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TEKCTOBBIE
PEAAKTOPbl U NMPOLECCOPBI

-IIpocThie penakTopbl (biioknHom)

NO3BONSAIOT PeAaKTUPOBATb TEKCT, OCYLLECTBAATL NpOCTenLLee
dopmaTmpoBaHme WpndTa.

-CoBepliiieHHbIE — IPOIIECCOPBI
(Microsoft Word, Star Office Writer)

NO3BO/SIIOT HE TO/IbKO PeAakTUPOBATb TEKCT, HO U BbINOIHATL 6osiee
C/IOXKHble onepaLmm Hag TeKCTOM( BbIpaBHMBATb, BCTABAATL GOPMY/ibl,
TabAnLbl, KAPTUHKMA ...)

-HacTonbHBbIE H3aTEJIBCKHE CHCTEMBI
(Adobe PageMaker)

MCNONb3YIOTCA ANA MOATOTOBKM K U34AHUIO KHWUT, XXYPHA/IOB U ra3eT B
npouecce MakeTMpPOBAHUA N34AHUSA

-Co3parenu caiitoB (Microsoft FrontPage)

MCNO/b3YIOTCA ANA NOATOTOBKM K nybamnkaunm B MHTepHeTe Web-cTpaHuy,
n Web- canTtos



N
TEKCTOBBIV NMPOLLECCOP WORD

1. 3anyck
1 cnoco® : Ilyck — Ipozpammesrt — Microsoft Office — MS Word

2 cnocod: JIKM z m no nuxkmozpamvme (pivike, UKOHKe) ﬁ wz g Ha paoouem cmone
N
=

2. CocTaB OKHA
BepxHsisl CTPOKA- LANKA ¢ KHONKAMU YRPACTIeHUA (HA36AHUE OOKYMEHNd)
Bropasi ctpoka- MeHFIO
Tperbsi CTpOKa- HAHETb UHCMPYMeHmoe CmaHoapmHaA
YerBepTasi CTPOKA- HAHETb UHCMIPYMeHmo6 Dopmamuposaru
Hunenra
TopusonmanvHasa u 6epmMUKATLHAA HOI0CH HPOKPYHIKI - AHCTPYMEHT 1St
nepeMelieHHsI MO0 JOKYMEHTY
Cmpora cocnmoAHUA Pacno/ioKeHA B HIZKHEN 9aCTH 0KHA, COMEP/KRAT HHGOPMAIIHIO 0
TeKyIleM COCTOSIHHHM POrPpaMMbI H pe;KUMaX padoThl ¢ JOKYMeHTOM. B Hell IOKa3aHbI:
* Ne Tekynieil CTpaHUIBI H pa3aeiia
*Ne ¢cTp U3 o01ero ux 4uc/aa: 1/5 o3Ha4YaeT «mepBasi CTP 0K, COCTOSIIIEr0 U3 S CTPAHHID);
* paccTosiHHe Kypcopa oT BepXHero Kpasi cTp;
*Ne CTPOKH H KOJIOHKH;

*4 HHAHKATOPA: CTPYKTYPa JOKyMeHTa
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BBOJ, TEKCTA
@m DELETE- yaaneHve cumsona

Alt+Shift nepexoy, ¢ pycckoro Ha NaTUHCKUI
Ctrl+ Shift | asbik u o6paTHO (neBasa M npaBas CTOPOHA)

Caps Lock | sarnasHbie 6yksbi
Shift + H. kn.

Henb3s MCKYCCTBEHHO 3aKaHYMBaTb CTPOKY HaXkaTMeM KAaBuLLEN
Enter




NP CO3AAHMU HOBOIO
NOKYMEHTA HEOBXO/IUIMO:

® PUTOTOBUTH YHCTHIM JUCT (pu 3amycke Word
OH YK€ TOTOB);

e BBIOpATH SI3bIK (JIAT, PyCCK);

® YCTAHOBUTH pazMep mpudra;

e BbIOpaTh BUM IpUPTAa;

® YCTAHOBUTh I'PaHULIbI TOKYMEHTA,

® YCTAHOBUTH MEXKCTPOYHBII UHTEPBAI,

e coxpaHuThb NOKyMeHT (Paitn —CoXpaHUTH
KakK...), yKa3aB UMs U TIOJIHBIU Iy Th
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Z Mepepayva nHopmayumn

z MHpOpMaTUKa — 3TO Hayka O cnoco6ax nepegayn, XpaHeHus U
nepepaGoTKu MHDOPMALMM.

PassuTne yenoseyecTea Gbino Obl HEBO3MOXKHO Ge3 oGMeHa MHdopMaumei. C
RABHWX BPEMEH NIOAV U3 NOKONEHWA B NMOKONEHWE Nepenasanit CBOW 3HaHWA,
u3Bewani o6 ONacHOCTM UMK Nepeaasanit BaXHYIO W CPOYHYIO MHMOPMALMIO,
ofMeHNBanuCb CeBeAeHUAMW. [lepBoHaYanbHO NIAM MONb30BaNUCh NULWb
CpeAacTEaMu GIDKHEN CBA3N. Peyb, CyX, 3peHue

1. Cxgxume wmo Moxcem Oumbs obwe2o0 Mexcdy nosmom A.C. IDvuxuwelm u
uHGopMaAMuxou?

OkKasbiBaeTca BENUKUIA noaT, BblpasuTens CBOEN  3NOXM, ocTasmn

CBMOETENLCTEO O TOM, KaKk B OPEBHOCTM NIOAM nepeaasanyt MHEMOPMaUMo
BcnomuuTe:

10 10- 1988

OH GexuT ceGe B BOMHAX Ha pasAayThiX napycax

121

Kopabnuk QOCTaBNANM MOPAKOB B PasHble CTpaHbl, OHW BENW TOPr CBOMMM
TOBapaMK, Y3HaBanu HOBOCTM M3 PasHbiX CTpaH W pacckasbigan o CBOei
CTpaHe. Ha Cylle BCE BaKHble HOBOCTM [OCT3aBNAN FOHEU — YenoBex
NepeaanLui YCTHbIE COOBLIEHNA. PassuTUe NMCbMEHHOCTH NOPOANNO - JTowmy.

11401013

2. Kaxumu u36ecmusiMU 8aM CnOCo6aMu Nepedsuzalacs nowma ¢ Opeskux spevén?

W3BECTHO, HanpuMmep, NpUMEHEHWe Ha KaBkasze KOCTposoi cBaA3n. [ea
KOCTPOBbIX CUFHanbluka Haxoaunucs Ha PacCTORHMM MPAMOIT BUAMMOCTU Ha
BO3BbILEHHbIX MeCTax unu OawHax. Korga npubnuxanack ONAcHOCTb,
CUIHANbLUWVKN, 33KMras UENoYKy KOCTPOB, Npeaynpexaanit o 3ToM HaceneHue
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YCTaHOBUTH KYPCOP MBIIINA
B  Hadaido  (parMeHTa
TEKCTa, KOTOPBIA HVKHO
BBIIETINTH W IIPOBECTU
KYpPCOpPOM IIpH  HaKaTom
JIEBOM KHOIIKE 1O KOHIa
(pparmenTa.
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Mepegava uugopmauumn

UHpopMaTUKa - 3TO Hayka O cnocobax nepepayd, XpaHeHUa W
nepepacoTku MHpOpMaLMK.

Passutie yenose4ecTea Obino Obl HEBO3MOXHO Ge3 oOMeHa uHdopmaumen. C
[aBHUX BPEMEH NMIOAM U3 NOKONEeHWs B NOKONeHWe nepeaasan CBOW 3HaHWA,
u3gewanu 06 onNacHOCTM UNKU Nepeaasanyt BaXHYIO U CPOYHYIO UH(OPMaUMIO,
oOMeHnBanuce CeefeHuAMN. [epBoHaYanbHO MOAM MNONL30BaNUCL NULWL
cpeacTeamu 6nvKHEn CBA3N: peyb, CNyX, 3peHne.

1. Cxaxoume umo moxcem OGume obwezo Mexcoy nosmowv A.C. ITVuxuwelv u

ur@opMaAMUKOou?

OkKa3blBaeTCR BENMKMIA  NO3T, BblpasuTens CBOENM  3NOXW,  OCTaesun
CBMAETeNbCTBO O TOM, Kak B APEBHOCTM NaW nepegasany MHMOpPMauMio.
BcnomuuTe:

BeTep NO-MOPK rynseT U KOPaGNUK NOArOHAET,
OH 6eXUT ce6e B BONHAX Ha PasayThbiX napycax.

Kopabnuk AO0CTaBnan MOPAKOB B pasHble CTpPaHbl, OHW BENW TOpr CBOMMM
TOBapaMm¥, y3HaBanu HOBOCTM M3 pasHbiX CTpaH WM pacckasbiBanu O CBoen
CTpaHe. Ha Cywe BCe BakHbleé HOBOCTWM [OCTaBNAN rOHEW — 4Yenosek,
nepeaanLuin yCTHble CoobLeHna. PassnuTie NMCbMEHHOCTU NOPOANNO - Towmy.
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[locTaBuTh ykazareilb MBIIIHN
Ha II0JIOCY BbIJI€JICHU
HAIIPOTUB HYKHOU CTPOKH U
Ha)KaTb  JEBYIO  KHOIIKY
MbIIH. Ecnmu  HeoOxomuMmo
BBIJICJINTH OOJIBIIIE CTPOK, TO
HEOOXO/IMMO  MepeIBUHYTH
yKa3aTeldb MBIIIA BBEpPX WU
BHU?.
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[IocTaBuTh yKas3areib
- Mepegava nHpopmayuu MBI HAa TIOJIOCV

> UHpopMaTKa - 3TO Hayka O cnocob6ax nepegayu, XpaHeHUs u

nepepaGoTKku MHpOpMaUuK. B:E)I;[e .TIeHI/IH HaHl:) ()TI/IB

Pazauie yenoseyecrtea Obi10 Obl HEBO3MOKHO Oe3 obmeHa uHpopmaumen. C —
A3BHUX BPEMEH NIOAU M3 NOKONEHUN B NOKONEHWE Nepesasanyt Ceou 3HAHMA, o Ve T ale s - 2 > 1o Lo
u3sewan o6 onacHOCT Urn Nepeaasany BaxHYO W CPOYHYIO UHDOPMaUMIO, H.\ )I\H()r() d() Saua I/I l)a 3a
oOMeHuBanuCh CBeAeHUAMW. [lepBOHa+4anbHO NOAM NONb30BaTUCL MNULLb

cpeacTsamMu BnAKHEN CBA3N. pevyb, Cnyx, 3peHue. H_IeHKH}"TB J‘IeB.\YR) KH()HK}'

1. Cxaxcume wmo Modxcem Gwims obwezs Mmexcdy noimom A.C. IRwxuwsiv u

...............

uRpopmamuxou’? h .[ bIIHI/I
OrasblBae€TcA BENMKMI  703T, BbIPasUTENb CBJEW  3NOXWU.  OCTasun

CBAJETENBbCTBO O TOM, KaK B ApPEeBHOCTM NOAM nepenasany MHOOPMaUMIo.
BonomHuTe:
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BeTep no - MOPIO rynseT U KOPabnuk NOAroHseT,

OH 6exuT ce6e B BONMHAX Ha pasayThix napycax ('bo ('50 @ (’% @0 ('50 ('bb ('%

KopalnuKk [0CTaBnAn MOPAKOB B pasHbie CTpaHbl, DHU BEenu Topr CBOMMM
TO3apamu, Y3H3aBanu HOBOCTM W3 pasHbiX CTpaH W pacckasbiBaru O CBOEi
ClpaHe. Ha cywe BCe BaXHble HOBOCTM [OCTaBNAN roOHeL - Yenosek,
nepeaaroLyun yCTHble coobleHns. PassuTe NUCbMEHHOCTY NOPOAVIO - Toumy.
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2. Kaxumu u3geommsiMu 6aM cnocobamu nepedsuzaiacs novina ¢ Opesxux spemén?
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Mepenaya nHpopMaunmn

WHdopMaTKa - 3TO Hayka O cnoco6ax nepepayu, XpaHeHWA W
nepepaGoTku MHOPMaL UK.

Passutie yenoseyecTsa Obino Obl HEBO3MOXHO 6e3 obMeHa uHdopmauuen. C
[aBHUX BPEMEH NI0AN M3 NOKOMIEHUA B NOKONEHWE Mepeaasanit CBoM 3HaHWA,
n3sewan o6 onacHoOCTU UNKU NepenaBsanit BaxHYI M CPOUHYIO MH(POPMALMIO,
ofMeHnBanuCb CBefeHuAMW. [lepBoHaYyanbHO NoAM MOMb30BaNUCL Wb
cpeacTsamu ONVKHEN CBA3N. peYb, CRyX, 3peHNe.

1. Cxgxcume wmo Moxcem Ouimb obwezo Mexcdy nosmom A.C. IDwuxuweiv u

uH@opMamuxou?

Oka3blBaeTCA BeNMKMA  NO3T, BbipanTenb CBOEH  3NOXW, OCTasun
CBMAETENLCTBO O TOM, Kak B [PEBHOCTM MioAM nepeaasany MHMOpMauuio
BcnomHuTe:

BeTtep no - MOPIO rynseT U KOpabnuk NoAroHseT,
OH GexuT ce6e B BONMHAX Ha pasayThiX napycax

Kopabnuk [QOCTaBNRn MOPAKOB B pasHble CTPaHbl, OHW BEnu TOPr CBOMMM
TOBapamy, y3Hasann HOBOCTM M3 pasHblX CTpaH W pacckasbisanu 0 CBoen
CTpaHe. Ha cCywe BCe BakHble HOBOCTM [OCTaBNAN rOHEY — YenoBex,
nepeAaaLni YCTHbIE COOBLEHNA. PasBuTHe NCbMEHHOCTV NOPOAKUNO - IToumy.
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[IocTaBuTh yKas3areib
MBIIIIA Ha JHOOVIO OVKBY
ClIOBa M 2 pasa IIEIKHYTH
JIEBOM KJIABUITIE MBIIITH.
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KOIMNMUPOBAHWUE m

Bygep obmeHa- 3TO y4acTOK NaMsATH, B
KOTOPbIN BPEMEHHO nomMeLLaeTcs
BblpE€3aHHbIM MW CKOMMPOBAHHbIN
YY4aCTOK TEeKCTa UAUN rpaduKn.

PparmMeHT coxpaHsfieTca B  Oydepe
obMeHa A0 Tex nop, NMOKa B HEro He
byaeT BHECEH HOBbIN PpParMeHT.




KOIMUWPOBAHMUE

1 Ccnocob6:

1) BblAAUTb PparmMeHT TeKCTa

2) B MeHto [Ipasxka— Konuposams

3) NepeMecTUTb KYpPCOp B TO MECTO, KYAa HY>XXHO BCTaBUTb PparMeHT;
4) B MmeHio llpaska — Bcmasume

2 cnocob:

1) BblAe/INTb GparMeHT;

2) HaXaTb Ha KHOI‘IKy CmaHoapmHOU NaHen UHCTPYMEHTOB;

3) NepeMecTUTb KYpCOp B TO MECTO, KyA,a HY>XHO BCTaBUTb GparMeHT;
4) HAXaTb Ha KHOI‘IKy| CmaHdapmHOU NaHeNN UHCTPYMEHTOB;




1 cnocob:

1) BblAeNTb GparMeHT TeKCTa

2) B MeH10 lIpaska— Beipesamsb

3) NepeMecTUTb KYpCop B TO MECTO, KyZa NnepeMellaem;
4) B MeHio lIpaska — Bcmasums

2 cnocob:

1) BblAeNUTb GparMeHT;

2) HaXaTb Ha KHonky || - | CmaHdapmHoU naHenn NHCTPYMEHTOB;
3) NepemMecTUTb KYpCcop B TO MECTO, KyAa NepeMeLyaem;

4) HaXaTb Ha KHOMKY CmaHaapmHoﬁ MaHe/In UHCTPYMEHTOB;
3 cnocob:

1) BbIAE/IUTb HY>XXHbIN GpParMeHT TEKCTY;

2) yCTAHOBUTb yKa3aTe/lb MbilLW Ha BblAENeHUMN;

3) HaXaTb U gepxaTtb HaxaTton JIKM u nepemMecTuTh yKasaTtesib B TO MECTO,
KYZAa HY>XHO nepeMectuTb GparMeHT 1 OTNYCTUTb KHOMKY MbILLN.




1 cnocob:

1) BblANUTb PParMeHT TEKCTA, KOTOPbIU HY>XHO YAJ/IUTh;
2) HaxaTb knasuwy Delete Ha knaBuaType.

2 Ccnocob:

1) BblAe/ITb GparMeHT TEKCTa, KOTOPbIN HYXHO YAa/IUTb;

2) BoinonHuTb NYHKT MeHto lIpaska — Beipezamep

3 cnocob:

1) BblAe/INTb PParMeHT TEKCTA, KOTOPbIN HYXHO YAJ/INTb;

2) HaxaTtb kHonky | | CmaxndapmHoU NnaHen MHCTPYMEHTOB




J'IFI BblaesieHnd BCero

AOKYMEHTa: lMpaska— Bbideaums sce

Ha CmaHdapmHoU naHenu

AN OTMeHbl AeVNCTBUA: UHCMPYMEHMO08 HaXaTb Ha
)~ 15




