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O6paboTka TeKCTOBOI MHopMaLumn
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3. Tpacbiueckite 30BPaXeHNs B TEKCTOBOM AOKYMEHTE

CoBpetten#ie TEKCTOBLIE MPOLIECCOPL MO3BONAIOT BKTHOATE B AOKYMEHTL! PAITINUHSIE rPACHIMECKYE UaOBPXEHIR, COIAAHHLIE NONILI0BATENEM & APYTUX MPOTPAMMAX WK HAAEHHAIE 1t B CeTit ViTepHeT. T0TOBIE rPadMECK/e UOBPaXEHIA MOKHO
PEAAKTUDOBTL, UaWEHAR X PASMEps, OCHOBHLIE LUBET, APKOCTS U KOWTPACTHOCTS, NOBOPAUMBAR, HAKNANLIBaR APYT HA APYFa U .0

BO MHOTVX TEXCTOBLIX MPOECCOPEX UMEETCA BOIMOXHOCTS HENOCPEAICTBEHHOTD COSAAHUR TPachUMECK X 13OBPaX ekl 13 HaBOpOB ABTOMMTYP (TPaciiIEckitX MPUMITB0B). TaKKe ECTL BOIMOXHOCTS CO3AAHMR KACOUHLX HAZMHCEA! C HCTONL30BaHHEN
BCTPOEHHLX TEKCTOBLIX 3hcheKTOR. B COCTAB HEKOTOPSIX TEKCTOBLIX MPOLIECCOPOB BXORUT KOMMEKLYIA KAPTHHOK — CTUMH30BAHHSX rACHMECKIX U3OGPAXEHHI. BONLLINHCTE KaPTHHOK ABNAKITCA 0BLEKTaMM BEKTOPHON rpachki

BiisyanuanpogaTs WCT0ByH0 MHOPMALYI, COREPXALLYICA & TABIHLE, MOXHO C MOMOLLSK0 AWATPAMM, CEACTEA CO3AAHHA KOTOPLX TAKKE BKTIOUEHS! B TEKCTOBkIE POLECCOPS.

HanGonee MOLyHLIe TeKCTOBkE POLECCOpSI MO3BORAKOT CTPONTS PasHLIE EWALI TPACHECKIX CXeM, 0BECTIENBIOILMX BI3y AnHIaLYNO TEKCTOBO MHGOpMALIM
CyujecTayeT 152 CrI0COGa PACTIONOX EHIR MPADIHMECKOTO HIOGPAKEHIR B TEKCTOROM AOKYMENTE! <8 TEKCTE W «BHE TEKCTay. ECH U30GPAXEHHE UMEET ONOKEHHE (B TEKCTE, TO OHO JAHHMAET MECTO MEXay ABYMA cHuBonami. TTpin 3Tom MoxeT
yEeniuuTLCA BicoTa CTpoKM. M03TOMY & CTPOKEX 0BsIHO aCTONarakiTCH HEBORLILIE PHCYHKH, ECTIM PHCYHOK BOMBLLOR, TO €70 NOMELLAT & OTAENLHO CTPOKe.

TIpi paCnONOXexih U3OGAXEHIR (BHE TEKCTay, OHO MOXET 3aHHMATS MOBOE MECTO Ha nUCTe. V130Bpaxene MOXHO rPYNNHPORaT ¢ APYTUMIA rpacueckiM OBLExTamM, AENaTs HAAMACH Ha PHCYHKE

117 waoSpaxenii «aHe TEKCTa 3AAGKT PASHLIE N1k OBTEKaHIR TEKCTOM:

« Bokpyr pamki;
« o KomTypy:

« craosHoe:

« 3aTexcrom;

« nepen Texcom;
« caepxy u chuay.

TIpi OchopHMAEHMM CTPaHIL! C WNMKOCTPALYAMI CREYET IPHASPXUBATLCA CREAYLYX NpasHN

11717 Gonee KOMNGKTHONO PAaMELLEHA PUCYHKOE HCIONL30BATE MONOKEHWE CBOKDYT PaMkiy

2. He cneyeT paswewar pucyHoK nocepenviie TeKCTa. 3To 3aTPY/AHACT BOCTPHATIE, TaK Kak CTPOKH HUHHKITCA C OHOT CTOpOHS! PHCYHKA, @ SAKAHUMBAKOTCA C APYTOM. llyulUe CABUHYTh PHCYHOK K NPGE0ii Wni MeSol rpasiue ucTa.

3. HeofX0aWMO CreauTs, 4TOBS! BHELLIie TPaHULS! PHCYHKa COBNGANI C BHYTDEHHWIM TPaHWLMY None uCTa.

4. Ecnn pricyHok 3asmaeT Goniee 34 umpiis TEKCTa, TO nyuuwe BLGPATL PACTIONOXEHIE TEKCTa CBEPXY U CHI3y. B STOM Cllyuae MOXHO YCTAHOEUTS ANA PUCYHKa MONOKEHWE «@ TEKCTE» U MOMECTUTS €10 Ha OTAENHOM CTPoKe (& nyCTom absate).

5. PucyHei A0mKHLI BT COpASMEDHS KOMHIECTEY WI0BPEXEHHEX Ha HUX INEMEHTOB. Uel GONbLE Ha PHCYHKE HHIODMALOHHLIX SEUEHTOR, Tel OH JOMKeH GuiTh kpyMHee

Tlpi Co3nasw PUCYHKa 13 AETOGUTYP, HAXOLALYMXCA HA N1GHEN PUCOEAHNA, ABTOMATUMECKW NORBNAETCA OGSEKT «NONOTHO» — NPAMOYTONIbHAR PAMKA Ha ECK) UMPHHY CTPakMLiL BCe aTodurype, BXOAALLME & COCTaB PiCYHKa, AOMXHY pacronaraTaca

BHyTPU 0HOr0 NOMIOTHA.
TMonoTHO — 370 rpaditdeckiii O5LEKT, KOTOPLIi WMEET rpaHLLS! U BHyTPeKHIoko o6acTs

:I_lllll

= = a
rpaHmue! nonoTHa
u
| |





image6.png
s

3apaHved

C nomouysto TekcTog0r0 penarTopa Microsoft Word cosaaiiTe AokymenT i CoxpasiTe ero & enae daiina. B 3Tom aiine onuLMTe MpasiNa, KOTOpSIE HyXHo COBMIOAATS Nph
‘ohopMREHIH CTPHULS! € HNTIOCTPALYAMY

OchopuuTe Npasina & wae MapKIPOBAKHOTO Crucka.

BerassTe 8 Baw TeKCT PiCYHOK, COBMIOAAR AHHSE NpaBNa.

Mpukpeniire 1 ompagse chain. flna 370r0

Ulenksue no nukrorpanue *flobasuTs"
B peume Ananora C haiinosbi MeHEI¥EpoM 3arpyauTe KykHsi hain,
Ujenksure Muiuiio no konke "COXPaWITS", pACTIONOXEHHOT B Dkl 4acT 3kpara.
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O6paboTka TeKCTOBOI MHopMaLumn

B hauano » Mow kypeei - Kypcs, cosgankie cywatensmi Akanem b OBpaGoTka TeKCTOROM WHchopuaLim

Npenogasarens =12
e Kype no uHdopmaTuke AN y4awmxca 8 knacca
! Ha RaHHsIi MOMEHT KypC CONePKHT 0auH pa3nen Ha Tety "OBpatoTka TEKCTORO! UH(OPMALU'”, KOTOPbIiH COCTOUT U3 6 Te

Temal: TeKcTOBbIE AOKYMEHTEI M TEXHOMOTUY UX COSAAHMA

Tema 2: Co3AaHME TEKCTOBLIX AOKYMEHTOB Ha KoMNLioTepe
Tema 3: ®opmMaTMpOBaHHe TekcTa
Tema 4: BU3YanusaUMs MHPOPMALMM B TEKCTOBBIX AOKYMEHTaX

TeMa 5:VIHCTPYMEHTbI PACMIOSHABAHNA TEKCTOB 1 KOMMBIOTEPHOTO NepeBoaa

Ko eecmmnea) TeMa 6: OLeHKa KONIMHECTBEHHBIX NAPAMETPOB TEKCTOBLIX AOKYMEHTOB
Hamawa OByuesite OHCX0AT CreayoLyM 0BpazOM
Anexcandposna

1. CHauana HyHo W3y, TeOpeTHECKWii aTepian
2. Tocne uayueHus Teopin, HaZ0 BLNONUTE 3aAaKHE C MOMOLEk0 TeKCTOBOrO penakTopa Microsoft Word

3. Coxpasire ero 8 euae baiina u npucnars npenoasaten

Kanewaaps 2@ Kenaew yenexal
< Howmoais
EE oo ooT Pasen 1. 06paGoTka TeKCTOBO MHbOPMALMM
T2 o34 s .
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TNerenpa coBbITHin ®  BMAL! MHCTPYMEHTOR ANA PACIOIHABANHA TEACTOR U KOMNLIOTERPHOMD NEPEBOAS.

et oBssou corpanmares vercTosm Rarpuere: s TeweTa 1K
@ Crpeims 0Biyme coBumun
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Bl nayarmecs:

* Coaasars Tercrosse AowesTs Ha wusoTepe

* copusTupossr TereT

* BuayanuauposaTs wiBoDaLNG 8 TeRCTOR ROGMEHTAX

* ouesBaT wABOPUBLHOH 05BN TeKCTORM AOTMEHTOS

Tema1: TeKCTOBbIE AOKYMEHTEI M TEXHONOTUM UX COSAAHNA

Visyuurre TeopeTiueckui matepuan u sumonsire 3aanel

(SRR E—
[0 2. Texwonorum noarotoss rexcrosu poryweton
B3 Kounsioreprsse wscpyvenrs: cospanun rekcrosu porywenton

[B) 4 Texsumcive yposm nonaepmn

& sazamet
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Tema 2: Co3AaHME TEKCTOBLIX AOKYMEHTOB Ha KoMNLioTepe

VisyuuTe TeopeTieckvit matepuan u sumonsie safaniel

[ 1. 3ran «ttabop (esom) rercras

[B)2 5ran Penaruposanme rexcran

& sazanme




image10.png
Tema 3: ®opmMaTMpOBaHHe TekcTa

Visyuurre TeopeTeckvit matepuan u sumonsie saanie3

[B) 1. croyerypa orva rexcrosoro npousceopa
B 2 npawos dopuarposase

B3 Tpesosanun k opopmnensio pecpepara

& sazanme

Tema 4: BU3YanusaUMs MHPOPMALMM B TEKCTOBBIX AOKYMEHTaX

Visyuure TeopeTieckit matepuan, nocwotpuTe BALEOYPOK 1 suronsie safanied

B+ conern
[SERx™
2 uscoypor

B3 rpachimecive usospaxerun s rexcrosou gorywente

& sazanmes
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TeMa 5:VIHCTPYMEHTbI PACMIOSHABAHNA TEKCTOB 1 KOMMBIOTEPHOTO NepeBoaa

VisyuurTe TeopeTeckvit MaTepuan u sumonsite 3aanies

23 pyrue nporpamus: ans patior ¢ rexcrosot wchopuapeis

& sazanmes
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Tema

LieHKa KONMYECTERHHLIX NAPaMETPOE TEKCTOBLIX AOKYMeHTOS

Visyuurre TeopeTieckit matepuan i esnonuiTe MTorosoe_saganiue

(SRR E—
B2 wcpopmaonsein osven

& rorosoe sagame
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Tema 4: BU3YanusaUMs MHPOPMALMM B TEKCTOBBIX AOKYMEHTaX

Visyuure TeopeTieckit matepuan, nocwotpuTe BALEOYPOK 1 suronsie safanied

B+ conern
[SERx™
2 uscoypor

B3 rpachimecive usospaxerun s rexcrosou gorywente

& sazanmes




image2.png
Bui 39w g wwenew Konecknkoss HaTansn Anexcanaposwa (Bexoa)

O6paboTka TeKCTOBOI MHopMaLumn

B kauano & Mow kypeui b Kypcs, cosganie crywatensmi Akanemu b OBpaGoTka TekcTogof ukchopuaLyi b .. 4: Busyanusausa uHchopuaLyin e TekcTossix Aokymentax b 1. Criucky

1. Cnnckn

CrvicK M03B0NAHOT UenoBeKy BOCTPUHUMATS HAhOpMALYIO fyuLe.
Crvick ABRAKTCA YA0BHEIM BapUaHTOM chOPMATUDOBaKIR AB3aLIEB N0 EAUHOMY OGPE3LLY W NDHMEHAIOTCA ANA PASMELLEHI B AOKYMEHTE PASIHUHLIX Nepedte

O6pary srmarmel
o cnocoBy odbopunesu cricki paanidakor:

« HymeposaHHie;
« MaptupoBaKHLie.

‘BMeMEHTH! (YHKTL) HyMEpOBaHHOTO CTUCKa 0GOSHAUAIDTCA C NOMOLLEH0 MIOCTIEAOBATENLHEX UIHCEN, ANA JAMHCH KOTOPLX MOTYT HCTIONL308ATSCA apaBCKMe H pUMCKHE LS.
‘GMeMEHTL CriCKa MOTYT GLiTh MPOHYMEPOBaHS! 1 ByKBaHM — PyCCKUMI WM NIATHHCKIMM.

HywepoBasHsi CTICOK MPUKATO UCTIONL30EATS B TeX CMYUaRX, KOTA UMEET JHadSHHE NOPAAOK CNIEOBAHIA NyHKTOB. OCOBEHHO YaCTO Takie CTICKM HCTORL3YHT ANA OMUCAHIA NIOCTIEAOBATENLHOCTH ASCTBII.
Mpiep:

B Aeshuke 06yuaLErOCA PACTUCAHE YPOKOR Ha KaX il yEBHSI AeHs — 3TO HyMEPOBaHHLIE CUCKI

TIpit CO3RaHMI HOBLX. YAANIEHHI UH NIEPEMELLEHII CYLIECTBY LUK SMEWEHTOS HyMEPOBGHHOTO CTIUCKA B TEKCTOBOM MPOUECCOPE BCA HYMEPALYA CTIUCKA MEHAETCA GBTOMATINECKN.

‘MEMEHTH 11apKIPOBaHHOTO CrUCKa 0GO3HAUAIOTCA C MOMOLLEH0 IHaUKOB-UapKepos. MNonba0EaTens MOXET BGPATS B KauecTee Mapkepa MoBO CHIEON KOMTLIOTEPHOTD andiasuTa n Aake HeGONbLLOe rpadieckoe HaoBpaxeHme
Mapkuposaskiii CTIUCOK UCTIONL3YIOT & TEX CNy|aRX, KOrAA MOPAOK CME0BAHUA INEWEHTOR & HEMW He Baken. HANPHIED, B B1ie MADKWPOBAHHOTO CTICK MOXHO OGhOPMITS NEpeveHs MPEAMETOR, HayuaeHLX Bau & WKone
Tlo CTPYKTYPe PasnHualoT 0Oy POBHEBLIE U MHOTOY POBHEBLIE CUCKI

CUCOK, 3MEMEHT KOTOPOTD Cam FBNAETCA CTUCKOM, HAIBAETCA HHOTOY POBHEBI

CUCKI COYRAKTCA B TEKCTOBOM MPOLECCOPE C MOMOLLSH KOWAHS CTPOKH MEHKO WTH KHOMOK NaHeH (hopMaTHpOBaHA

VicTousuk: hitp:/fwanw.yaklass. ru/plinformatika/7-klass/obrabotka-tekstovoi-informatcii-14582/vizualizatciia-informatcii-v-tekstovy kh-dokumentakh-13824/re-35358a5e-4ff2-48¢9-9233-cf52bed31 he
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O6paCOTa TeKCTOBO/ MHDOpMALA
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2. Tabnuub!

1177 yR06CTER BOCTPUATHA UHOPMALYI YACTO B TEKCTORKX AOKYMEHTaX HCORL3yHT TaBN S [TPEACTABNEHHER B TabMULE WHGOPWALYA HAMMAZHA, KOMNAKTHA W NIErK00BO3PHIA.

TaBnuy ucnonbayloT 4n1A OnVCakuA PARA 05LEKTOR, 0GNAAGILLMX OUHAKOBLIMM HaBOpau CEOMCT. HauGonee UaCTO HCMONL3YKTCA TabML, COCTORLME U3 CTONBUOE (rpach) i CTPOK. Hanpuep, paciicakie ypoKos, pacricarue ABiKexus asToBycos,
‘camonETos, noe3108  Horoe Apyroe.

O6pary srmarmel

Mpasina odpopunesu a6y

1. 3aronosok TaGNH! AOMKEH AaBATL NPEACTABNIEHE O COEPHALLENICA B Hel uHcbopaLy

2. 3aronosKu CTONBLIOB 1 CTPOK AOMHe: BT KDATKIMM, HE COJEXETS NULMIX CROB W, 110 BOIMOXHOCTH, COKpaLLEHT

3. B TaBnuie AomKHb GoTb YKa3aHS! AL HaMEperMA. ECTM On 0Bywe ANA BCel TABNMLL, TO YKaILIEAKITCA B 3aronoeke TaBNHLS! (TUG0 & CKoGkaX, NUGO Yepes 3aNATYK0 Nocne HaseawA). ECAIN eAMHULE! WIMEPEHIA PAdUIAKITCR, TO O
YKa3LIBAKTCA B 3Ar0N0BKE COOTBETCTRYRoWEl! CTPOKM AW CTONGLA.

4. YKenaTenHo, uToBul BCe AuSiIKM TABNULI! Guin 3aMONHeHL. TTpH HEOBXOMUMOCTI & HifX 3aHOCAT CREAYKOLME YCTOBKEIE 0BoIHaUEHIR

7 — AaHHLIE HEUIBECTHSS, X — AGHHLIE HEBOIMOKHS

| — AakHLe AOMKHE Bob B3ATH 13 BHLLEREXaLSH AUeliK.

B Auelikax TaGRWLy MOTYT BT pasuieliens TEKCTS, 4HCTa, HIOBPaKeHUA

Co3aaTs TaBnULY MOXHO C MOMOLLSH0 COOTEETCTBYHLIETD MyHKTA MEHO WNi KHOTKIN Ha NaHENH WHCTPYMEHTOE, YKA3aE HEOGXOAHMMOE YHCAO CTONBUOE U CTPOK: & HEKOTOPLX TEKCTOBX MPOUECCOPAX TaBILY MOXHO GHAPHCOBATE
Cosaakkyto TaBHLY MOXHO PEAGKTUPOEATS, HIMEHAR LIMDHHY CTONBLOB U BHICOTY CTPOK, A0GABNAR 1 YAANAR CTONBUS! U CTPOKM, 0GLEAMHAR 1 PasBHEaR AdeiKiL

BaonuTs ushopmaLyiio & AdEKit MOHO:

+ C noMOULI0 KnaBHATY L
+ KONWPOBATL U BCTABNATS 3apaHes MOATOTORNEHHLIE (hpaTMEHTLL

B TexCTOSkX MPOLECCOPaX ECTE BOSMOKHOCTS GETOMATHYECKI MPEOBPaI0BaTS HMENLLWICA TEKCT B TabnuLy  HaoBopoT
Briewsiit 813 TaGMMLS MOXHO OhOPUMT CAMOCTORTENLHO, MOROGPAE T, WHPHHY 1 UBET FpaHIL Aueex. LSeT dhona Aueex, oThopuaTHpoBaB conepimoe Aueex. Kpowe Toro, oTdhopuaTHposaTs TaGiLy MOXHO aETOMATIdECKI

17 UaMEHEHIA B TPaKHILL AUSEK 1 IANUBKW BHyTeHHel 0BNIACTH, A TaKKE BLINONHEHI HEKOTOPX APYTUX ASCTBI WCTIONb3YeTCA Nanent TabnuLi! u rpass.
MoxHO YCTaHOBHTS pasniuusit BWA, TONLYHY U USET PaHULL @ TAKKe CANATL HEBWIUMSIMM HEKOTOPLIE PaHULI! AYEEK WTH Aanee BCeil TaBR ML

O6pary srmarmel

TIpiMeHATS 3anVieKy BHyTpexHeli 0GnacT cneayeT 0CTOpOXHo. Bo-NepBsX. He HAZ0 HCTONLI0BATS LSET, KPOME OTTEHKOB CEpOro, ECTM He MPEANONAraeTcA UBETHOJ neuaT. Bo-BTOpLIX, TEKCT Ha hOHE IANUBKH AOMKEH XOPOLLD JIHTATLCA
B y3xux CTONIBLAX TEKCT TPY/AHO PASMELLaTs N0 FOPUIOHTANH, MIO3TOMY & NIPOTPaMIE MPEYCHOTPEHA BOIMOKHOCT UIMEHEHIA HANPABNEHI TEKCTa B AEliKe.

Bo MHOTVX TaBNHLAX & NEPEOTT CTPOKE PACTONArakITCA 3aroNOEKH CTONGU0R. YT0Bk B Gonsuwiix TABNHUAX 3ar0N0BKI MOETOPANHCE Ha KE¥OM AHCT, HAZ0 BKIIONHTS ANA NEPBOJi CTPOKM chyHKLYiI0 NIOBTOPUTS 3aroR0KN

Tlpi paGoTe & TaBnuLe a rOPHIOTANLHOI NiHelike TOGPAXETCA LMpHHA Texyluieit AuSiiKi 1 MAPKEpL! OTCTYNOB TekcTa. MosToMy aBoTa C TEKCTOM B AUelike BLMONKASTCA TaK e, Kak U Ha OBLIHON CTPAHILLE, TONLKO WHPHKA CTPOKW CYILECTBEHHO.
Messite. [IN7 CUMB0NIB 1 aB3aLIEB MOXHO YCTAHOBUTS BCE BOIMOXHLIE IHAUEHUR NaPAMETPOR. HT0Bk NPHER3ATL PHUCYHKI K AUEIIKE, OHH AOMXHLI MMETS MOTIOKEHHE @ TeKCTe»





