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Co3nanne Tekcra
Tekcr co3naercs u hpopmarupyercst cpeacrBamu peaakropa Word (eciiu oH ycTaHOBIIEH),
aubo aHanorn4HbeiMU, Haripumep, Open Office Write.

Heo6x0a1Mo 3aroioBKH pa3ienoB ohopMIIsTh CTHIIEM «3aroj0BOK», 4YTOOKI MOCe
MOYHO OBLIO cOOpaTh CoAepKAHUE U CeNaTh TUIEPCCHUIKH Ha TaHHBIE Pa3/Ieibl.

BceraBka kapTHHOK
DNEeKTPOHHBINA Y4eOHUK MPOCTO 00sI3aH COJIEP’KATh COOTBETCTBYIOIINE TEKCTY KAPTUHKH.
YTtoObl MX BCTAaBHUTH, B penakTope Word Hy»HO BOCIOJIb30BaThCs MeHIO BeraBka/PrcyHok (ecin
XOTUTE BCTABUTH CIIEIUANBHO MPUTOTOBICHHYI0 Bamu kapTunky) win Beraska/Kaprunka (eciu
XOTHUTE BBIOPATh U3 CYIIECTBYIOMICH 0a3bl TaHHBIX KAPTUHOK).

MOo’HO TaK)Ke BOCIOJIb30BaThCS ClIOCOOOM BCTaBKU KapTHUHKHU U3 Oydepa oOmeHa.

I'mnepccbliku

Ecnu Bbl 3apanHee 1mo3a0oTuianch O TOM, YTOOBI 3arojOBKM pa3/ieioB ObUIM B CTHIIE
3aroj0BOK, TO MOKHO B COZIEP)KaHUU U B JFOOOM MecTe JOKYMEHTa CeIaTh CChUIKY Ha JTaHHBIN
pasaen. [lnst aToro Ha cioBe (MM BBIACICHHOM (parMEHTE TEKCTa) HAKMHUTE MPaBYIO KHOIKY
MBIIIA ¥ BbIOEpUTE MyHKT | umnepccpuika/CBsi3aTh ¢ MECTOM B JOKyMeHTE. B OTKpbIBIIEMCS
KOHTEKCTHOM MEHIO BbIOpaTh HY)KHBIM 3arojloBOK pasjena. s BblaeNeHUs MecTa B TEKCTE, K
KOTOPOMY MOKHO OyZIeT TOTOM OOpaTHTHCA C MOMOIIBIO TUIIEPCCHIIKH, CYIIECTBYIOT 3aKIaIKu.
JlenaroT ux ¢ momomplo0 MeH0 BcraBuTh/3akianka — BbIOpaTh HazBaHue 3akianku. CBs3b C
3aKJIaIKON OCYILECTBISAETCS aHAJIOTUYHO.

Ecmu HeoOXommuMo caenaTth CChUIKY Ha BHEIIHMN HCTOYHHUK, 3TO TAKKE JETAeTCs C
MIOMOIIBI0 BCTaBKHM TMIIEPCCBHIJIKH, HO CBSI3b HY)KHO jenaTh Daiinom, BeO-cTpanuuei, Apyrum
JIOKYMEHTOM JIM00 3JI€KTPOHHON MOYTOM.

AJ'IFOpI/ITM BCTaBKH T'HIICPCCHIIKH.

1. BolaenuTh TEKCT WM PUCYHOK, KOTOPBIM TOJIKEH MPEACTABIATh THIIEPCCHUIKY.

2. Ha Bximagke BeraBka BoiOpath 'mmepcecblika.

MOXHO Takke IIEJIKHYTh IIPaBOM KHONKOM MBIIIM 110 BBIJEICHHOMY TEKCTY HWIIU

PHUCYHKY U BBIOpaTh I'Mmepcehliika B KOHTEKCTHOM MEHIO.

3. BBINMOTHUTH OHO U3 CIEAYIOMINX IEHCTBUI:

e YroObI co37aTh CCHUIKY Ha CYyLIECTBYIOIIMN (aiii, B obmactu CefA3aTh ¢ BHIOpaTh
¢aiisiom, BeG-cTpaHMLeil 1 BBECTH aJpec, 0 KOTOpOoMY TpebyeTcs co3aaTh CBA3b, B
nosne Aapec. Ecnu agpec daiina He M3BECTEH, LIEIKHYTh CTPEJIKY CMHCKAa MANOK U
nepeiTH K Hy)KHOMY (haiiiy.

® Yto0Bl cO31aTh CCHUIKY Ha (hails, KOTOpBIM elle He co3naH, B obmactu CBs3aTh
¢ BEIOpaTh HOBBIM JIOKYMEHTOM, BBECTH MMs HOBOro ¢aitia B mnosie Umsi HoBOro
AOKYMEHTa U 3areM B paszgene Koraa BHOCHTH MNpaBKY B HOBBIM
AOKYMEHT BbIOpaTh NMEpEKIIouaTellb Mo3:Ke UiTu ceifuac.

e UYT00bI cO37aTh TUIIEPCCHIIKY HA MECTO B JIOKyMeHTe B o0iactu CBfi3aTh ¢ BHIOpaTh
MecTO B JoKyMeHTe. BbiOpaTh Hy)kKHOE MECTO B JaHHOM JIOKYMEHTE.



YroObl HACTPOMUTH MOJACKA3KYy, KOTOpas IMOSBIAETCS NPU HABEIECHUM YKa3arens Ha
THIIEPCChUIKY, HaxaTh KHOmNKY Ilogckaska u BBecTH TpeOyemblii TekcT. Ecnm moackaska He
oTpeieNieHa, B KayecTBe mojckazku Word MCHonb3yeT MmyTh Wid ajapec (aiina.

3akiagka

BceraBka 3akiaaaku B Word

1. BbiaenuTs TEKCT UK 3JIEMEHT, C KOTOPHIM HY>KHO CBSI3aTh 3aKJIa/IKy, WU IEIKHYTh B
JIOKYMEHTE MECTO, TJIe €€ TpeOyeTcst BCTABUTb.

2. Ha Bknaake BceraBka BbIOpaTh KOMaHIy 3akJjaaKa.

3. BBectu uMs 3akinanky B rojie UMe 3aKIaaKH.

Wwms 3akmanku TOMKHO HAYMHATHCA ¢ OykBbl. B HeM MoryT mcnosib3oBaThes 1uGpbl. B
UMl 3aKJIaJIKW HeJlb3s BKJII0YaTh rnpodenbl. Eciau TpebyeTcs pa3ienuTh cIoBa B UMEHU 3aKJIaKH,
BOCIIOJIb3YUTECh 3HAKOM noauepkuBanusi. Hanpumep: IlepBblii_3arosioBok.

4. Haxatb kHONIKY /l00aBHTH.

TecThl
B03MOXXHOCTH TEKCTOBOT'O PEIaKTOpa B COCTABJICHUH TECTOBBIX 3aJaHU OrpaHHYCHBI,
OJIHAKO STO HE MeIaeT IMpernojaBaTeNssM MHCIONb30BaTh 3Ty MpOrpamMMmy Aiisi CO3JaHUS
TPEHUPOBOYHBIX TECTOB, HAIIPABJIICHHBIX Ha 3aKpEIJICHHUE ITPOHUICHHOI'0 MaTepHraa.
Jnst cosmanms TectoB B MS Word mocraTtodHo yMeTh CO3[1aBaTh THIEPCCHUIKH U
3aKJIaJKU. 3aKJIaKaMH SBJISIFOTCSI BOIIPOCHI TECTA U CJIOBA «IIPABUJILHO» HIIM «HETIPABUIBHOY». B
KadueCTBC FHHGpCCI)IJIOK MOFyT BI)ICTyHaTI) KapTI/IHKI/I JII/I6O TCKCT.

3aganue Brinonnsiemast oneparus

B nokyment MS Word BHECTH BOIpoChI
tecta. [lox KaxapIM BOIIPOCOM J1aTh
BAPUAHTHI OTBETOB.

B koH1ie TecTa nocie nocaeHero OTBeTa Pa3merka ctpanuisl B rpynmne [lapamerpsl
BCTaBUTh Pa3pbIB TOKYMEHTA. CTpaHULbl KHOTIKa Pa3pbIBbI.

Ha nosiBuBIIeMcs ia1cTe BBECTU TEKCT:
«HenpaBuiabHO»
«BepHyThCs K TECTY»

[Tocne cnoB «BepHyTbes K TecTy» BCTaBUTh | Pa3merka crpanuubl B rpymme [lapamerpsl
HOBBII pa3pbIB TOKYMEHTA. CTpaHMIIbI KHOIIKA Pa3phIBBI.

Ha nosiBuBIIIEMCS TUCTE BBECTH TEKCT:

«IIpaBunbHO»

«BepHyTbCH K TECTY»

Ha cinoBe «HenpaBuiibHO» c031aTh Brinenuts cnoBo «HenpaBuiibHOY, 3aiTH B
3aKJIAJIKY. MyHKT MeHI0 BceraBka, 3akinaika, BBECTU UMSI

3aknanku «HenpaBuiabHOY», HaXKaTh KHOIIKY
Jlo6aBUTH.

Ha cnose «llpaBuibHO» co31aTh 3akiiazKky. | Beigenuts cioBo «IIpaBuibHOY, 3aTH B ITYHKT
MeHIo BeTaBka, 3akiiaika, BBECTH UMS
3aknaaku «lIpaBuinbHOY», HAXKATH KHOMKY
J106aBUTG.




Ha HempaBUIBHBIX OTBETaX CO3/1aTh
TUIIEPCCBUIKY Ha c10BO «HenpaBuiabHO».

Brinenuts oTBET, 3aiiTH B MeHIO BCcTaBka,
I'unepccruika. CrieBa B obnactu «CBsi3aTh
c» BBIOpaTh «MecToM B 1oKymeHTe. 1o
LEHTpY, e HanrcaHo «Bridepure MecTo B
JIOKyMeHTe», BbIOpaTh «HenpaBuiibHOY,
Haxath KHONKY OK.

Ha npaBuibHBIX OTBETax CO3/aTh
TUIIEPCCHUIKY Ha ¢10BO «IIpaBuibHO».

BoiaenuTs npaBuiibHBIA OTBET, 3aUTH B MEHIO
Bcragka, ['unepcceuika. Cnesa B

obmactu «CBsizaTh ¢» BBIOpaTh «MecToM B
nokymeHTe». I1o neHTpy, riae Hanvcano
«Bp1OepuTe MecTo B TOKYMEHTE», BEIOpATh
«IIpaBunbHO», HaxaTh KHONKY OK.

Ha crnoBax «BepHyThbCs K TECTY», CO31aTh
TUIEPCChUIKY Ha HAa4yaJlo TecTa.

Brinenuts cnioBa «BepHyThCS K TECTY», 3aUTH
B MeHI0 BeraBka, ['unepccsuika. Criea B
obnactu «CBs3ath ¢» BBIOpaTh «MecToMm B
nokymeHnTe». I1o neHTpy, rae Hanucano
«Bp10epuTe MECTO B JOKYMEHTE», BEIOpATh
«Hauano noxymenTa», Haxxatb kHonky OK.

IIpumep Tecta
BOITPOC. MosHo 11 ¢ moMoinbko peaaktopa Word coznath Tect?

OTBETBI

1. Heubss

2. MO0KHO, HO TOJIBKO TE€CThl € AUHCTBEHHOT'O B]':>I6OD3

3. MoKHO TecTsI JI000ro TUIa.




«HenpaBuinbHO»
«BepHYTBCA K TECTY»




«ITpaBHIIBHOY»
«BepHYTBCA K TECTY»




