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Bctyn

IlTanoeni decamurxnacnuxu!

Mu pazi 3ycTpiTi Bac bOro HaBYaJLHOTO POKY, aJsKe 3a MU-
HyJaui#l pik BU NPONININ HaWBaK4YMUil eTall BUBUEHHs iH(popMa-
TUKU — O3HAWOMHUJMNCSI 3 0a30BUMU HMOHATTAMMU ITiel HAYKU Ta
copMyBau HEOOXimHI MpakTUUYHI HABUUKMU POOOTH i3 cucTeM-
HUM Ta IPUKJAJIHUM OPOTpPaMHUM 3abesrneyeHHAM. TOXX BU IO-
TOBi ¥ pmaJji ImpaljfoBaTH B CepegoBHUIINI TEKCTOBOTO IIpoliecopa,
moYyaTH CTBOPIOBATH iHTEePaKTHUBHI MpeseHTaIii Ta MyJbTHME-
OitiHi mpoeKTH, TroTyBaTW KoMII oTepHi myOsikaiii. IIporarom
IILOTO HABYAJbHOTO POKY BU IPOJOBIKHUTE OMAaHOBYBATH IIPUIIO-
MU POOOTH 3 €JeKTPOHHOIO IIOIITOI0, CPOPMYETE HABUUKU PO-
00oTu 3 IporpamMaMy iHTePAKTHUBHOTO CHiJIKYBaHHA, HABUUTECSH
BUKOPHUCTOBYBATH Cy4YacHi iH@opwmaliiiHo-KOMyHiKaIiiiHi Tex-
HoJoril pmada HaBuaHHA. MaHIpyounm Oe3MeXHHMM IIPOCTOpa-
mu IaTepHeTy, Bu 3aBiKAU 3MOXKeTe BUKODUCTATU Pi3HOMAHIT-
Hi IepekJagadi Ta CJIOBHUKHU, AKi ZOMOMOMKYTH BaM 3pO3yMiTu
iH(dopmario, momgaHy Ha iHIIOMOBHUX BeO-CTOPiHKax, a TaKOK
PisHi BMAM eHIIMKJIONeNill Ta KaTaJIOTiB AJA MOIIYyKY pisHOMa-
HiTHOI iHGOpPMAaIii.

OT:ke, BU 3pPO3yMinM, AKMM I[iKaBUM Ta KOPHUCHHUM Oyae Ha-
BUAHHA IIHOTO POKYy. ToMy ny’Ke BasKJIUBO e(PEKTUBHO OPraHisy-
BaTHU BaIlry poboTy. Y IIbOMY MAa€ MOTMOMOTTHU MiAPYYHUK, AKUN BU
TpuMaeTe B pyKax. IIpu po6GoTi 3 HUM Bu 3ycTpiHeTe 3HAiOMi Bam
oig yac pobotu 3 migpyuHukoMm «IHpopmarmka. 9 Kjac» yMOBHi
TMO3HAYEHHS.

ITepmr Hixk mouaTH onpaIloBaHHS IeBHUX PO3ALIiB, IIOTPiOHO Ipu-
rajaTy HeoOXimHMYM HABUAJTLHUNA MaTepiaj, BUBUEHUII BAMU MUHYJIO-
T'0 HaBYAJIbHOTO POKY. ToMy meper mepiuMm maparpadgoM pos3aisy pos-
minteHo KoHmpoavHi 3anumaHHs, BiATIOBiAi Ha AKi PEeKOMEHAYEMO
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IoJaTy BIOMA, I'OTYIOUHCH 0 YeProBOTo ypoky im(opmaturu. Ilic-
JIS TUX 3alUTaHb PO3MIINIeHO MPAKTUYHI 3aBHaHHA, AKi Tpeba BU-
KOHATH B CepPeloBUIIi BKa3aHOTO B YMOBi 3aBIaHHA 3aCTOCYHKY. Lle
JO3BOJINTEH KOYKHOMY 3 Bac akTyasJaidyBaTu MOTPiOHI 3HAHHS Ta IpaK-
TUYHI HABUYKH, TOXK Ha YpPOIll BU IIOUyBaTUMETECS IIPU BUBUEHHI
HOBOT'0 MaTepiajay KOM(pOPTHO.

HapuanpHuii matepiaa maparpa@iB mogijseHo Ha O0JOKM, KOMXK-
HUH 3 AKUX 3aKiHUyeTbcdA 3anutanHaMmu Ilepesipme cebe. Peko-
MEeHIYEMO BaM, OIPAITIOBABIIMN UEPTOBUII TeOpPeTUUHUI OJIOK Ha-
BUAJBHOTO MaTepiansy, maTtu BigmoBimi Ha 11i 3anmraHHA. AKII0
OpU IIbOMY BUHHUKHYTH II€BHI mpobjeMu, MOBEPHITHCA MO0 MO-
BTOPHOTO OIpalllOBaHHS BiJIIOBiIHOrO HAWBAXKYOrO MOJIs BAac
¢parmenTa 0JIOKa.

Ha BizMiHy Bif momepeIHLOI'0O POKY, Ha YPOKax iHopMaTuKu
BU Pa3oM 3 OMHOKJACHUKAMM IIil KePiBHUIITBOM BUUTEJIS MOKe-
Te IMoYaTH IpaIloBaTU 3 MaTepiajoM Kypcy He 3 po3diny I, mo-
IaHOTO B HiAPYYHUKY, a 3 po3diay 2 (um iHmoro posainy). Ile
MOKJINBO, OCKiJIbKHK I[LOTO POKY BU BHBUaTHMeTe PobOOTYy 3 pis-
HOMAaHITHUM TPUKJIAIHUM IPOTPAMHUM 3a0e3MeueHHAM, a HOro
BUBUEHHSA MOJKHa opraHisyBaTu mo-pismomy. IIpore 3aB:xau Oy-
IyTh IeBHi mpuiiomm (xii, amroputMu), sKi BUKOHYIOTH OJHA-
KOBO, IIpaIiolouM 3 PisHMMU 3acTocyHKamMu. Hampukianm, mobdpe
OMaHYyBaBIIM METOAMW BCTABJSAHHA B AJOKYMEHT MaJiOHKa 3 (aii-
Jy B cepemoBHIIi TeKcToBoro mpoiiecopa MS Word, Hemae ceHcy
BUTpPaAUYaTH 3aWBUI Yac Ha 3HAOMCTBO 3 BUKOHAHHAM I[HOTO 3a-
BJAaHHA B peJaKTOpPi mpeseHTariii. AqiKe aJroputTM HOro BUKO-
HaHHS B CEPEOBUIII IIHOTO 3aCTOCYHKY HOBHICTIO aHAJIOTiUHUIA.
Toxk sAKIo 6ina meBHOTrO 6Ji0Ka MaTepiasy BM mM0o0aUMIN 3HAUKU
NeBHUX NPUKJAAHUX mporpam (puc. 1), me cBiguuTh, 110 Has3Ba-
He 3aBJaHHA BUKOHYIOTH aHAJOTiYHO MO TOTO, AK B BUKOHYBa-

Pepaxrop npesenranii MS PowerPoint

@ TexcroBuit mpoiecop MS Word

u BexkTopuuii rpadiuauii pegakrop Corel DRAW

Ve T'padiunuii pegaxTop Adobe Photoshop

Puc. 1. 3Hauku, BUKOPUCTAHI AJA II0O3HAUEHHS 3aCTOCYHKiB



aum 1i il B cepemoBUINI 3aCTOCYHKiB, BHAUKU SAKUX BU OauuTe.
OT:xe, AKIITO BU BBasKaeTe, 110 Jo0pe OMaHyBaJW aJTOPUTM BU-
KOHaHHA IeBHUX [Jiffi B oqHiMl mporpami, MokeTe He BUTpauaTu
yac Ha YMTaHHA MaTepiany I1boro 6Ji0Ka, a IMepexXomuTH MO0 3Ha-
MoMcTBa 3 HACTYIIHUM MaTepiaioMm.

Ilicna omamyBaHHA mMaTrepiany, momaHoro B maparpadgax, pe-
KOMEHJYEMO BaM IIEPeXOJUTH IO BUKOHAHHA NPAKMUYLHUX PO-
6im. Sfkimio, mpoumTaBIIN 3aBAAaHHS, sIKe Tpeba BUKOHATH, BU
MAae€Te BJIACHUU UYiTKUN IJaH OT0 BUKOHAHHSA, MOUYMHANTE 3mili-
cHoBaTu oro. OCKilbKM B Pi3HUX KJjacaX Ha BUBUEHHS Pi3HUX
OporpaMHHX MNPOAYKTIB BUTpadvaBCcs PidHUNA yac, TO cepen me-
CATUKJACHUKIB HaIIol KpaiHm € «crmemiasicTu», AKi MIBUIKO Ta
BiAMiHHO BUKOHAIOTH ITOCTaBJieHe 3aBmaHHA. [IpoTe € Taki yuHi,
AKI B cepegoOBUIINI MAaHOTO 3aCTOCYHKY MPAIlI0OIOTh yIepIie, TOX
MOKM IO MOYYBAIOTHCS JOCUTH HEBIIEBHEHO. SIKIIO BU He 3HAETeE,
AK BUKOHATH KOHKpeTHe 3aBAaHHs, He maHikyire! Came aasa Bac
MH PO3MICTHUIU KJAHY 00 BUKOHAHHA 34860AHHA, AKUNA TOIMOMOIKE
BaM UYiTKO Ta MOCJiTOBHO MOT0 BUKOHATHU, IIPOTE HE CAMOCTIiHHO,
a 3a TMOJAHUM y HiAPYYHUKY omucoM. ToK BU 3po3yminau, IO,
BUKOHYIOUHM NPAaKTUUYHI POOOTU, He00608 13K080 ONnpaybo8ysamu
mamepian Kawiie 00 8uKoHaHHA 3a80anb. Kpim Toro, cmoxiBa-
€MOCH, IO AJA KOXKHOTO 3 BaCc HacTaHe TAKUN MOMEHT, KOJU
OyIb-siKe 3aBAAaHHS BU 3MOKeTe BHKOHATH BipTYO3HO Ta caMo-
crifizo!

3eeprimb ysaey, M0 0O KOMKHOI IpaKTUUYHOI POOOTH BKJIIOUE-
HO pisHopiBHeBi 3aBmanHs. ToX KOKeH 3 BaC Ma€ BUKOHATHU 3a-
BIAHHA 0a30BOr0 PiBHA, a IpH OasKaHHI — CKJIAIHINII 3aBHaHHS
cepeaHLOr0 Ta BHCOKOTO PiBHs, IMO3HauUeHi 0ijia HoMepa 3aBHaH-
HA * Ta *¥,

o migpyYHuMKa BKJIOYEHO €KCNepuUMeHmaabHO-00CAi0HI pobo-
mu, sSKi ZOIIOMOMKYTH yCiM OoXouuM copMyBaTH BiAMiHHI IIpak-
TUYHI HABUYKU POOOTHU 3 PisHUMU HPUKJIAAHUMU IIporpaMaMu, SKi
POSTIIAHYTO B MiAPYUYHUKY. BUKOoHyBaTu 11i po60TH HEO00B’ A3KOBO,
aJie MU CIIOiBAEMOCH, IO 3alliKaBJIEHi y BJIaCHOMY HaBYaHHI yUHi
BUKOHAIOTH IIPOIIOHOBAHI Pi3HOPiBHEBi 3aBHaHHSA IIUX POOIT.

Marepiasn, posmimenuiti y pyopuni JHisnaiimeca Oinvuie,
€ Heo0OB’S3KOBUM [Jisi BUBUeHHS. IIpoTe MU CIOAiBAEMOCH, IIO
mpalioBaT 3 HUM KOKHOMY 3 Bac Oyne I[ikaBo Ta KopucHo. Tox
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SAKIO BU Oa’sKaeTe OMaHyBaTH MaTepiaja Kypcy Ha BUINOMY PiBHI,
PEKOMEHZYEMO BaM OIIPaIlbOBYBATH MaTepiajl, MOJaHUHN y Iili pyo-
puri. Tako:X BapTo 3BepHYTHM yBary Ha Marepianu Iiel pyopuxum
TUM YYHSIM, AKi 3a BiATOBiZHOIO IpOrpaMoi0 MaioTh OiJbIlle yacy
Ha poOOTY HAJ PO3IiJoM.

Jluiie omamyBaBIIM TeOpPEeTUUYHMHITI MarTepian maparpada, Bu-
KOHABINIK B3aBAaHHA MTPAKTUYHOI poOOTH, a mpu OakaHHi —
eKCIIePUMEHTAJIbHO-IO0CIiTHY poOOTy, Tpeba MepPexXomAUTH IO BUKO-
HaHHA HABUAJbHO-MPEHYBANbHUX 3A60AHb, POBMIIIEHUX y KiHITi
KOKHOro maparpada. ¥Yci i 3aBmanusa pisHOpiBHeBi (1le 3aBIaHHS
0a308020, cepednvozo (mMo3HAUEHI *) Ta 8uUCOK020 (MB0PU020) PiBHA
(mosHaueHi **)), ToxK cmomiBaemMocs, IO KOKeH 3 Bac obepe came
Te 3aBIAHHA, Ke 3MOYKe BUKOHATU HA JAaHWUN MOMEHT, a 0 BUKO-
HAHHA Ba)XUUX 3aBAAaHb IIOBEPHETHCS, T'OTYIOUHUCH MO IIiCYMKOBO-
0 YPOKY TE€MHU.

BuBueHHS KOXKHOTO PO3AiJy MH IIPOIOHYEMO BaM B3aKiHUY-
BaTH BUKOHAHHAM Pi3HOMAHITHMX MiJICYMKOBHX 3aBJaHb, II0Ja-
HUX TIicja ocTaHHBOrO maparpada poszxiny. IIi saBmanHsa mormo-
MOKYTb BaM IIepeBipuUTH, AK BU 3aCBOIJIM TEOPETUUYHUU MaTepias
Ta c)opMyBaIu BiATOBiAHI IpaKTUYHI HABUYKU POOOTHU B Cepeno-
BUIII PO3TJISHYTOrO 3acTOoCyHKa. He BapTo Hamaratucs BUKOHY-
BaTH BCi IIi 3aBIaHHsA 3a OAWH pas, alKe BOHU MAalOTh PiBHUU pi-
BeHb CKJIAJHOCTI Ta IepeBipATh chopMOBaHiCTh Pi3HUX HABU-
yoK. O0epiTh MPUAHATHUN A cebe piBeHb CKJIALHOCTI 3aBIAHHS
Ta moumHaliTe mpamoBaTu. CoomiBaeMoch, 10 B KOKHOMY PO3Ii-
Ji Bu obupaTmMeTe OfHE 3 MPOEKTHUX 3aBAaHb, AKi Tpeba BUKO-
HyBaTU B T'PYyIi 3 2—3 ApPy3saMU, aJke BU Ma€Te HABUUTHCS B3ae-
MOJIifATH, BUKOHYIOUM CIILJIbHY POOOTY Ta MOZalouYud OTPUMAaHi pe-
3yJBbTATH.

/HupHum Kypcueom Ta CUMBOJIOM ‘1 y Tekcti maparpadiB Bu-

IiJIeHO OCHOBHi O3HAUeHHs Ta IIpaBHJa, Ha AKi Tpeba 3BepHYTHU
ocobauBy yBary. Kpim Toro, ny:ke yBaskKHO OIpaIbOBYHTe MaTepias
pyOpuKu 36epHimb ysazy, posMilieHuil y maparpadi Ha KOJIBOPO-
BOMY (DOHi Ta BUAiJIEHUN BiAMOBIZHUM 3HAYKOM.

Rypcueom BumisieHO Ha3BU OCHOBHUX €JIEMEHTiB iHTepdelicy
MIPOTPAMHUX MPOAYKTIB, POSTVISHYTUX Y HiAPYUHUKY.

CuHiM KOJIBOPOM IIO3HAYEHO HOMEPHU 3aBAaHb, IPOIIOHOBAHI AJIs
IOMAaIHboi (camocTiiinoi) poboTu.
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IIparmoroun 3 miAPYYHUKOM, BU 3yCTpiUyaTUMeTe TaKi MO3SHAUEHHS:

Ilisnatimecs Oinvwe

3eepHimb ysazy

Ilepesipme cebe

IIpaxkmuuna poboma

ExcnepumenmanvHo-0ocniona poboma

HasuanvHo-mpeHy6aivHi 3a60aHHA

Bepcii mporpaMHuX MPOAYKTIB, po6OTY 3 AKMMU PO3TJISTHYTO B
OiAPYUYHUKY:

Microsoft Windows XP 3 yKpaiHCBbKOIO JIOKaJIi3aIlieio;
Microsoft Office 2003 3 yKkpaiHCBbKOIO JIOKAJIi3aIli€lo;
Microsoft Producer for PowerPoint 2003;

Windows Media Player 11;

@aobpura Popmamis 2.00 3 yKpaiHCHKOIO JIOKAJTi3aIliero;
Microsoft Outlook Express 6 3 yKpaiHCBKOIO JIOKaJIi3aIieio;
ICQ 6,5 3 ykpaiHCHKOIO JIOKaJi3allieio;

ABBYY Lingvo x3;

Pragma 5.x.

Marepianau go migpydyHnKa, DOTPiOHI A1 BUKOHAHHS MIPAKTUYHNIX,
eKCIIePUMEHTAJIBLHO-IOCTiI THUX POoOiT Ta HaBYAJIbHO-TPEHYBAJIBLHUX 3a-
BIaHB, PO3MIiIlleHO Ha caiiTi aBTOpiB: http://www.svitinfo.com/book.

Bakaemo Bam IiKaBOro, epeKTUBHOIO Ta Pe3yJbTATHBHOT'O Ha-
BUaHHs!

CoogiBaemoch Ha 3ycTpiu 3 Bamu B 11 KJaci!

Aemopu



iJ'IbU_IOCTi 3 Hac NpocTille OpIiEHTYBATUCS gOBiﬂ,OMH
AX, noAaHnx y hopMi TekcTy. BiH MOXe MiCTUTU niTepu pi3H
0B, UMdpW, po3ainosi 3Hakn abo iHwWi cumBon. Tomy noTpid
0 HaBYUTUCH HabupaTh Byab-AKi TeKCTW, peaaryBatv Ta hop
aTyBaTL iX, WO MW N POoBUAN MUHYNOrO HaBYalbHOrO POK

TeKCToBUM NpoLEecop € 3MOry CTBOPUTL Ta OOPMUTH Tek
CTOBWIN [OKYMeHT Oyab-aKOi CKNafHOCTI, NpoTe Xo4eTbCst pod
T e WBWUIOKO Ta eekTUBHO, afxKe Afif CTBOPEHHS JOKYMEHT
BM BMKOPWCTOBYETE He APYKAPCbKY MALUMHKY, @ Cy4aCHWA Mo
TY>XKHUM KOMM'IOTEP 3 BIAMOBIAHUM MOFYTHIM MPOrpamMHUM 3a
De3nevyeHHaM. BUKOPUCTOBYIOHN MOXIMBOCTI TEKCTOBOrO Mpo
Llecopa, MOXHa 3MIHUTX 30BHILLHIV BUrNA AOKYMeHTa, AoAaT
[0 HbOrO Pi3HOMAHITHI 300paxkeHHs Ta TabnuLi, CNMCKK Ta KO
JIOHTUTYN, CYTTEBO 3MEHLIUTM Yac pobOTM Haf, [OKyMeHTaMm
no30byTncs MOMUIIOK Ta OTpUMaTW Bnuckydmin pesynbtat. o
TPIOGHO NuLLe fobpe 3HaTK, KON Ta Ky MOXINBICTb TEKCTOBOI
npoLecopa BUKOPUCTATU AN LbOro Ta AK Lie 3pobuTn. A Lie Ha
JIaLUITYBATN TEKCTOBMM NPOLLECOp Tak, ob caMe BaMm, a He cepef
HbOCTAaTUCTUHHOMY KOPUCTYBAY€eBI, Ha IKOrO OPIEHTYBANNCS PO3
POBHVIKI LibOro BMAY NPOrpamMHoOro 3abesneyeHHs, 6yno 3py4H
a KOM(OPTHO NpaLoBaTh.
OTXe, HacTaB 4ac, 3aCBOIBLUM MaTepian LbOro po3finy, cram
epLioBigkpMBaYeM Ta AOCNIAHMKOM, a Aani 1 BONIOAAPEM LLSC
paitn — MS Word.

® 9 =
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0 Io mouaTKy BUBUYEHHSA HOBOTO MaTepiajy MPOMOHYEMO BaM IIOBTO- §
! puTU OCHOBHI MUTAaHHA, BUBYEHI MUHYJIOrO POKY, Ta mepeBipuru pi- !
¢ BeHb CBOiX 3HaHb, JABIIN BiINIOBi/li Ha HaBe/leH] 3aIUTaHHA Ta 3aIl0B- g

0 HEBIYK CiTKY IIPOIIOHOBAHOI'O KPOCBODJA. 0
.-------------------------------------’

| o Mampnns Sappmar, [
1.5Ix, BuKopucToBytounu I'0.108He MeHI0 OTEPAIiiiHol cucTeMu, BUOpaTH
noTpi6bHy mporpamy? HasBiTh Ta omumriTh Bci Bimomi Bam cmocobu 3a-
IyCKaTU IpOorpaMu Ha BUKOHAHHA.

2 fIx BUAgiauTy onmH 00’eKkT? SIK 3HATH BUIiJMeHHS 3 00’ekTa? *Onu-
IiTh BCi BimoMi BaM cmoco0u BUIIIATH TPpymy 06’€KTiB.

3. $Ik sHaliTH Ha KOMII'I0Tepi moTpi6Hy manky a6o ¢aitn? HassiTs yci Bi-
momi Bam cmocobu. IIlo pobuTtu, aKImo HasBa daiiny Heimoma? *Onu-
IIiTh Pi8HiI MOKJIUBI BapiaHTU HOUIYKY.

4. Y yomy BiAMiHHICTH MisK OIepalisiMM KOIIIOBAHHSA Ta MePeMilaHHA
00’eKkTiB? fIKi cmocobu KoIritoBaTy Ta mepeMimiaTu 00’€KTH BU 3HaE-
Te? OnuIIiTh, KOXKeH 3 IuX crocobiB. *fIKi ocobmBOCTI BOHM MAalOTh?

.10 po3yMilOTh IIifi MOHATTAMH «PeJaryBaHHSA» Ta «(OPMATyBAHHS»
TEeKCTy?

6.HasBiTh i ONMIIITE IPU3HAYEHHS OCHOBHUX €JIEMEHTIB BiKHA TEKCTO-
BOTO IIPOIlEcopa.

(.§Iki myHKTH 2opu3onmanvHozo menio micturs MS Word? Ina uoro
MpU3HaUeHOo IIi memamuini menio?

8. Ilo HA3MBAIOTHL naHerll incmpymenmis? IJaa 4oro MpU3HAYEHO Nna-
Heai iHcmpymenmis? SIKi nawneni iHcmpymeHnmie yCTaHOBJIEHO 3a 3a-
MoBuUyBaHHAM? SIK AisHATHCA PO MPU3HAUEHHS MIEBHOI KHOIIKYU NAHe-
2l iHcmpymenmig?

9.§Ik cTBOPUTH HOBUI TEKCTOBUMA HOKyMeHT? SIK mepeliTu 3 BiKHA OXHOTO
ITOKYMEeHTa [0 BiKHA iHIIOr0 JOKYMEHTAa, OAHOYACHO IIPAIIOIOUN 3 KiJb-
KOMa TEKCTOBUMU JOKYMEHTAMU?

10.§Ix 36epertu TekcToBmii HokyMmeHT? SIK BimKpuTH momepesHBO 30epe-
JKEHUI TeKCTOBUM HOKYMEHT?

141.5Ix 3a MOMOMOTrOI0 MUIIN Ta KJaBiaTypu BUAIIUTU PisHI (pparmMeHTH
TEKCTOBOTO MOoKyMeHTa? OMUIIITh MOCIiMOBHICTE Aili MJIs KOIMMilOBaHHSA
TEKCTOBOTO (hparMeHTa PiBHUMU CIIOCOOAMU.

/2. OnuIiTE MOCHiMOBHICTE Aili AJIA 3MiHEHHSA y BUALJIEHOMY (DpArMeHTi
TUITy TIpudTy, HOT0 HaKPECJIeHHA Ta PO3Mipy CHMBOJIiB.

/3.1lTo B TeKCTOBOMY AOKYMEHTi HasmBaioTh abzamom? fKi xapaxTepmuc-
TUKYW MOYKHA IIPUSHAYUTH KOXKHOMY absamy? §IKi € cmocobu BupiBHIO-
BaTu adzanu?



/4 HasBiTh mOPALOK Iilf, 11100 Y CepefoBHUIi BEKTOPHOr'o Irpadiusoro pe-
IaKTopa:

BUALIUTUA 00’ €KT (BHATU BUMIJIEHHS);

mepeMicTuT 00’€KT;

3macIiTadysaTu 00’€KT;

00epHYTH 00’€KT;

HaAXUJIUTH 00’ €KT;

CKOIIiIoBaTH 00’€KT;

® BUIAJIUTUA 00 EKT.

15. Ins 4oro rpymyioTh 06’ckru? ONMIIITE IOCTiZOBHICTH mil, AKi mo-
Tpi6HiI mia Toro, mob 3rpymyBaTH Kijgbka 00’€KTiB Ta moTim ix pos-
TPYIIyBaTH.

/6.0nunIiTh MOCHiOBHICTE Aili IJA MAaJTIOBAaHHS B CepefOBUIINl BEKTOD-
HOTO pemaKTopa HpAMOKYTHHKa (KBaapaTa), eiimca (kKoJja, ceKropa,
IyTHu), cIipayii, 6araToKyTHUKA, 3ipKu (cKJIamHOl 3ipKm), ciTKu, Bif-
piska nmpamoi, JaMaHoi.

17. PosB’ soriTh 3aBAaHHs Kpocsopaa «ITosmopims ingopmamury» (puc. 1)
Ta *chopMyJIIOiiTe BiMOBiAi Ha J0JaTKOBi 3aBHaHHS.

1

n

12

Puc. 1. Kpocsopz «Ilosmopimbe inpopmamury»

10



Konmponsmi Sarnmarnns

Ne 3aedanna Kpoceopda Hodamxoee 3a60anna
Ilo zopusonmani

HasBa cmemianpHOI mamkw, poa3wmi- | HasBiTh ocHOBHI mpaBuia poboTu 3

meHoi Ha Poboyomy cmoai, y ARy | i€l IDamKO0
2 | mig yac BUZANSHHSA CUCTEMa ITepeMi-

mye obpaHi 00’€KTH, IO JA€E 3MOTY

3a moTpebu iX BiZHOBUTHU

Bynb-axkuii @parmeHT Tekcry, Bimo- | HasBiTh BiacTmBOCTI IBOro TEKCTO-
4 | KpeMJIeHUI Bix IHIMUX CcIeI[iaJbHU- | BOTO (pparMeHTa, 3HAUYEHHS SAKUX

MU MapKepamu MOYKe IPU3HAUNTHU KOPUCTYBAU

CremiasibHO CTBOpeHa mporpama, | HaseiTe mpuHmunmu Kiaacupikaiii Ta

3[JaTHa CaMOCTilHO IOIIWPIOBATUCH, | OCHOBHI KJIaCU TaKUX IPOTPaM
9 C'I‘BOp{OBaTI/I.BJIaCHi ROHﬂ:, IPUETHY-

BaTHU IiX 00 iHIIUX (paigiB 3 METOIO

ImcyBaTu iH(MopMAaIilo Ta IEepPemnrko-

IoKaTH poboTi KoMII’oTepa

O6’exT omeparriitnoi cucremu, Axwi | Aki mil Ta AK MOKHA BUKOHYBATH
10 | BEKOPHUCTOBYIOTE I 30epiranHd | 3 TakuMm 00’€KTaMH oOmepariiHol

daiiniB Ta iHmmx Takux 06’e€KTiB i | cucTemm?

BIIOPAJKYBaHHA 1X Ha AUCKY

CroermiasibHa mporpama, cTBopeHa s | HagBiTh HalmonyaaApHImmMX mpen-

TeperyisAfanHs Be0-caiiTiB, IOJIETINIEH- | CTABHUKIB IILOTO KJacy IporpaM Ta
11| B2 IIPOIIECiB ITepeMilllaHHA MiK HUMH, | OCHOBHI eJeMeHTH iHTepdeiicy IxHiX

TIOIIYKY, 30MpaHHA Ta 30epesKeHHs iH- | BIKOH

dopmarrii, momanoi y BcecBiTHil mepe-

oK

Ilpuxknagua mporpama, Imo mpairioe | HassiTh Bizomi BaM crmoco6u 3HAXOMU-
12 | mix KepyBaHHAM OIEpaIliiiHol cucTe- | T TaKi mporpaMu Ha KOMII'IOTEpPi Ta

mu Windows 3aIlyCKaTH 1X Ha BUKOHAHHS

Ilo éepmurani

HasBa mporecy roryBanHs KOpCTKO- | HasBiTh mopsmok aiii, AKi Tpeba Bu-

ro abo THYYKOI'O OUCKA [Jis 3aIlUCY- | KOHATU AJs 3AiHCHEHHS IIHOTO IIPO-
1 | BaHHS HaA HBOTO iH(OpPMAIIii, IIO IIO- | IIeCy 3 AUCKETOH, Ta IIOACHITH, IO

Jsrae B Po30MBaHHI HOro Ha AOPisK- | BiZOyBaeThesA Ha KOMKHOMY eTalri

KU Ta CEKTOPU

Haitmomupenimmii 3anam’aToByBanb- | Ha axoMy mpuHIUII 34UNTyBaHHA Ta

HUI IIPUCTPIA BEJIUKOI EMHOCTI, IKUM | 3anucyBaHHA iH(opmalii rpyHTY-
3 | BUKOPUCTOBYIOTh JAJI TPUBAJOTO 30€e- | EThCSA AiA IIHOTO IIPUCTPOIO?

piraHHA iH(MOpMAaIii, BuA HIPUCTPOIB

BOBHIIITHBOI MaM’ATi

OauHuIA BUMIpYy KinbKocTi iH(pop- | AK moB’s3aHa I OJWHUIT BHMi-
5 marii, l'IOBi,T:[OMJIeHHﬂ, 10 3MeHIIye | py KigbkocTi iHdopmarnii 3 immumu

HEeBU3HAUEHICTh B3HAHb JIIOAWUHU Y | OMUHUIIAMU?

JIBa pasu
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Po3pin 1. Ylekcmobusn /;ﬁm//eoe?
Ne 3ae0anna Kpoceopoa m Hodamroee 3a60anns

CnernianbHa mporpama, sika CTHUCKAaE
maHl AJa8 KOMIIAKTHOro IxX 306epiraH-
HA

ITosicHiTE, Bif YOTO 3aJI€XKUTH CTYIiHb
CTHCHEeHHs iHdopmaliii Ta 1o Tpeba
3poduTH, 1100 BUKOHATH Il IIpoIiec

HasBa rosoBHOr0 IPUCTPOIO BBEAEH-
HfA JIITePHO-CUMBOJIBHOI iH(opMaIil
B KOMII'I0Tep

ITosicHiTh, YoMy IIei IPUCTPil MpaK-
TUYHO HE 3MiHIOBaB CBO€i opMu Ta
BHYTPIITHBOI cXeMu

HasBa esemeHTa BiKHA HaJAIITO-
BYBAaHHS IIapaMeTPiB, SAKWHA BHUKO-
PUCTOBYIOTH MIJisi BBEIEHHS 3HAUYEHD
cy0’eKTUBHUX IapaMeTpPiB

HaseniTs mpurJIagu mapameTpis,
3HAUEHHS AKUX YCTAHOBJIIOIOTH 3a
JOIIOMOTOI0 I[HOTO eJIeMEeHTa, Ta Ha-
3BiTh IIOCJIiIOBHiICTH Hili, AKi Tpe-
0a BUKOHATH, I100 YCTAHOBUTU HOBE
3HAUEHHS TAKOro IrapamMerpa

18 Y cepemoBHUIIi TEeKCTOBOro Ipolecopa Habepits Bipm Pexpappa Ki-
IUIIHTa MOBOIO OPHUTiHaAJy Ta B yKpaiHChKOMYy IepekJiami Makcuma
Crpixu. BindopmaryiiTe HabpaHuii TEKCT BiAIOBiJHO OO IIOZAaHOTO
HUKYe 3pasKa.

12

Pedvapd KITIJITHI

THE APPEAL

If I have given you delight
By aught that I have done
Let me lie quiet in that night
Which shall be yours anon.

And for the little little span
The dead are borne in mind
Seek not to questions other than
The books I leave behind

IIPOXAHHA
(y nepexnadi Maxcuma Cmpixu)

Koau 3 mozo 0opobry piu
Korocw npoiime Ha uac, —
Mot He nompusgoxcme Hiy:
Bosa cmaje # nyis Bac.

Hapasi % 6ockpecamsb Ha MUTH
Mene unics 1yMKH,

To mporry He MeHe CYAUTh,

A nuw Mol KHUMCKU.
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51 BrkopuCTaHHA WabMoHIB. YCTaBAAHHA MaoHKIB
[ ]

’--------------------------\

Yy TeKCTOBI OKYMEHTU

------------------------------------\

VsaBiTh, 110 BU MeHeAKep Besqnue3HOi Komitauii. Maiiske miomHs
BU CTBOPIOETE Pi3SHOMAHITHY JOKYMEHTAI[il0, IIPOTE BCi HOKYMEHTH
CXO0Ki 3a MPUBHAUEHHAM Ta O(DOPMJIEHHIM.

Hanpuknan, Bu cTBopioeTe Ta 0ohOPMIISETE TUIIOBI JOTOBOPU 3 KJIi-
€HTAMM BaIllol KoMmaHii, miJoBi mpomosulrii ajisa GisHec-ITapTHEPiB abo
caysk00Bi 3ammCcKM, MpU3HAUYeHi iH(GopMyBaTu Ballle KEPiBHUIITBO IIPO
TIeBHi cay:K00Bi cuTyalrii. Yci I1i JOKyMEHTH MaioTh 3a3majerigb BU-
3HAUEHUU BUIJISAA 1 Ti cami ereMeHTH O(OPMJIEHHS: Ha3BY AOKYMEH-
Ta, KOMYy Ta BiJi KOro BiH IpU3HAUEHUI, JaTy CTBOPEHHS, TEMY TOIIO.
KoxkHuii Takuii JOKyMeHT Tpeba o(OpMJIATH OSHOMAHITHO, AK i Bci
iHIIT TOKYMEHTH IIHOT'O BHUAY: 3aTOJIOBOK PO3MIIlIEHO IIO IIEHTPY Ta BU-
IiJIeHO HAMiBKUPHUM IIPU(MTOM; IaTy, BiIOMOCTiI mpO oAep:KyBaua Ta
BifmpaBHMKA — Yy JiBili BEPXHill YaCTWHiI JOKYMEHTa; TeMYy IIOBimoM-
JIEHHS — IIO IIEHTPY TOIIIO.

3po3yMiio, 110 B IeBHUII MOMEHT BaM IIPOCTO HaOpUIHE BBOJIWUTH,
pemaryBaTu Ta (hopMaTyBaTH ONHOTUIIHY iH(OpMAIlilo, CTBOPIOIOYN
OOHOTUIIHI CIY:K00Bi MOKyMeHTU. Bu 000B’sI3KOBO 3aXOUETe «IIITAM-
myBaTW» OJHAKOBI MOKYMEHTU, MOPYUYMUBIIN OJHOMAHITHI oreparii
KoMII'foTepy. ¥ TexcTtoBomy mpoiiecopi MS Word naiimpocriiie 3po-
OuUTH IIe, BUKOPUCTABIIN IIa0JIOHN.

N\

° - . .
.. |_|pI/I3HaL-IeHHFI Ta BUKOPNCTaHHA MalCTPIB Ta LLabOoHIB

MS Word nigTpuMmye aBa THUIHN IIOHepeIHbBO cHOPMOBAHUX TOKYMEH-

TiB — Mmaicmpu ta wabaronu (puc. 1.1).

e

BU MaeTe KPOK 3a KPOKOM BUKOHYBaTHU BCi
fioro iHCTpPYKIIil, maBaTw BiAmoBimi Ha 3a-
OUTaHHA Ta BBOAWUTH BJIacHy iH(opmarrito,
Ha OCHOBi fAKOI MaMcTep CTBOPUTH OOKY-
MEHT TOTO BUIY, AKWUI BU IMOIEPEeqHLO 00-

Maiicmep — inTepakTUBHUU B3aci6 mo-
KPOKOBOT'O CTBOPIOBAaHHSA JOKYMEHTA IIeB-
HOro BHAY Ha OCHOBi iH(dopmaiii, axy
HaJZlaB KOPUCTYBad. l l

Maiicrpu |+ | [IlaGaoHu

ITontepenubo chopmoBaHi
noxkymentu M.S Word

BuropucroByroun #Oro MOMKJIMBOCTI,

|
3araabHi 4+ ITa6mor]
111a6JI0HNT JTOKYMEHTiB

Puc. 1.1. Bugu nmomepeaHbo
cOpMOBaHUX AOKYMEHTIB

panu. Orxke, MalicTep € CBOrO POAY AaBTO- MS Word
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Po3nin 1. Ylekcmobn //%oyeo%

MaTH30BaHUM JOKYMEHTOM. JIOTO BHKODHCTAHHS CYTTEBO €KOHOMHUTH UaC
Ta CUJU, IIPOTE JA€ 3MOTY OTPUMATU HOKYMEHT JIUIIIEe CTAHIapPTHOT'O BMic-
Ty Ta 0pOpMJIEHHA.

9 IIabnon — IOKYMEHT, IO CKJALy SAKOTO BKJIOUEHO IEBHUNA TEKCT i3
L 3a3HAUYEHNMHU IIapaMeTpaMu ioro (popMaTyBaHHSA.

Bawm moTpibHO JuIlle CTBOPUTH JOKYMEHT HA HOT0 OCHOBi, JOZABIIN IO
HBOTO BJIACHY iH(opMAaIlifo, i JOKYMEeHT BU3HAUEHOT0 BUTJIAAY Oy/ae CTBO-
PeHo, a caM IIpolleC BUMaraTuMe MiHiMyM Uacy Ta rapaHTyBaTUMe BaM
OMHOTHUIHICTL YCiX JOKYMEHTIB, CTBOPEHUX Ha OCHOBi OmHOTO I1abjoHA.
Ilig uac 30epekeHHA CTBOPEHOrO HOKYMEHTa BUKOPHCTAHWII I1abJOH He
3MiHIOETHCA (AKINO, 3BUYANHO, BU I CIIeNiaJbHO He mpusHauute). TooTo
m1abJIoH — Iie KiCTAK JOKYMEeHTAa, HAa SKUH BU HAPOIIYyETE TEKCT.
BukopucTOByHOUM IJIS CTBOPEHHSI HJOKYMEHTa Wab/l0H, BU HA IIEPIIO-
My eTali MaeTe CAMOCTifiHO BUBHAUMTH B HOKyMeHTa. Ha ocHOBi 00-
pamoro 1rabJioHa CTBOPIOETHLCS 3a3MaJierifb BUBHAUYEHUUN PO3POOHUKAMU
KicTaAK moKymeHTa. BaMm moTpiOHO BBeCTH B Ieil KiCTAK KOHKPETHY TeK-
CTOBY iH()OpMAIIiIO0 Ta CAMOCTiTHO BU3HAUYNTH AOLATKOBI mapameTrpu (op-
MaTyBaHHS.
IITa6moHMU, y CBOIO Uepry, MOAiIAIOTL Ha:
® 3azanvbHi wWabrOHU, cepel SKUX € YHiBepCAJbHUU IIa0J0H AJIa
OyImb-AKUX HOKYMeHTiB normal.dot (.dot — po3mupeHHs I1abJIOHIB
TEeKCTOBOTO TIPOIlecopa, IIf0 HOro 3a 3aMOBUYBAaHHSAM BUKOPUCTOBYE
MS Word), micTaTh HaJIalITOBAHHS, JOCTYIIHI I/ BCiX JOKYMEHTIB;

e wabnonu doxymenmié (Haupukan, mabJoHM 3BiTiB, ciIy:KO0BUX
3amucoK abo (pakciB), 1[0 MIiCTATHL HAJAIITOBAHHSA, JOCTYIIHI JIUIIIE
IJis TOKYMEHTiB, CTBOPEHHX Ha IX OCHOBI.

CrBopiooun, pefaryiouu Ta (opMaTyioun AOKYMEHTH, 3BEPHITHL yBa-
Iy Ha Ay:Ke I[iKaBy 00JacTh BiKHa TEKCTOBOTO IIpoIllecopa — 06aacmbo
3a60andb (puc. 1.2), AKy TaKOKX MalOTh BiKHAa iHINTMX CKJIAIHUKIB IakKe-
ta Office. Burnan 1iei obgacTi 3MiHIOEThCA 3aJIe;KHO BiJ TOTOYHOTO 3a-
BHaHHA. I[a ob6ysacTh Aae 3MOTy KOPHCTYBaueBi IMTBUAKO Ta 3a MiHiMasb-
HUII Yac BUKOHYBATHW HAaMOiJbII 3aCTOCOBHI Ha HEeBHOMY eTalmi poboTu
3 TOKYMEHTOM KOMaHIu 0e3 BUKOPUCTAaHHA MEHIO Ta KHOIIOK IaHesel iH-
CTPYMEHTiB TeKCTOBOT'O mIpollecopa. Bimmosimma ob.siacms 3a80aHb Bimo-
OpaskaeTbcAd Y BiKHI TEKCTOBOTO IIPOIleCOpa aBTOMATHUYHO, 3aJIE’KHO Bif
TOT0, AKUI eTam pPoOOTH 3 TEKCTOBUM JOKYMEHTOM BUKOHYE KOPUCTYBad.
IIpoTe Bu moxkere 6idobpa3umu (npuxoéamu) obracmev 3a60aHb CaMo-
cTifiHO, BUKOHAaBINU KoMmauxay Obsacmb 3a80anb (Ctrl+F1) TeMaTUUYHOTO
MeH0 Bueznsad, a gaii 3i cmagHOTO CIIMCKY 3aroJioBKa Ifiel ob6JacTi o6paB-
1T Has3By 00JIacTi 3aBAaHb, HOTPiOHOI Ha ITeBHOMY eTami poOOTH.
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§ 1. Butkopmcmarnna watnonib, ¥emabuannn mavonkib y mekemobi dokypaerumm

o Horyme n11 - Microsoft Word

MJ1 Mpaeka Bwnﬂ_,u. BcTaBKa PopHaT Cg:nsic Tatmmua  Bikno  Aoeidka

O Stfice Online

| *  TliaknHHMTHER 40 Be0-BYsna
| Microsaft OFfice Online

K *  QcTaHHi BiaoMocTi Npo

+ OﬁﬂaCTb EHKDPHCTaHHA Word

i 3aB']]'aHb *  ABTOMATHYHD OHOBMHIEATH LEH
N COMCOK = [HTEpHETY

i} 1 A0AaTEOED. .,

LLyraTH:

g G

: | |
MpHknaa: “Apye AEKINERDK KoniA"
F Binkpir

pazaenl

L5 AcaaTrosd,..

“ @ w|g

1 CreopHTH AdtyMeHT. .

B|E|= < A >

Ha 1,5cm Pa 1 Kon 1 JAT | [BMOP | BN

et Pozg 1 111

Puc. 1.2. BikHO TekcToBoro mpoiecopa MS Word

PosrigapMo mpormec cmeoproéanna 00KYymeHma 3 6UKOPUCTAHHAM
maticmpa a6o wabnona. Vloro mouaTkosi eTany oqHAKOBI B 000X BUIALKAX:
1.V remarnunomy MeHo Pailn obepith Komauny Cmeopumu (a6o B obsacti

3aBziaub Ilpucmynaiouu 0o po6omu, obepith nocunanua Cmeopumu 0oKy-

menm). s nist Bigkpue obsnacts 3aBnanb Cmeopumu dokymenm (puc. 1.3).

i | Dowyme HT1 - Microsoft Word

‘Qaﬁn Mpastka Eﬁrnq BcTaeka  MopMaT  Cepeic  TaBnuuA  BikHo ,ﬂ,oBiﬂ.Ka

aEiEdﬁg|_ BT\mesNewRomanv12v|}KKH| -

| CrBopennsa
— [ Hoewi aokyment
@ AML-AaKyMEHT
O6nacTe 3aBfaHb W] Befi-cropiea
CTBO,D”TM ,HOK_‘,/MQHT I 1 MosiaoMneHHA enekTpoHHG NowT
(W] 3 icHytoqor AckyMEHTA. .

LWabnoHuW
Moy ¥ Mepemi:

Mepexia

EEJ LWafinoHk Ha eyzni OFfice Online

3
a0 (g

@ Ha MOEMY KOMMHITERL. .,
G[E]= @ ¢ | ¥ 8 Ha maix pefi-sysnax. .

+

CTop, 1 Poza 1 gL Ha 1,5cm Pa 1 Hon 1 3AN BANP| BANY |3

Puc. 1.3. O6nacts 3aBganb Cmeopumu 0oKymenm
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Po3nin 1. Ylekcmobn //%oyeo%

2.

16

B obaacti IIlabioHu MOKHA o0paTH Miclie, Je PO3MiIlleHO MOTPiOHM!I

BaM m1abJIOH:

e Illabnonu Ha 8y3ani Office Online — HaasBuuaiiHO IIiKaBe Miclie,
mpoTe GiNBIIiCTh, KOPUCTYBAaUiB BifiBiAye HOr0 JUIlle TOAI, KOJU IIO-
TPiOHMI Ha HeBHUII MOMEHT HIabJIOH He 3HAAeHo abo IPOCTO €
BiIbHUI yac Ta OasKaHHS I0o0AUMTHU IOCh HOBE Ta IliKaBe;

e Ha moemy xomn’romepi — HATUCHYBIIU Iie MOCUJIAHHS, BU oOUpa-
TUMeTe IMabJ0H AJA CTBOPEHHS AOKYMEeHTa 3 MallKu, PO3MillleHOol
Ha BaIlloMy KOMII I0Tepi.

Harucuits nocunanusa Ha moemy womn’iomepi, BUKJIUKABIIN Ha eKPaH

BikHO IIlabs0HU, IKEe MICTUTH HOCUTHL 0AraTo TeMATUYHUX BKJIATOK.
Briaanka 3azanvHi MicTUTh 11a6JI0HN, AKI BU HaZaji CTBOPIOBATH-

MeTe CaMOCTiiHO, a PeImTy ITabJIOHIB 3TPYIOBAHO 3a TUIIOM CTBOPIOBA-

HHUX JOKYMEHTIiB Ta PO3MiIlleHO y BiAIIOBiZHMX BKJIaIKax BiKHA.
IITa6nou Hosuili dokymenm BRKJIAOKU 3azajbHi — Iie i € mabyoH

normal.dot, sKU TEKCTOBUI IIPOIECOP II[Opasy IPOIOHYE BaM BUKO-

pucraTtu AJis CTBOPEHHS HOBOTO JOKYMEHTA.
3aJjie;KHO Binx Toro, obepere B MaiicTpa uu IMIabJIOH JOKyMeHTa, Ha-
maji Bamri mii BimpisHATUMYTBHCA.

Ilomanbmti nii nid wac cmeoproeanna dokymenma 3a 0ONOM0O2010
Mmaicmpa MalOTh OyTH TaKUMU:
Ha BigmoBiguiti BKJangii o6epith moTpioHOTO Maiicmpa CTBOPIOBAHHS
IOKYMEeHTa, MepPerafaioun 30BHIMHIN BUTIAL MaliOyTHHLOTO JOKYMEHTA
B obmacti Ilepezasnd BikHa Illabaonu. B obmacti Cmeopumu BCTaHOBITH
nepeMuKad 0OKYMeHm, IKI0 BU Oa’KaeTe CTBOPUTH HOKYMeHT (abo waob-
JIOH — SAKITO 111a0JI0H), 1 HaTUCHITh KHONKY OK moTouHoro BiKHA.
Ha ekpani 3’ABuThCcsa mepiie BikHO obpaHoro Maiicmpa, y sKOMY 3e-
JIEHUM KBaApPaTHUKOM BifoOpakaTMMeThCA IMTOTOUYHUM eTal CTBOPIOBAH-
Ha goxkyMeHTa (puc. 1.4). HatucuHites kHONKY /[a.si mpoTo BiKHA.
3asexxHo Bim obpaHoro Maiicmpa Tpeba MPOUTH PiSHY KiJBKiCTH OIHO-
TUIIHUX €TalliB CTBOPIOBAHHSA NOKYMEHTA, BUKOHYIOUM Ha KOYKHOMY iH-
cTpykKuii Maiicmpa, obupaouu OAWH 3 MPOIIOHOBAHUX BapiaHTIB Ta BBO-
ISYM B CIIEIliaJbHI TEKCTOBI IOJIA MOTPiOHY iH(opwmartlito. BukoHnaBim
Bci zil mporo eramy, HATHCHITH KHOUKY Jaui. IKImo Bu mpumycTuimcs
IIOMMJIOK Ha IIbOMY abo0 IIoIepeqHbOMY eTalli, HaTUCHITh KHONKY Hasad.
IIpofimoBmIn Bci eTanmy CTBOPIOBAHHA NOKyMeHTa (Bu Ile mmobauute,
KOJIM B JiBi#fl yacTwmHi BiKHa 3eJIeHUM KBaZpaTHUKOM OyZe IO3HaUe-
HO ocTaHHi# eran KiHeuv), HATHUCHITHL KHOUKY I'0mM060, 3aBEPIITUBIIHA
IIpoIiec IMOYaTKOBOTO CTBOPIOBAHHA JOKYMEHTA.

Ao moTrpibHO BimZMOBUTHCS Bif CTBOPIOBAaHHSA JOKYMEHTA 3a IO-
nomoroo Maiicmpa, Ha OyAb-AKOMY eTali poOOTH HATUCHITH KHOIKY
Cracysamu.
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MaHcTe p 3anHcoK

MaicTep 3anMcok

Crine

L&t maficTep JonoMarae CTEOPHTH
CITyHOOBY 3AIHCKY 33 BAHMI
B0 06 AHHALG

Hazsa

Mona

ooo

@ CKaEcYBaTH |

Puc. 1.4. Ilepmre Bikno Maiicmpa cmeoposanus 0oxymenmis

[oToEo ‘

ITlicna HaTMCKaHHA KHONKU I'0mo080 Ha eKpaHi 3’ABUTHCA JOCTATHHO
npodeciiiHo CTBOpeHa 3aroriBKa JOKYMeEHTAa, IO ByKe MIiCTUTH MOIIe-
penHbo BinxdopMmaToBaHy iH(opMalliio, Ky BU BBeJU. YBEAITH Y ITIO
3aroTiBKY iHIIWI HOTPiOHWI TeKCT i 3MiHITH C€JIOBa, IO MiCTATHCHA
Y KBaApaTHUX AYKKaX.

30eperKiTh CTBOPEHUH MOKYMEHT i, AKIO € OaKaHHsA, MMPOJOBXKITH pe-
maryBaTH #oro Ta (opmaTryBaTu.

PosrnausMo, AK 3peasizoBaHO Iieii mporec, Ha mpukjaani Cayxi606oi

3anucKy MIPO MOKJIUBICTH BiIpAAUTHU BUUTENIB AJs IPOBEJeHHA ceMiHapy
3 iH(opMaTUKU, AKY CTBOPUMO, BUKOPUCTOBYIOUN MOXKJIUBOCTI Mailicmpa.

--------------Q

S

-----------------------------------~

Cnyinb606010 3anuckor0 HA3WBAIOTH IIVCHMOBE IIOBiJIOMJIEHHS [JIA
BUKOPUCTaHHS BCepeaunHi omuiel opramisairii (pipmu, HaBUYaJIBHOTO 3a-
KJIagy, TEeBHOI CTPYKTYPH), CTBOPEHE AJA IOJIETIIeHHA KOMYHiKalrii
Mixk pisHuMu 11 migposgimamu. et Bun mOKyMeHTaIlil 3pyUYHUM s
nepefaBaHHA CcKJamHOL iHopmanii. IToBizoMIeHHA MOXKe MiCTUTU HO-
CUTH 0arato cuernuivyHux aeraJeii abo Horo B3araji CKJIamHO CIPUMA-
HATU ab0 mepefaTy B YCHiM (opmi, OCKiJIBKM cayxad iHOAI HE B 3MO3i
3amaM’sATaTU BeCh HMOro BMiCT. SalJiyTaHi iHCTPYKIIil TaKOMK CKJIAIHO
3pPO3YMiTH, IO MOKE ITi IBUIMUTH MMOBIpHICTh MOMUJIKMY ITif Yac 1X BU-
KoHauHA. 1106 1boro He BigOyJsiocs, Kpallle BCIO If0 iH(opMAaIiio Io-
IaBaTu y (popMi creriaJbHUM YMHOM ITIiATOTOBAHOTO JOKYMEHTAa, AKUI
MOJKe OyTH HOCTYIHUM OZHOUYACHO KiJIBKOM OZEep:KyBadaM.

90 % moBimOMJIEHb IiJIOBHUX JIOJEl — came CJIy:K0OBi 3alNCKH,
TomMy pospobHuKU maketa Office ctBopunau Maiicmpa cayxrbosux 3a-
nucok, AKUU Iae 3MOT'y IPUCKOPUTHU IIPOIEC IX CTBOPIOBAHHA Ta IIO-
JaJbIIOT0 pefaryBaHHS.

.----------------------------------'
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Po3nin 1. Ylekcmobn //%oyeo%

11106 cTBOPUTHU CIY:KOOBY 3alMCKY, BUKOHAITe ONMMCaHi BUIle B m. 1-4
nii, obpasmu Ha BRJIAAI 3anucku Maiicmpa 3anucok. Y BikHI Maiicmpa
3anucok, 1o 3’ ABUJIOCA IIPU IIbOMY Ha eKpaHi, HATUCHITH KHONKY /[ani Ta
BUKOHAaNTe Taki mii:

e Bubepith cmuabv og)opmieHHs 3aMUCKU, YCTAHOBUBIIH MIePEeMUKAYT

cmandapmuuil (cyiacnuil abo UWLYKAHUILL).

e CrBopiTh HA36Yy doKymeHma, ycTaHOBUBINU epemMukad Tax, 3 ma-
KUM meKcmom Ta BBiBIIU BiATIOBiAHY Ha3BY JOKyMeHTAa (y HAIIOMY
Bunanry Cayxcboea 3anucka) B TeKCTOBe moJe (abo BCTAHOBITH me-
pemukau Hi. Byde suxopucmano zomoeuil 61aHK, AKIIO CIYXKO0BY
3aMKUCKY IPUBHAUEHO APYKYBAaTH HA CTAHAAPTHOMY OJIAHKY IIiAIpu-
€MCTBa).

e YCTaHOBUBIIIHK IIPANOPIIi Ta BBIiBIIM B TEKCTOBi IIOJA, MO3HAUEHI
OpamnopIsaAMU, MOTPiOHY iH(popMaIlio, YKaXiTh esemenmu, AKi caid
sraYumMuU 00 3a20/08Ka cay:kK00Boi 3anmucKku (puc. 1.5).

e VY macrynmHOMy BikHI Mailcmpa BRaKiTB 0depicyeauie ciayir6060i
3anucku, yCTAaHOBUBIIY IIpamopens Komy Ta BBiBIIM B TEKCTOBOMY
MIOoJIi Iocajy Ta IpisBuile, iM’s Ta M0 0AaTHKOBi 0CcO0M-OAepsKyBaUa
IOKyMeHTa. SIKIMO JOKYMEHT mpu3HaueHO KiJIbKOM ocobam, aHAJO-
rivHO IpUBHAUTe 00epiHY6aia KOnil ciay:k00BOI BaIIUCKU.

e YCTaHOBUBIIHU ITPAMNOPILi Ta BBiBIIM iH(pOpMAaIliio y BiAIOBiAHI TEK-
CTOBi moJid, 6ubepimv enemeHmu, Aki caid eéxawyumu 0o 3asep-
WanbHOl YyacmuHu cayxiobosoi sanucku (puc. 1.6).

e Bubepite enemenmu, uwo 0ydymov exatoueri do cayxrbosux obaac-
meil 3anucku (BepXHi Ta HUMKHI KOJOHTUTYJIN), YCTAHOBUBIIIY IIpa-
mopiri 6iyis TOTPiOHUX MyHKTIB HaBEIEHOTO y BiKHIi CIUCKY.

MakcTe p 3anmcon El

YHaMKITh BJIEMEHTH, AKI CAlA BHOOYYTH A0
3ar0f0BKa CAY>KODBOT 3aNUCKK.

¥ Aata 15.09,2010
¥ Bia i eTpeHKD CTaHicnaE Tapacoeny
MNona saronosxa I~ Tena JHDUBEAEHHH oiinacHoro cemidap;

I BammmeicTe

Mianuck

KonoHTHTynH

KiHeuk

@ CK&\:YE&TM‘ < Hazaa | Hani > ‘ FoToE0

Puc. 1.5. [IpusHayeHHsa eJIeMeHTIB,
AKi CJIi BKJIIOUUTH [0 3ar0JIOBKA CJIYXKOO0BOI 3alIMCKU
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§ 1. Butkopnemarnna watnonib. ¥cmabunnn mariontib y mekcmobi dokyperumn
.----------------------------\-----.(--.
MaHcTe p 3anHcoK [5_(‘

ByGepiTh 8NEMEHTH, AKI CAIA BHKAKUMTM A0
FABepLAbHOT YACTHHH,

IV Iniviamm aeTopa: T MeTpeHkn|
I Inidianm apyrapih:
I KinekicTs BtnageHs:

™ BrnaashHA

Mom

Mignvcy

HTHTYNH

3

@ CKacyBaTn| <ﬂ636ﬂ1 Aani = I CoToBn

Puc. 1.6. I[IpusnaueHHsA eJIeMEHTiB, AKi CJIiJ BKJIIOUUTHU
IO 3aBepIIaJbLHOI YaCTUHU CJIYsKO0BOI 3alIMCKU

e VY (imanbHOMYy BikHI Maiicmpa 3anucok HATUCHITH KHOUKY I'omo-
60, i Ha expaH OyJe BUBEIEHO CTBOpeHUit mokymeHT (puc. 1.7),
y AKOMY BaM TIOTPiOHO Jimille 3MiHUTH iH(MOpPMAIil0 ¥ KBagpaTHUX
Iy'KKax (YBECTU caM TEKCT IIOBiTOMJIEHH).

IITo6 cTBOpUTH JOKYMEeHm Ha OCHO68L WabiOHa, BAM CJIiJ] IPOJOBIKU-
T BUKOHYBATH iHIIY IIOCJIiTOBHICTH Aiiff, OCKiJIbKU IIA0JIOH € JIMIIe 3a-
TOTiBKOIO (UMCTUM OJIAHKOM) IJIsI CTBOPEHHS BiJIIOBiIHOTO JOKYyMeHTAa:
4. Ha sBignosizmili Briagni Bikza IIla6sonu o00epiTh MDOTPiOHUI 1Ia0-

JIOH, TIEePerjIsfaiour 30BHIIIHINT BUTJIAN MalOyTHBOTO JOKYMEHTa B 00-

‘Cnyx6oBa \
3anucka

Hara: 15.09.2010
Hornie Arperropy Kngeo-Meyepeeroro nigew MET 1 T gep"
Kpasyenoy dmumpy Tpunop oenyy

MeTpeHra CTanicnaea Tapacoenua

Bim:
Bimm MpoEe AeHHA 0ENAGHOMD G2 MiH APy EYMTENIE THG O MATHEH

[ Beepime TekcT zankoid |

C.T.MeTpeHkn

Puc. 1.7. CrBopena Maiicmpom cay:k00Ba 3ammcKa
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T A
Barmicka

Komy: [Beegite TyT ita'a)
KoniA: [Beegite TYT ina'x)
Bin;: [EEeaite TVT ind'x]
Hara: 29072009

Bion:  [Ereegite TYT Tenty]

BukopucTaHHA WadnoHa cnywboBol zanucku
Brginite TereT, M Heof xifeo santEmITH, T4 EEEAITE BMACHED TeECT. BrEOpHeTORYHTE CTHIL
«3aronoEok 1-3» Ta « O CHOBERGT TeRoT: T CTRICEY CTHIIE Ha I4HeN iHC THYMEHTE

ECD OPMATYEAHET?, J

Puc. 1.8. 3aroriBka ciykK00B0i 3aIMCKM, CTBOPEeHAa Ha OCHOBI IrabyoHa

nacti Ilepeznsid morounoro Bikma. HarucHite KHONKY OK, momepenHbo
BCTaHOBUBIIY TIepeMuKau 0oxymenm (abo wadnion).

9. Ha expani 3’aBUTBbCA 3aroTiBKa CTBOPIOBAHOIO JOoKyMeHTa (puc. 1.8),
y AKifl Tpeba 3aMiHUTU TEKCT, PO3MIIeHUWIN y KBaApPaTHUX IYKKaX,
MOTPi6HUM BaM TEKCTOM, BUKOHYIOUM ITI0 Ail0 MJIs KOYKHOTO eJeMeHTa
ITOKYMEHTA.

6. 3a morpebu BimpemaryiiTe Ta BimdopmaTyiiTe CTBOPEHHI IOKYMEHT.
30epexiTh TOKYyMeHT y (aiiai I IpomOBKEeHHS PoOOTH 3 HUM.

e&%ﬂm cele

IITo rake mab6mou? Axi Tunu mabaouiB miarpumye MS Word?

YuM po3pisHATHCA 3arajbHi 11a0JOHK Ta IIa0JOHN JOKYMEHTIB?

SK y cepemoBuIlli TEKCTOBOTO IIPOIlecopa BimodpasuTu (IpUXoBaTH)

obJiacThb 3aBmanb? Um 3aByKIM OSHAKOBUM BUIJIAL MAa€ Id 00JacTh?

IITo Busunauae ii Burasan?

4. OmuIiTe MOCTiZOBHICTD Aill AJIs CTBOPEHHSA TOKYMEHTA 3a JOIIOMO-
roio MarcTpa.

9. OnuIIiTh MOCTIJOBHICTH Aill [JI CTBOPEHHS JOKYMEHTAa HAa OCHOBI
mabJoHa TOKYMEHTa.

6. Un MoKHa 3MIiHATH (opMaTyBaHHA JOKYMEHTa, CTBOPEHOIO Ha

ocHOBI 1ra6sona?

Qo b =~
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§ 1. Butopucmannn matnonib. ¥emabummnn maiontib y mekcmobi doeymerimn

rx X X X X X X X X X X X X ¥ X ¥ ¥ ¥ ¥ X X X X X X X X X X X XN N N N ¥ N X 3
Hamnepenogui PisgBAHUX CBAT BU BUPIMININ OPUBiTATH CBOIX IDY-
3iB BJIACHOPYY ITiAroroBaHmMu JucTiBKamu. CTBOPHUBIIN B CepPeIOBU-
IITi TEKCTOBOTO IIPOIlEeCOPa AOKYMEHT 3a JOIOMOIOI0 MOoro IabJjioHa ado
MamcTpa, KOXKeH 3po3yMie, 110 B HbOMY He BHUCTAUYa€ BKpPAll BayKJIMBO-
ro ejJeMeHTa JUCTiBKM — rapHOro 306padcenns. Toxx HaBuimoca mo-
JaBaTU PisHi BuAM 300pa’keHb IO CTBOPEHUX TEKCTOBUX MTOKYMEHTIB.

PY YT XY YT XYY Y YT
oo

‘@2 VcrasnsHHa ManioHKie Yy TEKCTOBWM JOKYMEHT

1. Yemaenanna cumeony

CuMBOJI € HAUIIPOCTIINIUM 300pasKeHHAM, sSKe MOYKHAa JOJATH 0 TeK-
CTOBOTO MOOoKyMeHTa. Hampukjam, MOMKHA BCTAaBUTH B JOKYMEHT 3HAK
TOPrOBEeJbHOI MapKu, PisHOMAaHITHI cTpiaKku, 3HaK maparpada abo aBTop-
ChKOTO TIpaBa, IO HaJacTh BAIIUM JOKYMEHTaM II€BHOTO, IPUTAMAHHOTO
Juiiie iM BUTJIALY.

OO6paBIlin B TEKCTOBOMY AOKYMEHTi Miciie, Kyau mOTPiOHO écrmasumu
CUuM60, BUKOHAWTE TaKy IOCJiJOBHICTh [iii:

1) ¥V rematuunomy MeHio Becmaska o6epits Komauny Cumson (puc. 1.9).

oy Doxyme Ht2 - Microsoft Word

E 1 [Opaska Burnan | Boraska | dopwar  Cepeic  Tafina

PozpHE. ..
HoMepk CTORIHOK, . .

faTa f yac..,

CymEan. .. I

ManroHok [ 3

&G rinepnocknaHAa. .. Chel+k

I B

Puc. 1.9. YeraBasgHHA CUMBOJY

2) V Bixkui Cumeon, 110 3’ IBUIOCSA Ha eKpaHi, 00epiTh BKIAIKY:
e Cumeon (puc. 1.10).

YV cmaguomy cuucky IIlpugpm o6epiTs Ha3By HIPUPTY, CHUMBOJI
SIKOT0 BCTABJATHUMETbCS B JOKYMEHT (HAIPUKJIAZL, 00epiTh mIipudT
Wingdings, 1mo6 nogaTyé CHMBOJIM IIOIITOBOI CKPUHBKMU, KOHBEP-
Ta Ta MamokK, abo mpudr Symbol, 106 NOAATH CHMBOJU I'DEIHKO-
ro an@asiTy, pi3sHOMaHITHUX IYXKOK, 3HAKiB apu(pMeTHUYHUX OIe-
pariii Ta cTpisioK).
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1.

Crmeon
CHMEONH | ZneulansHi zHakK |
LpkT: |(35MqaﬁHMﬁ TEKCT) - | Hafip: |I'IDBHaHEHHF| BamniaTH v|
o | F|£[Ps[m| a B %) ¢ Mo Qe ®
V5|75 | V6| Y| | el T | L |2 T oA |l
Y-/ [Ye|L N T]|=|#|=|<|2|0|" B
- LT [+ =]
[1) rl7 T =ll|Fe
BHMEORHCTaHI paHille CHMEONH:
e[ [¥[o]®™=[#[<[=[] [o]n[o]p]
Koa 3Ha><a:|20AC | §:||OHiKDJJ. {WwicTH. v|
[ABIDBaMiHa.‘. ] [Cnonyﬂewq KNAELL. .. ] CnonyHeHHa knagiw; Alt4+Ctrl+E
L BCTaBHTH ] [CKacyBaTMJ

Puc. 1.10. Bikuo Cumeo.s. Bkiaagka Cumeon

e Cneuianvni snaxu (puc. 1.11).
I3 HaBegeHOro CIUCKY SHAK 00epiTh chermiaabHUE CHUMBOJ, AKUI
MOTPi6GHO BCTAaBUTH B JOKYMEHT (HAIPUKJIAL, 3HAK Imaparpada).

3) Harucuits KHOIKY Bcmasumu TOTOYHOTO BiKHA, MOTIM KHOIKY 3a-
Kpumu — obpaHuii cuMBOJ OyJe BCTABJIEHUUN y IMOBUIIII0 KypCcOpy B
TEKCTOBUI JOKYMEHT.

1106 3minuTH po3Mip abo KOJip yCTaBJI€HOTO CUMBOJY, CKOIIilOBa-
TH Y4 B3araJjii BUJAJUTU HOTO, IpaIioiiTe 3i BCTABJIEHUM CUMBOJIOM SK
i3 CMMBOJIOM 3BHYANHOIO TEKCTY.

Crmpon r‘b_<]
|Q4MBDJ1M CneuiansHi 3HakH |

3Hak: CNONYHEHHA KNABIW:

JOErE THRE Al
KopoTke THpe Chrl+-Rum -

=

- HepospHEHHA aedic Chrl+_
Bl Ak nepeHoc Chrl+-

JoBrvi npobin

KopoTkkiA npobin

14 npofiny =
HepozprEHMIA npotin Chrl+Shift+Mpotin

AETOPCEK Npaga

SaCTEPENEHHA 3HAK

TOBAPHHH 3HaK

Maparpac —
Afzal

TRH KpankK AlE+CEr+,

D ANHAPHI B AKPHEARHI NankH il

P = I@E e

[ABpsaMiHa... ] [CI‘IDJ‘IyﬂEHHﬂ KNaEiW, ., ]

L EcTaenTH J [CKacyBaTM J
)]

Puc. 1.11. Bikuo Cumeson. Braagka CneyiaivHi 3HAKU
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§ 1. Butkopnemarnna watnonib. ¥cmabunnn mariontib y mekcmobi dokyperumn

EcTaeka | opmar  Cepeic  TaBnwuA  Bikno  oeiaka
PospHE. .. 3 : K K I |;
HomMepH CToRIHOK. .. - — — e

v IR RIS T R § I
JaTa A Hac,., . .
CHMEDN, .
| IManHaHok ¥ | @J KapTHHER. ..
% [iNgpnOcHnaHAa, . Chrlk (8l 3 i
| ¥ Jg# 3 ckaHepa abo KamepH...
CTEOPMTH MANHIHOK
AsTodirypr
4ﬂ| Of'eeT Worddrt,
;@ CpraHizauiFda aiarpama
H; diarpama

Puc. 1.12. YcraBiasauasa MaioHKa 3 Gaiay

2. Yemaenanna manwonka 3 ¢ainy
YcraBiieHi B JOKYMEHT CUMBOJIY 3HAYHO MOJIIIIITYIOTh OTO 30BHIITHIN

BUTJIAZ, IPOTE€ BOHW He € IOBHOI[IHHMMU 300pakeHHAMU. ToMy HaBUi-

MOCA [OJaBaTHU HAaABHI MaJOHKMW, CTBOPEHI Ta IIiATOTOBaHi A0 IIHOTO 3a

JIOIIOMOroi0 rpadiuHUX pefaKTopiB.

IITo6 ycmasumu 6 doxymenm mantoHok, 30epexeHus y (daini, He-
00xinmHO:

1) posmicTuTH KypCcop y TOMY MicIli JOKYMEHTa, KyIU BU BCTABIATUMETE
MaJIIOHOK;

2) y TemaTuuyHOMYy MeHIO Bemasgka obpatu myHKT MaJgioHoK, a B migMme-
HIO, 110 3’ABUJIOCA Ha €KpaHi, yKkasatu 3 gaiiny (puc. 1.12);

3) y BikHi JJodasanns manioHKa, 10 3’ABUJIOCA IPU IIHOMY Ha €KpaHi,
OPONTH MLIAX 10 (haiiiay, II[0 MiCTUTh NOTPiIOHUI MaJIOHOK, JIiBOIO KJia-
Bimmeto murri obparu (aiia Ta HaTUCHYTU KHONKY Bcmasumu mOTOYHO-
ro BiKHAa.

MautoHoK 3 obpaHoro (paiiny Oyme BCTaBJIEHUUH y TEKCTOBUM IOKY-

MEHT.

3. Yemaenanna 300pasxcennn 3 Konexkyii
Kpim manmioHKiB, SKi Bu cTBOpMIN, Bigpenarysanu Ta 30epersiu y daii-
Ji 3a HOomoMoroio rpadivyHOTO peJaKTopa, AJA OMPOPMJIEHHS TEKCTOBOTO
IOKYMEHTa MOJKHA BCTAaBUTHU I[iKaBi Ta pisHOMAaHiITHI 300paKeHHA-KJIIiNN,
TOTOBi KOJIEKIIil AKUX mpomoHye Bam makeT Office.
HAna ecmagnanna manonka 3 Kkonekyii BUKOHalTe Taki mii:
1) ITepemicTiTh Kypcop y Te Miclle TEKCTOBOTO IOKYMEHTa, KYAuU
BCTaBJIATUMETE MAJIOHOK 3 KOJEKIIii.
2) ¥V remaTuuHOMy MeHIO Bcmaska o0epitb ManwoHOK, a B TiAMeHIO,
1o 3’ABUJIOCA Ha eKpaHi, 3asHauTe Kapmunkxa. a mia axkTusisye
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: KapTHHEK v X

UykaTh:
|m | L Mo4aTH J

MepernALaTH:

|‘:-“ci Konekuil b |

ivicaTh ol'exTh:

|‘:-“ci THAK GEANE MyNBETHMELIS |

| £

[E ¥MOpAARYEATH KNINH, ..
?:3 KapTHHIH Ha Byzni Office Online

@) Mopaar = NoWyEY Eninig

Puc. 1.13. O6sacTs 3aBHaHb
Kapmunru

obsacts saBmanb Kapmuwnku (pumc. 1.13),
OCKIiJIbKY BCi ITOJAJIBIII Oii HaJeriie BUKO-
HaTHU 3 il momomoroio (imakiie BimoOpasuTu
ITI0 00JIacTh 3aBAAaHb MOKHA, 0OpPaBIIIHA B Te-
MaTUYHOMY MeHI0 Bueznsd myHKT Ob6aacmb
3a80aHb Ta BKA3aBIIIN B IIEPEJIiKY obJjacTeit
3aBraHb obsacte Kapmunku).

3) V TekcroBomy moui IIlyxamu BBeniTh
KJIIOUOBE CJIOBO, IO BiANOBimae KapTWHIL,
AKY BU IIJIaHYETEe AOJATH 0 TEKCTOBOTO JO-
KyMeHTA.

4) ¥V cuagaomy cuucky Ilepezasdamu BusHa-
yTe, y AKUX KOJEKI[isIX MOTPiOHO BUKOHYBA-
TH TOLIYK MAaJIIOHKA, a B cuucky [llyxamu
00’eKxmu 3a3HAYTE, IT1I0 BU ITTyKaeTe KapmuHKku.
5) HarucHits KHONKY [louamu. ¥ HUXKHIN
yacTHHi 00JIacTi 3aBAaHb BU M0OOAUNTE €CKis3u
MAJIIOHKIB 3 KOJIEKIIiI, B OIIMCi SKMUX BUKO-
puCTaHO KJIIOUOBE CJIOBO, ITIO0 BU MOTO 3a3Ha-
YUIU.

6) O6paBIiu eckis JIiBOIO KJaBilllel0 MWUIIIi,
ycTaBTe MAJIOHOK B TEKCTOBUM MOKYMEHT.

W VceraBasaoun MaIlOHOK OyOb-SKHUM CIIOCOOOM, TEKCTOBHU IIPOIIECOp yBa-
JKae #oro po3mip omTuMaibHUM. IIpoTe B caMOCTiiHO MOXKETe 3MIHUMmu
po3mipu manionka, nepemicmumu, ckonitoéamu abo eudanumu ioro,
BUKOHYIOUM IIi mil aHAJIOriuHO 4O TOTO, AK BM IIpaIloBajIud 3 00’€KTamMu
B cepemoBUIIli BeKTOopHOro rpadiunoro pegakropa Corel DRAW.

eﬁe&%ﬂm cebe

/. Onuimith mocsifoBHiCTH [Aiil /I BCTABISHHS B TEKCTOBUIN HOKY-
MEHT CHMBOJIy. UM MOKHa 3MiHUTH PO3Mip IIhOIO CHUMBOJIY, HOTO
HaKpecJaeHHsa abo Koaip?

© S

Sk ycTaBUTU B TEKCTOBUM NOKYMEHT CIIelliaJbHUI 3HAK?
OnuitriTh MOCHiIMOBHICTH Aili AJIsS BCTABJSHHS B TEKCTOBHUU JOKY-

MEHT MAaJIIOHKa 3 (paiiay. Axuil posmip Mae BCTaBICHUI MAJTIOHOK?
Sk BiH posmimienuit y Texeri?
/0. OnuMIiTH DOCTiMOBHICTE Aifi AJIS BCTABIAHHA KAPTHUHKU 3 KOJEKIii.
14. fx smiHuUTH posMip ycTaBieHOoro mMauioHKa? Yu MOKHA HOTO CKO-
mitoBaTu? mepemictTutu? BUZATUTUA?
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§ 1. Butkopmcmarnnn matnonib. ¥cmabuannn mariontib y mekcmobi dokyperimn

*@3) PeparysaHHs ManioHKiB

BukonaBmiu gii, onmcaHi B momepeqHbOMY IIYHKTI IIbOTO IIaparpada,
MU BCTAaBUJIHU B II€M TEeKCT 300paskeHHsA Takcu. IIpore:
1) e 300pasKeHHs 3aBeJIMKe, aje el HeOJiK BU IITBUAKO BUIIPABUTE
ONMCAHUM BUIIE CIIOCOO0M;
2) 1ioTO0 PO3MIIlleHHA B TEKCTi € HEeIIPUPOJHUM;
3) xorijmochk 6u 3MIHMUTH KOJIIp i TOBHIMHY PaMKHU IIHOT'O MAaJIIOHKAa Ta
IoogaTy OO HLBOT'O TiHb.

OT:xe, B 3pO3YyMisin, IO BCTABUTHU 300pPa’KE€HHA B TEKCTOBUM [OKY-
MEHT — JINIIe IIOJIOBUHA cIpaBu. BOHO Mae BUIJIALATH TapHO Ta JOped-
HO, TOMY OyAb-AKi BCTaBJIeHI MaJIIOHKY HNOTPiOHO BimpemaryBaTu, 3MiHIO-
I0YM B IIbOMY IIpolieci iX posmipu, KOHTPACTHICTD, ACKpPaBicTh a00 po3Mi-
IIeHHA B TeKCTi. Yci 1Mi mil MosKHa 3pobuTu ABOMAa CIIOCO0AMI:

e 3a JJOIIOMOTOIO IIaHeJi iHCTpyMeHTiB Hacmpoilka 300pajicenns;

e 3a JONIOMOTIOIO0 BiKHaA HaJIAIIITOBYBaHHA IlapamMeTpiB Popmam ma-

JIOHKQ.

SIK10 BUAiNMTYU BCTaBJIeHEe B TEKCTOBUM JOKYMEHT 300pasKeHHA JIiBOIO
KJIaBiIlero MuIli, Ha eKpaHi 3’ABUTbCA MaHEJNb iHCTPYMeHTiB Hacmpoii-
Ka 306pasxcenns (puc. 1.14), mpusHaueHa AJA HOT0 TOJAIBIIIOTO pPefa-
ryBaHHA. SIKIMO BOHA He 3’ABMUJIACSA HA €KPaHi, y TeMaTUUYHOMY MEHIO
Buensd o6epits nyHKT IlaHeni iHcmpymenmi6é Ta BCTAHOBITH IIpamoperb
0ina masBu 1iel maneni. Ilamens incTpymenTiB Hacmpoilka 300pajxcenns
MOKHa BUBECTH HA €KPaH iHIMMM CcIOcOO0M: HATUCHYTU BCTaBJIEHE 30-
OpasxeHHA IPABOIO KJABiIIel0 MHIIi Ta B KOHTEKCTHOMY MEHIO o0paTu
TyHKT Bidob6pasumu naxesb HACMPOUKU 300pANCEeHHS.

oLl s EER

Puc. 1.14. Ilanens inctpymenTtis Hacmpoiika 300paxcenns
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3a I0IOMOTro0 KHOIIOK Iliel maHesi iHCTPYMEeHTIB MOYKHA:

Kuonka | HazBa xomangu IIpusnauennsa
ﬁ Hodamu YcraBieHHa MaJIOHKA 3 Qaitry
MASIOHOK
M PenaryBaHHs MaJIOHKA, IO IIOJISITAE B II€PETBOPEH-
Dg enio Hi #oro Ha uopHO-Oinuil, TTOZABAHHI 3a JDOIIOMOIOIO0
«300pancerhar | oiamiyyig cipozo a6o y dopmi nidkaadxu
36imbpiTyBaHHa/3MEHINTYBaHHSI KOHTDPACTHOCTI Ma-
Bl 3oinvwumu JIIOHKA.
KoHmpacmHicmys | Y pasi 30isbIIeHHSA KOHTPACTHOCTi CBiTJIi KOJIBOPU
MaJIlOHKa OyAyTh CBIiT/IIIIMMM, a TEeMHi — TeMHi-
) Bmenwumu MU, & B pa3i 3MeHIITeHHA KOHTPACTHOCTI MaJIIOH-
" KOHmpacmHuicmp | K& CBITJIL KOJBOPY CTAIOTH TEMHIIINMY, & TEMHI —
cBiTIimuMMu
o 3oinvwumu 30iTbITyBaHHA/3MEHITYBAHHS ACKPABOCTI MaJIOHKA.
: AcKpasicmb YV pasi 30impIIeHHA ACKPABOCTI BCi KoJabopu Ma-
: 3MmeHwumu JIIOHKA CTAlOTh CBiTJiImMMM, a B pasdi 3MeHIIeH-
"d Ackpasicmo HA — TeMHIiIIIMA
Bupisanua yacTMHY HAABHOTO MAJIIOHKA.
s BUKOHAHHA 11i€l Aii moTPiOHO HATUCHYTU KHOIIKY
Ha TaHeJi iHCTPYMEHTIiB Ta ITiflBeCTU BKa3iBHUK, IO
3MIiHUB IIPU IIbOMY CBi#l BUIJISN, OO OZHOTO 3 Map-
-r}' O6muHnanHns KepiB BuAinaHHA 06’e¢KTa. HaTtucHyBIIU JIiBY KJjasi-
Iy MUIII Ta He Bigmyckaiouu ii, mepeMimiaTu BKasiB-
HUK, MOKK He Oy[e BUPi3aHO MOTPIOHY YacTHUHY Ma-
JIIOHKA. BignmycTuBinm JIiBy KJIaBilry MuIli, IeperJisd-
HYTU OTPUMAaHUU Pe3yJIbTaT
ITosepmamu

82iso nHa 90°

IloBepranusa MajoHKa BaiBo Ha 90

IlpusHaHHA TOBIIMHU JIiHII, AKOIO 00BEJEHO MAJIO-

= Tun ninii HOK
BuBeneunsa Ha ekpaH BikHa CmucKaHHs MAJiIOH-
Kig, y AKOMY MOJKHA 3MiHUTH MAJIIOHOK OJHUM 3
TaKUX CIIOCO0iB:
;_:{ Cmuckanhnsa ® ONTHUMIi3yBaTU PO3AiJMbHY 3JaTHICTh MAJTIOHKA JJIA
MANIOHKIB Iurepuery abo ngpyKyBaHHS;
e crucHyTH rpadivuni rani MasioHKa;
e BumasuTu oOpisaHi obsiacTi MasiOHKA (IPU IIHOMY
BUAiJIeH] o6JsacTi BiTHOBUTU HEMOIKJIUBO)
M. BuBenenns Ha ekpan MmeH0 O0miKaHHs meKcmom,
emo. 3a JOMMOMOTOI0 KOMAaH[ SAKOT0, 300parKeHuX Bifmo-
- «Oomixanna BIiIHMMM ecKizaMu Ta HammcaMiy, MOYKHA 3MIiHUTH
mexcmom»

po3MillleHHA MaJIOHKa B TEKCTL
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§ 1. Butopucmannn matnonib. ¥emabummnn maiontib y mekcmobi doeymerimn

Kuonka

HasBa komaHgn

IIpusnauenna

)

Dopmam
ob’exma

BuBenenna Ha expan BikHa Popmam manrHKa, 3a
IOOIMOMOT0I0 SIKOT0 MOJKHA B3MiHHUTH BCi HaJAIITO-
BaHHS BCTABJEHOI'0 MAJIOHKA

Yemanosumu
npo3opuil Koaip

IIpusHaueHHA TPO30POCTi AJsA 0OPAHOTO KOJIBOPY
MaJTIOHKA.

HarucuyBmiu 110 KHONKY, ITOTPiOHO JIiBOIO KJaBi-
110 MUIIII HATUCHYTHU MEBHY 00JIacTh MAaJIOHKA, 3a-
dapboBaHy TUM KOJHOPOM, SKHU BU OakaeTe 3pO-
6uTHu mpo3opuM. BuKOHABINHM ITI0 [if0, BU mobavuTe,
110 KOJIip IIeBHOI YacTUHU 300paKeHHsd 3MiHUBCA Ha
oinmuit. Came 151 yacTuHA ¥ Oyae IPO30POI0.

Ina mMadoHKIB y geaxkux ¢gopmarax (Hampukaam,
MaJIIOHKIB (popmaTiB wmf, ycTaBIeHUX 3 KOJEKI[il
KapTUHOK) I KOMaHIa HeIOCTYITHA

=

Crudanus
napamempisa
MANIOHKQ

CrugaHHA ITapaMeTpiB MaJIlOHKa, TOOTO MOBEPHEH-
HS BCiX ITOYATKOBUX HOr0 HaJIAIIITOBAaHb

IIpoTe HabaraTo GinbIile pisHUX mapaMeTpiB rpadiuyHOTo 00’€KTa MOK-
Ha HaJIAITyBaTU, BUKOPHUCTABIIMU AJA IIHOTO BiKHO Popmam ManlOHKQ,
AKe MOKHa BUKJWKATU 3a JOIMOMOTOIO BifTOBigHOI KOMaHIU KOHTEKCT-
HOTO MEHIO BCTaBJeHOro MajioHKa (puc. 1.15). IIns spyuHocTi pisHi

: B

55 FonikeaTtw

%, BcraewTtH

BrpizaTtH

3MiHa MankoHKa

MPHXOEATH NaHENE HACTPOMEH 300pameHHs

[pynyEaHHA »

Mopaaok 4

3a TAMDEYYEAHHANM ANA asTodiryp

|{%— POpHAT MaNHHEA. .. [

AL IO

&

- e
FinepnocHnaHyAa, ..

Puc. 1.15. BigkpuBaunua BikHa Popmam marOHKA 3a JOIOMOIOIO
KOHTEKCTHOT'O MeHI0 rpadiunoro o6’exra
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MopmaT MaoHKa [‘5_<|

-Konbopn Ta niHii | Posmip || POsTAWYEAHHA || IMantoHoK |

Janveka

Npos0pICTE! ] | > 47 % &

it

WabnoH: (= e e —— v| TOBLWFHE: |';5 nr =

CTRinkEK
NoYaToR: KiHELE!
pOsHip: pozMip:

L OI{_J [CKacyBaTn ]

Puc. 1.16. Bikuno @opmam manourxa. Braagka Konvopu ma ninii

nmapamerpu rpad)iuHoro 06’eKTa, AKi MOXKHA 3MIiHUTHU 3a JOIOMOTOIO eJie-
MEHTiB IIbOTO BiKHAa, 3TPYIIOBAHO HA BiAMOBIAHUX BKJIAAKAX:

e 3a gomomoroio BKJIaAKU Koavopu ma ainii (puc. 1.16) moxxkHa 3Mmi-
HUmMU énacmueocmi 3an1u6Ku, AiHill ma cmpinox MaaloHKa, 00-
paBmiu 6askaHi KOJIbOPHU, TUIX Ta TOBIUHY JIiHiN, PO3Mip CTPiIoOK
Yy BiAIOBIAHWX CHAJHWX CIMCKAX Ha I[ilA BKJIAMIIi.

e ITudpori monsa 3i crpinkamu obsacti Posmip i nosopom BriIanku Pos-
mip (puc. 1.17) npusHaveHi 1J1T 6CMAHOE1I06AHHA PO3MIPi6 MATIOHKA
ma 6UKOHAHHA 11020 noéopomy, a mudpoBi mosusa 3i crpinkamuy obiac-
Ti Macwmab [aioTh 3MOTY NPU3HAYLUMU MACULMAOYEAHHA MATLIOH-
ka. IIpy 11,0My BCTAHOBJIEHHSM IIPAIOPIIB MOYKHA IPUSHAUUTU 30e-
pezmu nponopyii, TOAl 3MiHU BHCOTH MaJIIOHKA aBTOMATUYHO BUKJIN-
KaTUMyTb 3MiHUW ¥ INMUPWHU, i BUKOHYBaTU MacIITa0yBaHHSA BigHOC-

Iioﬂbopn Ta niHii | Bef
PozMip i nosopoT

EHCOTA! 12,75 cn : LWHPHHE! 16,99 cm 3 |

PosTawysaHHA || ManroHoK |

OOBOROT: o b

MacwTab
saeucoTol: [80% sawmpon: [80% 2|
36EperTH Nponopui

ElAHOCHD BHXIAHOMD pOSMipy
Bl AHMHA posmip

EHCOTA! 15,588 cM LWHPHHA! 21,17 cm
L Ok ,] [CKacyBaTM ]

Puc. 1.17. Bikuo @opmam manourxa. Braagka Posmip
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§ 1. Butkopmcmarnna watnonib, ¥emabuanmnn mavonkib y mekemobi dokypaerumm

Mopmat mMatwHKa f'>_<|

| Konbopk Ta niHii || Posmip | POSTALLYESHHA | IMankoHok | b

QATiKAHHA

o d ot b = b é

¥ TEKCTI  HABKONO PAMKM 33 KOMTYPOM 33 TEKCTOM  NEpea TEKCTOM

[OpHzOHTANEHE BMPIEHKIBAHHA
) za piewm kpaen (O nouskTpy (3

O iHLWE

(8].8 |: CEACyEaTH
La

Puc. 1.18. Bikzno @opmam manonrxa. Braagka Posmawysarnnsa

HO BUXiJHOTO PO3Mipy, KWl BBayKaOTh TaAKUM, 110 mopiBHIoe 100 %.

e Ha Bruagui Posmawyeanrns (puc. 1.18) moxkHa npusnavumu na-
pamempu 06mikaHHa MALIOHKA meKcmom, 00paBIIyu OAMH i3 mIpo-
TIOHOBAaHUX BapiaHTiB obsacti O6mikanHs Ta cnocib (3a aisum Kpa-
€M, O YEeHMpPY, 3G NPABUM KPAEM, iHUle) HOTO 20PU3OHMANLbHOZO0
eupiénioéannsa (obsacte I'opuzornmanvhe eupieniosarnns). i cami
HAJAIITOBAaHHA MOYKHA BUKOHATHU I 3a JOIIOMOTOI0 KHOIIKY
HeJsi iHcTpyMeHTiB Hacmpoilka 300paicernHs.

e ITudposi moma obsacti O6murnanns BKIagku Maawouok (puc. 1.19)
JIaI0Th 3MOT'Y 6UPi3AmMu YaACMURY HAAE6H020 MANIOHKA. SIKII0 ¥ mud-
PoOBi mmosiA 31 cTpikaMu 11iel 006acTi BBECTU MOAATHI 3HAUEHHS, TO BU
IPU3HAYNUTE, HA CKLIBKY CAHTHUMETDPIiB MOTPiOHO 3MEHIIINTU HAABHUM
MAJIIOHOK 3 BifTIOBiHOI CTOPOHU. ¥YBeIeHHS B ITi ITOJIA Bi €eMHUX 3HA-

Mopmar ManHKa

| Koneopk Ta niHii || Posmip || PO3TAWYESHHA | MankoHoK

OBTHHAHHA
siBa: Zem & ICOpM: -lcm o
COpaES: 3w

SobpakeHHA

AckpaBicTE! S| i} > 50 % =
KoHTpacT: & i} 3 |s0% =
[ O ,] [CKacyBaTn ]

Puc. 1.19. Bikuno @opmam manonrxa. Braagka ManoHok
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. Ylokcmobun /;ﬁm//eof?

YyeHb IpU3Hayvae 30iJbITUTU 00JACTh MAJTIOHKA HA BU3HAUEHE YKCJIO
CaHTHMETPiB, TOOTO IIi HAJAIIITOBAHHS HiOM 301JBIIYIOTH IIOJOTHO, HA
SAKOMY HAMaJbOBAHO 300paKeHHs.

BukopucToBylourn mOB3YyHKH a00 MudpoBi monsa 3i crTpimkamu
AcKkpagicmsb 1 Konmpacm, MOYKHA 3MIiHUTU BiATIOBiHI xapaxkTepuc-
TUKYU MaJTIOHKA.

Harucnysmu xkHOnKy Crud IOTOYHOI BKJIAAKU, BU NO6epHeme
nowamrKo6i HaNLAULMOBAHHA MALIOHKA.

IIporoHyemMO BaM cIpoOyBaTH AOAAaBaTH B TEKCTOBI JOKYMEHTH
pisHi Buau 300paskeHb, BUKOHABIIIYN 3aBIAHHS eKCNEPUMEeHMALbHO-
docnionoi po6omu Ne 1.

8y Bkagpounmanmo-ocnia poloma V€ 1 [

YCTaBNeHHs CUMBONIB Ta MaslioHKIB 3 panny
/. Bynb-aKUM BiIOMHMM BaM CIIOCOOOM 3aIlyCTiTh TEKCTOBHUI IIPOIECOp Ta

CTBOPITH y #oro cepemosBuIlli HoBUi (paiia. HabepiTh y HbOMY BJIaCHY
ajapecy. YcraBTe B HaOpaHUII TEKCT CUMBOJIHU, 1[0 BU 0auuTe HA HaBe-
IEHOMY 3pasKy.

D4 wm. Kuis,

ByJ. Boramiuma, 6yzn. 18, kB. 162

7 (044)280-55-18

PesynbraTu poboTu 30epexiTs y (aiiai adresa.doc.

CTBOpPITH OrOJIOIIIEHHA PO MNPOBEAEHHA YKPAiHCHKUX BEUOPHUILH.
Has 11b0ro B HOBOMY TE€KCTOBOMY MOKYMEHTiI HabGepiTh TEKCT OroJio-
IIeHHs Ta BigdgopmMaTryiTe #OT0 BiAIIOBiAHO /10 HaBeIeHOTO 3pasKa.

Do

IITAHOBHI APY3I!

[IporioHyeMo BaM BiIPOJMTH KYJIbTYpPHY CIA/LUIMHY BalMX Ji1yciB Ta 0abych —
Y3ATH y4acTb B VKPAiHCOKUX 8eUOPHUYSX.

Jama nposedenns: 13rpyaus 2009p.
Houamox: 0 19:00
Micrie npoBefenHs: MucTenbkuii ApceHa.

V npocpami ceama: xonsnKu Ta WEAPIBKM, BUB'S3YBAaHHS TPAJUIIHHHUX HKIHOYHX
TOJNIOBHUX YOOpiB pi3HMMH croco0amu, MaiicTep-kiac 3  BHUINKAHHS — KaJUTH,
TeaTpali3oBaHe iiiCTBO, I[iKaBi rajaHHs, OOpSAJ KajluTH, YKPalHOMOBHA [HMCKOTEKa,
TpajuLiiiHI irpu Ta 3a0aBH.

Jliist BCIX OXOYHX Y3STH YuacTb y I yusnni 3a cmapooasuivu 36uuasmu
BUIINBAHKA 0608’s13Kk0Ba!

o zaBmamusa 2
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§ 1. Butkopmcmarnna watnonib, ¥emabuanmnn mavonkib y mekemobi dokypaerumm

IMAHOBHI
IPY3I!

[lporonyemo  BaM  BIAPOJUTH
KyJIbTYpHY CHAUIMHY BAIIUX AiTYyCiB Ta
06a0bych — y35TH yd4acTb B VKpaiHCbKux
BEUOPHUYSX.

Jlama nposedennz: 13 rpynns 2010 p.
Ilouamox: 0 19:00
Micue npoBesieHHs: Mucrenbkuii ApceHasn

V' npoepami ceésma: KONAAKA Ta IIEPIBKH,
BHB’SI3yBaHHS TPaJULIHHUX JKIHOYMX T'OJIOBHUX YOOpPIB
pi3HEME  criocoOaMu, MalcTep-Kiac 3  BHITIKAHHS
KaJlWTH, TeaTpali3oBaHe [ifCTBO, I[iKaBi TraJaHHs,
00psi] KaJIUTH, YKpaiHOMOBHA JUCKOTEKa, TpaIuLiiHI
irpu Ta 3a0aBu.

J11st BCIX OXOUMX Y34TH Y4acTh B [ VIAHHI 3a CIapoOagHiymu 36uU1asmu
BUIIMBAHKA 060B’s3k0Ba!

Ho saBmauHa 3

J. YcraBTe B TEKCT 3allpOIlleHHS MAaJIOHKH, 30epeskeHi y ¢aiimax y mare-
pianmax mo mimpyuHuka. BimpemaryiiTe BcTaBJIeHI MaJIOHKH BiIIoBin-
HO J0 HaBeJeHOr'o 3pas3Ka.

4. CTBOpPiTH 3a HaBeJeHMM HUKUe 3Pa3KOM 3allpOIleHHS IJA APYy3iB Ha
IeHb HapomKeHHS CBOEl MOJIOAINIOI CECTPUUKHU, 3MIHUBIIHU aapecy,
IaTy IIPOBEeJeHHs CBATA Ta MiANNC ITif] 3aIIPOIITeHHAM:

E’ M. KniB,

OyabB. JI. Ykpainku,
oya. 7, kB. 168

JOPOTI JOPV3I

3 [peBeJMKUM  33JIOBOJICHHSIM  3alpoIIyi0  Bac
BIZICBATKYBAaTH Pa30M 31 MHOIO Ta MOEIO POJMHOI0 Mill /[eHb
Hapooicens!

CBsTO BiaOyneThCs B HeALMIO0, 21 sK0BTHS, 0 14 roauni.
TapHuii HacTpiil Ta Oa)kaHHS BeCEIUTUCS 000B’A3KOBI.

rdibd,

Stobat!
KATPY C Sl aoees,

o saBpanua 4
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Kool do budonarnms Saboarnms

e ¥YBeCb TEKCT 3aIpPOINEeHHSA BiICYHYTHU Bijx JiBOTOo Ta IIpaBoro KpaiB
aucta Ha 1 cM.

e Bizcramp Mix ajpecoo Ta 3BePHEHHAM 30iJbIINTHA 34 PaXyHOK
ycTaBJIeHHA BiZICTyNy Iepena HacTyoHUM absaioMm (Bimctymu — Bifm 6
mno 12 or).
Ha mouarky a0s3alfiB BUKOPUCTATH YePBOHUU PSIOK.
Tekcr sampolreHHs BigdopmaTyBaTH 3a JiBUM KPAaeM, a 3BEPHEH-
HS — MO IeHTPY.
ITignuc BigHOCHO JiBOTO Kpato aucta 3cyHyTu Ha 10 cMm.
3BepHEeHHA Ta MiANNC BUKOHATU BEJUKUMU JiTepaMu i3 po3pimken-
HaM (Big 3 go 6 mmT).
Texcr o6Tikae ycTaB/IeHI MaJalOHKHK 0 paMmiii (3;1iBa abo cmpasa).
3o00pasKkeHHs KYJIbOK Ta CBATKOBOT'O TOPTY BCTAaBUTHU 3 KOJIEKIIiT Kap-
TuHok MS Word.
3o0pakeHHs TOTUHHNKA — cuMBoJ mpudty Wingdings.
MamoHoOK 3aiiumKa B3sSTH 3 MaTepiaJiB A0 HigApyUYHUKA.

*TIpu GakaHHi 3MiHITH MaJIFOHOK, YCTAaBJIEHUH Y TEKCT 3aIlIPOIIEeH-
Hs, CaMOCTiHiHO 3HAUIIIOBINM Horo y BcecBiTHilT mepe:ki Ta 30epirmiu
y (aiimi.

SkKImro Bu BBakaeTe 3a MHOTPiOHe, AojaliTe iHINNI MAaJNIOHKU IJIS
o()OpMJIEHHSA 3aOpPOIIIeHHAd.

o7

30epesxiTh 3amporieHHA y (aiii sanpow.doc y BiacHill mamii Ta 3a-
KpuiiTe cepemoBUIe TEKCTOBOTO IPOIlecopa.

eﬁz}bﬂw cobe

12. JIas 4oro pefaryioTh MaIIOHKU, YCTaBJIeHI B TEKCTOBI JOKyMeHTH?

/3. SIkumu crmocob6aMu MOKHA BipenaryBaTy MaTIOHKN?

/4. Onumrite Bimomi BaM crocobu BimpenarysaTyu MaIOHKH.

Sk BimoOpasuTm Ha eKpaHi maHesb iHCTpyMeHTiIB Hacmpoiika 30-

opadxcenna? OnuimiTh TpUBHAUYEHHS KHOMIOK ITiel maHesni iHCTpYy-

MEHTiB.

10. $Iki Buam OOTiKAaHHS MAJIIOHKA TEKCTOM BU 3HaeTe?

17, Um MOKHA BUPi3aTU YaCTUHY BCTABJEHOTO B TEKCTOBUU HOKYMEHT
MaIoHKa?

18. $§Ix MoOKHa IIOBEepHYTH IOYATKOBI HAJAINITOBAHHSA BCTABJIEHOTO Ma-
JIOHKAa?
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§ 1. Butkopmcmarnna watnonib, ¥emabuanmnn mavonkib y mekemobi dokypaerumm

@a Disnarimecs Ginsie
*@4) Binuyiite cebe MMikacco

3BiCcHO, HAWKPAIIIUII CIIOCi0 HaZaT TEKCTOBOMY JOKYMEHTY TapHO-
TO Ta HEIOBTOPHOTO BUTJAAY — Il BCTAaBUTHU OO HHOTO IpodeciiiHo
CTBOPEHI MaJIFOHKHU, BipemaryBaBIIU iX ITicjis BcTaBiaeHHA. IIpore AK
0yTH, AKIIO0 BU BiguyBaeTe BeJIMUYE3HUI TAJAHT XYOOKHUKA 1 XoueTe
CTBOPUTHU BJACHUM XyHmoKHi# 1memeBp? ToK IPOIOHYEMO BaM OIIAHY-
BaTU HAWIIPOCTIIlIi METOAM CTBOPIOBAHHS BJIACHUX 300paKeHb y TeK-
CTOBOMY JOKYMEHTI.

ifoun mo0Ope MaJIoBaTH, MOMKHA OOJATHU OO I[OKYMeHTa

Wil KOHTYD (HAIIpUKJIam, KBagpaT, CTPiIKy abo 3ipouky),

BAIOTh A6MOgizyporo, BUKOHABIIN TaKy IIOCJIiJJOBHICTH Iifi:

eMaTUYHOMY MeHI0 Bcmaseka BuKoHaiiTe KoMaHAy ManioHok

B IIiIMEHIO, II10 3’ ABUJIOCA Ha eKpaHi, 00epiTh TyHKT Agmogizypu

(puc. 1.20). Ha ekpani 3’siBUThCA IaHeJb iHCTPYMEHTIB Agmogizy-

pu (puc. 1.21).

2) OGepitp morpibuM# Bam Tun aBTodiryp (2inil, cnoayuHi AiniL,
OCHOBHI Qizypu, Qizypni cmpiaku, 610K-cxema, 3ipKu ma cmpiy-
KU, 6UHOCKU abo iHwi aemogizypu), y BimmoBimuii masmiTpi, mio
3’ABUTHCA IPU I[bOMY HA eKpaHi, JIiBOIO KJaBimieo muili HaTHC-
HiTH TIeBHY Qirypy.

i | Dowyme nt2 - Microsoft Word
o osa [Berseca | Oopmercopsi Isfua G Agsiass

PospHE. ..

HaMepK CTOpIHOK, ..

. 3EHYAFHHF

= Timg
Jata i yac, .,

CHMEDN, ..

| [MannoHok 3 |

% MNEpnocknanHA. .. Chrl+k 2| 3 dafiny...
E ]
4 AeTodirypy |

I,
Of'ekT Word.ﬁ#’t\";..

Adiarpama

| ¥ |

Puc. 1.20. CrBoproBaHHA 300paKeHHs 3a JOIIOMOI'0I0 aBTO(Iryp
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Po3gin 1. Wlekemobyst npoyec

Po2in L JTensb ) _ e e ccecccem—aa-

w | |ABTOdIrypw
) EEEEEEEE
EHE;IE:EEJ{_ — ———

i ManosaHta ~ L | deTodirypn N W [ O A Al £ |
Poza 1 1jz

Ctop, 1 Ha 18cm  Pa 28 Kon 1

Puc. 1.21. ITanens incTpymeHTiB Admogizypu

3) IlixBeniTh yKasiBHUK, II0 3MiHMB IPU IILOMY CBOIO (QOpMy, V Ty
YacTUHY JOKYMEHTa, e MOTPiOHO ImoyaTw MaJoBaTu. HaTuCHITH
JiBY KJIABiIlly MUIIIi Ta, He BiAllyckaiouwm ii, mepemiraiiTe BKasiB-
HUK, 3MiHIOIOUM PO3Mip Ta Opi€eHTAaI[il0 CTBOPIOBaHOI (irypu.

4) BignycriTe JgiBy KJaaBimmy wwumrii. TeKcToBu# IIpollecop I01acTb
CTBOpeHy (irypy mo ZOKyMeHTa.

IIpomoB:KMMO BUMTHCA MaJIOBAaTH, OOPABIIM 3aMiCTh HAJITPU XYI0MK-
HUKa IIaHeJb iHcTpyMeHTiB ManwsaHHs. HacTuHy 11 KHOIIOK IIpm3HaUe-
HO O/ MaJIlOBaHHS, IIPOTe€ YACTUHY BUKOPUCTOBYIOTH AJIs 3MiHIOBaAHHS
¢dopMu ab0 30BHIMTHBOTO BUTJISAAY rpadivHOro 300parKeHHs:

Kaomka Hassa IIpusnauyeHHa

S Jinisn ManroBatu JiHil

N Cmpiaka MaurroBaty cTpiaku

=] IIpamoxymuux | MamoBaty IPAMOKYTHAKA

O Osan MaurroBaTu esincu Ta KoJja

A Hanuc CTBOpIOBATH PAMKHU 3 TEKCTOM

O FKoaip 3anusrku | Bubuparu cmoci6 Ta Kojip sanuBKU 00’€KTa

= EKouanip niniit Bubuparu Kouip Jrimii

A Konip wpugmy Bubupatu Koip .IIIpI/I(I)Ty.(KHOHRa IOCTYITHA
JIAIIE JJIA HAIWCiB, IO MiCTATH TEKCT)

= Tun ninii Bubupatu Tum gimii

Tun wmpuxa BubupaTu cTUIb IMITPUXOBOI Y MyHKTUPHOI JIiHIT

= Tun cmpiaku Bubuparu cTuib Ta HAIPAMOK CTPiJIOK

o Cmunv mini IomaBatu mo 06’eKTa TiHi

J O6’em 3acTocoByBaTu epeKT 06’€MHOCTL

34
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IITo6 cmeopumu éaracrnuili enemenm 300pasrcenns, BUKOHaiiTe nii, mo-
BHiCTIO MOAi0HI 40 MaJfoBaHHsS aBTOodirypamm:

1) HarucHiThk BiATIOBiIHY KHOTIKY maHeJi iHCTpyMeHTiB Man08aHHs.

2) IligBeniTh YKa3iBHUK, AKUU 3MiHUB CBOIO (hOPMY Ha XPECTUK, B 00-
JacTh JOKYMEHTA, Je IIOTPiOHO IMOYMHATHA MAJIIOBAHHSI.

3) Harucuits JniBy KJaBinry mwumii Ta, He Bigmyckaiouu ii, maJjioinTte
o0paHuM iHCTPYMEHTOM.

4) 3axkiHUYMBINIM MaJIIOBATH, BiATYCTiTH JIiBY KJaBiIy Muri.

Dopmy abo 306HiWHIL 6u2nad HAMATIBOBAHOTO eJIeMEHTa MOXKHA 3Mi-
Humu, IONepeaHb0 BUALIUBIIN 00’ €KT Ta HATUCHYBIIU JUIIIE OHY KHOII-
Ky maHeJi iHcTpymeHTiB Manl8aHHs:

e IITo6 sminumu xonip ninii, HaTUCHITH KHOUKY Koaip ninii namemni
incTpymenris ManwseaHHs Ta B MaJiTpi, 110 3’ABUIacAa Ha eKpaHi,
06epiTh HOBUIT KOJip.

e IITo6 sminumu moéuw,urny AiKHii, HATUCHITH KHONKY Tun Jninii naHe-
Ji inerpymenTis Masnio8anHa Ta B maliTpi, 110 3’ABuUIaCA Ha eKpa-
Hi, 00epiTh IOTPiOHE 3HAUEHHS TOBIIUHU.

e Jlna 6ukopucmaHHs NYHKMUPHUX a60 WMPUX06UX NiHill HATHC-
HiTH KHOUKY Tun wmpuxa Ta 3a3Ha4YTe NOTPIOHUN TUI.

e SIkmio Ha MaJIIOHKY nompibna cmpiaka, HATUCHITH KHOUKY Tun
cmpiaku Ta 00epiTh ii cTuab i HAIPAMOK.

e IIo6 3amOBHUTH KOHTYDP KOJBOPOM, 00epiThb 00’€KT i HATHCHITH
CcTPinKy KHOUKU Kosip 3anuéku, 10 ZACTh 3MOTY 00paTu IOTPib-
HUU KOJip 3 maaitpu.

e IITo6 cmeopumu mine 1o rpadivuHoro 06’€KTa, HATHUCHITH KHOII-
Ky CmuJib mini Ta 00epiTh MOTPiOHUI TiHHEOBUM e(PeKT (aHaJIOTiuHO
CTBODPIOIOTH eghekm 06’ emnocmi rpadiunoro o6’exra).

S0 BM HamaJOBaJd BECh PUCYHOK, IOTPiOHO 00’egHATM OKpeMi

#oro ¢parMeHTH: B OZHe IIijie, TOOTO 32pynyeamu ManlOHOK.

3zpynyiime manlOHKU TAaKUM YUHOM:

1) HartucHiTs J1iBOIO KJaBimeio mMuilri ofuH 3 00’€KTiB — 3’ ABJIATHCA U
6i1i MapKepu KepyBaHHS (OPMOIO 00’€KTa, AKi BKa3yIOTh, IO e
00’eKT BUALIEHO.

2) Haruckarouu Kjaasinry Shift, mocrigoBHO BUIIIITE pemTy 00’ €KTiB.

3) Ha maneni iHcTpymentiB MaJio6arHs HATUCHITH KHONKY Ma.Jio-
6aHHS Ta BKaXITH koMauny ['pynysamu.

Temep Bu 3MoO’KeTe IepeMilryBaTu Bech MaJIOHOK ITiJIKOM Ta 3MiHIO-
BaTU HOTO Po3Mip UM Oyab-AKi iHITI BaacTUBOCTI SK OTHOTO IIiJIiCHOTO
o0’exTa. SKIIO X BMHMUKHe IOoTpeba 3MIHUTH OKpeMUil ()parMeHT Ma-
JIIOHKA, PO3TPYIyiiTe HOro, BUKOHABIIN KoMaHAy Poszpynysamu.

11106 cmpobyBaTu BJIACHI MOKJIMBOCTI Ta OIIHUTU CBilf «MUCTEIbKUI
TaJIAHT», ITPOIIOHYEMO BaM BUKOHATU JOCUTH IIPOCTE 3aBHAHHS.

35



Po3nin 1. Ylekcmobn /;ﬁm//eo%
- o e -

1

TSy Bkagpownmanmo-ocniia pooma N8 2 [

CTBOpPEHHS BNACHOro MastoHKa 3a LLONOMOrolo aBTodiryp

.-------------------------------------‘

BurkopucroByoun aBTOdirypu, BUKOHAWTE MAaJIOHOK, HaBeIeHUK :
Ha puc. 1.22. (]

.-------------------------------------‘

(4
]
0
0
[

/. Bymb-aKUM BiOMUM BaM CIIOCOOOM 3a-

nyctite mporpamy MS Word Ta crBO-
PiTh y Hili HOBUII JOKYMEHT. A A <
2. HamamioliTe TOJIOBY 4YOJIOBiUKa, BHKO- OD
PUCTABIIN A IIbOTO CMaNJIWK, PO3Mi- p VQ
meHuit B OcHoBHUX izypax.
Mautroroun, yTpuMyHTe HATHUCHYTOIO g
KJaaBinry Shift, Toai MaIOHOK 3MiHIOBAa-
THMe CBOI PO3Mipu IPONOPIIifiHO.
3. HamauoiiTe KalealoxX-IIIiHIDP, 00paBs-
iy aas mboro 3 OcHo8HUX (pizyp IPAMO-
KYTHUK, a IOJA MUJIIHApA Kaleaoxa Ha-
MaJIlofiTe 3a JTOIOMOIOI0 IIPSIMOI JriHii. Puc. 1.22. 3aBganuasa [0
/. Badap6yiite mumTiHAD. ‘ . excnepuﬁsngﬁo gocmaum
o6 BuKOHATHU IO MOif0, Ha IaHeJi
iHcTpyMeHTiB Manw6anHs HATUCHITH
KHOIKY < Konip 3anuéxu ta o6epiTh 6askanumil Komiip dap6u (Mu BU-
KOpHCTaJI YOPHU, IPOTEe B MOKeTe 00paTH KOJIip Ha BJIACHUH cMakK).
9. CmpolyiiTe mepeMimiyBaTu 3po0JeHN MAIIOHOK.
Bu mo6aumsiu, 110 #oro pisHi yacTUHU mepeMinyoTbesa okpemo. 11106
OO0 He 0yJI0, 3TPYHyiTe BCi HAMAJIbOBaHi eJIeMeHTH 300pasKeHHs.
6. 3a [OIOMOro PiBHOOEIPEHOr0 TPUKYTHUKA, PO3MIIeHOro B OcHO8-

HUXx ieypax, HaMaIONTe TYJIyO UOJIOBIUKA.

BukouaBiu Iie 3aBIaHHS, BU MOOAUMJIM, IO HaMaJbOBAaHUI TPU-
KYTHUK PO3BEPHYTHUI BEPIIUHOIO BrOpy, a HAM HOTPiOHO PO3BEPHYTH
ioro BHU3. HaTmcHiTh HaMaJIbOBaHWN TPUKYTHUK JiBOIO KJIABIiIlIEIo
MUIIi, aKTUBi3yBaBIIN ITi€l0 Mi€l0 MapKepu BUIIIAHHA 00’ekTa. Ilin-
BeIiTh YKa3iBHUK M0 MapKepa obepTaHHs (H0T0 BUIIJIEHO 3€JI€HUM KO-
JbOPOM) i, KOJIM BiH 3MIiHUTH CBi¥l BUIJIAA Ha CTPiIOUKY, ITO0 obepra-
€ThCsA, HATUCHITH JIiBY KJaBillly MUIIi Ta, He Bigmyckaiouum ii, obep-
TaliTe HaMaJbOBaHUIN TPUKYTHUK. Koo BiH cTaHe BepIIWHOIO BHUS3,
BiATyCTiTh KJaBilrly mMwuri, 3aKiHUMBIIK 00epTaHHA.

IlepemicTiTh TPUKYTHUK O IiATOTOBAHOTO PaHille MaJIIOHKA.

w
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§ 1. Butkopmcmarnnn matnonib. ¥cmabuannn mariontib y mekcmobi dokyperimn

.----------------------------\-----.(--.

' 7. Bukopucroyloun jiHii, HamMasioiiTe PyKH Ta HOTU 4oJoBiuka. Ilpu

GaskaHHi 3MIiHITL TOBIMMHY Ta KoJip Jimifi. 3a moTpebu 3MiHiTH ix
PO3Mill[eHHsA Ta 3TPyTyiiTe CTBOpeHe 306paKeHHs UOJIOBiUKa.

8. Harucmysmu kHonky Oga. manesi imcrpymenTtiB Masoéanus, HaMma-

JIIONTe eJiiic, 1o Oyae YacTHHOIO XMapHu.

3adap0OyiiTe cTBOpPeHE 300paKeHHA.

CromitofiTe fioro mMoTpiOHY KiJMbKiCcTh pasiB, 3MiHIOIOUM PO3Mip KO-
miif BiAmoBigHO M0 HaBegeHoro Ha puc. 1.22 3paska.

Yu Mo:kHA XMapy HaMaJloBaTU iHaKIIe?

9. *Crmpo0OyiiTe caMi BU3HAYWTH, AK CTBOPUTHU 300PAKEHHA OJMCKABKU
Ta coHeuKa. CTBOPITH I1i 300pasKeHHs Ta MEePeMicCTiTh iX 10 300paKeH-
HS XMapHu.

/0. Po3micTiTh XMapy, COHEUKO Ta OJIMCKaBKy BiAIIOBifHO 0 IOZaHOIO HA
puc. 1.22 3paska. 3rpynyiiTe CTBOPEHU MAJIIOHOK.

141 *[lomaiiTe 40 MaJIOHKA BJIACHEe IPHUAyMaHe Ta HaMaJbOBAaHE 300D
JKEeHHS.

12 36epeskiTh TeKCTOBUH (Gaiiya 3 MAIIOHKOM y (aitii miil mar.doe
Hifi mammi. 3a morpedbu 3akpuiite mporpamy MS Word Ta
KOMII f0Tep.

ﬂm%m mperyybaratii Saboarmss [

O"O"0"0"0"0 00O o 0 o

/. 3 KOXXHUM POKOM Yy HAIIe JKUTTA BXOIUTHh MPAKTUKA ITUBiIi30BAHOTO IIO-
IIyKy po0OTH, IO 3aJ0BOJbHSE Pi3HOMAHITHMM BHMOTaM CIIelliajicTa,
AKUN 11 IIyKae, Ta BUMOraM POOOTORABIA A0 mpaliBHUKA. He ocTaHHIO
poJib y IIOMY IIPOILIeCi Biirpae pesrome, IO MOT0 CKJAJA€ CIeIialicT Ta
HAJCUJIAE IO TUX KOMIIaHIN, MPOIO3UITil AKMX MOTO I[IKABJIATD.

 adiatadadatidiodoatiettetatbatb et dtoattadatiatdtatoatnt ettt

Pe3tome — 1ie JOKYMEHT, ¥ SKOMY B CTHCIiN (hopMi, mpoTe iH(DODP-
MaTHBHO BHUKJAJEHO OCHOBHI BimoMocTi mpo mpodeciiiini BMiHHA Ta
HaBUKWU, TPYOOBY Giorpadiro Ta mepcoHasNbHi maHi KaHamgata. BoHO
la€ 3MOTY TIpAallelaBIleBi 3a0YHO 3 MiHIMaJbHUMW BUTpPATAMH UYaCy
03HAOMUTHCA 3 AiJIOBUMHU M OCOOMCTICHUMMU AKOCTAMU IPETeHAeHTa,
TOMepeaHbO O0paTy HAWTIAHINMMX i TPUOJU3HO OIMIHUTH IXHIO BiAIoO-
BimHicTh HaABHIN BaKaHCIi.

s Toro 1106 IpaMOTHO CKJIACTH Ta MPABUJIbHO O(GOPMUTU Pesio-
Me, Tpeba moIpalioBaTu He OAUH JMeHb. 1o cyTi, 11e BUTBip MmucrelTsa,
i Bu — #oro aBrop. IIpoTe BaM MOKe JOIOMOITH B IIbOMY TEKCTOBUI
nporecop MS Word, To: MOYHIMO IOTyBaTH Ballle BJacHe pe3ioMe.
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Bynb-axkum Bimomum Bam criocoboM Bigkpuiite mporpamy MS Word
Ta CTBOPITHh HOBUU JOKYMEHT, BUKOPUCTABINMW aJA HbOro Maiicmep
pes3wme. YBaKHO BUKOHYIOUM BCi MOTr0o iHCTPYKILil Ta IOCJIiZOBHO MO-
Jaooum mOTpiOHY iH(dopMmaIllifo, CTBOPITHL 3aroTiBKYy IILOT'0 JOKYMEHTA.
ITicia mporo BBeAiThL y AOKYMEHT IIOTPiOHY iH(opMmaIiizo Ta, Kepyio-
YHnCh HMiJKa3KaMM y KBaJpPaTHUX OYXKKaX, 3aKiHUITH pegaryBaHHSA TeK-
cTy pesoMe. 3a moTpebu BimdopMaTyiiTe JOKYMEHT Ta 30epekiTh oro
y dairi pestome.doc y BracHii marmiri.

2. IIpomoHYyeMO BaM, BUKOPHCTOBYIOUHM MOKJIMBOCTI TEKCTOBOTO IIPOILe-
copa, CIOYATKY BiATBOpuUTHM HaBemeHUH Ha puc. 1.23 pebyc, a micias
IBOTO momaTu A0 (hally BiAragKy-BHCJIiB.

1,2,3

Puc. 1.23. Pebyc

3. TIpomoHyeMO BaM OiJibIlle Ai3HATHCA IPO IOXOJKEHHS Ta CBATKYBaH-
HS HOBOTO AJIA Halmoi Kpainu cBsaTa — lemmoyiny (31 xkoBTHsaA). Ko-
PiHHS IIHOTO CBSATA BUXOAATH 3 KeJIbTChbKOro cBaATa Camaiim, mpoTe
tioro odirmitino cBaTkyiors y CIITA, Ginbimocti KpaiH 3axony, BKJIIO-
yaioun Ecrtownito, Jlarsito Ta JIutBy, a Tako:x y Crangunasii, Amomii,
Ilispenniii Kopei, Cinranypi, ABcrpanii Ta Hosiit 3emangii.

ITe cBATO 3 KOKHUM POKOM HaOyBae Bce OiJbIIIOl HOMYJISAPHOCTI,
TOK IiBHAUMOCSH, 3BiIKM BOHO MOXOAUTH Ta AK CBATKYIOTH MOT0 B Pi3-
HUX KpalHaX.

1) Husxkye My HaBesJu HEBEJUKY PO3MOBiAh Hmpo moxomKeHHaA [es-
JIOyiHy, IIPpOTEe BOHA 3arajkKoBa TaK caMo, AK i Tpaauiiii 1mporo
cBATa. IIpomoHyeMo BaM 3xorafaTucs, sSKi cioBa samudpoBa-
Hi B Hi#f, 3a momomoroioo majdioHKiB. Ilicas mboro HabepiTh Ii0
icTopilo B TEeKCTOBOMY IIPOIleCOPi, YCTABUBIIK B TEKCT Biamo-
BigHi imroctpamii-saragku (yci BoHuM € a6o cuMmBoJslaMu IPUd-
Ty Festive un Food, abo 300pakeHHAMU 3 KOJIeKIIii imrocTpariii
MS Word). YecraBasmouu 300paskeHHA 3 KOJEKI[il, sMiHONTe iX
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§ 1. Butopucmannn matnonib. ¥emabummnn maiontib y mekcmobi doeymerimn

posmipu BigmoBimHO mo HaBemeHoro 3paska. Ilicaa mporo cxormi-
I0IiTe CTBOPEHY POBIIOBiAb, BUAAJNITh 3 Hel ijgrocTpalii, 3aMiHuB-
Iy iX CJI0BaMU-PO3TagKaMU.

OmHUM 3 OCHOBHUX aTPuOYTiB IIHOTO CBATA € @ ITosaBy nworo

CHMBOJIYy Haiiuacriiie moB’s3yIOTh 3 \‘“ JIETEeHI0I0 IIPO JIIOAWHY Ha

. \ iy - . ..
iMm’a I[»KeK, cTapum 10 AyKe IIOJII00JIAB J i :gér. Bim gBiui

. . Y 4 .
00ypIOBaB AMABOJIA, a MiCJsd /i He TOTPANuB Hi B \‘, Hi B _Q,

OCKiJIbKU [OUABOJI Ile 3a KUTTA [[JKeKa IPUCATHYBCA He 3abuparu
tioro mymry. Bin OyB mpupedeHUN MOHEBipATHUCS IO @ 3 rap0Oy30BOI0

rOJIOBOIO 3 JKEBPifHOIO BYTJIMHKOIO ycepeauHi Hel.

. i . — ocHOBHIi Koabopu ['ennoyina. IlitTu, oxgArHeHi B gﬁ,

BiApaBIAIOTECA 30UpaTH [ 3 Zﬁ? y MepexoKnX, BUMOBJIAIOUN
mpu oMy Tpaxuiitiny ¢pasy «Trick or Treat!» — «Posiepaus abo

npuzowanns!».

2) *BurkopuctoByiouu moOITyK y BcecBiTHili mepe:ki, sHaimiTh iH(dOP-
Mallilo Ipo Te, AK CBATKYIOTh ['eoyiH y pisamx Kpaimax. Crso-
PHUBIIK HOBUHA TEKCTOBUI MOKYMEHT, CKOMIiIOWTE M0 HBOTO TEKCT-
posmoBingp mpo 1e. BimdgopmaryiiTe 1eil TEKCT Ha BJACHUN cMak,
OpPOiJIOCTPYBaBIIN 3HaAleHUMU Ta 30epekeHUMH (ororpadiamu
CBATKYBaHHS.

3) *CTBOpiTh 3aIIpOIIeHHS Ha MOJIOJiKHY BEUipKY, IIPUCBSAUYEHY I[hO-
My CBSATY, O(DOPMUBIIHN HIOT0 BiJITIOBiTHO N0 HaBeIeHOTO 3pasKa.
11106 posmicTuTH; 3amporrneHHs Ha (OHI MaJIlOHKA, YCTABJIEHOTO
3 (haitny, 30eperkeHOro B MaTepiajgax A0 migpydyHMUKa, 3MiHITH 00-
TiKaHHA MaJOHKA TeKCcTOM (IpU3HAUTE PO3MiIlyBaTu 300parkeH-
HA 3@ mexcmom). YCTaHOBITH N1 IIbOT0 MaJIOHKA JKOBTY JIiHiIO,
oo o0Mes:Kye MOoro KOHTYpP, HPU3HAUMBINKU ii TOBIIMHY 3,5 IT.
3BepHiTH yBary: 1o0 TeKCT 3alpolleHHs O0yJio BUIHO Ha (POHi
IIbOTO 300pa’KeHHs, MOTPIOHO 3MIHUTU KOHMPACMHicMb (HOHO-
BOTO MaJIIOHKA.

4. *Hexait 12 cipHukKiB posTaimoBaHo y (GopMi KBaApaTiB Tak, AK IIOKa-
3aHO Ha puc. 1.24. IToTpi6HO:
1) mpubpaTtu 2 cipHUKU TaK, 11100 oTpuMaTu; 2 pi3Hi KBaapaTu;
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SIKIo BU OaXkaeTe BECEHO TA HE3E
ycixXy ceamux, TOTYUTE ;Benplxoré""'.
KOCT%DM Ta rpuM, Wo0 31i/Lusiu, H}?i.}? IO HiE
3€Mﬂl§-‘ BaCc HE BII3HAJIHM, r%pn;m%ggg naByK}
MOCIINIANTE Ha HAILy BEYIPKY KaXiB,

S o

1 § i
Ha Bac uekae cripaB)kHs KeJIbTChKa My3HKa Ta
CBATKOBI TTiCHI, He3a0yTHE MEHIO, BECEITkPO3Baru
Ta KOHKYPCH.

tﬁi quiplmz 21:00

Lo Micrie npoBeneHHs: kKaB’sspHsi CTaporo napky

Ho saBmauus 4

2) mepekJacTH 3 CipHUKHU Tak, 11100 oTpUMAaTH 3 OJHAKOBi KBaaparTu;
3) mepekJjacTu 4 CipHUKU Tak, 11100 OoTpUMAaTH 3 OJHAKOBI KBaaparTu;
4) mepekJacTu 2 CipHMKH Tak, IM00 oTpuMaTu 7 Pi3HUX KBaJapaTiB.
IIpormoHyemMO BaM BHANTH PO3B’SI30K IMX HECKJIATHUX B3aBIaHb,
oopMHUBIIM HOTO 3a JOIOMOTOI0 TeKCTOBOTO IIporiecopa MS Word.
Byab-axkum BijoMuM BaMm crmocoboM Bigxpuiite nmporpamy MS Word Ta
CTBOPiTH, HOBUI TeKcToBHUil (aityi. HabepiTh TeKCT, II[0 MOSICHIOE, SK
MOTPi6HO IPUOpaTH UM MEepeKJacTu CipHMKHM, a BiAOBiAl HamaJsoiiTe:
1) 3a momomoroio aBTOdQiryp;
2) 3a IOIIOMOTOI0 BEKTOPHOTrO rpad)iuyHOro pemak- PP
Topa Corel DRAW .

IITo6 ycTaBUTH CTBOpeHe 300paKeHHHd,
3rpymnyiTe #oro Ta ckolriroiiTe 1o 0ydepy o00- @ 'y
miny. IIpusHaUMBINY B TeKCTOBOMY HoKymenTti ¥ " ?
MicIe #oro BCTaBJIEeHHS, yCcTaBTe 00 €KT 3 Oy-
depa obminHy.

Binpenaryiite 306pakeHHs, 3MiHUBIIIN H10T0 PO3- ee
MIIeHHA B TEKCTi MOACHeHHA. Pesynbratit poGOT  pyc. 1.24. Ksanpar
30epekiTe y daiini cipHur.doc y BiacHii mamiii. 3 12 cipaukis




§ 2. Ypagorino 3i cuonckarnn

59. MpauorMo 3i cnmckamm

- X X X X X X X ¥X X X X X ¥ ¥ X X ¥ ¥ ¥ X X ¥ ¥ X X X X ¥ X X XN X ¥ X X ¥
Y cyLilbHOMY TEKCTi JOCHUTh BaKKO OPI€HTYBATHCS, BUIIJISATH

TOJIOBHI OYMKH! UM IOCJiZOBHICTH Aii, siKi mOTpiOHO BHMKOHATH, a00

mpaBuja OJs BUBYEHHsA. ToMy BasKJIWBY iH(popMaIllito B TEKCTOBOMY

JTOKYMEeHTi moTpioHo BumigsaTu. CamMe OIS IILOTO I BUKOPHCTOBYIOTH

y MS Word pisHi BUau CIMCKiB.
L X X X ¥ X X §F ¥ & ¥ ¥ & ¥ ¥ ¥ ¥ X §F ¥ X ¥ ¥ X ¥ ¥ ¥ ¥ ¥ X ¥ ¥ ¥ ¥ X X I J

P Y Y Y X X ¥ ¥
L 2 X X X ¥ X J

*@® MapkiposaHi Ta HyMepOBaHi CrMCKy

MapripoeaHuill cnucox CKJIaJaeThbCcAd 3 KiJIBKOX NYyHKTiB, KOXKHUH 3
AKUX IIOYMHAETHCA 3i CIleIjiaJIlbHOrO 3HAUYKA — MaApKepd, 110 MOXKe MaTHh
PiBHUHA BUIJIAJ Ta BUILJIEHUI 3a JOIOMOIOIO BiACTymy.

Haitnermuii cnoci6 ecmeopumu mapripoéanuil cnucox — CKOpPUCTa-
THCS KHOIIKOIO = maHeski iHcTpymeHntiB Popmamysanns. Bupinusiiu
TEKCT, AKUU Tpeba IIepeTBOPUTH Ha MapKipoBaHWI CIIMCOK, BM BCTAHO-
BUTE JJI KOXKHOIO Moro abaamy KpyrJuil MapKep Ta BilCTyn TeKCTy Bif

mapkepa 0,5 mroiima (HasjaIlITOBAHHSA 34 3aMOBUYBAHHAM).

IITo6 mpoHymMepyBaTu B TEKCTi IMOCJiMOBHiCTL miit, ki Tpeba BUKO-
HaTH B IIEBHOMY IIOPSAJKY, BHKODHCTOBYIOTH HYMepoéani cnucku. Ilpu
IbOMY TeKcTOBUi mporecop MS Word Oyme aBTOMATUYHO HYMepyBaTHU
abs3aIu, IPOIIyCKAOUYMW IIOPOKHI PAIKU, YCTAHOBJIIOBATH BiACTYIIM MIiiK
abs3amamMuy Ta 3MiHIOBATH HAsABHY HyMepallilo, KOJU BUJIYYAIOTH 3 TEKCTY
a00 J0maioTh M0 TeKCTY HOBMM adaail.

I CTBOpEHHSA IBOT0 BUMLY CHUCKY BUMIJIITHL TEKCT, AKUU BU IIepe-
TBOPIOBATHMeTe Ha CIMCOK, Ta HATHCHITh KHOIKY = IaHeJi iHCTpyMeH-
TiB PopmamyseanHus.

€ immuii cnoci6 cmeopumu ma 3minumu napamempu 6y0v-2K020
6udy cnuckie. [Ina nmporo BUALNITE TEeKCT, akTuBis3y#Te MeHI0O DPopmam
Ta 00epiTh y HbOMY KoMaHAy Cnucok. ¥ BiKHI, 110 3’ABUThCA Ha eKpaHi,
00epiTh BKJIAAKY BiJIIOBiIHOTO COHCKY, a IicJsd OO HAJAIITYIHATE II0-
TPiOHI mapameTrpu.

3MiHUTH mapaMeTpu MapKipOBaHOTO CHMCKY MOMKHA TaKUM CIIOCOOOM:

e OGepits BKIAOKy Mapkiposaruil.

e VY BikHi (puc. 2.1) Bu mobauuTe Habip HTPOIOHOBAHMX MapKepiB.
Ins BcTaHOBJIEHHA OYyb-AKOTO 3 HUX HATUCHITH Ha 00paHOMYy Bapi-
aHTi JIiBY KJaBimry mumii.

e SIkImo Bu GarkaeTe IPUSHAUYUTU MapKep, BiACYTHi y HaBeJeHUX 3pas-
KaX, HATUCHITh KHONKY SMiHUmMu, MONepeIHbO 0OPABIIIN TOI 3pa30K,
AKUNA BU Hajaji He maaHyeTe BuKopucrtoByBaTu (MS Word 36epirae
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MapkipoBaHKi | HyMeposaHui || BaraTopisHEEHA || MK CTHAIB |
L] [u] "
Hemae . = -
- [u] "
+ 22 > v
+ & > v
+ * » '

Puc. 2.1. BikHO 3MiHIOBaHHA ITapaMeTpPiB CIIHCKiB.
Briaanka Mapkiposanuil cnucok

JIuIle ciM BapiaHTiB MapKepiB, TOMY AJA HaJaHHSA HOBOI'O BUIVIALY
MapKipoBaHOMY CIIHCKY Tpeba BUJIYUUTH OAWH 3 HAABHUX BAPiaHTiB).
¥ BikHI HaJlaIITOByBaHHA IIapaMeTPiB
3mina mapriposarozo cnucky (puc. 2.2)

SRR PRI PRI e, X) o0epiTh MOTPIOGHMI BaM SHAK HOBOI'O
3HaK HapKeps Mapkepa.

= = 5 ¢ || = || & e 3a morpebu 3MiHITH po3maulysan-

Hs Mapkepa Ta mekcmy Gi0HOCHO

[wongr.. ][ 3w ] [damorex... ] MapKepa, CKOPUTYBABIIM BCTAHOB-

REalEl B aEHEEREE RS JIeH1 3HAUEHHA y BigmoBigHux mud-

siacrymi[D63cn (3] POBUX MOJAX 3i cTpiskamu. 3MiHU

POTALYEAHH TEKCTY IUHaAMiuYHO BimoOpakaroThCsA B 00-
RIS — — Jacti 3pasox.

e [liA BCTAHOBJIEHHSA HOBUX IIapame-
Spazok

TpiB HaTUCHITHL KHONKY OK.
— 3minumu napamempu HYymepoEaHO-
I 20 CNUCKY MOXMCHA MAKUM Cnoco6oOm:
A e OGepity BrIanky Hymeposanuil

(puc. 2.3).

e VY BiKHi Bu mobauuTe Habip mpomo-
[ | cracysam | HOBAaHUX CTWJIiB HyMmeparii. [Hiaa
BCTAHOBJIEHHA OyAb-IKOr0 3 HUX Ha-
Puc. 2.2. Bikuo THCHITH BIATIOBiAHMI BapiaHT JIiBOIO
3mina mapKriposanozo cnucky KJaBilmeo Mwumri. Y CTaHOBUBIIN
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§ 2. Wpayorino 3i cromctamn

Cnucok r>__(|
Mapriposanmi | Hymeposanki | EaraTopiEHEEHA ” CMHCOK CTHAIE |

1. 1) |
HeMaE 2 2) Il
3 3 1}
A a) a i
B )] b ii
C. (5] . iii

* ) M0HSTH 33HOBD TPOACEHHTH

Puc. 2.3. BikHo 3MiHIOBaHHS mapaMeTpiB CHUCKiB.
Brnanka Hymeposaruil cnucok

mepeMHuKa4, MOKHA IPU3HAUUTU, YU OyJe npodosieHo BiKe HaIB-
HY HyMepallifo, 4u MOTPi6HO HyMepyBaTu ab3aiu 3aH080.

3t4iHa HY+4e POBAHOTO CNMCKY

X
DOpMET HOMERS

i [arzzm]

HYyMEpALIA;

1 0 1 w | nodark s |I e

PosTaWYESHHA HOMERS
Ja NpaEkK KpaEM W Ha: |0,95 cm C

POBTAWYBAHHA TEKCTY
Tafy nALA nicna;
[1,27 o =]

EILACTYN:

Lz7rem %)

Spasok

H (0].8 i [CKacyBaTn ]

Puc. 2.4. BikHo
3MiHa HYMepo8aHozo CnUcCKy

11106 obpaTu iHIIKIT CTHJIL HyMepa-
1ii, 00epiTh OAUH 3 IPOIOHOBAHUX
BapiaHTiB Ta HATHUCHITH KHOIKY
3Sminumu.

Y BikHI 3mMiHa HYymeposaHozo cnuc-
Ky (puc. 2.4) 3i cumcKy Hymepauis
00epiThs TOTPiOHUIT CTHIB HyMepa-
mii. ¥ cycizapomy mudpoBoMy mOJIi
3i cTpisiKaMu BU3HAUTE, 3 AK020 CUM-
60J1Y MAE NOLUHAMUCA HYMepayis.
BukopucroByioun cuagHi cCuucKu Ta
nu@poBi moJssa 3i cTpiakamm, ycra-
HOBITb po3mauwlyeanrns HoOMepi6 ma
mekcmy 8i0HOCHO HoOMepie y HyMe-
poBaHOMY CIIMCKY. Pe3ynbraTu 3min
IWHaAMiuHO BimoOpasKkaroThCsA B 00-
JacTi BikHa 3pasokx.

3akiHYMBINIM HAJAIITOBYBaTH, Ha-
TUCHITH KHOTIKY OK.

Ins eunyuenna mapkepié ma ne-

pemeéopenusn 6Yy0v-aK020 6udy Cnuckie
Ha 36udatHull mexcm tpeda BUILINTH
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Po3gin 1. Wlekemobuit npoyeco

1.

CIIMCOK Ta HATHCHYTH BiAUOBLIHY KHONKY (3= — [JIg MapKipoBaHOro, = —
I HyMEPOBAHOTO CIKCKY) Ha HaHesi iHCTpyMeHTiB PopmamysanHs.

opebipme cobe

IITo Take MapkipoBaHUII i HyMepPOBAHUN CHUCKU?

HassiTh crmocobu cTBOPIOBATH PidHI BUAM CIIMCKiB.

*$fIki HasalITOBAaHHS BCTAHOBJEHO 3a 3aMOBUYBAHHAM IJIsI MapKi-
poBanoro cuucky? Yum moxkHa ix saMiHuTH?

OnuirriTe MOCJIAOBHICTE Ail, fKi Tpeba BMKOHATH, 100 3MIHUTH
mapamMeTpyu HyMePOBAHOI'O CIIHMCKY.

SIK mepeTBOPUTHU CHMCOK Ha 3BUYANHUI TEKCT?

Qo 20

A~

',. J00aTKOBI MOXIIMBOCTI (DOPMaTyBaHHSA
TEKCTOBUX JIOKYMEHTIB

r L X X X X X X X X X X ¥ X X X ¥ ¥ X X X ¥ ¥ X X X X X X X X X ¥ ¥ X X X ¥
SKIT0 Bamr JOKYMEHT HEBEJIUKUM, TO OPi€EHTYBATHUCh Y HbOMY Bif-
HOCHO JierKo. IIpoTe Iie 3aBmaHHA cTae HabaraTo CKJIATHIININM, AKIIO
BU IIPAIIOETE 3 JOCUTH BEJIUKUM 324 PO3MipOM TEKCTOBUM [JOKYMEH-
TOM, HampuikJgaj 3 pedeparom. Tomy mporpamicTé mOTYpOyBaIUCS

IIPO JOJATKOBI MOXKJIMBOCTI (popMaTyBaHHA TEKCTOBUX NTOKYMEHTIB.
U T X X F X X & ¥ & ¥ ¥ & ¥ ¥ X ¥ X ¥ ¥ X & ¥ X ¥ ¥ ¥ §F ¥ X §F ¥ X ¥F ¥ ¥ ¥ J

P X YT X X X X XY
L X X X ¥ X ¥ J

1. 1106 nponymepyséamu cmopinku doxymenma, Tpeba B MeHI0 Bemaska
BUKOHaTU KoMaHy Homepu cmopinok. Ilpu nboMy Ha eKpaHi 3’ABUTHCA
BikHO (puc. 2.5), y aKoMmy Tpeba, BUKOPUCTOBYIOUN CIIaJHI CIUCKU, BU-
BHAUUTU PO3MAULYBAHHS HOMepié Ha CTOPIHI (yzopi um 6HU3Y CTOPiH-
Ku) Ta 8u0 8upieH06aHHs (31i6a, 6810 uenmpa, cnpasa, ycepeOuri, 306Hi).
Axmio Bu 6askaete, 11106 HoMep OYB i Ha TepIiil CTOPiHITI TEeKCTOBOTO J0-
KyMmeHTa (BOHA YaCTO € TUTYJBHOIO, i TOMYy Ii He HYMEpPYIOTh), YCTaHO-
BiTH mpanopens Homep Ha nepwiiii cmopinyi. BapianT, akuii Bu obpau,
IUHAMIYHO BifoOpasKaeThcsa B 00JIaCTi 3pas30x MOTOYHOTO BiKHA.

Horse pH cTopiHOK &l

PO3TAWYESHHA: Jpazok

TORIHEH

BHpiEHHIBaHHA: —

|Cnpasa it | =

HoMep Ha MepLUIA CTopiHU =

L O J [ CKACYEETH

Puc. 2.5. Bikuo Homepu cmopinox
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§ 2. Ypagorino 3i cronckarn
soeaeeeeceesceceoeoeoeooeooeoeooeoeoeooooooooooeoo oo e
2. omaTKoBy iH(MOPMAIil0 IPO TEKCTOBHUH JOKYMeHT (IpU3HAUYEHHS IO0-

KyMeHTa, JAaTa HoTro CTBOPEeHHS, BiIOMOCTi mIpo aBTOpa, HasBa PO3Aiay
TOII0) IOJAIOTH Y CIEINiaJbHUX 00JIaCTIX yropi Ta BHU3Y CTOPiHKH,
fAKi HasmBaOTh kKonoHmumynamu. CTBODIOBAHUII y IIOIEPETHBOMY
OYHKTI HOMEep CTOPiHKM TaKO:K PO3MIillleHUi Ha il KOJOHTUTYJIi, TOMY
MOKHA OKPEeMO He HyMepyBaTHh CTOPiHKM TEKCTOBOTO [TOKYMEHTA,
a Biipady CTBOPUTHU IO 00JIACTH.

IITo6 cmeopumu éepxniil kKonowmumyn, Tpeda:

e VY wmeuio Buensd BukoHaTu KoMmauny Kononmumyau. ¥ Bepx-
Hilf YaCcTHHI CTOPiHKM 3’ABUTHLCA IMYHKTHPHA paMKa (1e i € o0-
JIaCTh BEPXHBOTO KOJIOHTUTYJIA) Ta Ha €KpaHi 3’sIBUTHCA IIaHeb
imctpymentis Koroumumyau (puc. 2.6).

e VY OyHKTHUPHiII paMIli BBeJiTh TEKCT KOJIOHTHUTY.JIA.

3a 3aMOBUYYBaHHAM B 00J1aCTi KOJIOHTUTYJA BCTAHOBJIEHO TPU
mosutii TtabynsdAnii, BigdopmaroBaHi 3a Jnisum Kpaem, no uyew-
mpy cmopinku Ta 3a npasum kpaem. TeKCT MOKHa BBOIUTHU B
OyIb-AKY 3 IIUX 00JiacTell, a MepPexoaUTH MiK HUMU, HATUCKAIO-
yu KJaasimmy Tab miepen yBeIeHHAM TEKCTY.

e BukopucraiiTe KHOIKU TmaHeJi iHcTpyMmeHTIiB Kosonmumyau
IS BBEJIEHHS cIelliajbHoI iH(opmarlii, 1o Hajgaai aBToMaTHUU-
HO I0JaBaTUMEThCS B KOJIOHTHUTYJI IILOTO JOKYMEHTA:

#] — ycTaBTe HyMepallilo CTOPiHOK TEKCTOBOT'O HOKYMEHTA;

%) — ycTaBTe B O00JACTh KOJOHTUTYJA KiJBKIiCTH CTODIHOK,
CTBOPEHUX y OJOKYMEHTi;

#¢ — BHU3HauTe opmMaT HOMepa CTOPiHKY;

i3] — ZnojaiiTe B 00/1aCTh KOJOHTHUTYJIA II0Je NATH;

(D — YycTaBTe B KOJOHTUTYJI IIOJIe Hacy.

e BingdopmaryiiTe TeKCT KOJOHTUTYJIA Ha BJIACHUI CMaK.

e 3akimumBHmIM pemaryBaTu Ta ()OPMATyBaTH BePXHili KOJOHTHU-
TyJI, HATUCHITh KHONKY 3akpumu mnaHesdi incrpymeHtiB Kosow-
mumyJau.

VY 3BuuaiiHOMy pekuMi mepersgaHHs JOKYMEHTAa BU He mobauyuTe
Ha eKpaHi CTBOPeHUN KOJIOHTHUTYJ, ajie Moro BUAHO B pexkuMax Pos-
mimrxa cmopinku abo Ilonepedniii nepeznsd KZOKyMeHTA.

KoOnOHTHUTYNK 8

Brraemtiastotexet | M 8 #F | E7 O [0 2| 2 | E & 5, | 3akpea

Puc. 2.6. Ilanens incrpymenris Kosionmumyau
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1.

%ﬁé’ﬁeﬁmm ybay

ehcmobini mposgeco

i cmeéopenHa HUNMHBO20 KOLOHMuUumMyaa Tpeba micias BUKOHAH-
HA KoMmaHgu Kosonmumyau MeHIO Bumﬂ@ Ha TaHeJi iHCTPyMeHTIB
Kononmumyau HATUCHYTH KHONUKY |&h| Bepxniil/HuxcHiilt koronmu-
mya. Hani HUKHIA KOJOHTUTYJ CTBOPIOIOTH TaK CaMO, AK PO3TJISAHY-
TUH BUIIE BEPXHIN KOJOHTUTYJI.

Bunyuumu kononmumyau, T060TO BUIYUUTH IX TEKCT, MOXKHA Ta-
KUM CIIOCOOOM:

e VY menio Bueasd BukoHatiTe Komanny KosnonmumyJau.

e SKuio BM BuIyuaeTe BePXHillI KOJOHTUTYJ, HPOIIYCTiTH I HYyHKT.
Iis BUTYdYeHHA HIPKHBOTO KOJOHTHUTYJIA HATHUCHITE KHOIKY | | Bepx-
Hill/HudcHiil koronmumy.a aHedi incrpymenTtiB Kosiowmumyau.

e BupimiTe TeKCT KOJOHTUTYJIA Ta HATUCHITH KJasiiry Delete.

e HartucHitTh KHOUKY 3akxpumu naHesdi iHCTpyMeHTIB KosormumyJiu.

Iuoni BuHUKae morpeba 3mMiHumMu Opi€HmMayito cmopinku 3i 3BUYA-
HOl IJs HaC KHUJMCKO060L Ha IMIUPILYy — alb00MHY.

Hnsa nporo B MeHio Pailsl BUKoHaliTe komauny Ilapamempu cmopin-
ru. ¥ BikHI (puc. 2.7), 1110 3’IBUJIOCA IIPU IILOMY Ha €KpaHi, Ha BKJA[I-
ui ITons B obsacti Opienmayis 06epiTh AnvbomHa.

IIpu Garxamui 3a momomMororo IuGpPOBUX IMOJIB 3i cTpiaKkamu obsacTi
Ilona 11iel BRIAAKY MOXKHA 3MiHUTH PO3MIipP ITOJIIB CTOPIHKY Ta BCTAHOBU-
TH iHIII 3HAUEHHA Pi3HUX ITapaMeTpPiB CTOPIiHKU TEKCTOBOI'O JOKYMEHTA.

SMiHUTH po3mip nanepy, Ha AKOMY HaJaJli PO3APYKOBYBAaTUMEMO
CTBOPIOBAHUI HOKYMEHT, MOKHA 3a JOIIOMOIOI0 ciucKy Posmip nanepy
BrJanku Ilanip, oOpaBIIIy OJUH i3 MPOIIOHOBAHUX BapiaHTIB I[bOI'O CIIKC-
Ky (wupury Ta ucomy apKylla mamepy oOpaHOTO0 BUAY IEeperjsanaiire
B nmudpoBux noJusax 3i crpinkamu [Hupura ta Bucoma). Ile 6axxaHo 3po-
OUTM Ha MOYATKOBOMY eTalli CTBOPIOBAHHS TEKCTOBOTO MTOKYMeEHTa, II00
YABUTHU, AK HOT0 BMicT Gyze po36uTo Ha cTopiHKu. IIpoTe 3sMiHUTH PO3Mip
mamepy MOKHa B OyAb-IKWI MOMEHT POOOTU 3 TEKCTOBUM JOKYMEHTOM.

3a momomoroio BKJagKu Makxem IHOTO BiKHA MOKHA IPUSHAYUTHU
PO3pi3HaAmMU KOLOHMUMYLU NAPHUX MA HeNnapHUX CMOPiIHOK, IIPU-
BHAYUTH 6i0CMaHdb 6i0 KPA0 KOLOHMUMYAA O BMICTy CTOPiHKM, BU-
3HAUYUTH 6U0 6UPiI6HIV6AHHA 00’ €KTiB, PO3MillleHUX Ha CTOPiHIL.

Bynb-axka Bkaagka BikHa Ilapamempu cmopiHku B HUMKHIN yac-
TUHI MiCTUTBH 00JIaCTh 3PA30K, MPU3HAUEHY AUHAMIUHO BimoOpaskaTu
moTOYHi HajamTyBaHHA. lle mae 3mMory mpusHavaTH HAJIAIITYBAHHSA
CBiZloMO, a 3a MOTPeOU BiAMOBUTHCS BiJ MpU3HAUEHUX HAJIAIITYBaHb,

HaTUCHYBIIHU KHONKY Cracysamu mboTo BiKHA.
H E N N N NN E NN NN NN NN NN NN NN NN NN NN NN R RN R R R RN
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§ 2. Ypagorino 3i cronckarn

[lapaise TpH cTOpiHKH

Po3TaWyYEaHHA KOPIHLA:

Mons rManip || Maket |
ManA
Kepineus:
OpiEHTaUIA

EHHMKOES anefonHa
CTOpiHKH
ABKINbKa CTOPIHOK!
Jpasok
SACTOCYEATH:
|£l0 NOTONHOND pOAINy M|

Mpzss:

Jnisa

I

| SEMYAFAHMA

3a 3aMOBYYEAHHAM. .,

R J [CKacyBaTh ]

Puc. 2.7. Bixkuo Ilapamempu cmopinku

4. Cmeoprosanns pamku 0na CMopinKu

st Xymo:HbOro 0)OPMIIEHHST TEKCTOBOTO JOKYMEHTa MOXKHAa CKO-
pucraTucs PiBHMMH BHUJaMN pPaMOK AJA CTOPiHOK. Ilia cmeopennsa

pamru, 1110 06MeXKye CTOPiHKY, Tpeba:

e VY wmenio @opmam obpatu Komauny Meoci it 3anruska.
e VY BiKHI, mo 3’ABUJIOCA Ha eKpaHi, oOpatu BKJIanky Cmopinka

(puc. 2.8).

e VY mepmriii obsmacti Tun 1miei BKJIAAKM oOpaTy TUII MeXKi CTOPiHKH
(Hemae, pamka, minv, 00’ eMHA, iHWA).

e VY gmpyriit obsacTi miel BKJIAAKM 3a HOIOMOTOIO CHASHUX CIHUCKIB IpHU-
3HAUUTU Mun JiHill paMKu, X wupuny ta koaip. O6paHi HajzamTyBaH-
HS MOYKHA IEPETVIAHYTH B 00JiacTi 3pa3ok 1iel BKIAIKN.

e VY Tperiii obJsiacTi BiKHA 3a JOMOMOTOI0 CHUCKY 3acmocysamu 00
BUBHAUUTH, 1[0 HAJAIITYBAaHHSA MOTPiOHO 3aCTOCYBaTHU [0 BCHOTO JO-

KyMeHTA.

e 3akiHUMBIIN HaJAIITOBYBATU IIapaMeTpH, HATUCHYTHU KHOUKY OK.
9. Cmeoproeanns Gpony cmopiHKu
Benuky KiJIbKiCTh TEKCTOBUX MTOKYMEHTIB BU OTPUMYETE Ta Bin-
paBjsieTe €eJEeKTPOHHOIO IOINTOI i BIAMOBIMHO meperisgacTe Ha
eKpaHi KoMII’foTepa, He po3aApyKoByouu ix. Came ToMy MOKHA 3aCTO-
CyBaTH KOJbOPOBUIT ()OH [IJis CTBOPIOBAHUX TEKCTOBUX JOKYMEHTIB.
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. Wlekemobuit npoyeco
-

Mewa CropiHka | Sanveka |

Tun: Tun: SpazoK

LLLoB AnAaTH Mewi, KNALHITE 3pasor

460 CKOPHCTAHTECA KHONKSHH

HEM3E

pama

ABTO

TiHb Konip:
| ~

ofi'EMHa WpkHa;
| 0,5nT v|
= : ManmHok !
= iHIwa =
= [z 2
[ faHens ] [ [MOpH30HTaNEHS RiHIA, . ] L L4 J [ CKACYBaTH ]

Puc. 2.8. Bikno Mexci it 3anuerxa. Bkianka Cmopinka

IITo6 dodamu ¢on Ha cmopinky, Tpebda:
e VY wmenio @opmam BUKOHATH KoMaHIy DoH.
e VY mimmeH:o, 110 3’ABUTHCA Ha eKpaHi, oOparTu:
"  KOJip IJIsI CTBOPIOBAaHHSA OQHOKOJIIPHOI 3aJIMBKH;
= onuH 3i crroco6iB BasMBaHHA (IpaZieHTHA 3aJIUBKAa, TEKCTypa, Bi-
3ePYHOK, MAaJIIOHOK);
" BUIJISAA OPYKOBAHOI HigKJIATKH.

egz;bm cobe

0. $SIK MPOHYMepyBATH CTOPIiHKM TEKCTOBOI'O JOKYMeHTa?
/. Yu 060B’sI3KOBO HyMepyBaTU IEPIIy CTOPiHKY mOKyMeHTa?
8. IIma 4Yoro mpU3HAYEHO KOJOHTUTYyAu? $IKi BUAUM KOJOHTUTYJIIB
Y TEKCTOBOMY MOKyMeHTi Bu 3HaeTe? *HUu 060B’sI3KOBO MAIOTh OYTU
B JOKYMEHTI KOJIOHTUTYJIU BCiX MOKJIUBUX BUAIB?
9. OumuuIiTe MOCHiZOBHICTL Al IJIA CTBOPEHHS KOJOHTHUTYJIIB.
10. Ik BUIYYUTH KOJOHTUTYJIU TEKCTOBOI'O JOKYMEHTAa?
14. fIx sminuTu opieHTamnito cTopiuku? K i AJas YOrO 3MiHIOIOTH PO3-
Mip nmamepy?
12. OnumriTh TOCIiZOBHICTE Aiil I CTBOPEHHS PAMKHM CTOPIHKH TeK-
CTOBOTO TOKYMEHTA.
/3. JIas 940r0 BUKOPHUCTOBYIOTH (DOH CTOPIHOK TEKCTOBUX NOKYMEHTIB?
fAxi Bunm pouy Bu 3HaeTe? K mpusHAUMTH NmEeBHUH BuA GOHY IJid
cropinkm?
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10.

Sy Broprowmanno-iocrina poona J\E 3 [

CTBOPIOEMO B TEKCTOBOMY AOKYMEHTI Pi3HI BUAM CAUCKIB
CTBOpPiTH HOBUII TEKCTOBUII JOKYMEHT Ta 3MiHITh Y HbOMY Opi€HTAIIiIO
CTOPiHKYU 3 KHUMNK060I HA ALbOOMHY.

VYBeniTh Ha3sBU HaBUAJNLHUX IIPEIMETiB, SKi B BUBUYAETE Y IIKOJI IIHO-
T'0 HAaBUAJILHOTO POoKy. HasBy KOMKHOIO IIpeaMeTa PO3MIIITYHATE B OKpe-
MoMy abaarri.

*Ynopadxyiime cTBOPDEHU CIINICOK 34 angasimom.

s 1iboro BUALIITH YBeNEeHUH TEKCT Ta BUKoHaliTe Komauny Copmysan-
Ha meHIo Tabnruya. Y BikHi Copmysanna mexcmy y cuucky Cnouamry
3a 00epiTh 3a ab3auamu, y CINCKY mun 3asHauTe, 1[0 Tpeda BIOPAIKY-
BaTW meKcm. Y CTAaHOBUBIIHY IIePEMUKAY, ITIO3HAUTE, III0 COPTyBaTHU Tpeba
3a 3pocmanuam (Bi MeHITIOro 3HaUeHHA 10 6iibiroro). HarucHiTh KHOI-
Ky OK Ta meperysaHbTe BIOPSAIKOBAHUN MepeiK HaBUAJIbHUX IPEIMETiB.
3 YIOPAAKOBAHOTO TMEpeJiKy HaBYAJbHUX IIPEIMETiB CTBOPITH Map-
KipoBauuii cnmcok. SMiHiTH, Ha BJAaCHUI PO3CYH BUJ MapKepa IILOTO
CIHMCKY Ta PO3TAIllyBaHHS TeKCTY BiJHOCHO MapKepa.

BigdopmaryiiTe cTBOpeHUM MapKipoBaHWI CINCOK, 3MIHUBIIW TUII
mpudTy, po3Mip CUMBOJIIB, BUJ HaKPeCJeHHA Ta KOJIpP CUMBOJIIB IJid
Ha3B OKPEMUX IIPeIMEeTiB.

Ilepeiidims Ha HO68Y cMOPiHKY CTBOPEHOTO TEKCTOBOI'O JOKYMEHTA.
g mporo B TeMaTuuyHOMY MeHIO Bcecmagka obepith Komaunmy Po3pus.
¥ BiKHIi, 110 3’IBUTHCS IIPU IILOMY Ha eKpaHi, B obosacti ITouamu BcTa-
HOBiTH IIepeMUKau HO8Y CMOPiHKY Ta HATUCHITH KHONKY OK mOTOYHO-
ro BiKHa.

CTBOpITH HYMEPOBaHMUH CIUCOK, AKUH MiCTUTUME IIPi3BUINA Ta iMeHa Ba-
X ONHOKJIacHUKiB. IlapameTpu IIbOro CIUCKY BU3HAUTE CAMOCTiITHO.
*VmopsanKyliTe CTBOPEHUM CIMCOK 3a aJjipaBiToM.

CTBOpiTH CHiTBHUI 3aT0JIOBOK AJA IUX COUCKIB — «Illepenik Ha-
61LANbHUX Npedmemié ma CnUucoK Y4Hié Kiacy», POSMiCTHUBIIHN HOTO
mepes MEPIINM CIUCKOM. 30iJIbINTEe PO3Mip CHMMBOJIIB IHOTO 3aT0JIOB-
Ka Ta 3MiHITh IX KoJIip Ha CuHIN.

IIponymepyiiTe CTOPiHKM CTBOPEHOT'O TEKCTOBOI'O JOKYMEHTA.
CTBOPiTH BEepXHill Ta HUKHIN KOJOHTUTYJIU AOKYMEHTa, 3a3HAUMNBIIHU
y BePXHBOMY Ha3BU CTBOPEHUX CIMCKiB, a B HUIKHBOMY — iH{MOpMAa-
I[if0 IPO ATy CTBOPEHHA AOKYMEHTa Ta aBTopa.

*“TlomicTiTh, pisHi CHMCKM B paMKW, II[0 MAalOTh DPi3HUN TUIN, IIUPUHY
Ta KOJIip JiHi#l. BuKOHyOUM ITI0 Oif0, TIEPEHIiTh A0 CIUCKY, AKHHA Tpe-
0a posMicTuTH B paMmili, Ta BuKoHaliTe Komauxy Mexci it 3anuska. Ha
BRJIaai Mexca 6ikna, 110 3’ ABUTHCA HA €KpaHi, Ipu3HauTe NOTPiOHi Ha-
JIAIIITOBAHHS, a MiCJA IBOTO B CIUCKY 3acmocysamu 0o o6epith absayy.
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14 *IIpusHaure (GOH [IJA CTOPIHOK 31 cIMCKaMu, OOpaBIIU AJIs I[LOTO

OJIVH 3 BUJIB IPaJi€HTHOI 3aJIMBKH.

12.36epexiTh CTBOpPeHUII TeKCTOBHUII MOKYMEHT Iifi HasBOIO CRucku.doc

/

)
.

y BJIACHII ITAIIIi.

Hablawero- 7 émggm@m' Snboarms ¢
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IToBTOPiTH, HaBUANBLHUII MaTepiag TeMu <«IcTopisg PO3BUTKY OOUMCIIIO-
BAJIbHOI TEeXHIKM», AKUH BM BUBUMIMN B 9 Kiaci. BuxkopucroByioum 1eit
Marepiaj, CTBOPITh TEKCTOBUU JOKYMEHT, V AKOMY BUCBITJIITH OCHOBHI
eTany PO3BUTKY OOUMCJIIOBAJIBHOI TeXHiIKM, ODOPMUBIIM IX HAa3BU y BU-
miAai MapkipoBaHoro crnucky. Ilapamerpu IbOoro CIHUCKY BH3HAUTe Ha
CBiif poscyn abo 3a 3pasKoM, II[0 HOTO HAJACTb YUUTENb.
Ilix vac JiTHIX KaHiKyJ 3a3BUUail PEMOHTYIOTh OyAiBJi OiJIBIIIOCTI Ha-
BUAJBHUX 3aKJafiB. I[boro poKy OyaiBebHUKY BUpilman nodapoyBaTu
dacap Jitero Tak, 1100 foro OymiBasa Oysa HaiiBeceJiIoo Ta HaHITiKaBi-
11010 y BchoMy Micti. IIponmoHyemMo BaM y CepeIOBUIII TEKCTOBOT'O IIPO-
1ecopa HabpaTu PO3IMOBiAb OyAiBeIbHUKIB PO I1€il PEMOHT, BixdopMarTy-
BaBIM ii BinmoBigHO M0 HaBeneHOro 3paska (pumc. 2.9). 3BepHIiTH yBary,
M0 TEKCT POS3IIOBi/Ii PO3MIIIIEHO B paMIli Ta IIPOiJIIOCTPOBAHO MAJIIOHKOM,
30epeskeHuM y (aitai MaTepiasiB o migpyyHUKA.

BukonasIu 11e 3aBIaHHs, 3’ ACYyiTe, CKiIbKM BiKOH Ta (hapboio AKO-
0 KOJIbopy OyJio modapboBano. Po3s’A3aHHA Ta *BiATIOBiAb qomaiiTe mo
TEeKCTOBOTO (paiiiy, 1[0 MiCTUTL IOSICHEHHS OymiBeJbHUKIB, Bimdopma-
TYBaBIIU IX Ha BJACHUIN CMakK.
IIporoHyeMO BaM 03HAOMUTHUCS 3 IiIKABUM BUIOM MaT€MAaTUUYHUX TO-
JIOBOJIOMOK — uYucJyiodOycoM. Bin Haramye KpocBopj, ajie y cIeliajb-
He irpoBe moJie BOMCYIOTH HE BiAragaHi cjoBa, a ymcja, sKi BigImosi-

Ha nepmromy nosepci dacany mineiHoro OyauHky 15 6éikon, sxi mu nodapOyBamn y
I'ATh PI3HHUX KOJIBOPIB: , CHUHIH, KOpUYHEBHUH, 3erenuu Ta GaakurHuii. Kimbkicth
BIKOH, o(apOoBaHuX pisHUMHU (hapOamMu, 3MIHIOETECs Bij 1 110 5.

Busnaure, ckinvku 6ikon 1a B aKuil Koaip n1ohpapOo0BaHo, SIKIIO:

" KOpuuHeBOIO (apbor0 MH mHodapOyBalH MEHIIE, HDK
0JIAKNTHOIO;

" cuHBOK (apOOr0 MU KOPUCTYBAIUCS MEHIIIE 32 0JIAKHTHY;

" szenenoo  (Gapboro nopapOOBaHO CTINBKM BIKOH, CKUIBKH
CHHBOIO Ta 0JIAKHUTHOIO Pa3oM;

o (hap6oro Mu modapOyBaa Ha OJHE BIKHO MEHIIE, HIK
KOPUYHEBOIO.

Puc. 2.9. 3pasoxk BUKOHAHHSA 3aBIaHHA 2
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§ 2. Ypagorino 3i cronckarn

IaoTh HaBefeHuM ymMoBaMm. O3HaiioMTecs 3 I[UM BHUAOM I'OJIOBOJIOMOK,
BUKOHABIIHN TaKi 3aBIaHHSI:

1.

2.

Habepits TekcT saBmamusa «Ywmcaobyc», BigdopMaTyBaBIIN MHOTO
BiZITIOBifIHO MO HaBeIeHOr'o 3pasKa.

*BuKoHaTe MaJIIOHOK IIOJA umcjaobyca y rpadiuHoMy pegakTopi
CorelDRAW. [Ina 1mboro BUKoOpHUCTaiTe iHCcTpymMeHT Pasiunosan-
Haa 0ymaza, BUIYYUBIIY IiCJAsA MaJIOBaHHA 3alBi KJIITHHKU.

. YcraBTe 3po0JIEHHI MAJIIOHOK Yy TEKCT 3aBIaHHSA, IPU3HAUMUBIIHN

BifmoBigHMI BuA OOTiKaHHS OO0 TEKCTOM.
“*PogB’sakiTh 3aBmanHa «Ywmesmo0yc», mOgaBIIN 3HANAEHY BiAIIOBiAL ¥
¢opMi MaJIIOHKA, YCTABJIEHOTO B TEKCTOBUM HOKYMEHT i3 3aBIaHHSIM.

Yuenobye

3anoBHITh KIITHHKY mogaHoi Ha puc. 2.10 ¢irypu umcaamu Bixg 1 go 17
TaK, 11100 6UKOHYBANUCA 6Ci HABeDeHi HUHCHLe YMOBU:

1.

2.

10.
11.

12.

. ¥ neaTpaabHOMY 0JI0I1 9 KIITHHOK:

Hech y cepeHbOMY BEPTUKAJHLHOMY CTOBIIITL
poaraliioBaua mocaigoBHicTs uncen 3 — 11 — 6. A
Kuituaku I'l, A4 ta I'7 micTATh OBO3HA4YHI g
quca. B
Y raituuni M4 croiTh umMcio, Ha 3 MEHIe Bix |
ypcsa B KuiTuHid I'1. A
E
X

e kiiTuHKu B3 Ta /[3 micTaATh mapHi umcia;

e rwJuiTuaku B5 Ta /[5 — HemapHi umcia;

e B 000X BUIIaAKaX BEPXHE YUCJO MEHIIEe Bi
HUKHBOTO.

Yucna 2 ta 16 posTaiioBaHO B CEPEIHHBOMY

PAIKY.

Ywuciso 1 micturhes B kiaituami /4.

¥ wuitunni /[5 He posramoBano yuciao 15.

YHucio, 10 MiCTUThCA B KJiTuHI ['4, HiIUThCA HA UYNCJIO KJIITHH-

Ku B4 6e3 ocraui.

Yucia, 110 MicTaTbes B Kiaituuakax I'4 ta B4, y cymi gaioTh 4mucio,

posraioBaHne B KJaituHili I'6.

Iecw y cepemHbOMY PAIKY € TaKa YKUCJIOBA MOCHiToBHICTh: 10 — 5 — 14.

Pisuuna misk umeimamu, sanucaHuMU B KiaiTuHkax E4 ta I'2, nmo-

piBHIOE 7.

Yucaa 13 ta 17 micTATbCA B Pi8HUX CTOBIIISX.

Puc. 2.10.
ITose Yucanobyca

4. *IIpOIOHYEMO BaM OIMC IIKABOTO JOCJIiLy, AKUI MOMHA IIPOBECTHU
BIOMa, FOTYIOUNCH [0 YeProBOro yPoKy (hismKu.

Habepits omuc 1mporo gociainy Ta opopMmiTh HabpaHuii TEKCT 3a Ha-

BeleHUM 3pasKoM. laiocTpalliio A0 AOCJiAy BUKOHAWTe y rpadiuHomy
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T lekcmobyst mpoyecs

1.

pemakTopi, a IOTiM yCcTaBTe B TEKCTOBUU JOKYMEHT, BUSHAUYUBIIN PO3-
TaIlyBaHHA MaJIOHKA BiTHOCHO TeKcTy. Ilic/isa mboro pagmmMo BaM Ipo-
BECTHU OIIMCAHUM HOCJiI.

“**BUKOPUCTOBYIOUM MOXKJIMUBOCTI TOIIyKy y BcecBiTHili Mepexi,
3HAUAITHL Ta OPOPMITH IIPOBEAEHHSA Ta MOACHEHHS Ie OJHOTO IOCIimy
3 (isuku (ximii, 6iosorii UM iHIITOTO HABUAIBHOTO IIPEIMETa 3a BIACHUM
Bubopom). OcKibKH TaK caMo 3pO0JATH i Ballli OJHOKJIACHUKU, TO Ha
HACTYIIHOMY YPOIIi iH(GOpMaATUKM BU 3MOKeTe, CKOITiIOBABIIIN CTBOPEHi
TEeKCTOBi (haiiiv B MamKy Ha BJIACHOMY KOMII'IOTePi Ta BigKpuBINM ii
IJIS CIILIBHOTO JOCTYITY BCiX KOPHCTYBaUiB JIOKAJBHOI MepeKi BaImoro
KOMII'IOTePHOT'0 KJIacy, OOMiHATHCA 3 TOBapuUIlaMu HaOpaHMMHU, Bigpe-
JaroBaHUMHU Ta BimdopMaToOBaHUMU TEKCTOBUMU JOKYMEHTAMM! 3 OIIH-
caMu I[IKaBUX JIOCJiIiB 3 Pi3HMX HaBYAJIbHUX IIPEIMETiB.

Hocnio Ne 1. Ilipuanna poo3unok

Oonaonanusa 011 nPO8eOeHH 00Cnioy:
= 10—20 por3uHOK
= QOuer
= JlurHa coma
= CxistHa 6aHka 00’ emom 1 11
= Jloxka

Xio oocnioy
1. Hanuiite B 6aHKy BOAY.
2. JlonaiiTe y BOAy 1O 2 4YaiiHi JIOXKKH OLTY Ta IIUTHOI COAN.
3. IloBinbHO HepeMilnaiite BMicT OaHKH.
4. OnycriTh y el pO3YHH POJ3HHKH.

Pezynvmam
CroyaTky pOA3MHKH ONyCTAThCsS Ha aHO OaHkd. [loTiM OympOammku
YTBOPEHOT'O B PO3UHHI ra3y NPHJIMIHYTh 10 HOBEPXHI POA3UHOK, YHACIIZOK YOT0 BOHU IIOYHYTh
miHIMaTHMYThCs Bropy. Ha moBepxHi ra3osi Oyib0aiiku JOMAKOTECS, i POA3MHKH TOYMHAIOTH
TOHYTH.
Bins nHa GaHkM Bech Ipolec BigOyBaeThCs CIOYATKY, TOOTO POJIZUHKH IiTHIMAIOTHCS
BrOpY Ta 3HOB OIyCKAIOThCS Ha JTHO OAHKH.

Ilosacuennsa docnioy

Orer Ta cozpa, 3’€HYIOUYNCh, BUIULIIOTh BYIJICKACIUI ra3. Bid smermmii 3a Boxy, ToMy
OynbOarlIKy ra3y miHIMAIOTBCS IO TOBEPXHi BOIM. [IpH 1{bOMY BOHH NPHIMHAIOTE 10 POA3HHKH,
30impmryroun i macy Ta 00’em. Ane 30imbIIEHHS MachH KOXKHOI POJ3HHKH HE3HAYHE, a
30LIBIICHHST 00’ €My CYTTEBO 30UIbIIYE BEIHMYHHY CHIIM ApXimela, 110 /i€ Ha KOXKHY POJI3HHKY.
Kinbkicts Oynp0aiiok rasy, IpHIHIUIAX J0 POA3UHKH, 30LTBIIYETHCS, 1 KO BHIITOBXYBAJIbHA
CHITa, IO i€ Ha POA3HMHKY 3 OynpOamikamu, cTae OiTBINOO 3a CIiTBHY CHITY TSUKIHHS, POA3MHKA
CIUIMBAE HA TIOBEPXHIO.

Ha moBepxHi Bomu ra3oBi Oyib0aliky JOMAIOTHCS, MO 3MCHIINYE 00’€M POI3UHKH, TOMY
3MEHIIYEThCS 1 BenmunHa cuin Apximena. OTxe, poJ3WHKA TOHE, a Jalli BCE MOYMHAETHCS
3HOBY.

o saBmamusa 4
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§ 3. Potboma 3 matwnysam 6 mekemobory mpoyecopi

§8. PoboTa 3 TabnunusMy B TEKCTOBOMY MPOLLECOPI

*@1) CreopioBaHHS TAbNWILL

r X X X X X X N X N X X X X X X X X X X X X X X X X X X X X X X X X XN X X X"V
ITix vac pobOTH 3 Pi3HOI TEKCTOBOIO iH(OPMAIII€I0 BEIUKY il KiJb-
KicTh 3pyuHO momaBaTu y (GopMi TabauIlb. ¥YCi BOHM MAilOTh Pi3HUII BU-
TJISI Ta IIPU3HAUYEHHS, MiCTSATh PisHY KiJIBKICTH CTOBIIIIB i PAAKiB, AKi
PiBHATHCS ITUPUHOIO, BUCOTOI0, KOJHOPOM (DOHY Ta PO3SMIIIIEHHAM TEK-
cty. IIpoTe cTBOPIOIOTH i pemaryroTh IIi pPisHi TaOIMUII OJHAKOBUMU CIIO-
cobamu. CaMe OBOJIOMIHHIO HABUUYKAMH POOOTH 3 TAOJUIIAMU ITPUCBIUE-

HO HaCTyIIHHU mmaparpad.

IITo6 cmeopumu B TEKCTOBOMY [JOKYMEHTI mabauyi 3 00HAK06010
WUPUHOIO CMO6NYi6 Ta TOBIUHOIO JIiHilI, BUBHAUEHOIO 32 3aMOBUYBAaH-
HaM, Tpeba:

HatucHyTu KHOIKY a Bcmasumu mabau-
yro Cmandapmnoi TaHeJi iHCTPYMEHTIB.
Ilepemintatoun mMuIlly, BUAIJIUTH HA naaim-
pi wkaimunox (puc. 3.1), mo 3 aBuiaca
Ha eKpaHi, moTpi6Hy KijbKicTh pAgKiB Ta
cToBmIIiB Tabauiti. Ilicas MbOro HATUCHYTU
JIiBY KJIaBiIlly MUIII.

IIpore mabruyto MOXXHA IPOCTO HAMALIOEA-
mu B TEKCTOBOMY HOKyMeHTi. I[J1s 11boro morpib-
HO BUKOHATHU TakKi mii:

HatucryTu KHOIKY Ilanenv medxc
Cmandapmnoi maHeni iHcTpymentiB. Ha
eKpaHi 3’ABUTHCA IaHEJb i1HCTPYMEHTIB
Tabauui ma mexi (puc. 3.2).

EEEER

3 %3 Tabnmua

Puc. 3.1. IIanimpa
KJAIMUHOK

Bigkputu cuucor Tun ~niHili Ta 00paTy 3 HHOI'O CTHUJIL MEXKi CTBO-

proBaHOI TaGJIAIIi.

e VY cnucky ToswuHa NiHii TPU3HAYNTH TOBIMUHY JIiHi# TaOaMI.
e 3i cnucky Koaip mexci obpaTtu KoJip JiHil Me:x TabauIi.

Tabnuui Ta Mexi

Aot —— | 05-Z- 1B - 5

oK

B-mEE| =0 Alil il i =

Puc. 3.2. Ilauwens incrpymentiB Tabauuyi ma mexci
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Po3gin 1. Wlekemobuit npoyeco

1.

e IlepemicTuTu BKasiBHMK MUII B 00JIacTh JoKyMeHTa ((popmMa BKa-
3iBHUKA IIpU IIOMY 3MiHUTHCA Ha OJiBenb). HaTucHyTHU JiBy KJa-
Billly MUIIi Ta, YyTPUMYOUM ii, HaMaJOBAaTH 30BHIIIIHI Mesxi Taob-
JINILA.

e HamamoBaTu KOKeH PAJOK Ta CTOBIEIb CTBOPIOBAHOI TabIMITL
(pAaKu MaJjoliTe 3J1iBa HAIIPaBO, a CTOBIIII — 3TOPHU JOHUIY).

IIpoTe naliynisepcanvriwuil cnoci6 cmeéoproeamu mabauyi 3 pisHU-
MU cruenuGivyHIMHN XapaKTePUCTUKaMU — Ie CTBOPIOBATH iX 3a IOIOMO-
rooo meHio Tabauus:

e VY wmenwo Tabauys BUKOHaliTe KoMaHay Bcmasumu, a B migmMeHIo,

110 3’sIBUJIOCS Ha eKpaHi, 00epiTs nyHKT Tabauyio.

e Ha expani mpu npomy 3’aButhbca BikHO Bemaska mabauuyi (puc. 3.3),
Yy KOMY BU HaJIANIITy€eTe BCi MOTPiOHI mapaMeTpu.

e B o6xacti BikHa Po3mip mabauyi 3a JOIOMOTOI0 ITM(PPOBUX IIOJIiB
3i cTpisikaMu MpU3HAUTE KiAbKicmb Cmoenyis ta Kiavkicms padkis
CTBOPIOBAHOI TaOJIUIIi.

e B o6Gnacrti Aémodobip wupuHu cmoényié yCTaHOBITH IepeMUKad,
BUBHAUMBINY, AK TEKCTOBUI IIPOIECOP MAa€ 3MiHIOBATH IIHUPUHY
CTOBIIIIiB:
= §KIIO B BCTAHOBUTE MePEeMUKAYU NOCMiilHA, TO MIUPUHA CTOBII-

iB He 3MIiHIOBATUMETHCHA, KOJM B HUX YBOAATH TEKCT, a 3a-
BXKAU MaTHUMe 3HAUEHHA, YBeJeHe B MU(PPOBOMY IOJi 3i cTpiJ-
KaMu.

Beragka Tabamug

PosMip TabnHLi

4]
L

KinekicTe CTOBNUIE:

]
4

KineKicTe pAAKIE!
ABTOA00ID WHPKHHK CTOEMNULE

() nocTifina:

D 38 BMICTOM

=t
L
=i
=

CTHNL Tabnuui:  CiTka TabnMui AETOdOpMAT. ..

[] 2a saMoBYYEaHHAM ANA HOBMX TABNHUL

L QK ,] [ CKacyBaTH

S

Puc. 3.3. Bikno Bcmaska mabauyi
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§ 3. Potboma 3 matwnysam 6 mekemobory mpoyecopi
oo oo oo e
=  fximo o6paHo BapiaHT 3a 8MicmoM, TeKCTOBUI IPOIECOP 3MiHIO-
BaTHUMe MIUPUHY CTOBIIA TAOJUII 3aJI€KHO BiJ MIUPUHU BBeme-
HOTO B HBOT'O TEKCTY.

= QOcraHHi# BapiaHT (3¢ WUpUHOIO 6iKHA) O3HAUAE, IO 3arajbHA
IMIMPWHA BCiX CTOBMIIB AOPiBHIOBATHMME IIWPWHI CTOPiHKU TEK-
CTOBOTO TOKYMeHTa (Ile 3HaueHHsd, IIOo/iJieHe Ha KiJbKiCTh CTOBII-

MiB TabsuIli, i BCTAHOBUTH MIUPUHY KOMKHOTO CTOBIIILA).

e Hartucuysiu KHOTIKY Agmogopmam, MOKHaA oOpaTu OAUH i3 3a3zaa-
Jerigb cTBOpeHUX (hopMaTiB TaOAUI (1[I0 MOKJIUBICTHE MU PO3TJIA-
HeMO qaJri).

e Ilicns HanalmrToBaHHA 3HAUEHDb yCiX ImapaMeTpiB TaOJuUIll HATHUCHITH
KHOTIKY OK TOTOYHOTO BiKHA.

ITicis crBopeHHA TabauIli TeKcToBUi mpoiecop MS Word nowmiiae
Kypcop y mnepiry KiaiTuHKy Tabauni. IMo6 moBinbHO nepemiwamucsa
no Kaimunkax mabauyi, MOXHA BUKODUCTOBYBaTH Muilly abo KJja-
BiIlli KepyBaHHA KypCOPOM, a IIOCJiJOBHO IlepeMillaTucsa BiJ KJIiTWH-
KM [0 KJIITUHKMN — 3a gomomoro kKJjaasimt Tab (yuepen) ta Shift+Tab
(mazan).

HesanexxHo Bix cmoco0y cTBOpIOBaHHA Tabuuii memod yeedenHs
B Hel mekcmy € OZHAKOBUM: PO3MIiCTHBIIM KYypCOD y KJITHMHII TaGiu-
i, yBeAiTh y Hel TeKCT JOBiJIbHOI HOBKUHU, He TypOYIOUNCH IIPO Iepe-
HEeCeHHS Ta BUPIBHIOBAHHA. IKIIMO TEKCT Oyae 3aBeIUKUM AJIA Iiel KJIi-
TUHKU, TEKCTOBUH IIPOI[ECOP aBTOMATHUYHO 30iabIINTh il posmip. Kiasi-
my Enter morpi6HO HaTHUCKAaTHU JIUIIE IJs CTBOPIOBAHHS HOBOTO ab3aily
B IIOTOYHIi KJIiTHHILI.

PemaryBatu Ta ¢opmaTyBaTH BBEJEeHUU y TaOJUII0 TEKCT MOKHA
OyIb-IKUM BiJJOMUM BaM CIIOCOOOM.

Weﬁmﬁm cobe

OnumritTe cmocodm CTBOPIOBATH B TEKCTOBOMY AOKYMEHTI Tabswmiri
3 OZHAKOBOIO ITTMPUHOIO CTOBIILiB.

2. §Ik MOKHa HaMaaoBaTH Tabaumio? SIKi xapakTepucTUKU TaGanIli
Tpeba M0 IIHOTO BU3HAUUTU?

J. OmumIiTH MOCJiZOBHICTHL CTBOPEHHS TAaOJMIIL 3a JOIOMOTOI MEHIO

Tabauuys.

Ax MOKHA SMIHUTH ITUPUHY CTOBIIB Y TAOJIUI?

fAx mepemimarucsa MisK KJIITHHKaAMU CTBOPEHOI TaOaMINi?

IITo BimbyBaeThcA 3 KIITUHKOIO TAabJIMIli, KOJU B Hei BBOAATEL 3aBe-

JIUKUHA TeKCT?

ISR
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Po3gin 1. Wlekcmobust np

Pospin 1. Hllekemobwi nponecsp e e cccceaae

*@2) Mpauiornmo 3 psaKamm Ta CTOBMUAMM TabML

1,

56

Budinaiimo okpemi wacmunu madbruyi
Ilig wac opmMaTyBaHHA TEKCTy B TAaOJUIIl NOCUTH YaCTO BUHUKAE

moTpeba BUIAIIATA OKpeMi uacTuHU Tabiauii. [[yia mboro Tpeba BUKO-

HaTU Taky IOCJiJOBHICTH Iiii:

e IITo6 6udinumu padox mabauyi, TOMiCTITH Kypcop y IOTPiGHMIT
pAamok Ta B MeHIO Tabiuuys BuKOHaliTe KoMaHay Budiiumu, a mami
B IIiAMeHI0 BKaKiTh MyHKT Psa0ok.

IIro camy pmiro MOKHa BUKOHATH, AKIIO HATUCHYTH JIiBY KJIaBi-
1Ty MUIIi 3JiBa Bif TabauIli HampoTu MOTPiGHOTO pAXKA.

e IlMo6 eudinumu cmoeéneysp, MOMICTITH KypcOp y CTOBIIEIlb Ta B
meno Tabauys BUKOHaiiTe KoMaHAy Budiiumu, o0paBIIN ITYHKT
Cmosneusy y TiaMeHIO, 110 3’ IBUTHCA Ha €KpaHi.

€ immuit croci6 BUAIIUTH CTOBIEIh TAOJIUIi: PO3TAIITyBAaTU BKa-
3iBHMK MUIIi HaJA CTOBIOIEM (IPM IIHOMY BiH 3MIiHUTH BUIJIAL Ha
MaJIeHbKY YOPHY CTPiJIKY, IIT0 BKadye Ha MOTPiOHMUIT CTOBIEI) i Ha-
THCHYTHU B Ilelli MOMEHT JIiBY KJIaBilly MuIi.

e IITo6 sudinumu écro mabauyro, y meuo Tabauys BUKOHAHTE KO-
mMaHay Budiiumu, obpaBiiu B miAMeHI0 TYHKT Tabiuuyio.

Hodaeaiimo padku ma cmoenyi

Imonmi GyBae BasKKO 3as3fajierilb BU3HAUUTU, CKiJIbKU DPAOKIB Ta
CTOBIIIiB Mae MicTuTu cTBOplOBaHa Tabsurnsa. Tomy moTpibHO HaBUM-
TUCA JOJaBaTU M BUJIYYATU PANKU Ta CTOBIIIII.

Hatinpocrimuii croci6 dodamu padox do mabruyi — HATUCHYTHU
kJaaBimry Tab, mepebyBaloumM B OCTaHHIM KJaiTwHIN Tabauti. [Ipu 1mbo-
MY TEKCTOBUI IIPOIIECOP CTBOPUTH IIe OAWH PAMOK, IO Mae TakKi cami
napaMmeTpu, IIo # momepenHii.

IITo6 cmeopumu Ho6i padku ma po3mawmyeéamu ix MidH HAAGHUX
pAaodkie, BUKOHANTE TaKy IIOCIiZOBHIiCTD mii:

e YcTaHOBITH Kypcop y PANKY, Haj AKuM (ming axum) Tpeba gomatu

HOBUU PANOK.

e VY wmenio Tabauys BUKOHaNTe KOMaHAY Bcmasumu, a masi 3aiex-

HO BiJ TOTO, HaJ MTOTOYHUM PAJKOM UM IIiT HUM Tpebda BCTaBUTHU HO-

BUM, 00epiTh KoMauny Psadku suuwe (Padku Huicue).

Hodamu noeuil cmoeneyd y TabIUII0 MOXKHA IIIJIKOM aHAJIOTidHO:

e VYcTaHOBITH KypCcOp yV CTOBIEIlh, 3JIiBa Bi sikoro (cmpaBa Bif AKO-
T'0) JOJaBaTUMEThCS HOBUM CTOBIIEIlH.

e VY menio Tabauus BUKOHalTe KOMaHAy Bcmasumu, a mami saiex-
HO Bijg Toro, 3JriBa UM cipaBa BiJl IOTOYHOTIO CTOBIIIA Tpeba BCTaBU-
TU HOBUMH, 00epiTh KoMauny Cmosnui 3niea (Cmosnui cnpasa).



§ 3. Posoma 3 matwnyam 6 mekemobomy npoyecopi

€ 11e oxuH crioci6 dodamu 006inbHY KinbKicmb padkié ma cmoenyié
o cTBOpeHOi Tabuumi. asa 1IbOro MOMKHA BHUKOPUCTATH IIAHEJb iHCTPY-
MmeHTiB Tabauyi ma medxni, HaMaJIIOBaBIIX 3 il TOMOMOro0 IOTPiOHI pAx-
KM Ta CTOBIIIi TAOJIMIII.

3. 06’€dnytimo ma po3dinaiimo KAiMUHKU

Koau mpaiffooTs 3 TabAUIAME, IIT0 MAIOTh BEJUKY KiJbKiCTh psan-
KiB Ta CTOBOIIiB, iHOAI BuHUKae moTpeba 06’emAHATH KigbKa KJIITUHOK
pAnKka abo CTOBIIIA B OOHY KJITUHKY ab0o, HaBOAKU, OOAHY KJIITHHKY
posminuT; Ha KigbKa paaKiB ado CTOBIIIIIB.

11106 06’ e0namu dexinvrka kKaimunok, Tpeda:

e BuginmuTu B Tabauii KJIiTUHKU, Ipu3HaUeHi A5 06’ eTHaHHS.

e Harucuyru xuHonkry | | O6’e0namu kaimuHku mnaHedi iHcrpy-

meHTiB T'abauuyi ma memxci.

Ty camy omepallito MOXHa BUKOHATHU, O0paBIIuX B MeHIO Tabauus
rkomauny O6’ednamu kaimuxku. Ha puc. 3.4 Bu 6aunTe IPUKJIAL II0-
YaTKOBOI TabJyuIli Ta TabJUIli, OTPUMAaHOI micjia 0o6’eTHAHHS KiTbKOX
KJIITUHOK.

IITo6 posdinumu kaimunky Ha KijnbKa KJIITHHOK, BUKOHANTE TaKy
IOCJiZOBHIiCTDL IiiA:
e BuginiTe KiiTMHKY, TpU3HaYEH] AJd PO3IiJIeHHA.

e Hartucuite KHONIKY i Po3diniumu KAiMuUHKU TTaHeJ i iIHCTPYMEHTIB

Tabauui ma meixci.

e V¥ BiKkHi Po30iseHHs KAIMUHOK, 1110 3’ IBUJIOCA TPU IILOMY Ha eKpa-
Hi, y mudpoBux moaAxX 3i CTpiJiKaMU BBeJiTh 3HAUEHHS KiJIBKOCTL
PAIKiB Ta CTOBHIIiB, Ha AKi Tpeba po3miauTU BUIIJEHI KJIITHHKH.

ITouamkxosa mabauys

Iloneninox | BiBTOpOok Cepegna Yersepr | I’aTHuna
Panox
env
Beuip

Tabauuys nicas 06’€0OHAHHA KIIMUHOK

IToueminox | BiBTopok Cepena YeTBepr I arannsa
Panox
Ilenv
Beuip

Puc. 3.4. IIpukaan tabauili 3 06’eIHAHUMEU KJIITHHKAMUA
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ITouamkosa mabauys

ITonenimok | BiTopok Cepena Yersepr I’ araHUIS
Panok
Jlenv
Beuip

Tabauus 3 po3dileHUMU KAIMUHKAMU

ITonenmimox | BisTopok Cepena Yersepr I’ araUI A
Panok
Henv | |
Beuip

Puc. 3.5. IIpukian Tabauili 3 po3aileHUMHI KJIITUHKAMUI

e IlMo6 ob0’emHaTH BMiICT BUAIIEHUX KJIITHHOK Ta PO3MICTHUTH HOTO
B NEPIIili CTBOPeHi# KiiTuHIII, ycTaHOBITHL mpanopenb 06’ cdnamu
neped po3buskorw.

e Harucuite kHOTKY OK, 11100 PO3OiINTUA KJIITUHKH.

PospinuTu KAITUHKY TaOIUII MOKHA, BUKOHABINHN KoMaHIy Po30i-
aumu kaimunku menio Tabauuys. Yci mogansiri fii y Bikai Po3dinen-
Hs KJAiMUHOK BUKOHYIOTH aHAJOTIUHO 0 HaBeIeHOI'0 OIHCY.

Ha pwuc. 3.5 Bu GaumTe IMOUYATKOBY TaOJHUITI0O Ta HOBY TabJIUIIO
3 PO3IiIeHNMU KJIITUHKaMU.

Budansiimo 3 mabauyi

Psanxu Ta cToBOIli MOKHA He JIUINE JOJaBaTH, a I BUNAIATU. 36ep-
HimM®b yeazy: BUANAIOUN IX, BU aBTOMAaTUYHO BUAAJIAETe iHPOpMaILiio,
10 MicTujaacad B HUX.

IITo6 6udanrumu psadox (cmoeneys), Tpebda:

e Buginutu psamox (CToBIeIb), AKUHA Tpeba BUIAJIUTH.

e VY meniwo Tabauus odopatu Komauny Budaaumu, a ganxi B migme-
HIO, 1110 3’ IBUJIOCS Ha eKpaHi, yKasaTu, 110 caMe BU Oa’KaeTe BU-
nanutu (Psadku abo Cmosnui).

IITo6 e6udanrumu 6ci0 mabruylo, IIOMICTITH yKasiBHMK MwuIIi

B OyIb-AKY Il KIITHHKY, a micjad 1poro B MeHI0 Tabsuys BUKOHANTE
KoMmauny Budaaumu, oOpaBIIu MIyHKT migMeH0 Tabnuyio.

SAxImo Bu 6akaeTe IPoCcTo sudarumu mekcm, 10 MiCTUTHCSA B II€B-
HOMY PAAKY (cToBIIli) abo B yciit Tabauili, He BUIANAIOUN IPU ITHOMY
pamok (cToBmelnb) abo BCIO TaOJMUIIO, Ticada GuldisleHHs BimmoBimgHO-
ro )parmMeHTa TEKCTy HATHCHITHL KjaBimry Delete. Ila mia BumaauTh
TEeKCT, He 3MiHIOIOUHN IIapaMeTpiB camoi TabamIri.



§ 3. Posoma 3 matwnyam 6 mekemobomy npoyecopi

e&%ﬂw cobe

/. S BuminuTm pamok? croBmens? ycwo Tabaumio?

S, OnmmIiTe cmocobn JOJAaBaTH PANOK TA CTOBIEIL y CTBOPEHY TabGIUIIO.

9. §Ix pomaTy NOBIILHY KiIBKiCTH PAAKIB Ta CTOBIIIB [0 TAGIMILi?

/0. OnumiTh TOCHiZOBHICTE Ail A8 00 €IHAHHA Ta PO3AIICHHS KJITH-
HOK Ta0amIIi.

/4. §Ix BUmamIUTH PALOK TaOauIi? cToBmenb? jwuile iHGoOpMAIliio, IO
MicTUThCA B TabauIi? ycio Tabauiio?

*@3) 3minionmo TabnuLo

ITicns cTBopeHHA TabJUIli, JOoAaBaHHSA B Hel MOTPiOHOI KilTbKOCTI psan-
KiB Ta cToBmIiB a60, HaBIaKW, BUJIYUEHHSA 3aliBUX eJIeMEHTIiB ITOUMHA-
€ThCsA HaMBiATIOBiZaNBHIMNI Ipoilec — opMaTyBaHHA TAGIUITI.

1. 3Min0EMO WUPUHY cmo6nyié ma éucomy paidxie

IITo6 3minumu wupuny cmoenys, BUKOHAITE TaKy IIOCJIiJOBHICTE Iiil:

e IligBemiTh, yKa3iBHMK MUIIIL OO0 MIpaBOi MeKi CTOBIIISA, IMUPUHY
AKOro BU 3MiHIOBaTuMeTe. Popma BKasiBHUKA IIPU IILOMY 3Mi-
HUTHCSA HA OBi BEPTHUKAJbHI PUCKHU, Bil AKUX BiAXOOATH TOPU30H-
TaIbHI CTPiIKHU +||l+

e Harucuysiu JgiBy KJaBilry MuIiili Ta yrpumyioun ii, mepemiaiite
MEJKy CTOBIIA, IMIOKK BiH He HaOyme 0asKaHOl IITUPUHH.

IIpore 1eii cmoci6 He MiAXOAUTH IJisT BCTAHOBJEHHS TOYHOTO 3HA-
yeHHsa mupuHM croBund. I[[o6 mourno Hanawmyeamu 6Gaixany
wupuny cmoénys, y MeHo Tabauuys obepits myHKT Baacmueocmi
maobauyi. Ha ekpaHi 3’ABUThCA BiKHO HaJIAINITOBYBaHHSA ITapaMeTpiB
Tabaurni (puc. 3.6).

BaactHeocT TabnmMui

Tabnmua | Pasok

Pazmip
CToEneus 1:

[ 44 [onepeHIA CTOBNEUE J [ HacTynHui CToENELE PR ]

KniTHHEa |

L O J [CKacyBaTn ]

Puc. 3.6. Bikno Bracmusocmi mabauyi
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O6paBiiu BKJagky Cmosneuyb, y nudpoBoMy MOJi 3i cTpiakamu
BCTAHOBiTH 3HAUEHHA INMUPUHU CTOBIIA, ¥ AKOMY Ha MOMEHT ¢opMa-
TYBaHHA PO3MIIlyBaBcs Kypcop. BukopucroByioum kHONKU [loneped-
Hill cmoeéneyb/Hacmynhuii cmoéneyb, BU MOMKeTe 3MIiHUTHU IIUPUHY
iHIMMUX CcTOBIIIB TaOJ I,

Amnajoriuno Mo:XHA 3mMiHumMu éucomy padxa TabIUIi.

2 Yemanoeniotimo 00Hako68y wupuny cmoenuié abo éucomy padxis.
g nporo BUKoHaNTe Taki mii:
e Buginits psaaxu abo CTOBIIL, PO3Mip SKUX B 3MiHIOBATHMETE.
e VY wmenwo Tabauuys obepiTs KoMmauny Asmodobip, a B IigMeHIO,
1o 3’ABUJIOCS HA eKpaHi, YKayKiTh myHKT BupigsHamu eucomy
padkie abo BupisHamu WUPUHY CMOBNUIE.

Posrnaubpmo, aAKi me mosxcaueocmi idpopmamyeamu mabruyro
IPOIIOHYE HAM TeKcToBui mporecop MS Word.

3. 1106 sminumu xapakmepucmuku RiHil, AKUMUA HaKPECJEeHO TabGJiu-
II0, MOKHA BUKOPUCTATHU TaKi CIMCKU IaHesi iHcTpyMeHTiB Tabnuuyi
ma memxnci:

e Tun ninil (Aaa 3MiHeHHSA TUIY JiHii TabauIi);

e ToswuHa ninil (A TpU3HAUYEHHA HOBOIL
TOBIIIUHMU JiHIi);

o FKoxnip mexci (i 3MiHEHHS KOJILOPY JIiHiM).

IITo6 Hamanrweamu HO6L Mmedici, BUKOPUC-
TaliTe KHOIIKY ﬁ Hamanwsamu mabauyio.
SAKy came CTOPOHY KJITMHKU BU Oakaere eudi-
aumu HOB0M0 Medcerd, MOKHA 00paTH 31 CIIUCKY
Meoxnci (puc. 3.7).

4. 106 3arumu kaimunky, padox a6o cmoeéneys, Tpedba BULIJIUTHA II0-
TPiOHUI eJeMeHT, a IicJasd ILOTO0 HATHUCHYTU KHOUKY &y .~ Koaip 3a-
JusKu TaHesi incrpymeHTiB Tabauyi ma memxnci.

Puc. 3.7. Coucor Meixci

IITo6 3minumu eepmuranvHe 6UPI6HIO6AHHA meKcmy, BULLIITH
TEKCT Y TUX KJIITMHKAaxX TabJuIli, ge Bu OyJeTe 3MiHIOBATU IIOTO PO3-
TalllyBaHHSA, Ta Ha IaHesi imctpymeHTiB Tabiuuyi ma mexi HATHUCHITH
OIHY 3 KHOIIOK:

o 3sepxy 3a aigum kpaem (36epxy no yenmpy, 36epxy 3a npasum KPaem );
e Ilocepeduni 3a nieum kpaem (Ilocepeduni no uenmpy, Ilocepeduni

3a npasuM KpPaem );

o 3Hu3y 3a aieum kpaem (3HuU3Y no yeHmpy, SHU3Y 34 NPasum Kpacm ).
0. 1106 3amiHumu HANPAMOK meKcmy 6 Kaimunyi (3/iBa HANPABO, 3rOPU
ITOHUBY ab0o 3HMU3Y I0BEPXY), BUILIITH HOTPiOHI KIITMHKY i HA maHesi iH-
crpyMeHTiB Tabnruyi ma mexi HaTUCHITHL KHOUKY Hanpamox mekxcmy.
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§ 3. Potboma 3 matwnysam 6 mekemobory mpoyecopi

VYci Buineonucani aii MoyKHa BUKOHATH, 00paBIiy B MeHIO T'abauuys
Komauny Baacmueocmi mabauyi. ¥ BiKHi, 110 3’ABUJIOCA Ha eKpaHi,
mepenmiTh OO0 BKJAAKM, AKa BiAIIOBimae ejieMeHTY, XapaKTEePUCTUKU
AKOTO BU 3MiHIOBaTHMeTe. KOPUCTYIOUUCh PiSHMMUN BUIAMH CIHCKiB
Ta iHIMIIMU eJIieMeHTaM1 BiKHAa HaJIaIlITOBYBAHHS IIapaMeTPiB, YCTAHO-
BiThb IOTPiOHI 3HAUEHHS mapaMeTpPiB TaOJIMIIi.

€ 11e oauH cmocid opmaryBaTu TAOJIUINI, AKUI Ja€ BaM 3MOI'Y 3Mi-
HUTU ITapaMeTpu TabJUIli JOCUTH IMIBUAKO, ajie JUIle 3a PO3PO0JIeHHU-
MU 3asmajierigp cruiaamu tabauik. Ileit cnoci6 3minoeamu éuznnd
mabauyi ma it 6 micmy HA3UEAIOMb AEMOPYOPMAMYEAHHAM.

s aemogopmamyeanns mabauyi BUKOHaKTe TaKi mii:

ITomicTiTh Kypcop y OyAb-IKY KJIITHHKY TabJIMIIi.

Y menio Tabauys BUKOHaNTE KOMaHay Agmogopmam mabauui.
3i criucky Kamezopis obepiTh, 3 TAOIUIAMU AKUX CTUJIIB BU
mpaioBaTuMeTe. 3aJIedKHO Big Kareropii, sky Bu oOpaJjim, 3Mi-
HUTbCA BMicT cuucKky Cmuai mabauub.

Y coucky Cmuai mabaiuyb 00epiTh CTUIb M5 0DOPMJIEHHS Ba-
mroi Tabsaumi. a8 1bOro meperasgHbTE, AK BUIVIALAE TAOIMIA
TIEeBHOTO CTHJIIO B 006JIacTi 3pa30x MOTOYHOTO BiKHA.

Sxmo Bu He GarkaeTe BUKOPMCTOBYBATH BCi mapamerpu opma-
TYBaHHA, 3HIMiTh BigmoBigHi mpanopiii B o6aacti Suamu ogopm-
JIeHHS: PAOKi6 3a20/108KaA, NepuLozo CMo8nuys, 0CMAaHHb020 paod-
K@, 0CMAaHHb020 CMOBNYA.

3a moTpebu MOKHA 3MiHUTH mapaMeTpu (OPMATYBaHHS IHOTO
CTUJII0, HATUCHYBINM KHONKY SMiHUMU Ta HAJAIITYyBaBIIU IIO-
Tpi6Hi mapameTpu y BiKHi, 1110 3’ABUTHCA Ha €KpaHi.
Harucuite kHOUKY OF BikHa Agmogopmam mabauyi Ta mepe-
TJIAHbTE, K 3MiHWJIacA Ballla TaOJIMIA.

eﬁmﬁm cele

Ax sMiHMTH IIMPUHY CTOBIIIB Ta BUCOTY PAAKiB Tabaumi? Yu
MOJKHA 3aJaTH TOUHE 3HAUEHHS IUX ITapamMeTpiB Tabauiri?
OnunriTh MOCIiZOBHICTE Oiii AJIsS BCTAHOBJEHHS OJHAKOBOI IIIWPH-
HU KiJIBKOX CTOBIII[iB a00 BUCOTHU PAAKIB TAOIMILi.

fAK 3MiHUTH XapaKTepUCTUKHU JiHil, AKMMH HaMaJbOBAaHO Ta0JIN-
mio? fKi xapaKTepUCTUKH JiHi MOKHA 3MiHUTH?

Sk 3MiHUTH BepTUKaJbHE BUPIBHIOBAHHA TEKCTY Ta HANIPAMOK
TEeKCTY B KJIITUHKAX Ta0amIli?

IITo Take aBTO(pOpPMATYBaHHA TAGJUII Ta AK HOr0 BUKOHATHI?
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*@4) CopryBaHHs Ta NPOCTi 0BHMCNEHHS B TabAWLj

62

TexrcroBuit iporecop MS Word Hamae KOpuCTyBaueBi 3pyUHi MOKJIN-
BOCTi BIOPAAKOBYBATHU HAHi, 10 MiCTATHLCS B TaOJMUIli, Ta aBTOMATUYHO
BU3HAYATU CYMHU YHCEJ, 3alHCAHUX y il KJIITUHKAaX.

SAKI10 MOTPiOHO PO3MicTUTH HaHi B KJIITHHKAaX TabJUIL B IeBHOMY IIO-
PSOKY, TO Ha eralli BBeJeHHsS TEKCTy Ha Ile B3arajii He Tpeba 3BepTaTu
yBaru. IIporiec copTyBaHHSA € YacTUHOIO (hopMaTyBaHHA TAbOJIUIlb, TOMY
MMOYMHAETHCSA JIUIIIE ITiCJIA BBEJEHHA TEKCTY B TaOJIUITIO.

IITo6 6idcopmysamu mexcm y mabauuyi, 6ukonaiime Taki mii:

ITomicTiTh Kypcop y TaOJIHUITIO.
Y mento Tabauys obepits komaungy Copmysanhns abo cKopucTauiTe-
ca xHonkamu 4l Copmyeannsa 3a spocmannsam tra 4l Copmysanmns

3a cnadauHAM TaHeni incTpyMmenTiB Tabauuyi ma mexci.

3i cnucky Cnowamky 3a BikHa HajalITOBYBaHHA mnapamerpi Cop-
myeanua (puc. 3.8) 00epiTh, 3 AKOr0 CTOBIIA Tpeba IIOUYMHATU
COpTyBaHHS BMicTy Tabauii. TeKcToBUI IIpoIlecop aHAJidye BMiCT
TaOJIUIli, CAMOCTIAHO BU3HAUAIOUM MUN JaHUX IJA COPTYBaHHS
(mexcm, yucao, dama).

VcTaHOBUBIIIKM IIepeMUKAaY, 3a3HAUTE HANPAMOK copmyeanns (3a
3pocmanHam abo 3a cnadanHaM).

SAKImro TabauIilgd MiCTHUTH 3aroJIOBKU CTOBIIIIB, TO IX cOpTyBaTu He
motpi6buo. Ile Tpeba BKasaTu, yCTaHOBUBINMU B obJiacTi BikHa Cnu-
COK TIepeMUuKau 6e3 psadKa 3az0J08Kd.

CopTyBaHHa . |
CAOYaTEY 33 @
33 3POCTIHHAM
jerosruent ] wmi frecer ] SRS
*l

3a: |aﬁsauamn

MoTiM 3a O
CTOEMUENM 2 ¥ THm [TekcT by ®

3a: |a63auamn T |

(%) 33 3pOCTaHHAM
n: TekcT v
(D) 3a cnaaaHHan
v

MaTiM 33
[ ® -

EH |a63auamn

1=

CrHCoK
O 3 PAAKOM SaC0N0BKa @ fies pAAKa 3aronoeka

L IR ] [CKacyBaTM J

Puc. 3.8. Bikno HasammToByBaHHsa napamerpiB Copmysanns



§ 3. Posoma 3 matwnyam 6 mekemobomy npoyecopi
-soeeeeceeoeoeeoeoeoeoeeoeoeoeoeeoeoeoeoeoeoeoeoeoeoeo oo eee
e Skmro TpebGa copTyBaTH 3a KiJIbKOMAa CTOBIIIIAMU, BiIKPUHATE CIIMCOK
Ilomim 3a, 06epiTh HACTYIIHUI OJIA COPTYBAHHS CTOBIIEI[b Ta IIPHU-
3HaUTe HOro IapaMeTpH BIIOPSAKYBAaHHSA. 3a IIOTPEOM IIOBTOPITH ITi

mii [ npusHaYeHHS HACTYITHOTO CTOBIILA AJIST COPTYBAHHSA.
e Harucuits kHOnKY OK HOTOYHOrO BiKHA Ta IIeperJisiHbTe OTPHUMA-

HUI pe3yJIbTaT COPTYBAHHS TaOJIMIIi.

Hocuts vyacto Tabauili MicTATH YKUCIOBi naHi, cymy akux nompidbHo
eusnavumu. Came Take IIpU3HaUYeHHA Mae oueparia Asmocyma. 11106
aBTOMATHYHO BU3HAUUTHU CYMYy, BUKOHAlTe TAKy IIOCJiJOBHICTh miii:

e HartuchiTs jgiBy KjaaBimy mMumii B ToMy Micii, fe MicTUTHUMeTbCA

cyMma.

e Hartucuite kKHONKY Aémocyma mnaueni incrpymentiB Tabauuyi ma
mexnci.

e Texcrosuii mpomecop MS Word Bu3HAUNTh CyMYy BCiX UMCeJI IILOTO
CTOBIIIA Ta PO3TAIlye i B yKasaHOMY MicIii TabJIMILi.

e SIKmo umcsna y croBHIi 3MiHMIMCA, AJA OOYUCJIEHHS HOBOTO 3HA-
YeHHS cyMu Tpeba BUIIJIUTH TOIEpegHE 3HAUEHHA B KJITHHII,
a ImicJasa IbOTO HATHUCHYTH QYHKIIHHY KJaaBimry F9.

eﬁeﬁzﬁm cele

17, OnumiTh MOCHiMOBHICTE [ili JJA COPTYBAHHSA TEKCTY B TaOIWIIi.
Axi cmocobu copryBaTu Bu 3HaeTe? Uum MOYKHA BifCcOPTYyBAaTH TEKCT
3a KiJIbKOMAa CTOBIIISAMU Ta0OJIMILi?

18. $Ix mosHaumTH, II[0 He Tpeba COPTYBATH 3aroJIOBKM CTOBIIIIB Talb-
Jui?

19. $§Ik BU3HAQUUTHU CyMYy 4HCeJl, 3allMCAHUX y CTOBIIi TabauIi?

20. Yu 3MmiHOETHCA BHU3HAUYEHA B TA0JUIl cyMa ducesa, KOJIH 3MiHIO-
IOThCA YHMCJIOBI JaHi B KJIiTHHKAaX TAaOJaMIi?

oo§o Wm#”@mmlt [

OO0 O0OO0O0OO0OO0OO0 o'

MpaLoemo 3 TabNMUAMKM B TEKCTOBOMY MpoLLecopi
/. CTBOPiTH HOBUI TEKCTOBUU JOKYMEHT Ta HOAAliTe O HLOI'O TAOGJMUIIO
3 TPhOX PAAKIB Ta ABOX CTOBIIIIB OJHAKOBOI IIUPUHU. [I7Ig CTBOpPEH-
Hs TaOJaHUIll CKOpHcTalTecsa KHOIKOIO Bcmasumu mabauyio mame-

Jai incrpymenriB Cmandapmma.
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2. ¥YBemiTh y II0 TaOJHUII0 TEKCT, AKUH IOSACHIOE, SK 3a JOIOMOTOIO
MUIIL BUAIINTH PisHi 3a o0csaroM (hparMeHTH TEKCTY:

KinbkicTh HaTHMCKaHD JTiBOI KJaBimri Poswmip Bugismenoro parmenTa TekcTy
MU

OpuHapHe HaTUCKAHHSA IIepemimanasa TEKCTOBOTO KypCcopy
IToxBiiine HaTUCKaHHA CioBo

ITorpifine HaTuCKaHHA B Oyab-ikoMy | AGsair
MicIi TeKkcTy

3. HomaiiTe m0 TaGJUIIL Ile OGUH PAJOK TA BBENiTh Y HHOI'O TAKMI TEKCT:

Hartuckanua B OyAb-IKOMY MicIii Peuenna
peueHHs 3a HaTUCHYTOI Kiasimri Ctrl

4. S8MiHITH IIMPUHY CTOBIIIB TAOJIUIl BiAIOBIZHO 10 HaBeLEHOI'O 3pas-
Ka. BigdopmaryiiTe BBefeHU y TaOJUII0 TEKCT, SMiHUBIIIK HaKpec-
JeHHS IPU@TY Ta KOJIp JiTep 3aroJOBKiB CTOBIIIIB i MpU3HAUUBIIN
BUPIBHIOBAHHSA TeKCTY B KJIITHHKAX 3aroyioBka Ilocepeduni no yenm-
Py, a i Bcix iHmux KJIiTUHOK — ITocepeduni 3a aieum kpaem:

Kinvricmv namuckanbs Po3mip eudinenozo
ni6oi knasiwi muui dpazmenma mexcmy
OpuHapHe HATHMCKAHHSA Ilepemimnanua TEKCTOBOrO Kypcopy
IlopgiitHe HATHCKAHHS CioBo

ITorpiitHe HaTuCKaHHA B OyIb-AKOMY AGzar
MicIi TekcTy

Haruckanua B 0yab-aKoMy MicIri

. .. Peuennsa
peueHHs 3a HaTuCHYTOl KiaaBimr Cirl

9. 3MiHITH KOJip Ta TOBIIMHY JIiHI# 30BHIIIHIX Mex TabaWIli, 3aCTOCYH-
Te 3aJIMBKY 3aroJIOBKiB CTOBIIIIB BiITOBiTHO OO0 HaBEJEHOTO 3pasKa:

Kinvkicms namuckanbs Posmip eéudinernozo
ni601l Knasiuti muuLi @dpazmenma merxcmy
OguHapHe HAaTUCKAHHA IlepemimmaHHA TEKCTOBOTO KYpPCOPY
ITonBiline HaTUCKAHHA CioBo
IlorpiitHe HaTHCKAHHA B OyIb-AKOM
. p YA y Aobzsarr
MicIi TekcTy
Hartu HHA B b- My MicIri -
aTHCKaHHA B OyIb-IKOMY MicIi pe Peqens

YeHHsA 32 HaTHCHYTOI KjaaBimri Ctrl
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§ 3. Posoma 3 matwnyam 6 mekemobomy npoyecopi

. 30epexiTh cTBOpPeHy TabJuIo y (aitai sudisenus.doc y BIACHIT mmamiri.

. CTBOpiTH HOBUI TEKCTOBUH NOKYMEHT Ta JOoJaiiTe A0 HHOT'O TAOJIUIIO

3 8 pankis Ta 6 croBmIiB (cIoci6 cTBOpIOBATH TAOJHUII0 00epiTh Ha

CBill poscym).

S. VBeniTe y TabiauIio CBilfl PO3KJIAL YPOKIB y IIbOMY cemecTpi, odop-
MUBIIIA HOTO BiAIOBiZHO 4O HaBemeHOTO 3paska. JAKIo Tadbauiisa Oyae
3aMaJjo0 IJsI IIbOro, JoAaliTe HMOTPiOHY KiJbKicTh pAAKIiB Ta CTOBII-
miB. YCTaHOBITh OJHAKOBOIO IIIUPUHY CTOBIII[IB, V AKUX MIiCTUTHCA Iie-
peJik HaBYAJBLHUX IPEIMETiB.

ITonedinok Bigmopok Cepeda Yemeep IT’smuuys

0 | MaTemaTuka OB

1 | Marematuka |Iudopmarurka |3ap. gitep. Teorpagia |MaremaTura

2| Ykp. moBa Indopmarura |Marematuka |I'eorpadia |Maremarnka

3| Anra. moBa |VYKp. MoBa MaremaTuka |Xiwmia YKp. moBa

4 | disuka YKp. MmoBa Biosorisa Ximia YKp. mgitep.

5 | Pisukra MaremaTurka |Biosoria Icropia 3ap. Jirep.

6 | ®is. BuxoB. |AHIJI. MOBa @i3. BUXOB. IcTopia AHr. MoBa

7 @i3. BUXOB. Kinacua roguna

9. *06’egHaliTe KJIITHHKH, Y AKUX MICTATHCS HA3BU OJHAKOBHUX IIPeIMe-
TiB, Ta BUJIYUYiTh IMMOBTOPIOBaHi 3amucu (AUB. HaBeJeHUI 3Pa30K).

ITonedinok Bismopok Cepeda Yemeep IT’'asmuuys

0 OB

— Matematuka -

1 3ap. Jgitep. .

Indopmarura T'eorpagia |MaremaTurka
2| Ykp. moBa
MaremaTtuxa
3 | Aurs. moBa o Yp. moBa
Yxp. MoBa Ximia -

41 . . . Vkp. mirtep.

— Pisuka Biosoria -

5 MaremaTuka . 3ap. Jgitep.

- IcTopia
6 [ ®Pis. BuxoB. |AHII. MOBa . Amnri. mosa
@i3. BUXOB.
7 KnacHa roguHa

10 . *Po3miniTh CTOBIII KOMKHOTO HABUAJIHLHOTO AHS, 3a3HAUWBIIMU Oijg
Ha3B MIpeaMeTiB HoMepu KabiHeTiB, y AKX MPOXOAATH YPOKH. 3PO3Yy-
MiJI0, IO AJIA IIHOTO AOIIJIBHO 30iJBITUTH IMTUPUHY CTOPIHKM, HA AKil
posrarmoBaHa Tabauiida. ToMy 3MiHITH OpieHTAaIlif0 CTOPiHKMW Ha ajb-
OOMHY Ta 3MeHIITe OOKOBi IMOJA CTOPIHKU.
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03gin 1. Wlekemobui npoyeco
-

3pa30k PO3MiJIEHUX CTOBIIIIIB IIPOJAEMOHCTPOBAHO y cToBmIli «Ilome-
IiJIOK» HaBeoeHOl HuiKue TaOJIMINi:

ITonedinok Biemopok Cepeda Yemeep I’ amuuys
0 OB
— Marematuka |37 -
1 3ap. Jirep. .
Iapopmarura T'eorpadia | MaremaTuka
2 | YKp. MmoBa 42
MaremaTuka
3 | Aursi. moBa |63 L. VKp. moBa
VYKp. moBa Ximia -
41 . . . Ykp. gitep.
— disura 32 Biosoria -
5 MaremaTura Ietopis 3ap. jgirep.
6 | @i3. BUXOB. AHrJI. MOBa . P AHrI. MoBa
@i3. BUXOB.
7 Kinacua roguna

14.*3miBa Bi IEpPIIOro CTOBIIA LOAATe HOBMUI CTOBIEIb TA BBEMITH Y
HBOTO Yac MOYATKY Ta 3aKiHUEHHS KOKHOT'O YPOKY.

12 *3MiHITH XapaKTePUCTUKHU JiHIA Tabiuni Ha BaacHUi cmak. IIpu 6a-
JKaHHI 3acTOCy#Te 3aJUBKY O PiBHUX KJIITUHOK TaOJIUIIi.

13.36epeskiTh TAOMUII0 B TEKCTOBOMY (Gaiini poskxsadl.doc y BiaacHii
TIaIi.

14.*BigdopmaTyiiTe PO3KJIAL, SKUM BU CTBOPWUJIN, CKOPMCTABIINCEH JJIS
I[OTO MOYKJIMBOCTAMHU aBTO(POPMATYBAHHS TAOJIUIb.

15.36epexiTs sMineny Tabaumio y daiii poskaadl.doc.

16.%%y HOBOMY TE€KCTOBOMY AOKYMEHTi CTBOPiThH TabGJMIIIO BigBimyBaHHSA
YUYHAMM BAIIIOTO KJIACY 3aHATH, y AKiN KJIACHUHN KepPiBHUK IMOAHSA Bin-
MivaTuMme BigcyTHix. CIucokK yYHIB KJacy BifcopTyiiTe 3a 3pOoCTaH-
Ham. O0’eaHaliTe TOTPiOHI KIITUHKY TAOIMUIII.

3pa3ox TabauIll HaBeZeHO Ha PUCYHKY, a CIocid opmaTyBaTu IIio
TabJINII0 06epPiTh caMOCTiHO.

Bepecenbv Yecboro
1 2|1 3| 4| 5 | .. | 30| nponyckis

4

IIpisBuie Ta iM’a yuusa

Bynaska Aupapiit

IBipanit KocrauTuu

Hsicak Inma

KieBueBa Osexcangpa

Kymaipenko €sren

ITnakcin HOpiit

B K220 KA S M )

Cyrak Aprem

28 | Apemenko Onbra

17.36epesxiTh cTBOpeny TabiuIo y dairi gidsid.doc.
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§ 3. Posoma 3 matwnyam 6 mekemobomy npoyecopi

Wmmo—mﬁowgmzm Saboarmss [

O O"O"O"0"0 00 00O 00 o0

/. TIpomoOHyeMO BaM MiAIOTYBATH JOKYMEHTAIlil0, IIOTPiOHY IS ydacTi
KoMmaHau Barmoro kJjaacy B Crmaprakiazi (abo B Oyab-IKUX iHIIIUX CIIOP-
TUBHUX 3MAraHHAX) BAIllOr0 HABYAJBHOTO 3aKJAmy.

1) IligroryiiTe 3aABy IIPO y4YacTh KOMaHIM BAIIIOTO KJAacy B UeMIIiOHATL

3 yTooIy.

OckiJbKY BaM MOBeAeThbCS MOAABATH 3asSBKH IIPO yYacTh KOMAH-
I1 KJIacy B 3MaraHHAX 3 Pi3HUX BUJIB CIIOPTY, CTBOPiMO u.ab/l0H 3a-
sa6u. ITorim Bu Ha HIOT0 OCHOBI 3MOJKeTe rOTyBaTH 3asBU IIPO yUYaCTh
y Pi3HUX 3MaraHHaX, IO BUMNIAZATUMYTH 3aBKIU OJHAKOBO Ta Mic-
TUTUMYTh BCIO MOTPiOHY iH(opmaIliiio.

Bymb-axum Bimommm BaM cmocoboMm BigkpuiitTe mporpamy M.S
Word i cTBOPiTH y Hili HOBUIT TEKCTOBUH JOKYMEHT. Y BeAiTh 3pasoK
3adABU Ta BigdopmaTyiiTe BBeJleHII TEKCT 3a IIOJaHUM HUXKYe 3pas-
KOM. 3BepHiTH yBary, IMo AJsA Ha3BU HOCaaW JIOAWHU, AKifl moxma-
IOTH 3adBY, BioMocTeil Ipo 3asIBHUKA Ta IJIA IIiJINCY BCTAHOBJIEHO
BifcTyn Bif JiiBoro Kpaio apkymia. Midk oKpeMUMU YacTUHaAMU 3a-
ABU TOPOXKHI PAJKMU BiACyTHi, a BiIOKpEMJIEHHA YaCTUH MTOKYMEH-
Ta BUKOHAHO 3a PaXYHOK YCTAHOBJIEHOTO BifCTyIy Imepen ab3aioM.

TomoBi CmopTUBHOTO KOMiTETY
[IIoBHa Has3Ba BAIIOTO HABYAJIBLHOT'O 3aKJIaLy]

[mocama yuHsA, 110 BiATmIOBifae 3a opraHisairo
CIIOPTUBHOI pob6OTH B KJiaci]
[[IpisBumie Ta iMm’a yuHs, IO IOTA€ 3aABY]

3AABA
IIpomy 3apeecTpyBaTu KOMaHAY [Ha36a kaacy] Kaacy nis ydacti

B [HasBa cmopTuBHUX 3Maranb| Cmaprakiamgu.

Cnucox komarndu dodaro.

[dama nHanucanna 3aasu] [I[IpisBurie Ta imimiaam yuns]

Croucox KoMaHAu [HasBa KJacy] AJs ydacTi B 3MaraHHAX 3 [Ha3ea 3mazanv]

IIpisBuie Ta iMm’s yuacHuKa 3Maradb Hara HapoKeHHA

ol n|w|e|~|Z2
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2)

Buronapmiu i aii, y remaruuaomy MeHi0 Daiil 06epiTh KOMaH-
Iy 30epezmu sk. 30epekiTh CTBOPEHUI JOKYMEHT IIi/T Ha3BOIO CNOp-
mueHa_3sasnea, oopasmu tun dainy Illabron dokymenma. Hartuc-
HIiTH KHOUKY 30epezmu Ta 3aKpuiiTe MabJI0H 3aABU.

CTBOpPiTHL HOBUI JOKYMEHT — 3asBy IJs ydYacTi KOMaHIN Ba-
IITOT0 KJIacy B UueMITioHAaTi 3 (yTboJIy Ha OCHOBI mrabJjioHa cnopmusg-
Ha_3a56a, STKWUW TEKCTOBUU IIPOIECOP PO3MICTUB Ha BKJAAIL 3a-
zanvHi BikHa Illabaonu. YBenmiTh iH(pOpMAaIlif0 PO CBiff KJlac Ta
30epeKiTh TEeKCTOBUU HOKYMEHT y (daitii 3asea_gymooa.doc.
JlomoMosKiTh oOpraHisyBaTu IIPOBeIeHHS UYeMITioHaTy 3 ¢yToory
y BalllOMy HaBYaJbHOMY 3aKJali, HiAroTyBaBIIMU OJs IILOTO Taol-
anifio (piHaJIbHOI YaCTMHU YEeMIiOHATy, Y AKiA KOXKHA 3 KOMAaH]I-
dinasicTiB 3irpasa mo Tpu MaTui. 3a IepeMOry B MaTdi KOMaH-
Ia orpuMyBaja 2 6aju, 3a HiYMHHOTO PAXYHKY KOMKHA 3 KOMAHT
3apaxoByBaJia cobi 1 0aj, a mopaska HigKux 06aJjiB He IPUHOCHU-
Ja. ¥ croBmii «M’sui» mepiile YmcJIO MOKAa3ye KiJbKicTh 3a0UTHUX,
a apyre — KiJbKiCTh mpoOmyIieHuxX M S4iB.

g ® g. ¥

Komanoa | 10-A | 95 | 10.T | 11-B| & g El § |Mm| &
i | & | & & 2

10-A 4 1 =z 0 31 1
X3 3 1 =t L |3[1] &
10-T 3 1 b 1 113 I
11-B 2 1 0 2 214 IV

9
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a) Y TeKCTOBOMY peJaKTOopi CTBOPIThH Tabuilio pinaxsy GpyTdooaIb-HOTO
TYpPHipYy, BimdopmaryBasiu ii BiAIIOBiTHO 10 HaBEIEHOTO 3pasKa.

6) *BusmauTe paxyHOK ycix irop ¢ginanbHOl yacTuum (GpyTdO0JIHHOTO
TYPHIPY Ta BIHUIIITH HOTro y BiAMOBiAHI KIITUHKM TaOMHUIl, AKY
BU CTBOPUJIU.

IlinroTyiiTe B TEKCTOBOMY peJaKTOpi Tabesb YCHIIITHOCTiI YUYHiB BaIllo-
ro HaBUAJBHOTO 3aKJIaAy, AKUU CKJIAJAETHhCA 3 IBOX CTOPIHOK:

*BHYTPIiIIHBOI CTOPIHKU-TAONUIl, ¥V AKY KJACHUU KePiBHUK 3aHO-
CHUTHME BiJOMOCTi PO piBeHb HaBUAJNLHUX JOCATHEHDb YUHIiB;
TUTYJbHOI CTOPiHKHU, KA MicTuTHMe iH(pOpMAIlil0 IIPO y4YHSA, IIO-
TOUHMNI HaBUAJBLHUI PiK Ta HaBUYAJIbHUN 3aKJIa.

IlinroTroBieHi cTopiHKM mOTPiOHO HAAPYKyBaTu 3 000X OGOKiB OMHO-

ro apkymia. [[yiga 15oro 3po0iTh TUTYJIBHY CTOPiHKY OJHAKOBOIO 3a PO3-
MipoMm 3 TabesieM-TabJIUIIETO.



§ 3. Potboma 3 matwnysam 6 mekemobory mpoyecopi
oo oo oo e
IIpomroryemMo Bam miAroryBaTm Iieii JOKYMEHT, O(OPMUBIIN HOTO
BiAIIOBiIHO HO HaBeIeHOTO 3pasKa. ¥ CIMNCKY HaBUYAJbBHUX IIPEIMETiB
3aQJINIIITh HA3BU JIMIIE THUX HABYAJLHUX IUCHUILIIH, AKi BU BUBYAE-
Te ILOTO POKY.

Xoua MUHYJIOTO HAaBUAJBHOTO POKY MU BUBUUJIMU CIIOCi6 IpyKyBa-
TH TEeKCTOBUII MOKyMeHT (muB. c. 284 migpyunmka «ImdopmaTtuxa.
9 KJac»), 30epeskiTh y daiiai Tabenb, AKUNA BU MiArOTyBaIu, a IO HOTO

OPYKYBaHHSA MU IIOBEPHEMOCS Uepes3 KiJbKa YPOKiB.

TABEJIb
HaBUAJIBHUX JOCATHEHb Ta BiBiAyBaHHA ITKOJIU
yuaamu 5—12 Kiacis
3a 20 /20 wHaBUaJBbHUN PiK
y4a KJacy

(HasBa 3araJbHOOCBITHHOTO HABUAJIBLHOI'O 3aKJIALY)

micra/cerna

paiiony

obJiacTi

(upisBuire Ta im’s yuns)

=2}
o
=
=

3a cemecTp

IIpenmeTn ..
I I Piuni

Hapuanbua
IpaKTHUKA
Hep:xaBHA

TiZICyMKOBaA
aTecTallis

ITircymkoBi

Anrebpa

Biogoria

BceecsiTHaA icTopisa

T'eorpadia

T'eomerpisa

ExoJoria

Eruka

3apy0ikHa JiTepaTypa

IzozemHa mMoBa
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Po3pnin

1. Hlekcmobuni mposgeco

Indopmaruka

IcTopis Ykpainu

Kpecnenns

Jlroguua i cBiT

VkpainceKa JriTeparypa

VkpaiHcbKa MOBa

dizuKa

dizuyHa KyJIbTypa

Ximia

KinpkicTs mpomyimeHux
HaBYAJbHUX ITHIB

3 HUX uepe3 XBOPoOy

ITigmc KJIacHOTO KepiBHUKA

ITignuc 6aTbKiB

Yxeana
nedazoziwHnoi padu:

Jupexmop wkoau

J. CmogpiBaeMoch, II[0 BU 0epeTe aKTHMBHY y4acTh y POOOTi pisHHX TrypT-
KiB, (parynbraTuBiB, KypciB 3a BHOOPOM i TOBapmCTB BaIIOTO Ha-
BUAJBHOTO 3aKjany. ToMy IPOIOHYEMO BaM CTBOPUTHU KiJIbKa IOKY-
MEHTiB, MOTPiIOHUX AJIA opraHisalii miei poboTwu.

1) CrBopiTh BampoliieHHA Ha 3acizanHa JIineiichbKOro HayKOBOTO TOBA-

70

pHuCTBa 3a HaBeJIEHUM 3PasKoOM (AKIIO BU He OepeTe aKTHUBHOI ydJac-
Ti B HAYKOBi#l Ta mocaigHil poOOTi Balroro HaBYAJBHOTO 3aKJafy,
MOJKeTe CTBOPUTH 3aIIPOINeHHsS Ha BHUCTaBY BAaIllOT0 TeaTPaJbHOTO
TypTKa ab0 BUCTYI TaHI[IOBAJIbHOTO KOJIEKTUBY, AKUI BU BiABimye-
Te y BiJILHUI Bij HaBUAaHHA Yac).

Em6iemy JliteficbhKOTo HayKOBOTO TOBapucTBa (abo BaIoro Te-
aTpaJbHOTO TYpPTKa Ta TaHIIOBAJIbHOTO KOJEKTHBY) MU CTBOPUJIU
MUHYJIOTO HaBUAJHLHOTO POKY, BUBUaiouu TemMy «['padiunmii pemax-
Top CorelDRAW ». BinkpuiitTe (aiis, mo MicTHUTH el MaJIIOHOK,
Yy cepemoBUINI BEKTOPHOTO rpadiunoro pemaktTopa. CKormitoiiTe 1eit
MaJIIOHOK 1 BCTaBTe B ITiAATOTOBJIEHWH TEKCTOBUU MOKyMeHT. Bimpe-
IaryiiTe BCTaBJIEHUII MaJIIOHOK.




§ 3. Potboma 3 matwnysam 6 mekemobory mpoyecopi

[=7 m. Kuis

Bya. Jlelinuusbka, 11-A
Kuepo-Ileyepcbkuii iteit
Ne 171 «Jlimep»

3acioanni JIineiicbKoro HayKoBOro TOBapUCTBA.

3aciganus — 11 nucromana 2010 poky.

Jiyeiicvke naykose mosapucmeo

Benvmumanoeni nani ma nanose!

& [ouamok niocymrosoeo 3acioanns — o 14 ron 00 xB.
Micye nposedenns — xonbpepeni-3ana jinero «Jligepy.

3ampomyemo Bac B3STH aKTHUBHY Y4acTb Yy pobomi ceKkyiii Ta B NiOCYMKOBOMY

3acigaHHs CeKIild MPOXOJUTHUME BIINOBIAHO IO HaBeACHOro rpadika, MiJICyMKOBE

Opeanizayitinutl Komimem
HAYK08020 Mo8apucmea

2) *CTBOpiTh HOJZATOK O 3alpOIIEeHHA Ha CeKI[ifiHi 3acimanusa Jlimeit-
CbKOT'O HAYKOBOT'O TOBAPUCTBA, MPU3HAUEHUH MJIA OIiHIOBAHHS PO-
0iT yuacHuKiB. {4 36iJbIIIeHHA IIUPUHYU CTBOPIOBAaHOI TabiuIli mo-
MiJIbHO 3MIHMTHU Opi€HTAIlil0 CTOPiHKK Ha aJbOOMHY Ta 3MEHIIIH-
T 00KOBi mmossg. CTBopeHy TabuIl0 BimdopMaTyiiTe 3a HaBeIeHUM

3Pa3KoM.

Ouyinkxa pobomu
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3) *3a momomororo Maiicmpa nopsdky O0eHHOz0 TiATOTYHTE MOPATOK

IeHHUH 3acifaHHsa JIineichbKoro HayKOBOTO TOBApUCTBA.

Cmuabv ogopmaeHHs TBOTO JOKYMEHTA 00epiTh cmaHOapmHuil.
BignoBimno mo imdopmarii, HaBemeHOI y S3alpoIlNeHHi, yBemiThb
damy TpoOBeNeHHA 3acimaHuda, wac novamkry, Ha3sy (3acigamua JIi-
1IefChKOT0 HaYKOBOTO TOBAPWCTBA) Ta Micye npPo6edeHHs.

Ho mopAnky HmeHHOTO 6K.JA0uimb maki nynkmu: Bud 36opis,
Canio npouumamu, Ilpumimku.

3asHauTe iMeHa, ki mpeba Kayumu 00 nopadxky denrnozo: Op-
eanizamop, I'onosyrouuit, Cexkpemap, Yuacnuxku, Cnocmepizaui.

IlepesiuiTey Taki NUTAaHHA TOPAAKY IEHHOIO:

IIuranHA MOPAAKY KEHHOTO Ocoba 3ayBaskeHHA

3BiT mpo pobory JlimeiicbKoro T'onosa Jlineticbkoro
HaykoBoro ToBapuctsa 3a 2009-2010 H.p. [ HAYyKOBOTO TOBapUCTBa

OGroBopeHHs 3BiTY KepiBuuku cekIrii,
YUYaCHUKU
Ocob6auBoCTi POOOTH PiBHUX CEKITi KepiBHUKU cekIriit

Jlire#ichKOTO HAYKOBOI'O TOBApPUCTBA

Bubopu opraniB caMoBpALyBaHHS CexpeTtap
Jline#ichbKOro HAyKOBOI'O TOBApPUCTBA

3aTBepIKeHHA IJIaHy PoOoTH T'osoBa Jlineiicbroro
Jline#ichKOTO HAyKOBOI'O TOBapUCTBA HAyKOBOI'0O TOBapUCTBa
ua 2010-2011 =. p.

Pisue
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§ 3. Potboma 3 matwnysam 6 mekemobory mpoyecopi

4)

ITpusuaure cmeoposamu popmy 018 3aNUCYBAHHA 3AYBAHCEHD.

ITigroryBasinu 3arotiBry I1opsadky denrnozo 3a nomomorowo Maii-
cmpa, nojpaiite mno Hei MOTPiOHY iH(MoOpMAaIifo Ta 3MiHITH 30BHIMTHIH
BUTJISAJ JOKYMEHTa Ha BJIACHUU CMaK. BUKOHyHOUM Iie 3aBIaHHSI,
3BajKTe Ha Te, 10 Ilopadok OeHHUll — 1ie ODIINilHUNA JOKYMEHT,
TOMY BiH TOBWHEH MaTH! AOPEYHUI BUTJIAM.
“HaBuuBinuck roryBatu I1opsdok 0eHHUll, TOTOMOXKITH KJIaCHOMY
KEepiBHUKOBI — CTBOPiTh MOPAMOK AeHHHI O0aTbKiBCBKHX 300piB.
OckinbKu Bu H00pe 3HaeTe iH(pOpPMAI[il0 IPO BCiX yUYacHHKIB 300-
piB, ompasy momaiiTe ii 40 CTBOPEHOI 3aroTiBKM Ta 30€peXKiThb mij-
TOTOBJIEHHUII JOKYMeHT AK I1abgoH. Hagami, rorymouncs g0 uepro-
BuX 300piB, KJIacHUII KepiBHUK 3MOKe (opMyBaTU TEKCTOBUIL [0-
KYMEHT i3 HOpAIKOM AeHHUM KOHKPETHUX 0aThbKiBChKUX 300piB Ha
OCHOBI 11a6/I0HA JOKYMEHTA, SKUHA BU IIiATOTYBaJIM.

4. *HaGepitTh y TekcToBOMY mporecopi MS Word rerker sasmauusa «Ksaj-
pat KBaapaTiB», o) OPMUBIIM HOT0 BiATIOBIZHO 40 HaBeAeHOTO 3pasKa.

Y crTBOpeHMI TEKCTOBUI MSOKYMEHT HojaiiTe TabJuIfo, Io Oyme

irpoBuM moJieM.

“*Po3B’KiTh HaBeJeHe 3aBIAaHHsA, 3allCABIIN BiAmOBiAi y cTBOpe-

Hy Tabauiio. BigdopmaryiiTe TeKCcT y TabauIli Ha BIACHUI CMakK.

Keadpam xeadpamie
Ynuwims 3nauenus keadpamis HamypaavHux wucen 6id 1 do 16
Yy Hasedene izpoge noJe 8i0nogidHo 00 maxKux Yymos:

Y kaitunxkax Al ta I'3 posamiteHo umciaa, y SKux 30irarorbecs ABi
nu(pu, pol3TAIIOBaHI B UymMcjgaxX y PidHIA MOCTiJOBHOCTI.

Ywucsa B kiaitTuHKax B2 T1a I'4 CKIAJAIOTHCSA 3 00HAKOBUX MPbOX
yugp, ale MalOTh Pi3HI 3HaAUEHHA.

Yucao B KaiTunii A2 He nopiBHIOE 64, ajie B YOTHUPU pas3u MeHIIE
Bif umcsa, po3MileHoro B KJaiTuHIl Al.

Y uucai 3 kaitTuaKku B2 nBiui TpanaseTbes YMUCIO 3 KJIITUHKYU B1.
VY uwmcii 3 kaituaxku B4 € nBi 00nakxoeéi
yugpu, ane BoHU BigminHi Big BI.

V riaiturni B4 3anucano uuciao 36. 11234
Yucao 9 moTpibHO 3ammcaTtu B UETBEPTIii
KOJIOHIII.

¥ wxuiturni I'3 sanncaHo KBaApar ducia 3
KiitTuaku A4. Cyma mugdp uucia 3 KIiTuH-
Ku I'3 He € OCTaHHBOIO ITU(PPOIO BCiX UmMCe
i3 Ipyroro cToBIIA.

Yucao 1 3amucano B pAIKY B.

H|wW ||
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10. ITapue umcio i3 KaiTuaKYu B 6inbIe 3a mapHe Yucyao 3 KiaiTuaku I'2.

11. Knituuagu 3 umcnamm 100 Ta 256 He npuaszaiomv no diazoHani
OJHAa OO ONHOI.

12. Ocranui mudpu Bcix ymcen panka I' — pisHi.

, IR0 | [

PoboTa 3 TabnuuaMm Ta 300paxkeHHs MU B TEKCTOBOMY [,OKYMEHTI

'------------------------------------~
IIpomoHyemMO BaM HABUMTHUCS CTBOPIOBATA B TEKCTOBOMY IIPOIECO-
pPi peknamue 020n0uLeHHA.
SK 3pasoK Mm pasoM 3 BaMHu 3POOMMO OTOJIOIIEHHS IIPO IIOUYATOK
poboTu B HaIIOMY Jillel Pi3HMX T'YPTKiB Ta CEKIIi i 3amrpocuMoO BCix
OXOUMX OiTel MIKiIBHOTO BiKy BimBimyBaTu ix.
Byodv-sike 020/10WeHHS MiCMUMb MAKi OCHOBHI eJleMeHmu:
e Koporkuii (1-2 cioBa), aje sCKpaBUil 3aT0JOBOK;
® TOsSCHEHHA 3MiCTy OTOJIOIIEeHHS y hopMi Te3 (110 BU IIPOIIOHYE-
Te, IPOJAETE, IIIYKAETE TOIIO);

e aapecy Ta HOMEP KOHTAKTHOro Tejaed)OHYy Y ABOX BapiaHTax (ms
BiIpMBaHHS Ta TOM, IO 3aBXKIM 3AJHUIINAETHCA HA OTOJIOIIEHHI
y BUIAJKY, KOJU BCi iHIIIIi HOMepu BimipBYThH);

e emOsemy ab0 TeMATHUYHUII MAJTIOHOK (el eJIeMeHT € Heo0OB’s3-

KOBUM).
s------------------------------------'

Po6oTy 3i cTBOpEeHHS OTOJIOIIIEeHHA MOXXHA YMOBHO IIOJiJINTH Ha KiJlb-
Ka eTariB.

1. Cmeopiosanns mabauyi, y axiit 6yde po3miuLysamucs HauLe 020J10ULeHHAL.
¥V rexcroBomy nporecopi MS Word cTBOpiTh HOBUI JOKyMeHT. Byab-
AKUM BiTOMHM BaM CIIOCOOOM yCTaBTe B Iell TOKYMEHT TaKy TaOJUITIO:

Yeci momanbIni gil BUKOHYBaTUMEMO B ITilT TabGInIIi.

AN

2

CmeopiosatHs 3a20108KA 020/10ULCHHAL.
g boro BUKOHATE TaKy IIOCJiJOBHICTH Iifi:
e VY meplIioMy pAAKY CTBOpPeHOI Tab/uIli HAOGEepiTh TEKCT

Rueeso-Ilewepcoruii niyeii Ne 171 «Jlidep»,
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§ 3. Potboma 3 matwnysam 6 mekemobory mpoyecopi

a moTiM 3MiHITH 3HAUEHHS IIapaMeTpiB D) DJ,.L'/
IILOTO TEKCTOBOTO (hparMeHTa, Bim(op- %\)@m m“ II L”/@
MaTyBaBIIIN HOT0 BiAMOBiZHO IO HaBeze-

HOTO 3pasKa.

HomaiiTe g0 mepIoro pAaka Tabmam- Puc. 3.9. 06’exr WordArt
ni ob0’exkr WordArt, HaBemeHUN Ha

puc. 3.9 (06’ekm WordArt — 1ie TeKCTOBUI 00’€KT, CTBOPEHUHA
3a JIOIOMOTOI0 TOTOBUX e(eKTiB, IO AKOr0 MOKHA 3aCTOCYBa-
TH NONAaTKOBI mapamerpu ¢opmaryBaHH#A). g 1IHOro B MEHIO
Bcmaska BUKOHaWTe KOMaHAy MaawHok, a 3 IIiAMEHIO, IO
3’sABUJIOCA TIPU ITbOMY Ha eKpaHi, 06epiTb O6’exm WordArt (aua-
JIOTiUHY [Ail0 MOYKHA BUKOHATW, HATUCHYBIINW HA ITaHeJi iHCTPY-
MeHTiB KHOURY 4| Jodamu 06’exm WordArt).

YV Bikui Konerxuis WordArt (puc. 3.10) o6epiTh cTuiIb HaMUCy, II10
HaMOiIbIlle MigAXOAUTH IJIs 3arojIoOBKa oroJoirenus. HaTucHyBIIu
kHONKY OK, Bu mepelifieTe y BiKHO HAJIAIIITOBYBAHHS IIapaMeTPiB
TEKCTY HAIUCY.

Y BikHi 3mira mexcmy WordArt obepits 3i cnucky Ttun mpud-
Ty AJIs1 CTBOPEHHS HAIMNCY, BEIUUYMHY Ta HAKPECJIEeHHS HOTro JiTep.
Y moai Texcm BBeniTh TeKkcT 3arojoBka. HatucuiTh KHONIKY OK Ta
meperjsiibTe CTBOPEHUIT 3ar0JI0BOK.

Harucuirs Ha 06’ekti WordArt niBy kinasimny munri. Ha expani 3’sasu-
ThCA IIaHeJ b iHcTpyMeHTiB WordArt. 3a 101oMororo KHOIIOK ITiel ma-
HeJi BMIHMMO [OeAKi XapaKTepPHUCTHUKH CTBOPIOBAHOI'O 3aroJIOBKA.

Konekuia Wordart &|

EMOepiTE NOTRIBHKA CTHAE Hanmmoy Wordart:

Wordit| yordA"t wworcar, Wordart|Worgar

Worid | WordArt | WordAet v1o 2.+ Miordfiet

Wordin W ‘weaare | WordArt| WordAnt
i

Tradias

WordArt

2

WordAst

FAPAveR [~ oPrenE e ILE T R ALY TETY ]
[
o

L O J [CKacyBaTM ]

Puc. 3.10. Bikuo Konerxyis WordArt
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T lekcmobyst mpoyecs

1.

[l HaTucHyBIIN KHOIIKY j\ Menw «Texem-Pieypa» 1iei maneni, smi-
HiTH Ha BJIACHUM PO3CYI BUTJIAA (irypu, Y3I0BMK SAKOI PO3TAIIOBY-
BATUMEMO TEKCT 3aroJioBKa (y HaIlloMy BUMNAAKY TE€KCT BUTHYTHUI
JIOTOPM).

[ BuKOpPUCTOBYIOUM iHIII MOMKJMBOCTI ITi€el maHeJi iHCTpyMeHTIB, BuU
MosKkere 3MiHUTH (opmaTr rpadiurHoro o6’ekra, HOro posTallryBaH-
HA BiTHOCHO iHIIIOTO TEKCTY, BUPiBHATHU JIiITEPU 3arojOBKa 3a BU-
COTOI0, 3MIiHUTH HAIPAMOK TEKCTY HA BEPTUKAJIbHUN, MPUIHAUU-
TU iHIITe BUPiBHIOBAHHSA TEKCTOBOTO ()parMeHTa, 3MiHUTH BilcTaHb
MiXK JiiTepamMu 3aroJioBKa.

3. Yeedenns merxcmy 02040UWEHHS, YACMUHA AK020 € MAPKIPOBAHUM

CNUCKOM.

YV mepminii pAJOK CTBOPEHOI TaOJUI[LI BBENiTH TEKCT OTOJIOIIEHHS.

BigpemaryiiTe iioro Ta BimdopmaryiiTe Iieil TeKCTOBHUII ()parMeHT Bij-

IMOBiHO IO HaBEJEHOI'0 3pasKa.

( yCIX OXOUHX Oimeli WiKiIbHO20 6IKY B3ATH aKTUBHY y4acTb Y p06OTi2\
rypTKiB «Omimiiensy 3 Gi3UKH, MaTEMATHKH, IHPOPMATHKHI Ta XiMil;

ryprka «tOHuit 6iosor»;

T'ypTKa TeXHIYHOT TBOPYOCTI;

CTyzii 0aIbHOTO Ta CIIOPTUBHOTO TAHIIIO;

MY3MYHOI Ta BOKAJBHOI CTYI,

- & & & & &

XYI0KHBOI'O T'ypPTKa;

k* CIIOPTUBHUX TYPTKIB (TypH3M, Kapare, GyTOo, maxu, TeHic). )

4. Yeedenns ma po3amawo8y8anus 6 020J0uleHHi adpecu ma meJeQonis

0as 008i00K.

YV npyruit pAagok TabauIli BBeAiTh agpecy Jileio Ta KOHTAKTHUN Te-
ae(oH, PO3TallyBaBIIU IO iH(popMaIlito y IBOX CTOBHIAX.

ITepen Homepom Tesme)OHY BCTAaBUMO CHMBOJI, IO 300paskye TeaedoH,
Ta BimdopMaTyeMO Iieii TeKCTOBUM (pparMeHT BiAIIOBiZHO IO 3paska.

IIpusHauTre 3aJUBKY KJIITUHKU APYrOro CTOBIIIA IIOTOUYHOI'O PSAAKA
TaOJIUIIL CBiTI0-0iPI030BUM KOJILOPOM.

Hawa aopeca:
M. Kuis,
By Jleiinuusbka, 11-A

Jogioku 3a meneghonom:
@ (044)280-53-15
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§ 3. Potboma 3 matwnysam 6 mekemobory mpoyecopi

¥ 5 Cmeopwosanns 6idpuenozo Homepa meneony.

I 1IHOTO B IEPINIOMY CTOBIIL TPETHOTO PsSAAKa TaOJMUIli BBEmiTh
TaKuil TEKCT:

(044)280-53-15
3aHATTA B TYPTKax

YcraBTe cUMBOJI TesieDOHY IIepe] IIUM TEeKCTOM.

3MiHITH posTallyBaHHS IILOTO (hparMeHTa TeKCTy B KJITHHIII Ha
BepTHUKAaJIbHE, 30iJbIINBIIN 34 MOTPEOM BUCOTY TPETHOI'0 PALKA TabJIM-
mi (o6 O6yso BUAHO Bech TeKcT). IIpu3HauTe BepTHKAaJIbHE BUPiBHIO-
BaHHA TeKCTy B KJiTuHui ITocepeduni no yenmpy.

CkoriroliTe TeKCT 3 IIEPIIOro CTOBIIISA B iHII CTOBIIII IOTOYHOTO
pAnKa.

S

Yemasaanna memamuunozo manionka abo emoiemu.

Y mepmiuii psagoOK CTBOPEHOI TAOJMIII BCTaBTe MAaJIIOHKU 3 (DailiiB,
30epesKeHuX y MaTepiajgax Io ImigpydyHuKa. 3a morpedbu 3MiHITL sicKpa-
BiCTh Ta KOHTPACTHICTh yCTaBJIEHUX MAaJIOHKIB, Ipu OakaHHi gomaiiTe
o0MeKyBaJIbHI paMKH.

3MiHITE PO3MiIlleHHSA MAJIOHKIB BiIHOCHO MapKipoOBaHOT'O CIIHCKY.

11106 posmicTuTy OAWH MAJIOHOK YaCTKOBO 3a iHINWUM, 3MiHIiThH IIO-
PAmOK posMiineHHA rpadivamux 06’€KTiB Yy TEKCTOBOMY JOKYMEHTI.
s 11HOT0 JIiBOIO KJIaBiIIeio MuIlli 00epiTh HUKHE 300paKeHHs Ta Ha-
TUCHITH KHONIKY Maaweanns. Y MeHI0 00epiTh nyHKT Ilopsadok, mpu-
3HAYUBINY PO3MIITyBaTH 1€l 00’€KT Ha 3aA0HbOMY NAAHI.

YcraBTe MaOHOK i3 300pasKeHHAM OYHiBJIi Jilleio y APyruul ps-
Iok Tabauii. BukoHaBIIu 1110 Aif0, BU mobGaumTe, M0 AiMCHUHE po3Mip
MaJIlOHKa He BiAmoBizae morpibHOMY 3a 3paskom. TomMy 3MiHITH pos-
Mip MaJIlOHKa Ta PO3MiCTiTh HOT0 BiJHOCHO TEKCTY TaK, AK ITOKa3aHO
B OT'OJIOIIIEHHi-3pasKy.

IomatiTe KOJIBOPOBY PaMKY, IO OOMeXyBaTHUMe Ilefl MAJIOHOK.

N\

3MiHiTH BUTIAN MeXXK CTBOPEHOI TabGJUIli BiAMOBiAHO MO HaBEZEHOTO
3paska. 36epeKiTh oroJiomnieHHA y Gaiai ozosoweHHs.doc y BIacHim
marii.

So

“Bu omaHyBaJii MeTOAM CTBOPIOBAHHS OTOJIOIIEHHS, IIiATOTyBaBIIHN
Or'OJIOIIIEHHSI 34 HaBeIeHUM 3paskoM. IIpOMoOHyeMO BaM IIOIpPAIlIOBAa-
TU HAJ BJIACHUM OTOJIOIIEHHSIM, TeMaTUKy SKOTO BM3HAUTE CAMOCTili-
HO. Po3pobiasamoun iioro, KepyiiTecsa HaBeIeHOIO iHCTPYKIieo. Pe3yin-
TaTu poboTu 36epexkiTh y (aiiai moe_ozorowenus.doc. Ilo 3mosi pos-
OPYKYHTEe BIacHe OTOJIOIIEeHHS.
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yCiX OXOUUX dimeil WKinbHO20 6iKy B3STH AKTHBHY y4acTb y poOOTi:
ryptkiB  «Omimmiens» 3 i3ukH,
MaTeMaTHKH, iHOPMATHKHU Ta XiMii;
ryptka «tOHuit 6iomor»;
rypTKa TEeXHIYHOI TBOPYOCTI;
CTyil 6aJbHOrO Ta CIIOPTUBHOTO TAHIIIO;
MY3HYHOI Ta BOKaJIbHOI CTYIT;

XY/I0’KHBOTO T'YPTKa;

CIIOPTHBHUX TYPTKiB (Typu3M, kaparte, ¢yrOou, maxu,

TEHIC).

B (044)280-53-15

3aHATTS B rypTKax

Hawa adpeca:

M. Kuis, Joeioku 3a meneghonom:

By Jleiinmsbka, 11-A T (044)280-53-15
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