OBPABOTKA TEKCTOBOU
UH®OPMALIUU

JEKIUAS Nel




1. IOKYMEHT

e OnpenesieHue:

. Jlokymenm - 3TO TEKCTOBask HH(MOPMAIIS
110 KAKOMY-TO OJTHOMY BOIIPOCY, KOTOpas 3
MIPEJICTAaBICHA HA JIUCTaX OyMard.

e IlpuMepsbl IOKYMEHTOB:

. IIJIaHBI, OTYETHI,

. TINCBMO, 3asIBJICHUE, CIIPABKHU,

. COYMHEHHE, KOHTPOJIbHAs padoTa, pedepar,
CaMOCTOsITeNIbHAs padoTa,

. TACIIOPT, CBUJETEIBCTBO O POXKICHUU,
CBHUETEJILCTBO O 3AKJIFOYEHUHN Opaka,
arTecTarT, BOAUTEIILCKOE YI0CTOBEPECHHUE. .




2. 11OA1 OTOBKA
JOKYMEHTOB

e Cnnoco0bI CO3TAHUSA
JIOKYMEHTOB:

. pYKonucHbliil (C TOMOIIBIO
KapaHjaaiia, py4ku, pomacrepa,
MapKepa),

« MAUWUHORUCHBLI (C TIOMOIIIBIO
MUALTYIIEH MAITAHKY),

. munozpaghckuii ( C IOMOIIBIO
HAaOOPHBIX MAIIMH U NEYaTHBIX
CTAHKOB),

. ¢ nomouwivio IBM.




3. OPOPMJIEHHUE JOKYMEHTOB

® Pa3znbie no naznaueHur0 0OKyMeHmbl
ohopmaaomca no-pasHomy.

e Illpumep:
. 3asBJIICHHE,
acIopr,
KOHTPOJbHAs pabdoTa 10 MaTeMAaTHKE,
JTVKTAHT,

pedepar,

COUMHCHUNC.




IllpaBujia ohopMICHUSA

00bLeMHBIX TOKVMEHTOB:

. JlOKyMEHTBI Ile4aTaroTcs Ha JIMCTax (popmara
Al...A4,

- Ot Kpas mmcTa 10 rpaHul] TEKCTA OCTABJISIOT
noas,

. Bech Texk
maparpagsi,

. Texkct maparpadoB aeauTcst Ha ad3allbl,

. Ilonoxenue u popma abd3ana onpeaeasaeTcs
ero napamerpamMu (MEKCTPOYHBIM HHTEPBAII,

OTCTYII IEPBOM CTPOKH, OTCTYIIbI A03alIEB,
BbIpaBHHUBaHHUE a03a1leB),

. TexkcT nokyMeHTa pa30MBAETCS Ha CTPAHMUIIBL,
KOTOPBIE HYMEPYIOTCH,

. 3aroJ0BKM IJIaB, pa3jeiioB, maparpadosn
pa3MeNarTCa MOCEPEANHE CTPOKH.

a30MBaIOT HA IJIABHI, Pa3/Ieibl,




4. OBPABOTKA TEKCTOBOMA
UHO®OPMAIINU

e Ilpouecc oopabomku
MeKCmoeou unpopmayuu -
3TO MPOLECC CO3TAHUSA
(IOArOTOBKHU) TEKCTOBBIX
JTOKYMEHTOB.

® Peoaxmupoeanue - npouecc
U3MEHEHUS COICPKAHUS
TEKCTOBOTO JJOKYMEHTA.

o dopmamuposanue - NIpPOLECC
IpUAAHUS TEKCTY (DOPMBEI.




OBPABOTKA TEKCTOBOM
NHO®OPMAILIMU C TIOMOUIBIO 9 BM

o TekcTOBBIN PEAAKTOP (PEAAKTOP TEKCTOB,
TEKCTOBBIW MPOILIECCOP)- ITO MPUKIIaTHAS
nporpaMmMa oopabOTKH TEKCTOBOM MH(OpPMAIINH,
KOTOpas MpeaHa3HaYeHa JJId CO3IaHus U

pEIAKTUPOBAHUS BUPTYAJIbHBIX JOKYMEHTOB.

. Ipumepwvr TP:
V' Jlexcukon, brokaot, WordPad, Write, Word

e MHMsnarenabckasi cucremMa - 3TO NPUKIaIHAs
nporpamMma, IpeaHa3HadYeHHas ISl TOATOTOBKHU K
M3IAHUIO )KYPHAJI0B, Ia3eT, Opourop, OyKIETOB,

KHHUI, PCKIIAMHBIX MAaTCPHUAJIOB.

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




5. THITOBBIE 3AJIAUU
OBPABOTKHN TEKCTOBOMU

NHDPOPMAILIUU

BBO/I 1 0TOOpaKeHHe TEKCTA,
pelaKkTHpPOBaHUE,
(popmarupoBanue,

3alHUCh JOKYMEHTA HAa JIUCK B BHJIE
(daiiia (coxpaneHue),

CYUTHIBAHME JOKYMEHTA U3 (panjia B
aMATh KOMIIbIOTEpa (3arpyska),

BbIBO/I HA Oymary.




6. TEKCTOBBIU PEJAKTOP
WORD

¢ WORD - cambiu
pPacpoCTpaHEeHHbIN
TEKCTOBBIN PeIaKTOP;

¢ WORD - oaHo u3
CaAMBIX MOMYJIAPHBIX
npuiioxenu Windows.




7. BOSMOZKHOCTHU WORD

padora ¢ pa3jiH4YHbIMHU IIPpUPTAMHU;
ynooHoe opMaTupoBaHue;

MPOBEPKA MPABONMUCAHMS;
ABTOMATHYECKAsl PACCTAHOBKA NEPEHOCOB;
co3J1aHue Ta0MII;

CO3/IaHHeE CITUCKOB;

MOMCK U 3aMEeHa;

MpeIBapUTEIbHBIA IPOCMOTP Nepel NeYarbIo;
ruoxasi neyarb;

MOJATOHKA CTPAHUIL;

pa30MeHne HA CTPAHMIIbI;

BCTAaBKAa PUCYHKOB;

CO3/IaHHE TEKCTOBBIX 3(P(PEKTOB...




8. OBIIMIi BUI TP WORD

W Microsoft Word - JokymenT1

3aroJIOBOK
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JOMAIIHEE 3AJIAHUE:

o §23,24,25, cTp.122-134 |

® BBIYYUTH TEOPHIO IO
KOHCIIEKTY. ¢
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