UHdopmaTuka

| TekcToBasn

MchopmauM;l




Knro4yeBble crnoBa

* TeKkcT

e TeKCTOBbIU OOKYMEHT
 TeKCTOBbLIN peaaKkTop

* [lpaBuna BBoAa TeKcTa
e PepgakTtupoBaHue

e PopmaTnpoBaHue

e

B



TeKcT Kak cpopma
npeacTaBrieHUsaA MHPoOpPMaLUn

TekcT — 310 NOOOE crnoBecHoe
BbiCKa3blBaHME Hane4dyaTtaHHoe,

HanncaHHOE MIN CYLLIECTBYIOLLIEE B YCTHOM
doopme.

NHdopmauusa, npegcrasneHHas B popme ‘
MUCbMEHHOIO TEKCTA, Ha3bliBaN™"" ™ nmnmanar
uHgopmayueu. \




YonButenbHbIN (PakT

[1lponyck, 3amMeHa nnm nepecrtaHoBKa
XOTS Obl 0OQHOIO CMMBOSA B TEKCTE
nog4yac U3MeHsEeT ero CMbICH:
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Hocutenu TekctoBOMU
nHdopmaumnun

KameHb
mMuHa
HepeBo
bepecTa
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Ha npoTaXXeHumn TblcaveneTuin
nan 3anuckiBanm MHOpPMaLMUIo.




TeKkcToBble AOKYMEHTDI

JOoKYyMeHT — ntobon TEKCT, CO34aHHbIN C

MOMOLLIbIO TEKCTOBOIO peaKkTopa, BMECTE C
BKIMIOYEHHbIMUW B HEFO HETEKCTOBBLIMMU
marepuanamu.

TeKkCcTOBbIN AOKYMEHT




OO0BLEeKTbl TEKCTOBOIO
AOOKYMEHTa

OCHOBHbLIMU
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CoBpeMeHHbIN MOMOLLHUK

@ Habop TekcTa

. BHeceHVe nsmeHeHum
B TEKCT
b O -2 <XQ s 3anuch TEKCTa B NamaTs
e KOMMbHOTEPa ANA XPaHEHWS
vV, |
BO3MOXHOCTU \ [eyaTb TEKCTa Ha NpUHTEpPE
KoMnNbrOTEPA

npu paboTte c @ OTnpaBKa TEKCTa
TEKCTOM

Mo 3N1EKTPOH HOM noyYTe




KomMmnbroTep — OCHOBHOM
MHCTPYMEHT NOAroTOBKU TEKCTOB
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_—~ JT:060it TeKCT, CO3AHHBIH C TOMOIIBIO -~
TEKCTOBOTO pelaKkTopa, BMECTe C BKIKOYEeHHBIM

HETO HETCKCTOBBIMH MaT€pHallaMH Ha3bIBAKOT

AJAOKYMEHTOM.
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MaHenu c
UHCMpyMeHmamu

JluHelUka
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\ lMonockbi

OAHUSA —

—bAA-BaiB0/3 CNpaskn HaxxmuTe F1 NU

NPOKPYymMKuU

Ha ntobom KoMnbloTepE YCTaHOBMEHbI
crneumanbHble NporpamMmmbl, NpeaHasHavYeHHble Ons
CO3[aHuNA TEKCTOB, - meKcmoaebie pedaKmophbl.



JTanbl NOAroTOBKMN AOKYMEHTA

1 2 3 -

Bsoa PegakTupoBaHue dopmaTpoBaHne
TEKCTa | TeKCTa | TeKcTa

[TogrotoBka AOKYMEHTA Ha KOMNbIOTEPE COCTOUT
N3 HECKOMNbKKX 3TanoB: 8e8od (Habop) mekcma,
pedakmupoeaHue, hopmMamuposaHue N ne4yams.




BBoa TekcTa

[1py BBOAOE TEKCTa NpmnaepXnBanTech
cnegyoLwmx npaBun:

Tam, rge 3TO HY>KHO, UICNOSIb3YUTE NPOMNUCHbIE OYKBbI.

2. Bce 3Hakum npenuHaHUSA, KpoMe TUpe, CTaBbTe Cpa3y Xe 3a
nocnegHen 6ykBou crioBa; nocrie filob6oro 3Haka
npennHaHua Haxxumaute Knasuuwy Mpoben. Tupe
Bblaensaute npodenamm ¢ AByX CTOPOH.

3. W3beraute BBOAA noapan ABYX U bonee npobdesnoB; He
ucnonb3yute npoden AnAa BbipaBHMBaHUA rpaHuy, adbsaua.

4. He cnepguTte 3a KOHLUOM CTPOKMU: KaK TONbKO OH OyaeTt
AOCTUTHYT, KYypCcoOp aBTOMaTU4YEeCKU NepenuaeT Ha Havyano
crieqyrowen CTPOKMU.

5. Onsa nepexopa K BBoAy HOBOro absaua, HaXXMUTe KnaBuLly
Enter.



PenaktupoBaHUue TeKcTa

PedakmupoeaHue — 370 o4epeaHon aTarn
NOAroTOBKM AOKYMEHTA, HauMHaloLWKUNCA Bere 3a
BBOOOM MH(pOpMaLNK, B pe3ynbsTaTe KOTOPOro
NPOUCXOAUT NPOBEPKA AOKYMEHTA Ha ero
NPaBUNbHOCTb N NCNPaBNSOTCS OOHaPYKEHHbIE
OLLUNOKKM, a TaK XKe BHOCATCA Heobxoanmble
N3MEHEHUS.

OCHOBHbIe onepauuun pegakTUPOBaHUS

Bbipe3aTtb BCTaBUTb RonnpoBaThb




PenaktupoBaHue TeKCcTa

Mpn peaakTMpoBaHUM BaXXHO YMETb
nepemeLwjaTbCcA

no BceMy AOKYMEHTY, NoABoAs KYpPCop K No6omy
cumBony. [1na 3Toro npegHa3Ha4YeHbl

cneuunanbHble KNnaBULLN UITM KOMOYHaL NN KIaBULL.
58MOMHUM Ha3Ha4YeHue Ka rreagamdsi
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dopmaTupoBaHue TeKCTa

dopmamupoesaHue — 3TO OOVH U3 3Tanos
NOArOTOBKW JOKYMEHTA, B XO[e KOTOPOro
coBepLLatTCa pasnnyHble onepaumm rno

Onepauunun chopmaTupoBaHus

BbipaBHMBaHME dopmaTupoBaHue - Hymepauus
ab3aueB wpndTa CTPaHunL;

- ameHeHue
G = V& SN noseu;
; - U3MEHeHune WpunoTa;
no nesomy pndTa; - I3ameHeHune
Kpato; - U3BMEHeHune PACCTOAHNM
- N0 NpaBoMy Ha4yepTaHUA, MeXay
Kpato; - U3BMEHEeHMe LiBeTa; SIRYHEA.
- MO UEeHTpy - U3MEHeHue pa3mepa \
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BbipaBHMBaHue ab3aueB

|
[1aHHbIN TEKCT [aHHbIY TEKCT [1aHHbIN TEKCT

BbIDOBHEH BNEBO BbIPOBHEH MO BbIPOBHEH BMNpaBo
(Mo neBomy Kpato). ueHTply. Mpu (Mo npaBoMy Kpalo).
[1pn 3TOM nNeBas 9TOM C 00eunx [1pn aTOM NpaBasd
rpaHuua absaua CTOPOH ||<a>|<uof/’| rpaHuua absaua
obpasyeT npsmMyto CTPOKU [UMpUHa obpasyeTt npsmMyto
NNHUIO. csBobQgaHoro NNHUIO.
NnpocTplaHCTBA

OﬂMH?KOBa.




HavepTaHue wpudTa

HopmarnbHbIV LUPUAT HUYEM HE
BblOenseTcs.

NMonyXupHbIU WPUMDT TEMHEE, OH
XOpPOLUO 3aMEeTEeH.

KypcueHbiUu wpugphm umMeem HaK/IOoH.
A TaK BbIrMaanT NOOYEPKHYTHIN LLPUJT.

[ns usmeHeHus1 Ha4epmaHusi wpugma umeromcs
UHCMPYMEHMbI:




[leyaTb AOKYMeHTa

[lpuHTEp

‘MaTpu4HbIN

*CTPYMNHbIN

°JlazepHbIN

[1nsa BbiBOAA AOKYMEHTa Ha bymary
K KOMMblOTEPY NogKno4aeTcs
nevyaTtatoLlee YCTPONCTBO — MpuHmMep.




Camoe rmaBHoe

« TekcT — 31O noboe CroBecHOE BbiCKa3biBaHUE,
Hane4yaTaHHoOe, HanucaHHOe WNU CYLLecTBYyloLlee B
YCTHOU doopMe.

* NHdopmaums, npencraBneHHas B doopme
NMUCbMEHHOIO0  TEeKCTa, Ha3blBaeTCd TEeKCTOBOMU
NHdopmaumen.

« Ing 0bpaboTKku TEKCTOBOW NHdpopmaLmu
npegHasHayeHbl cneuuanbHble nporpaMmmbl —
TEKCTOBbIE peaaKTopbl.

e J1toOOWn TEKCT, CO34aHHbIN C MOMOLLbI TEKCTOBOIO
pefakTopa, BMECTE C BKITIOYEHHBIMU B HETO
HETEKCTOBbIMU MaTepuanamu HasblBatoT
OOKYMEHTOM.

ﬁ N nOiFOTOBKa QOKiMeHTa Ha Komnmeeie COCTOUT U3




Bonpocbl n 3agaHua

1. MpeBpaTnTE OO4HO CNOBO B ApPYyroe, BCSAKUU pa3
3aMeHsIs No ogHOM OyKBe TakK, YTOObl HOBOE
CINOBO ObINIO CYyLWEeCTBUTESIbHbLIM B

UMEHUTEJIbHOM Nagexe, UCNoJib3yAd NOACKA3KM.

) KAPT1 °) BOIJI

. Haka3aHue

1. OueHka

. ApeBecHasn 2. JomawHee

WMMROTHNHA




Bonpocbl u 3agaHus

2. YKaXKuTe anroputMbl YCTPaHEHUA criegyrowmx
OLLMNOOK.

. /1 YcTaHOBUTb KypCOp Ha MecTo =
JInwHun BCTaBKW CMMBONA.
CUMBOIN 2. HaxaTtb KnaBuwly C HY>XHbIM
. cumBornowm. )
/1 . YcTaHOBUTb Kypcop 3a )
NMponyweHHbIN OLWNBOYHBLIM CUMBOJSIOM.
CUMBO/ 2. Haxatb knaBuwy BackSpace.
3. HaxaTtb KnaBuily C BepPHbIM
. cumBonom. )

1. YcTtaHOBUTBL Kypcop nepep,

JINLLHUM CUMBOJIOM.
2. Haxatb knasuuwy Delete.

HeBepHbIN
CUMBOI

& -




IJTO UHTEPECHO

HanaunTte B 3aNeKTPOHHOM NMPUNOXEHUUN K Y4eOHUKY
3TN pecypcCbl U MO3HAKOMbTECb C HUMM:

1. [lpezeHmayus TEKCT:
«Tekem. Acmopus MCTORMY

u coepeMeHHOCMb» COBPEMEHHOCTb

2. Budeonekyuu
«lMpuémbl pabombi ¢ mekcmom»
(sc.edu.ru)




