Ha3HayeHne TEKCTOBBIX PEAAKTOPOB.

Ha3HaueHne BCeX TEKCTOBBIX
pPEIaKTOPOB-CAEIIaTh 00jiee yI00HOM,
MEHEE TPYAOEMKO, YEM IIPU
MCHOJIb30BAHUH OOBIYHBIX IMUITYIINX
MAIIIMHOK,Pa00Ty C TEKCTOBOM
nHpopmanuei. [loaToMy TEKCTOBBIE
PEIAKTOPHI KAK MHCTPYMEHT HaIILIH
IIIMPOKOE IPUMEHEHUE B
1eJIONPOU3BOACTBE, peIaKIIUOHHO-
U31aTeJIbCKOM 1esiTeJIbHOCTH ,
3JIEKTPOHHOM IMOYTe, a IPY HAJTUYUHU

AOMAIITHCTO KOMITBIOTCPA U B 6BITy.



OyHKIIMH TEKCTOBBIX PEAAKTOPOB .

OcHOBHBIE€ (DYHKIIUM TEKCTOBBIX

‘D; PEIAKTOPOB:

\) -00¢ecCIIeUeHUE BBOJA TEKCTOB B
KOMIBIOTED;

-PCAAKTHPOBAHHUC TCKCTOB,

-COXpPaHEHHUE TEKCTOB BO
BHeIIHeH namsT (B3Y) u ux
[1e4ark.




OTamnbl padOTHI C TEKCTOBLIM
PEIAKTOPOM.

PaccMoTpuM crcTemy, CKIaIbIBAIOIIYIOCS ITPpU padOTe Ha
KOMIIBIOTEPE C TEKCTOBBIM PEIAKTOPOM.

~ arnrnapaTHbie CPEACTBA

9BM

YemoBek — Kak MHCTPYMEHT  — |
pabOThI C TEKCTOM

| IporpaMMHO€e o0ecrieueHre

|
@ pe)KI/IMI paboThI cﬂez[a JaHHBIC
@)
e, [ J \




AmnrmaparHble CpeACTBA HEOOXOIAUMBIE
111 MICIOJIb30BaHMUS KOMIIbIOTEpA KaK
MHCTPYMEHTA JJIs1 pa0OTHI C TEKCTOM.

CpeacrBa:
- O3Y;
- KnaBuarypa;
- Monwutop;
- B3Y;

- [Ipunrep.




B O3V nHaxoauTcs cama mporpaMma
TEKCTOBOI'O pelakTopa U 00padaTbIBacMbIi
TEKCT. TeKCT mepBOHAYAILHO HAOUPAECTCS Ha
KJIaBUAType, CUMBOJI 32 CHMBOJIOM, U
nonamaet B O3Y. [{i1st KOHTpOJIA 3a
MPAaBWIBHOCTBIO BBOJIA M PEIAKTUPOBAHUS
HCTIONB3YETCA SKpaH MOHUTOpa. B3Y
HE3aMEHHUMBI JJIs1 COXPAHECHUS TEKCTA MOCIIE
BBIKJIFOUEHHST KOMIIBIOTEPA U CYMTHIBAHUS B
O3Y nns penakTUpOBAHUS WIIM TI€4aTH Ha
oymary.




IIporpamMmmHoe o0ecrieueHue .

IIporpaMmMHoOe o0ecnieyeHue
- 3TO MpOorpamMma TEKCTOBOTO
PEIAKTOpA U JPANBEPHI
YCTPOMCTB, HEOOXOAUMBIE IIPU
paboTE C TEKCTOM.




Pe:KuMbI padoThI .

MOKHO BBIZIETIUTD CIIEAYIOIINE
PEXKUMBI pa0OTHI C TEKCTOM B
TEKCTOBOM PEIAKTOPE:

- Ha0Op TEKCTA;

- PEAAKTHPOBAHUE;

- IIpOBEpKa opdorpaduu;

- popmatupoBanue ( B TOM
4UCIIe 3aJaHUE WPUPTOB );

- [I€YaTh TEKCTA Ha Oymary.



OObBIYHO MpH padOTE C cUCTeMaMu 00PaOOTKH
TEKCTOB 2KPaH CIY>KUT KaKk Obl OKHOM, 4epe3
KOTOPO€ YEI0BEK CMOTPHUT Ha TeKCT. Pabouee mose
SKpaHa U UHTEepdeuc (T.€.CpeacTBa, C TOMOIIBIO
KOTOPBIX IMOJIb30BaTEIbh MOYKET OOIIAThCS C
TEKCTOBBIM PEJAKTOPOM U YIIPABISATH UM )
00pazytoT padouyro cpeay. CrennaabHbIM 3HAYOK (
KypCOp ) ITOKa3bIBA€T MECTO B TEKCTE, B KOTOPOM
MOKHO BCTaBUTh MJIU U3MEHSITH CUMBOJIBL [ Ipu
pPEIaKTHPOBAHUM CHUMBOJ - 9TO MUHUMAaIbHBIM
AJIEMEHT TEKCTa, NoIeKaIui 00padboTke. Kpome
OCHOBHOM ITaMATH €CTh TaK Ha3bIBa€MBbIW, Oydep
(’kapMaH”) U1 XPaHEHHUS KOIUPYEMBIX
(dbparmMeHToB. MIMeeTcs ciaoBaph, pa3BUTas CUCTEMA
MEHIO U TIOJICKA30K.



JlanHbIe.

JlaHHBIE - 3TO,
KOHEYHO, TOT TEKCT,
KOTOPBIN SIBJIAETCS
WCXOIHOU
nH(pOpMaIUEH 115
BBO/Ia B OIIEPATUBHY IO
[IaMsTh U

IO CJIEAYIOIIEN
00padoTKe.




BuIbI TEKCTOBBIX PEIAKTOPOB .

 HauboJiee pacnpocTpaHeHHbIe

BH/IbI TCKCTOBbIX PCIAKTOPOB

- Microsoft Word

°
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- Microsoft Power Point;

- Microsoft Excel;

- Microsoft Access.

Tak ke cynmecTBylOT TaKkue

NPOrpaMmbl, Kak 0JIOKHOT U

WordPad.



TexkcToBBIM MpoIIECCOP .

TekcToBBIN MPOLECCOP - 3TO MOIIHBIN
TEKCTOBBIN PEAAKTOP, PACIOIAr AFOLIUN

POABUHYTHIMH BO3MOKHOCTSMHU MO 00OPa0OTKE
TEKCTOBBIX JJOKYMEHTOB.

Haubonee pacrpocTpaHéHHbIE TEKCTOBBIC
IIPOIECCOPBI:

- O6mero HazHadeHus ( Lexicon, Microsoft
Word, Word Perfect );

- Hayunpix mokymentos ( ChiWriter, T X );

- Ucxoaubix TekcToBBIX porpamm (Multi Edit,
BCTpOEHHBIE peaakTopsl Basic, Pascal, C).



N3nareabCcKue CHCTEMBI .

M3nareabCcKkue CUCTEMBI - HCIIOIB3YIOTCS JJIs
MOATOTOBKHU TEKCTA K TUPAKUPOBAHUIO, BEPCTKA,
maketupoBanue uzaanus ( Aldus PageMaker, Corer
Ventura ).

Word ncnonbs3yeT rpaduuecKyro TEXHOJIOTHI0, OH JaET
BO3MOXKHOCTb:

- paboTaTh ¢ TeKcTaMM ( CUMBOJIBI, CI0OBA,
IpEeIJIOKEHUS U a03a1lbl, TaOJUIIbI, KOJOHKH, CITMCKH,
MaTeMaTHYE€CKUM TEKCT, CHOCKH, OTJIaBJIICHHUE,
KOJIOHTUTYJI, PUTYPHBIN TEKCT, PUCYHKH );

- paboTaTh C JEIOBBIMHU JOKYMEHTaMH ( MMChbMa U
(baKcChl, 3aMMCKHA, KOHBEPTHI, HAKJIICHKH, PE3IOME ).



Hlpudr.

IIpudTomM Ha3BIBAIOT HAOOP CUMBOJIOB, BHEIITHUM
BUJI KOTOPBIX MOAYUHEH €AUHOMY aBTOPCKOMY
3aMBICITY.

[To cnocoOy (hopMaTrpoBaHUSI PUCYHKA MIPUDTHI
JEJATCS Ha PACTPOBBIE U BEKTOPHBIE. B pacTpoBBIX
mpudTax u300pakacMblidi CHMBOJI KOJIUPYETCS B SBHOM
Buje ( 10 ToukaM ) B OuToBOM Kapte ( Marpuie ). B
BEKTOPHBIX HIPHU(PTAX CUMBOJI OMUCHIBACTCS
COBOKYITHOCTBIO TEOMETPUYECKUX (PUTYP.



Danjabl IPUGTOB .

daiinbl MPUPTOB HAXOAATCS B IAMKE
C:\Windows\Fonts, r7ie Ha3BaHue mpudra
COBIaJacT ¢ UMeHeM (aiina. Pacmposbiti
mpudT 0003HAYAETCS 3HAYKOM A, (haii
umMeeT pacmupenue *.fon ( font );
Bexmophoiu mipuT 0003HAYAETCS 3HAYKOM

TT, (aitn umeet pacmmpenue *.ttf ( True
Type Font ). ®aiin BekTopHOTro mpudTta
COJIEPKUT HAOOpP CUMBOJIOB TOJIBKO OJTHOTO
HadepTanus. [lIprudToBbIi KOMILJIEKT
cocTaBiisieT 4 (ailna I pa3InyHbIX
HAYEPTAHUN.




IpocmoTp mipudTOB .

[IpocMOTpETh YCTAaHOBJIEHHBIEC IIPHU(PTHI MOXKHO,
BhINOTHKUB Ilyck\HacTpouka\llanesn
ynpasjeHusi\[lIpu¢drtoi. Fontview. Exe -
IporpaMma npocMoTpa mpu@ToB ( BCE BApUAHTEI
HauepTaHus - B okHe nanku Fonts\Bua\CkpbITh
BapUaHTbI HAYepTaHud ). Koouposxka CUMBOJIOB
- 3TO MOPSAJIOK CJICAOBAHNS CUMBOJIOB B
CUMBOJIbHOM HaOope ( 32 - 255). Alt +...




Jlesrenune mpudroB.

Hlpudrel geasarcqa Ha:
- NPONOPYUOHATbHBLE U MOHOUUDUHHBIE,

- KUPpUU30B8AHHbLE, UMEIOIIE PYCCKUE OYKBBI,
HanpuMep, Times New Roman (Cyr), Arial,
Courier new, Tahoma, Baltica.

CuMBOJIbHBIE IPUPTHI JEJTATCH HA:

- Kanuepagpuyeckue ,KOTOpble AMUTUPYIOT
PYKOIIMCHBIN CTHJIb, HAIIPUMED, Script;

- wpugmot ¢ 3aceuxamu ( cepudamu ),
Hanpumep, Serif, OH cuuTaeTCs JETKO
YUTACMBbIM;

- pyonénvle ( OpyCKOBBIE ) MIPUPTHI, B KOTOPOM
3aCE€UEK y CUMBOJIA HET, HarpuMep, Sans Serif;

- npukmoepaghuueckue, Hanpumep, wWingdings;
rpeYecKuii, Hampumep, Symbol.



XapaKTepUMCTUKHA mpudTa .

[IIpudThl UMEIOT CIEAYIONIME XAPAKTEPUCTHUKH :

- ['apnumypa - BHEITHUN BUJT CHMBOJIOB
mpu@TOBOrOo HAOOPA.

- Hauepmarnus - o0b1unbiii (Plain ),
nonyxupHsii ( Bold ), xypcus ( Italic ),
nonyxupHbii KypcuB (Bold Italic ).
[Tonu€pkuBaHue.

- Keanw - pazmep mpudra, BBIpOXKECHHBIN B
nyHkTax ( 1 myHkr = 1/72 nroiima, 0,353 MM ).
- Dpgexm, HaTpUMEP, HUKHUN UHIEKC,

BEPXHUU UHICKC, YTOILUIEHHBIU U T.1.

- Unmepnunbsiowc - paCCTOSTHUE MEXKITY
0a30BBIMH JIUHUSIMH ABYX COCEIHHUX CTPOK .



Cpena MS Word .

NuTtepdeiic cpeast MS Word

PaznuyaroT okHa mporeccopa MS Word u
JTIOKYMEHTA.

OxHO JTOKYMCHTA MOXCT OBITH IMPpCACTABJICHO KaK B
OKOHHOM PCKHUMC, TaK U B IIOJTHOOKPAHHOM.

Kak oxHo nto0oro npunoxenuss MS Word nmeer
3aroJIOBOK, TOPU30HTAJIBHOE MEHIO, TAaHEIN
MHCTpyMeHTOB ( Hanpumep, CTaHaapTHasi,
dopmarupoBanue, PucoBanue ), MojoChkl IPOKPYTKH,
JMHEWKU, NPUYEM TOPU30HTANIbHAS JTMHEHKA CHAOXKEHA
OeryHKaMHM, CTPOKY COCTOSIHUS, KHOIIKA BBIOOpa pexumMa
OoTOOpakeHus U pabodee moJe, MO3UIKI0 BBOAA
MH(pOPMAIIMHA B KOTOPOM ONPEAECIIET Kypcop. MI3MEHUTH
COCTaB IMaHEJIM HHCTPYMEHTOB MOXHO, BBITIOJTHUB
nocienoBarebHo nerctsugd Bua\Ilanean
UHCTPYMeHTOB. Ha 1aHHOM 3Tane padboThl HEOOXOAUMO
paccMOTpETH clieayromue onepanu: OTMEHUTD,
Bepunyrb, MacmiTad, Hemeuaraembie CMMBOJIbI,
Co3nars.
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Crioco0bI 0TOOpaKEHU A
NOKYMEHTA.

M3 BCcex BO3MOXKHBIX CLIOCOO0OB OTOOpAKEHUSI
JOKYMEHTA Ha AKpaHe MOTPEOYIOTCS:

e  O6b1unblii pexnm, PexkxuM 31eKTPOHHOI0 JOKYMEHTa

- CKOPOCTh paOOTHI BhIIIE, HO HE BCE OOBEKTHI OYAyT
OTOOpaXKEHbI HA PKPaAHE.

e Pexum pa3MeTKH - HanbOoJiee y100€H, IIOYTH B TaKOM
BHUJE JJOKYMEHT OyaeT pacredarad. HekoTopble 00bEKThI
MOXKHO CO3/1aTh TOJIBKO B 3TOM PEKUME.

* PeXuM CTPYKTYPBHI - HCITOJB3YETCS TOIBKO B CIy4ae
paloTHI C 3aroJIOBKAMH JOKYMEHTA.

BriOpath HEOOXOAUMBIN PEKUM MTPOCMOTPA MOKHO,
BBITIOJIHUB MMYHKT MEHIO Bu.

IlocMoTpeTh KOHTEKCTHYIO MOJICKA3KY O KaXKI0M JIEMEHTE
TAaET BOBMOXKHOCTB ITYHKT MeHIO 2\YT0 3TO0 Takoe?.
VYkazarenb MBIIIH IIpUMET HOpMY %D



OCHOBHBIC 00BEKTHI.

Cumeon - MUHUMaJIbHAS €IMHUIIA TEKCTOBOW MH(POPMALIHH.
XapaKTEepUCTUKU: IPUPT, pazMep, oopMIICHUE ( TaApHUTYPA, KETIIb,
HaYepTaHUE ).

Cno60 - 3TO MPOU3BOJIbLHAS MTOCIIECIIBATEILHOTh OYKB U ITU(PD,
OrpaHUYeHHas ¢ 000OUX KOHIIOB CIIY>KEOHBIMU cUMBOJIaMu. CiTy>KeOHBIN
CHMBOJI - 3TO Mpo0OeJI, TOUKa, 3amnaTas, Ae(puc u T.1.

Cmpoka - Ipou3BOJIbHAS TOCIEA0BATEIIbHOCTh CHUMBOJIOB MEXTY JIEBOM U
IpaBoOM IpaHUIlICH ad3ala.

Hpe()ﬂoofceﬂue - IIPONU3BOJIbHAA ITOCIICAOBATCIIBHOCTD CJIIOB MCIKIY ABYMA
CHUMBOJIaMU.

Ab3ay - 5TO MPOU3BOJIbHAS TTOCIIEI0BATEIILHOCTH CUMBOJIOB, 3aMKHYTas
cuMBoJIoM ‘‘Bo3Bpar kapeTku‘‘. JIomycKaroTCsl U MMyCThIE a03allbl.
XapaxmepucmuKku: Omcmyn nepeou cmpoku enpago( KpacHas cmpoka )
unu eneeo ( “ sucauana cmpoka ), omcmyn cieea, Omcmyn cnpaea,
UHmMeEPBan, OMcmyn nepeo, OmcHyn nocie, 6blpasHueaHue.

Lllabnon - smo ciyxeOHbIN (Ppaiii ¢ pacmupeHueM *.dot, KOTopbIit
COJIEP’KUT BCEBO3MOXKHYIO MH(POPMAIIMIO O CTPYKTYPE U OPOPMIICHUU
JTOKYMEHTOB KOHKPETHOTO THIIA: )parMEHTHl CTAaHAAPTHOTO THIIA,
rpaduyeckue 0ObEKThI, cmuau U T.I1., a TAKKE METO/IbI paOOTHI C
TOKyMEHTOM. {7151 TOKyMEHTORB OOIIIETO TUIIa MPEeTyCMOTPEH CTaHIapTHBIN
maoiod Normal.dot.

Crunu opopmieHuUs:- CTWIb IpUQTA:-CTHIIb ad3aI11a.



[lepemewernue no mexcmy OCYIIECTBISAECTCA C TOMOIIBIO
cTpeiiok, komonHanuu Ctrl+crpenka ( 1o cioBam/ad3amam ),
kinaBuil < Home >, < End > ( mo ctpoke ), < Page Up >
<Page Down> ( io cranuuge ), < Ctrl >, < Ctrl >+<End > .
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