NNIABOPATOPHAA PABOTA Ne3
PABOTA C TEKCTOBbIM NPOLIECCOPOM MS WORD

BpeMH BBIIIOJTHCHUS — 2 YJaca.

eab padoTbl
OcBOCHHE TPUEMOB CIIOKHOTO PEIAKTHPOBAHUS JOKYMEHTOB B TEKCTOBOM
nporeccope MS Word.

3agaum 1a60paTOpHOii padoThI
[Tocne BeImOTHEHNS PAOOTHI CTYIEHT JAOJKEH:
— TMpUOOpPEeCTH  HABBIKM  CO3JaHUSI ~ aBTOMATHYECKOTO  OTJIABJICHUS
JOKYMEHTA,
—  OCBOMTb NPUEMBI PabOTHI IO CO3JAHUIO IPEIMETHOTO yKa3aTels;
—  Hay4uTbCs BCTABIIATb CHOCKH.

Ilepedyennb o0ecneunBaOUINX CPEICTB
Jlns oOecrieueHus BBIMOJHEHUS PaOOThl HEOOXOAUMO UMETh KOMITBIOTEp C
oneparonHoi cuctemoir MS Windows, odpucueiM makerom MS Office 2007 u
METOMUYECKUE YKAa3aHHUS 1O BBITIOJTHEHUIO PA0OTHI.

OO0mue TeopernyecKue CBeIeHHs
OI'JIABJIEHUE

OrnaBieHue - 3TO CIUCOK 3aroJIOBKOB JIOKyMeHTa. J[Jist Toro 4to0bl OBICTPO
cAenaTh  OIVIABJICHUE  JIOKYMEHT  JIOJDKEH  ObITh  OoTopMaTtupoBaH ¢
WCIIOJIb30BaHUEM YPOBHEU CTPYKTYPhI IOKYMEHTA UJIM CTUJIEH 3ar0JI0BKOB.

[Ipexnae uweM A00aBiIATH B JOKYMEHT OTJIaBJIEHUE HEOOXOIUMO ITYHKTHI,
KOTOPBIC JIOJDKHBI OBITh OTPaXK€HBI B HEM, O()OPMHUTH B BHUJIE 3ar0JIOBKOB Pa3HOTO
YPOBHSI WJIM MPOCTO YCTAaHOBWUTH JJIA HUX pa3iaudHblie ypoBHU. Ilociie Toro kak
CTPYKTypa IOKyMEHTa c(OpMHpOBaHa YCTAaHOBHUTE KYpCOp B MECTE BCTaBKHU
OTJIaBJICHUSI W HaxXMHUTE KHONKY "Oecnasnenue” mnanenn 'OraaBienue’. B
OTKpBIBIIEMCS OKHE (pHC. 1) BhIOepUTE HYKHBIN (hOpMAaT OTJIABIICHUS.

[Ipy HEoOXOAMMOCTH TOHKHUX HACTPOEK OTJABJICHUS BBIOEPUTE MyHKT
«OrnaBiieHue...». B OTKpBIBIIEMCSI OKHE MOKHO HACTPOUTHh KOJIMYECTBO YPOBHEH
OTJIaBJICHUS, 3allOJIHUTENh, OTOOpakKeHHe HOMepoB crpanull (puc. 2). s
HaCTPOMKH MapaMeTPOB OTJIABIICHHS HYKHO Ha)KaTh Ha KHOMIKY «[lapameTpsl...».



InagHas Bcraska

[Ew JoBaeuTe TekeT ~

|§'!' OBHOBWTE TAGAWLY
OrnaeneHmne

-

PasmeTea cTpaHWLbl Ceninkm

.“I';l] ECTaBEWUTE KOHLUEEYH CHOCKY

As Cneaywan cHooka =
BcraenTs
CHOCRY E—I MokazaTe CHOCKK

BCTpoeHHBIA
ABTOCOBHMpaeMoe ornasneHme 1

OrmaprcHHe
Faronopok 1

ABTOCOBHMpaeMOe ornasneHmne 2

PyuHoe OrnagneHmne

OrmaereHHe
raaEs | 1}

Beegsme HasBaHWe Faabk [ypobenis 2)

Faabe (ypo 3

e | 1}

¥

bW oM

OrnaeneHwne..,

¥aanuTe ornagneHme

E@ CoxpaHWTe BeigEne Bl parm

PI/ICYHOK 1 — Menro BLI60pa BCTPOCHHOI'O CTHJIA OI'NIABJICHUA

-
Ornaenedue

BN

YKasaTenn

CrWcoK WNNKoCTpaLmil I Tabnuua coeinok.

OfpaseL NeYaTHOro AOKYMEHTA

Ofpasey 5eB-A0KyYMEHTE

3AroNOBOK L covveiiiceeiinnsi e 1
3AroN0BOK 2.iiveeinieeennnsnnennans 3
3Ar0M0BOK 3. ieeerirsnennans 3

3aronoeok 1 -
Jaronoeok 2

3aronceock 3

MoKazaTe HOMEPE CTPEHWLL
HoMmepa CTpaHKL No NPEEoMY Kpak

3anonHATENL: | ....... IZ|

Ofime
acpners: [sussrore[7]
YpoBHM: 3 El

TMNEPCCRINKK EMECTO HOMEPOE CTPaHMLL

e

) (omee )

Pucynok 2 — OKHO TOHKON HACTPOWKHU OTJIaBJICHUS



B okne mapamerpoB ornaBineHus (puc. 3)  MOXHO YyKaszaTb CIOCO0
dbopMHUpOBaHUS OTJABJIEHUS: WCHOJb3yS CTUIH, YPOBHU CTPYKTYPHl WIM TOJIS
AIIEMEHTOB oryaBieHus. Kak mpaBuiio, OrjiaBieHHUS CO3JAI0T Ha OCHOBE CTUJICH
WIH YPOBHEW CTPYKTYphl. 3[1€Ch K€ MOXHO YKa3aTb COOTBETCTBUE JIOCTYIIHBIX
CTUJICH 3ar0JIOBKOB M YPOBHEH CO371aBa€MOT0 OTJIaBJICHUSI.

MapameTpebl orazsneHMa I.ili:—hj

CobpaTe ornaeneHWe, MCMONL3YA:

HAocTyrnHBIE CTHUAK: YpoEeHb:

¥ 3aronosow 1 1

¥  Saronosok 2 2
¥ 3aronosok 3 3
Jaronosok 4
3aronosoK 5
3aronoBoK & il
YPOEHKM CTPYKTYPEI

I:l NonA 2NEMEHTOE OrNaEnNEHHA

Chpoc [ 0K ] [ JTMEHA

Pucynok 3 — OkHO nmapameTpoB OTrJIaBICHUS

JInsi M3MEeHEeHMsI BHELIHErO BHUJA OIJIABJICHHS HEOOXOJIMMO Ha)XaTh KHOIKY
«/I3MEHUTB...» B OKHE TOHKON HACTpOMKH oriasiieHus (puc. 2). B oTkpeiBIIemcs
okHe (puc. 4) MOKHO HACTPOUTh CTHJIA BJIEMEHTOB OIJIaBJICHUS (HE 3arojOBKOB B
TEKCTEe, a MMEHHO orjaBieHus). Jas 3Toro HeoOXOAUMO BBIACIUTH CTUIIb,
COOTBETCTBYIOIINNA HY>)KHOMY YPOBHIO, U HaaTh KHOIKY «/3MEHUTS...».

[conne EE=)

BriBEpUTE HYHHBIR CTUNE ANA INEMEHTE YKA3ETENS

Crmni:

Ornaeneqme 1

-
T Ornasnerne 2
T Ornasnexne 3
T Ornaenexve 4
¥ Ornasnetne 5
T Ornasneque 6
T Ornaenexme 7
T OrnaeneHne 8
T Ornasneqwe 9 =

Obpazew

o
+CHOBHOW TEKCT iinr
WHTEpPEan -
MNocne: 507, CTunb: OBHOBAATE SETOMaTHHECKM,
CKpbITE A0 MCNONL30BaHWA, MpropuTeT: 40
CCHOBEH Ha cTine: OBbMHEI e

[ OK l[ OTMEHE ]

Pucynok 4 — Hactpoiika BHEIIHEr0 BUIa OTJIABIICHUS



B otkpsiBmIieMcst OkHE (pHC. 5) yCcTaHAaBIMBAIOT MapaMmeTpsl mpudTa, ab3aiHbIX
OTCTYINIOB U UHTEPBAJIOB, TAOYJISILIUK U JP.

.
Wzmerenne cnan |. ? ﬁ]

CeoicTBa
MMzt OrnasneHue 1
CTHMg: ABzaL

[-]
QCHOBaEH Ha CTHNE: T ObbI4HEN E
[=]

CTunb cneaywowero abzaua: T ObbI4HEN
DOPMATUPOBAHME
Calibri (QcHosHoR TEKIE 11 El K & 4 AETO E|

= = = | *
= E = |

(]
- &
(]
ik

il
¥

il

3INeMeHTbl OrNaBNeHna He HEII;I,ﬂ,EHbI.

WHTEpEAN
Mocne: 50T, CTunb: OBHOBNATL GETOMATHYECKM, CKPLITE 40 MCNONL308aHHA, MpropuTeT: 40
OCHOBEH Ha cTune: OBkMHBIA
Cneayrowmid cTine: ObeiYHEIR

[] noBaBuTs B crMcoK SKEMpecc-CTHNE OBHOBAATL ABTOMATHYECKM

(@ Tonoko B 3TOM gokyMeHTe () B HOBbIX AOKYMEHTEX, MCNONLSYROWMX 3TOT WabnoH
$opmat ~ [ CiK l ’ OTMeHa ]

Pucynok 5 — PenaktupoBanue cTuis 1-ro ypoBHSI OTJIaBJICHUS

[Ipy wW3MEHEHHH CTPYKTYpbl JOKYMEHTa, J100aBJIIEHUM HOBBIX 3aroJIOBKOB,
U3MEHEHUM YpPOBHA CYLIECTBYIOIIMX HEOOXOAMMO OOHOBUTH  CO3/IaHHOE
orjapiaeHue. [lJs 92Toro IMIEJKHUTE JIEBOM KHOIKOM MBIIIM Ha CJIOBE
«OrnaBieHue» U HaXMUTE KHONKY «OOHOBUTH TaOMUIy...» B 3arojoBKe Oi0oKa
orjaBiicHHs. Takke MOXKHO IIEJIKHYTh PAaBOM KHOINKOW MBIIIN M0 COAECPKUMOMY
OrJIaBJ€HUS U BHIOPATh MyHKT KOHTEKCTHOIO MEeHIO «OOHOBUTH Noie» (puc. 6).

e vI_Ti OBHOBWTE TaBANLY... I

OrnasjieHue

MOMETKE 3NEMEHTOB OTMABIEHMA cevvivesisiassescsiissesnssssassssassesessbssssssassssss st smsnsbabassasmssesnssnsassssnssasasseens 1

Co30aHWNE OTNABAEHWNA M3 KOMNMEKLMM . .ocueeeeiececnssssssssassesssssss s sns st st sms bbb s sssss s sesns st sssmssnss 2

Cospanve cneymanmsMpoBaHHOro OTNABAEHMA . sesessnsnsseenns e A 3

OBHOBNEHNE OTNABNEHMWA wovsesessesssssssssssss s s sssss s s s s s [ NapamerpuBcrapie: | 4

YAaNEHNE OTNABCHMA oeeririrces st ss s sssssss s ssssssnsnes a3l 4
06 ;

JoBaBneHne K OKYMEHTY CCbUIKW U AMTEPaTypPHOro McTOuHMd S _OSHosuTs none l....s
N3meHuTE none...

MoNCK NNTEPATYPHOTO MCTOUHMKR «.eececscc e sesssssssmsmsssssssssssnsnssssnes Koae/sHaueHns nonei |- 6

PenakTvpoBaHWe 3aN0NHUTENA COBUTKM wormrinresemsmssnsnsssssnsnssaenes A Wpngr. | 7

ﬁ AB3aL.
Co3aaHme CNNCKE MNTEPETYPD woereressssessene e snsssssssssmsmssssssssassnnns] s = | mapxepsw [y [ 8
JobaeneHve HOBLIX CTUAEHA CNCKa AUTepaTypbl ¢ cadTa Office $=  Hymepauus [» | 9
L CTrnm >

PucyHnok 6 — OGHOBJIEHHE OTJIaBJICHUS
4



3AJJAHUE Nel.
Co31aHue aBTOMATHY€CKOI'0 OIJIaBJICHUS

1. Ckomupyiite daiin «MupopmaTrka.docx» k cebe Ha pabouwii CTOJI,
OTKpOWTE ero A paboThl.

2. Otkpoiite okHO «CTHIN» U HOKMHUTE KHOTIKY «C031aTh CTHIb) .

s % 34 Haiimw

a
Hac JAMEHWTE
1 MsmeHnTe
THAN ™ g Bbigennts ©

CTiaum I IPe,:l,anTnp-:ueaHne
el

‘13 1+ 141 15 1 16 L edFen -

Crnnm * X

CHUCTUTE Be -

apple-converted-space

Ly [

I OBBI4HER

Bes uHTepsana
SJaronosok 1
Jaronosok 2
HazsaHue

MoazaronosEok

nosa-informati ue.- Cnafioe BEIENEHE
sion-(MHbOpMAaITHA)- Beiaenerme
v KaK - HaYKH - 06 . CHNbHOE BbIAENEHWE

CTporuii

JpAHITHH,” TEepMHH-
1. B TO;H‘CE BpEMiL,- BblAENEHHaR LMTATE
AIPYTOHTEPMHH— Cnabas cooinka
:KH) 1|- CUNbHER CobIKa

HasBaHHe KHUrK

UmTtaTa 2

ﬂmmm'glﬁmmmnali'ﬁﬁlﬁﬂdm

3aF0T" IBe" HAYKH' — Asm o
tdhopMHpOBaTACk" B- i
BIX -OTHOIICHHH. E&-

[C] NpeasapuTensHsil npoctoTp

OM-CTATTO H3YHIEHHE " [ oTkmouwTE cBRZaHHBIE CTMAK
3((EeKTHBHOCTH" TerrE.

Pucynok 7 — Oxno Ctunu

3. Co3manuM CTUIIbL HAa OCHOBE 3arojioBKa IEpBOrO YpOBHA. 3ajaiTe uMs
cruinsgs Moi 3aroqoBok 1, ctuinp AO3ama, ocHOBaH Ha cTwie 3arojioBpok 1,
dbopmatupoBaHue:

e tun mpudra Arial;
pazmep mpudra 14,

BCE OYKBBI IIPOIKCHEIE,;
HadyepTaHue MIPUQPTA «KUPHBIID;
1BET WIpU(Ta KPACHBIH;
BbIPaBHUBAHUE T10 LIEHTPY;
MEKIyCTpOUHbIN uHTEepBan 1,15;
OTCTYII EPBOM CTPOKH | cwMm;
uHTEepBail nepen 6 nr, nocne 12 0.

Jns ToHKOM HacTpoiiku mpudTa U ad3ana ucnoiablyiite MeHio Popmar.
[Tocne Hactpoiiku Bcex napameTpoB Haxmute OK.
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r ~
CosgaHue cTuaa l ? &]

CeoiicTBa

Wma: Moi1 nogzaronosok 1

CTunb: Abzaua IZ|

OcHoBaH Ha cTune: 913 3aronosok 1 IZ|

CTune cneayrowero abzaua: T OBbiHHEIA IZ|
DopMaTUPOBaHHE

Arial = B ] g || ——— |

+ ¥
* +

= =

WHSOPMATUKA U NMPEOMET EE UCCNEOOBAHUSA

WpndT: (Mo ymonuaHuo) Arial, LiseT wpndTa: KpacHsIii, BCe mponucHele, OToTyn: -
Mepean ctpoka: 1 am, Mo ueHTpY
MexxaycTp.MHTEpEaN: MMHMMYM 1,15 NT, nHTepsan
Mepeqa: 60T

[06aEMTE B CiMCoK 3Kapecc-cTuneil || OBHOBNSTE aBTOMATHHECKM

@ Tonsko B 5ToM AokymMerTe () B HOBLIX AOKYMEHTAEX, MCMONB3YIOWNX STOT Wwabnox
DopMaT * I OK ‘ I OTmeHa
h

Pucynok 8 — Co3nianue cTuiis

4. Jlamee BblaenuTe ¢parMeHT TEKCTa (3arojloBOK 3€JIEHOr0 IBETa) U B
CIIICKE CTHJICH HAWUINTE CO3TaHHBINA BaMHU.

CTHAH o

OYHCTHTE Be »
14nT

14 0T, KpacHeii

14 0T, NoNy:MPHBIA, KpacH

14 0T, NoNYHMPHBIA, KypoMl

20 0T, Nony:KMpHBIA, TEMHD
Saronosok 1 T

KypCWE, YepHbliA

| Mot zaronosok 1 1T|

HYMEpOBaHHEIR, Cneea: 0,&

Pucynok 9 — Be16op ctumns

5. AHanoOruyHo co3JaiiTe CTUIb HAa OCHOBE 3arojoBKa BTOPOTO YPOBHS,
nante uMs «Moil Toa3aroJIOBOK.

6. Jlamee Hago Ha3HAYWUTH HOBBIE CTWJIM 3arojioBKaM B JokyMmeHTe. K
3aTOJIOBKAM, BBIJCNCHHBIM 3€JCHBIM I[BETOM, NpuUMeHHTe cTHib MOM
3AT'OJIOBOK 1, k 3aroyioBkaM, BbIIEJICHHBIM CUHUM LIBETOM, IPUMEHUTE BTOPOU
co3auHsbit Bamu ctts MOM TTOJI3ATOJIOBOK.

7. BepHuTech B Ha4allo IOKyMEHTa U J00aBbTE OryIaBlieHUE. Bkianka JIeHTHI
«Ccruikn» 010k «Ornasiienue», kHonka OriaBjieHne.

8. Bribeputre Qopmar ornaBieHHS, B KOTOPOM OTpaKaroTCs HOMepa
crpanull. [IpoBepuTh pabOTy oOriaBiieHUs, WIEIKHYB MO KAaKOMY-JIMOO IYHKTY
JIeBO¥ KHOTKOM MBIIIH ¢ 3axaToi kHonkou Ctrl Ha kiaBuarype.
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MMPEIMETHBIN YKA3ATEJIb

[lpenmeTHbIil yKa3zaTelb - 93TO CIHCOK TEPMHUHOB, BCTPEYAIOIIUXCA B
JOKyMEHTe, C YKa3aHMEM CTpaHHIl, TI/€ OHM pacroyiokeHbl. [IpenmMeTHbIi
yKa3aTellb MOXHO CO3JaTh IS CIEAYIONINX JIEMEHTOB:

e OTACTBHBIX CJIOB, (pa3, CAUMBOJIOB;

o Pa3JIENIOB;

e CCBUIOK.

Jis paboThl ¢ 3TUM 37eMeHTOM (OpMaTUPOBaHUs IMpEAHAa3HAUCHA MaHENb
"IlpeameTHBbIN yKa3aTeab'" .

j [Z] NpesMeTHEIA yrazaTene
=

MoMeTuTe
INEMEHT

MNpeameTHBIA yKasaTenk

Pucynok 10 — ITanens [IpenMeTHbIl yKa3aTenb

UtoOBbl uUCHOJIb30BaTh B KauyeCTBE MPEIMETHOTO YyKaszaTelsl Kakou-iu0o
dbparmMeHT TekcTa, ero HeoOX0AUMO BBIJICIIUTD, 3aTEM HakaTh KHONIKY "Ilomemumb
onemenm" Ha nanenu "'IlpenmeTHblil yka3zaTeJib''.

CnpegeneHue INEMEHTE YKasaTens Iilﬂ—hj

“HudopmMaTHRA -
3NEMEHT YKaZETENSA
H3MepeHHA (OlleHKH ) ‘HH — [Fnpopsarusa |
nepeain: C- NPHMCHCR | | o umemmmn: | |
Cp CACTB O MapameTpe
©) nepexpecthas coinka:  [Cm. |
DHH{I’D]}R’IHTHRH o= @ Terywas cTPaHULE !
CHCTEMATH3HD YHOIITAA - (7) AMANAZ0H CTPEHMLL !
EDCHPDIEEEJEH}%‘H:'Dﬁp“ 3aKNANKE: 1
BBITHCIIHTCIIBHOH" B wopmar Homepa crparie 1
(I)FH](]JHDHHPDEM DTN [ nonymmpsii I
[ kypane

MD‘IDJ'II:-3'!.I'I-T1TE O3HHDE OKHO ANnA NOMETKM 3INEMEHTOB
YKa3aTENA,

EHOEHOIE- BMEHEH' I‘IH(I)D] [ MoMETUTE ] [I'IQMETHTI: BCE ] [ OTMeHa
)B-  paboTBI* C-  ammg J

Pucynok 11 — Onpenenenue anemeHTa yka3aresns

HpI/I IMOMCTKC TCKCTAa B JOKYMCHTC ,21068,BJ'I$I€TC$I CIICHUAJIBHOC CKPBITOC I10JIC!



JInst OKOHYATENbHOW COOPKH TPEAMETHOTO YKa3aTelsl HAKMUTE KHOIKY
"llpeomemusbiii  ykazamenv" W TpU HEOOXOJUMOCTH B TOSBUBIIEMCS OKHE
MPOU3BEUTE OKOHYATEIbHBIE HACTPONKHU.

i -
YikazaTens — I. 2 _Eh]
{| OrnaBneqme | Crmcok wnniocTpauid | TaBnwua cosinok

Ofpazel, Ne4aTHOrC AOKYMEHTA

ApucroTens, 2 - T @ CoTCTYNoM ) Bes oTcTyna
AcTtepownapbl, noAc. Cvm. KOnuTep KonoHkKM: 2 =

ATmochepa Aska: PYCCKMA IZ|

3emnA

woHocdepa, 4

[ HomMepa cTpaHML No NpaEoMY KpaEHo

JANOAHUTENL!  [vieaes

POpMETBI: W3 wabnoHa IEI

MoMeTHTE... ] [ﬁsmnonema... ] [ﬂmEHMTb... ]

[ OK ] [ OTMeHa ]

Pucynok 12 — [1apaMeTpbl IpeAMETHOTO yKa3aTes

3AJAHUE Ne2
Co3naHne npeAMeTHOr0 yKa3areJst

B daiine «MubopmaTrka.doCX» B KOHIIE JOKYMEHTa CO3Ia UM MPEAMETHBIH
yKa3aresb. BHauane HeoO0X0IMMO MOMETUTH T€ CJI0BA, KOTOPbIE OyIyT BXOJIUTH B
IIPEAMETHBIN yKa3aTeNb:

1. Haiinure B Tekcte cioBo «MHpopmaTHKay, BEIACIUTE €r0, NeperanTe Ha
BKJIANIKy JIGHTBl «CChUIKM», Ook «lIpemMeTHbIi yKka3aTenby, HAKMHUTE KHOIKY
«ITometuthp d1eMeHT». B mosiBuBImIEMcs OKHE Ha)XXMuUTe KHOMKY «IloMeTuThby,
3aTeEM «3aKpBITHY.

2. Ilocne HaxkaTus Ha KHOIIKY HEMEYaTaeMble€ CUMBOJIBI CTAHYT BUJIMMBIMH,
Y TIOCJIE CIOBOCOYETAHHUS OSBUTCS CKPBIThIN TekeT Buaa: {XE “UnpopmaTtrka’}

3. AHaJOTUYHBIM CIIOCOOOM MOMETHTE BCE KIIFOUEBBIC CJIOBA M TEPMUHBI.

4. Kormga Bce ciioBa MOMEYEHbBI, YTOOBI CIeNIaTh HEBUIMMBIMU HEMledaTaeMbIe

3HAKHM, HAKMHTE Ha BKJIaJIKe JeHTHI «I 1aBHas» B G0Ke «AG3a1» KHONKY T .

5. IlepemecTuTech B KOHEL JOKYMEHTA, BCTABBTE Pa3pblB CTPAHHULIBI.

6. Ha HOBO# cTpanune HanumuTe 3arojoBok «I[IpenMeTHbIN ykazatenby, U
BCTaBbTE yKa3aTelb: BKJIaaKa JeHTbl «Ccbuikm», 0ok «IIpeaMeTHslil yka3zaTensby,



kHomka «[IpemMeTHBIN yKa3zaTenby», 3akianka YKa3arelb, BbiOepuTe ¢dopmar
MIPEAMETHOIO YKa3aTelisd, HApUMED, 3aTCHIIUBBIN.

CHOCKHA

CHocku HCIIOJIB3YIOTCA B JOKYMCHTC IJIA HOSICHCHHﬁ, KOMMCHTApUCB H
CCBIJIOK Ha APYTHUC JOKYMCHTEI. HpI/I OTOM AJIsA HOI[pO6HI>IX KOMMCHTApPHUCB JIYYIIC
HCIIOJIb30BAaTh OOBIYHEIC CHOCKH, a JJId CCBIJIOK Ha HCTOYHHMKHN — KOHIICBBIC.

CHocka cocTOUT U3 ABYX CBs3aHHBIX YacTel: — 3HaKa CHOCKU U TEKCTa
CHOCKHMH.

—_—

-

[T
[ [
2)(3

4
1 3Haku 0OBIYHOM U KOHIIEBOM CHOCOK
2Paznenurenn
3TekcT 0OOBIYHOM CHOCKH
4 TekcT KOHIIEBOI CHOCKHU
Pucynok 13 — Pacnoyio’keHue 3Haka U TEKCTa CHOCKH

Bcmaska ob6vrunoti u konyesoti cnocku

B Microsoft Office Word Benmercst aBTomaThueckass Hymepalusi CHOCOK B
COOTBETCTBHM C yKa3aHHOM CXEMOIl: CKBO3HAs HyMepalus M0 BCeMY JHOKYMEHTY
WJIU OTJCJIBHO JIJISl KKJI0T0 pasjena.

[Ipy mepeMelnieHUH, KOMUPOBAHUM WIM  YJAJ€HUM aBTOMATUYECKHU
HyMEpPYeMbIX  CHOCOK  OCTaBIIMECS  3HAaKM  CHOCOK  aBTOMAaTHYECKHU
MePEHYMEPOBLIBAIOTCHI.

1. B pexume pa3MeTKH YKaXUTE MECTO JIJIsl BCTABKU 3HAKa CHOCKH.

2. Ha Bknaake Ccpuiku B rpynne CHOCKH BeiOepuTe KoMaHny BeraBuTh
00BIYHYI0 CHOCKY W1 BCTaBUTh KOHLIEBYIO CHOCKY.

[[{] BCTABNTE KOHLEBYHD CHOCKY

ﬁg Cnedywan cHoCka
BCTaguTe
CHOCKY

CHOCKK I

Pucynok 14 — I'pynna CHocku Ha BkJagke CChUIKH

Knasuwu 6vicmpozo oocmyna
Jns BcraBku cieayronied cHocku Haxmute kinaBuiin CTRLAALT+HF. [dns
BCTAaBKH CJIEYIOIIEH KOHIIEBOUW CHOCKY HaxkmuTe kiapuin CTRLAALTH+D.
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[Io ymomyaHuio OOBIYHBICE CHOCKH TIIOMEMIAIOTCS BHU3Y CTPAHUIIBI, a
KOHIIEBbIE — B KOHIE JOKYMEHTA.

3. Jns uszmeHneHnus Qopmara OOBIYHOW WM KOHIEBOMW CHOCKU IICIKHUTE
3ayCK AuajaoroBoro okHa CHOCKM M BBITIOJIHUTE OJTHO U3 CIIEAYIOMINX JECHCTBUI:

o B none ®opmaTt HOMepa BbIOEpUTE HYKHBIM opMmar.

o s WCIIOIb30BaHUs cOOCTBEHHOM MapKUPOBKHU Ha)KMHUTE
KHOTNIKY CHMMBOJI ps/IoM ¢ niojieM JIpyroii, a 3aTeM BbIOEpUTE OJMH U3 JOCTYITHBIX
CHUMBOJIOB.

4. Haxwmute kHOnky BeraButb. B 1mokymMeHT OyJeT BCTaBlieH HOMEp
CHOCKH, a KypCcOp OKaXETCs CpaBa OT HETO.

5. BBenurte TEKCT CHOCKH.

6. JIBaxapl MIEITKHUTE HOMEpP CHOCKHM [IJI1 BO3BpaTa K 3HAKy CHOCKH B
JOKYMEHTE.

Yoanenue cnocku

Jlns ynaneHuss CHOCKH CllelyeT YIAJIUTh 3HaK CHOCKM B OKHE JIOKYMEHTA, a He
TEKCT CHOCKM B 00JacTM CHOCOK. Ecim 3HakM CHOCOK HyMepyrTcs
aBTOMATHUYECKH, B pe3yJIbTaTe yAAJICHUs 3HaKa CHOCKH OCTaBIIIHMECS CHOCKU OyIyT
ABTOMATUYECKU NIEPEHYMEPOBAHBI.

13Hak cHOCKH
PucyHok 15 — Y nanenune cHocku

B nokymenTe BbIeauTe 3HAK OOBIYHOW WMJIM KOHIIEBOM CHOCKH, KOTOPYIO
CJIEyeT yIaauTh, a 3aTeM Haxmute kinasuimy DELETE.

3AJIAHUE Ne3
Co3naHue CHOCOK

B odaitne «MHpopmaTnka.doCX» s TF0OBIX TEPMHUHOB CO3AalTe 3 OOBIUHBIC
1 2 KOHIIEBBIE CHOCKH.

KonrpoabHas padora

Hamucate u otdopmarupoBath pedepar mo nucuuminHe HMubopmaTuka.
Tema pedepaTa BeIOMpacTCs B COOTBETCTBHH C BAPHAHTOM (HOMEpP BapuaHTa TEMbI
COOTBETCTBYET MOPSIIKOBOMY HOMEPY CTyACHTa B KypHajie rpymmbi). Pedepar
CIaeTCsl TOJIBKO B AJIEKTPOHHOHN (hOpME M 3aIUIIACTCA.

TpedoBanus k opopmiaeHuro pedepara:

1) pedepar JOKEH CONEPIKATE:
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2)

TUTYJIBHBIN JUCT (0Opa3el] B KOHIIE JAHHOTO JOKYMEHTA);
aBTOMATHYECKOE OTJIaBIICHHE;

OCHOBHOM TEKCT ¢ (OpMaTHPOBAHUEM,

CHOCKH;

WILTIOCTPAIIHH,;

TaOJIULIBI;

JMarpamMmBbl;

dbopmyIsl (TI0 HEOOXOTUMOCTH);

anaBUTHBIN yKazaTelb;

CIIMCOK JINTEPATYPHI.

st oOpMIICHHS 3aroJIOBKOB pedepara JOKHBI ObITh HCIIOJIb30BAHbI

TOJIBKO coOCTBEHHBIE CTUIIN,

3)
4)
5)

BCC PUCYHKH U Ta6J'II/II_[BI JOJIDKHBI OBITH IIOAITMCAHBI,
OIJIaBJICHHUC JOJDKHO OBITH 00s3aTEIIHHO ABTOMATHYCCKHUM,
KaxxJgas IjiaBa AOJDKHa HMMCTb CBOM KOJIOHTHUTYII, BKJHO‘-IEII-OH_[I/Iﬁ B ceOs

Ha3BaHUC T'JIABBI,

6)
7)
8)
9)

B pedepare 0KHBI MPUCYTCTBOBATh CHOCKH;

CTPaHUIIbI JTOJKHBI OBITh MPOHYMEPOBAHBI, 32 HCKITIOUYEHUEM OOJI0KKH;
andaBUTHBIN yKa3aTelb IOJKEH coiepkaTh He MeHee 20 CIIoB;

o0beM pedepata 10KeH ObITh HE MeHee 10 cTpaHwuil.

Tembl pepepaToB (110 BapuaHTaAM):

RHBoOooo~No W R

13.
14,
15.
16.
17,
18.

0.
1.

Nudopmanus u nanHbie

N3mepenne koanyecTBa nHMGoOpMauu
KoaupoBanue 3ByKoBOM HHGOpMALIIH

MeTonbl KOAMPOBaHUS TEKCTOBOW MH(pOpMAUU
CucremMpl CUUCIIEHUS

Anrebpa JIOTuKH

Hcrtopus co3nanus nepBbIX 0TeuecTBEHHbIX OBM
DBOJIIOLHS CPEACTB BEIYMCIUTEIBHON TEXHUKU
Apxurtektypa pon Helimana

CoBpeMeHHas1 apXUTEKTypa KOMIIBIOTEPA
MarepuHckas miara

VYerpoiicTBa BBOAA HHPOPMALIUH

VYerpoiicTBa BeIBOJIa MH(OpMAIIUU
LlenTpasibHbINA IPOLIECCOP

[IpuHIMNIBI Opranu3anuu namatu IBM
VYerpoiictBo u mpuHImn padots HXKM /]

Buapl onepatuBHOM ITamMsATH

dopm-(paKkTophl ONIEPATUBHON TTAMSITH
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MunuctepcTBo 00pa3oBaHus U Hayku Poccuiickoit deneparyu
denepanbHOE rOCYAAPCTBEHHOE OIOPKETHOE 00pa30BaTENIbHOE YUPEKACHUE
BBICILIETO NMPO(PECCUOHAIIBHOTO 00pa30BaHUs
«Culupckast rocy1apcTBEHHas €01e3n4ecKast akageMUsD)
(®I'BOY BIIO «CT'TA»)

WMHCTUTYT reoe3un U MEHEDKMEHTa

Kadenpa npuxiiagnoit nHGopMaTuKu 1 HHPOPMALMOHHBIX CUCTEM

PEDEPAT
o aucnurinae «MHbopMaTuKa
Ha TEMY:
CryneHnt
(pamunusi, UMs, OTYECTBO)
I'pynma
PykoBoaurenn
(pammnsi, UMs1, OTYECTBO)
(TOMXHOCTD, YUeHAs CTETICHB)
HoBocubupck 2014
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