UHdopmaTuka

§ CO3[AHME TEKCTOBbIX
NOKYMEHTOB HA KOMNbIOTEPE

OBPABOTKA TEKCTOBOWU
MHOOPMALIUU

EWIAATENDCTBO

7 knacc BN shtom:



Habop (BBOA) TeKcTa

MoArotoBKka JOKYMEHTa Ha KOMMbIOTEPE COCTOUT U3 TaKUX 3Tanos,
KaK Habop, pepgaKkTuposaHue n popmaTupoBaHue.

Habop (BBOA) TeKcTa ocyuwlecTBAsieTCA C MOMOLLbIO KAaBMaTypbl.
HaBblk KBaAMPUUMPOBAHHOIO KNABMATYPHOro MMUCbMa CeroaHsA
CYNTAETCA COLMANbHBIM, OOLLEKYNBTYPHbIM.

PacnonoxeHme OyKB Ha KAaBMaType BbIMNOAHEHO C YYETOM
NPUHUMNE «HanboNbLEN NOBTOPAEMOCTNY.

30Hbl OTBETCTBEHHOCTU Ma/ibLEB Ha K/1aBnatype




[lpaBuaa BBOAA TEKCTA

e HEe cnegnuTe 3a KOHLLOM
CTPOKWU: KaK TONIbKO OH byaeT
NOCTUTHYT, KYpCcop
aBTOMAaTUYECKM NepenaeT Ha
Ha4yano cneayoLwen CTPOKU;




[lpaBuaa BBOAA TEKCTA

e 118 TOro 4tobbl nepenTM K BBOAY
HoBOro ab3aua, HaxxmuTte Knasuuwy Enter;




[lpaBuaa BBOAA TEKCTA

*TaM, TrAe 3TO HYXHO, WCNOAb3yUTE
nponucHble bykBbl (Shift + 6yKsa);

” il shift I + |




[lpaBuaa BBOAA TEKCTa

e cocegHne CcnoBa OTAenAanTe OAHUM
npobenom;




[lpaBuaa BBOAA TEKCTA

*3HAKM MNpenumHaHua (3anAaTylo, ABOETO4YME, TOMKY,
BOCKAMNLATENbHbIK N BOMPOCUTE/IbHbLIA  3HAKMW)
NMULLXUTE CAUTHO C nNpeALlecTBYIOWMM C/I0BOM U
oTaenanTe npobesom oT cneayroLlero c/0Ba;

CZIUTHO

Xopomol? OTn M‘-IHOL]HETO!‘ COIIHLI,J.

oTAENNTb ‘




[lpaBuaa BBOAA TEKCTA

® KaBblYKM W CKOOKM nNUWIMTE CAUTHO C COOTBETCTBYOLMMMU
CNOBaMMU;

CZIUTHO

«L(opomo neromm u)




[lpaBuaa BBOAA TEKCTA

® TUpe BblaenanTe npobenamu c AByx CTOPOH;

OTAEeNNTb

||

CnpaBKa —3TO AOKYMEHT.




[lpaBuaa BBOAA TEKCTA

¢ ,EIIECI)VIC nmuwnTe CZIMTHO C coeagnHAaemMmbiMn UM C/ZTOBaMM,

C/IUTHO

l

«YenoseK-amopubua»




PepakTupoBaHue TeKCTa

Mpu peaakTupoBaHun (NpaBKe) TEKCTA ero NPoCcMaTpMBatoT, YTOObI
yb6eanTbca, YTo BCE NPABUIbHO, UCNPABAAIOT OOHapPYHKEHHbIE OLLNOKM
N BHOCAT HEobXxoaMMble USMEHEHUA.

BbicTpoe nepemell,eHmne Kypcopa:

Home - B HA4ano CTPOKM

d

End - B KOHeL, CTPOKM

Ctrl + - Ha C/10BO BNpPaBo

oy

Ctrl + - Ha C/10BO B/1eBO

Page Up - Ha «3KpaH» BBEpPX

Page
Down

- Ha «3KPaH» BHU3

i El



PepakTupoBaHue TeKCTa

Mpu peaakTupoBaHun (NpaBKe) TEKCTA ero NPoCcMaTpMBatoT, YTOObI
yb6eanTbca, YTo BCE NPABUIbHO, UCNPABAAIOT OOHapPYHKEHHbIE OLLNOKM

N BHOCAT HEOOX0AMMbIE N3MEHEHUA.
KombuHaumm Knasuil gna pexkmma npoKpyTKu

" cCtrl + | Page Up - Ha CTPaHULY BBepPX

- ctrl + I';ggﬁ] - Ha CTPaHMLY BHM3

Ctrl + Home - B Ha4a/10 TeKCTa

i g

i EEE

 Ctrl + || End - B KOHeLl, TeKCTa




PepakTupoBaHue TEKCTa

Pexxumbl paboTbl TEKCTOBOrO peAaKTopa

TeKcT caBuraeTcs CMMBOAN, CTOALLNM
BNpaBo, 0cBObOXKAaf 33 KYPCoOpom,

MecCTO BBOANMOMY 3aMeHAETCA CUMBOJIOM,
CUMBONY BBOAUMbBIM C KZ1aBUATYPbI



http://files.school-collection.edu.ru/dlrstore/715b2861-5e83-4a1d-895e-db9e5961d66f/[INF_019]_[AM_01].swf
http://files.school-collection.edu.ru/dlrstore/715b2861-5e83-4a1d-895e-db9e5961d66f/[INF_019]_[AM_01].swf
http://files.school-collection.edu.ru/dlrstore/c7e12acb-61f6-4714-8385-0c892973055b/[INF_015]_[PD_01].swf
http://files.school-collection.edu.ru/dlrstore/c7e12acb-61f6-4714-8385-0c892973055b/[INF_015]_[PD_01].swf

PepaKTupoBaHue TeKCTa

CoBpeMEHHbIE TEKCTOBblE MPOLECCOPbl CHAbXKeHbl cpeacTBammu
NPOBEPKN MPaABOMNUCAHUS.

Bcé mHoroobpasue owmnboK, AonycKaemblXx Mpu BBOAE TEKCTA,
MOXeT ObiTb CcBegeHoO K TPEémM TunNam: JIMWHWUKA  CUMBO,
NPONYLWEHHbIA CUMBOA U OLLMOOYHbIA CUMBOJ.

Tunbl oWKOOK CnocoO6bl ycTpaHeHns owunbokK
JInwiHnn 1. YcTaHOBUTbL Kypcop nepes, MMWHUM CUMBOSIOM.
CMMBON 2. Haxatb kHonky Delete
[MponyweHHbIn | 1. YCTaHOBUTbL KYpPCOP HA MeCcTO BCTaBKM CMMBONA
CMMBOI 2. HaxxaTb knaBuLLy C HY>XHbIM CUMBOJSIOM
HeBepHbIn 1. YcTaHOBUTb Kypcop nepen owmboYHbIM CUMBOSTIOM
CMMBON 2. Haxatb knasuwy Delete

3. HaxaTb knaBuwy ¢ BepHbIM CUMBOSIOM




PaboTta ¢ pparmeHTamm TeKcTa

(DparMEHT =»| HEMNpepbiBHaAA 4aCTb TEKCTA

cmeon | croso | crooa [ npemromenne | Assau_| aormer

Ypanutb u3 Bbipe3aTb U3
TeKCTa TeKcTa KonuposaTtb BcTtaButb
(knaBsuwm (nomecTnTh B 6ydep us bydepa

Delete B 6ydep obmeHa obmeHa
Backspace) obmeHa)




Camoe rnasHoe

Habop (8800) TekcTa, KaK NMpPaBW/IO, OCYLLECTB/IAETCA C MOMOLLbIO K/1aBMaTypbl.
HaBblK KBaAMPUUMPOBAHHOINO KAABMATYPHOro0 MNMUCbMa CerogHAa CcYuTaeTcA
COUMaAbHbIM, 0OLLEKYNbTYPHbIM. M3yunTb pacnonoxkeHne b6ykB Ha KiaBumaType U
OCBOMUTb HaBblKM BBOAA TEKCTa MNpolle BCero B npouecce pabotbl ¢
KnasuamypHsIM mMpeHaXEpom.

Mpn pedakmuposaHuu (NpaskKe) TeKCTa ero NPOCMaTPMBatoT, YTOObI yoeanTbes,
4YTO BCE NPaBU/IbHO, NCMPABAAIOT OOHapPY*KEeHHbIE OWKNOKN 1 BHOCAT HeobxoaMmbie
nameHeHusa. Mpn peaakTMpPoBaHUM MOXKHO paboTaTb He TONbKO C OTAENbHbIMU
CMMBOJIaMM, HO U C UenbiIMn PparmeHTaMu TeKCTa: YAaNATb, Bblpe3aThb,
KonupoBaTb B bypep obmeHa n BCTaBNATb B HY)KHOE MECTO OAUH UAU HECKO/IbKO
pas.

B coBpeMeHHbIX TEKCTOBbIX MPOLLecCopax pPeann3oBaHbl YHKYUU MpoeepKu
npaeonucaHus, NOUcKa 3aJlaHHOTO hpaemMeHma TEeKCTa M 3aMeHbl ero Apyrum
MEHTOM.

cI>|o;Lrt




OnNOpPHbIN KOHCMNEKT

MoarotoBKa AOKYMEHTa Ha KOMMNbIOTEPE COCTOUT U3 TaKMX 3TaNOB, Kak
Habop, pegakTMpoBaHue n GopmaTUpPoOBaHME.

PexXum
paboTbi

BcTraBKa

Buapbl

OownboK

‘ R NInwiHnin
CUMBON
Ypanato
Y [MponyuieHHbIN
CMMBON
Bbipe3aTb

Konuposatb HesepHbiit
CUMBOAN
BctaBnatb

TEKCTOBOro
pepaKkTopa

dparmeHT
TEeKCTa —

HenpepbiBHaA
4YacTb TEKCTa




