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Ypok 1. Buau nporpamHoro 3abe3nevyeHHs

Ilpozpamne 3abe3neuenns KOMI' I0Tepa Mae Taki BUJIM. CUCTEMHe TporpamMHe 3abe3rnedeHHs; ciyx0o-
Be MporpamMmHe 3a0e3neyeHHs; MPUKIIAJIHe porpamMmHe 3abe3nedeHHs (0us. MamoHoK).

CucTeMHe mporpamMue 3a0e3-

( MporpamHe 3|a6e3nequHﬂ ) nmeYeHHsl — e onepalliliHa cuctemMa

* + . . *en
1 mporpamMH, sIki BUKOHYIOTh HKITIT
CuctemHe ) MpuknagHe ) Cnyx60oBe porp uylots ¢y
................................... KepyBaHHA peCcypCamMu KOMII 10Tepa,
{ Windows { WMouse i { ApxigysanHs OaHux ' CTBOPEHHs KOIMiM JaHMX, MepeBipKu
§UniX i é Test-W2 E i BiOHO8EeHHS cucmemu g npale3a1aTHOCTI MPUCTDPOIB, HaJdaHHS
i FreeBSD i Kanbkynsmop : i llecopaemermauis Oucky patessiat 6 p poIB, Hall
¢ Linux { % Tekcmosul pedakmop | i mowo ; MOBIIKOK 1 0araro IHIIoro.
i MacOS : i [pacpiunuti pedakmop ) u Onepauiiina cucmema — 1e
i mowio i mowo i

Habip mporpaM, IO aBTOMAaTH4HO
3aBaHTaXXyIOTbCS TpPU  YBIMKHEHHI
KOMIT [0Tepa i kepye 00YHMCITIOBAIEHUMH MTPOLIECAMH, IPOrPAaMHUMHU 1 allapaTHUMH PecypcamH.

IIpuknaane nporpamMue 3aée3nevdeHHs 3a0e3reuye BUKOHaHHS HEOOXIIHUX KOPUCTYBady pooOiT.

Cay:xx6oBe mporpamMHe 3a0e3nmevyeHHsl NIPU3HAUEHe Il aBTOMATH3allil poOiT 3 MepeBipKy Ta Hasalll-
TYBaHHs KOMIT FOTEPHOT CUCTEMH, a TAKOX JUTs MOKPALLIEHHS pOOOTH CUCTEMHHX MPOrpam.

Dyukyii ma cknad onepayiunoi cucmemu

& Haiisaoichusiui npoepamu na xomn’ omepi, wo 3a0e3neuyioniv o020 npaye30amuic i
—ye npozpamu onepayitiHoi cucmemu.
OnepatiiiiHa cricTema 3abe3rneuye B3aEMOIit0 MPUCTPOTB 1 MPOrpam Mpy BUKOHAHHI 3371aH0T KOPHUCTYBa-
yeM poOoTu. BoHa 103BOJIsE TFOAMHI HE BHUKATH Y TOHKOIII POOOTH MporpaM Ta MPUCTPOIB KOMIT I0Tepa.

Ianens 3a0au i menio Ilyck

OnHuM i3 3ac00iB KepyBaHHs KOMIT IOTEPOM € MaHesb 3a/1a4, 10 BHU3Y ekpaHa, 1 kHomka Ilyck Ha Hill.
3a 70omoMoror KoMmaHI, 1o y MeHto IIyck, MOXKHa 3alycKaTH MporpamH, 3[iHCHIOBATH MOIIYK (aiiis,
3aBeplUIyBaTH poOOTY 3 KOMIT' FOTEPOM TOMIO.

[Nanenp 3amau npuszHaueHa i BiJOOpayKeHHs 3HAUKIB aKTUBHUX 3a1a4 (mporpam, BiJKPUTHX MAarokK i
JOKYMEHTIB) Ta IIBHJKOTO Mepexomy Mik HUMH. He3anexHo Bim 1X KiJIbKOCTI, MpAIfOBATH MOYKHA JIMLIIE
3 oJIHi€r0 3aa4eto (11 3HAUOK CBITIILLMIA 32 iHILI).

11106 mepeiiTh 1o iHIIOT 3a/1a4i, JOCTATHRO KJIAIIHYTH i 3HAYOK Ha TIaHeJi 3a1ay.

YV HaBeJIeHOMY MaJIFOHKY MaHelli 3a/1a4 300pakeHi ii elleMeHTH:

KH?HK& "yck" ELET axrgueHux 3aday Moet@ naxerns
‘i'ﬁVCKl = \é Inform-8 - Micr... || £ Mol KOMIBIOT... m| @ QJ@ 9:45 ‘
lManersnsb w\euOKoao 3anycky Obnacme noéi@omneHb

» kHonka ITyck — 0jis BIAKPUTTS FOJIOBHOTO MEHIO;
* namenb WEUOKOO 3aNyCKy — JUIS 3aITyCKy Hai4yacTille BAKOPUCTOBYBAHMX 3a/1aY;
* naHenb GKMUGHUX 3A0ay —MICTUTh 3HAYKH 33/1a4, aKTUBHUX Y TIOTOYHUI MOMEHT,
* MOBHA namesib — iHAUKATOP MOTOYHOT MOBH KJIaBIiaTypH;
* 0bnacms nogioomieHb —3HAYKHM PE3UICHTHHUX MPOTpaMm, SKi 3aImy1ieHi caMOr0 OMepaLiifHOI CUCTEMOIO.
JlocuTh MOJUBUTHCS HA NaHEN b aKTUBHUX 3a/1a4, 100 JAi3HATHCS, SKi MPOrpaMu 3amylieHi Ta sKi Manku
YW TOKYMEHTH BIIKPHTI.
Oobnacmp nogioomaeHy
[NpaBopy4 Ha maHesi 3amay 3HaXOAUTHCS OOJACThH TOBIIOMIICHD, FHaYKU pﬁsuﬂemrmux npozpam
i BUIIIS 3a/IEKHTH Bifl KUTBKOCTI PE3HICHTHUX MPOrpaM, Lo 3arycKa- T | |$ | E :'j @/18'54
IOThCS Pa30M i3 TIporpaMami OrepaLiifHOi CUCTEMH i MPALOIOTh, TIOKH . e j
BBIMKHEHHWII Kowmm'totep. Hampuknan, mnporpaMud  aHTHBIpYCHOTO d/
3aXHMCTY, CMJIKYBaHHS B [HTepHeT TOLIO

Pezaynweauda zeyky oduuHun

027140 201061020 MeHIO

Ha poGovomy cTosi 3HaxXoAAThCs 3HAYKM JIMIIE OKPEeMHUX Mporpam, rnarnok abo nokymeHTiB. IloBHumit
nepeJtiK Mporpam, CUCTEMHHX TMaroK TOLIO MOYKHA 3HAWTH B TOJIOBHOMY MEHIO.

{06 BigkpuTH rojoBHE MeHIO, Tpeba Ha MaHeNi 3afay KIauHyTH KHOTKY «IIyck» abo HaTUCHYTH Ha
KiaBiaTypi crienianbHy kiaiury #. [Ipu iX MOBTOPHOMY HATUCKAHHI FOJIOBHE MEHIO 3aKPUBAETHCS.
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lonoBHe MeHIO Mae Bi KOJIOHKH. Y BepXHill YaCTHHI JiBOT KOJIOHKH 3aKpiljieHa 00JIacTh mporpam, ski
3aB)KAM 3HAXOMATHCS B MEHIO HE3aJeKHO BiJ YacTOTH 1X BUKOPUCTAaHHs (IMB. Ha MalltoHKY <«IHTepHeT
Internet Explorer», kiekrpoHHas novra»).

Leit criucok MOkHa TIOMOBHUTH, MEPETATHYBIIH CIOIH MIKTOrpaMH MOTPIOHMX Mporpam YM Marmnok.

Hwxue 3HaxonsThest 3HaUKK porpam, siKi BAKOPUCTOBY-
toThes wacto (Ous. na yanonry). samin

Leit CITMCOK ibopMyeT.Lc;[ i 3MIHIOETBCSI aBTOMATHYHO. (2 tereprer ) v aoeywenrs
BHH3y JIIBO1 TIAHEJI1 TOJOBHOIO MEHIKO 3HaXOAWUTHCA J Internet Explorer .
. . L | Mo ocTanui
kHonka Yci npozpamu (Bce npoepammbl), 3a JOTIOMOTOIO SIKOT - L5 nowymenty .

; : w e -

BiJIKDUBA€TBCS MEHIO MpOrpam, IO BCTAHOBJEHI Ha i oo D rsamai
) . B

KoMt totepi (0us. oani).

. =)
IlpaBa yactnna MeHio «lIyck» MICTUTb 3HAYKU CUCTEM-  JON goareh ek
HMX TanoK JUli BHUKOHAHHA BCIX MOMIJIMBHMX pOOIT Ha = g‘gwﬁ s
koM’ totepi (3Hauok P mpaBopyd Bia Ha3BU 06’ €KTa 03Havac, —
: s . Microsaft Office Word ‘,J MepexHe 0TOYEHHA
LIO MPH BCTAaHOBJIEHHI BKa3iBHMKA HAa HbOMY BIIIKPUBAETHCA 2003 -

JIOJTATKOBHH CITHCOK):
* Moi 0okymenmu — njis 30epiraHHs JJOKyMEHTIiB KOpHC-
TyBaua,

‘@ MaHent KepyBaHHa
7-Zip File Manager

(i }, BeIG0p nporpant no
YMONHSHHHD

® FE &

* Moi manonku — 171 30epirants rpadiuHux ¢aiimis; Tnkscape @ o .
* Mosa my3uka — 71s 30epiraHHs My3W4HUX (aiiiB Kopuc- %
. L w4 MpuHTEpH A thakok
TyBa4a, 54 --. Construck =
* Miii komn’ 1omep (Moii KoMnviomep) — Hajae OCTYN 10 a2 Q) reescars o
JTUCKIB 1 ManoK Ha JAHOMY KOMIT FOTepi; . ~
GIMP 2 b
o Mepexncue omouennsn (Cemesoe oxpyosicenue) — Hajae u f) st
JOCTYII 10 JUCKIB 1 MaroK Ha KOMI' l0Tepax y Mepexi, T =77 Bcnsni.

* Ilanenv kepysannsa ([lamens ynpasnenus) — RO3BOIISIE
HaHaFOIDKyBaTI/I MO)KJ'[I/IBOCTi KOMH, l'OTepa; SaBEpLIEHHA CESHEY @ BHMEHYTH KOMM'HTED

o Miokniouenns (Ilooxnouenue) — MiCTUTH CITUCOK Hasla-
FO/PKEHHX MiKITIOUYeHB 10 KOMIT I0TepHOT Mepeski [HTepHeT;

o IMpunmepu i ghaxcu — BinoOpaxkae NMPUHTEPH 1 HakcH, IKi BCTAHOBIICHI Ta JI03BOJISIE BCTAHOBUTH HOBI;

o Josioxa ma niompumra (Cnpaska u noooepoicka) — BIIKpUBA€E BIKHO JOBiKOBOT cucTeMu (IUB. Aaji);

* 3uaiimu (Ilouck) — BinKpUBa€e BIKHO [T BCTAHOBJICHHS MapaMeTpiB MOIyKy (aiIiB i narnok;

* Bukxonamu (Bvinonnume) — BiIKpUBAaE BiKHO JJIs 3aIyCKy IPOrpaM yepe3 KOMaHIHHI PSIOK.

Kuonka Buxio iz cucmemu (Boixoo u3z cucmemut) Npy3HaYeHa 1J11 BUKJIUKY BiKHA 3 JIBOMa KHOMTKAMHU:
3minumu xkopucmyesaua (Cmena nonvzoeamesnss) — NO3BOJISE IHIIOMY KOPUCTYBayeBi YBIWTH B CHCTEMY,
3aJIMIIAI0YM BiIKPUTHMHU aKTHUBHI MPOrpamMu MOMepeaHboro KopucTyBaua i Buxio (Bwixoo) — 3akpuBae BCi
aKTHMBHI MPOrpamMH i 3aBepIIye ceaHc poOOTH MOTOYHOro KopucTyBaya Windows.

Kuorika Bumknenua (Boikiouenue) BinkpuBae BiKHO Bumkuenns komn'tomepa (Buikniouenue
KOMRNbIomepa) 3 TpbOMa KHOTMKaMH, 3a JOTMOMOTOI0 SIKMX MO)KHA MEPeHTH B PEKUM OYiKyBaHHS, BUMKHYTH
abo0 nepe3aBaHTKUTH KOMIT FOTEp.

3anyck npozpam
B onepartiiiniii cuctemi Windowse kisibka BapiaHTiB 3aycKy Mporpam, OCHOBHI 3 HUX TaKi:

* 3 rosoBHOTO MeHIO: «IIyck» = Yei npocpamu («Ilyck» = Bce npocpammpl) —y MEHIO, IO BiKPHETHCA,
KJIAIHYTH Ha Ha3Bi MOTPiOHOT mporpaMu abo WTH Jami y BKJIaJieHI MEHIO, Harpukiian, Yci npozpamu
= Cmanoapmui = Chyaucoosi,

* 3 MaHesi LUBUIKOro 3aIycKy, 10 Ha MaHei 3afa4 — KIaHyTH SpJIUK MoTpiOHOT Mmporpamu,

* 3 pobOYOro CTOJTY — ABiUi KJIAUHYTH Ha SPJIUKY MPOrpamMu.

MumarHs Onsi caMOKOHMPOJHo:
Hassimb eudu npozpamHo20 3abesneqyeHHs1 KOMIT'omepa.

6
Onuwimb npu3Ha4yeHHs onepauyitiHoi cucmemu. 7
Hassimb npusHadyeHHs npuKknadHux npoepam. 8
9
1

Ak nodusumucsi nomo4Hi 4ac i 0amy?

SKum YuHOM ecmaHosumu nompibHy mosy?
Onuwimb cknadosi YaCMUHU 20/108HO20 MEHIO.

Sk 3arnycmumu nipoepamy i3 MEeHI0 «YCi npoespamu»?
0. Ak doGamu Apnuk npoepamu Ha poboyul cmin?

Lo i Ons Yo2o Micmume raHesb 3ad0ay? .
Lo 3Haxodumuck 8 obracmi nogidomMneHb?

agpwhRE
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Ypok 2. OCHOBHiI TUNU BiKOH

& Bixnom y Windowsnasusaiome npamoxymmy o6iacme ekpana, SIKa Mae 3acoou
051 Kepysanus Heto (3a201080K, KHONKYU MOWO).

[1ig yac poboTu Ha KoM 1OTepi Yac BiJ yacy Ha eKpaHi 3’ ABJISAIOTbCS BiKHA Pi3HUX THITIB!
* npuK1aOHi —BiKHA IPOTpaM Uil BUKOHAHHS [IEBHOI po0OTH;
* 0ian0206i —BiKHA JJIsl BCTAHOBJICHHS TapaMeTPiB KOMaH/T;
* iHghopmayiiini — BikHA 3 TIOBIJOMJIGHHSIMU TPO CTaH CHUCTEMH, NPUCTPOIB, Xil BUKOHaHHsA poOOTH, a
TaKOK 3 MONepeLKEHHIMHU PO aBapiiiHi cUTyalii,
* @IKHA nANOK — BIKHA JMCKIB i MAroK;
* nionezni gikHa y BIKHAX MPUKJIAJHUX MPOTPaM.
3 MpUKJIaAHUMU BiKHAMHU BH BiKe MPALOBAIN, KOPUCTYIOUHCH TPEHAKEPAMH 1 KaJIbKyJIsiTopoM. Po3ris-
HEMO CTPYKTYPY 1 BIaCTHBOCTI AialoroBux Ta iHpopMaliifHUX BiKOH.

Hianozo06i sikna
Jianorosi BikHa nMpu3HayeHi i BCTAHOBJICHHS MapaMeTpiB KOMaH/, BIACTUBOCTEH i pexrMiB poOOTH
mporpaM i mpucTpoiB Towlo./lianorose BiKHO 3'sBJSIETbCS Ha €KpaHi Ml yac BUKOHAHHS KOMaHIM, sKa
BHUMarae BBeJICHHs 0JIaTKOBOT iHpopMarii. 3 AiajJoroBMMy BiKHAMU MM 3HalioMUiIKCs y 5 kiaci npu po6oTi
3 TEKCTOBUM pelakTopoM «BJIOKHOT» i rpadiuHuM pepakropom Paint
Sk mpaBwII0, AlasIOrOBe BIKHO MA€ TaKi KHOIKU:
¢ OK —BCTaHOBUTH BHECEHI 3MiHHU, 3aKPUTH JiaJlOrOBE BiKHO;
e 3acmocysamu (IIpumenums, ApPPlY) — BCTAaHOBUTH BHECEHI 3MiHHM MapamMeTpiB, 3aJMIIUTH JiaoroBe
BiKHO BiJIKpUTHM;
* Cracyeamu (Ommena, Cance) —3aKpuTH Aialiorose BikHO 6€3 BHECEHHS 3MiH.

Enevenmu kepyeanna 0iano206020 sikna

EnemeHnTn kepyBaHHs ialoroBOro BikHa MpU3HA4YeHi i BCTa- i_[
HOBJIEHHS TOTPiOHMX TmapameTpiB KomaHI. Bumm enemeHTiB |
KepyBaHHA  pPO3MJIAHEMO Ha TMPHUKIA[I  [ialoroBOro  BiKHA
Hapamempu 3acmasku «O0 eEMHUL mMeKCm».

o6 BimkpuTH Horo, MOTPiOHO: BUKJIMKATH KOHTEKCTHE MEHIO Ha Pofouomy cmoni, B HboMy BUOpaTH
komaHny Baacmusocmi (Ceoiicmea) — 3’ siBuThes BikHO EKpan — eiacmueocmi;, y HbOMY BiIKpUTH BKJIAJIKY
3acmaexa; nani Bimkputu cnucok 3acmasxa (Ous. manionok), BUOpatu OO eMHUIl meKcH, TICNsS YOro
KJalHyTH Ha kHomui Ilapamempu.

Mapare TP 2acTases "0 G csHni TeRCT
OCHOBHI ~ eJleMEeHTH  KepyBaHHs T
JiaJIoroBOro BiKHA Taki: : M e

* Bknaoka  noriomarae  BiIKpUTH € CY ep—
noTpiOHY CTOPIHKY JialloroBOro BiKHA.

L[o6 BimkpuT 00OpaHy BKJIAJKY, JTOCUTh
KJIAIHYTH Ha i1 Ha3Bi.

* Komanona KHonka Mae TIpIMOKYT-
Hy ¢opMy 1 MICTUThL Ha3By [ii, sKa
BUKOHYETHCSl TIPH KJIAI[aHHI MUILIEI0 Ha
KHOMUi. /Jlug. Ha MamoHKy KHONKH
Cracyeamu, Buopamu konip.... Sxuo
Ha3Ba Jil 3aKiHYYEThCS 3HAKOM «...», TO
MpY KJIallaHHI Ha Hili Oyje BiIKpuTe Ie
OJTHE /1iaJIoroBe BiKHO. J R

e I[lone mae BUTJSAL PaMKH, Yy SKy | J'\lm
MO’KHA BBECTH TEKCT.

e [lone 3i cnuckom. Y TOJi 3HAXOAWUTHCS MOTOYHE 3HAYEHHS i MpaBOpyY KHOMKa Y , MPU KJlalaHHI Ha
SKil BIZIKPHUBAETHCS TEPENTiK MOXITMBUX 3HaUYeHb (Oug. Binkputuii criucok Tun odepmanna:). Ciucok Moxe
OyTH BEJTUKMM, TOi BUAHO JIMLIE HOTr0 YaCTHHY, i MPaBOPYY 3’ ABISETHCS CMYyra MPOKPYTKH 3 OIryHKOM AJist
nepecyBaHHs B3JIOBXK crucKy. KopucTyBady 1ocHTh BUOpATH MOTPiOHE 3HAYCHHS.

o JTiyunpHuxk Mae y 1ojii OTOUYHE 3HAYCHHS i KHONKK ¥ . [Ipy HaTHCKaHHI Ha Biz-
MOBIJTHY KHOMKY 3HAYeHHS y BiKHI MOXHA 30iIbIIUTH “ abo 3MEHUUTH ¥ [0
HeoOXinqHOro. MoKHa Tako)K BBECTH 3HAYCHHSI 3 KJIaBiaTypH.

[ Komandn sromu |

|HTepEan: 5 |=E
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e IIpanopeub Mae BUIIIS] KBAaJPaTHOTO BIKOHIIS 3 Ha3BOKO Mapamerpa mopyd. Jlis foro BcTaHOBJIEHHS
CJIi/T KJAIHYTH Y BiKOHIII, 00 3’ sIBWJIAacs TIO3HAauKa Y , Ui 3HIMAaHHS — KJIAIHYTH, 0100 MO3Ha4YKa 3HUKIIA.

o [lepemukay cxiagaerbes i3 BOX abo Oinbllie KPYrJIMX BiKOHEUb 3 Ha3BaMu napameTpiB nopyd (ous.
onuito Texcm). 11106 BUOpaTtH 0OmHe i3 3Ha4YeHb, Tpeba KIALHYTH Y BIAMOBIAHOMY BIKOHI: Y HbOMY
3’ IBUThCS Kparka, a iHIIi BiIKOHLIS 3aJIMIIATHCS YUCTUMHU.

* Pecynamop npu3HavYeHUH 1151 IOCTYMOBOT 3MiHH BEIMYMHM mapamerpa (Ous. omiiito Po3mip), 1uis 4oro
HeoOXiaHo nepemicTuTH T1063yHOK perynasTopa J1iBOK0 KHOMKOI MUILLII.

Bnacmusocmi gaiiny, nanku ado apauxa
Jlna orpumanHs iHdopmallii npo 3aeanvui 61a-
cmusocmi Gaiiny, nanku abo spivka, HOTPIOHO BU- | | Manens saeasts | Mera "Myee”
KIIMKATH ~ KOHTEKCTHE ~MCHIO  Ha BiI[HOBiI[HOMy. .,
3Ha4Ky, i BUOpaTH y HbOMY KoMaHay Baacmueocmi
(Csoiicmea). B nianoroeomy BikHi, [0 BiAKPHETHCS, W— oG & | 3 welome...
KJalHyTH Ha BKiaaaui 3azansni (Obwue).
Jlo 3arajlbHHUX BIaCTUBOCTEMN BiTHOCSATHLCS:
* [iKTOrpama, Ha3Ba 00’ €KTa,
o uwisx 10 ¢ainy (manku, spivka);
* o0cAr i BMicT (17151 manku);
* nara CTBOpeHHs (peaaryBaHHs) Ta iHIIIi.

BnacTtueocTi naHeni zaegadb i meHw “Tlyck™

SaKPINKTH NaHeME aE4aHE

B TOMATHYHD NpHXOEYEATH NAHENE 38E645HE!

BiaoSpaxaTH NaHeNk 3a643HE NOBEY iHWLKY BiKOH
|:| CpynyEATH CXO%i KHOMKK NaHENi 3388aHE

Big00panaTH NaHens WEHAKOrD Sary Ky

. . . CANACTE CNOBIWLEHE
Bracmueocmi naneni 3agoans i menio <Ilyck»

11106 neperasHyTH BJIaCTUBOCTI MaHei 3aB/IaHb
1 MEHIO HyCK, Tpe6a BUKIIMKATHU KOHTEKCTHE MCHIO
Ha TaHesl 3aBAaHb, y SKOMY BHOpaTH KOMaHIy
Baacmueocmi (CSOL?CWZ@CI). 3’ ABUTBCS ,Z[iaJ'IOFOBC MosHa =an05irTH 38X apaLUEHHI 0B NACTI CNOEILEHE, NPFXOEYHIUM
. . . . IHAYKH, Ak DCTEHHIM Y4aCoM HixTO HE KNaUae,
BIKHO Bnacmueocmi naneni 3aeoanv i MeHIO
«Ilyck» 3 TaKUMU BKJIAJIKAMU:

BiaoSpamaTH roAHHHKEK

[ NpHyoBYEaTH HEBHKOPHCTOBYEAH] 3HAHKH

Bxnanka Ianens 3a60ans MicTUTb NPanopui:

* 3akpinumu nanenv 3agoamv  (3axpenumv [ o | [ cracysamn | [3acrocysamm
nauens 3a0au) — NPU BCTAHOBJICHOMY Mpamnopii
HEMOJKJIMBO 3MIHUTH TOJIOXKEHHS MaHelli 3aBJaHb Ha eKpaHi.

* Asmomamuuno npuxogyeamu nameasy 3aeoanv (Asemomamuuecku cKkpvleame nameiv 3a0ay) — NaHelb
3aBlaHb 3’ SABIISETHCS, KOJIM MEPEeBECTH BKA3IBHUK 3a HW)KHIM Kpail eKpaHa, i XOBaeThCs, KOJIM BKa3iBHUK
3HAXOJ/IUThCS HA EKpaHi.

* Bioooparicamu nanenv 3asdans nosepx inuiux sikon (Omodpadcams nanensv 3a0ay nOGepx 0Cmaiv-
HbIX OKOH) — TIaHeITb 3aBaHb BUIHO, a KOJIHM 3HSTH Mpanopelb — ii 3aKpUBaTUMYTh iHLII BiKHA.

o I'pynysamu cxooci knonku nameni 3aedamv (I pynnuposame cXoouvie KHONKU...) — TIPU 3HATOMY
Mpanopiii Bei BIIKPUTI BikHA Oy1yTh BiloOpaskeHi Ha MaHelli 3aBIaHb OKPEMUMH KHOTKaMHU.

* Biooopaxcamu nanens weuoxozo 3anycky (Omobpadicamv naneiv 0Ovicmpoeo 3anycka) — TpH
BCTaHOBJICHHI Mparnopis Oyae BigoOpaxkaThcs NaHeb LIBUIKOTO 3aMyCKy.

* Bioooparxcamu 200unnux (Omobpascams uacel) — NP BCTAHOBJIEHHI Mparopiis B MPaBOMYy KiHIIi
naHeti 3aB1aHb Oye 3HaXOAUTHCS TOJUHHHUK.

Bxnanka Mento «Ilyck» MicTUTb EpeMHUKaY:
* Mentw «Ilyck» — HOBUH CTWIIb MEHIO, IO cripoulye AocTyn Ao Internetra mporpam, ski BUKOPUCTOBY-
I0ThCSl HalfyacTile.
*  Knacuune menio «Ilyck» — sx 'y nonepennix sepcisx Windows i
[Ticns BcTaHOBIIEHHS OakaHWX 3HAYeHb HEOOXITHO KJIAHYTH
KHOTIKY <« Ipumenums» abo «OK>.

'f TekcT v dafini CAMNaHA Ha niTo.kxk ByE sMiHEHHH.
.

SOEPErTH SMIHKT

Ingpopmauiiini sixkna

IHdopmaniiini BikHa BHUBOJSTBCA Ha €KpaH oOrMepaiiiHo
CUCTEMOIO 0e3 yuacTi KOpUCTyBaua.

Hanpuknan, mig yac po6oTu TekcToBoro penakropa biaoknom moxe 3’ iBUTHCS 300pakeHe Ha MaJlFOH-
Ky iHpopmMmartiiiHe BikHO. [Ij1st pearyBaHHs Ha MOBiJioMJIeHHs BikHO Mae kHonku (tyT Tak, Hi, Ckacyeamu).

MMumaHHs1 Onsi caMOKOHMPOIJIIO:

[ 1 [ Hi ] [ CKATYEATH

1. Haseimb gikHa, IKi MOXymb 3'58UMUCS Ha eKpaHi. 6. Sk enawmosaHull NiYUNIBHUK? 51K HUM KOopucmysamucsi?
2. Konu i 0ns 4o2o Moxe 3'sssumucs Oianoeose 8iKHO? 7. [nsa 4oeo sukopucmosyemscs rnpanopeyb?

3. Aki enemeHmu KepysaHHs bysaromsb y dianio2o8ux sikHax? 8. [lnsi 4020 suKOpuCMo8yemMbCs nepemuKay?

4. [ns 4oeo npusHayeHi eknadku 0iano208020 8ikHa? 9. Sk disHamucek ripo enacmuesocmi ¢haliny, narnku abo spnauka?
5. Sk kopucmysamucsi nonem 3i CriucCKom? 10. Konu Ha ekpaHi 3'sen1stombcsl iHghopMmauiliHi eikHa?
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Ypok 3. PopmyBaHHA poboyoro crony

Burnsag po6oyoro cTosy MO>KHa 3MIHIOBaTH 3aJIeXKHO Bij mMoTped kopucTyBada. @opmyroTs pobounit

CTIJI 32 JIOTIOMOT OO JIiallorOBOTO BikHa EXpan — enacmueocmi.

Hianozoge sikno «<Expan — enacmugocmi»
OcobnuBocTi poOOTH 3 IiaIoOrOBUMH BiKHAMH PO3IIIsIHEMO Ha Mpukiali BikHa Expan —enacmueocmi.
BikHo Expan — enacmusocmi (Ceoiicmea:. Dxparn) MOXKHA BiTKPUTH OJHUM 31 CMTOCOOIB:

* BigKkpuTH BikHO Miit komn' lomep, Ha niBii naneni suOpatu Ilanens Kepyeamus, nani y BikHi IBivi

OKpeMHUX CTOPiHOK (Ha MaJIFOHKY — BEPXHil

KJalHyTH Ha 3Hauky Expan (0us. manionox); S~

subpatu komanny Ilyck = Ilanenv Kepyeamms, nani y BikHi JBidi KJalHyTH Ha | EtpaH
3Hauky Expan; -

KJIAIHYTH 1pA6ok0 KHOIKOKO MUIII Ha BUTBHOMY Miclli Po6ouozo cmony i B KOHTEKCTHOMY MEHIO, IO
3’ IBUTbCA, BUOpaTH KomaHay Baacmu-
eocmi (Ceoticmea). Expan - gnacimeocTi
BikHO Mae BKIaaKM AJis BiIKpUBaHHS

(bparMeHT) i BUKOHAaHHS BiMOBIAHMX Tii:

Temu — BUOpatu Temy odopmieHHs Podouozo cmony («Knacuuna», ANindows XB tomo). [1pu
3MiHi TEMHU MOXYTb OJHOYACHO 3MIHUTHCH 0arato mapameTpiB. po3MipH HAIUCIB y BiKHaX,
3HAYKIB Ha eKpaHi, HOHOBHI MAITIOHOK i T.JI.;

Poébouuit cmin —BctaHoBUTH BUOpaHUil MatoHOK (GoHy Ha Podouomy cmoni,

3acmaexa — BuOpaTu 300paXkeHHs, sKe 3’ ABIATUMETbCSA HA €KpaHi uepe3 MeBHHWH yac Oe3issIbHOCTI
KOpHCTyBaua,

Odghopmaenna — BCTAaHOBUTH MapaMeTpH pudTy, KOIbopH, po3Mipu 00’ extiB Pobouozo cmony;

Ilapamempu — BCTAaHOBUTH 15l €KpaHa MOHITOpa KOJIpHY MaJiTPy i po3AiibHY 30aTHICTb.

Temu odpopmnenns podouozo cmoy
Tema — ue Habip, 10 AKOTO BXOJATH (OH; 3acTaBKa; po3Mip mpUdTy; HAOOPH 3HAUKIB, BKa3IBHUKIB, Ta

3BYKIB JIJISl CHCTEMHUX TOiMH, IKi BAKOPUCTOBYIOTLCS IS O)OPMIICHHS BUTIISAY pOOOYOro CTOy.

Ha eKpaHi KoMI'ioTepa 3'ABISATUMETbCS pyXOMe 300paKeHHS, TaK 3BaHA [lactaska \
3aCTaBKa. Tpytonpoeia [Direct3D) N
Jlnst BUOOpY 1 BCTAaHOBIIGHHS 3aCTaBKU TpeOa BUKOHATH TaKi JIii: [Her]

{00 3MiHUTH TeMy NOTPiOHO:

Bcmanosnenna drony podouozo cmony
Jns BcTraHOBNEHHs GOHY poOOYOro CTONY BUKOHYIOTh TakKi Aii:

K.nacK4Ha
[HWi TerM B |HTEpHETI...
BiIkpuTH BikHO EKpan — enacmusocmi, [ [Ornag...

—— e e
BinkputH BikHo Expan — enacmueocmi; : Tema: :
BiAKpUTH BKIAnKy Temu; || Windows XP v
BigkpuTu crimcok Tema i BuGpatn notpibny (na man. Knacuuna), : Windows <P
KJIaLHYTH Ha KHONIi 3acmocyeamu. | |MoA noTouna Tema

| [#indows =P

I

I

BiJIKPUTH BKIAAKY Podouuil cmirn;.
BHUOpaTH MAJTIOHOK 3i criucKy DoHOGUIl ManioHOK. Y BEpXHiil YaCTHHI BiKHA MOXKHA MOOAYUTH, K BiH
BUIIIATAE;
y crucky Posmawysannsa (Pacnonoscenue) BuOpaTH OAMH i3 BapiaHTIB PO3MIllEHHS MaJllOHKA Ha
eKpaHi;
miaTBepaAMTH BUOIp, KiauHyBu 3acmocyeamu ado OK.

Bcmanosnenna sacmagku i

MoskHa 3poOUTH Tak, 1O Micas ASSKOro 4acy Oe3dissIbHOCTI KOpHCTyBaya Biokpumu C”“QOK

CE— . - . Windows XP
y BikHi Ekpan — enacmugocmi BiIKpuTH BKIIAJKY 3Acmagka; Bl Qg

BIAKPUTU CUCOK 3acmaeka, BuOpatu NoTpiOHY Ha3By, KJIALHYBLIM Ha Hill |l eomeTpusnui sansc

0 . K.pisk BCECET
( ue. MCUUOHOK), Niratoul npegreTi

Ha JYWIbHUKY Inmepean BCTaHOBUTH uac Oe3MissIbHOCTI KOpUCTyBaua, |Meraropposi
IICJIS SIKOTO 3’ IBUTECS 3aCTaBKa, MNpeseqTauia "Mal mManoHkK’

MeperJITHYTH 3aCTaBKy, HATUCHYBIUM KHOTIKY IlepeznAao,
HaTUCHYTH KHOTIKY OK.
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3mina po3mipy wipudhmy i 3nauxie
{06 3minuTH po3mip wpudTy A1t 00’ EKTIB pOOOUOro CTONY 1 BiKOH Tpeba BUKOHATH TaKi Hii:
e BigkpuTH BkIaaky Ogopmaenns (Ogopmnenue),
* BigKkpUTH criucok Pozmip wpugpmy (Pasmep wipugma), y sskomy BHOpaTH NMOTPIOHMIA, KIAHYBIIH Ha
Ha3BI;
* HaTUCHYTH KHOTIKY 3acmocyeamu ([Ipumenumy).
3mina po3mipy 3naukie
Po3mip 3HaukiB poOouoro croiay Moxke OyTH 3BMYAMHWUM 1 BENUKUM. J{ns 3MiHM pO3Mipy 3HAuKiB
poGouoro cToy Tpeba BUKOHATH TaKi Jii:
* Biakputu BkIaaky Ogopmnenns (Opopmnenue),
* KJIaHYTU KHOMKY E¢hexmu — BinKpUETHCS MiaoroBe BiKHO;
* BcTaHOBUTH (200 3HATH) Mpanopeub 3acmocysamu eenuki snauku ([Ipumensmo Kpynnvle 3HAYKU);
* HaTUCHYTH KHOTIKY OK.

Po3zoinbna 30amnicme expana

PosninbHa 3natHicTs (Paspewienue 5Kkpana) BU3HAYAETHCS KiJbKiCTIO TOYOK (IMiKCesiB) Ha eKpaHi.
Takux mikcenie Mmoxke Oytu Big 640<480 (ipwi nmapamerpu) no 16001200 i Ginbime Ha MOHITOpax 3
KpAIol0 PO3ITLHOIO 3/IATHICTIO 1 3 BEJIMKUM €KPAHOM.

[TapameTpu po3aiIbHOT 3IATHOCTI MOXKYTh OyTH TAaKUMU:

800x600nixcenis CraHgapTHa po3/UIbHA 3/1aTHICTb.
BuKoOpUCTOBYETBCS, KOJM HA €KpaHi OJTHEe BIKHO.
1024x768nixcenie 300paxkeHHst 00’ €KTIB Oy/yTh MEHIIMX PO3MIpiB, 1100 PO3MICTUTH Ha eKpaHi
KiJIbKa BiKOH.
1280<1024nixcenis 300paxkeHHss 00’ €KTIB Ha €KpaHi 4YiTKO BHAHO JO JpiOHUX JeTayel.
BukopucToByeThes 111 poOOTH 3 BUCOKOSAKICHOIO Ipadikoro Ta MyJIbTHMEIIA.
1600x1200nixcenis 300paxkeHHsI 00’ €KTiB Ha €KpaHi YITKO BHIIHO JI0 HaWapiOHIMMX netajei.

BukopucToByeThCS U1 pOOOTH 3 BUCOKOSIKICHOIO TpagiKolo.
HoyTOyku, nnaHmeTH, MOOibHI Telle)OHU MOXKYTh MATH 1HIII MapaMeTpHr PO3IiILHOT 37aTHOCTI.
30iabIIIeHHs] KIJIBKOCTI MiKCENiB MPU3BOAUTH JIO TOTO, 10 300pakeHHs CTAIOTh YITKIITUMH | MEHIIUMH
3a po3MipoM. 3HaueHHs PO3AILHOI 3AaTHOCTI BUOMPAIOTh Y 3aJIEXKHOCTI BiJl XapaKTEPUCTHK BillEOKapTH,
30py KOPUCTYBaya i po3MipiB ekpaHa.
{06 3MiHUTH pO3MiNbHY 3MaTHICTh, TpeOa BUKOHATH TaKi Jii:
 Biakpuru Brianky IHapamempu;
* NOBIIbLHO TIEPETATTH TMOB3YHOK peryjstopa Posdinbha 30amuicme expana (Pazpewenue skpana) no
HACTYITHOTO 3HAYCHHS;
* KJIALHYTH Ha KHOMKax 3acmocysamu ([Ipumenumv) abo OK.
SAxuio onepatiist 31 30UTBLICHHST PO3IJILHOT 31aTHOCTI Ballach, PO3MipH poOOYOro CTONY 3MiHAThCA, |
JUTS X 30epeskeHHs Tpeba y BiNOBiAb HA 3alUT KJIAIHYTH Ha KHomli Tak.

HKicmb nepeoaganus KoJaivopy
JInst KOJIbOPOBUX MOHITOPIB BCTAHOBJIIOETHCS SIKICTh TiepenaBaHHs Koybopy: cepeans (16 6it) — 6iu3b-
KO 65’5 TUCAL KOJILOPIB 1 BIHTIHKIB' a.60. H%HBI_/Ima FPozninkHa s0aTHICTE ekpaHa AkicTe KoMEOponEpEn Yl
(326iTn) —6aM3bKO 4,3 MIIp/I. KOBOPIB i BiATIHKIB. e o} e

Halie1wa [32 dira) w

Jnis 3miHM KonipHOT mamnitpu y cnucky Akichp
Konvoponepedaui (Kauecmso ysemonepeoauu) i
BUOpaTH NMOTPiOHE 3HAYCHHS.

lMumaHHs ons CaMOKOHMPOIJIHO:

Axkum YuHoM 3miHumu suensd Pobo4ozo cmory?

LLjo moxe cnyxumu ¢gpoHom Pobo4yozo cmony?

Sk ecmaHosumu nompibHuli gpoH Pobovyoeo cmony?

Ak subpamu i ecmaHosumu nompibHy 3acmasky?

Sk ecmaHosumMu 4Yac, ricrs sIKo2o 3'96/15embCsl 3acmaska?

1280 Ha 1024 kpanaok

AKi wpugpmu moxyme mamu 06’ekmu pobo4o20 cmoiy?
Sk ecmaHosumu wpughbm 0151 06’ekmig poboyoz20 cmosy?
SK 3MIHUMU PO3Mipu 3Ha4Kie Ha pobo4omy cmorni?

Ak 3amiHumu napamempu po3dinbHoOi 30amHicmocmi?

O Hki napamempu mMae KonipHa nanimpa? Sk ix amiHumu?

aprwdE
"‘0.00.\‘.@
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Ypok 4. BikHa nanok

BikHO marky 3'SBISETbCA HA eKpaHi Mmicis MOJBIMHOrO KialaHHS Ha 3HauKy nucka abo manku. Ha
MOTEPEIHIX YPOKaX BU BXKe MPALFOBAIIM 3 BIKHOM nanku Miii komn' iomep.

BikHa nmamnok maroTh TUNOBY OyAoBy. KpiM BiJOMHX KHOMOK y MpaBOMY KiHIII 3arojioBKa, 3a JIOMOMO-
TOI0 SIKUX BIKHO MO)Ke OYyTH 3ropHyTe 10 3Hauka Ha TMaHesl 3aJa4, 3aKpuTe, pO3TOpHyTe Ha BeCh eKpaH abo
3MeHIlIeHe, BIKHA MAIOTh i 1HIII 3aCO0M KepyBaHHS.

Cymy2u npoKpymKu 6ikHa

SKuio po3aMipu BikHa He J03BOJISIOTH OJJHOYACHO MOKA3aTH BCi Horo 06’ ekTH, npaBopyy i (abo) BHU3Y
po6ouoi 06acTi 3’ ABMAFOTHCS BepTUKAIbHA i (a00) rOpHU30HTaIbHA CMYTH MIPOKPYTKHU 3 GIryHKAMH.

3a JOMOMOTroI0 CMYTH MPOKPYTKH MOKHA MepecyBaTHCs B Ty YaCTHHY pobouoi obmacTi, ikoi He BUIHO
Ha eKpaHi, | TAKUM YUHOM OJIEPIKATH JIOCTYII 10 PO3MIIEHUX TaM 00’ EKTIB.

Cmyra sepmuxanvHoi IPOKPYTKU Haraaye waxry jidra. Beepenuni «amaxtu» nepecysa- [=
etbest «1ihT (OiryHOK), SKUi Mokasye, sIKy 4aCTHHY BikHa BUIAHO Ha ekpasi. [1[o6 nepeiitu B
HIDKHIO (BEPXHIO) YaCTHHY BiKHA, JIOCTATHBO MEPECYHYTH MHUIIIEIO OiryHOK BHU3 (Bropy).

Kpim OiryHka Ha cMy3i NPOKPYTKH € KHOMKKA “ ¥ Jyis MepeMillleHHs] B3JIOBXK BiKHA. i2yHoKk
[Tpu HaTUCKaHHI | yTPUMYBaHHI TakoT KHOMKH HOCMYNOBO 3CYBA€EThCS BMICT poOOYOro MoJis,
1 BiAMOBITHO 3MIHIOE CBO€E PO3TalLTyBaHHS OIryHOK. !

3cyBatu Bropy abo BHM3 poOoue MoJjie 3pyYHO TaKoK, o0epTarouy KOJIIATKO, W0 € Ha |-
O1bIIOCTI MAHIMYJISATOPIB «MHULLIAY.

B3aoBxk HWKHBOT Mexki BikHA MOke OyTH po3TallloBaHa cMyra eopuzonmaivHoi npokpyTku. L1o6
nepeiTi B JiBy (MpaBy) YacTHMHY BiKHA, JOCHThH MEPEMICTUTH MUILIEIO OiryHok JiBopyd (mpaBopyu) abo
CKOpHCTATHCS KHOMKaMHU

Page Up.

Page Down

3mina po3miniennsa i po3mipie gikna
Han 3MeHIieHUM BiKHOM MO>KHA BUKOHYBATH 1€ TaKi JIii:

* [lepemicmumu ixHO — BCTAHOBUTH BKa31BHUK MHUIIII Ha PSJIOK 3aroJioBKa i repe-
TATTH BIKHO Ha HOBE Miclle.

* 3minumu wupuny (6ucomy) 6ikHa — BCTAHOBUTH BKAa3iBHMK MHUIINI Ha Bep-
THKaNbHY (FOPU3OHTAIbHY) MEXY BiKHA 1, KOMM 3 SIBUTHCS JIBOHAITpaBjIeHa ‘F 1
CTpijiKa, NepeTArTH MeXy y MOTpiOHMIA OiK 1 BiAMyCTUTH KHOTIKY. \

* 3minumu 06uo8a po3mipu 8ikHA — BCTAHOBUTH BKa3iBHUK MHILII B OJIUH i3 KyTIiB |
MeXi BiKHA, MEPeTATTH JBOHAMpPABIIEHY CTPIJIKY B iHIIE Micle i BIAMYyCTUTH
KHOTIKY.

ot

Padok komano

MeHI0 — 11 CTMCOK KOMaH/1, 3 SKOro MO)KHa BUOpATH MOTPiOHY KOMaHy /Il BUKOHAHHS

KoxHe MeHIO Mae Ha3By, sKa BimoOpaskae MpU3HA4YEeHHS KOMaHI, IO 3HAXOHAThes y Hbomy. Ilicis
KJIallaHHS Ha Ha3Bi MEHIO, BOHO PO320pMAEmMbCsl y CHUCOK KOMAHO.

JIns BUKOHAHHS KOMaHAM 3 MEHIO Tpeba BCTAHOBHUTH Ha ii Ha3Bi BKa3iBHUK MM i KJIAIHYTH.

YV siokpumomy menio komanou, OocmynHi Ons GUKOHAHHA Y OGHIN cumyayii, HaNUCaui MeMHUM KOJIbO-
pom. Komanou, mumuacoso neoocmynti 0Jist GUKOHAHHSL, BIO0OPAdICeH C8IMAUM KOAbOPOM.

JInist 3aKpUTTS MEHIO KIIAUHYTH Ha OyAb-1KOMY MicLli psiika 3arojioBka ado Ha BITbHOMY Miclli eKpaHa.

Haﬂammveaﬂﬂﬂ GMZJm@V GiKHll MaHeni IHCTPYMEHTIE A 3EHuaiHi KHoMKK

SIkio y psSaKy MEHIO KJIAIHYTU Ha KHormui Buenao PALGK CTaHY v Marent aapeck
(Buo), TO BIAKPUETHCSA CIMUCOK KOMaHI. BcTaHOBHBIIN Nareni Bpaysepa ¥|_ MocknanHa i
BKa3iBHUK Ha komaHny [Ilaneni incmpymenmis, Eckizu cTopiHOK v SAKPINHTH NaHEN iHCTPYMENTIE
OTPUMAEMO JONATKOBUM CIMCOK . ® MnnTka Hactpodika. .

Jlesiki 3 KOMaH]T y MEHIO € CBOEPIHUMHU BUMHKAUa- Sraic

CnMCoK

MH. iX MOXHa YBIMKHYTH a00 BUMKHYTH. Tak, SKIIO Tafnms

KJIauHyTd Ha KomaHmi 3euuaini xnonku (ObOviunvle
KkHOnku) — O HEl BCTAHOBUTBCS MO3HAYKa ¥ 1y BiKHi
3’ IBUTbCS TMaHeNb IHCTPYMEHTIB, fKIIO KIAHYTH Ha Ewfip CTOBMUIE ¥ TaBAMUI. ..
komauai Ianenv aopecu (Aopecnas cmpoxa) —y BikHi Mepexia '
3’ SBUTBCS A[PECHHIT psIok Tomo. [loBTopHMM BuGOpOoM L2

Ti€l )k KOMaH/IM MTO3HAYKY 3HIMAIOTh | BAMHKAIOTh BilIOOpakeHHs BiJOBITHUX €JIEMEHTIB BiKHA.

Jlesiki KOMaHAM YTBOPIOIOTH CIUCOK, 3 SIKOTO MOXXHAa BHOpATH JiMile OJuH ejieMeHT. Hanpuknan, mis
3MiHH BUIIISAY 3HAYKiB B poOouiii 06acTi BikHa HEOOXiHO KJIAlHYTH y CIUCKY oauH 3 BapiaHTiB (Ecki3u
apxywie (Ocxuzer cmpanuy), Iliumka, 3nauxu, Cnucok, Tabnuys) — BCTaHOBUTHCA Mo3Hauka *  (Ous.
ITnumka). TakuMm 4MHOM, OKpEMi KOMaHIX MEHIO MOXKYTh OyTH aKTHBHUMH | HEAKTUBHUMHU.

JliBOopy4 BiJi aKTUBHOT KOMaH/IU CTOITh 3HA4OK ¥ abo ° .

YOPAAKYBATH SHEHKH 3

7
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IHanensy incmpymenmie

Hwxue psaka MeHio posTalioBaHa MaHeldb iHCTPYMEHTIB, Ha sKiii po3MillleHi KOMaHOHI KHOIIKH.
Burnsa naHeni iHCTpyMeHTIiB i Ha0ip KHOMOK-KOMaH[ TUIIOBHM, MPOTE MOXJIMBI BiAMiHHOCTI 3aJIe>KHO Bif
BUAY BiKHa i NOTped KOpUCTyBaua.

Ha uii maneni po3mileHi Taki KOMaHAHI KHOTIKH:

Haaadi BnepeOI Baopyi TMowyk | Manku | Buenﬂal
/ /

Hazao — TIOBEpHYTHCS IO TIOMEPEAHBOrO  BMICTY @ . b é ,O - [C, Lumy -
BikHa (MOMepeAHBOI ManKH).

Bnepeo  —nepeiitu 10 nanku, 0o BigoOpaxanack 10 BAKOHaHHS komaHau Hazao.

Bzopy — niepeiiTi Ha piBeHb Buule (y mamnky abo Ha JMCK, [Ie pO3TallOBaHUN 00 €KT, BIKHO SKOTO
BiJIKpHTE).

Howyk —momyk Qaiiy, nanku Toio 3a gornomororo nauesni IHomiunux iz nowmyky (Ilomownux no
nOUCKY).

Ilanku  — 3aMiCTh CITUCKY THUIOBHX 3aJa4 BiJIKPUTH NaHesb i3 3HAUKaMHU JIMCKIB 1 manok. Y mpaeiid

TMOJIOBUHI 3’ IBUTLCS BMICT BUOpaAHOI JTiBOpYY nanku abo aucka. 106 modauntu BHYTpIlIHIO
CTPYKTYpY Mark, cliij KiausyTd Ha kxomii [¥l. 1[[o6 3ropHyTH cTpyKTypy MarmkH, ciix
KJIAI[HYTH Ha KHOTII
Buenao — knauHyBIM Ha KHOMI ¥ , BIAKPUEMO CITUCOK KOMaH/I.
Slkmo B meHto Buenao = Ilaneni incmpymenmie 3po0UTH HEaKTUBHOIO KOMaHIy 3axkpinumu nauei
incmpymenmie, TO PAAOK MEHIO, TMaHeNb IHCTPYMEHTIB Ta afgpecHUid psAIOK MoxKHa Oyde MepemilllyBaTh
MHUILEIO i pO3TallIOBYBaTH Ha BJIACHUI CMaK.

Buoanenna 00’ ekma
Bupanutu HermoTpiOHMi 00’ €KT (IOKYMEHT, Marnky abo SpJIMK) MOXKHA OJIHUM i3 TAKKUX CITOCOOIB:
* BCTaHOBUTH BKa3iBHHMK MUILi Ha 3HA4YOK 00’ €KTa, BUKJIMKATH KOHTEKCTHE MEHIO i BUOpaTh KOMaHIy
Buoanumu (Yoanums);
* y BiKHI BiIKpUTOI Marky MO3HaYUTH MOTPiOHMI 00’ ekT (KJIALHYTH Ha 3HAa4KY), Y CIIMCKY THITOBHX 3a7a4
BUOpaTH KoMaHny Buoarumu ¢aiin (nanky);
* 3 Po6ouozo cmosy abo 3 Nanku MepeMiCTUTH MUIIIEIO 00’ €KT 1 BiIMyCTUTH Haj 3HaukoM Kouiux;
* BUIUIMTH 00’ €KT | HATUCHYTH Ha KiaBiaTypi kiaBimy Del(ete)abo kHONKy 3 XpecTMKOM Ha
naHeni iHcTpyMeHTiB. OO’ KT 31 cTaporo Miciis 3HUKHE i ONMWHUTLCA Y nanui Kowiux. x

Ilanxa Kowuk micmumo suoaneni 06’ ekmu, SKi MOANCHA GIOHOGUMU aOO 3HUWUMU Oe3 MOdiC-
JAUBOCHI BIOHOBICHHS

Bionognenna eudanenozo 00 ekma
[o6 moBepHyTH Ha TMOMNEpeHE Miclle 00’ €KT 3pa3zy nicisa 020 GuoaneHHs, HEOOXITHO Ha poOoUOMY
NoJIi Mankyd BUKJIMKATH KOHTEKCTHE MeHIo i BUOpatn komanay Ckacyeamu euoanenns (Ommenumo
yoanenue) abo HaTUCHYTH KoMOiHalito kiasimn Ctrl + Z.
TakuM cnoco6oM MOXKHA CKacyBaTH JIeKibKa MOMUIKOBHUX /il MOCTiJIb.
Jns nmoepHeHHs i3 manku Kowiuk Ha monepeqHe Micue 00’ €kTa, BUOAJIEHOrO padille, HEOOXiaHO
BUKOHATH TaKi il
* y BikpuToMy BikHI Kowtuxk BUIIUTH BiAMOBIqHUH 00’ €KT (Marky, TOKYMEHT, SIPJIUK);
* y CNHCKY THMOBHX 3aaay BUOpaTtd KomaHny Biomoeumu (Boccmanosums) abo HATHCHYTH w
BiJMOBIAHY KHOIKY Ha MaHeJli iHCTPYMEHTIB — 00’ €KT 3'SIBUTbCA Ha TONEpeAHbOMY Miclli i
3HUKHE 3 nanku Kouiux;,
e JUIS BIJIHOBJIGHHS BiJipa3y BCiX 00'€KTIB Ha TOMEPEIHIX MiCLAX HEOOXIAHO BUKJIMKATH KOMaHIy
Bionoseumu eci 00’ ekmu.

Ouuwienna <Kowuxa»

Jlnst ounineHHs koivka, Tpeba KIalHyTH MPaBOK KHOMKOK Ha 3HauKy Kowiuk i BUOpATH i3 KOHTEKCT-
HOTO MeHI0, KoMaHay Ouucmumu xkowuk (Ouucmums xop3uny) abo Taky X KOMaHAy BHOpaTH 3i CIHCKY
TUTMIOBUX 3aAau Biakpuroro BikHa Kowtux. Ilicns ounmienHs Kommka BiTHOBUTH BUAANCHUI 00 €KT
3BUYAMHUMH crioco0amMu He BIacThes!
lMumaHHs1 Onsi cCaMOKOHMPOIJIIO:

K Kopucmysamucsi cMyeamu MpoKpymku sikHa Windows? Ak sudanumu 06'ekm?

6
Ha wo eka3ye nonoxeHHs i po3mip bizyHka? 7. Ule sakum cnocobom MoxHa sudanumu ob'ekm?
SK 3MiHUMU pO3Mipu 8iKHa? 8. Ak siOHosumu sudaneHuli 06’ekm?
9
1

SKi kKomaHOU mae MeHIo «Buansio»? . Ak we moxHa sioHosumu sudaneHuli 06’ekm?
AKi komaHOu Mae naHesnb iHempymeHmie? 0. Ak oqucmumu nanky «Kowuk»?

agrpODE

Ypok 5. [MMpakTtuyHa po6ora Nel «CuctemHe nporpaMmHe 3abe3neyeHHs»

JuB. poGouwmii 3ommt «lHhopmatrka. bazoeuii kypc. 6kmac» / [laxomoa I'.B., [Tumunuyk O.I1.,
lecronanos €.A. —IlleneriBka: «Acnekr», 2014.



Omnopsi ypoku s 6 kimacy (WindowsXP, Office 2003), Acmekr», 2014
Ypok 6. Pob6ota 3 TekcToBo iHthopmMmauiero

Ilonamma mekcmoeo20 0OKymMenma

JloKkymenm — 3akpiniieHHs1 pi3HUMH crocobaMu Ha BigMOBIAHOMY MaTepiaili iHdopmauii npo daxT,
nofit, sBuuia. JJokyMeHT MiATBepAXKYE TOCTOBIPHICTD 1 00’ EKTUBHICTH iH(GOpMallii, 0 MICTUTLCS Y HHOMY.

JlokyMeHT O(pOpMIISETBCS y 3aBEACHOMY TMOPSAAKY W Mae BIAMOBIAHO 1O YMHHOTO 3aKOHO/AABCTBA
IOPUIMYHY CUITY. BiATBOPIOIOTE OKYMEHTH Ha mamnepi, OTO, MarHiTHUX i ONTUYHUX HOCISX TOLIO.

Texcmosuii 0oKymMeHm, BAKOHAHUWIA Ha Mariepi 3a JOMOMOTOK0 CIelialbHOT MPOrpaMu Ha KOMIT K0Tepi,
Mae Taki napaMeTpu:

e Posmip nanepy. e KoJIOHTUTYIH.
e OpieHrallis. e Tekcr.
e Iloss.

TeKkcTOBMIA JOKYMEHT MOYKE MICTUTH Ha OAHiH a00 KiJIbKOX CTOpiHKaxX He JIMIlEe TEeKCT, a i MaJllOHKH,
TabnuLi, AiarpaMy TOMIO.
06' ekmu meKkcmo8oz0 doKymenma
HaiiMeHII010 CKIIaZoBOIO TEKCTY € CHUMBOJI, TPYNH CHMBOJIIB YTBOPIOIOTh CJIOBA, 31 CIIB CKJIQJAIOTHCS
peUeHHs1, sKi, y CBOIO Yepry, IpyIyloThCs B ab3allH.
e Cumeon —no3Havae jitepy, HUQpy, 3HaK MyHKTYyallii, apuhMeTHUHY OTepallito Y1 crielialbHUi 3HaK.
* Cno6o —MnocniioBHICTE CUMBOJIIB, BilAlJIEHa Bifl iHIIKMX Mpo0ioM abo 3HaKOM MyHKTYyawii i npoOinom.
* Peyenna — NMOCHIIOBHICTb CIiB, KA MOYMHAETHCS 3 BEJIMKOI JIITEPU Ta 3aKIHUYETHCS KParKoko, 3HAKOM
MUTaHHS, 3HAKOM OKJIMKY a00 TpbOMa KparnkKaMH.
* A63ay — NOCHIIOBHICTL CUMBOJTIB, PO3TALIOBAHUX MIXK JIBOMa CUMBOJIAaMHU KiHIIA ab3airy. Ab3ail Moxe
3aiiMaTH OJJUH a00 KiJIbKa PAJKIB.
e Psaooxk —ocniIoBHICTE CUMBOJIIB, PO3MIIIICHUX HAa OJTHOMY TOPHU30HTAIILHOMY PiBHI.

Emanu onpauoganna mekcmosux 00KyMeHmig

OmnpaliroBaHHS TEKCTiB MPOBOAUTHCS 32 TAKAMH €TaramH:

Hadip i 30epizanna TeKCTOBOro JOKYMEHTA MOJIArac B yBeACHHI HOro TeKCTy 3 KilaBiaTypH i 30epeskeH-
Hi y BUIIAi (aiily Ha AUCKY.

Peoazyeanna noxkymeHta — e podora Mo BUMPABICHHIO MOMHJIOK, BHECEHHI/BUITyYEHHI CJIiB i pedeHb,
3MiHI X pO3TalllyBaHHS.

Dopmamyeanna — opOpMIICHHS TEKCTY, TIOB’ si3aHe 31 3MiHOIO Horo BUrfsay: BuOip mpudTis, opopm-
JeHHs ab3aLiB TOLIO.

Maxkemyeanna MoNATae y TMiATOTOBLI TEKCTOBOrO NOKyMEHTa A0 APYKY. O(OpPMIIEHHS 3arojoBKiB,
pPO30MBKa Ha CTOPIHKH, iX HyMepaLis, BHECEHHS Y TEKCT (opMyJl, HAMUCIB 1 MATIOHKIB, CTBOPEHHS 3MICTY,
0 OPMJICHHS TUTYJIBHUX CTOPIHOK TOLLO.

JIpykysannsa — nipoliec BHUBEJICHHS Ha Tarmip BciX abo BUOpaHUX CTOPIHOK CTBOPEHOTO JIOKYMEHTa, a
TaKOX Horo gparMeHTiB.

Texcmosuii peoakmop i meKcHosuil npouecop

Texcmosuil pedakmop — ue nporpaMa Jyis CTBOPEHHs, pelaryBaHHs, (oopmaTyBaHHs, 30epekeHHs i
JIPYKY TEKCTOBUX AOKYMEHTIB, 0€3 MOMIIMBOCTEeH poOOTH 3 TabMULsAMHM, MajlioHKaMu iHwworo. Hanpuknan,
TEeKCTOBUI penakTop baoknom, 10 BUBYAIH y S Ki1aci.

Texcmoeuii npoyecop — 6inpll IOCKOHANa Mporpama, IO BKJIIOYAE KOMIIOHOBKY i (OopMaTyBaHH:
TEKCTY, LIMPOKI MOXJIMBOCTI pOOOTH 3i 3MICTOM i CTOpiHKaMH, pO3IIMPEHU HaOip JOCTYMHUX CHUMBOJIB,
nepeBipky opdorpadii, BnpoBaJKeHHS B JOKYMEHT TiMeprocuiianb, rpadiku, Gopmyii, TabJIUIb TOIIO.

Bci eranu onpaiiroBaHHsS TEKCTiB 3a0e3medye TekctoBuit npouecop Microsoft Word (mani — Word, o
BXOJIUTH 0 ckiaxy nporpamHoro nakety Microsoft Office, ta € HailOinbI MOMyIspHUAM cepell porpam st
CTBOPEHHS 1 00pOOKH JIHCTIB, cTaTel, pedepariB, KYpCOBHX 1 TUTIIOMHUX pOOIT TOIIO.

3naiiomcmeo 3 mexcmogum npouecopom \Word

Word 3amyckaetbest oqHuM 3i cnoco6is, mo Hagae Windows Hanpukian, va Podouomy
cmoai 1Bivi KIauHyTH Ha spiuky nporpamu Word (skio BiH Tam €). Uepe3s Aekijbka cekyHa Ha Word 2003
eKpaHi MOHITOpa 3’ sBUThCS poboue BikHO niporpamu Word (ous. mantonok oani).

Inmepgpeiic Word

Crpykrypa BikHa Word tunosa mis Windowsriporpam: Bropi 3HaXOIUTLCS PSIIOK 3aroJIOBKa, HIKYE —
PSIIOK MEHIO, Aajli — MaHeNdi iHCTPYMEHTIB, FOpU30OHTalbHA 1 BEpPTUKAJIbHA JIIHIAKK, CMYTH MPOKPYTKH 3
GiryHKam# i KHOTIKaMH, psIOK cTaHy (MOTOYHA CTOPiHKA, PO3Aii, KUTbKICTh CTOPIHOK TOLIO).
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KoxHe mMeHIO Mae cBOIO Ha3By,

[Pradow azomona | Prdox semo | [Mawene cmpuneamie Crnaad spmea) | Wewds dosides |

gKa BimoOpaskae TNpPHU3HAYEHHS KO-

ﬁ_."burl-u |T1‘1- Microsal| Ward

MaH/l, 10 3HAXOJAThCS B HBOMY: ) Y — g
@Daiin, Ipaexa, Buenao, Bemagka, |l =d 20 44 %0 3. B AWM ST - g
E TiFres Fows Bnrut H

Dopmam, Cepgic, Tabauua, Bikno,
Jogioka. N
Word nHamae Taki 3acobu s

S xcp(Elzamiz e n-v-Al
SRIRLE LS = -:"Er'-tlrmu,pmu Sl

(ECSERIRERTIE i

O3 Sffice Oniine

KepyBaHHS CBOEIO pOOOTOI0:

* Mhasreoema s sed-son
Micropolft Offics Criing

* MEHIO; 5
* maHesi IHCTPYMEHTIB;
* [IBUAKI KJIaBiLli.

[Mpu knanaHHi Ha Ha3Bi MEHIO,

DT BT s
T Word

T ARTORNTHNNG OFORMBORNTH Eov
crmcee: 3 DeregeeTy

[T

]

BOHO pO3ropTacTbCAa CIOo4aTKy y CKO-

Blepmatcaiton 3 miidea |

Mgsecaay: “fiowe: awimas Ko

poueHuid, a 4yepe3 JEAKUM 4yac — y
TMOBHUM CITMCOK KOMaHI.

Jns nmpumycoBo posropTaHHsl |
KOPOTKOTO CIIUCKY KOMaHJ y MOB- | .
HUW, JOCHUTh KJIALHYTM Ha 3HauKy |°
«¥» B KiHIIi CIIHCKY. Tt

BlpuaperTa |
Brgaeal Ao
Ao pofc ades

(Pogieds nane |

Jansgh oo
w M poficr o
Catyzu powpymiy |12 | s
'

_} Srmsgun gacymnrr...

Ha 1.%w Pgl ¥oa ]

V BiIKpHTOMY MEHIO JesiKi KOMaH/IH JIIBOPYY MatOTh 3HAYOK KHOITKH,
— CIOy4YeHHs
komaHu (Ous. na mamonxy Ctrl+Z, Shift+Del, Ctrl+Ins mowo).

barato 3 1Mx 3HAYKIB y BUIJIAI KHOMOK PO3MILIYIOTBCS Ha TAHEAX

KIBUAKHX KJIaBILI» AJid  BUKJIUKY ]_li€'l'

iHCTpyMeHTIB (0us. ppacmenm na Mamonxy).

HaTuckaHHs Ha KHOMKY-KOMaHJly Ha TaHeNi iHCTPYMEHTIB MPHU3BO-
JIUTh, 31e01UIBIIOTO, 10 Ti€l K ii, mo i npwu it BI/I60pi 3 MEHIO.

S| F| 9~ %GR ﬁ%ﬂ

Opaexa
¥} cCracyeatnesia  CHZ a mpaBopyu
4 | Bupizath Shift4+Del
54| Konimeatw Ctri+Ins
2 Bydep ofwiny Office...
BCTaEMTH Shift+Ins
Buginary gce  Chrl+Mum 5
3 3naim.., Ctrl+F '_.3 =
;3

=
| Poszopm crucor |

Hianozoge sikno «llapamempu cmopinku...»

[Micns 3aBantaxennss Word y pobouomy moJi
BikHa 300paXCHO apKyll 3 JCeSKHMMHU MapamMeTpamH:
T0JIs1, PO3MIp Mariepy TOIIO.

{06 3MiHMTH mNapameTpH, MOTPIOHO y MeEHIO
@aiin Bubpatn xomauny Ilapamempu cmopinku...
3’ IBUTBHCS BiAMOBIAHE A1aJIOFOBE BIKHO.

3acobu s BUOOpY pO3Mipy apkylna marnepy
postamioBani Ha Biiaaui Ianip (Pasmep Oymacu).
3/1e0ibIIOr0  BUKOPUCTOBYIOTh TaMip CTaHAAPTHUX
posmipie A4 (210x297 mm) i A5 (148210 mm). Jlns
BCTAHOBJICHHS l'[OTp16HOFO po3mipy nariepy, Tpeba
BIIKpUTH Tosie i3 crnuckoM [Ilanip 1 KialHYyTH Ha
HEeoOXiTHOMY po3Mipi.

HiBopyq npaBopy, Bropi i BHHM3Y CTOPiHKH
MOBUHHI 3aJIMIIATUCS BiTbHI Bil TEKCTy Mmicus — Tak
3BaHi noss. WOrd BCTaHOBIIO TpaaWLikHI U1 JiTOBUX
JIOKYMEHTIB pO3MIipH TOJIIB. BEpXHE i HWXKHE — mo 1
nroiimy (2,54 c¢m), nise i npase — mo 1,25 mokima (3,17
cM). Ajle iX MOKHA 3MIHHUTH 3a JOIOMOTOIO JIiYHIb-
HukiB Ha Biiaaui IMoas (na manmonxy eci nons
BCMAHOBIEHT NO 2 CM).

OpienTalis apkyma mamnepy npu poOoTi 3 JOoKy-
MEHTOM MO)e OyTH KHW)KKOBOIO 4M aibOoMHOM. Jns

[[1o6 moGaunTh Ha3By KHOMKM TaHeNi IHCTPYMEHTIB, IOCTaTHbO
HABECTH Ha Hel BKa3iBHUK MUIII | TPOXH MOYEKATH: uepe3 AKYyCh MUTh OiJist
KHOITKHY 3’ IBUTKCS 11 Ha3Ba.

[lapameTpH CTOPiHKH

| Manip MakeTt

ManA

oo [For T8
N

%)
=}
=
4
4

BepxHe:

]
=}
=
4
4

SOBHI:

HopiHeus: Po3TaWyEaHHA KOpiHLA:
CpiEHT auia
A
KHH#ROES anEbomHa
CTOpiHEH

Ackinera cTopiHoK: |2 CTOPIHKH Ha SpicyLLl

Spazok

SacToCYEATH!

|,ﬂ.0 ECBOMD dOKYMEHTE W

I O l [CKacyBaTH ]

33 3aMOEMYBIHHAM. . .

BUOOpY OpieHTallii, Tpeba KIalHyTH y BIIMOBITHOMY €CKi3i nepeMukava Opicumauyisa, 1o Ha eknanui Iona

(na mamonky ecmanogiena «anLO0OMHa»).
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Peoicumu nepeznady ma pedazyeanna 0OKymenma

ITix yac po6OTH 3 TEKCTOBMM TOKYMEHTOM MOJKHA TeperisaaTd Horo y pi3HuX peskumax. L{ro moxim-
BICTb HaJae MeHIO Buenao (Buo), 1o MiCTUTB TaKi pesKMMH TIeperyisiy Ta pefaryBaHHs:

* 3BUuaiiHuil. * Crpykrtypa.
¢ Beb-nokymeHT. e PexXuM YMUTaHHS.
* PosmiTka cTopiHkH.

PexxuM poboTH 3 TOKYMEHTOM MOKHA BCTAHOBJIIOBATH TakKoX 3 MaHeni, 1o Y
HIDKHBOMY JIIBOMY KyTi BikHa TekcroBoro mporecopa Word. Pexum 3euuainuii
(Obviunwlit) nae Ha expaHi HaWOIIbIIE KOPUCHOI TUIOLII JJIsi BBEACHHS | pelaryBaHHs
HOBHX JJOKYMEHTIB.

Pexxumy Posmimka cmopinku (Pasmemxa cmpanuysl) Bingae nepepary Oifib-
IIiCTh KOPUCTYBauiB. Y [bOMY peXHMi 3’ SBISETbCS BEPTHUKAIbHA JIiHIHKA 1 MOXHA
0auuTH MeXi CTOPIHOK Ta PO3MILIEHHS TEKCTY Ha HUX.

Bcmanosnenna macuimady 8i0oopariceHHA 0OKYyMeHmd Fu —

Iin 4ac poGoTH 3 TEKCTOBUM JIOKYMEHTOM 3PY4HO OauuTH Ha eKpaHi BCIO LIMPH- H:| "'H
HY apKy1ly, 3aiHATY TeKcToM. J{oCATrTH LIbOro MOXKHA, 3MiHMBILHM MacIuTao. CTOpiHKE NOBHICTHD

Haii6inbin koMbopTHUM Tipu poOOTI 3 NOKYMEHTOM € maciitad 3a wiupunoio |4si ctopidkh
cmopinku (1o wiupune cmpanuyer) a6o 3a wupunoro mexkcmy (Ilo wupune mexcma). € TaKoXK MOXKITHBICTb
BCTAHOBUTH iHLIMI MaciuTad BioOpakeHHs JOKYMEHTY (0ug. ManioHoK).

Bcmanoenenna posmipy wipugmy
[lpu BiAKPUTTI HOBOTO JOKYMEHTY MO)Ke MporoHyBaTHcs po3mip wpudty 12 nr (1 nT =

0,35 mMm). YV cydacHOMY IOKyMEHTOOOIrY BHKOPHUCTOBYIOTH po3mip uipudrty y 14 nr. s g |
0(OpMJIEHHS 3aroJloBKiB, BUAIIEHb, 3HOCOK TOLIO BCTAHOBIIOIOTD iHILI PO3MipH WPUQTIB. n =

s 3minKM po3Mipy wpudTy moTpiOHO Ha MaHesNi IHCTPYMEHTIB BIAKPUTH clIMCOK Bubpamu |11
po3mip wpugmy (Beibpame pazmep wipugpma) Ta KIaUHyTH Ha NOTpiOHOMY posmipi. Tlepe- |12
TJISIHYTH BECh CIMHMCOK MOKHA 32 JOMOMOrOI0 CMYTH MPOKPYTKH. MoxHa BBeCTH 3 KiaBiaTypu |14
CBOE€ 3HauUEHHS po3Mipy mpudTy B Mexkax Big 1 mo 1638nrt 3 kpokom a0 0.5 @a man. — 10,5.

; L . . |18

ITicnst BUKOHAHHS L€l omnepallii BCTAHOBJIEHHSI PO3MIpy TEKCT, 110 Oyae HabupaTucs naii 0

(um 3a3mas1€erinap BUIIJIEHHUI TEKCT), MATUME BCTAHOBIIEHHIA PO3MIp. 5o

Hpaguna nabopy mekcmy 24
26~

VYV 5-my kIiaci BUBYANMCS OCHOBHI MpaBuiia Habopy Tekety. [Ipu HaGopi TekeTy 3a J0nmoMo-
roro Word citiji BUKOHYBATH I1i€ ¥ iHIII 10AaTKOBI MpaBuIIa, 10 JT03BOJITIOTh AaBTOMATH3YBaTH Garato orepa-
uii. Hampukman, momyk i BHOpaBleHHS TpaMaTUYHUX TOMWIOK. JIIsi BMKOpPHCTaHHS <«PO3YMHHX»
moxrBocteit Word npu Habopi TeKCTy HEOOXIIHO JOTPUMYBATHUCh TAKHX MPABHUIT:

* HE MOYMHATH PSJOK 3 <IIPOIYCKY»;

* HE CTAaBUTH CHUMBOJM <IIPOIMYCK», IIO0 30UIBIIMTA TPOMIKKKA Mik OyKBaMHU: Ui BCTAHOBJICHHS
MIXKCUMBOJILHHUX IHTEpPBAJIB € CrielliaibHi 3ac0o0H;

* He pOOWTH <IIPOIMyCKaMU» BIACTYMM Bim JiiBoro kparo (y Bipiiax, CIHCKax TOIO), L€ POOUTHCSA
HaJIallTyBaHHSAM a03allHUX Bi/ICTYIIiB;

* CJIOBa Ha CKJIAAM He PO30MBATH 1 IEPEHOCH HE CTABUTH, Lie 3pOOUTb TEKCTOBHIA MpoLiecop;

* He pOOUTH MOPOKHIX PSAJAKIB Mixk ab3ariamu, Jisl IIbOTO € 3acO0M BCTAHOBJICHHS iHTEPBAJIIB;

* He HyMepyBaTH CIMCKH Ta CTOPIHKH, JIJIsl LIbOTO € CrellialbHi 3aCO0M.

IIpu nabopi mexcmy nepexio Ha HOGUI pAOOK ad3ayy 8i00YEAEMbCSL AGMOMAMUYHO.

& Lna nepexody na nouamox nepuio2o psioxa Hoeoz2o adzayy ciio namuckamu xiasiuty Enter.

Haruckanns kiasiwi Enter BcraHoBnioe B mosuuii Kypcopy HeBUOuMHiA (sk mpaBuio) mapkep I —
03HaKy KiHLI ab3aity.

& Heesuoumi cumsonu (nponyck, Kineys abzayy mowjo) cmaioms GUOUMUMU

nicisa KIAQYyaHHs KHONKU T.
JocBiaueHi KOpUcTyBadi BUKOPUCTOBYIOTh KOMOiHALIT KJIaBiLL:

Shift + Enter — nepexin Ha HOBHIA psAOK Oe3 CTBOPEHHSs ab3ally;

Ctrl + Enter —npumycoBwii mepexiJ Ha HOBY CTOPIHKY.

Ctrl + Alt + «—» (undposa knaBiatypa) — «rupe»;

Ctrl + «—» (unudposa knaBiaTypa) — «MiHyC»;

Ctrl + Shift + «—»— Hepo3puBHHii nedic;

Ctrl + Shift + «nponyck» — HepO3pUBHHIA TTPOITYCK.

11
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OctanHi koMOiHallii K1aBilll BUKOPUCTOBYIOThCS, OO He poOMBCs MepeHoc Ha Micui Aedicy i oo,
HaIpUKIIa, iHIliaI1 He BiAIIJISUTUCH Bij| MPi3BUIIA.

Jlns BcTaHOBJIEHHS BIACTYMIB BiJ JIIBOro Kparo poOOYOro Mojs apKyllia Mpu HaObopi TEKCTy MOKHA
BUKOPHCTOBYBATH KJiaBimy Tab.

Kooicne namucxanns knasiwi Tab npuzeooums 0o nepemiwenns Kypcopy
& npagopyy na 1,25cm .
Jemanvniute npo suxopucmanns xnasiui Tab —oani.
[epemitieHHs TEKCTOM JOKYMEHTA Ta BUMPABJICHHS TIOMHUIIOK po3misfanocs y 5-My kiaci.

3oepesicenna 0OKyMeHma -

Jlnst 30epexeHHs TOKyMeHTa HeoOXimHO KiaiHyTH KHOTKy 3oepeemu (Coxpanumv) abo y H
MeHto @aiin BUOpaTH KOMaHy 30epezmu. .

[Tpu nepiioMy BUKOHaHHI KOMaHIU 30epezmu BiKPUETbCS BikHO 3depercennn doxkymenma (Coxpa-
Henue Ooxkymenma), ne Word 3amporoHye Ha3By (aily, CkilageHy 3i cioBa abo pedeHHs, 3 SKOro
MOYMHAETBCSA JOKYMEHT. SIKIIO KOpPHUCTYBay 3rolieH 3 Li€l0 Ha3BOW, JOCUTb HATUCHYTH KHOMKY 36epezmu
abo knasiuty Enter. HoBuii daiin 3 Takoto Ha3Boto 3anuiueTbes y nanky Moi 0okymenmu. 3a notpeOu iMeHa
narnku ta ¢airy MokHa yTOYHUTH.

3a BUOOPOM KOpUCTYBaua TEKCTOBI JOKYMEHTH 30epiraioTs y Qaiijaax TakuxX THITiB:

» Jokymenm WWord (*.doc)— Bnacuuii popmar tekcroBoro npoiecopa Word. Hum citig kopucTyBaTHcs,
SKIIO Hajani Tpeba Oye mpairoBaty 3 10KymeHTom came B Word;

o Texkcm y gpopmami RTFE (*.rtf) — ueii dopmar nosHicTiO 36epirac opOpMIIEHHS IOKYMEHTY; HOro
MiATpUMY€e OibIIICTh TeKcTOBUX penaktopi. LLloO BigkpuTH NOKYMEHT iHIIMMH MpOrpamamu, HOro
cnig 30epertu came B LIboMy (opMarTi;

* 3euuainnuii mexcm (*.txt) — texct 6e3 30epexeHHs hopmaTyBaHHS CUMBOIIB i ab3aiiB. Daiin Takoro
(dopmary — HaliMeHIINH 32 PO3MIPOM 1 HOro MOXKHA pearyBaTu biiokHomom.

[lopsmok 36epexenHs daiily He BiApI3HAETBCS Bil anroputMmy 30epekeHHs (aiiny y TEeKCTOBOMY
penaktopi baoxknom.

[Tpu 36epesxeHHi daiiniB kpaie JOTPUMYBaTHCS TAKUX MPaBUIL:

e aiinu MOBUHHI MaTH iMeHa, SIKi YiTKO BKa3ylTh Ha ix 3Mmict. [Ipuknaau Ha3e st Qaiinis: 3asaeka Ha
yuacms y 3mazaunsix, Konmponvna poooma 3 ximii, Pegpepam npo Cacaiioaunozo.

e Haspa nanku noBuHHa OyTH OiNbIN 3arajbHOIO i BKa3yBaTH Ha MPHU3HAYCHHS JOKYMEHTIB abo Ha ii
BiacHuka. [Ipuknaau Ha3B nanok: Xiwis, [lempenxo.

JInsa 30epeskeHHs CTBOPEHOTO TEKCTOBOIO JOKYMEHTA y BIIACHIM mamili 3i ¢BOIM IMEHeM HeoOXiIHO
BHMKOHATH TaKi X [ii, K Mpu poOOTi 3 TEKCTOBUM penakTopom biaoxknom. Y nianoroBomy BikHi 3depesicennsn
ookymenma (Coxpanenue Oooxymenma) y nodi 3i criuckom Tun paiiny (Tun ¢aiina) mae 6yTH BKa3aHO
Hoxymenm Word *.doc ITicias Toro, sik ¢aiii 30epexkeHo, MOXKHaA MPOJAOBKUTH POOOTY 3 JOKYMEHTOM abo
3aKpHUTH TeKcTOBUi npouecop Word.

/'\ Jlns 30epesicenns ghaitny 3 mum camum imenem Oocums sUOpamu Komanoy 3oepezmu.

TlMumaHHs1 Onsi cCaMOKOHMPOIJIIO:
Hassimb ot0’ekmu mekcmogozo 0oKymeHma.
Aki 3acobu iHmepgbelicy mae sikHo Word?

6. Ski pexxumu nepeansady mae \Word?
7
Aki 3acobu kepysaHHs1 ceoero pobomoro Hadae Word? 8
9
1

Onuwims pexum «Po3mimka CmopiHKu».
Onuwims MopsiOoK 8UKOPUCMAHHS MOMIYHUKA.
AKi ocHoeHI npasuna Habopy mekcmy y Word?

0. Y akux ¢popmamax 36epicatomb dokymeHm Word?

Ak sidkpumu dianoeose 8ikHO «[lapamempu CMOPIHKU...»? .
Sk ecmaHosumu po3mip, opieHmavuiro, noss apkywa nanepy?

agrwNE
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Ypok 7. CTBOpEeHHs1 TEKCTOBOro JOKYMeHTa

CmeopeHHA 00KYMeHma 3a 00NOMO2010 WdAd10HY
Ha nawneni inctpymenTie TekctoBoro mpouecopa Word e snauok Cmeopumu (Cozoamy). 11106

CTBOPUTH HOBHWI OKYMEHT, JOCHTh KJIALHYTH Ha LbOMY 3Ha4Ky abo y MeHio «QDaqiir» BUOpAaTH KOMaHIy
Cmeopumu (Cosz0ame...). Ha ekpaHi 3’ SBUTbCS 300paskeHHsI apKyllla YMCTOrO Marepy 3 BCTAHOBJICHUMH B
mabaoni Normal.dotpo3mipoM, opieHTaLIErO i TOJIIMH.

V 3arojioBKy BiKHa 3’ SBUTHCS TEKCT:

Jokymenml — Microsoft Word
MoskHa HaOWpaTH TEKCT, Y NpoLieci HAbOpY CUMBOJM OYAyTb 3’ IBISATUCS HA €KpaHi B MO3MLIT Kypcopy.
ITapameTpH, siKi BCTaHOBIIIOKOThCS Bifpasy micis 3amycky Word 36epiratoTecst B 3rafaHoMy 11a0JIOHI

Normal.dot Lle nepenik iHCTpyMEeHTIB Ha eKpaHi, po3Mip apkylua nanepy, mpudr, Mmacural, BUpiBHIOBaHHS
ab3alliB, CTBOPEHHs CITUCKIB, nepeBipka opdorpadii i rpaMaThku Ta O0araTo iHWIOro. SIKII0 KOPUCTYBaya He
BJIAIITOBYIOTH NMPOTIOHOBAHI MapamMeTpH, iX MOKHa 3MIHHUTH.

Poooma 3 paokamu ma ad3auamu

[Tpu Habopi 1 penaryBaHHi TEKCTY MOXITUBI TaKi il 3 psaaKaMH Ta ab3araMu:
Bcmagumu noposicuiil paook neped nomouHum — BCTaHOBUTU Kypcop Heped MepLiuM CUMBOJIOM
ab3auy i HatucHyTH Enter.
Bcmaeumu nopodichiii padok nicia ROMOYHO20 — BCTAHOBUTH KYpCOpP TICJISS OCTAHHBOTO CHUMBOJTY
ab3any i1 HaTrcHYTH Enter.
Buoanumu paook — kiauHyTH Ha JIiBOMY TOJIi HaBMPOTH psjka (BiH cTaHe BHIIJICHHM) i HATUCHYTH
Del. Posmofin TekcTy B CYCiAHIX psIKAX MICHs [bOrO MOYKE 3MIHUTHCH.
Buoanumu aé3ay — nBiyi KIalHyTH Ha JIIBOMY T0JIi HABMPOTH ab3aily abo Tpuyi ycepeauHi ad3auy (BiH
CTaHe BUUIEHUM) i HaTucHyTH Del.
Buoanumu noposcniii aozay (paodok) — Ha TIOPOKHBOMY PSAJIKY BCTAHOBHUTH BKa3iBHUK 1 HATHCHYTH
kiasinry Del. 11106 creptu Kijbka MOPOKHIX PsKiB, Tpeba BCTAHOBUTH BKa3iBHHUK Ha BEPXHil 3 HUX
i CTUIBKH K pa3iB HATUCHYTH Kiasiury Del.
Po36umu aé3auy na osa —y ab3aui, sikuii Tpeda po30MTH Ha JIBa, BCTAHOBUTH BKa3iBHHK TaM, Jie Oye
po3puB (TOOTO BCTaBUTHCS O3HAKa KiHLs ab3ally), i HaTUCHYTH Enter.

00’ eonamu 0ea adzauu 6 ooun — Yy ad3alli, 10 AKOro Tpeda MpUeaHATH HACTYIHMI a03all, BCTAHOBUTH
BKa3iBHHK ITiCJISl OCTAHHBOT'O CUMBOJTY 1 HATUCHYTH KiaBiny Del — nea a63auu 06’ eIHAIOTHCS.

Oneparii 3 ab3anaMu MOXKHa BHKOHYBaTH 3a noromororo kiasiun Backspacesamicts Del, npasuna

pO6OTH 3 KOO TIPOTIOHYETHCS PO3POOUTH CaMOCTIHHO.
Ilepegipka npagonucy

ITin yac Habopy cioBa micis HATUCKaHHS Ha «IPOIycK» ab0 po3aiioBUi UL
3HAaK aBTOMATUYHO BUKOHYETHCS MOro MOIIYK y CIOBHMKY. SKINO CIOBO He TecTy
3Hali/ieHe, BOHO MiJIKPECIIOETLCS YePBOHOO XBUIIACTOMO JiHier0. Kopucrypau .
MOXe pearyBaTH TakK:

TOCTY

* 3aJIMLIUTH CJIOBO TAKHM, SIK BOHO €;
* BUIPABUTH IIOMMUIIKY,
¢ 3BCPHYTHUCH O0 CJIOBHUKA.
B OCTaHHbOMY BUINAAKY Tpe6a Ha HiL[erCJ'IeHOMy CJIOBI BUKJIMKATH KOH-

TEKCTHE MEHI0, Y IKOMY OYJyTh 3alporoHOBaHi MO/AiI0HI ciioBa i BUOOpY, ABTOZaMIHE ¢
Hanpuknan, 3po0neHa moOMMIIKA y CIIOBI «TKCTY». SIKIIO Ha HBOMY BHK- Moga .

JIMKAaTH KOHTEKCTHE MEHIO, Y HbOMY OYAyTh 3alpOrOHOBaHI Taki BapiaHTH -

BUIPABJIEHHS CJI0BA. KTEKCTY», «TECTY», «TICTy», «<TOCTY» (0u6. MANOHOK) | optorpatia..,
Hocuth BMOpaTH TNpaBWIbHE CIOBO i BOHO Oysle BCTaBleHE 3aMicTh |G Mowyk...

HETpPaBUJILHOTO. Skwo ninkpecieHe CIIOBO € npi3pnmeM, Ha3BOIO BYJIMLI YU E—

MicTa, IHIIOMOBHHMM CJIOBOM TOIIO, i € YNEBHEHICTh y HOro mnpaBUIbHOMY

3aruci, KJIalHiTh Ha koMaHi Ilponycmumu ece. Fonireath
Mooip i 3mina wipugpmy 3% EBcraeurw

Bubip Buay mpudty ta fioro po3mipy Ui TEKCTy HE MEHII Ba)KIMBUH,

HiDK BHUOIp cTiB JUIs BUCIOBIIOBaHHA JyMOK. BuOpanuii mpudt moxe HamaTu

HACTpPOIO, 30CEPEeIUTH yBary YuTaya Ha BaXITUBHUX MOBITOMIICHHSIX.
pudt mae Taki napameTpu:
* Bun wpudTy (rapHirypa);
* HakKpecjeHHs WpudTy;

* po3Mip WpudTy;
* KoJlip WpHUPTy.
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VYV Word, Ha BiaMiHy Bif penaktopa Bioknom, napametrpu mpudTy MOXKHA BCTAHOBHTH JJIsl OJIHOTO
a00 JIeKiJIbKOX CUMBOJTIB, CITiB, pe4eHb, PIJIKIB, ISl BCbOIO TEKCTY.

1l]o6 écmanosumu nompioni napamempu wipugmy, ciio eudinumu hpazmenm mexcmy.

OcHoBHi mapamerpu wpudTy (BUA, po3Mmip, HaKpecJeHHs) MOYKHAa BCTAHOBIIIOBATH 3a JIOTMOMOTOKO
nasesni iHcTpymeHTiB @opmamyeanna (Popmamuposanue).

Bci MmoxinBi nmapamerpu mipudTy BCTAaHOBITIO-

. . pmdpT
I0TBCA 32 JOMOMOTOIO fianoroBoro Bikaa llpugm, puy @)X
JUTS. BUKJIMKY SIKOTO HEOOXiHO BHUOPATH KOMAHIY || Wenbt | Intepsan | Avimauis
MCHIO d)opmam = lleud)m abo Y KOHTEKCT- WpkdT: HakpecneHHa: Pozip:
HOMY MEHIO BHKJIMKATH KoMmaHAy Ilpughm... || |TimesHew Raman 3EMHaFHI 5,5
' : 3 Syrmbal ~ HHH 9 A
3’ IBUTHCA Jliaorose  BikKHO Hlpugm, dparment svmea e i
AKOT0 HAaB€ACHHWH Ha MaJIFOHKY. Termpus Sans ITC HEMIEHHPHHF 11
. — na HEMIBMMPHKF KYDCHE 12
Lapuimypa wipughmy Trebuchet M5 ¥ 14+ B
y BIKH1 lleud)m BH6Hpa}OTI’ FapHITYpY Konip TekcTy: MiakpecneHHg; Fonip niakpecneHHa;
mwpudTy. Och neKinbKa MPUKIAAiB pedeHb, Haru1ca- AETO V| [ —oru 8ETO v
HUX HIpU(TAMH PI3HUX BUIIB:
. . BraozmiHa
II_J'II: nﬂplfl)/l;ﬂla'lglll,-u?Umpqw)-&}fre“ﬁll.]e:?lsémal.p%ggSO-I e 10 |:| gaKpl?EneHHﬁ |:| 3 TiHHHD |:| 3M,3HLLIBHi.BBJ1P1Ki niTepH
Co . 0 [ noasifive sakpecnerHs [ konTyp [ vei penmei
e npuxknan wpudTy uri er. New .1 [ naapsakoemi [ nianATHi [ npwxoeanmii
e mpukian mpudty MS Serifposmipy 12 [ niapaaroenii [ sarnvBnenmii

1le npuxpad wpugmy Monotype Corsiva posmipy 12

Hakpecnenna wpugpmy

V Bikui pughm BcranoBmo0Th HakpeciaeHHs (Hauepmanue) mipudTy: sKAPHAT, Kypcus, MiaKpece-
HUU. MoxUIMBI KOMOIHALT: McUpHUIl Kypcue, kypcus niokpecienuil, ;KUPHUN MiAKpecaeHU, JycupHuil
Kypcue niokpecieHui.

KHomku uis BUOOpy HamucaHHs WpUQTY, SK MPaBUiIo, € Ha naHemi iHcTpyMeHTiB (MK — sxuphwmii, K —
kypcus, I1 a6o U — migkpecnenuit). [lis 1MX KHOMOK JyOJIIOETHCS TapsYMMH KJaBilllaMH, BiIMOBiIHO,
Ctrl+B, Ctrl+l, Ctrl+U.

Cneuianvhi edpexmu

Word n03Bos1si€ 3acTOCOBYBATH /10 BUAIJIEHOTO TEKCTY Taki crieliajibHi epeKTH:

3axpeeserit Bepxuiit ineke A2+B2=C2 Hwxuiit inmekc C2HS50H nojiBiiiHe HigKpecIcHHS,
3 TIHHIO, KOHTYP TOIIO.

Jlns BCTaHOBJIEHHS (raocmpounwtit) a60 yamoro (MOOCMpPOUHLLID) THIEKCIB, = 0
HepeTBOPEHHS MAJIUX JIiTep Ha BEJIUKi Ta iHIIMX 10JATKOBUX KOMaHJ opMaTyBaHHs Ha | & X Xz
naHesi iIHCTPYMEHTIB MOXKYTh OyTH JIOJIATKOBI KHOIIKH.

BEPXHBOTO

Konvopu wipudymy ma ghony

JIiis BUIIJIGHOTO TEKCTY MOXKHA 3MIHMTH KOJBOPU CHMMBOJIB Ta (oHy. 1106 3MiHMTH KOJIip CUMBOIIIB,
Tpeba y KOHTEKCTHOMY MeHIo BuOpatu komaHny Ilpughm, va sxnanui Ilpugm Binkputu criucox Konip
mexcmy: (LJeem:) i BUOpaTH NOTPiOHMIA KOJTIp.

Konbopu MokHa 3MIHMTH Takok 3acobamu mMaHeni iHCTpyMeHTIB @opmamysannsa Tlpu xnauaxHi
KHOTIKK (Oug. maun.). Oyne 3MiHIOBAaTHCh KOJIp BUIiIEHOro (parMeHTy TekcTy. KHOMKH 3 TpHUKyT- A
HUKaM{ ¥ BiIKPUBAIOTh MAITPY, 3 AKOT MOKHA BUOpATH IHIIWH KOJIIp.

Inmepeanu midic cumgonamu
Word Hagae MOKIIMBICTB 3011bLIMTH 200 3MEHLIMTH IHTEPBaAJI Mi>k cuMBoJIaMHd. JIJ1s LIbOTO MOTPiOHO:
* BUAIUTUTH NOTPIOHUIH HparMeHT TEKCTY;
* BUOpaTH lleu([)m BIIKpUTH 6Kk1a0ky Inmepean IIHTEpBan PospigEHHii v| Ha: |0,4nT |
(Mumepean) — Binkpuerbes BikHO Tnmepean, e N
* 71715t 301bIICHHS iHTEpBAJIy MiXK CUMBOJIaMH, Tpeba 301IbIIMTH 3HAUSHHS JTIYMIbHUKA «Ha!» (Ha man. —
0,41r). Y noni Inmepean aBTOMaTHYHO YCTAHOBUTHCS pekuM Pospioscenuit (Paspesicennviii);
* sl 3MEHILICHHS iHTepBajly MK CHMBOJIaMH, TpeOa 3MEHLIMTH 3HAUCHHS JIYWIBHUKA «Ha:». Y moii
Inmepean yctaHoBUTBCA peskuM Yuinvnenuii (Ynnomnénnwiil); HatucHyTH KHONKY OK.
lMumaHHs1 Onsi cCaMOKOHMPOIJIIO:

1. Onuwimpe npu3Ha4YyeHHs1 wabnoHy Ot HO8020 OOKyMeHmMa. 6. Sk Hanucau 3akpecneHull mekem?

2. Onuwims moxnusi Oii npu pobomi 3 ab3auamu i psdkamu 7. Onuwims rpouec 8CmMaHoB8IEHHS PO3MIpy wpugmy.
3. Onuwims sukopucmaHHs 3acobie nepesipku npasonucy. 8. Ski crieuianbHi egoekmu do3gonse do wpugpmy Word?
4. Hassimb dii Kopucmysaya npu 0o6opi 2apHimypu wpughmy. 9. Onuwimb 8ubip nompibHo20 Konbopy wpugmy.

5. Sk ecmaHosumu nompibHe HaKpecrieHHsI mekcmy? 10. Sk 3miHUMU iHMepsan MiX cumeonamu?.
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Ypok 8. ®opmatyBaHHA ab3auiB

[Ticns Toro, sIK TEKCTOBMI AOKYMEHT HaOpaHO, HOTO BHIJISA MOXHA 3MIHUTH 3a JOTIOMOT'OI0 KOMaHI
dopmatyBanns. Word Hamae kopucTyBauy 3acobu s dopMaryBaHHs: mpudTiB (po3misaaiocs BHIIE);
a63aiiB i cropiHok. TyT posrnssHeMo GopmaTyBaHHs a03alliB.

Dopmamyeanna adzauy noaAaAc y HAOAHHI HOMY OAHCAHO20 8U2NAOY. GUPIGHIOBAHHAM NPABO2O0 i
i6020 Kpaie meKkcmy, 6CHAHOBAEHHAM GIOCIMYRIe ma IHMEPEaie, HAAAWMYBAHHAM MAOYAAUIT mouo.

Aob3ay modxce nouunamuca 3 giocmyny aoo eucmyny 1-zo paoka 6io 1i6ozo Kparo i npo0o0excyemocsa
pAOKamu be3 giocmyny (abo 3 iHuwum 8iocmynom).

Koxxen ab63an; moxkHa (opmaTtyBaTé OKpeMo: AJisl bOTO JIOCUTh Ha HbOMY Y OY/Ab-KOMY MiCIli po3-
MICTUTH BKa3ziBHUK.Mo)kHa (opmatyBaTh Kijibka a03alliB a00 Bech JOKYMEHT, Uil LIbOTO HEOOXiTHO iX
BUJIUTMTU OJHUM i3 BiZIOMHUX CIIOCOOIB.

Bupisniosanns adzauy

AG3al MOXKHA BUPIBHIOBATH 32 JIIBUM KPAeM, MO LEHTPY, 32 MPABUM 5. .o Kpaem  3a wupuHoro
KpaeM, 3a LIMPUHOIO.

LI{o6 BUPIiBHATH TEKCT OAHHUM i3 CMOCOOIB, BUKOPUCTOBYIOTH 300- —
paKeHi Ha MaTIOHKY KHOTIKHM Ha MaHelli IHCTPYMEHTIB @opmamysanns. ‘-‘__F\ =
Ilpurnao eupienioeanna ad3auy 3a 1ieum Kpacm.

AG3all, y IKOMY 3HaXOJUThCS BKa3iBHUK, a00 Kijlbka BUJIIJICHUX a03alliB Mo yermpy 3a npasum Kpaem
BHPIBHIOIOTHCS 32 JIIBUM KPA€EM Micisi HATUCKAHHS KHOTIKU 3 J1i6 UM KPAEM.

Wi
ill]

Ilpuknao eupienroganna ad3auy no yeHmpy.
A03all1, y IKOMY 3HaXOJMThLCS BKa3iBHUK, a00 KiJIbka BUIIIJICHUX
a03alliB BUPIBHIOIOTKCS MO HEHTPY MiXK BCTAHOBJICHUMHU
BiZICTyNaMu Mmicisi HATUCKaHHs KHonku 1o yenmpy.

Ilpuknao eupienrosanna adauy 3a nPAeUM Kpaem.
A03ai1, B SKOMY 3HaXOJIMThCS BKA3iBHUK, a00 Kijlbka BUAUICHUX a03alliB BUPIBHIOIOTLCS 32 MPABUM KPaeM
TICIISl HATUCKAHHS KHOTIKU 3@ npagum Kpaem.

Ilpuknao eupisnioeannsa adzauy 3a WUPUHOIO.
AG3all, B IKOMY 3HAXOJQUThCS BKa3iBHUK, a00 KijbKa BUAUICHUX ab3alliB BUPIBHIOIOTHCS 3a IIMPUHOK MK
BCTAHOBJICHUMH BiJICTYTIaMU MicJisi HATUCKAHHS KHOTIKU 3@ W UPUHOI0.

Biocmynu i sucmynu
BiryHku 715l BCTAaHOBJIGHHS BiICTYIIIB i BUCTYIIB a03ally po3MillleHi Ha TOPU3OHTAaNbHIH JiHiiLi (0us.
MCUZ?OHOK). BizyHok er'a?myny abo eucmyny 1-20 padka BizyHok npae{mem‘ absauy

Jlieuii  giocmyn — BCTAHOBICHHS o s e e e e 0
BEJIMUMHM BiAcTymy ab3auy Big JiBoi ' ; ' ' ' ' ' '

MEXK1 p060‘{Ovl ‘{a.CTI/IHI/I CTOPIHKH. BizyFok nieoi mexi a63auy
Ilpasuii eiocmyn — BCTaHOBJICHHS
BEJIMYMHU BiAcTymy ab3ailly Bix mnpaBoi Nigut sidemyn
MEKI p 960q01 “aCTHHH CTOPIHKH. ieui eidcmyn — BCTAHOBITIEHHA BeNMYHMHH BIOCTYILY
Biocmyn 1-20 paoka — BCTaHOBJIEH- pbarty Bin niBol Mexki pobotol HACTHHM CTOPIEKH. [Ipaguy
HH 3CYBY 1.1paBopyL_1 1o panka a63auy \Tpasud siocnyn — BECTAHOEIIEHHA BEIIYHHH BINC eidcmyn
BIJTHOCHO JTIBOT MEXI a63au;y. ab3aLy Bif NpaBoi Mel pobodol JacTHHH CTOPIHKH.
Bucmyn 1-20 paoka — BcTaHOBIIEHHS Bidemyn 1-20 padka
3?}/By HlB,Op }‘/q ]..-1"0 panka a63auy '_481700!@3 1-20 padKg — BCTAHOBIEHHA 3CYBY [paBopyY
BIJIHOCHO JIiBOi Me3xi a03alty. 1-ro papxa absally BiHOCHO JiBoi Meski aBsary.
Jlns  BCTaHOBJIEHHS  BIACTYMIB 1 | g, myn 1-20 pAdka
B!’ICTyHIB‘ AOCTaTHBO MNEPETATTA BIAMNO- \Bucmyfx I-z0 paorg — BCTAHOEJIEHHA 3CYBY JHBOpYY 1-1q
BIJTHUI 61FyHOK MHUIICHO. panka absay meol Mesxd absally.
BcranosmoBaTtu BI/IpiBH}OBaHHH Ta
BiL[CTyHI/I MO>KHa TakKOK 3a J0IOMOTORO | ————Mexi po6oqoi obnacmi cmopiﬂxuf

niaJiorosoro BikHa Ao3au.

e Ha BUOpaHOMY a03aili a0o TpyIli BUAIIEHUX a03alliB BCTAHOBUTH BKa3iBHUK MHUIIII;

e BUOpaTH KoMmMaHIy MeHio @opmam = Ao3ay ado BUKIMKATH KOHTEKCTHE MEHIO, y SIKOMY BHOpaTH
KoMmaHny Aozay...,

* y J1iaJIorOBOMY BiKHi A&3au, 1110 3’ IBUThCS, BUOpATH BKIAAKY Biocmynu ma inmepeanu,

* BCTaHOBUTH BHUPIBHIOBaHHS y CTIUCKY Bupienioeanns,

* BCTaHOBUTH MOTPiOHI IHTEpBAM Ha NiYWIbHUKAX Biocmyn 3niea, Biocmyn cnpaesa i Ilepuwuii paoox
(IIepsasi cmpoxka); nHaTucHyTH KHOTIKY OK.
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Inmepeanu mizic adzauamu
{06 3minuTH Mixka03aliHi iHTEepBaH, Tpeba BUKOHATH TaKi il
* BCTAaHOBUTH BKa3iBHHK Ha BUOpaHOMY ab3aili;
* B /iaJIOTOBOMY BikHi A63ay BiAKpuUTH BKIaaky Biocmynu ma inmepeanu (Omemynor u unmepganvl);
* BCTaHOBUTHU MOTPiOHI iHTEepBaIM Ha NiunIbHUKaX ITHmepean — neped. abo Inmepean — nicaa: 1 HaTHC-
HYTH KHOMKY OK.

Mixycpaokoeuii inmepea P —————— — — —
" = . . . . MidPAAKOEHA! SHAYEHHA!
MixpsinkoBuii iHTepBan BUMIDIOIOTh, BKA3YIOUM BiXHOWICHHA posmipy | - B o =
. . v
iHTepBaly J0 po3Mipy mpudry. 3a morpedbu BKa3ylOTh TOYHE 3HAYCHHS Sy T— :

3a MOBYA3HOK 3rOJIOK BCTAHOBJIEHO OJMHAPHMIM MIKDSIKOBMH iHTep- ||loaiiHHF
Bal. € Tako)K NOJYTOPHHU Ta MOABIMHUIA iHTEpBaIH.
JInis BCTaHOBJIGHHSI MIKPSJIKOBUX IHTEPBAJIB y BHJiIEHUX ab3auax He-
00XiZTHO BUKOHATH TaKi il
e Ha BUOpaHOMY a03alli BCTAHOBUTH BKa3iBHUK MMIII;
* BiIKpWUTH BKIAAKY Biocmynu ma inmepeanu (Omcmynot u unmepseaivt) B 1ialoroBOMY BikHi A63au;
* BiJIKPUTH CITUCOK MiMCPaoKosuil (Mesicoycmpounslil);
e 00paTu OAMH 3i CTaHJAPTHUX iHTEPBAJIiB: OAMHAPHUIA, TOJYTOPHUIA, MOABIMHMI a00 iHILE MO CIHUCKY;
e oOpaBwm TouHo, BCTAHOBUTH HA JIYWIbHUKY 3HAYeHHA IHTEpPBaJl YMCIIOBE 3HAYEHHS IHTEpBaly B
MyHKTax MeHue 12 (ctucHyTuii) abo Ginbine 12 (po3TArHyTHIA);
* o0paBwu Muoxcnuk (Mnodcumennv), BCTAHOBUTH Ha JIUWIBHUKY 3HAYeHHA MeHIne 1 — MiKpsIKOBHi
iHTepBan CTHUCHYTH abo Oinmpime 1 — po3TArHyTHi. 3HaueHHS MHOXHHMKA MOYKHA BCTAaHOBITIOBATH 3
HeoOXiqHow TouHicTIO (Hanpukian, 1,21);HatucHyTr KHONKY OK.

I
I
: > I ;
iHTepBasy B myHKTax (0us. na man. 12 nm). || Moy TopH
I
[
I

Hymuepauia cmopinok
Konu nokyMeHT Mae Ginbliie TBOX CTOPIHOK, TO MOXKE BUHUKHYTH MMOTpeda y HyMepalil Horo cTopiHok.
PobuTtbes ne Tak:
* BukoHatu Bcmaeka = Homepu cmopinok... (Becmaska = Homepa cmpanuy...);
* y mianoroBomy BikHi Homepu cmopinok y noni Posmawyeannsn (Ilonosicenue) BuGpatu micue i
po3TalIryBaHHS HOMepa CTOPIHKHM Ha apKyIli —Bropi abo BHU3Y;
* y noni Bupieniosanns (Beipasnusanue) BuOpatu mic-

e 1J1s1 HoMepa CTOPIHKH — JIiBOPYY, MPaBopyy a00 M0 [Fle e s iheire elim e i x|
L[eHpr; PosTalWyEaHHA: 3pazoK

* BCTaHOBUTH MpAropeLlb, SKIIO MOTPIOHO HymMepyBaTH  EHEMSEMM————— | | = =
CTOpiHKI/I, TITOYHUHAKO4YU1 3 Hep]J.IO.f (THTyJ'[bHy CTOpiHKy BMPIEHHOESHHS!

He HYMEpYIOTbh ajie BpaXxOBYIOTh); |06t x| =] | =
* HATUCHYTH KHOTMKY @opmam... (Dopmam...) — Bin- [ Horep Ha nepuwii cropisui = =
KPHUETHCS BiJIMOBIIHE /1iaJIOTOBE BiKHO;, P— | ok | cracysam
e BuOpaTM THUN HyMmepalii — apaOcbki abo pUMCbKi
uudpH, JaTUHCHKI JIITEpH TOLLO;
* BCTaHOBUTH HOMep, 3 AKOTo OyJie po3rnoyaTa HyMepallisi, i HATUCHYTH KHOTIKY «OK».
ITicns BUKOHAHHS LMX il HA CTOpPIHKAaX TOKyMeHTa (B 00J1acTi KOJIOHTHUTYJIA) Y BKa3aHUX MicLAX 3’ sIB-
JSITHCSl HOMEPH CTOPIHOK.
106 3minumu nymepauiro cmopinok, tTpeba MOBTOPUTU OMMCAHI Ail 1 BCTAHOBUTHU HOBi 3HauYEHHS.
SIKIO B TOKYMEHT I0Jal0ThCS HOBI CTOPIHKH, BOHW HyMEPYIOThCS aBTOMAaTHYHO.
Biominumu nymepauito cmopinok MOXXHa Tax:
e Ha OyAb-sKiil CTOpIHII ABiYi KJIAIIHYTH KOJOHTHUTYJI, 100 BiIKPUTH HOTO;
* KJIALHYTH HOMEP CTOPIHKH, 11106 aKTUBi3yBaTH HOro; KONMM BiH HaGy/Je HABEJEHOTO BUMMIAAY ?{? o

(Ous. manonox), HatucHyTH Knasimy Delete—Homepu 3HUKHYTH Ha BCiX CTOpIHKaX. L
MNMumaHHs ons CaMOKOHMPOIJIHO:
11. ¥ yomy nonsieae gpopmamysaHHs ab3auy? 16. Ak ecmaHosumu iHmepsas Mix psdkamu?
12. Ak supisHamu ab3ay, 3a nigum (rpasum) Kpaem? 17. Ax ecmucHymu eenukuli 00KymeHm 8 0OUH apKyw?
13. lljo make sidcmynlsucmyn nigopyd i eidcmyn npasopy4? 18. Ak po3amsieHymu OOKyMEHM Ha 8eCb apKywi?
14. Ak moxHa ecmaHosumu sidcmynulsucmynu ab3auy? 19. Ak npoHymepysamu cmopiHKu OOKyMeHma?
15. Ak scmaHosumu iHmepsan neped i nicns ab3ayy? 20. Ak 3HAMU HymMepauito CmMopiHOK?

16



Omnopsi ypoku s 6 kimacy (WindowsXP, Office 2003), Acmekr», 2014
Ypok 9. Pobota 3 chparMeHTamMu TEKCTY

Dpazmeum mekcmy

Word Hazae MOXJIMBICTh BHITYYaTH, KOIIIOBaTH a0 MEPEeHOCHTH Ha iHIIe Micue BUOpaHy 4YacTUHY
TEKCTY — (hpazmenm mexcmy.

®DparMeHTOM TEKCTy MO)Ke OyTH CHMBOJ, KiJlbka CHUMBOJIIB, CJIOBO, KiJibKa CIIiB, PEUeHHS, KiJIbKa
pedeHb, pAIOK, KiTbKa psJIKiB, ab3all, Kijibka ab3alliB, BeCb JOKYMEHT.

na oopooku ppazmenm mekcmy HeodXioHo eudinumu.

Cnocoou gudinennsa hpazmenma mexcmy
» IIpomazyeanuam. J{ns BunineHHs ¢parMeHTa TEKCTY HEOOXiJTHO PO3MICTUTH BKa3iBHHMK Ha MEpLIOMY
CHMMBOJIi, HATUCHYBIIH 1, HE BiJITyCKAIO4H JIiBY KHOMKY MWUIII, MPOTATHYTH BKa3iBHUK /10 OCTAHHBOTO
CHMBOITY 1 BiJIITyCTUTH KHOIIKY .
* 3a oonomozoio knaeimi Shift. Po3amicTTH BKa3iBHUK Ha MepUIOMY CHMBOJI (parMeHTa, MPUTUCHYTH
kiaiury Shift, 3a TonomMororo kiaBini 3 CTPIIKOK =P MEPEeMiCTUTUCS 10 OCTAHHBOTO CUMBOITY.
* 3a 00noM02010 6KA3I6HUKA HA 1I6OMY RO,

Jns BuAineHHs pAOKa mexcmy PO3MICTUTH BKa3iBHUK Ha JIiBOMY MOJIi HABMPOTH HBOTO i, KOJIU
3’ AIBUTHCS CTPIJIKA, KJIALHYTH.

Jns eudinenna kinbkox paokié TEKCTy PO3MICTHTH BKA3iBHMK Ha JIIBOMY IOJIi HAMPOTH TEPIIOTO
psanka — 3'sBUTbes cTpinka. [IpuTHCHYTH JiBy KHOMKY MUIIi, MPOTATHYTH BKa3iBHUK BHU3 10 OCTAHHBOTO
psaKa i BilITyCTUTH KHOIIKY .

Jns eudinennsa adzayy po3MicTUTH BKa3iBHUK Ha JIIBOMY TIOJI HAaBMPOTH ad3aly i, KOJIW 3 IBUTHCS
CTpiJIKa, 08iui KIALHYTH.

Jnsa eudinenna 6cv020 00Kymenmy, HeoOXiIHO PO3MICTUTH BKa3iBHHMK Ha JIIBOMY TOJIi HaBMPOTH
OJIHOTO i3 HOro psAKIB i, KOJIM 3’ ABUThCS CTpuika, mpuyi xiauHyty (abo natucHytu Ctrl+A, abo BuOpatu
koMmaHny MeHio Ilpaska = Buodinumu ece).

o Knauannam nieoro KHORKOW mMunii.

Jlns euoinenna cioea HeoOXiIHO HABECTH HA HHOTO BKA3iBHUK MU i 08iui KIAIIHYTH.

Jlnst uoinennsn peueHHa —HaBeCTH Ha HHOTO BKA3iBHUK MM, MPUTHCHYTH KiaBinry Ctrl i kaHyTH.

Jlns euoinenna abzayy HeoOXiHO HABECTH HA HHOT'O BKA3iBHUK MM i mpuyi KIAIHYTH.

Buginennii Tekct Oyne [JERO s INENe il
11106 3HATH BUIIIEHHS TEKCTY, JOCUTh KIIALHYTH 32 MEKaMH BUIICHOTO ()parMeHTy.

Podoma 3 hpazmenmamu mexcmy

Sk npu poboTi 3 TekcTOBUM peaakTopoM braoknom Han BupineHUM (parMEeHTOM TEKCTY BHUKOHYIOTh
Taki K il eupizaroms (abo konilowoms) B Oydep oOMiHY i 6cmassioms B NOTPiOHe Miclie (MOMITUBO,
HaBiTb B iHIIOMY AOKyMeHTi). J[isi poOoTH 3 (parMeHTOM TEKCTY MOXKYTh BHKOPHCTOBYBATHCH. MEHIO
IIpaBka, «UIBUAKI» KJIaBilli, KOHTEKCTHE MEHIO, MepeTITyBaHHS.

Menio Ilpasxa. Buninutu GparMeHT TeKCTy, BiikpuTH MeHio Ilpaska, Bubpatu komauny Bupizamu
(abo Koniweamu). Knaunyti Ha notpiOHOMY Micli, 3HOBY BigKpuTH MeHIO IIpagka i BUOpaTH KOMaHIy
Bcmasumu — hparMeHT 3’ sBUThCS HA HOBOMY Miclli i me3He (a00 3auIINThCS) Ha CTapOMYy.

Konmexkcmne mento. BUKIMKaBIIM KOHTEKCTHE MEHIO Ha BUIUICHOMY ()parMeHTI TeKCTY cepell iHIIMX
nobGaunmo 3Haiiomi komauau: Bupizamu, Koniwoeamu i Bcmagumu.

Ilepemazysanna ¢hpazmenmie mekcmy. Buninenuii ¢pparmMeHT TekcTy
MOJKHa TmiepeMicTuTH a0 KOMilOBaTM Ha iHIIE Micle 3a JAO0NOMOror
MepeTsAryBaHHs, sIKe MOXKHAa BUKOHYBATH MPH HATUCHYTIH JNiBik abo npasiii 3e'gsaTh
KHOIIL{I MHMIII.

Ilepemazysanns 1igoi0 KHONKOI0 BUKOHYEThCS TaK:

* BCTAHOBMTH BKa3iBHI/IK Ha BUIiIEHUH (parMeHT;

* HaTUCHYTH H, YyTPUMYIOuH mBy KHOMKY MU, ePEeTArHyTH (bparMeHT Ha HOBE Miclle, K€ BKa3yeThCs
BEPTHKAJIBHOIO PHUCKOIO, | BIAMYCTUTH KHOMKY. PparMeHT 3HMKHE 31 CTaporo Micus i 3'sSBUTbCS Ha
HOBOMY;

* SKIIO MOMePe/IHi il BUKOHYBAaTH 3 HATUCHYTOO Kiasitiero Ctrl, BinOymeTbes koniroBaHHs (parMeHTa.
Ilepemazysannsa npaeoio KHONKOIK BUKOHYETHCS TaK:

* BCTaHOBUTH BKa3iBHWUK ML Ha BUIiNEHUI parMeHT;

* TPUTHUCHYTH TPaBy KHOTKY MU, MEPETArHyTH (parMeHT Ha HOBE Miclle, SIKe BKAa3ye€ThCS BEPTHKAJb-
HOIO PHUCKOIO, i BIAMYCTUTH KHOMKY — 3’ SIBUTHCSI HABEIeHE KOHTEKCTHE MEHIO;

* BUOpaTH NOTPIOHY KOMaHY.

[lepemimennst abo kormitoBaHHA (QparMeHTiB MEpeTATYBaHHSAM 3pY4YHO POOMTH Ha BHUAMMIK YacTUHI
Tekety. Li Aif Takok MO>KHa BUKOHYBATH 3a IOTIOMOTOFO BiAMOBITHIX KHOTIOK TaHelli iHCTPYMEHTIB.

£33 MepewicTHTH

24 Konikosatk

33_!9 CTEOPMTH CiINepnocMNaHHS

CKacvyBaTH
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Howyk i 3amina ghpazmenmis mexcmy

Moske BUHUKHYTH MoTpeba 3HalTH y JJOKYMEHTI MeBHE CJI0BO, TPYIy clliB a00 peueHHs .

o0 3HaliTH MoTpiOHMIA PparMeHT TeKCcTy, HeoOXigqHO BUOpaTH komaHay MeHio IIpagka =
3uaiimu (Haiimu...). abo KIalHYyTH KHOMKY 3Haiimu Ha NaHe i iIHCTPYMEHTIB ) —3’ IBUTKCS Jiajio- &E
roBe BikHO 3natimu i 3aminumu (Ous. man.).

VY noni 3naiimu yBecti TekcT-3pasok (Ha mamonky «unno»). JIns BUKOHAHHS MOLIYKY HATHCHYTH
kHOTIKY 3naimu oani (Haiimu oanee). Ilomyk npoBOAUTHCS MO BCbOMY JIOKYMEHTY, MOUYMHAIOYHM Bifl MicList
3HaXOJPKEHHS Kypcopy.

[Mepwmii 36ir TekcTy JOKyMEHTaA i 3pa3ka BUAUISETLCS IHIIMM KOJLOPOM, BKa3iBHUK BCTAHOBIIOETHCS
Ha MoyaTKy (parMeHTa.

Jns npoJoBKEeHHS MOLIYKY MOTPiOHO 3HOBY HATUCHYTH KHOMKY 3Haiimu dasi abo knasimwy F4.

3amina ppazmenmy mexcnty

Jlnsa 3aminu ogHOro QparMenTa iHIIUM HeoOXinHO BUOpatu komaHny IIpaska = 3aminumu... abo 'y
BikHi 3naiimu i 3aminumu (Haiimu u 3amenump) KJIalHYTH Ha BRI 3aminumu.

Hani y none 3naiimu yBectr TeKCT-3pa3okK, HaTUCHYBIIW Tab nepeiitu y nosie 3aminumu na: i ysectu
HOBHI TEKCT (Ha MAIIOHKY <MUJIO»).

JIia moiyky TeKCTy-3pa3ka y JOKYMEHTI HATHUCHYTH KHOMKY 3naiimu Ooani (Haiimu oanee). 3aminy
MOKHA MPOBONTH SIK i3 3alIMUTOM Ha KOKHY 1it0 (3aminumu abo 3naiimu oani), Tax i Bigpasy 1o BCbOMY
NOKyMeHTY 3aminumu eci (3amenums 6ce).

CKacysanHa nOMuIKo8ux KOMAano
SIKII0 BUKOHAHO MOMUIIKOBY KOMaHIy abo HaBiTh JeKijibka KOMaHJ, 1X 3a JOMOMOT'OI0 KHOMOK TMaHei
IHCTPYMEHTIB MOKHA BIZIMIHUTH | TIOBEPHYTH IOKYMEHTY BUTJIS, SIKWI OYB 10 TX BUKOHAHHS.

s cracyeanns ocmannvoi komanou mpeba sioxpumu menio Ipaeka i gubpamu komanoy
Biominumu ad6o namucnymu xomoinayiro knagiue Alt + € (BS).

JIns ckacyBaHHS KiJIbKOX OCTaHHIX KOMaH[ TpeOa CTiNbKY K pa3iB BUKOHATH Jii, BKa3aHi BULIE.

106 nosepnymu 6UKOHAHHS CKACOBAHOI KOMaHOU, mpeba ¢iokpumu menio IIpaska i

& suopamu xomanoy Illoemopumu abo namucuymu xnagiuty F4.

Ha nmnaneni iHcTpymeHTiB € Ficagl ToEanulin
KHOTIKH (Ou6. Maut.), O HAAIOTH TaKi [ELECLLICEE T
X MOXKJTBOCTI pO6OTH Haj SHaMTH | JamHMTH | OepedTH
TTOMMITKAMU.

KHONKM 3i 3HAYKOM ¥ pO3KpH- || L A
BalOTh CIIMCKU, B SKUX MOXKHA BH]Ii-
JIUTH KiNbKa il Ui cKacyBaHHs a0o | | 3aviwam wa: e v
MMOBTOPHOTO BUKOHAHHS.

ﬂDVK 00Kvmeuma [ Einbwe ¥ ] [ SaMiHHMTH ] [3aMiHHTH B_EB] [3HaﬁTn Aani ] [ CracysaTh ]

11106 HanpykyBaTH BCi CTOpPiHKU
B OJIHOMY MPHUMIPHUKY, TOCUTh Ha MaHesi iHcTpyMmeHTiB Cmanoapmua (Cmandapmuast) HATUCHYTH
kHOTKY Apyk (I[Teuamy).

MoxHa BukoHaTH kKomMaHny @aitn = /JIpyk... Ta'y BikHi, 1O 3’ IBUTbCS, BKa3aTH MOTPIOHI CTOPIHKH i
KijbkicTh komii. 11100 HagpykyBaTé nekiibka CTOpPIHOK, HeoOXimHo y BikHi Jpyk ([leuamv) yBIMKHYTH
nepeMukay Homepu. (Homepa:) iy Mol MpaBoOpyY BKa3aTH HOMEPH MOTPIOHUX CTOPIHOK.

Jnis aiana3oHy cTOpPiHOK 3alMCYIOTh HOMEPH MEepLIoi i OCTAaHHBOI CTOPiHKM uepe3 Aedic, Hampukiaz,
4-12. Homepu HeCyMiXKHUX CTOPIHOK 3alUCyIOThCS Yepe3 KoMy, Hanpukiaa, 3,7.Onvcani BapiaHTH MOXKHA
KOMOiHyBaTH, Hanpukian, 1-3,7,15-19.

MumarHs Onsi caMOKOHMPOJHo:

LLjo moxe 6ymu ¢ppaemeHmMom mekcmy?

Axkumu criocobamu MoxHa sudinumu gppacmMeHm mekcmy?
Axkum sudinumu psdok, ab3ay abo kinbka absayie?

Ak sudinumu eecb mekcm?
Ak 3HSIMU sudineHHs hpaemeHma mekcmy?

Ski Oif sUKOHYtomMb Had gopazMeHmoM mekcmy?
Ak 3Halimu nompibHuli gppaemeHm mekcmy?

Ak 3amiHUMU 00UH bpazMeHm mekcmy iHWuUM?
Ak 8iOMIHUMU OCMaHHI 8UKOHaHy KOMaHOoy?

0. Ak HadpyKkysamu MompibHi cmopiHku OOKymeHma?

agpLODE
Boo~No
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Ypok 10.Po6oTa 3 icCHyt0o4uM fOKYMeHTOM. CTBOPEHHSA CNUCKIB

Biokpumma ooxymenma
CtBopeHi noKkyMeHTH 30epiratoTbes y daiinax. Yepes neskuii yac Moxke BUHUKHYTH moTpeba y poboTi
HaJl BKe ICHYIOUMM JIOKYMEHTOM JUIs HOoro penaryBaHHs abo Ha HOTro OCHOBI CTBOPEHHSI HOBOTO TOKYMEHTa.
Jlns boro HeoOXiAHO HOro 3HANTH, BIIKPUTH 1 MPOJOBKUTH 3 HUM POOOTY.
[Moku Word ne 3a6anmasiceno, st BAKIIMKY TOKYMEHTa KOPUCTYFOTBCS OJTHUM i3 CIIOCOOIB:
* BiJKPWTH MAarKy i ABiui KJIALHYTH Ha 3HAYKY TOKYMEHTa,
* Ha Pofouomy cmoni ABidi KNalHYTH Ha SPJIMKY JOKYMEHTa.
Jlis BUKOpUCTaHHS OCTaHHBOTO CIOCO0Y HEOOXiIHO, 00 OyB CTBOPEHMIA SPJIMK TIOKyMEHTa i po3ra-
moBanuii Ha Podouomy cmoni.
B 060x Bunaakax aBToMaTH4HO 3aBaHTaKyeTbesi WOrd i Ha #ioro expati 3’ IBISIETbCS TEKCT JOKYMEHTA.
SAxmo Word esrce 3asanmasriceno, nnsi BUKIMKY iCHYIOHOTO IOKYMEHTa KOPUCTYIOTBCS OJHHMM 3i
crnoco0iB:

* B MeHIO Qailn y CIHCKY i3 KiNbKOX (aiiiB, 3 SKAMM TpaLfoBaJM OCTAHHIMH, KJIAIHYTH Ha Ha3Bi
HEOOXIHOTO JOKYMEHTa — BiJipa3y Oy/ie 3aBaHTaKeHO BUOPAaHUIT TOKYMEHT;
* BiJIKPUTH JIOKYMEHT 3a JIOMOMOTOr KoMaH U Biokpumu (Omkpuimes), 10 3HAXOUTHCS B MeHIO Dailr,
* Ha maHesi iHCTpyMeHTiB CmaHoapmHua K1auHyTH KHONIKY Biokpumu.
V ABOX OCTaHHIX BUMAaKaXx 3’ SBUThCS JiaJIOrOBe BiKHO Biokpumms doxymenma (Omxpovimue
Ookymenma). Y HbOMY CJIijl 3HAWTH MOTPiOHY MAarnky, a B Hid — JTOKYMEHT, sIKWil Tpeba BiAKpHUTH.
A00 knalHyTH KHOTIKY ¥ crucky ITanka, BinKpUETbCS BiKHO, Y SKOMY HEOOXIIHO MPOUTH IIAX N0 (aiimy
HEOOXIAHOrO TEKCTOBOTO IOKYMEHTA.
Yepes nesikuii 4ac TeKCT BUOPAHOTO TIOKYMEHTa 3’ IBUThCsl Ha pobodomy noni Word.
3arosioBok HalOy/e TaKoro BUIIISIY:
«Hazea eudpanozo ooxkymenma» — Microsoft Word

Poboma Hao icHyouuM 0OKyMeHmOM
[Ticnsa BigKkpUTTS i MOSBM Ha eKpaHi MOXKHA MPOJOBXKHUTH POOOTY 3 iCHYIOUMM JOKYMEHTOM: BUIIPaB-
JISITW TIOMUJTKH, IONIOBHIOBAaTH 200 HAa HOTO OCHOBI CTBOPHUTH HOBHii JOKYMEHT.
{06 36eperTH Takuit JOKYMEHT CJIiJl BAKOHATH OJTHY 13 JTii:
» Bubparu komanay 3oepezmu (Coxpanumy), Micisi 4Oro 3MiHEHHIH TEKCT TOKyMEHTa 3alHLIeThesl y TOM
camuii daiin. Ilonepeoniii mexcm 0oxymenma 6yoe empaueno,
* BuOpaTH KOMaHOy 3bepecmu AK... — BIIKPUETHCS 1ialoroBe BiKHO i 3’ IBUTbCS MOMJIMBICTh 3MiHEHHUH
JIOKYMEHT 3anucaty y iHmmi Qaiin. Ionepeouniii ghaiin 3anumiumoca 6e3 3MiH 3 TAM caMuM iM' M 1y
Tii camiii mamni. TakuM YMHOM, Ha OCHOBI ICHYIOYOTO OY/ie CTBOPEHO HOBHIA JIOKYMEHT.

Ilpu suxopucmanti uysicoeo dokymenma mpeba 1020 KoManoow 3bepezmu AK... 3anucamu 'y 61ACHY
NAanKy 3 MuM camum abo HOBUM iMeHeM, o6 He 3MIHUMU (aill IHUW020 GlIACHUKA.

Cmeopenna HyMeposanux ma MapKoGaHUX CRUCKIQ
Skuro HeoOXiqHo cTBOpUTH criuckd, WOrd gae MOXITMBICTB X MapKyBaTH cUMBOJIaMK a0 HyMepyBaTh
uudpamH i JiTepamu.

Mapxosanuii  cnucox — 1e . . . .

. . . MapKOBaHUU HYMEepOBaHUK OaraTopiBHeBUH
MOCIIAOBHICTh a03alliB, Ha TMOYaTKy
KOKHOTO 3 AKMX CTOiTb Mapkep ¢ lsanenxo L. leanenxo L. Kpynu

. . ¢ [lempenko 2. Iempenko 1.1.Twowno
(cmerianbHUI CUMBOI). N

. & Muxaiinenxo 3. Muxaiinenxo 1.2.Ipeuka

Hymeposanuii cnucox — 1e 4. Cuo 13 p

X I ! & Cudopenxo . Cudopenko .3.Puc
HOCIAOBHICTB a63au1B, Ha TOHaTKy o Cmenanenio 5. Cmenanenxo 2. Maxapouni eupobu
KOXHOTO 3 SIKUX CTOITh TMOPSIKOBUI o Muponeno 6. Muponenko 2.1. Bepmiwens
HoMep abo JiTepa. 7. Tapacenxo 2.2 Jlokwuna

¢ Tapacenko

{06 mpomapkyBatu abo MpOHY-
MepyBaTH CIHCOK, CJiJl BUAUTUTHA BiJMOBiAHI a03aiy i BUOpaTH komaHny @opmam = Cnucok... abo 3
KOHTEKCTHOTO MEHIO BHOpaTh KomaHay Crucok.... 3'SBUTHCS [iaJiorOBe BIKHO, Y SIKOMY BHOWpAIOTh:
Mapkosanui (Maprxuposannwiii), Hymeposanuii (Hymeposannwiit) abo Bacamopisneeuii (Mnozoyposne-
ebuir). Jlami oOMparoTh CUMBOJ [Tl MapKyBaHHs ab0 BU Hymepallii i KianatoTh Ha kHomii OK.

[Ticns BUKOHAHHS 1€l KOMAaHIU BUJIEHI ab3auy OyAyTh BIAMOBITHO MpoOMapKoBaHi abo MPOHYMEpO-
BaHi. [Ipu HaTuckaHHI knaBiwi Enter B mexxax crnvcky HOBOYTBOpEHHIA ab3all aBTOMaTUYHO CTaE €JIeMEHTOM
CIIHUCKY, a HyMepallisl HACTYNTHUX a03alliB KOPUTYEThCs. SKIIO BUITYYHUTH 31 CITUCKY OJIMH a00 KiJibka a3alliB,
HyMepalLlisl iHIIMX TakoxK Oy/ie aBTOMAaTHYHO y3TrOJIKEHa.
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Word nae MOXITHBICT 3aMiHUTH HAassBHHIA Mapkep iHIIUM. J[jis 11boro HeoOXiHO BUKOHATH TaKi il
* BCTAHOBHUTH BKa3iBHUK Ha €JIEMEHT CITUCKY 3 MapKepoM;
* Yepe3 KOHTEKCTHE MEHIO BIIKPUTH J1iajloroBe BikHO CRUCOK,
* HATUCHYTH KHOMKY 3minumu... (Hzmenums...) — 3'SIBUTbCS IiaJlOTOBE BIKHO 3MiHa MaApKO8AH020
cnucky (Hzmenenue MapkupoSaHHO20 CRUCKA);
* HATHCHYTH KHOMKY 3HaK... — BITIKPUETbCA BikHO Cumeon;
* 3i ciucky BuOpartu notpioHuit mpudr (Wingdings, Musicroio) i B HboMy — CUMBOJI MapKepa;
* KJalHYyTH Ha BUOpaHOMY CMMBOJIi, naiti Ha kHomnui OK i OK 'y BikHi 3MiHa MaApKo8anozo cnucky,
* HOBHUI Mapkep 3aMiHUTb MONEPEIHIi y BCbOMY CIIHCKY.

bazamopienesa nymepauin
[Tpu GararopiBHeBiit Hymepallii eTeMEHTH CIHCKY MOCTiIOBHO HyMEPYIOThCs B 3aJICXKHOCTI Bijl PiBHS,
SIKUI BOHU 3aliMatOTh.
I-it pigens o * 1-i piBeHb HymepyeTbes 140 mmdporo (Ous. «1.
2-il pigens o . . . .
3-ii pisens IMepui crpaBu» i «2. JIpyri cTpaBu»);
* 2-4i piBeHb HyMmepyeTbes 240 1mdpporo («1.1.

Bopii» i «1.2.Cynu»);

e 3-i piBeHb HyMmepyeTbes 340 1m¢poro (auB.

«1.1.1 3enennii» i «1.1.2.UepBoHHii»).

VY cnucky 3 OaraTopiBHEBOIO HyMepaLieto s
Mepexoqy 3 OXHOTO piBHSA HyMmepamii Ha I1HIIWH
BUKOPHUCTOBYIOTh KOMaH/IH
KOHTEKCTHOTO MEHIO
3menmumu siocmyn (Vmenvuwumo omcmyn) — TiIBUIIMTH PiBEHb HyMeparlii
ab3any (nanpukian, Bin 1.1.2.10 1.2.); 36inemumu éiocmyn (Veenruuumos omcniyn) — 3MIiCTUTH Ha OIUH
piBeHb Hymepauii Hwkue (Hanpukian, Bin 1.1.mo 1.1.1.). Taki )k KHOMKM Ui IEPEXOAy 3 OJHOTO PiBHS
HyMepallii Ha IHIOWA MOXXyTh OyTM Ha TaHeni iHCTPYMEHTIB

1. Ilepwi crpaBn
_"“‘;-——-a- 1.1. Bopmi
36irvumu ez’dcmynr;-hﬁ""* 1.1.1. 3exenni

| 1.1.2. Yepsonnuii
3verumimu ei@cmynf"'______a P
1.2. Cynn

1.2.1. TopoxoBnii

£'=

YMEHELLIMTE oTCTYn

. Apyri ctpaBun

+

YEENMYITE OTETYN

3MiHa MApPRipPOBAHOTO CIHCKY EJ
Dopmamy@aHHA.
[lepexoautu 3 omHOro piBHS HyMmepalii Ha IHIOMH MOXKHa | 3Ha mapkepa
TaKO0K 3a JJOIMTOMOTIOKO KJIaBilIIL: . . . + = o
Tab — 301BIIUTH BiACTYIT,
Shift+Tab —3menmmTy Binctymn. (wongr... | [ 3. | [Mamoror... |
KprOp npu UbOMy Mae€ 6yTI/I Ha Mo4YaTKy psiakKa. POETAWYEAHHA MaPKEpS
3Mmina giocmynie i no3uuiii maoyaauii BincTyn: |05 5
Jlnst 3mMiHM BigcTyMiB i TaOyns1ii HEOOXiTHO BUKOHATH il PO3TALIYBAHHA TEKETY
* TOMICTHTH KYypCcOp y CIHCOK; TaflynAuiA nicna;
* BHUKJIMKATH KOHTEKCTHE MEHIO; Ocm | BACTYTE[L o 2
* BuOpati koMaH1y CRUCOK, Ipazor
* y gianmoroBoMmy BikHI Crucok, 1mo 3 SBUThCS, KJIAHyTH Ha
kHoMi 3minumu... (Hzmenums...), L —
* y JiaJIOrOBOMY BiKHI, IO 3 SIBUTbCS, BCTAHOBWUTH MOTPiOHI L ——
napamMeTpH BiJICTYMiB - —
* MOCHIJIOBHO KialHyTH ABi kHOmku OK — crucok Habyxe
3aJJaHOTO BUTJISAY, Ha JIHINII BigoOpa3sThcs HOBI 3HAYEHHS
BiJICTYMIB i TAOYALIIT. Lok | | cracyeama

lMumaHHs1 Onsi cCaMOKOHMPOIJIIO:

Y yomy nonsieae poboma 3 icHyr4YUM OOKYMEHMOM?

Y yomy ocobnusicmb KomaHOU «36epeamu fiK...»?

Sk He 3incysamu nonepedHio pedakyito OOKymeHma?
Ak cmeopumu Hosuli O0KYMeHmM Ha OCHO8I ICHYH4Y020?
Hassimb sudu cnuckis. Onuwimse ix ocobausocmi.

SK 3MIHUMU MapKep MapKogaH020 CruCKy?

Sk ecmeopumu bazamopigHesuli criucok?

Ak 3miHUMU Hymepauito 8 bazamopieHe8oMy CriucKy?
Ak 3miHumu 8idcmynu {0 mabynsauyiio y criucky?

0. Ak nepexodumu 3 00HO20 pigHs1 Hymepauii Ha iHWul?

aprwdE
BOX~NO

Ypok 11.MpaktnyHa pob6ota Ne2 «CTBOpEHHSA AOKYMeHTa i3 CMCKOM>»

Ju. pobouwmii 3omut «lHhopmatrka. bazosuii kypc. 6kmac» / Ilaxomoa I'.B., TTunmunuyk O.I1.,
[lecromanos €.A. —IlleneriBka: «AcniexT», 2014.
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Ypok 12.Tabnuui B TeKCTOBOMY AOKYMEHTI

Tabnuiii gornomMararTh pO3MICTUTH (parMeHTH TEKCTY Ha apKyilli, B3ATH B paMKy a00 BUJIIJIUTH Ha3BY
MiZAMPUEMCTBA, ajapecy, OaHKIBCbKi pekBi3uTH TOIO. Ll % poboTa, BHKOHaHA iHIIKMMH 3acobamu Word,
3aiimMae OiTbIle Yacy i 3yCHilb.

Bcmanosnenna madauup
11106 BCcTaBHTH TAOIHILIIO, HEOOXIIHO!
* BCTaHOBHUTH Kypcop KJIaBiaTypH B TEKCTOBOMY JTOKYMEHTI Ha Miclie, ie TOBUHHA OyTH Tabmui;
o wMeHwo Taonuua = Bemasumu = Tadnuuys abo HATUCHYTH KHOTIKY Bemasumu
maobauyio Ha NaHeNi IHCTPYMEHTIB,;
* y XiajoroBomy BikHi Bcmaexa maéauui, mo 3’ SBUTHCS, BCTAHOBUTH MOTPiOHY
KiJIBKICTBh CTOBITYMKIB 1 PSJIKIB;
* MIATBEPAUTH BUOIp, HATHCHYBIIN KHOMKY «OK», y TEKCTOBOMY JIOKYMEHT!I.
VY BKazaHOMY KYypCcOpOM Miclli 3’ SBUThCS TaOJHIIS i3 BKA3aHUM YHUCJIOM CTOBITYMKIB 1 PSJIKIB.

Bomaaurmy mabnuyo

Buodinenna y madauui

IIJo6 sudinumu xkaimuxKy, OCUTH 0L ii AiBOi Mexi (Oue. mMan.) BCTAHOBUTH
BKa3iBHHK 1, KOJIM 3'SBUThCS CTpiiKa A, KIAHYTH — KJIiTUHKA 3adapOyeThes y
YOpHUI1 KOip.

. . . Budinuerd komipgy
L]o6 eudinumu xinbka KiimuHOK, NOCUTh Ha TEPIIy 3 HUX BCTAHOBUTH :

BKa3IBHUK 1, KOJM 3 SIBUThCS CTpLKa A, HATHCHYTH JIiIBY KHOMKY MHII i, HE BiJIMYCKAIOYM 11, MepeTsarTu
CTPIJIKY IO OCTaHHBOT KJIITUHKH 1 BIAIMYCTUTH KHOTKY — KJIITHHKH 3a(hapOytoThesl Y YHOPHUIN KOJIIP.

Ll]o6 euoinumu cmognuux, HOCUTH 3BepXy HaJl TAOJIULICIO BCTAHOBUTH BKa31BHUK HABIPOTH CTOBITYMKA
i, Konu 3’ sBUTHCs cTpinka W, K1auHyTH — BCi KITITHHKM cTOBMUKKA 3ad)apOyIOThCs Y YOPHHUIA KOIIp.

o6 sudinumu Kinbka cmoeénuuxie, NOCUTh 3BepXy Haja TaONWIEI0 BCTAHOBUTH BKa3iBHUK MMII
HABMPOTH TMEPIIOrO CTOBMYWKA 1, KOJNM 3 SBUThCS CTpiika W, HATUCHYTU JIiBy KHOMKY MU i, He
BiJIMyCKAIO4M ii, MEpPEeTArTH CTPIIKY IO OCTAHHBOIO CTOBMYMKA 1 BIMYCTUTH KHOIMKY — BCi KJIITHHKH
BiIMIUEHHMX CTOBMYMKIB 3a(apOyroTbesl y HOPHHIA KOJIp.

L]ob eudinumu psi0ok, NOCUTH 3]1iBa 32 MeXaMU TaOJUIli BCTAHOBUTH BKa3iB-
HHUK MHIII HABIPOTH PsilKa i, KOJIU 3’ IBUThCS CTPiIKa ¢!, KJIALHYTH — BCi KIITHUHKH 57
psinka 3adapOyroThes y YHOpHHUE KOip.

1]o6 suoinumu xinvka psaokie, JOCUTH 371iBa 32 MeKaMH Ta0JIMIli BCTAHOBUTH BKa3iBHUK MUIII HAaBIPO-
TH TEPUIOrO PsaKa i, KOJM 3’ SIBUThCS CTPiKAa <!, HATHCHYTH JIiBy KHOMKY MHUIII i, HE BiImyckarouu ii,
MEPETSArTH CTPIJIKY /IO OCTAHHBOTO psjiKa 1 BIAMYCTUTH KHOIMKY — BCi KJIITHHKU BiIMIiYEHUX PSAAKIB
3ahapOyIoThCS Y YHOPHUH KOJIIp.

o6 euoinumu écio mabauyio, MOKHA CKOPUCTATHUCS JIEKUTbKOMa CrOcoO0aMu: BUAUTMTH BCi ii pAaku
abo CTOBMYMKH, KIALHYTH Ha Mapkepi y JIiBOMY BEpXHbOMY KyTi abo BUKOHaTH koMaHny Tadnuys =
Buoinumu maénuyro — Bei KINITHHKY Tabnuii 3ahapOyroThes y YOpHUI KOip.

L]o6 3usamu eudinenns, documo KIAyHymu y pooouomy noii 8ikHa 3a mesjicamu maoiuyi

3mina posmipie cmosnuukis (paoKie)

He 6uoinsiouu k1imunox mabiuyi, NepeBecTy BKa3iBHUK HA BHYTPILIHIO BEPTHKAIbHY b %
(ropu3oHTasIbHY) MEXKY CTOBMUHKA (psA/Ka) — 3’ IBUTHCS JBOCTOPOHHS CTpisika. HaTucHyTH
JIBY KHOMKY MHLII 1, HE BiAITyCKatO4H il, MEPETATTH CTPIIKY [UIsl 301bIIEeHHS a00 3MEHIIEHHS IMPUHUA CTOBM-
yuka (psaka). [Ipu neperaryBaHHi 3’ sBJISETHCS LITPUXOBA JTiHIs, SKa BKa3ye, ne Oy/ie MPOXOIUTH HOBA MEXa.

3anosnennsa madauui

KoxkHa kniTHHKA € HIOM OKpeMHUM TOKYMEHTOM, y Hei MOKHa BBOAMTH TEKCT i3 MOIIMBICTIO opMaTy-
BaHHs ab3arliB i WpUPTIB.

[Toku KIITHHKK MOPOXKHI, 3 KINITUHKM B KIIITUHKY MOYKHA TepecyBaTHCs KiaBillaMu KepyBaHHs Kypco-
poM (2 N € V). SIKio KIITHHKM MarOTh TEKCT, TO KiaBiamu = abo € MepecyBaroThes Bijl CUMBOIY J10
CHMBOITY JI0 KiHIIs a00 O TOYaTKy TEKCTY 1 X TOJli —y CYCITHIO KIIITHHKY.

JIns 3aiiicHeHHs iepexo/y B MOTPIOHY KIIITHHKY, IOCUTh Ha Hel MepeBecTH BKa3iBHUK i KIIAITHYTH.

DopmamysaHHA KIimMUHOK

Komannm muis popmaryBaHHs Tabnuui 3i0paHi Ha naHeni iHcTpyMeHTiB Ilanens mexc (Illanens epanuy).

{00 BUKIMKATH L0 MaHeNlb IHCTPYMEHTIB Ha eKpaH, JOCUTb HATUCHYTU Ha naHeli Cmanoap-
mua (Cmanoapmnast) kaoniky Ianens mexc (Ilanens epanuy), 3’ IBUThCS MaHEb iHCTPYMEHTIB (Ha :F
MaJTIOHKY 11 paBa 4acTHHA).
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Komanu npapoi monoBuHu naHesi iHctpymeHTiB Taoauui i mexci (Tabnuyer u epanuyer) npu3HayYeHi
Ui (hopMaTyBaHHS KJIITHHOK TaOJIuII:
Bcmasumu maéonuuto (Bcmasumo madaiuyy) — BiJKpUBae Iiaqorose BikHo Bemaska maonuui,
00’ conamu Knimunku — o0’ efiHye 1B i OiIbIIE TOPU3OHTANBHUX i (a00) BEpTHKAIBHUX KIITHHOK;

Poszoinumu  knimunku (Pazoe-  fodamy Bupisramu Bupishamu  Bupishamu O0HUCHeRns

JUmb  Aueliku) — JAUTATE  BUIUIEHY FAabnuulo  amicrn BLCOMY LU AL

KIIITUHKY Ha 3aJaHy KiTbKICTh CTOBII- K KCIMJbi rj'm OERSUKIE

YUKIB Ta PSAJKIB; JUIUTh JIeKiJibKa

BUJIIJICHUX KIJIITUHOK, CIOYaTKy 00’ €j- b/ﬁ E M—ggoafw%iﬁgﬁ?ﬂlﬁw

HaBILIM 1X , a/ \Bnoﬂﬂﬂweamu
36epxy 3a nieum Kpaem aGo Dﬁf’?{’émﬁ’“"—fw E El 38 FP0CIEHHRM

BKa3aHWH IHIIWI BapiaHT BUPiBHIOBAH- ﬂodmumf = EI =l SMJHU”%% Fggﬁﬂﬂmoﬁ

HSl — MpU KJIALaHHI Ha KHomui Y, 11O xomipku | [=] H_él:'EBHHTH no LeHTpy | Y

MOpyY, BiIKPUETHCS CIMCOK BapiaHTIB
BUPIBHIOBAHHS BMICTY KITITHHOK (Ha MAOHKY GiOKpumuit);
Bupienamu eucomy paokie (Buiposnsams eviconmy psoxkog) — BUIJIEHI PIAKH 3 PI3HOIO BHUCOTOKO
BUPIBHIOIOTHCS 1 HAOYBalOTh cepeIHbOAPHU(MMETHYHOTO PO3MIpY;
Bupienamu wiupuny cmoenuuxie (Beiposnsame ewiconty ¢cmonbyog) — BUIINEHI CTOBIMUUKH 3 Pi3HOIO
HIMPUHOIO BUPIBHIOIOTHCS 1| HAOYBAIOTh CEPEIHLOTO PO3MIpY;

3minumu HanpaAMok mexkcmy —y BUIUIEHIN KIITHHI TOBEPHYTH FOPH30HTAIBHHI TEKCT BEPTUKATIBHO
(i maBmakm).

TuR iR Konip apakuwl KoRip 2anuexu
Meanci it 3anueka ToawuHa ninii MpanuA
I[lo6 m™atm gocTyn [0 IHCTPYMEHTIB | u\
CTBOpEHHS MEX 1 3ajJMBKH, HEOOXiTHO - 7 -

BUKOHATH KoMmaHny Buensao (Buo) = Ilauneni
incmpymenmie = Meoci it 3anuexa (Tabnuywl u epanuysl) abO0 HATUCHYTH BIAMOBIIHY KHOMKY Ha MaHesi
iHcTpyMeHTiB CmanoapmHua.

[Ticnsa uux il Ha exkpaHi 3' IBUTHCS MaHeNb iHCTpyMeHTiB Meorci i1 3anueka. Ha mantoHky 300paxeHa 1t
YacTHHA, 1110 BiZIHOCUTHCS 10 BCTAHOBJICHHS MeK. binbln aeTaabHO Mpo Mpu3HaYeHHsS KHOMOK:

Tun ninii — nponoHye Habip JiHik (oAMHApHA, MOBIiHA, MYyHKTHPHA TOLIO).

11106 BinkpuTH CrIMCOK, HEOOXiTHO HATUCHYTH KHOTIKY ¥

s BuOopy HeoOXinHOT iHiT HeOOXiAHO KIALHYTH Ha i 300pakKeHHi y CIIUCKY.

Tosuiuna ninii — npononye Habip posmipie Bix 0,25nT no 6 nt. 1100 BigkpuTh crnmMcok, HEOOXITHO
HaTUCHYTH KHOTIKY ¥ . JIyi1 BUOOpY HEeOOXiTHOT TOBIIWHU MOTPIOHO KJIAIIHYTH Ha BiAMOBIHIHM JIiHIT CIIMCKY.

Konip meci (epanuust) — nponoHye HaGip KoJabOpiB i 3abapieHHs jdiHid Mex. 1106 BimkputH
MaJliTpy KOJbOPiB, HEOOXiTHO HATUCHYTHU KHOMKY Y . Jlns Bubopy HEoOXigHOro Koyibopy HeOOXiHO Kiail-
HYTH Ha KBa/IpaTUKy, 3a0apBiieHOMY Yy BUOpaHUH KOJIIp.

Meyca (epanuua) — npornonye Habip MoxxauBux Mex. 11106 BigkpuTH
CITMCOK, HeoOXimHo HaTucHyTH KHomky Y . Jns BUIIJIEHOI'O AB3ALLY
MOJKHa BHUOpATH HIKHIO, BEPXHIO, TIpaBy a0o JIiBY MEXy, a TaKOXK MExXy

HAaBKOJIO TEKCTY. g
Jlna Bubopy HeoOXimHOT Mexki Tpeba KITalHyTH Ha BiJMIOBIHOMY Bapi- H3HA MEH{-EI|

aHTi y cnucky. Ha manioHKy BUOpaHa HIKHS Mexa.
1{o0 3HATH BCTaHOBJIEHY MEXY, HEOOXIHO BUUIUTH GparMeHT i BUOPATH JJIsl HbOTO y CITUCKY KOMaH-
ny Buoanumu mesnci (Yoanume epanuyet).
Konip 3anueku — npornonye Habip KOIbOPIB [Tl 3aIMBKU BUAUICHUX KIITHHOK. HeoOXinHO HaTHCHYTH
KHOMKY Y i B TaOJuLi, 110 BiAKPUETbCA, KINALHYTH Ha KBaIpaTHKY, 3a0apBieHoMY Y OTPiOHUH KOJip.
o0 3HATH BCTaHOBIEHHI KOJip, HEOOXiAHO BUAUIUTH (PparMeHT KJIITHHOK i BUOpaTH IJii HbOTO y
cnucky koibopiB komauay Hemae zanuexu (Hem 3anusxu).
MumanHs Onsi caMOKOHMPOJIHO:
Sk y mekcmosuil QoKymMeHm scrmasumu mabnuyro?
AK 3miHUMU po3mipu cmosn4uka abo psioka?
Ak nepecysamucs 6i0 KnimuHKU 00 KITiMUHKU?

Ak sudinumu oKpemy KnimuHKy, cmosnyuk abo psidok?
Ak sudinumu Kinbka KimuHOK, cmosnyukie abo psiokige?

Sk 06'edHamu KiribKa KiimuHoK mabnuyi?

Ak nodinumu KnimuHKy mabnuyi Ha Kiflbka KinimuHoK?
Sk upigHsIMU 8MiCm KMIMUHKU M0 YeHmpy8?

Ak 3MiHUMU HarnpsMoK mexkcmy y mabnuui?

0 Sk ecmaHosumuU MeXxi 3 NompiGHUM Muom fiHii?

agprwNE
'—“°.°°.“.°’
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Ypok 13.PegaryBaHHsi Ta COpTYyBaHHA Tabnuub

PenaryBanns Tabnuiii BKJTIOUaE JBa BUAM POOOTH: BUMpPABICHHS NMOMUIIOK 1 BUKOHAHHS orepailiidi Haj

TEKCTOM Y KJTITUHKAX Ta0JIHILI.

Bunpaenenna nomunok

1106 eunpaeumu nomunky B KJIITHHII, HEOOXiIHO TiepecyBaTH Kypcop
1o 11 TeKCTY KJIaBilllaMHU KepyBaHHS KypcopoM i BUIpaBisATH NoMuiku. [1lo6
3aAMiHUmMU BMICT KJIITHHKH, HEOOXIHO HOTO BUIIYUUTH | HAOpaTH HOBUH.

o0 éuayuumu BMICT KIIITUHKH, HEOOXiAHO BMIUIWTH ii i HATHCHYTH
knagimy Delete abo BUKJIMKATH KOHTEKCTHE MEHIO Ha BUIINIEHIH KIITHHII
i BUKOHaTH KOMaHy Bupizamu (Beipezamy).

{06 ronitoeamu (abo nepenecmu) y KITHHKY BMICT iHIIOI KJTITHHKH,
HeoOXigHO BUKOHATH Taki Aii:

* BHAUIMTH KJIITHHKY, 3 SKOT KOIIFOEThCS/MIEPEHOCHTBCS BMICT;

* BHMKJIMKATH KOHTEKCTHE MEHIO Ha Wil KIITHHLI, BUKOHATH KOMaHIY
Koniweamul Bupizamu (Konuposamw| Beipezamy);

* BCTaHOBHUTH Kypcop y KJIITHHKY MPU3HAYEHHS;

Bupizati
Honikoeati

BCTaEMTI

Bl G b o

Aogati Tabmagk,..

BHASNMTH KNITHHKA, .

i

PO28imaTia kiTiHeM. .,

Mexi [ zanveka. ..

,_
=
==

HampAMOK TEKCTY. .

BlpiBHHIBaHHA B KNITMHLI | #
AETOAOGID 3

BnacTkeocTi Tadnmyi...

* BUKJIMKATH KOHTEKCTHE MEHIO /IS L€l KITITHHKYA, BUKOHATH KoMaHy Bemasumu (Bcmasumy).

Slkio komiroBaTH, TO BMIcT Oyzie B 000X KITITHHKAX.

A SKIIO BUPI3aTH, TO BMICT BUXIiTHOT KJIITHHKY 3HUKHE, a 3’ SBUTHCA Y KITITUHII PU3HAYCHHS.

Bcmaexka cmosnuukie i paokis
1106 BcTaBuTH CTOBMYHMK (20O psIOK), HEOOXITHO:
* BUIUINATH BiAMOBIAHMI CTOBMYMK (200 psAIOK);
e BukoHatu Tabauus = Bemasumu (Tabruya = Bemasumy),

* y CIHCKY, L0 3'BUThbCSA, BUOpATH Miclle BCTABKWM CTOBMYWKIB YM PAAKIB —

JiBOpYY 200 MpaBopy4, BUILE a00 HHXKYE.

[Ticns BUKOHAHHS OMKMCaHUX [iif y TabiaMui 3'SIBUTbCS HOBHEM CTOBMYMK (abo

PSIIOK), SIKU# Oy/ie CXOKUH Ha BUITINIEHHIA.

11106 BcTaBUTH KijlbKa CTOBMYHMKIB (200 psiaKiB), HEOOXIAHO BUILIUTH CTUTBKH 5K 3

cToBmuKKiB (a00 psAAKiB) y TaOIMIL i BUKOHATH MOTEpPeTHi il.

3mina wiupunu cmosnyuuKka

Tatnuuka, ..

=l

CToEnUi =niea

CTOBOUi Cripaea

FAgk Blwe

%

FAgkan Hs e

i

K RiTEHKA, .

Kpim onucanoro Buiie crnoco0y 3MiHU IIMPHUHU CTOBIUMKA MEPETATYBAHHAM MEXI, € 1Ie TaKHii crocio:
* BUAIIMTH CTOBMYMK, LUIUPHUHY SKOrO HEOOXiAHO 3MiHWUTH, iBUKoHaTH Tabauua = Baacmueocmi

maoauyi (Tabruya = Ceoiicmea mabnuyot),

* y BIAMOBIJHOMY [iajOroBoMy BikHi (Ou6. ManoHOK) BractBocTi Tab/iuli 2]
BUOpatH BKIaaky Cmoenuux (Cmonbey); Tsbmug | Pagox  Crosneus | s |
* B obnacTi Po3mip BCTAHOBUTH Mparnopelpb <UIMprUHA, Postip
* Ha JIYMJIBHUKY BBECTH MOTPiOHE 3HAUCHHS IIUPHHH; Crosneus 2:

* MEpPelTH, AKIO MOTPiOHO, 3a JOMOMOTOK BiIMOBiI- M wiphra: |1,5 o = oaurwui |C6HTHNETPH 'I

HUX KHOMOK Yy BIiKHI /iajJory [0 TMOMNepeaHboro Y

HACTYITHOTO CTOBMYHWKA, 1100 BCTAHOBUTH HOTO IMIMPHUHY; 44 OenepeaHid cToBMEwL | HacTymHii cTaeneus b |

* MiATBEPAUTH BUOIp, HATUCHYBIIN <OK».

3mina eucomu paoka

QK I CKacyeaTH |

Kpim onmcanoro Buiie crnoco0y 3MiHM BUCOTH psiIKa
MepeTsAryBaHHSIM MeXi, iCHy€ 11e Takuii crocio:

* BUAIIMTH PSIOK, BUCOTY SKOrO HEOOXiNHO 3MiHWTH, i BUKOHATH Tadnuus = Bnacmueocmi mabauui

(Tabruya = Ceoiicmea mabnuyet);

* Ha Briaaui Paook (Cmpoka) B obnacti Po3mip (Pazmep) BCTAHOBUTH MPANopelb «BUCOTA,

* Ha JIIYMIBHUKY BCTAHOBHUTH MOTPiOHE 3HAUEHHS BUCOTH;

* MepeiTH, SKIIO MOTPIOHO, 3a IOMOMOTOK BiJNOBIIHUX KHOMOK Y BiKHI JiaJioTy JO MOMEPeIHbOrO Yn

HACTYIHOT'O CTOBIYMKA, 100 BCTAHOBUTH HOr0O IIMPHHY;
* MiATBEPAWTH BUOIp, HATHCHYBUIN KHOTKY «OK».

3mina pozmipy i nonoxceHHa madauui

Po3mipu i1 mosoxeHHst TabauLi MOXKHA 3MIHUTH 3a AOTIOMOIOIO criewia-
JBHUX MapKepiB, IO 3 SBJISIOTHCS; JOCUTh TIEPEBECTH KYpCcop KilaBiaTypy Ha
TaOJIHLIIO:
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*  HUDICHII Npaguil y BUTIISAII KBAJApaTy — MPOMOPLIHHO 3MIHUTH PO3MipH TabIUIIl, TEPETATYIOYH MapKep;
* GepXHiil niguil y BUTTISNI «pO3HU BITPIB» —BCTAHOBUTH BKa3iBHUK MMIII Ha MapKkep, MepeTsArHyTH Talmiu-
IO B iHIIE MicIe JOKYMEHTA.
Bcmanoenenna 3azonogkis
Axuio Tabnuug 3aiiMae Oinblie JIBOX CTOPIHOK, HEOOXIJHO KOXKHY CTOPIHKY MOYMHATH i3 Tak 3BaHOT
«IIaNKKW» 3 HA3BaMU CTOBITYMKIB, JJIs1 YOTO HEOOXiTHO BUKOHATH TaKi Jii:
* BUAIIMTH NOTPIOHUHN PAIOK;
o BukoHatu Taonuua = 3azonoexku (Tabnuya = 3aconoexu) — BUAIEHUH PAJOK CTaHEe MEPIIUM Ha
KOXHil CTOPIHIII TaOHIIi.

Copmyeanna paokie

CopTyBaHHs pAAKiB TaONMLi MOJSTae y MEpecTaHOBLI PAAKIB BiAMOBiIHO 3a abo mpoTH andasity y
BUOpaHOMY CTOBITUHKY.

CopryBaHHs MOXKHa MPOBOIUTH 3a 3pocmanuam (no eospacmarnuio) abo 3a cnadau- Al Hl
Ham (no yovieanuio). H A

11106 mpoBecTH cOpTyBaHHS 3a AaHUMH OJHOTO CTOBMYMKA, JOCTATHHO BHMIUTMTH 1eH CTOBITYMK i Ha
naneni iHctpymeHTiB Taonuui ma mexnci (Tabnuyvl u epanuysl) HATUCHYTH KHOITKY, IO BiAMOBimae
HarpsMKy COpPTYBaHHS.

Jis ccopTyBaHHS 3a JAHMMH JBOX CTOBMYMKIB, [@fe|sypti=rz1a/als] x|

HamnpuKIaj, 3a Tpi3BHIAMH, a TMOTIM 3a iMeHaMH,

CNOYaTEY 34

HOTp16HO: Twn: memﬁ - (f': %A SP0CTAHHAM
* BUIUINTH TaOIHLIO; . - i el
=4 ab3alaMH -
o sukoHatu Taonuua = Copmyeannsn (Tabnuya =
. MaTin 3a
COPMU[?OBKG), o T = R {* 53 3poCTaHHAN
* y nmiajgorosomy BikHi Copmyeanus (Copmuposka) I =] frecer & " 3a cnagapHan
B o6nacti Cnouamxky no (Cuavana no) 3a 1onoMo-  3a  [sEsauam =]
TOI0 KHOIIKM w BIJKPUTH CITUCOK 1 BUOPATH Ha3By o ]
CTOBMYMKA, 33 JAHMMH SKOTO TOTPIGHO MPOBECTH _eparerp... | o Cracyeary |

COPTYBaHHS pSJKIB, YBIMKHYTH T[epeMHKad 3d
3pocmannamlza cnadanuam (no eozpacmanurolno yovieanuio) y norpioHe MoIOKEHHS;

* SKIIO MOTPIOHO MPOBECTH COPTYBaHHs 3a JAQHWMHM IE OJHOrO CTOBMYMKA (HANpHKIaA, MPOBEICHO
COpTYBaHHs 3a Mpi3BHIIAMH, a MOTPIOHO 1€ i 3a iMEeHaMH), TO BHIIEONHUCaHi il Tpeba MOBTOPUTH B
obnacti ITomim 3a (3amem no);

* MiATBEPAMTH BUOip, HATUCHYBIIN KHOMKY «OK».

Imina HanpAMKY meKkchy
Jnist 3MiHM HANPSAMKY TEKCTY B KJIITHHKaX TabnuLi HeoOXiIHO:
* BHUBECTH Ha €KpaH NMaHesb iIHCTpyMeHTIB Tabauui ma medici, K10 BOHA BiACYTHS;
* BUJIUTUTH MOTPIOHI KIIITUHKY,
* Ha MaHesi iIHCTPYMEHTIB HaTHCKyBaTh kHOTNKY Hanpamox mexcmy (Hanpaenenue mexcma) 1o u
BCTAHOBJICHHS MOTPiOHOTO HATIPSIMKY.
lMumaHHs1 Onsi cCaMOKOHMPOIJIHO:
Sk sunpasumu rnoMusiky 8 KiimuHuyi?

6
Ak Konitoeamu emicm OOHIeT KINIMUHKU 8 iHWYy? 7
Ak nepeHecmu emicm OOHIET KINIMUHKU 8 iHWYy? 8
9
1

=

Akum 3acobamu  3MIHUMU WUPUHY CMO8MYuKa?
Skumu 3acobamu 3MIHUMU MONIOXeHHS mabnuui?
Sk 8cmaHosumu 3a20/108KU mabnuui?

Sk copmysamu psiOku mabnuui?

0. Ak 3MiHUMU HarnpsIMOK meKkcmy y KOMIpui?

Sk ecmasumu cmosnquk abo psidok y mabnuyro? .
SK 3MiHUMU WUPUHY CMOoBNYuKa rnepemsi2y8aHHsIM MEXi?

agpwNRE
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Ypok 14.MantoHKU B TEKCTOBOMY OOKYMEHTI

Bcmaeka manionka

1106 BcTaBuTH MaTIOHOK y HoKkyMeHT WOrd, HeoOXifaHO:

* BCTAHOBHUTH KYPCOp B T€ MicIIe JIOKY-
MEHTA, JIe¢ TIOBUHEH OyTH MAJIFOHOK;

* BUKOHaTU Bcmaexka = Manionok =
3 ¢aitny... — BinkpueTbes Aiajorose
BikHO Jlooasanns mamonuxka (/Joda-
6lleHUe pUCYHKd), a B HbOMY — TIarka
Moi manronku (Ous. ManioHok);

* 11100 BCTABHUTH B TOKYMEHT MaJIFOHOK
13 manku Moi manronKu, JOCUTH OBiYl
KJIAlIHYTH Ha HOro miKTorpami,

* 1100 BCTABUTH B JJOKYMEHT MaJlFOHOK
i3  JOBUTBHOI  TamkW,  HEoOXiTHO
BiJIKPUTH MOTPIOHY ManKy, 3HAWTH y Hil
MOTPIOHMI MAaJTFOHOK, TICJs YOro JBidi
KJIAIHYTH Ha WOTO MiKTOTrpami,

* ipd HEOOXITHOCTI MOTPIOHWH THIT
baiiny BuOuparoTe y crnucky (Ha

HobaeneHre pycyHKa

Marka:

I ﬂ MoK pHCYHEH

Mok nocneaHHe
AGKYHEHTE!

Paboqmi cTon

Mom
ADKYREHTE

ul
L
-Jrg
Mok
KOMMEHITER

Moe ceTesoe
OKPYHEHME

Nesoe-16

OBREEUEl PUCYHKDE Mapa YueHs

Vina dhaiina; |

THn hakinos: che DHEYHIH
|

OTHEHS

;J BCTaBHTE:
[

MaJltoHKY BiH Binkputuii) Tun ¢aiinie: (Tun ¢aiinos:).
[Micns BukoHaHHS omucaHux Jid B mokymeHnt Word y BkasaHe KypcopoMm KiaBiaTypu Miciie Oyne

BCTaBJIEHO BUOpaHUI MaIOHOK.

Bre thatine

ITix yac pobotu y cepenoruiii Word moxxna He TypOyBatHcs rmpo dopmar rpadivHoro daiiny — Heoo-

XiZ[Hi (bOpMaTI/I BCTaHOBJIIOKOTHCA CUCTECMOIO aBTOMAaTHU4YHO.

Byov-sixuii mamonok, wjo 6xoounms 0o cxkaady ooxymenma \Word, ne sminioe tioco muny (posuupenns).

Tonoyicennsn manonka y mexkcmi

MaJttoHOK 1 TeKCT MalOTh Pi3HY «aIpupoy». [l cymicHOTO BitoOpa)keHHs1 MalltOHKa B TEKCTI HEOOXi -

HO BUKOHATH Taxi Ail:

* aKTHBI3yBaTHU NOTPIOHMI MAITIOHOK, KJIAIHYBIIU HOTO;

* BUKJIMKATH HA MaJIFOHKY KOHTEKCTHE MEHIO, Y SKOMY BUKOHATH KOMaHAy Dopmam MaiioHKa...;
* y AianoroBoMy BikHi @opmam manoHka, o 3’ aBUThes (Ous. manonox), Bubparu Bkiaaky Pozmauiy-

eanns (Ilonooicenue);

B obmacti Oémikanna (Obmexanue)
BUOpaTH MOTPiOHMIA BapiaHT s cyMic-
HOT'O iCHYBaHHS TEKCTY i MaJIIOHKa;

B obnacti I'opuzonmanvhe eupieHio-
eéannsn (lopuzonmanvrnoe 6bIPAGHUBA-
Hue) YBIMKHYTH TIepeMHUKad sl BiAro-

PP opMarT pHCYHKA EE

LIEETa K nkHMK I Pazmep | PHCyHOR I Haanuce I Web I

DATEKEHHE

o

o

BiJTHOTO pO3TalllyBaHHs MaITIOHKA,
* MiATBEPIUTH BUOIp
KHOMNKU «OK>.

IMina po3mipie MaIOHKa

HAaTUCKaHHAM

E TEKCTE

FOpHZ0HTANEHOE ERIPSEHHEAHHE

 no nesory kpato © no UEHTPY

BOKPYL PAMEH MO KOHTYPY 33 TEKECTOM  MEpea TeKCToM

" no mpasoky Kpak (¢ Apyroe

3MIHUTH PO3MipH MaJIFOHKA, IO BXKE BCTABJICHUH y TEKCTOBHUI JOKYMEHT, MOYKHA TaK:
* aKTHBI3yBaTU MAJIFOHOK, KJIAIIHYBIIH HOTO;

¢ BCTAHOBUTHU BKAa3iBHUK Ha OJWH 3 MapKepiB HaBKOJIO

MAaJIIOHKa TakK, 1100 3’ IBUacs JBOCTOPOHHS CTPIJIKa;

* 1100 MpONopILiHHO 30iApUTH (00 3MEHIIUTH) PO3-
MipH MaJIIOHKa, HeOOXiIHO BCTAHOBUTH BKa3iBHUK Ha KyTO-
BUI1 MapKep i MepeTarTy ioro Bia HeHTpy (abo 10 ueHTpy) i

MpU AOCSATHEHHI MOTPiIOHKUX PO3MIpiB BiAMyCTUTH;

* 06 po3TArHyTH (a0 CTHUCHYTH) PO3MIp B OJHOMY
HarpsMKy, HeoOXiTHO BCTAHOBMTH BKa3iBHUK Ha CepelHii
Mapkep 3 HeoOXiIHOro OOKY, HATUCHYTH 1, HE Bi/IMyCKalOUuM
JiBY KHOMKY MHILI, HEPETIrTH Mapkep Bin LeHTpy (abo 1o
LEHTPY) i MPU JOCSATHEHHI MOTPIOHMUX PO3MIpIB BiAMYCTHTH.
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IHepemiwenna manonka

Jlns mepeMillieHHs: MaJFOHKa B iHIIIE MicIle TEKCTOBOT'O JIOKYMEHTA CJIiJl BUKOHATHU TaKi JIii:
HaBECTH BKa3iBHUK Ha MAJIIOHOK — Kypcop HaOy/e BUIJISLY YOTUPUCTOPOHHBOI CTPINIKH,
MPUTUCHYTH JIiBy KHOMKY MHLII i, HE BiAMyCKalO4H ii, MEPeTsArTH MAIIOHOK Ha MOTpiOHe
Micle JOKyMeHTa. MaJFoHOK 3’ SIBUThCS HA HOBOMY MICIIi 1 3HUKHE Ha CTapoMy.

Koniweanna manonka
KomnitoBaHHs1 MaltoHKa 31iHCHIOETBCS TAKUMM K JisIMH, 11O W KOIMilOBaHHS TEKCTOBOTO ()parMeHTy:
Ha MaJIIOHKY BUKJIMKATH KOHTEKCTHE MEHIO, y IKOMY BUKOHAaTH KoMaHay Konitoeamu (Konuposamy);
Ha MicCIli BCTAaBKH B I[bOMY @00 IHULOMY OOKYMeHmi BUKIUKATH KOHTEKCTHE MEHIO, ¥ SKOMY BHKOHATH
KoMaHy Bemaseumu,
MpU NOTpedi MepeMiCTUTH KOMil0 MAJIIOHKA B iHLIE MicLie.
Komis (komii) MaTrOHKa 3’ IBUTHCS HA HOBOMY MiCIli, 8 HOTO OpPUTiHAJ 3aJMIIUTHCS Ha CTAPOMY.

Cmeopenns 00’ ekma \WordArt
WordArt Hamae 10AaTKOBI MOXKIIMBOCTI CTBOPEHHS e(DeKTiB /I71s MPUKpAllaHHs TEKCTY HArMcaMH pPi3Ho-

MaHITHUX OOpPHUCIB.

Hanpuknan, moxiuBocti WOrdArt BUKOPHCTOBYIOTH JJIsl CTBOPEHHS 3aroJIOBKIB.

11106 cTBOpUTH 3aro0BOK 3a qornomoroo 06’ ekty WordArt, HeoOXiqHO BUKOHATH HACTYTIHI Il
Bcmaska = Manionok = 06 ekm WOordArt... (Becmasxka = Pucynox = Obwvexm WOordArt..);
y nianoroBomy BikHi Kostexyisn \WordArt Bubpatu notpiGHuit ctusib Harnucy WOrdArt;
y niasoroBoMy BikHi 3mina mexcmy \WOrdArt BBecti noTpiOHHMI TEKCT, BCTAHOBUTH MOTPIOHUI po3Mip
i HaKpeclieHHs PHUQTY Ta HATUCHYTH KHOMIKY «OK>.

Ha expaHi 3’ sBuThest Hanue y BuOpaHomy ctisti WOrdArt i maness iHCTPYMEHTIB /151 BHECEHHS 3MiH.

Peoazyeanns 06’ ekma \WordArt
[Tpu motpebi poboTy 3 onmep:kaHUM 00’ €KTOM MOXKHA MPOBOAUTH TaK, K 3 rpadiyHUM 00’ €KTOM:

KOMiIOBaTH, MEPEHOCUTH, 3MiHIOBATH PO3MIpH, MEXi 1 3aJIMBKY.

Jlnst BHeCeHHs 3MiH B 00’ €KT € BianoBigHa nmaHeab WOrdArt3 Takum HabOpOM iIHCTPYMEHTIB!

o Jlooamu 06’ exkm \WWOrdArt — BUKOHaHHSI 11i€] KOMaHAM BifKpuBae mianorose BikHo Kosexuia \WordArt

(Komnexyus WordAr), y skomy MoxxHa BUOpaTh cTHIIb HOBOro 06’ ekta WOrdArt;

3minumu mexcm — BUKOHAHHA L€l KOMaHOM Biz[KpHBae nianoroBe BikHO 3mina mexcmy WOrdArt
y IKOMY MO’KHA 3aMiHMTH caM TeKCcT Ta (a00) 3MIHUTH po3Mip i HaKpecleHHs WpHUPTY;

Konexyin WordArt — BuKOHaHHS Li€l

KOMaHIU BIIKpUBA€E JIialloroBe BIiKHO fodamu  Komexwin  Menio  Bepmuxansrutd  Merio

Konaexuin \WWordArt, y sxomy MoxHa BUG- od'ekm Word{\ "Texcm - mexcm Word Art "Texc_m -

partu iHmmMi cTunb Hanmey (Oue. mai.); WDM’M Dizypa, Fpemse”

Dopmam epagiunoco 00’ e€kma — BUKO- = T ow

HaHHA uiet KOMaH/1 BiJKpUBa€ BiAMOBiJ- - LEHm = . AV =

He JliaoroBe BIKHO, JIe MOXHA BCTaHO- H{ ~.\

BUTH KOJIIp 3aJIMBKH, IA0JIOH i TOBUIMHY Wopman ME'HWM’”J Bupiedamu Mekio

PaMKH, a TAKOK BHTJISIL OOTIKAHHS; zpaguyrozo "D0mikanns  Oyieuw Word A "Bupieroeanya
a6 'exma mekcmon” 38 BUCOITON mexcmy”

Menio «Texcm-Dicypa» — Hala€ MOXKIU-
BiCTh BUOpATH AJ1s1 00’ €KTa OYTOBY, XBUIIACTY, KPYrOBY, TPUKYTHY UM iHILY (opmy;

Menio «Obmixanns mexcmom» — BUKOHAHHS Ili€] KOMaHAW BiJKpHUBae JiajioroBe BikHO Dopmam
manonxa (Dopmam pucynxa), ne MOKHa BUOpaTH BUTJIsA OOTiKaHHS 00’ €KTa TEKCTOM;

Bupiensmu nimepu WordArtza éucomoio — n03BoJisie 3poOUTH BCi JIITEPH OJJHAKOBUMH 3a BUCOTOIO;
Bepmuxanvnuti mexcm \WOrdArt— no3Bosisie po3raiiyBaTi TeKCT 00’ €KTa BEpTUKAIBHO;

Menro «BupisHiogants mexcmy» — 103BOJSIE€ BUPIBHATH TEKCT M0 JiBOMY Kpato, MO LWIKMPHHI, IO MPaBOMY
Kparo, Mo LEHTpY;

Menio «Texcm-Tpexine» — n03BOJISIE 30LMBUIMTH/3MEHITMTH MI>KCUMBOJIBHUH IHTEpBa.

MumanHs dns CaMOKOHMPOIJIHO:

11. Aki MantoHKU po3miujaroms y mekemogomy OOKyMeHmI? 16. Sk nepemicmumu abo Konitoeamu MantoHOK?

12. Y akili nanui Moxyms 36epicamucs MastoHKu? 17. Ak cmeopumu epaghiyHuti 06’ekm WordArt?

13. SIk ecmasumu MaimoHOK y mekcmoguii O0KyMeHm? 18. Sk subpamu nompibHud cmusnp 06'ekma WordArt?
14. lLjo make o6miKkaHHsI MasOHKa MEKCmMom? 19. Lo exo0ums y hopmam epacpiiHoz0 0b'ekma?
15. 9k peaaeyeamu poaMipu MartoHKa? 20. Ak ompumMamu mMalltoHOK i3 305pa)KeHHFIM eraHa?

Ypok 15.MpaktnyHa pob6oTta Ne3 «[JoKymMeHT 3 Tabnuuero i ManroHKOM>»

Jlu. pobouwmii 3omut «lHhopmarrka. bazosuii kypc. 6kmac» / Ilaxomosa I'.B., TTunmunuyk O.I1.,

lecronanos €.A. —IlleneriBka: «Acnekr», 2014.
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