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OCHOBHBIE DAEMEHTBI
TEKCTOBOI'O JOKYMEHTA

CHUMBOJI - MUHHMAaJIbHAA €IMHUIIA TEKCTOBOH NHMOPMAIIUY;

CJIOBO - IPOU3BOJIbHAS MOC/IE0BATEIbHOCTh OYKB U U,
OTrpaHUYEHHAs C IBYX CTOPOH CJIY>KeOHBIMH CMBOJIAMU;
CTPOKA - IPOU3BOJIbHAS MOCAeA0BAaTEIbHOCTh CUMBOJIOB MEXK/TY
JIeBOH M MpaBol rpaHuIlaMu ab3aia;

IpeioKeHUe - IIPOU3BOJIbHAA II0CIeI0BATEILHOCTD CJIOB,
3aBepIIAIIAACA TOYKOU;

a03ail - 4YacThb TEKCTa, KOTOPasi 3aBEPIIIAETCS CIEIHaIbHbIM
CIMBOJIOM KOHIIa ab3a1ia, IIpu 3TOM JOIIYCKAIOTCs IIyCThIe
ab3anpl;

CTPAHUILY COCTABJIAIOT CTPOKM U ab3allbl, TaOJIUIILI U
BHeJIpEHHbIE B JOKYMEHT OOBEKTHI;

HanboJjiee KPYIIHOM eIUHUIIEN SIBJIAETCS COOCTBEHHO IOKYMEHT,
I'7le BCe COCTaBJIAIOIIE ero ab3aIibl OoIIpeaeIeHHBIM 00pa3oM
CTPYKTYPHUPOBAHBI, CHA0KEHBI IIPU HEOOXOAUMOCTH
3aroJIOBKaMu, BICTPOEHA MepapXUsl CTPYKTYPHbBIX Pa3/IeJioB.




YTO TAKOE

TEKCTOBBIA PEJAKTOP
U TEKCTOBBIH ITPOIIECCOP?

TexcToBble pegaKTOPHI U TEKCTOBBIE IIPOIECCOPDI
[IpeAHa3HAYEHBI JJIs CO3JaHUs, peJaKTUPOBAHMUA,
(dopMaTHpPOBaHUA, COXPAHEHUS BO BHEIIIHEN TAMATH U
[Ie4aTH TEKCTOBBIX JOKYMEHTOB.

OO6BIYHO TEKCTOBBIMMU PEAAKTOPAMMY IIPUHATO
Ha3bIBaTh IIPOTPAMMBbI, BHIIOJIHSAIONINE TPOCTEUIIINE
oIlepanyy o peJakTHPOBAHUIO TEKCTA, a
TEKCTOBBIMU IPOIIECCOPAMM - IIPOTPaAMMBI,
obJ1aziarolye paciinpeHHbIMU 110 CPAaBHEHUIO C
peakTOpaMH BO3MOXKHOCTSIMH JIJIsI KOMIIbIOTEPHOM
00pabOTKHU TEKCTA.




P e

HASHAYEHHE
TEKCTOBOI'O ITPOIIECCOPA

v/ COo3JaHue TOKYMEHTOB

v/ peJaKTUPOBaHUE JOKYMEHTOB

¢/ COXpaHeHHe JOKYMEHTOB

v/ (popmMaTupoBaHUE JOKYMEHTOB

¢/ 1eyaThb JOKYMEHTOB

¢/ aBTOMAaTHUYECKOE COCTABJIEHHE OIJIABJIEHUH U YKa3aTeJlen
v/ co3ganue u GopMaTHpPOBaHue TabIHI

¢/ BHeJpeHUE B JIOKYMEHT PUCYHKOB, (POPMYJI U JIP.

¢/ IIPOBepKa NyHKTyaluu u opdorpadpuu



BO3SMOXHOCTH

TEKCTOBOTI'O ITPOIIECCOPA

ITogzep:kka ABYX U 00Jiee A3bIKOB C BO3MOKHOCTBIO
peJaKTHPOBATh CHHTAKCUYECKU U CTU/INCTHYECKU;

M crnosib30BaHUEe pa3HOOOPa3HBIX HIPUMTOB U U3MEHEHUE UX
pa3Mepa, [[BeTa, Ha4epTaHUs;

Hcrmonb30BaHUE B OZHOM JOKYMEHTE CHMBOJIOB PA3HbIX A3bIKOB;

PaboTa ¢ HeCKOJIbKMMMU JIOKyMeHTaM1 U HECKOJIbKUMU CpeZlaMu
(rpaduyeckuil, TEKCTOBBIN PeIaKTOPHhI, 3JIEKTPOHHbIE TaOJIUIIbI,
0a3bl JaHHBIX, IIPe3eHTAIlN U T.1.);

v/ bosbnion BbI60p 00BHEKTOB, KOTOPhIE MOKHO BCTaBUTD B
JTOKYMEHT;

v ABTOMAaTHUECKOe pa3dbueHNe JOKYMeHTa Ha CTPaHUIIbI;

v/ JlobaBiieHHe CIUCKOB, TUIIEPCCHLIIOK, CHOCOK, KOJIOHTUTYJIOB;

v/ PaciurpenHble BO3MOKHOCTU pabOThI ¢ Tabaulen u T./.
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3AIIYCK IIPOTPAMMBI
000 WRITER

v Cnnocoo0 1. ITyck — Bce nporpamMmmsbl —
OpenOffice.org — OpenOffice.org Writer

v Cnnoco0 2. Ilyck — Bce nmporpamMmmMb1 —
OpenOffice.org — B AuaJI0rOBOM OKHE BHIOpATh
IIYHKT TeKCTOBBIN JOKYMEHT

v Cinoco6 3. Haxxatp Ha 3Hagok OpenOffice.org Ha
Ilanenu 3amau

v Cnoco0 4. ITKM Ha cBob0gHOM MecTe —
Co3patb— TekcToBbiU JOKyMeHT OpenDocument



3AIIYCK IIPOTPAMMBI
MS WORD

v CnocoO 1. ITyck — Bce nporpammbl — Microsoft
Ofttfice — Microsoft Office Word 2007

v Cnoco0 2. Haxkarp Ha 3Hauoxk MS Word Ha
Tanesu 3amau

v Cnoco6 2. ITKM Ha cBOOOHOM MecTe —
Coznmatb— JlokymeHT Microsoft Office Word




"& bos nmenn 1 - OpenOffice.org Writer
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OKHO MS WORD
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COSOJAHHE NOKYMEHTA
B OO0 WRITER

v Cnoco6 1. ITpu 3anycke mporpaMMbl CO3/1aeTCA
HOBBIU JOKYMEHT, KOTOPBIN 10 YMOJYAHUIO
HaszbIBaeTcs «be3 numenu 1.odt»

v Cinoco6 2. Ha CrapmapTHO# naHeIu
MHCTPYMEHTOB KHONKa Co3/1aTh

v Cioco6 3. Eciu OO0 Writer y:ke 3aIIyIieH:

«<Ctrl + N>
*@ang — Co3gars — TEKCTOBBIN JOKYMEHT




COSOJAHHE NOKYMEHTA
B MS WORD

v Cnoco6 1. ITpu 3anycke mporpaMMbl CO3/1aeTCA
HOBBIU JOKYMEHT, KOTOPBIN 10 YMOJYAHUIO
HasbIBaeTcsa «JlokymeHT.docx»

v Cinoco6 2. Ha CrapmapTHO# naHeIu
MHCTPYMEHTOB KHONKa Co3/1aTh

v Cnoco6 3. Eciiu MS Word y2xke 3anyiieH:

o<Ctrl + N>

‘MeHio — Co3ngare — HoBblll JOKyMEHT —
Co3narb




CO3SOJAHHE NOKYMEHTA
U3 IIIABAOHA B OO0 WRITER

s co3panusa HoBoro gokyMeHTa B OOO Writer Mo2KHO
HCII0JIb30BaTh MIA0I0HBKI. [11ab10HEI ciTy:KaT OCHOBOMU AJ1A psijia
JTOKYMEHTOB, oOecrieunBas UX OAUHAKOBYIO pa3dMeTKy. [loaTomy Bee
OHU BBITJIAZAT OAUHAKOBO; OHU UMEIOT T€ K€ CaMble BEPXHUE U
HIDKHHE KOJIOHTUTYJIbI, UCIIOJIb3YIOT OJUHAKOBbBIE INPUQTHI U IP.

K cymiecTByromnium mabaoHaM MOKHO T00aBJ/ISTh HOBBIE 1
HMCIOJIb30BaTh UX JJIS CO3/IaHU HOBBIX IOKYyMeHTOB. Kpome Toro,
00JIBIIIOE KOJINYECTBO 11a0JIOHOB MOKHO 3arpy3uTh u3 MIHTepHeTa.

ITocsie co3manug HOBOTO I1a0JI0OHA MOKHO CO3/1aBaTh HOBBIE
JOKYMEHTBI, UCIIOJIb3YsI €ro ¢ IIOMOIIbI0 MeHIo Paiin — Cozdamb —
IIIab.10HbL U DokymeHmMbl. OTKPOETCA OKHO, B KOTOPOM MOKHO
BBIOpATH 11a0JI0H, HEOOXOAMMBIN AJIA CO3JaHUs JOKYMEHTa.
Brigenure I[Ia6JIOH 3aTeM IIEJIKHUTE 110 KHOTIKE OmKpbimb. Byner
CO3/IaH HOBBIU JOKYMEHT, UCIIOJIb3YIONIUN (POPMAaTHI,
oIIpe/esieHHbIEe B ATOM IabJIoOHE.



CO3SOJAHHE NOKYMEHTA
U3 IIABAOHA B MS WORD

Jl1s1 co3manusa HoBoro JjokymeHnTa B MS Word
MO>KHO HCIIOJIB30BaTh MIA0JIOHBI. [11a0/10HbI
CJIY2KaT OCHOBOMU JIsI Psija JOKYMEHTOB,
obecrieurBasi UX OJINHAKOBYIO Pa3MeETKY.

ITocsie coznadnug HOBOTO I1abJI0HA MOYKHO
CO3/1aBaTh HOBBIE JOKYMEHTHI, HCIIOJIb3Ys €T0 C
rmoMoInbo MeHo Cozdamosb — IllabaoHbl —
Bwvibpamuv epynny wabaonos — Bvibpamv wab.aou
— Co3zdamyb. byneT co3aH HOBBIU JOKYMEHT,
HCIHOJIb3YIOIUM (POPMAaThI, OIpeeJIEHHbBIE B STOM
1mabJIoHe.



COXPAHEHUE NOKYMEHTA
B 000 WRITER

v/ @aiin — CoxpaHumbw Kak... B HOSIBUBIIEMCSA OKHE B I10JI€

«Ms dpaiiia» HeoOX0AMMO BBECTU Ha3BaHUe (paiia,
3aTeM HaxKaThb HA KHOIIKY « CoXpaHUTbh». IIpuMeHseTcst
IIpU IIEPBUYHOM COXPAaHEHHH JIOKYMEHTA.

®aiin — CoxpaHumb. JlaHHYI0 KOMaH/y UCIIOJIb3YIOT
IIPH COXPAaHEHUM U3MEHEHHUH B YK€ CYIIIECTBYIOIIEM
JTTOKYMEHTE.

Kuonka Coxpanums Ha CTaHZApPTHOU IAHEN
HHCTPYMEHTOB

CoxpaHeHue JOoKyMeHTa B Apyrom popmare: Paiin
CoxpaHumsw xak... — B noJjie Tun ¢aiina ns
PaCKPHIBAIOIIET0CA CIIMCKa BbIOpaTh (popMar.



COXPAHEHUE NOKYMEHTA
B MS WORD

v~ Menro Office — Coxpanumb Kak... B MOSIBUBIIIEMCS OKHe
B noJie «Mmsa daiiia» Heo6XoAUMO BBECTH Ha3BaHUE
dairia, 3aTeM HaKaTh Ha KHONKY « COXpaHUTH».
[IpuMeHseTcA Py IEPBUYHOM COXPAaHEHUHU JIOKYMEHTA.

v~ Memnro Office — Coxpanums. [JaHHYIO KOMaHY
HCIIOJIb3YIOT IPU COXPAaHEHUU U3MEHEHUU B YKe
CYILIECTBYIOIIIEM JIOKyMEHTE.

v Knaonka Coxpanumbs Ha CTaHZApPTHOU IIaHEIN
HHCTPYMEHTOB

v CoxpaHeHMe JJIOKyMeHTa B ipyrom popmare: MeHio
Office Coxpanums kax... — B noJjie Tun ¢ailna n3
PaCKPHIBAIOIIET0CA CIIMCKa BbIOpaTh (popMar.



BBOA U PEAJAKTHPOBAHHUE TEKCTA

OOO Writer mo3BoJisieT HAOUpPaTh TEKCT B IBYX PEKUMAX: B
peXUMe BCTaBKHU U B pexkuMe 3aMeHbl. [Iepeksrouarorea atu
PEKUMBI C IIOMOIIBIO KJIAaBUIIU <Ins>.

Eciiu nmpu Habope TekcTa caelaHbl OMINOKH, X MOKHO
YCTPAHUTD CJIEAYIOIIUM 00pa30M:

v/ eciu ctupaemast Oyksa (w1 OyKBbI) HAXOZATCS C/I€Ba OT
Kypcopa BBOJla HaJI0 BOCIIOJIb30BaThCs KIaBHUIIIEH
<BackSpace>, eciu cipaBa - <Delete>;

v/ JIJ1s yoaJieHHusl BCEro TeKCTa, KOTOPHIN ObLJI TOJIBKO YTO
BBeJIeH, MOKHO BOCIIOJIb30BaThCA KOMaHIoN ' OTMEHUTD'
13 MeHIO IpaBKa MJIN HaxkaTh coueTaHue kiaaBunl <Alt +
BackSpace>;

v/ MOKHO OTMEHUTH OJ[HO MJIU CPa3y HECKOJIbKO paHee
BBITIOJIHEHHBIX JIEUCTBUH, BOCII0JIb30BABIIICH KHOIIKOU
"OmmeHumas" Ha CTaHAAPTHOU IIaHEJIN UHCTPYMEHTOB.
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BBIAEAEHHUE

nBouHOe Haxkatue JIKM Ha cj10Be — BBIAEIAET CJIOBO
TpouHOe HaxkaTtue JIKM Ha cjioBe — BbIJieisgeT ab3aill

Shift + cTpesiku Ha Kj1aBUaType — HOCUMBOJILHOE
BbIJIeJieHle B BLIOpaHHOM HalpaBIeHUU

Shift + Home — BbIziesieHHEe 0 Hadyajia CTPOKHU
Shift + End — BeIgesieHe 10 KOHIIA CTPOKU
HaxaTh JIKM u, yzaep:xkuBasd, BECTU MBIIIIKY
JIJ1A BbIZlesieHus Beero IIpaBka — BrigeiuThb Bce



POPMATHPOBAHHE
B OO0 WRITER

v Cnoco0 1. Butdeaumsb He0OXOUMBbBIT
(pparMeHT 1 BOCIIOJIb30BAThCA IIAHEJIBIO
DopmamuposaHun, Uil KOHMEKCIMHbIM
MEH1I0, I IIYHKTOM | J1TaBHOTO MEHIO
dDopmam.

v Cmoco6 2. Bbicmasumb HeoOX0aIMbIe
napamempuslt opmamuposaHusn ¢
IIOMOIIIBI0 TaHEeJIU PopMmamupoeaHusn, Win
KOHMEKCMHO20 MEH10, UJIN IIYHKTA
I'1aBHOTO MeHI0 Dopmam.

v Cnoco0 3. Hcnoav3osaHue cmuaeil
dopmamuposaHun




POPMATHPOBAHHE

B MS WORD

v Crnoco0 1. Butdeaumsb He0OXOUMBbBIHN
(bparMeHT 1 BOCIIOJIb30BAThCA IIAHEJIBIO
DopmamuposaHUun, Uil KOHMEKCIMHbIM
MEHI0.

v Crmoco® 2. Bbicmasumu HeoOXO{UMbIe
napamempusvl hopmamupoeaHus ¢
IIOMOIIIBIO TaHEJIU PopMamupoeaHusn, Win
KOHMEKCMHO20 MEHI0.

v Cmoco0 3. Hcnoav3osaHue cmuaeu
dopmamuposaHua.




CIIHCKH B OO0 WRITER

[Ipoueccop no3BosieT co34aBaTh B JOKYMEHTE JBa
BUJA CITUCKOB — HYMEPOBAHHbIE U MAPKUPOBAHHDBIE.

11711 5TOrO HA1O

BOCITOJIb30BaThCS |
KHOTIKAMM TadeaIu e T nsnen | Qs | nefpesens | Roeers | v
bopmarupoBaHus - | | . . .
HymepoeaHHbll ' . ¢ .
CNUCOK WA ' . . .
MapxupoeaHHbli > > x v
CNUCOK WA > > x v
BOCITIOJIb30BAaThCH 2 # x v
meHIo Popmam. | T = e o




CIIHCKH B MS WORD

[Ipoueccop no3BosieT co34aBaTh B JOKYMEHTE JBa
BUJA CITUCKOB — HYMEPOBAHHblE U MapKupOBCIHHble

/17151 3TOTO HAZIO (
BOCITO/Ib30BATHCS POET—C |
KHOIIKAaMH Ha BKJIQIKe g
[nasHas - e, o
HymepoeaHHbllu cnucok =
i MapkupoeaHHbll —
CNUCOK. ——

r—| | —




BCTABKA B 000 WRITER
I'PAPHUYECKOI'O OBBEKTA
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B OOO Writer cyiecTByeT crieliiaabHasl IIaHeJIb UHCTPYMEHTOB
PucosaHue ajist obnerueHus paboTel ¢ rpadpuuecKkuMu 00beKTaMHU.

J1J1s1 TOrO, YTOOBI BCTAaBUTDH PUCYHOK U3 rajiepen OpenOffice.org Writer
CYILIECTBYIOT CJIEAYIOIINE CIIOCOODI:

v’Bcmaska — H300padiceHue.
v Knomnka na Ilanenu nactpymenToB PucosaHue

J1J1s1 TOrO, UTOOBI BBHITIOJTHUTD Pa3/InUYHbIe JeMCTBUS Hajd (pUTypo ee
He0o0OXOIMMO BhIAEIUTH HiestTukoM JIKM. 3aTeM BOCIIOJIb30BaThHCA
IIaHeJIbI0 HACTPOUKH U300pakeHUsl, NI KOHTEKCTHBIM MEHIO, MJIM MEHIO
®opmar. CyIiecTBYIOT CJIEAYIOIIHE CPEACTBA HACTPOUKU N300paKeHUA:
3agaHue ¢popMaTa n300pakeHus, yBeJUUeHle U YMEHbIIeHNE
KOHTPACTHOCTH, YBeJINUEeHHE U YMeHbIlIeHNe SIPKOCTH, 00pe3Ka, IIOBOPOT
o0beKTa Ha ONpeleJIEHHBIN Ipajiyc, yCTaHOBKA TOJIIIUHBI JIMHUHN, CKaTHE
puCyHKa, 00TeKaHue TeKcTa, popMaTUpPOBaHuEe OObEKTa U T.J.



BCTABKA B MS WORD
_TPA®HYECKOI'O OBBEKTA

Y tnaswan  Bcraska  Paserxacipamuus  Conkd  Paccinkw  Peuensuposanme Bua  Haacrpoit BepTep AOKYM @
BENNOO0- ”¢p C ] Stianpcaminn - B dup 1] 00
E{>@ % ~ | L& KonTyy VP 4 h <D <H 31 Ha 3agHui nnax . YNAUPOBATE
%E'}:{ > {i & = . . . = Zlhnwni@nr;'p,': 2 A ! & i @c:ere.:éalse rexcrom > ShMosepyro~ || -a7 (165 CM
B MS Word g1 BcTaBku rpadpuueckoro oobekTa Heo0xXouMo
IeperTH Ha BKIaAKy Bcmaska — Bwvibpamsv Heobxooumoe
delicmaue.
J1J1s1 TOTO, YTOOBI BCTAaBUTHh PUCYHOK M3 rajepeu MS Word:
/BCTRCIGKCI B @ueypbl Bcraska PazmeTka cTpaHuukl Ceeinkn Pacceinku
1a — i
J1151 TOTO, YTOOBI BHIIOJIHUTD e atl I/ ; iy
Taénnua | PucyHok Kaun Ourypel SmartArt Auarpamma

v v

pas3JINYHbIE AJeUCTBUS HAZl QPUTYPOU . e

ee He0OXOZIMO BBIJIEJIUTD HIETIKOM

JIKM. 3aTtem BOCHOJIb30BaThCA BKIAAKON Popmam, KOTopas
aBTOMAaTHUECKHU IOSABJISIETCS IIPU BbIZIEJIEHNA 00bEKTa, NN

BbISOBOM KOHTEKCTHOI'O MEHIO.



BCTABKA &

I

B OO0 WRITER

B OOO Writer pegakTop ¢popmy1
HazbpiBaeTca Math. OH I03BoJISeT BBOAUTD B
JIOKYMEHT U peJaKTUPOBATh MaTeMaTU4YeCKUe
CHMBOJIBI Y OIEPATOPHI, TAKHE KaK JPo0H,
WHTErpaJibl, MAaTPUIILI U T.[4. B pegakTope
dopMyJ1 coaepKUTCS OKOJIO 120 11a0JI0HOB,
CI'PYIIIINPOBAHHBIX B NaAUTPHI. I11ab10HbI
MO>KHO BKJIQIbIBAaTh OJMH B APYTOM /15
IIOCTPOEHHS MHOT'OCTYIIEHYAThIX (POPMY.I.
Jlo1a Be130Ba Math cymiecTByer ziBa criocoba:

v/ KHomnka Ha 1maHej i UHCTPYMEHTOB
Bcmaska

v Bcmaska — Obsexm — @opmyaa Math

Snewewr X
%{asb asA f(x) >a
i & &




BCTABKA & I
B MS WORD

<zx jabe | ¥EE te® 2ol ¥3 ENC doob AwB | AQ®
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B MS Word penakTop dopmys HassiBaeTcsa Microsoft
Equation. OH n103BOJIAET BBOAUTH B IOKYMEHT U PEAAKTUPOBATH
MaTeMaTHYeCcKHe CHMBOJIBI U OIIEpaTOPhI, TaKKe KaK Apobu,
MHTEIrpajIbl, MAaTPUIEI U T.J. B peakTope ¢hopMyJ1 copiepsKaTcs
nma6s1oHb1. 111abI0HBI MOXKHO BKJIQJILIBATh OJIUH B APYTOH JIJIsT
IIOCTPOEHUS MHOTOCTyIIeHUaThIX (popmyit. g Bei3oBa Microsoft
Equation cyiecTByeT JiBa cnocoofa:

v/ Bcmaska — @opmyaa;
v Bcmaska — Obsexm — Microsoft Equation.




CTABKA TABAHIIBI B OO0 WRITER

B =E-h-0-2-|EEE FHIEY By B B S B (X BB Z .
B OOO Writer cyiiecTByeT clieliuajibHas MaHe b UHCTPYMEHTOB
Tabauuwt g1 odierdeHus1 padboThl ¢ TAOJIUITAMHU.

J1J11 TOTO, YTOOBI BCTABUTH TAOJIUILY CYIIIECTBYIOT CJIEAYIOIIHE
CIIOCOOBI:
v’Bcmaska — Tabauuy...

v/ Knorika Ha [1anesn nactpyMeHTOB Bemaska

J1J1s1 TorO, YTOOBI BBHIIIOJHUTD Pa3JINUHbIE JeHCTBUS HAJL
TabJInIlel, ee HY>KHO BbIAEIUTD IeaukoM JIKM. 3aTtem
BOCIIOJIB30BaThCA MaHesbIo Tabsiina, M KOHTeKCTHBIM
MeHI0, Uik MeH1o dopmar.



aaaaaaaaaaaaaaaaaaaaaaa Bug Hagcrpo

MapamMeTphl CTUAEN TaBAWL, Cruam Tabany,

B MS Word cyimecTByeT cienuajibHas
IIaHeJIb HHCTPYMEHTOB Tab.auubl ojis
obOJjieryeHus pabOTHI ¢ TaOIHUIIAMU.

J1J1s1 TOTO, YTOOBI BCTABUTH TAOJIHITY
Heo0XOIUMO:

v’Bcmasxa — Tabauua

J11s1 TOTO, YTOOBI BBIIIOJTHUTD
pas3JINuHbIe AelCTBUS Haj TaOJIUIlel, ee
HY>KHO BBIIEIUTH Iiesdkom JIKM. 3aTtem
BOCIIOJIb30BaThCA MaHesIbIo Tabsna, i
KOHTEKCTHBIM MEHIO.

BEPTEP AOKYM
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IIONCK H SAMEHA TEKCTA
B OO0 WRITER

OOO Writer umeet
IOJIITYHKT MeHI0 Hailimu u
3aMeHUMb, C TOMOIIIBIO
KOTOPOT'O MOKHO
aBTOMAaTHU3UPOBATh IIPOLECC
IIOMICKA U 3aMeHbI TEKCTA B
nokyMmeHTe. UTOoObI
0TOOpAa3UTh JUAJIOTOBOE
oKHO Haitimu u 3ameHums
HCIOJIb3YUTE KJIABUIIIH
<Ctrl + F> uiu Boibepure
IIpasxa — Haiimu u
3aMeHUMb.

HainTu

3aMeHUTb Ha

[] yauteiBaTe peructp

[] Toneko cnoso uenikom

[ detann ¥

[ Cnpaska J [ 3aKpbiTh

J




IIOUCK U SAMEHA TEKCTA

B MS WORD

3aMEeHUTE Ha: ¥ i

bBonbwe > > : OTMeHa

MS Word umeer komanaa 3ameHums, ¢ IOMOIIBIO
KOTOPOM MOKHO aBTOMAaTU3UPOBATh IIPOIIECC IIONCKA U
3aMeHbI TeKCTa B JIokKyMeHTe. UToObI 0TOOpa3UTh
IrajaoroBoe okHo Haiimu u 3ameHumb UCIOJIb3yUTE
kinaBumu <Ctrl + H> uau Beibepute I nasHas —

3ameHUmMb.



YAOl

SOAAHHE KOA
B OO0 WRITER

Bepxnuil xoronmumya peacrapiseT coboit obaacTh, KOTopas
IIOSABJISIETCS B BEPXHEN YAaCTH CTPAHUIbI. HUXCHUU KoA0OHMuUmyA
IIOSIBJIAETCS B HIXKHEM YacTu cTpaHuIlbl. B KosloHTUTY 1aX
pa3MeniaeTcs Takas nHopMaIiisa, Kak HOMepP CTpaHUIIbl, KOTopas
MIOSIBJIAETCA Ha KaXKAO0M CTPaHUIIE JOKYMEHTA, UMEIOIEN 3TOT CTUJIb
CTpaHUIIbI.

JIJ1s1 BCTaBKU KOJIOHTUTYJIa B MyHKTe IJ1aBHOrO MeHIo Becmasumb
BbIOpATh HY:KHBIN KOJIOHTUTYJI BepxHuil konoHmumya uau HudcHuil
xoaonmumya. Coziep:kaHue KOJOHTUTYJI BbIOuparoTcsa B 110419 MeHI0
Bcmaeska

B BepxXHUM WU HAKHUH KOJIOHTUTYJIBI YaCTO MOMEIAETCA U
Ipyras nHopMaliysa, Takad KaKk Ha3BaHUE JIOKyMEHTA WUJIU IJIaBbl.
ITU 3J1eMEHTHI JIyUIlle BCEro 00aBIATh B popMare mojei. I1pu sTom,
eCJIN UTO-TO UBMEHUTCS, KOJIOHTUTYJIbI TaK3Ke OyAyT aBTOMATUUYECKU
N3MEHEH.



SOAAHHE KOA
B MS WORD

YAOB

) =
7/ [nasHas Bcraska PasmeTka cTpaHuuet Ceelnkmn Pacceinku PeueHznposaHue Bug Hagcrpoiku YHWEEPCAAbHEIN KOHEEPTEP A0KYMEHTOE KoHcTpykTOop @
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datau MepeiTy K BepxHeny MepeTH K HUXKHEMY 33KpEITE OKHO

#] Homep cTpaHuue ~ BpeMa @ Knun KONOHTUTYA KOAOHTUTYAY &3 Kak B npeasigyllem pasaene V| MokasaTe TEKCT AOKYMEHTA j] KONOHTUTY0B

KonoHTUTYABI Bcrasutb Mepexoast MapaMeTpei MonoxeHue 3aKkpeiTe

JIJ1s1 BCTaBKU KOJIOHTHUTYJ1a: Bcrmasumb BIOpaTh
HY>KHBIU KOJIOHTUTYJI BepxHuil koaoHmMumy.a uin
Huorcnuil kononmumya. CopeprkaHye KOJOHTHUTYI
BeIOUparoTces: B KoHcmpyxmope.



B OO0 WRITER

HacTpolika mapaMeTpoB CTPaHHIIbI OCYILECTBJIAETCS B IIYHKTE

I'1aBHOTO MeHI0O Popmam — CmpaHuua

CTunb cTpanmibl: ODbIYHbIM

l

DopmMaT Bymaru

DopMaT
LnpuHa
BeicoTa

OpueHTawa

KonoHku

CHocka |
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~ TIAPAMETPBI CTPAHUIIBI
B MS WORD

[lapameTpbi CTPaHMLLbI

Mons I Pasmep Gymaru | McTouruk Gymari |

Hacrpotrika mapaMeTpoB

CTPpAaHHUIbI OCYIIECTBJIACTCA B ie"&”ee’ tr':““ee’ 2‘;" g
es0e! pasoe:  |1,5aM <
HYHKTe P a3MemKa cmpaHuubl == Mepenner: |OcM @ Donoxerue nepenneta: | Cnesa
Ilapamempust cmpaHuubl.
P P P U
KHIDKHER  ansbomHan
CTpaHnup!
Hasa Bcraska | PasmMeTKa CTPaHULE l CeBinkm Paccuinkm tokobal tbin Ot v

34—t Dy T bf%’ PazphiBhki ~
| : Obpaseyn
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MapameTpel CTPaHMLEI la |
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MpuMeHUTE: | KO BCEMY AOKYMEHTY
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ITIEYATHh B OO0 WRITER

J1J1s1 OBICTPOM ITeUaTu JOKYMeEHTa JOCTAaTOUHO HaxKaThb

KHOIKY [leuams Ha CTaHAAPTHOU ITaHEJIN UHCTPYMEHTOB.
J1J11 pacuInpeHHbIX HACTPOEK IIeUYaTH He0OX0AUMO BhI3BATh

okHO Ileuvats: @aiin — Ileuamv...

297mm

210mm (A4)

Obwee | OpenOffice.org Viriter | Maket crparius | Hactpoiiky |

MpuHTEp
Canon iP2700 series

|

]
Microsoft XPS Document Writer =
Universal Document Converter [ =
OTtnpaeuTb B OneNote 2007 v

NoapobHocTi

OBnacTb NeYaTH 1 KoMK

® Bee crpanius Konuuectso Konmit | 1 3

O Crparmus | 1-2 l
BoigeneHue YNopaao4iTh @ ﬁﬁ

[[] B o6paTHom nopraxe

MeyaTts

MpuMedaHna lHET (TONbKO AOKYMEHT) l

L feiars [ omesn
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IIEYATH B MS WORD

J1J1s1 OBICTPOM ITeUaTu JOKYMeEHTa JOCTAaTOUHO HaxKaThb

KHONKY Ileuamv Ha CTaHAAPTHOM NAaHEJIN UHCTPYMEHTOB.
JIJ1s1 paciinpeHHbIX HACTPOEK MedaTH He0OXOANMO BbI3BATh

okHO Ileuath: Knonka «Office»— Ileuamsp...

[ .

BrnrouuTh!

Meuats

MpuHTEp

vMA: : g Canon iP2700 series

cocTosHme: CsoboaeH

THN: Canon iP2700 series
nopT: USBOD1
3aMETKM:

CTpaHunubl
® see

O Texywas
() Homepa:

BeeauTe HOMEPa MM AWMaNa30Hbl CTPaHWL,
pasaeneHHble 3anaTeiMi, HyMepawia cTpaHiL
Ha4YMHaeTCA OT Hadana AOKYMEeHTa UK pasaena.
Hanpumep: 1, 3, 5-12 unu plsl, pis2, p1s3-p8s3

Hanedatatb: |dOKyMEHT

Bce cTpaHuubl ananasoHa

] |

CeoiicTsa ]

[ HaliTi NpUHTEP. .. J

[ nevats B daitn

[] asycToporHss nevats

Konuun

wmcno korwt: |1 =

1

1 1! pa306paTh Mo KOMHMAM
:

"v" MacwTab

‘ v.’ YUCNO CTPaHULL Ha nucTe: | 1 cTpaHuua

N0 Pa3MEDPY CTPEHMLEL: TekyLimi
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CAMOCTOSsTEABHAA PABOTA

1. UcmoJap30BaHMe HIA0JI0OHOB
JTOKYMEHTOB.

Pedeparsr:
1. IIporpaMmmsbIl BEpCTKU.

2. IIporpaMMbI TEKCTOBBIE ITPOIECCOPHI.

TBopueckast paboTa:
«Co3panue BUBUTKH»




