Microsoft Word CTUNW,
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[Tporpamma Word yoobHa ansa pabotbl ¢ OonbLLNMK
OOKYMeHTaMun Onarogapss WMELWUMCA B HeEN
cpeacTtBaM Cco34aHns KOSIOHTUTYNOB, NepapxXmyeckmx
3arorioBKOB, OrfiaBleHUN.

[1porpammy “Word MOXXHO 3anyCTUTb:

1.['lyck — Bce npoepaMmbl — Microsoft Office — Microsofft
Office Word (Puc. 1)

2. C nomMmoLL b0 080UHO20 Wiesidka rno Apnblky Ha

quelvl cTone.
II'

Hazapn OrnaeneH Bnepea
ne
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[locne 3anycka
nporpammbl Word
OyaeT OTKPbIT
NYyCTOW OOKYMEHT
Ha3BaHHbIN NO
YMOM4YaHuto
1OKYMEHT 1».
OTOT AOKYMEHT
co3gaeTcd no
YMONYaHuIo Ha
OCHOBe LabrioHa
«HoBbIN
OOKYMEHT» (pann

Brnepen nal.dot)



2. WabnoHbl Microsoft Word

LLIabnoH —amo ausi ¢ pacwupeHUem *.dot, Ha OCHOBE
Komopo2o co3odaromcsi 0okymeHmbI. LLlabnoH
npeacrasnsgeT cobon cobpaHmne CTUNEN n gpyrmux
9JIEMEHTOB, KOTOPOE obrieryaeT npoLecc opopmreHus
OOKYMEHTOB onpeaerneHHoro poaa. C nomMoLlbo
LLIaBNoOHOB Mord BO3MOXHO ObICTPO co3AaBaThb NUCbMA,
doaKcbl, HaanNMCcKM Ha KOHBepPTaxX U T.M., OHU
npegHa3Ha4veHbl ans co3gaHusa npogeccmoHanbHOo
O0POpPMNEHHbIX JOKYMEHTOB.

Bbl ycTaHOBUNW YWord, B KOTOPOM YK€ MMEETCHA HECKOSbKO
LLIAOSIOHOB - AOKYMEHTOB. OHM HE TONBKO MOTYT CITY>KUTb
obpasuoM Ansi.co3gaHmnst cobCcTBEHHOIO LWabrnoHa, HO

HobtaaioT nckIHI3BESH 1x BEMSErporo cosgaHus

[OKYMEHTOB. ne




2.1. Co3gaHue OokymeHTa Ha base

cTaHgapTHoro wabrnoHa Word

UToOblI co3gatb AOOKYMEHT Ha 0Oase cTraHgapTHOro
LabrioHa Word, BbINOMHUTE CNeayoLLee:

% Bbibepute komaHagy @ausi— Co30ame.

% B obnactn 3apgad Co30aHue OOKyMeHma MOXHO
pabotaTb CO CTaHOAPTHbIMX LWAabrnoHamMun Word.
CyuiecTtByeT ABe obnactu, B KOTOPbIX BblOMpatoT
LLABOMOHbI:

[lepBaga — 31O Web-cmpaHuua Microsoft. HEBEPOATHO
MHTEPECHOE MECTO, OAHaKO ero obbI4HO NoceLlaeTcs
TOSIbKO TOrga, Koraa Heyem bornblie 3aHATHCS.

BTopas obnactb 0603Ha4YeHa Ha NaHenu 3agad
ccbinkon Ha moem komribromepe. OHa
COOTBETCTBYET nanke ¢ wabrnoHamu, CoOXxpaHEHHbIMU

Ha3aa"" “COMaBMEH  Brepen

ne



Bbibepute ogHy 13 nogxogsiwmx sam obnacren.
LLlenkHnTe Ha KHoMnKe Ha moem Komribromepe. OTKPOeTCH
OnanoroBoe OKHO Ll/abrioHbl ({uc. 1) B KOTOPOM Bbl
yBuanTe OOonblUOe KONMUYEeCTBO BKMafoOK (fipuyemM B
KaXkgou U3 cogepXXutcsd pag wabnoHoB, MacTepoB U 1.4, ).
Ha puc. 2 oTkpbiTa Bknagka Obuwjue (B Hen Bbl CMOXeETE
YBUOETbL BCe LWAbMNOHbI, KOTOpble OyaeTe co3naBaTbCA
camm).

BbiOpaB Hy)XHbIM BaM LLIAOMOH, MOXeTe Mpuctynatb K
CO3[aHu0 COOTBETCTBYIOLLEro AOKYMEHTa. Microsoft Word
2000 npegnaraet OKOJSI0O COpoKa pa3HOObpasHbIX
lWwabnoHoB MU mactepoB. Cpean HUX €CTb NUCbMa U

doakcumMumnbHble COOBLLEHMS, BED - CTPAHMUYKN, 3AMNCKN U

KOHBEPTbL.
Hazan OrnaeneH Bnepea

ne



LLabnoHbI

MucemMa 1 dakcel

Obwwe I Beb-cTpaHvub! I Apyrue AoKyMEHTbI

MyBnurKaumm

LT x|

XML-a0KyM,.. Beb-cTpaHuua

| Cn1AHKe l
3anMCKH I OT4ETE I
==

—lMpocMoTp

MpOCMOTP HEBO3MOMEH,

~Co3aaTb
* pokyment ( wabnoH

LWabnoHe! Ha y3ne Office Online I

OK I OTMeHa l

(Puc. 2)
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Ha3an | OrnasneH - Bnepen

ne
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LLabfioHe ecTb NoAcKa3kyM MO  MUCNOSfIb30BaHUKD. JTO
MOXET ObITb KOPOTKasi MHCTPYKLUUS B KOHLE AOKYMEHTA
UNn e Hagnucu Tmna "3oecb BNUWIKWTE Ha3BaHUE
Bawen dupmbl” B camom TekcTe. Bce nooobHble
NoACKa3kKu HeobXoOAMMO 3aMEHUTb COOTBETCTBYHOLLUM
TekcToM. LHabnoHbl MOXXHO MCMONb30BaTh LETMKOM UMn
Xe KaKylo- HUbydb Ux YyacTb, B 3aBUCUMOCTWU OT BaLLUX
notpebHocten. bnarogapa  wabnoHaMm  MOXHO
COKOHOMUTb O4YeHb MHOro BpeMeHW. Hanpumep, ecnu
Bbl  MOCTOSAHHO  obulaetecb C  Kakom-HMbyOb
opraHusauuen, n Kaxgbi pas BBOAUTE CTaHOapTHOE
NPUBETCTBUE, PEKBU3NTBLI N T.4., YyGOOHO OyaeT co3gath
CODOCTBEHHbIN LLaBoH HAQ  OcHOoBe  nwboro

CTRHAAPTHOTO. OrnapneH Brepen
ne



Beinong R CeYEMAE EGHOHA

— UYTtobbl co3maTb HOBbIM WAOMOH Ha OCHOBE
CYLLECTBYIOLLEro  [JOKYMEHTa, Bblbepute KomaHay
'OMmKpbImb "B MEHIO 'Dausl’, a 3aTeM OTKPOUTE HYXXHbIU
OOKYMEHT.

— Y1006bI cCO3O0aTb HOBbIMN WAOMOH Ha OCHOBE
cyllecTtBywowiero  wabnoHa, Bbibepute  KOMaHAy
'Co30amb "B MeHt0 'Daursn’. B okHe 'LllabrioHb! "BbibeEpUTE
LIabsioH, KoTopbIK ByaeTe UCMonb3oBaTh Kak OCHOBY, U
ykaxute 'Co30amb wabrioH” BMecTo 'Co30ameb
0OKyMeHm " ocnenHAa HacTporka OObIYHO yKa3biBaeTCs
MO YMONYaHUIQ)

Hasan OrnaeneH Bnepea
ne



BHecnte B Oyaywunm  wabnoH  HeobxoauMyto
MHJOOPMaLMIO.
» B MeHI0 ‘Qausi'BbibepuTe kKomaHay ‘CoxpaHume Kak '
Bbibepute 3HadveHue 1llabrioH dokymeHma’B none “Tun
cauna’
» BBeanute uMmMa HOBOro wabrioHa M HaXMWUTE KHOMKY
'CoxpaHums”.
Coser: [lpn co3gaHum wabnoHa 3aHOCUTE B HEMO TONMbKO
o0y MHJOpPMaLKUKO, KOTOpaa Hy)XHaA BaM B KaXXOoMm
OOKYMEHTe, OCHOBaHHOM Ha TakoM LuabrnoHe. Hanpuwmep,
He CTOUT Npu co3daHum WabnoHa ansa HanucaHus NUCem
HabupaTtb TEKCT NUCbMa, KOTOPOE BaM HYXXHO CEeroaHs
OTNpPaBUTb, MHAye Kaxdblh pas, Korga Bbl 3axoTUTe
BOCMNOJIb30BaTbGd CBOMM LLAbfoHOM, BaM NpUAOETCH
yA OTOT/TEKCT N BHOCUTB 5. Jlydwe cHadana
EIRsRA PR B HEES

cosnante wabnoS notom, B3sB ero 3a ocHosy,



2.3. NameHeHne wabnoHa

Bbibepute komaHay "Omkpbims” B MeHI0 "@auri”, a 3atem
HanguTe u OTKPOMTE LWAabnoH, KOTOopbIn TpebyeTtcsa
N3MEHUTD.

»Ecriu 8 Ouanozoeom okHe "Omkpbimue OOKyMeHma" HeT
cnucka  wabrioHos, ebibepume 3HadyeHue "lllabrioH
dokymeHma" B cnucke "Tur ¢gpaursos”,

» VI3ameHume rrobbie u3 umerouwjuxcs e wabrioHe Haornucedu,
PUCYHKO8, cmurieu, ¢hopmamos, MaKpocos8, 35IeMeHMOo8
criucka aemomeKkcma, rnaHerieud  UHCMPYMEHMOos,
HacmpoeK MEHK U codemaHuu Krnasuuu.

» Haxxmume kHoriky "CoxpaHums”,

Ha3zan OrnaeneH Bnepea
ne



Ba)xHo: BHeceHHblIe 8 wabrioH U3MeHeHUs He 8rlusitom Ha
cooepxxumoe cyuwiecmayrouwjux OOKYyMeHmMos,
OCHOBAHHbIX Ha amom wabrioHe. VI3ameHeHHble cmursu
obHoeMsIoMeCcsa  rpu  OMKpbIMuu  cyulecmesyrowux
OOKYMEeHMO8, MOJIbKO €csiu ycmaHoerieH @riaoK "
Asmomamu4ecKu obHoesrsIMmb cmusnu”. YT00bI
YCTAHOBUTb  3TOT  naXok, nepen  OTKPbITUEM
CYLLECTBYHOLUNX OOKYMEHTOB BbibepuTe B MeHto "Cepsuc”
komaHay "LLlabrnoHkl u Hadcmpouku”,

Ha3zan OrnaeneH Bnepea
ne



3. Ctunun Microsoft Word

Ctunb — amo COBOKYMHOCMb rnpuemos
opmamupoeaHus. Cmurnb umMeem Ha3gaHue U
3a0aemcsi 8 omoesibHOM riosie. Ecnn, ckaxem, npwu
HannucaHum pedepartoB Bbl Bcerga ucnonb3yerte wpudTt
"Times New Roman', KErMb 13,5 N MEXCTPOYHbIN MHTEpPBAnN 1,3,
BOBCE He 00dA3aTefibHO KaXabl pa3 BbICTaBMATb 3TU
HacTpoukn. [loctaTouHO co3aaTh CTUIMb U BbIODUpaTh €ro,
Korga 910 byoeTr Heobxoaumo. PopmaTupoBaTb TEKCT C
NMOMOLLbKO CTUNIA HaMHOro ObICTpee, YeM WU3MEHATb
BPYYHYIO KaXObIin aneMeHT doopMaTupoBaHUSA, K TOMY Xe
npn 3TOM rapaHTupyeTcs eanHoobpasne BHeLIHEro smaa

on e,El,eJ'IeHHbIXCBJ'IeMeHTOB ﬂ,OKgMeHTa.
a3an J1aBJ1€H nepen

ne



Ecnn nosxe Bbl BHECETE U3MEHEHUA B onpeadeneHHbIN
CTUSIb, BECb TEKCT AOKYMEHTA, K KOTOPOMY OblfT1 MPUMEHEH
9TOT CTUIb, U3MEHUTCA B COOTBETCTBUMU C HOBbIM
onpeneneHnem CTuns.

B "ordecTb ABa TUMNa CTUNEN:

1) CTunu ab3aua nNpuMMeHAIOT K uenbiM ab3auam. Ctunb
ab3aLia NoNHOCTbLIO onpeaensieT BHeELWHUM BUA ab3aua, 10
€CTb BblpaBHMBaAHME TEKCTa, NO3VUUM Tabynauum,
MEXOYCTPOYHbIN MHTEPBAN U rpaHuubl, a Takke MOXET
BKNo4aTb doopMmaTupoBaHME CUMMBOJSIOB.

2) CTunb cMMBOna NpUMeHnM K niobon 4yactn TekcTa U
BKIIOYaEeT B cebsa nobble arneMeHTbl popMaTUpOBaHUS,
BNUSAIOLLME HA BHELWIHWA BUO CUMBOMA: rapHUTypa WU
pasmep WpUQPTA, Erg HayepTaHie 1 1. . (CNoBOM, Nodble
nabb‘?l\?l%bl cbo@maB

MaTu o%gHMﬂ,%?Bﬁﬂe MOXHO 3a4aTb B
OKHe KoMaHAbl CDopMQT - LLpndoT):



- Cambin NPOCTOU cnocob
3aronoBok 3 11'--|
NMPUMEHEHUNA CTUIA Npeanaraet Ham
® MAPKHPOBAHHHH paCKprBaPOU_lMVICFI CMMNCOK CmU.I'lb,
1. MHoroypoBHeRH KOTOPbIA HaxoguTcd Ha naHenwu
Huxuail konoRTHTyN - MHCTPYMEHTOB (POPMaTUpPOBaHUS U,
ObLuHEL ¢  KaK MpaBurio, coaepXnTt CJioBO
S OObLIYHbIN (OTNNYHOE HasBaHwue!).
HYHE (Beb) | 2
R N PackpbiBatoLmnca cnmcok Cmurib
Obrrynri (Beb) + Opyroit ueer (RGB(0,102;0))
NnokasaH Ha puc. 3.
O6pryubiii (2ed) + moyKupHEBI
O6pryubiii (2ebd) + moyxupHsrii, YepHsrii
Obuynmi (seb) + Cnepa: 0,63 cu
Obrunmit (seb) + Cnesa: 1,25 cm
Obryuni (peb) + Yepurii /Pl IC 3’)
Ha3zan OrnaeneH Bnepea

ne



3.1. Co3gaHue cTuns Ha OCHOBE

oTdopmaTnpoBaHHOro absata
Cambi NPOCTON CMNOCOO co3aaHNAd HOBOIO CTNINA — 3T0O,

NPpUNOXUB  MakCUMyM CTapaHMM U  MaCTepCTBa,
oTdpopmaTupoBatb OAUH ab3al, TeKCTa TakK, KakKk BaMm
3axo4yeTcsd, a MoTOM WUCNnonb3oBaTb €ro B KadecTBe
obpa3ua npu co3gaHum HoBoro ctuns. Ona aTtoro
BbLINOMHUTE cneaytoLlime 0eNCTBUA:

BBeante absau tekcta. MoxHO B3ATb N0OOW rOTOBbLIV
ab3zau 13 noboro gokymeHTa. [ NaBHOE, YTODObLI HA 9KpaHe
HaxoaWUncst TEKCT, KOTOPbIN MOXXHO (bopMaTUpOBaTh.

Bbinpenute ab3au,

Ha3zan OrnaeneH Bnepea
ne



OThopMaTupynuTe TeKCT. HayHuTe C¢ popmaTnpoBaHUA
CUMBOMNOB. TeKCT MOXHO YBENUYUTb UNU YMEHbLLUWUTD,
BblOpaB COOTBETCTBYIOLLYIO FAPHUTYPY LIpudTa M €ero
pasmep.

[TlpumeyaHune: OrpaHuybTeCb BbIODOPOM LWpUdTa WU
pa3mepa. 13beramte Takoro BblAENEHNUSA CUMBOJIOB, KakK
nogyepkuBaHUe UMM KypCuB, €Clih TOMbKO He XOoTuTe
NPUMEHNTb UX KO BCEMY TEKCTY.

OTpopmaTnpynTe absal: yctaHoBMUTE OTCTyn absaua,
BbIDOBHANTE TEKCT MO LEHTPY UMM MPUMEHUTE JIHOOON
OpYyron pexum dpopmMmaTtmpoBaHUA, KOTOPbLIN XenaeTte,
Ha3Ha4YnTb CBOEMY CTUSIIO.

Haxkmute KOMOMHauUWo KnaBuwl  <Cir+Shift+5>  3JTa
KOMOMHaUNA KraBull akTUBU3UPYET pacKpbiBalOLWMNCA

CNasaaCMuBrNasopHI  BREpsaca Ha naHenu
MHCTPYMEHTOB doopiiaTnpoBaHms. B okHe norne BblaeneH



Bropon cnocob co3oaHuga Cctung — nyTeM BHECEHUS
M3MEHEHNN B OMarnoroBoOM OKHE:

»Bbibepute  komaHpgy @®opmam - Cmunu U
gopmamupoaHue.

% LlenkHnte Ha kHonke “Co30ampb’, 4TOObI BbI3BATb
aunarnorosoe okHo ‘Co30aHue cmurs’

% W3 packpbiBatoweroca cnucka Cmunb” BblOEPUTE
CTUIb, KOTOPbIN XOTUTE co3gaTtb — Ab3aua unu
CunmMmBona.

% LllenkHuTe B TekcTtoBoM none ¥msa” n BBeaute UM4
HOBOIO CTUNA.

»Ecnun Bbl XoTnTE, YTOOBLI HOBBLIN CTUIb OCHOBbLIBASICA Ha
y>Ke CYLLECTBYIOLLEM, BbIDEPUTE HYXXHbIN DA30BbLIN CTUSb
N3 packpbiBatoLlerocsi cnmcka ‘OcHosaH Ha cmurie’

Haszang OrnasneH Bnepen
me




B cnncke ‘@opmam’ BbIDEPUTE HYXHbIE 3NEMEHTbI U
BHECUTE Heobxoanmble nameHeHus. [pu 3agaHum cTnns
CUMBOSIa HEKOTOpbleé 3reMEHTbl CrnuUcKa, Takue Kak
‘Ab3ay,”, ‘Hymepauua”, Pamka” n “Tabynauus’”, oyayt
HeOOCTYMNHbI.

Ecnn Bbl XOTUTE, 4YTOOLI HOBLIN CTUMb CTasl 4YacTblo
labfioHa, Ha KOTOPOM OCHOBaH TEKYLUUA [OOKYMEHT,
ycTaHoBuTe donaxok LJobasums 6 wiabrioH’.

» lllenkHnte Ha kHonke ‘OK” gnsa BO3BpalleHUsA B
ananorosoe okHO ‘Cmurnb’.

LllenkHnTte Ha kHonmke TIpumeHumb” gnNa MNPUCBOEHUS
HOBOIO CTUIMA TEKYLLEMY CUMBOSY nnn absady.
[TlpumedvanHue: dnaxok ‘O6HoBMSIMBE asmomamu4yecku”

OCTVYIhneH
4 Hay3a.q OrnaeneH Bnepea

ne



TOSIbKO Npu co3aaHum ctuns absaua. HoBbin CTUMNb
CUMBOJA MOXXHO

byoeT NpUMEHATb N K ab3ally, HO TONbKO NMpwu BblOENeHNN
Bcero absaua (kak Bbl MTOMHUTE, A9 NPUMEHEHUA CTUNSA
ab3alagocTaToyHo ObINO YCTaHOBUTL KypCcop B Nntoboe
mMecTo ab3aua) Ecnuv Bbl npMeHUNu K HEKOTOPOMY CroBY
CBOW CO3daHHbIN CTUSb CUMBOJIA, TO UBMEHUTDL Ero
MOXHO TOJSIbKO NyTEM U3MEHEHUA CTUNA CUMBOSA, a HE
ab3aua. [1na aToro B CNUcKe CTUNem MUMeeTca CTUIMb
‘OcHosHou wpugpm absaua’.

Co30asas, Harpumep, abzay ¢ omcmyroM, KOmopbiu
byoem npumeHaImMbcs Orid opa2aHu3auyuu CriucKos,
Moxxeme ripuceoumse emy umsi CRIUCOK.

Ha3zan OrnaeneH Bnepea
ne



ECINU Bbl UCMOJ1b3yeTe Ha3BaHUE y>XKe CyLLeCTBYHOLLIEero
CTUNSA, TO Word Npeaynpeant Bac 06 aTom. Beibepute
apyroe nms. BeeaeHHbIM BaMuy CTUMBb NOMOSTHUT CAMUCOK
CTUIEN, KOTOPLIE YXXe coaepXaTcqa B BalleM JOKYMEHTE.
TonbKo YTO CO3aaHHbIN CTUSb OyAET MPUMEHEH K
ncxogHomy absauy (k Tomy, Ha OCHOBaHMM KOTOPOTO Bbl
co3ganu atoT cTunb). OH Takke OyaeT NpUMEHEH K
HOBOMY ab3aLly, eCcfiv Bbl CTAHETE BBOAUTb TEKCT.
[1aHHbIV CTUNb Bbl BripaBe NPUMEHUTb K NTI0ObIM yKe
nMerwmnmcs absauam.

Ha3zan OrnaeneH Bnepea
ne



3.2. COBETHI 1 NpaBuia no co3gaHuto
[laBanTe cBOMM CTUNSAM UMEHa, OTpaxaklime unx

cneunduky. HaasarnaClMEI@Yncox ¢ OTCTYNOM WK
OCHOBHOM TeKCT Tabnuubl NPOCTO 3aMevaTerbHbl,
MOCKOSIbKY CaMu OOBLSCHSAT cBOe HasHadeHue. meH
Tnna Ctunb 3 unn HoBbIN 2kenartenbHo n3berarb.
'HoBble CTUIN NMPUMEHSIOTCH TONbKO B TOM OOKYMEHTE, B
KOTOPOM OHU ObINn Co3aaHhbl.

Ecnn Bbl co3pganu uenbii HAbop CTUMEN, OT KOTOPOro
NPOCTO B BOCTOpPre, U xotenu bbl nonb3oBaTbCs UM U B
Opyrux OOKyMeHTax, TO creayer co3gatb  Tak
Ha3blBAeMbIN LLIADSIOH.

»Bo3MOXXHO, BaM NoHagobutca BHECTU U3MEHEHUA B TOT
NN UHOW CTUNb. [Ns 3TOro BOCNOSib3yuTeChb 06MacTbio
3apay Ctunu n popyazyaaBaHN@IMaBned Brepep

ne



3.3. YoaneHue ctung

Bbibepute komangy Cmunu u copmamuposaHue”’ B

MeH ‘@opmam’.
» Boibepute cTunb, KOTOpbIW TpebyeTca yaanuTb, B CUCKE

‘Cmurnu’, a 3aTeM HaXXMUTe KHOMKY “Yoanume’.

[lpmeyaHue: Ecnu yoanntb co3gaHHbIN Nofnb3oBaTenem
CTunb ab3aua, KO BCEM OJOPMIIEHHBIM 3TUM CTUNEM
absauam oyoet npumeHeH ctunb OObIYHbLIN, a caM CTUIb

bynet yoaneH us wabsnoHa.

Ha3zan OrnaeneH Bnepea
ne



4. OrnaBneHne AOOKYMeHTa

OrnaBneHne — 3mMoO CrucoK pa3soesioe O0OKyMeHma.
Ob6bl4HO oOrnaBfieHNWe BKIIOYMAET HOMEP CTpPaHULbl
Kaxgoro pasgena (B [JOKYMeHTe) WU  CCbIIKYy Ha
CTpPaHULy C OaHHbIM 3arofioBkoM. OrnaBneHue cnyxur
Onsi Toro, Ytobbl O3HAKOMUTb 4YUTATENHA C MNEPEYHEM
pasfgenoB U NOMOYb eMy HauTWM HadanbHYK CTpaHuLy
MNn pasgen c COOTBETCTBYHOLLIMM 3arofmfoOBKOM.

B nporpamme Microsoft Word nNpefycMOTPEHbl HECKOJTbKO
pasnnyHbIX BapuaHTOB co34aHnA ornaeneHud. [pn aTom
MOXHO BblOpaTb MeCTO BCTaBKM OrfiaBfeHna B
OOKYMEHTE UM Ha BED -

Ha3zan OrnaeneH Bnepea
ne



cTpaHuLUe 3agaTtb cogepxumoe U opmaTnpoBaHue
KayKOoM 3anncu 1 ykasaTb, CrneayeT Ny BKYaTb HoMepa
cTpaHuy. Hanpumep y4yauwmeca MOryT BKIHOYUTb
ornaeneHne B HaydHbli poknagd. OrnaeBneHve B
NOKYMEHTEe COCTOMT W3 Cnucka pasgernoB  Unu
3arofioBKOB, 3arnofiHuTenen Tabynaumm (CNnoLUHbIE,
MYHKTUPHbIE U LUTPUXOBbIE JIMHUU, KOTOPbIE 3amnOSHAIT
NPOCTPAHCTBO, 3aHATOE 3HaKaMu Tabynsaumm) 1 HOMEpPOB
cTpaHul,. [MocneaHne aBa anemeHTa He obs3aTenbHbl. Ha
BeO-CTpaHuLEe BMECTO HOMEPOB CTPaHWUL, NCMOSb3YHTCS
rMNepCChbInKu.

Ha3zan OrnaeneH Bnepea
ne



4.1. Co3naHusa ornasneHus

dBTOMAaTU4YECKHA

Mbl paccMoTpuM OANH U3 caMblX ONTUMarnbHbIX MPUEMOB
CO34aHus OornaBneHns aBToMaTtu4eckn Bam Heobxoammo
BbLINOMHUTbL CreaylLline 0encTBua:

[loMeTUTb B TEKCTE HaA3BaHMSA rMaB N pa3nenoB 0COObIM
ctunem. [Ina co3gaHnsi aBTOMaTUYECKOro OrfnaBrieHus
Word NCNONb3YET CTUMN 3aronoBkoB. Cmusib «3a20/1080K
I» npegHasHayeH Ansg OMOPMINEHUS CaMbIX KPYMHbIX
3arofioBKOB [AOKYMEHTA, Hanpumep HasBaHUWA [TiaB.
Cmurnem «3a20s1080K 2» 0OOPMISOT Ha3BaHUA pa3gernos
rnmaBbl, @ cMursieM «3a20/1080K 3» Ha3BaHUA NoApa3aenos.

Ha3zan OrnaeneH Bnepea
ne



Ha ocHoBe BbiOpaHHbIX YPOBHEW 3arofioBKOB Word
dopMMpPYyET aBTOMaTUYECKOe ornasneHne. Kak npasuno,
ONns pasMeTKN CTPYKTYpbl TekcTa U (OpMUPOBaHUA
OrnaBfieHUA UCMOMb3YKTCA 3aronoBKM TOMbKO Tpex
NepBbLIX YPOBHEWN.

»Ha ocHOBe BbINOSITHEHHOW Pa3METKU CTUNAMU 3arofioBKOB
pa3HbLIX YPOBHEN CO34aTb aBTOMAaTU4eCcKoe ornaBrieHmne u
NOMeCTUTb ero nnMbo B Havyano, NMdo B KOHeL TeKcTa.
NTak, npuctynum K CO30aHMIO aBTOMATU4YECKOro
ornaeneHnsa. Bosbmnte nwobon TEKCT U 0POPMUTE
3arofioBKM ero pasaenoB C NMOMOLLb COOTBETCTBYHOLLMX
CTUNEeNn: «3a2051080K 1», «3a20/1080K 2» U «3a20J/1080K 3».

Ha3zan OrnaeneH Bnepea
ne



3aKOH4YMB OOOPMINEHME 3aroyiIoBKOB CTUMAMM,
YCTaHOBUTE KYPCOpP B TO MECTO, rae Heobxoammo
Pa3MeCTUTb OrnaBrieHne, nepenanTe Ha MeHto
Bcmaeka» — «Lcblnkar — «anasrneHue U ykasamersiuy.
Ha aKkpaHe nosiBUTCA packpbiBarlOLLIEECA MEHIO, B
KOTOPOM BaM HY>XHO BbIOpaTb Bknagky «OasiaerneHues . B
9TOM MEHIO0 3arosfiHNTb HeobxoanmMble Mosd
(3anosiHnTenb, popmMarthl, YPOBHU )N HaXaTb KHOMKY OK.
[locrie Haxxamus KHOMKU 8kl ygsuoume, 4Ymo Ha OCHO8€e
co030aHHOU 8aMu pa3mMemKu cmusisMu cgbopmupos8arioch
asmomamuyeckoe oarfiasrnieHue c ykazaHuem HOMepos
cmpaHuu, Ha KOmopbiX Haxooumcs Hadarsio arias,
pa3soesios U rnoopasoersios.

Ha3zan OrnaeneH Bnepea
ne



4.2. I'lepemellieHne No ornaBneHUo n
TeRePE CRIBU RHAMBHS I B LQREH BIISHIEHo

HaXkaTb KnaBuLLy «(Ctrb U LWWENMKHYTb Ha Ha3BaHUW 3TOro
pasgena B OrfaBneHMM B MOMEHT, KOorga ykasaTenb
MbILLW  NPUMET BUO pPykn. Bbl  aBTOMaTU4eECKU
NnepemMecTUTeECb B TO MECTO B TEKCTe, rae HavyumHaeTcs
BblOpaHHbIN pasaen.

Ecnn Bam noHagobuTcs BHECTU U3MEHEHUSA B Ha3BaHUA
pas3genos NMnMbdo nepedopMnpoBaTb UX YPOBHU, BHECUTE
M3MEHEHUA B TEKCT, a 3aTEM Ha OrnasrfieHUE HaXMWUTE
NpaByl0 KHOMKY MbILLN, NOSABUTCA KOHTEKCTHOE MEHIO rae
Bbl MOXETe BblOpaTb «O6HOBUMB 10/1€ >,

Ha3zan OrnaeneH Bnepea
ne



