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S CO30AHUE TEKCTOBbIX
& JOKYMEHTOB HA
KOMIBbIOTEPE
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7 knacc BN shtom:



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 JOKYMEHTa Ha KOMMNbOTEPE COCTOUT U3 TakuX
aTanoB, Kak HAbop, peAakTUpoBaHue 1 hopmMaTupoBaHue.

Habop (BBOA) TEKCTa OCYLLECTBNAETCS C MOMOLLbIO
Knaesunartypbl. HaBbIK KBanNnMdnunpoBaHHOIo KrasmaTypHOro
NMCbMa CerogHa cumTaeTcsl couymanbHbiM, OOLLEKYITETYPHbBIM.

PacnonoxxeHne 6ykB Ha KnaBmaType BbIMOMHEHO C Y4ETOM
npUHUUNa «HanbornbLUen NOBTOPSEMOCTU Y.

30HbI OTBETCTBEHHOCTU NarnbLEB Ha KnaBuartype




[lpaBUNa BBOAA TeKCTa

He cneguTe 3a KOHLOM CTPOKW: KaK TONbKO OH OyaeT

OOCTUrHYT, KYpCOp aBTOMaTU4eCKU NepenaeT Ha Hayarno
crieayroLen CTpoKu;

Onsa Toro YTobbl NEPENTHN K BBOAY HOBOro absaua, Haxkmurte
Knasuwy Enter;

TaM, rae 3TO HYXXHO, UCMOSIb3yNTeE NMPOrnnUcHble ByKBbI (Shift +
bykBa);

cocefHWe crioBa oTAensaAnTe ogHUM NPooenom;

3HaKW NpenuHaHus (3ansaTyro, 4BOETOYNE, TOYKY,
BOCKMNMLATENbHbIN N BONPOCUTENbHbIN 3HAKW) MULLINTE CIIMTHO

C NpeaLeCcTBYOLLNM CITOBOM 1 OTAENANTE Npobenom oT
crnenyLlero crioea;




[lpaBUNna BBOAAa TeKCTa

KaBbIYKM N CKOOKM MULLUTE CITIUTHO C COOTBETCTBYIOLLIUMMU
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

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

KomGm R IRPRTHERRN A BUS A RCBBkpy T

N

| - BlHaYaJIo CTPOKM
Ctrl + || Page Up - HA CTPaHULY BBEpX
End I - B KOHEL, CTPOKMU
I | Page I - H‘a a8APER®HN3
Ctrl + Down CRACEPanApasR
Ctrl + [« - Ha CIOBO BMEBO
Ctrl + I Home ~B_HaJyaro TekcTa
- HA«3KDaAH» QRPIDX

= = g

Ctrl + || End - HaBKOHEH IRKSTA

i




PepaktupoBaHUue TeKCcTa

PeXXnmbl paboTbl TEKCTOBOro peaakropa

BcTtaBka ‘ Insert I 3ameHa
TekcT caBuraeTtcsd
BNpaBo, ocBObOXXAad

CumBon, cToALWwmm

3a KypCcopoM,
MEeCTO BBOOUMOMY

CUMBOIY

3aMEeHAETCA CMMBOJIOM,
BBOAWUMbBIM C KitaBnaTtypbl




PepaktupoBaHUue TeKCcTa

CoBpeMeHHble TEKCTOBbIE MPOLIECCOPbI CHABKEHbI
cpeacTBamMu NPOBEpPKU NpaBoNnCcaHus.

Bcé mHoroobpasmne owinbok, 4onyckaeMblX Npu BBOAE TEKCTA,
MOXET ObITb CBEAEHO K TPEM TUNAM: FINLLHUA CUMBON,
NPONYLUEHHbIN CUMBOS1 N OLLMOOYHLI CUMBOJT.

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




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)




Habop (ee0d) TekCTa, Kak NpaBuIio, OCYLLLECTBAAETCH C
NOMOLLbIO KnaBmnaTypbl. HaBblk KBannuunpoBaHHOro
KnaBmaTypHOro NMcbMa CerogHs CHMTaeTCsl coUnanbHbIM,
O0LLEKYNTYPHBIM. 3y4nTb pacnonoxeHue byks Ha KnaBmaType u
OCBOWTb HaBblK/ BBOAA TEKCTA NPOLLE BCEro B npoLecce pabdboTbl C
KrnasuamypHbIM MPEeHaxXepom.

[Tpn pedakmupoeaHuu (npaske) TeKCTa ero NpocMaTpmBatoT,
4YTOObI YOEOUTbCS, YTO BCE NMpaBuIlibHO, UCNPAaBSISAIOT
OOHapy>XeHHbIE OLLMBOKN N BHOCAT HEODXoAUMblE U3MEHEHUS. [pun
penakTupoBaHUN MOXHO paboTaTb He TOMbKO C OTAENbHbIMU
CUMBOaMM, HO U C LeNbIMU pparMeHTaMn TEKCTA: yOansThb,
Bblpe3aTb, KonnpoBaTtb B Oydep oOMeHa 1 BCTaBMATb B HY>KHOE
MECTO OAWH UITN HECKOSIbKO pas.

BygoBpEMEHHbIX TEKCTOBLIX NPOLIECCOPaX Peanu3oBaHb|
KL Uu nposepKuU rnpaeonucaHusi, MoUcKa 3afaHHOro
feHma TeKkcTa 1 3aMeHbl ero Apyrum doparmMmeHTomMm.




Bonpochbl n 3agaHus

1. Kak Bbl MOHMMAaETE BbiCKa3blBaHME O TOM, YTO «HaBbIK
KBanupuumpoBaHHOro KnaesnaTypHOro nMcbmMa cerogH4
cunTaeTcd coumanbHbIM, OBLLEKYNBTYPHBbIM»? HYyXXEeH N aToT
HaBbIK TMYHO BaM?

2. [1o KakoOMy NPUHLNMY PacCronoXeHbl Ha KnasnaType
pycckune OyKkBbI?

3. Mepeuncnnte oCHOBHbIE pekoMeHaLMn, KOTOPbIX cneayeT
npuaepxmBaTbcs Npu paboTe Ha knaBuaTtype.

4. Kakux npaBun crieqyet npuaepxmeartbca npu
KnasmaTypHOM nucbme?




Bonpocbl n 3agaHun

5. B KakomM 13 nepevyncneHHbIX HUXe npearoXeHnm
NpaBUNbLHO paccTaBneHbl NPoberibl MeXxay cnoBamu 1
3HaKamMu npenmHaHua?

1) CuvHuua Ha MOpe NyCcTuiiacb :OHa XBaJsinjiaCb, 4HTO XO4ET MOpE
CXeub.

2) CuvHuua Ha MOpe NyCTuniacb:O0Ha XBarnumsiacb, 4TO XO4ET MOpe
CXeub.

6) EAHIM@KAIPBSIYELTIEIL: KYPE RBATDOHED YHE HGH QItpdKE?

Yb.

7818 moxeT paccMmaTpmBaTbCA B kayecTBe doparMeHTa

%&l@g&ga Ha Mope NyCTMUNach : OHa XBanumnach, YTO XO4eT Mope
IibKO pa3 MOXXHO BCTaBUTb B TEKCT OOMH U TOT Xe

dparmeHT U3 bypepa obmeHa?




Bonpochbl n 3agaHus

9 (Ne 181). BbibepuTe (0OTMETLTE rano4vkomn) A4encTBus,
KOTOPbIE MOTYT B6bITb BbIMOMHEHBI B TEKCTOBOM MPOLECCOPE B

pexnme paboTbl ¢ hannamu:

OrkpeiTHe (daiiaa

PepakTupoBaHnue daija

dopmaTupoBanue ¢aiiiaa

Ilouck u 3aMeHa TeKCTa

IIpoBepka nmpaBoOIIMCAHUA

N3MeHeHHe IapaMeTpPOB CTPaHUIbI

Ilepemernenue GparMeHTOB TEKCTA

OoOpallleHHe K CIIpaBOYHOM CHCTeMe

Coxpanenue Qaiiaa

IleuaTps Qaiina




Bonpochbl n 3agaHus

10 (Ne182). YcTaHOBMTE COOTBETCTBME MEXOY

NMUKTOrpaMMmamm n 0603Ha4YeHHbIMUN UMW OENCTBUSIMIA:

OTKpbITb

Cos3gatb

CoxpaHutb

[MNeyaTtb

BcTtaButb

CoxpaHnTb Kak

KonupoBaTtb

BbipesaTb




Bonpochbl n 3agaHus

11 (Ne 183). Bbibepute (0OTMETLTE rafioukon) KomaHabl, Npu
BbIMOSTHEHNN KOTOPbIX BblAENEHHbIN dOparMeHT TEKCTA
nonaget B bydpep obmeHa:

OTKpBITH

KooupoBathb

Y nanute

Bripe3aTs

BeraButh

IlepemecTuTs

OTMeHUuThH

IloBTOPUTH

3aMeHUTH

HaiiTu

CoxpaHHTBH




OnopHbIN KOHCNEKT

MoaroTtoBKa AOKYMEHTa Ha KOMMbIOTEpPe COCTOUT U3 TaKUX
aTanoB, kak Habop, pegakTupoBaHue 1 hopmMmaTmpoBaHue.

Pexum
paboThl Bugbl

TEeKCTOBOIro m OLUMOOK

peaKTopa

BcTtaBka

YnansaTtb

Bbipe3aTb

| “
CUMBOIJI

BcTtaBnathb

TeKcTa —
HenpepbIBH
as
YyacTb




[lomalluHee 3agaHue

§4.1, 4.2,
Ne 178, 179, 180




