Jlexkuisg Ne2.

Tema: TekcroBuii mpouecop MS Word
Merta:

" O3HAOMUTH CTYACHTIB 3 OCHOBaMH CyYacHHUX 1H(OpMaIiiHUX
TEXHOJIOT1H 1 TEHACHIIISIMH 1X PO3BHUTKY;

" HABYMTH CTYJCHTIB MPUHIUIIAM BUKOPHUCTAHHA 1H(POPMAIITHUX pecypcCiB
B CE€PEIOBHINAX IPOTPAMHOTO 3a0e3medeHHs 0PiCHUX TEXHOJIOTIH;

" MPUIICTUTH HAaBUKU 3aCTOCYBAHHA CydaCHUX 1H(QOPMAIIITHIX TEXHOJIOT1H
B MalOyTH1 nipodeciitHiil NisITBHOCTI.

Berym.

3aranpHa Ha3Ba MPOTPpaMHUX 3aco0iB, TMPU3HAYEHHUX JUIsI CTBOPEHHS,
penaryBaHHs 1 popMaTyBaHHS IPOCTUX 1 KOMIUIEKCHUX TEKCTOBUX JOKYMEHTIB,
- TEKCTOB1 MPOILIECOPH. YMOBHO (3 YUCTO METOJUYHHUX MIPKYyBaHb) BUILIMMO
JIBI TPYNH CTBOPIOBAHUX JOKYMEHTIB — MpOCTI 1 KomIuiekcHl. [lepmr €
dbopMaTOBaHUM TEKCTOM, a JPYT1 MICTATh OKPIM TEKCTY 00'€KTH 1HIIOI MPUPOIU
(xpecienns, Puctonku, popmyiu, Tabiuii 1 1H. 00'€KTH).

[Ipu poOOTI 3 TEKCTOBUMHU JOKYMEHTAMH KOMIIT'IOTEP IEPETBOPIOETHCS Ha
NOA10HICTh Iy’K€ MOTYTHBOI 1 «IHTEJIEKTYaJIbHO» MAIIMHKH, 1110 TTHUIIIE.

[Tpu miAroToBLI TEKCTOBUX JOKYMEHTIB Ha KOMI'IOTEP] BUKOPUCTOBYIOTHCS TPH
OCHOBHI rpynu omnepamiii. Omnepailii BBEICHHS J03BOJSIOThH MEPEKIIACTH
MOYATKOBHUI TEKCT 13 30BHIIIHBOI (POPMH B €IEKTPOHHHUM BUIJISL, TOOTO y (haid,
110 30epiracThCcsi Ha KOMI'TOTEPI.

Omneparnii penaryBaHHs (TIpaBKH) JO3BOJISIIOTH 3MIHUTH BXXE ICHYIOUHM
€JIEKTPOHHUN JTOKYMEHT LUISXOM J0JaBaHHA ab0 BHUAAJIEHHS MOro (parMeHris,
MEePECTAaHOBKM YACTUH JIOKYMEHTa, 3JHTTS JCKUTbKOX (aitmiB B omuH abo,
HABIAKU, PO30OUTTS €IMHOTO JOKyMEHTa Ha JeKiibka napiOHuX. BmemeHHs 1
penaryBaHHS MPU POOOTI HAJl TEKCTOM YacTO BUKOHYIOThH MapajesibHO.

[Ipu BBenmenHni 1 pemaryBaHHI (POPMYETHCS 3MICT TEKCTOBOTO JOKYMEHTA.
OdopmiileHHST JOKYMEHTa 3ajaioTh omeparismu ¢dopmaryBanHs. Komanmu
dbopmaTyBaHHS AO3BOJISIOTH TOYHO BHU3HAYUTH, SK BUTIISIATUME TEKCT Ha €KpaHi
MOHITOpa ab0 Ha narnepi micis APyKYy Ha MPUHTEPI.

Bci enekTpoHHI TEKCTOBI JOKYMEHTH BHUMAararoTh BBEJICHHS 1 pelaryBaHHsI, aje
dopmaryBaHHs ~JIOKyMEHTa He 3aBkaW € OO0OB'SI3KOBUM. bimbm  Toro,
¢dopmaTyBaHHsI TEKCTOBOTO JOKYMEHTa y 0araThbOX BUIAJAKaX UIKOIUTH CIPAaBi,



OCKUIbkM 1H(OpMaliss npo QopmaTyBaHHS 3aHOCUTBCA B TEKCT Y BUIIIAIL
HEBUJIUMUX KOJI.

[cropuuHo ckjanacs cuTyaris, OpU SKIA JesSKi JOKYMEHTH BHUMAararoTh
dbopmaTyBaHHS, a JIedKl — Hi. BUABUIOCH, 3pyYHO MaTH Pi3HI MPOrpaMu: OJHI 3
HUX BUKOPHUCTOBYIOTHCSI TUTBKH JUIS BBEACHHS 1 pelaryBaHHs TEKCTy, a iHIII
JI03BOJISIIOTH TaKOXK Horo ¢opMatysatu. [lepir mporpamu Ha3WBalOTh TEKCTOBUMHU
penakTopamH, a APyri — TEKCTOBUMHU MPOIIECOPAMH.

B nmanmii yac HaiiOuIbIIe PO3MOBCIOKEHHSI Ma€e TEKCTOBHM mporecop Microsoft
Word.

IL1an.

[Ipu3HaYeHHs IPOTPaMH.

OcHoBHI1 puitomu podotu B Word.

dopMaT CTOPIHOK.

Po6ora 3 pparmenTamu TEKCTy.

dopMaTyBaHHS TEKCTY.

dopmaTtyBaHHs a03alliB.

MapkipoBaHi 1 HyMEpOBaHi CITUCKHU.

CTBOpEHHS KOJIOHOK.

. JApyk nokymeHra.

10.CTBOpeHHSI KOMIUIEKCHUX TEKCTOBUX JOKyMeHTiB. CTBOpeHHS

TaOJIUIIb.
10.1. Tabmums. 3acoOu CTBOPEHHS TaOJIHII.
10.2. Tabmuiii MpocToi Ta CKIATHOI CTPYKTYPH.
10.3. PenaryBanHs TaOIUIb.
10.4. ®opmaryBaHHS TaOTIIb.

©CoNoTRWNE

11.1ToGynoBa miarpam:

11.1. Jliarpama sik radiuHe TIPEACTABICHHS YUCIOBUX JIAaHUX.
11.2. TIpo Tumu giarpam.

11.3. CtBOpeHHS Aiarpam.

11.4. HanamryBaHHS 30BHIIIHBOTO BUTJISATY JlarpaMu.

12.MantoBaHHs 3a JOMIOMOTOIO0 IHCTpYMeHTIB Word.

12.1. IlaHens IHCTpYMEHTIB MalltoBaHHS.
12.2. CtBOpeHHs 1 3MiHa Qiryp.

12.3. PobGora 3 rpadikoro B mapax.

12.4. YrpynyBaHHS 1 pO3rpyNOBYBaHHS.
12.5. BukopucTaHHs HaIKCIB.

12.6. Bukopucranss o6'ektiB WordArt.
12.7. CTBOpeHHsS MaTeMaTUYHUX (POpMyII.



13.CTBOpeHHsA MaTeMaTHYHUX (opMYy.I.

13.1. Ilanens inctpymenTiB Equation Editor.
13.2. CtBOpeHHsI MaTeMaTUYHUX (POPMYIL.
BucHoBku.

Cnmcok BUKOPHUCTAHOI JITEPATYPH.
[IuTaHHs )11 CAMOKOHTPOJIIO.
3micm nexuii.

.1 OcHoBHi npuiioMu podoTu

3anyck Word. IcHye aekinibka pi3HUX crioco0iB 3amyctuta Word:

—  3amyck Word 3 01061020 meHio:.
ITyck — [porpamu — Microsoft Word

— 3anyck Word 3 Pobouozo cmony:
Krnananssm mo sipiuky M Word

Poboue sixno npoyecopa Microsoft Word.

B0 Do by bt G D o0 o

/I‘IaHenb
PAfOK MeHIo » « .

NiHink

Pob6ouye none

Crpykrypa BikHa Word tumoBa nns gonxarkiB Windows. Y Hei BXOJSTh
€JIEMEHTH, HEOOXIIHI IJisl pelaryBaHHs 1 (opMaTyBaHHS TEKCTIB. Y BepXHIi
YaCTUHI BIKHA PO3TAlIOBYIOTHCS TMAHEN KOMAaH, J0 SIKAX BIIHOCSATHCS PSJIOK
MEHI0O 1 TmMaHenl I1HCTPYMEHTIB. 3a YMOBUYAHHSM TIPUCYTHBO /Bl MaHeNl
iHcTpymeHTiB — CrangaptHa 1 ®opmaryBanns. [lin maHensMu 1HCTPYMEHTIB
pO3TAIIOBYETHCS JIiHIMKA, MpOTpagylioBaHa B CaHTHMeETpax. BoHa momomarae
KOHTPOJIIOBaTH PO3MIIICHHS €JIEMEHTIB CTOPIHKMA 1 YIPaBJISATH OMNEpaLisiMU
dbopmaTyBaHHs.

OcHOBHY 4YacTHHY BiKHa 3aiiMae poOoya o00JacTh, M0 MICTUTh BIKHO
pemaroBaHoro AOKyMeHTa. SIKIIo BIKHO JOKYMEHTa pO3TOpHEHE Ha BCIO POOOUy



001acTh, TO BOHO 30Ira€eTbcs 3 BIKHOM MporpaMu. ToMy y BIKHI MPUCYTHBO JBa
Ha0OpH KHOIIOK YIIPaBIIiHHS Po3MipoM. BepXxHi KHOIIKH BITHOCATHCS J0 MPOrPaMH,
a HIDKHUE — 70 JOKYMEHTA.

Buxin 3 Word. Ilicns 3akinuenHs ceancy po6otu 3 Word BuOepiTh KOMaHIy
®aiin — Buxja ans 3akpuTTs nmporpaMu a0b0 KIAIHITH HAa KHOMII 3akpumu B
PAAKY 3aroJIoBKa.

Sx mpamoe Word. KoxkHiii mporpami CBOWCTBEHEH CBiif CTHJIb POOOTH 1 CBOS
TepmiHoJoris, i Tyt Word He € BukimtoueHHSAM. PO3rIssHEMO OCHOBHI TEPMIiHH i
koumemnuii Word.

HMoxymentu. Koxen qokymeHT Word MoXe MICTUTH TEKCT pa3oM 3 Ipadikoro,
3BYKaMH, IOJISIMH, TINEPIIOCHIAHHIMH a00 IMOCHUJIAHHSAMHU Ha 1HIN JIOKYMEHTH 1
HaBiTh Bijieokminamu. Jlokymentn Word MoxxyTh Oyt 30epexeni y popmari Web-
CTpaHHII .

Pe:xxumu BimoOpaskeHnsi pokymenra. Word miarpuMmye AeKiIbKa PEKUMIB
MPE/ICTABJICHHS JIOKYMEHTIB.

1. 3BU4aiiHUil pEeXUM — BHUKOPHUCTOBYIOTH TIPHU TPOCTOMY BBEACHHI 1
penaryBaHHl TEKCTy. Y IIbOMY pEXKHMI HE BIJIOOPaKarOThCS CIEIiabHI
€JIEMEHTH CTOpIHKH, Puctonku 1 croBmii Tekcry. Llel pexxum nmpusHadeHui
TITBKH JIJIS1 pOOOTH 3 TEKCTOM.

2. PexxuMm eNeKTpOHHOTO MOKYMEHTa HaWOLIbIN 3pYyYHMM, SIKIIO MOBa WIe HE
PO peAaryBaHHs, a Ipo MPOrJIsAaHHS TOTOBOTO JOKYMEHTA.

3. Y pexuMi po3MITKH JOKYMEHT MpPEJCTaBISIETbCA HAa €KpaHI TOYHO Tak, SK
BUIIISIAATUME TpU Apyll Ha manepi. Lle pexxum HallOuIbll 3pydyHHAd IS
onepauii popmaTyBaHHS.

4. PexxuiM CTpYKTYpHU 3pyUHUI 1711 pOOOTH HAJl IIJIAHOM JIOKYMEHTA.

BuOip ovH 3 4OTHPHOX BHILE3TaJaHUX PEKUMIB MPEICTABICHHS JOKYMEHTa

BHUKOHYETLC 3a IOIMOMOI'0O0 KOMaHJI MCHIO BI/IFJ'ISII[.

Po6ora 3 nekisibkoma gokymenTamm. \Word 103Bosisi€ mpaioBaTi OAHOYACHO
3 JIeKiTbKOoMa JokyMmMeHTaMu. Ko)KeH 3 HUX BIIKPUBAETHCS B CBOEMY BikHi. J[js
NEPEeMUKaHHS Yy BIKHO MOTPIOHOTO JOKYMEHTAa MOYXHAa BHUKOPHUCTOBYBATH ITYHKT
MeHIo BikHo.

A03amu. JlokyMeHT po3auiseTbes Ha aO3anu. [ KOKHOTO ab3airy OKpeMo
MoOke OyTH 3aJaHuil HEOOXIAHHWM BIACTYI, BUPIBHIOBAHHS, MO3UIIT TaOymswii 1
MDKpAIKoBUM  1HTepBai. Kpim Ttoro, ab3anm wmoxe Oytu odopmieHui
oOpamiieHHsIM, BinTiHAe (oHOM abo BiadopmaryBaB SK MapKOBaHUH,
HyMepOBaHUM a00 GaraTopiBHEBHM CIUCOK.



®opMmat cropinok. OCKUIbKM HailuacTille CTBOPEHHUI JOKYMEHT BUMArae JIpyKy
Ha [amepi, CiIiJ BCTAHOBUTH IapaMeTPU CTOPIHKH, SKI BHU3HAYaAIOTh OO0JACTh
BUBEJICHHS TEKCTY:

—  Posmip nanepy;

— Tlonsa (BepxHE, HUXKHEE, JIIBE, MPABE);

—  OpienTariis CTOpiHKY (KHIKHA, alTbOOMHA).
Jlis BU3HAYCHHS MapaMETpiB CTOPIHKKM BUKOHYIOTh KoMaHay MeHio daiia —
IlapamMeTpu cTpaHuubI, sSIKa PO3KPUE HA €KPaHi OTHONMEHHE J11aJI0TOBE BIKHO:

CTBOpeHHH AOKYMEHTA. HJUI CTBOPCHHA HOBOI'O JOKYMCHTA HCO6XiI[HO IogaTtu

koMaHay @aiin — Co3aare abo kimauHyTH 1o kHomnui Co3aarth . na naneni

1HCTPYMEHTIB.
[Ipn cTBOpEeHHI JHOKYMEHTa Ha OCHOBI ICHYIOUOI'O JOKYMEHTa BIJIKPHUBAIOTh

o) < — . .
rotoBuii okymMeHT (Paiiia — OTKPBITH a00 KHOMKOIO (& ), a MOTiM 30epiratoTh
HOTO 111 HOBUM 1M'sIM.

30epexeHHs i BIIKPUTTS 10KyMeHTAa. 30epeKeHHs JOKyMeHTa Yy (aiiii Ha TUCKY
MPOBOJIUTECA 3a JomoMororo komanau Paia —> CoxpaHuTh Kak.. Y
JI1aJIOTOBOMY BiKHIi, 10 3'sBUjiocsi, Coxpauenue O0oKymenma HEOOX1AHO BKa3aTh
TEKY, B sIKiil TOTP1OHO 30epertu ¢aiin 1 imM's paiiy.

Companene soxpweita ] E ==

MMMMMM

Sxmo nokyMeHT OyB Bxke 30epexeHudl 1 MOTPIOHO TUIBKUA 30eperTu
BiJIpelaroBaHy MOro BEpCil0 B TOM ke (aily, TOCUTh HATUCHYTH KHOIKY Ha

CranmapTHiil maHesl IHCTPYMEHTIB il
JIyist 3aBaHTaXKeHHS TOKyMEHTa 3 (haimy HeoOXiqHO momatu komanay dai
— OTKpBITH Yepe3 MEeHIO a00 KHOMKO Ha CTaHAAapTHIN MaHenl 1HCTPYMEHTIB

-
L




VY BikHIi, 1m0 3'aBUnOCH, OmKpvimue 0oKyMenma 3HAUTH TOTPIOHMM Gaiin,
BIZIKPUBILHU TEKY, IO MICTUTh HOTO, 1 HATUCHYTH KHONIKY OmKpblmb:

e

==

1.2 BBeaeHHs i pegaryBaHHsl TEKCTY

Jlo 6a30BUX IPUHOMIB pOOOTH 3 TEKCTAMHU BIAHOCSATHCS HACTYITHI:
—  CTBOPEHHS IOKYMEHTA;
—  BBEJIICHHS TEKCTY;
—  pemaryBaHHS TEKCTY;
— ¢opmaTyBaHHS TEKCTY;
—  30epeXeHHS IOKYMEHTa;
—  JIPpyK JOKyMEHTA.
BikHO TOTOYHOTO JOKYMEHTA 3aBXKJI1 MICTUTh MUTOTIIUBY BEPTUKAIBHY PUCKY

— TEKCTOBUU Kypcop. BBeleHHS TeKCTy 3/IACHIOEThCS IUIAXOM Ha0opy 3
kinaBiatypu. CHMBOJIM, [0 BBOJSATHCA, 3'SBISIOTHCS B MICII PO3TallyBaHHS
Kypcopa. Kypcop npu BBeieHH1 3pyIITy€eEThCs YIIPaBo.

[Ticnst MOCSTHEHHSI Kpalo CTOPIHKM TEKCT aBTOMATHUYHO IEPEHOCHUTHCS Ha
HOBUH psoK. BecranoButu Kypcop B MOTpiOHE Miclle JOKYMEHTa HaWIpOCTIIe
KJIAIlaHHSAM MHUIIl B TOTPIOHINA Touri. Te X MOXHAa BHUKOHATH KJIaBilllaMu
YIOPABIIHHSA KypCOPOM.

Buainennss tekcry. Ilo 3aBepiieHHIO BBEACHHS TEKCTY B JIOKYMEHT 1HOII
MOTPIOHO BHECTHU JI0 HHOTO MEBHI MOIMpPaBKU a00 3MIHUTH HOro opmaTtyBaHHA. Y
OyJb-IKOMY BHIIQJIKy, MEpII HDK BHOCUTH 3MIHM JI0 TI€BHOTO TEKCTOBOTO
dbparmenTa, et pparMeHT HeoOXiaHO BUAUMTU. Buainena obmacts ykazye Word,
3 SIKOI0 YaCTMHOIO TEKCTy HEOOXi1JHO BUKOHYBaTH Ti abo iHmI omepamii. IcHye
JIEK1JIbKa CTIOCO01B BUJIIJICHHS TEKCTY.

—  Buoinenns mekcmy npomsickoo Mui.

—  Buoinenns memooom knayanms muui.

—  DopmamysaHHs CUMBOIE



PoGora 3 ¢pparmentamm Tekcry. [ BUAaneHHs, KOIMIIOBAaHHS 1 MEpPEeMIIIEHHS
dbparMeHTa TEKCTY BIANOBIAHUM ¢dparMeHT Mae OyTH CHOYaTKy BHIIJICHUH.
Bupinennss ¢parmMeHTa MPOBOAUTHCA TMPOCTATAaHHAM MHIN ab0 OyIb-SIKOIO
KOMAaH/I010 MEPEMIIEHHS Kypcopa IIpH HaTUCHYTIH kiasimai {Shift}.

Buninenuit  ¢parmeHT BumansgioTh HaTHcHeHHsAM  kiasimm - {Delete}.
[lepemimmennss ¢parMeHTa MOXXHA 3IIMCHUTH METOJOM IIepPETATaHHS, XO0da
3pydHilie BUKOpPUCTOByBatH Oydep oOminy. PobGoty 3 Oydepom oOMiHY
BUKOHYIOTh uepe3 KHOMKK Ha CTaHIapTHIN MmaHesl iHCTPYMEHTIB l‘ﬁ;ﬁ'

1.3 dopmaTyBaHHS TEKCTY.

Jlo umcna nmapameTpiB (popmMaTyBaHHS CHUMBOJIB BXOJSTh BUKOPHUCTOBYBAHHIA
mpudt (rapuitypa), po3mip mpudty, 300pakeHHs MmpUPTY (HANMPUKIAI,
KypCHUB, HAIIBXUPHUN a00 MIJAKPECICHUI), a TaKOXk I1HTEpBaJN 1 MOJOKECHHS

CHUMBOJTIB.

dopMaTyBaHHSI TEKCTY 31MCHIOEThCA 3acobamMu MeHio MDopmart abo maHenl

®opmatyBaHHsa. OCHOBHI IPUHOMH (POPMATYBaHHS BKIIOYAIOTh:

- Bubip i1 3MiHa rapHiTypu mpudry;

- YnpasiiHHS po3MipoM mpUPTy;

- VYnpaniHHS 300paXeHHsIM 1 KOJTLOPOM HIpUPTY;

- VYnpaniHHS mapaMeTpaMu ad3aily;

- VYrpaBiiHHS METOJIOM BUPIBHIOBAHHS;

- CTBOpeHHS HyMEPOBAaHUX 1 MAPKIPOBAHUX CIIHCKIB.

HanamryBanns mpudgry. OauH 3 HAMOUIBII OPOCTHUX 1, B TOU K€ Yac, HAMOUIBII
BHUPA3HUM CIOCOOOM 3MIHM  30BHIIIHBOTO BUIJISY TEKCTY IOJATaE B 3MiH1
mpudTy, sikuMm BiH Hamucanui. Y Word 3a yMOBUaHHSAM  BCi omepailii 3MiHH
mpu@Ty 3aCTOCOBYIOTHCSI 10 BUIIICHOTO (pparMeHTa TeKcTy abo, 3a BIACYTHOCTI
BUJIIJICHHS, /10 pedYi, Ha SIKOMY PO3TalloBYeThCA Kypcop. s mpoctux omepariii
10 3MiHI BUTJISIAY 1 300pakeHHsT MPpU(PTy BUKOPUCTOBYIOThH MaHEIh 1HCTPYMEHTIB
dopmaTyBaHHs.

VY cnucky, mo po3kpuBaetbed, Llpudt Bubuparots rapHiTypy:



imes Mew Roma -
T Arial

T Tempas Sahs ITC
T Arial MNarrow

T EmdLEﬂ Hoowd
T P b e S o

T Mangal

T angsanallPC

T Monobype Corava

T Traditional Arahae

B criicky Po3wmip mipudTy BU3Ha4at0Th pO3Mip CUMBOJIB:

m |
B .
9
10
11
12 |

14
16
13
20
22
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a kHonkamu Hamsxupuuit, Kypcus 1 [ligkpecnennit (255 = 3MIHIOIOTH iX
300paxeHHs.

[Tpu BuOOpI1 rapHITYpH WIPUQTY CIIIJT MATH 3BAXKAKOYM HA HACTYITHI 0OCTaBUHMU:

- Bubip rapuitypu mpudty 1i€ Ha BUIAUICHHM TEKCTOBUN (GparMeHT. SIKIno
XKOJIeH (hparMeHT HE BUJIJICHUM, BIH Jli€ HA BECh TEKCT, 110 BBOAMUTHCS, IO
YeproBoi 3MiHH TapHITYPH.

- HanamryBanns mipudty BukonytoTh y BikHi [lpudt (Gopmat(Llpudr).

- Ilpum BubOOpi rapHiTYpH mpudTy CIig MaTH Ha yBasi, IO iCHYE IBi KaTteropii
mpudTiB: 13 3apyOkamum 1 0e3 3apybok (pyOani). XapakTepHUMHU
npeICcTaBHUKAMU TepInoi kareropii € mpudtu cimeiictBa Times, a apyriid
kareropii — wpudTu cimerictea Arial. lllpudTu, mo maroTe 3apyOKu, Jeriie
YUTAIOTHCSI Y BEIMKUX TEKCTOBUX OJOKaX — 1X PEKOMEHAYEThCS
3aCTOCOBYBaTH Uil opopmiieHHs1 ocHOBHOTO TekcTy. LlpudTH, mo He MaroTh
3apy0OK, PEKOMEHAYEThCSI BUKOPUCTOBYBATU JI 3arojIOBKIB B TEXHIUHHUX
TEeKCTaX, a TakKoX Juisi OGOPMIIEHHS JOJATKOBUX MartepiaiiB (Bpi3aHb,
IPUMITOK 1 1H.).

- binbmicte rapH1Typ € HpOHOleI/IHI/IMI/I Lle o3nauae, 1m0 1 MIMpUHA OKpeMuX
CHUMBOJIIB, 1 BIACTaHb MDK CYCIIHIMH CHUMBOJIAMH HE € TMOCTIHHOIO
BennurnHOK0. OcoONMuBY Tpymy MNPEACTAaBIAIOTh TaK 3BaHI MOHOIIMPHHHI
mpuQTH.



- Ilpu BuGopi po3mipy mpupTy KEpyIOThCS MNPU3HAYCHHSIM JIOKyMEHTa, a
TaKOX BEPTUKAIBHUM PO3MIPOM JPYKapChbKOTO JHcTa. [l TOKYMEHTIB, IO
MaioTh (OpMaT THIIOBOI KHUKKOBOI CTOPIHKH, 3a3BHYail 3aCTOCOBYIOTH
mpudT po3mipoM 10 myHKTIB. JJIS TOKYMEHTIB, MiATOTOBIIOBAHUX IS IPYKY
Ha cTaHJapTHUX Juctax popmary A4 (210 x 297 mMm), BuOUparoTh po3mip 12
MYHKTIB.

- BukopucranHs iHIIKX 3aco0iB ympaBiiHHA ImpudToMm (BubOip 300pakeHHs,
MIIKPECACHHS 1 1HIMMX BUI03MIH) BHU3HAYAETHCS CTHUJIHOBUM BHPIMICHHIM
JIOKYMEHTa, sIK€ 3aj]a€ 3aMOBHHUK a00 Iparie/1aBellb.

- llpucrymaroun 10 TIEpUIOTO 3aBIAHHS, CIIiJ 3'SICYBaTH, SIKi CTHIIBLOBI PIllIEHHS
B)K€ ICHYIOTh B JIaHI{ opraHi3allii, 1K1 0OMeXeHHs Ha BUKOPHCTaHHsS 3ac001B
odopmiieHHS 1 hopMaTyBaHHS.

- Komip BimoOpaxeHHsI TEKCTy 3MIHIOIOTh B CIIUCKY, II0 PO3KPUBAETHCS, YU

Komip uepe3 kHOTIKY L
- Edextn, HemoctymHi 3 maHeni  1HCTpyMeHTIB dopmaTyBaHHS, MOKHA
cTBoputd B niamoroBoMy BikHi Ilpudr, sike BiAKpUBa€eThCS KOMaHIOIO
®opmart — llpudr:

- EnemenTu ynpaBiiHHS Bkiaaku WHTepBan 103BOJSE 3MIHUTH 1HTEPBAJI MIXK
CUMBOJIAMHU. 3aBIFKM I[bOMY TEKCT MOXe OyTh yuIibHeHu abo
PO3PLIKEHUIM, IO HEPIJIKO BUKOPUCTOBYIOThH B 3ar0JIOBKaX.

.4 ®opmatyBaHHs aG3aiiB.

Jlo umcna mapameTpiB ¢opMaryBaHHs a03alliB BXOJATHh 3HAYEHHS BIJCTYIIIB.
[To3umiit Tabymsiii, BUPIBHIOBAHHS TEKCTY 1 MDKPSAKOBI iHTepBanu. Bixctynu 1
no3ullii TaOymsmii MOXyTh OYTH BCTAHOBJIEHI 3a JOMOMOIOI0 JIiHIMKH,
BUPIBHIOBAHHS TEKCTY 1 BIACTYNH 32 JOMOMOIOI0 KHOIOK MaHesl 1HCTPYMEHTIB
dopmatyBanHs. BikHo mianory A63an 103BOJIsI€ YIPaBJIsATH BCiMa MapaMeTpamu
dbopmaTyBaHHs ab3aiy.

YcranoBka BiAcTynmiB i mo3uuiii Ta0yasinii 3 BUKOpPUCTAHHAM JiHiiiku. Ha
JIHIALI, PO3TAIlOBaHIM y BEpPXHINM 4YacTHHI BIKHA JOKYMEHTA, B1IOOpakaroThCs
HIMPUHA PAJKIB TEKCTY AOKYMEHTa 1 BCl 3a/laHl MO3MIIT TalOysALii 1 BIACTyNH. 3a
YMOBYAHHSAM K  OJMHUIIl  BUMIPIOBaHHS I  TaHENl  IHCTPYMEHTIB
BCTaHOBIIIOIOTHCS caHTUMETpH. Skio Jlinilika He BIJOOpakaeThCsl HA €KpaHi, CIIif
BUOpaTu komanay Big>miHeiika.
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Nisuit otcTvn Mpaswuii BiaTcTVA

IHAMKaTOp TMNiB Tabynauii

Sk BugHO Ha PuCiOHKY JiHIMiKa NUIMTHCS Ha JB1 oOjacTi: Oija BiAMOBIiAaE
00J1acTi TeKCTy JOKYMEHTa, a 3aTiHeHa 00JlacTh MOo3Havae mojs. Bimcrynu MoxHa
3aJ]aBaTH, NEPETATYIOUN MAapKEpPH BIJICTYMIB B OyAb-IKE MiClLie JHIAKH, HaBITh B
00J1aCTh OJIIB.

3a yMOBUYAHHAM MO3UIlT TaOyJsALil pO3TaIOBYIOTECA 3 1HTEpBajoM 1, 27 nus.
[{1 mo3uiii HAroJoWyKThCA CIPUMH IITPUXaMU B HIKHIA 4acTuHl JIIHIMKW.
[Mepexia Mixk TO3UINIAMU TaOYJIALIT 3MIHCHIOETBCS 3a Joromororo kiaeimm {Tab}.
[Ipn Bu3HayeHH] MO3ULIi TaOyAUli KOpHCTyBaueM mnomimae Ha JIHIAm
KOHTPACTHIIINHA MapKep.

JInst mo3uiii Tadydnii MOKyTh OyTH 3a7aHl pi3HI pEXUMHU BUPIBHIOBAHHSA, SIKI
BIIOMBAIOTECS Ha 1HAMKATOp1 TumiB TaOymsmii. [I[o6 BuOpatu Tun TaOysmii
HEOOXI1THO KJIAIlaTH MUIIEI0 HAa KHOIIIl 1HIWKATOpa THMIB TaOyJAIli 1 THM caMuUM
BUOpaTH MOTPIOHHM THII, a MOTIM BCTAHOBUTU TO3UIIII0 B MOTPIOHOMY MICIll Ha
Jlinidni knananasM muiii. 106 BumanuTu nmo3uitito Tadymsiii, Cail NepeTarHyTu
Mapkep TaOymsuii B 00J1aCTh JOKyMEHTA.

Ynpasiinusa BupiBHIOBaHHAM a63amy. 106 mBuako 3acTocyBatu a0 ad3airy
napamMeTpu BHUPIBHIOBAHHS, MOYKHA CKOPHCTATHCS KHONKAMHM BHUPIBHIOBaHHS Ha

naneni @opmaTyBaHHs
Bukopucranns BikHa gianory Ao3air;

1. Jlng noBHOro (popMaTyBaHHs ab3ally BUKOPUCTOBYIOTh /11aJIOTOBE BIKHO A03all
(Puc. 1,2), sxe BimkpuBarTh KoMaHI00 @opmar — Ad3al abo 3a JOMOMOTOK0
NYHKTY AO3all B KOHTEKCTHOMY MEHIO, 110 BHMKJIMKAE€TbCA KIIALIAHHAM IMPaBoOl
KHOTIKM MHIIII.

2. Bxnagka Biocmynu i inmepeanu BU3Ha4Yae BUPIBHIOBaHHS ab3aiy 1 HOro
PO3MIIIIEHHS B MOTOLI TEKCTY JOKYMEHTA.

3. Cnoci® BHpIBHIOBAHHS 33Jal0Th B CIIMCKY, 110 PO3KPUBAETHCA, BUpIBHIOBAHHS
(BUpIBHIOBAaHHS MO’KHA BUKOHATH 3a JIONIOMOIOKO BIJMOBIIHUX KHOTIOK Ha MaHeN i
Dopmamysanns. CHUCOK, IO PO3KPUBAETHCS, PiBEHb 3aa€ CMUCIOBUN pIBEHb
a03ally B 3araJIbHIN CTPYKTYp1 TEKCTY.

4. Tlanenb Biocmyn BU3HA4ae TpaBy 1 JIIBY MeXy a03aily 1I0AO0 MpaBoi 1 JiBOi
MEK1 CTOPIHKH.



5. Cnucok, mo po3kpuBaeTbes, [lepmmii psimok Q03BOJIsE€ 3agaTH HASIBHICTH 1
po3mMipu ab3aIHOTO BIJACTYIY.

6. Ilanens IHTEpBan M03BOJIAE 3aaTU MPOMIKKHM MK ad3amamu, a TaKoX MIXK
PSAIKaMH JIAaHOTO ad3aIry.

7. Bxmanka Ilonoowcenns Ha CTOPIHIN pU3HaYeHa 1jis1 popmaryBaHHs a03alliB, 110
MOTPAILIAIOTh HA TPAHUINI0 MiX CTOpiHKaMH. TyT MOXXHA 3a00pOHHMTH BiJIpUBATH
BiJ ab3aily oAuH PAIOK, 3akaaaTH, 00 ad3all po3MillyBaBCs Ha OJHIN CTOPIHII
IIIJTKOM, «IPUEAHATH» HACTYIMHHWM ab3am 10 JaHoro abo IMOYaTH IMOTOYHUM
a03a110M HOBY CTOPIHKY.

Agsau (o 3] Absan

OTCTYrsl M pHTEpEaNE! | Monoaerute Ha CTpaHLe | OTETYMbI M uHTEPBaNS ||

Obuye Pa3buBKa Ha CTPaHHLLI
BuipaBHMBaHME! mlﬂ ¥poBeHb! | OCHOBHOI TEKCT |z| ] 3aMpeT BUCAMMK CTPOK He OTPLIEATE OT CREAYIOWEND

He paspeiBaTh afzau € HOBOW CTPaH#LLs!

oTcTyn
cnesa: 0cm = nepeas cTpoka:  Ha: SENPETITE HYMEPALUID CTPOK
cpasz: tom = o [7] [ossen 2 33MPETITS BTONATISECM NepeHoC s

Wnrepsan
nepea: 0nr MERAYCTROUHBIT:  SHAYEHME:

nocne: ont = ORMHaPHEN

Obpasey l Obpasew, I

Tabynaums, .. Omena Tabynawa... Omeria
Puc. 1. Puc. 2.

1.5 MapkoBaHi i HymMepoBaHi cniucKkn

BropsinkoBany iH(}opMaliiio 4acto 3pydHO HajgaTH y BUDLAL cnuckiB. Word
HNIATPUMY€E JBa BUIU CHHUCKIB — MapKipOBaHI CIUCKH, B SKHUX KOXXE€H MyHKT
MO3HAYAETHCS OJHAKOBMM MAapKepoM, 1 HYMEpOBaHI CIHHUCKHA, J€ IyHKTH
MOCIJOBHO HYMEPYIOThCHI.

JInst cTBOpEHHST HYMEpPOBAaHUX 1 MAapKOBAaHUX CIHMCKIB MOTPIOHO CIOYATKY
BUKOHATH HAaJAIITYBaHHS, MOTIM BXIiJl B CIHCOK 1, HApellTi, BUXIJ 3 HBOTO.
HanamryBanHss BHKOHYIOTH B jiamoroBoMy BikHi Choucok (Puc. 3.), mio
BIIKpUBAETHCS KoMaH010 M@opmat — Cnucok. JlaHe BIKHO Ma€ TpH BKJIAIKU:
Mapxiposanuui cnucox, Hymepoearnuti cnucok 1 baeamopisnesuii cnucox. Bxinanku
Mapxosani 1 Hymepoeanuii NO3BOJIAIOTH BUOpaTH BUJ Mapkepa abo crocio
HyMepallii crucKy. SIKmo cranmapTHe 0OPMIICHHS CITUCKY HE TIIXOIUTh, MOXKHA
KJIaHyTH Ha KHomii 3minumu (Puc. 4.) 1 3amatu sIK BUTJISI, TaK 1 MOJOXKCHHS
MapKepiB a00 HOMEPIB, a TAKOXK MyHKTIB CITUCKY.

Bximx B cmnmcok MoOKHA 3JIMCHHUTH aBTOMaTUYHO abo 1o komanml. 1100
ABTOMAaTUYHO CTBOPUTH MAapKipOBaHH CIUCOK, JOCUTh TOYATH 3alHC psaKa 3
BBEJICHHS CUMBONTY «*». ITicist 3akiHUeHHs psaka 1 HaTHCHeHHI kiasimi {Enter}



CUMBOJI «*)» aBTOMaTUYHO TEPETBOPUTHCS B MapKep, a HAa HACTYIMHOMY DSAKY
Mapkep OyJe BCTaHOBJIGHUW aBTOMATW4HO. JIJisi aBTOMaTUYHOTO CTBOPEHHS
HYMEPOBAHOIO CIIUCKY JOCUTHb MOYATU PSAOK 3 HUPPH, MICIAS SKOi KOIITYIOTh
Kparika i npomnyck. Lleit MmeTon 103BoJIsI€ MoYaTH HyMeparlito 3 Oyab-sSKOro MyHKTY.

1—

- —

JInst CTBOpEHHs CIHHUCKY IO KOMaHji ciyxkaThb KHomka Hymeparis

- —_—
—
- —

Mapxkepu , IpesicTaBiIeHl Ha nanent @Popmamysanus. Ik MapKipoBaHUH, TakK 1
HYMEPOBAHHI CIIHCOK JIETKO MEPETBOPUTH Ha OararopiBHeBuil. [[ns mepexony Ha

HOBUX (200 TOBEpPHEHHS Ha IMOMNEPEIHI PIBHI) CIyXaTh KHOMKU 3OLIBIIUTH

¥
]

141

BIJICTYI 1 3MEHIIUTH BIACTYN S Ha naHem PopmamyeanHsi.
n PKAD xa =
© =)
[ | e
Puc. 3. Puc. 4.

JIns 3aBeplIeHHS MapKipoBaHOro ad0 HYMEpPOBAaHOTO CIHHUCKY 1 BHUXOAY 3
pEeXUMY HOro CTBOPEHHS JOCHUTH IMICIsl 3aKIHUEHHS BBEJICHHS OCTAHHBOTO Psi/IKa
JIBIYl HATUCHYTH KiaBimry {Enter}.

1.6 CTBOpeHHS KOJIOHOK

VY OubIIOCTI JOKYMEHTIB TEKCT (POPMATYETHCS B OAHY KOJOHKY, mpore Word
JI03BOJIsIE CTBOPIOBATHU JIEK1JIbKa KOJIOHOK. ICHY€E 1Ba ctoCOOM CTBOPEHHSI KOJIOHOK.
Mo’kHa CTBOPUTH KOJIOHKH, II0 MAalOTh OJIHAKOBY LIMPHHY 1 pO3TaIlOBaHI yepe3
OJITHAKOBI 1HTEPBaJIM, BUKOPUCTOBYIOUM KHONKY KOJOHKM Ha maHelni 1HCTPYMEHTIB

. I'ayukimmii migxig 3adesneuye komanaa @opmat — Kosionku.

pomeRyTOK:




Puc. 5.
|.7 TlepeBipka opdorpadii
Hactpoiika nepeBipku opdorpadii 3a1MCHIOETBCS 3a JOMOMOIOI BKJIAIKH
Opgoecpagis Bikna nianory I[lapamerpsr (Puc. 6.). s BIZKPUTTS LBOTO BiKHA
BubOepiTh koManay CepBuc — I[lapamerpsl.

Cpencrea mposep

Puc. 6.

Onuc onyiu Hacmpouku nepesipku opgoepaghii

rpymna IlpononyBatu

ABTOMaTUYHO [Tokasye mporoHOBaHI BapiaHTH HAMMCAHHS HEMPaBUIBHUX
CJIIB, 3HAWJIEHUX B X011 nepeBipku opdorpadii

Tinbku 3 | [lokazye mponoHOBaH1 IPaBUJIbHI BapilaHTH HAMKUCAHHS, y35TI
OCHOBHOTO 3 OCHOBHOTO CJIOBHHKA, aJie HE 3 JJOTIOMDKHUX CJIOBHUKIB
CJIOBHHKA

rpyna IIponyckaru

Crnosa 3 | [Ipomyckae cnoBa, mpu HaMUCaHHI SKUX BUKOPHUCTaHI
MIPOIUCHUX IPONMUCHUMH OyKBaMuU

OyKkB

CnoBa 3 | [Ipomyckae cnoBa 3 uudpamu

udpamu

KHOTIKa Ouniiae y BikHI gianory “Opdorpadis” BMICT CHOUCKY
Binnosurtu [Iponyctutu Bce. B pesynbrati MS Word He irHopyBaTume

CJIOBa, BHECEHI 13 crUCcOK IIpomycTUTH Bce B IMOTOYHOMY
ceanci MS Word




— HaTuckaere KHONKY Opgoepaghia Ha cTaHAApTHIA TaHENl 1HCTPYMEHTIB

V.

— Haruckae F7 Ha knaBiatypi.
MS Word s3aificaioe nepeBipky opdorpadii moctatHpo mBuAKO. IlepeBipka

3BOJIMTHCS JI0 MOPIBHSHHS CJIIB, MPUCYTHIX B JIOKYMEHTI, 13 CJIOBaMH 13 CJIOBHHKA
MS Word. 3ycTpivatouu cioBo, sike BIACYTHE B cioBHUKY MS Word, aBTomaTiaHO
BiIKpUBae€ BikHO aianory Opgoepagis.

He BuKitou€HoO, 1110 HEPO3Mi3HAHE CJIOBO HAIMCAHO MPaBWIBHO, ajleé HOTO HEMAE
B cinoBHUKY MS Word. V Takomy pa3i, SIKILIO CIOBO BUKOPHUCTOBYETHCS 4acTo,
HOro CIliJl BBECTU B ICHYIOUMH CIIOBHUK 200 CTBOPUTHM CBIM BIACHUM CIIOBHUK 3
IIEBHOI TEMaTUKMU.

Bikno mianory Opgocpaghia mnpusHaueHo 17 mepeBipku  opdorpadii B
AKTUBHOMY JOKYMEHTI, BKJIIOYAIOYM TEKCT KOJOHTHUTYJIB, BHHOCOK, KIHIIEBUX
BUHOCOK 1 puMITOK. Hrk4ue nmpuBeeH1 oniii [b0ro BiKHA:

Onuc onyiu eixna dianozy Opghoepaghis

Onuist IIpuzHayeHHsn
Hemae B | BinoOpaxkae cioBO, HE 3HallcHE B OCHOBHOMY CIIOBHHKY, a
CIIOBHUKY TaKOX Y BIAKPUTHX JOMOMIDKHUX CIIOBHHUKAX

3aMIHUTH HA

Jlo3Bouisie BUOpaTH CIOBO 13 ciMcKy BapianTu, o0 3aMiHUTH iM
CJIOBO, HE 3HAMJICHE Yy BIIKPUTUX CJIOBHUKaxX. B 1mpoMy moii
MOXHa BlJIpeAaryBaTd CIJIOBO, BHOpaHe 13 CJIOBHUKA, abo
CaMOCTIHHO BBECTH MOTPIOHE CJIOBO

Bapiantu [Ipomonye crnucok ciaiB Ui 3aMiHHM 3 OCHOBHOTO CJIOBHHKA 1
BIJIKPUTHUX JIOTIOMIKHHX CIIOBHHKIB

JlomaBatu Jlo3BoJIsie BUOpaTH CIOBHUK, B SIKMM MOTPIOHO JIOJATH CIIOBO,

CJIOBA B 10 MICTUThCS B 1ol HeMae B clioBHUKY

[Ipommyctutu | [Ipomyckae ©6e3 3MiHM CJIOBO, TpPHUCYTHE B Toii Hemae B
CJIOBHHKY, 1 IPOJIOBXKYE MepeBipKy opdorpadii

[Tpommyctutu | [Ipomyckae 6e3 3MiHM BCi BXOJDKCHHS CIIOBA, MPUCYTHE B TOJI

BCE Hemae B cnoBHUKY, 1 TpOJOBXKYe TMepeBipky opdorpadii,
3aJMIayn 0e3 yBard BCl MOJaIbIi BXOIKEHHS [[bOTO CIIOBa

Binnosutu | [Ipomomxye mnepeBipky opdorpadii micis BHECEHHS 3MIHH B

JOKYMCHT



3aMiHUTH 3aMiHIOE CIIOBO, MPUCYTHE B 1ol Hemae B CIOBHHKY, CIIOBOM,
10 MICTUTHCSI B TI0JT1 3aMIHUTH Ha

3aMiHUTH 3aMiHIOE BCl1 BXOJDKEHHS B JOKYMEHTI CJIOBA, MPUCYTHIM B MO
BCE Hemae B cmoBHHKY, CJIOBOM, 1110 MICTUTHCA B MOJI 3aMIHUTH Ha
Jonatu Jlomae cnoBo, 1m0 MicTUThCA B mom Hemae B cloBHUKY, B

CJIOBHHK, BKa3aHUH B CIUCKY /lo/1aBaTy B

Bapiantu [TpornoHye cMCcoK 3aMiH JUIs 3HAMIEHOTO CII0Ba
ABTO- Jlomae CIOBO B CIHMCOK aBTO-3aMiHH, IIOO BCl IMTIOMHJIKA B HOTO
3aMiHa HaMMCaHH1 BUMPABIISUIUCS aBTOMATUYHO

[Tapametpu | BimoOpaxkae  Bkimaaky  “Opdorpadis”  BiKHO  J1ajiory
“ITapameTpu”, B AKOMY MOXXHa 3aJaTH MpaBUiia MEPEBIPKU
opdorpadii, BxxuBani B MS Word

[ToBepHyTtu | BigmiHsie OCTaHHIO [110, BUKOHAHE B XOJlI MOTOYHOTO CEAHCY
nepeBipku opdorpadii. baraTokpaTHe HATHCHEHHS ITI€1 KHOIKH
JIO3BOJISIE BIAMIHUTU JIEKUIbKA i B 3BOPOTHOMY TOPSIKY
(cioyaTKy OCTaHHE, IOTIM MEPEOCTAHHE 1 T.]I.)

Binmina 3akpuBae BikHO mianmory “Opdorpadis”. SKmo B TOKyMEHT
Oynu BHECEHHs 3MiHM, KHOINKa BinMiHa 3aMiHIOETBCS Ha
3akputu

Axmo npu po6oti B MS Word 3 Oynb-sK0I0 3 1HO3€MHUX MOB OyJie MOTPiOHO
nepeBipuTd  opdorpadiro Ha Iiii MOBI, HEOOXITHO BCTAaHOBUTHU CJIIOBHHK
BimmoBigHOi MoBU. Koy BIANOBIIHWM CJIOBHMK BCTAHOBJICHHH, MOKHA
nepeBipuTH opdorpadiro TEKCTY.

JI71st mepeBipKU TEKCTIB BUKOHAETE HACTYITHI i

— BUIUIITH ()parMeHT TEKCTY, HAIMCAHUW HA 1HO3EMHI MOBI;

— BuOepiTh KoMaHay CepBuc — A3bIK, 3'IBUTHCS BIKHO 1aTIOTy A3bIK;

— BUOepiTh 13 cnucky l[lomimumu 6uodinleHutl mekcm sIK MOBY, 3 SKOI BH
mpairoeTe. SIKIo Ha 1HO3eMHIM MOBI HaOpaHUI BECh TEKCT, TO MA€ CEHC
3aMIHUTH MOBY 32 YMOBYaHHsM. SIKIIO X Ha 1HIIM MOBI HaOpaHi OKpeMi
¢parMeHTH, TO 3MIHIOBaTH YCTaHOBKY 3a YMOBUYaHHSM HenolibHO. [Ipu
HEOOXITHOCTI  HATUCHITH KHOMKY 3a  ymosuanusam. Bam Oyxe
3alpONOHOBAHUN MIATBEPIUTH, YU AIMCHO BH XOYETE 3aMIHUTH MOBY, IIO
BUKOPHUCTOBYETHCS 3a YMOBUAHHSM;

— Haruckae OK.



1.8 Ipyk nokymeHTa

HanaBmim JOoKyMEHTY HEOOXiIHOMY 30BHIIIHBOMY BHUIJISIIY MOXKHa HOro
BUBOJIMTH Ha JPYyK. baxkaHo 3a3/amneriib NpOriasHyTH, K JOKYMEHT BUIJISAaTUME
Ha manepi. i BKIIOYEHHS LBOr0 PEXKHUMY CJiJ] BUKOPUCTOBYBATH KOMAaHIY

a
MONEPEAHBOTO TMEePEerIsaay, MOJABIIM i 3a JOMOMOTOK KHOIKH il abo uepes

MeH1o Paitia — IlpeaBapure I bHUHA IPOCMOTP.

Jlns BUBEACHHS JOKyMEHTa Ha JAPYK MOTpiOHO mojaTu Komanay Maiin —
Ileuars. [Ipu nuboMy Ha ekpaHi Oyze BUBeIEHO BIKHO qianory /leuameo.

7| pasaipary o Ko

JlaHe BIKHO MICTHTh BC1 MapaMeTPH HaNAIITYBaHHS JIPYKY.



Jlexuis Ne 4

10.Tema: CTBOpPeHHS KOMILUIEKCHMX TEKCTOBHX JOKYMEHTIB.
CTBOpeHHs TA0 ML,

1l]o maxe mabauys. J1o yMOBHOT KaTeropii KOMIUICKCHUX JIOKYMEHTIB BiTHOCSTHCS
JIOKYMEHTH CTeIllalibHI eIeMeHTH 0(OPMIICHHS, 110 MICTATh, 1 BOYJ0BaHI 00'€KTH
HETEKCTOBO1 PUPO K (Ta0uIl, AlarpamMu, LtrocTpartii, opMyiu 1 T. 11.)
HaHi, npenacrapieHi B TaOauyHid GopMi, BIIPI3HAIOTHCS Hao4HICTIO. Tabnuin
3aBXaU OylaM HEBII'€EMHOI0O YAaCTUHOIO JIPYKAPChKOi HAYKOBO-TEXHIYHOL
JIOKyMEHTAIli.

Tabmuus cknanaeTbes 3 PAOKIB 1 CTOBMIIB OCEPEIKIB, SIKI MOXYTb MICTHTH
TEKCT 1 PHUCYHKHM. TaOiMill YacTO BHUKOPUCTOBYIOTHCSA JJIA OpraHizamii 1
NPEICTABIICHHS IaHUX.

Tabnuil TakoX MOKHAa BUKOPUCTOBYBATH [JISl PO3MITKH CTOPIHKH, CTBOPEHHS
TEKCTY, PUCYHKIB 1 BKJIaJICHUX TaOJULb HA BEO-CTOPIHIII.

Komnonenmu mabauyi. KopucHO 3HaTH, SIK HA3UBAIOTHCS PI3HI YACTUHU TaOJIHULIIL.
1

g
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- CroBmenp,

- Psanok;

- Ocepenox.

Jlesiki KOMIOHEHTH TaOJMUI[l MOKHA MOOAYUTH, TIIbKM HATUCHYBLIM Ha KHOIKY
HenpykoBani 3Haku  Ha maHesi IHCTpyMeHTIB Cmanoapmua.
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- Mapkep nepeMiliieHHs TabJInIIi;
- 3HaK KiHIA PSIIKa;
- Mapxkep 3MiHM po3Mipy TaOIHIIi;
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- 3HaK KIHIIS OCEPEIIKY.
EnemeHnT TabauIill MOXYTh MICTUTH HE TUIBKH TEKCT, aje 1 rpadivHi Ta 1HIII
o0'extu. IIpu CTBOpEHHI JIPyKApChKUX JIOKYMEHTIB TaOIHIll OQOpMIISIOTH Tak,
00 BOHM BIJANOBIJATM CTUJIIO 1 3MICTY JOKYMEHTa. TeKCTOBUM MpOIEcop
Microsoft Word Bosogie THydykMMH 1 MOTYTHIMH 3aco0aMH CTBOPEHHS
Tabnuib. OCHOBHI 3ac00M 3HAXOAATHCS B IMMyHKTI MeHIO Tadaumna:

Tatnuua | Okno  Cnpaeka

j Hapucosats tabanuy
Beraente 3
Yaanute 3
Brigennte 3

| Astodopmar TaBanu...
AgTonoabop 3
MNpecBpazosats 3

%l CopTupoBka..
Dopryna...

CKpbITE CETKY

10.1. 3aco6u cTBOpEeHHSI TA0JIMIb.

Tpu OCHOBHI 3aCO0M CTBOPEHHSI TAOIUIb — LIE:

- Kuonka nogatu Tabauiro Ha maHeni IHCTpyMeHTIB Cmandapmua 12 ;

- Jlianorose BikHO Bcmaska mabauyi (Tadauna — BeraBuTh);

- 3aci6 MamtoBanus tabnuis (Tadnuna — HapucoBath Tadauiy);

- Ilanens iHCTpyMeHTIB Tabauysl u epanuysbl (BU3UBAETHCA KOMaH1010 Bug

— IlaHe 1M HHCTPYMEHTOB).

Komanga Tab6auma — BceraButs — Tabuauma BiKpUBae AiajoroBe BIKHO
Bcmaska mabauyi, B SKOMY 3aJa10Th YUCJIO PSIIKIB 1 CTOBIIIIB, a TAKOXK ITUPUHY
CTOBMINB. SIKIIO 3amiCTh KOHKPETHOTO pO3MIpy 3aJaTth mapameTrp ABTO,
BKJIFOYAETHCS PEKUM ABTOMIAOIP, 3aBASKU SIKOMY CTOBIII MOXYTh €J1aCTUYHO
dbopmaTyBaTHUCs BIAMOBIIHO 10 HasIBHOTO 3MICTy. Pexxum aBTomiadopy 3aaaroTh
BIJIMOBITHUM MEPEMHUKAYEM:




- Tlocriiina mmpuHa — 3arajbHa IUPUHA TAOJIUIl JOPIBHIOE HIMPUHI MOJIS
HaOOpy JIOKYMEHTA, a IMMPHHA KOXKHOTO CTOBIIIS ITOCTIHHA 1 3aJIC)KUTh
B1Jl KUIbKOCT1 CTOBIIIIIB;

- Ilo BMicTy — mIMpUHA KOKHOT'O CTOBIIII MPOIOPIIiiHHA 00'€MY JTaHUX, IIIO
MICTSITBCS B HIM;

- Ilo mupuHi BiKHa — CHOEIIAJBHUM pPEXKUM I TaOJdUIb, IO
po3MilyoThes Ha Web-cTpanunax.

Tabnuini cKIamHOl CTPYKTYPH 3pYYHO CTBOPIOBATH METOJIOM « MaTFOBaHHST».

HeoOxigHi st 1OTO €JIEMEHTH YIPaBIIHHS 30CEpe/KEHI Ha MaHenl
IHCTPYMEHTIB Tabauywvl u epanuybl:

AL — &l oL Bl Sy Hs i) =4 Ali) sl il =

abo xomanjoro Tabauna — HapucoBaTs Tadauny.

MoyxHa CTBOPHTH CKJIQJHINTY TaOJWII0, HANpUKiIaa TaOJIUIfO, SKa MICTUTh
OCEpeIKU PI3HOI BUCOTH, a00 TAaOJHUIIIO 3 PI3HUM YUCJIOM CTOBIIIB B PSIKY.
1. BuOepiTh Miclie CTBOPEHHS TaOIHIII.
2. 'V mento Tadauus Bubepits komanny HaPucyBaTu Tadanuio.
3'IBUTHCS MaHENb IHCTPYMEHTIB Ta0iuIll 1 MeXi, a TOKAXYUK TPUIME BUJT
OJIIBIIA.
3. o6 BU3HAYMTH 30BHIIIHI MeXI1 Tabnuil, HaPucroiite npsiMmokyTHUK. [ToTiM
npoPuckoByiiTe JiHIi CTOBIIIB 1 PAJKIB YyCEpEAUHI I[bOTO MPSIMOKYTHHUKA.

_Ha4ana.., 3aTtemM...
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4. 1llo6 Bumamutu omHy ab0 NEKiIbKa JIHIW, HATHCHITH KHONKY [yMmKka Ha
naHesnl 1HCTpyMEHTIB Tabnuyi i medxci, a TOTIM KJIAIHITh JIHIIO, SKY
MOTPIOHO BUAAIHTH.

5. Tlicns 3aBepiiieHHs CTBOPEHHS TaOJIMIIN KIIAIHITH OCEPEIOK, a MOTIM BBEIITh
TeKcT abo BcTaBTe PHCYHOK.

IMpumitka. /{11 aBTOMaTHYHOTO 3aCTOCYBaHHS OOTIKAHHS TEKCTY YTPUMYHTE
HatucHyToro Kiasimry CTRL mix wac MamoBaHHs TaOJIHIII.
10.2. PeparyBanHsi TA0JIMIb

Kaxyun mpo pemaryBaHHs TaOiIuIlb, MA MaeMO Ha yBa3l HE peAaryBaHHS iX
BMICTYy, a TUIbKH peAaryBaHHs iX CTpykTypu. DakTuuHO peaaryBaHHsS
CTPYKTYpPH TaOJUIb 3BOJUTHCA O HACTYITHUX OIEparii:

- JlomaBaHHs 3aJ1aHO1 KITBKOCTI PSJIKIB;

- JlomaBaHHS 3a1aHO1 KIJILKOCTI CTOBIIIIIB;

- Bupanenus BuAiIeHUX OcepeKiB, CTOBIIIIB 1 PSAIKIB;

- 3NIUTTA BUAUICHUX OCEPEIKIB; pO3OUTTS BUIIJICHUX OCEPEKIB.
KoMOinytoun BuIe3rajgani ormnepaiii, MoXHa Ha 0a3i TaOJIuIb MPOCTHIA
CTPYKTYpH TOTYBaTH TaOJMIl, IO MalTh CKIAAHY CTPYKTYpy. 3acoOu s
BUKOHAHHS IMX ONEpaliil 3HaXoJATbcs B MeHI Tabmuug 1 Ha maHenm
1HCTpYMEHTIB TaOauIbl 1 rpaHUILBI.

10.3. ®opmaTyBaHHs TA0TUIb

[Ipu pobOoTi 3 TAOMMLSAMHU CIIJ  PO3PI3HATH (POpMATyBaHHS TaOIMIb 1
dbopmaryBaHHs BMICTY. Y TIEpIIOMY BHUNAAKYy BiJIOYBa€ThCA YNPaBIIHHS
pO3MipaMH CTPYKTYpPHHX €JIEMEHTIB TaOuIll (OCepeaKiB, PSIKIB, CTOBMIIB 1
1H.), a B IpyroMy — yIpaBIIiHHS PO3MIIIIEHHSAM BMICTY OCEPE/IKIiB.

- @opmaryBaHHd TaOIMIb MOXHA BUKOHYBaTM B KOMAaHIHOMY abo
IHTEPAKTUBHOMY DPEXHUMi. Y KOMaHJHOMY pEXUMI JJs LI€I METH

BUKOPUCTOBYIOTh JiajioroBe BikHO Biactupocti Tabmuui (Tadauma —
CaoiicTBa Ta0JMIbI):

,,
1

flig@igi
;

EnemenTn ymnpaBmiHHS BKJIQJO0K JialoroBoro BikHAa BmactuBocTi Tabmwii
JIO3BOJISIIOTD:

- 3amaTd METOJl BUPIBHIOBAHHS TaOJMIll IIOAO CTOPIHKKM JOKYMEHTa
(BupiBHIOBaHHS);

- 3amgaTv METOJ B3a€MOJ11 TaOIMIl 3 HABKOJUIITHIM TeKCTOM (OOTiKaHH);



- BusHauutn ab0 mepeBU3HAUMTH BapiaHT O(OPMIIECHHS 30BHIIIHIX 1
BHYTPIIIHIX paMOK Ta0JIHIIl, a TAaKOK HaOyAyBaTH XapakTep opopMIICHHS
ocepenkiB (Mexi 1 3aIUBKH);

- 3amatu po3Mipyd BHYTPIIIHIX TIOJIB B OCEpelKax 1 IHTEpBAIM MIXK
ocepenkamu (ITapamerpn);

- Ilpu3HauuT mnapaMeTpu MOTOYHOTO psaka ab0 BUAUICHUX PAJKIB
(Psimox);

- Ilpu3HaunTy mapamMeTpud TMOTOYHOTO CTOBIIISA a00 BHIIIJICHUX CTOBIIIIIB
(CtoBrenp);

- Ilpu3HauuTH mapaMeTpu MOTOYHOTO OCepeaKy abo BUIUICHHUX OCEPEIKiB
(Ocepenox).

VY IHTEpaKTUBHOMY pE&XHUMI TaONHIIO (HOPMATYIOTh 32 JIONMOMOIOI MAapKepiB,
00 3'ABJISIIOTBCS  MPU HABEJCHHI MMOKKYMKA MHUIINI HAa TaOnuIp abdo ii
esieMeHTH. Mapkep B JIIBOMY BEPXHbOMY KYTKY TaOJUIll JO3BOJIAE MEPEeMIIIaTH

TaOJIHIO IO pOOOYOMY TOJII0 TOKYMEHTA!

Mapkep B mpaBOMy HWKHBOMY KYTKY JO3BOJISI€E YIOPABIATH PO3MipaMu
Ta0JINI:

1

Mapkepu 3MIHH pO3MIpY, IO 3'SIBJISETHCS MPHU HABEJACHHS MOKaKYMKa MUII Ha
paMKu TabJuLl, JO3BOJISIOTh IHTEPAKTUBHO 3MIHIOBAaTH PO3MIPH CTOBIIIB 1 PSIIKIB
METOJIOM IEPETATAHHSL.

10.4. BBenennsn i popMaTyBaHHsI BMiCTy Ta0JHIb

BunuieHHs noTpiOHOro ocepenky s BBEICHHS TEKCTY BHKOHYETbCA 32
nornomoroto Mumii. IlepemileHHs MK OcepeKaMy BHKOHYETHCS KJIABILICIO
{Tab}. [Ins HaBiramii mo ocepeakax MOXHa TaKOXX BHKOPHCTOBYBATH KJIABIIIi
YIPaBIiHHS KypCOPOM.

Bci komanau ¢gopMaTyBaHHS TEKCTY BIIHOCATHCS 110 BUALICHOIO EJIEMEHTY.
Buniienum eneMeHTOM Moke OyTH Oyab-sSKU OcepeioK, pAIoK (Tpyna psJiKiB),
cTOBHElb (rpyna CTOBMIB) abo Bcs Tabnuus B wuoMy. I'pynmu ocepenkis
BUJIUISIFOTH METOJIOM TPOCTSTaHHS MHUIl. BUTBIIICTE KOMaH, TOB'SI3aHUX 3
dbopmaTyBaHHSIM €JIEMEHTIB TaOiuIl 1 00'€KTIB, IO MICTATHCS B HUX, MOXKHA
BHUKOHATH 3a JIONIOMOT'OIO MaHeNl IHCTPYMEHTIB DopmamyeanHs.

[Hoa1 TaOnuIi BUSBIAIOTECS JOCTATHHO BHCOKMMH 1 HE MOMIMIAIOTHCS HA OIHIN
cropinmi. [I{o6 3aronoBku CTOBMIIB MyOMIOBANUCS MPU MEPEHECEHHI YACTHHH
TaOJIUIll Ha HACTYIIHY CTOPIHKY, BUILIITh MEPIl JACKUIbKA PAAKIB TaOuIll, SKi



MMOBUHHI TOBTOPIOBATUCS HA KOXKHIN CTOPiHII, 1 BUOEpiTh komanay Tabauma —
3arosoBKkH . J[J11 BiIKIIIOYEHHS IILOTO PEXUMY IMOBTOPHO BUOEPITH Ty K camy
KOMaHIy.

11. TlobGymoBa agiarpam.

Jliarpamu € 3py4HUM 3ac000M BI3yaJIbHOTO MPEICTABICHHS JAaHUX 1 Pa3oM 3
TaONMUIIMA ~ JyXE  IIHPOKO  BHUKOPUCTOBYIOTbCA B  HAayKOBO-TEXHIUHIM
JOKYMEHTaIli. ¥ KypCOBHUX 1 TUIUIOMHUX IPOEKTaX, /i€ aHaJI3y€ThCs YUCIIOBA
iH(popMarig, 0e3muki udpu 3a3BUYall MPArHyTh MPEACTABUTH Y BUTIISI HAOYHHUX
1 JOX1IJIMBUX JiarpaM 1 rpadikiB; BOHM JOMOMAararOTh BUSBIATH PucornomiTHi
3aJIeKHOCTI 1 TEHAEHIII1.

o cxnagy Word BxoauTh nporpama ctBopeHHs aiarpam Microsoft Graph, 3a
JIOTIOMOTOI0 SIKOT MO>KHa CTBOPIOBATH BHMCOKOSKICHI, 1H(OOpPMATHBHI JlarpaMu 1
BKJIFOYATH X B JOKYMEHT. Byb-sKy niarpamy Mo»Ha 3p0OUTH HAOYHIMIOKO 1 JIETKO
YUTAHOIO, IOJABIIA TEKCT MOSICHEHHSI, 3aTOJIOBKHU.

Touku naHWX Ha jglarpaMax MPEACTaBISIOTbCS MapKepaMu. 3alIeKHO Bij
BUOpAHOTO THUIY JlarpaMH MapKepamMHu MOXKYTh CIIYXKUTH JiHii, CTOBIIl, Kpanku (y
IVIOCKUX Jiarpamax) abo cektopu (y KpyroBux jaiarpamax). Psg nanux
BiIOOpakaloThCsl Ha JiarpaMax MapKepamMu OJIHOrO KOJbOpy 1 y30py, a Ha
rpadikax 3'€IHYIOTbCS €UHOIO JIHIELO.

11.1IIpo Tunu giarpam.

licrorpama. ['ictorpama [103BOJII€E TPEACTABUTH 3MIHY JAHUX BIIPOJIOBXK
BIJIpi3aHHs yacy. Jliarpamu 1bOro THMY 3py4YHi TAKOX JUIsl HAOYHOTO MOPIBHSIHHS
pI3HUX BeaM4MH. Bick kareropiii B ricTorpami po3TallOBYETHCS MO TOPU3OHTAIL,
BICh 3HAUE€Hb — MO BEPTUKAJI. Take po3TallyBaHHS OCEH MITKPECIIOE XapakTep

3MI1HU 3HAa4Y€Hb B Yacl.
Mponakd B A3MKM
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licrorpama 3 HaKONMMYEeHHSIM J03BOJISE TPECACTABUTH BITHOIICHHS OKPEMHX
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Ha oO'emuiii rictorpami 3  TEpCHNEKTUBOIO  TOPIBHIOBaHI  3HAUYEHHS
PO3TAIIOBYIOTHCS B TIOCKOCTI (Y37I0BXK JBOX ocei). Ha miil TpuBuMipHiN miarpami
MOKAa3HUKU 00'eMiB MpojaxiB mo EBpori 3a 4oTUPW KBapTaiM MOPIBHIOIOTHCS 3
MOKAa3HUKAMHU MPOJAXKiB JIJIs ABOX 1HIIUX ITiAPO31TIB.

I'padik . I'padix Ha0OUHO TOKA3y€e 3MIHY BEJIMUUH Uepe3 PIBHI MIPOMIKKH Yacy.

S0p.

0p- _r/,_,_,-r-‘\- m | & Espona
= R'\————. & ClUs,
40p. :'“\-\_'\.)/_/. = FAnoHra

20p + +
Ke. 1 Ke. 2 Ke.3 ke. 4

Kpyrosa paiarpama. KpyroBa niarpama moka3ye BiJIHOIICHHS PO3MIpiB
€JIEMEHTIB, CTBOPIOIOUMX PAJT JAHUX, JO CYMH €JIEMEHTIB. 3aBXIH BIJOOPAKAETHCS
TUIBKK OAWH P AaHUX. Takuil TN JailarpamMu JOIIJILHO BUKOPUCTOBYBATH, KOJIU
HEOOX1THO MIJIKPECIUTH BaXKIUBUH €JIEMEHT.

| Tipomawa oGemos |
Hamrres Hecepr
0, 15%
Cym
153%
Evrrepbpomes
(CamaThL 0%,

EARY
st monermieHHsT poO6oTH 3 PUCEHBKMMH CEeKTOpaMu B OCHOBHIN miarpami ix

MOHa 00'€THaTH B OJIMH €JIEMEHT, a MOTIM PO30MTH B OKpPEMY Jiarpamy Iops 3
OCHOBHOIO.

ToukoBa jgiarpama mOKa3ye B3a€MO3B'A30K MIXK YHCIOBUMH 3HAYCHHIMHU
JEKUTBKOX PSAIB JaHuX abo0 BiioOpakae ABI TPYIMU YKCEN SIK OJUH PsII KParok 3
koopauHatamMu X 1 Y. EnemenTu naHux Ha 1 aiarpami 3ocepepkeHi B rpynu (ix
po3nojin  HepiBHOMIpHMM). Taki JiarpaMd 4acTO BUKOPUCTOBYIOTHCS IS
MIpECTaBJICHHSI Pe3yJIbTaTiB €KCIIEPUMEHTIB.

Po3TamoByrouu J1aHi, TOMICTUTE 3HAYEHHS X B OJWH CTOBIMEIb 00 OJWH PAJIOK, a
BIJIMOBIHI 3HAYEHHS Y B CYCiAHI PSAKA a00 CTOBIIIIL.

SHEYEHMA X SHAEYEHMA Y
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11.23acobu cTBOpeHHs Aiarpam

CrBopenns 0a30Boi giarpamu. CTBOpEHHS JiarpaMy MOYMHAETHCS 13 CTBOPEHHS
0a3oBoi miarpamu komanaow BeraBka — O0bekT a0 BeraBka — Pucynok —

JNuarpamma a00 HATHCHEHHSM KHOMNKM Ha TMaHeJIl I1HCTPYMEHTIB oy
J1aJIOrOBOMY BIKHI, IO BIAKpWIOCS, Bcmaska o06'exmy, ciin BUOpaTH MyHKT
Hiaepama Microsoft Graph, miciis 40oro B JTOKYMEHT BCTAaBJSIETHCS aiarpama, 3
SKOTO TIOB'sI3aHa sikach 6a3oBa Tabmuis (Puc.1.), sKy ciig po3risiaatu Sk mradoH.
[i ocepenku ciij 3amMOBHUTH BIACHUMH JAHUMM, IPMYOMY 3allOBHEHHS MOKHA
aBTOMATH3yBaTH IIJISXOM IMIIOPTY JIaHUX 3 SIKOi-HEOY b 1HIIIOT TaOIHII].

100 -

80 -

60 - OBocTok
40 - @3anag
20 - OCeBep

1kB 2KkB 3KB 4KB

Puc. 1.

Tabnuiro JaHUX MOKHA 3aKpUTH, HATUCHYBIIM HAa KHOMNKY 3aKPHUTTS BiKHA.
[ITo6 3HOBY BMBECTH Ha €KpaH TaOJIMIO JAaHWUX, HEOOX1THO BUOpATH KOMaHIY

Buag — Pe:xxum TadJaunbl.
Microsoft Graph npumyckae:

1. Bick kateropiit (X) iine y370BXK JOBroi CTOPOHU J11alla30HY €JIEMEHTIB
Ta0JMII JaHUX 1 BUKOPUCTOBYE TEKCT y3JIOBXK I1€1 CTOPOHU M11aa30Hy
SIK Ha3BU KaTErOpii.

2. HazBu  y310BXK  KOpDOTKOI ~ CTOpPOHM  [lala3oHy  MOBUHHI
BUKOPHUCTOBYBATHCS SIK MITKU JIETEHAM JUISI KOXKHOTO PSAY JaHHX.

106 3MIHUTH Opi€HTALII0 JAHUX, BUKOPHCTOBYBaHY 3a YMOBYaHHSIM,
He0OX11HO nojatu komauay Jdanubie — Psabl 00pa3yroT cToab1bl, a00 Ha MaHel
iHCTpyMeHTIB KkHOmKy Ilo croBmisix. Ilpu mpomy Microsoft Graph sk Ha3Bu
KaTeropiil Bi3bMe TEKCT, PO3TAIIOBAaHUHN y370BXK KOPOTKOI CTOPOHH TaOJMII, a SIK

Ha3BU PSAIIB IAaHUX — TEKCT, PO3TAIIIOBAHUHN y3/I0BXK JOBIOi CTOPOHHU TAOJIMII.



Crip 3a3Haunty, 1o npu 3amycky Microsoft Graph manemi iHCTpYMEHTIB 1

MeHI0 Word 3aMiHIOIOTHCS TIaHENISIMH IHCTPYMEHTIB 1 MEHIO nporpamMu Microsoft
Graph.

i thaiin MNpaska Bug Beraska @opmar  Cepeuc  Janubie  [uarpamma  Owne  Cnpaska

) G5 S 100% ¢ | (3] & Ga @ 9 [E] | e | s - HUE]E] 8] 2 - @

o6 Buiitn 3 mporpamu Microsoft Graph 1 moBepHyTHCS 10 penaryBaHHs
JIOKYMEHTa, HEOOXIJHO KJIAIHyTH MO JOKYMEHTY mo3a jiarpamoto. IIporpama
Microsoft Graph 3aBepuiye cBOO po0OOTy, 3HOB 3'IBUTbCSI MEHIO 1 TMaHeml
iHcTpyMeHTiB Word. Jliarpama 1 naHi 30epiratotecs K yrnpoBapkeHi 00'exktu. o6
3HOB 3amycTUTH mnporpamy Microsoft Graph 1 moBepHyTuCcs 110 poboTu 3
Jiarpamoro, Tpeda JiBidi KJIAIHYTH 0 Hii.

CTBOpeHHs jaiarpaMu Ha OCHOBI icHywumx nanux. Microsoft Graph nosBosisie
CTBOPIOBATH JiarpaMM Ha OCHOBI ICHYIOUHX JaHMX, TOOTO MOJKHa IOOYyIyBaTH
JiarpaMmy Ha OCHOBI1 TaOJIUIll, BCTABIEHOT B IOKYMEHT.

J{ns1 11boro HEOOX1THO:

1. BcTraHoBUTH TOUKY BCTaBKHM B OJMH 3 €JIIEMEHTIB TaOJHMIIl 1 BUOpaTH
komanay Tabauna > Beiaeauts — Tadbaumy.
2. Ilonatu xomanny BeraBka — Pucynok — Jlnarpamma.
3. IloBepHyTHCS B JOKYMEHT KJIAIlaHHSIM 11032 Jiarpamoro.
3a pomomororo Oydepa oOMIHY MOKHA CKOMIIOBATH JaHi, MO SKUX Oyne

OynyeTbes aiarpama, 3 gokyMeHTa Word abo 3 1HIIMX 3aCTOCYBaHb 1 IMOTIM
3aMIHUTH HUMHU JaH1 0a30Boi TaOJIMIIl AiarpaMu.

11.3. HagamTyBaHHS 30BHIIIHHOI'0 BULJISIAY AiarpaMu.

CrtBopeny 3a nonomoroto Microsoft Graph niarpamy MoxHa 3p0OUTH HAOYHILIOO
1 1HHOPMATUBHOIO.

IcHye 6e3mi4 pi3HUX TUMIB Jiarpam 1 rpadikiB, IO BIIPI3ZHIIOTHCS CIIOCOOOM
BI3yaJIbHOTO VSBJIEHHS IOB'A3aHUX 3 HUMHU JaHuX. BuOip Tuny niarpamu
IPOBOJAUTHCA B JiajgoroBomy BikHI Tun giarpamu  (dumarpamma — Tun

AUATPAMMBI), SIKE Ma€ psij BKJIAJIOK (711 CTAaHJAPTHUX 1 HECTAHAAPTHUX Jllarpam)
(Puc.2.).
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Tesoarp pesygerers

Cagrame cramaagmas 3 omes

Puc.2.

Bubpapmm  dopmy  mgiarpamMu, TOpUCTYyHalOTh 10 1i  HaJalITyBaHHS.
HanamtyBaHHs JiarpaMu moJisirae y BUOOpi e1eMeHTIB o(popMIIeHHS Jiarpamu i
€JIEMEHTIB TPEICTABICHHS [J@HUX 1 BUKOHYETbCS B J1aJOrOBOMY BIKHI

[Tapamerpu niarpamu (JAuarpamma — [lapamerpsi) (Puc.3.).

=

Puc.3.
EnemenTn mnpencraBieHHs JaHWX — 1€ TOYKM Ha rpadikax, CTOBIIIII
ricrorpaMm, CEKTOPH KpPYrOBHX JiarpaM — 3arajoMm, BC€, IO CIYKWTb HJis

Oe3mocepeHbOro BioOpakeHHsT AaHuX. Ejementu odopmiieHHS — 1€ Ha3Ba
JiarpaMu, Ha3Ba il oceil, JiereHja (cneuiaibHe MoJie, B SKOMY MPUBEIEHI YMOBHI
MO3HAYCHHS JIJIsl TPYN €JIEMEHTIB JaHUX), MIIMNUCH JO0 €JIEMEHTIB JaHUX 1 JIHIT
KOOpJIMHATHOT  CITKM. HanmamTyBaHHS  BUKOHYIOTh  HIJKIIOYEHHAM  abo
BIJIKJTFOYEHHSIM TUX 200 1HIINX €JIEMEHTIB.

Enementu giarpamu  OyBaroTh 3B's3aHMMH  a00 TpUe€THAHUMH. Tak,
HaIpUKJIa, Ha3By JiarpaMu, Ha3By ii Oceil 1 JIereHay MOXHa pelaryBaTH OKpeMo —
11e Ipu€eIHaHl eaeMeHTu opopmieHHs. [lianucu 10 elIeMeHTIB TaHuX penaryBaTh
Ha Jliarpami He MOKHa — BOHU TOB'sI3aHI 13 3HAYEHHSAMHU B 0a30Biil TaONHII 1 TOMY
BBAKAIOTHCS 32 3B's3aHI €JIEMEHTH.

Jlis KOXKHOTO 3 TMPHENHAHUX €JIEMEHTIB O(QOPMIICHHS MOXHA BHUKOHATH
iHauBiTyanbHe opmatyBaHHs. JJis 11,00 Tpeba B MO JiarpaMu KIAIHYTH ABIY1
Ha TOJI NPUEAHAHOTO EJIIEMEHTY — BIAKPHUETHCSA BIANOBIAHE IIaJIOTOBE BIKHO



dopmaryBanns (Dopmar nerenau, Popmar oci, Dopmart ob6xacTi mMoOymI0BH 1 T.
1.).

HanamryBanHs eneMeHTIB JaHUX 1 €JIeMEHTIB oQopMIIeHHS — I sIK Owm
BHYTpIIIHI 3acoOM HaJlallITyBaHHS jgiarpaM. BoHM BH3HA4alOTh BJIACTUBOCTI
niarpamMu K 00'ekty. [IpoTe MOXIMBO TakoX 1 pelaryBaHHsl 00'€KTY B IIJIOMY Y
CKJaai JOKyMeHTa. Tak, HampwkiIaa, g BHUAUICHOI [iarpaMd MOXHA 3a
JIOTIOMOTOI0 MHIIII 3MIHUTH TOPU30HTAIBHUN 1 BEPTUKAIBHUN pPO3MIPH 00'€KTY

IIUISIXOM TIEPETIATaHHS MapKePiB.

Ipukjaan.

06 'emu npooasicie opemexHixu.

Komn'torepu | Moaemu Ipunrtepu Kcepoxcu
1998 pik 15000 10000 11000 10000
1999 pix 14000 9000 12000 9000
2000 pix 14000 8000 13000 8000
2001 pik 12000 10000 14000 10000

0O6csArn npoaax oprrexHiku

—— 1998 pik —— 1999 pik
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12000 -
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8000 4
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2000 4
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12. MaJjoBaHHs 3a J0NOMOroI0 iHcTpymeHnTiB Word.

BukopucranHs umrocTpaliiii 103BOJISI€ CTBOPIOBATH HAOYHIIII 1 TPUBAOIUBIII
nokyMmeHTH. Kpim Toro, Pucronku i giarpaMu MOXyTb iCTOTHO CKOPOTUTH TEKCT:
Kpaiie OJuH pa3 MmoOayuTH, YAM CTO Pa3iB MOYYTH, a TUM OijbIlle MPOYUTATH
CTO CTOPiHOK TEKCTY.

Word namae Oesnmiu rpadiuyHMX 3aco0iB, 3a JOIMOMOTOI0 SKHX MOXHa
CTBOPIOBATH €(EKTUBHIII 1 3pO3yMUIIII JTOKyMEHTH. Tak, 3 HOT0 JOMOMOTOIO
MOJKHA CTBOPIOBATH 1 BCTaBJIATH Puctonku, nonaBatu 00'ektu WOordArt, BcTapisatu
HaITUCH, JllarpaMu 1 Tak Jaii

VY JIOKyMEHT MO’KHa BCTaBJISITU OUU(PpPOBaHI 3a JIONMOMOTOI0 CKaHepa
doTorpadii, KapTUHKK, CTBOPEH1 PI3HUMU TpadiuHUMH IporpamMamu ado y34Ti 3
roropux 01010Tek KapTUHOK. Microsoft Office Bkmodae oOmupHy 010710TEKY
KapTUHOK.

OxkpiM BCTaBKM 3a3/ajieriib MiJITOTOBJIEHUX 3a JIOMOMOTO 30BHIIIHIX
nporpam PuctonkiB, Word Hajae BOymoBanuii HaOlp 1HCTPYMEHTIB ISl CTBOPEHHS
BJIACHUX rpadiyHuX 00'€KTiB. MOKIUBOCTI BUKOPUCTAHHS TaKWX 1HCTPYMEHTIB,
ak Microsoft Graph, Microsoft WordArt abo manens iHCTpyMeHTIB MatoBaHHS
MU PO3TJITHEMO Ha HAIlIMX 3aHATTSIX.

[IpocTi BOymOBaHI IporpaMM, IO TOCTABISAOThCA 3 Word, H03BOJISIOTH
CTBOPIOBATH HEBeNUKI PUCIOHKH, larpamu, rpagiku.

TakuM 4rHOM, B JIOKYMEHTH MOXKHA BKJIFOYATH Pi3HI MO CKJIAIHOCTI 1 SAKOCTI
UTIoCTpartlii — BiJ MPOCTHX HApHUCIB, IO CTBOPIOIOTHCS 0e3 Buxoay 3 Word mo
BUTOHYEHUX PHUCIOHKIB, 1110 CTBOPIOIOTHCS MOTYTHIMH MPOTrpaMaMu rpadiku.

Word Hazae mpocTi i pa3oM 3 TUM MOTYTHI 3aCOOM JJisi CTBOPEHHS PHUCIOHKIB
pPI3HOTO CTYINEHS CKJIAIHOCTI: Bl €JEMEHTapHUX TIeOMETpUYHUX GIryp 10
ckiIagHuX o0'eMHUX (iryp. BukopucToByrour 1HCTpYMEHTH NaHenl MaltoBaHHH,
MOkHa PucyBaTu npsiMo Ha CTOpPIHIII IOKYMEHTA.

Xoya maHedb IHCTPYMEHTIB MaitoBaHHS J103BOJISE BUKOHYBATH JIMIIE MPOCTI
Iii, MpoTe, BUKOPUCTOBYIOUM iX KOMOiHAIlli, MOXXHa CTBOpIOBaTH PuCIOHKU
MPaKTUYHO OyAb-SIKOT CKJIAAHOCTI, MPAIIOBATH 3 TIHAMH, 00'€MOM 1 OCBITJICHHSIM.



OcHoBHi nousaTTa. CTBOpeHHs PUCIOHKIB (Takok 3BaHMX ManroBaHHIM 00'€KTIiB)
3a JIOMIOMOTOI0 IIaHeNl I1HCTPYMEHTIB MaitoBaHHs BiOYBa€eTbCA MPSAMO Ha
CTOPIHIIl JOKYMEHTa B PEXKUMI PO3MITKA CTOPiHKH. IIpu 1mbomMy TEKCT, IO € Ha
CTOPIHIT, 1 MEXI IOJIIB CTOPIHKHU HE OYIyTh MEPEUIKOI010 JIJIsi MalltoBaHHS.

HaPucroBani 00'ekt — niHii, 0araTOKyTHUKH, 1HII (Dirypu — MOXHa BUIBHO
nepeMiIaTH, IEPEeTATYI0UH iX 3a JOIMOMOTOI0 MHUIII IO CTOPIHII (1 HABITH HA 1HIITY
CTOPIHKY). Y KOXHOTO JOKYMEHTa ICHYy€ TPU OCHOBHHUX IIapYyIOUH: IIap TEKCTY,
HIap mij TeKCTOM 1 IIap HaJ TEKCTOM. PHUCYHOK 3a yMOBYaHHSAM PO3MIIIYETHCS B
mapi Hajg TekctoM. Dirypu, 3 axux mnonsraemo PucyHok (abo Bech PucyHok
IIJIKOM), MOXKHA TepeMilatd MDK IuMu Imapamu. [Ipu ctBopeHHi abo 3MiH1
Pucynka MokHa TakoXX BKa3aTH, SIK MEPEKPUBATUMYThCA (IrypH, 3 SKUX BIH
noOyA0BaHui, TOOTO 3a/1aBaTH JIsl KOXKHOTO 00'€KTY CBIi PIBEHb.

Xouva mpu MantoBaHH1 KOKHa (irypa CTBOPIOETHCS OKPEMO, € MOMIJIHMBICTh
3rpymyBaTu JeKuibka (iryp B OJHY, NMpU LbOMY 3 Tpymnoro (iryp MokHa
mpamooBatd K 3 €auHuM 1uiM. [lpu HeoOxigHOCTI (irypu MoOXKHaA JIETKO

pO3TpyITyBaTy.

B nmponeci cTBopeHHs PucyHka He TUIBKM MOXHa, aje 1 MOTpiOHO
EKCIIEpUMEHTYBATH 3 pI3HUMHU 3aco0amMu MantoBanHs. TiNbKM Tak BH 3MOXKETE
OTpUMATH SAKHAWUMOBHILIE YSBJIEHHS MPO BCl MOXJIMBOCTI CTBOPEHHSA PUCIOHKIB B
Word. fxkmio pesyapTar sikoro abo Aii HE BIANOBIJA€ BAIIUM OYIKYBaHHSAM, HOTO
MO>KHA BiAMIHUTH, BUOpaBim komanny [Ipaska, Bigmina.

( MNpumiTtka )

PucyBatu nabararo 3pyuHiiie Ha MOPOKHBOMY JIUCTI, TOMY Tepe]] CTBOPEHHAM
Pucynka ctBopiTh HOBUM AokyMmeHT. [loTim Ha Pucyiite Pucynok, 3rpymyiite
moro, ckomitoiite Pucynok B bydep oOminy, micig doro BctaBTe PHCYHOK B
THITUN JJOKYMEHT.

[Tanens itHcTpyMeHTiB PucoBanue (PucyBanus)

[lanens incTpymenTiB MamoBanus (Puc. 1.) € BOyqoBaHOIO TaHEIUITIO
inctpymentiB Word i1 3a ymoBYaHHSM He BifoOpaxaeTbcss Ha ekpai. I1[00
BioOpa3uTu ii, HATHCHITH KHONKY MatoBaHHsA Ha TMaHedl IHCTPYMEHTIB
CmanoapmHa.

Pucoeanne

Pucosarme~ i | Astopmmypei N w (1O & Al 2 g & - - A~




Puc. 1.
KoxHiii KHONII HAa TMaHeNl I1HCTPYMEHTIB Pucoganue TOCTaBICHE Yy

BIJIITOBITHICTH IIEBHA Jif.

OcHOBHUM 3acO00M 11i€i MaHell € CIUCOK Asmogicypu, MO PO3KPUBAETHCI. Y
HOro KaTeropisix MpeJICTaBICHI 3aroTiBKUA JJIi CTBOPEHHS JIiHIA, MpAMHUX 1
KPUBHUX, MPOCTUX TE€OMETPUUYHMX (PIiryp, GIrypHHX CTPIJIOK 1 BUHOCHHX JIHIH,

KpPECISIPCHKUX €JIEMEHTIB i1 OJIOK-cXeM 1 (DYHKIIOHAJbHUX CXEM 1 IHIIOrO

(Puc. 2.).
|
[peropupz |\ » 1O ) Al & @) @
5,' NuHimn b
2o CoeamHUTENEHLIE MMHAN b
Oenommme dmmmn v |
‘E ;wwpnme:preynpkm : Oog<
Ta Brok-cema » OO A N
¢ CO0Oo
5 3sesabt unewTsl b aoa0
a BeiHockn » @ ~
L Apyrue setodurypsr. ©w
SO0
14>
Puc. 2.

Ha maneni iHcTpyMeHTIB Pucosanue po3TalllOBaHI KHOMKH, IO JIO3BOJISIOTH

HaPucyBatu miHii, CTPUIKK, TPSIMOKYTHUKUA 1 OBaJIM, KHOIKH, 3a7ar04l CTUIIb,
KOJIp JIHIHN 1 1H.

CrBopennss i 3mina d¢iryp. Ilpu cTBOopeHHi 1 penaryBaHHi 0O'€KTiB
BUKOPUCTOBYIOTh HACTYIMHI MPUIOMH 1 3aCO0MU.

1. O6'exTH CTBOPIOIOTH MUIAXOM iX BHOOpPY Oe3mocepeHbO Ha TMaHesl
Pucosanue abo 3 kareropiili crnucky ABTodirypa. SKmo BuUOpaTH SKHii-
HeOyIb IHCTpYMEHT MaitoBaHHS 1 MEPEeMICTUTH MOKKYMK MHIII Y BIKHO
JOKYMEHTA, MOKKYMK MUIII1 MEPETBOPUTHCS HA XPECTHK. SIKIIIO HATUCHYTH
JIBY KHONKY MUII 1 MepeMillaTé ii MOKaX4YHK, TO MPU LbOMY MOYHETHCS
MamtoBanust 00'ekty. MaioBanHsi  00'€KTy  3aBEepUIYETHCS,  SKILIO
BIAMYCTUTH  JiBy KHomKy wmumi. [lpu  MamoBanHi  00'eKTiB
BUKOPUCTOBYETbCS BUOpaHWUW paHime Kojaip 1 cTuiab JiHid. OO6'ekT
Pucroerbes B mapi HaJi TEKCTOM 1 ITEPEKPUBAE PEIITY BCiX 00'€KTIB.



2. Tlicns Toro, sk mporiec MamoBaHHsl 3akiHUYeHHH, TpadiuHuii 00'€KT
3QIMIIAETHCS BUIIICHUM. HaBKOJO HBOTro 3'SBISIOTHCS MapKepu 3MIHU
po3mipy. IIoku 00'€KT 3aHIIAETBCS BUAUICHNM, HOTO MOXXHA 3MIHIOBATH.
[X posMmip pemaryeTbest MIIAXOM NEPETATAHHS MapKePiB BUIIIEHOTO 00'€KTY
B T0JI1 TOKYMEHTA.

3. Bcepenuny ABTodirypu MOXKHa IoAaTH TeKCT. I 1boro HEOoOX1JTHO 3
KOHTEKCTHOTO MeEHI0 mnojatu komanay Jomatu Tteker. Ilicins yoro
ycepenauHi ABTo(irypu 3'SBUThCSI TOUKa BCTaBKH.

4. 3pydHrM 3aco00M, IO CIPOIIYE CTBOPEHHS TE€OMETPUUYHUX QIryp, €
JIomoMibkHa koopauHaTHa ciTka. Komanporo JleiicrBus — Cerka
BIJIKPUBAIOTh J1aJIOroBe BIKHO [lpus'sizka 0o cimku. Y HIM 3aJal0Th KPOK
CITKM 1 cmoci0 BioOpaK€HHS TOPU3OHTAIBHUX 1 BEPTUKAIBHHUX JIIHIH.
[Ipanopeup Ilpus'sizatu 10 ciTku 3abe3neyye TOYHE MO3UIIOHYBaHHS
BY3JIOBUX TOYOK (Iryp y By3Jax KOOPAMHATHOI CiTKU. BiH 3pydHHid, SKIIO
CTBOPIOIOTBCSI MPOCTI TeoMmeTpuyHi ¢irypu. [lpu penmaryBaHHi TOTOBUX
(iryp npuB's3Ka A0 BY3JIIB CITKM MOXKE CTBOPIOBATH HE3PYUHOCTI — B LILOMY
BUIMAJKY 1i BIJKIIOYAIOTh a00 BUKOHYIOTh NEPEMIIIEHHS O0O0'€KTIB IpHU
HaTUCHYTIN knaBimi {Alt}.

5. Ilicns 3aBeplieHHS MpOILECY CTBOPEHHS (Iirypu MoKHa MPOBECTH il
dbopmaTtyBaHHs (TOOTO JOAATKOBE HalaIlITyBaHHs i1 mapameTtpiB) . TomuHa
KOHTYPHOI JIiHI1 1 KOJip 3adUBKH O0'€KTY BITHOCSTBHCS IO BIACTUBOCTEH
o0'exty. Bci BmacTuBoCTI 00'€KTIB MOXKHA peAaryBaTy B J11aJJOTOBOMY BIKH1
@®opmar aBtodirypu (Puc. 3.), sKe BIIKpPUBAETHCS KOMAHIOIO
dopmar>aBTodirypa, abo uepe3 KOHTEKCTHE MeHI0 o00'ekty abo 3a
JIOTIOMOTOI0  TIaHesl 1HCTpyMeHTIB MamoBanHga. KpiMm Toro moskHa
CTBOPIOBATH TiHI 1 TPUBUMIPHI €(EKTHU, a TAKOX 3MIHIOBATU MEPCIIEKTUBY
TPUBUMIPHOTO 00'€KTY, 00epTar04YH Horo.

6. IloBopoToM 00'€eKTy MOKHa YOPABJISITH AUCKPETHO 1 Oe3mepepBHO. Jlis
MOBOPOTY (hirypu BUKOPUCTOBYIOTh KHOMKY BinbHe 0O0epTaHHs Ha maHesl
IHCTpYMEHTIB Pucosanue . JIns moBopoTy Ha (PIKCOBAaHUN KYT 3HAUECHHS
KyTa BBOIATH B TMoje JiuwiabHUKAa [losopom Ha Brianui Poszmip
nianoroBoro BikHa @opmam asmoicypu.

7. B3zaemogiss PucboBaHOro oO0'€KTy 3 HABKOJIMIIHIM TEKCTOM MOXE OyTu
JOCTaTHE CKJamHUM. Tak, Hampukiad, TEKCT MOXe 0OTikaTu PHCYHOK MO
3a/laHiil cxeMi, ajie BiIH MOXKe JiexkaTH 1 moBepx Pucynka, i mig Hum. Bubip
MeTomay B3aemomaii PucyHka 3 TEKCTOM BHKOHYETHCS Ha BKIJIAJIII
Tlonooicenns B nianoroBomy BikHI @opmam asmodizypu.




Puc. 3.

He nuBnsuuch Ha Te, 10 pu MatoBaHHI BU TMPAIIOETE 31 BCIEIO CTOPIHKOIO, a
HE 3 OKpEeMUM ad3aIioM, CTBOPIOBaHU PHCYHOK Oyze IPUKPIMIICHHUHA 10 OJTHOTO
3 ab3amiB (3a yMOBUaHHSAM - [0 HauOmmx4doro). [lpu BuminenHi rpadigHoro
o0'ekTy mopsa 3 ab3amoM, 0 SKOTO MPHUKPIMICHUH 00'€KT, 3'IBISETHCS

Pucenbkuii sikip (CUMBOJ NPUB'SI3KU 00'€KTY).

01

b
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Puc. 4.

3a ymoBuanHsM Word He BioOpaka€ CUMBOJIA TPUB'SA3KU TpadiuHuX 00'€KTiB.
[Ilo6 3pobutu iXx BUAUMHMH, HEoOXigHO BuUOpaTH KoMaHay CepBHC —>
I[MapameTpbl, po3KpuTH BKIAAKY Bua 1 BCTAaHOBUTH Npanopers NpUB'S3KY

00'eKTIB.
PoboTa 3 rpagikoro B mapax

Buiie Oynu po3misiHyTi crnocoOu mepeMillieHHd rpadiyHuX OO0'€KTIB B JIBOX
BUMIpIOBaHHAX. BukopucTtanHs mapiB 3abe3nedye MOXKIUBICTh TMEPEMIIICHHS
rpadiku B TpeTboMy BuMipioBaHHI. KoxkeH 00'€KT, 10 CTBOPIOETHCS abo
BCTaBJISIETbCSI B JIOKYMEHT, PO3TAlllOBYETHCA B OKPEMOMY IPO30POMY IIapi
MOBEPX TEKCTY, TAKUM YHMHOM, JOKYMEHT, [0 MICTUTh IrpadiyHi 00'€KTH, MOXKe

pOo3TasaaTrCs sIK HaOl1p 1apis.



3MIHIOIOYH TOPAIOK MPOXO/KEHHS TpadiuHUX IIapiB B JTOKYMEHTI, MOXHa

MOMIIIATHA OJUH 00'€KT 3BEpXy a00 3HU3Y 11010 1HIHX 00'ekTiB (Puc. 5.).

Puc. 5.

KpiMm TOrO, 110 MOKJIMBICTH MOKHAa BUKOPHCTOBYBATH JIJIsl 3MIHM BiJTHOCHOTO

nosiokeHHs rpadiku 1 Texery (Puc. 6.).

I'padika i Tekcr

Puc. 6.

Jlst mepepo3noauty rpadivyHUX mapiB HEOOX1THO BUKOHATH HACTYIIHI JIii:

1. Buapinutu rpadiuanii 00'€KT, pO3TallIOBaHUH B MIEPEMIIITyBaHOMY IIIapi.

2. Bigkputu mento Jlii Ha maHeni iIHCTpyMEHTIB MalltoBaHHS 1 BUOpATH TyHKT
[Topsinok a6o BuOpatu myHKT [1opsimok B KOHTEKCTHOMY MEHIO 00'€KTY.

3. VY migmiato nyHkTy [lopsimox BuOpatu HEOOXiTHUN MyHKT:

Ha nmepenniit mnan. [lepemiteHHss BUAUIEHOTO 00'€KTy Ha TIEpEIHIM
TUTaH.

Ha 3agniii nnan. [lepemineHHst BUAIEHOTO 00'€KTYy Ha 3aJIHIN MJIaH
[Tepemictutu Bmiepen. llepemimieHdss BUAUICHOTO O0'€KTy Ha OJHH
map BHepe.

[lepemictutu Hazan. [lepeminenns BUAIICHOTO 00'€KTY Ha OMH LIap
Hazaj.



o [lomictutu mepen TekctoM. Po3mimeHHs BUITIEHOTO 00'€KTY MOBEPX
TEKCTOBOT'O 1I1apy.
e JlomiTut 3a TekcToM. Po3MilieHHS BHAUIEHOTO O0'€KTY IMO3ady
TEKCTOBOTO IIapy.
Po3mimennsi rpadgikm B TexkcroBomy moJi. ['padiunmii o0'ekt Mmoxe OyTu
nomimeHuit B TekcTtoBuil mmap. [lpu mepemimieHHi 00'€KTy B TEKCTOBUU Iap
MOXHa BKa3aTH PEXKHUM OOTIKaHHA TEKCTY HAaBKOJO Ihoro 00'ekTy. Puc. 7.
UTIOCTPYE TPH PI3HI PSKUMU OOTIKAHHS TEKCTY.

Buxopucmanns inlocmpauiii

Buxopucranss UTIOCTparii JI03BOJISIE
CTBOPIOBATM  HAOYHIIN 1  IpUBaOJIMBINI
nokymeHTH. Kpim Toro, Pucronku 1 miarpamu
MO’KYTb ICTOTHO CKOPOTHUTH TEKCT: Kpalle OJUH
pa3 mo0ayuTH, YUM CTO pa3iB MOYYTH, a TUM
O1yIbIIe TPOYUTATH CTO CTOPIHOK TEKCTY.

Word namae Oe3miu rpadiyHux 3acoliB, 3a
JOTIOMOTOI0  SIKMX  MOXHa  CTBOPIOBATH
e(eKTUBHILII 1 3pO3yMUTIII JTOKYMEHTH. Tak, 3
HOro  J0MOMOTOK  MOXHAa CTBOPIOBaTH 1
BCTaBiIsATH  PucioHku, nomaBatu  00'eKTH
WordArt, BCTaBIsATH HAmMCH, JlarpamMu 1 Tak
nami

VY NOKyMEHT MO>KHA BCTaBJISATH OLU(POBaHI 3 IO
MOTYXKHICTIO cKaHepa ¢oTorpadii, KapTHHKH,
nporpamaMu abo y34Ti 3 TOTOBUX O10110TEK
kapTuHOK. Microsoft Office Bkitouae oOmIUPHY
0107110TeKy KapTHHOK.

Puc. 7.

Jlist po3mitieHHst TpadiyHOTO 00'€KTY B TEKCTOBOMY IIapl HEOOX1HO BUKOHATH

HACTYMHI Aii:

1. Buaginutu 06'exT 1 mogatu komanay @opmat — ABrodurypu(O06'exT).
2. Binkpurtu Braanky I[lonoowcenns (Puc. 8.)



Puc. 8.

3HaYOK KO>KHOTO 3 PEKMMIB UTIOCTPYE BIAMOBIIHUN CHOCIO OOTIKaHHSA

TEKCTY.

3. JIBiul KJIAIIHYTH HaA OJHOMY 13 3HA4KiB B Tpyni OOTIKaHHSA UIsI BUOOPY
BIIMOBIHOTO peXUMy a0o0 KIAalHyTH Ha KkHomill JlomaTkoBo s
JIOIATKOBOTO ~ HAJNAIITYBaHHS IMapaMeTpiB  OOTIKaHHS TEKCTy 1
MOJIOKEHHS TpadiuHOTO EJIEMEHTY.



3rpymnyBaHHs HaMallbOBAaHMX OO'€KTIB TMEpPETBOPIOE iX Ha ofuH 00'ext. Ilpum
MastoBaHHI 3py4HO BHUKOPHUCTOBYBATH JpiOHI rpymu 00'ektiB. I[lepemimaru x
Kpalie OJuH BEIUKUN 00'€KT. YTpynyBaHHS KOMIIOHEHTIB J03BOJISIE MPAIIOBATH 3
CKJIQIHUM O0'€EKTOM SIK 3 €IMHHUM IIJTUM 1 BUKIIOYA€ BUMAJAKOBUN 3CYyB OKPEMHUX
koMmrnoHeHT. II[o0 3rpymyBaTu AeKiUIbKa €JIEMEHTIB, HEOOXIJHO iX BHUIUIATH 1
BUOpaTH NyHKT ['pynyBaT B KOHTEKCTHOMY MEHIO abo B MeHI0 /lii Ha maHeml
IHCTpYMEHTIB MaitoBanHs. {11 MIBUAKOTO BHUJAUICHHS JEKUIbKA PO3TAIIOBAHHMX
psaoM O0'€KTIB MOXKHa KIAlHyTH Ha KHomili Bubip o0'ekTy Ha TaHeml
IHCTpYMEHTIB MaimoBaHHsl 1 pPO3TATHYTH MNPSIMOKYTHY 00JacTh BHIUICHHS,
OXOIUTIOYM Her HeoOxiaH1 rpadiuHi 00'ektu. Word BUAUIMTE BCl 00'€KTH, 11O
3HaXoAAThCs B obOsacti BunauieHHs. o0 posrpynmyBatu rpadiuni 00'exTH,
HEOOXITHO BUIUIUTU BIAMOBIIHUM CKJIaAHUN 00'€eKT 1 BHOpaTH KOMaHIY

PosrpynyBaTtu 3 KOHTEKCTHOTO MEHIO a00 MeHto Jlii maneni MamroBaHHs.



Hammcom € rpadiuauii 00'exT, 1110 MICTUTh TEKCT. TEKCT, YB'I3HEHHUM B HAIIHC,
MOKHA BUIBHO TIEPEMIIIATH IO CTOPIHII 1 ¢opMaTyBaTH HE3aJeKHO Bij

OCHOBHOI'O TCKCTY.

JInst CTBOpEHHA HAmMCy HEOOXITHO HATHUCHYTH KHomky Hamuc — Ha manem
1HCTpYMEHTIB MantoBanHsa a00 nojgatu koMaHay BceraBka>Hanmick. [lokaxuuk
MUIIl TEPEeTBOPUTHCS Ha I1HCTPYMEHT MatoBaHHs, 3a JOIOMOTOI0 SIKOTO
Pucroetscst pamka Hamucy. Ilicas toro, sik Hanuc Oyzae HaPucboBaHuii, Kypcop
ONUHUTBHCSA YCEPEAUHI NPSAMOKYTHOI 00JacTI HAmucCy, MICIAS 4YOro MOXKHA

BBOJOUTH TCKCT.

Skio mepeq CTBOPEHHSIM HAMKUCy HE OyJd BHUAUICHI: ()parMEHT TEKCTy abo
AKUN-HEOY b 00'€KT, TO OyJle CTBOPEHUI MOPOXKHIM Hamuc. [Hakme BUALICHUA

dbparmeHT Oye aBTOMaTUYHO MEPEHECEHUI B HAITHC.

dopmaTyBaHHA TeKCTy Hamucy. DopMaTyBaHHS TEKCTy HANUCy HIYUM HeE

BIJPI3HAETHCS BiJ (POpMaTyBaHHS OCHOBHOTO TEKCTy JoKymeHTa. dopmaryBaHHS

a03aIliB B HAMMCl TaKOXX HIYMM HE BIAPIZHAETHCSA BiA (GopMaryBaHHs ab3alliB B

o
d

o

OCHOBHOMY TEKCTi IokyMeHTa. [Ipote, icHye cneriansHuii mpuitom ¢hopMaTyBaHHS

TEKCTY, XapaKTepHUM ISl HAMMKUCIB: TOBOPOT TEKCTY Ha OIK:

1106 moBepHYTH TEKCT HAMUCY Ha 01K, HEOOXITHO:

e Bumiinuri Hanuc
e Jlomatu xomanny Popmar — HamnpasieHnue Tekcra. 3'SIBUTHCS
nianorose BikHO Hanpasnenue mexcma.



o VY rpyni Opuenmayus BUITUTU OJIMH 3 MOXJIMBUX BapiaHTIB.

Bukopucranis 3B's3aHux HamuciB. [Ipu BepcTii JOKyMEHTIB QyKe 3pY4YHO 1
e(eKTUBHO BUKOPUCTOBYBATH 3B's13aH1 Haonucu. 3B'13an1 Hagnucu o0'eqHyIOTHCS
B TOCHIAOBHMN JNaHIIOKOK. [lpu dopmaryBanHi 1 pemaryBanHi Tekcty Word

Mpeamer u 3agaui
iHdopmaTuku.

IHpopmaTuka — Le

TEXHUYHA HayKa, AKa
CNCTeMaTnusnpye metoamn

CTBOPEHHSA, 36eperkeHHs,
06pobKu i nepepgavi
iHpopmau,ii 3acobamu
cpeacTeammobumcnoBand

MEPEHOCUTh TEKCT 3 OJIHOTO 3B'SI3aHOT0 HAMKCY B 1HITY aBToMatnyHO (Puc. 9.).

Puc.9.
JI71st cTBOpEHHS 3B'A3Ky MK HamucaMu HEOoOX1JHO BUKOHATH HACTYITHI [

1. BuainuTy mo4aTKOBHM Hamuc, KWW PO3TALIOBYETHCS MEpPEN IPYTUM 13
3B'SI3yBaHWX HAITUCIB B JIAHIFO31 3B'SI3KIB.

2. Ilpy upoMy 3a YMOBYAHHSM BIJOOpa)KaeTbCsl MaHENb 1HCTPYMEHTIB
Hagmucs (Puc. 10.). SIkmo maHenb He 3'IBISETHCS aBTOMATHYHO, CIIi
nogatu komanay Buag — Ilaneaun uacrpymentos — Haanuce.




Puc. 10.

3. Knannytu Ha kHomiii Cmeopumu 36’30k 3 HAIKUCOM Ha MaHewl
IHCTPYMEHTIB.

4, KiaiiHyTH B MeKaX IMOPOKHBOT'O HAIMKCY, 3 SKUM MOTPIOHO CTBOPUTHU
3B'SI30K

Jlyia BuganeHHs 3B'A3Ky MK HalUCaMU CII1J] BUIIJIUTH TEPITY 3 ABOX 3B'SI3aHUX
HaIMCIB 1 KJAIHYTH Ha KHomii Po3ipBaTy 3B'I30K 3 HACTYNHOK Ha MaHel
iHcTpyMeHTiB Hammce. Komanau 1yst cTBOpeHHS 3B'A3KIB a0O0 iX BHJAJICHHS

MOJKHA IIoaaTn 1 4Ccpe3 KOHTCKCTHC MCHIO.



[Ipu cTBOpEeHHI1 PI3HUX JOKYMEHTIB YaCTO BHHHUKA€E HEOOXITHICTh MPUBEPHYTH
yBary J10 sSIKux-HeOyJib pO3JIUIIB, BUAIIUTH BaKIUBI MOMEHTH, 3pOOUTH aKIICHT
Ha JeTalsix. Y TaKWX BHUIAJKaxX CJIOBa TOBHHHI HE TUIBKH TEpelaBaTH CEHC
TEKCTy, ajie 1 3BepTaTu Ha cebe ymary. Tak, epexTuBHO odopMieHi razeTHi
3aroJIOBKM MPHUBEPTAIOTh yBary J0 CTaTTl, MNPO(PECHOHATIBHO PO3pOOIIeHI

JIOTOTHUIIN IICPCTBOPIOIOTH CJIOBA B CUMBOIJIN, 110 JICTKO 3aHaM'SITOBy10TBC$I.

o cxknany Microsoft Office Bxoauts nporpama WordArt, 3a 101omMororo sKkoi
MOKHA 3BHYAMHHUI TEKCT JOKyMEHTa IMepeTBOpUTH Ha rpadiuyHuii obOpa3. Ha
puc. 11. npuBenenuii npukiajg rpapigHOro 06paszy, CTBOPEHOro 3a JTOMOMOTOI0

nporpamu WordArt.

Sl y i.m"i% 41‘3!\‘0‘5

Puc. 11.
[[1o6 ctBOpuTH 00'eKT WordArt:

1. TlomicTuTe Kypcop B Te€ MicCle JHOKYMEHTa, KyAu HEOOX1AHO BCTaBUTH
00'€eKT.

2. Ha maneni iHcTpyMeHTiB MantoBanHs a00 Ha MaHeNl IHCTPYMEHTIB
WordArt natucaytu kHomky [lomatu o6'ekt WordArt  abo momatu
koMmanay BcraBka>picynok> O0'ekt WordArt. Biakpuetbcs BIKHO
kosekiii WordArt (Puc. 12).



Konnexuns WordArt =X

BeibepyTe Hyxroii Cvn Haankot WordArt:

mrlb“t worda,,| Wordhrf | WordArt iw

1174 WordArt Wordrt o222 Wordset| £ '
WordAPt oiinie | Worchrt| Word At
Wordaed| Wartirt | Wardhet | Wl o) ¢ %

e [ B B e |

Puc. 12.

3. Buainutu ctuns dirypHoro tekcty 1 HatucHyTd KHOnky OK. 3'aBUThCS
niajmorose BikHO 3MiHa Tekcty WordArt (Puc. 13.).

Vsmenenve Texcra WordArt (=]
Wevgr: pasnep:
TAial [=] /3 [=] (]

Tecer

eKCT Haganuncu

Puc. 13.

4. YV cnucky, mo poskpuBaetscs, [lpudt 1 Po3mip BuOpatu motpiOHuii
mpudT 1 Horo po3mip.

5. ¥V nom TekcT BBecTH MOTPIOHUIN TEKCT.

6. Hatucnytu knonky OK.

WordArt BcTaBUTh CTBOpPEHUH O0O0'€KT B JIOKYMEHT, BHUKOPHUCTOBYHOYH
napametpu (opmartyBaHHS 3a ymoBuaHHAM. [lomameima pobora 3 006'ekTOM
WordArt HiunM He BiAPI3HAETHCS BiJ pOOOTH 3 IHIIUMU TpadidyHUMHU 00'eKTaMH

B noxkymenti Word.

OcHogH1 omepartii ¢popmaryBanns 1 3MiHu 00'ekty WordArt mpoBoasThCA 3a
nonomMorow maneni 1HCTpyMeHTiB WordArt (Puc. 14.), sika aBTOMaTuydHO

BioOpakaeThes npu BuALICHH] 00'ekTy WordArt.



Puc. 14.

13. CrBopeHHsi MaTeMaTHYHUX GoOpPMY.I.

JlocTaTHBO YacTO B  CTBOPIOBAaHMI JIOKYMEHT HEOOXITHO J10JaBaTH
MaTteMaTtuyHi GopMynH. 3 IIUM JOBOJUTHCS CTUKATHUCS HE TIIbKM MaTeMaTHKaM,
ajie TaKoX 1 IHIIMM (haxiBISIM, HAPUKIIAJ, EKOHOMICTaM, MeHemkepaMm. Word He
Ma€e BJIACHUX 3ac00iB i1 poOOTH 3 MaTeMaTUYHUMHU (POpMyJIaMmH, aje BiH
OCHAILIEHUH crieniaibHuM penakropoM gopmyn Equation Editor, sikuii BXOnuTh B
ctaHgapTHe mnoctayaHHsa Microsoft Office 1 3a momomMoror SKOro MoxHa
BCTaBIIATU B JOKYMEHT (GOPMYIH Pi3HOT KOHDIrypartlii: 1po0u, iHTerpaiu, MaTpHIll
1 1. Ciijl 3a3Ha4UTH, IO CTBOPIOBaH1 (OPMYJIH HIYOTO HE OOYHUCIIIOIOTH, TOOTO
i TepMiHOM (OpMyJia pO3yMIETHCS TUTBKU 300paskeHHS POPMYIL.

BcraBka ¢gopmysn. MarematnuHa Qgopmyiia Moke OyTH BCTaBlieHa B Oy/ab-sike
Miclie JoKymMeHTa. [[s BctaBku hopMyiu B JOKYMEHT HEOOX1THO:
1. TlomicTuTu Kypcop B T€ MICIIE, Jie TOBUHHA 3'sIBUTUCS (PopMmyIa.

2. Bubpatu xomanny BeraBka — OO0beKT, Mmichs 4Oro 3'SBUTHCS 11aJIOTOBE
BiKHO Bcmaska 06'ekmy (Puc. 15.).
=]

Beraexa o Gnexra

Bee e

Puc. 15.

3. BuOparu Bximagky CTBOpeHHS, B CHHMCKY THI 00'€KTy BHUIIIUTH €JIEMEHT
Microsoft Equation 3.0 i vatucaytu OK.

4. B pesynbtati MeHt0o Word OynyTh 3amiHeH1 MeHto nporpamu Equation Editor
(Puc. 16.), Ha expaHi 3'IBUTbCS MaHeNb iHCTpyMeHTIiB Popmyna (Puc. 17.) 1B
JOKYMEHT Oyjie moMilieHu 00'ekT popmyu, ik mokazaHo Ha Puc. 16.



0 fowyment] - Microsoft Word
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Dopmyna
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Puc. 16.
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Puc.17.



VY BepxHiil YacTHHI TMaHEeJl 3HaXOIAThCS KHOMKH, 3a JOTMOMOTOI0 SKHUX MOXHA
BUOWpATH MaTeMaTH4HI CHMBOJHU. 3a JIOMOMOTOK) KHONOK B HIJKHIM YacTHHI
MOXXHa BUOMpaTH MIa0JOHU 1 HAOOPH, IO MICTATH TaKi CHMBOJIM, SIK JPOOH,
1HTerpaiy, cymu 1 Tomy noaioue Ilicis kinananHs Ha Oyab-sKii 3 KHOTIOK MaliTpa,
[0 PO3KPUBAETHCS, MPEICTABIISE CIIEKTP MOXIUBOTO BHOOPY. Y OKpeMy HaliTpy
310paHi OJU3bKI 3a MPU3HAYEHHSIM MaTeMaTU4YHI CUMBOJIM. Jleski mamiTpu MICTSATh
OIWHOYHI «TOTOB1 JIO BXKMBAHHS» CHMBOJIM, I1HII BK/IIOYAIOTh 3B'SI3KH

MaTEeMaTUYHUX CUMBOJIIB 3 TOPOKHIMHU MICISAMH a00 CIIOTaMHU.

Cnom — 11€ yHKTUPHA PaMKa, B Ky MOMIIIAIOTHCS eIeMeHTH popmynu. Y
MIpy JOJaBaHHS TEKCTY, YUcel a00 CHMBOJIIB CIIOT PO3MIUPIOETHCA. AOO CIOT — 11e
noJjie, B SIKOMY 3HaxoJIuTbcid yacThHa (opmynu. KinbkicTe cioTiB y QopMmymi
3QJICKUTH BiJ 1i CTpykTypu. Hampukian, npid mMae aBa CJIOTH: JJiS YHCEIbHHUKA 1
JUIsl 3HAMEHHHUKa. 3a Jonomororo muin abo kiuasimi {Tab} MoxHa nepemimaru
Kypcop 13 ciioTa B ¢jioT. CJ10TH 111a0JI0HIB 3aII0BHIOIOTHCS YHUCIaMH, 3MIHHUMHU a00
BUpazamu y mipy nodynosu ¢opmynu. [1la6imonu Gpopmyi — 11e TOTOBa CTPYKTYpa,
10 CKJIAJIA€THCS 3 CUMBOJIIB 1 CIIOTIB.

Jlsist Toro, mo6 BIATBOPUTH SIKUW-HEOYIb 3 MAaTeMAaTHYHUX CHMBOJIB a0o0
11a0J0H1B hopmyu:

1. Ha mnaHenmi 1HCTPYMEHTIB HEOOXITHO HATUCHYTH KHOIIKY JUIsi BUOOpY
HeoOx1Horo Habopy cumBoIiB 200 mabnoHiB (Puc. 20.). 3'aButhes namitpa,



[0 MICTUTHh HEOOXiaHI cMMBOIM abo mabionu (Ha Puc. 20, me mabmoxu
IHTErpaiB).
2. ITotim BUOpaTH B HiKl HEOOXITHUM €IEMEHT.
Dopmyna @

———————————————
”//////////.I///////////’
o

A .
. .

"/////////AI’///////////‘

Puc. 20.

3. Anst cTtBopeHHs (OpMynau MOTPIOHO MOCHIZIOBHO BUOHMpATH IIAOJIOHU 1
CUMBOJIM 3 BIJIMOBIJHUX MaJITP 1 BCTABIATU iX B cloTU. Jlesiki eneMeHTu
dbopMyI1, HAMPUKIIAJI, 3BUYANHI CUMBOJIM aHTTHACHKOTO ayipaBiTy, BBOASTHCS
3a JOTIOMOTOI0 KJaBiaTypu. BimHOCHE po3TaiiyBaHHs CUMBOJIIB, X pO3MIpH
1 IHTepBaJIM MK CHUMBOJaMu y (OpMyJli BCTAHOBIIOIOTHCS aBTOMATHUYHO.
[Ipote Bci 11 mapaMeTpu MOKYTh OYTH HACTPOEHI 1 YPYUHY.

4.1lpu ctBOpeHHI (GopMyn MOXHAa BHKOPHUCTOBYBAaTHM JiBa MIAXOAU [0
noOynoBu: nepimuii — hopmysia OyAyeThCcsl B Till e MOCTIAOBHOCTI, B SIKIi
BOHA 3amMcyBajiacd O Py4YKOI Ha mamepi; Apyrud — miaxig 0a3yerbcs Ha
MO>KJIMBOCTI «BKJIaJaTH» — BCTABIATH OAWH 11a0JIoH B iHmmM. Lle no3Bomse
CIIOYATKYy MOBHICTIO CTBOPUTH «CKeneT» (OpMyJIH, a MOTIM 3alOBHUTU
CJIOTH HEOOX1THUMHU CUMBOJIAMH.

5. lyxke vacto y (dopmynax BHUKOPHCTOBYIOThCS AaKIEHTH. AKyenmu — T1I€
JIOJIATKOBI €JIEMEHTH, SIK1 JIOJAIOThCs JIO IIA0JIOHIB 200 CHUMBOJIIB, TaKl K
PUCKH, KpaIKH, CTPUIKH BEKTOPIB, TWIbAMU 1 TOMy ToniOHe s momaBaHHS
aKIIEHTY HEOOX1JHO MOMICTUTH KypcOp MPaBOPYY BiJ €JIEMEHTY, 10 SIKOTO

NOTPiOHO JI0JIaTH aKIEHT, 3 MaJITPHU aKIeHTIB BUOpaTu nmoTpiouwmii. [lamiTpa
aKIICHTIB:

"

WE) ML OB BROL BN B OME M
B BEE ORHT EHD B

Ipukaan.
[ToTpiOHO cTBOpUTH HOPMYITY:
1

F(x)= &T f (x)e™dx

[IpononyeThcs nepiuii BapiaHT moOya0BU (OPMYJIIN.
1. 3aBaHTaXUTH peaaKTop Gopmy.

2. Y cnoti, 1m0 3'ABUBCS, Ha KjaBiaTypl HaOpaTH MOCIIJOBHO CHUMBOJIU:
F(x)=



.'.-'.-'.-'.-'.-'.-’.-’.-'..".".".".".".-’.-’
-

g Filx)=

-

-

3. Ha maneni iHCTpyMeHTIB BUOpaTH 11a0JI0H JIpo0y

4. YV cIOT 4HCeNbHUKA BCTABUTH 1, a B HIDKHIA CJIOT BCTaBUTH IIA0JI0H
KOPEHSI, TICIIS YOTO B CIIOT 1] KOPEHEM ITOCTIIOBHO BBECTH 2, a TIOTIM
(, xnaBimer <(> BHUBECTH Kypcop 13 CJOTa Mijl KOpEHEM BIIPaBO BiJ

6. 3amoBHUTHU CIOTH MEX IHTETpaJia BIANOBIAHUMHU cUMBoOJIaMu +(, -(, a B
CJIOT TMiJl 1HTETpajioM BBECTHU MOCTIAOBHO cuMBOM f(X) e, MOTIM
BUOpaTH 11a0JI0OH BEPXHBOT'O 1HACKCY --

EEPF R EP PRy LR PR

o
Fixy= = | flai?

s |

[ AR RRT LR

. |

7. Y cnor mabaoHy BEPXHbOIO 1HAEKCY BBECTH CUMBOJIM 1XY, MICIS YOTO
BHUBECTH KYpCOp 13 CJIOTa 1HAEKCY KJIaBilliero <(> BOPaBO BiJ BHUpa3y 1

BBECTH CUMBOJIH dX
R AR ADE K QNI G L R L Rl

1LE
Flx)= = [ Fexiera

[ o r (]

Jlst BUXomy 3 pelakTopa HEOOXiTHO MEPEMICTUTH MOKaKYUK MUIIl B Oy/b-

AKe Micue mo3a (opMyJor 1 KJIAHYTH KHOMKOK MMII, a00 HATUCHYTH KJIABIILy
<Esc>. ®opMya rorosa.

F(x) :% j f (x)e™dx

CTBopeHHs1 i penaryBaHHsi maTpunb. Ha maHeni 1HCTpYMEHTIB B HamiTpl

[[TabnoHn MaTpHIlb MICTUTBHCS JEKUIbKa INAOJOHIB JUIsi MaTpHUIb 1 BEKTOPIB
neBHUX po3MmipiB. [anitpa [Hlabnonu maTpulib:




[Ipore B PemakTopoBi ¢opMyn MOXKHA CTBOPUTH MATPHUIIO JOBLIHHOTO
po3Mipy (BUKOPHCTOBYIOUM WAGNoOH il ) i HAGYAyBaTH il XapaKTEPUCTHKH, TaKi
SK KIJTBKICTh PSJIKIB 1 CTOBIIIIB, 1X BHCOTA 1 IIUPHUHA, THUI PO3AUIOBUX JiHIN. s
IIOTO BUKOPHUCTOBYETHCS aiayioroBe BikHO Mampuysa (Puc. 21.), mo 3'SBaseThCs
aBTOMATUYHO TICJIS BUOOPY BKa3aHOTo MIabMOHYy abo0 sSKE MOXKHA BUKIUKATH
koMaHao0r0 @opmar — Martpuua.




Hupoki MoxxauBoCTI Pedakmopa ¢hopmyn 1O HaJAIITyBaHHIO 30BHIIIHBOTO
BUTIIALY (OPMYJT TO3BOJISIFOTH TMOJICTIIUTH CIIPUHHSITTS HaBITh HAWCKIIAIHINIOL
dbopmynu. Jlo HamalmITyBaHb BIHOCSTHCA HaJallITyBaHHS 1HTEpBaJiB, BCTaBKa
pI3HOrO BHUJY NPOIYCKIB, BUPIBHIOBaHHA (GOpMYJ, 3MiHa PO3MIPIB 1 CTHIIIB
mpuQTIB.

HanamryBanus intepBadniB. [llabmonun B pemaktopoBi (opmyn € €IuHUMHU
[IJTUMH, MPOTE MOXKHA HACTPOIOBATHU 1HTEPBAIM MDK 3HAYKAMH 1 CJIOTaMH, IO
BXOJISThH B IIIA0JIOH.

Jlnst HajamTyBaHHS 1HTEpBalIiB HEOOXinHO BUOpaTH KomaHay dopmatr —>

HNurepBa, micis 4oro 3'sBUTHCS Alanorose BikHO /mmepsan (Puc. 22.).

Merepean [T
Mexaycroossa wirepsan B -
PACCTORHVE MEXY CTPOKEMNA [1s0% Otmera
PaccToAHWE MEXAY CTONBUAMH 100% L= e
BoicoTa BEpXHEro MHAEKCE 45% y = I
Try6iHa HIDRHEro HHAEKCa [25c OpHmeriTe
BeicoTa sepxHero npeaena [25c =l TorEE

Puc. 22.

BceraBka nponyckiB. OKpiM ICHYIOUMX IHTE€pPBaJiB 1HOA1 HEOOXIJTHO BCTABUTH Y
dbopmyny ponatkoBuil mpomyck (knasima {//ponyck} B PemakTopoBi dopmyn
O0axxanoro edexty He Aae). Ha maHeni iHCTpyMEHTIB MOXHa BHUOpPATHU MPOITYCKH
'ty po3MipiB. BoHU po3TaloByOThCS Ha MATITP1
[Ipomycku 1 OaraToKpanku:

ish

it ab
;ababah

# - HymboBuii mpormyck

@ | - [Ipomyck (po3mipom B 1 MyHKT)



b .
= - KopoTkuii npomyck (0jHa MI0CTa YaCTUHA JOBIOIO HMPOIIYCKY)

* - Cepenniii npomyck (01HA TPETS YACTHHA JOBIOTO MPOITYCKY)

48 - Tosruit HPOITYCK

3MmiHa po3mMipiB i cruiiB mpudTiB. Y penaktoposi popMys HeMae 0OMEKEHb Ha
BU3HAUyBaHI CTWII, NPOTE€ TMPU 3alucl MaTeMaTUYHUX (HOPMYN JOLUIBHO
JOTpUMYyBaTUCA TIpaBui OGOPMIICHHS, SIKI MPUHHATI B JIPYKapChbKUX BHUIAHHSIX.
Jns GaraThoxX CTHIIB A00pe MiAXOAWTh IIPU(PT OCHOBHOTO TEKCTY JOKYMEHTa
(ocHOBHMIA mIpUPT).

Maremarnunuii. Mamemamuunuii cmuip He MICMUMb GU3HAYEHHA wipugmy i
300paxcennsn cumeonis. Ilpu pooomi 3 wyum cmuiem GUKOPUCHOBYEMbCA
CHeyialbHULl  a120pUmm PO3NIZHAGAHHA IMEH MamemamuyHux @QyHKyii,
Hanpuknao sin, log aoo exp. Imenam Qyukuiit npusnauaemovca cmuip
«DyHKuiay, OyKeu, uio He IOHOCAMBCA 00 YUX IMEH, MAIOMb CIMULL «(SMIHH).

Tekct. Cmunpy «Texcmy» 6UKOpUCMOBYEMBCA, KOIAU HEMAE He0oOXiOHocmi
po3niznagamu cepeo c1ie, W0 6600AMbCA, iMeHa (YHKuil, 3MIHHI, 6eKmopa,
mampuui i iHwi Mamemamuyri ejaemenmu. /A yb020 CMUI0 aémomamuiHe
PO3NI3HAGAHHA  MAMEMAMUYHUX CUMBONI6 I iXx (popmamyeanns He
sukonyromoca. Inmepeanu minc croeamu cmuarw «Tekcm» oOoodaromwvca 3a
oonomozoro kaagiwi INPOIIYCK. Y yvomy cmuni 00uiibHo 6UKOPUCHIOBY6AmMU
OCHOGHUIL WPUPm 0OKyMeHma, 3 MuMm iHce 300PaAHceHHAM CUMBOIE.

Oyukuis. Cmunb «DyHKYiA» BUKOPUCHOBYEMbCA 011 3ANUCY NO3HAYEHb
CHMAHOAPMHUX MamemamuyHux Qyukuii, nanpuknao sin i log. Y yvomy cmuni
OOUIIbHO BUKOPUCMOBYBAMU OCHOGHUI WIpUpm OOKymeHma, 3 mMum mice
300PANHCEHHAM CUMBOIB.

3minHa. Cmuab «3MIHHA» GUKOPUCHMOBYEMBCA 6 NO3ZHAUEHHAX 3MIHHUX |
Koncmaum. Y uybomy cmuii OOUiIbHO GUKOPUCHOBY8AMU OCHOGHUU wipugm
00KyMenma, ane 3 KypCuGHUM 300pasceHHAM CUMBOJIE.

I'peubki. lleli cTuib CIOYyXUTh ISl HANMCAHHS PSIJIKOBUX TPEIbKUX OYKB.
BuxopucroByethes mpudt Symbol, 3a3Buuail 3 KypcUBHUM 300paKEHHSIM.



CumBois. Cmunb «Cumeon)» GUKOPUCHMOBYEMBCA 6 MAKUX MAMEMAMUYHUX
onepamopax, AK + abo =, y cumeonax cymu i inmezpana i momy nooione Yy
peoakmoposi hopmyn ubomy cmunto mae Oymu npusnadenuil wipugpm Symbol.
Martpuns-sekrop.  Ctunb  «Mampuuysa-eekmopy»  6UKOPUCHIOBYEMBCA 6
NO3HAYEHHAX mampuuyi i eeKkmopa. 3a3zeuyail GUKOPUCHIOBYEMBCA MO ice
wipugm, wio i 0141 cmuro «3IMIHHA», MITLKU 3 KYPCUBGHUM 300paxceHHAM. IH0OI
6 UbOMY CIUJIL 3aCMOCO8YIOMbCA wipudmu de3 3apyook, nanpukiao Helvetica.
Yucno. Cmune «Hucno» 3acmocosyemovca 0aa uyugp 6io 0 (uyns) oo 9.
Ilpuznauenna  GUKOHYEMbBCA  AGMOMAMUYHO, YPYYHY 0714  GUOLIEHO20
dpacmenma ye 3podumu HemoNicIUGO. 3a36UUAll BUKOPUCHOBYEMBCA MO HHce
wpugpm, wo i 0na «3MIHHa» I3 36UUAUHUM 300parxceHHAM cumeonis. /lna
UPIBHIV6AHHA cmoOenYie uucen 6 madauyi yugpu cmuarw «Hucno»n marome
oymu oonakoeoi wupunu. Iliti eumo3i sionogioaromv oOazamo uwipugmie ¢
Windows, nagime maxi nponopuyinni wipugpmu, ax Times Roman.
IcHy€e MOXIIMBICTB 3MIHM HIPUQTIB JIJIS 3apE3€PBOBAHUX CTUIIB. J{J1s HbOTO:

1. Bubpatu xomanay Ctuiab — Onpeneants. 3'sIBUTHCA J1a710TOBE BIKHO
Cmunu (Puc. 23.)

2. Bxazatu mpudT AJi1 3MIHHOTO CTHIIIO, @ TAKOXX BCTAaHOBHTH a0 3HATH
npanopiii HamiB:kupumii 1 [loxunuii 1 3aBAaHHSA 300pa)KeHHs

mpudTy.
3. Hatucnytu xnonky OK.
Crnm 15 [t
OTmera

i B e e B B
o S S S S S S S

BucHoBkn

Otxe, TekctoBuil penaktop Word mMae mHMpPOKI MOKIMBOCTI 71l poOOTH 3
rpadiuaME 00 ‘€KTamMu, iX CTBOpPEHHS, pefaryBanHs, GopmaryBanas. Word mae
MOTYKHI MOXJIMBOCTI JIJI1 poOOTH 3 TaOJUIISIMU, iX peAaryBaHHs, popMaTyBaHHS

Ta MPOBCACHHA B HUX HCCKIIAAHUX 00YHCIICHD.



Cnmcoxk BUKOPUCTAHOI JiTepaTypH.
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inpopmaruxu. — K.: 1997. - 304c.
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11.10.A. ladpun. Uudopmarmonnsie Texnonoruu. M., Jlabopatopust bazoBbix
3Hanwmii, 1998.
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2002.
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Konmponwni 3anumanmsi:

[Tepepaxyete nporpamu, mo Bxoaste B ckinan Microsoft Office.
SIkiit mporpami BiAmoBigae po3mmpeHnas doc?

[Tepepaxyete criocobu 3amycky Word.

SIkuit MyHKT MEHIO BiMOBiAA€ 3a (popmaryBaHHs (parMeHTa TEKCTY?
SIK CTBOPUTH HOBY MaHEIh IHCTPYMEHTIB?

Sk momaTv KHOTIKYM Ha IMaHeNlb IHCTPYMEHTIB?

Ha3BiTh OCHOBHI KJIaBIiIII 151 pOOOTH 3 TEKCTOM.

SIki pexXUMU CTOPIHOK BU 3HAETE?

SIk mepeMKHyTHUCS Ha MacluTad, SIKUi HE BKa3aHUM B CITUCKY?

J171s1 90Tr0 BUKOPUCTOBYETHCS TIOTIEPEAHIN TIeperiisia?

SIK po3IpyKyBaTH MOTOYHY CTOPIHKY?

Sk 3amatu opieHTallio JIUCTa?

1o Take KOJOHTUTYJIH 1 A1 4OTO BOHU BUKOPUCTOBYIOTHCS ?

SIKi pe>kxuMu BBEJICHHSI TEKCTY BU 3HaeTe? UM BOHU BIAPI3HIIOTHCS ?
SIK BCTAaHOBHUTH HOBI MIPUPTH?

SIky HEOOX1HO BHUKIMKATH KOMaHay Mo pooOoti 3 mpudrom? Io 3 ii

JIOTIOMOTOF0 MOYKHA 3pOOHUTH?

5.

ki nii HeOOX1THO BUKOHATH, 11100 BCTAaBUTH B TEKCT CUMBOJI, BIJICYTHIA Ha

KJaBiaTypi?

6.
7.
8.
9.

10.
11.
12.
13.
14,
15.

16.
17.
18.
19.
20.
21.
22,
23.
24,
25,
26.

Sxi criocoOu BU 3HA€ETE JJIsl BUIIIICHHS (hparMeHTa TeKCTY.

SIka komaH/1a mpaIfioe 3 ab3arom?

Sk MOXKHa 3a7aTH BUPIBHIOBAaHHS a03airy?

SK BCTAHOBUTH MOJIBIMHUN MIKPSIKOBUM 1HTEPBaAI?

Sk 3agaTH YepBOHUH PAAOK B ab3arli?

SIki criocoOu BM 3HAETE MO HAJAIITYBAHHS BIACTYIIIB 3711Ba 1 cripaBa’?
Sk mepeHecTH YacTUHY TEKCTY Ha HOBY CTOPIHKY?

Sk MOXHa BIIMIHUTH HEMPABUIILHO 3pO0JICHY JT110?

SIxi B 3Ha€TE CIOCOOM KOMitOBaHHS 1HGOpMaIlii?

o Take 0ydep oOMiHy?

ki 3aco0u Jyist poOOTH 3 TAOIUIISIMU BU 3HA€TE?

[Ilo Take TabyMIIl MPOCTOI 1 CKIIAHOT CTPYKTYypU?

SIKi MOXJIMBOCTI peJjaryBaHHs TabIuib?

Sx hopmaTyroThcst TabIUIII?

Sk hopmaTyeTbes BMICT TaOIUIH?

Jliist woro mpu3HadeHa komauaa Tabmurs ( 3aromoBku?
SIx moOymyBaTH JiarpaMy 3a JaHUMU TaOIUI?

SIx popmatyeThes aiarpama?

Sk BuOpatu THm aiarpamu?

K CTBOPIOIOTHCS MaTeMaTU4dH1 (HOPMYIIH B JOKYMEHTI?
Sk 3aBaHTaXyeThCs pefakTop popmyn?



27. Slxa cTpykTypa naHeni Gpopmyn?
28. o Take madmoH?

29. Ilo Take cimot?

30. SAxwuit mops ok cTBOpeHHs hopMyn?
31. Sk popmatyroTecsa Gpopmyin?



