OBPABOTKA TEKCTOBOU
UH®OPMALIUU




1. IOKYMEHT

e OnpenesieHue:

. Jlokymenm - 3TO TEKCTOBas HH(MOpMaIUs
10 KAKOMY-TO OJTHOMY BOIIPOCY, KOTOpas 3
npeJcTaBlieHa Ha JIUCTax Oymaru.

e IlpuMepsl JIOKYMEHTOB:

. TIJIaHBI, OTYETHI,

. TINCBMO, 3asIBJICHUE, CIIPABKHU,

. COYMHEHHE, KOHTPOJIbHAs padoTa, pedepar,
caMOCTOsITeNIbHAs padoTa,

. TIACIIOPT, CBUJIETEIIHCTBO O POXKICHUU,
CBHUJETEIILCTBO O 3aAKJIFOYEHUN OpaKa,
arTecTar, BOAUTEIIHCKOE YIOCTOBEPEHHUE. .




2. 1101 OTOBKA
JOKYMEHTOB

e Cnnoco0ObI CO3TAHUSA
JTOKYMEHTOB:

« PYKORUcHblil (C TTOMOIIBIO
KapaHjalia, py4ku, gpomacTepa,
MapKepa),

. MAWUHORUCHBLI (C TOMOIIBIO
MUALTYIIEH MAITUHKY),

. munozpaghckuii ( C IOMOIIBIO
HAaOOPHBIX MAIIIMH U MEYaTHBIX
CTAHKOB),

. ¢ nomouivio 9BM.




3. OPOPMJIEHHUE NJOKYMEHTOB

® Paznvile no HA3HAYEHUIO 0OKYMEHMbl
ohopmaaromcea no-pazHomy.

o Ilpumep:
. 3asBJICHHE,
acIopT,
KOHTpPOJbHAas padoTa 10 MaTeMAaTHKeE,
JTUKTAHT,

pedepar,

COUHUHCHUC.




IlpaBujia ohopMJICHUSA

0

ObeMHBIX TOKVMEHTOB:

JIOKyMEHTHI Ie4aTarTCs Ha JUCTax (hpopmara
Al...A4,

OT Kpas J1mcTa 10 IPaHuI] TEKCTA OCTABIISIOT
10JI4,

Bech TekcT pa30MBaKOT Ha IVIaBbl, pa3/Ieiibl,
naparpadsl,

TexkcT maparpadoB aeauTcsa Ha ad3albl,
[lomoxenue u (popma ad3ana onpeaeasieTcs
€ro napamerpamMu (MEXCTPOYHBINM HHTEPBAII,

OTCTYII IEPBOM CTPOKH, OTCTYIIbI A03alIEB,
BbIpaBHUBAaHHE a03alleB),

TexcT nokymeHTa pa30uBaeTCs Ha CTPAHUIIBI,
KOTOPBIE HYMEPYIOTCH,

3aroJIOBKH IJIaB, pa3JieoB, naparpadon
pa3sMeNIaTCs ITOCEPEANHE CTPOKH.



4. OBPABOTKA TEKCTOBOMA
UHO®OPMAIIUU

o Ilpouyecc oopabomku
meKcmoeou ungopmayuu -
3TO MPOLIECC CO3TaHUS
(IOATrOTOBKH ) TEKCTOBBIX
JTOKYMEHTOB.

® Peoaxmupoeanue - npouecc
U3MEHEHHUS COJICPKAHUS
TEKCTOBOIO JOKYMEHTA.

o @dopmamuposanue - PoOIECC
pUIAHUS TEKCTY (DOPMBI.




OBPABOTKA TEKCTOBOM
NHO®OPMALIMU C IOMOILIBIO OBM

¢ TekcToBBIN PeIAKTOP (PEAAKTOP TEKCTOB,
TEKCTOBBIN MPOIIECCOP)- ITO MPUKIaTHAS
nmporpaMmMa oopabOTKHU TEKCTOBOM MH(OpPMAIIUH,
KOTOpas MpeaHa3HaueHa JJjis CO3/IaHus U

PENAKTUPOBAHUS BUPTYAIbHBIX JOKYMEHTOB.

- Ilpumepovr TP:
V' Brioxnot, WordPad, Write, Word

e M3narejbCKasi CHCTEMA - 3TO IIPUKIATHASL
[porpamma, rnpeaHa3HauYeHHas JJis IMOATNOTOBKH K
M3IAHUIO KYPHAJIOB, Ia3eT, OpomIop, OyKIETOB,

KHUT, PEKJIAMHBIX MaTepHUajoB.

. Ilpumepol uzoamenbckux cucnem:
vV Corel Ventura, Page Maker, Quarkx Press




5. THIIOBBIE 3AJIAUU
OBPABOTKHN TEKCTOBOMU

NHDPOPMAILIUU

BBO/I 1 0TOOpaKeHHe TEKCTa,
peaaKTHUpPOBaHHUE,
(popmarupoBaHue,

3allUCh JOKYMEHTA HA JIUCK B BH/IE
(daiiia (coxpaneHue),

CYUTHIBAHME JOKYMEHTA U3 (hpanjia B
NaMATh KOMIIbLIOTEPA (3arpys3ka),

BbIBO/I HA Oymary.




6. TEKCTOBBIU PEJAKTOP
WORD

e WORD - cambin
pPacpoCTpaHeHHbIU
TeKCTOBBIN PeIaKTOp;

e WORD - oano u3
CaAMBbIX IOIYJAPHbIX
npuioxenun Windows.




7. BOSMOKHOCTHU WORD

padoTa ¢ pa3JIM4YHbIMHU IIPUPTAMHU;
ya100HOoe (hopMaATHPOBAHME;

NpoBepKa NMPAaBONUCAHUS;
ABTOMATHYECKAS PACCTAHOBKA MEPEHOCOB;
co3JdaHue TaOJIHIL;

CO3/1aHMe CIIUCKOB;

MOMCK M 3aM€EHa;

MpeIBAPUTEIbHBIA MIPOCMOTP Mepea NeYarbio;
ruoxasi me4yarb;

MOJATOHKA CTPAHMUIL;

pa30MeHre HA CTPAHMIIbI;

BCTABKA PHCYHKOB;

CO3/1aHUe TEKCTOBBIX 3(P(PeKTOB...




8. OGIIIUU BUI TP WORD

3aroJIOBOK

W Microsoft Word - JokymenT1

hain Mpaeka Bua Bcraeka ®opuar Cepeuc Tabnvua OkHo 2
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CTpOKa COCTOSAHUA







