TeKcToBbIN Npoueccop. PeaakTMpPoBaHMe TEKCTOBbIX A OKYMEHTOB

Onepauun pefakTMpoBaHMA (NPaBKM) MO3BONAIOT M3MEHUTb YKe CYLLECTBYIOLWMIN OOKYMEHT
nytem pobaBneHua, U3MEHEHMA WU yAaneHua ero ¢parmeHTOB, NEepPecTaHOBKU 4YacTew
OOKYMEHTa, C/AUAHMA HEeCcKoNbKMX ¢ainnos B oauMH WMAKW, HaobopoT, pa3bueHua eguHoOro
OOKYMEHTa Ha HecKonbko 6Honee menkux. T. e. pefakKTMpoBaHWe — 3TO W3MEHeHue
co0epHaHusa NOKYMEHTa.

BbiaeneHue ¢pparmeHTOB TEKCTa

Bolaenate Heobxogumblie parMeHTbl TEKCTa MOXHO C MOMOLLbIO LWEenyka Mblwn Anbo

npoTArMBaHMEM (HY»KHbI pparmeHT BblAENAETCA LLBETOM).

— BblaeneHue cnosa — ABOMHOWM LWENYOK.

— BbiaeneHue ab3ala — TPOMHOM LLENYOK.

— [poun3BonbHbIM dparmMeHT — npoTArMBaHME WAW codeTaHuAa Knasuw Shift+knasuwm
ynpaB/ieHUA Kypcopom (<— N i«) nnu Shift+ecnomoratenbHble Knasuwu (Home, End).

— BblaeneHue Bcero Tekcta — KombuHauuma Knasuw Ctrl+A van BKnagka naBHaa —
Bbiaenutb — Bbiaenutob Bce.

— HeckonbKo pparmeHTOB — HaKaTb M yaep»KMBaTb Knasuwy Ctrl npu BblaeneHUM MbiLWblO.

KonupoBaHue

1 cnocob
bypep obmeHa — cneunanbHasa 06n1acTb NAaMATM KOMMbIOTEPA, B KOTOPOWM MOFYT XPaHUTbCA
dannbl an nx parmeHTbI.
1. Bblpenutb ¢pparmeHT. NMomectutb pparmeHT B 6ydep obmeHa ogHMM 13 cnocobos:
— Bknagka FnhasHaa — KonuposaTtb.
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2. BcTtaBuTb PpparmeHT 13 bydepa obmeHa ogHMM U3 cnocobos:
— Bknagka FnasHaa — BcTtaBuUTb.
- KomaHpga BcTaBUTb B KOHTEKCTHOM MEHIO.
- CoueTtaHue Knasuuw Ctri+V.

2 cnocob
CKkonupoBaTb @pParmeHT TeKCTa MOXHO C MOMOLLbIO MbIWK, MUHYs bBydep

obmeHa:

HeobxoAMMO BbIAENUTb (GPArMeHT, YyAepXKMBas /IEeBY0 KAasuWy Mbiwn M Knasuwy Ctrl

nepeTawmTb B HY)KHOE MeCTO.

MepemeuieHne

1 cnocob
1. Bblgenutb pparmeHT. MomectuTtb dparmeHT B bydep obmeHa ogHMM M3 cnocobos:
— Bknagka FnasHaa — Bbipe3artb.
— KomaHga Bbipe3aTb B KOHTEKCTHOM MEHIO.
- CoueTtaHue knasuuw Ctrl+ X.
2. BcTtaBuTb pparmeHT 13 bydepa obmeHa ogHMM u3 cnocobos:
— Bknagka FnaBHasa — BctaBuThb.
- KomaHga BcTaBUTb B KOHTEKCTHOM MEHIO.
- CoueTtaHue Knasuuw Ctrl+V.

2 cnocob
MepemecTUTb ¢parMeHT TeKCTa MOXHO C MOMOLLbIO MbIK, MUHYS Bydep

obmeHa:

HeobXxoAMMO BblAeNUTb GPArmMeHT, YAEPKUBaAsA NEBYIO KNaBULY MbILLIM MEPEMECTUTb B HY}KHOE

MecCTO.

MposepkKa npaBonucaHuA

Mpu BBOAE TEKCTa TEKCTOBbIA Mpoueccop O6bIMHO aBTOMATUYECKM NPOBOAUT MNPOBEPKY

npaBonucaHus (opdorpadum 1 rpammaTmKim).

MpoBepka opdorpadun BeaeTca NyTEM CPaBHEHUA CNOB B AOOKYMEHTE CO C/0BamM,

MMELWMMUCA B C/I0BApPAX TEKCTOBOro npoueccopa. Taknmm o6pa30M, d)aI-(TW-leCI-(aﬂ oneyvyaTtKa

nnun owmnbKa moryT 6bITb NPONYLLEHbI, EC/IN TAaKOE C/IOBO MMeeTCs B cnoBapax. Hanpumep, ecan

BMECTO C/N0Ba «/1ec» byaeT HanucaHo «JMC», TEKCTOBbIA MPOLLECCOP HEe OMnpeaesnnT 3TO Kak

owmnbKy. C apyron CTOPOHbI, MPaBU/bHO HAaNUCaHHbIE C0BA, OTCYTCTBYOWME B ChoBapAx, byayT

onpeneneHbl Kak OLLIVI60'-leIe, 06bI4YHO 3TO KacaeTcs cneynanbHbIX TEPMUHOB U UMEH.

Hacmpolika napamempos npoeepKu npasonucaHus:
1. KHonka Office — Mapametpbl Word.
2. B gmanorosom okHe Mapametpbl Word BbiGpaTh KaTeroputo NMpasonucaHue.
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MapameTpbl ABETOZaMEHB

HacTpoiika McnNpaeneHna M @OoPMaTMPOBaHWA TeKCTa Ny BEcAe: | MapameTpel aETO3AMEHEL...

Mpw ncnpasnesnn opdorpadun B nporpammax Microsoft Office

MponyckaTe C10Ba W3 NPOMNWCHEIX BYKE
MponyckaTe CI0Ea ¢ Wb pamm

MponyckaTe aapeca MHTEPHETE M MMEHE DEIN0E
[¥] Nomeuyate noeTopawwmecs cnosa

[¥] Hemewkuii: npUMEHATE HOBEIE NPABMNA

[] Mpegnarats ToAsko W3 OCHOBHOrD COBAPA

’ ECI‘IOMOI’ETE}'IbeIE CNoBapPH...

Mpwu KCNpasneHwy npasonKcaiia 8 Word

EI ABTOMETUYECKH NPOEEPATE Opdorpaduo
Mcnonk30EaTe KOHTRKCTHYR NPOERPKY opdorpadum
ABTOMaTHHECKW NPOBEPATE FRAMMATHEY

Takxe npoeepaTe opdorpadgun

D CTATHUCTHEE YA0604MTAEMOCTH

Hagop npaewn: | na genoBoil nepenuckn IZI
MNoETopHaa NpoEepKa

Wownrouenna gns daina: h—!ﬂ waénoH.doc IZI

D CepbiTe opdorpadrdeckne oWWBEN TOABKD B 3TOM AOKYMEHTE

[[] Ckpeite rpammaTiueckie OWWBKN TOABKD B 3TOM 4OKYMEHTE

[ OK ] I OTmeHa

Mpu BBOAE TEKCTa B AOKYMEHTE KPaCHOW BOJHUCTON NIMHWEN MNOAYEPKUBAIOTCA C/0OBa, B
KOTOpbIX ecTb opdorpaduyeckme owMbKK, a TakkKe NOBTOP OAHOIO U TOrO e CN0Ba. 3e/eHou
BO/IHUCTOM NMHUEN NOAYEPKHYTbI CNOBa MPE/IOXKEHMA, B KOTOPbIX €CTb rpammaTUyeckne u

cTtuancTtnyeckme OLIJVI6KVI, a TaK¥Xe oWnbKn B paCCTaHOBKe 3HAaKOB NpennHaHunA.

lMpoeepka npasonucaHus npu 6eode mekcma:

LLlenKHyTb NpaBOM KHOMKOM MbIWM NO MOAYEPKHYTOMY C/IOBY, B KOHTEKCTHOM MeHio bygpet

OnucaHa BbiABNEHHAA OWMOKa UM MOXKET ObITb npeanoxeH BapnaHT ee ncnpaBaeHuA.
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lMpoeepka npasonucaHus 6o ecem AOKyMeHme:

1. YcTaHOBWUTb KypCOp B Ha4ano TeKCTa MM BblAennTb GparmeHT, NPaBUIbHOCTb HAaNMCAHUA

KOTOPOro HYXXHO NPOBEPUTD.
BbibpaTb KomaHay MpaBonucaHue BKkNaaKkn PeueHsupoBaHue.
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MoABNTLCA OKHO MPOBEPKU NPaBONUCAHUA.
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Mpasonucanue: Pycckuit (Poccua)
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B BepxHeW YyacTu OKHa oTobparkaeTcAa ¢parmeHT TEKCTA C OLWMOKOM, B HUMKHEW YacTU OKHa

BAapMaHTbl UCMPaBAEHUs AAHHOM OWWMOKU. ECIM B HUMKHEN YacTU OKHa HeT NpaBW/bHbIX
BAPMAHTOB HaMWCaHMA CNOBA WM KOHKPETHOM rpamMmMaTMYecKoW peKoMeHZauuu, TO
OWMOBKY cneanyeT UCNPaBAATb CAMOCTOATENIbHO B BEPXHEM YacTM OKHA, NOC/Ie YEro HaxKaTb
KHOMKY 3ameHuTb (U3meHUTb).

Cpep,CTBa NMOUCKA N 3aMEHbI

Mpu paboTe C ANNHHBLIMM AOKYMEHTAMW MHOTAA MPUXOAUTCA BHOCUTL B HUX MOBTOpAOLLMECA

N3MEHEHNA. Cpe,ﬂ,CTBa NMOMCKA M 3aMeHbl NO3BONAKT HANTU B TEKCTe (bpaI'MeHT N 3aMEHUTb

YKa3aHHYI0 CTPOKY HOBbIM TEKCTOM. TeKCTOBble MPOLECCOp MO3BOAAET UCKaTb KaK C/oBa M

CNI0BOCOYETAHMA, TaK U CNeumanbHble CMMBO/IbI, @ TaKXKe dopmaTnpoBaHue. Hanpumep, MOXKHO

HaMTWN B TEKCTE BCE YNCNa MU BCe Cnos.a, BbliaeneHHblE CUHAM LUBETOM.
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3.

#3 Haitty -
a
Sag JAMEHWTD

BsecTut TekcT 8 nosne HaitTn nossuBLueroca okHa. MoMCK HaUMHAETCA NOCNE | g -

Bknagka MasHasa — rpynna komaHz PegaktuposaHue — Hantu.

wen4yka no KHonke Haitun Aanee. PenakTMpoBaHKHe

Ona 3ameHbl HAMAEHHOro TEKCTa MCMNO/b3YIOT BKAAAKY 3ameHUTb. CreayeT BBECTU TEKCT B
nona Hantu 1 3ameHuUTb Ha.

Mpun wenyke no KHonke Hautm pganee pasbiCKMBAETCA o4YepeaHoe MeCTO, rae 3afaHHas
CTPOKA BCTpeYaeTCcAa B 4OKYMEHTe, a 3aTeM NpU LeaYKe No KHONKe 3aMeHUTb BbINOHAETCA
3ameHa (ecnmn oHa Heobxoamma). Ecnm 3apaHee M3BECTHO, YTO 3aMeHy caeayeT NPoU3BecTm
Nno BCEMY AOKYMEHTY U BO BCEX C/IYy4aAAX, MOXKHO Cpa3y WEeNKHYTb Ha KHOMKe 3ameHUTb BCce.
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Ha#Tn: Kapenus |Z|

3ameHuTe Ha: | Pecnyfnuka Kapenus) |Z|
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MapaMeTpLI NoucKa

Hanpaenenwe: |Besge |z|

[T] yuuTeisaTs pErucTp [T] yumreiBaTe npeduke

[] Toneko cnoso uenukom [C] ywreisats cyddmsc

[T NogcTaHoBouHEIR 3HaKM

[T MpoumsHocuTes kak [T] He yumTEIBaTE SHaKkM NpenUHaHIa

[T Bee cnosodopms: [] He yumTeiBaTE NpoBens!
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HeneuyaTaemble 3HaKu

Mommmo 6azoBoro cogepxmmoro, AokymeHT Word coaepuUT CMMBO/IbI, KOTOpble B 06bIMHOM
pexunme He oTOOparkaloTCA Ha IKPaHe, OHU Ha3bIBAlOTCA HenevyaTaemble 3HakU. C MX NOMOLLbIO
MOXHO onpeaennTe, rae NOCTaBMAM ABa npobena mexay cAoBamu AN NNLLIHUIA KOHel, ab3aua.
Bkntountb oTobparkeHMe HenevyaTaemblX 3HAKOB MOYKHO Ha BKNagKe MnaBHas B rpynne KOMaHA
Ab63au,
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Ecnue AOKYMEHTE BKJTIOHEH PEXUM OT06pa)KeHVIF| Hene4yaTtaeMblX 3HaKoB, OH 6yp,eT BbIMMAAEeTb Tak:

@ lopoaTleTposaBoack- —-cronvua-pecnybamen- Kapenma.y

D

Wcropwa-TleTpo3aBoacka-Havyanach C-yKasa 'HETDI‘IOBEHEBLLIEI’O' ~-B-1703- I'O,.EI,@IOCTDOMTI:-' ‘B-3THX-
Kpaax-opy:KelHbli--3aBoa.-[leTpo3aBoACK- HOCUT-CTaTyC- MCTOpKUYeckoro-ropoaa.

OCcHOBHbIe Heneyataemble 3HaKU

Heneuataembiit
HasBaHue KaKoe couyeTtaHue KnaBuLl HaXKaTb ANA BBOAA
CMMBON
Mpoben HakaTb npoben

° Hepa3pbiBHbii npoben | Ctrl+ Shift+npoben

q KoHel, ab3aua HakaTb Enter

. Pa3spbiB CTpOKM CouetaHue Shift+Enter

o AvenKa TabaMUpbI ABTOMATUYECKM NOABNAETCA B KaXKA0MN siuelike
- Cumson Tabynauun HaxkaTb Tab




PepaKkTupoBaHue TeKCTa, CKONMMPOBAHHOIO UM CKAYaHHOrO U3 MHTEpPHeTa

TeKCT, CKOMMPOBAHHbIA M3 MHTEpPHEeTa, MOXEeT COoAep’KaTb HepaspbiBHble nNpobenbl BMeCTo
npob6enos, CMMBO/bI Pa3pbiBa CTPOKM BMECTO CMMBO/IOB KOHUA ab3aua, 4yto npuvsBoau K
noasneHunio 601bWKnX Npobenos mexay c10Bamu.

[na ypaneHua nuwHux npobenos cnegyet UCNonb3oBaTb KOMaHAy HauTu U 3ameHuUTDb:

1. B cTpoke Haith noctasuTb ABa Npobena, B CTPOKe 3aMEHUTb — OAMH.

2. HakaTb KHOMKY 3ameHUTb BCe.
MNepepn Bamn NOABUTCA OKHO C yBeAOMIEHMEM O TOM, CKOJIbKO NPOrpamMmma ocyLLecTBu/Ia 3aMeH.
Echn mexpay HeKOTOpbiIMM cOBamMM ycTaHOBNeHO 6onee aAByx npobenos, nosTopute 3Ty
onepauuio 40 Tex nop, NoKa He yBuAUTe caegytollee AManoroBoe OKHO:

Microsoft Office Word [

MpunoseHke Word 3aBEpLUIMNG NOMCK AOKYMEHTAE, TPOMSBEIEHD 3aMeH: 0,

Ona 3ameHbl HepaspbiBHbIX MNpobesioB Ha 06OblYHble npobenbl cnedyeT MCNOAb30BaTb
KomaHay Haiitm u 3ameHuUTb:

1. MocTaBuTb Kypcop B CTpoKy Hantu.

2. LLenkHyTb No KHonke bonble, 4yTo6bl 0TO6PA3UTL AONONHUTENIbHbIE NAPAMETPbI.

3. LenkHyTb No KHonke CneuuanbHbIi, B NOABMBLLUEMCA CNUCKe BblbpaTb Hepa3pbiBHbIN

npoben.
Ha#mi 1 samMeHnTs [ ? ﬁ_J
3aMeHUTE | DepeiTn
HaitTu: IZ|
3Hak ab3aua
3nak TaBynaumm
SaMEHNTE Ha: 3HBK KpbILLIKK |Z|

§ Koney pasaena

T Koney abzaua

Copepxmoe Bydepa obmena : Eaisa

MapaMeTpil NOMCKE
EESFI bBIB KONOHKW

HanpasneHwe: JnunHoe Tupe
YUMTHIBETL [T] yuuTeiBaTE Npeduke
0 o Pazpeie cTpoKN 0 ped

[[] Tonbko cnosd K [ yauroisats cydee

— Wekombii Texct

|| MogcraHosoy

[T NpousrocsTes Pazpeis cTpokn ] He yunTLIEaTE 3HaKM NPErMHaHUS
[ Bce cnosodop PaspelE CTpaHNLEl ] He yumTeiEaTE Npofens!

Hepaspeiedelid aeduic
HepaspeieHelid npoten

3aMEHUTE Markuii nepenoc
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4. B cTpoke 3ameHuUTb HabpaTb oanH npoben.
5. HakaTb KHOMKY 3ameHuUTb BCe.

[Ona 3ameHbl cumBona PaspbiB cTpoKM Ha cumson KoHey ab3aua crnegyetr ucnonb3oBaTb
KomaHay Haiitm n 3ameHuThb:

1. MocTaBuTb Kypcop B CTpoKy Hantu.

2. LWenkHyTb No KHoNKe bonble, 4To6bl 0TO6PA3UTL AONONHUTEIbHBIE NAPaMETPbI.
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ABTO3ameHa

LLlenkHyTb No KHonKe CnewuanbHbIN, B NOSIBUBLUEMCA CMMCKe BbiOpaTh Pa3pbiB CTPOKM.
MocTaBnUTb KYpCcop B CTPOKY 3aMeHUTb.
LLlenkHYTb No KHonke CneuunanbHbIi, B NOSBUBLUEMCA CNUCKe BbIOpaTb 3HaK ab3aua.
HaxaTb KHOMKY 3ameHUTb BCe.

ABTO3aMeHa CNYXUT ANA aBTOMATMUYECKOro UcnpaBaeHUA oneyaTok. Kpome TOro, aBTo3ameHy

MOXHO MCNOb30BaTb A BbICTPOro BBOAA KaKMX-HNMOYAb CNOB U NPeaNoXKeHUN.

AobasneHue HOB020 31eMeHMA A8MO3aMeHbI:

1. KHonKa Office — MapameTtpbl Word.

2. B auanorosom okHe Mapametpbl Word Bbibpatb KaTteropuio lNMpaBonucaHue — KHOMKY

.

MpaBonucaHue.
3. B OTKpbIBWEMCA OKHE 3an0J/IHUTb NOoAA.
ApTosamena: Pyccrmid (Poccus) @Iéj
ABTO3aMEHS | ABTO3AMEHE MATEMATHHYECKMMM CUMBONZMA I AgTothopMaT NpW BEOAE | AgTodopMaT | CMapT-Teru |
[¥] NokasaTe kHOMKIM BOSMOXHOCTEM ABTO3AMEHK!
El Wenpaenate Be MPomucHble BYKBL! B HAYane cnosa
[T AenaTs nepesie GyKes! Npeano#eHUi NPOMMCHLIMA
[T AenaTs nepewie Ayxkes! gueex Tafinuu NPoMMCHLIMK
[¥] Mucath HassaHua aHel c npormcHol Bykek
m YCTPaHATL NOCASACTENA CNYYERHOro HaaTa cAPS LOCK
[ VicnpasnaTes packnanky knasuaTypel
[¥] 3amenaTe npu ss0ne
3aMEHUTD: Hat (@ ofbidHEN TekoT (HOPMETHPOBAHHEIR TERCT
CEErAa BCErAa -
CBiD CBOA
CEARMIA BCAKMIA
CeroasH CEroaHA
CEroHAA CEroaHA
cefadc cefi4ac
MaesT CHAETH -
[¥] ABTOMaTMYECHM MCNpaBNATE opdorpadmyeckie ownbi
QK ] [ OTMeHa
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Ucnonb3oBaHne CUHOHMMOB

CUHOHMMBI — 61K3KKMe No CMbIC/y, HO pa3/indHble No 3By4aHUIO U HAaNNCaHUIO CNOBa.

— LenkHyTb MO cNoBy NPaBOM KHOMKOW MbIWKM MU B KOHTEKCTHOM MEHI0 BblbpaTb KOmaHay

CUHOHMMBI.



KomaHaal

d g

EE ]

[, Beaswte

A WpudT..

ﬁ ABzad..

= | Mapkepsl 3
i=  Hymepauua »

% TMnepcceinga...

ﬁi Nowck..,
CHHOHWUME b pacnopsaxeHne
Mepesog L NpUEa3aHHE
Cruam » npukas

BENEHKME [ycTap.)
NOEENEHNE

KOMaHAHEIA

Q’.i Tezaypyc...

— Bblgenutb cnoBo M Ha BKAagke PeueHsupoBaHue B rpynne [pasBonucaHue BbibpaTb
KomaHay Tesaypyc.
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