Tema: OTKpbITbIN YpOK: «PaboTa ¢

TeKcToBbIM npoueccopom Microsoft
Word»

Tun ypoka: ypok 3akperjieHuss TEOPUTUYECKUX 3HAaHUM U OTpaboTKa
MPaKTUYECKON YacTH

Bua ypok: KOMOMHUPOBAHHBIN YPOK

Heas ypoka: hopMupoBaHHe MPAKTUYECKUX YMEHHH pabOThl € TEKCTOBBIM
MPOLIECCOPOM: PEAAKTUPOBaHHE U (HOPMATUPOBAHUE TEKCTA.

Ilnanupyembie pe3yjbTaThl 1eITEJIbHOCTH:

IIpeamerHbIe:

® 3HATh Ha3HAYEHUE TEKCTOBOIO MPOIECCOPa, €ro OCHOBHBIE (DYHKITUU;

® 3HATh MPUEMBI U MPUHIIUIIBI PAOOTHI B TEKCTOBOM IPOIIECCOPE.
MeTtanpeameTHble:

e [Ilo3naBarenbHbie Y'Y /I:

v IPUMEHSATH TIOJyYEHHBIE 3HAHUSA MPH paboTe ¢ KOMIIBIOTEPOM M Ha YpOKax
UH(OPMATHKHU.

e Perynsarusubie YY/I:

v/ BBHIIIOJIHATH y4eOHBIE 3a1aHKsI B COOTBETCTBUH C IIEJIBIO;

v/ COOTHOCHTH PHOOPETEHHBIE 3HAHKS B COOTBETCTBUH C KU3HBIO;

v/ BBINIOJIHATH y4eOHOE JIEUCTBHE B COOTBETCTBHH C TUIAHOM.

e KommyHukatusHbie Y'Y /I:

v’ (hopMyIIHPOBaThH BHICKAa3bIBAHHE, MHEHHE,;

v/ yMeTh 000CHOBBIBATH U OTCTaUBATh CBOE MHEHHE;

v/ COIIaCOBBIBATH MO3UIIMU C TAPTHEPOM M HAXOIUTh OOILEE PEILIEHNUE.
JIMYHOCTHBIE:

e (QopmMHpoBaHUE OTBETCTBEHHOTO OTHOIIEHHUS K YYCHHUIO Ha OCHOBE MOTHBAILIUU
K 00y4YEHUIO U MMO3HAHUIO;

e (dopmMupoBaHHE KOMMYHHKATHBHOW KOMIIETEHTHOCTH B  OOIIEHUU U
COTPYIHUYECTBE CO CBEPCTHUKAMHU B MPOIIECCE YUEOHOU NeATEIbHOCTH.
OO0opynoBaHMe: MHTEPAKTUBHAS JIOCKA, KOMIBIOTEpHI, mporpamMmma Microsoft
Office Word, pa3znatounsiii Matepua.

IL1an ypoka.

1. Opranu3zanoOHHbI MOMEHT (3 MUH.)

2. Axryanuzanus 3HaHUH (8 MUH.)

3. Teoputnueckas 4acTh (5 MUH.)

4. ITpaktuueckas yactb (18 muH.)

5. Pedniexcust (2 MuH.)

6. Utor ypoka (2 MuH.)

7. O606meHue.(2 MuH.)



Xoxa ypoka

1. OpraHu3anMoOHHbII MOMEHT.

[IpuBercTBUE, TPOBEPKA MPUCYTCTBYIOIIUX.

2. AxTyanu3saunusi 3HAHUI.

BrlsicHeH1e cTereHr YCBOSHUS yUalluMUCS 3aIaHHOT0 y4eOHOro MaTrepuania.

o -C nmomo1ipio, Kakux IporpaMMHBIX CPEICTB Mbl MOKeM 00pabaThiBaTh
TEKCTOBYIO HH(pOpMaIHIO? (TeKC. peJaKTOP U TEeKC. Mpoieccop)
. -TexcroBol pemakTop W TEKCTOBOM MPOLECCOP — OTO KakKue

IporpaMmsl? (IPpUKJIAJAHbIe  NpPOrpaMMbl IO  00padoOTKe  TEKCTOBOM
uHpopmauuu) (010KHOT, BOPA maja, KopJ, ¢oromon u apyrue). OHU 4eM-TO
ommMyaroTcss Apyr ot apyra? (a). JlaBaiiTe NOBTOpHUM, Y€M XK€ OTJIMYACTCA
TEKCTOBBIM MPOLIECCOP OT TEKCTOBOrO penakropa? Y Bac Ha mnaprax
JIEKUT KapTOYKa HOMep 1, Ha KOTOPOU MPEIIOKEH CIIUCOK 3TUX BO3MOKHOCTEM.
N3 mpenyokeHHOTO CIrcKa BbIOepHTe OCHOBHBIE BO3MOkHOCTH TP m TII. (Ha

KapTouku Nel OTMETUTH 3TU BO3MOXKHOCTH) (2 MUH).
Kaprouka Ne 1 Bo3mo:xxHOCTH PadoOTHI C TEKCTOM (OTBETHI).

Bo3MoxHOCTH pabOTHI C TEKCTOM TP TII
CozniaBaTh TEKCTOBON JOKYMEHT + +
PenakTpoBaTh JOKYMEHT + +
[IpocMaTpuBaTh JOKYMEHT + +
[IpoBepka nmpaBonvcaHus +
[TocTtpoeHue rpagukoB +
/loOaBieHe KapTUHOK +
PacnieyaTbIBaTh TEKCTOBOM TOKYMEHT + +
CoXpaHsTh TEKCTOBOW JOKYMEHT + +
-BoinonHuim 3ajaHUSA Ha KapTOYKe Nel, TENEePh

oOMeHsiTech KapToukamm Nel ¢ coceioM Mo mapTe ¥ MpOBEPhTE MPAaBUIBHOCTb
OTBETOB.

Ha gmcre cCaMOKOHTPOJISEI HANMIIMTE KOJUYECTBO NMPABWILHBIX OTBETOB H
OTJIOKUTE HA Kpau cToJ1a.

-PebsiTa, kak BBl qymMaeTe, KakoBa TeMa CETOAHSIIHET0 ypoka? ['me Mbl
MOKEM MPUMEHUTH CBOM 3HAaHUSA B PabOTe TEKCTOBOTO PEIAaKTOpa U TEKCTOBOTO
npoiieccopa? (ceroHss Ha ypoke, OyJaeM NPUMEHATh U3YUYEeHHbIl MaTepuas Ha
NMPAKTUKE — JTO peJaKTHUPOBaHue U (OPMATHPOBAHUE TEKCTA)

3. Teopernueckasi 4acThb.
-OTKpbUIM TeTpaau 3anucanu cerogusmnee yuciao (7 despans 2022 roma), Tema
ceroaHsmiHero ypoka (Padora ¢ TexctoBbiM mporieccopom Microsoft Word)



Microsoft Word —rtekcToBbIi mporieccop, NpeAHA3HAYCHHBIN Ui CO3/aHus,
POCMOTpPa, PENaKTHUpOBaHUS M (HOPMATHUPOBAHUS TEKCTOB CTaTeH, JEJIOBBIX
OymMar, a TakKe HHBIX JOKYMEHTOB, C NPUMEHEHUEM MPOCTEHINX (QopM
Ta0JIMYHO-MATPUYHBIX aJTOPUTMOB.

Oxno npozpammur Microsoft Word exnrouaem maxue snemenmeul kax:

['maBnoe Mento: BeraButh, KonupoBats, Beipesats, ['apautypa mpudta, Pazmep
mpudTa, [lomyxupnsiii, Kypcusasiit, [loquepknyTsiii mpu@r.

Coxpanenue 0oKymenma.

CymectByer J1Ba crioco0a COXpaHEHUs JOKYMEHTa:

1) @aiin — Coxpanums Kak... B TIOSBUBIIEMCS OKHe B moiie «Mwms daitnay
HEOOXOJIMMO BBECTH Ha3BaHUE (paiiya, 3aTeM HakaTh Ha KHONKY «COXpaHUTHY.
[IpuMeHsieTcs Mpy MEPBUYHOM COXPAHEHUU JIOKYMEHTA.

2) @ain — Coxpanume. JlaHHYIO KOMaHAy HWCIIOJIB3YIOT TPH COXpPaHCHUMN
M3MEHEHHU B YK€ CYLIECTBYIOIIEM JOKYMEHTE.

[Ipu Habope TekcTa B TEKCTOBOM JOKYMEHTE HEOOXOJMMO YUYUTHIBATH
CJIEAYIOIINE TTPaBUIa:

1) YtoOsI ciioBa MEXIy COOOM HE CIIMBAIKMCh, UCIIONIB3YIOT KIIaBHIITY TIpo0era.

2) TIpoOenbl cTaBATCS MOCIIC 3HAKOB IPEITMHAHUS.

3) Ilo oxonyanuio a03aia 4ToOBI HA4YaTh HOBBEIM a03al HEOOXOAMMO Ha)KaTh Ha
kiasuiy Enter.

4) Ecmu nipu Habope TekcTa Oblia JOMyIeHa OIIMOKa, JIUIS TOrO YTOOBI YAAJIUTh
€€ MCIOJIb3yeM CIEAYIONIUE KJIABUIIM: €CJIM JOMYIIeHHas OImMOKa HaXOJIUThCS
nepesl KypcopoMm Hcmonib3dyeM kiaBuiny Back Space, a taxke ecnu JomylieHHas
omrOKa pacojioKeHa Mmociie Kypcopa nmpuMensiem kiasuiry Delete.

5) Ecniu BaM HYXHO TMEpPEHTH C KOHIIAa CTPOKM B HAyalo MCIOJIb3yeM
kiaBuiry Home, a st Toro 4to0bl mepeiTy ¢ Havasa B KOHEI[ CTPOKH MPUMEHSIEM
knasuiny End.

-Bo3bmuTe kapTroukm Ne2, mo3HAKOMbTECH C OCHOBHBIMU 3JIEMEHTAMHU TJIABHOTO
MEHIO, KOTOPbI€ BbI OyJIETE UCTIOIB30BaTh BO BPEMsI MPAKTHYECKOM PaOOTHI.
Kaprouka Ne2 OcHOBHbBIE 3J1eMEHTbI IJIABHOT0 MEHIO

S [TomyxupHblid IpUPT
X K =
YPCUBHBINA MIPUPT
e | v .
= OJTYEPKHYTHINA MIPUPT
[Mapuautypa mpudra — 31€Ch BBl MOKETE BRIOUpATh TOT BU MIpUQTa,
Times New Ror o
sadiiotiiinn KOTOPBIN BaM OOJIBIIIETO BCETO HPABUTHCSI.




Pasmep mpudra — 376Ch BBl MOXKETE YKa3aTh HYKHBIH BaM pa3Mep
Ha4yuHas ¢ 8 1T A0 72 NT, a TAK)KE BBl MOYKETE CaMH 3a/1aBaTh pa3Mep
mpudTa.
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PacrnionoxxeHnmne TekcTa ¢ I€BOr0 Kpas JIuCTa

Iy

Pacnionoxenue Tekcra 1mo HCHTPY JINCTA

Pacnonoxenne TekcTa o mpaBoMy Kparo JIUCTa

Pacrnionoxxenue Tekcra 1mo IIUPUHC JIUCTA

W i |

- Yro HOBoro BbI i ceOsi y3Hanu? Kakue-HUOYIb BOMPOCHI €CTh IO JIaHHOMN
Teme?

4. TlpakTuyeckasi 4acTh.

-IIpexxne 4dem mnepeiieM K MNPaKTHUYECKOM YacTH HAIIEro ypoKa, MOBTOPUM
npaBuiia TEXHUKH 0€30MaCHOCTH.

IIpaBuiia TeXHUKH 0€301IACHOCTH.

-Pebsita, MBI JIOJDKHBI CBOM 3HAHUS NPUMEHUTH Ha TmpakTuke. [IpakTuka
3aKJIIOYAETCS B CIAEAYIOLIEM: BO3BMUTE KAPTOUKH Ne3.

Kaprouka Ne3. Ilpakruyeckas padora «Pabdora ¢ TeKCTOBBIM
npoueccopom MS Word».

-Bam HeoOxonumo HaOpaTh 4acTh TEKCTa, HAOPAHHOIO HA KapTOUYKaX, BMECTO
MHOTOTOYHSI HEOOXOAUMO MPOAOJIKUTH CKAa3Ky, ONUPasCh Ha WLIOCTPALUIO
CKa3KH.

BrinosnHseM cienyomme yKa3aHus:

1. Cosnmaiite moxkymeHnt Microsoft Word u coxpaHuTe cka3ky TMOj] Ha3BaHHEM
«l'agKui yTEHOK»

2. HanumuTe Ha3BaHWE CKa3KHU U PACIIOJIOKHUTE MO LIEHTPY TEKCTA.

3.Tekct HaOpath, ucmoNb3yst mpudt Tekcra — 14, [apuurypa mpudra — Times
New Roman, [TomyupHbIi, paClioJIOAKUTE TEKCT IO JIEBOMY Kparo.

4. IIpunymats ABa NPEIJIOKEHUS MPOJIOTKEHHS CKa3KHU.

5. Y panute BTOPOE MPEIIOKEHUE CKAZKH.

l.‘ l - Bo3bmure kaprouku Ne3, kaproukum Ne2., cajumcs 3a
M = KOMIILIOTEPHBIE  CTOJILI M HAYMHAEM __ BBINOJHATD
NMPAKTHYECKYIO padoTYy.

Ona nonkHa ObLIa BBIBOAUTH YTHAT, CHAEIA OHA YiKe
JAaBHO H €€ PelK0 HABemaJu - JAPYrdM yYTKam O0oJiblie
HPaBUWJIOCH ILUIABATH M0 KAHABAM, Ye€M CHIeTh B JIOIIyXax J1a
KpsiKaTh ¢ Hel. HakoHen iM4HbIe CKOPJIYIIKH 3aTpelaJjin.
- Mun! IIun! - 3anumano BHyTpu. Bce siMuHbIe KeaTKH
0KWJIH M BBICYHYJIM FOJIOBKH. ...




-Bce BBIMOHUIN IPaKTHYECKYIO PaboTy.

-Y Koro-HuOyab ObUIM TPYAHOCTH TIPH BBINOJIHEHUH 3aaHUI?

-IIpu BBIMMOTHEHNHN, KaKUX 3aJJaHU OBLTH TPYIHOCTH?

-KTo cipaBuiicst co Bcemu 3ajaHusIMu?

-Kak M0xHO OBLITO BBITTOJIHUTH BCE 3aaHHsSI PABUIIHHO?

-UeMy Hay4YWJIMCh TIPHU BBITIOJTHCHUH MPAKTHYECKOH paboThI? (KaKIbli TOBOPHT,
yeMy HaydHJICs ).

-A Tenepp, pedsaTa, 9TOOBI 3aKPENUTh U3YUCHHBIA MaTeprall, JaBaiTe BHITIOJTHUM —
TECT 32 KOMITBIOTEPAMHU U OLICHUM BaIlld 3HAHUS.

Tect

1. TekcTOBBIN TIpOLIECCOP — ATO MpOrpamMma, MpeTHa3HauCHHAST JIJIS:

a) cCoO31aHus, peIaKTHPOBaHUA U GopMATHPOBAHUS TEKCTOBOH HHPOpMaIUK;

0) pabomul ¢ U300paANCEHUAMU 8 NPOYeCcce CO30AHUS USPOBBIX NPOSPAMM,

8) ympasnenus pecypcamu IIK npu co30anuu 00KymMeHmos,

2) A8MoMamu4ecko2o nepesooa ¢ CUMBOIULECKUX A3bIKO8 8 MAUUHHbBLE KOOb.

2. Kypcop — aT0:

a) ycmpoucmeo 6600a meKCcmosou UHGopmayuu,;

0) Knasuwia Ha Kiaguamype;

8) HauMeHbUULl dIeMeHm U300padsCceHUs Ha IKPaHe;

2) MemKa Ha IKpAHE MOHUMOPA, YKA3bl8AIOWAA NO3UUUIO, 8 KOMOPOU Oydem
0moopasicen 6600UMbBLIL ¢ KI1ABUAMYPBI CUMBOL.

3. PenaktupoBaHue TeKCTa MPEACTaBISET COOOI:

@) npouecc 6HeceHUs U3MEHEHUI 6 UMEIOUUTICA MeKCH;

0) npoyecc coxpanerus mexcma Ha OUCKe 8 ude MeKCmoso2o atiia;

8) npoyecc nepedadu mexcmogou UHGOpMayuu no KOMNLIOMEPHOU Cemu;

2) mpoyecc CuUmMbI8AHUS C BHEWIHe20 3aNOMUHAIOWE20 YCMPOUCmea paHee
CO30aHHO20 MmeKcma.

4. MuHuManbHBIM 00BEKTOM, HCIOJIB3YyEMBIM B TEKCTOBOM Ipoiieccope Microsoft
Word, siBiseTcs:

a) cnoso; 0) mouka 3Kpaua; 8) abzay; 2) cumeo.n.

5. JImsg mepexirovYeHus] PEKUMOB MPU HA0OpE MPOIMCHBIX M CTPOYHBIX OYKB B
TEKCTOBBIX peaKTOpax, KaK MPaBUIIO, CIIYKHUT KJIaBHIIIA:

a) <CapsLock>; 6) <Shift>; 6) <Enter>; 2) <Ctrl>

-Pe3yabTaThl Baueil padoTbl MOKHO YBH/IETh HA JKPaHe, IPOCTABbTE OLEHKH
3a 3 3a]aHKMe HA JJUCTAX CAMOKOHTPOoJIA. CaguTech 0OpaTHO 3a paboure CTOJIBI.

5. Peduexcus.

6. Urorm ypoka.

BricTaBiieHue OLIEHOK 3a YPOK.
O0600menne.

- Uto y3Hanu cerojiHg Ha ypoke?



- Uemy Hay4minch?
- ['ne BbI MOXeETE NPUMEHUTD 3TU 3HAHUSA?

1 kapTouka — 6 6a/1710B
3 kapTouka — 4 6a/10B
Tect — 5 0as10B

Onenka
«2» 1-20
«3» 10-15
«4» 15-20
«5» 20-25
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