windows, Linux) wm

% Cmd+TShift+O (macOS).
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main  Mpaeka Beraeka @opmar Tabawua  [JadHwie

[Y Coszmate Crl+N

CozgaTe no wabnoHy...

[= Ortepwts... Ctrl+0
OTkpwiTe B obnake... Ctrl+5hift+0
HegaeHwe gokymeHTH r
PaGoTta e obnake *
ABTOBOCCTAHOENEHWE »

Co3pate MoKaNbHYHD KOMWHD...
Pucynok 408 — Komananoe mento ®aiin

2. B mpoBonHuke obmayHoro xpanuiuiia (cM. Pucynok 403) BeiGepuTe paszert, B KOTOPOM

TpebyeTcsl CO3[1aTh MAINKy WK Qaill.

[Taniku u daiibl MOXKHO CO37aBaTh B pasfieiie Mou JOKYMeHTHI U B OOIIMX

MarKax, JOCTYIIHBIX Ui peJaKTUPOBAHHUA.

3. Utobel co3pmarh manky, HaxmuTe kHonky Cosmarh manky. UYrtoObl co3math aiin,
HakmuTe KHOIIKY Co3maTtsh aiin.

4. B otkpeiBimiemMcs okHe (cM. PucyHok 409) BBequTe HasBaHWe Tankd win aiiyla U
HaxxmuTe KHOTIKY OK.

HoBuliii daiin B obnake X

HazeaHue daiina:

X

Pucynok 409 — OkHo co3nanus ¢daiina
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HazBanue narku / ¢aiiia O/DKHO yIOBJIETBOPSTH CJIEYIOITUM TPeOOBaHUSIM:

— JUIMHA — J0 255 CUMBOJIOB;

— JIONYCTUMbIE CUMBOJIBL: «~», « », «!», «@», «#», «S», «%o», «™», «&», «(», «)», « »,
€D, €M, <=y« €I, €Dy «], €GPy Dy G, K

— HeJoIIyCTHUMbIe CMMBOJIBIL. «.» B Ha4dJle UMeHH.

B BbIOpaHHOM Mmanke 0TOOpa3WTCs HOBas BIOXKeHHas marnka / ¢ais. HoBble daiinbl Bcerna
cosnarorcs B popmare XODS.

YroObl BBIMTH M3 OKHA IpoBoAHMKa (cM. PrucyHok 403), Haxkmute kHOTIKy OK.

4.15.5 3arpy3uts Qaiin

B obnauyHoe XpaHwIMIe MOXHO 3arpyXaTb TeKCTOBble, ay/Jul0, BUIe0 U JIpyrve THIIbI
¢aiinos. [Ipu 3arpyske MOXXHO BbIOMpATh TOJIBKO OTAeNIbHbIe (aiisibl, 3arpy3ka Hamok c ¢aiyiaMmu

He JOITyCKaeTCs.

MakcumanbHO JIOMYyCTUMBIA pa3mep 3arpy3ku ailyioB KOHUTYPUPYeTCs Ha cepBepe.
[Ipy BOBHUKHOBEHUHU OIMIMOKY, CBSI3aHHOM C IIPeBbIIIIEHHBIM pa3MepoM daiiia, 06paTUTech

K CUCTEMHOMY aJ]IMUHUCTPATOPY.

YroO6BbI 3arpy3uTh B 001aK0 OJJMH WJIM HECKOJIBKO (paiiyioB, BHIIOJHUTE CIIeAYIOIe AeUCTBUS:
1. Boibepute myHKT KoMaHHOTO MeHio daiin > Pabora B obsake > 3arpysurth ¢aiin

(cMm. Pucynok 410).

Dain  [Mpaeka Becraska @opmar  Tabavua  Jaddwe WMoctpymedts Bug  OBw

[ Cosmate Ctrl+M XO Thames
CozaaTe no wabnoHy...
X K 4 AB
[=  OmkpoiTs... Ctrl+0
WpwudT
Orkpwite B 0Baake... Ctrl=Shift+0
HegaeHwe gokymeHTs k
PaBota B obnake 4 BoiliTi w3 obnaka...
_ Cravate...
o Coxpanwte Ctrl+5S
3arpysuTe $aiin..
CoxpaHuTb Kak... F12 -

Pucynok 410 — Komananoe mento ®aiin
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2. B oTkpeiBIIeMcsi okHe ¢alIoBOro MeHe[kepa BbiOepuTe ¢aiibl, KOTOphle TpebyeTcs
1106aBUTH B 06J1aYHOE XpaHWIUIILIE.

3. Haxmurte kHONKY 3arpy3uTsb.

3arpy3ka ¢aiioB He Orokupyer paboTy B mpwiokeHWd. OKHO, B KOTOPOM OTOOpa)kaeTcs

WHJTMKATOP 3arpy3kH (cM. PrcyHok 411), MOXKHO CBEpHYTb, YTOOBI OHO He MeIIayio AalbHeuIIel pabore.

3arpyzka daiina = X

3arpyzka CeoaHble Tabanubl.xlsx... 23.1¢

| OtmeHa

Pucynok 411 — 3arpyska ¢aiina

Bribpannble ¢aiinpl 10 YMOJYAHUIO 3arpy’kalOTCsl B KOPHEBYIO MAIKy 06Ja4HOro
XpaHwivila Mou I0KyMeHTHI.
YtoObl yBUIleTh BCe (aiibl, XpaHsIldecs B oOjake, MOKHO BOCIIOJIb30BaTbCs (PYHKIMEN

ckauuBanHwus. [lompobHee cM. B pa3zene 4.15.6.

4.15.6 CxauaTp nanky nwiu ¢ain

[Tanku u daryibl MOXKHO CKAYMBaTh M3 00JIaka Ha KOMIIbIOTeP.

YroObl ckayaTh Nanky win ¢daiis, BHIIOIHNATE CIlelyloIre 1eHCTBUSL:

1. Bribepure mnyHKT komaHfgHoro MeHio Paiin > Pabora B obOsake > Ckadarhb
(cm. Pucynok 410).

2. B okue mnpoBomHuka (cM. PucyHok 412) cieBa BwiOeputre pasfien, B KOTOPOM
pacriosioxxeHa TpeOyemast mnanka wid ¢ain. CopaBa 0TOOpasuTCsl CofepXXUMoe

BbIOpaHHOTO pa3zera.
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1 MoiiOguc Tabnuua - m} x
¢ Mou LoKyMEHTEI
Mou A0KYMEHTEI
Pt [octynHele MHe
) Mma T Pa3mer [laTa U3MeHeHuA
= O6wme nankn : :
" 37 W73
2 OrmeueHHbie Hoeaa npesentaumaxodp 11.32 kB 18.08.2023
f:_T::J HeaasHWe JoKyMEHTEI ﬁ Hoean Tabnvua.xods 6.01 kB 18.08.2023
[l KopawHa a Hoebiid gokymenT.xodt 15.29 kB 17.08.2023
Viraa daina: | Hosaa taBanua.xods Bee dainw b
Myte: | CA\Users\User\Downloads x
OTKpbITE NOCE 3aBEPLUEHUA “ OTtmeHa

Pucynok 412 — [IpoBoanHuk

3. Ecnmu copmepxumoe paspena Tpebyercs ¢uIbTpoBaThb 10 TUITy, pa3BepHUTE
BbINAfAOIMK cioucok Bce ¢ainbl 1 BeiOepuTe TUN ailyioB, KOTOPHIA cCiielyer
oToOpaxkaTh B pasjeJie.

4. BrigenuTe nmanky / ¢ail, KOTOPBINA TpeOyeTcs CKadaTh U3 obJIaka.

5. B nosne IIyTh ykaxxuTe Nanky IJisi COXpaHeHUs! BBIOpaHHOM ManKy WK dariia.

6. Eciu BbiOpaHHBIM aiin TpeOyeTcsi OTKPBITh MOCJe CKAaYMBaHUS, MOCTaBbTe (IIaXkoK
OTKpBITH NOCIIe 3aBepIIeHus .

7. Haxwmwure knonky OK.

Ecnu B noste IlyTh yka3aH HeKOPpeKTHBIH Iy Th K nanke, kHorika OK HepocTymHa.

Ecmm nns ckauuBaHus BbIOpaHa Ianka, TO OHAa 3arpykaercss B Buge ZIP-apxusa.

PacnakyiiTe apxuB C IOMOIIIbIO YCTAaHOBJIEHHOM HAa KOMITbIOTepe [TPOrpaMMBbl-apXHUBaTopa.

4.15.7 Ypamurs ¢aiin

Y nanuth Cl)&flJ'I M3 00JIa4HOTO XpaHWIMIIIAd MOXeT TOJIbKO aBTOp WJIM Bilajiejien] TaHHOI'O

daitna.

ABTOp — 3TO TOJIb30BaTesb, KOTOPBIM CO37all AaHHbIN daitn. Biagenen daiiina — 310 aBTOp

TIaIlK1, B KOTOPOM HAXOAUTCS CO3[JaHHBIN (paiil.
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Ecm aBTOp co3man ¢aityi B cBoed mamke, TO OH SIBJISIETCSI OJHOBPEMEHHO BIIAJIEIbIIEM
daitna. Ecnu aBTop co3nan ¢aitnn B manke, KOTOPYIO CO3/1ajil APYroM M0JIb30BaTellb, TO OH SIBJISIETCS
TOJIKO aBTOPOM U He SBJsIeTCsl BiajienblleM daiia. B mocienneM citydae BianenbiieM ¢aiiia
SIBJISIETCS aBTOP MaIKH, B KOTOPOM HAaXOJAUTCS CO3TaHHBIN (Al

YT06b1 yaanuTh aiis, BHIIOJIHUTE CIeAyoIue JeACTBUS:

1. Boeibeputre myHKT KomaHmHOro MeHi0o dPaitn > OTKpbITH B obsake win Paitmr >

Pabora B oosrake > Ckagars (cM. Pucynok 410).
2. B mpoBojiHMKe 001a4HOI0 XPAaHWIMUIIA IIeJIKHUTe 10 (aiiTy MpaBoy KHOIKOM MBIIIN U

BBITIOJTHUTE KOMAHy KOHTEKCTHOTO MeHI0 Y JauTh (CM. PucyHnok 413).

i MoiaQOdunc TaBawua

5 Mou goKyMeHTHI
MoW JOKYMEHTEI

& JocTynHble MHe

HITE
B 0O6wwe nankm .
t [ ¥asamTe

Hoeana Tabnvua.xods L}

|j OTMedyeHHbIE

(Y HepaeHwe AOKyMeEHTHI

Pucynok 413 — Komanaa Y panurs

[Tocrne ynanenus ¢aiin nepemeriaetcs B pasznen Kopsuna.

Ecnu daiin HaxouTCs B Nanke, CO3AAHHON IPYTUM I0JIb30BaTesieM, TO OH IlepeMelaeTcsl
B pasznen Kop3uHa Biasienblia naHHOM manky. Y aBTopa B pasfeiie Kop3uHa naHHBIN

¢daiin He oToOpaXkaeTcsl.

[Tpu HeobxomuMocTu ¢aiim MoxxHO BoccTaHOBUTH M3 Kop3unsl (cM. pazpen 4.15.8) wnu
yaanuTh 6€3BO3BPATHO.

Y1o6Bl 6e3BO3BpaTHO yHanuTh Gaiil M3 00JIaYHOTO XPaHWJIUINA, BBHIOJIHUTE Cleylollre
JeUCTBUS.

1. B npoBonHuke o6avHOro XpaHuuiia Beibepure pasnen Kop3suna (cMm. Pucynok 414).

2. B cnucke aiinioB pasfena IeakHUTe 10 $aily IpaBoM KHOMKOM MBIIIM U BBIIIOJIHHATE

KOMdaHy KOHTEKCTHOI'O MEHIO YHHJII/ITI) 663B03BpaTHO.
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B MorOduc Tabovya

<5 Mow goKyMeHTbI

Kop3uHa
fers LdocTynHele MHe
3 O6uwwe nanku M3 ¥panuTe BezsoseEpaTHO
(» BoccTaHoBUTE
[ OtmeueHHbie Hogana Tabnmua.xods L}

(Y HepasHwe aokymeHTSI

[i] KopanHa

Pucynok 414 — V nanenue ¢aitnia u3 Kopaussr

4.15.8 BoccraHoBuTH Nanky win ¢ain

Yro0Obl BOCCTAHOBUTH HAIKy Wi ¢aiin u3 Kop3uHsbl, BHIIOIHUTe CllefyIolye qeiCTBUS:
1. Tlepeiinute B pa3nen Kop3una (cM. PucyHok 414).
2. IllenkHuTe IpaBOM KHOIKOW MBIIK 110 TpeOyeMoMy daily / IManke W BBIIIOJHUTE

KOMdHy KOHTEKCTHOI'O MeHIO BoccranoBUTE.

Eciu B Kop3uHe cofiep)XyTcs Iarka, TO MOXXHO BOCCTAHOBHUTB KaK BCIO IAIKY C daiIaMy,
Tak W OTHe/bHble aiibpl, KOTOpble COAepXaTcsi B JaHHOW mamnke. B oboux cioydasx

BOCCTAHOBJIEHHE BBIIIOJJIHAETCS B MCXOJJHOe MeCTOIIOJIOXKeHHe ITallIKH.

4.15.9 HacTpouts 0011mii JocTym K ¢airy

4.15.9.1 IIpenocraBuTh 001IHIT OCTYH K daiiry

[Tonb3oBarenb MoOXXeT MPefOCTaBUTh APYrHMM moJib3oBaTessiM aoctyn K XODS-daiinam,
KOTOpble OH co3fjan B o6jauHoM XxpaHwiuile. JlocTyn mpefocTaBisieTCcs Jii COBMECTHOI'O
IIPOCMOTpA, peJaKTUPOBAHMs W/WIH yIpaBJieHus IpaBaMu J0CTYMa K ¢aiinam.

YT1o6BI HACTPOUTH OO OCTYII K daiily, BBIIIOJIHUTE CleyIolue TeiCTBHUS:

1. Ortkpoiite daitn B obiake (cM. paznen 4.15.2).

2. Bpibepure mOYHKT KOMaHAHOTO MeHO OOmmit mocrynm > Hacrpouts nocTyn

(cm. Pucynok 415).
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OBwmin goctyn | HagcTpolkn

HactpowTe goctyn

OTnpaenTe No nouTe...

Pucynok 415 — KomangHoe menio O6muii ocTyn

3. B orkpoiBieMcs okHe (cM. PucyHok 416) ykaxuTe 1osib3oBaTesiel, KOTOpPbIM TpebyeTcs
MIpeIOCTaBUTh JIOCTYM K daiily, OTHUM U3 CJIeIyIOLIHUX CII0OCOOOB:

— Bpyunyto BBeuTe UMsI WK a[jpec 3JIeKTPOHHOW TOYTHI AJIS1 KXK/IOTO TI0Ib30BaTesl.

— Haxwmure xHONKy E (BerOpaTh KOHTAaKTBI) U B Qa[pecHOM KHWUIe OTMeTbTe

Cl)J'Ia)KKaMI/I KOHTAKThI TPE6YEMBIX M0JIb30BATEJIEeH.

OBwwi goctyn K 'Hoeaa Tabnnuaxods' >
‘ anema| et I E [MpocumoTtp i
@ Anekcanap CMvpHos JoBasuth

Pucynok 416 — I[orck nonb3oBaresns

4. YxaxuTe YpOBeHb JIOCTYTIA Il BBIOPAHHBIX MTOJIb30BaTeJIel CIpaBa OT aJipeCHOM KHUTH
(cMm. Pucynok 417):
— IIpocMoTp — [1aHHOEe TIpAaBO TIPEIOCTABJISIET  TIOJIb30BATENIIM  BO3MOXKHOCTb

IMPOCMATPUBATDL U CKAYMBATb [JOKYMEHT.

— PepakTupoBaHue — JaHHOe MpaBO BkItovYaeT IpaBo Ha IIpocmoTp mokymeHTa, a

TdKoKe IMPe10CTaBJIFAEeT I10JIb30BATEeIIM BO3MOKHOCTD peIdKTUPOBAThL IOKYMEHT.

— YmnpasieHmue — [aHHOe IIpaBoO BKJIO4YaeT npasa Ha IIpocmorp u PepakTupoBanue
JOKYMeHTa, a TakXe IIpefloCTaBiisieT I10JIb30BaTeNIsIM BO3MOXKHOCTb — yTIPABIISITh
HACTPOMKaMH JIOCTYTIA K IOKYMeHTY: BblJJaBaTh IpaBa Ha paboTy € JOKYMEeHTOM HOBbIM

MOJIb30BATEJISIM U U3MEHSTD IIPdBa CYIIECTBYIOIIUX MOJIb30BaTEeJIeH.

— OtTka3zaHo B AocTyme — 6JIOKMPOBaTh II0JIb30BATENSIM IOCTYTI K JIOKYMEHTY.
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OBwwii goctyn k 'Heoeaa TaGavyaxods’ *

AnexcaHap CMUPHOE Beegute uma A email ped E | Mpocvotp V\

v Tlpocmotp
B YeeaomuTe NUceMomM (TOABKD OTAENLHLIM NOALIOBATENAM, A HE MPYMNan)

PE-,{I,EKTMF)DELSHME'
EneHa CmupHoBa L
paqe ¥npaeneHue

OTkazaHo B AOcCTyne

Pucynok 417 — Beibop ypoBHs ocTymia

5. Ecmu BceM mosb30BaTensam Tpe6yeTc;[ OTIIPABUTH yBelOMJIeHUe I10 BHEKTpOHHOﬁ I1o4Te

00 M3MeHeHuHn I1paB OOCTyIIa K cbafmy, II0CTaBbTe Cl)J'Ia)KOK YBEIIOMI/ITI) IIHCBMOM.

djaroBast KHOIIKA YBQIIOMI/ITI: IIHUCbMOM HEJJOCTYIIHA B CJIeAYIOIUX CIIydadsdax:

—  aZipec 3JIeKTPOHHOU ITOYTHI YYaCTHHUKA SIBIISIETCS] HeIeHCTBUTEIIbHBIM;
— IIpaBa HA JIOCTYTI K Gaiiily U3MeHeHbI;
— JIocTym K aity 3amnpelreH;

— IIpaBa IpeoCTaBJIeHbI I'PYIIIie JIFOJeH, a He OTIeIbHbIM Y4aCTHHKaM.

6. Haxwmwure kHonky J{obaBuTH (cM. PrcyHok 418), yToObI 106aBUTH BEIOpAHHbBIE KOHTAKThI

K CIIMCKY TI0JIb30BaTeJiel, KOTOpble UMEIOT NOCTYII K daitty (cMm. PucyHok 419).

OBwwit goctyn k 'Hoeaa TaBnnua.xods' >

AnekcaHap CMUPHOE Beegute vma wan emall = E PepakTupoBaHwe A

B YeeiomMWTL MMCEMONM (TOMBKO OTAENLHEIM NOALICBATENAM, 3@ HE FPYMNam) fobasuTe

Pucynok 418 — Knonka J/lobaBuTH

7. HaxmwuTte kHONKY 3aKpBITh, YTOOBI 3aKPHITh OKHO HAaCTPOMKHU 0OIIero J0CTyIa.
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OBwwit goctyn K 'Hoeaa TaGnuua.xods'
@ Anekcanap CMMPHOB

‘3 EneHa CMupHOBa

PE‘,[I,BKTM[DOEIEHME"

Lo

3aKpbITh

Pucynok 419 — Cnrcok nosib3oBareseit

4.15.9.2 I3MeHNTH YPOBeHb JI0CcTyna K Qaiiry

ITonw3oBaTens c YpOBHEM OOCTYIId ynpaBJIEHI/IE MOXeT U3MEHUTb YPOBHU NOCTYIIA IJId

JIpyrux nojib3oBareneil, kpoMe Bnagenbna ¢aiina.

Ecmm BJIEIIIEJIEII (l)afma yaajieH U3 CUCTeMbl dIMUHUCTPATOPOM, TO CIIPdBa OT ero UMeHU

oTobpakaeTcst OTMETKA (HeaKTHBEeH).

J17151 3TOrO BBINIOTHUTE CIleyIole 1eUCTBUS:

1. OrtkpotiTe daiin B obiake (cM. paznen 4.15.2).

2. Bpibepure mOyHKT KOMaHAHOTO MeHIO OOmmit mocryn > Hacrpouth ocTyn

(cMm. PucyHok 415).

3. B otkpsiBiieMcs okHe (cM. PucyHok 420) ykaxkuTe TpeOyeMbldl ypOBeHb JOCTyTa ISt

OTIENbHBIX [0JIb30BaTEJIeH. ypOBeHb JOOCTyIId yKa3bIBae€TCsd C IMOMOIIbIO BBIITdAIOIIUX

CITMCKOB HAIIPOTUB UX NUMEH.

4. HaxmuTe KHONIKY 3aKPBITh.
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OBwwit goctyn K 'Hoeaa TaBnuua.xods' x

? Anekcangp CMUpHOB
-

PE‘,{I,EKTP’IF)DEIEHME‘ B l
Mpocuotp

D EneHa CmupHOBa

v PegaktupoeaHwe

YnpaeneHwe

OTkazaHo B AocTyne

3aKpeiTe

Pucynok 420 — U3MeHeHre ypOBHS IOCTYyTIa

4.15.9.3 Ypanuth nnpaBo gocrymna k ¢airy

[Tosib3oBarens ¢ ypoBHeM JIOCTyIla YIIpaBjieHHe MOXeT YJaluTb IIPaBo JIOCTyIa y JPYrux

noJib3oBaresiei, kpome Bianensna gaiina.

Ecnu Biapenen ¢aiina ynaneH U3 CUCTeMbl aJIMAHUCTPATOPOM, TO CIIpaBa OT ero UMeH!

oTobpakaeTcst OTMETKA (HeaKTHBeH).

J11s1 3TOTO BBINIOJIHWTE CIIeAYIOIe IeUCTBHUS:

1. OrkpotiTe daiin B obiake (cM. paznen 4.15.2).

2. BrpibepuTe NOyHKT KOMaHJHOro MeHI0 OOmmumii mocryn > Hacrpouth ocTyn
(cMm. PucyHok 415).

3. B orkpeiBuieMcs okHe (cM. Pucynok 420) nHaxkmurte KHONKY * (Y@aJauTh mHpaBo
JOCTYIIa) HAIIPOTUB UMEH TeX I0JIb30BaTeslel, KOTOPhIX He0OX0/IMMO JIUIIUTL J0CTyIa
K Qaiiy.

4. HaxmuTe KHONKY 3aKPBITh.
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4.15.10 OTka3zaTbca oT gocTyna K ¢aimy

ITonp3oBaTenu 061aYHOIO XPpaHWIKIIA MOTYT IIPeJOCTaBJIATb OOCTYII K CO3dHHbIM ¢aﬁHaM

IpyTyM Tojb3oBatessMm (cM. pasgen 4.15.9.1).

[Tocne mpenocraBieHus nocTymna ¢aiiyi aBToMaTUYeCcKd oTobpakaeTcsi y I0Jib3oBaTesieil B

paszfiernie obmauyHoro xpanuwiuia JJocrymasie mae. Eciu monb3oBaTeNlb OTKAa3bIBaeTCs OT JIOCTYTIa,

TO a1 yJanseTcs U3 CIMCKa IOCTYITHbIX (HaMIIoB.

YToObI OTKA3aTLCS OT AO0CTYyIIa K KaKOMy-J'[I/I60 (pafmy, BBITIOJIHUTE CJIeAYrolire IerCTBUS:

1. Boibepure nyHKT KOMaHAgHOrO MeHio ®ai1 > OTKpBITH B 00s1ake (cM. PucyHok 421).

@aidn  [paeka Beraeka @opmat  Tabawua [JanHoie
Q Co3pate Ctrl+M

Co3zaate no wabnoHy...

5 Omkpwith... Ctrl=0
OTkpoiTe B oBnake... Ctrl+5hift+0

Pucynok 421 — Komananoe menio Paiin

2. B npoBomHuke 007aYHOTO XpaHWIWINA BbibepuTe pasgen JlocrynmHble MHe

(cMm. PucyHok 422).

MoiCdnc TaBnnuuya

¢ Mow LOKYMEHTHI
JOCTyMHBIE MHE

2 JocTynHele MHe

] Kmn

= OB e NnankK

[ OrtmeueHHble E Hoeaa Tabnmua.xods %

OTkazaTecn oT gocTyna

Pucynok 422 — OTtka3 oT focTtymna

3. OTtkaxurech OT AOCTyNa K $aily OJJHUM U3 CIIeAYIOIIUX CII0COOO0B:
— Broigemure TpeOyemblii ¢aiiyi 1paBOM KHOIMKOM MBIIIM U BBIIOJIHWATE KOMaHAY

KOHTEKCTHOro MeH10 OTKa3aThcs OT AOCTYyIIA.

— Boienure daiis j1eBoOM KHOIIKOM MBIIIM U HakMuTe kiiaBuilty Delete.
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4. B okue OTka3arbcs ot gocrymna Haxmurte KHONKY OK (cM. PucyHok 423).

OTKkazaTeCA oT AOCTyNa X

YpanuTe Hoeaa Tabnanua.xods u3
CNWMCKa U OTKas3aTbCA OT gocTyna?
AocTyn MoxeT ObiTb BO3BpaLLeH
TONbKO BAajenbLem.

Pucynok 423 — Oxno OTKa3aThCs OT IOCTyIIa

4.15.11 BrritTu u3 obiaka

HQPEJI BBIXOJI0OM H3 obavyHOro XpaHWIMIIId peEKOMeHyeTCs 3dKPLITh BCe Cl)afIJIbI, OTKPLIThIE

B obOJiake.
YroObI BBIATH U3 00JIaKa, BHITIOJIHUTE CIIEAYIOIIHe TeHCTBUS:

1. Bribepure myHKT koMaHgHOTO MeHI0 Paiin > Pabora B obsake > BoriiTu U3 od1aka

(cm. Pucynok 424).

Dakin [lpaska Bctaska @Popmar  Tabawua  [addwe VHctpymedtm Bug  O6

(4 Cosaame it r X0 Thames

Cozaate no wabaoHy...
X K 4 AB

[ OTkpbiTb... Ctrl+0
WpudT
OrkpoiTe B 0Bnake... Ctrl+5Shift+0
HenaeHue gokyMeHTH r
PaBoTa B obnake ’ BwiiTi nz obnaka...
_ CravaTb...
&l CoxpaHuts Ctrl+S
darpy3unTe dain...
CoxpannTe Kak.., F12 .

Pucynok 424 — KomangHoe Menio Paiin
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2. B okne Boixoj u3 oosaka (cM. PucyHok 425) HakMuTe KHONKY BhIiTH.

Brixoa uz obnaka X

MoitOduc lokymeHTbl OHNaAH

Norwux:
X

MNapone:
oS00SS S C}?—/'J

Cepeep:
X

Buiatu OTMmeHa

Pucynok 425 — OxHo BeriiTn 13 o61aka
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4.16 CpencrBa aBTOMaTH3aIMH

4.16.1 MakpoxomMaH/bI

MakpokoMaH/ibl IPe[CTaBJSIIOT COOOM IporpaMMbl HeOOJIBLIOrO pa3Mepa, C IOMOIIBIO
KOTOPBIX B JIOKyMeHTe aBTOMATHM3UPYeTCsl BBIIIOJIHEHWe IIPOAOJDKUTENIbHBIX WM  4YacTo
MIOBTOPSIIOLIMXCS onepanyid. [11st pa3paboTku MakpokoMaHy, B nipuinoxeHun «MoiOduc Tabnummay
WICII0JIb3YeTCS SI3bIK IIporpaMMupoBanus Lua.

CoxpaHeHHe MaKpOKOMaH], IO/i[lepXXUBaeTCsl TOJIBKO B IIpefiejlaX TeKyIlero AOKyMeHTa.
Ecnu aHasmoruyHble MakpOKOMaHJbpl TpebyeTcs MCIIO/Ib30BaThb B JPYIOM JIOKYMeHTe, ClleflyeT
CO3/1aTh X HeIllOCPeICTBEeHHO B IPYTOM JIOKyMeHTe.

[TonpobHOe onMcaHre paboThl C MAaKPOKOMaHJjaMU IIpMBeleHO B JIoKyMeHTe «CIpaBOYHUK

MdKPOKOMAdH/I Hd A3bIKE ITPOI'PAMMHPOBAHHUA Luay.

4.16.1.1 Co3gaTh MaKpOKOMaHAY

MaxkpokoMaHly MOXKHO CO3/1aTh OJIHHUM M3 CJIeJJyIOIINUX CII0CODO0B:
— 3amnMcarh TOCeloBaTesIbHOe BBITIOJIHEHWe HEeMCTBUM, U3 KOTOPBIX JOJ/DKHA COCTOSTDH
MaKpOKOMaH/Ia.

— BBecTy TekCT MakpOKOMaH/Ibl BpYYHYIO.

YTo6bI 3anrcaTh MaKpOKOMaHAY:
1. HayauTe 3anvch OOHUM U3 CIeAYIOMNUX CIIOCODOO0B:
— Bribepure nmyHkT koMangHOro MeHio MHCTpyMeHTBhI > MakpokoMaHab! > 3anmucaTb

MakpokomMaHpy (bera) (cMm. PucyHok 426).

WHctpymenTsl  Bug  O6wmid goctyn  Haactpoviku  CnpaBka

MpaeonvcaHne » — -
P + = v i v Obwmi
HacTpausaembii cnoBapb
I o
Hv &+ P %
N3meHuUTb A3bIK...
Runapuueauma Uurnoeoid
MakpokomaHg bl 4 PepakTtop makpokomaHa

3anucartb MakpokomaHay (beta)
E F o H T

Pucynok 426 — Komangnoe mexio IHCTpyMeHTBI
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Ecm B mokymeHTe ecTb XOTsl ObI O/IHA MAaKPOKOMaH/Ia, HAa OOKOBOM MaHeIN HaXKMHTe
KHOIIKY @ (Makpoxomanapl). Ha manenmu paboThl ¢ MAaKpOKOMaHaMA HaKMHTe Ha
KHOMKY  crmpaBa oT kHonky HoBasi MakpokomaHjga. B BhImajaroieMm CIvcke

BbIOEpUTe KOMaH]Ty 3arnuicatb MaKpPOKOMaH/Ty (6era)

(cm. PucyHok 427).

=' v /"'E-I
=2 . 5 @ -
| Bcraeka ~
) ~» MakpokomMaHabl

[ Hogas MakKpoKoMmaHAa b ]

OTKpbITb pegakTop

SO @ > O

3anucaTtb MakpokomaHay (beta)

Pucynok 427 — 3amyck 3anvcy B laHesli MaKpOKOMaH/IbI

2. BbinonmHUTe 1TOC/Ie1I0BaTeNIbHOCTD AEUCTBUM, M3 KOTOPBIX JIOJKHA COCTOSITh MAaKPOKOMaHIA.

B TeKYH_IEfI BepCHH IPpUIIOXKEeHHA He BCe JIEMCTBUS I10JIb30BaATENIS OOCTYIIHBL IOJId 3aIIMCH.

HpI/I BBIIIOJTHEHWM [OEeMCTBUS, 3allMCh KOTOpOro He IIOAOEpPXWBAETCA, HaA 3SKpdHEe

0T06pa>KaeTc;1 BCILIBIBAroIIiee COO6H_[€HI/IE ((HEI;'ICTBI/IE He MOKeT OBITh 3aITHMCaHO.

3. SaBepH_II/ITe 3dllMChb OJHUM U3 CJIeJYIOINUX CIT0Cco0O0B:

Beibepure nyHKT koMaHAHOTO MeHIO MHcTpymeHThl > MakpokomaHabl >

OcraHoBuTH 3amHch (cM. PrucyHok 428).
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WHctpymenTol  Bug  O6wwmid poctyn  Hapctpoiiku  Cnpaska

[MpaeonucaHwe » 5B v = . ?

HacTpaveaembiil cnoeapb

v °f v 1=
M3mMeHWTE A3bIK...
Nauuple
MakpokomaHabl ’ PegakTop makpokomaHg,
OCTaHOBWTL 3aN1chb
E F G n

Pucynok 428 — Ilynkt komanaHoro MeHio OCTaHOBHUTB 3allUCh

— Eom B nokymeHTe ecTb XOTs1 ObI OJJHA MaKPOKOMaH/1a, Ha OOKOBOW MaHEeId HaXKMUTe

KHOIIKY @ (Makpoxomanabl). Ha nmanenmu paboTbl ¢ MaKpOKOMaHaMU HRKMUTe Ha

KHOMKY  crpaBa oT kHonky HoBasi MakpokomaHjga. B BhImajaroieMm CImcke

BbIOeprTe KoMaHy OcTaHOBUTH 3anuch (cM. PrucyHok 429).

c

Q

fo v B9 (&) B4 ()~

Bcraeka ~

> MakpokoMaHabl

[ Hogas MakKpoOKOMaH4a e

OTKpbITb peaakTop

A @ » O

OcTaHOBUTL 3annch

Pucynok 429 — 3aBepiiienue 3anucu B maHea MakpoKoOMaHAbI

— B crpoke cocrostust Haxkmute kKHOTIKY [l OcranoBuTS 3amuch (cM. PucyHok 430).
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28
29

Nwuerl +

—
E‘a ABTOMETHHECKK B OcraHosWTe 3anuUck

Pucynok 430 — Knorika OcTaHOBHTB 3aluCh

4. B oTKpbIBIIEMCS] TUAJIOrOBOM OKHe (cM. PucyHok 431) ykaxure UMs MaKpOKOMAaH/bI U

HakmuTe KHOIIKy OK.

Hnag:

| oy x|

Pucynok 431 — Jluanorosoe okHo HoBast MakpokoMaHzaa

[Ipy ycnemHoM coxpaHeHHM MaKpOKOMaH/bI Ha 3KpaHe OTOOpasUTCs BCIUIbIBAIOIIee
coobiienre « MakpokoMaHjia "MMs._MaKpOKOMaHIbl" COXpaHEeHa.
YT0oO6BI BBECTH TEKCT MaKpPOKOMaH/Ibl BDYUHYIO:
1. CoszpaiiTe HOBYI0 MaKPOKOMaH/ly OHUM U3 CJIeAYIOMINX CIIOCOOOB:
— Bribepure nmyHKT kOMaHAHOTO MeHIO UHCTpyMeHTHI > Makpokomanas! > PemakTop
MakpokoMaHj (cM. PucyHok 426) v B okHe PemakTop MaKpOKOMaHJ HaXMHTe

KHOTIKY + (cM. PucyHok 432).
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7~ PenaxTop makpokomaHa X

+ —

D BbINOAHUTL %Omagmb -

PesynbTar:

Pucynok 432 — KHomka co3gaHusi MaKpOKOMaH/Ibl B pefJakTope

— Ecm B JOKYMeHTe eCTb XOTs OBl OdHA MdKPOKOMdH/ld, Hd OOKOBOM IaHeIu HaXKMHTe

KHOIIKY @ (Makpoxomanzapl). Ha manemu paboTel ¢ MakpOKOMaHIAMU Ha)XKMUTe

kHoriky HoBast Makpokomanpa (cM. PrcyHok 433).

Q

plo v ) (] & (@)~

Bcraeka A

> MakpokomaHgbl

Hogasa ma KpoKOMaHAa

@ 2 O

Mowck

MakpokomaHaa 1 E;

MakpokomaHaa 2

Pucynok 433 — KHorika co3/aHusi MaKpOKOMaH/IbI Ha TTaHe i MaKpoKOMaH bl
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2. BBemuTe uMS MaKpOKOMaHIbl WIM OCTaBbTe KM$, yKazaHHOe I10 YMOJIYaHHIO
(cm. Pucynok 434). UToObl COXpaHUTh UMs, HAOXXMUTe KjaBuilly Enter wimm menkHure

MBIIIBIO 110 J1I060H 06s1acTH peflakTopa MaKpOKOMaH].

7~ PenaxTop makpokomaHa X

1 BEeOMTe KOO MaxpOKOMAHIH 3MeCh

\_;3‘ BbINOAHWUTL ¥ OTtnagute

PesynbTar:

Pucynok 434 — BBoji uMeHU MakKpOKOMaH IbI

3. BeeauTe TekcT MakpokoMaHbl (CM. PucyHok 435).

1~ PenakTop MakpoKoMaHa X

range = document:getRange();
Makpokomaraa 1 startPos = range:getBegin();

textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;

range:setTextProperties(textProp);
9 startPos:insertText( "'_~I;:-;:-Z.J¢-;:k. LS I

+ —
P Buinonnus _ﬁ? Otnagute

PesynbTar:

Pucynok 435 — BBoji TekcTa MakpOKOMaH/ bl

Texkct MdKPOKOMAdH/Ibl COXPaHUTCSI dBTOMATUYECKHU.
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[Ipu mobaBieHHMU B JIOKyMEHT IEepPBOM MAaKpPOKOMaHbI Ha OOKOBOW IMAaHENH IOSBIISIETCS
KHOITKA @ (Makpokomannpr) (cM. Pucynok 436). JlaHHas KHOMKa OTOOpakaeTcs, IIOKa B

JIOKyMeHTe eCTb XOTsI Obl O/JTHa MAaKpPOKOMAaH/Ia.

e &~ B~ '1_1' F‘b v S .
hd [l v coe
T ﬂﬂv ﬁ Iﬂ @

NaHHbE BeraBka ~

~ - MakpokomaHabl Q
L M M

Mowck fx
Makpokomanga 1 @
Makpokomanga 2 @
Makpokomanaa 3

L

>
CYMM 0 CP3HAY O MWH O MAKC 0 CYET3 0 [F] - . + 100% v

Pucynok 436 — [1anenb paboThl ¢ MaKpOKOMaHAAMU

Haxmure Ha KHOIKY ® (MakpoxomaHabl), 4TOOBI OTKPBITH IIaHeIb paboThl C

MdKPOKOMdHJdMHU.
YTo06BI 3dKPbITh IIdHEJIb pa60TI:I C MAaKpOKOMaHJaMH, HAXXMHTe Hd KHOIIKY =3,

pPacrnosioXkeHHY0 HaJl CTPOKOM MOMCKA, WIX TOBTOPHO HAXXMHUTE Ha KHOIIKY ® (MakpokoMaH[bI)

Ha OOKOBOI ITaHeJI!.
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4.16.1.2 HaiiT MaKpOKOMaH/Y

Ecmu nokymeHT comepxytr 0oJibllioe KOJIMYeCTBO MAaKpPOKOMaH[, JIsi OBICTPOro MOMCKa
TpeOyeMOl MaKpPOKOMAH/IbI BBITIOJIHUTE CJIe/IyIolllre JeHCTBHUS:

1. Ha 6okoBoIi MaHeyu HAXKMUTE KHOIIKY @ (Makpoxomanasl) (cMm. PrucyHok 436).

2. Ha maHenu paboThl C MAaKPOKOMAaHJIaMU YKa)KHTe B CTPOKe MOMCKA YaCTh HAa3BaHUS WU

Ha3BaHUe TpebyeMoi MaKpOKOMaH/IbI IIeJIUKOM (cM. PrcyHok 437).

B croucke MdKPOKOMaH[{ OTO6p83$ITC$I MdKPOKOMaH/Ibl, Ha3BAHUS KOTOPBIX YIOBJIETBOPSIOT

YKa3dHHBIM pe3yJjibTdTdM IIOMCKA.

= Q
‘2| x_\

MakpokomaHga 2

Pucynok 437 — [lorck MaKpOKOMaH bl

4.16.1.3 BeInoIHUTH MAaKPOKOMAHIY

MaxkpokoMaHAy MOXHO BBIIIOJIHUTB C ITIOMOIIBIO0 peJaKToOpa MaKpOKOMaH[I UJIX C ITIOMOIIBIO
IaHesld paboThl C MakpOKOMaHAaMHU. Taxoke Iy OBICTPOrO BBINIOJIHEHWSI 4acTO HCIIOJIb3yeMBbIX
MaKpOKOMaHJI MOXHO CO3[laTb KHOIKM B pa3sfejle IlaHeJd UWHCTpyMeHTOoB M30paHHoe
(c™m. paznen 3.3.4.1).

YTOOBI BBHIIOJIHUTL MaKpOKOMaHJy C IIOMOIIbIO pefakTopa MaKpPOKOMaH], BBIIIOJIHUTE
clleflyIolye AelCTBUS:

1. OrtkpoiiTe pegakTOp MaKpOKOMaH/ OJHUM K3 CJIeIYIOLIUX CIIOCOOOB:

— Bribepure nyHKT KoMaH/IHOrO MeHI0 MHCTpyMeHTHBI > Makpokomanb! > PegakTop

MakpokomaHz (cM. PrcyHok 426).
— Ha GokoBO# MaHem HaXKMUTE KHOIIKY @ (Makpoxomanabr). Ha manenmu pabotsl ¢

MaKpPOKOMaH/[aM{ HaykKMHTe Ha KHOIIKY  crpasa oT kHornky HoBasi MakpoxkomMaHa.

B BeIMaaroiem crvcke Beibepute koMaH Ty OTKPBITH pemakTop (cM. PrcyHok 438).
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Tt BEEE -
) Bcraeka A
) > MakpokoMaHapl

[ Hogas MakKpokKomMmaHia ¥ ]

OTKpbITb peaakTop

Q @ » O

3anucaTb MakpokomaHay (6era)

Pucynok 438 — Komanga OTKpBITH peaKTop B ITaHeN

2. B okHe pemakTOpa MakKpOKOMaHji BbiOepuTe TpeOyeMyr MaKpPOKOMAaH/Ay W3 CITHCKa
(cMm. Pucynok 439).

3. Haxmure kHonKy I# BbImoaHHUTS.

1~ PepakTop MakpoKoMaH. X
range = document:getRange():
Makpokomataa 1 startPos = range:getBegin():
textProp = range:getTextProperties();
textProp.italic = true;

textProp.allCapitals = true;

range:setTextProperties(textProp);
9 startPos:insertText( "3‘1(:-;'1C)¢-;¢. "y,

_+_ -

Cr—

Pe3ynbTat:

Pucynok 439 — KHonka BBIOJIHUTH

Wndopmarivis o0 BBHIIOJHEHUM MaKpOKOMaH[bl 0TOOpasuTcss B obnactu Pesynbrar

(cM. Pucynok 440).
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1 PepakTop MakpokomaHz X
range = document:getRange();
Makpokomataa 1 startPos = range:getBegin():
textProp = range:getTextProperties();

textProp.italic = true;
textProp.allCapitals = true;

range:setTextProperties(textProp);
9 startPos:insertText( "MonOduc!");

+. —

’ BeinoaHute {.?Dma,ﬂ,mb B

Pe3ayneTar: MakpokomMaHaa 1 Oumnctute ©

MakpOKOMAaHOa BHEITOJIHEHA.

Pucynok 440 — Pe3ynbTaT BBIIIOJIHEHUS] MAKPOKOMAaH/IbI

YToOBI BBIIIOJHUTH MdKPOKOMadHly C IIOMOHIbIO IIdHEeJIN pa6OTbI C MJdKPOKOMdHIdMH,

BBIIIOJIHUTE Clledyromiye JenCTBUS:

1. Ha 60k0BOIi MaHeNI HAKMUTE KHOIIKY @ (Makpoxkomanasl) (cM. PucyHok 441).

2TV e B R B e -

Bcraeka N

> MakpokomaHgbl

Hogas MakKpoOKOMaHAa v

® » O

Mowck

Q

MakpokomaHaa 1 > =Y

MakpokomaHaa 2

Pucynok 441 — Knonka BeimosiHUTS
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2. 3amycTyTe MaKpOKOMAaHJTy OJTHUM U3 CJIeJyIOITHUX CIIOCOOO0B:
— Ha manenmu paboThl C MAaKpOKOMAaHAAMH HaBeuTe KYpCOp MBI Ha Ha3BaHHE

MaKPOKOMaH/TbI ¥ HAKMHUTe KHOIIKY [> (BeimosmHuTsb) (cM. PrcyHok 441).

— Brigenure cTpoky MaKpOKOMAaH/IbI ABOMHBIM ITIETIKOM MBIITIH.

4.16.1.4 PemakTHpOBaTh MAaKPOKOMAaH/LY

YTO0OBI pefakTUPOBaTh MAaKPOKOMAaH/Ty, BBIIIOJIHUTE CIIeqyIOIIue 1elCTBUS:
1. Boibepute MakpokOMaHAY OHUM U3 CIeIYIOIIUX CIIOCOOOB:
— Bribepure nyHKT KoMaH/IHOrO MeHI0 MTHCTpyMeHTHBI > MakpokoMmaHb! > PexakTop
MakpokoMaHf (cM. PucyHok 426). B okHe pemakTopa MaKpOKOMAaH]I BBIJEJTUTE

TpeOyeMyt0 MaKpOKOMaH/Ty B CITHCKe.

— Ha 0OokoBoll maHenmu HaXMHUTe KHOIIKY ®) (Makpoxomanasl) (cM. PucyHok 442).

Ha nanenmu paboTel C MakpoKOMaHJaM{ HaBeiuTe KypCOp MbIIIM Ha Ha3BaHUe

TpeOyeMOoil MaKpOKOMAH/Ibl ¥ HAKMUTE KHOIIKY * (Em@é). B BblmajaromieM crmcke

BbI6epI/ITe KOMaHy PEIIaKTI/IPOBaTb.

> MakpokomaHzabl

HoBas makpokomaHaa v
. Cv
MakpokomaHaa 1 DI =M
PepaktupoBatb
[obasuTb B n3bpaHHoe >

PucyHok 442 — BbI30B OKHa peflakTopa B TTaHeJH
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2. B okHe pemakTopa MaKpOKOMaH]] BHeCHTe HeoOXOJWMble H3MEeHEeHHS! B TeKCT

MdKPOKOMAaH/IbI.

H3meHeHUs B TeKCTe MdKPOKOMaH/Ibl COXPAHAKOTCA dBTOMdATHY€CKH.

4.16.1.5 OTiaguTh MaKPOKOMAaH/Y

Hepe;l 3dllYCKOM OTJIaA9YMKd MdKPOKOMdH]ZI YCTdHOBHUTE B TEKCT€ MdKPOKOMdHIbI TOYKHU

OCTAaHOBA OTJ/IaJJYHMKA. HJISI 3TOr0.

1. Bribepurte TpebyemMyto MaKpOKOMaHAY OAHUM U3 CIeIYIOIINX CIIOCOOOB:

BriGepurte myHKT KoMaHIHOTO MeHI0 MHCTpyMeHTHI > Makpokomannb! > PegakTop
makpokoMaHp (cMm. PucyHok 426). B oxHe pemakTopa MaKpOKOMaH]I BbIJEJIUTe

TpebyeMyl0 MaKpOKOMaH/y B CITUCKe.
Ha 6oxoBoii maHenm HaXKMUTe KHOIIKY ® (Makpoxomanasl). Ha nanenu pabotsl ¢

MaKpPOKOMaH/[aM{ Ha’KMHTe Ha KHOIIKY  crpaBa oT kHorkyd HoBasi MakpokomMaHa.
B Bobimagaroiiiem crivicke BbibepuTe koMaHly OTKpPBITH pegakTop (cM. PrcyHok 438).

B okHe pefjakTopa MakpokoMaH/1 BblJiesiiTe TpebyeMyro MaKpOKOMAaH/Ty B CITHCKe.

Ha 6oxoBo# MaHend HaKMUTe KHOIKY ® (Makpoxomanasl) (cM. Pucynok 442). Ha

IIaHeJIn pa60TbI C MdKPOKOMdHIdMH HaBeJuTe KypCOp MbIIIN Hd HA3BdHHUE TPEGYEMOﬁ

MaKpPOKOMaH/Ibl U HaXXKMUTe KHOIIKY * (Em@). B BBIIajamolieM CIucke BbIOEpHTE

koMaHly PemakTupoBaTh.

2. B oxHe PemakTOop MakpokoMaHj BbiOepuTe TpeOyeMyl0 MaKpPOKOMaHAY M3 CIIHCKa

(cM. PucyHok 443).

3. YcraHoBUTE MepBYI0 TOYKYy OCTaHOBA OTJaAuuKa. [ 3TOro IIEeJIKHUTE MBIIIbIO

CrlipaBa OT HOMepa CTPOKHM, B KOTOPOM HEeOOXOAMMO CO3/1aTh TOYKY OCTaHOBA.

Touka ocraHoBa OyjieT 0603Ha4eHa 3HAYKOM 9.

4. YcraHoBuTe ApPpyrve TOYKU OCTAHOBA dHAJIOTUYHBIM 06p830M.
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7~ PenakTop MakpokomaHa X
1 h‘ange = document:getRange();
Makpokomanga 1 startPos = range:getBegin();
% textProp = range:getTextProperties();
textProp.italic = true;

textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText( "MonOduc!");

_+_ —

’ BeinoaHwte f? Otnagute

Pucynok 443 — Touka ocraHoBa

Ecmm Tpe6yeTc;1 YAAIIUTDb KaKYI-O-J'II/I6O TOYKY OCTdHOBA4, IIeJIKHUTe I10 HeM MBIIIbIO.

JlJis OTJIaK MaKPOKOMAH/IbI BBITIOJTHUTE CJIeAYIOIINe AefCTBUS:

1. Haxmure kHonky £* Oraamuth (cM. PucyHok 444). 3amyCTHTCS TIPOIECC OTIAKH
MaKpOKOMaH[bl. EcaM B TekcTe MaKpOKOMAaHABI COJIepXKaTCsi TOYKKM OCTAHOBA,
TO TPOIECC OTJIAJKKA OCTAHOBUTCS Ha CTPOKe, KOTOpas COJEPXKHT IEepBYIO TOUKY.
Ecnu ToYkM ocTaHOBa OTCYTCTBYIOT, TO MPOIECC OTJIAJKM OCTAaHOBUTCS Ha IE€PBOM

CTPOKe MdKPOKOMdH/IbI.

| Penaktop MakpoKoMaHA X
1 h‘ange = document:getRange();
MakpokomaHza 1 startPos = range:getBegin();
. textProp = range:getTextProperties();
textProp.italic = true;

textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText( "MonOduc!");

_+_ —

. BeinonHwte ﬁ? Otnagute

Pucynok 444 — Kuonka OTiaaaguTh
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2. s yripaBIeHus araMy OTJIAJKH MCITOJIb3YHTe CIIeAyIole KHONKHY (CM. PrucyHoKk 445):
L (IITar ¢ 3axomoM) — BBINOJIHATL OJIMH IIAar OTJIAJIKK WIM 3aXO/l B TeJI0 YHKIIWHY,

€CJIM TaKOBasl eCTh B TEKYIIeH TIO3UITUN OTJIAKH;
- N (IITar ¢ 06x0m0M) — BBITTOJIHUTH OJIMH IIIAT OTJIAJIKK 0e3 3ax0/1a B TEJIO PYHKIIHH;

1
- ]* (Hlar C BBIXOHOM) — IPOOOJDKUTL BbIIIOJIHEHWE MdKPOKOMdHIbI OO MOMEHTA

BbIX0J1a U3 (PYHKIIMH, B KOTOPOM OTJIQYMK HAXOJUTCS B TEKYIIeM MO3UIIHH.

B niporiecce oTiaiky B OKHe peJakTOpa MakKpOKOMaH]l 0TOOpakaloTCsl ClieAyIoIiue 00/1acTu:

— BeImosiHeHMe — OKHO TSI BBIBOJIA COOOITIEHUH BO BPeMSI OTJIa[IKH;

— CTeK BBI30BOB — OKHO CTeKa BbI30BOB;

— IlepemeHHBIe — OKHO BBIBOJIA 3HAUEHWUM JIOKAJIbHBIX M TJI00AJbHBIX IEepeMeHHBIX,
JOCTYIIHBIX Ha TeKyIlleM Illare BBbINIOJIHEHWs MaKpokomaHnbl. Ecimu otobpakaemas
repeMeHHas MpeJiCTaBysieT U3 cebst TabiauIly WM MacCHUB, TO IIPU HAXKaTHUU KHOMKHU I,
PacIionoXeHHO! cjieBa OT UMeHH MepeMeHHOM, JOCTYIIeH IPOCMOTP ee COJIepP>KUMOTO0 B

pa3BepHyTOM BUJIE.

17 PenakTop MakpokomaHa X
range = document:getRange();
Makpokomanga 1 startPos = range:getBegin();
. textProp = range:getTextProperties();
5 9 textProp.italic = true;

textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText( "MonOduc! ") ;

.+. —_—
BoimonHmth i‘? Otnagnre D -bﬁ Q 3-&

BblnonHeHwe... CTek BbI3OBOB ﬂepemeHthe

main()#up:1 JlokaneHble:

InoGankHele:

textProp = (DocumentAP|. TextProperties)
startPos = (DocumentAPI.Position)

range = (DocumentAPl.Range)

Pucynok 445 — OTi1ajjka MaKpOKOMaH/TbI
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OTagka 3aBepIiiaeTcst IpU JOCTHXKEeHUH KOHIIA MaKPOKOMAH/IBI.
Eciu  Tpebyercst IpepBaTh IIPOIeCC OTIAJKH, HaXMUTe KHONKy [ (OCTaHOBHTH

MaKPOKOMaHJY).

4.16.1.6 Yganuth MaKpOKOMaH/Y

YT0oO6BI yAQIUTh MAaKPOKOMAaH/TY, BBITIOJIHUTE CJIelyIolye JIeHCTBUS:
1. Boibepute MakpokOMaHAY OHUM U3 CJIeIYIOIIUX CIIOCOOOB:
— Bribepure nmyHKT KOMaHAHOTO MeHIO UHCTpyMeHTHI > Makpokomanas! > PemakTop
MakpokoMaHp (cM. PucyHok 426). B okHe pemakTopa MaKpOKOMAaHJI BBIJEJTUTE

TpebyeMyl0 MaKpOKOMaH/y B CITUCKe.
— Ha 6okoBo¥i maHenu HaXMUTE KHOIKY ® (Makpoxomanasl). Ha nanenu pabotsl ¢

MaKpOKOMAaH/[aM{ Ha’KMHTe Ha KHOIIKY ~ crpaBa oT kHornkyd HoBasi MakpoxkomMaHza.
B Boimaparoiiiem crivicke Bbibepute koMaHly OTKpPBITH pegakTop (cM. PrcyHok 438).

B okne PedaKTOpd MdKPOKOMAH/I BbII€JINTE Tpe6yeMy}0 MaKpOKOMdHAY B CITUCKeE.

— Ha 0OoxoBoM naHeny HAXXMUTe KHOIKY @ (Makpoxkomanasl) (cMm. Pucynok 442). Ha
naHes paboThl C MAaKpOKOMaHJIJaMU HaBeIuTe Kypcop MBIIIM Ha Ha3BaHUe TpeOyeMou
MaKpOKOMaH/Ibl ¥ HakmuTe KHONKy ~ (Em@). B Brmamaromem crmicke BbibepuTe
koMmaHy PemakTupoBaTth.

2. B oxHe penakTopa MaKpOKOMaH/I HOXMHUTE KHOIIKY — (cM. PucyHok 446).

1~ PenakTop MakpoKoMaHa X
range = document:getRange();
Makpokomaraa 1 startPos = range:getBegin();
textProp = range:getTextProperties();
textProp.italic = true;

textProp.allCapitals = true;

range:setTextProperties(textProp);
9 startPos:insertText( "‘_~1..'-:-".-.‘.j:-:}.': r"y;

_+_ —

’ BeinonHwts «f? OTnagute

Pucynok 446 — KHonka yfianeHust MakpoOKOMaH bl

3. B OTKPBIBIIEMCs OKHe ITOATBepAUTE yad/ieHHe MdKPOKOMAaH/IbI.
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4.16.1.7 IIpocmoTpers kox VBA-makpoca

B npunoxennn «MoitOduc Tabmuma» HemocTyneH 3anyck VBA-MakpocoB, CO3[JaHHBIX B
Microsoft Excel. Ho BBl Moxere mpocmorperh kon VBA-MakpocoB, KOTOpbe COMepXKaTcs B

JOKyYMeHTe, U IIepellnCaThb UX Ha A3bIKe Lua.

st mpocMoTpa moctymHbl VBA-Makpochl, cCoxpaHEeHHBIE B « DTOW KHHUTEY.

YT0o6bI IPOCMOTPETH U TNepenucaTh kKoji VBA-Makpoca, BBIIOJHUATE CIIeIyIoIIe AeHCTBUS:

1. Otkporite XLSM wnnu XLSB-nokymeHT.

2. Bribepure Lua-makpoc c HazBaHueM VBA-Monysis, B KOTOPOM COJIEP>KUTCS TpebyeMbli
VBA-makpoc. Hanpumep, eciu VBA-makpoc Macrol conepxurcs B VBA-monyie
Modulel, Bribepure Lua-makpoc Modulel. [1ns BbiGopa Lua-makpoca BeionHUTE
OIHO U3 CJIIeIYIOIUX NeUCTBUM:

— Bgibepure nyHKT KoMaH/IHOTO MeHI0 MHCTpyMeHTHBI > Makpokomannb! > PegakTop
makpokomaHpa (cm.  Pucynok 426). B okHe pefmakTopa  MaKpOKOMaH[I

BbIOepuTe TpebyeMblii Lua-makpoc (cMm. PucyHok 447).

PegakTop mMakpoxomaHg, 4

1 -- BeeguTe Baw kog Lua 3gece
Modulel

Module2
-- 3anyck makpokoMadg VBA He nogoepxuBeasTon

——[:::[

Global CFlag As Boolean

Sub MakeMNumberFormat()

Dim wb As Workbook

Dim ws As Worksheet “

+ —_—
' BranoaHuTe ﬁ~ Ortnagute

PesyabTar

Pucynok 447 — OkHo PegakTop MakpoKoMaH]
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— Ha 6okoBO# maHem HaKMUTE KHOIIKY ® (Makpoxomanapl). Ha manenmu pabothl ©

MaKpOKOMaH/IaM1 Ha)KMHTe Ha KHOIIKYy  cIipaBa oT KHonky HoBasi MakpoKoMaHya.
B BhImaparomieM crivicke Bbibepute koMaHy OTKPBITH pegakTop (cM. PrcyHok 438).

B okne penakTopa MakpokoMaH 1 BbibepuTe Tpebyemblii Lua-Makpoc.

— Ha 0okoBo# naHen HaXXMUTe KHOIKY @ (Makpoxomanasl) (cM. Pucynok 442). Ha

MaHe/Id paboThl C MAKPOKOMAHAMK HaBeJJuTe KypCop MBIIIM Ha Ha3BaHKe TpebyeMoro

Lua-Makpoca ¥ HaXMUTe KHOIIKY ° (Em@). B BbImajaroleM CIHCcKe BbIOEpUTE
komaHy PemakTupoBarh. B okHe pemakTopa MakpokoMaHj oTobpasutcst kom VBA-
MaKpOCOB, KOTOpPbIe CoJIepKaTCs B COOTBETCTBYIOIIEM VBA-monyne

(cm. PucyHok 447).

[Tepenuiute ko Tpebyemoro VBA-makpoca Ha sizbike Lua.
4. 3akpouTe OKHO peJJaKTOpa MaKPOKOMaH]I.
5. Coxpanure pokymeHT B ¢opmare XLSX c momouipro komanabsl CoOXpaHHTH Kak

(cm. pazmen 4.1.10.1).
B ucxonnom XLSM win XLSB-nokyMeHTe BHeCEHHbIE U3MEHEHUsI He COXPAHSIFOTCSL.

4.16.2 Hapcrpoiiku

Kak mnpaBusio, HajCTpOMKK CO3HAIOTCS Ppa3paboTyMKaMy UM IpeJHa3HA4YalOTCs sl
pacmupeHust PpyHKIIMOHAJIbHBIX BO3MOXKHOCTeM pefakTopa. PaboTa ¢ HajiCTpoMKamMu MOAPOOHO
onucaHa B AokyMmeHTe «MoinOduc Kommnexkr CpeactB Pazpabotku (SDK). Monynu Hapctpoek
penakTopoB MoiOduc. PykoBoJiCTBO IporpaMmMucTa.

J11s1 Mc1i0y1b30BaHMS HAZICTPOMKY HEOOXO0AUMO:

1. Tlomyuuts y padpaboTumka ¢aiiin HaJJCTPOMKY C pacIIMpeHreM .moxX.

2. YCTaHOBUTb HaJICTPOMKY.

3. 3ammycTUTh HAJICTPOMKY C MTOMOIIIbI0 KOMaHJHOTO MeHIo « MoinOduc Tabmuiay.
4.16.2.1 YcraHoBUTH HAICTPOIKY

daiin HafICTPOMKY MOXKeT pPacIosiaraTbCs B JIF0O0M Marnke Ha KOMIIbIOTepe.

YtoObI BbIOpaTh daisl HaZICTPOMKHU, BBITIOJIHUTE CIIeAYIOIIe 1elCTBUS:

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 442



MonOdonc

1. B xomaHnHOM MeHIO BbibepuTe nyHKT HapacTpoiiku > YnpaBieHHe HaACTPOHKaMHU

(cMm. PucyHok 448).
Hagctpoikn | Cnpaeka
¥npaeneHwe HagcTpoHKaMK

Pucynok 448 — Komangaoe mento Hagcrpoiiku

2. B okHe YmpasiieHHe HaJCTPOMKAMH HAaXXMUTe KHOIKY YCTAaHOBHUTH / YCTaHOBHUTH

HaJCTPOIKy (cM. PucyHok 449).

¥npaeneHne HagcTpoiikamm x

HaacTpoiiku oTcyTcTRYHOT

YcTaHoBWUTE Ha,ﬂ,ﬂpﬂrﬂ(‘;{- M OHa NOABMTCA 30ecCh.

YCTaHOBWUTE

Pucynok 449 — OkHo YnipaBjieHHe HaJICTPOKaMH

3. B oxHe ¢aitsioBoro MeHepkepa BeibepuTe dbaiil HaJICTPOUKHU.
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OTtkpoetcst okHO Y cTaHOBKA HaACTPOiKH (cM. PrucyHok 450).

¥cTaHoBKE HaLCTPOHKK X

u Path to file

Hapcrpolika roToBa K ycTaHoBKe, XOTHTe NPOjonxnTL?

Hagcrpoitka: Path to file
PacnonoxeHne: C:/Users/user/Desktop/Ext...ion_sert/Path_to_file.mox
PazpaBoTumi: Tectoewlid ceptudurkat MoiOduc RSA Haacrp. 1

Moka3ate nogpoBHocTk OTmeHa MpoaonxiTh

Pucynok 450 — OxHo Y cTaHOBKa HA/ICTPOHKH

[To ymomuanuio, npunoxenuve «MoitOduc Tabnuiia» npegycmaTpuBaeT paboTy TOJBKO C
Ha/ICTPOVMKAaMHM, TOANMCAHHBIMU JIeMCTBUTENIbHBIM cepThudukaToM. HeBanmuaHble HancTpouKu
OJIOKUPYIOTCSl, IIOCKOJIBKY OHM SIBJISIFOTCS TIOTEHIIUA/IBHO OIACHBIMU JIJISI CUCTEMBI.

Ecnu  BbIOpaHHasi Ha/CTpoika HeBajlulHa, TO B OKHe YCTAaHOBKA HaJCTPOHKH
otobpaxkaeTcss COOTBeTCTBYyIolllee coobmienve (cm. Pucynok 451). Yto6bl mpocMmoTpeThb
no/ipobHyo uHpopMaluioo 00 ommbke wid cepTudUKaTe pa3pabOTUMKA, HAXXKMUTe KHOIIKY
Ilokazare moapobHocTH. Haxmure kHonky BeidpaTh apyryro, uToObl BbIOpaTh IPYTYIO

HaHCTpOﬁKy AJIs1 YCTAHOBKH.

YcraHoBKa HaacTpOiKy X

° HeBO3MOXHO YCTaHOBUTb HAACTPOMNKY

JTa Ha,u,crpcﬁKa Hebe3onacHa, Tak Kak He uMeeT BanMAHOro cepquMKaTa.

Haacrpoiika: Path to file
PacnonoxeHune: C:/Users/user/Downloads/Path_to_file.mox
Pazpabotunk: TectoBbiii cepTudukar MoOduc RSA Hagcrp. 1

Mokazate nogpobHoCTK Beibpath Apyryto... 3aKkpbiTh

Pucynok 451 — CoobirieHrie 0 HeBO3MOXXHOCTH YCTAaHOBUTH HAJICTPONKY
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Eciu 65i0kvMpoBKka HeBaMMAHBIX HAJCTPOEK OTKJIIOUYeHAa HAa YpOBHE aJIMUHHCTPATOpa, TO

TaKHe HHHCTpOﬁKH MOKHO YCTaHOBHUTb dHAJIOTUYHO BaJIMIHBIM HaHCTpOﬁKaM.

Komnanust «MorOduc» He HeceT OTBETCTBEHHOCTh 3a JIt0Oble HeraTUBHBIE TIOCTIe/ICTBYS,

X HACTYIIMBIIKME OT HCIIOJIb30BAHHWS YCTAaHOBJIEHHBIX HEBAJIMJHLIX HAACTPOEK W HaJICTPOeK

CTOPOHHHUX Pa3pabOTYUKOB.

Eciv BeIOpaHHas Ha[ICTPOMKA BaJIMHA, TO B OKHE YCTAaHOBKA HAJICTPOIKH 0TOOpaXkaeTcs
coobuienue: «Hapncrpoiika rotoBa K ycTraHOBKe. XOTWUTe NPOAOIDKUTH?». HakmuTe KHOIKY
IIpopomxuts (cM. Pucynok 450).

B okne JlunensuonHoe corisiamenue (cM. PucyHok 452) 03HAKOMbBTECh C TEeKCTOM
JIMIIEH3UOHHOI'O CoIvlallleHusl. ECau BBl COIVIACHBI C YCJIOBHSIMM MCIIOJIb30BaHUS IIPOIPaMMHOIO

OGECHG‘IEHI/IH, H3JI0KeHHBIMU B IAHHOM IOKYMeHTe, Ha’KMHUTe KHOIIKY HpI/IHHTI).

1
| JlWueHzMOHHOE CornaLleHne *

BHUMATENLHO NPOYNTARTE Cnegyiowes NTMUEHIMOHHOS COTNalueHne

Mapeq “enoas3oBaHHeM [TporpaMMHore obecneyeHus, NoXanyicTa,
O3HAKOMLTECH € YCNOBHAMI HHMecnaqyiowero JIMyeHaHoHHoro
cornaueHua. Mioboe nenonssosadune Baru MporpaMMAore obecneyeHna
03HAYAET NoNHOE M Be30roBopoYHoe NPHHATHE BaMu Ycnosui
HaCTOAErD JTHYEHZHOHHOTO COTNAlLeHHA.

Ecnm Bel HE MDHHHMAETE YCNOBHA STHLUEHINOHHOND COMNALeHNS B
noaHoM obkeme, Bel He WMeeTe NPaso MCNoAL30BaTs lporpaMMHoe
obecneueHne B Kakux-1mbo yenax i kakuM-nnbo cnocobom.

HacToswee SIMYeH3HOHHOE COrNaLeHHE NPEqYCMaTPHBAET PaznHuHLe
VCTOBHA HCMOMLIDBAHWA B 2ABHCHMOCTH OT YeTaHoanenHoro y Bac
MporpaMmyore obecneyeHna W Braa npHoBpETeHHOR JTHYeHIMI,

B HacToAwWeM JIHLEH3HOHHOM COrNalleHW YKazaHHbe HUKe
TEPMHHB H ONpefeneHHa, HAaYMHAKWHWECA ¢ 3arnaBHOH OYKBE,
WMeT cnegylolMe 3HayeHHA (BHe 3aBMCHMOCTH OT YMCAa
nubo nagexa, B KOTOPLIX HCNONL3YIOTCA TakiHe TEPMHHB W
onpefeneHu1s):

«MporpaMmHoe obecneyeHner - npancTaeneHHan B 0B LEKTUMBHOM
opMe COBOKYNHOCTE JaHHBIX M KOMaH[, NpegHasHauYeHHLX Ans
PYHKUMOHWPOBaHMA 3BM W ApYrHxX KOMNBKOTEPHLD YCTPOACTE B Lensx
NONYYEHWA ONPEASNSHHOTO PE3yNLTaTa, BKMYAR NOATOTOBHTENbHLE
MaTepuankl, NoONyYeHHuE B Xoge paspaboTkw MNporpaMMHoro
obecneueHus, M NOPOXAIEMEE MM 2YAWOBMYankHbLIE 0TOOPaKEHNS;

«KnueHTCcKoe nporpaMMHoe obecneyeHunes - MporpaMMHos
obecnedeHve, NpegHasHayeHHoe AnA YCTaHOBKW Ha YCTpoRCTBax C

LENLHD BLINOMHEHWS ONPEaenEHHbE 33034, W PaCCUNTaHHOE Ha
HENOCPEACTEEHHOS B3aKMoaeicTene C MNonbL3oBaTensMy MporpaMMHOro
obecneyeHns, B TOM YNCAE NOCPEACTEOM CMELWANbHO-BhIINeHHL v

Cronn, [

Pucynok 452 — OkHo JIunieH3n0HHOE COrJIallleHne
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B oxHe YnpaBienue HaficTpoiKaMu 0TOOPa3UTCs CTPOKa HaICTporiku (cM. PrucyHok 453).
Yrobsl IpocMOTpeTh NMOAPOOHYI0 MHGOPMAILHMI0 00 YCTAHOBJIEHHOM HAJICTPOMKe, HA)KMUTEe B ee

CTPOKe KHOIIKY CBQHEHI/IH.

¥npaeneHwne HagcTpolkamm X

YCTaHOBUTL MOXHO TOMBKO HaACTPORKM, MOANNCAHHbIE YCTaHOBMTL HaACTPOIKY

BaAMAHBIM CEDTH ¢P WMEaTOM.

(7) MNoapobHes
Yeranoenena Path to file 1.00 Ceenerna  OTKmounTe 10
HeT onncaHwna.

Pucynok 453 — CTpoka HafiICTPOWKU

[Tpu ycrienHoi ycTaHOBKe B CTPOKe HA/ICTPOMKHM OTODpaXkaeTCsi CTaTyC «YCTaHOBJIEHa»
(cm. Pucynok 453). UToObl 3amyCTUTh HAICTPOWKY, BBINOJIHUTE [I€HCTBUS, OIKMCAHHBIE

B pa3feie 4.16.2.2.

4.16.2.2 3anmycTUTH HAJICTPOUKY

[Tocne ycrmemnmHOM yCTaHOBKM HAACTPOMKM B pa3fen KoMmaHaHoro MeHio Hancrpoiiku
nmobaByisieTcsl KOMaHIa /1Jis ee 3amycka (cM. PucyHok 454).
YtoObl 3amycTUTh HAJCTPOMKY, BbiOepuTe NYHKT KoMmaHgHoro MeHio Hapcrpoiiku >

Ha3Banue HaacTpoiiku > Komanna 1uia 3anmycka HaJACTPOHKH.

Haactpoikw | Cnpaska

Haactpoiika 4 Komanga |

YnpaeneHwe HagcTpolKkamK p D.r"lc: or

Pucynok 454 — Komanpa 1i1st 3amycka HaJICTPOMKH
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4.16.2.3 ABTOMaTHYeCKOE OTKJIIUYEeHHEe HAJICTPOeK

HeBanmunHble HaJACTPOMKKA aBTOMAaTUYECKU OTKJIIOYAIOTCS IIpU OOHOBJIEHWM Bepcuu
HaCTOJIbHBIX pefakTopoB «MoiOducy, npu kaxaom Bxoze B npwioxenus «MonOduc Tabmuma»
u «MouOoduc TekcT», a Takke B TedyeHHe Yaca IOC/Ie OKOHYAHHS CPOKA JIeWCTBUS CcepTUQHUKATa.
BxitounTh Takue Ha/JCTPOMKM BPYYHYIO MOXKHO TOJIBKO IIPA OTKJIFOYeHHOW aJIMHHMCTPATOPOM
6JIOKMPOBKe HeBaJIUAHBIX HAJCTPoeK (CM. paszen 4.16.2.4).

Ecny BanupHas HajcTpoika Obula OTKJIOYEHA M B TedeHMe TeKyllel cecCMM paboTsl C
IIPWIO)KeHreM IlepecTaa ObITh BaJIMIHOM, TO IIPY IOIBITKE BKIIOYEHMUSL:

— HaJICTpO¥Ka He BKJII0YaeTCs;

— OTKpBIBAeTCs IUAJIOroBOe OKHO C IOAPOOHBIM ONKWCaHWeM IPUYMHBI, 0 KOTOPOH

HEBO3MO)KHO BKJIIOUMTh HAJICTPOUKY;
— KHOIIKA BKJIIOUeHUs OJIOKUpYyeTCs;
— B CTpPOKe HAJICTPOMKM OToOpaXkaeTCsi KpaTKOe OIMCaHWe IPUYMHBL, II0 KOTOPOH

HeBO3MO>XHO BKIIIOUHUTH HaﬂCTpOﬁKy.

B nanHOM Bepcyy IIPWIOXKEHUS He BBIIIOJIHSETCS IIPOBepKa BKIIIOYEHHBIX HaJICTPOeK IIpU

3aIycke.

BanuiHOCTE yCTaHOBIIEHHBIX HAJICTPOEK IIpOBepsieTCsl OJWH pa3 B 4Yac. Bpems mnocienHen
MIPOBEPKH MO>XKHO YBUJIETh B HIDKHEl YacTH OKHa YTNpaBJ/ieHHe HaJicTpoiikamu (cM. PucyHok 455).
[Ipunoxenve «MouOduc Tabaua» oTciiexxvBaeT CpPOKU JIeUCTBUSL CepTUDUKATOB
YCTQHOBJIEHHBIX HAJCTPOeK. 3a 14 [Hel /[0 OKOHYaHUs CpOKa OeWCTBUSI NOSBUTCS OaHHEp C
yBelOMJIeHMeM M HHpoOpMalnved O BpeMeHHW WCTe4YeHHs Cpoka [JeWCTBUsd. YToObl y3HATh

110/IpOOHOCTH HAaXKMUTe KHOIIKY YTIpaBJIeHHe Ha/ICTPOHKaMH Ha OaHHepe.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025 447



MonOdonc

¥npaeneHne HagcTpoRKamMm X

YCTaHOBMTE MOXHO TOMbKO HAACTPORKW, NOANUCaHHbIE YCTaHOBMTE HaACTPOKY

BaNWAHBIM CERTH q} HMEaTOM,

Moapobyee
YecTaHoeneHa Path 'tO ﬁle 1.0.0 [:EE,.IJ,EHHH OTKNHOYNTE E
HeT onncaHwna.

Cratycw HagcTpoek npoeepeds B 16:38

Pucynok 455 — Bpems nocrieiHeli MpoBepKy HaCTPOEK

4.16.2.4 BkiI109uTh HWJIH OTKJIIOYUTH HAACTPOHKY

Y cTaHOBIEHHBIE HAJICTPOMKH MOXKHO OTKJTFOYaTh M BKJIIOYATh BPYYHYIO.

Ecmm HapcTpoiika BKIIIOUeHa, TO B pasjiejie komaHAHOTO MeHI0 Hamgcrpoiiku oTobpakaeTcst
KOMaH/la /iyis ee 3amycka (cMm. PucyHok 454). Eciu HapcTpoiika OTK/IIOUYeHa, TO KOMaHa JIjis ee
3arycka He 0TOOpakaeTcsl.

YTOOBI OTKIIIOUUTH WK BKIIOYUTH HAJICTPOMKY, BBITIOJTHUATE CJIeIyIolIre JeHCTBHS:

1. B xomaHnHOM MeHIO BbibepuTe nyHKT HapacTpoiiku > YnpaBieHHe HaACTPOHKaMHU

(cMm. PucyHok 456).
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Hagctpoikn = Chnpaeka

Hagctpoiika *

¥npaenenwe HagcTpoRKaMm
Pucynok 456 — Komananoe mento Hapcrporiku

2. OrtiiourTe / BKIIIOYUTE HAZICTPOUKY OFJHUM U3 CJIeIYIOIIUX CIIOCOOOB:
— B oxHe YmnpaBieHue HaACTPOIKaMH, B CTPOKe HAJCTPOMKM HAXMUTE KHOIIKY

Otrurounts / Bmounrs (cm. PucyHok 457).

¥npaeneHwe HagcTpoikamMm X

YCTaHOBWUTE MOXHO TONLKO HAACTROMKW, NOANUCAHHBIE YCTaHOBWTL HaACTPOIRKY

BaNWAHBIM CERTH d} HMEaTOM,

6] MoapobHee
Ycranoenena Path to file 1.00 CeegeHna Otemounts | T
Het onucanwma.

Pucynok 457 — OTkittoueHre HaJICTPOUKHU

— B oxHe YmnpaBieHue HaACTpOMKaMH, B CTPOKe HAICTPOMKU HaXXMHTe KHOIIKY
CBenenus. B oTkpbiBIIeMcsl OKHe YTIpaBJjieHHe HAACTPOMKaMM HaXKMUTe KHOIIKY

OT1ruirounTs / BKIIIOUYUTS.

3. 3akpoiiTe OKHO YHNpaBjieHHe HaJCTPONKaMH.

Ecnmu  HajcTpoiika OTKJIIOYEHa, TO TIOCJe ee Ha3BaHWS OTOOpakaeTCs HaJIIHCh

(oTKJIIOYEHO).
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4.16.2.5 O0HOBHUTH BepCHIO HAJICTPOHKHU

YTo6b 0OHOBUTH HAZICTPOUKY, BHIIIOJIHUTE CJIelyIOlIre JeHCTBUS:
1. Pasmectute B m060¥i Ianike Ha KOMIIboTepe ¢aiil HOBOM BepCUM HaJICTPOMKH.

2. YcraHOBHUTe HOBYIO Bepculio (CM. pasgen 4.16.2.1).
[Tpu ycniemmiHOM 06HOBJIEHMH B CTPOKe HAJICTPOMKK 0TOOpa3utcs cratyc « OOHOBIIeHa».

4.16.2.6 YaamuTh HaJACTPOHKY

YTOOBI yIaNUTh HaZICTPOUKY, BBIIIOJIHUTE CIIeAYIOLIUe IeHCTBUS:

1. B xomaHmHOM MeHIO BbibepuTe NyHKT HapacTpoiiku > YnpaBieHHe HaACTPOHKaMHU
(cm. Pucynok 456).

2. Ypanute HaAICTPOWKY OHUM M3 CJIeYIOIINX CIIOCOOOB:
— B oxHe YmnpaBieHue HafCTPOHKaMH, B CTpOKe TpeOyeMOW HaJICTPDOMKHA HaXKMUTE

KHOTIKY [] (cM. PucyHok 458).

¥npaeneHne HagcTpoikamm x

YCTaHOBUTE MOXHO TONBKO HagCTPONRKW, NOANWCAHHEIE YCTaHOBMTL HaACTPOIRKY

BanMAHBIM CEpTH ¢) HMEaTOM,

Mogpobhee
Yeranoenena Path to file 1.00 CeegeHna OTkmounts | T
HeTt onncaHwma.

Pucynok 458 — V nanenue HaJCTpOMKU

— B okHe YmpaBneHune HaACTpPOHKaMH, B CTPOKe HAJICTPOMKHA HAXXMHUTE KHOIIKY

Cgegenus. B oTkpbiBIIeMcs OkHe YHpaBJieHHe HaICTPOHKAMH HOKMUTE KHOTIKY [i].
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3. B nuamoroBom okHe C coobOmieHMeM «Bbl AeHCTBUTENBbHO XOTHUTE YAAIUTh 3Ty

HaZICTpouKy?» Haxkmute KHOTIKY OK (cM. PucyHok 459).

Hagctpoiika x

I Bbl AeACTBMTENBHO XOTUTE
: YAANWUTb 3Ty HaACTPOMKY?

Pucynok 459 — JluanoroBoe okHO

4. 3axkpoiiTe OKHO YIIpaB/IeHHe HA/ICTPOHKaMH.

B xomanaHoMm mento HapcTpoiiku yjanurcs KoMaHza [yis 3allyCKa HaZICTPOMKH.

4.17 3amuTa fOKymMeHTa

4.17.1 3amura qoKyMeHTa napoJieM

HoxymenT B popmare XLSX, ODS wim XODS, k koTopoMy TpebyeTcsi OrpaHUYUTh TOCTYII

10JIb30BaTesiel, MOXKHO 3alIUTUTh NTaposieM. [laposb 3amparimBaeTcst py OTKPBITUN JOKYMEHTa.

Pabora c [okymeHTaMM, 3alllMIeHHbIX I1apojieM, He I[OAJlep)XKrBaeTcs B objake

(c™m. paznen 4.15.2).

Eciv nokyMeHT 3aluilieH IapojieM B CTOPOHHEM IIPWIOXKEHHWH, TO paboTa C HUM
OCYIIECTBJISIeTCSl aHAJIOTUYHO PaboTe C JIOKYMEHTOM, 3allUIlleHHBIM I[apojieM B IPUJIOXKeHUU

«MoiOduc Tabmuiay.
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4.17.1.1 YcraHoBUTH IApoJIb

YTo06BI YCTaHOBHUTD I1dPOJIb HAd OTKPBITHE JOKYMEHTAd, BBIIIOJIHUTEe CJIeAYIoIIre JEerCTBUS:
1. OTKpOﬁTe AOKYMEHT, IVId KOTOpPOTO HEO6XO)II/IMO YCTaHOBHUTD I1apPOJIb.

2. BribepuTe MyHKT KOMaHIHOTO MeHI0 Paitn > 3agaTh mapoas (cM. Pucynok 460).

darin [Mpaeka Bcraeka Qopmar Tabnvua  [daHHbie

[ Cospams Ctrl+N

Co3pgate no wabnoHy...

[ OTkpbiTe... Ctrl+0
OTKpbITb B O6NaKe... Ctrl+Shift+O
HepnaBHWe g 0OKyMEHTLI 4
PaboTta B obnake >

) CoxpaHuTe Ctrl+5
CoxpaHuWThb KakK... F12
ABTOBOCCTaHOBAEHWE 4

CoxpaHuTb WwabnoH...

3apartb napone...

SneKTpoHHas NOANMWCh r

=) [apameTpbl CTPaHWLUBI K NeyaTk Ctrl +P

3aKpbITh

Pucynok 460 — ITyHKT KOMaHZHOTO MeHIO 3aAaTh MapoJib

3. B okne 3amare maposb (cM. PucyHok 461) BBeguTe mapoiib K [IOKyMEHTY U
IIOJITBEp/IUTE ero.
B mensx 6Ge3omacHOCTW BBOAMMBIA Mapoiib OTOOpaXkaeTcsi B Buae Mapkepos. [lis
oToOpakeHUsI CHMBOJIOB [1apoJIsi HAXKMUTe KHOIIKY ¢7) B COOTBETCTBYIOIIEM I10Jie BBO/IA.

4. Haxwmure kHonky OK.
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3asatk Naposs X

[obaeneHHblin Naponb notpebyercs
BBOAWTb NPU KaXAO0M OTKPbITUK daiina.

Mapone:

I z

HO,D,TBED)K,D,EH Me napona:

454

(1] MoTEPAHHBIW NAapob HE MOXET BbIThb
BOCCTaHOBNEH. Maponk YyBCTEMTENEH
K PETMCTPY CMMBONOB.

OK OTmeHa

Pucynok 461 — OxHo 3agaTh mapoJib

[locne 3aBepiieHWsi TPOBEPKM  COBIIAJIeHHs]  BBEIEHHBIX  JIAHHBIX  OTOOPA3UTCS
COOTBeTCTBYIOIIIee yBeioMmyieHHe. CoXpaHUTe JOKYMEHT JIJisl TOATBEP>K/IeH s U3MeHeHHUH.

Y cTaHOBJIEHHBIN I1apoJib 6YZ[€T 3allpalliInBATbCA IPWIOXEHWEeM IIpU KaXJIOM ITOBTOPHOM

OTKPBITUU NOKYMEHTA.
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4.17.1.2 PepakTHpOBaTH NAPOJIb

YT0o6B! MI3MEHUTD 11ApO0JIb HA OTKPBITHE JOKYMEHTA, BBIIIOJIHUTE CIIefyIole 1eHCTBUS:
1. OTkpo¥iTe JOKyMEHT, Uil KOTOPOTO TpebyeTcsl U3MEHUTh I1apoJlb.

2. Boibepute nmyHKT KOMaHiHOTO MeHi0 Paiin > Ynpasienue mapoJeM (cM. PucyHok 462).

®aiin  Mpaeka Bcraska @opmar Tabavua [aHHble

[ Coszaars Ctrl+N

Cozpate no wabnoHy...

[ OrtkpbiTs... Ctrl+O
OTkpbITh B 06Bnake... Ctrl +Shift+O
HenaBHWe 1 OKyMeHTbI 4
Pabora B obnake 4

=1 Coxpanutb Ctrl +S
CoxpaHwTb KakK... F12
ABTOBOCCTAHOBAEHUE 4

CoxpaHwuTb WwabnoH...

YnpaeneHwve naponem

DNeKTPOHHasA NOANKMCh 4

(= MapameTpbl cTpaHWULBl U MeYaTsb Ctrl +P

3aKpbITh

Pucynok 462 — [IyHKT KOMaHJTHOTO MeHIO YIpaBjieHHe mapojieM

3. B okue Ynpasienue nmaposieM (cM. PucyHok 463) HaxxmuTe kHONIKY I3MeHHTD ITapoJib.

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOT'MH», 2013-2025 454



MonOdonc

¥npaeneHue naponem X

ITOT AOKYMEHT 3allKiLeH naponen. Bel

MOXETE MIMEHWMTE Napofbe MAK Y4anuTe

3aLLWTY.

YaanuTe napone

MameHnTs Na ponk

3aKkpuiTe

Pucynok 463 — OkHo YnpaBiieHue nmapoJsem

4. B oxne M3menuTts maposs (cM. PrcyHok 464) BeuTe TeKyIIUii 1aposib, HOBBIN MApOJIb
Y TIOATBepXJleHHe HOBOI'O 11apoJisl.
B memsix 6e30macHOCTH BBOJMMBIe IIapOJIM OTOOpaXkaroTCs B BUAe MapKepon. [liis
0TOOpakeHUs! CUMBOJIOB 1apOJIsl HAXKMHUTE KHOIIKY ¢7) B COOTBETCTBYIOILIEM I10JIe BBOJIA.

5. Haxwmwure xHOonky I'oTOBO.
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MzmeHnTE Nnapone X
M
Napon
I
OB Napoak
L)
[loagTEEpHAEHWE HOBOTO Napons
o]
Hazag [oToBO

Pucynok 464 — Oxkao ismeHuTH naposib

ITocne 3dBepIIIeHns ITPOBEPKU COBIIaleHH4d BBeJJeHHbIX JaHHBIX OTO6paBI/ITCiI

COOTBETCTBYIOIIIEe yBelOMJIEeHHe. COXpaHI/ITe OOKYMEHT JJId ITOATBEPXAeHUs M3MEeHeHUH.

4.17.1.3 Ypanuth napojib

YT10o06B! yaIUTh TAPOJIb HA OTKPBITHE JOKYMeHTa, BBIIOJIHUTE CIle/lyIoIye 1eHCTBUS:
1. OTtkpoiTe JOKYMEeHT, B KOTOPOM TpeOyeTcsl yAJIUTh [1apoib.
2. Bribepute myHKT KOMaHIHOTO MeHIo Paiin > Ynpasienue naposem (cMm. PucyHok 462).

3. B okHe YnpasjieHHe mapoJieM HOXKMUTE KHOMKY Y JaJIUTh mapojb (cM. PucyHok 463).
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4. B okHe Ypmanuth mapoab (CM. PucyHok 465) BequTe TeKyIIW{ IMApojb U HAXKMHUTE

kHOIKy I'oToBoO.

Yaanute naposs X

BBEAMTE Haponb,HT06bICHHTbBaULMTy
AOKYyMeHTa.

MMapone:

[ z

© Ysanenve napons no3sonuT pabotath
C L OKYMEHTOM BCEM, KTO MMEeT AoCTyn
K HeMmy.

Hazaza

Pucynok 465 — OkHo Y panuTh naposib

4.17.1.4 OTKpBITH JOKYMEHT C IapoJieM

[Tpu oTKpBITUM TOKyMeHTa, KOTOPBIM 3allUIlleH MapojieM, Ha 3KpaHe OTOOpaXkaeTcsl OKHO,
MpeJiCTaBJIeHHOe Ha pUCYHKe 466. BBequTe B maHHOM OKHe Mapoiib U HaxkmuTe KHONKy OK s
MTOATBEP>K/IeHUS.

Ecim naponb KOppeKTHBIN, JOKYMeHT OTKpoeTcs B puioxeHnn «MoiiOduc Tabnumay.
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Ecmm maponbs HeKoppekTHBIN, oToOpa3uTcsi coobienue: «HeepHbidi mapomnby. Hakmure
KHOIIKY ¢, 4TOObl OTOOpa3UTh CUMBOJIBI MAPOJIE U BBISIBUTH NPUYMHY OLIMOKU. 3aTeM BBeIUTE
11apoJib IOBTOPHO.

KomudgecTBo IONBITOK BBO/ia I1apOJisd He OI'PaHUYEeHO.

JokyMeHT FaLLMLLIEH Napoaem ot

M

OTraena

Pucynok 466 — OkHo JIoKyMeHT 3aliMIIeH mapojieM

4.17.2 3amura copepKUMOro oT U3MeHeHHH

B npunoxennu « MoitOduc Tabnuiia» MOXKHO 3allIATUTDL OT U3MEHeHU:
— JIUCT — [0JIb30BaTeJId He CMOTYT PeIJaKTUPOBAaTh BCe WIH 3alllMIleHHbIe STYerKH JIUCTA;
— CTPYKTypy AOKYMeHTa — II0JIb30BaTejld He CMOTYT N00aBiTh, yAaJsTh, IlepeMelaTh,

ImeperMeHOBbIBATD, ,I[Y6J'[I/IPOBEITL, CKPBIBATb JIMCTHI U OTOGpEl)KaTB CKPbITbI€ JIUCTHI.

4.17.2.1 3amuTUTH JUCT

Ha nucre MOXHO 3allIUTUTL OT M3MEeHEeHHH BCe WIM BbIOpaHHBIe sueiiky pabouelt obiacTu
(cm. paznen 3.6). [lo ymomuanuto npwiokenue «MonOduc Tabmuiia» npepjiaraet 3alllUTUTh Bce
STYCHKU.

YToObI 3aIUTUTE COJIEPXKUMOeE JIMCTA, BLITIOJTHUTE CIeyIoIIe JTeHCTBUS:

1. IllenkHuTe MO BKJIAJIKE JIMCTA MBIIIBIO.

2. OrtkpoiiTe naHenb YHpaBIeHHe 3al[UTOH OIHUM U3 CJIeAYIONUX CIIOCOOOB:
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— Bribepure myHKT koMaHJHOTO MeHIO JlaHHBIe > YIpaBjieHHe 3aluToi > 3aluTHTh

yuct (cM. PucyHok 467).

Jauuble  WHcTpymentol  Bug  O6wmia goctyn Hapctpoiku  Cnpaeka

v AT AT

YnpaBneHwe 3aluTOM > 3aLMTWTE IUCT...

3agatk MmA...

viv

3alWUTUTE CTPYKTYPY AOKYMEHTA...

OO T TS

OBbHoBWUTL CBOAHYHO Tabanuy

HacTtpowtk ceogHyo Tabnvuy

Pucynok 467 — [TyHKT KOMaHAHOTO MeHIO0 3allIUTHTh JIMCT

— Ilenkuure MO BKJIAAKE JMCTA IPABOM KHOIMKOM MBI U BBIIOJIHHATE KOMaHIy

KOHTEKCTHOTO MeHI0 3aluTHTh JIMCT (cM. PrcyHok 468).

27 CKpBIEATE HYNEBBIE ZHAUEHMA
28
JAWWTUTE IKCT...

2 s

£ ¥nanuTh

NueTl Nuet2 m =+

Pucynok 468 — KoHTekcTHOe MeHIo JTCTa

3. Ecmu TpebyeTcsl 3alllMTUTL BCe siueliKd pabouel 06JIacTH, Ha MaHeld YIpaBJiieHHe
3amMTOoM, BO BkiIanke JIucr (cM. PucyHok 469) He cHuMaiTe ¢uia’kok 3aliHIIEeHbI OT
H3MEeHEeHHII.

4. FEcmu Tpebyetcs ykasaTh sSlUeHKH, KOTOPbIe 110JIb30BaTelId CMOT'YT PeJJakTUPOBAaTh 110CTIe

YCTaHOBKHU 3alIUTHI JINCTA:

— Bbinenmure 311 sT9eliky.
— CHumuTe QrakoK 3aluilieHbl OT U3MeHeHUH.

5. Ecmu tpebyetcs, 4TOOBI B 3all[UIIeHHbIX sYeiikax ¢ GopMyJiaMy I10JIb30BaTeIN BUJIEIN

TOJIBKO pe3yJibTaT POpPMYJIbL:

— Brimenure 5T T9edKuy.

— IlocraBbTe dnaskox Popmysibl He 0TOOPaXKarOTCS.
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- A A
-
ol ~ A Q) -

Bcraska A

> YnpaBneHue 3aLnTOn

Jiuct  CrpykTypa A0KYMEHTa

Q » O

CBoWcTBa A4veek A

[-p

3awmnuieHbl OT U3MeHeHUR

dopmynbl He oTobpaaroTca Cv
[
PaspelueHHble AeicTBIA v
Maponb (HeobsA3aTeNbHO) v

3alWmnTTL ANCT

Pucynok 469 — [lanens YnpaBiieHue 3a1iuToMH

6. PasBepaurte paznmen Paspemrennsie peiictBus (cM. PucyHok 470) u ykaxkwrte, Kakue

JeVCTBUS C 3alllMIIEeHHbIMU ST9eHKaMM pa3peniaeTCsd BbIIIOJIHATD I10JIb30BATEIISAM.
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R v © =
olo ~ A Qv -
B2
BcraBka ~
o > YnpaBneHue 3aWmnTomn Q
et CrpykTypa AOKYMeHTa fx
Pa3pelueHHble 4eicTBUS A C
PﬂBpELIJb‘ITb BCEM MONb30OBATENAM CNegyHOlKneE @
AEeACTBUA;
Cv
C Averikamm X

BbiAenaTth 3alnieHHble AYekn

®opmMaTnpoBaTh AYEnKn

Co ctonbuammn
Bcrasnath cronbupi

®opmMaTnpoBaThk CToNbUb

Yaanate ctonbupl

Co cTpokamm

BcraBnath CcTpoku
dopmaTnposaTth CTPOKM

Yaanate cTpoku

Ha nucre

Bcraeasats ccblakum

CopTupoBaTh AaHHble

OunbTpOBaTh AaHHbIE

BcraensATh U peaakTvpoBaTb 06BLEKThI

Pabotatb co ceoagHbIMM Tabanuamm

Maponb (HeobazaTensHO) v

3awnTnTb ANCT

Pucynok 470 — Paznen PaspenieHHbIe eiiCTBUS
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7. Ecnu TpebyeTcsi yCTaHOBUTH HapOJIb ISl CHSTUS 3allIMTHI C JIMCTA, pa3BepHUTe pasjies
ITapons (Heobsi3aTenbHO) (CM. PricyHok 471) v BBemuTe Mapojib U TOJATBEPKIEHUE
MapoJIsl.

8. HaxmuTe KHOIKY 3alIUTHTD JIUCT.

Mapons (HeobAzaTensHO) a

Mapone:

s

MoeTopuTe Napons:

s

3alWWTUTL AKWET

Pucynok 471 — Pa3pnen Ilaposas (Heo0si3aTeIbHO)

9. 3akpoiiTe maHenb YHNpaBjieHHe 3alUTOM OJHUM M3 CJIeJyIIMX CHIOCO00B
(cm. Pucynok 469):

— DB BepxHel yacTu IaHeIM HAXXKMHUTE KHOIIKY —#*

— Ha 6oxoBo# aHeny HaXKMUTe KHOIIKY (= (Ynpasiienue 3a1yroin).

[Tpu pabore ¢ nokymenTom B nipunoxkeHusix Microsoft Excel u LibreOffice Calc k staetikam,
pacroioXeHHbIM BHe pabouei obiactu (CM. paszen 3.6), HACTPOMKHU 3alllMThI JIUCTa He

MMPUMEHAIOTCA.
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4.17.2.2 3anuTUTH CTPYKTYPY IOKYMEHTa

YTOOBI 3aIIMTUTEL CTPYKTYPY JOKYMEHTA, BBIIIOJIHUTE CJIe[lyIolre JeHCTBHUS:
1. OrtkpoliTe naHenb YmpaBjieHHe 3aldMTOM. [[Ji1 3TOro BbIOEpUTEe MYHKT KOMAHJIHOT'O
MeHi0 [lanHble > YmnpaBieHue 3amMTON > 3alUTHTH CTPYKTYPY HIOKYMeHTa

(cm. Pucynok 472).

JaHHble  WHcTpymentel  Bupg  OBwwid goctyn  Haactpoiikn  Cnpaeka

3aaath UmA... # v L v 06w v
YnpaeneHve 3almTon 4 3alUTUT IUCT...

3alMTUTL CTPYKTYPY AOKYMEHTa...
OBHOBWUTE CBOAHYHO TabavLy r e

Pucynok 472 — [IyHKT KOMaHIHOTO MeHIO 3alMTHTh CTPYKTYPY AOKYMeHTa

2. Hamnanemu YupasiieHue 3amuToi, Bo Bkiiajke CTpykTypa qokymenTa (cM. PrcyHok 473):
— Ilpy HEOOXOmMMOCTM YCTaHOBHTE MApO/ib Ui CHSTHS 3allldThl CO CTPYKTYPbI

JOKyMEeHTad.

— Haxmure kHOIIKY 3allIUTHTH CTPYKTYPY.

@@VS [ -
- W B ® B 0

c

>

Bcraeka

L ‘ —2 YnpaBneHue 3awmuTon Q
I Nner CTpykTypa AOKYMeHTa fx
o 3aWwmTUTe CTPYKTYPY AOKYMEHTa, YTOBbI O
COXpPaHWTb KOAWYEeCcTBO W NOPAAOK

NUCTOB \EI
Ccv
Cx

Mapo/b (Heobs3aTensHo) ~

Mapons:

s

MoeTopuTe napone:

sl

3alUnTUTb CTPYKTYPY

Pucynok 473 — [lanens YnpasiieHue 3amyTomn
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3. 3akpoiiTe naHesib YHpaBjieHHe 3alHUTON OJTHUM U3 CJIeIyIOIINX CII0COOO0B:

— B BepxHeli yacTi naHe/IM HAXKMUTE KHOIIKY ~2.

— Ha 60xoBoi#1 aHe HAKMUTE KHOTIKY (= (YnpasieHnue 3a1uroii).

4.17.2.3 CHATB 3alIUTY C JINCTA

Ecmm suct 3amuineH oT pefakTHpPOBaHHS, Ha BKJIAJKe JIMCTa OTOOpakaeTCss MKOHKa a

(cM. Pucynok 474). Jlyis CHATHS 3aIIIUTHI MOXET MOTPeboBaThCs BBOJI TTAPOJISL.

23
24
23
26
27
28
29

Nuetd J"IHCTE +

Pucynok 474 — Jluct 3aiuiieH oT peaKTUPOBaHUS

YTOOBI CHATH 3aIIMTY C JIMCTA, BHIIIOJHUTE Cllelyloliye JeHCTBUS:
1. IIlenkHUTe IO BKJIAJKe JIUCTA MBIIIBIO.
2. OTkpoliTe IaHesb YIpaBJIeHHe 3alUTOMH OHUM U3 CJIeIyIOIINUX CII0COOO0B:
— DBpibepure myHKT koMaHIHOTO MeHIO JlaHHBIe > YmnpaBieHue 3amuroil > CHATH

3anuTy ¢ jicra (cM. Pucymok 475).

fJavubie  WHctpymentsl  Bupg  OBwwid pgoctyn  Hagcrpovikm  Cnpaeka

3agaTe UMA... vl AT A+ — I v
YnpaeneHue 3alMToi > CHATb 3aLMTy C IUCTA...

3alWWTWTL CTPYKTYPY AOKYMEHTA...
OBHoBWTL CBOAHYIO Tabanuy Consanr oo -
HactpowuTk cBOAHYIO TabauLy {

Pucynok 475 — Ilynkt koManaHoro MeHio CHSITh 3alIIUTY C JIMCTA
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— lenkuure Mo BKJIAAKe JMCTA IPABOM KHOIMKOM MBI U BBIIOJIHHATE KOMaHIy

KOHTEeKCTHOro MeHi0 CHSATB 3ammTy c jmmcra (cM. PucyHok 476).

30 CkpHIBaTE HYNEBEIE 3HAYEHWNA
40 CHATE 3aWMTY € AWCTA...
4 S

L ¥aanuto

Nuerl Nuetd +

Pucynok 476 — KoHTekcTHOe MeHIO JIMCTa

3. Ha nanenu YnpasiieHHe 3aiiMTOM, BO BKIajke JIucrt:

— Ecm mucr 3alllvIIeH IIapoJjieM, BBeAuTe I1apOoJjib U HaXXMHUTe KHOIIKY CHarb 3aIIuTy

(cm. Pucynok 477).

™

@ B~ - m
olo ~ ZREE
53
Bcraeka ~
} | = YnpasieHue 3awmTon Q
I Nucr  CTpykTypa AOKyMeHTa fx
‘E’ -
Cx
Jncr 3awmuieH
Utobbl CHATL 3aLMUTy C ICTa, BBEAUTE
napoib.
Maponsb:
seee &

Pucynok 477 — [lanenbs YnpasiieHHe 3a1iiTOM
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—  Ecym et e 3ammineH naposeM, Haxkmute KHONKYy CHSTB 3anmTy (cM. PrcyHok 478).

(oo
I

(4 @ v - o
- w- B ® 5 @
G
Bcraeka A
; | -2 YnpaeneHue 3awmnton Q
I Jincr  CTpykTypa AOKyMeHTa fx
&

a &

Jluct 3awmeH

Yr106bl pesakTMpoBaTh AYENKK, CHAMKUTE
3aLmty.

Pucynok 478 — JlucT He 3amuirieH maposyiem

4. YrtoObl 3aKpbITh MaHelb YNpaBJieHHe 3alIUTOM, BBHINOJIHUTE OAHO U3 CIJIeAYIOUIUX

IeICTBUM.

— B BepxHeii 4acTy IaHeIM HAKMUTE KHOIIKY ~7.

— Ha 60x0B0¥i TaHen HaXMUTE KHOIIKY = (YnpaBneHue 3a1iaToit).
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4.17.2.4 CHATH 3aIIUTY CO CTPYKTYPHI JOKYMeHTa

Ecmm cTpykTypa mokyMeHTa 3amiuilieHa OT pelaKTHpPOBaHUs, CIIpaBa OT BKJIAJIOK JIMCTOB
otobpaxaercs MKoHKa B (cM. PucyHok 479). Jlns CHSTHS 3alUThl MOXET IOTpeGOBaThCS BBOJL

MapoJIs.

26
27
28

Nuetl Nuet2 m

Pucynok 479 — CtpykTypa IOKyMeHTa 3all[uIlleHa OT pelaKTUPOBAHUS

YTOOBI CHATH 3aIUTY CO CTPYKTYPhI IOKYMEHTA, BLITIOJIHUTE CJIeIyIolye JeMCTBUS:
1. OrtkpoiiTe naHenb YnpaBieHue 3amyTon. [[7is 3Toro BeibepuTe MyHKT KOMaH/IHOTO MEHIO

JaHHbIe > YnipaBiieHHe 3aiuToi > CHATH 3alUTY €O CTPYKTYPHI (cM. Prcyrok 480).

JanHble  WHcTpymenTel  Bug  O6wwid goctyn  Hapctpoiikn  Cnpaeka

3aaath UMA... Pﬁ - gza

YnpaeneHue 3awuToin > 3aWmTITb NNCT...

CHATb 3aWMTy CO CTPYKTYPbI...

OB6HOBWTL CBOAHYHO Tabauuy

Pucynok 480 — [1yHkT koMaHHOTO MeHI0 CHSATH 3alMTY CO CTPYKTYPBI
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2. Ha nanenu YmnpaBieHHue 3alIUTOM, BO BKIafike CTPYKTypa JOKyMeHTa:

— Ecmu cTpykTypa JoKyMeHTa 3allvilieHa 1apojieM, BBeJIUTe Mapoiib U HAKMUTe KHOIIKY

Cusars 3amury (cM. Pucynok 481).

s
E: ~ oo~ 5 %) A (@)~ -
c
Bcraeka A
) = YnpaBneHue 3amTon Q
I Mucr CrpykTypa AOoKyMeHTa fx
<9

A =

CrpykTypa 3awmuieHa

YTo6bl CHATHL 3aLLUTY CO CTPYKTYpbl
AOKYMEHTa, BBeAUTE Napoib.

Mapone:

ool Gﬁ‘

Pucynok 481 — [lanens YnpasiieHHe 3a1uTomN
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— Eom cTpykTypa okyMeHTa He 3alliilleHa raposieM, HakMuTe KHONKYy CHSITH 3aluTy

(cm. Pucynok 482).

v O
I & Q-
c
Bcraeka ~
) =» YnpaBneHwe 3awmnTon Q
I Juct  CrpykTypa AOKyMeHTa fx
<

0 &

CrpykTtypa 3awumuieHa

YTo6bl MMETb BO3MOXKHOCTb YynpaeifaTb
AMCTamMmK, CHUMUTE 3aLlnTy.

Pucynok 482 — CtpykTypa JoKyMeHTa He 3alIUiileHa TapojieM

3. UToOBI 3aKphITh MMaHelb YIpaBJjeHHe 3alUTOH, BBIIIOJHUTE OJHO U3 CJIeYIOIIUX

IeMCTBUM:

— B BepxHeii yacTH aHeIM HAXKMHTE KHOIIKY ~2.

— Ha 60x0B0¥i TaHen HaXMUTE KHOIIKY (= (YnpaBneHue 3a1iaToiRt).
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4.17.3 DyeKTpOHHASA MOJIUCH

[Tonmucanue TOKyMEHTOB 3JIeKTPOHHOM MOJIIMMCHI0 HeJOCTYTHO Tpu paboTe B macOS.

B tekymeii Bepcuu npunoxxenuss « MouOduc Tabmurmay JOKyMeHTHI MOXXKHO MOJMMUCHIBATh
JBYMsl TUIIaMU 3J1eKTPOHHBIX IOATHCEN:

— HeBugumass BcTpoeHHass NOAIMCh — He OTOOpaXkaeTcsi B JOKYMeHTe, SIBIISIeTCS
MeTa/IaHHbIMU JIOKyMeHTa.

— OrcoenuHenHas (OTKpeIlIeHHas)) IOJIMCb — IIOJIMChb, KOTopas ¢OpMHUpPyeTcsl B
otnenbHOM (aiine. Pail 0TCOelMHEHHOM NOJIMCH Ha3blBaeTCs KaK IOJIMCAHHBIN
NOKyMeHT (MMSI_JOKyMeHTa.paciiupeHue) u wumeer pacmmpenve SIG. [Ipumep:
Document.ods (oanucansbii fokyMeHT) 1 Document.ods.sig (dain oTcoeHeHHON
MO/NKCH). X paHUTh U IlepechliaTh ciieflyeT oba ¢aiia. [Ipy Heo6X0IMMOCTU TOKyMeHT

n (baI;'IJ'I OTCOEeJMHEeHHOH! IIOAITHCHA MOXKHO IneperMMeHOBaThb.

B npunoxennn «MoitOduc Tabmuia» mnoanepxxuBaeTcsi paboTa € JOKyMeHTaMUd B

¢dopmarax XLSX u ODS, noanucaHHbIMU 37IeKTPOHHOM MoAnHchio B Microsoft Excel.

4.17.3.1 IlopnucaTh JOKYMeHT

B mHacrosiiiee Bpemst mnipuiiokenve «MoiOduc Tabmuiia» mojjep)KyUBaeT IMOJIKMCaHue
JIOKyMeHTa TOJIbKO OJIHOM mnoanuckio. [loanucanue moKkymMeHTa HECKOJIbKUMH TOJIUCSIMHU B
TeKyllled BepCrH MPUJI0XKeHHUs HeJIOCTYIIHO.

OJIeKTPOHHOM MOJIIMCHI0 MOXKHO MOANMCATh JIOKAJIbHBINA JOKyMeHT B ¢popmare XLSX, ODS
nnmu XO0DS.

[lepen Tem, kak mnoAmucaTb IOKYMeHT, y0OequTeCh, YTO €ro COJAEep>XUMOe SIBIISIeTCS
OoKOHYaTeNbHbIM. [locse mojnrcanust ro0ble U3MeHeHHsl B JIOKYMeHTe TTOTpeOyIOT ero MOBTOPHOM
MOIIIHCH.

YTo6bI MOAMMCATH JOKYMEHT, BBIITOJIHUTE CJIeAYIOIIHe el CTBUS:

1. CoxpaHHTe NOKYMEHT.

2. BroimonHUTe KOMaH/Ty TOJIMUCAHUS JIOKYMEHTa OfJHUM U3 CJIeyIOIIUX CIIOCOOOB:

— Bribepure nmyHKT kOMaHAHOTO MeHIO Paiin > JJeKTpoHHas: moanuck > Ilommucars

moxymeHT (cM. Pucynok 483).
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®ann [lNpaeka Bcraska ©opwmar Tabmvua Javubie WHctpymentsr  Bug OBwwn g
[ Cozpams Ctrl+N v 12 v AT

Co3zaatb no wabnoHy...
eee A v 1‘9 v 00
- -
[ OtkpbiTs... Ctrl+O
OTkpbITh B O6nake... Ctrl +Shift+O

HepaBHve JOKyMEHTbI »
Pabora B obnake 4

) Coxpanursb Ctrl+S
CoxpaHuThb Kak... F12

ABTOBOCCTaAHOBNEHWNE »

CoxpaHuThb WabnoH...

YnpaeneHwe naponem
neKTpoHHas NojNUCh » fo TMognwvcarhb AOKYMEHT...

YnpaeaeHue nognucsamm
(= [apameTpbl CTpaHULpBl U NevaTb Ctrl+P

3aKpbITh

Pucynok 483 — [Tyukt komanaHoro mMeHto IlogmucaTrs JOKyMeHT

— FEom pnokymeHT ObUT HOANMCAH W TOANUCH ObUla yhanmeHa (cM. pasmen 4.17.3.5),
HO JIOKYMeHT He ObUl 3aKpBIT, OTKPOHTe TMaHejlb JJIeKTPOHHAsl IOJIHCH

(cm. paznen 4.17.3.2) u nHaxkmure kHoriky Ilogmucars (cM. PucyHok 484).
A
e

s ¥ = bl ~ & @~ -

QaHHbIe Bcraexa i

~ = DNeKTpPOHHasA NnoAarnucb

Moanwcate

g > O

© JokymenT ewe He nognucaH

Q&

Cw

Pucynok 484 — Knonka Ilognucarn
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3. B okne c coobmenuem «J[okyMeHT coxXpaHeH W TOTOB IS TOAIHCAHUS» HaXXMHUTE

kHonky IIpomomxuts (cM. PucyHok 485).

JINEKTPOHHERA NoANWUCE x

ADI{YHEHT COXPaHEH U roToB
ANA nognnucaHUAa

- —

Mocne noanucaHKMa nrobble M3MEHEHWA B

AoKyMeHTe NoTpebykoT noeTopHoro cbopa
nognucel,

MNMpogon#nTe OTtmeHa

Pucynok 485 — OkHo JIokyMeHT coOXpaHeH H rOTOB JI/IsI O/ CAaHUS

4. B oxue IlopmucaThb JOKYMEHT:

— FEom ceprudukar He BbIOpaH, HaXXMuUTe KHONKY Bpidparb cepTudukar

(cm. Pucynok 486).

MoanucaTe JokyMeHT >

Ceptidukar:

He eribpaH

BriGpate cepTudMkar...

JononHuTensHkbIe HACTPORKA L

CoxpaHnTe NoANWce B OTAeNsHOM daine

Mognwcats OTmeHa

Pucynok 486 — Knornka Beiopats ceprudgukar
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— FEcm ceprudukar BeIOpaH, HO TpeOyeTcs BLIOpaTb [APYrod, HAXMHUTE KHOIIKY

3amenuTs ceprudukar (cM. Pucynok 487).

Mognucate 4oKyreHT x
CepTudmrar:

Anekcanap AnekcaHgpoend CMmnpHoe
Kem Boigand: OO0 "KPHUITO-MNPO!

@ HeneiicTENTENeH: MCTEK MW HE HACTYTIMA CPOK AEACTEN. .

3aMEHWUTE CERTUDWKAT..

JononHuTensHelE HACTPORKK b

CoxpaHuTe NoANWcE B OTAeNLHOM Gakine

Mognwcats OTmeHa

Pucynok 487 — Knonka 3ameHHTh cepTHHUKAT

5. B oxne Be16op ceprudurara (cMm. Pucynok 488):
— DBroibepure pelicTByrommi cepThdUKaT 37eKTPOHHOM mnoanvcu. Ecm Tpebyercs

MIPOCMOTPEeTh UHGPOPMAITUIO O CepTUdUKaTe, HAXKMHUTE B ero CTPOKe KHOTIKY CBeeHusI.

— Eom B OynymeMm 1yl NOOIMCH JIOKYMEHTOB ClleflyeT HCIIOJIb30BaTh TOJBKO O3TOT

ceptuduKaT, nocraBbTe ¢priakok Beerna ucmosb3oBaTh BHIOpPaHHBIH cepTH(HUKAT.

— Haxwmwre knonky OK.
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BriGop ceptrdmkara >

E Anekcanap AnekcaHapoBud CMHUpHOE
L2 Kem Bwigan: 000 "KPUMTO-MPO!

L

@ HegelicTeuTeneq: UCTeK MAK HE HACT...  CeRegeHWA

Anekcanap AnekcaHapoBud CMHUpHOE
Kem Bripan: OO0 "KPWUNTO-MPO"

1@

@ [Jeiictentener go 15.08.2023 %18 CeegeHWA

Beerpga wcnonb3ceate BeBpaHHLEIR cepTdukaT

Pucynok 488 — Okno Be1oop ceprudukara

6. B okue Ilogmucars qokymenrt (cM. PucyHok 489):

— Ecm HAOKYMEHT Tp66yeTCH MNOAIIMCATh OTCOeIUHEHHOM ITOJIHCHIO, II0OCTABbTE <1)J1a>1<01<

CoxpaHUTB NOAIUCH B OTAEILHOM ¢aiiie.

— Haxwure kHotiky Ilommicars.
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Moanucate gokymMeHT

CepTudmrar:

E Anekcanap AnexkcaHgpoend CMUpHOE
1'i"r
] Kewm Boigan: OO0 "KPWIMTO-TPO!

& [Jeiictevrensd go 15.08.2023 0:18

3amMeHnTE cepTUdUKaT..,

JononHuTensHeIE HACTPORKK

CoxpaHWTe NOANKCE B OTAENEHOM daiine 2

Mognwucate OTmeHa

Pucynok 489 — OxHo IlopnucaTs JOKyMeHT

7. B oxne Ayrentndukanus - Kpunrollpo CSP (cm. Pucynok 490):

— Bgenure [ITMH-kon Ha HOCUTEIb WK MTAPOJTh HA KOHTeHHep 3/IeKTPOHHOM MOIHCH.

— Haxwmure knonky OK.

4 Aytentudurauyna - Kpuntollpo C5P >

Crypto-Pro GOST R 24.10-2012 Cryptographic Service Provider 3anpaveasT napons
Ha KOHTERHEp

CuMTLIBATENE: REGISTRY
HocKTenk: YHUKaNbHOE WA OTCYTCTBYET
KoHTeAHep:

BeequTe naponk: ||

[ CoxpanuTe Naponk 8 NpUNo¥eHnN

[ CoxpanuTe naponk B cucTeme

BrifpaH A3kIK EEOOA, OTNWYHEIA OT 3HIMAACKOTo

orwera

Pucynok 490 — Oxno Ayrentudukanus - Kpunrollpo CSP
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[TompobHoe omucanue pabotel c okHOM AyrenTuduxamus - Kpunrtollpo CSP

cM. B JokymeHTanuu «KpunrolIpoy.

[Tocne mopamucaHvs OKyMeHTa aBTOMAaTHMYeCKH Pa3BOPAYMBAeTCs MaHeslb JJIeKTPOHHAs

MOJIHCE.

4.17.3.2 OTKpPHITHh WIH 3aKPBITH ITAHEJIb «DJIEKTPOHHAsI MOXITHCHY

[Tanens DnexTpoHHass moanmuck (cM. PucyHok 491) comepXuUT UHCTPYMEHTHI yIIpaB/IeHUs
JIEKTPOHHBIMU  IIOANMCSAMHU JIOKyMeHTa. IlaHenb pa3BopaurBaeTcsi aBTOMAaTUYeCcKH, Korja

I10JIb30BdTeJIb ITIOAIINChIBAET JOKYMEHT UJIK OTKPbIBAET HOIIIMCAHHBIA HOKYMEHT.

Paiin  Mpaska Bcraska Qopmat Tabamua  [JanHwie  Wnctpymentes  Bug  OBuwini goctynm  Haperpoiikn  Cnpaska

= [JokymMeHT yxe nognncan PeaakTpoBath
R26 v fx
~ = DNeKTpoHHaA NoAnwWcb Q
A B C D E F G H
A

1 fx
2 Mognwecate

3 @
4 JlokyMeHT nognucan,  Bce nognucu

5 AERCTBUTENBHBI 0
&

c

7 Ex
] JefcTEnTeNbHEIE -~

]

o *_ Anexcanap Anexcangposnu Cmmp...

il 000 "KPUMTO-MPO"

12

13

14

15 s
< »

CYMM 0 CP3HAY 0 MWH O MAKC 0 CuET3 0 [F] - . + 00% v

Pucynok 491 — [lanens DekTpoHHas MOAIHCH

YToOBl CBEepHYTh MaHedb JIEKTPOHHAsl NOAIMHCH, BBITOJHUTE OJIHO W3 CJIeAYIOIIHUX
nevcTBul (cM. PucyHok 492):
— B BepxHell 4aCTH NaHeJIU HAKMHUTE KHOTIKY —.

— Ha 6okoBo#1 maHenu HAKMUTE KHOIIKY @ (DnekTpoHHASs MOANNCH).
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" EREKTPOHHHFI noannucob

[Mognwucate

° JokyMeHT NogNWCaH, W BCE NOAMWCH
LEHCTEMTENEHE

n Q@ o

JelcTBnTensHbIE "~

*_ Anexcangp AnekcaHgpoeuu Cmup...
000 "KPWUIMTO-MNPO!

Pucynok 492 — KHoriku cBOpaurBaHUS MMaHENIN

YroObl pa3BepHyTh IaHelb JDJIEKTPOHHAasli IMOANHUCH BPYYHYIO, BBIIOJIHUTE OJIHO U3
CJIeIVIOIUX JeUCTBUM:
— BoibepuTe nyHKT KOMaHAHOTO MeHI0 a1 > DJIeKTPOHHAs NOANHCH > YIpaBIeHHe

noxmucamu (cM. Pucynok 493).

Daitn  [paeka Beraeka @opmar  Tabawua  Jadnwe  Woctpymento Bug  OBwwi goc

[ Cozaate Ctrl+M
Cozgate no wabaony..
[= Orkpoits.. Ctrl+0
OTkpwiTe B obBaake.. Ctrl+5hift+0 E F G 1
HepaeHune gokymeHTs L4
Pabora B obaake »
= Coxpanuts Cirl+5
CoxpaHuTb Kak.. F12
ABTOBOCCTAHOBNEHKWE r
CoxpaHuTe wabnoH..,

JNEeKTROHHAA NOANWCE P L [lognwcaTh AOKYMEHT..
¥npasneHWe nognucAMK
(= MapameTps CTpaHULE! M MeYaTh Ctrl+P - -
¥panMTe BCE NOgNKMCK
3aKpHITE

Pucynok 493 — [IyHKT KOMaHJHOTO MeHIO YIpaBjieHHe MOAIHCAMU

— Ha 6okoBolt maHen HaXKMUTe KHOIIKY [E] (OnexTponnast mognuck) (cM. PucyHok 492).
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4.17.3.3 IIpocMoOTpeTh CBOICTBA MOJITUCH

YT0o6BI IPOCMOTPETh CBOMCTBA MOAMMCH, BBIIIOJIHUTE ClleIyIol1e eHCTBUS:
1. OrtkpoiiTe maHe s JJIEKTPOHHASA MOAMUCH (CM. pasfen 4.17.3.2).
2. OrtkpouTe okHO CBO¥MCTBA MOIIMCH OJTHUM U3 CIIeAYIOIINX CITIOCOOO0B:
— HaBegure Kypcop MbIIIM Ha CTPOKY TpeOyeMOM IOJNMCH, HaXMHUTe KHOIKY i U

BhITTONTHUTE KoMaHy CBoricTBa (cM. PucyHok 494).

@

~ = 3SNIeKTpOHHaA NoAnwuchb

Mognucate

JokyMerT NogNKCaH, W BCE NOANKMCK

© AENCTEMTENBHBI @
Cwv
CX
JedcTBUTENEHBIE o
Anexcangp Anekcarngpoeuu C...
000 "KPHUITO-TPC!
CELDE&CTELEIDE

Yaanmte

Pucynok 494 — Komanna CBoiicTBa

— Boigenure crpoky Tpebyemolt MOANUCH IBOMHBIM IIETYKOM MBIIIIH.

3. B oxue CsoiictBa mommucu (cM. PucyHok 495) o3HakombTech ¢ uHGOpMaIuei o
nognucyd. Ecmum Tpebyercs mpocMoTpeTh MOJAPOOHBIE CBelleHHsT O CcepTHUdHKaTe
MOJINIMCH, 1[eJIKHUTe MBbIIIIbIo 110 ob1actu CepTudukar.

4. Yto6bl 3akpbiTh OKHO CBOHCTBA MOANMCH, HAXXMUTe Ha KHONKy OTMeHa WM Ha

KHOIIKY »B 3aroJIOBKe OKHa.
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CeolCcTEa NOgNKMCK

CepTudmrar:

Anexcanap Anekcangpoeny CMmupHoe

{i}
= Kem Buigan: OO0 "KPWIMTO-TIPO"

@ JeiicteuTenen go 15.08.2023 9:18

KommenTapuii:

Moagnwcano 16 Mai 2023 T

rS,.EI'IMCI: COXpaHeHd B OT4eNbHOM taline

Mognwecate 3aHOBO OTMmeHa

Pucynok 495 — OxHo CBoiicTBa moaIucH

4.17.3.4 PenakTpoBaTh JOKYMEHT

f HpI/I BHECEeHHWM M3MEHEHHM B AOKYMEHT BCe IIOAIIMCHU CTAHOBAITCH HeJIeMCTBUTEIbHBIMUA 1

dBTOMdATHUYE€CKHU yIdIAIOTCA.

Y1oObl COXpPaHUTH MTOJIITUCH, PeJaKTUPYWUTe KOIIHIO, @ He OPUTHHAJI IOKYMeHTa.

YTo06BI CieJIaThb KOIIWIO MTOKYMEeHTAd, BbIIIOJIHUTE ClieyIomnire IeUCTBUS:
1.

Ha manenu uHCTpyMeHTOB HaxkmMUTe KHOTIKY PegakTupoBars (cM. PucyHok 496).

Qaidn  [paska Beraeka Qopmar  Tabawvua

JaHneie  WHCTpyMeHTH

Bua OB6wwid goctyn  HapcTpo#kn  Cnpaexa
EJ hd JokyMeHT yoke nognucaH
R26 v fx
A B c D E F G H ) »
A
1 fx
2
3 [@
4

Pucynok 496 — Knornka PegakTupoBarth
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2. B okHe OJJeKTpoHHas NOANUCh HAXMUTe KHONKY PegakTHpoBaTh KONHIO

(cm. Pucynok 497).

JNEKTPOHHEA NoANUCE ot

I3meHeHWA B MOANMCAHHOM
AOKYMeHTe noTpebyroT NOBTOPHOrO
cbopa noanucen. Bol MoXxeTe
COXPaHWTb NOANWMCK B AOKYMEHTE,
ecnu ByaeTe peaakTMpoBaTb ero
KOMWHO, @ He OpPUIUHanN.

- —

MNMpogonxwTe PenakTrpoBaTe KOMKMHD OTmeHa

Pucynok 497 — OxHO DJyIeKTpOHHAS MOIHCH

Ecmm Tpebyercst yaanuth Bce MOANMCH M3 JIOKYMEHTa W PeJIaKTUPOBAaTh €ro COfep>KUMoe,

BBITIOJIHUTE CJIeIyIolye IeHCTBUS:
1. Ha maHenu UHCTpyMeHTOB HakmuTe KHOTIKY PemakTupoBaTts (cM. PucyHnok 496).

2. B okne DiexkTpoHHas moanuchk Haxkmute KHOMKY IIpomomkuts (cM. PrucyHnok 497).

4.17.3.5 Yaanurts noanuch

B Tekyment Bepcun npwioxkenus: « MoiOduc Tabivia» U3 TOKyMeHTa MOXXHO YIaluTh

BCe MMeroIyecd IoAITHNCH. y,[[aJ'IEHI/Ie OJTHOM MOJIIMCH M3 MHOXKEeCTBa He nogaep>KruBaeTcs.

Ecmu JOKYMEHT COJepKHUT HeCKOJIbKO MOJIIUCEN, BBIIIOJIHUTE clegyroiiye IOEeHCTBHUS IJIsI UX

yAaNeHusl:

1. Bribepute myHKT KOMaHJHOTO MeHIO Paiin > DaeKTPOHHAs MOANUCH > Y JAJINTH BCe

noxnucu (cMm. Pucynok 498).
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®ain [lpaeka Becraeka @opmar  Tabowua  Jaddwe  Wocrpymentm Bug  OBwwih god

[ Cosnate Ctrl+M
Cozgate no wabaoHy...
[=  Ormxpwte.. Cirl+0
OTkpwiTe & oBaake.. Ctrl=5hift+0 E E G b
HegaeHne gokymeHTe L4
PaGora B obaake »
Bl Coxpanuts Ctrl+5S
CoXpaHuTh Kak... F12
ABTOBOCCTAHOBNEHWME »
CoxpaHuTe wabnoH...

SNEKTPOHHAA NOANKEE P L [lognucaTs OKYMEHT... |

¥npasneHWe NognucAMK
(= [MapameTpw cTpaHuLs! U MeYaTb Ctrl+P - 4

¥panmTe BCce nognucw
3aKpITE

Pucynok 498 — IlyHKT KOMaHZHOTO MeHIO Y XaJIUTh BCe MONITHCH

2. B okHe DjeKTpoHHas MOANUCH HAXKMUTE KHONIKY YaiauTh (cM. PucyHok 499).

JNEKTpOHHAA NoANUCE >

Yaanutb Bce NoAnMcK?

- —

3TO AEHCTEME HENL3A OTMEHWUTE. ECAK Bel ¥OTHUTE
BHECTW M3MEHEHWA B AOKYMEHT, PEKOMEHLYETCA
PELAKTUPOBATE Mo KOMWKDY, 38 HE OpPWUIMHEADN.

YnannuTe PenakTpoBaTh KOMWMHD OTmeHa

Pucynok 499 — OkHO DJIeKTpPOHHAs MOAIHCH

Ecmm OOKYMEHT COIEepXUT OJHY IIOAIINCH, BBIIIOJIHUTE CJIeAYIoIIre IIeWCTBUSL JISL ee

yIaJleHUs
1. BeimonHUTe KOMaHAY yajeHus OJHU U3 CJIeIYIONIHUX CIIOCOOOB:

— Bribepure nyHkT KoMaHAHOTO MeHIO Paiin > DieKTPOHHAasI OJINCH > Y JaJIuTh BCe

nopmucH (cM. PrcyHok 498).
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— OrtkpoliTe HaHeIb DJIEKTPOHHAsA MOAMUCH (CM. pasnen 4.17.3.2). HaBenurte Kypcop
MBIIIIA Ha CTPOKY TMOMINWCH, HAXKMHTE KHOIIKY : U BBITIOJIHUTE KOMaHIy YIaJIMTh

(cm. Pucynok 500).

~ —* DNekTpOHHaA NoAnucb

Moanwecats

o JokymedT nognucan, v Bce Nognucu
LENCTEWTEABHEI

Q@ > O

JefcTBMTeNbHBIE o~

¢ Anekcangp AnekcangpoBuu C...
000 "KPHMNTO-NPO!

CeolicTBa

Ynanute I}

Pucynok 500 — Komanpaa Y manmurs

2. B okHe DJieKTpOHHas NOANMCHh HAXXMUTe KHOIIKY Y qanuTh (cM. Pucynok 501).

INEKTPOHHARA NOANNCE X

Yaanute noAnMcb?

3To AeNCTEBWE HENB3A OTMEHWTH.

- —

Yaanute OTMmeHa

Pucynok 501 — OkHO JJIeKTpOHHas NOANHCH
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4.17.3.6 PaboTa c MOKyMEHTOM B pe;KHMe IIPOCMOTpa

Ecm pna nmokymenTta ¢ moamuchio cpeactBamu OC ycraHoBiieHO CBOMCTBO «Toibko
YTeHue» WIA JOKYMeHT UCIOJIb3YeTC sl IPYTHUM I0JIb30BaTesleM WIK MPUJIoXKeHHUeM, TO:
— JIOKYMEHT OTKPbIBAeTCsl B pe>kKrMe ITPOCMOTpa;
— IIpU NOIMBITKe peJJaKTHPOBaTh, MOJNKUCATh JOKYMEHT WM yIaJIuTh U3 Hero Bce MOANUCH
oToOpakaeTcss  JMAJOTOBOe OKHO C  COOTBETCTBYIOIIMM  IpelympexeHreM

(cm. Pucynok 502).

JNEKTPOHHARA NoANNCE et

- —

ﬂﬂCWl’IHO TONbKO 4YTeHWe

[lOKyMEHTY 3a1laHO CBOMCTBO
«0O/IbKO YTEHWE», MW OH
WCNOoNb3yeTca APYrum
NPUIOXEHWEM WK
nonb3oBaTtenem. Bol MmoxeTe
co3/aTbh KOMNWK W pejakTUpoBaTh
ee.

PegakTpoBaTh KOMWHD OTMmeHa

Pucynok 502 — JluasoroBoe 0KHO

[Ipy HEOOXOAMMOCTHM MOXKHO CO3[aTh PpelJaKTHpPyeMyl0 KOIIMIO 3TOr0 JOKyMeHTa 0e3
nofnvcen. 1151 3Toro HaXKMuUTe B IMAJIOTOBOM OKHe KHOIIKY PegakTHpoBaTh KOIHIO.
Konusi noxkymMeHTa OTKpPOeTCS B HOBOM OKHe IpUIIOXeHHs. UTOOBl COXpaHUTh KOIIHIO,

BBLITIOJTHUTE JIeHCTBUS, OMMCaHHbIe B pa3zere 4.1.8.
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4.18 Ccrhinku Ha odpa3oBaTe/IbHbIE Pecypchl

[Tpunoxenne «MoiOdguc Tabmmna» B cocraBe mnakera «MoiOduc ObpazoBaHue»

COEpPXUT IlaHeJIb CCBUIOK [JIA 6bICTpOFO repexo/la Ha pa3jIM4YHbIe 06p830BaTEJIbeIe pecypcChl

(cM. Pucynok 503). Cnucok ccbulok Ha maHenu (OOpa3oBaHMe SBIISeTCS pefaKTUPyeMbIM U

HACTPaWBAeTCsl CACTEeMHBIM aJIMUHHUCTPATOPOM.
Yro6bl OTKpBHITH maHelb (OOpa3oBaHue,

= (O6pa3oBaHHe).

Ha OOKOBOM IlaHeIM HaXXMHUTe KHOIIKY

YTo06BI nepeﬁTH [0 KaKOH-TUOO CChIJIKE U3 CIIMCKa, MIeJIKHUTEe 10 Hel MBIIIbIO. Cchuika

oTKpoeTcs B Opay3epe, KOTOPbIH ucnosb3yercs B OC 10 yMOT4aHUIO.

Hogas tabavua 1 - MoitO¢uc Obpasoeatme — O
®aiin  Mpaska Bcraska @opmar Tabmua  [anvbie  Wnctpymenter  Bug  O6uwwmid goctyn  Hagctpoiiku  Cnpaska

+ @ v c><] XOThames ~ 12 ~ A~ At = v & ~ 0buyin v @ EEE
Jobasutb = X K Y A v & v@}. v 5 P % Qo 00
MsbpaHHoe ®aiin MNpaBka Wpngr BblpaBHUBaHue Yucnosoii popmat Aueitkn AaHHble BcraBka
Al v 2oy

- ObpazoBaHue
A B C D E F G

A

1 ‘ drC "Mos wkona"
"
2
3
A OC3.XpoHonaliHep
5
6 Cuctema TecTupoBaHma Let's test
7
8
5 Translate RU
10
11 Azbyka MoilOduc
12
13
7 FnobansHas nabopatopua
15
Nncrl +

[y Astomamiueckn CYMM 0 CP3HAY 0 MWH 0 MAKC 0 CUYET3

Pucynok 503 — [1anens Odpa3oBanue
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IMPWIOMXEHMUE 1. IEPEYEHG & YHKIIUI U X OIIMCAHUE

DyHKIUA

Omnmucanne

dunancobvie pynkuuu

BCJI(cymMmMa_JfieHeXXHBIX TIOTOKOB;
[tpubnu3uTeNnbHas _CcTaBKa))

Boruamcnsier BHYTPEHHIOIO CTaBKy HOXOJHOCTHU MHBECTUIINU
Ha OCHOBe CepuH IMIOTOKOB JeHeXXHbIX CpelICTB

OJATAKYIIOHIOO((pacuer;
JlaTa_IoramieHys; 4acToTa;
[criocob_moficuera fHei|)

Bo3BpaiaeT unciioBoe 3HaueHue JaThbl, KOTOPOe COOTBETCTBYET
JlaTe MocJiefJHel BBIIJIATHI 110 KYTIOHY, TPOM3BOAUMOM JI0 aThl
pacdeta

IIJIT(cTaBka; KOJIMYECTBO IUIaTeXew;
TeKyIasi_CTOUMOCTb;
[6ymymiasi_cToMMoCTh],

[koHen wimm_Hadamno])

Brrunciiser cymmy nepruoidueckoro miaTexa
10 aHHYWUTEeTy Ha OCHOBe ITOTOKA IIJIaTeXXel OAUHAKOBOI'0
pa3Mepa U GUKCUPOBAHHOM MPOIIEHTHOM CTaBKU

IIC(cTaBka; KOJIMYECTBO IIepUOJIOB;
BbIIIJIaTA 3a_IIepHOL;
[6ymyiasi_CTOMMOCTB];
[koHer_wnmm_Hadamno])

Brruncriser cTouMOCTb MHBECTUIIMY HA TEKYIIUM MOMEHT Ha
OCHOBe NepuouYecKuX iaTexxed U GUKCUPOBaHHOM
MIPOIIEHTHOM CTaBKH

PYBJIb.JEC (necstuyuHasi 1pobb;
3HaMeHaTeJlb)

[Tpeo6pasyer 1eHy, NpeCTaBJIeHHYIO B BUjie Ipo6H,
B IIeHY, BBIPAKEHHYIO JIECATUYHBIM YHCIIOM

PYBJIb.IPOBb (necaTudHoOe_9HCIIO;
3HAMEHATeJIb)

[Ipeobpa3yert 1ieHy, IpeACTaBIeHHYIO JeCITUYHBIM YHUCIIOM,
B I[eHY, BBIPAXKEHHYIO JIeCITUIHOU APOObI0

YIIC(cTaBKa_AUCKOHTHUPOBAHMUS;
JIeHeXXHBIM _TNOTOK] ;
[meHeXHBIN TOTOKZ; ...])

Bbruuciisier YMCTyI0 TEKYIIYI0 CTOUMOCTD BKJIAZIa C YYEeTOM
CTaBKH JTUCKOHTUPOBAHMUS U JIEHEXKHBIX TTOTOKOB TI0 BKJIATY
(BBITUTATHI ¥ IOCTYTIIEHMST)

dyuxuuu damvt u 6pemenu

I'OI(nata)

BosBpaiiaeT rof, COOTBETCTBYIOIIMM 3aIaHHOM aTe

JATA(ron; MecsIl; IeHb)

[Ipeobpa3syeT 3ajaHHbIe 3HAUEHUS T'OJ]a, MecsIia U JTHS B AaTy

OJATA3HAY(cTpoka_iaTel)

[Ipeobpasyer garty, npeiCTaBiieHHYIO TEKCTOM, B ee YHCIIOBOe
3HaYeHue

JATAMEC(naTa_Havana; Mecsiibl)

Bos3BpaiiaeT unciioBoe 3HaueHue JaThl, KOTOpas HaCTyTaeT
4yepe3 3a/TaHHOE KOJIMYECTBO MeCsIeB MOCyie 3aJaHHOM JaThl WITH
IO Hee

JEHb((mara)

BosBpariiaeT ieHb, COOTBETCTBYIOIIMI 3a/IaHHOM JjaTe B
YuCIOBOM dopmare

KOHMECHIIA (nata_Havasa; MeCsIIbl)

Bo3sBpariaer gaTy nocjaemHero qHs Mecsiia, KOTOPbIH HAaCTyTaeT
Yyepe3 33JJaHHOe KOJIMYeCTBO MeCsIIeB MOC/e HaYaJIbHOU JaThl
b0 1o Hee

Bos3BpairaeT Mecsi], COOTBETCTBYIOITHMH 3a7JaHHOM JlaTe B

MECSI(nara) YuCIOBOM dopmare

MUHY TBI(5pens) Bo3sBpariiaeT Kou4ecTBO MUHYT, COOTBETCTBYIOIIEE 3aJJ]AHHOMY
BpeMeHH

HOMHEIEJTILISO (aa) Bosspaiaer Homep Hepeu 1o crauaapTy ISO (ot 1 mo 54)

151 3aJaHHOM JaThl
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DyHKIHA Onmucanue

CET'OJIHSI() BosBpaiiiaeT aTy cerofHsIHero qHS B YMCIOBOM popMaTe

THATA( BosBpaiiiaeT Tekyl1yio AaTy v Bpemsl B YMCJIOBOM ¢opMaTe
Bo3sBparmaeT koM4ecTBo 4acoB, COOTBETCTBYIOIIIEE

YAC(spems) patt yrom

3dIaHHOMY BpeéMeHU

Mamemamuueckue u mpuzoHomempusueckue gyHKuuu

ABS(3HaueHme) BosBpartraeTt abconoTHOe 3HaUYeHre YHCIIa

ACOS(3Hauenue) BosBpariiaeT apKKOCHHYC 4MCIa, 33[JaHHOTO B pafjiaHax

ACOSH(3Hauenue) BosBpaiiaeT runep6oiamueckyii apKKOCHHYC 9UCTIa

ACOT(3Havene) Brbrunciisier apkKOTaHTeHC YKCiIa ¥ BO3BpalllaeT Yol B pajjuaHax
B uHTepBase ot 0 (HyJsis) 10 T

ASIN(3HaueHue) BosBpamaeT apkcrHyc 4ncia, 3aJaHHOTO B pPafiiaHax

ATAN(3HaueHue) Bo3BpaiijaeT apkTaHreHC 4MCiia, 33JTaHHOTO B pajiiaHax
Bbraucisier yros Mexxy 0CbiO X ¥ OTPe3KOM M3 TOYKH Hadaa

ATAN2(x; y) koopauHart (0, 0) o Touku, KoTopasi 3afjaHa Tapoi KOOpAUHAT
(%, y). Yron onpefiensieTcsl B paidaHax

ATANH (3HaueHnue) Bo3BpaiiaeT runepbonmieckuii apKTaHTeHC Yuciia

COSH(yrom) Brruncnsier runepbondyeckuii KOCUHYC yTiia

COTH(yromn) BosBpamaet runep6onmdeckni KOTaHTeHC yTJIa

CSC(yromn) BosBpamaeT kocekaHc yriia, 3aJaHHOTO B paiIiaHax

CSCH(yron) BosBpainaeT runepboamudeckuii KOCeKaHC yria, 3aJaHHOrO B
paaraHax

EXP(crernenn) Bosspamaer uncio Jitnepa (e ~2.718), Bo3BeileHHOe B CTeleHb

LN (sHavene) Bospparriaet noraprdm umcia 1o ocHoBauuio e (—2.718),

KOTOprﬁ Ha3bIBae€TCs HaTypaJIbHbIM J'[OI‘apI/ICl)MOM

LOG(3nauenue; [ocHOBaHUE])

BOBBpaIHBET norapncl)M 4HrCJia 110 3dJIaHHOMY OCHOBAHHUIO

LOG10(3HauenHme) Bosspamaer norapudm urcia mo ocHoBaauo 10

SEC(yromn) BosBpammaet cekaHc yriia, 3a7JaHHOTO B pafiiaHax

SECH(yromn) BosBpamaeT runep6onuaeckyii cekaHC yria

SINH(3HaueHue) Brruncriser runepbonuyeckuii CUHYC YMCiIa

TANH((3HaueHue) Bo3BpairaeT runepbomuyeckuii TaHTeHC YUCIa

TPAITY ChI(yron) EES;EEE:){QT 3Ha4YeHMe YyTJIa, 3a7JaHHOT0 B paiiaHax, B 3HaUeHHe
JABPAKTP (3Hauenue) Bos3BpairaeT nBoiiHOM dakTopUas 9ncia

KOPEHDb(3Hauenue) Bos3BpairaeT kBajipaTHBIN KOPeHb MOJIOXKUTEILHOTO YHCIa
KOPEHBIIH (3:avene) BosBpartaeT kBaipaTHBIN KOPEHb M3 YUCIIA I

(3,14159265358979), yMHOXXeHHOTO Ha IPYTOe YUCIIO

OKPYTI'JI(3Hauenue; paspsizibl)

OxpyrJsieT 9McIIo 0 33JaHHOTO KOJIMYEeCTBa JIeCSITUIHbIX
Pa3psaoB B COOTBETCTBUU CO CTAHJAPTHBIMU IIPaBUIIAMU
OKPYTJIeHUS
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DyHKIHA

Onucanue

OKPYT'JIBBEPX (3HaueHue; pa3psjbl)

OxpyruiseT 4ncio B 60MBIIYI0 CTOPOHY 10 ONpeieJIeHHOI0
KOJIMYEeCTBA JIECITUYHBIX pa3ps/ioB

OKPYI'JIBHU3(3HaueHue; pa3psibl)

OxpyTJisieT 4MCIIO B MEeHBIIYI0 CTOPOHY 0 OIpefieJIeHHOI0
KOJINYeCTBa JeCSITUYHBIX pa3psiioB

IA()

BosBpainaeT 3HaueHHe YUCIIa Wy, OKPYTJIeHHoe /10 14 3HaKkoB
1IoCJie 3ansTox

ITPOU3BE/I(MHOXUTENb ] ; [MHOXKUTEHZ;
)

BosBpamiaeT npousBenieHye quces

INIPOMEXYTOYHBIE.UTOI'N
(Homep dyHkmwy; Habop uwncenl;
[Habop_wwmcen?; ...])

Hcnomnwayet npyryto ¢ysknuto (CYMM, [TPOU3BE]] u T.4.),
YTOOBI IOCYUTATh IIPOMEXXYTOUHBIM UTOT /17151 Habopa Yucerl.

IToppo6Hoe ommcanue cM. B paszere
«Dynknusa [IPOMEXYTOUYHLBIE. UTOI'N».

CJIYHC()

Bo3sBparmaer ciy4aiiHoe JIeCSITUYHOe YUCIIO B UHTEepBaJie
or0mol

CTEIIEHb(ocHoBaHMe; CTeleHb)

BOBBpaH_IHET YHMCJI0, BO3BeJleHHOe B CTelleHb

CYMM((3Hauenwue 1; [3Hauenwue 2; ...])

BosBpamaer cymmy psizia uvcen W/nim saeexk

CYMMEUC/JIM (quana3oH; KpUTEPH;
[mmamazoH_cioxkeHus |)

Bo3sBparaer cymMy 3Ha4eHHI TUana3oHa, KOTOPbIe OTBEYaroT
3a/IaHHOMY yCJIOBHIO

CYMMEC/J/IMMH (fivamna3oH_CII0XKeHUs;
KpUTepuH JNyaral3oHal; kpurepuiil;
[kpuTepyy_Juamna3oHaZ; KpUTepun?; ...])

Bo3sBpariaer cymMmMy 3Ha4eHHI TUana3oHa,
KOTOpbIe OTBEYAIOT MHOKECTBY 3a[JaHHbBIX YCIIOBHIA

CYMMKB(3HaueHue 1; [3HaueHue 2; ...])

BOBBpaIHBET CyMMY KBaIpaTOB psA/ia YrCeJl

CYMMIIPOU3B(maccuBl; [MaccuB2;
..])

Brrumncnser CyMMYy HpOI/IBBEHEHI/Iﬁ COOTBETCTBYIOIIIMX 3HaYeHUH
B MAdCCHBaX WUJIK JHAIIa30HAX

EJIOE(3Hauenue)

OKpyTJIsieT 9uciIo 0 OJIMKAKIIero MeHbIero 1ejioro

YACTHOE (nenmumoe; gevTeb)

Bo3sBparaer pe3ynbTaT fesieHus OJHOTO YMciIa Ha Apyroe, 6e3
oCTaTka

Cmamucmuueckue gyHxuuu

F.PACII(x; crenienu_cBobojibil;
cTereHU CBOOO/IBbIZ; MHTErpaibHbIMN)

Berumcnser 1eBOCTOPOHHIOI BepoSTHOCThL F-pacrpenenenus
(cTrenensb pa3bpoca) /i IByX HAOOPOB TAHHBIX MPH 33JJaHHOM
3HAYEHUM X

F.PACILIIX(x; crenienu_cBoOObI1;
creneHu cB0OOMBIZ)

Brruncisier mpaBoCTOPOHHIOIO BeposTHOCTh F-pacnpenenenus
(crenens pa3bpoca) AJis IByX MHOXKECTB JJAHHBIX ITPU 3aIaHHOM
BBOJIHOM 3HaY€HHUHU X

IUCII(3Havenuvel ; [3Havenue?Z; ...])

Boramcnser AVICIIepCHIO Hd OCHOBe BbI60pKI/I

IUCIIA (3Havenuvel ; [3Hauenue?; ...])

BIJI‘II/ICI[SIET JII/ICHepCI/IIO Ha OCHOBe BbI60pKI/I, YCTaHaBJII/IBaH JJIA
TekcTa 3Hauenue 0

JOUCIIPA(3Hauenuel; [3HaueHue?; ...])

Boramcnser AUCIIepCHIo JId FEHepaHbHOfI COBOKYITHOCTH.
TekcToBbIe U JIOrMYecKre 3HaYeHUsI YYUTBIBAIOTCA IIPU
BbIYMCJIEHUHU
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DyHKIHA

Onucanue

JIMHEWH (13BecTHBIE JIaHHBIE Y
[“3BecTHBIe faHHBIE X|; [BBIYUCIUTH b];
[cTaTuCTHKA])

Boramcnser pa3/IndHbIe ITapadMeTPbI JIMHEWHOT' O TpeHd IIpru
IIOMOIIIX MeTOld HAUMEHBbIINX KBAJIPATOB

MAKC((3nauenuel; [3Hauenue?; ...])

Bo3Bparaet HaubosbIee 9MCI0BOe 3HAaYEeHHEe BO MHOXKECTBe
IaHHBIX

MM H (3Hauenuel ; [3Havenue?; ...])

Bo3BpaiijaeT HauMeHbIllee YMCIOBOE 3HaYeHHe BO MHOXEeCTBe
JaHHBIX

HAUWBOJIBIINM (nanHbE; 1)

Pacrnonaraet 3aaHHOe MHOXXeCTBO IM(POBLIX JAHHBIX B
nopsifike yObIBaHHMs M BO3BpalllaeT 3HaUeHHe Ha OCHOBe ero
OTHOCUTEJIbHOW MTO3UINU CpeJli MHOXKeCTBa TaHHBIX

HAMMEHBIIINH (1auHsbI€; n)

BO3BpaIIIEIET N-0e HaMeHbIlIee YMCJI0O B MHOX>KeCTBe JaHHBIX

HOPM.PACII(x; cpentee;
CTaHAApTHOe OTKJIOHeHWe; UHTerpasibHbIMN)

BosBpaiiaeT 3HaueHue GpyHKIIMHM HOPMAJILHOTO paclipefielleHus
(v GYHKIIMM HOPMAJTBHOTO UHTErpalibHOTO pacipesieieHus)
IUIS 33JJaHHOT'O 3HAYEHHUS X, @ TAaK)Ke CpeJTHero 3Ha4eHHs 1
CTaH/IaPTHOT'O OTKJIOHEHHUSI

PAHI'.PB(3HaueHue; JaHHbIE;
[rto_Bo3pacraHuio])

Pacnionaraet ynciioBble 3HaUeHUs B TOPSIIKE BO3pacTaHUs WA
yOBIBAHUS U OTIpefiesisieT MTO3UITHIO 3a[JaHHOT0 3HAYeHUS B
Habope naHHBIX. B citydae o6HapykeHUs OJJMHAKOBBIX 3HAYEHHIA
BO3BPAIAETCS MO3UITHS IIEPBOr0 HAMIEHHOT'O

CP3HAY(3Hauenuel ; [3HaueHueZ; ...])

Bo3BpaiiiaeT cpefiHee apudmeTrieckoe BO MHOXKeCTBe JJaHHBIX,
He YYUTHIBAsl TEKCTOBbIE 3HAYEHUS

CTAHIOTKJIIOH.B(3Hauenuel;
[3Hauenne?; ...])

BOSBpaIIIEIET CTaHAaPTHOEe OTKJIOHeHKe Ha OCHOBe BbI60pKI/I

CUYET(3nauenuel; [3Hauenne?; ...])

BosBpainaeT KoJIM4ecTBO YUCIOBBIX 3HAYEHUH B 33/TaHHOM
Habope JaHHBIX

CUYETECJIM (i1ana30H; KpUTepHii)

BosBparaeT konrecTBo siueeK, 3Ha4eHHs: KOTOPBIX
COOTBETCTBYIOT 33[JaHHOMY KPHUTEpPHIO

CUYETECJIUMH (xputepyy_auarnasosal;
kputepuiil; [(kpuTepun Jrama3zoHaZ;
KpuUTepuiiZ; ...])

BOSBpaIHBET KOJIN4YeCTBO d4eeK, 3Ha9eHHsI KOTOPbIX
COOTBETCTBYIOT 3aJdHHBIM KpUTEpUIM

CUYET3(3nauenuel; [3auenve?; ...])

BOSBpaIHBET KOJIMYeCTBO d4eeK, CcoAepiKallluX JaHHbIe 06010
THIIA

CUUTATBITY CTOTbBI(inanason)

BOSBpaIHBET KOJIMYeCTBO IIYCThIX d49eeK B 3dIdHHOM [Halla30He

PUITEP (3HaueHue)

BosgpariaeT npeo6paszoBanue Puiiiepa /1715 3a[aHHOTO YHCTIa

dynkuuu ccouku u noucka

AJTPEC(ctpoka; cTomnberr;
[crtoco6 abCoOMOTHBIMA OTHOCUTETHHBIH];
[cTinb_ccbutok_all; [muct])

BosBparraet ajipec siueiiky B TabivIle Ha OCHOBe 3a/IaHHBIX
3Ha4YeHUI CTPOKH M CTOJIOIA

BIIP(xitou 1moucka; AUAIa30H;
WHIEKC_CTOJIONA; [THIT_COIMOCTaBIIeHUS |)

Ocy1iecTBiiseT MOMCK KJTI0Ya B TIePBOM CTOJIOIIe Auana3oHa
Y BO3BpAIl[aeT COOTBETCTBYIOIIEe eMy 3HaUYeHHe B JIPYTOM
cronbiie

BBIBOP (unnexc; Boibopl; [BbIOODPZ; ...])

B03Bpa1uaeT 3Ha4YeHHe M3 CIITMCKa Ha OCHOBe 3da/IaHHOI'O MHIeKCa

T'NITEPCCBUIKA (url; [TekcT cchuiku])

Co31aeT runepccrljky B siuekike
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DyHKIHA
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I'TIP(xr0u_ToKckKa; [vMana3oH; UHAEKC;
[Tun_comnocraBneHus|)

Ocy1iiecTBiisieT MOUCK KJIIOYa B TIEPBOM CTPOKe IMANa30Ha U
BO3BpalllaeT 3HaYeHue 3aJJaHHON STYelKU B HalJIeHHOM CTOoJIb11e

JOBCCBLJI(ccriika _Ha_ sueliky B_dopme

cTpoky; [popmar_Al])

BosBpartiiaet cofiep>xviMoe CChIJIKH, 3aJJaHHOM HOMEpPOM STYelKU
WIA TeKCTOBOU CTPOKOM

MHJIEKC(ccoika; [cTpoka]; [cTonberr))

Bo3BpaiiiaeT cofiepskumMoe sST9erKky, KOTopasi HaXOIUTCS Ha
repecevyeHry 3a/IaHHBIX CTPOKH U CTOIOIIA

OBJIACTH(cchuika)

BosBpariiaeT kou4ecTBo 06J1acTell B CChIIKe Ha SYeNKy WK
Ivana3oHe sigeek. O6acTb — 3TO HAOOP CMEXHBIX sSYeeK WU
OTHeJIbHas 4eiKa

ITOMCKIIO3(x104_TIOMCKA; IUATa30H;
[Tun_mowuckal)

B 3amanHOM Anana3zoHe OCyIIecTBIIsSeT MOMCK 3JIeMeHTa 110
BLIOpAaHHOMY THUITY MTOWCKA. PYHKIIMS BO3BpAIlaeT HHIEKC

37eMeHTa (HOMep MO3UIIUU, KOTOPYIO 3aHUMaeT 3JIeMeHT B
MaccuBe), a He caM 3JIeMeHT

ITPOCMOTP (x1r04_TIOMCK3;
JIMana3oH_II0MCKa;
[nmama3oH_pe3ynbraTal)

ITPOCMOTP (x1r04_TIOMCK3;
MacCHUB_pe3yJibTaTa_I10WCKA)

OcyImecTBiseT MOUCK KJIF0YA B OJTHOM CTPOKE WIIA KOJIOHKE U
BO3BpalllaeT 3HaueHUe ST4YeiKy, HaXOAsIIencs B
COOTBETCTBYIOIIEH ITO3ULUU APYIOU CTPOKU WIU KOJIOHKH

OcyI1mecTBiseT MOUCK KJTF0YA B CTPOKAX WA KOJIOHKAX U
BO3BpalllaeT 3HAYeHUe STYerKH, HaXOASIIencs B
COOTBETCTBYIOIIIEl MMO3UITMN TeX e CTPOK UK CTOJI01O0B. Jiis
ITOMCKA KJTI0Ya B OTHOM CTPOKe WJIM KOJIOHKe HeobX0IuMOo 3a1aTh
3HaYeHHe TPeTbero apryMeHTa «Auara3oH pe3yJibTaTa

CMEIII(cchuika Ha_ SYEUKY;
CMellleHHbIe_CTPOKHY;
CMeIlleHHbIe_CTOJOITEL; [BBICOTA];
[1puHa))

BosBpamaeT cchuiky Ha sTYeKy Wi JUara3oH sJIeek,
KOTOpbIe CMellleHbl OTHOCUTEIHLHO UCXOHOM CCHUIKU Ha
3aJlaHHOe KOJIMYeCTBO CTPOK U CTOJIOIIOB

CTOJIBEII([ccbuika_Ha_siuedky])

Bo3Bpaiiaet HoMep cTos0Ia 3aJaHHON TYeHKU

CTPOKA([ccpuika_Ha_sST9eHKy])

Bo3BpaiijaeT HoMep CTPOKY 33[JaHHOM sTYelKU

YU CJICTOJIB(nnama3oH)

BosBpariaeT kou4yecTBo CTOIOOB B 3aJAHHOM MacCHBe WU
JMarasoHe

YCTPOK (nuamna3oHn)

Bo3BpamaeT KOJIN4eCTBO CTPOK B 3aJdHHOM MdCCHBe WU
Jralria3oHe

dyuxuuu ona pabomet ¢ 6azamu aHHBIX

BACYMM(6a3a_[aHHBIX; [10JI€;
KpUTEpPUH)

B TabmuuHOM MaccHBe BBIYHCTISET CyMMYy 3HAYEeHUH, KOTOphbIe
OTBEYdIOT 3d/JaHHBIM YCJIOBUAM

TexcmoBuie ynxuuu
[Tpeobpa3yeT TeKCT u3 IByx0aMUTOBOM KOAUPOBKY B
0HOOaWTOBYIO. B TabimnuHOM pemakTope GpyHKIUS
ASC(ctpoka) A YIO P p fby H
HCITONb3yeTcs [jisl obecriedeHns: 00paTHOM COBMECTHUMOCTHU C
JIOKYMEHTaMH, COJIePXKaIlMHU TeKCT B JIByX0OANTOBOM KOAMPOBKE
[Tpeo6pasyet TekcT u3 ASCII 8 DBCS u nao6opot. B
TaOJIMYHOM pefakTope GVHKIMS UCIIOIL3YeTCs I obecrieuyeHus
DBCS(cTpoka) pen pe yHiil Y i\

06paTHON COBMECTUMOCTH C JOKYMEHTaMH, COIEePKaIlluMK TEKCT
B ASCII witu DBCS ¢opmarax
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[Tpeo6pa3zyet Tekct u3 ASCII 8 DBCS u nao6opot. B
JIS(crpoxa) TabIMYHOM pefilakTope GYHKIMS UCIIONB3YeTCs sk 0becrevdeHust

P 06paTHON COBMECTUMOCTH C JJOKYMEHTaMH, COIePKaIlluMK TEKCT

B ASCII wimu DBCS dopmarax

CoruacHo Tabmure KOHMKO/a, BO3BpalllaeT YMCIOBOM KO,
UNICODE(cTpoka) I Aa patll g

MEePBOT0 CUMBOJIA B 3aJIaHHOM CTPOKe

BosBparaeT ayiMHy TeKCTOBOM CTPOKH M3 pacueTa 1 6aiiT Ha
IUIAHB (texct) patiaet Uity p p

KaXITbIid CHMBOJT
JJICTP(Texcr) BosBpariiaeT mivHy 3aJaHHOM CTPOKH

BosBparmaer uncnoBoe 3Hauenrie KOHMKOA KO/ IEpBOTO
KOJICUMB(crpoka) pal Ala Kofmep

CUMBOJIA B 33JJaHHOU TeKCTOBOU CTpOKe

JIEBB(cTpoka; [konuuecTBO 6alTOB])

Bo3BpaiiaeT nepBbiii CUMBOJ WM HECKOJIBKO TTepBbIX CHMBOJIOB
TEeKCTOBOW CTPOKH Ha OCHOBe 33IaHHOTO YHCIa 6alTOB

JIEBCUMB(cTpoka;
[kOIMYecTBO CUMBOJIOB])

BOSBpaIIIEIET IIOACTPOKY C HavaJla 3aJlaHHOU CTPOKH

HAUWUTH (cKOMBIN_TEKCT;
TeKCT JIJIsl_TIOMCKa; [HadajbHas MO3UIUS])

BO3BpaIIIEIET IIO3UIKIO I1EPBOT'0 IIOABIIEHUA UCKOMOM CTPOKH B
TeKCTe, YIUThbIBasd perucTp

HAWNTUB(MCKOMBIN TeKCT;
TEKCT JIJIsl_TIOVMCKA; [HaYaJbHAas TO3UIIHS])

BosBpamaet HauanbHy0 MO3UITUIO0 UICKOMOM CTPOKH B TEKCTE,
CUHTas yIBOEHHbIE OYKBbI IBYMsI CHMBOJIAMHU

ITEYCHUMB(TekcT)

Y mansieT 13 TeKCTa Bce HeledaTaeMble 3HaKH

IIOACTABUTDB(TexkcT s IOUCKA;
VICKOMBIW_TEKCT; TeKCT JUIS_3aMeHb;
[komaecTBO _citydaeB])

3aMeHsIeT 3a/IaHHBIA TEKCT B CTPOKe Ha IPYTOM

ITOMCK(MCKOMBIM_TeKCT;
TeKCT JIJIsi_TIOMCKa; [Havaso])

BosBpainaeT Ha4anbHyI0 [TO3UIIMI0 KICKOMOM CTPOKH B TEKCTe

ITOUCKB(MCKOMBI_TEKCT;
TeKCT JJIsl_TIOWICKA; [HaYabHAs MO3UIIHS])

BosBpaiaet HavaibHYO MO3UITUIO0 UICKOMOM CTPOKH B TEKCTE,
CUHTast yIBOEHHbIE OYKBBI IBYMsI CHMBOJIAMHA

ITPABB(cTpoka; [konuuecTBo 6aiTOB])

BOBBpaIIIBET MOCJIeAHHUM CUMBOJI MJIA HECKOJIBKO ITOCTIeJHUX
CHMMBOJIOB TEeKCTOBOM CTPOKH Hd OCHOBE 3aIdHHOI'0 Y1 CJla OanToB

ITPABCHUMB(cTpoKa;
[komaecTBO CHMBOJIOB])

Bo3BpaliaeT moficTpoKy C KOHIIA 3aJIaHHOM CTPOKH

ITPOIINCH(TexcT)

H3mMeHsieT perucTp TekcTa B 3a/IaHHOM TeKCTOBOW CTPOKe Ha
BepXHUU

ITPOITHAY(TeKkCT 1yisi_CMeHbl perucrpa)

BosBpaiaer cTpoky, B KOTOPOM KaX/10e CJI0BO HAYMHAETCS C
MIPOIMCHON OyKBBI

IICTP(cTpoka; HavaJo;
JUIMHA HM3BJIeYeHHOI'0 CerMeHTa)

BosBparmaer ¢pparmeHT TEKCTOBOM CTPOKH

IICTPB(cTpoka; Havyao;
JUTMHA_W3BJIeYeHHOTO CEerMeHTa)

BosBpaiaer cerMeHT CTPOKY Ha OCHOBe 33IaHHOTO KOJIMYeCTBa
0alToB

CHKITPOBEJIBI(texcr)

VY nasnser 13 TekcTa Bce Mpobesibl, KpoMe OJUHOYHBIX MeXIY
CJIOBaMH

COBIIAI(cTpokal; cTpoka2)

CpaBnuBaert nse ctpoku 1 Bo3spaiaer UCTUHA, eciu oam
OJIMHAKOBELIE

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MH», 2013-2025

490




MonOdonc

DyHKIHA

Onucanue

CTPOYH((Tekcr)

W3mensieT perucTp TekcTa B 3aJIaHHON TEKCTOBOM CTpOKe Ha
HDKHUMN

CIEIINTDb(cTpokal; [cTpokaZ; ...])

ObbenuHseT HECKOJIBKO CTPOK B OJIHY

TEKCT (3Hauenue; dopmar)

[Ipeobpasyet unciio B TEKCT B COOTBETCTBUU C 3a/laHHBIM
dopmarom

Jloeuueckue gyHkuuu

ECJIN(moruueckoe_BbIpakeHUE;
3HAYeHUe eCiId_HCTHHA;
[3HaueHMe eciiy_JIOXKb])

BosBpamaeT Ppa3HbIe 3Ha4eHHs B 3aBUCUMOCTH OT TOTO,
COGJIIO,H&ETCH JIK 3aldHHOe JIOTHYeCKoe yCJIOBUe

ECJIMOIINBKA (3HaueHue;
[3HaueHue eciu_omubKal)

BOBBpaHlEIET pa3Hble 3Ha9eHHs B 3dBUCUMOCTH OT TOT'O, ABJIAETCHI
JIN 3aJdHHOe 3Ha4eHune ONIMOOYHLIM MJIM HET

ECH/I(3HaueHme; 3HaUeHHE eCiTi_HI)

BosBpaiaeT 3HaueHre BTOPOro apryMeHTa, eCjid MepBbIi
apryMeHT coJiep>kUT 3HaueHue omubku #H/J1. B npoTtuBHOM
ClIydae — 3HaueHHe [1epBOro apryMeHTa

M (noruyeckoe BolpakeHuel;
[;moruyeckoe BbipaxkeHueZ; ...])

Bosepamaer 3nauenne MCTHUHA, eciu Bce 3aiaHHbBIE
apryMeHTHI SBJISIOTCS Iorndecku BepHbIMU, win JIOXKD, ecnu
KaKOW-INO0 apryMeHT SIBJIsSIeTCs JIOTUYecKH HeBepHbIM

MJIN(normyeckoe_BbipaxkeHuel;
[oruyeckoe BbipaxkeHueZ; ...])

Bosepamaer MCTHUHA, ecin kakue-1u60 13 3aIlaHHbBIX
apryMeHTOB SIBJISIOTCS Jorudeckyd BepHbiMH, unu JIOZKD, ecnu
BCe 3a/laHHble apIyMeHThI SIBJISIFOTCSI JIOTHYeCKH HeBePHBIMHU

VCTHHA()

Bosepamaer norudeckoe 3aavenve MCTHUHA

JIOKb()

Bossparaet norudeckoe 3uauenve JIOKb

INEPERJIKOY(Boipaxkenue; 3HaueHuel;
pe3yinbTaTl; [3HaueHueZ; pe3ynbTarl; ...];
[To_ymomyaHuio])

CpaBHUBaeT CIMCOK BBIPRXEHUH 1 BO3BpalllaeT pe3yJibTar,
COOTBETCTBYIOIINH IIePBOMY COBII/IAOIIEMY BHIPAXKEHUIO

HUngopmauuonnvie ynkuuu
Bosspamaer MICTUHA, eciiu 3a1aHHOE 3HAYEHUE SIBIISIETCS
EJIOT WY (3Hauenue) pa A
JIOTUYeCKUM
Bosspariaer UCTHUHA, ecnu mpoBepsieMoe 3HaueHHe COJIEPXKUT
EH/I(3HauenHue) palll pboBep Aep
omunbxy #H/J]
- Bosspamaer MCTUHA, eciiu 3aaHHOE 3HAYEHHE SIBIISIETCS
EHEYET (3nauenme) pa A
HEYEeTHBIM YHCIIOM
IIpoBepsier, comep KUT JIK apryMeHT Jiroboe 3HayeHue OMIMUOKH,
EOIII(3Havyenue) POBEp Aep pry
kpome #H/]]
EOIIINBKA (3HaueHue) Bosspamaer UCTUHA, ecnu 3HaueHMe SIBIISIeTCS OMTHOKOM
Bossparmaet noruueckoe 3nauenvne MCTUHA, ecnu 3amanHas
EITY CTO (3Hauenue) Bpall .
siueiiKa mycras
ECCBIJIKA (3Hauenue) [IpoBepsiet, siBiIsIeTCs 1 3HaYeHNe CChIJIKOM Ha STUeHKy
ETEKCT(3nHauenue) [TpoBepsiet, sIBsETCS I 3HAUYEHUE TeKCTOM
.. Boasspamaer UCTUHA, eciv 3aagHOe 3HaYCHUE SIBIISIETCS
EUYETH (3uavente) patit s
YETHBIM YHCIIOM
EUYNCJIO(3HaueHue) [IpoBepsiet, sBiseTCS I 3HAUEHUE YKCIIOM
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Bo3Bpariaer nHpopManuo, OTHOCSIIYIOCS K OIIepaliOHHON

NHPOPM (Tun un Maliu N
o (wan_uBgopmarm) cucreMe 1 MHGOPMAIIMOHHOM Ccpeie TI0JIb30BaTeJst

HI( BosBpaiiaer omubky «3HaueHue oTcyTcTByeT», #H/JI

AYEUNKA (Tun_ceefieHUH; [ccbuikal) BosBparaeT 3anpariviBaeMble CBeJleHUs O 3aJaHHOU s4elike

Hmndiceneproie ynkuuu

KOMIUIEKCH (neiicTBUTeIbHAS] YaCTh; Bo3BpaiijaeT koMIIeKCHOe YMCJIO Ha OCHOBe JeNCTBUTEILHON U
MHUMas_4acTh; [cyddukc]) MHUMOH 4acTel
MHHM.ABS(x0OMIIEKCHOE YHCJIO) BosBpaiiaeT abcosmoTHOe 3HaUeHHe KOMIUIEKCHOTO YUCIIa

Pynkmusa IPOMEXKYTOYHBIE.UTOI'

Cunmakcuc

[TPOMEXYTOYHBIE. UTOI'Y(HoMep pyHkmu; Habop uwcenl; [Habop uucen?; ...])

Onucanue

Hcnonedyer npyryto ¢yukmuio (CYMM, I[IPOU3BEJ/l u T.n.), 4TOOBI MOCYUTATH
MIPOMEXXYTOYHBIN UTOT Jisi Habopa urce.

HoMep_¢}yHKIMU — YHCIOBOU KO/ GYHKIIMU, KOTOPYIO CeflyeT UCIOJIb30BaTh AJisk pacueTa
npoMexxyTodHoro urora (cm. Tabmuny 27). Ucnonb3yiite koge! 1-11, 9TOOBI BKIIOYUTE B MOJCYET
slYeWKH, CKpbITble Bpy4Hyt0, Wian 101-111, 9T06BI MCKIIIOUUTH UX. S4eliku, CKpBITbIe PUIBTPOM,

HCKJIFOYAIOTCA BCerja.

Taoauna 27 — UYucinoBeie KOOI

Homep_dynxmum Homep_dynxnuu
(c BKJIIOYeHHeM CKPBITBIX (C MCKJII0YeHHeM CKPBITBIX DyHKIHA
3HAYCHMIT) 3HAYEHMIT)

1 101 CP3HAY
2 102 CUET
3 103 CYET3
4 104 MAKC
5 105 MHWH
6 106 I[TPOU3BE]]
7 107 CTAHJIOTKJIOH
8 108 CTAHIOTKJIOHII
9 109 CYMM
10 110 HOUCII
11 111 HOUCITP
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Habop_umucenl — mepBblli JMana3oH WIM MacCHUB, JiE KOTOPOTO HYXKHO BBIUYHCIHUTH

l'IpOMe}KYTO‘-IHbIﬁ HUTOr'.

[HaGop_umucen2; ...] — nomonHUTeNbHBIE IUANA30HBI WM MaccuBbL. Heobs3aTenbHBbIM

rapamerp.

IIpumeput

=[IPOMEXYTOYHBIE.UTOI'(9; B2:B5) — paccuuTath CyMMy 3HAaYeHUH B sSYeiKax
B2:B5, yuutsiBas 3HaueHUs B siUeliKaX, CKPBITBIX BPYYHYIO.

=[IPOMEXYTOYHBIE.UTOTM(109; B2:B5) — paccuntaTh CyMMy 3HAa4eHHI1 B STY€HKAX

B2:B5, He yunThIBast 3HaUeHUS B STY€MKaX, CKPBITBIX BPYYHYIO.

B& v fx =TITPOMEXKYTOYHEIE.UTOTH(9; EZ2:E5)
A B C

1 Tosap IMena

2 Hbénoku 100

3 AnenbcHHBI 100

4  Bananu 100

B 4[][]_

I

Pucynox 504 — CymMMa 3HaueHUH C y4eToM 3HaueHUH B siueiikaX, CKphIThIX BPyUHYIO

B& v fx =TITPOMEXKYTOYHEIE.MTOTH(109; EZ:ES)
A B C

1 Tosap IMena

2 Hbénoku 100

3 AnenbcHHBI 100

4  Bananu 100

B 3[][]_

I

Pucynok 505 — Cymma 3HaueHuli 6e3 ydyera 3Ha4eHUM B sTYeMKax, CKPBITBIX BPYUHYIO
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INPUIOAEHME 2. CIIMCOK IIOJJEP KUBAEMBIX BAJIIOT

HasBaHue BaioThI Kopn BanioTs!
AzepbaifkaHCKHI MaHAT AZN
ApMsHCKUH IpamM AMD
Benopycckuit py06iib BYN
Bonrapckwii e BGN
Bpaswunbckuii pean BRL
Bona KRW
I'puBHa UAH
JHarckas kpoHa DKK
Homnap CIITA USDh
EBpo EUR
3MOTBIN PLN
Hena JPY
Wupuiickas pynus INR
MornpaBckuii nei MDL
HoBplii TypKMeHCKUI MaHaT TMT
Hopsexckas kpoHa NOK
Poccuiickmii py6ib RUB
PymbiHCckuit et RON
Psun ZAR
Com KGS
Comonu TJS
Tenre KZT
Typeuxkas nupa TRY
V3bekckuii cym UZs
®DopuHT HUF
@DYHT CTepIIMHTOB GBP
Yerickasi KpoHa CZK
[ITBenckas KpoHa SEK
[IBetimapckuii ppaHk CHF
IOanp CNY
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INPUJIOAKEHME 3. COYETAHUSA KJIABUIII

B naHHOM npuioXeHWU IIpHBelleHbl cOYeTaHWs KiaBull, ucrosibdyeMble B OC Windows,

OC Linux (cm. Tabmuna 28) u macOS (cm. Tabmuma 29).

Ha HoyTOykax HekoTopble kiaBulM MHorodyHkivoHanbHbl. Hanpumep: F1-F12, Home,

End, PgUp, PgDn. [Ipu Haxkatuu Ha Takue KlaBUIIY B puioskeHnH «MonOduc Tabmuma»

HGO6XO,III/IMO OTHOBPEMEHHO YIep>XXUBaTb Ha>KaToOU KJIaBUIITY Fn.

Taosmna 28 — Couyerannda kiaasuia B OC Windows 1 OC Linux

CoueTranue KJIaBHIII

Omnucanue

IIpaBka codeprcumozo

Ctrl+X;

. Bripesats
Shift+Delete
Ctrl+C;

KonuposaTh

Ctrl+Insert
Ctrl+V;

) BcraButhb
Shift+Insert
Ctrl+Alt+V BcraBuTh 3HaueHus u popmar
Ctrl+S CoxpaHHTD

F12 (OC Windows);
Ctrl+Shift+S (Linux)

CoxpaHHTD Kak

Ctrl+7Z; .
OTMeHUTH TIOCTIE/IHEe BBIIIOJIHEHHOE IeiCTBHe

Alt+Backspace

Ctrl+Y;

Ctrl+Shift+Z; [ToBTOPUTDL pe3yNbTaT OTMEHEHHOTO JIeMCTBUS

Shift+Alt+Backspace

Ctrl+Alt+Shift+V (OC Windows);
Win+V (Linux)

OTKpBITh pacivpeHHbIN Oydep ooMeHa

Backspace Y panuTh OfvH CUMBOJI CJIeBa OT Kypcopa

Delete Y panuTh OMH CUMBOJI CIIpaBa OT Kypcopa
Ctrl+Backspace Y panmuTh 4acTh CJI0Ba WX CJIOBO CJIeBa OT Kypcopa
Ctrl+Delete Y panvTh 9acTh CJIOBA WX CJIOBO CITpaBa OT Kypcopa
Alt+Enter Hauatb HOBBIM ab3a1l

Ctrl+Shift+IIpoben BcraBuTh HepaspbIBHBIH ITpo6es
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CoueTanue KJIaBHII

Onucanue

Ctrl+Shift+ — BcraButh Hepa3phIBHBIN educ
Ctrl+Num — BcraButh KOpoTKOE THpe
Ctrl+Alt+Num — BcraBuTh IIMHHOE THpe
dopmamupobarue codepricumozo
Ctrl+B [omy>xupHbIH
Ctrl+1 Kypcus
Ctrl+U [TomuepkHyTHIN
Ctrl+Shift+= Hancrpounsrii 3HaK
Ctrl+= [ToncTpounsli 3HaK
Ctrl+Shift+A Bce nponucHble
Ctrl+Shift+C KommpoBaTs popMaTrpoBaHme
Ctrl+Shift+V [IpumenuTL HOpPMAaTHPOBAHHE
Ctrl+L BBIpOBHATH cofiepXkUMOe sT9elKH 110 JIeBOMY Kpato
Ctrl+E BBIpOBHATH cofiepXkUMoe sT9eiKu 110 IIeHTPY
Ctrl+R BBIpOBHATE coepXkUMOe sTuelKy 110 IPaBOMY Kpato
Ctrl+J BEBIDOBHSTE COmep)KUMoe ST9eUKH TI0 IITUPUHE
IIepemewenue 6 paboueii ooracmu
Page Up Ha onuH skpaH BBepx
Page Down Ha onun sxpaH BHU3
Ctrl+Home [lepeiiTu x IEpBOI sTuetike paboyeit obmactu (saetika Al)
Ctrl+End [TepeitTu k oCTIeHEM sTuetike paboueit obaacTu
Ctrl+1 [lepeiiTu k IEpBOM sTUekiKe CTONIOIA
Ctrl+] [lepeiitu x oCHeHEN stuetike cTosbIa B pabodeit obmactu
Ctrl+« [lepeliTy Kk IepBOM sTueliKe CTPOKU
Ctrl+— [TepeiiTu K IOCTIETHEN STUelike CTPOKU B paboyet obmacTu
HeiicmBus ¢ aueiikamit, cmonbuami u cmpoxkamu
F2 [lepeiiTy B pexkuM pelakKTHUPOBAHUS STUEUKU
Alt+A BcTaBuTth CTpoOKy Bhllile
Alt+B BcraButh cTpoky Hipke
Alt+L BcraBuTh cronber cieBa
Alt+R BcraBuTh cronber cripaBa
Ctrl+Alt+M O0beqUHUTD TYEHKU
Alt+Shift+M PasbenuHuTh STUeiku
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CoueTanue KJIaBHII

Onucanue

Ctrl+— Y nanuTh CTPOKY WK CTOJIOeI]
Buidenenue siueek, cmonouo8 u cmpok

1 BeinenuTs sdeliky Bbliie

l Beinenuts sdeliky Hibke

Tab umu — Brigenuts crenyromyo s4eiky

— BeienuTs npedpayIyIo sdeiky

Home BeinenuTs siueliky B Hadasie CTPOKH

End Brienuts siueliky B KOHIE CTPOKU

Shift+IIpo6en Boimenuts cTpoky

Ctrl+IIpo6en Boienuts cTomnbert

Ctrl+Shift+ Home COBHHTB 06JvIaCTb BbIIeJIeHHs OT BbmenveHHoﬁ ST9elKH J10
IIepBOM sUeliku pabodeit obacTu (suetika Al)

Ctrl+Shifi+End Cospnatb Ov6J'IaC”£b BbI/IeJIeHNs OT BbIJIeJIeHHOH sTYelKy 10
nocreHel siaeiiku paboueit obmacTu

Ctrl+Shift+1 COBHHTB 06J;IaCTb BbIJleJIeHNs OT BBIIeJIeHHOM s'9eliKy 10
MepBOM sSUelKU CcToJIb1a

Ctrl+Shift+ Cosnatp 0v6naC"5b BbIJIeJIeHUS] OT Bbme{IeHHoﬁ ST9elKH J10
TocJie;THe STYeKY CTOJNOMA B pabouelt ob6macTu

Ctrl+Shifi+ CoanaTb 06Jv1aCTb BbIJIeJIeHHs OT BbIJIeJIeHHOH siueliKy /10
MIepBOM STYeHKH CTPOKU

Ctrl+Shift+— Co3snatp ov6naCTvb BbIJIeJIEHUS] OT BbmieJIeHHoﬁ STYeKH J10
MocJie;THed ST9efKY CTPOKHU B pabodei obmacTu

Ctrl+A Briennts Bce stueliku B pabouert 061acTy TucTa

Shift+1 PacrimpuTs BeifiesieHe Ha OJJHY STYelKY TaOJIUITbl BBEPX

Shift+| PacimpuTs BhiienieHre Ha OJJHY S4eiKy TabJIuIbl BHU3

Buidenenue mexcma 6 pedakmupyemoii siueiike®

Shift+«— Bbienuts oivH CMIMBOJ CJIeBa OT Kypcopa

Shift+— Brigenuts o1vH CUMBOJI CIIpaBa OT Kypcopa

Ctrl+Shift+«— Brigenuts oHO CIIOBO CjieBa OT Kypcopa

Ctrl+Shift+— Brigenuts oHO CJIOBO CIipaBa OT Kypcopa

Shift+Home Breigenuts comepxuMoe OT Kypcopa JI0 Hadaja CTPOKHU

Shift+End Bbiienuts cosiep>kxvMoe OT Kypcopa A0 KOHIIa CTPOKH

Ctrl+Shift+1 PacivpuTts BhizlesieHue Kk Hauasmy ab3ara

Ctrl+Shift+| PacipuTs BeiienieHre 1o KOHITA ab3aria

Shift+1 PacmupyTs BhizleneHHe Ha OJIHY CTPOKY TeKCTa BBepX
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CoueTanue KJIaBHII Onucanue

Shift+] Pacimiputs BeifiesieHre Ha OJJHY CTPOKY TeKCTa BHU3

JIBOIiHOE HaXkKaTHe JIeBOH

BrimenuThs ciioBo
KHOIIKU MBIIIHA

TpoiiHoe HaxkaTHe JIeBOM

Bruimenuth ab3ais
KHOITIKY MBIIIU

HacxaTue eBoi KHOIIKY MBI 1

BeinenuTh TeKCT BBEpX
nepeMelneHre Kypcopa BBepx

HackaTue j1eBoM KHOIIKH MBI 1

BeienuTs TeKCT BHU3
nepemeriieHre Kypcopa BHU3

* Dmu couemaHus kaabuiu ucnob3yromes npu pedakmupo6aHuu daHHbix 6 auelike mabauubl. Ymobbl
nepeiimu 6 pexcum pedakmupoBaHus, Boidenume sueliky 060iHbIM WEAUKOM MblWU UAU HAXCMUme kaabuury
F2.

Ilepemewenue no mexkcmy 6 pedakmupyemoii siueiike™

— Ha onus cuMBoOII BiieBo

— Ha oguH cumBos BiipaBo

Ctrl+« Ha onHo c1oBo BieBO

Ctrl+— Ha onHo c1oBo BripaBo

1 Ha onny cTpoky BBepx

l Ha onny cTpoky BHU3

Ctrl+1 Ha mavano npeppimytero ab3ara
Ctrl+] Ha nauano cnenytorrero a63ara

* Omu couemarus kaabuw ucnoab3ytomcs npu pedakmupobaruu daHHbIX 6 suelike mabauusl. Ymobul
nepetimu 6 pexcum pedakmupoBaHus, Gbideaume suetiky d60TlHbIM UETUKOM MblWU UTU Haxcmume Kaabuuy
F2.

Pabdoma ¢ popmynamu u ynkuuamu

Alt+F9 3amMeHUTh 4acTb GopMyJibl / GOPMYITy Ha BEIYUCIEHHOE
3HaYeHue

Altt= BricTpas BcTaBka pyHknmu CYMM c aBTOMaTiieckuM
orpefiesieHNeM apryMeHTOB

F9 [lepecuurtats GpopMyJsibl BO BCeM JOKYMeHTe

Shift+F9 [Tepecunrtath GOPMYJILI HA JTUCTE

Ctrl+Shift+F9 [Tepecuntath GopMYJsIbl IPUHYIUTEIBHO

Ctrl+Shift+F5 O6GHOBUTH CCHIIKY Ha JTaHHbIE BO BHEIIHUX JOKYMEHTax

Jpyaue couemanus knabuu
Ctrl+N Cospmatb ¢abin
Ctrl+O OTKpBITH Paiin
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CoueTanue KJIaBHII

Onucanue

Ctrl+Shift+O

OTKpHITH aiin B obiake

Ctrl+P

OTKpI)ITI) OKHO ITpeJBapuTeJIbHOT'0 IIPOCMOTPA U HaCTpOfIKPI
IapaMeTpoOB CTPAHUIIBI U I1e9dTHU JOKYMeHTa

Ctrl+0 (Homb)

YcranoBuTh dakTrueckuit Maciitab crpanuiist (100%)

Ctrl+K BcraBuTh ccbuiky

Ctrl+Shift+V BcraBuTh ccbuiky u3 6ydepa obmeHa
Ctrl+Shift+1 Pa3znenuts rpynmnsl paspsnoB

Ctrl+F;

Ctrl+H OTKpBITE TaHeNb ITOMCKa

Ctrl+T OTKpBITh OKHO CO3JJaHUsI «YMHOM» TaOIUIIbI
Shift+F3 OTKpBITh TaHeTb PYHKIAH

Ctrl+/ OTKpBITh OKHO OBICTPBIX JeHCTBUN

F1 OTKpBITh CIIPaBKy NPUIOXKEHUS

Haskatvie mpaBoii KHOIIKY MBIIITHA

OTKpBITh KOHTEKCTHOE MeHIO BBIOPAaHHOT'O 3j7IeMeHTa

Alt+ITpoben

OTKprTb KOHTEKCTHOe MeHIO aKTHMBHOI'O OKHA ITPUJIOXKeHHs

Alt+F4

3aKprTI) dKTUBHOE OKHO ITPUJIOKEeHH
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Taosmua 29 — Coueranua kiiasuia B macOS

CoueTranue KJIaBHIII

Omnmucanue

IIpa6ka codepicumozo

$Cmd+X Bripesats

$Cmd+C KomupoBath

%Cmd+V Bcrasuts

~=Option+Cmd+V BcraBuTh 3HaueHus u popmar

$Cmd+S CoxpaHUTb

{Shift+32Cmd+S CoxpaHHUTb Kak

% Cmd+Z OTMeHUTH HOoCJIefHee BLIIIOJIHeHHOe NefiCTBHe
#€Cmd+Y [ToBTOPUTH pPe3ybTaT OTMEHEHHOIO eUCTBHUS

~=QOption+{ Shift+3Cmd+V

OTKpBITH pacmvpeHHbIH Oydep oomMeHa

Delete Y panute OIUH CUMBOJI CJIeBa OT Kypcopa
Fn+Delete Y aanutb ofUH CUMBOJI CIIpaBa OT Kypcopa
38Cmd+Delete;

. V¥ nanuTh yacThb CJI0Ba WK CJIOBO CJieBa OT Kypcopa
~=Option+Delete
$8Cmd+Fn+Delete;

] ¥ manmuTh YacTh CI0Ba WK CJIOBO CITPaBa OT Kypcopa
~=Option+Fn+Delete
~~QOption+aEnter Hauatp HOBBII ab3a1t

~=Option+{ Shift+IIpoben

BcraButh HepaspbIBHBIHM poGet

$6Cmd+1{ Shift+- BcraBuTh Hepa3phIBHBIHN neduc
~~Option+- BcraBuTh KOpOTKOE THpE
~Option+{ Shift+— BcTaBuTh ITMHHOE THpE
dopmamupobanue codeprcumoz20
%Cmd+B [Momy>xupHBIH
Cmd+I Kypcus
%€Cmd+U [TomyepkHy THIH
{1 Shift+seCmd+= Hancrpounsiii 3Hak
%Cmd+= [ToncTpounsIii 3HaK
{1 Shift+ggCmd+A Bce mpomnucHbie
T Shift+3eCmd+C Konuposats popmaTrpoBanue
T Shift+eCmd+V IIpumenuTE POpPMAaTHpPOBaHUE
$Cmd+L BuIpoBHATE cofep kuMoe siueiiky 110 JIeBOMY Kpato
% Cmd+E BBIpOBHSTE COflepXUMOe ST9edKH 110 IeHTPY
%Cmd+R BBIpoBHSTE CozlepXUMOe sTIelKy 10 IIPaBOMY Kparo
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CoueTanue KJIaBHII

Onucanue

$Cmd+]J BrIpoBHATE CcOnep)xUMOe STYelKU 110 [IUPUHe
IIepemewenue 6 padoueii o6racmu
Fn+1 Ha onun axpaH BBepx
Fn+| Ha onuH skpaH BHU3
Fn+3Cmd+« [lepetiTi k IepBO stuetike pabodyeit obiacty (suetika Al)
Fn+%Cmd+— [lepetiTi k IOCIETHEN sTuetike pabodeit ob6IacTu
$Cmd+1 [lepetiTi k IEpBOM sTuelike cTONOIA
$Cmd+] [lepetiTi k OCTETHEM sTueiike cTonbIa B paboyeit 0b1acTy
#8Cmd+«— [lepeliTi K IepBOM sTuelike CTPOKHU
$Cmd+— [lepetiTi k OCTETHEH sTueiike cTONOIA B paboyeit 061acTu
HeiicmBus ¢ aueiikamit, cmonbuamu u cmpoxkamu
Fn+F2 [TepeiiTul B pe>xuM peJlaKTUPOBAHUSI STYUeUKH
~=Option+A BcraBuTh cTpOKY BbIIIIE
~QOption+B BcraBuTh CTpOKY HIKe
~=Option+L BcraButh cronbern ciesa
~=Option+R BcraButh cronberr cripaBa
~=Option+3 Cmd+M OObenuHUTD STUeHKU
~=Option+{ Shift+M PazbenuHuTh sueiiku
% Cmd+- V¥ ianute CTPOKy Wi CToJIber]
Buloenenue saueex, cmonabuoB u cmpok
1 Boimenutsb stueliky Bbitie
! Briienmuth sueiiky Hike
Tab wmu — Breigenuts cienyromyo ssdeiky
— Brimenuts npenpinytnyto saeiky
Fn+— BhiienmuTh sueiiky B Hadyajie CTPOKH
Fn+— BhiienuTh siueiiKy B KOHIIE CTPOKH
{1 Shift+IIpoben Brimenmuts cTpoky
{1 Shift+3Cmd+IIpo6en Boienuts cronbert
st Favscind e
st Costam o, et 1 o i o
Shift+sCmd-+1 Co3paTh 00/1aCTh BBIAEJIeHUS OT BBIIEJIeHHON SYeiKu 10

IepBoy STYeKU CTOJIONA
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CoueTanue KJIaBHII

Onucanue

CosmaTh 00/1aCTh BBIIEJIeHUS OT BBIJICJIeHHOH SYeHKHU JI0

{1 Shift+3Cmd+| . N g
nocyieIHed si9erKy CTosbIa B paboueit 06acTu
0Shifit+seCmd-+ Sgps;lsgbﬂzggig;?iizneHI/m OT BBIZIEJIEHHOM STIelKH J10
0Shift+seCmd+— Co3snathb O“6JIaC'Sb BBIJIEJIEHUS OT BbI,[[fEJIEHHOfI STYeUKH JI0
TIOC/IeTHeN ST9eKYU CTPOKH B paboueit ob1acTu
$Cmd+A Brienutsb Bce siuelikul B pabodeii 0061acT JIMCTa
{1 Shift+1 PacuupuTs BblziesieHre Ha OJIHY S9eHKy TabJIMIIbI BBEPX
{1 Shift+] PacmupuTs BhizieieHre Ha OJIHY ST9elKy TaOJHIIBI BHU3
Bvldenenue mekcma 6 pedakmupyemoii siueiike®
{tShift+« BrienuTs 0MH CUMBOII CJIeBa OT Kypcopa
1 Shift+— BhiiesmuTh oMH CUMBOJI CIIpaBa OT Kypcopa
{1 Shift+Cmd+«— Brigenuts 01HO CJI0BO ClleBa OT Kypcopa
1 Shift+3Cmd+— Brinenuts ogHO CI0BO cIipaBa OT Kypcopa
Fn+{Shift+« Breigenuts copepxuMoe OT Kypcopa 10 Hadajla CTPOKHU
Fn+{Shift+— Breigenuts copepxuMoe 0T Kypcopa 10 KOHITA CTPOKHU
{1 Shift+2Ctrl+3Cmd+1 PacmmpuTts BeiienieHre k HaYay ab3ara
{rShift+2Ctrl+3Cmd+ | PacumupuTs BhlenieHre 1o KoHIla ab3ana
{Shift+1 PacmmpuTs BelfiesieHre Ha OJHY CTPOKY TeKCTa BBEPX
{tShift+] PacmmpuTs BelfiesieHre Ha OOHY CTPOKY TeKCTa BHU3

JIBOMHOE Ha)KaTHe JIeBOM KHOIIKU MBIIIA

Brimenuts ciioBo

TpoiiHoe HaXkaTHe JIeBOM KHOIKY MBIIIN

Bruinenuts ab3ars

Haxxatue 1eBoii KHOIIKY MBIIIH U
nepeMelrieHre Kypcopa BBepx

BrigenuTts TekcT BBepX

HaskaTue j1eBo¥ KHOIIKH MBIIIN K
IepeMelieHre Kypcopa BHU3

BI)II[EJ'[I/ITB TeKCT BHU3

* Omu couemarus kaabuw ucnoab3yomcs npu pedakmupobaruu daHHbIX 6 suelike mabauubl. Ymobbl nepelimu
6 peoicum pedaxkmupobanus, Bbidenume sueliky 0B0UHbIM WEAUKOM MbLUWU UL HAXCMUME couemaHue Kaabuiu

Fn+F2.
Ilepemeurenue no mexkcmy 6 pedakmupyemoii siueiixe*
— Ha oxgun cuMBoOII BileBO
— Ha onuz cuMBo BIIpaBo
% Cmd+«— Ha ozxHo cjioBO BiIeBo
% Cmd+— Ha omHO citoBo BIipaBo
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CoueTanue KJIaBHII

Onucanue

) Ha onHy cTpoky BBepx

l Ha onHy cTpoky BHU3

$Cmd+1 Ha nayvasno npeppinyiero ab3arma
$Cmd+] Ha nauasno cnenytomiero absana

* Omu couemarus kaaBuw ucnoab3yromest npu pedakmupobaHuu 0aHHbIX 6 suelike mabauubi. Ymobwbt nepetimu

6 pesicum pedaxkmupoBarus, Bbidenume suetiky 0BOUHbIM WEAUKOM MblWU UL HAXCMUMeE couemaHue Kaabu

Fn+F2.
Paboma ¢ popmynamu u yHxuuamu

~<Option+F9 3aMeHHUTb YacTb GopMyIIsl / GOpMyIy Ha BEIYUCIIEHHOE
3Ha4YeHUe

~<Option+= bricTpas BcTaBka pyHkunn CYMM ¢ aBTOMaTH4eCKUM
olpefiejleHNeM apI'yMeHTOB

F9 [lepecuutats GopMyJsIEI BO BCeM AOKyMeHTe

1 Shift+F9 [lepecuuTath GOpPMYIIBI HA JIHICTE

{rShift+3Cmd+F9 [lepecuntath GoOpMyJsIbl IPUHYIUTEIBHO

{rShift+3Cmd+F5 OGHOBHUTH CCBIJIKM HA JaHHbIE BO BHEIIIHUX J0KyMeHTax

Jpyaue couemanus knaBuwu

% Cmd+N Co3pmatb datin

%Cmd+0 OTKpBITH aiin

fShift+32Cmd+0O OTKpbITE aiit B obiake

%Cmd+P OTKpBITH OKHO TIPEIBAPUTEILHOTO IPOCMOTPA U HACTPOUKU

$Cmd+0 (HO07B)

YcranoBuTh pakTrdeckuit Macirtab crpanuist (100%)

% Cmd+K BcraBuTh ccbuiky

$8Cmd+1{ Shift+V BcraButh cobiiky u3 6ydepa obmeHa
$8Cmd+{ Shift+1 Paznenuts rpymnsl pa3psioB

% Cmd+F OTKpBITh IaHesb IIOMCKa

% Cmd+T OTKpBITH OKHO CO3IAHUS «YMHOM» TaOJIUIIBI
1 Shift+F3 OTKpBITE MaHeNb GYHKITHIA

% Cmd+/ OTKpBITH OKHO OBICTPBIX AeMCTBUN

Fn+F1 OTKpBITH CIIPaBKY MPUIOXKEHUS

Haxxatue npaBoﬁ KHOITIKH MbIIITHA

OTKprTb KOHTEKCTHOe MeHIO BbI6paHHOI‘O JJIeMEeHTa

%£Cmd+Q

BHKprTb dKTHMBHOE OKHO ITPUJIO’KEHU
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