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       -

 ,    ,  
   - . 

,   ,     
 .      -

       
 .

  ,  ,      , -
      —   . 

        — -
   ,     -

,         
  . .

       
.         

    ,    , 
      .

,    ,   -
     . ,   -

   ,  ,     
  .

   .    
    ,   

        -
  ,   

   .   
   .   

  .

Èìÿ ôàéëà
     “ ”.   

  ,   ,   
      .   

Windows       260 ,
   , ,    

,   .  -
  ,   260      
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 . ,     
  C:\My_Documents\Dummies\Laptops_Quick_Refe-
rence\Second_Edition\,     63 .

        ,
  , , ,     -

 ,     25 .  -
 ,       :

* /\ : " ? | < >

     ,  
 ,      -

 .       
 ,    _ _ .

        ,   
 ,      

 .  , ,  ,   
_ _ . ,  Windows    -
,      _ _    -

       .

  —     
    ; ,    ,

  ,    -
,         -

,  _ _ _7.  -
     ,  ,

    ,    -
         .

      .

Çíà÷îê
 —   ,   Windows 

.         
  .   Windows-   -

   .

Ðàçìåð ôàéëà
       , -

  .     Windows,  
 (My Documents)    (Open), 
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   -  .   -
  ,       

 ,       
 (Properties).

Äàòà ñîçäàíèÿ ôàéëà
         

.

Äàòà èçìåíåíèÿ ôàéëà
   ,      -
 .

Àòðèáóòû
      (Read-only), 

        -
 ,  (Hidden),    

  ,       -
, ,      .

Ðàñøèðåíèå èìåíè ôàéëà
   ,     -

,     ,    , 
 ,      -

 .      ,
        ;  

     -
         .

     
   .

Ðàñøèðåíèå Îïèñàíèå
.BMP Ôîðìàò ãðàôè÷åñêîãî ðàñòðîâîãî èçîáðàæåíèÿ íèçêîãî

ðàçðåøåíèÿ; ïðåäíàçíà÷åí äëÿ õðàíåíèÿ êàðòèíîê, çíà÷êîâ è
ôîòîãðàôèé, èñïîëüçóåìûõ íà âåá-ñàéòàõ è â íåêîòîðûõ äðóãèõ
ãðàôè÷åñêèõ ïðèëîæåíèÿõ

.COM Êîìàíäíûé ôàéë, ðàçíîâèäíîñòü ïðîãðàììû

.DOC Äîêóìåíò òåêñòîâîãî ïðîöåññîðà, îáû÷íî òàêîãî, êàê Microsoft
Word, õîòÿ îòêðûâàòü òàêèå ôàéëû, à òàêæå ðàáîòàòü ñ íèìè ìîãóò
è äðóãèå òåêñòîâûå ðåäàêòîðû
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Ïðîäîëæåíèå òàáëèöû

Ðàñøèðåíèå Îïèñàíèå
.DOCX Íîâåéøèé ôàéëîâûé ôîðìàò äëÿ äîêóìåíòîâ Word, âîçíèêøèé ñ

ïîÿâëåíèåì Office 2007; ýòè ôàéëû îáû÷íî ìåíüøå ïî ðàçìåðó, à
òàêæå ìåíüøå ïîäâåðæåíû ïîâðåæäåíèþ ïî ñðàâíåíèþ ñ áîëåå
ðàííèìè ôîðìàòàìè

.GIF Îáùèé ãðàôè÷åñêèé ôîðìàò; òðåáóåò îòíîñèòåëüíî ìàëî ìåñòà äëÿ
õðàíåíèÿ ðèñóíêîâ è çíà÷êîâ — â îñíîâíîì èç-çà òîãî, ÷òî åãî
öâåòîâàÿ ïàëèòðà íàñ÷èòûâàåò íå áîëüøå 256 îòòåíêîâ

.HTM Ôàéë, ñîçäàííûé íà ÿçûêå ãèïåðòåêñòîâîé ðàçìåòêè äîêóìåíòà.
Ñîäåðæèò èíñòðóêöèè ïî îòîáðàæåíèþ âåá-ñòðàíèöû, ïóáëèêóåìîé
â Èíòåðíåòå. Åùå ìîæåò áûòü ïðåäñòàâëåí êàê .html

.JPG Ãðàôè÷åñêèé ôîðìàò, ðàçðàáîòàííûé îðãàíèçàöèåé JPEG (Joint
Photographic Experts Group — Îáúåäèíåííàÿ ãðóïïà ýêñïåðòîâ â
îáëàñòè ôîòîãðàôèè) è èñïîëüçóþùèé àëãîðèòì ñæàòèÿ äëÿ
óìåíüøåíèÿ ðàçìåðà ôàéëîâ

.MID Ôîðìàò öèôðîâîãî èíòåðôåéñà ìóçûêàëüíûõ èíñòðóìåíòîâ,
ïðåäíàçíà÷åííûé äëÿ ïåðåäà÷è öèôðîâûõ èíñòðóêöèé MIDI-
èíñòðóìåíòó

.PDF Ôîðìàò ïåðåíîñèìûõ äîêóìåíòîâ, ðàçðàáîòàííûé äëÿ
èñïîëüçîâàíèÿ ñ ïðîãðàììîé Adobe Acrobat è ñîâìåñòèìûìè ñ íåé
ïðîãðàììíûìè ïðîäóêòàìè; â òàêèõ ôàéëàõ ìîæíî õðàíèòü
èçîáðàæåíèÿ, àíèìàöèþ, òåêñò è çâóê

.PIF Ôàéë ñ èíôîðìàöèåé, èçâëåêàåìîé ïðîãðàììîé, êîòîðûé
ñîäåðæèò äàííûå èäåíòèôèêàöèè äðàéâåðîâ; äðàéâåðû ïîçâîëÿþò
â ïîëíîé ìåðå èñïîëüçîâàòü â îïåðàöèîííîé ñèñòåìå âñå
âîçìîæíîñòè êîìïüþòåðíîãî îáîðóäîâàíèÿ

.PPT Ïðåçåíòàöèÿ Microsoft PowerPoint

.PPTX Íîâåéøèé ôàéëîâûé ôîðìàò äëÿ ïðåçåíòàöèé PowerPoint,
âîçíèêøèé ñ ïîÿâëåíèåì Office 2007; ýòè ôàéëû îáû÷íî ìåíüøå ïî
ðàçìåðó, à òàêæå ìåíüøå ïîäâåðæåíû ïîâðåæäåíèþ ïî ñðàâíåíèþ
ñ áîëåå ðàííèìè ôîðìàòàìè

.RTF Ðàñøèðåííûé òåêñòîâûé ôîðìàò. Ýòî óíèâåðñàëüíûé òåêñòîâûé
ôîðìàò, êîòîðûé íå çàâèñèò îò ïðèìåíÿåìîãî òåêñòîâîãî
ðåäàêòîðà

.TIF Òåãîâûé ôîðìàò ôàéëîâ èçîáðàæåíèé, ïðèìåíÿåìûé äëÿ õðàíåíèÿ
ôàéëîâ èçîáðàæåíèé áåç ïðèìåíåíèÿ ñæàòèÿ

.TXT Ïðîñòîé òåêñò èç ðåäàêòîðà èëè òåêñòîâîãî ïðîöåññîðà áåç
ôîðìàòèðîâàíèÿ, çàäàþùåãî ïðèìåíÿåìûå øðèôòû, ïîëÿ è äðóãèõ
ïàðàìåòðû

.WAV Çâóêîâîé ôàéë; ýòîò ôîðìàò èñïîëüçóåòñÿ âî ìíîãèõ ìóçûêàëüíûõ
ïðîãðàììàõ

.XLS Ðàáî÷èé ëèñò Microsoft Excel
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Îêîí÷àíèå  òàáëèöû

Ðàñøèðåíèå Îïèñàíèå
.XSLX Íîâåéøèé ôàéëîâûé ôîðìàò äëÿ ðàáî÷èõ êíèã Excel, âîçíèêøèé

ñ ïîÿâëåíèåì Office 2007; ýòè ôàéëû îáû÷íî ìåíüøå ïî ðàçìåðó,
à òàêæå ìåíüøå ïîäâåðæåíû ïîâðåæäåíèþ ïî ñðàâíåíèþ ñ áîëåå
ðàííèìè ôîðìàòàìè

.ZIP Ôàéë, ñæàòûé ñ ïîìîùüþ àðõèâàòîðà WinZip èëè PKZip; â õîäå
ñæàòèÿ èíôîðìàöèÿ ôàéëîâ íå òåðÿåòñÿ

Ïðîñìîòð äåòàëüíûõ ñâåäåíèé î ôàéëå
       -

  Windows (Windows Explorer).  -
     

,   .  ,   ,
       .

,      Windows
 ,      

 ,  , , ,  , , -
,  ,    . (

  ,     -
,      ,   

       .)
      ( . 7.1), 

        
  .   , ,  -

     ,   
   .
 ,       

   .    .

      . ,
 ,      

,     (Name).  
         .

  .    
    .

  .     -
    ,   
,  ,   .

172



Ðàáîòà ñ ôàéëàìè 173

     .
   ,    -

  .

Ðèñ. 7.1

      -
   ,     

   (     ).  
  .

 1.         , -
     (My Documents),  

(My Pictures),   (My Music)    
Windows.

 2.         -
  (More).

 3.         
,     .

      ,    , -
 ,     

  . (     ; -
   ,     

.)
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 4.     ,  
     ,  

    (Move Up)   (Move Down).

     ,
       . ,

,    -
,    , -

      .

 5.    OK,    
 Windows.

         Windows Vista
     .

 1.    Windows.

 2.     <Alt>.

 3.      (View
Choose Details),    . 7.2.

Ðèñ. 7.2
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Ïðîñìîòð ñâîéñòâ ôàéëà
      ,  
         .

       ,  -
  . (     

 ,       .     -
,       

 (Save As), . .    ,    
,     .)

       
 .

    ,  
  .

    ,   -
    . , -

    “ ”  
     TIF  JPG,

        -
 .

    ,    
       

 .     
,       ,

    .

  ,    
,        -

 .     ,  
     , 

      . -
     —  

(  )      (Loca-
tion)       

    .

    ,   - 
 (     

)      .  ,
 1   1024 , ,   ,
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     -  -
    . ( , 

  1     
1048576 .)

        -
, . . ,     . 

     —  ,
 - , -   DVD —  

    .   ,   -
   ,    . -

,    512 ,    540 
(552960 ),      .  

   ,    — -
  .

   ,  -
  ,   -

.    Word,    -
    89,0 . -

    ,    1024  89.
     

 91136.       -
 ,     , —

92 ,   94208 .  , 
   Word -

  3072 ,    -
 . ,  89  

94028 .

    ,    -
 , —   ,     -

  .  ,       
        
    .

   
 Windows XP  Windows Vista   -

 Windows       
. ,        -

,   .

ТЕХНИЧЕСКИЕ

П

ОДРОБНОСТИ
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 1.   <Windows>,    
 (Computer).

 2.       , 
   ,      .

 3.   ,      .

 4.     (Open With).

 5.  ,     -
   .

 6.    OK.

         
.       -

 (Choose Default Program).     
(Browse)    ,     -

.  ,         -
     ,   

      
(Always Use the Selected Program to Open This Kind of File).

    Windows XP   -
         

.        ,
  .

 1.      (Control Panel).

 2.       (Folder Options).

 3.      (File Types).

 4.     (New).

 5.        .

 6.     (Advanced).

 7.       , 
    (Associated File Type).

  ,    
(  Windows XP),   .

 1.     .

 2.      .

 3.     .
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 4.       
    .

 5.      (Open With), -
    (Change).

 6.        OK.

 Windows Vista    ,
  ,    .  -

     
   (Programs Default Programs).

 
   :    -  -

      ,     .
  ,   ,  ,

    ,    .
       -

    ;    -
        -

 . ( ,       -
   .)

Áûñòðûé ïîèñê â Windows Vista
     Windows Vista  

  Windows XP.     Windows Vista
        <Windows>

(  ),       
 ,       

(Start Search).       (   )  -
-   ,   .

 Vista     ,
       .

    ,    
 .

Äåòàëèçèðîâàííûé ïîèñê â Windows Vista è XP
  Windows XP    ,  

     .
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Windows Vista     (Advanced
Search).         

  Windows (  , , 
 ),     <F3>.

 Windows XP     -
 .

    (Start)    .

      
(Windows Explorer),      (My Com-
puter),   (My Documents),   (My
Music)    (My Pictures),   

   :

 •     (Search);

 •   <F3>;

 •    <Ctrl+E>;

 •    
(View Explorer Bar Search).

Ïîèñê ïî èìåíè
         ,

    .    .

 1.   .

    . 3,      .

 2.     ,  .   
 :

• ,   ;

•  (  ,    . .);

•   .

 3.      ,   
 .

  ,     .TIF  .MPG, -
     ,   

 ,   .  
    ,       -
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    DOC,   
.

 4. ,    ,     
      (All or Part of the

File Name).

  ,    -
 ,    .

     .  
,        C:, 
  .   , 

       
(    ,  -  

 DVD).

 5.    .

 6.  ,   , ,  
     .

Ïîèñê ïî ñîäåðæèìîìó
  ,       -
   ,     -
 ,      -

   .    ,   -
      , ,

 ,     .    , 
    ( ,  ), -

  ,    ,     —
, ,      .

 1.   .

 2.     .

 3.          (A Word
or Phrase in the File).

    ,   , 
  .

 4.    .
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Ïîèñê ïî äàòå èçìåíåíèÿ èëè ñîçäàíèÿ
  ,    

  (    —  ).

 1.   .

 2.     .

 3.       :

•       ;

•     .

    ,   , -
   .

 4.        
 ? (When was it modified?)  

  :

•    (Within the last week);

•    (Past month);

•    (Within the past year);

•   (Specify dates).

 5.    .

  
        
    ,     -

,   ,   (  )   
   ,    .

        -
   .  ,   -

   -  ,  . ,   -
  (     “ ”, . .  -

)      ,   . 7.3.
 ,    ,   

Laptops Quick Reference,      -
    My Documents.    -

     , , ,   -
,    . ,   ,
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   07 Working with Files (07 
 ),   :
C:\Windows\Desktop\Projects\Computer
Books\Dummies\Laptops Quick
 Reference\07 Working with Files.doc

Ðèñ. 7.3
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       .

 . ,    -
  .    

    C:,   -
    -  -

  DVD  D:,     -
   .

.     .  
    \Windows.  -

       
 Windows   - .

.     ( . . )  
      ,  -

   . , C:\Windows\Desktop —
    \Windows,  

 C:.

 .       
     .

    ,    -
  . ,    

 JOHN     ,   -
  John, Paul, George  Ringo,     

    :
\\JOHN\Shared\California_Trip\itinerary.doc

      ,   -
   .     

   ,     .

 
      ,    

 ,     .  -
,    ,    , -

   , , ,
,    .
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Ñîõðàíåíèå ôàéëà
      

  ( ) ,   ,   ,
           

   :   ,   -
,  -   DVD     

.
  Windows-     -
 ,     ,   -
  .    -
   .

   (File Save).

   <Ctrl+S>.

  .   , 
   ,  

     . 
          

 ,       .

       
 ,  ,    -
  ,    .

        -
,       . -

      -
      -

    .  
     

   .

Êîìàíäà Ñîõðàíèòü êàê
 -    ,   

     ,    
   .   ,  

,      (Save As).

 1.     (File Save As).

 2.     (File Name)   .

ВНИМАНИЕ

184



Ðàáîòà ñ ôàéëàìè 185

        ,   -
         
 .

 3.       (Save as
Type)     .

 4.        ,  
     .

 5.     Windows XP    
 ,    ,    , 

  ,     
          
   (Up one level).

   Windows Vista,     , -
   ,   

    ,     ,
    .

Êîïèðîâàíèå ôàéëà
 ,    , —   . 

      ,     
  ,      , ,

,   .doc    [2].doc.
           -
,       ,    .

    .  
    .

        -
  ,   .

 1.       Windows ( ,
 ,  ,     -

)         .

 2.    (Copy).

 3.     Windows   
  .

 4.        
  .

 5.    (Paste).
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    , 
   ,      -

  <Shift>.    ,
   ,    -

   .     -
 ;  ,   , 

  <Ctrl>.

       
     Windows   -

 (     ),   -
    .

 1.     Windows ( ,  -
,  ,     )

 .

 2.      ,  
<Ctrl+C>.

 3.         -
 .

 4.        -
      .

 5.         , -
  <Ctrl+V>.

      Win-
dows,         ,

          
  .

 1.     Windows   
,      ,    ,

  .

 2.      Windows  -
   (   ),    ,

   .

 3.    <Ctrl>,   -
      ,   -

       —  <Ctrl>.
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       <Ctrl>, 
   ,      

.

        
       .

Äóáëèðîâàíèå ôàéëà
      , -

    ,   ,     -
  .

    ? ,  ,
      ,    -

          
 .

  ,   .

 1.       Windows ( , 
,  ,     )

        .

 2.    .

 3.    (Edit Copy).

 4.    (Edit Paste).

 -   _ .doc,  -
  _ _ .doc.

Ïåðåèìåíîâàíèå ôàéëà
    Windows- ,    .

    ,    , 
     ,   

  -   ,   .

 1.  ,   ,   .

 2.     :
•       

 (Rename);
•      ;
•   <F2>.

 3.   .
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     ,  , 
,   , ,   
        -

 ,    .
   ,     

,    “  ”.

Ïåðåìåùåíèå ôàéëà
       ,    

  (   ),    —  .
   ,    , ,

    -    .
          ,
     ,   

         .   -
    .   ,  ,

      .

Óäàëåíèå ôàéëà
  ,        

 :

  <Delete>;

 ,    (File
Delete);

    Windows   
      (Recycle Bin).  -

        -
,   .

       
  .

       
        

Windows     ,   
  .

    ,    -
        -

  .     
,   ,     .
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    ,    -
   ;     

         —
 ,    ,  

,    .

      -
   ,   ,   

 <Shift+Delete>.

Âîññòàíîâëåíèå ôàéëà
  ,      ,
  .

 1.        .

 2.      ,  -
   (View Details).

 3.   ,     .

•     (     
 ),     (Name).

•  ,    ,   -
   (Date Deleted).

•      ( ,    -
,   ),     (Type).

 4.   ,   .

      ,  -
  <Shift>,  ,    

   .    -
 ,    <Ctrl>, 

 ,   .

 5.    (File Restore).

      ,   Nor-
ton Protected Recycle Bin,   Recover ( -

),     .

      
,     .     -
     ,     
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  ,     -
 .      

  .
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