OCHOBHbIe 351IeMeHmMbI meKcma.
Hacmpouku okHa OOKyMeHma
dopmamupoesaHue ab3laua»



TeKCTOBbIU peaaKkTop

- 9TO O4eHb NpocTas nporpamMmma ans
paboTbl C TEKCOM. TEKCT COCTOUT U3,

OykB, UMMPP, 3HAKOB MpPenUHaHuA
M cneumanbHbIX CUMBOJSIOB,

KOTOPbIE MOXXHO BECTWU C MOMOLLbLO
KnaBmaTypbl KOMNbIOTEPA.



3arpy3ka Word:

[Tyck — Nporpammel — MS Word
Nnu
[Tyck — Bce nporpammbl — Microsoft Office -
Microsoft Office Word



OCHOBHbIE O0BLEKTbl TeKCTOBOIC

AOKYMEHTA.

CuMBOJT — MMHMMAarbHaga eguHuLLa TEKCTOBOW MHOPpMaLINW.

CnoBo - nNpon3BoribHasa NocrnenoBaTenbHOCTL CUMBOSIOB
(BykB, UMdp 1 Op.)orpaHNYeHHasa ¢ AByX CTopoH(npoben,
3anaTasd, CKobku 1 ap.).

CTpoka - nponsBosibHasi nocrenoBaTenbHOCTb CUMBOSIOB
MeXay NeBon 1 npason rpaHnLamMmn JOKYMEHTA.

AbG3aL - NPOn3BOJiIbHAA NnocsfiegoBaTtesibHoOCTb CUMBOJIOB ,
3aBepllariladacd cneunarsribHbiMm CMMBOJ1IOM KOHLA absaua

dparmeHT — BblaerneHHas 4acTb KOMMbIOTEPHOIO TEKCTA.
dparmMeHTOM MOXeT ObITb OTAENbHOE CITIOBO, CTPOKa, ab3all,
CTpaHuLa U Aaxxe BeCb BBOAUMbIA TEKCT.



3HaYeHuUs Knasuuwi:

o Shift + Alt - cmena andasuTa
o Shift + Enter — npuHyanTenbHbIN KOHeL, CTPoKY
o Shift + bykBa — nponucHble OykBbl

o Capslock — BbIGop NpONUCHBIX/CTPOUHBIX BYKB
o Backspace — ynaneHue nepen kypcopom
o Delete — ynanenue nocne kypcopa



HeKOTOpre NnoJsie3Hble KOM6VIHaLI,l/II/I KIaBULL

npu paboTe ¢ pycCcKnum andgaBUTom

o Shift + 1 - o Shift +6 -
o Shift + 2 — kaBbluky «» e Shift+7 -7
o Shift + 3 - No o Shift+8-"*
o Shift+4 -; o Shift+ 9 —(

o Shift+5-% o Shift+0-)



Tema:

«Hacmpouku okHa
OJOKyMeHma»



TeKCTOBbIU peaaKkTop

ABNAETCHA MHO200KOHHbIM
NPUNOXEeHUEM, T.€. Npw
3aKpbITUX NMEPBOro AOKYMEHTA,
MOXHO co3aaBaTb crieayoLnn
OOKYMEHT, He 3aKkpbiBad Word.



IIpakTrueckoe 3amanue Nel

1. 3anycTuUTe TeKCTOBbIN NpoLeccop
2. OTKponTe OOKYMEHT.
3. YcTaHOBUTE NapamMeTpbl CTPpaHULbl, BbIMOJIHUB crieaylowme AeNCTBUA:
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S

%
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BBeguTe KomaHay OCHOBHOro MeHo @ausi/l lapamempsl cmpaHuubl;

B nosiBuBLLEMCS HA 9KpaHe MOHUTOpA ANAaroroBoM OkHe [Tapamempsi cmpaHuubl
BblOepuTe BkNagky /o5 n ycTtaHOBUTE crneadylowme napaMeTpbl CTpaHuLb:

BepxHee: 1,5 cm;

Huxnee: 1,5 cm;

Jlegoe: 1,8 cm;

[lpaeoe: 1,56 cm;

BoibepuTte Bknagky Pasvep bymazu v yCTaHOBUTE crneayrolime napameTpbl:
LUnpuHa: 21 cwm;

BbicoTta: 14,8 cwm;

OpuveHTauus: anbbomMHas;

CTOYHMK 1 pa3mep: ocTaBuTb 6€3 N3BMEHEHNN;

MoaTtBepanTe ncnonHeHne kHonkon OK

. MoaknoyeHue TpebyeMbIX NaHenem NHCTPYMEHTOB:

Beeaute komaHgy OCHOBHOIO MeHw: Bud/llaHernu uHcmpymeHmos
Bkntounte: CmaHdapmHas, PopmamuposaHue, Tabnuuekl u epaHuybl, PucosaHue
Beeoute komaHay OCHOBHOIO MeHK: BuO BKNKOYUTE JIUHEUKa

5. BBeauTe TekcT: HekoTtopble npaBura BBoaa TeKCcTa
6. CoxpaHuTe AOKYMEHT noa nmeHem Ypok1 B NM4YHOM nanke.



«PopmaTnpoBaHme ab3aua»



AD3aL, — 9TO NPOn3BOSIbHAas
nocriegoBaTesibHOCTb CUMBOJIOB,
3aBepLuatoLasica crneuuanbHbIM
CUMBONOM KOHUA ab3aua.



IIpakTnueckoe 3aganue No2

WN -

. OTKpbITb 4OKYMEHT YpoK 1.
. Hanucatb 3agaHne Ne2, naty.
. CkonupoBaTtb TEKCT C roToBOro panna «Hekotopble NnpaBuna BBOAA

Tekctar».(C: \Moun gokymeHThI \ narnka 7knacca\HekoTopble npasuna
BBOJa TEKCTA)

. dopmaTupoBaTth No cneayoLwemy NpuHLNMY:

4.1. 3agaHne Ne2 — no UeHTpy, pasmMepom B 16 NyHKTOB, NMOMNY>XXUPHbLIM,
No4YepPKHYTO.

4.2. [1ata — BbIPOBHATbL MO NMpaBoMYy Kpato.

4.3. INpaBuno 1BbLIPOBHATL CneBa W cripasa C OTCTynamMu 2 CM.

4.4. INpasunno 2 npeacraBuTb C NONYTOPHLIM MEXCTPOYHbIM
NHTEpBarom.

5. CoxpaHuTb nog nmeHem Ypok 1 B IMYHOM narike.



YeMy Mbl HayuYUnNuchb:

*Pazobpamb OCHOBHbIEe KOMaHObI
HacmpouKu U3 20PU30HMasibHO20 MEHHO.

*Hacmpaueamb 3kpaH OOKyMeHma.

‘Pedakmupoeamb meKcm, npUMeHsImb
KHOINKU ebipa8HUBaHUSsI, KHOIMMKU omcmyrios.

‘A3mMeHsIMb MeXCmPOYHbIU UHMepsaarl.



