IIpakTnyeckas padora Ne 12

«Hcnonb3oBanue cucreM nposepku opporpadun u rpammatuku. PopmaTupoBanue
TEKCTOBOI'0 JOKYMEHTa»

Iean» paGornl: Hayuuthcst pabotath ¢ TeKCTOBBIM pemaktopom MS Word, mposepsts
optdorpaduto, QopmarupoBath TEKCT, pa3OMBaTh JOKYMEHT Ha CTPaHMIBI, pabdoTaTh C
ABTOTEKCTOM

TeopeTuyecKkue cBeIeHHS:

IIpoBepka opdorpadpun

OnHUM U3 BaKHBIX KQUECTB TEKCTA SIBIISICTCS OTCYTCTBUE IPAMMATHYECKHUX OIIHOOK.
['paMmaTiyeckue OMMOKU B TEKCTE MOTYT BOSHUKHYTb, BO-TIEPBHIX, 10 HE3HAHUIO YEJIOBEKA, BO-
BTOPBIX, B PE3YJIbTAaTe ONEYaTKN pH Habope TekcTa. [y ycTpaHeHus rpaMMaTHYECKUX OIIHOOK
B cpeny Word BcTpoeHa aBTOMAaTH3UPOBAHHAS CHCTEMa MPOBEPKH npaBomnucanus. OCHOBY 3TOM
CHCTEMBI COCTaBIISIeT 0a3a JaHHBIX — BAPHAHTOB HAIIMCAHUS PYCCKUX U aHTIIHMICKUX CIIOB, U
0a3a 3HaHMUI — IPaBUJI TPAMMATHKHU. JTa CUCTEMa CBEpsIeT KaXXJ0e HallCAaHHOE CII0BO C 0a30i
JIAHHBIX, a TAK)KE aHAIU3UPYET MPaBUIBLHOCTH HAITUCAHUS CIIOBOCOYECTAHUN M MTPEIJIOKECHUH
(corimacoBaHHOCTH MAIKEH, PACCTAHOBKY 3aIATHIX | T. 1.). [Ipn oOHapy)eHnn ommbok
CHCTeMa BBLIACT MOJICKa3Ky U B HEKOTOPBIX CIIydasiXx — BapUaHThI UCIIPABJICHUS OMUOOK. JTa
CUCTEMA ABJIACTCA MPUMCPOM CUCTECMBI HCKYCCTBCHHOI'O MHTCIIJICKTA.

[To ymomuanuto Microsoft Word mpoBepsieT opdorpaduio 1 rpaMMaTuKy aBTOMaTUYECKU TIPU
BBOJIC TEKCTa, BBIJICIISAS BO3MOKHBIC opdorpaduueckre ommOKH KpaCHON BOJTHUCTOW JIMHHUCH, a
BO3MOJXKHBIE TPAMMATUYECKHE OIIUOKU — 3€JIeHON BOJMHUCTON TrHKUENH. Cuctema npoBepKH
opdorpadun Mo yMOTYaHUIO BKIFOUEHA BCET/IA.

I/ICHpaBJ'ISITL OIINOKH MOKHO IT10 MEpE BBOAA TCKCTA, 4 MOJKHO IIPOBECTH IIPOBEPKY Cpa3y BO
BCEM TCKCTEC I10 OKOHYaHHH BBOJA.

I[J'IH HCITPABJICHUA OIIOKU I10 MCpPE BBOAA HICIIKHUTC npaBoﬁ KHOMKOM MBIIIN Ha TEKCTEC,
MNOAYCPKHYTOM BOJIHHCTOM 3€JI€HOM HUIIN KpaCHOﬁ HHHHeﬁ, a 3aTCM BBIGepI/ITe HpeﬂHOX(CHHLIﬁ
BApHUAHT UK COOTBECTCTBYIOI[YIO KOMaHAy B KOHTCKCTHOM MCHIO.

[Tpu ucnpasnenuu opdorpadudeckoii OMMUOKA B KOHTEKCTHOM MEHIO YacTO MpeIararoTcs
cJIOBa, OJIM3KHE MO HATHMCAHHUIO.

Ho nyuymie ocymecTBUTh IpOBEPKY MIPAaBONMCAHUS CPa3y BO BCEM TEKCTE 110 OKOHYAHMH BBOJA.
OTO CyIIECTBEHHO COKOHOMUT BPEMHI.

Crnenyer 3aMETHUTh, UTO HE BCEI/Ia CJIOBO, MOAYEPKHYTOE KPACHOMU JINHNEH, HAIICAHO
HENpaBWIbHO. BI1oJIHE BO3MOXKHO, UTO 3TO KaKOH-HUOYb CHIEIMATIbHBINA TEPMUH, KOTOPOTO HET
B ciioBape. O4eHb 4acTo MOJYEPKUBAIOTCS UMEHAa COOCTBEHHBIE, @ TAKXKE COCTABHBIE JI0BA
(HampuMep, «aBTOTEKCT», «aBTO3aMEHa» U TIp.), KOTOPbIE TaKXkKe OTCYTCTBYIOT B 0a3e JaHHBIX
MPUIIOKEHUS.

Ecnu cnoBo HanucaHo npaBuiIbHO, HO MOJYEPKHYTO KPAaCHOM JTMHUEH, MOKHO 100aBUThH €T0 B
MOJIb30BATENbCKHI CIOBaph, U 00JIbIE HE OYAET BBIACIATHCS MOTYEPKUBAHUEM.

Ecnu B pesynbraTe OnevyaTky Moydaercs ClIOBO, HMEFoIIeecs B CI0Bape, TO IporpaMma
IpOBEPKH opdorpadpuu ero He MOMETHUT, HAIPHUMEP, €CITH BMECTO CIIOBA «KOT» HAIMCAHO CJIOBO
«KTO» VT BMECTO CJIOBA «I1apTay HAITMCAaHO CIIOBO «I1apay. UTOObI yCTpaHUTh TaKHEe CUTYAIHH,
CllelyeT BHUMATEJIBHO MEPEUUTATh TEKCT CAMOMY HJIH, 4TO €Ille Jy4Ille, TONPOCUTh 00 3TOM
JPYTOro YeIOBEKa.



H3MeHeHNE MEKIYVCTPOYHOI0 HHTEPBAJIA

YTOBbl M3MEHUTb MEXAYCTPOYHbIE MHTEPBAN HEOOXOAMMO MEpPENTU Ha BKMAAKy «[NaBHas», B rpynne
KHOMoK «A63aL», BbibpaTb KOMaHAy «MHTepBan»
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ABTO03aMeHAa U ABTOTEKCT

Jlnis aBTOMaTH3alMK BBOJIA M MCTIPABJICHUs TeKcTa B cpesie Word CyIecTBYIOT HHCTPYMEHTBI
ABTO3aMeHa U ABTOTEKCT.

briBaeT, uyTo npu BBOJIE TEKCTA C KJIABHATYPhl BMECTO HYKHOM KJIaBUIIN HAXKMUMAETCSI COCETHSIS
WK J1B€ OYKBBI HAXKUMAIOTCS B 00paTHOM mopske. MHCTpymMeHT ABTO3aMeHa MeeT
BCTPOCHHBIN CI0BAaph HAK0O0JIee TUIMYHBIX OMEYaTOK U OMIMOOYHBIX HATMCAHUU.

HpI/I 06Hapy)KeHI/II/I TAaKUX OIICYATOK CJIOBO aBTOMATHYCCKHU 3aMCHACTCA Ha IIPABUJIBHOC.
CJ'IOBapB aBTO3aMCHbI MOXXHO ITOIIOJHATH.

[TpakTHYeCcKH y KaXI0TO TOJIB30BaTENSI €CTh CBOM OCOOCHHOCTH HAabopa U «MHINBUIYATHHBIC)
oneyaTku u omnbOku. Ecnu B poiiecce HaOopa BbI BBEJIU CIOBO C ONEYATKOM, TO MOKHO HE
TOJIbKO UCIIPABUTH €r0, HO U BKJIIOYUTH B CJIOBapb aBTo3aMeH. JJis 3TOro B KOHTEKCTHOM MEHIO
clenyeT BbIOpaTh KOMaHly ABTO3aMEHa.

HNHCcTpyMeHTBI ABTOTEKCT U ABTO3aMEHa MOYKHO UCTIOJIB30BaTh JIJIsl OBICTPOTO BBOAA
CTaHJAPTHHIX (Ppa3 1Mo HECKOJIBKUM MIEPBBIM OYKBaM.

HNHcTpyMeHT ABTOTEKCT COJEPKUT CHUCOK (ppa3 JUIMHOI 10 32 CHMBOJIOB, KOTOPBIE Cpea
ABTOMATHYECKH MPEIJIaracT BCTaBUTh, KOTJJa HAOpaHbI TIEPBbIE HECKOIBKO OYKB. DTH (pazbl
MO>KHO BBIOMPATH U3 CIIUCKA AJIEMEHTOB aBTOTeKcTa. KpoMe Toro, B 3TOM CIIUCKE COJepKaTCs
AJIEMEHTHI JUIsl BCTaBKH CIIy>KeOHOW MH(pOpMaLuu, KOTopasi, Kak IIPaBUJI0, BCTABJISIETCS B
KOJIOHTUTYJ, HAalIpUMep UMS aBTOpa, JaTa CO3JaHusl, 1aTa neyatu, ums daiina.

YTo6bl 4O06aBUTb aBTOTEKCT MNepexoAMM Ha 3aknaaky «BcTtaBka», panee «3kcrnpecc 61okn»,
«ABTOTEKCT».
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3. Haxumaem «BcTtaBka / Skcnpecc 6noku / ABToTekcT / COXpaHUTb BblAeNeHHbIN parMeHT B
KONJIEKUMNIO aBTOTEKCTa».
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5. N Tenepb korga Mol 6YLI,eM neyaTtaTtb Ha3dBaHWeE KOMMaHUU, BCerga MOXXHO 6y.qu YBUAOETb NOACKA3Ky
M Cpa3y BCTaBUTb NpeanoXeHne 6e3 owwnbok.

Q00 "¥eonex" (Haxoawte BBOJ ana scTagkm)
5. 000 «Y]

3aganue 1. A). Ha Bxitanke Pasmerka crpanunsl B rpynne Ilapamerps! crpanunbl
BbIOepuTe koManay Ilossi — HacTpauBaemble noJisi B 1MaJIOrOBOM OKHE 3TOM KOMaH/1bl
3a/1aiTe BEpXHEE U HUKHEE MOJIsl PaBHBIM 2 CM, JIEBOE — paBHBIM 3,5 cM, mpaBoe — 1 cM

B) Hamneuaraiite Texct Ne 1. [IpoBepbTe mpaBomucaHue 3Toro ¢pparMenra
cpeacrBamu MS Word. Eciu ecTh omnOKH, HCIPaBbTE UX B MPOIECCE BBOJIA TEKCTA C MOMOIIIBIO
KOHTEKCTHOT'O MEHIO

TEKCT Ne 1

«Pa3gell. . .Hbl¢ [0 CTEHaM KapThbl;, 3aMENl...HOE TECTO; 3aMell. .. Hble B
JleNo CBHETENH, HACTO. . . HblH Ha TpaBax daii, o0Jee. .. BIIHH Mapk;
o0esnec. .. BIIHE TMPpOCTPAaHCTBA;, KPORBEH...BIIAA paHa; pacTa... BITHH
CHET; pacce...Hbld Manb4HK; 00eCCHI. . Hble JTHOJH; Packa. .. BIIHICA
TIPECTYTHHK, 3aBEll...HOE OKHO; PACKIIE. .. Hbl€ MapKH, HEMBICII. .. bIH
MOCTYIIOK, HETIPHEMII. . .bIH CITy 4aii, 00e3HO. .. BIIHE ToIIaH,
KJIOKOU. . .IIIHE BOJHBI;, HABE. ..HbIE MbICIED?

B) [lepeiinuTe Ha HOBYIO CTPAHHUILY B 3TOM K€ JOKYMEHTE. /{151 7TOr0 HAXKMHUTE OJJHOBPEMEHHO
Ha knasunm <Ctrl><Enter>.

I') Ckonupyiite Tekct Ne 2. [IpoBepbTe mpaBomnucanue 3toro ¢pparmMerra cpencrsamu MS Word.
Ecnu ectp ommOku, UCIIpaBbTe UX B MPOLIECCE BBOAA TEKCTA € TIOMOIIbI0 KOHTEKCTHOT'O MEHIO.

TEKCT Ne 2

« ITyremectue [1.M.UnunkoBa k CobakeBuuy ObLIO MpepBa...HO Henoroou. Jfopora Obiia
3aCTJIa...Ha MEeJICHON JOKA. bpruuka Kadanace U3 CTOPOHBI B CTOPOHY U TALWIACh 110
B300pOHE. . .HOMY MOJIIO: JIOIIa 1 ObUIH U3HYPE. .. Hbl, OpHUKa ONMPOKUHYTA, U UHNUMKOB «pyKaMH
Y HOTaMH LUIEMHYJICS B IPSI3b).



Kax 6b11 00pagoBaH Hall repoi, KOraa U34aJId MOCHBIIIANICS cOOauril Jiaid, ¥ TOKa3aJIoCh YTO-
TO, OX0’Kee Ha Kpbimny. Tak YnunkoB no3HakoMuiics ¢ KopoOGoukoii, koTopas Obljia U BEXKIIHBA,
¥ 00XOJUTENbHA C HEXKA. . .HBIM TOCTEeM, MIPEATIOKUB eMy Howier. [IpocHyBmch, YnankoB
OKHHYJ B3MJIs110M KOMHATYy. [1o cteHaM ObLIM pa3Bella. . .Hbl KApTUHBI, MEXK/1y HUIMH BHCET
noptpeT KyTy30Ba u «1uca. .. Hplil MACIEHBIMU KPACKaMH KaKOW-TO CTApHUK C KPACHBIMHU
oOnuraramMu Ha MyHIUpe». J|BOpPHK, BUIAHBIN U3 OKHA, OBbLJI HAIIOJIHEH NTUIICH — HHACHKAMU U
Kypamu. ..

Xoagiika Oblsa co3/a...Ha JJis )KU3HU B iepeBHE. B e€ momecTbe BcE opranusona...Ho,
coOpa...Ho, yjo0xe...Ho. Bce Benu pasmele. . .Hpl 110 MaJIeHbKUM siliukaM. Hegapom —
Kopob6ouka! KpecTbsiHckie 3061 BBICTPOE. ..HbI BPACCHIITHYIO U «HE 3aKJII0YE. .. HbI B
MPaBUJIbHBIC YIIULBIY, HO «IIOKA3bIBAJIU I0BOJILCTBO OOUTaTeneil, u0o ObLTH MOJAePKIUBACMBI
Kak cienyer». KakoB koHTpacT ¢ momecTheM [mromknuna, B KOTOpoM Be€ 3a0poiie. . .HO, U ¢
nomecteeM Ho3npéBa, B KOTOpOM BC€ pacnpoja. ..Ho.

Kak rpycTtHa u nedansHa Hama Poccusi! Kak 6ecCKOHEUHBI ¥ TOPOM HEMOCTHIKUMBI €€ IPOCTOpPHI!
OTHU MBICIT MOTJIM OBITH HaBes...HbI JUPUIECKOH 1po30oii ['oroms»

1) Oropmarupyiite TekcT Ne 2 1o mapaMeTpam:

1. VYcraHoBuTE CleIyIOMINIA MEXAYCTPOUHBIN HHTEPBAI: JIJIs IEPBOTO ad3alia - OJUHAPHBIH,
JUTsL BTOpOTo ab3ama — MoJyTOPHBIH, U TPEThEro ad3ama — MHOXKUTENb 1,250T, 1is
YeTBEPTOro MUHUMYM 13 1T.

2. YcTaHOBHTE CICAYIONINEC HHTEPBAIBI MEKIYy a03anamu: Mexay | u 2 abzamamu — 7,5 1T,
Mexay 2 u 3 ab3anamu — 12 nT, mexay 3 u 4 ab3anamu — aBTo.

3. BeimonauTe CieqyroNMe BRIpAaBHUBAHKME TeKCTa: | ad3all — 1mo mpaBomMy Kpato, 2 ab3ail-
o JIEBOMY Kparo, 3 ab3a1f — ro ueHtpy, 4 abd3ail o mupuHe

4. VYcraHnoBuTe cienyroime ad3amHbie OTCTymbl: 1 ad3ar — ciesa 1 cm, 2 ab3ar- ciesa 1,5
cM, 3 ab3ar — cipaBa — 0,63 cm, 4 a63ar — cripaBa 0,5 cM, creBa 0,5 cm

5. VYcraHoBUTE CIIEIYIONTYIO KpaCHYIO CTpOKy: 1 ab3arm — otctyn 1,5 cm, 2 aG3ai- BeicTym 1
cM, 3 ab3ar — oretyn — 2 ¢M, 4 ab3air — Beictym 0,5 cM

6. Job6aBpTe B KOJUTEKIHIO aBTOTeKCTa ciioBa «llyremectsue [1.11.Ynunkosa k
CobakeBrUdy» U UCMONB3YS QYHKIIUIO «ABTOTEKCT)» BCTaBHTE MX KaK 3ar0JIOBOK K
TEKCTY, TPUMECHHB BhIpaBHUBaHUE «[10 EHTpy»

7. YcraHoBuTe cieayromue popmMaTupoBaHue mpugra:

WpunoT
Ne
WpundT HauepTaHue Pasmep UHTepBan
ab3aua

1. Times New Roman Kypcus 12 O6bIYHbIN
2. Courier New O6blyHOEe 9 Pa3perkeHHbIN Ha 1,2nT
3. Comic Sans MS Kypcus, nogvyepKmBaHue 10 YNNOTHEHHbIM Ha 0,5nT

4, Monotype Corsiva MonyXKnpHbIN 9 Ob6blYHbIN
3aro/sI0BOK Arial Black [BoiHoe nogyepKMBaHue 16 PaspeeHHbI Ha 1,5 nT




CoxpanuTte (aiia B manke cBOEH rpymsl, MoJ cBoei paMunuei.

KOHTpOJILHLIe BOITIPOCHI:

1.

CoNoOR~WN

KakoBbl Bo3moxaoctu MS Word st mpoBepky OIMOOK pa3inyHOro pojia B TEKCTOBBIX
JIOKYMEHTax?

KakoB nopsiiok rpoBepku opdorpaduu u rpammaruku B MS Word?

Jlns kakux 1esei Hy>KHbl (YHKIIMM aBTO3aMEHBI U aBTOTEKCTa?

Kak 106aBUTH TEKCT B KOJUIEKIHIO « ABTOTEKCTa»

Kak u3aMeHUTh MEXIyCTPOUHBIA UHTEPBaAJ, HHTEPBAI MeX 1y ab3aramu?

Kak ycTaHOBUTB apamMeTpsl KPaCHOM CTPOKHU?

Kaxk n3menuts et mpudra?

Kaxk BbIOJIHUTH IBOWHOE MOYEPKUBAHNE CTIOBA?

Kak u3meHuTh 00BIYHBIN MIPUGT HA pa3peKeHHBIH



