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XMEJBHHUIBKA OBJIACHA PAIA

XMEJbHUIIbKU YHIBEPCUTET YIIPABJIIHHSA TA IIPABA
IMEHI JIEOHIJA IO3bKOBA

3ATBEP/IXKEHO
PimieHHs METOIMYHOI pajivi YHIBEPCUTETY
29 ceprns 2024 poky,
npoTokor Nel

[lepmia mpopeKTopKa, rojaoBa
METOJIMYHOI pajy YHIBEPCUTETY,
KaHAUJATKA HAYK 3 IEPKABHOIO
yIpaBIIiHHS, TOIIEHTKA

Ipuna KOBTYH

29 cepnns 2024 poxy

HABYAJIBHO-METO/JNYHI MATEPIAJIN
3 HABYAJIbHOI M CIUILIIHA
«IHOOPMAIIMHI CUCTEMU TA TEXHOJIOI' Ti»
IS MiATOTOBKYU HA nepuiomy (0cBiTHLOMY) piBHi
3100yBaviB BUIIIOI OCBITH CTyleHs 0aKajgaBpa
3a cneniajbHicTIO 073 MeHeKMeHT
raaysi 3Hanb 07 YnpasJiiHHs Ta aIMiHiCTPyBaHHS

M. XMEIbLHUIILKUU

2024



PO3POBHUKMU:

JlonieHT Kadeapy MEHEPKMEHTY, eKOHOMIKH,

CTaTHCTUKHU Ta IU(PPOBUX TEXHOJIOTIH,

KaHAWJAT MeJaroriYHuX HayK, JOLCHT Oner CYXOBIPChKMIA

JlonienTKa Kadeapyu MEHEHKMEHTY, EKOHOMIKH,
CTaTHCTUKH Ta MU(PPOBUX TEXHOJIOTIH,
KaHIUAaTKa €eKOHOMIYHUX HAyK, TOIICHTKA Ompra ®EJIOPUYYK

27 ceprast 2024 poxy

CXBAJIEHO
Pimenns xadeapu MEHEKMEHTY, €KOHOMIKH, CTATUCTHKYU Ta HU(PPOBUX TEXHOJIOT1H
27 cepmst 2024 poky, nporokost Ne 1

3aBigyBauka kadeapu, KaHAUIaTKa
€KOHOMIYHHUX HayK, TOIICHTKA Haranig 3AXAPKEBUY
27 ceprast 2024 poxy

Jlekaneca (pakyabTeTy YIpaBIIiHHS Ta

€KOHOMIKH, KaHUIaTKa EKOHOMIYHUX HaYK,

JIOLICHTKA Terssna TEPEILIEHKO
29 cepmast 2024 poxy

Oo6mnikoBwmit 00csT 3,7 yM.IIp. apkK.
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1. CTpykTypa BUBYEHHS HABYAJIbHOI M CIUIIIHH

1.1. Temamuunuil ni1an HA6UANLHOT OUCUUNIIHU

Ne | Ha3zma temu KinpkicTs roama
T Jlenna dbopma HaBUaHHS 3aouna hopmMa HaBYAHHS
MU Yebo y TOMY YHCi Yewo y TOMY 4HCHi
ro 1 c 126 inn | CPC ro 1 c a6 ing | CPC
1 Ludpose
CCPCAOBUILIC JIA
HaB4yaHHsa. CucTeMH 46 2 14 30 41 4 2 35
00pOOKHU TEKCTOBOT
iHdopmaii
2 Cucremu TaOIMYHOT
38 12 26 44 6 38
00pOOKH TaHUX
3 TexHomorii
CTBOPEHIA | 21 6 15 | 22 2 20
MpE3CHTallu Ta
TH(POBI cepBicH
Bcenoro roaun: 105 2 32 71 | 105 4 10 93
1.2. Jlexuii
Ne Has3pa 1 mman Temu KinbKicTh
3/1 TOOWH
1. Google Workspace for Education. Microsoft 365 2
1.1. Peectpartist Ta HanmamtyBanHs npodinto B Google Workspace
for Education Ta Microsoft 365
1.2. Ocuosni komnorentu Google Workspace for Education
1.3. Ocnosni komnonentu Microsoft 365
1.4. [TpaBuaa podoru B Google Classroom
1.5. BukopucTaHHsI XMapHUX CepeOBUI /1715l 30€pEeKEHHS] JTaHUX
1.3. J/labopamopni 3anamms
Ne KigbkicTh
HazBu tem
3/ TOJIUH
1. Tema 1. 2
TexcroBuii pemaktop. IlpaBuna Habopy tekcty. OdopmiaeHHs
TEKCTY Ta a03aIliB
2. Tema 2. 2
TekcToBuil perakrop. Makert nokymenTa. CTUIIb TEKCTY.
3. Tema 3. 2
TekcroBuii pexakrop. Crincku. Tabnwmini
4. Tema 4. 2
TekcToBul peraktop. 300pakeHHs Ta Girypu




5. Tema 5. 2
Texcrowmii penaktop. Cepenopuiie Microsoft 365. CtBopenHs
nokymenty y Word 365

6. Tema 6. 2
TexcToBuii penaktop. CTpyKTypa JOKYMEHTY. 3MIiCT.

7. Tema 7. 2
TexkcroBuii penaktop. KoMiiekcHa KOHTpOJIbHa po0oTa

8. Tewma 8. 2
Enextponni Tabauii. Anpecarnis koMipok. Tum nanux, [Ipocti
dbopmynn. OiTbTpH, COPTYBAHHS

9. Tema 9. 2
Enextponni Tabnui. Jloriuni ¢pyHKiii

10. | Tema 10. 2
Enextponni Tabnuii. @inancoi GyHKIT

11. | Tema 11. 2
Enexrponni Tabnuii. [iarpamu

12. | Tema 12. 2
EnextponHi Tabnui. AHami3 1aHuX. 3BeIeHa TaOIUIs

13. | Tema 13. 2
Enexrponni Tabnumi. KommniaekcHa KOHTpoIbHA poOoTa

14. | Tema 14. 2
[Iporpamu miaroToBKH npe3eHTtaniil. Animariii. Hagiramis.

15. | Tema 15. 2
[Tomyk B iHTepHETI. MOBa 3amuTiB.

16. | Tema 16. 2
BukopucTtansst 3ac001B IITYYHOT'O 1HTEJIEKTY
Bcroro rogun: 32

JlabopaTopna podora Nel

TexkcroBuii penaxrop. [Ipasuiaa nadopy. lipudr. Ad3anu

Teopemuuna wacmuna
e PoOuTH OAMH «IIPOMYCK» MK CIIOBaMH.
e Po3minoBuii 3HaK HE BiApUBATH BIJ] CJIOBA, 32 SIKUM BiH CTOITh (MI>)K HUMU HE TTOBUHEH
CTOSITH «IIPOITYCK» ).
[Ticast KO’KHOTO PO3I1IOBOTO 3HAKY CTABUTH IIPOIYCK.
[Ticns BiAKpHUBarOYMX AYKOK a0 JaroK 3pa3y MUCaTH TEKCT.
[lepen 3akprBaOUOI0 AYkKKOIO ab0 JIaKaMH «IIPOIMYCK» HE CTABUTHCS.
Jo ta micns nedicy He CTaBUTH IIPOITYCK».
J1o Ta miciis TUpE CTaBUTH «IIPOITYCK).
Jliig nmepexoly Ha HOBUH pAOK He BUKopucToByBatu Enter. [lepexin BinOyBaeThCs
aBTOMATUYHO.
e [Ipu nepeHecenHi ciiB iX He po30MBAIOTh HA CKJIA/M 1 HE CTaBIATH PUCKY. Lle BinOyBaeThCs
aBTOMATUYHO.




e He cTaBUTH CUMBOJIH «IPOITYCK» MIX JIITepaMH, 1100 3pOOUTH 3aroJI0BOK PO3TATHYTUM,
JUISL IILOTO € CIEIiaibHi 3aCo0H.

e He poOutu «mporryckaMmu» BiICTYIIIB BiJ JIIBOTO Kpato (a03alfHi BiICTYIIH, BipIlli, CIIUCKH,
TOII0), 1€ KpaIie 3po0rTH 3ac00aMu TEKCTOBOT'O PEAAKTOPA.

e He neHTpyBaTH psaKH 32 JOMOMOTOIO «IIpOITycKiBy». Lle kpaie 3podutn 3acodbamu
TEKCTOBOTO PEIAKTOPA.

e He pobutu mycTux psiIKiB Mk a03anamu, s OO € 3aco0M MikaO3aIHUX THTEPBAIiB.

e He HymepyBaTu CIIHMCKH, II€ Kpalle 3poOUTH 3ac00aMu TEKCTOBOTO PEIAKTOPA.

3aeoanns
1. HaOpartu ta 0pOpMHTH TEKCT:

Mpuxyun poboTu thiHancoBol nipamiau, NPocTUi, AK «[) ATk KeniiQK». Mipamiga npauoe 4o Tix nip,
MOKW MAe NPUNNUB rpoLlen Big «iHBecTopiB». YUYacHUKK nipaMmigu, AKi BKNanu ceoi rpoLli, NMOBUHHI 3anmy4aTtu
HOBUX «iHBecTopiB», AKi ByayTs 3abeaneuyBaTt 4OXiA TUM, XTO BKNABCH B NipamMigy paHiwe.

Oprasiosrepe  nipamign «CTPUXYTh KYNOHWU»,  BUNNAYyOTb
«auBineHau» TUM, XTo cTOITh BINA BEpXiBKKW, a nicng Toro, Ak (hiHaHCOBI NOTOKK

Bif HoBuX KnieHTia 3akiHuyioThes, «IEEROORG:. ¥ niacymky, Gyas-To 3
BinbwocTi «iHBecTopiB», WO BKNANUCH B Nipamiay, 3annwalinTbes 3-ApubyTrom Hi

x BURBnAlOTLC OPraHisaTopu

3 yum. B Moca WaXpancLKMX pjj, , TaKoK i

«IHBECTOPW», AKI BCTUrNY BKNAcTu rpowi B nepuui aHi abo TYxHI.

Buau waxpancrea
KnacuuHa ghiHaHncoea nipamiga — ue WaxpaicTseo, fske 3apas 3ycTpivaerben
nocuTe pigko. OpraHiaaTopu athepyu 3 caMmoro noyaTky He NpUXoBYIOTh
CYTb CBOrO NPOEKTY, 3pobuBLIM OCHOBHWIA aKUEHT KNIEHTIB Ha Te, WO
IHTEpHET BIAKPUB NPUHLIMNOBO HOBI MOXIUBOCTI i3 3any4YeHHA HOBUX
KnieuTiB, | hiHaHcoBi rpowwosi NnoTokun ByayTe NOCTIRHUMM.
BrpaTtu «iHBecTopa» po3paxoByTheA 3a hopmMyno:D=m?-(a;+az)

2. CkoritoBaty Apyruid ab3all Ta BCTAaBUTH HOTO B KiHIII TeKCTy. OhopMuTH HOTO 32 TAKUMH
napamerpamu: Hlpudr (rapuitypa) — Verdana, Kerns — 14 nit, kypcus, Kouip Jitep —
YepBOHUM, yIIUIbHEHHS Ha 1 1T, ad3arH1 BIACTYIH 37iBa 1 cM, cripaBa — 2 ¢M, BIICTYM Bij
nornepeHboro ad3amy 16 nT, MiXKpsAIKOBHIA iHTepBal — 12 0T

Memoouuni pexomenoauyii

KirouoBumu TepmiHamu, Ha PO3YMIHHI SIKHX 0a3yeTbCs 3aCBOEHHSI HaBYAJIILHOTO Marepiairy
TEMH, €: CTPYKTypa JJOKYMEHTa, TUIO JOKYMEHTa, KOJIOHTUTYJI, TIOCUJIaHHS, 3MICT, IpaBuiIa Habopy
TEKCTY.

3 MeTo0 IITMOOKOTO 3aCBOEHHS HABUAIBHOTO Marepialy MpHU CaMOCTIfHOMY BHBYEHHI TeMHU
CTYIEHTY BapTO OCOOJIMBY yBary 3ocepeiuTd Ha Takux acrekrtax: Microsoft Office Word —
MOMYJIIPHUNA TEKCTOBUH nporiecop. PearnizoBani B Microsoft Office Word Mo>xIuBOCTI 103BOJIAIOTH
BUKOHYBaTH Halpi3HOMaHITHIII omepamii mo QopMaTyBaHHIO Ta peAaryBaHHIO TEKCTOBUX
JOKYMEHTIB. 3aBJaHHs, 10 BUPIIIYIOTHCS 3a JOMOMOI0K TEKCTOBOro penakropa Word, KopoTko
nepepaxoBaHi HUXKYE:

— CTBOPEHHS 1 pelaryBaHHs TEKCTOBMX TOKYMEHTIB 3 BHUKOPHUCTaHHSM BEIHUKOTO BHOOPY
mpudTIB 1 CTUITIB TEKCTY;

— O(QOpMIIEHHS TEKCTOBHX JOKYMEHTIB (CTBOPEHHS 3arojlOBKiB, 3MICTY, KOJIOHTHUTYIIB,
(dbopMyBaHHS TPEIMETHOTO IMOKAKYMKA, PO3CTABIISIHHS IE€PEHECEHb, PO3TAIlyBaHHA TEKCTy Ha
CTOPIHII;



— HaJlamTyBaHHS MPUQTIB 1 TapameTpiB ab3ally, a TAKOK CTBOPEHHS TEKCTOBUX JTOKYMEHTIB 3
BUKOPHUCTaHHAM PI3HUX IA0JOHIB (K CHUCTEMHHUX, TaK 1 KOPUCTYBAIllbKUX), NPHU3HAYECHUX
CHEIiaJIbHO IS BIAMOBITHOTO 0(OPMIICHHS IOKYMEHTY );

— BCTaBKa B TEKCT HEOOXITHUX €JIEMEHTIB (CIemiaJIbHUX CHMBOJIB, MaJtOHKIB, TMPHUMITOK,
rineprnocuianb, BUHOCOK 1 TOMY HO/Ii0He);

— pobota 3 OJioKaMH TEKCTy (KOITiIFOBaHHS, BCTaBKa, MEpEeMIlIeHHs (parMeHTIB TEKCTY 3
BUKOPUCTaHHSAM MOXJIMBOCTEH Oydepa oOMiHy);

— TPEACTABJICHHS JIeSKUX (ParMeHTIB TEKCTOBOTO JOKYMEHTY y BUTJISAL TaOlHIli, CTBOPEHOT
BIJIMTOB1/THO JI0 33/IaHKUX TTapaMeTPiB;

— HaJIAIITYBAaHHS apaMeTPiB MPEACTaBICHHS TEKCTOBOTO IOKYMEHTY;

— TIEpEeTJIsi], CTATUCTHKU JTOKYMEHTY (KUIBKICTh CTOPIHOK TEKCTOBOT'O JOKYMEHTY, KUIBKICTh
CHUMBOJIIB B IOKYMEHTI, KUTbKICTh a03alliB Ta iH.);

— aBTOMaTH4Ha NepeBipka (pOPMOBAHOTO JTOKYMEHTY Ha HasBHICTb B HbOMY IpaMaTHYHUX,
CTHJIICTUYHHX 1 TOMY MOAI0HE TOMHIIOK 3 MOKJIMBICTIO OTIEPATHUBHOTO iX YCYHEHHS,

— CTBOPEHHS MAJIOHKIB 3 BUKOPHCTAaHHSM CIENiajJbHO MpU3HaYeHOl (QYHKI[IOHAIBHOCTI;

— 30epekeHHs1 CPOPMOBAHOTO JOKYMEHTY B Pi3HHX (opmarax;

— BHBIJI Ha JPYK FOTOBOTO TEKCTOBOTO JOKYMEHTY (Tpy HEOOX1AHOCTI - MOMepeaHiil meperis
JTOKYMEHTY Iepe]] HOTO IPYKyBaHHSIM).

OxkpiM nepepaxoBaHOTO, 33 JIOIIOMOTOI0 TEKCTOBOTO penakropa Word MokHa BHpILIYBaTH i
1HIII1 3aBAAHHS, 3aJIEKHO BiJ] MOTPeO KOHKPETHOIO KOPUCTYBaya.

IIpaBuiia HabOpy TEKCTY:

— MIX CJIOBaMH 00OB’SI3KOBO CTaBUTHCS IPOMYCK (JIHILE OJIUH);

— TepexiJ Ha HOBHH PSIJIOK B MpoIieci HA0OpY TEKCTY BiOYBAETHCS aBTOMAaTHYHO;

— m06 nepeiTi Ha HOBUI ab3a1], moTpioHo HaTrcHyTH KiaBimry ENTER ;

— MICJS PO3LIOBOTO 3HAKY 000B’A3KOBO CTaBUTHCS MPOMYCK;

— mepes po3IIOBUM 3HAKOM IPOIYCK HE CTaBUTHCS;

— 3HaK «Jedic» CTaBUTHCS O€3 MPOIYCKIB;

— 3HaK «anocTpod» crtaBuThes 6e3 npomnyckiB (ALT+039);

— 3HaK «TUPE» CTAaBUTHCS 3 MPOIYCKaMHU JI0 1 MICHA 3HAKy: pO3pI3HAEThCS 3BUYAliHE THUpE
(ALT+0150) nyist uncnoBux npomixkiB (Hanpukian, [V — XI ct., 2006 — 2007 pp.) Ta Tunorpadcbke
a6o nosre Tupe (ALT+0151) — ans ycix iHIIMX BUNAIKIB;

— CJIOBa, SIKi 3aKJIFOYEHI B JIAMKHU YW AYXKKU HE TIOBUHHI BIUIUIATUCS BiJ] HUX HMPOIYCKaMH,

— JUIS BBEJIEHHSI PUMCBKUX LMD BUKOPUCTOBYIOTHCS BEJIHKI JIITEPH JIAaTUHCHKOTO andasity C,
D,LLL,M,V, X (u-n., XVIcr.).

BujineHHs1 CMMBOJIIB i rpyniu CHMBOJIIB

B tekcroBOoMy mporecopi onepariii 3MiHU HIpUTY 3aCTOCOBYIOThCSA 10 BUALIEHOTO (pparMeHTy
TEKCTY YH, MPU BIICYTHOCTI BUIIJICHHS, JI0 CJIOBA, HA IKOMY PO3MIIIYETHCS Kypcop. 3a JOMOMOTOI0
MHUIII MOKHA BUAUTUTH CUMBOJI, CIIOBO a00 rpymy ciiB. i Toro, mo0 BUAUIUTH (GparMeHT TEKCTY
(cumBoII, €IOBO 200 TPyMy CJiB), MOTPIOHO HA HOTO MOYATKy HATHCHYTH JIBY KJIABIIIY MUII 1, HE
BIJIITyCKAIOYH i, MEPEeTATHYTH 10 KiHLs pparmenty. KpiMm Toro, MoxHa BUIUTUTH (parMeHT TEKCTY,
KOPUCTYIOUHUCH KJIABIIIIAMHU YTIpaBJIiHHA KypcopoM. IIpu 11boMy MOTpiOHO YTPUMYBaTH HaTUCHYTOIO
knasimy Shift.

3ayBakuMoO, II0 €JeMEHTaMH TEKCTOBOI'O JOKYMEHTa TaKOX € pi3HI 00’€KTHU: MAalIOHKH,
Ta0IMIl, IlarpamMu Tomo. B TekcToBoMy mporiecopi Oy/ib-AKy A1l0 MOKHA 3aCTOCOBYBATH JIUIIIE IO
BUJIJIEHOTO eJieMeHTa (CHMMBOIIB, 00’€kTiB). ToMy, 00OB’SI3KOBO HEOOXIJHO CIIOYaTKy BUOpaTu
(BUAUTUTH) €JIEMEHT, a BJK€ MOTIM BUKOHATH ii (KOMaHIH, H-I., (hopMaTyBaHHS CUMBOIIB). J[ist
BUJIUIEHHS BCIX €JIEMEHTIB JOKYMEHTY MOKHA CKopHucTaTHcsa KomOiHariero knasim Ctrl+A (nat.).

Bigmina aii noMuJIKoBHuX KOMaH{

TexcroBuil npouecop Word 3a0e3nedye cBOro poay «CTpaxoBKY» BiJl TaKUX MOMHJIOK. BiH
J03BOJISIE BIAMIHUTH JiI0 TIOMHJIKOBHX KOMAaHJ| 1 BIJHOBUTH CTaH JIOKYMEHTYy, IO TIE€peIyBaB
HEMpPaBWIBHUM orepalisiM. BiaMiHy OCTaHHBOI BHKOHAaHOI KOMaHIM BUKOHYIOTH KJIaBiaTypHOIO



koMOiHamiero CTRL+Z abo BiamoBigHO0 KOMaH 1010 Ha BKIaii. Cepis BIAMIH T03BOJISE BIIMIHUTH
Ti10 ACKITHKOX MOMEPETHIX KOMAH]I.

PobGora 3 pparmeHTamm TeKCTY

Y MS Word po6oTa 3 ¢pparmeHTamMu TEKCTY JT03BOJISIE BHKOHYBATH PI3HOMAaHITHI OTepallii, Taki
SK BHUpI3aHHS, KOIIIOBaHHsS, BCTaBlIeHHS Ta (opmaryBanns. [1lo0 Buaimuth (parMeHT TeEKCTy,
NOTPiOHO KITIKHYTH Ta YTPUMYBATH JIiBY KHOMNKY MHIIi, MEPEMILIyIOYH Kypcop MO TEKCTy, abo
CKOPHUCTATHUCS KJIaBlaTypHUMHU KOMOIHaIsIMU, TakuMH siK Shift + cTpinku. Buninenuii TekcT Mo)kHa
Bupizaru (Ctrl + X), konitoBaru (Ctrl + C) ta BcraBmsatu (Ctrl + V) y motpibne miciie nokymenra. Le
3pYYHO IS TIepeMilleHHs a00 JTyOIFOBaHHS TEKCTY BCEPEIHHI OAHOTO TOKYMEHTa a00 MK pI3HUMHU
JTOKYMEHTaMH.

Kpim TOro, Mo>kHa 3MiHIOBATH BUTJISLA ()ParMEHTIB TEKCTY 3a JIONIOMOTOI0 PI3HHUX IMapaMeTpiB
dopmaryBanss. s nporo moTpiOHO BHIUIMTH TEKCT 1 ckopucraTtucs Bkiankoro "['omoBHa", ne
MOKHA 3MIHUTH THI Ta po3Mip MPUPTY, KOJIIp TEKCTY, CTHIb (KUPHHUMA, KYpPCHB, IMAKPECICHUN), a
TaKOX BUPIBHIOBAHHS, BIICTYIIM Ta IHTEpBAJIU MIX psakamu. BubipkoBe ¢hopmaTyBaHHS JO3BOJISIE
3poOUTH TEKCT OLIbII YUTAOCTHHUM Ta €CTETUYHO MTPUBAOIUBUM.

Hpudpr

MpudTt — e Heoznauypane MOHATTA. LpudT Mae XxapakTepuCTUKU:

— Kernp — po3mip, BUMipIo€eThes y myHKTax (T abo pt) . Hanpuknan 72 nt — 2,54 cm — 1
IIOWM.

— Tapritypa — cTtiie Hanucanas: KypcuB (Haxwienuit), Hamimxupauii, HamiBxupHuii
KypCHB, 3BUYaHUMH.

— HasBa (kareropisi+oco0auBOCTI).

[ToainsiroTh MIPUQTH HA THITH 3a KaTETOPisIMU:

— mpudTH 3 3aciukamu (H-1., Times New Roman);

— pyOneni wpudTH (H-1., Arial).

e 7% ioe
Wt Zeaamety Wpepr  Avasremg

pegr CIMN WD Foumag Mayrat
Tirues Mo Roman oL w 3 >
J oA

T'znes New Rosian Times New Rowan

gt TrusType. So BIMTEICTORREIREN AR RRROGE A€ K0 SxDaN 7K | M8 IEOsTYD LpwT Trae Typ. B BIacgwiCrsiy CTROR 290 IMAROSY e b it T | 2 MgaaTig!

23 304 Cvet TeUTot egevy, O | Ocxysan B ] Teecm sgeetn, | o | Ceacymatn

[Tinkareropiss — MoHomuMpHHHI wpudTH, Hanpukiax Courier New. B takux mpudrax
CHMBOJIM MalOTh OJJHAKOBY IIHPHUHY.

['penibki OykBU 3HaXOAThCs y WpU@TI 3 Ha3Bor Symbol: a, B, ¢, u, 6, Q, P.

HanamryBanns a63auiB y MS Word € BaXJIMBUM €JIEMEHTOM ISl CTBOPEHHSI YNTAOEIHLHOTO
nokyMeHTa. Jlns HamamTyBaHHS a03alliB MOXHAa BHKOPUCTOBYBAaTH Bkiaaky '"['omoBHa" abo
nianorose BikHO "A63ar". ¥V Bkimamii "T'onoBHA" 3HAXOMATHCS KHOMKH JIJIsS BUPIBHIOBAHHS TEKCTY:
110 JIIBOMY Kparo, 0 LIEHTPY, 10 IMpaBOMY Kpato abo 3a mpuHo0. Bubip notpiOHOro BUpiBHIOBaHHS
JOTIOMOKE CTBOPUTH 3PYyYHHUH JJIsi YATAaHHS MakKeT TeKcTy. KpiM TOro, Mo)KHa HajamTyBaTH
BIJICTYIIM TEpIIOTro psjKka ad3ally, HATHUCHYBIIM KHOMNKY "30utbmuTH BiacTyn" abo "3MeHIHUTH
BimcTyn".
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[HmIi BakiMBiI MapaMeTpu ab3alliB BKIIOYAIOTh MDKPSIKOBHHA iHTEpBaJ Ta BiACTaHb mepen i
micas ab3amy. MiKpsSIKOBUM 1HTepBan Moxke OyTH OJHO-, MIBTOpa- abo0 MOMABIMHMIA, a TaKOX
1H/IMBITya bHO HAJAIITOBAHWM Yepe3 nmianorose BikHO "AO3an". Bimcranp mepex i1 micis ab3aiy
J0ToMarae 3pOOMTH TEKCT OUTBII CTPYKTYPOBAHUM 1 JISTKUM JUTSE CIPUUHATTS. 1 JOCTymy 70 1IuX
HaJIAIITYBaHb, CITIJT BITKPUTH BKIAJKY "'A03am" 1 ckopucTaTtucs napaMerpamu y po3aiai "[arepsan'.

JlaGopaTopna po6oTa Ne2
TexcroBuii penakrop. Ilapamerpn cropinku. Maker. CTHIb TEKCTY

Teopemuuna wacmuna

e [lapamerpu cTopiHku MoXHa 3MiHUTH Makem — Ilapamempu cmopinku

e B menHto Makem MOKHa BCTAHOBHUTH TOJIsI, OPIEHTALIIIO0 CTOPIHOK, PO3MIpH apKylla,
HasIBHICTb KOJIOHOK, JOAATH PO3PUBU TEKCTY.
B mento Koncmpykmop MOXHa BCTAHOBUTH KOJIIp CTOPIHKH, 11 MEXI1 TOIIO
B meHto Bemagnenna MOXXHa 10/1aTH KOJIOHTUTYJIN Ta BU3HAYUTH HYMEPALiI0 CTOPIHOK.
B MeHt0 Ocnosne y ninposninu Cmuti MOXHA CTBOPUTH Ta 3MIHUTH CTHII.
VBIMKHYTHU JIiniliKy MOXHA B IyHKTI MeHI0 Ilodanns.
ITo3naukamu TadysLii KepyroTh Ha Jlinitiyi. AGO %k 3a TOMIOMOroI0 MeHI0O OcHogHe —
Ab63ay — Tabynayia

3agoannsn
1. CkomiroiiTe HACTYITHHUM TEKCT Ta 3alIOBHITH HUM OKPEMHUMH a03allaMH TPU CTOPIHKH:

2. OuucTiTh POpPMATYBaHHS BCTABICHOI'O TEKCTY.
3. BcranoBith Taki mapamerpu cTopiHku: I1os1a BEpXHE Ta HIDKHE 110 2,5 cM, JiBe — 3 cM,
npaBe — | cM. YBIMKHITb pi3Hi KOJIOHTHTYJIM Ha MApPHUX Ta HEMApHUX cTopiHkax. [lepmri aBi



CTOPIHKH MaloTh OyTH B IOPTPETHOMY po3TalryBaHHi. TpeTs cTopiHKa Mae OyTH B
aTb00MHOMY pO3TallyBaHHI.

4. JlonmaiiTe BepXHil KOJOHTHUTYJ Ha mepiiii ctopinii «JlabopaTtopna podota No2y. [lomaiite

BEpXHill KOJIOHTHUTYJI Ha JpyTii cTopinmi «MakeT ctopinku». Ha Tpertiit cropinii

KOJIOHTUTYJYy HE IOBUHHO OyTH.

BcranoBiTh 6akuTHUN KOJip (DOHY CTOPIHKM Ta T0JAiTe JOBIIBHI MEXi CTOPIHKH.

6. Ha mepuriif cTopiHIll po3TalryiTe TEKCT Y TPU KOJOHKU PI3HOT ITUPUHHM, PO3IIICHI
BEPTUKAJIBHOIO JIIHI€I0. 3a MOTpedu, 3aiiBUIl TEKCT MOKHA BHIAIUTH.

7. CTBOpITh BIIACHUM CTHJIb TEKCTY 3 Ha3BOIO «JlaboparopHay. 3amaiiTe 11 HHOTO TaKi
napametpu: [apHitypa — Times New Roman, Keruis — 16 i, po3pipkeHuii Ha 1 1T, Kypcus,
TEMHO-CUHIN KOJIIp JIITep, BIACTYII MEPUIOTO psijika — 2 CM, BIACTYII 3i1iBa — 1 CM, BIACTYII
crpaBa — 3 cM, BUPIBHIOBaHHS 110 IIMPHHI, BIACTY nepes ad3anoM — 6 T, MKPSIIKOBUI
iHTepBai — 1,5, «He po3puBaTu ad3ai.

8. 3acrocyiite cTuib «JlabopaTtopHay /is ycix a03aIliB Ha APYyTii CTOPIHII.

9. JlomaiiTe Ha ApyTii cTOpiHII ABa 3aroioBkU «Po3ain 1» (Ha movatky ctopinku) Ta «Po3min
2y (TmocepenuHi CTOPiHKM). 3aCTOCYITE A0 HUX CTUIIb «3aroJIOBOK 2.

10. BcTaHOBITH /U1 CTHITIO «3arojIoBOK 2» Taki MapaMeTpu: «OHOBJIIOBATH aBTOMAaTUIHOY,
Iapuitypa — Arial, Kerss — 20 0T, skupHUiA, 9opHUIA KOJIip JiTep, yci ad3arHi Biactymnu 0
CM. BUPIBHIOBaHHS MO LEHTPY, BIACTYM micis ab3amy — 14 T, MmbkpsaakoBuii inTepsai — 1,5,
«3 HOBOI CTOPIHKI

11. Jonaiite micns Hanucy «Po3ain 1» Ta odopMiTh 3a TaOyIISII€I0 TAKUIl TEKCT:
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12. 3paiite opopmitenuit nokymeHT y Google Classroom

Memoouuni pexomenoayii
Ilona — e BIACTYIH BiJl TEKCTY 10 KpaiB CTOpiHKU. BOHN BU3HAUaI0Th, HACKLIBKH OJIM3BKO

TEKCT PO3MINIYETHCS 10 BEPXHBOI, HUKHBOT, JIIBOI Ta MTPaBOi MEX1 CTOPIHKH.
Qaiin OcHoeHe  BcraeneHHs Koncrpyktop [UELGH
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Mona OpienTauia Posmip CTosnui
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MNapameTpK cTORIHKN =

Jiis HanmaITyBaHHS TTapaMeTpPiB TTOJIS:

— Bigkpuiite Bknanky "Maket": Bona po3ramoBaHa y BepxHii yacTuHi BikHa Word.

— 3naiinite rpyny "llapamerpu ctopinku": Y wiil rpyni Bu nodayute pi3Hi IHCTPYMEHTH AJIs
HaJIAIITyBaHHS CTOPIHKH.

— BuOepith noTpiOHUIT BapiaHT MOJIIB:

— Crannaptai nosist: Word nponoHye Kinbka CTaHJIapTHUX BapiaHTiB MOMIB (BY3bKi,
HOpMaJIbHi, IIUPOKI TOILIO).

— HacrporoBani nosst: SIKIIo ctaHAapTHI BapiaHTH HE MiIXOAATh, BU MOXKETE HAIAIITyBaTH
noJist BpyuHy. s nporo BubepiTh omnuito "HactporoBani moms".

— BcTanoBiTh HEOOX1IHI 3HaUEHHS: Y BIKHI, 1110 3'IBUThHCS, BU 3MOKETE BBECTH OakaHi
3HAYEHHS /ISl BEpXHBOTO, HI)KHBOTO, JTIBOTO Ta MIPABOTO IOJIIB.

— Harucuits "OK": 3mMinu OyayTh 3acTOCOBaHI 10 BaIIOro JOKYMEHTA.

Jl1st 3MiHM TapamMeTpiB CTOPIHKH:

— Binkpuiite Bknaaky "Maket".

— 3naiinite rpyny "llapameTpu cTopinku'.

— Bubepits "Po3mip": 3'sIBUTbCS CIIMCOK CTaHAAPTHUX po3MipiB nanepy (A4, Letter To1o).

— Bubepith motpiGHUI po3mip a00 CTBOPITH BIIACHHUM, HATUCHYBIIIX KHOMKY "[HII po3Mipu
narnepy".



OKpiM TOrO MOXHA 3MIHIOBATHU:
— OpienTanis cTopinku: Bu MokeTe 3MiHUTH OPI€HTALIII0 CTOPIHKH 3 KHIYKKOBOI Ha
aTb0OMHY 1 HaBITaKHU.
— Po3mipu xononTuTymiB: Hamamryiite po3Mipu BEpXHiX 1 HU)KHIX KOJOHTHTYJIIB.
— Bingctynu a63amis: Kpim moJiiB, Bu MOYKETE HAIAIITYBaTH BIICTYIH TIEPE 1 MiCIIs a03arliB.
Takox M0O>KHa BUKOPUCTOBYBATH JiHIAKK: JliHiliku B Word T0IOMOXYTh Bi3yaJbHO OLIHUTH
PO3MipH TTOJIB 1 BIACTYIB.
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Cmuni B Microsoft Word — 1ie Habopu dopmaTyBaHb, siIKi MOXKHA 3aCTOCOBYBATH 10 TEKCTY,
100 MBUIKO 1 €PEKTUBHO 3MIHIOBATH HOTO 30BHIIIHIN BUTIIA. 3a JOMOMOTOI0 CTHIIIB MOYKHA
3aJ1aTi WpUQT, po3Mip, KOIip, BIACTYIIH, BUPIBHIOBAHHS Ta 1HILI apaMeTPH JUIsl 3ar0JIOBKIB,
M173ar0JIOBKIB, OCHOBHOT'O TEKCTY Ta 1HIIMX €JIEMEHTIB JJOKYMEHTA.
YoMy BapTO BUKOPHUCTOBYBATH CTHII?
— Exonowmis yacy: 3amicTb TOro, 1100 Bpy4HY (pOopMaTyBaTH KOXKEH €JIeMEHT JOKYMEHTa, BU
MOYETE 3aCTOCYBAaTH TOTOBUM CTHIIb.
— €nuHul cTUb: 3aBASKU CTUJISIM JIETKO MIATPUMYBATH €IMHUN CTUIIb OPOPMIIEHHS B
YChOMY JIOKYMEHTI.
— 1lIBuaki 3MiHK: SIKIIIO B BUPIIIIUTE 3MIHUTH CTUJIb, BC1 €JIEMEHTH, JI0 IKUX BIH
3aCTOCOBaHMMU, Oy1yTh OHOBJIEHI aBTOMaTUYHO.
— Ilpodeciiinnii Burnaa: BukopuctanHs CTUIIIB 103BOJISIE CTBOPIOBATH JOKYMEHTH 3
npodeciiiHuM Tu3aiHOM.
Sk namamtyBatu cTumi?
— Bigkpuiite Bknanky "OcnoBHe": Came TyT po3TalloBaHi IHCTPYMEHTH JUIs pOOOTH 31
CTHIISIMH.
— 3maiiaite rpymy "Ctuni": ¥V miif rpyni BU no6auyuTe CUCOK JOCTYIHHUX CTUIIB.
3acTOCYBaHHS CTUJIIO:
— Buainite TEKCT, 10 AKOT0 BH X04YeTe 3aCTOCYBATH CTUIIb.
— KnanuiTe Ha OTPiIOHOMY CTHJII B CITUCKY.
CTBOpEHHS HOBOTO CTHJIIO
Sx11o BaM MOTpiOEH CTUJIb, IKOTO HEMAE B CTAHAPTHOMY HabOpi, BU MOXKETE CTBOPUTH HOTO
CaMOCTIHHO:
— Bindopmaryiite TekcT: BuainiTe TEKCT 1 3acTOCYHTE 10 HHOTO HEOOX1H1 (pOpMaTyBaHHS
(pudT, po3mip, KOJIip TOLIO).
— CTBOPITH CTHIIB:
— Kuamnite npaBoo KHOMKO MUIII Ha BUIUIEHOMY TEKCTI.



— Bubepits "CTBOpUTH CTHIB".
— Bsgenits iM's Ut HOBoro crvinro 1 HatucHiTs "OK".
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3MiHa iCHYI0YOTO CTHIIIO

Slkimo BaM OTPiOHO 3MIHUTH SKUIMChH 13 CTAaHAAPTHUX CTUIIIB a00 BIIACHUM CTHUJIb:

Buninite TeKcT: BUALTITE TEKCT, 10 SIKOTO 3aCTOCOBAHMIA CTUIIb, IKHI MOTPIOHO 3MIHHTH.

3MiHITH popMaTyBaHHA: 3acTOCYWTE HEOOX1/IHI 3MIHH IO BUJIIJICHOTO TEKCTY.

OHOBITh cTHIB: KITarHiTh MPaBoOI0 KHOMKOIO MHUIII HAa BUAIEHOMY TEKCTi 1 BUOEPITh
"OHoBHuTH".

Hanawmyeannus Koionmumyiie:

Suis Ooose  Bomaens GwOpane Mers  Tiootawis  Pooowes  Peusoytens  Dogees  Sogolees  Aoelesd  ABIY Fishieades 12

KomonTuTynu — 11e eneMeHTH TOKYMEHTa, sIKI PO3MIIIYIOThCSl Y BEPXHINA (KOJIOHTUTYI) abo
HIDKHIA (IiABaJ) YacTHHI KOXHOI CTOpPIHKM. BOHHM BHKOPHUCTOBYIOTBCS JJsl BiJOOpa)KeHHs
J01aTKOBOI 1H(OpMaIlii, TaKOl K HOMEPU CTOPIHOK, JaTa, Ha3Ba JOKyMEHTa Ta 1HIIOI JOBIAKOBOT
iHpopMaii.

Ilpoyec nanawmyeanna KoJ10HmMUMYJie:

[Tepexiny pexxuM peiaryBaHHs KOJOHTUTYIB: J{J1st BHECEHHS 3MiH 710 KOJIOHTUTYJIa HEOOX1AHO
MEepPENTH B CHeIiabHUI PeXUM penaryBaHHs. st 1IbOTo JBIYl KJIAIHITH Ha BIJIMOBIIHIA 001acTi
(BepxHiil a00 HMXKHIN Kpail CTOPIHKH).

JlonaBaHHs Ta pelaryBaHHs TEKCTYy: Y peXHMI peJaryBaHHs KOJOHTUTYJIIB MOXHA BBOJUTH
OyIb-sIKUM TEKCT, 3MIHIOBAaTH Horo mpudt, po3mip Ta KoJip.

BcraBnenns 1o1aTkoBuX eneMeHTiB: KpiM TekcTy, 10 KOJIOHTUTYJIIB MOKHA JI0JJaBaTH HOMEPU
CTOpPIHOK, HaTy, d4ac, 300pakeHHs Ta iHIN 00'ekTH. J[JI1 1IbOrO BUKOPHUCTOBYIOTH BiJIOBI/IHI
iHCTpyMeHTH Ha Bkiafii "BeraBka'.

3akpuTTs pexuMy peaaryBanus: [licis 3aBepiieHHs pearyBaHHs JBi4l KIAIHITh Ha OyIb-AKii
YaCTUHI OCHOBHOT'O TEKCTY JIOKYMEHTA, 100 BUWTH 3 peXKUMY pearyBaHHsS KOJOHTHUTYIIB.

ooamkogi moxcaueocmi nanauimy@anHs

Pi3HiI KOJOHTUTYNM UIsl PI3HUX CTOPIHOK: MOXKHA HaJalITYBaTH Pi3HI KOJOHTUTYJIH JUIs
MapHUX 1 HETIAPHUX CTOPIHOK, a TAKOXK IS MEPIIOi CTOPIHKU JOKYMEHTA.

3B's13yBaHHs KOJOHTUTYJIB: KOJOHTUTYNIN Pi3HUX PO3ILTIB JOKYMEHTa MOXHa 3B'A3aTH abo
po3'eqHATH.

Buxopucranus  crumiB: i mBuakoro  GopMaTyBaHHS — KOJOHTHUTYJIB — MOXKHA
BHKOPHUCTOBYBATH I'OTOB1 CTHJII 200 CTBOPIOBATH BJIACHI.



JladopaTopna pobota Ne3

Texcrouii pexakrop. Cnucku. Tadamui

Teopemuuna wacmuna

e Bcraska Ttabnui: Bcmaenenna — Tabauus.

o Menw «Koncmpykmopy» ta «Makemy 3’ SIBISETCS, SIKIIO BCTAHOBUTH KypCOpP B TAOJUIIFO.

e MeHnio «Koncmpykmopy MiCTHTh 111a0J10HH 0(hOPMIICHHSI TaOIUIb, O(OPMIIEHHS KOJIBOPY
Ta MEX KOMIPOK.

e Menio «Makemy MICTUTh MOKJIMBOCTI ISl BCTABKH, BUJAJICHHS, 00’ € JHAHHS Ta
PO3I1TICHHS KOMIPOK.

e MeHio «Makem» TaK0OX MICTUTh HAJIAIITYBaHHS PO3MIpiB KIIITHHOK, BUPIBHIOBAHHS TEKCTY
B HUX Ta COPTYBAHHSI.

e B meno «Makemy KHOTIKA «Braacmueocmiy T03BOJISIE HANAIITYBATH BIACTUBOCTI TAOJIHIIL.

3asoanns
3. Odopmutu 3acobamu Word aBToMaTH4HI CIIUCKH Y TAKOMY BHIJISIIL

d. lNoHeainok
e. Bisropok
f. Cepepa

0004. MNoHeainok
0005. BieTOpoK
0006. Cepena

1. MNepwui TMIKAEHDb
1.1. lNoHeginok
1.2. BisTopok
2. Apyrum TvXkaeHb
2.1. MNoHeainok
2.1.1. PaHok
2.1.2. leHsb
2.1.3. Beuip
2.2. BisTOpoK

lNoHeainok
BisTopok
Cepegna

¥ TlloHepinok
¥ BisTOopokK
¥ Cepeaa

4. CrtBopuUTH TaOIUIIO CHOTOIHINIHIX 3aHTH 3 TakuMu cToBmuukamu: Ne, [Ipenmer, Yac
npoBeAeHH, [Ipi3BuIne BUKIagada. 3aMOBHUTH TaOJIHUITIO Ta 3aCTOCYBATH 710 Hel O7UH 3

11a6JI0HIB 0()OPMIIEHHS!.
5. CkomitoBaTe OTpUMaHy TaOJIHUITIO Ta BCTABUTH 11 MICIJIsI TIOTIEPEIHBOI.



6. BcranoBuTH 715 BCTaBJIEHO1 TAOJINII BUCOTY KOXKHOTO psiaky 1,5 cMm. BecranoBuTH Taki
oJIsL B KOMipKax: BepxHe Ta HkHe 1o 0,1 cm, mpase ta miBe mo 0,25 cM, iHTepBaI Mix
komipkamu — 0,06 cm

7. CrtBOpHUTH, 3aIIOBHUTU Ta OPOPMHUTH HACTYIIHY TAOJIUIIIO 3T1THO 3pa3Ka:

3aBfaHHA BignosiganoHuMn

OnekcieHko J1.

®i3nyHi Bnpasu | O61aaHaHHA
[MpoaykTn l ropeHko .

3apesepsoBaHo

) Mpokonuyk K.
MpurotyBaHHA iXi |

x
)
=
[~
)
T
o
c

Asip Ceprees P.
byanHok Ko3ak B.
MNpubupaHHa | KyxHs FropeHko .

Memoouuni pexomenoayii
Hanawmyeanna mapkosanux cnuckie y Microsoft Word
Jis  CTBOpEHHS BHOPSIKOBAHMX CIIMCKIB y TEKCTOBOMY JOKYMEHTI BHKOPHCTOBYIOTH
MapkoBaHi cnucku. Lleil i1HCTpyMEeHT H03BOJsE€ CTPYKTYpyBaTu iH(OpMAIlIO, BUIUIATH KIIOYOBI
MOMEHTH Ta MOKPAIyBaTH 3arajJbHUN BUTIISAI JOKYMEHTA.
IIpouec cTBOpEHHSI MAPKOBAHOIO CIIUCKY:

— Busnauenns noszuiii: Crioyatky He0OX1THO BCTAHOBUTH KypCOp y TOMY MICIII JJOKyMEHTa, JIe
TUTAaHY€THCS IOYATOK CIUCKY.

— AxtuBaiis incTpymenTy: Ha Bkiazii "OcHoBHE" 3HAXOUTHCA Tpyna IHCTpyMeHTIB "AG3ar".
V wiii rpymi ¢l HATUCHYTH KHONKY "Mapkepu".

— DBsenenns enemeHTiB criucky: Ilicims akTuBaIii 1HCTPYMEHTY MO’KHA IOYHMHATH BBOJUTH
TEKCT MEepLIOro elleMeHTa cnucKy. i mepexoxy 10 HACTYNHOIO eJleMEeHTa JOCTaTHBO
HaTHCHYTHU KiaBinry Enter. [Iporpama aBTOMaTu4HO 101aCTh MapKep mepes KO)KHUM HOBHM
PAKOM.

Hanawmyeanns 306Hiutnb020 6u2na0y CRUCKY:

— Bubip tumy mapkepa: Jiist 3MiHI 30BHILIHBOTO BUIIISIAY MapKepa nepefidadeHo pisHOMaHITHI
BapianTH. [X MOHa 00paTH 3i cTaHAAPTHOI 6i6Ii0TEKH MapKepiB a00 CTBOPUTH BIACHHIA.

— HanamryBanns po3Mmipy Ta koibopy: Ilapamerpu po3mipy Ta KOJIbOpYy Mapkepa
HAJIAIITOBYIOTHCS 1HANBIMYaTbHO TSI KOXKHOTO CTBOPEHOTO CITHCKY.

Cmeopennsa oOacamopieneeux cnuckig: s CTBOpPEHHS BKJIQJEHUX CIHCKIB HEOOXITHO
BUKOPHCTOBYBATH KJIaBiaTypy:
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ITepexin Ha HacTymHHMi piBeHb: [1[00 mepeliTh Ha HACTYNHUN piBeHb BKIJIAJICHOCTI, CIIJ
HATHCHYTH KiaBimry Tab.

[ToBepHeHHsT Ha TOMEpenHik piBeHb: 11 MOBEpHEHHS Ha MOMEpPEeIHIM PiBEHb BKJIAJACHOCTI
BUKOPUCTOBYIOTh KOMOiHaIito kiasim Shift+Tab.

Hanawmyeanus Hymeposanozo cRUcKy

Bubip tuny nymepaii: J{ns 3miau tuny Hymepanii (apaOcbki udpu, puMchbki udpu, OyKBu
TOILI0) KJIALIHITh Ha cTpijouli 61 kHonku "Hymepauis" 1 006epiTh noTpiOHuit BapiaHT 3 6i101i0TEeKH
CTHJIIB HyMepaIlii.

Hewlogan ko sKopUcTan GOPMATIH KYMCPOBIMMX crnckn

1

Bl aloTexa HysMeponauME CITWeRlE

1 0002 !

HEMAE 0004 2

0005 3

a) a2 1 1)

1 A a)

®

" B8 b)
1} C c)

n

DoprasTit HYMEPOSANNY CNACKIE ZOXYMERTD

1 D004 i

0005 i

-0 A

0008 ]

HanamryBanus ¢opmary Homepa: MoskHa 3MiHMTH (opMaT HOMepa, AOAABIIM IO HHOTO
JI0TaTKOB1 CUMBOJIH ab0 TekceT (Hampukiand, "Po3min 1.", "Kpok 2.").

3miHa mwpudty Ta po3mipy: s 3MiHM 30BHIIIHBOIO BUTISAAY HU(P MOKHA BUOpaTH iHIIWI
upudT, po3mip Ta KoJip.

Bcmaenenna mabnuun

Hnst cTpykTypyBaHHs iH(pOpMaIii y TOKYMEHTI 4YacTO BHKOPHUCTOBYIOTh TaOswmil. BoHu
JI03BOJISIFOTh HAOYHO MPEICTAaBUTH JAaHi y BUTIISAL PSIKIB Ta CTOBMIIB. PO3risiHeMO Kilbka crioco0iB
BcTaBJIeHHs Tabmuipb y Microsoft Word.



Cnocio 1: Buxopucmanns 2omoeoi maoauyi

Bubip micis BcraBku: IloctaBre Kypcop y TOMY MicIi JOKyMEHTa, Jie OakaeTe BCTaBUTH
TaOJIULIO.

Ilepexin nHa Briaaky "BceraBka": Ha BepxHiii maHemi I1HCTPYMEHTIB 3HAMAITh BKIIAAKY
"BcraBka".

BuGip tabmuni: Y rpyni inctpymenTiB "Tabnumi" HatucHITH KHONKY "BceraBut Tabmuio".
3'IBUTHCS CITKA, HA K1 BU MOYKETE BUOpATH MOTPIOHY KUTBKICTh PSIIKIB Ta CTOBIIIIIB.

[TinTBepmKxeHHs BUOOPY: KIaHiTh TiBOO KHOIKOKO MUTII Ha 00paHiit 001acTi CiTKH, 1 TAaOIUIIs
OyJie BcTaBlieHa Yy Balll IOKYMEHT.

Cnoci6 2: Manweanns maonuui

ITepexin Ha Bkimanky "BceraBka": SIk 1 B momepenHboMy crmoco0i, MEepeliTh Ha BKIAJKY
"BceraBka'.

Bubip inctpymenty "HamantoBatu Tabmumro": ¥ rpymi iHcTpyMeHTiB "Tabmumi" 3HalmITH 1
HATHCHITh KHOTIKY "HamanroBatu Tabmuimo".

CrtBopennst tabnuui: Kypcop 3miHuTbCa Ha XpecTuk. Hamanroiite Ha CTOPIHII NPSIMOKYTHUK
OaxaHOTO PO3MIpY, a IMOTIM BCEPEIUHI HHOTO MPOBEIITH JIiHIT 111 CTBOPCHHSI CTOBIIIIIB Ta PS/IKIB.

Cnocio6 3: Ilepemeopennsa mexkcmy na maoauyro

SIK1I0 y Bac € TEKCT, IKUH BU X04eTe O(OPMHUTH Y BUTIISI TAOJIHUIT, CKOPUCTAHTECH HACTYITHOIO
THCTPYKLIEIO:

Pozginenns tekcry: Po3nminmiTe TekcT Ha ab3any, BUKOPUCTOBYIOUM TaOymsmito abo iHII
CUMBOJIU JJIs1 TO3HAYEHHS TOYaTKy HOBOTO CTOBIILSA YH PSJIKA.

Buninenns rekcty: Buninite Bech TEKCT, SIKHI MOTPIOHO MEPETBOPUTH HA TAOJHULIIO.

[Tepexin na Bkiagky "BeraBka': [lepeiiniTe Ha BKkIaaky "BcraBka'.

Bubip komanau "lIleperBoputy TeKeT Ha Tabnmiio": Y rpymi iHcTpyMeHTiB "Tabnumi" 3HaiaiTh
1 HaTHCHITH KHONIKY "[lepeTBOpuTH TeKCT Ha TaOIHUIIO".

HamamryBanas mapametpiB: Y AiaJoroBoMy BiKHI BHOEpiTh, 3a SKHM CHMBOJOM Oyje
PO3ALIATUCS TEKCT Ha CTOBMII Ta PSAKH.

Hanawmyeannsa maoauyi

[Ticnst BcTaBKM TaOIMIN BM MOXKETE 3MIHIOBATH 11 pO3MIpH, 00'€ IHYBATH Ta PO3UIATH KIIITHHKH,
nonaBaTv ab0 BUIAJSATH PSAKK Ta CTOBIMIL. JIJIs IbOTO BUKOPUCTOBYWTE IHCTPYMEHTH Ha BKJIAJIIII

"Konctpykrop" Ta "Maket", sKi 3'IBISIOTHCS MiCIs BHALUICHHS TaOJIUIII.
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3aJ'II/IBKa KITIITHHOK: K0>1<Hy KJ'IlTI/IHKy Ta6n1/1u1 MOYKHA 3a(1)ap6y13am NIEBHUM KOJIOPOM JIJIS
BUJIUIEHHS BaXKJIMBOT iH(OpMaIii a00 CTBOPEHHS Bi3yalbHUX OJIOKIB.

[MpudTtn ta posmipu: i Tekcty B TaOnMill MOXXKHAa BUOMpATH pi3HI WIPUPTH, PO3MIpH,
KOJIbOPU Ta CTHJI 0(hOpMIIEHHS (KUPHUH, KYpCHUB, IiIKPECICHHS).

BupiBHioBaHHS TekcTy: TekcT y KIITHHKaX MOKHA BUPIBHIOBATH I10 JIIBOMY, PaBOMY Kparo,
10 LEHTPY abo MO MUPHHI.

O0’eqHanHs Ta pO3JUICHHS KITHHOK: JIJis 3MIHM CTPYKTypH TaOiMIll MOKHa 00’€IHYBaTH
CYMIXKHI KJIITHHKH B OJIHY 200 pO3AUIATH BEJIUKY KIITHHKY Ha KUJIbKAa MEHIIHX.

Cnocoou oghopmnennn maoauyi

BukopucTaHHs TOTOBUX CTHIIIB:



Bubip crmmo: Ha Bkmamii "Konctpykrop" (moctymHa micis BHAUIGHHS TaONuWIll) y Tpyrmi
"Ctui Tabauip" mpecTaBlIeHo BEIUKY KiJIbKICTh TOTOBHX CTHIIIB O(OPMIICHHS.

BaacrvpocT Tabamu 4

Tabauus PRaOE Ciosneuy Katnmes Texcr 3aMiuesem
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3actocyBaHHA CTWIIO: [l 3acTOCyBaHHS CTHIIIO 1O TaONHIi JOCTaTHHO KIAIHYTH Ha
Oa)xaHOMY BapiaHTi.

Pyune HanamryBaHHs:

Buninenns enemenriB: s 3MiHM O(QOPMIICHHS OKpEMHX €IEMEHTIB TaOMUI (KIITHHOK,
PAIKIB, CTOBMIIIB) iX HEOOX1THO BHILJTUTH.

Bubip incrpymenris: Ha Bkiankax "Konctpykrop" Ta "Maket" po3TamoBaHi iHCTpyMEHTH IS
3MIHU MEX, 3aJIUBKHU, IPU(TIB, BUPIBHIOBAHHS Ta 1HIINUX MapaMeTpiB.

JlabopaTopna pobota Ne4
TexcroBuii pegakrop. 300paskeHHs

Teopemuuna vacmuna

e Bcraska 300paxxenns: Bcmasnennsn — 306paycenns (3 IpucTporo ado 3 iIHTEPHETY).

e MeHnto «@opmamy. biiok «Hacmporeannsay» MICTUTh MOKIIMBOCTI JUIsl BUJIaJI€HHS (QOHY,
KOPUT'YBaHHS MaJIIOHKY, Or0 KOJIbOPY, ICKPABOCTI Ta 3aCTOCYBAaHHS XyI0KHIX €(EKTIB.

e Menio «@opmamy. bnok «Cmuni 300pasxcenns» MICTUTb 3aTOTOBKU 0()OPMIIEHHS
300paXkeHHs], HOro MexX, e(eKTIiB Ta MaKETy.

e Menio «@opmamy. biok «Ynopsaoxkysannsa» MicuTh MOXKIMBOCTI JUTsl HAJTAIITYBaHHS
po3TanryBaHHs, 0OTIKaHHS TEKCTOM, BUPIBHIOBAHHS, IEPEMIIIICHHS 32 IIapaMu, 00epTaHHAM
Ta TPYIyBaHHSIM.

o Mento «@opmamy. biok «Po3mipy» 103BOsE 3MIHIOBATH PO3MIP MATIOHKA Ta 3/IIMCHIOBATH
Horo o0pi3Ky.

e [I[o0 oTpuMaTH JOCTYI A0 YCiX HAIAMITYBaHb 300pakeHH, MOTPIOHO KIIAIIHYTH MPABOIO
KJIABIIICIO MUIIIKU 110 MATIOHKY Ta BUOpaTH « Dopmam 300parcents.

e Bcraska rpadiunux npuMituBiB: Bemaenenns — Dizypu.

3aeoanns
1. 3aBanTaxkutu 3 classroom 306paxenns lab4img01.jpeg Ta BctaBuTH HOTO B TOKYMEHT
2. BuxopucroByroun ehektd, ohOpPMHUTH HACTYIIHI IPUKIIAJAA 300paKeHb:
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3. CTBOpPHUTH 32 IOTIOMOTOI0 (BIryp Ta 3MiHM TOYOK HACTYITHE 300paKeHHS:

4. OdopMUTH MATFOHOK 3 ITiIITACOM:



byker rposiui

5. OdopmuTH Take po3TallyBaHHS MAJTIOHKY Ta TEKCTY:

Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim
veniam, quis nostrud exercitation ullamco laboris nisi
ut aliquip ex ea commodo consequat. Duis aute irure
dolor in reprehenderit in voluptate velit esse cillum dolore eu
fugiat nulla pariatur. Excepteur sint occaecat cupidatat non.

Memoouuni pexomenoayii
BceraBienns 300pakeHHs1 3 KoMI'loTepa:
Lleit crioci6 € HAUMOMMPEHIIINM 1 JO3BOJISIE BCTABIISTH 300pakeHHSI, 10 30epiratoTbcsi Ha BalllOMy
KOMIT'toTepi, (remtii abo iHIoMY HiAKIIOYEHOMY MPUCTPOI.
—  Binkpuiite noxyment Word Tta BCTaHOBITH

Kypcop y Te Miclie, Kyi1 TOTPiOHO BCTaBUTHU &) Qirypu -
300paKEeHHS. o TE1SmartArt &4 3HIMOK eKpaHa
— IlepeiiniTe Ha BkIaaky "BceraBnenns" Ha 3obpaxeHrHn .
CTpidIi iHCTPYMEHTIB. - 1l Aiarpama
— Y rpymi "300pakeHHs" HATUCHITH KHONKY BctaBneHHn 306paXKeHHs 3 TaKoro gxepena:
"300pakeHHs". 3'IBUTHCS BIKHO IPOBITHUKA

. il Ui npucrpii...
¢aitnis.
—  3HalaITh NOTPIOHE 300paXKEHHS HA BALLIOMY
KOMI'IOTepi, BUJUIITh Or0 Ta HATUCHITH KHOMNIKY "BcTaButn".
Bcerasienns 300pa:kenns 3 InTepHery:
Lleit crioci6 103BOJIsE MIBUAKO BCTABIIATH 300paxkeHHs O6e3nocepeinbo 3 [HTepHery,
BUKOPHCTOBYIOYH TIOIIyK Bing.
— BcTaHOoBITH Kypcop y MoTpiOHE Miclie B IOKYMEHTI.
— Ha Bknaaui "BeraBnenns" y rpyni "3o0pakeHHs" HATUCHITH KHONKY "OHIaliHOBI
300pakeHHs".
— Y BiKHI, 110 3'IBUTHCSI, BBEIThH KIFOUOBI CJIOBA JIJIs TTONIYKY 300pakeHHS B TIOIITYKOBOMY
paaky Bing.
— BuOepitb noTpiOHe 300pakeHHs 3 pe3yJIbTaTiB MOIIYKY Ta HATHUCHITH KHONIKY "BceraButn".
BceraBieHHs1 300pakeHHs LIJISIXOM KONiIOBAHHS TA BCTABKH:
Bu Takox MOXeTe CKOMioBaTH 300paXkeHHs 3 BeO-caifTy a0o 1HIIOI MporpamMu Ta BCTaBUTH HOTo
Oe3nocepenHbO B 1oKyMeHT Word.
—  Binkpuiite 300pakeHHs1 B Opay3epi abo 1HIIH Iporpami.
—  KuanniTe npaBoro KHOMKOO MUIII Ha 300paxkeHH1 Ta BUOepiTh myHKT "KomiroBatu
300pakeHHs".

E‘@ JobpaxeHHn 3 IHTepHery...



— IlepetiniTe y nokymenT Word, BCTaHOBITh Kypcop y MOTPiOHE MicCIle Ta HATUCHITh
komOiHarito kiasim Ctrl + V (abo K1anHiTh TPaBOIO KHOMKOIO MUIII Ta BUOEPITh IMyHKT

"BcraButu").
PenaryBaHHs BCTABJIEHHX 300PasKeHb:

[Ticns BcraBneHHs 300pakeHHs y JokyMeHT Word, Bu MokeTe Horo peraryBaru:
— 3mina po3mipy: Knamnite Ha 300paxenHi, 100 3'IBUIINCS MapKepH MO KyTax Ta CTOPOHAX.

[TepeTsaryiite Mapkepu, 11100 3MIHUTH PO3MIpP 300paKEHHSI.

—  Ilepemimenss: Knanuite Ha 300pakeHH1 Ta MEPETATHITH HOTO B MOTPiOHE Miciie

AOKYMCHTA.

— OOrikanHs TekctoM: KnamHite Ha 300paskeHHi, 3'sIBUTbCS 3HAYOK ITapaMeTpiB MaKeTa.
Bubepith noTpiOHMI BapiaHT 00TiKaHHS TEKCTOM (Hampukian, "3a tekcroM", "Ilepen

tekctoM", "HaBkoso pamku").

—  ®opwmarysanns: Ha Bkmaami "®@opmar", sika 3'IBIS€THCS MiCIs BUAUICHHS 300pakKeHHS,
JOCTYIIHI Pi3HI IHCTPYMEHTH JUIS KOPEKIIii KOJIbOPY, ICKPaBOCTi, KOHTPACTHOCTI, 10/1aBaHHS

paMoK, e(heKTiB TOIIIO.

JlocHuTh 4acTO BUKOPHCTOBYIOThCS (irypu. OKpiM OCHOBHHX reomerpudnux ¢iryp y Word e
0arato 10JIaTKOBHX, 3TPYNOBAHUX 33 THUIAMU. 3 (Giryp MOXHa CKIaIaTH JOCUTH CKJIQJHI MAJTFOHKH.

BceraBienns ¢iryp:

— Bigkpuiite nokymenT Word Ta BCTaHOBITH Kypcop y Miclie, KyJIH MOTPiOHO BCTaBUTH

dirypy.

— IlepeiiniTe Ha BkIaaky "BeraBnenns" Ha cTpiuii
IHCTPYMEHTIB.

— Y rpymi "Imroctpamnii" HaTucHiTh KHONIKY "®irypu".
Binkpuetscs ranepes qocTynHux Giryp, po3aiieHuX 3a
KaTeropissMu (JIiHil, IpSIMOKYTHUKH, OCHOBHI (irypu,
¢birypHi cTpiiaky, Girypu i 6J10K-CXeM, 3ipKH Ta
CTpPIYKU, BUHOCKH).

— Bubepitb notpibHy irypy, KIarHyBIIU Ha Hii MUIIKOIO.

—  KunanHiTh y JOKYMEHTI Ta, yTPUMYIOUH JIIBY KHOIIKY
MHUILI, TePETATHITh Kypcop, 1100 HaMaIoBaTh Qirypy
OTP16GHOTO po3Mipy. BiAmycTiTh KHONKY MuI, 11100
3aBEPILIUTH CTBOPEHHS (DIrypH.

3MmiHa po3mipy Ta noJiokeHHs piryp:

— 3mMiHa po3mipy: Knannite Ha dirypi, mo6 3'ssBuiucs
MapKepH 10 KyTax Ta cropoHax. [leperaryiite mapkepu,
11100 3MIHUTH po3Mip Girypu:

o Kyrosi mapkepu: 3MiHIOIOTH po3Mip Girypu
MPONOPIIHHO.

o bokosi Mapkepu: 3MiHIOIOTH po3Mip (irypu auie
0 OJIHIM CTOPOHI.

—  Ilepemimenns: Knamnits Ha (irypi Ta nepeTsrHiTh ii B
noTpiOHe Miclie TOKyMEHTA.

— IloBoport: Knannite Ha Qirypi, o0 3'sBUBCS 3eJIeHUI
Mapkep obepTanHs. [lepeTarHiTs ueit mapkep, 1mod
MOBEPHYTH Pirypy.

®opmatyBaHHsA Qiryp:

[Ticns BcraBneHHs Girypu 3'BisieThesl BKIaaka "dopmar
¢birypu", e 10CTyIHI Pi3HOMaHITHI IHCTPYMEHTH A 11
penaryBaHHS:
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—  Cruni ¢iryp: Y rpyni "Cruni ¢iryp" MoKHa HIBHIKO 3aCTOCYBAaTH TOTOBI CTHIII 3QJIMBKH,

KOHTYpY Ta e(heKTiB.



— 3anueka ¢irypu: Y rpyni "3anuBka ¢Girypu'" MoKHa 3MIHUTH KOJIp 3JIMBKH, J0JIATH
IPaJIi€HT, TEKCTYpY ab0 300paKeHHSI.

—  Kontyp dirypu: ¥ rpyni "Kontyp dirypu" MoxkHa 3MIHUTH KOJIip, TOBIIUHY Ta CTHJIb JIiHIT
KOHTYDY.

—  Edexru mis giryp: Y rpyni "Edextu ansa piryp" mokHa mogaT TiHb, BITOUTTS, CBITIHHSA,
3rJIaJKyBaHHS, pelbed abo 00'eMHe 0OepTaHHS.

—  BcraBaenns tekcry y ¢irypy: [1o6 nomatu TekcT y ¢irypy, KIanHiTh Ha Hild TPaBOIO
KHOITKOIO MUIIIi Ta BUOepiTh MyHKT "Jlogatu Tekct". [licis 1iporo MoXHa BBOJUTH Ta
(dhopmaTyBaTH TEKCT SIK 3BUYaiiHUN TekcT y Word.

PenaryBanns ¢popmu ¢pirypu:

— 3mina dirypu: Ha Brimamii "®opmar ¢irypu" y rpymi "BeraBnenns ¢iryp" HaTHCHITH
kHOTIKY "PenaryBaru ¢irypy" Ta BuOepith myHKT "3MiHUTH Qirypy", 1100 3aMiHUTH
MOTOYHY (irypy Ha iHIIY.

— 3minenss Touok: Ha Bknanmi "®@opmar ¢irypu" y rpyni "BeraBnenns ¢iryp" HaTHCHITH
kHonKy "PenaryBaru ¢irypy" ta BuGepite myHKT "3MiHuTH Touku". Ilicns nporo Ha ¢irypi
3'SIBIATHCS YOPHI Mapkepu (Toukn). [lepeTsaryoun i TOYKH, MOKHA 3MIHIOBaTH (HopMy
¢birypu, CTBOPIOIOYM CKJIAIHIII Ta HECTAaHIaPTHI KOHTYPHU.

I'pynyBanns ¢iryp:
Jlni 3pydHocTi poO0TH 3 KibkoMa (irypamu ix MO>KHA 3TPYITyBaTH:
—  Bwuainits kineka ¢iryp, yrpumytoun kiasimry Ctrl abo Shift.
— Ha Bxnaaui "®opmar dirypu" y rpyni "YnopsakyBaHHs" HATUCHITH KHOIIKY "3rpymnyBatu”
Ta BUOEpiTh MyHKT "3rpymyBaru’.
[Ticns rpymyBaHHS Girypu MOXKHA IepeMillaTH, 3MIHIOBATH PO3Mip Ta GopMaTyBaTH K €IMHHMA
00'exT. 100 po3rpymyBaru ¢irypu, BUKOHAWTE Ti K il Ta BUOEpiTh myHKT "PosrpymyBaTu".
Hakuaananus ¢giryp Ta nopsijaox:
Sxmmo (blrypn MEPEKPUBAIOTHCS, MOXKHA 3MIHUTH iX MOPSAJOK HAKJIaIaHHS:

Buninite ¢irypy, nopsaok kol moTpiOHO 3MIHUTH.

— Ha Bxnaaui "®opmar dirypu" y rpyni "YnopsakyBaHHs" BUKOPUCTOBYITE KHOIIKH
"Ilepemictutu Boepea" (106 migHATH (Irypy Ha oJluH piBeHb BHIE) abo "IlepemicTutu
Hazan" (o6 onmycTutu QIrypy Ha OJIMH piBeHb HX4e), "Ha nepeaniii muan" (100 BUBECTH
¢irypy Ha camuii Bepx) a6o "Ha 3aaHiii muian" (o0 BianpaBuTH Girypy Ha caMuid HU3).

JTabopaTtopHa po6ota N°5

TekcTtoBumn pepgaktop. Word. Microsoft 365

TeopeTnyHa 4acTtuHa

e [ocTtyn go Microsoft 365 3 KOpNOpPaTUBHOIO aKayHTY.
e MeHi0 «OCHOBHe» — HanawTyBaHHA wWpudTiB, cNUckKiB Ta ab3auis
e MeHio «BcTraBsieHHs1» — fAofaBaHHs Tabnuvub, 306paxeHb, ¢iryp, nocmnaHb TOLWO.
e MeHio «Maker» — 0bOpPMNIEHHS CTOPIHKMU.
e MeHio «Pamim» - «36epertu ssk» — 36epertm y xmMapi Ta HagaTu NMOCUJIAaHHSA Ha
OOKYMEeHT abo 3aBaHTaXxuTu y ogHoMy 3 popmarTiB (docx, pdf, odt).
3aBaaHHs

1. 3reHepyinTe aBa ab3aum TekcTty «Lorem ipsum»

2. BcTtaBuTK uemn TekcT y HoBun aokyMeHT B Word Microsoft 365.

3. 3aBaHTaxutun 3 classroom 306paxeHHs lab4img01.jpeg Ta BCTasTe 1Oro B
AOKYMEHT

4. OdopMiTb TEKCT 3rigHO 3pa3Ky:



NNa6bopatopHa po6oTta N2°5

Lorem ipsum

Lorem |psum dolor Slt amet consectetur

sodales o hendrerit vel. In hac habltasse
platea dlctumst Morbl sapien lacus, semper in
vestibulum ac, [dapibus ac ligula. Gﬁfeb-rtuﬁqu-a-m-
maurts. Duis augue ipsum, sollicitudin et neque
sed, cursus ornare lectus. In sed felis et lacus
elementum fermentum sed vitae mi. Duis quis
molestie mauris. Nunc vitae sem purus.
Vestibulum blandit quam et orci porttitor cursus.
Quisque cursus aliguam lacus et posuere. Proin
id velit ex.

Fusce est leo, congue sed vulputate nec, lobortis quis
diam. Ut malesuada malesuada facilisis. Sed pulvinar
eros sit amet diam hendrerit iaculis suscipit et dui.
Nulla tincidunt vitae magna eget sagittis. Maecenas
fermentum, mauris et aliquet sagittis, nibh diam
placerat dui, vitae lacinia nibh neque vitae lorem.
Integer in dui lacus. Nullam facilisis euismod purus, a
egestas tortor efficitur in. Sed mollis, tellus nec
venenatis gravida, est turpis sodales sem, at lobortis
dui nibh quis sem. Praesent tincidunt, ante varius
interdum dapibus, diam nunc tincidunt augue, mattis

maximus massa ipsum a nunc. Quisque vitae gravida lorem. Praesent
eget nibh a urna bibendum fermentum.

5. CkonitoBaTn nepwwuin ab3au, BCTaBMTM NOro nicnsa agpyroro absauy Ta O4YNCTUTHU
AN Hboro ¢opmaTt. BctaHOBUTKM AN HbOro Taki napametpu: WpudT «Times New
Roman», Po3Mip 12 nT, BUpiBHIOBaHHA «MN0 LEHTPY>», BIACTYNU «repes TEKCTOM>»
- 1 cM, «nicnsa TekCTy» - 2CM, cneuianbHUn «nepwnn paagok» - 1,5 cm,
MiXKpAAKOBUM iHTepBan — NOABINHUMN.

6. BcTaHOBUTU yCi NONA AOKYMEHTY No 1 cM.



7. OdopMUTK NicNs TEKCTY CNMUCKK 3rigHO 3i 3pa3KoM:

(d)Monday
(e)Tuesday
(f) Wednsday

v Monday
v Tuesday
v Wednesday
1. Monday
1.1. Morning
1.2. Day
1.3. Evening
2. Tuesday
3. Wednesday
8. OdopmuTK nicnga cnmuckis Tabanuro 3a 3pa3koMm:
Day Task Stuff
Monday Cleaning
Kelce Lamar
Kelce jr
Tuesday Cooking Mahomes Brady

9. 36epertn nOKyMeHT y xMapi Microsoft 365.

10.3aBaHTaXnTn KoNito AOKYMEHTY Ha NPUCTPIN.

11.B Google Classroom 3aBaHTaxuTu dann CTBOPEHOro AOKYMEHTY Ta AoAaTu
NOCUMIAHHS Ha Len AOKYMEHT y XMapi.

Memoouuni pexomenoauyii

Microsoft Word 365 — me ckiagoBa uvacTuHa ekocucTeMu Microsoft 365, 1o mporoHye
KOpUCTYBadaM TOTYXKHUHA IHCTPYMEHT JUIl CTBOPEHHs, pelaryBaHHs Ta CIIJIbHOI POOOTH Hax
TekcToBUMHU AokymeHTamu. Word 365 moennye B co6i 3Buunuii intepderic Word 3 nepeBaramu
XMapHHMX TEXHOJIOTiH, 3a0e3nedyroud AOCTYH J0 JOKYMEHTIB 3 Oylb-KOr0 MPUCTPOIO Ta
MOXJIMBOCTI 111 €(heKTUBHOT KOMaHHOI poboTu. Lle cepBic 3a miaMMCKOIO, SIKU HaJa€ AOCTY JI0
Habopy nporpam Ta cepsiciB Microsoft, Bkimtouaroun Word, Excel, PowerPoint, Outlook, OneDrive,
Teams Tta iHmi. KnrowoBa BimMiHHICTH Bim momependix Bepciit Office monsirae B mocTiiHOMY
OHOBJIEHH1, XMapHOMY 30epiraHHi Ta MO>KJIMBOCTSIX ISl CIIUIBHOI POOOTH.
OcHoBHi 0co01uBOCTI Ta MOKJIMBOCTI Word 365:

—  Xwmapae 30epiranns Ta cuHxponizaiis: Jlokymentu Word 365 30epiratotecsi B XMapHOMY
cxouii OneDrive, 1m0 103BOJII€E OTPUMYBATH JOCTYI J0 HUX 3 OYIb-IKOTO MPHUCTPOIO 3
HNiAKITIOYEHHSIM 10 [HTepHery. 3MiHM, BHECEHI B JOKYMEHT Ha OJHOMY MpPHUCTPOI,
aBTOMATUYHO CUHXPOHI3YIOThCS 3 yCIMa IHIIUMH.

— CrminbHa po0ota B pexxuMi peanbHoro yacy: Word 365 miaTpuMye cHiibHE pelaryBaHHS
JIOKYMEHTIB KUJTbKOMa KOPUCTYBayaMH 0JIHO4YacHO. Bu Moskere 0aunTy, SIK 1HILIT KOPUCTYBaul
BHOCSATB 3MiHHU B JIOKYMEHT, Ta CIIJIKYBATHUCS 3 HUMH 3a JOTIOMOT'0I0 BOYZIOBAaHOT'O YaTy.

— ABromaru4He 30epekeHHs: 3a0yabpTe PO MOCTiiHEe HaTHCKaHH KHomkH "36epertu. Word
365 aBromaTtu4HO 30epirae Balli 3MiHM KOXKHI KiIbKa CEKyHJ, 3ao0iraloun BTpaTi JaHuX y
pasi 30010 a00 BUMKHEHHS KOMII'TOTepa.



[aTerparisa 3 iHmuMu cepBicamu Microsoft 365: Word 365 TicHO iHTeTrpoBaHH 3 IHIIUMH
cepBicamu Microsoft 365, Takumu sik OneDrive, Teams, Outlook Ta inmii. e mo3Bossie erko
OOMIHIOBATHCS JJOKyYMEHTaMH, OpPraHi30BYBaTH CIILJIbHY poOOTy Ta BUKOPHUCTOBYBATH 1HIII
KOPHUCHI (pYyHKII].

[Tocriiini oHoBneHHs: Word 365 TOCTIHHO OHOBIIOETHCS, OTPUMYIOYHM HOB1 (PYHKIIT Ta
MOKpateHHs: 0e3neku. BaMm He mOTPiOHO KyITyBaTH HOBY BEPCi0 MPOTrpamMu IIopas3y, KOJIU
BUXOJIUTH OHOBJICHHSI.

Hoctyn 3 pizHux npuctpoi: Word 365 moctynHuii Ha pi3HHX IU1aTopMax, BKIIOYAIOUU
Windows, macOS, i0S, Android ta Be0-Opay3epu. Lle 3a0e3nedye rHyUKICTh Ta MOKIIUBICTh
MPALIOBATH 3 TOKYMEHTaMH 3 Oyb-SIKOTO MICIISL.

Posmmpeni ¢ynkmii penaryBansas ta GpopmaryBanus: Word 365 nponoHye mupokuii Hadip
IHCTpYMEHTIB JUIsl pefaryBaHHs Ta (opMaTyBaHHsS TEKCTY, BKIIOYAIOYU CTHII, HIA0JIOHH,
TaOJIMII, JiarpamMu, 300pa)KeHHs Ta 6arato iHIIoTO.

Iarenexryanphi ¢yskmii: Word 365 BHKOPHUCTOBY€ IITyYHHUI IHTENEKT IS MOKPALICHHS
KOPHCTYBalbKOI0 A0CBiay. Hampukiian, BiH Moke MPONOHYBAaTH BUIPABICHHS IPaMaTUYHHUX
MOMMUJIOK, TIOKpAIIyBaTH CTHUJIb MMMChMa Ta MPOIIOHYBATH BapiaHTH 0(pOPMIICHHSI.

Pexxum uutanas: CroemiaqbHUN pexUM, SKUA ONTHUMI3Y€ BIAOOpa)KCHHS TOKYMEHTa IS
3pY4YHOTO YNTAaHHS Ha €KpaHi.

[Tepexnan Texcty: BOynoBana dyHKIlis nepekiagy TEKCTY Ha Pi3HI MOBH.

JluktyBaHH:: MOXIIHBICTH BBOJUTH TEKCT TOJIOCOM.

OcHoBHi MoxauBocTi Word 365:

CTBOpeHHsI Ta pedaryBaHHs TEKCTOBHX JOKyMeHTiB: Word 365 mo3Bojsie CTBOpIOBAaTH
JOKYMEHTH OYIb-sIKO1 CKJIAJTHOCTI1, BiJ] MPOCTUX JIUCTIB J0 CKJIAJHUX 3BITiB T KHUT.
@®opmaryBanHsi Tekcty: Llupokuit Habip iHCTpyMeHTIB aisi (opMaTyBaHHS TEKCTY,
BKJIIOUYAIOYU MIPUGPTH, pO3MIpH, CTHIII, BUPIBHIOBAHHS, BIICTYIIM Ta 0arato iHIIOTO.
BceraBnenns 00'ektiB: MOKIHMBICTh BCTaBISATH B JOKYMEHT 300paskeHHS, TaOJIHIIi, Aiarpamu,
¢irypu, Bifieo Ta iHIII 00'€KTH.

CrBopenHs criuckiB: CTBOpEHHSI MapKipOBaHUX, HyMEPOBAaHUX Ta OaraTOpiBHEBUX CIHCKIB.
PoGota 3 Tabnuusmu: CTBOpEHHs Ta peiaryBaHHs TaOIuIb Oy/1b-5KO1 CKJIaJHOCTI.
[lepeBipka opdorpadii Ta rpamatuku: ABTOMaTHYHA NepeBipka opdorpadii Ta rpaMaTuKy 3
MIPONO3ULISMU 111010 BUITPABICHHS TOMMJIIOK.

CrtBopenHs mabyoHiB: CTBOPEHHsI Ta BUKOPUCTAHHS MIA0JIOHIB JOKYMEHTIB JJIS IIBUKOTO
CTBOPEHHS IOKYMEHTIB 31 CTAaHIApTHUM O(QOPMIICHHSM.

JIpyk TOKyMeHTiB: J[pyk JOKyMEHTIB Ha MPUHTEPI 3 PI3HUMH HAJIAIITYBaHHSIMHU.

Mlcrosoft Word 365 — 1ie noTyxHHii Ta yHIBEpCaJIbHUI IHCTPYMEHT Uil POOOTH 3 TEKCTOM, SIKHI
3aBISKM XMapHUM TEXHOJIOTISIM Ta IHTerpauii 3 iHmMMU cepBicaMu Microsoft 365 3abesneuye
BUCOKY NMPOJIYKTUBHICTh Ta 3PYYHICTh y BUKOPUCTaHHI. BiH MiAXOOUTH SIK JUIS 1HAMBIYadbHOTO
BUKOPHCTAHHSA, TaK 1 JUIsI KOMaHHOI pOOOTH Ha/l JOKYMEHTaMHU.

OcHoBHI mapamerpu (pOpMaTYBaAHHS:
OCHOBHiI IHCTpYMEHTH (OpMaTyBaHHS TEKCTy 3HaxoAsATbcs Ha Bkiamaui "OcHoBHE" y rpymi
"[pudt".

HIpudt: Bubip mpudrty TeKCTy 3 JOCTYIMHOIO CIHCKY.

Pozmip mpudty (Kernp): Bubip po3mipy mpudTy B MyHKTaxX.

301U TH/3MeHIINTH po3Mip: LIIBuaKa 3MiHa po3Mipy MIPpUGTY HA OJUH MTYHKT.

Kupnuii (Ctrl + B): 3poOuTtu TEKCT JKUPHUM.

Kypcus (Ctrl + I): 3poOuTi TEKCT KypCHUBOM.

[Migkpecnenuit (Ctrl + U): Iligkpecnutu TekcT. MokHa BHOpaTH THI MiJKPECIEHHS,
HATHCHYBILU HA CTPLIKY MOPYY 3 KHOIKOIO.

3akpecieHuil: 3aKpecIuTU TEKCT JIHIEIO.

[TigpsinkoBuii/HaAPSIAKOBUIA: 3pOOUTH TEKCT MEHIIUM Ta PO3MICTUTH HOTO HUXKYE/BHIIE
OCHOBHOTO TEKCTY (HANpUKIIA, I XIMIYHUX (GOopMyIT ab0 CTETICHIB).



—  Koumip mpudry: Bubip kompopy Tekcry.
—  Komip Buzinenus tekcty: BuaineHHs TEKCTY KOJIBOPOM, SIK MapKEPOM.
—  Ouncrutu Bce popmartyBanHs: CkacyBaHHS BCiX 3aCTOCOBaHUX (OpMATIB JO BHIIIJICHOTO
TEKCTY.
dopMmaTyBaHHA ad3amiB:
IacTpymenTu ¢popmaryBaHHs a03a1liB 3Hax01AThCs Ha BKIaani "OcHoBHe" y rpymi "AG3an".
— BupiBHIOBaHHS:
[To niBomy kpato (Ctrl + L): BupiBHIOBaHHS TEKCTY IO JIIBOMY Kpalo.
ITo nentpy (Ctrl + E): BupiBHIOBaHHS TEKCTY 1O LICHTPY.
[To mpaBomy kpato (Ctrl + R): BupiBHIOBaHHS TEKCTY 110 TIPABOMY KParo.
[To mupuni (Ctrl + J): BupiBHIOBaHHS TEKCTy IO 000X Kpasx 3 PIBHOMIPHUM
PO3MOIITIOM TIPOOLTIB Mi>K CIIOBAMHU.
—  MixpsakoBuii iHTepBa)l: BCTaHOBICHHS BIACTaHI MIX PSIIKAMU TEKCTY.
—  Bigcrymm: 3miHa BiACTYIIB 371iBa, CIIpaBa Ta IMEPIIOTro psiika ad3airy.
— Mapkepu ta Hymepauis: CTBOpeHHs MapKipoBaHHX ab0 HYMEpOBaHUX CIHUCKIB. MoOkHa
BUOpaTH Pi3HI CTUJII MapKepiB Ta HyMeparlii.
—  Mexi Ta 3anuBKa: JlogaBaHHS MEX Ta 3aJIMBKH 10 a03alliB.
—  CopryBanns: CopTyBaHHS TEKCTY B a03arax 3a ajngaBiToM a00 iHITUMU KPUTEPISIMHU.
— Iloxazaru Bci 3Haku: BimoOpaskeHHSI HEAPYKOBAHUX CUMBOIIIB, TAKUX SIK MPOOLIH, TaOyIsiii
Ta KiHI[ a03a1liB.
Crnai:
Cruni — ne Habopu mapameTpiB (opmaryBaHHsS, SKi MOKHA 3aCTOCOBYBAaTH JI0 TEKCTY OJHUM
KJIAllaHHSAM Mull. BOHM 3HaYyHO CHPOUIYIOTh Ta MPUCKOPIOIOTH IMpolec (GopMaTyBaHHS, a TAKOX
3a0e3Meuy0Th €IMHUNA CTUIL O(OPMIICHHS BCHOTO JOKyMeHTa. CTHIII 3HAXOASATHCS HAa BKIAJIII
"OcHoBHe" y rpymi "Cruii".
— 3acTocyBaHHS CTWJIIO: BUIiITh TEKCT Ta BUOEPITH MOTPIOHUI CTHIIB 31 CIIHCKY.
— 3MiHeHHs cTwiao: KianHITP NpaBol0 KHOMNKOK MUINI Ha CTWIL Ta BHOEPITH ITyHKT
"3MIHUTH...", 100 3MIHUTH HOTO apaMeTpH.
— CrBopenHs HoBoro ctwito: HatucHiTe kHOnKy "JlomaTkoBo" (CTpilka BHU3 y HpaBOMY
HIKHBOMY KyTi rpynu "Cruni") Ta BuOepiTh myHKT "CTBOPUTH CTUIIB".
dopmar 3a 3pa3sKoMm:
[nctpyment "dopmar 3a 3pa3koM" 103BOJSE IIBUIKO CKOMiOBaTH (hopMaTyBaHHS 3 OJHOIO
(dparmMeHTa TeKCTy Ta 3aCTOCYBaTH HOTo J10 1HIIOTO.
—  Buninits Tekct, popMaTyBaHHS SIKOTO MOTPIOHO CKOIIIOBATH.
— Ha Bknaaui "OcHore" y rpyni "Bydep oOMiny" HaTHCHITH KHOMNIKY "®opMmar 3a 3pa3kom".
—  KunamniTe Ha TEKCTI, 70 AKOTO MOTPIOHO 3aCTOCYBATH CKOMiHOBaHEe (hopMaTyBaHHSI.
[I1o0 cxomiroBaTH (hopMaTyBaHHS /10 KUIBKOX ()parMeHTIB TEKCTY, JBIUi KJIAIHITh KHONKY "dopmar
3a 3pa3kom".
Hianorose Bikno "lpu¢t" Ta "Ad3a1":
Jlyig OUIbII JeTaIbHOTO HANAIITYBaHHS (OpMaTyBaHHS MO’KHA BUKOPHCTOBYBATH J1aJIOrOB1 BIKHA
"pudt" Ta "A63an". 106 Bigkputu giamorose BikHO "pudt", knamHiTh Ha CTPUIKY B IPaBOMY
HxHbOMY KyTi rpynu "[pudt". 1106 BigkpuTu niamorose BikHO "A63a1l", KJIAHITh HA CTPLIKY B
IPaBOMY HIKHBOMY KyTi rpynu "A63an".

o

o O

CTBOpeHHS CNIHUCKIB:
Y Word 365 € 1Ba OCHOBHHUX THIIH CIIUCKIB: MapKOBaHI Ta HyMEPOBaHI.
— MapxkoBaHi ciicki: BUKOPHCTOBYIOTBCS /17151 IEpEIiueHHS €JIEMEHTIB, MOPSJIOK SIKUX He
Ma€ 3HAYCHHSI.
o BcraHoBiTh Kypcop y Miclie, /e TOTPIOHO CTBOPUTH CITUCOK.
o HaBkuaami "OcHoBHe" y rpymi "A03an" HaTHCHITH KHONIKY "Mapkepu".
o BBeniTh nepmmii exeMeHT CIMCKy Ta HATUCHITH ENter, mo6 nepeltu 10
HAaCTYIHOTO.



o 3wminHa mapkepa: KnarHiTe Ha CTpiJIKy OpyY 3 KHONKOI "Mapkepu" Ta BUOEPITh
1HIINI cTHUIIb MapKepa ado BU3HAYTE HOBHUH.
— HymepoBani ciucku: BUKOPUCTOBYIOTBCS JIJIs IEPEITIYCHHS IEMEHTIB y TIEBHIH
MOCTIIOBHOCTI.
o BcraHOoBITH Kypcop y Miclie, A€ MOTPiOHO CTBOPUTH CITUCOK.
o Ha Bxmagmi "OcnoBue" y rpymi "A63an" HaTHCHITH KHONIKY "Hymeparis'.
o BBenite mepuuii €IEMEHT CIIMCKY Ta HATUCHITH ENter, mo6 nepeitu 10
HACTYIHOTO.
o 3wminHa ¢popmary Hymepaiii: KiaiHite Ha cTpiiKy nmopyd 3 kHomnkoro "Hywmeparis" ta
BUOEpiTh iHIMIA hopMaT Hymepaii (HanpuKiIag, pUMChbKi LU pH, JTiTepn).
— bararopiBHeBi ciucku: BUKOPHUCTOBYIOTHCS 7151 CTBOPEHHSI 1€papXIYHHUX CITUCKIB 3
I ITyHKTaMH.
o CTBOpiTh 3BUYAHUI MapKOBaHUN a00 HYMEpPOBaHUH CITUCOK.
o BcraHoBITE Kypcop Ha eeMeHTi, SIKUH MOTPIOHO 3pOOUTH ITiJITYHKTOM.
o HarucHits kiasimry Tab ado kHonky "306inbimmty Bigctyn" Ha Briaaii "OcHoBre" y
rpymi "Ao63am".
o TloBepHeHHs Ha monepeaHii piBeHb: HatucHiTh kiiasinm Shift + Tab abo kHomky
"3MeHIUTH BiacTym".
Od¢opmiieHHA CITUCKIB:
— 3wmiHa BiicTymiB: 3a JOIMOMOTOO JIIHIMKK a00 KHOMOK "301IbIIUTH/3MEHIIIATH BiICTYIT"
MO>KHa PETyJIIOBATH BiJICTYIH MapKepiB/HOMEPIB Ta TEKCTY.
—  3wmi"a mpudty Ta Koasopy: DopMaTyBaHHS TEKCTY B CUCKAX BiIOYBAETHCS TaK CaMo, SIK 1
3BHYAIHOTO TEKCTY.
—  Buxopucranss ctuiiB: JlJis MIBUAKOTO Ta Y3TOKEHOTO 0(hOPMIICHHS CITHUCKIB MOYKHA
BUKOPHUCTOBYBATH CTHIIL.

CTBOpeHHs Ta0/IUlb:
Icnye kinpka crioco6iB cTBopeHHs Tabauie y Word 365:
— BcraBnenss npocToi Tabnuii:
o BcranoBiThk Kypcop y micuie, Je noTpiOHO BCTaBUTH TaOIHUIIIO.
o HaBkmaami "Berasnenns" y rpymi "Tabnumi" HaTuCHITH KHONKY "Ta0mmis".
o IlepemicTiTh Kypcop 1O CiTIIi, 100 BUOPATH KUIBKICTh PSAIKIB Ta CTOBIIIIIB, Ta
KJIAIHITH MUILEIO.
— BcraBnenns Tabnuili 3 mapamMeTpaMmu:
o Ha Bkmaami "BeraBnenns" y rpymi "Tabnumi" HaTUCHITH KHONKY "Tabmus" Ta
BUOEpiTh NyHKT "BcraButu tabnuio...".
o Y gianoroBomy BiKHI BKaXIiTh KUTBKICTh CTOBIILIB Ta PSJIKIB, a TAKOX 1HIII
napaMmeTpH (HampHkial, UPUHY CTOBIIIIIB).
— IlepeTrBopeHHs TEKCTY Ha TaOJHIIIO:
o Bunaimite TEKCT, pO3AUIEHHI CUMBOJIAMU Ta0yJIAIi a00 THITUMHU PO3AUTEHUKAMHU.
o Ha Bkmaami "BeraBnenns" y rpymi "Tabnumi" HaTUCHITH KHONKY "Tabmums" Ta
BuOepiTh MyHKT "[lepeTBopuTH TeKCT Ha TabUIO...".
o VY nianoroBoMy BiKHI BKaXITh PO3IUIBHHUK Ta 1HIII TapaMeTpH.
Odopmiienns Tadannb:
[Ticns cTBOpeHHsI TaOHIIl 3'SIBISIFOTHCS 1Bl 10AaTKOBI BKiaaku: "KoHCTpykTOp Tabmuip" Ta
"Maket".
"KoHctpykrop Tabnuis":
o Crumi Tabmuip: [1IBHIKe 3aCTOCYBaHHS TOTOBUX CTHIIIB OPOPMIICHHS TAOJIHUIII.
o 3anuBKa: 3anMBKa KIITHHOK, PAIKIB a00 CTOBMIIB KOJIHOPOM.
o Mexi: HanamryBaHHs Mex TaOIHIll Ta OKPEMHUX KITITHHOK.
o Edextu: /lonaBanns epexTiB 10 TaOIUIl, TAKUX AK TiHb a00 00'eM.
- "Maker":



Tabmuust: Bunginenns tabnuili, psAaKiB, CTOBIIIB a00 OKPEMUX KITITHHOK.
Psinku ta croBmii: BeraBneHHs, BUAANEHHS Ta 3MiHA PO3MIpY PSIKIB Ta CTOBIIIIB.
OO6'ennanns: O0'eqHaHHS Ta PO3AUICHHS KIIITHHOK.
BupiBHioBaHHs: BupiBHIOBaHHS TEKCTY B KJIITHHKAX.
Po3mip kiiTrHkE: ToyHe HaNAMITyBaHHS BUCOTH PSAJIKIB Ta IIUPUHU CTOBIIIIIB.
o [MHani: CopryBaHHs JaHUX Y TaOIHIIL.
OcHoBHI onepamii 3 TA0IMUAMMU:

— JlomaBauHs psaKiB/cToBHIIB: KianHiTh MpaBot0 KHOMKOIO MUIII Ha KJIITHHIII TOPYY 3
MicIIeM, KyId ITOTPIOHO J0/IaTH PAAOK/CTOBIEIb, Ta BUOEPITh BIAMOBITHUN TyHKT y
KOHTEKCTHOMY MEHIO.

—  Bwupanenns psakis/cToBIIIB: BUAUTITE PsAIKHA/CTOBIIII, SIKI TOTPIOHO BUJAIHMTH, KJIAIHITH
MPaBOIO KHOIIKOIO MHUIII Ta BUOEPITh MyHKT "Bumanutu psaaku/cToBmi".

—  3MiHa po3Mipy psAIKiB/CTOBIIIB: [IepeTATHITE MEXY MK PSAAKaMU/CTOBIIIMHU.

— Ilepemimenns Tabmuii: KnanHite Ha Mapkepi nepemimeHHs (KBaJpaTUK 3 XPECTUKOM Y
JiBOMY BEPXHbOMY KYTi TaOJUIll) Ta MEPETATHITH TAOIUIIO B TOTPiOHE MiCIIE.

O O O O O

BceraBiieHHs1 300pakeHb:
IcHye kinpka crioco0iB BCTaBUTH 300paXkeHHs B JoKyMeHT Word 365:
— 3 (aitny Ha kKomMI'toTEPI:
o BcranoBiTs Kypcop y miclie, KyIu MOTPiOHO BCTaBUTH 300pakeHHSI.
o Ilepeiinite Ha Biaaky "BcraBnenna" Ta B rpyni "300pakeHHs" HATUCHITh KHOIIKY
"3o00paxeHHs".
o Y BiKHI, 110 BIIKPUETHCS, 3HANIITH TOTPIOHMIA (haiin 300paskeHHs Ha BaIIOMY
KOMIT'IOTEpi Ta HATUCHITH KHONIKY "BcTaButn'.
— 3 InTtepuery (OHnaiftHOBI 300paXKeHHS):
o BcranoBiTs Kypcop y moTpiOHE MicIie.
o Ha Bxmaaui "BetaBnenns" B rpyni "300paxkeHHs" HaTUCHITh KHOMIKY "OHIIaitHOBI
300pakeHHs".
o VY BIKHI MOIIYKY BBEJITh KJIFOYOBI CJIOBA JUIs MOLIYKY 300paskeHHs B Bing abo
BUOEpITH 300paxkeHHs 3 OneDrive.
o BubepiTh noTpibHE 300pa’keHHs Ta HATUCHITH KHONKY "BcraButn".
- KomnitoBanHs Ta BcTaBKa:
o Bigkpuiite 300paXkeHHs B 1HIIOMY J10/1aTKy 200 BeO-Opaysepi.
o Ckomitoiite 300pakenHs (Ctrl+C a6o npasoro kHonkoro mumii Ta "KonitoBatu").
o Ilepeiinite y nokyment Word ta BcraBte 300paxkenHs (Ctrl+V abo mpasoro
KHOMKOI Muti Ta "BcraButu'").
3MiHa po3Mipy Ta MOJIOKEHHS 300PaKeHHS:
— 3wmina po3mipy: Knamnits Ha 300paxeHH], 11100 3'IBUIINCS MapKepu MO KyTaxX Ta CTOPOHax.
[epetsryiite MmapkepH, 1106 3MIHUTH PO3MIp:
o Kyrosi mapkepu: 3MIHIOIOTH PO3Mip IPOMOPLIHHO.
o biuni Mapkepu: 3MiHIOIOTh PO3Mip JIMIIE 10 OHIN CTOPOHI. YTPUMYHTE KIIaBilly
Shift mig yac nepeTsaryBaHHsa KyTOBOIO Mapkepa Juist 30epeXeHHs TPOTOPLIH.
—  Ilepemimenss: Knanite Ha 300pakeHH1 Ta MEPETATHITH HOTro B MOTpiOHE Miciie
TOKYMEHTA.
— TloBoport: KnanHite Ha 300paskeHH1, 1100 3'IBUBCS 3€JICHUI MapKep oOepTaHHS.
[lepetsaruits ioro, mo6 MOBEpHYTH 300paKEHHS.
OO0TikaHHS TEKCTOM:
OOTiKkaHHS TEKCTOM BH3HAYAE, SIK TEKCT PO3TAIIOBYETHCS HABKOJIO 300pakKEeHHSI.
—  Buninits 300pakeHHs.
—  Kunamnite Ha 30240k "[lapamerpu MakeTa", 1110 3'IBISETHCS MOPYY 13 300pakeHHSIM, 200
nepeiaiTe Ha BKiIaaky "®opmat 300pakeHHs" Ta B rpyni "YOpsIKyBaHHA" HaTUCHITH
KHOMKY "OOTiKaHHS TEKCTOM".



BapiaaTu oOTikaHHS:

VY tekcri: 300paskeHHS PO3MIILLY€THCS SIK 3BUYAHUI CUMBOJII TEKCTY.

Hagxkoiso pamku: TekcT o0Tikae 300paxkeHHs 3 yCiX OOKiB.

3a TekcToM: 300paxKeHHS PO3MIIIYETHCS 32 TEKCTOM.

[epen TexcToM: 300paskeHHS PO3MIIILYETHCS MEPE]] TEKCTOM.

Kpi3b: TekcT Moke 4aCTKOBO IMEPEKPUBATH MPO30Pi YACTUHH 300paKEeHHS (SKILO
TaKi €).

o 3Bepxy Ta 3HH3Y: TEKCT PO3MIIIY€ThCS TIIBKU 3BEPXY Ta 3HU3Y 300paKECHHS.

o O O O

dopMmaTyBaHHA 300paxeHHs (BKkiaaaka "dopmar 300paxeHnsn'’):
[Ticns BuaiieHHs 300pakeHHs 3'IBIsIEThCs BKiaaka "dopmar 300paxeHHs ", 1e JOCTymHi
PI3HOMAaHITHI IHCTPYMEHTH:

Bunanutu pon: ABTOMaTH4YHE BUAAICHHS OHY 300pasKeHHS.

Bunpasnenns: HanamryBaHHs SICKpaBOCT1, KOHTPACTHOCTI Ta Pi3KOCTI.

Komip: 3miHa KoJTipHOT raMu, HACUYEHOCTI Ta TOHY.

XynoxHi epexT: 3acTocyBaHHS Pi3HUX XYIOXKHIX e(DeKTiB, TAKHX 5K €CKi3, aKBapelb,
OJIiBEIIb.

Cruni 300paxensp: LlIBuke 3acTOCYBaHHS TOTOBUX CTHIIIB O(DOPMIIEHHS, BKIIOYAIOUH
paMKu, TiHi Ta BiIOUTTS.

Mesxa 300paxkenns: JlogaBaHHs Ta HATAIITYBaHHS MEX1 HAaBKOJIO 300paKeHHS.

Edextu mis 300paxenns: JlogaBaHHs TiHi, BITOUTTS, CBITIHHS, 3TNIaKyBaHHs, peabedy Ta
00'eMHOT0 0OEpTaHHS.

OOtunanns: OOpizaHHS KpaiB 300pakeHHS.

Po3mip: Toune HanamtyBaHHs po3Mipy 300paKeHHSI.

YnopsinkyBaHHs: [HCTpYMEHTH JJIs1 PO3TAlTyBaHHS 300pa)KEHHS BITHOCHO 1HIIUX 00'€KTIB
(HanpuKIaa, epeMilieHHs Briepes] abo Hazan).

BupiBHroBanHs: BupiBHIOBaHHS 300pa)XeHHS Ha CTOPIHIII.

CrHcHeHHs 300paxeHb:
Ji1st 3MeHIeHHs po3Mipy (ailry JOKyMeHTa MOKHA CTUCHYTH 300pa’KeHHS:

Buninits 300pakeHHs.

Ha Bxnaaui "®opmat 300pakenHs" B rpyii "KopuryBanHa" HaTUCHITH KHONKY "CTHCHYTH
300pakeHHs".

Bubepith po3ainpHy 34aTHICT Ta 3aCTOCYWTE CTUCHEHHS JI0 BCIX 300pa)Ke€Hb Y TOKYMEHTI
ab6o nuiie 10 BUOpaHOTO.

JlaGopaTopna po6ora Ne6

TexcroBuii penakrop. CTpyKTYpa 10KYMEHTY

Teopemutma uacmuHa

Po6ora 31 crriisimMu Ha BKIIaaii «Ocroeme.

e  BujaneHHs ycixX Tineprnociianb: BUIUTUTH yBech TekcT Ta Ctrl+Shift+F9.
e  BumpasneHHs MoABIHHUX MPOOLTIB Ta iH. 32 TOTIOMOTOI0 KOMAaHIN «3AMIHUMUY
e  BcraBka HOMEpiB CTOPIHOK — MeHIO «Bcmagnennsny.
e  BuxopucTOBYyiTE po3pus po30diny NS HECTAaHAAPTHHUX HAIAIITYBAaHb HyMepalii CTOPIHKH
e  BcraBka aBromMaTHyHOrO 3Micty — Mento «llocunanna» — «3micmy.
3aeoanna
1. 3amanraxrte 3 classroom mpokymenT «3arotoBka06». Hamani came iioro pemaryiite ta 3maBaiite
BiJIpeiaroBaHui.
2. Bwupainite 3aiiBi mpo0iiu.
3. Bupnanits 3aiiBuii TeKCT T2 0QOPMIICHHS.
4. Bunamite rinepnocuiIaHHs.



5. CrBopits ctunb «Pedepar» 3 Takumu mapamerpamiu: Illpugm Times New Roman, 14 nm,
8Upi6HIOBANHA ab3ayy no wuputi, giocmynu 3iea i cnpasa no 0 cm, eiocmyn nepuio2o paoka 1 cm,
siocmynu 36epxy i 3uu3y no 0 nm, misxcpsoxosuti inmepean - 1,5.

6. CrBopits ctiii «MarkListy (i MapKoBaHMX CITUCKIB 3 MAPKEPOM y BUTJISI PHCKH) Ta

«NumbList» (rymepoBanwuii ciucok). IIpudt nux cTuiniB Mae OyT Takuil caMuii SK 1 B CTHITI

«Pedepar», a aG3arHi BiAcTynH Taki, SIKi BOHHM ITOBHHHI OyTH JJISl CIIMCKIB.

3acTocyiTe Il CTWII J0 BiJIOBITHUX YaCTHUH TEKCTY.

Bumanmite 3aifBi po3pHBH PSAAKIB.

9. Hanamryiite cTib «3aronoBok 1»: Times New Roman, 14 nt, HamiBKUAPHUIA, yCi BETHUKI JTiTEpH,
PO3piLKCHMIA, TIO TICHTPY, ab3aiHi BiacTynu 1o 0 cM, BiacTym micis ad3aiy 18 1T, MikpsIKoBUi
iHTepBan 1,5, 3 HOBOI CTOpiHKHU. 3acToCyiTe el CTUIIb 10 Ha3B PO3MiIiB

10. Hanamrryiite ctuib «3aronoBok 2»: Times New Roman, 14 nm, naniexcuprnuii, po3piodcenui,
BUPIBHIOBAHHS NO JTIGOMY Kpato, abzayni eiocmynu no 0 cm, siocmyn nepuio2o psoxa 1 cm, giocmyn
00 abzayy 12 nm, giocmyn nicis abzayy 6 nm, miscpaokosuil inmepsan 1,5, «ue giopusamu 6i0
HacmynHo2oy. 3aCTOCYHTE 1el CTHIIb 10 Ha3B MiAPO3ILTIB.

11. CTBOpITh TUTYJIBHY CTOPIHKY pedepaty 3a 3pa3koM 3i CKpiHmoTy (B classroom).

12. BcraHOBITH MOJISI JOKYMEHTA 3ropH 1 3HHU3Y 10 2 cM, 311iBa — 2,5 cM, cipaBa — 1,5 cM.

13. JlomaiiTe HyMepalito CTOPIHOK CIIpaBa 3ropy CTOpiHKH. Ha meprriii cTopiHIli HOMep BiACYTHIH.

14. CtBopiTh Ha IpyTiil CTOPIHII ABTOMATHYHHUI 3MICT JOKYMEHTA.

15. Hanamryiite cTumi y 3micTi 3a Takumu napamerpamu: Times New Roman, 14 nt; ab3arsi BiacTynu
CTaHAAPTHI AJIS 3MICTY.

16. Ha mgpyriii cTopiHIi (TaM J1e 3MiCT) HOMEp CTOPiHKH BiJICyTHIH.

17. B Google Classroom 3aBaHTaXUTH BipeaaroBaHui (aii.

o N

Memoouuni pekomenoauyii
Cruui B Microsoft Word — e Habopu mapametpiB popmaTyBanHs (pudT, po3mip, KOIip,
BIJICTYIIH, MUKPSAAKOBUN 1HTEpBaJI TOLIO), SIKI MO’KHA 3aCTOCYBATH 10 TEKCTY OJJHUM KJIAIlaHHAM
MuIli. BOHM 3HAYHO CIIPOIIYIOTH Ta MPUCKOPIOIOTH Mpoliec GopMaTyBaHHs, 3a0€3MeUyI0Th €TUHAN
CTUJIb O()OPMIIEHHS BChOT'O IOKYMEHTA Ta MOJIETIYIOTh BHECEHHS 3MiH.
Ctuab — 11e Habip IHCTPYKIIIN, SKi BU3HAYAIOTh 30BHIIIHINA BUTIIS TEKCTY. BiH MOXe BKITIOUATH:
— lpudgt: FapHiTypa, po3Mip, HaKpecIeHHs ()KUPHUHN, KYpCUB, MiIKPECIEHHI), KOTIp.
— Ao63a1: BupiBHIOBaHHS, BIACTYIH (3711Ba, CIIpaBa, MEPIINNA PSII0K), MDKPSAKOBUIN 1HTEpBa,
1HTepBaJIM Tiepe Ta Mmicis ad3alty.
—  Talynsmis: [Mo3uii TaOymsi.
—  Mexi ta 3anuBka: Koiip Ta THI MeX, KOJIp 3aJIUBKU.
— Mosa: Moga ans nepeBipku opdorpadii.
Ilepernsix 1OCTYNHHUX CTHJIIB:
¥Yci noctynHi cTuii BioOpaxaroTbes Ha Bkiiaal ""OcHoBHe" y rpyni "Cruai". Bu moxere
no0avnTH iX y BUTJIAAL rajepei abo BIJKPUTH NOBHUHM CIIMCOK, HATUCHYBILH CTPIUIKY B IPABOMY
HUKHBOMY KyTi rpynu. Takox MoxHa Biakputu o0nacts "Ctuni", HaTUCHYBIIM KOMOIHAIIO
kiasim Alt + Ctrl + Shift + S.
3acTocyBaHHA CTHJIIO:
11006 3acTocyBaTH CTUIIb IO TEKCTY, BUKOHANTE HACTYIHI KPOKH:
—  Buginite TeKCT, 10 AKOTO MOTPIOHO 3aCTOCYBATU CTHUJI.
— Ha Bknaaui "OcnoBre" y rpyni "Ctuii" K1auHITh Ha TOTPIOHOMY CTHUIL.
CTBOpEHHS HOBOI'O CTHJIIO:
IcHye kinbka crioco0iB CTBOPEHHS! HOBOTO CTHIIIO:
-~ Ha ocHoBi ¢popmaTyBaHHS:
o Bindopmaryiite TeKCT Tak, sk BaM MOTpiOHO (BUOEPiTH MIpU(T, po3mip, KOIip,
BIJICTYTIH TOILIO).
Buninite BigdopMaTOBaHMIA TEKCT.
Ha Bxnaaui "OcHoBHe" y rpyni "CTuii" KJIalHITh HA CTPUIKY B IPAaBOMY HHXKHbOMY
KyTi, 00 Bigkputu obnacts "Cruii".
o BHm3y o6macti "Ctuii" HaTUCHITH KHOTIKY "CTBOPUTH CTHIIB".



o Y niamoroBoMy BiKHi, 1110 3'SBUTHCS, BBEIITh Ha3BY CTIUIIO (Hampukiam, "Miit
a63an", "3aronoBok crarTi") Ta HaTUCHITH "OK".

— 3 nynsa (uepe3 miasniorose BikHO "CTBOPUTH CTHIIB"):

o Ha Bxmagui "OcuoBue" y rpymi "CTuii" KJIAIHITh HA CTPUIKY B IPAaBOMY HIXKHBOMY
KyTi, 1100 Bigkputu oosacts "Ctumi".
Buuzy o6nacti "Ctuii" HaTHCHITH KHOTIKY "CTBOPUTH CTHIIB".
VY nianoroBomy BikHi "CTBOPUTH CTHIJIB" BBEAITh HA3BY CTHIIIO.
Hatuchite kHOTIKy "®@0OpMar" BHU3Y BikHA, I100 BIIKPUTH MEHIO 3 PI3HUMHU
kareropisimu popmatyBanus (Ipudt, A63am, Tabymsmis, Mexa, MoBa, Pamka,
Howmep, KomOinaris kmasim).
o Hamamryiite nmorpiOHi mapameTpu popMaTyBaHHs B KOXKHIN KaTeropii.
o Harucuits "OK" y Bcix niaioroBux BikHax.
3MiHeHHS iCHYI04YO0I0 CTHJIIO:
1100 3MiHUTH ICHYIOUYHH CTHIIb, BAKOHANTE HACTYITHI KPOKH:

— Ha Bknaaui ""OcnoBre" y rpymi "Ctuii" KIaHITh MpaBoOl0 KHOMKOK MUII HA CTUIIL, SIKUN
nOTPiOHO 3MIHUTH.

— Y KOHTEKCTHOMY MEHIO BUOEpITh MyHKT '"3MIHUTH...".

— Y gianmoroBomy BikHi "3MiHEHHS CTHIIIO" BHECITh HEOOX1IHI 3MiHH IO TapaMeTpiB
(dbopMaTyBaHHS.

— Harucuits "OK".

3MiHH, BHECEHI /10 CTUIIIO, aBTOMAaTHUYHO 3aCTOCYIOThCS 0 BChOI'O TEKCTY, A0 SIKOro Liei cTuilb OyB
3aCTOCOBAaHHM.
BaxxknuBi napamerpu aiajioroporo BikHa "3MiHeHHs CTHIIO":

— Hasga: Ha3a cturo (oOupaiiTe 3p0o3yMisi Ha3BU, HAPUKIA, "3BUYAHMNA TEKCT",
"3aromnoBok 1", "[lutaTta").

—  Crunb Ha ocHOBI: Bu3Hauae, Ha OCHOBI SIKOTO CTHITIO Oyjie CTBOPEHO HOBUM CTHIIB. Lle
JI03BOJIsIE CTBOPIOBATH 1€papXilo CTUJIIB Ta MIBUJIKO 3MIHIOBATH 3arajibHe (popMaTyBaHHS
nokymMmeHnTa. Hanpuknan, ctiiip "3aroiaoBok 2" Mo)ke OyTH CTBOPEHUI Ha OCHOBI CTUIIIO
"3aronoBok 1", ycragkoBytOUM HOTO OCHOBHI apaMeTpH Ta 3MIHIOIOUHM JIMIIE JesKi AeTali
(Hanpukiaza, po3mip Wpu@Ty).

—  Crune HacTynHOro ab3aiy: Busnauae, sskuit cTuinb Oy1e aBTOMaTHYHO 3aCTOCOBAHO J10
HACTYIHOTO a03aIly MiciIs 3aCTOCYBaHHS IOTOYHOTO CTHIIIO. Lle 3py4Ho 11t aBToMaTH3arii
(dbopmaTyBaHHsI, HAPUKIIAJ, MICIISI 3ar0JI0BKa aBTOMAaTHYHO 3aCTOCOBYBATH CTUJIb
3BUYAHOTO TEKCTY.

—  ®opwmat: KHomka, 110 BIAKPUBAE MEHIO 3 PI3HUMU KaTeropisimu Gpopmarysanus (LLpudrt,
AG3arr, TaGymnsis, Mexxa, MoBa, Pamka, Homep, KomGinarist kinagir).

Buxopucranust CTHIIIB VIS CTBOPEHHS 3MICTY:

Crui, 0co0aMBO CTHIII 3aroI0BKiB (3aroyioBok 1, 3aronoBok 2 1 T.11.), BIIITPalOTh KJIIIOUOBY POJIb Y
CTBOPEHH1 aBTOMaTHYHOTO 3MicTy. Word BUKOPUCTOBYE 11i CTHJI JIIsl BU3HAYEHHS CTPYKTYpPHU
JIOKyMEHTA Ta TeHepy€ 3MICT Ha iX ocHOBI. [1[006 cTBOpUTH aBTOMAaTUYHUIN 3MICT:

— 3acTocyiTe CTUIII 3arojOBKiB 10 BiIMOBIIHUX YaCTHH TEKCTY.

— IlepeiiniTe Ha Bkiaaky "llocunanns" Ta B rpyri "3MicT" HaTUCHITH KHOMKY "3Mict".

— Bubepitb notpibuuit popmar 3micry.

KepyBanus cruisvu (o0aacts "Cruai'):
B oGnacti "Crumi" (sxa BiIKpUBA€THCS HATUCKAHHIM CTPIJIKU B IPAaBOMY HHKHBOMY KYTi IpyNu
"Crumi" Ha Byl "OcHoBHe'") MOXKHA BUKOHYBATH Pi3H1 orepariii 31 CTHISMHU:

—  CTBOpEHHS HOBOTO CTUJIIO.

—  3MiHEeHHs ICHYI0UYOro CTUIIIO.

— Bunanenns ctumo. (KnaHiTe mpaBoo KHOIIKOO MHUII Ha CTHIIL Ta BUOepiTh "Bunamutu").

— Immopt/excnopt ctuiiB: MokHa KOMIOBaTH CTHIIL 3 OAHOTO JOKYMEHTA B 1HIIUH.

— CopryBanHs cTuiiB: MOXHA COPTYBaTH CTHII 32 alihaBiTOM, 32 TUIIOM abo 3a
BUKOPHUCTaHHSM.



CTBOpeHHS 3MICTY — BOXJIHMBHUIA eTan 0pOpPMIICHHS BEITHKUX JOKYMEHTIB, TAKUX SIK KypCOBI
poOOTH, AWIUIOMHI MPOEKTH, 3BITH TOIIO. ABTOMATHYHHK 3MicT y Word reHepyeThcsi Ha OCHOBI
CTHJIIB 3aTr0JIOBKIB, 1[0 3HAYHO CIIPOIILYE IICH MPOIIEC Ta JO3BOJISE JIETKO OHOBIIFOBATH 3MICT IIPH 3MiHI
CTPYKTYpPH JOKYMEHTA.

Ctnii "3aro/ioBok'": 0CHOBa aBTOMATHYHOI0 3MiCTY

Word npornonye BOy10BaH1 CTHIII 17151 3ar0JIOBKIB Pi3HKUX piBHIB: "3aronoBok 1", "3aromoBok 2",
"3aronoBok 3" i Tak gami. "3arosoBok 1" 3a3BHuail BAKOPUCTOBYETHCA IJIsl HA3B PO3ALIIB,
"3aronoBok 2" — miis miapo3aAiTiB, "3aroaoBok 3" — I MiAMYHKTIB 1 TaK Jaji.

3acrocyBaHHs cTHIIIB "'3aro/i0BoK'":

—  Buginite TekcT, skuii MOTPiOHO OOPMUTH SIK 3ar0JIOBOK.

— Ha Bkmaaui "Ocuore" y rpyni "Ctumi" BHOEpiTh BIAMOBIAHUN CTHUIIH 3ar0JI0BKa
(manpwukian, "3aronoBok 1", "3aronoBok 2").

HanamryBanus ctuiiB ""3arosoBok" (3a 6axkaHHAM):
Bu MokeTe HanamTyBaTH 30BHIMIHIN BUTISA CTUIIB "3aroioBoK" BiAMOBIIHO /IO BAlllUX BUMOT':

— Ha Bxmaami "OcHoBre" y rpyni "CTrii" KJIAHITE TPABOIO KHOMKOKO MUIII HA CTHITL, SIKHIA
noTpiOHO 3MIHUTHU (Hampukiamd, "3aroaoBok 1").

— Y KOHTEKCTHOMY MEHIO BUOEpITh MyHKT "3MIHUTH...".

— Y nianoroBoMy BikHi "3MiHEHHS CTHIIO" HANMAITYWTE NOTPiOHI MapamMeTpu popMaTyBaHHS
(mpudT, po3mip, KoJip, BIACTYIH, MIKPSIIKOBUH 1HTEPBAJI TOILO).

— Hatucnits "OK".

CTBOpeHHSI aBTOMATHYHOI0 3MiCTY:

— BcranoBiTh Kypcop y Te Miclie TIOKyMEHTa, i€ MOTPiOHO PO3MICTHTH 3MICT (3a3BHYail Ha
MOYaTKy JOKYMEHTA IICIIsl TUTYJIBHOI CTOPIHKH 200 Ha OKPEeMiil CTOPIHIII).

— Ilepeiinite Ha Bkinaaky "[locunanna" Ta B rpymi "3MicT" HaTHUCHITH KHONKY "3MicT".

— BubepiTh 011H 3 aBTOMAaTUYHHUX CTHIIIB 3MICTy (Hampukiaz, "ABroMaTinunuii 3mict 1" abo
"ABTOMaTHYHUH 3MicT 2").

Word aBToMaTHuHO CTBOPUTH 3MICT Ha OCHOBI 3aCTOCOBAHUX CTUJIIB "3arojoBok", Bi1oOpa3uBIIN
Ha3BHU 3aroJIOBKIB Ta HOMEPH CTOPIHOK, Ha SIKUX BOHU 3HaXOJSAThCS.

OHoBJIEHHA 3MicCTY:

SIKI110 BM BHECIIM 3MiHU B CTPYKTYpY JOKYMEHTA ([0JaJli, BUJAIWIN a00 MepeMiCTHIIN 3ar0JI0BKH),
HE0OX11HO OHOBUTH 3MICT:

—  KunanHiTe npaBoro KHONKOO MUl B OyAb-KOMY MICIIi 3MiICTY.

— Y KOHTEKCTHOMY M€HIO BUOepiTh MyHKT "OHOBUTH moJje".

— Y nianoroBoMy BiKHI, 110 3'IBUTbCS, BUOEPiTh "OHOBUTH JIMILIE HOMEPH CTOPIHOK" (SKILO
3MIHWJIMCS JIUILE HOMEPH CTOPIHOK) a00 "OHOBUTH BeCh 3MICT" (SIKIIIO 3MIHUJIACS
CTPYKTYpa JOKYMEHTA).

HanamryBanns napamertpis 3micty (HacTtporoBanmii 3micr):
Jlnst O1bI A€TAIbHOTO HAJIAIITYBaHHS 3MICTY MOYKHA cKopucTaTucs omnuiero "HactporoBanuit
3mict":

— Ilepeiinits Ha Bkiaaky "[locunanna" ta B rpymi "3micT" HaTHUCHITH KHOTIKY "3mict".

— BuGepits nynkt "HactporoBanuii 3micr...".

— Y nianoroBomy BikHi "3MICT" MOXHA HaJIAIITyBaTH HACTYIHI TapaMeTpu:

o ®opmaru: Bubip 30BHIIIHBOTO BUTIISAY 3MICTY.

o Ilokasysaru piBHi: Bubip KiIbKOCTI piBHIB 3ar0JIOBKIB, sIKi OyyTh BioOpaskaTHCs B
3MICTI.

o 3amoBHIoBa4: Bubip cumBoiy, skuii Oy/ie BUKOPUCTOBYBATHCS ISl 3alIOBHEHHS
MIPOCTOPY MIK HA3BOIO 3arojIOBKa Ta HOMEPOM CTOPIHKH (3a3BHUal 1€ KPAIKH).

o IlokasyBaTu HOMEpH CTOPIHOK: BKiIIOUeHH/BUKITIOUEHHS BiT0OOpaKEHHS HOMEPIB
CTOPIHOK.

o BupiBHATH HOMEpH CTOPIHOK NpaBOpyY: BupiBHIOBaHHS HOMEPIB CTOPIHOK MO
IIPaBOMY Kparo.



o BuxopucroByBatu rineprnocunants: CTBOPEHHS TiepIIOCUIaHb Ha BiMOBIIHI
PO3JILIH JOKYMEHTa B €NIEKTPOHHIN Bepcii.

IlepeBaru BUKOPMCTAHHS CTWIIB ''3aro/ioBok'" Ta aBTOMATUYHOIO 3MIiCTY:

Exonowmist yacy: ABToMaTH3allisl TPOIECY CTBOPEHHS 3MICTY.

TouHicTh: YHUKHEHHS IOMIJIOK IIPH PYYHOMY BBEJICHHI HOMEPIiB CTOPIHOK.

Jlerke ononeHHs: 1lIBuake OHOBIIGHHS 3MICTY MPH 3MiHI CTPYKTYPH JOKYMEHTA.
[Ipodeciiinmii BUrisa: 3MIiCT, CTBOPEHUH 3a TIONTOMOTOI0 CTHJIIB, BUTIISAAE OLIBIIT
npodeciifHo Ta 0XaiHoO.

3pyuHa Hairaiis: ['inepnocuiianHs B €IEKTPOHHIN Bepcii TOKyMeHTa 3a0e31euyoTh
3py4HY HaBirario mo TeKcry.

KosonTuTyau — 11e 06macti 3BepxXy (BepXHiil KOJOHTHUTYIT) Ta 3HU3Y (HM)KHIA KOJIOHTUTYH) KOKHOL
CTOPIHKHM JOKyMeHTa. BOHM MOBTOPIOIOTHCS HA KOXKHIN CTOPIHIIL, IO JI03BOJISIE PO3MIIITYBATH
BaXJIUBY iH(OpMaIlito, ska Mae OyTH MPUCYTHS HA BCIX CTOPiHKAX.

BceTaBiieHHsI KOJTOHTHTYJIIB:

[lepeiiniTe Ha BKIanKy "BeraBnenns".

VY rpyni "Konontutynu" HaTucHITH KHONKY "BepxHiii konoHTuTyn" ado "HrokHii
KOJIOHTHUTYH".

BubepiTh 0a1H 13 BOYJOBaHUX CTHJIIB KOJIOHTUTYJ1a a00 BUOEPITh MYHKT "3MIHUTH BEPXHii
KOJIOHTHUTYJL..." a00 "3MIHUTH HUKHIN KOJOHTUTYIL..." 1711 CTBOPEHHS BJIACHOTO.

PenaryBanHsi KOJIOHTHTYJIIB:
[Ticnst BCTaBIIGHHS KOJIOHTUTYJIA BIAKpHETHCS BKIaaka "Koncrpykrop" (abo "Pobora 3
KOJIOHTUTYJIaMH'"), 7Ie 3HAXOAATHCS IHCTPYMEHTH JJIsl HOTO pefaryBaHHs:

Howmep cropinku: BeTaBneHHst HOMEPIiB CTOPIHOK y pi3HUX (popMaTax Ta MO3HIIISX.

Jara i1 yac: BcraBiieHHSI IOTOYHOI AaTH Ta 4acy.

Excnpec-6oku: BeraBiieHHS TOTOBHX €JIEMEHTIB, TAKHX SIK Ha3Ba JOKYMEHTA, aBTOP, Ha3Ba
¢aity Toro.

3o06pakeHHs: BeraBieHHs TOroTumniB ado 1HIIUX 300paKeHb.

Iepexin 10 monepeAHbOr0/HACTYITHOTO KOJNOHTUTYA: [lepexia Mixk BEpXHIM Ta HUKHIM
KOJIOHTHUTYJIAMH.

3B’430K 13 nonepeHiM: CkacyBaHHS 3B'3Ky MK KOJIOHTUTYJIAMH Pi3HUX PO3ALIiB
JIOKYMEHTA (JIJ1s1 CTBOPEHHSI PI3HUX KOJIOHTUTYIIIB JUUISl PI3HUX YaCTUH JOKYMEHTA).
Oco6auBUI KOJOHTHUTYJI AJ1s epIoi cTopiHKU: CTBOPEHHS OKPEMOTO KOJIOHTUTYJIA JUIs
NepIIO] CTOPIHKY (HANPHUKIIAJ, 171 TUTYJIBHOI CTOPIHKY, /1€ HyMepalis 3a3BU4ail He
noTpiOHa).

Pi3H1 KOJIOHTUTYNM U1 TAPHUX 1 HEMIAPHUX CTOPIHOK: CTBOPEHHSI PI3HUX KOJIOHTUTYJIIB
U1l TApHUX Ta HEMapHUX CTOPIHOK (HAIPUKJIIaJ, A7l pO3MILLIEHHSI HOMepa CTOPIHKY 3J1iBa
Ha MapHUX CTOPIHKaX Ta ClpaBa Ha HEMApHUX).

[Tonoxenns: HanamryBaHHs BIICTYIIIB KOJIOHTUTYJIA BiJl KPalO CTOPIHKH.

3aKpUTH KOJOHTHTYJIN: 3aBEPIICHHS pearyBaHHs KOJIOHTHTYJIIB.

Hymepauis cropinok:

[lepeiiniTe Ha BKIaaKy "BcraBnenns".

VY rpyni "Konontutynu" HatucHith kHOnKy "Homep cropinku".

BubepiTh Miciie po3TairyBaHHs HOMEpa CTOPIHKH (Yropi CTOPIHKH, BHU3Y CTOPIHKH, Ha
MOJISIX CTOPIHKH, TOTOYHE MOJIOKEHHS).

Bubepith cTuiabs Hymepaiii.

®opmMaTyBaHHS HOMEPIB CTOPIHOK:

[lepeiiniTe Ha BKIaaKy "BcraBnennsa".

VY rpyni "Konontutynu" HatucHiTh kHONKy "Homep cropinku" Ta BuOepith myHKT "dopmar
HOMEpIB CTOPIHOK...".

V nianoroBomy BikHi "®@opMar HOMEPIB CTOPIHOK' MO’KHA HaJAIITYBAaTH HACTYIIHI
napameTpu:



o ®opmat HOMepa: Bubip ¢popmary Hymepariii (apaObCchki mudpu, puMCchKi b pH,
JiTEepH).
o Bxutountu HOMep po3auty: BriroueHHs HOMepa po3aily Iepes HOMEPOM CTOPIHKU
(mampuknan, "1-1", "1-2" ms mepmoro po3ainy).
o Ilouaru 3: BcraHOBIEHHSI IOYaTKOBOTO HOMEpa CTOPIHKH.
Hymepauisi 3 neBHoI cTOpiHKH (He 3 mepIIOl):
— BapianT 1: Po3puBu po3nisis:
o BcraHoBITE KypcOp Ha MOYATKY CTOPIHKH, 3 SIKOi HOTPIOHO MOYaTH HYMEpaLilo.
o Ilepeiinite Ha BKIaaky "Maket" (ab6o "Po3miTka cTopiHku" B cTapux Bepcisx Word)
Ta B rpymi "Po3puBu" HaTHCHITH KHONIKY "Po3puBu" Ta BuOepiTh myHKT "HacTynmHa
cropinka'. lle cTBOpUTH HOBUI PO3ALIL.
JIBi4i KJTAIHITh HA KOJIOHTUTYJII CTOPIHKH, 3 SIKO1 TOYNHAETHCS HyMEPaIlisl.
Ha Bxnanmi "Koncrpykrop" (a6o "PoboTa 3 komoHTHTYIaMuU'") 3HIMITB ITO3HAYKY 3
nyHKTY "SIk y nonepenHbomy".
o BcraBTe HOMepH CTOPIHOK, SIK ONMKMCAHO BUILE, Ta BCTAHOBITH I0YaTKOBUI HOMED y
niamoroBomy BikHi "®opmaT HOMEpPIiB CTOPiHOK".
— BapianaT 2: ®opmaTt HOMEpiB CTOPIHOK:
o BcraBTe HOMepH CTOPIHOK, SIK ONMCAHO BUIIE.
o [Ilepeiinite Ha BkiIaaky "BceraBieHHs".
o Y rpyni "Konoatutynu" HatucHiTh KHOTIKY "Homep cropinku" Ta BUOEPITH MyHKT
"dopmaT HOMEpPIB CTOPIHOK...".
o Y moumi "[logatu 3" BBeIITH HOMEP CTOPIHKH, 3 SIKOT MMOTPiOHO IMOYATH HyMEpaIlilo.
BunaJjienHsi HomepiB CTOPIHOK:
— Tlepeiinite Ha BkIaaky "BceraBienns'.
— Y rpymi "Konontutynu" HaTUCHITE KHONIKY "HomMep cTopiHku" Ta BUOEpITh IyHKT
"Bunanuta HOMEpH CTOPIHOK".
BuxopucranHsi pi3HUX KOJTOHTHTYJIIB B OAHOMY JOKYMEHTI:
Jljis CTBOPEHHS PI3HUX KOJOHTUTYJIIB JUIsl PI3HUX YAaCTHH TOKyMEHTa (HalpuKiad, Ui pI3HUX
PO31LTIB KHUTH) HEOOX1THO BUKOPUCTOBYBATU PO3PUBH PO3/UIIB (SIK onucaHo B MyHKT1 "Hymepartis
3 neBHOI cTopiHKK"). ITicist cTBOpEeHHS pO3pUBY PO3LTY Ta 3HATTS MO3HAYKHU 3 MyHKTY "SK y
nornepeIHbOMY" BU 3MOXKETE peAaryBaTu KOJOHTUTYIIM KOKHOTO PO3JILTY OKPEMO.

KomnuiekcHa KOHTpPoJIbHA po0doTa
TexcroBuil pegakrop

3asoanns
1. TlepernsHbTe NPUKIAIN JOKYMEHTIB, ODOPMIICHUX B KOPIIOPATUBHOMY CTHIII:



2. Po3po0iTh BiacHMIA MakeT Ta CTHIb IOKYMEHTY Ta JIoJaiTe 10 Hboro rpadiuni enementu. Js
IU3aiiHy MOKHa BUKOpUCTATH 0QopmMIIeHi ad3aiy, pi3Hi WpUQTH, KOIbOPOBi (irypu, Tabiunmi,
KOJIOHKH, TaOYJISIi0 TOIIO.

3. Po3pobits 3a gonomororo ¢iryp y Word emGiiemy koMIiaHii Ta BAKOpUCTaiiTe 1l y CTBOpEHOMY
JOKYMEHTI.

4. 3amnoBHITh IOKYMEHT TeKCTOM Ta (hoTorpadisaMu.

5. Jlonaiite 10 TOKyMEHTY 3alOBHEHY Ta 0(hOPMIICHY TaOJIHIIO 3 pe3yJibTaTaMU AisUTbHOCTI KOMIIaHii
(HampuKIa1 IPOJaXKiB).

6. 30epexiTh 10KyMeHT y popmarax nokymenty Word ta mabiony.

7. B Google Classroom 3natu aBa daiinu: qokyment Word ta ma6iioH.

JlaGopaTopna po6oTa Ne8
Tabanunnii npouecop. Aapecanisa komipok. Tun nanux, Ilpocri popmyian. inbTpn,
COPTYBaHHS

3aeoanna
1. [lani qs oOpaxyHKy CKOMIFOBATH 3 TEKCTOBOrO oKyMeHTY «Jlani08» 3 classroom ta BcraButH Ha
apkyi B Excel.

2. OdopMuUTH TAOJIHUIIIO.

3. IligpaxyBaTu naHi ajsi CTOBIIIIB:
a. «bazosa yina, epn». 3 iHU B qonapax 3a kypcoM 38,15 (kypc 3a3HaYUTH B OKpEeMiil KOMIpITi

1y GopMyITi TOCUIIATHCS HA ITF0 KOMIPKY)

b. «I1]B, 2pn». 20% Bix WiHK aBTOMOOIJISI B TPUBHSX
C. «Lina 3 I/]B». Cyma 6a3oBoi uinu B rpuBHsx i [1/IB



d. KowmiciiiHi po3paxoByIOThCS SIK BiZICOTOK auiepa Bix inm 3 1B
e. «ina». Cyma iinm 3 [1/IB Ta xoMiciifHUX quiiepa

4. TlpaBopyd Bin TabmuLi MigpaxynTe cyMy KOMICIHHUX Bifl yCiX MPOAaxiB, 3arajJbHy BapTiCTh
MPOAaHUX aBTOMOOLIIB, cepeaiHio 6a30By BapTiCTh ABTOMOOLIIB y TPUBHSIX.

5. KoxHe HacTymHe 3aBaHHSA BUKOHYHTE Ha OKPEMOMY apKyIili. ApKyIili TOBUHHI MaTH Ha3BY 3a
HOMepOM 3aBaaHHs. Ha kKoxkHHI apKyI MOTPiOHO BCTABIIATH TAOIHIIIO 3 IEPIIOTO apKyIIa.
3acrocoBaHi Ha apKyli GiUIBTPU MOBUHHI 3aTHIIATUCS YBIMKHEHUMH.

6. BixcopryiiTe aBTOMOO1II 32 3pOCTaHHIM 00’ €MY JIBHT'YHA.

7. Busenits crimcok aBToMoO0LTIB Tpoganux CeprieM HuUKATEHKOM.

8. BuseniTh criucok aBTOMOOLTIB 3 miHoo Bix 30000$ mo 40000$.

9. BuBenith cincok aBTOMOOLTIB 3 @pantiii

10. Bugenits yci aBromo6iii Renault

11. BuBeniTh CIUCOK aBTOMOOLTIB, MPOJAHKX TICIIs 26 CepIHs

12. BuBeaiTh CIMCOK aBTOMOOLTIB, MPoJaHuX 3 22 1mo 28 ceprHsL.

13. BuBeniTh 2 3HaYeHHS HAHOLIBITNX KOMICIHHUX (Y TPUBHSX).

14. BuseniTs yci koMiciiiHi (Y BiICOTKaX), sIKi OLITBII 32 cepeTHE 3HAYCHHSI.

15. BuseniTs yci aBTOMOO1III TOTYKHICTIO IBUTYHA 1,5, y sikuX kpaina BupoOoHuk — CILIA

16. Busezits aBTOMOO1M 3 AmoHii, siki mponas Cepriii HUKuTeHKO 3 KOMICIHHUME OLTBITUME 200
nopisaioe 1,2%

Jani 3 ¢gaiiny «/1ani08»

3 gf |39 s~ |8 E|28 s £ L% | B
= 2% |wvf SE|5d 49 24 2 s | 25 | €
= 2 g of £&% |88 & HE = g £ =
Renault Duster OpaHuirist 1,6 38000 Huxkutenko 1,0% 18.08.24
Cepriit
Nissan Qashqai Slnonis 15 42300 HuxkureHko 1,5% 20.08.24
Cepriit
Opel Astra Himeuunna 1,2 25700 ABcieBnuu 3,0% 20.08.24
Oiena
Nissan Qashqai Snonis 15 42400 Huxkurenko 2,1% 22.08.24
Cepriit
Ford Kuga CIIIA 15 29600 ITaBmrox 1,0% 22.08.24
Lmapion
Volkswagen Himeuunna 2 51700 AgcieBnu 0,5% 26.08.24
Tiguan Ouiena
Peuegeot 408 OpaHris 1,6 32300 Hukurenko 1,2% 26.08.24
Cepriit
Ford Kuga CIIIA 1,6 30100 ITaBmrox 0,9% 04.09.24
Linapion
Opel Astra Himeuunna 1,2 26500 ITaBarok 2,8% 07.09.24
Lmapion
Renault Logan Opaniis 1,6 | 36400 AgcieBuu 1,7% 12.09.24
OneHa

Memoouuni pexomenoayii
Odopmitenns tadbmuis y Excel
Hianorose BikHo "®opMaT KJIITHHOK':
binbiicte mapamerpiB popMaTyBaHHs AOCTYIHI B JiasoroBomy BikHi "®opMmat kiiTuHOK". IcHye
KUTbKa CIIOCO0IB MOTO BIAKPUTTS:
1) KrausiTe npaBoro KHOIKOIO MHUIIII Ha BUALICHUX KOMipKax Ta BUOepiTh MyHKT "dopmar
KJIITHHOK...".
2) Harucuits koMOinaio kiaasim Ctrl + 1.
3) Ha Bxmammi "OcuoBue" y rpynax "[lpudt", "BupiBaroBanus" a6o "Uucno" kianHiTh Ha
MaJIEHBKY CTPLUJIKY B IPAaBOMY HI>KHBOMY KYTi TPYITH, 00 BIAKPUTH BiJIOBITHY YaCTHHY
1aJIOTOBOTO BiKHA.



Hianorose BikHO "®opMaT KIITHHOK" MICTHTb IIICTh BKJIAJI0K:
Yucno: HanamryBanus ¢popmary yuces, JaTH, 4acy, BiZICOTKIB, TPOIIOBUX OJMHHII TOLIO.
BupisHtoBanus: HanamryBaHHs BUPIBHIOBaHHS TEKCTY B KOMIpIIi (TOPU30HTAIIBHE Ta
BEPTUKAJIbHE), Opi€HTAIlI] TEKCTY, IIEPEHECEHHSI 110 CJIOBaX.
[Mpudt: Bubip mpudTty, po3Mipy, HaKpecJIeHHs] ((KUPHUH, KyPCHB, ITIAKPECICHUH ), KOJIbOPY.
Meska: HanamtyBaHHs MeX KOMIpOK (THI JIiHii, KOJIp).
3anmBKa: 3a1MBKa KOMIPOK KOJIHOPOM ab0 Bi3€PYHKOM.
3axucT: 3aXUCT KOMIPOK Bijl 3MiH (BUKOPHUCTOBYETHCS Pa30M 13 3aXUCTOM apKyIIa).
dopMmaTyBaHHA YHces (BKaaaka "Yuciao'):
— 3aranpamii: DopMar 3a 3aMOBUyBaHHM. Excel aBTOMaTHYHO BU3HAYAE THIT JAHUX.
—  UYwucnoswii: J{s BimoOpaXkeHHS YUCEN 3 MOKIIMBICTIO HAAIITYBAHHS KIJIBKOCTI ACCITKOBUX
3HAaKIB, PO3UIbHUKA PO3PAIIB Ta BIJOOPaKEHHS BiJl'€MHUX YHCEIN.
—  I'pomoBwuii: J{ns BimoOpaykeHHS TPOIIOBUX 3HAYEHb 3 CUMBOJIOM BAJIIOTH.
— ®inancoBuii: CX0Xuii Ha TPOIIOBHIA, aJie BUPIBHIOE CHMBOJIM BAJTIOT 1 IECATKOBI
PO3IITLHUKH.
— Jara: s BigoOpakeHHs JaT y pi3HUX Gopmarax.
— Yac: Jlns BigoOpaskeHHs 4acy y pi3HuX popmarax.
—  Bincotkoswmii: [{is BimoOpaxeHHS YMCeN Y BiACOTKAX.
—  JpoGoBuii: Jlns BimoOpaskeHHs YKCEN Y BUTJISA/II 3BHUAHHUX TPOOiB.
—  Excrionenmiansauii: J{is BigoOpakeHHs YHCeT B €KCIIOHEHITIATbHIN Gopmi.
—  TexcroBuii: [{ns BimoOpaxxeHHs 1aHUX SIK TEKCTY (YMciaa He O0YHCIIOIOTHCS).
—  Crenianpauii: J{71s BimoOpaxeHHS MOMTOBUX 1HIEKCIB, HOMEPIB TEIC(OHIB TOIIO.
—  ¥Yci popmatu: {15 cTBOpEHHS KOPUCTYBALbKUX (DOpMATIB.
BupiBHoBaHH# TekcTy (BK/Iaaka "BupiBHioBanna'"):
— T'opuzonranbpHe: BupiBHIOBaHHS TEKCTY M0 JIIBOMY Kpato, IEHTPY, IPaBOMY Kparo, o
[IMPHHI.
— BeprukanbHe: BupiBHIOBaHHS TEKCTY 3BEPXY, IO LIEHTPY, 3HU3Y.
—  Opienrauis: [1oBopoT TekcTy mij pI3HUMU KyTaMHU.
— Ilepenocutu no cnoBax: ABTOMaTHYHE IEPEHECEHHS TEKCTY Ha HACTYITHUI PAOK Y MeXax
KOMIPKH.
— O0’egnatu kiituHkH: O0'€THaHHA KUTBKOX KOMIPOK B OJTHY.
®opmaryBanns mpudry (Briaaaka "pudt'): Bubip mpudty, po3mipy, HakpecIeHHS
(>KUpHUI, KYpPCHB, MiIKPECICHUN ), KOTBOPY, MIIKPECICHHS, HAAPSAKOBUI Ta MIAPSIIKOBUN
1HJIEKCH.
®opmartyBaHHs Mexk (BKiIaaka "Meska'): Bubip Tuny niHii, KOJIbOpY Ta CTUIIIO MEX JUIS
KOMIpOK.
3aauBka koMipok (Bkiaaka "3anuBka''): 3anMBKa KOMIPOK KOJBOPOM a00 Bi3€PyHKOM.
YMoBHe (popMaTyBaAHHA:
YMmoBHE popmaTyBaHHs JO3BOJISIE€ ABTOMAaTUYHO 3MIHIOBATH (pOpMATyBaHHS KOMIPOK 3aJI€KHO BiJl
ix BmicTy. Hanpukian, MoXHa BUALTUTH KOMIPKH 3 YUCJIaMH, OUTBIIMMH 3a IIEBHE 3HAYEHHS, a00
KOMIPKH 3 JJaTaMH, 110 TIPUIAJar0Th Ha HACTYITHUN THXK/IEHb. Y MOBHE (hOpMaTyBaHHS 3HAXOAUTHCS
Ha BkJaaui "OcHoBue" y rpyni "Crumi".

OcHoBHi apupmeTnyHi onepauii:
B Excel 1151 BuKOHaHHS 004K CIIeHb BUKOPUCTOBYIOThCS (popmynin. Dopmyra 3aBKIH MOUNHAETHCS
31 3HaKa piBHOCTI (=). [Ticist 3HaKa piBHOCTI BBOAATHCS OnepaHau (yuciia abo MoCUIaHHs Ha
KOMIpPKH) Ta OTepaTopu.
OcHoBHI apu(pMeTH4HI ONepaTopu:

+ (monaBanns): =A1+B1 (mogae 3HauenHs komipok Al ta B1).

- (BimHiMaHH#): =A1-B1 (BiaHimMae 3HaueHHs KoMmipku B1 Bin 3HaueHHs koMmipku Al).

* (mHoxeHHs ): =A1*B1 (MHOXUTH 3Ha4eHHs] KoMipok Al Ta B1).

/ (minenns): =A1/B1 (ninuth 3HaueHHsT KOMipku Al Ha 3HaYeHHs KoMipku B1).



A (migHeceHHs 1o cteneHs): =A 172 (maHOCUTh 3Ha4YeHHs KOMipKH Al 10 KBaapary).
IIpuxaan:
Axmo B koMipiti Al mictuthes uucio 5, a B komipii B1 — uucno 3, to dopmyna =A1+B1 moBephue
pesynbtar 8, hopmyna =A1*B1 moBepue pe3ynbraT 15, a hopmyina =A 12 moBepHe pe3ynbrar 25.
Iopsiiok BUKOHAHHSA ONepaIrii:
B Excel, sk 1 B MaTeMaTHIIi, iCHY€ TIEBHUN MOPSIOK BUKOHAHHSI OTIEPAIIiii:

1. Iligaecenns no cremens ().

2. Mmuoxenns (*) ta gineHus (/).

3. Honasanns (+) Ta BigHiMaHH (-).
J1Jist 3MiHM TOPSIIKY BUKOHAHHS OIEpalliii BAKOPUCTOBYIOThCS My Kku. Hanpukian, popmyna
=(A1+B1)*Cl1 cnouatrky momacTth 3HaueHHs KoMipok Al Tta B1, a moTiM MOMHOXHUTH pe3yJIbTaT Ha
3Ha4yeHHs1 komipku Cl1.
BignocHi mocniianusa:
BimHOCHI MOCWITaHHS — 11€ TTOCHJIAHHS Ha KOMIPKH, SIK1 3MIHIOIOTBCS TTPH KOITIFOBaHHI 200
nepemiiieHH1 GopMyIIu.
IIpuxaan:
Sxmo B koMipii C1 BBenena ¢popmyna =A1+B1, a motim 110 popmyiy ckomiroBaTH B Komipky C2,
TO opMyJia aBTOMAaTUIHO 3MiHUThCS HAa =A2+B2. Excel aBToMaTHYHO KOPUTYE TOCUITAHHS,
BpPaxOBYIOYH 3MIIIEHHS HA OJJHY KOMIPKY BHH3.
AOCOJIIOTHI OCUJIAHHSA:
AOCOJIFOTHI TTOCWJIaHHSI — 11€ TIOCHJIAHHS Ha KOMIPKH, SIKI HE 3MIHIOIOTHCS ITPHU KOIIIOBaHHI a00
nepemMinieHHi popMyin. J{ns cTBOpeHHS aOCOMOTHOTO TIOCUJIAHHS IIEPET HA3BOK CTOBIIIS Ta
HOMEPOM psijIKa CTaBUThCS 3HAK noiapa ($).
Ipuxaan:
Skmio B komipmi C1 BBenena popmyna =$A$1+$B$1, a notim mro Gpopmyity ckormiroBaTH B KOMIpKY
C2, To hopmyna 3amuimuThes He3MinHO: =$A$1+$BS$1.
3Milani NoCUIAHHA:
3MinIaHi TOCUJIaHHS — II€ IOCUJIaHHS, B AKUX OJ{HA YaCTHHA € a0COJIOTHOIO, a 1HIIIa — BIJTHOCHOIO.
HMpuxiaagu:

$A1: AGComoTHE TIOCHIIAHHS Ha CTOBICIb A, BiJIHOCHE TIOCHIIaHHS Ha paoK. [Tpu
KOIifoBaHHI (hopMyu BHH3 HOMED psiaka Oyzae 3MiHroBatucs (Hanpukian, $A2, $A3), a
CTOBIICIb 3ATUIIUTHCS He3MIHHUM ($A).

AS$1: BigHOCHE MOCHIIaHHS Ha CTOBIEIb A, a0COIOTHE MOCHIaHHS Ha psiok 1. [Ipu
KOIiOBaHHI (hopMyIIH BIpaBo Ha3Ba CTOBIIS Oyie 3MiHtoBatucs (Hanpukian, B$1, C$1), a
PAIOK 3aTHIIUThCS He3MIHHEM ($1).

IIpakTuyHe 3acTOCYBAHHS MOCUJIAHB:
PosrnsiHemMo npukiiag po3paxyHKy BapTOCTi TOBAPIB 31 3HUKKOIO.

Tosap | lina (rpu.) | Kiabkicte | 3umxkka (%) | Bapticts 3i 3HMAKKO10 (TPH.)
Tosap 1 | 100 2 10
Tosap 2 | 200 1 10
Tosap 3 | 150 3 10

[TpumycTumo, 10 IiHU 3HAXOASATHCS B CTOBIII B, KinbKicTh — B cToBIII C, a 3HUKKA — B KOMIPIIL

El.

dopmyiia 17151 po3paxyHKy BapTOCTi 31 3HHXKKOIO JUIs Iepuioro ToBapy (B komipui E2) Oyne

BurisaaT Tak: =B2*C2*(1-$E$1/100).
B2*C2: Po3paxyHOK [TOBHOI BapTOCTi TOBapy.

$ES$1: AGcomroTHe mOoCKITaHHS Ha KOMIPKY 31 3HIKKOI0. 3Hak josapa ($) mepen E Ta 1

(bikcye MOCHIIaHHS HA 1[I0 KOMIPKY ITPH KOMIOBaHHI (opMyIu.
/100: TlepeTBOpeHHS BiJICOTKIB HA AECATKOBHUIA Ipi0.
(1-$SE$1/100): Po3paxyHok KoedimieHTa 3HHKKH.




[Ticnsa BBenenHs 1iei hopmyau B koMipky E2, il Mo)Ha CKOMIIOBATH BHU3 Ha 1HIIN TOBAapHU. 3aBAsSKA
a0COMOTHOMY MOCHJIaHHIO Ha KoMipKy E1, ¢opmya aBToMaTHUHO po3paxye BapTICTh 31 3HMUKKOIO
IUIs1 KOS)KHOTO TOBApy, BAKOPHCTOBYIOUH 3HAUCHHS 3HUKKH 3 KOMIpKkH E1.

Buxkopucranns QiabTpis
OinprpyBanHs ngaHux B Excel no3Bomse BimoOpasutu smimie Ti pAakd  TaOnwimi, sKi
BIJIMOBIIAlOTh 3aJJaHUM KpUTEpisaM. Lle moTyXHHI IHCTPYMEHT JUIsl aHajizy Ta 0OpOOKH BEIIMKHUX
o0csriB iH(popMarii.
Icnye kinpka crioco6iB yBiMkHYTH (inbTpyBanHs B Excel:
—  Bxuagka "Jlani":
o Kpoxk 1: Buainite Oyap-sKy KOMIpKY B Jliarma3oHi JaHUX a00 TaOIHII, 10 SKOi
noTpiOHO 3acTocyBatu GiUILTP. BaximBo, mo6 aiama3oH MiCTUB 3aroJIOBKU
CTOBIILIIB.
o Kpok 2: Ilepeiinite Ha Bkiaaky "Hami".
o Kpoxk 3: ¥V rpyni "CopryBanHs it GinbTp" HaTUCHITH KHOTIKY "®ibTp".
—  Bxunagka "OcHoBHe":
o Kpok 1: Buainite Oyap-sKy KOMIpKY B Alama3oHi JaHHUX.
o Kpok 2: ITepeiinits Ha BKiIanky "OcHoBHe".
o Kpoxk 3: ¥V rpyni "PenaryBanus" HatucHiTh KHONKY "CopTyBaHHS il QpinbTp" Ta
BUOEpiTh MyHKT "DinbTp".
[Ticns yBiMKHEHHS (QiIbTPYBaHHS B 3ar0JIOBKAX CTOBIILIB 3'SIBJSTHCS CTPLIKH PO3KPUBHOTO CIIHUCKY.
3acrocyBanus QiabTpiB:

1106 BindineTpyBaTH AaHi, BUKOHANTE

HACTYIHI KPOKH:

— KuamniTe Ha CTpUIKY PO3KPUBHOTO

CIIMCKY B 3aroJIOBKy CTOBIIL, 3a AKUM

noTpiOHO (PiIBTPYBATH AaHI.

— V¥V MeHI0 QinbTpa MOXKHA BUOpaTH pi3HI TP uscen :
napamMeTpu QpuUIbTpyBaHHS: '

o Buninutu Bce/3HATH BCe:

¥ (Buginvte oce) ~

v 25700

Bubip abo 3HATTS BHOOPY BCiX ¥ 26500
3HAaY€Hb y CTOBIILII. i

o DinbTpy 3a 3HAYCHHSIM: ¥ 32300
; ¥ 36400
BinoOpaxae ciucok owug
YHIKaJIbHUX 3HAUYCHb y CTOBIIIIL. % 42300

[TocTaBTe rajyl0uKy HaBIPOTH
3HA4YeHb, SIKI TOTPIOHO
B1J100pa3uTH.
o TekcroBi GpinbTpu (JUIsI TEKCTOBUX CTOBIILIB):
= JlopiBHioe/He gopiBHio€e: @UIbTpYy€E 3HaUSHHSI, K1 TOYHO BIJIOB1Ial0Th 200
HE BI/IMOBIIal0Th 33JaHOMY TEKCTY.
» [lounHaeThcs 3/3aKkiHuyeThes Ha: DIIBTPY€E 3HAUEHHS, SIKI TOUYMHAIOTHCS a00
3aKIHUYIOTbCS Ha 3aJIJaHUH TEKCT.
= Mictuts/He micTuth: OuabTpye 3HaAUEHHS, SIKI MICTATH 00 HE MICTATH
3aJaHUN TEKCT.
= HactporoBanuii ¢pineTp: Jlo3Bosisie 3a1aTh OLIBII CKJIaHI YMOBH
GiIbTpYBaHHS 3 BAKOPUCTAHHIM CUMBOJIIB MiICTAaHOBKHU (* - OyIb-siKa
KUTBKICTh CUMBOJIIB, ? - OJTUH OyIb-SIKUW CUMBOJ).
o Ywucnosi GpinbTpy (U1 YUCIOBUX CTOBIILIB):
= JlopiBHioe/He nopiBHIo€e: @UIBTPY€E 3HAUEHHSI, K1 TOYHO BIJIOB1Ial0Th 200
HE BIJNIOBIIal0Th 33/IaHOMY YHCITY.

oK Caacysam




*  bBinsme/binbmie abo gopiBHIOE: DIIBTPYE 3HAUEHHS, K1 OUTBIII a00 ORI
a00 TOPIBHIOIOTH 33/1aHOMY YHUCITY.
=  Menme/Menie abo nopiBHIo€e: OUILTPY€E 3HAYCHHS, SIKI MEHIIT a00 MEHIII
a00 TOPIBHIOIOTH 33/1aHOMY YHUCITY.
=  Mix: OinbTpye 3HAUCHHS, SIKI 3HAXOATHCS B 33IaHOMY JIialia3oHl.
= Tom 10: ®inbrpye 10 HaltOIBIIMX 200 10 HAIMEHIINX 3HAYCHB.
=  Bumie cepennboro/Hmkue cepenaporo: OunbTpye 3HaYSHHS, K1 BUIII 200
HIDKY1 32 cepeHE 3HAYCHHS B CTOBIIIII.
= HacrporoBanuii ¢pinsTp: Jlo3BoJIsg€ 3a1aTh OB CKJIAIHI YMOBHU
¢binbTpyBaHHS.
o ®inbTpu 3a 7aTOXO (IS CTOBIIIIB 3 AATaMHM):
=  OinpTpyBaHHS 32 POKOM, MICAIIEM, THEM, THXKHEM, KBapTaiioMm, "mo",
"micig", "Mix" TOIIO.
— Ilicns BubOopy mapameTpiB (inbTpyBaHHS HATUCHITH KHOMKY "OK".
DinbTPyBaHHA 32 KiJILKOMA CTOBIISIMU:
MoskHa 3acTOCOBYBaTH (PUIBTPU OJHOYACHO 33 KUIbKOMA CTOBIISIMHA. J[JIs1 IIHOTO MOTPiOHO
BUKOHATHU OIMCAaH1 BUIIE KPOKH JUI KO)KHOTO CTOBIILIS.
Ounmenns ¢inbTpiB:
11100 3HATH PUIBTP 3 OJHOTO CTOBMILIS, KJIALHITH HA CTPUIIKY PO3KPUBHOI'O CIIUCKY B 3ar0JIOBKY
CTOBMIIA Ta BUOEPITHh MyHKT "Ouuctuté QinbTp 3 [Ha3Ba cToBmIs]".
{06 3usTH BCi PinbTpH 3 TaONMII, IepeiiTh Ha BKIaaKy "Jlani" ta B rpymi "CopTyBaHHA i
GinpTp" HATUCHITH KHOTKY "OunctuT'.
Po3mmpenuii gpinbTp:
Po3mmpennit GinbTp 103BOIISIE 3aaBaTh OUIBII CKIIAHI YMOBH (iIBTPYBaHHS, BUKOPUCTOBYIOUH
OKpEMHUH Jiana3oH KpUTepiiB.
—  CrBopiTh niama3oH KputepiiB. BiH MOBUHEH MiCTUTH 3ar0JOBKH CTOBIIIIB, 32 SKUMH Oy/e
31iHCHIOBaTHCS (QUIBTPYBAHHS, Ta il HUIMU — YMOBHU (DUIBTPYBaHHS.
— IlepeliniTe Ha Bkiaaky "/lani" ta B rpyni "CopTyBaHHS i puIbTp" HATUCHITH KHOIIKY
"JlomaTkoBo".
— 'V nianoroBomy BikH1 "Po3mmpenuit puibTp" BKaxKiTh:
o Jiama3oH cnucky: /liana3oH naHUX, sIKUI MOTPiOHO Bi(iABTPYBATH.
o /[iana3zon ymoB: /Jliarna3oH KpuTepiiB.
o Po3smictutu pesynsrat: Bubepith, 1€ po3MIiCTUTH pe3ybTaT (iIbTPYBaHHS:
"®1IpTpyBaTH CIMCOK Ha Micti" (PpinbTpye naHi Oe3nocepeHbo B Tabauil) ado
"CkomiroBaTH pe3yibTar B iHIIe Miciie" (KoIito€e Bi(iIpTpOBaHi JaHi B iHIIIE MicIle
Ha apKy).
— Hatucuits "OK".
Buxopucrannsi CMiMBOJIiB iICTAHOBKM B (piibTpax:
[Tpu ¢inbTpyBaHHI TEKCTY MOKHA BUKOPHCTOBYBATH CUMBOJIU MiJICTAHOBKU:
(31pouka): mpezcTaBiisie Oyab-sKy KUIbKICTh cMMBOJIB. Hanpukiaz, "*iB" 3Halize Bci cioBa, 110
3aKkiHuyroThcs Ha "iB" (Hampukaz, "Kuis", "JIbBiB").
? (3HaK MUTaHH:): IPECTABISE ONUH OyIb-sKnuit cuMBoIl. Hampukitaz, "1?cT" 3Haiiie cioBa
"tect", "MicT".
Ipuxaan:
BingineTpyBaT CriMcOK TOBapiB, HA3BH SAKHUX MOUYMHAIOTHCS HA "A":
1. VBiMKHITE QiabTpyBaHHS 18 cToBnug "Ha3Ba ToBapy".
2. Y meHio ¢inbTpa BuOepith "TekcToBi ¢pinbTpu" -> "IlounHaeTses 3...".
3. Bsexits "A" Ta HatucHiTs "OK".
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3asoanms

1.

PoGota Bukonyetbscst y Microsoft 365.

2. Apkym 1. BeraButu 3 daitny «/lani09.docx» nani Ha 1ei apkyii.

3. Apkym 1. 3anucatu GopMyIH YU MEPEBUILYE KITbKICTh ToBapy Ha ckiami 100mrT. (Pesynprar: Ha
CKIJIbKH TIEPEBUILYE / «HE TICPEBUILYED ).

4. Apxym 1. 3anucatu ¢popMynu A IEPEBIPKH, UM HABEJCHO Y TaOIUII BiJOMOCTI PO TOBap 3 KOJOM
B12345. (Pe3ynbrat: Tak/Hi).

5. Apkym 2. CkonitoBaTu TaOnuiio 3 apkyma 1. 3amucati popMyu Ui IepeBipKy, UM HABEIECHO B
TabnuLi BigoMocTi mpo ToBap 3 kogoM C12345 abo C98765. (Pezynbrat: Tak/Hi).

6. Apkym 2. 3anucatu GopMyIu JUTS IEpEBIpKH HASIBHOCTI Ha CKJIaji ToBapy 3 komom C12345
(KLTBKICTB TOBapy Ha CKIIA/II € TOJATHIM YKCIIOM). BuBecTH TeKCT «HasiBHUID ab0 «BIACYTHII»

7. Apkym 3. CxoniroBaTd TaOJIMITO 3 apkymia 1. 3anucatu ¢popMyity JUis BUBSICHHS KOMEHTaps
«OIIT», K0 KIIBKICTh OMUHUII 3aKyTIIEHOTO TOBapy nepesuinye 50 mTyk, «Po3apid» — sKkiio
KiJIBKICTh OJTMHHUII 3aKYTUIEHOTO TOBapy He nepeBuinye S0 mTyk.

8. Apkym 3. Jlonatu okpeMy KOMIpKY 3 akiiiiHO 3HKKOI0 0,25, 3anmucaru GopMyu ajis
BiOOpakeHHsI PO3MIpY aKIiHHOT 3HWKKH JJist ToBapiB 3 komeHTapeM «OIIT». s ToBapy 3
koMeHTapeM «Po3npi6» HIYOTO HE BUBOIUTH.

9. Apkym 4. CxoniroBaTH TaOJIuUINO 3 apkymia 1. 3anucatu GopMysI JUisl po3paxyHKy BUTpaT Ha
3aKYIIBIIIO TOBAPY 3 aKIIMHOIO 3HWKKO: 5% s ToBapy 3 koxoMm A23524; 10% nns ToBapy 3
kojom B12345. JIns iHmmx ToBapiB 3HMKKA HE HATAETHCA.

10. Apkym 5. CxomiroBaTa TabnuIlio 3 apkyia 1. 3anwcati GopMyIH Ui pO3paxyHKy BapTOCTI
3aKyIUICHOTO TOBapYy, SKIIO KUIBKICTh 3aKyIuieHoro ToBapy Big 100 1o 200 mwTyk, TO BpaxoByBaTH
3HUKKY 5%, sximo nepesuinye 200 mwrtyk — 10%, iHakIIe 3HMKKA HE HAIAETHCS.

11. Hanicnatu mocuaaHHS HA BUKOHAHY poOOTY.

Jani 3 paitny «/lani09»
Kon Kinekicts ToBapy | KinmbkicTh OIMHUIE ina onuuumi | Butpatu Ha
TOBapy Ha CKJIaJl 3aKYyIJIEHOTO TOBapy TOBapy 3aKyMiBIIO TOBAPY
A23524 956 650 365,2 237380
B12345 4562 49 698,12 34207,88
C98765 0 51 754 38454
C12345 1236 26 109,45 28457
C12345 0 0 109,45

Memoouuni pexomenoayii

B Excel icHy10Th J1Ba JIOT14HI 3HaYECHHS:

— TRUE (ICTUHA): O3Hauae, 1110 yMOBa BUKOHY€ETbHCS.
— FALSE (XUBHICTb): O3nauvae, 1m0 yMOBa HE BHKOHY€EThCSI.

Onepatopu nopiBHSIHHSA:
Jloriuni ¢popmMynu 4acTO BUKOPUCTOBYIOTH OTIEPATOPHU MOPIBHSHHS JJIs1 TOPIBHSAHHS 3HAYEHB!
= (mopiBHto€): A1=B1 (TRUE, sikmio 3nauenns B A1 nqopiBHIO€E 3HaueHHIO B B1).
> (6inpwre): A1>B1 (TRUE, skmio 3nauenHs B Al Oinbiie 3HaueHHs B B1).
< (menme): a1<B1 (TRUE, sxmio 3HauenHs B Al meHiie 3HaueHHs B B1).
>= (6inbie abo nopiaioe): A1>=B1 (TRUE, sikmio 3naueHHs B Al Oinbiiie abo TOpiBHIOE
3Ha4YeHHIo B B1).
<= (meHnmre abo nopiBHioE): A1<=B1 (TRUE, sixmo 3Hauennst B A1 MeHie abo T0piBHIOE
3Ha4YeHHIO B B1).
<> (ue nopiBHto€): A1<>B1 (TRUE, sikmio 3nauenns B Al He qopiBHIOE 3HaYeHHIO B B1).
Jloriuni pyHKmii:
Excel mae xinbka BOyTOBaHUX JIOTIYHUX (DYHKITIH:




IF (AKIIO): Oxna 3 HallBaXXJIMBIIIKX JOTTYHUX QYHKIIIHA. BoHa mepeBipsie yMOBY Ta oBEpTae
onHe 3HadyeHHs, ko ymoBa TRUE, Ta iHmie 3HaueHHs, skmo ymoa FALSE. Cunrakcuc:
IF (moriunmii BMpas; 3HAUYeHHA AKUWO 1CTMHA; 3HAYEeHHA AKIO xXMOHICTEH).
[Ipuknan: =1F (A1>10; "Binbme 10";"Menme abo mopisuwe 10") (SIKIIO 3HAUEHHS B
A1 6ineine 10, moBeprae "binbine 10", iHakme — "Menmre abo gopisatoe 10").
AND (I): IToBeprae TRUE, sixmio Bci aprymentu TRUE. CunTakcuc:
AND (yioriunmii Bupaszsl;JJOTiuHMNA BUPA32; ...).
[Ipuknan: =aND (A1>0;B1<10) (TRUE, saxmio 3Hauenns B A1 Oinbiie O i 3HaueHHs B B1
Menie 10).
OR (ABO): Iloeeprae TRUE, sikmro xoua 6 onun 3 aprymentiB TRUE. Cunrakcuc:
OR (moriunmii BMpasl;oridyHuMM BUPA32;...).
[Tpuknan: =or (A1<0;B1>100) (TRUE, saxmo 3Hauenns B Al menme 0 ab6o 3HaueHHS B
B1 6inbme 100).
NOT (HE): 3mintoe noriyHe 3Ha4eHHA Ha TIpoTHiiexkHe. CHHTaKCHC: NOT (joTiunmii Bmpas) .
[Mpuxnan: =noT (a1=0) (TRUE, sixuio 3nauenns B Al #e nopisHioe 0).
XOR (BUKIJI_ABO): IToBeprae TRUE, skmio numie oaun 3 aprymentiB TRUE. Cuntakcuc:
XOR (noriunuit Bupasl;joriuHmi Bupas2;...).
[Mpuknan: =xor (a1>10;B1<5) (TRUE, sikuio 3Hauenus B Al Ginbiue 10 abo 3HaUeHHS B
B1 menie 5, ane ne 06u08i ymosu 0OHOHACHO).
TRUE (ICTUHA): IToBeprae noriune 3HaueHHs TRUE. CunTakcuc: TRUE () .
(BukopucToBy€eTbCs piAKO, YacTilIe ISl CYMICHOCTI 3 IHIIMMU IIPOrpaMamu. )
FALSE (XUBHICTB): IloBeprae noriune 3nauenHss FALSE. CunTakcuc: FALSE () .
(BuxopucToBy€eThCs piAKO, YaCTilIe UIs CyMiCHOCTI 3 IHIIMMU IIPOTpaMaMH. )
IFERROR (AKILIOIIOMMWJIKA): L5 dbyHKIisg nepeBipsie, uu GopMylia OBEPTAE IOMUIIKY.
SIKmIo Tak, BOHA IOBEPTAE 3a/1aHe 3HAUCHHSI; IHAKIIE TOBEPTAE PE3YIbTAT (POPMYIIH.
CuHTakcuc: IFERROR (3HAUEeHHS; 3HAYEHHA AKIO [OMMIIKA) .
HpI/IKJ‘IaI[Z =IFERROR (A1/B1; "lloMnyika OiJIeHHS Ha HYJb") (HKH_IO B1 ,ZLOpiBHI-OE 0,
noseprae "[lomuika ijeHHs Ha HYJB", 1HaKIIe — pe3ynbTar AuleHHs Al Ha B1).
IFS (Muoxunne JKILO): ITepeBipsie Kinbka yMOB Ta MOBepTa€ 3HAYEHHS, 1110 BiJIOBIIa€
nepuiid ymosi 31 3HaueHHsIM TRUE. CunTakcuc:
IFS (noriuHuit Bupasl; 3HadyeHHAL;JIOT1YHMM BUPAa32;3HaUEHHAZ; ...).
HpI/IKJ‘IaI[Z =IFS (Al1<0;"Bin'emue";Al1=0;"Hyns";A1>0; "JomaTue") (ﬂKH.[O Al
mentre 0 — "Big'emue", sxmo Al nopisaioe 0 — "Hynp", skio Al 6imbie 0 —
"onatue").
Bkuaapneni ¢pynkuii IF:
Oyukii [F MokHa BKIIaaTH OJHA B OJHY JIJISI CTBOPEHHS CKJIQIHUX JIOTIYHUX MIEPEBIPOK.
. Hpmc.naz(: =IF(A1>10;"Bigpme 10";IF (Al<5;"Menme 5";"Big 5 mo 10")) (ﬂKH.[O Al
outpmre 10 — "binpme 10", sxmo Al menme 5 — "Menme 5", inakme — "Big 5 7o 10").
Buxopucranns Joriuanx gopmy.i:
Jloriyni popMyu MHUPOKO BUKOPUCTOBYIOTHCS IS
— YMoBHOro ¢popmaryBaHHs: ABTOMaTH4HA 3MiHa (popMaTyBaHHS KOMIPOK 3aJIeKHO BiJ iX
BMICTY.
— OinpTpyBaHHs naHUX: BimoOpaxeHHs TUIle TUX PAAKIB, SKi BIAMOBIIAIOTH IEBHUM
YMOBaM.
— IlepeBipku nanux: 3anoOiraHHs BBEJICHHIO HEKOPEKTHUX JaHUX.
— CrTBOpeHHs 3BITIB Ta aHaJ3y AaHUX: ABTOMaTU3allis 0OpOOKH TaHUX Ta MPUNHATTS
pillieHb.
Ipukaag NPaKTHYHOT0 BUKOPHCTAHHS:
VYsaBiMo TabauIIo 3 pe3yiabTaTaMu TecTiB cTyneHTiB. Y croBmii A — [1Ib, y croBmii B — 6an 3a Tecr.
[ToTpi6no B croBmmi C BimoOpasutu "3apaxoBano", skio O6a Oiisiie adbo gopiBHioe 60, Ta
"He3apaxoBaHo", ko 6an menme 60.
®dopmyna B komipiii C2 Oy/e BUTISIIATH TaK: =1F (B2>=60; "3apaxosaHo" ; "HezapaxoBaHo") .
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®inancosi pyHkuii

Teopemuuni gidomocmi

Oyukuist PMT — noBeprae cyMy BUIUIATH 32 MO3UKOIO HA OCHOBI MOCTIHHUX MEPiOJUYHUX BUILIAT 1 HOCTIHHOL
BIZICOTKOBOT CTaBKU

Cunmaxcuc:

PMT(cTaBKa;K-Th_IEpioNiB;0CHOBHA CyMa;KaCOBHI 3aJTUILIOK)

CraBka: BiICOTKOBa CTaBKa 3a MICSIh (pivyHa AUTATHCS Ha 12)
K-Tp_mepioniB: KUTBKICT MICSIIIB, MPOTATOM SKHUX 3TIHCHIOETHCS BUILIATA
OcHoBHa_cyma: cyma 6opry

Kacosuit 3ammiok: Heo00B’ 13K0BUI apryMeHT. @akTHUHO NepernaTa.

Oyukuis FV — obuncnroe mMaiiOyTHIO (HapOIEeHYy) BapTICTh iHBECTHIN 32 YMOBH TEpPiOAMYHUX PIBHHUX

IUIATEXKIB 1 IIOCTIMHOI BIZICOTKOBOI CTaBKH.
Cunmaxcuc:.

FV(craBka;k-Tb_mepiofliB;BUIII_3a_IEPio;M0u_BHECOK)

CraBka: BiICOTKOBa CTaBKa 3a MicsIb (piuHa IiIuThCa Ha 12)

K-Tp_mepiofiiB: KiITBKICTh MICSIIIB, MPOTATOM KX 3MIHCHIOETHCS CIIIaTa
Bumnn_3a_mepion: BUIIIaTa 3a mnepion

[Tou BHECOK: MOYATKOBUI BHECOK. SIKIIO 11e IHBECTHUIIiSI — Ma€ OyTH BiJi’ EMHUM YHCIIOM

Oynukuis PV — o0unciroe 3BeieHy BapTiCTh MO3UKHU a00 iIHBECTHIII{ HA OCHOBI MTOCTIHHOI BiICOTKOBOT CTaBKH.
Cunmaxkcuc:

PV(cTaBka;k-Th_TepiofiB;BUIUI_3a TEPiOI;KACOBUH 3aJUIIOK)

CraBka: BiICOTKOBA CTaBKa 3a Micspb (piuHa IiTUThCS Ha 12)
K-Tb_nepiofiiB: KiNbKiCTh MiCAIIB, POTITOM SIKUX 3JIHCHIOETHCS CIIIaTa
Bumn 3a mepiox: Buriara 3a nepion

KacoBuii_3anumiok: He000B’ A3KOBHI apryMeHT

3asoanna

1. PoOGora BukoHyeThcs y Microsoft 365.

2. Y komipii C5 po3paxyBaTu CKIJIBKH IIOMICSYHO MOTPIOHO BUILIAYYBaTH OaHKY, 1100 3a 18 micsiis
po3paxysatucs 3a kpenut B 52000 rpH, Bunanui mix 11% piuxux.

3. Y xomipui C6é po3paxyBaTu CKiIBKH LIOMICSYHO MOTPiOHO BHILIauyBaTH OaHKY, m00 3a 10 pokis
BUIUIATUTH IMOTEKY, OTpUMaHy B cyMi 820 Tucsd rpuBeHb mig 9% piunux. B xomipui E6 BuBecTH
CYMY HIOPIYHOT BHILTATH.

4. 3 HapoKEHHSM IUTHUHH OATHKH BIIKPIIIN JENO3UT Mix 5% piuHuX Ta A0 18-pivust TUTHHHA BUPIIIAIH
Hakornmuut s Hei 100 tucsa rpuBens. Y komipui C7 po3paxyBaTH CKUJIbKH OaThbKam MOTPIOHO
KJIaCTH Tpolleii Ha Ieno3uT momicsist. Bukopucratu ¢pynkmiro PMT.

5. 3 Hapo/UKEHHSM JUTHHU OaThKU CTAM BHOCUTH 1O 150 rpH KOXHOTO Micslld Ha AEMO3UT mix 5%
piuHuX (3 KamiTaji3aliero BiACOTKIB momicaus). | poOumm ne nporsrom 18 pokiB. Sky cymy ixHs
JTMTHHA MaTHME Ha JIeTo3uTi Ha cBoe 18-piuus? Po3paxysatu 3a gonomoroto ¢yHkiii FV ta BuBecTr
3HavyeHHs y koMipui C8.

6. VY xomipui C9 pospaxysatu 3a gonomororo QyHkuii FV Hapomieny cymy Bkiagy 50 THCSY IpUBEHb
Ha 5 pokiB mijg 8% pivHUX.

7. Y xomipni C10 po3paxysaru 3a qornomororo ¢yHkiii FV HapolieHy cymMy BKJIaay 2 THCSY] TPUBEHb
Ha 1 pik mix 1% micsuHuX.

8. V¥ xomipni C11 po3paxysaru 3a qornomororo ¢hyHkiii PV cydacHy BapTicTs iHBecTHINIT B cymy 10
000 monapiB 3i CTaBKOIO JUCKOHTY 5% Ha 3 pOKH.

9. 1Mo kpame, B3sTH 3apa3 100 THcAY rpuBeHb, 4n NpoTsaroM 10 pokiB oTpuMyBaTH 10 15 THCSY

IPUBEHb HIOPIYHO, SKIIO BiZICOTKOBA CTaBKA HE3MiHHA i AopiBHIOE 12% piunux. Po3paxyBaru 3a
noromororo GyHkii FV ta BuBecTu 3HaueHHs y komipiti C12.

10. Haniciatu mocuaaHHS Ha BUKOHAaHY poOOTY.



Memoouuni pexomenoayii
Microsoft Excel 365 mictuth moTyxHUM Habip (iHAHCOBHX (YHKLIH, IO J03BOJIAIOTH
BHKOHYBAaTH CKJaaH1 ()IHAHCOBI pO3paxyHKH, aHAJI3yBaTH 1HBECTHIIIl, KPEAUTH, OOiramii Ta iHimi
(iHaHCOBI IHCTPYMEHTH.
OcHoBHI KaTeropii ¢pinHaHcoBUX QyHKILiM:
dinancosi ¢pynkuii B Excel MoxHa po3ainuTy Ha KiJIbKa KaTeropiii:
1) Bapricts y uaci: Po3paxyHOK MOTOYHOI Ta MailOyTHBOI BAPTOCTI I'POIIIEH 3 ypaxyBaHHIM
BIJICOTKOBOI CTaBKH Ta Mepioay vacy.
2) Awmoptu3ariis: Po3paxyHOK aMOpTH3allii aKTHBIB PI3HUMH METOIAMH.
3) Linni manepu: Po3paxyHOK JOXIHOCTI Ta BAPTOCTI OOJIIraIliii Ta iHIIKUX IIHHKX
Tarnepis.
4) TuBectuuii: AHasi3 IHBECTHIIMHUX MPOEKTIB Ta PO3PAXYHOK TX MPUOYTKOBOCTI.
5) Kpeautu ta mo3uku: Po3paxyHOK MJIaTeXiB 3a KPEAUTAMH, BiICOTKOBUX CTABOK Ta
THIINX MTapaMeTpiB.
Haii0inbm BxuBani pinancosi pyHkuii:
PMT (IliaTixk 3a KpeauToOM/aHYiTEeTOM)
@DyHKIIIs] PMT PO3paxoOBYeE MEPIOIUYHHM MIATLK JUIA MO3UKH 200 aHyiTeTy Ha OCHOBI MOCTIHHOT
BiJICOTKOBOI CTaBKH, KUTLKOCTI MIEPiO/IiB Ta TOTOYHOI BAPTOCTI.

CHHTaKCcHuC:
PMT (cTaBka; KiJbKiCTE nepionis; TenepimHa BapTicTh; [MambyTHA BapTicTe]; [Tun])

e crasxa: BiZIcOTKOBa cTaBKa 3a nepiof. Baswiugo: sIKIIO y Bac piuHa CTaBKa, a IIaTexi
HIOMICSIYH1, CTaBKy MOTPiOHO moAinuTH Ha 12 (Hanpuknan, 12% piuaux = 0.12/12).
e xinexicre_mepiogmie: 3arajibHa KUIbKICTh EPIOJIIB BUIUIAT 32 MO3UKO/aHyiTETOM. SIKIIO
1€ POKH, a TUIATEXki MOMICAYHI, KITBKICTh POKIB MOTPIOHO IIOMHOXHTH Ha 12.
e Tenepimms mapricTs: [loTOYHA BapTicTh MO3UKK/iHBECTULT (cyMa KpeauTy). [lns kpeauty
11 TTIO3UTUBHE YUCIIO0, JIJIS IHBECTHUIIIT — Bia'€MHE (OCKUIBKH II€ BaIlli BUTPATH).
e wman6yrus_sapricre: (HeoOoB's13k0BUI aprymeHT) MailOyTHs BapTIiCTh MiCIs OCTAHHBOI
BuraTy. 3a3Buyail 0 s KpeauTiB (MOBHICTIO MOTAIIEHUN KPEJIUT).
e un: (HeoOos's13k0BHii aprymenT) Bka3sye, konu 3/11HCHIOIOTHCS TJIATEX1:
o 0 (abo mpomyIeHo): HAMPUKIHII TTepioay (3a3BUYa 7151 KPEIUTIB).
o l: Ha moyatky nepiofy (HampuKJaa, OpeHa).
[Tpuxnagu:
— Po3paxyHok momicsiuHOro miatexy 3a kpeaurom: Bu xouere B3satu kpeaut 100 000 rpH
Ha 3 poku mix 12% piunux. ®opmyna Oyne: =PMT (0.12/12;36;100000) . Pesynbrar
Oyne Bin'eMHum uuciom (-3321.43), o o3Havae miaTix.
— Po3paxyHOK IIOMiCSIUHOTO BHECKY Uil Hakonu4eHHs: Bu xouete Hakonnuutu 50 000
I'pH 32 5 pOKiB, BKJIJat0uy rpoi miJ 6% piyHuX, 3 IMIOMICIYHUM HapaxXyBaHHIM
BiJICOTKIB. Dopmyia Oyne: =PMT (0.06/12;60;0;50000) . Pesynbrat Oyne Bi'eMHUM
YHCIIOM, IO TTOKA3y€e CyMy HIOMICSIIHOTO BHECKY.
FV (Maii0yTHs BapTicTh)
OyHKIIIS FV po3paxoBy€e MailOyTHIO BapTiCTh 1HBECTHULIII HA OCHOBI OCTIHHOI B1JICOTKOBOI CTaBKH.

Cunrakcuc.
FV(cTaBka;KiJbKiCTh Hepiomis;njaTa; [TenepimHa BapTicTe]; [Tun])

— cTaeka: BigcorkoBa craBka 3a nepion (ananoriaso PMT).

— kinepxicTe_nepiomim: 3aranbHa KUIBKICTh nepiofis (ananoriuno PMT).

— nnara: [lepioguyna BumiuaTa (BHECOK). SKII0 HEMA€E MEePIOIUYHUX BHECKIB, BKaXITh 0.

— mrenepimns pBapTicTe: (Heo6os'a3xoBuii apryment) [logaTkosa BapTicTh
IHBeCTHIIII. SIKIII0 HEMae MOYaTKOBOI 1IHBECTHIIIT, BKaXKITh 0.

— mun: (Heo6oB's3k0Buit aprymenT) Bkasye, Koy 311HCHIOIOThCA MIaTeX1 (aHATOT1YHO
PMT).

[Tpuxnagu:



Po3paxyHok mMaitOyTHBOI BapToCTi nAeno3uTy: Bu knaaere Ha nenosut 10 000 rpH mia
8% piunux Ha 3 poku. ®opmyna Oyne: =Fv (0.08;3;0;-10000). Pesynbrar Oyze
MO3UTUBHUM YHUCIIOM, IO MIOKa3ye MaOyTHIO BapTiCTh JCTIO3UTY.

Po3paxyHok MaiilOyTHBOI BapTOCTI 3 peryIIpHUMH BHECKaMH: By miomicsis BkiiagaeTe
500 rpH nig 6% piunux Ha 5 pokiB. Popmyna Oyae: =Fv (0.06/12;60;-500;0).
PesynbraT mokaxe cymy, sSiKy BH HAKOIIMYHTE 32 5 POKIB.

PV (Tenepimns BapTicTh)

DyHKIIIS PV pO3paxoBy€ MOTOYHY BapTICTh IHBECTHUIIII HA OCHOBI MallOyTHHOT BapTOCTI Ta
BiJICOTKOBOI cTaBKH. BoHa BiamoBigae Ha nutaHHs: "CKiJIbKY TOTPIOHO BKIACTH CHOTO/IHI, IIO0
OTPUMATH MEBHY CyMy B MailOyTHhOMY?"

Cunrakcuc:.
PV (craBka;kimpkicTe nepiomie;mnnaTa; [MaliOyTHA BapTicTe]; [Tumn])

craexa: BijicoTkoBa cTaBka 3a nepioj (anajgoriuno PMT ta FV).
kinexicTe_nepiomim: 3arajbHa KUIbKICTh NepioaiB (aHanoriuno PMT Ta FV).

nnara: [lepiognyna Buruiata. SIKo HeMae nepiogAnYHUX BUILIAT, BKAXKITH 0.
mait6yruss_sapricrs: (HeoOoB'13k0BuUil aprymenT) MaiiOyTHsI BapTiCTb, SIKy BU XO4ETe
OTpHUMATH.

mun: (HeoOoB's3k0BMil aprymenT) Bkasye, Konu 341 CHIOIOTHCS TUIaTeXki (aHATIOTT4HO
PMT ta FV).

[Tpukmagu:

Po3paxyHOK MOTOYHOT BapTOCTI MalOyTHIX HaIXomKeHb: Bu odikyere orpumaru 100
000 rpH uepe3 5 pokiB. SIka MOTOYHA BapTICTh LUX I'POLIEH, SKIIO CTaBKa
nuckontyBanHs 10%? @opmyna Oyae: =pv (0.1;5;0;100000).

Po3paxyHok moTo4Hoi BapTOCTi anyirery: Bu xodere orpumysaru 1000 rpH momicsis
IpOTAroM 3 pokiB. SIka MOTOYHA BapTICTh LbOTO aHYiTETY, SIKIIO CTaBKA AUCKOHTYBAaHHS
8% piuanx? ®opmyna Oyme: =pv (0.08/12;36;-1000).

BaxiuBi 3ayBakeHH:

1) I'pomosi notoku: ButpaTu (matexi, BHECKH) 3a3BHUail BIJ0OOpa)Kal0ThCA K B1'€MHI
YHClia, a HAIXOKEHHS (OTpUMaHi CyMH) — SIK TO3UTHBHI.
[Tepiognunicts: [lepexonaiiTecs, 1m0 cTaBKka Ta KUTHKICTh MEP1OAIB BiIMOBIIAI0TH OTHA
OJIHIN (HAMpUKIIa/I, SKIIO MIaTeXi MOMICAYHI, CTaBKa TaKOXK Mae OyTHU MICAYHOIO, a
KUIBKICTb M€P10JI1B — KUIBKICTIO MICSALIB).
Tumn: [IpaBuibHE BUKOPUCTAHHS apryMEHTY "THI" € BOKIHBUM JIJIs1 TOYHUX PO3PaXyHKIB,
0COOJIMBO JIJIs1 aHYITETIB Ta OPEHIHUX TUIATEXKIB.

2)

3)

RATE (CraBka BifcoTka): Po3paxoBye BiICOTKOBY CTaBKY 3a IHBECTHLII€I0 a00
kpeauToM. CHHTaKCHUC:

RATE (kinpkiCTh nepiodip;mjaTa; TenepimHa BapTiCcThk;ManMOyTHA BAPTiCTh; TUI;
NPUNYLEHHST) .

o Ilpukman: =RATE (36;-3000;80000) (Po3paxyHOK mIOMICSIYHOT BiZICOTKOBOT

ctaBku 3a kpeautom 80000 rpH 3 momicsayauM 1iareskem 3000 rpH Ha 3 pokn).
NPER (KinbkicTs nepioniB): Po3paxoBye KiIbKICTb NEPiOAiB /Ui iHBECTHULT a00
kpeauty. CuHTaKcuc:
NPER (CTaBka;mJjaTa; TenepillHd BapTiCThb; MaOyTHA BapPTiCThb; THUI) .

o Ilpuknan: =NPER (0.08/12;-500;50000) (Po3paxyHOK KUTbKOCTI MICSIIIB JIs
norameHHs kpeauty 50000 rpH 3 momicsyauMm miarexeM 500 rpH mix 8%
PIYHUX).

IPMT (Bumnnara BificoTKiB): Po3paxoBye cymMy BiJICOTKIB, 1110 CIIAYYIOThCS 32 IIEBHUN
nepiof 3a KpenutoM. CHHTaKCHC:

IPMT (cTaBKa; Nepion; KiJpKiCTe Nepionik; TenepimHa BapTiCTh;MaMOyTHA BaApTi
CTb; TUII) .

o Ilpukman: =1PMT (0.1/12;1;36;100000) (Po3paxyHOK CymMH BiJICOTKIB,
crutaueHux 3a nepimid micsiib kpeauty 100000 rpu Ha 3 poku mig 10% piunux).



PPMT (Bumnnara ocHoBHOTO 60pry): Po3paxoBye cymy 0OCHOBHOTO O0opry, 1o
CITAUy€THCS 32 MIEBHUH Tepiof 3a KpeauToM. CHHTaKCHC:

PPMT (cTaBka;nepion;kKinepkicTe mepionis;TenepimHa BapTicTh;MalOyTHA BapTi
CTb; TUII) .

o Ilpuxman: =ppPMT (0.1/12;1;36;100000) (Po3paxyHOK CymMu OCHOBHOTO OOpry,
crutayeHoro 3a nepmui micsaup kpeauty 100000 rpa Ha 3 poku mig 10%
piUHUX).

XNPV (Yucra nmotoyHa BapTIiCTh JJI HEPETYSAPHUX mepiofiB): Po3paxoBye uucty
MOTOYHY BapTiCTh /IS PSAY TPOLIOBUX MOTOKIB, 110 BiAOYBAIOTHCS Yepe3 HEPeryIsapHi
HHEpBaHH‘Hwy.CHHTaKCHCZXNPV(CTaBKa;SHaquHH;naTML

O crasxa: CTaBKa AUCKOHTYBaHHS.

0 suauennsa: Cepis rpOIIOBUX MOTOKIB.

o maru: Cepis aT, IO BiANOBIJAIOTh IPOIIOBUM MTOTOKAM.

o Ilpukman: =xNPV (0.1; {-

10000;2000;3000;4000;5000};{"01.01.2024";"15.03.2024";"01.07.2024
";"10.12.2024";"01.05.2025"})

XIRR (BuayTpimHs HopMa mpuOyTKOBOCTI 71l HEpETyJsIpHUX mepioiB): Po3paxoBye
BHYTPIIIHIO HOPMY IPUOYTKOBOCTI JUIS PsITy TPOIIOBHX ITOTOKIB, IO Bi0YBatOTHCS
Hep63HeperHHpHiiHTepB&MHHacy.CHHTaKCHC:XIRR(sHaquHH;naTM;anHymeHHHL

O snauenna: Cepis rpOMIOBUX NOTOKIB.

o maru: Cepis JaT, IO BiAMOBIJAIOTh TPOIIOBUM MTOTOKAM.

O npunymerna: Opi€HTOBHE 3HAUEHHS BHYTPIIIHHOI HOPMH MPUOYTKOBOCTI

(HEOOOB'SI3KOBUI apTyMEHT).
o Ilpukman: =xXIRR ({-

10000;,2000;3000;4000;5000};{"01.01.2024";"15.03.2024";"01.07.2024
";"10.12.2024";"01.05.2025"})

IIpukiaam BUKOPUCTAHHS:

1) Po3spaxyHok muiatexiB 3a inotekoro: Oynkuis PMT no3Bosnsie po3paxyBatu mOMICIYHUI
IUTATIXK 3a IMOTEKOI0, 3HAIOUU CyMY KPEeIuTY, BiICOTKOBY CTaBKY Ta TEPMiH KPEIUTY.

2) Ominka iaBectuniii: ®ynkiii FV ta PV 103Bomst0Th O1IHUTH TPUOYTKOBICTH 1HBECTHIIIH Ta
MOPIBHATH Pi3HI IHBECTUIIIIHI BapiaHTH.

3) Amnani3 kpeautiB: @yHkuii IPMT ta PPMT no3BonsitoTh po3paxyBatu CTPYKTypy IUIATEXIB
3a KpeIMTOM Ta BU3HAYMTH, sIKa YaCTUHA MJIATEXYy ii/ie Ha moralieHHs Bi/ICOTKIB, a sKa — Ha
MOTaIIeHHSI OCHOBHOTO OOPTY.

3asoanns

JlaGopaTtopHa podorta Nell

Hiarpamn

1. CrBopits Tabmmro y Excel Microsoft 365.
2. CkomiroliTe Ta BCTaBTE Ha apKylI JaHi Mpo IIonly okeaHiB 3 daitny «anil1l.docx»
3. TloOynyiiTe 3a IMMHU JaHUMH HACTYITHI JiarpaMu:
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4. 3anycTiTb Microsoft Excel (Bepcito Ha komn'toTepi)

5. CkonitonTe Ta BCTaBTe Ha apKyLw AaHi Npo njowy oKeaHiB 3 danny
«[aHnill.docx»

6. MNobyaynTte 3a UMMKN JAHUMU HA OAHOMY apKyLWi HACTYNHi Aiarpamu:

250 - ammmrneer s e e e e e e e s 0,3
200 fmmm e 48
150 tm—mm e O

100 +- Sy ——— -
N B —

- S 8t
ATNEHT R Thxsin AL ke ot Miskbarmd  Mimgessanit
" " - L ~ 2
Nuoponrrmi Lo b ot i .

7. CkonitoiiTe Ta BCTaBTe Ha apKyll [aHi Npo BapTiCTb HadpTu 3 dainy
«[anill.docx»

8. MobyayiitTe 3a UMMM AAHUMKU HACTYMHY Aiarpamy:

Bapricte Hadtu $/6apens

180,00 USD

120,00 UsD

80,00 UsD

40,00 USD
220017 10.04.18 27.10.18 15.05.19 01.12.19 18.06.20 .01.21 2307.21 08.02.22 27.08.22 15.03.23

9. HagiwniTe NnocMnaHHA Ha giarpamu y Microsoft 365 (3aBaaHHsa 1-3)
10.Hagiwnite pann Microsoft Excel (3aBaaHHa 4-8)



Hawni 3 gaitny «/danill»
Ilnoma oxeanis

Oxeanu ITnoma, MJIH KM2
ATnadTHYHUI 106,5
Tuxuit 178,6
Tapiticeknit 76,2
ITiBHiuHwM JIbOTOBUTHI 14,8
IliBnenuunii 20,3

Hina nadTn
Jara $/6apenn
01.01.18 60
01.03.18 65
01.05.18 62
01.07.18 69
01.09.18 75
01.11.18 70
01.01.19 74
01.03.19 69
01.05.19 73
01.07.19 77
01.09.19 79
01.11.19 65
01.01.20 79
01.03.20 82
01.05.20 89
01.07.20 85
01.09.20 91
01.11.20 90
01.01.21 84
01.03.21 95
01.05.21 101
01.07.21 110
01.09.21 99
01.11.21 112
01.01.22 115

Memoouuni pexomenoauyii
Hiarpamu B Excel — e rpadiune npenctaBieHHs JaHUX 3 TaOJIHIIb, 1110 JO3BOJISIE Bi3yalli3yBaTU
iHpopMallito, BUSBIATH TEHACHLII Ta 3akoHOMipHOCTi. Excel mpomonye mupokuii BuOip THIMIB
miarpaM uId pi3HUX BAIB JaHUX.

" o " M wpctsss  [oetass ARV Frwinater 17 Koncrpye
3 .
LW
e g 1] | Ak 10l bl LLL
|

™ BeO0aTH  Idbewmi e Depes
Apaun [ 0 o A s pay
- m ' l l l l I I ' — : =

IlinroToBKA TaHUX:
[Tepm Hi>XX CTBOpIOBATH Jiarpamy, HEOOX1THO MiATOTyBaTH JAaHi B Tabnuii. [lepekonaiitecs, mo
JlaH1 OpPraHi30BaHi y CTOBMIX a00 psAKax, Je MepIuid psiioK ab0 CTOBIENb MICTUTh 3ar0OJIOBKH.

Vimrvze



Buoip Tuny giarpamm:
Excel mpornonye 6araTo TUIMIB Jiarpam, KOKeH 3 sIKUX HalKpale miAX0IuTh Uil HEBHOTO THUITY

MaHUuX:

SCTABAOHHA JIarpasan

Pornimsaonis gMipa Vo parpas

o

il Crosnuacra

OBb'emua 3smvanna cTosnyacra grarpama

T

| o Cracysami

— Ticrorpama (CroBmuacrta giarpama): [[ist mopiBHSHHS 3HaY€Hb MIXK KiJIbKOMa
KaTeropisiMu.
— Jliniituara niarpama (I'padix): s BigoOpakeHHs 3MiH JaHUX 3 4acoM abo0 3aJIeXKHOCTI
MI)K IBOMa 3MIHHHMH.
— Kpyrosa niarpama (CexropHa fiarpama): [{ns BiqoOpaxeHHs YacTHH LIJIOTO.
— JHiarpama po3scitoBanHs (ToukoBa niarpama): J{ns BigoOpaskeHHsI KOpemsiii MiXk 1BoMa
HabopaMu J1aHUX.
— IlemoctrkoBa giarpama (Pamapna miarpama): Jlis mopiBHSHHS KIJTBKOX HAOOPIB JaHUX 32
KUJTbKOMa ITapaMeTpaMH.
— Komb6inoBana giarpama: [loegHaHHs pi3HUX THITIB JiarpaM Ha OJHIM.
CrTBOpeHHs aiarpammu:
Icnye kinpKa crioco6iB CTBOPEHHS Jlilarpamu:
— PexomMenyioBaHi Jiarpamu:

@)
©)
©)
©)

o

Buainite niana3oH naHux, AJis SKOTO MOTPIOHO CTBOPUTH Alarpamy.

IlepeiiniTe Ha BKIaaKy "BcraBneHns".

VY rpymi "Jliarpamu" HaTUCHITH KHONIKY "PekoMenaoBaHi fgiarpamu’.

V BikHi, 110 BigKpHeThes, Excel 3anpononye kibka BapiaHTiB Aiarpam, ki
HaWKpaIe miaIxoaaTh s BUOpanux nanux. [leperistapTe X Ta BUOEPITH MOTPiOHY.
Hatuchite kHOnIKy "OK".

— BuOip Tuny niarpamu Bpy4Hy:

©)
©)
©)

Buainite niama3oH JaHuX.

[lepeiiniTe Ha BKIaaKy "BcraBnenna".

VY rpyni "diarpamu" BuOepiTh MOTPiOHMI TUII AlarpaMH, KJIAIHYBIINA Ha BiIMOBIIHIH
1KOHIII.

ITicia cTBOpeHHs AiarpamMa 3'sBUTHCS Ha apKYyIIIi.
PenaryBanus aiarpamm:
[Ticis cTBOpEeHHS AiarpaMu 3'BISIIOThCA Bl KOHTEKCTHI BKiaaku: "KoHcTpykrop miarpam" Ta

"®dopmar".

— Bxkunanka "KonctpykTop aiarpam":



o Jlomatu enemeHnT miarpamu: JlogaBanHs abo 3MiHA €JIEMEHTIB JliarpamMu, TAaKUX 5K
Ha3Ba JlilarpaMu, Ha3BU OCEH, JIETCHIa, ITAMUCH JaHUX, TAOIHIS JaHUX, JIiHIl CITKH,
JiHIT TpeHTy, JiHIi MTOXHOOK.

o Excnpec-maket: Bubip roroBUX MakeTiB Jiarpamu 3 pi3HUM pO3TallyBaHHIM
€JIEMEHTIB.

O 3MIHUTH KOJTBOPU: 3MiHA KOJIPHOT raMu JTiarpaMu.

o Cruni giarpam: Bubip roTroBUX CTHIIIB
oopmienHs aiarpamu.

EnemeHTH giarpammn

. . . W I

o BuOparu nani: 3MiHa Jqiana3zoHy AaHUX, 11O y Oci
BUKOPHUCTOBYIOTBCS JIJIsl TOOYZIOBH Jliarpamu. L) Hasen oced
3Mi . N : Hazgea giarpamu

O 3MIHUTH THUII Alarpamu: 3MiHa TUILY AlarpamH. T

o Ilepemictutu giarpamy: [lepemimenHs giarpamu LI Mianvc aarmx
Ha [HIIKHA apKyLL. [l Ta6amua aaHmx

_ BKHaHKa "@()pMaT"- TiHIT ciTKM
o ®opmaTyBaHHS OKPEMHX €JIEMEHTIB JiarpaMu L] Nereraa

(HampuKIIad, 3aJTUBKA, KOHTYP, €PEeKTH s
o0xacti giarpamu, o6iacti mo0y10BH, OCeH, IEreH I, MiIMUCIB JaHHX).
OcCHOBHI ejleMeHTH AiarpaMu Ta iX HAJAIITYBAHHSA:
— OG0nacte giarpamu: Bes obmacts, mo
MICTHTB Jiarpamy. ®opmat obacTi giarpammn - ¥ X
— Ob6nacts noOynoBu: O61acTb, 1€
BiIOOpaXaroThCs JaHi JAiarpamMu. B
| | BiuHa cTiHKa
— Oci: 'opuzonranpHa (Bich X) Ta 0 _
. . BepTWKanbHa Bick (3HaUeHb)
BepTHUKaIbHA (BICh Y) oci. MoxHa
HaJAIITYBaTH LKAy, HA3BU OCEH,
OI[I/IHI/IIIi BI/IMipIOBaHHiL b CaiTi [opuzOHTaNbHa BiCh (KaTeropin)
— Hassa giarpamu: 3arojoBok, 10 OMHCYE b Posm JOAHA CTiHKA
3MICT Jllarpamu.
— Jlerenpa: IlosicHeHHs 3HAYEHbB, 1110

MapameTpu giarpamn ¥  [lapamMeTpy TEKCTY

b TiHb BepTWKanbHa Bick (3HAUEHb) - OCHOEBHI NIHIT CITKK

Hazsa aiarpamm
I Mopt -

O6nactb giarpamu

B1I00paKAIOTHCS Ha Jlarpami. yose 06AaCTs NOBYA0EM

— Ilignucu nannx: 3Ha4YeHHS JaHUX, OcHosa
B1100pakeHi O0e3mocepeIHbO Ha Crivn
Jiarpami.

Paa "O6'em geuryda”

— JIinii citku: ['opr3oHTaNbHI Ta
BEPTUKAJIbHI JIiHI1, 1110 MOJETIYIOTh YUTAHHS JlarpaMH.
— Jlinii Tpeny: JliHii, 1110 MOKa3y0Th 3arajibHy TEHACHIIIO 3MIHU JaHUX.

Oci piarpamu BiAIrparoTh KIIOYOBY POJIb Y Bi3yamizallii JaHUX, 3a0e3Meuyround KOHTEKCT Ta
JI0TIOMararouu 3po3yMITH IpejcTaBieHy iHpopmaito. [IpaBuibHe HamamTyBaHHS Oceil J03BOJISIE
3poOuTH miarpamy OUTbIT iIHGOPMATHBHOIO Ta 3pO3yMIJIOH0.

Buo6ip oci ay1s HanamTyBaHHA:
[Tepur Hik HaMAIITOBYBATH BICh, il MOTPIOHO BUALIUTH. ICHY€E KijbKa ClIOCOOIB:
— Kuananus mumero: Knannite 6e3mocepeiHbo Ha BiCh, SIKY MOTPIOHO HAJAIITYBaTH.
— Bxknagka "®opmar'":
o Buninite miarpamy.
o 3'aBuThcs BKiIanka "3Hapsus 11 giarpam’ 3 ABoma BrIagkamu: "KoHcTpykTOp
niarpam” ta "®opmar". [lepeiiaite Ha BKinagky "dopmat".
o VY rpymi "llorounuii Bunenuit pparMeHt" Biakpuiite cnucok "EnemenTu
niarpamu' Ta BUOEpiTh NOTPiOHY Bick (Hanmpukian, "['opu3oHTaIbHA Bich
(xaTeropiii)" abo "BepTukanbHa Bich (3Ha4eHb)").
BinkpurTs obaacti popmaryBanHs oci:



[Ticns BUALIEHHS OC1 BIIKPUETHCS 001acTh JopMaTyBaHHS MPABOPYY BiJl AiarpaMu. TakoX MOKHA
BIJIKPHTH 11, KJIAIIHYBIIM IPABOIO KHOIKOIO MHIII HA Oci Ta BUOpaBuH MyHKT ""@opmar oci...".
OcHOBHI MapaMeTpH HAJAIITYBAHHSA OCi:
O6nacts opmaTyBaHHS OCI MICTHTb KiJIbKa PO3ALUIIB, 10 JO3BOJISIIOTh HAIAIITYBATH Pi3HI aCHEKTH
B1I0Opa’KEeHHSI OCI:
— Ilapamerpu oci:
o Mexi: BctaHoBneHHS! MIHIMQJIBHOTO Ta MAKCUMAJIBHOTO 3HAa4Y€Hb Oci. MokHa
3aJaTh aBTOMATHYHI MeXi a00 BBECTH BJIacHI 3HaueHHA. Lle 0coOIMBO KOpUCHO,
SIKIITO MOTPIOHO MOPIBHATH KUJIbKA Jlarpam 3 0JHAKOBOIO MIKAJIOHO.
o Opnuuuni: BcraHOBIEHHSI OCHOBHHUX Ta MPOMDKHUX MOJUIOK Ha oci. MoxHa
HaJIAIITYBAaTH 1HTEPBAJ MK MTOAIKAMHU.
o Tun mkanu: Bubip tTuny mkanu: nixiitHa, norapudmiyna. Jlorapudmivna mkana
KOpHCHA JUIsl BITOOPaXXEHHS JaHUX 3 BEJIMKUM J1alla30HOM 3HAa4YEHb.
o Ilopsamok 3HadeHb: 3MiHa HAMPSMKY Oci (3J71iBa HanpaBo abo CrpaBa HATIBO IS
TOPU30HTANIBHOI OC1, 3HU3Y Bropy abo 3BepXy BHHU3 JJIsl BEPTHUKAIBHOI OC1).
o IleperuH 3 Biccio: BuzHauae Touky nepeTuny oceil. Mo>kHa 3a1aTH aBTOMATUYHE
NepeTHH ab0 BKa3aTH KOHKPETHE 3HAYEHHS.
—  Ywucno:
o HanamryBanus gopmary uncen, o BiodpaxaroThcs Ha oci. MoxkHa BUOpaTu
¢dbopMar urcia, qaTH, 4acy, BiZICOTKIB, IPOIIOBUX OJUHHIIH TOIIO.
— BupiBHIOBaHHS:
o HanamryBanHs BUpIBHIOBAHHS ITIIMKCIB OCI.
— Ilignucwu:
o HamamryBaHHS MONOXEHHS MAMUCIB OCi (OIS OCi, BHCOKO, HU3BKO, MTOPYY 3 BICCIO).
o InTepBan mix mianmucamu.
— Jlinii:
o HanamtyBaHHs KOJIBOpY, TUITY Ta TOBIIMHU JIiHIT OCI.
— Tinb, CBITIHHS, 3TJ1aKyBaHHs, (popMaT TPUBUMIPHOTO 00EpTaHHS Ta 00’ eM:
o JlomaTkoBi Bi3yanbHi edexTu ams oci.
HanamryBaHHs ropu30HTAJIBHOI OCi (KaTeropiii):
J171s TOpU30HTANBHOI OC1 (KaTeropiii) JOCTYIIHI JOJATKOBI MapaMeTpu:
— Tun oct:
o Tekcr: lns BinoOpakeHHsS TEKCTOBUX KaTeTopiil.
o Jara: Ins BigoOpakeHHs aart.
— TlonoxenHs MiTok: Bubip nmosioxeHHs MITOK KaTeropii BiIHOCHO OCi.
— InrepBan mMixk MiTkamu: BcTaHOBIEHHS IHTEpBally MK MITKaMH KaTeropiu.
JonaTrkoBa Bich:
VY nesxux BUIAJKax, KOJIU HA OJIHIN Jlarpami BiA0OpaXkatoThCs AaHl 3 pI3HUMU OJUHULSIMU
BUMIpIOBaHHA a00 3 1y’K€ pI3HUMHU 3HAUEHHSIMH, JOIIEHO BUKOPUCTOBYBATH J0JAaTKOBY BiCh.
—  Buginite psan naHux, 1S IKOTo MOTPIOHO CTBOPHUTH JIOAATKOBY BICh.
— KunanniTe npaBoro KHOMKOIO MUII Ha IIbOMY PsAZi JaHUX Ta BUOepiTh MyHKT "dopmat
pAny JaHux...".
— B obnacti popmatyBanHs psgy AaHux BuOepiTh myHKT "Ilapamerpu psay".
— Y posaini "[lo6ynyBartu psia 3a" Bubepits "JlomomikHa Bich".
Ipukjaaau HaJAIITYBAHHA:
— 3MiHa Mex oci: SIKIIo JaHi Ha Alarpami 3HaXoAThCs B fiana3oHi Big 100 mo 200,
MO>KHa BcTaHOBUTH Mexi oci Bix 100 1o 200, mo06 kparie BitoOpa3uTH AaHi.
— 3mina popmaty uncen: SIKIo Ha OCi BITOOpaxaroThCs TPOIIOBI 3HAYCHHS, MOYKHA
BCTaHOBUTH I'POILOBHIA (hopMar.
— Buxopucranss norapu@midHoi mkanu: Ko 1aHi MalOTh BEIUKUH /1ara30H 3HaYeHb
(mampuknan, Bix 1 mo 1000000), BuUKOpUCTaHHS JTOTapHPMIYHOT IIKAIHA JO3BOIUTH
Kpaile BiloOpa3uTH 3MiHH.



— JlomaBanHs nomatkoBoi oci: Skio Ha miarpami BioOpaxaroThCs MPOaXki B TPUBHSIX Ta
KUTBKICTh MPOJAHUX TOBAPiB, MOXKHA CTBOPUTHU JOAATKOBY BiCh JJISl KITBKOCTI TOBapiB.

JlaGopaTopHa podorta Nel2

AHAaJi3 1anux. 3BeaeHa Tadauus

3aeoanna

1. CrBopits Tabmuio y Excel Microsoft 365.

2. CkomiroiiTe Ta BCTaBTE Ha apKyll aaHi 3 ¢aitny «lanil2.docx»

3. VYBeniTh (GopMyNH B MOPOXKHIX KOMipKax JJisi OOYMCIICHHS BiAMOBIMHUX 3HaueHb. Kypc nonapa
BBaxkatu 38,15, [11IB — 20%, OcraTouHa 1iHa po3paxoByeThes siK cyMa winu 3 [1/IB Ta komiciitanx
Bix minwm 3 [1/IB.

4. Yci3BeneHi TabMUIli CTBOPIOBATH HA HOBUX apKyIaxX. APKyIl Mae MaTH Ha3BY 32 HOMEPOM
3aBJJaHHSI.

5. CrBOpiTh 3Be/IeHy TaOIUIIO, ¥ SIKili BUBEAITH CYyMy OCTaTOYHOI IIiHK aBTOMOO1LITIB 3 00’ €eMOM
JIBUTYHA 1,6 1715 KOXKHOT BIAMOBIAHOT MOJIENI, SIKI IPOAaB KoxHuiA quiiep.B komipmi A20 3anucaTtu
Mpi3BHUIIE TUIepa, SKUK TPOJIaB BiJIMOBIIHAX aBTOMOO1IIB HA HAWOLIBITY ITiHY.

6. CTBOpUTH 3BElCHY TaONULIO, y SKIH AJIS1 KOXKHOI JaTh MPOJa)Ky BUBECTHU 110 KOXKHOMY IUIIEPY CYyMY
OCTA0YHOT LiHYU NMPOAAHUX aBTOMOO1IiB BupoOHHITBa HiMeuunnu ta ®panii. B komipui A20
3aMycaTH Ha Ky cyMy OyJI0 IPOAAaHO TaKuxX aBTOMOOLTIB 26 cepmast 2023 poky.

7. CrBopuTH 3BefIcHy TaOJNHIIO, y AKiil BHBECTH AJISI KOKHOTO JUIepa JaTy Mpoaaxy Ta 0a30By IiHY B
nonapax apromo0ins Peuegeot 408. B komipii A20 BuBecTH 3arajibHy cyMy 0a30BOi ITHH B I0JIapax,
Ha 5Ky OyJI0 MpoJaHo Taki aBTOMOOIII.

8. CrBopuTH 3BeficHY TaOJIMIIO, B AKIi 1)1 KOXKHOTO JIWjIepa 3 BKa3aHHSM MapKH aBTOMOO1JIs BUBECTH
3a JaTaMH POJaXy OCTaTOYHY LiHY MPOAAHMUX 3 KoMiciiiHumu Oinbuie 1,5% (BKIIOYHO)
aBTOMOO1UIIB. B komipui A20 3anmcaTy 3araibHy LiHY TaKUX aBTOMOO1JIiB, ki mpoaana OneHa
AscieBny 12 Bepecus 2023 poky.

9. CrtBOpHUTH 3BElICHY TaOJIULIIO, Y SKi BUBECTH 3a KpaiHOIO BUPOOHUKOM, 00’€MOM JIBUT'YHA Ta
0a30BoI0 1IHOIO cyMy oTpuManux komTiB [1JIB mis koxxHoro nuiepa. B komipii A40 3anucatu
CKIJIbKM OTPHMAaHO KOINTIB 3 MOAATKY Ha JIOJIaHy BapTicTh 3 (hpaHIy3bKHX aBTOMOOLIIB 3 00’ €MOM
neuryHa 1,6, nponanux Liapionom IlaBmokom.

10. CtBopuTH 3BE/ICHY TAOJHUIIIO, Y AKIH /IS KOXKHOT MapKH aBTOMOO1JISI BUBECTH CyMy 0a30BO1 IIHH B
nonapax Juist ycix 00’emiB quryHa. B komipiri A20 3anucaTu sika 3arajbHa BapTicTh B Jojapax
MPOJIaHUX aBTOMOOILIIB 3 00’ €MOM JBUTYHA 1,6.

11. HaxinutiTe NOCHJIAHHS HA CTBOPEHY TAOJIHUIIIO.

Jani 3 daiiny «/lanil2»
Mapka Kpaina O6’em | bazoma | Bazosa | I1/IB, | Llina Hunep Kowmiciiiai JHata LiHa,
BUPOOHWK | JBUTYHA | miHa, $ | miHa, TpH 3 poJaxy | TpH
TpH 1B,
TpH
Renault Duster Opaniiis 1,6 | 38000 HukuteHko 1,09 | 18.08.23
Cepriii
Nissan Qashqai Slnonis 1,5 | 42300 Huxurenko 1,5% | 20.08.23
Cepriit
Opel Astra Himeuunna 1,2 | 25700 ABcieBHY 3,0% | 20.08.23
Ounena
Nissan Qashqai SnoHist 1,5 | 42400 HukuteHko 2,1% | 22.08.23
Cepriii
Ford Kuga CIIA 15| 29600 [NaBmox 1,0% | 22.08.23
Imapion
Volkswagen Himewyunna 2 | 51700 ABcieBud 0,5% | 26.08.23
Tiguan OuieHa




Peuegeot 408 Opantiist 1,6 | 32300 Huxnrenko 1,2% | 26.08.23
Cepriit

Ford Kuga CIIIA 1,6 | 30100 ITaBarox 0,9% | 04.09.23
Imapion

Opel Astra Himeyunna 1,2 | 26500 [TaBmrox 2,8% | 07.09.23
Imapion

Renault Logan DpaHiist 1,6 | 36400 ABcieBuy 1,7% | 12.09.23
Onena

Peuegeot 408 OpaHtiist 1,6 | 32500 ABcieBuY 2,1% | 12.09.23
Olena

Renault Duster Opaniis 1,6 | 37600 [TaBmrox 2,0% | 19.09.23
Imapion

Renault Logan DOpaHiist 1,6 | 35200 IMaBmox 1,1% | 12.10.23
Inapion

Volkswagen Himeuunna 2 | 49900 Huxutenko 0,3% | 13.10.23

Tiguan Ceprii

Nissan Qashqai Slonis 1,5 | 41000 Hukurenko 2,1% | 14.10.23
Cepriit

Ford Kuga CIIIA 1,8 | 31200 ABcieBuy 1,3% | 18.10.23
Onena

Peuegeot 408 OpaHiiist 1,6 | 34000 ABscieBud 0,6% | 22.10.23
Onena

Memoouuni pexomenoayii
3BeneHi Tabuulll — 11e TOTY>KHHUI IHCTPYMEHT aHani3y nanux B Excel, skuii 103BOJIA€ MIBUAKO
y3arajJbpbHIOBaTH, aHAJI3yBaTH Ta JOCTIKYBAaTH BeNUKi oOcsru iHdopmanii. BoHn 103BOISIOTH
MePETBOPIOBATH CKJIQ/JHI TaOJMIl JaHUX HAa 1HTEPAaKTHUBHI 3BiTH, BigoOpakaroyu 3BEICHI JaHi B
3pYyYHOMY JUIsl CHPUHHSTTS (popMari.
IlinroroBKa Janux:
[lepmr HiX CTBOPIOBATH 3BEICHY TAOIHINIO, HEOOXITHO MiATOTYBATH JaHI:

— Crpykrypa nanux: /laHi moBuHHI OyTH OpraHi3oBaH1 y BUIJISAL TaOJIMII 31 CTOBILISIMH,
10 MICTSITh 3aroJioBKU. Ko>keH CTOBIENh MOBHHEH MICTUTH OJTHOPIIHI J1aHi (HAIIPUKJIIA],
qHcla, TEKCT, JaTh).

— YHukaiiTe NOpOXKHIX PAAKIB Ta CTOBILIB: He MOBMHHO OyTH MOPOKHIX PAIAKIB MIXK
JaHUMH 200 MOPOXKHIX CTOBMIIIB BCEPEIUHI TaHUX.

— VYHukaiiTe 00'enHaHuX KIITUHOK: O0'€THaH1 KIITUHKU MOXYTbh YCKJIaJHUTH CTBOPEHHS
3BeneHoi Tabnuii. Kpare BukopuctoByBatu hopmatyBaHHs "BupiBHIOBaHHS MO IIEHTPY
BUAICHHS".

CTBOpeHHs 3BeAeHOl Ta0InLi:
IcHye KinbpKa crioco6iB CTBOPEHHS 3BEAEHOT TaOIUIIL:
— PexomengoBani 3BeeH1 Ta0INLI: Cropmie s abend

o BwuaumiTe giamazoH JaHUX, IJIS IKHX T p—
NOTPIOHO CTBOPUTH 3BEJCHY DRV e —
TGO e T ;
o IlepeiiniTe Ha BKIAAKY
"BcraiaeHus".
o Y rpymi "Ta0uuii" HATUCHITD KHOIIKY  susupm poysaa s sesss otons
"PexomMeHq0BaH1 3BeneH1 Ta0anIl". ek sy
o Excel npoananisye nani ta e :
3aMporoHye€ KiJIbKa BapiaHTIB Vi, < POTpiEnS AposARIYRIN Eitven WA
3BeIeHUX Ta0nuib. [lepernsapTe ix L] Aagans e 20 woesl sy

o Odoese

Ta BHOEpITh MOTPiOHY.
o HarucHits kHonky "OK".
— CrTBOpeHHs 3Be€HOI TaOIUIl BPYUHY:
o BunimiTe miama3oH JaHUX.



o IlepetiniTe Ha Bkiaaky "BcraBnenns".

o VY rpymi "Tabmuni" HaTUCHITH KHOIIKY [Mons 38eaeHol TabanLl v X
"3Benena Tadmunga".

o Y gianoroBomy BikHi "CTBOpeHHS
3BeeHO] Ta0auI" BKaXiTh:

* BubepiTh naHi, fKi OTpiOHO 7] Mapwa ~
anamizyBaru: [lepesipre, un /| Kpaika anpoBuix
NPaBUIILHO BU3HAYEHO Jiala3oH L] O&en asnryna

v| Basosa yiwa, §

JaHUX.
=  BubepiTh Miclie po3MillIeHHS
3BeieHo1 Tabmui: "Ha HoBomy A
apkymri" abo "Ha HasBHOMY
apkymm". Kowiciks .
o HarucHits kaHonky "OK".
CTpykKTypa 3BeieHoi Tadunui:
[Ticnst cTBOpeHHSI 3BEACHOT TaOMUII 3'SBUTHCS 001aCTh DimsTpn Croonui
"[Tons 3BeaeHoi TabauIi", 1€ MO’KHA HANAIITYBATH Kpaiia supobmm
CTPYKTYpY 3BITY:
—  ®inerpu: [os, 3a IKUMH MOYKHA
GbinpTpyBaTH aHi B 3Be/ICHIH TaOIUII.
—  CroBmui: ITons, 3HaYeHHS IKHX Mapxa . /M2 3 BaI0B3 LiNa, §
BiJI0OpPaKAFOTHCSI Y CTOBIIIISIX 3BEICHOT
TalJIuLl.
—  Panxwu: o, 3HaUEHHS IKNX
B1JIOOPaKAIOTHCS B PAIKAX 3BEICHOI BiaxacTv OHOBAEHKR MaKETa
Ta0JIHIIi.
— 3uauenHs: [lons, 3HaUEHHA SKUX y3arajJbHIOIOTHCS B 3Be/ICHIN TaOMUIl (HAIPUKIIa,
CcyMma, KUTbKICTh, CEpeHE 3HAUCHHS).
HanamryBanHs 3Be1eHOI TA0/IM1II:

— IlepersaryBanns nomi: [lepersaryiite momns 3 o6nacti "Ilons 3BeneHoi Tabnuii" B
noTpi6Hi obnacti (dineTpu, Cromui, Paaku, 3HaueHHs), 1100 3MIHUTH CTPYKTYpPY

3BITY.

3 |Cyma 3 basoea uiHa, S |I'I03Ha-|m4 cTOBMNUiB ~

4 MozHa4Ku pagKis ~ | Hime4y4uHa CWA ®paHyia AnoHia 3aranbHMiA Nigcymok
5 Ford Kuga 90900 90900
6 | Nissan Qashqgai 125700 125700
7 |Opel Astra 52200 52200
8 Peuegeot 408 98800 98800
9 |Renault Duster 75600 75600
10 |Renault Logan 71600 71600
11 |Volkswagen Tiguan 101600 101600
12 |3aranbHuii Nnigcymok 153800 90900 246000 125700 616400

— 3mina pyskmii miacymky: Knannite Ha ol B o6acti "3HadeHHs" Ta BUOEPITh MMyHKT
"ITapameTpu mosst 3Ha4€Hb...", 1100 3MIHUTH QYHKLIO NiACyMKY (Hanpukiazg, "Cyma",
"Kinekicts", "Cepenne", "Makcumym", "Minimym").

— I'pynyBanHs nanux: MoxHa rpynyBaTy JaHi 3a JaTaMH, YuciIaMu abo TeKCTOM, 11100
OTpUMATH OB y3arajbHEHY iH(OpMaIrito.

— CoptyBanHs Ta QinbTpyBaHHS: MOKHA cOpTyBaTu Ta (iABTPYBATH JaHi Oe3rocepeIHbO
B 3BEIEHI1H TaOmIIl.

— 3mina makera 3BiTy: Ha Brmaaui "Koncrpykrop" (abo "Pobora 31 3BeieHUMEU
TtabmuisiMu" -> "KoHCTpykTOp") MOXKHA 3MIHUTH MaKeT 3BITY, HAIIPUKJIA, Bi1oOpa3uTu
MiJCYMKH T10 PSAIKAX Ta CTOBILSAX, 3MIHUTH CTPYKTYpPY TaOJHIIL.



— CTBOpEeHHS O0YUCITIOBAILHUX TOJIIB: J[03BOJISIE CTBOPIOBATH HOBI IMOJISl HA OCHOBI IAHUX
3BEJICHOI Ta0JIHIli, BAKOPUCTOBYIOUU (POPMYIIH.

IMpuxaan crBopeHHs 3BeAeHOI TA0MILI:
VYsBiMO TaOIHINO 3 JAHUMH TTPO TPOJAKI TOBAPIB:

Hara Tosap | Kiabkicts | Ilina 3a onuauio | Cyma npoaaxy
01.01.2024 | Tosap A | 10 100 1000
01.01.2024 | ToBap b | 5 200 1000
02.01.2024 | ToBap A | 15 100 1500
02.01.2024 | ToBap B | 8 150 1200
03.01.2024 | Toap b | 12 200 2400
[I1o6 cTBOpUTH 3BEACHY TAOJIUIIIO, KA MTOKa3y€e CyMy MPOAAXiB 32 KOKHIUM TOBAPOM:
1. BuniuriTe TaOIALO JAaHUX.
2. Tlepeiimite Ha BKIaaKy "BcTaBneHHs" Ta HATHCHITH KHONIKY "3BeneHa Tabmums'".
3. 'V nianoroBomy BikHi "CTtBOopeHHS 3BeaeHOi Tabnuii" HatucHiTh "OK".
4. B obnacti "Tlomns 3Benenoi Tabumii" nepetsraith moie "ToBap" B o6macts "Psaku', a mone

"Cyma npozgaxy" B o6sacts "3HaueHHs".

PesynbraT Oye BUMIISLIATH IPUOJIM3HO TaK:

Tosap Cyma npogaxy
Tosap A 2500
Tosap b 3400
Tosap B 1200
3araabpunii migcymok | 7100

OHoBJIEHHS 3BeIeHO0I TA0JIHIIi:
k110 BY 3MIHWIM JJaH1 B BUXI1JIHIA TaOIHII, 3B€/IEHY TaOJIUIIIO0 MOTPIOHO OHOBUTH:
Knaunite npaBoro KHOIIKOIO MHUIIII Ha 3BeJIeHIi Tabauii Ta BUOEpiTh MyHKT "OHOBUTH".

KommniekcHa koHTpoJIbHA poboTa Ne2

TadauuHuii npouecop

3asoanns

1.

B Vkpaini #a noprami Jlis myOmikyroTbes BiakpuTi Aaxi: https://data.gov.ua/dataset Yactuna maHux
nyouikyerbes y hopmari XIsx (excel). Tomy ix MoxkHa aHaTi3yBaTH 3a JOMOMOT'OIO iIHCTPYMEHTIB

TaOJIUIHOTO MIPOIIeCcopa.
IepernsupTe naHi, sKi omy6mikoBani y popmati .XISX Ha caiiti : https://data.gov.ua/dataset B pizaux
rpymnax.

3aBaHTaxkTe NOKYMeHT «EKonoziuna ma padiayitina 06cmano6rka 6 30Hi po3mauty8aHHs,
amomuux enekmpocmanyiin» 31 cropinku https://data.gov.ua/dataset/4a9d3d56-bd95-4c3e-97e7-
lcdc7bcbd445

OdopMiTh TaOIHIIO.

HacrymHi 3aBjlaHHS BUKOHYBAaTH Ha OKPEMUX apKyIllax 3 Ha3BaMH, IO BiJIMOBiIal0Th HOMEpam
3aBJiaHb. Ha KojkeH apKyIl BCTaBISATH MTOYATKOBY TAOJIHITIO Ta 3 HEFO BUKOHYBATH YCi JIii.
Buectn nokaznuku s XMenbHUIBOT aToMHOI enekTpoctanilii (XAEC) nns 2018 poky. 3a 1iero
BHOIPKOIO ITOpaxyBaTH Cepe/iHi 3HAYCHHS JJIs JaHUX, IS SKUX 11€ MOXKJIHMBO.

BuBecTr NOKa3HUKH YCiX aTOMHHX eJeKTpocTaHiii, okpiMm 3AEC s nepioro KkBapraiy ycix
POKIB.

BuBecTr KO 1 Ha SIKMX cTaHIigx mokasuuk iodine_radionuclides mepesurmysas 250 ane He
niepeButnryBas 300.


https://data.gov.ua/dataset
https://data.gov.ua/dataset
https://data.gov.ua/dataset/4a9d3d56-bd95-4c3e-97e7-1cdc7bcbd445
https://data.gov.ua/dataset/4a9d3d56-bd95-4c3e-97e7-1cdc7bcbd445

9. ToOynmyBatu miarpamy MOKa3HHKa Irg st yCiX aTOMHHX €JIeKTpocTaHIii 1 1 kBapramy 2019
poky. Tum giarpamu oOpatu CaMOCTIHHO BiJIIOBITHO IO JaHUX. 3MIHUTH OPPOMIICHHS JliarpamMu.

10. BcraBuTu 3BeeHy TaOIHUINO CepeIHBOTO 3HaYCHHs mokasHuka stable_radionuclides st koxuOT
aTOMHOI €JIEKTPOCTaHIIii 110 pOKaXx.

11. CtBopuTH 32 MOYaTKOBUMH TaHUMH 3BEICHY TAOJHUITIO 32 3aIIPOMOHOBAaHIMHE BaMH TTapaMeTpaMHu.
OmrcaTy 11l mapaMeTpH i 3BeAeHoro Tabaurero (Ha sike muTaHHS BU OTpUMAJIH BiIIOBIAH CBOEIO
3BEJICHOIO Ta0JIUIIEIO?).

12. O6pamu ma 3asanmaxcumu inwui 0amacem y popmami XIsSx

13. Ha mepmoMy apKyIIi onucaTty 1o 1e 3a AaTacer.

14. CtBopuTH TS IBOTO aTaceTy QuUIBTp 3a BamuMu napamerpamu. OnucaTy HIbKYe TaOmuI mi
napameTpH.

15. CtBopuTH JUIsI IBOTO IaTaceTy JAiarpamy 3a BalllUMU NapaMmerpamu (MOXHa Ha OCHOBI (UIBTPY).
Omnmcary Ha apKy1Ii MO BigoOpaxae aiarpama.

16. CtBopuTH AJis IBOTO JaTaceTy 3BelleHy TaOJUIIO 3a BallMMH napaMmeTpamu. OnucaTtu HIxK4IEe
TaOJIHIII 11l TTapaMeTpH.

17. Haninutite ¢aiin 3 aHami30M JaHUX TSl aTOMHHAX €JIEKTPOCTAHIIIN Ta (aiii 3 aHami30M aHuX, SKi BU
aHaJi3yBajy Ha Ball BHOID.

JlabopaTtopHa po6orta N214

Mporpamu niarotoBku npeseHrtaudii. AHimauii. Hasiraugia

TeopeTnyHi BigOMOCTI

Po3pobka Ta 3MiHa aun3anHy cnanais: llogaHHsi — 3pa3ok ciavnjgiB

3aBaaHHs
1. Po3pobiTb AM3aliH (3pa3ok cnanais) TUTYAbHOro cranay Ta cnanay 3 MakeTtom

«HasBa Ta BMiCT» 3rigHO 3pa3Ka:

Caaiiz 3 Texcrom

CrBOopeHHs AR3AHEY

{ I N 4 -

Aufiapamopun petome

JlopanTte B 3pa3Ky TUTY/IbHOIO Crlanay y KONOHTUTYNI Balle npi3suLLe Ta iM'q.
36epexiTb Npe3eHTauito sk wabnoH
Hagiwnite uen wabnoH B Google Classroom.

CTBOpiTb HOBY Npe3eHTauito.

@ U & W N

Y npe3eHTauii Mae 6yTn oanH cnana. Ha ubomy cnamai CTBOpUTM aHiMauiiHy

icTopito, ska 6yae BiATBOPHOBATUCS MOBHICTHO aBTOMaTUYHO.



7. Y icTopii Biaobpasntn pyx KOWTiB Mi>XX 6aHKOM, Aep>XaBoK Ta KAiEHTaMKN (KNIEHTH
KnaayTb rpowi Ha aeno3nT B 6aHK, 6aHK Hada€ 3 LUMX KOWTIB KpeanuTu iHWKUM
KNiEHTaM, KOWTW 3 BiACOTKaMKU noBepTatoTbCcsa B 6aHK, 6aHK cnnayvyye noaaTku
AepXXaBi Ta NoBepTaE Aeno3nTu 3 BigcoTKamMn). Mpowi BigobpaxaTtn y surnaai
MoHeT abo Kyntop.

8. Hapiwnitb U npe3eHTauito Ha nepesipky B Google Classroom.

Memoouuni pekomenoauyii
Buxopucranns 3paskis caaiiniB y Microsoft PowerPoint
3pa3ku CiIaiIiB — 11e MOTY>XKHUHM IHCTpyMeHT B PowerPoint, sikuif 103BOJISIE CTBOPUTH € TUHHUNA

CTHIIb O()OPMIICHHS ISl BCi€T mpe3eHTallii. 3aMicTh TOro, o0 GopMaTyBaTH KOKEH CIIai1 OKpeMo,
BU MO>KETE HAJIAIITYBaTH 3pa30K CIAAIB, 1 BC1 3MiHM aBTOMAaTUYHO B1100pa3aThCs Ha BCIiX claiax,
CTBOPEHUX Ha HOTO OCHOBI.
3pa3ok cinaiaiB — 1€ TOJIOBHUM CIIai, SIKWH BU3HAYAE 3arajibHUM BUTJISA TIpe3eHTallii. BiH MicTUTB:

®own: Komip, rpamieHT, TeKCTypa abo 300pakeHHs (OHY CIIal/IiB.

MpudTr: Ctimi mpudTiB 1151 3ar0JI0BKIB, OCHOBHOT'O TEKCTY Ta 1HIIMX €JIEMEHTIB.

Komsopu: KoiipHa cxema mpe3eHrartii.

Edextu: Ctuii iHid, 3aTMBOK, TIHEH Ta IHIIUX €(EKTIB.

Po3mimenns 3anmoBHIOBaviB: Po3MileHHs Ta po3Mip TEKCTOBHX OJIOKiB, 300paykeHb, JiarpaM Ta

IHIIUX 00'€KTIB HA CclIaigax.
KoskHa npe3eHTaris Mae CBiif 3pa30K CIIalIiB, SKH MOYKHA 3MiHIOBaTH 200 BUKOPHCTOBYBATH SIK
OCHOBY JUJIsl CTBOPEHHSI HOBUX IPE3eHTAIliil.
BinkpurTs 3pa3ka caaijgis:

— IlepeiiniTe Ha BKIaaky "Burmsan'.

— V¥V rpymi "Pexxumu neperisiay 3pa3kiB" HaTUCHITH KHOIIKY ""3pa3ok ciaiiiB'.
BinkpueTscs pexxuM 3paska ciaifjiiB, 1e BU ModaynTe TOJIOBHUN 3pa30K CIai/IiB Ta MOB'sI3aHi 3 HUM
MAaKeTH CJIaiIiB.

Crpykrypa 3pa3ka cjaangiB:
VY pexumi 3pa3ka ciaiiiiB BU modayure:

— TonoBHuit 3pa3ok cnaii: Haitbinemmii cnaiin y BepxHiil yacTuHI 001acTi €CKi3iB.
3MiHHU, BHECEHI JI0 TOJIOBHOTO 3pa3Ka, 3aCTOCOBYIOTHCS /10 BCIX MAKETIB CJIAMIIB Ta,
BIJIMOBIAHO, 10 BCiX CIAiIiB Mpe3eHTaIllil.

— Maxketu cmaitniB: Cnaiiau mij rooBHEM 3pa3koM. KoxkeH MakeT BiAMOBIAa€ MEBHOMY
TUNy crnaiifa (Harmpukiiaz, "3aronoBok i Tekct", "3aronoBok po3ainy", "Ilycruit
cmain").

PenaryBanns 3paska cjaaais:
— 3wmiHa Qony:
o Buninite ronoBHuU 3pa3ok cruaimis.
o IlepeiiniTe Ha BKIaaKy "3pa3ok ciaiiB".
o VY rpymni "®on" Bubepith noTpiOHUi Bapiant ¢poHy (CTHII (OHY, 3aTHBKa,
300pakeHHs1, Tpadika).
— 3miHa mpu@TiB:
o BwuainiTe TEKCTOBMI 3aMIOBHIOBAY HA TOJIOBHOMY 3pa3Ky ab0 MaKeTi CIIal/IiB.
o BukopuctoByiite iHCTpyMeHTH hopMaTyBaHH: mpudTy Ha BKIaai "OcHoBHE",
1100 3MIHUTH TapHITYPY, PO3MIp, KOJIIP Ta 1HII TapaMeTpHu.
— 3MiHa KOJbOPIB:
o IlepeiiniTe Ha BKIaAKy "3pa3ok ciaiiB".
o VY rpymni "®on" HatucHITH kKHONKY "Konbopu" Ta BUOEpITh MOTPIOHY KOJIPHY CXEMY.
3MiHa pO3MIIIEHHS 3alIOBHIOBAYIB:



o IlepersaryiiTe Ta 3MIHIONTE pO3Mip 3aMIOBHIOBAaYiB Ha TOJIOBHOMY 3pa3Ky a00 MakeTax
CIIaiiB.
— JlonaBaHHS €JIEMEHTIB:
o BuxopucroByiiTe Bkiaaky "BceraBiaenns", mob 101aTH Ha 3pa30K CaiiB
300pa)keHHS, JIOTOTUIIH, (QITypH Ta 1HIII €JIEMEHTH.
PenaryBanusi MakeTiB ciaiijiB:
PenaryBanHsi MakeTiB Claii/liB JO3BOJI€ HAIAITYBATH BUTJISA OKPEMUX THUIIIB CIAMIIB.
Hanpuknan, B MOkeTe CTBOPUTH OKPEMUIT MAaKeT JJIsl TUTYJIBHOI CTOPIHKK ab0 [T CITalIiB i3
JiarpamMamH.
— Buninite moTpiOHUi MakeT claiiiB B 001acTi €CKi3iB.
— BneciTh He0OXiIHI 3MiHH, SIK ONTUCAHO BUIIE JIJIsl TOJIOBHOTO 3pa3Ka CJIal/IiB.
3acTocyBaHHSI MaKeTIB cJIaliB:
[Ticns HanamTyBaHHS 3pa3Ka CIai/liB Ta MaKeTiB, BU MOXKETE 3aCTOCOBYBATH iX /10 CIAiIiB
Mpe3eHTallil:
— CTBOpEeHHsI HOBOTO claiijia 3 IEBHUM MaKeTOM:
o Ha Bxmaami "OcunoBHe" y rpymi "Craiiin" HaTUCHITH CTPUIKY Mi/I KHOTIKOIO
"CtBopuTH claiina".
o BwubepiTh moTpiOHMIT MAKET 31 CIIMCKY.
— 3MiHa MakeTa ICHYIYOro ciaija:
o BwuainiTe cnaiin, MakeT sIKOTo MOTPiOHO 3MIHUTH.
o Ha Bkmaaui "OcHoBHe" y rpyni "Cnaiiau" HaTUCHITH KHOTIKY "MakeT".
o BwubepiTh MoTpiOHMI MAKET 31 CIIMCKY.
3akpuTTs pe:kuMy 3pa3Ka ciaaiaiB:
— Ilicns 3aBepIeHHs pefaryBaHHs 3pa3Ka ClaiiliB nepeiaiTe Ha BKIAAKY "3pa3ok
ClIaliIiB" Ta HATUCHITH KHOMKY "3aKpUTH PEXKHUM 3pa3ka'.
IlepeBarn BuKoOpucTaHHS 3pa3KiB ciaiiaiB:
— Exonowmis yacy: 3aomnapkye yac Ha popMaTyBaHHS KOXKHOTO ciIaiia OKpeMo.
— KoncucrtentHicts: 3abe3nedye eAuHUN CTHIH O)OPMIICHHS BCI€T TPE3CHTAIII].
— Jlerke BHeceHHs 3MiH: 3MiHa 3pa3Ka ClailiB aBTOMaTHYHO 3MIHIO€ BUTJIS YCIX
CJIaii/1iB, CTBOPEHUX Ha HOTO OCHOBI.
— Ilpodeciitnuii Burnsan: JJonomarae cTBopuTH npodeciino opopmileHy Ipe3eHTallio.
Ipuxaan:
Bu xouere, 1106 Ha KO)KHOMY cJIaii/li Baloi Mpe3eHTalii y BEpXHbOMY ITpaBOMY KyTi BiJloOpakaBcs
JIOTOTHTI Balloi KoMMNaHii. 3aMiCTh TOTO0, 1100 BCTABJISATH JIOTOTHUIT HA KOKEH CJail OKpeMo, BU
MO’KeTe BCTAaBUTH MO0 HAa TOJIOBHUH 3pa30K ClaiiB. JIOroTHI aBTOMaTHYHO 3'SBUTHCS Ha BCIX
claiiax mpe3eHTallii.

PoGora 3 maodsonamu npe3enrauiii B Microsoft PowerPoint

[[Ma6bmonu mpesentaniii B PowerPoint — 1e roToBi (aiimum 3 momepeaHso po3podIeHUM
JN3aifHOM, 110 BKJIIOYAE KOJIPHY cXeMy, HMIpU(TH, MaKeTH CJAiIiB Ta 1HIL €JIEMEHTH O(POPMIICHHS.
Bukopucranas niaGioHiB 3HaYHO NPUCKOPIOE TPOLIEC CTBOPEHHs Ipe3eHTalli Ta 3abes3mneuye
npodeciiHuii Ta KOHCUCTEHTHUH BUDsiA. llelt po3nminm migpydYHMKa OMHCY€, SK MpaIfoBaTH 3
mabioHamu npesenTaitiii B MS PowerPoint.
[[Tabmon mpe3enTartii — e ¢gaitn . potx (abo . pot y cTapux BepCisx), SKUN CIY>KUTh OCHOBOIO
JUIsS CTBOPEHHS HOBUX ITpe3eHTalliil. BiH MicTUTB:

Konipuy cxemy: HaGip koiabpopiB, SiKi TapMOHIHHO MOEIHYIOTHCS MK COOOIO.

Ipudru: Ctuini mpudTiB I 3ar0JI0BKIB, OCHOBHOT'O TEKCTY Ta HILIUX €JIEMEHTIB.

Maxkertu ciaiiiiB: Pi3Hi BapiaHTH pO3MIIIEHHS TEKCTOBUX OJIOK1B, 300pakeHb Ta IHIINX 00'€KTIB
Ha Cclaiaax.

®on: Komip, rpaieHT, TeKCTypa abo 300paxeHHs (HOHY CIIalIiB.

['padiuni enementu: Jlorotumnwu, niHii, Girypu Ta iHII1 Bi3yajabHI €JIE€MEHTH.
Iixdip mad/0HIB Mpe3eHTALI:



— BOynosani ma6nonu PowerPoint: PowerPoint mictuth 610110TeKy BOY10BaHUX
11a0JIOHIB, JOCTYITHUX MPY CTBOPEHHI HOBOT MPe3eHTAIlil.

— Microsoft Create (panime Office.com): Ha Be6caiiti Microsoft Create
(create.microsoft.com) MoKHA 3HAHUTH BEIIMKY KOJICKIIIFO O€3KOIITOBHUX Ta IUIATHUX
mabJIOHIB 711 PI3HUX MOTPEO.

— CroponHi BeOcaiitu: IcHye 6arato BeOcaiiTiB, SIKi IPONOHYIOTh OE3KOILITOBHI Ta IJIAaTHI
ma6sionn PowerPoint (Hanpukiian, PowerPointBase.com, TemplateMonster.com).

CTBOpeHHs npe3eHTALIl HA OCHOBI IIA0/I0HY:
— Bukopucranus BOygoBaHHX ITA0JIOHIB:
o 3amyctith PowerPoint.
o Ha moyatkoBoMy ekpaHi BUOEPITh KaTeropiro madiaoHiB a00 CKOpucTanTecs
MOIITYKOM.
o KunamniTe Ha moTpiOHOMY MIA0IOHI, III00 MEPETIITHYTH HOTO.
o HarucHits kHONIKY "CTBOpUTH".
— Buxopucranns mabnonis 3 Microsoft Create abo cTOpOHHIX BeOCalTIB:
o 3aBaHTaxTe ¢ailt mabnony (.potx abo . pot) 3 BeOcaiTy.
o Binkpuiite PowerPoint.
o Ilepeiinite Ha BkIaaky "daiin" ta BuOepith myHKT "CTtBOpUTH".
o Kuannite Ha myHkT "Ocobucti" (a6o "KopucryBanpki') abo 3HaiITh 3aBaHTAKEHUN
¢aiin mabnoHy Ha CBOEMY KOMIT'FOTEP.
o Kuiannite Ha m1a0yioHi Ta HATUCHITH KHOTKY "CTBOpHUTH".
30epekeHHs Mpe3eHTalil AK MIA0JIOHY:
SIKII0 BM CTBOPWJIM BIIACHU JIM3aifH a00 HAJAIITYBaIH iICHYIOUMH mabIo0H, BU MOXKETe 30epertu
HOro sIK HOBUIA MIaOJIOH YIS MOAANBIION0 BUKOPUCTAHHS:

— Ilepeiinite Ha Bkiaaky "®aitn" ta BuOepith myHKT "30epertu sk

— VY noni "Tun ¢aitny" Bubepits "[llabmon PowerPoint (*.potx)".

— Bkaxits Ha3By (aiiny Ta Mmiciie 30epekeHHs Ta HATUCHITh KHONKY "30epertu".

Bukopucranns animaniii y npesenranii
1. lonaBanus aHimamii 10 00'exra:

— Buginite 00'exT Ha ciaiiai, 10 IKOTO MOTPIOHO AOJATH aHIMAIliIO (TEKCTOBUH OJIOK,
300pakeHHs, (irypy, Aiarpamy TOLIO).

— IlepeiiniTe Ha BKiIaaky "AniMaris".

— Y rpymi "AHziManis" BuGepiTh noTpiOHMHN edekT aHimalii. PowerPoint nozginse epexkru Ha
YOTUPH KaTeropii:

o Bxin: Edextu nosiBu 06'ekta Ha cnaiai (Hanpukian, "Bumit", "3'spnenns",
"3HUKHEHHS").
o Buninenns: EdexTu, m1o migkpecnoTh 00'€KT, KOIH BiH BKe 3HAXOIUTHCS HA
crnaiiai (Hanpukian, "Komip nmynbey", "O0Gepranns", "3011b11€eHHS/3MEHIIEHHS").
o Buxin: Egextu 3uuKkHeHHs 00'exTa 31 cnaiiga (Hanpukian, "Bumit", "3HukHeHHS ",
"3ropranHsa").
o Insaxu nepemimenns: Edextu pyxy o0'ekta o 3a1aHiil TpaekTopii.
HanamryBanHsa napaMerpisB aHiManii:
[Ticnsa momaBaHHs aHIMAaIlii MOYKHA HAJIAIITYBATH 1i MapaMeTpu:

— Obnactsp a”imarii: BigkpuBaeTbcst HaTUCKaHHAM KHONKY "OO0acTh aHiMallii" Ha BKJIAII
"Animarisa". Bona BimoOpaxae CIUCOK yCiX aHIMAIIHUX €EeKTiB Ha TOTOYHOMY CJIalll Ta
JI03BOJISIE€ KEPYBATH 1X MOPSIKOM, YaCOM Ta IHIIMMH MapamMeTpamHu.

— Ilapamerpu edexty: KnamniTs Ha edekTi B 007aCTi aHIMAITli MPaBOIO0 KHOIKOO MUIIT Ta
BuOepiTh myHKT "llapamerpu edekty...". V BikHI, 110 BIAKPUETHCS, MOXKHA HAJIAIITYBATHU:

o Yac: Tpusanicts epeKTy, 3aTPUMKY Hepes] T0YaTKOM, TOBTOPEHHS.
o AHiMalis TeKCTy: AHIMAIlis TEKCTY 3a a03a10oM, CJIOBOM 200 CUMBOJIOM.
o 3Byk: JlogaBaHHs 3ByKOBOTO €(hEeKTy /10 aHIMaIlii.



o Ilicns animari: [is micns 3aBepiieHHs aHiMallii (HampuKiam, 3MiHa KOJIbOpY,
IIPUXOBAHHS).
— 3anyck: Busnauae, Konu 3aIyCKaeThCs aHIMallis:
o 3a KianaHHAM: AHIMAIlS 3aIyCKAEThCS KIAllaHHsIM MUIII.
o 3 momnepenHiM: AHIMaIliS 3aITyCKA€ETHCS OJHOYACHO 3 TIOTIEpeIHIM e(PeKTOM B
oOuacTi aHiMari.
o Ilicns monepenuboro: AHimarlis 3aIyCcKaeTbes MICHsl 3aBEPIIECHHS MONEepPeIHbOI0
edekry.
— Tpusanicts: BuzHauae TpuBaicTh aHIMAIIHHOTO €(EKTY.
— 3artpumka: BuzHavae 3aTpuMKy mepe]] Mo4aTkoM aHiMartii.
IMopsinoxk animamii:
[Topsimok BiATBOpEHHS aHIMAllIHHUX e€eKTiB MO>KHA 3MIHIOBAaTH B 00J1aCTi aHIMallii, IepeTATyI0un
edexTu Bropy adbo BHHU3 1O CITUCKY.
BukopucranHsi Tpurepis:
Tpurepu 103BOJNSAIOTH 3aITyCKATH aHIMAIIiIO 32 TIEBHUX YMOB, HAPUKIIA, TP KJIallaHHI Ha 1HIIOMY
00'€KTi.
— Jlonaiite aHiMarllito 10 00'€KTa, IKHii MOTPIOHO aHIMYBAaTH.
— Ha Bkiaani "AniManis" y rpymi "Po3mmpene animyBaHHs" HaTHCHITH KHOTIKY "Tpurep".
— BuOepith 00'eKT, KIIallaHHS Ha AKOMY 3aMyCKaTHUME aHIMaIlilo.
AHiMalis TekcTy:
Jl11g TekcTy TOCTYIHI JOAATKOBI MapaMeTpy aHIMaIli:
— AmniManmis Tekcty: Y mapamerpax eQpexTy MOXHa BUOpaTH aHIMAII0 TEKCTy 3a ab3amom,
CJIIOBOM 200 CHMBOJIOM.
— Edexrtu BBeieHHs TeKCTY: MOKHA BUKOPUCTOBYBATH CIICIiabHI €PEKTH /ISl BBEICHHS
TeKcTy, Taki sk "[losiBa mo 6ykBax" abo "[losiBa mo cioBax".
Iepernaa animamii:
Jlnsa neperisiny aHiMmailii MoxHa ckopuctatucsa kHonkoro "[leperasia' Ha Brianaui " Animanis"
a00 3amyCTUTH MOKa3 CIIAIIB.

Buxopucranns aiii Ta nocuinanb y PowerPoint

PowerPoint Hajgae MOXJIMBICTH CTBOPIOBATH IHTEPAKTHUBHI MPE3EHTAIllT 32 JOMIOMOTOI0 JIil Ta
nocusiaHb. BoHU J03BOJISAIOTE NEPEXOIUTH MK CllalijaMM, 3aIlyCKaTH MpOrpaMu, BIIKPUBATH BeO-
CTOPIHKU Ta BUKOHYBATH 1HIII [ii, KJallal0uy Ha 00'€KTH HA CIA/Ii.

[Tocunanns (rinepnocwianss): Lle 3B'I30k Mk 00'€KTOM Ha claiifl Ta 1HIIUM MICHEM Yy
npe3eHTallii, iHmuM ¢aitiom abo Be6-cropinkoro. KiananHs Ha 00'€KTi 3 MOCUIIAHHAM NPU3BOIAUTH
710 TIEpeXO0/1y B 3a3HaUCHE MICIIE.

Hii: Ile monepeanbo Bu3HaueHi (PyHKII, sIKI BUKOHYIOThCS HpU KianaHHi Ha oO'ekti. Jlii
MOKYTh BKJIFOUaTH NEpexXiJ Ha HAcTynHUil abo momepeaHiil craiifi, BIATBOPEHHS 3BYKY, 3aIlyCK
IpOrpamMu TOLIO.

JlonaBaHHsI MOCHJIAHHSL:
— Buninite 00'ekT Ha cHaii/l, 10 SKOTO MOTPIOHO 10AaTH TOCUIaHHS (TEKCT, 300paskeHH,
¢birypy To1110).
— Ilepeiinite Ha BkIaaky "BeraBienns".
— Y rpymi "llocunannas" HatucHiTh KHONIKY "[locumanus".
— Y nianoroBomy BikHi "BcTaBneHHs rineprnocuianHs" BUOEPITh TUI TOCHIAHHS:

o Micue B nokymenTi: [l mepexoy Ha IHIINN caij i€l x npe3enTaiii. Bubepitsh
noTpiOHUI craif 31 CIHCKY.

o Be0-ctopinka abo ¢aiin: [{nst BiAKpUTTS BeO-CTOPIHKH a0 1HIIOro (aily Ha
komm'totepi. Beenite URL-anpecy BeO-cTopinku abo BUOEpiTh (hailin 3a JOOMOT 010
kHonky "®aui...".

o Enextponna nmomrra: ly11 CTBOPEHHS HOBOT'O MOBIIOMJICHHS €JI€KTPOHHOI MOIITH.
BBeniTh agpecy eneKTpoHHOI NOIITH Ta TEMY MOBIIOMJICHHS.



— HarucuiTts kHOTIKY "OK".
JlonaBanus aii:

— Buginite 00'exT Ha caiiai, 10 IKOTO MOTPIOHO AOJATH iTO.

— Ilepeiinite Ha Bknaaky "BeraBienns".

— Y rpymi "[locunannas" HaTucHITH KHOTIKY " Jlis".

— ¥ nmianoroBomy BikHi "HactporoBanus aii" BuOepith Bximaaky "[licis knaranas MAIer"
a6o "IIpu HaBeaeHH] BKa3iBHUKA MUIII" (J1is1 BHKOHYETHCS TIPH HaBEACHHI Kypcopa Ha
00'eKT).

— Bubepith THI mii:

o Hewmae nii: Jlist He BAKOHY€ETHCS.

o Ilepetitu Ha: [lepexin Ha 1HIIMIA claij, MOMEPEAHIN CTai1, HACTYTHUHN CIIAiI,
NEPUINA CITai/], OCTaHHIN Ciai]], KiHelb MOKa3y, CleliaIbHUI MToKa3, 1HITY
MIPE3CHTAIIIIO.

o 3amyck mporpamu: 3ammycK iHIIO1 MporpaMu Ha KOMIT'IOTEpi.

o BiarBopenns 3ByKy: BinrBopeHHs 3BykoBoro ¢aiiiny.

o Buninenns: Buainenns o0'exra.

— 3a noTpebu HaNAMITYHTe JOIaTKOBI MapaMeTpH 1ii (Hampukiaz, BUOIp crnaiaa s
nepexo.ty, BUOIp 3ByKOBOTO (haidiy).

— Hatucuits kHonky "OK".

BuxopucranHsi KHONOK Jiii:
PowerPoint npononye Habip rOTOBUX KHOIOK Aiii, Kl MOXXHAa BUKOPUCTOBYBATH JJIs HaBIraiii mo
Ipe3eHTalii.

— IlepeiiniTe Ha BKIaaky "BcraBnenns".

— Y rpymi "Imroctpamnii" HaTucHiITH KHONIKY "®irypu".

— V¥V pozaini "Knonku aiit" BubepiTh noTpiOHY KHONKY (Hanpukian, "Hazan", "Bnepen',
"I[OIIOM}’").

— KunanniTte Ha cnaiini, 106 po3MiCTUTH KHOIIKY.

— V¥ nianoroBomy BikHi1 "HacTporoBaHHs Aii" HanamTylTe Ai0, sIka BAKOHYBAaTUMEThHCS IIPU
KJIAl[aHH1 Ha KHOIIKY.

BigminHOCTI MiK MOCHJIAHHSAMM TA XiAMM:

Xapakrepuctuka | [locnianns (rinepnocujiaHHsNg) i
OcnoBna ¢ynkuig | [lepexin Ha iHIIE Mictie (Caii, BuxonanHs neBHOT QyHKIIIT (TIepexif,
¢aiin, Be6-CTOpiHKA) 3aIlyCcK MPOrpaMu, BIATBOPEHHS 3BYKY
TOIIIO)
Tunu 06'ekTiB TexkcT, 300paskeHHs, Qirypu TexcT, 300pakeHHs, QIrypH, KHOIKU
i
HanamryBanns [Tpocrimie HanamTyBaHHs, B binbe mapameTpiB HanamITyBaHHS,
OCHOBHOMY BHOIp MicCIsl IEpeXoAy | BKIHOYAIOUH JIii IpU HaBEeICHHI
Kypcopa

IIpukjiagu BUKOPUCTAHHSA:
— Hagiramis no npesenrauii: CtBopenns knonok "Jlami", "Hazan", "3mict" nis 3pydnoi
HaBIraiii Mix ciaiizamu.
— Ilepexin Ha BeO-cTOpiHkH: [lo/JTaBaHHSA MOCKIIaHb Ha BEO-CAalTH 3 10JJaTKOBOIO
1H(popMalli€to.
— 3amyck Bigeo abo aynio: JlonaBaHHs nmocuiaanb Ha (aiiau 3 Bizeo abo ayaio.
— CrBOpeHHs iHTepakTUBHUX TecTiB: CTBOPEHHs Claii/liB 3 MUTAHHAMHU Ta BapiaHTaMu
BIJIMOBIICH, /i€ KJIallaHHs Ha MPaBUJIbHIN BIAMOBI/II TPU3BOIUTE J0 MEPEX0y HAa HACTYIHUN
Cllaii]i, a Ha HeMPaBUJIbHIN — 10 MOBEPHEHHS Ha TMOIEpeIHIMN.
— CTBOpeHHs Mpe3eHTAllil 3 HeMHIHHOI0 CTPYKTYporo: 3a0e3MeueHHs] MOKIMBOCTI IIepexo.Ty
MDK CaiiiaMH B JOBUIBHOMY TOPSIZIKY, 3aJIEKHO BiJl BUOOPY KOPHCTYyBaua.
Buaajienns nmocuianHd a0o0 aii:




—  Jlns mocunansst: KnarHiTe mpaBoio KHOMKOKO MUIII Ha 00'€KTi 3 TOCUIIAHHSAM Ta BUOEPITh
nyHKT "Bunanurtu rineprniocunanns’.

—  Jna nii: KimanHite npaBoro KHOMKOIO MUIII Ha 00'€KTi 3 Ai€r0 Ta BUOEPITh MYHKT "3MIHUTH
niro...". Y mianoroBomy BikHi "HactporoBanus nii" Bubepits "Hemae nii" Ta HaTUCHITH
"OK".

JlabopaTtopHa po6ota N215
Mowyk B iHTepHeTi. MoBa 3anuTiB

TeopeTnyHi BiOMOCTi:

1. Anga Toro, wob ckonitoBaTh MOCUIAHHSA Ha pe3ynbTaT MowyKy MoTpibHO
BMKOHATM PO3LUMPEHNI NOLWLYK, OTPMMATK pe3ynbTaTt, NOTiM 3HOBY 0bpaTtu
«PO3WKMpeHnn NowWwyK>» i CKONitOBaTU NMOCUNAHHA BEO-CTOPIHKM 3 MOLYKOM.

2. lMowyKoBUM 3aNuUT Le TEKCT, KU 3’'9BUTbCA B PAAKY MNOLWYKY NiCNS BUKOHAHHS
pO3LWMPEHOro NOLWyKY.

3. lMNepwwnn pagok 3 pesynbTataMmun B Tabnuui — ue npuknag opopMaeHHs.

3aBAaHHs

4. 3anoBHiTb y Microsoft 365 Word Tabnnuto 3 pesynbTatamum NowyKy:

MowykoBni 3anmT (WO MocunaHHsA
6yne B pAAKy 3anuTy KinbkicTtb Ha 3anuTy
nicns BUKOHaHHSA pe3ynbTaTiB | poO3LLUMPEHOMY
MOLwyKy) NOLWYyKYy

Lo wykaemo

memes about english language memes about english 223000000 PesynbTart
language

TouHy ¢dpa3zy memes about english
language

CainTtun, Ha akmx € xo4ya 6 ogHe cnoBo 3

dpazu
memes about english language

CainTn, Ha SKux € yci cnoBa memes
about language
Ane Hemae cnosa english

Cantn ppaHUy3bKOKO MOBOI 3 TOYHOHO
dpasoo memes about english X
language

Cantun 3 Anbanii aKi MicTaTb croBa
memes about english language

Beb cTopiHKM, Ha SKMX 3’'sBunacs
cnoesa memes about english language
3a OCTaHHI 24 rognHu

Yci Be6-CTOpiHKK 3 canTy
urbandictionary.com ski MicTaTb cnoBa
memes about english language

Yci caiiti, gaKi MicTaTb ToYHy dpasy
memes about english language y
3aronoBKax CTOPIHOK

dannn npeseHTauin y dopmari
PowerPoint, aki MicTaTb cC10BO memes



https://www.google.com/advanced_search?q=memes+about+english+language&lr&sca_esv=583420096&hl=uk&as_qdr=all&tbas=0&biw=1536&bih=738

3HangiTe Ha canTi yHiBepcuTteTy pdf-
OOKYMeHT [MoNoXeHHS Npo AUNJIOM
XMeNnbHULUbKOIro yHiBepCUTeTYy
ynpasniHHA Ta npasa iMeHi JleoHina
lO3bKoBa

5. Hagiwnite pe3ynbTat Ha nepeBipky B Google Classroom.

Memoouuni pekomenoauyii
{006 oTpumaru HaWOULIBII peleBaHTHI pe3yibTaTu moiryky B Google, BaKIMBO 3HATH, SIK
IIPaBUIBHO (POPMYIIIOBATH MOLIYKOBI 3aIIUTH Ta BUKOPUCTOBYBATH JOCTYIIHI IHCTPYMEHTH.
@opMy.TI0BAHHS MOUIYKOBOI0 3aNMUTY:

Kir04oBUM acneKkToM yCHilHOro MOIIYKY € MpaBuiIbHE (POPMYJITIIOBAHHS 3alIUTY. 3aMiCTh TOTO,
o0 BBOJUTH JOBI1 PEYCHHS, Kpallle BUKOPHCTOBYBAaTH KIIIOYOBI cjoBa Ta (pasu, M0 HAHOLIBII
TOYHO ONMCYIOTh Bamly norpeOy. Hampukmnana, 3amicts "SIk mpUroTyBaTH CMayHUM sSOTydHMN
nupir?", Kpamie BBeCTH "petent s0ydHuil nupir'.

BukopucranHs onepaTopiB NomykKy:
Google miarpuMye crieniaibHi OIIEpaTopH, sIKi T03BOJSIOTh YTOYHHUTH TTOIIYK:

— " " (moaBiiiHi Janku): BUKOPUCTOBYIOThCA /Ui MOIIYKY TO4YHOI dpa3u. Hampukian,
MOIIYK "KHUTA PEHENnTiB yKpaiHChKOT KyXHi" 3Haii/ie CTOPIHKH, JIe IIi CII0Ba
3yCTpI4alOThCS CaMe B TAKOMY HOPSKY.

— (minyc): Buxirtouae neBHi cioBa 3 pe3ynbTaTiB nomryky. Hanpukmnan, "sryap -
aBTOMOOUIB" 3HalAe iHPOpMaLliIo PO TBAPUHY ATyap, ajie BUKIIOYUTh PE3yJIbTaTH,
MOB'sI3aHi 3 aBTOMOOLTISIMH.

— site: IMoryk Ha KOHKpeTHOMY caiiti. Hanpuxkiazn, "site:wikipedia.org icropis Ykpainu"
3HaliJie CTaTTI Ipo icTopito YKpainu Ha Bikinenii.

— filetype: Iomyk ¢aitnie nesroro tTuny. Hampukan, "filetype:pdf 3Bit 3 mapkeTunry"
3Haiie PDF-gaiinu 31 3BiTaMU 3 MapKETHUHTY.

— intitle: TTomyk cxiB y 3arosioBky cropinku. Hampukiaz, "intitle:peuent Gopury" 3Haiie
CTOPIHKH, B 3ar0JIOBKY SKUX € CJIOBO "perent oopury".

— related: TTomyxk caiitiB, cxoxux Ha 3amanuii. Hanpukian, "related:amazon.com" 3uHaiize
caiT, CX0Xi Ha Amazon.

— OR (a6o |): ITomryk 3a ogHuM 3 KibKOX ciiB. Hanpukian, "dait OR kaBa" 3Haiine
pe3yabTaTH, 10 MICTATH abo "Jait", abo "kaBa".

KomOinyrouu 11i onepatop, MOKHa 3HaYHO 3BY3UTH KOJIO MOIIYKY T4 OTPUMATH OLIbII TOYHI
pe3yIbTaTH.

Posmmpenuii nomyk:

Jlns OGunbll eTanbHOr0 HaNaTyBaHHA MolIyKy (Google MpomoHye CTOPIHKY PO3LIMPEHOTO
nomyky (google.com/advanced_search). Tyt MoxxHa 3a1aTh psiJT TOJAaTKOBUX MApaMETPiB, TAKUX 5K
MOBa, pErioH, JaTa myOumikaiii, JOMeH caiiTy Ta 1HmI. IcHye TakoX OKpema CTOpiHKa s
po3mmpeHoro momyky Bimeo (google.com/advanced video search [Bumaneno nemiiicny URL-
aapecy]), e MokHa (QUTBTPYBATH BiZI€O 3a TPUBAIICTIO, SIKICTIO, TATOI0 3aBAaHTAXKCHHS Ta 1HIIIUMH
KPUTEPISIMH.

ITomyk 300pa:keHb, Bigeo Ta HOBUH:

Oxpim 3BHuaitHoro nomyky, Google mpomoHye okpemi po3AUIM Ui MOIIYKY 300pakeHb
(images.google.com), Bizeo (video.google.com) ta HOBUH (news.google.com). Lli po3ainu maroTh
cBoi crneuu¢piydi GUIBTPU Ta THCTPYMEHTH, IO J03BOJIAIOTH €(PEKTHBHO 3HAXOAMUTH MOTPIOHUI
KOHTEHT.

BukopucTranHs NOIYKOBUX iIHCTPYMEHTIB:

Ha cropiHui pe3ynbTariB MOIIYKY MiJl PSJIKOM IOLIYKY 3HAXOIATHCS 1HCTPYMEHTH, SKi
J03BOJISIIOTH JI0AATKOBO (IbTpyBaTH pe3yibTaTi. Hanpukinas, MoxHa BUOpaTH MOUIYK 32 YacoM (3a
OCTaHHIO TOJWHY, MO0y, THXKICHb TOIO), 32 KPaiHOIO, 32 THUIIOM KOHTEHTY (300pakeHHS, Bife€O,



https://www.google.com/url?sa=E&source=gmail&q=https://google.com/advanced_search

HOBUHH) Ta IHIIUMH TapameTpamu. Ha MOOUTBHUX TPHUCTPOSX 11 IHCTPYMEHTH YacTO 3HAXOIATHCS
i PSAAKOM TONIYKY, 1 7Sl TOCTYITY 10 HUX MOKE 3HaI0OUTHCS IPOKPYTUTH €KPaH BIiBO.

IMomyk 3a 10MOMOroI0 roJocy:

Google miaTpumye romocoBuii nomryk. [Jns mporo nmotpioHo Bigkputu nporpamy Google abo
CTOpPIHKY TMOIIyKy B Opay3epi Ta HATUCHYTH Ha 3HA4oK Mikpodona. Ilicis mporo MoskHa
MPOAMKTYBATH CBill MOMIYKOBHI 3anmuT. Ll ¢pyHK1is 0cOOIMBO 3pyyHa Ha MOOUTEHUX HMPUCTPOSIX.

IHomyk 3a 10MOMOro010 300paKeHHA:

Google no3Boiisie 3A1MICHIOBATH MONIYK 3a 300pakeHHsM. [ bOro MOTpiOHO TEepeTH Ha
CTOpPiHKY images.google.com Ta HaTHCHYTH Ha 3HAYOK KaMepH B psKy momyky. ami MokHa
3aBaHTAXUTHU 300pakeHHs 3 Komm'torepa abo BctaButu URL-anpecy 300paxenns. Google 3naiine
CXO0XI1 300pakeHHS Ta BEO-CTOPIHKH, JI¢ BOHH 3yCTPIYatOThCS.

JlabopaTtopHa po6ota N216
BukopucrtaHHsA 3acobiB WUTYYHOro iHTeNneKTy
3aBaaHHs

1. CchopMmyinTe rpynm No 5 CTyAeHTiB.

2. Ob6epiTb 0aMH 3 3acobiB WTy4YHOro iHTenekTy. O6epiTb WOCH UikaBe i
HebaHanbHe. He obupanTte ChatGPT un Copilot. Y3roabTe 3 iHWKMMK rpynamum
Bnbip 3acoby, Wwob BiH He MOBTOPIOBABCSA B iHLWMUX.

Po3noAainite poni i 3aBAaHHA YY4aCHUKIB rpynu.

Jdocnigite MOXAMBOCTI 06paHOro 3acoby WTYYHOro iHTENeKTY.

CdhopmyntonTe 3aBgaHHA ans obpaHoro 3acoby Ta oTpuManTe pesybTar.
MiaroTynte npeseHTauito nNpo obpaHmmn 3aci6. ONULWIiTb MOro MOXIMBOCTI, IK HUM
KOPUCTYBaTUCA, NpeacTaBTe OTpUMaHi BaMu pe3ynbTtaTu. BKaxiTb y npe3eHTauii
SIKY pOJib BUKOHYBaB KOXEH 3 YYaCHUKIB.

7. MigrotymnTe npono3unuii woa0 BUKOPUCTaHHSA 3acobiB WUTYYHOrO iHTENeKTYy Y CBOIN

ManbyTHIM NpodecinHin AianbHOCTi. JloganTe ui npono3uuii 4O npe3eHTauil.

8. lpe3eHTynTEe pe3ynbTaT BUKOHAHHSA poboTu. MpoaeMOHCTpynTe npeseHTaLito

Ta obpaHui 3acib WTYYHOro IHTENEeKTY.

9. Bi3bMiTb y4yacTb Yy AMNCKYCIl.
10.HagiwniTe Nnpe3eHTauito Ta cynyTHi Matepianu (akwo €) B Google Classroom.

U

Memoouuni pexomenoayii

3aco0M ITYYHOrO iHTEJIEKTY T iX 3aCTOCYBAHHSA

[tyunnit inTenext (LUI) — e mmpoxa rany3b KOMI'IOTEPHUX HAYK, 110 OXOIUIIOE CTBOPEHHS
IHTEJIEKTYaTbHUX MAINH, 3JaTHUX BUKOHYBATH 3aBJaHHs, SKi 3a3BUYail MOTPeOYIOTh JTIOJICHKOTO
iHTenekty. Icuye Oarato pi3Hux 3aco0iB 111, koxeH 3 AKX Mae CBOE MPU3HAYEHHS Ta MOXKJIUBOCTI.
Po3rnsiHemMo fiesiki 3 HUX.

Mamnnne HaByaHHs (Machine Learning, ML). MamrHHe HaBYaHHS 30CEPEIKYETHCA Ha
pO3poOIi  anropuTMiB, SKi JO3BOJISIOTH KOMI'IOTEpaM HABYATHCA HA JaHUX 0e3 SBHOTO
mporpamMyBaHHsA. 3aMiCTh TOTO, MO0 MHCAaTH KOHKPETHI I1HCTPYKINi M7 KOXKHOTO 3aBJIaHHI,
QITOPUTMHU MAIIMHHOTO HaBYAHHS 11EHTU(DIKYIOTh 3aKOHOMIPHOCTI B IaHUX Ta BUKOPUCTOBYIOTH 1X
IUIE TIPUUAHSATTSI pillieHh a00 TPOTHO3YBaHHS. MOXXJIMBOCTI MAITMHHOTO HAaBUaHHS BKIFOYAIOTh
kinacu(dikamiio JaHUX (HampuUKIald, pO3Mi3HABaHHSA CIaMy B €JIEKTPOHHIN TMOINTI), perpecito
(MporHO3yBaHHS YMCIIOBUX 3HAYEHb, HAIPUKJIIA, I[IH HA HEPYXOMICTB), KJIaCTepu3allito (TpyImyBaHHs
CXOKHX JaHUX, HATPUKJIIQJI, CSTMEHTAIIisl KJIEHTIB) Ta 6araTo 1HIIOTO.

I'nmnboke naBpuanusi (Deep Learning, DL). ['mu6oke HaBUaHHS € TIIIMHOKXHHOIO MAIlTHHHOTO
HaBYaHHS, 10 BUKOPUCTOBYE INTY4YHI HEHPOHHI Mepexi 3 OaraThma mapamMu (3BIIKM W Ha3Ba
"rmu6oke"). L{i Mepexi 3AaTHI BUBYATH CKJIQIHI 3aJICKHOCTI B IAHUX, 110 I03BOJISIE TOCATATH BUCOKOT



TOYHOCTI B TaKWX 3aBJaHHAX, SK pO3II3HABaHHS 300pakeHb, 0OpoOKa MPUPOTHOI MOBH Ta
po3mi3HaBaHHs MOBIEHHA. [ nmOoke HaBuaHHS €(EeKTHBHO st poOOTH 3 BEIMKHUMH OOcsAramu
HECTPYKTYpOBAaHUX JaHUX, TAKUX K 300pa’keHHs, TEKCT Ta ay/[io.

O0podka npupoanoi moBu (Natural Language Processing, NLP). O6po6ka nmpupoaHoi
MOBH 3aiiMa€eTbcs pO3pOOKOI0 METO/IIB, 10 JO3BOJISIOTH KOMI'TOTEpaM pO3yMITH, IHTEPIIPETYBATH Ta
TeHepyBaTH JIIOJCbKY MOBY. 3aB1sku NLP kxomm'ioTepn MOXXKyTh aHani3yBaTH TEKCT, MEPEKIIaIaTH 3
OJIHi€1 MOBHM Ha 1HIIY, BIJIMOBIaTH HA 3allUTaHHS, TCHEPYBATH TEKCT Ta BUKOHYBATH 1HIII 3aBJAaHHS,
noB'si3aHi 3 MoBO0. MoxunBocTi NLP BUKOpPHCTOBYIOTHCSI B 4aT-00TaX, TOJIOCOBUX MOMIYHUKAX,
aHaII31 TOHATBHOCTI TEKCTY Ta IHIIUX cdepax.

Komn'torepHuii 3ip (Computer Vision, CV). Komn'torepHuii 3ip J103BOJsIE KOMITIOTEpamM
"GaunTH" Ta IHTEPHPETYBATH 300paKeHHS Ta Bifeco. 3a JOMOMOIOK AJITOPUTMIB KOMIT'HOTEPHOTO
30py KOMI'IOTEPH MOXKYTh PO3IMi3HABaTH 00'€KTH Ha 300paKEeHHSX, aHATI3yBaTH BiJIe0, BU3HAYATH
MOJIOXKEHHS 00'€KTIB y IPOCTOP1 Ta BUKOHYBATH 1HIII 3aBJIaHHS, MOB'sA3aH1 3 00p0oOKOI0 Bi3yaabHOT
iHpopmanii. KoMm'toTepHuii 3ip 3aCTOCOBYETHCSI B CHCTEMax PO3IMi3HABAHHS OOJIUY, aBTOHOMHHX
aBTOMOOIIAX, MEAUYHIN A1arHOCTHUI Ta 1HIIMX 00JIaCTAX.

PoGoToTexnika (Robotics). PoboTtoTexHika nmoegHye B co0i iHXKEHEPir0, KOMITIOTEpPHI HAYKH
ta I my1s ctBOpeHHst poOOTiB, 3AaTHUX BUKOHYBATH (i3UyHI 3aBJaHHs B peaibHOMY cBiTi. CydacHi
pobotu BukopuctoByroTh LI ans Hapiramii, miaHyBaHHS pyXiB, pO3IMi3HaBaHHS OO0'€KTIB Ta
B3a€MOIl 3 HABKOJMINHIM cepenoBuieM. PoOOTOTexHIKa 3acCTOCOBYETHCS Yy BHPOOHHUIITBI,
JIOTICTHIII, MEUIIHMHI, TOCITPKEHHI KOCMOCY Ta 1HIINX cdepax.

ExcneprHi cuctemu (Expert Systems). ExcriepTai cuctemu — 11e¢ KOMI'tOTEpHI IPOrpamu, ki
IMITYIOTh 3/IaTHICTH JIIOAMHU-EKCIIEpTa BUPILNIYBAaTH CKJIagHI MpoOJeMH B TEBHIH HpeaMeTHid
obnacti. BoHH BHKOpUCTOBYIOTH 0a3y 3HAaHb Ta IpaBWJIa JIOTIYHOTO BUBEACHHS /JIsi HaJaHHS
KOHCYJIbTaIli}, JIarHOCTUKY MTPOOJIEM Ta MPUHHATTS pimeHb. ExcriepTHI cHCTeMHU 3aCTOCOBYIOTHCS B
MeIuIKHI, (piHaHCaX, IHKEHepil Ta IHIIMX 00JIacTAX, JIe MOTPiIOHA eKCIEepPTHA OIliHKa.

IIpuxknagu 3aco0iB INTYYHOI 0 iIHTEIEKTY

ChatGPT (Ta inuri Bestuki moBHi Mmoaesti). ChatGPT — e Besrika MOBHA MOJIEIb, pO3pO0JICHA
OpenAl, 31aTHa reHepyBaTH TEKCT, MepeKyIaaTi MOBH, MUCATU Pi3HI BUIM TBOPYOI'O KOHTEHTY Ta
BIJIOBIAATH Ha Ballll 3aIUTaHHs 1H(GOPMaTUBHO. BiH BUKOPUCTOBYETHCS Ul CTBOPEHHSI 4aT-00TiB,
reHepaii KOHTeHTY, MepeKiIaay TeKCTiB, HallMCAHHS KOy, CTBOPEHHs HAaBYAJIbHUX MaTepiaiiB Ta
OaraTo 1HIOro. MOXJIMBOCTI BKJIIOYAIOTh PO3YMIHHS KOHTEKCTY, T€HEpalil0 3B'3HOIO TEKCTY,
BIJIMOBi/I HAa CKJIAJHI MUTAHHS Ta aJanTaIlllo 0 Pi3HUX CTHIIIB MHUCHMA.

DALL-E 2 (ta inwi reneparopu 300paxkenn). DALL-E 2, takox po3po6nenuit OpenAl, —
e monensb I, sika cTBOproe peamicTUyHi 300paskeHHS Ta MHUCTENTBO 3 TEKCTOBUX OMHUCIB. BiH
BUKOPHCTOBYETHCS JIJIsl CTBOPEHHSI LTFOCTpAIliid, IM3aliHy, peKJIaMy, MUCTEITBA Ta IHIIMX TBOPYHX
MPOEKTIB. MOXKIMBOCTI BKJIIOYAIOTh T'€HEpalilo 300pakeHb 3 TEKCTOBUX ITIJIKA30K, pelaryBaHHs
ICHYIOUHX 300pakeHb, CTBOPEHHS Bapialliil 300pakeHb Ta KOMOIHYBaHHSI PI3HUX CTHJIIB. AHAJIOT1YH1
iHcTpyMeHTH: Midjourney, Stable Diffusion.

AlphaGo (ta inmi nporpamu ajs rpu B ro). AlphaGo, po3pobaena DeepMind (Google), —
ne nporpama IIII, ska mepemoriia 4eMIlioHIB CBITY 3 Ipd B ro. BiH BUKOPUCTOBY€ThCS st
JOCTIPKEHHSl aJITOPUTMIB HaBYaHHA 3 MNIAKPIMUIEHHSAM, po3poOku irposux I Ta BupimenHs
CKJIaJHUX ONTHUMI3aliMHUX 3a7ad. MOXXJIMBOCTI BKJIIOYAIOTh CAMOHABUYaHHS, CTpaTeriyHe
TUTAHYBAHHS Ta MPUUHATTS PIlIEHb Y CKJIAHUX YMOBaX.

Cucremu po3nizHaBaHHsI 00Jm4us. L{i cucteMu BUKOPHCTOBYIOTH KOMI'TOTEpHUM 3ip A
ineHTudikamii Ta Bepudikauii ocid 3a IXHIMU 300pakeHHSIMH 00IMYYsl. BOHM BUKOPHCTOBYIOTHCS B
cucreMax Oe3NeKkH, KOHTPOJIIO JOCTyMy, ifeHTHU(iKalii KOPUCTYyBauiB, COILIAIBHUX MeEpexax Ta
iHmMX cdepax. MOXKIMBOCTI BKJIIOYAIOTh BHUSABICHHS OOJIMYYs Ha 300pa)kKeHHSX Ta BiJEO,
PO3Mi3HAaBaHHS €MOIlill, BU3HAYEHHs BIKYy Ta CTaTi.

IonocoBi momiunmkm (Siri, Alexa, Google Assistant). [‘omocoBi MOMIYHUKH
BUKOPHUCTOBYIOTh OOPOOKY HMPUPOAHOT MOBH Ta PO3IMi3HABAHHS MOBJICHHS JUIs BUKOHAHHS 3aBAaHb
32 TOJIOCOBUMH KOMaHJAMU KOPUCTyBaua. BOHM BHKOPHUCTOBYIOTBHCS Ul HOLIYKY iHGopMmarii,



BCTAHOBJICHHS HAarajJyBaHb, KEpyBaHHS MPUCTPOSIMU PO3YMHOIO JIOMY, BiAIIPaBJICHHS MOB1IOMJIEHb
Ta IHIIMX MOBCSKACHHUX 3aBJaHb. MOXIIMBOCTI BKJIIOUAIOTh PO3Ii3HABAHHS MOBIICHHS, PO3yMiHHS
KOMaHJ, CHHTE3 MOBJICHHS Ta IHTETpalliio 3 pi3HUMH CepBicaMu.

Cucremu pexomenaaniii (Netflix, Amazon). Cucremun pekoMeHJaIili BUKOPHUCTOBYIOTh
MallliHHE HaBYaHHS /IS aHATI3y JIaHUX MPO KOPUCTYBaYiB Ta MPOMOHYBAHHS iM TOBapiB, QiIbMIB,
MY3HUKH a00 1HIIOTO KOHTEHTY, KM MOKE iX 3alliKaBUTH. BOHM BHKOPHCTOBYIOTHCSI B iHTEpHET-
MarasuHax, CTPIMIHTOBHX CEpBICax, COIliaJIbHUX Mepekax Ta IHIUX Iiatdopmax. MOXKIMBOCTI
BKJIIOYAIOTh TEPCOHATI3AII0 PEKOMEH/AIlif, MPOTHO3yBaHHS BIOJ00AHH KOPHUCTYBadiB Ta
ONTHUMI3aIIiI0 TTPOJIAXKIB.

ABToHOMHI TpaHcmopTHi 3acodom (Self-Driving Cars). ABTOHOMHI  aBTOMOOLII
BHKOPHUCTOBYIOTh KOMM'tOTepHUH 3ip, matumku Ta LI mns Hawiramii Ta xepyBaHHS 0€3 ydacTi
ToAUHU. BOHM BUKOPUCTOBYIOTBCSA Jsi PO3POOKM OE3MIOTHMX aBTOMOOLTIB, APOHIB, poOOTiB-
JIOCTaBHUKIB Ta IHIIMX aBTOHOMHHUX CHUCTeM. MOXIJIMBOCTI BKJIIOYAIOTh PO3MI3HABAHHS JOPOXKHIX
3HaKiB, 00'€KTIB Ha JOPO3i, TNIAHYBaHHS MAPIIPYTY Ta MPUHHATTS PIlIEHb B peaIbHOMY Yaci.

Menuuni giarnocTuyHi cucremu. Lli cuctemu BuxkopuctoBytots LI 15 ananizy MeauuHux
300paxens (pentred, MPT), maHux mMaIieHTIB Ta HAYKOBUX JIOCIIHPKCHb 3 METOIO JIarHOCTHKH
3aXBOPIOBaHb, IPOTHO3YBAHHS PU3UKIB Ta PO3POOKU MIIaHIB JTiKyBaHHS. BOHUM BUKOPHCTOBYIOTHCS B
paaiosorii, maToJorii, KapioJIoTii Ta IHIIMX METUYHHUX CIIEIIaTbHOCTAX. MOMXIIMBOCTI BKITFOYAIOTh
BUSBIICHHS MATOJIOT1H HA 300payKEHHSX, aHAIII3 TeHETUYHUX JaHUX Ta MPOTHO3yBaHH: e(h)eKTUBHOCTI
JKyBaHHS.

1.4. Camocmiitna poooma cmyoenmie

Tema 1. llndpose cepenoBuine st Hap4aHHsa. CucreMu 00PpOOKH TEKCTOBOI
indopmauii

3aaanns 1: CrBopeHHs Ta GpopMaTyBaHHS JOKYMEHTA
3anannsi: CtBoputu 10KyMeHT "Most aBToO10Tpadis”, BAKOPUCTOBYIOUH Pi3HI
iHCTpyMeHTH (popmaTyBaHHs Word.
Incrpyxkmii:
1. CrBopith HOBUl JoKyMeHT Word.
2. Benith TekcT cBo€l aBToO10rpadii (MiHiMyM 500 ciiB).
3. 3acrocyiite hopmaTyBaHHS J0 TEKCTY:
~ 3aroJyioBKH pi3HUX piBHIB (3arosioBok 1, 3arogoBok 2 TOIIO).
~  Pi3ni mpud Tty ta po3mipu mpudTiB 15 3ar0J0BKIB Ta OCHOBHOTO
TEKCTY.
—  XKupnuii, KypcuB, NIIKPECICHHS.
- BupiBHioBaHHS TeKCTY (110 JIIBOMY Kpato, 10 LEHTPY, MO MPABOMY
Kpato, Mo IIHPHUHI).
~  Cnucku (MapKoBaHi Ta HyMepOBaHi).
—  MixpsiiKoBHil iHTEpBAJL.
- Bigcrynu.
Bcraste 300paxenns (cBoe Goto abo iHIIE 300paKeHH).
CTBOpITH KOJOHTUTYJIH (BEpXHIN Ta HIKHIN). Y BEpXHHOMY
KOJIOHTUTYJI1 pO3MICTITh Ha3BY IOKYMEHTA, y HIKHbOMY — HOMED
CTOPIHKHU.

o s



6.

30epexiTh TOKYMEHT y ¢opmaTi . docx.

Kpurepii oniHioBaHHsA:

[ToBHOTa TekcTy aBTOOiOrpadii.

[IpaBuiibHE BUKOPUCTAHHS CTUIIIB 3aTOJIOBKIB.

Pi3HOMaHITHICT Ta JOPEUYHICTH BUKOPUCTAHOTO (pOpMaTyBaHHSI.
[IpaBuibHE po3MmimieHHs Ta popMaTyBaHHS 300paKeHHS.
HasiBHicTb Ta mpaBuibHEe 0QOPMIICHHS KOJIOHTUTYTIB.
Binnosignicts popmary daitny.

3aBaannsa 2: Podora 3 TabiuusiMu Ta JiarpaMaMu
3apaannsa: CTBOPUTH TAOJIUIIIO 3 JAHUMHM MPO YCHIIIHICTh CTYJICHTIB Ta
noOyayBaTH Ha il OCHOBI Jlarpamy.
Incrpyxkmii:

CtBOpiTh HOBUH AoKyMeHT Word.

CtBopiTh TabnuIo 3 HacTynHUMU cToBrisamu: "[1Ib cTtynenra",
"IIpeamer 1", "IIpeamer 2", "IIpeamer 3", "Cepenniii 6an".
3anoBHITH TAOIUIIO JaHUMU (MiHIMYM 10 CTyZIEHTIB).
OOGuucHiTh cepeHii 0an AJisl KOKHOTO CTYACHTA.
Bindgopmaryiite Tabnuito (Mexl1, 3aJIMBKa, BAPIBHIOBAHHS).
CtBOpITh AlarpaMy (HampuKIaJl, CTOBIYACTY a0O0 JIHIAYATY), 10
BijloOpaxae cepeHii Oaa CTYICHTIB.

Hanamryiite giarpamy (Ha3Ba, MIJMUCH OCEH, JIETeHIA).
30epexiTh JOKYMEHT y ¢opmati . docx.

Kpurepii ouinroBanns:

[IpaBUnBHICT CTBOPEHHS Ta 3aMIOBHEHHS TAOJIHIII.
[IpaBUIBHICTE OOYHMCIICHHS CEPEIHBOTO Oay.
OxaitHe ¢hopMaTyBaHHs TaOJIUII.

[IpaBunpHUi BUOIp THITY JiarpaMu.

[ToBHOTA Ta MPaBUIILHICTh HAJAIITYBAHHS Jllarpamu.
BignosigHicts dhopmaty daiiiy.

3aBaannd 3: BukopucTaHHs ¢cTUIIB Ta A0JI0HIB
3aBaanns: CTBOPUTH 3BIT, BUKOPUCTOBYIOUM CTHIII Ta IA0JIOH TOKYMEHTA.

Incrpyxkumii:

1. CrBopith HOBUM JoKymMeHT Word.

2. CTBOpITH BIIACHUM CTUJIb JJII OCHOBHOTO TEKCTY (HAMPUKIIAJ, MpUpT
Times New Roman, po3mip 12 nT, MixkpsiakoBumii iHTepBai 1.5).

3. CTBOPITH CTHIII JIsI 3aTOJIOBKIB Pi3HUX PiBHIB (3arosioBok 1, 3aromoBok
2 TOII0), BUKOPUCTOBYIOYH Pi3HI MIPUDTH, PO3MIPH Ta KOJIBOPH.

4. CTBOpITH 3BIT Ha OyAb-SIKy TeMy (MIHIMyM 3 CTOPIHKH).

5. 3acrocyiiTe CTBOpEH1 CTHJIL A0 TEKCTY 3BITY.

6. CTBOpITH MA0JIOH JOKYMEHTA Ha OCHOBI CTBOPEHOTO 3BITY.

/. CTBOpITh HOBUI JOKYMEHT Ha OCHOBI CTBOPEHOTIO 11a0JIOHY Ta JIoJaiTe

710 HbOT'O 1€ OJIHY CTOPIHKY TEKCTY.



8.

36epexith 00uaBa ¢aiiau (3BT y popmari . docx, mabdsioH y dopmari
.dotx).

Kpurepii oniHioBaHHA:

[IpaBUIIBbHICTH CTBOPEHHS Ta HANAIITYBAHHS CTUJIIB.
[IpaBuiibHE 3aCTOCYBaHHS CTHIIIB JIO TEKCTY 3BITY.
[IpaBuiibHE CTBOPEHHS I1a0JIOHY TOKYMEHTA.

YcminrHe CTBOPEHHSI HOBOTO JOKyMEHTa Ha OCHOBI IIA0JIOHY.
BinnoBigHicTh popmaris ¢aitiis.

Tema 2. CucremMu Ta01MUHOI 00POOKH JaAHUX

3aBnanns 1: CTBopeHHs Ta0 ML TAa BUKOHAHHSA MPOCTHX 00YHCJICHb
3ananns: CtBopuTH Tabmuiio "bromkeT Ha MicAlb" Ta po3paxyBaTH 3arajibHi
BUTPATH TA 3ATUIIOK.
Incrpyxkmii:

1.
2.

3.

8.

CtBopiTh HOBUM AOKyMeHT Excel.
CTBOpITH TAOJIUILIIO 3 HACTYNHUMU cToBHIsIMU: "Karteropis Burpar",
"[LimanoBa cyma", "®@akTnuHa cyma'.
3anoBHITH Ta0MUIIO0 JaHuMHU (MiHIMyM 10 Karteropiit BUTpar,
Hanpukiaz, "Openaa", "XapuyBanus", "Tpancnopt"”, "Po3Baru" Tomo).
BeniTe popmyy 1Sl po3paxyHKy 3arajibHOI IUTAHOBOI CyMU BUTpAT y
OKpeMmil kiiTuHL1. BukopucroByiite pyHkuio SUM () .
Benite hopmyy uist po3paxyHKy 3arajibHo1l (PaKTHUHOI CYyMH BUTPAT y
oKkpemilt KiTuHIll. BukopucroByiite dyHKIiro SUM () .
Benite dhopmyty utst po3paxyHKy 3JIMIIKY (P13HUIS MIXK TIIIAHOBOIO
Ta (PaKTUYHOIO CyMaMH) y OKpEMiid KJIITHHIII.
Bindgopmaryiite Tabnuirto:

~ 3apaiite rpomoBHil popMart IS CyM.

- JlomaiiTe Mexi TaOIHII].

— BupiBHSITE TEKCT Y KIIITUHKAX.

~ BuKopuCTOBYTE 3a1MBKY AJI 3aTOJOBKIB.
30epexiTh JOKYMEHT y ¢opmari . x1sx.

Kpurepii ouinHroBanus:

[IpaBUNBHICT CTBOPEHHS Ta 3aIIOBHEHHS TAOJIMIII.
[IpaBunbHICTE BUKOPUCTAHHS POPMYIT 7151 OOUMCIICHbD.
Oxatine Ta 3po3ymisie ¢popmaTyBaHHs TabJIHIII.
BignosigHicts hopmaty daiiy.

3aBnanns 2: Bukopucrannsa QpyHKUiil Ta CTBOPEHHS JiarpaMu
3aBpannsi: CTBOpUTH TaOIUINIO 3 pe3yJIbTaTaMH YCHIIIHOCTI CTYACHTIB Ta
noOyayBaTH Ha ii OCHOBI Jlarpamy.
IncTpykuii:

1.

CrtBopiTh HOBUI noKyMeHT Excel.



2. CtBOpiTh TabauI0 3 HacTynmHuMu ctoBmusmu: "I1Ib crynenTa”,
"IIpenmer 1", "IIpenmert 2", "IIpenmer 3", "Cepenniii 6an", "Orminka".
3. 3amoBHITH TaOymIo0 JanuMu (MiHIMYM 10 cTyaeHTiB, omiHku Bix 1 10
100).
4. OOGuHCHITh cepeHiil 0a sl KOKHOTO CTY/ACHTA 3a JOMOMOTOI0
¢ynk1ii AVERAGE ().
5. BuxopuctoBytouu ¢yHkIio IF (), BU3HAUTE OLIHKY I KOXKHOTO
CTYJIEHTa 32 HACTYTHOIO IIKaJIOK0:
= 90-100 — "Bigmiguo"
= 75-89 — "JToGpe"
= 60-74 — "3agoBUILHO"
= 0-59 — "HeszanoBinpHO"
6. CtBOpiTh Jlarpamy (HampuKiIaa, CTOBIYACTY a00 KPYTroBY), 1110
BiJI0Opaxka€ poO3MOJIiT OIIHOK CTY/ICHTIB.
/. Hanamryiite miarpamy:
- JlonaliTe Ha3By Aiarpamu.
~ JlomaiiTe mianmucH JaHUX.
- Hanamryiite nerenny.
8. 30epexiTh TOKyMEHT y popmarti . x1sx.
Kpurepii ouinroBanus:
— IIpaBuibHICTH CTBOPEHHS Ta 3a1IOBHEHHS TAOJIHIII.
— IIpaBunbHICTH BUKOpUCTAaHHA (QYHKIIN AVERAGE () T1a IF ().
— IlpaBunbHuUl BUOIp THUITY AlarpaMu.
— lloBHOTa Ta MpaBUJIBHICTH HANAIITYBAHHA J[larPAMH.
— BignosigHicTs popmaty daiiny.

3aBnanns 3: Po6ora 3 pisibTpamu Ta COPTYBAaHHAM
3aBnanns: [IpoananizyBatu gaHi Ipo mpojaxi TOBapiB, BAKOPUCTOBYIOUN
(b1IBTpH Ta COPTYBAHHS.
Incrpyxkmii:
1. CrBopith HOBUl JoKyMeHT Excel.
2. CTBOpITH TAOMHUIIIO 3 HACTYMHUMH cTOBIIsIMU: "HasBa ToBapy",
"Kareropis", "Kinbkicth npoganux oauHuie", "llina 3a oguHuiio",
"IlaTa mpoaaxy", "Perion npogaxy".
3. 3amnoBHITH TAOIMIIO JaHUMU (MiHIMYM 20 3aMKCiB, TOBAPHU PI3HUX
KaTeropiii, pi3Hi JaTH Ta PETIOHH).
4. BiacopTyiTe TaOIMIO 3a KUIBKICTIO TTPOJIAaHUX OJUHUILIb Y CIIaIHOMY
MOPSIIIKY.
5. 3acrocyiite GiIbTp, M00 BiAOOPA3UTH TIIHKU MPOJIaXi TOBAPIiB MEBHOT
Kareropii (Ha Bail BUOID).
6. 3actocyiiTe GiITBTp, 100 B1IOOPA3UTH MPOAXK] 3a IEBHUMN TIEPi0]T Yacy
(1a Bam BUOIp).
7. 3actocyiiTe GuIBTp, 00 B1IOOPA3UTH NIPOJAKi B IEBHOMY perioHi (Ha
BaIl BUOIP).



8.

9.

[TokaxiTk, IK MO’KHA 3aCTOCYBATH KiJIbKa (IBTPIB OJJHOYACHO
(HampuKIaa, IpoAaki TOBapiB MEBHOT KaTEropii B IEBHOMY pPErioHi).
30epexiTh JOKYMEHT Yy ¢opmarti . x1sx.

Kpwurepii oninoBanus:

[IpaBMIIbHICTH CTBOPEHHS Ta 3aTIOBHEHHS TaOIUII.
[IpaBuiibHE 3aCTOCYBaHHS COPTYBaHHS.
[IpaBuibHE 3acTOCYBaHHS (DUTBTPIB.

Bwminns koMOiHyBaTH (PUIBTPH.

Bignosignicts hopmaty daiiiy.

3aBnannsa 4: BukopucTaHHs 3BeleHUX TA0IMIb
3aBaannsa: CTBOPUTHU 3BEJICHY TAOIMITIO JIJIsl aHAJI3Y JIAaHUX PO MPOJIAXKI.
Incrpyxkmii:

1.

2.

5.
6.

BuxopucroByiite gani 3 3aBganss 3 (a00 CTBOPITH HOBY TAOJIHIIO 3
aHAJIOTIYHUMU JTAHUMH).
CTBOpITH 3BEICHY Ta0JINIIIO, SIKA B1IOOpakae 3araibHy KUIbKICTh
MPOJAHUX OJMHUIH Ta 3arajbHy CyMYy MPOAaXiB U KOXKHOI KaTeropii
TOBapy.
CTBOpITH 3BEICHY TaOJINIIIO, SIKA B1I0OpaXkae 3arajibHy CyMy MPOJAXKIB
JUTSL KOSKHOTO PET10HY 32 KOXKEH MICSALb.
Hanamrylite 3BeaeH1 Tabauui:

~  3MiHITh opMaT yucen.

- JlonaiiTe miaCyMKH.

~  3MIHITh MaKeT 3BITY.
CTBOpITH 3BEICHY JiarpaMy Ha OCHOBI1 OJHIET 31 3BEJICHUX TAOJHIIb.
30epexiTh JOKYMEHT y ¢opmarti . x1sx.

Kpurepii ouiHroBanns:

[IpaBuiibHE CTBOPEHHS 3BEICHUX TaOJIHUIIb.

[IpaBunpHU BUOIp MOJIB JJIsl PAJIKIB, CTOBIIIIB Ta 3HAYEHb.
[IpaBuibHE HANMAIITYBaHHS 3BEACHUX TaOJHIIb.

CTBOpEHHS BIJIMOBIIHOT 3BE/ICHOI AlarpaMu.

BianosinHicTs popMmaty daiiny.

Tema 3. TexHoJiorii cTBOpeHHs Npe3eHTaNiil Ta uMPpPoBi cepBicu

3aBaanns 1: CTBOpeHHs Npe3eHTAalll HA 32/1aHy TeMY 3 BUKOPUCTAHHSAM PIi3HUX
THUIIB CJAAIB Ta MyJIbTUMEIilIHUX eJIEMEHTIB.
Tema: (CtyneHT oOMpae TeMy Mpe3eHTallii Ha BIACHHUHA PO3CYI).

IncTpykuii:

1. CrBoputu npesenrauniro PowerPoint Ha oOpany Temy, o6csirom 8-12
CJIaWiB.

2. Buxopucratu pi3Hi MakeTu ciaiiaiB (Hanpukian, "TutynsHuUi cnain'”,
"3arosioBok 1 TekcT", "3aronoBok po3ainy", "IBa 00'ektu", "IlopoxHiii
cnanng").

3. BxirouyuTu B npe3eHTallil0 HACTYITHI €JIEMEHTH:



4.
5.

— TekcT (3aroJIoBKM, OCHOBHUN TEKCT, MIMUCU JI0 300paKEeHb ).
- 3o0paxenHs (MiHIMYM 3 SIKICHUX 300paskeHHs, peJIeBaHTHUX
TeMi).
- Jiarpamy (rpadik, croBmyacrta giarpama, Kpyrona jaiarpama —
3aJIC)KHO BiJ TEMH).
~  Tabnuto (3a moTpedn).
— AmniMariro (TU1aBHA MOSBA TEKCTY, BUIIJICHHS KITFOUOBUX
€JICMEHTIB).
— Ilepexoau mix craiigamu (BUKOPUCTOBYBATH P13HI TUIH
NIEPEeXO/IiB, aJie HEe 37I0BKUBATH HIUMH).
— T'inepnocunanus (Ha 30BHIIIHI BeO-pecypcH, 10 MATBEPIKYIOTh
iH(opMariito B mpe3eHTariii).
OdopmuTH npe3eHTaIliI0 B €IUHOMY CTUJI (IIpUdTH, KOIBOPH, HOH).
36epertu npe3eHTaIo y gpopmari . pptx.

Kpurepii ouinroBanus:

IToBHOTA PO3KPUTTSA TEMH.

JloriyHa cTpyKTypa npe3eHTarli.

[IpaBunbHE BUKOPUCTAHHS PI3HUX MAKETIB CJIANIIB.
HasBHICTB Ta SIKICTb MYJBTUMEIIMHUX €IIEMEHTIB.
PiBeHb BUKOpPUCTAHHS aHIMAIIil Ta IEPEXO/IIB.
HasaBHICTh Ta KOPEKTHICTH T1EPIOCUIIAHb.
Ecretnunuii BUTIISIT Ta €IUHUA CTHIIB O(POPMIICHHS.
Bianosinnicts Gpopmaty daitty.

3aBnanna 2: CTBOpeHHS iHTEPAaKTUBHOI NPe3eHTalil 3 BAKOPUCTAHHAM KHOINOK
Jiil Ta TPUTeEPIB.
Tema: "Biktopuna" abo "Tect Ha 3HanHs [0Opana Tema]". (Hanpukinan,
"Bikropuna 3 ictopii Ykpainu", "Tect Ha 3HaHHS MPaBHII JOPOKHBOTO pyXy").
Incrpyxkuii:

1.

2.

CrtBoputu npezenTanito PowerPoint, 1110 MiCTUTh IHTEpaKTUBHY
BIKTOPUHY a00 TECT.
KokeH cnaii MOBUHEH MICTUTH OJHE MUTAHHS Ta K1JIbKa BaplaHTIB
BIIITOBI/II.
Bukopucratu KHONIKM JTi 17151 IEPEX0ay MIXK ClIaiilaMHu:
— Ilpu HaTrckaHHI HA IPABUJIBHY BIAMOBIIb — IEPEXIJT HA
HACTYIHUW CJIai] 3 MO3UTUBHUM KOMEHTAPEM.
~ Ilpu HaTuCcKaHHI HA HEMPABWIHHY BIAMOBIIb — TIEPEXIJ] HA CIIANT 3
MOSICHEHHSIM TTOMUJIKY Ta MOKJIUBICTIO IOBEPHYTHUCS JI0 MUTAHHS.
3a OakaHHSM, BUKOPHUCTOBYBATH TPUTEPH JIJIsI aHIMAIII] €JIEMEHTIB Ha
craiini (HarpuKiad, MosiBa KOMEHTaps Miciisi BUOOPY BiJIMOBII1).
CTBOpUTH TUTYJILHUH Claii] 3 HA3BOIO BIKTOPUHU/TECTY Ta IHCTPYKIIIEIO
TSl KOPUCTYyBaya.
CtBopuTH Q1HANBHUHN CHail 3 pe3yJabTaTaMu (KUIbKICTh MPAaBUIBHUX
BIJIMOBIICH).
Odopmutu npe3eHTallio B 3p03yMiJIOMy Ta MPUBAOJIMBOMY CTHIIL.



8. 30epertu nmpe3eHTarlito y popMmari . ppsx (mokas ciaiaiB PowerPoint),

100 Mpe3eHTallisl BIIKpUBaiacs o/pa3y B peKUMI ITOKa3y CIAIiB.
Kpwurepii ouinoBanus:

— YiTkicTh (OpMyIIIOBaHHS MUTAHb Ta BIAMOBIICH.

— TlpaBUnBHICTH BUKOPUCTAHHS KHOTIOK Ji¥ JIs1 HaBiraiii.

— Jlorika mepexoay Mix ciaiiiamMmu 3ajeXHO BiJ] BUOOPY BIAMOBIII.

— HasBHicTh Ta JOpEUHICTh BUKOPUCTAHHS TPUTEPIB (32 HAIBHOCTI).

— 3py4HICTh KOPUCTYBAHHS Ta 3pO3YMUIICTh IHTEp(EHCY.

— Ecrernunuii BUTIISI Ipe3eHTAITI].

— BignosigHicts dhopmaty daiiiy.

3aBnannsa 3: AHAJI3 Ta NOPiBHAHHSA 32C00IB IITYYHOI 0 IHTEJICKTY AJIsl FeHepaii
TEKCTY Ta 300paskeHb.

Meta: O3naiiomutucs 3 pisaumu 3acobamu LI 15 reneparrii Tekcty Ta 300pakeHb,
MOPIBHATH X MOKJIUBOCTI, IIEpPEeBaru Ta HEJOJIIKH, a TAKOXK OI[IHUTH 1X IMOTEHIN AT
JUTsl BAKOPUCTAHHS Y PI3HHUX cepax.

Incrpykumii:

1. Buo6ip incrpymenTiB: O0epiTh 11 aHami3y moHaiimene Tpu 3acoou I nms
re”epauii rekcty (Hanpukiag, ChatGPT, Bard, Llama) Ta tTpu 3aco6u LI nns
reHepailii 300paxensp (Hanpukian, DALL-E 2, Midjourney, Stable Diffusion).
Mo>kHa BUKOPHCTOBYBATH O€3KOIITOBHI Bepcii ab0 1eMO-A0CTYIIH, SIKILO
MOBH1 BepCii TUIaTHI.

2. I'eHnepauisi KOHTEHTY:

Texer: 151 KO)KHOTO TEKCTOBOTO IHCTPYMEHTY 3T€HEPYHTE TEKCTH Ha TpU
pi3HI TeMH (HaIPUKJIIA, ONMC HAYKOBOT KOHIIEMIT, KOPOTKA 1CTOPIs, BIPII).
CnpoOyiiTe 3a1aBaTH Pi3HI CTHII Ta TOHAJIBHOCTI.

3o0paxkenHsi: [jis KO>)KHOTO TpadigHOTO IHCTPYMEHTY 3T€HEpPYyUTE
300pa)k€HHs 3a TPhOMa PI3HUMHU TEKCTOBUMHU 3aIUTaMU (HAIPUKJIIA],
"KOCMIYHUNA KOpabelb y CTHIII IMIPeCioHI3MYy", "KIT, 1110 rpa€ Ha MiaHiHO",
"abcTpakTHA KOMIO3ULIA 3 reomeTpuuHux ¢iryp"). CnpoOyiite
BUKOPHCTOBYBATHU CKJIQJ(HI Ta JAE€TAJbHI OITUCH.

3. AHaJi3 Ta nopiBHsiHHsA: [IpoBeaiTh aHaNI3 3reHEPOBAHOTO KOHTEHTY Ta
NOpIBHANTE 00paHi IHCTPYMEHTH 32 HACTYITHUMU KPUTEPISIMU:

SAxicTh resepaunii: OLiHITH peaNiCTUYHICTD, 3B'SI3HICTh, TPAMATUYHY
MPaBUJIBHICTD (U1 TEKCTY) Ta XyAO0XKHIO IHHICTH (IIJ1s1 300paKeHb ).
IIBuakicTs renepaiii: [TopiBHslTE Yac, HEOOX1THHUM I reHepalii
KOHTEHTY P13HUMH IHCTPYMEHTaMHU.

3pyuHicTs Bukopuctanas: O1iHiTh 1HTEpdEic, TPOCTOTY HANAMITYBaHb
Ta JIOCTYIHICTh IHCTPYMEHTIB.

MoxanBocti HanamTyBanHs: [lopiBHSANTE MOXKIMBOCTI HAJIAIITYBAHHS
CTHJIIO, TOHAJILHOCTI, IeTajel Ta IHIIKX MapaMeTpiB reHeparii.
OO0mexeHHs1 Ta HeoJiKK: BuzHaute 0OMeKeHHS KOKHOTO 1THCTPYMEHTY,
TakKi sIK MOXKJIMB1 IOMUJIKH, YIIEPEIKEHHs, 0OOMEKEHHS Ha KUIbKICTh
reHeparliii abo BUKOPUCTaHHS NMEBHUX (YHKITIH.



4. CrtBopenHs 3Bity: [linroryiite 3BiT, B SIKOMY OMUIIITh PE3yIbTAaTH BAIIOTO
aHaI3y Ta MOPIBHSHHS. 3BIT MOBUHEH MICTUTH:
Beryn: Kopotkuii orisin TeMu Ta MeTta poOOTH.
Onuc o0panux inctpymeHTiB: KopoTKuii onmuc K0>KHOTO IHCTPYMEHTY,
Horo po3poOHMKa Ta OCHOBHI (DYHKIII].
PesyabTaTu resepanii: [Ipukinaayu 3reHepoOBaHOTO TEKCTY Ta 300paKeHb 3
KOMEHTAPSIMHU IOJI0 1X SIKOCTI.
IopiBHsiibHA Tabauus: Tabnuis, B K1l MOPIBHIOIOTHCS IHCTPYMEHTH 3a
BU3HAYCHUMH KPUTEPISIMH.
BucHoBKu: 3aranbHi BUCHOBKH II0JI0 MOXJIMBOCTEH Ta 0OMEXEHb PI3HUX
3aco0iB I gys reHepartii TeKCTy Ta 300pakeHb, a TAKOXK 1X MOTEHIlIHHE
BUKOPHUCTAHHS B pi3HUX cdepax (HanmpuKIIal, OCBITa, MAPKETHHT,
MHUCTEITBO).
5. Ilpe3enranis (3a 6axkanuam): [linrotyiite KOpoTKy npe3enraiito (5-7
Clai/1iB) Ha OCHOBI BAIIOTO 3BITY.
Kpurepii ouinroBanHs:
IHoBHOTA NOCaiTKeHHs1: KiNbKICTh Ta PI3HOMaHITHICTD IPOAHAII30BAaHUX
1HCTPYMEHTIB.
AxicTs anaguizy: JletanbHuii Ta 00'€eKTUBHUMN aHaJ13 3reHEPOBAHOIO KOHTEHTY Ta
MOPIBHSHHSA IHCTPYMEHTIB 32 BU3HAYEHUMHU KPUTEPISIMHU.
Ctpykrypa Ta opopmieHHs 3Bity: Jloriuda cTpyKkTypa, 4iTKi (HopMyItOBaHHS,
HasIBHICTH TaOJUIh Ta BI3yallbHUX MaTepialliB (3reHepOBaH1 300pasKeHHS ).
I'muéuna BucCHOBKIB: OOrpyHTOBaHI BUCHOBKH 11010 MOYKJIMBOCTEH Ta
oOMesxeHb pi3HuX 3ac0o0iB LI Ta X MOTEHIIHHOTO BUKOPUCTAHHS.
(s mpe3enTanii): YiTKiCTh Ta 3p03yMUTICTh MPE3EHTAIIl1, JIOT1YHA CTPYKTYpa,
BUKOPHUCTAHHS Bi3yaJIbHUX MaTepiaiB.

1.5. Inoueioyanwvni 3a60annus

[HauBigyanbHl 3aBAaHHS mependavaroTbes y QopMi Mpe3eHTauid. 3aBaaHHS
OOUpaAEThCS CTYIEHTOM Ha IOYATKYy CEMECTPY 1 BHUKOHYEThCS 3a YCTaJC€HUMU
BHUMOTAMH.

1.5.1. OcHosHi sumocu 00 npezenmayiil 015 iHOUBIOYAIbLHO20 3A80AHHS.

Bumoru 10 3MiCTOBOI YaCTHHM:

3MICT mpe3eHTallii MOBUHEH YITKO BIAMOBIAATH 3a/JaHii TeMl 1HIAMBIAYaTbHOTO
3aBlaHHs. TeMa MoBMHHA OyTH pO3KpUTa MOBHO Ta BCEOIUHO, 3 ypaxXyBaHHIM yCIX
KIIFOYOBHUX acmekTiB. [Ipe3eHTallis MOBMHHA MaTH YITKY Ta JIOTIYHY CTPYKTYpY 3
MOCJIIJIOBHUM BUKJIAJICHHAM Matepiany. PekoMeHyeThCsl JOTpUMYBATUC HACTYITHOT
CXEMHU:

Turyneauit cnana: Hasa temu, I1Ib cTyaeHTa, Ha3Ba HABYAIBHOIO 3aKjany,
(bakynbTeT, rpyna, aara.

Beryn: KopoTkuii onvc TeMu Ta 1i akTyallbHOCTI, 3MICT MPe3eHTAIlIi.



OcHOBHa 4YacTMHa (TEOPETUYHI OCHOBH, aHali3, pe3yiabTartu): Po3KpuTTA
OCHOBHUX TIOJIOKEHb TEMHU, aHAI3 TaHUX (32 HAsIBHOCTI1), MPEACTABICHHS OTPUMaHUX
pe3yIIbTaTiB.

BucnoBku: KopoTkuii miICyMOK OCHOBHHX pE3yJbTaTiB Ta BUCHOBKH, IO
BUIUIMBAIOTH 3 TIPOBEJCHOTO JOCIIKEHHSI.

Crnncok BUKOpHCTaHUX kepeln: [lepenik BukopucTaHux mkepen iHdopmaiii,
odopmieHn# 3riAHO 3 BUMOTaMu 010110rpadiqHOro OMuUCy.

Bukopucrana iHdopmariis TOBMHHA OYTH aKTyaJlbHOIO, JOCTOBIPHOIO Ta
HiATBEP/PKEHOI0 aBTOPUTETHUMHU JKepesnaMu. TeKcT Ha ciaiiiax MoBUHEH OyTu
KOPOTKUM, JJAKOHIYHUM Ta 3pO3yMUIMM. YHUKaNTEe CKJIAJHUX PEYeHb Ta HAIMIPHOTO
BUKOPHUCTaHHS TepMiHIB. KOXeH ciaill NOBUHEH MICTUTH OAHY OCHOBHY JYMKY a00
inero. IlpeseHTalliss MoBMHHA JEMOHCTPYBATH CAMOCTIMHY pOOOTY CTyJE€HTa Ta
MICTUTH MOT0 BJIAaCHI JyMKH Ta BUCHOBKHU.

Bumoru 10 opopmiieHHs:

VYci cnaiiay noBUHHI OyTH O(POPMIIEH] B EAMHOMY CTHJI1, 3 BAKOPUCTAHHSM OJTHUX
1 TUX e MpUPTIB, KOJBOPIB Ta (POHY.

@DoH cnaii/liB MOBUHEH OYTHU HEUTpPaJIbHUM Ta HE BIABOJIIKATH YBAry BiJ 3MICTY.
PexkoMeHy€eThCS BUKOPUCTOBYBATH CBITII TOHH 3 TEMHHUM TEKCTOM ab0O HaBIIaKH.
Bapto BUKOpPUCTOBYBAaTH OOMEXEHY KUIBKICTh KOJBOPIB (2-3 OCHOBHUX Ta JEKUIbKa
JIOIATKOBUX) SIK1 TAPMOHINHO OETHYIOTHCA M1 COOOI0.

PekoMeH/10BaHO BUKOPUCTOBYBATH 4YiTKI Ta 4yuTaOenbHI mpudtu 06e3 3ailBux
JEKOpaTUBHUX ejeMeHTiB (Hampukian, Arial, Calibri, Times New Roman). Po3mip
mpudTy TMOBUHEH OyTH JOCTaTHIM MJig YUTaHHSA 3 OyAb-SKOi TOYKH ayJIuTOpii
(peKOMEHI0BaHO ISl 3aroJIOBKIB — HE MeHIIEe 24 T, IS OCHOBHOTO TEKCTY — HE
MeHiie 18 or).

Bapro nonaBatu rpadiku, niarpamu, Ta0JnIll, CXEMH Ta 1HIII Bi3yajibHI €IEMEHTH
JUTSL KpAILOTO COPUMHSTTS Ta 3amam'sToByBaHHsS iH(Gopmarii. Bizyanizauii nmoBUHHI
OyTH 4ITKUMH, 3pO3yMUIMMHU Ta N1JIUCAHUMU. 300paKeHHS MatOTh OyTH SIKICHUMH Ta
3 BUCOKOIO PO3JILTBHOIO 3/1aTHICTIO, BOHM MAIOTh BIJMOBIJATH 3MICTY IIPE3EHTAILll].

AHiMallisi Ta TMepexoAu MDK cllaiilaMu  MaroTh OyTH TMOMIPDHUMHU Ta
BUKOPUCTOBYBAaTUCA 3 METOI0 MIJKPECICHHS BaXJIMBUX MOMEHTIB. HeoOxigHo
YHUKATH HaIMIPHOTO BUKOPUCTAHHS crieledeKTiB, 0 MOKYTh BiIBOJIIKATH yBary.

EnemenTn Ha cnaiini moBMHHI OyTHM pO3MIllIEHI JIOTIYHO Ta 30aJIaHCOBAHO, 3
JIOCTaTHhOKO KIJTBKICTIO BUTBHOTO MPOCTOpPY. TEeKCT Ha craijgax MOBHUHEH OyTH 0e3
opdorpadgiyHuX Ta MyHKTyaI[IHHUX TTOMUJIOK.

1.5.2. Temu npezenmayiii 015 iHOUBIOYANbHO2O 3ABOAHHS

1. Ictopist pO3BUTKY TEKCTOBHX PEIAKTOPIB Ta XHIM BIUIMB Ha Cy4acHI CTaHJIAPTH
JIOKyMEHTOOOITY.

2. Tunorpadika ik MUCTEUTBO OPOPMIIEHHS TEKCTY: MPUHLIUIN YUTAOEIBHOCTI Ta

€CTETHUKH.

[TopiBHSAIBHUN aHANI3 PI3HUX CUCTEM (OPMATYBAHHS TEKCTY.

4, Tlcuxosnorisi CHPUUHATTS TEKCTY: BIUIMB MIPUTIB, PO3MIPY, KOJIBOPY Ta
1HTEepBaJIIB HA YUTAOCIIBHICTb.

w
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ABTomaTu3zarllis popmaryBaHHs a03aIliB 3a JOMIOMOIOI0 CTUJIIB Ta MAaKpPOCIB.

6. IlpuHuunu cTBOpeHHS €()EeKTHMBHOIO MaKeTy JOKYMEHTa /JIsi PI3HUX THIIIB
nyOikamii (KHUTY, CTaTTi, OpoIIypH).

7. BukopucTtanHsa m1abJoHIB Ta MalCTPIB ISl IIBUKOTO CTBOPEHHS TOKYMEHTIB

npodeciiHOrO BUTIISAY.

CTBOpEHHS BIACHUX CTHJIIB TEKCTY Ta iX 3aCTOCYBaHHS.

Oco0MBOCTI BEPCTKU JOKYMEHTIB /17151 BeO-TyOumiKallii Ta ApyKy: MOPIBHAIbHUN

aHami3.

10.JIoCTyNHICT,  TEKCTOBMX JOKYMEHTIB JUIs JIIOJe 3  OOMEXEHUMHU
MO>KJIMBOCTSIMM: peKOMEH1allli 111010 (opMaTyBaHHS.

11.CtBopenHs Ta ¢hopMaTyBaHHs OAraTOpiBHEBUX CIUCKIB: MPAKTUYHI MPUKIAANA
BUKOPHUCTAHHS.

12.BukopuctanHs TaOauIlb JJId Bi3yamizamii JaHux: eGeKTUBHI METOIU Ta
TIPUKIIA]IH.

13.IMmopT Ta €KCHOPT TAOMMYHUX JAHUX MK PI3HUMHU (HopMaTaMu.

14.CtBOpeHHsl CKJIAgHUX TaOMUIb 3 BUKOPHUCTAHHAM (GopMyd Ta (QYHKUIA B
TEKCTOBOMY PEIAKTOPI.

15.ABTOMaTHYHA TeHepaulid 3MICTy Ta NOKaXYHMKIB Ha OCHOBI CTPYKTypH
JIOKYMEHTA.

16.0ntumizariss 300pakeHb JUIsi BUKOPUCTAHHS B TEKCTOBHUX JIOKyMEHTAaXx:
dbopmatu, po3MipH, po3/IITIbHA 3aTHICTb.

17.BukopuctaHHsi BEKTOPHOI rpadikd y TEKCTOBHX pPENAKTOpax: IMepeBaru Ta
MO>KJIUBOCTI.

18.CtBOpeHHsI cxeM Ta JiarpaM 3 BUKOPHCTaHHSIM BOYJOBAaHHX I1HCTPYMEHTIB
TEKCTOBOT'O pEAAaKTOpa.

19.BrnuB Bi3yalIbHUX €JIEMEHTIB Ha CIIPUMHATTS TEKCTOBOT 1H(hOpMAIIii.

20.ABTOpCHKE MPaBO Ta BUKOPUCTAHHS 300pa)KeHb Yy JOKYMEHTaX: FOPHIWYHI
aCTIeKTH.

21.CninpHa pobota Han nokymeHnTamu B Word 365: iHCTpyMEHTH Ta MOKJIMBOCTI
JIJIs KOMAaHIHOI pOOOTH.

22 . XwmapHe 30epiranHs Ta CHHXpOHi3aIlis 1oKyMeHTiB B Microsoft 365: 6e3mneka ta
JOCTYITHICTb.

23.Bukopucranis MoOutbHUX nojatkiB Word s penaryBaHHs JOKYMEHTIB Ha
PI3HHUX TIPUCTPOSIX.

24 Tnterpamis Word 365 3 immmmu cepBicamu Microsoft 365 (OneDrive,
SharePoint, Teams).

25.ABTOMaTH3allis TOKyMEHTOoO0OIry 3a fqornomoror Word 365.

26.EdhexTnBHE BUKOPUCTAHHS apec KOMIpOK (B1IHOCH1, aDCOJIOTHI, 3MIIIaH1) JIs
CTBOPEHHS CKJIagHUX (HopMyI.

27.AHani3 Ta 00poOKa TaHUX 3a AOMOMOTO0 (UIBTPIB Ta COPTYBAHHS: MPAKTHUYHI
MIPUKJIATU 3aCTOCYBaHHS.

28.3actocyBanns goriyaux ¢pyHkuii (IF, AND, OR, NOT) nns ananizy gaHux ta
aBTOMaTH3allli 00YHCIIEHb.

29.Bukopucranss GpinaHcoBUX (GYHKINH I aHAJ13y 1HBECTHIIIN Ta KPEUTYBaHHS:

MPaKTUYHI TPUKITAIH.
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30.CTBOpeHHS 1HTEpaKTUBHUX JllarpaM Ta AAmOOopAiB i Bizyasizallli JaHuX Ta
OPUMHATTS PIILICHb.

31.AHami3 JaHUX 3a JOMOMOTOI0 3BEJACHUX TaOJNHIh Ta 3BEICHHUX Jiarpam:
MPAaKTUYHI IPUKJIAIU 3aCTOCYBAHHS B PI3HUX Tally3sX.

32.CTBOpEeHHS I1HTEPAaKTUBHUX MpPE3CHTAIlll 3 BUKOPUCTAHHSIM TiNEPIIOCHIIAHb,
KHOTIOK JIii Ta TPUTEPIB.

33.Crparerii edexTtuBHOrO mnomyKy iHdopmaiii B I[HTepHETI: BUKOpUCTaHHS
MIOITYKOBUX OTIEpaTOpiB Ta (MIIBTPIB.

34.BriiuB  MITy4HOrO 1HTEJIEKTY Ha CcydacHi 1HQoOpMaIliiiHi TexXHOoJorii Ta
MIEPCTICKTHBH PO3BUTKY.

1.6. Iliocymkosuit KonmpoJiv

[TincyMKOBHIA 3aJ1IKOBUN CEMECTPOBUI KOHTPOJIb IPOBOAUTHCS y BUTJISAAL 3AMIKY
3 BUKOHAHHSIM CTYJICHTaMU MPAaKTUYHUX 3aBAaHb Ha KoM toTepi. OI[iHKa 3HaHb Ta
MPAaKTUYHUX HABUYOK MpPH MPOBEACHHI 3aJI1KOBOIO KOHTPOJIIO MPOBOJUTHCA 32
pe3yibTaTaMy BHKOHAHHS CTYJACHTAMH NPAKTUYHOI POOOTH, sIKa OXOIUTIOE YBECH
Marepiai, o BUBYABCS YIIPOJOBXK CEMECTPY.

1.6.1. [lumanns 013 nio2omoexku 00 3aniKy

Sx1 ocHOBHI (DyHKIIIT TEKCTOBOrO peJakropa?

OnunriTe OCHOBHI MapaMeTpu ¢GopMaTyBaHHs MIPUPTY.

o Take MDKPSAKOBUM 1HTEPBAJ Ta K HOTO HAJIAIITYBATH?
SIki iCHYIOTh BUIM BUPIBHIOBAHHS TEKCTY?

Sk cTBOpUTH BiACTYM ab3airy?

o Take TaOyJsIlisl Ta K 11 BUKOPUCTOBYBATH?

OnunriTe TOHATTS "CTUIR" Y TEKCTOBOMY PEIAaKTOPI.

SIk1 mepeBaru BUKOPUCTAHHS CTUIIIB NIEpesl pyuyHUM (popmMaTyBaHHAM?
. SIK CTBOpPUTH Ta 3MIHUTH CTHJIb a03aIry?

10 SIk1 1cHYIOTh NpaBuUiia HAOOPY TEKCTY (PO3A1IOBI 3HAKU, IPOOiIH)?
11.1{o Take MakeT TOKyMEHTa Ta SIK1 KO0 OCHOBHI1 €JIEMEHTH?
12. 5k HanmamTyBaTH pO3MipH CTOPIHKH Ta MO ?

13.1I{o Take KOJOHTUTYJIU Ta SIK iX CTBOPUTHU?

14 5k po3AUTMTH AOKYMEHT Ha PO3ALIN?

15.5Ix cTBOpUTH HyMEpaIlito CTOPIHOK?

16.5Ik1 iICHYIOTb THUIIA PO3PUBIB CTOPIHOK?

17.5Ix BUKOPUCTOBYBATH KOJIOHKH B TEKCTOBOMY JIOKYMEHTI?
18.111o Take m1abJoOH JOKYMEHTa Ta SIK HOro CTBOPUTH?

19.51k 3acTocyBaTH CTUJIb IO TEKCTY?

20.51k 3MIHUTH ICHYIOUUI CTUIIB?

21.51x cTBOPUTH MapKOBAHUI CIHCOK?

22 .51k cTBOPUTH HYMEpPOBaHUMN CITUCOK?

23. 51k cTBOpUTH OGaraTopiBHEBUI CITHCOK?

24 .51k cTBOpUTH TaOJIUIFO B TEKCTOBOMY PEIaKTOP1?

CoNoaRrwdE



25.51k ¢popmatyBatu TabauIll (MEXi, 3aIMBKa, BUPIBHIOBAHHS)?

26.51x BCTaBUTH 300pa>KEHHS B TEKCTOBHM TOKYMEHT?

27 .51k 3MIHUTH pO3MIp Ta MOJIOKEHHS 300paKeHHS?

28.51x1 Tvnu 00TiIKaHHS TEKCTY 300pakKeHHS ICHYIOTh?

29.51k BcTaBUTH (Pirypy B TEKCTOBUN JOKYMEHT?

30.51x dopmatyBatu irypu (3anuBKa, KOHTYp, €heKTn)?

31.51x1 nepeBaru Bukopuctanus Word 365 mopiBHIHO 3 JOKAJIBHOIO BEPCIEIO
Word?

32.51k cniapHO TpalroBaTy Haj JoKkyMeHToM B Word 3657

33.11o take OneDrive Ta six #ioro BukopucroByBaTtu 3 Word 365?

34. 4k 30epiraTu Ta BigKpuBatu JokymeHTH B Word 3657

35.51k1 MOXKIIMBOCTI pelleH3yBaHHS Ta BIJCTEXEHHsI 3MiH jocTynHi B Word 3657

36.111o Take KoMipKa, CTOBIEIL Ta PAIOK B €ICKTPOHHIM TaOIuUII1?

37.5Iki1 icHy10Th TUTIK naHuX B Excel?

38.11o Take BimHOCHA, a0COJIOTHA Ta 3MiIlIaHa ajpecallis KOMipok?

39.51k ctBopuTH mpocty Gopmyny B Excel?

40.51x BindinpTpyBaTH Ta BifcopTyBaTh naHi B Excel?

41.51k1 ocHOBHI J0or14H1 (PyHKIII iICHYIOTh B Excel?

42.51x BUKOpPHUCTOBYBATH (PYHKIIO I F sl CTBOPEHHS YMOBHUX OOUMCIICHD?

43.51x BUKOpPHUCTOBYBATH BKJIaieH! QyHKIT I F?

44 $ki ocHOBHI (piHaHCOB1 QyHKUIT ICHYIOTH B Excel?

45.]151s1 40TO BUKOPUCTOBYETHCS (PYHKITisT PMT?

46.51xi Tunm niarpam icHyroTh B Excel?

47 .5k crBoputu aiarpamy B Excel?

48.5k nanamtyBaTH aiarpamy (Ha3Ba, TIAMUCH OCEH, JIereHa)?

49.11o Take 3BeeHA TAOJIUIIA Ta JJISI YOIO BOHA BUKOPHUCTOBYETHCS?

50.4x ctBopuTH 3Beneny Tabnuito B Excel?

51.4xi ocnoBH1 (yHkIii nporpamu PowerPoint?

52. 51k momatu a”HiMaIro 10 00'ekTa Ha cianmi?

53.4ki iICHYIOTh TUIH aHIMAI[IHHUX €PEKTIB?

54 .5k HanmamTyBaTH MEPEXO]IM MIXK clagamu?

55. Ik CTBOPUTH TiNEpIIOCUIIAHHS Ta KHOMKM A1l B PowerPoint?

56. k1 OCHOBHI MIPUHIIUIIY TOLIYKY B IHTEPHETI?

57.5ki icHyroTh onieparopu nomyky B Google (", -, site:, filetype:)?

58. 4k BUKOpHUCTOBYBATH po3lIMpeHuii momyk B Google?

59.11lo Take mouryk 3a 300paskeHHIM?

60.51k o1iHUTH AOCTOBIPHICTH 1H(pOPMAaIlii, 3HAWIEHOT B IHTEpPHETI?

61.51xi ocHOBHI cdhepu 3aCTOCYBaHHS MITYYHOTO 1HTEJICKTY?

62.HaBeniTh mpuKiIagu KOHKPETHUX 3aCO01IB MITYYHOTO 1HTEIEKTY.

63.51ki eTHYH1 TUTAHHS TOB'A3aH1 3 PO3BUTKOM Ta BUKOPUCTAHHSM IITYYHOTO
THTEJICKTY?

1.6.2. IIpuknao 3anikoeo2o binemy

1. [Ilo Take BiIHOCHA, aOCOIIOTHA Ta 3MIIlIaHA aJipecalliss KOMipoK?



2. SIk cTBOproBaTH Ta HanamToByBatu crucku y MS Word. CtBoputu crimcku 3a
3pa3KoM:

I 3arenedoHYBATI KTI€HTY. 0003.  3atenedoHYRATH KIIEHTY.
II.  IIiroTyBaTH 3BIT OPO MPOAAKI. 0004,  IlizroTyBaTH 3BIT OPO MPOAAXKI.
II.  3anrasyBaTi 3yCTPiY 3 KOMAHIOH0, 0005.  3annanyBaTit 3yCTPIY 3 KOMaH/I010.
IV. IlepeBipuTi BHKOHAHHA 3aBaHb NUUTCTTIHMH, 0006.  IlepeipiTil BHKOHAHHA 3aBJAHb M UTCTIIIMIL.
B3 3atenedoHyBaTH KIIEHTY. d) 3arenedoHyBaTH KTI€HTY.
B3 TTLroTyBaTi 3BIT NPO MPOMAKI. e) ITiAroTyBaTH 38IT PO NPOJAKI.
= '33[]_1;“{}"33“] 3ycrpiq 3 KOMAH1010. f) 331’1.'13!-{'\'8:\’“] 3VCTpIY 3 KOMAHIIOH0,
(X IlepeBipnTH BIKOHAHHSA 3aBJaHb MiTeITHMIL g) [lepeBipirTi BHKOHAHHA 3BIAHD MUIETTIMIL.

3. CtBoputu npesenrarito PowerPoint Ha Temy "Ilomoposx kpainamu €Bponu", 110 BKIIOYAE
HACTYIIHI €JICMEHTHU:

TuryabHuii caaiin: Haspa npesenramii: "[lomopox kpaimamu €Bporu"; I1Ib crynenra,
rpyna, nara; Kxomka "Po3mouatu monopox", ska NepeBOAWTh HAa HACTyNHMM cnailn (ciaiifg
"3mict").

Caaiig "3micr": Hassu 3-4 kpain €Bponu (Hampuxman, @panmis, Iramis, Icmanis,
Himewunna); [{nst kKoxHOT KpaiHU CTBOPUTH KHOMKY 3 ii Ha3BOI0. HaTuckaHHS HA KHOMIKY TOBHHHO
MIEPEBOIUTH HA BIIMOBIAHHUIA CIai 3 iHQOPMAIIi€r0 TTPO KpaiHy.

Caaiign 3 iHpopmaniero nMpo KoxkHY KpaiHy (o ogHOMY cJiaiily Ha Kpainy): Ha3sa
kpainn; KopoTka iHdopmartis mpo kpaiHy (CTOIUILL, BU3HAYHI MICI, LiKaBi (hakTh); 300pakeHHS
abo dororpadii, mo imrocTpyroTh KpaiHy. Knomka "Bigeo", ska 3amyckae BOynOBaHE B
MIPE3EHTAIIIIO0 BiJIEO PO KpaiHy (Bieo Mae OyTH MONEPEIHHO 3aBaHTA)KEHE Ta BCTABJICHE HA CIIAI,
asie oro BIATBOPEHHsS Ma€ MOYMHATHCS JIMILIE MICs HATHUCKaHHS kHomku). Kxomka "Hazax mo
3micty", sika moBepTae Ha ciaig "3mict".

®DinaabHuii caaiig "Kineub momopowxki': Tekct "Isxkyemo 3a mogopox!". Kuomka
"3aBepmuTH", sIKa 3aBEPIIYE MOKA3 CIANIIB.



2. Cxema HapaxyBaHHs 0aJiiB

2.1. HapaxyBanHsi 0ajiB CTyJ€HTaM 3 HaBUaJbHOI JUCIUIUIIHU 31HCHIOETHCS
BIZIITOBITHO O TAKOI CXEMH:

BuBuenns HaBuajibHOI

ITUCLUILIIHU

o 100 6anis

Ouna (neHHa, BedipHs) popma
HaBYaHHS

o 10 6aniB — 3a pe3yabTaTamu
HaBYAHHA ITiJ] Yac JIEKIIH

Mo 40 6aniB — 3a pe3yabTaTamu
HaBYaHHS 1111 9aC CEMiHAPCHKHUX
(MpakTUYHKX, Ta00PATOPHUX )
3aHATH

Mo 20 6aniB — 3a pe3ynbTaTaMu
caMocCTiiHOT poOoTH

3aouna (aucraHiiina) popma
HaBYaHHS

Jlo 5 GamiB — 3a pe3ynbTaTaMu
HaABYaHHA 1T Yac JeKIii

Jo 25 6aniB — 3a pe3yiabTaTaMu
HaBYaHHS IT1J1 9aC CeMiHAPCHKHUX
(TIpaKTHYHUX, TA00PATOPHHUX )
3aHATh

Jo 40 GaiiB — 3a pe3yJbTaTaMH
caMoOCTIHHOT poOOTH

Jlo 30 GaiiB — 3a pe3ybTaTaMH
CKJIaJJaHHS CEMECTPOBOTO
KOHTPOJTIO

2.2. O6csr 6aiiB, 3100y TUX CTYIEHTOM TI1]] Yac JICKI[IH 3 HABYAIbHOI TUCIIUILIIHHA,
OOYHUCITIOETHCSA Y TPOMOPIIMHOMY CIIBBITHONICHH] KUIBKOCTI BiIBITAHMX JICKITIH 1
KUTBKOCTI JICKIIH, mependadyeHnX HaBYAIBHUM IUIAHOM, 1 BH3HAYa€ThCS 3TITHO 3
nomatkamu 1 1 2 go I[lomoxeHHs Tpo oOpraHizaiil0o OCBITHROTO TIPOIECY B
XMeTbHUIILKOMY YHIBEPCUTET] YIIPaBIIHHA Ta MpaBa.

3 i€l HaBYaJIbHOI JAMCIUILUIIHU TIepe0ayeHo MPOBEICHHS OJHOTO JICKIIHHOTO
3aHATTS 32 JIEHHOI0 (opMOro HaBuaHHA. OTKe, CTYJIEHT MOKe HaOpaTH Mmij yac JeKIii
10 Gamis.

3.3. OO6csar OamiB, 3A00yTUX CTYJIEHTOM IIiJI 4Yac JIaOOpaTOPHUX 3aHSTh,
0OUYHCITIOETHCS 3a CYyMOIO 0ajiB, 3100yTUX Mij] 4ac KOXKHOTO 13 3aHSTh, Iepea0aueHNX
HAaBYAJIbHUM IUJIAaHOM, 1 BU3HAYAE€ThCA 3TiAHO 3 AomatkoM 3 1o IlonokeHHS Tpo
OpraHi3allilo OCBITHHOT'O MPOIECY B XMEIbHUIIPKOMY YHIBEPCUTETI yNpaBIiHHS Ta



npaBa. 3 1€l HaBYAJIbHOI AUCIUILUIIHUA Tiepen0adyeHo MpoBeeHHs 16 mabopaTopHUX

3aHATH 3a JIEHHOIO (hOPMOIO HaBYaHHS.

3a pesynbTaTaMu CEMIHApCHKOrO (MPaKTUYHOTO, JaOOpaTOPHOTO) 3aHSTTS
KOXXHOMY CTYJAEHTY 10 BIIMOBIAHOTO JOKyMEHTa OOJIIKY YCIIITHOCTI BUCTABIISIETHCS
KUTBKICTB OautiB Big 0 10 5 unciom, kpataum 0,5, SIKy BiH OTPUMAB MPOTATOM 3aHSITTSL.
KpuTtepii moToyHOrO OIiHIOBaHHS 3HAaHb CTYACHTIB HaBeneHi y 1m.4.3.8. [lonoxenus
PO OPraHi3aIliio OCBITHHOTO MPOIECY B XMEIbHUIIBKOMY YHIBEPCUTET] YIPABIIIHHS

Ta npasa (3aTBepKeHoro 29 tpasus 2017 poky, npoTokoi Ne 14).

2.4. Tlepepo3noais KIILKOCTI 0ajiiB B MekaX MaKCUMAaJIbHO MOKJIMBOI K1JTBbKOCTI

0aJtiB 3a caMOCTIHHY poOOTY CTY/ICHTIB, HABEJICHO B HACTYMHIN TaOIMIIL:

No Howmep temu Ycworo
3 TeMu :
3/ 2 OaiiB
1 MaI.cchaJn,Ha KIJIBKICTD 5 15
" | 6aiB 3a caMOCTIHY poOOTYy
MakcumainbHa KUTbKICTh
2. | 6aiB 3a IHIUBITyaJIbHE 5
3aBJIaHHSI
Bceboro 20




3. PekoMeH10BaHi JxKepeia

Tema 1

. Word 2013-2016: naByanpuauii nocionuk / Yrmanad: Jsayk C. @. TepHoIiib :
TepHominbChbKUI HAITIOHATBLHUI TEXHIYHUH yHIBepcuTeT iMeH1 [Bana [lymros, 2021.
294 c¢. URL: https://elartu.tntu.edu.ua/bitstream/lib/40760/1/ Word_2013 2016.pdf
. bactok T.M. OcHoBu iHpOpMaIIHHKX TEXHOJOTIH. TeKcT: HaBY. mociOH. JIBBIB :
«Hosuit Csit — 2000», 2020. — 390, c. URL: https://ns2000.com.ua/wp-
content/uploads/2019/07/0Osnovy-inform_tekhnolohiy.pdf

. l'anyc, O., & CyxoBipcbkuii, O. (2023). AHami3 BJIACTUBOCTEH KPUTUYHOIO
MUCJIEHHS y nporieci HaBYaJIbHO-IT13HABAJIBbHO1 TISIBHOCTI
ocobuctocri. [lenaroriunuit TICKYpC, (34), 56-60. URL.:
https://doi.org/10.31475/ped.dys.2023.34.08

. Indopmaniiini cucremu 1 TexHozorii : HaBy. moci0d. II. M. IlaBmenko, C. .
®inonenko, K. C. babigu Tta iH.. K. : HAY, 2013. 324 c¢. URL:
https://er.nau.edu.ua/bitstream/NAU/24724/1/%D0%98%D0%A2%20%D1%80%
D0%B5%D0%B4%D0%B0%D0%BA%D1%86%D0%B8%D1%8F%20v4.pdf

. Kopotki MOCIOHUKH KOpHCTyBaua Microsoft 365. URL:
https://support.microsoft.com/uk-ua/office/xopoTki-mociOHUKH-KOpUCTYBaya-
microsoft-365-25f909da-3e76-443d-94f4-6¢cdf7dedc51e

. Henro6oB B.O. OcnoBu indopmaruku. Microsoft Word 2016: [enexTpoHHMI
HaBdabHUN T1OoCiOHUK]. VYxkropom: JBH3 «YxHVY», 2018. 96 c¢. URL:
https://dspace.uzhnu.edu.ua/jspui/handle/lib/18659

. OcHoBH 1H(}OpPMAIIHHUX TEXHOJOTIA : HaBYAIBHUI TMOCIOHMK ISl 3/100yBayiB
npodeciitnoi (mpodeciitHo-TexHiuHOi) ocBiti / A. M. T'ypxiit, JI. 1. Bo3nenko, H.
I. TloBoposutok, B. B. CamconoB. KuwuiB : Jlitepa JITH, 2023. 288 c. URL:
https://lib.imz0.gov.ua/wa-data/public/site/books2/posibnyky-prof-
tech/Osnovy_inform_tehnologiy.pdf

Tema 2

bactok T.M. OcHoBu iH(hopmartiitnux TexHosorii [Tekcr]: HaBy. mociOH. / T.M.
bacrok, H.O. [lymancekuii, O.B. [1aciunuk. HoBe BuganHus. JIbBiB : «HoBwuit CBit
— 2000»,  2020. 390, c. URL.: https://ns2000.com.ua/wp-
content/uploads/2019/07/Osnovy-inform_tekhnolohiy.pdf

byrenko T., Cupuii B. InpopmariiiHi cucTeMd Ta TEXHOJIOTII : HaBYaJbHUUN
nocionuk. Xapkis: XHAY im. B.B. J[lokywaea, 2020. 207 c. URL:
https://repo.btu.kharkov.ua/bitstream/123456789/4849/1/INFO_SYSTEMS 20.
pdf

KopoTki MOCIOHUKHU KOpHCTyBaua Microsoft 365. URL:
https://support.microsoft.com/uk-ua/office/xopoTki-mociOHMKKU-KOpHUCTYBaYa-
microsoft-365-25f909da-3e76-443d-9414-6¢cdf7dedc5le

Hemo6oB B.O. OchoBu indopmatuku. Excel 2016: naBuampbHUii MOCIOHHK.
Ykropo: JIBH3 «YxHVY», 2018. 58 C. URL:



https://elartu.tntu.edu.ua/bitstream/lib/40760/1/%20Word_2013_2016.pdf
https://ns2000.com.ua/wp-content/uploads/2019/07/Osnovy-inform_tekhnolohiy.pdf
https://ns2000.com.ua/wp-content/uploads/2019/07/Osnovy-inform_tekhnolohiy.pdf
https://doi.org/10.31475/ped.dys.2023.34.08
https://er.nau.edu.ua/bitstream/NAU/24724/1/%D0%98%D0%A2%20%D1%80%D0%B5%D0%B4%D0%B0%D0%BA%D1%86%D0%B8%D1%8F%20v4.pdf
https://er.nau.edu.ua/bitstream/NAU/24724/1/%D0%98%D0%A2%20%D1%80%D0%B5%D0%B4%D0%B0%D0%BA%D1%86%D0%B8%D1%8F%20v4.pdf
https://support.microsoft.com/uk-ua/office/короткі-посібники-користувача-microsoft-365-25f909da-3e76-443d-94f4-6cdf7dedc51e
https://support.microsoft.com/uk-ua/office/короткі-посібники-користувача-microsoft-365-25f909da-3e76-443d-94f4-6cdf7dedc51e
https://dspace.uzhnu.edu.ua/jspui/handle/lib/18659
https://lib.imzo.gov.ua/wa-data/public/site/books2/posibnyky-prof-tech/Osnovy_inform_tehnologiy.pdf
https://lib.imzo.gov.ua/wa-data/public/site/books2/posibnyky-prof-tech/Osnovy_inform_tehnologiy.pdf
https://ns2000.com.ua/wp-content/uploads/2019/07/Osnovy-inform_tekhnolohiy.pdf
https://ns2000.com.ua/wp-content/uploads/2019/07/Osnovy-inform_tekhnolohiy.pdf
https://repo.btu.kharkov.ua/bitstream/123456789/4849/1/INFO_SYSTEMS_20.pdf
https://repo.btu.kharkov.ua/bitstream/123456789/4849/1/INFO_SYSTEMS_20.pdf
https://support.microsoft.com/uk-ua/office/короткі-посібники-користувача-microsoft-365-25f909da-3e76-443d-94f4-6cdf7dedc51e
https://support.microsoft.com/uk-ua/office/короткі-посібники-користувача-microsoft-365-25f909da-3e76-443d-94f4-6cdf7dedc51e

10.

11.

https://dspace.uzhnu.edu.ua/jspui/handle/lib/18356

OcHoBu 1H(MOPMAITIHHUX TEXHOJIOTIN : HABYAIBHUN TOCIOHMK I 3100yBaviB
npodeciitnoi (mpodeciitno-rexniunoi) oceitu / A. M. I'ypxiit, JI. 1. Bo3nenko, H.
I. TToBopo3utok, B. B. CamconoB. Kuis : Jlitepa JITJ[, 2023. 288 c. URL:
https://lib.imz0.gov.ua/wa-data/public/site/books2/posibnyky-prof-
tech/Osnovy_inform_tehnologiy.pdf

[TicrynoB [.M. ®iHaHCOBO-€KOHOMIYHI pPO3pPaxXyHKH Ha TEPCOHATHLHOMY
koMt torepl.Enextponnuii  pecypc: Hapu. mocionuk/ .M. Ilictynos, I.C.
[TonoBa/ M-Bo ocBiTH 1 Hayku Ykpainu; Hau. 'ipn. yu-1. I.: HI'Y, 2017. 124 c.
URL: http://pistunovi.inf.ua/FERPC.pdf

Hapmanceka 1., Cyxosipcbkuit O. Miclie Ta poiib 3J0pOB’SI30€peKyBaTIbHOT
KOMIETEHTHOCTI Y MiAroToBIl MarictpiB cremianbHocTedt 011  OcBiTHI,
negaroriydi Hayku Ta 073 MeHemxMmeHT // 310poB’s130epeyBalibHI TEXHOJIOTIT B
yMOBax IaHJIEMIi: aKTyaJIbHICTb, peaiil Ta MEepPCIEeKTUBU : MaTep. MIKHApO/H.
HayK.-pakT. KoH(. (XmenpHunpkuii, 27-28.05.2021 p.) / [3a HayK. pen.
I".ByukiBcbkoi]. — Xmenpaumbkuii: ®OIT Komicauk C.A., 2021. C.46-48.
[HdopmartiitHi cuctemu 1 TexHoJorii : HaBy. moci6. / [[I. M. ITaBnenko, C. ©.
®dimonenko, K. C. babdiu ta in.]. K. : HAY, 2013. — 324 c. URL:
https://er.nau.edu.ua/bitstream/NAU/24724/1/%D0%98%D0%A2%20%D1%80
%D0%B5%D0%B4%D0%B0%D0%BA%D1%86%D0%B8%D 1%8F%20v4.pdf
[HdopmartiitHi cuctemu Ta TexHoJor1i : HaBdanbHuM nocionuk / C. I'. uno, I'. B.
[llepbak, K. B. OrypmoBa. X. : Bua. XHEY, 2013. 220 c. URL:
https://kpdi.edu.ua/biblioteka/2024/
[ndopmaniiini%20cucremn%201a%20TexHom0rii%2011110%20C.I.pdf
Microsoft Excel 2016. €Bponeiicbkuii cTaHAApT KOMI'IOTEPHOI T'PAMOTHOCTI:
MOCIOHHK JJI CTYACHTIB M€Jl. YHIBEPCUTETIB 1 YUHIB-IHO3EMIIB (JOBY31BCHKHUI
eran HaBuaHHs): Y. 2./ A.O. Kabnykos, A.l. Auapocos. - 3anopixxs: 3[IMY,
2020. 129 C. URL: http://dspace.zsmu.edu.ua/bitstream/
123456789/12004/1/%D0%9 C%D0%B5%D1%82%D0%BE%D0%B4
%D0%B2%D0%BA%D0%B0%D0%B7 EXCEL16 %D1%87%D0%B0%D1
%81%D1%822%20.pdf

OcHoBHU (h1HAHCOBUX PO3PAXyHKIB : METOAMYHI PEKOMEHAIlil 10 JIabopaTOpHUX
poOIT i cTyaeHTiB crnemianbHOCcTi 072 "diHaHcH, OaHKIBCbKa CIpaBa Ta
cTpaxyBaHHA" OCBITHBOI mporpamu "IT-¢inancu" mnepmoro (6akamaBpChKOTO)
piBus / ykna. I. 1. Anekceenko. XapkiB : XHEYVY im. C. Ky3nens, 2023. 52 ¢. URL:
http://repository.hneu.edu.ua/bitstream/123456789/29929/1/2023-
%D0%90%D0%BB%D0%B5%D0%BA%D1%81%D1%94%D1%94%D0%BD
%D0%BA%D0%BE%20%D0%86.%D0%86..pdf

Tema 3

by#inunpka O. I1. [ndopmariitHi TeXHOIOTIT Ta TeXHIYHI 3aco00u HaB4aHHS. HaBy.
nmoci6. K.: Ilentp yuboBoi miteparypu, 2012. 240 c¢. URL:
https://shronl.chtyvo.org.ua/Buinytska Oksana/Informatsiini tekhnolohii ta tek
hnichni zasoby navchannia.pdf



https://dspace.uzhnu.edu.ua/jspui/handle/lib/18356
https://lib.imzo.gov.ua/wa-data/public/site/books2/posibnyky-prof-tech/Osnovy_inform_tehnologiy.pdf
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