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OOLwue cBegeHuns o
cbopmaTnpoBaHun

PopmaTnpoBaHue TeKCTa - npoLecc ero ooopMIeHus.
OcHoBHas uenb dopmMmaTMpoBaHUA - caenaTtb BOCMPUATHE
rOTOBOro AOKYMEHTa NMPOCTbIM N NPUATHLIM NS YuTaTens.

CnocoObl hbopmaTUpoBaHusA

[Tpssmoe doopmatupoBaHme CtuneBoe doopmatnpoBaHume

[Mpon3BoOnbHbIE
CUMBOJIbHbIE CTPYKTYpPHbIE 3NIEMEHTHI
doparMeHTbI (cumBonbi, (3aronoBkn, OCHOBHOW TEKCT,
CroBa, CTPOKW, npvMepbl)
npeanoXxeHus)
n absaubl




PopmaTupoBaHme CUMBOJIOB

CumMBoON — MMHMMarbHas Fpa(bI/ILIGCKaFI enHLUa TEKCTA.

CBoucTBa cMMBOnna
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CUMBOJIOB

CcCnMmBOIJia

A0 BEPXHETIO HapctpoyHoe (X3)

Kpasa camoun
BbICOKOW MoacTpoyHoe (Xz)
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dopmaTupoBaHue ab3aueB

AO3aL - 9TO YacTb OOKYMEeHTa Mexgy OByMA COCeEOAHUMU
HeneyaTtaemMbiMU ynpasBnaoLWMMmM CUMBOS1aMM KOHLLA ab3aua.
I'IpOLl,eCC BBOAA ab3aua 3akaH4YMBaAETCH HaXXaTUeM KnasuLLN
Enter.

CBoucTBa ab3aua

- BbipaBHuBaHue

el OTCTYN NEPBON CTPOKU

sl MeEXOYCTPOYHBLIV MHTEpPBAT

< OrTcTynbl criesa v cripaBa

e gl VIHTEPBanbI nepen n nocne




dopmaTupoBaHue ab3aueB

OKHO yCTaHOBKW 3Ha4YeHMIN cBONCTB ab3aua B Open Office.org Writer.

= :

i | Tabynauma | Bykeuua | ObpamneHue | DoH
Orcrynbl M MHTEpPBanbI | BelpasHuBaHme | MonoxeHue Ha CTpaHMLEe | CTpykTypa U HymMepauma

Otcryn

Cnesa 'b,UUCM i}_]{

Cnpasa 0,00cm E: '

Mepeas cTpoka :U,UUCM E' S

ABTOMATHHECKM ]

R

MHTepean

Mepea absauem 0,00cm E}}

Mocne absaya 10,00cm @i

Mex cTpOYHBIA MHTEpBAN

|0AMHaprlﬁ E pazmep: ‘:}

Mpueoaka
AKTUEMPOBaTE
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dopmaTupoBaHue ab3aueB

OKHO yCcTaHOBKWM 3Ha4YeHM cBONCTB ab3aua B Microsoft Word.

OTcTynbl M MHTEPBaNbI | MonoXeHUe Ha CTpaHUUe

Obwwme
BolpasHuBaHue: Mo nesoMy Kpato v | YposeHb: ‘ OCHOBHOI TEKCT | ¥
Hanpasnenue: () cnpasa Haneso @ cnesa Hanpaso
OT1cTyn
. |~
nepea: Ocm = nepsag CTPOKa:  Ha:
nocae: oo |3 (ver) v 4
WHTepsan
: o LAl -
NEPCA: Ont =2 MEXAYCTPOYHBIA:  3HAYEHMe:
- |
nocne: onT = OavHapHbIit | ¥ =

[ | He nofaBnaTe HTEepsan Mexay ab3aLamMm 0AHOMO CTUNS

Obpaszeu

OO0pazcy vexera Ofpascy vexsya Ofpasey vexera Ofpasey vexera O0pasey vexeva Ofpasey rexcya Ofpaxey
TexeTa Ofpasey vexera Ofpasey rexers OCpasey vexeva Ofpasey vexeva Ofpasey vexera Ofpasey Texera
Ofpazcy vexera Ofpascy vexera Ofpascy TexeTa 3
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dopmaTupoBaHue adb3aLeB

BbipaBHMBaHuMe ab3aua - pacnonoxeHue absala oTHOCUTENBHO
BOKOBbIX rpaHuUL, CTPaHWULbI.

o NeBoMy Kpato

Mo LUeHTpy

Mo NpaBoOMY Kpato

no wunpunHe

Koraa TeKCT BIPOBHEH MO NEBOMY Kpato, Nesas rpaHuua absaua
oGpa3syeT npsAmMyo nNnHMI0. Mpn 3TOM BCe CTPOKN MMEIKOT OUHAKOBbIE
OTCTYMbl OT NEBOr0 Kpasi cTpaHuLbl. [laHHbI ab3al, BbIPOBHEH MO
NeBoMY Kpalto.

BbIpOBHEHHbIN MO LIEHTPY, UMW LEHTPUPOBAHHbIN TEKCT,
pacnonaraetcs Tak: ¢ 06enx CTOPOH KaXkaoWm CTPOKM LLUMPUHA
cBoboaHOro npocTpaHcTBa ognMHakoBa. C 00eunx CTOpPoH kpasi ab3aua
nony4arTcs HepoBHbIMW. [laHHbI ab3aL, BbIPOBHEH MO LIEHTPY.

Koraa TeKkCT BbIPOBHEH MO NpaBoOMYy Kpato, npaBas rpaHuLa ab3aua
obpasyeT npsamyo nNuHM0. Kaxxaasa ctpoka ab3aua 3akaHYMBaeTCcs Ha
OJHOM U1 TOM K€ PacCTOSIHMM OT NPAaBOro Kpasi CTpaHuLbl. [JaHHbIN
ab3aL, BbIPOBHEH MO NpaBoMY Kpato.

Y TeKkcTa, BbIPOBHEHHOrO MO LUMPMHE, NeBasi U npaBas rpaHuLbI
obpasytoT npsamble nuHUK. [lpyn 3TOM nocnegHsisi cTpoka ab3aua
BedeT cebsa Tak, Kak Npu BbIpaBHMBaAHUN NO NEBOMY Kpato. [JaHHbIN
ab3aLl, BbIPOBHEH MO LUNPUHE.




dopmaTupoBaHue adb3aLeB

OTcTynbl crieBa M cnpaBa — PacCToOsHUE OT Kpasi CTpaHuLbI
00 NeBOW (1, COOTBETCTBEHHO, MpaBou) rpaHunLbl ab3aua.

be3 oTrcTtyna

C nomoLLblo pasHom
BENNYMHbI OTCTYNOB
crneBa u crpaea 4acTto
pasnuyatoT
doyHKUMOHAsbHbIE
ab3aubl TekcTa.

C otcTtynom cneBa

C nomoLbto
pa3HoON BENNYUHBI
OTCTYIMOB CrieBa n
crnpaBsa 4acTo
pasnuyaot
doyHKUMOHAsbHbIE
ab3aubl TekcTa.

C otcTtynom cnpaBa

C nomoubto
pa3HON BENNYUHBI
OTCTYIMOB CrieBa n
crnpaBsa 4acTo
pasnuyaoT
doyHKUMOHAsbHbIE
ab3aubl TekcTa.

[TpMepbl OTCTYNOB TEKCTA.



dopmaTupoBaHue ab3aueB

OTcTyn nepBOM CTPOKU — OTCTYN nepen absauem,

KpacHas CTpoKa.

be3 oTcTtyna C otcTtynom

C BbiCcTynom

[Mepen Bamu npumep Mepen BaMM

Tekcta 6e3 oTcTyna. npumep  TeKcTa
oTcTynom 1 cwm.

C

[Mepen Bamn npumep
TeKCTa C BbICTYMNOM
1,25 cMm.

[TpMepbl OTCTYNOB NEPBON CTPOKN.



dopmaTupoBaHue adb3aLeB

UHTepBanbl nepen 1 nocre 3a4akoT pacCTosaHUE Mexay
cocegHUMU ab3auamu CBeEpPXY N CHN3Y.

MeXAaycTpouHbIN MHTepBan onpeaenseT paccTostHue MeXxay
coceHMMK CTPOKamu BHYyTpuK ab3aLa.

OanHapHbIN NMonyTopHbIN OBonHoOM
[lepen Bamu npumep [epen Bamu npumep  [epen Bamu npumep
TeKcTa C OgMHaPHbIM

TEeKcTa C NosflyTOPHbIM g
MEXOYCTPOYHbLIM TEeKcTa C ABOMNHbIM
NHTEpPBAiOM. MEXOYCTPOYHbLIM
MEXOYCTPO4YHbLIM
NHTEpPBAioM. HAYCETP

UHTEPBAJ1IOM.

[Mprmepbl MEXOYCTPOYHbIX UHTEPBAIIOB E

Oidiadediaaied 6aénoa.swf



CtuneBoe chopmaTupoBaHue

[TPUMEHSIIOT K CTPYKTYPHbBIM 3NIEMEHTaM, HECYLLUM OAIHY U Ty Xe

JOYHKUMOHANbHYO Harpysky.
HasHauaeTtca onpenenéHHbin CTUnb chopMmaTupoBaHusa - HAbop

napamMmeTpoB opMaTUPOBaHUS (LULPUMPT, ero HavepTaHUe 1 pasmep,
OTCTYN NepPBOWU CTPOKN, MEXAYCTPOYHbIN MHTEpBan).

NMpenmyuwecTBa ctunesoro dopmMmaTupoBaHUs

9KOHOMMUT BpEMS —
NPUMEHUTb
CTUIb Kak Habop
napameTpoB
doopmaTnpoBaHus
3HAYUTENBLHO
bbicTpee, Yem
3agaBaTtb
COOTBETCTBYHOLLNE
napameTpbl
OOVH 3a Apyrum

obecnevnBaet
eanHoobpasue
B 0COOpMNeHnmn
TEKCTOBOIO
OOKYMEHTa;
NPUMeEHEHNE
onpegeneHHoro
CTUNSA BHOCUT CTPOroCTb
B 0popMIieHne
OOKYyMeHTa

No3BOSIsAET
ObICTPO N3MEHUTL
BUA OTAENbHbIX
9fIEMEHTOB BO
BCEM
OOKYMEHTE —
OOCTaTO4YHO BHECTHU
N3MEHEHUS B CTUMD,
N opopmMrieHne
OyneT naMeHeHo
BO BCEM OOKYMEHTE




CtuneBoe chopmaTupoBaHue

[TPUMEHSIIOT K CTPYKTYPHbBIM 3NIEMEHTaM, HECYLLUM OAIHY U Ty Xe

JOYHKUMOHANbHYO Harpysky.
HasHauaeTtca onpenenéHHbin CTUnb chopMmaTupoBaHusa - HAbop

napamMmeTpoB opMaTUPOBaHUS (LULPUMPT, ero HavepTaHUe 1 pasmep,
OTCTYN NepPBOWU CTPOKN, MEXAYCTPOYHbIN MHTEpBan).

Ctunu B MS Word

Noe&e 8 MS WORD. swf

LLIaBnoHbl B MS Word

Pa&élita MS WORD.swf




PopmaTupoBaHue cTpaHuL
AOKYMEHTOB

[Tpn 0dbopMIIEHNN TEKCTOBOIO AOKYMEHTa,
npegHasHa4YeHHoro A4 nedaTu, ocoboe BHUMaHWe criegyet
yOernnTb ero pacnosfioXeHuo Ha nuctax dymarm.

MapameTpbl cTpaHUUbI
o IR <

KHuxHas

AnbOomMHas
. Homepa
BepxHee P
CTpaHuL

- T

HwxHee KonoHTutynol

JleBoe




PopmaTupoBaHue cTpaHuL

OOKYMEHTOB

p

Crunb cTpauust: OBbiuHs!
h KonoHku CHocka
¥npasnexHue | Crpannua | MoH I BepxHuid KOAOHTMTYA | HUXHMIA KOAOHTHTYA | OfpamneHue
Dopmat Bymaru
WwpuHa % 21,00cm [_%d\
- —
BeicoTa {29,?0':»1 @
OpueHTauma @ KHuxHas
) AnbbomHasn Moaaya Bymaru |[I/I3 HacTpOeK NpUHTEpa] Iz”
Mona Hactpoikn pasmeTkm
Cnesa 2,00cm E}: PasmeTka cTpaHuup |CnpaBa W CNeBa Iz”
Cnpasa Z,U[lcwl E}_}i Dopmar Il, FI R IE”
Ceepxy 2,00cm [j! Mpueoaxa
Crsy 2,00cm {gi CTune coblAkM -
| -]
[ QK ] [ OTmeHa l ’ Cnpaska ] [ Eoccraﬂoswrb]

OkHo BbI6Opa napameTpoB cTpaHuLbl B Open Office.org Writer



PopmaTupoBaHue cTpaHuL
AOKYMEHTOB

' Mapametpel cTpaxHnub!
Mona | Pasmep Bymaru I WcTourmk bymarn I
Mons
e [
BepxHee: |2M 2| Hiokree: ’331 H'
Nesoe: :_2 ™ 1—& Mpasoe: 1M H
MepenneT: ,0 ™ LE& Monoxenue nepenneta: |[Cnesa
OpueHTaumsa
KHIDKHasA anbbomHan
CTpaHuupl
HECKONBKO CTPaHMLL !OsbIHHblﬁ v
QObpaseu
nDMMEHMTQ: ——
LKO BCEMY AOKYMEHTY I : I e

OkHo BbIOOpa NapameTpoB cTpaHuLbl B Microsoft Word




CoxpaHeHue OOKYyMeHTa B
pa3fINYHbIX TEKCTOBbIX (hopmMaTax

[lpn coxpaHeHun TEKCTOBOro AOKYMeHTa B dhausie Ha
BHELLUHEM HOCUTENE COXPaHSETCsl COOCTBEHHO TEKCT U
KOMaHAbl ero dfpopmMmaTtmpoBaHus.

dopmaTtbl TEKCTOBbIX hannoB

coxpaHsieT TekcT 6e3 dhopmaTUpoBaHus

CcoOCTBEHHbLIN hopmaT AOKYMEHTOB Microsoft Word

cobcTBEHHbIN hopmaT oKyMeHTOB OpenOffice.org Writer

YHMBepcarbHbIM doopmar

dopmaT ansa xpaHeHmsa Web-cTpaHuy

dopmaT Ans npeacTaBreHns B aNeKTPOHHOM Bue
nevyaTHbIX JOKYMEHTOB




Camoe rmaBHoe

dopmamuposaHue mekcma - nNPoLecc ero opopmreHus;
BOCMNPUATNE OOKYMEHTA CTAHOBUTCS Bornee NpocTbIM 3a CHET
BblYNIEHEHUA N OANHAKOBOIro 0opMIIEHNS OAHOTUMHBIX CTPYKTYPHbIX
9N1eMeHTOB TekcTa. Pasnunyator :
* IpsiMoe ghopmMamuposaHue;
e cmursiegoe gpopmMamupoesaHue.

dopmamuposaHue cuMe0Js108 - U3BMEHEHNE 3HAYEHNIN CBOUCTB
BBeEHHbIX CUMBOJIOB: LUpUJITa, pasMepa, HadepTaHus, UBeta n T. A.

dopmamupoesaHue ab3auya - U3SMEHEHNE TaKNUX CBOUCTB, KakK
BblpaBHUBaAHME, OTCTYMN NEPBON CTPOKU, MEXOYCTPOYHbIN MHTEPBATT,
OTCTYMbI CfiEBa M cripaBa, UHTepBarbl Nepeq v nocrie n ap.

OCHOBHbIMW Mapamempamu cmpaHuybl OOKYMeHma aBnsoTcs
pa3mep bymaru, opneHTauus CTpaHuubl U pa3mMmep Mnosien.

Haunbonee pacnpocTpaHeHbl cnegyowue gopmatbl pannos, B
KOTORbLIX COXPaHAKT TEKCTOBbIE AOKYMEHTbI: TXT, DOC, ODT, RTF, HTML,




Bonpocbl n 3agaHun

1. YTo NnoHMMaeTca nog doopmaTupoBaHUEM TeKCTa?

2. B yem ocHoBHag uernb popmaTpoBaHUA?

3. HUTO MOXXHO N3MEHATL B npoLecce opmMaTnpoBaHnS

CMMBOOB?

4. Y10 MOXXHO M3MEHATL B npouecce dopmMaTnpoBaHUA
ab3aueB?

5. Kakne npenmyllectsa obecneymBaeT cTUNeBoe

dD(IJ_[i)MaTI/IpOBaHI/Ie?
6. [lepeuncnute oCHOBHble NAapaMeTpbl CTpaHULbl JOKYMEHTA,

BbIBOAWUMOIO Ha neyarb.

7. Nepeuncnute Hanbonee pacnpocTpaHEHHbIE doopMaThbl
drannos, B KOTOPbIX COXPaHSAOT TEKCTOBbIE OOKYMEHTHI.




Bonpocbl u 3agaHus

8 (Ne 192). OnpegenuTe, K Kakon rpynre 4eNCTBUNA OTHOCSTCS
criegyowine oencTeus.

3ameHa oHOro cumMBosa Ha apyrow

BcTaBka nponyLieHHoro crosa

N3meHeHue wpndra

YoaneHue pparMeHTa TekcTta

BbipaBHMBaHWE TEKCTA MO LUNPUHE

[MpoBepka npaBonnucaHus
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Bonpocbl u 3agaHus

9 (Ne 194). OnpegenuTe, K Kakon rpyrrne OTHOCATCS
clreayolme CBOUCTBA.

BbipaBHMBaHue

NHTepBan nocne

OTCTYyn NepBomn CTPOKK

HauepTtaHue

LiBeT

MeXxayCTpoyHbIN MHTepBar

OTcTyn cne.a
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OTctyn nepen

Pasmep (kernb) wpudta

OTcTyn cnpaea
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Bonpocbl n 3agaHus

10 (Ne 199). BbibepuTe (0OTMETbLTE rafrioukon) napameTpebl,
yCcTaHaBnMBaeMmble Npu 3agaHnum napamMeTpoB CTPaHULbI:

opueHTaLms

CTUIb

pasmep wpudrta

pasmep bymaru

HOMepa CTpaHuL

Nnors4

MEXOYCTPOYHbIE UHTEPBAllbI

OTCTYnb!

BblpaBHMBaHME ab3auen

HayepTaHue




Bonpocbl n 3agaHus

11 (Ne 200). BeibepuTte (oTmMeTLTE ranoudkomn) doopmatsl
TEKCTOBbIX (pannos.:




OnopHbIN KOHCNEKT

dopmaTupoBaHUe TeKCTa — MPOLIECC ero 0POPMIEHUS.

[Mpamoe
o 7 M

CTvmeBoe

NMapameTpbl
CTpaHM1UbI

BblipaBHUBaHMe
OTcTyn nepsou
CTPOKM

DopMaTUPOBaAHU

OTcTyn cnesa
OTcTyn cnpaea

Pa3smep 6ymaru
OpueHTauus
CTpaHuLbl

e [
dopmaTbl TEKCTOBbIX hannos
Y

\{ \ 4 \ 4 \ 4 \ 4 \/

NHTepBan nocrne




[lomalluHee 3agaHue

§4.3,
Ne 195, 3agaHusa 13 npe3eHTauum




