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KnroyeBble crnoBa

* HAabop (BBOA) TEKCTA

° KNTaBUATYPHbIN TPEHaXep

* peAakTupoBaHMue (MpaBKa) TeKCcTa
° pPeXUM BCTaBKuN/3aMeHbl

° MpoBepKa NnpaBonMcaHus

° MOUCK U 3aMeHa

e pparMeHT

e bychep oOMeHa

o

B



Habop (BBOA) TeKcTa

[NoarotoBka AOKYMEHTa Ha KOMMbIOTEPE COCTOUT U3 TaKuX
aTanoB, Kak HAbop, peAakTUpoBaHue 1 hopmMaTupoBaHue.

Habop (BBOA) TeKkCcTa OCYLIECTBNSETCA C MNOMOLLbIO
KnaBunartypbl. HaBblK KBannuumMpoBaHHOIO KlaBunaTypHOro
NMCbMa CerogHa cumTaeTcsl couymanbHbiM, OOLLEKYITETYPHbBIM.

PacnonoxeHue bykB Ha KnaBnaType BbIMNOSIHEHO C YY4ETOM
npyHUMna «HambonbLlen MNOBTOPSIEMOCTUY» (Hamnboree
4aCTO BCTpevarLmecd pycckme OyKBbl pacrnonoXeHbl B

LleHTpe KnaBnaTyp

30OHbI OTBETCTBEHHOCT
anbLeB Ha KraBuaTyp




[lpaBuNa BBOAA TEKCTa

He crneauTe 3a KOHLUOM CTPOKM: KaK TONMbKO OH Oynet
OOCTUMHYT, Kypcop aBTOMaTUYecKM nepenaeT Ha Havano

CReRYUHE K fBR Aepeiitn k BBOMY HOBOrO ab3aLa, HaXMUTE

KnasuLly Enter;

TaMm, rae 3TO HY)KHO, UCNONb3ynTe NMpPOnucHble BykBbl (Shift +

bykBa);
” T shift l +

cocefHue crioBa oTaenanTe ogHMM Npoodeno

3HakKu npenuHaHus (3anATyto,  OBOETOYME,  TOYKY,
BOCKMNULATENbHbIN N BONPOCUTENbHbLIN 3HAKX) MULLNTE CIUTHO

C npegwecrteByroimmMm CIrioOBOM ¢ oTaensanTe npo6en0|v| oT
crnegyrwlero CrioBa, CJTINTHO

Xopomo? OTHVI‘-IHO'niTO coriHue.

4 oTOeNUTbL




[lpaBUNna BBOAAa TeKCTa

KaBblYKM U CKOOKM MULLIMTE CAUTHO C COOTBETCTBYHOLLMMMU
CnoBaMu;

CJITNTHO

«lXopomo retom!» H(S)




[lpaBuNa BBOAa TEKCTa

TUpe BblaenanTe npodbenamm ¢ ABYX CTOPOH;

oTOENUTb

Cnpasxa‘—{:no AOKYMEHT.




[lpaBUNna BBOAAa TeKCTa

neduc NnMnTe CNUTHO C COeaNHAEMbIMN UM CIIOBaMU;

CJITNTHO

«‘-Ienose&-amcbuﬁuﬂ»




PepaktupoBaHUue TeKCcTa

CoBpeMeHHble  TEeKCTOBble  MpoLeccopbl  CHabXeHb
cpeacTBamMu NPOBEpPKU NpaBoNnCcaHus.

Bcé mHoroobpasmne owinbok, 4onyckaeMblX Npu BBOAE TEKCTA,
MOXET OblTb CBedeHO K TPEM Tunam: JUWHUWA CUMBOIN,
nponyLeHHbI CUMBOS 1 OLLUMOOYHbLIN CUMBOI.

Tunbl oWIMOOK CnocoObl ycTpaHeHns owmnbok
JNnwiHum 1. YcTtaHOBUTL Kypcop nepeq nuUHUM CUMBOSIOM.
CNMBOII 2. Haxartb kHonky Delete

[MponyLeHHbIn 1. YCTaHOBUTL KypCOp Ha MECTO BCTaBKM CMMBOSIA
CNMBOJI 2. HaxaTb knaBuLly € HY>XHbIM CUMBOJSIOM
HeBepHbIn 1. YcTaHoBUTb Kypcop nepeq OWnboYHbIM CUMBOSIOM
CNMBOIJT 2. Haxartb knasuwy Delete

3. HaxaTtb knasuwy ¢ BEpHbIM CUMBOJSIOM




PepaktupoBaHUue TeKCcTa

[lpn pepakTnpoBaHuUM (NpaBKe) TEKCTA ero npocMaTpuBealtoT,
yTOObI  YOEeamMTbCsi, 4YTO BCE MpPaBWUIIbHO, UCMNPAaBAIOT
OOHapy>XeHHbIE OLNBKM N BHOCAT HEOBXOANMbIE N3MEHEHUSI.

bbicTpoe nepemelleHne Kypcopa:

Home - B Ha4ario CTPOKU

d

End - B KOHEL, CTPOKMU

Ctrl + E - Ha CNoBO BMpaBo

Ctrl + I <«— - Ha CNOBO BINEBO

Page Up - Ha «3KpaH» BBEPX

Page
Down

- Ha «3KpaH» BHU3

IEEL



PepaktupoBaHUue TeKCcTa

MepemMecTUTb Kypcop K owmnbke
MOXHO NPU NOMOLUM MbILLW UMK
KnaBuLl ynpaBneHusi Kypcopom
(KypCOpPHbIX CTPEsoK).

KoMmbuHaumm knasuL Ansa pexxuma NpoKpyTKH

Ctrl + | Page Up - Ha CTpaHuLy BBEPX

Ctrl + gg&; - Ha CTPaHULy BHU3

Ctrl + Home - B Ha4yarno TekcTta

i g

i EEE

Ctrl + | End - B KOHeL, TeKkcTa




PepaktupoBaHUue TeKCcTa

PeXXnmbl paboTbl TEKCTOBOro peaakropa

BcTtaBka ‘ Insert I 3ameHa

y Y

TekcT caBuraeTtcsd CumBon, CTOALNNA
BNpaBo, ocBObOXXAad 3a KypCopowm,

MeCTO BBOOAMMOMY 3aMEeHAETCA CMMBOJIOM,
CMBOIJ1Y BBOOWUMbBIM C KJtlaBnaTtypbl




Pabota ¢ pparmeHTamMu TeKcTa
-> HenpepbiBHaa YaCTb TEKCTa

HNewncTBusa c dparmMeHTom

' '

Bbipe3atb u3
TeKcTa KonupoBaTtb

Ypanutb u3

BcTtaButhb

n3 oydepa
obmeHa

TeKCTa

(knaBuLKn
Delete

(nomecTuTb B Oydep
B Oycbep obmeHa
obmeHa)

Backspace)




Camoe rmaBHoe

Habop (eeo0d) TekcTa, Kak MnpaBwuio, OCYLIECTBNSETCA C MNOMOLLbIO
KnasuaTtypbl. HaBblk KBanNnndMLMPOBAHHOIO KNaBMaTypHOro NMcbmMa CerogHs
cuMTaeTcs coumarnbHbiM, OOLEKYNbTYPHbIM. M3yunTb pacnonoxeHne OykB
Ha KnaBmaType U OCBOUTb HaBbIK/M BBOAA TEKCTa MpoLLe BCEro B NpoLlecce
paboTbl C KJTagdUamMypPHbIM MPEHaXXEPOM.

[Mpn pedakmupoeaHuu (npaeke) TekCTa €ro NpocMaTtpusaloT, YTOOLI
ybeanTbcd, YTO BCE MpaBUSibHO, UCMPaBMAT ObHapyXeHHblIe OWwnbku n
BHOCAT Heobxoammble n3aMeHeHus. Npn pegakTupoBaHUM MOXHO paboTaTb
He TONbKO C OTAENbHbLIMU CUMBOMAMM, HO N C LENbIMK bparmMeHTaMu TeKCTa:
yaoansiTb, Bblpe3aTtb, KonnpoBaTb B Oydep obmMeHa n BCTaBnsATb B HY>XHOE
MECTO OMH UK HECKOJSTbKO pas.

B coBpeMeHHbIX TEKCTOBbIX MpoLeccopax peanus3oBaHbl @OyHKUuUU
rnpoeepKu npaesonucaHusi, rnouckKa 3afaHHOro gpazcMeHma TeKkcTa W
3aMeHbl ero Apyrmm pparMeHTOM.

: _




Bonpochbl n 3agaHus

Kakve 13 nepevyncneHHbIX KoMmaHa MoBMUAKOT Ha TO, YTO MNpwu
BbIMONMHEHUN WX, BblOENEHHbIN (PparMeHT TeKcTa nonageT B
bydep obmeHa?

OTKpbITb

KonupoBaTb

Ypnanutb

BbipesaTtb

BcTtaButb

[MepemecTuTb

OTMeHUTb

[MoBTOPUTL

3aMeHUTb

Hantu

CoxpaHuTb




Kak Bbl NOHMMaeTe BbIiCKa3biBaHME O TOM, YTO «HaBbIK
KBanMdULIMPOBAHHOIO KNaBnaTypPHOro NMcbMa CerofHs
CYMTAETCS coLManbHbIM, OOLLIEKYTTBTYPHbIM»?
Hy>xeH N 3TOT HaBbIK JIMYHO BaM?

[To KakOMY MPUHLMNY PaCronoOXeHbl Ha KraBuartype
pycckue OyKBbI?

[lepeyncnntTe OCHOBHbIE PEKOMEHALIMN, KOTOPbIX
criegyeT npuaepXxmBatbes Npu paboTe Ha knaBuaType.

Kakux npasun crieqyet npuaepXxnBaTtbcs npu
KnasmaTypHOM nnucbme?




Bonpocbl n 3agaHun

B KakoM 13 nepeyncneHHbIX HUXe npeanoXxeHum
NpaBUNbLHO paccTasrieHbl NPobesibl Mexay crioBamn u
3HakKamMmu npennHaHua?

1) CVIHVILI,a Ha MOpe NyCcTturiacCb :OHa XBaJinJjiaCb, HTO XOHET MOpPeE CXKeYb.
2) CyvHMUAa Ha MOope NnycTuracb:0Ha XBasimrnach, YTO XO4ET MOPE CXeub.
3) CVIHVILI,a Ha MOpe NyCcTturiacCb: OHa XBaJinJiaCb, HTO XOHET MOpPeE CXKeYb.

4) CuHMLUA Ha Mope NyCTUach : OHa XBanunach, YTO XO4ET MOPE CXEeYb.

Kak MOXXHO NepeMecTnTb KypCop K OOHapy»XeHHOM
oLInodke?

UTO MOXET paccmaTpuBaTbCs B Ka4YeCcTBe (pparMeHTa
Tekcrta?

CKOJSbKO pa3 MOXXHO BCTaBUTb B TEKCT OAUH U TOT XKe
doparmeHT 13 dbydepa obmeHa?




Bonpochbl n 3agaHus

Kakune n3 nepevncrneHHbiX 4eENCTBUNA MOTYT ObITb BbINOMHEHbI
B pexxume paboThkl ¢ hannamm?

OTKpbITHE hanna

PenaktupoBaHue danna

dopmartnpoBaHune anna

[Tonck n 3ameHa TekcTa

[1lpoBepka npaBonncaHus

N3ameHeHne napamMeTpoB CTPaHWULIb

[lepemelleHne doparMeHTOB TEKCTA

ObpalleHne K cnpaBo4YHOMN CUCTEME

CoxpaHeHune anna

[Mevwatb channa




Bonpochbl n 3agaHus

YcTaHOBUTE COOTBETCTBUE MeXxXay NMKTorpaMmmaminm m

0003HaYEeHHbIMU UMY OENCTBUAMMA:

OTKpbITb

Co3pgaTtb

CoxpaHutb

[MeyaTb

BcTtaButb

CoxpaHnTb Kak

KonupoBatb

BbipesaTb




OnopHbIN KOHCNEKT

MoarotoBKa AOKYMEHTaA Ha KOMMbIOTEpPe COCTOUT U3 TaKUX
aTanoB, kak Habop, pegakTupoBaHue 1 hopmMmaTmpoBaHue.

Pexxum
padoThbl

benakropa
penakTopa amenid

BcTtaBka
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