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Beuep naTHuubl, 6nmM3nTca KoHey pabouyero gHs. B BbixoAaHble Bac AET noesgka Ha MOAHbIN
JNIBDKHbIA KYpOpT C HOBOW NOAPYXKOW. Bbl ToNbko cobupaeTecb HanuTb cebe ewé KpyxKy Kode
nokpenye, 4ytTobbl HE 3acCHYTb 3a py/néM, Kak nosasnseTcs Baw HayanbHUK.

«Kpuc!» Bocknnuaer OH. «Xopowo, 4YTo Tbl ewé He ywén. DTo BeAb Tbl FrOTOBWJT CTaTblo,
CTPaHUL TaK Ha CeMbCOT, 0 Aenb@UHbUX SA3blKax ANna pasgena «Hosenwune mnccnenoBaHusa» B
«HaumoHanbHbIn XypHan o AenbduHax»? OHW €€ 3aBEepHYIM — HEe COOTBETCTBYET UX CTUIIIO
odopmMneHuns. NcnpaeBb BCE A0 NoHeAeNbHUKA. »

YTto Bbl genaete?

A) MpoknnHas M peaakTopa XYypHana, M CBOEro HayalbHWKA, CUAUTE BCE BbIXOAHble 3a
KOMMbIOTEPOM W LIAr 3a WaroMm mcrnpaensiete odbopMieHne cTaTbW. Bawa noapyxka yesxaeT
KaTaTbCs Ha JibDKax oAHa, HO BCTPEYaeT TaM CUMMNATUYHOIO JIbDKHOIO MHCTPYKTOpa, U yXe B
noHeaeNbHUK NnocbliaeT Bac kKo BceM yepTsM.

B) OTka3sbiBaeTeCb OT MeuTbl ONYy6/MKOBATLCA B MPECTUXHOM Hay4HOM XYypHase U yesxaeTe C
noApYy>XXKON Ha KypopT. Ho Tenepb Balwa >kmM3Hb noTepsna CMbIiCi, U Bbl nyckaetecb BO Bce
TAXKWE, nMonajaeTte B TIOPbMY, a Balwa nogpyxka yxoauT K ApyroMy.

B) MoxumaeTe nneyamu, Bo3BpallaeTeCcb K KOMMbIOTEPY M BCEro 3a nosvaca nepeodopmnsere
CTaTblo, a Ha 6yayllee coxpaHseTe Yy cebs Ha KoMmnbiloTepe cTunu odOopMIEHUA And
«HauunoHanbHoro XypHana o AenbduHax». Bbl WMKApPHO NPOBOAUTE BbIXOAHbIE, XXEHUTECH Ha
CBOEW Nnoapy>XKe U CTaHOBUTECH 06LLENPU3HAHHBIM 3KCNEPTOM B AefbOUHbUX A3bIKaX.

BaM, KOHEYHO >XE, XOYETCS MPOXUTb TPETUI BapuaHT. DTa CTaTbs MOACKaXeT BaMm kak 3Toro
nobutbes.
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KpaTtkuun 0630p ctunen

OavH MoM apyr Kak-To ckasasn: "Unix moxox Ha
wokonagHbln coyc. [lobaBb ero K 4yemy-Hubyap,
M BKYC CcTaHeT nyduwe". 4 cobupatocb ckasaTtb
€My, 4YTO TO Xe caMoe BEpHO M Ans CTuNnen.
Ctunn BenukonenHol!! U1 npu 3TOM coBepLIEHHO
He CnoXHbl. CTuam, B  CYWHOCTM, MNpPOCTO
opraHusytot dopmaTmpoBaHue. Cospainte CTUb
CO BCEMM XapaKTepuctukamu QopMmaTMpoBaHus,
KOTOPbIA OH AOJ/IKEH WMMEeTb, U JanTe emy uMs.
3aTeM MpoOCTON ABOMHONM LUENYOK MPUMEHUT 3TOT
CTUb K NtoboMy TeKCTy, rpadumyeckoMy 06bekTy
uAn  ctpaHuue. Tenepb, 4TOb6bl WU3MEHUTDH
odopMieHne 3NeMeHTOB TeKCTa, K KOTOpbIM
MPUMEHeH 3TOT CTWNb, TMNpPOCTO M3MEHUTE
napameTpbl CTUAS.

1. 3apaniTe xapakTepMcTUKK
chopMaTUpPOBaAHUA TEKCTa M
3apaiTe UMA ANA Bawero

cTHUNA

L= evens || Gwstea || prcaseon || g

3. Bbigenute 3nemMeHT, 3aTem
NpocTon ABOWHOW LLENYOK Ha
WUMEHMW CTUNA NPUMEHUT
HYXHOEe Bam
chopMaTUpoBaHue K

2. Koraa BaM HY»KHO M3MEHUTb
chopmaTUpo BaHWe, NpocTo
M3MEHUTEe XapaKTepUCcT KK
chopmMaTUpPO BaHUA CTHMA U

BC& 3nemMeHTbl € 3TUM CTUNEM

W3MEHAT CBOe
chopmaTMpoBaHWe
aBTOMaTUYecKH

Visiting Colerado

o e

BbIGpaHHOMY 3MEMEHTY
TekcTa Unu rpadnkin

Visiting Colorada

MATb pasnMYHbIX BWUAOB CTUMEN OXBaTbiBAlOT BCE 3/IEMEHTbl AOKYMEHTa, HaAd KOTOpbiM Bbl
paboTaeTe: CNUCKK, CTpaHuubl, rpadunyeckme n apyrne obbvekTbl, ab3aubl U OTAENbHbIE YaCTU

TEKCTa.

F onoHTHTY 1 — HacTe
CTHMT CTPAHHITEL

Geitle in Golerada

Dining

CTHIE A The state's dmmg options are as direrse az

they are palats plesemg. From Old West-style
HEIPEITPHEPEI chuck wagon dhemers o kigh-end French,

Agian or CGerman ozine, Coborado offers

memeorable meals for even the hardest ta

pl=ase
Crime Mobe: Vit the new Fowrteener Alley
CHME 0JI3 pedisinan aeain the Lafyette Parkregion and get 504 off dinner,
brochurs | Pasticipating restauramts include
& Efamns
CTHE s Boulder location

CIDICES & Lafyyeite licabon
& Moperse Cale

@ Breakfast by Palmer

CTHIE
EpEsKH

Kak ctunmn Mmoryr yéepeub Bac ot 60sbLunx

HEeNnpUATHOCTEN

h this

YT10o6bl OLEHUTD npenmyulecTtea cwmeﬁ, HYXHO CHa4asla Y3HaTb O TOM, KakKOBa XWU3Hb 6e3 HuX.

)XXun3Hb 6€e3 cTrusien B Xo/1I0gHOM U MPa4YHOM MUpe pyHHOro ¢popMmaTMpoBaHNs



Cozpasag odopMieHMe TeKCTa BPYUYHYHO, Bbl NpMMeHseTe napamMeTpbl popMaTUpPOBaHUA, Takue
KakK TUN HauyepTaHus unm Bua WpudTa, HEMOCPEACTBEHHO K TEKCTY. Kaxabii oTaensHbii ab3ay
TeKCTa, KaxXabl 3neMeHT rpadukm, Kaxgas cTpaHuua codepXaT BCHO MHdopMauuio O ToM,
KakuM o06pa3oM OHM OTOpMaTUpPOBaHbI.
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Note; Protective eyewear must be
worn in the lab at all bmes.

Bbl He MpOCTO AO/MKHbI CKasaTb Ka)AOMYy 3/1IEMEHTY O TOM, KakK OH AO/KEeH BbirnsaeTb, Bbl
OOJKHbI CKa3aTb eMy abCcontoTHO BCe 0 ero popMmaTMpoBaHum! ECnm nMeeTcs ceMb NapaMeTpoB
dopmMaTMpoBaHUA, TO BaM HYXHO CKa3aTb KaXAOMy 3/1IEMEHTY TeKCTa Wian rpadmnkm 0 Kaxxaom um3
3TMX CeMu napameTpoB. Hanpumep, Bbl xoTuTe, 4TO6bLI CTpaHuua BbIirasgena cneayrwmm
obpasom: nonda 2.0 cm cneBa n 1.25 cM cnpaBa, BEPXHUA KOAOHTUTYJT COAEPXWUT 3arosioBOK
cfieBa M JaTy cnpaBa, HMDKHWUIA KOMOHTUTYST COAEPXWUT HOMep CTpaHuubl No ueHTpy. lMnawc ko
BCEMY, BaM Hy>XHa paMKa cTpaHuubl Ha pacctosaHun 0.5 cM OT TekcTa.

BbirnaanT yTOMUTENbHBLIM, HE NpaBAa /in? Bbl AOMKHBI KaXAbl pa3 roBOPUTb KaXKAOMY KYCOYKY
TekCcTa o popMaTUpoOBaHNM, KOTOPOE Bbl XOTUTE MPUMEHUTb K HEMY. XOpOLUO, He KaxAablh pas.
EcTb KHOMKa Ha CTaHAApPTHOWM NaHEeNn MHCTPYMEHTOB: «B3sTb dopmMaTMpoBaHue 3a obpaseuy». U
Bbl MoXeTe BblbpaTb HECKOJIbKO HECBSA3aHHbIX KYCKOB TEKCTa: BbIAENUTb MEPBbIA KYCOK TEKCTa,
3aTeM, yaepxusas knasuwy Ctrl, Bblaenntb apyroi... Ho Bbl Bce ewe Tpyantecb 6onblue, 4yem
HY>KHO.

JobaBbTe K 3TOMYy, 4YTO CTMAM CTPaHWULbl — 3TO €4MHCTBEHHbLIN Ccnocob COBMECTUTb CTpaHuLbI
pas3/inyHbiX ¢GOopMaTOB B OAHOM [OKYMEHTE U Bbl MONy4yuTe euwe O6onble MpUYMH A4
MCMO/b30BAaHNSA CTUEN.



Benb korpa Bbl XOoTuUTe W3MEHUTb
dopmMmaTnpoBaHme (a 3TO MPOMCXOAUT
OOBONIbHO-TakM 4acTto), BaM HyxHO
BblAENTb KaXAblh KycO4YeK TeKCTa
CHOBa, U CHOBa CKas3aTb eMy O TOM KakK
OH OOKeH U3MEHUTbLCH. Ecnn,
HanpuMep, TpuM U3 MNATM MapamMeTpoB
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Note: Protctive evewaar must be
wiorn in the lal at all times

XXn3Hb co cTnassmMmn

Bor kak Hapo pabotatb CO CTUASAMU: TpPynnupyeTe Bce
napameTpbl (opMaTMpPOBaHMS, TakuMe Kak BuA W HadepTaHue
wpudta B CcTuab. 0Ob6a3aTenbHO NPUCBONTE 3TOMY CTUIIO
MOHATHOE NMS.
Kax cume Jamedauue, 1 — mmpHdr Arial

MO HPHET Ky CHE
KpacHOr o OEeTa pasnepon 11

3aTeM Bbl MpPUMEHsSeTE 3TOT CTUIb K
TeKCTy. 3ITo  MoxeT  notpeboBaTb
BPEMEHW, HO He TaK MHOro, Kak npw
py4YHOM popMaTUPOBAHUM.

Kar crioe Jamedanwe, 1 — mpiadr Arial

MO HPHEE KypCHE
KpacHOT 0 UEeTa pasnepont 11

) > Nete: It's important to wear the
= proper safety equipment,
H-:}?e Do noftheat up leftovers on
the bunsen burners

Note: Protective eyewear must be
wom in the lab at all tmes,




Koraa dopmMaTnpoBaHume HY>XHO
U3MEHWUTb, €AWHCTBEHHOEe, 4TO BaM

HYXHO caenatb — 3TO  W3MEHUTb
HeobxoanMble MNapameTpbl cTuUns. TekcT _
3HaeT, KakoW y Hero CTuib, a CTWIb B Fax Japtewarone, 7 —wpndt hnial,
CBOIO OuYepedb rOBOPUT TEKCTY KaK OH ERMTER K IO SV ENEDRIT LR J
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Note: Protechive eyewsar must e
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Ucnonb3oBaHue cTuneu

NTak, Bbl, Kak MMHMMYM, XOTUTE MMETb CBOBOAHbLIE BbiXOoAHble. Kak e Torga fydlle BCEro
MCMNosib30BaTb CTUAN?

MepBbln War — 3TO MPOCTO NpUMEeHUTb CTuab. CaMoe MpocToe, 4YTO MOXHO caenatb -
MCMoJIb30BaTb BCTPOEHHble CTUNK. Ona ctunein ab3aua Xopown BCTPOEHHbIe CTUAW 3arosi0Bok
MU, KOHeYHO, TekcTt. Ons CcTunen CMMBOSIOB — 3TO BbigesieHne w BblgeneHne XUpHbiM. Ons
Bpe30K BaM, Kak npaBu/iio, HYXHO Co34aTb CBOM CTWAWU, 3aTO ANS CTUEeN CTpaHuL, CyLLeCcTBYHT
lNepBasi cTpaHuya, Jleeasi cTpaHuuya w [IpaBasi cTpaHuya. Takxe oO4yeHb noNe3Hbl BCe
MMeIoLLInecs CTUIMN CNUCKOB.

3amevyanue: OgHa n3 ocobeHHocTel paboTbl CO BCTpoeHHbIMK cTunamm B OpenOffice.org — aTo
TO, YTO OHM He MOryT 6biTb NMepenmMeHOBaHbl. CMOTpUTE NYHKT «MMAOPTMPOBAaHNE YYIXKNUX
cTues», 4tobbl y3HaTb MOYEMY 3TO MOXET 6bITb HE TaK YXX XOPOLLO.

lNpuMeHeHne cTnnen




1. Bbibepute NyHKT MeHw @opmar > Cruau. Bbl

yBUANTE OKHO «CTuim u ¢opmMaTupoBaHue»

Bawero HoBoro ny4wero gpyra.

2. LWEénkHUTe MbIWKOM Ha KHOMKE KaTeropuu
CTWUNA, KOTOPbIN BaM HyXeH. 2TO O4YeHb BaXxHO, HO

nerko 3abbiThb.

3. Ecnm Bbl He Bugute KaTeroputo crtund,

Crund ¥ dopHaTHpoBaH1e

mEO0E

Baz0BkIA

3aronoeok

Saronoeor 1

Saronoeor; 10

Jaronoeor 2

Saronoeok 3

Jaronoeor 4

3aronoeor 5

Jaronoeor &

Jaronoeor 7

Jaronoeor 3

Jaronoeok. 9

JaMETEH

COpaTHEA OTCTYN
CCHOBHOW TEKCT
CCHOBHOM TEKCT C OTCTYNOM
OTCTYNRI

MepEan CTROKS C OTCTY oM

CTHIK TEKETA

CHMEON

[CfoRsRR =

|Brfinkorpadima 1
|BEpXHHA EONOHTHTY N

MoOpHSOHTAaNEHAA NHHKA
3aronoEok
Jaronoeor: 1
Jaronogor 10
Jaronoeor 2
Jaronoeok 2,a4
Jaronosor 3
Jaronoeor 4
|Jaronoeok 5
E3aru:unusu:u< £
|Jaronosak 7
Jaronogok §

|BEp®HHA KONOHTHTY N CREsa
|BEpxHHA EONOHTHTYN CHpaga

[
|Bce cTHAK

KoTopas BaMm HyXHa,

pacCKpbiBawOLWErocqd CrnnMcka B HMXXHEWN 4YacTn oKHa NYHKT «Bce ctuan».

TO BblbepuTte

n3



l:THlIH v hopMaTHpOBaHKe

e EEE CREE

BasoBn A |
Jaronosok =
Jaronosor 1

Jaronoeor 10

Jaronoeor 2

Jaronoeor. 3

Saronoeor 4

Jaronoeor 5

I3aroncusu:ur< 6

|3aronogar 7

Jaronoeor §

Jaronoeor 9

JamMeTEH

| DBpATHRIA OTCTY
|CcHOBHOA TekoT

QCHOBHOF TEKCT C OTCTYNOM
OTCTYNR

MepEaA CTROKE C OTCTYNOM Wi

_THNK N3Gkl
_THIKM COMEKA

CI‘IELLHEIJ'IbeIB CTHIK
CTHAH HTML
W CNOBHEIE CTHIM

£

4. Hangute KaTeropuio CTUAS, KOTOpbIM BaM HyxeH. Bbibepute cTunb, KOTOpbIA Bbl xoTute

NPUMEHUTb. [BOWMHbLIM LWENYKOM Ha WMMEHU CTUNS MPUMEHUTE ero K BblI6paHHOMY 3/1IEMEHTY
TEeKCTa Unun rpaduku.

CTHRM M dmpnaTHpuBaHHE

|§|¥EE§E ")

|BEpxHMIA KONOHTHTYN CNEEa ~ I
|BEpxHMA KONOHTHTYN CNPaE3 =
|FDpH3DHTaanan NHHKA -
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Saronoeok; 1

.BaanDBDK 10

|Zaronoeok 2 |
|Bice cTrnm |

HUcnonb3oBaHne cywjecTByrolnx CTuien

Tenepb Bbl NpUMeHUNM CTUNK, HO Bac He COBCeM ycTpamMBaeT KakK OHW BbIrNAAAT. A MoXeT
NMPEeCTUMXHbIA XypHan, B KOTOPOM Bbl xoTuTe onybnvMKoBaTb CBOK CTaTbl, WMEET Apyrue

napameTpbl Ana Bawux ctunei. Ceilyac Bbl y3HaeTe Kak M3MEHWUTb CTUAKM, 4YTO6bl Baw TekcT
BbIrNsileN TakK, Kak Bbl xoTuTte.

Ana sToro:

1. Boibepute NyHKT MeHto @opmat > Cruan. Bbl yBUANTE OKHO «CTuIn 1 hopMaTupoBaHmne» .

2. lllenkHuTe Ha HYXHOWN KHOMKe, 4Tobbl BbibpaTb TpebyeMyto KaTeropuio CTUIEN.



3. Ecnu BbI HE BUAUTE HYXHbIX BaM CTVIJ'IGVI, TO BblﬁepMTe M3 BbiMaAawowero Cnncka B HA3Yy OKHa
MYHKT «Bce ctuin>.

4. Hangute CTUib, KOTOPbIA Bbl XOTUTE U3MEHUTb, LWESKHUTE Ha HEM MPaBON KHOMKOW MbIN K
BblbepuTe NyHKT «M3MEHUTL>.

Crund 1 dopraTHposane

0EQoE) AT -

HymMepauna 1

HyMepauna 3 Cozdate...
HymMepauna
Hyrepayka

Cnmcak: 1
CnHcak; 2
CnMcak: 3
CnHcak: 4
CnHcak 5

|Bce b |

5. B nogBuBLUEMCSH OKHE MPOCTO U3MEHUTE YCTAHOBKWN U HaXMUTe OK.

CTHb Hyme paunM: Hyme pauma 2

- - MapameTpel I
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6. Bce aneMeHTbl, KOTOpPble UMEIT 3TOT CTU/b, 6yAyT Tenepb BbIrMAAETb Tak, Kak Bbl xoTute.

Co3gaHune HOBOIro cTnas

Ecnm Bbl X0TUTE, MMETb CBOE cobcTBeHHOe dopmaTupoBaHme ana Bawero gokymeHTta, TO0 Bam
HY>XHO co3aaTb Baww cobcTBeHHblE CTUAN.

ns storo:

1. BbibepuTte B MeHto @opmat > Cruau.



2. B okHe «Crun n popmatnpoBaHue» HaXXMUTE Ha HYXXHYIO KHOMKY KaTeropum CTunien.

3. Ecnn Bbl He BMAWUTE CTU/EN, KOTOPbIE BaM Hy>XHbI, BbiIbEpUTE B BbiNadatlolleM criMcke «Bce
CTUIN> .

4, UlenkHUTe NeBOM KHOMKOWM MbllM Ha MyCTOM CTunM 1 opHaTHPOBaHHE =
MecTe B OKHe U BblbepuTe NyHKT «Co34aTb». @';g oo T -
ﬁMBDHTaﬂbHaH NHHKA

3

Jaronosok
Jaronosok 1
BaronosoK ID

3aFDﬂDBDK 2 a4
Jaronosak 3
3aronosak 4 VIEMEHHTE. ..

Jaronosak o

Jaronosok o

Jaronosak 7

Jaronogak &

Jaronogak 9

3aronoeok GHEnMorpadidm

3aronoECK orNAENEHHA

3aronoECK CNMCKa

SErONOE0K CNHEKE MANKICTPaLME

SEronoE0K CNHEKa OB beKTOE b

|B-:e CTHIH b |

nM4d cTunsa, 3aTeM 3anosiHunTe
Heobxoanmble NMYHKTbl B Kaxxaom

_3¢-¢er<Tb| mpmbTa | Monowerme | Hymepauma | TaGynauwa | Bykewua | ©od | Ofpavnenme |

| YCnogHe |
BK/1aaKe okHa. Haxmute OK. . YnpasneHue | OTETYNE! M MHTEPEANE! t “é;ipaBHMBaHMe | Ha CTRaHHLE WpdT
1Ama |Mu:-ﬁ_H-:Bb|ﬁ_CTHnb | [ ApToobHoEREHHE
CNe AYHOLMA CTHIE h\'l_o_p‘j__Hosmﬁ_CTnnb it !
CEAZAH C
faTeropma |CTP1]1H NoNb30BaTENA v |
COARPHHT

OF l [ OTHEHA l [ CNpaeka J [ BoccTaHOEMTE ] [ CTaHAApT

6. Tenepb NMPUMEHUTE CTUIN K COOTBETCTBYHKOLWNM 3/1IEMEHTAM AOKYMEHTA.



3ameyaHue: BMecTOo WaroB 4-6 Bbl [Eeph il e sl e
MOXeTe  BpYYHYHO oOTdopMaTtupoBaTb | —|

| |
Baw TekcT, a 3aTeM HaxaTb NeBYylO EE' gg
KHOMKY MbIlM Ha CaMOW NpaBOM KHOMKe | Crcar Tabnkw 1
B OKkHe «CTuu u (popmMaTupoBaHue» wn || L5mua

CT
oTNyCTUTD, Bbl6paB AYHKT <« CO3,£laTb CT B 3848HHOM fopHaTe 3arpysHTE CTHAH..,

CTWUJIb U3 Bbl4€JIEHHOIr0>» B NOABUBLLEMCH ;E:::I:E: i [
noAMeH0 KHOMKW. BBeamTte MMs HOBOIO |¥rkazaTene 2

CTUNA U HAaXMUTE KHOMKY OK. Q?Ka3aTenb 3

|¥KaszaTent NONL30EATENA 1
|¥KazaTene NoNe30EaTENA 10
|¥azaTent NonL30BaTENA 2
|¥kazaTens nonesoeaTena 3
|¥KasaTene Nonbs0EaTENA 4
|¥kazaTent nonksoeaTena 5

| ¥KazaTenE NONE30EATENA &

| ¥KazaTENE NONEZ0BATENA 7
|¥KazaTens NoNE30EaTENA § |
|¥KazaTent NONL30EaTENA 9 ]|

EI:IEI,{I.EITI:- CTHNE M3 BRLAEBNEHHOCO

CAHOBMTE CTHNE N0 0OpAzLY

|Bice: cTHAM

HPOABMHVTOE Mcnosib3oBaHme ctuien
A HanocneaoK HECKOSIbKO XUTPOCTEN MCMOMb30BaHUA CTUEN, BKIOYAs NpuMep ¢ AefibduHaMmu.
Hcnonb3oBaHne co34aHHbIX CTUIJIEH B APYrnx JOKYMEHTax

CTunun ocTalTca B TOM [OKYMEHTe, B KOTOPOM Bbl MX co3aanun. 3TO MpaBU/IbHO, MOTOMY 4TO
MHa4ye MOryT BO3HWKHYTb HernpeackasyeMble KOHMDINKTbI Mexay cTunsmMu u Bbl 6yaeTte MmeTb
OrPOMHOE KOJINYECTBO CTU/IEN B KaXXA0M JOKYMEHTE.

Ho 3T0 Takxe 3Hauut, 41O ecianm Bbl  xoTuTe, 4Tobbl CTWUAM W3 [OKYMEHTa
«aenb@duHbU_S3bikn.odt» 6blIN B HOBOM [AOKYMeHTe «ge/ib@duHby_cTan.odt» BaM HYXHO uX
KaK-TO nepefaTb U3 04HOro AOKYMeHTa B Apyroin. Cenyac Mbl pacCcKa)keM Kak 3TO caenaTb.

1. OTKpoWTe AOKYMEHT, B KOTOPOM Bbl XOTMTE MCNO/b30BaTb CTUAM U3 APYrOro AOKYMeHTa.
2. Boibepute B MeHt0 @opmaTt > CTuau.

3. B nosiBMBLUEMCS OKHE, HaXMWTEe MbILWKOM Ha CaMOl MpaBoli KHOMKEe B OKHE W OTMycTuTe,
BbI6paB NYHKT «3arpy3uTb CTUAN>.
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4. OTMeTbTe BCE CTU/IU, KOTOPble Bbl XOTUTE 3arpy3uTb UIN HaXXMUTE KHOMKY «M3 ¢hasina...» .

KaTeropru LWafnoHe! 1

MoK WwalnoHe!
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|
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|
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Cnpagxa

MpodKe AENOBBEIE AOKYMEHTEI
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TekeT [ opeiin [ crpatue [ Hywepauwma [] 3amenmte W dhaiina...

5. BbibepuTte alin, B KOTOPOM COAEPXKATCHA HYXHbIE CTUIN.

6. Haxxmute OK.

Tenepb BCE CTUIN CcoAEepPXaTCA B HOBOM AOKYMEHTE.

Co3paHvne wabsioHa Bawero 1106mMMoro crnis

Jly4yiie BCero ncnosb3oBaTthb cobCTBEHHbIE CTUMN npu cosfaHuu CBOUX AOKYMeHTOB. Ecnun y Bac
€CTb 4acTo Cco34aBaeMbli Tunm AOKYyME€HTa, Hanpumep, rnaea AOhd KHWUIMKM, KapToydkKa And

6nbINOTEKN UK CTaTbs AN HAYYHOro XXypHana, co3ganTe HyXHble BaM cTUAn n coxpaHute ux
B LWabnoHe.

1. Co3zpganTe ctunu B gokymeHTte Writer u ybeantecb, 4To BCE BbIMMSAUT NpaBuiibHO. Bktoyas
TEKCT 1 rpaduky.

2. B a3TOM gokyMmeHTe BblibepuTe NyHKT MeHto Pain > LLabsioHbl > COXpaHNTb.

3. Bbibepute kaTeropuo n nms ansa wabnoHa. Haxmute OK.
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4. Bbibepute NyHKT MeHt Q@asin > Cozgatb > LabsioHbl v AOKyMeHTbI. LLlenkHUTe Ha KHomnke
wabnoHoB, 3aTEM HAaNAUTE HYXHYI0 BaM KaTeroputo. CaenanTe ABOMHOM WeNYoK Ha wabnoHe un
Bbl NOSTYYNTE HOBbIA «bE3bIMSIHHbIN» AOKYMEHT CO BCEMU HEOOBXOAMMBIMU CTUNSIMN.
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NMnopTupoBaHne Yy xkux CTuaei

[aBalite BepHeMcs K <«HauumoHanbHOMY XypHany o [denbduHax». Bbl nmeete cO6CTBEHHbLIN
Habop cTunemn, KOTOpbIN Mcnonb3lyete, Hanpumep, Hallyautyeposckytollpemunto_3aroioBokl1,
Hallynutyeposckytollpemuto_OcHoBHOMTEKCT u apyrue. N Tenepb BaM HYXHO BMeCTO HUX
MCNoJsb30BaTb CTUAM M3 WabsioHa XypHana.

[nga aTOoro Bbl MOXeTe... MHOroe.

Ecnn Bbl co3panu CcBOM COBCTBEHHble CTUAM CO CBOMMWU COBCTBEHHLIMM WMEHaMu Tuna
Hallyantueposckyrollpemnio_3aro/108ok1, To BCE NpocTo. Bam npuaetca caenaTtb TONbKO OAVH
war.

Ecnn Bbl ucnonb3yeTte BCTpoeHHble ctunm OpenOffice.org tnna 3arosoBok 1... Torga Bam
HY>XHO MPONTUCb MO AOKYMEHTY WU MO oyepean NMPUMEHUTb CTUAM M3 wabsioHa XypHana. 270
3HaunTenbHO ObICTpee, 4YeM npuMeHeHMe ¢(OopMaTMPOBaHUS BpY4YHYl0 6e3 Mcnonb3oBaHMS
CTUNem. DTO MOXET 3aHATb MaKCMMYM OKOJIO ABYX 4acCoB AJi4 MHOIMOCTpaHM4YHOro AOKYMEHTa.
(Bbl BCce elle MoOXeTe noexaTb Ha JbDKHYK MNpOrynky; BaM Hy>XHO MPOCTO MNO3BOHWUTb Ballew
noapy>XKe 1 ckasaTb, YTo Bbl HEMHOrO 3aaepXuTecn.)

[aBaliTe BepHeMCs K TOMYy cnydato, korgda Bbel co3ganu  cob6CTBeHHble CTUAM  Tuna
Hallynutyeposckytollpemuro_3aronoBokl. Kakol TauWHCTBEHHbIM war 6bin ynoMsaHyT? 3T0
rnepenmMmeHoBaHne cTuaen. 3To He4yTo 3aMedaTenoHoe! lMpegnonoxuMm, y Bac ectb 42 absaua,
oTOpPMaTUPOBAHHbLIX CTUIEM CratbsiTekct. Ecnu Bbl nepeunMmeHyeTe CratbsaTeKCT Ha
CratessCoaepxxaHne, ToO aBToMaTmyeckm Bce 42 ab3saua 6yayTt nmetb ctunb CratbssCogepxaHue.

DT0 3HauuT, 4YTO ecnn y Bac ecTb COBCTBEHHbIE CTUNM, BCE UYTO TpebyeTcss — 3TO NepenMeHoBaThb
X COOTBETCTBYOLWMM 06pa3om. Bce popmaTMpoBaHne M3MEHUTCS Ha TO, KOTOpoe HeobxoanMmo,
1 Bbl CMOXeTe CNMOKOMHO yexaTb Ha BbIXOAHbIE.

BaM Hy>XHO BbINUCaTb WUCMOSIb30BaHHble BaMW CTUIM W COOTBETCTBYKOLIME HOBble CTWIM U3
UJaGJ'IOHa, KOTOpble Heobxoammo NnpUMeHnTb K BalwemMy AOKYMeHTY. YTO-TO TUNa 3TOro:

Bawe mMma ctunsa Uma ctuna B LuabnoHe ana
MMMNOPTUPOBAaHUA




HallynutyepoBckytollpemmnto_3arosioBok1

3arosioBoK1
Hallynntyeposckytolipemmnto_ OCHOBHOMTEKCT OcHoBHOUTEKCT
Hallynntyeposckytollpemuto_Crincok OcHOBHOMCINCOK
HallynutuyepoBckytollpemuio_3arooBokTabinLbl 3aronoBokTabsnibi

Tenepb NpPoOCTO NEpPEMMEHYNTe BCe CTUN, KOTOPble yKa3aHbl B IEBON KOJIOHKE Tabnuubl, 3a4aB

MM UMEHa U3 npasom KOJTOHKW.

1. BbibepuTte NyHKT MeHo @opmat > Cruau.

2. B nosiBuMBLIEMCSI OKHe LWENKHUTE HYXHYK KHOMKY, 4To6bl yBMAETb CTMAM naparpacdos,

CMMUCKOB U gpyrue.

3. WenkHMTe npaBoi KHOMKOW MbIWW MO MMEHU CTUNS, KOTOpbIA Bbl XOTUTE NepeMMeHoBaTb U

Bbl6epMTe MYHKT «M3MEHUTD...>.

CTny ¥ hopHaTHPDEGHWE
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4. B nosiBMBLUEMCA OKHE Bbl6epuTe BKNAAKY «YrpaB/ieHune» W 3aAaliTe HOBOE UMS M3 MpaBoW

KOJTOHKK Tabnuubl.
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5. Haxmute OK.

Tenepb MMNOPTUPYEM CTUIU WU... BCE B nopsake!

XXN3Hb CO CTUNSAMMU

3TO He TaK NMpoCToO - CO34aTb npaBW/ibHblE CTWUIN, KOrAa Bbl TOpOMMUTECH, MOTOMY 4YTO 3TO
Tpe6yeT HebonbLworo NnAaHNpoBaHUA U MOXET 6bITb HernpuBbIYHbLIM NOHa4vany. Ho ecnu yectHo,
A HE Aenatd HUKaKnx CNOoXHbIX AOKYMEHTOB — TaM rage Ba>xHo CI)OpMaTI/IpOBaHI/Ie - 6e3 ctunen.

Ho ctunu 3ameuaTenbHbl U He TOJILKO MO TEM MpPUUYMHaM, O KOTOPbIX paccKasaHo Bbiwe. BoT
BELWN OT KOTOPbIX Bbl YaCTUYHO — €C/IN HE MOJIHOCTbIO — ocBoboxaaeTecb, Koraa npaBuibHO
NMPpUMEHAETE CTUNN.

ABTOMaTU4eCKOe cofepXxXaHune;

KoHTponb Haa dhopMaToM HyMepauuu;

Co3gaHune cnmckoB (CMOTpUTE CTaTbl O CAUCKaXx);
Co3paHne BEPXHUX U HUXKHUX KOJTIOHTUTYNOB;
OnHaMnyeckmne nepekpecTHble CCbIIKK;

YcnosHoe dopmaTtuposaHume (B Calc).

NTak, nobnarogapute cebs 3a 3chheKTUBHOCTb U COXpPaHEHMEe BpeMeHW, U nogapute cebe aTu
BbIXOAHbIe. A nocne Bcero, HarpaanTe cebs WokKonaaHbIM coycom!



06 aBTOpe:

Solveig Haugland (Conbsenir XornieHg) pabortaer riperiogasBateseMm, pa3paboTynmkKoMm Kypcos,
aBTOPOM ¥ pa3paboTuMKOM TEXHUYECKON [AOKYMEHTaunn B cepe BbICOKMX TEXHOJ/I0MMii B
TeuyeHue 15 neT, 415 Takux 3aKa3lunmkoB Kak Microsoft Great Plains, Sun Microsystems u BEA.
Ceniyac oHa npenogaetr Kypcbl no StarOffice un OpenOffice.Org, sBAsS€TCS aBTOpPoOM My
He3aBUCUMbIM pa3paboTUMKOM TEXHUYECKOMN AOKyMeHTauun. OHa Takxe coaBTop ¢ Floyd Joned
(Onovia xoyHa) Tpex kHur: Staroffice 5.2 Companion, Staroffice 6.0 Office Suite
Companion n OpenOffice.Org 1.0 Resource Kit, ony6/11KoBaHHbIX U3aaresibCTBoM Prentice
Hall PTR. Eé 4yetBeptasi kHura rno OpenOffice.Org 2.0 Bbiwa 3tuM 1€ToM. EC/M Bbl XOTUTE

6osblie y3HaTL O ToM, Kak pabotrate ¢ OpenOffice.org, nocetute 6n0or Solveig no

OpenOffice.

K cBeaeHn1o pyccKos3blUHbIX NOJib30OBaTesien:

Camyo nocnegHw Bepcuto  oducHoro naketa OpenOffice.org Ana  pycCKOSA3bIYHbIX
nonb3oBaTtesiell MOXHO 6ecnnaTtHO 3arpy3uTb C canTa koMmnaHum WHdpa-Pecypc no agpecy

http://i-rs.ru/download

A Ha d¢opyme http://community.i-rs.ru/ Bbl cmoxeTe HallTM oOTBETHI Ha BOMPOCHI,
CBSI3a@aHHble C Ucnonb3oBaHueM, paspaboTkon n ynydweHnem OpenOffice.org.
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