Pabora 4. MosTOpsiem BO3MOXHOCTHU
TEeKCTOBOro npoueccopa — MHCTPYMEHTa
CO3/4aHUN TEKCTOBbIX OOBbLEKTOB
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oy 3apanue 1. Mpaesonucaxnue

OrkpoiiTe TeKCTOBHIM nponeccop Word.

HaitauTe 1 pacCMOTPHUTE CTPOKY 3aroJIOBKa, OCHOBHOE MeHIO, JIeH-
Thl ¢ HMHCTPYMEHTaMH, pabouyio o6iacTb, CTPOKY COCTOAHHA.
BcnoMHNTE Ha3HaYeHHMEe y)Ke 3HAKOMBIX BAM KHONOK Ha BKJAAKe
I'naBHag ¥ BHIACHUTE Ha3HAUYEHHEe HOBHIX KHOIIOK, CIIMCKOB M IIO-
Jiell Ha 3TOH BKJaIKe.

OtkpoiiTe nokymMeHT Ommbka.doc (nanka 3aroroekmu). [laa aToro:
1) B ocHoBHOM MeHI0 Paia BeifepuTe NyEKT OTKPHITS;

2) B noasuBmeMca oxkHe OTKpHITHe NOKYMEHTa, IIOCJIelOBATENBHO
OTKpPhIBAA NANKH, BLIDEpHTEe Ty, B KOTOPOH HAXOAUTCH IOKY-
MEHT;

3) ABOMHBEIM IIEJYKOM MBINIBIO OTKPOHTE HYKHBIHA JOKYMEHT.

Oﬁp&THTE BHHMaHHE HA TO, 9TO HEKOTOPHIE CJIOBA H IPEIJOXKEeHHA
ODOAYEePKHYTHR KPDACHBIMH H 3eJIEEBIMH BOJIHUCTBIMH JIMHUAMM.
RPHBH&H JJHHHAA I'OBOPHT O TOM, YWTO B CJIOBe, CKOpee BCero, Aomy-
IIIeHa omubKa MM Ke ero HeT B KOMIOBIOTEPHOM CJIOBApeE. 3eie-
HaA JHHHAA NDOOCKA3BIBAET, YTO B IPEIJIOXKEHHH HEBEPHO paccTabe-
JIeHBI 3HAKH IIDENIHHAHHA. IToneiTaliTeck caMOCTOATEILHO ycTpa-
HHTE BBIABJIEHHEBIE TEKCTOBEIM IIDOLECCODOM omubKH.

CoxpaHuTe MCIpPABJIEHHBIH JOKYMEHT B JINYHON NANKe MOJ HMe-
HeM IIposepkal.

IToBTOpHO OoTKpOiiTe JoKyMeHT Omubra.doc.

3anycTuTe NPOBEPKY JOKYMEHTA ¢ MOMOMmMBLI0 KoMaHAwl IIpaBonm-
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4. NMoeTopsaem Bo3amoxHocTu Tl

BHuMAaTeIbHO aHANH3HDPYiiTe HHPOPMAIIHIO, NOABISIIIYIOCA B
auagorosoMm okxkHe IIpaBommcamme W C IOMOINBI0 COOTBETCTBYIO-
IMUX KOMAHAHBIX KHOIOK BHOCHTE M3MEHeHHs HJH IPOmycKaiTe
IIOMEeUYeHHEIE CJIOBA.

CoxpaHnTe HCOpaBJeHHBLIA AOKYMEHT B JJUYHON mamkKe MO HMe-
HeM IIpoBepka2 m 3axpoiiTe mporpaMmy.

3apaHue 1. MNpasonucaHue

OTkpoiitTe TexcToBbli pexakTop OpenOffice.org Writer.

Haiinure CTPOKY 3arojioBKa, CTPOKY MEHIO, CTPOKY COCTOSHHSA.
C moMompo MeHIO Buja y3HaliTe, KaKHe IaHeJAH HHCTPYMEHTOB
YCTAHOBJEHBI. ¥ 0epHTe BCce JHIIHWE IIaHEJH, OCTABHUB TOJBKO
naHenn CrammaprEas u @opMmaTHporanuMe. BecnmoMHHTE HasHade-
HHe y)Ke 3HAKOMBIX BaM ¥ BBEISACHUTE Ha3HAYEeHHEe HOBHLIX KHOIOK,
CIIMCKOB U IIOJIEH 3THX MaHeJeMH.

OTkpoiiTe sokymMeHT Ommbra.odt (manka 3arorosku). [ljia aToro:

1) B mernio ®ain Beibepure nyHKT OTKPHITE (HIM IIEJIKHUTE Ha
kHOnkKe OTKpeiTh nanenu Craagapraan);

2) B NIOABUBIIEMCH OKHE OTKDBITHA JOKYMEHTa, IOCJedOBATENLHO
OTKDBIBaA IaIKHW, BbIOEpHTe Ty, B KOTOPOH HaAXOAUTCA AOKY-
MEeHT;

3) ABOMHLIM IEJTYKOM MEIILIO OTKPONHTE HYYXHBIH JOKYMEHT.

O6paTuTe BHUMAHUE HA TO, YTO HEKOTOPHIE CJIOBA H MPEJIOMKeHUA
TMOAYEPKHYTH KPACHBIMHM BOJHHUCTHIMY JuHUAME., KpacHas nurus
TOBOPHAT O TOM, UTO B CJIOBE, CKOpee BCero, AONyIleHa Omubka
HJIH Xe ero HeT B KOMIBITEDHOM CJIOBape. ITonerTasiTecs camoc-
TOATENBHO YCTPAHUTL BHIABJIEHHEIE TEKCTOBHIM PpPegaKTOpPOM
omnbKH.

CoxpaHuTe mMCOpaBJEHHBIA JOKYMEHT B JIMYHOH NankKe Ioj HMe-
HeM Ilposepkal.

IloBTOpPHO OTKpOMTEe HoKyMeHT Ommubka.odt.

3amycTHTe IPOBEPKY OJOKYMEHTa ¢ moMombio KoMaHAsl IIpoBepka
opgorpacduu mMeHio Cepeuc min kHOnKH IlpoBepka opdorpacdun
nagenn CrammaprEaa. BHuMaTenbHO aHaANMW3UpPyHTe HH(DOpPMA-
IHMI0, NOABAAKINYIOcH B auanorosoM okxkHe Ilposepka opdorpa-
¢uH, ¥ C TOMONILI0 COOTBETCTBYIOIIMX KOMaHAHBIX KHOIOK BHO-
CHTe H3MEeHEHHs WM MPONyCKaiTe MOMeYeHHBIE CJIOBA.
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8. CoxpaHuTe MCHpaBJeHHBIH JOKYMEHT B JIMYHON Nanke moJ HMe-
seMm IIpoBepra2 u 3akpoiiTe nporpaMmy.

)
apnaHue 2. CozpaHue
;)

TEKCTOBOro [OKYMEHTA

1. OTkpoiiTe TEKCTOBBIH IPOIECCOP.

2. Ha ropusoHTaIbLHOH JHHelKe YCTAHOBHTE MapKep OTCTyma Iep-
BOM cTpoku Ha 1 cM.

3. ¥cranmosure mpudT Arial, pasmep mpudra 14, BLipaBHMBAHHE TIO
mupuHe. BBeguTe caeyiomuil TeKCT:

TekcT — 3TO CBA3aHHOE N0 CMbLICNY U rpaMMaTU4YeCK BbLICKAa3bl-
BaHWe B YCTHOW unu nucbMeHHon popme. OCHOBHBIMK NpU3HaKamMun
TeKCTa SABNAIOTCHA CBA3HOCTb WU UENbHOCTb. [lpennoxeHns, Bxoas-
wme B TEKCT, pacnonoXeHbl B onpegenéHHoM nopsgke. 310 Co-
30a€T CBA3HOCTbL TekcTa. LlenbHOCTb TeKCTy NpuaaéTt CMbiCnosoe
eamHCcTBO. Kaxabiidi TeKCT 3aknioyaeT B cebe onpenenéHHoe conep-
XaHue. T.e. UMeeT CBO Temy. MNpennoxeHus B TekcTe obbeauHa-
IOTCA HE TOJSIbKO TEMOW, HO U OCHOBHOW ngeen. Heckonbko npegno-
XEHUH, BbIPAXaLUX OAHY MbICNL, 0POpPMNAIDT OTAenbHLIM ab3a-
uem.

4. Ucnons3ys HHCTPYMEHTHI TEKCTOBOT'O IpoIeccopa, IpoBepbTe, HET
nu omubok B HaGpaHHOM BaMH TeKCTe.




4. MNMoeTopsem BO3MOXHOCTU TT1

5. Pasbeiite TexcT Ha absanel. [ada 3TOro ¢ IOMOINBIO KJIABHII
yIpaBJieHUd KypcopoM (KJaBHIIM CO CTPeJKaMH) UJIH MBIIIM II0-
MemiauTe Kypcop B HYKHOe MecTo (KoHern absana) ¥ HasKuMauTe

KJIaBUIIY |- SR

6. C momomspo kHONKKM HemewaTaeMbie CHMBOJIBI ar oTo0OpasuTe Ha
aKpaHe 3Haku ¢dopmaTupoBaHusa U ybegurech, 9TO CHMBOJBI, OT-
Medalolmue KOHIIbI ab3aieB, CTOAT B HYKHBIX MecTax. ¥oeaurecs,
4TO BCe abG3ambl HAYMHAIOTCA ¢ KPACHOH CTPOKH.

7. BcnoMHHUTe, KaK BBIAEIAIOTCH OTAENBHEIE CJIOBA M CTPOKH. 3aBep-
muTe opMaTHPOBAHHE TEKCTA IO CAeAVIomeMy obpasmy:

Texkecr — ar H n M rpaMMaTUHeckn BbICKAa-
blBaHW N WU NUCbMEHHOW me. OCHOBHbLIMU MPU3Ha-
KaMu TeKcTa ABNATCH CBA3HOCTb W LE/IbHOCTD. g

MpepnoxeHus, BXOOSLWME B TEKCT, PACMONOXEeHks B oOnpe-
OenéHHOM nopsake. 310 co30aéT CBA3HOCTb TEKCTA. -

LlenbHOCTb TEeKCTy npUOAaET CMbIC/IOBOE eauHCTBo. Kaxapin
TEeKCT 3aknyaeTr B cebe onpenenéHHoe cogepxaHue, T.e. UMeeT

CBOIO TEMY.

MpeonoxeHns B TekcTe 00bLeAUHSAIOTCA HE TONbLKO TEMOW, HO U
OCHOBHOW uaeen. HeckonbkO nNpeanoXxeHwin, BbipaXalowmx OAaHY
MbIC/b. ODOPMANAIOT OTAENbHLIM ab3auem.

8. CoxpannTe daiin B muuHoil manke mox uMmeHeM Texer u 3axpoilite
nporpaMmy.

Tenepb Bbl ymeerte

&

OTKPBIBATH, H3MEHATH M COXPAHATHL JOKYMEHTHl B TEKCTOBOM IIPO-
meccope;

BHINIOJIHATH NPOBEPKY MIPABOMMCAHUA B TEKCTOBOM IPOIECCODE;

MNE

yCcTaHaBJAHBaAThL ab3anHBIA OTCTYOD M pasbHBaTh TeKcT Ha abzaner
B TEKCTOBOM IIpolieccope;

Q|

BBIZEJATH parMeHT TeKcTa (IIPOM3BOJIBHBIM YYACTOK, CTPOKY, CJIO-
BO, abzan) ¥ U3MEeHATHh Ha4YepTaHHe MMPHUPTa B TEKCTOBOM IIPOIEC-

cope.




