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TeMa ypoka: PaGoTta c o6bekramMmm 1
TeKCTOBOIro OOoKyMeHTa

© Mo)xeTte 1M Bbl NOJIHOCTbIO OTBETUTb Ha ciepaylowme
BOMNPOChHI:
e 3HAeTe /11 Bbl, YTO TAKOE TEKCT?
® /I3 KaKnx OCHOBHbIX 06 bEKTOB OH COCTOUT?
e PaboTanu nn Bbl paHee C TEKCTOBbIM pejaKTOPOM
Microsoft Word?
e SHaeTe 11 Bbl, B KAKOM MNOpSAAKe Yallle BCero
CO3AAETCH TEKCTOBbLIA JOKYMEHT?
e MoxkeTe nu Bbl AaTb onpeaeneHns npoLeccos
CO3/aHusl, peaakTnpoBaHus U GopMaTUPOBaHUA AOKYMEHTa?

Llenu ypoka:

e PaccMOTpeTb, B KAKOM Nopsake 4alle BCero

CO31aeTCsl TEKCTOBbIA JOKYMEHT.
e /laTb onpeaeneHnsa npoueccoB co3aaHMs,
peaakTupoBaHus u popMaTUpPOBaAHUA [JOKYMEHTA. ‘




CXEMA - NOBTOPEHME

—3anonHute CXEMY KJIIACCUODUKALIUUN
OBbEKTOB TEKCTA:

OBbEKTblI TEKCTOBOIO JOKYMEHTA
|

1 |
OBbEKTbI CPEADI BHEOPEHHbIE
OBbEKTbI TEKCTA ‘

TABJIULIA CUMBOJ

BEKTOPHbIW PUCYHOK C/TOBO
ABTOMATNYHECKM CTPOKA

CO3AABAEMBIE NOJS
AB3AL
HNaunTte onpeneneHuvs OPAIMEHT

BCexX 06beKTOB TeKCTa

k nponylweHHbIX Ha CXeMe. CNMNCoK




JTaJIOH OTBETa K onpeaesieHnsM:

- CMMBON — HauMeHblUaa HeaennMas eamHULA TEKCTA.
CnoBO — nNpon3BosibHas nocnenoBaTesibHOCTb CUMBOJIOB
(6ykB, uMdp n Ap.), orpaHn4YeHHasa ¢ AByX CTOpPOH
cny>xebHbiMn cumBonamun (npoben, 3anatas, CKobkumnap.)
CTpoKa — npoun3BoJibHas NnocsieaoBaTes/IbHOCTb
CMMBOJIOB MeXay 1eBOnN 1 NnpaBov rpaHuLUaMu

JOKYMEHTA.
A63aLl — 3TO Npomn3BOJIbHANA NOCNEN0BATE/NbHOCTb

CUMBOJ10B, 3aBeplUeHHasa HaXxaTuem Knasuwun «Enter>.
DparMeHT — 3TO HEKOTOpoOe KOJINYEeCTBO pSAoM
CTOSALLMX CUMBOJIOB, KOTOpble MOXXHO paccMaTpmuBaTh Kak
eAnHoe Lenoe. ®parMeHTOM MOXeET ObITb OTAENbHOE
C/IOBO, CTpoKa, ab3au, cTpaHuua M Aa)e BeCb BBOAUMBIN
TEKCT. I
CNUCOK — 3TO COBOKYMHOCTb ab3aueB, KOTopble /i
coaepxaT nepedyncrieHnss un odpopMmaeHbl B BUAe NyHKTOB.




PaboTta c o6bekTamMm
TEeKCTOBOIro OKYMEeHTa

IlepcoHambHBIN KOMITBIOTEDP LIUPOKO UCTIOIB3YETCS
JUJIS TIOATOTOBKHM K II€YaTH PA3JIMYHOTO POJIA
JIOKYMEHTOB: OTYETOB, BEIOMOCTEN, PELIENITOB,
IIMCEM, CTATEU, KHUT U T. . KOMIIBIOTEP MO3BOJISAET
BUJIETh HAa SKpaHE TEKCT, MOAU(UIIMIPOBATH €TI0,
HUCHPABIISATH OIIHOKH.

OCHOBHOE TOCTOMHCTBO 00PA00TKH TEKCTOB HA
KOMIIBIOTEPE — 3TO JIETKOCTh BBO/J1a, U3MCHEHUS,
KONMPOBAHNUSA U PA3MHOKEHUA UHPOpPMALIMH.

NMNoarotoBka AOKYMeEHTa Ha KoMnbloTepe
COCTOUT U3 TaKMX 3TanoB, Kak Habop,

. pegakTupoBaHvue U dpopMaTupoBaHue.




ITpu
\ 00pPa0OTKH TEKCTOB 3K
> TEKCT KOMIIBIOTEPA CIIYKHUT OKH
~_ \\ Kypcop KOTOPO€ YEJIOBEK BUJIUT T€
Texcm ynoOHO TIPEICTABIAT
~O0OKHO BUJIC JJIMHHOI'O U INTUPOKOTO
CBHUTKA, PACIOJIOKECHHOTO
«3a OKHOMY.
@ Kvypcop yka3bIBaeT Ha TO MECT
TEKCTE, B KOTOPOM MOKHO
HaOupaTh, yIaJIsITh WA U3ME
CHUMBOJIBL.

Microsoft Word - 310 npunoxexHune Windows,
npeaHa3Ha4vYeHHoe 4S9 NpoCcMOTpa, CO34aHMA,
peaakTupoBaHus, cbopMaTUpoBaHUA U NeyvyaTu
TEKCTOBbIX JOKYMEHTOB.




Habop (co3paHue) Tekcra

* Habop (6600) mexcma OCYLIECTBISETCS C TOMOIIBIO KIIaBHATYPEI.
Poib Oymaru mpu 3ToM UrpaeT S3KpaH KOMIIbIOTepa. MecTo s
BBOJ/Ia OYEPEIHOIO CUMBOJIA TEKCTA YKA3bIBACTCS HA SKPAHE C
IIOMONIBI0 MEPIIAIONIETO MPSMOYTOJIBHUKA — KYPCopd.
IIpu Habope TekcTa Ha KOMIBIOTEPE YEJIOBEK HE CIACAUT 3a KOHIIOM
CTPOKH: KaK TOJBKO TOT JOCTUTAETCS, KypCOp aBTOMaTHYECKU
IIEPEXOJIUT HA HAYAJIO CIICAYIOIIEH CTPOKH. ey

dannbl, co3a4aBaeMble B cpeie TEKCTOBOIo .
npoueccopa Microsoft Word, Ha3biBatoT
TEKCTOBbIMU AOKYMEHTaAMM.

- Kpome Toro, co3nanue TeKCTOBOIO JOKYMEHTa
MOXKET OCYIIECTBIISTHCS TOCPEICTBOM BBOAA
WH(pOpMAIINU Y€pe3 YCTPOMCTBO ONTHYECKOTO
CUMTBIBAaHUS — CKaHep.




PegakTtupoBaHue AOKYMEHTa

PenakrtupoBaHue — CIEaYyOIIMN 3Tall IMOATOTOBKU JOKYMEHTA
Ha KomIibroTepe. [Ipu pegakTupoBaHUN TEKCTA MBI
IIPOCMATPUBAEM €r0, YTOOBI YOSAUTHLCS, YTO BCE MPABUIBHO,
MCIpaBJisieM OOHAPYKECHHBIE OLIMOKHU (Harpumep, B
IIPABOIMCAHNM) 1 BHOCUM HEOOXOIUMBIC N3MECHEHHUSI.

Bce onepaiym, cBsi3aHHBIC C BHECEHUEM M3MEHECHUM B
JNOKYMEHT, MCIIPABJICHUEM B HEM OIINOO0K, OObEIAUHSIIOTCS B
00I1[ee MOHITHE — PEIAKTUPOBAHUE.

PeaakTupoBaHue — 3TO npouecc
BHECEHUA U3MEHEHUN B AOOKYMEHT.




OCHOBHOE NpaBwWJ1I0 peAaKTUpPOBaHuUA:
1. Bblaenutb 06beKT.
2. BbINOMHUTL KOMaAHAY WUWN AENCTBUS

No peaakKTUpPOBaHMUIO.

BrigesieHue o0nLeKTaA.

[Ipexjie yem OCyIIeCTBIATh KaKUe-TM0O0 JCHCTBUS Hal
00BEKTOM B JOKYMEHTE, €70 HEOOXOAMMO BbIJICIHUTh.

IIpn oTroOpakeHNH BBIACICHHBIX 0OBEKTOB Ha SKpaHe OOBIYHO
00 IBET 00OBEKTA U3MEHSIETCS Ha IPOTUBONOI0KHBIHN, JIMOO
IIOKA3bIBACTCS BHEIIHSIS IpaHuIa O0BbEKTA.

OOBIYHO O0BEKTHI B IPUIJIOKEHUHN BBIJCIISIIOTCS IICTIYKOM
(IBOMHBIM IICITYKOM ) JICBOM KHOIIKU MBIIIIH.



Tunosble 4
A BblaesIeHHbIMUN O06bEeKT

ane

aJlieHume 3aMeH

ipe3aHue [lNepeMellueHM
(B TekyLwieM
OOKYMEeHTe

BcTaBka



»

*THUIl (rapHUTYpa) HIpUPTa,
*HAYEpPTAHUE,

*pazmep (KErb),

*I[BET,

*THUII TOAYECPKHBAHMS.

A

dopMaTUpoBaHMe AOKYMEHTa

DopmMmaTupoBaHue — 3T0 Nnobble onepauum no
NpUAAHNIO AOKYMEHTY TakKoro Bnaa, Kotopbin OH byaer
nMeTb Ha bymare (odpopMseHne BHeLWHero snaa
AOKYMEHTa Uaun ero @parMeHToB).

COBpPEMEHHBIE PEAAKTOPHI TEKCTOB «YMEKOT» aBTOMAaTHUYECKH
pa30uBaTh TEKCT HA CTPAHUIBI U HyMEpoBaTh ux. OHM «CIEHAAT» 3a
pPa3sMEpPOM II0JIEW U PETYIUPYIOT PACCTOSTHUE MEXKAY CTPOKAMH,
[IpeJiaraoT Ha BIOOP pa3IMUHbIEC BAPUAHTHI MIPUDTOB.
OcHOBHBIMU napaMeTpaMu (POPMATHPOBAHUSA MMPOCTOI0 TEKCTA
ABJIAIOTCH




LlIpnT — 3TO NONHLIN Habop 6ykB andasuTa C 0O6WKUM
S CTUNEM HayepTaHus.

Ctunb n3obpaxeHuss 6yKB Ha3blBAeTCSH [APHUTYDOMU.

HayepTaHue lpundTta — 3TO AONOJIHUTE IbHbIE CpeaCcTBa

BblAeSIeHUs wpudTa Ha nevyaTtn, HanpuMmep,

nogvyepKnuBaHUeE, KYPCUB, NONYXNPHbLIN LWLPUDT.

Pa3zmep lipndTa, UNn Kerjib, — 3TO ero BbICOTa,

n3mepsiemas oT HUXXHero Kpass caMon HU3Kon 6yKBbl

(HanpuMmep, «p» NN «y») 00 BEPXHEero Kpad camMou

BbICOKOMW 6yKBbI (Hanpumep, «6»). Paamep wpundTa

U3IMEPAETCH B [TYHKTAX.

[TPUMEP:

HopmaiibHbil pu(T HUYEM HE BhIACISICTCS.
HoaykKupHbin PU@T TEMHEE, OH XOPOIIIO 3aMETEeH.
Kypcuenwviu wipugm umeem Haxaion.




lpaKTnyeckoe 3agaHue:

B TekcToBOM penakrope

€03/1aTh KOMIILIOTCPHBIN TEKCTOBBIN
JTOKYMEHT, Ha 0a3e npodecCUOHAIBLHOU
HHPOPMAIIMUA B COOTBETCTBUM C IIJIAHOM,
U3YYEHHbIM paHee.

IIpousBecTu popmMarupoBaHune J0KYMEHTA
B COOTBETCTBHUH CO CJICAYIOIINMHA
TPeOOBAHUSIMMU:

1) BoiaejiuTh OCHOBHBIE MOMEHTHI B TEKCTE
C MOMOUIbLI0 U3MEHCHHUS pa3Mepa mpugra,
ero HaYepTaHusd, BeTa ImpudTa.

2) bojiee KpynnHO HANEYaTATh 3ar0JI0BKH.
3) Bo BTOpOM YacTH U B Ta0/IMILIE
KUCI0JIb30BATh MAPKUPOBAHHBINA CIIUCOK.



‘ypoka: ——

aCCMOTpE/IM, B KAKOM rnopsiake yauie Bce
AAEeTCA TEKCTOBbIN AOKYMEHT.

1IN onpeaeneHns npoLeccos cospaaHus,
efaKTUpoBaHua n hbopMaTUpPOBaHNA AOKYME
POAO/IKUIN COBEPLUEHCTBOBATb HaBblkM paboThl
TEKCTOM Ha KOMMblOTEpeE.

MALUHEE SAQAHME

€UTE IPUMEPHI UCIOIb30BAHUSA TECTOBOU
MaliM B Balei npodeccuoHaaIbHON

octu. Kakue yactu 3Tor MHPOpMAIIUM MOKHO
a3JIMYHBIMU IpreMamMu (opMaTUPOBAHUS?



——
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