OnepauinHi cuctemun. Microsoft Windows.

Ha ubomy eTtani Bn osHanomurecs i3:

v MporpaMHUM 3a0e3MeueHHsIM niepcoHanbHoro kommn ' torepa (I1K);
CTPYKTYPOIO OIepalifHuX CUCTEM,

omepartiifHoto cuctemoro Microsoft Windows;

odicaumM makerom noaarkiB Microsoft Office;

<N X X

IPHUHIKAIIAMA CTBOPEHHS mpe3enTaliii y Microsoft Office.

1. IIporpamHue 3a0e3nme4eHHS.

[Iporpamue  3a0e3medyeHHs  sBJIsi€  COOOK  CYKYMHICTh  IpoOTrpam
KOMITFOTEPHOI CHCTEMH, SKy, SK TpaBwio, HasuBaroTh SOft  ware.  [lo
nporpamHoro 3abesnedeHHs ([13) BimHOCHUTBCS TakoXK ycsi cepa MiSUTBHOCTI 3
MPOEKTYBaHHS i po3poOku nporpam st [1K:

® TEXHOJIOTiS TPOEKTYBaHHSA TporpaM (TIPOEKTYBaHHS 3TOPH, CTPYKTYpHE
porpamMmyBaHHS TOILO);

® METOAM TECTYBaHHS MPOTPaM;

® METOJAM JIOBEJCHHS KOPEKTHOCTI IPOrpam;

® aHaI3 AKOCTI pOOOTH IIPOrpaM TOIIIO.

[Iporpamue 3abe3nedyeHHs] € HEBIA'€EMHOIO YacCTHUHOIO E€JIEKTPOHHO-
obuncroBanibHol Marman (EOM). Lle noriude mpomaoBKeHHs TEXHIYHUX 3aC00iB
EOM, ski po3muproloTh i MOMKIUBOCTI Ta OOCAT BUKOpUCTaHHA. IcHye Tpm
KaTeropii mporpaMHoOro 3a0e3ne4eHHs:

1) npuxkiaagHi mnporpamMu, 10 0Oe3mocepenHbO  3a0e3MeUyIOTh
KOPHCTYBau€Bl BUKOHAHHS HEOOX1THUX POOIT;

2) CHCTeMHi MpOrpamMu:

e ympaBiiHHI pecypcamu EOM;

® CTBOPEHHS KO BUKOPUCTOBYBaHO1 1H(OpMAIIii;



® TIepeBipKa Mpare3aaTHOCTI MPUCTPOIB KOMI'TOTEPA;
e BHUJaBaHHS JOBIIKOBOI iHPOPMAIIIT PO KOMIT'IOTEP TOLIO.

3) iHCTpyMeHTAJbHi NMpPOrpamMHi CHCTEeMH, SKi IOJICTIIYIOTH IPOIIEC
CTBOPEHHSI HOBUX IPOTpaM UId KOMI'IOTepa. BiblI-MeHIl BU3HAYEHO CKIAIUCS
HACTYIIHI TPYTNH MPOTPaMHOTO 3a0€3MeUeHHS:

e OIlEpalliiiHl CHCTEMH,

e CHCTEMH MPOrpaMyBaHHS;

e IHCTPYMEHTAJIbHI CUCTEMU;

o IHTETpOBaHI NaKETH;

e JMHAMIYHI €JIEKTPOHHI TaOJuIIL;

e CHUCTEMHM MAILIMHHOI Ipadiku;

o cuctemu ynpaniiHHs 6azamu qanux (CYB]);

o TMPUKIIAJTHE IPOrpaMHE 3a0€3MeUCHHS.

2. CTpyKTYypa onepaniiHuX cucTeM.

Omnepaniiina cucremMa — 1€ KOMIUIEKC Iporpam, siki 3a0e3medyroTh
B3a€EMOJIII0 yCIX amapaTHUX 1 NPOrPAMHHUX YAaCTUH KOMIT'IOTEpa MIX COOO0 1
B3a€EMO/III0 KOPUCTYBaya 1 KOMIT IOTepa.

CTpyKTypy onepauniiHol CHCTeMH CKJIaJatoTh:

— SIIPO, SIKE MEepeKIiaac KOMaHIu 3 MOBH MPOrpaM Ha MOBY «MaIlllMHHUX
KOJ1B», 3p03yMLITy KOMIT IOTEPY;

— inTepdeiic — 000JI0HKA, 32 JOTIOMOTOIO SIKOi KOPUCTYBau CIUIKYEThCS 3
koM 'torepoM.  Jlo ckimamy omepamiifHOi CHCTEMH BXOJWUTH CIICIiaJibHA
nporpaMa — KOMaHIHHMA IpoIecop, KOTpa 3aluTye y KOpPUCTyBada KOMAaHIU 1
BUKOHYE iX. OneparlliiiHa cucTeMa MOBMHHA BUKOHYBAaTH KOMAaHAM OIepaliii HaJ
daiinamu (KOMiIOBaHHS, BUIAJIICHHS, TIEPEUMEHYBaHHS, BUBEICHHS JOKYMEHTA Ha
JPYK TOIIIO).

JlpaiiBepu NpuUCTPOiB — 1€ CHEIlalbHI MPOrpamu, sKi 3a0e3MeuyroTh
KEepyBaHHS pOOOTOI0 MPHUCTPOIB 1 y3roKEHHS 1H(GOPMAIIITHOTO OOMIHY 3 THIITMMHU

NPUCTPOSIMU. Bynb-siIkoMy TPHUCTPOIO BIANOBIAAE CBiM apaiiBep. s crporieHHs
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po0OTH KOpUCTyBaua /0 CKIAAy CY4acCHHMX ONEpaliiHUX CHUCTEM, 1 30Kpema, A0
ckimany omepamiitHoi cuctemu WINdOWS, BKITIOYEHI MpOTrpamMHi MOAYII, SKi
CTBOPIOIOTh TpadiuHuii iHTepdelic KopuctyBada. B omepariiHux cucremax 3
rpadiuauM iHTEpdericoM KOPUCTyBaud MOKE BBOJUTH KOMAaHIH 32 JIOMOMOTOIO
MUII, TOAI SIK B PEXKHUMI KOMAHIHOTO pPsAJKa HEOOXiTHO BBOJIUTH KOMaHIU 3a
JIOTIOMOTOI0 KJIaBI1aTypH, III0 BBAYKAETHCS OUIBIIT HAIHHUM.

OnmnepariiiHa cUCTeMa MICTUTh TAaKOX CEpPBICHI MporpaMu abo YTHJIITH.
Taki mporpamMu 03BOJISIIOTH OOCIYTOBYBAaTH JUCKH (IIEPEBIPSATH, CTHCKATH,
nedparMeHTyBaTH TOIIO), BUKOHYBaTH omepauii 3 ¢ainamu (apxiByBaTd TOILO),

MPAIlOBATH B KOMII FOTEPHUX MEpeXax TOILO.

JoBigkoBa cucTeMa TpHU3HAYEHAa Ui ONEPATUBHOTO OTPUMAaHHSA
HeoOXx1HO1 1H(popMallii po (YHKIIIOHYBAaHHS K ONEpaIifiHOl CUCTEMH B IIJIOMY,
Tak 1 mpo podoty ii okpemux monyiiB. Ilpu HaaxoIKEeHHI CUTHalIy MpO 3aIlycK
nporecop 3Bepraetbest no I3 BIOS (Base input/output system). Ilicis
BBIMKHEHHS KOMIT'IOTEpa MpOLECOp TMOYMHAE 3YUTYBAaTH 1 BHUKOHYBaTH
MIKpOKOMaHIH, siKi 30epiratotbess B Mmikpocxemi BIOS. Ilotim BIOS mounnae
NOIIYK  MporpaMu-3aBaHTaKyBauya  omnepariiiHoi  cuctemu.  IIporpama-
3aBaHTaxkyBau Mictutbess B O3Il 1 mounmHae mporiec 3aBaHTaXEHHS (ailiniB
omeparliiHoi cucremMu. J[MCK 3 omepariiiHOI0 CHUCTEMOIO, 3 SIKOrO MPOXOJAUTh
3aBAHTAXEHHS, HA3MBAaIOTh CHUCTEMHMM. Iliciis 3akiHUEHHS 3aBaHTAKEHHS
OTIEpaIlifHOI CHUCTEeMHM KEpyBaHHs TMEpPEeNacThCs KOMAHIHOMY Tpolecopy. Y
BUIAJIKY 3aBaHTAXKEHHs rpadiyHoro iHtrepdeicy ornepaniiHoi CUCTEMH KOMaHIU
MOKYTh BBOAUTHCS 3a JOMOMOTo0 Muilli. OCHOBHOIO OIEpaIliiiHOI0 CHUCTEMOIO 3
1981 mo 1995 poku Oyna tak 3Bana cucreMa MS-DOS. MS-DOS — nerpagiuna
oreparliifHa CHCTeMa, siIka BHKOPHUCTOBYBaja iHTepdelc KOMAHIHOTO PsAIKA, IO
ycknaaaioBano po6otry Ha [IK. [li3nime 3’sBuimcs mporpaMu-000JIOHKH.
OO0os10HKa — e mporpama, sika 3alyCKaeThCsl IiJ KEpYyBaHHAM OIlepamiiHol
CUCTEMHU 1 JomoMarae JIFOAWHI MpaIoBaTH 3 omepariiHo cuctemoro. OxHa 3
HaWOLIBII BIJOMUX 1 PO3MOBCIOPKEHMX B YCbOMY CBITI MpOrpaM-000JIOHOK

nHasuBaerbess Norton Commander. TekcroBuii 1 rpadiuHuii peKUMU poOOTH 3



eKpaHoM iCHYIOTb oOkpemo. Lli pexumu nHecymicHi. Komm’torepu IBM PC
npamroBam 3 Herpagigdoto cuctemoro MS-DOS. Jlo nmossu Microsoft Windows
95 Oymu pospoOieHi aekinbka rpadiunux obosoHok Bix Windows 1.0 mo
Windows 3.11.

PoGotu Hax rpadiunoro onepariiinoro cucremoro 1t IBM PC B komnanii
Microsoft mouanucs me y 1981 porii, ane Brepiie ornepatiiiiHa cuctemMa BUUIILIA Y
CBIT TUTbKH y 1995 pomi mix HazBoro Microsoft Windows 95. Yci nactynHi Bepcii
omepariiiaux cucrem Windows (98, NT, ME, 2000, XP, VISTA, 7, 8, 10) €
rpapiuaumu. Ockb nedkl ocobmuBocTi rpadgiuyHoi o0onoHkun Windows, sKi
BIJIPI3HSIOTH LI€ CEPEIOBUILE BIJT IHIINX:

o 0araro3a/layHiCTh;
O €AVHUI NporpaMHUi 1IHTEp(ENC;
O eauHMi iHTepdeiic KopucTyBaya;

o rpadiunuii iHTepdeiic KopucTyBaya.

BupobHuku anapatHoro 3a0e3nedyeHHs BUTOTOBISIOTH BY3JU 1 MpUIIAAH
Tak, MO0 BoHu Oynu cymicHi 3 Windows. ToMmy, HOBI TpHCTpOi MOXKHa
BCTAHOBJIIOBAaTH B KOMII' FOTEP, PO3PAXOBYIOYM Ha T€, IO YC1 IHIII MPHUCTPOI 1

nporpamu OyAyTh MpaIoBaTH HOPMAJILHO.

3. I'pa¢iuni nporpamu OC Windows.

[Iporpamu OC Windows mist pobotu 3 rpadikoro MICTATH rpadiyHu
penaktop Paint. Jlo ¢byHkii rpadiunoro pemakropa Paint BiIHOCATHCSA HamUcaHi
Jal.

30epekeHHST  JIOKYMEHTIB,  BCTaBKa, IIEPEMIIECHHs,  KOIIOBaHHS,
BunaneHHs. bararokpatHe 30unbiieHHs abo 3MeHIIeHHS iHCTpyMmeHTa. [loBHa
najgiTpa, BUOIp TPEThOrO KOJbOPY JJIS MAJIOBAHHS, IIINETKa, 3aJIUBKa,
KOPHUCTYBaIlbKuii TieH3esb. @opmaTom pacTpoBux (GaiiiB, M0 BUKOPHUCTOBYIOTHCS
y Windows, € BMP. PacrpoBi daitnu, siki mictath rpadiuny iHpopMaliio,
MPEACTABIISAIOTh 11 Y BUIJISAI MIKCENiB, TaKUX K Ha (oTorpadiuyHuX 300pakeHHSX.

300pakeHHst OynayeTrbcsi 1o Toukax. Ilpm 30umbIeHHI MacmTaly MmiKceml



30UTBIITYIOTRCS, 1 300paXkeHHs cTae cxoxuM Ha Lego. ®opmatr BMP pospobisiBes
s OC Windows 1 IIMPOKO BUKOPUCTOBYETHCS B Hiid, ajie BiH OyB po3poOieHui
K KpocrmatrgopMoBuii (opMar, 1 B HOTO € JUIs 1bOT0 BCl HEOOX1HI aTpHOyTH.
3aronoBok (aitmy BMP ckimamaeTbes 3 1BOX YacTHH, BJIAacHE, i3 3aroyoBka «FILE
HEADER» Ta indopmamiitnoi yactuau «INFORMATION HEADER». Yucno
0iTiB Ha mikcenb (Number of bits per pixel) Moxe maTu Taki 3Ha4eHHs: 1 (4OpHO-
oine 300paxenns); 4 (16 xomwopiB);, 8 (256 komwopiB); 24 (16,7 MinpiioHa
KoJibopiB). KpiM Toro, 1e moje BuU3HA4Ya€e HEOOXITHICTh HASBHOCTI KOJIBOPOBOI
tabnuii (color table) ta i Tun. B ogHOOITHOMY 300pa’k€HHI KOJIbOpPOBa TaOIUIA
MICTUTh 2 KOJbOpH, 3a3BMYail YOpHUU 1 Ounmmil. TakuM YWMHOM, AKIIO B JIaHUX
300pakeHHsT OIT A0piBHIOE «0», TO BIH BKa3y€ Ha MEpPIIMNA €IEeMEHT TaOIMIll
KOJIbOPIB, a SAKIIO — «1» — To Ha apyruil. Y 4-0iTHOMY 300pa’K€HHI KOJhOPOBa
TaGMIHIA MicTHTH 16 eleMeHTiB, a kokeH BAMT naHnx 300pakeHHs peCTaBIIsE
2 miKcens, TO0To, 4 «MOJOAIIUX» 1 4 «cTapuIux» 01Ta, K1 BKa3ylOTh Ha €JIEMEHTH
y Tabnuii KoJibopiB. TakoXX ICHYye CTaHJIapTHAa KOJbOpoBa TaOmuIs s 16-
KOJIIPHOTO PEXHUMY, ajie B JaHUM MOMEHT BOHA HE € aKTyallbHOI0. Y 8-0iTHOMY
300pak€HHI KOXEH OalT sBisie cOOO0K OJMH MIKCENb 1 BKa3ye Ha OAMH 3 256
eJIeMEeHTIB Tabnuill KoJbopiB. KonbopoBa Tabnuiis cKiagaeThest 3 256 eIeMEeHTIB,
KOXXEH KOJIp 3akojoBaHuil 3-ma Oailitamu, 1Mo oaHOMY Ha KoxHHE 3 RGB-
KOMIIOHEHTIB ~ Koibopy. Y  24-OiTHOMy  300pa)keHHI KOXXHHUUA  MIKCEJb
npeacTaBieHuil 3-ma Oaittamu: mepmuii — s yepBoHoro (R), mpyruii — mns
3eneroro (G), Tpetiid — 11t cuaboro (B) konbopy.

MantoBaHHsT MOXKHa HPOBOAUTH 1 y mporpami Word i3 BUKOPHCTaHHSIM
BOY/IOBaHMX IHCTPYMEHTIB. Tak, JJig CTBOPEHHS (PIrypHOTO TEKCTYy IMpHU3HAUYEHA
kHomnka «J{ogatu 06’ext WordArt» Ha maHeni 1HCTpyMeHTIB «MaitoBaHHs». [cHye
MOKJIMBICTh JOJIaTH JI0 TEKCTy TiHb, 00€pTaTH 1 PO3TATYBAaTH HOTO, a TaKOXK
BIIUCATH B OJHY 13 cTaHAapTHUX GopM. OCKibkU (PIrypHUI TEKCT € rpadiyHUM
00'eKTOM, Il MOrO 3MIHIOBAHHS, HANPUKIAJ, TOJABaHHS 3aJIMBKU BI3EPYHKOM,
MO’KHa BHKOPHCTOBYBATH KHOIIKHM TMaHeJl 1HCTpYMeHTIB «MamoBanHs». KHomka

«Jlomatu 06’ext WordArt» 3aminuna okpemy nporpamy WordArt.



o6 BukonyBaTu naii Hax rpadiyHUMH 00'ekTamu (T.0.), X MOTPIOHO
CTHOYATKy BHJILIUTH, a MOTIM BHOpaTH MOTPiOHY KOMaHTy 3 MeHI0 «/lii» Ha manemi
«MamoBanHsi». 3a  JOMOMOTO0 MeHio «/Jlii» MoXHa 311HCHIOBATH HACTYIIHI
orepartii.

1. I'pynyBatu rpadiuni 00’€kTH, TOOTO, 30MpaTH B €IUHUN 00 €KT
JeKiIbKa BHOpaHMX O0O0’€KTIB I TOro, moo0 iX MoxHa Oyja0 3MIHIOBaTH 1
nepeMillyBaTH pa3oM 1 BOJHOYAC.

2. PosrpynoByBaTH T.0., TOOTO, PO3AUIATU JEKUIbKa 310paHUX Yy Tpymy
00’€KTIB TaK, 100 KOKEH 3 HUX MIT OyTH 3MIHEHHI a00 MepeMIilliEHUA OKPEMO.

3. IleperpynoByBaT r.0., TOOTO, 00’€IHYBaTH y TrpyIy 00’ €KTH, Kl OyIu
pO3rpyInoBaHi.

4. 3MiHIOBaTH MOPSAOK I.0., TOOTO, MEPEMIIIYBATH BUILIEHUH O0’€KT Ha
nepeaHid abo 3aaHIN IUIaH, Briepea abo Hazaj, po3MIIIyBaTH Mepesl TeKCTOM abo
3a TEKCTOM.

5. BCTaHOBIIOBATH PEXKHUM NPHUB'S3KUA JI0 CITKH, SKUH JO3BOJISE JIETKO
BUPIBHIOBATU 00’ €KTH ITi/1 YaC MATIOBAHHSI.

6. PoOuTH 3CyB r.0. Bropy, BHH3, BIIIBO 200 BIIPaBO.

7. BupiBHIOBAaTH 1 PO3MOALIATH T.O.

8. IloBepraru 1 BimoOpakatu T.0.

9. 3MiHIOBaTH BY3JH I'.0. 3MIHIOBATH aBTOQITYpH.

4. Microsoft Office.

Microsoft Office — odicHuit maker momaTkiB, Po3pOOJCHUH KOMIAHIEIO
Microsoft qis oneparitinux cucrem Microsoft Windows ta Apple Mac OS X. ¥V
KOMITJIEKT TIaKeTa BXOAWTH MpOTpaMHe 3a0e3MedeHHs] MJisi poOOTH 3 PI3HUMU
TUMAMHU JOKYMEHTIB: TEKCTaMH, €IEKTPOHHUMH TaOJUIIMU, 0a3aMu JaHUX Ta 1H.
Microsoft Office e cepsepom OLE o00’extiB, i #oro QyHKIT MOXYTh
BUKOPUCTOBYBATHCS 1HIIUMH JI0JIaTKaMU, a Takox nporpamamu Microsoft Office.
OLE (aurm. Object Linking and Embedding) — Texnosoris 3B’si3yBaHHS Ta

BOYIOBYBaHHSI 00’€KTIB B 1HINI JOKYMEHTH Ta 00’ektH. B 1996 poui Microsoft
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nepeiimenyBana texaonoriro OLE na ActiveX. OLE pmae 3mory mnepenaBaTtu
4acTHMHY pOOOTH BIJ OJHI€I MpOrpamMH penaryBaHHS JO IHIIOI 1 MOBEpPTaTH

PE3YIIbTATHU Ha3a/l.

Microsoft Office minTpuMye ckpuntud Ta Makpocu, HamucaHi Ha VBA, i

IMOCTABIIAETHCS B JEKUIBKOX BUIAHHIX. HalO1IbIII MOBHE MICTUTH TaKl JOJTATKH:

= Microsoft Office Word — tekcroBuii nporecop. JlocTymHuid s
Windows i Apple Mac OS X. Jlae 3Mory miArotyBaTH JOKYMEHTH pPi3HOI
cknagHocti. [Tigtpumye OLE, Mmoayini cTopoHHIX pO3pOoOHUKIB, 11abI0OHU 1 6araTo
iHmoro. OcHoBHuUM (opmatom B HanHoBimii Bepcii € Microsoft Office Open
XML, axuit npencrasise coboro ZIP-apxiB, o0 MICTUTh TeKCT y Burisal XML, a
TaKOX BCIO HEoOXiaHy rpadiky. HailOuIbll MOMMpEeHUM 3aIHUIIAE€THCA ABIHKOBHIA
dopmar daitmie Microsoft Word 97-2003 3 posmmpenssim .doc.

= Microsoft Office Outlook (me mmyratm 3 Outlook Express) —
NIepCOHAIBHUN KOMYHIiKaTop. Brirrouae B cebe KayieHaap, MiIaHyBaJIbHUK 3aBJIaHb,
NPUMITKY, MEHEXKEp E€JEKTPOHHOI MOILITH, aApecHy KHury. [linTpumye crniuibHy
MepexKeBy poOoTy.

» Microsoft Office PowerPoint — nogaTtok /I MiATOTOBKHM Mpe3eHTAIlii
uig Microsoft Windows ta AppleMac OS X.

= Microsoft Office Access — qoaaTok ajs yrpaBiiHHS O0a3aMu JaHHX.

» Microsoft Office InfoPath — nogatok st 3a6e3neueHHs 300py JaHUX Ta
yIOpaBIiHHSI HUMU, CIPOIIYy€ TIpoiiec 300py iH(opmarrii.

» Microsoft Office Communicator — mnpu3HayeHHi I8 OpraHizarii
BCceOIYHOro crinkyBaHHs Mix Joabmu. Microsoft Office Communicator 2007-
2010 Hamae MOXJIMBICTH CIUIKYBAaTHUCS 3@ JOMNOMOIOIO MPOCTOrO0 OOMIHY
MUTTEBUMU TOBIIOMJICHHSIMH, a TaKOX MPOBEICHHS TOJIOCOBOI 1 BiJICO PO3MOBH.
[{s mporpama € 9aCTMHOIO MaKyHKa mporpaMmHoro 3adesneuenHs Microsoft Office,
sKa TICHO IHTErpOBaHa 3 HUM, IO JIO3BOJIIE HOMY MpAIIOBATU CYMICHO 3 Oynb-
SKOIO0 Mporpamoro cimeiictBa Microsoft Office.

= Microsoft Office Publisher — momatok aJ1s iArOTOBKY MyOJTiKAaIliii.
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= Microsoft Office Visio — nomaTok mist po6otu 3 Oi3Hec-miarpamMaMu i
TEXHIYHUMHU JllarpaMaMu, SIKHi J103BOJIsIE TIEPETBOPIOBATH KOHIICMIIIT 1 3BUYaiH1
Oi13Hec-/1aH1 Ha JiarpaMH.

=  Microsoft Office Project — ynpaBiiHHS IpoeKTaMu.

= Microsoft Query — mepersisiz 1 Bigoip indopMariii 3 6a3 JaHHX.

= Microsoft Office OneNote — mnporpama mns 3amucy i KepyBaHHS
HOTaTKaMH.

= Microsoft Office Groove 2007 — momaTok IS MIATPUMKH CYMiCHOI
poOoTH.

= Microsoft Office SharePoint Designer — iHCTpyMeHT IS TOOYIOBH
nojatkiB Ha miatdopmi Microsoft SharePoint Ta aganramii By3niB SharePoint.

= Microsoft Office Picture Manager — po6oTa 3 rpadikoro.

= Microsoft Office Document Image Writer — BipTyaiabHHI TpUHTEP,
sk Apykye y popmari Microsoft Document Imaging Format.

» Microsoft Office Diagnostics — miarHocTHKa Ta PEMOHT MOIIKOKCHUX

nonarkiB Microsoft Office.

Panime y Microsoft Office BxomuB nmomaroxk Microsoft FrontPage
(mporpamMa Jj1si CTBOpEHHsI BeO-caiiTiB), aie Microsoft Bupimmia BHAATUTH TieH
nonarok 3 Office 1 3ynunuTH iioro po3poOky. ¥ mporpami Microsoft Office 2007

nojgatok FrontPage OyB 3aminenuii Ha Microsoft SharePoint Designer.

5. CrBopenHs npe3enTaniii y Microsoft Office.

3a nomomororo Microsoft Power Point Mo)kHa cTBOprOBaTH Mpe3eHTAIii.
CrtpykTypa npe3eHTallii — 11e¢ JOKyMEHT, SIKUi MICTUTb JIUIIE 3aroJIOBKU CIAlAIB 1
OCHOBHHMM TeKCT 0e3 rpadiku abo cnemianpbHOro odopmiieHHs. TepmiHU Ta

BU3HAYCHHS, 1110 BUKOPUCTOBYIOThCS B POwerPoint:

Template (IllaGion) — me mpeseHraiis, ¢GopmaT 1 KOJIPHI TaMH SKOI
MOXXYTh OyTH BHKOpPUCTaH1 IJIsl MIATOTOBKM IHIIMX mpe3eHTail. PowerPoint
yKoMIuieKToBaHui Outbiie 100 mpodeciiiHo odopmieHUMH 11abJOHAMH, SIKI

MO’KHA BUKOPHCTOBYBATH VISl MIATOTOBKU BJIACHUX MPE3CHTALIIMN.
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PowerPoint default presentation — me mpesenraniss PowerPoint, sxa
BUKOPUCTOBYETHCS B SIKOCTI IIA0JIOHA 32 3aMOBYYBAaHHSM. 3 IIi€I0 TPE3CHTAII€I0
IpaloTh, KoMu BHOMpaioTh mnepemukad Blank Presentation (moposxhs
npe3cHTamis) B giamoroBomy BikHI New Presentation (HoBa mpe3eHTAIis).
[[Ta6oH nmpe3enTartii 3a 3aMoBUyBaHHsAM 30epiraeTses y daitni DEFAULT.PPT y

karano3i PowerPoint.

Master (maiictep). Y mnakynky PowerPoint € maiicTpu mas KOXKHOI 3
KJIFOUOBUX KOMIIOHEHT Mpe3eHTallll: claija-mMaiictep, MaicTep CTPYKTypHU
Mpe3eHTallli, MaiicTep CYNpOBIIHUX MaTepiaiiB 1 MaicTep NMPUMITOK. Pucynku i
TEKCT, SIKI PO3MILIYIOTh Ha IUX MaicTpax, OyJayTh aBTOMaTU4YHO B1100pakaTucs

Ha KO)KHOMY HOBOMY CJIaii/ll Ta CTOPIHKAaX HOTATOK MPE3EHTALll].

Slide Master (cnaiia-maiicrep) — ciaiia, kvl MICTUTh (OpMaTOBaHI MEXi
dikcarii (placeholders) nns 3aronoBka, TEKCTIB Ta 1HIINX (POHOBHX 300paXKCHb,
K1 HEOOXITHO MaTh Ha ciahjgax. SKmo BHeECTH OyIb-sKi 3MIHU 10 Cilali-
MaiicTepa, BOHM OyJIyTh aBTOMAaTHMYHO 3aCTOCOBAaHI JI0 BCIX CIIAlIiB, SKI

HaJIAIITOBaHI 110 Claia-MancTepy.

Color Scheme (komipHa cxema) — OCHOBa 3 BOCBMH KOJIBOPIB, Ky MOYKHA
3aCTOCOBYBaTHM B Cllalijlax, CTOPIHKAaX HOTAaTOK 1 CYIPOBIJHUX Marepiajiax.
Konipaa cxema ckiagaeTbes 3 KObopy (GOHY, KOJIbOPY JIiHINA 1 TEKCTY Ta MIECTH

JI0JTATKOBUX KOJKOPiB. bamanc mux KOJIbOpiB MOKPAITy€e CIIPUNHSATTS CIaiIiB.

Other Colors (iHmi koibOopH) — KOJBOPH, SKI BIiJICYTHI B OCHOBHIM

KOJIIPHIM cXeMi 1 MOXYTb OyTH BUKOPHUCTAHI1 1JIsl CHIELIaJbHUX LIJICH.

Object (00'ext) — 1Ie TeKcT, JiHIT, QIrypH, sKi MOXKYTh OYTH CTBOpEHi 3a
JIOIOMOTOI0 IHCTPYMEHTIB POOOTHM 3 TEKCTOM Ta IHCTPYMEHTIB MaJtOBaHHs
TreOMEeTPUUHUX PIryp, a TAKOXK Oy/b-sAKI KAPTHHKH, SIKI MOXYTh OyTH IMIIOPTOBaHI1

3 IHIIUX JOJATKIB.



Attribute (atpubyr) — 1me BiacTuBiCTH 00'€ekTa, SAKy MOXHA
BUKOPHUCTOBYBATH JJIsl MaHIMyJIIOBaHHS O0'€KTOM 3a JOMOMOIOI0 1HCTPYMEHTIB 1

koMaHn y PowerPoint (minii, 3ammBKa, TiHb, KOJIp 1 hopma).

Shape (dbopma) — atpuOyT 00'€KTiB, KM CTBOPIOIOTH, BUKOPHCTOBYIOUN
IHCTpyMEHTH poboTH 3 TekctoM abo AutoShapes (aBrodopmm). OO’extwH,
CTBOPEHI 3a JOMOMOI0I0 3ac00iB MaJIFOBaHHS JIiHIM, IyT 1 JAOBUIBHUX (Iryp, HE

MaroTh (OpMHU SIK aTpuOyTa.
Border (koHTyp) — BUMMA JIiHIS HABKOJIO KpaiB 00’ €KTA.

Placeholder (pamka dikcarii) — pamka, sika 3'SBISETbCSA Ha CIANAI MPH
poOOTI 3 TEKCTOM Iepesa BBEIEHHSAM TeKCTy. KokHa Taka paMKa OTOYEeHa JIHIEI0
Kpamnok. 3a TOMOMOTOI0 €JIEMEHTIB KepyBaHHs LIMMU paMKaMH MOKHA 3MIHIOBAaTH
iX po3Mip, MepeMillyBaTH TEKCT MO CJaiy, 3MIHIOBAaTH HIPUPT 1 KOMIP TEKCTY
BCEpEMHI paMK{; MOXJIMBE TAaKOXX 3MIHEHHS pPO3TAllyBaHHS CaMmMoOro TEKCTY

BIJIHOCHO 111€1 paMKH.

Paragraph (aG3am) — 1me TekcT, BBEACHHA MiX JBOMa HATHCKAHHSIMH
kinapimi Enter. Ilpu BupiBHIOBaHHI TEKCTY 1 J0JaBaHHI CHUMBOJIB OIOJIETEHS,

e(heKT 3aCTOCOBYETHCS 10 BUAIEHOTO ab3alry.

Text Tool (iHctpymeHT "TekcT") — 103BOJISIE BBECTH TEKCT B OY/Ib-IKOMY
MICIII Ha cjaial 3a JIONOMOIOK 1HCTPYMEHTY BBEICHHS TEKCTy IaHel
incTpymenTiB Drawning (mamoBanus). TekcT, BBEACHHH 3a JOMOMOIOIO I[HOTO
IHCTPYMEHTY, HE BiJOOpa)ka€ThCsi Ha €KpaHi B PEXHUMI POOOTH 31 CTPYKTYpOIO
npe3eHTaIli

OcHOBHI KpOKH JIsl CTBOPEHHS npe3enTairii. [louaTok HOBOT mpe3eHTaitii:

1. 3anyctutu PowerPoint abGo, sikiio BU BXe B Il Iporpami, BUOpaTu

nyHkT New (HoBwmit) y menro File (daiin).



2. V Bikai New Presentation (HoBa mpe3eHTallisl) BUOEPITh MEepeMHKAY
Blank Presentation (mopoHsl Tpe3eHTarlis) JUII CTBOPEHHS Ipe3eHTallii 0e3

BUKOPUCTAHHS MaicTpiB 1 mabnoniB PowerPoint. Hatucuite kHonky OK.

3. Bubepith MakeT mepmioro ciaiay. byap-gKy Ipe3eHTalliio 3rigHo 10
nopaj; MpoQecioHalliB PEKOMEHAYEThCS TMOYMHATH 31 CIIali[-3ar0JIOBKa, B SKOMY
BKa3y€eThCs TeMa TPE3CHTallii, JOMOBiIi, BUCTYITy TOIIO. TOMy, B NiaJlorOBOMY
Bikai New Slide (nHoBuii ciaiia) BUOMpaIOTh, IK MMPABUIIO, HAWIEPIINNA MaKeT s

CTBOPCHH:A Cﬂaﬁﬂa-SaFOHOBKa Hp€3€HTa]_Ii.l..

4.V pamui ¢ikcanii, 0o 3'sBUIaCh, BBOAATh TEKCT 3arojoBKa, BUOpaBLIN
BinnoBiquui 1mpudt. Ilicns 3aBeprieHHs eramiB 1-4 Ha ekpaHi OTPUMYIOTh
NEepIINA claia npe3eHTali, IKuid 1 Oy/ie CIyKUTHU B SIKOCTI claiia-3arojioBka. 3a
Oa)kaHHSAM MO’KHA 3MIHMTH OTPUMaHUM CIai]l, HAPUKJIA, UISIXOM J10JAaBaHHs J10

HbOT'O €JIEMEHTIB JIU3aliHy 3a BallluM BUOOPOM.

5. Jlng modaTtKy CTBOpPEHHS JAPYroro cCjlaijay mpe3eHTallli BUKOHAWTE

xomany New Slide (noBuii ciaiin) meHro Insert (BcTaBieHHs ).
6. Bubip makera fj1s1 ipyroro ciaiiia:

VY nianoroBomy BikHi New Slide (HoBwmii ciaiia) BUOEpiTH MaKeT cliaiija,
KUl OyJe MICTHTH TEKCT 1 paMKy ais mamonka 3 6i0miorexku ClipArt Gallery.
Hatucuite kHomky OK. IlepeBaroro BuOOpY MakeTa ciaijga 3 TMOJeM s
PO3MIIIIEHHSI MAJIIOHKA € HAsBHICTH IIBUIAKOTO BCTABJICHHS MOTPIOHOTO MaJlFOHKA
0e3 BukopucranHs komanau Insert Object (BcraButm 00'ekt) 3 MeHro Insert

(BcTaBIJICHHS).
7. Po3poOka HACTYyITHOTO MaKeTa Mpe3eHTallli:

Lleit MmakeT MOKe BUKOPHCTOBYBATHCS JIJISl ITIITOTOBKU HACTYITHOTO CJIaiiia
npe3eHTarii. Maketr MiCTUTh TpH paMKkH (ikcarrii: ;s 3aroioBka ciaiiga (Click to

add title), ns rekcry cnaiiga (Click to add text) i myist po3mitiieHHs 300paXKeHHS 3



oiomiorekn ClipArt Gallery (Double click to add clip art). ¥ pammi ms
3aroJioBKa BBOJSATH TEKCT HAMHCYy, y TEKCTOBOMY TIOJII BBOJATH HEOOXIIHY
iHpopMmarrito. B obnacti paMku i1 MajglOHKa HEOOXIHO JBIYUl KJAIHYTH Ha
kuomi Double click to add clip art nns nogaBanHs KapTHHOK. Y BiKHI JT0OJIaTKiB
ClipArt Gallery, mo 3’sBuaoch, ciaig 00paTH MaiOHOK B KaTeropii Academic
(axagemiyHa) 1 HaTtucHyTH KHOmKy OK. 3a momomororo enemMeHTIB KepyBaHHs
pPaMKOI0 MOHa BCTAHOBUTH HEOOX1/HI pO3MIpH 300pa’KEHHS Ta PO3MICTUTH MOTO
Ha Crai/i. 3a MpaBIWJILHOTO BUKOHAHHS TMOMIEPEAHIX eTariB Bu MoBUHHI OTpuMaTH

IJITOTOBJICH1 Caiau, sIKI TAKOXK MO>KHA 3MIHIOBATH IIPU HEOOX1THOCTI.

8. BuxopucToByrouM €IEMEHTH [W3aiiHy g O(OPMIIECHHS ClaiiliB
npe3eHTauii, Bu MoxeTe yJJOCKOHaIUTH IPpYTUil 1 HACTYIHI CJIaliix 3a JOTIOMOT OO
¢yukmii  AutoShapes  (aBrodopmu) maHendi  iHCTpyMeHTIB — Drawning

(BimrBOpeHHs). Y mamitpi aBrodopM BUALIAIOTE (hopmy Seal Tool.

KonTpoJsbHi 3antuTaHHA.

1 Ha3sBiTh icHyI0U1 kKameeopii mporpaMHOro 3a0e3MneyeHHs.

2 1o Take onepayitina cucmema?

3 [lo ckmamae CTpyKTypy onepayiiinoi cucmemu?

4, J11st woro Oy po3pobIieHi npoepamu-o06010HKU?

5 Sx1 neepagpiuni nporpamu-o6010HKM Bam Bigomi?

6 Ckinbku 6imie Ha nikcenb Mae 300paKeHHSs, 1€ BUKOPUCTAHO 16 KOIbOPIB?
(mpu poboTi y rpadiunoMy penaktopi Paint onepaniiinoi cuctemu Windows).

7. Jlns yoro BukopuctoByethest Microsoft Office Communicator?

8. Jle motpibuuii Microsoft Office PowerPoint?

Q. Ha3BiTh OCHOBHI KPOKH TIPH CTBOPEHH1 TTPE3EHTAII].

Jlitreparypa.
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4.  Odimiitanii caiit Microsoft Windows - http://windows.microsoft.com/
5. http://uk.wikipedia.org/wiki/Microsoft_Windows
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microsoft-office-poer-point.html
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