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I1AaH AeKITH

= Dba3oBble 3J1IeMeHTbl TeKCTAa:
2 AbG3au

« CBoncrtsa (atpmbyThbl) ab3aua

WT paborer ¢ Tekcrom. basosere anemeHTHI:

Aexrma Ne 2 CumBoa (Character) u AoGzarr (Paragraph)



ba3oBbeit aaemenT Tekcra: AB3AILL

« Ab3al (paragraph) B TEKCTOBOM peaakTope - 3T0
noboe KonmMyecTBo CMMBOOM A0 3Haka Enter

(MeTa3Haka |, mapkepa KoHua ab3aua).

 ®akin [Mpaeka Bua BcTaeka @opMaT Cepeuc  Tabnua  OK

NEBHRSGAIVE 2@Rl9- 8

o Ckonbko ab3aues S S R AT
-1 1

B rl p e,El, CTa Bﬂ e H H O M 2 Ilopgroroexa-TecToEHX BapHaHTOE]

-1 T
doparmeHTe TekcTa? & Bumowseronepamunn

COBI[&H HE'NMAICK"TECTHROBaHHA IO JHCIHIINIHH 81[

. 5 g %BHEp alUA"TECTOBHIX-BapHaHTOE]
0 1My |
a 7 s T

003}1aHHE‘HaHOI{'TBCTHpOBaHHH'HO‘,IIHCI.IPIHJIPIHB.“
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Aexrma Ne 2 CumBoa (Character) u AoGzarr (Paragraph) 3



I'oToB AM Bamm TeKCTOBBIN (paria
K POPMATUPOBAHUIO?

Kornomos apist HoMEpPa raseTsI

[TpaKTHYeCKH B Kaa0H rase Te NOCTE MEHHD CRIIANBEALTCA O0le e MM Me Hee YCTOHYHEAA
KOMIDSHI(HA, TIOZ KOTOpOH MOMpas YMEBAl0TCA XAPAKTePHOe LA JAHHOID H3A HHA 0O MITeHIE
MIOC, OCHOE HBIE PASHRIIEL K PYODHEH. ﬂpumep d)parmeHTa

VeTOHUHEA KOMIDSKHIMA HOMEPa — OIMH K3 OCHOBHBIX KOMIIO He HTOE IOJINOBPeMEHHO K TEeKCTOBOIO cbaﬁ na
MOZEITH Ta3eThL, OSIIerYar0 X YHTA TR0 OFHAKD M HHE ¢ HOMEPOM, MDKCK HHTEPeC YOI eI
MATEPHATIOE. ¥ CTOHYHEOCTE KOMIDS HIMHK BHPA0ATHIEAET ¥ UHTATEIL CBOe00PasHYI0 ¢ MOMRIE
O HIA A — MOTOBHOCTE BOCTPHHHMAT I CUIHKAIMMH KAEI0ND HOMePa TOH HIH HHOK IaseThl
B XOPOLUO SHAKOMBIX K MPHEBMHE HOPMAX.

Ho yeToHuHEOCTE KOMIDSHITHK T'a3e THOTO HOMEPa He 03 HAYAeT NP HEATHA e CTKOID

CTANTAPTa €6 CXEMEL  QUHIH 3 TRIGHAROE XOROEH KDIUDSHIUIH — 8¢ THORAC Ths,
BRSO TIDK HeoD XORHMOCTH BRI TRV, NERERERETRY, T HIT KO H TUO0ID CBL IOTH HRES
SAEHY, KANOIIBO0 13 OO LETOHO N, 8 TaIKe TEPENE Ny MECT DRTHAIOE H RYORIG, BRRECOHE,.
BEHERICK 1A DA HACELE J00 e KT MATE DHATIOR BTIEDEH, 162 CANGIE, BEIVIEE, MECTA HOMEDa,

0 Kak 3TO BbIACHUTbL?

WT paborer ¢ Tekcrom. basosere anemeHTHI:
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Hexoropsie npaBuaa dpopmaTupoBaHud

a03arieB

o Heobxoguma npegBaputenbHasa pabdoTa
C TEKCTOBbLIM (Pansiom.

[1ns1 3TOro BKMO4aloT PEXUM NPOCMOTPA HENMevYaTaeMblX
3HaKOB (3HaKoB bopMaTUpOBaHUS).

K HUM oTHOCATCA: 3HaK npobena ( ), 3HaK Tabynauum (), 3Hak ab3aua (]), 3Hak
MSArKOro nepeHoca ( =), 3Hak nepexoaa Ha HOBYI CTPOKY 6e3 ob6pa3zoBaHusA

absaua (g 1 Ap.

B pepaktope MS Word

Aexrusa Ne 2

a0

. Mcnpaenerna Monb3oBaTEn: COBMECTHMOCTE PacnonoxeHve
NMPUMEeHAT KOMaHAbI: L I | |
Bua I Obwme I Mpaeka | MevaTb | CoxpaHeHne I BesonacHoCTE I Mpason1caH1e
CepBuc, NapameTpbl, o
B mna. v oﬁnal:Tb_ 3ap.a-| IV cmapT-Term [V okHa Ha naHenu 3aaaq
[V Bbiaenenve useTom IV aHMmMaumio TekcTa [V koael nonefi

[~ zaknaaku
IV cTpoky cocToaHuA
[V BcnnbiBatowme noackasku

[V ropus.nonocy npokpyTKM 3aTEHEHHE Nonen:
IV Bept. nonocy npokpy Tk Iﬂpn BhideneHn v |
I nycTble pamku prcyHKos

OTM eyarwT H y>KH ble 3HaKkM GOpMaTHPOBaHHA

I 3Hakw Tabyngaunm
3HaKkn oopmaTtu posawm" I opobien

I 3Hakwm afzaues

WT paborer ¢ Tekcrom. basosere anemeHTHI:

CumBoa (Character) u AoGzarr (Paragraph)

[~ ckpbITbIF TEKCT
™ MArkue nepexoce!

[ Bre



HMcnpaBaeHue onmoOoOK HA0Opa TEKCTA

o BoTt kak Ha camom gene
BbIrMAANT doparMeHT
TeKkcTa, npeacTaBneHHbIN
Ha cnanae Ne 23.

Kormos st Horepa-rase mory
Al
T

-  [IpaKTHUeCKH-B-Kag A0k -Ta3e T¢ TI0 CTe NEHHO -CRITA BIBae TC A-O00TE - HITH- Me Hee - Ve TOH uHBad-
KOMIOFHI(HA, -TI0A-KOTO POH-MONpA3 Y MEBAITC A-XAPAKTe PHOS LA TAH HOTO - H3Ha HEA-0 O p MITe Hke -
TUNIOC, ‘OCHOE HEIE - DASMENIEL-H-pyOp . |

- VeToiBa KOMIOIHIMA-HO MePa-— OHH: H3-OCHOBHELX-KOMIO He HTOE OO0 E e Me HHO H-
MOTEITH-Ta3e ThL, -ORIIe MY AR LI X- Y HTA TEJTH0 03 HAKO MIIe HHE - C -HO MEPOM, TIOHCK - HHTEPEC RO LIFC €10
MATEPHATDE .- ¥ CTORY HEOCTD -KOMIIO3 HIMH K BHPA0aTEBALT ¥ - UHTATEILA-CE0e 00 PasHyH0 -« ORI -
O3 M HEUTH -— TOTOEHOCTE - BOCTRHHH MA Th Ty CUTHKALH- KA I0T0 -HO MePa-TOH- HITH- HHOH Ta36TH-
B-XOPOLUO-3HAKOMEIX - H- TP HEEMHED: hopmax. ||
""""" Ho -wmﬁmocrb-mmsmm-mse THOTO-HOMEPA-HE 03 HAYA e T-IPHHATHA e CTROID -
CTAHAPTA 88 CXENEL oo QI IE TR HAROE: X0 RO H KON 28 THORICTE
SAMEH BAROH STH00 13 HHX: LETHEO I, 8. TakEe. TEPEMe Ky MeCT- D3 elo B M PYTRMK, BEHECEHIE .
%wmﬁmxmmmmmmwmmnmﬁ ‘BIEDETL, Ha: CAMBIE BEITOMIEL Me cTa: Homepa, |

1

o B atom cnyyae nuwHue 3Haku HeEObXoAMMO ybpaThb, TaK Kak OHU
nomeLuarT doopmatnpoBaHuio. Tak, Tpebyetca: 1) yaanutb Bce
nycTble ab3aubl, 2) Mexay crnoBaMmu OCTaBUTb TONLKO OAUH
npoben, 3) yaanuTb 3HaKn Tabynauun.

anIME‘-IaHMe: an Ha6ope TeKCTa He HYXHO NbITaTbCA (*)OpMaTVIpOBaTb ero ¢ noMoLwbHo JINWHUX
HaXXaTun KHONOK KlnaBunaTypbl. Onsa atoro CywecTBYHOT 3aMe4vaTelsibHble NporpaMMHbIie (byHKLI,VIVI.

WT paborer ¢ Tekcrom. basosere anemeHTHI:
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ATpuOyTHI 2032112

2 K ocHOBHLIM aTpmbytam ab3ala OTHOCATCA:
o BbipaBHuBaHue (Alignment). B HAC — Bbikntoyka.

a OrTctynbl cneea u cnipasa (Indentation). B HAC —
BTSKKA.

o Ab3auHbin otctyn (First line, kpacHas cTpoka).

a OTbuBka oo n nocne absaua (B8 MS Word
NHTepBanbl).

WT paborer ¢ Tekcrom. basosere anemeHTHI:

Aexrua Ne 2 CumBoa (Character) u AoGzarr (Paragraph)



‘ Buarb1 BeipaBHUBaHUA a03a11a

You can select a word, a senfence, a line, a paragraph, or an entire
document. Then you can delete the selected text, or move it to a new location by

cutting and pasting.
a llo ueHTpy
You do this by using either the mouse or the keyboard. Once you get to
| the part of the document that you want to edit, you'll need to type the new text
. O neBOMy Kpa |'O you want to add or select the existing text so that you can change it. You can
_ select a word, a sentence, a line, a paragraph, or an entire document. Then you
0 O I-I pa BOMy Kpa |'O can delete the selected text, or move it to a new location by cutting and pasting.
_ You do this by using either the mouse or the keyboard. Once you get to
the part of the document that you want to edit, you'll need to type the new text
- O LLI M p M He you want to add or select the existing text so that you can change it. You can
select a word, a sentence, a line, a paragraph, or an entire document. Then you
((*)Op MaTy) can delete the selected text, or move it to a new location by cutting and pasting.

You do this by using either the mouse or the keyboard. Once you get to
the part of the document that you want to edit, you'll need to type the new text
you want to add or select the existing text so that you can change it. You can
select a word, a sentence, a line, a paragraph, or an entire document. Then you
can delete the selected text, or move it to a new location by cutting and pasting.

o Kakow Bug, BblpaBHUBaHWS BbIOpaTh A OCHOBHOMO TeKcTa?

a Onsa gpokymeHToB (doopmaT A4 n AS5) C TEKCTOM B OOHY KONMOHKY NPUHATO
BblpaBHUBaHME MO LLMPUHE.

o s Tekcta B HECKOSbKO KOMMOHOK A0nycTtnmMo BblpaBHMBaAHKUE MO JIEBOMY Kpalo.

WT paborer ¢ Tekcrom. basosere anemeHTHI:

Aexrma Ne 2 CumBoa (Character) u AoGzarr (Paragraph) 3



IToAHAs BBIKAFOUKA

= Bo3MOXHOCTU opopmMmneHns ab3aueB B U3gaTenbCKUX
nporpaMmmax mpe, 4em B OOUCHbIX peaaKkTopax.

= TakK, KpOMe YeTbIpeX BUAOB BblpaBHUBAHUS-BLIKIMOYKA (MO
NeBOMY 1 NpaBoOMY Kpato, No LUEHTPY, no doopmary)
npeanaraeTcd NATbI BUA BbipaBHMBAHUA — MOSTHAA BbIKIIOYKa
— NPUHYOAUTENBHOE pacTArMBaHME CUMBOJSIOB KOPOTKOW CTPOKM,
4YTOOLI €€ LWMpPUHA coBnana ¢ LWMPUHOW TEKCTOBOIo Brioka.

B bl K 1 KO 4 K A

BosmoxkHocTH othopmneHna ab3aues B M34aTeNbCKUMX NPOrpamMmax
LMpe, YeM B OMCHBIX peaakTopax. Tak, KpoMe YeTbIpex BUA0E BbIKNHIYKM
(Mo NeEBOMY WM NPABONMY KPaKD, N0 LEHTRY, N0 hopmMaTy) NpeanaraeTcA NATLIA
Bl BbIPABHUBAHWA — MOJTHAA BbIKNKOYKA — NPUHYAWTENBHOE PACTATMBAHKE
CMMBONOE KOPOTKOW CTPOKWM, 4ToObI €8 WWMPKMHA COBNana C WWPKWHOMA
TekcTogoro 6noka. MNonHaA BbIKNKYKE NPUMEHAETCA ANA CO34aHWA
CrneyuansHelx 3thhexrTos.

a [NlonHag BbIKIOYKa NPUMEHSIETCSA NS CO34aHUA cneunarbHbIX
9o peKTOoB.

ITpumep:

WT paborer ¢ Tekcrom. basosere anemeHTHI:
Aexrma Ne 2 CumBoa (Character) u AoGzarr (Paragraph)



Kak yAaAUTE «KOPUAOPBI» U «ABIPBI»?

= He3aBuCMMO OT BbIKITHOYKN MEXKCITOBHbIE
paccTosHuA (Npobenbl) AOMKHbI ObITb OAMHAKOBLIMU
(T.e. TEKCT OOSTKEH ObITb Oe3 «AblpoK»). Kpome TOro,
npobesnbl Ha COCeQHUX CTPOKaX HE OOIMKHbI
obOpa3oBbiBaTb BEPTUKAIbHbIE U ANAroHasrbHbIe
«KopnaopbI».

s« OCHOBHbIMM npnemMamu, nppmeHaemMbimMin B
npouecce BbIKITIOYKU, ABIAKTCA Criea4ylLlne.

o PerynupoBka MeXCUMBOMbHbLIX U MEXKCIOBHbIX
MHTEPBAanos.

o Perynuposka WnMpnHbI CUMBOSIOB.
2 [PEKUHT N KEPHWHT.
a [lepeHochl.

B HacTonbHbIX U3gaTeNbCKUX CUCTEMaX npeaycmMoTpeHbl aBTOMaTn4eCckmne Unun pyydHbie
HaCTpOﬁKM AnA YKa3aHHbIX Bbllle NpuemMosB.

WT paborer ¢ Tekcrom. basosere anemeHTHI:

Aexrua Ne 2 CumBoa (Character) u AoGzarr (Paragraph) 10



MArknmi mnepeHoC CAOB

= [pwv cospgaHum TeKCTOBOrO AOKYMEHTa pekoMeHayeTCs

NPUMEHSNATL TONBbKO QUCKPEeUUOHHbIU N MsI2KUU rnepeHoc

(MeTa3Hak «7»), a He 3HaK «-».

2 OcobeHHOCTbIO MArKOro NepeHoca ABMSsIETCA TO, YTO €Crn CITIOBO
CMECTUTbCSA OTHOCUTENBHO MEeCTa NepeHoca, 3HaK nepeHoca
ncuesaeT 13 BMAa U He BO3HUKHET HEMPUATHOIO adodekTa, koraa
B CEpeauHe CTPOKM CNOBO pasderieHo nepeHocamu.

[1ns1 BBEAEHUSI MATKOro rnepeHoca obbl4HO AOCTAaTOYHO
codeTaHusa knasuwl «Ctrl» n «-».

a  [lpn atom HeobxoaMMO nNpuaepKXmMBaTbCA Criegytowero: Ha
cTpaHuue TekcTa (popmata A5) He AOMKHO BbITb BonbLie 12
3HaAKOB MepeHoca, N OHU He OOSTKHbI cCoBnagaTh Mo BEPTUKANn
bonee 4eM B YeTbIpEX COCedHUX CTpoKax. [1oaTomMy pexum
aBTOMaTundeckoro nepeHoca B H/IC He Bcerga onpasaaH.

= HWC nmetloT goctatoyHo xopolune cpeacrtaa yrnpaBneHUsaMu
nepeHoca.

WT paborer ¢ Tekcrom. basosere anemeHTHI:
Aexrua Ne 2 CumBoa (Character) u AoGzarr (Paragraph)



‘ OTcrynbl caeBa U copasa

a [lpumepbl NPUMEHEHNS OTCTYNOB ANS
ab3auen

You do this by using either the mouse or the
keyboard. Once you get to the part of the document
that you want to edit, you'll need to type the new text
you want to add or select the existing text so that you O
_> can change it. You can select a word, a sentence, a <_ 4 TCTyrI bl CﬂeBa M Cﬂ pa Ba
line, a paragraph, or an entire document. Then you can
delete the selected text, or move it to a new location by
cutting and pasting.

You do this by using either the mouse or the keyboard. Once you get to
the part of the document that you want to edit, you'll need to type the new text
you want to add or select the existing text so that you can change it. You can

You do this by using either the mouse or the keyhoard.

Once you geft to the part of the document that you want to edit,

you'll need fto type the new text you want to add or select the

_> existing text so that you can change it. You can select a word, a
sentence, a line, a paragraph, or an entire document. Then you

can delete the selected text, or move it to a new focation by

| OTCTy rl Cn e Ba cutting and pasting. |

You do this by using either the mouse or the keyboard. Once you get to
the part of the document that you want to edit, you'll need to type the new text
you want to add or select the existing text so that you can change it. You can
select a word, a sentence, a line, a paragraph, or an entire document. Then you
can delete the selected text, or move it to a new location by cutting and pasting.

WT paborer ¢ Tekcrom. basosere anemeHTHI:

Aexrua Ne 2 CumBoa (Character) u AoGzarr (Paragraph) 12



Ilepsas crpoxa ab3ama

a [lepBasi cTpoka ab3aua gormkHa ObITb
BblaeneHa otctynom (1) nnu BbicTynom (2):
1

You do this by using either the mouse or the keyboard. Once you get to
the part of the document that you want to edit, you'll need to type the new text
you want to add or select the existing text so that you can change it. You can
select a word, a sentence, a line, a paragraph, or an entire document. Then you
can delete the selected text, or move it to a new location by cutting and pasting.

[You do this by using either the mouse or the keyboard. Once you get to the part
of the document that you want to edit, you'll need to type the new text you
want to add or select the existing text so that you can change it. You can

2 select a word, a sentence, a line, a paragraph, or an entire document.
Then you can delete the selected text, or move it to a new location by
cutting and pasting.

2 MunHnmanbeHbIN ab3auHbIN OTCTYMN — MPUMEPHO
LLUMPUHA OJHOro CMMBOJS1a OCHOBHOIO TEKCTA.

WT paborer ¢ Tekcrom. basosere anemeHTHI:
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OTOUBKHU AO U ITOCAE A03a11A

« CpaBHUM (bparMeHTbl TEKCTA 40 NOAroTOBKU
1 nocne hopmaTnpoBaHns No npasunam

1 —
T

- [TpaKTHueCKH- B KaKm0H Tase T¢ T CTe MEHHO-CRITANBIBAE TC A-G00TE & HITH- M2 Hee - YCTOR UHBaA-
KOMIDFHICHA, N0 KOTO PO TIOMPAS Y MEBAK T A-XaPAKTE PHOE JULA-TAH HOTO K33 HA-0D O P MITe HEte -

TIOC, ‘OCHOE HBIE - Pasedmsl 1Py P |

- YCTOMUEAT KOMIDIHIEA-HO MEPa-— OfTHE: H3-OCHOBHEIX-KOMIIO He HTOE 0TI EeMEHHD i-

MOOEIIH TaZeThL -OBUTE MY A0 LU X- Y HTA TEJTHD -O3HAKD MITE HHE - C-HO MEDON, TIOHCK -HHTE!
MATEPHATOE . ¥ CTOHY HEOCTE KOMIIO3 I H-BRIDa0aThBAe T i UHTATEILA CE0e00 pasHy]
O3 HITA HIUTH — TOTOBHOCTE -BOCTIDHHHMA Th I CUTHKALH - Ka# 010 -HO MEPa-TOH- HITH-
B-XOPOIID-3HAKOMBLX-H- P HEBIMHECC hopmax. ]

--------- Ho «ycmffmoc‘rb “KOMITOZHI(HH Ta3€ THOND HO MePa He 03 HaYa e T TP HHATHA e
CTAHIAPTA 68 CXEMEL --oooooeee Q13 TRIGHAE0E, XOROLE A KONIDaa - ge.
BRI RN I He QD O MOCTH D RIS TR Y. IERE BE R TRY IO K T 00 H. TTID G R
SANEHY KARDH IING0 G 100 LETIED I, 3. TR TIERENE K. He ST DasIeInB A Ry PRI
ﬁmmmm&mmmpm&mp%mwmmwma

1

1 — UCXOAHbLIN TEKCT
2 — NnoAroToBfIEHHbIU K (bOpMaTMpOBaHVII'O TeKCT

2

Konomos manist Horepa-rase Ter

I’Ipam'-necm-s “KAEA0H-Ta3e Te-T0 CTe MEHHO -CRITY BB QS TC A-GOUTe & HITH- M2 Hee chﬁmaﬁ

- TTAH HOTY) - WA HU -0 e e -

KOMIOSHIHA T0A-KOTO PO OAPas yMEBAi0TC A-XAPAKTe PHOE -
TIUIOC, ‘OCHOE HEE -PasTedtEl K pyOprem. ||

VCTOHUHEAA KOMIDSHIA-HO MEpa-— OfHE: H3-OCHOBHELX-KON
MOMEITH T 236 THL, -0fI1e MY AR ILH X Y HTA TEJTH) O3 HAKO MITE HEe - C-H]
MATEPHATOE. - ¥ CTOHY HEOCTh -KOMIOS HIKHK- BHpafaTEEaeT v
O3 T4 HHTH -— TOTOBHOCTD - BOCI HEH MA Th Ty CUTHKAIMH K&,
B-XOPOILUO-3HAKOMBIX-H- TPHBBMHELK-opmax. |

Ho ycToieB0C TS ‘KOMIDI HITHE- T3¢ THODD-HO MEDA-He 03 Haud
ge-C e MEL QRIS TDICHAS0R: XOP 0L KON MUK 28 |
BB KOG TH ORY: TR TERE e RCTRY, TOH IR 10 H 10
K USTOEOM, 8 TAICK € I DEMEHY MEC T RAFARTIOn K iy ORI, J

MOWEHT: WATENHWATINE -EMENAT -HA 08 WEE -EEIITHEIE - WACTA - HA)

o
K pa-raseTer] 3

TTpaKTHYLCKH: B+ KK 0K raseTe: NOCTENEHHD- CRIAMBEAETC A Goulee - HITH: Me He ¢ Yo TORUMBaT -
KOMIOSHIHA, IO KOTOPOH- OISy MEBAKTC A XapAKTePHOE - LA MAHHOTD - H3MAHIA- 0o p I Hye -
TIOIIOC, OCHOE HEIE PasHeNEl K pyopre. |

VeTOHUHBAA KOMIOSHICT HO MEPA- — OIHH- H3- OCHOBHBIX- KO MII0 HEHTOE - IONINOE PeMEHHO K -
MOTEJTH T&3€ THL, -OFUTe IYAND L X T HTa TEITH0 -0 HAKDMITE HiE - C-HO MEPOM, TI0 HCK HHTEPeC YLK 10 -
MATEPHATIOE. ¥ CTOHYHEOCTE - KOMID3 HIHK: BHPAfaTHEBET: ¥ UHTA TEILT CEOe0DPasHyI0: K MOTENs:
O3 T4 HEUT) — 10 TOBHOCTS BOC I HEH MATS Ty EUTHEA L KK I0T0 -HO MEPa-T0 H- KITH: HHO H-Ta5e THI-
B-XOPOIID-3HAKOMBIX K- PHEEMHEDC- hopmax. ]

Ho- yeTofuiBocTs: KOMIOSHIKY: Ta3eTHOID: HOMEpa- He- OSHAYAST- NMPMHATHA- HeC TKOM -
CTAHEAPTA: ee- CXeMBL- Qg 30 IRHGHAKOE:, XOPQUIH. EOMINSHUNE. . 28, FHOKOCTE,
DO R0, TIH. HeQDR SHMRCTH, DRISTRIEY. JEREBRRGTRY TH. JIB. 30 I IVICHL HIK. HARE .
mmx@@mﬁmmﬁ WMWWR%WWMQW

3 — bopmaTUpPOBaAHHLIN TEKCT, rae ab3al 3aronoBkKka OTOMT OT OCHOBHOIO
TeKcTa Ha 12 NyHKTOB C NOMOLLbIO aTpMdyTa «OTOMBKaA Nocrne» Unn «MHTepBan nocne»

WT paborer ¢ Tekcrom. basosere anemeHTHI:
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‘ Kak 3aararorcsa annﬁyTLI a03aram?

« [lpn dopmaTnpoBaHmnu
ab3aua (ecnm TonbKo He
doopMaTUpPYyOTCA HECKOSbKO
ab3aueB cpasy) HeT
HeobXxoaMMOCTU ero
BblAENATb MNOSTHOCTHIO —
OOCTaTOYHO NOCTaBUTb
Kypcop BHYTpb ab3aua.

= [pebyemble CBONCTBA
3apalTcs vyepes
ONanoroBble OKHa Unu
KHOMKWN Ha NnaHenu
NHCTPYMEHTOB.

Cosert: 3aAaBaiiTe Bce aTPHOYTH CHMBOAOB H 203aIIeB
Yepe3 COOTBETCTBYIOIIHIE AMAAOTOBBIE OKHA, TAK KAaK 3TO
COOTBETCTBYET TEXHOAOIHH (POPMATHPOBAHUSA TEKCTA B

9AEKTPOHHOM BapHAHTE.
ITouemy? CM. CACAYIOIIYIO AEKIIHIO. ..

JRO [
MS Word

OTCTYNbI M HHTEPBANbI l MoNoXEHUE Ha CTPaHHUE I
Obwme

BbIpaBHHEAHHE: :_] YPOBEHE! IOcHOBHoﬁ TEKCT :J
OTCTYN

cnega: I 5 ] nepeag CTpoka: Ha:

cnpasa: I E I(He-r) LI [ —
WMHTEPEaN

DEREX IO nrt 5 MEMAYCTPOMHBIM:  3HAYEHHE!

nocne: I 5‘ IOAMHaprlﬁ _v_l I —

I He nAfizcnare uurancan Mew ny 2R3 3MA A NLAFA FTARA

Paragraph Specifications | PageMaker_x_l

Indents: Paragraph space: 0K
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‘ OmmbOxu npu dpopmarupoBaHuu ad3aneB

= [1pn dbopmaTtmpoBaHmnm TekcTta (ab3aues)

MOI'yT BO3HUKATb CriegyrLine OLLMNOKN:

2 OTPbIB 3aronoBka (0T OCHOBHOIO TEKCTA),
0 paspbiB 3arofioBka (COCTaBHOIO),
0 BUCSYME CTPOKM.

« Kak ykasbiBanoch BblilLIe 3arofoBKK 370 ToXe ab3aubl.

=«  OHM MOryT COCTOATb N3 HECKOMNBbKUX CTPOK UMK ObIThb
COCTaBHbIMW (HanNpuMep: nepaasi CTPOKa COAEPKUT
Ha3BaHWe cTaTbu, BTOpas — haMunnmm aBTopoB).
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‘ YcrpaneHue omum0OOK

Ipu PopMaATUPOBAHUU A03a11A

« HacTtonbHble nspgaTtenbckue cuctemsl (M MHOrMe oUCHbIE
TEKCTOBbIE peaaKTopbl) NO3BONSAT UCNPaBMATbL pacnpeaeneHme
CTPOK 1 ab3aueB No cTpaHULaM 1 KOITOHKaM.

Q
Q

a

U

NMpumeHaOTCA cneayowme npmuemMsl:
[MpuHYAnTENbHBIN pa3pbliB CTPOKN B 3aaHHOM Todke (6e3 co3gaHus HOBOro
absaua: covetaHue knasuw «Shift» n «Enter», meTasHak «<'»).
3anpeT nepeHoca YacTn ab3aua Ha crneayoLyo cTpaHuuy (3anpeT paspbliBa
ab3aua).
[MpuHYANTENBHBIN NEPEXOo Ha HOBYIO CTPaHULY U KOSTOHKY.
YoepxaHue cTpok criegytoulero absaua (He oTpbiBaTb OT CredyoLLero).
[MpenoTBpalleHne obpasoBaHUs BUCAYNX CTPOK.

o Bwucsavas CTPOKa MOXeT ObITb HA4YanNbHOW NN KOHLI,eBOIZ.

0 HavanbHou sucsyet cmpokou (Window) Ha3biBaeTcs nepBasi CTpoka
ab3aua, pacnonaratroLasiCa BHU3Y CTpaHULbl UM KONMOHKK, a OCTasbHbIE
CTPOKKN ab3aua nepeHeceHbl Ha CreayoLyo CTPaHULY UK KOFOHKY.

0  KoHuesou sucsivet cmpokou (Orphan) Ha3biBaeTCs NocneaHas cTpoka
ab3aua BBepXy CTPaHuLbl U1 KOSTOHKN, B TO BPEMS KaK OCTarbHble
CTpoku ab3aua ocTanucb Ha Npeablaywen CTpaHMue Unu KOSTOHKe.
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IIpuayAUTEABHBIN Pa3PbIB CTPOKH
B 3AAAHHOHU TOUKE

= [lpuHyOuTenbHbIN paspbiB CTPOKN B 3a4aHHOWU TOYKe
(«Shift» n «Enter», MeTasHak «<») yOOOeH npwu
doopmaTtnpoBaHKM 3arofioBKOB, COCTOSLLMNX U3
HECKOJTbKMX CTPOK.

=« [1lpn 3TOM ONWHHBIN 3aroffoBOK HY>XXHO pasbuTb No
CMbICNY COrnacHo npasuny:

0 B KOHLe CTPOKU (He nocriegHen) 3arosioBKOB He
OCTaBJIAIOT COKO3bl, Hape4Yusa u nNpeanoru.
o Hanpumep:

3aronoBok gaHHoro cnanga «MpuHyauTenbHbIN pa3pbIB
CTPOKU B 3aJaHHOMN TOYKE» COCTOUT U3 ABYX CTPOK U
pasgesieH Ha aBe CTPOKU COrfiacHO aToMy npaBurny.

WT paborer ¢ Tekcrom. basosere anemeHTHI:
Aexrua Ne 2 CumBoa (Character) u AoGzarr (Paragraph) 18



IIpeAoTBpamieHne BUCAYNX CTPOK

=  DyHKUMM «3anpeT nepeHoca YacTu ab3ala Ha cneayoLwyto
CTpaHULY» U «yadepXaHue CTPOK crneaytolero absava»
No3BONAT U36eXaTb OTpbiBa NN paspbiBa 3arosioBKa.

= Yaule Bcero oyHKUMA NpenoTepalleHnsa BUCAYNX CTPOK
npeanosiaraeT aBToMaTUYeCcKoe yaepXaHne gByx CTpok ab3aua.

= B nsgarenbckux cuctemax MOXHO YKa3aTb KOJIN4eCTBO
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‘ Cnucok aureparypsl
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