Mmaea 5

COBPEMEHHbIE TEXHOJIOI'NUA
CO3AOAHUA U OBPABOTKMU
MHOPOPMALIMOHHbIX OBBEKTOB

TpaguIIMOHHO TOHSATHE <«TEeXHOJIOTUSA» TPaKTyeTcsI KaK COBOKYII-
HOCTH METOMOB ¥ MHCTPYMEHTOB AJIS MOCTU;KEHUS KeIaeMOro Pe3ysb-
TaTa B HEKOTOPOM 00JacTU UYeIOBEeYEeCKOM IeATeJbHOCTH.

MHdopmauyroHHble TexHonormm (UT) — 3TO COBOKYNMHOCTb METOO0B, Mpo-
M3BOACTBEHHbIX MPOLECCOB, MPOrPaMMHO-TEXHUYECKUX W JIMHIBUCTUYE-
CKMX CpencTtB, 0ObeAMHEHHbLIX C Lenbio cbopa, o0O6paboTkm, XpaHeHus,
pacnpocTpaHeHusi, OTOBPaxXeHUss N MCNOMb30BaHUS MHDOpMaUUKn, npea-
CTaBJIEHHOW B UndpPoBON dopme.

CUHOHMMOM 35TOTO IOHATUA B PYCCKOM $3BIKE BBICTYIIAET IIOHATUE
«MH(POPMAIITMOHHO-KOMMYHUKAIIMOHHbIe TexHosoruu» (UKT). Mcoonab-
3yeMble aHTJI0A3bIYHBIE ab0peBmarypbsr — IT, ICT.

B orsmume OT TEXHOJIOTMI «MaTepPHAJNBHBIX» M HCXOAHBIM MarTe-
puajaoM, M pe3yJabTaTOM IPUMEHEeHUA WHMOPMAI[MOHHBIX TEeXHOJIOTUH
Bcerja SBJIAIOTCA AaHHBIe. VHPOpMAIMOHHAA TEXHOJOTUS — BHTO IIPO-
IeAypa aBTOMaTU3WPOBAHHOTO IIpeo0pasoBaHUA NAHHBIX, (DOPMUPOBA-
HUA Ha WX OCHOBE HOBBIX AAaHHBIX. llesabio paspabOTKM M TpUMeHe-
HUSA BceX WHMOPMAIIMOHHBIX TEeXHOJIOTUHM SBJIAETCA MaKCHUMaJbHAS
aBToMaTHu3alud TexX WH(MOPMAIIMOHHBIX IMIPOIECCOB, KOTOPHLIE pamee
TpeboBaI PYYHOTO UEJTOBEUECKOTO TPYAA, 3aYacTyi0 PYTUHHOTO, IIpPex-
[oJiarapIlllero 3HAYUTEJbHbIE BPEMEHHBIE 3aTpaThl.

NuadopMmanoHHble TEXHOJOTUY KAaK OTJEJbHAS OTPACIb AeATelb-
HOCTY IIOJYUYUJIN HamOOJbIlee PAa3BUTHE C MHOABJEHUEM U PaCIPOCTpa-
HEHVEM KOMIIbIOTEDOB — YHUBEPCAJBHBIX aBTOMATUYECKUX CPEJCTB
00paboTKU MaHHBIX.

CymiecTByeT O0OJIBIIIOE KOJHUUYECTBO OCHOBAHUU A KJaccupuKa-
nuu UHQOPMAIMOHHBIX TexXHoJoTHi. VX meaaT Ha MHIUBUIYAJIbHBIE
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U KOJIIEKTUBHBIE, JIOKAJbHBIE U CeTeBble, TEXHOJOTUU YIpPaBICHUS
DaHHBIMM ¥ IIpOIlleccaMM, 3aIllUThl MHMOpPMAIMU, paspaboTKU MPO-
rpaMMHOTO O0ecrneyeHUus U T. [I.

B kxypce mHGOPMATHKN OCHOBHOW IIMKOJLI MHMOPMAI[MOHHBLIE TEX-
HOJIOTUU OBLIN IIpeAcTaBJeHbI (KJacCH(UIIMPOBAHBI) IO BUAaM obOpaba-
TeIBaeMoOli mH(popMaruu. Bbl 3HAKOMBI 1M, CKOPee BCEro, HCIIOJIb3yeTe
B YyueOHOH [IeATeJbHOCTH, TEXHOJIOTMU O0pabOTKH TeKcTa u rpadu-
yecKOll MH(MpOpMAINU, MYJbTUMEIUNHBIE TEXHOJOTUN, DJIeKTPOHHBIE
TabMUIlbl, 0as3bl MOAaHHBIX. SHAHMWE 0a30BBIX MIPUHIIUIIOB 00PabOTKU
uH(popManuu, BIaJeHWe Haubojee PACIPOCTPAHEHHBIMU TEeXHOJIOTH-
AMU — HeOOXOAMMBIN HABBIK AJA JIIOOOTO COBPEMEHHOTO YeJOBeKa.

§ 23
TekcToBbIE AOKYMEHTbI

23.1. Bupgbl TEKCTOBbIX AOKYMEHTOB

B pasnauuHBIX clOoBapAX MOKHO HAWUTH CJENYIOIIWE TOJKOBAHUS

HOHATUSA <«TEKCT»:

1) ymopsamoueHHBINT HAOOpP CJIOB, HIpeqHA3HAYEHHBIH IS TOTO, UTOOBI
BBIPA3UTHh HEKUH CMBICJI;

2) BcAKasa 3amncaHHasdA peub (IuTepaTypHOe IPOU3BeIeHle, COUMHe-
HUEe, JOKYMEHT W T. II., a TaKyKe YacTb, OTPHIBOK M3 HUX);

3) mocenoBaTEeJIbHOCTh S3BIKOBBIX W WHBIX 3HAKOB, 00pasylolnas
equHOE Ilejioe, CJysKallee O0BbEeKTOM M3yUYeHUd.

C nosnuuun |/|chop|v|aT|/|Kv|, TEeKCT — OJTO nocnenoBares/ibHOCTb 3HAKOB
HekoToporo andasuTta.

Bam m3BecTHO, UTO B IIAMATHU KOMIIBIOTEPA TEKCThI IIPENCTaBJISIOT-
csg B OBOMYHOM Kome: 1) 3a KasKILIM CHMBOJIOM aji()aBUTa 3aKPEIid-
eTcsA OIIPeNeJEHHBLIA MNBOWYHLIA KOI; 2) B ABOWYHOM KOIE IIPeICTaB-
asgercsa W wHGOpPMANUA O THUIIE W pas3Mepe HCIOoJb3yeMoro mpudra,
TOJIO}KEHUU CTPOK, IIOJIedl, OTCTYHOB W TIpoYas AOIOJIHUTEJbHasdA WUH-
dopmanud.

ITpakTuuecku B Jit000¥ TPodeCCUOHATBHON NEesATeJTbHOCTU PabOTHUK
CTAJIKUBAETCA C HEOOXOAMMOCTHIO IOATOTOBKU TEKCTOBBIX TOKYMEHTOB




o
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pasIuYHOrO Ha3HAUEeHUWA WM O0BEMAa: OT 3asdABJEeHUA O IpUEMe Ha pabory
IO COCTaBJIEHUs OTYETa MO pPeadyJjabTaTaM IIPOJeJIaHHON paboThI.
MosKkHO BBIZEJIUTH CJIEAYIONINE BUABI TEKCTOBBIX JOKYMEHTOB:
XYIOKECTBEHHbBIII TEKCT;

Hay4YHBIN TEKCT;

IeJIOBOM MOKYMEHT;

PeKJIaMHBIA TOKYMEHT;

JVUYHBIA JOKYMEHT.

JJisa KaskIoll M3 IEePeuYnCJeHHBIX PAa3HOBUIHOCTEN TEKCTOBBIX [0O-
KYMEHTOB CYIIIECTBYEeT OIIpPeNeJEHHbIII HAO0p MPaBUJ, KOTOPBIX CIEXY-
eT TPUAEeP;KUBAThCA NPU paboTe HAL HUMHU. JIMUYHOE MHUCHMO OTJIMYAa-
eTcsA II0 CTUJINCTUKE OT O(PUITMAJTBHOTO MTOKYMEHTa, a XYI0KeCTBEHHOEe
npous3BeJleHrne — OT HAaY4YHOT'O TeKcTa. PasjimyaioTcs TaKKe cJoBapu
HauboJiee ymoTpedJigeMbIX CJIOB WM TEPMWHOB [AJIA IIEPEUYMCIEHHBIX pas-
HOBUJHOCTEN JOKYMEHTOB.

[aiTe xapakTepuCTuKy KaxkgoMy M3 BUAOB TEKCTOBbIX AOKYMEHTOB —
XYO0XECTBEHHOMY TEKCTY, Hay4HOMY TEKCTY, OEN0BOMY AOKYMEHTY, pe-
KNaMHOMY [OKYMEHTY, JIMHHOMY AOKYMEHTY.

23.2. Bupgbl nporpamMmMHOro o6ecne4yeHuvs
ANa 00paboTKm TekcToBon uHPpopmauuu

CyI1riecTByeT MHOYKECTBO ITPOTPAMMHBIX MPOAYKTOB, HMpeTHA3HAUEH-
HBIX IJA paboThl ¢ TeKCTOBOu mH(popmariueii. IlpencraBum KJjaccudu-
KaIio 9TOHM PasHOBUIHOCTHU IIPUKJIAMAHOTO IIPOTPAMMHOTO 00ecIeueHmrs
0 ero Ha3HAUYeHUIo.

TekcToBbIe pPeIAKTOPHI — BJTO IIPOTPAMMBI, KOTOPBIE ITOMOTAOT
HOATOTOBUTH TEKCT IIPOCTOI CTPYKTYPBI, HO He 00JIafaloT HeoOXOmau-
MBIMU cpeAcTBaMu O(GOPMJIEHUS €ero IJjs medaTw. TUOUUYHBIN Ipu-
mep — pemaxkTop BioxzoT (B OC Windows).

TexcToBbIe MpoIlecCOpPbl — 0oJiee CJIOMKHBIE TPOTPAMMHBIE KOM-
IJIEKCHI, MO3BOJISIONINE BBIMOJHUTE O(GOpMIEeHUE TEeKCTa, TOYHO 3a-
IaTh ero pacloJioKeHNre, BKJIIUNUTh B HEro rpauuyecKre MaTepHUaJIbl.
ITpumepsr — Microsoft Word, OpenOffice Writer.

CrnenuajipHble MPOrpaMMHBIE CPEICTBA [Jisi IIOATOTOBKM HAy4-
HBIX TEKCTOB, COJEPKAIl[UX MaTeMaTHuYecKhe, XNMHUUYECKUEe WU IPY-
rue (OPMYJIBI, CJIOMKHBIE CXEeMBLI M CIelupuuecKkrne 0003HAUECHUS, HC-
HOJIb3yeMble B HAYUYHBLIX, YUEOHBIX M TEXHUUYECKHX IYOJINMKANMUAX U
ImokyMeHTax. IIpu TOATOTOBKE HAYYHBIX, TEXHUYECKUX U YUIEOHBIX
TEKCTOB YACTO MCIOJb3yeTCA CBOOOAHO MOCTYHHAS CHCTeMa IIOATOTOB-
ku nybaukanmii TpX.




TekcToBbIE A0 KYMEHTbI

HN3marensckue cucTeMbl — KOMILIEKCHI IIPOTPAMMHBIX CPEJACTB,
TO3BOJIAIONINX BBINIOJHUTh BeCh IUKJ [JOIEYaTHOM IIOATOTOBKUW W3-
IaHWA: UMIIOPT WU HabOp TeKcTa, ero o(GopMJeHWe U PaCIIOJIOKe-
HUe Ha JUCTaX, BCTABKY MJIJIIOCTPAIIUH ¥ CJIOKHBIX OOBEKTOB, U B
UTOTe — BBIBOJ W3JAHUS Ha IedaTh. llpmMepaMu TaKUX MTPOTPAMM
moryT ObITh maxeTbl Adobe InDesign, Scribus, QuarkXPress. Ilpo-
Imecc U Pe3yJIbTAT CO3LAaHUS CTPAHUI, M3TaHUS Ha3bBIBAIOT BEDPCTKOI,
a TOYHYIO KOIWIO CaMOr0 U3AAHUSA — OPUTUHAJI-MaKeToM. VcmoJb-
30BaHME W3JAATEIBCKUX CHUCTEM TO3BOJIUJIO 3HAYUTESIbHO COKPATUTH
CPOK TOATOTOBKM II€UATHBIX HBJAHUM, CHUBUTL TPYAOEMKOCTH 3TOTO
mpoliecca, 3HAUNUTEJIbHO PACITUPUTHL TBOPUYECKHE BO3MOYKHOCTHU AU3aii-
HEpPOB IIeYaTHBIX MU3JaHUI.

IJIeKTPOHHBIE IEePEeBOMUYNKN M CJIOBAPHU TpeIHa3HAUEHBI AJIsI aBTO-
MaTHUYECKOTO IIePeBOJa TEKCTOB C OJHOTO A3bIKA Ha APYrOH, IIPOBEPKU
IPABOIIMCAHUA TEKCTOB HA Pa3HBIX aA3bIKaX. OCOOBIM BUAOM CJIOBapen
SABJAIOTCA Te3aypyChbl — CJIOBapX, B KOTOPBIX CJIOBA CBA3BIBAIOTCA Ha
OCHOBE KaKUX-JIN0O0 JIEKCUUYECKUX OTHOIIEeHUU (Hampumep, CJIOBa SAB-
JISAIOIIecsa CUHOHMMAaMM, aHTOHUMAaMU u T. iI.). IIpumepsr — PROMT,
ABBYY Lingvo.

CucremMbl ONTUYECKOTO PACIO3HABAHUSA TEKCTOB (HampuMmep,
ABBYY FineReader) mpemHasHaueHBbI [AJid IIpeoOpasoBaHUA OTCKAa-
HUPOBAHHOTO TI'Pa@UUIecKOro M300pa’KeHUs TEeKCTOBOTO MOKYMEHTa B
TEeKCTOBBIN (popMar.

Kpome Toro, mporpaMmbl ajasd paboThI ¢ TEKCTOBOW WH(MpoOpMAaIuen
MHTETPUPOBAHBI B CHUCTEMBI ITPOTPAMMUPOBAHUS, & TaKIKe ABIAIOTCA
gacteio HTML-penakTopoB, IIpeqHasHAYEeHHBIX MJs CO3JaHUA BeO-
CTPaHUII.

23.3. Co3paHume TeKCTOBbIX AOKYMEHTOB
Ha KoMMblOoTEpe

Ilpu MOATOTOBKE TEKCTOBBIX AOKYMEHTOB Ha KOMIILIOTEPE MCIIOJb-
3YIOTCSI TPH OCHOBHBIE TPYIINBLI OIlepaluii: BBOJ, peJaKTUpPOBaHUE,
dopmaTupoBaHUe.

Omepanuu BBOZA IMO3BOJAIOT CPOPMUPOBATH COAEPIKUMOE U IIep-
BOHAYAJIBHBIN B TEKCTOBOI'O NOKYMEHTa M COXPaHHTHb €ro B IIaMdd-
T KOMIIbIoTepa. BBOJ MOJYKeT OCYIIIeCTBJIATHCA He TOJbKO HabopoMm
C TIOMOIIbIO KJABUATYPhI, HO U IYTEM CKAHUPOBAHUA OYyMasKHOTO
opurmHajJa ¥ TOCJIETYIOIIero IepeBofa AOKYMeHTa M3 I'pa)uuecKoro
dopMaTa B TEKCTOBBIII (pacmo3HaBaHUI).
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HanomMHMM OCHOBHblE MpaBwufia BBOAA TEKCTOBbIX [OOKYMEHTOB C MO-

MOLLIbIO KJ1IaBmartypebl.

° Mexay crnoBaMy CTaBUTCS TOJIbKO OAUMH Npober.

* [lepexol, Ha HOBYK CTPOKY B npouecce Habopa TekcTa MNpoucxoauT
aBTOMaTU4ecku, He Tpebys BBOAA CMneumasibHOro CUMBOJA.

® OkoHyaHue ab3aua MapkupyeTcs Haxatmem knasuwn Enter, no3sons-
IOLLLE MEepPenT Ha HOBYK CTPOKY — MEPBYIO CTPOKY HOBOro abtsaua.

* lMepen 3HakamMu NpenuvHaHusa (Takmmmn kak ; : . , ! ?) npoben He cTa-
BuTCcsa. lNepen Tupe BBoamMTcs npoben. lNMocne nwboro 3Haka npenu-
HaHWUS BBOOUTCH OAuH Npoben uam CUMBOA KOHUA ab3aua.

® 3Hak «geduc» B croBax BBoaMTcs 6e3 npoOenos.

® [locne oTKpbiBalOWMX U Nepen 3akpbiBatlowmmu ckobkamu ({3 () [ 1)
1 KaBblikaMmy Npoben He BBOAUTCH.

e [1na BBOOA PUMCKUX LMDP MCMONBb3YIOTCH MPOMUCHBIE NAaTUHCKME OykBbl
I, V, X, L, C, D, M.

e 3HaK «Hepas3pbiBHbI (HEpacTaXUMbI) npoben» npenaTcTByeT CUM-
BOJIaM, MeXAy KOTOpPbIMW OH MOCTaB/IEH, pacnofaratbCAd Ha pPasHbiX
CTPOYKax, U COXpPaHSAeTCs (PUKCUPOBAHHLIM MPU NIIOOOM BblpaBHMBAHUM
ab3aua (He MOXET YBenMuMBaTbCs, B OTIMYME OT OObIYHOro npobe-
na). 9TOT 3HaK O4YeHb yOOOHO MNPUMMEHSTbL NMPU BBOAE AT (KOTopble
HE MNPUHATO pacnofaratb Ha ABYX CTpoykax), damuamii ¢ nHuumana-
Mu 1 T. n. Hanpumep: A. C. MNywkuH. CTaBUTCA 3HaK «HEpPas3pbIBHbINM
npo6en» C NOMOLLbID OAHOBPEMEHHOIO Haxatus KOMOUHaALUU KNaBuLl
Ctrl + Shift + npo6en.

IIpu BBOZE W peAaKTHPOBAHUU TEKCTa II0JIE3HO BKJIIOUATH PEIKUIM
0TOOpa’KeHUsI CKPBITHIX CHUMBOJIOB — CHUMBOJIOB, KOTOpPBIE BBOIATCS
moJb3oBaTesieM IIPU HaboOpe TEeKCTa, HO IIPU I[IeYaTu He BBIBOLAT-
ca Ha Oymary, a Ha 3KpaHe OTOOpasKaloTCsA TOJBKO MPU BKJIOUE-
HUM COOTBETCTBYyIOIero pe:xkuma (tads. 5.1). Pexxmm oToOpakeHus
CKPBITBIX CHMBOJIOB ,aaé'r BO3MOJMHOCTBb JIyUlIlle IIOHATB CTPYKTYDY
ITOKYMEHTA.

IJisi aBTOMaTM3auy BBOJAa B COBPEMEHHBIX TEKCTOBBIX ITPOIIECCO-
pax CYIIeCTBYIOT MHCTPYMEHTHI ABTO3aMeHAa 11 ABTOTEKCT.

BriBaeT, uTO mpH BBOJE TEKCTA C KJAaBUMATYypPhI II0JIB30BaTeJIb JO-
IycKaeT OIleUaTKM: BMECTO HYMKHON KJABHUIIK HaAXXHNMaeT COCEeIHIOI0,
mpomycKkaer OyKBY, MeHseT ABe OYKBbI MecTaMu. Taxkue oledyaTKU HC-
IPAaBJIAIOTCSA aBTOMATHUYECKU MHCTPYMEHTOM ABTO3aMeHa, MMEIOIUM
BCTPOEHHBIHA CJ0Baph HamboJiee TUNUUYHBIX OIIEYATOK M OIIMOOUYHBIX
HaIuCcaHu.
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Tabnuua 5.1
Mpumepbl CKPbITLIX CUMBOJIOB
HaszBanue Kaasuma
HN3o06paxenue

CHUMBOJIA (kxoMOMHAIIUA KJIABWIII)
IIpoGen IIpoGen .
Komner a6sama Enter ﬂ
HepaspriBHBIH Ctrl + Shift + mpobexn o
mpoben
PaspriB cTpokm; Shift + Enter «
PaspeiB Ctrl + Enter | = Pa3pbiB CTPAHULLbI wwwrvwerveeses
CTPAHUIIBI

Iisa ObICTPOTO BBOJA CTAHIAPTHBIX ()pas MO HECKOJBKUM Iep-
BBIM OyKBaM MOJKHO WCIOJIB30BATh WUHCTPYMeHT ABToTexker. OH
aBTOMATHUYECKHN IIpeajaraeT BCTAaBUTh KOPOTKYIO (pasy U3 CHOHUCKa
9JIEMEHTOB aBTOTEKCTA, KAaK TOJBKO OyAyT HAOpaHbI HECKOJIbKO IIep-
BBIX OYKB 5TOI (ppassl.

Onepanmuu pemaxkTHpoOBaHUA (IPaBKM) II03BOJIAIOT W3MEHUTH
yiKe CYIIEeCTBYIOIIUHA 3JIEKTPOHHBIA MHOKYMEHT ITyTEM OOOABJIEHUS WU
yaajeHus (QparMeHTOB, IIePECTAaHOBKMW dYacTell MOKYMeHTAa, CIANUAHUSI
HECKOJBbKUX (aiijoB, pasbueHUsA eJWHOTO JOKYMEeHTa Ha HECKOJBbKO
O6osiee mMenkux u T. A. (puc. 5.1)

—| MepemeweHne dparmMeHToB

—I KonunposaHue ¢pparmMeHTOB

YpaneHve oparmMeHToB

PepaktupoBaHue |—

—I [Mposepka npasonncaHns

Mownck n 3ameHa dparMeHToB |

—I ABTONEpPEHOC

Puc. 5.1. OcHoBHBIE omepanumy pPeIaKTHUPOBAHUS NOKYMEHTOB
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Ha npoTaXeHunm MHOrmMx BEeKOB [OJ11 BHECEHUSI WU3MEHEHWU B TEKCT
HY)XHO ©Obll0 3aHOBO nNepenucbiBatb ero. OCHOBHOE MNPENMYLLECTBO
KOMMbIOTEPHOW TEXHOMOMMM CO34aHUS TEKCTOBLIX AOKYMEHTOB 3akiioya-
€TCs MMEHHO B yaoOCTBe ero penakTupoBaHusa. Bo3MOXHOCTb ObICTPO
MCNpaBnsTb OWKMOKM SBASETCS OOHOM W3 OCHOBHbIX MPUYMH MOBCe-
MECTHOro nepeBoja MNOArOTOBKM TEKCTOBOW MHOOpMauMm C BymMakHOMN
Ha KOMMbIOTEPHYIO OCHOBY.

BBog u pemaxTupoBamme ImpU paboTe HaJ TeKCTOM YacTO BBITIOJI-
HAIOTCA TapajjielbHo. IIpu BBoJe U pemaKTUPOBAHUU (GopMHUPYyeTCs
colep:KaHUe TEeKCTOBOTO MOKYMEHTA.

COBOKYMHOCTb 3Ha4YeHUIN CBOWCTB 0ObekTa HasbiBaloT dopmMaToM obbekTa,
a M3MEeHeHne 3TUX 3HadyeHun — dopmaTnpoBaHMeM obObekTa.

Onepanuu (popMaTHPOBAHUA IIO3BOJIAIOT TOUHO ONIPENENUTH, KaK
OymeT BBITJISAETh TEKCT Ha SKpaHe MOHHTOpA MJIM Ha OymMare IIocjie
nevatu Ha npuHTepe. Omepamnuu (GpopMaTUPOBAHUA MOTYT IPUMEHATH-
cd KaK K OTHEeJbHBIM OOBEKTaM TEeKCTOBOro moKyMeHTa (Taba. 5.2),
TaK U KO BCeMy MAOKYMEHTY B IleJioM. B IlepBoM ciiyyae roBOPAT O

npamMoM (popMaTUpPOBAHUU, BO BTOPOM — O CTUJEBOM.
Tabnuua 5.2
OG6GbekTbl TEKCTOBOro AOKYMEHTa U UX CBOMCTBA
O0BeKT CpoiicTBa 00'BEKTa
CumBog ITpudpT, pasmep, I[BeT, HauepTaHUe, BUIOU3MEHEHIE
u ap.
CmoBo Me:k3HAKOBBI WHTEPBAJ U [IP.
Ao3zar, OTcTymr OT IpaHuIl JIEBOr0 M IIPABOT0 IIOJEH, OTCTYII

IepBOM CTPOKMU, BbIPABHUBAHUE, MEMKIYCTPOUHBIA WH-
TepBaJi, PACCTOAHME MeXKIy absamamMu U Ap.

Crpanuria Pasmepsnl cTpaHUIBI, €€ OpUEHTAIUA, pPasMephbl MHOJeiH,
KOJIOHTUTYJIBI W IP.

Coucor Bupg cnucka (MapKUpOBaHHBIN, HYMePOBAHHBIN, MHO-
TOYPOBHEBELI) U AP.

Ta6nnna KousnuecTBo CTPOK " CTOJI6IJ;OB, X BBICOTA W IIUPH-
Ha, I'PaHUIIBI, 3aJIUBKa W [AP.

I'paduueckoe Tun, pasmep, IMOJOKEHUE, OOTEKaHWe TEKCTOM U IP.
usobpakeHue
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Takue melicTBus mo OoPOPMJIEHHUIO JOKYMEHTa KaK BbIpaBHUBAHIE
abzaleB, yCTaHOBKA a03aIlHLIX OTCTYIIOB M WHTEPBAJOB MEXKIy absa-
mamMu, CTpOKaMu B abs3amax M CHUMBOJAMU B CJIOBAX M T. II. BBIIOJI-
HSIOTCS CIeIAJbHBIMU CPEICTBAMHU TEKCTOBBIX IIPOIIECCOPOB, a He
BCTABKOM IIPO0EJSIOB U IYCTHIX CTPOK.

Ona obneryeHns aHanmMa3a W nocneaylollero npeobpasoBaHMsa TekcTa
o4YeHb BaXHO cOO/OAaTb OCHOBHbIE MpaBufia ero BBOAA, PedakTMpoBa-
HUS 1 GOPMATUPOBAHUS.

B coBpeMeHHBIX TEKCTOBBIX IIPOIECCOPAX €CTh CIelluajJbHble WH-
CTPYMEHTBI, O0ecIieumBalole aBTOMATUYECKYI0O HyMepaIluio CTPAaHMUII,
TabJauI, U PUCYHKOB.

IIpu pabGoTe ¢ GOJABIIMMU TEeKCTaMM, KaK NPaBHJIO, HIPUMEHSIOT
ctuiaeBoe opmatupoBaHue. CMBICT 9TOI Omeparuu 3aKJIOUYAETCa B
TOM, YTO CTPYKTYPHBIM 3JI€MEHTaM, HECYIIIUM OOHY W Ty Ke (DYHKIIU-
OHAJILHYIO HATPY3Ky (HAIIpMMep, 3ar0JIOBKAM OJHOTO YPOBHS, OCHOB-
HOMY TeKCTy, IIpuMepaM H T. I.), Ha3sHAYaeTCsa ONPeNeJIEHHBIA CTUJIb
dopmaTupoBanua — HaO0OpP mapaMeTpoB QopMaTupoBaHus (IIpu@T,
ero HauepTaHUWe U pasmep, ab3allHble OTCTYNbI, MEKAYCTPOUYHBINA WH-
TepBaJ U IP.).

CTunb — 370 MMelWni UMs Habop 3Ha4YeHu CBOWMCTB OOBLEKTOB KaX-
[Oro Tuna, BXOASAWMX B TEKCTOBbIA OOKYMEHT.

B zakiouenne npuBeIEM OCHOBHLIE IIpaBUJa OMOPMJIEHUS TEK-
CTOB:

® OCHOBHOW TEKCT JOKYMEHTa KeJaTeJbHO ohOopMJIATHL B OOHOM (op-
MaTe, APyroi ¢GopMaT HCIIOJb30BATH IJA BBIAEJIEHUS 3aroJIOBKOB,
OTJEeJIbHBIX CMBICJIIOBBIX (PParMeHTOB;

® KOJIMYECTBO PA3HBIX IIBETOB M HIPU(PTOB B JOKYMEHTe He TOJKHO
IPEeBLINIATh TPEX;

® pasMep CHMBOJIOB U MeXKIYCTPOUYHBIM HHTEPBaJ CJedyeT II0n0u-
paTts TAaKUMHU, YTOOBI TEKCT UUTAJICA JIETKO, 0e3 MOIIOJIHUTEJIbHOMN
Harpy3KMW OJs TJjas;

® BeTOBag TraMMa [JOJYKHA OTBeYaTh HA3HAYEHUIO AOKyMeHTa —
OO3IpaBUTEJIbHASA OTKPBITKA MOYKET MMETh APKUN, HACBIIEeHHbIN
OKpac, a IIPOCTOe MHCHBMO CTOUT OGOPMJIATH B 00jiee CIOKOMHBIX
TOHAX;

® OOJHOTUOHYIO WH(MGOPMAIWIO IIeJIeCO00PasHO IIPEeNCTaBIATH B CIU-
CKaxX " TabaIuIax;

@
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° rpauuecKkue m300pakKeHUsA B NOKYMeHTe (PUCYHKHU, AUATPaMMBI,
CXeMbl) JOJIXKHBI IOIMOJIHATH COJEp:KaHWe TEeKCTa, Pad3bACHATL WJIN
WJLIIOCTPUPOBATh €ro OTJeJIbHbIE MOMEHTHI; rpaduueckue msobdpa-
JKeHudA cienyeT oGopMJIATHL B €IUHOM CTHJIE;

® Ha BCeX CTpPaHUIIaX AOKYMEHTa PEKOMEeHIyeTcd aejaThb OJMHAKO-
BbII (DOH W IIOJIA, ecJau MHOoe He TpebyeTcsd colep:KaHueM IOKY-
MeHTaA.

23.4. Cpepncrea aBTOMatM3auum npouecca
CO34aHUSA OOKYMEHTOB

MpsI paccMoTpesin OCHOBHBIE OIepalluy BBOJA, PEAAKTHUPOBAHUA
u dpopMaTUpPOBAHUA MTOKYMEeHTOB. MHOrue m3 HUX B TOM UJAW HUHOH
Mepe HalpaBJeHbI Ha aBTOMATU3AIMIO IIPOIlecca CO3JaHUSA TEKCTO-
BBIX JOKYMEHTOB. EIé 060JbIlle BO3BMOKHOCTE B 3TOM HaIlpaBJe-
HUM obecleuymBaeT HMCIOJIb30BaHUe IMa0JIOHOB, MAKPOCOB W CPENCTB,
obecrmeunBaOIINX PAbOTy CO CTPYKTYPHBIMU KOMIIOHEHTAMH TOKY-
MeHTa.

Muorue THUIOBbIE JOKYMEHTBHI MOJIKHBI MMETh CTAHAAPTHBIN BU[I,
KOTOPBIA OIpeJesideT, YTO W TAe pas3MellaeTcd B CO3JaBaeMOM TEKCTe,
HampuMep: KOMY aJpecoBaH AOKYMEHT, OT KOTO OH, JaTa CO3JaHudA
IOOKYMEHTa W JIPyTrue PEeKBUSUTHI.

TpeboBaHusa K O0POPMIIEHMIO, CTPYKTYpPE W COAEpPXaHMIO MHOIMMX A0KY-
MEHTOB YyCTaHaBNMBAlOTCA CTaHgaptamu. Bce oHM HaxogdaTcsi B OTKPbI-
TOM gocTyne B VIHTepHeTe.

Hanpgute B VIHTEpHETE M MO3HAKOMbTECb CO CleaylWVMK CTaHaap-

Tamu:

e [OCT P 6.30-2003 «YHU®DUUMPOBaAHHbLIE CUCTEMbI OOKYMEHTaUUU. YHU-
druMpoBaHHas cuctemMa opraHuU3auMoHHO-PaCcnopsSaANTENbHONM OOKYMEH-
Tauumn. TpeboBaHMUsA K ODOPMIEHUNIO OOKYMEHTOB»;

® TOCT 2.105-95 «ECK[,. OO6uwume TpeboBaHUS K TEKCTOBbIM [AOKYMEH-
Tam»;

® OCT P 7.0.5-2008 «CWMBWNM,. Bubnuorpadpuyeckan ccoinka. Obuime
TpeboBaHMSA 1 NpaBuia COCTaBNEHUS»;

® [OCT 7.32-2001 «CUBNA,. OT4ET 0 Hay4yHO-UccnemoBaTesbCckol pabo-
Te. CTpykTypa 1 npaBuna o0pOpPMIEHNS».

Kakme mn3 HMX UMEIOT CTaTyC roCydapCTBEHHbIX, & Kakme — MEeXrocy-

[OApCTBEHHbIX? Kak 39TO OTpaXeHO B Ha3BaHWM CTaHOAPTOB?

YT1o o3HavatoT abbpesmarypbl FOCT, ECKA, CUBENL?
Kakvne n3 atmx craHgapToB MOryT ObiTb MOIE3HbI B Ballen yyeOHOM
nearenbHocTn?
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B TexkcToBBIX IIporeccopax eCcTb 1a0JI0HBI AJIdA CO3OaHuA OOKY-
MEHTOB Pas3HOI'o TuIila.

WWa6noH — 370 0OTHOPMaATUPOBAHHLIN OnpeaenéHHbIM 06pa3oM OOKY- 0
MEHT-3aroToBKa, KOTOPbLIA XPaHUTCS B OTAENbHOM daline v UCrosib3yeTcs

B KayecTBe OCHOBbl [AJI9 CO34aHUS HOBbIX AOKYMEHTOB OMpeaenéHHoro

TMna.

ITosib30oBaTEI 10 JOCTATOYHO BBECTH CBOIO HHMOPMAIIHMIO B OTHEJb-
HbIe OJIOKM IMa0JIOHA, ¥ OHA ABTOMATHUYECKHU IIPHOOPETET 3apamee 3a-
manHoe odopmieHne. B HemanléxkoM OyAyIimeM KayKIOMy K3 Bac IJsd
IIOMCKAa MOAXOIAINEeH paboThl MPUAETCA COCTABUTHL M PA30CJATh PE3I0-
me. IToAroToBUTH €ro Jydillie BCEro C MCIOJb30BAHNEM COOTBETCTBYIO-
mrero mabaoHa (puc. 5.2).

[BBeguiTe cBoe M4

[BeenuTe cBOl agpec]

Tesedbon: [Beegure cBolt HoMep Tesedona)

DaerTpoHHaa mouTa: [BBeanuTe cBOH agpec SAEKTPOHHOH MOYTEHI|
Be6-yzea: [Beenure HazBadue ceoero Beb-yaaa)

Ilean

[BBeguTe ueau]

OGpaszoBaHHe

[BeeanTe yueHyIO cTeneHs] ([Beenure nary zapepiieHusd])

»  [BBeaWTe CMMCOK NOOLLPEHMIA]

OnsIiT paGoTsl

[BeeanTe moamHOCTE] ([BRenure naty Hadasa] — [BeRenuTe narty oKoH4YaHH))
|BBenure Haszpanue opranusanuu| ((Beegure agpec opranuzanmn|)

[BBeguTe cnyrkebHble 06A3aHHOCTH]

VYMeHHA H HABBIKH

»  [BBeAWTe CMMCOK YMEHWIA U HEBbIKOB]

Puc. 5.2. Illa6siou pesome
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B texcrosom mpoiieccope Microsoft Word Bce 1aGiioHbl pacipe-
IeJIeHbl Ha TPU TPYIIIBI:

1) ycraHOBJIeHHBIE — IMA0JOHBI JOKYMEHTOB ONPENeJEHHBIX THUIIOB
(umcem, (paKcoB, OTUETOB W [1pP.), KOTOpble MHCTAJJIHMPOBAHBI Ha
KoMIbioTepe B coctaBe maxera Microsoft Office;

2) Microsoft Office Online — 11aGJIOHBI AOKYMEHTOB pasHOOOpAas-
HBIX THUIOB (IIO3APaBUTEIbHBIX OTKPBITOK, BU3UTOK, OIOJIeTeHell,
ceptuUKaTOB, I'PAMOT, IIPUIJAINEHUI, 3asdBJIeHUN, KajJeHmapen
U 1Ip.), KOTOpbIe pacImmoJiosKeHbl Ha BebO-caiiTe Microsoft Office
Online;

3) 1m1abJIoHBI TTOJIb30BaTeasA — IMAabJOHBI, KOTOPHIE CO3MaHbI I0JIb30-
BaTeJIEM.

ITpu samycke mporpammbl Microsoft Word aBTOMaTM4ecKu OTKPBI-
Baercsa 1mabsou Hoserii mokymeHT ((aitn Normal.dotm). IIpu sTom mo
YMOJUYAHUIO yCTaHaBJamBaeTcsa (opmaTr (3HaUeHUS CBOMCTB) OCHOBHBIX
00BEeKTOB MOKYMEHTAa — CTpPaHuIlbl, absaiia, CUMBOJA, a TaKyKe 3a-
maércsi cTuiieBoe (popMaTHUpPOBaHME 3aroJ0BKOB, CIIMCKOB, TaOJIUIl U Ip.

Q 3anyctute MMEKLWMNCS B BalleM pacrnopsikeHMn TEKCTOBbIN Npouec-
cop. Wccnenyiite dopmar OCHOBHbIX OOBLEKTOB AOKyMeHTa B LuabnoHe
HoBbIh AOKYMEHT, BbIACHMB /19 HUX 3HAYEHUS CBOWCTB, MNPUBEOEHHbIX

HUXe:
CrtpaHuua AG3ay Cumson
® OpueHTauus ® MexayCTpOoyHbIn ® UlpndT OCHOBHOIO
® Pasmep nucta MHTepBan TekcTa
® BepxHee none ® VHTepBan nocne ® Pasmep
® HwuxHee none absaua ® |lgeT
® Jlesoe none ® BbipaBHMBaHME ® NHtepsan
® [MpaBoe none ® OtcTtynbl

B mpoiecce paGoThkl Hang JOKyMeHTOM B Iporpamme Microsoft
Word uacTo mpuxoguTcs BBIIOJHATH 3aJaHUA IO HEKOTOPOMY aJiro-
PUTMY, COCTOSAINEMY W3 OIPEeAeJEHHOM II0CJIed0BATEIbHOCTU IEHCTBUIMA.
Hamnpumep, moguyepkHyTh CJIOBA, HaAIMCAHHBIE JATUHCKUMHU OYKBaMU,
ordopMaTpoBaTH KAaKOE-TO CJIOBO BO BCEM [TOKYMEHTE OIpeNeIEHHBIM
obpasomM u ap.

0 Makpoc — 3TO NocneaoBaTeslbHOCTb KOMaHg, CrpynrnupoBaHHbIX B OAHY
MakpoKOMaHZay, AJi aBTOMAaTWU4YeCKOro BbIMOJIHEHUSI OMpenenéHHoro 3a-
naHus.
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OcHOBHOe HasHAYeHMWEe MaKpoca COCTOUT B TOM, 4YTOOBI OCBOOO-
OUTH TOJb30BATEJNsI OT MHOTOKPATHOTO IMOBTOPEHUA OIHOOOPAa3HBIX
IOeHCTBUI BO BpeMs OOpabOTKUM TEKCTOBOTO MNOKYMEHTA, BBIIIOJHUTH
3a Hero PyTUHHYIO paboTy. MakKpoc co3maéTrcs OOUH pas, COXPaHsIeT-
cd B m1a0JoHEe MM JOKYMEHTE W MOJKET MHOTOKPATHO BBIIOJHATHCS
IJIs aBTOMATHU3AIlMU M YCKOPEHHA o0pabOTKM TEKCTOBOTO MOKYMEHTA.

MuorocrpannuyHble OOKYMEHTHI (pedepaTbl, OpPOIIIOPHI, KHUTU
U T. II.) OPUHATO [OEJUTh HA CTPYKTYPHBIE YacTu — TIJIaBbl, Iapa-
rpadbl, TYHKTBI ¥ T. II., CO3/JaBasg TaKUM O0OpPa3OoM HepapxXudecKyio
CTPYKTYPY HOOKyMeHTa. PacCMOTpPUM B KadecTBe IIpUMepa CTPYKTYPY
aToro yueOHuMKa. Ha BepxHeM (HYJIeBOM) ypOBHE HepPapXUU HAXOTUT-
csa HasBaHme pokyMmeHTa («Mudopmaruka. 10 Kijacc»); Ha IepBOM
YpOBHEe — Ha3BaHUS TJaB, BTOPOHl YPOBEHbH COCTABJAIOT HA3BAHUS
naparpadoB, TpeTuil — Ha3BaHUSA IIYHKTOB B maparpadax, gajbIie
pasmerniaeTcd OCHOBHOU TEKCT ydYeOHUKA.

CTpyKTypa AOKyMEeHTa — 3TO Mepapxuyeckasl cxema pasmeLleHust co-
CTaBHbIX 4YacTei [AOKyMeHTa.

Wcnonb3oBanue B TekcToBOM Iporeccope Microsoft Word cmerju-
AJBbHBIX CTHUJIeH ¢ mMeHaMu 3aroyioBok 1, 3arojoBok 2 u T. I. TaéT
BO3MOYKHOCTh aBTOMATHU3MPOBATHL CO3JaHNE MepPapXUUeCKOil CTPYKTYPhI
moxyMmenTa. B TexcroBom 1mpoieccope Microsoft Word miasa mpocmorpa
CTPYKTYPhI JOKYMEHTA HCIIOJIb3yeTcs peskuM IpocmoTrpa CrpykKrypa.
B HéM ymo0HO pemakTHPOBATH MePapXUUECKYI0 CXeMy MOKyMeHTa, 13-
MEeHssI C IIOMOIIBIO CIIeMaJbHBIX MHCTPYMEHTOB YPOBEHb TEKCTOBBIX
(parMeHTOB M IMOCJEZ0BATEJbHOCTh UX PasMeIleHMUs.

CoBpeMeHHbIe TEKCTOBBIE IIPOIECCOPhI IIO3BOJISIOT aBTOMATUYE-
CKU CO3JaBaTh OTJIABJIEHHUS MTOKYMEHTOB, B KOTOPBIX K 3arojloBKam
pasiesioB pasHBIX YPOBHeIl IIPUMEHEHO CTujJeBoe (opMaTHpPOBaHUE.
C momombi0 CHenuaJbHOM KOMAHABI ITOJbh30BaTEJb YKAa3bIBAET, 3aro-
JIOBKM KaKMX YPOBHEM cJjiefyeT BKJIOUUTL B OTJIaBJieHUWe, U ab3ailbl
YKa3aHHBIX CTUJIEH aBTOMATUYECKHU BBIOMPAIOTCS M3 TEKCTa MOKYyMeHTa
U TOMEIAIOTCA C yKasaHWeM HOMEPOB CTPAHUIl, C KOTOPBIX OHU OBLIN
B3sATBI, B HOBBIII pasgena «OryaBienue».

OrnaBneHne AJOKYMeHTa — 3TO MepeyvYeHb Ha3BaHWI CTPYKTYPHbIX 4a-
CTel OOKYMEHTa, YNOpsiAOYEeHHbIX B COOTBETCTBUM C €ro MepapXmyeckom
CXEeMOIi, C ykasaHMeM COOTBETCTBYIOLLUMX HOMEPOB CTpaHuL,.
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23.5. CoBmecTtHas paboTa Hap AOKYMEHTOM

Mopn, COBMECTHOW (KONNEKTUBHOM) paboTol Han [OKYMEHTOM MPUHSTO
MOHMMATb y4YacTUe HECKOJIbKMX YeNOBEK B CO34aHNUM OOHOr0 TEKCTOBOrO
LOKYMEHTa, Npu KOTOPOM Yy KaXXOO0ro U3 HUX eCTb BO3MOXHOCTb OTCle-
XMBaTb BCE U3MEHEHUSs, CAENaHHble B OOKYMEHTE ApyrumMu paspabotym-
KamMu, a Takxe OCYLUEeCTBNSATb BO3BPAT K OOHOM U3 Mpenbloylwiyx Bepcun
LOKYMeHTa.

Ha mnpors)keHuum [OJITOTO BpeMeHH IIPOIeCC COBMECTHOII pabdo-
Tl HaJ MJOKYMEHTOM OBIJI YCTPOEH TaK: KTO-TO CO3JaBajl TEeKCT Ha
3aJaHHYI0 TeMy, pPacIlleuaThIBaJl €ro M OTJaBajJl APYIrOMY YeJIOBEKY.
ITOT 4YesIOBEK [OIMCHIBAJ «OT PYKU» CBOM BCTaBKU U KOMMEHTapuUu
¥ BO3BpalllajJl UYEepPHOBUKH Ha mAopaborky. Takwme wmrTepamuu MOTJIN
IPOUCXOAUTH HEOJHOKPATHO, B peadyabTarTe paboTa Imijaa MeAJIEHHO, K
TOMY JKe OTHAeJbHBbIe I[eHHBbIe MBICJAW W HUIEW MOTJIA OBITH yTepPAHBI
06e3BO3BPATHO.

CoBpeMeHHbIE HMHCTPYMEHTBI CO3JaHUS TEeKCTOBOW WHGOpPMAaIUu
OPEeNOCTABJSAIOT IIPUHIIUIINAJIBHO WHBIE BO3MOYKHOCTU MJIsI COBMECT-
HOUM paboThl HAJ NOKYMEHTOM, IOAJep:KUBas CJeNYIOIe BapuaHThI
e€ opraHmsamuu.

1. lokymeHT, Haja KOTOPBIM BeléTca paboTa, MOKHO CIejlaTh COCTaB-
HBIM, OOBEIMHSIOIIMM HECKOJIbKO APYIUX MOKYMeHTOB. Kakmblii
paspaboTYMK CO34aET M PeJaKTUPYeT CBOIO YacTh COCTABHOIO J0-
KyMeHTa He3aBUCHUMO OT IPYIUX, IIPU 3TOM B IIpoliecce paboThI
OH MOJKET IIPOCMAaTPUBATH TEKYIIYIO BEPCHUIO OOIIEro JOKYMEHTA.
Taxoii BapuMaHT OpPraHU3allMN COBMECTHOII pPabOThl OCHOBBIBAETCS
Ha BOBMOYKHOCTH CO3JAHUA MAaCTEP-TOKYMEHTa, K KOTOPOMY MOTYT
MPUKPENIATHCA APYTUe TOKYMEHTHI.

2. Kaxxkmasa w3 yacTell COCTAaBHOTO JAOKYMEHTa MOYKET pPeIaKTUPOBATh-
CcA HECKOJbKVUMU JIOABMU. [T 9TOTO B COBPEMEHHBIX TEKCTOBBIX
IpoIleccopax TPEeSyCMOTPeHa BO3MOYKHOCTH OTCJIEKWBATH M IIPOTO-
KOJIMPOBATEL CHeJlaHHble M3MEHEeHWUs, AesaTh IPUMeUYaHUs — II0o-
MEeTKU Ha II0JIAX.

Huist oTciieskmBaHUS COOCTBEHHBIX WMCIIPABJIEHUM, a TaKyKe UTOOBI
Ipyrue COaBTOPLI MOTJIM BHOCUTH M3MEHEHUS B JOKYMEHT, TeKCTO-
BBIA IIPOIlECCOD ITpeAJiaraeT MCIOJIb30BAaTh MapKephl WCIITPABJIEHUM.
Mapkepsl HCIIPABJIEHUN MTOMOTalOT YBUIETh, KaKue W3MeHeHUs
ObLIN BHECEHBI B JOKYMEHT II0 CPABHEHHIO C ero IIOCJIeJHel Bep-
cueii. [Ina m3o0pakeHUA HCIPABJIEHUN HCIIOJIb3YyeTCA CIIEIUaJIb-
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HBIII (popmaT, Hanpumep momuépkuBaHume. C IOMOIILI0 MapKepoB
WCIPABJEHUII MOKHO COXPAaHUTH B3alllCh O KaKIOM CAeJaHHOM
WCIPAaBJeHUN UM B JajJbHelillleM JMOO NPUHATL ero, JuOO OTKa-
3aTbcsa. McmpaBieHne moMeuaeTcs IIOJHBIM IMMeHEeM ero aBTopa,
JaToOl W BpeMeHeM CO3IaHWs.

Mpwn coBmecTHOW paboTe Hang AOKYMEHTOM BaXHO, YTOObl B HACTPOI- 0
Kax TEKCTOBOro npoueccopa ObUiM yKasaHbl KOPPEKTHble [aHHble O
nosnb3oBaresne, T. K. MMEHHO OHU OCTaHYTCA B PenakTUpyemMoM [OKY-
MEHTe.

Ilpumeuanusas — »To oOO3HaAUEHHBbIE MHUIMAJAMU U IITPOHYMEPO-
BaHHbIe KOMMEHTApPUU, KOTOPbI€ 3alIMCHIBAIOTCA U OTOOPAIKAIOTCS
B CIeI[MaJIbHOM OKHe TPUMeUYaHU! M He 3aTparmuBaloT TEeKCT AOKY-
meHTa. Ilepes TeM Kak BCTaBUTH IIPUMeUYaHUEe, MMeeT CMBICT BBI-
IeauTh (parMeHT TEeKCTa, KOTOPBIH clieAyeT IIPOKOMMEHTUPOBATD.
B sTOoM ciyuae mpu mpocMOTpe HTpHUMEYaHUSA TEKCT, K KOTOPOMY
OHO OTHOCHUTCH, OyAeT II0J[CBEeYEeH.

HmeroTcss BOBMOKHOCTU CPABHEHUS ABYX BEePCUU AOKYMEHTOB WU
00beIVUHEHUA BCEX WCHPABJIEHUN U TPUMEUYaHUN B OOUH [IOKY-
MEHT, AJIA IIPOCMOTpa WX Bcex cpasdy. CaeraHHBIE B TEKCTe U3-
MEeHEeHUsA Tepel]] COXpPaHEeHWeM OKOHYATeJIbHOW BEPCUU MTOKYMEHTA
MOYKHO TPUHATH WJINA OTKJIOHUTD.

O6Ga paccMOTpPEeHHBIX BapuaHTa OPraHW3aI[UU COBMECTHOM pPabOoThI
nongepsxkuBaiorcss u B OpenOffice Writer, u B Microsoft Word.

3. Mo:XHO pemaKTHPOBATL AOKYMEHT HEIOCPEeICTBEHHO B CeTHU, TakK
JKe OTCJIe)KMBas BCe M3MEeHeHUs, cAeJlaHHbIe APYTUMHU II0JIb30Ba-
TeJAMU. OTOT BapuaHT mnoamep:xuBaerca Google Docs — cere-
BBIM NPHUJIOKEHNEM, TOCTYIIHBIM uepes BebO-Opaysep. IlockoabKy
pPemaKTUpPyeMbI JOKYMEHT cOXpaHseTcs Ha cepBepe, OH OOCTY-
IIeH BCeM IIOJIb30BaTeJAM, MEXKAY KOTOPLIMU OH pasiessieTcsd.
Kaxapiii pas mpu coxpaHeHUHM MTOKYMEHTa COXPaHsdeTcsd ero Ho-
Basd Bepcusd U uUHpOpPMAIUA O TOM, KTO ITOT AOKYMEHT perak-
TupoBajs. KomaHza IIpocMOTpa HWM3MeHEHUH OTKPBIBAaeT CIIMCOK
cIeJaHHBIX WH3MEHEHUII C yKadaHMeM, KTO U KorJga uX BHEC.
Pasinunbie Bepcuu NOKYMEHTOB MOJKHO CPABHUTH MEXKAY COOOI.

4. MoXHO MCIIOJb30BATh M HPOMEKYTOUHLINI BapHAHT, KOTAa HOOKY-
MEHT pPeIaKTHUPYeTCs JOKAJIbHO Ha KOMIIbIOTEpPE, a XPAaHUThCSI B
CeTH U TaM JKe OTCJIEKMBAIOTCSI BCE M3MEHEHU.
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23.6. OdopmneHne pedepara
KaK npumep aBToMaTu3sauuu
npouecca Co34aHuUA OO0KYMEHTOB

CrapIlieKJacCHUKY, CTYAeHThI, KYPCAHTBHI B IIpollecce CBoell yueod-
HOU [OeATeJbHOCTH TI'OTOBAT pedepaTsl II0 PAa3IMUYHBLIM IIPEeIMeTaM.

Pedepar — 970 camocToaTenbHas unccnegoBaTtesibckas padoTta, B KOTO-
poVi aBTOp packpbiBaeT CyTb McclenyemMoin npobfiemMbl, NpuBOAUT pas-
NN4YHblEe TOYKWN 3peHund, genaet CcOOCTBEHHbIE BblBOAbl.

Beibpas Temy pecepaTra, HeOOXOAMMO OIIPEAENUTH IeJb PadoThI,
COCTaBUTH IIJIaH (IIOCTABUTH 3aJadyu, OIMPEAEJUTH IOPSAAOK M CPOKH
BBITIOTHEHUSA 3ajau), HAWTH W UIYUUTL MaTepuajabl PA3JIUUYHBIX WH-
dopMaInMoOHHBIX HCTOYHUKOB, coOpaTh u o00paboTaTh uHMOPMAIUIO,
clesiaTh BBIBOJABI, OIIEHUTDL MHOJIyUEHHBIE Pes3yJIbTaThl.

Cogmep:xanue pedepara DOJKHO OBITH JOTUUHBIM, M3JOKEHHBIM
sAcHbIM a3bIKOM. OCHOBHBIE II0JIOKeHUs pedepara KelaTelbHO
HNOAKPENJATh IUTAaTaMU U CCHLIKAMHK Ha WHQPOPMAIMOHHBIE HCTOY-
HUKHU.

Ecte ompenmenénubie TpeboBaHUA M K odopMIeHNIO pedepara.

Pedepar mosxeH OBITH BBIIIOJHEH Ha OJHOW CTOPOHE JIMCTOB Oe-
gout 6ymaru gopmara A4 (210 x 297 mm).

Pasmepsl mojieil cTpaHUILI (He MeHee):

e nmpaBoe — 30 MM (mas 3aMeYaHUH TIpPeIoIaBaTess);
°* BepxHee, HU)KHee, jeBoe mo 20 mM.

OrcTyn mepBoii cTpoku: 8—12 MM, OAWHAKOBBIA IIO0 BCEMY TEKCTY.

WuTepBan MeXKIyCTPOYHBIN: IOJYTOPHBIM.

BripaBHUBaHUMe ab3ara: mo IIUPUHE.

Tapaurypa mpudra ocHOBHOTO Tekcta — Times New Roman wminm
aHAJIOTUYHAS.

Kersbs (pasmep): 12—14 myHKTOB.

IIBer mpudra: 4EpPHBIHA.

3aroJoBKY pasfesioB U NOAPAa3AesOB CJIeAyeT IleuaTaTh Ha OT-
IeJIbHOM CTPOKEe C IIPONMCHON OYKBBI 0e3 TOUKHM B KOHIIE, He IIOMI-
yépKkuBad. Eciim 3aroJOBOK COCTOUT M3 HECKOJBbKUX IIPEIJIOKEHUI,
UX pasgesdAoT TOUYKOI. BbIpaBHMBaHWE IO IEHTPY WM IO JIEBO-
My Kpaio. MHTepBaj: mepej 3arojoBKOM — 12 OyHKTOB, IOCJie —
6 IYHKTOB.

CrpaHuIsl cjaeayeT HyMepoOBaTh apabcKuMu Itudpamu, coOJrromas
CKBO3BHYI0 HyMepaIUi0 II0 BCeMY TEKCTy (TUTYJIBHBIA JIWCT U OTJIaBJIe-
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HUe BKJIIOUYAIOT B 00y HyMepamnuio). Ha TuTyiabHOM JimcTe HOMED
He TPOCTaBJISIOT.

B Bepxme#l uacTm TUTYJIBHOTO JIUCTA HHUIIIETCA, B KaKOM 00paso-
BaTeJIbHOM YUPE)KIeHUU BBINOJIHSEeTCs pabora, majgee OyKBaMU yBEJU-
YeHHOTO KerJisg ykKasbiBaeTcsa Tull («Pedepar») m Tema paboThbl, HUIKE
B IIpaBOM IIOJIOBUMHE JHCTA — HUHMpOPMAIUA O TeX, KTO BBINOJHUJI U
KTO IIpoBepuT paborTy. B IeHTpe HUMIKHeHl dYacTW TUTYJILHOTO JIMCTA
OUIIeTCsA HasBaHMe HaCEeJEHHOTO0 HMYHKTA M TI'OJ BBIHNOJHEHHUS PaboThI.

N3 Kypca pycckoro s3blKa BaM HN3BECTHO, UTO I[MTaTa — 9TO
TIPUBEEHHOE ITOJHOCTHIO MM YACTUUYHO BBICKA3bIBAHME W3 aBTOPCKOTO
TekcTa (HAy4YHOHN, XYOOYKECTBEHHOM, MyOJMIIMCTUUYECKON U Op. JIATe-
paTtypbl uau gokJanga). IluraTtel ohopMASIOTCS Kak IpsaMas pedb WJIu
KaK IPOJOJIXKeHUe MPeIIOKeHUs.

IIpaBoBO#T cTaTyc IIUTUPOBAHUA oOIpeAeadeTcsa [parkJaHCKUM
KomexcoM P®, corsiacHO KOTOpPOMY ITMTHPOBaHUE «IOMycKaeTcsa 0e3
corjlacus aBTOpa WJIM KMHOTO HpaBoobJazaTesis U 0e3 BBIILJIATHI BO3-
HarpakJIeHusi, HO C 00s3aTelbHBIM yKasaHWeM HMMEeHH aBTopa, IIPO-
u3BefleHre KOTOPOI'0 WCIIOJb3YeTCs, U HCTOYHWKA B3aMMCTBOBAHUSI»
(cratba 1274 yactm 4 I'pamkmaHcKoOro Kogekca PdD).

Homyctum, mpu paborTe Hana pedepaToM BBl B3AJU (3aMMCTBOBA-
au) uHGOpManuio u3 HuCTOYHUKA «AmnapeeBa, E. B. Maremaruue-
CKMe OCHOBBI MH(MOPMATHUKM. DJEKTUBHBIN Kypc: yueOHOe Imocobue /
E. B. Amugpeesa, JI. JI. BocoBa, 1. H. ®anuua. — M.: BMUHOM.
Jlaboparopusa sHauuii, 2005.». Heobxommmo IpaBUIbHO OGOPMUTH
CCBLIKY Ha 5TOT MCTOYHHUK U BHECTU €ro B CIMCOK JINTEPATYpPBHI.

MpaBuna odopmneHuns ccoinok peryampytotca FTOCT P 7.0.5-2008 «Cu-
cTemMa CTaHgapToB Mo MHdopmMauum, OGUBAMOTEYHOMY U U3OATENBCKO-
My peny. bubnuorpaduyeckan ccbinka. Obuwme TpeboBaHUA U NpasBuia
COCTaBNneHuna».

MpaBuna odopmneHna udnuorpadmnyeckux CBefeHUn B CrMcKe WUC-
Nosb30BAHHOM NUTEpaTypbl AO0/KHbI OTBedaTb TpeboBaHusm [OCT 7.1-
2003 «Cwuctema cTaHOapToB Mo MHMoOpMauum, 6MBAMOTEYHOMY U U3-
parenbckomy paeny. bubnuorpadpuueckas 3sanucb. bubnuorpaduyeckoe
onucaHmne. O6wue TpeboBaHUs U MpaBuia COCTaBNIEHUSI».

st odopmyeHUs CCBIIKM B TeKCTOBOM Iipoiieccope Microsoft
Word mo:kHO:

1) ycTaHOBUTH KypCcOp IIOCJe B3aMMCTBOBAHHOTO TEKCTA U BBIIIOJ-
HuTh KoMaHAy Ccblnkm — BeraButh cebliky — J[00aBUTH HOBBIM
HCTOYHUK...;

2) 3amoJIHUTh II0JsA auajgoroBoro okHa Cozmars McTOouHHEK (puc. 5.3);

@
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2ix]
Tun UcTouHMKa IKnura L] A3kik Il'lo YMONYAHUIO v I
Monsa cnucka autepatypel 4na FOCT — COPTUPOBKA NO UMEHAM
AsTop |E. B. Angpeesa, N1. /1. bocosa, U. H. danuna N3meHuTs
[~ KopnopatueHsii AsTop I
Hasganue IMaTemmuecme 0CHOBEI UHDOPMATUKN
roa 2005
lfopoa |Mocxn
W3parenscrso |EMHOM. Na6opatopusa 3HaHUI
Tom |
[ Dokasars Bce nona cnucka auTeparypel
Wms Tera Wms Tera 6yAeT MCNoAb30BaTLIA ANS 0AHO3HAYHOr0 ONpPeAeneHna AaHHOro
W WMCTONHMKA. oK I OtmeHa

Puc. 5.3. Oxuo Co3maTrs HCTOYHHK

3) sarem mIEaKHYTh Ha KHonmke OK wu mocie 3ammMcTBOBAHHO-
ro ¢parmMeHTa TeKCTa IIOSABUTCSA CChLIKA Ha HCTOYHUK B BUJE:
«(E. B. Anapeena, 2005)».

Hnas1 opopmileHMsA cImCKa JUTEPATYpPbl B TEKCTOBOM IIpoIleccope

Microsoft Word mosxmHO:

1) BuIOpaTh CTUJIb OTOOpPaKeHUA CIIHCKa JauTepaTypbl (OubJmorpa-
¢duueckoro comucka), BbeIMOMHUB KomaHny Ccerakum — Cruab: —
I'OCT — coptupoBra mo mmenam 2003;

2) BeimosiHuTh, KoMmaHAy Ccbimkm — Cmucok autepatypsl — Bera-
BUTHh CIHCOK JIUTEPATYPHI.

23.7. Opyrue BO3MOXHOCTU aBTOMaTu3auum
00paboTKNn TEKCTOBOM uHbOpMaLUMn

KommbioTep moMoraeT He TOJbKO aBTOMAaTU3WPOBATh IIPOIIECC CO-
3IaHUA TEKCTOBBIX MJOKYMEHTOB, HO ¥ PEIINUTh MHOKECTBO IPYTUX
3a/lau, CBA3SAHHBIX C 00pPabOTKOUW TeKcToBOll mH(pOpManuu. BoT He-
KOTOpbIe M3 HUX:

® MOMCK TEKCTa B O00II[eM MAacCuBe II0 3aJaHHLIM HEUYETKUM IIPHU-
3HaAKaM;

° pyOpuUIIMpOBaHME TeKCTa — pas30ueH’e IIOCTYIIAIOINero II0TOKAa
TEKCTOB HA TeMaTWYeCKUe IOAIOTOKM B COOTBETCTBUU C 3apaHee
3alaHHBIMU PyOpPUKaAMU;

° pedepupoBaHHEe TEKCTAa — IIOATOTOBKA €Tr0 COKPAIEHHON BEPCUU;

® mepeBOa TEKCTA C OJHOTO s3bIKA Ha JAPYTOii;

® aHAJIU3 TEeKCTAa Ha IIpPeAMeT BBIABJIEHUSA 3aWMMCTBOBAHUIA.
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O6sacTs MHPOPMATUKU, peIramIias 9TH U APYyrue 3agadu, CBS-
3aHHBIe C 00pPabOTKOII WH(poOpMAIMN HA €CTEeCTBEHHOM S3bIKe, HasbI-
BaeTcAad KOMIIbIOTEPHOM JMHIBUCTUKOM.

PaccmoTpum 6Gosiee moApoOHO 3amauy MOMCKa TeKcTa B 00IeM
maccuse. CyIecTByeT HECKOJBKO MOAXOIOB K €€ PeIleHHuIo.

IlepBBI#I TOAXOM OmMpPaeTcs Ha IOUCK (parMeHTa TeKCTa, COOT-
BETCTBYIOIETO HEKOoTOpoMy ob0pasity. Takmm cmocoboM B OOJIBIIIOM
TEKCTOBOM MAaCCHBE MOJKHO HAXOANUTh YIOMUHAHUS TeX WJIN WHBIX
CJI0OB, azmpeca, HoMepa TeaeOHOB M Apyrue sjiemMeHThl. OCHOBHOE I0-
CTOMHCTBO TAKOTO TOAXOJa — BO3MOKHOCTh NPUMEHATH €ro K Mac-
CUBY TeKcTa 0e3 mpeaBapUTENbHON 00paboOTKM (HAIpUMep, cpasy IIpu
IOCHMMBOJIBHOM IIOJIyUYeHuU TeKcra). IlpmMeHeHMe paccMaTpHUBaeMOTO
cmocoba OBIBaeT 3aTpPyIHEHO, €CJI TeKCT XPAaHUTCS B Pa3HBIX MeCTaxX.

Bropoii moaxonm mpemycMaTpmBaeT IIPeIBAPUTEILHYIO 00pabOTKY
TeKCTa C I[eJbI0 IOJYyYeHHUsS ero IIpeo0pasoBaHHOTO, COKPAIIEHHOTO
Buga (uHAgexca). IlomyuwmB 3ampoc, IIOMCKOBAs CHUCTeEMa BbIJEIAeT
CIIMICOK CJIOB M COCTaBJISIET CIIMCOK JOKYMEHTOB, B KOTOPBIX OHU CO-
mep:xarcsa. IIpm 9TOM pacCUMTHIBAETCS PEJIeBAHTHOCTH — Mepa Cco-
OTBETCTBUS AOKYMEHTAa 3alpoCy, 3aBUCHINAS OT HAJIUUYUS HCKOMBIX
CJI0OB, OJIM30CTH UX APYr K APYry U APYrUX HapaMeTpoB. J[OKYMEHTHI
C BBICOKOH peJIeBAHTHOCTBHIO IIOMEIAl0TCs B HAUYAJ0 CINCKA, C HU3-
KOl — B KOHeIl.

OOHO U3 MHTEPECHbIX MPUMEHEHUI aBTOMATWUYECKOro aHanm3a Tek-
CTOB — BbISIBIEHME 3aMMCTBOBaHUINA.

AnTunnarmar (antiplagiat.ru) — poccuncknii MHTEPHET-MPOEKT, MPO-
rpaMMHO-annapaTHbii KOMMEKC AOJs NMPOBEPKU TEKCTOBLIX OOKYMEHTOB
Ha HanAM4Me 3aMCTBOBAHUIM U3 CTPaHUL, CETU WHTEPHET M Opyrx UCTOY-
HMKOB. lMpoekT fOoCTyneH Aans BCex MNOoJib30BaTenen.

CAMOE [IJIABHOE

Nudpopmarnuonusie Texuogoruum (MT) — 5TO COBOKYIHOCTHL Me-
TONOB, ITPOMBBOJICTBEHHBLIX IIPOIECCOB, NPOTPAMMHO-TEXHUUYECKUX U
JUHTBUCTUYECKUX CPEJCTB, O0beQUHEHHBIX C IIeJbi0 cbopa, obopabdoT-
KU, XpPaHEHUsA, PaCIPOCTPAHEHUs, OTOOpPaKeHUSA M WUCIOJIb30BaAHUA
nH(popMaIuu, IPeAcTaBIeHHON B IIM(MPOBOI (opmMme.

C mosunuu mHGOPMATHUKU, TEKCT — 3TO IIOCJEI0BATEeIbHOCTH 3HA-
KOB HekoToporo aj@asura. CyIIecTByeT MHOKECTBO IITPOTPAMMHBIX
IPOAYKTOB, IIPeIHA3HAYEHHBIX AJIA PabOThl C TEKCTOBOM WH(OpMaIUe.

Ilpu MOATOTOBKE TEKCTOBBIX AOKYMEHTOB HAa KOMIILIOTEPE WCIIOJb-
3yIOTCA TPU OCHOBHBIE TI'DYIIIIBI oONeparuii: BBOJ, pPeJaKTHPOBaHUE,
dgopMaTupoOBaHUE.
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Omepany BBOJA IIO3BOJIAIOT C(POPMUPOBATL COAEPIKUMOE U IIep-
BOHAUAJBHBIN BHJ TEKCTOBOI'O NOKYMEHTA M COXPAHUTH €ro B IaMATH
KOMIIBIOTEPA.

Omnepanuu pegakTUPOBaHUA (IIPABKM) MO3BOJISIOT U3MEHUTH YiKe
CYIIIECTBYIOIUH SJIEKTPOHHBIN MOKYMEHT HyTEéM H00aBJIEHUS, yaajie-
HUsI, MIEPECTAHOBKMU (PparMeHTOB, CIUAHUS HECKOJbKUX (ailioB, pas-
OueHUs eIMHOr0 MNOKYMEHTa Ha HECKOJIbKO 0oJjiee MeJIKUX U T. 1.

Omnepanuu (GOPMATHPOBAHUSA IIO3BOJSIOT TOUYHO OIIPENEJUTDH, KaK
OymeT BBITJISAETh TEKCT Ha SKpaHe MOHHUTOpA WMJIMX Ha OymMare Iocjie
meuatu Ha npuHTepe. Omepanuu (POPMaATUPOBAHUA MOTLYT IIPUMEHSITH-
cd KaK K OTHeJIbHBIM O0BEeKTAaM TEeKCTOBOT'O MOKYMEHTa, TaK U KO
BCEMY OOKYMEHTY B I[€JIOM.

ABTomMaTusaiusa IIporecca CO3ZAaHUs TEKCTOBBIX TOKYMEHTOB obec-
IeYrBaeTCs 3a CUET BO3MOIKHOCTU PabOTBI ¢ (PparMeHTaMHU, IPOBEPKIU
IPaBOIMNCAHIA, CTUJIEBOrO (POPMATUPOBAHUSA, a TAKIKe HCIIOJb30BAHUS
1abJI0HOB, MaKpPOCOB M CPEACTB, 00eCIIeUMBAIOIIUX PabdOTy CO CTPYK-
TYPHBIMH KOMIIOHEHTaAMHU SOKYMEHTA.

KomMmnpioTep momoraeT aBTOMATH3MPOBATL HE TOJIBKO IIPOILECC CO-
3MaHUSA TEKCTOBBIX [JOKYMEHTOB, HO M PEeIINTbh MHOMKECTBO IPYIHUX
3a/a4, CBA3AHHBLIX C 00Pa0OTKM TEeKCTOBOM MH(MOpPMAIIMM, a MMEHHO:

® [IOMCK TEeKCTa B OOIIeM MACCHBE II0 3aJaHHBIM HEUYETKHM IIPU-
3HaKaM;

°* pyOpHUIIMPOBAHINE TEeKCTa — pas0ueHNe IIOCTYMHAIoIIero IIOTOKA
TEeKCTOB HA TeMAaTHUYeCKle IIOAIOTOKM B COOTBETCTBHUU C 3apaHee
3aaHHBIMU PYOPUKAMU;

® pedepupoBaHUe TEKCTa — IOATOTOBKA €r0 COKPAIlEHHOI BepCuu;

® IIepeBOJ, TEKCTA C OLHOI'O s3bIKa Ha IPYIOi;

° aHaJIM3 TEKCTAa HA MIPeIMeT BBISABJIEHUS 3aMMCTBOBAHUIA.

Bonpocbl n 3apaHus

1. Yro, mo BamieMy MHEHUIO, CTUMYJUPOBAJIO Pa3BUTHE TEXHOJIO-
ruii o0paboTKM TekcToBoil wuH(popmamuu? Kakxk 5T0 cBA3aHo C
nmoHATHEM «0e3byMakHble TexHoJoruu»? Hacrynur Jam Takoe
BpeMs, KOTJZa BCe TEXHOJOrHU o0paboTKu Tekcra OyayT 0es30y-
MasKHBIMU ?

2. Ha crpanunax Buxkunemum HaiauTe uHGOPMAIIUIO 00 HNCTOPUU
cosmanus mporpammbl Micrisoft Word. CocraBbTe XpOHOJIOTIH-
YeCKYI0 TabJauIry.

w

KaxoBBbI OCHOBHBIE TIpaBUJIa BBOJA TeKCTa C KJABUATYPHI?

4. B uéM oTJWYMe WCHOJb30BAHUS B TEKCTE CHUMBOJIA «THUPE» OT
cuMBoOJIa <«ae(uc», «Ipobela» OT «HepaspbLIBHOI'O mpobesa»?
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5. Halizure mHpoOpMAIINIO O Pa3HBIX CIIOco0aX BBOJAa TeKCTa B IIa-
MATH KOMIIbIOTEPA (PYKOIIMCHOM, TOJIOCOBOM, CKaHUPOBAHUU).
Kakoe oGOopymoBanme m mnporpaMMHOe o0ecliedyeHue MAJisd ITOTO
WCIOJB3YIOT?

6. Bamr OZHOKJIACCHUK JKAJyeTCsi Ha TO, UYTO IIPU BBOAE HOBOTO
TEKCTa CTAPBIM TEKCT YACTUUYHO Mcue3aeT. UTO BBl €My MIOCOBe-
Tyere?

7. Ilepeq BaMuU TEKCT Ha PYCCKOM S3bIKe, COAEPIKAIUIl OTIebHbIe
aHTJINHCKUE CJIoBa:

PacTpoBble M300pa)KeHHUsS MOXHO NOJIYYUTh, CKAHUPYS PUCYHKH WIIH
(ororpadun, pororpadupyst 00bEKTH TUPPOBHIM (OTOAIITAPATOM, CO3/IABAS
PHMCYHKH C HCTIOJIb30BaHHEM Irpad)uuecKoro IiaHieTa uiu pa3Hoo0pa3HbIX
pacTpoBbIX Tpadudeckux perakropos (Paint, GIMP, Adobe Photoshop).

ITouemy mpaBUJIBLHO HAINMCAHHBIE CJI0BA OKA3aJINCH IIOLUYEPKHYTHI
TaK, KaK ecJu Obl B HUX OBIIN OIIMHNOKU?

®

ITouemy wuHOrga B TeKCTe, HAIMCAHHOM Ha OJHOM s3bIKe, He-
KOTOpbIE€ CJIOBA MIOAUYEPKUBAIOTCS BOJHUCTHIMHU JUHUAMU, LaKe
ecau B HuUX HeT oiuOoK? Kak umcrIpaBuUTh 5Ty CHUTyaIluio?

©

Kak B JOKyMeHTe OCYII[eCTBUTHL aBTOMATHUYECKYIO 3aMeHY OIHOI'O
dparmenTa Texcra Ha apyroii? Kak, mMCIOJb3ys olepaiuio aBTO-
MaTUYECKON 3aMeHbI, OBICTPO OOBEAMHUTL BCe absallbl Texcra?

10. OguH yYeHUK XOTeJ 3aMEeHHUTh B TEKCTE CJOBO «MbI» Ha CJIOBO
«s», HO TOJIyUYUJ TEKCT, B KOTOPOM IIOSBMJIOCH MHOI'O OIINOOK.
O0BbsiACHUTE 9Ty cUTyaluio. KaKk MOMKHO e€ HCIPaBUTH?

11. CoucKkyM KakKuX THUIIOB BaM M3BECTHBHI? B KakKmx cuUTyamuax ciie-
IyeT NPUMEHSATh KayKIBIA m3 Hux?

12. B cmucke yYeHHWKOB Balllero KJacca ObLIO ITPOHYINEHO HEeCKOJb-
Ko damuiauii. Kakum o6pasoM mMX MOKHO BCTABUTh B TEKCT?

13. @amMuanu yUYeHMKOB BaIllero KJacca OBIIM BBeIeHBI B IIPOU3-
BOJILHOM IOpsanke. KakmM oOpasoM MOKHO PAaCIIOJOKUTL (PaMU-
anu B ajadaBUTHOM IOpAAKe?

14. B Tabiuiie BBIJEJEHO HECKOJbKO CTPOK. BbIsIcCHHUTE, YTO IIpOU-
3onméT mpu Haskatuu KJaaBumiu Delete; ximasuimu BackSpace.

15. I'papuuecKkre MOOKYMEHThI KaKWX BHAOB MOYKHO BCTABJIATH B
TEeKCTOBBIN MTOKYMEHT?
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16.
17.

18.

19.

20.

21.

23
24.

26.
27.

28.

29

30.

B uém saxigiouaeTcs mpoliecc (popMaTUpPOBaHUSA TeKcTa?

ABTOD HEKOTOPOTO [MOKYMEHTa BBEJI 3arOoJIOBOK TEKCTa, B KOTO-
POM CUMBOJIBI OTZEJNIUJ IIpobesiaMu [AJisd yBeJIWYEeHUs PaCCTOAHUSA
mesxkay HuMu. IIpaBuabHO Ju oH chenan? YUTo BBl emMy IIOCOBe-
Tyere?

HekoTopoe cj0BO HYXXHO 00A3aTEJIbHO Pa3MECTUTb B TaHHOU
CTPOKE TEeKCTa, a OHO TaM He yMmelraercs. UTOo BBl IIpeAlpuUMeTe
B JAHHOU cUTyaruu?

Kak MOXHO BBeCTM B TEKCT MaTeMaTHWYeCKHNe BBIPAKeHUsA, KOTO-
pbie CcoIep:KaT BEPXHUI W HMXHUN HUHIEKChI, OOBIUHBIE IpPOOU,
OYKBBI I'peueckoro ajdasura?

ITonymaiiTe, Kakue IpemMylllecTBa obecleumBaeT CTuJeBoe (op-
MaTHPOBaHNE II0 CPABHEHHUIO C IIPAMBIM (POPMATHPOBAHUEM.

Kax mo)xkHO yckKOopuTh npornecc (opMaTHPOBAaHUA TeKCTa, B KO-
TOPOM YacCTO BCTpedarTcsa (pparMeHTbBI C OLZUHAKOBBIM (opma-
TOM?

Haiinure mudopMamnuiio o mpaBujgax O(pOpPMJEHHUS AeJOBBIX TOKY-
MEHTOB (BasBJIEHUS, CIPaBKHU, MOKJIAAHOW 3alMCKU W Ip.). BbI-
sACHUTE, KaKue CYIIeCTBYIOT TpeboBaHUA K MX O(OPMJIEHHUIO.

Kaxkosbr O6H_II/Ie IIpaBuJjia CTHUJIEBOI'O O(l)OpMJIeHI/IH ZIORYMGHTOB?

BreisicuuTe, uTO TOHMMAaeTCA IO KOPHOPATUBHBIM ((pUpPMeHHBIM)
cruneM oGOpMJIEHUS NOKYMeHTOB. KTo m naJs uero ero paspa-
b6areiBaeT? KakoBbI ero ocHoBHbIe uepThi? I[IpuBeauTe mpUMeEpPHI
IOKYMEHTOB, O()OPMJIEHHBIX B KOPIOPATHUBHOM CTHJIE.

UccnenytiTe 1mabJoHBI JOKYMEHTOB TEKCTOBOT'O IpOIleccopa, mMe-
[OI[eToCsA B BAIlleM pAacCIoOpPsKeHUU. BBIICHUTE UX KOJUYECTBO,
TeMaTuKy AOKYMEHTOB, KOTOPBbLI€ MOTIYT 6LITB CO3JaHbl HA HUX OC-
HOBe.

Yro Ttakoe makpoc? [[as Uero OH HCIOJb3yeTCa?

Yro Taxkoe cTrpykrypa moxymeHta? IIpuBemuTe IpHMeEpHI CTPYK-
TYPUPOBAHHBIX JOKYMEHTOB.

Cospaiite xigactep <«WHCTPYMEHTHI aBTOMATU3AIIMU CO3IAHUS
TEKCTOBBIX MNOKYMEHTOB» C YUYETOM TaKUX T'PYIHO oIlepaliuii, Kak
BBOJl, pPeJaKTHUpPOBaHUMEe U (popMaTUpOBaHUE.

ITepeuncauTe OCHOBHBIE KJAacChl 3a/ad, CBSIBAHHBIX C aBTOMATH-
3arueii oOpPabOTKM TEKCTOBOM WMHMOPMAIIUN.

OxapakTepusyiiTe HamboJiee pacIpoCTPaHEHHBIE (POPMATHI TeK-
croBbeix moxkymeHtToB — TXT, RTF, PDF, DOC, DOCX, ODT.




