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MacinTa0d

Macuwrab EE!!
o [lna npocmoTtpa foKyMeHTa B s S
WORD moxHO ucnons3oBaTtb ¢ 200%
pasnuyHbin macwTtab. [ns atoro € 100%
p °°
MOXXHO BbI3BaTb B MeHi0 Bupg, A
no WHPHMHE CTPaHMUbBI
ananoroBoe OKHO MacmTa6, nnn & fiEnag cIpanmila;
BOCMNOMb30BaTbCS KHOMKOMN " eckoneko o
o CTPAHMLL == ; — )
MacwTaba #a CtaHpapTHOM =,
naHeny NHCTPYMEHTOB. o ARETwEs oW Fore
« MacwTab BbIGUPaloOT B %R e
3aBUCUMOCTW OT TOrO, HY>XHO [ oe | omes
NPOCMOTPETb HECKOSIbKO CTpaHuUL =
Ccpasy, unn oaHy CTpaHuuy = FER)
AOKYMEHTA; CTpaHuLYy LENIMKOM, Uinn S00%
ee pparmeHr. 150%

100%

75%

S50%

25%

10%

Mo WHpHHE CTPaHKLBI
CTPaHHLLa LENHKOM
ABe CTpaHnub!
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OCHOBHBIE IIPABUJIA BBOAA TEKCTA.

Mpu BBOAE TEKCTa HeobXxoaMMo cobnoaaTth cneaylme npasuna.

« Bo Bcex coBpeMeHHbIX TEKCTOBbIX peakTopax nepexon Ha HOBYHO CTPOKY B npoLiecce
Habopa TekcTa NPOUCXOAUT aBTOMaTUYECKM.

«  OkoH4yaHue ab3aua mapkmpyeTcs Haxxatmem knasuwun <ENTER>, nosBonstoLwlen nepentu
Ha HOBYIO CTPOKY.

° I'Ipo6en obsi3aTeneH nocne 3Haka npermmHaHn4a; nepen 3Hakom rnpermnmHaHnAa npo6er| HE
crasuTtcd. Ons YCTaHOBKN CclneynaribHblX 3HAaKOB NCMNOJIb3YOTCA creayouine KoMbuHaumn
KnaBWULL:

- Hdeduc <->

HepaspbiBHbI agedumc <CtrI>+Shift>+<geduc>
Tupe <CtrlI>+Shift>+<cepbit MuHyC>
HepaspbiBHbI npoben <CtrI>+Shift>+<npoben>

—  3Hak «geduc» ctaButcs 6e3 npobenos, Hanpumep: dann-cepsep, KTO-HMOYAb, TEMHO-CUHUIA.

—  [ns ynyduweHusa BHeLWHero BMaa JOKYMeHTa MOXHO MCMOoNb30BaTh «HEPa3pPbIBHbLIN AedunCy, KOTOPbIN
NpenaTcTByeT HexenaTenbHOMY NepeHoCcy CroB, cogepXalumnx geduc (B MecTe ero pacrnosioXXeHus).

—  3HaK «Tupe», Unun Kak ero HasblBalT «4JSIMHHOE TUPE», CTaBUTCS € Npobenamu 4o 1 nocne 3Haka,
Hanpumep, «crneayoLwmmn atan - oopmaTUpoBaHue».

—  3Hak «Hepa3spbIBHbIN Npoben» NPenaTtcTByeT CMMBOSIaM, MeXay KOTOPbIMU OH NOCTaBIEH,
pacnonaraTbCs Ha pasHbIX CTPOYKaX U COXpaHSeTCs (PUKCUMPOBAHHBLIM NpW NIOGOM BbipaBHMBaHUN
ab3aua. OTOT 3HaAK O4YeHb YOOOHO NpUMEHATL Npu BBOAE AaT (KOTOpble HE NMPUHATO pacnonaraTtb Ha
ABYX CTpoYKax), hamunuin ¢ numumanamm u 1. n. Hanpumep: M. HO. JlepmoHTOB, 9 Mas, 1682-1696 rr.

— CnoBa, 3aKnto4eHHble B KaBblYKM UM CKOBKN, HE AOMKHbI OTAENATLCS OT HUX Npobenamu.
Hanpumep, «EBreHnnn OHernH», roctnHuua «Hesckuin nanacy.
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PenaktupoBaHHUE TEKCTA

. PenaktupoBaTtb - NpoBepsATb U UCNPaBAATb
TEKCT NPU NOAroToOBKe K ne4vaTtu.

. PepaktnpoBaHue TekCcTa BO3MOXHO
OCYLLECTBMATb HENOCPEACTBEHHO BO BPEMS
BBOAA TeKcTa. [1ns 3Toro Hago yCTaHOBUTL
peXnUM aBToOMaTUYECKOW NPOBEPKN opdorpadmmn
npw Beoae. Pexxnm yctaHaBnuBaeTca
nomoLubto pasgena NMpaBonucaHue
ananorosoro okHa lMapameTpsbl, KOTopoe
BbI3bIBAETCH COOTBETCTBYIOLLLEN KOMAHLON MEHIO
CepBuc.

. lMocne ycTtaHOBKM B J@aHHOM OKHe dhniaxka
ABTOMaTMYECKM NPOBEPATL opdorpadunto
Ka)kgoe HeBEPHO BBEAEHHOE NN HEM3BECTHOE
CNOBO aBTOMAaTUYECKN NOgYEPKNBAETCS
BOJSTHUCTOW YEPTOWN.

. [ns ucnpaeneHnsi cnoea A0CTaTO4HO
YyCTaHOBUTb Ha HEM KypCOp, HaxkaTb NpaByo
KnaBuLly MbIlWKN ONs1 BbI30Ba KOHTEKCTHOMO
MEHI0, KOTOpPOE NPEANIOXKUT BapuaHTbI
ncnpaeneHns owmnobKu.

09/03/2023

Wcnpaeneqka I MNone3oBaTens I COBMECTHMOCTE ] PacnonoxeHne I
Bra ] Oblwme I Mpaeka I Mevate | CoxpaHenve  pasonucatmve
Opdorpadma

v {3BTOMATHYECKH NPOBEPATE Opdorpadio

™ He BbIAGNATE CNOBa C OWHBKAMH

[V npeanarate aBTOMATHUS kM

™ npeanaratr TunbKo M3 OCHOBHOrD COBAPS

[V rounyckaTe cnoBa M3 NponMcHBIX BYKE

[V nponyckaTe cnosa ¢ undpani

[V nponyckate aapeca MHTEpHETa W MMeHa dalinos

BCNOMOraTeneHble CNOBapH; |CUSTOM .DIC

:] CnoBapH... |

paMMaTHKa
[V aBTOMaTHYECKM NPOBEPATE CPAMMATHKY
™ He BLIAENATL CNOBA C OWHBKaMH
[V Takue nposepaTe opdorpaduio
[ cratvcTvka yaoBouMTaEMOCTH

Habop npaeun: I,Qnﬂ AEN0BOH NEPENHCKH

MoBTOpHaA NPoBEpKa |

LI HacTporika... |

[ oc ]

OTMEHa l

BenvkonenHaa

MponycTuTe BCE
Hobaeute

ABTO3aMeHa »
¥ Opporpagus...




« Opdorpacuo MOXXHO NPOBEPUTL MO Mpasonucanue: Pyccku 2] x]
OKOH4YaHNN BBOOA BCero TeKCTa. ﬂ,ﬂﬂ HeT & cnosape:
9TOro Hago BbI3BaTb komaHay CepsBuc / Beemonsiny il | Qrmerre npasy |
NMpaBonucaHue. Npu obHapyxeHnn Mponycrirs sce |
OLMBKN NN HeEM3BECTHOrO CroBa i 2l pobeenrs |
nosIBNSAETCS AnanoroBoe OKHO BapHaHTb!:
MNpaBonucaHue, B KOTOPOM HamnmcaHo e =l soewm |
AaHHOe CNnoBo, NpeasiaratTcs BapuaHThbl sawenro ece |
ncnpaeneHns (ecnm Takne ecTb B | __Pemosavena ]
cnosape)  UMeeTCs BO3MOXXHOCTb I s
NCNpaBUTb CNOBO BPYYHYIO.

« [lna ynpobcTBa pacctaHOBKM NEPEHOCOB B
CrNoBax MOXHO YCTaHOBUTb (OYHKLIMIO

I aBTOMATUHECKON PaCCTaHOBKN R S <]

MapaMeTpel. .. BepHyTb | OTMEHa l

nepeHocoB B AMaJ1IOrOBOM OKHE
PacctaHoBKa nepeHoOCoOB B MEHIO

[V ABTOMaTMYECKaA PACCTAHOBKA NEPEHOCOB
[V DepeHocel B cnosax w3 MPOMMCHBIX BYKE

CepBI/IC [ AsbIK. LUMpHHa 30HbI NEPEHOCa CROB: |0;63 [ 5‘
° 3ap,aHV|e aBTonepeHoca He UCKI4YaeT

HeobX0AMMOCTM paccTaHOBKM NePeHOCoB
BPYYHYIO, TaK Kak He Bceraa nepeHoc
BbINOMHSETCHA rpaMMaTUYeCcKm
npaBUNbHO.

MaKc. YMCNo NOCAEA0BATENEHEIX NEPEHOCOB! I(HeT) E‘

OTMEHa l MpUHY AUTENBHO. .. |
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TexHonorus nepecTaHoBKU (PParMeHTOB.

° Hepe,u,Ko BO3HMKaeT HEODXO0OMMOCTb UBMEHUTb TEKCT: caenaTb COKpalleHune, nobaeneHne,
nepemMectTuTb (*)paI'MeHT. [na Toro, YTobbl BCTaBUTL d)parmeHT, AOCTaTO4YHO YCTAaHOBUTb
KYpPCOp B HY>KHOE MEeCTO TEKCTA U AaTb KOMaHOy I'IpaBKa / BcTaBUTb. [Ansi Toro 4tobsbl
yoannTb CbpaI'MeHT, AOCTaTO4HO BbIOEJTUTb €0 N HaXXaTb KriaBULLy <Delete> nnn
BbIMOJTHNTb KOMaHOYy I'IpaBKa / YAAINUTb. nepeCTaHOBKy cbparmeHTa Ha Oapyroe mecto
MO>XHO BbIMOJTHNTb KaK C NOMOLLbHO KOMaH[ Bblpe3aTb n BctaButb, Tak 1 nytem
nepemMeleHnAa Mbilln.

« [epecTtaHoBKa (pparMeHTOB C NOMOLLLIO KOMaHA Boeipe3aTb n BctaBuUThb.
1. Boigenutb doparmMeHT.
2. BoinonHutb kKomaHay MpaBka / Bbipe3aTb UK TO Xe Npy MOMOLLM KOHTEKCTHOIO MEHIO.

3. YcTaHOBUTb KypCOp B TO MECTO TeKCTa, Kyaa Heobxoanmo nepeHecTu oparMeHT.
4. BoinonHntb KomaHay MpaBka / BctaBUTb 1K TO XXe Npy NOMOLLM KOHTEKCTHOIO MEHIO.

« lMepecTtaHoBKa hparMeHTOB NMPOCTbIM NepemMeLleHeM.
1. Boiaenutb doparmMeHT.

2. YCTaHOBMB KypCOp Ha BblAENEHHbIN hparMeHT, HaXkaTb NpaByto KnaBuLLy Mbilwn (CeBa OT Kypcopa
NnosIBNSIETCH BEpPTUKANbHasi NYHKTUPHAA YepToYKa).

3. YoepxuBas npaByto Knasuuly, nepemellaTb Mblllb Tak, YTObbl ee ykasaTtenb (BepTukanbHas Yeprta)
coBnan ¢ no3numen BCTaBku pparMeHTa.

4. OTNyCTUTb NPaBYHO KNaBULLY MbILLW.
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KOHTpOJIbHBIE BOTIPOCHI.

o .

1.

[
SRS i

B kakom cny4yae npu BBoAe TeKcTa crieayeT Haxnmarb krnasuwy <ENTER>?
Kak ctaBaTcsa npoberibl OKono 3HakoB npenuHaHus?

. B kKakux cnyyasax ncnonb3yeTtcs 3HaK «Hepa3pblBHbIN Aedounc»?

B kaknx crnyyasax ncrnonb3yeTcs 3HaK «HepaspbiBHbIN Npoben»?

Kak noctaBuTb 3HaK «ANMHHOE TUPE» ?

Kakas cywecTByeT pasHumua npy BBoAe 3HAKOB «4eduUc» U «Tmpe»?

Kakne npasuna cywecTByOT NpU 3aKnioyYeHnn qoparMeHTOB TEKCTa B KaBblYKU

N CKOOKN?
o 8. YTo noHnmaeTcsa nog TEPMUHOM «peaakTUPOBaHUE TEKCTa»?

« 9.

Kakne ocHoBHble cnocobbl pegakTupoBaHua Tekcta npeanaraet WORD?

« 10. Kak ycTaHOBUTbL pexxnm aBToOMaTUYECKOMN NMPoBEPKN opdoorpadum npm
BBOOE?

« 11. Kak ncnpaensitotcs olmnbKM Npu yCTaHOBEHHOM pPeEXNUME aBTOMaTU4YECKOMN
npoBepkn opcorpadpumn?

o 12. [Ing 4ero ucnonb3yoT PyHKUMIO aBTonepeHoca?

« 13. Kak yganutb coparmeHT Tekcra?

« 14. Kak nepemectutb oparMeHT TekcTa?
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