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NMPOrPAMMA KYPCA no paHHOW lOHUTE

O6Lwme cBegeHns 0 pegakTMpoBaHUK TeKCTOB. HasHaveHne n knaccudurkaums
TEKCTOBbLIX penakTtopoB. ba3oBble BOSMOXHOCTU TEKCTOBbLIX PegakTOpPOB.
MoprotoBka TEKCTOBOro AokyMeHTa. Pabota ¢ TekctoM. PaboTa m3gaTenbCKux
CUCTEM.

TekcTtoBbI npoueccop Microsoft Word. OkHo Microsoft Word. OTtobpaxeHue
nokymeHTa B okHe. Co3pgaHume pokymeHTa. OTkpbiTMe gokymeHTa. CoxpaHeHue
nokymeHTa. PegaktnposaHme tekcta. PopmatmpoBaHme TekcTa. [leyatb 4OKyMeHTa.

NekcukoH. CoxpaHeHne AoKymeHTa. YTteHue aokymeHTa. MNedvatb. LLIabnoHbl.
BoioeneHne dparmeHToB TekcTa. encteua ¢ pparmeHTom. lMonck v 3ameHa.
Mpoeepka opdorpadpumn. CtpaHuupl, popmar, nons, opueHtauus. LLpndTel. AB3aub.
Tabnuubl. PUcyHKN.

PageMaker. HazHaueHue, xapakTepPUCTUKN U OCHOBHblIE 0OBLEKTbI MPOrpaMmbl
PageMaker. OkHo nporpammbl PageMaker. CospaHune nybnukaumm B nporpamme
PageMaker.
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TPEHWUHI YMEHUN

Ne
VYwmenue Anroputm
/1
1. BwiOepute kOMaHIy AJIs cCOXpaHeHUs daiina.
CoxpaHeHue 10- 2. VYxaxute myTh K pailny — AMCK U mamnky (ka-
| | Kymenta B penak- Tanor).
topax Word u 3. Bsenute ums ¢aiina.
JlexcukoH 97 4. VkaxwuTe TUN (paciIupeHue) daia.
5. Haxwmmute kHONIKY « CoxpaHuTh» i «OK».
1. BpibepuTe KOMaHIy IS UTEHUS (aiiia.
. 2. VxaxuTe myTh K (aitny — Auck u nanky (xa-
Urtenue daiina B y aiiny - 1 y(
Tanor).
2 | penaktopax Word u .
3. Vkaxute Tun (pacmupeHue) daia.
Jlexcuxon 97 N
4. B crnucke ¢GalsioB yKaXUTe MMS HYXHOTO
Gaiina.
1. BeigenuTe HYXHBIH QparMeHT.
2. BeipexbTe wuIM cKONMUpyWHTEe QparMeHT
Ilepenoc ¢pparmenrta ’ .
P bp (Ucnonssyiite  omepamuto  BBIPE3ATDH
TEKCTa U3 OJJHOTO
bparMeHT, eciu HEOOXOAUMO TMEpEHEeCTH
MecTa pegaKkTUPyeMo-
(¢parMeHT Ha HOBOE MeCTO, yOpaB ero co
ro JOKYMEHTa B ApY- M
3 ro€ C TOMOIIBIO 6 CTaporo. Ucnone3yiite oTepanuio
Y CKOIIMPOBATD ¢parment, ecnu Heobxo-
¢depa oOmena Win-
JIUMO TIepeHecTH (parMeHT Ha HOBOE MECTO,
dows B pemakTopax
MpU 3TOM, OCTABMB €TO Ha CTapoM, WIH
Word wu Jlekcukon 97
HYXHO Pa3MHOXHUTb (GParMeHT).
3. BcraBpTe (parmexr.
1. BoiGepuTe KOMaHOy Aisl 3aMEHBI B CTPOKE
MEHIO.
2. BBeguTe MOMCKOBBII KOHTEKCT (UTO BBI XO-
THUTE 3aMEHUTH) B MEPBOW CTPOKE BBOJA Ta-
HElu «3aMEHUTHY.
3. BmemuTe TekcT (Ha YTO BBl XOTUTE 3aMe-
HUTh) BO BTOpPOH CTpOKe maHenu «3aMe-
Ornepamus 3aMeHBI HUTHY.
4 | pparmenTa Tekcra B 4. OmnpenenuTe TOTOJHUTEIbHBIE YCIOBUS TIO-
penakTope JIekcUKOH HCKA.
5. Bwmonnute 3ameny. (Ecnmu Heob6xomumo

3aMEHUTH Cpa3y BCE BXOXKICHUS IIOUCKOBOTO
KOHTEKCTa — HaXMHTe KHONKy «Bce mog-
pam» na”enu «3amMeHuTb». Ecnu HeoOxonu-
MO MPOBECTH BBHIOOPOYHYIO 3aMEHy — HC-
nmonb3yiTe kHOMKYy «HaliTu» Ha maHenu
«3aMEHUTDHY)

CoBpeMeHHbI M'ymaHuTapHblii YHuBepcuteT




VYmMenune Anroputm
/i
BrimonHuTe KOMaHIy [UIS CO3MaHUS HOBOM
CTpAHHUIIBL.
Bribepute pasmep OymMaru BBIXOJHOTO TO-
Coznanue Makera P p p oy a A
KYMEHTA.
CTPaHUIBI B HACTOJIb-
5 9 , YcraHoBUTE TPAHUIIBI JOKYMEHTA (pa3Mepsl
HOU U3JATETbCK O .
moJIei).
cucteme PageMaker
OmnpenennTe OPUSHTAINIO CTPAHUIIBI.
3anaiite, OyAeT BHIXOMHON JOKYMEHT OIHO-
WJIH IBYCTOPOHHUM.
Brinonuute xomanny File[Place (ITosiBurcs
nuanoroBas nanenb Place Document).
Ykaxute nyTh K (Qaiiiny, coaepkalieMy
WMTopTHpOBaHHe ]TseKCT (uck u xaTajor). pai 5
KPBIBIIIEMCSI CITUCK WJIOB BBIOEGPUT
TEKCTa, CO3/IaHHOTO B Packp CMCAl CITHCKE Barto epute
HYXHBII, IBa pa3a IMIEIKHYB MBIIIBIO HA €TO
TEKCTOBOM penak- (@
6 | Tope mHa crpammmy umenn. (Dopma ykazaTenss MBIIIUA U3MEHH-
. nace. Ero HoBas ¢opma Ha3piBaeTcs «TeK-
HaCcTOJBHOM n3na- CTOBOE PyKber)
TEIBbCKON CUCTEMBI n Py )
PageMaker OMECTHTE «TEKCTOBOE PYXbe» Ha CTPaHU-

e (HKe BEpXHEro OISl ¥ ClipaBa OT JIEBO-
ro MoJis).

HaxxMuTe KHOIKY MBIIIM — TEKCT «IIepeTe-
YeT» HA CTPAHMILY.
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TEMATUYECKUI OB30P*
1. OBLLUE CBEOEHUA O PEOAKTUPOBAHUU TEKCTOB
1.1. HasHadyeHue u knaccudukaumsa TEKCTOBbIX PEenaKTOpoB

Pa6oTa ¢ TekcTamn — BaxHas COCTaBHasi YaCTb OEATENbHOCTU NtoAe MHOIMMX
npodeccuin: nucaTenen, IPUCTOB, YYEHbIX, PYKOBOAUTENEN, UHXEHEPOB, Cekpe-
Tapein. ObpaboTka TeKCTOB, MNOArOTOBKA Pa3/IMYHOro BUAa AOKYMEHTOB COCTaB/SOT
3HAYMUTENBbHYIO 4acTb PabOoT, BbIMOJHAEMbIX B HacTosliee Bpems Ha [K.

B coctaB nogrotaenueaemMblx Ha MK OOKYMEHTOB MOryT BXOAWTb TEKCTOBbIE
DaHHble, Tabnuubl, MaTtematTnyeckne Gopmynbl, rpadpuyeckme oO6bekTbl U T.A4.
MnaBHasa 3amada NOOOro TEKCTOBOro pepaktopa 3akii4vaeTcs B obecrnevyeHunmn
onTUMasbHbIX A1 NMONb30BaTeNs YCA0BUIA NO cOo34aHMo 1 06paboTke OOKYMEHTOB.

CoBpEeMEHHbIi TEeKCTOBbIW peaakTop npeactarnseT coboi nMporpamMmMHbIi
npoaykT, obecneumBatoLmii nons3osartens MK cpeacTesamu cospaHvs, 06paboTkm
M XPaHEHUS OOKYMEHTOB Pas3/IMYHOW CTENEHW CNoXHOCTU. B nocnepgHee Bpems
TEKCTOBble pefakTopbl BbITECHATCA TEKCTOBbLIMU MPOLECCOPaMm, KOTOPble
MoO3BOJISIIOT He TOJIbKO HabumpaTtb “4McTbln”, HedopMaTUPOBAHHLIA TEKCT, HO U
odopMnATb €ro: NPOM3BONIbLHO pasMellaTb Ha CTpaHuue, BblAenaTb WwpudTamu,
usetomM n 1.40. OgHako 6e3 yuiepba ansg NoHMMaHUSA MOXHO B PaBHOM CTeNeHu
ncnonb3oBatb 06a TepMuHa.

TekCTOBbLIN penakTop MO3BONAET AenaTb BCe TO, YTO MOXET genatb
MaLUMHMUCTKA C MOMOLLbIO XOPOLUen NMyLen MawnHkn., Ho KpomMe TpaanUMOHHbIX
BO3MOXHocTel MK no3BonsgeT oCyL,ecTBNATb Ka4eCTBEHHO HOBble CNOCOObI
006paboTKN TEKCTOBbLIX AOKYMEHTOB: BCTABKY MOBTOPSALWUXCA GpParMeHTOoB,
M3MEHEHNE [OJINHbI CTPOK, aBTOMaTUYECKNIA NEPEHOC CMOB, BbIOENEHMNE HYXHbIX
yacTen TekKcTa HecTaHOapPTHbIM WPUGTOM Npu neyaTtn n apyrue.

Owwubka npn noarotoBke AokymeHTa Ha K He Bne4yeT 3a coboM GONbLUNX
rnepenenok, Tak Kak aBToMaTM4eCKOe BbIMONHEHME PYTUHHLIX PaboT obneryaeTt
M3MEHEHME N NMEpPEMELLEHNE DparMeHTOB TekCTa. BO3MOXHOCTb NpeaBapuUTesbHOro
npocmMoTpa MOoJly4EHHOr0 AOKYMEHTa Ha 3KpaHe Aucries nomoraeTt nabexaTb
HENPOM3BOAMTESbHLIX 3aTpaT Tpyaa 1 Gymarm npu neyatu.

O6unne pas3nnyHbIX TUMOB AOKYMEHTOB MNPUBENI0O K MHOroo6pasuio
CYLLIECTBYIOLLINX TEKCTOBbIX PeAaKTOPOB. B kauecTBe knaccndumumpyoLero nprusHaka,
C MOMOLLbIO KOTOPOr0 MOXHO pasfenmTb BCE MHOXECTBO TEKCTOBbIX PeaakTopoB
Ha rpynnbl, NpUMeM TN obpabaTbiBaeMoro AOoKyMeHTa.

1. Penaktopbl TEKCTOB — MpefHa3HadYeHbl O CO3O4aHUS U penakTUpOBaHUSA
HECJ/OXHbIX TEKCTOB U TekcToB nporpamm (Brief, Norton Editor, Quick).

2. Penaktopbl AOKYMEHTOB — npenHa3HaveHbl Ans paboTbl C JOKYMEeHTamu,
CTPYKTYPHO COCTOSLLMMM U3 BJIOXEHHbIX pa3nesnos, cTpaHuu, ab3aueB un T.4.
B cTpykTypy AOKYMEHTa MOryT BXoAuUTb Tabnauvupl, rpadudeckme obpasbl, KOTOpble
MOTryT cO34aBaTbCH B APYrMx npunoxeHusax. Cpean penakTtopos, npeaHasHaYeHHbIX
Onst paboTbl C TEKCTOBLIMU AOKYMEHTaMW, MOXHO BblaenuTb JlekcukoH, AmiPro,
MultiEdit, Word Perfect, Microsoft Word. MNMpnaHaBas 0OLIHOCTb MOCAEAHUX MO TUMYy
co3faBaemMoro 1 obpabaTbiBaeMoro 06bLeKTa, HeNb3sk HE OTMETUTbL UX Pa3nnyms no
BO3MOXHOCTSAM, MPeaoCTaBASIEMbIM MOJSIb30OBATENIO.

3. Pepaktopbl Hay4Hbix TekcToB. OCOBEHHOCTb AAHHOrO Kracca penakTopoB
B TOM, 4TO OHM obecrneynBaloT NMOArOTOBKY M penakTUpOBaHME Hay4dHbIX TEKCTOB,
copepxauwux 60nblwoOe KONMMYECTBO MaTeMaTumieckmx dopmyn, rpadukos,
crneumanbHbIX CUMBOJIOB U T. A. Cpean Hanbonee M3BECTHbIX PedakTOPOB Hay4YHbIX
TEKCTOB MOXHO Bblenntb cuctembl TEX n MathOr. HeobxoonMmo oTMETUTb, 4YTO

* XXVpHbIM LIPUGOTOM BbIAENEHBI HOBbLIE MOHATUSA, KOTOPbIE HEOOXOANMO YCBOUTbL. 3HAHUE 3TUX MOHATUAN
6y,EI.ET NPOBEPATLCA NP TECTUPOBAHUN.
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COBpPEMEHHbIE TEKCTOBbIE PEAAKTOPbLI BKIOYAOT B ceba cpeacTtBa nMoAroTOBKU
OOKYMEHTOB ¢ ¢popmynamun. Bonpoc ToNbko B TOM, Kak COOTHOCHATCSH OObIUYHbIN
TEeKCT 1 dopMynbl. icnonb3oBaHMe PeaakTopoB HayyHbIX TEKCTOB OMNpaBaaHO Toraa,
Korga noaroTaBAMBAEMbI TEKCT COAEPXUT MHOro opmyis.

4. Vspatenbckue cyuCTeMbl — WCNONb3YIOTCA NS NOAroTOBKM O0NbLIMX
CNOXHbIX OOKYMEHTOB (KHUMM, anbOOMbl, XypHanbl, ra3eTbl, OykneTol). B kayecTtse
NnPUMeEpPOB M3OATENBLCKMX CUCTEM MOXHO HasBaTb Corel Ventura Publisher, Adobe
PageMaker, QuarkXPress. Heo6xoammo oTMeTUTb, 4TO pabota ¢ 13gaTenbCkuMu
cucTtemMamMu npegnonaraet UCMoNb30BaHUE PEefaKTOPOB AOKYMEHTOB Ha atane
npenBapuTEnbHOM NOArOTOBKM MaTtepmanoB. M3patenbckne cuctembl npeaHasHa-
YyeHbl ON19 BEPCTKM TekcTa. BepcTka TekcTa 3ak/iovyaeTcsd B pa3MeLLEHUN TEKCTa
no cCTpaHuuam co3[aBaeMoro AOKYMEHTa, BCTaBKE PUCYHKOB, MCMONb30BaHUN
Pa3nnyHbIX LWPUDTOB NPUMEHUTENBHO K OKYMEHTaM, YK€ CO34aHHbIM MPu MOMOLLN
pPenakTopoB TEKCTOB. B uenom, Ha Haw B3rngn, pasnuyuns Mexay pefakropamMmu
JOKYMEHTOB W M30aTeNbCKMMU cucTeMamu ctupatotes. o obwemy MHeHuio, B
nocnegHee BpeMs pPefakTopbl AOKYMEHTOB MO CBOMM BO3MOXHOCTSIM He TOJIbKO
NPUOAN3NNNCL K N3AATENLCKUM CUCTEMAM, HO Aaxe B HEKOTOPbIX BOMPOCAax CTanu
X npeBocxoauTb. MNMpuUMepoM Takoro TEKCTOBOro penakropa MOXET CIYyXWUTb
Microsoft Word.

B 3aknioyeHne kpaTkoro ob63opa TEKCTOBbIX PeAakTOPOB MOXHO chenaTb
BbIBOZ, YTO BO3MOXHbIE PA3nMyinsg MeXAy HUMW B HACTOsLLEee BpeMsa nepectanu
OblTb NMPUHUMNMANbHLIMU. TEHOEHLMS B pPa3BUTUU TEKCTOBbLIX PenakTOpPOB
3akjyaeTcs B CO34aHUM pPenakToOpoB, MO3BONFKOWMUX MONIb30BATENAM
OJHOBPEMEHHO paboTaTb C TeKcTamu, copepXawumy o0bekTbl U dparMeHThbl
pas3nunyHoi npuponbl. OCOBEHHO YETKO 3TO MPOCNEXMBAETCHa B pefakTopax
LOOKYMEHTOB.

Kak npaBuno, ncxogHbiM MOMEHTOM paboTbl C JOKYMEHTOM SIBNISIETCS TEKCT,
K KOTOpOMY A06aBNSATCA 06bEeKTbl U dparMeHTbl pa3nnyHOM NPUPOLbI, Hanpumep,
anarpammel, Tabnuupl 1 7.4, PaboTta cneupanvcra ¢ JOKyMeHTaMu B NMEPBYIO OYEPEb
MMEET LeNblo paclumpeHne MHPopmMaumMoHHON 0asbl NPUHUMAEMbIX PELUEHUIA.
[MoaTomy xenatenbHo, 4ToObl NpU paboTe C LOKYMEHTOM OCHOBHOE paboyee Bpems
TPaTUIOCh CNeuuasncToM He Ha co3faHwe AOoKyMeHTa (Habop), a Ha npuaaHue
emy Tpebyemoro Buaa 1 ero aHanms.

[MocnepgHee OOCTMXMMO MPU PACLUMPEHUN TEXHOIOTMYECKMX BO3MOXHOCTEN
penakTopoB 3a CYET NPUOAMXKEHMS KOMMBIOTEPHOM TEXHONOrMK paboTbl C LOKYMEH-
TOM K 4yenoBeuyeckoi. CrnpaBeaMBOCTb MOCNEOHEro YTBEPXAEHUS MOXHO Mpou-
NOCTPMPOBaTb Ha npumepe pasnuynii mexay Microsoft Word gna Windows 95
(Word 7.0) n Microsoft Word 6.0. B uenom Word 7.0 MOXHO paccmarpuBaTb Kak
o4yepenHOW LWwar B HamnpaBleHUW MpeBpaleHus pefakTopa AOKYMEHTOB B
HACTOJNIbHYIO N34aTENbCKYI0 CUCTEMY C TOYKM 3PEHUS €r0 BO3MOXHOCTEN no paboTe
C TEeKCTaMy PasINYHOWM CTPYKTYPbl U CIOXHOCTW.

1.2. BasoBble BO3MOXHOCTU TEKCTOBbIX penakToOpoB
1.2.1. TunoBas cTpykKTypa uHTepdelica

TnnoBasa CTpykTypa MHTepdenca COBPEMEHHOINO TEKCTOBOro pepakropa
npmueeneHa Ha puc. 1.1.

CTpoka MEHI0 COOEPXWUT MMeHa rpynn KomMaHpg, O00beAMHEHHbLIX MO
dyHKUMOHanbHOMY Npu3Haky. CTpoka MEHI0 HaxoauTCS B BEPXHEN 4YacTu aKpaHa.
Bbibop KOMaHAbl MEHI0 OTKpPbIBAET COOTBETCTBYylOLLEE MOAMEHIO, a BbIOOp
onpenesieHHon onumm B HemM obecnednBaeT JOCTYN K MeHi0 6051ee HU3KOro YpOoBHS.
Takas cucTema BIOXKEHHbIX (HUCMaAaloLwmx) MEHIO COCTaBASIET OCHOBY MHTepdenca
TEKCTOBOro npoueccopa. KomaHabl MeH0 BbIOMPAIOTCS C MOMOLLbIO MbILIN, KIaBULL
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Puc. 1.1. Bua tunoBoro uHtepdeiica

yrnpaBfeHns KypCoOpoM WM HaxaTMeM KoMOMHaLW onpeneneHHbIX KiaBuLl
(“ropstumx knasuw” UAM KnaBuw GbICTPOro AOCTyna).

Ctpoka cocTosiHusl (CTatyca) COAEPXUT UMK PefakTUpyemMoro AOKYMEHTa u
onpenensieT TeKyllee MosoxeHne Kypcopa B 3TOM A0KyMeHTe. B cTpoke HaxoasTcs
VHOMKATOPbI pexmnmMa paboTbl pefaktopa U BbIBOOUTCHA CNpaBOYyHas MHGOpMaLUs.

CTpoka noackadky COOEPXUT MHOOPMALMIO O BO3MOXHbIX OENCTBUAX
Nnonb30BaTeNs B TEKYLLMA MOMEHT.

Paboyee nosie — 3TO NPOCTPAHCTBO Ha 3kpaHe aucnnes ANg co3faHus
DOKyMeHTa 1 paboTbl ¢ HUM. MakcuManbHbI pasmep pabodero nosns onpeaensercs
CTaHOapTHbLIMW NapamMeTpamMn MOHUTOpPa U cocTaBnsaeT 25 ctpok no 80 3HakoB
Kaxpas.

KoopavHaTHas nuHerika onpenenseT rpaHuubl OKYMEHTa U Mo3numu
Tabynsumn. PasnuyaloT BepPTUKaIbHYIO Y TOPU3OHTANbHYIO NIMHENKN. Mo ymonyaHuio
KoopAWHATHaAa JNUHeNKka rpagynmpoBaHa B caHTumeTpax. HyneBas Touka
KOOPAMHATHOM NIMHENKN BbIPOBHEHA MO nepBomMy ab3aly TekcTa.

lMonoca (nvHervika) NPOKPYTKM CAYXUT ONAs NepeMeLleHns TeKCTa AOKyMeHTa
B paboyeM none okHa. lNonoca, obecnednBaowlas BepTUKalbHOE NepeMeLleHne
TEeKCTa, Ha3blBaeTCd BEPTUKAIbHOW MONIOCOM MPOKPYTKM, @ FOPU3OHTaNbHOE
nepemMeLlLleHne — ropu3oHTasIbHOM MOMOCOM MPOKPYTKMN.

1.2.2. YnpaBneHue KypCcopom

Kypcop — kopoTkas, kak NpaBuio, MuraioLas nMHus, nokasbiBaroLas nosnumio
paboyero nong, B KOTOpy 6yAEeT NOMELLEH BBOAUMbIA CUMBOJ UM 3JIEMEHT TEKCTA.
B MHdOpMaUMOHHON CTPOKE (CTPOKE COCTOSIHMS) pefakTtopa Ha 3KpaHe aucnnes
nonb3oBaTesb BCEraa BUOUT HOMEP CTPOKM AOKYMEHTaA W HOMEpP MO3uLMK B HEW,
roe B TEKyWMi MOMEHT HAaxoOUTCHA Kypcop. B TekCTOBOM pexumme Kypcop
rOPU30OHTaNbHbIN, HaXOAALMIACSH BHMU3Y 3HAKOMeECTa, Ha KOTOpOe nokasbiBaeT. B
rpadun4yeckoM pexrmmMe — BepTUKasbHbIA, HAXOOUTCH NIeBee MecTa BCTaBKU
oyepenHOro cumeona. Kaxabli TEKCTOBbI MNPOLLECCOP MMEET CBOU BO3MOXHOCTU
ons obecnevyeHns OBMXKEHUS Kypcopa (Kak 1 ynpasfieHus nHtepdeincom BooobLue).
YnpaBneHue KypCopoOM MOXeT OCYLLECTBAATLCS NPY MOMOLLM KNaBmaTypbl U MbILLN.
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Mpy nomMowuM knaBmaTypbl YeTbipe KAABULIW YMPaBiAeHUs KypCcOpOM
nepeaBuraloT Kypcop Ha OAHY MO3WULMIO B HanpaBfiEHUU CTPENKM.

Knaeuiwm Home n End 00bI4HO nepeMeLLaoT Kypcop B Ha4asio 1 KOHEL, CTPOKM
COOTBETCTBEHHO.

Knaesuwmn PageUp n PageDn nepemeLwiaioT Kypcop 1 TEKCT Ha OOHY CTPaHuULy
(9KpaH) BBEPX WU BHUS.

YacTo coBpeMeHHble TEKCTOBble MPOLECCOPbl, MCMONb3ys pas3nnyHble
KOMOUMHALMM QYHKUNOHANBbHBIX M 0ObIYHbIX KNIaBULL, AA0T BO3MOXHOCTb NepemMeLLaTb
KypCcoOp Ha OJHO CJIOBO, MPEJIOKEHNEe unu ab3au, HanpaeisTb ero B Hayano uim
KOHeL, TekcTa.

Mpn ncnonb3oBaHMM MbIiLIN NEPEMELLLEHME KypCcOpa OCYLLECTBASETCS LWENYKOM
no TOM NO3MUMN OOKYMEHTA, Kyfga Hago NOMEeCTUTb Kypcop.

1.2.3. MpocmMmoTp TekcTta

Pepnaktnpyembii TEKCTOBbLIN LOKYMEHT, Kak Mnpasuio, UMeeT pa3Mepbl,
npesbillaolWme pasmep akpaHa avcnnes, no3ToMy B KaXAbli KOHKPETHbIA MOMEHT
Nnonb30BaTeslb BUAUT TOJIbKO YacTb TekcTa. MOXHO paccmMaTtpmBaTtb 3KpaH Aucnies
KaK HEKOTOpPOEe OKHO, 4epes3 KOTOpoe BuaeH dparMeHT AOKYMEHTA.

TekcToBbIN npoueccop obecnedymBaeT NepemMelleHne TekcTa B OKHe. IToT
pexum BKIOYAETCS aBTOMATUYECKN, KaK TOJIbKO KypCOp LOCTUIaeT rpaHuL, 9KkpaHa.
Tak, ecnm Kypcop HaxoAMTCA Ha HUXHEN CTPOKe 3KPaHa 1 Bbl HAXXMETE Ha KaBuLLy
nepeMeLLLEeHns Kypcopa BHU3, BHU3Y 3KpaHa MNosBUTCS HOBasi CTPOKa LOKYMEHTa, a
camasi BepXHsisi CTpOKa akpaHa McyesHeT. Takmm xe 06pasom MOXHO NnpocMaTpusaTb
TEKCTOBbIA AOKYMEHT MO HanpaBneHuso BBepx. Ecnm wuvpuHa gokymeHTta 6onblie
LUMPUHBI 3KpaHa MOHUTOpPA, TO KJaBULLEN NEepeMELLEHNA Kypcopa BfIEBO U BNpaso
nepemMeLLaloT TeKCT JOKYMEHTa B OKHE MO FOpPU30HTasMN.

Kak yxe yka3blBanoch paHee, Ans NepeMeELLEHNs TEKCTA AOKYMEHTa B paboyem
nojile OkHa BO MHOIMX TEKCTOBbIX MPOLECCOopax MCMNOoJb3YyTCA BepTuUKalbHag u
ropm3oHTasnibHas nosiocbl NPokpyTkn (cm. puc. 1.1). Knasmwmn PageUp n PageDn
NO3BOJIAIOT MepemMewaTbCqa Ha O4HY CTpaHuuy (3KpaH) Bnepen wiam Hasapg no
DokymMeHTy. CneumanbHble KomaHabl o6ecneynBaioT nonagaHve ¢ nobon nosvumm
Ccpasy B KOHEeL, UM B Hayano OOKYMEeHTa.

1.2.4. Pexumbl paboTbl TEKCTOBOro npoueccopa “BcTtaBka” u “zameHa”

TekcTOBbI NMpoueccop Bcerga HaxoauTCcd B OOHOM U3 OBYX PEXVMMOB —
BCTaBka Wnn 3ameHa. Haukauus pexmma ocCyluecTBnseTcs B MHOOpPMaLMOHHON
cnyxebHol CTpoke (CTPOKEe COCTOSIHWUS) Mpoueccopa Ha 3kpaHe Aucries.

[Ona nepeknioyeHnss C OQHOrO pexmma Ha ApYyror oO6bl4HO MCMOoNb3yeTcs
knasuwa Ins. B pexvme BCTaBkM BBOOVMBbIN C KNaBuaTypbl TEKCT OTOABUraeT BNpaso
TEKCT OOKYMeHTa, CTOSLMA 3a KypCOpOM, He paspyllas ero. B pexume 3ameHbl
BMECTO CMMBOJIA, CTOSALLEr0 Hal KypCopoM (Mnu npaBee ero), BBOAUTCH HOBbIN
CUMBOJ C KNnaBuaTypbl. Pexxurm 3ameHbl paspyLiaeT CyLeCTBYOLWNN TEKCT AOKYMEHTA.

Pexnmom BCTaBkM MNOMb3YKOTCS, KOrga TeKCT BBOOUTCH BrMepBble, a Takxe
npv penakTMpoBaHUM TeKCTa, Koraa Ao0aBnseTcs B TEKCT CMMBOJ, C/IOBO WU
npeanoxexHue. Ecnn xxe Hago 3aMeHUTb OOVH CUMBOJ APYIMM, UCMONb3YIOT PEXUM
3aMeHbI.

Pexum BcTaBkM — pexvmM paboTbl C JOKYMEHTOM, Npu KOTOPOM f006aBfeHne
HOBbIX CMMBOJIOB OCYLLUECTBASETCA 3a CYeT CABUra BMApaBO TEKCTa, CTOSLLEro 3a
KypCOpOM.

Pexnm 3ameHbl — pexumM paboTbl C AJOKYMEHTOM, MPU KOTOPOM BBOOUMbIIA
C KnaBumaTypbl CMMBOJT 3aMeHSAEeT CUMBOJI, CTOSLLMA B NO3MLUMKN Kypcopa.
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1.2.5. MHOrOOKOHHbI peXum paboTbi

XapakTepHON OCOOEHHOCTbIO COBPEMEHHbIX TEKCTOBbIX MPOLECCOPOB
SBNSIETCH MX MHOFOOKOHHOCTb, MNO3BOJNSOWAA OQHOBPEMEHHO paboTaTb C
HECKOJIbKUMN OOKYMEHTaMWN B PaA3JZIM4HHbIX OKHax. |_|pl/1 BBOOE U penakTnpoBaHUN
TEeKCTa MnoJsib30BaTesib pa60TaeT B aKTUBHOM OKHe, B KOTOPOM BO3MOXEH O0CTyMN
K KOMaHgam MeHo. CneumanbHble KOMaHAbl 4al0T BOSMOXHOCTb YNOPSA04MBaTh
OKHa OOKYMEHTOB, CO34aBaTb HOBble U NnepexoamTb N3 O0gHOro OKHa B Apyroe.

340ecb paznnyalT ABa pexmma: NOSIHOSKPAHHbIA U HEeMONHO3KPaHHbIN. B
OJIHO3KPAHHOM pexXnMe BHOBb OTKPbITOE OKHO ABNIAETCA TEKyLUMM (aKTI/IBHbIM) n
rnepekpbiBaeT OCTalJibHble OTKPbITblIE OKHa. I'Iepexop, K OPYyrmM OKHaM OCyLleCTBNA-
eTcs No onpeneneHHoln KkomaHae. B HenosiHoskpaHHOM pexume KOMaHAbl
ynopsaao4eHnd OKOH AaloT BO3MOXHOCTb PaCroioXXnTb BCE OTKPbITbIEe OKHA Ha 9KpaHe
B YMeHblleHHOM ¢dopmaTe 6e3 nepekpbiTus. OKHO CTAHOBUTCH aKTUBHbLIM B
pe3ynbTare (DI/IKC&LLI/II/I Ha HEM B NMPON3BOJIbHOM MECTE yKa3aTesid MbIlln. KOMaH)J,bI
Pa3eepHyTb 1 CBEPHYTb AaldT BO3MOXHOCTb pacnaxHyTb akTMBHOE OKHO BO BECb
3KpaH WM CBEPHYTb €ro.

C nomoupto komaHapl Pazgennts paboyas 061acTb pasnenseTcs Ha ABe YacTul.
9710 ynobHO, ecnu Heobxoammo paboTaTb OAHOBPEMEHHO C ABYMS pa3HbIMU
yactamu 60nbLLIOro AOKyMeHTa.

1.3. MoaroTtoBKka TEKCTOBOro AOKYMEHTa

OCHOBHbIMM 3TanaMy MOArOoTOBKM TEKCTOBbIX JOKYMEHTOB SIBASIOTCS:

Habop TekcTa;

penakTMpoBaHne TeKcTa;

neyaTb TEKCTa;

BeOeHMe apxmBa TEKCTOB.

Kaxnabli @Tan COCTOUT M3 BbINOJIHEHUA OonpeaeneHHbix onepauwnii. CocTas
onepauuii 3aBUCUT OT UCMONIbL3YEMOro TEKCTOBOro pepaktopa. Kak npaswuro,
YBENIMYEHME YMCNa BO3MOXHbIX OnMepauuin Aenaet TEKCTOBLIN penakTtop, ¢ O4HOM
CTOPOHbI, HoNiee yHUBepcCasbHbIM, YO0BNETBOPSAIOWMM MpeacTaBuTeNne pasHbixX
npodeccuini, a ¢ Apyron — NPMBOANT K YCIIOXXHEHUIO ero OCBOEHMUS, MOBLILLEHNIO
TpeboBaHuii kK obopynosaHuio MK.

0O606LeHHas 610K-CxeMa MOArOTOBKM TEKCTOBOro AOKYMeHTa M3obpaxeHa
Ha puc. 1.2.

1.3.1. HaGop TekcTa

Mepen Havanom paboTbl Kypcop OObIYHO HAXOAUTCH B BEPXHEM JIEBOM Yriy
nyctor obnactu aKpaHa, OTBeAeHHONM Ana Habopa TekcTa. Habop TekcTa ocyLecT-
BNSETCH HaXaTueM HYXHbIX knasuw Ha knasuatype K, npn atom ovyepenHom
CUMBON OTOOpaxaeTcs Ha akpaHe B MO3UUMK Kypcopa, a Kypcop nepemeLlaeTcs
Ha O4HY MO3MUMIO BNPaBo.

Habop TekcTta Ha MK ¢ NoMOLLbI0 TEKCTOBOro pegaktopa HarnoMmHaeT paboTty
Ha NVLYyLLel MallnHKe, HO NPefoCTaBnseT 3aMeTHO 6onbLune yaobeTea. B yacTHocTw,
TEKCTOBbLI penakTop n3baBngeT nonb3oBaTtensd oT He0OXO0AMMOCTU CneauTb 3a
ONM30CThbIO K MPaBOW rpaHnLEe AOKYMEHTA U OCYLLECTBASATL OENCTBUS AN19 NepeBoaa
Kypcopa B HayasbHylo MO3ULMIO O4YepefHor CTpoku. MNpu aToM obecnedmnBaeTcs
aBTOMATMYECKOE BblpaBHMBAHWE NEBLIX U, €CNn HeOOBX0AMMO, MpaBblX FPaHUL,
CTpOK. BblpaBHMBaHME npaBbiX rpaHUL, CTPOK A0CTUraeTCd 3a CHeT BCTaBKU
npob6enoB Mexay CnoBamMu CTPOKM Takmm 00pas3oM, 4TOObl Camblii MPaBblii CUMBOI
CTPOKM Haxogmncs B MO3uULMK, COOTBETCTBYIOLLEN MPaBON rpaHvue OOKYMEHTA.

Te npobGenbl, KOTOPblE TEKCTOBLIN PEAaKTOp aBTOMATUMYECKU BCTaBMSAET AN
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BblpaBHMBAHUSA CTPOK, HA3blBAIOT “MArKMMU” B OT/IMYME OT “XecTKux” npoo6enos,
BHOCUMbIX B TEKCT MPWU HaxaTuun nonb3oBatesniem knasuwwm MNMpoben Ha knasuaType
MK. TepMuH “MArkuin” ykasbliBaeT Ha TO, YTO NPV PefakTUPOBAHUM LOKYMEHTa
TEKCTOBbIN pefakTop npu HeEOOXOAMMOCTU aBTOMATUYECKU yOanseT NULLHUE UK
BCTaBNSET OOMOJIHUTENbHbIE “MArkue” npobenbl AN BblpaBHMBAHUS CTPOK.
“XKecTtkne” npobenbl B TEKCT aBTOMATUYECKM HE BKJIIOYAIOTCH U HE U3bIMAKTCS U3
Hero.

TOYHO TaK Xe CYLLECTBYIOT “Markme” n “XecTkme” Npu3Haku KOHLA CTPOKU.
“Msarknin” npu3HaK KOHLA@ CTPOKM CO30AeTCs TEKCTOBbIM PefakTOpOM aBTOMa-
TUYECKN NPU NepeHoce TekcTa C OAHOWM CTPOKWM 3KpaHa Ha Apyryl B npouecce
OOCTXXEHUS MO3ULUM NMPABOWN rpaHuubl CTPOkU. “XKecTkuin” npusHakK KOHUA
CTPOKM CO3[a€eTCa MpW HaxaTtun nonb3oBatenem knasvwm Enter ona ykazaHug
3aBeplleHuns ab3aua. “Markme” NprusHakmy KoHUA CTPOKM NPy peaakTUPOBaHNM MOTYT
aBTOMaTUYECKN yAanaTbCs, [00aBNATbLCH, MEHATbL CBOE MECTOMOJIOXEHUE B
oTAnymMe oT “XecTkmx” NPM3HAKOB KOHLLA CTPOKM.

HekoTopble TEKCTOBbIE PEAAKTOPbLlI HE yKa3biBalOT HA 9KpaHe MPU3HaK KOHLA
CTPOKK, HO TEM HE MEHee OH cyuiecTByeT B onepaTtmBHon namatm MK n
3annCbIBAETCSA HA MarHUTHbIA AUCK.

Takoin npuHumMn Habopa TekcTa Ha K cyliecTBeHHO obneryaeTt 1 yckopseT
npouecc BeBOAa OOKYMEHTOB MO CPaBHEHWIO C MULIYLLEN MaLUMHKOW, MO3BOnseT
npou3BOAUTbL €ro, He rnans Ha akpaH gucnnesd. Npu Habope TekcTa cnenyeTt
NMOMHUTb, 4YTO MPU3HAKOM [/ OTAENIEHMs C/ioBa OT cnoBa sBAsfeTcs npoben,
NO3TOMY 3HaK MpenuHaHUg He Haao OTAEeNaTb NPob6enom OT npenLllecTBYIOLLEro
crioBa, a rnocre 3Haka NnpenuHaHus BBOAUTb Npoben Hano o6s3aTeNibHO.

1.3.2. PepakTupoBaHue TekcTa

Co3paHHbIi Ha 9Tane Habopa TekcTa AOKYMEHT B OONbLIMHCTBE Clly4aeB
noaBepraeTcs USMeHEHWSIM, CBA3aHHbIM C 0OHapYy>XeHMEM OLLIMOOK, KOPPEKTVMPOBKOM
MHpopMaLmn, peopraHmsaumnen ero dparMeHToB U ToMy nogobHoro. MNpu paboTe
C OObIYHOW MULLYLLEN MALLUMHKOM MPOBEAEHME TAKMX U3MEHEHN TPebyeT HOMbLLMX
3aTpart, KOTopble CBSI3aHbl C MHOIOKPATHOW MepenevyaTkon maTtepuanos, 3a4acTyto
HE3HAYUTENbHO OTINYAIOLLMXCS APYr OT Apyra.

Mcnonb3oBaHme MK 1 TeKCTOBbIX pefakTOpPOB OTAENSeT aTan nedyaTu
L0OKYMeHTa OT 9TanoB ero Habopa M pepakTupoBaHus. B npuHunMne MOXHO
NPOM3BECTN BCE WU3MEHEHUS, HE BbIBOAS AOKYMEHT Ha Gymary, a npocmaTpuBas
ero Ha 9kKkpaHe gucnnes. Vcnonb3oBaHMe Takom HOBOW MHPOPMALMOHHON
TEXHONIONMM NOArOTOBKM TEKCTOBbLIX AOKYMEHTOB AAeT BO3MOXHOCTb MHOIMOKPATHOM
nepenenkn n “wnndoBkn” MaTepuanos, noka He OyaeT OOCTUFHYT HeobxoauMbli
ypoBeHb kadecTBa. Mpu aToM obecneyrBaeTcsd 3KOHOMUS BPEMEHU, TPYOOBbIX U
MaTepuanbHbIX PECYPCOB.

Onepauun penakTUpOBaHUS BbIMOMHAKOTCSA NMpU nojavye nonb3oBaTesiemM
KOMaH[, TEKCTOBOro pepaktopa. KomaHabl nogalTcs BbIOOPOM MX U3 MEHK U
HaXXaTMeM HyXHbIX KnaBuw Ha knasuatype K.

OMEPALMN PEOAKTUPOBAHUA HAL CUMBOJIAMW. YT106bI BCTaBUTL OAMH
WA HECKOJIbKO CUMBOJIOB, TEKCTOBBIN pPefakTop AOJKEH HaxOAUTbCH B pexvme
BCTaBKMY, @ HE B pPexXmme 3ameHbl. [lepekniovyeHne Mexany 3TUMU pexnmMamu
ocyuiecTenaeT knasuwa Ins. MNepen BCTaBkOM HEOOXOAUMMO MOABECTU KypCcOp B
HY>XKHYIO MO3MLMIO U HaXaTb knaBuwy ¢ TpebyemMbiM cMBOSIOM. CMMBON BCTaBUTCS
B MO3ULMIO Kypcopa, a 4aCTb CTPOKM CrnpaBa (BKJIIOYAs KypCcop) COBUHETCS HA OOHY
no3unLmMIO BNPaBo.

Y71006bl YOQNUTbL OAMH UM HECKONbKO CMMBOJIOB, UCMOMNb3YOTCA Knasuwwm Del
n Backspace. lNpu Haxatun knasuwn Del ynansetcs cumBOa B rno3vumm Kypcopa,
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npaeasi 4acTb CTPOKM COBUrAETCs BEBO, KYpPCOP OCTaeTCd Ha mecTe. [1py Haxatum
knaBuwmn Backspace ynansercss CUMBOJT B r103ULMN c/ieBa OT Kypcopa, Kypcop u
npaeasi 4acTb CTPOKM COBUrailoTCs BNEBO. ITy knaBuwy yaoOHO MCMOb30BaThb,
KOorga Hago yoanuTb OOWH WN HECKOJIbKO TOJIbKO YTO HabpaHHbIX CYMBOJIOB.
YT106bI 3aMEHUTb OAWH WM HECKOJIbKO CMMBOJIOB, TEKCTOBbLIA penakTop
[OJKEH HaxXOOUTLCS B PEXMME 3aMeHbl, a He BCcTaBku. Mpu 3ToM BHOBb HabpaHHbI
CMMBOJT NMPOCTO 3aMEHAeT CUMMBOJ, HAXOAMBLUMNCS B NO3MUMK Kypcopa. Takown
cnocob 3ameHbl ynobeH, ecnu KoJIM4eCTBO 3aMEHSIEMbIX CMMBOJIOB PaBHO
KOJINYECTBY 3aMEHSIOLLNX, a TakkKe MNMpu penakTMpoBaHUM PasfivyHbIX TabnuLl.

OMNEPALVN PEOAKTUPOBAHUA HAL CTPOKAMW. OCHOBHbIMK Onepaumsmm
penakTMpoBaHUS 419 CTPOK SBASIOTCS: yaaneHne CTPOKW, pasaeneHne 0OgHON CTPOKN
Ha [OBe, CAusiHMe OBYX CTPOK B OOHY, BCTaBka MyCTOM CTPOKM.

YT0o6bI YAanuTb CTPOKY, Kak NpaBwuio, Hafo YCTAHOBUTb Ha Hee Kypcop U
nopatb crneuunanbHylo komaHay. CTpoka n3biMaeTcs N3 TEKCTA, HUXKHSS YacTb TeKCTa
NOOHUMAETCS Ha OOHY CTPOKY, YTOObl HE ObIIO MPOMEXYTKA.

Y106bI pa3penTb o4Hy CTPOKY Ha ABe, Kak NpaBuNo, HaZlo YCTaHOBUTb Kypcop
B MO3MLMIO pasfeneHnsa nm HaxaTb knasuwy Enter, npu 8TOM B no3uuuio, rae
Haxoguncs kypcop, 6yaeT nomelleH “XecTKMin” npu3Hak KoHLa CTPOKM, CTpoka
pasgenuTcs Ha ABe, pacroJfioXeHHble ofHa nog, APYron.

Y1066 COEAMHUTL IBE CTPOKM B OAHY, KaK NMpaBuio, Haf0 YCTAaHOBUTbL Kypcop
B MOyl No3nuMio 3a NMOCNEAHNM CUMBOJIOM MEPBOI CTPOKU U HaxaTb KNaBULLY
Del. MNpu aTOM yoangaeTcd HEBUOVMBIN Ha 3KpaHe pa3gennTtesb CTPOK 1 ABe CTPOKMU
00bEONHSIOTCS B OJHY.

YT06bI BCTaBUTL MEXAy ABYMSI CTPOKamMu MycTylo CTPOKY, Kak NMpaBwuno, Hazo
YCTaHOBUTb Kypcop B NI0OYI0 MO3MLMIO 32 MOCNEAHVMM CUMBOJIOM MEPBOI CTPOKU U
HaxaTtb knaeuwy Enter, 4To NpuBeOEeT K MOSBAEHUIO “XXECTKOro” npuaHaka KoHua
CTPOKWM, MeXAy CTPOKaMu BO3HUKHET HOBasi Mycrasi CTpoka.

ONEPALVN PEOAKTUPOBAHUA HAL ®PATMEHTAMU. dPparmeHTOM
Ha3blBaeTCs HenpepbiBHAS 4acTb TekcTa. BbiaeneHve dparmMeHTa genaert ero
06beKTOM nocneanyoLleli Komanabl. Bbiaennts ¢parMeHT — 3HauuT “noacBeTuTb”
€ro C NMOMOLLbIO MbILLM U KNaBuaTypbl. BelaeneHHbli GparMeHT MOXET COCTOSTb
N3 OOHOro WM HECKOJIbKMX CMMBOJIOB, C/IOBa, CTPOKW, NPeanoxeHus, ab3saua nnm
[axe BCero AOKYMEeHTa.

BbloeneHHbln dparMeHT MOXeT OblTb CTPOYHbIM, GJIOYHBIM VAW JINHENRHbIM.
CTpOYHbIN pparMeHT COCTOUT U3 MOCNEeA0BaTENbHOCTU LESbIX CTPOK. BroyHbIn
dparmMeHT 06bLIYHO 0ObEeANHSAET YacTu CTPOK, oBpasyume B COBOKYMHOCTHU
NPSIMOYronbHUK. JINHeHbIn dparMeHT MOXET BK/o4aTb B cebs nocrnenosartesib-
HOCTb (HeobGs3aTenbHO) uUenbix cTpok (puc. 1.3). CyuiecTBYlOT chneuuvanbHble
cnocobbl BbIAENEHUS A9 ClloBa, CTPOKM, npenjoxeHus, ab3aua. (Hanpumep,
OBOMHOM MAN TPOMHOM WENYOK Mblwbio B pegaktope Word).

Hanbonee 4acTto ucnonb3yemblie onepauum B TEKCTOBbIX Mpoueccopax —
KonuvpoBaHue, nepemeLleHne n yaaaeHne dparmMeHToB TekcTa. OTn onepauum Moryt
BbIMONHATLCA Kak ¢ OydepoM NMPOMEXYTOYHOr0 xpaHeHus - 6ydpepom obmeHa, Tak
n 6e3 Hero.

Bydepom npomexyToyHoro xpaHeHus (6ydpepom oOMeHa) Ha3biBaeTCS
4acTb OMepaTuUBHOW MaMATU OJI9 BPEMEHHOrO XPaHEHUsa KOMMPYEMOTro WUn
nepemMeLwlaemMoro gparmeHTa.

B JlekcukoHe pna DOS, Hanpumep, Takve onepaumn BbINOJHAOTCSA TOJIbKO
yepe3 bydep. B npoueccopax MultiEdit n Word — kak ¢ nomouibto 6ydepa, Tak 1
6e3 Hero. B TekctoBoM npoueccope Word Bo3MOXHO nepeTackMBaHue gparMeHTa
LNOKYMEHTaA MbILLIbIO HA HOBOE MecTo 6e3 nomoluy bydpepa obmeHa.
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CrpouHon paMoyronbHbIi Nunennbin
parmeHT (parMeHT cparMesT

Puc. 1.3. Buabl ¢dparmeHTOB TekcTa

TexHoMorvsa BbINOJIHEHUS onepauuii, NCNOoNb3YILLMX Bydep NPOMeEXyTOHHOro
XpaHeHusl, BKoYaeT B cebs HECKOMbKO 3Taros:
- BblaeneHne dparMeHTa TEKCTa;
- NEePEHOC UNN KOMMPOBAHUE BbliAENeHHOro ¢parmeHTa B Oydep npomexy-
TOYHOrO XpaHeHus;
- NEepeMeLLEeHMEe Kypcopa B HYXXHOE MeCTO LOKYMEHTa;
- BCTaBka dpparmeHTa 13 6ycdepa B MECTO AOKYMEHTA, yKa3aHHOE KYPCOPOM.
Heob6xooMMo NMOMHUTL, 4TO B Oydepe NpoMeXyTOYHOro XpaHeHUs MOXeT
coaepxaTbCd TONbKO OAWH dparMeHT TekCTa U KaXAbli HOBbIM dparMeHT,
NoMeLLEHHbI B Oydep, 3aMeHSIeT nNpenblayLnii.
Ha pwuc. 1.4 vnnoctpupyetca pabota Bydepa NpoOMEXyTOYHOro XpPaHEeHUS:
dparMeHT TekcTa NepeHoCUTCsS B HOBOE MECTO OOKYMEHTa.

CA0BAPE TEKCTOBOI 0 NPOLECCOR

Frocaw srraaxe — weeog JolaswdEs TERTA B BOGYHERL Dpd E¥hER
BOTOPM CHLEETT Ry Rdinid TemT SiMncReToe maapess, oesofimian (MBET b ONEpaTASHDR
"o PERMATH)

- PORAFE TERC TCROT 0 POLLECL TP
Frooam jasrmw — wimy aofaesvies TEEETE § SOEYsEHT, B _..d"'"-.
T SRS, CPELLE LY o, MsCHRcTon BECIHME
LTI

. .'* |.

Puc. 1.4. MepemelweHne BbigeneHHoro c¢bparmMeHTa TekcTa npu nomowm G6ydepa
NPOMEXYTOYHOro XpaHeHus

Mockonbky Bce npunoxenuns Windows paboTtatoT yepes obLwmin bydep obmeHa,
onepaumn ¢ pparmMeHTaMmm TekCTa MOryT 3aTparvBatb He TOJIbKO OOKYMEHTHI,
co3faBaemMble B TEKCTOBOM npoueccope Word, HO 1 B Apyrux npunoxeHuax. Tak,
Bbl MOXETE NEepPeHECTN (CKONMMPOBaTb) NMOMEYEHHbI pparMeHT 13 Ballero TekyLero
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LOKyMeHTa, co3aaBaemoro B pegaktope Word, B Kakon-nnmbo O4OKYMEHT, CO34aHHbIN
B TabnmyHoM npoueccope Excel, n Hao6opoT.

YOAJIEHVE TEKCTA. B COBpPEMEHHbIX TEKCTOBbIX MPOLECCOPax BO3MOXHO
yOoanuTb CUMBOJ, CNOBO, CTPOKY, dparMeHT TekCcTa (CTPOYHbIA UM GNOYHbIN).

lMpn aTOM ypnaneHue nocnegHero BBEAEHHOro cumMBona (T.e. CMMBONA,
CTOSILLErO NIEBEE KypCcOopa) OCYLECTBASETCS npu nomowm knasuwm Backspace, a
CVMMBOJa, CnenylLwero 3a Kypcopom, — npu nomowwm knasmwmn Delete.

YpaneHuto cnosa, CTPOKW, NPenyioxXeHus unm nboro gpyroro dparmeHTa
TekcTa NpefLlecTByeT NpeasBapuTesibHOE BblOeNeHNE COOTBETCTBYIOLErO 3IEMEHTA
TekcTa, a 3aTeM npumeHeHne nubo knasuwun Delete, nnbo onepauun ypanexHus.
MecTo, 3aHnMaemoe yaaneHHbIM 3IEMEHTOM TEKCTa, aBTOMATUYECKN 3aMOSIHAETCS
pa3MeLLEHHbIM MOCe HEro TEKCTOM.

YpaneHHbIn pparMeHT TeEKCTa MOXET ObITb MOMELLEH B Bydep NPOMEXYTOYHOro
XpaHeHusa (cMm. puc. 1.4), kak 1 Npu BbIMONHEHUX Onepauun nepemMelleHus. Torga
npu HeobxoOAMMOCTU €ro MOXHO BOCCTAaHOBWUTb, ecnin B O6ydep He Obina
npovseeneHa HoBas 3anuchb.

ONEPALUNA OTKATKW. MHorme nporpamMmmbl, B TOM HUCNE U TEKCTOBbIE
Nnpoueccopbl, NO3BONSAIOT BhIMOJHATL Onepaumio oTkaTki. [na peannsauum aTomn
onepauuim TEKCTOBbLIV NMpoueccop GpUKCUPYeT NOCNenoBaTENIbHOCTb OENCTBUIN MO
M3MeHeHnio Tekcta. CneumnanbHoOM komMaHgon otkatkn Undo (OTMeHUTb) nofb3o-
BaTeslb MOXET BEPHYTb OOKYMEHT B COCTOSIHME, KOTOPOe OblI0 HEeCKOJIbKO LUaroB
Hasaf, TO ecTb “OTKaTuUTbCA”. MNyBGUHA BO3MOXHOI OTKATKM 3aBUCUT OT UCMOJIb3YEMOW
nporpaMmmbl. Hapsaay ¢ koMaHOol OTKaTKM CyLLeCTBYEeT KOMaHOa OTMEHbl OTKaTKM
Redo (MosTOpuTs).

1.3.3. dopmaTtupoBaHue Tekcrta

Onepaunn dopmMaTnpoBaHUS BKOYAOT B cebs pa3duBKy TeKCTa Ha CTPOKMU
(B pamkax ab3aua) u cTpaHuubl, BbIOOP pa3mepa, BUOa M HadepTaHus wpnudTa,
pacnonoxeHus absaueB, OTCTYNoB M OoTOMBOK Mexnay ab3auamu. dTu onepaumm
BbIMOJIHAIOTCSA Pa3/IMYHbIMU TEKCTOBbLIMU MPOLECCOPAMU C PaA3HOU CTEMNEHbIO
aBTOMaTM3auuun. Hanpumep, pasbueky Ha CTPoku U cTpaHuubl Word BbiNoNHAET
ABTOMATUYECKN (3TO CBOWMCTBO — OT/IMYUTENbHASA YepTa MOLLHbIX TEKCTOBbIX
npoueccopoB). JIEKCUKOH aBToOMaTMYECKN pa3bMBaET TOJIbKO Ha CTPOKU, a pa3busky
Ha CTpaHuUpbl BbIMOAHSET NMWb MO cneumanbHoi komaHae. Multiedit n To n gpyroe
BbIMOJIHAET MO KOMaHAe.

B yem cyTb dopmaTmpoBaHua? 3TO cnocoOHOCTb TEKCTOBOro rnpoueccopa
NnpPon3BOANTL OPOPMIIEHNE OOKYMEHTA:!

- 3aplaBaTb rpaHuLbl paboyero rnoss (nosocel Habopa), onpenenss nons
CBepxy, CHU3Y, cnesa, Crpasa;

-YCTaHAaBNUBATb MEXCTPOYHbINA MHTEPBas (Pa3pexeHHOCTb CTPOK Ha
CcTpaHuLue) 1 MexOyKBeHHbI MHTepBasn B CJIOBE;

- BbIpaBHMBaTb TEKCT — LEHTPUPOBATb, NPMXMMaTb K JIEBOW WU MpaBon
rpaHuLe, PaBHOMEPHO pPacnpenensTb CnoBa B CTPOKE;

- MICMOJIb30BaTb PasfiyHoe LWpPUPTOBOE O0POpPMIEHUE.

B peaynbTtate nogayn koMaHa GOpPMaTUPOBAHUSA MOXHO BbIPOBHSATb NIEBbIE U
npaeble rpaHuLbl CTPOK 3a CYeT BCTaBKW W yaaneHus “mMarkmx” npobenoB mexny
CNnoBaMu, N3MEHEHUS MECTOMOJIOXEHNSA “MArKNX” NPU3HAKOB KOHLA CTPOKW. MNepen,
BblJayelr 9TOM KOMaHAbl HYXHO YCTaHOBUTb XElaeMble TPaHuLbl pasMeLLeHuns
TekcTa. KomaHoa MOXET BbIMOMHATLCA Kak Ans ogHoro ab3aua, Tak v i BCero
TEKCTOBOro aokymeHta. Ha puc. 1.5 (a) nokadaH TekcT 0o popmMaTnpoBaHma (CTPOKU
MMeIoT pasHylo OanHy), Ha puc. 1.5 (6) aTOoT TekcT yxe oTdopmaTMpoBaH (rnpasBble
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a) 3} B)

Puc. 1.5. ®dparmeHT Tekcta Ao v nocne ¢opmaTupoBaHus

rpaHuupbl CTPOK BbIPOBHEHBI), HA puc. 1.5 (B) TekcT nepedopmMaTUpoOBaH C LENbIO
M3MEeHEeHNS (YMEHbLUEHNH) OJIMHbI CTPOKMW.

dopmaTtmpoBaHMe 4acTo NPUMEHSETCS MO OTHOLUEHMIO K ab3aLy.

AG3au — dpparmMeHT TekcTa, NPOoLEecC BBOAA KOTOPOro 3aKOHYUJICSH HaXaTUeM
Ha knaBuwy Beoga Enter. Takoe HaxaTue cnegyeT paccmaTpuBaTtb Kak KOoMaHay, no
KOTOPOW Tekywmii ab3al, 3akpbiBaeTcs. B 60MbLUMHCTBE TEKCTOBbLIX MPOLECCOPOB
npu 3aseplueHnn absaua knasuwenn Enter HoBbIM ab3al, HacnegoyeT CTUJb
npenblayuero. dopmaTnposaHve ab3aua BO3AeNCTBYeT Ha Becb ab3auy. OHO Kak
Obl XpaHUTCA B cMMBOJe ab3aua, KOTOPbIM 3akaHyMBaeTcs Kaxapli ab3al. Ecnu
yoanuTb 9TOT CMMBOJ, TO MPEAWECTBYOWNA €My TEKCT CTaHeT 4acTblo
nocnepytowero absaua. B TekctoBoMm pepaktope Word 3TOT CMMBOM MMeEET BUA,
“41”. OH MOXET ObITb BUAEH NPM OTOOPaXEHNN HA 3KPaHe HernevyaTaemblx CUMBOJIOB.

1.3.4. MNMeuatb TekcTa

[MonyyeHne oTnevyaTtaHHOro TEKCTa SABASETCH, KaK MPaBWIO, FMaBHOW LENbIO
noAroTOBKN AOKYMEHTA C MOMOLLBID TEKCTOBOro pepaktopa Ha K. OTtan neyatm
COCTOUT 13 Onepaunini NoAroTOBKM TEKCTa K neyatn n cOOCTBEHHO MevaTtu.

K onepaumam noaroToBKM TEKCTa K MeyaTu OTHOCHATCS pas3feneHve Ha
CTpaHuLbl, HYMepauus CTpaHul, U3MeHeHne wpudTa, BblOENIEHME 3NEMEHTOB
TeKCTa npu neyaTtu, 3agaHne 3arofloBka M NOAHOXUSA CTPaHULL.

[na pasgeneHns TekcTa Ha CTpaHuubl NONb30BaTeNb O0/KEH 3agaTb
napamMeTpbl CTPaHWULbl U PACCTOSAHME MexXAay CTpokaMu npu nedatu. CrneumanbHble
KOMaHOpl pefakTopa yrnpasnsioT pacnosioXeHneM TEKCTOBOro Marepuana Ha mcTe
Oymarn. C ux nomoLblo MOXHO 33[aTb pa3Mep Mosieit cneesa M crnpaBa OT TekCTa,
paccTosiHMe Mexnay CTpoKaMu, KONMYECTBO MYCTbIX CTPOK B BEPXHEN U HUXHEN
yacTax nucta. Ha akpaHe gucnnes rpaHuua CTpaHuubl YKasblBAEeTCS 4yalle BCEro
rOPU30HTANIbHOW NIMHUEN U3 TO4YeK WM 4epTodek. B HekoTopbix pepaktopax
pasaenieHve Ha CTpaHuLbl NPON3BOANTCS aBTOMAaTUYECKM Ha 3Tane Habopa TekcTa,
B APYrnx OJis 9TOr0 HY>XXHO MOAaTb CrneuuasibHylo KoMaHay.

Mo aHanorum ¢ npobenamun 1 pasgennTensMm CTPOK CYLLECTBYIOT “MArkne” u
“XecTkme” pasfenutenn cTpaHul,. YCTaHoBka “MAarkux” paspenutenen cTpaHul
NpoOn3BOAMTCA TEKCTOBBLIM PEeaakTOPOM, NPU PeaakTUPOBAHUM OHU MOTYT U3MEHSTb
CBOE MONOXEHWE, Hanpumep, Nocne yaganeHus 4actu TekcTa.

YcTaHoBKY ‘“ecTKux” pasgenutenieit cTpaHul NPoV3BOAUT MOJIb30BaATESb.
“XKecTkme” pasgenutenn CTpaHuL, HyXXHbl B TEX Clydasx, Korga ganbHenwas neyatb
[OJKHA NPOM3BOAUTLCA C HOBOW CTpaHuubl, HANpPMMep B KOHUE rnasbl, nepeg
HavanoM Tabnuupl, KOTOPYIO HAno 0643aTenbHO YMECTUTb Ha OAHOW CTpaHuue, U
ToMy nogobHoe.
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MHorune TeKCToBbIE peoakTOpPbl OCYLLECTBAAT HYMepauuio CTPaHWL, aBTOMaTU-
YecKkn UM No KomaHge nonb3osartens. [pm 3TOM HOMEP MOXET pacnofnaratbCs B
BEPXHEN UMM HUXHEN 4acTu CTPpaHuubl, CneBa, cnpaBa WM B LEHTPEe CTPOKWU.
HekoTopble pefnakTopbl MO3BONAIOT OCYLLECTBUTL HYMepaLUMio, HaYMHAIOLWYIOCA He
C eaviHNLblI.

CnekTp BO3MOXHOCTEN, NPeaoCTaBNseMbIX TEKCTOBbIMU pefakTtopamMu Ons
NoAroTOBKW K nevaTu, BecbMma WwKMpok. CocTaB onepaunii n cnocob mx 3agaHus
MOJIHOCTbLIO OMPEenensaTCsad KOHKPETHbIM TEKCTOBbIM PEeaakTOPOM.

Mpn NoaroToBke TEKCTa K NevaTn NoAe3HO NPOCMOTPETb AOKYMEHT Ha 9KPaHE.
OTO gaeT BO3MOXHOCTb BbISIBUTb HeyAdauHble pe3ynbTaTbl paboTbl pepakTopa
(Hanpumep, Takoe pa3breHre Ha CTpaHuLbl, MPU KOTOPOM 3arofIOBOK pas3aena
OKa3blBaeTCsd Ha OOHOM CTpaHuue, a caMm pasfen — Ha APYron) u BbINOSHUTb
LOMNOJIHUTENbHOE pPefakTMpOBaHME TeKCTa (Hanpumep, BCTaBKY JINLIHEN MYyCTON
CTPOKM Mnepepn 3arosioBKOM C MOCNEAYIOUEN HOBOW pacCTaHOBKOW “MArkmx”
pasgenutene cTpaHuy,), YToObl MOSTYYNTb TEKCTOBbI AOKYMEHT XOPOLLEro KayecTsa.

CoO6CTBEHHO MeyaTb SBASETCS 3aKIOYMTENbHOW onepauuen atana nevyaTtu
nokymeHTa. Nepen ee BbINOJSIHEHUEM MOXET BO3HWKHYTb HEOOXOOMMOCTb nogayn
cneumanbHbiX KOMaHO penaktopa U yCTaHOBKM PEXWMMOB MedyaTu Ha naHenm
ynpaeieHnsa npuHTepa.

YcTaHOBKa peXMMOB MneyaTtu npuHTepa 3aBUCUT OT MOLENU MpuHTEpa U
noapoBHO OMMCLIBAETCH B PYKOBOACTBE MO €ro SKkcryaraumu.

MpepocTtaBnaeTcs BOSMOXHOCTb YCTAHOBUTb PEXMM MeyaTu C OCTaHOBKOWN
nocrie Kaxaoro nucta nmbo pexxum HenpepbiBHOM nedaTn. ECTb kOoMaHaa ans Toro,
4yTOObI NeyaTaTb HE BECb AOKYMEHT, a TONIbKO MHTEPECYIOLLYIO MOJIb30BaTENS YacThb,
ee yoobHO Mcnonb3oBaTth 4S9 NepeneyaTtky OTAEeNbHbIX CTPaHuL, UM dparMeHToB
TekcTa. YHMBEpPCalbHble CUCTEMbI TEKCTOBOW 06paboTkM NpeaocTaBnsaioT
CEPBUCHbIE BO3MOXHOCTM OIS HACTPOMKM Ha pasdfiMyHble MOAENN MPUHTEPOB.

1.3.5. BepeHue apxuBa TEKCTOB

Mcnonb3oBaHue MK onga noarotoBkM TEKCTOBbLIX LOKYMEHTOB CTaBUT Mepefs,
nonb3oBaTensMn 3agady co3aaHns U BeAeHUS apxmBa TEKCTOB HA MarHUTHbIX AMCKaX
(ML). BeneHue apxuBa BK/toHaeT B cebs onepauumm: NpoCMOTP OrfiaBfieHns apxmBa;
YyTEHMe TEKCTOB M3 apxuBa; 3anuCb TEKCTOB B apxuB; KOMMPOBAHWE TEKCTOB;
nepevMeHoBaHMe TEKCTOB; yAaNleHMe TEKCTOB.

MpocmoTp ornasneHus apxusa Ha MA. [MpocMOTp OrnaefeHUs — 4acTo
ncnonb3yemas onepauus, 6eiBaeT Heobxoouma Ans nomcka ANCKEeTbl, COAEpXaLLei
HYXHbIA TEKCT, ONng aHanmada cogepxvmoro M nepep BbiNOSIHEHMEM CEPBUCHbBIX
byHkuMn Hag darinamn. Ha akpaH gucnnes BblAAlTCS KPaTkKMe CBEOEHUS O
COAEPXNUMOM HYXXHOrO aucka. Kak npaBuno, aTu CBeAEHNS OrPaHNYMBAIOTCS UMEHEM
danna BMeCTe C pacLUMpPEHNEM.

YreHne tekcta ¢ MA. Onepauus BbINOMHAETCS NMpuU nogaye nonb30BaTenem
cneunanbHOM KoOMaHAbl pepakTopa. Ang onepauun 4TeHus nokymeHta ¢ M
NepBOCTENEHHbIM ABASETCS NpaBubHOE 3agaHne umeHun dawnna. Kak npasuno,
ecnn danin pacnonioXeH B TEKyLleM nogkartanore, TO AOCTaTO4YHO 3ajaTb TOJIbKO
uma danna. B npoTMBHOM crydae Hafo 3agartb MOJHLIA NyTb K danny, Hanpumep:

C:\KNIGA\REDAKTOR\GLAVA1.TXT

3anucb Tekcta Ha M. Onepauns BbINONHAETCS NPWY Nogadve Nnosb30BaTenem
crneunanbHon komaHabl pepakTopa. CyuiecTByeT BO3MOXHOCTb 3anucaTtb Ha M/,
BECb TEKCT UK ero 4YacTb. [locne nogayn KomMaHAbl TEKCTOBbIM peaakTop
3anpawmvBaeT y nonb3oBatens MMms, nog KOTOpbIM Hago 3anucatb TEKCT B BMAE
danna Ha M. Ocob6eHHOCTU 3a0aHMsa UMEHN Takme Xe, Kak 1 Ans onepaumm YTeHUs
¢ M. Bbibop paclumpeHms UMeHu 3aBUCUT OT Tuna TeKCTOBOro AOKyMEHTA.
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1.4. PaGota c TeKCTOM
1.4.1. MuHuMmanbHbIi HAGOpP TUMOBLIX Onepauuii

MuHMMAanbHLIN HAGOP TUMOBLIX ONepaLMii BKIoYaeT onepaunmn, NpoMs3BoanNMbie
HaO OOKYMEHTOM B LieSioM, Had ab3auamu OoKyMeHTa U Haf ero gpparMeHTamu.

ONEPALMN, MPON3BOAMMBIE HAO JOKYMEHTOM B LLEJIOM. K onepa-
UMM, MPOM3BOANMbBIM HaL, AOKYMEHTOM, OTHOCHATCS:

- co3naHne HOBOro JOKYMEHTa — NPUCBOEHNE JOKYMEHTY YHUKASIbHOrO UMEHM
1 Habop BCEro TekcTa JOKYMEHTa Ha KiaBuaType;

- 3arpy3ka npeaBapuTesnbHO CO3/1aHHOMro 0KYMeHTa B ONepaTUBHYIO NaMaTh;

- COXpaHeHne [JOKYMeHTa — KONMMpoBaHue OOKYMEHTa U3 OrnepaTuBHON NamaTu
BO BHELLHIO;

- yaaneHue [oKyMeHTa — yaaneHne cCo34aHHOro Unmn 3arpy>XeHHoro JoKyMeHTa
C 9KpaHa;

- pacrieyatka JJOKyMeHTa — co3faHue TBepaon (6yMaxHoM) Konum AoKyMeHTa.

ONMEPALINN, MPON3BOOMMBIE HAL AB3BALUAMU NOKYMEHTA. A63aL, aBnseT-
CH KJIIOYEBLIM 3/IEMEHTOM B CTPYKTYype AOKYMeHTa AN MHOMMX TEKCTOBbIX
MpoLEeCcCOpoB.

K onepauusam, nponsBoauMbiM Hap, ab3auamMm OTHOCHAT YCTAHOBKY rFpaHuL,
ab3aueB 1 ab3alHbIX OTCTYMNOB, BbiPAaBHMBAHME, a TakKXe BKJIIOYEHME MepeHoca
CNoB.

YcraHoBKy rpaHul a63aleB NMpou3BOAAT C NMOMOLLbIO MapkepoB OTCTYMOB,
Haxo4dAWKMXCA Ha KOOPAMHATHOW JIMHENKe, WM COOTBETCTBYIOLWMMN KOMaHOaMM
MEHIO.

BbipaBHuBaHue (Bbiknoyka). PasnnyaloT 4yeTbipe BuAa rOPU30OHTANbHOro
(BneBo, BNpaBo, Mo LEHTPY, MO LWWMPUHE) N TPY BUOA BEPTUKANIBHOrO BblPaBHUBAHUS
(BBEPX, BHW3, MO BbLICOTE).

lMepeHoc. Mpu BbIKIIOYEHHOM pPEXMME aBTOMATUYECKOro rnepeHoca CloBO,
He NMOMECTMBLUEECs Ha CTPOKe, MOSIHOCTbIO NMEePeHOCUTCH Ha CRedyloLylo CTPOKY.
OTO He NpuMAAeT 3NIEraHTHOCTU TEKCTY; ero MpaBblii Kpahi OCTAeTCs HEPOBHbLIM.
[n§a ynyyweHna BHELWHEro Buaa TeKCTa UCNonb3yloT pexumM nepeHoca. Npu py4Hom
BapuaHTe NnepeHoca Nofib3oBaTesib caM onpeaendeTr MecTo nepeHoca, BBOAS
nedunc, n XecTkum rnepesoaoM KapeTkn (Haxatmem Ha knasuvwy Enter) nepexogut
Ha cneayouyto CTpPoky. Mcnonb3oBaHWe Takoro pexuma nepeHoca npueBoamT K
HEOOXOAMMOCTU yaaneHusa AeducoB nNpyv NOBTOPHOM GOpMaTMPOBAHUN TEKCTa
DOKYyMeHTa.

[py BKIIOYEHHOM pEXMME aBTOMAaTMYECKOro rnepeHoca peannadyetcs MSArkum
BapuaHT nepeHoca: TEKCTOBbIA NPOLECCOP CaM AeNUT CII0BO Ha CJIOMM 1 NePeHoCcuT
€ro Haunyywmm cnocobom. ITOT PexuM He CO3[aeT HUKAKUX TPYAHOCTEN npu
MOBTOPHOM (pOpMaTUPOBAHUN.

OMEPALIN, MPON3BOANMBIE C ®PATMEHTAMU TEKCTA. 3T1u onepaumu
BKJIOYAIOT BblAeNeHne dparMeHTa TekcTa, ero nepemMelleHne, KonmpoBaHie unm
yaaneHue, KoTopble ObiI PACCMOTPEHbI B MPeaLLecTByoLLeM pasaesne rnasbl. Kpome
TOro, BblAeNeHHbI dparMeHT TeKCTa MOXHO HamnedataTb, MPOM3BECTU MOWUCK U
3aMeHy CUMBOJIOB, MPUMEHUTb LIPUGTOBOE BbIASNEHNE W Pafd, OPYrUx Onepawuii.

1.4.2. PacluvpeHHbIii HaGop TUMNOBLIX oOnepauuii

KOHTEKCTHbI/ MOUCK U 3AMEHA. OpvH 13 BUOOB novcka — o MecTy —
3ako4aeTcs B npenBapuTesibHOM pasmMeTke TekcTa, 3To yaobHo npu paboTe,
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TpebyioLLer MHOrokpaTHOro obpalLleHns K onpeaesieHHbIM MecTamM JOoKyMeHTa. [ng
Takoro nomcka Mcrnonb3ylTCcs, No aHanorum ¢ 3aknagkamy B OObIYHOW KHUreE,
KoOMaHapl TUna “co3aatb 3aknagky”, “HalTh HYXHYIO 3aknaaky”, “yopaTb 3aknanky”.
Takve “3aknagkn” yaiwe Bcero o6o3HavatoTcs umdbpammn unmn Gyksamn andasuTa.

[pyroin Bua noucka — rno obpasuy — 3akiilo4yaeTcs B TOM, 4TO 3ajaeTcs
HEeKOTopbIN ob6paseL, (CMMBOM, CNOBO, rpynna CioOB WX LLenoyka CUMMBOJIOB) U
nopaeTcsi KOMaHAa rnovcka. TEeKCTOBbI pefakTop HayMHAEeT MPOCMOTP OOKYMEHTA.
[MpocMoTp NprocTaHaBIMBaETCS KaxXablil pa3 Npu 06HapyXeHn 3a4aHHOro obpasua,
Ha 9KpaH BblOAETCsl COOTBETCTBYIOLMIA dDparMeHT TekCTa M MONb30BaTENb MOXET
COBEPLUNTb HYXXHble onepaumn. 3aTeM MOXHO MoAaTb KOMaHAy Ha NpoaosiXeHue
VN1 NpekpalleHne novcka.

Mouck no obpasuy ynobeH, Hanpumep, Npu 3amMeHe TepMUHA B LOKYMEHTE.
Tak, ecnu HyXXHO 3aMEHUTb B TEKCTE CJIOBO “NMYHBLIA” Ha CNOBO “NMepCOoHasbHbIN”,
B kayecTBe obpasua Ofis rnovcka MOXHO 3a4aTb “NMYH”, YTOObl MOUCK He 3aBuCen
OT NafeXHbIX OKOHYaHWI. TekCToBbIM pefakTop 6yaneT nocnenoBaTenbHo NoABOANTb
KYpPCOp K KaxaomMy HalgeHHOMy obpasuy, a 3aMeHy HYXHO OyaeT npoum3BoauTb
BPYYHYIO C YY4ETOM POAA, YACna, nagexa v Apyrux rpaMmmaTmyeckmx 0COOEeHHOCTEN.

KomaHnpa 3amMeHbl CnyxXuT Ans 3aMeHbl OAHOro KOHTEKCTa Ha apyroi. MNepen,
nogadyen 3apatotca obpasel noucka u obpasey, ong 3ameHbl. KomaHgoa mMoxeT
BbINONHATLCSA Kak MO BCEMY TEKCTY, Tak M Mo ero BblaeneHHoMy dparMeHTy. Takas
KOMaHAa MOXeT OblTb MCNONb30BAHA, HaMpuMMmep, Aas 3aMeHbl B TEKCTOBOM
nokymeHTe cnoea “MOBM” Ha cnoso “lK”.

KomaHaa 3amMeHbl HacTO MMEET Pa3Hble PEXMMbI BbIMOJIHEHUS:

-OpgHopasoBas n rnobasbHas 3ameHa. Pexum ogHOpa30BOW 3aMEHbI
npekpallaeT NOUCK MOCNE HaXOXAEHUsS MepPBOro 3aMeHsIemMoro ajeMeHTa.
nobanbHasg 3amMeHa 3aMeHSET BCE BXOXAEHMS 3aMEHAEMOro SJeMeHTa.

-ABTOMaTu4deckas v pyqHass 3ameHa. Pexum py4dyHoi 3ameHbl TpebyeT
NOATBEPXAEHUS MOSIb30BATENS HA 3aMeHy MOC/e HaxOXAEHUS Kaxaoro
3aMEeHSIeMOro anemMeHTa. ABTOMAaTUYECKUIA PEXUM Takoro MOATBEPXAEHUS
He TpeoOyerT.

- YyBCTBUTE/IbLHOCTb U HEYYBCTBUTE/IbHOCTb K CTPOYHbLIM W MPOMUCHbIM
cumBosam. Mpu BbIOOpE pexuma, YYBCTBUTENBLHOTO K CTPOYHBIM WU
NMPOMUCHLIM CUMMBOJIAM, PErncTpP, B KOTOPOM OTOOpaxeH 3aMeHseMbli
3NIEMEHT, MMEET 3Ha4yeHue npu ero nowucke. VIHbiMu crnoBamu, €Cnuv Bbl
3aann 3aMEeHsIEMbIA 3NEMEHT Kak ibm, TEKCTOBLIN NpoLueccop He obpaTut
BH/MMaHWSA Ha BCTPeTUBLUEeCcd eMy B TekCTe CsioBo IBM.

- HanpasneHune noucka. O6bIMHO KOMaHOa NMoucka U 3amMeHbl peanuayet
MOUCK, HayMHasa OT MO3MuUUM TekCcTa, 3aHMMaeMol B HACTOsLLee Bpems
KypCOpOM, M A0 KOHU2 AOKYMeHTa. Y psafa TEeKCTOBbIX MPOLECCOPOB
HarnpasneHne Nnoucka MOXHO M3MEHUTb Ha obpaTtHoe.

B psane TekcToBbIX npoueccopos (Hanpumep, Word) ¢ NOMOLLbIO cheuyanbHbIX
CMMBOJIOB peann3yeTtcs A3blk 3anpOCOB, AAlOLWMA BO3SMOXHOCTb OCYLLLECTBNATb
KOHTEKCTHBbI/ MOUCK MO CNIOXHbLIM KPUTEPUSM.

OMEPALMN COXPAHEHWNY. Onepauns coxpaHeHUd 3anucbiBaeT
OTPEenaKTUPOBAHHbLIA AOKYMEHT, HaxOAdLWMACA B OMepaTUBHOM MamMaTu, Ha OUCK
A5 MTOCTOSIHHOIO XpaHeHusl. TUN CoOXpaHEHHOro AOKYMeHTa 0ObIYHO NPUCBaNBAETCS
TEKCTOBbLIM MPOLLECCOPOM aBTOMaTUyecku. Hanpumep, B TEKCTOBOM npoLeccope
Word pokymeHTy npucamnsaetcd Tun .DOC. BonbLUMHCTBO TEKCTOBbLIX NPOLLECCOPOB
MCNONb3YIOT Creayowme Tpu onepaumm COXpPaHeHUs AaHHbIX.

1. CoxpaHuTb 1 NPOAOIXUTL PEeAakTUPOBaHMe. JTa onepaums BbIMOJHAETCS

nepnuoamnyeckun, rapaHTMpys COXpaHHOCTb 0OoJlee CBexXeil Konuu
CO3[aBaeMOro JOKyMeHTa Ha clly4aii BO3MOXHOW ero ytparbl.
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2. CoxpaHutb u BbIiTU. Mbl MCNONBb3yeM 9Ty OMepauuio ANng COXPaHeHUs
OTPEAAKTMPOBAHHOIO AOKYMEHTa M BbIXOOA B OMEPALMOHHYIO CUCTEMY.

3. BbliiTn 6€3 coxpaHeHus. ITa onepaums no3BossSeT BbliT B ONepaunuoHHyo

cucteMy 6e3 coxpaHeHus LOKYMEHTa, C KOTOpbiM paboTanu.

B TekcToBbIX npoueccopax, MMEKLWMX MHOTOOKOHHbIN pexum paboThl,
npeoycmaTpuBaloTCa ofHa onepaums BbIXOLa W OTAESbHbIE Onepauum CoOXpaHeHus
1 3aKpbITUS OKOH. ECnn npu BbIXOAE B 3aKPbIBAEMOM OKHE OCTAeTCS HECOXPAHEHHbIN
M3MEHEHHbI JOKYMEHT, TO TEKCTOBbLI NPOLECCOP OOMONHUTENBbHO 3anpallnBaEeT,
cnefyeT N COXPaHUTb OOKYMEHT WIWN HeT.

TekcToBblE MPOLECCOPbI C MOMOLLbIO Pe3epPBHbIX dalrinos obecneymsaoT
3alNTY CO3AAHHbIX OOKYMEHTOB OT BO3MOXHOW yTpaTtbl. [Jng 3TOro cneuuanbHomn
KOMaH[0WN COXpaHeHus obecrneynBaeTcs pexum, Korga OOHOBPEMEHHO XpPaHATCS
[Ba ¢danna 0gHOro 1 TOro Xe AOKYMeHTa — TEKYLLMA 1 pe3epBHbIi. [locne BHeceHUs
M3MEHEeHN B OOKYMEHT npebiayuias ero BEpPCUs aBTOMaTUYECKM COXPaHHAeTCcd
KaK pe3epBHbIn ¢ann: emy npuceamBaeTca pacumpermne .BAK, a oTpenaktmpoBaH-
Has BEPCUA paccMaTpmBaETCs Kak TekyLwmin pann. Tun Tekylero danna onpenenser
caM Mofb30BaTeflb MAN OH MPUCBAMBAETCSH NO yMon4aHuio (Hanpumep, .TXT, nin
.DOC). Takum 06pa3omM COXpaHSAETCH TOJIbKO MOCNEeAHSAsd, U3MEHEHHAs Bepcus
DOKyMeHTa; 6oNiee paHHUE Bepcumn TepstoTcs. XOTd copepXXaHue TeKyLLero u
pesepBHOro ¢ainoB He OAMHAKOBO, BO3MOXHOCTb MUCMNOb30BaHUS MocneaHero (B
crlyqae NoBPeXAEHUS WY yTpaThl Tekyllero danna) NnpeacTaBaseTCcs O4eHb LLIEHHON.
ABTOMATMYECKOE COXPAHEHNE PE3EPBHbLIX DaIOB MOXET OKa3aTbCs HEAOCTATOYHbIM
onga obecrneyvyeHns 3alUTbl BaXHbIX OOKYMEHTOB W nporpamm. B aTom cnyvae
CO34atl0TCA OOMOSIHUTENbHbBIE KOMUU, XPaHAaLWMecd OTAENIbHO OT OCHOBHbIX.

BaxHbIM pakTopoM 3awmnTbl CO3aBaeMbIX AOKYMEHTOB ABNFETCS GYHKUUA
ABTOCOXPAaHEHUS, KOTOpas MOXET BbINONHATLCA Kak OoObl4HAa onepauusd
COXpaHeHns Un Kak crneumanbHas ornepauusi COXpaHEHUS TEKYLLEro COCTOSHUSA
TEKCTOBOroO rnpoueccopa B crneumanbHom danne. B nocnegHemMm cnydae npu
aBapuUNHOM MpekpalleHnn paboTbl 3TO COCTOSIHUE MOXET ObiTb BOCCTAaHOBJIEHO,
BKJIlO4ad COAEPXMMOE BCEX OKOH, MOJIOXEHME KypCOPOB B OKHax W T.M.

CoxpaHnsnte pesynbtatbl cBoen pabdoTbl. Onga atoro kaxaple 10-15 MUHYT
BbIMNOSIHANTE ONepauuilo COXPaHEHUS UNN YyCTAHOBUTE PEXUM aBTOCOXPAHEHUs,
€C/In OH NMeeTCs B TeKCTOBOM MNpoLEeccope.

MPOBEPKA MPABOMNCAHNA CJIOB N CUHTAKCUCA. Pexum npoBepku
NMpaBoOMNMCaHNSA N CUHTaKCKCA BbIMNOJIHAETCS crneumanbHbIM1 nporpammvamMin (Speller/
checker), koTopble MOryt 6biTb aBTOHOMHbIMKU, Hanpumep Opdo, nubo
BCTPOEHHbIMW B TEKCTOBbIV MNPOLLECCOP. DTU NPOrpaMmMbl 3HAYUTENBHO Pa3/INYaOTCA
Mo CBOWM BO3MOXHOCTAM. Hanbonee MouHble U3 HUX MPOBEPSIOT HE TOJIbKO
npaBonmMcaHne, HO N CKJOHEHME, CNPAXEHUe, NYHKTyauuto U gaxe CTUib.
YKa3aHHbI pPexnumM NCNONb3YIOT A KOHTPONS OQHOro C/oBa, CTPaHULbl UKW LENoro
DOKYMeHTa. YKasaHHOEe CI0BO COMOCTaBASETCS C ero HannmcaHWeM B CloBape U B
cny4ae nobObiXx HECOOTBETCTBUIA BbIJAETCHA Ha 3KpaH Ons penaktTupoBaHus. MNpu
3TOM MOJSIb30BATENIO NpenjiaraeTcs cnenyLlwmini Beldop:

1) npoBecTn ncnpaBieHne;

2) UrHopupoBaTb OLINOKY;

3) nob6aBuTb JaHHOE CJIOBO BO BCMOMOraTesbHbli CNoBapb.

MHorve TekCcTOoBble penakTopbl npeasaratT OOMNOJIHUTENbHbIE YCNYyrn
(HanpuMep, BapuaHTbl HanNuUcaHua cnosa), obfieryawolme rucrnpasieHne ondok.
HO NOMHUTE, 4TO BO3MOXHOCTU NPOrpaMmbl 3aBUCAT OT NOSHOThLI CioBaps. Noatomy
MOCTOSSHHO MOMNOJIHANWTE BCNOMOraTefbHbli CNOBapb, BHOCS B HEro ciosa,
OTCYTCTBYIOLLME B MCXOLHOM CnOBape.

Kpome npoBepkn owmboK NyHKTyaUumn 1 Bblaayn rnpenioXxeHuin no nx yctpaHe-
HUIO 3TOT pexunm obecrneymBaeT BbiSBIEHNE HEeKOTOPbIX OLUMOOK CTUSISA, B YaCTHOCTU
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HenpaBUIbHOE MCMOJb30BaHNe 3arfiaBHbIX M CTPOYHbIX OYKB, MOBTOPEHME OAHOro
M TOrO X€e C/IoBa HEeCKOJSIbKkOo pa3 noapsin, OTCyTCcTBMe npobena mMexay cinoBamu,
OTCYTCTBME BTOPOW KaBbl4kM U T. N. Bce ykasaHHble OLNOKM BbISIBNSIOTCA HA OCHOBE
CpaBHeHMsa pa3paboTaHHOro TekcTa C XPaHAWMMUCH B NaMATU OCHOBHbIMMU
npasuiamn. 3amMeTM, YTO MCMOJIb3yeMbIli B pamMkax TEKCTOBOro npoLieccopa Habop
TakMx NpaBuJl CYLLECTBEHHO OrpaHu4YeH.

CJIOBAPb CMHOHMMOB. CnoBapb CUHOHMMOB NMOMOXeT n3bexaTb
NOBTOPEHUA N cOenaeT 3neraHTHbIM Ball CTUNb U3N0XeHus. Ero ncnonb3oBaHue
4ypesBblYalrHO MPOCTO. HaBeomTe Kypcop Ha MHTEpecylollee Bac ClOBO W BBeoUTe
KOMaHay MpoCMOTpPa CnoBapsi CMHOHUMOB. TEKCTOBbLI PEeAaKTOp BbIAACT HA 9KPaH
HECKOJIbKO CMHOHUMOB. BbibepuTte TOT, KOTOpbIA Bam Oosblle HPaBUTCS, U OH
aBTOMaTM4eCKn OyaeT NnepeHeceH B LOKYMEHT.

YCTAHOBKA OBLLNX MAPAMETPOB CTPAHWLUbI. PasnuyaloT nornyeckyto v
dusnyeckyto cTpaHuLbl. @uanyeckas cTpaHuLa (B HEKOTOPbLIX TEKCTOBBIX pefakTopax
BMECTO 3TOro TePMUHA UCMONb3yeTcss TepMuH “pasmep Gymarn”) obblHHO MMeeT
HEKOTOpPbLIM CTaHJAPTHLIN pa3mep, Hanpumep 210x297 mm (dopmat A4), a
sioruyeckas ctpaHvua obpasyeTcs Ha none GU3n4eckol 3a BbIHETOM YCTAHOBNIEHHbIX
nonb3oBaTtenemM rpanHuy, (puc. 1.6). KonnmyecTBo AaHHbIX Ha JIOTMYECKOW CTpaHuLe
onpenensieTcs, C OOHOM CTOPOHbI, MAOTHOCTBIO MevyaTn (KOAMYeCTBOM 3HAKOB Ha
CTPOKE), @ C ApYyror — pa3pexeHHOCTbID CTPOK (MHTepBasoM Mexay CTpokamu).
Ecnn Bbl cobupaeTtecb paboTaTb C ABOMHbIMU NMCTaMU, KOHBEPTaAMWU UK
HaknenkamMmu, BaM crnegyeT YyCTaHOBUTb HOBbIE pa3mepbl GU3NYECKON CTPaHWULbI.

AHaNoOrM4yHO TOMY, Kak OCYLLLECTBNSETCS XECTKUA U MArKUIA nepeBo, KapeTku
Ha HOBYIO CTPOKY, TEKCTOBbIN MPOLLECCOP OCYLWECTBASET MATKNN U XXECTKUI NEPEXOA,
Ha HOBYIO CTpaHuLy.

dusunyeckas A
BepXHWM KOMOHTUTYN J BepxHss
cTpaHuua p y | rparns
Noruyeckan
- CTpaHuua
Nesan S . ‘ Mpasas
rpaHuua o - rpaHuua
l H
HUXHWA KONOHTMTYN WKHASA
rpaHuua
/

Puc. 1.6. CooTHOoweHMe noru4eckom u ¢pu3nyYeckom cTpaHuL,
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Msrknii nepexos OCYLWECTBASAETCA aBTOMaTUYECKN MOocie 3anojIHEHUS
nocnegHen CTpokn Ha ctpaHuue. OgHako NoJsb30BaTeslb MOXET HayaTb HOBYIO
CTpaHuLy, He OXNAASACh €€ OKOHYATENIbHOro 3anoJIHEHWS, NOAAB KOMaHLY XeCTKOro
nepexoaa.

CyuiecTByeT Takxe KOmMaHpa 3anpera paspbiBa CTpaHul, KoTopas
MCNONb3yeTCd, KOraa Bbl XOTUTe, 4TOObI onpeneneHHas 4acTb AOKYMeHTa
(Hanpumep, Tabnuua) Haxoamnacb Ha oOHoOM cTpaHuue. B aTom crnyyae Bbl A0SKHbI
NnoCTaBuUTb KOMaHAy 3anpeTta pa3pbiBa CTpaHUL, Nepen MHTepecyloulen Bac
Tabnuuen, 4Tobbl NPesOTBPATUTL €€ Pa3pbiB.

Mpu paspbiBe ab3aLa MHOrne TEKCTOBbIE MPOLLECCOPbLI 00EeCneymBaloT KOHTPOJb
3a TaK Ha3blBaeMbIMU BUCSYUMK CTPpOoKaMu. Bucsiuen cTpokom HasbiBaeTCd nepsas
CTpOKa MUK 3aronoBok HOBOro ab3aLa, oka3aBLUMIACS Ha MOCceaHEN CTPOKE CTPaHKLLbI
(Widow), unn nocnenHss cTpoka ab3aua, okazaBLuasacs B Havane ctpaHuusl (Orphan).
PasmelleHne ab3aua npu ero paspbiBe MOXET PEryanpoBaTbCs MO-pasHOMY.
Hanpumep, He MeHee ABYX CTPOK B KOHLE CTPaHWLbl U HE MeHee Tpex CTPOK B
Havane.

Ona BBEeoeHUa Hymepauuu CcTpaHuvl B CO34aBaeMOM BaMW AOKYMEHTE
TEKCTOBbI NPOLLECCOP MNPEeasioXUT crneumanbHOe MEHI0, B KOTOPOM Bbl CMOXETE
yKasaTb BCE MHTepecyloume Bac YCNOBUA HyMepauun: MecTopacrnosioXeHune Ha
JINCTE HOMepa CTPaHuLpl, 0TKa3 OT HyMepauun NepBoi CTPaHWLpbl, NCMOJSIb30BaHNE
KOJIOHTUTYNIOB 1 Apyrue. Homepa cTpaHuy, NPOCTaBASiOTCH B KOJIOHTUTYJE.

KonoHTutynom HasbiBaeTCH 3arofloBOYHOE OAHHOE, MOMELLaeMoe B Havane
WM KOHLIE KaxOol CTpaHuupbl A0oKyMeHTa. KonoHTUTynbl 0ObIYHO coaepXart Homepa
CcTpaHuLl, Has3BaHue rnas u naparpados, Ha3zBaHue 1 agpec GUPMbl U T.M.
KONOHTUTYNbI MOFYT pasnmMyaTbCs A4S YEeTHbIX U HEYEeTHbIX CTpaHuL, a Takxke Oong
nepBoOr CTpaHuubl U nocnenywwmx. Micnonb3oBaHue KOJIOHTUTYNOB MO3BOJSET
Nlydlle OpMEHTUPOBATLCS B OOKYMEHTE, a TakXe MCMoAb30BaTb OOMOSHUTENbHbIE
BO3MOXHOCTU peKjiambl.

NCMONb30BAHVE LLUAB/IOHOB U CTUJIEN. [na yHudpukaumm CTpyKTypbl U
BHELIHEro BMAa AOKYMEHTOB MCMOJb3YOTCS WabnoHbl. LWaGnoHoOM Ha3biBalOT
crneumanbHbIi BUO, AOKYMEHTa, NPeacTaBngaioWmin OCHOBHbIE cpeacTBa dopmatu-
pPOBaHUS CO30aBAEMOro OOKYMEHTA.

LLIaBGnoH Kak MoHsTVE BKIOYAET B Cebs psif, 9/1EMEHTOB:

- TeKCT unn GopmMaTMpoBaHne, KOTOPbIE OAMHAKOBbI B KaXAOM AOKYMEHTE
onpeneneHHoro Tvna;

- cTUNK;

- 9NIeEMEHTbI aBTOTEKCTA;

- MaKpOKOMaHAbl;

- NaHeNn NHCTPYMEHTOB;

- HaBop MEHIO 1 “ropsumx Knaesuwl”.

LLIabnoH MOXHO cuyMTaTb CBOEro poaa MycTbiM JOKYMEHTOM C 3afaHHbIMU
CBOWCTBaMM, KOTOPbIN “HaknaabiBaeTCca” Ha CO34aBaeMblii JOKYMEHT (M1 Ha OCHOBE
KOTOPOro CTPOWUTCS HOBbIA AOKYMEHT). 3afalTcs Kak cBolicTBA COOCTBEHHO
DOKYMEHTa, Tak 1 CBOWCTBA M cnocoObl paboTbl C JOKYMEHTOM. Hannuyme wabnoHa
obneryaeT co3gaHue, penakTMpoBaHue U odopmieHe O0KYMEHTa, NO3BONseT
CpaBHUTENBHO MPOCTO CO34aBaTb OLHOTUMHbIE AOKYMEHTHI.

LLla6noHbl MO3BONAIOT COCTABNAATb U XPAHUTb YHUBEpPCaibHble GnaHku
DOKYMEHTOB Pa3/IM4HOr0 TUna: NMuUCeM, CIyXeOHblX 3anMcok, OOBEPEHHOCTEN,
nnaTeXxHbix nopydeHuin. CocTaBHOM YacTbio WabnoHOB sABAsoTCa ctuam. Ctunb
Kak anemMeHT wabrioHa npegHasHavyeH O BHEWHero ohopMIeHUs OOKYyMeHTa ”
ero absaues. Ctunb MMeeT nms, 3apasas KOTOpPoOe Monb3oBaTenb 3anaer
onpeneneHHblin Habop napameTpoB GOpPMaTUPOBaHUS, COOPaHHbLIX BMECTE.
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CTunb - 310 HA6OP POPMaTUPYIOLLMX KOMAHL,, COXPaHAEMBbI MO4, CBOUM MMEHEM
AN MHOrOKpaTHOro ucnosb3oBaHusa. CTunm ynpowaioT 3agadyy odopmaeHus um
M3MEeHeHNs BMaa OokymeHTa, obecne4ymBaloT COrnacoBaHHOCTb MpeacTaBfieHUs
OTOENbHbIX YacTen OOKYMEeHTa U OOKYMEHTOB OOHOro Tuna, SKOHOMSAT BPEMS Ha
npouecc dopmMaTMpoBaHUS.

TekcToBbIN Npoueccop Word obnagaeTt 60MbWIMM YUCIOM CTaHOAPTHbIX
(BCTPOEHHbIX) CTUMEN, YaCTb M3 HUX ABASAIOTCA CTUASMW CUMBOJIOB, OCTaslbHblE -
ctunammn absaueB. CrnmMcok AOCTYMHbIX CTUNEN 3aBMCUT OT LwabnoHa, BbIOpaHHOro
B MOMEHT CcO34aHus OokymeHTa. Mo ymonyaHuio BO BCEX HOBbIX OOKYMEHTax,
OCHOBaHHbIX Ha wabnoHe Normal, Word ncnonb3yeT ctuib OO6blYHbIA, B KOTOPOM
yCTaHOBJIEHbI OCHOBHbIE NnapamMeTpbl popmaTrpoBaHua: WwpudT - Times New Roman,
pasmep wpudTa - 10 NyHKTOB, BbipaBHMBAHWE MO JIEBOMY Kpalo, OAUHAPHbLIN
MEXCTPOYHbLIA MHTEepBa.

HaunHaa cocTaBnaTb onNpeaenieHHbI OOKYMEHT, Bbl CHayana Bbi3blBaeTe
wabsioH 3TOro Tuna OOKYMEHTOB, a yXe 3aTeM 3anofiHgete ero. CocTaBneHue
[OKYMEHTa Mpu 3TOM CBOAUTCS K 3aMOJIHEHUIO €ro OonpeneneHHbIX Nosiein TEKCTOM.
OovH pa3 chenaHHbiii Ha OCHOBe CTaH4apToB WabfioH MOXeT B JalibHelwem
MHOroKpaTHO MUCMNOJb30BaTbCs A/ CO3AaHUS NOKYMEHTOB OnpeneneHHoro Buaa.

MCMNOJIbBOBAHME MAKPOCOB. Makpocom HasbiBaloT ¢aiis, B KOTOPOM
XPaHUTCA nporpamMmmMa nocnefoBaTesibHOCTU OeNCTBUN, 3aJaHHas nosb30oBaTeneM.
MakpoC MMEET yHUKanbHOE UMS.

C nomMoLLbI0 MakpOCOB MOXHO aBTOMAaTU3MPOBaTh MHOTME TUMOBbIE TEXHOIOM-
yeckue aTanbl Npu paboTe C AOKYMEHTaMW, HanNpuMMep, MakpOoC, BbIMOSHSAOLLNIA
nocnenoBaTenbHOCTb KOMaHA No CO3[aHMIo CTUNS ANs Kaxaoro ab3aua AOKyMEHTa.
[Mocne BbI30OBa Makpoca 3anMcaHHasi B HEM MOCeaoBaTesibHOCTb OENCTBUN UK
KomaHp, 6yaet B TOYHOCTM BOCMPOM3BEOEHA.

Makpoc cospatoT ABymMs cnocobamu:

- aBTOMaTnyeckn B CneumasbHOM pexume TEeKCTOBOro rnpoleccopa nytem
3anmcu NocnenoBaTeNbHOCTU OENCTBUI NONb30BaTENS;

- IPOrpaMMmMpPoOBaHMEM MNOCNEeN0BATENLHOCTU KOMAaHA, NoAJSiexXallmx BbINosi-
HEHWUIO.

MakpoC MOXeT XpaHUTbCA B CaMOM danne AoKYyMeHTa Wi B CrneuuasnibHOM
cTuneBom daiinie kak 9N1eMeHT OOLLEro OKPYXEHUsT JOKYMEHTA.

CIIMAHNE OOKYMEHTOB. B MoOLWHbIX TEKCTOBbLIX NpoLLeccopax MMeertcsa
BO3MOXHOCTb CJ/IMSHUSI AOKYMEHTOB. Ns BbIMONHEHUS 3TOW Npouenypbl
HeobXoAMMO UMETh:

- FNaBHbIA JOKYMEHT, COAEpXalluMii NOCTOSIHHYIO MHbOpMaUmIO;
- LOKYMEHT-UCTOYHUK A1 XPaHEHUs MepemMeHHON MHdOopMaLmn.

[MaBHbIM OOKYMEHTOM MOXeT ObiTb CTaHgapTHas dopmMa CnpaBku Uan
npurnawleHns, CTaHgapTHOE NUCbMO, HaAMMCK Ha KOHBEPTE, TO eCTb popma ntoboro
CTaHOAPTHOrO TeKCTa U Tak Janee.

JOKYMEHT-UCTOYHUNK [OMKEH NMPEeacTaBnsTb coboil 6a3y AaHHbIX (Unn Tabnu-
Lly), COCTOSILLYIO U3 OOHOTMMHbLIX 3anucer. B [OKYMEHTE-UCTOUYHUKE COAEepPXaTcs
[aHHble, KOTOPbIMU OyAeT 3arnONHATLCS TMaBHbIA AOKYMEHT.

PaccmoTpuM naelo CnvsiHUs JOKYMEHTOB Ha MpuUMepe.

MucaTb NMCbMa MHOMOYMCIIEHHBIM agpecaTaM OLHOro U TOro Xe CoAepXaHus
— ManiOMHTEPECHOE 3aHAaTME. TEeKCTOBbIN NPOLEeCcCOop aBTOMATU3MpPyeT 3TOT TPyOo-
€MKMIN MPOoLLECC, COEAMHSS MOCTOSIHHYIO YacTb MUCbMAa C AAHHbLIMU, XapakTepu-
3ylowmmm agpecatoB. [1py 3TOM nonb3oBaTeflb A0J/HKEH CO34aTb CheumasnbHbINn
agpecHbin dann. AgpecHbin dann COCTOUT U3 OOHOTUMHbLIX 3aNUCEN C MMEHaMN ”
azapecamMu kKNneHToB. Kaxaasa 3annck BKIOHAET B cebs onpeneneHHoe Y1MCno nonen,
B KOTOpbIE 3anMCbIBAOTCS AaHHblE KaXOoro knveHTa. Tak, B MepBOe none Bcerga
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3anucbiBaeTca Gpamunmsa, BO BTOPOE — UMS, B TPETbE — OTHECTBO, B YETBEPTOE —
agpec U T. n.

JonycTm, Bbl XOTUTE pasocnaTtb NMCbMa BCEM abUTypMeHTaM, COaBLLINM 9K3a-
MEHbI 1 MOCTYNMBLUMM B YHMBEPCUTET B 3TOM rogy. [na 3Toro Hago NoaroToBUTb
o0y YacTb NMCbMa W aOpecHbIi dalin BCeX 3a4MCIEHHbIX abuTypueHToB (puc. 1.7).
B ob6uen yactn nucbma creumanbHbiMu onepaTtopamm (Ha puc. 1.7 — 310 F17, F2",
F3" n F4") Bbl ykaxeTe, roe n kakve nosns U3 agpecHoro ¢aina gonxHbl ObiTb
MOMELLEHbl ANA Kaxaoro nonydartens. B pe3ynbrate TEKCTOBbLIM Npoueccop
aBTOMaTUYECKN HaneyaTaeT BCE MUCbMa, COoAepXalime NMOMMMO OCHOBHOWM YacTu
aZlpec N AaHHble Kaxaoro abutypueHTa.

nasHbIit AOKyMEHT-twabnoH

F1~ F2~ F3~A F4~ N /_
Veaxaemsiit rocniogun F1° F24 F3/ F47, PeaynsTnpylowwuit

C YROBOJILCTBHEM co001aeM, YTo Bal 3a4ucneHs! AOKYMEHT
Ha niepaeift kypc Cankr-Tletep6Gyprekoro nocne cnusHus
YHHBEPCHTETa S3KOHOMHKH U QUHAHCOB
TNpencenarens MPHEMHOM KOMHCCHH, JOLEHT \ Opnos Hean ITerposuy
3y6os MM C-Ilerepbypr, Canosas yn., 15, k8. 55

Yeaxaemuift rocnoaun Opnos Hsas [Nerposuy,
€ YIOBONILCTBHEM cOOG1aeM, 4To Bl 3a4mcneHst
Ha nepsrtit kype Cankr-Ilerepbyprekoro

FI1* Opnos YHHBEPCHTETa 3KOHOMHKH H QHHAHCOB

F2* HBan .
F3" Ierposuy / [pencenarens NpHEMHOM KOMHCCHH, IOLEHT

F4~ C-NletepGypr, Canosas yn., 15,k8. 55 3y6os MM
E/\

F1~ BopoGsesa
F2* Onera

F3~ BcesonogosHa

F4~ C-TlerepGypr, Heackuit np., 20, k8. 90 \_
E?
F1* Cunuusin JIOKYMEHT-UCTONHUK

Puc. 1.7. CnuaHue nucem

1.5. PaboTa u3paTenbCKUX CUCTEM
1.5.1. OcobGeHHOCTU u3paTenbCKUX CUCTEM

KomnbloTepHas mnagarenbckas cUCTemMa npu3BaHa Ha BbICOKOM TEXHUYECKOM
YPOBHE co3daBaTb KHUIWM, KaTanorun, OykneTbl, OT4EeTbl, MUCbMA, MPUrNaLIEHUs n
OPYrylo NeyvyaTHy NpoayKUMmIO.

OTnnYnTENnbHLIMN OCOBEHHOCTAMU PEAaKTOPOB U34AaTENIbCKUX CUCTEM
ABNSAETCH Hannyne CpeacTB AN MOArOTOBKM TeKcTa, WANCcTpauuin, rpadukos,
01 UCNOMb30BAHUSA Pa3/INYHbIX WPUDTOB, APYrMX 0DOPMUTENBCKUX ISIEMEHTOB.
M3paTenbckmue CUCTEMbI MMEIOT Pa3BUThIE CPeACTBa AN OpraHn3aumnn pa3meLleHms
MaTepuana pasHOTUMHOIO xapakTepa Ha cTpaHuue. MHOrMMmM kadyectBamum
n3gatenbckmx cuctem obnagaet pepaktop Word, wupokoe pacnpocTpaHeHue
nonyyaloT nagartenbckme cuctemol PageMaker, Ventura Publisher, Interleaf Publisher.

- B TpaguumoHHoin nonurpadun, 4Tobbl yBUAETL CBOW 3aKa3 B OKOHYATEIbHOM
BUOe, BaM npuaeTtcsa paboTatb C AN3aNHEPOM HECKOJIbKO AHEeW, a MOXeT
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ObITb 1 60SbLUE, MOTOM BHECTU CBOW KOPPEKTMBbLI U XOATb €LUEe CTONbKO
Xe. B n3garenscko cucteMe Bbl BUOAWUTE CNPOEKTUPOBAHHbLIA LOKYMEHT
Ha 9KpaHe MOHMUTOPa Cpa3y Xe B OKOH4YaTeNIbHOM BUAE.
- B TpaguuunoHHoi nonurpadum TekCT Ballero 3akasa HabupaeTtcs Habop-
wmkoM. NMomMmmmo TOro, 4yto Habop TpebyeT HEMANOro BPEMEHU, B TEKCT
BHOCAT AOMNOSIHUTENbHbIE OWMOKM. B U30aTenbCKor CUCTEME Bbl UMMNOPTU-
pyeTe CBOW TEKCT M3 TEKCTOBOrO npoLeccopa.
- B nonurpadumn BbINONHEHHbIE BaMU PUCYHKM MPOXOAAT CTaAMio YMEHbLUe-
HUS, 4TOObl MOMECTUTLCH Ha cTpaHuue. B mapgatenbckoli cucteme
YMEHbLLEHNE PUCYHKOB OO HEOOXOAMMbIX PasMepoB U BCTaBka WX B TEKCT
NIerko NPou3BOAATCS BaMW.
KomnbloTepHaa mapgatenbckasd cuctema npenocTaBAseT Nojsib30BaTeNto
OFPOMHbIE BO3MOXHOCTWU [OJ11 CO34AHMA BbICOKOKAYECTBEHHOW nonurpaduyeckomn
nPoOAyKUMN.

KOMMOHEHTbLI U3AATENIbCKOW CUCTEMbI. KomnbioTepHbie M3paTenbckme
CUCTEMbI OCHOBbLIBAIOTCS HA COYETAHUU COBPEMEHHbIX KOMIMbIOTEPOB, /1a3€PHbIX
MPUHTEPOB U CJI0OXHOIro rnporpaMMHOro obecrieyeHusi, NarvWero BO3MOXHOCTb
MaHUNyInMpPoBaTb TEKCTOM U rpadukon. LleHTpanbHbIM 3/IEMEHTOM 3TUX CUCTEM
cnepyeT cyMTaTb Cneumann3mpoBaHHbIe MNakeTbl MPUKAAAHBIX NpOrpamMm,
nos3BosisiolMe co3gaBaTb TpebyeMbli TEKCT Ha aKkpaHe MoHuTopa. ockonbky
rpaHMua mMexay BbICLUMM YPOBHEM CYLLECTBYIOLWMX TEKCTOBbLIX MPOLECCOPOB U
HU3LMM YPOBHEM MCMOJIb3yEeMbIX U34ATENbCKUX CUCTEM MOCTENEHHO CTUPAaEeTCs,
BECb V3JI0OXEHHbIN B JAHHOM pasfersnie martepuasn no n3garesibCkumMm CUCTEMaM MOXET
ObITb B PaBHOW CTEMNEHU MPUMEHNM 1 K BbICOKOPA3BUTHIM TEKCTOBLIM NMPOLLECCOPaM.

MoMuMO nasepHbIX NPUHTEPOB HEOOS3aTEsIbHbIM, HO BECbMA XeNaTeslbHbIM
9NEMEHTOM U3[aTeNbCKUX CUCTEM SBNAIOTCSA CKaHepbl. CkaHepbl KOHBEPTUPYIOT
nobylo KapTuHkKy, doTorpaduto UM TekKCcT B ¢ann 0aHOro n3 rpaduyeckmx
dopmatos, obecneyrBas TEM CaMblM BO3MOXHOCTb X BCTaBKMU B MPOEKTMPYEMBIIA
LOKYMEHT.

CPABHEHWE TEKCTOBOIO PEOAKTOPA U U3JATE/ILCKOWM CUCTEMBI.
TeKkCTOBbIV pefakTop M 1U3gatefibCckass CMCTeMa MNpU3BaHbl pellatb OOHY U Ty Xe
3a[a4y CO30aHUA OOKYMEHTOB, HO OHU OPUEHTUPYIOTCHA Ha pasfinyHble KaTteropuu
nonb3oBaTenen. TeKCTOBbLIM NpoLeccop npefHadHaydYeH [ng psnoBoro
nonb3oBaTens, AN KOTOPOro rjaaBHbIM siIBASeTcs yaob6CTBO M npocToTa
nHTepdenca. Naparenbckas cucteMa OPUEHTUPYETCHA Ha NMPodeccuoHanos, Ang
KOTOPbIX BaXHee BCEro MOJIHbIA KOHTPOJSb HaA, BUAOM CO34aBaeMOro LOKyMeHTa.
YkasaHHble OpMEeHTaUUK MOCTEMEHHO CONMXAOTCH MO Mepe COBEPLLUEHCTBOBAHMS
KOMMbIOTEPOB U MporpaMmm. Ha ceropHsaWwHWi OeHb pasnuums nNposiBASIOTCS NNLWb
B getangax. Hanpumep, tekctosbin npoueccop Word He nmeeTt akcnopTa B dopmaTte
PostScript, ob6a3atenbHoro ona nsgaTenbCKUX CUCTEM, KOTOPbIE OOJSXKHblI UMeTb
pPasBUTYI0 CUCTEMY MMMOPTa-3aKCnopTa LOKYMEHTOB.

C Oopyroii CTOPOHbI, U3JaTeNbCKME CUCTEMbI MOFYT YyCTynaTb TEKCTOBbIM
npoLieccopam B Ka4eCTBe M300paxeHnst [OKYMEeHTa Ha 3KpaHe MOHUTOpPA, MOCKOJIbKY
ONs NMepBbIX U3 HUX Oonee BaXHbIM SBASIETCA Ka4eCTBO BbIBOLAA Ha nevatb (Mnum
Apyroe cneumannM3vpoBaHHOE YCTPOMCTBO BbIBOAA).

CospnaHne n3paTenbCKOW CUCTEMbI BbI3BAHO 0COObIMU TpeboBaHUAMMN
pabOTHUKOB, CBSA3aHHbIX C KHUMOWU3OaHUEM:

- CNMOCOBHOCTbLIO CUCTEMbl CO3[aBaTh ra3eTHble KOJIOHKM;

- CNOCOBHOCTLIO U3MEHSThL WPUGTLI B Npeaenax O4HOro AOKYMEHTA;

- CNOCOBHOCTLIO BK/OYaTb rpaduky B TEKCT;

- BO3MOXHOCTbIO MPOCMOTPa pa3paboTaHHOro AOKYMEHTA 40 ero pacneyaTku.
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MockonbKy BbICOKOPa3BUTbIE TEKCTOBbIE MPOLLECCOPbLI cerogHa obnagaloT
BCEMM YKa3aHHbIMM CBOMCTBAMU MU3OATENbCKUX CUCTEM, B PAAE ClydYaeB Jydlie
rOBOPUTbL HE O AOMONHUTESNbHBLIX BO3MOXHOCTAX 3TUX CUCTEM, a8 O TOM, HACKOJIbKO
npotue (Um TpyaHee) Ux MCMnosib30BaTh MO CPABHEHWIO C TEKCTOBLIMU NMPOLLECCopamMm
OJ1S1 BbINOJIHEHUS TEX Xe caMblX bYHKLMINA.

PEXMMbl PABOTbl C TEKCTOM W TPAPUKON. Bce M3BECTHbIE TEKCTOBbLIE
npoLueccopbl U U3paTtenbCkne CUcTeMbl MOryT paboTaTb B ABYX pexXumax —
TEKCTOBOM U rpaduryeckom.

B TekcToBOM pexume 3kpaH AUCMIES MOXHO YCIOBHO paccMarpuBaTb Kak
COBOKYMHOCTb MPSAMOYrOfIbHUKOB, PACMOJIOXEHHbIX BMIOTHYIO APyr K Apyry. Kak
npaenno, akpaH cogepxmnt 2000 Takmx NPSIMOYrofibHUKOB, COCTaBASAOLWMX 25 CTPOK
no 80 NPAMOYrofbHUKOB B KaXaoin. Kaxapli NpsMOYrosibHUK — 3TO CUMMBOJIbHAsA
no3numng aKpaHa, B KOTOPOW MOXET HaxoAuTbCs OAWH CUMBOJ: CTPOYHbIE U
nponucHble OykBbl andaBuTa, YMCAa, 3HAKN NMYHKTyauun U cneumanbHble CUMBOJIbI.
MHOXEeCTBO MCMOJIb3YEMbIX CMMBOJIOB B TEKCTOBOM pexume paboTbl gucnnes
onpenensieTcs kogoBol Tabnuuein, Haxopguwerica B K.

B rpadpunueckomMm pexumme 3KpaH OUCres MOXHO NpeacTaBUTb COCTOSLLUM
13 OTAENbHbIX TOYEK, MMEILNX CBOM KOOpAVHATbl. BbiCcBeyBas onpeneneHHble
TOYKM, Mbl MOJlyHaeM Ha 3KpaHe TOT WM MHOW rpaduyeckmini obpas. TOYHOCTb
1M300paxeHns onpenenseTcs paspellalrollein cnocoObHOCTbIO BbIOPAHHOIO pexnma
aKpaHa, 3ajaeTcsd B BMAE MPOM3BEOEHUS KONMYyecTBa TOYEK MO rOpu3oHTanm u
BEpTUKanuM akpaHa. Tak, Hanpumep, akpaH moHuTopa Tuna VGA (Video Graphics
Array) B rpadundeckomMm pexmnme pasgensetcsa Ha 480 ctpok no 640 Toyek B CTpOKe
(Bcero Ha akpaHe 6onee 300000 Toyek, N3 KOTOPbIX, Kak N3 MO3ankn, GOpMUPYETCS
n3obpaxeHue).

[padunyecknin pexmum HesaMeHUM NpU NOArOTOBKE CHOXHbIX POPMYSbHbIX
TEKCTOB, ANng paboTbl ¢ wpudTamm pasHbiXx pa3mMepoB, ¢ nepornudamn m T.4.
KoHe4HOo, rpaduyeckmin pexmnm no3BOJISET BbIBOOUTb U BCE CUMBOJIbI U3 KOLOBOW
Tabnuupl MK, npn 3TOM Kaxablii U3 HMX M300paxaeTcs C MOMOLLbIO MaTpULbI
pasmepom 8X8 Touek.

MpenmMyLLLECTBOM TEKCTOBOrO pexuma SIBASoTCS ero 60nblias CKOpPOCTb U
MeHbLlas noTpebHOCTbL B OnepaTMBHOM namaTtv. Hepoctatkom — CrnocobBHOCTb
n3o6paxaTb TONbKO 256 3HaAKOB, HAXOOALUMXCS B OMPELENEHHbIX SHeilkax aKpaHa.
CnepncrBue yka3aHHOro HegocTtaTtka — 9TO HEBO3MOXHOCTb MPOCMOTPA B TEKCTOBOM
pexunme (TEKCTOBOro npoueccopa uinm n3naTenbCkonm CUCTEMbI) rpadnyeckux
obpa3zoB. Tak, ecnv B BalleM JOKYMEHTE MMeEEeTCs KapTuHkKa M Bbl paboTaeTe B
TEKCTOBOM MpPOLECCOpe, Bbl AO/MKHbI CO30aBaTb AOKYMEHT (€ro TEKCTOBYIO 4acTb)
B TEKCTOBOM pEeXume, 3aTeM ero npocmatpuBaTtb B rpadunyeckoM pexmme u
BHOCUTb U3MEHEHNSA CHOBA B TEKCTOBOM pPEXMME.

M3patenbckne CUCTEMbI MOYTY NOCTOSIHHO paboTaloT B rpadnyeckoM pexmnme,
MOCKOMbKY OHW JOMYCKAOT BHECEHWE U3MEHEHUI B TEKCT 1 B rpadryeckoM pexmnme.
OCHOBHOW LEenbo N3aaTenbCkux CUCTEM FBNSETCA He BBOQA, TEKCTa, a BepcTka.

B 3aknioyeHne oTMeTuMm, 4TO crnegyeT B3BELUEHHO OTHOCUTbCS K BO3MOXHOC-
TAM M3JaTenbCkux CUCTeM. ITO goporuve, 60blIMe U CNOXHbIE NMPOrpaMMHbIe
npoayKkThl, TPEOYIOLIME 3HAYUTESIBHONO BPEMEHU U YCUNIA KaK HA OCBOEHME, Tak U
Ha ucnosb3oBaHue. [Ing nepexoga C TEKCTOBbIX MPOLECCOPOB HAa MU34aTesbCKue
CUCTEMbI O0/XHbI ObITb BECKME OCHOBAHUSA. [axe npu MOSIHOM OCBOEHUM BCEX
BO3MOXHOCTEN N3OATENbCKUX CUCTEM HE OXMAANTE aBTOMATMYECKOrO MOBbILLIEHUS
Xy[OOXECTBEHHOIO YPOBHS Balleil nevaTHOW npoaykumwn. [Ana atoro notpebyetcs
HemaJsio BpeEMEHU 1 cuil, 4TOObI PasBUTbL XOPOLLUIA 0DOPMUTENIBCKUIA BKYC U OCBOUTb
TPaaNLMN KHUFOU3OAHUS.
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1.5.2. OcHOBbI CO38aHUA JOKYMEHTa

LUPNDTbI. OgHUM M3 OCHOBHbIX BOMPOCOB CO34aHUA OOKYMEHTa ABNAeTCH
BbIOOP TUNa WpudTa, ero CTuna U pas3Mepa, a Takke onpeneneHns TpeboBaHui K
NMIOTHOCTWU MeyYyaTu Ha CTPOKEe U CTpaHuue. BaXHOCTb 9TUX pelleHuii cBa3aHa C
TEeM, 4TO YCMnex TOro WM MHOro AOKyMeHTa B GOJbLLON CTEMNEHU 3aBUCUT OT TOro,
KaK OH BbIrNSAMUT.

Bbi6op wpndTa A0KEH COOTBETCTBOBATL MHMOPMALMM, KOTOPYK Bbl XOTUTE
nepenatb YnTaTesnto: WpUdT He AOMKEH ObITb HX CIULLKOM 3aMETHbLIM, HU CIIULLKOM
OpAVHapHbIM. Mpu 3TOM pasnmyHble 4acTU AO0KYyMeHTa (3arojloBOK, camM TeKCT
[OKYMEHTa, NpYMeYaHus) Hy>XXHO HabupaTb wpudTaMn pasnmyHbiXx Pa3sMeposB.
MpaBunbHbIN BbIOOP WpUdTa, ero cTung (KUpHbIA, KypcuB, 0ObIYHbIA) U pa3mepa
aKLLEHTUPYET coaepXXaHue coobLLeHNs, He NPUBNEKAs BHUMAHUS K CaMOMy LLUPUDTY.

WpudT npeancrtasngetr cobon komnnekT 6ykB, UMbpP U cneymanbHbIX
CUMMBOJI0B, OOPMIIEHHbIX B COOTBETCTBUM C eauHbiMu TpeboBaHuamMu. LLpudTol
OTNMYalTCs APYr OT gpyra PUCYHKOM (rapHUTYpOn), HaYepTaHMem (NpsmMon,
KYPCWUBHbIN), N pa3dMepoM (Kernem).

HasHaueHuve wpndTa — NpeacTaBuTb AOKYMEHT B YAOOHOM O/ YTEHUS BULE.
KpacuBblii WwpndT Kak Npou3BefeHNE UCKYCCTBA CMNOCOOCTBYET NyylweMmy
XY[AOXECTBEHHOMY O(OpPMIIEHNIO TeKcTa. MI3BeCTHO Hemano cryyYaeB, Korga ans
KaKoro-To KOHKPETHOro 13faHus paspabartbiBanics crnelumanbHblid wpudT. Hanprumep,
ONns HOBOro m3paHus 6mubnum no 3akasy Poccuiickoro bubneinckoro obuiecTtsa
paspaboTtaH wpudT OkTaBa (Ckpuntypa Pyccuka).

Tunbl wpudTos. Tun wpndTa B noamrpadmm NPUHATO Ha3bIBATb FAPHUTYPON
wpudTa. FapHuTypa onpenenset Habop XyL4OXECTBEHHbIX PELUEHWUNM, OTIMYAIOLLMIA
JaHHbIA WpndT OoT apyrux. Kaxpaa rapHuTypa vMeeT onpefeneHHoe Has3sBaHue,
Hanpumep, Times, Helvetica, Courier.

Kaxabin Tvn wpndTta MMeeT HECKONbKO HaYepTaHW CUMBOJIOB, Hanpumep,
MONYXWUPHBIA, KypCcuB, MOMAYXUPHbIA KypcuUB, 00ObliyHbIi. KpoMe TOro, MOXHO
BBECTW MOAYEPKMBAHWE CUMBOJIOB U parmMeHTOB TEKCTa.

Pasamepbl wpudTtoB. Pasmep wpndrta nanm mHadye Kernab — 3TO €ro
BEPTUKAsbHbLIA pa3mep, namepsemMbli B nyHkTax (1 nyHKT paBHseTca 0,376 mm).
[Ona 6onblwMHCTBA OOKYMEHTOB MUCMNONb3yOTCA WpndThl B 10—-12 NyHKTOB, B TO
BpPeMs kak raseTHas nosioca MOXeT MMeTb wpudT B 8 nyHkToB. Pasmep wpudpTa
6onee 14 NyHKTOB OObLIYHO MCMOMbL3YETCH MWL OJ1S 3aro/I0BKOB U BbIAENEHUNA.
3amMeTumM, 4To WpPUPTbLI pasnuyHbIX TUMOB, HO OLHOrO pasmMepa Heobs3aTesbHO
BbIMNSOAT OAMHAKOBBLIMU MO BennymHe. Tak, 12-nyHkToBast Helvetica nmeeTt 6onbLuni
BepTUKanbHbIA pa3dmep, 4em 12-nyHkToBbI Times New Roman.

PaspeXeHHOCTb CTPOK M CUMBOJIOB. Hu3kas pa3pexeHHOCTb CTPOK
(T.e. HeBOnNbLIOE pPACCTOSHME MeXAy COCEeAHVUMU CTPOKamu) 3aTpyOHSeT YTeHue, a
BblCcOKas — AenaeT AOKYMEHT MasloMH@GOpPMaTUBHbIM. [nsg npaBunbHOro BbiGopa
paspexeHHOCTN CTPOK, TaKKe U3MEPSEMON B MyHKTaX, HEOOXOOVMO Y4UTbIBATb
pasMep mcnonb3dyemoro wpudTta. B coBpemMeHHbIXx n3gaTtenbCcknx CUctemax
pa3pexeHHOCTb CTPOK Onpepensercs aBToMaTtuyecku Ha ypoBHe 120% ot
BblOpaHHOro pasmepa wpudta. Bo MHOrMX TEKCTOBLIX MPOLECCOpPax UMeeTcs
BO3MOXHOCTb PEryaMpoBatb pacCTOSHME MeXAy CMMBOMaMM B CJlOBax, co3paBasi
6onee ynnoTHEHHOE UM pPa3pexeHHOe MX HadepTaHue. Takow MpueM 4acTo
NPUMEHSIETCS ANS 3arosi0BKOB.

PACTPOBbIE LUPN®THI. Mpu paboTte ¢ AOKYMEHTaMU Ha NepCOHaNbHbIX
KOMIMbOTEPAx MPYIMEHSIIOT PACTPOBbLIE U BEKTOPHbIE LWPUGTHI. PacTpoBbie wpudThi
CTpoATCa B Buae OMTOBOro MaccuBa To4dek - pactpa. Kaxpasa GykBa pacTpoBOro
wpndTa NPeacTaBnsgeTcs Kak rpynna 3akpalleHHbIX KBaapaTUKOB (TOYEK) Ha CeTke
pactpa (puc.1.8).
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Puc. 1.8. LWpudToBon pactp

PacTtpoBbie wpndThl HEe MaclwTabupytoTcs. Mpy nonbITke yBeNnYeHns pasmepa
pacTpoBbIX WPUDTOB MPOUCXOAUT Pe3Koe yXyAleHne UX KavyecTBa - JIECTHUYHbIN
adpdeKkT, N0O3ITOMY NPUXOAUTCA XPaHUTb OTAENbHYIO KONUIO wpudTa ONng Kaxaooro
1crnosb3yemMoro pasmepa. PacTtpoBble WPUdTHI NPOCTbl B OTOOPaXeHUM, NO3STOMY
MPUMEHSAIOTCSH B KA4eCTBE 9KPaHHbIX WPUPTOB, BO BCEX MATPUYHbLIX U B
OONbLUMHCTBE NIa3epHbIX U CTPYMHbIX NpuHTEPax, Ha rpadonoctpouTtensx. Mpu
0TOOpaXeHMN PacTpPOBbIX LIPUGTOB B HATypalbHyl0 BENVYUHY OHWU JaloT Gonee
BbICOKOE KAyeCTBO M300paKeHUs, HEXeNnn BEKTOPHbIE.

BEKTOPHbIE LLUPN®THI. BekTopHble wWpuU@Tbl XpaHATCa B Buae Habopa
MaTeMaTU4eCKUX ypaBHEHWUN, OMUCbIBAOLWMX HayepTaHne cumona. OHUM He
cofepXaT roTOoBbIX PacTPOB CUMBOJIOB, MO3TOMY KaxAblli pas npu ux
MCNONb30BaHUM PaCTPbl AOMKHbI CTPOUTLCS 3aHOBO. BEKTOPHbIE LWPUGTHI HE UMEIOT
NEeCTHMYHOro addekTa NpuM MacwTabrMpoBaHUM, HTO MO3BOJISIET YBENNYMBATL WU
yMeHbLUaTb UX pa3mep B NOObIX pa3dyMHbIX Npenenax.

LLIPN®TbI TRUETYPE. V3-3a pa3nuyHoii pa3peLuatoLLen cnocobHOCTM NpuHTepa
M MOHUTOPA M306pPaxeHns CUMBOJIOB HA 39KpPaHe W B HameyataHHOM OOKYMEHTe
MOTryT OTANYaTbCA.

WpudTel TrueType (B nepeBofe - BepHas nedaTb) obecrneynBatoT MOJIHOE
COOTBETCTBME OOKYMeHTa Ha OGymare n Ha akpaHe. OHWM OTHOCATCS K MacluTabu-
pyeMbiM wpudTam 1 BCce pasmMepbl WPUGTOB OT 4 A0 127 NMyHKTOB He MMeT
VCKaXXEHWI. BONMbLLUMHCTBO COBPEMEHHbIX TEKCTOBbLIX MPOLLECCOPOB MOAAEPXMBAIOT
wpundTbl TrueType. OHn aBRst0TCA OCHOBHbIMU WipndTamu Windows. Mepen nmeHem
wpudpTa Gopmarta TrueType B Cnmcke WPUPTOB CTaBaTCs Oykebl T

B komnnekT noctasku Windows BxogaTt Takme wpudTbl TrueType kak Arial,
Courier, Symbol, Times New Roman. Arial oTHocuTcs k rpynne Helvetica (FenbBeTunka).
CuMBObI 3TOV rpynnbl HE UMEIOT 3aceydek 1 KoHTpacTa. Arial ncnonbdyiot B Windows
0N CUCTEeMHbIX COOOLLEeHn, B 3aronoBkax MeHto. Courier noxox Ha wpudT ons
nUWywmnx mawmHok. OH MMeeT 3aceyku, KOTOopble BUAHbI BHU3Y B BUAE
rOpM30HTaNbHO PACMOJIOXEHHbLIX NIMHUA Ha cumBonax. Times New Roman -
1ncnosb3yeTcs npu Habope TUNOrpadCkux KHUT.

B npumepe, npuBeOeHHOM HUXE, CIOBO “KOMMbIOTEP” M Ha3BaHue wpudta
HanucaHbl 04HMM pa3mepom 12. HaseaHue wpudTa ykasaHO B CTPOKE:

komnbtoTep — Arial Cyr,
xoMmneiorep — Courier New Cyr,

kommbioTep - Times New Roman Cyr.
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BEPCTKA CTPAHWL,

O6wue cBepeHus. BepcTka CTpaHuL, UrpaeT Takylo Xe poJib, Kak YepTex
nepea Ha4anom CTpouTenbcTea AomMa. BepcTka onpenensiet opraHn3aumio CTpaHuLbl,
3a4aBas COOTHOLUEHUS MeXAy rpaHuLamMu, KOJIOHKaMU 1M pacCTOSHUEM Mexnay
KofioHkamu. NepBoe BaXXHOEe peLleHWe Ha YPOBHE BEPCTKM CBA3AHO C BbIGOPOM
KOJIM4eCTBa KOJIOHOK Ha cTpaHuue. OOHOKOMOHOYHAas BEPCTKa 0ObIYHO MCMOSb3YeTCs
[OJ19 KHUT 1 IMCEM, B TO BPEMS Kak ABYX- M TPEXKOJIOHOYHBIN hopmMaT 60nbLue NOAXoauT
Ons XypHanoB 1 raset. Janee pa3dMeyeHHble KOJIOHKM HanoJIHAIOTCSA TEKCTOM U
pucyHkamn. Ha puc. 1.9 npvBeneHbl BapuaHTbl BEPCTKU AOKYMEHTA.

CoBeplEeHCTBO AOCTUraeTCA NPaKTUKOM CoBEpPLUEHCTBO AOCTUFGOTCS NPAKTUKOR

He Gotica nonpo6osarn He Gotica Jlyyumii crnoco6 Hay4MTbCS TPO-

Jlyqwnit cioco6 Hay4HTbCs IIPOEKTHPOBATD AOKY-
MeHTbl — GoJIbIlle MPaKTHKOBAThCA B 3TOM. JTO
ynpaxKHeHHe JaeT BaM BO3MOXHOCTb, MCIOMb3Ys
COBpEMeHHbIN, XOpOLIO Pa3BHUTBI TEKCTOBbIH
MpOLeccOp, HAYYHTBCS HCIOJb30BaTh OCHOBHbIE
npHeMbl M TIPOLEAYPH!, NPHHATbIE B H3/aTe/b-
CKHX CHCTeMaXx.

3nech uMeeTcA GOJMbIIOE KOJMYECTBO BO3-
MOXHOCTell 1/ 3KCIepHMeHTHpoBaHusA. HauneM
B Bbi6ope mipudpTOB, MX THNA, pasMepa M CTHJA.
3areM Hay4yMMCA pacro/iaraTb TEKCT JOKyMeHTa B
KOJIOHKAX, MCIO/Ib3ysl KOJIOHKH PasHOH IIMPHHDBI
1 raserTHble KojoHKH. He cienyer 3a6biBath 1 06
HCIOMb30BAHUHM PA3JIHYHBIX CIOCOGOB  BblesIe-

nonpo6oBaTh

€KTHPOBATb MOKYMEHTBl — G6OJIb-
e MPaKTHKOBATBCA B 3TOM. JTO
ynpaxKHeHHe /1aeT BaM BO3MOX-
HOCTb, HCIIOJIb3ysl COBPEMEHHBIH,
XOpOIIO  Pa3BUTbI  TeKCTOBbLIH
npoLeccop, Hay4HTbCA HCIIOJIb30-
BaTb OCHOBHbIE NIPHEMBI H TpOLe-
Oypbl, NPHHSATbIE B U3/ATEJbCKHX
CHCTEMaX.

3aech uMeercst 6oabLIoe KO-
JIMYECTBO  BO3MOXKHOCTEH  Ans
IKCIepUMeHTHpoBaHuA. Havxem
B BbiGope wpHETOB, HX THIA,
pasMepa M CTHJAA. 3aTeM Hay4yHM-
Csl pacroJjiaraTb TeKCT JOKYMeHTa

Conepmencmno gocivaacincs

NPV E 0N
He 6otica N0J1b30BaTb OCHOBHbIC
nonpo6osats TIpHEMBI H TIpoLeny-

pbl, MPUHATbIE B H3/1a-
TeJIbCKUX CHCTEMaX.
3nech HMeeTcs

Jlyumuii cnoco6 Ha-
YUHTBCSI IPOEKTHPO-

BaTb NOKYMEHTHl —
6osbIle TPAKTHKOBATb-
cs B 3TOM. DTO ynpax-
HeHHe JaeT BaM
BO3MOXKHOCTD, HCIIO/Ib-
3ys COBPEMEHHBIH, X0~
POLIO pa3BHTbIH
TEeKCTOBbIH Tpouec-
COp, Hay4YHTbCS HC-

60/1b1I0€ KOJIHYECTBO
BO3MOXKHOCTEH A/
3KCIEPHUMEHTUPOBA-
Husa. HayHeM B BbIGO-
pe wpHTOB, HX
THIIA, pa3Mepa H
CTHNIA. 3aTeM HayyuM-
cs1 pacnoJararh TeKcT
JNOKYMEHTa B KOJIOH-

CoBepLeHCTBO AOCTUraeTCA NPaKTUKON

He Goiica
nonpoGosars

Jlyswnu#t  cnocob
HAYYHTBCH  ITPOEK-
THPOBAaTh JIOKYMeH-
™ —  Gonbute
IPaKTHKOBATbCA B
3TOM. JTO ynpax-
HEHHe JaeT  BaM
BO3MOXHOCTb,  HC-
T0JIb3ysl COBpEeMeH-
Hblit, XOpoLIo
pa3BUTBIA  TekcTO-
Bbift npotieccop,
Hay‘lHTbCﬂ HCNosb-
30BaTb  OCHOBHbIE
TpHEMbl K Tpole-
ZYpbl, MPHEATHIE B
H3/IaTe/IbCKHX CHC-
TeMax.

ITonpo6yi
ewe pas

3necs MMeeTCA
60abIWIOE KOMKYCCT
BO  BO3MOXHOCTe#
ZANS IKCTIEPUMEHTH-
posanua. Hauwem
B Bbibopc wpH-

H eme pa3

He caeayer 3a6bi-
BaTbh M 06 HCRoAL-
30BaHUH

Pa3NHUHBIX CNOCO-
6oB  BblIAENEHWS,
TaKKX, KaK XHpPHbiH

TOB, KX THRa, pas-
Mepa M CTHAA.
3ateM  Hayuumes
pacnosaratb TeKCT
JAOKyMeHTa B KO-
JIOHKaXx, HCMoab3ysa
KOJNIOHKH  pa3HoM
UIHPHHBI M raset-
Hble KOJIOHKH.

W KYpCHB, Toauep-
KWBaHHe, Bblaee-
HHe 4aCTH TeKcTa B
PaMOuKy H T.A.

Puc.1.9. PasnunyHbie BapuaHTbl BEPCTKM AOKYMEHTa

WunpuHa ctpok. LLnpuHa cTpoku (KONOHKM) onpenensetcsd KOJM4eCTBOM
3HaKOB, KOTOPbIE MOTYT ObITb Ha Hell nomelleHbl. OBbIYHO ONTUMAIBHOW CHMTaETCS
wnpuHa cTpoku B npegenax ot 45 po 60 cumBonoB.

Ob6patllaeM BHMMaHWE Ha HaMymMe CBSA3U MEXAy LUMPUHOM CTPOKU (KOMOHKM)
1N pasmepom BblOpaHHOro wWpudTa: YeM MeHblle pa3mep wpudTa, TEM KOpoye
CTpoka. NHbiMK cnoBamMmm, MeHbLUNI pa3mep wpudTta aeT BOSMOXHOCTb MOMECTUTb
6onblle CMMBOMOB Ha 3af@aHHOW nnowanm nucra.
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BcTtaBka pPUCYHKOB. B npouecce BEpPCTKM PUCYHKU TakK Xe, Kak U TEKCT,
pasMeLLalnTcsd B rpaHmMuax yCTaHOBIEHHbIX KOMOHOK. [pu pasmMeLLeHnn pucyHKOB
cnenyet cobnopate psg npasui.

- Pacnonararite puCyHku cpagdy nocne ynoMMHaHMUS O HUX B TEKCTE.

- OcTtaBngiite No CaHTMMETPY MPOCTPAHCTBA MEXAY TEKCTOM U PUCYHKOM.

- Ctaparitecb MCnonb30BaTh PUCYHKM TOWM XE€ LUMPUHbI, 4TO U COMPOBOXAA-
IOLNIMA NX TEKCT.

3ameTum, 4TO AN NPUAAHUS CTpaHuLe 6onbLUelr BbIPa3nTENIbHOCTY BO3MOXHO
pacnonoXeHNe PUCYHKOB, BbIXOAALMX 3a pPaMKu KOJNOHKU (T.€. PUCYHKOB,
pPacrnofioXeHHbIX BHE CNPOEKTUPOBAHHOW BEPCTKU).

[ onoJsiIHuTesibHble MPUHUUMNbI NpoeKkTupoBaHusa. OCHOBOW MPOEKTUPO-
BaHWA AOKYMEHTOB sBnsfeTcd BepcTka. CywecTByeT paa OOMONHUTENbHbIX
NMPUHLMMOB MNPOEKTUPOBAHUSA OOKYMEHTOB, HAa KOTOPbIX HAM XOTeNoCb Obl
OCTaAHOBUTbLCS.

YTO MOXHO M 4YTO Henb3s B BepcTKe. [laBHue Tpaguumm KHUronedaTaHus
chopmMynmpoBanu cnepyoume pekoMeHaaunm:

- He nuwwute ybopucto. OcTaBnaiTe Ha NMCTe AOCTATOYHO MYyCTOr0 MecTa,
4yToObl AaTh rnagdy nepeapiky. Mexay KpasMmu 1McTa M TEKCTOM OCTaBnganTe
X0Ts Obl MO Nape CaHTUMETPOB.

- OpraHu3yiiTe a71eMeHTbl Ballero AOKyMeHTa TakK, 4yToObl OH BbIrnagen
€[0VHBIM LeNbIM, 3aHUMasn nNpu 3TOM MUHVMAJIbHYIO Mowanb CTPaHULb.

- He ncnonb3ynte Ha CTpaHuue MHOro pasyingHbiX LUPUGTOB U PUCYHKOB:
NMOMHUTE, YTO OHU NNLLb YKPaLUeHne TekcTa.

- He ucnonb3yite CAVNLLIKOM AJIMHHbIX CTPOK, ANWHHbIE CTPOKW YTOMASIOT
rnas ymtartens.

MpuHunn GanaHca. Cob6niogeHne npuHuuna 6anaHca TpebyeTt, YTOObI
BW3yasibHbIMi BEC NIEBOW M MPaBOW YaCcTeN CTPaHWULbl (U NEBOMN N MPaBON CTPaHUL,
pas3BopoTa) 6bl1 NPUMEPHO OAMHAKOB. MpU HaNMYUM HECKOJIbKUX PUCYHKOB Ha
CTpaHuLe OoCTuxeHne GanaHca NpeBpaLlaeTcs B HENerkylo 3anady.

BboigpeneHne. YT1o0bl akueHTMPOBAaTb BHUMaAHWE 4YuTaTens, uspaTenbckue
CUCTEMbI NpeanaralT uenbiii Habop cpeacTs. lMpocTenume n3 HUX — U3MEHEHUE
TMna v pasmepa wpudTa. 3aronoBkmn cnepyet Habupartb WpudTOM OGoNbLIEro
pa3mepa, 4emM Nnoa3arofioBkM, KOTOPbIE, B CBOK o4epefpb, OO0KHbI ObiTb Oonblue
OCHOBHOro TekcTta. Takxke 3addeKTUBHO MCMNONb30BaHME CTUNEN WPUPTOB —
NMOJIYXXMPHOrO, KypcuBa M MNOAYEepPKMBaAHUSA, OAHAKO, UMW cnefyeT MoJjib30BaTbCs
ymMepeHHo. He cnenyeT BblAenaTb 3arnaBHbiMU OykBaMu MM nogvyepkuBaThb
ONVHHbIe dparMeHTbl TekcTa. BaXHbiM cpeacTBOM BblOENEHUS ABNGeTCS
3anonHeHne ¢gparmMeHTa cepbiM (LUBETHbIM) TOHOM U/UNK BblaeNeHne dparMeHTa B
pamky.

MOJIEBHbIE COBETblI PABOTAIOLLIMM C TEKCTOBbLIM MNMPOLECCOPOM

Ucnonb3yrite pexum npocMoTpa roTOBOro AOKYyMeHTa rnepen ero
pacneyatkor. MHOrve TekCTOBble pefakTopbl NpegyaraloT BaM 3abnaroBPEMEHHO
(O meyaTn) NOCMOTPETh, Kak OyaeT BbIrNSAeTb FOTOBbIM AOKYMEHT MOCHE ero
pacneyatkm Ha Gymare. 4acTo CBOEBPEMEHHOE MCMOJIb30BaHME 3TOr0 pexvmma
[aeT BO3MOXHOCTb Jlydlle OpraHn3oBaTh AOKYMEHT, HE OOMYyCKas ero rnepeneyarku.

Yuntecb 6bICTPO nevarats. [NaBHbIM OrpaHMYEHVEM B NMPOU3BOOUTENLHOCTH
TEKCTOBOro pefakropa sBAsgeTCcs CKOPOCTb BBOAA AaHHbIX C KnaBuaTypbl. He
noxanente BPEMEHU U CUJ, YTOObI HAay4yuTbCs MneyataTb “crnenbiM MeTomom” (He
rnags Ha KnaBvaTtypy) W OecdaTblo nanbuamMun. PekomMeHayem BaM UCMOJSb30BaTb
ONg 9TOro crneumanbHble KOMMbIOTEPHbBIE MPOrpaMMbl-TPEHAXEPDI.

CHavana nuwute, notom peaaktupyvite. Co3gaBas OOKYMEHT, He MblTalTeCh
penakTupoBaTb TeKCT BCce Bpemda. OnbliT nokas3biBaeT, 4TO Npu 3TOM nagaet
NPON3BOANTENBHOCTb U TEPAOTCS MbICIN.
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Ynansvite ¢ 0OCTOPOXHOCTbIO. BmecTo TOro 4tobbl yaansate TEKCT OONbLIMMU
KyCcKamu, Mbl COBETYEM BaM Jydlle CABUraTb 3TU KYCKM B KOHEL, AOKYMEHTa umn
nepenucbiBatb MX BO BPEMEHHbIE dalinbl. MNpu co3gaHum OokymMeHTa paboTaiTe B
pexvme BCTaBKW, HE CBA3AHHOM C BO3MOXHOW MOTEepen OaHHbIX.

CoxpaHsivite yawe. Nepebon B CHAOXeHUW 3NIEKTPOIHEPrUEN, 3aBucaHune
NPOrpaMMHbIX MNPOAYKTOB U APYrMe KOMMbIOTEPHbIE HEMPUATHOCTU MOMYT CBECTU
Ha HeT MHOrve 4acbl U AHW Bawen paboThl. [103TOMY XOpOoLLEN NPUBLIYKON ABNISETCS
NOCTOSIHHOE WUCMNOJSIb30BAaHME KOMaHAbl COXPaHeHUs, 0COOEHHO B ciy4vasx, koraa
BaC No3Banu K TenedOoHy MM KTO-TO MO3BOHWI B ABEPb.

XpaHuTe Konun BCex BaXHbIX AOKYMEHTOB. Bbl MOXeTe co3fnaBatb pe3epBHble
dannbl, NnepenncbiBaTb BalM AOKYMEHTbl Ha OTAENbHbIE AUCKETbI UM NPOCTO
pacrneyartbiBaTb UX B KOHLE ceaHca paboThbl.

Ucnonbayrite Hebonblwmne ¢arinbl. Bonbwne darinbl obpabaTbiBalOTCH
TEKCTOBbIMM MPOLECCOPaMM 3HAYUTENBHO A0fblIE, 4eM ManeHbkmne. Kpome TOro,
B C/lydae noBpexaeHus unm notepu ¢arna ywepd oT ManeHbkoro darina 6yner
MEHbLUE.

Cnaenavite, 41066l Bam 0Obl/10 yao6Ho. MNpoBepbTe, yoobHO N1 BaM CUAETb 3a
KOMMbIOTEPOM. B ynob6HOM no3e Bbl A0SbLUE COXPAHUTE COCTOsSIHME paboTocnocob-
HOCTM.

Jlenavite nepenbilky. KopoTkne nepepbiBbl B paboTe MOMOryT Bam 1 BallMM
rnasam He yctaeatb B npolecce paboThl.

2. TEKCTOBbIA NPOLLECCOP MICROSOFT WORD

MpuMeHeHne KOMMbIOTEPOB B LENONPOU3BOACTBE MPUBENO K TaKUM Xe
PEBOMIOLUMOHHBIM NPeobpa3oBaHNsaM, Kak M30OpPETEHNE KHMUroneyaTaH1s B BbiMycke
KHUr. B manom 6usHece 1 goMallHeM oduce LIMPOKOE PACMPOCTPAHEHNE MOMyYnIm
TEKCTOBbIE MPOLLECCOPbI, MO3BONASIOLLME MUAIMOHAM MOJSIb30BaTENEN HA BbICOKOM
npodeccroHanbHOM YPOBHE CO34aBaThb JIMYHYIO U OEN0BY0 KOPPECMNOHAEHLMIO,
Tabnunubl, OTYETHI, CNYXEeOHYI0 AOKYMeHTauumto. 10 KONMYecTBy NMPOAAHHbLIX KOMWIA
cpean TekcToBbiX npoueccopoB nuampyet Microsoft Word, ¢ koTopbim paboTaet
6onee 35 MunnmMoHOB nonb3oBatenei. o gaHHbIM OMpoca, NPOBEAEHHOr0 CaHKT-
netepbyprckon komnaHuen “bBukap”, okono 90% poccuUNCKMX Nosib3oBaTenemn
yctaHoBunm Microsoft Word Ha cBOMX MepCOHasbHbIX KOMMbOTEPAX.

Pa3paboTunkn CTpeMUIncb co3natb NPOrpaMMHbIA MPOAYKT, MO3BOJISIOLLNIA
pewartb NO4YTM BCE 3a4ayu, KOTOPblE MOryT BO3HUKHYTb Npu paboTe C TEKCTOM.
K coxaneHnuio, kak nokasbiBalOT MHOMOYUCIIEHHbIE NCCNeN0BaHNS, OCHOBHAsA Macca
nonb30BaTeNer NCNONb3yeT NUb HE3HAYUTENbHYIO YaCTb BO3MOXHOCTEN
TEKCTOBOro npoteccopa.

TexcToBbin npoueccop Word aBAsgeTcs COCTaBHOW YaCTbio MHTErPUPOBAHHOIO
naketa Microsoft Office, KOTOPbIN 3aHUMAET OCHOBHYI 4acTb PblHKA OMUCHbIX
nakeToB - okono 90 NpoOLEHTOB.

CTtpemuTenbHsbIli pocT Internet nprBen kK ToMy, 4TO BCe 60JbLLEE YACIO KPYIMHbIX
M MENIKMX KOMMAHU, YaCTHbIX U IOPUANYECKUX NINL, CTPEMATCS HE TOJIbKO MoJlyyYaTb
vHdopmaumio n3 WWW (World Wide Web - BcemunpHOM naytuHbl), HO M CO30aTb
cobcTBeHHble Web-cTpaHuubl. J1lo6on [OKYyMeHT, co3aaHHbii B Word 97, MOXHO
coxpaHuTb B popmaTte HTML. lMpepnoctaBneHa BO3MOXHOCTb CO34aBaTb
rMNEepTEKCTOBbIE CBA3W C APYrMMU OOKYMEHTaMW, XPaHALMMUCH KaK Ha BalleMm
KOMMbIOTEPE, TaK WU B NIOKaNbHOM ceTn unu B NHTepHeT.

TekcToBbi npoueccop Word nmeeT WMPOKNIA OMana3oH NpPUMEHEHUs - OT
0dOpPMNEHNS KOPOTKUX MUCEM A0 CO34aHUA OOBEMHBLIX AUMIOMHbIX NMPOEKTOB,
ouccepraunii, pekylaMHbiX MPOCMNEKTOB, COoAepXalux Tabnuubl, AvarpamMmel,
WAMIOCTPAUMKN, CNOXHbIE MaTemMaTunyeckue Gopmysbl, 3BYKOBblE KOMMEHTapuu 1
BYaeodparMeHTbl, NOArOTOBMIEHHbIE B OPYrMX NMPUIIOXEHUSX. TeKCTOBbIN NpoLeccop
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coaepXuT OonblOo HABOP Pas3fINYHLIX LUPUDTOB U MHOTOYUCIIEHHbIE LWABNOHbLI
OOKYMEHTOB, KOTOpPblE MPUMEHSAIOTCH B poccuinckom genonpoudsoncrtee. OH
obecneunBaeT GOHOBYIO NPOBEPKY opdorpadumn, rpaMmmaTK 1 PacCTaHOBKY NEPeHOCOB
0711 TEKCTOB Ha PYCCKOM W @HrAMMCKOM $3blkax. BO3MOXHOCTb MCMNONbL30BaHUS
MHOIOYNCNEHHbIX QYHKUMIA, cpeacTBa paboTbl ¢ GOMbLUMMM OOKYMEHTaMU WU CPEACTBa
TO4HOro popmatmpoBanHns npudnmxkatoT Word K HaCTONbHBIM N30ATENLCKUM CUCTEMAM.

AMNMAPATHOE U NMPOrPAMMHOE OBECIMNEYEHUE. PanHue Bepcun Microsoft
Word pa6oTtatot ¢ Windows 3.11. MNocnenHne Bepcum Word 95 n Word 97
ycTaHaBNMBalOTCA Ha kKomnbloTepe 486 unm 6onee MOLHOM C ONepaLnoHHON
cuctemoit Windows 95 unmn Windows 98. [na paboTbl ¢ noboii Bepcuein Word
XenatesbHO MMeTb 00beM onepaTuBHOM NamsaTn He mMeHee 8 M6ainT.

2.1. OkHO Microsoft Word

OkHo Microsoft Word (puc. 2.1) cooepXuT BOONb BEPXHEN rpaHuLbl CTPOKY
3aronoBka (3), B KOTOpPOI oTOBpaxeHo MMs nporpamMmmbl. ECnv okHO OOKyMeHTa
pasBepHyTO, TO MMSA MPOrpamMmbl U OTKPbLITOrO AOKYMEHTA BbIBOAUTCS B CTPOKE
3aronoBka. B ocTanbHbIX cnydasx MM OOKYMEHTa HaxoOouTCHd B CTPOKE 3aronoBka
DOKyMeHTa. B neBoli yacTu CTPOKWM 3arosioBKa pacnofniaraercsl KHOMKa OKOHHOMO
MeHio Word (1), B npaBoM 4acTu - KHOMKW ynpaeneHus padmepamu okHa Microsoft
Word (10 - 12). Nocne wenyka kHornku (10) ¢ XUPHOW NMHWER NpoYepYeHHON BAOSb
HUXHEWN rpaHnLbl OKHO ByaeT CBEPHYTO 1 NPeACTaBNeHO KHOMKOWM Ha naHenu 3aaad.

KHonka BocctaHoButs/Pa3dsepHyTs (11) B 3aBUCMMOCTU OT pasMepoB OKHa
Ha 9KpaHe BOCCTaHaBNIMBAEeT OKHO A0 CTaHO4APTHOro pasmepa MM pasBopayvmBaeT
ero BO BeCb akpaH. KHonka 3akpbitnga okHa (12) 3akpbiBaeT okHO Microsoft Word un
3aBepLuaeT paboTy ¢ NporpaMmMon.

Hwuxe cTpokm 3aronoBka HaxoguTCs CTPOKa MEHIO (4), KaXabl MYyHKT KOTOPOM
MMeET COOCTBEHHOE MeHI0 60N1iee HU3KOro YPOBHS. Y NIEBOW rpaHuLLbl CTPOKN MEHIO
HaxoOUTCHA KHOMKa OKOHHOro MEHI0 OOKYMeHTa (2), B MpaBOW 4acTu CTPOKMU
pacnonaralTCs KHOMKW yrpaBieHus pasmepamMn OkHa AokymeHTta (7 - 9). B okHe
LOKYMeHTa CTaHOapPTHOro pa3mepa Ha kHomke (8) pa3BepTbiBaHWUS OKHA M300paxeH
KBaApaT, BEPXHAA rpaHuua KOTOPOro O4YepyeHa XMPHOW nnHuen. lNocne wenyka
3TOM KHOMKM OKHO 3aHMMaeT BCIO BO3MOXHYIO MOLLAAb OKHA NpOorpamMmel.

YT106bI 06ECNEYNTb MaKCUMaNbHOE MCMONb30BaHMe nnowann okHa Microsoft
Word, pekameHayeTcs oTobpaxaTb JOKYMEHT B NMOJIHOSKPAHHOM OKHE, HaxaB KHOMKY
gl pa3BepTbiBaHNSA OKHA OOKYMEHTa.

Ecnu yctaHoBUTL ykasaTenb Ha mapkep (13), To oH OygoeT umeTb BUA OBYX
CTPENoK, HanpaBJfIEHHbIX APYr K APYry, pas3feneHHbIX ABYMS nuHuaMu. Mocne
nepemeLLEeHNsT BHU3 MapKepa Mpu HaxaTol KHOMKe MbIlK, OKHO OyaeT pasfaeneHo
Ha oBe obnacTu, B KOTOPbIX MOXHO MpOCMaTpuBaTb OOHOBPEMEHHO [BE pasHble
4aCTV OOHOro OOKYMEHTa UM HECKOMbKO AOKYMEHTOB OLHOBPEMEHHO. PaspeneHne
OKHa Ha 4acTu NpenocTaBnsieT NoNb30BaTENO AOMOMHUTENbHbIE BO3MOXHOCTH,
KOTOpPblE MCMNONb3YIOTCA NMPU aHann3e MaTepuanoB, NMPU NepemMeLleHun u
KONMpoBaHun GparMeHTOB TEKCTA.

B cTpoke coctosHua 21 oTobGpaxaeTcs cnpaBoyHas uHpopmaumsa. KHonkum
24 - 27 Ha ropuU3OHTaNIbHOW MOSIOCE MPOKPYTKM MCMOMb3YIOTCA A ObICTPOro
nepexoga B pasfnyHblie PeXuMbl NPOCMOTPA AOKYyMeHTa

MOJ1IOCbI MPOKPYTKW. Monockl NpOKpyTKM pacnonaraioTcs Y NpaBon rpaHnLbl
1 BHU3Y okHa Microsoft Word (puc. 2.1). HazHaueHne KHOMOK, pacrnofIoKEeHHbIX Ha
BepTMKaIbHOW MOJIOCE MPOKPYTKW, - NEepPeMELLEHNE LOKYMEHTa B OKHE BBEPX WM
BHM3, HA FOPU3OHTANIbHOM MONIOCe NPOKPYTKN - NMepemMelleHne B roOpu30oHTanNbHOM
HanpaBJ/iEHUN.
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Puc.2.1. OnemeHTtbl okHa Microsoft Word

1 - KHOIMKa OKOHHOIO MEHIO MPOrpPammeil, 2 - KHOMKa OKOHHOro MeHIO JOKyMeHTa, 3 - CTpoKa 3aro/ioska, 4 - cTpoka
MeHI0, 5 - naHesb HCTPymMeHToB CTaHaapTHasi, 6 - naHeib MHCTPYMeHToB PopmaTtmpoBaHue, 7, 8, 9 - KHOMku
yrnpasJsieHvsi pa3amepamu okHa 4okymeHTa, 10, 11, 12 - kHornkuv ynpasneHus: paamepamu okHa Microsoft Word,
13 - Mapkep pasaeneHnst OkHa Ha YyacTu, 14 - KHoMka nepemeLLeHns AJOKyMeHTa B OKHe Ha OfHY CTPOKY BBEPX,
15 - 6eryHok, 16 - kHonka nepemeLLeHns 4OKyMeHTa B OKHe Ha OAHY CTPOKY BHU3, 17 - KHOMKa nepemeLLeHus
JIOKYMEHTa B OKHE K npeabiayliemy o6bekTy, 18 - kHorka Beibop o6bekTa nepexoaa, 19 - KHorka nepemeLLeHms
JOKyMeHTa B OKHe K caeaytouemy obbekty, 20 - KHoMka CMeLleHust 4JOKyMeHTa B OKHe BieBo, 21 - cTpoka
cocTosiHus, 22 - 6eryHoK Ha ropu30oHTasIbHOM 1010Ce MPOKPYTKU, 23 - KHOMKa CMeLLeHVs] JOKYMeHTa B OKHE
BrpaBo, 24 - KHorka PexxviM CTPYKTYpbI, 25 - KHorKa Pexxvim pasmeTku, 26 - KHOMKa PexxviM 371eKTPOHHOIO JOKYMEHTA,
27 - kHorka OObI4HbIV PEXUM.

Mocne wenyka KHoMKM 14 OOKYMEHT MEepeMeLLaeTcs Ha O4Hy CTPOKY BBEPX,
KHOMKM 16 - Ha OAHY CTPOKY BHM3. LLlen4yok nonocbkl NPOKPYTKWU, PacronoXeHHON
Mexay aTMMM KHOMKaMu 1 6eryHkom, nepemellaet AOKYMEHT Ha OOMH 3KpaH BBepX
WU BHUZ.

Ctp.4

KomMneTephl

Puc. 2.2. Homep cTpaHuubl U 3aroJioBOK, KOTOpPble BbICBEYUBAIOTCH PSAOM C
OeryHKoMm rnpu ero rnepemMeLlieHuun

OnaviH 13 cambix BbICTPbLIX CNOCOOO0B Nepexoaa Ha HYXXHYK CTPaHULy OOKYMeHTa
- nepeMelleHne beryHka (15) BepTukanbHOW NIMHENKK NPOKPYTKN BBEPX WU BHU3
NpY HaXaToWn KHOMKe MbIwK. [py TakoM nepemMeLLeHn JOKYMEHTA B OKHE PSOOM C
6eryHkom BbICBEYMBAETCS 3arofioBOK NMpOCMaTPUBaEMOro pasgefnia u HoOMep
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CTpaHuULbl, KoTopas OyneT oToOpaxeHa Ha SKpaHe, eCAn OTNYCTUTb KHOMKY MbILLUK
(puc. 2.2).

CTPOKA COCTOAHNA. CTpokoi COCTOSIHUSA Ha3blBAETCS rOPU3OHTaNbHas
noJsioca, pacrnonoXeHHasi HUXe OkHa AOKyMeHTa. B Hell oToOpaxaloTcs cBeaeHus
O BbIMOJIHAEMbIX OMnepaunax, MOJIOXEHUN Kypcopa M Apyras KOHTEKCTHad
MHpopmMaums.

Ha puc. 2.3 nokazaHa CTpoka COCTOSIHUS MPU NPOCMOTPE OOKYMEHTA B pexume
3NEKTPOHHOro OOKYMEHTA.

|CTF'2 Pasa 1 2(‘2 |Ha 22,5cm CT 30 Hon 1 I%Q_n|mqnpw,3$—mm}—,—l A
1 1 1 1 1 ] |

1 2 3 4 5 ¢ T 8 g 10 11 12

Puc. 2.3. Ctpoka cocTosHus

HasHayeHne 3neMeHTOB CTPOKM COCTOSIHUS:

1- CTtp. HOMep - HOMEpP TeKkyllelh CTpaHuubl, B COOTBETCTBMM CO CXEMOMN
NIOrMY4ECKON HyMepauumn, NoKasbiBAEMOWN B OKHE;

2 - Pa3n. HoMep - HOMep pas3aena CTPaHULbl, MOKa3blIBAEMON B OKHE;

3 - Homep/Homep - HOMepP TekyLlen CTpaHuubl 1 obLluee KONMYEeCTBO CTPaHUL,
[OKYMEHTAQ;

4 - Ha ... cM - pacCTosiHME MO BEPTMKAIM OT Kypcopa A0 BEPXHEro Kpas nucTa.
Ecnn kypcop HaxoauTCsl BHE OKHa, 3HayeHue He oTobpaxaeTcs;

5 - CT. HOMep - KONNYECTBO CTPOK OT Kypcopa A0 BEPXHEr0o kpas CTPaHWULLbI.
Ecnn kypcop HaxoauTCsl BHE OKHa, 3HayeHue He oTobpaxaeTcs;

6 - Kosn HoOMep - KONMYeCcTBO CUMMBOJIOB OT JIEBOrO Mofis AO Kypcopa.
YunTbiBatoTCA Npobenbl U cumBoNbl Tabynsaumn. Ecnu kypcop HaxoamTcs
BHE OKHa, 3HayYeHne He oTobOpaxkaeTcs;

7 - 3Al (REC) - nnpgukatop pexuma 3anucu Mmakpoca (Record Macro);

8 - UCTIP (TRK) - nHamnkaTop pexuma 3anucu ncnpasnenun (Track Changes);

9 - BAJ1 (EXT) - vHankatop pexum Bbiaenenuns (Extend Selection);

10 - 3AM (OVR) - vHamkaTop pexmnma 3ameHbl cumBonoB (Overtype);
11 - cnpaBka no WordPerfect;

12 - nHAMKATOP COCTOSIHUS MPOBEPKU MPaBOMUCAHUS;

13 - coxpaHeHne doHa (B pexume 3/EKTPOHHOIO OOKYMEHTA).

[BOMHOW LLLENYOK CTPOKM COCTOSIHMSA B oGnacTtu 3nemMeHToB 1-6 OTKpbiBaeT
OKHO amanora Havitn n 3ameHuts (Go To).

[BoViHOW wenyok nHankatopoB 9 mnm 10 BKAOYAET/BbIKIIOYAET PEXUM,
yKa3aHHbI B nHamkatope. Ecnn pexunm 3amMeHbl CMMBOJMIOB akTUBEH, TO HOBbIN
CMMBOJ1 3aMEHSIET CMMBOJ1, PACMNOJIOXKEHHbIA Ha MecTe BCTaBku. Pexum 3ameHbl
CMMBOJIOB BKJIKOHaeTCs knasuwen Insert.

- MHOMKaTOp peXnma q)OHOBOFO COXpaHeHunsd. anI noasneHnn nynbcum-

pylowero 3Hadyka gmcka Word COxXpaHseT AaHHbI OOKYMEHT B (DOHOBOM pexume
paboThl.

NAHEJIN MHCTPYMEHTOB. OtnuuntensHas ocobeHHocTb Word 95/97 - 601b-
LI0€ KOJINYECTBO NaHesnem MHCTPYMEHTOB. KHOMKY NaHeny MHCTPYMEHTOB NO3BONSIOT
ObICTpee BbINOHUTL MHOTME Ornepaummn, Tak Kak npu nux UCrosb30BaHMM He Hano
OTKpbIBaTb MEHIO, Npexzae, YyeM BblOpaTb komaHAay. Ha puc. 2.1 noka3aHbl aBe
naHenn nHcTpymeHToB: CtaHgapTHas (5) n dopmaTtuposaHus (6). KHonku naHenm
MHCTPYMeHTOB CTaHaapTHas yCKOPSIIOT BbIMOJIHEHWE OMNepaLnii co3aaHns, OTKpbITUS
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MU coxpaHeHus ¢anna, pefakTupoBaHUa O0KyMeHTa (puc. 2.4). KHonku naHenm
dopmaTMpoBaHMs NO3BONKIOT BbINOJHUTL HOPMaTUPOBAHNE CUMBOJIOB 1 ab3aLles.

Ona oTobpaxeHns UM CKPbITUS KaKOW-TMOO MaHenu UHCTPYMEHTOB B OKHe
Word Bbibepute komaHay MaHenn uHctpymeHToB (Toolbars) B meHio Bup, (View).
Ha askpaHe nosiBUTCSH NOAMEHIO, coAepxaliee CANCOK NaHenen MHCTPYMEHTOB.
OTOT Xe CNUCOK MOSIBNSETCA B BUAE KOHTEKCTHOIO MEHIO MOCAE LWenyka npaBon
KHOMKOIM MbIKN Nto6O0M naHenm UMHCTPYMEHTOB.

KHOMKK Ha naHenn MHCTPYMEHTOB NMoaobpaHbl Mo OnpeaesieHHon TeMaTuke,
Hanpumep kHonku 1-5 naHenn nHctpymeHToB CtaHgaptHasa (Standard) npegHasHa-
YyeHbl Ana paboTbl ¢ dannom n oyénmpyioT komaHapl n3 meHto daiin (File), kHonku
7-12 ncnonb3dyTca ANS pPeaakTUPOBaHUS OOKYMeEHTa U AyOnvMpyloT KOMaHObl U3
meHio lMpaska (Edit).
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Puc.2.4. KHonku naHenu uHcTpymeHTOoB CTaHpapTHas:

(>TaHag THaq

1 - Co3partb, 2 - OTKpbITb, 3 - CoxpaHuTb, 4 - lNeyaTs, 5 - MpeasapuTensHbiv npocMoTp, 6 - lNpasonvcarve,
7 - Beipesatb, 8 - KonvpoBats, 9 - BctaButb, 10 - @opmat no obpasdy, 11 - OTmMeHuts, 12 - BepHytb, 13 -
Jo6aButb runepccebiniky, 14 - Manens Web, 15 - Tabauubl v rpaHnubl, 16 - Jobasuts Tabauuy, 17 - JobaBuTb
Tabnuuy Excel, 18 - KonoHku, 19 - PucoBaHue, 20 - Cxema pokymeHta, 21 - Heneyataembie CUMBOJIbI,
22 - Macwta6, 23 - [ToMOLLHUK.

BCIMJ1bIBAIOLWWNME MOACKA3KW. BcnnbiBalowmve NoACckKas3ky rnokasbiBaloT
Ha3BaHUSA KHOMOK Ha MaHensX MHCTPYMEHTOB W 3/EeMEHTOB 3kpaHa. Onsa aTtoro
cnenyeT NOMECTUTb ykasaTeslb MbIlUM Ha MHTepecylowuii o6bekT. Ecnm Ha KHormke
naHesnn WHCTPYMEHTOB OoToOpaXxaeTcs TeKCT, OJis Hee Moacka3ka He BblBOAMTCS.

2.2. OTOGpaxkeHue AOKyMEeHTa B OKHe
2.2.1. PeXumbl npocMoTpa AOKYMeHTa

Word no3songeTr npocmaTpuBaTb AOKYMEHT B OKHE B HECKOJIbKUX PEXMMAX.
BbiGop pexunma npocMoTpa 3aBMCUT OT BbINOJIHAEMOWN paboThl. Jns CMeHbI pexnmMa
NPOCMOTPa OOKYMEHTA WCMOMb3YIOT KHOMKN 22-27 (puc. 2.1), pacnonoXeHHble B
JIEBOV 4aCTU FOPU3OHTASIbHOW MONOCHI MPOKPYTKU.

OBbIYHbIN PEXXUM. O6biuHbIi pexxim (Normal View) ycTaHOBNEH no ymonya-
HWIO NMpW OTKPbITUM OkHa. OH (kHoMka 27) ynobeH ans BBOAA, penakTUpOBaHUS
TEKCTa U nepeMelleHns No OOKYMEHTY, Tak Kak MO3BONSET yBUAETb BCE BUAbI
dopmaTnpoBaHns CUMBONOB (LWIPUGT, HavyepTaHne, pasmep) 1 ab3ales, HO He
nokasblBaeT Pa3MeTKy CTpaHWLbl, HEKOTOPbLIE 3IEMEHTbI 0DOPMIEHUS CTPAHULbI,
Hanpumep, KOJMOHTUTYJbI, YTO YCKOPSET MPOKPYTKY AOKYMEHTa B OkHe. [Ongd
nepexofa B 3TOT PEXUM HKMUTE KHOMKY 27 Ha rOPU30HTaNIbHOW NOI0CE NPOKPYTKM
(puc. 2.1) nnm BbIbepuTte komanay OObiuHbIA (Normal) ns Bug (View).
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PEXXUM OJIEKTPOHHOIO OOKYMEHTA. PexXxunm 3nekTPOHHOro AO0KyMeHTa
(Online Layout View) - onTumManbHbIi pexumMm Aas nNpocMoTpa 3NEKTPOHHbIX
DOKYMEHTOB Ha aKpaHe. ITo HoBast dyHKuMa pepakTtopa Word 97, koTopas u3aMeHsieT
pa3MeTKy CTpaHuL, 1 0BGNeryaeT 4YTeHne JOKYMEHTa 3a CHEeT UCMosb30BaHus Honee
KpynHoro pasmepa wpudTa, 4emM 3a[aHHbI A9 nevyaTtun, NepeHoCc CTPOK
BbINONHAETCA B npeaenax okHa (puc. 2.5).

B aTtom pexume okHo Word paspgeneHo Ha aBe obnactu. BepTtukanbHas
o6nacTb B IEBOI 4YaCcTM OKHa AOKYMEHTA, B KOTOPOM nm3obpaxaeTcsa CTPyKTypa
3aronoBKOB JOKYMEHTA Ha3blBaeTCs CXeMOW AOKyMeHTa. CxemMy OOKYMEHTa MOXHO
MCNoNb30BaTb A5 ObICTPOro NepeMeLleHns No OOKYMEHTY U ANS OnpefesieHuns
COOCTBEHHOr0 MOJNIOXEHUS B HEM. Hanpumep, 4TOObl NepenTu K onpenesieHHon
4YacTu OOKYMEHTa, AOCTAaTOYHO BbiOpaTb COOTBETCTBYIOLMI 3arofloBOK Ha CXeme
DOKyMeHTa. Tekyllee NnonoXeHne B LOKYMEHTE BbIAE/IEHO Ha CXeMe LOKyMeHTa
KOHTPACTHbIM LBETOM.

W MWicrosoft Word - KoMneoTepoi.doc
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Puc. 2.5. OKkHO OOKYyMEHTa B peXuMe 3JIEKTPOHHOro AOKYyMEHTa

PEXXUM PA3BMETKWN. Pexum pasmeTtkn (Page Layout View) - nossonsert
YBUAETb CTPaHMLY C PUCYHKAMW, MHOMOKOJIOHHbIM TEKCTOM, CHOCKammu, KOJSIOHTU-
Tynamm n nonsMu B TOM BUAE, B KakOM oHa OyneT HaneyaTtaHa (puc 2.6). C
HEKOTOPLIMW 3NIEMEHTAMU [OKYMEHTA: KOJIOHTUTYNIOM, OYKBULEN, PaMKOW MOXHO
paboTaTb TOJIbKO B 3TOM PEXuUME.

OT0T pexum ynobeH Ans KOMMOHOBKM CTpaHuubl U pa3MeLLeHnst 0O6beKTOB,
ofHako OH Oosblue 3arpyxaeT npoueccop M 3ameanseTt paboty. B HeM MOXHO
pepakTupoBatb U GopmMaTMpoBaTb TekCT. [na nepexoga B pexuym pasMeTKu
MCNONb3YyNTE KHOMKY 25 (puc. 2.1) Ha ropuU30OHTaNbHOW MO0CE MPOKPYTKU WUAn
KomaHay Paametka cTpaHuubl (Page Layout) ns meHio Bug (View).

PEXUNM CTPYKTYPbI. Pexxum ctpykTypbl (Outline View) no3sonseTt npocmaTtpu-
BaTb Kak MEpPapxmio 3arosioBKOB, Tak U COAEPXMMOE BbIAENEHHOro 3arosoBKa.
OTCcTyn 3aronoBka B pPeXMME CTPYKTYpbl 3aBUCUT OT €ro ypoBHSA. B pexume
CTPYKTYpPbl MpoLle M3MEHUTb YPOBEHb 3arojloBKa W pacnofioxeHue 60nblmnx
dparMeHTOB TekcTa, ObICTPEE MOXHO HAMTU HYXHbIA pasgen gokymeHTta. [Ans
nepexona B 3TOT PEXUM UCMOMb3yUTE KHOMKY 24 (puc. 2.1) Ha ropm3oHTanbHOM
nonoce nNpokpyTkn mnn komanay CtpykTtypa (Outline View) ns meHio Bupg, (View).
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Puc 2.6. OKHO AOKYyMEHTa B peXume pa3MeTku

2.2.2. Macwrtab mn3obpaxeHus AOKYMeHTa

MacwTab [OKYMEHTa MOXHO YBENIMYUTb, YTOObI MOAy4YuTb NoApoOHOE
n3obpaxeHne, UM yMeHbLLUTb, YTOObl yBUAETb OOJbLUYID YacTb CTPaHWUUbI WK
HECKOJ/IbKO CTpaHuL, cpa3y B yMeHblUeHHOM BuAe. [pu BBOAE TeKCTa XenatesbHO
MMEeTb mMacLTad, No3BONSAIOLMIA YBUAETb CTPOKY LLESIMKOM.

1530% = Macwtab oTobpaxeHns OOKYMEHTa Ha aKpaHe MOXHO BbiOpaTb B

packpbiBatoLLeMcs cnucke Maciutab (Zoom) Ha naHenu MHCTpymeHToB CTaHaapTHas
(Standard) vnu aktnBmManposaB komaHay MacwTtab (Zoom) na meHio Bua (View).

2.2.3. OpgHOBpEeMEeHHbIi MPOCMOTP pa3HbIX 4YacTeil [OKYMEeHTa

[ns ogHOBPEMEHHOro NMPOCMOTPAa ABYX YacTel 0QHOro AokymeHTa (puc. 2.7)
pasgenite OkHO Ha ABe 06n1acTv O4HMM U3 Chedylouwmx crnocoboB:

- nepeTawmTe BHU3 Mapkep (Belwky pa3dusku) (13), pacnonioXeHHbIn Hag,
BEPTUKANBHOM MOJIOCOM MPOKPYTKM (puc. 2.1);

- OBaXAbl LWENKHUTE MapKep, OMMCaHHbIA B NpeablaylemM MyHKTE;

- BbiOepuTe B MeHio OkHo (Window) komaHay Paznennts (Split), nepemectute
JINHNIO Pa3OUBKN MbILLIbIO B TpeOyemMoe MosIoXeHMe Ha 9KpaHe U LLEeNKHUTE
KHOMKOM MbILWN.

B kaxmnon 13 obnacteit OkHa MOXHO MPOKPYYMBaTb AOKYMEHT HE3aBMCUMO OT
apyroii o6nact, MOXHO MCMOJb30BaTb padHble MaclTabbl U pPexuMbl MPOCMOTPA,
HanpumMep, B 0JHOK 06N1acTn OKHa MOXHO paboTaTb B pexmnmMme CTPYKTYpbl, B ApYyromn
- B 0ObIY4HOM pexume.

K eanHoMy OKHY MOXHO BEPHYTbCS creaylowymMmn cnocobamm:

- PacnonioXuTb Ha NUHUN Pa3dUBKK ykasaTeslb MbILUX W, KOraa OH NpumMeT
BUA, CTPENKWN, yKa3blBaOWEN B OBYX HanpaBieHUsX, NEPEMECTUTb JINHUIO
BBEPX WM BHU3, YOEPXMBAA HAXKATOM KHOMKY MbILLIW;
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Puc 2.7. OpgHOBpEeMEHHbIA NMPOCMOTP Pa3HbiX YacTeh [OKYyMEHTa

- PacnonoXuTb Ha IMHUKN Pa3BUBKN ykasaTeslb MbILUN W ABaXAbl HAXaTb KHOMKY
MbILLIV;

- BbiOpaTh koMaHay CHATb pasgeneHve B MeHio OkHO. 3Ta komMaHpAa
nosiBNSIETCA B MEHI0 BMecTo Paspenuvts.

2.2.4. PaboTta C HECKOJIbKMMU OTKPbITbIMU AOO0KYMEeHTaMun B OOAHOM OKHe

MpenycmMmoTpeHa BO3MOXHOCTb OTKPbITUS HECKOJSIbKUX OOKYMEHTOB
OJHOBPEMEHHO. [py 3TOM B OKHE MPOrpamMmbl Bbl OyaeTe BUAETb TOSIbKO NMOCNEHNMA
OTKPbITbI AOKYMeHT. [ns nepexona K ApYyromMy AOKYMEHTY MOXHO BbiGpaTb ero
mmsa B MeHto OkHo (Window) unu HaxaTb coyeTaHue knasuw Ctrl+F6 (puc.2.8).
YT106bl BUOETH BCE OTKPbITbIE AOKYMEHTbl OOHOBPEMEHHO, BbIOEpUTE KOMaHAy
Ynopsgo4unTb Bce (Arrange All). OgHOBPEMEHHbIN MPOCMOTP HECKOJSIbKUX JOKYMEHTOB
obneryaeTt KkonupoBaHue/nepemMeLLeHne nHopmaumm M3 ogHoro ganna B OpPyron

C NMOMOLLIbIO MbILLN. B OKHe nporpamMmbl AOKYMEHTbI OyayT OTAeNeHbl Apyr OT gpyra
JIMHUAMMK pas3BuBKM.

DKHD

Hoeoe
YNopAQoYMTL BCE
PazpenmTe

1 CTaTKcTrka.doc
!2 PLHaHCkELdoc

Puc 2.8. MeHio OKHO, ecnu OTKPbITO OOAHOBPEMEHHO ABa AOKYMEHTa
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Bbl MOXeTe CBEPHYTb OKHA AOKYMEHTOB, C KOTOPbIMU He paboTaeTe, HaxaB
KHOMKY CBEPTbIBAHUS OKHA AOKYMEHTa B CTPOKE MeHi. B aTOoM cnyvyae kKomaHaa
Ynopsinountb BCce OyaeT 3aMeHeHa Ha Ynopsaountb 3Hadkm (Arrange Icons).

2.3. Co3paHue pOKyMeHTa

Mocne 3anycka Word Ha akpaHe oTobOpaxaeTcsi OKHO, B KOTOPOM BUAEH MyCTOM
[OKYMEHT, OCHOBaHHbI Ha wabnoHe OO6bIYHbIV. B OKHO MyCTOro AOKYMEHTa MOXHO
BBECTW TEKCT, BCTaBUTb WANIIOCTPALMIO U TOMY nogobHoe. NycToi AOKYMEHT umeeTt
Ha3BaHune JJokymMeHT 1, KOTOpOe BMAOHO B CTPOKE 3arofsioBka. JJOKYMEHT MOXHO
€co34athb cneaylwmMmm cnocobamm:

1) Bbi6paTb komaHay Cospatb (New) B meHio dainn (File), oTKpbITb BKIaAKY
O6wume (General) n WwenkHyTb ABaxAbl 3HA40K HoBbI AokymeHT (Blank
Document);

2) wenkHyTb kHOMKy Co3patb naHenu MHCTpymeHToB CtaHpapTHasa. KHonka
pacnofioxxeHa Ha IEBOM Kpar NaHeNM 1 OTKPbIBAET AOKYMEHT, OCHOBAHHbIN
Ha wabnoHe OO6bIYHbIN.

Mpwv co3maHMmn HOBbIX AOKYMEHTOB UM OyayT nocnenoBaTesibHO NpMCBanBaTbCA

Homepa 2, 3, 4 u 1.4. Ecnn okHO gokymeHTa He pa3BepHyTO B okHe Word, To nms
NOKYMEHTa OTpaXaeTcs B CTPOKE 3arosioBka AokymeHTa (puc. 2.9).
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Puc.2.9. Oto6paxxeHune okHa AokymMeHTa B okHe Word

KYPCOP BBOJA N YKASATEJIb MbILLIN. Kypcop BBOAA MMEET BMA MeEPLAIOLLIEN
BepTuKanbHOM nuHuK. OH ykasbiBaeT, Kyaa 6yaeT BBOAUTLCS C KinaBuaTypbl CUMBOJ,
BCTaBNIATbCA PUCYHOK WM Apyro ob6bekT. Ero nonoxeHne MOXHO WU3MEHWUTb
KnaBuWaMn ynpaBneHus kypcopa (tabn. 2.1) nnu MbllWwbio TONbKO B npeaenax
HabpaHHOro TekcTa.

Kpome kypcopa BBOZa B OKHE BUAEH yKasaTeflb MbIlWN, UMEIOWMNIA BUL,
naTtuHcKol OykBbl |. EFO MecTomnonoxeHne MeHSeTCsa TOJIbKO MOCe NnepeMeLLeHns
MbilWK. YKasaTeflb UCMonb3yeTcs Afi9 Bbibopa kKOMaHO MeHlo, nepemMelleHuns
06beKkTOB, AN BblaeneHus dparMeHTa Tekcta U T.4. YTo0Obl 3agaTh NMonoxeHue
TOYKM BBOAA (insertion point), HE06X0AMMO NEPEMECTUTL MblLLb TaK, YTOObI yKka3aTesib
HaxXOOMNCS B HY>XXHOW TOYKE 3KpaHa U LLENKHYTb JIEBON KHOMKOW MbILUIN.
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Tabnuua 2.1

Knaeuwm, o6ecneunBapoime nepemMeLeHue Kypcopa rno fOKyMeHTy

MepemeuwieHne kKypcopa KnaeBuwm ana nepemelwyeHus
K Hadany TekyLien CTpoku Home
K KOHLY TeKkyLLen CTPOKM End
K Havany cnepyiouiero cnosa Ctrl+cTpenka kypcopa Brnpaso
K Havany npepplayLiero cnosa Ctrl+cTpenka kypcopa BneBso
B Hauwano ab63aua Ctrl+cTpenka Kypcopa BBepx
K cnenytouiemy ab3auy Ctrl+cTpenka Kypcopa BHU3
B neBbih BEpXHWUIA yron okHa Ctrl+PgUp
B npaBbIii HUXHWUI Yyron OKHa Ctrl+PgDn
K cnepytouien aKkpaHHOM CTpaHuue PageDn
K npenbiayuwie skpaHHOM cTpaHuue PageUp
B Hayano nokymeHrta Ctrl+Home
B koHeu, nokymeHTa Ctrl+End

Lns yCKOpEHHOro nepemMeLleHnst No AOKYMEHTY MOXHO MCMOJb30BaTb MOJSIOCHI
NMPOKPYTKWN, PaCMOJSIOXEHHbIE BOOJIb HUXHEN U NPaBoOi rpaHuLbl OKHA.

3AKPbITUE OOKYMEHTA N BbIXO4 M3 WORD. MNpexae 4eMm 3akpbiTb
DOKYMEHT, XenaTeNbHO CHavana ero coxpaHutb. Ecnu aT0ro He coenatb, TO nocne
Bbibopa komaHabl 3akpbiTe (Close) B meHio daiin (File) nosButca 3anpoc o
HEeOOXOAMMOCTU COXPaHEHUS U3MEHEHWUN, BHECEHHbLIX B AOKYMEHT BO BpeMs
Tekylwlero ceaHca pabotbl: CoxpaHuTb M3MeEHeHUs1 B fOoKyMmeHTe “...doc”? Haxas
KkHonky Zla (Yes), Bbl coxpaHuTe LOKyMeHT. Mocne wen4yka kHonkn Het (No) BHeceH-
Hble MOC/e MOCNeAHEr0 COXPaHEHUSI B JOKYMEHT U3MEHEHUS He OyayT COXpPaHEHbI.
[na BbIxoaa 13 NporpamMmmbl, MOXHO BOCMOIb30BATLCA OAHUM U3 CReayloLLmMxX
Ccrnoco6oB:
- BbIbpaTtb koMaHay Bbixopn, (Exit) B meHto daiin (File);
- ABaXAbl LWENKHYTb KHOMKY (1) OKOHHOro MeHto (puc 2.1);
- BbIOpaTb B OKOHHOM MEHI0 KOMaHAy 3akpbiTb;
- UICNONb30BaTb coyeTaHne knasuw Alt+F4.

2.4. OTKpbITUE AOKYMEHTa
JOKYMEHT MOXHO OTKPbITb HECKOJIbKMMK Ccnocobamu:
- OTkpbITb MeHo Paiin (File) n wWenkHyTb MbilWbO UMS ¢aiina B cnncke B

HMXXHEN YacTn MeHio. CnMCcoK COOEPXUT Ha3BaHUS nocnegHux ¢annos,
OTKPbITbIX B 3TOM MPUIIOXEHUN.
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- Bbibpatb komaHay OTkpbiTh (Open) B meHo daiin (File) n B okHe aunanora
OrtkpbiTne gokymeHta (Open) ykazaTb MMs U MecTononoxeHuve darnna.

- Haxatb kHoOnNky OTKpbITb [ Ha MaHenn WHCTpyMeHToB CTaHaapTHas u

OBaXAbl LWENKHYTb 3HA4YoK danna B okHe auanora OTKpbITME AOKYMEHTa
(Open).

C nomouwbio okHa gmanora OTkpbiTve gokymeHTa (Open) Bbl MOXETE OTKPbITh
LOKYMEHTbI, pacrnonaraloLwmecs Ha XeCTKOM OMCKEe KOMIMbIoTEPa WM Ha CETEBOM
ancke, K KOTOPOMY MMeeTCsa OOCTyn. He3aBuCcuMMO OT pacrnonoXeHusa OOKyMeHTa
€ro MOXHO OTKPbITb B pexXuMe “TONbKO A YTEHUHA”, YTO NPEeAOXPaHUT OpPUTrMHAIN
OT clyyarHbIX U3MeHeHU. [JOKYMEHTbl MOXHO OTKPbITb B ceTu WHTepHeT unm
MHTepHeT Ha y3ne HTTP B Web nnun Ha y3ne FTP.

OTKPbITUE OOKYMEHTA HA XECTKOM WJIMW CETEBOM OUNCKE. YT100HI
OTKPbITb AOKYMEHT Ha XECTKOM WM CEeTEBOM AWCKE, BbIMOSHUTE chneaylouive
nencTeuns:

- Haxkmute kHOMKy OTKPbITh [@ Ha NaHenu MHCTpymeHToB CTaHzapTHas mnm

BbibepuTe komaHay OTkpbiTh (Open) B meHio daiin (File).

- N3 cnucka Marnka (Look in) (puc. 2.10) BbiGepUTE ANCK UK NArKy B KOTOPOM
COAEPXUTCHA AOKYMEHT. [1n9 9TOr0 HaXMuTe KHOMKY B MPABOW 4acTW NONg,
4TOObI OTKPbLITL CNUcoK. ocnenoBaTenbHO OTKPbIBAUTE Mankyv ABOWHbLIM
LLLeTYKOM [0 Tex nop, noka He OyaeT OTKpbITa nNanka, CoaepXallas NCKOMbI
OOKYMEHT.

- Nma oTkpbiBaemoro ganna BBeauMTe B TEKCTOBOe none Ums ¢arvina (File
name).

-YT06bl OTKPBLITH AOKYMEHT, CO3[aHHbLIA B APYroi mporpamme, Bblibepute
cooTBeTCcTBYOWMN dopmaTt n3 cnucka Tun ¢pavinos (Files of Type),
Hanpumep, Bblbepute B cnvucke JokymeHtsl Word (Word Documents) pns

| pEr——" =] & Almw [ ml=k] =

FSATH s, B ENOLLLAS DA
ipn dhasina: | | Tecigmoiea: | - (T |
T chsdinca: |.‘_-:-'.-u:--1|.-'n'-:-d [* o) ﬂ A W |l gpies W Lo |

Hafgmen dhasinoe! 1.

Puc 2.10. OkHo auanora OTKpbITUE AOKYMEHTa
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OTKPbITUS OOKYMEHTa, CO34aHHOro B TeKCToBOM pepaktope Word. [Ang

npocMoTpa Bcex ¢aiinoB Tekywen nanku Beidepute Bee ¢arinbl (All Files).

Mocne 3anonHeHns HeobxoauMMbIX Nosel okHa amnanora OTKpbITUE AOKYMEHTA

HaxmMuTe kHonky OTkpeiTb (Open) wan knasuwy Enter. Ona ogHOBpEeMEHHOro

OTKPbITUSE HECKOJbKUX (anfioB X UMeHa BblIOENUTE B OKHE Amanora, yaepxwusas
HaxaTon knasuwy Ctrl, a 3atem HaxmuTe kHonky OTkpeiTh (Open).

2.5. CoxpaHeHue AOKYyMEeHTa

Bo Bpems paboTbl NOMb30BATENS HA KOMMbIOTEPE CO3[aBAEMbI OOKYMEHT
XpaHUTCA B onepaTuBHOW namaTtu. Ons Toro, 4toObl 3anMcaTb 3TOT dain Ha AucCK,
Heobxoammo BbiIOpaTb B MeHio Pain (File) komaHay CoxpaHuTb kak (Save As) u
3apatb HeoOXOoAMMblE MapameTpbl B OkHe auanora CoxpaHeHue AOoKyMeHTa (Save
As) (puc. 2.11). B panbHenwem, gnsa COXpaHeHUs OOMOSIHEHUA N USMEHEHWU,
BHOCUMbIX B AOKYMEHT, OOCTATOYHO HaxaTb KHOMKy COXpaHuTb Ha NaHenu
MHCTpyMeHTOB CTaHaapTHas unm BblibpaTb koMaHay CoxpaHuTb (Save) B MeHIo
dain (File). OTKpbITbIA (aiin MOXHO 3anucaTb Ha OUCK Mo APYrMM MMEHEM B 3TOW
wnn gpyroii narike, Bbibpae B meHio Paiin (File) komaHay CoxpaHutb kak (Save As).

COXpaHEeHMWE 10KYMEHTa EHE

REl=H |f:| OTUeThl LI | | I“_‘Fl

" ~trneroTepel.doc CONpaHATL |
EcTe.doc

K omneraTeps!.doc e |

owck, cdoc
MapaMeTosl.. . |
COXpaHMTE BEPCMID. . |

MMA hafna: II'IDMCK.ch LI

Tun dhaiina: IﬂDKYMBHT Word (*.doc) j

Puc. 2.11. OkHo pgmanora CoxpaHeHue [OKyMeHTa

PaccmoTpum Ha3HavyeHme pasnnyHbIX 3IEMEHTOB OKHa Auanora, oTobpaxaemMoro
Ha 9KpaHe nocne Bblbopa B MeHio dPaiin (File) komanapl CoxpaHntb kak (Save As).

1. Uma pokymeHTa BBOOUTCA B TeKCTOBOoe none Wms ¢avina (File name).
PaclimpeHne MOXHO He ykasbliBaTb. PaspaboTaHHbIN C MUCMOSb30BaHUEM
pepaktopa OOKYMEHT aBTOMaTM4YeCku nosydaeT paclwmpeHue .doc,
COOTBETCTBYIOUWEE OJaHHOMY npuioxeHuto. Ecnn nocne nmeHn danna
NMOCTaBUTb TOYKY, TO paclumMpeHne He byaeT nobaBneHo.

2. B none Tun ¢arina (Save as type) BbibupaeTca Tmn danna. Beibop opyroro
dopmaTta MOXET NPMBECTU K NOTEPE KayecTBa B ODPOPMIEHNN OOKYMEHTA.
B cnuncke oTtobpaxaloTcsa TOnbkO Te Tunbl dalinos, oas KOTOpbIX Oblin
YCTaAHOBMEHbI KOHBEPTEPHI.

3. YT06bl COXpPaHUTb OOKYMEHT B APYroi nanke MnauM Ha OPYrom AUCKe,
BbIOMPAIOT HYXXHbIA OUCK WM nanky u3 cnucka [lanka. [JBOWNHON LenyoK
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nanku, PacnosioXeHHONM B nosne Bblbopa, OTKpoeT ee. HasBaHme nanku
nosiIBUTCSA B 9TOM Xe none [lanka. Ytobbl coxpaHutb dain B nanke Gonee
BbICOKOIO YPOBHS, HaA0 HaxaTb KHOMKY [lepexoa Ha oAvH YPOBEHb BBEPX,
PacCnoNOXEHHYIO nMpaBee cnucka [lanka.
[MTocne yctaHOBKM BCex napameTpoB 3anucu darina wenkarT KHOMKY
CoxpaHutb (Save). B cTpoke 3arofioBka OKHa MPUoXeHns oTobpasuTtcsa HOBOE
umsa danna.

2.6. PepaktnpoBaHme TekcTa
2.6.1. BoipeneHue dpparmeHTa TeKcTa

[nsa BbinonHeHns GOJbLUMHCTBA onepaunini no obpadoTke TekcTa penakTmpye-
MbIli dparmMeHT cnenyeT npensapuTesibHO BblaenuTb. o yMOnYaHuo BblOeNeHHbIN
dparmeHT oTobOpaxaeTcsa B HeraTMBHOM LBeTe (“O6enbiMm OykBaMn MO YepHOMY
¢doHy”).

BbloeneHHbln GparMeHT MOXET COCTOATb M3 OOHOr0 WM HEeCKOJNbKUX
CUMBOJIOB, CJIOB, NMPeanoxeHuin, ab3aues unm BCero TekcTa. BoioeneHuve
NPOV3BOOSAT MbILbO, KOMaHAOW MEHIO UM C KnaBuaTypbl. BblaeneHne oTMeHseTcs
npyv NOCNEAyLWEM LWEeNYKe MbllUM BHE MecTa BbIOAENEHUS WUAM NpU HaxaTuu Ha
KNaBuLLYy ynpaBieHns KypCOpPOM.

BbloeneHHbli parMeHT MOXHO NMepemMecTuTb, CKOMMPOBaATb WAW YyOANUTb, B
HEM MOXHO W3MEHUTb WpPUGT, Npon3BectTn GopmMaTnpoBaHne, BbiIOpaB U3 MEHIO
®opmar (Format) komangpl LpndT (Font), A63aw, (Paragraph) n T.n.

BbIOEJITEHVUE ®PATMEHTA MbILLUbIO. [Ansa BoiaeneHus dparMeHTa JOKYMEHTa
MbILLbIO, YCTAHOBUTE yKasaTeflb B HayasllbHYlO WM KOHEYHYIO TOYKY BbiOENeHus U,
yOoepXuBas HaxaTol KHOMKY MblllM, NepeMecTuTe ykasaTeflb N0 AuaroHanun B
NPOTUBOMONOXHbLINA yron dparMeHTa: BMpaBO-BHU3 UM BNEeBO-BBepX. YToObI
BblAE/IUTb PUCYHOK, YKaXKMUTE Ha HEro U HaXMUTE KHOMKY MbILLIN

Y106bl BblAENNTL OONLLION GparMeHT TekcTa, LWEeNKHUTE Mbllbio Ha4vaso
BblAensieMoro dparmMeHTa, HaxmmuTte knaeuwy Shift u, He oTnyckas ee, LWENKHUTE
KOHel, Bblaensemoro dparmeHTa. [ns BblAeNeHUs CroBa yKaXuTe Ha 3TO CJIOBO U
OBaXAbl HAXXMUTE KHOMKY MbIlK. YToObl BbioennTb ab3al, NocTaBbTe ykasaTeslb B
nobom mMecTe ab3zaua 1 TPUXAbl HAXKMUTE KHOMKY MbILLN.

MCIMOJIb3BOBAHUE MNOJIOChI BbIOENEHNA. Mpw BblaeneHnn pparMeHTa nnm
BCEro AOKYMEHTA MbILbID MOXHO WMCMONb30BaTb MOJIOCY BbIAENEHUS - MYCTYIO
obnacTb cnesa OT TEKCTa, PaACMOJIOXKEHHYIO BAOMb Kpas okHa (Tabn. 2.2). Mocne
YCTAHOBKM yka3aTens Ha Mnosoce BbIAENEHUdA, OH MPUHMMAET BUA, CTPEsKu,

HanpasBneHHOW MoA, yrioM BBEpX BMpasBo ﬂ (Npn nNepemeLLeHnn no MeHIo Un
naHenu ynpaefieHus ykasaTesflb MokasbiBaeT BBEPX BNEBO).

BblOETEHVUE ®PATMEHTA TEKCTA C KJIABUATYPbI. Ons BbioeneHus
dparmMeHTa TekcTa C KiaBMaTypbl MOXHO MCMNOSb30BaTb OAMH M3 CnocoboB
nepemMeLlleHns Kypcopa no TeKCTy B coyeTaHum ¢ knasuwen Shift. Kypcop
yCTaHaBAMBAIOT Ha MO3ULMIO Hayana UM KOHua BblAefNleHus, 3aTeM, yaepxusas
HaxaTon knasuwy Shift, HaXKMMaOT HA OAHY U3 KNaBUL YMPaBIEHUS KYPCOPOM.

2.6.2. MepemelweHne/KonupoBaHne u yapaneHue dparmMeHTa AOKYMeHTa

Mpu penakTMpoBaHUM LOKYMEHTA MOXEeT BO3HUKHYTb HEOOXOAMMOCTb
NepemMecTuUTb UM CKOMUPOBaTb GparMeHT U3 OJHOro Mecta OOKyMeHTa B Apyroe.
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Tabnwuua 2.2

Ucnonb3oBaHMe Nosiochbl BbigeNneHus

Boipensembiin dparmeHT Mopspok pencreun

lMepemecTute ykasatenb B NONOCY BbiAENEHNS U
HaXMUTE KHOMKY MbILLIN.

lMepemecTute ykasartesb Mo rnosoce BbloeneHus,
Heckonbko CTpokK YOEPXUBAA HAXXaATOW KHOMKY MbILK, NOKA He Bbl-
OEeNNTE HYXHOE KOJINYECTBO CTPOK.
lMepemecTuTe ykasaTesb K 1€BOMY Kpak CTPOKU
Ab3au, B NOJIOCY BblaeneHud. locne Toro Kkak OH name-
HUT BUA, ABaXAbl HAXXMUTE KHOMKY MbILLIW.
[MepemecTuTe ykasaTesb B NMOJIOCY BbiOENIEHNSA U
ABaXabl HAXXMUTE KHOMKY Mblwn. OCTaBUB Haxa-
TOW KHOMKY MbILLUK NOCNEe BTOPOro Lenyka, nepe-
MECTUTE yka3aTe b Mo BblaenseMbiM ab3auam.
YoepxvBasa HaxaTol knasuwy Ctrl, wenkHute
Becb 0OKYyMeEHT NONOCY BbIAENIEHNS NN NEPEMECTUTE B HEE YyKa-
3aTesb U TPUXAbl HAXMUTE KHOMKY MbILLU K.

OpHa cTpoka

Heckonbko ab3aues

Mocne BbigeneHusa dparmeHTa onepaumio MOXHO BbIMOMHUTb CAEAYIOWUMN
cnocobamu:
1) C NOMOLLBIO KOMaHA, MEHIO;
2) C NOMOLLbIO KOMaHL, KOHTEKCTHOIO MEHI0;
3) C NOMOLLbIO KHOMOK Ha MaHenn MHCTPYMeHTOB CTaHaapTHast;
4) ncnonb3yst NeBYy0 KHOMKY MbILUN;
5) ncnonb3dys npaByld KHOMKY MbILLW;
6) ¢ knaBmaTypbl.

NCNOJIbBOBAHME KOMAHZ, MEHIO. inga nepeMeLleHns/KonmpoBaHns TekcTa
MOXHO Mcnonb3oBaTb 6ydep oOMeHa - y4yacToK NamMsaTv, UCMONb3YEMbIA Ons
BPEMEHHOI0 XpPaHeHUs1 AaHHbIX. KonvpoBaHMe oTnn4aeTcsl OT NepeMeLLeHns TeMm,
4yTo PparMeHT ocTaeTcs 6e3 N3MEHEHNS TaM, e OH pacronarasncs U NnoBTopsieTCs
B Apyrom Mecte. Haxopsawmiica B 6ydpepe obmeHa dparMeHT MOXHO BCTaBNATb
MHOIOKPATHO He TOJNIbKO BHYTPW OAHOrO OOKYMEHTA, HO U B APYrne OOKYMEHTbl 13
pasHbIX MNPUIOXKEHUNA.

OOMH 13 caMbIx MPOCTbIX CNOCOOOB NepeMELLEHUsT BbIAENEHHOro dparMeHTa
OOKyMeHTa - nomelleHue ero B bydep obmeHa komaHoon BbipesaTtb (Cut) u3
mMeHio Mpaeka (Edit). BctaBky pparmeHTa na 6ydepa obmeHa B No3numio kypcopa
BbINOJIHAIOT KOMaHoo Bctasutb (Paste). Ecnuv BbiaeneHHbln dparMeHT Hano
KOMMpOoBaTb, TO MCNOJbL3YIOT KoMaHay Konuposatb (Copy) 13 TOro xe MeHio.

KomaHabl Mepemectuts nnv KonmpoBaTb KOHTEKCTHOrO MEHIO, MOSIBASIO-
Lerocsd nocne LWenyka npaBoi KHOMKW MbIUX BblAENEHHOro GparmMeHTa, MOXHO
MCMNONb30BaTh AJ19 NOMELLEHNS TekcTa B bydep obmeHa. 3aTem, NOMECTMB Kypcop
Ha MecTe BCTaBKWM, HAXMMAIOT MPaBYy KHOMKY MbIUM U BbIOMPAIOT B KOHTEKCTHOM
MeHI0 KomaHay BctaBuTb.

NCMNOJIbBOBAHME KHOMOK MAHEJIN MHCTPYMEHTOB CTAHOAPTHAA.
KonnyecTtso OecTBU NPU KOMMPOBAHUU UNU NEpeMeLleHnn BblAEeNI@HHOro
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dparmMeHTa OOKYMEHTa yMeHbllaeTcs, ecinm BMecTOo Bbibopa KOMaHO MEHIo

HaXxuMaTb OyGrupylowme nx KHONku | M Bbipesars, Konuposats n [,

BctaButs Ha naHenn nHCTpymeHToB CTaHpapTHas.

NMEPEMELLEHWE N KOMNMUPOBAHUE BbIAEJITEHHOITO ®PATMEHTA MbILLbLIO.
BblgeneHHbii dparMeHT MOXHO nepeTawmTb Mbiwbio MeTogom “Drag and drop
(MepeTawwm n otnycTn)”. Ykasatenb nogseamTte K BblaeNeHHOMY dparMeHTy u, Korga

OH NPUMET BWUA, CTPESIKA, HAMpPaBfieHHOW MOJ YriiOM BBEPX BIEBO L\g, HaxmuTe

JIEBYI0 KHOMKY MblwK. 3aTeM nepemectute dparMeHT Ha MeCTO BCTaBKMu, He
oTnyckas KHOMKM MblWN. ONa CHATUS BbIOENEHUS WENKHUTE MbllWbO BHE
nepemeLllaemoro ¢gparmeHTa.

KonnpoBaHne BblAENEHHOro ¢parMeHTa C MOMOLLBbIO MbIWW BbINOMHAIOT Tak
Xe, kak n nepemelleHne. OTavyme COCTOUT B TOM, YTO Mepen TeM, Kak MoABECTU
ykasaTtesnb K BblAefIeHHOMY dparmMeHTy, HaxmuTe knasuwy Ctrl. 3atem nepetawmte
dparmMeHT, yoepxmBas HaxaToil KHOMKY Mbilwn. pyn 3TOM psgoM C ykasatenem
BHM3Y BuAeH 3Hak “+”. KnaBuwy Ctrl gepxat Haxarton, noka He OTAYCTAT KHOMKY
MbILLIN.

NMEPEMELWEHNE NN KOMNMNPOBAHWE ®PATMEHTA OOKYMEHTA C
MCMNO/Ib30BAHMEM MPABOM KHOMKW MbILLUN. OaunH 13 cambix GbICTPbIX
CnocobOoB nepeMeLLeHns UM KONnMpoBaHusa ¢gparMeHTa OOKYMEHTa - BbINOJIHEHME
3TUX onepaunii ¢ UCNoNIb30BaHNEM MPaABON KHOMKN MbILLIN.

[nsa nepemelleHns unm konupoBaHus dparMeHTa TekCcTa B npeaenax akpaHa
Heob6X0aAMMO BbINONHUTL Crieaylowmne OencTBUS:

- BblA€NNTb Tpebyembliii pparMeHT TekCTa UIn PUCYHOK;

- HaxaTb knasuwy Ctrl, ecnn HeobxoOuMO nepemMecTuTb GparMeHT, WUim
knasuwmn Ctrl+Shift, ecnu Heob6xoaMMo ckonupoBaTb GpParmMeHT;

- YCTaHOBUTbL ykasaTesflb Ha MECTO BCTaBKM U HaXaTb MPaByk) KHOMKY MbILLW.

Ona nepemMelleHns Unn konmpoBaHua dparMeHTa TekcTa Ha Oonbluve
paccTosaHua HeobXxoamMMo:

- BblOENUTb Tpebyemblini dparmMeHT TeKcTa Wan PUCYHOK;

- UCMNONb3ys MONIOCY MPOKPYTKU, NMEepeMecTUTbCsa Tak, 4ToObl Obina BuaHa
TO4YKa BCTaBKWU;

- HaxaTb knasuwy Ctrl, ecnn HeobxooMMO NepeMecTUTb GparmMeHT, nin
knasuwmn Ctrl+Shift, ecnu Heob6xoaMMo ckonupoBaTb GpParmMeHT;

- YCTaHOBUTb yka3aTeflb Ha MECTO BCTaBKM M HaxaTb MPaByk) KHOMKY MbILLW.

YOANEHVE ®PATMEHTA JOKYMEHTA. YT006bl yoanute dparMeHT OOKYMEHTa,
BblAeNnMTe ero n Haxmute ogHy m3 knasuw: Delete (Del), Backspace wnnu Mpo6en.

2.6.3. MNMouck, 3ameHa CUMBOJNIOB, ¢pparMeHTOB TEeKCTa
n napameTpoB ¢dopmMmaTUpoBaHUSA

NMOUNCK ®PATMEHTOB TEKCTA. lMpun pabote C TEKCTOM MOXET BO3HUKHYTb
HEeOOXOAMMOCTb HAWTWU TPYMMy CMMBOJIOB, Kakoe-HMOyab CNoBO, pparMeHT TeKCTa,
onpepeneHHble napamMeTpbl GopmMaTnpoBaHus 1 T.4. YToObl aBTOMATM3NPOBATb
MOuCK U He NPOCMaTpuMBaTb BECb OOKYMEHT, BbIMOJIHUTE clenylolme OencTBUS:

- YCTAHOBUTE KYPCOP Ha TO MECTO, C KOTOPOrO HayHeTe MOWUCK;

- Bbibepute B MmeHio Mpaeka (Edit) komaHgy Haiitu (Find). MosButca okHO
ovanora Havitn n 3amennTs (Find and Replace);

- OTKpouTe Bknagky Havitu (Find);
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- B TEKCTOBOE none Havitu (Find what) BBegute obpasel, No kKotopomy Oyaet
NPOn3BOANTBLCS MOUCK, OAVMHON A0 255 CUMBONOB;

- HXMUTE KHOMKy Havity ganee (Find Next). HalpeHHasa rpynna CMMBOJIOB
6ynet BblgeneHa. Ecnu okHO gmanora 3akpblBaeT HYXHbI TEKCT,
nepeaBuHbLTE OKHO, YCTAHOBMB yKa3aTeslb Ha 3arofloBKe OKHA;

- 0N NMPOOOIKEHNS MOMCKA MOBTOPHO HAXMUTE KHOMKY Hautn aanee.

Mepexon n3 okHa guanora Havityu (Find) B OKHO AOKyMeHTa U ob6paTHO
BbIMONIHAETCS LWENYKOM MbllUM COOTBETCTBYIOLLErO OKHA WN HaXaTuem KiaBuLl
Alt+F6.

Onsa pacwmnpeHns BO3MOXHOCTEN okHa auanora Hauty HaXmMuTe KHOMKY
bonbuie (More). OKHO yBENMYUT CBOIO BbICOTY MPUMEPHO B ABa pasa W MpuMeTt
BWA, NOKa3aHHbIA Ha puc. 2.12.

O YctaHoBka dnaxka YuuteiBatb pervctp (Match case) no3BoNgeT He TONbKO
HaTU 3a[4aHHYI0 NOCAefoBaTeIbHOCTb CMMBOJIOB, HO U KOHTPONMPOBATb
COBMafeHMe CTPOYHbIX U MPOMUCHbLIX OYKB.

¢ YcTaHoBKka ¢naxka Tosbko c/10B0 uesukom (Find whole words only)
NMo3BOJISIET BECTWN MOUCK C/IOB, BCe OYKBbI KOTOPLIX, BK/OYAA OKOHYaHue, coBrnagaioT
C 3agaHHbIM. MNocne yctaHoBku dnaxka Word He OyneT ocTaHaBIMBaATbCA B TEX
MecTax OOKYMEHTa, rae 3ajaHHas nocnegoBaTeslbHOCTb COCTaBASET YacTb ClOBa.

¢ Mone HanpasneHne (Search) wcnonb3dyeTca AN 3agaHUsa HanpasneHUs
novicka: Brnepesa - oT mecTa pacnofioXeHnsa Kypcopa A0 KOHLA OOoKyMeHTa. Hasaj -
OT TEeKYLLEero nosiIoXeHusa Kypcopa A0 Hadana nokymeHTta. Besge - no Bcemy
DOKYMEHTY.

Hak | 3AMEHMTE | [eperTii |

Harim: iMEHHD = | Halim ganes

MapameTpel: Bnepes OTMEHA

gl

MeHewe &

HanpaeneHume: iBnepe,u, vl [ ¥ureeaTE pericTp

[ Toneko cnoeo uen9kom
[ MoiCcTaHOBOUHEIE SHAKM

HalTia

CHATE hOpMaTHPOESHME GopMaT ™ CheuManEHed ™

Puc. 2.12. OkHO pguanora, No3BoJssiolLee aBTOMAaTU3UPOBAaTb MOUCK
TpebyemMoro co4yeTtaHus CUMBOJIOB

NMOUCK, BAMEHA N YOANEHWE NMAPAMETPOB ®OPMATUPOBAHWA. Word
NMO3BOJIET HATN 1 3aMEHUTb HE TOJIbKO TEKCT, HO 1 NnapamMeTpbl GopMaTUpPOBaHUS.
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HaxaB kHonky @opmar (Format) B okHe gmanora Hauityu v 3ameHuTs (Find and
Replace) (puc. 2.12), Bbl OTKPOETE CMUCOK, B KOTOPOM MOXHO BblOpaTh HYXHbI
anemeHT ang nowvcka: pugt, Ab3au, Tabynsauums, S3bik, Pamka, Ctuib, BbineneHne
ysetom. TNocne BbIGOpa HYXHOro 9JEMEHTA MOSIBUTCSH COOTBETCTBYIOLLLEE OKHO
aunanora, B KOTOPOM BbiOepuTe napamMeTpbl dopmaTmpoBaHus. Hanpumep, Boibepem
anemeHT LLpngT, NOABUTCA OKHO Havity wpu@T. YKaXKeEM, YTO B LOKYMEHTE ULLETCH
wpndT Times New Roman o06bi4HbIVi pa3mep 12. Boonb HUXHEN rpaHuubl nons
Havith nosiBUTCS HaANuChb:

MapameTpsbl: MNoACTAaHOBOYHbIE 3HAKMW.

dopmart: WpudT: Times New Roman 00bl4HbIN 12 AT, HE NONYXXUPHBbIA

Haxmem kHonky OK. B pedynbTate BbIMOSHEHUS AAHHOW KOMaHAbl B TEKCTE
nokymeHTa OyaeT HangeH dparMeHT, HanedaTaHHbln wpudTom Times New Roman,
pasmepom 12.

3AMEHA ®PACMEHTA TEKCTA. na aBToMaTu3aummn noncka 1 3aMmeHbl 04HOro
WM HECKOJIbKMX CMMBOJIOB, CloBa wUimM dparMeHTa TekcTa YCTaHOBUTE yKasaTelb

Ha TO MEecTO, OTKyAa HayHeTe MoucK UM 3ameny, BbibepuTte B MeHio Mpaeka (Edit)
komaHaoy Hawvtmu (Find) n otkpointe Bknanky 3ameHutb (Replace) (puc. 2.13).

HaATH 1 38aMEHHUTDL [

HalTi JAMEHMTE | MepeiTia |

HalT. IMaLLIIAHa v| Har panes
JTMEHA
2EMEHWTE Ha: IaBTDMDﬁMJ‘Ibl v| JEMEHMTE

FAMEHMTE ECE

Bonewe *

40

Puc.2.13. OkHO pguanora, no3BojsfiowWee NMPOBEeCTU 3aMEeHYy YKa3aHHbIX CUMBOJIOB

-B TekctoBOM none Havitm (Find what) BBeguTe dparmMeHT Tekcta unm
CMMBOJIbl, KOTOPbIE A0JSIKHbI ObiTb HaOEHbl U 3aMEHEHbI.

- B none BBOma 3ameHuTs Ha (Replace with) BBeoMTE TEKCT UKW COYETaHME
CUMBOJIOB, KOTOPbIE 3aMEHAT CoYeTaHue, ykasaHHoe B none Havitu. Ona
yaaneHus U3 JOKyMeHTa TeKCTa, ykas3aHHOro B none Havity, none 3ameHUTs Ha
OCTaBbTE HE3AMOJIHEHHbIM.

- nga Hayana nomcka MCKOMOW CTPOKM CMMBOJIOB HaXMWUTE KHOMKY Hautm
nanee (Find Next). HalipeHHas cTpoka OyneTt BblaeneHa. Ecnu 3ameHy He
cnenyeT NpomM3BOAUTb, HXXMUTE 3Ty KHOMKY eLle pas.

- 0ns 3amMeHbl AaHHbIX HaXMUTe KHonKy 3ameHuTb (Replace with). Mocne
TOro kak 3ameHa OyaeT npousBeneHa, B okHe mporpammbl Word Oyaet
BblOENEH cneaylwmn dparMeHT.

-Ecnun BbloeneHHylo rpynny CUMBOJIOB 3aMEHSATb He creayeT, TO ANd
NPOOO/MKEHNA MOMCKa NUCNONb3ynTe KHonka Hawitn panee (Find Next).

- KHonky 3ameHutb Bce (Replace All) ncnonb3yinTe ans aBTOMaTU4eCcKoM
3aMeHbl BCEX BXOXAEHUA MCKOMbIX CMMBOJIOB B OOKYMEHTE, €CNU HeT
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HEoOXOAMMOCTU NOATBEPXKAATb KaKAYH0 3aMEHY LLIETHKOM KHOMKN 3aMEeHUTb.
Mocne BbIMONHEHUS onepauunm MNOSBUTCS OKHO C coobueHuem o
KONMYecTBe MPOU3BEAEHHbIX 3aMeH.
- KnHonka bosibie (More) no3BonsieT JonosiHUTb OKHO Auanora aieMeHTamu,
pacCcMOTPEHHbIMU Ha Bknagke [llouck (Find). cnonb3ys 9TW 9NEMEHTHI,
MOXHO MPOM3BECTM 3aMeHy (popmaTa, He MeHNA TEeKCT, WM USMEHUTb U
TekcT n dopmat. Hanpumep, Bbl MOXETE 3aMEHUTb KYPCUB Ha MOMAY>XMPHbIN
wpnodT.
Ecnn B [oKyMeHTe BbloenTb dparMeHT TEKCTa, TO NMOUCK U 3aMeHa CUMBOJIOB
OyneT NpoM3BOaNTLCS TONbKO B 3TOM dparmeHTe. OKHO auanora Hamty u 3aMeHUTb
MOXHO 3aKpbITb, HaXaB KHOMNKy OTmeHa wnnu knaeuwy Esc.

2.7. ®dopmaTupoBaHue TekcTa

dopmaTtmpoBaHMe TekcTa 3aK/o4aeTcsl B UBMEHEHUM ero BHELUHEro BMaa, 3a
CYET M3MEHEHUS BblPAaBHUBAHUSA, NCMNOMb30BAHUS Pa3/INYHbIX WPUDTOB N NX
Ha4yepTaHUi. YacTb OOKYMEHTa, 19 KOTOPOM MPUMEHSAIOT OOMHaKOBbIE NapamMeTpbl
dopmaTnpoBaHng, HasbliBaeTCca pasgesnoMm. [pu dopmaTnpoBaHuUM TekcTta
MCNOoNb3YyT KOMaHAabl N3 MeHto Popmart (Format) nnm kHomkn naHenu MHCTPYMEHTOB
dopmatupoBaHue (Formatting). PaznuyaioT dpopmatnpoBaHme CUMBOJIOB 1 ab3aLeB.

2.7.1. dopmaTtupoBaHme CUMBOJIOB

Mpn dopmaTtnpoBaHn CUMBOJIOB MOXHO 3a4aTb Clliefyilolme napameTpbl:
rapHUTypy, HayepTaHve, pa3mep, TOJILLMHY, LBET, aHUMaunio, MHTepBan, ap@eKThl
- BEPXHUA U HWXHWIA MHOEKC, NOogyepkuBaHue, 3a4epKrBaHue.

YT106bI N3MEHUTL HGOPMAT CUMBOJIOB B KAKOM-HUOYAb pparMeHTe 1M BO BCEM
DOKYMEHTEe, HeoOXoauMO BbIAENUTbL GOPMATMPYEMYIO HacTb WU BOCMOJIb30BATHCH
naHesbio MHCTPyMeHTOB dDopmaTupoaHme (puc. 2.18) nnm okHom komangsl WpudT
(Font) B meHio dPopmat (Format) (puc.2.14). Ons nameHeHust popmarta OfHOro
CnoBa AO0CTATO4YHO PaCMONOXWUTb B HEM KypCOP M HE BblAENsATb CAOBO.

Komanpa WpudTt (Font) Takke cooepXuTcs B KOHTEKCTHOM MEHIO, KOTOpoe
NoSIBNSETCS NOCNE LLEeYKa NpaBoi KHOMKOW MbILLM TEKCTA AOKYyMeHTa. OKHO KOMaHAbI
copepXxut Tpu Bknagku LLpugT (Font), UHTepsan (Character Spacing) n AHuMaumns
(Animation). Korga Bbl BBOAUTE TEKCT, NapamMeTpbl CMMBOJIOB BUOHbI Ha NaHeau
MHCTPYMeHTOB dDopmaTupoBaHue.

BbIBOP LUPUDTA U EFO PASMEPA. LUpndT MoXHO BbIGpaTh Ha Bkiagke
LLpngt (puc. 2.14) vnm Ha naHenu MHCTpymeHToB PopmatmpoBaHue (puc. 2.18).
MepeyeHb BCEX YCTAaHOBJIEHHbIX HA KOMMbIOTEPE WPUGDTOB NPUBOOAUTCS B CMUCKE
LLpugTt (Font). YToBbl NPOCMOTPETbL CAMCOK, BOCMONb3YNTECh BEepTUKasbHOM’
Nnonocon NPokpyTkn. BeiOpaB WpndT, HAKMUTE KHOMKY Mblwn. Pasmep wpudta B
nyHkTax ot 8 mo 72 BbibupaeTca B cnvcke Pa3mep (Size).

HAYEPTAHUME W UBET LUPN®TA. HauepTtaHue (cTunb) wpudTta 3agaeTcd
BblaeneHnemMm TpebyemMoro anemeHTa B cnucke HadeprtaHue (Font style):

- O6biyHbIi (Normal) - obecneuynBaeT npsMoe HadepTaHue CUMBOJIOB.

- MMonyxupHeiri (Bold ) - yBennynBaeT TONLWMHY U APKOCTb JIMHUA CUMBOJIOB.

- Kypcus (lItalic) - co3paeTt HaknoH 1 OKpyrible GOpPMbl CUMBOJIOB.

- lMonyxupHbIi Hak/10HHbLIY (Bold Italic) - yBenuyMBaeT TONWMHY U SPKOCTb
JIMHUIA CMMBOJIOB, CO342ET HaK/OH 1 OKpyrible dopmbl cMMBONAOB. CnegyeT
y4uTbIBaTb, 4TO 4 BUAA HAYEPTaHUN NPeayCMOTPEHO He ONs BCEX LWPUPTOB.

- B packpbiBaowemca cnucke Lset (Color) 3apaetcs uBeT CUMBOJOB:
YepHbIii, cuHMin, Benbliii, cepbih 50% 1 Tak panee.
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LWpdor TrueType, OH WMCNOMNe2YETCA ANA BRIBEOLA KAK HA 3KDaH, Tak 11 HA NOMHTED.

Mo yronYaHAI. .. CH I CTMEHS

Puc. 2.14. OkHo komaHabl WpudTt ns meHio dopmar

L

YT106bl 0TKa3aTbCs OT MOJYXMPHOrO, KYPCUBHOIO MNW OPYroro HauyepTaHus
CUMBOJIOB U YCTAaHOBUTb dopmMaTUpoBaHMe CMMBOJIOB, YCTaHOBNIEHHOE MO
YMOJIHaHMIO, PaCrosIOXNTE KypCop BHYTPU CroBa 1 Haxmute knasuwn Ctrli+Mpoben.

MAPAMETPbI MOOYEPKNBAHNA TEKCTA. MapameTpbl NOO4YEPKNBAHUSA TEKCTA
BblOMpatloTcs B packpbiBawollemcs cnucke lMoadepkusaHue (Underlined). Huxe
NPUBEAEHO Ha3HaAYEeHME HEeKOTOPbIX 3IEMEHTOB Crmcka:

- HEeT - nog4vyepkMBaHMe OTCYTCTBYET;

- 0AMHapHOEe - TeKCT NoAYepkKMBaeTCs OOHOW JINHUEN;

- TOJIbKO CJ10Ba - NOAYEPKMBAKOTCH CNOBa, MHTEPBAsbl MeXAy HUMU He
noayepkMBaoTCs;

- IBOVIHOE - TEKCT NoA4YepKnBaeTCs OBOMNHOW JINHUEN;

- MYHKTYPHOE - TEeKCT MOOYEPKMBAETCSH MYHKTUPHOW JIMHUEN.

CoBpeMeHHbIVi MymaHuTapHbIii YHuBepcutet



CO3AAHNE DODEKTOB. B pamke I9¢ektn (Effects) (puc. 2.14)
npeaycMoTpeHa BO3MOXHOCTb YCTaHOBKU dnaxka 3avyepkHyTtbivi (Strikethrough),
ob6ecneynBaloLLLEro NosIBIEHME CMJIOLIHOM NMHUN, NepedepkuBatoLLLen TekcT. MoXxHO
yCTaHOBUTb Gnaxkun ABoriHoe 3adepkuBaHue (Double strikethrough), ¢ TeHbO
(Shadow), koHTYp (Outline) v T.4. OOPEKT OT YyCTAHOBKM 3TUX (PNaxXKOB MnokasaH
HUXeE:

C TeHBIO, KOETHP

BbiGpaHHbI WpUdT C 3afaHHBIMM NapameTpamMu oTobpaxaeTcsd B none
Ob6pasew (Preview).

2.7.2. dopmaTupoBaHue abzaua

AG3auem aBnsSeTCs 4YaCTb TEKCTA, KOTOpasd 3akaH4MBaeTCs CMMBONIOM ab3aua

IﬂT . CumBoOn koHua ab3aua noaBngeTcda nocne Haxatua knasmwu Enter. A63au,

ABNAETCA OOHUM U3 TNaBHbIX 9IEMEHTOB 0(pOPMJIEHUS OOKyMeHTa. AG3al, MOXeT
cogepxaTb TONbKO OOMH cuMBON ab3aua (nycTtoih ab63al) MM COCToATb M3
HECKOJIbKMX CTPOK TekcTa. Kak npaBuno, nocne HaxaTtus knasuium Enter cospgaetcsa
ab3au, aTpnbyTbl KOTOPOro MNOBTOPSAOT Npeaplaywmin. Ecnn yoanute cumaon ab3aua,
TO Bce aTpubyThl NocneayloLlero absaua npuobpetaioT aTtpndyThl NPeablayLLEero.

Mpun pepmakTMpoBaHUK TeKcTa XenaTtesbHO OToOpaxaTb Ha 9KpaHe CUMBOJIbI
KOHUa abs3aua (puc. 2.15).

W Microsoft Word - KomnboTepu.doc !EIR
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Puc.2.15. OtoGpaxeHne CUMBOJIOB KOHLA ab3aueB M pPacrnosio)XeHUe Ha ropuU3oH-
TaNbHOW JIMHEWKe MapKepoB, onpeaensiowmx rpaHuubl aé3aua M nepBoil CTPOKMU

Ons dopmaTnpoBaHnsi HECKONIbKMX ab3aueB UM BCEro AOKYMEHTa BblOENUTE
VX 1 3againte napameTpbl GOpPMaTUPOBAHUS: OTCTYMbI, BblpaBHMBAHWE, MHTEPBabI,
NMoIoXEeHne Ha CTpaHuLe.
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Mpn dopmaTnpoBaHuM ab3aua MOXHO MCMONb30BaTb OKHO Auanora Ab3al,
KHOMKM NaHenu MHCTPYMeHTOB PDopMaTUpoBaHNE, rOPU30HTANIbHYIO 1 BEPTUKANBHYIO
nuHenkn (puc. 2.15). ina otobpaxeHus Ha akpaHe okHa amanora A63ai Bbibepute
komaHay A63au, (Paragraph) B meHio @opmar (Format) nnv B KOHTEKCTHOM MEHIO,
nosiBNsIOLLEMCS Moche Lenyka ab3aua npaBoil KHOMKOW MbILUN.

Mpu dopmaTupoBaHum ab3aua UCMONbL3YIOTCH Takke KoMaHAbl Tabynauus,
paHuubl 1 3anmBka 1 Cnucok 13 meHio dopmar.

OTCTYIbl, BbICTYMNbl U NHTEPBAJIbl. OTCcTynom Ha3biBaeTCs pacCTOsHUE
Mexay TEeKCTOM W NeBbIM WM MpaBbiM MOSIEM CTpaHuupl. [pu co3gaHum BbICTyna
NPOUCXOANT CMELLLEHME 3NIEMEHTA, HAaNpMMep, Mapkepa, HoMepa WUau CnoBa, BNEBO
OT NepBOHaYasbHOM NNHUK TEKCTa.

OTCTYNE! W MHTEPEAMNE | Mono#eHe Ha CTPaHMLE |

EbipaeHieaHie: [l e | ¥YpoEeHs ! iOCHDBHDﬁ TEKCT | ™ |
oTcTyn
re
COEES. o cm MepeadA CTPoKa: Ha:
re Fy
COpaEs: 0w I(HET) - | | j
FHTEpEAN
: onT =
MNepes: MEHAVCTPOUHEIA SHAYSHKE !
s - rFy
nocne: onr IO,.'J,MHaprIM b | I j
Dbpazey,
1Sl v OpC2eT A pATE OO0 ENTHFEROT e TTOTTTTINdddddddddddaad pe . 11
BT ROOE 2 BTORE EEE

Tabynaya. .. QK | OTMEHS

Puc.2.16. OkHoO Avanora, no3eosisiowiee 3anatb OTCTYMbl U UHTepBasbl

i

OTtkpoem Bknagky OTcTynsl v uHTEPBasbl (Indents and Spacing) okHa ananora
Ab63ay (puc. 2.16). B pamke Ortctyn (Indentation) ycTaHOBMM BENWYMHBI OTCTYIMOB
OT Kpas cTpaHuubl: caesBa (Left) n cnpasa (Right). Ecnn 3agatb oTpuuaTtenbHoe
3HayeHne OTCTymna, TO TEKCT OyaeT BbIHECEH Ha JIEBOE WM MPaBOe Mofe.

Mpn BBOAE TekcTa nocne Haxatus knaeuwn Enter ykaszatenb aBTOMaTny4ecku
nepengeTt K cnepyowemy absauy ¢ y4eToM OTCTyna WM BbICTyna 3a4aHHOro B
none Ha (By), ecnn B packpbiBalLWeEMCS CnUcke repsas cTpoka (Special)
ycTaHoBneH anemeHT OtcTyn (First line). Ecnn B 3TOM CNucKe YCTAHOBEH 3/IEMEHT
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BbicTtyn (Hanging), TO 3aaHHbIi OTCTyn OyaeT pacnpoCTPaHATbCA Ha BeCb ab3all,
KpOoMe nepBOI CTPOKW. BbICTynbl nMepBoii cTpoku ab3aua NMPUMEHSOTCA B
MapKUPOBAHHbIX M HYMEPOBAHHbLIX CMMUCKax, B 6UGNMOTEYHbIX ykasaTtensax. Mpu
YCTAHOBKE 3M1€eMEHTa HEeT (none) Hu ogHa CTpokKa He MMeeT OTCTyna Wi BbICTyMa.

Pasmep nHTepBana B nyHKTax Mexay ab3auamu 3a/aetcs B pamke VMHTepBan
(Spacing) B cnuckax nepen (Before) v nocne (After). Pasamepbl MHTEPBANOB A0 U
nocne ab3aua 4acTo 3a4aloT A1 3aro/0BKOB.

MeXayCTPOUHbIN MHTEPBAN ONpenenseT pacCTosHMe Mo BepTUKanu MeXay
cTpokamu Tekcta. B 6onblimMHCTBE cnydyaeB oH BepeTcs paBHbiM 120% oT pa3mepa
wpudTa. PackpbiBalOWNACA CNUCOK MeXAyCcTpoyHbii (Line Spacing) copepXut
cnefyowme 3NeMeHTbI:

- OguHapHbivi (Single) - ycTaHaBnAuMBaeT MEXAYCTPOYHbIA MHTEepBan Ans
KaX[ol CTPOKM B 3aBMCUMOCTU OT pasmepa MakCMMallbHOro CumMBoOna
CTPOKMU.

- MuHumym (At Least) - ycTaHaBnMBaeT MUHUMANbHbIA MEXAYCTPOYHbIN
VHTEPBAN C y4eTOM pas3nuyHbix GaKTOPOB, HAMPUMeEpP, BEPXHEro WUan
HUXHEro mnHaekca.

- To4Ho (Exactly) - 3apaet GUKCUPOBAHHbLIN MEXAYCTPOUHbIM MHTEPBA MexXay
BCEMMU CTPOKAMMU.

- MHoxuTenb (Multiple) - no3BonseT 3agatb B none 3HadeHune (At) KpaTHOCTb
MEXAYCTPOYHOrO MHTEpBaANa OOVUHAPHOMY.

[Ona yctaHoBku otcTyna ab3aua c knasmaTypbl HaxmuTe knasuwun Ctrl+b
(Ctrl+M), pnsa yoaneHnus otctyna Ctrl+Shift+b (Ctrl+Shift+M).

BbIPABHNBAHWE CTPOK. B pepaktope npenycMOTPEHO YeTblpe BapuaHTa
BblpaBHVBAHUSA CTPOK MO JIeBOMY W MpaBoMy nosio absaues: 1o s1eBomMy kpato
(Left), Mo ueHTpy (Center), Mo npasomy kpato (Right) w o wupuHe (Justified),
KOTOpble 3a[alTcs B packpbiBalowemcs cnucke BoipaBHuBaHue (Alignment) Ha
Bknagke OTcTynbl n mHTepBassl (Indents and Spacing) (puc. 2.16). BbibpaHHOe
BblpaBHMBaHWE PACMPOCTPaHAETCS Ha BECb BbIOENIEHHbI ab3all,.

Mpwv BbIpaBHMBaHUM TEKCTA MO JIEBOMY MOJIIO BCE CTPOKU ab3aua HaunmHalTCs
BMJOTHYIO K NIEBOMY MOS0, KaK APW nevyaTn Ha NUWyLen MaluHKe, npwu
BbIP@BHMBAHMM MO NPABOMY Kpaw BCe CTPOKM ab3aua 3akaH4MBAIOTCS BIMJIOTHYIO K
npasoMy MO0 (NEBbIN Kpal Mosy4aeTcs HePOBHbIM). YTOObI pacnonoxuTts ab3ay,
BMJIOTHYIO K MpaBOMy MOS0, He 3aJaBanTe OTCTyNbl ab3aues.

[Mpun BbIpaBHMBAHUM MO LEEHTPY BCE CTPOKU LIEHTPUPYIOTCS MeXAy NeBbIM U
npasbiM nonem. MNpu 3ToM nyylwe 3agatb HyfneBble OTCTYMbl U HE AaBaTb KPACHOM
CTpOku. lMpu BbIpaBHMBAHMK MO LUMPUHE BCE CTPOKM BbIPABHMUBAKTCHA cpasdy no
obonM kpasiM TekcTa 3a CYET YBEJIMYEHUS PACCTOSIHUS MEXIy CIloBaMu.

BbipaBHMBaHMe No npaBoMy Kpaio MPUMEHSETCS B KONOHTUTYNAx, Npu neyatm
yncen UM TekcTa B ABe KOMoHKU. LleHTprpoBaTtb yoo6HO 3arofioBkun. BeipaBHMBaHMe
no WMpUHE UCMNOSIb3YETCS B KHUrax.

Ona dopmatnpoBaHms ab3aLia MOXHO BOCMOb30BATLCH KHOMKAMK Ha NaHenu
dopMaTMpPOBaHUA MM HaXaTb yKa3aHHOE COYETaHME KIaBMLL:

Mo nesomy kpato - Ctrl+g (Ctrl+L), o ueHTtpy - Ctrl+y (Ctrl+E)

Mo npasomy kpato - Ctrl+k (Ctrl+R), o wupwuHe - Ctrl+o (Ctrl+J).

Knasuwy Ttabynaumm MOXHO MCMONb30BaTb AJS BblpaBHUBAHUSA TEKCTA,
co3aaHns GUKCUPOBaAHHOMO OTCTYMNa B HA4Yae Kaxaoi CTPOKU Ui Ans pa3mMeLleHuns
TekcTa B Tabnuue, He nmelowel obpamneHus. Micnonb3oBatb Npoben gns aTux
Luenen He pekomMeHayeTcs.
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2.7.3. Pa3buBka TekcTa Ha CTpaHULbI
YcnoBus pa3dbmBkM TEKCTa Ha CTPaHUUbl s nedaTy 3a[aeTcs Ha BKagke

lMonoxeHnve Ha cTpaHuue (Line and Page Breaks) B okHe guanora komaHabl AG3au,
(Paragraph) 3 meHio Popmar (Format) (puc. 2.17).

OTCTYME! 1 MHTEPEANE! | MONOMEHME Ha CTPAHMUE |

Paz6kBKa Ha CTpaHMUE!
¥ zanpet emcaq cTpok ™ He oTpeiEate o7 cRegyoweno

™ 'he pazpeieaTe 2023l I ¢ HoBOR CTRaHMLE!

™ zampeTiTe HyMepaLWo CTROK

- 2aNpeTiTE SETOMSTIHYECKIMA MEpEHOC CNOE

Cbpazey,

HaOpew? [ BT 20Tl

Tabynauma... | ]y I OTMEHA

Puc.2.17. OkHo guanora AG3au C OTKpbITOW BKnagkoi MonoxeHue Ha cTpaHuue

B rpynne PasbuBka Ha cTpaHuubl (Pagination) npemycMoTpeHa ycTaHOBKa
crnenyrowmx Gnaxkos:

- Banpet Bucsdux ctpok (Widow/Orphan control) - npepoTBpallaeT BbIBOL,
Ha neyaTb OAMHOYHOW MOCNeAHelr CTpoku ab3aua MM OAMHOYHONM NepBOW
CTpokM ab3aua BHU3Y CTPaHWULbI.

- He paspbiBaTth ab3al (Keep lines together) - 3anpellaeT NepeHoCcUTb Ha
cnenywoLLylo CTpaHuly YacTb ab3aua.

- He otpbiBaTth OT cneaywoulero (Keep with next) - obecne4ymBaeT ne4vatb
BblAENEHHOro ab3aua 1 Crneayuero Ha OAHOW CTpaHuLe.

- C HoBoui ctpaHuubl (Page break before) - BCTaBnseT pas3pbiB CTPaHULbI
nepen BbIOpaHHbIM ab3aLem, 4ToObl nevaTaTb 3TOT ab3aL, C HOBOW CTPaHULbI.

- Banpetute Hymepauumio CTpok (Suppress line numbers) - nogaBnseT NPoLEecc
HymMepauMm CTPOK B BbloeseHHOM ab3ale, ecnim B 3TOM pasfefie CTPOoKu
HYMepYyIoTCS.
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- Banpetutbs aBTOMaTU4ECKUI rnepeHoc cioB (Don’t hyphenate) - 3anpeliaeT
aBTOMAaTMYECKyl0 pacCcTaHOBKY MEepPeHOCOB CJ/IOB B BbioenieHHOM ab3ale.

2.7.4. NaHenb uHcTpymMeHTOB “dopmaTupoBaHue”

Ha naHenu nHctpymeHToB dopmaTtmpoBarme (Format Bar) HaxoasaTcs KHOMKM,
obecneynBalowme popmaTnpoBaHne CUMBOIOB M ab3aua. Mo akTUBHOM KHOMKe
MOXHO ONpenennTb, kakoe BbipaBHUBaHME 3a4aH0 s Tekyllero absaua (puc. 2.18).
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Puc 2.18. NaHenb mMHcTpymeHTOB dDopmaTupoBaHue

1 - Crunb, 2 - LLUpngT, 3 - Paamep wpngta, 4 - MNonyxupHsii, 5 - Kypcus, 6 - log4yepkHyTsid, 7 - 1o 1eBoMY Kparo,
8 - o ueHTpy, 9 - Mo npaBomy kpato, 10 - 1o wpuHe, 11 - Hymepauws, 12 - Mapkepsl, 13 - YmeHbLunTs oTCTYN, 14
- YBesmanTtb o1eTyn, 15 - BHeluHwe rpanuupl, 16 - Bbigenenve usetom, 17 - LiBet wpungra

[na otobpaxeHus naHenm MHCTPyMeHToB ddopmaTnpoBaHMe Ha 3KkpaHe Haao
BblOpaTh B MeHi0o Bug (View) komaHoy MaHenu mHcTpymeHTtoB/Popmatuposa-
Hue (Toolbars/Formatting). Mo ymonyaHuio naHenb MHCTpyMmeHToB (PopmaTtmpoBa-
HVe pacnonaraetca B okHe Microsoft Word Huxe naHenu CtaHoapTHas.

HasHavyeHne nonen n KHOMOK MaHenn MHCTpPyMeHToB dopmaTtupoBaHue:

1. Ctuab - packpbiBaOWMACSA CNMCOK, MO3BONSAOWMA BbiOpaTb CTUMbL ANS
Bble/IEHHbIX ab3aueB. [1nsg OTKPbITUS Cnucka WCMONb3yeTCcs coyYeTaHue
knasuw Ctrl+Shift+bl (CtrI+Shift+S).

2. UipngT - packpbiBAOLLMIACSA CNUCOK, NO3BONAIOLWMNIA BbiOpaTh WpUPT ansg
BblAeneHHoro absaua unau crnosa, B KOTOPOM HaxoauTcs kypcop. [ns
OTKPBLITUS Cnucka uMcnonb3dyeTcsa co4vyetaHue knasuw Ctrl+Shift+a
(Ctrl+Shift+F).

3. Paamep wwpugTta - packpbiBaOWMACa CANCOK, NO3BONSOWMIA BbiOpaTh
pasmep wpudTa N9 BbioeneHHOro absaua uam cnoBa, B KOTOPOM
HaxoauTcs kypcop. Habop OOCTynHbIX pa3MepoB 3aBUCUT OT BblOpaHHOIO
wpnudTa N Tekywero npuHtepa. Ana OoTKPbITUS CNMCKa MCNONb3yeTcs
couyeTaHue knasuw Ctrl+Shift+3 (Ctrl+Shift+P).

4. [MonyxuvpHbiri - 0POPMAEHNE BbIAENEHHONO TEKCTa WM CNOBa, B KOTOPOM
HaxXoOMTCHA KypCop, NONYXUPHbIM LWIPUGTOM. ECnn BbIAENEHHbIN TEKCT yXe
oTdopmMaTMpoOBaAH MONYXUPHBbIM, HaxaTue KHOMKUM CHUMAET 3TO
dopmaTmpoBaHme.

5. Kypcus - odopmMieHve BbIAENIEHHOro TekcTa uiau ClioBa, B KOTOPOM
HaxoOuTCsa Kypcop, KypCMBOM. ECnn BbIOENEHHbIN TEKCT yXe oTdopmaTm-
pOBaH KypCUBOM, HaxaTue KHOMKW CHUMaeT 3TO dopMaTupoBaHME.

6. lMNoayepkHyThIVi - NOAYEPKMBAHME BbIOENEHHOrO TEKCTa UM CnoBa, B
KOTOPOM HaxoauTcs Kypcop. Ecnn TekcT yxe noayepkHyT, HaxaTue KHOMKU
CHUMAaEeT NoAYepKMBaHME.

7. Mo neBomy Kpato - BblpaBHMBaHWE BbIOENEHHOIO TEKCTA, YMCes, BCTPOEHHbIX
06bekToB nnu abszaua, B KOTOPOM HaxoOuTCs Kypcop, MO JIEBOMY Kpako C
HEPOBHbIM MPAaBbIM.

8. 1o UeHTpy - UEeHTPUpOBaHWE BbIOENIEHHOro TEeKCTa, YMCen, BCTPOEHHbIX
06bekToB Mnn ab3aua, B KOTOPOM HaxoOUTCs Kypcop.

9. Mo npaBomy kparw - BbipaBHMBAHWE BblOEIEHHOrO TekcTa, 4ucen,
BCTPOEHHbIX 00bekTOoB MM ab3aua, B KOTOPOM HaxoauTcs Kypcop, no
NpPaBoOMy KpPal C HEPOBHbIM JIEBbLIM.
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10. Mo wupuHe - BbipaBHMBaHME TekcTa cpa3y no 060MM kKpasiMm TekcTa.

11. Hymepaums- nobaBneHve Wnu yaaneHue Hymepauuun 3agaHHbix ab3aues.

12. Mapkepbl - nobaBneHne U yoaneHne MapkMpoBKM 3a4aHHbIX ab3aueB.

13. YMeHbLunTL OTCTYn - CABUraeT BblOeNeHHbI ab3au, K npeaplayLen nosnumm
Tabynaunn.

14. YBennyntb OTCTYyn - cABUraeT BbiOpaHHbIN ab3al, K crneaylolen nosuumm
Tabynaunn.

15. BHeluHve rpaHyubl - [oBaBNgeT Unuv yoanseT rpaHuiubl BOKPYr BblAENEHHOro
TekcTa, ab3aueB, S4YEEeK, PUCYHKOB UM APYrux OObEeKTOB.

16. BbigeneHve LBeToMm - dopmMaTmpoBaHue dparmeHTa Tekcta Tak, 4ToObl OH
BblAENANca Ha GOHe Okpyxatwllero Tekcta. BHayane cnegyet Haxatb Ha
KHOIMKY, a 3aTeM BbloennTb 00bekT, KOTopbli ByaeT 3akpalueH. NoBTopHoe
BblAesieHne o6bekTa NMpu HaxaToW KHOMKe CHUMET 3akpacky. YToObl
M3MEHUTb LBET BblOENIEHUS, CleayeT HaxaTb CTPeNiKy PSAoOM C KHOMKOW 1
BbIOpaTh HEOOXOAMMbI LBET.

17. et wpungra - dopmaTMpoBaHME BbIAENIEHHOro TekCcTa 3a4aHHbIM LIBETOM.

2.7.5. MapkMpoOBaHHbI WU HYMEPOBAHHbIA CMUCOK

Mon cnuUcKOM MOHMMAlOT MOCNenoBaTeNbHOCTb CTPOK, B KOTOPbIX
coaepXxartcs AaHHble ogHoro Tuna. Cnuckn obneryarT YTEHNE U NMOHMMAaHWE TeKCTa.
Word nossonset npuaate ab3auam GopMmy cnucka, roe kaxabiii absay 6ynet
NOMEYeH OrnpeaeNieHHbIM MapKepoM UM HOMEPOM. B MapkmMpoBaHHbIX CnMCKax
NepeyncnsaioTCs NyHKTbl, CBA3aHHbIE C OOHOW TEeMOW. B HymepoBaHHbIX CAmMckax
nepeqncnaioTca NyHKThl, cnegywwmve npyr 3a ApyroMm B OnpeneneHHoM nopsaake.
Kaxablii MyHKT Cnucka siBASIeTCs OTAENbHbIM ab3aleM M UMEET CBOM Mapkep wunm
HOMep.

CospaHve MapkupoBaHHOINO MAM HYMEPOBAHHOINO CNucKa BbINOJHAIOT
cnegywowmMm obpasom:

- KYpCOp yCTaHaB/MBAlOT HAa TO MECTO, OTkyaa OyaeT HauMHaTbCst CAUCOK;

- BbibupatoT komaHay Cnucok (Bullets and Numbering) B meHio dopmat
(Format) nnn B KOHTEKCTHOM MEHIO, MOSBASIOLLEMCS MOCNE HAaXaTUs NPaBom
KHOMKM MbILLN;

-B OKHE KOMaHAbl OTKPbIBAOT Bknaaky MapkupoBaHHbivi (Bulleted) vnn
HymepoBsaHHbIti (Numbered) v BelOmpatoT Tun mapkepa (puc. 2.19, a) nnm
dopmat Homepa (puc. 2.19, 6);

- BBOOAT cnuvcok. MNocne BBOAa KaXAoro afieMeHTa CAmcka HaxXnMaioT KiaBuLLy
Enter - Ha cnepnytowlen CTpoke MNOSABASETCA HOBbIM Mapkep.

B HymepoBaHHOM cnncke nepepn kaxabpiM ab3auem ctouT umdpa. Ecnm Bbli
nobasuTte/yoanvute MyHKT B CMUCKe, TO HyMepauusi BCeX MOCNeayloLmx MyHKTOB
U3MEHUTCHA aBTOMATUYECKN.

i= == Oas ObICTPOro Co3naHMs MapkUPOBAHHOMO CAMCKA MOXHO WUCMONb30-
BaTb KHOMKW Hymepauwms (Numbering) n Mapkepesl (Bullets) Ha naHenn MHCTPYMEHTOB
dopmaTtmpoBaHme. OTU Xe KHOMKM UCMOSb3YIOTCS, YTOObI 3aKOHYMTb BBOA, TEKCTA B
BMOE Crnucka.

YT06bl 3aKOHYNTL HYMEPOBAHHbIM UM MapPKUPOBaHHbLIA CMUCOK WU BEPHYTHLCH
K 0ObluHOMY dopmaTy ab3aueB, OBaXAbl HAXMUTE knaeuwy Enter nnn Beibepute
komaHgy Cnucok (Bullets and Numbering) B meHio @opmaTt (Format) wnn B
KOHTEKCTHOM MEHI0 1 ycTaHoBUTE anemeHT Het (None).

CoBpeMeHHbI ['ymaHuUTapHblii YHuBepcuteT



a) Cnmcok

EPKAPOBSHHEIR | HyMepoEaHHEIR | MHOr oypoBHEELIF |

. * -
n
HeT * *

. * -
d &
d &
d &

ZMEHITE. .. |

¥aanuTe CE I CTMEHS |

6) Cnmcok m

MapipDEaHHER  HyMepoEaHHEIR |MngDprBHeBb|F-1 |

a. 1) l.
| 2 Il
HeT
10 3] 1l
A a) (al 1
B k) (h) 2
C c) (cl 3
Hymepauma
% HauaTk 2aHOED  MpoACTHHTE: WEMEHUTE. .. |

¥aanuTe CE I CTMeHS |

Puc.2.19. BbiGop TuMna mapkepa wam dopmara HoOMepa cnucka
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2.8. Meuyatb gokKkymeHTa

Mpu noarotoBke AOKYMEHTA K nedyaTm OObIMHO MCMNONb3YOT KOMaHAbI
MpeaBaputensHbii npocMoTp (Print Preview), MNapameTpbl cTpaHuubl (Page Setup),
Meyatb (Print) ns menio dain (File).

2.8.1. MNMapameTpsl CTPaHULLbI

Komanpa MapameTpbl ctpaHuubl (Page Setup) u3 meHio Pain (File)
NO3BONSIET 334aTb PAa3Mep SINCTA, HA KOTOPOM OyAeT HaneyaTaH LOKYMEHT, pa3mepsbl
NnoJsien, pacrnosioXeHne TekcTa Ha nucTe U T.4.

Sa)J,aHHble pa3mepbl MOIryT OTHOCUTLCA KO BCEMY OOKYMEHTY, K BblOEJIEHHOMY
dparMeHTy, K OCTaBLUENCH Mocjie Kypcopa 4acTu AOKYMeHTa WM K pasgeny.
Pasmepbl nonen npu nevatn 3agatTcs C yHeTOM MUCMNONb3YEMOro NpuUHTEpPA.

MoNa CTPAHNLbI. Mons onpenenstioT 00Uy LMPUHY OCHOBHOIO TEKCTa W
COOTBETCTBEHHO PACCTOSIHME MeXAy TEeKCTOM W KpaeM CTpaHuubl. YToObl 3aaaTb
pasMep HMXXHEro Nong, BBeamuTe Ha Bkiazake [oss (Margins) B none HuxHee (Bottom)
PaCCTOSHME MEXAY HVXKHUM KPaeM CTPaHuLbl U HUKHUM KpaemM MOCnefHen CTPoKu
Ha cTpaHuue (puc. 2.20). Paamep BBeAMTE C KnaBMaTypbl UAN YCTAHOBUTE C MOMOLLIbIO
KHOMOK CO CTpefikamu B MpaBOW CTOPOHe Mnons. AHanorm4yHO BBeOUTE pa3mepbl B
nons: BepxHee (Top), Jlesoe (Left), MNpaBoe (Right) B npepenax ot 1 no 3,5 cm.

onA | Pazmep Gymaria | MICTOUHME Byraria | MakeT |

BepiHes: e
HuzHeR: m

Neece: m

Mpagoe: m —

Mepennet: |0 cM

T KpaA A0 KONOHTUTY NS

EepxHero:  |1.25om =

MpHMEHITE !
HUHErD 1250w =

d

IKD BCEMY AOKYMEHTY j
™ ZepraneHee nona

[0 YMONYaHMHD, . | O I OTMEHS |

Puc. 2.20. OkHo pguanora MapameTpbl CTpaHMUbl C OTKPbITOW BKiapkon Mona,
KOoTOopasi no3BosiieT 3apaTbh pa3MelleHuMe TeKCTa Ha CTpaHuue

Mona pokymeHTa MOryT OblTb MYCTbIMU WUAW COAEPXaTb KOJOHTUTYbI,
npuMevaHusi, TekcT, rpadwuky. B nonax rpynnel OT kpasi 40 Kosa0HTUTYAa (From
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edge) 3apanTe pacCTosiHMe MeXAy BEPXHUM KpaeM CTPaHuLbl U BEPXHUM Kpaem
BEPXHEr0 KOJNIOHTUTYNA WAU PaACCTOSHME MEXAY HUXHUM KpaemM HUXHEro
KONMOHTUTYNA N HUXHUM KPAeM CTPaHULbI.

- dnaxok 3epkasbHblie nons (Mirror Margins) yctaHaBnvMBaoT Npu nevyaTn Ha
OBYX CTOpPOHax nucta. Bce BHYTpeHHWEe nons CTaHOBATCH OAHOW LUMPWUHGI,
BCE BHELUHME MNong Takke OyaoyT paBHbl Apyr Apyry (puc.2.21).

-B none llepennert (Gutter) 3apaiiTe [ONONHUTENbHOE PACCTOSHUE,
nobaensemoe K eBOMY MOS0 CTpaHuLbl, ecnu Gnaxok 3epkasibHble rosis
(Mirror margins) CHAT WX K BHYTPEHHEMY MOS0 CTPaHULbl, ecnn naxok
ycTaHoBneH. O6bIMHO AN nepenneTta npegycmartpusaioT He 6onee 1,5 cm.

---AR__BARRAZE___REL_A___J

e

o

Puc.2.21. MNMonga nepenneta (1) n 3epkanbHbie nona (2)

PABMEP VI OPUEHTAUUNA BYMAIW. Ha Bknagke Pasamep 6ymaru (Paper Size)
B packpbiBawolleMcsa cnucke Pasmep 6ymaru (Paper Size) Bbibepute pasmep,
COOTBETCTBYIOLLNI NCMONAL3YEMOWN CTpaHuue (puc. 2.22). Hanpumep, B COOTBETCT-
Bun co ctaHgaptom DIN cTpaHuua A4 nmeeT B WnpuHy 21 cM 1 B aivHy 29,7 cMm.
B nonax WWupuHa (Width), BbicoTta (Height) MOXHO 3aaatb pasMepbl HECTaHOAPTHOMO
nmcta. @opmat Gymarn m Nonas CTpaHuubl onpenensioT pasmep nosiockl Habopa -
NMPOCTPaHCTBA, Ha KOTOPOM OyaeT nevaTatbCs AOKYMEHT.

PacnonoxeHne gokymMeHTa Ha NncTe Npu neyvaTn 3agante B pamke OpueHTaums
(Orientation) - kHuxHas (Portrait) nnn anbb6omHasa (Landscape). Anbb6omMHas
opveHTaums ynobHa npu neyvaty LWMPOKMX Tabnuuy, Ha y3KoM npuHTepe. B pamke
O6pasel (Preview) 0T0o6pasnTCs BHELHWA BUA, AOKYMEHTA MOCne NMPUMEHEHUS K
HEMY 3a[laHHbIX MapameTpoB.

MAKET CTPAHUUBI. Ha Bknapnke Makert (Layout) Bbl MoxeTe BbiOpaTb TuM
BEPTUKANbHOrO BblPAaBHUBAHUS, 3a4aTb PA3Hble KOMOHTUTYAbl AAS HYETHbIX U
HEYeTHbIX CTpaHuy, (puc. 2.23).

Tun BeEPTMKaNbHOIro BbipaBHMBAHUS TEKCTa Ha cTpaHuue BbibepuTe B
packpblBaloLLEMCS cnucke BepTtukanbHoe BbipaBHuBaHue (Vertical alignment).

-Mpu BbIGOpPE anemeHTa 10 BEpXHEMY Kparkw BEPXHHAS CTpoka TekcTa
BbIPABHMBAETCS MO BEPXHEMY Kpalo CTPaHWULbI.

- Mpwn BbIBOpe anemeHTa 1o BbiCcOTE NepBas CTpoka BepxHero absaua
BbIPABHMBAETCA MO BEPXHEMY Kpakw CTpaHuLbl, a NOCNenHasa CTpoka
HWXKHero absala BblpaBHUBAETCS MO HUXHEMY Kpal cTpaHuupl. MNapameTtp
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MapameTpbl CTpaHMUbL m

Oona Pazmep Bymari iﬂcmuHMK GyMark i MareT i

Pazmep Bymaria: -Ofpazeu
i.ﬁ.4 210 % 297 MM

] p—
LLApHE 121 M 5‘ —
129 7 EMl 5 _

BEICOTA! =

FOpHEHTAMA————— i

& utaHaA
' aneomMHan

MEMMEHMTE !

i|{D BCEMY LOKYMEHTY _VJ

M0 YMONYaHKD, .. ; oK I OTMEHA i

Puc.2.22. OTtkpbiTag Bknagka Paamep Oymarm okHa MapameTpbl CTpaHuULbi, MO3BO-
nalowWasa ykasatb pasmepbl SiMcTa [J1 ne4yaTu M OpUeHTauuio AOKYyMeHTa Ha JiucTe

MapameTpo cTpaHMub B

MonA i Pazmep Byrari i ACTOUHA Byraria

Hauate pazaen: -OBpazey

;Cu CRESYHILLER CTRAHMLE :J

PEAEMMYATE KONOHTATY L

{ [ uBTHER 1 HEUBTHEE CTRAHML, | —

I nepeoi cTpaHMUE!

B_EpTMKaJ'IbHDE EBEIPIEHBIHIE !

Mo BEpYHEMY KD ;!

HyMERaLAA CTROK. .. i MPHMEHATE.
i|{D BCEMY ADKYMEHTY _vJ

3" f:}a.r'IpBTl—ﬁTb FOHUEERIE CHOCHA

Mo YMONYaHKHD. .. OK ] OTMEHA I

Puc. 2.23. Bknagka MakeTt okHa [MapameTpbl cTpaHuULbi
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[1o BbICOTE NPUMEHUM TOJIbKO K MOJIHbIM CTPaHULAM; HEMOJIHbIE CTPaHULbI
BbIPABHNBAIOTCSH MO BEPXHEMY Kpalo.
B rpynne Pasnundatb konoHTUTYsbl (Header and Footer) 3apante, 6ynoyt nm
OTNINYATBLCHA KOJIOHTUTYSIbl AN PasdHblX CTPAHWLL.

- Ecnn cnepyet 3apaTtbh pa3Hble KOMOHTUTYbI A YETHbIX U HEYETHbIX
CTpaHWL, YCTaHOBUTE DNaXOK YETHbIX N HeYeTHbix cTpanul (Different odd
and even).

- YcTaHoBuTe dnaxok rnepsovi ctpaHuubl (Different first page), ecnun nepsas
CTpaHuua pasgena unn AoKymeHTa OyaeT MMEeTb CBOW KOJIOHTUTYII.

2.8.2. MpocmoTp AOKYyMeHTa nepepn nevyatbio

Mpexae yem HavyaTb NevyaTaTb AOKYMEHT, XenaTtenbHO YyBUAETb, Kak OH OyaeTt
BbIrISAETb B HaneyataHHOM Buae. Bua cTpaHuubl 3aBUCUT OT JOCTYMHbIX WPUDTOB,
LLBETOBOW NanuTpbl 1 pa3peLleHns npuHTepa. B nepeyto odepenp cnenyet obpaTtnTb
BHMMaHME Ha PACMoOfIOKEHNE PUCYHKOB. PUCYHOK, BCTaBNEHHbIA B OOKYMEHT, Mpu
rnevaTn NEpPeHOCUTCS Ha CAeaytoLLyio CTPaHuLy, eClM OH Le/IMKOM He NOMeLLaeTcs
Ha npeaplayulen. YTobbl n3bdexartb 06pa3oBaHns GONLLLIOrO MyCcTOro rnofis BHU3Y
CTpaHuubl, MOXHO YMEHbLINTb pa3Mep PpUCYHKA UAN WU3MEHUTb MECTO
pPacnonoXeHnst pucyHka B TeKCTe.

Y106bl NPOCMOTPETL HA 9KpaHe, kKak OyAeT BbIMSAETb JOKYMEHT NOCIE neyatu,
BbibepuTe komaHay MpeaBapuTensbHblii npocmoTp (Print Preview) B meHio Paiin
(File) vnn HaxmuTe KHONKY [lpeasapuTesibHbIV MPOCMOTP Ha NaHeNn UHCTPYMEHTOB
CrangapTtHas (Standard).

[na npenBapuTenbHOro NPOCMOTPa AOKYMEHTa nepep, nevyaTblo MOXHO Takxke
MCNONb30BaTb PeXmnM pasmeTku. OKHO MpeaBapuTeNbHOro NPoOCMOTPa AOKYMEHTA
(puc. 2.24) 6onee TOHHO OTOOpPaKaeT PacmnosioXeHMe MaTepmana Ha HarneyaTaHHoM

W Micios Jft \Word - [Komnbio1epei.doc (npocmoTp)

Ié\@ﬁ ﬂ!\ 13%

|I°L“h|.|‘3ar<pb|'rb‘kl’|

CTp. & Paza 1 6/2 |Ha 2.5cm Ct 1l Kon 2 Sl |_ A

Puc.2.24. OkHo komaHpgbl lMpepnBapuTenbHblii NPOCMOTP
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cTpaHuue. OHO NO3BONSET YyBUAETb PACMONIOXEHNE WU BEMMYUHY PUCYHKOB, MONEN,
BEPXHUX N HUXHUX KOJIOHTUTYNIOB, CHOCOK, HOMepa CTpaHul, NPoBEPUTb Pas3bumBky
O0OKYMEHTa Ha CTpaHuubl. B OkHe MOXHO 0TO6pasnTb OAHY CTpaHuuy, napy
NoCneaoBaTeNbHbIX UM Pa3BOPOTHLIX CTpaHuL,. CTpaHuLbl MOXHO “nepenncrbiBaTb”
c nomowbto knasmw Page Up, Page Down mnm KHONOK, pacrnoOfIOXEHHbIX Ha
BEPTUKAIbHOM MOJIOCE MPOKPYTKM.

B BepxHen yactn okHa guanora [lpeaBapuTesibHbIF MPOCMOTP PacnofioxXeHa
naHeslb MHCTPYMEHTOB. C NMOMOLLbIO KHOMOK MaHEesM MHCTPYMEHTOB MOXHO BbIBECTU
Ha nevyatb OOHY KOMWIO JOKYMEHTA, U3MEHUTb MacluTab n306paxeHunsi, NpeaoTepa-
TUTb NepeHoc HebOoNbLIOro GparMeHTa TekcTa Ha ApPYryt CTpaHuuy U T.4.

KHOMKM, pacnonoXeHHbIE HA MaHenn MHCTPYMEHTOB, MMEIOT crefyiollee
Ha3HayeHue:

1. MNevatb (Print) - NO3BONSGET BbIBECTU HA NeyaTb OOHY KOMUIO aKTUBHOIO

OOKYMEHTa C MCMNONb30BAHVMEM TEKYLLUMX YCTAHOBOK MapamMeTpOB nedvaTu.

2. YBenndeHune (Magnifier) - no3BonseT naMeHnTb MacliTab nsobpaxeHus. Ha

KHOMKe mn3obpaxeHa nyna. Nocne HaxaTus KHOMKW ykaldaTeflb NPUHUMAaeT
dopmy nynbl, BHYTPU KOTOPOM BUAEH 3HaK “+”. Ecnu nogBectu ykasaTesb
K KaKkOMy-HMOyAb Yy4aCTKy AOKYMEHTa W LEeNKHYTb Mblllbl, TO MacwTab
n3obpaxeHns yBennuutcsa. BHyTpu nynbl 3Hak “+” 3amMeHUTCS Ha “-”.
[MOBTOPHbIN LLENYOK BEPHEeT MpexHuin macwtab naobpaxeHuna. Onsa
nepeMeLLEeHNst N0 CTPaHULE UCMOMb3YIOT KNaBULLIN YNPABIEHNSA KYPCOPOM,
knasuwun Page Up n Page Down.

3. OgHa cTtpaHuuya (One Page) - oTobpaxaeT Ha 9KpaHe OAHY CTpaHWULy

OOKYMEHTA.

4. Heckonbko ctpaHuy (Multiple Page) - no3BOASET NPOCMOTPETb OT OLHOM
[0 NEaTW CTpaHuL, B oauH psa. KonnyectBo oToOpaxkaembiX CTPaHuL, U UX
pacnonoxeHne 3aJaloT, NEPEMELLAACh MO g4YerikamMm Npu HaXaTon KHOMKe
MbIWwn (puc. 2.25).

CTpaHiy: 1% 4

Puc.2.25. BbiGOp KOJIMYECTBa CTPaHMUL, OTOOpaXaeMbiX Ha 3KpaHe

5. Macwrab (Zoom) - COAepPXWUT CMUCOK, NO3BONSIOWMIA U3MEHUTb MacLuTab

oToOpaxeHus AokyMeHTa. [Ans OTKPbITMS CrMcka UCMOJIb3yeTCs KHOMKa co
CTPEenkoii, pacnosioxeHHas crnpaea oT noss. Ytobbl 3agatb CBOM MacLuTao,
cnenyeT BblAENUTb Tekywmin macwtad, BBECTU C KiaBuaTypbl HOBOE
3Ha4yeHne 1 Haxartb knaeuwy Enter.
OnemMeHT cnvcka Mo wupuHe ctpaHuubl (Page Width) nameHnseT macwtab
Tak, 4YToObl CTpOKa OOKYMeHTa 3aHuMMmana BClO LIMPUHY OkHa. BuibpaB
COOTBETCTBYIOLMI SNIEMEHT CMMcka, MOXHO 0TOOPa3nTb B OKHE MOSIHOCTbIO
OOHY WX OBe CTPaHulbl OOKYMEHTa U yBUOETb PacnosiokeHne oObekToB
Ha CTpaHuue.

6. /luHevika (Ruler) - obecne4ynBaeT OTOOpPaXeHue WM COKPbITUE FOPU3OH-
TanbHOW U BepTuKanbHOW nuHeek. KHonka u komaHga paboTaloT Kak
nepeknoyatenn. JIMHenkn no3BONSiOT YBUAETb FPaHWULBbI PACMOSIOXEHNS
TekcTa B OOKyMeHTe. B pexume npenpaputenbHOro NpocMoTpa Tak Xe,
KaK U B pexume pas3mMeTku, Npu NepeMeLLeHN HaL MapKkepoMm, onpenens-
IOWMM rpaHuLy OOKYMEHTa, ykasaTeslb NMPUHUMaeT BWUA, ABYyHanpasBfiEHHOMN
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CTPENKN. YOEepXMBas HaXaTOM KHOMKY MbILLN, MOXHO MepeTawmTb rpaHnLy
pacnonoxeHns OOKYMEHTa Ha nucte. Mapkepbl Ha IMHENKE ynpoLialoT
M3MeHeHue OTcTyrnoB ab3aueB, NoNei CTPaHuLbl, NO3NUUA Tabynauum.

7. MNMogroHka ctpanuvy (Shrink To Fit) - no3sonseTr NpenoTBpaTuTb NEPEHOC
ManeHbKoro dparmMeHTa AOKYMEeHTa Ha ChefyoLyo CTpaHuuy 3a cHeTt
yMeHbLUeHNa pa3Mepa wpudrta B TEKCTe LOKYMEHTA U TEM CaMbiM
obecneynBaeT yMEeHbLUIEHME HA OAHY KOJIMYECTBO CTPaHUL, B JOKYMEHTE.

8. Bo Becb akpaH - 06ecrneymBaeT COKpbITUE NaHENen NHCTPYMEHTOB U OPYIUX
3/1EMEHTOB 3KpaHa C TeM, YTOObl MaKCUMasbHO YBENUYUTb Pa3Mepbl
obnactn, npegHasHavYeHHOW Ana oTobpaxeHuss fokymeHTa. [MoBTopHOe
HaXxaTve Ha KHOMKY BO3BPALLAET K NpeabiayLemMy pexuvmy.

9. BakpbiTh (Close) - 3akpblBaeT OKHO M BO3BpaLLAET B OObIYHbIA PEXMM.
AHanornyHbI peadynbTaT Nosy4aeTcs nocie Haxatusa knaesuwm Esc.

10. KoHTekcTHasi CripaBka - NMO3BOMSET MOJIYYUTb CNPaBOYHYIO MHDOPMALUIO
Nno passivyHblM 3N1IeMEHTaM OKHa MNpenBapuTesibHOro NpocMmoTpa.

2.8.3. Meyatb poKymeHTa

JOKYMEHT MOXHO HarnedataTb HECKOJIbKUMUK criocobamu:

a) Bblibepute komaHny Meuatb (Print) B meHio daiin (File) v 3apaiite
YCTaHOBKWN ON15 neyaTtn B okHe guanora [llevats (Print) (puc. 2.26), TO ecTb
3ajaiTe, Ha KakoM MNpuHTepe OyneT nedvaTartbCs AOKYMEHT, KOJMYECTBO
Konun n T.4.;

0) HaXxXxMuTe KHOMKY [e4yaTts % Ha naHenn nHcTpymeHToB CTaHgapTHas. bynet

pacneyaraHa ogHa KOnuvsi BCero AOKyMeHTa B COOTBETCTBUM C YCTaHOBKaMW,
coenaHHbIMKU Mo ymMonyaHuto, 6e3 oTobpaxeHUs Ha aKpaHe OKHa Ouanora;
B) B OKHe guanora [IpenBapuTesibHbIi MPOCMOTP HaXMUTE KHOMKy [ledyats
nnu Bbibepute komaHay Mevatb (Print) B meHio daiin (File).
[MeyaTb OOKYMEHTOB BbLIMNOJIHAETCH B (POHOBOM pPeXMME, KOTOPbIA MO3BONSeT
npoaoMKNTL PaboTy NPakTUYEeCKM cpasly Mocsie OTNpaBkM OOKYMEHTA Ha MnevaTtb.

HACTPOWKA MEYATW. Mocne aktueBnaaumm komaHapl Medats (Print) B mMeHio
dain (File) nosiBnsieTcst okHO (puc. 2.26), KOTopoe NMO3BONSET CAeNaTb YCTAHOBKU,
MPUBELEHHbIE HUXE.

B pamke [lMpuHTep (Printer):

- B packpbiBatowemcs cnucke vmMst (Name) BbibupaeTcs Moaenb NpuHTEPa,
Ha KOTOpoM OyAeT NMpPOoM3BOAMTLCS MeyaTb OOoKyMeHTa. Ecnu yctaHoBneHo
HECKOJIbKO MPUHTEPOB, MOXHO 3agaTb Nl060N M3 HUX B KayecTBe
cTaHgapTHOro (Mo ymonyaHuio). Ha Hem OymeTt BbiNOJSIHEHA MeYaTb, ecnv
He OyayT chenaHbl crneumanbHble YCTaHOBKMU.

- YcTaHoBka dnaxka neyatb B ¢avin (Print to file) obecneunBaeT 3anuchb
OOKYMEHTa B cneuuanbHbln dann nedarn, 4To NO3BONSET C MOMOLLbIO
OVCKeTbl nepeHecTn darn Ha Opyron KOMMbIOTEP W HaneyaTtaTtb Ha APYrom
npuHtepe. dain MMeET paclMpeHre .prn 1 0ObIYHO MCMOJIb3YEeTCH, eCnu
Ha paboyem MecTe NoNb30BaTeNs HET NPUHTEPA, 00ECNEYMBAIOLLETO HY>KHOE
KayecTBO neyatu. Ha ycTpoiicTBe Ona nedyatm OOKyMeHTa Heobxoaumo
YCTaHOBUTb TOT AparBep MNpuHTEpa, OJ19 KOTOPOro 3anucbiBancs daisn.

B rpynne Kornuu (Copies):

- B none uucno konunii (Number of copies) BBOOAT C KiaBmaTypbl YUCIIO,
yKasblBaloLLlee, Kakoe KOMMYECTBO KOMUIA A0MIKHO ObITb HaneyataHo. Yucno
KOMUIA MOXHO 334aTb C MOMOLLBIO MbILLIW, LLENKHYB TpebyeMoe KONM4ecTBO
pa3 O4HY U3 CTPENIOK C NpaBOn CTOPOHbLI Nons. Bce Konmn ogHoOM CTpaHuubl
neyaralTcs Apyr 3a OPYroMm.
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Puc.2.26. OkHo lMeuaTb, no3songoliee 3aaaTb HOMeEpa MevYyataemMbiX CTPaHUL,
U KOJINYECTBO KONum

- YctaHoBka dnaxka pasobpats no konuvsm (Collate) obecrneumBaeT nevatb
CcHayana BCEX CTpaHuL, NepBOM KOMUW AOKYMEHTa, 3aTeM BTOPOW U T.A4.,
4YTO NO3BONSAET n3bexarb MyTaHuLUbl NpU pPas3bopke OOKYMEHTA.

[Mocne Toro, kak Bbl HaXXMeTe KHOMKy OK, B CTPOKE COCTOSHUS OKHa OOKYMEHTa
OTO6pa3I/1TCFI 3HAYOK MNMpuHTEpPa 1 KoNmM4eCTBO NOAroToOBJIEHHbLIX A4 NedaTn CTPpaHWL,

& 4 . MNocne 3aBepLueHNs NeyYaTn [AOKYMEHTa 3HA4OK MCHe3aeT.

3. JIEKCUKOH

MHorve 3HalT, 4TO TEKCTOBbI npoueccop JlekcukoH angd MS DOS Obin
paspabotaH B 1985 roagy B ALL AH CCCP 1 MOXHO cMeno ckasaTb, YTO UMEHHO
NexcukoH ana DOS npuobwmn Ha pybexe 1980-90-x rogos nogasnstouiee 605b-
LUMHCTBO POCCUICKMX MOosb3oBaTtenei kK padboTte ¢ nepcoHasnbHbIM KOMMbIOTEPOM.

NexkcukoH gns DOS npegHasHayeH ans o6paboTkyM HECNOXHbIX OAOKYMEHTOB
C TeKCTOM Ha PYCCKOM W aHTIMNCKOM a3blkax. JIEKCUKOH obecrnednBaeT cnenyiouie

GYyHKUMN penakTMpoBaHUS TEKCTOB:

- NMPOCMOTP U KOPPEKTUPOBKA TEKCTa;
- aBTOMaTuyeckoe dopmaTnpoBaHve ab3aleB TekcTa;

- NepeHoc ¢parMeHToB TeKCTa M3 OAQHOr0 MecTa B ApPYroe;

- cO3[aHne ornaefieHns pasaenoB AOKYMEHTa;

- UCNONb30BaHME MOAYEepPKMBAHKSA, KypCuMBa U MOJYXUPHOro wpudTta ons

BblOENEHNS 4YaCTen TEKCTa;

- OAHOBPEMEHHOEe peaakTMpoBaHME HEeCKOJIbKMX OOKYMEHTOB.

CoBpeMeHHbIVi MymaHuTapHbIii YHuBepcutet



O6paboTka TekcTa B penakTope BeOeTcsa C NMOMOLLbID MeHIO 1 Habopa
bYHKUMOHaNbHbIX Knaeuw. MeHo pacnonaraeTcs B ABYX BEPXHUX CTPOKax akpaHa
JlekcukoHa. TpeTbsl CTpOKa 9kpaHa saBnsSeTcsd MHMOPMAaLVIOHHOW, B HEN BbIBOOATCSH
CBefleHNs 0 pexumax paboTtbl JIeKCMKOHa, O MOJIOXKEHMM Kypcopa B TEKCTE U T.4.

YT100bI NEPEenTN B rMaBHOE MeEHI0, HaA0 HaxaTb knasuwy F10. FnaBHOe MeHIo
VIMeeT cnenylolime nyHKThbI.

TEKCT - 3arpy3ka, coOXxpaHeHue 1 neyaTb TEKCTOB, 3a4aHne makpoonpege-
NeHnin n koHourypaumm Jlekcukona.

AB3AL, - dopmatuposaHme ab3aueB TekcTa U BbIOOP COOTBETCTBYIOLLMX
PEXNMOB.

®OPACMEHT - BblOenUTb, yoanuTb, BCTaBUTb dparMeHT TekcTa.

CTPAHUWLbI — pasbueHne TekcTa Ha CTpaHuubl. YCTaHOBKa napamMeTpoB
pasbueHns Ha CTpaHuUpbl, 3aJaHne KONOHTUTYNA, NOArOTOBKA OrfiaBfiEHUS.

HAMTW — novck noaocTpoku TekcTa.

3AMEHUTb — nouck 1 3ameHa noACTPOKU B TEKCTE.

OTMETUTb — OoTMETUTb Tekylluee MeCTO B OOKYMEHTe, 4ToObl 3aTeM MOXHO
ObINO BEPHYTLCH K HEMY.

NMEPENTU — nepenTtn K paHee OTMEYEHHOMY MECTY B TEeKCTe UM K CTPOKe C
OAHHBIM HOMEPOM.

LLIPU®DT - ycTaHoBka TekyLuero wpudTa.

OOC - BpemeHHbI Bbixon B DOS.

BbIXO/, — Bbixog, 13 JleKkcukoHa.

KpaTtkoe onucaHune yHKUMOHaNbHbIX KaBULL

F1 F2 F3 F4 F5 F6 F7 F8 F9 F10
BBIJICT. 3aJaHue
BCTaBKa OTMEHAa | CABMI | CABHT . pexum
CTPOYH. JEBOW | LIEHTpH- BXOJ B
MIOMOIIb | UMECHHU BBIJIETIC- | OKHA OKHa pyc/mar
¢par- IPaHHu- |pOBaHHE MEHIO
KITaBHIII HUS BJICBO | BIIPABO andasut
MEHTa 1Bl

Ctrl-F1 | Ctrl-F2 | Ctul-F3 | Ctrl-F4 | Ctl-F5 | Ctrl-F6 | Ctrl-F7 | Ctrl-F8 | Ctrl-F9 | Ctrl-10

BCTaBKa 3aganue | Popma-
MOWCK | 3aMeHa |3abpaTh P CABUT | CHBUT a§3au- (I)Tnll))o- pexuM | bopma,
KOHTEK- | kourek- | ¢par- ¢dparm. | bparm. pyc/man | user
cra cTa MEHT par- Breso | Bupaso | ST Bate andaBuT | OKHa
MEHTa p OTCTyINa | ab3arg

Shift-F1 | Shift-F2 | Shift-F3 | Shift-F4 | Shift-F5 | Shift-F6 | Shift-F7 | Shift-F8 | Shift-F9 [Shift-F10

peXUM
BBIJICTIC-

BCTaBKa HACTD. rpadu-
10~ HUE cMeHa | CMeHa BCTaBKa peKUM

MOUCK psiMO- ab3arg qeck./
BBEDX OaypHas | mpsMo- o HAIpaB. | HAMpaB. | | © o | pasuen. | oo o TEKCT
P 3aMeHa | yrodi. Y mokasa | BBOJA CTPaHUIL - / JOK

bparm dbparm. pasiy HBII

Alt-F1 | Alt-F2 | Alt-F3 | Alt-F4 | Alt-F5 | Alt-F6 | Alt-F7 | Alt-F8 | Alt-F9 | Alt-F10

PEKHUM PEXHM |TIPYKATh |IPIKATH | 3aJaHHE pacmax-
BLIGOp nojgue PERIM | o CTPOKY | CTPOKY | mpaBoi HYTb
mpudTa AUED Ky pcuBa Y poxy PoKy p y
KHBaH. JKUPH. | BIIEBO | BOPABO |TPAHMIIEL OKHO
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BecHon 1997 roga nosiBUICS COBEPLUEHHO HOBbIN MPOrPaMMHbIA MPOAYKT
NekcukoH 97 pna Windows.

M3yyaa BO3MOXHOCTM paboTbl ¢ TekcToM B Windows, Henb3si He y4nTbiBaTh,
4YTO K MOMEHTY nosBneHus JlekcnkoHa 97 dakTnyeckMm CTaHOApPTOM Yy Hac cTan
Microsoft Word. JlekcukoH 97 no3sonseT obmeHuBatbca danammu ¢ Word, K Tomy
xe Gnaropaps cobnogeHntio npuHateix B Windows ctaHOapTOB MHTeEpPdENChI
JNlekcrkoHa 97 n Word 0O4eHb CXOXW.

JlekcnkoH 97 MoXeT Yntatb 1 dainbl cTaporo JIekcnkoHa (U apyrue TEKCTOBbIE
darnnel DOS) ¢ coxpaHeHnem ero ab3aues, odbopmneHus, pasrpadieHHbIx TabnuLl.

NekcukoH 97 BbiNnyckaeTcs B AByX BapuaHTax: 16-pas3psgHom ans paboTtbl B
Windows 3.1x u 32-paspsaaHomMm ans Windows 95 unmn Windows NT.

JlekcnkoH paccumTaH Ha paboTy C PYCCKOM UM HAaCTPOEHHOW Ha PYCCKuUiA
A3blk obLieeBponerickon Bepcueri Windows.

NekcukoH 3aHMMaeT okono 10 M6ainT, ogHako CyLlecTByeT BO3MOXHOCTb
COKpaLLeHnst AMCKOBOro NPOCTPAHCTBA, 3aHMMaeMOoro peaaktopoM. ocne ycTaHOBKM
naketa MOXHO yOannTb HekoTopble dannbl. Hanpumep, 3BYKOBYK 3acTaBKy
LEXICON.WAV, koTopas 3aHnMaeT 360 KbaiiT, ewe 500 K6aiiT 3aHMMaeT nporpamma
DPLAYER nona gemMoHCTpauuMu aHMMMPOBAHHbLIX MOACKA30K M caMum MNOACKA3KW,
NPOCMOTPETb KOTOPbIE AOCTATOYHO OAMH-ABA pa3da. MHOro MecTa 3aHMMaloT CroBapu
cucTeMbl NpoBepkn opdorpadpumn: 1,7 Mbant pyccknii BASERU.DIS n uenbix
2,3 Mb6aunt aHrnuinckmii BASEEN.DIS. Ecnu Bbl He cobupaeTecb NPOBEPSATb
AHIUNCKME CNOoBa, MOCAEOHUA MOXHO yOanuThb.

Ona BbizoBa JlekcukoHa 97 O0CTAaTOYHO ABaXAbl LWENKHYTb MO 3HAYKY
“NlekcukoH 97”.

Cpa3sy nocne 3anycka JIekCMKOHa MOSBASETCH OKHO HOBOro AOKYMEHTa
(puc. 3.1), CTpOKa MEHIO C Ha3BaHUAMU KOMaHL, U paabl KHOMOK (MHCTPYMEHTasbHbIE
naHenu). OkpaHHble “KHOMKN” Mo CTPOKOM MEHI0 — XapaKTepHbI aTpnubyT nporpaMmm
ana Windows. OHu cnyxaT ans 6bICTPOro BbINOSIHEHUSA Hanboee YacTbix onepaumin
C MOMOLLBIO MbILLIN.

JlekcukoH aBTOMaTU4eCcKM co3an HOBbIN OOKYMEHT, YC/IOBHOE Ha3BaHue
koToporo “lokymeHT 1”7 mosBMNIOCH B 3arOfIOBKE OKHa.

Y HUXHE KPOMKN OKHa HaxoOMTCsl CTPOKa COOOLLEHNA, C MOMOLLBIO KOTOPOI
JlekcmnkoH obulaeTcs ¢ nonb3oBaTeneM. B Havane CTpokm BbIBOAUTCS MHPOPMaLUS
O TeKyLlen no3vuum B OOKYMEHTe: (pasfen, Cekumd, Tekywasa cTpaHuua/CKONbKo
BCEro CTpaHuL, B AOKYMEHTE, KOJIOHKa, CTpOoKa).

Mpwn BBOAOE TekcTa B pepakTope JIekCukoH Heobxoammo cobnioaaTh cneayoLume
npaeuna:

- Habupaemsble Ha knaBmaTtype OykBbl BBOAATCS TyAa, FAe HaxoOouTCs TEKCTO-
Bblli Kypcop. [ngd nepemMeLleHns Kypcopa B HYXHYIO NOo3uuuio cnenyet
MCNONb30BaTb KNaBULLN-CTPESIKU NN Mbllb. YKa3as MbILLbO HYXXHOE MeCTO
B TEKCTe, LWENKHYTb JIEBOM KHOMKOWM, 1 CioAa NepemMecTuUTCsa Kypcop.

- Ecnn yctaHOBUTBL Kypcop B cepeanHy HabpaHHol ¢dpasbl, HOBble ClioBa
OyayT unn pas3aBuUratb BBEOEHHbIE paHee, UM 3atmpatb UX. OTO 3aBUCUT
OT TOro, B KakoM pexumMe paboTaeT TEKCTOBbIN MPOLLECCOP: BCTaBKU WU
3aMeHbl. Pexum BCTaBKM/3aMeHbl NepeksodyaeTcs knasuwen Ins unum
LLLeTYKOM KHOMKW Mblln No nHamkatopy 3AM B CTPOKe COOOLLEHUIA.

- KnaBuwa Del ctupaet HabpaHHble cuMBOJbI cripaBa, Backspace — cnesa
OT Kypcopa.

- Henb3sa gBurarbCa BHU3 MO 9KPaHy, Noka TamM HET TeKCTa: eCNv HaXnMaTb
CTPenky BHM3 B MYCTOM OKHe, KypCcop He COBMHETCH C MecTa.

- Mporpamma cama BbINONHAET NMEPEHOC HA CNEAyoLLYI0 CTPOKY.

- 3akoH4YMB oaMH ab3al, Ong nepexofa K CrefylowemMy ciefyet HaxaTb
Enter.

CoBpeMeHHbI ['ymaHuUTapHblii YHuBepcuteT



Puc 3.1. OkHO pepaktopa JleKCUKOH

-He cnepyet HaxumaTtb knaBuwy Enter, 4To6bl 3aKOHYUTb CTPOKY WK
nepeaBuHYTb KypCoOp BHU3: 3TO NpuBeOeT K HenpeaycMoTpeHHoM pa3bnske
TekcTa Ha absaupbl.

Ecnu Bo Bpemsa paboTbl HA MHCTPYMEHTANIbHOM MaHenu 3aroputcs “kpacHas
namnoydka”, 3HauuT 4YTO-TO cAenaHo HernpaBuibHO. MHorgoa owmnbku nosBASOTCS
NMPOCTO 13-3a NPUBbLIYKKN K paboTe ¢ JlekcukoHoMm ans DOS. Tenepb MHOrMe onepauun
HaOo BbINONHATL MHA4Ye UK Ons HUX ecTb 6onee adpdekTuBHbIN cnocob. Ecnum
HaxaTb Ha “Namnoyky” - MOSIBNSIOTCA COOTBETCTBYOLWME pekomeHaaumn. YTobbl
npepsaTb AEMOHCTPaLMIO NOACKA3KM, cnepyet HaxaTb Esc.

3.1. CoxpaHeHue [OKYMEHTa

[Ona 3anucn B dann (CoxpaHeHns OOKYMEHTa Ha OUCcKe) ChneayeT HaxaTb Ha
KHOMKY C M300paxXeHNeM AVCKETbl MW BbIMNOMHUTL KoMaHay JokymeHT|CoxpaHuTb u
nepen Bamy MOSBUTCS MaHesnb AS19 ynpaBieHusa coxpaHeHuem dannos (puc. 3.2).

Bbl fOmKHBI BBECTM ons 9TOro danna nmsa 1 ykadaTb MECTO XPaHEHUS — OUCK
1 karanor (nanky). Tun ¢anna no ymon4yaHuio — OoKymeHT JlekcukoHa. lNpu BBOAE
VMeHV dalina He cneayeT ykasdbiBaTb €ro pacluMpeHus, oHO OyaeT NoACTaBEHO
aBToMaTuyeckun (1x). Mo atomy paclumpeHmntio JIEKCMKOH CMOXET pacrno3HaTb CBOU
LOKYMEHTHI.

He 3anucbiBanTe cBou dannbl B KaTanor, rae xpaHarca dgannsl JlekcnkoHa!
Bo-nepBbix, korga ¢aiinbl noHanobaTcs, Ux NpuaeTcs uckatb cpeau 60MbLOoro
yncna opyrux. Bo-BTOpbIX, M3-3a CNyYaliHON OWNMOKW NErko yaanuTb UM UCNopTUTb
Kakor-nmbo 13 dannor JlekcukoHa, 1 NporpamMMy NpuaeTcs nepeycraHaBInBaTb.
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Puc. 3.2

Mocne coxpaHeHus daiina ero UMs NOsSIBUTCS B 3arosoBke paboyero okHa.
Ecnu Tenepb M3MeHUTb TEKCT U CHOBA LUEJSIKHYTb MO KHOMKE COXPaHEHUSA, TEKCT
OyneT coxpaHeH B paHee 3aBedeHHOM [OJis Hero daine.

Mpy HEeoBXOAMMOCTM COXPaHUTb HECKOJIbKO BapuMaHTOB TEKCTa WM CO3haHun
HOBOrO OOKYMEHTa Ha OCHOBE Mnpeablayllero BMeCTO kKOMaHabl CoxpaHuTb panTe
komaHay CoxpaHuTb Kak.

Mpn BHECeHUU n3meHeHun B ¢dann J1IeKCMKOH aBToOMaTU4eCckn co3paet
pPEe3epBHYID KOMUIO, KOTOpas 3anucbiBaeTcsa B dann ¢ pacwvpeHnem BAK.

ABTOCcOxpaHeHue. MOXHO Nopy4nTb JIEKCMKOHY aBTOMATUHYECKN COXPaHSATb
TEKCT 4yepe3 OnpeaeseHHbIe MPOMEXYTKN BpeMeHU. [Ing 3Toro crnegyeT BbiMOHUTb
koMmaHny Cepsuc|HacTpoiika. Ha nossuslielica naHenn oTMeTbTe MYyHKT
ABTOCOXpPaHEHNE N BBEOUTE XENAEMbIA UHTEPBAN BPEMEHMU

3.2. YTeHue OOKyMeHTa

Ona 4yteHus (OTKPbITUA) OOKYMEHTaA CNefyeT HaxaTb Ha COOTBETCTBYIOLLYIO
KHOMKY Ha MaHeNn MHCTPYMEHTOB W BbINOSHUTL KOMaHay okyMeHT|OTKpbITb nm
HaxaTtb knaeuwy ALT n, yoepxuBas ee, KnaBulIM C PyCCKUMKU BykBamu g O.

Mepen Bamun nosiBunacb naHenb OoTkpbITUSA dannos (puc.3.3). OTMEeTUM, 4TO
rnokasaHHasi Ha pucyHke naHenb nosisutcs B Windows 95, a nonb3oeateny Windows 3.1x
yBUAAT naHenb B ctune ceoen Bepcun Windows. Haxmute Enter nnu npoussenurte
[BOWHOW LIENYOK MbILLbIO MO MMEHM HYXHOro daiina B cnnucke — 1 OOKyMeHT OyneTt
3arpyxeH B paboyee OKHO.

MHoroa B nMoaroTaBnvMBaeMbli JOKYMEHT OblBaeT HYXHO BCTaBUTb TEKCT U3
apyroro danna. B JlekcukoHe 97 ona aToro ectb yaoOHas BO3MOXHOCTb.
YcTaHOBUTE KypCOp B TO MECTO, KyAa HEOOXOAMMO BCTaBUTb AOKYMEHT U3 APYroro
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Puc. 3.3

danna. Tenepb parnte komaHay Bectaska n Hangmte B CnMcke BapnaHToB JokymeHT1.
OTa KkOMaHOa BHOBb BbI3OBET MaHesnb Ans Bblbopa darnoB: BbIOEPUTE HYXHbIA, 1
OoH OypeT BCTaBfieH B TEKCT.

3.3. MeyaTtb

JNlekcukoH 97 pabotaeT B pexume WYSIWIG (What-You-See-Is-What-You-
Get: “4T0 BMOMLWb, TO 1 NOAYYMLWL”). OTO O3HAYaeT, YTO BUA AOKYMeHTa B paboyem
OKHe pepakTopa 06/M30K K TOMY, 4YTO MOny4MTCcs Ha Oymare. Ho nepepn peanbHOWM
rneyaTblo Ha MPUHTEPE MOXHO BOCMPOM3BecTM Oyayllylo pacrnedaTtky Ha 3KpaHe
6onee TOYHO, HaXaB KHOMKy [MpenBapuUTENbHbIA NPOCMOTP.

B aTOM pexume nerko oueHUTb OOLWMIA BUA, CTPaHuL, NpuUYeM BbIBOAUTb NX
Ha 3KpaH MOXHO MO OAHOM WM MO ABe. 3aKOHYMB MPOCMOTP, HAXMUTE KHOMKY C
n3o00paxeHnemMm npuHTepa Ans Hadvana nedyatm WM KHOMKy 3akpbiTb, YTOObl BHOBb
okasatbCsl B paboyem OKHe.

HenocpeancTtBeHHO M3 paboyero okHa nevyaTb BbI3blBAETCHA KHOMKOW C
ns3obpaxeHnemMm npuHtepa unm komangon JokymeHT|lMewyats. C nomoubio
nosiBUBLLIENCA MaHenu auanora BblOupaiiTe HyXHble CTPaHMUbl U YMCNO KOMWi, a
nanbHenwme 3ab0Tbl BO3bMET Ha ceba Windows.

Ecnn npu neyaty BO3HMKIM Kakme-TO NpobnemMbl, NpoBepbTe, NPaBUbHO N
BblOpaH NMpuHTEP M He TpebyeTcs NN HaCcTpPOUTb PexXuMm nedatn (pasmep OGymaru,
OpUEeHTauMio CTPpaHUL, 1 T.4.).

Kakrne BO3MOXHOCTW HACTPOWKK OyayT B BalleM Pacrnopsi>keHumn, 3aBUCUT yXe
He OT JIekCuKOHa, a OT KOHKPEeTHOro NpuHTEepa 1 ero gparneBepa, YCTaHOBEHHOIO B
cucteme Windows.
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3.4. LWWa6noHsl

WWa6noHbl - 3TO 3aroTOBKW ANiI9 ObICTPOro CO34aHUs TeX WU MHbIX
[OKYyMeHTOB. B komnnekte JIekcMKoHa MOXHO HalTU HEeCKOJibko 06pasL/oB MUCEM,
aKTOB, CYETOB M NMOAO0OHbIX CNyXebHbIx Bymar. MNonoNHUTbL ero UM U3MeHUTb
nMetoLmecs: WabnoHbl MOXHO M CaMOCTOATENbHO. JJocTyn k 06pasuamM OKYMEHTOB
OTKpbIBaeT KoMaHaa Bctaska|lllabioH (puc. 3.4).

| oeramiwan i smm
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Puc 3.4

LWa6noHbl crpynnmMpoBaHbl MO HECKOJIbKMM OOLWKMM TemMam, HanpuMmep,
Byxrantepus, Bnanku, MNMucbma 1 T. 4. Boibepute wabnoH M3 cnucka, 1 nepen
BaMW OKaXeTCsl HarnsaHoe maobpaxeHme AokymeHTa. [poCMOTPeTb ero MOXHO C
MOMOLLIbIO IMHEeeK NPOKPYTKU KU YCTaHOBKM noaxonsiiero macwtaba nokasa.

CobpaBlmnck nopabotatb Hag TUMOBLIM OOKYMEHTOM, MPOLLE BCEro Hantn
noaxooalmii wabnoH U CKOMMPOBAaTb €ro B Tekyllee OKHO, Ha)XaB KHOMKY
KonupoBaTb. Mpn aToM Bbl M36aBnseTecb 0T 3a60T N0 O0POPMIIEHUNIO: 3aMEHUTEe
TekcT wabnoHa BalwMM COOCTBEHHbIM, U AOKYMEHT roTOB.
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3.5. BoigpeneHue ¢pparmMeHTOB TeKCTa

C NMOMOLLBKO MbILLN: nogBeouTte Kypcop K Hayany unv KoHLy ¢parMeHTa,
KOTOPbI Bbl XOTUTE BbIAENNTb. Haxmute neByld KHOMKY, WU, HE OTnyckas ee,
OBUXEHMEM MbIlLM paclnpanTe BblOENEHHYI0 006/1acTb B HY)XHYKO CTOPOHY. Kak
TOJIbKO Bbl OTMYCTUTE KHOMKY — pa3Mep BblaeNieHHoro dparmeHTa 6yaer
3adukcupoBaH. Cnepylollee HaxaTMe Ha NEBYIO KHOMKY MbILLM CHUMET BblOENEHNE.

OuyeHb ynobeH elle oaMH cnocob: YyCTaHOBMB KypCOp Ha Havano ¢gparmMeHTa,
HaxaTb knasuwy Shift u, He oTnyckas ee, WENKHYTb MbIlbIO NO KOHLY dparmMeHTa.

Y7106bI OLICTPO BbIAENUTL OAHO C/IOBO, OBAXAbl LWENKHUTE MO HEMY B Jl0O0OM
MecTe.

O6paTtnte BHMMaHue, 4To 06NacTb BblAENEHNS PACMPOCTPAHSETCS MO TEKCTY
HEMpepbIBHO, “3MeNKOoN”. BblAennTb BHYTPU TEKCTa 3axBaTblBAKOLIMIA HECKOJbKO
CTPOK MPSMOYrOfbHUK WM BEPTUKANIbHYIO MNONOCKY HEBO3MOXHO. Ecnu Bbl
CTOJIKHY/IMCb C HEOOXOAMMOCTbLIO TAKOrO BbIOENEHUS, TO, BO3SMOXHO, TEKCT B 3TOM
MecTe npuaeTtcsa odopMnTe ocobbiM 06pa3oM: B BUOE HECKONbKMX KOMOHOK WiN
TabnNMubl.

C NMOMOLLBKO KITABUATYPbI: ycTaHOBMB KypCOP B HY>XXHOE MECTO, HaXMUTE
knasuwy Shift n, yoepxnsas ee, HaxmuTe NoOble KNaBuLLK, NepeapuraloLLme Kypcop.
BbloeneHve 6ygeT pacnpocTpaHATbCS MO TeKCTY A0 TOro MecTa, Kyaa nepemMecTuTcs
Kypcop. Kak Tonbko Bbl oTnyctute Shift, cnepyloulee aopumxeHne Kypcopa CHUMET
BbloeneHune.

MoxHO komMBuHMpoBaTb 06a crnocoba: LWMPOKNUM ABUXEHUEM MbILLN BblOEIUTb
MoNCTPaHWLbl, a NOTOM, Haxumasa Shift 1 cTpenku, YyTOYHUTb FpaHuLly BbloeneHus,
nBurasicb no Gykeam.

HakoHeu, B MeHio [IpaBka ecTb KOMaHaa Bbeigennts Bce, BblOensiowas Becb
OOKYMEHT.

3.6. OewnctBusa ¢ pparMeHTOM

YOAJIUTb. Haxmunte knasuwy Del, 1 BblioeneHHbIi GparMeHT UCHE3HET.

MEPEHECTWN HA HOBOE MECTO. YkaxuTte Ha BblAeNeHHbIn dpparMeHT
KYPCOPOM MbILLM U HXMUTE NEBYIO KHOMKY. He oTnyckas ee, Beaute CTPeJKy K
HYXXHOMY MECTY BCTaBKM M TaM OTMAYCTUTE KHOMKY MbIWN — BCAend 3a KypCOpOM
BECb dparMeHT nepemMecTuUTCs Ha HOBOe MecTO. Kypcop Mbiwn BO BpeMs
BbIMOJIHEHUS 3TON ornepauun NpuobpeTaeT 0coObI BUA (K CTPEnKe npuuenuica
KBagpaTuk: aTo pparMeHT, KOTOpLIN Bbl BykcupyeTe).

O710T cnocob HasbiBaeTcss OykcupoBkoW (drag & drop) — nepemMelleHnem
BblAeNeHHOro dparMeHTa BCren, 3a Kypcopom Mblwn. Ero ynobHo mcnonb3oBaTb
npu penakTMpoBaHUM, MEHSAs MOPSAOK HaxoAdAWMXCA B npepenax akpaHa CnoB
nnn ¢paa Tekcta. MoxHoO OykcupoBaTb pparMeHT Nno JOKYMEHTY M 32 3KpPaH.

[nsa nepeHoca dparmMmeHTa B gpyrme dainbl, NPUIOKEHNS UAN OKHA CAYXUT
Oydep obmeHa Windows, OH xe kapMaH (B TepMuHax JlekcukoHa gns DOS).

BbIPE3ATb. Haxwmute Shift+Del, nnu Ctrl+X, unm KHonky ¢ naobpaxeHnem
HOXHUL, UK JanTe komanay lpaska|Boipesats. ®parMeHT NCUYe3HeT 13 TekcTa, HO
npu sToM nepemecTutca B Oydep, OTKkyda ero 3aTeM HeCnoxHO OyaeT M3Bnedb.

CKOMMPOBATb. Haxmute Ctrl+ins, nan Ctrl+C, nam KHONKy KONMPOBaHMS Ha
naHesu WUHCTPYMEHTOB, W Aainte komaHpay [llpaska|Ckonuposats. dparmeHT
OoCTaHeTcs Ha mecTe, a B Oydep OymeT nomMelleHa ero Konus.

BCTABUTb. CoaepxnmMmoe kapMaHa MOXHO BCTaBUTb B TEKCT C MOMOLLbIO
KHOMKM BCTaeku, knasuw Shift+ins, Ctrl+V nnn komangbl lpaska|Bctasuts. Oenatb
3TO MOXHO MHOFOKpaTHO, Tak Kak HaxoAsWMIACA B KapMaHe TEKCT COXpaHseTcd
Tam [0 Tex nop, rnoka ero MecTo He 3alMMeT ApYyron pparmMeHT.
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Bydep Windows no3BonsieT COXpaHATb U MEPEHOCUTb HE TOJIbKO TEKCT, HO U
rpaduvky, 1 gpyrme Buabl SAHHbLIX.

3.7. NMouck n 3ameHa

Y106bI HaiTM B TEKCTE OMNpenefsieHHoe CNoBO unu nby KomMOuHaLMo
CUMBOJIOB (MOVCKOBbIA KOHTEKCT), MCMNONb3YNTE KHOMKY C OMHOKNEM UM KOMaHAy
Mpaska | HaviTi. BBEAMTE MOUCKOBbLIA KOHTEKCT B CTPOKE BBOJA HA MOSBUBLUENCS
naHenu. MNpn HeOOBXOAMMOCTU ONPENENNTE [AOMOJSIHUTENBHbLIE YCIIOBUS MOUCKA:

1. C yyeTtom pernctpa b6yks. OTOT napameTp onpenenseTt, obpawaTb n
BHVMMaHME Ha TO, Kaknmu ByKBaMn — CTPOYHBLIMW UIIU MPOMUCHBIMU — HabpaH
MOUCKOBbIA KOHTEKCT. Hanpumep, npu novcke cnoea “mMoTop” 6e3 yyeTta
pernctpa 6yaoyT HalgeHbl Takne BapuaHTbl: MoTtop, MOTOP, Motop u T. 4.
C yyeTomMm peructpa 6yaeT HalgeH TONbKO UAEHTUYHbIA MOUCKOBOMY
KOHTEKCTY BapuaHT “moTop”.

2. Tonbko kak OTAesIbHOe C/10BO. ITOT napamMeTp onpefensaeTr, AOJKEH Nn
HaMOEHHbIA KOHTEKCT OblTb CAMOCTOSTESIbHbIM C/IOBOM, T.€. OrpaHuyu-
BaTbCsa Npobenamu 1 3Hakamu nNpenuHaHng. B Hawem npumepe npu nomcke
cnosa “MOTOp” OyayT HaliAeHbl cnoBa “MOTOPUCT”, “TPEXMOTOPHbLIA” 1 T.1.,
a BOT B pexume “TOoNbKO Kak OTAesbHOe CroBO” nomoOHble crnoBa OyayT
NMPONyLLEHbI.

3. C opopmneHvem. MOXHO YTOYHUTb, KakMe XapakTepuUCTUKX LUPUGTOBOro
odOopMNEHNS yUNTbIBATbL NPU Noncke. MOXHO, HaNpUMep, NONPOCUTbL UCKaTb
TOSIbKO MOTOP, BbIAENEHHbIA XUPHBbIM LWPUGTOM.

Bonee TOro, MOXHO mckatb 0OpPMIEHME Kak TakOBOE, OCTaBMB CTPOKY A

BBOJA MOWCKOBOrO KOHTEKCTa MYyCTOW, HO MOMPOCKB HanTu wpndT “lMparmartmka”.

Mounck 6yneT MATM NO BCEMY AOKYMEHTY: CHadana oOT Tekylieih nos3vumn
Kypcopa 40 KoHua A0OKYMEHTa, 3aTeM — OT Hayasa 4o no3vuum Kkypcopa. HangeHHbin
NMOUCKOBbI KOHTEKCT Cpady Xe OYyAeT BblOENeH.

Ina nouncka cnepywouwero BxoxaneHns pabortatb ¢ naHenbio “Hantun”
Heobs13aTeNbHO, AOCTATOYHO HaxaTb knasuily F3 nnm kHonky “GUHOKIbL CO CTPENKOR”.

Ona SAMEHbI cnyxut komaHoa MeHto Mowvck | 3ameHuTs.

Onepaums 3aMeHbl 04E€Hb MOXOXa Ha MOUCK, TONbKO 34ECb HAQO BBECTM OBa
c/oBa — YTO W Ha YTO Bbl XOTUTE 3aMEHUTb.

JononHutenbHble YCNOBUS MOMCKA Takue Xe, Kkak B KomaHae Hantu.

KHonka “Bce nogpsa” No3BOASET Cpasdy 3aMEHUTb BCE BXOXOEHMS MOUCKOBOIO
KOHTEKCTa, He OCTaHaB/MBASAChb Ha KaXOOM U3 HUX.

3.8. MpoBepka opdorpacdpumn

J1eKCMKOH OCHalleH CMCTEMOWN NPOBEPKK opdorpadun, NpU4EM asToMaTmyeC-
KV MPOBEPSIET U PYCCKME, N aHIUIACKME CroBa (pacrno3HaBaeMble MO aTUHCKUM
OykBam).

Cuctema npoBepkn He OaeT NpenynpexnaloLllero curHana HenocpencTBEHHO
npun Habope, kak 3To aenaet JlekcukoH ana DOS. 3ato npu obGHapyxXeHuu
NnOAO3PUTENBHOrO C/OBA Bbl CPady MM MO 3anpocy YyBUAUTE npeniaraemble
CUCTEMOW BapuaHTbl €ro MCrpaBieHus.

Ina npoeepku Tekcta nante komaHaoy Cepsuc|Opgorpadus.

MpoBepka OGyneT HavyaTa C TekyLlel Nno3uumm Kypcopa, HO eCciin B TEKCTE eCTb
BblAENEHHbIN dparmMeHT, TO OyneT NPoBepPATbCA TONbKO OH. OGHaApPyXEHHYI0
JIekCMKOHOM OLWMBKY MOXHO MCMPaBUTb BPYYHYIO UM BbiIOpaTbh BEPHbLIA BapuaHT
M3 crnucka npennoxXeHHOro peaakTopoM.
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HaxaB KHOMKy 3aMeHUTb, Bbl MCMPaBUTE OLWINOKY B TEKCTE, U CUCTEMa NPOoAOoI-
XWT npoBepky. Ecnuv HageHHas owmnbka MOXeT BCTPETUTLCS HEOOHOKPATHO, BbiGe-
puTe BapuaHT 3aMeHuUTb BCe — Oasiblue oHa OyaeT MCnpaBnsTbCs aBTOMAaTUYECKU.

3.9. CrtpaHuubl, dopmart, nons, opueHTauus

Pa6oTtasa B JlekcukoHe 97, Mbl BUOMM TEKCT Pas3buTbiM Ha CTPaAHULBI Tak Xe,
Kak 3TO Npoun3onaeT nNpu peanbHoi nevyatn. dopmart, Nons cTpaHuL, U nx opopmie-
HWe (KOIOHTUTYJIbI) YCTAHABIMBAIOTCA C MOMOLLbIO KOMaHabl Opopmierue | JokymeHT
Ona Bcero gookymenta unu Ogopmaenve|Pasgen — ons Tekywero pasgerna.

Ha naHenn ®opmart 1 nons Bbl MOXeTe BblOpaTb OUH N3 UMEIOLLIMXCS B CMINCKE
dopmMaToB unn onpeaenTb COOCTBEHHbIM, yKasaB LUMPUHY U BbICOTY CTPaHULEI.

Ecnn Hapo pa3BepHyTb TEKCT BOOJb OJVHHOW CTOPOHbLI CTPaHWLbl, Nepexio-
YNTE OPMEHTAUMIO C KHUXHOW Ha anbOOMHYIO.

[Mona cTpaHuubl OrpaHMYMBaloT MoJsiocy Habopa, B KOTOPOW M pacrnofiaraetcs
TEeKCT OOKYMEHTa.

HOMEPA N KOJTOHTUTYJIbl. YTo6bI NpOHYMepoBaTb CTPaHWULbl, OTKPONTE
naHenb Homepa v KOJIOHTUTYJIbI U 3afanTe B paMke Hymepawuus HadallbHbl HOMEpP
(06bI4HO 1, HO ANS XpaHsiLLencs B OTAeNbHOM dalinie 4acTn 06bEMNUCTOr0 AOKYMEHTa
OH MOXET ObITb APYr1M) N KOJMYECTBO CTPAHML,, Ha KOTOPbIX ykadblBaTb HOMEP He
crnenyeT (HanpuMep, Ha TUTYJIbHOM NncTe). Ha aTol e naHennm MOXHO BblOpaTb U
BapuaHT pa3MeLLeHMs HOMEepPa: BBEPXY WM BHU3Y CTPaHWLbl, MO LEHTPY nan cOOKy.

KonoHTutyn — 9T0 Ha3BaHWe rnaebl, pasgena v gpyras nogobHas nidopmauus,
MOBTOPAIOLWAACA HA KaxAO0W CTPaHuLEe WU MOMOraloLlas yntaTeno HalTu HyXHoe
MEeCTO B kHUre. Homep cTpaHuubl (KonoHumdpa) 9BnseTcsa B 0OLLEM Cllydae 4acTbio
KONIOHTUTYNA.

KonoHTUTyn cnyXxXuT n ong ykpaweHus KHUru. B Hero MoXHO BKIOHYUTb
NMOAXOAALLYIO BUHBETKY UM PUCYHOK; B TEXHUYECKONM NnTepaType XOpoLLIO CMOTPUTCS
npoctasa yepTta (KONMOHJMHEWKa), OTAENSIoWas HOMepP CTPaHULbl OT TEKCTa.

[na BBOAA KONOHTUTYNIOB ABaXAbl LLENKHUTE MbILLbIO MO 061aCTU KOIOHTUTYA
(y BEPXHEro uaM HUXHEro kKpas CTpaHWubl) UAW UCMNOJIb3YNTE KOMaHLY
Buz | KosoHTUTYsbi. OCHOBHOM TEKCT AOKYMEHTA Ha 9KpaHe CTaHeT cepbiM, a 06n1acTm
KOJIOHTUTYNIOB BBEPXY U BHU3Y CTpaHuupbl OyayT AOCTYMHbI A9 PeaakTUPOBAHUS.

HabpaHHbIN TEKCT KOMOHTUTYNA NOSIBUTCS OJHOBPEMEHHO Ha BCEX CTpaHuLax
JOKYMEHTa Unu TekyLlero pasnena.

[ns Bo3BpaTa K paboTe Hag OCHOBHLIM TEKCTOM ABaXxAbl LENKHUTE MO HEMY.

C nomouiblo komanabl BcTaska|llone|Homep cTpaHuLbl MOXHO BCTaBUTh
HOMEpP CTpaHuubl B ft060e MECTO KOMOHTUTYNa UAKW, eCnv 3axovyeTcs, Aaxe B
OCHOBHOMN TEKCT OO0KYMEHTA.

3.10. WpudTsi

JlekcukoH B NOMHOM Mepe 1Cnosb3yeT 6orateime BO3MOXHOCTY LWPUPTOBOro
odopmieHna TekcTa, npepoctasngemole cucrtemonm Windows. Kpome wpudTos,
BXxoaawmx B komriekt camot Windows un JlekcukoHa Bbl MOXETE MUCMNOJ1b30BaTb
COTHU N ThiCAYM WPUEDTOB, CO3OaHHbLIX OM3aliHEepamMn BCEro mupa.

Windows B3ana Ha cebs 3ab60Ty He TOJIbKO O MevyaTu, HO U O TEXHO0orn
paboTbl co wpudTamn. B kakom Obl NpUIOXKEHUN Bbl HXU paboTanu, npoueaypa
BblOOpa WpndTa 1 ero NnapameTpPoB NMPakTUYECKN OANHAKOBA BO BCEX MPUTOXEHUSIX.

BbIBOP LLUPU®MTA. Ha vHcTpymMeHTanbHOl naHenu JIeKCUKoHa UMETCs Tpu
KHOMKM - XapakTepucTukn HadyepTaHus (XK - xxmpHocTb, K - kypcus, Y - nogyepkmsaHme).
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JleBee KHOMOK BbIOOpa HAYepTaHUS Ha MaHeNn HaAXOAATCH OBA PACKPbIBAIO-
LUMXCS Crumcka C Ha3BaHMSMWU U pasmMepamu wpudToB. Beibpas wpudT 13 cnucka,
Bbl cAefnaeTe ero Tekylwum Oas nocnenyuero Beoga Uan Oas BblAENEHHOro
dparmeHTa.

CocenHee 4ncno nokasbiBaeT pasmMep (Kernb) wpnudTa B NyHKTax (72-x 0onsx
nlorima). HaxaB Ha KHOrMKyY, Bbl pa3BepHeTe CMUCOK KErnen nm MoxeTe BbibpaTb 13
Hero Tpebyemblli. ECNMM HYXHOrO 3Ha4YeHUs B CMUCKE HET, MOXHO BBECTU €ro
BPYUYHYIO.

3.11. A0G3aubl

JlekcuUKOH pasnunyaeT Tpu Tuna ab3aueB: 3arosloBKU, MYHKTbl CMUCKOB
(nepeyHeit) n moboii apyroii TekcT. NMomeTuTb ab3al, kak OTHOCALMIACA K OAHOMY
M3 3TUX TUMNOB MOXHO C MOMOLLBIO KHOMOK HA MaHeNn MHCTPYMEHTOB:

- OObI4YHbIN TEKCT;
- 3arosoBoK;

3JIEMEHT HEHYMEPOBAHHOIO Cnuncka,

- 3JIEMEHT HyMepOBaHHOIo cnucka.

HaxaB Ha OfHYy M3 3TUX KHOMOK MOXHO MPUCBOUTL ab3ally COOTBETCTBYIOLLMIA
ctunb — OO6bIYHbIN, 3aronosBok, Cnucok, Cnncok 1.

XapakTepuctukm absaua MOXHO YCTAaHOBWUTb, BbINOJIHUB KOMaHAy
OdopmneHve | Ab3all.

Bbl MOXeTe yCTaHOBUTb OTCTYM, MEXCTPOYHbIA UHTEPBa, TUM BblpaBHUBAHWS.

3.11.1. BbipaBHMBaHue

BblpaBHMBaHME MO WMPUHE Monockl Habopa, unm Ha dopmart. 3a cyet
N3MEHeHMs Benn4yMHbl NPoOeNioB TEKCT BbiPAaBHMBAETCA W CripaBa, U Clesa.

BbipaBHMBaHME MO 1€BOMY Kpaio, TO €CTb BCE CTPOKW BblpaBHUBAKOTCS MO
NIEBOMY Kpal CTpaHuubl, a pacTsxka npobenoB Ans BblpaBHMBAHUS CTPOK Ha
dopmaT nonocel He npomssoauTca. Llenecoobpa3Ho BbipaBHUBATbL BIEBO Y3KuE
KOJIOHKM 6e3 NepeHOCoB, KOraa BbipaBHMBaHWE HA GopMaT NPUBOAMT K MOSIBIEHUIO
XUOKNX CTPOK C 4Ype3MepHo B6onblimmm npobdenamu.

Mpy LeHTpasibHOM BblpaBHMBAHUN CTPOKM pasMeLlaloTcs CMMMETPUYHO OCU
nosiocbl Habopa, 4To yaob6HO Ans 0bOpPMIEHNS 3ar00BKOB.

BblpaBHMBaHME MO NPaBOMY Kpalo NMPUMEHSETCS, Hanpumep, AN MOANMCeNn.

3.11.2. dopmaTupoBaHme nNo MecTty, Ha rnas

JlekcnkoH Mo3BOJISeT yCcTaHaBnMBaTb rpaHuubl ab3aua n 6onee yaoOHbIMU
crnocobamu, 4em NoabopoOM HMCEes Ha ANANOroBOW MaHesnu.

YcTaHOBMB Kypcop B npepenax ab3aua, cnenyeT BbINOJHUTbL KOMaHAbl MEHIO
Ogpopmnenne | BusyanbHoe gpopmatuposaHme. Ab3al, Gyaet okpyxeH GpopmaTmpyio-
LIEei paMKOi, NONIOXKEHNEe KOTOPOM MOXHO MEHSTb MNP MOMOLLM MbILLW.
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3.12. Ta6nuubl

Onga BCcTaBkM Tabnuupl B OKYMEHT CNYXWUT KHomka Tabnuua wunm komaHaa
Tabnvua|Cosnarth, Bbi3biBaOLLAA NaHesb 419 BbiOOpa napaMmeTposB Tabnuupbl.

Ecnn B MOMEHT co3paHus Tabnuubl Bbl HE MOXETEe TOYHO ykadaTb YMCII0 CTPOK
unn rpad (cTonbuoB) — HUYEro CTPALLUHOro, NP HEeoOXOAMMOCTM MO3XEe JIErKO
D06aBUTb HOBbIE WV YAANUTb NINLLHME.

LUnpuHy rpad MOXHO onpenenvtb Ha 3TOW Xe NaHesnun, Ho Nierye BCEro caenatb
370, nepeTackuBas MHUN rpadsieHns roToBon Tabnuubl ¢ MOMOLLbIO Mbiln. A BOT
co3gatb rpynny rpad 0AMHaKOBOW LUMPUHBLI NPOLLE C MOMOLLLIO MaHENN.

Ona Tabnuupbl, Kak 1 ong obbiMHOro ad3aua, MOXHO 3adaTbh OTCTynbl. Ecnn
CyMMa 3a[aHHbIX 3HAYeHWI WNPUHBI rpad M OTCTyna NPEBLICUT LUMPUHY KOJIOHKN,
B KOTOPYIO BCTaBnsieTcsa Tabnuua, JIEKCMKOH npenynpeamT Bac 06 STOM.

Ha naHenn O6pamiieHre ycTaHaBAMBAIOTCS TOMWMHA NUHUIA rpadneHns n nx
OTCTyNn OT TeKCTa B f4erkax (BHYTPEHHME Nons).

Ona nepemelleHna U3 A4eiikm B A4eiiky Tabnuubl UCMONb3YyeTCs Mblllb,
knasuwun Tab (Bnepen, B cneaytowyio ayeriky) n Shift+Tab (Hazan).

CopepxunmMmoe fyeek, CTPOK U CTONOLOB MOXHO yaandaTb, Bbipe3aTb U
KOMMPOBaTb Tak e, Kak 0ObIYHbIA TEKCT.

MoOXHO BblAENUTb BCK Tabnuuy, TEKyLYO S4eilky, CTpPoKy unu rpady,
BbLINOJSHMB KOoMaHay Tabnuua|(Adenka, Ctpoka,lpada)|BbloennTs.

BcTaBka 1 ypaneHve HOBbIX CTPOK M CTONIGLLOB BO3MOXHbI Yepe3 MEeHI0 C
romolLbio kKomaHa Tabnvua | Ctpoka(lpada)|BetaBuTh(YaanuTs). Yoanaercs sceraa
Ta cTpoka unun rpada, B KOTOPOM HaxogouTcs Kypcop, BCTaBAseTcs no BblOopy
nonb30BaTeNs CTpoka Haf Uiv Nnog Tekyllern n rpada cnpasa UM crieBa oT TekyLLen.

Haxopsuwmecs psanomM s4eirkn OOHOW CTPOKUM MOXHO OObEeAUHUTb B OAHY
S4eiiky, 3aHMmaloLLylo aBe rpadbl unm 6onee. MoOXHO pasgenuTb S4eliky Ha [Be.
Ecnn nepep, BbINONIHEHMEM KOMaHAbl BbIAENUTL B Tabnuue rpynmny syeek, onepauumv
pasgeneHns 1 CoeAMHEHUS BbIMOHAIOTCH HaA BCEMU BblAENEHHbIMU siHelrkamMum
(CNUTbI OKaXyTCs BCE BblAESIEHHbIE AYENKN KaXA0W CTPOKW).

3.13. PucyHkm

YT06blI BCTABUTL B JIOKYMEHT PUCYHOK, BbINOJIHWTE KOMaHay BcTaska|PrcyHok
n Bbibepute rpacduydeckmin daiin. MNMaHenb ana Bbibopa GannoB MMeEET OKHO
NMpPOCMOTpa, KOTOPOE MOMOXET HaTK HYXHYIO KapTuHKY (puc. 3.5).

JNekcunkoH 97 no3BonsieT BCTaBUTb B AOKYMEHT (MMMOPTMPOBATb) WUMIOCTPA-
unn, xpaHswpecs B darnnax cnegyrowmx GopmaTos:

Windows Paint, Windows Paintbrush (BMP);

dopmart GIF;

meTtadannsl Windows (WMF).

[pacduryeckmne penakTopbl 0OLIMHO MO3BONAIT pPadoTaTh ¢ GOMBLLUMM YMCIIOM
dopmaToB dannoB, U NX MOXHO MCMNOMbL30BaTb A9 KOHBEPTUPOBaHUS darina B
noaxoadaLumin ons 3arpy3km B J1IeKCUKOH ¢dopmar.

Ecnn B cucteme yctaHoBNEHbI GUALTPBLI ANa uMmnopTa rpaduyecknx dannos
(Hanpumep, npumeHsemble B Microsoft Office), JlekcukoH Takxe OypeT ux
MCNOb30BaTb N CMOXET 4ynTaTbh danfibl COOTBETCTBYOLWMX popmaToB. Mpn aTOM
ons Bblbopa 1 OTKPbITUS daiinoB BaM NpUAeTcs yka3aTb OTCYTCTBYIOLLLEE B CnUCKe
NekcukoHa pacwmpeHve (Hanpumep, PCX) Bpy4Hyto.

Pa6otaa B ppyrom npunoxeHun Windows, MOXHO ckonMpoBaTb rpaduky B
Oydep obmeHa. lMepenps 3ateMm B JIEKCUKOH, BCTaBUTb M3obpaxeHne nu3 bydepa
B OOKYMEHT.

BcTaBneHHbI PUCYHOK MO CBOMM CBOMCTBAM MMOX0X B TEKCTE Ha O0ObIYHYIO
OyKBY: NMEpPeMeLLLAeTCa BMECTE C OCTa/lbHbIMM 3HaKamMu, MOXeT ObITb BblOAENeH O
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Berasurh pMcyHoK

Puc. 3.5

KONMpoBaHWA W ypaneHus, pasgBuraeT No BbiICOTe cocefHue cTpoku. ocne
BCTABKN PUCYHKA MOXHO MOAOrHaTb ero macwtab u obpesaTb C TOW WAM MHOWN
CTOPOHbI (KagapupoBaThb) C MOMOLLLIO NaHenn Pagmepbl PUCYHKA, BbINOHUB KOMaHay
OdopmneHmne | PUcyHok.

YT106bl MOMECTUTL PUCYHOK B OMpenesieHHoe MeCTO Ha CTPaHWULE U 3aCTaBUTb
TekcT obTekaTb ero, HeoOXOAMMO MCMONb30BaTb BPE3KY.

Bpeska rnoxoxa Ha ManeHbkylo CTPaHMYKy CO CBOVMMWU COOCTBEHHbLIMU MOJISAMU,
nosioco Habopa M PUCYHKaMW, HAKJIEEHHYIO Ha OCHOBHYIO CTpaHULYy [AOKYMEHTa.
B oTnuume oT BGymMaxHOW Haknewnku, TEKCT oOTekaeT Bpe3ky, 1 Gnarogaps aTomy
oHa ynobHa ans pasMelleHusi pucyHka. JIEKCUKOH MO3BONSIeT cO34aBaTb TOJIbKO
NPSAMOYrofibHble BPE3KW.

Ina cosgaHvs BPesku crieflyeT BbINOSHUTL KOoMaHay Bceraska|Bpeska.

4. PAGEMAKER

4.1. HasHayeHue, xapakKTepUCTUKN U OCHOBHble 00bEKTbI
nporpammbl PageMaker

HacTtonbHaga m3patenbckaa cuctema PageMaker npegHasHayeHa gng
KOMMbIOTEPHOI BEPCTKM MeyaTHbIX n3pgaHunii nioboro poga, B TOM 4ucne ans
pacnpoctpaHeHusa B World Wide Web v gpyrux ceTtsx.

LLinpokunii cnekTp BO3MOXHOCTEN NPOrpaMmMbl MO3BONSET CO34aBaTb BbICOKOKA-
YECTBEHHYIO MevyaTHy0 NPOAYKLMIO, Ha4MHas C MasleHbKUX peknaMHbIX JIMCTKOB Y
KOHYasi OrPOMHbIMU Miakatamu v TonctTeiMn donnaHtamm (npeaen - 999 crpaHu).

[Mepeyncnmm OCHOBHblE cpeacTBa nporpamMmmbl PageMaker, ¢ nomoubto
KOTOPbIX GOPMUPYETCA OOKYMEHT:
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- aBTOMATU4YeCKoe “rnepeTtekaHne” TekCTa Yyepel3 BCe CTPaHWULLbl JOKYMEHTQ;

- CNUSIHME U NePErJIETEHNE HECKOJIbKMX TEKCTOBbIX (aifioB BHYTPU OOHOMO
[OKYMEHTAQ;

- raseTHbI CTUIb “NepeTtekaHma” TekcTa no ctonduawm;

- dopmaTmpoBaHue 1 oTbmeka 6O YyacTn abzaua, NPeaNoXeHns nnm
CnoBa;

- rnobanbHoe ¢popmaTMpoBaHME TEKCTa M 3arofOBKOB;

- MOLLHOE yMpaBfeHne rpaHnLLamMm CTPaHWULbl, BK/OYAs aBTOMATUYECKYHO
HyMepaumio CTpaHuL;

- reHepaums cogepxaHus M NpeaMeTHOro ykasaTens;

- pasdnuyHble cnocobbl 0O0TEKaHUs TeKCTa BOKPYr rpaduku;

- Tonorpadunyeckme CpeacTsa ynpaBieHUs TOYHbIM pPa3MELLEHNEM KaxXO0oro
CMMBOJIA2 Ha CTpaHuLe.

Moppob6Hee oCTaHOBMMCS Ha BO3MOXHOCTSX nporpammbl Adobe PageMaker
Bepcumn 6.5.

Mporpamma oTBevaeT BceM TpeboeaHusm ctaHgapta Windows 95 1 Windows NT:
OHa NOAAEPXMBAET KOHTEKCTHbIE MEHI0, KpaTkue Mnoackadkv O MHCTPYMEHTOB,
ONVNHHbIE MMeHa ¢alnos.

PageMaker npekpacHoO vHTerpupyetcs ¢ ApYrMmMyv POACTBEHHLIMW MPOrpam-
mamm: Adobe lllustrator u Adobe Photoshop. Bnarogaps HoBomy mnHTepdericy, Bce
3TV NPOrpaMmMbl TeNEPb MMEIOT OYEHb MOXOXME NaNUTPbl, KOMaHAbl MEHIO U ropsyne
KNaBULLM, YTO MNO3BONISET JIErKO NepektiovaTbCa Mexay nporpammamu. MIHTerpaums
COCTOUT U B TOM, YTO MOXHO NepeTackmBaTb OOBLEKTbI U3 OOHON NporpamMmbl B
Opyryio MeTogom “6ykcupoBku”.

Hannuve HabGopa rotoBbiX LWAGMOHOB AOKYMEHTOB MO3BOJISET NOASAM, HEe
0OpEMEHEHHBIM USNULIHUMMK 3HAHUSMKW B nonurpadun, nagasaTb nyonvkauum Ha
LOCTATOYHO BbICOKOM YypoBHe. lNMpodeccnoHanam xe ovyeHb 06nerdyaet XusHb
BO3MOXHOCTb CaMUM CO3[aBaTb CTPaHMYHble LWABGMOHbLI N LWabNOHbI JOKYMEHTOB.
MoOXHO ObICTPO M3MEHUTb BEPCTKY MHOXECTBa CTpaHwuy, U3MEHWB OAWH
CTpPaHMWYHbI WabnoH. B ogHOM OOKYMEHTE MOXHO WMCMOJIb30BaTb HECKOJIbKO
CTPaHUYHbIX LWABNOHOB, 0DOPMIISS CTPaHWULBI MNO-Pa3HOMY, YTO HEMANOBAXHO Mpu
M30aHUM UITIOCTPUPOBAHHBIX XYPHAasIOB.

Y10 6bl NONL30BATENW HU AENaNN: USMEHSIN Pa3MeEP U OPUEHTALLMIO CTPaHULL,
MEHSIN YNCNIO U LUMPUHY KOMOHOK, MEHSNN CTpaHW4Hble wabnoHbl — PageMaker
NepeBepPCTbIBAET M30AHUE MPAKTUYECKM MIHOBEHHO.

[Mpn BepCTke MOXHO 3apaHee 3ape3epBMpoOBaTb MECTO AN9 TeKcTa uim
rpadunkm, KOTOpbIX elle HeT. g 9TOro NPUMEHSIOTCH PaMKW.

Mporpamma obecneyrBaeT BbICOKOE KAYeCTBO LBETHbIX n3gaHwuin. Bnaropaps
NMOJIHOM nopAepxke rnocnefHnx MexXOyHapoAHbIX LBETOBbIX CTaHOAPTOB, MOXHO
DOBUTLCSA TOYHOrO BOCMPOU3BELEHMS LIBETA MpY nedyaTu.

[MosiBMnack BOSMOXHOCTb pacnpoCTpaHeHns nagaHui B MHTepHeTe. Onsa aTomn
uenn B Bepcumn 6.5 nosiBunack BO3MOXHOCTb CO34aBaTb MMMNEpPTEKCTOBbLIE CCbIIKM,
pabotate ¢ Web-agpecamn, aBTomMaTnyeckm KOHBeEpPTUpPOBaATb rpaduky u
akcnopTtmpoBaTb dannbl B Web dopmatbl ana pacnpoctpaHeHmsa B World Wide Web.

Pa6ota co cnoamu. TekcToBble U rpaduyeckne o6beKkTbl MOXHO pacrona-
raTb Ha Pas3nMYHbIX CMOSX, YTOObI OHM He Mellanu Apyr Apyry npu npocMoTpe u
penakTupoBaHum. Cnov MOXHO 3anumpatb, AenaTh HEBUOUMbIMU U 3aMpeLLaTh BbIBOA,
MX Ha neyatb Unu B daiin. Takum 06pa3oM MOXHO CO3[aBaTb Pa3Hble BapuaHThl
OJHOr0 M TOr0 Xe OOKYMEeHTa MM COMNPOBOXAATb €ro pasdHbiIMY KOMMEHTapusaMu n
noMeTKamu.

MoXHO 3ape3epBupoBaTb MECTO A TekcTa U rpadpuyeckmx naobpaxeHun,
KOTOPbIX ELLLE HET, C MOMOLLbID PAMOK.
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MOLYJNbHAA CETKA. na Kaxaon CTpaH bl MOXHO 3a4aTb CBOM HanpaBisio-
e KOMOHOK, Hanpassiiowme NMMHenkn n 6asosble IMHUN. MoayfbHbIe CETKN MOXHO
3a4aBaTb HE TOJNbKO AN AOKYMEHTa, HO U Ons CTPaHU4YHbIX WabdnoHoB. MOXHO
Takke KOnMpoBaTb MOAYJ/IbHbIE CETKM U3 FOTOBbLIX CTPAHWL, M COXPaHATb X B daine
ONs Noclienyouero 1crnosib30BaHus.

4.2. OkHo nporpammbl PageMaker

Ha puc. 4.1 Bbl BuanTe, Kak Bbirnaant okHo PageMaker sepcumn 5.0, korga B
HEM co3aaH XOTs Obl OOVH OOKYMEHT.

CTpOKa MEHI0

= . . Aldus PageMaker 5.0
e bdit Utilities "Layout  lype  flemest Window  Help |
FOPU3OHTaNbHag | ~ 77T TT T X n A
nMHenKa UMS [OKyMeHTa , | SRR IEEE - |
——cTpaHuua ! :
P ' naHens
— rpaHuLa UHCTPYMEHTOB
t—8epTUKANbHAR nonen
nuHenxa ! |
1 : 1
; ! BepTUKanoHan
: ' nuHenka
| ! NPOKPYTKM
I I
i | |
' )
i i
. i ‘L
,‘ ! ropusoHTansHas
! | nuHenka
MOHTaXHOe none i bl - NPOKPYTKM
| i | o]
(M- 1y il T[]

IMKTOrpaMma cTpaHulbl
NUKTOrpamMMma cTpaHuubl-wabnoHa

Puc 4.1. OkHo nporpammbl PageMaker
3AIr0JIOBOK OKHA. 310 BepxHSs CTPOKa OKHa peaakTopa ¢ UMEHeM MporpamMmel.

CTPOKA MEHHO. Huxe 3aronoeka okHa HaxoguTcs CTpoka MeHio. OHa coaepxuT
VIMEHA OCHOBHbIX MEHIO MPOorpammbl. LLLenKHYB KHOMKOM MbILWM HA OOHOM U3 HUX U
BeAs ykasaTesnb BAOJNb CTPOKW, Bbl YBUAMTE, KaK M3 STUX 3aron0BKOB BbiNagalT
BHW3 COOTBETCTBYIOLLME MEHIO. HYTOObI BbINOMAHUTL Kakylo-NnMbo KOMaHA4y MEHIO,
HEOOXOAUMO LUENKHYTb Ha HEW.

[na BbINONHEHNS KOMaHA MEHI0 MOXHO TakXe MCMonb30BaTb knasuaTypy. B
KaXX[I0M MMEHU MEHI0 noayepkHyTa ogHa Oykea. Ecnmn HaxaTb knaBuwm Alt-6yksa,
BbINaZIET COOTBETCTBYIOLLEE MEHIO. TOYHO Tak e MOXHO BbINOJIHUTL 0Oy KOMaHay
M3 3TOr0 MEHI0 N Aanee 13 NoAMEHIO.
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Huxe nepeumcneH kpyr 3agad, KOTOPble MOXHO BbIMOJHUTbL C MOMOLLBIO
Pa3NnNYHbIX MEHIO:

File (daiin) - PaboTta ¢ danamu, yctaHOBKa nevaTtu, nevatb, UHOVBUAYANbHAS
HacTponkKa nporpamMmmel.

Edit (pepakTupoBaHue) - KonnpoBaHue 1 BcTaBka 00bekToB, OTMEHa 1 BO3BpaT
0EeNncTBUi, BblaeNeHne O0ObEKTOB.

Layout (makeT) - PaboTa co cTpaHuuamu, nepemMeLLeHme no JoKyMeHTy, paboTa
C HanpasnsoLWUMN.

Type (TekcT) - YnpaBfiieHMe CUMBOJIbHbIMU M ab3auHbiMu atpubytamu. C
MOMOLLBIO ONUWA OAHHOMO MEHIO Bbl MOXETe 3ajaBaTb pasMep M BblpaBHMBAHME
Ballero Ttekcra. B gaHHOM MEHI0 COAEPXUTCS MOYTU BCE, OTHOCHALLEECH K TEKCTy,
BKJIlOYAsi rapHUTYPY, pa3mepsbl, BbipaBHMBaAHME, HadyepTaHue WpudToB, Tabynsaumio
n absaubl. Mo-BManMoMy, faHHOe MeHi OyaeT MCNONb30BaTbCH 4valle, YeMm
OCTasbHbIE;

Element (anemeHT) - PaboTta ¢ obbektamn. B gaHHOM MeHlo cogepxaTcs
onuuKn, OTHOcALLMeCs K paboTe ¢ rpaduyeckMmu sneMeHTamMu.

Utilities (ytunutel) - MNonck 1 3ameHa, nposepka opdorpadun, cozgaHue
OrnaBfeHUSa N NPegMEeTHOro ykasaTensl, CMMCOK AOMOJIHUTENbHbIX MPUIOXEHWUN,
HacTpoWKa LBETOB.

View (npocmoTp) - Pexumbl nokasa AOKYMeEHTa, nokas n 3akpenjeHune
HanpaBnsLWMX, Noka3 NIMHEEK, NPUBSA3Ka OOBLEKTOB K JIMHENKAM U HaNpPaBSOLNM.

Window (okHO) - PaboTa ¢ okHamu, nokas naamTp.

Help (nomous) - OnepatMBHas NoMOLLb.

B cepenvHe okHa pasmellaeTcs Tekyllas CTpaHuua uam pasBopoT CTPaHuL,.
(Pa3BopoT cTpaHuL, A5 ABYCTOPOHHEN Nybnmnkaumm coOCTOUT U3 ABYX, O4Ha K OPYrou,
cTpanuy). MMyHKTUPHBIMU AVHUSMU BHYTPU CTPAHWULLbI OTMEYEHbl FpaHuupbl NONen,
OTAENSAILLME COAEPXMMOE CTPaHMLbI OT nonei. HecMoTps Ha TO 4YTO B nporpamMme
PageMaker paspeluaetcs nedatatb Ha MONgx, TEKCT WU PUCYHKMU, Kak MNpasuso,
OynyT pasmMeLlaTbCs BHYTPWU NMPSMOYrofibHUKa, 06pasyeMoro rpaHviuamMu nonem.

[Monsa BMecTe C pasdmepamMu N opueHTaumen CTpaHuubl (BepTUKaNbHO WUan
rOpU30HTasIbHO) ONPEAENSAIOTCS NPy co3aaHum nyonmkauum. OaHako No3aHee MOoXHO
MEHATb MakeT CTpaHWULbl, UCMONb3ya koMaHay Page Setup meHio File.

Okpyxatoliasa cTpaHuuy nyctas o6sacTb Ha3blBAETCS MOHTaXHbIM MOJIEM
WIN MOHTaXHbIM CTOJIOM. MOHTaXHbIN CTON ABNSETCA MECTOM BPEMEHHOro
XpaHeHus!, Kyga MOXHO rnoMelatb 00beKTbl OO MEPEMELLEHUS UX Ha CTpaHuuly. B
0EeNCTBUTENIbHOCTM MOHTaXHbI cTon 6onblle okHa nporpaMmmbl PageMaker.
Mcnonb3ysa NMHENKN NPOKPYTKM, MOXHO MOCMOTPETb HAa HEBUAUMBbIE 4YaCTU
MOHTaXHOro ctona.

MAHENN U NMAJTNTPBI. Mpaktuyeckun Bcs paboTa ¢ rpaduryecknmm obbekTamm
M TEKCTOM MPOU3BOAUTCS C MOMOLLbIO NannTp, KOTopble 00beavHEHbl B MaHesNu.
YT100blI OTKPbLITb HYXXHYIO MannTpy, CNenyeT WenkHYTb Mo Spfblky C €e Ha3BaHMEM.

Hy>XHble nanuTpbl NOSBASIIOTCA HA 3KPaHe aBTOMAaTMYECKM, KOraa rnosb30BaTesb
HauyMHaeT Kakyl-n1mbo HOByK onepaumio. B panbHerwem nanvtpa OoCTaeTcs Ha
aKkpaHe. ManuTpy MOXHO 3akpbiTb, LLESIKHYB Ha ee KHOMKe. Ecnn HyXHOoM nanutpbl
HET Ha 3KpaHe, MOXHO BbI3BaTb ee C nomoLpto meHto Window nnu Type.

OCHOBHbIE NANTNTPBI. Ynpasnsiowas nanmtpa - 3apaeT atpubyTbl CUMBOOB
mnn atpmbyTel ab3aua. MNMpu pabote ¢ rpadukoin ynpasngiowas nanirtpa noMmoraeT
C 60JIbLLOIN TOYHOCTbLIO Pa3MeCTUTb 0OBLEKT HA CTPaHULE, USMEHUTb €ro pasmepsbl U
TpaHCHOPMMPOBATbL: MOBEPHYTb, NEPEKOCUTD.

lManutpa cTuneri - C NOMOLLbLIO 3TOM NanUTPbl MOXHO NMpUcCBaMBaTb ab3auam
CTU/IN, @ Takxe Cco3[aBaTb HOBblEe CTUIV U PEefakTMpoBaTb CYLLECTBYIOLME.
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LiBeToBas nanuTpa - UCMONb3yeTcs AN TOro, 4ToObl MPUCBOUTbL HYXHbIN LIBET
BblAE€/1eHHOMY TEKCTOBOMY UNN rpaduryeckomy 06bekTy. Mpu okpacke rpaduryeckoro
006beKTa MOXHO MPUCBOUTb AAHHbIA LUBET TOMBbKO 3a/IMBKE, TOMbKO KOHTYPY WU 1
TOMY, U OPYyromy.

lManutpa cTpaHn4HbIX WabIoOHOB - C ee NMOMOLLbIO MOXHO CO34aBaTb 1 NpUCBa-
MBaTb LWABMOHbI CTPAHMLAM OOKYMEHTA, TEM CaMblM OMPEAEnas UX BHELUHWA BUA.

MAHEJIb NHCTPYMEHTOB. C nomMoubtd0 MHCTPYMEHTOB MOXHO BBOAUTbL U
penakTMpoBaTtbh TEKCT, PUCOBaTb U PeaakTMpoBaTh rpaduyeckme o6bLeKTbI, paccmar-
puBaTb MX NMPU pa3HOM YBENMYEHUM U NepemellaTb B okHe (Tabn. 4.1). YTobsbl
BblOpaTb MHCTPYMEHT, LWENIKHUTE Ha HEM.

Tabnuua 4.1
MHCTPYMEHTBI MaHen MHCTPYMEHTOB
ITuktorpamma HasBanue DOyHKUUSA Knap -
COKpAIICHHS
Kypcop Br160p 00BEKTOB Ha cTpa- F9
HUIIE MJIN MOHTaXXHOU JIOCKe
| BbluepuyrBaHue TUHWI B
JIunus

~ T1000M HaIMpaBIeHUU

I~ Mueiica BrruepunBaHue TMHUH 1101 Shift + F3
yriom 45 rpagycoB

A Texer BBon, penakTupoBanue u Shift + F4
BBIOOD TEKCTa

o Bpamene Bpamenune TexcTa unu rpa- Shift + F5

| buku

BeruepumnBanue mnp siMmo- .

O [TpsSIMOyTOIBHUK P P Shift + F6
YTOJIBHUKOB M KBAJPATOB

O OBa BLItvlequBaHHe OKPYKHO- Shift + F7
CTEH | AIIIIMIICOB

ﬁ Jlactuk [MoapaBuuBanue rpaguKu Shift + F8
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[MaHenb NHCTPYMEHTOB, KakK 1 Apyrne naHenm v naantpbl, MOXHO NepensuHyTb
B noboe ynobHoe mMecTo. [1na 3Toro LeNKHUTE Ha ee TUTYJIbHOW CTPOKE U TalumTe
€e B HYXHOM HanpasfieHUn. 3aTemM OTMyCcTUTe KHOMKy. YOpaTb U BbIBECTU 3TY
naHenb 06paTHO Ha 3KpaH MOXHO C nomoLlklo komaHabl Window - Hide/Show Tools.

KOOPOMHATHBIE JIMHENKW. KoopamHaTHblEe AMHENKN HAXOOATCH Ham, OKHOM
1 cneea OT Hero. MokadaTb 1 CrnpsaTaTb X MOXHO C MOMOLLbIO KOMaH4, MeHio Show/
Hide Rulers B meHto View. Korga Bbl nepemMellaete ykasateslb MbllUy N0 CTPaHULE,
Bbl BUOUTE, KaK ero TeHb CKOJIb3UT Mo 00enmM nuHenkam, No3BOSiss BaM TOYHO
3HaTb €ro MecToHaxoXaeHue.

4.3. Co3paHue nybonukaumm B nporpamme PageMaker

Mpouecc co3paHua nybnukaumn B nporpamme PageMaker coctouT m3
cnenyoLmx Laros:
CospaHue darna.
BkntoyeHne TekcTa n rpaduku.
®dopmaTtmpoBaHue.
- CoxpaHeHue 1 neyaTb nybavkauunu.

4.3.1. Co3paHue HOBOro AOKyMEHTa

Mpun cospaHun nybnukaunum cnepyeTt yaeNuTb CEPbE3HOE BHMMaHuE
napameTpamM cTpaHuupl. o TOro, kak Bbl BHECETE Ha CTPaHULY Kakoh-mbo TekCT
unu rpaduxy, Heo6xoaMMO peLnTb CReaylolme BaXHble BOMPOChHI:

- BbIbpaTb pasmep Gymarn BbIXOLHOMO OOKYMEHTA,

- YCTAHOBUTb FpaHuLbl,

- ONpPeaenvTe OpPUEHTaLMIO CTPaHNULbI — BEPTUKASIBHYIO UM FTOPU3OHTASIBHYIO,

- onpenenntb, OyAeT OKOHYaTENbHbIA [OKYMEHT OOHO- WU OBYCTOPOHHUM,
a Takxke CKONbKO cTonbuoB OyaeT B Baller nybnvkaumu.

PaccmoTpum npouecc cos3paHvs mMakeTa CTpaHuubl nogpobHee.

YT106bI HaYaTb HOBbLIA AOKYMEHT, CNleayeT BbINONHUTL KOMaHay New 13 MeHio
File. Ha akpaHe nosiBuTCs omanoroBoe okHo Document Setup (puc. 4.2), 4ToObI
3a4aTb OCHOBHble MapameTpbl AoKymeHTa. Ecnv cpasy wenkHyTb Ha kHonke “OK?”,
PageMaker co3pacTt HOBbI AOKYMEHT, cO00pasyscb C napamMeTpamu, 3aAaHHbIMU
no ymonyaHuio. Ecnu xe co3paBaemblii LOKYMEHT B YEM-TO OT/MYaeTcs OT
CTaHOApPTHOro, cleayeT U3MEHUTb COOTBETCTBYIOLLME MAapaMeTpbl.

MAPAMETPbI CTPAHWLbI. B ceutke Page Size (Paamep) Bbl MOXeTe BblOpaTb
oauH n3 popmatoB nucta bymarn. B BalemM pacnopsiXeHnr HECKONIbKO CTaHAAPTHbIX
dopmaToB, HEKOTOPbLIE M3 HUX PaCcCYMUTaHbl HA 9KPaHHbIA MPOCMOTP AOKYMEHTA.

YT106bl 330aTbh HECTAHOAPTHLIN GOopMaT, BBEAUTE HYXHble pasMepbl B Mosns
Dimensions (Pasmepsbl). Npn aTtom B none Page Size nossutca cnoBo Custom
(8akazHon). Mo ymonyaHuio paamepsl 3agatoTcs B Atorimax (inches), HO Bbl MOXeTe
CMEHUTb €AVHULbI N3MEPEHUS HA MUIMMETPBI.

B none Orientation (OpuneHTaumsi) Bbibepute OpueHTaumio CTpPaHULbl: KHUXHYO
(Tall) nnn ans6omHyto (Wide).

Ecnn Bbl cobupaeTech neyataTtb Ha OBYX CTOPOHax JINCTA, BKAYUTE (hraxok
Double-Sided, npu aTomM pagoM O0KHA MOSBUTLCS rasnoyka.

Y100bl BMAOETb HA MOHTAXHOM CTOJIe PA3BOPOT M3 ABYX CTpaHUL, HaZo
BKIOUYNTL pnaxok Facing pages (PassoporT).

HYMEPAUNA CTPAHWLL. Ecnn Bam 3apaHee M3BECTHO KOJIMYECTBO CTPaHML,
B OOKyMeHTe, BBeauTe ero B none Number of pages. Ecnm HeT, He CTpallHO - Bbl
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PacCKpbIBAOWARCA CNUCKOBAR NaHENb

Fage: : I
Page dimensions: X D inches ——— KHOMKKN

Grientation. @ Tall O Wide L
Start page #: D Number of pages: D KHONKW onuun

Options: [X Double-sided [X Eac’m/g"b;‘g;:‘ | NPOBEPOYHbIE
[0 Restart page numbering [ KHOMKK
Margin in inches:
Inside |1 Outside {0,75 L
TEKCTOBbIE
Top [0.75 Bottom [0.75 | nanen
Compose to printer: W Laserdet itl on LPT1: E
Tatget printes resolution: lg dpi
Puc. 4.2

Bcerga cmoxeTte A00aBUTb HOBble CTPaHWULbl MW yOannTb UX. A ecnu TekcT
MMMNOPTUPYETCS U3 Kakoro-HMbyab TEKCTOBOro npoueccopa, To Pagemaker cam
nobaensieT cTpaHuLbl Mo Mepe HagoOHOCTU.

B none Start Page cnenyet BBeCTM HOMep, KOTOpPbIA OyAeT MpOCTaBieH Ha
NepBOW CTpaHuLe AOKYMeHTa. s CMEHbl CTUAS HymMepauuy CTPaHWUL, LLENKHUTE
Ha kHonke Numbers (Homepa) n BbibepuTe HYXHbIA CTUNb, WENKHYB Ha
COOTBETCTBYIOLLEM NepekoyaTene. B Ballem pacnopsxxeHun apabckue u pumckmne
uMdpbl, NPOMUCHbLIE U CTPOYHLIE.

MAPAMETPbI NMEYATU. B cButke Target output resolution BbiGepute
paspelleHne AN OKOHYaTEeNbHOro BbIBOAA OpUrMHan-makeTa Ha nedatb. OHO
M3MEPSIETCS B TOYKAX Ha [IOWNM.

B ceButke Compose to printer Bbibepute Tun npuHTEpPa, Ha KOTOpom OyaeT
NPON3BOANTLCS OKOHYaTeNbHas nedvathb.

MONA. 3apaiTte 3HavyeHusa nonen: Top (BepxHee), Bottom (HuxHee). Left
(nesoe) n Right (npasoe).

Tenepb Ball 3KpaH OyoeT BbIMGAETh Tak Xe, Kak Ha pucyHke 4.1.

PageMaker oTKpbljl OKHO HOBOIO JOKYMEHTA U Pa3MECTMI1 HA MOHTaXXHOM CToNe
OJHY MyCTYyl0 CTpaHuuy. Tenepb MOXHO BBOOUTb Ha HEW TEKCT UM MMMOPTUPOBATb
ero 13 Kakoro-Hmbyap TEeKCTOBOrO npoueccopa, Hanpumep, Microsoft Word.

4.3.2. PaboTta c TeKCTOM

MMeeTca HecKoNbkO CNOCOOOB BK/IOYEHUS TEKCTA B LOKYMEHT MporpamMmbl
PageMaker:
-HabpaTb €ro nNpsMo Ha CTpaHULE WIN MOHTaXHOM CTOJie NporpamMmbl
PageMaker;
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- HabpaTb ero B pefakrope MaTtepuarnos;

- co34aTb TEKCTOBbIN daiin B 1lo6OM TEeKCTOBOM MPOLLECCope UM TEKCTOBOM
pefakTope U MMNoOpPTUPOBaTbL ero B nporpammy PageMaker;

- HabpaTb TEKCT C NMOMOLLbIO 00O APYro NporpaMmbl, CKONMPOBaTb €ro B
6ydpep Clipboard cuctembl Windows 1 3aTem nepecnatb TEKCT U3
nporpammbl Clipboard B nporpammy PageMaker.

Bbi6upaemsiii cnocod 3aBUCUT OT CUTyauuu, 1 B OONbLUMHCTBE CllydaeB BblGoOp
oyneTt oyeBupeH. Ecnn Bam Heob6xoAMMO €CO34aTb BCEro JMb HECKOJbKO
3aroJlIoBKOB, NMpoOCTO HabepuTe TEKCT Ha CTPaHWULLEe WUIN MOHTaXHOM CTofe
nporpammbl PageMaker. 1ns Habopa HEMHOro GOMbLLIEro YMcna CTPOK UCMOoNb3yinTe
nmbo penakTop maTtepuanoB, NnMbo NbOM TEKCTOBBLIA npoueccop. PepakTtop
MaTtepuanoB ynobeH TeM, YTO OH AOCTyneH u3 nporpammbl PageMaker. OgHako
TEKCTOBbIA NMpoueccop npepoctaBnsdeTr 6osee WNPOKME BO3MOXHOCTU AN
penakTupoBaHus. MNpu co3gaHnm [OoCTaTo4HO BGonbluMX pparMeHToB TekcTa bonee
yoo6HO mMcnofb3oBaTh TEKCTOBLIM Mpoueccop. Ecnn Bbl yxxe co3pany OOKYMEHT C
MOMOLLBIO HEKOTOPOro TEKCTOBOro MpoLieccopa, cneayet MMMNOpTUPOBATb OAHHbIN
daiin B nporpammy PageMaker. Hanbonee 6bicTpbiM cnocob6oM nepeHoca B
nporpammy PageMaker 4actm gokymeHTa, CO34aHHOM0 C MOMOLLBID HEKOTOPOro
TEKCTOBOro npoueccopa, 9BNSeTCd MexaHu3M Bbipe3kum U BCTABKU C
ncnonb3oBaHnem pepaktopa Bblipe3ok Clipboard.

Hes3aBuCcKMO OT TOro, oTKyaa MOCTYMWU TEKCT, €CNIM OH BKIIKOYEH B JOKYMEHT,
Bbl MOXeTe pefakTMpoBaTb €ro NPsSMo Ha CTPaHULE MW B pefakTope MaTtepuanos.

BBO/, TEKCTA HA CTPAHULLYY PAGEMAKER. [1ns BBOAa TeEKCTa HENOCPEOCT-
BEHHO Ha CTpaHuuy (Pexmm BEPCTKU) MCNONb3YEeTCA MHCTPYMEHT “TekcT”. Ero
MOXHO BblOpaTb B NannTpe WHCTPYMEHTOB.

B pexume BepCTKM TEKCT BCerga COAEPXUTCSH BHYTPU TEKCTOBOro OObEKTa:
6noka wnn pamMku. TeKCTOBbIN BGNIOK CO30aeTCss aBTOMATUYECKU B TOM MecTe, rae
Bbl LENKHETE ykasaTenem. Ero BbicOTa paBHa OOHOWM CTPOKE, a LWMpUHa paBHa
LUMPUHE KOMOHKK, B Npenenax KoTOpOoM Bbl LWeNkHynu. Mo mMepe BBoOAA BHYTPWU
TEKCTOBOro 6/10ka TeKCT cam NepeBOAUTCH CO CTPOKM Ha CTPOKY, a HUXHSASA rpaHunLa
6noka otoguraeTcs BHU3. Mpu BBOAE TEKCTA B peXMMe BEPCTKM OH OOHOBPEMEHHO
dopmaTmpyeTcs, TO eCTb A9 HEro 3a4alTcsa CUMBOJIbHbIE U ab3alHble aTpubyThI.

NMMOPTUPOBAHWE TEKCTA. [Ons BHeceHWs TekcTa U3 BHelHero daina
cnepnyet ucnonb3osaTb onumio Place (nomectutb) U3 meHio File. Ha camom pgene
hDaHHasa KoMaHpa COCTOUT M3 ABYX 4yacTeill. Bo-nepBbix, Bbl BbiOMpaeTe
MMAopTUpyembln ¢ann. Bo-BTOpPbIX, Bbl NOMELLAEeTe TEKCT Ha CTpaHuLuy, ykasas
MecCTo Hayana Tekcta. B nporpamme PageMaker npegnaraetcst HECKOJIbko CNoco60B
“nepeTtekaHna” TekcTa (aBTOMatn4eckoe, Py4yHoe 1 MosyaBTOMAaTUHECKOE).

4.3.3. Pa6boTta c rpacdukoi

pacduyeckme anemeHTbl BXOOAT B NoOyo nybnnkaumio. VIx MOXHO BktoYaTb
B nybnukauuio cnegylowmmmn crnocobamu:

- npocTenme reomeTpuyeckme GuUrypbl, Takme, Kak npaMoyrofibHUKN,
OKPY>XHOCTU U JINHUW, MOXHO PUCOBaTb BHYTPM nporpammbl PageMaker;

- GOH N NUHENKN MOXHO 000aBUTb B TEKCT C MOMOLLbIO PA3/IMYHbIX KOMAHL,
dopmaTmpoBaHus nporpammbel PageMaker;

- bonee CnoxHyo rpaduky MOXHO CO34aBaTb C MOMOLLBIO APYIMX MPOrpaMm
pucoBaHnA 1 3aTeM UMMOPTUPOBaTb B nporpammy PageMaker;

- MHOrMe BUAbl rpadmnyecknx 31eMeHTOB MOXHO NepPeHOCUTb Yepes penakTop
Clipboard B nporpammy PageMaker.
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O600waga ckaszaHHOE, TEKCT M rpaduky MOXHO CO34aBaTb Kak BHYTPWU
nporpammbl PageMaker, Tak u BHE ee, a 3aTeEM MMMOPTUPOBATL CO34aHHOE B
nporpammy PageMaker.

NMMOPTUPOBAHWVE MTPA®UNYECKOIO PANIA. Ons Toro 4tobbl MMMNOPTUPO-
BaTb rpaduydeckunn dann, cnenyeTr MCNOAb30BATb Te Xe KOMaHAbl, 4TO U npu
MMMOPTUPOBaHNM TEKCTOBOrO danna: onumio Place n3 meHnio File. Tak xe, Kak 1 npu
MMMOPTMPOBAHNM TEKCTOBOro ¢darna, HeobxoanmMo ykasaTb Kak MMSA UMMOPTU-
pyemoro dainna, Tak 1 ero MecTto PacroJIOXKEHUS.

PaccMoTpyvM OCHOBHbIE LWarn rno MMNOPTUPOBaAHUIO rpaduydeckoro danna.
[0 pa3meLLeHns pucyHka B Hy>KHOM NO3MUMKU cneayeT NOMEeCTUTb Er0 HA MOHTaXHOM
none. nsa atoro cnenyet B MeHto File BbiOpaTh onumio Place, B nosiBUBLUEMCS
crnucke BbIOpaTb HYXHbI dan 1 3aTemM yka3aTb C MOMOLLbIO MbIN MECTO
pasMeLLEHNS PUCYHKA HA MOHTaXHOM noJe.

Ha MoHTaxHOM rosie B peasibHOM MacluTtabe nosBUTCS PUCYHOK, KaK NoKa3aHo
Ha puc. 4.3.
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Puc 4.3. PucyHok KocMu4eckoro kopaons
BPEMEHHO pa3MelleH Ha MOHTaXHOM none

CnepylowuymM BalLMM LLIArOM GBASFETCHA MNEPEMELLEHNE PUCYHKA HA CTPaHULY U
ykazaHue nporpamme PageMaker BbINONHUTL 0O6TekaHWe TekcTa BOKPYr PUCYHKA.
Ona aToro HeoOGXO0AMMO MOMECTUTb yKa3aTeslb MbIUM BHYTPU PUCYHKA U
NepeMecTUTb PUCYHOK Ha Tpebyemyl Mo3uuuvio BHYTPU cTpaHuubl. Korga Bbl
OTMYCTUTE KHOMKY MbIWN, Bbl YBUAMTE, YTO TEKCT NepeTek Huxe pucyHka. Ecnn B
MeHio Element BbiGpate dyHkumio Text Wrap — o6TekaHne TEKCTOM BOKPYI PUCYHKA,
TO TEKCT PacnofioXMUTCH BOKPYr PUCYHKA.
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Puc. 4.4. PUCyHOK KOCMM4YECKOro kopabns pasmelleH Ha cTpaHuue.

MEPEMELLEHUVE TPAD®UKU N NBMEHEHUWE EE PA3MEPA. ina Toro 4tobbl
nepensuHyTb PUCYHOK, BCEro Nullb NMPOTAHUTE ero Ha HOBOE MEeCTO, UCMOJb3ys
VHCTPYMEHT “ykasaTtenb”.

Y106bl M3BMEHUTL Pa3MepP PUCYHKA, BbIBEPUTE C MOMOLLbIO MHCTPYMEHTA
“ykazartesnb” 00bEKT 1 3aTEM MPOTAHUTE OAVH U3 BOCbMW BbIAENIEHHbIX YNPABASIOLLMX
3HAYKOB, OKPYXalLMX 3TOT 00beKkT. [pu M3MEHEHUM pa3mepa UMMNOPTUPYEMbIX
N3006paxeHNn MOXET MOHaZ0bUTLCS, 4TOObl PUCYHOK COXPaHWSI CBOW UCXOLHbIE
nponopuuu, B 3TOM crydae HaxmuTe knasuwy Shift n He oTnyckariTe ee, noka He
NPOTSAHUTE YNPaBASIOWMNIA 3HAYOK.

4.3.4. dopmaTupoBaHMe TeKcCTa

B nporpamme PageMaker nmeetcs aBa Habopa komaHg (popmaTupoBaHuS:
OOWH AN CMMBOMOB, APYroi - ans a6saues. K ¢dopmaty CMMBONOB OTHOCUTCS
rapHuTypa, Kerfib U HavyepTaHue wpudTa BoiIBpaHHOro tekcta. B onuuu
dopmaTtmpoBaHMsa ab3ala BKIIOYEHbI BblpaBHUBaHWE, OTCTYMbl, OTOMBKA 1 NEPEHOC.

COXPAHEHUWE PABOTBI. B meHto File nporpammbl PageMaker npegnaratoTrcs
onumn Save (CoxpaHuTb) 1 Save As (CoxpaHuUTb Kak).

BnepBble coxpaHasa dain, Bbl MOXeTe BbiOpaTb N0y M3 9TUX OMNLUMUIA.
CHavana Heobxoanmo BBecTu UMs daiina, a 3ateM 6yaeT NPor3BeeHO COXpPaHEHNE
danna Ha guCK.

Ecnu Bbl npoponxaete paboTatb C AOKYMEHTOM U NPOBOAUTE U3MEHEHUS, TO
BaM C/ieayeT NMOBTOPHO COXPaHATb AokyMeHT. C nomouibio onuum Save dain
COXpaHsIeTCs C 3a4aHHbIM paHee MMeHeM. Vcnonb3ysa onuuio Save As, Bbl MOXETE
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npuceonTb dainy HoBoe nms. Takmm 00pas3omM, eCNn Bbl XOTUTE PA3MECTUTb HOBYIO
BEpPCUIO Ha MecTe npeabiaylen, Boibepute onumio Save. Ecnv Bbl XOTUTE OCTaBUTb
MCXOAHbIN dalin, a ana HOBOW BepcUM co3aaTb HOBbIN dalin — Bbibepute Save As.

4.3.5. MNeuaTtb TEkcTa

BbIEOP MEYATAIOLLIEFO YCTPOWCTBA. B nporpamme PageMaker ueneco-
ob6pa3Ho BbIOMpaTb nevartarllee yCTPOMCTBO B Havane paboTbl Haa nybnvkauuen.
Taknm 06pa3omM, BaM NPUXOAMTCS BbIOMPaTh NevaTatoLee yCTPOMNCTBO NPU BbIMoJSHE-
HUN KOMaHAbI New 13 meHto File, KpOMe TOro Bbl MOXeTe N3SBMEHUTb TUM rnevyartaroLiero
YCTPOMCTBA C MOMOLLBIO NocnenoBaTenbHOCTN komaHg File — Page Setup.

BbIBEOP OCHOBHbIX MAPAMETPOB MNPW MEYATU TEKCTA. MMapameTpsbl
nedvaTtn BbiGuMpatoTca Ha amanorosoi naHenm Print Document, nosiBnstoLwencs nocne
Habopa komaHpg File — Print. C nomMoulblo KHOMOK AAHHOW MaHeNnn MOXHO 3a4aTb
cnenywowe napamMeTpbl:

- MeyaTtatb nybnukaumio B 06paTHOM HanpaBfiEHUN W BbIMOJIHATL NevyaTb C
noabopKoM KOMUA.

- BoiGpaTb ana nedaTtn 06O psa CTpaHuu, BKIOYas OTOeSbHbIe CTPaHULbI.

- O6begVHUTL B OOHOM MPOEKTE HECKOJIbKO MyOnuvKaumii.

- YCTAHOBUTb OPUEHTALMIO CTPAHWLLbI.

- N3ameHnTb napameTpbl nevartaroLwero yCcTponcTaa.

- Onpepenntb pasmep Oymaru n BbiOpaTb UCTOYHUK Oymaru (crnocob nogayun
oymarm).

- IameHnTb opueHTaumio nybnukaumu.

- 3agaTb noboi MacliTab OOKYMEHTOB U Apyrue.

[Mpn HaxaTun KHONKWM MbIWK Ha napameTpe Print nporpamma PageMaker
nepenaeTr AOKyMeHT ang nedatn cucteme Windows.
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3AOAHUS 019 CAMOCTOSATEJ/IbHON PABOThI

1. CoctaBbTe JIorn4eckyto cxemy 6asbl 3HaHWi o Teme Kypca.
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TPEHWUHI YMEHUN

1. Mpumep BbLINOSIHEHUS YMNPaXHEHUSs TPEeHuHra Ha ymeHue 1

CoxpaHuTe BHOBb CO34aHHbI OOKYyMeHT B nanke «Mydoc»,
Ha gucke C:. daiin coxpaHute B TekcToBOM dopmate. Mima nokymeHTa Bbibepute

camMmu.

MpenBapuTenbHO 3anofiHMTE Tabnuuy, nogobpaB KaXxAoMy anroputmMy

3apaHue

PeweHune

KOHKPETHOE COOTBETCTBME YKA3aHHOW CUTyaLMU.

Neo

AJIropuTMBI
/i P

KOHKpCTHOC COOTBETCTBHE TaHHOU
CUTYAallU MPCATIOXKCHHOMY AJITOPUTMY

1 Bo16GeprTe KOMaHIy 15
coxpaHeHus (aiina

BriepBrie coxpansst daiin, BeiOepeM KOMaH-
ay ®Paiin[CoxpaHuTh.

) YKaxute myTh K paidny —
JIUCK U IManKy (Katajaor)

JIBOMHBIM IIETUKOM MBIIIM PACKPbhIBAEM
nuck C:.

B packpeiBiIeMCsl CIUCKe KaTanoros (ma-
nok) BblOupaem katamor «Mydocy», nBOW-
HBIM IIETYKOM MBIIIHN PACKPBIBAEM €r0.

3 | BBemute ums daitna

B none Mwms ¢aiina BBoguMm Ha3BaHue Qaii-
1a — TEMPI1

4 VKaxuTe TUI (paciiupe-
Hue) daiina

Tax xak ¢aiin He0OXOIUMO COXPAHUTH B
TEKCTOBOM (opMaTe, B CIIUCKE BO3MOXKHBIX
tunoB Qaitna peroupaem — TXT.

5 Haxwmure kaonky «Co-
xpaHuTh» Ui «OK»

Haxumaem kHOTIKY « COXpaHUTHY.

Pelunte camocTosiTe/IbHO craenyrLme 3a[aHus:

3apnaHne 1

Cospanite konuto pegaktupyemoro danna TEMP2 Ha amnckeTe B dopmaTte RTF.

CoBpeMeHHbIVi MymaHuTapHbIii YHuBepcutet
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3anaHue 2
CoxpaHnTe Ha XecTKoM AMCKe Co3OaHHbIn B pepaktope Word dann. MecTto

pacnonoxeHus 1 ums ¢arina Bbibepute camu. [pu coxpaHeHun Tun daiina He
MeHseTCs.

2. Mpumep BbLINOJIHEHUS YNPaXHEHUSI TPEHUHra Ha ymMmeHue 2
3apaHue

OTkponTe ona penakTupoBaHusa OOkymeHT TEMP1, Haxoggwmiica Ha gucke
C: B nanke “Mydoc”. dain 3anvcaH B TEKCTOBOM ¢opmare.

PeweHue

MpepBapuTenbHo 3anonHuTe Tabnuuyy, nogobpas KaxaomMy anropuTmy
KOHKPETHOE COOTBETCTBME YyKa3aHHOW CUTyauuu.

KoHkpeTHOE COOTBETCTBHE NaHHOM

AJTOPUTMBI
CuTyauun npenaoKeHHOMY AT OPUTMY

BriOepute komangy

o Daiin[OTKPHITH.
JUIS 9TeHUS (aiina p

JIBOWMHBIM IIETYKOM MBI packpbiBaeM jauck C:.
B packpriBImeMcs Cimcke KaTajaoroB (ITalloK) BBI-
Ooupaem kartajgor «Mydoc», OBOMHBIM IIETYKOM
MBIIIIA PACKPBIBAEM €T0.

Tax kax MOKYMEHT OBLI COXpaHEH B TEKCTOBOM

(dbopmare, B ClIMCKE BO3MOXHBIX TUIIOB (haiijia BbI-
oupaem — TXT.

VxkaxuTte myTh K
2 | dainy — 1uCcK 1
nmanky (kaTauor)

Vkaxute TUN (pac-
mupenue) Gpaina

B cniucke ¢aiinos
4 | yKaxuTe UM HyXK-
HoTrO (haina

Beibupaem B crmcke ¢aitn TEMPI u nBa pasa
IIeJKaeM Ha HEM MBIIIBIO.
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Pelwmnte caMocTosaTesibHO creagywuine 3agaHus.
3ananne 1

OTtkpoiTte pna pepaktupoBaHus dann TEMP2, 3anucaHHbIi Ha guckeTe B
dopmate RTF.

3anaHve 2

OTkpointe pnga pepaktnposaHusa danmn TEMP3, naxopgawwmiica Ha aucke C: B
nanke «SIMBOL». ®aiin co3paH penaktopoM JlekcrkoH 97.

3. NMpumep BbLINOJIHEHNS YNPaXXHEHUs TPEHUHra Ha ymeHue 3
3apgaHue
MeHepxep KpynHoW ToproBot ¢puvpmbl NnoTpeboBan BHECTU U3MEHEHUS B

MakeT peksiaMHOro npocnekTa GupMbl - aapec U KOHTakTHble TenedOoHbl O0JIXKHbI
ObITb pa3MeLLeHbl He TOMbKO Ha MEPBOW, HO M Ha KaxOol CTpaHuLEe npocrekTa.
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PeweHue

MpepBapuTensHO 3anonHuTe Tabnuuy, nofobpas Kaxgomy anroputMy
KOHKPETHOE COOTBETCTBME YKa3aHHOW CUTyaumu.
Ne A KoHkpeTHOE COOTBETCTBHE TaHHOM

JITOPUTMBI

/i CUTYAIMH MPEAT0KEHHOMY aJITOPUTMY
[MoxBenem kypcop K Havajdy gparMeHTa
¢ aapecoM (GUPMBI U TeneoHAMH Ha
nepBoi crpanune. Haxmem neByto
1 | BeigenuTe HY)KHBI parMeHT | KHOMKY, U, HE OTIyCKas €e, JBIKCHHEM
MBIIIM PACHIMPSITE BBIACICHHYIO 00-
JacTh 10 KoHua (parmeHTa. Beigenus
HY)XKHYI0 00J1aCTh, OTIYCTHM KHOIIKY.

Bripe3aTs uiu cKOMUPOBATh
¢bparmeHT (ecnu HeOOXOUMO
HepeHecTH pparMeHT Ha HO-
5 | BOE MecTO, IpH 3TOM, OCTABHB Haxwmewm xnHomnky KomupoBanus Ha ma-
€r0 Ha CTapOM, WU HYKHO HEJIM MHCTPYMEHTOB.

Pa3MHOXHUTDH HParMeHT HC-
nonbayiite onepanuio CKO-
ITNUPOBATD dhparmenT)

IlepeBeneM Kypcop MBIIIKM B Hayalo
BTOPOU CTpPAHWIBI ¥ HaXMHUTE KHOIKY
3 | BcraBbre ¢parment BcTaBku Ha TaHENW HHCTPYMEHTOB.
[ToBTOpUM 3Ty omepanui0 Ha KaxIOoH
CJIEIYIOIEH CTpaHule.

PeLUl/ITe CaMOCTOsTe/IbHO criegyrluine 3agaHuvs.
3anaHne 1

PykoBogutenb OMMNIOMHOIO NpPoOeKkTa pekoMeHOoBas CTYAEeHTY NepeHecTu
BblBObI, CAeNaHHble B OCHOBHOM 4YacTu paboTbl B pasgen «3akiioyeHunes.
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3anaHve 2

B nucbme, npurnawarowem npuHaTh ydacTme B MeXAYHapPOaHOM KoHbepeHuuu,
PELUEHO CMNCOK MMEHUTbLIX FOCTE MOMECTUTbL HE B KOHLLE, KaKk 3TO OblIO caenaHo

paHee, a B Ha4Yasie TekcTa.

4. Mpumep BbINOJIHEHUS YMNPaXHEHUs TPEHUHra Ha ymeHue 4

3apaHue

3amMeHnTe B TeKCTe BCE CNOBa, MMelLWMe KOPeHb “MOTOpP” (MOTOPWUCT,
OBYXMOTOPHBIV 1 T.M.) HA CNOBO “ABuUratenb”.

PeweHue

MpenBapuTenbHO 3anofiHMTe Tabnuuy, nogobpaB KaXxAomy anroputmMy
KOHKPETHOE COOTBETCTBME YKA3aHHOW CUTyaLMM.

Neo

AJNropuTMEI
/i p

KoHKkpeTHOE COOTBETCTBHE NaHHOM
CUTYalLUH MPEI0KEHHOMY AJITOPUTMY

1 B ctpoke MeHIo BBIOEpUTE
KOMAaHAY JUIsl 3aMEeHbI

Bri6upaem koMaHAy MEHIO
ITouck[Bamena.

BBenute moncKOBBIN KOHTEKCT
(4TO BBI XOTUTE 3aMCHHUTH) B
MepBOM CTPOKE BBOJIA MTAHEITHN
«3aMEHUTDB»

BBojaum cioBo «MOTODP»

Beenute TekcT (Ha YTO BBI
3 XOTHUTE 3aMEHUTH) BO BTOPOH
CTPOKE MaHeJN «3aMEHUTHY

BBO}]I/IM CIIOBO «OIBHUI'ATCIb»

4 Onpenenute AOMOJHUTEIbHBIE
yCIIOBHU S TTOMCKA

Ha manenun 3amMeHUTH BBIOHpaeM

napaMeTphl:

- 0e3yuera peructpa OykKB

- BOCIPUHUMATH TEKCT HE KaK OT-
JIEITbHOE CIIOBO

BrinonHute 3ameny (ecnu
HEOO0XOAMMO 3aMEHUTh Cpasy BCe
5 | BXOXZEHHS MOMCKOBOTO KOHTEK-
CTa — HAXMHTE KHOTIKY «Bce
HOJPsI» MaHeIu «3aMEHUTh)

Haxumaem xHonky «Bce momgpsm»
Ha NaHeau 3aMeHUTb.
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Pewmnte caMocToaTe/IbHO cJjiegywLune 3agaHus.
3anaHxue 1

3ameHnTe B nmMcbMe Bce obpalleHns «YBakaemblii rocnoamH» Ha «Joporas
rocnoxa».

3anaHuve 2

B TekcTe 3amMeHuTb 4acTb CNOB «[NaBa», BblAENEHHbIX XUPHbIM WPUGTOM Ha
cnoso «[Maparpad».

5. MNMpumep BbLINOJIHEHUS YNPaXHEHUSI TPEHUHra Ha ymMeHue 5
3apaHue
CospainTe makeT cTpaHuubl popmata A4 Ansa OOAHOCTOPOHHEN nybnukaumu.
OpueHTaumsa KHXKHas. YCTaHOBUTE NIEBOE M NPABOE MNOJe PaBHbIMU OAHOMY Oi0NMY,
a BepxHee n HmxHee - no 0.75 arorma.

PeweHue

MpepnBapuTenbHo 3anonHuMTe Tabnuuy, nogobpas KaXxaomMy anropuTMmy
KOHKPETHOE COOTBETCTBME YKa3aHHOW CUTyaLuu.
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Ne A KonkperHoe cOOTBETCTBHUE TaHHOM
JITOPUTMBI
/i CUTYAINH MPETI0KEHHOMY aITOPUTMY
BrimonmHuTe kOMaHAy As .
1 N
CO3TAHMS HOBOH CTPAHUII Bermoasem komanmy File[New.
B crnucke Page Size (Pasmep) BbiOupaem
Bribepute pazmep 6Oymaru & ( P) P
2 dbopmart mucra 6ymaru A4,
BBIXOJTHOTO JIOKYMEHTa
VCTAHOBUTE FpaHHIbI 10- 3amaeM 3HAYCHU S TTOJICH:
3 KVMCHTA p Top (Bepxuee) — 1, Bottom (amxuee) — 1.
Y Left (meBoe) — 0.75 u Right (mpasoe) — 0.75.
B mone Orientation (OpuenTtanus) BbiOe-
OnpenennTe OpUEHTAINIO
4 peM OPHEHTAINIO CTPAHHUIIBI — KHIDKHAS
CTPaHUIBI (Tall)
. . Boixiarouaem ommmioo Double-Sided, na-
3amaiiTe, OyIeT BHIX OJHOM N
KaB KHOIIKY MBbIIIM Ha JaHHOW OIIINH,
5 | IOKYMEHT OJJHO- WJIM JIBY-
NpU  3TOM CTOSIIAs PSJOM Trajouka
CTOPOHHHUM
JIOJDKHA UCYE3HYTh.

ny6m/||<au,|/|V|. OpI/IeHTaLI,I/Iﬂ KHUXHada. YCTaHOBUTE JieBOe noJie PaBHbIM OOHOMY

Pelunte camocTosiTe/IbHO criefyrlume 3ahaHuvs:

3ananne 1

CospaiiTe mMakeT CTpaHuubl pa3mMepoM 7 Ha 9 AWNMOB Ans OBYCTOPOHHEN

alonmy, npaesoe nosne pasHbiM 0.75 atorima, BepxHee U HuxHee - no 0.75 pionma.

3anaHuve 2

Cospainte MakeT cTpaHuubl dopmata A3 ans ABYCTOPOHHEN nybnukaumu.
OpueHTauus anbbomMHas. YCTaHOBMTE JIEBOE MOJIE PaBHbIM OOHOMY OONMY, NpaBoe
none paBHbiM 0.75 Alonma, BepxHee n HxHee - no 0.75 agwonma.
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6. Mpumep BbINOJIHEHUS YMNpPaXHEHUs TPEeHWHra Ha ymeHue 6

3apaHue

BHecute Ha cTpaHuuy PageMaker TekCT, CO3OaHHbI B TEKCTOBOM pefakTtope

NekcukoH ona DOS. Tekct HaxoouTca B ¢darine PMPUBS1.TXT, KOTOpbIA XpaHUTCS

Ha auckeTte B katanore PM6.

MpepnBapuTenbHO 3anofiHMTe Tabnuuy, nogobpas KaXxaomMy anropuTMmy

PeweHue

KOHKPETHOE COOTBETCTBME YKA3aHHOW CUTyaLuu.

AJropuTM™MBI

KonkperHoe cooTBeTCTBHE JaHHOM
CUTYAIMH NPEJI0 KEHHOMY alITOPUTMY

BoInonHuTe KOMAHIY
File[Place

B menro File Boioupaem komanmy Place.

7 YKaxute nyTh K paiiny,
COZEpKALIEMY TEKCT

JIBOMHBIM TICITYKOM MBIIIHA pPacCKpbIBaeM
HCK A:.

B packpsIBIIEMCS CIMCKE KaTaloroB (Ima-
oK) BeIOMpaeM kartaimor «PM6» um mBoii-
HBIM IIETYKOM MBIIIU PACKPBIBAEM €TO0.

B packpsiBiIeMcs criucke
3 | daiinoB BrIOepuTE HY K-
HBII

JlBa pasza 1mienkaeM MbIIIbI0 Ha (aiie
PMPUBSI1.TXT.

4 IToMecTuTe «TEKCTOBOE
pyXbe» Ha CTpaHMUIIE

[TepemeniaeM ykazaTeiab MBIIIU, MPUHSB-
i GopMy «TEKCTOBOTO PYXbs», HA CTpa-
HUIy HIWKE BEPXHEro IO M ClpaBa OT
JIEBOTO TOJISI.

Haxxmure KHOITKY MBIIIH —
5 | TeKCT «mepeTeder» Ha
CTpaHHUIY

Haxumaem JIEBYIO KHOIIKY MBIIINA — TCKCT
NIEPETEKACT HA CTpaHUIy, HAUMHasd C MECTaA,
Ha KOTOPOC YKA3bIBACT «TCKCTOBOC PYKLEY.
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Pewunte camMocToaTesibHO cregywwne 3agaHuvis:
3apnaHne 1
TekcT cospaH B TekcTtoBoM npoueccope Word for Windows n 3anucaH B ¢ann

TRAVEL, Haxopsuwiencsa B nanke «Mown gokymeHTbl» aucka C:. Ona co3paHusa
nybnvkaumn B PageMaker Bam HeE0OXOOAMMO MMMOPTUPOBaTb 3TOT TEKCT.

3anaHve 2

Hebonbluon TekcT, HabpaHHbIN B TekcTtoBoM npoueccope Word for Windows
M COCTOSILLIMIA N3 3arofioBKa U HECKOJIbKUX MOA3aro/IOBKOB XPaHMUTCS Ha AMCKETE B
darine Titlel. Heo6xoaMMO NMOMECTUTb 3TOT TEKCT Ha CepefuHy CTpaHuLbl
PageMaker.

CoBpeMeHHbI ['ymaHuUTapHblii YHuBepcuteT



®ANN MATEPUAJIOB

MpodeccuoHanbHbIi TekcToBbIM pepakTop Word Perfect

OcHoBHbIE xapakTepHble YepTbl pepaktopa Word Perfect:

- CopepxunT BCe OCHOBHble OENCTBMSA MO peaakTUpPOBaHWIO TEKCTa (BCTaBka,
yoaneHue, nouck, 3amMeHa, aBToMaTmyeckoe pa3bueHune Ha CTpoKu,
CTpaHuubl, BblpaBHMBaHME U T.4.).

- MocTosHHO nogaepXxuBaeT popmar TekcTa (aBTomMatmyeckoe nepedopma-
TUPOBaHME MNPU BCTaBKE W yOaNIEHUM TEKCTa).

- Bce pernicteug, 3agatowme dopmMat M pacnosioXEHNe TeKcTa, OCTaloTCs B
BUAE YNPaBisioWMX KOOOB B JOKYMEHTE M MOryT ObiTb NpOaHanmM3npoBaHsbl
B creunanbHOM pexume oTobpaxeHus.

- ObnapaeT WKMPOKMM HaBOPOM BCTPOEHHbIX cuMBONOB (okono 1500), B
KOTOPbIA BKJIIOYEHbI Takxke OyKBbl KUPWUIMLbI.

- meeTca BOBMOXHOCTb aBTOMaTUY4ECKN CTPOUTb COOEPXaHUE, CMUCKU
PUCYHKOB U NUTEpaTypbl, PasdfinyHble ykasaTesm, NPOoCTaBNsaTb KOJIOHTUTYIbI
1 ToMy nopobHoe.

- ObecneymBaeT NOAAEPXKKY MHOIMMX A3bIKOB. MNoaaepxka BkoYaeT aBTOMa-
TUYECKUI NEPEHOC C/I0B, MPOBEPKY MPABOMMCaHWs, CNoBapb CMHOHWMOB.

- Ctpout maTemaTuyeckme dopMyJsibl, BCTABNSET B TEKCT PUCYHKU, rpaduku,
Tabnmupbl.

- Copoepxunt cpeactBa ana paboTbl ¢ MakpokomMaHOamMu U cpencTtsa ansd
co3aHuna perynspHboix Gopm (61aHkM, CNUCKN afpecoB, CTaHOAPTHbIE
nMcbma).

- B ero coctaB BxogaT cneumanbHble cpeacTtsa Afs OnucaHus NpuUHTEPOB
M HACTPOMKN Ha HUX.

Bnaropaps ceoum Bo3moxHocTam Word Perfect moxeT ncnonb3oBaTbCa Kak
n3partenbckas cucrema.

O6bl4HO Word Perfect 3anyckaetca komaHgoit WP. B HuXHel 4acTu OkHa
pepaktopa Haxoautca MHdpopmaunmoHHasa cTpoka. NMHdopmaumoHHas cTpoka
COOEPXUT CBEOEHMS O TEKyLleM COCTosHUU. B ee npaBon yactu otobpaxaeTcsa
HOMEP [AOKYMEHTa (OAHOBPEMEHHO MOXHO paboTaTb C ABYMS JOKYMEHTaMM), HOMEpP
CTpaHuLbl 1 TeKyLlas no3nums Kypcopa.

Hanpumep: Doc 1 Pg 1 Ln 1 “POS 1”

B neBoi yacTtn MHGOPMaLMOHHOM CTPOKN O0TOOpaxaeTcs MM peaakTMpyemMoro
darina nnm pexmvm paboTbl peaakTopa.

TMABHOE MEHIO. Ecnn HaxaTb Ha koMOuHaumio knasuil [Alt]+[=], To B BEpxHe
CTPOKe 9KpaHa nosButcs MaBHOE MeHI0, MetoLLee crneaytowme nyHkTol: File (Paiin),
Edit (PepakTop), Search (MNowuck), Layout (Pacnonoxenue), Mark (MeTtka), Tools
(MHcTpymeHT), Font (LUpundT), Graphics (Mpaduka), Help (Momolub).

[naBHOE MEHI0 MOXHO BbICBETUTb W HaXaTUEM MPaBOW KHOMKWU MbILLIN.
MoBTOopHOE HaxaTue Ha [Alt]+[=] wnn Ha NpaByld KHOMKY MblK yoepeT MmaBHoe
MEHIO C 9KpaHa.

SAMNCb OTPEOAKTUPOBAHHOIO TEKCTA HA OAWCK. Ana Toro, 4toOsl
3anucatb pes3ynbTaT pefakTMpPOBaHMA Ha AUCK, HYXHO Bbi3BaTb kKOMaHay Save
(CoxpaHnTtb) HaxaTueM Ha knasuwy [F10] nnm BeibpaTb kOMaHay Save W3 MEHI0
File. Word Perfect cnpocuT, nog Kakum MMeHeM coxpaHdatb ¢dann. Mo ymonyaHumio
OyneT npennoxeHo nmsa daiina, n3 KOToOpPoro NpoYnUTaH AOKYMEHT. peanoxeHHoe
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MMS MOXHO NMOATBEPAUTL HaxaB Ha [Enter], nmbo BBECTM HOBOE MMs, HabpaB ero
Ha knasuaType.

BbIXO/ N3 PEOAKTOPA. ns Toro, 4toObl 3aBepLLMTb paboTy C peaakTopoMm,
HY>XHO BbI3BaTb komaHAay Exit (Bbixon) Haxatuem knaBuwu [F7] nnm BbiBpaTb
KomaHay Exit na mento File. Word Perfect cnpocuTt xoTute nv Bbl COXPaHUTb JOKYMEHT.
Ecnun Bbl otBeTUTe [Y] mnm npocto HaxmeTe [Enter], To AokyMeHT ByOeT CoxpaHeH.
lMocne 3anucu y Bac CNpocaT, AEACTBUTENIbHO NN Bbl XeNaeTe 3akOoH4UTb paboTy
¢ pepmaktopoM. OTBeT [Y] — 3akaHuymBaeT paboty, a — [N] 3aBepwaeT paboTy C
TeKywmnm OOKYMEHTOM M oumwaeT paboyyto obnacTtb, HO paboTa pegakTopa
NPOAOIKAETCHS M MOXHO HauyMHaTb PedakTMpOBaHME HOBOro dawna.

MOJNTYHEHME MOMOLLN. Ona nonyyeHus noackaskyu HaxmuTe knaeuvwy [F3]
nnn Bbibepute komaHay Help n3 meHio Help. Ha akpaHe nosiBuTCca KpaTtkas
VHCTPYKLMS O TOM, Kak MOCTYNUTb fasblue.

DOOPMATUPOBAHME. Ob6Lee MeHi0 hbopmaTMpoBaHus BbI3bIBAETCS KnaBuLIa-
MU [Shift]+[F8].

OTOBPAXEHUE BUOA CTPAHWLbI. MHorne anemeHTbl 0dOpPMAEHUs OOKY-
MeHTa He BMOHbl Ha 3KpaHe B OCHOBHOM TEKCTOBOM pexume. K 9aTum afnemMeHtam
OTHOCSATCS PUCYHKW, KOJIOHTUTYMbI, NpuMedaHus, Gopmynbl, He oToOpaxaemble
Ha 9KpaHe B TEKCTOBOM PEeXMMeE CUMBOJIbI.

Pexvm oTobpaxeHus BUAa CTPaHWULbl BEIOMPAETCSH M3 MEHIO MeyvaTn, KOTOpoe
akTmBmnampyetca Haxatmem [Shift]+[F7] vnn BeiGopom kKomaHabl Print n3 meHio
File.

Ons oToO6paxeHns CTpaHuubl HY>XHO BblIOpaTb M3 3TOr0 MEHIO NYHKT 6. Torpa
Ha 9KpaHe MOSBUTCHA M300paxeHme CTpaHuubl B TOM BUAe, Kak oHa OyaeTt
HanevaTaHa.

LLIPU®THI. B noboit Touke OOKYyMEHTa CYLLECTBYET OAWH OCHOBHOW LUPUQT.
Onga kaxporo OCHOBHOro wpudTa MOXHO AenaTb pasdfiMyHble wWpudTOBbIE
BbIAENIEHNS: U3MEHATb WPUGT N0 pa3Mepy, HaAKNOHY (NPAMON — KYPCUBHbIN),
TONWMHE (HOPMasbHbIA — MOMYXKMPHbIA), MOXHO MOAYEPKMBATbL TEKCT U M3MEHSATb
HEKOTOpble OpyrMe XxapakTepuctmku wpudTa.

OCHOBHOW WPUPT AOKYMEHTA MOXHO B /060 MOMEHT U3MeHUTb. [lns aToro
HY>XHO HaxkaTb Ha koMOuHauuto knasuw [Ctrl]+[F8].

MONCK N SAMEHA. CyuwiecTByloT ABa BMAa Noncka: KOPOTKMA MONUCK CMMBOA
M MOUCK LIeNOYKM CUMBOJIOB.

KopoTkuii nonck cMmBona 3anpatumMBaeTcs HaxaTnemM Ha KOMOUHaUMIO KaBuLL
[Ctrl]+[Home] n 3aTeM Ha knaBuLly TOro CMMBOJA, KOTOPbIA HY>XHO HanTW.

Mounck LenoYykn CUMBOJOB OCYLLIECTBSIETCSA BCerga oT Teyllen no3vumm v oo
KOHLUA MM 0O Hadvana OOKYMEHTa B 3aBUCUMMOCTM OT HanpasneHus noucka. Nouck
B MPSIMOM HamnpasfieHUM 3anpallumBaeTcs HaxaTuem Ha knasuwy [F2], B o6paTHOM
HanpaBneHun — Haxatmem Ha [Shift]+[F2].

[MEYATb. lMeyaTb OOKYMEHTa OCYLLECTB/ISETCA C NMOMOLLBID MEHIO ne4yartu,
KOTOpOE BbI3blBAeTCHA HaxaTnem Ha knasuwmn [Shift]+[F7] ( nnn BoiGopoM KOMaHAabI
Print n3 BbITsxHOro meHio Print).

Kaxablhn okyMmeHT dopmMaTupyeTcs non OnpeneneHHbli NpuHTep. dTOT
npuHTEpP oToOGpaxkaeTcs B MeHio nevatu. JLokyMeHT MOXHO nepedopmatmpoBaTtb
nog Opyrov npuHTep. [ns 3TOro HyXHO OCYLLECTBMTb BbIOOP NMpuHTEpa Yepesl
MeHIo neyaTn. Bam npepnaraetcs U3 cnucka OOCTYMHbIX NMPUHTEPOB BbIOPATb HOBbIN,
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noa KOTOpbIN B6yaeT oTHoOpMaTMpPOBAH AOKYMEHT unu nogobpaTb M3 cnucka
Hanbonee noaxoasawmii K Bawiemy npuHTep. CyllecTByeT Takke BO3MOXHOCTb C
nomoLwlblo cneumnansHo nporpammbel PRT.EXE camomMy onucaTtb NPUHTER UK
caoenatb VUCMpPaB/ieHNd B OOHOM U3 yXE CYLLECTBYIOLWMX OMNUCaHUNA.

B npouecce neyatu Henb3d CMEHUTb ONUCaHWE NPUHTEpPa — OHO
pacnpocTpaHAeTCcd Ha BECb AOKYMEHT LESIMKOM.

M3 nogmeHio BbiOOpa NMpUHTEPA MOXHO MCMNPaBUTb MapameTpbl NpUHTEpPA
(HanpumMep, HoMep NopTa, K KOTOPOMY OH MOAK/IIOYEH).

MeHi0 nevatn NO3BONGET Takxke pasfeslbHO yrnpaBfidTb KayeCTBOM rne4vatu
TekcTa u rpaduku, 3agaBatb KOJMYECTBO MevyaTtaeMblX 3K3EMMNSPOB U OCTaBNATb
nonfe Ana nepenseta OOKYMEHTA.

B ¢daiine onucaHus npuHTepa comoepXuTcs onucaHue BuaoB Gymaru, Ha
KOTOPbIX AaHHbLIN NPUHTEP MOXET neyataTtb. B aTom danne 3apatotca ousmnyeckne
pasmepsbl nnucta 6ymarv 1 cnocob ee nogadu.

XoTs BCe 3TV mapameTpbl U XPaHATCH B ONUCAHWW NPUHTEPA, BbIOMPaTb U
M3MEHATb X HaO0 4Yepe3d MeH dopmaTta CTPaHWULb.

CTUNN. Mpun co3pgaHum NoBOro OOKyMeHTa eCTb HEeKOTOpble AelicTBUS,
KOTOPbIE BbIMNOJHAIOTCS PErynsgpHO U KOTOPblE OMPEeAenslT CTUlb 0POpMIEHUS
OAHHOr0 OOKyMeHTa.

Pab6oTa co ctunamu ocyllecTBnseTcs Yepe3d komOuHaumio knasuw [Alt]+[F8]
(vnun BoiGOPOM KOMaHAbl Styles 13 MmeHto Layout). HaxaTre Ha 3Tu KnaBuLLM BbIBOAUT
Ha 9KpaH MeHIo cTunen. MeHio COCTOUT M3 CNnUcKka OMpPeneneHHbIX B AOKYMEHTe
cTunen n eyHkunii ons paboTbl C HAMMW.

Ctunun GbIBAIOT TPEX TUMOB: OTKPbITbIE — COOTBETCTBYIOT AENCTBUSIM, BbINOI-
HfeMbIM B TOM MeCTe, FAe MUCMNONb3yeTCs CTWib, Hanpumep, OTCTYM Ha MOATOPbI
CTOKW; NapHble — COOTBETCTBYIOT O0DOPMIEHUIO KAKOro-HMOyab pparmeHTa
HEKOTOPbIM CNOCOBOM, HanpuMep, BblAENEHUE MONYXUPHbLIM LWPUGTOM; CTUMIN
aBTOMATUYECKOM HyMepauunu.

MHOOPMATUKA. BA3OBbIA KYPC
IOHUTA 3

PABOTA C TEKCTAMU HA NEPCOHAJIbHbIX KOMIMbIOTEPAX

Pepaktop JI1.C. Jlebenesa
Onepatop komnbioTepHor BepcTkn [.B. denotos

N3n. nuu. JIP Ne 071765 ot 07.12.98 r. CpaHo B nevaTb
Tupax 3akas
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