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TexctosbIU Npoueccop

Microsoft Word

TexHonorua obpaboTkm TekCToBOU

MHPOPMaLIMUA
pmaul %

E.A. Tynaesa MOY COLL Nel8 r.
TTeH3sbr




TeKkeT -

nodaga nocrnegoBaTenbHOCTb
CUMBOJOB U3
KOMMNbOTEPHOIo andaBuTa.
XPaHUTCA B pannoBou

doopMme.
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E.A. Tynaesa MOY COLL Nel8 r.
TTeHsbr



Konosaa Tabnuua -

CTaHOapT, CTaBALNN B
COOTBETCTBUE KaXOoMy
CUMBONY andgaBnTa CBOU
NOpPAAKOBLIN HOMEP
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E.A. Tynaesa MOY COLL Nel8 r.
TTeHsbr



Tabnuubr

KOAUPOBOK
ASCI|

CP 1256 (MS Windows)

CP 866 (MS-DOS gna IBMPC
KOWS8 (OC UNIX, ICO)

Unicode (16-pa3paaHas)

F=12"=65536 CUMBOIOB
@\ E.A. Tynaesa MOY COLL Nel8 r.

TTeH3br




TekcTOBbLIU

AOKYMEHT -
doann, co3gaHHbIn C
NMOMOLLIbIO TEKCTOBOIO
pefakTopa.
[1Nna KoMmnbloTeEpPA: TEKCT —
A o HENpepbiBHaS
ocneuosaqugm CTb GaTOB

TTeH3br




POpMAT TeKCTa -

BHelUHMN BUA TEKCTa Npw
BbIBOAE Ha 3KpaH Unu
oymary.

['nepccbinka -

ChncTteMa CCbIJIOK T10

KJIHEBbIM CJ10BaM

E.A. Tynaesa MOY COLL Nel8 r.
TTeHsbr




TekcTosbIN paun -

[lpocTenunin cnocob
opraHmsaunn JaHHbIX B
KomMmnbtoTepe. CocTont
TONbKO U3 KOOOB Tabnuubl
CUMBOJIbHOW KOOUPOBKMN.
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E.A. Tynaesa MOY COLL Nel8 r.
TTeHsbr




TeKcToBbIU
peAaKkTop -

NPpUKNagHasa nporpamma,
no3Bondiollas co3gaBaTh
TEKCTOBbIE JOKYMEHTHI,
pefakTMpoBaTb UX, NPOCMaTPUBaTh
coAepKMMoe JOoKyMeHTa Ha 9KpaHe,
pacnevyarbiBaTb JOKYMEHT,

= )
F=3MeHsITb hopMaT AOKYMEHTa

E.A. Tynaesa MOY COLL Nel8 r.
TTeHsbr




Microsoft Word

* Microsoft Word - oavH 13 nyuwmx
TeKkCcToBbIX peaaktopos. OH nossonseT
CO3AaBATb U peAaKTUPOBATb AOKYMEHTHI,
nobaenaTh B HUX TA6ULBI U PUCYHKMU,
U3MeHaTb OpopmIieHue ab3aLies U
HayepTaHue WPUPTA, TOTOBUTL AOKYMEHT K
neyatn. [lononHutensbHoIe moaynu Word
NO3BONAFOT BLIMOJIHATL TAKUe onepauuu,
Kak NpoBepKa Opporpapmuu U rpammaTuKu,

(POPMUPOBAHUE O NIABIIEHUM U yKasaTeneu,

cingHue ¢ 6a3ou AAHHBIX.

E.A. Tynaesa MOY COLL Nel8 r.
TTeHsbr



Microsoft Word

L4

* Bce TekcTOBbIE AOKYMEHTLI, CO3AAHHbIE B
Word, xpaHaTca Ha AUCKe B BUAe (PauoB c\a

pacwupeHmem «.doc» U B OkHe

TTpoBOAHWKA NpeAcTaBeHbI 3HAYKOM B
BUAe nucta bymaru ¢ cuHen byksom W.

* 3anycTUTb NPOrpammy MOoxHo nmbo ¢
NOMOLLbIO apfibIKa ¢ cUHeu byksou W,
nubo yepes rnasHoe meHro: TTyck—Bce
nporpammbl— Microsoft Office —

Microsoft Office Word 2003.
—2Y%

E.A. Tynaesa MOY COLL Nel8 r.
TTeHsbr




Pexumbr npocmoTpa
AOKYMEHTOB

OG6bIYHbIN peXxum. ITOT pexum fydlle UCMOoNb30BaTh AN BBOAQ,
pPeAaKTUPOBAHUA USTN (POPMATUPOBAHMA TEKCTA, OTO6PAXAeMOro B BUAER
HenpeprBHom BEPTUKASIBHOW MOSOCHI.

Pexum Beb-nokymeHta. B aaHHOM pexume Word oTobpaxaeT AOKYyMeHT
TaKOM BUfAe, KAKOM OH byaeT OTKpbIT 6pay3epom. TTpeaHasHayeH ang
(popMUpoBaHus web-cTpaHuL
Pexum pasmeTku cTpaHULIBI. ITOT pexmum nossonser paboTatb ¢
AOKYMEHTOM, KOTOPbLIU BLIFMSAUT TAK, KK NOCIe nevatu.

Pexum cTpyKTYypbI. Pexum npeaHasHaveH Ans paboTbl CO CTPYKTYpPOU
AOKYMeHTa u ero cofepxaHuem. OH ucnonb3yertcs, Koraa Heo6xoaAMMo
CO3AaTb NpeABapUTEsibHYHO CTPYKTYPY UMM MPOCMOTPETb UMEOLLYHOCS.

Pexum uteHus. [laHHbIe peXum yaobHO MCNOMb30BATL KOrAQ BbI
cobupaeTecb YNTATb TeKCT, a He peAaKTUPOBATb AOKYMEHT.

E.A. Tynaesa MOY COLL Nel8 r.
TTeHsbr




MacwTab nokymeHTa

MacwTab AOKYMeHTa MOXHO YBESINYUTD,
4YTObbI NONYYUTL NOAPObHOEe n3obpaxeHue,
NN YMEHbLUTb, YTObLI yBUAETb 60NbLYyHO
4YacTb CTPAHULILI UMK AaXe HECKOJIbKO
CTpPaHUL Cpasy B ymeHblUeHHOM suae. [ns
3TOro nmbo Bbibepute KOMaHay
Bua—Macwrab, nnbo Ha CtaHAAapTHOMU
naHenu kHonky MacwTab mn yctaHoBUTe
HYXHbIW. TaKxe M3mMeHATb MacTab MOoXHO,
BpALLAA KONECUKO MBILWKU, YAPXUBAS

ys=muwy [Ctrl].
@ E.A. Tynaesa MOY COLL Nel8 r.

TTeH3br




TTaHenu UHCTpYyMeHTOB

CTaHAapTHas

CraHaapTHas v X
NEHRSSRPE L B S0 -c 80 RER] S 1200% <@ durewe

(hopMaTUpOBaHu/e
A4 | OBbIuHLIN v Times New Roman  +|12  ~|| X & 4 f% BB === iE S

PucosaHue

PucoBaHve
PucosaHve~ ¢ | aetoduypei \ N OO A Al 2 8l &l [ S - 2Z-A-==2 @ @

[Ona Toro Ytobbl BKAFOYUTL NAHesnb

UHCTpyMeHTOB Bblbepete Bua— TlaHens
ymeHTOB— Heobxoammasa naHesib.

E.A. Tynaesa MOY COLL Nel8 r.
TTeHsbr



OTKpbITUE AOKYMEHTA

Y1061 OTKPLITL AOKYMeHT Word, HyxHO
BbIANOMHUTL KOMaHAY amnn—OTKpLITL UMK
KHOMKy OTKpbITb Ha CTAHAAPTHOU NaHesu
(unu KombuHauma knasuw [Ctrl]+[O]). B
pe3ynbTaTe NosSBUTCA AUANIOrOBOE OKHO.
YTO06bI OTKPLITH AOKYMEHTa cHa4yana
Heob6X0AMMO OTKPbITb ero Nanky U BbI6paTh
B CAMUCKE UMSQ AOKYMEHTa, a 3aTtem
WenNKHYTb Ha KHonke OTKpbITb UK ABAXAbI

{eIKHYTb Ha MeHU djpamna.

E.A. Tynaesa MOY COLL Nel8 r.
TTeHsbr



CoxpaHeHue AOoKyMeHTa

3aeepluinB paboTy HaA AOKYMEHTOM er
Haao cOXpaHuTb. [nsg atoro
Heobxoaumo nmubo BbIbpatb KomaHAy
®ann—CoXpaHUTb Kak..., Mbo
BOCMONb30BATHCA KHOMKOW OTKPbITh
Ha CTaHAapTHOW naHenu, nubo
KombuHaumeu knasuw [Ctrl]+[S]. B
NOSBUBLUEMCSA OKHe HeobxoaAUMO
yKa3aTb NAanky Ans xpaHeHus
ZBBKYMEHTA U ero Uma4.

E.A. Tynaesa MOY COLL Nel8 r.
TTeHsbr




Bonpocer:

Kakue nporpamMmHbIe cpeacTBa UCMONb3yHOTCA AN
PaboTbI C TEKCTOM?

Kakoe HasHaveHue nporpammer Microsoft Office Word?
Kak 3anycTutb Nnporpammy?
Ha3oeuTe OCHOBHbIE 351eMeHTbI MHTepgeiica NPOrpamMbL.

TTouemy HekoToptie cnosa Word noavepkueaet nmbo
KpacHou, nnbo 3eneHou BONHUCTOU NUHUEN?

TTepeuncnuTte OCHOBHbIE NAHENM TEKCTOBOIrO peAaKTopa.

Kakue AencTems BbINONHAHOT KHOMKU NaHenu
«CTaHAapTHAS»?

Kakue aemncTems BbINOMHAFOT KHOMKU NaHenu
«@opmaTtuposaHue»?

- Kakue aaHHbIe 0TObpaxaroTcsa B CTpOKe COCTOSHUS?

* HasoeuTe OCHOBHbIE NMpasunia BBOAAG U
PEeAAKTUPOBAHUS TeKCTa.

E.A. Tynaesa MOY COLL Nel8 r.
TTeHsbr




