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�?464 1. �6989A<9. �DB7D4@@AB9 B59EC9K9A<9 A96<;G4?PAB7B 
Q>D4AAB7B 8BEFGC4 

#>;L7>20B5;8 A =0@CH5=8O<8 7@5=8O @01>B0NB A ?5@A>=0;L=K< 
:><?LNB5@>< ?>4 C?@02;5=85< A?5F80;L=KE ?@>3@0<< =5287C0;L=>3> 
M:@0==>3> 4>ABC?0 : 8=D>@<0F88 (?@>3@0<<0 ScreenReader 3 M:@0==K9 GB5F).  

�DB7D4@@4 A96<;G4?PAB7B 8BEFGC4 > <AHBD@4J<< JAWS 
forWindows 

JAWS forWindows (0<5@8:0=A:>9 :><?0=88 FreedomScientific 
http://www.freedomscientific.com) 3 ?@>3@0<<0 M:@0==>3> 4>ABC?0, 
@01>B0NI0O =0 #� 2 A@545 Windows. "=0 ?>72>;O5B A;5?K< 8 A;01>284OI8< 
?>;L7>20B5;O< G8B0BL A M:@0=0 ;81> A ?><>ILN ?@5>1@07>20=8O B5:AB0 2 
@5GL. 

JawsforWindows >1=0@C68205B 8=D>@<0F8N =0 M:@0=5 :><?LNB5@0 8 
>72CG8205B 55 A ?><>ILN A8=B570B>@0 @5G8.  �0==0O ?@>3@0<<0 >BA;568205B 
8 D8:A8@C5B 459AB28O 4@C38E ?@>3@0<<, 0 B0:65 2A5 ?5@5<5I5=8O :C@A>@0 8 
2K?>;=5=8O :><0=4 <5=N A ?><>ILN A?5F80;L=KE 2AB@>5==KE A@54AB2. 
&0:65 MB0 ?@>3@0<<0 A>7405B >3@><=>5 :>;8G5AB2> B5:AB>2KE A>>1I5=89 > 
A>1KB8OE, ?@>8AE>4OI8E =0 M:@0=5 :><?LNB5@0 (?>O2;5=85 8 8AG57=>25=85 
<5=N 8 >:>=, 2A5 ?5@5<5I5=8O :C@A>@0). �A5 A>>1I5=8O ?@>3@0<<K 
>72CG820NBAO A ?><>ILN A8=B570B>@0 @5G8 (3>;>A>2>3> 4286:0). � 
?@>3@0<<5 JawsforWindows 5ABL 2AB@>5==K5 A8=B570B>@K @5G8 8 
4>?>;=8B5;L=K5 A8=B570B>@K @5G8, :>B>@K5 ?@54?>;030NB >B45;L=CN 
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-B>B A8=B570B>@ >B;8G05BAO =87:8< B5<?>< @01>BK, <54;5==>9 @5GLN, B8E8< 
3>;>A>< 8 =5G5B:>ABLN 48:F88. �;O @01>BK ?@>3@0<<K @5:><5=4C5BAO 
8A?>;L7>20BL A8=B570B>@ Vokalizer A 48:B>@></3>;>A>< « 8;5=0», :>B>@K9 
CAB0=02;8205BAO 4>?>;=8B5;L=>. -B>B A8=B570B>@ E0@0:B5@87C5BAO 1KAB@K< 
B5<?>< @01>BK, 4>AB0B>G=>9 3@><:>ABLN 3>;>A0, ?;02=>ABLN 8 G5B:>ABLN 
@5G8, :><D>@B=>ABLN 55 2>A?@8OB8O. �A5 A8=B570B>@K @5G8, @01>B0NI85 A 
?@>3@0<<0<8 M:@0==>3> 4>ABC?0, 4>;6=K >1;040BL A>2<5AB8<>ABLN A 
?@8;>65=8O<8 (?@>3@0<<0<8) "%, 4;O MB>3> >=8 4>;6=K A>>B25BAB2>20BL 
A?5F80;L=><C AB0=40@BC A>2<5AB8<>AB8. � "% Windows MB>B AB0=40@B 
=07K205BAO MicrosoftSpeech API 5 (>1O70B5;L=0O Speech API 5-A>2<5AB8<>ABL 
A8=B570B>@>2 @5G8). �;O CAB0=>2:8 ?@>3@0<<K JawsforWindows 8 65;05<KE 
4>?>;=8B5;L=KE A8=B570B>@>2 @5G8 =5>1E>48<> ?@8>1@5AB8 55 48AB@81CB82 
(CAB0=>2>G=K9 D09;). -B> <>6=> A45;0BL, >1@0B82H8AL : >D8F80;L=><C 
48AB@81LNB5@C ?@>3@0<<K JAWS forWindows 2 $>AA88 3 :><?0=88 «-;8B0 
�@C??» https://elitagroup.ru/. #>A;5 CAB0=>2:8 ?@>3@0<<K 55 A;54C5B 
=0AB@>8BL ?>4 8=48284C0;L=K5 ?>B@51=>AB8 ?>;L7>20B5;O (>72CG820=85 
A>>1I5=89, :;028H 1KAB@>3> 4>ABC?0, A?>A>1 70?CA:0, ?@54?>G8B05<K9 
A8=B570B>@ @5G8 8 48:B>@/3>;>A, B5<? 8 3@><:>ABL @5G8, :>;8G5AB2> 
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?@>3@0<<0 1C45B >B>1@060BLAO 2 2845 8:>=:8 =0 A8AB5<=>9 ?0=5;8. #@8 
>BACBAB288 MB>9 =0AB@>9:8 Jaws1C45B >B>1@060BLAO =0 M:@0=5, 2 2845 >:=0, 
:0: 8 2A5 ?@>G85 ?@>3@0<<K, GB> A>740AB 4;O ?>;L7>20B5;O 7=0G8B5;L=K5 
=5C4>1AB20 2 @01>B5 8 1C45B <5H0BL 5<C. Jaws <>65B 70?CA:0BLAO 
02B><0B8G5A:8 ?@8 703@C7:5 :><?LNB5@0. "4=0:>, ?@0:B8:0 ?>:07K205B, GB> 
=081>;55 C4>1=> =07=0G8BL 4;O 70?CA:0 Jaws «3>@OG85 :;028H8». �0: 
?@028;> 3 MB> Ctrl +Alt +j. �C:20 j/> ?@54;>65=0, ?>B><C GB> =0 AB0=40@B=>9 
:;0280BC@5 MB0 :;028H0 >1;0405B >AO705<>9 <5B:>9. 

�DB7D4@@4 A96<;G4?PAB7B 8BEFGC4 > <AHBD@4J<< NVDA 

NVDA (NonVisualDesktopAccess, 4>ABC? : @01>G5<C AB>;C 157 
7@8B5;L=>3> :>=B@>;O, https://www.nvaccess.org/) 3 MB> 15A?;0B=0O ?@>3@0<<0 
M:@0==>3> 4>ABC?0 4;O >?5@0F8>==KE A8AB5< MicrosoftWindows A >B:@KBK< 
8AE>4=K< :>4><, :>B>@0O ?>72>;O5B A;5?K< 8;8 A;01>284OI8< 
?>;L7>20B5;O< ?>;CG0BL 4>ABC? : :><?LNB5@0< ?>4 C?@02;5=85< Windows A 
?><>ILN A8=B578@>20==>9 @5G8 8 H@8DB0 �@09;O. 

NVDA >1=0@C68205B 8=D>@<0F8N =0 M:@0=5 :><?LNB5@0 8 >72CG8205B 
55 A ?><>ILN A8=B570B>@0 @5G8, 0 B0:65 >B>1@0605B 8=D>@<0F8N @5;L5D=>-
B>G5G=K< H@8DB>< �. �@09;O ?@8 =0;8G88 1@09;52A:>3> 48A?;5O. 
#@>3@0<<0 >BA;568205B 8 D8:A8@C5B A>1KB8O, ?@>8AE>4OI85 =0 M:@0=5 
:><?LNB5@0, A ?><>ILN A@54AB2 4>ABC?=>AB8, 2AB@>5==KE 2 "% Windows, 8 
A?5F80;L=KE 2>7<>6=>AB59 8A?>;L7C5<KE ?@8;>65=89 (?@>3@0<<). 
#@>3@0<<0 A>7405B B5:AB>2K5 A>>1I5=8O, :>B>@K5 >72CG820NBAO 
A8=B570B>@>< @5G8. � ?@>3@0<<5 NVDA 5ABL 2AB@>5==K9 A8=B570B>@ @5G8 8 
4>?>;=8B5;L=K5 A8=B570B>@K, :>B>@K5 =5>1E>48<> CAB0=02;820BL 
A?5F80;L=>. �AB@>5==K9 A8=B570B>@ @5G8 ESpeak, ?>445@6820NI89 @CAA:89 
O7K:, >G5=L 1KAB@K9 8 ;53:89, => :0G5AB2> A8=B578@C5<>9 @CAA:>O7KG=>9 
@5G8 ?>:0 >AB05BAO =54>AB0B>G=> 2KA>:8<. !081>;55 1KAB@> 8 :0G5AB25==> A 
?@>3@0<<>9 NVDA @01>B05B >B5G5AB25==K9 4>?>;=8B5;L=K9 A8=B570B>@ 
@5G8 RHVoice >B ";L38 /:>2;52>9. �5A?;0B=> A:0G0BL 8 CAB0=>28BL MB>B 
A8=B570B>@ <>6=> ?> AAK;:0<: https://rhvoice.ru/installation/, https://nvda.ru/ 8 
4@. �0: 3>2>@8;>AL 2KH5, CAB0=02;8205<K5 A8=B570B>@K 4>;6=K >B25G0BL 
AB0=40@BC A>2<5AB8<>AB8 A "% WindowsMicrosoftSpeech API5. �;O CAB0=>2:8 
?@>3@0<<K =5>1E>48<> A:0G0BL 48AB@81CB82 B5:CI59 25@A88 ?@>3@0<<K =0 
>D8F80;L=>< A09B5 NVDA (https://www.nvaccess.org/) 8;8 =0 A09B5 
A>F80;L=>-8=D>@<0F8>==>3> ?@>5:B0 4;O ;N459 A >3@0=8G5==K<8 
2>7<>6=>ABO<8 ?> 7@5=8N, 8A?>;L7CNI8E ?@>3@0<<C NVDA (@CAA:>O7KG=>5 
A>>1I5AB2> NVDA https://nvda.ru/). 'AB0=>28BL 8 =0AB@>8BL ?@>3@0<<C 
?><>65B A?5F80;L=>5 @C:>2>4AB2>, ?@54AB02;5==>5 =0 A09B5 https://nvda.ru/. 
#@8 MB>< 206=>, GB>1K 8A?>;L7C5<>5 @C:>2>4AB2> 1K;> ?@54=07=0G5=> 4;O 
CAB0=02;8205<>9 25@A88 NVDA, B0: :0: :0640O 25@A8O ?@>3@0<<K 
?@5B5@?5205B >1=>2;5=8O 8 4>?>;=5=8O. #@8 70?CA:5 CAB0=>2>G=>3> D09;0 
NVDA 72CG8B :>@>B:89 0C48>A83=0;, >7=0G0NI89, GB> ?@>3@0<<0 =0G0;0 
@01>BC. �0;55 =0 M:@0=5 ?>O28BAO >:=> A :@0B:>9 A?@02:>9, A>45@60I59 
8=D>@<0F8N > =0G0;5 @01>BK A ?@>3@0<<>9, 55 «3>@OG8E» :;028H0E, 0 B0:65 
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> 55 >A=>2=KE =0AB@>9:0E. #@8 =0AB@>9:5 ?@>3@0<<K CG8BK20NBAO 
8=48284C0;L=K5 ?>;L7>20B5;LA:85 ?>B@51=>AB8. #@8 2>7=8:=>25=88 
B@C4=>AB59 2 CAB0=>2:5 8 =0AB@>9:5 ?@>3@0<<K A;54C5B >1@0B8BLAO : 
A?5F80;8ABC >1I5@>AA89A:>9 3>@OG59 ;8=88 «IT-?><>IL =57@OG8<» 8-800-
550-46-80, 8;8 2 A?5F80;L=CN 181;8>B5:C, 8;8 <5AB=>5 >B45;5=85 
�A5@>AA89A:>3> >1I5AB20 A;5?KE. #@>3@0<<0 NVDA, :0: 8 Jaws, >1;0405B 
A>1AB25==K< =01>@>< «3>@OG8E» :;028H. �03@C60BL ?@>3@0<<C 
@5:><5=4C5BAO A ?><>ILN «3>@OG8E» :;028H, :><18=0F8O :>B>@KE 4>;6=0 
2:;NG0BL :;028H8 Ctrl + Alt +;N10O C4>1=0O 1C:20 70 8A:;NG5=85< J/", 5A;8 
=0 =55 C65 =07=0G5=0 703@C7:0 Jaws. 

К4>GR <; QF<I CDB7D4@@ 6O5D4FP CD< B5GK9A<< E?9CB7B 
A4K<A4Rщ97B CB?P;B64F9?S BEAB64@ >B@CPRF9DAB= 7D4@BFABEF<? 

!0 MB>B 2>?@>A =5;L7O 40BL ?>;=>ABLN >4=>7=0G=K9 >B25B. �7 
2KH5A:070==>3> <>6=> A45;0BL 2K2>4, GB> A;5?K< ?>;L7>20B5;O< 
F5;5A>>1@07=> ?>;L7>20BLAO >158<8 ?@>3@0<<0<8. $5:><5=4C5BAO 
CAB0=>28BL =0 :><?LNB5@ >15 ?@>3@0<<K, GB>1K ?>;L7>20B5;L <>3 
A0<>AB>OB5;L=> 2K7K20BL ;N1CN 87 ?@>3@0<< M:@0==>3> 4>ABC?0 ?>A;5 
72C:>2>3> A83=0;0 703@C7:8 "%. #>;L7>20B5;L <>65B 8A?>;L7>20BL 2 
?@>3@0<<K M:@0==>3> 4>ABC?0 4;O @5H5=8O @07;8G=KE 7040G 8 
?5@5:;NG0BLAO <564C =8<8, ?>A;54>20B5;L=> 703@C60O 8 2K3@C60O :064CN 
87 =8E A ?><>ILN «3>@OG8E» :;028H. !0?@8<5@, 5A;8 ?@>3@0<<0 Jaws 405B 
A1>8 2 @01>B5, =0 ?><>IL ?>;L7>20B5;N G0AB> ?@8E>48B ?@>3@0<<0 NVDA. 
%;5?K5 ?>;L7>20B5;8, C25@5==> 2;045NI85 =02K:0<8 @01>BK A 
?5@A>=0;L=K< :><?LNB5@><, <>3CB 2K1@0BL 8 8A?>;L7>20BL >4=C ( =081>;55 
C4>1=CN 8 ?@54?>G8B05<CN) ?@>3@0<<C M:@0==>3> 4>ABC?0. �0640O 87 MB8E 
?@>3@0<< >1;0405B A2>8<8 ?@58<CI5AB20<8 8 =54>AB0B:0<8. % =5:>B>@K<8 
7040G0<8, 206=K<8 8 A;>6=K<8 4;O =0G8=0NI8E ?>;L7>20B5;59, 1>;55 
CA?5H=> A?@02;O5BAO ?@>3@0<<0 Jaws (87CG5=85 @01>BK A B01;8F0<8, 
=02830F8O ?> B5:ABC, D>@<0B8@>20=85 4>:C<5=B>2). #@>3@0<<0 NVDA G0AB> 
1>;55 :>@@5:B=> @01>B05B A �=B5@=5B-1@0C75@0<8, >72CG8205B A09BK. 
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�?464 2. �OCB?A9A<9 BC9D4J<= 6 ED989 Windows 

�=0O >A>15==>AB8 =5287C0;L=>9 @01>BK A ?5@A>=0;L=K< :><?LNB5@><, 
A>?@>2>640NI89 <>65B ?><>GL ?>;L7>20B5;N 2K?>;=8BL B@51C5<K5 
459AB28O/>?5@0F88. �064>5 459AB285/>?5@0F8O 2K?>;=O5BAO ?> AB@>3><C 
0;3>@8B<C. #>A;5 B>3>, :0: "% 703@C78;0AL, A;54C5B 2K720BL «3>@OG8<8» 
:;028H0<8 ?@>3@0<<C M:@0==>3> 4>ABC?0. �A5 ?>A;54CNI85 459AB28O 
?>;L7>20B5;L <>65B 2K?>;=OBL B>;L:> ?>A;5 B>3>, :0: ?@>3@0<<0 >?>25AB8B 
53> > =0G0;5 A2>59 @01>BK. $0AA<>B@8< 0;3>@8B<K 2K?>;=5=8O >?5@0F89 A 
?0?:0<8 8 D09;0<8 2 A@545 Windows ?>4 C?@02;5=85< ?@>3@0<< M:@0==>3> 
4>ABC?0: 

1. CB;84A<9 C4C><. 
• �K15@8B5 <5AB> 4;O A>740=8O ?0?:8. !09B8 <5AB> 4;O A>740=8O ?0?:8 
<>6=>, ?5@5<5I0OAL ?> ?0?:0< 8 D09;0< 25@B8:0;L=K<8 :;028H0<8:C@A>@0 
(=0?@8<5@, 48A: D 8;8?0?:0 « >84>:C<5=BK»). 
•%=8<8B5 2K45;5=85 A> 2A5E >1J5:B>2. �;O MB>3> ?5@54 A>740=85< ?0?:8 
=06<8B5 A>G5B0=85 :;028H Ctrl +?@>15; 8 ?@>A;CH09B5 A>>1I5=85 
?@>3@0<<K « =5 2K45;5=> ». �<5AB5 A MB8< A>>1I5=85< ?@>3@0<<0 =07>25B 
?0?:C, =0 :>B>@CN C:07K205B :C@A>@, MB> <>6=> 83=>@8@>20BL. !> 5A;8 
?>;L7>20B5;L A;CG09=> =06<5B >4=C 87 :;028H :C@A>@0, 2=>2L 2K45;8BAO 
?0?:0 8;8 D09; 8 
A>740BL?0?:C1C45B=52>7<>6=>157?>2B>@=>3>A=OB8O2K45;5=8O. 
•�K7>28B5:>=B5:AB=>5<5=N:;028H59 Application. 
•!0948B5 ?C=:B %>740BL. �;O MB>3> A?CAB8B5AL 25@B8:0;L=>9 :;028H59 
:C@A>@0 ?> A?8A:C 2=87 4> ?C=:B0 «A>740BL ?>4<5=N». 
•$0A:@>9B5 ?>4<5=N AB@5;:>9 2?@02>. 
• �K15@8B5 ?C=:B «?0?:C» 2 @0A:@K2H5<AO ?>4<5=N 8 =06<8B5 Enter. 
• #@8A2>9B5 ?0?:5 8<O. �;O MB>3> =06<8B5 Enter =0 ?C=:B5 «?0?:C» 8 
?>O28BAO >:=>, 2 MB>< >:=5 22548B5 =0720=85 ?0?:8. � :0G5AB25 @01>G53> 
=0720=8O 2 >:=5 1C45B ?@54;>65=> «!>20O ?0?:0». '40;8B5 MB> =0720=85 
:;028H59 Delete 8;8 83=>@8@C9B5, =0G=8B5 22>48BL A2>5 8<O, 8 
?@54;>65==>5 8<O 8AG57=5B. !> 5A;8 ?>;L7>20B5;L ?5@5<5I0; :C@A>@ ?> 
1C:20< ?@54;>65==>3> =0720=8O, C40;8B5 53>, ?>B><C GB> >B =53> <>3CB 
>AB0BLAO D@03<5=BK. 
• �025@H8B5 A>740=85 ?0?:8. #>A;5 22>40 =0720=8O =06<8B5 Enter, =>20O 
?0?:0 3>B>20 8 ?>O28;0AL 2 A?8A:5 >1J5:B>2. 

2. !B;84A<9 H4=?4 

• �K15@8B5 <5AB>, 2 :>B>@>< B@51C5BAO A>740BL D09; (48A:, ?0?:0). 
• %=8<8B5 2K45;5=85 A> 2A5E >1J5:B>2 2 A?8A:5. �;O MB>3> =06<8B5 Ctrl 
+?@>15;, ?@>A;CH09B5 A>>1I5=85 ?@>3@0<<K «=5 2K45;5=>». 
• �K7>28B5 :>=B5:AB=>5 <5=N, 4;O MB>3> =06<8B5 :;028HC «Application». 
• !0948B5 2 <5=N ?C=:B «A>740BL ?>4<5=N». 
• $0A:@>9B5 ?>4<5=N AB@5;:>9 2?@02>.  



 

9 
 

• �K15@8B5 2 ?>4<5=N ?C=:B «D09;». �;O MB>3> A?CA:09B5AL 2=87 ?> A?8A:C 
25@B8:0;L=>9 :;028H59 :C@A>@0, 70B5< =06<8B5 Enter.  
• �2548B5 8<O D09;0. �;O MB>3> =06<8B5 Enter, 8 ?>O28BAO >:=>, 2 MB>< >:=5 
22548B5 8<O D09;0. 

3. КBC<DB64A<9 < C9D9@9щ9A<9 C4CB> < H4=?B6 
• !0948B5 ?0?:C 8;8 D09;, :>B>@CN =C6=> A:>?8@>20BL A ?><>ILN 
25@B8:0;L=KE :;028H :C@A>@0. 
• �K45;8B5 =C6=CN ?0?:C 8;8 D09; A ?><>ILN 25@B8:0;L=KE :;028H 
:C@A>@0. 
• !06<8B5 «3>@OG85» :;028H8 :>?8@>20=8O Ctrl +C, 2K@570=8O Ctrl +X, 8;8 
2K15@8B5 ?C=:BK «�>?8@>20BL», «�K@570BL» 2 :>=B5:AB=>< <5=N 70B5< 
=06<8B5 Enter.  
• !0948B5 <5AB> 4;O ?5@5<5I05<>3> >1J5:B0. �K15@8B5 =C6=CN ?0?:C A 
?><>ILN :;028H :C@A>@0 4;O 55 >B:@KB8O =06<8B5 Enter.  
• %=8<8B5 2K45;5=85 A> 2A5E >1J5:B>2, 4;O MB>3> =06<8B5 Ctrl +?@>15;.  
• !06<8B5 «3>@OG85» :;028H8 2AB02:8 >1J5:B>2 Ctrl +V 8;8 2K15@8B5 ?C=:B 
«�AB028BL» 2 :>=B5:AB=>< <5=N +Enter. 

4. �9D9<@9AB64A<9 C4CB> < H4=?B6 

• �K45;8B5 >1J5:B, :>B>@K9 =C6=> ?5@58<5=>20BL (?0?:C 8;8 D09;). �;O 
MB>3> =06<8B5 >4=C 87 :;028H :C@A>@0 2 7028A8<>AB8 >B <5AB0 @0A?>;>65=8O 
>1J5:B0 (225@EC, 2=87C, A?@020, A;520) 8 ?@>A;CH09B5 53> =0720=85.  
• !06<8B5 :;028HC F2. �0B5< ?@>A;CH09B5 A>>1I5=85 ?@>3@0<<K 
«$540:B>@» 8 B5:CI55 =0720=85 >1J5:B0, C40;8B5 MB> =0720=85.  
• '40;8B5 B5:CI55 8<O. �;O MB>3> =06<8B5 :;028HC End 4;O ?5@5<5I5=8O 
:C@A>@0 2 :>=5F =0720=8O 8 A>B@8B5 53> :;028H59 Backspace.  
• �2548B5 =>2>5 8<O. �;O MB>3> 2?8H8B5 =>2>5 =0720=85 2 >A2>1>482H55AO 
?>;5, 70B5< =06<8B5 Enter. 

  



 

10 
 

�?464 3.  45BF4 E F9>EFB6O@ 8B>G@9AFB@ E CB@BщPR 
CDB7D4@@O A96<;G4?PAB7B 8BEFGC4 > <AHBD@4J<< 

3.1 �6B8 < D984>F<DB64A<9 F9>EF4 

�0?CAB8BL ?@>3@0<<C Word <>6=> =5A:>;L:8<8 A?>A>10<8: 
1. % ?><>ILN O@;K:0 =0 «$01>G5< AB>;5» (O@;K: ?@5420@8B5;L=> 

=5>1E>48<> A>740BL). �254O :><0=4C Win +D ?5@5948B5 =0 «$01>G89 AB>;», A 
?><>ILN :C@A>@=KE AB@5;>: =0948B5 O@;K: ?@>3@0<<K Word 8 =06<8B5 =0 
=5< :;028HC Enter. 

2. % ?><>ILN «�;02=>3> <5=N» >?5@0F8>==>9 A8AB5<K. !06<8B5 
:;028HC Win, D>:CA >:065BAO 2 ?>;5 @540:B8@>20=8O. !0G=8B5 22>48BL 
=0720=85 ?@>3@0<<K «Word», >?5@0F8>==0O A8AB5<0 ?>4A:065B >:>=G0=85 
=0720=8O, ?>A;5 G53> =06<8B5 :;028HC Enter.  >6=> =5 22>48BL =0720=85 2 
?>;5 @540:B8@>20=8O, 0 42830OAL AB@5;:>9 2=87 =09B8 53> 2 A?8A:5 ?@>3@0<< 
8 B0:65 =060BL Enter. 

�><0=4K B5:AB>2>3> ?@>F5AA>@0 Word >@30=87>20=K =5 2 2845 
:;0AA8G5A:>3> <5=N, 0 A ?><>ILN B0: =07K205<KE ;5=B. �5=B0 3 MB> ?>;>A0 2 
25@E=59 G0AB8 >:=0 ?@>3@0<<K Word, @0745;5==0O =0 2:;04:8. !0 :064>9 
2:;04:5 2K2>48BAO A2>O ;5=B0. �5=BK A>AB>OB 87 3@C??, 0 :0640O 3@C??0 
2:;NG05B >4=C 8;8 =5A:>;L:> :><0=4. �0<5B8<, GB> ;N1CN :><0=4C Word 
<>6=> 2K720BL A ?><>ILN A>G5B0=8O :;028H. #@8 CAB0=>2:5 =04AB@>9:8 8;8 
4@C3>9 ?@>3@0<<K =0 ;5=B5 <>3CB ?>O2;OBLAO =>2K5 2:;04:8, 4;O :>B>@KE 
1C4CB ?@54;030BLAO A2>8 :;028H8 4>ABC?0. 

$01>B0BL  A ;5=B>G=K< <5=N <>6=> 42C<O A?>A>10<8: 
1. �;O ?5@5E>40 =0 >A=>2=CN ;5=BC, =06<8B5 :;028HC ALT 8 

:C@A>@=K<8 AB@5;:0<8 2K15@8B5 =C6=CN 2:;04:C. +B>1K ?5@5<5AB8BLAO =0 
=86=NN ;5=BC, =06<8B5 :;028HC %&$���� �!��.  JAWS ?@>87=5A5B: 
«=86=OO ;5=B0». (>:CA >:065BAO 2 A?8A:5 :><0=4 40==>9 2:;04:8. 

2. %@07C : >?@545;5==>9 2:;04:5 =0 ;5=B5 <>6=> ?5@59B8 
2>A?>;L7>202H8AL >4=>9 87 «:;028H 4>ABC?0». #>4@>1=55 >1 MB>< <>6=> 
?@>G8B0BL 2 CG51=>-<5B>48G5A:>< ?>A>188 ?> >1CG5=8N 8=20;84>2 ?> 
7@5=8N @01>B5 A A>2@5<5==K<8 ?@>3@0<<=K<8 ?@>4C:B0<8, 8740==>< 2 2017 
3>4C. 

#>A;5 B>3>, :0: D>:CA >:070;AO =0 2:;04:5, ?> M;5<5=B0< C?@02;5=8O 
<>6=> ?5@5<5I0BLAO A ?><>ILN :;0280BC@=KE :><0=4 Tab 8 2 >1@0B=>< 
?>@O4:5 Shift +Tab. 

-;5<5=BK C?@02;5=8O (:><0=4K) =0 2:;04:5 <>3CB 1KBL >1J548=5=K 2 
3@C??K. +B>1K ?5@59B8 2 2K1@0==CN 3@C??C, =06<8B5 :;028HC %&$���� 
�!��. �;O ?5@5E>40 >B >4=>9 3@C??K :><0=4 =0 ;5=B5 : 4@C3>9 8A?>;L7C9B5 
A>G5B0=8O :;028H CTRL +%&$���� �#$��" 8 CTRL +%&$���� ����". 

-;5<5=BK C?@02;5=8O <>6=> 0:B828@>20BL @07;8G=K<8 A?>A>10<8 2 
7028A8<>AB8 >B 8E B8?0:  
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�A;8 2K1@0=0 :=>?:0, =06<8B5 #$"��� 8;8 Enter, GB>1K 0:B828@>20BL 
55. 

�A;8 2K1@0=0 @0745;5==0O (@072>@0G820NI0OAO) :=>?:0 (B> 5ABL 
:=>?:0, :>B>@0O >B:@K205B <5=N A 4>?>;=8B5;L=K<8 ?0@0<5B@0<8), 4;O 55 
0:B820F88 =06<8B5 :;028H8 ALT+%&$���� �!��. +B>1K 2K1@0BL 
B5:CI89 M;5<5=B, =06<8B5 :;028HC #$"��� 8;8 Enter.  

�A;8 2K1@0= A?8A>: (=0?@8<5@, A?8A>: ",@8DB"), =06<8B5 :;028HC 
%&$���� �!��, GB>1K >B:@KBL 53>. �0B5< 8A?>;L7C9B5 :;028HC %&$���� 
���$) 8;8 %&$���� �!�� 4;O ?5@5<5I5=8O <564C M;5<5=B0<8. 

�A;8 2K1@0=0 :>;;5:F8O, =06<8B5 :;028HC #$"��� 8;8 Enter. �0B5< 
=068<09B5 :;028HC TAB 4;O ?5@5E>40 <564C M;5<5=B0<8. � :>;;5:F8OE A 
=5A:>;L:8<8 AB@>:0<8 M;5<5=B>2 ?@8 =060B88 :;028H8 TAB D>:CA 
?5@5<5I05BAO >B ?5@2>3> M;5<5=B0 : ?>A;54=5<C 2 B5:CI59 AB@>:5. �A;8 
4>AB83=CB :>=5F AB@>:8, D>:CA ?5@5<5I05BAO 2 =0G0;> A;54CNI59 AB@>:8. 
#@8 =060B88 :;028H8 %&$���� �#$��" 2 :>=F5 AB@>:8 2K?>;=O5BAO 
?5@5E>4 2 55 =0G0;>. 

%CI5AB2C5B 5I5 >4=0 2>7<>6=>ABL @01>BK A ;5=B>G=K< <5=N, >=0 
A2O70=0 A >A>1K< DC=:F8>=0;>< ?@>3@0<<K =5287C0;L=>3> 4>ABC?0 JAWS 
forWindows. #@8 8A?>;L7>20=88 MB>3> DC=:F8>=0;0 ;5=B>G=>5 <5=N 1C45B 
2K3;O45BL :0: >1KG=>5 :;0AA8G5A:>5 <5=N. �87C0;L=> =0 M:@0=5 2A5 
>AB0=5BAO ?> ?@56=5<C, 0 4;O ?>;L7>20B5;O ?@>3@0<<K JAWS ?@85<K @01>BK 
A ?C=:B0<8 <5=N Word 1C4CB ?>E>68 =0 ?@85<K @01>BK A <5=N AB0@KE 
25@A89 MB>3> B5:AB>2>3> @540:B>@0. 

�;O @50;870F88 MB>9 2>7<>6=>AB8 =5>1E>48<> A45;0BL A;54CNI55: 
1. �0?CAB8BL ?@>3@0<<C =5287C0;L=>3> 4>ABC?0 JAWS forWindows. 
2. �K720BL A?8A>: 48A?5BG5@>2 JAWS A ?><>ILN :><0=4K Ins +F2. 
3. � @0A:@K2H5<AO A?8A:5 2K1@0BL «*5=B@ =0AB@>5:» (MB> A0<K9 

=86=89 ?C=:B). 
4. "B:@KBL D09; ?> C<>;G0=8N 2254O :><0=4C Ctrl +Shift +D. 
5. !068<0O :;028HC Tab =09B8 AB@C:BC@C «45@52>», 70B5< A ?><>ILN 

AB@5;:8 2=87 =09B8 25B2L «@07=>5» 8 @0A:@KBL 55 AB@5;:>9 2?@02>. 
6. !068<0O AB@5;:C 2=87 =09B8 ?C=:B «8A?>;L7>20BL 28@BC0;L=>5 <5=N 

2 ;5=B0E» 8 CAB0=>28BL =0 =5< >B<5B:C :;028H59 ?@>15;. 
-BC =0AB@>9:C @5:><5=4C5BAO 2K?>;=OBL B5< =57@OG8< ?>;L7>20B5;O<, 

C :>B>@KE 5ABL >?KB @01>BK A> AB0@K<8 25@A8O<8 Word. �A;8 65 2K B>;L:> 
=0G8=05B5 >A2>5=85 =5287C0;L=KE ?@85<>2 @01>BK, B> 5ABL A<KA; >A20820BL 
;5=B>G=>5 <5=N 2 53> 5AB5AB25==>< 2845. 

!0?><=8<, GB> ?@8 22>45 B5:AB0 ?5@5E>4 =0 =>2CN AB@>:C 
>ACI5AB2;O5BAO 02B><0B8G5A:8 ?@8 4>AB865=88 ?@02>9 3@0=8FK AB@0=8FK. 
�;O 7025@H5=8O 0170F0 8 ?5@5E>40 : A;54CNI5<C A;54C5B =068<0BL :;028HC 
Enter. 

�;O 2K?>;=5=8O ;N1>9 >?5@0F88 A :0:8<-;81> D@03<5=B>< B5:AB0, 
MB>B D@03<5=B =5>1E>48<> 2K45;8BL. �K45;5=85 D@03<5=B0 B5:AB0 
>ACI5AB2;O5BAO ?> B><C 65 ?@8=F8?C, :0: 8 2K45;5=85 >1J5:B>2 2 
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«#@>2>4=8:5» Windows. � ;N1>9 :><0=45 ?5@5<5I5=8O :C@A>@0 4>102;O5BAO 
:;028H0 Shift 8 G0ABL B5:AB0 >B ?>78F88 :C@A>@0 4> B>G:8 ?5@5<5I5=8O 1C45B 
2K45;5=0. !0?@8<5@: 

Shift +AB@5;:0 2?@02> 3 2K45;O5B A;54CNI89 A8<2>;; 
Ctrl +Shift +AB@5;:0 2?@02> 3 2K45;O5B A;54CNI55 A;>2>; 
Ctrl +Shift +AB@5;:0 2=87 3 2K45;O5B A;54CNI89 0170F. 
�A;8 2 MB8E :><0=40E 70<5=8BL AB@5;:C 2?@02> =0 AB@5;:C 2;52>, 0 

AB@5;:C 2=87 =0 AB@5;:C 225@E, B> 2K45;OBLAO 1C4CB ?@54K4CI85 
AB@C:BC@=K5 M;5<5=BK. 

�K45;8BL 25AL B5:AB <>6=> ;81> :;0280BC@=>9 :><0=4>9 Ctrl +A, ;81> 
CAB0=>282 :C@A>@ 2 =0G0;5 B5:AB0 40BL :><0=4C Ctrl +Shift +End. 

�@C3>9 A?>A>1 2K45;5=8O D@03<5=B>2 B5:AB0 405B :;028H0 F8. #5@2>5 
=060B85 =0 MBC :;028HC ?@8254ёB : 2:;NG5=8N @568<0 2K45;5=8O, ?>A;5 
G53> <>6=> 1C45B 2K45;OBL B5:AB, 8A?>;L7CO :;028H8 ?5@5<5I5=8O :C@A>@0. 
%;54CNI55 =060B85 :;028H8 F8 ?@8254ёB : 2K45;5=8N A;>20 =0 :>B>@>< 
AB>8B :C@A>@. %;54CNI55 =060B85 2K45;8B ?@54;>65=8O, 0 A;54CNI55 3 
0170F. #OB>5 =060B85 2K45;O5B 25AL B5:AB. �;O 2KE>40 87 @568<0 2K45;5=8O 
=06<8B5 :;028HC Escape. �K?>;=5=85 :><0=4K 2K@570=8O 8;8 :>?8@>20=8O 
B0: 65 2K:;NG05B @568< 2K45;5=8O. 

�;O ?@>GB5=8O 2K45;5==>3> D@03<5=B0 B5:AB0 A8=B570B>@>< @5G8 
8A?>;L7C9B5 :;0280BC@=CN :><0=4C Ins +Shift +AB@5;:0 2=87 8;8 Ins +Shift +2 
=0 4>?>;=8B5;L=>9 :;0280BC@5. "1@0B8B5 2=8<0=85 =0 ?>A;54>20B5;L=>ABL 
=060B8O :;028H. '4>1=55 =068<0BL 8E 2 B>9 ?>A;54>20B5;L=>AB8, 2 :0:>9 
>=8 40=K 2 :;0280BC@=>9 :><0=45. -B> >157>?0A8B >B A=OB8O 2K45;5=8O. 
#><=8B5, GB> =060B85 ;N1>9 :;028H8 ?@8 2K45;5==>< D@03<5=B5 B5:AB0 
<>65B ?@825AB8 ;81> : A=OB8N 2K45;5=8O, ;81> : 22>4C A8<2>;0 8 ?>B5@5 
2K45;5==>3> D@03<5=B0. 

�;O @01>BK A D@03<5=B0<8 B5:AB0 8A?>;L7C9B5 A;54CNI85 
:;0280BC@=K5 :><0=4K: 

Ctrl +X 3 2K@570BL 2K45;5==K9 D@03<5=B 2 1CD5@ >1<5=0; 
Ctrl +C 3 A:>?8@>20BL 2K45;5==K9 D@03<5=B  2 1CD5@ >1<5=0; 
Ctrl +V 3 2AB028BL D@03<5=B 2 B5:AB 87 1CD5@0 >1<5=0; 
Del 3 C40;8BL 2K45;5==K9 D@03<5=B; 
Ctrl +Z 3 >B<5=8BL ?>A;54=55 459AB285. 

КBAFDB?PAO9 6BCDBEO 

1. �0: @01>B0BL A ;5=B>G=K< <5=N? 
2. #5@5G8A;8B5 >A=>2=K5 AB@C:BC@=K5 M;5<5=BK B5:AB0. 
3. �0: <>6=> 2K45;8BL: 
�) A;>2>; 
�) AB@>:C; 
�) ?@54;>65=85; 
�) 0170F; 
�) 25AL B5:AB? 

#CD4:A9A<S 8?S E4@BEFBSF9?PAB7B 6OCB?A9A<S 
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1. �2548B5 =0720=8O :0;5=40@=KE <5AOF52, @0745;OO 8E 70?OBK<8, 
=0G8=0O A <5AOF0 «O=20@L» 8 70:0=G820O 3 «45:01@5<». #>A;5 MB>3> 8A?>;L7CO 
:;0280BC@=K5 :><0=4K ?5@5AB02LB5 A;>20 B0:, GB>1K >=8 H;8 2 0;D028B=>< 
?>@O4:5. �0B5<, @0745;8B5 A?8A>: A;>2 =0 AB@>:8 B0:, GB>1K =0 >4=>9 AB@>:5 
=0E>48;8AL B>;L:> B5 A;>20, :>B>@K5 =0G8=0NBAO A >4=>9 8 B>9 65 1C:2K. 
!0?@8<5@, A;>20 «<09» 8 «<0@B» 4>;6=K =0E>48BLAO =0 >4=>9 AB@>:5, 8 
4@C38E A;>2 =0 MB>9 AB@>:5 1KBL =5 4>;6=>. 

2. �2548B5 G5@57 70?OBCN =0720=8O ;N1KE ?OB8 @5:. �A?>;L7CO 
:;0280BC@=K5 :><0=4K A:>?8@C9B5 MB8 ?OBL =0720=89 2 :>=5F 4>:C<5=B0 B0:, 
GB>1K >=8 H;8 2 >1@0B=>< ?>@O4:5. 

3. !015@8B5 ?5@2K5 ?OB=04F0BL 1C:2 @CAA:>3> 0;D028B0 B0:, GB>1K 
:0640O 1C:20 1K;0 >B45;L=K< 0170F5<. %:>?8@C9B5 MB8 1C:2K 2 :>=5F 
4>:C<5=B0, >B45;82 8E >B ?5@2>=0G0;L=KE 1C:2 ?CABK< 0170F5<. �K?>;=8B5 
7040=85 8A?>;L7CO :;0280BC@=K5 :><0=4K. 

4. �2548B5 2 AB@>:C =0720=85 4=59 =545;8, @0745;OO 8E 70?OBK<8. #>A;5 
MB>3>, ?5@5AB02LB5 A;>20 B0:, GB>1K 4=8 =545;8 H;8 2 >1@0B=>< ?>@O4:5. 
�K?>;=8B5 7040=85 8A?>;L7CO :;0280BC@=K5 :><0=4K. 

5. �0?8H8B5 ;N1K5 @07;8G=K5 G5BK@5 B@5E7=0G=KE G8A;0, @0745;OO 8E 
70?OBK<8. #5@5AB02LB5 2 ?5@2>< 8 ?>A;54=5< G8A;5 F8D@K 2 >1@0B=>< 
?>@O4:5. $0A?>;>68B5 ?>;CG5==K5 G8A;0 2 ?>@O4:5 C1K20=8O. �K?>;=8B5 
7040=85 8A?>;L7CO :;0280BC@=K5 :><0=4K. 

3.2 $BD@4F<DB64A<9 F9>EF4. !F<?<. 

� A>>B25BAB288 A ?0@0<5B@0<8 H01;>=0 Normal.dot, 2 B5:AB>2>< 
@540:B>@5 Word ?> C<>;G0=8N A8<2>;K >D>@<;ONBAO H@8DB>< Calibri 
@07<5@0 11 ?C=:B>2 >1KG=>3> =0G5@B0=8O. +B>1K 87<5=8BL D>@<0B8@>20=85 
C65 =01@0==KE A8<2>;>2, =5>1E>48<> 8E 2K45;8BL 8 70B5< 87<5=8BL 
65;05<K5 ?0@0<5B@K 2 480;>35 «,@8DB». -B>B 480;>3 2K7K205BAO 
:;0280BC@=>9 :><0=4>9 Ctrl +D 8;8 2K18@05BAO 2 :>=B5:AB=>< <5=N. 
�K45;OBL 4;O 87<5=5=8O H@8DB0 <>6=> :0: >B45;L=K9 A8<2>;, B0: 8 F5;K9 
B5:AB>2K9 1;>:, A;>2>, AB@>:C, =5A:>;L:> AB@>:. 

#@8 >B:@KB88 480;>3>2>3> >:=0 «H@8DB» D>:CA >:07K205BAO 2 A?8A:5 
H@8DB>2. #>A:>;L:C H@8DB>2 >G5=L <=>3>, 4;O >BKA:0=8O =C6=>3> C4>1=> 
8A?>;L7>20BL ?5@2K5 1C:2K 8E =0720=8O. &> 5ABL, 4;O 2K1>@0 H@8DB0 
TimesnewRoman =0E>4OAL 2 A?8A:5 =06<8B5 :;028HC «T». "1@0B8B5 
2=8<0=85, GB> @0A:;04:0 :;0280BC@K 745AL 206=0, 1C:20 4>;6=0 1KBL 8<5==> 
;0B8=A:>9. 

#>A;5 =060B8O :;028H8 Tab D>:CA >:07K205BAO 2 ?>;5 2K1>@0 
=0G5@B0=8O, 0 A;54CNI55 =060B85 Tab ?5@52>48B D>:CA 2 ?>;5 
(:><18=8@>20==K9 @540:B>@) 2K1>@0 @07<5@0. �0;55 84CB ?>;O, 
C?@02;ONI85 @54:> 8A?>;L7C5<K<8 ?0@0<5B@0<8 H@8DB0. 

�7<5=8BL ?0@0<5B@K H@8DB0 <>6=> B0:65 A ?><>ILN A;54CNI8E 
:;0280BC@=KE :><0=4: 
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Ctrl +D - "B:@KB85 480;>3>2>3> >:=0 «,@8DB»; 
Shift +F3 - �7<5=5=85 @538AB@0 1C:2; 
Ctrl +Shift +A - #@5>1@07>20=85 2A5E 1C:2 2 ?@>?8A=K5; 
Ctrl +Shift +K - #@5>1@07>20=85 2A5E 1C:2 2 <0;K5; 
Ctrl +B - #@8<5=5=85 ?>;C68@=>3> =0G5@B0=8O; 
Ctrl +I - #@8<5=5=85 :C@A82=>3> =0G5@B0=8O; 
Ctrl +U 3 ?@8<5=5=85 ?>4G5@:820=8O; 
Ctrl +Shift +D 3 ?@8<5=5=85 42>9=>3> ?>4G5@:820=8O; 
Ctrl +Shift +Q - "D>@<;5=85 2K45;5==KE 7=0:>2 H@8DB>< Symbol; 
Ctrl +Shift +> (1>;LH5) - '25;8G5=85 @07<5@0 H@8DB0; 
Ctrl +Shift+< (<5=LH5) - '<5=LH5=85 @07<5@0 H@8DB0; 
Ctrl +] (?@020O :204@0B=0O A:>1:0) - '25;8G5=85 @07<5@0 H@8DB0 =0 

>48= ?C=:B; 
Ctrl+[ (;520O :204@0B=0O A:>1:0) - '<5=LH5=85 @07<5@0 H@8DB0 =0 >48= 

?C=:B; 
Ctrl +#$"��� - %=OB85 ?@8<5=5==>3> 2@CG=CN D>@<0B8@>20=8O. 
"1@0B8B5 2=8<0=85, GB> =5:>B>@K5 :;0280BC@=K5 :><0=4K <>3CB =5 

A@010BK20BL ?@8 @01>B5 A ?@>3@0<<>9 JAWS forWindows. +B>1K >=8 
A@01>B0;8, ?@5420@8B5;L=> A;54C5B 225AB8 :><0=4C JAWS Ins +3 ?@>?CA:0 
:;028H8. !0?@8<5@, GB>1K C25;8G8BL H@8DB =0 >48= ?C=:B, A;54C5B 225AB8 
:><0=4C Ins +3, 0 70B5< :><0=4C CTRL +]. 

(>@<0B8@>20=85 0170F0 >ACI5AB2;O5BAO A ?><>ILN 480;>30 «0170F», 
:>B>@K9 <>6=> 2K720BL 87 :>=B5:AB=>3> <5=N. �;O D>@<0B8@>20=8O >4=>3> 
0170F0 53> =5 >1O70B5;L=> 2K45;OBL. �>AB0B>G=> CAB0=>28BL :C@A>@ 2 ;N1>5 
<5AB> 2=CB@8 0170F0. +B>1K ?@8<5=8BL >48=0:>2>5 D>@<0B8@>20=85 : 
=5A:>;L:8< 0170F0<, 8E =5>1E>48<> ?@5420@8B5;L=> 2K45;8BL. 

�=D>@<0F8N >1 8<5NI5<AO D>@<0B8@>20=88 0170F0 <>6=> ?>;CG8BL 
A ?><>ILN :;0280BC@=>9 :><0=4K ?@>3@0<<K JAWS Ins +F. JAWS 
?@>87=5A5B >A=>2=K5 ?0@0<5B@K D>@<0B8@>20=8O A8<2>;0 8 0170F0, 2 
?@545;0E :>B>@>3> =0E>48BAO :C@A>@. 

�80;>3>2>5 >:=> «0170F» @0745;5=> =0 425 2:;04:8: «"BABC?K 8 
8=B5@20;K» 8 «#>;>65=85 =0 AB@0=8F5». !0 MB8E 2:;04:0E 7040NBAO 
>A=>2=K5 ?0@0<5B@K 0170F0. 

'AB0=>28BL 7=0G5=8O 1>;LH8=AB20 87 MB8E ?0@0<5B@>2 <>6=> 
8A?>;L7CO A;54CNI85 :;0280BC@=K5 :><0=4K Word: 

CTRL +E - #5@5:;NG5=85 <564C 2K@02=820=85< 0170F0 ?> F5=B@C 8 ?> 
;52><C :@0N; 

CTRL +J - #5@5:;NG5=85 <564C 2K@02=820=85< 0170F0 ?> H8@8=5 8 ?> 
;52><C :@0N; 

CTRL +R - #5@5:;NG5=85 <564C 2K@02=820=85< 0170F0 ?> ?@02><C 
:@0N 8 ?> ;52><C :@0N; 

CTRL +L - �K@02=820=85 0170F0 ?> ;52><C :@0N; 
CTRL +M - �>102;5=85 >BABC?0 A;520; 
CTRL +SHIFT +M - '40;5=85 >BABC?0 0170F0 A;520; 
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CTRL +T - %>740=85 2KABC?0; 
CTRL +SHIFT +T - '<5=LH5=85 2KABC?0; 
CTRL +SHIFT +8 - "B>1@065=85 =5?5G0B05<KE A8<2>;>2; 
CTRL +SHIFT +C - �>?8@>20=85 D>@<0B8@>20=8O; 
CTRL +SHIFT +V - �AB02:0 D>@<0B8@>20=8O; 
CTRL +1 - "48=0@=K9 <564CAB@>G=K9 8=B5@20;; 
CTRL +2 - �2>9=>9 <564CAB@>G=K9 8=B5@20;; 
CTRL +5 - #>;CB>@=K9 <564CAB@>G=K9 8=B5@20;; 
CTRL +0 - '25;8G5=85 8;8 C<5=LH5=85 8=B5@20;0 ?5@54 0170F5< =0 

>4=C AB@>:C; 
CTRL +Q - '40;8BL D>@<0B8@>20=85 0170F0. 
�;O A>740=8O 703>;>2:>2 8 CAB0=>2;5=8O 4@C38E M;5<5=B>2 

D>@<0B8@>20=8O C4>1=> ?>;L7>20BLAO AB8;O<8. %B8;L 3 MB> ?>8<5=>20==K9 
8 A>E@0=5==K9 =01>@ 7=0G5=89 ?0@0<5B@>2 D>@<0B8@>20=8O M;5<5=B>2 
B5:AB0 (0170F52 8 A8<2>;>2), :>B>@K9 <>6=> 8A?>;L7>20BL <=>3>:@0B=>.  

%B8;8 1K20NB AB0=40@B=K5 8 ?>;L7>20B5;LA:85. %B0=40@B=K5 AB8;8 
8<5NBAO 2 :>;;5:F88 B5:AB>2>3> ?@>F5AA>@0 Word. #>;L7>20B5;LA:85 AB8;8 
A>740NBAO ?>;L7>20B5;5< ?CB5< <>48D8:0F88 AB0=40@B=KE AB8;59 8;8 
A>740=8O =>2KE. 

%B8;8 <>6=> ?@8<5=OBL (?@8A20820BL) : >B45;L=><C M;5<5=BC 
4>:C<5=B0, =0?@8<5@ 0170FC, >?@545;OO MB>B 0170F, :0: >1KG=K9 B5:AB 8;8 
:0: A?8A>:, 8;8 :0: 703>;>2>: 8 B.?. 

�064K9 AB8;L 8<55B 8<O. �<5=0 =5:>B>@KE AB8;59 >?@545;ONB 8E 
=07=0G5=85. !0?@8<5@, 0170FK, >BD>@<0B8@>20==K5 AB8;O<8 «�03>;>2>: 1», 
«�03>;>2>: 2» 8 B.4., 02B><0B8G5A:8 2:;NG0NBAO 2 >3;02;5=85, AB8;L 
«"1KG=K9» >?@545;O5B D>@<0B >1KG=>3> B5:AB0. 

�;O 2K7>20 A?8A:0 AB8;59 8A?>;L7C9B5 :;0280BC@=CN :><0=4C Ctrl 
+Shift +S. #5@5<5I5=85 ?> A?8A:C >ACI5AB2;O5BAO 25@B8:0;L=K<8 
AB@5;:0<8, 0 2K1>@ 65;05<>3> AB8;O :;028H59 Enter. 

"?8H5< 0;3>@8B< ?@8A20820=8O =5:>B>@><C 0170FC AB0BCA0 703>;>2:0: 
1. �2548B5 B5:AB 0170F0, :>B>@K9 1C45B 703>;>2:><, 8 =06<8B5 :;028HC 

Enter. -B> <>65B 1KBL >4=> 8;8 =5A:>;L:> A;>2. �=0: ?@5?8=0=8O 2 :>=F5 
=5>1O70B5;5=. 

2.  'AB0=>28B5 :C@A>@ 2 ?@545;0E 22545==>3> 0170F0 (=0 ;N1>9 53> 
A8<2>;). 

3. �K7>25B5 480;>3 2K1>@0 AB8;O :;0280BC@=>9 :><0=4>9 Ctrl +Shift +S. 
4. �2830OAL AB@5;:>9 2=87, =0948B5 2 :>;;5:F88 AB8;59 AB8;L 

«�03>;>2>: 1» 8 =06<8B5 :;028HC Enter. 
&5?5@L 22545==K9 20<8 B5:AB ?@8>1@5; AB0BCA 703>;>2:0. #@8 A>740=88 

>3;02;5=89 >= 1C45B 02B><0B8G5A:8 CG8BK20BLAO. 
�7<5=8BL AB0=40@B=K9 AB8;L <>6=> 42C<O A?>A>10<8: >1=>28BL AB8;L 

2 A>>B25BAB288 A ?0@0<5B@0<8 >BD>@<0B8@>20==>3> D@03<5=B0 B5:AB0 8;8 
87<5=8BL AB8;L 2@CG=CN 2 480;>3>2>< >:=5 «�7<5=5=85 AB8;O». 
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�;O 87<5=5=8O AB8;O ?5@2K< A?>A>1>< =5>1E>48<> ?@>45;0BL 
A;54CNI55: 

1.!0948B5  2 B5:AB5 D@03<5=B, : :>B>@><C ?@8<5=5= ?>4;560I89 
87<5=5=8N AB8;L(=0?@8<5@, "�03>;>2>: 1"). 

2. "BD>@<0B8@C9B5 40==K9 D@03<5=B A 8A?>;L7>20=85< 65;05<KE 
?0@0<5B@>2 (=0?@8<5@, <>6=> 87<5=8BL @07<5@ H@8DB0 4;O AB8;O "�03>;>2>: 
1" A 16 4> 14 ?C=:B>2). 

3. �K45;8B5 >BD>@<0B8@>20==K9 D@03<5=B B5:AB0. 
4. �254O :><0=4C Alt +/ 0:B828@C9B5 2:;04:C «�;02=0O» (A45;0BL MB> 

<>6=> =0602 Alt 8 :C@A>@=K<8 AB@5;:0<8 =094O =C6=CN 2:;04:C). 
5. !0 2:;04:5 «�;02=>5» =0948B5 3@C??C «%B8;8» 8 2 =59 =0948B5 

:=>?:C A>>B25BAB2CNI53> AB8;O (A45;0BL MB> <>6=> 8A?>;L7CO :;028HC Tab 
8;8 2254O @CAA:CN 1C:2C «�»). "1@0B8B5 2=8<0=85, GB> 8<O AB8;O, :>B>@K< 
>BD>@<0B8@>20= >B<5G5==K9 D@03<5=B B5:AB0, 1C45B 2K45;5=>. 

6. �K7>28B5 =0 2K45;5==>< 8<5=8 AB8;O :>=B5:AB=>5 <5=N. 
7. � :>=B5:AB=>< <5=N 2K15@8B5 :><0=4C «"1=>28BL (=0720=85 AB8;O) 

2 A>>B25BAB288 A 2K45;5==K< D@03<5=B><». 
#>A;5 MB>3> 2A5 ?0@0<5B@K, 2 A>>B25BAB288 A :>B>@K<8 1K; 

>BD>@<0B8@>20= 2K45;5==K9 D@03<5=B, 1C4CB 2=5A5=K 2 40==K9 AB8;L. �A5 
D@03<5=BK B5:AB0, : :>B>@K< ?@8<5=5= MB>B AB8;L, 02B><0B8G5A:8 
?5@5D>@<0B8@CNBAO. 

 >6=> 87<5=8BL AB8;L 2 :>;;5:F88 "%B8;8", =5 D>@<0B8@CO B5:AB 2 
4>:C<5=B5. �;O MB>3> A;54C5B 2>A?>;L7>20BLAO A;54CNI8< 0;3>@8B<><: 

1. �K7>28B5 :;0280BC@=>9 :><0=4>9 Ctrl +Shift +S 480;>3 A> A?8A:>< 
AB8;59. 

2. �K15@8B5 2 A?8A:5 AB8;L, ?>4;560I89 87<5=5=8N. 
3. �;028H59 Tab ?5@5948B5 =0 :=>?:C «�7<5=8BL...» 8 =06<8B5 55. 
4. � >B:@K2H5<AO 480;>35 87<5=5=8O AB8;O CAB0=>28B5 65;05<K5 

?0@0<5B@K D>@<0B8@>20=8O. 
5. �K15@8B5 @048>:=>?:C «&>;L:> 2 MB>< 4>:C<5=B5» 8;8 «�> 2A5E 

=>2KE 4>:C<5=B0E» (A<KA; MB8E @048>:=>?>: >G52845=) 8 =06<8B5 :=>?:C 
«OK». 

#>A;5 MB>3> AB8;L 1C45B 87<5=5= 8, :0: 8 2 ?@54K4CI5< A;CG05, 2A5 
D@03<5=BK B5:AB0, >BD>@<0B8@>20==K5 40==K< AB8;5<, 02B><0B8G5A:8 
?5@5D>@<0B8@CNBAO. 

�A;8 ?@8 @01>B5 2 B5:AB>2>< @540:B>@5 Word G0I5 4@C38E 8A?>;L7C5BAO 
>48= 87 ?0@0<5B@>2 2AB02:8, <>6=> =0AB@>8BL Word 4;O 53> 02B><0B8G5A:>3> 
?@8<5=5=8O. &>340 =5 =C6=> 1C45B 2K18@0BL ?0@0<5B@ ?@8 :064>9 2AB02:5 
B5:AB0 8 <>6=> 1C45B ?>;L7>20BLAO AB0=40@B=>9 :;0280BC@=>9 :><0=4>9 Ctrl 
+V. 

�;O =0AB@>9:8 ?0@0<5B@>2 2AB02:8 ?> C<>;G0=8N <>6=> 
2>A?>;L7>20BLAO A;54CNI8< 0;3>@8B<><: 

1. "B:@>9B5 2:;04:C «(09;» 2254O :><0=4C Alt +( (1C:20 «(» @CAA:0O) 
8;8 2K1@02 55 =0 ;5=B5. 
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2. �K15@8B5 :><0=4C «#0@0<5B@K» 2254O @CAA:CN 1C:2C « » 8;8 
=0948B5 55 ?5@5<5I0OAL ?> 2:;04:5. 

3. � A?8A:5 =0948B5 ?C=:B «�>?>;=8B5;L=>» 8 :;028H59 Tab (Enter 
=068<0BL =5 A;54C5B) =0948B5 87<5=O5<K9 ?0@0<5B@. 

4. 'AB0=>282 65;05<K5 ?0@0<5B@K =06<8B5 :=>?:C «OK». 
"1@0B8B5 2=8<0=85, GB> ?0@0<5B@K 2AB02:8 <>6=> =0AB@>8BL >B45;L=> 

4;O A;CG052 :>?8@>20=8O 2 ?@545;0E >4=>3> 4>:C<5=B0, @07=KE 4>:C<5=B>2 8 
4;O :>?8@>20=8O 87 4@C38E ?@>3@0<<. 

КBAFDB?PAO9 6BCDBEO 

1. +B> B0:>5 @540:B8@>20=85 B5:AB0? 
2. +B> B0:>5 D>@<0B8@>20=85 B5:AB0? 
3. �0:85 ?0@0<5B@K D>@<0B8@>20=8O A8<2>;>2 20< 8725AB=K? 
4. �0:85 ?0@0<5B@K D>@<0B8@>20=8O 0170F52 20< 8725AB=K? 
5. +B> B0:>5 AB8;L? 

#CD4:A9A<S 8?S E4@BEFBSF9?PAB7B 6OCB?A9A<S 

1. � B5:AB>2>< @540:B>@5 Word 22548B5 A;54CNI89 B5:AB 8 2K?>;=8B5 
7040=8O, @0A?>;>65==K5 ?>A;5 =53> 2 ?C=:B0E (0 3 3). 

 
� 2>@>B0 3>AB8=8FK 3C15@=A:>3> 3>@>40 NN 2J5E0;0 4>2>;L=> :@0A820O 

@5AA>@=0O =51>;LH0O 1@8G:0, 2 :0:>9 574OB E>;>ABO:8: >BAB02=K5 
?>4?>;:>2=8:8, HB01A-:0?8B0=K, ?><5I8:8, 8<5NI85 >:>;> A>B=8 4CH 
:@5ABLO=, 4 A;>2><, 2A5 B5, :>B>@KE =07K20NB 3>A?>40<8 A@54=59 @C:8. � 
1@8G:5 A845; 3>A?>48=, =5 :@0A025F, => 8 =5 4C@=>9 =0@C6=>AB8, =8 A;8H:>< 
B>;AB, =8 A;8H:>< B>=>:; =5;L7O A:070BL, GB>1K AB0@, >4=0:> 6 8 =5 B0: 
GB>1K A;8H:>< <>;>4. �J574 53> =5 ?@>8725; 2 3>@>45 A>25@H5==> =8:0:>3> 
HC<0 8 =5 1K; A>?@>2>645= =8G5< >A>15==K<; B>;L:> 420 @CAA:85 <C68:0, 
AB>O2H85 C 425@59 :010:0 ?@>B82 3>AB8=8FK, A45;0;8 :>5-:0:85 70<5G0=8O, 
>B=>A82H85AO, 2?@>G5<, 1>;55 : M:8?06C, G5< : A8452H5<C 2 =5<.  

(!.�. �>3>;L) 
 
�) >BD>@<0B8@C9B5 B5:AB ?> A;54CNI8< ?0@0<5B@0<: 
,@8DB 3 TimesNewRoman; 
!0G5@B0=85 3 :C@A82; 
$07<5@ 3 16 ?C=:B>2; 
�K@02=820=85 ?> H8@8=5; 
 564CAB@>G=K9 8=B5@20; 3 42>9=>9. 
�) 2K45;8B5 ?5@2>5 ?@54;>65=85 ?>;C68@=K< =0G5@B0=85<. 
�) A:>?8@C9B5 2 :>=5F 4>:C<5=B0 ?@54;>65=85, 2 :>B>@>< >?8AK205BAO 

3>A?>48=, A8452H89 2 1@8G:5. 
�)  'AB0=>28B5 4;O A:>?8@>20==>3> ?@54;>65=8O A;54CNI85 

?0@0<5B@K D>@<0B8@>20=8O: 
!0G5@B0=85 3 >1KG=K9; 
$07<5@ 3 20 ?C=:B>2. 
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2. "BD>@<0B8@C9B5 22545==K9 2 ?@54K4CI5< C?@06=5=88 B5:AB AB8;5< 
«�K45;5==0O F8B0B0». 

3. %>7409B5 =>2K9 AB8;L A =0720=85< «�03>;>2>: >1KG=K9» A> 
A;54CNI8<8 ?0@0<5B@0<8 D>@<0B8@>20=8O: 

,@8DB Arial; 
$07<5@ 16 ?C=:B>2; 
!0G5@B0=85 ?>;C68@=>5; 
�K@02=820=85 ?> F5=B@C. 
4. �7<5=8B5 ?0@0<5B@K 2AB02:8 ?> C<>;G0=8N B0:, GB>1K 2AB02;O;AO 

B>;L:> B5:AB 157 A>1AB25==KE D>@<0B8@>20=89. 
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3.3 "45?<JO 6 F9>EFB6B@ 8B>G@9AF9 

&5:AB>2K9 ?@>F5AA>@ Word ?>72>;O5B >D>@<;OBL 40==K5 A>740205<KE 
4>:C<5=B>2 2 2845 B01;8F. &01;8F0 3 MB> D>@<0 >@30=870F88 40==KE ?> 
AB>;1F0< 8 AB@>:0<, =0 ?5@5A5G5=88 :>B>@KE =0E>4OBAO OG59:8. � OG59:0E 
B01;8FK <>3CB @0A?>;030BLAO 40==K5 @07;8G=>3> B8?0: B5:AB, G8A;0, @8AC=:8, 
D>@<C;K 8 4@. 

� B5:AB>2>< 4>:C<5=B5 WordB01;8FC <>6=> A>740BL =5A:>;L:8<8 
A?>A>10<8. $0AA<>B@8< A0<K9 ?@>AB>9: 

1. #><5AB8B5 :C@A>@ 2 B> <5AB> 4>:C<5=B0, 345 1C45B A>740=0 B01;8F0. 
 2. �:B828@C9B5 2:;04:C «2AB02:0" 2254O :><0=4C Alt +% 8;8 2K1@02 55 

=0 ;5=B5. 
3. #5@5948B5 : 3@C??5 «&01;8F0» 2254O F8D@C «4» 8;8 ?5@5<5I0OAL ?> 

3@C??0< :><0=4>9 Ctrl +%B@5;:0 2?@02>. 
4. �C@A>@ >:065BAO 2 B01;8F5 87 10 AB>;1F>2 8 8 AB@>:. #5@5<5I0OAL 

?> MB>9 B01;8F5 :C@A>@=K<8 AB@5;:0<8 2K15@8B5 65;05<K9 @07<5@ 
(=0?@8<5@, 2X3, B.5. 2 AB>;1F0 8 3 AB@>:8) 8 =06<8B5 :;028HC Enter. 

#>A;5 2K?>;=5=8O MB8E 459AB289 2 4>:C<5=B5 ?>O28BAO B01;8F0 
2K1@0==>3> @07<5@0. #5@5<5I0BLAO ?> OG59:0< A>740==>9 B01;8FK <>6=> 
:;028H59 Tab 8;8 Shift +Tab 2 >1@0B=>< =0?@02;5=88. &0:65 <>6=> 
?>;L7>20BLAO :><0=4>9 Ctrl + %B@5;:0 2?@02> 8;8 Ctrl +%B@5;:0 2;52>. 
!0E>4OAL 2 OG59:5 2 =55 <>6=> 22>48BL B5:AB A :;0280BC@K 8;8 >ACI5AB2;OBL 
2AB02:C 87 1CD5@0 >1<5=0. 

!0?><=8<, GB> 2A5 :><0=4K 8 0;3>@8B<K 459AB289 ?@82>4OBAO 4;O 
B5:AB>2>3> ?@>F5AA>@0 MS Word 2016 8 ?@>3@0<<K =5287C0;L=>3> 4>ABC?0 
JAWS forWindows 18. 

$0=55 =01@0==K9 B5:AB <>65B 1KBL ?@5>1@07>20= 2 B01;8FC. �;O MB>3> 
B5:AB =5>1E>48<> @0745;8BL =0 AB>;1FK 8 AB@>:8 A?5F80;L=K<8 A8<2>;0<8. 
#>ABC?0BL <>6=> A;54CNI8< >1@07><: 

1. �2548B5 B5:AB, @0745;OO �'�'-�� OG59:8 A8<2>;>< B01C;OF88 
(:;028H0 Tab). � :>=F5 AB@>:8 =06<8B5 Enter. &0:8< >1@07>< 1C45B 
?>43>B>2;5=0 ?5@20O AB@>:0 1C4CI59 B01;8FK. #@8 ?@5>1@07>20=88 2 
B01;8FC @0745;5=85 =0 OG59:8 ?@>87>945B ?> A8<2>;0< B01C;OF88, 0 =0 
AB@>:8 ?> A8<2>;0< 0170F0 (A8<2>; 0170F0 22>48BAO ?@8 =060B88 :;028H8 
Enter). &0:8< 65 >1@07>< 22548B5 B5:AB ?>A;54CNI8E AB@>: B01;8FK. 

2. �K45;8B5 ?>43>B>2;5==K9 D@03<5=B B5:AB0. 
3. �:B828@C9B5 2:;04:C «�AB02:0» 2254O Alt +%. 
4. #5@5948B5 =0 3@C??C «&01;8F0» 2254O F8D@C 4. 
5. �K15@8B5 :><0=4C «#@5>1@07>20BL 2 B01;8FC&». �5 <>6=> =09B8 

42830OAL AB@5;:>9 225@E 8;8 2254O @CAA:CN 1C:2C «#». 
6. � >B:@K2H5<AO 480;>3>2>< >:=5 "#@5>1@07>20BL 2 B01;8FC" 2 

?5@2>< ?>;5 <>6=> 87<5=8BL :>;8G5AB2> AB>;1F>2, :>B>@>5 Word >?@545;8; 
02B><0B8G5A:8. � A;54CNI5< ?>;5 «�2B>?>41>@ H8@8=K AB>;1F>2» 
4>ABC?=K B@8 @048>:=>?:8, >B :>B>@KE 7028A8B H8@8=0 AB>;1F>2. �A;8 
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CAB0=>28BL @048>:=>?:C «#>AB>O==0O», B> 2 A;54CNI5< ?>;5 1C45B 
?@54>AB02;5=0 2>7<>6=>ABL 2K1@0BL 7=0G5=85 «�2B>» 8;8 7040BL 
D8:A8@>20==CN H8@8=C AB>;1F>2. �A;8 CAB0=>28BL 7=0G5=85 «#> 
A>45@68<><C», 1C4CB A>740=K C7:85 AB>;1FK, @0AH8@ONI85AO ?@8 
4>102;5=88 A>45@68<>3> 2 OG59:8. �A;8 65 2K1@0BL «#> H8@8=5 >:=0», B> 
H8@8=0 2A59 B01;8FK 1C45B 87<5=5=0 2 A>>B25BAB288 A @07<5@0<8 4>:C<5=B0. 

7. �K?>;=82 2A5 =5>1E>48<K5 =0AB@>9:8, =06<8B5 :=>?:C «OK». 
&5?5@L ?>43>B>2;5==K9 B5:AB @07<5I5= 2 OG59:0E B01;8FK. 
"1@0B8B5 2=8<0=85, GB> A2>9AB20 8 2>7<>6=>AB8 B01;8FK =5 7028AOB >B 

A?>A>10 55 A>740=8O. 
':070==>5 ?@8 A>740=88 B01;8FK G8A;> AB>;1F>2 8 AB@>: <>6=> 

87<5=OBL, 4>102;OO =>2K5 8;8 C40;OO ACI5AB2CNI85 AB@>:8 8 AB>;1FK.  
�;O 4>102;5=8O =>2>9 AB@>:8 2 :>=F5 B01;8FK =C6=> CAB0=>28BL 

:C@A>@ 2 ?>A;54=59 OG59:5 (JAWS A>>1I8B, GB> :C@A>@ =0E>48BAO 2 
?>A;54=59 OG59:5 B01;8FK) 8 =060BL :;028HC Tab. #@8 MB>< :C@A>@ 
>:065BAO 2 ?5@2>9 OG59:5 4>102;5==>9 AB@>:8. �>1028BL ?>4>1=K< >1@07>< 
AB>;15F =5;L7O. 

�>;55 C=825@A0;L=K9 A?>A>1 4>102;5=8O AB>;1F>2 8 AB@>: >?8AK205BAO 
A;54CNI8< 0;3>@8B<><: 

1. #><5AB8B5 :C@A>@ 2 OG59:C, @O4>< A :>B>@>9 =5>1E>48<> 4>1028BL 
AB>;15F 8;8 AB@>:C. 

2. �K7>25B5 :>=B5:AB=>5 <5=N =0602 :;028HC Aplication. 
3. � :>=B5:AB=>< <5=N 2K15@8B5 ?>4<5=N «�AB028BL». 
4. � >B:@K2H5<AO <5=N 5ABL :><0=4K 2AB02:8 AB>;1F0 A;520 8;8 

A?@020 8 AB@>:8 A25@EC 8;8 A=87C ?> >B=>H5=8N : B5:CI59 OG59:5. &.�. 5A;8 
2K1@0BL :><0=4C «�AB028BL AB>;1FK A;520», B> 1C45B 2AB02;5= AB>;15F A;520 
>B B>3>, :>B>@><C ?@8=04;568B 0:B82=0O OG59:0. 

�;O C40;5=8O AB>;1F>2 8;8 AB@>: A;54C5B ?>ABC?0BL 0=0;>38G=K< 
>1@07><: 

1. #><5AB8B5 :C@A>@ 2 OG59:C, ?@8=04;560ICN B><C AB>;1FC 8;8 B>9 
AB@>:5, :>B>@CN =5>1E>48<> C40;8BL. 

2. �K7>28B5 :>=B5:AB=>5 <5=N =0602 :;028HC  Aplication. 
3. � >B:@K2H5<AO <5=N 2K15@8B5 :><0=4C «'40;8BL OG59:8&». 
4. � >B:@K2H5<AO 480;>3>2>< >:=5 :C@A>@=K<8 AB@5;:0<8 2K15@8B5 

=5>1E>48<CN @048>:=>?:C. !0?@8<5@, 4;O C40;5=8O AB@>:8 2K15@8B5 
@048>:=>?:C «'40;8BL 2AN AB@>:C» 8 =06<8B5 Enter. 

�A;8 2K45;8BL =5:>B>@CN >1;0ABL 2 B01;8F5 (2>7<>6=> 2AN B01;8FC) 
C45@6820O =060B>9 :;028HC Shift 8 ?5@5<5I0O :C@A>@, 0 70B5< =060BL 
:;028HC Delete, B> 1C45B C40;5=> B>;L:> A>45@68<>5 2K45;5==KE OG55:, 
A0<0 B01;8F0 >AB0=5BAO =587<5==>9. �;O C40;5=8O 2A59 B01;8FK, 55 
=5>1E>48<> 2K45;8BL 2<5AB5 A <0@:5@>< 0170F0, A;54CNI53> 70 =59, 8 
=060BL :;028HC Delete. 

"1@0B8B5 2=8<0=85, GB> ?> C<>;G0=8N <0@:5@K 0170F52 =5 
>B>1@060NBAO. � MB>< A;CG05 4>AB0B>G=> 2K45;8BL ?CABCN AB@>:C 70 
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B01;8F59. �A;8 65 =5>1E>48<> >B>1@078BL <0@:5@K 0170F52, B> A;54C5B 
2>A?>;L7>20BLAO :><0=4>9 Ctrl +Shift +8. �K20NB A;CG08, :>340 MB0 :><0=40 
=5 A@010BK205B, B>340 ?5@54 55 8A?>;L7>20=85< A;54C5B 225AB8 :><0=4C 
?@>3@0<<K JAWS 4;O ?@>?CA:0 :;028H8 Ins +3. 

/G59:0 B01;8FK <>65B A>45@60BL 4@C3CN 2;>65==CN B01;8FC. �;O 
A>740=8O 2;>65==KE B01;8F =04> ?><5AB8BL :C@A>@ 2 OG59:C, 2 :>B>@CN 
=5>1E>48<> 2;>68BL B01;8FC, 8 2K?>;=8BL B5 65 459AB28O, :0: ?@8 A>740=88 
B01;8FK. 

�>340 JAWS forWindows�>2>@8B «"4=>@>4=0O B01;8F0» - MB> >7=0G05B, 
GB> B01;8F0 8<55B A0<CN ?@>ABCN :>=AB@C:F8N. � =59 =5B 2;>65==KE 
B01;8F, >1J548=5=89 OG55: 8 4@C38E >A>15==>AB59 AB@C:BC@K. 

&5:AB>2K9 ?@>F5AA>@ Word >15A?5G8205B H8@>:85 2>7<>6=>AB8 4;O 
@540:B8@>20=8O 8 D>@<0B8@>20=8O B01;8F. %>7402 2 4>:C<5=B5 B01;8FC, A 
=59 <>6=> A>25@H0BL A;54CNI85 >?5@0F88: 

�2>48BL, :>?8@>20BL 8;8 2AB02;OBL B5:AB 8 40==K5 2 OG59:8; 
#5@5<5I0BL B5:AB 8 40==K5 <564C OG59:0<8 8 B01;8F0<8; 
�AB02;OBL 8;8 C40;OBL OG59:8, AB@>:8 8 AB>;1FK; 
"1J548=OBL OG59:8 :0: ?> 3>@87>=B0;8, B0: 8 ?> 25@B8:0;8; 
":09<;OBL B01;8FC 8 >B45;L=K5 OG59:8 3@0=8F0<8; 
�7<5=OBL 8=B5@20;K <564C OG59:0<8; 
#><5I0BL 2 OG59:8 @8AC=:8; 
�K?>;=OBL 2 OG59:0E 2KG8A;5=8O A ?><>ILN D>@<C; 8 DC=:F89 (:0: 2 
Excel); 
%>@B8@>20BL 40==K5 2 OG59:0E 8 B.?. 
!0 1>;LH8=AB25 MB8E 2>7<>6=>AB59 <K >AB0=02;820BLAO =5 1C45<. 

#@8>1@5BO >?@545;5==K9 >?KB 2 @01>B5 A ?@>3@0<<>9 Word ;N1K5 53> 
2>7<>6=>AB8 <>6=> >A2>8BL A0<>AB>OB5;L=>. 

� B01;8F0E Word @50;87>20=K =5:>B>@K5 DC=:F88 M;5:B@>==KE 
B01;8F. #>4>1=> Excel, Word ?>72>;O5B 2K?>;=OBL 2KG8A;5=8O A ?><>ILN 
D>@<C; 8 DC=:F89.�;O ?@>2545=8O 2KG8A;5=89 2 B01;8F5 =5>1E>48<> 
CAB0=>28BL :C@A>@ 2 OG59:5, 2 :>B>@>9 =5>1E>48<> ?>;CG8BL @57C;LB0B. �0: 8 
2 B01;8G=>< ?@>F5AA>@5 Excel, D>@<C;0 2A5340 22>48BAO ?>A;5 7=0:0 «=» 
(@02=>). 

Word ?@54AB02;O5B @57C;LB0BK 2KG8A;5=8O 2 2845 ?>;59 (?>4@>1=55 > 
?>;OE 1C45B @0AA:070=> 2 A;54CNI5< ?0@03@0D5). #@8 87<5=5=88 8AE>4=KE 
40==KE 2 OG59:0E B01;8F Word 2 >B;8G85 >B Excel =5 ?@>8AE>48B 
02B><0B8G5A:>3> ?5@5AG5B0 @57C;LB0B>2 2KG8A;5=89. #>MB><C ?@8 87<5=5=88 
8AE>4=KE 40==KE 8;8 AAK;>: =0 OG59:8 B01;8FK @57C;LB0BK 2KG8A;5=89 
=5>1E>48<> >1=>2;OBL A ?><>ILN :;028H8 F9 8;8 :><0=4K :>=B5:AB=>3> 
<5=N «"1=>28BL ?>;5». 

#@8 :>?8@>20=88 D>@<C; AAK;:8 =0 04@5A0 OG55: 2 B01;8F0E Word 
02B><0B8G5A:8 =5 87<5=ONBAO :0: 2 Excel, B.5. AAK;:8 =0 OG59:8 2 B01;8F0E 
Word 2A5340 O2;ONBAO 01A>;NB=K<8, E>BO 8 >B>1@060NBAO 157 7=0:0 4>;;0@0. 
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#>MB><C ?@8 :>?8@>20=88 D>@<C; AAK;:8 =0 04@5A0 OG55: =C6=> 
@540:B8@>20BL 2@CG=CN. 

#@8 @01>B5 A B01;8F0<8 <>3CB 1KBL ?>;57=K A;54CNI85 :;0280BC@=K5 
:><0=4K: 

+8B0BL ?5@2CN OG59:C 2 B5:CI5< AB>;1F5 4 Insert +#@>15;, T, Alt +1; 
+8B0BL ?5@2CN OG59:C 2 B5:CI59 AB@>:5 4 Insert +#@>15;, T, Alt +5; 
�K25AB8 A?8A>: B01;8F  2 4>:C<5=B5 4 Ctrl +Insert +t; 
"?8A0BL @0<:C 2>:@C3 B5:CI59 OG59:8 8;8 B01;8FK 4 Alt +Shift +B; 
"72CG8BL 703>;>2>: AB>;1F0 4;O B5:CI59 OG59:8 4Insert +Alt +Shift+ 

C; 
"72CG8BL 703>;>2>: AB@>:8 4;O B5:CI59 OG59:8 4Insert +Alt +Shift +R; 
+8B0BL B5:CI89 AB>;15F B01;8FK 4 Alt +Win +. (B>G:0); 
+8B0BL B5:CICN AB@>:C B01;8FK 4 Alt +Win +, (70?OB0O); 
#5@59B8 8 ?@>G8B0BL ?@54K4CI89 AB>;15F B01;8FK 4 Win +Alt 

+%B@5;:0 2;52>; 
#5@59B8 8 ?@>G8B0BL A;54CNI89 AB>;15F B01;8FK 4 Win +Alt 

+%B@5;:0 2?@02>; 
#5@59B8 8 ?@>G8B0BL ?@54K4CICN AB@>:C B01;8FK 4 Win +Alt 

+%B@5;:0 225@E; 
#5@59B8 8 ?@>G8B0BL A;54CNICN AB@>:C B01;8FK 4 Win +Alt 

+%B@5;:0 2=87; 
�K25AB8 A?8A>: :;0280BC@=KE :><0=4 msword 4Insert +W; 
"72CG8BL =><5@ 8A?>;L7C5<>9 25@A88 MS Word 4 Ctrl + Insert +V; 
#><5B8BL <5AB> 2 B5:CI5< 4>:C<5=B5 4 Ctrl +Win +k; 
�5@=CBLAO : >B<5G5==><C <5ABC 2 B5:CI5< 4>:C<5=B5 4 Alt +Win +k; 
�K45;8BL B5:AB >B >B<5G5==>3> <5AB0 4> B5:CI59 ?>78F88 :C@A>@0 2 

B5:CI5< 4>:C<5=B5 4 Insert +#@>15;, M. 
#>;L7>20BLAO B0:8<8 :><0=40<8, :0: ?5@2K5 425 ?@82545==>3> A?8A:0 

A;54C5B ?>A;54>20B5;L=>. &0:, =0?@8<5@, GB>1K 2K?>;=8BL ?5@2CN :><0=4C, 
A?5@20 =5>1E>48<> 225AB8 Insert +#@>15; (?@8 MB>< 1C45B 2>A?@>872545= 
E0@0:B5@=K9 72C:), 70B5< 225AB8 ;0B8=A:CN 1C:2C «T», 0 ?>A;5 MB>3> :><0=4C 
Alt +1. 

КBAFDB?PAO9 6BCDBEO 

1. +B> B0:>5 B01;8F0? 
2. �0: <>6=> A>740BL B01;8FC 2 B5:AB>2>< ?@>F5AA>@5 Word? 
3. �0: ?@5>1@07>20BL B5:AB 2 B01;8FC? 
4. �0: 4>1028BL AB@>:C 8;8 AB>;15F : ACI5AB2CNI59 B01;8F5? 
5. �0: C40;8BL AB@>:C 8;8 AB>;15F 87 B01;8FK? 
6. +B> B0:>5 2;>65==0O B01;8F0? 
7. +B> B0:>5 >4=>@>4=0O B01;8F0? 

#CD4:A9A<S 8?S E4@BEFBSF9?PAB7B 6OCB?A9A<S 

1. %>7409B5 B01;8FC @07<5@>< 420 AB>;1F0 8 >48==04F0BL AB@>:. � 
?5@2>9 AB@>:5 B01;8FK C:068B5 A;54CNI85 703>;>2:8: :;0280BC@=0O 
:><0=40, >?8A0=85 :><0=4K.  
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�0?>;=8B5 45AOBL AB@>: B01;8FK :><0=40<8 JAWS 4;O @01>BK 2 
B5:AB>2>< @540:B>@5 WORD, =0?@8<5@, ?5@2K9 AB>;15F 3 Ctrl + d, 2B>@>9 
AB>;15F 3 2K7>2 480;>3>2>3> >:=0 «,@8DB». 

2. %>7409B5 B01;8FC @07<5@>< 4 AB>;1F0 8 5 AB@>:. 8 70?>;=8B5 55 
A;54CNI8< >1@07><: 

� ?5@2>9 AB@>:5 A;54CNI85 703>;>2:8: 2@5<O 3>40, ?5@2K9 <5AOF, 
2B>@>9 <5AOF, B@5B89 <5AOF. 

�B>@0O AB@>:0 A>45@68B A;54CNI85 40==K5: 78<0, 45:01@L, O=20@L, 
D52@0;L. #> 0=0;>388 70?>;=8B5 >AB0;L=K5 AB@>:8. "BD>@<0B8@C9B5 AB@>:C A 
703>;>2:0<8 AB>;1F>2 ?> A;54CNI8< ?0@0<5B@0<: 

,@8DB 3 TimesNewRoman; 
!0G5@B0=85 3 ?>;C68@=K9; 
$07<5@ 3 24 ?C=:B0. 
"AB0;L=K5 AB@>:8 ?> ?0@0<5B@0<: 
,@8DB 3 TimesNewRoman; 
!0G5@B0=85 3 :C@A82; 
$07<5@ 3 16 ?C=:B>2. 
3. %>7409B5 B01;8FC A @0A?8A0=85< C@>:>2. � ?5@2>9 AB@>:5 

70?8AK20NBAO =0720=8O 4=59 =545;8, 0 2 ?5@2>< AB>;1F5 3 =><5@0 C@>:>2. !0 
?5@5A5G5=88 A>>B25BAB2CNI8E AB@>:8 8 AB>;1F0 4>;6=> =0E>48BLAO 
=0720=85 ?@54<5B0. 
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�?464 4.  45BF4 E 8<A4@<K9E><@< F45?<J4@< E CB@BщPR 
CDB7D4@@O A96<;G4?PAB7B 8BEFGC4 

4.1 �46<74J<S CB F45?<J9 < 66B8 84AAOI 

!0?><=8<, GB> 4;O @01>BK A 8=D>@<0F859, ?@54AB02;5==>9 2 
B01;8G=>9 D>@<5, ?@54=07=0G5=0 ?@>3@0<<0 Excel. � 40==>9 3;025 2A5 
?@85<K @01>BK >?8AK20NBAO 4;O Excel 2019 8 JAWS forWindows 18. 

�0?CAB8BL Excel <>6=> =5A:>;L:8<8 A?>A>10<8, =0?@8<5@: 
1. % ?><>ILN O@;K:0 =0 «$01>G5< AB>;5» (O@;K: ?@5420@8B5;L=> 

=5>1E>48<> A>740BL). �254O :><0=4C Win + D ?5@5948B5 =0 «$01>G89 AB>;», A 
?><>ILN :C@A>@=KE AB@5;>: =0948B5 O@;K: ?@>3@0<<K Excel 8 =06<8B5 =0 
=5< :;028HC Enter. 

2. % ?><>ILN «�;02=>3> <5=N» >?5@0F8>==>9 A8AB5<K. !06<8B5 
:;028HC Win, D>:CA >:065BAO 2 ?>;5 @540:B8@>20=8O. !0G=8B5 22>48BL 
=0720=85 ?@>3@0<<K «Excel», >?5@0F8>==0O A8AB5<0 ?>4A:065B >:>=G0=85 
=0720=8O, ?>A;5 G53> =06<8B5 :;028HC Enter.  >6=> =5 22>48BL =0720=85 2 
?>;5 @540:B8@>20=8O, 0 42830OAL AB@5;:>9 2=87 =09B8 53> 2 A?8A:5 ?@>3@0<< 
8 B0:65 =060BL Enter. 

&0: 65, :0: 2 B5:AB>2>< ?@>F5AA>@5 Word, :><0=4K B01;8G=>3> 
?@>F5AA>@0 Excel  >@30=87>20=K 2 2845 ;5=B. +B>1K A:@KBL ;5=BC 8 
@0AH8@8BL @01>G55 ?@>AB@0=AB2>, 22548B5 :><0=4C CTRL +F1. +B>1K A=>20 
>B>1@078BL ;5=BC, 5I5 @07 22548B5 MBC 65 :><0=4C. 

�0: 8 2 Word, $01>B0BL  A ;5=B>G=K< <5=N Excel <>6=> 42C<O 
A?>A>10<8: 

1. �;O ?5@5E>40 =0 >A=>2=CN ;5=BC, =06<8B5 :;028HC ALT 8 
:C@A>@=K<8 AB@5;:0<8 2K15@8B5 =C6=CN 2:;04:C. +B>1K ?5@5<5AB8BLAO =0 
=86=NN ;5=BC, =06<8B5 :;028HC %&$���� �!��.  JAWS ?@>87=5A5B: 
«=86=OO ;5=B0». (>:CA >:065BAO 2 A?8A:5 :><0=4 40==>9 2:;04:8. 
#5@5<5I0BLAO <564C 3@C??0<8 :><0=4 <>6=> A ?><>ILN :><0=4K Ctrl 
+%B@5;:0 2?@02> 8;8 2;52>. 

2. %@07C : >?@545;5==>9 2:;04:5 =0 ;5=B5 <>6=> ?5@59B8 
2>A?>;L7>202H8AL >4=>9 87 «:;028H 4>ABC?0». �;O MB>3> 8A?>;L7C9B5 =865 
A;54CNI89 A?8A>: :><0=4. 

ALT +Ы - "B:@KB85 «?><>I=8:0» =0 ;5=B5 8 22>4 CA;>28O ?>8A:0 4;O 
?>;CG5=8O ?><>I8 8;8 70?CA:0 A?@02:8. 

ALT +( - "B:@KB85 2:;04:8 "(09;" 8 8A?>;L7>20=85 ?@54AB02;5=8O 
Backstage. 

ALT +/ - "B:@KB85 2:;04:8 "�;02=0O" 4;O D>@<0B8@>20=8O B5:AB0 8 
G8A5; ;81> 8A?>;L7>20=8O 8=AB@C<5=B0 ?>8A:0. 

ALT +% - "B:@KB85 2:;04:8 "�AB02:0" 4;O 2AB02:8 A2>4=KE B01;8F, 
4803@0<<, =04AB@>5:, @8AC=:>2, D83C@, 703>;>2:>2 8;8 =04?8A59. 

ALT +� - "B:@KB85 2:;04:8 "$07<5B:0 AB@0=8FK" 4;O @01>BK A B5<0<8, 
?0@0<5B@0<8 AB@0=8FK, <0AHB01>< 8 2K@02=820=85<. 
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ALT +� - "B:@KB85 2:;04:8 "(>@<C;K" 4;O 2AB02:8 8 =0AB@>9:8 
DC=:F89 8 2KG8A;5=89. 

ALT +Ё - "B:@KB85 2:;04:8 "�0==K5" 4;O ?>4:;NG5=8O : 40==K<, 8E 
A>@B8@>2:8, D8;LB@0F88, 0=0;870 8 2K?>;=5=8O 4@C38E 459AB289. 

ALT +$ - "B:@KB85 2:;04:8 "$5F5=78@>20=85" 4;O ?@>25@:8 
>@D>3@0D88, 4>102;5=8O ?@8<5G0=89 8 70I8BK ;8AB>2 8 :=83. 

ALT +" - "B:@KB85 2:;04:8 "�84" 4;O ?@>A<>B@0 @07@K2>2 AB@0=8F, 
2K1>@0 @568<>2 ?@>A<>B@0, >B>1@065=8O 8 A:@KB8O ;8=89 A5B:8 8 
703>;>2:>2, 87<5=5=8O <0AHB010, C?@02;5=8O >:=0<8 8 >1;0ABO<8, 0 B0:65 
C?@02;5=8O <0:@>A0<8. 

�A5 4>:C<5=BK B01;8G=>3> ?@>F5AA>@0 MicrosoftExcel =07K20NBAO 
:=830<8, 0 D09;K A :=830<8 8<5NB @0AH8@5=85 xlsx. �0640O :=830 A>AB>8B 
87 >4=>3> 8;8 =5A:>;L:8E ;8AB>2. �8AB @0745;5= =0 AB>;1FK, 8<5=C5<K5 
;0B8=A:8<8 1C:20<8, 8 AB@>:8, =C<5@C5<K5 0@01A:8<8 F8D@0<8. !0 
?5@5A5G5=88 AB>;1F0 8 AB@>:8 =0E>48BAO OG59:0, B0:8< >1@07>< OG59:0 
?>;CG05B A2>9 04@5A >B AB>;1F0 8 AB@>:8, =0 ?5@5A5G5=88 :>B>@KE >=0 
=0E>48BAO. !0?@8<5@, OG59:0 <>65B 8<5BL 04@5A A1 (;520O 25@E=OO OG59:0 =0 
;8AB5) 8;8 C100. /G59:0 3 >A=>2=>9 M;5<5=B B01;8FK. � OG59:C 2=>AOBAO 
40==K5 8 D>@<C;K 4;O 8E >1@01>B:8. #@8 =060B88 =0 :;028H8 A> AB@5;:0<8 
>ACI5AB2;O5BAO ?5@5E>4 =5 ?> A8<2>;0<, 0 ?> OG59:0<. 

$0AA<>B@8< A?5F8D8G5A:89 4;O B01;8F Excel @568< ?5@5E>40 «2 
:>=5F». �:;NG05BAO 8 2K:;NG05BAO MB>B @568< :;028H59 End. #>A;5 
2:;NG5=8O @568<0 ?5@5E>40 «2 :>=5F» =02830F8O >ACI5AB2;O5BAO 
A;54CNI8< >1@07><: 

1. �A;8 2 =0?@02;5=88 ?5@5<5I5=8O (225@E, 2=87, 2?@02> 8;8 2;52>)   
5ABL =5?CAB0O OG59:0, B> :;028H0 A> AB@5;:>9 2 MB>< =0?@02;5=88 ?5@5<5AB8B 
D>:CA : ?5@2>9 =5 ?CAB>9 OG59:5. 

2. �A;8 =5 ?CABKE OG55: =5B, B> :;028H0 A> AB@5;:>9 ?5@5<5AB8B D>:CA 
2 ?>A;54=NN (8;8 ?5@2CN) OG59:C AB>;1F0 (8;8 AB@>:8) 2 7028A8<>AB8 >B 
B>3>, :0:CN :;028HC A> AB@5;:>9 =060BL. 

$568< ?5@5E>40 «2 :>=5F» 2K:;NG05BAO 02B><0B8G5A:8 ?>A;5 =060B8O 
:;028H8 A> AB@5;:>9. !5>1E>48<> A=>20 =068<0BL :;028HC END ?5@54 
=060B85< A;54CNI59 :;028H8 A> AB@5;:>9. �>340 MB>B @568< 2:;NG5=, >= 
>B>1@0605BAO 2 AB@>:5 A>AB>O=8O, >4=0:>, JAWS >1 MB>< <>65B =5 
>?>25I0BL. 

�;0280BC@=0O :><0=40 CTRL +END ?5@5<5I05B D>:CA 2 ?>A;54=NN 
OG59:C =0 ;8AB5, @0A?>;>65==CN 2 A0<>9 =86=59 8A?>;L7C5<>9 AB@>:5 
:@09=53> ?@02>3> 8A?>;L7C5<>3> AB>;1F0. �:;NG5=8O @568<0 ?5@5E>40 «2 
:>=5F» 2 MB>< A;CG05 =5 ?@>8AE>48B. 

�A;8 :C@A>@ =0E>48BAO 2 AB@>:5 D>@<C;, :;0280BC@=0O :><0=40 CTRL 
+END ?5@5<5I05B :C@A>@ 2 :>=5F B5:AB0. 

#@82545< A?8A>: >A=>2=KE :;0280BC@=KE :><0=4 =02830F88 ?> 
B01;8F5: 

#5@5E>4 : A;54CNI59 OG59:5 ;8AB0 3 TAB. 
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#5@5E>4 : ?@54K4CI59 OG59:5 ;8AB0 3 SHIFT +TAB. 
#5@5E>4 =0 >4=C OG59:C 225@E - %&$���� ���$). 
#5@5E>4 =0 >4=C OG59:C 2=87 - %&$���� �!��. 
#5@5E>4 =0 >4=C OG59:C 2;52> - %&$���� ����". 
#5@5E>4 =0 >4=C OG59:C 2?@02> - %&$���� �#$��". 
#5@5E>4 : :@0N B5:CI59 >1;0AB8 40==KE 3 CTRL +:;028H0 A> 

AB@5;:>9. 
#@8 2:;NG5==>< @568<5 SCROLL LOCK ?5@5E>4 : OG59:5 2 ;52>< 

25@E=5< C3;C >:=0 3 HOME +SCROLL LOCK. 
#5@5E>4 : =0G0;C AB@>:8 3 HOME. 
#5@5E>4 : =0G0;C ;8AB0 (2 ;52K9 25@E=89 C3>;) 3 CTRL +HOME. 
#5@5E>4 =0 >48= M:@0= 2=87 3 PAGE DOWN. 
#5@5E>4 =0 A;54CNI89 ;8AB 2 :=835 3 CTRL +PAGE DOWN. 
#5@5E>4 =0 ?@54K4CI89 ;8AB 2 :=835 3 CTRL +PAGE UP. 
#5@5E>4 =0 >48= M:@0= 2?@02> ?> ;8ABC 3 ALT +PAGE DOWN. 
#5@5E>4 =0 >48= M:@0= 225@E - PAGE UP. 
#5@5E>4  =0 >48= M:@0= 2;52> 3 ALT +PAGE UP. 
�;O 1KAB@>3> ?5@5E>40 2 =C6=CN OG59:C <>6=> 8A?>;L7>20BL 480;>3 

"#5@5E>4". �;O 53> 2K7>20 A;54C5B 2>A?>;L7>20BLAO :;028H59 F5, 8;8 
A>G5B0=85< :;028H Ctrl +g. � >B:@K2H5<AO 480;>35 =04> 225AB8 04@5A 
=C6=>9 OG59:8 8 =060BL :;028HC Enter. (>:CA 02B><0B8G5A:8 ?5@5945B 2 
C:070==CN OG59:C. -B>9 2>7<>6=>ABLN C4>1=> ?>;L7>20BLAO 4;O ?5@5E>40 2 
40;5:85 OG59:8 B01;8FK. 

�;O 22>40 B5:AB0 2 0:B82=CN OG59:C, A;54C5B =01@0BL 53> =0 
:;0280BC@5. �A;8 ?@8 22>45 1K;0 4>?CI5=0 >H81:0, B> ?>A;54=89 22545==K9 
A8<2>; <>6=> C40;8BL :;028H59 BackSpace. �A;8 B@51C5BAO >B@540:B8@>20BL 
22545==K9 B5:AB, B> A;54C5B, =0E>4OAL =0 =C6=>9 OG59:5, =060BL :;028HC F2 
8 @540:B8@>20BL 53> :0: 2 B5:AB>2>< @540:B>@5. �;O C40;5=8O A>45@68<>3> 
OG59:8, A;54C5B CAB0=>28BL =0 =55 D>:CA 8 =060BL :;028HC Delete. �A;8 
=0G0BL =018@0BL B5:AB ?>25@E 70?>;=5==>9 OG59:8, =5 ?5@594O 2 @568< 
@540:B8@>20=8O ?> F2, B> =>2K5 40==K5 ?>;=>ABLN 70<5=OB @0=55 
A>45@60I85AO. 

� OG59:5 <>65B A>45@60BLAO =5 B>;L:> B5:AB 8;8 G8A;>2K5 40==K5, => 
8 38?5@AAK;:0 =0 ;N1>9 D09; 8;8 8=B5@=5B-04@5A. #@8 =060B88 :;028H8 
Enter =0 B0:>9 AAK;:5, >1J5:B, =0 :>B>@K9 >=0 C:07K205B, >B:@>5BAO 2 
A>>B25BAB2CNI5< 4;O MB>3> D>@<0B0 40==KE ?@8;>65=88 Windows. 

�;O A>740=8O 38?5@AAK;:8, A;54C5B CAB0=>28BL D>:CA 2 =C6=CN 
OG59:C, 0 70B5< 225AB8 :><0=4C Ctrl +K. � >B:@K2H5<AO 480;>35 «�AB02:0 
38?5@AAK;:8» A;54C5B 2 ?5@2>< ?>;5 225AB8 ?CBL : >1J5:BC 8;8 8=B5@=5B-
04@5A. �0;55, ?5@594O :;028H59 Tab 2 A;54CNI55 ?>;5 @540:B8@>20=8O 
225AB8 B5:AB, :>B>@K9 1C45B >B>1@060BLAO 2 OG59:5 8 =060BL Enter. 

#CABL, =0?@8<5@, =0 48A:5 «D:» 2 :>@=52>9 ?0?:5 =0E>48BAO D09; 
«B5;5D>=K.txt». +B>1K 2 OG59:5 Excel A>740BL 38?5@AAK;:C =0 MB>B D09;, 
<>6=> ?>ABC?0BL ?> A;54CNI5<C 0;3>@8B<C: 
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1. 'AB0=>28B5 D>:CA 2 OG59:C, 2 :>B>@>9 =5>1E>48<> A>740BL 
38?5@AAK;:C. 

 2. $0A:@>9B5 480;>3 «�AB02:0 38?5@AAK;:8» 2254O :><0=4C Ctrl +K. 
3. � ?5@2>< ?>;5 «�4@5A» (MB> ?>;5 ?@54AB02;O5B A>1>9 

:><18=8@>20==K9 @540:B>@) 22548B5 ?CBL : 40==><C D09;C 
«D:\B5;5D>=K.txt». 

4. #5@594O :;028H59 Tab : A;54CNI5<C ?>;N @540:B8@>20=8O, 22548B5 
2 =53> B5:AB, :>B>@K9 1C45B >B>1@060BLAO 2 OG59:5, =0?@8<5@, «&5;5D>==K9 
A?@02>G=8:» 8 =06<8B5 Enter. 

&5?5@L, 5A;8 =060BL Enter 2 OG59:5 A A>740==>9 AAK;:>9, 70?CAB8BAO 
?@>3@0<<0 «�;>:=>B» (Notepad) 8 2 55 >:=5 1C45B >B>1@065=> A>45@68<>5 
D09;0 «&5;5D>=K.txt». �A;8 70:@KBL 1;>:=>B :><0=4>9 Alt +F4, B> D>:CA 
>?OBL >:065BAO 2 B01;8F5 Excel. 

+0AB> 2 B01;8FC B@51C5BAO ?><5AB8BL B5:CICN 40BC 8;8 2@5<O. #@8 
MB>< OG59:0 4>;6=0 8<5BL A>>B25BAB2CNI89 D>@<0B, 8=0G5 Excel <>65B =5 
:>@@5:B=> >1@010BK20BL MBC 40BC 8;8 2@5<O. �;O 2AB02:8 2 0:B82=CN OG59:C 
40BK, A;54C5B 8A?>;L7>20BL :><0=4C Ctrl +; (B>G:0 A 70?OB>9), 0 4;O 2AB02:8 
2@5<5=8 3 :><0=4C Ctrl +Shift +; (B>G:0 A 70?OB>9). 

#><8<> 45AOB8G=KE ?@>3@0<<0 Excel C<55B @01>B0BL A >1K:=>25==K<8 
4@>1O<8. !0?@8<5@, 2 OG59:C <>6=> 225AB8 "1 2/3" (>4=C F5;CN 8 425 
B@5BL8E). Excel <>65B 2K?>;=OBL 459AB28O 8 2K4020BL @57C;LB0B 2 B0:>< 
D>@<0B5. �45AL A;54C5B CG8BK20BL, GB> >1K:=>25==0O 4@>1L A>AB>8B 87 42CE 
G0AB59: F5;>9 8 4@>1=>9. �A;8 C G8A;0 F5;0O G0ABL >BACBAB2C5B, B> =0 5ё <5AB5 
=04> 225AB8 0. !0?@8<5@, "0 1/5" (>4=0 ?OB0O). #@8 MB>< D>@<0B OG55: 4>;65= 
1KBL «4@>1=K9» 8 ?@8 =0AB@>9:5 D>@<0B0 A;54C5B C:070BL =5>1E>48<>5 
:>;8G5AB2> F8D@ 2 7=0<5=0B5;5. 

+0AB> 2AB@5G0NBAO A8BC0F88, 2 :>B>@KE B@51C5BAO =0 @01>G5< ;8AB5 
70?>;=8BL 1>;LH>9 480?07>= >48=0:>2K<8 40==K<8. �;O @5H5=8O MB>9 
7040G8 <>6=> ?>ABC?0BL ?> A;54CNI5<C 0;3>@8B<C: 

1. �K45;8BL =5>1E>48<CN >1;0ABL @01>G53> ;8AB0. 
2. �25AB8 =5>1E>48<K5 40==K5, =0?@8<5@, F8D@C 1. 
3. �25AB8 :;0280BC@=CN :><0=4C Ctrl +Enter. JAWS forWindows 

?@>87=5AёB :>>@48=0BK 2K45;5==>3> 480?07>=0 8 ?@>G8B05B 2254ё==K5 
40==K5. 

#>A;5 2K?>;=5=8O C:070==KE 459AB289, 25AL 2K45;5==K9 480?07>= 
1C45B 70?>;=5= 2254ё==K<8 40==K<8. 

&0:65 1K205B =5>1E>48<> 70?>;=8BL 480?07>= OG55: @07;8G=K<8 
40==K<8, => A2O70==K<8 4@C3 A 4@C3>< ?> >?@545;5==><C ?@028;C. 
!0?@8<5@, ?>;CG8BL 2 AB>;18: 40BK 2A5E ?>=545;L=8:>2, =0G8=0O A 16 0?@5;O 
2018 4> :>=F0 3>40. 

�;O @5H5=8O MB>9 7040G8 <>6=> 2>A?>;L7>20BLAO A;54CNI8< 
0;3>@8B<><: 

1. 'AB0=>28B5 D>:CA 2 ?5@2CN OG59:C =C6=>3> AB>;1F0 (=0?@8<5@, 2 
A1). 
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2. !06<8B5 :;028HC F5 8 2 ?>;5 :><18=8@>20==>3> A?8A:0 «%AK;:0» 
$0A:@K2H53>AO 480;>30 «#5@5E>4» 22548B5 :>>@48=0BK 2K45;O5<>3> 
480?07>=0 (=0?@8<5@, A1:A100). #>A;5 =060B8O :;028H8 Enter, JAWS 
?@>87=5A5B :>>@48=0BK 2K45;5==>3> 480?07>=0. �C4LB5 2=8<0B5;L=K, 
?>A:>;L:C ;N1>5 =5?@028;L=>5 459AB285 <>65B ?@825AB8 : A=OB8N 
2K45;5=8O! 

3. �K7>25B5 480;>3 «(>@<0B OG55:» 2254O :><0=4C Ctrl +1. 
4. !0 2:;04:5 «+8A;>» 2 A?8A:5 G8A;>2KE D>@<0B>2 25@B8:0;L=K<8 

:C@A>@=K<8 AB@5;:0<8 2K15@8B5 «�0B0» 8 =06<8B5 Enter. 
5. � ?5@2>9 OG59:5 480?07>=0 (=0?@8<5@, 2 A1) 22548B5 =0G0;L=CN 40BC 

16.04.2018. 8 ?>2B>@8B5 2K45;5=85 480?07>=0 2 A>>B25BAB288 A ?C=:B>< 2 
40==>3> 0;3>@8B<0. 

6. �:B828@C9B5 2:;04:C «�;02=0O» 2K1@02 55 =0 ;5=B5 8;8 2254O Alt 
+/. 

7. !0 =86=59 ;5=B5 2K15@8B5 3@C??C «$540:B8@>20=85» 8A?>;L7CO 
:><0=4C Ctrl +%B@5;:0 2?@02> 8;8 2254O ?>A;54>20B5;L=> @CAA:85 1C:2K «�» 
8 «�». 

8. �5@B8:0;L=K<8 AB@5;:0<8 2K15@8B5 :><0=4C «#@>3@5AA8O&». �;O 
2K1>@0 MB>9 :><0=4K <>6=> B0:65 8A?>;L7>20BL @CAA:CN 1C:2C «�». 

9. � @0A:@K2H5<AO 480;>35 «#@>3@5AA8O» 2 ?>;5 «,03» C:068B5 
7=0G5=85 7, 0 2 ?>;5 «#@545;L=>5 7=0G5=85» C:068B5 31.12.2018 8 =06<8B5 
Enter. 

� 480;>3>2>< >:=5 «#@>3@5AA8O» 5ABL ?>;5 A G5BK@L<O @048>:=>?:0<8, 
8A?>;L7CO :>B>@K5 <>6=> 70?>;=OBL 2K45;5==K9 480?07>= G8A;>2K<8 
7=0G5=8O<8, >1@07CNI8<8 0@8D<5B8G5A:CN 8;8 35><5B@8G5A:CN 
?@>3@5AA8N. 

"1@0B8B5 2=8<0=85, GB> ?@82545==K5 0;3>@8B<K A>>B25BAB2CNB Excel 
2016 8 JAWS forWindows 18. � 4@C38E 25@A8OE ?@>3@0<< >?8A0=85 459AB289, 
=0720=8O :><0=4, 480;>3>2 8 M;5<5=B>2 C?@02;5=8O <>3CB >B;8G0BLAO >B 
?@82545==KE. 

КBAFDB?PAO9 6BCDBEO 

1. �0: <>6=> 70?CAB8BL ?@>3@0<<C Excel? 
2. �0: A;54C5B @01>B0BL A ;5=B>G=K< <5=N? 
3. +B> B0:>5 B01;8F0? 
4. �0: <>6=> ?5@5<5I0BLAO ?> B01;8F5? 
5. +B> <>6=> 22>48BL 2 OG59:8 B01;8FK? 
6. "?8H8B5 0;3>@8B< 2AB02:8 2 OG59:C 38?5@AAK;:8. 
7. �0: <>6=> @01>B0BL A >1K:=>25==K<8 4@>1O<8? 
8. "?8H8B5 0;3>@8B< 70?>;=5=8O 480?07>=0 >48=0:>2K<8 40==K<8. 
9. "?8H8B5 0;3>@8B< 70?>;=5=8O 480?07>=0 A2O70==K<8 40==K<8. 
 

#CD4:A9A<S 8?S E4@BEFBSF9?PAB7B 6OCB?A9A<S 

1. �0?>;=8B5 AB>;15F A G5B=K<8 G8A;0<8 >B 2 4> 10000. 
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2. �0?>;=8B5 AB>;15F A G;5=0<8 35><5B@8G5A:>9 ?@>3@5AA88. #5@2K9 
G;5= ?@>3@5AA88 @025= 1, 7=0<5=0B5;L @025= 2, G8A;> G;5=>2 3 20. 

3. �0?>;=8B5 AB>;15F A 40B0<8 2A5E 2>A:@5A5=89 B5:CI53> 3>40. 
4. � AB>;1F5 A 2 ?OB8 ?5@2KE OG59:0E @0A?>;>68B5 AAK;:8 =0 ?OBL 

@07;8G=KE WEB-4>:C<5=B>2. WEB-4>:C<5=BK 2K18@0NBAO ?@>872>;L=>. 
 5. %>7409B5 ?@>AB59H89 :0;L:C;OB>@, @01>B0NI89 A >1K:=>25==K<8 

4@>1O<8. � OG59:5 A1 ?><5I05BAO ?5@2>5 A;0305<>5, 2 OG59:5 B1 2B>@>5, 0 2 
OG59:5 C1 4>;6=0 2KG8A;OBLAO AC<<0. 

4.2 $BD@4F<DB64A<9 F45?<JO < GCD46?9A<9 ?<EF4@< 
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#CD4:A9A<S 8?S E4@BEFBSF9?PAB7B 6OCB?A9A<S 

1. � OG59:5 D4 M;5:B@>==>9 B01;8FK 70?8A0=0 D>@<C;0 =C$3 +$B2. �0:>9 284 ?@8>1@5B5B 
D>@<C;0, ?>A;5 B>3> :0: OG59:C D4 A:>?8@CNB 2 OG59:C E3? 

�0@80=BK >B25B0: 

1) =C$4 +$C2 

2) =B$3 +$B3 

3) =D$3 +$B1 

4) =C$2 +$A2 

2. � OG59:5 B2 70?8A0=0 D>@<C;0 =$D$2 +�2. �0:>9 284 1C45B 8<5BL D>@<C;0, 5A;8 
OG59:C B2 A:>?8@>20BL 2 OG59:C �1?  

�0@80=BK >B25B0:   

1) =$D$2 +E2 

2) =$D$2 +C2 
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3) =$D$2 +D2 

4) =$D$2 +D1 

3. � OG59:5 B1 70?8A0=0 D>@<C;0 =2*$A1. �0:>9 284 ?@8>1@5B5B D>@<C;0, ?>A;5 B>3> :0: 
OG59:C B1 A:>?8@CNB 2 OG59:C C2?  

 �0@80=BK >B25B0: 

 1) =2*$B1 

2) =2*$A2 

3) =3*$A2 

4) =3*$B2 

4. � OG59:5 C2 70?8A0=0 D>@<C;0 =$E$3 +D2. �0:>9 284 ?@8>1@5B5B 
D>@<C;0, ?>A;5 B>3> :0: OG59:C C2 A:>?8@CNB 2 OG59:C B1? 

  �0@80=BK >B25B0: 

1) =$E$3 +C1 

2) =$D$3 +D2 

3) =$E$3 +E 

4) =$F$4 +D2 

5. � OG59:5 F7 M;5:B@>==>9 B01;8FK 70?8A0=0 D>@<C;0 =D$12 +$D13. 
�0:>9 284 ?@8>1@5B5B D>@<C;0, ?>A;5 B>3> :0: OG59:C F7 A:>?8@CNB 2 
OG59:C G8? 

  �0@80=BK >B25B0: 

1) =C$12 +$D11 

2) =D$11 +$C13 

3) =D$13 +$E13 

4) =E$12 +$D14 

6. � OG59:5 �1 M;5:B@>==>9 B01;8FK 70?8A0=0 D>@<C;0 =D1 -$D2. 
�0:>9 284 ?@8>1@5B5B D>@<C;0 ?>A;5 B>3>, :0: OG59:C �1 A:>?8@CNB 2 
OG59:C B1?  

 �0@80=BK >B25B0: 
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1) =E1 -$E2 

2) =E1 -$D2 

3) =E2 -$D2 

4) =D1 -$E2 

7. �0= D@03<5=B M;5:B@>==>9 B01;8FK. �7 OG59:8 D2 2 OG59:C E1 1K;0 
A:>?8@>20=0 D>@<C;0. #@8 :>?8@>20=88 04@5A0 OG55: 2 D>@<C;5 
02B><0B8G5A:8 87<5=8;8AL. �0:8< AB0;> G8A;>2>5 7=0G5=85 D>@<C;K 2 
OG59:5 E1? 

  

A C D E 

1 
0 

1
00 

1000  

2 
0 

2
00 

=$B
2 +C$3 

2
0000 

3 
0 

3
00 

3000 
3

0000 

4 
0 

4
00 

4000 
4

0000 

 

8. �0= D@03<5=B M;5:B@>==>9 B01;8FK. �7 >4=>9 87 OG55: 480?07>=0 
B1:B4 2 >4=C 87 OG55: 480?07>=0 A1:A4 1K;0 A:>?8@>20=0 D>@<C;0. #@8 
MB>< 04@5A0 2 D>@<C;5 02B><0B8G5A:8 87<5=8;8AL 8 G8A;>2>5 7=0G5=85 2 
OG59:5, :C40 ?@>872>48;>AL :>?8@>20=85, AB0;> @02=K< 42. � :0:CN OG59:C 
1K;0 A:>?8@>20=0 D>@<C;0?  

  

B 

= D$1 
+ $D1 0 00 

= D$2 
+ $D2 2 0 00 

= D$3 
+ $D3 52 0 00 

= D$4 
+ $D4 52 0 00 
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9. � OG59:8 480?07>=0 C2:F6 M;5:B@>==>9 B01;8FK 70?8A0=K G8A;0, :0: 
?>:070=> =0 @8AC=:5 1. � OG59:5 B3 70?8A0;8 D>@<C;C =C$5 +$D4. #>A;5 
MB>3> OG59:C B3 A:>?8@>20;8 2 OG59:C C1. �0:>5 G8A;> 1C45B ?>:070=> 2 
OG59:5 C1? 

10. � OG59:8 480?07>=0 C2:F6 M;5:B@>==>9 B01;8FK 70?8A0=K G8A;0, 
:0: ?>:070=> =0 @8AC=:5 1. � OG59:5 C1 70?8A0;8 D>@<C;C =F$2 +$E3. #>A;5 
MB>3> OG59:C C1 A:>?8@>20;8 2 OG59:C A3. �0:>5 G8A;> 1C45B ?>:070=> 2 
OG59:5 A3?  

11. � OG59:8 480?07>=0 C2:F6 M;5:B@>==>9 B01;8FK 70?8A0=K G8A;0, 
:0: ?>:070=> =0 @8AC=:5 1. � OG59:5 B3 70?8A0;8 D>@<C;C =C$4 +$D5. #>A;5 
MB>3> OG59:C B3 A:>?8@>20;8 2 OG59:C C1. �0:>5 G8A;> 1C45B ?>:070=> 2 
OG59:5 C1?  

12. � OG59:5 B11 M;5:B@>==>9 B01;8FK 70?8A0=0 D>@<C;0. -BC D>@<C;C 
A:>?8@>20;8 2 OG59:C A10. � @57C;LB0B5 7=0G5=85 2 OG59:5 A10 2KG8A;O5BAO 
?> D>@<C;5 x -3y, 345 x 4 7=0G5=85 2 OG59:5 C22, 0 y 4 7=0G5=85 2 OG59:5 
D22. ':068B5, :0:0O D>@<C;0 <>3;0 1KBL =0?8A0=0 2 OG59:5 B11. 

 �0@80=BK >B25B0: 

1) =C22 -3*D22 

2) =$C22 -3*$D22 

3) =C$22 -3*D$22 

4) =D$22 -3*$D23 

13. � OG59:5  21 M;5:B@>==>9 B01;8FK 70?8A0=0 D>@<C;0. -BC 
D>@<C;C A:>?8@>20;8 2 OG59:C L22. � A>>B25BAB288 A D>@<C;>9, ?>;CG5==>9 
2 OG59:5 L22, 7=0G5=85 2 MB>9 OG59:5 @02=> ?@>872545=8N 7=0G5=89 2 OG59:0E 
B36 8 A37. !0?8H8B5, A:>;L:> 87 A;54CNI8E G5BK@ёE CB25@645=89 =5 
?@>B82>@5G0B MB8< 40==K<. 

 A) �=0G5=85 2 OG59:5  21 @02=> x*y, 345 x 4 7=0G5=85 2 OG59:5 B36, 0 Y 4 7=0G5=85 2 
OG59:5 A37. 

�) �=0G5=85 2 OG59:5  21 @02=> x*y, 345 x 4 7=0G5=85 2 OG59:5 C35, 0 y 4 7=0G5=85 2 
OG59:5 A37. 

�) �=0G5=85 2 OG59:5  21 2KG8A;O5BAO ?> D>@<C;5 x*y, 345 x 4 7=0G5=85 2 OG59:5 C36, 0 
y 4 7=0G5=85 2 OG59:5 �36. 

�) �=0G5=85 2 OG59:5  21 @02=> X2 , 345 x 4 7=0G5=85 2 OG59:5 B36. 
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14. � OG59:5 F15 M;5:B@>==>9 B01;8FK 70?8A0=0 D>@<C;0. -BC D>@<C;C 
A:>?8@>20;8 2 OG59:C E14. � @57C;LB0B5 7=0G5=85 2 OG59:5 E14 2KG8A;O5BAO 
?> D>@<C;5 x +2y, 345 x 4 7=0G5=85 2 OG59:5 C42, 0 y 4 7=0G5=85 2 OG59:5 
D42. ':068B5, :0:0O D>@<C;0 !� <>3;0 1KBL =0?8A0=0 2 OG59:5 F15.  

 1) =$C$42 +2*$D$42 

2) =$C43 +2*E$42 

3) =C42 +2*D42 

4) =D$42 +2*$D43 

15. � OG59:5 D5 M;5:B@>==>9 B01;8FK 70?8A0=0 D>@<C;0. -BC D>@<C;C 
A:>?8@>20;8 2 OG59:C C4. � @57C;LB0B5 7=0G5=85 2 OG59:5 C4 2KG8A;O5BAO ?> 
D>@<C;5 3x +y, 345 x 4 7=0G5=85 2 OG59:5 C22, 0 y 4 7=0G5=85 2 OG59:5 D22. 
':068B5, :0:0O D>@<C;0 !� <>3;0 1KBL =0?8A0=0 2 OG59:5 D5.  

 1) =3*C22 +D22 

2) =3*$C$22 +$D$22 

3) =3*D$22 +$D23 

4) =3*$C23 +E$22 

16. � OG59:5 �15 M;5:B@>==>9 B01;8FK 70?8A0=0 D>@<C;0. -BC D>@<C;C 
A:>?8@>20;8 2 OG59:8 D17 8 C18. � A>>B25BAB288 A D>@<C;>9, ?>;CG5==>9 2 
OG59:5 D17, 7=0G5=85 2 MB>9 OG59:5 @02=> @07=>AB8 7=0G5=89 2 OG59:0E D32 8 
C32; 2 A>>B25BAB288 A D>@<C;>9, ?>;CG5==>9 2 OG59:5 C18, 7=0G5=85 2 MB>9 
OG59:5 @02=> @07=>AB8 7=0G5=89 2 OG59:0E D33 8 B32. ':068B5, :0:0O 
D>@<C;0 <>3;0 1KBL =0?8A0=0 2 OG59:5 �15. 

1) =�$32 −$D30 

2) =$D$32 −$B$32 

3) =$D$31 −$C$32 

4) =$D30 −D$32 

 

4.4  45BF4 E 8<47D4@@4@< < 7D4H<>4@< E CB@BщPR CDB7D4@@O 
JAWS forWindows 
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#@>3@0<<0 @01>BK A M;5:B@>==K<8 B01;8F0<8 Excel ?@54>AB02;O5B 
B0:65 8 =5>1E>48<K9 DC=:F8>=0; 4;O ?>AB@>5=8O 4803@0<< 8 3@0D8:>2. �;O 
?>AB@>5=8O 3@0D8:0 =5:>B>@>9 DC=:F88 =5>1E>48<> 2K?>;=8BL A;54CNI85 
H038: 

1. �040BL >1;0ABL >?@545;5=8O 40==>9 DC=:F88. �;O MB>3> =04> 2 
=0G0;L=>9 OG59:5 480?07>=0, 2 :>B>@>< 1C4CB =0E>48BAO 7=0G5=8O 
0@3C<5=B0 DC=:F88, 225AB8 ?5@2>5 7=0G5=85 =57028A8<>3> 0@3C<5=B0, 0 
40;55 70?>;=8BL >AB0;L=K5 OG59:8 A ?><>ILN 0@8D<5B8G5A:>9 
?@>3@5AA88. 

2. �040BL >1;0ABL 7=0G5=89 40==>9 DC=:F88. �;O MB>3> A;54C5B 2 
=0G0;L=>9 OG59:5 480?07>=0, ?@54=07=0G5==>3> 4;O E@0=5=8O >1;0AB8 
7=0G5=89, 225AB8 D>@<C;C 4;O @0AGёB0 5ё 7=0G5=8O. � =0 >AB0;L=K5 OG59:8 
>1;0AB8 7=0G5=89 @0A?@>AB@0=8BL MBC D>@<C;C A ?><>ILN A?5F80;L=>9 
2AB02:8. 
3. #>AB@>8BL 3@0D8:. �;O MB>3> A;54C5B 2K45;8BL 480?07>=, 

A>45@60I89 5ё >1;0ABL >?@545;5=8O 8 >1;0ABL 7=0G5=89, 0 70B5< 
2>A?>;L7>20BLAO 3@C??>9 «�803@0<<0» =0 2:;04:5 «�AB02:0» ;5=BK <5=N. � 
480;>3>2>< >:=5 «�AB02:0 4803@0<<K» A;54C5B =0 2:;04:5 «�A5 4803@0<<K» 
2K1@0BL 87 A?8A:0 :><0=4C «�@0D8:». 

#CABL, =0?@8<5@, =5>1E>48<> ?>AB@>8BL 3@0D8: DC=:F88 Y =X3 +2 =0 
>B@57:5 [-5;5]. �;O MB>3> <>6=> ?>ABC?0BL ?> A;54CNI5<C 0;3>@8B<C: 

1. $07<5AB8< 2 AB>;1F5 A 7=0G5=8O 0@3C<5=B0 A H03>< 0,1. �;O MB>3> 
2 OG59:5 A1 C:065< =0G0;L=>5 7=0G5=85 -5, 0 70B5< 2>A?>;L7C5<AO 
0@8D<5B8G5A:>9 ?@>3@5AA859 A H03>< 0,1 8 ?@545;L=K< 7=0G5=85< 5 (>1 
MB>< ?>4@>1=> 1K;> @0AA:070=> 2 ?0@03@0D5 1 MB>9 3;02K). B0:8< >1@07><, 
480?07>= A1:A101 1C45B 70?>;=5= 7=0G5=8O<8 0@3C<5=B0 X.  
2. � OG59:5 B1 22545< D>@<C;C =A1^3 +2 @0AGёB0 7=0G5=8O 40==>9 

DC=:F88. 
3. %:>?8@C5< 2 1CD5@ >1<5=0 A>45@68<>5 OG59:8 B1 8 2254O :><0=4C 

F5 >B:@>5< 480;>3>2>5 >:=> "#5@5E>4". � MB>< 480;>35  C:07K205< 480?07>= 
B1:B101 4;O @07<5I5=8O >1;0AB8 7=0G5=89 DC=:F88. #>A;5 =060B8O 
:;028H8 Enter 40==K9 480?07>= 1C45B 2K45;5=. 

4. �K7K205< :>=B5:AB=>5 <5=N 8 2 =5< 2K18@05< :><0=4C 
"%?5F80;L=0O 2AB02:0&". � @0A:@K2H5<AO 480;>35 2 3@C??5 @048>:=>?>: 
2K18@05< 20@80=B "(>@<C;K" 8 =068<05< =0 :=>?:C ""�". &5?5@L 2 
480?07>=5 B1:B101 @0A?>;>65=K 7=0G5=8O 40==>9 DC=:F88. 

5. �K45;O5< 480?07>= A1:B101 A ?><>ILN :;0280BC@=>9 :><0=4K F5. 
�K45;5==K9 480?07>= A>45@68B >1;0ABL >?@545;5=8O 8 >1;0ABL 7=0G5=89 
40==>9 DC=:F88. 

6. �:B828@C5< 2:;04:C «�AB02:0» 8 2 3@C??5 «�803@0<<K» 2K18@05< 
:><0=4C «�AB028BL 4803@0<<C». �;O 2K?>;=5=8O MB>3> ?C=:B0 0;3>@8B<0 
<>6=> A=0G0;0 225AB8 :><0=4C Alt +%, 0 70B5< 225AB8 ?>A;54>20B5;L=> 1C:2C 
«Ы» 8 F8D@C «1». 
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7. � @0A:@K2H5<AO 480;>35 «�AB02:0 4803@0<<K» ?5@5E>48< =0 
2:;04:C «�A5 4803@0<<K» 8 2K18@05< 87 A?8A:0 :><0=4C «�@0D8:». 

#>A;5 2K?>;=5=8O 2A5E H03>2 0;3>@8B<0 =0 @01>G5< ;8AB5 1C45B 
?>AB@>5=0 :C18G5A:0O ?0@01>;0, O2;ONI0OAO 3@0D8:>< 40==>9 DC=:F88. 

� Excel <>6=> AB@>8BL =5 B>;L:> 3@0D8:8 DC=:F89, => 8 4803@0<<K. 
$0AA<>B@8< 2 :0G5AB25 ?@8<5@0 :@C3>2CN 4803@0<<C. :@C3>20O 4803@0<<0 
?@54=07=0G5=0 4;O >F5=:8 4>;59 M;5<5=B>2 2 >1I5< :>;8G5AB25. �803@0<<0 
8<5==> B0:>3> 2840 2AB@5G05BAO 2 �48=>< �>AC40@AB25==>< -:70<5=5 ?> 
8=D>@<0B8:5. #@>F54C@0 ?>AB@>5=8O 4803@0<<K 7=0G8B5;L=> ?@>I5, G5< 
?@>F54C@0 ?>AB@>5=8O 3@0D8:0 DC=:F88. 

#CABL, =0?@8<5@, B@51C5BAO =03;O4=> ?@>45<>=AB@8@>20BL 
:>;8G5AB25==>5 A>>B=>H5=85 ?>154, ?>@065=89 8 <0BG59, 7025@H82H8EAO 2 
=5GLN =5:>B>@>9 DCB1>;L=>9 :><0=4K. � OG59:C A1 70=>A8< :>;8G5AB2> 
?>154 (=0?@8<5@, 12), 2 OG59:C B1 70=>A8< :>;8G5AB2> ?>@065=89 (=0?@8<5@, 
5), 0 2 OG59:C C1 3 :>;8G5AB2> =5G59=KE @57C;LB0B>2 (=0?@8<5@, 3). �0B5< 
2K45;O5< MB8 B@8 OG59:8 8 =0 2:;04:5 «�AB02:0» 2 3@C??5 «�803@0<<0» 
2K7K205< 480;>3>2>5 >:=> «�AB02:0 4803@0<<K». � MB>< 480;>35 2K18@05< 
:@C3>2CN 4803@0<<C 8 =068<05< Enter. !0 @01>G5< ;8AB5 ?>O28BAO :@C3, 
@0745;5==K9 =0 B@8 A5:B>@0, ?@>?>@F8>=0;L=K5 ?> ?;>I048 
A>>B25BAB2CNI8< 25;8G8=0<. 

�;O @01>BK A 4803@0<<0<8 C4>1=> ?>;L7>20BLAO A;54CNI8<8 
:><0=40<8 ?@>3@0<<K JAWSforWindows: 

2K1@0BL >1J5:B =0 ;8AB5 3 Ctrl +Shift +O; 
�K1@0BL 0:B82=CN 4803@0<<C =0 B5:CI5< ;8AB5 3 Ins +Alt+C; 
�K25AB8 2K1@0==CN 0:B82=CN 4803@0<<C 2 >:=5 28@BC0;L=>3> 

?@>A<>B@0 3 Ctrl +Ins +C. 
$0AA<>B@8< ?@8<5@ @5H5=8O B8?8G=>9 7040G8. 
 
#@8<5@ 1. �0= D@03<5=B M;5:B@>==>9 B01;8FK: 

 

A B C 
 3 4 

=(A1 
+B1+2)/(C1 3B1) 

=(2*C1 
32)/A1 

=B1*C1/(B
1 3A1) 

  

�0:>5 F5;>5 G8A;> 4>;6=> 1KBL 70?8A0=> 2 OG59:5 A1, GB>1K 
?>AB@>5==0O ?>A;5 2K?>;=5=8O 2KG8A;5=89 4803@0<<0 ?> 7=0G5=8O< 
480?07>=0 OG55: A2:C2 ?>:07K20;0 @025=AB2> MB8E 7=0G5=89? 
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$5H5=85: �7 CA;>28O A;54C5B, GB> 7=0G5=8O 2A5E B@ёE OG55: 480?07>=0 
A2:C2 @02=K. #@8@02=O5< 7=0G5=8O 2 OG59:0E A2 8 B2. �;O ?@>AB>BK 70?8A8 
>1>7=0G8< 8A:><>5 7=0G5=85 2 OG59:5 A2 G5@57 x. 

(x +3 +2)/(4 -3) =(2*4 -2)/x. #>A;5 C?@>I5=8O ?>;CG05<: x 35 =6/x. �7 D>@<C;K, 
70?8A0==>9 2 OG59:5 B2 A;54C5B, GB> 2 OG59:5 A1 =5 <>65B =0E>48BLAO G8A;> 0. #>MB><C 
8<55< ?@02> C<=>68BL >15 G0AB8 C@02=5=8O =0 x 8 @5H8< ?>;CG5==>5 :204@0B=>5 
C@02=5=85: x2 +5x =6. �0==>5 C@02=5=85 8<55B 420 :>@=O: -6 8 1.  

#>4AB028< :064K9 :>@5=L 2<5AB> A1 2 D>@<C;K, ?><5Iё==K5 2 OG59:8 B2 8 C2 8 
A@02=8< 8E. 

6/A1 =12/(3 3A1). 

�;O A1 =-6: 6/(-6) =12/(3 3(-6)), 

-1 =12/9. -B> @025=AB2> =525@=>5. 

�;O A1 =1: 

6/1 =12/(3 31), 6 = 6. -B> @025=AB2> O2;O5BAO 25@=K<. 

�48=AB25==K< 7=0G5=85< 4;O OG59:8 A1 O2;O5BAO F5;>5 G8A;> 1. 

"B25B: 1. 

 

КBAFDB?PAO9 6BCDBEO 

1. +B> B0:>5 3@0D8: DC=:F88? 
2. "?8H8B5 0;3>@8B< ?>AB@>5=8O 3@0D8:0 DC=:F88. 
3. +B> B0:>5 4803@0<<0? 
4. "?8H8B5 0;3>@8B< ?>AB@>5=8O 4803@0<<K. 
 

#CD4:A9A<S 8?S E4@BEFBSF9?PAB7B 6OCB?A9A<S 

1. �0= D@03<5=B M;5:B@>==>9 B01;8FK: 
  

A B C 

2
 

2 

=
B2 

=(B1
-2)/A1 

=
B2+C1 

  
�0:>5 F5;>5 G8A;> 4>;6=> 1KBL 70?8A0=> 2 OG59:5 B1, GB>1K ?>AB@>5==0O 

?>A;5 2K?>;=5=8O 2KG8A;5=89 4803@0<<0 ?> 7=0G5=8O< 480?07>=0 OG55: 
�2:C2 A>>B25BAB2>20;0 @8AC=:C 2? 

2. �0= D@03<5=B M;5:B@>==>9 B01;8FK: 
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A B C 

2 4 
 

=(B13
A1)/2 

= 23
A1/2 

=(C13
A1)*234 

  
�0:>5 F5;>5 G8A;> 4>;6=> 1KBL 70?8A0=> 2 OG59:5 C1, GB>1K ?>AB@>5==0O 

?>A;5 2K?>;=5=8O 2KG8A;5=89 4803@0<<0 ?> 7=0G5=8O< 480?07>=0 OG55: 
A2:C2 A>>B25BAB2>20;0 @8AC=:C 2? �725AB=>, GB> 2A5 7=0G5=8O 480?07>=0, ?> 
:>B>@K< ?>AB@>5=0 4803@0<<0, 8<5NB >48= 8 B>B 65 7=0:. 
3. �0= D@03<5=B M;5:B@>==>9 B01;8FK: 

  

A B C 

2 
 =

A1+1 

=C1
-B1 

=(3*B1
+C1)/3 

=
B2+A1 

  
�0:>5 G8A;> 4>;6=> 1KBL 70?8A0=> 2 OG59:5 B1, GB>1K ?>AB@>5==0O ?>A;5 

2K?>;=5=8O 2KG8A;5=89 4803@0<<0 ?> 7=0G5=8O< 480?07>=0 OG55: A2:C2 
A>>B25BAB2>20;0 @8AC=:C 2? �725AB=>, GB> 2A5 7=0G5=8O 480?07>=0, ?> 
:>B>@K< ?>AB@>5=0 4803@0<<0, 8<5NB >48= 8 B>B 65 7=0:. 
4.�0= D@03<5=B M;5:B@>==>9 B01;8FK: 

  

A B C 

5 
 =

A1*2 

=(B1
-A1)/2 

=
B1-C1 

=
B2+A1 

  
�0:>5 G8A;> 4>;6=> 1KBL 70?8A0=> 2 OG59:5 B1, GB>1K ?>AB@>5==0O ?>A;5 

2K?>;=5=8O 2KG8A;5=89 4803@0<<0 ?> 7=0G5=8O< 480?07>=0 OG55: �2:C2 
A>>B25BAB2>20;0 @8AC=:C 2? �725AB=>, GB> 2A5 7=0G5=8O 480?07>=0, ?> 
:>B>@K< ?>AB@>5=0 4803@0<<0, 8<5NB >48= 8 B>B 65 7=0:. 

5.�0= D@03<5=B M;5:B@>==>9 B01;8FK: 
  

A B C 
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3 
 =

A1*9 

=
B1/A1 

=
C1/B1 

=
B2+A1 

  
�0:>5 G8A;> 4>;6=> 1KBL 70?8A0=> 2 OG59:5 B1, GB>1K ?>AB@>5==0O ?>A;5 

2K?>;=5=8O 2KG8A;5=89 4803@0<<0 ?> 7=0G5=8O< 480?07>=0 OG55: A2:C2 
A>>B25BAB2>20;0 @8AC=:C 2? �725AB=>, GB> 2A5 7=0G5=8O 480?07>=0 A1:C2 
8<5NB >48= 8 B>B 65 7=0:. 

 
 

 

 
$8A. 2. 
 

 
 

!C<EB> ?<F9D4FGDO 

1. �>@<4B86=>-?@46>6ы9 4:Bы: 

 

 A B C D E F 

1       

2   1 10 100 1000 

3   2 20 200 2000 

4   3 30 300 3000 

5   4 40 400 4000 

6   5 50 500 5000 

 $8A. 1. 
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