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BBenenne

Byxrantepust Hembiciuma Oe3 KoMIlbloTepa. Py4yHoil ydeT cioxkeH, rpoMO3/I0K, TPYAOEMOK,
HenH(OpMaTHBEH, M300MIyeT OMIMOKaMH, a TIOTOMY HHIJIE He MCHOJb3yeTCsl — ero BpeMs 0e3BO3-
BPATHO YILUIO.

CoBpeMeHHBIE TEXHUYECKHE M NTPOrPaMMHBIE CPEJICTBA MO3BOJISIOT aBTOMAaTU3UPOBaTh BCE
OyXraJITepcKUe OMeparyu: BBOI U 00pabOTKa JOKyMeHTalu#, (hbOpMHUPOBaHKE MTPOBOJOK, MOIyYe-
HUE aHAJIMTUYECKUX, CBOIHBIX, PEIJIAMEHTHPOBAHHBIX U MHBIX OTYETOB, MPOBE/ICHUE IEKTPOHHBIX
TIaTekei, UMIOPT M pacimMppoBKa OAHKOBCKOM BBIMMCKH, YUeT 3apaOOTHOM IUIaThl, MATEpHAJIOB,
OCHOBHBIX cpesicTB 1 HMA, nipejiocTaBieHre OTYETHOCTU B COOTBETCTBYIOILIME OpPraHbl U Ap.

ITosTOMY OTHMM M3 OCHOBHBIX TPEOOBAHUIA, TPEABABISEMBIX CETO/IHSA K COTPYIHUKAM OyXrai-
TEPCKUX U (PMHAHCOBBIX CIIyXKO MpeanpUATUI U OpraHU3aluil, SBiIseTcs yMeHue padoTaTh Ha KOM-
NBIOTEPE U CIIOCOOHOCTD MOTHOLIEHHO BECTU yUeT ¢ IPUMEHEHUEM CHeaIM3UPOBAaHHBIX TPOTrPaMM-
HBIX IPOJIyKTOB.

IIpennaraemast KHUra paccuMTaHa Ha 0Oy4YeHue IUPOKOro Kpyra CriellialiCTOB BEIEHUIO OyX-
raJITEPCKOro ydyera Ha komnbiotepe. C MOMOIIBI0 JAHHOTO PYKOBOJICTBA BBl OCBOMTE HEOOXOAMMBbIE
HABBIKM paOOThI, HAYYUTECh CAMOCTOSITEILHO CO3/aBaTh OyXTraJlTepCKUe JOKYMEHTHI, (POPMUPOBATh
NIPOBOKH, BECTH AHAIUTHUKY, Nle4aTaTb OTYETHI, UCIONB3Ysd OyXraJTepcKue MpOrpaMMBbl, KaXaI0u
13 KOTOPBIX MOCBSAIIEHA OT/e/bHas MaBa. Takxke paccMaTpuBaloTCs MpHIIoKeHus nakera Microsoft
Office, phyHKIIMOHAIbHBIE BOBMOKHOCTY KOTOPbIX MO3BOJIAIOT PEIIATh LEJIblid psjl yUeTHOOyXrajaTep-
CKMX 3aj1au.

Bce npuBeeHHbIE B KHUT'E JAHHbIE SBJISIIOTCS YCJIOBHBIMU, COBIAIEHUS CIIyYaiiHbl, & TPUMEpbI
HACTPOMKHU U MPAKTUUYECKOTO IPUMEHEHUsI OMUCHIBAEMbIX MPOIPAMMHBIX CPEJICTB HOCAT 000OIIEH-
HBII XapakTep.
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I'nasa 1
OoOuue cBeieHUsI 0 padoTe HA KOMIIbIOTEPE

ConepxrMoe JTaHHOM IJIaBbl aJpeCOBAHO TeM, KTO €1a00 3HAKOM C KOMIIBIOTEPOM, IO3TOMY
OIBITHBIE MOJIL30BATEIN MOTYT IPOIYCTUTh €€ U Cpa3y NepexoAuTb K I1aBe 2. 3[1eCh Mbl pacCKaxeM
00 OCHOBHBIX ITpUEMax padOTHI C OMepaMoOHHOM crcTeMoil Windows, a Takke 1aiuM psiJ peKOMeH-
JAIMi 1Mo 0OeCTIeYeHUI0 COXPAHHOCTH JITAaHHBIX U pa00TOCIOCOOHOCTH KOMITBIOTEpA.
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OcHoBHbIE paBuja padoTel ¢ Windows

Camoil TomnyJIsipHOM OIEPAlMOHHON cucteMon siBiisiercss Windows — MpPOAYKT KOMITAHUU
Microsoft. B Helt pean3oBaH HaOOP MOJE3HBIX (PYHKIIUIN, 3HAYUTETHHO OOJIErYaloNuX padoTy MoJThb-
30Baresiell ¥ OTBEYAIOIIMX CAMBIM CTPOTUM M aKTYaJIbHBIM TPEOOBAHUSIM CETOAHSIITHETO AHS.

Jns1 yerientHo# paboThl cuctembl Windows (B YaCTHOCTH, TIOMYJISIPHOM 714 BEPCUH) KOMITBIOTEP
JOJKEH YOBJIETBOPSATH CJIEAYIOIIMM MUHUMAJIbHBIM TPEOOBAHUSIM.

* 32-pa3psiaubiil (x86) unu 64-pa3psaHblil (x64) mporeccop ¢ TaKTOBOM YacTOTON HE MeHee
1 IT.

* He menee 1 I'6 (st 32-pa3psigHoni cuctembl) wim 2 10 (uist 64 pa3psiiHOi cUCTEMBI) Ore-
paTUBHOU MaMSITH.

* He menee 16 I'06 (ans 32-paspsaHoii cuctemsbl) wim 20 I'0 (myist 64 pa3psigHON CUCTEMBbI)
CBOOOJHOTO MPOCTPAHCTBA HA KECTKOM JIUCKE.

* ['pacpuueckoe ycrpoiictBo DirectX 9 ¢ npaitBepom WDDM Bepcuu 1.0 wiu Biie.

1o HeoOXomUMbIK MUHUMYM. HO 11 MCONb30BaHMsT HEKOTOPHIX (DYHKITUN CUCTEMBI STOT
nepeveHb MOXeT ObITh 3HAYMTENILHO pacivpeH. Hanmprumep, B 3aBUCUMOCTH OT pa3pelieHtst SKpaHa
IJTs1 BOCIIPOM3BEICHUS BUJIEO MOKET OTPeOOBATHCS JOTMOHUTEIbHAS TAMSITh U O0Jiee COBEPIIIEHHOE
rpacdpuueckoe odopynoBanue. YtoOs ¢ momorpio Windows Media Center cMOTpeThb Tenernepeaadm,
BaMm nioTpeOyeTcst TBTioHep (mpaByia, Ha MHTEPHET TeJIeBUJICHHE 9TO TPeOOBAHUE HE PacIipOCTpaHsI-
ercst). i paGoThl C KOMIAKTIMCKAMHU HEOOXOIMMO HAJMUUe ONTUYECKOTo MPHUBOMA, ISl TIPOCITY-
[IIMBAHU S 3BYKOBBIX (DAJIOB HYKHbI KOJIOHKY WJIM MHOE aHAJIOTUIHOE YCTPOUCTBO (K HOYyTOYKaM 3TO
HE OTHOCUTCS — Y HUX €CTh BCTPOCHHBIE KOJIOHKH) U T. 1.

BOJBIIMHCTBO COBpeMEHHBIX KOMITHIOTEPOB, MPOAABAEMbIX CETOHS Ha POCCHUIICKOM pHIHKE,
BITOJIHE Y/IOBJIETBOPSIIOT YCJIOBHSM, HEOOXOAMMBIM ISl SKCILTyaTaluu cucteMbl Windows.

Onucanue MoJab30BaTeJbCKOro nHTEpPQeica

INocne 3arpy3ku onepauroHHoi cuctembl Windows 7 Ha skpaHe oToOpakaeTcs ee MoJIb30Ba-
TenbCKUi MHTepdeic (puc. 1.1), KOTOPBIN BKIIOYAeT B cedsi TPM OCHOBHBIX deMeHTa: Padounii
€TOJI, TaHesb 3a1a4 1 MeHo Ilyck.
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Puc. 1.1. Unrepdeiic oneparrionHoit cuctembl Windows 7

HawuGonpiyo 9acTh monb30BatesbcKoro wHTrepdeiica 3annMaer Pabouwmii ctonm — 310 Bes
o0OmacTs 9KpaHa, kpome kHorky Ilyck u manenm 3agay.

Pabouwnii cton oopmisiercs: (GOHOBBIM PHCYHKOM, TIOBEPX KOTOPOTO OTOOPAKAIOTCS SPIIBIKH
BBI30BA IPWJIOKEHNUH 1 3HAYKH MAroK. B kadecTBe (pOHOBOrO prCyHKa NCHOMB3YIOTCS] M300paKeHu s,
(pororpacpum, ckpuHIIOTH 1 T. T1. B KOMIUIeKT nmoctaBkr Windows BXoauT O0bInon HaOop (POHOBBIX
PHCYHKOB, HO MOXKHO HCIIOJIb30BaTh A71s1 opopmienust Pabouero crona u mpoune rpapudeckue 00b-
eKThI (HarlprMep, CKayaHHbIe U3 VIHTepHeTa, Co3MaHHbIe B TPapuIecKOM peJaKTOpe WU C TIOMOIIIBIO
1ugpoBoro poroanmnapara).

OcHoBHOW (DYHKITMOHAJIBHBIA 37IeMeHT pabouero croma Windows — 3TO pacnosioKeHHBIE
HAa HEM 3HAYKW U SIPJIBIKH, MPeAHA3HAYEeHHBbIE A7l ONEePAaTHBHOIO JOCTyNa K Mporpammam, caii-
JIaM, JOKyMEHTaM | Tarnkam. Bel MoxeTe caMy yCTaHOBUTB Ha pabO4Mii CTOJ HEOOXOIMMBIE 3HAUKU
U SIPJIBIKU.

IIpumeyanue

Kak npaBuiio, Ha paboumii CTOJ BHIBOISATCS SIPJIBIKY M 3HAUKH U1 HanOosiee
YacTO WCIMOJIb3YeMbIX MpPUJIOKEHUH, (ailjioB M mamok. B ocranbHbIX ciyyasx
JIydIlle UCTIONIb30BaTh [IPOBOMHUK, YTOOBI HE 3arpOMOKAATh PAOOUYMI CTON PEIKO
UCIIONIb3yeMbIMH JIEMEHTAMHU.

INocne ycTaHOBKM OIEepaliMOHHON CUCTEMBI Ha pabOYMil CTOJI IO YMOTYAHUIO BBIBOAUTCS 3HA-
yok Kop3una. C ero nomoIipio OTKpbIBaeTCs IOCTYII K KOP3UHE C yIaJIeHHBIMU (DaiiiaMu, MarnkaMu
Y uHbIMU 00beKTaMu. [leprioguuecku cienyer yaaasaTh U3 KOP3UHbI BCe COAEPKUMOE, YTOObI HE Xpa-
HUTh HA KECTKOM JHCKE TO, YTO YK€ He MOHAJOOUTCSI.

Uro KacaeTcsi OCTaJIbHBIX CUCTEMHBIX AIOK, TO Ha padOYMil CTOJ MOTYT OBITh ABTOMATHUECKH
BBIBEJICHBI CJIEAYIOINE 3HAUKU U SIPIIBIKU:

e Moii KOMIbIOTEP — /7151 JOCTYIMA K (paiinam, mankam ¥ JOKYMEHTaM, X paHsIIIMCsl Ha KOM-
nbloTepe.

e Mou 10KyMeHTBI — B JaHHOH TarKe XpaHATCs Pa3IUYHble TEKYILUE JOKYMEHTHI I0JIb30Ba-
Tess (MMUChbMa, OTYETH U T. 1.).
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e Mos My3bIKa — Manka npejHa3HaueHa JAJis XpaHEeHUs1 My3bIKaJIbHbIX U 3BYKOBBIX (DailJIOB.

e Mou pHCYHKM — B JIaHHOHM TMarke IeJiecoo0pa3Ho XpaHWTh mudpoBsie dotorpadumu,
PUCYHKH, TpaduiecKkue 0ObeKTHI U T. T1.

e Mou BHeo3anucu — rarnka rnpeJHa3HauyeHa JUisl XpaHeHUs] BUJIE03aITUCEN.

UYtoObl cCaMOCTOATENHHO BHIBECTH HA pad0vMi CTON SIPIBIK, OTKpouTe B [IpoBogHuke Windows
TanKy C COOTBETCTBYIOIIMM (hailJIoM (ITOT MOXKeT ObITh Kak (haiiyl JOKyMeHTa, TaK U UCIIOTHSIeMBbII
paiin npunoxenus). llenkHure Ha 3T0M (pailyie MPaBoi KHOMKONMBIILIY, U B OTKPBIBIIEMCS] KOH-
TEKCTHOM MeHI0 BeioepuTe koManay OTnpaButs — Padounii cTo (co3aaTh SIpJIbIK).

Haxaruem Ha Pabodem cTosie mpaBoil KHOIKY MBIIIN BbI3IBAETCS KOHTEKCTHOE MEHIO, BKJTIO-
yajoriee B ceOs1 KOMaH/Ibl /151 BHIOJTHEHUS psifia Orepalyii (COpTUPOBKa 00BEKTOB pabouero crona,
yIIpaBJieHHe X OTOOpaKEHUEM, CO3/IaHMe SIPJIBIKOB M TATOK U JIp. ).

OcHoBHbBIE YjIeMeHThI 1 HHCTpYMeHThI Windows

IManesb 3aaa4 npenacraBisieT coOOM MOJOCY, PacIoNaraloilyiocsi BIOJIb BCel HIKHEN rpa-
HUILIBI MHTEpeiica, U BKII0YAeT B ceOsl APJIbIKU OBICTPOro 3aIlyCKa, KHOIKM OTKPBITHIX MPHJIOKEHU,
cructeMHble yachl 1 ip. OHa BKJIOYaeT B cedsl CieIyIolre KOMIIOHEHTHI: 00JIaCTh OBICTPOTO 3aITycKa,
00J1aCTh OTKPBITHIX TIPHJIOKEHUH, 00J1aCTh YBEIOMJICHUI, aipeCHasI TIAHEJTb, TIAHENb CChUIOK, SI3BIKO-
Basi aHEJb U MaHesb pabovero cToja. YrpasieHue OToOpakeHHEM JaHHbIX IEMEHTOB (32 CKITIoYe-
HHMEM 001acTy OBICTPOTO 3aITycKa, 0ONACTH OTKPBITHIX MPUJIOKEHUIA U 00IACTH yBEIOMJICHHIT) TIPO-
WCXOIUT € MOMOIIBI0 KoMaH noaMeHio Ilanesn, KoTopoe HaXOANUTCS B KOHTEKCTHOM MEHIO ITaHEIN
3a7ad.

Menwo Ilyck (puc. 1.2) oTKpbIBaeTCsl HaXkaTMEM KPYIJIOM KHOIIKM, KOTOpas pacIoOKeHa
B JIEBOM HIW)KHEM YITy MHTepdeiica (Ha3BaHUE TOW KHOIKM OTOOpaXaeTcsl B BUJE BCIUIBIBAIOILEH
TIOJICKa3KH MPU MOJBEICHNH K Hell yKa3aTesisl MbILIN).
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Kanekynatop
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Puc. 1.2. Menwo Ilyck

JlaHHOE MEHIO TIO3BOJISIET OIYYHTh IOCTYII K TPUJIOKEHUSIM, TArKaM U (paiiiam, X paHsSImuMcst
Ha KOMITBIOTEpE, MEPENTH B PEKUM HACTPOMKH U aIMUHUCTPUPOBAHUS CUCTEMBI, BBI3BATh CITPABOY-
HYI0 UH(OPMAIIHIO, OTKPHITh PEKUM MOMCKA, BHIKJTIOUSHHUS U TTepe3arpy3Ky KOMIbBIOTepa U JIp.

IManens ynpaBJieHHsI TIPEICTaBIsET COOOM COBOKYIHOCTh 3JIEMEHTOB, MpeAHa3HAYEHHbIX
IJIsl HACTPOWKM OCHOBHBIX KOMIIOHEHTOB OIEPAIIMOHHON CHCTEMBI, a TaKKe Mepexoga B PeKUM
BBITIOJTHEHUS Psila BAKHBIX OMepalyii (HarmpuMep, NMOIKIIOUYeHHe YCTPOUCTB, yAaJeHHe porpaMm
1 JIp.). 3aIycK MaHe M yrpaBieHus Tpoucxoaut ¢ nomoiibio komauasl Ilyck — Ilaneas ynpasJe-
HHUS — [IPY €€ aKTUBU3AIMK Ha SKPaH BHIBOOUTCS OKHO, KOTOPOE TIOKa3aHo Ha puc. 1.3.
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CneuManbHble BOSMOXKHOCTH
'lporpaMMm Pekomenayesibie Windows napaMerpe

h‘ Il ¥aanenue nporpanisae ONTHMASALMA MIOBPXKENHA Ha 3KpaHe

Puc. 1.3. ITanens ynpanieHus

Copnepxumoe NaHe M yIpasIeHUs B 3aBUCUMOCTH OT (PyHKIIMOHAJIBHOTO Ha3HAYEHUs CrpyIl-
MIMPOBAHO 10 KaTErOpUsIM, JJIs1 OTKPBITUSI KOTOPbIX MPeAHa3HaY€Hbl COOTBETCTBYIOLINE CCHUIKHU (CM.
puc. 1.3). C ux moMo11bIo BB MOKETE HE TOJIBKO OTKPBITh KATETOPHIO, HO U IIEPENTH HETIOCPEICTBEHHO
K OJJHOMY U3 ee JIeMeHTOB. KpaTko paccMOTpUM OCHOBHBIE U3 HUX.

AnemenTsl KaTeropur CHeTeMa H 0€30NMacCHOCTD NPeJHA3HAYESHBI I IPOCMOTPa U peiaK-
THPOBAHUS TMApaMeTPOB OE30MacHOCTH CHCTEMBI, MPOCMOTpA CBEJICHWII O CHUCTeMe M Xapak-
TEPUCTHKAX KOMIIBIOTEPA, APXMBUPOBAHMUS JAaHHBIX, TEpexofia B pekUM padOThl C BCTPOEH-
HbIM OpaHamayspoM Windows, HACTPOWKM MapaMeTpoB EKTPOIUTAHMS, BBIIIOIHEHHS JEHCTBUI
0 aJIMUHUCTPUPOBAHHUIO, OOCITYKMBAHUIO 1 OOHOBJICHUIO CUCTEMBI.

B xareropun Cetb m MHTepHeT npoM3BOAUTCS HACTpOiKa MoAkIoyeHus K MHTepHery,
HacTpoika oOIero aoctyna K ¢ailjlaM U nankam, IpoBepKa COCTOSIHUS M HACTPOMKa JIOKaJIbHOM
CETH, IIepexo]] B peKUM HaCTPOMKHU HHTepHeToOo3peBates Internet Explorer (otmeTum, 4to B 1aH-
HBII PEXUM MOKHO BOWTH M HENoCpenCcTBeHHO n3 okHa Internet Explorer), nobasnenue B cethb Oec-
IIPOBOJIHBIX YCTPOMCTB U AP.

DnemenTsl Kateropun Q6opyaoBaHue M 3BYK IpeAHA3HAYEHBI [UIsl MOIKITIOUCHUSI K KOM-
NBIOTEPY PUHTEPOB U JPYroro o00pya0BaHUs, HACTPOMKHU 3BYKOBOTO COIMPOBOXKIEHUS CUCTEMHBIX
COOBITHIA, HACTPOWKHM aBTOMATHUYECKOTO BOCIIPOM3BEACHNs KOMIIAKTAUCKOB U MapaMeTpoB SHEPro-
cOepexeHusi, OOHOBJIEHUs ApaiiBEPOB, HACTPOIKY MapaMeTpoB dKpaHa U MHBIX JEHCTBUM, CBS3aH-
HBIX ¢ paboTOl 0O0PYIOBaHMS U 3BYKOBBIM O(DOPMIICHHEM.

B kareropuu IIporpammel Besercs padoTa ¢ porpaMmMaMu U NPUJIOKEHUSMHU — KaK OT KOM-
naHnu Microsoft, Tak ¥ OT CTOPOHHHUX pa3paboTYMKOB. B yacTHOCTH, 371€Ch BBl MOXETE yIJIUTh IPO-
rpaMMbl, HE UMEIOIIME HITAaTHOTO JEeUHCTAJUIATOpa, BRIOpaTh MPHIIOKEHHUs, KOTOpbe OyIyT UCHOJb-
30BaThCs [0 YMOJTYAHUIO, BKJIIOYATh M OTKJIIOYATh KOMHOHEHTH Windows, paboTaTh C rajxeramu
Pabodyero crona, Ha3HaYaTh MPOrpaMMBbl IJIsl OTKPHITHS (PAiJIOB KOHKPETHBIX TUIOB (HAIIPUMED,
(paiin ¢ pacimperrem avi OyJeT 1Mo yMOIYaHUIO0 OTKpbIBaThes nporpammoit Media Player Classic
U T. L) U Jp.
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IIpumeuanue

Pacumpenne  paitia  mpencraBiaser  coOoi  HabOp  CUMBOJIOB,
XapaKTepU3YIOIIMX €ro THII, CJASAYIOIIUX Cpa3y 3a €r0 UMEHEM M OTAEISIOIIMXCS
OoT uUMeHM (pailla TOYKOi. YTOOBl OBLJIO MOHSITHEE, MOSICHUM Ha KOHKPETHBIX
npumepax: B (aiiie Cnucok. doc pacmmpenve — doc (OHO ykasbIBaeT Ha ToO,
YTO 3TOT JOKyMEHT co3gaH B mnporpamme Word), B daitie Otuer. rtf
pacimpenue — rtf (mognepxusaercs nporpammamu WordPad u Word), Pucynok.
bmp pacimpenue — bmp (310 0qHO U3 rpaUYecKUX pacCIUMPEHUid) U T. [I.

B kareropun YdueTHbIe 3amuMcH MOJb30BaTeJeil 1 ceMelHasi 0e30MaCHOCTh BeJIeTCs
padota 1o (pOpMHUPOBAHUIO U PEIAKTUPOBAHUIO MOIH30BATENILCKUX YUETHBIX 3aMKCel, HACTPOWKE
(byHKIIMM POIUTENHCKOrO KOHTPOJIS (3Ta (PYyHKIMS MO3BOJSAET MPENOTBPATUTh MPOCMOTP AETHbMU
HEXeJaTeJIbHbIX MaTepUalioB), U3MEHEHUIO MapoJis TOCTYMA K CUCTeMeE U Jp. 31ech ke MPOU3BOIUTCS
yIpasJieHre MH(POPMALIMOHHBIMU KapTaMU J1JIs1 TIOAKJIIOUEHUS] K MHTEPAKTUBHBIM CITy:KOaM.

OnemeHTsl KaTeropun OQcpopmiieHne U nepCcoHANM3aNMs TPeaHa3HAuYeHbI ISl opopmIie-
HUS MHTEP(ENCOB CUCTEMBI, HACTPOMKM mNaHeau 3ajgad U mMeHo Ilyck, ympasnenus mpudramuy,
HACTPOMKH MapaMeTpoB MarokK U Jp.

B kareropun Yacel, sI3bIK 1 PerHOH MOXHO U3MEHUTh CUCTEMHOE BpeMsl U JaTy, BHIOpaTh
YacOBOM MOSIC, BHIOPATh PEKUM MEPEKIIOUSHUS PACKJIAAKU KJIaBUATYPBI U AP.

C moMoIpio 371eMEHTOB, BXOAAMIMX B cocTaB Kareropud CnenmpajbHble BO3MOKHOCTH,
MOKHO TIEPEUTH B PEXKUM HACTPONKH CIIEIMATIbHBIX BOSMOKHOCTEN CUCTEMBI [Is1 JIIO[e C HapyIle-
HUSIMU 3peHHs, CITyXa, OMOPHOIBUTATEILHOTO armapara, a Tak:ke HACTPOWKH CUCTEMBI PACO3HaBa-
Hus peur U MukpogoHa. B Kop3uHy, koTopas Takke co3Jaercs aBTOMATUYECKU MPU YCTAHOBKE
Windows, nomeratcsi 0ObeKThl ((paiisibl, Marku, JOKYMEHTBbI), ylaJeHHbIe C OMOIIBIO KIaBUIIIN
Delete 1160 KOMaHIbI KOHTEKCTHOTO MeHI0 YaaanTh. Eciiu jke HyKHO BBIIIOTHUTH OKOHYATEIbHOE
ylajgeHue 0ObEeKTa ¢ KECTKOro AUCKa (MUHYs KOP3HMHY), TO JJisl 9TOTO UCHOJb3yiTe KOMOMHAIUIO
kiapuin Shift+Delete.

OpHaKo He CTOUT 3J0YMOTPeOATh MOCIEAHUM CIOCOOOM: Beb MOCE TOrO0 BOCCTAHOBJIE-
HUE YIAJIEHHOTO OOBEKTa CTAHOBUTCSI HEBO3MOXKHBIM, & BOT U3 KOP3UHBI €T0 MOKHO BOCCTAHOBUTD.
Jlns1 9TOrO CeayeT yCTaHOBUTh HA HErO Kypcop, HaXaTh MPaBYI0 KHOIKY MBIIIN U B OTKPBIBIIEMCS
KOHTEKCTHOM MEHIO BHIIIOJHUTh KOMaHly BocctanoBuTh . [locie 3Toro Bbl cMokeTe HalTH BOCCTa-
HOBJICHHBII OOBEKT B TOM MECTE, IJIe OH HAXOAUJICS IO yIaJIeHUSI.

Cosert

C 1CJIbIO BHCBO60>KI[CHI/IH MeECTa Ha KECTKOM NUCKE NNIEPUOIUICCKU y,HaHHfITe
N3 KOP3HUHBI BCE €€ COACPKUMOC. 3T10 MMpOU3BOAUTCA € MOMOIIBIO KOMaH /bl daii —
OuucTuTh KOp3uHy, JIM00 aHAJIOTMYHOR KOMaHbl KOHTEKCTHOI'O MCHIO (B JaHHOM
CJIyda€ OHO JOJIZKHO BbI3bIBATHCA Ha ITYCTOM MECTE B OKHE KOpSI/IHbI).

[Narrka Mou JOKyMEeHTBI CO3aeTCsl aBTOMATUIECKH ITPU YCTAHOBKE OTIEPAIIIOHHON CUCTEMBI
Y TIpeqHa3HaueHa /ISl XpaHeHWsl (DaiyioB, MAroK U WHHIX 00BbEeKTOB. OHA CONEPKUT HECKOJBKO
MOIYMHEHHBIX TAaNOK aHAJOTMYHOTO Ha3HaveHWs, B yacTHOCTH Mou pucyHku, Mosi My3bIKa,
Moun Bujaeo3anucu. OHU TpegHA3HAYEHBl I XpaHeHUs (PAlIOB COOTBETCTBYIOMUX (hopMa-
TOB. JIJI HAYMHAIOIINX TIOJIb30BATEJIeH, elle TOJIKOM He OCBOMBIIMX HABHTAIMIO IO KOMITBIOTEPY,
9TO OYEHb yIOOHO: TI0 KpaliHel Mepe, n300pakeHus u hotorpaduu OyayT XpaHUThCS B OHOM TTarKe,
MY3bIKa — B JIPyrOH, IEKTPOHHBIE KHUTU — B TPEThEeH, a Mpoure OOBEKTH — HEMOCPEICTBEHHO
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B nanke Mou JOKYMeHTbI. DTH aBTOMAaTHUECKH CO3/IaHHBIE TTAIIKU MPEIJIaraioTcs Mo YMOTYAHUIO
IIpU COXpaHeHUH (DaiIoB COOTBETCTBYIOIIMX hopMaToB. st yqoO6CcTBa MOKHO BBIBECTH SIPIIBIKH
9THX Nanok Ha Pabouwii crod.

IIpoBoauuk Windows

OnepanoHHas cUcTeMa, MO CYTH, SABJIAETCA NOCPEAHUKOM MEXIY IOJIb30BATENIEM U KOM-
nbiotepoM. [1onoOHBIIA MOCPETHNK eCTh TaKkKe MEKIY MOJIb30BaTeIeM U ONEePAMOHHON CUCTEMOH.
OH HazpiBaercst IIpoBOAHUK U Tpe/CTaBIIsAeT cOOOM MPOrpamMmy, ¢ MOMOILBIO KOTOPOH MOJIb30Ba-
TeJIb BUAUT PACIIOJIOKEHUE MaNoK U (ailyioB B KOMIIbIOTEpe (Ha JTIOOBIX HOCUTENSAX MH(pOpMaLUK —
JIOKQJIbHBIX, CETEBBIX, CMEHHBIX U Ip.). ViMeHHO ¢ nomolpio [IpoBoiHMKa OCyILECTBISETCA OTKPHI-
THE MoK, 3aycK (pailyioB, a Takke BBIIOJIHEHUE psija MHBIX ICHCTBUM (IeperMeHOBaHNEe OOBEKTOB
u ap.).

UroObl OTKpbITH TPOBOIHUK Windows (puc. 1.4), Hy:kHO BbIoNHUTE KoMaHay Ilyck — Kom-
nproTep. Ecim o KakuMTo NpruYMHaM JaHHas KOMaH1a OTCyTCTBYeT B MeHIo ITyck, To MoxHO BOC-
nosnb3oBaThes komanou Ilyck — Bee mporpammbl — Crangaptasie — IIpoBoguuk. 1 ynoo-
cTBa pabOTHl peKOMEHyeTcs BbIBeCTH sIpibIk [IpoBogauka Ha Pabounii crod.

[E=5[EoR ==
mvlu » Komnwiotep » Moxanssoid gees () » - | +3 | | Mewos Socomenel duce (B 0 |
¢ai’u1 i"lpaunca Bva  Cepanc  Cnpassa

¥nopRLsunTE foSasume n Gulinnoresy * Ofugeit pocmyn JanicaTh WA SNTWHEIKHR JACK Hoean nanxa =~ O @-
ivr Msfpmnne Waan & flata usmeneninn Tun Pastaep ".:
L Surpymie A SRecycleBin ZE01.2014 035 Manka ¢ daiinasm
F Hessanme mecta _acestrearn_cache_ 20102013 18:06 Manxa € dainasmn
B Pabouwwit cren & Documents and Setfings 26.07.2012 9:04 Manxa € daitnasm
L Perflogs 507.20129:29 Manxa ¢ dalinasm
4 o Busnnorexd Ji Program Files 240120131108 Manxa ¢ faitnasm
e B Bageo Programlata Z1.01.2013 20:03 Manxa ¢ dainasm
B m .El.oq.'muw . Systern Volume [nformation 250120121547 Manxa c dainasm
> = MaoSpamenua Ji Windows 25012013 13:08 Manxa ¢ dainzsan |
b J' hyasma Windows Actrvation Technologies 10,01 2013 2105 Manxa e dainasn =
Ji AmranRexni s 089.09.2013 11:00 Manea & daiinzsan
b fomswnan rpmna i Mypsica 25122014 2244 Manxa e dafinasm
i Monesoeatens 1001.2013 18:32 Manxa ¢ paiinasn
4 8 KomnsraTep Ji Topperme 10.01.2015 21:37 Marxa ¢ daiinasm
B &'j TNMoransreid amee () Ji Dwneaam 10,01.2015 21:38 Manxa ¢ daiinasan
b [y WORK (D) Ju Doro, pugen 04.12.2014 1608 Manka ¢ gadinasm
© ity MocansHwid aace [E) H’ [RuTer.OrgjMezzoforte_-_Discografi_[stu... 01032013 22:48 Vuze Download KB
Bl My Web Sites on BMSN [Z autoexec 26072012 9:52 Maxerwnili gaiin ... 1KE 1
| bootmgr 26072012 6:44 CrcTemmpd arin IEIKE
B ?1. Cete | BOOTHNXT 02.06.201217:20 Creremmeii gain LKB
% config.sys 26072012952 CucTemHedm $aiin LKB
% hiberfil.sys M.10.201317:58 Cueremnent daiin 1620352 KB ¥
- Snemedroe: 24
=

Puc. 1.4. Ilpooguuk Windows

Crpykrypa okHa [IpoBogHMKa TakoBa: BBEPXY HaXOAMUTCS aJpEcHast CTPOKA, MO HEl — IIaB-
HOE MEHIO, ellle HWXke — MHCTPyMeHTasIbHasA naHens. CrieBa oToOpakaeTcs epeyeHb Marok, aBTo-
MAaTAYECKU CO3IaHHBIX B ITPOLIECCE YCTAHOBKY CUCTEMBI, CITMCOK BCEX JUCKOB KOMIBIOTEPA (JIOKAJIb-
HBIX, CETEBLIX, BUPTYAJIbHbIX U IIP.), a TaK¥KE€ CIIMCOK KOMIIBIOTEPOB, BXOAAIIMX B JIOKAJIbHYIO CETh
(mpu HayMuMuM TakoBbIX). [IpaByio (OCHOBHYI0) 4YacTh MHTepdeiica 3aHUMAET CONEPKUMOE JAWCKA
WUIH TIAIIKHM, Ha KOTOPOH CJIeBa YCTAaHOBJIEH Kypcop, JIMOO COAEPKUMOE OTKPHITOM B JAHHBI MOMEHT
nanku. Haxkatrem nmpaBoit KHOITKY MBIIIH BBI3BIBAETCSI KOHTEKCTHOE MEHIO, KOMaH/Ibl KOTOPOTO Ily6-
JIMPYIOT COOTBETCTBYIOIIHNE KOMAaHAbI INTABHOI'O MEHIO WJIM KHOIIKH I/IHCprMeHTaJII)HOIZ IIaHEJIN.
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YroObl MPOCMOTPETh COAEPRKUMOE Manku B okHe [IpoBogHMKA, HEOOXOIUMO JBAK/bI IIETIK-
HYTb Ha Hel JIeBOW KHOIKOW MBbIIIM. [ToqunHeHHbIe Ak pacKphIBAIOTCS aHAJIOTMYHBIM 00pa3oM,
U TaK ke POU3BOAUTCS 3alycK (paidioB Ha ucnonHeHne. OTMETUM, 4TO IPOCMATPUBATh COIEPKUMOE
JMCKOB M IAIIOK MOHO U B JIEBOM YaCTH OKHA — JJIs1 3TOr0 HY’)KHO PACKPbITh COOTBETCTBYIOILIUI AUCK
(mamnky), MEJKHYB MBIIIBIO HA CTPEJIOYKE CJIeBa OT €r0 Ha3BAHMUS.

B agpechnoii crpoke IIpoBomHuKa otoOpakaercs: aapec (MECTOHAXOXKIEHUE) CONEPKHMOTrO,
MIPEJCTAaBJIEHHOrO B €ro mnpaBoil (ocHoBHOM) yactu. Ha puc. 1.4 310 copepkumoe HaxoOuTCs

o agpecy Komnbrorep — Jlokaabnbiii quck (E), To ecth OHO pacnionaraercs Ha JIOKQJTbHOM JIUCKE
E.
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Kak 3amuTuTh OyxrajrepckKmne
JIaHHbIE OT yTPAThl, MOPYH, XHII[e HUST

O KOMIBIOTEPHBIX BUpYyCaX CIIBIIIAIA BCe. DTU BPEJOHOCHBIE ITPOrpaMMbl B OTPOMHOM KOJIU-
YeCcTBe «IpeJcTaBieHbl» B VIHTepHeTe, M UX YMCIO pacTeT ¢ KaxapiM AHeM. Camoe HenpusiTHOE,
YTO MHOTHE PaclipOCTPaHUTEN BUPYCOB YCIIEITHO MPUMEHSIIOT B CBOEH ITPAKTUKE NEPEAOBBIE I0CTH-
xenust [T-unaycTpum — B pe3yJsibrare To, YTO JOJKHO CITYXKUTH BO OJ1aro Mojib30BaTesIsiM, B KOHEYHOM
cueTe MOXET 0OEPHYThLCS /I HUX OOJBITUMHE MTPOOJIeMaMHu.

CoBpeMeHHbIN KOMIBIOTEPHBIN BUPYC — 3TO BPEIOHOCHASI POrpamMmMa, IPOHMKAIOIIAs HA KOM-
nbloTep 0e3 BeIoMa MoIb30BaTeIs (XOTsI, BO3MOXKHO, IPH HEBOJILHOM €r0 YYacTHH) U BBIIOIHSIOIAS
OIpeJeJICHHBIE Pa3pYIIUTEIbHbIE AEUCTBUS, HEPEAKO YMEIIas pa3MHOXKAThCS U CaMOPacpocTpa-
HATBCS.

B Hacrosiiee Bpems B MUpe pa3Besioch BEIMKOE MHOKECTBO «BUpyconucarenein». OHu U3 HUX
3aHMMAIOTCS CO3/IaHMEM M PACIPOCTPAHEHUEM BHPYCOB B KauecTBE X0OOM, Ipyrue MpOCTO JKENAoT
ClIeNiaTh «BCEM IUIOX0», TPEThbU XOTSAT OTOMCTUTh, YETBEPThIE UMEIOT BIIOJIHE KOHKPETHBIE KOMMEP-
YecKue LIeJIU — XUILeHne NH(GOPMAIK JTMO0 IeHEXHBIX CPEACTB, BBIBOJ U3 CTPOs ceTel, Bebpecyp-
COB M T. II. 32 COJIMAHOE BO3HATrpakJeHue (B YaCTHOCTH, STO OJHO W3 MPOSIBJICHUN COBPEMEHHOM
KOHKYPEHTHOU OOpBhOBI) U JIp.

IIpumeuanue

HaubGonee omacHIMM BUIAMHM BHUPYCOB B HACTOSIILIEE BPEMS CUMTAIOTCSA
CeTeBble YEpBM U «TPOsiHbl». IlepBble CHOCOOHBI 32 KOPOTKOE BpeMs
pacnpoCTpaHUTbCS MO JIOKAJIbHOW CETHU, a BTOpbIE BHEAPAIOTCS B KOMIIBIOTED
U MOIYT J€jaTh, B MPUHLMIE, YTO YTOAHO — B 3aBUCHUMOCTH OT TOTO, C KaKOH
LEJIBI0 OHM CO3JaHbl (XullleHMe WH(pOPMAlMM, BBIBOJ M3 CTPOS amlapaTrHON
WJIA IPOrPaMMHON YacTH U T. 1.).

JI1s1 3aIUThl OT KOMIIBIOTEPHBIX BUPYCOB Ha KOMIbIOTEpE 00s3aTesIbHO J0JKHA ObITh yCTa-
HOBJIEHa XOpoIllas aHTUBUpPYCHas NporpamMma. TakuX IpOrpaMMm CyLIeCTBYeT HEMaslo, Cpelu
HanOosee W3BECTHBIX MOXHO OTMeTuTh AHTUBUpPYC Kacmepckoro (www.kaspersky.ru), Avast
(www.avast.com), Dr. Web (www.drweb.com), NOD 32 (www.esetnod32.ru), Norton Antivirus
(www.symantec.com) 1 ap. OgHaKo HEAOCTAaTOYHO ITPOCTO YCTAHOBUTH TAKYIO ITPOrpaMMy Ha KOM-
NBIOTEP — HYKHO €lIe U CJIeJUTh 32 aKTYyaJbHOCTbIO aHTUBUPYCHBIX 0a3 U CBOEBPEMEHHO OOHOB-
AT UX. OTMETHM, UTO B OOJIBIIMHCTBE COBPEMEHHBIX AHTUBUPYCHBIX IIPOrpaMM peasi30BaHa BO3-
MOXHOCTb aBTOMAaTHUECKOTO OOHOBJIEHHSI aHTMBUPYCHBIX 0a3. DTo Hambosee yJOOHBII BapuaHT,
MIOCKOJIBKY ITPOLIECC OOHOBJIEHU S ITPOTEKAET Oe3 y4acTusl MOJb30BaTellsl M 3aIyCKAeTCsl aBTOMAaTHye-
CKM 110 Mepe HeoOxoauMocTH. He 3a0bIBaiiTe, YTO [/1s1 aBBTOMATHUECKOTO OOHOBJIEHHU 1 aHTUBUPYCHBIX
6a3 HeOOXOIMMO HaIM4Me JIeUCTBYIOLIETO MOoAKII0YeHus K IHTepHeTy.

Jlaxxe eciu 4yesioBeK IoaraeT, YTo Ha ero KOMITbIoTepe HET HUYEro MHTEPECHOro [isl MOCTO-
POHHUX, BpeioHocHoe [TO cnocobHo caenaTh KOMITBIOTEP HOJHOCTBIO HepaboTocnocoOHbIM. Kpome
3TOT0, y/IAJIEHHBIN 3/I0YMBIIUIEHHUK MOXET BOCIOJIb30BAThCS YYKUM KOMITBIOTEPOM J1J151 HECAHKLIU-
OHMPOBAHHOW PACCHIIKY CIIaMa, BPEIOHOCHBIX ITPOrpamMM H T. I1. [ Ipuem oTBETCTBEHHOCTh 3a MOJ00-
Hble JIeHICTBHS B JAHHOM cily4yae Oy/leT HECTU HUYero He MOJ03peBaloIIni BiaJjesel] KOMIbIoTepa.

OpHaxo cylEeCTBYET JOCTAaTOYHO HAIEKHOE CPENICTBO, TIO3BOJISIOIIEE 3AUTUTh CBOM KOMIIBIO-
TEep OT HECAHKLIMOHUPOBAHHOTO JIOCTYIA U3BHE. DTO CPE/ICTBO Ha3bIBaeTCs OpaHaMay3p.

Bpanamaysp (OH MOKeT Ha3bIBaThCSl TAKKE CETEBOM KpaH, (pailpBoil, ILTI03 O€30MaCHOCTH
U p.) — 9TO CBoeoOpa3Hblii Oydep, HaXoAAMUICS MeX 1y JJOKaJIbHBIM KOMITbIoTEpoM 1 MHTepHeTOM.
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Ero cmbici 3akimo9yaeTcst B TOM, YTOObI OJIOKMPOBATh BCAYECKUE TOMBITKYA MPOHUKHOBEHUS KaK U3
WHTepHeTa B KOMIBIOTEP, TAK U U3 KOMITbIOTepa B IHTEpHET pa3invHbIX IPOrpamMM, KOMaH/I, 3a/1a-
HUU U T. 1.

MoskeT BO3HUKHYTh BOIIPOC: TIOHSITHO, KOra OpaHaMaysp OJOKUpYyeT HECAHKITMOHUPOBAHHBIH
noctyn u3 VIHTepHeTa B KOMITBIOTED, HO 3a4eM ke OJIOKMPOBATh BHIXOJ U3 KOMITbioTepa B iHTepHET?
A 3arem, 4TOOBI, HAITPUMEP, TPOSH JIMOO MHOU IIIHOH, MPOHUKIINNA B KOMIIBIOTEP 0 YCTAaHOBKU
OO0 BKIIIOUEHHUs1 OpaH/aMaydpa, He UMesT BOZMOKHOCTHY BBHIIIONHATH MOMTYyYeHHOE 3aJaHue (pacchl-
JaTh CIlaM C 3apakeHHOTO KOMITBIOTEpa, OTChUIATh MH(OPMAIIMIO O KOMITBIOTEpPE U TMOJb30BaTese
u 1. 1.). [Ipn 3T0M paspemaercs BoIxod B MIHTEPHET TOJIBKO TEM MPUIOKEHUAM, KOTOPHIE YKaXET
nonb3oBaresb (Internet Explorer, Outlook Express u T. 11.). Cienqyer, oqHako, OTMETHTb, YTO HE BCE
OpaHaMay3pbl MOTYT KOHTPOJIUPOBATH UCXOASAIINNA TpaduK.

OnepanmonHas cuctema Windows uMeeT BCTPOEHHOE CPEJICTBO 3allUThl OT BHEIIHUX yIpo3,
KOTOpOE BXOIUT B KOMIUJIEKT MOCTaBKH, — OpanamMaysp Windows. [To ymon4anuio oH BKJIIOYEH, U 63
CEepbe3HBIX Ha TO OCHOBAHUN MEHSATh €ro HACTPONKHM He pekomeHayercsi. Ecim Bce ke HeoOXoammo
HACTPOUTDH MapamMeTphl OpaHaMaydpa, To oTkpoiite [lanens ynpaenenus, u B kateropuu Cucrema
u 6e3omacHocTh BeiOepute pasznaen bpanamaysp Windows, nociie 4ero B JIeBOM 4aCTH OTK PhIBIIIE-
rocsl OKHa IIEJIKHUTE Ha cChUlke BrioueHue u oTKI0UeHne opangmaydpa Windows . B pesyis-
TaTe BHIMOJTHEHHBIX JICUCTBUI HA SKPaHe OTKPOETCS] OKHO, M300pakeHHoe Ha puc. 1.5.

B naHHOM OKHE C TOMOIIBIO COOTBETCTBYIONIMX MEpEeKJIIoYaTe el BKIIIOYAETCS M BHIKJTIOUAETCS
Oopanamay3p Windows B oMariHeit u oOmecTBeHHOH cetu. Eciu 6paHamaysp BKIIIOUEH, TO ¢ TIOMO-
IIBI0 COOTBETCTBYIOIIUX (PJIAKKOB MOKHO YCTAHOBUTD PEKUM OJIOKMPOBKH BCEX BXOISIIMX TTOJKITIO-
YEHU, a TaKKe PeKMM yBEIOMJICHHS TTOJIb30BaTelIst O OJIOKMPOBKE HOBBIX MPOIPAMM.

Kpome mratHoro Opanamayspa Windows, B HacTosiiiee Bpemsi Ha phIHKE UMEETCsI IOCTATOUHOE
KOJIMYECTBO CETEBBIX IKPAHOB OT CTOPOHHUX pa3padoTumkoB. Cpein HUX MOXKHO MOPEKOMEH/I0BATh
3amuTHBIN (paiipBoi Zone Alarm, sIBJISIONIMIACS CErOIHS OIXHUM U3 HanboJsee MOIMyJIsiPHBIX.

=

@_O vlﬂ <« Bpawgmaysp Windows » HacrpowTe napamerpm - | 4 | I Moucx & nosesy ynpasrenus el |

Daiin  [Mpaska Bug Cepenc Cnpaska

HacTpoiika NapamMeTpoB AR KaxkA0ro THNa CETH
IWlosiel 10 HIBAE IHTL NIPOMETPLI GPOIBMIYIP ANA KIHALTO HENOALIYEMETD THMND CETEIOMD PAIMELLC WA,
JononHUTENEHEIE CESIEHNA O CETEEBIX PAIMIBLLLEHMAY
Mapamerpm pasmeiyerns B gomMaluned wnn paboued (vactmon) cetn
I@ @ Bnrouenne Gpargmayspa Windows

[[] BnokupoEaHKE BOE BXOAALLINK NOAKNKMEHWH, BRAMUAR NOAKAHIUEHWR, YKIZAHHBIE B CIACKE
P3P ELLIEH HBDE MPOTPANM

[¥] Yoenomnate, korga Gpanamaysp Windows BAOKMpYET HOBYHD NROTpasMy

I@ ) Crearosnto Bpangmaysp Windows (ne pexomengyerca)

Mapamerpe pazmelenns 8 oBWecTEeHHOR CETH
l@ @ Brnrouerue Gpanamayzpa Windows

D EJ"OKMPQGBHHG BCEX BXOMALLNK NOARMOMEHNH, BRAMYAR NOAKADUEHIR, YEAFIHHBIE 8 CNNCKE
PASPELLISHHBE NPOrpasm

[] Yeepomnnate, korga Gpasamaysp Windows GRoKMUpYeT HOBYID NPOTpaMmy
r_@ i CremosnTe Bpanamaysp Windows (He pexosenayerca)

I OK II Chmena ]

Puc. 1.5. Bpanamaysp Windows
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K HecoMHEeHHBIM JOCTOMHCTBaM IPOrpaMMbl MOKHO OTHECTH TO, YTO OHA MMEET Kak IuiaT-
HYIO, TaK 1 OECIIATHYI0 BEPCUH, TIPHUEM BO3MOKHOCTEH OECIIJIaTHOW BEpCHUM BIIOJHE JOCTATOYHO
IUIs 3alUTHI IOMallIHero KoMmelotepa. Hepocrarok — nmporpamma He NO/IEPAKUBAET PYCCKUM SI3BIK
(Mo KkpaiiHeil Mepe, Ha MOMEHT HalMCaHusl JTaHHOW KHUTH). B rporpamme npenycMoTpeHa BO3MOX-
HOCTb TOHKOI HACTPOWKH MapaMeTpOB 3aIlUThl. B yacTHOCTH, MOJIb30BaTE/Ib CAMOCTOSTENILHO YKa3bl-
BaeT NMPUJIOKEHHs1, KOTOPbIM pa3pelieH Bhxor B IHTepHeT (Jaiie BCero 3To MHTepHeTo003peBarelb,
noytoBas nporpamma, ICQ u T. 11.), onpeAesnser napaMerpsl J0CTyIla B KOMIIBIOTEP U3BHE (MHAue
rOBOPS], TOJIHOCTBIO KOHTPOJIMPYETCS BXOAAIIMI U UcXoas1uil Tpaduk). Kpome 3Toro, MoxkHo nome-
CTUTb [IPOrpaMMy B aBTO3arpy3Ky, BKJIIOUUTh PeXUM CKpbITUs cBoero [P-agpeca u ap.
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BoccranoBjieHne padoTocnocoOHOCTH KOMIbIOTEPa
IPU BUPYCHBIX aTaKaX M MPOYHX MPOrpaMMHBIX COOSIX

KommbloTepHble BUpPYCHl WJIM HEKBATA(UIMPOBAHHBIE [EWCTBUsI TMOJIB30BATENEH MOTYT
BbI3BaTh BHE3AITHbIN MPOrpaMMHBIN OO, UpeBaThlii yTepell HECOXPaHEHHbBIX OyXTaJITepCKUX AaH-
HbIX. [ToaTOMY Ba)XHO 3HaTh, KAK CAMOCTOSITEJIbHO BOCCTAHOBUTH PAOOTOCIIOCOOHOCTh KOMITBIOTEPA,
XOT$1 OBbI JIJIs TOTO, YTOOBI KOPPEKTHO 3aBEPIIUTh padOTy MO0 SKCIIOPTUPOBATH JaHHbIE HA BHEIITHUI
HOCHUTEJIb.

Buumanmne

Ecnu BBISICHWIOCH, YTO KOMIIBIOTEP MOPaK€H BHPYCOM, CAMOE IJIaBHOE —
HE MAHUKOBATh U HE MPeJIPUHAMATh HUKAKUX HEOOyMaHHbIX ICHCTBUMN U «PE3KUX
ABWKEHUI» (ynanath pailibl, nepesarpykarb Kommnbiorep U T. 1.). [lomnure,
4TO B OOJIBIIMHCTBE CIIy4aeB ylaeTCs BBIUTU U3 MOJOOHBIX CUTYaIHii 63 0COOBIX
NOTEepPb — HO TOJIBKO TPU YCJIOBUM, YTO BCE JNEWCTBUS OBUIM YETKO MPOAYMAHBI.
B mobom ciydae, 3apaxkeHHe BUPYCOM — 3TO HE CaMoOe€ CTPAIIHOE, YTO MOXKET
CIIyYHUThCS C KOMIIBIOTEPOM.

OpnHa 3 caMbIX HENPUATHBIX CUTYyallMi — KOIZIa OTKa3bIBAETCS 3arpyKaThCsl KOMIBIOTEP JIMOO
ornepalyoHHas cucreMa. [IpuyrHON TOro, 4To KOMITBIOTEP HE 3arpyxaercsi BooOIe, MOKET ObITh
nospexaenue supycoM BIOS. B nanHOM ciiyyae HOBUUKaM PEKOMEH/1yeTCsl CAMOCTOSITENIbHO HE 9KC-
NIepUMEHTHPOBATh, @ 00PATUThCA 32 MOMOLLBIO K ITpodeccuoHaiaM. B mogoOHbIX ciryyasx 3a4acTylo
MIPUXOIUTCS BHIMOMHATD Nepe3arnuck Mukpocxembl BIOS, a sta onepauus TpeGyerT HeMaloro ornbiTa
U YMEHHUS.

Ecnu e Bupyc He BbiBen U3 cTpost BIOS, a suiiie HECKOIBKO MOAKOPPEKTUPOBA TAPAMETPbI
€ro HaCTPOWKHM, YTO CTaJIO NMPUYMHOW MOSIBJICHUS MPOOJIEM C 3arpy3Kod KOMIIbIOTEpa, TO JIydllle
BCETro B JJAHHOM CJIy4ae BOCCTaHOBUTBH HacTpoiiku BIOS, ncnonb3yemble o ymonryanuio. s atoro
HYkHO BoiiTH B BIOS (/151 3TOr0 B OOJBIIMHCTBE CIy4aeB HYKHO Cpa3y MOCJe BKIIOUEHHSI KOMITbIO-
Tepa HakaTh U yaepkuBath kiasuily Delete, Ho Ha HOyTOyKax MOI'YT UCIIOIB30BAThCS JPYyrue Kila-
BUIIIM — HanipumMep, F2), 1 BBINOJIHUTE COOTBETCTBYIOILYIO KOMaH1y. Ha3zBaHue 310l KOMaH/bl 3aBU-
cut ot Bepcur BIOS, Ho B j11000M citydyae ee HailTH HECJIOKHO (OHAa MOXET Ha3blBaThCsl, HAIIPUMED,
FailSafe Defaults i Load BIOS Defaults).

Ho yarne GbIBaeT Tak, 4YTo KOMIBIOTEP 3arpyxkaercss HopMaibHO, a BOT Windows — HeT. [lep-
BO€, UTO HYKHO MONPOOOBATh B TAKOW CUTYallM, — 3TO 3arpy3UTh CUCTEMY B OHOM U3 JIOIOJIHU-
TEJIbHBIX PEKMMOB (JU1s1 BBIOOpa pexrMa 3arpy3Ku HY’)KHO, HAXO[sCh B UHTeperice 3arpy304HOro
MeHI0, HaxaTb kJjaBuiy F8). B pesysbrate Ha 5KpaHe OTKpOETCs MEHIO BBIOOpa pekrMa 3arpy3Ku.

IlepBblii peskUM, KOTOPBI PEKOMEHYeTCsl BBIOpaTh, — 3TO PEXUM 3arpy3Ku MOCJEAHe! ynau-
HOH KoH(purypauuu. CyIHOCTb €ro COCTOMT B TOM, YTO Ipu 3arpy3ke Windows OyayT 3a1eiicTBO-
BaHbI T€ €€ MapaMeTpsl U HACTPONKH, KOTOpbIE IPUMEHSIUCh TP MOCJIEIHEM YIauHOM 3aITyCKe.

Ecnu 3Ta nmombITKa okasasnach Oe3yCrelHoi, BeiOepuTe Il 3arpy3Ky pekuM OTIIaJKU JIMOO
0e30MacHbIil peKUM. DTU PeKUMBbI MTO3BOJISAIOT 3arpy3uth Windows ¢ onpesie/IeHHBIMU Or pAHUYEHH-
SIMU ee (PYHKIIMOHAIbHOCTH.
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IIpumeuanue

Ecnu Bce noneiTku 3amyctuth Windows OKa3auch HEYJAUHbBIMU — MILUATE
HEWCIIPaBHOCTh B aNMapaTHOW YacTU KOMIbIOTepa JMOO IepeycTaHaBIMBanTe
Windows. 1 B mnepBoM, M BO BTOPOM Cllyya€ HOBMUYKAM pPEKOMEHAYETCS
He JIefICTBOBATh CAMOCTOSITENIBHO, & OOPATUTHCS 32 MOMOILBIO K CIIELIUAIUCTaM.

Ecmu sxe Windows Bce ke yAaaoch 3alyCTUTh B OJJHOM U3 HECTAHAAPTHBIX PEKUMOB, IONPO-
OyiiTe BBINOJIHUTD NEPEUNCIICHHbIE HUKE AENCTBUS.

* [IpockanupyiiTe KOMIBIOTEP XOPOILEH aHTUBUPYCHOW NMPOrpaMMON € aKTyaJbHbIMUA CUTHA-
TYPHBIMH Oa3aMH.

* Beimonuute BoccraHoBienne Windows (Ilyck — Bcee nporpammbl — CtanjapTHbie —
Cay:xeoHble — BoccranoBienne cucreMsl ). I1a (PyHKIMOHAIBHOCTD MPEAHA3HAUCHA [T BO3-
Bparta Windows K OIHOMY M3 MpeAbIAYIIUX cOcTossHUIA. VIHOrIa 910 ycTpaHseT NocieJCcTBUS Jes-
TEJIbHOCTU BUPYCOB U IPOYETO BPEAOHOCHOTO MPOrPAMMHOI0O 00eCTIeYeHHUs.

* BrInosiHuTE pe3epBHOE KOMMPOBAHUE XPaHSLIENCs B KOMIIbIOTEpe MH(OpMAaILIMK Ha BHELTHUI
HOCHTEJIb WJIM Ha CETEBOM AUCK (OCOOEHHO eC/I CKaHUPOBAHME AHTUBUPYCOM HE IMPUHECTIO PE3YIib-
TAaTOB) — Be/lb HEM3BECTHO, Kak nopeeT cebsa Windows npu crieyiomiei 3arpyske.

OOBIYHO TIpU 3apa’keHUM BHpycamMH IpolsieMa yCTpaHsieTcsl MOciie MPOBEPKU KOMIIbIOTEpa
XOPpOLLIENW aHTUBUPYCHOM ITporpaMmont. OTMETHM, YTO HEKOTOPbIE aHTUBUPYChl YMEIOT «OTKAThIBATh»
Windows K «10BUPYCHOMY>» COCTOSIHUIO.

Ecmn Windows KaTeropudecku He JKeJlaeT 3arpyarbCsi HU B OAHOM M3 PEKMMOB U OUYEBHUIHO,
410 Oe3 ee MepeycTaHOBKH (a2 BO3MOXHO — U 0e3 (popMaTupOBaHUs KECTKOTO TUCKA) HE OOOUTHCH,
TO HYXKHO IOCTapaThCsl COXPaHUTh UMEIOIIMECS B KOMITbIoTepe JaHHble. [lonpobyiiTe 3arpy3urhces
B pexnume MSDOS ¢ 3arpy304HOro Aucka v EpeHeCTH JaHHBIE Ha BHEIIHUE HOCUTENH ((pJIeIHAKO-
NIUTEJTb, KOMITAKTANCK, CETEBOM JUCK U JIp.).

20



A. A. Tnagkuit. «Komrbiotep jij1s1 Oyxranrepar»

I'naBa 2
Word nas oyxraarepa

B nmaHHOI1 r1aBe MbI OIPOOHO pacCMOTPUM, KaKMM 00pa3oM MOXKET MCIOJIb30BaThCSl TEKCTO-
BBl pegaktop MS Word B npodeccronaibHON esitennbHOCTH Oyxrantepa. OtMeTnM, 4to (hopMu-
pOBaHME JOKYMEHTOB ¢ noMoupio MS Word BO3MOXKHO TOJIBKO ITyTEM MX IPSMOIO BBOZAA C KJIABU-
arypsl (JIn0O ¢ ucronp3oBaHueM Oydepa oOMeHa); BBINOTHEHNE KAKUX-JIMOO pacyeTHBIX AEHCTBUIM
BO3MOKHOCTH TEKCTOBOI'O peJJaKTopa He MpeaycMaTpuBaloT.
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Bo3Mo:xHOCTH 1 OCHOBHBIE (DYHKI[UU
NporpaMMbl NPUMEHUTEJbHO K OyXraJrepun

[Iupokue (pyHKIIMOHATbHBIE BO3MOKHOCTH Word MO3BOJSIOT BBIIOMHATH CaMble Pa3HO00-
pasHble onepanuu 1o (popMUPOBAHUIO U PEAAKTHPOBAHUIO TEKCTOBBIX OyXTalTEePCKUX JOKYMEHTOB.
OcHOBHBIE 32/1a4H, pelIaeMble ¢ MOMOIIBI0 JAHHOTO PElaKTOpa, MOKHO C(hOPMYIHPOBATh CIELyI0-
M 00pa3oM.

* BBOI M pegakTMpOBaHUE TEKCTOBBIX JOKYMEHTOB C MCIIOJIb30BAaHUEM OOJBIIOrO BHIOOpA
HIpU(TOB U CTUIJIEHN TEKCTA.

* OdopmiieHHE TEKCTOBBIX JOKYMEHTOB: CO3[IaHUE 3ar0JIOBKOB, OIVIABJICHHSI, KOJIOHTHUTYJIOB,
(opmMupoBaHKe MPEeIMETHOTO yKa3aTessi, PACCTAHOBKA MEPEHOCOB, PACIIONOKEHNE TEKCTa Ha CTpa-
HUIIE; HACTpOWKa MpU(TOB M MapameTpoB ad3ala, a TakXke CO3JaHHE TEKCTOBBIX JIOKYMEHTOB
C WCTOJIb30BAaHUEM PA3IMYHBIX MAO0JOHOB (KaK CHCTEMHBIX, TaK U TIOJIb30BATEIbLCKUX ), MPEeAHA3HA-
YEHHBIX CHEHUAIBHO JJIs1 COOTBETCTBYIOIIEro opOpMIICHUS IOKYMEHTA.

* BcraBka B TeKCT TpeOyeMBbIX 3JIEMEHTOB: CIEIMATbHBIX CUMBOJIOB, PUCYHKOB, IIPUMEYaHHI,
TUTIEPCCHUIOK, CHOCOK H T. TI.

* Pabora c Onokamu TekcTa (KONMMpOBaHWE, BCTaBKa, repemelieHre (parMeHTOB TEKCTa
C UCTIOJIL30BaHMEM BO3MOKHOCTel Oydepa oOmMeHa).

* [IpeacraBneHne JaHHBIX B TAOIMIHOM (hOPME C IIOMOIIIBIO CHIEMAILHOUN (DYHKITMOHATTBHOCTH,
TMO3BOJISIIONIEN PUCOBATH TAOJMIIBI B COOTBETCTBHY C 33JaHHBIMHU TapaMeTpaMHu.

* Hacrpoiika napamMeTpoB Ipe/ICTaB/IeHUsI TEKCTOBOTO IOKYMEHTa Ha K paHe.

* [IpoCcMOTp CTATUCTUKHU TOKyMEeHTa (KOJMYECTBO CTPAHMII TEKCTOBOTO JOKYMEHTA, KOJIUve-
CTBO CHIMBOJIOB B IOKyMEHTe, KOJIMUECTBO ad3arieB  Ip.).

* ABTOMaTHYecKas poBepKa (pOpMUPYEMOro JOKyMEHTa Ha HAIMYKE B HEM I'PaMMAaTUYECKHX,
CTUJTMCTMYECKUX U T. T. OITMOOK C BOBMOKHOCTBIO OTIEPATHBHO UX YCTPAHHTh.

* Co3/1aHre pUCYHKOB C UCTIONB30BAHUEM CIIEIMATbHO MpeTHa3HAUeHHON (DYHKIIMOHAIBHOCTH.

* Coxpanenue cchOpMUPOBAHHOTO JJOKYMEHTa B pa3HbIX hopMaTax.

* BrIBO/I Ha TIeUaTh TOTOBOT'O TEKCTOBOT'O JIOKYMEHTA; PY HEOOXOANMOCTH — ITPeABAPUTETLHBIN
MIPOCMOTP AOKYMEHTa TIepe]] ero pacrevyaTKkomn.

[TomMuMoO nepeurcieHHbIX, ¢ MOMOILBI0 TEKCTOBOrO pegakropa Word MOKHO pelars v Leblid
PSIII MHBIX 337124, B 3aBUCMOCTH OT MOTPEOHOCTEN KOHKPETHOTO TOJIb30BaTENs.
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Crtpykrypa unrepdeica 1 0OCHOBHbIe HHCTPYMeHThI Word

[Nons3oBarenbekuil HHTEpQeiic TekcToBoro peaaktopa Word (¢ pparmeHTOM HAOPaHHOTO TEK-
cra) n3o0paxeH Ha puc. 2.1.

[ R A Aoxymentl - Microsoft Word o @
m TABSHEs | EBeTAEKE  PAIMETKA CTRAMMUM  Ceblaki  PRCCuncd PELENIMBOBAHME  Bug a @
J L L W

Ll'ﬁj & Calibri [Qcrnosmon Ter * |11 | e e ig i= - % a4
D | XK U-dex x| ([EFEE|i= aasoesr, AaBGB: |,
| fo]

Boraens ¥ MasteriTe | PEABCTHPOBAHIE

[y - b7 . A, K= | Q' B~ | HL T EeiuHpil | 1 Bes unTe.. 3aronass. |- e
Eydep abmeHa @ | Wpudr | Af3aL | Cranm [ |

[m 1w &

B paboyeii obnacTu ocyllecTenaeTca BBOA, peAaKTMPOBaHKME M NPOCMOTP TEKCTOB

o eld

4 | ] ] 3
Crparua: 1 w3l | Uneno cromd | o3 pycowii | |m@ 2 8 150% (F——0——{¥) ..

Puc. 2.1. Unartepdetic TekctoBoro pegakropa Word

OCHOBHBIMH 3JIEMEHTaMH TI0JIb30BATEILCKOTO MHTeperica SBISIOTCS:

e MeHI0 PalJI — HAXOOUTCH CieBa OT BKiIagky IJ1aBHas;

* rmaHeJb OBICTPOTO JIOCTYIIA — PACTIONOKeHa HaJ MeHo daiiu u Bkiaakoi [yiaBHast;

* ieata Word — HaxoauTCcs Mex1y padodei 00IacThiO U MaHe b0 OBICTPOrO JOCTYIIA;

* KOHTEKCTHOE MEHIO — BBI3BIBAETCS HAXKATHEM TPABOI KHOTKY MBIIIH B JIIOOOM MecTe padodeit
oOJactu;

* pabouast 00J1acTh — IIEHTpaJIbHAsA YacTh HHTepderica, B KOTOPOH BeeTcs: padoTa ¢ ComepiKu-
MBIM JJOKYMEHTa (HaOMpaeTcsi U pelakTUPYeTCs TEKCT, BCTABJISAIOTCS OOBEKTHl B IOKYMEHT, CO3/1a-
J0TCSI TAOJMIIBI U T. [1.);

* CTpOKa COCTOSIHUSI — MH(OPMAITMOHHO(DYHKIIMOHAJIBHBIA JIEMEHT, PACIIONIOKEHHBINA BIOJb
HIJKHETO Kpasi OKHA IPOTPAMMBI.

ITonb30BaTesb MOKET CAMOCTOSITEILHO BBITTOIHSITE HaCTpOﬁKy HEKOTOPBIX IJIEMCHTOB MHTEP-

(etica — 310 AemaeTcs MO0 B peskMMe HACTPOUKH ITPOrPaMMBI, JTHOO C TIOMOIIBIO COOTBETCTBYIOIIUX
3JIEMEHTOB yITpaBiieHust ieHThl Word.
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Hacrpoiika n anantanusa Word ¢ yaeTom
0CcO0EeHHOCTEH KOHKPETHOTO NP eNnpPUsITHSA

[Nepen Tem Kak MPUCTYNHTh K SKCIUTyaTalluy TEKCTOBOro pepaktopa Word, pekoMeHyeTcs
MIPOCMOTPETh ¥ TIPU HEOOXOAMMOCTH OTPEaKTUPOBATh MapaMeTphl ero HacTporku. HecMoTpst Ha TO
YTO MPEAJIOKEHHbIE TI0 YMOITYAHUIO0 HACTPOMKY BIIOJIHE TIPUTOIHBI sl paOOTHI OOJNBITMHCTBA TOJTb-
30Baresiell, He UCKJIIOUEHO, UTO B MpoIiecce padoThl MPUIETCS BHECTH B HUX HEKOTOpPBIE U3MEHEHHUS.
O ToMm, Kak BHIMIONHsETCA HacTporika Word, OyieT paccka3aHo B JAHHOU TJIaBe.

[Mockoneky pexkuM HacTpoiiku Word BkiioyaeT B ceOsi OONbIoe KOJMMYECTBO MapaMeTpoB,
MBI He Oy/ieM MOAPOOHO OCTAHABJIMBATHCS HA KAXIOM, & PACCMOTPHM TOJIBKO T€ U3 HUX, KOTOPHIE
SIBJISIIOTCS HAaKOOJIee 3HAYUMBIMHU TSI OyXTaaTepCKOM padoOTHI.

JL71st mepexo/ia B peXUM HACTPOMKH IPOrpaMMBbI HY’KHO OTKPHITh MeHI0 daiiJl 1 BHIOpaTh B HEM
komanay IlapameTpsl. B pe3yibrate OTKpOETCSI OKHO HACTPOUKHU (pHC. 2.2), B JIEBOM 4aCTH KOTO-
POro MpuBEeH NepeyeHb pa3/ie/ioB HACTPOWKH, a B IPABOM YACTH — MapaMeTphl TEKYIIEro pasjena.
Jl1s1t mepexoza B JII0OOH pasien JOCTaTOYHO HIEJTKHYTh Ha €r0 Ha3BaHUW MBIIIBIO.

Mapamerpe Word [

Dwpe !

Lé OCHOBHBIE NAPaMeTpel Ans paliors ¢ Word.

Jxpad

NMpaEanucaHne MapameTpe NoAbICAITEALONGTS HHTeplaHE

CONpEHEHNE [¥] Moraswears mun-naseas RHCTPYMEHRTOE NP# BaieReHIR
BunouuTh AMHIMHdeckHi npocmoTp (2
Azeik r =
LigeToBan gema: | Cepeipucran Iz‘
OonoAHNTEALHS I = =

CTMAL BOMABIBA KA NOAOES0K | MOKA3RBATE YMYHLIEHHSE BINALEARLAE NOAKAT0N E]
Hacrpodxka nenmw
Merrwan wacrpoizs Microsolt Oifice
Manene GucTpAro AacTyNa

Hmz nonssonaTens |Alu

Haperpoicn
Wrwgmants A

LIEHTp yMpaBAEHIA B ESONACHO CToI0

NapareTpes 3anyoa

[ Orepeisats ancaeHns snexTROHHOR NOWTE 8 NOAHOIKPAHHEM PERHME uTeHmA L)

Comen )

Puc. 2.2. O6mmue napamMeTpsl HACTPOUKH

Bce BbInosHeHHbIE N3MEHEHN S [TApaMETPOB HACTPOMKY BCTYIAIOT B CHITY TOJIBKO IOC/IE Haxka-
TS B okHe HacTpoiiku kHonku OK. Tlpu Haxartum kHonku OTMeHa JaHHOE OKHO OYJeT 3aKphITO
0e3 CoXpaHEeHHsI BBITIOTHEHHbBIX U3MEHEHHIA.

Oo6mue Hacrpoiiku Word

HaunHaTh HACTPOKKY MPOrpaMMBbl CJIEIyeT C apaMeTpOB, KOTOPbIE PACIIONOKEHbI B pasjielie
O6mue (puc. 2.2).

B Word npegycMoTpeHa BO3MOKHOCTh aBTOMAaTHUECKOIO OTOOPaKEeHHs MaHe I MHCTPYMEH-
TOB, BKJIIOYAIOIIEH B ceOsi HEKOTOPbIE OCHOBHBIE KOMAaH[IbI (POpPMATHPOBAHMUS, TOCTIE BbIICICHUS
JOOOro TEKCTOBOTO (pparmMeHTa. DTO CYIIECTBEHHO MOBBIIIAET YIOOCTBO PaOOThI C BBIICIEHHBIM
(bparMeHTOM, MOCKOJIbKY MHOTHE BaXKHbIe MHCTPYMEHTHI OKa3bIBAIOTCS MMOJ pyKoM. [[jist BKIOYe-
HUS TAHHOTO pekrMa HYXHO B paszaene Oo6mme ycranoBuTh (priaxok Iloka3piBaTh MUHHIIAHEb
HHCTPYMEHTOB NPH BblAeJeHun. [1o yMomyaHuio JaHHbIN (IIaKOK YCTAHOBJIEH.
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Ecmu ycranoButh (priaskok BKIIOUHTH JUHAMIYECKHII MPOCMOTP , TO MOJIH30BaTeh CMO-
KET Tiepe]] BHIIIOJHEHUEM TOTO WJIM MHOTO AEHCTBHS MPeIBAPUTEHHO MPOCMOTPETh €ro OyayIuii
pe3yJIbTaT U ONPEIeUTh, MMOJXOAUT MY TaKOW BAPUAHT WA HET. DTy BO3MOKHOCTh YIOOHO HUCTIONb-
30BaThb, HAIIPUMEDP, ITpU pUCOBAHUN Ta6JII/I]_l, (bOpMaTHpOBaHHH TEKCTA, 4 TAKKE B MHBIX ClIy4dasX.

Ecmu dmakok OTKpHIBATH BJIOKEHHSI JEKTPOHHON MOYTHI B MOJHOIKPAHHOM
pe:KuMe YTeHHs] YCTAHOBJIEH, TO BJIOXEHUS JIEKTPOHHOM MOYTHI ITPU OTKPHITUU OYIyT MpeacTaB-
JICHBI B PCIKUME UYTCHUA.

B none IIBeToBasi cxeMa M3 pacKpbIBAIOIIETOCS CIMCKA MOXKHO BBIOPATH IIBETOBYIO CXEMY,
ucronb3yemyo 1151 opopmiierns untepderica Word. BozmokeH BHIOOP OJJHOTO U3 TpeX BapPUAHTOB:
Cunsisi, Cepedpucras u Uepnas. [1o ymonuanuio B JaHHOM T0Jie ycTaHOBJIEHO 3HaueHne Cepeo-
pucras.

B none CTuip BCIUIBIBAIOIMX MOJCKA30K I0Jb30BATEb MOKET CAMOCTOSITENILHO OIpe-
ACJIUTb PEXKUM OTO6pa)KCHI/IH BCIUIBIBAIOIIUX TMOACKA30K, KOTOPLIC TOABJIAIOTCA IMPU MOABCACHUN
YKa3arejid MbIIIUX K TEM WM HUHBIM 3JICMCHTAM HHTCpq)eﬁCEl. Ha‘lI/IHaIOH_[I/IM U MaJIOOIIBITHBIM
TMOJTb30BaTeIIM PEKOMEHIyeTCsl B JAHHOM TIOJie YCTaHOBUTH 3HaueHue Iloka3piBaTh yiaydilneH-
Hble BCILIbIBAIOIIHE MOJCKA3KH (3TO 3HAUCHHE HUCIIONB3YeTCsl B MPOrpamMme M0 YMOTYAHUIO).
Boitee omnpITHBIE MONIB30BATENIN MOI'YT BKJIIOYUTH OTO6pa)K€HI/IC OGI)I‘IHLIX BCIUIBIBAIOIIIMUX ITIOACKA-
30K — JIS 3TOTO HYXKHO BBIOpaTh 3HaueHre He moka3pIiBaTh yiayullieHHbIE€ BCIUILIBAKOIIHE MO/~
cka3ku. Ecim ke nosb30BaTeb HACTOJIBKO OIMBITEH, YTO MOXET 00XOAUTHCS BOOOIIE €3 MOICKA30K,
TO MOXHO OTKJIIOUHTH UX TOSIBJICHUE, BHIOPAB B JaHHOM TioJie 3HaueHre He moka3bIiBaTh BCILIbI-
BaloIINe NOJCKA3KHU.

B nonsax Umsa moab3oBatesisi 1 NHUIUAIBI MOXKHO yKa3aTh JIMYHbIC TaHHBIE OyXrajarepa,
paboTaloIIero ¢ MporpaMmmon.

HacTtpoiika oToOpakeHHsI U IeYaTH OyXraJrepcKkux JOKyMeHTOB

[MTapameTpsl OTOOpaXeHHsI JTaHHBIX HA KpaHe W TevaTd AOKYMEHTOB HaxXOASTCS B pasjielie
DKpaH, coiepKUMOe KOTOPOro MOKa3aHo Ha puc. 2.3.

Eciu B naHHOM paszene ycraHoBiieH ¢uaxok Iloka3bpiBaTh 1oJisi MeXKay CTPaHNLAMU
B Pe2KHMe pa3MeTKH, TO B peKUMe Pa3MEeTKH IOKyMEeHTa (JJaHHBII PeXKUM BKJIIOYAETCS Ha BKJIAAKE
Buj ¢ nomouipio KHonky Pa3meTka cTpaHHMIbl) MeXy CTpaHULAMU OyAdyT MOKa3aHbl pa3zeiu-
TesbHbIe NoJIsA. IIpu CHATOM JaHHOM (hrlakKe CTPaHMLBI CIIEYIOT OfIHA 3a ApYroi Oe3 mosei, u pas-
AENSI0TCS TOJBKO FOPU30HTAJIBHOM 110710c0i. 1o ymomyaHuio JaHHbIi (p1akoK YCTaHOBJIEH.
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Mapamerps Word [ [

Diyme

\Q& HacTpoika oToBpaneHtn 1 Nesat COALDRNMOnD S0 MEHTOR.
3EpaH |

MpaBaNNCaHIE MapameTpe OTOGRE=EHHA CTRAHAL

CONpAHEHWE MoEas0BaT NENR MERAY CTPAHNUAMA B pescume pasueTis
5 oEaI0 BT METEW Brgenemq 5

361K =
[#] Noxazmpams BounsEa0LME NOAKAICH NPH HABEACHHN YXAIATLAR MM |

AenoasrTéisHa
Boerga nosassnats YT IHAXW GOPMATAPCIAN MR Ha Hpane
Hacrpofika nenTe
[0 3xexw radyaaiamn =+
MaHens GETROND 42CTYNA D [poteas

[ 3necw afzsyss
[ cxprireis Texer

e

Hagerpoicn

LigHTp yRpasaeHit §ESONAcHE To ] bnrxse nepesiocs

& 1

[ Npuasscs afnexron

MoxaswsaTs Bos 3HIKM HOPMATHPOBAHUA
B B gopuarup
NaparseTped newaT

[F] Nesare prcrunan, cosgankx B Word @
L_] Mewats hoKoBX LBLTOS M DHOMEDB
] Neuare caofors qopmisnta

[ neusre geprvore Texcra

[[] otnosnsts nois nepes nevuatom

[ OBnosnsts camsanmne saHHNE NEpes NEuaTen

Puc. 2.3. [TapameTpsl 0TOOpaXXeHUs 1 TIeYaTH JaHHbBIX

B oGnactu Hactpoek Bceerma mokasmpiBaTh 3TH 3HaKH (hopMATHPOBAHHS HA DKpPaHe
C TIOMOIIIBIO COOTBETCTBYIONIMX (PJIAKKOB MOXHO BKJIIOUUTH OTOOpak€HHE TeX 3HAKOB, KOTOPHIC
OOBIYHO HE OTOOpaXaloTcs B TEKCTe HOKYMEHTAa. TakMMU 3HaKaMy SIBIISIOTCS: 3HAKW TaOYJISAIIUH,
poOeITbl, 3HAKK a03alleB, CKPBITHIN TEKCT, 3HAKM MSITKUX MEPEHOCOB W 3HAKU MPUBS3KH OOBEKTOB.
UroObl OBICTPO BKJIIOUUTH OTOOpakeHHE BCEX IMEPEYMCIIeHHBIX 3HAKOB (hOPMAaTHPOBAHUS, HYKHO
yctaHoBUTh (priaxkok Iloka3pIBaTh Bee 3HAKH (hOpPMATHPOBAHUS .

B o6nactu Hactpoek IlapameTpbl meyaTH NPOU3BOIUTCS HACTPOMKA MAapaMeTpPOB IeyaTh
OyXraJTepcKuX, (PUHAHCOBBIX W TMPOYUX NOKYMEHTOB KOMIaHWW. [Ipu ycTaHOBJIEHHOM (praxke
IleuaTh pUCYHKOB, co3/1aHHBIX B Word, Ha rieJaTh BMecTe C TEKCTOM JJOKYMEHTA OyIyT BbIBE/ICHBI
Y BXOJSIIIME B €r0 COCTaB PUCYHKH, co3faHHble cpeacTBamMu Word. [Ipu cHATOM gaHHOM (hriakke
PUCYHKY BBIBOIMTHCS HA TIeYaTh He OYIyT, UTO MO3BOJISIET SKOHOMHUTh PACXOJHbIE MaTEPUAITBI ITPUH-
Tepa.

YToObI BEIBECTH Ha 1e4aTh (DOHOBBIE 1IBETA M PUCYHKH, CJIeAyeT yCTaHOBUTH (priaxok Ileuarn
(poHOBBIX IIBETOB M PHCYHKOB. B MpOTHBHOM cilyuyae NpH revaty OHU OyIyT MPOMTHOPHUPOBAHbI.

[Tpy HEOOXOIMUMOCTH MOKHO Hapsily C CONEPKMMBIM JIOKYMEHTa BBIBECTH Ha TleyaTh W €ro
OCHOBHBIE CBOICTBA, KOTOpbIE OTOOPAKAIOTCS B OTIEIBHOM OKHE, BBIBOJISIIIIEMCST HA 9KPaH C IOMO-
IO COOTBETCTBYIOIIEH KOMaHbl MeHI0 daiii. s 3Toro HykHO ycraHoBuTh (iaxok Ileuarpb
CBOIICTB JIOKYMEHTA.

Mo ymomyanmio Word He BBIBOAUT Ha TMeYaTh CKPBITHIN TEKCT, YTO BIOJIHE OOBSCHUMO — Ha TO
OH U CKPBITHII, YTOOBI €r0 He MOT' YBUJIETh JIIOOOW IMOCTOPOHHUIA, WM — YTOOBI HE MelaTh padoTe
¢ OOBIYHBIM TeKCTOM. OJTHAKO MPU HEOOXOMMMOCTH MOKHO pacriedararh JOKyMEHT BMECTe CO CKpPbI-
TBHIM TEKCTOM — [Tl 9TOTO HYXKHO yCTaHOBUTH (priaxkok IleyaTh CKPBHITOro TEKCTA.

Ecnu B mporiecce paboTH ¢ JOKYMEHTOM TOJIb30BaTeN b HE TOJIbKO HAOMpAeT U pelaKTUPYeT
TEKCT, HO Y BHITIOJIHSIET JIPyTHe JISUCTBUS — HAIIPUMEP, BCTaBJISIET OOBEKTH B TOKYMEHT, (pOpMUpyeT
OIJIaBJICHUE U TIPEIMETHBIN yKa3aTesib, PUCYeT TAOJMIIBI, JIeJIaeT TUIIEPCCHUTKH U T. I1., TO IepHoAnYe-
CKH HYKHO BBITIOJTHSITh OOHOBJIEHHE TOJIEH JIOKYMeHTa. TO HEOOXOAMMO JIJIsl TOTO, YTOOBI BCE M3Me-
HEHUs IOKyMEeHTa HallUT! CBOE OTpakeHUe TaM, rie TpeOyercs. VI3MeHeHus Ha3BaHW IJIaB U pas-
JIeJIOB JIOJDKHBI OTPa3UThCS B OTJIABJICHUH, M3MEHEHHE HyMepallul CTPAHUII, TIEPEHOCHl TEKCTOBBIX
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(parMeHTOB — B MpeIMETHOM yKa3artelsie U OIJIaBJICHUH, N3MEHEHHE KOJTMUeCTBa OOBEKTOB, NMEI0-
WX IIOAIIMCH, — B HYMEpALUH 3TUX HOHHHCCﬁ (TO €CTh OHU OOJI’KHBI 6I>ITb HepCHyMepOBaHH) nuT. IO.

OOBIYHO OOHOBJIEHHE BCEX TIOJICH BHITTOTHACTCS CJSTYIONIMM 00pa3oM: HYKHO BBIJIEIUTH BECh
TEKCT JOKYMEHTa (JIs 3TOro yIoOHO BOCIONb30BaThcsl komOuHaimen Ctrl+A) u HaxaTh KJIaBUIITY
F9, nocnie yero B OTKpHIBIIEMCS] OKHE BBIOpATh peKUM OOHOBJIEHUS! (0OHOBHTDH TOJbKO HOMepa
CTPaHUIl WK OOHOBUTH IeJHKOM). OTHAKO MOXHO CIeJaTh TaK, YTO OOHOBJICHUE TOJIeH JTOKY-
MEHTa 6y,[l€T BBITIOJIHATBCA aBTOMATUYCCKU TIEPEN Ka)I(IIOfI OTHpaBKOfI €ro Ha rne4darb, YTO OYEHb
yno6OHO. JIJ1s1 3TOro JI0CTaToyHo B paszziesne JKpaH ycTaHOBUTH (piakok QOOHOBJIATH MOJS mepes
nevyaThbio.

AHAJIOTMYHBIM 00Pa30M MOXHO BKJIIOUMTH aBTOMATUYECKOe OOHOBJICHUE CBSI3aHHBIX JAHHBIX
riepes1 BHIBOIOM JIOKYMEHTa Ha Tiedarh — /I 3TOro Hy’KHO YCTaHOBUTH (p1akoKk QOHOBJSITH CBSI-
3aHHbIE ITAHHbIE Mepe/] MeYaThIo.

Hacrpoiika napaMeTpoB NpaBoNnCcaHus

Byxranrepckue TOKyMEHTHI JOJKHBI ObITh O€3YIPEYHBI C TOUKH 3PEHHSI TPAMOTHOCTH — B ITPO-
TUBHOM CJIy4yae UX MOTYT IPU3HATh IOPUIUUECKH HECOCTOSATEIbHBIMU. DTO, B CBOIO OUepe/lb, UpeBaTO
IIPUMEHEHNEM K KOMITAHUU CEPhEe3HbIX CAHKLIMI CO CTOPOHBI KOHTPOJIMPYIOIMX OPraHOB, pacTOpXke-
HHUEM CJEJIOK C TApTHepaMu, MPOYMMH HETPUATHOCTSMHU.

B nporpamme Word peasm3oBaHbl HIMPOKUE (PYHKIIMOHAIBHBIE BO3MOXKHOCTU ISl TOHKOM
HACTPOMKM MapamMeTpoB IMpaBorucaHus. s nepexona B JaHHBIN pekUM HYKHO B HACTPOMKax Mpo-
rpaMMBbl OTKpBITh pasien IlpaBonucanue, conepxMMoe KOTOPOro MoKa3aHo Ha puc. 2.4.

MNapaserpe Word

Dfiyue

T
JE-} HacTpofka nenpaeneHia i GOPMATHDOBAKHA TEKITA.
Iwpan

MpasonncaHwe | MapaseTpot A8TOXAMEH b

CoxpaHeHne Hactposxa vonpasteHna M $OPMATHROBAHWA TEKCTA Npu se0qe: | MapaueTp ABTOSAMELL.,

e

Npn wcnpanacnnn opdronpadnn B nporpasesac Miorosoft Office

AonoasuTtessHo
MpoMyCKaTE CHOES 3 NP OMHEHEN BYKE
Hacrpoiika newrs [#]) Nponyocats cross ¢ undpain

Nanens BHCTEOM0 A0 CTYNa [# Npomyoxats 3a36ca MnmepreTa M niuena danscs
[#]) Domevats nosropaoumecs caoss
HaacTpoiikn HeueuKni: NPIMEHATE HOBNE NPABMAS

LieHTp yNpasneHitn BE30nacHACTLD [ Npeanaras Toasko ws oomobnore cosaps

[ Benomoratenshne COOBIpH... ]

[F] Prcexmit nenomaosars &

Nps MCNPARAEHHAW TRABONRIANAR B Word

[ Asvematnuecn nposepars opdorpadus
HEnoAbEoEATE SOHTERCTHY® NPOBERKY OpOrpadnn
ASTOMATHUECEN NPOFEPATS FPAMMATIHEY

TaExKe NpoEepite OPPOrpadHn

[ Crammervcs yagBountaemacmn

Hafop npasam: |,¢1nﬂ,a,rllonuli NEPENHEKH EI | Hacrpos=a.., t

E MoBTOpEaE NPOBEERD

Hoknsosenna Ann daAn |@} Doxymentl |E|

[0 Cprrs opthorsadnueczme ownbe ToJbre B 3T QORyLEHTE
[ Coprrs ppammitisecsne oubin TonsKD 8 IToM A0RyMEeHTE

Puc. 2.4. Hactpoiika napameTpoB IIpaBONUCaHUS

B nepBy1o ouepe/ib Mbl paCCMOTPUM MEXaHU3M, UCTIONB30BAHUE KOTOPOTO MO3BOJISIET U30EKaTh
CJIy‘IafIHbIX OIHI/I6OK, BO3HUKAIOMUX IIPpHU BBOOEC TEX JII/I6O WHBIX JaHHbIX. ITOT MEXAHU3M Ha3bIBAETCS
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aBTO3aMEHA; €r0 CMBICII 3aKJII0YAETCs B TOM, YTO OIIMOOYHO BBEJEHHBIE JaHHBIE OyIyT aBTOMaTHYe-
CKM MCIpaBJIeHbl Cpa3y MOcje HaXaTHsl KJIaBuIll «pooden» wim Enter.

Jl1s1 mepexoda B pekMM HaCTPOWKU aBTO3aMeHbI crieftyeT B paszieie IIpaBonucanue Haxarb
kHonKy IlapameTpsl aBToO3aMeHbl. B pe3ysbTrare OTKpOeTcs: OKHO, M300paxkeHHOe Ha puc. 2.5.

B nanHOM OKHe Ha BKJIaJike ABTO3aMeHa OCYILECTBIISETCSA HACTPOMKA OCHOBHBIX [TapaMETPOB
aBTO3AMEHBI.

B BepxHeil yactu Bki1aaku pactiosoxeH ¢praxok IlokazaTh KHONKH BO3MOKHOCTEN aBTO-
3ameHbl. Eciiu OH ycTaHOBJIEH, TO BO3J/I€ BBEJECHHBIX JAHHBIX, KOTOPbIE MOIBEPIVINCH aBTO3AMEHE,
MIpY TIO/IBE/ICHUM yKa3aTesisi MBIIIM OyeT 0TOOpakaThCsl MaJIeHbKUI MPSIMOYTOJIBHUK, a TIPU HaBe-
AC€HUH Ha HECTO YKA3aTEJiAd MbIIIW OH IIPUMCET BU KHOIIKH. HpI/I Ha’XaTUH Ha JaHHYIO KHOIIKY OTKPbI-

BAETCs MEHIO, C TOMOIIBIO KOMaH/l KOTOPOTrO MOKHO JIMOO OTMEHUTBH TOCJIE/IHIO aBTO3aMEHY, TMO0
BOOOIIIE OTKJTIOUUTh €€ IPUMEHEHHE B TIOIOOHBIX CITyJasiX.

P

-

ABTO3aMEHA: PYCCKWMIA ES

AETO3EMEHE | AETOZaMEHE METEMATMUEOUAMA CHMECNZMK I AETOhOPMAT NP1 EEQAE I AsrodopMar I fercTena |

MoKASETE KHOMKM BOSMIKHOCTEM BETO3aMEHE!

Wanpaenate ABe NPonucHble bykebl B Ha4ane cnoBa NOUTHOYHEHMRA. | .

Aenate nepsble ByKELI OPeLNCEKEHMA NPOMMCHEIMGA
Aenate nepecie bykBp A4eer Tabnuu NponucHEIMKM
MWCETE HA3BAHWA OHEN C NporMcHol ByKERI

YCTpaHATE NOCAEACTERA CNYYSAHOrD HEpka A CAPS LOCK
WopaenaTe paownanky KnasuaTypel

3aMeHATE NpW BBoOE
SEMEHHTE: Ha: (@ ofedHeil TekcT () QopMAETMPOBEHHEIR TerCT
(c) | ® -
© € E
(8] ®
{t-nj ™
o =]
:—{ '3 -

[ AobezenTe ] ’ YaoanuTb ]
ABTOMETHUYEOMM MOPEENATE opdorpabruece oMb

i 0K i ’ OTmeHa ]

Puc. 2.5. ITapameTpbl aBTOMaTUYECKOM 3aMEHBI

Ecim ycranoBnen ¢naxok HMcenmpaBiasTh ABe NpONHCHbIE OYKBHI B Hayaje CJOBa,
TO MPU BBOJIE CJIOB C IByMsI IIPONMCHBIMU OyKBaMU BTopasi OyKBa CJIOBa aBTOMaTHUUYeCKU OyJieT mpe-
00pa3oBaHa B CTPOYHYIO.

Ecmu ycranoBineH paxok [lesaTh nepBble OYKBbI NPeJI0KeHHil IPONMCHBIME , TO I1OCTe
KaXJOi TOUKM Cledylollee CJIOBO OyleT HauMHaThesl ¢ IporucHoi OykBbl. Pnaxok [lenaTs mep-
Bble OYKBBI siYeeK NMPONMUCHBIMH KCIOIb3YeTcs MpU padboTe ¢ TabIMIaMU — €CJIM OH YCTaHOBJIEH,
TO MepBble OYKBBI B sTUefKax TabnuI] OyayT aBTOMaTHYECKH MPeoOpa30oBbIBATHCS B MPOITUCHBIE.
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Buumanmne

[Mocnenusis BO3MOXHOCTb aKTyaJlbHa Hpu paboTe ¢  TaOJIUYHBIMU
OyXraJaTepCKMMHU JIOKYMEHTaMH — BEIOMOCTSIMH, PEEeCTpaMH U T. I.

[Mpu ycranoBnenHoM ¢piiakke Ilmcars Ha3BaHUs JHEH ¢ MPONMICHOI OYKBBI repBasi OyKkBa
B Ha3BaHWM JHEW Heslenn OyJeT aBTOMaTHUeCKU IPeoOpa3oBbIBATHCS B MPOIUCHYIO.

Verpanats nocaeactrBusi ciaydaiHoro Haxkatusi Caps Lock — ycranoBka gaHHOro
(bnaxka MCHONb3yeTCs 17151 aBTOMATUIECKOTO U3MEHEHH I OIIMOOK, CBSI3aHHBIX CO CITyYaiHBIM BKJTIO-
yenueM pexknma CAPS LOCK. Hanpuwmep, eciu Beesieno cioso POCCHUA, o oHO aBTOMaTHYe-
ckM OyzeT nmpeodpa3zoBaHo B cioBo Poccus.

Bo3MoOXHOCTH TIpOrpamMbl MpeaycMaTpyBaoT (POPMUPOBAHUE TOTB30BATENILCKOTO CIHCKA
BO3MOJKHBIX OIIMOOK M BapHUaHTa YCTpaHEeHU s Kax/10¥ omuoOKku. Harpumep, ecim B mporiecce paboThl
T0JIb30BATEN b YaCTO HAOMPAET CI0BO AKKYMYJISITOP U YacTo OIIMOAETCs, BBOJS €ro Kak aKyMy.Jisi-
TOP, TO MOXKHO B CIIUCOK aBTO3aMEHBI BKJIIOUMTh OIIMOOYHOE HAIIMCAHUE TOT'O CJIOBA U BAPUAHT €r0
ucnpasieHusi. [1onoOHbIe HACTPOIKY BBINONHSIIOTCS B HUKHEH 4acTH BKJIQIKH, U B TIEPBYIO OYepe/ib
J151 9TOTO HY’KHO YCTAaHOBUTH (p1a’kok 3aMeHATh NPHU BBOJe (IIPU CHATOM JIaHHOM (pi1axkKke Mexa-
HHM3M aBTOMAaTHYECKOI 3aMeHbI B COOTBETCTBUH C MOJIb30BATEIbCKIM CITUCKOM OYIET OTKJIIOYEH).

IIpumeyanue

ITo YMOJI9aHUIO TTOJIL30BATEILCKUN CITHCOK YK€ BKJIIOYACT B ce0s1 HeEMAJIoe
KOJIMYECTBO BO3MOXHBIX OIIMOOK U BApUAHTOB WX MUCIPaBJICHHUA, HO IIpH
HCO6XO,I[I/IMOCTI/I B 3TOT CIIMCOK MOXXHO )1068.BJ'IHTL HOBBIC JAHHBIC U YAAJIATb U3 HETO
BBCICHHbBIC paHEE.

UYroObl 1OOABHUTH B CIIMCOK HOBYIO TO3UIIMIO, HY’KHO B IT0JIe 3aMEHHTD C KJIABUATyphl BBECTU
CJIOBO JINOO MHOE 3HAaUeHHe (UMCIIO, IaTy U JIp.) B TOM BUJIe, KOTOPHIX SIBJISIETCS] OIMMOOYHBIM U KOTO-
phIii TOJDKeH ObITh AaBTOMATUYECKHM MCITPaBJIeH TOCIie BBOJIA, 4 B MOJIe HA — BAPUAHT UCIIPABJICHUS
3TOro 3HavyeHust. Hanpumep, B nosie 3aMeHATh MOXHO BBECTH CJIOBO aKyMYJISITOP, 4 B M0JIe HA —
MPaBIIIBHOE HAIMCAHKE TOTO CJIOBA: aKKYMYJISTOp. [l1s1 1oGaBeHus B CIIMCOK BBEIEHHOW TO3U-
[IUM HY’KHO HaXaTh KHOTKY /lo6aBuTH

29



A. A. Tnagkuit. «Komrbiotep jij1s1 Oyxranrepar»

KoHen 03HakoMuUTEJIbHOT0 (pparmMeHra.

Texkcr npenocrasieH OO0 «JIutPec».

[IpounTaiiTe 3Ty KHUTY LIEJIMKOM, KYIMB IIOJHYIO JIEraJbHYIO Bepcuio Ha JlutPec.

BesomnacHo onnatuTh KHUTY MOKHO OaHKOBCKOM Kaprtoit Visa, MasterCard, Maestro, co cuera
MOOWIIBHOTO TenepoHa, C TUIaTeKHOro tepMuHana, B catone MTC wm Cesi3Hoii, yepes PayPal,
WebMoney, fAunekc.densru, QIWI Komesnek, 60HyCHbIME KapTaMu WX APYTUM YIOOHBIM Bam crio-
COOOM.
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