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Tema ypoka:  afira ;offexrain THCTOR0M JokyhesTa.—

= MorkeTe M1 Bbl NOJIHOCTbIO OTBETUTb Ha c/ieayrouime
BOMNPOChHI:
e 3HAeTe M Bbl, YTO TAaKOE TEKCT?
* 13 KaKMX OCHOBHbIX 06 bEKTOB OH COCTOUT?
e PaboTann nn Bbl paHee C TEKCTOBbLIM PeaaKTOpOM
Microsoft Word?
e 3HAETe N1 Bbl, B KAKOM NOpsAaKe Yallie BCero
CO3[1aE€TCH TEKCTOBbIN JOKYMEHT?
e Mo)keTe N Bbl AaTb onpeaeneHns npoLeccoB
CO3[1aHuNS, pefakTUpPoBaHUA U opMaTUPOBaHUS AOKYMEHTA?

Llenu ypoka:

e PaccMoTpeTh, B KakoM nopsaake yalle Bcero
CO31aeTCsl TEKCTOBbIA JOKYMEHT.

e [laTb onpeneneHnsa npoueccoB Cco3aaHus,
peaakTupoBaHus U popMaTUPOBaAHUA [JOKYMEHTA.



CXEMA - NOBTOPEHME

_3anonHute CXEMY KJIACCUDOUKALINU
OBBEKTOB TEKCTA:

OBbEKTblI TEKCTOBOIO JOKYMEHTA
|

| |
OBbEKTbI CPEODI BHEOPEHHbIE
OBBbEKTbI TEKCTA ‘

TABJIMLIA CUMBOJI

BEKTOPHbIA PUCYHOK C/TOBO
ABTOMATNYHECKM CTPOKA

CO3AABAEMbIE NOJISA
AB3AL
Oaunte onpepeneHunn GPAIMEHT

BCeX 06beKTOB TeKCTa

nponyiljeHHbIX Ha cxeMe. CNMNCoK




JTaJIOH OTBETa K onpeaesieHnsM:

~_CuMBON — HauMeHblas HeaenuMas eanHuua TekcTa.

- CnoBO — Npou3BOJibHas NOCnea0BaTE/IbHOCTb CUMBOJIOB
(bykB, undp n Ap.), orpaHn4YeHHasa c AByX CTOpPOH
cnyxebHbiMmn cumBonamun (npoben, 3anatas, ckobknmnap.)
CTpokKa — npoun3BoJibHasa NocsieaoBaTes/IbHOCTb
CMMBOJIOB MeXay 1eBOonN 1 NnpaBov rpaHnULUaMm

JOKYMEHTA.
A63aLl — 3T0 Npon3BOJ/IbHAA MOCEA0BATENbHOCTb

CMMBOJI0B, 3aBEpLUEHHAs Ha)XXaTUeM KnaBulun «Enter».
dparMeHT — 3TO HEKOTOPOE KOJIMYECTBO PSAAOM
CTOSALLMX CUMBOJIOB, KOTOPbIE MOXHO paccMaTpMBaTb Kak
eanHoe uenoe. ®parMeHTOM MOXET ObITb OTAENbHOE
C/10BO, CTpOKa, ab3al, CTpaHuLa M AaXe BeCb BBOAUMBbIN
TEKCT. r
CnUCoOK — 3TO COBOKYMNHOCTb ab3aLeB, KOTOpble /l
coAEepXXaT NnepeyncrieHns u odpopMaeHbl B BUAE MYHKTOB.




PaboTta c o6bekTamMm
TEeKCTOBOIro JOKYMEeHTa

IlepcoHanbHBIN KOMITBIOTEDP IIUPOKO UCTIOIB3YETCS
JUISL TIOATOTOBKH K II€YaTH PA3JIMYHOTO PoAa
JIOKYMEHTOB: OTYETOB, BEIJOMOCTEHN, PELIECIITOB,
IIUCEM, CTATEU, KHUT U T. . KOMIIBIOTEP MO3BOJISET
BUETh Ha DKpaHE TEKCT, MOAU(DUIIMPOBATH €TI0,
MCIPABIISITh OITAOKH.

OcCHOBHOE TOCTOMHCTBO 00PA00TKH TEKCTOB HA
KOMIIBIOTEPE — 3TO JIETKOCTh BBO/J1a, U3MECHEHUS,
KOIMMUPOBAHUS U PA3MHOKEHUS HHpOpPMALIUH.

NMNoarotoBka AOKYMeEHTa Ha KoMnbloTepe
COCTOUT U3 TaKMX 3TanoB, Kak Habop,
pegakTupoBaHvue U dpopMaTupoBaHue.




4 @ IIpu pabdote ¢ cuctemamu

\ 00pabOTKH TEKCTOB dKpaH

~ TeKCT KOMITBIOTEPA CIIY>KUT OKHOM, YEPE3
~ \\ RYDCOD KOTOPOE YEJIOBEK BUJIUT TEKCT.
Texcm ynoOHO TIPEICTABIATH CEOE B

~0OKHO BHUJC JJIMHHOTO U IIUPOKOTO
CBHUTKA, PACIIOJI0KEHHOTO
«3a OKHOM).

@ Kvpcop yka3biBaeT Ha TO MECTO B

TCKCTC, B KOTOPOM MO>KHO
Ha6HpaTB, NaJIATh NJIIX U3MCHSATD
CUMBOJIBI.

Microsoft Word - 3to npunoxeHne Windows,
npeAgHa3sHa4vyeHHoOe AJ19 NMPpoCMOTpa, co3aaHus,
peaakTupoBaHus, dopMaTUpPoOBaHUA U NeyaTu
TEeKCTOBbIX JOKYMEHTOB.




Habop (cospaaHune) Tekcra

~ Habop (8600) mekcma OCYIIECTBIIIETCS C IIOMOIIBIO KIIABHATYPBI.
Poip Oymaru npu 3ToM UIpaeT dKpaH KoMIlbroTepa. Mecto s

BBO/Ia OYEPEIHOIO CUMBOJIA TEKCTA YKA3bIBAETCSI HA DKPAHE C
MIOMOIIIBIO MEPIAIOIIETO MPIMOYTOJIbHUKA — KVPCopa.

[Ipu HaOOpe TEKCTa HA KOMITBIOTEPE YEJIOBEK HE CICAUT 33 KOHIIOM
CTPOKH: KaK TOJIbKO TOT JIOCTUTA€TCs, KypCOp aBTOMAaTHYECKHU
IEPEXOIUT Ha HAYaI0 CICIYIONIECH CTPOKH. ==

dannbl, co3gaBaeMbie B cpefe TEKCTOBOro

npoueccopa Microsoft Word, Ha3biBatoT 7
TEKCTOBbIMU AOKYMEHTaMM.

- Kpome Toro, co3ganue TEKCTOBOIO JOKyMEHTa
7 MOXET OCYIIECTBISATHCS IMTOCPEACTBOM BBO/IA

/ MH(OPMAIMH Y€pe3 YCTPOHUCTBO OIITUYECKOTO
! CUMTBIBAHUS — CKAHED.




PeaaktupoBaHue JOKYMEHTa

PemaktupoBanue — Ciaeayromym 3Tall IMOArOTOBKUA JOKYMEHTA
Ha KomIibroTepe. [Ipu pegakTupoBaHUN TEKCTA MBI
IIPOCMATPUBAEM €TI0, YTOOBI YOSAUTHLCS, YTO BCE MPABUIBHO,
MCIpaBIIsieM OOHAPYKEHHBIE OLIMOKHU (Harpumep, B
IIPABOIIMCAHNM) 1 BHOCUM HEOOXOAUMBIC N3MECHECHHUSI.

Bce onepainum, cBsi3aHHBIE C BHECEHUEM M3MEHECHUN B
JOKYMEHT, MCHPaBJICHUEM B HEM OIIIMOOK, OObEIAUHSIIOTCS B
00I111e€ MOHITHE — PEIAKTUPOBAHUE.

PeaakTupoBaHue — 3TO npouecc
BHECEHUA U3MEHEHUN B AOOKYMEHT.




OCHOBHOE NpaBwWJI0 peAaKTUpPOBaHuUA:
1. Bbiaenutb 06bekKT.
2. BbINOMHUTL KOMaAHAY WU AENCTBUS

No peaakKTUpPOBaHMUIO.

Boigesienue o0beKTA.

[Ipexxae yeM OCyIIeCTBISTh KAKHE-TH00 JSHCTBUS Hal
00BEKTOM B JOKYMEHTE, €70 HEOOXOAUMO BbIJICIHUT.

IIpn oToOpakeHNH BBIACICHHBIX 0OBEKTOB Ha SKpaHe OOBIYHO
1100 1BET 00BEKTA U3MEHSETCS Ha MPOTUBOIOJOXKHBIN, THO0
MOKA3bIBACTCS BHEIIHSSA IPaHUIIa OOBEKTA.

OOBIYHO OOBEKTHI B IPUI0KECHUHU BBIICISIIOTCS IIECITYKOM
(ABOMHBIM IIECTYKOM ) JICBOM KHOIKH MBIIIIH.



aajneHume 3aMeHa

Bbipe3aHue lNepeMeweHune
(B TekyLwieM
OOKYMEeHTe)

BcTaBKa



dopMmaTupoBaHue fJOKYMeHTa

= PopmMmaTupoBaHue — 3T0 Ntobble onepauun no
NpUAAHUIO AOKYMEHTY TaKoro Buaa, KOTopbin OH byaeT
nMeTb Ha bymare (odpopMsieHne BHELIHEro enaa
AOKYMEeHTa Uaun ero @parMeHToB).

COBpEMEHHBIE PEAAKTOPHI TEKCTOB «YMEKOT» aBTOMAaTUYECKH
pa3dMBaTh TEKCT HA CTPAHUIIBI U HyMepoBaTh UX. OHU «CIEAAT» 3a
pPa3MEpPOM IOJIEN U PETYIUPYIOT PACCTOSIHUE MEXKY CTPOKAMH,
IpEJIararoT Ha BIOOP pa3IUYHbIE BAPUAHTHI IIPUPTOB.
OCHOBHBIMH NapaMeTpamMu (pOPMATHUPOBAHUSA MPOCTOI0 TEKCTA
SABJISAIOTCH:

*THUII (TapHUTYpa) pUPTAa,

*HAYEpPTAHUE,

*pazmep (Kerib),

*I[BET,

*TUIl NOAYEPKUBAHMUS.
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LlIpnT — 3TO NOSHBLIN Habop 6ykB andasuTa C 06WKUM

CTWUJIEM HayepTaHus.
Ctunb n3obpaxeHuss 6yKB Ha3blBAeTCSH [APHUTYDOMU.
HayepraHue 1pundTa — 3TO AONOJIHUTENbHbIE CPeACTBa

BblAENEHNSA WpUdTa Ha neyaTn, HanpuMmep,
NoAYEDPKMBAHNE, KYDCUB, NONYXMPHbIA LWPUDT.

Pa3mep wipndTta, Wan Kerjib, — 3TO ero BbICOTa,

n3mepsiemasd oT HMXXHEro Kpass caMon HU3Kon 6yKBbl
(HanNnpuMep, «p» NN Ky») A0 BEPXHEro Kpasi camoun
BbICOKOW B6YKBbI (Hanpumep, «6»). Pasamep wpudTa
n3MepseTca B [IYHKTax.

[TPUMEP:

HopMmanbHbIN IpU(PT HUIEM HE BBIICISICTCS.
HoayKupHbIN IPUGPT TEMHEE, OH XOPOIIIO 3aMETECH.
Kypcusnuuwiii wupugm umeem HaxioH.




NpaKkTnyeckoe 3agaHue:

B TekcToBOM penakrope

C031aTh KOMIIBIOTEPHbIA TEKCTOBBIN
JTOKYMEHT, Ha 0a3e npodeCCHOHAIBLHOU
HH(POPMAIIMU B COOTBETCTBUM C IIJIAHOM,
N3Yy4YEeHHBIM paHee.

IIpousBecTu popmMarupoBaHme JOKYMEHTA
B COOTBETCTBHH CO CJICAYIOIINMHA
TPeOOBAHUSIMMU:

1) BoigeauTs OCHOBHBIE MOMEHTHI B TEKCTE
C MOMOUIBLI0 U3MEHECHHUS pa3Mepa mpudra,
ero HaYepTaHus, BeTa mpudTa.

2) bojsiee KpynHO HaNEYaATATh 3ar0JI0BKH.
3) Bo BTOpOM YacTu U B Ta0/IULIE
HUCI0JIB30BATH MAPKHUPOBAHHBLIN CITUCOK.



UTorm ypoka: B 1

- Mbl paccMoTpenn, B KaKOM nopsaake 4yaile Bcero
CO34aeTCH TEKCTOBbIN OKYMEHT.
e [lann onpeaeneHna npoLeccos co3aaHus,
peaakTupoBaHusa n opMaTUpPoOBaHUA AOKYMEHTaA.
e [IpoAO/MKNIN COBEpPLUEHCTBOBATb HaBblKM paboThl
C TEKCTOM Ha KOMMblOTEpE.

AOMALLUHEE 3AAQAHUE

[IpuBenure nnpuMepsl UCIIOJIB30BAHUSA TECTOBOU
MH(pOpMAaIINKU B Ballel Npo(PecCuoHaAIbHOU
nearenbHocTr. Kakne yactu 3Tor nH(OpMauyu MOKHO
BBIJICTIUTh PA3JIMYHBIMU IIpUEMaMH (DOPMaTUPOBAHMS?
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