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Cpe,qCTBa aBTOMaTuU3auvm Beoga n 3anosiHeHnA QOKyMeHTOB

TEeKCTOBBIM pENAKTOp MO3BOJAET Jenarb pPsJ HW3MEHEHHH B TEKCTE
ABTOMAaTUYE€CKH. DT U3MEHEHHUS JIEATCSA Ha TPU Kiacca:

e lI3MeHeHHUs, KOTOpbI€ JENalTCs MOJHOCTHIO aBTOMAaTUYECKH, U He
TpeOyIOT HUKaKMX JCHCTBUM  moOJb30BaTeNs. TakoBbl — IOSIBICHUE
npornucHoM  OykBBI B Havalle  NPEJIOKEHUS UM UCIIpaBJICHHE
opdorpaduueckoit OMOKH.

e lI3MeHeHHUsI, KOTOpbIE IENaloTCs MO HEIBHOMY «HAMEKY» MOJb30BaTelis.
TakoBbl W3MEHEHHE CTWIS ad3ala MpU MOBTOPHOM HAXKATUW KJIABUIITH
[Enter] u mosiBieHHE TOPU3OHTAIBHOW JIMHUM BMECTO TPEX BBEIECHHBIX
neducos.

e lI3MeHEeHHUsI, KOTOPBIEC BBIMOJIHSAIOTCSA MO SIBHOMY YKa3aHHUIO MOJb30BaTEIIA.
TakoBbiM siBnsieTcs 3ameHa OykB «MO» Ha cioBocoueranue «Microsoft
Office» npu Haxkarum knaBumu [F3].

CpenctBa Word, KOTOpBI€ BBITIOJHAIOT H3MEHEHUS JTHUX TpEeX KIIACcCOB,
Ha3bIBAIOTCSI, COOTBETCTBEHHO, Asémo3amena, Aemogopmam (1ipu BBOJAE) U
Aemomexcm. KOHKpeTHBIN HA0OP N3MEHEHHM, BBITIOTHSIEMBIX STUMHU CPEICTBAMH,
ONpEEsIeTCs NapaMeTpaMH JHAIOTOBOIO OKHA AeTozameHa, KOTOPOE OTKPBIBAECTCS
KOMaHJION

MeH1o CepBHC — KOMaH/1a ABTO3aMeHa. ..

Aeémo3amena VCTIONL3YETCS 7151 BHIMOTHEHUS TPEX OCHOBHBIX (DYHKIIMIA:



ABTOMaTHYECKOE UCIIPaBIEHUE ONEYaTOK MpU BBOJE TekcTa. McnpasneHue
MIPOU3BOUTCSA MyTEM 3aMEHBI CJIOBA B JIEBOM CTOJIOIIE CMHCKA CIOBOM B IMPABOM
cTonbme cmnucka. B HMCXOMHOM COCTOSIHHM CIHHCOK COMEPXKHT mpumepHo 250
AIIEMEHTOB C PYCCKUMH CJIOBaMu (M ropasfo OOJbIlIe 3JIEMEHTOB C aHITTMHCKUMU
cinoBamu). s sddexruBHOrO nmpumeHeHus: 3TOW (YHKIMH ABTO3aMEHBI HY)KHO
HACTPOUTH CHUCOK, BKJIIOUMB B HErO OINEYATKU, XapaKTepHbIC IJII KOHKPETHOIO
MOJIb30BATEIS.

ABTOMaTHYeCKasi 3aMeHa MPU BBOJE OMPEACIICHHBIX COYETAHUM OOBIYHBIX
CHMBOJIOB CHEIUaIbHBIMM CHUMBOJIaMH. Harmpumep, codeTtaHue CHUMBOJIOB (1)
ABTOMATHYECKH 3aMEHSIeTCsl CUMBOJIOM ®. B HCXOMHOM CIUCKE COMEPKUTCS UYTh
OoJee JII0KUHBI TAKUX 3aMEH.

ABTOMaTHYEeCKasi 3aMEHa ONPEICICHHBIX COKPAIIEHUI UM 0003HAYCHH
Pa3BEpHYTHIMH OIPEAEIECHUIMHU, TpaQUKOi U BOOOIIE YeM YroaHO. JTa PyHKIHs
ABTO3aMeHBI TIEPECEKAETCS ¢ OCHOBHOM (DyHKIIMEH ABTOTEKCTA.

UToOBl MOMOJHUTH CIHUCOK ABTO3aMEHBI, HYKHO BBECTH 3aMEHSIEMOE
OyKBOCOUETAaHHE B TI0JIC 3ameHuTs, 3aMEHSIONIEE CJIOBO WIIM CJIOBOCOYECTAHHE
BBECTU B TIOJIE Ha M HaXaTh KHOMNKY [o6aeuts. EcCiuU mepen OTKPHITUEM
JIMaJIOTOBOT0 OKHA ABTO03aMeHA BbIJICIUTh TEKCT WIH JPYrol 0ObEKT, TO OH cpazy
OKaXxeTcs B 1mojie Ha. VMEHHO TakuM CrmocoO0OM B CHHCOK ABTO3aMEHBI
BKJIIOHAIOTCS rpaduuecKkue 0ObEeKTHI.

N3MeHEeHUs, KOTOphIE MOXET NPOBOIUTH Aeémogopmam 1pU BBOJIE,
JIOBOJIbHO MHOTOYMCJICHHBI, HO OHM JIE€TAJIbHO OMHCAaHbl B CIPABOYHOU CHCTEME.
JlobpaTbcst 10 3TOrO0  OMUCAHUST MOXHO C  TIOMOIIBIO  CIEayrolen
MIOCJIEJOBATEIILHOCTU JIEUCTBUM:

M. CnpaBka — k. CnpaBka no Microsoft Word — Coaep:xanue — mamnka
®opmarupoBanMe —  nanka  HMcmoas3oBanue — aBropopmara @ —
BBIOpaTh ABTOMAaTH4YecKOe (popmaTrnpoBanne — KHomka BbiBecTH — 4HUTaTh
TEKCT B IIPAaBOM OKHE.

B cymHocTt, ABTOTEKCT BBITIONHAET Ty kK€ (QYHKIIHIO, UTO U ABTO3aMeHa.
Nwmeercst cnivicok map «uMsi — 3HAUEHHUE» W 00a CPelCTBa MO3BOJISIOT BMECTO
MMEHH TOJACTABIATh €ro 3HaueHue. OIHAKO MEXKIY 3TUMHU CPEICTBAMH UMEIOTCS
HEKOTOPBIE OTINYHUSL.

ABTO3aM€Ha BBINOJHAET MOJICTAHOBKY aBTOMAaTUYECKHU, a ABTOTEKCT — IPHU
Haxxarnu knaBum [F3] wmm [Enter]. IlosTomy smemeHnTam ABTOTEKCTa MOYHO
JlaBaTh COBEPIICHHO MPOMU3BOJbHBIC MMEHA, B TOM YHUCJIE OOBIUHBIE CJIOBa, 03
PHCKa HEXKEJIATEIIbHOM MTOJAMEHBI CIIOB.

Bbibop cpencTBa 3aBUCUT OT KOHKPETHOW 3aia4m U BKYCOB
nonb3oBaTern4d.

B Word nosiBuiiocsk eiie oJJHO MOJIE3HOE CPENICTBO YCKOPEHHUS BBOAA, TECHO
CBSI3aHHOE€ C ABTOTEKCTOM, KOTOpO€ HasbiBaeTcsi ABTo3aBepiieHue (Wiu
Agro3zanonuenue). CyTb COCTOUT B TOM, YTO €CJIH 3TO CPEACTBO BKIIIOUEHO:

M. CepBuc — K. ABTO3aMeHa — BKJIaJIKa ABTOTEKCT —> BBICTABUTH
¢daxxoxk ABTO3ano/IHeHHe Ui ABTOTEKCTa M JaT, TO IOCJE BBOJAA MEPBbIX
YEThIPEX CHMBOJIOB Ha3BaHUsS 3JIEMEHTAa ABTOTEKCTa MOSBISETCS BCIUIBIBAIOLIAS



MOJICKa3Ka CO 3HAYEHHEM d3JIeMEHTa ABTOTEKCTa, KOTOpas IMO3BOJSET 3aBEPIIUTH
BBOJI MPOCThIM Hakatuem kiaBuiiu [Enter]. Kpome Toro, ABro3aBepiiieHue
npejyiaraeTcs euie v Jjis Ha3BaHWM MECSIeB U JHEW HEeIeNH.

Emie ogHo wacto ucnonb3yemoe cpenctBo Word — cnucku. Crivicku Word
OBIBAIOT MAPKUPOBAHHbBIE, HYMEPOGAHHBLIE U MHO20YposHesble. DaKTUUECKH,
CIMCOK — 3TO IOCJEA0BaTEILHOCTh a03aleB, OT(OPMATHPOBAHHBIX OCOOBIM
oOpa3zom, Mpu4yeM B Hayajlo Kaxjaoro abdzama Word aBromMaruyecku a00aBisieT
MapKep Il MapKUPOBAHHBIX CIHHCKOB WJIM TOCIEAOBATEIbHBIM HOMEp IS
HYMEPOBaHHBIX CIMCKOB. A03allbl, BXOASIINE B CIHCOK, HA3bIBAIOTCS JIEMEHTaMU
cnucka. Kak mpaBuiio, 3IeMEHTHI CIIUCKAa UMEIOT HEKOTOPBIH OTCTYI WJIM BBICTYII
IIEPBOM CTPOKH.

Kak Bcerma B Microsoft Office misi mpoCTBIX M THUIHWYHBIX ONEpariuit
PETyCMOTPEHBl HAWMPOCTEUIITUE METOAbl HCTOJb30BaHUs. UTOOBI cO3maTh
HYMEPOBAaHHBIN MJIM MapKUPOBAHHBIA CIHCOK, HY)KHO MPOCTO BBIICTUTH a03aIlbl
CIUCKa W HaXaTh COOTBETCTBYIOIIYIO KHOMKY Ha TAHEIW WHCTPYMEHTOB

dopmaTmpoBaHme - Kpome TOro, MOXXHO BOCMOJIB30BaThCsI KOMAHAOW MEHIO
JUISL CO3JaHUsI MAPKUPOBAHHOTO CITHCKA!
Meno @opmar — xkoManaa CnMcok — BKIIagKka MapKupoBaHHBIN
cnucok — Briopars QO0pasen mapkepoB — OK

Homepa cTpanui, KOJOHTHTYJIbl, CHOCKHA M IPUMeYaHusi

IIpy mOArOTOBKE MIOKYMEHTOB IIOJb30BaTeiIb JOCTATOYHO YAaCTO CTAJIKHUBACTCS C
MHOTOCTPaHUYHBIM TeKCTOM. IIpocTraButh Homepa cmpanuy MOXHO, UCHOIB3Ys MEHIO
BcraBka — xomanzna Homepa cTrpaHui — yTOYHUTH apameTpsl guanorosoro okHa — OK.

B BepxHHME M HWKHME MOJA JOKYMEHTA MOYKHO 3aHOCUTH IOBTOPSIOIIMMCS
TEKCT, HampuMep 00 aBTOpe, Ha3BaHUE JIOKyMEHTa U T.1. B uenom koronmumyn —
3TO TEKCT W/WUIM PUCYHOK (HOMEp CTpaHUIlbl, JaTa MedyaTd JOKyMEHTa, 3MOieMa
OpraHM3aliy, Ha3BaHUE JIOKyMeHTa, uMs (aiina, ¢amwius aBropa ¥ T. IL.),
KOTOPBIM II€YaTaeTCs BHHU3Y WIM BBEPXy KaXJOW CTpaHULBl JTOKyMeHTa. B
3aBUCMMOCTH OT MECTa pACMOJOKEHUs (Ha BEPXHEM WJIM Ha HIKHEM II0JIe
CTPaHUIIbl) KOJIOHTUTYJIbI OBIBAIOT BEPXHUMH U HWKHUMH. JJ1 BBIOJHEHUS 3TON
paboThl BhIMONHSAETCSA: MeHI0O Bua — kxomanaa KosoHTuTyabl — mnosBisercs
NaHEJIb MHCTPYMEHTOB KOJIOHTHTYJIBI M KypcOp YCTaHABIMBAETCS B BEPXHUU
KOJIOHTUTYJI — BBOIATCS JIaHHbIE C KJIaBHUATypbl WM C TMOMOIIBIO MaHEIU
MHCTPYMEHTOB — KHOIIKAa 3aKPBITh Ha MaHEIN HHCTPYMEHTOB KOJIOHTHTYIbI.

Bo BBOIMMOM TekcTe MHOTAA HEOOXOAMMO JIENaTh MMOSICHEHUSI U YTOUHEHUS.
JUIs1 3TOTO MCTIONB3YOTCS HPUMEUAHUA U CHOCKU.

Ilpumeuanue MOXHO Hamucarb IPOCTO TEKCTOM CO CIOBOM IPUMEYAHHUE B
OIPEIEIICHHOM CTHJIE WM CHEJaTh €r0 BCIUIBIBAIOIIUM IIPU NONAJaHUN yKa3aTells
MBIIIM Ha OINPENEICHHOE CI0BO. B 3TOM ciydae BBOA IPUMEYaHUs BBINOIHACTCS
CICYIOIINM 00pa3oM:



1. Bbigenurte TEKCT WU 3JIEMEHT, C KOTOPhIM TpeOyeTcs CBsI3aTh
IIPUMEYAHUE, UIIU NIEPEUAUTE B KOHEL 3TOTO TEKCTA.

2. Mento BceraBka — xomanga Ilpumeuanue — Bpeaure Tekcr
npuMedaHus B 00J1acTh MPUMEUAHUNM BHU3Y DKpaHa — KHOIKAa 3aKPbITh
B 00JIaCTHU MPUMEUYAHUM.

Brinenennsiii aeMeHT OyieT OKpalieH.

UToObl ynanuTh NMpUMEYaHHE CIENYeT MICIKHYTh MO BBIJICICHHOMY CJIOBY
NpaBOl KHOMKOW M B KOHTEKCTHOM MEHIO BBIOparh KOMaHIy YAQJIUTh
NnpuMeYaHue.

IMoae «/laTay»

Bo mHOrmx JOKYMCHTAax JIsI aBTOMAaTU3allui BBOJAA HAHHBLIX MOXKHO HCIIOJIB30BATh
nosis (Oonee 60). Ilome — 3TO 3ape3epBUpPOBAHHOE MECTO MJIA JaHHBIX, KoTophie Word
ABTOMATUYCCKHU BCTABJISICT B JOKYMCHT. HaHpHMep, MOXHO BCTAaBJIATh ATy U BPEM CO3MaHUA
JIOKYMEHTa, JIaTy ¥ BPEMs IMOCJICAHETO COXPAHEHUS IOKYMEHTA, YHCIIO CTPAHHUI] B IOKYMEHTE,
YHUCJIO CJIOB B IOKYMCHTC U T.A. B JAOKYMCHTC — 6J'IaHKe MOXXHO BCTABJIATH JaTy, KOTOpas 6yz[eT
aBTOMAaTHYECKA OOHOBIIATHECSA B COOTBETCTBUU C TeKymeﬁ. 21.]'[5[ OTOIro JaTy HY>XHO BCTaBUTH
Kak IoJie:

M. BctaBka — K. [lata n BpeMsi — BblbpaTb HyXXHbIN bopmat gatbl —
BbICTaBUTb priaxkok O6HOBNATL aBTOMaTnyecku — OK.

HIa0noHbI

Illabnonom Ha3biBalOT 00pasel] JOKyMEHTOB. BriOupas 1malioH A1 HOBOTO
JIOKYMEHTa, TO0Jb30BaTellb YKa3blBaeT penakropy Word, kakas unopmanus -
TeKCT, ¢dopMaTupoBaHue, rpaduka — HODKHA MOSBUTHCS B JOKyMeHTe. Uem
Oonbiie nHGopManuu OyAeT BHECEHO B JOKYMEHT aBTOMATUYECKH, TEM MEHBIIIE
octaeTcsi pyuHou pabotel. Ilpu 3arpyske Word aBTOMaTudecku 3arpykaercs
mabion OObIYHBIE — Qaitn ¢ umeHem Normal.dot. B Toxe Bpems uMeercs
BO3MOXHOCTh KCIIOJIb30BaTh APyTrHUe rOTOBbIE MIAONOHBI M CO374aBaTh CBOU. Jljst
UCIOJIb30BAHMSI TOTOBBIX IIa0JIOHOB HeoOxoauMo BbIOparh MeHio CepBuc —
xomaHjga IIlaGJoHBI M HAACTPOMKHM — B OTKPBIBIIEMCS JIMAJOrOBOM OKHE
II1a0J10HbI M HAACTPOIKH ) KHONKA /{00aBUTH — BBIOPATH HYXKHBIN M1a0JOH U3

nanku Ia6onbl (71 TpocMOTpa ¢ MOMOIIBI0 KHOMKH IIpencraBiaenus
Bb10epuTe MyHKT [IpoecmoTp) — OK — OK.

[Ipu xemaHuu MOJIB30BaTEIh MOXKET CO3/1aTh CBOM mabioH. Camblit
IIPOCTOM IYTh — CO3AaTh JOKYMEHT, KOTOPBI MOXHO UCIIOJIb30BaTh U B KAYECTBE
mabnona: MeHio Maiia — komanaa CoXpaHUTh KaK — B HIDKHEM 1oie Tum
(aiisia packpbITh BeINAJAOIIMNA CIUCOK U yKa3aTh [I1aGjoH nokymeHTa — B
nosic Ums ¢aiina BBecTu ums HoBoro maodnona — OK.

KoncrekT npuceuiaTe Ha agpece dIMEKTPOHHON TOYTHI
svetlana.avilova@gmail.com



