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Obwue cBegeHus o
dbopmaTUpPOBaHNMU

dopmaTnpoBaHMe TeKCTa - Npouecc ero obopMaeHus.
OcHOBHaA Uenb ¢oOpPMaTUPOBAHUSA - cAenatb BOCNPUATUE
roTOBOro AOKYMEHTa NPOCTbIM W NPUATHBIM A1 YnuTaTens.

Cnoco6bl hopmaTupoBaHuA

Mpamoe dopmaTupoBaHme CtuneBoe popmatmpoBaHue

[lpon3BObHbIE
CMMBOJIbHbIE CTPYKTYPHbIE 31EMEHTbI
dparmeHTbl (cumBonsl, (3aromnoBkKn, OCHOBHOW TEKCT,
CN0Ba, CTPOKM, npuMepsbl)
npeanoXeHus)
n ab3aupl




dopmaTupoBaHme CUMBONOB

CumBon — MMHMMANbHAA rpacbmquKaﬂ eadnNHNLUa TEKCTAa.

CBOMCTBa CMMBOJa

Paszmep wpundTa HauyepTaHue

BbICOTa HopmanbHoe

wpndra MonyxupHoe

BbINnoONHEHHbIE OT HUXKHETO KypcusHoe User

B €AuHOM Kpas camoi MNoauépKHyTOE
cTune HU3KOM BYKBbI

n3obpaxkeHusa [0 BEepxXHero HaacTpouHoe (y3)

ool Kpas camoif
BbICOKOWM MoacTpouHoe (Xz)

cMumBO/ia

OYKBbI




dopmatupoBaHue ab3aues

A63aL, - 3TO 4YacTb JOKYMeHTa Mexay JABymA CcocelHUMMU
HeneyataembiMM  YNPaBAAIOWMMN  CMMBOIAMU  KOHUA ab3aua.
Mpouecc BBoAa ab3al,a 3aKaHYMBaAETCA HaxkaTmem Knasuwu Enter.

CBoycrBa ab3ala

BbipaBHMBaHMe

OTCTYN NEepBOMN CTPOKMU

MeXayCTPO4YHbIN MHTEPBA

OTcTynbl chesa U cnpaBa

NHTepBasbl nepean un nocne
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dopmatupoBaHue ab3aues

OKHO YyCTaHOBKM 3Ha4YeHM cBOMNCTB ab3aua B Microsoft Word.

R =

OTCTYMEl M MHTEPBaNE! | MoNOMEHWE HE CTPaHMLE

Obwme
BoipaeHKEaHKe: |[No nesoMy Kpak * | ¥poBeHe: |(OCHOBHOW TEKCT |
Hanpasnenwe: () cnpasa Haneso @ cnesa Hanpaso
OTcTyn
F
nepen: 0 cm Ea NEpBas CTPOKA! Ha:
. F FY
nocne: i CHl =2 (HeT) - Ea
MHTepean
: ER -
nEpea: Onr = MEMAYCTPOYHBIA:  3HAYEHHE:
- - Fe
nocne; OnT Ea CavHapHE |+ ]

[ ] He noBaenaTe vHTepBan mexay ab3aLEMH 0AHOMO CTUNS

Cbpazew,

0macn TexeTs oy TexeTs J0may) TexeTs 0maey TexeTs O0paarn TexeTy O8may TexeTa Oomacn
TexeTs O0maeyn TexeTs J0pay TexeTy OOy TexeTs Oopan TexeTs O8paacy] TexcTy DN TEKETL
0 TexeT: Ofmmaen TexeT: O0maer) TexCT:

Tabynauua... (0,4 OTHMEHE
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Mo NeBOMY Kpato
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no nNpaBoMy Kpato

no WnpuHe

dopmatnposaHue absaues

BbipaBHMBaHue ab3aua - pacnonorkeHme abs3aua OTHOCUTENbHO OOKOBbIX
rPaHUL, CTPaHULbI.

Koraa TeKcT BbIPOBHEH MO IEBOMY Kpalo, ieBan rpaHuua absaua obpasyer
NPSAMYIO TNHUIO. MPY 3TOM BCE CTPOKM MMEIOT OAMHAKOBbIE OTCTYMbl OT
NeBOro Kpas cTpaHuubl. aHHbIM ab3al, BbIpPOBHEH NO 1€BOMY Kpato.

BbIpOBHEHHDbIM MO LEHTPY, UM LEHTPUPOBAHHbIM TEKCT, pacnonaraetcs
TaK: C 06enx CTOPOH Kar*KAoM CTPOKM WMPUHA CBOOOAHOro NPOCTPAHCTBA
oanHakoBa. C 06enx cTOpoH Kpas ab3aua Noay4arTcss HEPOBHbIMMU.
[aHHbIN ab3aL, BbIPOBHEH NO LEHTPY.

Koraa TeKCT BbIpOBHEH NO NpaBoOMYy Kpato, NpaBad rpaHuua ab3aua
obpasyeT npamyto AMHM0. Kaxkaaa cTpoKa ab3alua 3akaHYMBaeTCs Ha
O4HOM U TOM }Ke PacCTOSHUKM OT NPABOro Kpas CTpaHuMubl. [JaHHbI ab3ay,

BbIPOBHEH MO NPaBoOMYy Kpalto.

Y TeKCTa, BbIPOBHEHHOIO MO WWPUHE, NeBas M NpaBas rpaHuLbl 0b6pasytoT
npamble MMHUK. MpK 3TOM nocneaHAs CTpOKa ab3aua BegET ceba TaK, Kak

MNPW BblIPaBHMBAHWM NO NEBOMY Kpato. [aHHblA ab3al, BbIPOBHEH MO
LUMPUHE.




dopmatupoBaHue ab3aues

OTcTYynbl CneBa U cnpaBa — PAacCTOAHME OT KpaAa CTPaHWLb
[0 nesou (1, cooTBETCTBEHHO, NPAaBOM) rpaHULbl ab3aua.

be3 oTcTyna

C otctynom cneBa

C oTrctynomMm cnpaBa

C nomowbo pasHoun
BESTMYMHDbI OTCTYMNOB
cneBa n crnpaBa 4acTo
pasnuyatoT
doyHKUMOHAsbHbIE
ab3aubl TekcTa.

C NOMOLL,bIO
pasHOW BENUYUHbI
OTCTYNoOB cnesa W
cnpasa 4acTo
pasnuyatoT
JoyHKLMOHamNbHbIE
ab3aubl TekcTa.

C NOMOLLbIO
PasHOW BENNYUHbI
OTCTYMoOB crnesa u
cnpasa 4YacTo
pasnuyatoT
doyHKLUMOHaNbHbIE
ab3aubl TekcTa.




dopmatupoBaHue ab3aues

OTcTyn nepsoM CTPOKU — OTCTYN nepepn, absauem, KpacHas

CTPOKa.

Bbe3 oTcTtyna

C otctynom

C BbiCTynom

[Mepen Bamu npumep
TekcTa 6e3 oTcTyna.

[Mepen BaMu

npumep  TeKcTa
oTcTtynom 1 cwm.

C

[lepen Bamu npumep
TEKCTa C BbICTYNOM
1,25 cm.




dopmatupoBaHue ab3aues

UHTepBanbl nepea v nocne 334atoT PaCCTOAHNE MeXAY
coceAHUMU a63au,atvw| cBepXy n CHU3Y.

ME)KAVCTPOLIHbIﬁ UHTEepBan ornpegender pPacCtoaAHne mexay
coceaHNMMU CTPOKAaMU BHYTPU a63au,a.

OavHapHbIU

NMonyTopHbIN

IBOMHON

[lepen Bamu npmumep
TeKcTa C O4ANHAPHbIM
MEXOYCTPOYHbIM
NHTEpBarom.

[lepen Bamu npumep
TEeKcTa C NonyTOPHbIM
MEXOYCTPOUYHbIM

NHTEpPBarom.

[Mepen Bamu npmumep
TEeKCTa C ABOMNHbIM

MEeXOYyCTPOYHbIM

UHTEPBAJioOM.



Ctunesoe popmatupoBaHue

[MPUMEHAIOT K CTPYKTYPHbIM 3/1€MEHTaM, HECyWMM OAHY M Ty XKe
bYHKUMOHANbHYIO HArpyskKy.

Ha3Hauyaetca onpeaenéxHHbIN

ctunb  dopmatupoBaHma - Habop

napametTpoB ¢dopmaTupoBaHua (wWpndT, ero HayepTaHMe U pasMmep,

OTCTYN NEePBON CTPOKU, MEXAYCTPOUHbIN MHTEPBAN).

[lpenmylectea cTuieBoro GopmaTMpoBaHus

9KOHOMMUT BpPEMSI —
NPUMEHUTb
CTUNb Kak Habop
napameTpoB
doopmaTmnpoBaHus
3HAYUTENBLHO
ObicTpee, Yem
3agaBaThb
COOTBETCTBYHOLLNE
napameTpbl
OOWH 3a Apyrum

obecneunBaet
eanHoobpasue
B opopmMreHumn
TEKCTOBOIO
OOKYMEHTA;
NPUMEHeHne
onpenenieéHHoro
CTUNSI BHOCUT CTPOroCTb
B odbopmMneHne
OOKYMEHTa

no3BonseT
ObICTPO N3MEHUTDL
BUO OTAENbHbIX
9JfIEMEHTOB BO BCEM
OOKYMEHTE —
OOCTaTO4YHO BHECTHU
N3MEHEHMNA B CTUJb,
N opopmsieHne
byoeTr nsmMeHeHo
BO BCEM JOKYMEHTE




dopmaTtnposaHue CTpaHuL,
AOKYMEHTOB

Mpn opopMNeHUN TEKCTOBOrO AOKYMEHTa, NpeaHa3HaYeHHOro
Ana  neyatu, ocoboe BHMMaHWe cneayetr yaAenUTb  €ro
PACNO/IOXKEHUIO Ha INCTax Bymaru.

lapameTpbl CTPpaHULbI

KHU»XHasa
AnbbomHas

. I <

Homepa
’////ﬁ BepxHee
CTpaHuL,

HmmHee

KonoHTuTyNbI

JleBsoe




dopmaTtnposaHue CTpaHuL,
AOKYMEHTOB

MapameTpbl CTpaHKULB! | |

MNonA Pazmep bymMaru I McToyHmMK bymMaru |

Mona

BepxHee: |2

[T [

resos: [z oo 1o 2]
MepenneT: MonoeHwe nepenneta: [ Cnesa -
OpHeHTawmA

A)

KHUHHERA anshoMHaA
CTpaH UL
HecKonbko cTpaHKL | OBBMHEIR -
Qfpazey
MPHUMEHMTE:

KO BCEMY OOKYMEHTY |

[ﬂﬂ"ﬂ-‘lﬂﬂﬂal—m...] [ Ok ][ OTMEHE ]

OKHoO BblbOpa napameTpoB cTpaHuubl B Microsoft Word




CoxpaHeHune AOKYMEHTa B Pa3/INYHbIX
TeKCToBbIX popmaTtax

[pn COXpaHEHUU TEKCTOBOrO AOKYMEHTa B ¢anne Ha BHELWHEM
HOCUTEeNe COoXpaHAeTcA COOCTBEHHO TEKCT W KOMaHAbl €ro
dopmaTnpoBaHuA.

dopmatbl TeKcToBbIX pannos

COXpaHAET TeKcT 6e3 popmaTnpoBaHUA

cobcTBeHHbIN dopmaT aoKymeHToB Microsoft Word

cobcTBeHHbIN dopmaT aokymeHToB OpenOffice.org Writer

YHMBepcanbHbin dopmat

dopmat ana xpaHeHma Web-cTpaHuy,

dopmat Ana npeacTaBAeHUsA B 3NEKTPOHHOM BMAae
MeyaTHbIX AOKYMEHTOB




Camoe rnasHoe

dopmamupoeaHue mekcma - npouecc ero odopMaeHMA; BOCNpPUATME
AOKYMEHTa CTaHOBUTCA 6osiee NPOCTbIM 3a CYET BbIYNIEHEHMA N OAUMHAKOBOTO
opopMNeHna OAHOTUMHbBIX CTPYKTYPHbIX 3/1eMEHTOB TeKcTa. Pasnnyator :
* pAMoe popmamuposaHue;
* cmusneesoe (hopmamuposaHue.
dopmamupoeaHue CcUMB0/108 - WU3IMEHEHME 3HAYEHUU CBOMUCTB BBEAEHHbIX
CMMBOJIOB: WPpUPTa, pasmepa, Ha4yepTaHuMsA, UBETa U T. 4.
dopmamupoeaHue ab3aya - N3IMeHeHMe TaKUX CBOMUCTB, KaK BbipaBHWBaHUE,
OTCTYN MNEPBOM CTPOKWU, MEXKAYCTPOUHbIM MHTEPBas, OTCTyMbl C/IeBa W CMpaBsa,
NHTEPBaNbl Nepea u nocae u ap.
OCHOBHbIMW napamempamu cmpaHuybl 00OKymeHmMa SBNAOTCA pa3mep bymarm,
OPUEHTALMA CTPaHMLbI U pa3mep NoNEN.
Hanbonee pacnpoctpaHeHbl cneayiowme dopmaTtbl ¢$annoB, B KOTOPbIX

coxpaHsaoT Tekctosble gokymeHTbl: [ XT, DOC, ODT, RTF, HTML, PDF.




OnNOpPHbIN KOHCMNEKT

dopmaTtupoBaHMe TeKCTa — rnpoLiecc ero obopmaeHUs.

dopmaTtupoBaHue
dopmaTtupoBaHue a63aueB
-

UHTepBan nepep,
B -

dopmatbl TeKCcTOoBbIX Ppannos

Paamep bymaru
4- OpwueHTauma
CTPaHMLbI
I -




