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TeKcT Kak cpopma
npeacTaBrieHUsaA MHPoOpPMaLUn

TeKkcT — 310 Nt0OOE cloBecHoe
BbiCKa3blBaHME Hane4yaTaHHoe,

HanncaHHOE NN CYLLECTBYIOLLIEE B YCTHOW
doopme.

NHdopmauus, npegcrasneHHaa B popme ‘
MUCbMEHHOIO TEKCTA, Ha3blBaN™ " "™ nmnmanar
uHgopmayueu. \




YanBuTenbHbIN (hakT

[1lponyck, 3amMeHa nnm nepecrtaHoBKa
XOTS Obl 0OQHOIO CMMBOSA B TEKCTE
nog4yac U3MeHsEeT ero CMbICH:
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HocuTtenu TtekcCtoBOMU
MHpopMaLnn

IepeBo
bepecTa
Manupyc
MeprameHT
bymara
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Ha npoTsXeHunun TbicaveneTum
nan 3anuckiBanm MHOPMaLUMUIo.




TeKkcToBble AOKYMEHTDI

OOKYMEHT — ntobomn TEKCT, CO34aHHbIN C

MOMOLLIbIO TEKCTOBOIO peaKkTopa, BMECTe C
BKIMIOYEHHbIMUW B HEFO HETEKCTOBBLIMMU
marepuanamu.

TeKkcTOBbIN AOKYMEHT




OO0BLEeKTbl TEKCTOBOIO
AOOKYMEHTa

OCHOBHbLIMU
obrekmamu
meKcmoego20
doKyMeHma
S18JISIFOMCS:

_] cnmBon

] cnoBo

_] cTpoOKa

] ab3au
dcTpaHuua
] pparmMeHT




CoBpeMeHHbIN MOMOLLHUK

@ Habop TekcTa

. BHeceHVe nsmeHeHum
B TEKCT
- = i N N s 3anuch TEKCTa B Namats |
e KOMMbHOTEPa ANA XPaHEHWH
vV, |
BO3MOXHOCTU \ [eyaTb TEKCTA Ha NpUHTEpPE
KoMnbloTepa

npu paboTte ¢ @ OTnpaBKa TeKcTa
TEKCTOM

MO 3NEKTPOHHOM NoYTE




JTanbl NOAroTOBKU AOKYMEHTa

1 2 3 -

Bsoa PegakTtupoBaHue dopmaTnpoBaHne
TEKCTa | TeKCTa | TeKcTa

[TogrotoBka AOKYMEHTA Ha KOMNbIOTEPE COCTOUT
N3 HECKOMbKUX 3TanoB: 8e8od (Habop) mekcma,
pedakmupoeaHue, hopmMamuposaHue N neyams.




BBoa TekcTa

[1py BBOAOE TEKCTa NpmaepXnBanTech

Erayn [ ] / [ ]

Tam, rge 3TO HY>XKHO, UCNOSIb3yUTe NPOMNUCHbIE OYKBbI.

Bce 3Haku npenMHaHus, KpoMe TUpe, CTaBbTe Cpa3y Xe 3a
nocnegHen 0yKBou CnoBa; nocne rfiloboro 3Haka npenuHaHusA
HaxXnmaunte Knasuuwy lNMNpoben. Tupe BbiaenanTe npobenamu c
ABYX CTOPOH.

U3berante BBOAa noapsaa ABYX U bornee npoberos; He
ncnonb3yute npoben Ans BbipaBHMBaHUA rpaHuy ab3aua.

He cneguTte 3a KOHLUOM CTPOKMU: KaK TOJNIbKO OH OyaeT
AOCTUTHYT, KYpCOp aBTOMaTU4Ye€CKN NepenaeT Ha Ha4vyano
criegyrowien CTPOKM.

Ona nepexoaa K BBoAYy HOBOro absaua, HaXXMUTe KnaBuwly
Enter.



PenaktupoBaHUue TeKcTa

PedakmupoeaHue — 370 o4epeaHon aTarn
NOAroTOBKM AOKYMEHTa, HaunHaloLWKUNCA Bere 3a
BBOOOM MH(popMaLKK, B pe3ynbsTaTe KOTOPOro
NPOUCXOOUT NPOBEPKA AOKYMEHTA Ha ero
NPaBUNbHOCTb N NCNPaBNSOTCS OOHaPYKEHHbIE
OLLUNOKKM, a TaK XKe BHOCATCA Heobxoanmble
N3MEHEHUS.

OCHOBHbIe onepauumn peaakTUpPoBaHUS

Bbipe3aTtb BCTaBUTb RonnpoBaTh




dopmaTupoBaHue TeKCTa

dopmamupoesaHue — 3TO OOVH U3 3Tanos
NMOArOTOBKW JOKYMEHTA, B XO[e KOTOPOro
coBepLLalTCa pasnnyHble onepaumm rno

Onepauunun hopmaTpoBaHUus

BbipaBHMBaHME dopmaTupoBaHue - Hymepauus
ab3aues wpndTa CTPaHunL;

- ameHeHue
G = V& SN noseu;
; - U3MEHeHune WpunoTa;
no nesomy pndTa; - I3ameHeHue
Kpato; - U3BMEHeHune PACCTOAHNM
- N0 NpaBoMy Ha4yepTaHUA, MeXay
Kpato; - U3BMEHEeHMe LiBeTa; SIRYHEA,
- MO UEeHTpy - U3MEHeHMe pasmepa \
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[1aHHbIN TEKCT
BbIPOBHEH BI1EBO
(no neBomy Kpato).
[1pn 3TOM neBas
rpaHuua absaua
obpasyeT npsAmMyro
NNHUIO.

[1aHHbIN TEKCT
BbIPOBHEH MO
LueHTpy. [pw
9TOM clobeunx
CTOPOH [KaXkaow
CTPOKU [LnpUHa
cBoOQAHOro
NpoCTpaHCTBA
OQMNHAKOBA.

BbipaBHMBaHue ab3aueB

[1aHHbIN TEKCT
BbIPOBHEH BMNpaBo
(Mo npaBomy Kpato).
[1pn aTOM NpaBagd
rpaHuua absaua
obpasyeT NpaAmMmyto
NINHUIO.




HavepTaHue wpudTa

HopmarnbHbIV LUPUAT HUYEM HE
BblOenseTcs.

NMonyXupHbIU WPUMDT TEMHEe, OH
XOpPOLUO 3aMEeTEeH.

KypcugHbiu wpugphm uMmeem HaK/IOoH.
A TaK BbIrMaanT NOOYEPKHYTHIN LLPUQT.

[ns1 usmeHeHus1 Ha4epmaHusi wpugma umeromcs
UHCMPYMEHMbI:




[leyaTb AOKYMeHTa

NMpuHTep

.

MaTtpuuHbIN CTpyWHbIN J1a3zepHbIU

J
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[1ns1 BbIBOOA OOKYMEHTa Ha bymary
K KOMMNbIOTEPY NOAKIHOYaETCS
neyararoLlee YCTPOUCTBO — MPpUHMep.




Bonpocbl n 3agaHua

1. MpeBpaTnTE OAHO CNOBO B ApPYyroe, BCSAKUU pa3
3aMeHsIs No ogHOM OyKBe TakK, YTOObl HOBOE
CJNOBO ObINIO CyLWeCTBUTESIbHbLIM B

UMEHUTEJIbHOM Napgexe, NCNoJib3yAd NOACKA3KM.

) KAPT1 °) BOIJI

. Haka3aHue

1. OueHka

. ApeBecHasn 2. JomawHee

WMNMROTHNHA




Bonpocbl u 3agaHus

2. YKaXKuTe anroputMbl YCTPaHEHUA crieqyrowmx
OLLNOOK.
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. YcTaHOBUTb KypCOp Ha MeCcTo =
JInwHun BCTaBKW CUMBONA.

CUMBOI HaxaTb KnaBuwy € Hy>XKHbIM
CUMBOJIOM.
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YcTaHOBUTbL Kypcop 3a
MponyLweHHbIN OLUMGOYHbLIM CUMBOJIOM.
cUMBOn HaxaTb knaBuwy BackSpace.
HaxaTtb knaBuwy ¢ BepHbIM
CUMBOJIOM. W,

[ wN

1. YcTtaHOBMUTb Kypcop nepes
JINLULHUM CUMBOJIOM.
2. Haxartb knaBuuy Delete.

HeBepHbIN
CUMBOI
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