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NMpeoucnoBue

B Hacrosiiiee Bpemsi TekcTOBbIN mpoieccop Microsoft Word ucnonb3yercs st
pa3MYHBIX TIEYaTHBIX W W3IATeNIbCKUX Ieneil. [IpakTuuecku Bce opraHu3alvu M
(upMbI TPEeOYIOT OT CBOMX COTPYJIHHMKOB, 1a U OT CTOPOHHUX OpraHU3aiui, Mmoj-
TOTOBKY JOKYMEHTOB B 3JIEKTPOHHOM (hopme, KOTOpble 0T(HOPMAaTHPOBAHBI B COOT-
BETCTBUU C OMpe/IeJIeHHbIMU TPeOOBaHUAMH, B TEKCTOBOM Mpoiieccope Microsoft
Word. Kpome Toro, npuMeHeHHe TEKCTOBOIO Mpolieccopa U Npu MOATrOTOBKE He-
00XOIUMBIX TOKYMEHTOB JIMYHOTO IU1aHa (KypCOBble W JUMJIOMHbIE paboThI, pas-
JIMYHBIC OTYETHI, 3JICKTPOHHBIE COOOIIEHMS U Ap.) TAKXKE CTajJ0 JOCTATOYHO pac-
MPOCTPAHEHHBIM.

Hogsiii Microsoft Word u3 makera MS Office 2007 npeacrarnser coboit qocTta-
TOYHO MOIIHOE CPEACTBO OOPaOOTKH JOKYMEHTALMHM Pa3JIMYHOrO BHAA, KOTOPOE
BKJIFOYaeT B ce0sl Cpe/icTBa MO MOJArOTOBKE MPOCTBIX JOKYMEHTOB (T. €. JOKyMEH-
TOB, COJEPIKAILMUX, KaK MPABHUJIO, TOJILKO TEKCT, (YOPMYJIbI W/WITH 3HAKU CIIeLHab-
HBIX CHMBOJIOB, U O(hopMIIeHHE KOTOPBIX CBOIUTCS K MUHHUMYMY), JOKYMEHTOB
Oonpioro oobema (00IaJaloOIMX ONpe/IeIeHHOW CTPYKTYpPHOM Hepapxueit), cpen-
cTBa 00pabOTKH pa3IMYHON TEKCTOBOM MH(OpMALIMH, a TAKXKe CPEACTBa BU3yallb-
Horo mporpammupoBanus (Visual Basic for Applications, VBA), nmo3Bomnstoinue
aBTOMATHU3UPOBaTh BCIO paboOTy, HauUMHas OT cOopa uHpopmaluru, ee 06paboTku u
3aKaHYMBasl CO3aHMEM MTOTOBOM JOKyMEHTAIMH KakK Ul O(HCHOTO MOJIb30BaHMS,
Tak U AJis pa3menieHus Ha Web-y3ne. Kpome Toro, Hamunue HOBOro yJo0HOTrO MH-
Tepdeiica mop30BaTeNs, AOTOJTHUTEIBHBIX CPEICTB, TIOMOTAIOIINX OBICTPO U Ka-
YeCTBEHHO CO3JaBaTh JtoOble mpodeccHoHalbHBIE AOKYMEHTbl ¢ "Hyins", Oyaer
criocoOcTBOBaTH JanbHelneMy uHTepecy k Microsoft Office Word 2007.

B nipeyiaraemMoii KHUre Ha pa3UYHbIX TPUMEPaxX MPOJAEMOHCTPUPOBAHBI IIMPOKHUE
Bo3MokHOCTH Microsoft Office Word 2007, ucrionszyemble ais:

O 6LICTpOI>'I MOATOTOBKHU PA3JIMYHBIX OTYETOB, PE3HOME, NOKJIAAOB, 3allMCOK H
T. 1. C MOMOUIBIO UMEIOLIUXCA CPEACTB,

O mNoAroTOBKH KPYMHBIX JOKYMEHTOB, KOTOPbIE HUCMOJIB3YIOT CTPYKTYPHOE Aeie-
HUE JOKYMEHTa M BKJIIOYAIOT OIJIaBJI€HHWE, yKa3aTelb U CPeACTBa, XapakTep-
HbI€ 1715l TAKUX AOKYMEHTOB (3aKJIaIKH, CHOCKH, CCBIJIKH U T. 11.);

a NMOATOTOBKKM MHOI'OCTPAaHUYHBLIX OJHOTUITHBIX NJOKYMEHTOB C IMOMOUIBIO ITPO-
necca CIIMAHUA (HaanMep, MpuUriialliCHUsd Ha Kakoe-11u00 Mepoan/mTHe);



2 lpeducnosue
O paboTs ¢ rpaduveckUMHU 0O BEKTAMU;

O co3nanus u 00pabOTKHU TaOJIHIL;

O opranuzauun obmeHa wuHpopmauueii Word ¢ ApyruMH NpUIOKEHUSIMH

Microsoft Office;
O mnpeobpazoBaHusi JOKyMeHTOB B Web-cTpaHHLIbL;
O co3nanus wabioHOB U hopM
U T. 1.

HznoxeHue B mepBylo ouepeab OPUEHTHPOBAHO Ha TeX MOJIb3OBaTeNlel, KOTOpbIe
HE MMEIOT WIM MMEIOT JIMLIb HayaJlbHbIH OMBIT paboThl ¢ KOMNbOTEpoM. OnHaKO
Matepuai KHUTH OyJeT Mojie3eH U MHTEPeceH Takke TeM, KTOo yke obliaaaeTr noc-
TaTOYHBIM OMBITOM paboThl ¢ TpuokeHussMUu Microsoft Office mpenpimymumx Bep-
CHii, TIpekae Bcero, Hanu4yueM OOJIBIIOr0 KOMMYEeCTBA pa3o0paHHBIX MPUMEPOB,
KOTOpbIE OCTaTOYHO YAaCTO MOTYT BCTPETHUTHCS Ha MPAKTHUKE MPHU CO3AaHUM JIOKY-
MEHTOB TOTO WJIM MHOTO IJ1aHa.

Knwura coctout n3 17 rnaB, kaxknas U3 KOTOPBIX MOCBSIIEHA ONPeeIeHHON TeMa-
THKE W HWCTOJIb30BAaHUIO COOTBETCTBYIOLIMX BO3MOXHOCTEH. Marepuan B KHHre
PAacIIoIOKEH ¢ yYeTOM HapacTarolled CIIOKHOCTH KakK M3j1araeMoro martepuaia u
MPUBOIUMBIX TPUMEPOB, TaK U MPEEMCTBEHHOCTH MOJIyUYSHHbIX 3HAHUH OT IJ1aBbl K
rnaBe. Kpome Toro, Ha mpuiaraeMoM KOMTAKT-AUCKE pa3MelleHbl BCe MPUMEPBI,
KOTOpbI€ UCTIOJIb30BaHbI B MpeylaraéMoM U3JaHHH, a TaKKe BUACOKYPC Ui Hauu-
HaKoLIUX.

MaTepHan KHUTH MOKET OBITh MOJIE3EH:

0 B KayeCcTBe OCHOBHOIO PYKOBOJCTBA MPU CAMOCTOSATEILHOM H3y4eHurn Micro-
soft Office Word 2007;

0 cTyaeHTaM W MpenojaBaTesisiM MpH U3YHYeHUH Pa3IMYHBIX KypcoB HH(OpMAaTH-
KH, UH(OPMALIMOHHBIX TEXHOJIOTHH U CUCTEM 00PaObOTKH IaHHBIX;

0 mnosb30BaTeNsIM — IS pacIIMPEeHust MPO(eCCHOHATBHBIX BO3MOXKHOCTEH MpH
UCTOJIb30BAHUU TEKCTOBOTO Nipolieccopa Microsoft Office Word 2007.

ABTOp BbIpakaeT OmaromapHocTth Jlomakuny ['epmany AnexcaHApoBudy W 3aii-
ny IOpuro Dnyapnosudy 3a MOMOLIb, OKa3aHHYIO MPU MOATOTOBKE PYKOIMUCH K
W3JIAHUIO, a TaKk)Ke BCell rpymme nmoArotoBku usnarensctea "bXB-IletepOypr".



BBegeHue

[lepen BamMu KHHWTa, KOTOpas Ha BpeMs CTAHET BALIMM MyTEBOAWUTENIEM B YBIJIECKa-
TenbHbI MUp Microsoft Office Word 2007. Illar 3a miarom BbI mpoiineTe Bech
NyTh CO3AaHHUS TOKYMEHTOB C MOMOILIbIO Pa3iMYHBIX BO3MOXKHOCTEH, MpeacTas-
JSIEMBIX JaHHBIM TEKCTOBBIM TPOLIECCOPOM.

[Moxany¥, Ha ceroAHsIIIHUNA I€Hb 3TO OJWH U3 CaMbIX MOILIHBIX TEKCTOBBIX MPO-
LIECCOPOB, B KOTOPOM MOXKHO CO3/1aBaTh JIOKYMEHTHI, COJepKallie TeKCT, rpadu-
Ky, TaOnuiibl, GopMysbl U T. 1. Jaxke eciu y Bac coBceM HeOOJbIIOM ONBIT padOThI
C KOMIIBIOTEPOM — HHYEro CTpairHoro. MaTepuan KHUTU TMOJICKaKET BaM, 4TO
He00X0IUMO TIPENIPUHSATE B TOW WIIM UHOW CUTYaIIWH.

MHorouncieHHble TIPUMeEPbI, KOTOPbIE BBl TaKXKe HaieTe Ha MPHUIaraéMoM KOM-
MaKT-JucKe, cleNaloT Balle nmyTtewwectsue B Mup Microsoft Word Haunbonee yBie-
KaTeIbHBIM U, TOPOM, HEOKUTAHHBIM.

CTpyKTypa KHUTM MOCTPOEHAa TaKUM O0pa3oM, U4TOOBI yXke ¢ MEepPBbIX CTPaHUL Bb
CMOTJIM CaMOCTOSITEIbHO CO3/aBaTh MPOCThIe JOKYMEHTBI W MOJIyYyaTh HE00X0au-
MbI€ HaBbIKM pabOThI ¢ TEKCTOBBIM MPOLIECCOPOM.

B kuure taxoke YUT€Ha U TakKasd CUTyalusd, Korga BaM HE Yy KOro CripoCUThL COBETa,
Kak paboTaTh Ha KOMIMbBIOTEpE MO YIpaBJieHHeM KaKoH-THO0 OornepalioHHOM cHc-
TeMbl cemeiictBa Windows. [Toatomy eraga 2 npakTUUECKH LIETUKOM IMOCBSIICHA
OCHOBHBIM CBeJIeHUsM 00 omepaunoHHoi cucteme Windows XP, xotopas B Ha-
CTOSILLIMA MOMEHT LIMPOKO PACMPOCTPAHEHA HA NEPCOHAJIbHBIX KOMIbIOTEPAX.

B nanpHeiiem Bbl OyneTe MOCTENEHHO OCBaMBaTh Pa3jMYHbIE MHCTPYMEHTHI W
mactepa MS Word, KOTOpble MO3BOJIAT BaM CTaTh HACTOSIIMM TMOJb30BaTeNIeM-
npoeccruoHaIoM.

YT1oOBI MPEaCTaBIATh HEKOTOPbIE KITFOYEBbIC 3Talbl Ballel paboThl, B KOHLIE KaxK-
J1011 I71aBbl PUBEEHBI KPATKAE UTOTH BALUX 3HAHUM, YMEHUMN, HABBIKOB.

OcraBaiiTech ¢ HaMH, U MUp IPKUX Bo3MoxkHOcTel Microsoft Office Word 2007
CTaHeT /Ul Bac MEPBbIM MOMOLIHUKOM TPH CO3JaHUM JIOKYMEHTOB pa3iIMYHON
CIIO)KHOCTH.

A ceiiyac — B nyThb!






FMABA 1

BbICTpbIN CcTapT.
[oTOBMM NpOCTON AOKYMEHT

OTta T7aBa — BalllM MEpBbIE LIarM B YIMBHUTEIBHBIA MHUP HOBBIX BO3MOXHOCTEH
Microsoft Office Word 2007. [Haxxe eciu Bbl HUKOTAa paHblle caMH He IPUTparu-
BAJIMCh K CO3JAHHUIO IOKYMEHTOB, TO YK€ MOCJIe HECKOJIBKUX MHUHYT 3HAKOMCTBA C
Microsoft Word oH cTaHeT BallMM HaCTOSIIMM MOMOIIHUKOM MPH CO3JaHUU MPO-
CTBIX TEKCTOBBIX JIOKYMEHTOB — 3allMCOK, OTYETOB, MpencTaBieHuid u T. aA. Ko-
HEYHO ke, Bo3MokHOCTH Microsoft Office Word 2007 He orpaHMuYMBalOTCSl TOJb-
ko »TuM. [lpomBurasch Bce majbllie W Jajiblie B M3YYEHWH €ro pPasIM4HBIX
BO3MOKHOCTEH, BBl HAay4YMTeCh CaMOCTOSTEJBHO CO3JaBaTh MpPOQecCHOHANTbHbIC
JNOKYMEHTBI pasinuyHoro miaHa. Ho 3To — Hamm ruianel Ha Oynyiee, a Moka B
JaHHOM IJlaBe Mbl C BAaMU HAyYHMCSL:

O orkpsiBath Microsoft Office Word 2007,
BBOJIUTb TEKCT JJOKYMEHTA;
MPOBEPATH OLIMOKH B IOKYMEHTE;

COXpaHATbL U pacrieyaTaTrb HOILFOTOBJ’[CHHI)IPI JOKYMEHT,

aaaaaq

W, HaKOHell, 3aBepuiath paboty Microsoft Word.

3anyck Microsoft Office Word 2007

Ecnu BBI, pelicTBUTENbHO, peUIMIN OCBaWBaTh BO3MOXKHOCTH Microsoft Office
Word 2007, To, KOHEUHO ke, 03a00TUIIUCH O CBoeM pabouem mecte. Kak MUHMMYM
JOCTYTI K KOMITBIOTEPY, Ha KOTOPOM YCTaHOBJICHA OJIHA W3 HOBBIX BEpCHii Orepaly-
oHHo cucteMbl — Windows Vista, win XoTs Obl 0JTHa U3 MPEIbIIYIINX, HAITPUME,
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Windows XP, y Bac umeercs. Tarxoke Ha KOMITbIOTepe MOJDKEH OBITh B HAJIMYUH Ta-
KeT O(pHCHBIX MPUIIOKEHUH, KOTOpbIe BXOAAT B coctaB Microsoft Office 2007.

Wraxk, nns 3amycka Microsoft Office Word 2007 (puc. 1.1):

O 1wieJKHUTE JIEBOM KHOMKOW MBIIIK (KaK MPaBUIIO, MbIIIb HA dKpaHe MpeCcCTaB-
JieHa B BUJE yKazaTellss — OeJiol CTpesiku; NepeMelias Mblllb, iepeMelaeTcs
Takke U ee ykazarenb) no kHonke Ilyck (Start), koTopas pacnonaraercs, Kak
MpaBWJIO, B JIEBOW HI)KHEW 00acTH Ha KpaHe Ballero KOMIbioTepa (3Ta mo-
Joca, Ha KOTopo# pacnojoxkeHa kHomka Ilyck, Ha3biBaeTcsl MaHeNblo 3a1a4);

0O BbIOEpUTE B OTKPHIBILIEMCS CITUCKE (€r0 HIKHSS YacTh) MEHIO IMyHKT Bee mpo-
rpaMMBbl U B pacKphbIBLIEMCS criicke HailauTe kateropuio Microsoft Office;

Puc. 1.1. 3anyck Microsoft Office Word 2007 n3 onepauuoHHon cuctemsl Windows
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O nanee, B packpbIBIIEMcs cripaBa criucke Haiinute Microsoft Office Word 2007
Y LIEJIKHUTE MO JaHHOW KaTeropyuu JIEBOM KHOIMKOM MBILLH.

Ilocne HeOompIIOro MpoMeKyTKa BpeMeHH, KOTOpelid TpeOyercst 1 3amycka Mi-
crosoft Word, nosiBUTCsl OKHO, MpecTaBleHHOe Ha puc. 1.2.

Puc. 1.2. OkHo Microsoft Office Word 2007

Baw cambIy nepBbIU AOKYMEHT

A celiuac, mocje Toro kak Bel 3amyctuiu  Microsoft Word, npuctynum k co3ia-
HHMIO CaMOro MepBoro jJokymMeHTta. KoHeuHo e, 9TO OyaeT MmpocToil TEKCTOBbIM
JOKYMEHT, HO Bbl MPUBBIKHETE K BBOJAY TEKCTA W €ro OTOOpaXKEHHIO Ha 3KpaHe, a
TaK)Ke Hay4WTecCh JIeNaTh KEeCTKHe ab3albl — MPHUHYIAUTEIbHBIN MEepexo Ha clie-
AYIOILYIO CTPOKY.

OGpaTtuTe Tarkke BHAMAaHHE Ha 3HAK, KOTOPBI OTOOpaskaeTcsi B IyCTOM OKHE
TOJIBKO YTO 3aITyLIEHHOI0 TEKCTOBOIO pelakTopa (CM. puc. 1.2) — OH HarmoMHHaeT
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3epkanbHyto OykBy "P". OT0 3HaKk HemeuaTaemoro cumBosia. OH HCTIONB3YyeTCs st
0TOOpaXKeHMs1 HA IKPaHEe CKPBITBIX CUMBOJIOB IJis1 O)OPMIICHHUS TEKCTa, KOTOphIE B
JanpHeWleM HareyaTtaHbl He OyayT. OTo, Hampumep, 3HaK npobena, KpacHOM
CTpokH, ab3aua u T. A. KoHeuHo ke, mpu He0OX0IMMOCTH, BBl MOXKETE CKPBITh OTH
3Hakd. Ho 06 3ToMm uyTe moz:xe. Kpome 3toro, cieBa oT 1aHHOro 3Haka pacrosna-
raercs BepTUKalbHas MepLarolas 4epra, Moxoxas Ha aHTJMICKYIO 3arjaBHYIO
OoykBy "I". DTo — cuMBON ykaszaressl MbIIIM B TIO3UIUKM BBOJA TEKCTa (KYPCOp).
HWmeHHO B JaHHYIO MO3MLMIO (MO3uUyuio Kypcopa) W NPOU3BOAMTCS BBOZ TEKCTa
WK IpYToit MHPOPMALIMH B JOKYMEHTE.

I[J'IH CO3JaHus CaMOro nepBoro Ballero I0KyMeHTa:

1. Haxwmwure onny u3 kiasum <Shift> u, yaepxusas ee HaxxaToli, HabepuTe CI0BO
"OBBABJIEHUE" (6e3 kaBbiuek). Haxxmute apa pasza knasuiny <Enter>.

2. BBenute HekoTopyro nary, Hanpumep 7 uroHs 2007 roga. Haxxmute aBa pasza
xiasuiry <Enter>.

3. HaGepwute ciemyrommii TeKCT, IpUYeM TOCTe KaKIOW CTPOKM HAKUMaWTe Kiia-
suity <Enter>. B mocrnieHeli cTpoke AJis BBO/Ia MPOMUCHBIX OYKB yAepKUBaiiTe
JOTIOTHUTENIbHO Kiauiny <Shift>.

15.30, aym.316
3acelnaHue CTYIOEeHUMCKOTO CUMMHAapa

"VIHOOPMATVKA — CET'OOHA"

TTPUMEYAHHNE

Ons pasaeneHna cnos, T. e. pobaeneHus nycToro cumBosna — cumBona |'|p06€-
na, HaxumanTe ANNHHYIKO KnaBuwly npo6er|a, KOTOpaaA pacnofoXxXeHa B HMXHEM
pAay Ha KnaBuaTtype, nog Knasuwamm BBo4aMU passinyHbIX 6yKB N CUMBOJIOB.

Ecnn Bam HyXHO BBOAUTL NPOMUCHBLIMU ByKBaMM [OCTAaTOYHO GOMbLUOWA TEKCT,
HaxxmuTe knaeuwy <Caps Lock> u BBoauTe TekcT. OpgHako Ans nepexoga K
CTPOYHbIM (MarneHbkumM) GykBam criegyeT elle pa3 HaxaTtb knaeuwy <Caps
Lock> onsi oTKMIOYEHNS1 COOTBETCTBYIOLLENO PEXMMa BBOAa CUMBOJSIOB.

He o6pa1ua1>’1Te BHMUMAaHHEC HA TO, 4YTO I[O6aBJ'I$IeTe CJIOBa C OIHI/I6KaMI/I, H'y Bac
noJ cjioBaMiu MHOABJIAKOTCA BOJIHUCTBIC JIMHHUH. LIyTl:. IMO37KE€ Mbl CMOXKEM 6blCTpO
HCIIPpaBUTL BCE OH.II/I6KI/I, KOTOpPBI€ BO3HHUKIIM Y HAC IIPpHU Ha60pe TEKCTA.

4. HaxmuTe nBa paza kiasuiry <Enter> s 1oGaBlieHUs ITyCTOM CTPOKM M CHOBA
BBEJIUTE TEKCT:

/iBaHoB Briammvmp EBreHbeBudY,

acCIMpaHT yHuBepcurera ropana TopoHTo, KaHana
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TTPUMEYAHUNE

Onsa pobaeneHus 3anaTol B KOHUE Kaxgoro absaua Heobxoaumo ¢ HaxaTon
knaeuwen <Shift> HaxaTb Takke n3obpaxkeHNe TOYKM Ha KnaesuaType npu pyc-
CKOW packrnagke (ecnu Bbl He MOXeTe OTbICKaTb U3oBpaxeHne TOYKN Ha Krnasuna-
Type, TO HaXMUTE KnaBuLly, PaCcroNOXEHHYI0 psAOM C MpaBoW KraBuLuel
<Shift>).

5. Hakmure Tpu pasza kiasuiny <Enter> u 1o6aBbTe clieAyrOIInil TEKCT:

Kpenrorpagmsa. BeszonacHoe olieHMBaHMEe QyHKLIMUNM

6. Jlns no6aBiaeHHs MyCcThIX CTPOK €lle pa3 HaXKMHTE TpH pasa kiasuiny <Enter>
1 100aBbTe 3aKIIIOYNTENIbHBIN a03a1] K BalieMy 0ObsSIBIEHHUIO:

[IPUTJIAIIAIOTCA BCE XEJIAKIME! !!

Puc. 1.3. Baw nepsbin gokymeHT B Microsoft Office Word 2007
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TTPUMEYAHUNE

[na Toro 4yToObl BBECTU BOCKNUUATENbHbIA 3HAK, YAEPXMBas HaXKaTol Knasuly
<Shift>, HaxxMuUTe Knaeuwy <1> B NIEBOM BEPXHEM Yriy knasuaTtypbl. [oakcnepu-
MEHTUPYATE C BBOLOM pasfM4YHbIX CMMBOMOB, yaepxuBas knasuwy <Shift>. Kak
Bbl YK€ 3aMeTWNu, C MOMOLLbIO KNaBMaTypbl MOXHO HabpaTb CUMBOIbI HUXHETO 1
BEPXHEro perucTpoB, NpuUYem rocriegHee AOCTUraeTca MyTem AOMNONHWUTENbHOro
yaepxusaHns knasuwm <Shift> nnm sknoveHns knasmwm <Caps Lock>.

Tenepb mocMOTpUTE Ha CBOM MEPBBbIA JOKYMEHT, OH JIOJDKEH OBbITh aHAJIOTHYEH,
MpeacTaBlIeHHOMY Ha puc. 1.3.

Kak npoBepuTb OWIMOKN B OOKYMEHTe

Hy BOT, Balll HepBLIﬁ AOKYMCHT IMOYTHU CO3AaH. Bawm ocranoch NOAKOPPEKTUPOBATDH
npaBonrucaHue B CO3JaHHOM JOKYMEHTE, a TaAKKE€ COXpPaHHUTb €ro Ha KOMIIbKOTEC-
P€ — BOpPYT BaM HOHa,[[O6I/ITC$I C€lIe pas, a, MOXKET 6I>ITI>, M HE OJUH pa3 HCIIOJIb30-
BaThb Ha6paHHI>II71 BaMU TCKCT.

HTaK, 4TOOBI MPOBEPUTH O]_HI/I6KI/I, BBITIOJIHUTE CJICAYHOILIHEC JEHUCTBUA:

1. Hailigute nepBoe ciioBOo B HAOpaHHOM JIOKYMEHTE, MOAYEPKHYTOE KPaCHOM Jin-
HUEH, W LIeJIKHUTE MO 3TOMY CJIOBY MpaBOd KHOMKOM Mbiuu. Ilocie saTtoro Ha
JKpaHe MOSBUTCS TaK Ha3bIBAEMOE€ KOHmeKkcmHoe (MW TWHAMHYecKoe, WU
BCIUIBIBAIONIEE ) MeHI0, HAa[l KOTOPhIM CBEpXY pacrojaraercsi MHHU-TIaHeIb WH-
CTpyMeHTOB (puc. 1.4).

2. Kak BBl yXe 3aMeTHJIM, B CAMOM BepXY MOSBUBILErOCs MEHIO OToOpaskaeTcs
IpaBWIbHOE HanucaHue ciiosa. lllenkHure Mo HeMy JIEBOM KHOMKOU MbIIIM, U
Word aBTOMaTHYeCKM U3MEHUT HENMPABUIIBHO BBEJCHHOE CJIOBO Ha TO, KOTOPOE
COJIEPIKUTCS Y HETO B CJIOBApE.

3. TloBTopHTe OmMHMcaHHble AECHCTBHS Ul BCEX CIIOB, MOAYEPKHYTHIX BOJHHUCTOM
JIMHUEH, s TOro, YToObl B BallleM TIOKYMEHTEe He cofiepkanoch opdorpaduue-
CKUX OIIHOOK.

BBl MokeTe JuIsl MCIpaBiieHUs OLIMOOK WCMOJIb30BaTh Takxke W koMaHay Opdo-
rpa¢usi U3 KOHTEKCTHOro MeHto. Eciu Bbl BbiOepHUTe TaHHYIO KOMaHAy, TO B OT-
kpbiBIieMcs: okHe Opdorpadusn: pycckuii (puc. 1.5) OyayT npeacraBieHbl Bapu-
aHTbl HamucaHus cioBa. BeiOepuTe HyKHbI BapyaHT HalMCaHUs CJIOBA, €CIM MX
OyZneT HEeCKOJbKO, M YKakuTe Tpedyemoe AEWCTBHE, HAXKaB COOTBETCTBYIOLLYIO
KHOMKY B JaHHOM okHe. Hanpumep, HaxxaB kHomky IIponmycTuTs, BBl OcTaBiseTe
NpaBoOMKMCaHKe CJI0BA TAKMM, KAKUM OHO ObLT10 100aBlIeHO BaMM, COOTBETCTBEHHO,
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kHornka IlpomycTuTh Bee NMPOIYCTUT MPOBEPKY CJIOBa BO BCeM A0KyMmeHTe. KHor-
Ka IlOﬁaBl/lT]) [106aBl/lT BB€CHHOC BaMU CJIOBO B BalllieM HallMCaHUHU B CJIOBAPb —
BO3MOYKHO, 3TO Pe/IKOe CJIOBO WIIKM (haMHUITUsI, KOTOPBIX HET B ciioBape. KHorka 3a-
MEHUTH [MO3BOJIUT UCIPABHUTDL OL[II/I60"IHO BBCICHHOC CJIOBO Ha TO, KOTOPbLI€ BbI
BbIJICJIMTE B CIUCKe BapHaHTbI, KHOMKA 3aMeHHTh BCe MPOM3BENET, COOTBETCT-
BEHHO, 3aMeHY CJIOB BO BceM JokymeHTe. C MOMOIIbIO KHOMKH ABT03aMeHA Tak-
’Ke MPOM3BOIUTCS aBTOMAaTHUYEeCKasi 3aMeHa CJIOBa Ha JIPyroe, KOTOpoe 1Mo yMos4a-
HHUIO YCTAHOBJIEHO JJTs1 JAHHOTO HATMCAHUS U XPAHUTCS B CIUCKE aBTO3aMEHBI JIJIst
nokymenTa Microsoft Word.

HpI/I pa60Te C OKHOM He 00s13aTeNIbHO AJid BO3BpaTa B JOKYMEHT 3aKpbIBaTb AaH-
HOe OKHO. Bam AOCTAaTOYHO HICJIKHYTb MbILIBIO MO TEKCTY NOKYMEHTa W, Halpu-
MEP, BHECTHU JOMOJHUTENIbHBIM TEKCT B HErO WU MPOU3BECTHU €TI0 MPABKY.

MwHW-NaHenb NHCTPYMEHTOB

BcnnbiBatowee MeHo

Puc. 1.4. MuHn-naHenb NHCTPYMEHTOB U KOHTEKCTHOE MEHIO0
B Microsoft Office Word 2007
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Puc. 1.5. OkHo Opdporpachms: pycckum

Puc. 1.6. OkHo Opdporpacmsa: pycckum —
BO30OHOBINEHNE NPOBEPKM NPaABONUCAHNS
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OxHo Opdorpadus: pycckmii cTaHeT HEeaKTHBHBIM, W JOCTYMHON OyAeT JMUIb
kHONKa B0300HOBHUTHL 11 MPOJOIKEHHS MPOBEPKH MPABOMUCAHUS B JOKYMEHTE
(puc. 1.6).

[Tocne mpoBepku npapomnucaHus Bcero gokymeHta Microsoft Word BeiBenieT coot-
BETCTBYIOIIIeE OKHO, cooOImiaroliee o0 OKOHYaHWHU JTaHHOTOo Tipouecca (puc. 1.7).
Haxxmure knonky OK u BepHUTECH K CBOEMY JOKYMEHTY.

Puc. 1.7. OkHo, BbiBOASLLEE COODLLEHME
06 OKOHYaHWW NPOBEPKM NPaBONUCAHUA

CnenyeT MOMHUTB, YTO BBl BCErJa MOJYKETE MpepBaTh MPOBEPKY MPaBOMUCAHUSA U
3aKpbITh OKHO Opdorpadus: pycckmii: 471 3TOro HAXXMHUTE KHONKY OTMeHa WK
JKe IIEJKHUTE MO KHOMKEe C M300paKeHWeM KpecTHKa, Haxozsileiics B mpaBoM
BEPXHEM YIIIy JaHHOTIO OKHA.

TTPUMEYAHUNE

Tak BbICTPO McnpasuTb OWKNOKM B SOKYMEHTE Bbl CMOXETE NMb B TOM Cry4ae,
€Cnn y Bac BKIIOYEHA aBTOMAaTM4eckas MpoBepKa MpaBOMMCaHWs COAEPXMMOro
Word-gokymeHTa. Kak npaBurno, ee OTKMO4aloT Nib B OMEHb peakoM criyyae. He
nepexvisanTte, ecnu, Habpas crnoea ¢ owmbkamu, Bbl He OBHapyXUnu nog4vepku-
BaHUSI CMOB M B KOHTEKCTHOM MEHI0 He HalufM COOTBETCTBYIOLLEN MOACKa3KW.
B panbHeliluem Bbl HayunTeCb BbIXOAUTb U3 AAHHOW CUTyauuu 1 yCTaHaBnueaTb
COOTBETCTBYIOLLME NapaMeTpbl 4N NpoBepkn npasonmcaHns 8 Word.

CoxpaHeHue fOKyMeHTa

[Ipouecc coxpaHeHusi TOKyMEHTa sIBsSeTCS HEOOXOOUMOM YacTblO MOATOTOBKH
1060ro TOKYMEHTa U JI0JKeH MPOBOAMTHCS KaK MOXKHO vallle, YTOObI He OTEePATh
Ba)kKHYIO0 MH(popMarmio. [Ijis Bac JODKHO BOWTH B MPUBBIYKY Cpa3y ke IMocie J10-
0aBneHHsl B JOKYMEHT HEKOTOPO MHPOpPMalUK yKa3aTh MECTO XpaHEHHUs Ballero
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AOKYMCHTA U, B ,HaHBHeP'IIHGM, BBITIOJIHATE PETYJIIAPHOEC COXPAHCHHUE BBCACHHOI'O
TEKCTa U APYIrux 00BEKTOB AOKYMCHTa.

PerynsipHoe coxpaHeHre MO3BOJIMT UCKIIIOUUTh HEMPEIBUACHHbIE 00CTOATENIbCTBA
npu paboTe Ha KOMIMbIOTEpe (HampuMmep, OTKIIOYEHHUS] MUTaHUs) U, TaKuM o0pa-
30M, M30eKaTh MOTepPH BBEACHHONH MH(POPMALHH.

Haiinute B neBom BepxHeMm yriy okHa Microsoft Office Word 2007 knonky Co-
XpaHHTDb ¢ U300paskeHueM auckeThl (puc. 1.8) u HaxkmuTe ee.

KHornka CoxpaHuTb

Puc. 1.8. KHonka CoxpaHutb
B okHe Microsoft Office Word 2007

3AMEYAHUE

Ecnn Bbl akkypaTHO noAsefeTe Mbllb K 3TOW kHoOMke (cMm. puc. 1.8), To y Bac
nosBMTCA BCMnbiBaowasa noackaska Coxpauutb (Ctrl + S). B ganbHeiwem 13
BCMMbIBaOLLMX NOACKA30K Bbl CMOXETE NOy4YnUTb MHOrO None3Hon nHdopmaumm
0 HasHayeHuM pasnuyHbIX KHoMok 1 komang B Microsoft Office Word 2007.

B otkpeiBuieMcs okHe CoxpaHeHue aokymenta (puc. 1.9) Boibepure cneBa Pa-
Goumii crou, a BHU3Y, B nosie Ima ¢aiina BBeauTe Ha3BaHME Balero MOATOTOB-
JIEHHOTrO AOKyMeHTa — Moii 0okymenm U Haxxmute kHonky Coxpanuts. Tenepn
Balll IOKYMEHT pa3MelleH Ha pabouyeM cTosie ¥ OyaeT JOCTyIeH cpa3y ke ¢ d9KpaHa
Windows non HazBanuem Mol Ookymenm. B nanbHeiiiiem OyaeT IOCTATOYHO
HaWTH ero Ha SKpaHe W, LIEJKHYB 10 HEMY JiBa pa3a JIeBOil KHOMKOM MBIIIH, OT-
KPbITh HAaOpaHHYIO HHPOPMALIUIO.
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3aecb BblbnpaeTca Pabouun cton

30echb BBOAUTCA UMSI JOKYMEHTA

Puc. 1.9. OkHo CoxpaHeHUe AOKYMEHTa

TTPUMEYAHUNE

Mo ymonuaHuio B none Umsa cpaimna yxe Haxogutcs TekcT, kotopbln Word noa-
CTaBnseT U3 NepBON CTPOKN JOKYMEHTA. YAanuTb AaHHbIA TEKCT MOXHO, Hanpu-
Mep, cpa3sy e BBOAOM HY>XHOro MMEeHW AN Ballero AOKYMEHTa UNn xe, Lenk-
HyB B AaHHOM none (B AaHHOW CTPOKE) NEBOW KHOMKOW MbIWN M UCMONb3yS
knaeuwy <Backspace> (yganaeTt cMmBOs, HAXOAALWNACA CreBa OT Kypcopa) unu
<Delete> (yaanseT cMmBos, Haxo4AWMIACS cripaBa OT Kypcopa).

TTPUMEYAHHNE

B anase 2 mbl nop.poﬁHee MO3HAKOMMMCA C BapunaHTamMmn COXpaHEeHUA OOKYMEHTa.

Cnenyert, oAHAKO, MOMHHUTb, YTO JOCTATOYHO YacTO HE BCE OLIMOKM MPaBOMMCAHUS
OTCJICKHMBAIOTCS C TIOMOLLBIO BCTPOEGHHBIX ciioBapeit Microsoft Office Word 2007.
H 510 nonarHo. Hanpumep, ucnpaBbTe B BallleM AOKYMEHTE CJIOBO '"roponaa" Ha
cioBo "roponos", a cioso "Kpunrorpadus" Ha cnoso "Kpunrorpaduu". Micro-
soft Word He caenaeT COOTBETCTBYIOIIMX MOMETOK. M 3TO MOHATHO: AaHHbIE CJIOBA
C TOYKM 3peHHs opdorpadun HanmucaHbl MPABUILHO, HO OHU HE COBCEM MOAXOMST
o cMbiciy. BoT Bbl 1 yGenunuce, 4To He BCe CpeAcTBa aBTOMAaTHUECKOW MpoBep-
KW MOTYT 3aMEHUTH YellOBeKa.
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COBET

Bcerga nocne nogroToBku AOOKyMeHTa NPpoCMOTPUTE €ro eLle pas Ha BbiABIIEHNE
pas3nnyHbIX owmnbok npasonuncaHusa. Ecnu n0Tpe6yeTc;| Bawe y4yacrtue, uc-
npasbTe owmnbku BPYYHYIO.

B AAHHOM cJiy4dac OLIMOKHU MPUACTCA UCITPABJIATE CAMOCTOATECIIBHO!

1.

LenkHuTe N1€BOI KHOMKOW MBILIM MO CIOBY, KOTOpOe TpeOyeT KOppeKUrH —
MepLaroLuMi Kypcop B Buae cuMmBoJia "[" okaxkeTcsi Ha JaHHOM CJIOBE.

Hcnonb3ys kinaBumm <<—> u <—>>, a takke <Backspace> wiu <Delete> nop-
KOPPEKTHPYHTE HalKCaHHUE CJI0Ba B JIOKYMEHTE.

CoxpaHuTe U3MEHEHHMUS.

Kak 6bICTpO 0hopMUTbL AOKYMEHT

Ha »ToM, 0iHaKko, MBI HE 3aKaHYMBaeM Hallle repBoe 3HaKoMcTBO ¢ Microsoft Of-
fice Word 2007. Iloxairyii, cTOUT BOCITOJIb30BAThHCS TOSBUBIIESHCS BO3MOYKHOCTBIO
HoBol Bepcuu Word — munu-nanens uncmpymenmog (cM. puc. 1.4) no3BoJuT Bam
OBICTPO MPUAATH JOKYMEHTY CTHIIBHBIM BH] W MOATOTOBUTH €ro, TAKUM 00pazom,
IUIsl AajibHEHIIero UCMob30BaHuSI.

I/ITaK, HAa4YHEM HalllH 3KCTICPUMEHTHI.

1.

Brigenure ¢ MOMOUIBIO MBIIIK MEPBYIO CTPOKY MOATOTOBJIEHHOTO JOKYMEHTa,
JUTS. Yero IIeJIKHUTE MBIIIBI0 ClieBa BO3JIe MEePBOTO CJIOBa IMOATOTOBJIEHHOTO
JnokymeHTa. [lasiee Ha)KMUTE JIEBYIO KHOIIKY MBIIIHU U, YAEP>KUBAsl €e HaXKaTowH,
npoTsHUTe 10 KoHua cioBa "OBbABJIEHUE". CnoBo Oyner nmoacBeueHo (BbI-
JieJIeHO) CIUIOIIHOM 3aJIMBKO# (Y clloBa MosiBisieTcs: OH).

COBET

B panbHenwem, ecnn Bam HeO6XoAUMO BbIAENUTb HEKOTOPbLIA PparMeHT AOKY-
MEHTa, yAEPXMBas HaXXaTOW NEBYIO KHOMKY MbIWW, NPOTSHWTE Mbllb Ha Tpe-
Oyemoe paccTosiHMe B AOKYMEHTE.

OTrycTrTe MBILIb: y Bac MOSBUTCS YyTh BbILIE BBIIEIEHHOrO TEKCTa Mpo3payHast
MHHH-TIaHeNTb THCTpyMeHTOB (puc. 1.10). [TogBrHBTE MBIIIB YyTh-4yTh BBEPX IS
TOro, 4ToObI KOHTYpBI [TAHENHU U €€ COAEPIKUMOe CTaslo Oosee OTYETIIUBbIM.

Hcnonb3ysi KHOTIKHM, pacrojioKeHHbIe Ha JaHHOW MWHH-TIAHEIH, Ha3HaueHHe
KOTOpBIX MpuBOAMTCS B Tabm. 1.1, odopmuTe mepByr0 CTPOKY M OCTalbHOM
TEKCT JOKyMEHTa ¢ TIOMOIIBIO Pa3IMYHBIX WPUPTOB, MPUMEHSS TaKXKe pa3iiny-
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HBIM LIBET, 3aJMBKY W pa3mep wipudra. He 3abbiBaiiTe nepen Tem, kak rnpume-
HUTb TO WJIM UHOE OQOPMJIICHHE, BbIIEIUTh COOTBETCTBYIOLIMMI (parMeHT TeK-
CTa B BallEM JIOKYMEHTE.

I'IpospaqHaﬂ MWHU-NaHennb
WHCTPYMEHTOB BO3Ie
BblAENNEHHOrO TEKCTa

Puc. 1.10. lMpo3pavyHas MUHU-NaHeNb MHCTPYMEHTOB BO3ME BbIAENEHHOrO TEKCTA

TTPUMEYAHHNE

CTtpenka, pacnonoxeHHas psagoM C KHOMKOW Ha MWUHWU-NaHenM WHCTPYMEHTOB,
OTKpbIBAET COOTBETCTBYIOLLYIO KOMMNEKLUUIO, T. €. Bbl MOXETE caenatb BblIbop 13
npeanaraeMbiX BapnaHTOB: BbIbepnTe NOAXOAALLNIA BAPUAHT U LLENKHUTE NIEBON
KHOMKOW MbILLN.

Tabnuuya 1.1. KHonku MuHu-naHesnu UHCmMpymMeHmos

KHonka HasBaHue OnucaHue

I:l Wpudt M3meHeHne Buaa wpndTa
1 -

Pa3smep wpudTa YcTaHoBka pasmepa wpudTa
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Tabnuuya 1.1 (npodomxeHue)

KHonka

HasBaHue

OnucaHue

YBenuuutb pasmep

YBenuyeHue pasmvepa wpudTta

YMeHbWUTb pa3mep

YMeHbLUeHVe pa3mepa wpudTa

Konnekuusa ctunen

Mo3BONSET OTKPLITb KOMMEKLMIO CTUMEN,
C MOMOLLbIO KOTOPbIX MOXHO MPUMEHUTH
cpa3sy KoMMnekcHoe ohopMmeHre Ans
BblAENeHHOro pparMeHTa TekcTa, Ha-
npumep, U3MEHUTL LIPUAT, pasmep,
LIBET 1 HeKoTopble Apyrue napameTpsbi.
Takke MOXHO BbINOMHUTL HEKOTOPLIE
LONONHUTENbHbIE AEUCTBUS CO CTUNSIMUA

dopmat no obépasuy

C nomoLLpbto AaHHON KHOMKN MOXHO CKO-
nupoBaTb odopMneHne BblaeneHHom
YacTu JOKYMEHTa U MPUMEHUTb €ro B
APYroMm MecTe AOKYMeHTa: Bblaenure
oparMeHT JoKyMeHTa, odpopmMmIieHne
KOTOporo Heo6xoAMMO CKOMMpoBaTb, U
HaXXMuUTe AaHHYIo KHOMKY (ykasaTtenb
MbILLW NPEBPATUTCH B "KUCTOYKY"), 3aTEM
nepenanTe K TOMy MeCTy AOKYMEHTa,
ochopmmneHne KoToporo AOMKHO BbITb
MOBTOPEHO, HaXMUTE NEBYIO KHOMKY
MbILLW U NPOTAHUTE "KMCTOYKY" NO BCEMY
dparmeHTy AOKYMEHTa, odbopMneHne
KOTOPOro HYy>XHO NMOBTOPUTb

[x]

MonyXupHbin

lMosBonseT Ans BblAENEeHHOro TekcTa
NPUMEHUTb MOMYXUPHOE HavepTaHme
WpudTa

Kypcus lMosBonseT Ans BblAENEeHHOro TekcTa
NPUMEHUTb KYPCUBHOE HayepTaHue
WpudTa
Mo ueHTpy [Mo3BonseT BbIPOBHATbL TEKCT MO LIEHTPY

&]|[w]

4

LiBeT BbigeneHus
TEeKCTa

[nsa BblgeNeHHOro TekcTa MOXHO Bbl-
BpaTb 1 NPUMEHUTb LIBET 3aKpacku ero
doHa

b

LiBeT TekcTa

[nsa BblgENeHHOro TekcTa MOXHO Bbl-
©paTb M NPUMEHUTb LBET WpudTa
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Ta6bnuua 1.1 (okoH4YaHue)

KHonka HasBaHue OnucaHue
YMeHbWUTb OTCTYN [Mo3BonsAeT yMeHbLLNTL YPOBEHb OTCTYNa
ans absaua
YBenuuuTb oTCTYN [Mo3BonseT yBenuuMTb YpOBEHb OTCTYNA
ans absaua
Mapkepbl MossonseT nnbo 3agaTb HOBLIA MapKep

Ans opMUPOBaHKA cnncka, nmbo
ocbopMUTL B BUAE CNICKA C MOMOLLbIO
BbIGPaHHOro Mapkepa BblAENeHHbI
TEKCT

Puc. 1.11. [lokyMeHT C HEKOTOpPbIMK 3feMeHTamMun opopMneHuns TekcTa

4. Bam moAroToBJ€HHBIH JOKYMEHT MOXKET BBITJISAETh, HAlPUMEp, B COOTBETCT-
BuM ¢ puc. 1.11. Jlna odopmiieHrs B TakOM CTHUJIE MCMOJIB3YWTE cieaylolue
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kHONkU MuHU-naHenu: Mpudr, Pasmep mpudra, Ilo uenrpy, Ioayxup-
Hbii, Kypeus, I{BeT Bblae/ienns Tekcra, LiBer Tekcra.

5. Haxmure ClIC pa3 KHOIIKY COXpaHl/lTb JJI TOro, YyTOOBI 3aIIOMHHTh nocJjcna-
HUE€ BHECCHHLIC B Balll JOKYMEHT U3MCHCHMUA.

NMeyaTb AOKYyMeHTa

EcrecTBeHHO, UTO MBI co3gaeM NOKYMEHTHI Ajlsl AajbHEHIIEro HCHONb30BaHMS:
OHM HaM HYKHBI JIMOO B paclieyaTaHHOM BHJe Ha Oymare, JHOO B BIIEKTPOHHOM,
Hampumep, A1 oOMeHa MHpOpMaLHUeld ¢ APYrMMHU TMOJIb30BaTENsIMU I100anbHOM
cetu IHTEpHET NOCpeIcTBOM MIEKTPOHHOM MOYTHI.

Puc. 1.12. [lo6aBneHune kHonku BbicTpas nevyatb
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YTo0bI pacneyaraTb MOArOTOBICHHBINA TOKYMEHT:

1.
2.

[IpoBeprTe, 4TOOBI Balll MPUHTEP BKJIIOYEH U 3amnpaBiieH OyMaroi.

Ecnu B neBom BepxHeMm yrity okHa Microsoft Office Word 2007 BbI He Haxou-
Te KHONKY bbIcTpas medaTh ¢ M300pakeHHWEM NpPUHTEpa, TO IMIEIKHUTE IO
KHOIIKE CO CTPEJIKOM |%|, KoTopas BbIBOAUT crircok HacTpoiika maneau ObIcT-
poro nocrtyna (puc. 1.12).

B cniucke Hacrpoiika nanenan 0picTporo nocryna Haiinute komanay beier-
pasi me4YaTh W UIETKHUATE TO HEH JIEBOH KHOMKOW MBIMHN AJi OTOOpaKeHHs

KHOTIKM B JIeBOW BepxHeil uacth okHa Microsoft Word 2007 (unu HaxkmuTe
knasunry <Enter>).

[IlenkHuTe no nosiBuBLIEHCS KHONKEe bbicTpas medars s 3amycka npoiecca
nevatu (puc. 1.13).

LLienkHnTe no kHonke BbicTpas neyaTb
Ansa 3anycka nevaTu OKyMeHTa

Puc. 1.13. 3anyck GbICcTpon neyaT JOKYMeHTa
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