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4.1. XapakTepucTHKH TeKcTOBOro npouecopa Microsoft Word.

OcHoBHMM 3ac000M aBTOMAaTH3allli CTBOPEHHS Ta peAaryBaHHs E€JIEKTPOHHHUX
JIOKYMEHTIB € TeKCTOBHIt mporiecop Microsoft Word.

Microsoft Word - TekcroBuii mporecop, NpPHU3HAYCHUH Ui CTBOPCHHS,
Heperyisaly, penaryBaHHs 1 3aXHUCTy TEKCTOBHUX JIOKYMEHTIB. Bumyckaerbes
kopropartiiero Microsoft y ckmani makera Microsoft Office. Ilepmia Bepcis Oyia
Harucada Pigapnom bpoxai mns IBM PC, mo BukopucroByBamu DOS, B 1983 p.
[Tiznime Bumyckanucs Bepcii must Apple Macintosh (1984), SCO UNIX i Microsoft
Windows (1989). ITorounoro Bepciero € Microsoft Office Word 2013 s Windows i
Microsoft Office Word 2011 gas Mac.

OcuoBuumu xapakrepuctukamu Microsoft Word 2010 e:

- Mepexnuii goctyn mo Word - nepernsia i peaaryBanHs gokymenta Word
MOXJIMBO 3 BUKOPUCTaHHIM Opay3epa abo MOOIJIbHOTO TelleOoHY.

- Texuomoris Web App - momatok WordWebApp nos3sossie Bigkputu i
penaryBatd JIOKYMEHT Ha BeO-cepBepl uepe3 Opay3ep HaBiTh 0€3 BUKOPHUCTaHHS
Word.

- Bepcis Mobile - momatox mast MoOimbHHUX TeneOHIB, SKHH J03BOJISE
CTBOpIOBATH i 3MiHIOBaTH goKymeHTH Office.

- Mini Translator - mepexman ciiB ¢pas i JOKYMEHTIB.

- 3acobu cnuibHOI pOOOTH HaA JOKYMEHTOM, IO 3a0e3MedyroTh YNpaBIiHHS
3MiHAMHU 1 NMPUMITKAMU B JIOKYMEHTI 1 aHalli3 OCTAaTOYHOIO BapiaHTa JTOKYMEHTA.
[linTpumyeTbest 1CTOpisi MPABOK 1 3MiH, TOOTO 3aBXKIUM MOXHA MOBEPHYTHCS Ha
NOMEPEIHIO BEPCii0 TOKYMEHTA.

- OpHouvacHa poOOTa HaJl 3arajJbHUM JOKYMEHTOM - MPU BIAKPUTTI JOKYMEHTA
KOPUCTYBad OTpUMY€ 1H(OpMaIlI0 MpPO Te, XTO 1€ B JaHUW MOMEHT IMpalioe 3
JOKYMEHTOM 1 SIKy 4acTHHY JOKyMeHTa peaarye. KopucTtyBad Moxke 3a0JI0KyBaTH
JOCTYT IHIIUX KOPUCTYBAdiB 1O Ti€l YaCTMHU JOKYMEHTA, 3 SIKOIO BIH MPAIIO€ B
naanii MoMeHT. WOrd m03Bosisie KOpUCTyBa4aM MPABUTH JTOKYMEHT B aBTOHOMHOMY
pexxumi. [Tpu migkmodeHH1 10 Mepexi aBTOMaTUYHO BUKOHY€ETHCSI CHHXPOHI3AITis.

- Bukopuctanus 1HCIEKTOpa JOKYMEHTIB - JIOKYMEHT MOXE MICTUTH
MPUXOBaHI JaHl MPO OpraHi3ailiro, caM JOKyMEHT, MeTanaHi i T. aA. Jloctym mo miei
iHpopMarllli 6akaHO HE Ha/laBaTH CTOPOHHIM KOPUCTyBauaM. [HCIIEKTOp JOKYMEHTIB



3HaXOJIUTh 1 BUJANA€ TMPUMITKH, BepcCii, 3amucaHi BHIPABICHHS, PYKOIMHUCHI
NPUMITKH, BJIACTUBOCTI JOKyMEHTa, JdaHl CepBepa YOPaBIiHHSA JOKYMEHTaMH,
MPUXOBAaHUM TEKCT, JaHi, IO HacTporoloThes, y Gopmari XML 1 BigomocTi B
KOJIOHTHUTYJIaX.

- IloTyxHi1 3aco0u 3axXUCTy JOKyMEHTa. JJOKyMEHT MOKe OyTH 3aXUIIESHUM BiJl
penaryBaHHs Ta BigkputTsa. Takoxx y Word BOyoBaHa MOTyXHA CHCTEMa PO3IOILTY
npaB JOCTYITy, & JO TOTO, 110 MOXKHA 3aJaTu 4dac XUTTS Qaina. [licns 3akiHUeHHS
BIJIBEJICHOTO TEPMIHY JOKYMEHT HE MOKHa OyJe HaBiTh BIAKpUTH. HaBiTh SKIIIO
SKUUCHh TOKYMEHT OyJ/ie BUHECEHUM Ha (hJIeIII 3a MeXi opraHisariii, To #oro Bxke He
MO>KHa OyJie HiJie TPOYUTATH.

- 3a YMOBHAHHSM BC1 JIOKYMEHTH, OTpuUMaHi 31 3HIMHUX HOCIiB abo 3
IHTEpHETY, BIAKPHUBAIOTHCS B PEXHUMI 3axuileHoro mneperisiay. KopucryBauesi
BUBOJUTHCS TOMEPEIKEHHSI PO MOXKIMBY HeOe3MeKy Takux (ailiiB i, AKIIO BiH
3axoue, TO 3MOXKE CaM 3aIMyCTUTH MaKpOCH.

- IlepetBopennss nokymentiB Word y ¢opmar PDF, XPS a6o ODT 6e3
BUKOPHUCTAHHA OAATKOBHUX mporpaM. Ciif mam'staTd, 10 3BOPOTHE MEPETBOPEHHS
daiina y popmar dOCX BUMarae 10JaTKOBOTO POTPaMHOTO 3a0€3ICUCHHSI.

- BigHoBNeHHsT He30epeKeHUX JAHUX - MOXIIMBICTH BIJIHOBJICHHS OCTaHHbOI
aBTOMATUYHO 30epeeHO0l Bepcii JOKyMEeHTa MICis HOTo 3aKpUTTs 0e3 30epeKeHHS .
Sxmo QyHKIsS aBTO30€pEeKEHHSI aKTUBOBaHA, JIOKYMEHT aBTOMAaTUYHO 30€pIraeThCs
yepe3 BKa3aHI KOPUCTyBaueM IMPOMDKKHM 4dacy. JlokyMeHT Oyle BITHOBJIEHUH INpU
MOJAIBIIIOMY HOT'O BIKPHUTTI.

- BcTaBka B JOKyMEHTH PyKOTIMCHOTO TEKCTY 1 CKPHHIIIOTIB.

BOynoBana  MOXJIMBICTH TMOTYXXKHOTO  pelaryBaHHs  300paxeHb  0e3
BUKOPHCTAHHS CTOPOHHIX MPOTPaM.

- Bukopucranus rpadiyHMX YJOCKOHAJeHb, 3a JOTMOMOTOI0 SKHX MOXHA
JOCATTU 0aXaHOTO 00Pa30TBOPUOTO €PEKTY.

- Po3mpeni MOKIMBOCTI CyMICHOTO (popMaTyBaHHS TEKCTY 1 300pa’keHb, 110
JI03BOJISIE  JIOCSITTU HAWBUIOTO PIBHS SKOCTI JAPYyKY. Takoxk 3a0e3meuyeThest
BI3yalIbHUW TUHAMIYHUYN TIEperJisi BapiaHTIB (hopMaTyBaHHS.

TekcroBuit mpouecop Microsoft Word mo3Bosisie CTBOPIOBAaTH JTOKYMEHTH
TPHOX THIIIB.

[lepmmit TUOm - 1e JApyKOBaHI JIOKYMEHTH, SKI CTBOPIOIOThCSA 1
PO3APYKOBYIOTHCSI HA OJJHOMY poOoudomy Micili abo B onHii pobouiit rpymi. Ckman
MPUITYCTUMHUX 3ac00iB O(QOPMIICHHS B JIaHOMY BHIIaJKy BH3HAYAETHCS TUIBKU
TEXHIYHUMHU MOXKJIMBOCTSAMHU APYKYIOUOTO MPUCTPOIO.

Jpyruii TN - 11€ eJIeKTPOHHI JTOKYMEHTH y (popMaTi TEKCTOBOTO Mpoliecopa,
AK1 TIepeatoThCsl apecaToBl y BUIMAAl (ailiniB. ENeKTpoHHMI JOKYMEHT HE 3aBXK]IU
MO>Ke OYTH OCTaTOYHUM. Y NEeSKHX BUMAJKaX aapecaT MoKe Horo JoompaiboByBaTH,
penaryBatu, opMaTyBaTH, PO3PYKOBYBATH a00 BUKOPUCTOBYBATH JJISl T1ITOTOBKU
cBOiX JOKyMeHTiB. Ckiaja mpUIyCTUMUX 3ac001B odopmiieHHS 1 GopmMaTyBaHHS B
JaHOMY BHUIAJIKy BUBHAYAETHCS aJpECcaToOM.

Tperiii T - e Web-mokymeHTr. Y Takux JOKYMEHTaX BEJIMKY pPOJIb T'pae
YIOPaBIiHHSA KOJBOPOM, 1 /Ui HUX ICHYIOTh HaWOULIbII MIMPOKI MOXJIMBOCTI 3aC001B
dopmaTyBaHHs 1 0HOPMIICHHS.

Jlo 6a30BHUX MpUtOMIB poOOTH 3 TEKCTaMH B TEKCTOBOMY Tiporiecopi Microsoft
Word BiTHOCSTHCSI HACTYIIHI:



1) cTBOpEHHS TOKYMEHTA,

2) penaryBaHHS JOKYMEHTA;

3) opopMITeHHS JOKYMEHTA,;

4) popmaTyBaHHS JOKYMEHTA,;

5) 3axXKCT JOKYMEHTA;

6) 30epeKeHHs JOKYMEHTA,

7) npyk abo mepecuiIaHHs JIOKyMEHTA.

JIiss BUKOHAHHS IMX OIepalliii KOPUCTyBad MOXE BHUKOPHUCTOBYBATH MEHIO
BIKHA, KOHTEKCTHE MEHIO 1 MaHe b IHCTPYMEHTIB.

4.2. 3aco6u po6oTu B TekcToBOMY npouecopi Microsoft Word.

CTBOpEHHS JOKyMEHTA

CrBopenns nokymenta B Microsoft Word moximmBo nexiapkoMa crioco0amu:

1) noxyMeHT B HOBUIBHIA (OpMiI - JOKYMEHT, Ha CTBOPCHHS SKOTO HE
HAKIQJal0Th JKOMHUX OOMexeHb. [lns CTBOpeHHsS Takoro JOKyMeHTa Tpeba
HATUCHYTH KHOTKY «C037aThy MaHel IHCTPYMEHTIB 1 BBECTH TEKCT 3 KJIaBiaTypH;

2) IOKyMEHT, M0 CKJIaJAeHHH 3 (parMeHTIB IHIIUX [AOKYMEHTIB, - JIJIs
CTBOPEHHSI HEOOXIJTHO BIJIKPUBATH MOTPIOHI JOKYMEHTH, BUILISATH (PparMEeHTH IUX
JIOKYMEHTIB 1 KOIIIOBAaTH B CTBOPIOBAHUI JOKYMEHT;

3) dpopmartizoBaHMii JOKYMEHT (JOKYMEHT Ha OCHOBI IIA0JIOHY) - JIOKYMEHT,
CTBOPEHHSl SIKOIO BHMMAara€e JaOJAEpXaHHS BHU3HAa4YeHoOi Qopmu (yxBajia Cyny,
MPOTOKOJM, TMOBICTKM, TOWO). Jlns cTBOpeHHs QopMani3oBaHUX JOKYMEHTIB
BUKOPUCTOBYIOTHCS IA0JIOHHU.

[ITabm0H - e 610710TeKa CTUIIB, SIKa BU3HAYAE OCHOBHY CTPYKTYpPY AOKYMEHTa
1 MICTUTb HACTPOWKHM JOKYMEHTAa, Takl $K €JIEeMEHTH aBTOTEKCTy, WPHUPTH,
NMpU3HAYEHl TMO€JHAHHS  KJaBlll, MAaKpOCH, MEHI0, [apaMeTpu CTOPIHKH,
dopmaryBanHs 1 ctumi. [lpu BIAKpUTTI maOJOHY CTBOPIOETHCS WMOro KOMis, WLIO
JI03BOJISIE BUKOPUCTOBYBATH IIa0JOH 0araTopazoBO ISl CTBOPEHHS JIOKYMEHTIB 3a
onHiero popmoro. 111aba0HM 103BOJIAIOTH BUKOPUCTOBYBATH OJMH 1 TOM CaMUM CTHIIb
B PI3HUX TEKCTOBUXJIOKyMeHTax. 3arampHuii 1mrabmon Normal.dot wmictuth
HACTPOWKH, SIKI BUKOPUCTOBYIOTHCS JUISl BC1X JIOKYMEHTIB 110 3aMOBUYAHHIO.

[0

Jlns BUKOpHUCTaHHS cTaHaapTHOro mabiaony Microsoft Word Bukonatu =8
Co30amb, BKa3aTu NOTP1OHUI 111a0JIOH.

JUist CTBOpPEHHSI BJIACHOrO IIAOJIOHY - BBECTU TEKCT ab0 BIJKPUTU BXKE

)

ICHYIOUHI TOKYMEHT - BUKOHAaTH — /[ Coxpanums kax.../[[labron Word.

®dopMaTyBaHHA JOKYMEHTA.

dopmaryBanHs qokymenta B Microsoft Word - 1ie 3miHa #Oro 30BHIIIHBOTO
Burisity. Word 3a6e3neuye (hopMaTyBaHHS IOKYMEHTIB Ha I'SITH Pi3HUX PIBHSIX:

®eHa piBHI CUMBOJIB (3MIHAa TapHITYpH, HAKPECIECHHS, PO3MIPY 1 KOJbOPY
mpudTy, MDKIITEPHOTO 1HTEpBaly B CJIOBi, aHiMmalii 1 T.1.). s dbopmaryBaHHsS
CHUMBOJIIB BUJUIUTH CUMBOJIU - BUKJIMKATH KOHTEKCTHE MEHIO - BUKOHATU [llpughm -
BUKOHATH MOTPiOH1 HAJAIITyBaHHS,



eHa piBHI a03aliB (BUPIBHIOBAHHS IO JIIBOMY Kparo, MO MPaBOMY Kparo, MO
HEHTPY 1 10 MIMPHUHI; BIICTYIH CIIpaBa 1 3J1iBa; BIACTYM NEPIIOro psaKa; BIACTYIH 10
1 micias a63amy; MDKpSIKOBUM 1HTepBan 1 T.4.). Jiua ¢opmaryBaHHs ab3ailiB
BUKJIMKATH KOHTEKCTHE MEHIO BUJIJICHUX a03alliB, BUKOHATU A63ay... - BUKOHATHU
NOTpiOH1 HAJAIITYBaHHS,

eHa PIBHI CTOPIHOK (MapaMeTpH CTOPIHOK, OpIEHTAIllI CTOPIHOK, paMkKa,
KOJIOHTUTYJIH MEPUIOi CTOPIHKH, MAPHUX 1 HEMAPHUX CTOPIHOK 1 T.1.) - 00paTH MyHKT
Paszmemxa cmpanuywl - BUKOHAaTH TOTPiOHI HANTAIITYBaHHS,

eHa piBHI po3aLTiB (hopMyBaHHS PO3AUIIB 3 HACTYNMHOI CTOPIHKH abo Ha
MOTOYHIM CTOPIHII, PO3OUTTS TEKCTY Ha KOJOHKHU 1 T.1.) - oOpaTu NyHKT Pazmemka
CMpaHuybl - BAKOHATH MOTPI0H1 HAJIAIITYBAHHS;

e Ha PiBHI JIOKyMeHTa (HOMEpa CTOPIHOK, 3MICT 1 T.1I.).

Cruiib - e Habip mapameTpiB GopMaTyBaHHS €JIEMEHTIB IOKYMEHTA, TaKUX SIK
BUJI WIPU(PTYy, po3Mip, KOJIp, BUPIBHIOBAHHA al3ally 1 1HTepBajd. 3a JONOMOIOIO
CTWJIIB MO>KHA IIBHJIKO BiA(OpMATyBaTh OCHOBHI €JIEMEHTH B JOKYMEHTI, Takl SIK
3aroJIOBKM, Ha3BU 1 mija3arojioBku. CTuib - 1e Halip GopMaTyrouux KOMaH, 0
30epiraeTbCsi MiJ YHIKaJIbHUM IM'sM, il 0araTopa3oBOro BHUKOPUCTAHHS.
@dopMaTyBaHHS TEKCTY 3a JIONOMOTOK CTHJIIO 3HAYHO WIBHIIE, HIK (pOpMaTyBaHHA
BPYYHY KOXHOTO €JIEeMEHTa TEKCTy, a/UKe OJHa KOMaHna (CTWJIb) aBTOMATHUYHO
dopmaTye rpymy mmapameTpiB TekcTy. Y TekcroBomy pemakTopoi Word ichye
BEJIMKA KIJIbKICTh CTHJIIB, aJlé B OCHOBHOMY BUKOPUCTOBYIOTBCS TaKl:

3azonosox 1 - nysi HA3BU PO3ALTIB;

3azonosox 2 - nig Ha3Bu naparpadis;

OObblunblil - NI 3BUMAHOTO TEKCTY.

Ctune CUMBOJIYy MICTHTH NapameTpu (opmaTyBaHHS CHMBOJIIB, BKIIIOYAIOUH
mpu@T, po3Mip, HAKPECIECHHS, MOJIOKEHHS Ta 1HTepBaiud. CTuiap ab3amy MICTUTH
napametpu (opmaTryBaHHS a03alliB, Taki sIK MDKPSJIKOBUN I1HTEpBaid, BIJACTYIH,
BUPIBHIOBAaHHA 1 MO3ULiT TaOysswii. CTuii ab3amiB TaK0X MOXKYTh MICTUTH CTUJI1 200
napameTpu (popMaryBaHHS CUMBOJIB. BUIBIIICTh CTUIIIB, 110 BUKOPUCTOBYIOTHCS B
Word, € ctunsmu a63aniB. CTwib TaOdMI MICTHTh TapaMeTpu (GopMaTyBaHHS
Tabnuib (MpU BCTaBLI TAONMINI i MO YMOBUYBAHHIO NMPU3HAYAETHCS CTUIIb - CITKA
tabmnuii). [Ipu cTBOpeHH1 HOBOro fokymeHTa «JlokymeHT 1» Ha 0a3i mabdnony Obwbiy-
Hblll BIH OTPUMYE KOMIiI0 HAOOpYy CTWIIB 3 0a30BOTO HAOOpy CTHIIIB 3arajbHOTO
npu3HaueHHs (3 BOygoBaHux ctumiB): O6wrunsiii, 3aconosxku 1, 2, 3. Tlicns toro, sk
BBEJICHHS TEKCTy B JOKYMEHT 3aBepIIeHe 1 TEKCT BiApenaroBaHil, IOIIIBHO
CKOPUCTATUCSI KOMAHJOI0 aBTO(GOpMATyBaHHsS [Jsl 3MIHM 30BHIIIHBOTO BUIJISTY

) :] Dapamerpe Word
BCbOTO JoOKymeHTa. Jlms aBTodopmaTyBaHHS BUKOHATH: . -
IIpasonucanue - Ilapamempor asmozamenst - Obuue.

[Ipu aBTOomMatnuHOMYy (opmMaTyBaHHI JOKYMEHTa KOXHOMY  a03aiy
npu3HavyaeThes oauH i3 cTrwiiB Word. Ctumi MokHa 3MIHIOBaTH i CTBOPIOBATH HOBI.
Kpim Toro, MokHa 3acTOCyBaTH IHIIMA CTUIb (HAKJIACTH CTWIb) JO BXKE
BiipopmaToBaHOTO, TOOTO NIepedopmaryBaT HOTO.

Ctuiib Ob6biunbili € OCHOBOIO JIJIs1 OUIBIIIOCTI THIIUX CTHIIIB a03ally, TOMy Ipu
3MiH1 ¢TI0 OOblyHbIL 3MIHATBCS BCl 3aCHOBaHI Ha HbOMY CTWI. CTuinb OObiuHbIL
HE TPYHTYEThCS Ha KOJHOMY 3 CTHIIB. SIKIIIO 3amaTu A ab3aiy NOTpiOHUN CTHITb,



TO PENAKTOp aBTOMATUYHO BifdopMmaTye 1ei ad3al MEeBHUM UYWHOM: MIPUQT, mHa-

pameTpu ab3airy, MOBY, OOpaMJIeHHS, HyMmeparlito i T. 1. SIKIo Hamaai 3MIHUTH

XapaKTEPUCTHKU CTHIIIO, TO aBTOMATHYHO TIOMIHSIOTHCS BIIMOBITHI XapaKTEPUCTUKH

y BCix a03amiB 3 JaHUM cTwieM. /[ 3acTocyBaHHS CTWIIIO CJIiJi BHKJIMKATH

KOHTEKCTHE MEHIO parMeHTa - BukoHatu Cmuiu, abo BUKoHatH I 1asnas — Cmunu.
KopucryBady npomnoHyeTbest oOpatu OTPiOHUN CTHITB, BHKOHATH TTOTIEPETHIN

HeperIsi pe3yIbTaTiB 3aCTOCYBAHHS CTHIIIO a00 CTBOPUTH BJIIACHUH CTHIIb.
Hampuxian, MaeMo TEKCT:

IouaTTa npo indopMaTHEY

B ganni dac indopMaTHKa — 07HA 3 QYHIAMEHTATEHHX IaTyied HayKOBOTO
3HAaHHA, AKa QopMye CHCTeMHO-IHQOpMAmIHHHH MmIND OO0  aHAm:V
HABKOMHIMHBOTO CEBITY, BHBYae iHGOPMAMIAHI NpPONEecH, MEeToOZH 1 3acodH
OJCpEAHHA, IEPETEOPEHHEA, IMepetad, 30epeKeHH 1 BHKOPHCTAHEA iH(OopMAaIii;
CTPIMEKQ POZEHEIETECH 1 HOCTIHHO PORITHPHOETECA 00MIACTE TPaKTHYHO JIATEHOCTI

TMHOTHHH, 3B'133Ha 3 BHEOPHCTaHHIM 1HQOpMaIIAHRY TEXHOIOTTH.

BukinnkaeMo KOHTEKCTHE MEHIO @paFMCHTaZ

L | PO Y Y —
TimesNe - 14~ A" L7 IE iF

THa 3 PYHAAMEHTATEHEX raTy3ef HayKOBOTO
XKUSY-A- i o ,
3 Hirrsnss msccsspropramcy ocroremro-uegoPMAIlIHAER MAXIA 10 aHATI3Y

JaIiiHi MPOLEcH, METOAH 1 3acobH

o7t 30epekeHEA | BHKOPHCTAHEA iHbopManii;
o1 ({4, NapameTps! BcTasKm THPIOETBCA 0073CTE MPAKTHYEOT TIATBHOCTI
| = (hopMamiHHAX TeXHONOTIH
A Wpnor.
IV A633l4..
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A G ’ | r 2
AaB6B=T | AaB6Bel AaB6B AaboB: AAD aassse
8 rungpccunca. 1 O6bisHoi | 1 6es uHTe... 3aronoso.. 3aronoso.. Hassamwe [opsaron.
Nouck
oo , | Aab6Bal Aabb6Bel AabB6Bel/ AaB6Bel dab6Bal Aab6Bal
5F Mepeson Cnafoe s, Bugenenne CunbHoe .. Crporui Uwrata2  Beigenenr...

fononkuTensHeie AeitcTena > | AABEBalT AABSBell AABGBeM AaboBel

Cnakbas cc.,.. CunbHas .. Hassanme.. TA63aycC.

O6HOBUTE OGEIYHBIA B COOTBETCTBMN ¢ BEAEAEHHEIM PArMEHTOM
COXpaHWTE BELGENEHHBIN QPArMeHT KaK HOBbIM ZKCNPECC-CTMAL. ..

BuAEAWTS BCe GparMenTsl TEKCTa € 0AUHAKOBLIM G OPMATUPOBAHUEM (HET AaHHbIX)

!
&) Ounaus popmar

%, [oumeHuTs arnam..,

Puc. 4.1. KoHTEeKCHE MEHIO JOKYMEHTA JIJIsl BCTAHOBJIEHHS CTUIIIO

[TlinBogumMo Kypcop Mumii J0 OyAb-sIKOTO CTUIIO0 1 TMEeperyisiaaEMo, sK
BUTIISAaTUME  (DparMeHT Ticis  3acTOCyBaHHS  cTuimto. Hampukmam, —micus
3aCTOCYBaHHS CTUIIO 3a20.1060k 2, hparMeHT Oyae MaTH BUTIIAL;



[lonaTTa npo iHGOopMaTHKY

B manni 9ac indopMaTHKA - 0JHa 3 QYHAAMEHTAABHHX raay2en
HAYKOEOIr0 2HAHHA, AKA G OPMYE CHCTEMHO-iHGopMaLiHIE miTxiy 10
aHa/izy HAEKO/IHIOHbOT O CEITY, BHE4Ya€ iHd opMauiliHi npoLecH, MeTOIH
i 3acobH 0JepHAHHA, NEPETEOPEHHA, Nepejadi, 36epekeHHA |
BEHKOPHCTAHHA iHd opMail; cTpiMKO poZEHEAETLCA i MOCTIHHD
PO3IIHPWETLCA 061ACThE NPAKTHYHOI AIANTLHOCTIINIHNHYE, 3B A3aHA 3
BHKOPHCTAHHAM iHd opManifinHx Texs 00T,

PenaryBaHHsi 1OKyMeHTA.

3aknaaka — B 0araTOCTOPIHKOBUX JTIOKYMEHTAX JI03BOJISIE 3MIMCHIOBATH MEPEXia
710 MICIIS, TTO3HAYEHOTO 3aKJIaaK0I0. J[JIs1 CTBOpPEHHS 3aKIaKu y 0araToCTOPIHKOBUX
JOKyMeHTax Tpeba BCTAaHOBUTHM Kypcop Ha Miclie, Ha ske Oyae 3aiiiCHIOBATHCS
nepexiji, BUKOHATU Bcmaexka — 3aknaoka, BBECTH 1IM’s 3aKJIaJIKH, SIKE MOBHUHHO
MOYMHATHCS 3 JITEPH 1 MICTUTU JiTepu Ta uudpu. s BUKOPUCTAHHS 3aKIIaJKU
BUKOHATU Bcmaska — 3axnaoka 1 BKa3aTu iM s TIOTPIOHOT 3aKIa/IKH.

INneprnocunanns. TekcT TOKyMEHTa MOXKE MICTUTH €JIeMeHTH (CloBa,
CUMBOJIM, 3HAYK{, MAJIOHKA 1 T.J.), IPM HATHUCHEHHI Ha sKi Oyne 3I1iCHEHHI
aBTOMATUYHUI mepexij Ha 1HIUN (aitn a0o B 1HIINIA PO3/LT MOTOYHOTO JOKYMEHTA.

INnmeprmocunanHs MoOKe 3B’SA3yBaTH JOKYMEHT 3 IHINAM, JOJOCTYITHHUM
KOpHUCTYyBauy, (ailsioM, 3 HOBUM JOKYMEHTOM, 3 MICIIEM B CaMOMY JOKYMEHTI 1 3
aJIPECOI0 EJIEKTPOHHOI MOIITH.

2x
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Puc. 4.2. BikHO CTBOpEHHS TiNEPHOCUIIaHHS

JInst CTBOpEHHS TINEPIOCHIaHHS Ha 1HIIN ¢ain BukoHatu [ unepccwiixa... /
Cesazamo c../ ¢hatinom, éed-cmpanuyeti - B o Ilanka BKa3aTu nuisx 1o daiiia.

JIst CTBOpPEHHS TINMEPIIOCUIIAHHS Ha MICIE B MTOTOYHOMY JTOKYMEHTI 1€ MicCIle
Tpeda MO3HAYNUTH 3aKJIAIKOI0, a IIOTIM CTBOPIOBATH BJIACHE ITOCHJIAHHS.

Hampukinan, $KIIO OCTaHHE CIIOBO IMEpIIOro ab3aiy MOTpiOHO 3poOUTH
TiNeprnoCcUIaHHsAM Ha OCTaHHIN ab3all, TO MOPSAIO0K A1k Oy/ie TaKuM:

1) CTBOpHTH 3aKIaJKy Ha OCTaHHIHN ab3all JOKyMEHTa.

2) Bumginutu ocTaHHE CIIOBO TMepmioro a03ama - KOHTEKCTHE MEHI0 -
Tunepccuoiika.

3) ¥ BikHi, MO Bigkpwiocs, Bkazatu Ceszamb c. MeCmom 6 OOKYMeHme -
3axnaoxu - BKa3aTu MOTPIOHY 3aKIJIAJIKY.

[lepeBipka mpaBomuCy. BUKOpUCTOBYEThCS it TO30aBICHHS  BIf
opdporpadiuHMX Ta TpaMaTUYHUX NOMWIOK. Bukonatu Peyensuposanue -



IIpasonucanue - BCTAHOBUTH MOBY MeEpeBIpKH. SIKIO CIOBO 13 TEKCTa BIACYTHE Y
cioBHUKY TmepeBipku  Microsoft Word, #oro wmokHa momatd 10 CJIOBHHKA,
HATUCHYBIIU KHOTIKY /[obasumu.

Jlo ckmamy gokymentiB Microsoft Word MoXyTh BXOIUTH €JIEMEHTH
MyJIbTUMEIa, TOOTO Bijieo- Ta ayniodaitim. Tak, y IpOoTOKOJI CyJAOBOTO 3aciIaHHS
Moke OyTH BHECEHHWH ayaio3aluc IhOTO 3aciflaHHs, B MPOTOKON OTJIIAY MicCIs
3JIOYMHY - B1JICO3MOMKA MICIIS 3JI0YMHY 1 T. 1H. |1 BHeceHHs daiina MylIbTUME 1A
CJIiJI CKOIIIIOBATH IIe# (haiisl B MOTpiOHE MiCIIe JOKYMEHTA.

Makpoc - 1e 3acid aBToMaru3allii i, SKI BHUKOHYIOTBCS 3 JOKYMEHTOM
6araTopa3zoBo. Makpoc 00'emHye Bci 1ii KOpHCTyBaua B OJHOMY CIIEHapii, SKUAN
MOTIM MOJKHAa BUKOHATH 3a JOMOMOTOI0 KOMAHIW MEHIO, KHOIKH TaHewl
1HCTpYMEHTIB a00 koMOiHaiii kiaBimt. CUCOK 1HCTPYKITINA, MO CKJIAal0Th Makpoc,
SIK TIPaBHJIO, CKiIamaeThes 3 makpoornepartopi. VBA (Visual Basic for Application) e
CEPEIOBUIIEM MTPOTpaMyBaHHS, PO3POOICHUM CHEIiadbHO I CTBOPEHHS MaKpOCiB
y nmonatkax. lle MoBa mporpaMmyBaHHsI, 110 MIATPUMYETHCS BCiMa JOJaTKaMH ITaKeTa
Microsoft Office.

Jlsist cTBOpeHHST Makpocy Tpeba BUIIIUTH (PparMeHT JOKYMEHTa, BHUKOHATH
Buo - 3anucv maxpoca - esecmu im's makpocy (nouunaemocs 3 nimepu i Micmumo
TIJZIBKH nimepu ma yugpu) - B noiit Maxpoc docmynen 0nsa BKa3aTH JOKYMEHT, JJIs
SAKOTO IOCTYIHUI Makpoc, - HaTUCHYTU Knasuwiam.

3anuck Makpoca e
WMa makpoca:
IMaKpocl
HasHa4MTh Makpoc

gfﬂ KHOMKE @[ KNEBULLEM
[==]

Makpoc gocTyned ana:
IBcex nokyweHTos (Mormal.dotm) ;I

OnucaHue:

OK I OTtMeHa |

Puc. 4.3. BikHO 3amucy Makpocy

VY nHactynmHoMy BiKkHI B 1oji Hogoe couemarnue kniaguus BBECTH CIIOTYYaHHS
knagitr Ctrl+6yos-sxa (cumeonvua) knasiwa - Haznauums - 3axpoime.



YKEKMTE KOMEHAY

KaTeropuu: KomaHabt:
Makpoc .‘_l Normal .NewMacros.

= =l

YKaKMTE COHETAHWE KNaBw

Texywme CoNETaHWA: HoBoe coueTaHue Knasmw:

-] |
-]

COXPaHHUTL MIMEHEHWA B: INorma\.dotm vl

OncaHme

Ha;»—.au.msl Yrainio | COpoc., . I 3aKpbiTh

Puc. 4.4. IlpuzHadyeHHS MaKpoCy

BukonaTu aii, 1110 3aMCYIOTHCSI B MAKpOC, BUKOPUCTOBYIOUM MEHIO BikHA. J1is
=

=2

Makpocs

IPUNTMHEHHS 3aMMCY MAKPOCY BUKOHATH BuUO- e ~-OCMAn06UNMb 3aNUCH.
3axuct JokyMeHTa. Jlimg moctymy A0 BCIX 3ac00iB 3aXUCTy JOKYMEHTa
Microsoft Word tpe6a Bukonatu @aiin - Ceedenus - 3auumumes 0OKyMeHm.

Co3pat
Pexxum orpannueHHoi pyHKUMOHANLHOCT
Meuars lv—’l ? HEXOTOpEIE HOBBIE BOIMMKHOCTY OTKNHONEHE! BI
= paSore c npeasigywumn sepcnamm Office. Mpec
CO)’paHHTb " OmpaEHTb anOGpEZOBETb NOZBONNUT EKTHOUYUTE 3TU EC3MOXKHOCTH, HO MOXK
i PasMETEN,
Cnpasxka
Z
) Mapamerpni ‘ o Pazpewenus
£ Bce MoryT oTKpBIBaTE, KONMPOEAT: M M3MEHATE 7
[d Euxoa v ADKyMEHTa,
SawuTiTe
AOKYRIEHT ¥

,\ MNomernis xak UKUHHGTEIIMDII‘
~T" Nometkz gokyMeHTa Kak OKOHYATENBHOFO M
HEPERAKTMPYEMCTD,
(i) 3awwédposars naponem )

__'jl" Tpebyer Napo/e A8 CTKPEITAA JAHHOT0 LOKYMEHTA,

s OrpanwunTs peaaKTuposanne
[£] YnpabneHwe TUNamy MIMEHEHNI, KOTOPHE PaIpelieHo
EHOCKTE MOABb3OBATENAM B 3TOT JOKYMEHT.

N OFpaHWuMTL PASPEWEHNA ANA NOALIOBATENEH
& (Mpeaocrasaerine NONs308aTEAAM ZOCTYNE € OTPaHMHeHEm *
B03MOXHOCTI WIMEHEHMA, KCMVPOBaHAA U NEYaTH,

5 fo6asuTe UNPPOBYIO NOANKCE
Q O6ecneycrEne LEN0CTHO ITH JOKYMEHTa MyTeM A053BAEHNR
HEBUAKMON LWDPOEOR NOANM,

Puc. 4.5. PiBHi 3axucty goKymeHTa 3acobamu Word

3acoou Word n103BoJisiFoTh BCTAHOBUTH HACTYITHI PiBHI 3aXUCTY IOKYMEHTA!

- Ilomemums xax okoHuamenvHwlll - 3a00pOHA pEAATyBaHHS TOKYMEHTA;

- 3awugposamv naponem - JTOKYMEHT Oyne BIAKPUTUN TUIBKU TICIA
BBEJICHHSI MapOJIS;

- Oepanuuumov pedaxmuposatue - 3a00poHa OyAb-SIKUX 3MIH B JOKYMEHTI;

- Oepanuuumo paspeutenus OJisi nojab3osamereli - TPpU OOpaHHI IILOTO PIBHS
3aXHUCTY KOPUCTYBAUy MPOMOHYETHCS:



v | HeorpaHw4eHHwii gocryn
OrpaHUYeHHBIA g0CTyn

YnpaeneHWe y4ETHRIMK JaHHEIMK

eHeocpanuuennwlii oocmyn - JOKyMEHT JOCTYNHHUH Ui OyAb-sIKOTO
KOpHUCTYBAua,

eOcpaHuuennsviti docmyn Ta YnpaeneHue yuemHuIMU 3aNUCAMU - BUMArae
BUKOPHUCTAHHS CIY»KOU yNpaBIiHHA MPaBaMU HA JOCTYII 0 JAHUX.

CnyxBa yNpaBNEHMA NPEBaMH Ha A0CTYN K AaHHEIM (TRM) Mnons3yeT cepeep ANA NOOBENKM YHETHBIX AEHHENX
MOMES0BEETENEN, COZASKIWMX MM NONYYSKOWMK 40KYMEHTEI M CO0DUIEHMA 3NEKTPORHOM NoOYTE C
OrPEHHYEHHEIMK PaSPEEHMAMKM, HEKOTOPRIE OpraHWEaLMH MCNoNE3VOT COBCTEEHHEIE CEPEEDEI YIDABNEHHA
npaeaMu. MonesoeaTenam Microsoft Office, He MMEHOWMM LOCTYS K TaKKMM CEPEEPEM, KOPNOPELMA
MaikpocodT NpeanarasT BOMONE30BaTLCA DECNNaTHOM BEpalel cnywbEl YMPaBNEHMA NPABaMH Ha J0CTY K
AOEHHBIM,

MNepea Ha4anoM paboTel C 3Tol BecnnaTHol cnyBol 03HaKOMETECE CO CNEA YIOLLMMH YCIOBMAMM:
- anA paboTtel © 3Tol cnypxboi HeobXNDOMMO MONONEZ0BATE MAEHTMOMEETOD Windows Live ID;

- BawWwW SOKYMEHTEI 1 CO0DWEHMA 3NEKTPOHHOM NOYTEI HAKOrAA HE DY YT HM OTNPEENATECA KOPIOPaLMAM
MalikpocodT, HA ¥DEHWTECA ¥ Hee, [P NoNe30BaHKK 3T Nyl BalLM YHETHEIE A3HHEIE M
CBEAEHWMA 0 NpaBaX Ha A0KYMEHTEI K1 CGOELLI,EHI-‘I:H C OrpaH<eHHBIMK paspelleHHMAMKW OTAPSENAKDTCR
3TOM Cny#bE , HO HE CONDEHRAKITCR;

- ECAM KOPNOpawis MadkpocodT PEWWT NPEKPETHTE ABACTEHE 3TOA Cnykbel, monyq4aTend Byayr
NO-NPEXHEMY MMETE AOCTY K AOKYMEHTEM 1 COOBLLEHMAN SNEKTPOHHON NOYTEI B TEYSHWE ND KPaHHEHR
MEPE TPEX MECALEE, ECNH MX MAEHTHDMKaTopE! Windows Live ID ocTaTCA SKTHBHEIMK;

- Kopnopauma MaikpocodT He OyneT pauMdpoBEIEATE COASMHMMOE, SELUMIIEHHOE STOl Cnykbol, HU B
KEKMX CIYYEAX, KPOME KEK N0 ASRCTEMTENEHOMY PELLEHMID CYaE.

Puc. 4.6. Cny>x0a ynpaBiiiHHs MpaBaMH Ha IOCTYI JI0 JaHUX

3a I0MOMOror0 CIy>)KOM YIpaBJlliHHS MpaBaMHU Ha JOCTYI JI0 JaHUX MOXHa
BUKOHATH HACTYIHI 3aBIaHHS:

* 3amo0irTH nepejadi, KOIMIIOBaHHIO, 3MiHI, APYKY, Biampasiil (akcom ado
BCTaBI[l BMICTY 3 OOMEXKEHMM JOCTYIIOM OJIepKyBadyaMd TaKOro BMICTY, IO HE
MaroTh BIJITOBIIHHUX JO3BOJIIB;

* 3amo0IrTH KOMIIOBAHHIO BMICTY 3 OOMEXEHUM JOCTYNOM 3 BUKOPUCTAHHSAM
GyHKLii ApyKy eKkpaHa B onepauiiHiii cuctemi Microsoft Windows;

* 3aro0irTH BIAMPaBIl BMICTY 3 OOMEXKEHUM JOCTYIIOM;

* BKa3aTW 4ac 3aKiHYEHHS BUKOpPUCTaHHA (ailyia, micas 3aKIHYEHHS SKOTro
BMICT JJOKYMEHTa HEMOKIIMBO TEPETIISHYTH;

* 3aCTOCyBaTW  TMOMITHKKA  (yHKIIT  ymOpaBiiHHS  BUKOPUCTAHHAM 1
PO3MOBCIOJKEHHSIM BMICTY B MEKax OpraHizaiiii.

- Jlobasumv yugposyrw noonucv - M03BONSIE 1ACHTH(IKYBATH BiANpaBHUKA
JOKYMEHTA Ta 3aXUIIa€ JOKYMEHT BiJl IepeKpydyBaHb Mij Yac TPAHCIIOPTYBaHHS.

4.3. Xapakrepucrtuka Tekcrosoro LibreOffice Writer.

LibreOffice Writer - TexcToBwmii niporecop i Bisyanbhuuii pegakrop HTML, mo
BXOJIUTh 10 ckiany odicHoro makera LibreOffice. € BiagramyXeHHSIM TEKCTOBOTO



nporecopa OpenOffice.org Writer. LibreOffice Writer nmommproerbest 3a BUTbHOIO
minensietro GNU Lesser General Public License v3.

Pimaum anst odicHoro makera LibreOffice e crammaptamii dopmar daiinis
odicHux nokyMeHTtiB OpenDocument Format.

dopmMaTr TEKCTOBOrO JOKYMEHTAa Ma€ po3IIupeHHs 0dt, a maliIoH TEKCTOBOTO
JIOKyMeHTa - Ott.

Kpim 1poro, LibreOffice Writer miarpumye dopmatu Microsoft Word pizaux
BEpCiii, 30KkpeMa, T03BOJIIE MpaloBaTH 3 JoKymMeHTamu (opmary Microsoft Word
97/2000/XP/2003 (*. Doc), a takox dopmary OOXML (*. Docx). Takoxx B HbOMY
peaiizoBaHa (QyHKIIIA €KCIIOPTY TOKyMeHTa y Gpopmati nokymenta PDF.

Writer mictuth yci HeoOXimHi (QyHKIT Cy4acHOTO MOBHO(]YHKI[IOHATHHOTO
TEKCTOBOTO TIpOIlecOpa Ta IHCTpyMeHTy myOmikamiii. Ha gomaTtox mo 3BHYaliHUX
MOXJIMBOCTE TEKCTOBOrO Iporecopa (TepeBipka MpaBUIbHOCTI HANMCAaHHS,
Te€3aypycC, PO3CTAaHOBKA MEPEHOCIB, aBTO3aMiHa, MOIIYK Ta 3aMiHa, aBTOMATUYHE
cxinaganus 3micty) Writer 3abesnevye HaCTYITHI BayKJIHBI MOKJITHBOCTI:

- po0oTa 31 CTUJIAMHU Ta 111a0JI0HAMU;

- METOJM MaKeTyBaHHS CTOPIHOK, BKIIFOUAIOYH PAMKH, CTOBIII 1 TaOIHIIL;

- BIpOBaJKeHa abo MoB'A3aHa rpadika, eIeKTPOHH1 TabJIUIIl Ta 1HII 00' €KTH;

- BOyJOBaHi 3acO0M MaJIFOBaHHS;

- po0OoTa 3 CKJIaJJOBUM JOKYMEHTOM;

- BIJICTEXXCHHSI 3MIH Y BEPCIsiX IOKYMEHTIB;

- 1HTerpais 3 0a3amMu JaHMX, BKIIIOYaOuu 0aszy gaHux O0i0miorpadii;

- ekcnopT y popmat PDF, Bkitouarouu 3akiagaKu;

- mominmeHHs iMmopTy nokyMeHTiB DOCX: mnaBaroui Tabsmii, 00'ektn OLE
B 00paMJICHHSX, BIACTYNH 300pakeHb yCepEarH1 TEKCTY;

- MIATPUMKA IMIOPTY Ta eKCopTy MareMatuuyHux ¢popmyn RTF;

- IMIIOPT PYKOMUCHUX MpuMiITOK 3 TokyMmeHTiB DOCX i RTF;

- JlIoAaBaHHS KOMEHTapIB;

- CKOpOueHHS Java-koay: MaiicTpu (pakciB Ta JIMCTIB mepenucani Ha Python;

- MOXKJIMBICTb BHJIUISITH 1 KOTIIIOBATH TEKCT y BIKHAX MOBIJJOMJICHb;

- BIKHO yTMpaBIIiHHS 11a0JIOHAMU KOPUCTYyBaya.

Iarepdeiic LibreOffice Writer ayxe Onusbkuii 10 intepdeiicy MS Word i e
IHTYITHBHO 3pO3YMUINM.

wrriterodt - LibreQ i flce Wriker
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KouTposbHi 3antuTaHHs

1. SIki OCHOBHI XapaKTEPUCTUKH Ma€ TEKCTOBH mporecop MS Word?

2. lllo Ttake mabmoH nokyMeHTa? HapemiTh NpUKIaaU, KOJIU JOIIIBHO
CTBOpIOBATH I1a0JIOH.

3. Mo Ttake «ctuib»? Koam gopedHe BHUKOPUCTAHHS — CTHJIBOBOTO
dbopmaTyBaHHS?

4. o Ttake «rinepnocunianHs»? Ha ski 00'€KTH T03BOISETHCS CTBOPEHHS
rinepnocwians B MS Word?

5. o Take «makpoc»? Komum 1gopedyHe BHUKOPUCTaHHS Ta CTBOPEHHS
Makpocy?

6. Uu MOXIMBE BUKOPHCTAHHS €JIEMEHTIB MyIbTUMEAla B JOKyMeHTax MS
Word? HageniTh nmpukiagy BUKOPUCTAHHS €JIEMEHTIB MYJIbTUMENia B FOPUIHIHUX
JTOKYMEHTaX.

7. Slki piBHI 3axucTy HOKyMeHTa niepeabavae MS Word?

8. Slxuii piBeHb 3axucty Bu BBakaeTe HaHaIAHIIIAM?

9. HaBexmiTh OCHOBHI XapaKTEpUCTHKH TekcToBoro mpoiecopa LibreOffice
Writer.

10. SIki cytTeBi BiaminHOCTI Bu Oaumre Mix npomecopamu MS Word Tta
LibreOffice Writer?



