EropkuHa AneHa AnexkcaHApOBHa,
yunTesb UHPOPMATUKMU

MOY "lupuHckas COLL 4"
c. Wupa, pecnybnuka Xakacus

TekcToBbIU MpoLEeccop
Microsoft Word




TeKkcToBbIU peAaKTop - rNpUKIaaHas
nporpamma, npegHasHaudeHHasa Ans
CO3AAHUA U PefaKTUPOBAHUS TEKCTOBBIX
AOKYMEHTOB

TekcToBbLIM NpoLeccop -
TEeKCTOBbLIN peAaKTop C
PACLUNPEHHBIMU BO3MOXKHOCTAMU
OPOPMIEeHUs TekcTa.




BrnokHoT (cTaHAapTHOe npunoxeHue Windows)
MS Word
Star Office Writer (TexcToBble npoLeccopbr)

Adobe PageMaker (HacTonbHbIe Usaatenbckue
CUCTeMbI A9 NOArOTOBKU K U3AAHUIO KHUT,
XypHanos, raset

MS FrontPage (ana noarotoeku nybnukauuu B
NHTepHeTe web-cTpaHuu u web-canTos.




®opMaTbI TEKCTOBBLIX
(panIoB

- Popmat pania onpeaensert cnocob xpaHeHUs
TekcTa B cpamne. CylecTeyHoT
U

Buasr popmaros:

TXT (TONbKO TeKCT) - YHUBepCasbHLIN, TeKCT 6e3
POpPMATUPOBAHUS

RTF - YHuBepcanbHLIN, COXpaHaeT (popMaTmposaHme,
UCMNOJSIb3yeTCa BO MHOMUX NPUNOXeHnax, 60bLuou
UHPOPMALIMOHHBIN 0b6beMm.

DOC - opuruHansHei, Bepcua Word. Koamupoeka Unicode.
DOCX - opuruHanbHein, sepcua Word 2007.

HTM, HTML - wopmat xpaHeHusa web-cTpaHuu,.

LX - qpopmaTt oTeuyecTBeHHOro peaaktopa J1eKCUKoH.




BO3MOXHOCTU TEKCTOBOIO
npoueccopa

ﬂo.a,p.epmxa ABYX U 6onee a3bIKOB C BO3MOXHOCTbLO
PEAAKTUPOBATE CUHTAKCUYECKU U CTUTTUCTUYUECKU,

Ncnonb3osaHWe pasHOO6pasHbIX WPUMPTOB U U3MEHeHUa UX
pasmepa, LBeTa, Ha4epTaHus;

Ncnonb3osaHWe B 0AHOM AOKYMEHTe CUMBOJSIOB Pa3HLIX
93bIKOB (JTATUHCKUX, rpeyvecKux);

PaboTa ¢ HeCKONbKMMU AOKYMEHTAMU U HECKOSTbKUMMU
cpenamu (rpagpuyeckmii, TeKCTOBLIU peAaKTopsbI,
3NeKTPOHHbIE Tabnmubl, 6a3bI AGHHBLIX, Npe3eHTauMu U T.4.);

Bonbwou Bb160p 06BEKTOB, KOTOpLIE MOXHO BCTABUTL B
AOKYMEHT;

ABTOMATUYeCKOe pasbueHue AOKyMeHTa Ha CTPAHULBL;

HobaeneHwe cNUCKOB, rMNepCcChINOK, CHOCOK,
KOJTOHTUTYOB;

PacwmpeHHbIe BO3MOXHOCTU paboTbI ¢ Tabnuuen u T.4.




TTpasuna paboThI ¢ TEKCTOM:

1. Mexpay cnosamm ctasutca TTPOBEJ].

2. CTpOUYHbIEe BYKBbI, LUMPLL U 3HAKU «-», «=», «.» HabuparoTcs
APOCTLIM HaXaTWUeM Ha KNaBULIU.

3. TTponucHbie 6ykBbI, 3HAKU NPEnUHAHUS, CKOBKU, KABBIYKU,

cneumansHbie 3Haku (Ne, %, @, $) HabuparoTca Npu HaxaTon
knasuwe SHIFT.

4, 3HaKM nNpenuHaHUs B TekcTe (Kpome TMpeT)[ He OTAensaroTCs
npobenom OT croBa, 3a KOTOpLIM cToAT. TTpoben cTasuTCs
OCIJIE 3Haka npenuHaHus.,

D. NCKIMKOYEHWS: Tupe Bbriaensetca npobenamum ¢ ABYX CTOPOH:
Hanpumep, Mockea — ctonuua Poccuu;

TTepen v nocne aeguca npoben He ctasutca. Hanpumep, Poctos-
Ha-[loHy, no-Balwemy, KaKOU-To.

6. CKO6KM6M KABBLIYKU MPUCOEAUHALOTCS K BbIAeSIeHHBIM crioBam 6es
npobena.

7. Ona Hayana Habopa Hoeow cTpoku Haxmute ENTER.
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Mou HoBas

W% Kartanor Windows

o:  OTKpbITh okymeHT Office

@ Co3aatb aokymeHT Office

AOKYMEHTHI . KapToTeKka
n . qﬁ 1C OBpasosaHue »
A e

CyberLink "CHexana \FTH) Autodesk »

POWerDVD s

'_‘:i" Cabelas 2006 Hunter »
_:h CyberLink PowerDVD »
:b Cyril & Methodius »

Microsoft Office Word 2()

Microsoft Office Excel 20

‘ﬁ Java Web Start

mi Microsoft Office 4
Lt ;\_‘Q Need For Speed Underground 2 »
w Paint h Nero »
=] Microsoft Office PowerPj | 7t Pornostar 3D »
3] 2003 g
{_\'b PowerQuest PartitionMagic 8.0 »
é Internet Explorer .
{TTh SiS VGA Utiities »

;:ﬁ Winamp 14
ﬁ WinRAR »

l = »
S | :ﬁ ABTO3arpyska

@ Wrpbl 4
([FTH VHdopmaTika »

‘ﬁ KoncanTtuHr, CTaHaapT. YuebHolt kypc P

= g =

[ERCR RN E A

HEcepbesHble YPOKK
ObpasoBaTensHble KOMNNeKCs!
CraHaapTHble

Internet Explorer

MSN Explorer

Qutlook Express

Windows Messenger
MpourpeisaTens Windows Media

YAaaneHHsIi NOMOLLHMK

SE [ E & [E K

Cpeactsa Microsoft Office
Microsoft Office Access 2003
Microsoft Office Excel 2003
Microsoft Office FrontPage 2003
Microsoft Office InfoPath 2003
Microsoft Office Outlook 2003
Microsoft Office PowerPoint 2003
Microsoft Office Publisher 2003

Microsoft Office Word 2003

| 2

Kop3uHa




OCcHOBHbIEe 061beKTbl
TEeKCTOBOro npoLeccopa:

- CUMBOI - 3HAK, BBeAEHHBLIN C KNAaBUATYpbI, KOTOPLIU
NO3BONSET NepeABUHYTb Kypcop BBOAA HA OAHY MO3ULIUIO

- Cnoeo - Habop CUMBOJIOB, OFpaHUYEHHBIU C 06enx CTOPOH 3HAKAMU
npenuHaHusa nubo npobenom

» CTpoka - Habop CUMBOSIOB U CFIOB OT HAYANa A0 KOHLUA NucTta
No FOpU3OHTANMU

A63aL - nocnenoBaTenNbHOCTb CTPOK, KOTOpbIE
CrPYNNUPOBAHBI AN CMbICSIOBOrO BbIAeseHUs COAepXaHUS

g CTPC(HM Lila - nocfienoBatenbHOCTh ab3aues OT Hayana Ao
KOHIJ.G JINCTA NO BEPTUKANU

~
* ®parmeHT - BbIAENEeHHAas YacTb TeKCTa.




PenaktuposaHue -

BHeceHue U3MeHeHUU B TeKCT
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» 3aMeHa, yaaneHue unu gobasneHue
OAHOIO UNU HECKONMbKUX CUMBOSIOB

Ncnonb3yroTca cnepyrolme KNasULWK KNABUATYpLL:

v BACKSPACE - ynanseTt cMMBOS, HaXOAAWMUCA CreBa OT
Kypcopa
v DELETE - yaanget cumeson, ctoawmim cnpaea oT Kypcopa

v INSERT - nepeknroueHue mexay pexmmom BCTABKU U
PeXMMOM 3aMeHbI CUMBOJSIOB




- TTepectaHoBka mectamum, yaaneHue mnm

nobasrieHMe PparmMeHToB TekCTa
KomaHabr:

1. Konupoeatb - Konus pparmeHTa 3aHocuTca B bygpep
obmeHa. parmeHT ocTaeTcs Ha mecte. TTpaska -
Konupoeatb. KnasuatypHseie skeueaneHTbr: CTRL+INSERT,

2. BebIpesath - qpparmeHT UcYesaeT Cco CBOero mecta u
3aHocuTCa B bypep obmeHa. TTpaeka - BbIpesarts.
KnasuatypHsbie sksuBaneHTbI: CTRL+DELETE,

3. BcTaBuTb - CKONMUPOBAHHBLIW UMW BbIPE3aHHBLIW (PparmMeHT
BCTABNSETCA B YKa3aHHoe mecTo. TTpaska - BctasuTs.
KnasuatypHbie aksuBaneHTtor: SHIFT+INSERT,

YaanuTb - BbIAeIUTb 06BbeKT U HaXaTb

Be3byqepHoe KoNupoBaHWe - BbIAeIeHHbIW 06eKT npu
HaXaTou KnasuLle nepeTackuBaeTcs B HyXHOe mMecTo.




ODMATMPOBCHME

®opmaTUpoBaHue ®opmaTupoBaHue
CUMBOSA ab3aua




®opmaTUpoBaHmUE CUMBOIaA

- TTpouecc nsmeHeHUs oPOpMNeHUs

TEKCTA

KomaHaa meHro: SOPMAT - LLUPUST

: Comic Sans MS ~ 18 ~ | XK X 4 |
HassaHue wpuprta Pasmep HavepTanue:
(kernb) nonyxupHoe,
KYpCUB,

noAYepKHyTOe




LLpucT | Whtepsan | AHumalus |

WpudT: Ha' iepTanme: Pazmep:
OBbI4HbIA 12
N 8 A
“rebuchet NS | |Kyraus S =
“unga Nory»xupHbIi 10
~w Cen MT ~| |NMoryxupHoii Kypos 11
~w Cen MT Condensed Vi ¥
LBeT TekcTa: MNoadep<uBaHue:
ABTO ¥ | (HeT) v

BuaousmeHeHe

[] sauepkHyTeit []crenbio [ ]mMansie npomcHbie
[[] asoitHoe zauepkisarie [ konTyp [ ] ece nponicHeie
[ HancTpo4HbIit [ npunoansTent  [] cxpemsiii
[[] noacTpo4biit [] yronnenHent
Ofpaseu
Times New Rcoman

WondT TrueType, O nCNoNeZySTCR 4N3 EoIB0AS 3K H3 3KD3H, TIK ¥ H2 NPUHTED,

Mo yMONYaHo... ‘ OK DTMeHa




Wpudr

| L_Upnt_j}L ' MHTEepBan ' AHUMAUHA |

MacwTab:

MHTEepBan:

CMeweH1e:

QObpasey

100% v

OBbI4HBIA ﬁ Ha: v

T

PaspexeHHbIA , A
w Ha- v

¥NNOTHEHHBIN =

[ ] KepruHr anA 3HaKoB pasMepom:

<>

NYHKTOE W Bonee

Times New Roman

Mo YMONYaHHHD, ..

WpndT TrueType, OH HCNOABIYETCA ANA ELIEOAA K3K H3 3KPaH, T3K M Ha NPHHTEp.

OK | OTMEHa




Wpudr

Bra:

KpacHele MypaseH
MepuaHue
Murarowmi doH
HeoHoBaAa peknamMa
Derepeepk
HepHble MypaBbH

Obpaseu

Times New Roman

Mo YMONYaHHHD, ..

OK

OTMEHA




®opmaTuposaHue absaua

* HacTpouka mexayCcTpoYyHOro uHTepeana,
BLIPABHUBAHUSA TEKCTA U T.N.

KomaHaa meHro: FOPMAT - AB3ALl

MexaycTpouHbIN
WMpUHe WUHTepBan




OTCTYNbI U UHTEPBanbl l MonoxeH1e Ha CTpaHuUe 1
Obwme
BolpasHiBaHue: | RiEl ) A a: e ¥ | YposeHb: |OCHOBHOM TEKCT W
OTcTyn
o e
caesa: 0 v nepsag cTpcka:  Ha:
. A B =
npasa: 0cm < (HeT) v v
WHTepBsan
- - -
HEPEA: ont v MEXAYCTPOSHBIM:  3HAYEeHMe:
A | . A
nocne: onT s OauvHapHbM W v
O0pasey
Ofpzmcy vexsra Ofpaasy vexcva Ofpascy vexeva Ofpuasy vexsra Ofpassy vexeva Olpascy vexeva Olpuasy
vexcra Ofpascy vexcva O0pasey vexcra O0passy vexera Ofpascy vexeta Ofpaxcy vexcra Ofpasey TexTa
Ofpzey vexera O0pascy Texera Ofpasy rexsya
[Ia6yn9uma. . oK OTMeHa




AbG3au

; | ¢ 4
OTCTYNBI M MHTEPBank! | | [ON0KEHHe Ha CTpaHWue | ’

PasbueKa Ha CTpaHHUb!

3anpeT BHMCAYHX CTPOK

[ ] zanpeTtuTe HyMepaumio cTpok

[ ] 3anpeTHTe aBTOMaTHYECKMI NEPEHOC CNOB

Obpasel

[ ] He paspeiBaTe absay [ ] ¢ HoBOM cTpaHMub!

[ ] He oTpeiBaTE OT CReayrowero

[Iaﬁynqum. o

OK

[ OTMEeHa




