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KomaHabl meHo (Windows®)

MeHio “Dann’

HoBbIi npoekT

HoBas 6ubnunoteka

OTKpbITh

3aKkpbITb

CoxpaHuntb

CoxpaHuTb Kak

BosBpar k nocnegHer aBToMaTU4ECKN COXpPaHEHHOW BEPC
umn

MmnopTt

CoxpaHuTb TekCT

[MpucoeanHeHne
OkcnopT maketa B PDF

AKcnopT cTpaHuubl B EPS

MNeyaTtb
Bbixon

3agaHue BbIBOAA

MeHio “lNMpaBka”

OTmMeHUTb

BepHyTb

BbipesaTb

KonupoBaTtb

BctaButb

BctaButb 6€3 hopmaTnpoBaHus

BcTaButb Ha MecTo

Bbibpathb Bce

Mounck/3ameHa

3akpbiTne okHa “lNouck/3ameHa”

Hnanoroeoe okHO “lMpeanoyTeHns’”

MaHenb “Ab3ay’ (ananoroBoe okHo “MpegnoyTeHns”)
MaHenb “TpennuHr” (guanorosoe okHo “lMpeanoyvteHus”)

MaHenb MHcTpymeHThl (guanoroBoe okHO [NpegnoyteHus)

Hnanoroeoe okHO Tabnuubl cTunen

[unanoroBoe okHo LiBeTa

Ctrl+N
Ctrl+Alt+N
Ctrl+O
Ctrl+F4
Ctrl+S
Ctrl+Shift+S

Alt+BepHyTbCcs kK cOXxpaHeHHOMY

Ctrl+E
CtrI+Alt+E
Ctrl+Alt+A
Ctrl+Alt+P
Ctrl+Alt+Shift+S
Ctrl+P

Ctrl+Q
Ctrl+Alt+Shift+O

Ctrl+z

Ctrl+Z, Ctrl+Shift+Z unu Ctrl+Y (B 3aBUCMMOCTM OT NONb30
BaTENIbCKOW HaCTPOWKN)

CtrlI+X

Ctrl+C

Ctrl+V

Ctrl+Alt+U

Ctrl+Alt+Shift+V

Ctrl+A

Ctrl+F

Ctrl+Alt+F

Ctrl+Alt+Shift+Y

Ctrl+Alt+Y

Ctrl+Shift+F12

[BOMHON LWEeNn4oK Ha MHCTPYMeHTe Ha nanuTtpe UHcTpyme
HTbI

Shift+F 11

Shift+F12



MeHio “lMpaBka”

HnanoroBoe okHO Habopbl NEPEHOCOB U BLIKITHOYKN

MeHo “CTunb” gna Tekcrta

Paswep > [pyroe

Ctunu wpudrta

OObIYHbIV

Mony>XMpHbIN

Kypcus

MopyepkHyThbI

MoayepkHyTbIE CnoBa

3auyepknBaHue

[1BoriHOEe 3ayepkmBaHne

KoHTyp

TeHb

Bce nponuncHble

Kanutenb

BepxHuii nHgekc

HwXHWn nHaekc

HagcTpoyHbin 3Hak

Jluratypebl (He goctynHo B Bepcun Plus u B Bepcumn ansa Bo
cTOo4HON A3nn)

HunanoroBoe okHO ATpubyThl cMMBONa

M3ameHeHune HanpaBneHus ctaTtb (TONbKO B Bepcum Plus
n B Bepcum anst BoctouHon Asnn)

Rubi (Tonebko B Bepcuu Plus u B Bepcuu ans BoctouHon A
3un)

CrpynnupoBaTtb cuMBO~bl (TONbKO B Bepcun Plus n B Bepc
un ansa BoctoyHon Asnn)

BbipaBHuBaHve

CneBa

Mo ueHTpy

CnpaBa

Boikntouka

MpuHyanTenbHasa BbIKMOYKa

VHTEpNUHBbSXK

dopmarTsl

Tabynsauyums

JTnHun

Ctrl+Alt+J

Ctrl+Shift+\

Ctrl+Shift+P
Ctrl+Shift+B
Ctrl+Shift+I
Ctrl+Shift+U
Ctrl+Shift+W
Ctrl+Shift+. (Touka)
Ctrl+Alt+Shift+. (Touka)
Ctrl+Shift+O
Ctrl+Shift+Y
Ctrl+Shift+K
Ctrl+Shift+H
Ctrl+Shift+0 (Hynb)
Ctrl+Shift+9
Ctrl+Shift+V
Ctrl+Shift+G

Ctrl+Shift+D
Ctrl+Alt+Shift+T

Ctri+Alt+R

Ctrl+Shift+G

Ctrl+Shift+L
Ctrl+Shift+C
Ctrl+Shift+R
Ctrl+Shift+J
Ctrl+Alt+Shift+J
Ctrl+Shift+E
Ctrl+Shift+F
Ctrl+Shift+T
Ctrl+Shift+N



MeHo “CTunb” gna Tekcra
MepeknoveHne npegnoyTuTensLHOro napametpa lMpegs. n

pPOCMOTP LWpUdTOB

MeHio “Ctunb” gna nsobpaxeHumn
PacTtp

LleHTpupoBaTb pUCYHOK

PucyHok no pasmvepam 6noka

PucyHok no pasmepam 6r1oka (C coxpaHeHEM MPOMNOpPLIMiA

)

MeHo “CTunb” gna nuHnmn
Wwnpwuna > dpyroe

MeHio “IOnemeHT”

M3meHeHne

Pamka

O6TekaHue

O6peska

TeHb

[MpaBka MHTEPaKTUBHBIX PYHKUMIA Blio
HybnupoeaTtb

LWar n nosTop

LWar un nosTop (Tonbko B Bepcumn Plus n B Bepcun gns Boc
TOo4HOM A3nn)

Ypanutb

CrpynnupoBaTb

PasrpynnupoBsatb
BrnokupoBka/pa3bnoknpoBka no3uumum
Ha nepegHuii nnaH

MepemecTntb BNepes

Ha 3agHuii nnaH

MepemecTntb Hasag
Pacnpenenntb/BbIpoBHATH

dopma (npeobpasoBaHue nuHum beabe B 6ok besbe ¢ 3a
KpaLLEeHHbIM LIEHTPOM)

MpaBka

O6TekaHue

TpaekTopusi 06pesku

N

Shift+oTobpaxxeHne BnoxeHHoro meHto LLpudT

Ctrl+Shift+H
Ctrl+Shift+M
Ctrl+Shift+F
Ctrl+Alt+Shift+F

Ctrl+Shift+\

Ctrl+M

Ctrl+B

Ctrl+F10
CtrlI+Alt+T
Ctrl+Alt+Shift+D
Ctrl+Alt+Shift+B
Ctrl+D
Ctrl+Alt+R
Ctrl+Alt+D

Ctrl+K
Ctr+G
Ctrl+U

F6

F5

CtrlI+F5
Shift+F5
Ctrl+Shift+F5
Ctrl+6

Alt+3OnemeHT > ®opma > [chopma besbe]

Ctrl+T
Ctrl+Shift+F10



MeHto “CtpaHuuya”

[wnanorosoe okHO “lNepeinTun Ha cTp.”

OTtobpaxeHue WabnoHHOW CTpaHULbl AN AaHHOW CTPaHu

ubl
OTobpaxeHue crieaytouler WabnoHHOW CTpaHuLbl

OT1obpaxeHue npeablaylien abnoHHOW CTpaHULbI

OTobpaxeHune makeTa (Nnpu Hann4mMm otTobpakaemon Lwabd

MNOHHOM CTpaHULbI)

CBoiicTBa CTpaHuULbl (Mpy HanuyMm akTMBHOro web-makeT

a)

MpenBaputenbHbIn NpocMoTp MakeTa (B Buge SWF)

MeHio “MakeT”

[unanoroeoe okHO “CBonicTBa MakeTa”

MeHio “Bua”

Llenas ctpaHuua

nepeKJ'IIO‘-IVITbCFI B B4 «V3ameHeHune pacrnofioXXeHnda TEKCT

a»

Mepekniountbeca B BUA «Pepaktop craten»
Switch to Trim view

HaunbonbLlumin pa3BopoT NO pa3amMepam OKHa
dakTn4eckmi pasmep

OCKM3bl CTpaHUL,

Hanpasnsiowme (oTobpaeHne/CKpbITHE)

CeTku cTpaHuubl (oTobpakeHne/ckpbiTne)

CeTku TeKcToBbIX 6MoKoB (0TOOpaXeHue/ckpbITHe)
MpuBA3Ka K HaNpaBNALLL MM

[MpuBA3Ka K ceTKe CTpaHuLbl

JnHenkn (oTobGpaxeHune/cKpbITHE)

Henevataemble cMMBOrbI (OTOBpaXkeHne/CKpbITHE)
Switch to Output Preview view set

Switch to Authoring Biew view set

MeHio “YTunurnbl”
MpasonucaHve > Cnoso/Beibop

MpaBonucaHue > Ctatbs

lMpaBonuncaHwne > MakeT

Ctrl+J
Shift+F4

Ctrl+Shift+F4
Ctrl+Shift+F3
Shift+F4

Ctrl+Alt+Shift+A

Ctrl+Alt+B

Ctrl+Alt+Shift+P

Ctrl+0 (Hynb)
Ctrl+9

Ctrl+8
Ctrl+Alt+Shift+F7
Alt+Llenas ctpanmuya nnu Ctrl+Alt+0 (Hynb)
Ctrl+1

Shift+F6

F7

Ctrl+F7

Ctrl+Alt+F7
Shift+F7
Shift+Alt+F7

Ctrl+R

Ctrl+l
Ctrl+Option+Shift+G
Ctrl+Option+Shift+I

Ctrl+W
Ctrl+Alt+W
Ctrl+Alt+Shift+W



MeHo “YTHnutbl”

[obaBuTb (ananoroBoe okHo MpaBonucaHue) Ctrl+A

J[lo6aBnTb BCE COMHUTENbHbIE CNOBa BO Alt+Shift+wwen4yok Ha kHonke [Job6aBuTb Bce
BCMOMOraTerbHbIN CroBapb (41anoroBoe OKHO

MpaBonucaHue)

KHonka Mponyctuts (ananoroBoe okHo MNpaBonucaHune) Ctrl+S

Knonka 3aMEHUTb BCE (ananorosoe OKHO Ctrl+R

MpaBonucaHue)

KHonka 3ameHunTb (Ananorosoe okHo NpasonucaHue) Ctrl+Shift+R

KHonka 'oToBo (guanorosoe okHo lNpaBonucaHue) Ctrl+D

lMpeanaraemasi pacctaHoBKa NEPEHOCOB Ctrl+Alt+Shift+H

HononHuTtensHo > NpoBepka nuHuin > Cnegytowada ctpok  Ctrl+; (Touka ¢ 3anaTon)

| m

MeHo “OKHO”

OTobpaxeHne/ckpbiTve NanuTpbl IHCTPYMEHTHI F8
OTobpaxeHne/ckpbiTve NnanuTpbl ismepeHus F9
OTobpaxeHune/ckpbiTve NanuTpbl MakeT cTpaHuubl F4
OTobpaxeHne/ckpbiTve NanuTpbl Tabnuubl CTUNEN F11
OTtobpaxeHune/ckpbiTve nanuTpel LiBeTa F12

OtobpaxeHune/ckpbiTve nanutpbl MiHdopmaums o Tpennn  Cirl+F12

Hre
OTobpaxeHne/ckpbiTve nanuTpbl Cnncku Ctrl+F11
OTobpaxeHne/ckpbiTve NanuTpbl VIHTepakTUBHbIN Ctrl+Alt+F8

MeHio “CnpaBka”

CnpaBka F1
Bknagku B guanoroBbIX OKHaX

OT1obpaxeHue crnegytoLLer BKNaaku Ctri+Tab
OTobpaxeHne npeablayLLen BKNagku Ctrl+Shift+Tab

»



KomaHabl onepauuu ¢ ananorosbiMmm okHamu (Windows)

Beibop cneaytouero nons Tab

Bbibop npeabigyLero nons Shift+Tab

Bbibop nons co CTpoKow BCTaBKM TEKCTa [BoriHON Wen4ok
Bbipesatb Ctrl+X
KonnpoBaTtb Ctrl+C

BcTtaButb Ctrl+V

OTmMeHUTb Ctrl+zZ
BoccTaHoBneHne nepBoHavanbHbIX 3Ha4YeHUI nonen Ctrl+Shift+Z

BbinonHeHne apndmMeTMyYecknx OeNCTBUN NyTEM KOMOUHN  + (CroXXeHune)
poBaHWs onepaTopos
— (BblMUTaHME)
* (YMHOXEHME)

/ (peneHue)

“OK” (unn KHoMKa, BblAeneHHas pamMKom) Enter
OTtmeHa Escape
MpumeHnTb Alt+A
Ha Y

Het N

KHonka “YcTtaHoBuTh” Ha Bknagke “Tabyndumsa” (B okHe “A  Alt+S

TpubyThl ab63aua”)

Cnucku (B AgnanoroBbIX OKHax)

BbiOop anemMeHTOB CrnvcKka, pacnonoXeHHbIX nocnegosate  Shift+uenyok

NbHO
BbIGOp 311EMEHTOB CnMcKa, pacnofioXeHHbIX NpousBonbH  Ctrl+wenyok

bIM 0b6pasom



Komanabl onepauuu ¢ nanutpamum (Windows)

Manutpa “UHCTPYMEHTBI”

OT1obpaxeHue/ckpbiTMe NanUTpbI

Bbibop cnegytoLero MHCTpymeHTa (unm otobpaxeHune na
nuTpbl IHCTPYMEHTHI)

BeiGop npegplayLero MHCTpyMeHTa (unmn otobpaxeHue n
anutpbl IHCTPYMEHTbI)

OTKpbITME NAHENN NHCTPYMEHTOB B AManoroBom okHe “lp
eanovteHms”

MepeknioveHne Mexay MHCTPYMEHTOM INEMEHT U UHCTPY
MeHTOM TekcToBoe cogepxmmoe unu ['padgumyeckoe coge
pXumoe

BpemeHHoe npeobpasoBaHune MHCTPYMeHTa paboTsl € coa
€PXNMbIM B MHCTPYMEHT paboTbl C aieMeHTaMu
MepemelyeHre pacKkpbiBalOLLENCca NaHenn MHCTPYMEHTOB
Ha rmaBHy0 NanuTpy

[MepemelyeHne NHCTpyMEHTa BO BCNIbIBAOLLNIA CIINCOK U
HCTPYMEHTOB

CoyeTaHus knaBuw Ans Bbibopa MHCTPYMEHTOB (He 4OCTY
MHO NpuY BbIGPAHHOM UHCTPYMeEHTE TEeKCTOBOE COAEPKUMO
e)

WHCTpyMEHT QnemeHT

NHCTpyMeHTbI paboTbl C TEKCTOM

NHcTpymeHT PrncyHok

NHCTpymeHThl paboTbl ¢ 6nokamm

UHCTpyMeEHT J1nHuA

NHCTpymMeHTbI paboTbl C NepoMm

WHcTpymeHT Tabnvua

NHctpymeHT MacwTab

NHcTpymeHT NaHopamupoBaHue

Manutpa “U3mepeHnn”

OTobpaxeHue/ckpbiTMe NanUTpPbI

Bbi6op nonsa "LpndT" Ha Bknagke Knaccuyeckun unm Ha
BKknagke PacnpenenuTb/BbIpOBHATL (MK OTOBpaxkeHue n
anuTpsbl)

Bei6op nong "WpndT" Ha Bknagke Knaccudeckun nnm Ha

Bknaake ATpubyTbl cumBona

Ctrl+F11
Ctrl+Alt+Tab unu Ctrl+F8

Ctrl+Alt+Shift+Tab nnu Ctrl+Shift+F8

[BOVHON LWEeNYOK HA MHCTPYMEHTE CO30aHNSA 3NEMEHTOB

U Ha NHCTPYMEHTE MaCLIJTaGVIPOBaHVIFl

Shift+F8

Ctrl

Control+BbI6Op MHCTPYMEHTa

Control+wwenyok Ha MHCTPYMEHTE

£ Y OJwnBnhs="mz=

Ctrl+F11
Ctrl+Alt+M

Ctrl+Alt+Shift+M



ManuTtpa “U3mepeHnna”

MepeknoveHne npegnoyTuTensLHOro napametpa lMpegs. n
pPOCMOTP LWpUdTOB

Bri6op cnepytowlero nons

Bbi6op npeabigyLiero nons

Boixoa/lMpymeHnTb

Bbixog/OTmeHa

Mepexoa k cneayioLlern Bknagke

Mepexoa K npeablayLen Bknagke

OTtobpaxeHue Bknaaku “Pacnpenenntb/BbipoBHATL”

ManuTtpa “MakeT cTpaHuubl”
OT1obpaxeHne nanuTpbl

OTKpbITME AManoroBoro okHa “BcTaBka cTpaHuy’

OTobpaxeHne KOHTEKCTHOrO MeHio “BcTaBka cTpaHuy”

OT1obpaxxeHne abconTHOrO HoOMepa CTpaHUL bl

Manutpa “Tabnuubl ctunen”

OT1obpaxeHne nanuTpbl

OTobBpaxeHne KOHTEKCTHOrO MEHI0 pedakTUpoBaHus Tabn
Wbl CTUNEN

OT1obpaxeHune gmuanoroBoro okHa lNMpaeka Tabnuy ctunemn
MpyMeHeHne pexuma Her cTuis v nocnepyroLee npume
HeHve Tabnumupbl CTURS

(NpumeHsieTca Tonbko K aTpubyTam ab3aua)

ManuTtpa “LiBeTa”

OTobpaxxeHue/ckpbITME NanuTpbl

OTobBpaxeHne KOHTEKCTHOrO MEHIO pedakTUpOBaHUS LBET
oB

OToGpaxeHne anManoroBoro okHa LiseTa

Manutpa “UHdopmaumsa o TpennuHre”

OTobpaxeHue/ckpbiTMe NanUTpPbI

Manutpa “Cnuckn”

OTobpaxeHne/ckpbITMe NanuTpbl

Shift+oTkpbiTMe packpbiBatoLerocsa merto “LLpundt”

Tab
Shift+Tab
Enter
Escape
Ctrl+Alt+x
Ctrl+Alt+6
Ctrl+6

Ctrl+F

Alt+nepeTtackuBaHue WabnoHHOW CTpaHuLbl B ob6nactb Ma
KeTa

LLlenyok Ha cTpaHuLe NpaBon KHOMKOW MbILLIN

Alt+Lenyok Ha cTpaHuue

Ctrl+F

LLlenyok Ha nMeHn Tabnuupbl CTUNENn NPaBON KHOMKOW MbILL
"

Ctrl+wenyok Ha Tabnuue ctunen

Alt+Lwenyok Ha UMeHN Tabnuubl CTUMS

Alt+Shift+wenyok Ha Tabnuue cTuner absauya

Ctrl+F11

LLlenyok Ha nmeHn LiBeTa NpaBon KHOMKOW MbILLIN

Ctrl+wen4yok Ha MMeHn uBeTa

Ctrl+F11

Ctrl+F11

©



ManuTtpa “Ykasartenb”

Bbibop nons “Tekct” Ctrl+Alt+

HaxaTtune kHonkn “HdobaBnts” Ctrl+Alt+Shift+I
PepaktpoBaHue BblIOpaHHOM 3anncu ykasartens [1BOMHON Lenyok

HaxaTtue kHonku “dobaButb B o6paTtHom nopsgke” Alt+HaxxkaTne kHonkn “fobasnte’

Manutpa “lNMounck/3ameHa”

OT1obpaxkeHne nanntpbl Ctrl+F

3akpbITVe NanuTpbl Ctrl+Alt+F
3ameHa kHonku “Haritu cnegyowmii’ kHonkon “Hantn nep  Alt

BbliA”

10



KomaHabl onepauuu ¢ npoektamm u maketamm (Windows)

OToOpaxeHue cTpaHuL,
[wnanorosoe okHO “lNepenTun Ha cTp.” Ctrl+J

OTobpakeHune WabfioHHONW CTpaHuLbl AN AaHHou ctpaHu  Shift+F4

ubl
OTobpaxeHue crieaytowler WabnoHHOW cTpaHuLbl Ctrl+Shift+F4
OT1obpaxeHue npeablayLien abnoHHOW CTpaHULbI Ctrl+Shift+F3

OTtobpaxeHue makeTta (Nnpu Hannuum otobpaxaemon wabd  Shift+F4

NTOHHOW CTpaHULbl)

N3meHeHne BnaoB

HocTyn k nonto MmacwTaba Buaa B NpoueHTax Ctri+Alt+V

BocctaHoBneHue caktnyeckmx pasamepos noboro Buaa Ctrl+1

MacwTtabupoBaHue ntoboro Buga no pasmepam OkHa Ctrl+0 (Hynb)

MacwtabuposaHue nto6oro suga Ao 200% Ctrl+Alt+wenyok

MepeknioveHne mexay 3HaveHnsmm macwtaba 100% n Ctrl+Alt+wenyok

200%

HaunbornbLlumin pasBopoT N0 pa3mepam OKHa Alt+Llenas ctpanuua nnu Ctrl+Alt+0 (Hynb)
YBenuyenuve Ctrl+npoben+wenyok/nepetackuBaHune
YMeHbLUueHne Ctrl+Alt+npoben+wenyok/nepeTackmpaHune

YBennueHme (He AOCTYMHO Npu BbiBpaHHoM nHcTpymenTe  Ctrl + + (Undposas naxens)

TekcToBOE COAEPKMMOE)

YMeHbLUeHne (He AOCTYMNHO npu BblopaHHOM MHCTpyMmeHTe  Ctrl+- (geduc)
TekcToBOE coepXMMoe)

PasBopaunBaHme/cBopavnBaHne OKHa NpoeKTa F3

Pa3BopoT no pasmepam okHa Shift+F3

OGHOBNEeHNe n3obpaxeHUsa Ha IKpaHe
OcTaHoBka 0OHOBEHUS N300paxeHus Escape

MpuHyautTensHoe obHOBNEHME N306paxeHns Shift+Escape

YnaneHue HanpaBnALWUX JINHEeEeK
YaaneHue HanpaBnaoLWmMX ropu3oHTanbHbIX NMHEEK Alt+Lenyok Ha ropnsoHTanLHOM NMHelKe

YnaneHue HanpaBnalLMX BEPTUKANbHbIX NIMHEEK Alt+L11en4oK Ha BepTMKanbHOM NuHelike

3aKprTI/Ie NMPOEKTOoB

3aKpbITe OKHa NpoeKTa Ctrl+F4

3akpbiTne npoekTa 1 3aBepLueHne pabotbl QuarkXPress®  Alt+Shift+F4 nnn Alt+F4

Y
=



OTob6paxeHne KOHTEKCTHOroO MeHKo

KOHTEKCTHOE MEHI0 OKHa npoeKkTa

KOHTEeKCTHOe MEeHI0 akKTUBHOIro 00bekTa

MNMepemelueHne mexay makeTamum

Liknunyeckoe nepemMelleHne mexay MakeTamu

MepemelueHne Mexay npoeKkTamm

Liknuyeckoe nepemelleHme Mmexay OKHamu NpoekTa

MpokpyTkKa

C nomoLLbo MHCTpyMeHTa MNaHopaMupoBaHune
B Havano Tekcta

B koHeL TekcTa

Ha oguH akpaH BBEpX

Ha oguH akpaH BHUM3

Ha nepByto cTpaHuuy

Ha nocnegHtoto ctpaHuly
Ha npeabigyLyyto ctpaHuuy
Ha cnepaytowyto cTpaHuuy

K npeabiaywiemy pasBopoTy
K cnegytoLiemy passopoTty

Alt+- (neduc)
Shift+F10

Alt+3

Ctrl+Tab unu Ctrl+F6

Alt+nepeTtacknBaHue
Ctrl+Home
Ctrl+End

Page Up

Page Down
Ctrl+Page Up
Ctrl+Page Down
Shift+Page Up
Shift+Page Down
Alt+Page Up
Alt+Page Down



Komanabl onepauun ¢ anemeHtamm (Windows)

BbiGop/oTMeHa BbliGOpa 3neMeHToB
Bbibop anemeHTa, pacnonoXeHHOro Ha 3agHeM nnaHe
BbIOOp HECKOMNBKNX 3NIEMEHTOB MM TOYEK

OTmeHa Bblbopa BCeX 3N1eMEHTOB

Co3pgaHue 3aneMeHTOB, U3MEeHeHune ux
pa3mepoB U NOBOPOT

MpuHyauTensHoe NnpeobpasoBaHne NPSAMOYrofibHUKA B KB
aZpaT unu osana B Kpyr

CoxpaHeHve NponopLui Npyu U3MEHEHNN pa3mMepPOB
MacltabmpoBaHne COAEPXXUMOro NP N3MEHEHWN pasMe
pOB 3nemMeHTa

M3meHeHne pasmepoB OTHOCUTENBHO LiEHTPa

M3meHeHne pa3smepoB HECKOMNbKUX aNnemMeHToB (Heobxoam
MO BblOpaTb HECKOIMBKO 31EMEHTOB)

OrpaHunyeHne yrna noBopoTa anemMeHTa 3HavyeHuamu 0°
/45°/90°

OrpaHuyeHne yrna npsaMmon nMHum sHaveHmamm 0°/45°/90°

CosagaHue Konuu anemeHTa npu nepetackmBaHnn

PepaktupoBaHue anemeHToB be3sbe u

TpaeKTopumn
Job6aBneHne To4kn besbe

YnaneHue Toukn besbe

Mepexoa B pexum Beibop Touku npu paboTe ¢ MHCTPYMEH
Tom lNepo besbe

lMepexoa B pexum NpeobpasoBaTb TOUKY Npu paboTe ¢ u

HcTpymeHTOM [Nepo besbe

Mepexop B pexum NpeobpasoBaTb TOUKY Npy NepeTackus
aHun maHunynatopa besbe

CeopaunBaHue maHunynatTopa besbe

YpaaneHne akTMBHOM TOYKM Besbe npu cosgaHnn anemMeHT
a

Bbibop Bcex Toyek Ha anemeHTe unm Tpaektopum besbe
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Ctrl+Alt+Shift+wenyok B MecTe nepekpbITUS 9NEMEHTOB
Shift+wenyok

Escape

Shift Bo Bpemsi cosgaHusi Unu 3MeHeHus1 pasmepoB

Shift+nepeTackneaHne maHunynsTopa

Ctrl+nepeTtackueaHue maHunynaTopa

Alt+nepeTtackMBaHne MaHunynaropa
Haxatue knasuwm Ctrl nepen nepetackmBaHnem maHuny
nartopa

Shift Bo Bpemsa nosopoTta

Shift Bo Bpems cosgaHund, nameHeH1st pa3amepoB Unn NoBO
poTa

HaxaTtune knasuwwm Alt npun nepetacknBaHn aremMeHTa

Llenyok Ha cermeHTe nNpu akTUBHOM MHCTpyMeHTe [Mepo b
esbe

LLlen4ok B TOYKe Mpu aKTMBHOM MHCTpyMeHTe [lepo Besbe
Ctrl

Alt

Alt+nepeTtacknBaHue

Alt+L1enyok Ha ynpaBnsoLWeM MaHUNynsaTope

Delete (gomkeH ObITb BbiOpaH MHCTPYMEHT BreiGop To4kn)

[BOMHON LLENYOK B TOYKE MPU aKTUBHOM UHCTPYMEHTE

Select Point



PenaKTMpOBaHMe aneMeHToOB be3be n
TpaeKkTopumn
Mepexoa B pexum “OnemeHT” npu pabote ¢ nHcTpymeHto  Ctrl+Option

M Mepo besbe

OrpaHuyeHne yrna nepemMeLLeHns akTMBHOM TOYKM 3Haye  Shift+nepetackmBaHne TOYkM

Huem 45°

OrpaHunyeHne yrna nepemMeLLeHns maHunynaropa aktmed  Shift+nepetackmsaHne maHunynstopa KpyBomn
Ol KpUBOM 3HaveHnem 45°

lMpeobpasoBaHue nuHUKN besbe B 610k besbe ¢ 3akpaweH Alt+3nemeHT > ®opma > [bopma besbe]

HbIM LIEHTPOM

NMpumMeHeHUe TeHen K AnneMeHTam
Bknapgka “TeHb” guanoroBoro okHa “N3meHeHne” CtrlI+Alt+Shift+D

OToGpaxeHune AnanoroBoro okHa
“UameHUTL”
OTobpaxeHne gmanoroBoro okHa MiameHuTb ans BolopaHH  [1BOMHON LWENYOK Ha 3aneMeHTe Npyu akTMBHOM MHCTPYMEH

Ooro anemMeHTa Tepa6OTbICGHeMeHTaMM

OToGpaxeHune AnanoroBoro okHa
“Ucnonb3oBaHue”
OTobpaxeHue guanoroeoro okHa Mcnonb3oBaHue (naHen  F2

b LpndThi)
OtobpaxeHune Bknagku PucyHku guanorosoro okHa Micno  Shift+F2

J1Ib30BaHue

N3meHeHue LWNPUHDbI TUHNN

Ysenuyenune

Ha 3apaHee 3agaHHy0 BENUYNHY Ctrl+Shift+to

Ha oguH nyHKT Ctrl+Alt+Shift+to
YMeHbLUeHne

Ha 3apaHee 3agaHHyt0 BENNYUHY Ctrl+Shift+6

Ha oguH nyHKT Ctrl+Shift+x

MNMepemelueHne anemeHTOB

Bes orpaHuyeHuii lMepeTackuBaHue (MIHCTPYMEHT paboTbl C 0ObEeKTaMu) unm
Ctrl+nepeTtackuBaHue (MHCTPYMEHT TEKCTOBOE COAEpPKUM
oe unu Npadpmnyeckoe CoaepxmMmoe)

C orpaHuMyeHnsiMn Mo ropusoHTanu/sepTukanu Shift+nepeTtackmBaHme (MHCTPYMEHT paboThbl ¢ 06bekTamm

) nnn Ctrl+Shift+nepeTtackueaHue (MHCTpyMeHT TekcToBoe



NMepemelwieHne anemMmeHTOB

cogepxunmoe nnu I'paduryeckoe cogepxnmoe)

(MHCTPYMEHT paboTbl C AfIeMeHTaMun)
[MepemelyeHne Ha OAMH NMYHKT Knaswuwim co ctpenkamm
Mepemewenne Ha 1/10 nyHkTa Alt+knasuLin co ctpenkamm

MepemelyeHune Ha 10 NnyHKTOB (3TY BENUYMHY MOXHO HacT  ShiftOTobpaxeHune +knaBuLmn co cTpenkamu

pouTb B pasgene MNpeanoyTteHus)

N3meHeHMe ONoKoB

N3meHeHne pasmepoB 6rioka ¢ orpaHuyeHmeM no coopme  Shift+nepetackmBaHme maHunynsTopa 6noka

N3ameHeHne pasmepos 6noka ¢ coxpaHeHuem popmatHor  Alt+Shift+nepetackvBaHme maHunynaTopa 6noka

O COOTHOLLEHUS

M3meHeHune pasmvepoB 6noka ¢ macwtabuposaHmem n3o6  Ctrl+nepetackuBaHme maHmnynstopa 6noka
paxkeHusi/TekcTa

M3meHeHne pa3mepoB Oroka ¢ MaclitabupoBaHmem n3ob  Ctrl+Shift+tnepetacknsaHne maHunynstopa 6noka
paXkeHus/TekcTa n orpaHu4eHnem no dopme

M3meHeHne pa3mepoB Goka ¢ MacliTabupoBaHmem n3ob  Ctrl+Alt+Shift+nepetackmanne maHunynsitopa 6noka

paXxeHus/TeKCcTa U CoXpaHeHnem nponopummn

OToGpaxeHne KOHTEeKCTHOro MeHKo
NMYHKTOB
OTobpaxeHne KOHTEKCTHOrO MEHI0 arieMeHTa Shift+F10



KomaHnabl onepauuun ¢ tekctoMm (Windows)

Controlling indents
YBenuuntb oTCTyn Ctrl+.

YMEHbLUNTb OTCTYN Ctrl+Alt+.

ABTOMaTUyeckoe nobaBrneHne HoMepoB

CTpaHUL, B TEKCTOBOM O1oke

CvmBon HOMepa npeabiayLuen ctpaHulbl 6rnoka Ctrl+2

CvmBOn HOMepa TeKyLen cTpaHuLbl 6rioka Ctrl+3

CvmBon HOMepa cneayoLlen cTpaHuLbl 6rnoka Ctrl+4

OG6HoBEHNE pacnonoXeHnsi TEKCTa B TEKyLLEn Bepcum Alt+OTKpbITH B ANanorosomM okHe “OTkpbITh”
QuarkXPress

N3mMeHeHune A3bika
MpuHyanTensHoe NpUMeHeHne A3bika (GnoknpoBka 3ameH  Ctrl+BbIGOp A3blka B pacKpbIBaOLLEMCA MeHI0 SA3bIK

bl 13blKa)

N3meHeHue wpudra

Mone “Wpndt” Ha nanuTtpe “UsmepeHns” Ctrl+Alt+Shift+M
Mpeabloywmin WpndT Ctrl+Shift+F9
Cnepyrowmi wpudt Ctrl+F9

MpuHyauTensHoe NnpuMeHeHne WwpudTa (bnoknpoka 3am  Ctri+BbIGOp A3blka B packpbiBatoLLeMcsi MeHto “Lpnudt”

€Hbl WpudTa)

BBoa ogHoro cumBona wpudTa
CvmBon cneymanbHOro wpudra CtrI+Alt+Q

U3meHeHMe pasmepa wpudgTta

Ysenuyenune

Ha 3apaHee 3agaHHy0 BENUYNHY Ctrl+Shift+to

Ha oauH nyHKT Ctrl+Alt+Shift+o

YMeHbLueHne

Ha 3apaHee 3agaHHy0 BENUYNHY Ctrl+Shift+6

Ha oguH nyHKT Ctrl+Shift+x

Paamep > [ipyroe Ctrl+Shift+\

VHTepakTBHOE N3MEHeHMe pasmepa

C coxpaHeHnem NponopLmi, OTHOCUTENBHO LeHTpa Ctrl+Alt+Shift+nepeTtacknBanne maHunynsTopa
16



U3meHeHuMe pa3mepa wpudrta

C coxpaHeHnem nponopuun Ctrl+Shift+tnepetacknBaHne maHunynsTopa
HenponopunoHanbHoe Ctrl+nepeTtackuBaHve maHunynstopa
ropusoHTanu/BepTukanm

YBenuyenune

5% Ctrl+b

1% Ctri+Alt+b
YMeHbLUeHne

5% Ctrl+x

1% Ctri+Alt+x
YBenunyeHuve

Ha 1/20 kpyrnown wnauum Ctrl+Shift+b

Ha 1/200 kpyrnoi wnauum Ctrl+Alt+Shift+b
YMeHbLUeHne

Ha 1/20 kpyrnoi wnauum Ctrl+Shift+x

Ha 1/200 kpyrnown wnauum Ctrl+Alt+Shift+x
YBenunyeHuve

0,05 kpyrnoi wnauum Ctrl+Skift+2
0,005 kpyrnoi wnayum Ctrl+Alt+Skift+2
YMeHbLUeHne

0,05 kpyrnoi Wwnawmm Ctrl+Skift+1
0,005 kpyrnoii Lwnaumm Ctrl+Alt+Skift+1
Ha oguH nyHKT BBEPX 0

Ha oavH nyHKT BHM3 ¢
U3meHeHue nHTepnunHbsxa (oT

aBTOMaTU4eCKoro 4o abConTHOro)

YBennyenuve

Ha oauH nyHKT Ctrl+Shift+a

Ha 1/10 nyHkTa Ctrl+Alt+Shift+a
YMeHbLUeHne

Ha oauH nyHkT Ctrl+Shift+x



N3meHeHne MHTepnnHbAXKA (OT
aBToMaTuU4ecKoro oo aGCoanHoro)
Ha 1/10 nyHkTa

KonupoBaHue atpubyrtoB ab3aua

KonnpoBaHue popmatos B ab3aLbl, BbibpaHHbIE B TEKCTO

BOW Lieno4ke

lNMepeTacknBaHue TeKcTa

KonumpoBaHue TekcTa nyTem nepetacknBaHns (Mpu BKIOY

€HHoM pexume NapameTpbl BBOAA)

Mowuck TekcTa

CnmBonbl-3amecTutenu (Tonbko ans noucka) (\?)
Tabynauus

HoBbii ab3ay, (\p)

Hogas ctpoka (\n)

HoBbii ctonbel (\c)

Hogbin 650k (\b)

CvmBon HoMepa npeablayLen ctpaHuubl 6noka (\2)
CvmBon HoMepa TekyLlen cTpaHuLbl 6roka (\3)
CuvmBon HomMepa cnegytowen ctpaHuubl 6noka (\4)
LnpunHa 3Haka npenuHaHus

LWnpuHa rmbkoro npobena (\f)

O6patHas kocast yepTa (\\)
Mo3nuus otctyna

To4ka nepeHoca CTPOKU Npuv HEOBXOANMOCTU
BoaMOXHbI nepeHoc
Kpyrnas wnauus
Monykpyrnas wnaums

1/3 kpyrnon wnauuu

1/4 kpyrnon wnaumm

1/6 kpyrnon wnayuu
WnpuHa umndpsl

OueHb TOHKas LWnaums
ToHKkas wnaums

Linaumsa Hynesowm LUMPUHBI
CoeanHuTtens crnos

MM 6e3 3HayeHmsa Unicode

Ctrl+Alt+Shift+x

Alt+Shift+wenyok

Shift+nepeTtacknaHune

Ctrl+.

\t

Enter
Shift+Enter
Enter Ha gononHuTensHOM KNaBuaTtype
Shift+Enter Ha gononHUTENbHOW KnaBuaType
Ctrl+2
Ctrl+3
Ctrl+4
Ctrl+to
Ctrl+Shift+F
Ctrl+\

\i

\d

\h

\m

\e

\5

\$

\A

\8

\

\[

\z

\

\~



Mounck TekcTta

Mpsimasi oguHapHas kaBblvka NpW BKIIOYEHHOM peXnme '
Tunorpadckme KaBbIYKu

lMpsimasi 4BOMHAA KaBblYka MPW BKITIOYEHHOM peXnme "
Tunorpadckme KaBbIYKM

®urypHas kaBblvka BcTaBeka B none

HaxaTue KHOMOK Npu npoBepke

npaBonncaHuA

MocmoTpeTb Alt+L
Mponyctntb Alt+S
Ho6aBuTb Alt+A

[lob6aBrneHne Bcex COMHUTENbHbIX CrOB BO BcioMoratenb  Alt+Shift+tHaxxaTne kHonkn “3akpbITh

HbI crioBapb

CneumanbHble CUMBOJbI

Mo3numna oTctyna Ctrl+\

Mpon3BOnbHbIA NEPEHOC CTPOKK Ctrl+Enter

Hoebii ab3al Enter

HoBas ctpoka Shift+Enter

Mapkep nonb3oBaTenbCKOro CTUns Ctrl+Alt+Shift+\

HoBbii cTonGely Enter Ha gononHuTensHOM kKNaBsuaType
Hoebili 6nok Shift+Enter Ha gononHUTENLHON KNaBmnaType
Tabynsaumsa Ha npaBoM OTCTyne Shift+Tab

BcTraBka cumBona BeicTyna Ctrl+\

CrvmBOn OTKPbIBaKOLLEN OANHAPHONW KaBblYKM (M30rHYTOM K Alt+x
aBblYKM)

CumBon 3akpbiBatoLLen OgMHAPHOW KaBblYKK (M30rHyTOM K Alt+b

aBblYKK)

CurMBON OTKpbIBalOLLEN KaBblYKW (M3OTHYTOW KaBbIYKN) Alt+Shift+x
CumBon 3akpbiBaloLLEN KaBbl4KN (M30rHYTOM KaBbIYKM) Alt+Shift+b
3Hak gronma Ctrl+Alt+a
ToBapHbIN 3HaK Alt+Shift+2
3Hak § Alt+Shift+6
3Hak q Alt+Shift+7
3Hak Mapkepa nosuuuu Alt+Shift+8
3Hak 3alnTbl aBTOPCKUX NpaB Alt+Shift+C
3Hak 3aperncTpnpoBaHHOW TOProBOW Mapku Alt+Shift+R
3Hak T Alt+Shift+T



Dedwucbl n Tnpe
PaspbIBHbIN CTaHAapTHbIN geduc - (nedwmc)
Hepa3spbIBHbIN CTaHA4apTHLIN geduc Ctrl+=

MpounsBonbHbIN geduc (6es xecTkoro 3agaHusa doopmarta)  Ctrl+- (gedmc)

3anpeT nepeHoca B crose Ctrl+- (nedmc) HenocpeacTBEHHO Nepen CroBOM
HepaspblBHOE KOpOTKOE TUpE Ctrl+Alt+Shift+- (nedmc)
Pa3pbiBHOE AnNnHHOE TUpe Ctrl+Shift+=
HepaspbiBHOE ANNHHOE TUpE Ctrl+Alt+Shift+=
Pa3pbiBHbIA CTaHAAPTHbIV Npoben Mpoben

Hepa3spbIBHbIV CTaHOApTHLIN Npoben Ctrl+5

PaspbiBHbIN y3kuin npoben Ctrl+Shift+6
HepaspbIBHbIN y3kuii npoben Ctrl+Alt+Shift+6
PaspbiBHbIN rMbkun npoben Ctrl+Shift+5
Hepa3spbIBHbIV rMbKMiA npoben Ctrl+Alt+Shift+5
Pa3pbiBHbIA Npoben nocne 3Haka npenMHaHus Shift+npoben
Hepa3spbIBHbIN Npoben nocne 3Haka npenuHaHus Ctrl+Shift+npoben
Pa3pbIBHbIN LUMPOKUI Npoben Ctrl+Shift+7
Hepa3spbIBHbIN LLUMPOKMIA Npoben Ctrl+Alt+Shift+7
Pa3pbIBHbIA MUHMMarbHbIA Npoben Ctrl+Shift+8
HepaspbIBHbIV MUHUMarbHbBIM Npoben Ctrl+Alt+Shift+8

I'Iepemeu.l,eHMe TOYKMN BCTAaBKU TEKCTa

Mpegbioywmin cumeon Backspace

CnepytoLiuin cumBon Delete nnn Shift+Backspace
MpeppbloyLwas cTpoka T

Cnepytoulasa cTpoka Y

Mpeapbiayliee crnoeo Ctrl+Backspace
CnepaytoLlee crnoso Ctrl+Delete or Ctrl+Shift+Backspace
Mpeabloywmii absay, Ctrl+1

Cnegytowuin absau Ctrl+{

Hayvano ctpoku Ctrl+Alt+< nnm Home
KoHel, cTpoku Ctrl+Alt+— mnm End

Hayvano ctaTtbu Ctrl+Alt+1T nnm Ctrl+Home
KoHey cTaTbu Ctrl+Alt+{ unu Ctrl+End
MpeablgyLumii cumeon Backspace
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Bbi6op cumBonoB
CnegyoLuin CMMBON
MpeablgyLasa cTpoka
Cnepytowas cTpoka
Mpeablgyliee cnoso
Cnegpytoliee cnoeo
Mpeablgywmii absay,
Cnepytownin ab3ay
Havano ctpoku
KoHeL, cTpoku
Hayvano ctaTbu

KoHeL cTaTtbun

BbiO6Op TEKCTa WEeN4YKoM MbILLKn
3agaHve nonoXxXeHUs TOYKN BCTaBKN TEKCTa
Bbibop cnosa

Bbibop cnoBa BMecTe C 3ansTON, TOYKOM M T.M.
Bbi6op cTpoku

Bbibop ab3aua

Bbibop ctatbu

YpaneHne cnmBoOnoB

Mpegbioywmin cumeon
CnepytoLiuia cumBon
Mpeabiayliee crnoso
CnepytoLlee cnoso

BbiGpaHHble CUMBOSbI

Delete nnu Shift+Backspace

Shift+1

Shift+l

Ctrl+Backspace

Ctrl+Delete or Ctrl+Shift+Backspace
Ctrl+Shift+1

Ctrl+Shift+{

Ctrl+Alt+Shift+< nnn Shift+Home
Ctrl+Alt+Shift+—> vnnu Shift+End
Ctrl+Alt+Shift+T wnu Ctrl+Shift+Home
Ctrl+Alt+Shift+! nnu Ctrl+Shift+End

OanH wenyok

[Ba wenyka Ha crnose

[Ba wen4yka mexagy CrioBOM M 3HaKOM MpenvHaHns
Tpu wenyka

YeTblpe wenyka

MaTe wenykos

Backspace

Delete nnn Shift+Backspace
Ctrl+Backspace

Ctrl+Delete or Ctrl+Shift+Backspace

Delete nnn Backspace



KomaHabl onepauuu ¢ nsoopaxeHnamm (Windows)

UMmnopT nsodpaxeHumn

UmnopT EPS 6e3 nobaBneHna 4ononHUTENbHbIX LIBETOB Ctrl+“OTkpbITh” B AanoroBom okHe “Uimnopt’

3

[MOBTOPHBLI MMNOPT BCEX N30OpaKEHUI B MPOEKT Ctrl+OTKpbITb B AManoroBom okHe “OTKpbITb”

MacwTrabupoBaHue nsobpaxeHumn

YBenuyeHne Ha 5% Ctrl+Alt+Shift+to

YMeHbLueHne Ha 5% Ctrl+Alt+Shift+to

N3meHeHue pa3mepoB 6510KOB U
M300paxeHun
M3meHeHne pa3mepoB C coxpaHeHneMm popmaTHoro cooT  Shift+tnepetacknBaHme maHunynsatopa

HoLLEeHUs
N3meHeHne pasmepoB 6rioka ¢ MaclutabvpoBaHem M3o6  Ctrl+nepeTackneaHue

paXkeHus

N3meHeHWe pasMepoB OTHOCUTESIBHO LieHTpa Alt+nepeTackvMBaHve MaHunynsTopa
MoBOpPOT rpacnYECKOro COAEPKUMOrO OTHOCUTENBHO LeH  Alt+nepeTackuBaHne MaHUNynsTopa rnoBopoTa

Tpa

LleHTpupoBaHue 1 NnogroHka pasmepos

M3o00paxeHnun
LleHTpupoBaHue Ctrl+Shift+M
Mo pasmepam Groka Ctrl+Shift+F

NMowaroBoe nepemeLlleHne N300paxeHnn
(vHcTpyMmeHT “Coaepxumoe”)

Ha oavH nyHKT BNeBo <

Ha 1/10 nyHkTa BneBo Alt+<

Ha oavH nyHKT Bnpago -

Ha 1/10 nyHkTa BnpaBo Alt+—>

Ha oguH nyHKT BBEPX 0

Ha 1/10 nyHkTa BBEPX Alt+7

Ha oavH NyHKT BHU3 ¢

Ha 1/10 nyHkTa BHU3 Alt+d
[dnanorosoe okHO “XapakTepucTukn pactpa pucyHka” Ctrl+Shift+H

3ameHa kHonku “O0HoBUTL” kKHoMKkow “ObHoBUTL Bce” Ha n  Alt+Ha)kaTtue kHonkn “ObHOoBUTL”

aHenu “PucyHkn” omanorosoro okHa “cnonb3oBaHue”



N3meHeHue nsobpaxeHumn

lMpumeHeHne HeraTnBHOro/o6paleHHoro ctuns nsobpax  Ctrl+Shift+-(gedwmc)

eHun
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