Jlekmisg Ne 2

Tema: PoGoTa B TekcToBOMY penakropi Microsoft Word.
IInan nexuii:

1. IlpaBmiia HaOOpYy TEKCTY

CrBopenns mabnaony. PopmaryBaHHs TEKCTY (HECTaHIAPTHE: MDK CHUMBOJILHHUN
IHTEpBAJI, MacIITad, aHiMarlis, CTHILOBE GOPMATYBAHHS).
CrunboBe GopMaTyBaHHS TEKCTY

BMuKaHHS 1IEPEBIPKU IIPABOIINCY

IHTEPAKTUBHICTL TEKCTOBOIO JOKYMEHTY

CTBOpEHHS riIepIOCHIaHHS.

CTBOpEHHS KOJIOHTUTYJIIB

CTBOpEHHS aBTOMAaTU30BAHOTO 3MICTY

CTBOpEHHS BUHOCKH

0. ABToMaTH3AaIllsd IPEAMETHOIO ITOKAKINKA

11. Imroctpartis

12. CtBopenus aniMarii B tokymenti Word

13. CtBopenHus hopM

14. IIpaBka Ta 3aMiHa CIEIIAJILHUX CUMBOJIIB.
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1.INIPABUJIA HABOPY TEKCTY

B Ttekcti He Moxy Oyrtu Ourbmie omHoro mpoOury mimpsa. I[IpoGinr He 3aci6
BHUPIBHIOBAHHS TEKCTY, a PO3IUILHUK.

[Ticns Oyap SKOTO PO3AUIOBOTO 3HAKY ihe mpoOun. BuHATKM myxku 1 janku. Skio
MOCIIUTh IIYTh JIBA PO3IUTOBHX 3HAKKW MK HUMHU MPOOLTY HEMAE.

Hepospusnuii (Hepo3tsokuuii Ctrl + Shift + mpoOur) mpo6in He 103BoJISIE pO3pUBATH 1
pO3TATyBaTH B I[LOMY MICIl psiIoK. [[ns 3amo0OiraHHst yTpyAHEHHS YMTaHHS MDK CHUMBOJIBHHX
nepeHociB. BiH cTaBUThCS B HACTYIMTHUX BUMAAKAX:

» Mix iHimiasom i npizuineM I.I. IBaHOB)
» MbK CKOPOYEHHUM 3BEpTaHHAM Ta Mpi3BUIeM (11aH [BaHOB)
» MbK 4uCIaMHM 1 OJIMHULIIMHA BUMIPY, SIKi 10 HUX BimHOCAThCS (2018p, 15kT)

Moxna Bukopuctatd ¢yHKIIIO «DPopmaT mo oOpasiy» 1 BHKOHYBAaTH aHAJIOTTdHE
penaryBaHHs MOTPIOHUX eleMeHTIB TekcTy. [lepepBaTu Take penaryBanHs KHOMKOKO «ESCy.

2.CTBOPEHHS IHABJIOHY JOKYMEHTA.®OPMATYBAHHSA TEKCTY B
TEKCTOBOMY PEJAKTOPI WORD

dopmaryBaHHs TEKCTY — II€ TIpoliec O(GOPMIICHHS CUMBOJTY (CIIOBa, pe4YeHHs), ad3airy,
CTOPIHKH, PO3/ILTY.
[Ipu popmaTyBaHHI HE 3MIHIOETHCS CaM TEKCT, & HOTO 30BHIIIHIN BUTIIS.

2.1. Buxonysamu ¢popmamyeanns MoxcHa 0OHUM i3 080X CROCODIE:

CrniouaTKy BCTaHOBUTH (pOpMAT TEKCTOBHUX 00’ €KTIB , @ IOTIM YBOJUTH TEKCT
CrniouaTKy BBECTH TEKCT, a OTIM 3aJlaTH MOTpiOHUI Gopmar



2.2. Bci cumeonu maroms maxi 61acmueocmi:
v llpudr(rapuirypa);
v Po3mip
v Hakpecnensst
v Kouip
v Edekr

HlpudT Bu3Havae rpadiuny GopMy TEKCTy, K MOYEPK B JIOAWHU. B CKi1azii TEKCTOBOTO
penakTopa HapaxoBYEThCS KUTbKa TUCSY mpu(dTiB. Bukopucranus pisHUX mpuTIB B TEKCTI 1ae
MOJKJIMBICTh CKOHIIEHTPYBATH YBary ynuTada Ha OKpeMuX ()parMeHTax TeKCTy.

st Toro, mo0 BUKOHATH pelaryBaHHS BiINOBIIHUX (pparMeHTIB TEKCTy iX MOTPiOHO
nonepeaHbo BUAUTNTU. Ozpa3y 3’ IBIIS€ThCS MIPO3pavyHa MaHelb peAaryBaHHs.

Po3mip TekcTy 3aaeThCsl B TaKMX NapaMeTpax, K MyHKTU. Bin moxe Oytu Big 8 mo 72.
Takuii mapaMeTp MOKHA BBECTH BPYUHY.

Hakpecnenns Moxke OyTH >KUpHUM, KypCUBOM 1 IIJIKPECTECHUM.

Konip Moxe OyTu pi3HOMaHITHUM 3a OTPEOOI0 KOpUCTYBaya, IKMM MOYKHA BUOpaTu 13
HaNITpH.

BractuBicTh edekT Mae Taki mij BIaCTUBOCTI:

e Buosmina;

e [TinkpecneHHs;

¢ 3CyB;

e [HTepBa.

KonTtekcTHe MeH1o 11i€1 BIacTUBOCTI MOYKHA BU3BATH MPABOIO KHOMKOKO MUIII Ha
po6ouiii 30H1, a0o B MeHto « [ pudt»
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Man. 1 Bikuo "Ulpudp"
3auepKHYTBIN
JIBoliHO€ 3a4epKUBaHHE

Pexum “UntepBam

[cHYIOTH Taki TUIM IHTEpBAJIIB:
e 3BUYaAliHUN
¢ Po3pimxenuii
¢ YIIJIOTHEHUI
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WpndT | WhTepsan
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[ KeprmHr SR AL =| oyheros 1 Bonee

| Obpasey

+OCHOBHOW TEKRCT

LUpMdT TEMEI ANA OCHOBHAr G TERcTa. MCNenssyeMsii WpdT onpPeasnAeTcA TexylLei Temal
AckymenTa.
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Mau. 2 HanamrryBanns [HTepBary
Mo>kHa 3a/1aT TapaMeTp YIIUIbHEHHS TEKCTY.

A03arr — e ¢pparMeHT TEeKCTy, HaOMpaHHS SIKOTO 3aKIHUYEThCS HATHCKAHHSAM KHOTIKH

IcayroTh Taki mapamerpu dhopmaTyBaHHs ab3alry:
Biacrynu: 3;miBa, cipaBa,epIioro psijaKa, 3Bepxy, 3HU3Y
[aTepBan Mk psakamu

Tunu BUPIBHIOBAHHS: 3a JTIBUM Kpa€eM, 3a MPABUM KPAa€eM, T10 IIMPHHI, 32 IICHTPOM.

[TonosxeHHst Ha CTOPIHII

TaOymnsiis

Hywmeparis

OOpamiieHHsI Ta 3aTIOBHEHHS

Biactynu BCTaHOBIIOIOTHCS JITHINKOO, 800 KOHTEKCTHUM MEHIO «A03a1y:

26 e ——
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OTCTyMB 1 pTEpsans! | Monoxerve wa crparie |

OBuwe

Bopasrmeane: Mo nesowy koo | v |

Yposenn: OcoBHO TekcT E

Orcryn
Cresa: 0 |5 nepsas cTpoka: Ha:
Copasa: o = oreryn BEEE
[ 3epransHeie oTcryrel

Vnrepsan
Mepen: ont HERAYCTPOUHBI: SHAUEHHE!
Mocne: wonr = MroxarTens [] [L15

Oanmaprsii
1,5 crpary
Lsoiiroft
Mty
[TouHo

[] He aofaenaTe MATEpEaN MEXAy a63aLEM

Ofpaseu

IaEynnuMn‘.‘] [I‘Inynnnuanmg”.l [ oK ][ Othera

Man. 3 Otcrym 1 iHTEpBa
2.3.3miHa macmtaldy B jokymeHnTi Word
B npotieci poGoTH 3 TEKCTOM B JIEKUIbKA JIUCTKIB, Ty>K€ 3pYUYHO CKOPUCTATHCS
MO>KIIUBICTIO MacIITa0yBaHHs. )i IbOTO MOYKHA CKOPUCTATUCS MiH1 TAHETTIO

<<MaCIJ_ITa6I/IpOBaHI/IC», sIKa 3HaXOJUTLCA B [IPAaBOMY HUXKHBOMY KYTOUYKY pO60‘-IOFO BIKHA.



Mai. 4 MamTal CTOpiHKH

MamTta® MokHa 3MiHUTH yTpuMytoun kHOnKy CTRL i mpokpydyBaTH poJIMK MHUII y
HaTpsMKY Bix cebe i 10 cebe.

3. CTUWJIBOBE ®OPMATYBAHHSA TEKCTY Y WORD

[Ipu poGoTu 3 penaryBaHHSIM TEKCTY BEIUKUX 00 €MIB TykKe BaXINBOIO (DYHKIIEIO €
penaryBaHHs Horo cTwiro. Lle MOXHa BMKOHATH IEPEHINOBIIM HAa BKIJIAIKY B TEKCTOBOMY
penakropi «['nmaBHas» 1 HAaTUCHYTH Ha KHONKY «V3MeHuTh cTuib». B pesynbrari 4oro
BHCKOYUTH KOHTEKCTHE MEHIO 13 CTUCKOM CTHUJIIB.

¥

OUMCTHTE BCS

| =

Bes nHTepsana
Saronosox 1
Saronosos 2
Hazsanune
MoasaronosoK
Cnaboe BolaeneHMe
BeineneHue

CHNbHOE BblaeneHne
CTpori

LmraTta 2
EbloeneHHan LMTaTa
Cnabana coeuika
CunbHanA cobinka

Hassanue kHuri

AgpobEEoopplEEER 22

Absaw crmcka

[ NMpeasapuTensHEr NnpocroTp
] OTKMo4YMTE cBR3aHHLIE CTIAM

MapameTpel...

Man. 5 [lianorose BikHO "HacTtpoiika cTumro"
Jliia mouaTtky Oyne mpaBUIbHO BHOpaTH KHOMKY «YAanuTh Bce cTUim». B pesynbrari
YOTO TEKCT Haly/le 3BUYAHOTO CTHIIIO 1 MI3HIIIE MOKHA HAIATH JIJIsI HHOTO HOBUX ITapaMeTpiB.
Mo>kHa CTBOPUTH HOBUM CTHJIb HATUCHYBILH KHOTIKY «CO3/1aTh CTHIIbY

1
X

Crrne

OYICTHTE BCoS -

| OBLmnsr

Bes uHTepsana
Saronosok 1
Saronosow 2
Hassarmne
MoasaronosokK
Crnaboe BblAsneHE
BoiaeneHine

CrnbHoe BblaeneHue
CTporuii

LuTaTa 2
BolaeneHHas witaTta
CnaBas cebinka
CunbHas cobinka

Hassanme kHirm

AgppbBRosp o BERE A

ABszau crmcka

[T NMpeasapuTensHElR NpocoTp
[ oTkmowmsTe ceasaHHEIe cTImA

TEsssa

Cospate crine

Man. 6 /lianoroBe BIKHO CTBOPEHHSI HOBOTO CTHIIIO
3aaeMo mapamMeTpu HOBOTO CTHITIO




Wsmerenne crung

ssam s . Lo

Ceoiictsa

Vins:z Texcr saony

Crunp: AB3al E

OcHoBaH Ha CTine: T OBbrareit E

Cruns cneayiowero afsaua: AT Texcr saxony =
opuaTiposatie

TmestewRoman  [v][12 [«] K £ 4 AsTo [=]

<>
]
>
il

Obpasenr Texcra Obpazen Texcta Obpazen Texcra Obpazen Texcra Obpasen Texcta Obpaszen
Texcra OOpazen Texcra OBpazen Texcra Ofpaszen Texcra Odpazen rekcra Odpazen Texera Ofpazen
Tercra OBpasen Texcra Ofpasen Texera Odpasen Texcra Odpazen Texkcra

LiipindyT: Times New Roman, 12 rT, Vipavmcait (Ykpawsia), OTeryn: Mepsas crpoka: 0,63 o, Mo wipyie, Crink: Sxcnpecc-cris, OckosaH
Ha cTine: OBIHBIA

[lobasvTs B cncor capecccrunedt [ ] OBrosnATs asTomaTHueaw
(@) Tonsko & 3ToM noKyHeHTE |

7 B HOBbIX AOKYMEHTAX, HCIO/b3YIOWAX STOT Wabnon

o) [omes_
Man. 7 Hianorose BikHO "HacTpoiika mapameTpiB HOBOTO CTUITIO"

HasBa - Texct 3akony
Crunb — Ab63arg

OcHoBaH Ha ctuiie — OOBIYHBIH

Jlani B HUKHIM YaCTHHI J1aJIOTOBOTO BIKHA HATHUCKaeEMO KHOMKY «DPopmaty - Llpudr

CozaaHue cuns
. “ ®BBE® s
CeoiicTsa
ns: TEKCT 3aK0HY
G Ab3aua =
Qcvosan Ha cTine: T Ofrme [~]
Crvns crenyiowero afisalia: AT Gt =]
opmatuposatite
Colbri (Ocvosroi rex[] [ 11 [+]| K & 4 Ao [=]
=== = = |12 =
Wpngr cTa OBpazey Tekcta OBpa3sey TercTa OBpa3sel TeKeTa OBGpa3el TeKCTa
;6 cTa Obpazey Tekcta OBpasey Texcta Obpa3sey Tercra OBpasel TexcTa
Absa...
. cTa Obpazey Tekcta OBpasel TeKcTa
TaGynaums...
Ipariya... fMpecc-cTinb, OCHOBEH Ha CTHNE: OBbiHHEN, CREyIoWMi cTHNL: OBbiHbI
Asbik...
Pamka...
Hymepauus... eii [ OBroBsTs asTOMATIMECH
P (OBLIX JOKYEHT 2, MCNONL3YIOLLMK 3TOT WaBnoH
QopHaT_~

Man. 8 [lianorose BikHO "Hacrtpoiika napamerpis mpudry”

IpudTt - Times New Roman
Po3mip mipudra — 12 nyHKTIB



T g Bt
{Wpndr || vrepean
1 Wpupr: Hauepranie:
1 Times New Roman OBt
| Technic - -
TechnicBold Kypans
9 Techniclite — | |Tompmprsn Il
d Tempus Sans ITC L} | Memysnpreit Kypens
7 s N
h ]
Uger Texcra: Moaseparsarite: LiseT noauepkvBaHIs:
AsTo [=] [ten [=] Asta |
f
BugovsHereHie
[7] zaueprnyTei [ e ergio [7] maneie npomcHsie
[7] geoiinoe saueprisanie [ korTyp [T] gee npomcHbie
f
[ nancrpoumsii [7] mpvnoansTeii [7] expoienit
|
[ noacTposin [T yronnesein
1| | Ofpasen
IE N i |
- f
OB6BHBIT ‘
f
WpndT TrueType, OH MCNONk3¥eTCA ANR BbIBOAE KaK Ha 3KPaH, Tak M Ha MPUHTER.
Bl |
|
" - =

Mau. 9 lianorose BikHO "ILpudt"

Po6umo A63am. Bubupaemo «Dopmary - Llpudt - Ad3ary
[TocraBumo BupiBHIOBaHHS — IO MIUPUHI

= - - [

OTCTYNEI W HTEpSans | Mlonoserve Ha crparme |

Ofwne
bapammae: [owpwe [7]
Ypasere: Ocvosnon ekt ||

Oreryn

| coesa: o 5 nepeag CTpoKa: Ha:

Copasa: o [ oreryn |z| 5o [
[7] 3epkansHbie oTCTyns!

Whrepsan
Mepen: ont 5 MEMHAYCTPOUHSII: 3HaueHne:
Mocrne: 0nr = MHouTens |Z| 1,15
[] He aofizenaTs uMTepsan HeXAy 363aUAMA 0AHOMD CTHRA

Ofpasen

Man. 10 Jliamorose BikHO "AG3arr"
MosxHa 3amatu
Bincryn 3niBa - 0
Bigcryn Cnpaga - 0
Bincryn Bin nepioro psaaka 1,5 o

Inrepsai Ilepen 1 Ilicas — 0
MesxnycTpounbliii uHTEpBan — OAMHApHBIN

BMukaemo raJIOuKy — He I[O6aBJ'I$ITB HUHTEpBAJl MCKIAY a63aI_IaMI/I OJHOT'O CTHUIIIO.



4. BMUKAHHS TIEPEBIPKU ITPABOIIUCY

Bubupaemo kHomnky «Perien3upoBanue» - SI3bIk — S3bIK IPOBEPKU MPABOTIHCAHUS —
VYkpainceka MoBa. 3HiMaeMo ranouky y JlianoroBomy BikHi — He npoBepsTh paBonucanue

T - B |

[IOMETHTS BIAEAEHHEN] TEKCT KaK:

Ao (CLUA) >

/B ycaonit (Pocars)

i,
CKMI, METAHIAUE

AnfiaHaaait (AnBaris)

Arxapai (3OHonHs)

& Arrnuiicani (AscTpanna) 2
CpeacTBa NPoBEPIAH NPABOoNUCaHiA BYAYT ABETOMATHHYECKM MAIONE308aTE
S S ——

e rposepas npasomcave]
7] QrpenenaTs F3biK ABTOMATUYECKN
— =

Mai. 11]/lianorose BikHO "SI3BIK"
JUis mpaBUJIBHOTO BCTAHOBJIEHHS 3aroJIOBKIB MOYKHA CTBOPUTH HOBMH CTHJIb a00 Xk
BiJIpe/laryBaT ICHYIOUUH CTHIIb «3arojioBok1y». BuOpasmu kHONKy «I3MEHUTHY.

JlolaTi 10 HHOTO HACTYIHI MapaMeTpu:
HIpudrt - Times New Roman

Po3mip mpudra — 12 nyHKTIB
Hanisxupuauii mpudr

Bce nmpomnuche 6ykBbI

B po3aini «AG3aiy» 3a1a€eM0 HaCTYIHI MapaMeTPhI:
BupiBHIOBaHHS — 10 LIEHTPY
BiagxmrounTn Bigctynu: 3niBa i CripaBa
HutepBan nepen — 6 mH

Hutepsan nocie — 6 H

MixpsakoBuii iHTepBan — O AMHAPHBIN

CTBOpIOEMO 1€ OJWH CTWIb «3arojlOBOK 2» A pelaryBaHHS ITATEM. 3aJaeMO
HACTYIHI TapaMeTpH:

IpudTt - Times New Roman
Po3wmip mpudra — 12 myHKTiB
Hamixxupauii KypcuB mpudt
Bcranornroemo rajgouky maii nponucHi 0yksu — OK
®dopmar — Ab3arnt

BupiBHIOBaHHS MO JTIBOMY KpParo
YpoBeHb2

Bincrynu 31iBa i cipaBa 1o HyJIsM
Binctyn nepmoro psinka 1,5 ma
[HTepBan nepesn i miciis 1Mo HYJIIM
[arepBan — OguHapHUil

OK

5. IHTEPAKTUBHICTb TEKCTOBOI'O JOKYMEHTY

[lepernsmaeMo TEKCT 1 BUMIPABIISIEMO TIOMUTIKA

BuxopuctaHHs CTWIIB HE pPYyXarO4HWCh IO TEKCT, 3MIHIOIOUM MMapaMeTpu CTHITIO
BUKOHYBATH peAaryBaHHS BEIMKUX 00’€MIB TEKCTy. 3 BUKOPHCTAHHSM CTHIIIO TEKCTY MOJXKHA
Hagatu iHTepakTuBHOCTI. [0 11e Take?



ITepexomumo Ha BkiIaaky Buag 1 BkimounMo KHOMKY «CxeMa JOKYMEHTY». 3a
JIOTIOMOTOI0 SIKOT MOJKHA IIE€pPEeCcyBaTHCS IO 3aroJIOBKax JIOKYMEHTY. 3a JOMOMOTOI0 TaKoi
CTPYKTYpH IyXe MPOCTO BUKOHYBATH HABIraIil0 MO BCbOMY TEKCTY — II€ IHTEPAKTHUBHICTH

TOKYMEHTY.

s ca o R e o =

= T — Paueacpammus  Comon | Pacout  Peueowpusaime | B
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Fexnet npocaTga oguerTa Mocasars wnk pse Mozt Marpoas
Conponere - < T SRR RS T AR ARSI IR AR AR SARESRR TR [ -

SopraTyBaR TRACTY

Tz eabicpy Texcry

Crongetess aivaui s aveysiVierd

Crumase dupraryszees Texcry y Hord
o

BHKOHYEMO MEXAHIYHY POBOTY Dbersasil T

Ileperanzacao TexcT | BHNPABIEEM0 IOMATRE Beswrmepeana

BEEODHCT2HE® CTHIE HE DYNAOTHCE N0 TERCT, DMEIORTHE [apawerp | Jronst |
BHKOHVEATH DETaTVEGHHT BETHKEX 00 eMiE Texcry. 3 BEKODHCTAHEAM CTHTO Texc, | 3aronssik 2
manaTh iTepaxrazsocti. o ne Tane?

Mepexogavo H2 Exmamcy Ban | emmomnse mmomy «Cxema ZomyMe
JODOMOTOK SO MOAHZ NEPECYBATHCH [0 3Ar0I0BEIX JOKYMEHTY. 3a Jomosor
CIPYKTYDH AVAE HPOCTO BHKOEYBATH HZBITZUIN0 N0 BCROMY TENCTY — Le [HTepd
JORYMERTY.

Mau. 12 CrBopenHs "CxeMu TOKYyMEHTY"
Jlnst mormyky Oyab SIKOTO CJIOBa B TEKCTI MOYKHA CKOPHCTATHCS KOMOIHAIIIEO KIIaBiIl

Ctrl+F ado Ctrl+H:

P ==
Haiirn | 3amerwTe | Depeiimi

Hairmu: =]
SameriTs Ha: [=]

Mann. 13 [lianorose BikHO "3amiHa 1 MOIIYK CUMBOILY"

6. CTBOPEHHS I'NIEPITOCUJIAHHA B TEKCTOBOMY JOKYMEHTI

B TekcToBHMH JOKYMEHT MOXHa JOOaBUTH TiNEPHOCUIAHHS, sKa JO3BOJUTh YUTAYaM
IIBUKO MEPEeXOIUTH 10 iH(opmarllii B Apyrii yacTUHI AOKyMeHTa. 3 ii JOMOMOTOK MOXHA
npea’sBUTH 1H(GOPMALIII0 TAKMM YMHOM, 1100 BOHA HE IIOBTOPIOBAIACH Ha PI3HUX CTOPIHKAX.

B TekcToBOMY IOKyMEHT1 MO’KHA CTBOPHUTH Ha:

¢aitnu 1 BeO-CTOpiHKM (TeKyllas IamnkKa, HIPOCMaTPUBAHUE CTPAHUI, IOCIEAHUE
Gbaiinbn);

MICII€ B JOKYMEHTI;

HOBUH JIOKYMEHT;

€JIEKTPOHHY MOUITY.

JloaTi mocuiIaHHs, SKe 103BOJIUTH MEPEXOAUTH 13 OJHOT YACTUHU JOKYMEHTA JI0 1HIIOT
B OJIHOMY ¥ TOMY * JOKYMEHTIi, MOTPIOHO BIAMITUTH Miclle MPU3HAYEHHS 1 JOJaTH HA HHOTO
MTOCHUJIAHHS.



st Toro, o6 BUOpaTH Micle MpU3HauYeHHs MOTPIOHO BIAMITUTH Miclle MpU3HAYECHHS
rineprocuiaHHs 3a IOMIOMOTOI0 3aKJIaIKi a0 CTUITIO 3ar0JI0OBKY.

CrnouaTKy BHIUISEMO 3a JIOTIOMOTOI0 MHIIKY Ty YacTHHY TEKCTy Ha sKy Oyaemo
BHKOHYBATH TilIEPIOCHUIAHHS 1 IPABOK) KHOIKOK) MHIII BUKJIIMKAEMO KOHTEKCTHE MEHIO B IKOMY
BUOHMpaEMO KOMaHAy «l UIIepCChUIKay.

OnATOro, W6 BUBPATH MICUS NPU3HAUEHHA

finepnocunany Segoe Ul - 111 - A" A7 A~ FH
Cnuua‘n(ywjx FEW-A-F
rinepnocuna ¥ | saeme
KoMaHAy 53 xonupoeats
https://wwwy| (& Beasurs
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= Mapkeps »
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B Mwnepccainkan,
G Domce.
CHHOHUME »
Mepesog »
Crnan »

ua)

Man. 14 CrBopensns ['inepnocunanus

Jam BkazyeMo ajapecy Kyam OyaemMo mocuiaTuCh. Hampukinaa, calT KOJEmKY
http://www.ltkIntu.org.ua i Hatuckaemo OK.

Bcraska ranepcceinkn

e T
N Tr— NE @
barinom, geb-
CTpaHuLElt 'ﬁ_] 24 rpyna CTeopeHHs nyfnikaui.doox 3aknaaka...
IeKyWaA | ik fokymenT Microsoft Office Publisher.pub
nanta 1] 3agn3HHA Ha oninaay.doc _EbIEOp paMiH. ..
e ] Nexuia 1 .doc

npocHoTpeH-
Hele
CTpaHALEl

noKymerTe 4] opmaTysanKa TekcTy.doox

HOBEIM nocngarie
AoKywerTON aiinsi

Anpec: https/fwern ldntu.org.ua [=]
SNEKTROHHOI

Man. 15 Jliamorose BikHO "BcTraBka rineprocuiaHas"

Jlst Toro 1mo6 nepeBipyTH, K MpaIioe MOCUIaHHI OTPIOHO HATUCHYTH KiaBimy Ctrl +
niBa kHomka mwuiri. [licms doro Oyae BHKOHYBAaTHCh TEpEXiJ] Ha CaWT aapecy sKoro Oyio
MPONKMCAHO B CTBOPEHHI T1IIEPIIOCHIIAHHS.

Jlst Toro mo0 CTBOPUTH MOCHUIIAHHS 1O JJOKYMEHTY MOTPIOHO BUALUIUTH HA3BY PO3ALTY
Ha sikuii Oynemo nocwiatuck 1 Buauvmutu (Pozain I). Bubupaemo Bkiaaky «BcraBkay - 3akinaaka
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Mai. 16 Jliamorose BikHO "3akiaaka"


http://www.ltklntu.org.ua/
http://www.ltklntu.org.ua/

[Iponucyemo Ha3By «Pop3ninl» i Hackaemo «JloGaButhy. Lle 1 Oyne KIO4OBUM CIOBOM
70 SIKOTo Oyze NMpUB’S3yBaTHCh TilEPIOCHIaHHS. 3aKiIajKa BXK€ CTBOPEHHS, a Jajli CTBOPIOEMO
rimeprnocuianHs. [ mporo BUAUIIEMO Yy 3MicTi Ha3By po3ainy (Posnmin I) 1 mepexoaumo Ha
BKIaaky BeraButh — ['mnepcceiika — Mecto B JOKyMEHTE i BUOMPAEMO B CHUCKY MOTPIOHUN
po3ain ( Pozain I)

~
BcraBka runepecbuki @Iéj
CeRzaTe o TegcT: |Posain I
,ﬂ BoifepuTe MECTO B NOKYMEHTE!
daiinom, seb- ne66 -
CTpaHnuei - N67
eI
& n75 bIBOp DAMKI. ..
MECTOM B - N76
AOKYMEHTE 77
n7g
| N8
HOBEIM - nB8
AOKYMEHTOM ng _
- 95 3
INEKTPOHHOIA

Man. 17 Jlianorose BikHO "BcTaka rinepnocuiianHs 0 OCHOBHOMY JOKYMEHTY"

Jlisa mepeBipku poOOTH MOCHUJIAHHS B 3MICTI CTaBUMO Kypcop Ha Ha3By HOTPIOHOTO
po3ainy nami Ctrl + niBa kHonka Muiii. B pe3ynbTari 4oro mporpamma nepeBoJUTh Kypcop Ha
BIJIMOBITHUAN PO3/IUT TEKCTY B JIOKYMEHTI.

Jljig CTBOpEHHS TINEepHOCHIIaHHS Ha €JIEKTPOHY MOLITY MOTPIOHO BUAUIMTH MOTPIOHUIM

TCKCT A TIOCWJIaHHA TCPEUTH Bcraska FI/IHepCCBIHKa — DJICKTPOHHAasA 1o4Ta
(87tank@mail.ru).
Bcraska ranepccouika - l @ )
CEA3ETh C: TewcT: |mailto:87tank@mail.ru
] AfpPec 3N, NoYThl:
thafinom, Befi- | | mailto:&7tank@mail.ru
CTpaHULIER
Tema:
8] .
MecToM B HeAaBHo MCNoNbS0BaABLINECA AAPECa SNEKTPOHHON NOYTHI:
AoKyMEHTE mailto:mailt:8 7tank@mail.ru?subject=Bianoeins -
mailto:87tank @mail.ru?subject=Binnosins % 20Ha Y% 203aMMTaHHRA
|
HOBEIM
LOKYMEHTOM
anenc'rpoﬂrioﬁ

Man. 18 [lianorose BikHO "BcTaHOBJICHHS TieproCHIaHHS HA €IEKTPOHHY MOIITY"
Taxoro Tury nocuiaHHs Ha €JIEKTPOHY MOLITY mpaltoe aBromatuyHo Ctrl + siBa
KHOIIKA MUIII.

Jlns BHeceHHs 3MiH a00 BHJAJCHHS TINEPIIOCHIAHHA TOTPIOHO HEl BUAUIMTH 1
HaTUCHYTH TNpaBy KHonky wmumi. Ilotim BuOpatu komanny M3menuts ['unepccbuiky aGo
Y manute ['nnepccouiky.

CkomniifoBanuil B IHTEpHETI TEKCT CIOYATKy BCTaBISEMO Yy 3BHYANHMHA JOKYMEHT
brokHoT, a notiM B WWOrd, mio6 BUIATKTH 3 HHOTO YCi TilIepIOCHIaHHSL.

7. CTBOPEHHS KOJIOHTHUTYJIIB Y WORD

[Tin KOJOHTUTYIaMHU pPO3YMIETbCS TEKCT, SIKUM MOBTOPIOETbCS Ha KOXKHIM CTOpIHII
TEKCTY B pa3HUX HOT0 YacTHHAX 3BepXy ab0 3HM3Y. BTaHOBJIEHHS KOJIOHTUTYIIB BUKOHYETHCS
HACTYIIHUM YMHOM. 3aX0JuMMO Ha BKJIaaKy BcraBka — Komontutynu (BepxHiil, HUXHINA, HOMEp
CTOPIHKHM). Y BHIIQJal0YOMYy CTHCKY BUOMPAEMO MOTPIOHUN HaM KOJOHTHUTYJA. s cTBOpeHHs


mailto:87tank@mail.ru

CBOTO KOJIOHTUTYIH BHOMpaemo V3MeHUTH i

«KOHCprKTOp)), AC MOJKHA 3aaTU MnapaMeTpu KOJIOHTUTYJIA.

BIIKPUBAETHCA ~ CTpIUKa peJaryBaHHs

ccry.dock - Microsoft Word

pasoTuMK

mngj

Homep || Hagnwes Sxcnpecc-6noxn WordArt Byxeuua

HuoicHmin

KOAQHTUATYN ™ KONDHTHTYA ™ CTPaHHLE ™

4

A=

BarpoenHbi
Mycroi

B el

-| Mycroii (3 cronéua)

e ]»

B el

Ancpasut

[e——

[Boejurre nassasnme posymerrea]

BOKOEaA NMHUA

T —

5l YaanuTe sepinuii kononTiTyA

54 CoxpanuTs BHAENEHHEIT GPArMEHT B KOMAEKLMI BEPXHIX KONOHTUTYNOB. .

Mau. 19 [lianorose BikHO "BcTaBka KOJOHTUTYITIB"
Jlis yctaHOBKM KOJOHTUTYINY «Homep cTpaHuIb» MOKHa BHOpaTH 3alpONOHOBaHUI
BapiaHT 13 BUIIAJAI040ro MeHI0 abo cTBopUTH BiacHUN dopmar HOMepIB CTOPIHKU. TyT MOKHA

3aJlaTH HACTYIIHI MapaMeTpu:

® 3 SIKOi CTOPIHKH PO3TOYaTH HyMepailito;

¢ (hopmaT HOMEpA CTOPIHKH;
® BKJTFOYUTH HOMEDP PO3ALTY;
® BKJITIOYUTH PO3JIUTHHUK.

IcHyrOTh MapHi Ta HemapHi KOJOHTUTYJIH, K1 MOYKHA BKIIFOUNTH BUOpaBIH «VI3MEHHUTH
BEPXHHI KOJIOHTHTYJI» 1 MOCTaBUTH BiIMITKYy «OCOOBIN KOJOHTHUTYJ Ha MEPBYH CTpaHHIIE» abo

«Pa3nne KOJIOHTUTYJIbI HA YCTHBIX U HCUCTHBIX CTPpaHHULIax».

8. CTBOPEHHSI ABTOMATHU30BAHOI'O 3MICTY

Jlyis cTBOpeHHS aBTOMAaTH30BAHOI'O 3MICTY B TEKCTOBOMY JIOKYMEHTI AYXe BEIHKUX
posMipiB. [ToTpiOHO CTBOpHUTH CTWIII JUIsl PO3AUTIB, MIAPO3ILIIB 3 BIAMOBIIHUMH MapaMeTPaMH.
Hanpuxnan, 3aronosok 1, 3aronosok 2. Jlani o6upaemo Ccpuiku — OrnaBnenue. B pesynbrari
4Ooro mporpama 3arporoHye aBToMaTu3oBaHuii 3micT. [licns Toro, sik Oyi0 BHECEHO AKiCh 3MIHU
10 JOKYMEHTY, TO HOTpPIOHO OHOBUTH 3MIcCT. Lle BUKOHYETHCS HACTYIHUM YHHOM, BUIUISEMO
3MICT, BUKJIMKA€EMO KOHTEKCTHE MEHIO NMPABOI0 KHOMKOIO MHUIII 1 BUOHpaeMo koMaHy «OHOBUTH
ornasienuey. [licns yoro Bcs iHQOpMaIis MTOBHICTIO OHOBUTD MiJi BAKOHAHE pPellaryBaHHSI.
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Saroman 2 1
ABTOCOBMpaEMOE OrnaBneHme 2 Jlna yeraroExn KomoHTHTYIY «HoMep CTpaHHIED MO%HA EHOPATH 3aNPOMOHOBAHHA
BapiaHT iz BHIAJAFEOrQ MEHIO 300 CTEOPHTH ETacHHA PopMaT HoMepie cropinke. TyT MokHA
P BajaTH HACTYIEI MapaMeTpH: .
prn— 1 - 2 AKOi CTOPIHEKH PO2IIO9aTH HYMEpauito;
B F— 1 - (opMaT HOMEpA CTOPIHKH:
Faronoson 3. 1 - EKDOYHTH HOMEp Po3gily;

- BKIOYHTH DO3IIILHHE.
Pyunoe ornasnetie
CTBOPEHHA ABTOMATH30BAHOI'O 3MICTY

Ormamnenne
1 1 J1a CIBOpEHHA ABTOMATHIOBAHOIO 3MICTY B TEKCIOBOMY JOKYMEHTI DViKE BEIHKHX

2 poauipie. IToTpidHO CTEOPHTH CTHI A4 PO3TiME,. MAPO3JiTE 3 BigNOBITHHMH MapaMeTpaMH.
3l 3 Hanpmxman, 3aronorox 1. 3aronorox 2. Jami odupaemo Ceeiikn — Ormapaenue B pesvasrati
4 [oro Iporpanma 3anpomoHye aBToMaTH30BaHHIT avict. ITicTa Toro, Ak 6yI0 BHeceHO AKich 3MiHH
/10 JOKYMEHTY, TO NOTPiOHO 0HOEHTH 3MicT. I]e EHKOHVETBCA HACTYIIHEM 9HHOM, BHILIIEMO
EMICT, BHKTHKAEMO KOHTEKCTHE MEHH0 MPABOK KHOMKOK MU | EHGHpaeMo koMaHAy «OHOBHTE
Wa&g&», Tlicas 9oro Bcs iHGopMANis NOEHICTIO CHOBHTE NiJ BHKOHAHE PeJar VEAHHA.

] Ornasaenue...

[k vaanus ornasnenne

Mau. 20 [lianorose BikHO "CTBOpEHHS aBTOMAaTH30BAHOTO 3MICTy TOKYMEHTY"

9. CTBOPEHHSI BUHOCKHA

Jlis opopMIIEeHHS KHUT, KypCOBUX pOOIT BUHHKAE MOTpeda 3poOUTH BUHOCKY, B SIKil
OUThII JeTalbHO Oy/e OXapaKTepU30BaHO TOM 4 IHIIUNA TepMiH. JuBns4uch s pparMeHty
TEKCTY YU CJIOBA MOTPIOHO 3pOOUTH BUHOCKY, BUAUIAEMO MOro MOMEpPEAHbO, MEPEXOTUMO Ha
BKJIaAKY «Ccbulkn» - BeTaBuTh cHOC.

Foud oo LA _ boprys ey o it e L =
a

Tnaskan  Beraeka  PasweTka cpaMuusl | Cosnkw | PacckW  Peuswsuposadve  Bug
[+ AoBasuts Texer ~ 11y BerasuTe KoHueBy cHocky Y ) ynpasnenne ncrounnkama & 5 Crncok manocrpamii 2] NpeameTHbIii yrasaTens = 4 Ta6nnua cceinok
= = —B =
3 O6HoBHTE TaBAMLY AB Cnefyiowan cHotka - =¥ (3 Crune: | APA Fifth Edition - I O6HoBHTS TaBAMLY I O6HoBuTE yrazaTenn 2 O6HoBuTL TaEMMLY
Ornaenerve BetasuTs BeTasuTs Berasute MoMeTHTS MomeTHTs
= oty =] Noxasars cHockn cctnky - i Cncok auTepatypet wassarine [H Mepekpecrvan ccomka || anement ceeinky
Ornasnerue CHotkn o CCBINKA M CIMCKI AUTEPATYDHL HasBaHus TP EAMETHII yKasaTENs TaBAMLa CEHNOK

Man. 21 JliamoroBe BIKHO "CTBOPEHHSI BHHOCKH"
10.ATOMATU3SAIIA IPEAMETHOI'O IIOKAXKUYUKA

Haityacriime npeaMeTHi MOKaKYMKU CTBOPIOIOTHCS Y KHHUrax, KypCOBUX poOOTax Jyis
Toro, o6 chopmMyBaTH MOCHIAHHS Ha SIKUX CTOPIHKAX PO3MIITYETHCS TOW YW IHITUH TEPMIH a
angaBiTHOMY MOPSIKY.

Buninserbcs motpibHe c10BO

[Tepexoaumo Ha BkIIaaKy CChUIKH

[TomeTuTh 27€MEHT

B nianoroBomy BIKHY BKa3yeMO THUI HOCHJIAHHS
OnpegencHne 3NeMEHTa YKasaTena L‘ilﬂ:—h.l

IneMeHdT yKazarTensa

QCHDBHDI-:I: | aETOMATUIOBE3aHONO IMICTY |

ﬂDI'IDﬂHMTEJ'IbeIﬁ: | |

MapamMmeTpiel

~) NEpeKpecTHanA CobNKE: Cha. |

@) TeKyLan cTpaHMua
) AManasoH CTpaHuL
saKnanka:
DOPMET HOMEPE CTPaEHMLS

[ nonysoiprsia
[ kypows

MCI'IDJ'IbB'!ﬁ'ﬁTE A3aHHOE OKHO ANA NOMETKKM 3NEMEHTOB
yEazaTena.

[ OdoMeTHTE ] [nOHETMTb BCe ] [ OTMeHa ]

Man. 22 Jlianorose BikHO "CTBOpEHHS aBTOMAaTU30BaHOIO 3MicTy"



Bkazaru mo nocunanss Oy/ie Ha IOTOYHY CTOPIHKY

Haruckaemo «Ilomeruts»

CTBOpPUMO KiTbKa TaKUX MOCHIIAaHb

B 6o Cepuiku — [IpeameTHslil yka3arenb BHOMPaeMO HOTO CTHITh

2] NpeameTHEI yKasaTens
—
2l OBHOBWTE yKa3aTens
MoMETHTE
INEMEHT

MpeaMeTHEIR yKazaTenk

Mau. 23 [lianorose BikHO "BcTaHOBICHHS PEAMETHOTO MOKa3HUKA
Bxkazaru kinbKicTh K0JIOHOK 1 Binmctynu. Hatuckaemo OK.

o —— P |

Yiasatens | Ornanerime | Cricor nnocrpawni | Tabmmua cainar

Ykazatens

Qbpase neuarHora AokyMeHTa

Ton: ® corerynon () Ge3 oteTyna

T

A | Kenowor: 2 =

e Pycoait (Pocats) [~

ApncroTens, 2
Acrepougsi, neac. Cu. KOnuTep
ATmochepa

Semnn

[] Homepa crparuL no mpasany Kkpaio

SanonHuTens:

DopHaTsI: Knacomeaai

SaTernisi
Cospererreii
Crporui

ml

MomeTuTa. .. ABTONOMETKA. ..

Ma. 24 JliamoroBe BIKHO "mapaMeTpu MPeAMETHOTO MOKa3HUKA"

[Ticnss BHeceHHS 3MIHB TEKCTOBHH JOKYMEHT MOJKHA BUKOHATH OHOBJICHHS
[IpeameTHOTO TOKa)XYHMKaA K 1 3MicT. BUAUTUTH 1 HATUCHYTH TIpaBYy KHOMNKY Muli. BuGparu

«OHOBUTH TIOJIS.

11. NTIOCTPALIS Y WORD

TexcToBHil penakTop JO3BOJSIE BCTAHOBIIOBAaTH LIIOCTpallii 1 BUKOHYBaTH ix

peaaryBaHH4 .
Bukonatu Takoro TUITY onepaui'l' MO>KHa 3aHIIOBIINA Ha BKIIAJIKY Ccpuikn — BceTtaButh

HazBanue — [logmuce (pUCyHOK, Tabmuua, ¢gopmyna) — mponucyemo Has3By (Tab. Coucok
wiroctpanuit) — OK.

Hazsarue DS

Haseatme:
Pucysor 1 ‘

NapaneTpst
noAmMcE: | Pucyrok

MOOWEHMES (T

oapiyna

| 7] viaumosrs
CoaaaTb...

|[AEIOHE:EEHME‘.‘] [ o J[ omea |

Man. 25 /lianorose BikHO "CTBOpeHHs utrocTpanii’.



Coznath - CnMCcoK WILTIOCTpaLi

Crcok unnocTpaLi X E
Vicasarens | Ornasnerie | | CIMCOK WAMIOCTPALIA | | TaBAMS cominok 1
OBpasel NEYaTHORS AGKYMEHTS OBpasew Bef-noKyMenTa
PucyHok 1: Terer 1= PucyHok 1: Tekct o
PuCyHOK 2: TeKeT 3 Puicysok 2: Teker
PUcyHOK 3: TekeT 5 Puicyrok 3: Teker

iy
. - 18] : <
PHCVHOK 4: TEKCT Pucynok 4: Texet "]
MoKasaTh HOMEPa CTPAHMLL THMEPCCEINKH BHECTE HOMEPOS CTRAHHLL

HoMepa CTPEHHLL Mo NPEBOMY KA

ZanomuTens: ...

Obue

@opratsi: |V wabnowa E
I [¥] Nonroe Hassarme |l
MapameTpsi... | | Usmers...

Mau. 26 [lianorose BikuHo "[lapaemtpu imroctparii”

HasgaHe: | PUCYHOK

[licnst Toro, Ik MPOHOMEPOBAHO TAONMINl 1 CHMCKM MOXHa CTBOPUTH CIIHMCOK 13 iX
nocunanHsaM. s nporo Cepuiku — HazBanne — Criucok WITIOCTpaIui.

Buninutu 300pakeHHs. BUKINKATH KOHTEKCTHE MEHIO IPaBOI0 KHONKOI MHUIII 1
BUOpaTu — BcTaBuTh Ha3BaHUE- MPOIKCATH HA3BY MAIIOHKY.

12. CTBOPEHHS AHIMAIII B JOKYMEHTI WORD

B mporpamMHOMy makeTi TEKCTOBOTO peIaKkTopa ICHYE MOJXKJIMBICTh CTBOPCHHS Ta
penaryBaHHs a”imartii. JIJis Toro mo06 mojermmTi 3 HUMHA poOOTy CTBOPHUMO JIBa MaKPOCH.

Bun — Maxkpock! — 3anuce Makpoca

3anics Makpoca T |t
Vns makpoca:

Marpact

HasHa4MTB MaKpoc

g« Keonke KnaBiwan
porerieey
Makpec aocTyneH ans:
Beex aokywenTos (Normal,dotm) [=]
| Qrucae:

Man. 27 Hdianorose BikHO "CTBOpeHHS MaKpoCiB"

CrBoproemo Makpoc 1 - Start_animation. Hartuckaemo kHOmKy «KHOMKa» i CIIUHIEMO
3armc

CrBoproemo makpoc 2 - Stop_ animation Hatuckaemo kHonky «KHOIKa» 1 CIMHAEMO
3aImc

[lepexoaumMo 10 peparyBaHHs MakpoCiB

Bubupaemo «Makpocs» - Makpocsl — I3meHuTs



Makpoc

Vis:
start_animation Bononims

start_animation

>

| ren g

stop_animation Ornanka
WameriTs
Cospate
YaanuTs
_ | | opranmarop...
Marpocsi u3: | Arcrviswieix wafinoros =
Onncarme:

OTmeHa

5 v
Mau. 28 [lianorose Bikno "[lapamerpu makpoci"

V BiKHI, 110 BIIKPUETHCA B TIEPIIOMY Mapkepi «Start animationy» IponucyemMo

Selection. Font. Animation

B moni «Stop_animation» mponucyeMo BHOMPAEMO TPETHO 3HM3Y KOMAHAY 3YIMUHKH
agiMarrii.

= ([licns HanucaHHS 3HaKa = MporpaMa 3allpoloHye KilbKka BapiaHTiB aHiMaii. TperTiit
3HM3Yy BaplaHT € BIAKIIOYEHHSM aHiMallii. B Takomy Bunaaky motpiOHO BUOpaTH Oyab SKHii
IHIINH BapiaHT KpiM 1poro. Hanpuknan, nepuuii ( aHimaris Muranss pony) 1 HaTUCHYTH Enter.

Jlst mosermenHs: poOOTH Meperisiay aHiMallii Mo)kHa T00aBUTH Ha TaHEh HIBUIKOTO
noctyny KHonky «Makpockl». Bigkputu nanens 1 BuOparu [Ipyrue koMmaHst

fnaswas  Baases  Pa HacTpoiiiamawenn Smicrporo gocryna
Cosgats
[EIF(EERNE" R E P
Paznerka | P Bed-gokyment Cpy [ | Coxparms
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PasmectuTs nog nexToit

CepHyTs nexTy

Man. 29 Jlianorose BikHO "J[ogaTH KHOTIKY Ha MaHENb MIBUAKOTO JAOCTYITY"

[ERNIRET

Yacro HCIIOJIB3YEMBIC KOMAaHbI

rnapauerpuw_ C—— - - m

OcHOBHBIE f\ . -
i= | HEﬂpOMKE naHenu ﬁhlﬂpﬂl’ﬂ AOCTYNa W COYETAHUK KNABHLL.
Skpan
BHIGPATE KOMaHAK M: Hactpoiika naHenn 6sicparo
Mpasonucanme aocryna:

e —

e ————
Coxpaene

Komargal He Ha nerTe

Jononnurensho
Bee KOMaHgE! d Coxpanurs
| Hacrpoiika } Makpocsl 5 OtMenuTs »
I J Bepyre
Haactpoiivu Meriio Office <Pasgenurens>
LieHTp yripasneria Gesonachoel | | | T <PazjenuTENL>
Bknajka TnasHas™ <PasgenuTenss
Pegypest Binagka ‘Beraska”

<Pasgenurens>
Binagxa “PasmeTka CTpaHMLL”

Braagka “Cbinku”
BrNagKka “PaCCHK

Mormal.NewMacros. start_a...

Gl ol

m

Normal NewMacros.stop_a...

Benagka “Peuersuposarme”

Brnaaka ‘Bra”

Brnagka “PaspacoTunK”

Bknagka "HaaTpoiikn”

Brnaaka "PagoTa ¢ pucyHkamm SmartArt | Konarpyktop”
Brnagka "PaGoTa ¢ pUCyHKaMM Smarthrt | dopmat”
BkNajka "PABOTA ¢ AUATPAMMANH | KOHCTPYKTOD

Brnagka "PaBoTa ¢ guarpammany | Maker™
Brnagka "PaGoTa ¢ auarpammank | Popmar”
Brnagka "PaGoTa < pUcyHKaMM | Bopmat”

Brnaka “CPEACTEa PUCOBaHNA | DopMaT” :{5 o
Brnagka "PaBoTa ¢ o6bekTamn WordArt | Gopuar” =
Brnaaka "PaGoTa ¢ Hagnueamm | dopmar”
Brnagka "PaGoTa < TaGavyami | KoHcTpykTop® -
CoueTarua knasnw: | Hacrpoiika...
4 I ] »
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Man. 30 [dianorose BikHO "HacTpoliku maHesi HIBUAKOTO TOCTymIy"



Bubpatu y [lianoroBomy BikHi «Makpockl». Buminutu motpiOHy KHOIKY 1 Ha)xaTu
«Jlo6aButh» 1 «OK».

MoskHa 3MIHMTH THII aHiMallii Ha YyepBoHUX Mypax — WdAnimationMarchingBlackAnts
a0o Ornwu Jlaceraca - wdAnimationMarchingBlackAnts . I moauBUTHCh, SIK BOHA TPAILIOE.

E=NEN]] -

—_— & Normal - NewMacros (Code)
=&k Normal
2] Microsoft Word Objects [(Generan =] [start_animation
&5 Modes Sub start animation()
¥ NewMacros y -

& Project (®opmatynanna ' start_animation Marpoc

Selection.Font.Animation =
& wdAnimationBlinkingBackground

End Sub — =] onLasVegasLights
T » Sub stop_animation() @ wdAnimationMarchingBlackants
Propertics - NewMacros x| | atop animation Marpoe @ wdAnimationMarchingRedAnts

|  wdAnimationMane
HewMacros Maduie =l . ® wdAnimationShimmer

Alphabetic ‘Cal’zgumzed‘ & wdAnimationSparkleText

End Sub

NewMacros

==«
Mai. 31 Po6oua oGiack HarmMcaHHs MapKepiB

Hani B apyromy Makpoci «Stop animation» BiIkI04aeMmo aHimanito. [Ipomucyemo
Selection. Font. Animation = BuOpaBIIy aHIMAIIIIO TPETIO 3HUZY.
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| B Moddes Sub start animation() =
488 NewMacros N ~

-4 Project (dopuarysann ' start_animation Maxpoc

Selection.Font.Animation = wdAnimationBlinkingBackground

< I » End Sub
Sub stop_animation()

Properties - NewMacros X[

Module 5 ' stop animation Maxpoc
Aphabeti | categoized | .
(ame) [T Selection.Font.Animation

End Sub (@ wdAnimationBlinkingBackground
@ wdAnimationLasVegasLights

@ wdAnimationMarchingBlackAnts
& wdAnimationWarchingRedAnts
e wdAnimationNone

@ wdAnimationShimmer
& wdAnimationSparkleText

T oy
Man. 32 [lianorose BikHO "Bubip tuny animarii"

Jlanmi BUKOHYeEMO, SIK TpAaLOE€ aHIMAaIlisl BUIUISEMO TEKCT 1 HATHUCKAEMO Ha KHOIKY
IIBUJIKOTO JIOCTYITY

«Start_animationy», a 100 3ynuHUTH aHiMalliro «Stop_animation». MokHa 3MiHIOBATH
PI3HOBUIM aHIMAITiH:

Kpacusie MmypaBbu

Ornu Jlocramxkeneca

Kangern



a o

=l wdanimationBlinkingBackground
= wdAnimationLasVegasLights

El wdanimationMarchingBlackants
- E wdanimationMarchingRedAnts
el wdAnimationMone

= wdAnimationShimmer

= wdAnimationSparkleText

Man. 33 Jlianorose BikHO "Tunu aHimarrii"

13. CTBOPEHHS ®OPMHU B TEKCTOBOMY PEJAKTOPI

Jlyke 3py9HHM €JIEMEHTOM B TEKCTOBOMY PEIAaKTOpI € aBTOMATH30BAaHE JOJaBaHHS
TaHuX. B 1IbOMy HaM JTOTIOMO’KE€ BUKOPUCTAHHS (HOPM.

CripoOyeMo 11 BUKOPHUCTATH y BUTIISAI AHKETH.
CTBOPIOEMO HOBUI TOKYyMEHT

HanamroByemo intepdeiic ®aiin — [Tapamerpsr Word — HacTpoliku (HaCTpOUTH JICHTY)
Bxurouaem nanenu PucoBanue, PazpaboTtunka

[Io6 monmatu 300pakeHHs 3a AOMOMOTO0 (opMH BUOMPAaIMO HA BKIAANBI PazpaboTunk
— DIIEMEHT YIIpaBIICHUS COIECPKUMBIM PUCYHKA

T (A

fnaswes  Boraeka  Pauerkacrpamuus  Conkn  Paccenkn  Peugniuposanve  Bug | Paspagoramk
] 3anuce makpoca — Pesii koncTpykTopa ||| Crema
ﬁs‘é = = P = 4 pyKTOR Ej & 'E [ ébL
= =& uonaya B Ceoiictea |3 NpeoBpazosarme |—":}

Visual Makpocs B 2+ | e Crpykrypa Sauwmute | LWaBnon  OBaacts
rre _#\ Besonacriocs makpocos EE =G 18] rpynnvposate S NakeTst pacumperna || poyment~ || AokynenTa AokymeHTa

Koa 3nemenTh ynpasnenns HML 3auputs Wanons:

3130 SnemenT ynpasnenuA COREPRMMBIM pHCYHKa (S0 1 6 17 18- 181101l 113l S e A

BCTABKS 3NEMEHTA YPAENEHUA COAEDKUNEIN
“pUcyHOK”

Mau. 34 Jlianorose BikHO BKIaaku "Pa3padoTunk”

HaTtucHyBIIM Ha II0 KHOTKY 3SIBJISIETBCS (OpMa il 3aBaHTaXKEHHS 300paKCHHSI.
3axonumo B CBoiicTBa 1 3a1aeMo Ha3By MastoHKY (Bame ¢oTo).
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[Tl Coneputioe Hens3s penakTiposaTs
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Mau. 35 [lianorose BikHO "CTBOpeHHs popmu"

BukopucroByemo gpopmy Tekct

parnusl  Ceconkn  Paccnkw  Peueramposan

— Pexxum koncrpykropa | [

=l 4 pyKTOp: lE
(5 Ceoiicrsa

5 o = Crpyan

BEEH I8 rpynnuposars o

SnemenTH ynpasnenun

! Texcr

BCTaBKa J1EMEHTA YNDAENEHHNA COAEPXHMBIM
“0BbiuHAIi TeKkET",



Mann. 36 [ianorose BikHO "/loaBaHHS TEKCTY"
®UO MecTo juist BBOJIa TEKCTA.

BukopucroByemo ¢opmy Bei6op natsr

‘KA CTpaHnubl Ceenkr Pacceinkn PeueHsnpoBsar
Aa fa [=|E8 82, Pescum konerpykTopa LE
% Ceo#cTea
7] 35~ - Crpyk
OB |:||£|,5§ E I8 rpynnuposats Py

3NeMeHTH yNpaBneHus I

0 BeiGop AaTbl
BCTaBka 3NeMeHTa YNPaBNEHMA COAEPHMMbIM
“paTa’.

Mann. 37 [dianorose BikHO "[lonaBanHs qatu’

Jara HapokeHHsT MecTo juist BROJIA JIAThL.

TPaHMLE Ceblnkm Paccenkmn PeueHznp

Aa fa (5 0 [ Pexcum korcTpykTopa
37 CeolicTea

= i .
ERE & I8 rpynnuposate .

l 3NEMEHTH yNPaBneHna

PacKpBIBAHOLLMIACE CINCOK

BcTagka 3neMeHTa YNpasneHMA COAEPHUMEIM
“paACKPHIEAKLMIACA CMCOK”,

Maur. 38 [lianorose BikHO "/l0/1aBaHHS PO3rOPHYTOTO CIUCKY"
Bxkazaru y CBoiicTBax Ha3BM BUIAAAI0UYHX CITIB

ITon Beibepure amemMeHT.
Ex. IToutra Mecto i BBO1a TEKCTA.

3HaHHS 1HO3€MHOI MOBU:

‘Ka CTPaHuub CCnkr Pacculnkmn PeueH

An Aa =) 28 ||gPemnM KOHCTRYKTOPE
% CeoiicTea

0B EH ﬁ _5§ @] 18 rovnnuposate

- @OpMbl NPeAbIAYLLIY BEPCUil

bl 7 (R 2
InemenTel ActiveX

A @ &=

Bacmg =%

Mai. 39 Jliamorose BikHO "BcTaHOBIIEHHS! KHOIKA'

XIAHTIiCHKA
[ JHimenpka
DICH&HCLK&



MoskHa BHKOHATH 3aXUCT JIOKYMEHTa — 3alllUTUTh JOKYMEHT
(dhopmMaTuprioBaHue.

icr
r&w 4 0;
3aWHTHTE Waénon  OBnacrs
AOKYMEHT ™| || ROKYMEHTA AOKYMEHT3
orp

OrpaHWuUTE GOPMATUPOBAHWE U PEAAKTUPOBAHUE

(OrpaHWyKTL paspeweHna
El HeorpaHuueHHsi jocryn
I OrpaHKHeHHsIif AocTyn

YNpaeneHue Y4ETHEIMA A3HHBIMM

Mau. 40 [lianorose BikHO "3axHCT JOKyMEHTY"

A U rEPaHMYnTE PO PrRMaTHMPOoBEaHEE ™ o

A . 1O e FHE S LS S
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Man. 41 [lianorose BikHO "[lapameTpu 3axucTy TOKyMEHTY"

14. TIPABKA TA 3AMITHU CIIEHIAJIBHUX CUMBOJIIB B TEKCTOBOMY

PEJAKTOPI

BcraBka crienianbHUX CUMBOJIIB BUKOHYEThCSI HACTYITHUM YHHOM:
BcraBka — CumBon
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Man. 42 Jianorose BikHO "CreniaabHi CHMBOJIA"

BcraBka kapTUHOK - U3 Qaiina- ...
Jl11 BUKOHAHHS pelaryBaHHs KapTUHKU. BuainseMo i, BUKIINKAEMO KOHTEKCTHE MEHIO
MPaBOIO KHOIMKOIO MUIII1 1 BUOHpaeMo koMmany — @opmar pucyHka...

1 ocpuer proyua [

3amveka PMCYHDK

User muramt Nepexpaao:

Tan o =
ApKoCcTs: U 0% =

Ters -
KotTpacTHocTa: 0] % -

GopraT ofbenHolt GUryps!

CBPOC NapaMeTPos pHCyHKa

MosopoT ofeertoit v ypst

Pricyror

Haarmce

.
Man. 43 Jliamorose BikHO "d®opMar pucyHka"

Jlnst cTBOpeHHS cxemu nepexoaumo 1o Berakka — @urypel
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Man. 44 Jlionorose BikHO "BcranoBnenns ¢iryp"

B ¢irypu moxxHa nomaBaTH TEKCT, KIIKHYBIIM B cepeauHi (Qirypu mpaBor KHOTKOIO
MHIII BIIKPUETHCS J11aJIOTOBE BIKHO, B IKOMY BUOpatu pyHKIito — logatu Tekcr.
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Start_animation, 5 M
Stop_animation, 5 Makpocsl, 3
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rineprnocuianus, 10 CTHJIb «3aroJlIoBOK 2», 9
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