JTabopatopHasa paborta N21 "[MepBUYHbIE HACTPOMNKM
napamMeTpoB NeyaTHOro AokymeHTta"

Llesib paboThl: OBMa/IeTh HaBbIKAMU HACTPOWMKHU TTapaMeTPOB CTPAHMLbI, ipudTa 1 ab3aija B
TMeUaTHBIX OKYMEHTAX, HAyUUThCS BCTAB/ISTh HOMEpPA CTPAHUI| B IOKYMEHT, U3yUUTh COUETaHHe
K/IQBMII ¥ TOPSTUME K/TaBHILIH.

1. Co3zpgaiite HOBbIN AoKyMeHT MSWord.

BbInonHWTE HacTPOViKy NONEN CTpaHWLbl Nepenas Bo BKAaaKy PasmeTtka cTpaHuubl— Moas— HactpavBaemblie nons.
YcTaHoBWTe napaMeTpbl CTPaHWLLbI:

BepxHee 1 HUXHee - 2 cMm
JleBoe - 3 c™m
MpaBoe — 1,5 cm.

2. Bistounte pexxum «OT06pasnTb Bce 3Hakn» BO BKIazKe aBHas.

PucyHok 1 - PacnonoxeHue nkoHku "OTobpasnTb BCe 3Hakn" Ha Bkaagke [naBHaa B nporpamme MSWord
O3HakoMbTeCh C cofep>KaH1eM 3TOM BKAajKKN, 0coboe BHUMaHVe yaennte 6aokam "Wpndt" n "Ab3ay".
B 610ke LpUGT BO3MOXHO YCTaHOBUTb:

1. wpuoT,

2. Pazmep wpndra

3. an/IMEHI/ITb NOoNY>XMPHOE NN KYpPpCMBHOE HauyepTaHWe TEKCTa, a TakKXKe NoAYEepPKHYTb TEKCT

4, Bblﬂ,eJ'II/ITb TEKCT LBETOM WUJIN NMOMEHATL LUBeT mpM¢Ta.

,ﬂ.]’lﬂ TOro, yTOObl U3MEHUTH HaCTpOVIKI/I LIJpVIq)Ta nin a63au,a, HEO6XOAVIMO BblAENNTb TEKCT, KOTOprI;I Bbl co6V|paeTer

pesakTMpoBaTh.



[Ana Toro, 4uTobbl NEPENTN B pacLUMPEHHOE MEHIO HAaCTPOWKM WpndTa HEOBXOAMMO HaxaTb NPaBOV KHOMKOM MbILUN MO

BblZ€/IeHHOMY TEKCTY U B KOHTEKCTHOM MeHHo BbibpaTh cTpoky "LUpudt".

Bo3moxxHO Takxe nepe17|T|/| Ha>aB Ha KHOMKY nepexoja B KOHTEKCTHOE MEHKO U3 BKJIaAKW rnaBHas

O3HakombTech ¢ Bkaagkamn "Wpudt" v "JononHutensHo".

WpudT | JonoAHWTenBHO

HauqepTanue: Pazmep:
CBBIYHBIR 14

TeamViewer15 9
Tempus Sans ITC Eypcue 10
Tiger Moay*upHER

Tiger Expert MonyxupHEA Kypoue

Times New Roman hd

LeeT TekcTa: MogqepkrBEaHMe: LigeT Nnog4epruEaHNA:
I | |[HET] |

BUAOHIMEHEHWE

[ zauepknyTeii ] mansie nponueree
[] apoiiHoe sauepkrEaHme [] Bee nponucHbie
] HagcTposHbi [ experrai

[] noacrpounsii

OBpasey,

Ilenb paloThI: OBNAIETh HABBIKAMH HACTPOIKH Mapame

WpugT TrueType, OH MCNONB3YETCA ANA BLIBEOAA KAK Ha 3KpaH, Tak U Ha NPUHTER.

Mo ymon4annmo | |Ien(cr03h|e3¢¢emu... |

B pa3gene "Ab3aL" BK1aAKW rNaBHas BO3MOXHO:

1. HacTpowuTb BbipaBHMBaHMWe TeKCTa Mo IEBOMY Kpato, LIEHTPY, MPaBOMY Kparo 1 WMpUHe

HacTpouTb pazmep MexaycTpoYyHOro nHTEpBana

[JaHHbIV pa3zen UMeeT paclUMpPeHHOe MEHIO, MEPENTI B HErO MOXHO Cnocobamu, aHaaorMyHbIMKU cnocobam nepexoga B

paclwmpeHHoe MeHo "WpndT".

O3HakoMbTeCh ¢ Bkaagkor "OTcTynbl U MHTepBabl" B pacluMpeHHOM MeHro "Ab3al".



OTCTynel W MHTEPBANG! | MoN0OMEHME HA CTPAHMLE
OBwme
BeipasHWEaHue: |Mo wHpHHe ™

¥poBeHs: OCHOBHOM TEKCT v CEEPHYTEI MO YMOAYEHWID

OTcryn
Cneea: Om = Nepeag cTpoka: Ha:
Cnpaea: Om  [5 OTeryn v 1,25 em=

[] 3epransHbie oterynal

HTepEBan
MNepen: onT = MENAYCTPOYHEBIRA: IHAYEHME!

Maocne: ont  Fe 1,5 CTpOKK ] 2

|:| He poBaBEnaTe MHTEPEAN MEXY a633LEaMH OJHOMD CTHAA

Obpazey,

L SOTEL R ETh PIREAMA HICTPORNH MAPIMETDOR CTRGMLE], WEHETI W 353ILA & A0RyMEHTIN ME

WO, M UETCA BCTIENATE FOMEES CTEIREIL B 108 IMENT, FUIYUETE COMSTIMNG HAIEML ¢ FOPAYHE Kemun 8 Word.

Tagynauwma... Mo ymon4annmo

3. O3HakombTech ¢ coveTaHneMm knasuw B Word, npuegeHHbIM B Tabauue 1.

Tabavua 1 Fopsauune knasuwmn Word

JeiicTBUe CoueTaHue K/IaBHIII
CoxpaHUTb CTRL+S
3aKphITh CTRL+W
Bripesatb CTRL+X
Konuposars CTRL+C
BcraBka CTRL+V
Bribpats Bce CTRL+A
[Tomy>XupHbI1 CTRL+B
Kypcus CTRL+I
[ToguepKHyTHIN CTRL+U
YMeHbBIIUTE pa3Mepa mpHudTa Ha OAUH CTRL+[
MyHKT

YBennuuTh pasmepa tipudra Ha ofuH MyHKT |CTRL+]
BbIpOBHATE TEKCT MO LIEHTPY CTRL+E
BbIpOBHATE TEKCT M0 JIeBOMY Kparo CTRL+L
BBIpOBHSATE TEKCT MO MPaBOMY Kpato CTRL+R
OTMeHUTH OrepaLyio CTRL+Z

4. OTzenunte 6yayLWwmnin TUTYbHBIV JIUCT OT INCTa NabopaTopHOoi paboTbl pa3pbiBomM cTpaHuubl (Ctrl+Enter).



5. Ha BTopom nncTe Haneyvatante cBov GamMuanto, UMa 1 oT4ecTBo. Vicnonbsyto covetarms knasuw CTRL+C n
CTRL+V caenante TekcT, coctoawmin n3 10 ab3aues.

AN TNABHARA BCTABKA [N3AIAH PASMETIA CTPAHMUI CChINKK PACCHIMKIA PELLEH3MPOBAHIE B MathType
s ¥ Bripesate

[ TimesMewF - (14 -|A A7 Aa- A Z-iZ-%. &= gl 1
Egy Konupoeate

AaBGBEMT, AaBGBeM, AaBOF
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Konanexuna - TateiHa HukomaesHa bM-61

[ns 3TOro HEOHXOAMMO BbIAENUTL TEKCT 6E3 CMBOJIA NMEPeXosa Ha HOBYH CTPOKY, 3aTeM HaxaTb CTRL+C, ganee

MOCTaBWTb KypCOp Moc/ie Ha3BaHWs Ballen rpynmbl M HaxkaTb CTRL+V Heckonbko pas, noka y Bac He noayumtcs 2-3
CTPOYKM TeKCTa.

BCTABKA OA3AAH PASMETEA CTPAHWLLEI CCBIMKK PACCBUNKKN PELUEH3MPOBAHWE Bl MathType Foxit PDF Marenat
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KonansxuHa - TaTteaHa -HukonaeBHa -BM-61 -Konansmxina - TaTeana ‘HHuKkoTIaeBHA"
BEM-61-Konansxuna-TaTteaHa -HukomnaepHa -bM-61-KoHanberxuHa - TaThaHAa"
Huxomaesna -bM-61-Konanexuna-TateaHa -HukonaesHa bM-619

i

Ecan BbI BblAennTe C cKkonmpyeTte TeKCT BMeCTe C CMMBOJIOM Nnepexoia Ha HOBYHO CTPOKY,



BCTABKA AN3AAH PAZMETKA CTPAHMLIE CChINKA PACCBINKA PELLEH3MPOBAHIWE B4 MathType Foxit PDF

Marema

HazsaHme
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Konanexuna - TareaHa HukonaesHa -bM-61Y

1

CKOMupyeTe, a NOTOM HaxaB coyeTaHue kHonok CTRL+V ByzeTe NoayunTb CKOMUPOBAHHBIV TEKCT KaXAblli pa3 ¢ HOBOW
cTpoku (ab3aua).
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14 15

Konansxuna-Tatbana Hukomnaeena-bM-617
Konansxuna-Tatbana Hukomnaeena-bM-617
KonansxuHa TaTesiHa -HukomaesHa bM-619
KonansxuHa TaTesiHa -HukomaesHa bM-619

Konansxuna-Tatbana Hukomnaeena-bM-617

f

B aTOM cnyyae yaanute Bce CTPOKM KpOMe MepBoW, BblAeUTe TEKCT 6e3 CMMBOIa OKOHYaHWA ab3ala, CKonupyiite v
BCTaBbTe, CO34aB ab3all, COCTOALMIA U3 2-3 CTPOK, KaK MOKa3aHo BbILLE.

[anee Bbigennte nonyumsLiniics ab3al, CKONMPYMTe ero ¢ NoMoLbto coyetaHms kHonok CTRL+C u BctaBbTe ero 10 pas
C MOMOLLbIO HaxkaTns coueTaHusa kHornok CTRL+V.

Y Bac nonyuatcs Heobxoanmble 10 ab3aLeB TekcTa.

15 16

nab6Bart, | Ase6Barr AaGBBi AzEBsr AAD! ases

T O6biuHelli T Ee3 wHte.. 3aronoeo.. 3Jaronoeo.. HazeaHwe

Moazar

16 17



AaBbBelr, AabbBelr, AaBEOBr Aabol

T OBeiunei T Bes whte... 3aronceo.. 3aronol

Crin

] 1o 12 14 16~

Koszmnronr Tarearz Himomzessa EM-51 -Komasegeea-Tatzssa Hasomaesga-
EN-61 Eeomaesgeea-Taresea- Heronaeewa-BA- 61 Komzmnonom Tareima
Huzomaszra BM-61

Koszmnrone Tareasz Himomzessa EM-61 -Komasegeea-Tarzssa Haomaesga-
EN-61 Eeomaesgeea-Taresea- Heronaeewa-BA- 61 Komzmnonom Tareima
Huzomaszra BM-61

Koszmnrone Tareasz Himomzessa EM-61 -Komasegeea-Tarzssa Haomaesga-
EN-61 Eeomaesgeea-Taresea- Heronaeewa-BA- 61 Komzmnonom Tareima
Huzomaszra BM-61

Koszmnronr Tarearz Himomzessa EM-51 -Komasegeea-Tatzssa Hasomaesga-
EN-61 Eeomaesgeea-Taresea- Heronaeewa-BA- 61 Komzmnonom Tareima
Huzomaszra BM-61

Koszmnrone Tareasz Himomzessa EM-61 -Komasegeea-Tarzssa Haomaesga-
EN-61 Eeomaesgeea-Taresea- Heronaeewa-BA- 61 Komzmnonom Tareima
Huzomaszra BM-61

Koszmnrone Tareasz Himomzessa EM-61 -Komasegeea-Tarzssa Haomaesga-
EN-61 Eeomaesgeea-Taresea- Heronaeewa-BA- 61 Komzmnonom Tareima
Huzomaszra BM-61

Koszmnronr Tarearz Himomzessa EM-51 -Komasegeea-Tatzssa Hasomaesga-
EN-61 Eeomaesgeea-Taresea- Heronaeewa-BA- 61 Komzmnonom Tareima
Huzomaszra BM-61

Koszmnrone Tareasz Himomzessa EM-61 -Komasegeea-Tarzssa Haomaesga-
EN-61 Eeomaesgeea-Taresea- Heronaeewa-BA- 61 Komzmnonom Tareima
Huzomaszra BM-61

Koszmnrone Tareasz Himomzessa EM-61 -Komasegeea-Tarzssa Haomaesga-
EN-61 Eeomaesgeea-Taresea- Heronaeewa-BA- 61 Komzmnonom Tareima
Huzomaszra BM-61

Komzmrome Tareaz Himonzeesa EM-61 -Koeasereea Tatezea Hanonasssa-
EMI-61 Komagexeea Tarezea Hegomaessa BM- 61 Koxzmooms Tareamm-
Huzomaezea BM-617

fi

6. Y6eputechb, UTO B ;AHHOM TEKCTE HET OTCTYMOB A0 M nocse ab3aua, ecin OHU ecTb, TO BblAe/INTE BECb TEKCT
B lIOKYMEHTe, nepeiauTe B paclumpeHHoe MmeHro "A63au” 1 Hanuwwute Hyau B nose "UHTtepBan nepeg a63auem”
u "UHTepBan nocne a63aua”, ycraHoBuTe ab3auHbiii otctyn 1,25, y6eaurtech, Uto OTCTynbI C/1I€Ba U CipaBa TakXXe

pPaBHbI Hy /IO,

7. K kaxaomy ab3aLy TekcTa npuMeHUTe ykazaHHoe Huxke GopMaTMpoBaHue.
MepBbiii ab3ayy, WpndT 12 NnyHKTOB, 1 MEXAYCTPOUHbBIN MHTEPBAJ, BbiPaBHVBaHWE MO WVPUHE
Bropoii a63au, wpudT 14 nyHKTOB, 1,5 MEXAYCTPOUHBIA UHTEPBa, BbipaBHUBaHME MO IEBOMY Kpato, MOAUEPKHYTbIN

Tpetnii ab3al, WpUdT 16 NMyHKTOB, 2 MEXAYCTPOUHBIN MHTEPBAJ, KYPCUB, BbIpaBHUBaHME MO NPaBoOMYy Kpato,

pa3peXxeHHbIN MHTepBan Mmexzay bykBamm TekcTa

YeTtBepThiii ab3awy, WwpudT 13 nyHKToB, 1,25 MEXAYCTPOUHbIN MHTEPBa, MONY>KUPHbIN KypPCUB, BbipaBHVBaHWE MO

npaBoMy Kpato, YMIOTHEHHBIW MHTepBan Mexay bykBamu TekcTa
Marbii ab3ay, WpudT 15 NyHKTOB,1 MEXAYCTPOYHbIA MHTEPBAJ, BbiPaBHUBAHME MO LUVPUHE, 3a4EPKHYTbIN

LWecroii ab3au, WwpndT 14 NyHKTOB, 1,5 MEXAYCTPOUHBIN MHTEPBa BbipaBHMBaHWE MO LIVMPWHE, ABOMHOE 3a4epKrBaHne



Ceabmoii ab3au, WwWprdT 14 nyHKTOB, 1,5 MeXAYCTPOUHbIA MHTEPBaA BblpaBHWBaHWE MO WWPUHE, HAACTPOYUHbIE U
MOACTPOUYHbIE CUMBOJIbI (N0108UHY ab3aya Heobxodumo coesames HaAOCMPOUYHbIMU CUMBOIAMU, NOJI0BUHY
nodcmpoyHeIMU)

Bocbmoii a63ay, wpndT 14 nyHKTOB, 1,5 MEXAYCTPOUHbI MHTEPBaN BbipaBHMBaHWE MO LUMPUHE, MaJible NPOMUCHbIe
6YyKBbI

[AeBatbiii ab3ay, WwWpndT 14 nyHKTOB, 1,5 MEXAYCTPOUHBIN MHTEPBA BbIPaBHMBAHWE MO LUIMPUHE, U3MEHUTb LBET LWpKdTa

Aecatbiii ab3ay, wWpndT 14 nyHKTOB, 1,5 MEXAYCTPOUHBIA MHTEPBAA BblPaBHWBaHWE MO LWNPUHE, BbIAEANTb TEKCT
LBETOM.

Ha I'IepBOI\/’I CTpaHuMUe OT4eTa BbIMOJIHUTE TI/ITyJ'IbeII\/’I JINCT, COrnacHO NpuBeAeHHOMY HUXe NpUuMepy.

TUTYNbHBIA INCT He06X0AMMO 3anoNHUTb. TYT OH NpeAcTaBaeH Kak 61aHK. Bam HeobxoaMMo HanucaTb CBOO
Kadeapy, Homep nabopaTtopHoii pa6oTbl, cBOtO rpynny, pammanio, UM, oTUECTBO, BHU3Y TUTYJIbLHOFO INCTa
Heob6xogumo HanucaTtb Kypck - ganee tekywmii roa, Hanpumep, Kypck - 2020.
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MuHodpHayKH PoccHE
- HO0ro-3anaaHbiii rocyIapCcTReHHBIH YHABEPCHTET
(nonyorcupHsiii, 14 nyakmos. 1 unm, no yenmpy)

Kadenpa
(nonyorcupHsiii, 12 nyakmos. 1 unm, no yenmpy)

= JlaGopaTtopHasa paboTa Ne_
(16 nyuxmoe. 1 unm, no yeHmpy)

1o gucruimaAe: «HpopMaTHKa»

(16 nyuxmoe. 1 uHm, NO 1e6oMY Kpai)

11

12

14

15

18

BrInonHAT: CTYIEHT IPYIIIEI
DamunHa IIMa OT9ecTIBO

19

[TpoBepHT: K.T.H., IOIIEHT
Konanerxuna T.H.
(14 nynrmoe. 1 unm)

21

22

24

Kyper—-20 1.
(14 nyaxmos. 1 unm, no yeHmpy)

25

26

27

YTo6bI npaBnIbHO CAeNaTb BblpaBHMBaHME TEKCTa MO N1€BOMY U MO NMpaBOMY Kpako B CTPOKax BbinoaHwn CTyAEHT rpynnbl

M NpoBepun 3BaHME N CTeneHb NpenojasatenAa HeO6XOAVIMOI



PacnonoxumTb TEKCT Tak, YTOObI Pa3pbiB CTPaHWLIbl HE HAXOAMACA B OAHOW CTPOKe CO CI0BOM "BbinoaHua", kypcop
CTaBUM cpasy nocne ciosa "BbinoaHun".
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........................................ Pazpbie CTpaHHLbl 1]

[Janee, He Haxnmas KHOMOK, BeAEM KypPCOPOM MO CTPOKE CO CIOBOM "BbIMOAHMA", MPY 3TOM PALOM C KYPCOPOM
rornepemMeHHO cHayana byAyT NOABAATLCA CUMBOJIbI BbIPAaBHWBaHWSA TEKCTa MO IEBOMY Kparo, 3aTeM Mo LIEHTPY, Aanee
CHOBa MO JIEBOMY Kpato 1 HaKOHeL, MoYTV y CaMOWi NMpaBoWi rpaHuLLe MCTa PAAOM C KypCOPOM MOSBUTCA CUMBOA
BbIPaBHVBaHVA Mo NpaBoMy kpato. LLleskaem sieBoW KHOMKOW MbILWK 2 pa3a, NOABASETCA CMMBOJ Tabyasaumm (CTpesiovka)
My Hac NoABAAETCA BO3MOXHOCTb Jja/iee nuncatb TEKCT, KOTOPbIA ByAeT BbIPOBHEH MO NPaBOMYy Kpato Npu Haanumum
TEeKCTa B 3TOW CTPOKE, BbIPOBHEHHOTO MO JIEBOM Kpato.

BLIABKA HKSAKH FASME KA C1PAHKMLEBI CLBUIEIA PACCBIIE FELEHSVPUBAHIME BN Math | ype Foxit PUF MaTtemar
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........................................ Pazpbie CTpaHHLbl 1]
8. BcraBbTe HOMepa CTpaHUL, B MPasbIi HAXHUIA Yroa OTUYETa U UCMONb3ya BKAaAKy Bcraska— Homep cTpaHmubi—

BHI/I3y CTpaHunuUbl— NO LEHTPY.



[Mone, B KOTOPOM MNoABUACA HOMEP CTPaHULbl Ha3blBae€TCA KONOHTUTY .

9. HaneuaTaite B HUXHEM KONOHTUTYE CBOE MMA PAAOM C HOMEPOM CTPaHULbl N Ha CTPOKY HUXe, y6EAI/ITer, uTo

Balle nmsa aBTomaTnyeckm MOBTOPWUNOCH BO BCEX HVXHUX KOJNOHTUTYIaX JOKYMEHTa, a HOMep CTpaHUL bl He yAaJieH.

T
| HIpkHMIA KONOHTMT YA

19

TateAHa"]

10. MocTaBbTe ranouky HanpoTue noas «Ocobblii KONOHTUTYI 418 MEPBOIA CTPaHULY» BO BKagke KOHCTpyKTOP.
Y6eauTech, uTo HOMep Ha NepBoli CTpaHuLe He oTobpakaeTcs.

11. Mepewnas Bo BkIaaky Bctaka— Homep cTpaHuLbl— ®opmaT HOMEPOB CTaHUL, HAYHUTE JOKYMEHT CO CTpaHuLbl 5,
Hanucas undpy 5 B none "Hayvatb "

PopMaT HoMepa: 1. 2 3. ...

[[] Bkntoumte Homep Chasel

HAYMHASTCA €O CTHAR: |3aron050|¢1

pasgenmTent: |- [aednd

Mpumepsi: 11, 1-A

Hymepauma crpaHiny,

(®) NpofomKUTE

CoxpaHuTe NONYUYMBLUNIACA OTYET U HanpaBbTe ero NpenojaBaTesto.



Otuer no naboparopHou pabote

Otuer AO0JDKEH COCTOATb U3 3aNMOJIHEHHOIO TUTYJ/IbHOIO JINCTa U 10

a63aueB oTpopmaTMpPOBaAHHOrO TEKCTa.

Mocne TTynbHOro nncra gosnkeH 6biTb PaspbiB cTpaHuubl. B Tekcre
AOJDKHbBI 6bITb yAaneHbl UHTEpBaabl MeXay ab3auamu, ctoaTb ab3auHble

OTCTYNbl B Ka)XkaoMm ab3aue.

B AOKYMEHT A,0/DKHbI 6bITb BCTaB/IeHbl HOMepa CTpaHuL, Ha NepBoun
CTpaHuLLe HOMepa 6bITb He A0/KHO, BTOpaA CTPaHMLa AOJDKHA 6bITb
nopa Homepom 6 (BHM3y Heé foJsKHa 6bITb LUdpa 6), TaKke B HUYKHEM

KOJIOHTUTY 1€ AOJDDKHO 6bITb Bawe nma.
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