TeKCcToBbLIU peaaKkTop

Microsoft Word



CopepxaHue

0O Hauanwvnwvie ceeoenus.

0O OcHoeénbvle nonamus

0 Ilpaeuna pabomer c mexcmom
O Coxpanenue 0OKymenma



HavyanbHblIe cBeaeHUS.

Microsoft Word —
nporpamMma,
NnpeIHa3HAYEeHHAs] 1JIs
CO3aHUS U PeJaKTHPOBAHUA
TEKCTOBbIX I0KYMEHTOB,
coaepsKamMx Ta0JIMIIbI,
PUCYHKH U APyIue
MYJIbTHMEIUNHBbIC 00bEeKThI.
Takue nporpammsl
Ha3bIBAIOT TEKCTOBLIMU
pelaKTOpaMM WU
TEKCTOBBIMH IPOLIECCOPAMH.




OCHOBHbIE MOHATUSA

CUMBOJI — MuanMaibHas €IMHAIIA TEKCTOBOM
MH(pOpMalIHH.

CJIOBO — npou3BoJIbHAs MOCIEA0BATEILHOCTD
CUMBOJIOB, OTPAHUYECHHAS C JIBYX CTOPOH CJIY>KCOHBIMU
CUMBOJIaMU (IIPOOETT, CKOOKH U JIp.)

AB3AII, B penakrope MS Word — 310 01Ha niun
HECKOJILKO CTPOK, 3aKJIFOUEHHBIE MEXKIY ABYMS
gaxxatuasmu kjiaasuinu ENTER.

PEJAKTHUPOBAHMUME — npoBepka U UCIIPABJIICHUE
TEKCTA IIPU MOATOTOBKE K IMEYATH.

OOPMATHUPOBAHMUE — usMmeHeHne BHEITHETO BUJIA
TEKCTAa, IIPA KOTOPOM HE M3MEHSETCS €T0 COACPHKAHUE.




[lpaBuNna BBoAa TeKCTa

Ha nrcre HaxoauTces Kypcop - Myuraroiias BEpTUKaJIbHAs YepTa,
OTMEUarolas MECTO BBOAA OYEPEIHOI0 CUMBOJIA. TEKCT HaOupaeTcs Ha
KJIABUATyPEe KOMIIBIOTEPA U MEPEXO HA HOBYHO CTPOKY HPOUCXOIUT
aBTOMATUYECKHU, KOTa JIOCTUTAETCA MpaBas rpanuna. KiaBuiiry
ENTER Haj0 Ha)KMMaTh TOJBKO B KOHIIE a03a1ia, mpyu 3TOM CO3AaeTCsl
HOBBIU a03ail.

HaOpaHHbIl TEKCT MOXKHO UCIPABUTH (OTPEAAKTUPOBATh). J{J151 3TOr0
HaJI0 HOMECTUTH KypCOp B HY>)KHO€ MECTO (KJIaBUIIIAMU TTEPEMEIICHUS
Kypcopa WIH IIETYKOM MBIIIN), 3aT€EM HAOpaTh HOBBIN TEKCT U
yIQJIUTH cTapblii. HeBepHO HaOpaHHBI CUMBOJI MOKHO YHAJISATh JBYMS
criocobamu: HaxkatueM kiaBuiy Delete, korna ynanseMblid CUMBOJT
cIpaBa OT Kypcopa u Haxxaruem Backspace, korma ynansieMbiii CUMBOJ
CJeBa OT Kypcopa.

Touky, 3aI8ITYIO ¥ JIPYIUE 3HAKU OPEOUHAHUS ITUIIVT CIUTHO C
IIPEINIECTBYIONIMM CIOBOM. a IIOCJE 3HAKA NMPENUHAHUS 0043aTeIbHO
CTaBIT IIPOOEL.




[lpoaonmxkeHue

B nporpamme nencTByET aBTOMaTUYECKAs IIPOBEPKA
opdorpaduu u rpammaTuku. Opdorpaduueckre OMMOKU
MOUYEPKUBAIOTCS KPACHOU BOJIHUCTOW JINHUEW, &
CUHTAKCUYECKHUE U JIPYTUE — 3EIICHOW BOJHUCTON JIMHUCH.
OmurOKaMu CYUTAIOTCA TAKKE OTCYTCTBHUE MTPOOETIOB MOCIIE
3HAKOB MIPECIIUHAHUA.

Ilepen ckoOKaMu M KaBbIUKaMHU CTABUTCS OJWH IpoOe, Mpooe
MocCJe OTKPBIBAIOIICH U Mepe/T 3aKphIBAIOIIEH CKOOKaMU
cunTaercs omuokoi. I[lepen u mocie 3Haka «TUPE» CTaBUTCS
OJIMH MPOOEIT; Mepe U MoCIe 3HaKa «aeduc» mpoode He
CTaBUTCS.

A03al1bl HAUMHAIOTCS C KPACHOM CTPOKH, KOTOPasi 0OBIYHO
yCTaHABJINBACTCS KIIABUIIICH TaOyJISIIIAH.

JI1s1 BBOJIa pUMCKHUX IM(DP UCIOJIb3YIOT NPOIUCHBIC JIATUHCKUE
oykssl [,V,X,L,C,D,M.



N3meHeHne napameTpoB
CTPaHULbI.

[1o ymonyaHuto MS Word 3apgaet pasmep ctpanumy 210x297mm
N KHWXHYIO0 opueHTauuto. [Npun xenaHnm MOXHO U3MEHUTb 3TU
YCTaHOBKM, a TakXXe pa3mMep nonemn Jmcera.

N3meHeHUe napamempoe cmpaHUUubl.

1. Tllepenante B pexnm pasmeTkn CTpaHuLbl UK
npenBapuUTenbHOro NpocMoTpa.

B meHto «@Pann» BoibpaTh «lMapameTpbl CTpaHULbI».
LLlenkHyTb BKknagky Mons.

YCTaHOBUTbL HY)XHbIE NapaMeTpbl (pa3mMmepshl) Noseu.
HaxaTb «OK»

SN

A3meHUmMBb pa3mep rosield MOXXHO makKxe rnpu rnomow,u
JluHeuku.



[lepeme € No AOKYMEHTY C
NOMOLLbLIO MbILUW.

[leperiTi HA OHY CTPOKY BBEPX [IleTKHUTE BEPXHIOK CTPEIIKY
IPOKPYTKHU

IlepenT Ha OAHY CTPOKY BHU3. [IleqkHUATE HUKHIOKO CTPEIKY
IPOKPYTKHU

YToOBI IIepeiTH HA OMH dKpaH [IIenKHUTE CTPENKY «BBEPX» IO
BBEPX OETyHKOM

[leperiT HA OOVH SKpPaH BHU3 [IleqKHUTE CTPENKY «BHU3» MO
OEryHKOM

[IepenTu K onpeaeeHHOU [lepetamure OCTYHOK
CTpaHULE




[lepemelleHUe TeKCTa.

» BbIAEINATH TEKCT, KOTOPBIM HATO
MIEPEMECTUTH .

» Ha CrangapTHOM nmaHenu
WHCTPYMEHTOB HaXKaTh KHOIIKY
«BpIpe3arby.

o IlepemecTuTs Kypcop B TO
MECTO TEKCTa, KyJa HYKHO
BCTABUTH CKOIIUPOBAHHBIN
(parMeHT.

» Ha CrangapTHOM nmaHenu
WHCTPYMEHTOB Ha)KaTb KHOIIKY
«BcTaBuThHY.



KonnpoBaHue TeKcTa.

C NoMOIIbI0 KOMUPOBAHUS TEKCTA MOKHO COKOHOMMTH
BpeMs Ha HaDOpe TEeKCTa.

BI)II[CJ'II/ITG TCKCT, KOTOpBIﬁ HaJ10 CKOIIMPOBATh.

Ha CrangapTHOM ITaHEIM UHCTPYMEHTOB HAXKMUTE KHOIIKY.
«KonupoBarsb».

[TepemecTuTe Kypcop B TO MECTO TEKCTA, Ky/ia HY>KHO
BCTABUTh CKOIIMPOBAHHBIN (h)parMeHT.

Ha CrangapTHOU ITaHEIM MHCTPYMEHTOB HAXKMUTE KHOTIKY.
«BcTaBUTE)).



YaoaneHue tekcra.

YToOk! yIaauTh CUMBOJI CJIEBa OT Kypcopa,
Ha)XMUTE KiaBuiny Backspase.

YToO0mBI y1aauTh CUMBOJI CIIpaBa OT Kypcopa,
HaxMuTe Knapuiny Delete.

YToO0BI yIaauTh CI0BO, a03al] WJIM YaCTh TEKCTa —
BBIICJIUTE €r0 U HaXXKMUTE Ki1aBuiry Backspase
niu Delete.



CoxpaHeHue AOKYMEeHTa

B Mento «®aiim» BeIOpaTh
«CoXpaHuUTh KaK...»

B nionie «Ilamka
IIEJKHYTH [0 CTPEJIKE U
BBIOpATh HY)KHBIN JTUCK.
3aTeM ABAKIbI IECTKHYTh
HYKHYIO TaIKYy.

7\

B none «Mms daninay
BIMcaTh UMs (pana.

Haxath KHOTIKY
«CoxpaHuUTHY.



OTBeTbLTE Ha BONPOCHI

B kaxom cnyuae npu 6600e mekcma cieoyem
Haodcumams kaasuuy ENTER?

Kax cmaesmcs npobenvl 0kono 3HaKos
NpenuHarus?

Kakas cywecmeyem paznuya npu 6600e 3HAKO8
«mupey, «oegpucy?

Kaxue npasuna cywecmeyrom npu 3akiroueHuu
mexKcma 6 Kaébluku, CKOOKu?

Kaxue cumeonwvt ucnonwv3yrom o newamu
DPUMCKUX YUpp?



[lpoaonmkeHue

Ymo nonumaemcs noo mepmuHom
«PeOaxKmuposarue mekcmay,
«popmamuposarue mexkcmay?

Kax yoanums, nepemecmums, ckonuposama
¢ppacmenm mexcma?

Kak coxpanums mexkcm?



