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IlTanosui yuni!

Bupuaroum kypc ingopmaTuku B 9-My KJjaci, BU 03HAWOMUJINCA 3 OCHOB-
HUMU MOHATTAMHU I[iel HAYKUW Ta ONAHYBAJM IIOUYAaTKOBI HaBUUKU POOOTHU 3
amapaTHUM i nporpaMHuUM 3abesneueHHAM. Mu criogiBaeMocsi, 10 B 3P03Y-
M1JI¥, AKY BEJIUKY POJIb Y JKUTTi Cy4acHOI JIOAWHU BiirpatoTh iHQopMaIliiiHo-
romyHikaminai Texnosorii (IKT), Ta mimanyere # Hagai po3BUBaTHU CBOIO iH-
(opMaTUUYHY KOMIIETEHTHICTD.

Ileit migpyuHuK opieHTOBaHUI Ha MOAaJbIille BUBYUeHHS BamMu B 10-My KJjia-
ci cyuacaux IK-TexHoJIOTiii, pO3BUHEHHS HABUYOK BUKOPUCTAHHSA IX y Balii
HaBUYAJBHIN 1 JOCHITHUNBKINA AisJIBHOCTI, V MOBCAKIEHHOMY KUTTi. Bin mo-
IIOMOJK€e BaM CTaTH OCBiUeHOIO JIIOAMHOIO iH(popMAaIlliliHOTro cycIijibcTBa. Bu
morJinbuTe CBOI 3HAHHSA Ta BAOCKOHAJNUTE BMiHHS III0I0 pOOOTH 3 TEKCTOBUMU
nokymeHntamu B mmporpami Microsoft Word 2007, maBumTecss CTBOPIOBATHU
KoMII’IoTepHi mpesenTarii, BuKopuctoByioum mporpamy Microsoft Power
Point 2007, po3pobiATH KOMII' I0OTepHi IIy0aiKaIii, 3gificHI0OBATH MOHTAM Bi-
neodinpmiB. TakoK B HABUNTECA KOPUCTYBATUCA €JIEKTPOHHUMMU IIOIITOBY-
MU CKPUHBbKAMHU, BUKOPUCTOBYBATH BCECBITHIO MepesKy IHTepHeT AJIA CIiIKY-
BaHHA B uarTax i ¢opymax, sactocoByBatu IKT mig uac BuBUeHHA pisHUX
MIKiIBHUX IIPEeIMETiB.

Ilinpyunuk pospaxoBauHmuii Ha BUBUYEHHS Kypcy iH@opmatuku B 10-x
KJjacaxX 3araJibHOOCBIiTHIX HaBUAJbHHUX 3aKJIALiB Ha PiBHI cTaHmapTy. 3MicT
OigpyYHMKA, IIOCJiJOBHICTE i rInbuHa BUKJIaJeHHS MaTepiaay IIOBHiCTIO Bij-
MOBiIAIOTh 3MIiCTy Ta BUMOTaM JepPKaBHOI IporpaMu BUBUEHHS IIpeaMeTa.

ITinpyunuk ckaagaeTbed 3 4 PO3MiIiB, KOKHUNA 3 AKUX MOIIJIEHO HA KiJb-
Ka IyHKTiB. BUBUEHHA KOKHOTO PO3/iJly TIOUMHAETHCA 3 KOPOTKOTO BCTYIY,
B AKOMY 3a3HAUYEHO, IIPO IO BU AiBHAETECA, BUBUMBIIIN MaTepiaJ IIHOT0 PO3-
mimy.

Yci nyHKTH TOOYI0BaHi 38 €IMHOIO CTPYKTYPOIO. [IJIs KpaImoro CipuiMaHHsI

BaMM HOBOT'O MaTepiaﬂy Ha IIo4YaTRrKy HYHKTiB HaBeJIeHO KiJTbKa 3aluTaHb ,

BimmoBiAi Ha AKi JOTOMOMKYTH BaM NIpUTAZaTH PaHillle oTpuMMaHi BimomocTi.
Y myHKTaxX MiCTATBCS OETAJbHO ITOACHEHWI TeOPeTHUYHHI MaTepias i ommc
TexHoJoril onpaIroBaHHusa faHux 3acobamu IKT, HaBeneHi aaroputTmMu Ta mpu-
KJIaau 34iMiCHeHHSA OCHOBHUX omepailiii. O3HaueHHA, IpaBuUJIa i TBepAKeHHd,
Ha AKi moTpiOHO 3BepHYTHU OCOOJMBY yBary, 3amam’ ATaTHU iX, PO3MiIlleHi Ha

KOJIbOPOBOMY TJIi Ta IO3HAYEHI . ¥ KiHIIi KO’KHOTIO IIYHKTY PO3MilIlleHi 3a-

OUTAHHA OJIA caMOIIEPEBIpKU £N OTPMMAaHUX BaMU 3HaHB i HAbGip pisHOpiB-
HeBUX TPAKTMUYHMUX 3aBAaHb AJS BiflpalnioBaHHA HAaBUYOK poboTu @,
IpakTuuni sasrapasa M migi6pami Takum umHOM, 1106 IOCIiZOBHO i ITive-

cOpAMOBaHO (pOPMYyBaTH y Bac LOCKOHAJII HaBUYKY POOOTH 3 IPOrpaMHUM 3a-
OesmeueHHAM, YMiHHS CaMOCTiHiHO PO3B’sA3yBaTH HaBUYaJbHi 3aJadi 3 BUKO-
pucranaam IKT, posBuBaTu TBOpUE MUCJIEHHS.



JJ1a KOXKHOTO 3aIUTaHHA i 3aBIaHHS BU3SHAUEHO PiBEHb CKJIATHOCT, AKUMI
II03HAUYAETHCH TaK:

° — IOYaTKOBUH i cepeiHill piBHI,

® — IOCTATHil PiBeHB,

* — BUCOKU PiBeHb.

Ti saBHaHHA, 110 IO3HAUEH] WY, IepeabadeHi AIA OIpaNIOBAHHA y Iapax

abo HeBenuKUX rpynax. [losHaukamu @ BUiJIeH] 3aBIaHHA, AK1 aBTOpPU pe-

KOMEHZAYIOTH [J1s1 POGOTH BAOMA, a IOBHAYKAMY & — 3allUTAHHS Ta 3aBJAHH,
IIT0 CTOCYIOTHCA AOAATKOBOTO MaTepiay.

Tako:k y migpyyHUKY poamineHo iHcTpyKIii 10 11 0060B’A3KOBUX IpPaK-
TUYHUX pPOOiT, pesyabTaT BUKOHAHHA SAKWX TOBWHEH IIPOJAEMOHCTDPYBa-
TU PiBeHb 3aCBOEHHS BaMH BiAIIOBiJHOrO HABUAJBLHOTO MaTepiaay. ¥ KiHiri
OiIpyYHUKA HaBEeJEeHO CJIOBHUYOK, AKUM BU MOKETe CKOPHCTATHUCA i Jac
y3araJbHeHHSA TeMHU, Y XO/Ii MiATOTOBKY JOMAIITHIX 3aBJaHb TOIIO.

JJIa moJIerieHHsa COPUUHATTA BaMM HaBUYaJIbHOTO MaTepiajly aBTOPHU Ha-
MaraJucs YHAOUHUTHU IMiAPYUYHUK cXeMaMu, TabJUIAMU, eKPAHHUMU KOITifd-
MU, 0 IMiAPYYHHKA BKJIIOUEHI ACKpaBi MPUKJIAIU AJIA JeMOHCTpPAIllil OCHOB-
HUX TOJIOKeHb iHGopMaTuKu. JlogaTKoBl pyOpUKY IiAPYUHUKA:

«[Ina mux, xmo xoue 3Hamu Oisbuie»,

Ty

«IJe yixaso sHamu»,

«I[irkasi paxmu 3 icmopii»,

)

«[To0amiosi Oxcepena inpopmauyii» —

[~

COPUATUMYTH KPAaIoMy PO3YMiHHIO Ta TJIMOIIIOMY 3aCBOEHHIO BaAMU OCHOB
HayKu. 3aBAAKU IIbOMY HiAPYYHUK MOKHA BUKOPUCTOBYBATH i /I camo-
CTifilHOTO OmmaHyBaHHA MaTepiaiy.

ABTOpU IIPOMOHYIOTH OH-JIAWH HiATPUMKY BUBUEHHSA Kypcy iH(popMaTUKuU
10-ro xaacy za caiiti www.allinf.at.ua, ge BunTesi Ta yuHi 3MOKYTH 3HAKTH
(haiinm-3aroToBKY IJ1 BUKOHAHHA IPaKTUUHUX 3aBJaHb, TOJaTKOBI MaTepia-
JIX O OKPEeMUX TeM, IMOCIIiJIKYBaTUCA 3 aBTOpaMu Ha (popyMi, 3aJUIITUTH CBOI
BIITYKM Ta MPONO3UILii B TOCTHOBil KHMAI.

Ot:xe, yemixiB BaM y BUBUeHHIi iH()opMaTuKu Ta iHpOpMALIHHNX TEeXHO-
JIoriit!

3 nosazoio, agmopu



Posgin 1
TEKCTOBUW MPOLIECOP

Y ubomy po3saini Bu fisHaeTecs rpo:

e BCTAHOBJIEHHS 3HayeHb NapamMeTpiB CTOPIHOK, CTBOPEHHS KOJIOHTUTYJIB
i APYK OOKYMEHTA;
HanawTyBaHHS iHTepderncy KOpncTyBaya TEKCTOBOIO NpoLLecopa;
CTBOPEHHS HYMEPOBaHUX i MapKOBaHMX CMUCKIB;
BCTaBJIEHHS B TEKCTOBUIA OOKYMEHT Tabnuub i rpadivyHux 306paxeHsb;

e BCTaBJIEHHA B LOKYMEHT MareMaTuiHmx GopMyr, iXHE penaryBaHHs i pop-
MaTyBaHHS;

npasuia CTUIbOBOIro 0POPMIIEHHS LOKYMEHTIB | BAKOPUCTAHHS CTUJIB;
nepernsag cxemMm OKyMeHTa M aBToOMaTUYHE CTBOPEHHS 3MICTY JOKYMEHTA;
WabnoHN JOKYMEHTIB | CTBOPEHHS JOKYMEHTIB Ha iXHill OCHOBI;

CTBOPEHHS B aBTOMAaTUYHOMY PEXMMI MaKPOCIB Ta iXHE BUKOPUCTAHHSI.

1.1. MigroToBKka TEKCTOBOro AOKYMEHTa A0 ApPYKY.
ApYyK TEKCTOBOIro AOKyMeHTa

1. 3 akmx eTaniB CkNagaeTbCs CTBOPEHHSA TEKCTOBUX OOKYMEHTIB 3 BUKOPUC-
® TaHHAM TEKCTOBOI0 npoLecopa? Y YoMy MoJsIIrae ixHsa CyTHICTb?

2. 9ki 06’eKT MOXE MICTUTN TEKCTOBUI AOKYMEHT? ONULLITh iXHi BTACTUBOCTI.

3. dopmaTyBaHHA KMX 00’EKTIB TEKCTOBOIO AOKYMEHTa BU BXE BUKOHYBaIN?
Akrmm crnocobamm Lie MoXHa 3poduTn?

4. 9lki cMMBONN Ha3MBaTb NPUXOBAHMMN? TlOACHITE iXHE MPU3HAYEHHS. HAKi
MO3HAYEHHS MPUXOBAHUX CUMBOJIIB B 3HAETE?

5. AkMM YMHOM 3AiINCHIOETBCSH HaNalTyBaHHSA OPYKY PUCYHKA B rpadiyHOMy
penakTopi Paint?

00’exkTH CTOPIiHKM Ta IXHi BJIaCTHBOCTI

Busuarouu B 9-my KJiaci pobory 3 TekcroBuMm mmpoitecopom Word 2007, Bu
ByKe HaBUMJIKCSA CTBOPIOBATH TEKCTOBi JOKYMEHTH, peaaryBaTu i (popMaTyBa-
T TEKCT, BCTABJATH B MOKYMEHT i (hopmMaTyBaTH BeKTOpHIi rpadiuni so6pa-
Keuusa. OgHAK KOpPUCTyBau MaliyKe 3aB:KIM mependavae, IO CTBOPEHUN HUM
IOOKYMEHT Oyae HagpyKoBaHuii. ToMy BaKJIuBO O(GPOPMUTU SOKYMEHT TakK,
1100 BiH rapHO BUIJIALAB He TIIBKU Ha eKpPaHi, aje I Ha apKyIIIi Imamepy.

ITixg gyac crBopenHs TeKkcToBoro mokymenra y Word 2007 Bim aBTOMaTH4-
HO POo30MBAETHCA HA CTOPIHKY BiAIOBIAHO 4O THMX 3HAUEHDb BJACTHUBOCTEH, AKi
BCTAHOBJIEHI B I[bOMY JOKYMEHTI.

CropiHka gK 00’€KT TEKCTOBOTO JOKYMEHTA Ma€ TaKi BJIACTUBOCTi: PO3Mip
CTOPiHKHM, PO3MipHu MOJIB, OpPi€HTAIlid CTOPiHKU, HASABHICTH KOJIOHTHUTYJIB,
BU/JI BEPTUKAJHHOTO BUPiBHIOBAHHSA TEKCTY Ha CTOPiHII, KOJIpP TJIa CTOPiHKH,
TUII MesKi cTopiuKu Ta iH. (puc. 1.1). Posrisguemo nesaki 3 HuX.

Po3smipu cTopinkm — e 6ucoma i wupura cropiaku fokymenTa. 11i sHauen-
HS 32 3aMOBYYBAHHAM 33Ia0ThCA B CAHTUMeTpaxX. Po3Mipu CTOpiHKM MOMKHA
3amatu i ¢opmMaToM apkyina mnamnepy (Hampukriaan, A4, A, Letter), aximo
BHCOTA i IMTUPUHA CTOPiHKY 30iraroThbes 3 OMHUM i3 CTaHAAPTHUX 3HAUEHb.



Pozgin 1
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Puc. 1.1. Cxema po3MilLleHHs 06’€KTiB CTOPIHKM

ITona — e obaacTi cropiuKku B3moBK il KpaiB. Ha cTopiHIli € gepxHe, Hudic-
HE, Ji6e 1 npase moyA. Posmipu 1moJriB 3a 3aMOBUYBAaHHAM 3aJal0ThCA B CaH-
TuMmeTpax. JIiBe i mpaBe moJsis yacTiie 3aJMINIAIOTHCA HE3aIOBHEHUMU, a Ha
BEPXHBOMY i HIIKHBOMY MOJIAX MOYKYTH PO3MIIITyBaTUCA KOJLOHMUMYJAU.

SIKIIT0 OKYMEHT IJIaHYyeThCS NPYKYBaTH 3 000X CTOPiH apKyIia, TO [IO-
I[iThHO BCTAHOBUTHU 03ePKAJIbHI TIOJA, AKi B TAKOMY BUIIAKY HA3UBAIOTHCA
BHYMPIWHIM 1 306HIULHIM TIOJIAMY 3aMiCTh JIiBoTO i mpaBoro (puc. 1.2). ko
HAJAPYKOBAHUN JOKYMEHT Oyze 3IINBATUCA, TO AJA IbOTO IMOTPiOHO 3aJIMIIN-
TU JeAKUHU TOAATKOBUM MPOCTiP, AKWI BU3HAUAETHCA MOJIEM KOPiHUA Ta 1OoTO
posmawyeannam (3Bepxy Uu 3J1iBa).

Knusxosa

AmrbonHa

a 6

Puc. 1.2. PisHoBnau nonis:
a — A3epkanbHi nons; 6 — kopiHeup 3niBa Puc. 1.3. Buau opieHTauii CTopiHkM

OpieHTania cropiHkm — Ie cmoci® pos3MillleHHs CTOPIiHKM HaA IJIOIIWHI.
PospisuaoTh KHUMCKO08Y (BEPTUKAIBHY) i an1b00MHYy (TOPU30OHTAIBHY) OPi€H-
rarii (puc. 1.3).

Komontutrynau (¢pp. colonne — croBmenb, Jart. titulus — 3arosioBokK) — Iie
Cay:K00Bi IIOBiTOMJIEHHSA, SIKi PO3MINIYIOThCA HA IMOJIAX CTOPiHKU JOKYMEH-
Ta. [HpopmMalliga KOJOHTUTYJIa BiHoOpasKaeThCs HA BCiX CTOPiHKAX HOKyMEHTA
a6o geskiit tioro vacturi. ¥ Word 2007 pos3pisuaioTs 8epxHiil, HUMCHill i 6iuHi
KOJOHTUTYU. KOJOHTUTY TN MOKYTh MiCTUTH HOMEPY CTOPiHOK, Ha3BY IOKY-
MeHTa a60 TTOTOYHOTO PO3AiTy, IPi3BUIlle aBTOPA, rpadivuHi 300paskeHHs TOIIIO.

KogoHTuTy/ M mepInoi CTOPiHKM, MapHUX i HemapHUX CTOPiHOK MOMKYTHb
BimpisuaTucsa. TakoX MOXKYTb OyTH PiBHUMU KOJOHTHUTYJIU PidHUX UACTUH



TekcToBuI npouecop

IOKYMEHTa, HAIIPUKJaI, SK yV IILOMY IMiAPYYHUKY: V PidHUX poamaijgax pisHi
KOJIOHTUTYJIU.
3a samoBuyBanHaM mnporpama Word 2007 BcTaHOBIIOE TaKi 3HaueHHS
BJIACTHBOCTEH CTOPiHKM!:
BepxHe moJe — 1,5 cm;
JiBe moJie — 2,5 cv;
HUXHE moJje — 1,5 cwu;
npase moge — 1,5 cm;
posmip cropiaku — A4 (mmupuna — 21 cm, Bucora — 29,7 cm);
OpieHTAIlisA CTOPIHKYU — KHUMCKO084,;
KOJIOHTUTYJU — NOPOHCHI.

dopmaTyBaHHSA CTOPiHKH

I BcTaHOBJIEHHS HEOOXiJHMX 3HAUEHDb BJIACTUBOCTEH CTOPIHKY CJIiT Bif-
kputu Ha Crpiuni Bxaagrky PosmiTtka cropinku. Ha 1iit BKaagmi posmimgeso
[IBi 'pyIniV eJIeMEeHTiB KepyBaHHsA, AKi Mpu3HaUueHi s ¢popMaTyBaHHSA CTOPiH-
Ku, — Ilapamerpu cropinku ta Tiao cropinku (puc. 1.4).

JBHE Beraenexna PosmiTea cropinkm Mocunanna Poscnnin PevL

iy OpienTauin ~ 'r__—_J| Pozpuen - Al Boganwii sHak =
[j Posmip = ¥ Homepwn praxie ~ | Konip cropinm =
Mons o - - :
- EE Crosnui~ b Poxcraenenns nepenocie = | (L] Mexd cropinox

Mapamerpn cropinkm M Tno cropivkm
Puc. 1.4. Tpynn enemMeHTiB KepyBaHHs s dopMaTyBaHHSA CTOPIHKN

YV rpymi Ilapamerpu cropiHku s ¢opmaryBaHHA 00’€KTiB CTOPiHKHI

MOJKHa BUKOPUCTATH TaKi eJIeMEeHTH KePpYyBaHHA:

e KHOMKY 3i cnuckom Iloas — mia BuOGOpy OMHOTO 3i cTaHAAPTHUX HAOODiB
poamipiB mouriB. SIKITO 3aITPOIIOHOBAHI BapiaHT! He BJIAIIITOBYIOTh, TO iHIITI
3HAYEHHA MOKHA BCTAHOBUTH, BUOPABIIY B CIUCKY IIi€el KHOIIKY KOMaHIY
HacrporoBaHi mois;

KHOMKY 3i cnuckom OpieHTania — 11 BUOOPy opieHTAIlil CTOPiHKY;
KHOTKY 3i crimckoMm Poamip — a5 BuGopy ofHOrO 3i cTaHZAPTHUX PO3MipiB
apKyIlia Imarnepy, Ha SKOMY IJIaHYEThCS APYK TOKyMeHTa. [[J1s BCTaHOBJIEHHSA
iHIIMX 3HaUeHb IMOTPiIOHO B MEeHIO BUOpaTy KHONKY IHIIi po3mipu apkymris.
Posmipu mosriB cTOpiHKM MOKHA TAKOK BCTAHOBUTU HA BEePTUKAJIBHIN i

TOPUBOHTAJNBHINA AiHIUKAX y peXuMi meperaany noxkymenta PosmiTka crto-

piaku. Ha JniHifikax mosaM BiAmoBiZawoTh miMAHKK OJAKUTHOTO KOJIBOPY.

1106 smimmTu ixHi posMipu, HEOOXiZHO MEPETATHYTH MEXKY IIOJA B3IOBIK

JiHifiku B moTpibHe Mmicite (puc. 1.5).

E TS «Tb "
z @ — Me:ka JriBOoTO TIOJIST HA

$ C TOPU3OHTAJIBHIN JiHiAII

@ — Mesxa BepXHBOTO IIOJIA Ha
BePTUKAJIBHIN JiHIAIIL

Puc. 1.5. MNonga Ha nininkax



Pozgin 1

BJIACTHUBOCTEI CTOPiHKM MOKHA BCTAHOBUTU o s
B miasoroBomy BikHI IlapamMeTpu CTOPiHKH || now :
(puc. 1.6), AKe MOKHA BiAKPUTH BUOOPOM
KHONKMN BiIKPUTTS OiaJIOTOBOTO BiKHaA y RS
BigmoBigHi# rpymi Crpiuku. Ile came BIKHO || operean
MOXKHA BiIKPUTH, AKIIO ABiUi KJIAIIHYTU B
OyAb-IKOMY MiCIli BePTHUKAJILHOI JiHiHKI
a00 II0 MOJISIX TOPU3OHTAJIBHOI.

3HaueHHA BUINleHABELEHUX Ta IHMUX [Ireie e B3

Hime: [2en

Mpaes: |1,50m

]

]

g
4y 43 [4»
CAIEE AR

PosTawysar Kopinua: | 3nisa

wimmics CTopOR: Seirasivast ~
Ha Bknagkax BikHa MapameTpu CTOPiHKK & B ~
[00aTKOBO A0 BULLEBKA3AHUX MAPAMETPIB || runepens nepernaa 2 FIophiC K eyl
MO>Ha BCTAHOBUTU 3HAYEHHS Takmx Brac-
TUBOCTEMN:

Y cnucky Kinbka CTOPiHOK MOXHa B1bpaTn

Z3epKasibHi roJis, PeXnum OpykKy ABOX CTOPI-

HOK Ha apKyLui, 6poLuypu. Sacrocysamn ao: [scuora aomynenra |%

Pexnm 6poLuypu nependadae opyk CToOpi-

HOK ,D,OKyl\lzeHT);pB TaKFi)VI nocniuosﬁzcﬂ (,u,?m S |

LOKYMEHTA, KiNbKiCTb CTOPIHOK SIKOro Kpat-

Ha 4):

¢ apkyw 1, ctopoHa 1 — nepwa i OCTaHHS

CTOpPIHKU OOKYMEHTQ;

¢ apkyw 1, cTopoHa 2 — gpyra i nepegoCTaHHsA CTOPIHKN i T. 4.

FAKLLO KiNbKIiCTb CTOPIHOK HE KpaTHa 4, TO B KiHELb A0KYMEHTa 004al0TbCs OA4Ha, OBi

abo TpW NOPOXHI CTOPIHKM Tak, o6 KiNbKicCTb CTOPIHOK cTana kpaTHa 4.

Micna cknapaHHsa HaAPYKOBAHUX apKyLUiB i 3rMHaHHA MOCepeaviHi BCIEi CTOMKM

Oyne oTpumana 6pollypa. Y noganbiomMy 6poLlypy MOXHA 3LUMTK MO AiHii 3rMHaH-

HS1, CKPINUTK CTennepomM Y1 30poLLypyBaTU SKMMOCH iHLLMM CIOCOOOM.

Ha Bxknagui Manip — po3mipu apkyLua nanepy, cnocié nogadyi nanepy B NpuHTEP.

Ha Bknagui MakeT — cnocib BepTuKanbHOMO BMPIBHIOBAHHS TEKCTY Ha CTOPIHL,

MeXi CTOPIHKW, HyMepauilo psaakiB, napaMmeTpm po3TallyBaHHA Ta O0DOPMIIEHHS

KOJIOHTUTYNIB.

YCTaHOBMBLUN HEOOXiAHI 3HAYeHHA BNAaCTMBOCTEN, NOTPIOHO B cnncky 3acTocy-

Puc. 1.6. Bknapka Monga
BikHa MapameTpu CTOPIHKK

BaTu [0, L0 PO3MIllleHMIN Ha KOXHIl BknaaLi BikHa, o6paTu BapiaHT iXHbOro 3aCTO-
CYBaHHA — /10 BCbOro AOKYMEHTAa, Bif MOTOYHOI CTOPIHKU i A0 KiHUS AOKYMEHTa, A0
BUAINIEHOro parmeHTa, A0 BuaineHoro posainy. Cnig 3Beptaty yBary Ha obnacTtb
MonepepHili nepernan, ne BinoO6paxaeTbCa €Cki3 CTOPIHKM 3 0OpaHMMM 3HAYEHHS -
MU BNIaCTUBOCTEN.

[na ecTtetndHoro OCbOpMﬂeHHFl JOKYMEeHTa BUKOPWUCTOBYIOTb TaKOX €eJIEMEHTU

KepyBaHHs rpynn Tno cTtopiHku Bknaaky PoamiTka cTopiHku Ha CTpiyui:

Konip cropinkm — pnsi BWGoOpy Kosibopy T/71a i criocoby 3avBku CTOPIHKN (rpa-
OiEHTHA, Bi3epyHOK, TEKCTYpPa, PUCYHOK);

Me>xi cTOpiHOK — nisi BUBOPY NOTPIBHOIO CTUJ/IH0, KOJSIbOPY, LLUMPUHM NiHilA TOLLO;
BogsiHuii 3Hak — nns Bubopy BUrNsay Ta 3MICTYy BOASIHOrO 3Haka, KU sB-
nse coboto TekcT abo 306paxkeHHs, WO BigobpaxaeTbCca Nid, OCHOBHUM TEKCTOM
JoKyMeHTa. Moro moxHa nobaquntv B pexumi nepernsay PoamiTka cTopiHku i B
HaZPYKOBAHOMY AOKYMEHTI.

BceraBiieHHS KOJIOHTUTYJIiB

Ha cropinku TexkcroBoro moxkymenTa y Word 2007 MoKHA BCTABIATHA KO-

JIOHTUTYJINA, CKOPUCTABIIINCSA TIOTOBOIO KOJIEKIIi€l0 ITa0JIOHIB KOJOHTUTYJIiB,
a00 CTBOPUTHU BJIACHI KOJOHTUTYJU, AKi MOKHa 30epertu B KoJekIirii. Bimo-



TekcToBuI npouecop

OpakaioThCsA KOJOHTUTYJIN B JOKYMEHTI TiTbKM B pe:kuMax Po3miTKa cTopin-
ku Ta UYntanaa. OnpaliifoBaHHsA OCHOBHOTO TEKCTY JOKYMEHTA IIijJf 4ac poboTu
3 KOJIOHTUTYJIaMU HEMOXKJIUBE.
Ilyiss BCTaBJIEHHS KOJIOHTHUTYJIB BHUKOPUCTOBYIOTH
eJeMeHTH KepyBaHHA rpynu KoJXOHTUTYIM BKJIAIKU =l Bepxiii xonorutyn -
Berasaenus (puc. 1.7). = Huskwidi konowuTyn -
Il posmimmeHHsA Ha KOMKHIN CTOPiHIII JOKyMeHTa

. . . R (=] Homep cTopimkm ~
KOJIOHTHUTYJIa 3 I'OTOBO1 KOJIEKII11 111abJI0HIB HOTp16HO.

1. Bu6Gpatu na Crpiuni BKiaagky BeraBiaenus. KonoHTutynu
2. BubOparu B rpyni KomonTutryam omHy 3 KoMaH]
Bepxniii komoHTHTY X a60 HUskHii KOTOHTUTYII. Puc. 1.7. Tpyna
KonoHtutynu

3. BubpaTu B 3aIIpOIIOHOBAHOMY CHUCKY IIa0JIOHIB
KOJIOHTUTYJIiB OasKaHUM.

4. YBecTu nOTPiOHMI TEKCT y BiATIOBiAHI TeKCTOBI MO 111a6JI0HY.

5. 3akpuTu BiKHO CTBOPEHHSA KOJIOHTHUTYJIA, BUKOHABINU SHAPADOa Ons
kKononmumynie = Koncmpyrmop = 3axkpumu = 3axkpumu KOLOH-

mumyau g, a6o aBiui KIATHYTH 032 TTOJTEM KOJOHTHUTYJIA.

Ins sMiHeHHS KOJIOHTHUTYJIa, CTBOPEHOTO Ha OCHOBi I1abioHy, abo mjis
CTBOPEHHSA BJIACHOTO KOJIOHTHUTYJIa OTPiOHO BUKOoHaTH Bemasnennsa = Ko-
nonmumynu = Bepxniii (Huscnil) xononmumyn = 3minumu 6epxHiil
(rHuxcnil) kononmumyan. IlotiMm yBecTr HOBUH TEKCT KOJOHTUTYJA B IIOJE
3aronoBok. 3a HeOOXiTHOCTI TEKCT MOKHA pemarysaTu i ¢opMaTyBaTH 3BU-
YalHUMU CII0CO0aMU.

ITig wac po6otu 3 KojoHTUTysJamMu Ha CTpiumi 3’ABIAETHCA TUMYAcoBa
Braagka Konerpykrop (puc. 1.8). BukopucroByoouu BiAIOBiAHI KHOIIKY Ipyn
Koaxoururymu ta BeraButH, y KOJTOHTUTYJI MOKHA BCTABUTYA HOMEDP CTOPIHKY —

kHOonrKa Homep cTopiHKku Q, IIOTOUHY AaTy i yac — kHonka /lara ta yac 5.,

PHUCYHOK — KHONKa Pucynok |- Ta in. Po3MilieHHA BMiCTy KOJOHTHUTYJIA Bifl-
HOCHO BEPXHBOTO YW HMIKHBOT'O KPAI0 CTOPIiHKYU PEryJII0ETHCA BiAIOBimIHUMMT
JiumabHUKaMU B rpyni Po3dramryBanns.

Ccroene Bcranerirn Poswima cropismos Mecunarnn Pozcumon Peuentysanna Burang Pospobmm KarcTpyetop
3 Bepuosi _[ i Inakwise 478 nepusci Erepimm B 125m
< Hutwsit xoncummyn = 3 i Piawi ans wenapwins | napmux cropincs | = 125 e
aTa oro Mepediti 4o Hecsmeoro -
=) Homep cropinem ~ Tausc KOnSHTITYS T || ¥ Mowasar rescr aokysiests
Kanomryam Beraarm Hatiraipn Mapasserpa Postaurypannn
() 4 R TR R (R N EREE WK ] RS RN 2 e 0 ®eobo-k TR
5012 (SR 1 2 3 4 E & Y [ 1 13 13 1 [ 16 - gean

i Zaranoeox

[BeeaiThb 3aro/10BOK JOKyMeHTa |

Bapurt KOROHTHTYN
-

Puc. 1.8. OauH i3 wabnoHiB BEPXHBOro KOJIOHTUTYNA | TMYacoBa Bknaaka KoHcTpykTop

Ins mepexoy 3 m0JiA BEPXHBOTO KOJOHTUTYJIA O HOJA HUIKHBOTO KOJOH-
TUTYJIA i HasaJ BUKOPUCTOBYEThCA KHONKA IlepeiiTu 10 BepXHLOro (HUMKHBO-
T'0) KOJIOHTHUTYJIA Jl B rpyui Hagirania skaagku KoHeTpykTop.

CTBOpeHU#l KOJOHTUTYJ MOKHA 3aCTOCYBATH OO BCHOT'O JOKYMEHTAa, M0
HapHUX YN HeIapHUX CTOPiHOK abo mo mepimoi cropimku. Bubpartu obiacTb
3aCTOCYBaHHSA CTBOPEHOI'O KOJIOHTHTyJa MoskHa B rpymni Ilapamerpu. Bera-
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HOBJIEHHA 3HAUEHDb JeAKUX BJIACTUBOCTEHN KOJOHTUTYJIIB TAKOXK MOKHA 3[Tii1-
cuuTH i Ha BKJaanii Maket giamorosoro Bikua Ilapamerpu cTopiHKH.

Hnsa BugaseHHS KOJOHTUTYJA CJOifi BUKoHaTu Bcmaeénenna — Konow-
mumyau = Bepxniii (Huonii) xonowmumyn = Budanumu eepxhiil
(HudHcHil) KOOHMUmMYL.

FAKLLO KONIOHTUTYNN NS PiBHUX YaCTUH JOKYMEHTA MOBUHHI 6yTY Pi3HMMUN, TO Ne-
pen, ixHiM CTBOPEHHAM OOKYMEHT Tpeba nofinutn Ha po3aiiv. BUKOpUCTOBYOTb
pOo3A4inun, Konu NoTpPibHO ANs Pi3HMX YacTUH OOKYMEHTa BCTAHOBUTU Pi3Hi Bnac-
TUBOCTI CTOPIHOK, Pi3HY HyMepauito, BUKOPUCTATU PIi3HI KOMOHTUTYAU, PO3MICTUTU
TEKCT Y PIi3Hil KiflbKOCTi KOJTOHOK TOLLO.
Y TOMy MicCLi AOKYMEHTA, e NOBUHEH PO3MoYaTmncs HOBUI po3ain, Tpeba BcTaBu-
TN po3puB po3ainy. Ons uboro Tpeda BukoHaTn Po3mMiTka cTopiHku = MapameTpu
cTopiHkm = Poapumeu y—, i BuGpaTu B cnvcky Pospueu posginie notpiGHui BapiaHT.
Ha micui po3puBy 6yae BCTaBNEHO NPUXOBAHMIA CUMBOJ, HANPUKIa, Takui:
.-PO3pHE po3ainy (3 HACTYNHO! CTOPIMKK).

Konn JOoKyMEeHT nofifieHo Ha po3gdisin, MOXHa 3MIHUTU )19 KOXHOro po3ainy
rnapamMmeTpu CTOPIHOK, Y TOMY YAUCHi i BCTABUTU Pi3Hi KONOHTUTYNN.

®opmar Homepa cropinku [2 X 3py4yHUM cIocoboM HyMepaliil CTOpPiHOK

[V JIOKyMeHTa € BUKopucTaHHAa Komanau Howmep
B i CTOPiHKM T'DYyIIN .I{o.non'ru'ry.nn BKJanku Beras-
i JeHHdA, AKa BIiJKPWBA€ CIOHCOK MOMKJIUBUX

e v|| BapiaHTiB po3MmillleHHA HOMEDIiB (6HU3Y UM 620pi

: CTOpiHKHM) Ta cmocobiB ix BupiBHIOBaHHA (cnpa-

ol o 8a, 3Ji6a, no yeHmpy To1o). 3a MoTpedu MOKHA
O poacssam HaJlamTyBaTu (opMaT HOMepa, BKas3aBIIU BU
@rnosgmz |3 < HyMepalii, [T0YaTKOBUII HOMep Ta iHIlle B
niasoroBomy BikKHI ®dopmMar HOMepa CTOPiHKHU

(puc. 1.9), AKe BiZKpWBaeTHCA BUOOPOM OJHO-

Puc. 1.9. BikHo ®opmaTt UMEHHOL ROMAaHAM.

HOMepa CTOPIiHKU

IlonepenHiii meperasaa I0KyMeHTa

1106 3’scyBaTu, AK BUIJIAJATUME CTBOPEHUU NOKYMEHT Ha Ilamepi, ciifm
meperagaHyTu Woro B peskumi IlomepenHiit meperasn, Bukouasiu Office =
Apyx = Ilonepedniii nepeznad. llicna mporo BigKkpuBaeTbcA BimIoBizHa
BKJIagKa (puc. 1.10), BUKOPUCTOBYIOUM iHCTPYMEHTH KepyBaHHA AKOI MOJKHA:
e YCTAHOBUTH Pi3HUIU MacIiITab meperany fokymMmeHnTa (rpyma Macmra6);

e 3MIiHUTU 3HAUEHHS BJACTHUBOCTeH cTopiaKu (rpymna [lapamMerpu cTopiHKHM);

e 3rificauTu HaBiramiro qokymeHnToM (KHOnKU HactrymHa cropinka Ta Ilome-
penHsa cropinka B rpyii Ilomepenniit meperisn);

e HaJIAlITyBaTHU IapaMeTPU APYKY JOKYMEHTA i HaApyKyBaTu #oro (KHOMKU

rpynu Jpyx)
Ta 1H.
= [r—
onepeanin nepernag
- : .‘.\! J :‘j [_] .“-\J J; | Oara cropinka ¥ NMoxazarw niniicy PR Flacryos cromitina E
T e | e copn 7| 6inswena i
Iy P ¥ onn  Of camip | M % . o 1 i | 3axpumn
o - - 2 3a wwp P L Crop Ha CTOPIHKY L& [optpevix cropxis BikHO

Apye Mapamerpy cTopiskm (F] Maciurab Monepesriii nepernag

Puc. 1.10. Bknagka NMonepepHinh nepernap,



TekcToBuI npouecop

Ilepernsanmaioun moxymeHT y pe:kumi IlomepemHiii meperasan, KOpUCTyBau
MO:Ke 3’siCyBaTH, UM BAAJIO PO3MIIIEHO PUCYHKY B TE€KCTi, YN MPABUJIBHUM €
PO3OUTTA TEKCTY Ha CTOPIHKMU, UM He PO3PUBAIOTHLCI B TEKCTi TaOIHUIIi TOIIIO.
dAxmro npu ibomy 3’ACYEThCS, IO MOTPIOHO 3POOUTH He3HAUHEe peJaryBaHHSA
IOKYMEHTa, TO HOTO MOKHA BUKOHATHU 6e3II0CePEIHBO B PEXKUMI TOTIePETHBO-
ro neperyAny (e MOKJINBO, AKIIO IMTO3HAYKA IIPAnopIa 30iJbplIeHHs BigcyT-
Hs). [[JIg GiJIBIN CKJIAJHOTO pelaryBaHHS Kpallle ITIOBEPHYTUCA Yy 3BUUANHUN
pexuM pobOTH 3 JOKYMEHTOM, 3aKkpuBIIY BikHO IlonepenHii nmeperass.

3PYUYHOI0O MOMKJIMBICTIO PEKUMY IOIEPEeSHBOr0 IepPerjasny AOKYyMeHTa €
rKomauga CkopoTuTu Ha CTOPiHKY. 3a BUOOPY Iriel KomaHaM (KHOTKA LE:]‘) po-
rpaMa aBTOMATHUUYHO 3MEHIITYE PO3Mip KOMKHOTO CUMBOJIY JOKYMEHTa i MixK-
PAIKOBUX iHTEPBAJIB IJIs 3MEHIIIEeHHS KiJIBKOCTI CTOPiHOK TEKCTOBOTO MOKY-
MeHTa Ha OfHY cTOopiHKy. I[10 KoMaHAy MOIiJIBHO 3aCTOCOBYBATH IO TOKYMEH-
TiB, III0 MAIOTh HEBHAYHY KiJIbKiCTh PAMKiIB TEKCTY HA OCTAHHIN CTOPiHIII.

Buxin 3 pexumy IOIEepemsHLOTO IIEPEeryIaAny IAOKYyMeHTa 3iHCHIOEThCA
BUOOPOM KHOIIKY SAKPUTHU BiKHO |g.9.

JAPYK TOKYMEHTIiB

ITics Toro AK 30BHIIITHIN BUTJIAL JOKYMEHTA MePerIsaHy I’ 1 Bci HeoOximmi
3MiHU BHECJIU, JOKYMEHT MOKHA [PYKYyBaTH.

Ha npyKy omHiel Kol BCbOTO JOKYMEHTA i3 3HAUeHHAMM BJIACTHUBOCTEHN
IPYKY, AKi BCTAHOBJIEHI 3a 3aMOBUYYBAHHAM, JOCTATHbO BUKOHATU KOMAaHIY

Office = Apyx = Illléudxuil dpyx l*—_; IpyK JOKYMeHTiB 3a3BUYail BUKOHY-
€THCA B TaK 3BaHOMY (DOHOBOMY DPEXKUMi, III0 Ja€ 3MOTY IIPOJOBKUTU POOOTY
Ha KOMII'I0Tepi IPaKTHUYHO OApasy Iicjd BiATpaBieHHA JOKYMeHTa Ha APYK.

Apyx R2IX
Mprriep
e [ ouwoww .
e [2eimirmeres... |
T pHTED. .
THY OKI B430(PCLY -
nept: IP_10.10.10.2 ] 2o v haiin
nprdTEa:
Cropiea Woni
O KimesicTe KOMER: (S -
O morores
® mowepe: (12, 612
BE2aiTe HorepH 250 28nastie
pomainess oeam, Hanpvwnaa: 1, 3, 5-1 13512 a0
plsl, pls2, plsi-plzd
Haapyeypam | Aocyment w | Macursh
dpy: Henape cTopias | | FMSKICTE CTONOR M8 SpKYUE | 2 CTODRON -
38 POMEPOM CTODEKH! RS 143 210 M -
——

Puc. 1.11. BikHo Apyk

SKmOI0 IpyK OOKYMeEHTa IMOTPiOHO BUKOHATU 3a iHIIWX HAJAIITYBaHb, TO
. L PR
HeoO0XiJHO CKOpUCTATUCA KHONKOMO JIpyK i BRIanKy IlonepenHii meperasy

a6o Bukonatu Office = A pyx = Apyx. Ilpu npomy BifKpHUBaeThCA Jiasorose
BikHO [/Ipyk (puc. 1.11), y AKOMYy BCTAHOBJIIOIOTHCA NOTPiOHI 3HaUEHHA mapa-
MeTpiB APYKY:
e T'pyma IlpunaTep — s BuGOpPYy MpPUHTEpPa i BCTAHOBJIEHHS 3HAUYEHDB HOTO
BJIACTUBOCTE:
" coucok Iwm’s — Aasa BuOopy IPUHTEPA 3 YKUCJIa BCTAHOBJIEHUX HA TaHOMY
KOMII 10Tepi;

11
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= KHoOmKa Buaacmuseocmi — BigkpuBae miajoroBe BikHo BaactuBocti 3
KiJIbKOMa BKJIAJKaMU, e MOKHA BCTAHOBUTU 3HAYEHHA BJIACTUBOCTEN
mpuHTEpa i mporecy APYKY mokymeHTa. Ilepesik mmx BiaacTuBOCTEN
3aJIEKUTD BiJl TUITY IPUHTEPA i IoT0 MozeTi.

e TI'pyma CropiHKM — IJid BCTAHOBJIEHHA Aiana3oHy CTOPIiHOK, IO JAPYKYBa-
TUMYTbCS:

" yci— IPYKYBaTUMYTBCS yCi CTOPIHKU JOKYMEHTA;

" nomoyHa — IPYKyBaTHUMETBhCA CTOPiHKA, B AKill 3HAXOAUTHCI KYPCOD;

" gulineHull (ppazmenm — IPYKYBaTUMETbCS TiJIBKMW BUAiJeHU# (par-
MEHT JOKYMEHTA;

" HOMepu — APYKyBaTUMeThCA BKazaHuii Habip cropinok. Hampukian,
o6 HaapyKyBaTu cTopinkm 1, 5, 11, 12, 13, mo:kHa BBecTH B moJe: 1,
5,11-13.

e TI'pymna Komii — n1a BcTaHOBJIEHHSA KiJIBKOCTI KO, sKi moTpidHO Haapy-
KyBaTH, Ta IIOCJIiJOBHOCTI APYKY cTOPiHOK nokymenTa. I1Ilo6 HagpyKyBaTn
CIIOUATKY IIePITy KOIIil0 BChOTO JOKYMEHTa, IOTiM APYTry i T. &., CJIig ycTa-
HOBUTU IIO3HAUKY IIPATIOPIA po3ibpamu 3a KONisiMu, B iHIIIOMY BUIIAAKY
Oyme HAAPYKOBaHA BKasaHa KiJbKiCTb KOIill crioyaTKy IIepInoi CTOPiHKH,
moTiM ApyroiiT. m.

e I'pyma Macmra6 — 1151 BUOOPY:

"  KiabKocmi CMOPiHOK JOKYMEHTA, AKi IPYKYBaTUMYThCS Ha OJJHOMY ap-
Kyiri. Bubip a1Box i 6isbIlle CTOPiHOK aBTOMATHUYHO IPUBOAUTE J0 IIPO-
TOPIifHOI 3MiHM PO3MipiB ycix 00’€KTiB JOKYMEHTA ITi/l YaC BUBEJeHHA
iX Ha JPYK;

"  posmipy cmopinku apkyina nanepy (popmar A4, A5, B5 Tomro), Ha KO-
My IPYKYBaTUMEThCS MOKYMEHT, IO TeXX 3yMOBJIOE MacIITa0yBaHHSA
00’€KTiB JOKYMEHTA ITiJ Yac IPYKY.

e TIlose 3i cmuckoMm JIpyk — aJid BUBHAUEHH, IKi caMe CTOPiHKU BCTaHOBJIE-
HOro B rpymi CTopiHku niana3zoHy moTpiOHO IPYKyBaTH:
= Vci cmopinku diana3ony — HaAPYKYBaTU BCi CTOPiHKM yKa3aHOTO Jia-

a30HYy CTOPiHOK;

* Henaphi cmopiHku — HaAPYKYBaTU TiJIbKU CTOPIHKM 3 HEIIADHUMU HO-
MepaMu 3 YKa3aHOoro Aialla3oHy CTOPiHOK;

* IlapHi cmopiHKu — HaAPYKYBaTHU TLIBKYM CTOPIHKYM 3 TAPHUMU HOMepa-
MU 3 YKa3aHOTO J[ialla3oHy CTOPiHOK.

OcraHHi ABa PeXUMHU 3PYYHO BUKOPUCTOBYBATHU JJI APYKY 0AraToCTOPiH-

KOBOT'O IOKyMeHTa 3 000X CTOPiH apKyIIa.

YcraHOBUBINY 3HAUEHHS BJIACTHUBOCTEI APYKY, IIOTPiOHO BUOPATH KHOIIKY
OK. Ilicana nporo B Paaky crany BikHa Word 2007 BigoOpaskaeTbcsa 3HAUOK
OPUHTEpPA i KIIbKIiCTh IiATOTOBJIEHUX OO0 APYKY cTOpiHOK. Ilicia 3aBepiiieHHA
IPYKY JIOKYMEHTA Ileil 3HaUOK 3HUKAE.

HanamrTyBaHHS cepegoBuIla TeKCTOBOro nmpoiecopa Word 2007

JAK ysxke BasHauajiocsa paHimIe, 30BHIMIHIN BUTIJIAL BiKHaA IIporpamMm
Word 2007 mo:xHa sMmiHIOBaTH. AJle 38epmaemo yeéazy: SMiHUTH BUTJIAL
Crpiuky HEMOIKJIUBO.

Hanpuknaazx, kopucryBau 3a 60asKaHHAM MOYKe 3TOPHYTU YU POSTOPHYTHU
Crpiuky moABiHUM KJIAIIAHHAM Ha APJUKY BiIKPUTOI BKJIAAKU, BiIKIIOUN-
TH YU OBEPHYTH PEKUM IMOKady JiHiliKu Bubopom kHouku Jliniiika [Z] man
BEPTUKAJIBHOIO CMYTOI0 IPOKPYYyBaHHS.



TekcToBuI npouecop

KopucryBau Tako:x Mo:ke BUOpATH 3PYUHUN PEKUM IIePEeraany JOKYMeH-
Ta 3aJIeKHO Bijg Bumy pobiT, aki BiH Bukouye. Ile 3xiticHI0OETHCSA BUOOPOM Bif-
MOBiAHVX KHOMOK y Paaky crany. Pekomenzgarii o0 BUKOPUCTaHHA PiBHUX
PeKUMiB Ilepersany JoKyMeHTa HaBefeHo B Tabamii 1.1.

Tabruys 1.1. PeskuMu eperasiay TOKyMeHTa

Knonka Pexcum Pexomendauii u,000 6UKOPUCTAHHA PeHCUMY
. . JI1 CTBODEHHHA, pefaryBaHHA i ¢opMaTyBaHHSA
| PosmiTka cTopiHKnN A p » penary dopmary
= JOKYMeHTa
Pemxum unrtanaa Ja ynTaHHA JOKYMEHTAa 3 eKpaHa

A meperaAany OOKYMeHTa y BUIIALL BeO-

2 Be6-moxyMeHT cTopiHKM
= CrpykTypa Iia poboTu HaJ CXEeMOI0 JOKYMeHTa
E YepHeTKa Il BBeIeHHA JaHUX i pefaryBaHHs JOKYMEHTa

s 3pyyHOCTi pPoOOTH 3 JOKYMEHTOM MOJKHA BCTAHOBUTHU HEOOXimHwmit
macumab #oro Bimobpaskenua y BikHi. g mporo morpi6bHo B Paaky crany
IepeMiCTUTHU IIOB3YHOK BCTAHOBJIEHHS MAcCIITa0y B MOTPiOHe Miciie abo 36iJb-
IIATH @ (3mMeHIIIUTH 6) MacIiuTabd, BUOpaBIIY BiAIOBiAHY KHOIIKY.

VYcTaHOBIIEHHS PEXUMY IIeperysany AOKyMeHTa i maciniTaby ioro Bimo-
OpaskeHHsS MOXKHA 3OiNCHUTH, BUKOPUCTOBYIOUM €JIE€MEHTH KepyBaHHS
BiAMOBIZHUX TPyl BKJAAKM Buriaan. PekomeHayeMo B MOAAJBINi#T pobOTi
KOPHUCTYBATUCS MacIITaboM 3a wupurow cmopinku (Buzasad = Macwmab =
3a wupunoro cmopinku =|) a6o 100 % Ta peKUMOM MEPersany po3mimra
cmopinku (Buznad = Pexcumu nepezanady dokymenma = Pozmimrka cmo-
pinku ).

3a OakaHHAM MOKHA HajJainTyBaTu IlaHejs IIBUAKOrO JOCTYILY, I0IAaB-
1 Ha Hel iHIIMi KHOIIKY, KPiM TUX, IO PO3MiIlleHi Ha Hill 3a 3aMOBUYYBaHHIM.
Hanpukiaazn, KHOOKY /s IPYKYBaHHA JOKYMEHTAa, KHONKY Jis HepeBipKu
mpaBomucy ToIo. [Jis 1boro moTpiOHO BMOpATH B KiHII ITiel mamesi KHOI-
Ky HamamrTyBaHHA HMaHeJNi IIBUIKOTO AOCTymy - . lle mpuBene 10 BigKpur-
Ts BigmoBigHOTrO MeHIo (puc. 1.12), B AKOMY KOpUCTyBady IOTPiOHO BuOpaTu
KHOIKMU KOMAaH[, AKi BiH Oakae moJaTu Ha IIaHeJb. IKIO HOTpiOHA KoMaHaa
BiICYTHS B HaBeeHOMY II€PeJiKy, TO IJI Il IOINYKY CJIiJ CKOPUCTATUCA KO-
maugo Inmi komanmu 1poro meH. Kpim Toro, BubpaBmiu B MEHIO KOMaHIY
BimoOpaskaTu mig cTpiukoro, MOKHA 3MiHuUTH Micie poaramnyBanua Ilamesmi
NIBUIKOTO JOCTYILY.

Tak, BubpaBIIu B MeHI0 Komauau Bigkputu, lllBugkuit apyk, Ilpasomuc i
rpamaTtuka, BigoopaskaTu mig ctpiukoro, orpumaemo Burian Ilanemi mBum-
KOTO0 IOCTYILYy, AK1ii 300pakeHo Ha pucyHky 1.13.

KpiMm 3MiHm 30BHIIIHBOrO BHIVIAAY BiKHA TEKCTOBOrO IIpoIllecopa
Word 2007, xopucTyBau MOKe HaJAIITyBaTU poboTy camoil mporpamu. s
nporo norpibuo BukoHatu Office = Ilapamempu Word. Bikao Ilapamerpn
Word (puc. 1.14) posaiieHo BepTUKAJBLHO HA ABi YacTUHU: Y JiBill HaBemewi
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.@ d92-vv @ poaain 1 >
= Ocrioere Bl L O na e AN NOCTDY, \ . B
¥ Creopua ) OcHogeHe BcraenexHa
1) Twrynema cropinka = = b
1) Ymcra cropinka _| Bzt == H Ti New R
ﬁl’ospus CTOPIHKN 12 i S0epac —J o
. Enextponna nowra =4
Cropinen Tad || Bcraguth | X X B < abaiisg
E """ﬁ_;"? Wenarnii apyx | v * 4
up"a;;l‘_ = MonepegHiii nepernag ; 5)‘@)&9 o6, T Wpw
!_u’_| Mpasonuc i rpanmarica -
.E[OCT}'IIE‘;.] Cracysati [H P ) ? E @ ¥
KHOIEH —
4 it |V || Noseprymn
Bimod Haxpecnuma Tabnnyro
q Trwwi komangn... ICHYE
EIprEa BigoGpanaru nig cTpiucoo cmchy.
= Sroprymh cTpivky
Puc. 1.12. MeHio HacTpoiTtu naHenb Puc. 1.13. 3miHeHa MaHenb WWUBNAKOro
WBUAKOro nocrtyny AOoCTyny, dKa po3TaLloBaHa I'Ii,EI, CTpi'-IKOIO

iMeHa BKJIaJOK AJIA HaJAIITyBaHHSA MIPOTPAMHU, ¥ IpaBiii — HabGip eleMeHTiB
KepyBaHHA BUOPaHOI BKJIAIKU.

[apameTpn Word

[ET— il o . v ] ] 5|
l‘ ‘: _ﬁ 3MiHeHHRA HalyXuBaHilWwux napameTpie Word.
| BigoGpamenns | |
| Npaecnuc Ocnosni napamerpu pobotu 3 Word
| 36epexenta BigoGpaxari MiinaHens y pasi enainenHa |
Yainkryma A i peaHii nepernag |
Aoaarxosa Bigofy Axy "Pozponuk” Ha crpivyi
Hacrporosansa Saewam suxopuctosyeatn ClearType
| [¥] Bigkpueary exnaaenma noei b ENeK P i oWt B P pexnMi 4MTaHHA |1
| HM&Y@‘“ Konipma cxema: Cunii w
| Hesnp Geanel Ta LonUEHIHOCT) Crwnb ¢ i I BigoGp onne PyHKUIA y CRAMBAIOYMX Nigkazkax W
| P
| S 3minennn sawoi konii Microsoft Office
Im'a kopucTysava: iad;'nin
| THigjanm: i.a | |
| | Bubepite mosu ana puctana 6 Micresoft Office: | Moeni napametpu... i |
| ||€ 3 |
=]

Puc. 1.14. BikHo MapameTpu Word

Posriauemo neaxi 3 Hux.

Ha Bruaaani Haity:xuBauimri moskHa BigMmMiHuTy abo BCTaHOBUTH BimoGpa-
JKeHHs MiHi-mamesi gopMaTyBaHHS, dAKa 3 ABIAECTbCA MiJ Yac BUIIJIEHHS
(hparmMeHTa TEKCTy, BUMKHYTH a00 YBIMKHYTH PEXHUM AUHAMIYHOTO Hepe-
raany Biggopmarosanoro o6’exkra i in. 3a samoBuyBanuaM Word 2007 Bizo-
OpasKae CIJIMBAIOUI IIiTKa3KW 3a HaBeJeHHsA BKa3iBHMKA Ha eJIeMeHTHU Kepy-
BaHHA. 11106 3MiHUTH Iie HaJAIITyBaHH:A, MOTPiOHO BUOpaTy B cuucky CTuib
CILTMBAIOUMX IIIKA30K 3HAaUEHHA He gidoopaxcamu nidka3xku. Ha 1iit BRIangii
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MOKHA TaKOK 3MiHUTH iM’s KOpHCTyBaua Ta oro iHimiamaum, BBiBIIIH TOTPi6-
HUU TEKCT B OJHOUMeHHi mosisi. BukopucraBmu KHOnKy MOBHI mapamerpu,
MOJKHa BUOpAaTH MOBH, 3a CJAOBHUKAMU SKUX 34iACHIOBATHMEThCA IepeBipKa
MPaBOIICY B TEKCTi, a TAKOYK MOBY, AKa 0y/le aBTOMAaTHYHO BCTAHOBJIIOBATH-
¢ 3a 3aMOBUYBaHHAM Y BCcix mporpamax naxkera Microsoft Office.

Ha Bruaani BigmoOpaskeHHsI, BCTAHOBUBIIIM ITO3HAYKK BiAMMOBiZHUX mpa-
MIOPIIiB, MOKHA 3a0e3MeUnTH IOCTiliHe BigoOpaskeHHs B TEKCTi IPUXOBAHUX
CUMBOJIIB (IPOIYCKHU, 3HAKMU 3aKiHUeHHA abs3aIiB Toio). TyT Takok MOKHA
BCTAHOBUTHU 3HAUEHHA AEAKUX JOJAaTKOBUX MMapaMeTpiB Apyky. Hanmpuxian,
IPYKYBaTH Y4 Hi PUCYHKU, TJIO CTOPiHOK, IPUXOBAHUU TEKCT TOIIO.

SKIio B JOKyMeHTi He BijOyBaeThCsA aBTOMATHUYHA IIePEeBipKa IIPaBOIUCY
mijJ yac yBeJeHHA TeKCTy abo He BUKOPMCTOBYETHCA KOHTEKCTHA IepeBipKa,
TO cjaifm BigkpuTtu BKJIaAKy IIpaBomme i 3’sacyBaTu, 41 BCTAHOBJIEHO IIOTPiOHI
mOo3HAYKM npanopiriB. Takox MOKHA HaJAIITYBATU U iHIII TapaMeTpu nepe-
BipKH mpaBOmUCY: IPOIIyCK abpeBiaTyp, ciaiB 3 mudpamu, IHTepHeT-amgpec.
IIle mo)kHaA BCTAHOBUTH IIapaMeTPU aBTO3aMiHM CHMBOJIIB ITiJi Yac yBeJIeH-
HA — BCTABJATU CUMBOJIM CHOJYUEHHAM KJIABiIll, 3aMiHIOBATHU IIEPIITY JIiTEPY
peUYeHHA BeJINKOI0 OYKBOIO, 3aMiHIOBATY NPAMI JJallKX ~ HA IMapHi « » TOIIO.

Ina manamiTyBaHHS HapaMeTpiB 30epesKeHHs NOKYyMeHTa cJif BuOpaTtu
BKJIaAKY 30epe:keHHs i BubpaTu, B AKOMY (popMaTi Ta B AKil mamili 3a 3aMOB-
YyBaHHAM 30epiraTuMyThCcsa TOKYMEHTH, Uepes AKUU iHTepBaJ yacy 3AiHCHIO-
BaTUMEThLCS aBTOMaTUUHEe 30epeKeHHs JTOKYMeHTa Ta iH.

Ha Bruazamni JlomaTkoBO MOKHA 3MiHMTH 3HAUYEeHHS ITapaMeTpiB peaary-
BaHHA TEKCTY: UM 3OiHICHIOBATH aBTOMATHYHE BUIIJEHHS CJIiB Ta absaiiB
KJAIlaHHAM MUII, Y1 3aMiHIOBATU BUIIJIEHUI TEKCT YBeIeHUM, YU TO3BOJIU-
TH OIIepallif0 IIepeTATryBaHHS 00’€KTiB, SKMM YMHOM IIePeKJIIYaATH PEeKUMU
BCTaBJIeHHA/3aMiHOBaHHA Ta iH. Koaum morpiOHi HasmamiTyBaHHA 3po0JeHi,
caig subpatu xHonky OK, i BcTaHOBJIeHI 3HAUeHHA ITapaMeTpPiB po6OTHU MPO-
rpaMu OyIyTh 3aCTOCOBaHi.

£\ TTepesipTe cebe

1°. 3HaueHHA SIKMX BJACTUBOCTEI CTOPiHKM MoKHa sazaru? fIKi sacodm mis
I[OI'0 MOYKHA BUKOPHUCTATH?
2°, 3HaueHHs AKUX BJIACTHUBOCTEHN CTOPIHKHU MOKHA 3MiHUTHU, BUKOPUCTOBYIOUN
JiHiAKT?
3°. §IK samaeTbca po3Mip CTOPiHKY JOKyMeHTa?
4°, $Ixki Bu 3HaeTe BuAuM opieHTaIlii cTOpiHKU?
5°. Illo Take mmoJjs cropiaku? JIJid 40ro iX BUKOPUCTOBYIOTH?
6°. Sfxwmit Bux mosiB moTpi6HO BHOpaTH, AKINO JOKYMEHT IPYKYBaTUMETHCS 3
000x cropin aprymma? Ak foro BCTAHOBUTH?
7°. SIK mpoHyMepyBaTHu CTOPiHKU JOKyMeHTa?
8°. IIlo rake KomoHTHUTYIu? K iX cTBOpUTU?
9°., IIns 4oro IMpU3HAUYEHUN PesKUM IOIepeIHbOT0 Ieperasany JoxymeHTta? Ak
M0T0 BKJIIOUUTH ?
10°. Ski mapameTpu APYKY MOKHA BCTAHOBUTHU Y BiKHi [[pyK?
11°. fx HampykyBaTu KijgbKa cTOpiHOK moxkymenTa? fIki mpaBmia samucy mgiama-
30HY CTOPIHOK AJIA APYKY?
12°, OuwuriTs, AK HAAPYKYBaTH (hparMeHT JOKYMEHTA.
13*. BuropucroByiounu JloBigKy, 3’sAcyiiTe, AK YCTAHOBUTHU APYK CTOPiHOK HOKY-
MEHTa y 3BOPOTHOMY IIOPAAKY. ¥ AKHUX BUNAAKAX 3PYYHO 3aCTOCOBYBATHU
TAKUI PEKUM APYKY?

15
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16

14%*.

15%.
16*.

17%.

18c.
19°.

20°.

21°.

22%,

23e°.

24°.

Sk BILIMHE HA BUIJIAL APYKOBAHOr0 JOKYMeHTa BuOip i uac ApyKy 4-x cTo-
PiHOK Ha apKyIIri?

Sk HaApPyKyBaTu TeKcT (aiiay, He BiIKpuBaw4u #oro?

fAxi mapameTrpu APYKYy MOKHa BCTaHOBUTHU Y BiKkHI BaactuBocti mpuraTepa
Ha BaIlloOMy KOMII I0Tepi?

JJOKyMeHT miATOTOBJIEHO AJA APYKY Ha aprymri ¢opmary A4. 3HaueHHA
AKMUX BJIACTHUBOCTEM CTOPiHKY MOTPiOHO 3MiHUTH, 11100 HAAPYKYBATH IIeH J0-
KyMeHT Ha apkyiri ¢popmary A5? K MOKHA BUPIIIATH I[I0 CUTYAIil0 3Mi-
HOIO IapaMeTpiB ApyKy?

Ax sropuyTu Crpiuky? K ii moHoBUTH?

Sk BimmMinuTH BimoOpa'KeHHS Ha eKpaHi ropu3oHTaNbHOI JiHitiku? fK ii mo-
HOBUTHU?

SAx spificHIOETHCA HasamTyBanHa [laHesi MBUIKOTO JOCTyIy ?

s woro nmpusHaueno Bikuo Ilapamerpu Word? Sk itoro Biakpuru? fAki
HAJAITyBaHHSA MOJKHA 3POOUTU, BUKOPHCTOBYIOUM eJIeMEeHTH KepyBaHHS
IbOTO BikHA?

IIpu BupinenHi pparmMeHTa TeKCTy Ha eKpaHi He 3’SIBJSETHCA MiHi-IIaHe b
iHcTpyMeHTiB. ¥ yomy npuunHa? SIK BUIPaBUTH I[I0 CUTYAIil0?

Axi pekumMu mepersAny JOKYMeHTa Ha €KpaHi BUKOPUCTOBYIOThCA I uac
po6oru y Word 2007? Yum BOHU BiApPidHAIOTHCI?

Ax smimuTm MaciiTab BimoOpaskeHHS MOOKYMeHTa Yy BiKHI IporpamMu
Word 2007?

‘@ BukoHaliTe 3aBAAHHS

1°.

2°.

4%,

BigkpuiitTe Brkasauuii yuuresem daiin (manpukiaan, Tema 1\3apganua 1.1\
3pa3ok.docx). YcTaHOBITH TaKuil (h)OpMAT CTOPIHKU: PO3Mip cTOpiHKU — A5,
opieHTania — aavOomHa. YCTAaHOBITH Ha JiHiIKax pPo3Mip ycixX IIOJiB cTO-
piaku mo 2 cu. IIporyMepyiiTe CTOPiHKY BiZKPUTOTO JOKYMEHTA 38 TAKUMU
3HAUEHHSAMU BJIACTUBOCTEI: PO3TAIIIYBAHHA — 38€pXY CMOPIHKU, BUPIBHIO-
BaHHA — 3J/i6a, MIOYMHATHA HyMepailliio 3 Homepa 3. Haapyky#iTe JOKyMeHT.
BigkpuiiTe BKazauuii yuurenem Qaia (Hanpukraazn, Tema 1\3aBmanaa 1.1\
3pa3ok.docx). CTBODITH KOJOHTUTYJU: ¥ BEPXHLOMY BalUIIITL NOMOYHY
damy 3 BUPiBHIOBAHHSAM N0 YEeHMpPY, Y HUXKHBOMY — 8alle npi3euuie 3 BUPiB-
HIOBAHHAM 3./1i8a. 30epe:kiTh JOKYMEHT y BJIACHiH marmili 3 iMeHeM BIpaBa
1.1.2.docx.

Bigkpuiite Brasaunuii yuuresnem Qaitn (manpukiaan, Tema 1\3apmanua 1.1\
3pasok.docx). BigdopmaryiiTe 1oKyMeHT: po3mip cropiaku — Letter; opieH-
Tallid — KHUMCKO08a; TI0Jd: BepxHe — 1,5 cm, uuxkue — 1 cm, aise — 2 cm, mpa-
Be — 3 cm; HyMepaIllisg CTOPiHOK — 6HU3Y CMOPIHKU, NO UeHmpy, IOUNHAIOUN
3 HOMepa I; BepXHill KOJIOHTUTYJ — HA38a MeKcmoe0zo dokymenma. 36epe-
JKiTh mokymeHT y namnii Moi qokymenTu 3 imenem Bupasa 1.1.3.docx.
Bigkpuiite BKasauuit yuureaem gain (Hanpukaazn, Tema 1\3aBmanua 1.1\
3pasok.docx). Bigdopmaryiite foKyMeHT: poaMmip cTopinku — A4; opienra-
ig — KHUMCKO08a; moJsa: BepxHe — 1,5 cm, HUKHE — I cm, 30BHiIIHE — 2 CcM,
BHYTpilltHE — 3 cM; HyMepaIlisi CTOPiHOK — 8HU3Y CMOPIHKU, HA 308HIWLHIl
CMOpOHi, TOUNHAIOUY 3 HOMepa [; KOJOHTUTYJIN: BePXHiil HAa HEIIADHUX CTO-
PiHKaxX — Ha36a mekxcmoeozo 0OKYymeHma, HUKHINM Ha MapHUX CTOPiHKax —
nomouHa dama ma uac. 36epexiTs okymMeHT y namii Mol JoKymMeHTH 3 ime-
HeMm Bupasa 1.1.4.docx.

Bigkpuiite BKasauuit yuurenem Qain (Hanpukaazn, Tema 1\3aBmanua 1.1\
3pasok.docx). IleperisgHbTe JOKYMEHT V PEKUMIi ITOMEPeIHBOTO MeperysiLy.
Buganits HasBy JOKyMeHTa. 3MiHITHL opieHTaIiro apkymia. 3pobiTs mpuma-
COBYBaHHSA CTOPiHOK. 30eperkiTh JOKYMEHT y BJIACHiN mamii 3 imeHem Bpa-
Ba 1.1.5.docx.
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6*. BigkpwuiiTe BKasaHuii yuuresnem daiiin (Hanpuriaan, Tema 1\3aganua 1.1\

3pasok.docx). HagpykyiiTe mepiri n’saTh pAAKiB moxkymenta. Haapykyiite
IepIry i TpeTio CTOPiHKM foKyMeHTa. HagpyKy#Te JOKYMEHT, PO3MiCTHBIIN
Ha OJHOMY apKYIIIi IBi CTOPiHKYU JOKYMEHTA.

7°. BinkpuiiTe BKazauuii yuurenaem daiin (Haupuriaan, Tema 1\3aBmanus 1.1\

® s

3pas3ok.docx). YcTaHOBITH MO uepsi pisHi pekuMu meperaany JOKyMeHTa:
3BUUYANHUN, BeO-TOKYMEHT, CTPYKTypa, PeKUM UYUTAaHHA, PO3MITKA CTOPiH-
KH. YCTaHOBITh 10 uepsi Taki macirradbu neperiaany noxkymenrta: 100 %, cro-
pinka moBHicTIO, 75 % , 32 IIUPUHOIO CTOPiHKU.

3anycriTs nporpamy Word 2007. BigminiTe BigobpaskeHHs rOPU30HTAIBLHOT
ginifiku. SropHite Crpiury. [lomaiite Ha [laHea b IIBUAKOrO JOCTYILYy KHOII-
ku JIpyk i Bigkputu. Posmicrits 1o Ilaneas nig Crpiukoro. IloBepHiTH mMO-
mepenHi HaJIAIMTyBaHHA iHTep(deiicy BikHa Ta [IaHesi IMBUIKOTO JOCTYIY.

1.2. CNnncku B TEKCTOBOMY AO0KYMEHTI

1.
2.
3.

4.

9ki cnocobu BUANEHHSA TEKCTY BU 3HAETE?

9ki onepalLii pegaryBaHHs TEKCTY BaM BigoMi? Ak BOHU 34iMCHIOTLCA?

FAki onepalLlii popmaTyBaHHA CUMBONIB i ab3aLLiB TEKCTY B 3HAETE? AK BOHU
BUKOHYIOTbCA?

9lke NpM3Ha4YeHHS MapKepiB Ha TOPUSOHTASIbHIN NiHINLLI?

Cnucku Ta IXHE CTBOPEHHSA B TEKCTOBOMY JOKYMEHTI

OcobauBuM BUIOM (popMaTyBaHHsA ab3alliB € oPOpMJIEHHS iX y BUIIAIL
cnuckie. CiucKkaMu MOXKYThH IOAABATHUCA IIepeiKu 00’€KTiB, OIMUCU HOPAI-
Ry miii Tomro. Hampukian, cCOMCOK IIPi3BUIN YUHIB KJIacy, iHCTPYKIIiA IOI0
KOPUCTYBaHHS IMIPUJIAJOM, MEPeiK IMpaBUJl OPOPMJIEHHS NOKYMEHTAa, CIIU-
COK JIiKiB B anTeuIli, HOCJiJOBHICTh Aill IIiJT Yac IPUTOTYBaHHA AEIKOI CTPaBU

TOII[O

V¥V rexcroBomy mporecopi Word 2007 moskHa CTBOPIOBATU CIHCKU TPHOX
TUIIiB:
e MaprosaHuil, y AKOMY KOXKHUU a03a1 Ha ITI0YATKY ITO3HAYAETHCA TeAKUM

cHeriaabHNUM CUMBOJIOM (Mapkepom). IIpukianu opopMiaeHHA:

Ilopu pokry: Ilopu pokry: IlTopu pokry:
=  3uma » 3uma < 3uma
= Becna > Becua < Becna
= Jlito » Jlito < Jlito
= QOciub » Ociup < Ociup

e Hymeposanuii, y sKOMY Ha IIOYATKY KOXXHOTO ab3aIly BKa3yeThCS HOTO
HoMep. [lopankoBuit HoMep ab3ally B COHCKY MOXKe 3aJaBaTHCS UHCJIOM
(BanucanuM apabcbKuUMHU ab0 pUMCbKUMU Hudpamm), JiTepoio aadasiTy
a6o uncaiBHuKOM. [IpuKaanu opopMIeHHS:

ITopu poky: ITopu pory: ITopu poky:
1. 3Buma a) 3uma Onun) 3uma
2. Becna 6) Becna IBa) Becna
3. Jlito B) Jlito Tpu) Jlito
4. Ociab r) Ociub Yorupu) Ociub
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e FBazamopienesuil, y axoMy a03alnu IPOHyMepoBaHi 3a ixHBOIO iepap-
XiYHOI0O CTPYKTyporo. MakcumMajibHa KiJbKiCTh BKJIAIEeHL €JEeMeHTiB

b6araTopiBHEBOTO cuuCKYy — 9 piBHiB. [IpuKIagu oopMIEHHS:

ITopu poky: ITopu poky: ITopu poky:
1. Buma 1. Buma 1. Buma
0 I'pyzenn 1) 'pynens 1.1. 'pynens
0 Ciuenb 2) CiueHsn 1.2. Ciuenb
0 Jlooruit 3) JIrotmit 1.3. Jrortmit
2. Becna 2. Becna 2. Becna
0 DBepesensn 1) Bepesenb 2.1. BepeseHnb
0 Ksirens 2) KBiTensn 2.2. KBiTensn
0 Tpasens 3) TpaBens 2.3. TpaBeHb
3. JIito 3. JIito 3. JIito
4. Ociub 4. Ociub 4. Ociub

Icuye KimbKa c1oco6iB OhopMIEHHA AeAKOT0 (PparMeHTa TeKCTY Yy BUTJIAL
MapKOBAHOTO YW HYMEPOBAHOTO CIIHCKY.

I cunoci6. OcHoBHmii. [[/1g TOUaTKY BBEJEHHSA CIUCKY CJiJ PO3MicTH-
TH Kypcop y moTpibHomy Micii mokymenTa i Bukonatu Ochoéne = Ab63ay =
Mapxrepu ;= abo Hymepauyia i=. Y IOTOYHOMY MicIii JOKyMeHTa 3’ IBUTHCA
Mapkep abo HOMEpP TOrO BUIY CIUCKY, AKUHA BUKOPUCTOBYBAaBCA OCTAaHHIM.
g BuboOpy iHIIIOTO BUAY CIUCKY CJiJl BUOpaTH KHOMNKY -~ 0ijid IMOTPiOHOTO
TUITY CIIMCKY Ta y BiiKkpuToMy mepeiaiky BidmioTeka mapkepiB abo Biomioreka
HyMepoBaHHUX cnuckiB (puc. 1.15) Bubpatu HeoOXigHMiT BapiaHT oopMIeH-
Hs. [Ticas mpoTo MOKHA BBOAUTH MEPIIUH eJIeMeHT CIUCKY.

: Eifaloresxa maprepls o | BiinloTexa wymeposane cnwcxin )
| wesane | ] 2, 1.- 1)
[ ] o - EX3
| Il vense  J| 2 2
| | 3. 3)
> v |
| Mapxepn goxymenta HE A a)
| il B, b)
L] * O L - - il c )
@ IR~ e TR BRI a T
b ii
C. i
L ] L ] -
< h. P cnnexin
Bussauimin nosnil MapKep... R 9.- 1
* 2 b, 2 el
3 c. 3
Ni—— || Qi)
110 Pea)

TeH)

Bvamaunti wopnii uncacend opmar..

Puc. 1.15. Bnan MapkoBaHuX i HyMEPOBaHMX CMNCKIB

Ilicnisa BBemeHHSA MepIIOTO ejleMeHTa CHUNCKY CJIiJ HATHCHYTH KJIABIIIy
Enter — mactymHuii HomMep abo Mapkep 3 ABJIAITHCA B HACTYOHOMY PAIKY
aBTOMATHUHO. KOoJIM OCTaHHiN eJIeMEeHT CITMCKY BBEIEHO, CJIiZl IIOBTOPHO BUOPATU
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KHOIIKY BigmoBiguoro cuucky Ha Crpiuli, abo asiui Harucuytu Enter, a6o Bu-
IaJauTH HOMEpP uu MapkKep Kjaasiineio Backspace.

IT cmoci6. ABTOMaTUYHE CTBOPEHHS CIIMCKY. PO3MiCTUBININ Kypcop y mo-
TpiOHOMY MicCIli JOKYMEHTAa, CJIiJl yBeCTH CIelliaJibHi YMOBHI CHUMBOJIN, AKi BU-
3HAYaIOTh BUJ 0a’KaHOTO CIUCKY, i HaTucHYTH KJasinry IIpomyck (Ta6s. 1.2).
Ompa3sy »K YMOBHI CUMBOJIY IEPETBOPATHCS HA BiAIOBiAHUI MapKkep abo HOMED.
Jlaji MoxHa PO3TIOUYMHATY BBeIEHH MEPIIIOro eJIEMEeHTA CIIUCKY.

Tabauys 1.2. YMOBHI CHMBOJIH JIJIS CTBOPEHHS CHUCKY

Y moeni Ogopmnennsn Y moeni Ogopmnennsn
cumeonu cnucky cumeonu cnucky
11 MapKOBaHUX CIIMCKiB
3ipoura ¥ o Jitepa o °
MiHyC - - OinbIe > >
Minyc i 6inbIme -> > MeHIIe i OGijbIme .
<>
[ HyMepoBaHUX CHMCKIB
1 i kpamnka 1. 11 gy:xka 1)
1i 6inbIe 1> aigyxKka a)

IIT cmoci6. IleperBopeHHS HA CHUCOK. SIKIIO AeAKi ab3amu TEKCTY,
BBEJIEHOTO paHiIie, moTpiOHO 0POPMUTH AK CIHCOK, TO CJif BUAIIAUTHU IIi ab-
3arnu i BubpaTtu Ha CTpiulii KHONIKY BiAmoBigHOrO TUIYy ciucKy: Mapkepu :=,
Hywmepauia :=. g Bubopy iHIITOro BUAY CIIUCKY CJIiJ BUOpaTu KHOMIKY ~.

@ BarartopiBHeBi cnnucku

[na cTtBOpeHHs 6araTopiBHEBOro cnucky Ha CTpiyui cnig Bubpatu kHonky Ba-
raTopiBHeBMiA CNUCOK = i BapiaHT oopmMIIeHHs crivcky B 6iGnioTeui cnvckis. Adani
MOTPIGHO BBOAUTU €/IEMEHTU CMMCKY, 3MiHIOI4M 3a NOTPebu ixHi piBHI BKNAAEHOCTI.
Insa uboro BUKOPUCTOBYIOTLCSA KHOMKM 3MEHLUMTU BigcTyn = (nepexig Ha piBeHb
BuLLe) a60 36inbWMTM BiZCTYN = (Nepexig Ha PiBEHb HUXYE), SKi PO3TaLIOBaHi Ha
Ctpiyui B rpyni A63au,. 36inbWNTX piBeHb BKIAAEHOCTI MOXHa TakoX HATUCKAHHAM
knagiwi Tab, ameHwuTn — Shift + Tab. Hymepauis enemeHTiB cnnucky 3MiHIOETBLCS
aBTOMATUYHO.

AHanNori4yHO MOXHa 3MIHWUTM PIBEHb paHille BBELEHOrO efleMeHTa, NonepeaHbo
BUAINMBLUM NOTO.

PemaryBaHHA CIMCKiB

¥ texcroBomy mporiecopi Word 2007 cTBopeHi cTiCKU 3PYyYHO pefaryBaTH.

Ao B Oyab-AKOMY MicCIli CIHCKY HOTPiOHO mOmATH Ile OOWH PSILOK, TO
CJIiI yCTaHOBUTH KYPCOP V KiHIII mOmepegHBOTO PAAKA CIUCKY i HATHUCHYTU
kJasinry Enter — Oye BcTaBiieHO JOAaTKOBUI PAAOK 3 BiATIOBiIHUM HOMEPOM
Yy MapKepoM, a HyMepallis B yCiX HACTYIHUX PAIKAX CIUCKY aBTOMATHYHO
3MiHuTHCA. )i BUAAJIeHHA ejieMeHTa COUCKY Horo moTpiOHO BUAIIUTHY i Ha-
TucHYTHU KJjasimry Delete — Hymepallis Takox aBTOMATUYHO 3MiHUTHCS.
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Iaxonu moTpiOHO B meAKoMy absalli BiIMiHHUTH HyMepalliio, HaIpUKJIam
I BBEJIEHHA TEKCTY, AKUHA HE € eJIeMEeHTOM CIUCKY. ¥ TAaKOMY BUOAAKY HY-
Mepaliio caig BULAJUTYA IIOBTOPHUM BUOOPOM KHOOKY crucKy Ha Crpiumi abo
HaTUCHYBINH KJaasimy Backspace.

Y nearkux BUTIA/(KAX (HampukJanm, mif gac Komifo-
BaHHA CIIMCKiB) aBTOMaTWYHA HyMepallid MoOXKe He ;

. . . . 1= | [pogosxumi nymepauio
BiAimoBizaTu nmorpebi Kopucrysaua. [ia smMiEu HYy- .
) . == E(YHHDIH"\ 3Ha4YEHHA HyMEpaUl...
Mepaiii moTpibHo:
1. Buginutu HOMEp ejleMeHTa CIUCKY, SKUHA
CJILZT 3MiHUTH.

2. BigkpuTy KOHTEKCTHE MEHIO BUIiJIEHOTO HO-

mepa (puc. 1.16). . Pvic. 1.16. KoHTekcTHE

3. Bubparu nmoTpibHMI BapiaHT 3MiHN HOMepa: MEHIO HOMEPA CCKY

e Ilepesamyctutu 3 1 — HyMepallia eJeMeH-
TiB CIIMCKY PO3IIOYHETHCS 3aHOBO, 3 IEPIIIOro HoMepa.

e IIpomoB:xuTH HyMepalil0 — HyMepallis [[bOr0 i HACTYIHUX eJieMeH-
TiB cnucKy Oy/e IPoJoBIKeHa HACKPi3HO BiJ momepeqHbOTO HOMepa.

e YcTaHOBUTH 3HAUYEHHS HyMepallil — HyMepallid eJleMeHTiB COUCKY
POSBIIOYHETHLCS 3 HOMepa, AKUH YKarKke KOPUCTyBad.

EnemeHnTu cmucky MoKHa Bimcop-
2
TYBATH 3a BPOCTAHHAM 200 CHALaH- [edabiiuiiiar] 2X)

Hacrpoiru siacrynu cnmcxie...
i_.E SmMeHwnTH BigeTyn

3GinswwinTh BigeTyn

HaMm. JIJaa 0sOro CIifi BUKOHATH Takmin | 7™ o
. [~ » | Twn: |Texcr r; YL i
aJTOPUTM: = 2 ® 32 crasaresn
Texct =
1. Buginuru a6samu, AKi yOOPSAL- |nomss

fata

KOBYIOTHCA.

2. Bukonaru Ocrhoéne = Ab3ay =
Copmyeanns 4.

3. YcTaHOBUTH B AiaJIOTOBOMY BiKHi
CopryBanua Tekcry (puc. 1.17)
Taki 3HAUEHHA:

MaTin 33

Crmcon

() s prakon saconoeka (%) Ges pAaKa saronoeKa

o Coprysartu 3a — absayamu. e A
e Tum gaHux — mexcm, 4Yucio
abo dama. Puc. 1.17. BikHo CopTyBaHHS TEKCTY

o IlopAmok copTyBaHHA — 3a 3POCMAHHAM YU 3A CNAOAHHAM.
4. Bub6paru kaHoniky OK.
Panku cnmcky 3MiHATH CBOE pPO3TAITyBAaHHA, a HyMepallisd eJeMeHTiB
CIIVICKY BaJINIIUTHCA IIOCIiTOBHOIO.

dopmaTyBaHHS CIIUCKiB

3a HeobOximHOCTI KopuCTyBau MoOKe BimdopmaTyBaTH CTBOPEHUIN CIIH-
COK: 3MiHUTH BUJ MapKepa, ioro popMar, crmocid Hymepairii, posTairyBaHHSa
cOoucKy ToIro. JJid IbOTo CJIif BUALINTH MOTPiOHI eleMeHTU CIIMCKY i BUKO-
pucTaTu MOTPiOHI eJJeMeHTH KepyBaHHA MiHi-manedni, rpynu Hlpudgr i A63an
Braanxu OcHoOBHe, MiaysoroBux BiKoH ToIo. [ad 3MiHeHHsS BigCcTymIiB eJie-
MEHTIiB CIIMCKY BiJ ITOJIS TAKOX BUKOPUCTOBYIOTh MapKepy HA rOPU30HTAIb-
Hil giHifmi.

Ias1 BCTAHOBJIEHHS BifICTYIly eJleMeHTa CHMCKY BiJl HOMepa uuM Mapkepa
BUKOPUCTOBYETHCA TAOYAAIid — 3aci0, AKUI Jae 3MOTy PO3MillTyBaT 00’ €KTHU
B PAAKY B CTPOrO BUBHAYEHHX MiciAXx (mosumiax rtaodymaamii). Ha mimifimi
MO3UIisA Ta0yaAIil 3a3Buuali mosHauaeTbeA Tak: k= (puc. 1.18).
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e Abak— HalinowupeHiwmi npuct e Abax — HalinoWMpeHiWMiA NpUCTE
¢ Adminicmpamop — ocoba, aka e Adminiempamop — ocoba, aKa siL

KOMM'IOTEPHOT Mepei. i Komn'toTepHoi Mepei.
. Anzopumm — CKiHYeHHa nochif * Anzopumm — CKiH4YeHHa nocnif
BMKOHaTH, WO6 AocarTv nc noTpiGHO BMKOHATH, 06 [OCATTH NOCTaBAGHC
*  AHmusipycHi 6aau — CyKynHICTb, * AHmusipycHi 6asu — CyKynHicTe
3 HAMM. 6opoTbbu 3 HUMK.

Puc. 1.18. Mapkepwu i no3Haudka Tabynsuii Ha NiHinui

J1s BCTAHOBJIEHHS MO3HAUKMW TaOyJAIl JOCTaTHLO BUOpaTH Ha JTiHi#I
moTpidue micie BKasiBumkom muiiri. II[o6 sminuTu ii mosuiriio, moTpidHO Ie-
PEeTATHYTH IIO3HAYKY B3IOBXK JiHIAKMN y HOBe Miciie. /1 BUgaIeHHA MO3UITil
TaOyaAIil JOCTATHRO IIEPEMIiCTUTH ITO3HAUKY Ta0yIAIil 3a MexKi JiHifiKHT.

TaKkoK yCTaHOBUATHU Ta 3MiHUTH ITO3UITiT TaOyaAIil MokHA v BikHi Ta0ymaiis,
JIJIs ITBOT'O CJIiJT BiIKPUTH JiasioroBe BikHO A63arr i BuOpaTu KHOKY Ta0yasais.

OpxHieto 3 ocob6aMBOCTEN (popMaTyBaHHSA CIUCKIB € Te, 1110 hopMaT MapKe-
piB (HomepiB) i hopMaT CUMBOJIIB TEKCTY MOKe OyTu pisHuUM. SIKIIO B TeKCTi
BUOpATU OJVH 3 MapKepPiB UM HOMEPiB CIIUCKY, TO OyIyTh BUAiJIEHI BCi aHAJIO-
riufHi 06’eKTH B ychoMy cIIUCKY. Jlai MoskHa 3MiHioBaTU iXHilt ¢hopmaT Hesa-
JIeXKHO Bim ¢popMaTy iHIIIOro TeKceTy crucky (pme. 1.19).

IIoy-mpoerT «BemiKi YRpaiHi» Illoy-mpoeKT «BemiKi YKpaiHIi»
SApocnap Myapuit Apocrmag Myapii
2. Mukomna AMOCOR 2. Nuxoma AMOCOB
3. Crenad Bagzgepa % Crenan Banzepa
4. Tapac Illep1eHKO 4 Tapac IIlepueHKo
5. BoraaH XMeTbHILBKHIT S bBoraaH XMeTbHILIKIIT
6. Bamepiil JToGaHOBCHKIHIT & Banepiii JToGaHOB cHEIIT
7. B’suecias YopHOBLT 7. B’a1ecnap TopHOBIT
§. T'puropiii CKoBopoga & Tpuropiii CKoBopoga
9. Jleca VKpaiHKa 4 Jleca VKpaiHKa
10. Iean PpaHKO 0. Isan paHKo

Puc. 1.19. Npuknag dopmaTyBaHHS CINCKY

IIle omuiero ocobimBicTIO (hopMaTyBaHHA CIMCKIB € Tak 3BaHe A8MOMa-
muyHre popmamyearnHrs. SIKIO BU BBeJIU IIePIINil eJleMeHT CIUCKY 1 Biadop-
MaTyBaJu HOr0o IeBHUM YMHOM, TO IIPOrpaMa aBTOMAaTUUYHO 3aCTOCOBYBaTHUMe
TaKUH caMe popMarT i I iHITNX eJIeMeHTiB I[bOTO CIIMCKY MiJ uac iX yBeJeH-
HdA. HpI/IKJIa,IIOM 3aCTOCYBaHHA TaKOIo (l)OpMaTYBaHHH MOXKe 6YTI/I CTBOPEHHA
CIIICKiB o3HaueHb TepMiHiB. Hampumraan, ma pucynxky 1.20 mepime cIoBO
o(hopMIIEHO KYPCUBOM, MiCJIA HHOTO CUMBOJ TUPE K PO3AIIbHUK, AAJ1 TEKCT
3BUYAMHOIO HAKpPECJIeHHA. ¥ HACTYITHUX PASKAX CIUCKY Take (hopMaTyBaHHA

MicTa-repoi Ykpaitu:

o Kepy — micTo pecny6nikaHcbkoro nignopaakyBaHHst B AP Kpum. Po3sTawoBaHe Ha y3bepedxoki KepyeH-
CbKOi NPOTOKM, Ha cxoi KepyeHCbKOoro niBocTpoBa Mixk HopHUM i A30BCbKMM MOPSIMMU.

o Knis — ctonuus Ykpaiiv, ogHe 3 Halibinblumx i HalCTapilwmx MicT €Bponu. Po3TalloBaHuil y cepeaHili
Tevii JHinpa, B NiBHIYHIM HagaHiNpsHWmHI. TpoBigHWIA NOAITUYHWIA, COLLaIbHO-EKOHOMIYHWIA Ta HAyKOBWIA
LLEHTP KpaiHw.

e Oneca — MiCTO Ha HOPHOMOPCBLKOMY y36epexxki YkpaiHu, HalbinbLmniA MOPCbKMIA MOPT B KpaiHi, MiCTO
06nacHoro 3HaveHHs, LeHTp Opecbkoi o6nacTi.

e CeBacTonosib — NopToBe MICTO [epPXaBHOro MianopsiakysaHHsa B YkpaiHi. MicTo po3TtalloBaHe Ha nis-
[JeHHOMY 3axofli KpMMCbKOro niBoCTpoBa, Ha y36epexoki uncieHHux Gyxt YopHoro Mops. |

Puc. 1.20. Mpuknag cnncky 3 aBToMaTUYHUM dopmaTyBaHHAM
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Oy/Zle TOBTOPIOBATHCA Ta aBTOMAaTUYHO IIEPEeMUKATUCA 3 KYPCUBY Ha 3BUYAM-
HUH MIpU@T IIig yac yBeJeHHs Po3aiibHUKA (3HAKA THUPe).

3a HeobXxigHOCTI KOpMCTyBay MOXe CTBOPUTU BNIACHWUIA Crnoci® odopMIIEHHS
cnucky, Bubpaswum koMmaHay BuaHaumtu HoBuii mapkep a6o BusHauntu Ho-
BUI YncnoBun popmart BHU3Y AiaIOroOBMX BIKOH BiAMNOBIOAHMX CANCKIB. Y BiKHI,
L0 BiAKPUETLCS, MOTPIOHO BCTAHOBUTW 3HAYEHHS BNACTUBOCTEN HOBOMO BMAY CMUCKY.

BH3aHaueHHA HOBOTO YHC/IOBOTO ¢0pma1y

r«.-r.r.- Moneps Anin Nepernng
Cnpass
. _. Paagin |
§ — Poagin Il
Pozain Il
o) (Gommm] |
Puc. 1.21. BikHO a1 CTBOPEHHS1 HOBOIO Puc. 1.22. BikHO onsi CTBOPEHHSI HOBOIrO
Mapkepa Crnmcky dopmaty Hymepadlii

Hanpuknan, ong mMapkoBaHOro CNUCKY y BikHi Bu3HauyeHHs HOBOro mapkepa
(puc. 1.21) moxHa BUBpaTM 306paxeHHs Mapkepa y BUMAAi cuMmBony abo pUCyH-
Ka, BCTAHOBUTW MnapameTpu LWpudTy CUMBOJY, BU3HAYUTU CMNOCIO BUPIBHIOBAHHSA
CMMCKY BiIHOCHO NIiBOrO Ta NMpPaBoro noJjiB CTOPiHKX. Bnbupatoyum Bug, Mapkepis, chnig,
nam’aTaTtu, WO BiANOBIAHI LWPNdTM Ta Mapkepu NOBUHHI OYyTM BCTAHOBIEHI B onepa-
LiMHIN cucTemi kKoMn’'toTepa, Ha AKOMY MIAaHYETbCS BUKOPUCTOBYBATM CTBOPEHUN TEK-
CTOBUIN LIOKYMEHT. IHaKLLe 306pakeHHss Mapkepa MOXe He Bignosigatn BM6paHomy.

[ns cTBOpPEHHS HOBOro opmaTy HyMepOBaHOIro CNUCKY Chig y BikHi Bu3aHayeHHs
HOBOro YncnoBoro ¢popmarty (puc. 1.22):

1. BubpaTu B cnnucky Bua Homepa (Ymcna, nitepu ToLlo).

2. 9kwo noTpibHO, BBECTM TEKCT nepen HoMepom abo Micns HbOro (Ha PUCYH-

Ky 1.22 nepep nitepoto | 6yno BBegeHo cnoso Pospgin).

3. Bubpatu cnocib BUPIBHIOBAHHS TEKCTY CIAMNCKY.

4. TlepernsHyTn 3pa3ok 0POPMIEHHS.

5. Bubpatun kHonky OK.

CTBOpEHI TakMM YMHOM HOBIi BapiaHTM 0DOPMIIEHHS CMNCKIB BioOpaxalTbCs Ha
noyaTky BianosigHoi 6i6nioTekn. Ix MoxHa BuaanuT, BubpasLun komaHoy Bupanutm
B KOHTEKCTHOMY MEHIO CTBOPEHOIO BUAY CMUNCKY.

TaGynsauia Ta i BUKOPpUCTaAHHSA

3a ponomoroto Tabynsuii MoXHa po3TallyBaTh 06’€KTU TEKCTY B MEBHUX MiC-
usix psgka. MNMpocTip Mixk 06’ekTaMmu B pAAKY MOXHA 3arnoBHUTU MOCNIA0BHICTIO AEAKNX
CUMBOJIIB (Kparnkamu, Tupe, NigkpecrneHHsm Towo). HaBegemo Kinbka npuknagis Bu-
KOpUCTaHHSA Tabynsauji:

1) Suma BecHa Nito OciHb
MpyoeHb bepeseHb YepBeHb BepeceHb
CiveHb KBiTeHb JInneHob KoBTEHb
Jiotuin TpaBeHb CepneHb JNucTtonan

2) HOupextop 3AT I. B. CupgopeHko
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3) Poagin1....coceviiiiiinnnnn. 1 cTop.
Po3min2 ....ccovvviviiininnnnns 8 cTop.
Po3min3 ..o 15 cTop.

Ona odpopMneHHst TEKCTY TakUM YMHOM Ha NiHinLi B NOTPIOHMX Micusax Tpeba BcTa-
HOBWTM MO3Hayku Tabynsuii. MoxHa BMKOPUCTOBYBATU Kiflbka TWMiB Tabynauii, aki
BNUOMPaIOTbCA KHOMKO Tun TadGynauil, 1o po3TalloBaHa 3NiBa Bif, rOPU30OHTaNIbHOT
NiHINKK. AKLWO NOCNiAOBHO BMOMPATU L0 KHONMKY, TO TMN Tabynsuii 6yae 3MiHioBaTUCS i
MO>Ha BCTAHOBUTU:

E — BUPIBHIOBAHHS 3a NiBUM KPaeM — BUPIBHIOBAHHS MO LLEHTPY
E — BMPIBHIOBAHHS 3a NpaBuM KPaem — BUPIBHIOBAHHSA 32 pO34it0BavYemM

E — Tabynauis 3 BepTUKaNbHO PUCKOIO

Micna uboro Ha NiHiNUi BigMivaloTb No3uuito Tabynauii (puc. 1.23). MNMoTiM MoXxHa
BBOOWTM NOTPiIOHNI TEKCT. 1N nepeMilleHHs Kypcopa B HAacTymnHy no3uLiio Tabynsadii
BMKOPUCTOBYIOTb knaBiwy Tab (i BignoBigae npmxoBaHuin 3HaK —).

Tun Tabyasamii ITosHauky TabyIAIil

Puc. 1.23. TopndoHTanbHa NiHilika 3 no3dHavykamu Tabynsauii

Ona  3MiHM  3HayeHb BnacTMBOCTEN Tabynsa- [Eauri X
uii NoTpiObHO BiOKPUTWM AjanoroBe BiKHO TAOGYNALLSA | o s I —
(puc. 1.24), ggidvi knauHyBwK Oyab-gKy nos3uujio Ta- |2 e
Oynauii Ha niHinui abo BMbpaBLLUM KHOMKy Tadynauia |58
y AianoroBoMy BikHi AG3aL,. Y LpOMY BikHI OJ19 KOXKHOI | 1se
no3uuii Tabynsujii MoXXHa BCTAHOBUTU 3HAYEHHS TAKNX | spercese
ii Bhactueocren: O sges D moNan B e

() 28 posaincesven (03 prckarn

e BiACTaHb Bif, MeXi NiBOro nons (3a 3aMOBYYBAHHAM | syusces

Eyae enaansno:

BMMIPIOETLCS B CAHTUMETPAX); Olpwwd  OFzz] Ot
. (éﬂj(:;)l?_fMplBHiOBﬁHHﬂ TEKCTY BiBHOCHO MO3WLi Ta- e g —
YRALT,

® CMMBOJI-3aMOBHIOBAY NPOCTOPY MixX MNO3ULLIAMKU B
paaKky (3anoBHeHHst 6yae BinbyBaTucs A0 HACTynM-
HOI no3uuji Tabynsauji i n1LIe B TOMY BUNAAKY, AKLLO
HaTucHyTa knasiwa Tab).

YCTaHOBMBLUW 3HAYEHHSI BNACTMBOCTEN ANs HOBOI no3uujii Tabynsuii, cnig Bubpatun
KHOMKy YCTaHOBUTHU, — | HOBA NMo3uuia Oyae BHeceHa Ao cnvcky Moauuil Tadynauir.
LLLo6 3MiHUTM 3HAYEHHS BTACTMBOCTEN BXE BCTAHOBNEHOI No3uuii Tabynsuii, Heobxin-
Ho BMOGpaTn ii B cnncky Moauuii Tabynauir i BCTAaHOBUTM HOBI 3HAYEHHS ii BNacTMBOC-
Ten.

KHonka Buganutu uboro BikHa Bugansie 3i cnnucky BubpaHy nosuuito Tadynsauii. Yci
BCTAHOBJIEHI NO3ULLT Tabynsauii MOXHa BUOANUTM KHOMKoo Bupanutu Bee.

Puc. 1.24. BikHO BCTAHOBJ/IEHHSA
nosuuin Tadynauii

£\ TTepesipTe cebe

1°. CoucKu AKMX TUIIB MOYKHA CTBOPUTHU B TeKCTOBOMY mokyMmeHTi Word 2007?
2°, §IK mepeTBOPUTH KijJbKa ab3alliB YBeIEHOI'0 TEKCTY Ha CIIMCOK?
3°. $Ika HasBa i mpusHAUYEHHS KHOIOK :=, := rpynu A63a?
4°. fK cTBOPUTU HYMEPOBAHUM CIIMCOK ?
_ 5°. Sk cTBOPUTU MAapKOBAHUI CIIUCOK ?
% 6°. Sfxwuii cnucok € 6araTopiBHeBuM? K fioro ctBopuUTU?
7°. SIK sMiHUTHU PiBeHb BKJIAJE€HOCTI €JIeMEHTiB CIIUCKY ?
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8e.
9e.

10°.
11°.
12e.
13°.
14°.
15°.

16°.
17°.
18e.

UKEKE

19%.

fAx sminnTH Bug mapkepa uu Homepa?

¥V yomy moJssirae aBToOMaTUYHA HyMepallis eJeMeHTiB cnucKy? Ak i moskHa
3MiEuUTH?

SxuM urHOM BigMiHUTH HyMepallifo (MapKyBaHHA) ITicaa 3aKiHUEeHHSA BBe-
IEeHHs CIIUCKY?

V¥V cnucky y4uHiB BaIroro KJjacy 0yJio IpomyIeHo KijbKa npissunr. OnunIits,
AKUM YNHOM IX BCTABUTH B TEKCT.

CIucoK y4YHIB BaIoro Kjacy OyJI0O BBEIEHO B HOBiabHOMY mOpaAmky. Omu-
IIiTh, AKUM YMHOM PO3MIiCTUTHU IPi3BUINA B aI(paBiTHOMY IIOPAIKY.

1o Take TabyAia? ¥ AKUX BUMAAKaX 11 BUKOPUCTOBYIOThH?

fAx ycranosuTu mosuiiiro Tadyaanii? dAx ii sminnTu? Ak ii BugamauTn?

YV uomy cyTh aBTOMATHYHOI'O (DOPMATYBAHHSA €JIEMEHTiB criucKy? Y AKMX BU-
majgKax UM 3PYYHO KOPUCTYBATUCA?

Sx cTBOpUTH BiIacHUH crioci6 ohopMIIeHHSA CIIUCKiB?

Axi Tunu Tabynanii Bu suaere? fAK Ix MoKHa 3MiHIOBATUA?

fAxa Bimcranp MiK mosuiisMu Tabysasaiii BcTaHOBJIeHA 3a 3aMOBUYBaHHAM ?
Ak i1 smianTI?

3’sAcyiiTe, BUKopuctoByoun JOBiAKYy, V AKOMY BUIIQJKy MapKepu Ta HOMe-
DU MOKYTb He 3’ ABJIATHUCA IiJ] YaC CTBOPEHHSA CIUCKY. SIK I1e BUIpaBUTH?

‘@ BuiKoHaliTe 3aBAAGHHS

1°.

2°,

BigkpuiiTe Brkasauuii yuuresaem daitn (manpukiaan, Tema 1\3apganua 1.2\
3pasok 1.2.1.docx). ¥V Bigkputromy nokymeHTi ad63amnu 1-3 odopMiTh K Map-
KOBaHUU cuucoK (Mapkep 00epiTh camocTiiizno), ab3anu 4—6 — AK HyMepoBa-
HUU COUCOK (BUJ HyMepallii 00epiTs camocTiitno). BinminiTe Hymepartito aasa
3aroJIoBKa TEeKCTy. 30eperkiTh JOKYMEHT y BilacHi# mamii y ¢aiiii 3 imenem
Bropaga 1.2.1.docx.

CTBOPiTH HOBUM JOKYMEHT i BBEAiTh JeCATh IIPi3BUII BAIlIX OJHOKJIACHUKIB
Yy BUIJISAI HYMEepPOBAHOI'0 CHUCKY. 30epe:KiTh JOKYMEHT y BJACHIil mamii y
daiini 3 imenem Bmpasa 1.2.2-1.docx. IlepeTBopiTh CIMCOK V MapKOBaHUIA.
30epeskiTh JOKYMEHT y BiacHil namii 3 imenem Bupasa 1.2.2-2.docx.
CTBOPiTH HOBUU JOKYMEHT i BBEJiTh II€PeJIiK BallluX yII0JIeHUX CTPaB Y BU-
TS MapKOBAHOTO CIIUCKY. 30epesKiTh JOKYMEHT y BJacHi# mamii y gaiiai
3 imenem Bupasa 1.2.3-1.docx. IlepeTBopiTh crcoK y HyMepoBaHuii. 30epe-
JKiTh JOKYMEHT y BJIacHi# mamniii y daiiii 3 imenem Bmpasa 1.2.3-2.docx.
Bigkpuiite BKazauuit yuurenem Qaisn (Hanpukiaazn, Tema 1\3aBmanua 1.2\
3pas3ok 1.2.4.docx). OdopMmiTh JOKYMEHT 3a 3pasKoM, HaBegeHUM y Gaiii.
30epeskiTh JOKYMEHT Yy BaacHil nami y daiiai 3 imenem Bupasa 1.2.4.docx.
CTBOpiTh HOBUIlI JOKYMEHT i BBeHiTh O3HAUEHHS YOTHPHOX MOHATH JAHOTO
naparpada, HaupuKJIaZ MapKOBaHUIl CINCOK, HYMEPOBAaHUI CIHCOK, 6ara-
TOPiBHEBUI COUCOK, Ta0yaAIisg. OQopMiTh yBeIeHNI TeKCT SK MapKOBaHUMN
CIICOK 3a (popMaToM, AKUi 300parkeHo Ha pucyHKy 1.20. 36epeKiTh JOKy-
meHT y nanii Moi gokymenTu y daiini 3 imenem Bupasa 1.2.5.docx.
CTBoOpiTh BJIacHUU cmoci6 odopMJeHHA MapKOBAaHMX 1 HYyMepOBaHUX
cruckiB. BimdopmaryiiTe 3 iX BHKOPUCTAHHAM COUCKU 3 (paiia 3pas3ok
1.2.6.docx, axuit sHaxonuThbeca y manii Tema 1\3aBmauus 1.2. 36epeKiTh
moryMenT y mamnili Mol mokymenTu y daiiii 3 imenem snpasa 1.2.6.docx.
CTBOPITH HOBUM HOKYMEHT, y AKUI yBeAiTh i o)OpMiTh TEKCT 3a 3pasKoOM
(puc. 1.25). 36epeskiTh TOKYMEHT y BJACHi# manii y daiiii 3 imeHeM BIpaBa
1.2.7.docx.

3uaiiniTs Ha caiitTi Microsoft Office Online prcyHKoOBi MapKepu Ta BCTaHO-
BiTH Ix Ha cBoeMy KoMl foTepi. OGopMiTh 3 iX BUKOPUCTAHHAM CIIMCOK CEMU
yynec YKpainu.
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9%, 3’acyiite 3a pomomoroio JloBimku, dAKi
CUMBOJII MOKHA BUKOPUCTOBYBATH IIif
Yac CTBOPEHHS CIMUCKIB AK YMOBHI CUMBO-
JU IJIsT MapKepiB i Hymeparii. 3anuIriTs
ix y somuTt. IlepeBipTe 3acTOCyBaHHS ITUX

_ CHUMBOJIiB HA IPAKTHUIIi.
é 10°. CrBOpiTh HOBUII JOKYMEHT, YBiBIIIN maHi
mpo mATHOX BamIux Apys3iB (mpisBuire,

1. Cnidanox
1.1. Yaii/kaBa
1.2. Byrep6poa 3 Mmacjiom
2. 06i0
2.1. Bopi
2.2. KapronasaHuku
2.3. Cauar 3 KamrycTu

iM’sa, maTa HapomIKeHHH, HOMEpP Tesedo- 3 2.4. Kowmmor
HA), PO3TALTYBABIIH iX Y YOTHDPHU CTOBII- - Beuepsa
3.1. Kedip

YMKU 3a HaBeJeHUM 3paskoM (puc. 1.26).
30eperkiTh JOKYMEHT y BJIACHINM marmiri y
daiini 3 imenem Bopasa 1.2.10.docx.

3.2. Bymnouka

Puc. 1.25
TapaHeHKO ..... Biktop__ 02.03.1993 ..... 233-51-25
YymOpyH ......... Omecsi_ 06.07.1992..... 098-123-45-67

Puvc. 1.26

1.3. TaOGnuui B TEKCTOBUX AOKYMEHTax

1. HaBenitb npuknagy BUKOPUCTaHHS Tabnuupb Mg, Y4ac BUBYEHHS PIiSHUX
LIKiNbHUX NPEOMETIB i B MOBCAKAEHHOMY XUTTI.

2. 9k 30OINCHIOETBCA BUANEHHA O0O’eKTiB Yy TEKCTOBOMY MPOLLECOpi
Word 20077

3. 9k HamManBaTK NiHIl0 Ta NPSIMOKYTHMK 3aco6aMm TEKCTOBOIO npoLecopa
Word 20077

4. HasgiTb BNACTUBOCTI NiHii. AKX 3HAa4EeHb BOHM MOXYTb HabyBaTn?

Tao6auui Ta iXHi BIacTUBOCTI

s BIOPAAKYBAHHA i HAOUHOTO MOJAaHHSA B JOKYMEHTaX MAaHUX PiSHUX
TUIIiB BUKOPUCTOBYIOThbCS Tabawuii. Jlaui, momani B Tabauili, BUTIALAIOTH
KOMIIAKTHO i 3pyuHi aaa cupuiimauusg (Tadia. 1.3).

Tabnauia ckaamaeTbea 3i cmosnyis i padkie, Ha TMePeTHHI AKUX 3HAXO-
OaTbesa Kaimunku. CTOBII, PAIKM, KIITUHKY € 00’ ekTamu Tadbauii. Tabam-
uay Word 2007 moxxe mictuTy 50 63 CTOBIIIB i JOBiIbHY KiJIbKiCTh PAAKIB.
Y KiIiTHHKaxX TaOJUIll MOKYTh PO3MIiIIlyBATHCA TEKCT, YNCJIa, PUCYHKU, (op-
MyJu i HaBiTh iHIII TaOIMITI.

A BumHO 3 HaBemeHoro mpukJany (tabs. 1.3), Bucora pAAKiB i mumpu-
Ha CTOBMIIB Tabsuili Mo:ke 6yTu pisHoo. KimbKa KJIITMHOK MOMKYTb OyTH
o0’exHaHi B OMHY, a HedAKi 3 KJIITMHOK MOMKYTh OyTU pO3[AijsieHi Ha KiabKa.
OpieHTallid TeKCTy B KJIITHHIII MOKe OYTH TOPU3OHTAJIBHOI a0 BEPTUKAJb-
HOMO. [ pisHMUX 00’€KTiB TAOJIUIII MOKHA BCTAHOBUTH MEXKi pisHOTO TUITY Ta
PiBHY BaJIUBKY.

Tabauisa K 00’€KT TEKCTOBOI'O JOKYMEHTa Ma€ TaKi BJIaCTUBOCTI:

e po3Mip TadaUIll — 3amaE€ThCA IMIUPUHOIO TAOJMUIll B canmumempax abo y
gi0dcomkax Bi MIUPUHYU CTOPIHKH;
® KiJBKiCTh CTOBIIIIB i pAAKIB y TabIMIi;
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Tabruys 1.3. Po3kian ypokis

Nf)— Al Honedi- Bismopox Cepeda Yemee iRams
yg 0K P P P HUYR
Yy
1 | 8.00 | 8.45 | Anreopa Imo- | Vkpainceka | Kpec- | i,
Iadgop- |3emua |siTepaTrypa JIEHHA
I MaTHUKAa | MOBa Pi s | Bi
2 | 8.55|9.40 | -°°M¢  |Irpyna |IITpy- |Icropis Vkpainm | o | PO
Tpis 18 Kpaii JIorisa
3 | 9.50 |10.35| V¥PAE s sonoria | Ximis AIred- | ke
CbKa MOBa pa
0 a\
¢ Benuka nepepBa =
Vipain- BapvGisma Bcee-
4 |10.55|11.40 | cuka JiTe- ni’liya'r a BioJorisa cBiTHA i
paTtypa paryp icTopia Rgsn'
5 |11.50|12.35|PBHIHA |4 6ha Cren-
KYyabTypa Iagop- |Imosem- | KYPC
MaTHKa | Ha Di-
. . Il rpy- |moBa . 3UYHA
6 |12.45]13.30|Icropia Exonomika a I rpyma Jlorika Ky
TYypa
HomaTkoBi iHTUBiTya IbHI 3aHATTS

e BHMpiBHIOBAaHHA TA0JUIlI HA CTOPIHII — MOKe HaOyBaTH TaKUX 3HAYEHb: 34
Ni8UM KPAEM, 3a NPABUM KDAEM, NO ULeHMPY;
e 00TiKaHHA TAOJUIII TeKCTOM — MO’Ke HaOyBaTH TaKMX 3HAUEHb: 0e3 00mi-

KAHHA, 3 00MIiKAHHAM HABKOJL0 MaAOIUUI;

e Me:ki TaGIUI — 3aaI0THCSA KOJLbLOPOM, MUNOM 1 WUPUHOI0 MeK Beiel Tab-
auili abo okpeMux ii 06’eKTiB;
e 3aJuBKa 00’€KTiB TaOIUIl — Baa€THCA KOALOPOM i 8i3epyHKOM

Ta iH.

CrBopeHHd TAOIMIIL

Y Word 2007 icHye KinbKa cr1ocO0iB CTBOPEHHS TAaOJIHUIlI B TEKCTOBOMY JIO-
KYMEHTi:

1) BcTaBUTHU TAOJIUITIO IIPOCTOI CTPYKTYPH;

2) HaKpecauTu TabJUIIO JOBiJIBHOI CTPYKTYPH;

3) BcTaBUTH TaOJIUITIO 3 KOJIEKIIil 111a0JI0HIB;

4) mepetBOopUTHU (hparMeHT TEKCTY B TAOJIUITIO.

Yci KoMaHIM CTBOPEHHS TAaOJIUIlL 3HAXOAATHCA Y CIUCKY KHOIKU Ta6su-
ua rpynu Tadoauni skiragku BeraBiaeHHs.

I caxoci6.BecraBuTu B JOKYMEHT Ta0IUIIO IIPOCTOL CTPYKTYPHU MOKHA TaK:

1. BuGpaTu B JOKYMEHTI MicIie, ae IoTpi0HO BCTAaBUTH TAOJIMITIO.

2. Buxkonatu Bemaeénenna = Tabauyi = Tabauys j
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3. BugminuTy Ha cxemi Tabauili HeoOXimHY KiJbKicTh pAmKiB i cToBHOIIIB
Ta KJAIHYTH JIiBy KHOUKY muillri. Hanpukaan, ma pucyuary 1.27, a BumijseHo
YACTUHY CXEMHU, IIT0 CKJIATAETHCA 3 3 CTOBHIIIB i 5 pAIKiB.

Tabnmus 3x5

.

Posvip Tabniui

KinexicTe cTosnuis: 4

43[4

KingricTb pRakis: ]

AsToaokip whprim crosmuis

_L_H__J__J
Ll
L]
Ll
O

O nocTifina:

[ Beraewmi rabnnge... =
4 Harpecm rannwo © 32 wrprHoto sikna
[[] 3a nponoeuaam ana Hoswx Tabaius
& Enextponma zatnmun Excel
a 6
Puc. 1.27. BctaBneHHa tTabnuu,i

VY 1meii cmoci® MOKHA CTBOPUTH TaOJUI0, V AKiM He 6inbime 10 crosil-
miB i 8 pagkis. AKIIo & IOTPiIOHO CTBOPUTH OiJbINY TAOJMIIO, TO ii MOMKHA
BCTABUTHU B TeKCTOBUI JOKYMEHT, BUKOHABIIN Bcmaénenna = Tabruyi =
Tabruysa = Bemaseumu mabauyto. Ilorim y BigmoBigHUX MOIAX AialoroBOro
BikHa BeraBimenna ra6aui (puc. 1.27, 6) morpi6bHO BKasaTu KiJbKiCTb CTOBI-
IiB i pAAKiB, coci0 BU3HAUEHHS MIMPUHU CTOBIIIB HOBOI TabIMIli Ta BUOpaTH
kuonky OK. Jlyig IMMPUHY CTOBIIiB MOKHA BCTAHOBUTH TaKi 3HAUCHHA:

e nocmiiiHa — MUPUHA BCiX CTOBMIIIB TAOJUITI OMHAKOBA i BKa3yeTbCcA KO-
pHCTyBaueM y II0JIi 3 JiYMJIbHUKOM;

° 3a8micmom — IOIEePeIHbO MINPUHA CTOBIII[iB aBTOMATUYHO BCTAHOBIIOETE-
cs MiHiMaJIBbHOIO, a ITiJ Yac yBedeHHs TaHUX Y KJIITUHKY MITPUHA CTOBIIILA
aBTOMATUYHO 30iIbIITyETHCS;

® 30 WUPUHOW 6iKHA — IIIUPUHA CTOBII[IB BUBHAUAETHCA aBTOMATUUHO AiJIeH-
HAM IIUPUHU POOOUOI 00J1acTi JOKyMeHTa Ha KiJIbKiCTh CTOBIIIIiB Ta0IMITI.

II cmoci6. Tabaumio OyAb-AKOI CTPYKTYpHU
MoskHa HakpecauTu. Oco0JIuBO Ie AOIiJIbHO, KOJIU |
TAOJUIT Mae CKJIAAHY CTPYKTYpPY, HaOpUKJIAL
Taky, AK Ha pucyHKy 1.28. Il14 115010 moTpidHO:

1. Bukonatu Bcmaénenns = Tabauyi = Tab- |
auysa = Haxpecrumu mabauyto.

2. BrasiBHUKOM, AKUHA MaTHUMe BUIJIAL OJiBIIfI, |
HaMaJIIOBaTU KOHTYP yciel Tabaniri.

3. HamasroBaTu JiHii, 1110 po3miigaioTh PAIKHT Ta
CTOBIIIIi. Puc. 1.2__8. Tabnuus
CKJIaOHOI CTPYKTYpU

Sx1mmo mig yac KpecieHHsa Tabauili 6yJu CTBOpeHi
3aiiBi a00 MOMUJIKOBI JIiHil, IX MOKHA «CTePTH», BUKOPUCTABIIY iHCTPYMEHT
I'ymea. [na nporo caix Bukonatu Konempyxkmop = Haxpecaumu mesnci =

—
I'ymxa ‘_‘|, HaBeCTU BKas3iBHUK (Iioro BuriAjn Oynae B Ieil yac sMiHeHUI Ha

TaKUH @) Ha 3auBy JiiHio i Bubparu ii. Ilicaa Bunanennsa ainii kuonky 'ym-
Ka CJIiJ BuOpaTu IMOBTOPHO.
IIl cmoci® mae 3MOTy BCTaBUTHU B TOKYMEHT IIa0JI0H TAOJIUILL 3 KOJIEK-
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mii BimpopmaToBaHUX i 3alMOBHEeHUX 3paskaMu naHux Excmpec-tadauns. Ha-
TPUKJIaM, B TabsuIli 1.4 HaBeIeHO OIMH i3 MTa0JIOHIB KOJEKITii:

Tabauys 1.4. Ilpurian ekcrpec-Tadaniri

Konedac Hosgi cmydenmu Bunycrkruku 3minu

Cmyodenm

Vuisepcurer Cedar 110 103 +7

Konemx Elm 223 214 +9

Iucturyr Oak 202 210 -8
Bunyckruk

Vuisepcurer Cedar 24 20 +4

Koaemx Elm 43 53 -10

Axagemis Maple 3 11 -8

Iligcymox 605 611 —6

1 3acToCcyBaHHA 3a3HAYEHOTO CIIOCO0Y CJIil BUKOHATHU TaKUM aJTOPUTM:

1. BubpaTu B IOKYMEHTi MicIie, Je IIOTPiOHO BCTaBUTH TAOJIHUILIO.

2. Bukonartu Bemaenenna = Tabruyi = Tabruysa = Excnpec-mabruyi.

3. Bubparu B ciucky BoymoBaHi moTpibHMit 111a6J10H.

KopucTyBau MosKe CTBOPUTH BJIACHY eKCIIpec-TabJuIfio, 36epertu ii y Ko-
Jek1ii Ta BuKopucToByBaTu 3a morpedu. Ilia mwboro cain BigdopmaryBaTu
BJKe€ CTBOPEHY TaOJIMIII0 3a BJIACHUM OaKaHHAM, BUILINTH II Ta BUKOHATHU
Bcmasénenna = Tabauyi = Tabruysa = Excnpec-mabauyi = 36epezmu 6u-
dinenuill ppazmenm y Konekyii ekcnpec-mabauyb.

IV cnoci6. Buninenuit pparMmeHT TEKCTY MOYKHA IIEPETBOPUTH B TAOJIUITIO,
BUKOPHUCTABIIYU TIOCTiTOBHiCTE Ailt Bemasnenna = Tabauyi = Tabaruysa =
Ilepemeopumu na mabauyro. Y niajsoroBomMy BiKHi Tpeba BKasaTu IOTPiOHY
KiJIBKIiCTh CTOBHIIIB i CUMBOJIN, SIKi € PO3OiIbHUKAMU KJIITHHOK (IPOITYyCKU,
TabyadAIil, po3puBu ab3alliB, KpauKu 3 KOMOIO TOII[0).

BBeneHHA maHUX y TAOJUIIO i MepeMilleHHA MO Ta0a Ui

ITics Toro, K TabJIUIlA CTBOPEHA, 11 MOTPiOHO 3aMOBHUTU JaHUMHU. TeKcT
YBOAUTHCA B IMMOTOUHY KJIITUHKY TaOJHUII 3a BifoMHMHU BaM IIpaBUJIaMU BBe-
IeHHd TeKCTy a00, Y BUIAAKY BUKOPUCTAHHSA eKcIIpec-TabanIli, faHi B Ta0JIu-
I1i 3aMiHIOIOThCA HA ITOTPiOHI.

ITix yac yBemeHHA JaHUX Y KJIITHHKY IITUPUHA CTOBIIA i BUCOTA PAJAKA aB-
TOMATUYHO 3MiHIOIOTHCS, SAKIIO BBEJIEHUI TEKCT He BMIIIIa€TbCA Y KIITUHKY —
TAKUH PeXUM YCTAHOBJIEHO 3a 3aMOBUYBAHHAM. SIKIITO el pe:KuM IIOTPiOHO
BiIMiHUTH, MOCTATHHLO BHOpPATH MOBiIbHY KJIITHMHKY TAOJMHUIII Ta BUKOHATU
Maxem = Tabauysa = Baracmueocmi = Tabruus = Ilapamempu i 3uATH
MMO3HAUKY IIPamopilsd ABTO00ip po3MipiB 3a BMicTOM.

11106 mepemicTuTH Kypcop y IeBHY KJIITUHKY, Ii mOTpi6HO BUOpaT BKasiB-
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HHUKOM a00 CKOPUCTATUCA KJIaBilaMu KepyBaHHA KypcopoM (Tadi. 1.5):

Tabruuya 1.5. IlepemiliieHHd Kypcopa B Ta0auIri

Knasiwi Pesynvmam 0ii Knasiwi Pesynvmam 0ii
Tab Hacrynuna kiaituaxa Ttao6- | Shift + Tab | ITomepegus xiaiTuHKa Tao-

JINITL JIUITL

> Hacrynmuuii cuMBOJI TeK- < ITomepenuiii CUMBOJ TeK-
cTy B KJiiTuHIi ab6o Ha- CTy B KJiTHHII abo Ioie-
CTyITHA KJITHHKA penHAa KJIITUHKA

v HactynmHuii pAagox TeKcTy N IlonepenHi#l pALOK TEKCTY
B KJaiTuHI ab0 B TabIMIIi B KJIiTuHII abo B TabaMIi

Bunginenna 00’ekTiB TadaIMIi

Texkct y Tabsuii, camy Tadbauiio Ta ii 06’eKT MOKHA pemaryBaTu i (op-
maryBaTu. [ BUKOHAHHA IIUX Omepalliii o6’eKTu TabiunIli, HaJ AKUMU BU-
KOHYIOTBHCA Aii, HeOOXiZHO 3POOUTH IIOTOUYHUMY ab0 BUMIIUTH.

3a Bubopy O0yab-AKoro o6’exra tadauii Ha Crpiuni 3’ ABasgeTbCI ABI TUM-
yacoBi BKJagKku KoHerpykrop i Maker y TumuacoBomy poszaiii Ta6mauwumni

3HAPAAIA.

Bupinenns o6’eKTiB MOKHA BUKOHATHU OIHUM 3 060X CIIOCO0iB:

1) BukopucroByioun ejeMeHTH KepyBaHHA CTpiuku: 3po0duTH moTpiOHM!I
06’eKT Tabsuii moTouHMM, BUKOHaTU Tabauuni 3napadds = Maxem =
Tabauys = Budinumu . Ta BUGpaTH B CIUCKY HOTPiOHY KOoMaHAy: BubGpa-
TH KIITUHRY, Buginutu pagok, Buginutu croBmens uu Bugiautu Tadauiio.

2) BUKOPHUCTOBYIOUYN MUIITY:

a5 eudinenns o0Hiel KAiMUHKU mabauyi — BUOpaTy BHYTPilIHIO 001aCTh
KJIITHHKHY 01y 11 1iBOI Meski, KoIu BKasiBHUK HaOyBae BUraagy .

s sudinenns 00H020 padka — BUOpPATH 30BHIIITHIO 001aCTDh PAAKA TabI1-
i 6iyis oro JaiBoi Meiki, KO BKa3iBHUK HaOyBa€ BUTJIALY sA.

Jlns sudisieHHs 00H020 cMO8NUs — BUOPATU 30BHIITHIO 00JIaCTH CTOBIIIA
TabauIi 61 HOT0 BePpXHBOI MesKi, KOJIM BKa3iBHUK HAOYBA€ BUTIIALY -

s eudinennsa eciei mabauyi — Bubpatu MapKep "'I"' HaJ JiBUM BEPXHIM

KyTOM Ta0JINIli, KON BKa3iBHUK HaOyBae BULJIALY %

s eudinenns KiavkKox cymixHux o0°’exkmie mabauyi — BUNIINUTU 00-
JIaCTh, V AKY IMOTPAIJISIOTEL HOTPiOHI 00’ €KTHU TabamIIi.

s 6udinenns KilbKOX He CYMidcHUX 00°exmie mabauyi — BULIINTU OOUH
00’eKT, TOTiM, yTpuMyOUn HaTucHyTOI Kjaasimty Ctrl, Bugiautu perry
MOTPiOHUX 00’ €KTiB.

3namu eudisleHHs 00’ekma — BUOpaTH MicIie I103a MeXKaMU BUIIIeHH.

PemaryBanHa ta0auii Ta ii 00’€KTiB

_yPeI[al"VBaHHﬂ TeKCTV B Ta0JUIll 3MiMCHIOETHLCA 3BHUUAMHUMU i Word
Nocusarnn

Ocrgene Beraenenna

Pasmines cropir Pozcnnan Peuenzyeannn Burnsg Pospobiin: EaHetpyxtop Maxer
% Buginmem - % | B ¥ Beammany | I O camamseamenos | EI) 054w o BE (= = A— J AJ. O (hioonis s i cas
il Moxasarmcimy || = Al Beraenmuznies || Ul Posginim eimarien Eilom =] o =l Mepereopimi na Texcr
n ) i 1) - = -t “ Meperecp
v . Buquawmi | Berasimi y . o Henpamox  Mona Copry-
3 Bracieocri Toepey B Beranwmi crpara | 5] Posainum raBnuiwe | [ Asteasitip - B vexcry  ninawos || sawen S Dopiayna
TaBnuus Pagrn 12 croemy 06 eananna Pesnsip gaimimei 3 [ r——— Aani
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Puc. 1.29. Tumyacosa Bknagka MakeT

PemaryBanusa cTpyKTypu TaOJuIli mepeadavae momaBaHHSa ab0 BUIAJIEHHS
OoKpemMux ii 00’exTiB, 00’emHaHHA a00 PoO3AiJieHHA KJIITHHOK TabJauIli Ta iH.
Vci eremenTH KepyBaHHsA, AKI BUKOPUCTOBYIOTHCS IJIs BUKOHAHHS I[UX OIle-
paiiii, MmicTaTbcsa Ha BKJaani Maker (puc. 1.29). BinbmricTs 3 BigmosigHMx
KOMaH] PO3MiIlleHO B KOHTEKCTHOMY MeHI0 00’€KTiB TaOJIMIIi.

¥ rpyni Paaku ta cToBmili po3milnieHi KHOIKY AJA BCTaBJEHHA Ta BUIA-
JIeHHA BiAmoBizHmX 00’eKTiB. Yci 11i omepairii 3aCTOCOBYIOTBCS 40 BUIIJIEHUX
abo moTouHuxX 00’eKTiB Tabauii. Hampukiaan, Ajad BCTABJIEHHS LOLATKOBOTO
pAIKa MOTPiOHO BUAIIUTU PANOK, OiJd SIKOTO BCTABJATHUMETHCSA HOBHUM, Ta
BuOpaTu onHY 3 KoMaHJA BeraBuTHu 3Bepxy um BeraBuTu 3HM3Y 3aJI€KHO Bif
OasxaHOro pesyJbTaTy. JomaTKOBUM PAAOK y KiHII TabJUIli MOKHA TAaKOMK
BCTABUTH, HATHCHYBIIU KJasimy Tab B ocranHil kaiTuHIi Tabani.

Amnajioriuso B TaOJUITI0 MOKHA BCTABUTH CTOBIIIi, BUKOPUCTABIIIN KOMAaH-
nu BeraButu 3miBa un Berasutu ciipasa.

. g BcraBjaeHHA B TAOJIUII0 OKPEMOI KJIITUHKY TO-
0'““""“ nirnox 21 TPiGHO BIZKPHUTH [iajloroBe BiKHO 3a3HAUYeHOI Ipymu
O 3 (puc. 1.30) Ta BubpaTu cmoci6 BcTaBiaeHHA — 3i 3CY-
o'wa.mm;ﬁmx 8oM 6npaso um yHu3. Y pasi Bubopy cmocoby 3i 3cygom
e gl 8Nnpaso B IOTOYHOMY MiCIli 3’ ABATHCA HOBA KJITHHKA,
——= a BCi iHII KJIITMHKYW pAIKAa IIepeMicTAThCA IIpaBimre.
Puc. 1.30. [lianorose ITix gac BI/IGOPy f:n’oco6y 3i 3CY60M YHU3 Y TabJanIli Ha

BikHO rpynvt Pigkm ta  TOTOUHOMY MiCIli 3’ ABUTHCSA HOBUEL PATOK.
cToBNUi Homatu mo TabauIli PASOK YU CTOBIIEIb TaKOMK
MOKHa, BUOpPABIIIM BiAMMOBiAHMWII mepeMUKadu y BikHI

JlomaBaHHA KIITHHOK.

BunanuTtu 0yab-AKuii BUAiJIeHUI PALOK, CTOBIEIlb, KJIITUHKY TaOJUIl U
BCIO TaOJIMITI0 MOKHA 3a JOIIOMOIOI0 KOMaHJI cIucKy BumamaumTu abo KJasi-
mreio Backspace.

Akmo xinbka KJIITMHOK TabJwuIli, AKi posTalioBaHi mopyd, HOTpPi6HO
0o0’egHATH B OJHY, TO iX cJif BumiauTu Ta BubpaTtu KHONKy O00’e¢mHaTH KJIi-

THUHKH E* B rpymi O0’emuanuA. Y pasi 06’eIHaHHS BMICT KJIITUHOK «CKJIEIO-
€ThCA» 1 PO3MIITyeThCA B 00’ € THAHI KJIITHHIII.

Ia pos3aijieHHA ofHiel UM KiTbKOX CYMiKHUX KJIITUHOK Tpeba BUKOHATHU
TAKUH aJTOPUTM:

1. Buginury moTpi6HI KIITHHKYT TaOIMI.

2. Bubparu Ha BKJaani Maker y rpymi O6’eqnanua xHonKy Posmimutn

KJIITHHKHA E
3. Ykazartu B miaymoroBomy BikHi (puc. 1.31), Ha CKiTbKM PAIKIB i CTOBHOIIIB
cJainm posginmutu I-CJIi’IrI/IHI-CI/I. ‘ ‘ B Moain knitnHok @
4. YkasaTu cIocid po3MillleHHA TeKCTY HiCJsa PO3Iie
TO3HAYKY BiIIIOBiIHOTO IIPATIOPILA.

KinekicTe cTOENWE: |6

43 (4

5' BI/I6pa_TI/I OR. KinekicTe pRaxis: 2
Posginuru ui 06’eTHATH KJIITHHKYN MOJKHA TAKOK, |[JQSeanaminereap:
BuKopucrasiy iHcrpymeHTu Hakpecautu TadIUIIO [ oc | [ cxacysam |
ra I'ymka rpynu Hakpecautu me:xi Briaanku Kom-
CTPYKTOP. Puc. 1.31. BikHo Mopain
KNiTUHOK
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. ===
Kronky Posgimutu Tadauinio —— rpynu O6’emHaHHA BUKOPUCTOBYIOTH,
KOJIM TaOJIUII0 B JOKYMEHTI MOTPiOHO PO3TiINTH Ha ABiI OJA BBEJEHHS MiK
HUMU TeKCTy a00 mepeHeCceHHs YaCTUHU TabJIMIli Ha iHITy cTOpiHKY. 14 11ho-
TO KYypCcop IMOTPiOHO PO3MiCTHUTH B TOMY PAAKY TaOJUIIi, IIepes SKUM ILJIaHy-
€THCA PO3PUB.

SAKmro Tabnuilg BeJMKa 1 posMilyeTbesa OinbIlle HijK Ha OOHIN cTOpiHIi
TEeKCTOBOT'O JOKYMEHTA, TO 3ar0JIOBKM CTOBIIIiB HA iHIIINX CTOPiHKaX MOKHA
BCTABUTU aBTOMATUYHO. [[JIA IIHOTO CJIiJ BUAIIUTU PAJOK 3aroJOBKiB Ha II0-
vaTKy Tabauii Ta Bukonatu Makem = Jani = Iloémopumu padxu 3a20106-

kie 5.
Y TomMy BUIIAAKY, KOJU IIOTPiOHO BUIAAJIUTU TaOJJUIIO 3 JOKyMeHTa, a ii

BMiCT mIofaTi y BUIVISAA1 3BUYAHOTO TeKCTY, MOKHA BUKOHATH aBTOMATHUYHE
mepeTBOpPeHHs Tabauili Ha TeKcT. g 1bOro MOTPiOHO BUAIIUTU TAOJIUITIO,

BuxkoHatu Maxem = Jani = Ilepemeopumu Ha mexecm “=is Iiamorosomy
BikHi IlepeTBOpeHHA HA TEKCT YKa3aTU CUMBOJ, AKUH CJiJ] BCTABJIATU B MicC-
IAX MOTIEPEeAHBOTO MOy TeKCTY HA OKPEMi KJIITUHKHA.

Ycio TabaUII0 AK €AUHUI 00’€KT TEKCTOBOTO JOKYMEHTA MOKHA IepeMi-
uryBaTu i komitoBatu. [[1g 11b0r0 TabAUII0 TOTPiIOGHO BUAIMINTHY i 3acTOCyBATH
BimoMi BaM cImoco0Ou: mepeTAryBaHHS, 3aCTOCYBAHHA CIOJyYeHDb KJaBiir abo
ejeMeHTiB KepyBauHsa Ha Crpiuwi.

a CopTtyBaHHS paaKiB TadnuLLi

Pankn Tabnmui MoxHa BigcopTyBaTh 3a 3pocTaHHaM abo cnagaHHam. CopTy-
BaHHS MOXHa BMKOHYBATM 3a JAHMMW OOHOro, ABOX ab0 TPbOX CTOBMLIB. AKLO 06U-
paeTbCs COPTYBAHHS, Hanpwuknag, 3a Boma CTOBMUSMMW, TO CroYaTKy psaku Tabnuui
BMOPSAKOBYIOTHCS 32 BMICTOM MEPLLUOro BkasaHoro crtonus. MNoTiMm ong Tmx psakis, y
AKMX BMICT Yy NepLIoMy 3 ykasaHnx CTOBMLiB 30iraeTbCsl, BUKOHYETLCSA COPTYBAHHS 3a
BMIiCTOM [pyroro CTOBMLUS.

Coprysanun [’zlg
CopTygaT™ 38
Koneaw ~ | Imn: | Texcr v | @ 333pocTanmam
Sy | —— »| O zamansman
Motim 3a
Hosi CTyaeHTH | Tan: |“Mcno v | O 3a3pocraman

(%) 3a cnagstram

Ngries 33

Brnycrrien v T |EETE | © :2 pocramm

O 2a cnaaahan

Crwcon

() 3 praxom 3aconoexa  (5) fes prarxa saroncexa

o -

Puc. 1.32. BikHo CopTyBaHHS paakiB Tabnuui

Ln§a 3aincHeHHs copTyBaHHA pPsaakKiB Tabnuui NoTPiOHO BUKOHATY Taknii anropuTMm:

1. Buginutn yactuHy Ttabnuui, sika nignarae CopTyBaHHIO. 3ayBaxXeHHs: PAOoK
3arosioBKiB CTOBMLB, CTOBMEL HOMEPIB PAAKiB i MiACYMKOBI paaku Tabnauui
3a3BuYal y COpTyBaHHi He 6epyTb y4acTi, TOMY BULINATY iX HE MOTPIBGHO.
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2. BukoHatn Maket = OaHi — CopTyBaHHSs 21

3. BubpaTtu y BignoBigHMx nonsix BikHa CopTtyBaHHa (puc. 1.32) cTtoBnui, Tun
DaHnX i BUA, COPTYyBaHHS, 3a SknmMmm 6yae npoBOANTUCH L onepawis.
4. Bubpatu kHonky OK.

dopmaTtyBaHHA Ta0J Il TA Ti 00’ €KTIB

st popmaTyBaHHsS TEKCTY B TAGJIUITI CJIif 3aCTOCOBYBATHU CTaHAAPTHI 3a-
coou Word. @opmarysauusa camol Tabauii Ta ii 06’eKTiB 3A4iHiICHIOETLCS eJie-
MeHTaMU KepyBaHHSA TUMUacoBUX BKJIagok Maker (Tabs. 1.6) i KonerpykTop
posxiny TabauuHi 3HAPAIAA.

Tabauys 1.6. IIpusHaYeHHS JeAKUX €JI€MEHTIB KepyBaHHA BKIagku Maker

Enemenmu Hasea
ITpusnavwenna
Kepy6anHa | enemenma KepyeaHH:A
I'pymna BupiBHioBaHHS
HEE I1s1 BCTaHOBJIEHHS IIOTPiOHOrO CIIO0CO0Y
=)= =] BupiBHIOBaHHA BUPiBHIOBAHHA TEKCTY B KIITHUHI — 3HU-
= =l =l 3y 3aiea, no yenmpy TOIIO.

s BCTAaHOBJEHHSA HAUPAMKY pPO3Mi-
Hanpsamok Tekery IeHHA TEKCTY B KJIITUHIL — 37164 HANPa-
60, 3HU3Y 820PY, 366PXY 6HU3

i

Hna BigxkpuTTA #giamoroBoro BiKHa, B
AKOMY MO’KHA BCTAHOBUTHU 3HAUCHHS Ta-
J Ilonsa KIiTHHOK KUX ITapaMeTpiB TabJuIli, K po3mip no-
J1i6 1A TEKCTY B KJIIITHHKAX Ta iHmepaaJ
Mide KALMUHKAMU B TaOIUIIL

I'pyna Poamip kaxiTuakn

i
“O- IlTupuHa cTOBMILIB, st BCTAaHOBJIEHHS TOUYHHX PO3MipiB
;," J Bucora paakis OKpeMux 00’€KTiB TadauIri
Hns 3aificHeHHA aBTOMAaTUYHOTO 060Dy
. ONTUMAJILHUX 3HAUEHb IIapaMeTPiB KJIi-
2] ABTOmOGIpP . . .
TUHKHU 3a BMiCTOM UM po3MipaMu BiKHa
a00 mJia (pikcarlii IMMMPUHN CTOBIIIIIB
Bupisaaru Bucory .
_-JI pamxin s BCTaHOBJIEHHSA OMSHAKOBOI BUCOTU
. BUIIJIEHUX PAIKIB UM OJHAKOBOI MIMPHU-
Ht BupiBHATH IIUpUHY . . .
] . HU BUIiJIEHUX CTOBII[IB TAaGIUII]
CTOBIIL[iB

Posmipu oxkpemux 06’ekTiB TabanIli MOMKHA SMiHUTH I IHIIMMU CIIOCO-
Gamu:
o Ilepemsazyeannam medii 06’ekma. HaBecTn BKa3iBHUK Ha MeXy pAgKa

UM CTOBIIA (BUIVIAL BKA3iBHUKA 3MIiHUTHCA HA ¥ UK "”") i mepeTArHyTH
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TekcToBuI npouecop

Me:ky B moTpibHomy Hampsawmi. IIlTpuxoBa JiHiAg AeMOHCTpyBaTuMe HOBE
TOJOMKEHHSI MeXXi;

o Ilepemsazyseannam mapxepa medxci Ha ninitdyi. Kootu Kypcop 3HAXOAUTH-
csA B obJsiacTi TabinIli, Ha TOPUBOHTAJBHIN JiHINI 3’ ABIAIOTBCA MaAPKeEPU
Medc CTOBIIIiB, a Ha BEePTUKAJBHIN — Mmaprkepu medx pankisB (puc. 1.33).
Koau ix mepersAryBaTu, 3MiHIOIOTHCA PO3MipM BiAIIOBiZHWX CTOBIIIB i
PAOKIB.

T @ IL. . . ~1®

@ — Mapkepu MeXX CTOBIIIiB

@ — Mapxkepu MesK PIAKiB

Puc. 1.33. Mexi paakiB i cTOBMLB TabnuLi Ha NiHiikax

s me:x Tabauimi Ta i1 oKpeMux 06’€KTiB MOYKHA BCTAHOBUTH KOJIipP, TOB-
IUHY, CTUJIb JIiHi#. BHyTpimiHIO 06sacTh 00’€KTiB TAabOJMIII MOKHA 3aJIUTHU
pisHEMHU KOJIbOpaMHU, BUKOPHCTABIIN PisHi cmoco0u B3aJuMBKH TOIIO. 3a
samoBuyBanHaAM y Word 2007 tabauili mpusHauaeTbcs OOpaMJIEHHS TUIY
«CiTKa» — yci KJIITUHKY MaIOTh MEeXKi Yy BUTJIALL TOHKUX CYIiIbHUX JiHil TOB-
muuoo 0,5 1T 6e3 3anuMBKU. SMIHNTH 3HAUEHHS I[UX BJIACTHBOCTEH MOJKHA,
BUKOPHCTOBYIOUHN €JIEMEHTH KepYyBaHHS THMYacoBol BKJaaKu KoHCTpyKTOpD
(puc. 1.34).

=

Ocwoewe  Betamnewws  Pomsimeacropissat  Mocwnawes  Posennew  Peyssoysswws  Burnsg  Pospofieme  Kowcrpywrop  Maer

V| Pagox sarancexa ¥ Mepumil crosneus

0 Sativerns -

Pagex nigeyumis Ocramwili cronneus = | M~ osmr— -

i Konipnepa®

Tapasserpis crownie TaGnaws Haspecmr

Puc. 1.34. Tumyacosa Bknaaka KoHCTpykTOp

I BcTaHOBJIeHHSA 3HAUEHb BJIACTUBOCTEH JIiHIN MeyK TaOJaUIlI mpu3HaUe-
Hi BigTIOBiHI eneMeHTH KepyBaHHA rpynu Hakpecauru meski. ¥ rpyni Cruari
TA0JUIh MOYKHA BCTAHOBUTU KOJIip 3aJIMBKM 00’ €KTiB Tabaui (KHOIKa 3aTi-
HeHHA &), BimoOpasurtu a6o SHATU Bio6GpaskeHHA THX UM iHIINX MeX (KHOI-

Ka Me:xki ). HanamityBaHHA IIUX BJaCTUBOCTEH MOKHA BUKOHATH i B Aiajo-
roBoMmy BikHi rpynu Hakpecantu me:xi.

Tako:x nas1 (opMaTyBamHs TaOJMMUI[I MOMKHA 3aCTOCYBaTH OAUH i3 BOymO-
BaHUX cTuiiB. Hazadaemo, wo cmuav 06’ekma — ye Habip Ne6HUX 3HAUEHb
saacmueocmeil 06°’eKkma, AKUll Mae 61acHe im’s.

Ctuib opopMIIeHHS TaOJUIIl MOMKHA oOpaTu B crnucKy rpynu Cruiai Taod-
aunp Ha BKJIaAi KoHeTpykTop. Bubip cTuiaio cympoBOmKYyeEThCA AUHAMIY-
HUM TIOTIePeIHIM TTeperysamoM BimdopmaToBaHoro 06’ eKTa.

3a 0axaHHAM T'OTOBi CTHJII MOKHA 3MiHMTH i 30eperTu iX B OHOBJIEHOMY
Bui B 6i0aioTerti cTuiriB. [[J1s {bOrO CJIil BUKOHATH TaKi mii:

1. BubpaTu morpibHuii ctuab y cuucky rpynu Ctuiai Tadauup BKJIaIKU
KouctpykTop.
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2. BubpaTu KHOIIKY BiAKPUTTA cnucKy JlogaTKoBO

BaHHJA CIIUCKY CTUJIIB.

* Ha CMY3i IPOKpyuy-

3. Bubparu KoMaHAy SMiHUTH CTHUJIb TAOJIMIII.
4. YcTaHOBUTH B AiaJIOTOBOMY BiKHi 3MiHA CTHIII0 HOBi 3HAUEHHS BJIACTH-

BOCTeH 00’ €KTiB TabJJIMIIi.
5. Bubpatu kHonky OK.

Bnactueocti Tabamui r?_|[E

Tafmua | Pagoe | Crosneus | Knimmsa
Posnip
[ wrpema: |15 2| pmwensl: |Canrreeetpn -
Ewpisseosa
BigcTyn s
22 =2 H | po :
ayiea  noyewtpy  copaea
OfiTicams TexcTon
HEpaE Hagkano
lMeglﬁsamexa... I tl'lananemg... |

Puc. 1.35. [lianorose BikHO
BnactusocTi Tadbnuui

S

KopucryBau mMosKe CTBOPUTH BJIACHI
CTIJIi O(DOPMJIEHHS TaOJIUIlh, BUKOHABIIIA
Koncmpyxmop = Cmuai mabauys =
Cmeopumu cmunv mabruyi. Ilicaa
BCTAHOBJIEHHA 3HAUeHb BJIACTUBOCTEN i
Bubopy kHONKu OK cTuib Oyme 30epe-
KeHo B 0OiOisioremi cTtmiaiB 3 imeHeM,
AKUH YyKa3aB KOPUCTYyBad.

YcraHoBIeHHS 3HaYeHb OIMCAHUX
BUIIE TA IHIIINX BJIACTUBOCTEH TAOJIUIL,
TaKUX K CIIOCi6 posTalryBaHHS Ta0Iu-
i Ha apKyIIi, cmocid o0TikauHa Tabau-
i TEKCTOM TOII[0, MOKHA BUKOHATHU Ha
BKJIQJAKax pAiajorosoro BikHa Biaactu-
BocTi Ta6auni (puc. 1.35). Binkpuru 1e
BiKHO MOJKHA BiJIIOBiZHOIO KOMAaHOIO
KOHTEKCTHOT'O MeHIo Tabauiii abo Bu-
koHaBmu Makem = Tabauysa = Brac-

7

. Al
mueocmi

BukOHaHHA 064YUCNeHb y Tabnuui

TekcToBuii npouecop Word 2007 mae 3acobu ans npoBeaeHHA ob4ncieHb Haf,

YNCNOBUMU AAHUMN, PO3MILLEHUMW B KNiTUHKAxX Tabnumui. Jns uboro noTpibHo Y Bif-
MOBIAHUX KNITMHKax Tabnuui 3annucatn Gopmynm ans 064nCneHHs.

dopmyna 3agaeTbCca BUPA30OM, SKUN NOYNHAETLCS 3i 3HaKka =. Y LibOMY BMpPasi Mo-
XYTb OYTN BUKOPUCTAHI YMcna, 3Haku apudMeTUHHUX Ai1, a TaKOX:

® [10CWIaHHS Ha Aiana30H KJITUHOK:

¢ LEFT (anrn. left — niBniA, 3niBa) — KNITUHKM, WO PO3TALLOBAHI 3MiBa Bif, KNITUHKMN

3 (bopmMynolo;

¢ RIGHT (aHrn. right — npaBuia, cnpasa) — KNiTUHKK, L0 pO3TallOBaHi cnpaea Bif,

KNITUHKN 3 GOPMYSIOL0;

¢ ABOVE (aHrn. above — Hag, BULWE) — KINITUHKN, WO PO3TALLOBaHI BULLE KNITUHKMN

3 (bopmMynolo;

¢ BELOW (aHrn. below — Hux4e, BHU3Y) — KNITUHKM, pO3TaLLOBaHi HMXYe KITiTUH-

KN 3 GOPMYIIOI0;

e BOyaoBsaHi pyHkuii Word, Hanpuknaga;

DyHKLyia

lNpusHa4yeHHs lNpuknang 3anucy

AVERAGE (aHrn. average -
B CEPEOHbOMY, CEPEOHE YK-
Cno)

3HaxooXeHHs1 cepeaHboro apudg-
METUYHOIr0 3Ha4YeHb B yKasaHOMy
ajanasoHi KNiTMHOK

=AVERAGE (LEFT)

34
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DyHKLia lNpu3sHayeHHs Mpuknag 3anucy

MAX (aHm. maximum — Mak- | 3HaxomKeHHs1 HabinbLoro 3HadveH- | =MAX (RIGHT)
CUMasIbHUIA, HANBINbLLINIA) HS1 B yKa3aHOMY Ajana3oHi KIiTMHOK

MIN (aHrn. minimum — wmi- | 3HaxomXeHHs1 HaiMeHLLIoro 3HadeH- | =MIN (ABOVE)
HiIMaJIbHUN, HAMEHLLUWIA) HA B YKa3aHOMY Jjana3oHi KIIITUHOK

SUM (aHrn. sum - cyma, | 3HaxomkeHHsa cymun ymncen B yka- | =SUM (BELOW)
niacyMmok) 3aHOMYy Aiana3oHi KIITUHOK

LLLo6 npoBecTV 064YNCNIEHHS, HEOOXIOHO BUKOHATM TakKNil anrOpuUTM:
1. YCTaHOBUTK KYpCOP Y KIITUHKY, B SIKii MOBMHEH PO3MICTUTUCS pe3ynbTaT 00-
YNCNEHb.
2. BukoHatn Maket = OaHi = dopmyna f.'r, Dopmyna
Wwo BigkpuBae pianoroBe BiKHO PopMYNa | wsyns
(pnc. 1.36). [=sum(aBovE)
3. 3anucatu y BignosigHOMY Noi OianoroBoro :9;"0‘”"“"“’"‘
BikHa dopmyny, BBIBLM ii 3 KNABIATYPU @00 | o srmie:
BCTaBMBLUM HEOOXiAHY YHKUjO 3i crnmcky
BctaButu dyHKuUilO.
4. YcTaHOBUTM 3a NOTpebun popmat oaep>KyBa-
HOrO pesaynbrary.
5. Bubpatn kHonky OK.
3MiHa gaHuXx y kKnitnHkax Tabnuui pesynsratm 064McneHb aBTOMaTUYHO HE 3MIHIOE.
[ns OHOBNEHHS pe3ynbTaTiB He0OXiAHO BUOINNTY TaONULO Y KNITUHKY 3 POPMYIIOL i
HaTUCHYTU knagiwy F9 abo B KOHTEKCTHOMY MEHI0 KJiTUHKN BUOGpaT komaHay OHO-
Butu none _Jf.

= (e

Puc. 1.36. BikHo ®@opmyna

£\ TlepesipTe cebe

1°. Ina 4oro B MOKYMEHTi BUKOPHCTOBYIOTH Tabauii? 3 Yoro BOHHU CKJaja-
10ThCA?
2°. HasBiTb 06’ exTH TabaMIi Ta IXHi BJIaCTUBOCTI.
3°. fAkuMu cmocobamMu MOKHA BCTABUTU TAOJIUII0 B TEKCTOBUI JOKYMEHT?
4°. dxuMm cmocoboM 3pyUHiIlle CTBOPUTHY TAGIUITIO CKJIAMHOI CTPYKTYpHU?
5°. fIxuM YymHOM MOJKHA IIepeMilllyBaTu Kypcop mo KJIITUHKaX Tabauiri?
6°. Ak BumginuTu pisHi 06’eKTH TabAUITI?
7*.Y Tabauii BumisieHo Kinbka pankis. [lodgcHiITh, y oMy moJsgraTuMe PisHUILA
pesyabTrariB HaTucKaHuA Kiaasimt Delete Ta Backspace.
8°. ddxkumu crocobaMy MOMKHA BHUIAJIUTH, BCTABUTHU PAJKMN YU CTOBIIIL B Tal-
JAIi?
9°. V kinmi Tabauili moTpiéHO JOLATH IIe OAUH PALOK. SIKMM YMHOM Iie 3iCHU-
Tu? K MOKHA BCTABUTH PANOK ycepeanHi Tadamii?
10°. Sk 3smMiHUTH PO3Mipu CTOBIILIB i pAAKiB?
11°. fx BuKoHAaTHU omeparlii 3 pegaryBauusa BMIiCTy KJIITUHKY TaOIUIi?
12°, fIx BuKoHaTHU omnepariiii 3 hpopMaTyBaHHA BMiCTy KJIiTUHKY Ta0amU1Ii?
13°. Sk BUuKoHaTU pegaryBaHHA TaOaUIi?
14°. fIx BukoHaTu (hopMaTyBaHHA TAOIUILi?
15°. fIK BUKOHY€eTHCA 00’ € JHAHHS Ta PO3AiJIEeHHA KJIITHUHOK Ta0 Il ?
—w 16°. OnuiriTsh, SK 3MiHUTH HAIPSAM TEKCTY B KJIITHHIII.
g 17°. OnuiiiTh, AK BUKOHYETHCA COPTYBAHHS PALKIB TabIMIIi.
18°. fdx opopmMuTH TAGIHUIIO 34 JOIIOMOTOI0 CTHJIIB?
@ 19°. dk sxiticuuTu obumcaeHHsa B Tabauii? AKux nmpaBusa 3anucy GOPMYJIU CIif
IoTpuMyBaTuCH?
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‘@ BwuikoHalTe 3aBAaHHS

1°. CrBopiTh TabauIf0 3a 3pasKoM. 30eperKiTh JOKYMEHT y BJIACHIN mamii y

(daiini 3 imenem Bupasa 1.3.1.docx.

KpaiHna (rnz7zzim ) Ha?;’;f;”" Cronuuys
Himeuunna 356 82,4 Bepain
dpanmia 544 63,7 ITapux
Benuka Bpuranisa 244 60,7 Jloumou
Beubria 31 10,3 Bproccenn
IIBeitnapisa 41 7,5 Bepu
IToapira 313 38,5 Bapmiasa
Bourapisa 111 7,4 Codis
Tperisa 132 10,7 Adinn
Irania 301 58,1 Pum
Icnania 505 40,4 Magpun
VYxpaina 603 46,3 Kuis

2¢°. BinkpuiiTe BKazauuii yuurtenaem daiin (Hanpukriaazn, Tema 1\3aBmanus 1.3\
3pasok.docx). BigdpopmaryiiTe TabauIfo 3a BKA3aHMMU 3HAUYEHHSIMU BJIacC-
TuBOCTel. 30epeKiTh JOKYMEHT y BJIACHiN manii y ¢aiiii 3 imeHeM BImpaBa

1.3.2.docx.
06’ekm HIpugpm Posmip Konip Bud na- Bupiento-

maobruyi wpugpmy CUMB0i6 | KpeCcleHHA 6AHHA
ITepmuit Comic 14 TemHoO- Hamis:xkup- | Ilo meuTpy
PAOK Sans MS 3eJIeHuN HUU
YerBepTuii Arial 12 TemHO- Kypcus 3a iBuM
PAIOK CUHIN Kpaem
ITepmuit Times New 14 Yopuuit 3suuattauii | Ilo meuTpy
CTOBIIEIlb Roman

@ 3°. CTBOpiTh y TEKCTOBOMY JOKYMEHTi TAOJUII0 3a 3pasKoM. 30epesKiTh ZOKY-
MEHT y BJIacHi# mamnii y ¢aiini 3 imenem Bmpasa 1.3.3.docx.

Taoauus koabopis y mogesi RGB

Hassa koabopy

IHTeHCHBHICTh OCHOBHMX KOJBHOPiB

Yepeonozo

3enenozo

Cunvozo

YopHuuii

0

0

0
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ITpodosixcenns mabauuyi

KopTuit 255 255 0

OpaHixeBuii 255 179 10
ByskoBuit 255 89 255
®dioneroBuit 185 6 255
Binuii 255 255 255

4°. CTBOpDiTH V¥ TEKCTOBOMY JOKYMEHTI Tabuio, 3adapoyBaBiiu ii KJIITUHKHY 3a
HaBeJeHUM 3pa3KoM. 30eperkiTh JOKYMEeHT y BJIacHil mamii y dgaiiai 3 ime-
Hem Brnpasa 1.3.4.docx.

5°. BigkpuiiTe BkasaHuii yuureaeM (paiin (Hanpukiaan, Tema 1\3aBmanua 1.3\
3pasok.docx). BuganiTe ocraHHi# cToBmens i ocTaHHill PAJOK TaOIMIL.
BcraBTe mepen meprimM CTOBHOIEM AONATKOBUII CTOBIEIIb i BBEOiTH y HOT0
KJIITUHKY HOMEPU pAIKiB. BcraBTe mepen meprivM pAIKOM Ie OAUH PA-
nok. O0’eqHaliTe BCi KJIITUHKY MEPIITOro PSAAKAa i BBEIiTh y KJIITUHKY Ha3By
Tabauii. 36epesKiTh JOKYMEHT y BJacHill manmi y ¢aiji 3 iMmeHeM BIpaBa
1.3.5.docx.

6°. BigkpwuiiTe BkasaHuii yuuresnem (aitsn (Hanpukiaan, Tema 1\3aBganua 1.3\
3pasok.docx). OdopmiTs TaGAUI0, BUKOPUCTABINKM OAWUH 3 BOYIOBAHUX
ctuaiB. 36eperkiTh JOKYMEHT y BjacHiil mammi y daiiiai 3 iMmeHem Bmpama

1.3.6.docx.

@ 7*. CTBOpiTH TAGJUITIO-KaJIeHAap Ha IIOTOYHUI MicAlb. 30epeKiTh JOKYMEHT Y
BJIaCHi# manii y gaituai 3 imenem Bpasa 1.3.7.docx.
@ 8°. CTBOpPiTH Yy TEKCTOBOMY JOKYMEHTi, BUKOPHUCTOBYIOUH TAOJIUII0, CXEMY KJIa-

cudikamil TPUKYTHUKIB 3a Mipoio KyTiB. 30eperkiTh HOKYMEHT y BJIACHiH
nanii y gaitiai 3 imenem Bupasa 1.3.8.docx.

| TpukyTHUKHN |

| TocTpoxyTHI | | TynoxyTHi | | IIpamorkyTHi |
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38

;g 9%, BigkpwuiiTe BKasaHuii yuuresnem daiin (Hanpuriaan, Tema 1\3aganua 1.3\
3pasok.docx). BigcopryiiTe psagku TabauIli 3a crajaHHAM 3HAUYEHDb IPYTroro
croBmIiA. IToriM 3a 3pocTaHHAM 3HAUEHBb TPETHOTO CTOBIIA. 30epesKiTh H0-

_ KYMEHT Yy BJacHi¥ nami y daiiri 3 imernem Bupasa 1.3.9.docx.

é 10*. BigkpuiiTe BKazauHuii yuurtenaem daiin (Haupuriaazn, Tema 1\3aBmanus 1.3\
3pasok.docx). O6uucIiTh CyMy 3HAUeHb APYroro i TPeThOr'0 CTOBIMIILIB. 3Mi-
HiTBH JaHi B OCTAHHBOMY PAAKY TAOJUII Ta IIOHOBITh Pe3yIbTATH OOUNCICHB.
30epeskiTh MOKYMEHT y BjacHiii mamili y (aitnri 3 imenem Bupasa 1.3.10.
docx.

11%, Bu cTBOpMJIM JOKYMEHT, Y IKOMY i3 caMOTO IIOYAaTKY apKyIlla BCTaBUJIU Tab-
guiio i 3a0ysm HanmwmcaTtu il HasBy. 3’dAcyiiTe 3a gomomoroio {oBigKu, AK
BCTABUTHU TEKCT IIepe] Tabiuiiero. AmpolyiiTe e crocit Ha mpaxkTHILi.

12*, 3ampomoHyiiTe cirocid, 3a JOIIOMOI0I0 IKOr0 MOKHA IIIBUAKO IIPOHYMePyBaTH
panku Tabauii. IlpogemoncTpyiiTe 1€ MPaKTUYHO.

@ 13*. BusHauTe OpaKTUYHO, SIKi eJIleMeHTH KepyBauHs BKJIAAKN OCHOBHA MOXKYTh
OyTH BUKOPUCTaHI yid hopMaTyBaHHA Ta6JUIb. SAIUIIITh IX  30IIIUT.

14%, 3’acyiite 3a momomoroio JoBigku, aKi GyHKII] MOKHAa BUKOPUCTOBYBAaTU B
dbopmyaax Word, K BBOSATHCA MOCUIAHHA HA OKPeMi KJIITHHKY. S3aIUIIiTh
11i BimomocCTi y 30111UT.

1.4. BCcTaB/IeHHS B TEKCTOBUN O,OKYMEHT
rpacgiyHnx 306paxkeHb

1. dAki B1Am komMn’toTepHoi rpadikm B1 BUBYaNU? Y YoMy ixHi 0COBANBOCTI?
e | 2. ki BnactmBocTi Mae rpadiyHnin 06’ektT y Word 20077 $ki 3Ha4eHHS BOHU

MOXYTb MaTn?

3. Aki onepadii pegaryBaHHs rpadidyHmx 06’ekTiB y Word 2007 moxHa BUKO-
HyBaTU?

4. ki onepauji dopmaTtyBaHHs rpadiyHmx 06’ekTiB y Word 2007 moxHa BU-
KOHyBaTn?

5. 9ki onepauii BnopsakyBaHHA rpadidyHmx 06’ekTiB BaM BigoMi? Ak BOHM BU-
koHytoTbcs 'y Word 20077?

I'padiuni 300paskeHHS B TEKCTOBOMY TOKYMEHTI
Ta IXHi BJIaCTUBOCTI

ITix uac cTBOpPeHHS TEKCTOBOrO JOKYMEHTa iHOAI BUHHKAE HeoOXimgHicThb
BCTABUTH JI0 HHOT'O I'padiuHe 300parkeHHsA, AKe LII0CTPYe 3MicT TeKCTy (pUcy-
HOK, (pororpadisa, cxema, giarpama Toio) abo rpadiuyHo 03100J110€ TOKYMEHT
(pamMKm, po3miioBadi, rpadiuyHi MapKepu CIIUCKiB, JOTOTUIIN TOIIIO).

¥V 9-my kJaci BU B)Ke BUBUYAJH, AK Y TEKCTOBOMY MOKYMEHTi 3acobamu
Word 2007 crBopuTu BeKTOpHEe rpadiude 300parkeHHs, IO CKJIAJAETHCA 3
rpadiuHMX TPUMiTHUBiB. AKIO K moTpidHe rpadiuHe 300pakeHHA BIKE CTBO-
peHo iHImMUMMYy 3acobamMu i 36epiraeTbcsa Ha 30BHINITHBOMY HOCii, TO 10TO MOK-
Ha BCTABUTH B IIOTPiOHE Miciie JOKyMeHTA.

Y TeKcTOBUH OJOKYMEHT MOJKHA BCTAaBUTH K BEKTOPHIi, Tak i pacTposi 30-
6paskenHsa (puc. 1.37). Ix moxma smaiitm B komexmii Microsoft ClipArt,
sAKa ctBopeHa po3poouukavu MS Office i BxoquTs 10 0AHONMEHHOTO TaKeTa
mporpaM, y Pi3HOMAaHITHMX KOJIEKI[iAX rpad@iuyHux 300paskeHb Ha 30BHiII-
Hix Hocisgx, B ImTepHeri, y Baacuux nmudposux ¢goroansbbooMmax Ta in. Takox
me MOKyTh 0yTu 06’ ekt WordArt i SmartArt, axi crsoproroThsea 3acodbamu
Word 2007.
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3 koaekii Microsoft ClipArt 3 nmudposoro poroanapara abo CTBOpeHe
3acobamu rpadiuHOro pegaxTopa

: 1
3I-.CBATOM! Xz

06’exT WordArt 06’exT; SmartArt
Puc. 1.37. Npuknaam rpadidyHnx 306paxeHb

I'padiuni 300paskeHHs, BCTaBJeHi B TEKCTOBUI NTOKYMEHT, MalOTh MHeBHi
BJIACTHBOCTI — pPO3Mip 300paskeHHsA, CII0Cci0 00TiKaHHS 300paskeHHA TeKCTOM,
KOJIip, TOBIIWHA Ta MITPHUX JIiHill KOHTYPY, 3aJIMBKa PUCYHKAa, CI0Oci0 po3Ta-
LIyBaHHS HA CTOPiHI TOIO. 3 OLIBMIICTIO 3 HMX BU BiKe O3HANOMUJINCA IIif
yac BUBUeHHA TeMu « Komir’rorepua rpadika» B 9-my KJjaci.

s BcTaBieHHA rpadivHuX 300pakeHb Y JOKYMEHT BUKOPUCTOBYIOTH eJie-
MEeHTHU KepyBaHHS rpynu 300pakeHHs BKJIaAKU BeraBieHH:

e PucyHnok |« — nja BcTaBiieHHA rpadiuyHUX 300paskeHb, AKi 30eperkeHi y
daiizax Ha 30BHIIITHIX HOCiAX;

e Tpadika |* — 14 BcraBireHHA rpadiuHNX 306paskeHb 3 TOTOBUX KOJIEKIIii
KapTUHOK, iHCTaJIbOBAaHMX HA KoMm foTepi, uu 3 caiita Office Online xop-
nopaiii Microsoft;

o ®irypu |} — nna BcraBieHHA rpadiuHUX NPUMITHUBIB (IPAMOKYTHUKIB,
OBAaJIiB, JIiHi, 3ipOK TOII0);

e SmartArt 4| — 11a BcTaBlIeHHS PisHOMAaHITHHX cxeM (OpraHiszamiiHuX,
iepapxiuyHUX, MUKJIIYHUX TOIIO0);

o Jliarpama ) — 1sa BcraBieHHSA unCIOBHX AiarpaM (TicTOrpaM, CEKTOPHIX
niarpam, rpadikis ToI1110).

[ns BCTaBNeHHs B JOKYMEHT rpadidyHnx 306paxeHb BUKOPUCTOBYIOTb crewjiasb-

Hi nporpamu — rpagiyHi pinbTpy. OgHi 3 HUX (ANa BeKTOpHUX dopmaTtie WMEF,

EMF, EPS i pactpoBux ¢popmartis GIF, JPG, BMP, TIFF, PNG) BCTaHOBNOIOTLCSA
nig yac iHctanauji MS Office, iHWwIi NOTPiIOHO BCTaHOB/IOBATY AOAATKOBO.

BeraBaenna rpadgiuaux 300pakeHs 3 (paiiiais

Il1s1 BcTaBIeHHS B TeKCTOBUIT JOKYMEHT rpadiuHoro sobpaskenus 3 haiuy,
AKUN 30epiraeTbca Ha 30BHIIMTHLOMY HOCIi, ciim Bukomatu Bemaénenunsa =
3o06pasxcenns = Pucynok. Ilicia nmporo B miasoroBomy BikHiI BeraBiaeHHs
pucyHka (puc. 1.38) Bubpatu moTpioumMii daii.

JlJist 3pyYHOCTi HOIIYKY (paiijly Ta HMOT0 HOIePeIHHOTO HePerysanay PeKo-
MeHAyeThbCsA y BikHI BeraBieHHS pHCyHKa BCTAaHOBUTHU DPEXUM HONAHHSA
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Pozgin 1

00’eKTiB y BiKHI y BUTrIAnl eckizis. Y pasi morpebu MOKHA 3BY3UTU KOJIO
TOTITYKY, 3aAaBiiu ¢opmart Qaiiny, itoro iMm’a uu miciie 36epiramus.

3o00paskeHHA 3 (Pailay BCTABIAECTHCA B MOTOUYHE MiCIle JOKYMEHTA IIOABili-
HUM KJAIlaHHAM Ha ecKisi. AGo MoskHa y BikHi BeraBiennsa pucyHka Bubpa-
Ty aityi, a ToTiM KHONKY BeraBuTH B HMYKHIT YacTHHI BikHA.
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Puc. 1.38. BikHo BcTaBneHHs pucyHka

BceraBaenns rpadiunux 306paskens 3 Koseknii Microsoft Office

Konekmisa Microsoft Office MmicTuTh BeIuKy KiJIbKicTh MyJbTUMEIiNHUX
00’eKkTiB (KaimiB): KapTuHKHu, Qororpadii, 3ByKu Ta BimeodparmenTtu. ¥Yci
300paskeHHA B KOJIEKIIil poamoniseni 3a nesHuMu rpynamu: Bydieai, Jodu,
Ocsima Ta iu. KoxxHe 300pasKeHHs OIMCYEThCA JeAKNMU KJIIOUOBUME CJI0BAMMU,
HaIpUKJIaL, YyuHi, nocyod, depesa, mexHika TOIO, 3a AKUMHU IIi 300pa’KeHHA

MOJKHA 3HAUTH B KOJEKIIiI.

| KapTuHio v X
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e
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Puc. 1.39. O6nacTb 3aBaaHb
KapTuHku

151 BCcTAaBIeHHS B TEKCTOBUI JOKYMEHT
rpagiuHoro 300pasKeHHA 3 Ifiel KoJeKIii
noTpioHo BuKOHaTU Bcmaeénenna = 3o-
6pascenna = I'pagirka. 1Ii nii BizkpumBa-
10T o0sacth Kaprunku (puc. 1.39), aka
HaJTae MOJKJIMBICTH BIiHICHIOBATU IIOIIYK
HOTPiOHUX 300pa’keHb 1 IeperydagaTH ec-
Kisu sHangeHux. [[J1d bOTO B TEKCTOBOMY
moui IlykaTu mOTpiOHO BKasaTH KJIOUO-
Bi cyioBa A MOWIYKY (HaIpUKJaL, JIOIU,
ciopT), im’ s abo 1abaoH iMeHi gaiiy.

11106 3BY3UTH KOJIO TIOIIYKY, ¥ CHUCKY
IleperaamaTu MoxkHa BuOpaTH, B AKUX KO-
JIEKI[iSIX MIyKaTu MOTPiOoHUHA (aiin (Hampu-
KJax, ¥Yci kogeknii), a y cnucky lykaTn
00’€KTH BUOpPATHM TUN MYJbTUMEIiHOTO

00’exTa — KapTUHKHU, GoTorpadii um in. Kosu moTpiObHi 3HaUeHHA MapaMeTpiB
TOIITYKY BCTAHOBJEHO, ciaix BuOpatu KHOUMKY Ilouatm. Eckism sHaiimeHmX
300pasKkeHb, sIKi BiAMOBiZmai0Th YMOBI IOINyKYy, OyAyTh BimoOpaskeHi B moJri

pes3yabTaTiB MOIIYKY.
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11106 BcTaBUTH 3HAeHEe 300paKeHHA B JOKYMEHT, ITIOTPiOHO BCTAHOBUTU
KypCOp y Te MicIle JOKYMeHTa, KyAU HOLAEThCI 300parkeHHs, i BUOpaTH ecKis
moTpibHol KapTuHKU B ob6sacTi KapTuHKM a60 mepeTATHYTH eCKid KapTUHKU
B IOTPibHE MicIie.

fAx1o B Takuii croci6 3HANTH TOTPiOHE 300pasrkeHHs He BAAJIOCS, TO MOYKHA:

1. Bubpatu KoMaHy Y HIOPSAOKYBATH KJIiNMM, AKA 3HAXOAUTHCA B HUMKHIN

yactuHi obsacti Kaptunku.

2. Bubparu y BikHi Koxeknia kiainmiB (puc. 1.40) moTpibHy B HaBegeHOMY

CIUCKY.
3. IlepernanyTu ecKisu 300pakeHb y Pi3HUX IpyHax BiAIIoBigHO 10 Tema-
TUKU MOIIYKY.

P Oraeasnwie - Koneruin kainin (Microseft)
! Dafin  Peaaryemen Bwnga  SuspAaaA  foslaxa
£ ") Nowy.... (83 Comcox gonekui., | G % X |2 EE AT i Krirw & InTepreTi =

CMCoK Konexii -

= 5 Konexuil Microsoft Office:
& 5 AsToDnrypes
# =5 Buosec

# 35 Bef-anenenTol
4 %3 Bpemena roas

& Meorpadwmectie KapTH
# & Mocyaspcreo

) Aonawmes X0IAACTES

# 3 WrpoTHRE ®
&5 3aama B LAY et B e
Tl ABHTH
3 3 3apasooxpanerie BRES . '\& |5 -
& Inakn G i [ BuaanmizOraenee
B UrcTpynenTey X BuasmTH 3 Konexuil kninis
& Weryeeeo i
= &5 Moan <Y Koneosath A0 KONEKUI...
23 Tpynns 3
& OTaensHe - -
# &5 Mecra SHiMNTH K008l CNoBA. ...
% g’z;? Moy 38 Co00kH CTHREN
¥ & Obwerme - Nepecnaa | BnacTheocTi
15 enenentin A

Puc. 1.40. BikHo Konekuis kniniB i KOHTEKCTHE MEHIO KAiny

Kouu moTpibua xapTuHKa sHalifieHa, il MoKHA BCTABUTHU B JOKYMEHT IIepe-
TATYBAaHHAM 3 BiKHA KOJIEKIIii B moTpibHe Micie abo Bukopuctasiiiu Bydep
oominy. BigmoBigai Komannu nias poboru 3 Bydepom o6miny poswmimieHi B
MeH!I0 PemaryBaHHS IIHOI'O CaMOTO BiKHa Ta B KOHTEKCTHOMY MEHIO eCKisy
300pasKeHHs.

3aificHIOBATH MOIIYK IMOTPiOHMX KAPTUHOK MOsKHA i B IuTepHeTi. [[14 1150-
ro morpibHo Bubpatu nocunanua Kaptuaku Ha caiti Office Online, ske sHa-
XOAUTHCA B HUKHIN yacTtuHi obsacti Kaptuaku, abo kaonky Kainu B InTtep-
HeTi Ha mmaHeJi iHcTpyMeHTiB BikHa Kosekia kiaimis.

PenaryBannsa ta ¢popmaTtyBaHHA rpagiyHux 300paskeHb

Y TEKCTOBOMY JTOKYMEHTi

Bcerasieni B TekcToBuil JoOKyMeHT rpadiuHi 300paskeHHsS MOKHA penary-
BaTHU i (hopmMaTyBaTH.

Ilepen Tum, sK BUKOHYBaTHU OyAb-sIKi ommepalrii 3 puCyHKOM, HOro moTpidbHo
BUAIINTH, BUOpaBIIM BKasiBHMKOM. HaBKOJIO BUAIJIEHOr0 300pasKeHHS
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o «——— Mapxkep 3’SBISETHCA KOHTYP y BUTJIALL TOHKOI
- obepramms paMKH; 3 MapKepaMu 3MiHeHHS PO3MipiB,
a mia geaxkux rpadiuHux 300paskeHb i

Mapxepn  yaprep o6epranus (puc. 1.41).
< SMIHEHHA HaBenmenus BKas3iBHMKA HA OAWH i3
/ J / POSMIPLE MUX MapKepiB 3MiHIOE BUIJIA BKa3iBHU-

Ka Ha JBOCTOPOHHIO CTPiJIKY, AKa BKasye
HaIPSAMU MOKJIUBOTO IIepeMinienusd. Ile-
peMillleHHsI MapKepa B IMX HampaAMax
IPUBOAUTH N0 BiAMOBiAHOI 3MiHU PO3Mi-
piB pucyuka. BukopucToByiouu Mapkep obepTaHHA, 00’€KT MOKHA IIOBEPHY-
TU Ha TOBiJIBHUI KYT.

Omnepartrii KomiroBaHHS, IIePEeMillleHHA, BUTaJeHHI BCTaBJIeHUX rpaiuamx
300pa'KeHb Yy TeKCTOBOMY OOKYMEHTi BUKOHYIOTHCS BiIOMHME BaM CIIoco0a-
MU: BUKOPHCTOBYIOUH eJieMeHTH KepyBaHHs CTpiuku, KOMaHIM KOHTEKCTHO-
ro MeHIO, CIIOJIyUeHHs KJaBii Ta iH. IlepemicTuTu abo cKomioBaTi 00’€KT B
iHIIIe MicIle JOKYMeHTa MOJKHA 1 TepeTATryBaHHAM; 3a TAKOT'O CIIOCO0Y BUTJIA

Puc. 1.41. KoHTyp 306paxeHHs
3 Mapkepamu

BKA3IBHMKA CTAE TAKUM *1°.

Cni0 nam’amamu, 110 BCTaBJIeHe 300PaKeHHS IPUETHYETHCI 10 OTOUYIO-
YOro TEKCTY i, AKIO ab3all, AKUM MiCTUTH Iie 300pakeHHs, IIePeMilllyeThCa B
iHIIIEe MicIle JOKYMEeHTA, TO PUCYHOK IIePeCcyBaETHCA PA30M 3 HUM.

dopmaryBanHs rpadivHNX 300pakeHb BUKOHYETHLCS 3 BUKOPHCTAHHSIM
eJIeMeHTiB KepyBaHHA THUMYacoBoi BKJJaaku @opmart (puc. 1.42), AKa aBTO-
MaTUYHO 3’ ABJAeThcA Ha Crpiuni B po3aiii 3Hapamaa niasa 300pakeHHs Ipu
BU1JIeHHI pPUCYHKA.
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Puc. 1.42. Bknapka ®@opmat

IIpusHauenHs eIeMeHTiB KepyBaHHA ITiel BKIaAKK HaBeJeHo B Tabauii 1.7.
Bukopucranua OiJbIIOCTI 3 ITMX €JeMEHTIiB KepyBaHHSA CYIPOBOIKYETHCS
IonepeHIiM JUHAMIYHIM IIePeryIsafoM BuOpaHoro opMary.

Tabauya 1.7. Ilpu3HayeHHA €JIeMEHTIiB KePpyBaHHS BKIATKHU
®dopmMmar po3aiay SHaAPAIAA A9 300pakeHHT

Enemenm
Hasea IIpusnavwennsa
Kepy6anHs
I'pyna HacrporoBanusa
2 . JIf BIIKPUTTA COUCKY 3MiHM PiBHS ACKpaBOC-
& fAckpasicTs 'H AKD y b p
Ti pUCYyHKa
p . JIS BIAKPUTTA COUCKY 3MiHU PiBHA KOHTPACT-
> KonTpacTricTb Ana Binkp y p p
HOCTi pUCYHKAa
JIg BIIKPUTTS CIUCKY MOKJIUBUX BapiaHTiB
) IlepedapbysaTu a A BLAKD : y p
3MiHEHHS KOJbOPiB pUCYHKA
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ITpodosixcenns mabauui 1.7

Enemenm
Hasea IIpusnavwennsa
KepYye6anHs
Ina BigkpurTa BikHa CTHCKAHHA PUCYHKIB, y KO-
My MOKHA 3MEHIIUTH pPo3Mip (aiijiiB BCTaBIEHUX
e Cruckanusa . . .
Aa pHCYHKIB PUCYHKIiB 3a paxXyHOK 3MEHIIIEHHSA PO3IiJIbHOI 3maT-
¥ HOCTi, OOTUMHAHHSA HEMOTPiOHUX MiJIAHOK AJIA 3MEH-
IeHHA po3Mipy (aiiry foKyMeHTa
SN a— Hna BigkpuTTa gianoroBoro BikHa BeraBiaenusa pu-
S}‘: HCVHOK CYHKA JIJIS 3aMiHU MOTOYHOT'O 300pasKeHHA iHIIIUM 3i
pucy 30epe’KeHHAM 3HaUeHb IapaMeTpiB (popMaTyBaHHS
Crumanusa s ckacyBaHHA BCiX 3MiH y DPHUCYHKY, AKi Oyau
'Zﬁ napamMeTpiB 3po0JieHi micJia oro BCTaBJIEHHA B JOKYMEHT, 38 BU-
pucyHka HATKOM CTUCKAaHHS
T'pyna Ctuii pucyHkis
= Crui Ina Bubopy ctuiio oOpMJIEHHA PUCYHKA 3 TOTOBOI
PHCYHEKA KOJIEKIIii CTIIIiB
P dopma Huna Bigkpurtsa cnucky rpadiyEux nDpPpUMiTHBIB
" PHUCYHKa ‘Word 2007 3 meToro Bu60py (DOPMU KOHTYPY PUCYHKA
7 Me:xi Ia BimkpuTTA BikHA AJa BUGOPY KOJIBOPY, TOBIIU-
= pHUCYHKaA HU, MITPUXA JiHill KOHTYPY PUCYHKA
JIsl BIIKpUTTS cnucKy edeKTiB o)OpMJIeHHS PUCYH-
Edpextn Mns Binkp y ed dop pucy

ISl PUCYHKIB

Ka (miHnv, 00’em, 00epmaHHs, pesved, 8i0bumms Ta
im.)

I'pyna YnopsagkyBanHsa

j Pozramry- Jl1a BIAKPUTTA COIMCKY MOMKJINBUX MiCIlhb PO3MilieH-
BaHHA HA 00’€KTa HA CTOPiHIIi JOKYMEHTa
Ila mepeMinieHHsa PUCYHKA y BEPXHi# miap 6ararto-
r Ha mepemniit | mapoBoro 3o0pakenHsa. CHmcok Iiiei KHOIKU Jae
= IJIaH 3MOT'y BUOpaTH BapiaHTHU IMepeMillleHHsA: nepemicmu-
mu eneped, nomicmumu neped mexKkcmom
Ins mepeMilieHHA PUCYHKAa B HUIKHIiI Iap 6ararto-
Eh Ha zagnin miapoBoro 3o0paskeHHA. CHucoK Iiel KHONKU [Iae
-4 IJIaH 3MOT'y BUOpaTHU BapiaHTU ImePeMillleHHA: nepemicmu-
mu Ha3ad, noMicmumu 3a mexKcmom
O6Tikamms 151 BIAKPUTTS CIUCKY CIIOCO0iB OOTiKAHHA PUCYHKA
ﬂ O TeKCTOM ab0 3MiHU KOHTYPY OOTiKaHHA (TiMbKU A
00TiKaHHA 3a KOHTYPOM)
=] BuDiBHSTI Iast BIAKPUTTSA CIMCKY CIIOCOOiB B3a€MHOTO pO3Ta-
= p MIyBaHHA KiJTbKOX BUALJIEHUX PUCYHKiIB HA CTOPIiHITL
_%1 3rpynyBaTu Hns 3aificHeHHA onepalii Hajg rpynoi o6’ eKTiB
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ITpodosicenns mabauui 1.7

Enemenm
Hasea IIpusnavwennsa
KepYy6anH:
,»[ OGepHYTH Ina BiIKpUTTA COIUCKY ollepalliii obepTaHHsa Ta Bi-
PHY nobpaskeHHs 00’ eKTa
TI'pyna Po3amip
gl Il BCTaHOBJIEHHS TOYHUX 3HAUEHBb BUCOTHU 300pa-
3 Bucora S
= 151 BCTAaHOBJIEHHA TOUHUX 3HAUEHb IIUPUHU 300pa-
ey IMMupuna S
¥
= O0TUuHAHHA Ja BunasieHHA YacTUH 300pakeHHS

YcraHOBUTH 3HAUEHHSA BJIACTUBOCTEIl 300pa’KeHHs MOJKHA TAKOMK 1 Ha
BKJIaAKaXxX miajgoroBoro BikHa ®opmat pucyHka (puc. 1.43), AKke BigKpuBa-
€ThCS 3 KOHTEKCTHOI'0 MEHIO PUCYHKA a00 KHOIKAMU BiIKPUTTA JiaIOrOBOTO

BiKHa B rpynax BKJagku dopmar.

Dopmat pUcyHKa E|E|

Barwewa

dopmat 06'eMHOT Pirypu
Pensef
Than ried

Lbtpueria ont
Fropu:
T Bwcora: onr
Rl
DopraT o el diryper o Lkipea: onr
wy
Oflowe obeprarms Bucoza: onr
Pucyros Frasima

Konip niséi

L R

Hanuc Kanip: o -

4n

b [omr

Kanmyp

Kogip: -

Masepaa
aeea

Saxpermt

Puc. 1.43. BikHo PopmaTt pucyHka

Poswmipu mosioTHa MoKHA 3MiHUTH,

SIKIT0 B TEKCTOBUII JOKYMEHT ILJIa-
HYEThCA BCTABUTHU KiJbKa rpadiuamx
00’eKTiB, a moTiM 3 HUX chopMyBaTH
onHe 300pa'KeHHsI, TO 0asKaHo PO3Mi-
MIyBaTU iX y JOKYMEHTI Ha MOJOTHI —
cIemiaJlbHO BUIiJIEHiN 00JIacTi IOKY-
menTa. IT0JIOTHO BCTAHOBJIIOE PO3MIipU
BCHOT'O 300pasKeHHs Ha apKVIIIi, JOII0-
Mara€e BIIOPAJKOBYBATH IOT0 OKpeMi
00’eKTH, 3ailicHIOBATH peaaryBaHHMd.
BeraBiaAoTh IOJOTHO HA MHOYATKY
CTBOPEHHS 300pasKeHHsA 3a TaAaKUM aJ-
TOPUTMOM:

1. Bubpatu wMicie Ha cTopiHIii, mge
Oye BCTABJIEHO IIOJIOTHO.

2. Bukounatu Becmasnenna = 3o06pa-
scenna = Dizypu = Cmeopumu no-
JLOMHO.

BUKOPHCTOBYIOUM MapPKEPU 3MiHU PO3-

MipiB. 3HAUEHHA IHINIWX BJIACTHUBOCTEH IIOJIOTHA (3aJIMBKU, PO3TAIIIYBAaHHSA
TOI0) MOJKHA 3MIiHUTH y BikHi ®opMAaT MOJIOTHA, SKe BiAKPUBAE€ThCA KOH-

TeKCTHUM MEHIO I[LOT'0 00’ €KTa.

L\ TTepesipTe cebe

1°. Tpadiuni 300paskeHHS AKUX BUIIB MOKHA BCTABJATU B TEKCTOBUI TOKY-

MeHT?

2°, 3 AKUX [Kepes MOKHA BeTaBUTH rpadiuHi 300pasKeHHS B TEKCTOBU JOKYMEHT?

4°. IITo rake rpadiuni QiasTpu?

3°. HassiTb BacTUBOCTI 300paskeHb, BCTABJIEHNX Y TEKCTOBUI JOKYMEHT.
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@ 5%, S§IKk BcTaBUTH B HJOKYMEHT 300paskeHHsA 3 rpadiunoro daiiny, ¢dopMar SKOro
HE TiATPUMYETHCA TEKCTOBUM IIPOIIECOPOM ?
6°. HasBiTh mpusHauYeHHA €JIEMEHTiB KepyBaHHA Irpynu 300paskeHHs BKJIAJTKU
BceraBaenns.
7°. SIk BcTaBUTHU B NOKYMeHT rpadiuHe 300paskeHHs, AKe 30epiraeTbca y daiiai
Ha 30BHIITHHLOMY HOCii?
8°. fK BCTaBUTH B JOKYMEHT KapTUHKY 3 Koaekiii Microsoft Office?
®. fAxum unHOM posmoziieHi KapTuHKY B KojeKIii Microsoft Office?
10°. 3a AaxkuMUu O03HAKaMU MOKHA 3HAWTH MOTPiOHI rpadiyni 300pa’keHHA B KO-
gexiil Microsoft Office?
11°. §fxi cmoco6m BcTaBKu rpadiuHmX 300paskeHb Y TEKCTOBUM JOKYMEHT iCHY-
10Th y TeKcToBoMy mporecopi Word 2007? IlopiBusiite ix.
12°, SfK BUmaJUTH PUCYHOK 3 JOKyMeHTa?
13°. IIlo Take mapkepu 3MiHu po3mipiB? fIK, BUKOPUCTOBYOUU iX, BMiHUTHU PO3-
Mipu pucyHKa?
14°. Ski omepailrii pegaryBamHsa MOMKHA 3MiHCHIOBATH i3 300pasKeHHAM Y TEKCTO-
BOMY JOKYMeHTi?
15°. Ski omeparrii popmaTyBaHHA MOKHA 3MiMiCHIOBATU i3 300pasKeHHAM Y TeK-
CTOBOMY JOKYMEHTi?
16°. OnumriTe TpU3HAYEHHSA €JeMEeHTiB KepyBaHHA BKJIagku <@opmar
(puc. 1.42).
17°. Sk mpaBmJio, (paiia TEKCTOBOTO JOKYMEHTAa, B IKUI BCTaBJIeHO rpadiuHi 30-
OpasKeHHs, Ma€ 3HAYHNH Po3Mip. AKUM YMHOM MOJKHA 10r0 3MEHIIINTH ?
18°. IITo raxe monoTHO? SIKMM YMHOM HOI'0 BCTABUTY B JOKYMEHT?

‘@ BwukoHalTe 3aBAaHHS

1°. BigxpuiiTe BKasauuii yunrtenem ¢aitn (Hanpukaan, Tema 1\3aBganua 1.4\
3pasok.docx). 3uaiiaiTs v Kosekilii kaprunok Microsoft Office so6paskenns
3a KJIIOUOBUM CJIOBOM KOMN'I0mep i BCTaBTe OJlHEe 3 HUX Y NTOKyMeHT. Poamic-
TiTh KAPTUHKY B IIPABOMY BEPXHBOMY KYTi cTOpiHKH. 36epesKiTh TOKYMEHT
y BJacHi# manmui y ¢gaiiii 3 imenem Bupasa 1.4.1.docx.

@ 2°, Bigkpwuiite BKasaHuii yuureaeM (daiin (Hampukian, Tema 1\3aBmanua 1.4\
3pasok.docx). 3HaigiTh v Koaekiii kapruaok Microsoft Office rpadiuni
3o0paskenua popmary JPG. Bubepith ogHe 3 HUX i3 300paKeHHAM JIIOIUHNI
i BcraBTe 11oro B JOKYMeHT. Po3MicTiTh pUCYHOK 10 yermpy CTOPiHKU, BCTa-
HOBUBIIY OOTiKaHHA 300pa’kKeHHS TEKCTOM HABKOJ0 pamku. 30epexiTh 10-
KymeHT y naniii Moi mokymenTu y daiiii 3 imenem Bupasa 1.4.2.docx.

3°. BigkpuwuiitTe BkasaHuii yuutesnem (daitsn (Hanpukiaan, Tema 1\3aBganua 1.4\
3pasok 1.4.3.docx). YcTaHOBITh I pUCYHKA TaKi 3HAUEHHS BJIACTUBOCTEMH:
e Me:xki pucyHKa: KOJIip — meMHO-CUHIlL, TITPUX — K8AOpamHi MoOYKU, TOB-

muHa — 2 nm;

Edextu pucynka — penved xkym;

Posmip: Bucora — 11 cm;

OO0TiKaHHA TEKCTOM — 3a MEKCMOM;

Ackpasicts — +40 % .
30eperkiTh JOKYMEHT y BJacHii namii y ¢gaiiai 3 imenem snpasa 1.4.3.docx.

4°. BigkpuiiTe BKasanuii yuureseMm daitn (Hanpukaan, Tema 1\3aBganua 1.4\
3pas3ok 1.4.4.docx). YcTaHOBITH I yCiX PUCYHKiB BUCOTY & cM, OOTiKAHHS
HaBK0.J0 pamMKu Ta pisHi hopMmu pucyHKiB. PosTanryiiTe pucyHKY BiATIOBigHO
IO 3MicTy TeKcTy. 36epesKiTh JOKYMEHT y BJAacHiil mamnii y ¢gaiiai 3 imeHem
Bmpasa 1.4.4.docx.

@ 5°. CTBOpPiTHL HOBHUI TEKCTOBMH HOKYMEHT i BCTaBTE B HLOT'O CBOIO (hoTorpadiro.
CxomirofiTe 300pakenusa 8 pasiB. 3miHiTs posmipu (ororpadii, BcTaHOBUB-
Y ITUPUHY D ¢M. Y CTaHOBIiTH AJIs HUX PisHi cTuIi oopMIeHHA Ta PisHi Ba-
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piaHTHU poadTalryBaHHA Ha CTOPiHII. 36eperKiTh JOKyMeHT y naimii Mol qoKy-
meHTH Yy daiiiai 3 imenem Bupasa 1.4.5.docx.

CTBOPiTH HOBUI TeKCTOBUII JOKYMeHT. BcTaBTe B HHOTO TpU pisHi rpadiuni
300parkeHHs 3a TeMaTUKom wkosa 3 caiira Office Online. 3miniTs sHaUeHHSA
IesIKUX BJIACTUBOCTEN IMTUX PUCYHKIB:

e puc. Ne 1 — 36iaburiTes KouTpacTHicTs Ha 40 %;

e puc. Ne 2 — 3meHIIiTh KOHTpacTHicTb Ha 20 %;

o puc. Ne 3 — nepedap0byiiTe HA KOJip cenis.

30eperkiTh JOKYMEHT y BJacHill mamii y ¢gaiiri 3 imenem snpasa 1.4.6.docx.
CTBOpDiTH Y TEKCTOBOMY JHOKYMEHTI KOJaX PUCYHKiIB Ha Temy CyyuacHi sudu
mparncnopmy, BUKOPUCTABIH 300paskeHHA nanku Tema 1\3aBmamus 1.4\
Pucynku. 36epe:xiTh nokymenT y mamii Mol mokymeHnTu y (aiiii 3 imeHem
Brnpasa 1.4.7.docx.

CTBOpDiTH Y TEKCTOBOMY JOKYMEHTi KPOCBOD/ 3 PUCYHKAaMU, BUKOPUCTABIIIN
300pasKeHHsd 3 OH-JIAMH KoJIeKIlil KapTuaoK Microsoft. 36epe:kiTh TOKyMeHT
y BiacHi manui y daiini 3 imenem Bupasa 1.4.8.docx.

3uaiiaiTh B IuTepHeTi TEKCT cyuacHOI YKpaiHChKOI HapoaHol micHi i BcTaBTe
ioro B HOBUII TeKCTOBUI JOKYMeHT. IIpointocTpyiiTe 3micT micHi 306paskeH-
HAMU, 3HalijeHuMu B IHTepHeTi. 30epeKkiTh JOKYMEHT y BJACHIIl mammi y
(daiini 3 imenem Bupasa 1.4.9.docx.

3a momomoroo oBimku 3’scyiiTe, SK CTBOPUTU BJIACHY KOJEKIIiIO KJIiMiB.
Bukownaiite 11e IpakTHUYHO, JOLABIIH 10 KOJIEKIil KiabKa 300pakeHb.
3HailiniTh Ha Bamomy KoM orepi manky ClipArt, B Akiit 36epiraeTbca Ko-
saekiia kapruHok Microsoft Office. 3’sacyiite, ckinbKu daiinis y Hilt 36epi-
raeTbes, AKL IXHI TunM, AKUNA cyMapHU po3Mip (airiB y mii mamri.
3’acyiite 3a momomoroio JoBimKM, AK MOMKHA BCTAaBUTHU B JOKYMEHT 300pa-
JKeHHs 0e3mocepeIHbO 3i ckaHepa uu (hOTOKaMepu.

®Paiinu TeKCTOBUX NOKYMEHTIB, y AKi BCcTaBJIeHO 6araTo pUCYHKIiB, MAiOTh
BeJINKi poamipu. 3’AcyiiTe, BUKopucToByoun J[OBiIKYy, AK MOKHA 3MEHIIIN-
TH! iX obcAr.

Insa 30iMbIIeHHA IMIBUAKOCTI MPOKPYUYYBaHHA TOKYMEHTA PafATh BiJKJIIO-
yuTH BimoOpakeHHA PUCYHKIB y MoKyMeHTi. BukropucroByioum J[oBiakKy,
3’scyiiTe, AK IIe MOYKHA 3PO0OUTH.

3’AcyiiTe, BUKopuctoBpyouu J[oBioKy, YoMy B TEKCTi 3aMicTh 300pasKeHHA
iHomi 3’ABJIAETHCA UEPBOHUI XPEeCTHUK ab0 IIOPOKHSA paMKa eckisy. IK Bu-
IPaBUTH I[I0 CUTYAI[if0?





