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TeKCTOBbIN AOKYMEHT U ero
CTPYKTYypa

TeKCToBbIN OOKYMEHT - Hpopmauums, npeacraBneHHas Ha
BymMmaXkHOM, 3M1EKTPOHHOM UM NHOM MaTepuaribHOM HocuUTene
B TEKCTOBOU (popMe.

TUXOTBOPEHM
CrtaTtbs [loknan Pacckas m

TeKcTOBbIN AOKYMEHT




TeKCTOBbIN AOKYMEHT U ero
CTPYKTYypa

TeKkcTOBbIN AOKYMEHT COCTOUT N3 pasgenos, Noapasaenos,
ab3aueB, CTPOK, CroB, CUMBOJIOB.

3aronoBoK 1-ro ypoBHS

3arofnoBOK 2-ro YPOBHS
3aronoBoK 3-ro ypoBHS




TeKCTOBbIVN AOKYMEHT U ero
CTPYKTYypa

| CTpoka CrnoBo | Cumeon l\

13 kypca@icTopumn BaM M3BECTHO, Kakyto orpoMHyto poribB - (O

I pa3BUTUN YerioBeveCcTBa Chbirpasio BOSHMKHOBEHUE NMMCbMEHHOCTMN,

no3sonuseLLen 3adpMKcnMpoBaTb YCTHOE CITOBO C MOMOLLbIO OYKB-
3HakoB. Hagnucu Ha kaMHe, nanupyce, bymare - He NPOCTO
coobLuleHund, gowealune 4o Hac Yepes Beka. OTO AOKYMEHTHI,
NO3BOSIAOLLME HAM CYOUTb O TOM, KaK XU JTI04N B TY U UHYIO
3Mnoxy, 0 YEM OHU AymMarnu, YTo UX MHTepecoBano.

CnoBO «4OKYMEHT» NepeBoanNTCA C NaTUHCKOIO Kak
«CBUAOETENbCTBOY, «40Ka3aTeNnbCTBO». [lepBoHa4aribHO OHO
O3Ha4ario NMCbMEHHOE NoaTBepPXaeHME cCOBbITUM NN PaKTOB.
Hanpumep, pakT poxaeHUa KaXkgoro Yenoseka AOKYMeEHTanbHo
odpopmMnaeTca B BUAe CBMOETENbCTBA O POXOEHUN; MO OKOHYaHUM
LLIKOSbI Bbl NOMy4yMTE arTecTar - Mem, noaTeepXxagarLmy Balle

O0bpa30BaHue, N T. A.
P A |A63au, |




TexHonornss NOAroToBKU TEKCTOBbLIX
AOKYMEHTOB

Ha npoTsxeHun Tbica4eneTum nogn 3anncbiBatoT
NHdopmauutio.

[losiBNeHne KOMMNbOTEPOB KOPEHHbLIM 0O6Pa30M N3MEHUIIO
TexHonoruo nucbMa. C nomMoLLbo cneumanbHbIX
KOMIMbKOTEPHbLIX MPOrpamMmM MOXXHO CO34aTb NOON TEKCT, Npu
HeobX0ANMOCTM BHECTU B HEFO U3MEHEHWNS, HE NepenncbiBas
TEKCT 3aHOBO, 3anMcaTb TEKCT B IONITOBPEMEHHYIO NaMATb
KOMMbOTEPA AN ANNTENBHOIO XpaHeHUsl, oTneyaTaTb Ha
NMPUHTEpPE Kakoe YroJHO KONMYEeCTBO KON TekcTa 6e3 ero
MOBTOPHOIO BBOAA UMW OTNPAaBUTb TEKCT C MOMOLLbHO
ANEeKTPOHHOWM NOYThbl Ha ApYyrMe KOMMbIOTEPSI.




TexHOoNnormss NoAroToBKMU TEKCTOBbIX
AOKYMEHTOB
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TexHosnornsa NnoaAroToBKN TEKCTOBbLIX
DOKYMEHTOB

«KoMnbloTepHas» TEXHONOrns obnapaet PSOOM
NPENMYLLIECTB NO CPABHEHUIO C TEXHOMNOINEN «OyMaXKHOM».

«KoMmnbloTepHas»
TeXHoJ1orma

«bymMaxHas» TexHonorus

yAaoOCTBO pedakTupoBaHus

TPpyaAHOCTN BHECEHUA N3MEHEHWNI

NErkoCcTb KONMPOBaHUSA

3aTpaTbl Ha TUPaXUpoBaHue

NErkoCcTb Nepeaayvn Ha
paccTosiHMe No CEeTAM

TPYOQHOCTU Nepenayn Ha
paccTosiHne

KOMMaKTHOCTb XpaHEHUA

NOTPEOHOCTb B AONONHUTENBHOM
nnoLiaau Ans xpaHeHus

[TpocToTa OYMCTKN 3NEKTPOHHbIX
HOCUTENen OT HEHYXXHOM
nHpopmMaumnu

TPYOOEMKOCTb YHUYTOXEHUS U
nepepaboTkn ByMaXKHbIX
HocUTenen

3KOHOMMUA 3a cHeT
MHOIOKPaTHOro MCMonb30BaHUS
HEeOOPOrnx 3MNeKTPOHHbIX
HocuTenen

pacxoaoBaHMe ApeBECKHbI Ha
npon3BoacTBO 6ymarV|

obsizaTenbHOE Hanu4ne
AOPOrocTosILLEN KOMMNLIOTEPHOW
TEXHUKU

MWHUManbHbIE MaTepuanbHble
3aTpaTbl Ha aBTOPYYKY 1 Bymary




TexHonornss NOAroToBKU TEKCTOBbLIX
AOKYMEHTOB

B nocnegHee Bpems LUIMPOKOE pacnpocTpaHeHne
MONYYUITIN SNEKTPOHHBIE KHUTW.
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FNABA NEPBAS,
n KDTOM An“ca YYThL He NpoBanMnackL
CEBO3bL 3aMNK

AnNKca c4aena Co CTapwed CecTpod Ha fape-

< Iy M MERNack. genath ¢l Buno CoORSpILeHHD HeYe-
o, 3 cuiers Des pena, camd JHaeTe, Aeno He-
NerKCe; pa3-apyron OHa, NPABGE, CyHYNa HOG B KHM:

£y, KOTOPYIo COCTRE YATANE, HO TaM He DkBaanoch

HW KSPTHHAOK, HW CTAIKon nKomy MysHL KHICKH




Komnmeeprle MHCTPYMEHTDI
CO3AaHUA TEKCTOBbIX AOKYMEHTOB

MoagrotToBka TEKCTOB — OAHA U3 CaMbiX pachpoCTPaHEeHHbIX
cdep NpUMEHEHNsSI KOMMbIOTEPOB.

[MporpamMmbl co3gaHnsi TEKCTOBbBIX
0OKYMEHTOB

TeKkcToBbIV pegakTop TekcToBbIV NpoLeccop
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BrnokHoT Word Writer
Microsoft Office OpenOffice.org




Komnmeeprle MHCTPYMEHTDI
CO3AaHUA TEKCTOBbIX AOKYMEHTOB

OkHoO TekcToBoOro npoueccopa OpenOffice.org Writer
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Komnmeeprle MHCTPYMEHTDI
CO3AaHUA TEKCTOBbIX AOKYMEHTOB

OKHO TeKkcToBOro npoueccopa Microsoft Word
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Tekcmoebil OOKyMeHm - 3TO NpeacTaBfieHHasi Ha
BymMakHOM, 3NEKTPOHHOM UMM MHOM MaTepuanbHOM HOCUTESE
nHpopmaums B Tekctosom dopopme. OCHOBHbIMU
CMPYKMypHbIMU e QUHUUaMU TEKCTOBOIO JOKYMeEHTa
ABNAKOTCA pa3ders, ab3zay, cmpoka, csi0e0, CUMBOJI.

«KoMnbloTepHaa» TEXHOMNOMNMA: JOKYMEHTbI, CO34aHHbIE C
NOMOLLbIO cneymanbHbIX KOMMNbIOTEPHbIX NPOrpamMm, BbIBOOATCA
Ha Oymary nocpeaCcTBOM MOAKII0YaEMbIX K KOMMbIOTEPY
neyaTaroLWmMX YCTPOUCTB UK XPaHATCSA Ha YCTpPOUCTBaX
BHELLUHEN NaMATU N pedaKTUPYHTCA C MOMOLLbIO KOMMbIOTEPa.

KoMnbloTepPHbIE MHCTPYMEHThI CO34aHUS TEKCTOBbIX
[OKYMEHTOB MOXXHO pa3fennTb Ha NPOCTble meKcmoehbie
pedakmopbl meKcmoehbie rnpoueccopbi N N3aaTenbCckue




Bonpochbl n 3agaHus

1. Ha3oBnTe OCHOBHbIE CTPYKTYPHbIE €OUHNULbI
TEKCTOBOIo JOKYMEHTA.
2. B 4yemM OCHOBHbIe NpenmMyLecTBa «KOMMbLIOTEPHOM »

TEXHOMNOMMN CO34aHNA TEKCTOBLIX JOKYMEHTOB nepes
«DyMaXkHOM» TEXHOSOrnen?

3. HasoBMTE OCHOBHbIE PA3HOBUAHOCTM KOMIbIOTEPHbIX
MHCTPYMEHTOB CO3JaHNS TEKCTOBbLIX JOKYMEHTOB.

4. VimeeTte nun Bbl ONbIT paboTbl C TEKCTOBLIM
penaktopom? Ecnu ga, To ¢ Kakum UMeHHOo? MoXHO nu
9TOT TEKCTOBLIN pedaKTop CYUTaTb TEKCTOBbLIM

BPAUSSEAPEMEHOBHbIE 3MeMeHTbI OKHa TEKCTOBOMO
npoLeccopa.

6. YKaxuTe obLiMe areMeHTbl OKHa TEKCTOBOTO
npoLieccopa 1 okHa rpaduyeckoro pegakropa.




Bonpochbl n 3agaHus

7 (N2 175). CoeanHuTe NMMHUAMUN OCHOBHbIE 3N1IEMEHTbI OKHA
TEKCTOBOIO npoueccopa 1 COOTBETCTBYHOLLNE UM Ha3BaHUS.
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OnopHbIN KOHCNEKT

TeKCTOBbIN AOKYMEHT - MH(popMaLms,
npencraBneHHasi Ha byMa)KHOM, 3IEKTPOHHOM U UHOM
MaTepunanbHOM HocUTene B TEKCTOBOU doopme,

CTpykTypa
TEKCTOBOro

AOKYMeHTa

TexHonorus

S EVGETD
NoAroToBKMU

AOKyMeHTa KomMmnbrotepHas

|

Paspen

NMoppaspen
TekcTOBbI€

MNMporpammei penakTopbl
co3faHuA

MyHKT

TEeKCTOBbIX
AOKYMEHTOB TeKkcToBbIE
npoueccopbl

CTtpoka

CnoBo




