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HAMSITKA OB UCITIOJIb30BAHUU CTUJIEM TP O®OPMJIEHUM TE3UCOB

IlerpoB It
! Wuctutyt temnogpusuku um. C.C. Kyratenanze CO PAH,
630090, Poccus, HoBocubupck, np. JlaBpenthesa, 1

VYBaxkaemble koyuteru, oprkomurer CTC-39 mpuroro-
BWJI IS Bac 1a0JIOH JIOKyMEHTa JUIs HOATOTOBKU TE3H-
COB B KOPOTKHE CPOKHM M C MUHHMMAaJbHBIMU 3aTpaTaMy
Ha peJaKTHpoBaHUe. PelakTHpoBaHue Ballero mMarepHa-
J1a CBOJUTCS K TPUMEHEHHIO TOTOBBIX HACTPOEK (CTHIICH)
JUIsl ab3ameB pa3IMYHOTO Ha3Ha4deHus (Ha3BaHHUE, TEKCT,
PUCYHKH W T.A.). JlaHHas maMsATKa CIIy>KUT CIIPABOYHH-
KOM CTWJIEd M HMHCTPYKLHMEH MO0 MX HCHOJIb30BaHUIO.
OrpaHWYeHHBII U OJMHAKOBBIN JUIS BCEX TE3UCOB, TPEJ-
CTaBJICHHBIX Ha KOH(epeHIHio, Habop CTUIIECH MO3BOJISET
MHUHAMH3HMPOBATh PEAAKTOPCKYIO MpPaBKy COOpHHKa W
COKpaTuUTh BPEM:A €TI0 BBIIIYCKAa IPHU BBICOKOM Ka4dY€CTBE
CaMoTo U3/IaHHs.

Jns oroOpaxenus nmanenu «Ctunu U popmMaTupoBa-
uue» B Word 2003 mocraTodHo MEIKHYTh Ha ITHKTO-
rpaMMe 4 WIN BBIOPATh COOTBETCTBYIOIIUH ITYHKT Me-
Hio Ha Bkiagke «Popmar». Ha manemm (kak mpaswuiio,
cnpasa) Bel yBuaure crnepyroniyie Ha3BaHUs CTHIICH, He-
O6XOI[I/IMI)IG JJIA IIOATOTOBKHU TE3HCOB.

B Word 2007 u Goiice MO3JHHX BEPCHAX IIaHEb
Has3bIBaeTCsl «CTHIINY U BBI3BIBACTCSI HAXKAaTHEM KHOIIKU
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Puc. 1. Knonka éxniouenus/sulkiiouenus 6uOUMocmu Ranenu
cmuneun ¢ MS Office Word.

O6biuneiti — 6a30BbIi cTuwib ad3ana. [pudt Times
New Roman, 10 nt, onuHapHBIH MEXCTPOYHBIA HHTEP-
BaJ, BEIpAaBHUBAHKE IO JIEBOMY Kparo. MoxeT OBITh HC-
MTOJTF30BAH LIS MPEIUIOKEHUH MEHee ITUPHHBI CTPAHUIIBI
He TpeOyrouX a03aHOro OTCTYIIA.

VIIK cmc — cruib ad3ana ansa YAK: gonomHuTensb-
HO K cTiito ObOblunbili YCTAaHOBIEHO Haudajo ab3ama ¢
HOBOM CTpaHUIIbI. C 9TOro CTUJIA HAYMHAKTCA BalllW TE-
3UCHI U [JI1 HUX HY>KHa HOBasA CTpaHUIIA.

3aconoeox 2 — cruap a63ana A Ha3BaHUS JOKJIA-
Ja. BCTPOCHHBI CTHJIb, OCHOBaH Ha ctmie OOBIYHBIN,
wpudpt Times New Roman, 10 nr, momyXupHbId, Bce
MIPONKCHBIC, OJWHAPHBIA MEKCTPOYHBIA HHTEPBAN, BEI-
paBHHBaHUE O LIEHTPY, OTCTYI mociie ab3ama 6 nr. He
JIOITyCKAETCs MIPUMEHEHHE 3TOTO CTHISA K O(QOPMIICHHIO
Ipyrux ab3ames, kpoMe Ha3BaHHUA. CTHIIB HCIIONIB3YeTCS
JUtst GOPMUPOBAHUS COAepKaHUsI cOOpHUKa. OUeHb Bax-
HO IpH HalTMCaHUW NJIMHHOTO Ha3BaHUA (Ha ABEC UIIN 60-
Jiee CTPOKH) HCIONB30BaTh HE pa3AenuTeNlb ab3areB
(knaBuma Enter), a pasmemurens ctpoku (Shift+Enter).
DTO MO3BOJIMT 3aHECTH B COJICPIKAHUE MOJHOE HA3BAHHUE
BaIIleTO JIOKJIaja. 3aMedaHie O Pa3leICHHH CTPOK OTHO-
CUTCS KO BCEM CTHIIIM a03aIleB U B OCOOCHHOCTH K CTH-
JISIM ¢ OTCTYNaMH Tepea u mocie ad3ana (3aconosox 2,
Opeanuzayuu_cmce, Pucynku_cmc).

Aemopebl_cmc — CTWIb ad3ama JUIsi CHHCKA aBTO-
POB: JIOTIONHUTEIBHO K CTHII (OObluHblll YCTAHOBJICHO

BBIPABHUBAHUE I10 IEHTPY CTPaHHLBI WU MOJIYKUPHBIN
mpudt. He nomyckaercs NMpUMEHEHHE 3TOTO CTHISL K
opOpMIICHHIO APYTHX a03aleB, KpOME CIIMCKA aBTOPOB.
Crunp ucmonb3yeTcs s (pOPMHPOBAHUS CONEPIKAHHS
coopruka. [Ipn opopmileHHH CCBUIKH Ha OPraHH3aIHI0
HCTIONIBb3YiiTe BepXHUit HHIeKC (MMKTOrpaMma X.).

Opeanusayuu_cmc — CTHJIb ad3ana J1Jsi Ha3BaHMIl
OpraHu3anMii. JONOJHUTEIbHO K CTHIO OObluHbll
YCTaHOBJICHO BHIPABHUBAHHUE TIO [IEHTPY CTPAaHHIBI U OT-
CTYIIBI TIepes 6 IT. U nociie ad3ana mo 12 nr.

Texcm_cmc — cTHIB ad3ana JJisi OCHOBHOIO TeK-
CTa: JIOMOJHUTEIBHO K CTWIO OOblunblil YCTAHOBICHO
BBIPABHUBAHHUE 110 IMIMPUHE CTPAHUIBI W ab3aIlHbIA OT-
ctyrm 5 MM. JloikeH OBITH WCHONB30BaH IJIST OONBIICH
YacTH TEKCTa.

Texcm_no_yenmpy cmc — CTWIb ad3amna AJsi LeH-
TPHUPOBAHHOI0 TEKCTA. JONOJHHUTEIBHO K CTHIIIO
O6biunblil yCTAaHOBIICHO BBIPABHUBAHUE TI0 LIEHTPY CTpa-
Hunel. TpeOyercss mpu OGOPMIICHHHM MOA3aroJIOBKOB,
Ha3BaHUMU U T.JI.

Texcm_6e3_omcmyna_cmc — CTWIb ad3ama s
Tekcra 0€3 OTCTyHA: JOMOJHUTEIBHO K CTHIIO ObOblu-
Hblll YCTAHOBJICHO BBIPABHUBAHUE 110 IIUPHUHE CTPAHMIIBL.
Yacto Tpebyercst At opOpMIICHHS CITUCKOB, TEKCTa I10-
cie GopMyn U T.1.

Pucynxu_cmc — Cruip af3ama Ui PUCYHKOB M
MOJPUCYHOYHOH MOAMMCH. IONOJHUTEIHFHO K CTHIIIO
O6biunblil yCTAaHOBIICHO BBIPABHUBAHUE TI0 LIEHTPY CTpa-
uuiel, mpudrt Times New Roman, 9 nr, kypcus, unrep-
BaJ 110 u mocie ab3ara — 6 ur. [Ipumep odopmiieHust pu-
CYHKa U TTOIPHCYHOYHOI! ITOAMUCH MIPECTABIICH HIDKE.

J11g pUCYHKOB NperLyCMOTPEH OJMH CTHJIb pa3Melna-
IOLIMHA PUCYHOK ¥ TOAPHUCYHOUHYIO HOANHUCH IO IICHTPY
ctoibma tekcra. Ecnu y Bac Heckoiabko PHCYHKOB, TO
o0BeIMHUTE UX B OWH (CBEpXy BHU3) ¢ HyMmepauueil (a)
u (0).

Jus oopmiternst ¢hopMys HacTOATETHHO PEKOMEH-
JlyeM HCIOoIb30BaTh peraakropsl Microsoft Equation wim
MathType — coBmectumbie ¢ Word 97-2010. Ucnonb3ys
MathType, npu HabGope oaHOH M3 HOPMYJT AOCTATOYHO
3arpy3uTh TpwiaraeMbelii  ¢aitn ¢ HacTpoiKamu:
Formula_sts.eqp uepe3 mento (cMm. puc. 3). Ilpu 3tom
00s3aTeIbHO  OTMEThTE TaNOUKON MyHKT «lIprMeHsTH
JUIsT HOBBIX» (cM. puc. 4). [locie mepeyucieHHbIX aei-
CTBUH Bce Bamu (Gopmyiisl Oymy BBOAWUTECS B COOTBET-
CTBHH C TPeOOBaHHUAMHU.

Jist caMOCTOsTeNTbHON HACTpOHKH penakropa (op-
My ucnone3yire mpudTel Times New Roman aist Bcex
NIepeMEHHBIX, KpoMe 0003HaYEHHBIX IPEYEeCKUMHU OyKBa-
MH, I KOTOpbIX ucmoipdyidte Symbol. MT Extra mis
cnetcuMBoiioB. Pasmep nepemenHoit 10 nr (oObIYHBIN
CUMBOJ), WHACKC 58% OT OOBIYHOrO, MajbIii WHACKC
42%, 3armaBHbIi cuMBoT 150%, Malblii 3ariaBHBINA CUM-

BoJ 100%.
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Puc. 2. 3asucumocms napamempa A om napamempa B (a)
u obpamuas 3agucumocms (6) npu 3navenuu napamempa C:
1- 60 ke; 2 — 20 ke, 6 cpagneruu ¢ pacuémom no gopmyne (1)
npu 3Havenusx napamempog gopmynvt: 1 — Ag=2,9; A;=7,15;
B;=10 u 2 - Ay=1,5; A;=3,00; B;=10.
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Puc. 3. 3azpyska wabnrona popmamuposanus popmyn
6 pedaxmope MathType.
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Puc. 4. Bvibop ¢haiina wabnona popmamupoganus
gopmyn 6 peoaxmope MathType.

CHHCOK _JIUTEpaTypsl CTC — HYMEpPOBAHHBIH CTHIbL
af3ama s CIMCKA JHMTEepPaTypbl. JONOJHHTEIBHO K
cTimo OOBIYHBIH YCTAaHOBJIGHO BBIPABHMBAHME IO M-

pune crpanunsl, mpudt Times New Roman, 8 mr. Hy-
Mepauus ¢ TadyJsAIuel 1 OTCTYIIOM 5 MM.
I'panmer_cmc — cTuab aG3ama I CCbUIOK Ha
TPAHTBI. JIONOJHUTENIBHO K CTHII0 OOBIUHBIN yCTaHOB-
JICHO BBIPABHUBAHUE CIIPaBa U HAIlMCaHHE KYPCUBOM.
Kpome crumeit ab3ama mnpeaycMOTPEHO JIOTIOJIHH-
TEJILHO YeThIpe CTWIA JIsl 3HAKOB, HEOOXOIUMBIX ISt
BBIJICICHUS] YaCTH TEKCTa KUPHBIM 1mpudTom (Bwuioee-
nue _-cmc), kypcusom (Bwidenenue xypcusom_cmc), "
" (Bepxnuii uHOEKC)H i (HUMICHUL UHOEKC) MHICK-
CHI.
Ecim y Bac y)xe MOATOTOBIICHBI TE3UCHI O€3 MCIIOJNb-
30BaHUS IIEPEUUCICHHBIX CTHJIEH, MOXHO BOCIIOJIB30-
BaThCsl CIIEAYIOLIEH MOCIIEI0BAaTENILHOCTBIO JeHCTBUI
Jutst IepeOpMaTHPOBAHUS:
® KONMUpYEeTe Balll TEKCT W BCTaBISIETE B JAaHHBIA (haiin
ToCJIe MaMSITKH,

® BBIJIEISIETE TOJBKO Ball TEKCT, OTKPHIBACTE MaHENb
cTinell n (HOPMATHUPOBAHUS M HAKMMAECTE KHOIKY
«Ounctuth popmat (TIepBast CBEpXy);

® TI0CIIE/IOBATENHHO yCTaHABIMBAECTE Kypcop Ha ab3arfpl
BaIllMX TE3UCOB W HAXKUMaeTe Ha KHONKY COOTBET-
CTBYIOLIETO CTHJIS M3 MAHENHN CTHIeH u popmaTupoBa-
HUS;, UL YMEHBIICHHS KOJ-Ba OTOOpa’kacMBbIX CTHIIECH
Ha 3TOH e MaHeId MOXHO BBIOpaTh TOJILKO «lcroib-
3yembie» B rpade «[lokas3ars:» (BHU3Y NaHeNN);

® KOppEKTHpYeTe IPU HEOOXOAMMOCTH TEKCT, PUCYHKH U
(hopMyJIBI KaK OIKCAHO BBILIE;

® JUUIsl BBIZIGJICHUS YaCTH TEKCTa B ab3alle KypCHBOM WIIU
XKHUPHBIM MIPU(GTOM HYKXHO BBIICIHTH IKEITAEMYIO
YacTh TEKCTAa U Ha)KaTh Ha KHONKY COOTBETCTBYIOIIETO
ctung  Beinenenwe kKypcuBoMm crc  win - Buwidene-
Hue_cmc;

e moboe QopmMaTupoBaHHE MOXHO BCErJa OTMEHHTH,
BBIJIEIISISI COOTBETCTBYIOIIMIT a03al] T TEKCT U HaXH-
Masi KHOTIKY «O4ucTuTh hopmaty.

U nocnennee 3amedanune. OueHp 4acto st GopMH-
POBaHUS OTCTYIOB MCHONB3YIOTCs Tpobeinsl. Hepeaxo mo
HECKOJIIBKO JIECATKOB WIIU JIAXKe 1IeJIble CTPOKU IPOOEIIOB.
C Touku 3peHusi popmMaTupoBaHusi OHU HE HY)KHBI, €CIIU
BCE OTCTYIHI YK€ MPEIyCMOTPEHBI B HACTPOWKAX COOT-
BETCTBYIOMIUX cTWwield. Eciam B Bammx MaTepuaiax Hc-
MONB3YIOTCSL IBOMHEIC, TPOWHBIE W T.JA. MPOOEIBI Keja-
TENBHO WX yNANMHUTh 10 (HOpPMATHPOBAaHUSA TEKCTA. ITO
MOJHO JIETKO CAeNaTh HCIOJb3ysl 3aMEHYy CHUMBOJIOB
(Ctrl+H), ecnin B ctpoke «HaiiTu:» TOCTaBUTH 7Ba TIPO-
Oena, a B cTpoke «3aMEHHUTh Ha:» MOCTaBUThH OJIUH TPO-
0en, ¥ HECKOJBKO pa3 HaKaTh KHOMKY «3aMEHHTH BCE,
MOKa CYETYMK HANJCHHBIX JBOWHBIX MPOOETIOB HE OKa-
xetcst paBHBIM 0.

Haneemcs, uro nmpuBenéHHas B JaHHOM MamsiTKe MH-
(opmarus oxkaxercst Uil Bac mone3HoH, cOKOHOMHUT U
Ballle U Hallle BpeMs NpH MOATOTOBKE MATEPHANOB KOH-
(hepeHINH K MyOIMKALIUH.

Jo6po moxamosats Ha CTC-39.

Cnpasku no 8onpocam noo2omosKu
mamepuanos nyoruxayui CTC-39

no e-mail: sts39pb@ya.ru



