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Bu skpaHa

Jdoxyme nt1 - Microsoft Word

I 1aBHOE MEHIO

Cnpaeka
CranpaptHas ‘
0O &
[HaHEIb
HHCTPYMEHTOB
o ITanenn
JInaenKHn

HHCTPYMCHTOB

OTCTyIBI OT KPaeB KPaeB JIMCTA
B pexxuMe Pa3meTrka cTpaHuIbl
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I 1aBHOE MEHIO

Bain Toasa B Oerasca Poover Lepeuc Noaacoeigoe Ckwo Cnpaeka JAX




KpaTKO OITMIICM OCHOBHBIC ITYHKTbI
IJIAaBHOT'O MCHIO.

Dails1 — OTKPBITHE, COXPAaHCHUE, TIeUaTh (aiia.
IIpaBka — onepanuy KONMUPOBAHKUE, BCTABKA, BBIPE3AHUE.
Buja — oTrBeyaer 3a BUJ dKpaHa.

BcraBka — BCTaBka CHEMMUAIBLHBIX CUMBOJIOB, KAPTUHOK, HAIIUCEW WU
JIPYTruX OOBEKTOB.

dopMar — yCTaHaBJIMBAET NapaMeTPhI a03aleB, MPUPT U T.1.
CepBuc — niposepka opdorpadun, nepeHoc ciaoBa, HacTporika Word.
Tabauma — Bce onepanuu, CBI3aHHbIC ¢ TaOIUIIAMH.

OKHO — COAEPXKUT MEPEYEHb JOKYMEHTOB, KOTOPBIE OTKPBITHI B JAHHBIN
MOMEHT.

Pain Mpaera Bun Beraea Popmar Cepewc MNokas cnaigoe Okro Cnpaeka




| lanemm MHCTPYMEHTOB

[1og rmaBHBIM MEHIO HaXOAUTCS MaHEIb MHCTPYMEHTOB. Ha
MaHEeJsIX HHCTPYMEHTOB PAcCIIOaraloTcsi KHOIIKH, KOTOPHIE
AyOIUPYIOT HEKOTOPhIE KOMaHbI [NIaBHOTO MEHI0. OOBIYHO
Ha BKpaHE 0TOOpaKaeTcCs JBE NaHEIU HUHCTPYMEHTOB:
CranaaprHas u @opmarupoBanue. CTaHIapTHA MTAHENb
MHCTPYMEHTOB COACPKUT KHOIIKH, BBIIOJHSIOIINE TAKHUE
oIepalny KaKk OTKPbITHE, COXpaHEHHUE, IIeUaTh (paiiia,
KOIIMPOBaHUE (pparMeHTa TEKCTa, CO3IaHUe TAOIHUI] U T.1.

[Tanens MHCTpyMeHTOB DopMaTHUpOBaHKE U3MEHSET MIPUPT,
CII0COO BhIPpaBHUBAHUSI.



I lanenmm MHCTPYMEHTOB

DEES ERY BRI v -o- @ F

OBbI4HBIN v Times New Roman v

CraHaapTHas ITanenn
naHeJb opmarupoBaHus




110J10ChI NPOKPYTKH

BHu3y 1 cripaBa 0OKHa HaXOIATCS MOJOCHI MPOKPYTKHA. OHU UMEIOT ABE
JIOTIOJTHUTEIIBHBIE KHOIKU B BUE JBOMHBIX TPEYTOJIBHUKOB, KOTOPHIE
MTO3BOJISIFOT MONACTh HA CTPAHUILY BBEPX UJIA BHUS3.

JINMHEVM KU NNPOKPYTKH

BBepxy 1, BO3MOXKHO, CJI€BAa HAXOAATCS JJUHEHMKNA MPOKPYTKU. OHU UMEIOT
JIBE JIOIIOJITHUTEIIbHBIE KHOIIKU B BUJIE JIBOMHBIX TPEYTOJIbHUKOB,
KOTOPBIE TTO3BOJISIIOT MONACTh HA CTPAHUILY BBEPX UJIA BHUS3.

JIMHeNKH

BBepxy U, BO3MOXKHO, CJI€Ba HAXOAATCS JIMHENKNA. X Ha3HaueHue —
IIOKa3aTh PACIIOI0KEHNUE TEKCTA Ha cTpaHule. C UX TOMOIIBIO MOXKHO
MEHSITh JIEBYIO U IIPaBYyIO rpaHuIly ab3aiia, OTCTYIL.



HNHdopMallMOHHAA CTPOKA

IToxg auMu HaxomuTCs HH(POPMAIIMOHHAS CTPOKA, B KOTOPOM yKa3aHa
TeKyIllasl CTpaHuIla, pa3Aei TeKyIlas CTpaHuIa/o0IIee Yucio
CTpaHMI] JOKYMEHTA, PACCTOSHHE OT BEPXHETo Kpas JOKYMEHTA,
CTPOKa U MO3UIIHS Kypcopa B CTPOKE.

PeKuMBbI IPOCMOTPA IOKYMEHTA

JIOKyMEHT MOXKHO paccMaTpuUBaTh B Pa3IMYHbIX pexkuMax. Hanbomee
4acTO MCHOJIb3YIOTCS ABa: OOBIYHBIN peKUM U pekuM PazmeTka
CTPAHULIBI.

OOBIYHBIN PEKUM MPEIHA3HAYECH ISl BBOAA, PEAAKTUPOBAHUS U
(dopmaTrpoBaHus TEKCTA. B 00BIUHBIM pexxume (popMaTupOBaHUE
TEKCTa 0TOOPaX)aeTcs MOJHOCTHIO, & pa3METKa CTPaHUIIbI — B
YIPOIIEHHOM BHJI€ (OTCYTCTBYIOT BEPTUKAJIbHASI JIMHEWKA HE BUIHBI
OTCTYIIBI OT KPA€B JIMCTA), YTO YCKOPSIET BBOA U PEAAKTUPOBAHUE
TeKkcTa. YTOOBI YCTAHOBUTH 3TOT PEKUM HAJ0 BBIIOJIHUTH KOMAaHIY
Bua, O0ObIYHBIA peKUM.



B pexnme 10KyMeHT 0T06p 4)KaCTCsl B TOM BUJIC, KAaKOH OH OyAeT UM

Oymare. B 9TOM peXnME HOKa3aHBI OICTYIIbI OT KPACB JINCTA
JMMAarOT CBO¥

M- Hd{ITE
‘MGHTB}

3arojg0BKU, CHOCKH, KOJI@

I[Gf/iCTBI/ITCJIBHB od a. TekcT, pUCyHKH U [}

OTOOpaXKale aK JK€;aK U [10CJI€ BHIBOAA CTpAHITE qaTh.
YTOOBL I 1 B PEKUM pa3METKH, BhlOESpATE Bl MEHIO By komaH1y

A3MCTKaA CTPAHUIIBI.

_ “KOTOPBIM BBI
JoxymenTt 1.

Co3z[aTI> [10SIBUTCS OKHO, B KOTOPOM menKHyTL np KJIaBI/IaType
OOmueu BeIOpatTh TUIT JOKyMeHTa HoBBINM, a 3aTeéM H_IGJIKHyTB 10

KHOIIKE @K




