JlaboparopHasi pabora 2
Microsoft Word

Co:maHne CIIMCKOB U dABTOMdAdTHYECKOI'0 OI/ilaBJ/IEHUA

IJeab pabombi: HayunThCs co3maBath B MSWord MapKHpoBaHHbIe, HyMepPOBAHHbIE CITUCKH U
MHOT'OyPOBHEBbIE CIIMCKH, CO3/laBaTh aBTOMaTUUeCKOe OI7laBleHre U pacCTaB/IsATh aBTOMaThyeCcKue
CCBIJIKM Ha UCTOUHUKU JIUTepaTyphl

Br1 MoXkeTe ObICTPO 100aBUTH MapKepbl WK HYMepaLUIo K CYII[eCTBYIOIIMM CTPOKaM TeKCTa.
Kpome Toro, Word MoskeT aBTOMaTtuuecKy CO3/iaBaTh CITUCKU [0 Mepe TOro, KaK Bbl BBOJUTE TEKCT.
ITo ymonuaHuto, ecy B Hauasie ab3aria Bbl BBOAWTE 3Be370UKy U rpobesn, Word co3naer
MapKHpoBaHHbIN crivcok. Eciu ke Bbl HauMHaeTe BBOJ, ab3atia ¢ Homepa, Word co3zaet
HYMEepOBaHHbII CITHUCOK.

1. 1. Cospaiite HoBbIN fokymeHT MSWord.

BbinonHWTE HacCTpOKy nonen cTpaHuubl Nneperiasa Bo Bknagky PasmeTka cTpanuusl— MNons— HactpavBaembie nons.
YcTaHoBMTE napameTpbl CTPaHNULbI:

BepxHee 1 HWxHee - 2 cm
JleBoe - 3 cm

Mpasoe - 1,5 cm.

3anonHuTe TUTYNbHbIKM NUCT 1o obpasuy. IameHuTe Homep nabopaTopHOU
paboTbl Ha 2.



MHHOBPHAVYKH POCCHH
degeparteHOE rOCYIapCTECHHOE OHOIKETHOE 00pazoBaTeIEHOR
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2. B BepxHe# yactu Broporo jvcta HanumuTte «[aBa 1. Ha3anue 1». C HOBOM CTPOKM Habepure
cBou (haMUJTHIO, UMS1 M OTUECTBO U TPYMITY, B KOTOPOI Bbl yunTech, Kax/joe C HOBOW CTPOKH, BOT
TakK:

Baitia ¢pamunus
Baitie nms
Bartie otuectBO
Bama rpynma

Beizienite TeKCT U ripeobpa3yiiTe ero B MapKUPOBAHHBINM CTIMCOK MCIIO/b3ysT UKOHKY

[MABHAA  BCTABKA  AM3AWMH  PA3METKACTPAHMUE  CCHAKM  PACCHIIKM  PELIEH3V
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B BbIMaziaro1em Crivcke psizioM C 3TOM MKOHKOW MOXXHO BbIOpaTh BUZ, MapKepa.
CopTupyiiTe MOMyUYUBLINNACS CIIMCOK IO a/1()aBUTy UCTIO/b3YST UKOHKY .
BeiliguTe 13 crivcka.

FNAEBHAA BCTABKA AN3AIAH PAIMETEA CTPAHWLU B CCBINKIA PACCELIKIA PELLEH3L

Butpear TimesNewF~ |14 - A" A Aa- A
Konupoeate

- : o, abr | .
¥ Gopmar no obpasuy K K M o-aeex x* [A-3%- A

(ep obMeHa Ia WpndT Ia ABzay a

[TepelifuTe Ha CrefytOIIYIO CTPAHULY - pa3zies, HakaB coueTaHue kiaBuil CTRL+Enter.

3. B BepxHeli yacTu TpeThbero ucTta HanuimTe «[1aBa 2. Ha3Banue 2» BcraBbTe npocToit
HyMepOBaHHbIN CITUCOK, UCIO0JIb3Ysl UKOHKY

rnaHAAR BCTABKA A3 AAH PASMETEA CTPAHILLI CCBINKILA PACCBINEKILA PELUEHZV
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B BhbINaziaroiiem Crivcke MO>KHO BbIOpATh TUTT MapKepa: pUMcKUe, apabckue Ly pbl Wiv OyKBBbI.



Co3paiiTe CrIMCOK U3 4 3/1eMEeHTOB - Balllell (paMuIny, UMeHH, 0TYeCTBa U IPYIIbl, KakK B
npe/ibIy1lieM MMyHKTe, COPTUPYITe ero 1o aa(aBuTy.

Beiiigute 13 crivcka.

4. B BepxHeli yaCTH 4eTBepTOro JiucTa HanuiuuTe «I'aBa 3. Ha3zBanue 3». Co3paiite
MHOT'OYPOBHEBBIM CIIMCOK, UCTIO/Ib3YsT UKOHKY
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BribeprTe MapKMPOBKY apabCKUMH L(ppamH.

[Mop uudpoii oAKH B CIIMCKe HaMUILKTe CI0BO «I1acHble», HaxXMUTe Enter, MIOHU3bTe YPOBEHb
cricka ¢ 2 10 1.1 ucrionb3ys knasuiiry Tab. TTepeurnciiuTe 4 mro0Oble I71acHbIe Tak, UTOOBI KaXK/ast
Obls1a HOBBIM 3/IEMEHTOM CIMCKa. [ToBbICkTe 371eMeHT crivcKa 1.5 10 2 Ha)kaTHeM CoueTaHui
kiaBuil Enter. Hanmuivre B nyHKTe 2 ¢/10BO «ComIacHbIe», eperuTe Ha CJIeyHOLYH0 CTPOKY U
TIOHU3BTE YPOBEHb CITUCKa. [asee rmepeuncuTe 4 coryiacHble, TaK, UTOObI Kakasi Oblia OT/e/TbHBIM
3/IeMeHTOM CIIMCKa BTOPOI'O YPOBHS.

[Tepexoz OT ypOBHS K YPOBHIO MOKET OCYIL[eCTB/ISTHCS Uepe3 KOHTEKCTHOE MEHIO:

5. V3MeHuTe Haua/sbHOe 3HaUeHHe CIMCKa € 1 Ha 3, 1jeJIKHYB [1PaBOi KHOIKOM MBbIIIY 10 Ludpe 1
B CITMCKe HarpOTUB C/IoBa «Iy1acHbIe», N3MeHUTe YPOBeHb 3TOM CTPOKH CITHCKa C 1 Ha 2 B pyUuHOM
pexxume. MI3MeHUTe B PyYHOM PeKHUMe BCe OCTasTbHbIe 37IeMeHThI CITMCKA TakK, YTOObI CJIOBO
«I'macHeie» B cricke uMesio Homep 3.1, «CornacHbie» 3.2, racHble OyKBbI HOMepa 3.1.1., 3.1.2.,
3.1.3., 3.1.4.; cornacHble 6ykBbI HOMepa 3.2.1., 3.2.2., 3.2.3., 3.2.4..

6. B ToMm ciyuae, ecnu BefieTcst KpyrHasi pabora (KypCoBOi MPOEKT, JUIJIOM,
Juccepranusi) U JOKYMeHT HaCUMTbIBaeT HeCKO/IbKO /IeCATKOB PasfesioB U N0Apasfesios, TO py4yHoe
(opMupoBaHMe or/1aB/AeHNs CTAHOBUTCS BeCbMa 3aTpyAHUTe/bHBIM. [IJ1s1 CO3/laHus Or/1aB/IeHUA
B Word ciieqyeT Bo BKaajke "CcbUIKH" B MyCTYI0 CTPaHULy JOKYMeHTa BCTaBUTh MyCTOe
OI/IaB/IeHUe.



]H"'U:_ﬁ S - ——— - “

FnaeHas Becraska PazmeTka cTpaHWUbl Cerinkm

2w Jo6asuTh TeKCT ~ U1 BCTaBMTE KOHLEEBYIO CH
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Y O6HoBuUTE TABAMLY AB Cneaylowan cHocka ~
Ornamennei Bcraeute ] =
CHOCKY = 110KaA3aTh CHOCKH
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BcrpoenHbi
Asroco6upaemoe ornasnexme 1

Ornannenne

ABTOCOGHpaemMoe ornasneHme 1

ABTOMaTH4eCKw cobupaemoe ornaeneHme (c
ABTOC06MpaeM  saronoskom quot,OrnasneHune’), koTopoe
BKANOYAET BECh TEKCT, 0D OPMAEHHEIR
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Pyl-l HOE ornasneHne

Ornannenne

Bucawre massanue raasi (yposeos 1) -1 0

Bscaueme mamarmme s (YPOmews ) 2 L

Pnere numanne rmanu (yposcis 1) B I
Bacare naonamme raane (ypomens 1) o4
BSe/Hne Aasnanme Kk (YPOBCHE 2] oo s s s s s 5
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[f] Ornasnenwe...
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3‘ YaanuTe ornasneHue

Ha skpaHe nosiBUTCst coo01ieHre 06 OTCYTCTBUM 37IEMEHTOB OT/IaB/IeHusi. JTO eCTeCTBEHHO, T. K. y
Bac er1ie HeT TeKCTa C pa3zesamu.

Korza Bel HabepeTe Hy)KHBIHM TEKCT, pa3MeTHTe IJIaBbl B 3TOM TeKCTe, HY>KHO OyZIeT 3T pa3ziesibl
BHECTH B OIVaBJjieHue. [Ijig 3TOro, yCTaHOBUTE KypCOp B TeKCT Ha3BaHUA pasfiesa U HaKMUTe
KHOTIKY " Jlo6aBHTBH TeKcT". B BbINazaroiieM MeHI0 BbiOepeTe HY)KHbIN YPOBEHb BIOYKEHHOCTH.
Wid9o-06= T

[naeHas Bcraeka PazmeTka cTpaHuLbl Ceblnkn Pacch

[Z# AoGasuTe Teker ~ Aml -iliL] BCTaBMTE KOHLEBYH CHOCKY

|
He EKNKYaTE B OrNagneHne hg Chegyowans cHocka ~

JrnagneHune
- ypogers 1 Q MokaszaTe cHOCKK
CHocKM Fa
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O6HOBUTE L€JTMKOM OI'JlaB/IeHHEe B OTBET HAa COOTBETCTBYIOLIee COO6LL[EHI/I€‘.



Ecm Bl Bce czienany mpaBWIbHO, TO CTPAHML]A C OIJIaBlIeHHeM OOHOBUTCS M B Hel TIOSIBUTCST
Ha3BaHMe BHeCEeHHOro Bamu pasfesia ¢ COOTBETCTBYIOLIMM HOMEPOM CTPAHHLIBL.

[MoctynuTe TakuM o6pa3om ¢ Ha3BaHueM 171aBsbI 1, T71aBbI 2 U T71aBbI 3.

VsmenuTe Ha3BaHue ['1aBbl 2. Ha3BaHue 2 Ha «HoBoe Ha3BaHUe I71aBbI /1Ba», 0OHOBUTE
OT7IaBJIeHue, y/ja/liTe Pa3pbIBbl CTPAHML] MEX/Y I/laBaMH, OOHOBHTe Or/iaBjieHHe BLIOpaB
"OOHOBUTH TOILKO HOMepAa CTpaHuI] .

7. [Tocne rnaBel 3 co3paiite « CrIMCOK JIMTEPaTyphl», COep>Kall{ui TP KHUTH:
1. WBanos 1.11. Kuura 1. 10 c.

2. [Terpos IL.II. Kuura 2. 20 c.

3. Cugopos C.C. Knwra 3. 30 c.

ABTOMAaTHUYeCKHU COLLIMTeCh Ha IepByro KHUTY B [71aBe 1, Ha BTOpyro KHUTY B [71aBe 2, Ha TpeThO
KHUry B ['naBe 3.

YTo0bI c/le/1aTh aBTOMaTHYeCKYH CCBIJIKY Ha HCTOYHHK B Word, BBINIOJIHAEM C/lefyloLee:

1) mepeBoMM Kypcop B JIt000€ MeCTO TeKCTa B TIEPBOM ITyHKTe CITMCKa JINTepaTyphl (Harpumep, Ha
Ha3BaHue). He cTaBbTe Kypcop psi/joM C HOMEPOM aBTOMaTH4eCKOro OrjiaBjieHre Wik B CaMOM
KOHIIe CTPOKHU PSIZIOM C CUMBOJIOM OKOHYaHUs ab3atia.

2) mepexoiuM BO BK/IAJKy «BcTaBKka», fanee BbIOMpaeM «3akiazika».

[MosiBM/IOCH OKHO ZI00aB/IeHUs 3aK/Ia/[KH, B KOTOPOM He00X0[MMO BBECTH UM 3aKJIa/IKU M HAaXKaTb
KHOTIKY «/lo0aBuTh». HaMeHOBaHMe 3aK/IaZiKi MOXeT ObITh /t000e, HO He bosee 40 CUMBOJIOB, He
cozieprkaliiee IpoOesoB U JPYTHX CIIELiCHMBOJIOB (KpOMe 3HaKa MofiuepkuBaHus). HasbiBath
3aK/1a/IKy yzo0Hee Bcero 1o (aMH/IMM aBTOpa U Tlape K/II0UeBbIX C/I0B M3 Ha3BaHUS CTaThy,
HaripuMep "ViBaHoB_KH1". Ec/u Bbl yBepeHbl, UTO JAHHOIO aBTOPA Yy BaC TOJIBKO OfiHA CTaTbs, TO
MO>KHO OCTaBHUTb TOJIBKO (DaMUITHIO.

Hma zaknagkn:

MBaHoB_KHﬂ AoBaEnTe

Mopagok: (@) um

() nonoxeHWe
[] Crpuiteie saknagrm

3aKpeITE




MoskHO €037aTh 3aK/Ia/IKU Cpa3y Ha BCe UCTOYHUKH, a 3aTeM MepelTH K MPOCTaB/IeHHI0 CChITIOK Ha
HUX B TEKCTe.

3) B TekcTe, B MecTe, Ijie HY’)KHO COCJIaThCs Ha BhILIEYKa3aHHYIO CTaTbI0, BCTABJIsSEM KBa/IpaTHbIE
cKoOKu 6e3 mpobesia ¥ CTaBUM KypCOp MeXKAy HAMH.

4) Tenepb, UTOOBI TOCTaBUTh ABTOMATUUECKYIO CChUIKY, HE0OX0IUMO CZie/iaTh TIepeKPECTHYIO
CCBUIKY Ha yCTaHOBJIEHHYO 3aK/IafIKy.

s sToro Bo BKiaake «BcraBka», HaxxumaeM «IlepekpecTHast ccbuika». [T0sIBUIOCH OKHO, B
KOTOPOM B CITUCKe «THIT CCBUTKK» HY>KHO BbIOpaTh «3aK/aziKa», a B CIIUCKe «BCTaBUTh CCBIIKY Ha»
— BBIOpaTh «Homep ab3atia KpaTkuii». BeiOrpaeM vMsi cO3aHHOM 3aK/1a/IKi M HA)KUMaeM
«BCTaBUTB».

Tun coeinkm: BCTaBWTE CCRINKY Ha:

Jaknagka v v

BECTaBMTE Kak CUMEepCbinky [[] NoBaeute cnoso «Bhiwes AW =HiHes
PazgenuTens HOMEDOE

Ana kakoW 3aknagrm:

BcTaenTe OTMeHa

BHyTpH KBa/[paTHBIX CKOOOK TOSIBU/IACh 1judpa 1, uTo COOTBETCTBYET MOPSZIKOBOMY HOMEPY 3TOM
MyO/TMKALIMY B CIIMCKE JINTePaTyphl.

JIns Toro, YT00bI CCH/IKM B TEKCTe aBTOMAaTHUeCKH 00HOBHJ/IUCh, HY)KHO BBINO/IHUTH iBA
JIefiCTBHUA:

1) BeigenuTsb BeCh TEKCT, B KOTOPOM CJIeZiyeT riepeHyMepoBaTh CChIMKU. ByabTe 0CTOPOXXHBI C
BbI/le/IeHHEM TeKcTa Bo BceM JokymeHTe (Ctrl+A). Word pacijeHrBaeT aBToMaTHueckoe
or/iaB/ieHre Kak Habop CChIJIOK, TI03TOMY eC/TH BbIJIe/IUTh €T0 BMeCTe C TeKCTOM, OIJIaB/ieHHe
0OHOBUTCS TOXKe.

2) HaxxaTb TipaBO¥ KHOTIKOM MBIIIY BbIZ€/IEHHBIN TEKCT U B KOHTEKCTHOM MEHIO BbIOpaTh 00HOBHTH
nose.

[Tocsie 3TOTO CCHUTKY B TEKCTe OOHOBSTCS Y IPUOOPETYT 3HaueHKe, COOTBETCTBYHOII[ee
HaXO0)KJeHUI0 UCTOYHUKOB B CITHCKe JINTepaTyphl.



Ecnu BBl yzjanuny MCTOUHUKY W3 CTTHCKA, TIOC/Ie 00HOB/IEHUSI IPOCMOTPUTE BeCh JOKYMEHT ellle
pa3. "TlozBerieHHbIe" CCHIJIKM Ha HECYIIeCTBYIOIIMI NCTOUYHUK CTaHYT 0003HaueHsl Kak "Owubka,
3aknaoka He HalideHa''. He 3a0yabTe ynanuTh UX U3 OCHOBHOTO TEKCTA WJTH MOCTAaBUThb B 3TH CKOOKH
CCBUIKU Ha [Ipyrue UCTOYHUKHU.

8. B cricok nuTeparypsl 100aBbTe 107 BTOpeIM HOMepoM KHury [Tetpos I1.IT. HoBast
kuura 500 c. BoieniTe BeCh TEKCT, KJIMKHUTE TIPABOi KHOTIKOW MBIILH, BEIOEpUTE B MEHIO MTYyHKT
«O6HOBUTH 110718, Aanee «OOHOBUTE T0JIE LIEIMKOM». Ya/TUTe B CITUCKE JIUTepaTyphl IePBYIO
KHUTY ¥ CHOBa 0OHOBHTe 11071e. [locMOTpUTe, KaK M3MEHUIMCh CChIIKK Ha UCTOYHUKH JINTEPATYPhI.

9. BcraBbTe HOMEpa CTPaHUI] B IOKYMEHT, C/ie/laliTe TeK, YTOObI Ha TUTY/ILHOM JIUCTE He
oToOpaykasicsi HOMep CTPaHULIbI.

10. HanpaBbTe NOMy4YMBIINKCSA OTUET MperojaBaTelIto.
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