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1. CTpykTypa BUBYEHHS HABYAJIbHOI IMCUUILIIHU

1.1. Temamuunuii nian HaguanbHoOi OUCUUNIIHU

Kinekicte ronuna
JieHHa JopMa HaBYAHHS
Ne y TOMY YHUCIIi y TOMY YHUCII
Te- Hasga temu o ] ] ° ;
o = ~ o, - =) = /M— o M
M S| 2|35 &| 5| 2| 5| E38 &| 8=
o) = @) E l‘:“ = @) o) = @] 5 ":4“ = @)
1 2 3 4 5 6 7 8
1. | TekcroBuii penakrop
— 1 - |1
Word 32| 0 8 6
2. | I'mobanpHa Mepexa
PoDANIbHA MEP 14| -] - | 4] -|10
Internet
3. | EnexkTponHi TabnwiIi.
TaGnuununii npouecop | 32 | — — 12 | — | 18
MS Excel
4, | 3aco0u miAroTOBKH
IIPOBEICHHS
o 12 | — - — 6
npeseHTaniii MS 6
Power Point
Bceworo roguH: 90 - 40 | - | 50

1.2. Jlabopamopni po6omu
Tema 1. MS Word

JlabopaTopna poGora Nel. CTBOpeHHSI TEKCTOBOIO 10KYMEHTY, peiaryBaHHS
TEKCTOBOI'0 JOKYMEHTY, ()OpMATYBaHHS CTOPIHOK, IpudTiB Ta ad3auiB
Iumanns 0ns ycho2o onumyeanus ma OUCKycii
1.1. CTBOpEHHS TEKCTOBOTO JOKYMEHTY.
1.2. BcraHOBIEHHS MapaMeTPiB CTOPIHKH.
1.3. BBenieHHs Ta pearyBaHHs TEKCTY (BHIIyUEHHsI, KOIIIOBaHHS Ta IEPEMIILEHHS TEKCTY).
1.4. ®opmaTryBaHHS TEKCTY: 3MIHA TUITY, CTHJIIO Ta pO3Mipy HIpUdTy.
1.5. ®opmaryBanHs ab3alliB, BCTAHOBJIEHHS a03allHUX BIACTYIIB 1 MIKPAIKOBUX 1HTEpBaJIiB.
1.6. I'panuti Ta 3aaMBKa.

Ayoumopra nucoemosa poboma
BukoHaHHS CTyJeHTaMH TECTOBUX 3aBJIaHb 3 MUTAHb TEMH 3aHSITTSL.

Memoouuni pexomenoayii
Knrouoeumu mepminamu, Ha po3yMIHHI AKUX OA3YEMbCA 3AC60EHHA HAGUATLHO20
Mamepiany memu, €. CTPYKTypa JTOKYMEHTA, TiJI0O JTOKyMEHTa, KOJOHTHUTYJ, IMOCHJIAHHS, 3MICT,
npaBuiia HabOpPy TEKCTY.
3 Memor 2nub0K020 3AC60EHHA HABGYAILHO20 MAMEPIAIYy NPU CAMOCMIUHOMY 6UBUEHHI
memu cmyoeHmy 6apmo 0co01ugy yeazy 30cepeoumu Ha maKkux acneKkmax:

Microsoft Office Word 2010 — mnomynsipHHii TeKcTOBHiM mporiecop. PeamizoBaHi B
Microsoft Office Word mMo»xuBOCTI J03BOJISIFOTh BUKOHYBAaTH HaMpi3HOMAaHITHIII omepamii 1mo
dopMaTyBaHHIO Ta penaryBaHHIO TEKCTOBHX JOKYMEHTIB. 3aBHaHHS, IO BHPIIIYIOTHCS 3a
JIOTIOMOT 010 TekcToBoro peaakropa Word 2016, kopoTko nepepaxoBaHi HUXKYE:

—CTBOpPEHHS 1 pelaryBaHHS TEKCTOBHX JOKYMEHTIB 3 BHKOPHUCTaHHSM BEIUKOTO BHOOPY
nIpu@TiB 1 CTUIIIB TEKCTY;,



—0¢pOpMJIEHHS TEKCTOBHX JOKYMEHTIB (CTBOPEHHsI 3arojOBKiB, 3MICTy, KOJOHTHTYJIIB,
(GopMyBaHHS MPEIMETHOTO IMOKAKYHMKA, PO3CTABIISIHHS TEPEHECEHb, PO3TAIIyBaHHS TEKCTY Ha
CTOPIHIIL;

—HajamTyBaHHs MPpUPTIB 1 mMapameTpiB ab3aIly, a TAKOK CTBOPECHHSI TEKCTOBUX JOKYMEHTIB
3 BUKOPUCTaHHSAM pIi3HUX IMa0JOHIB (SIK CHUCTEMHHX, TaK 1 KOPHUCTYBAIbKHX), MPU3HAYCHUX
CHEIIaIBHO /ISl BIMOBITHOTO O(hOpPMIIEHHS JOKYMEHTY;

—BCTaBKa B TEKCT HEOOXIJHHMX €JEMEHTIB. CIEIiaJbHUX CHUMBOJIB, MAJTIOHKIB, MPUMITOK,
rineprocuiIanb, BAHOCOK, 3aKJIaJIOK TOIIIO;

—pobota 3 GiioKaMH TEeKCTy (KOMiIOBaHHS, BCTAaBKAa, MEPEMILICHHS (ParMeHTIB TEKCTY 3
BUKOPUCTAHHSAM MOXJIMBOCTEH Oydepa oOMiny);

—TPEACTABICHHS (PparMeHTIB TEKCTOBOTO JTOKYMEHTY Y CTPYKTYPOBAaHOMY BUTJISII,
CTBOPEHHS TaOJIUIIb BIATIOBIAHO JI0 3aJJaHUX ITapaMeTPiB;

—HaJIaIITYBaHHS MTapaMeTPiB MPEICTABICHHS TEKCTOBOTO IOKYMEHTY;

—TIePEeTJIsi]] CTATUCTUKH JTOKYMEHTY (KIJIbKICTh CTOPIHOK TEKCTOBOTO JOKYMEHTY, KUIbKICTh
CHUMBOJIIB B IOKYMEHTI, KUIbKICTh a03alliB Ta iH.);

—aBTOMAaTHUYHA TIEpeBipka (GOPMOBAHOTO IOKYMEHTY Ha HAsSBHICTh B HHOMY T'PaMaTHYHHUX,
CTHJIICTHYHHX 1 TOMY MOZ10HE TTOMIJIOK 3 MOKIIUBICTIO ONEPATHBHOTO IX YCYHEHHS;

—CTBOPEHHS MAIIFOHKIB 3 BUKOPUCTAHHSAM CIIEI1aTbHO MPU3HAYEHOT (PYHKIIIOHATBHOCTI;

—30epexeHHs] CPOPMOBAHOTO JOKYMEHTY B Pi3HUX opmarax;

—JpyKyBaHHS TOTOBOTO TEKCTOBOIO JOKYMEHTY (NP HEOOXiTHOCTI - MONepeaHiit
neperisil JOKYMEHTY Mepe]] HOro IPYKYBaHHSIM).

OxpiM mepepaxoBaHOTo, 3a JOMOMOTIOK TEKCTOBOTO penakropa Word MOKHA BUPIITyBaTH
1 1HIII1 3aBAAaHHS, 3aJIEKHO BiJ] MOTPeO KOHKPETHOTO KOPUCTYyBaya.

3anyck TeKCTOBOI0 MPOILECOPY

3amyck TekcroBoro mpoiecopa Microsoft Office Word 2010 BUKOHY€ETBCSIIOCTI TOBHICTIO
takux jii: [Tyck = Bee nporpammer = Microsoft Office = Microsoft Office Word 2010
Crpykrypa BikHa
Bikno nporpamu Microsoft Office Word mae Takwuii BUrssiz:
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1 — Knomka “Office”, 2 — Ilanenp mBuakoro pocryny, 3 — Psmok 3aromoBky, 4 — Crtpiuka,
5 — Jliniiiku, 6 — [Momocu nmpokpytku, 7 — Poboue mone, 8§ — MacmTad, 9 — Pexxumu CTOpiHKH,
10 — Psyiok crany

Hes3Bakatoun Ha BEIHMKY Pi3HOMAaHITHICTh CTBOPIOBAHUX T4 BUKOPUCTOBYBAHHX JIOKYMEHTIB,
MO>KHA BUJIUIMTH 3arajibHi CKJIQJ0BI TEKCTOBOTOIOKYMEHTA.

CTpyKkTypa 10KyMeHTa

OCHOBHA YaCTHHA JOKYMEHTa, sKa BigoOpajkae 3MICT, METy CTBOPEHHS
Tino nokyMeHTa | JTOKyMEHTa, MOXE€ MICTHTH TEKCTOBI BiJOMOCTi, TpadiuHi 300pakeHHS,

TaOJIUII.
Tekcr BiZJ0Opakae OCHOBHUHU 3MICT TOKYMEHTa
BUKOPUCTOBYIOTh ISl UIFOCTPYBaHHS OCHOBHOI'O 3MICTY JJOKYMEHTa 3 METOIO
Marntonok yHaouHeHHsT (rpadiku, miarpamu) abo TPUBAOIMBOCTI, €CTETUYHOTO
CIIPUMHATTSA
a6 CTPYKTYPYBAHHS, TPYNyBaHHS JUlst UTIOCTpYBaHHS a00 aHami3y MOAAHUX Yy
JIOKYMEHTI JaHHUX.
3AroIOBOK CTPYKTYpHA OJMHUIA JOKYMEHTA ISl JIOTIYHOTO CTPYKTYPYBAaHHS MOIaHUX Y

JIOKYMEHTI BiZIOMOCTEH. (3aroJIOBKH MOJIIAIOTH Ha KiJIbKa PiBHIB)

CIIbHA YacTUHA Oyab - SKOTO JOKYMEHTA, 110 MICTUTH 3arajbHi BiJIOMOCTI
Ipo JOKYMEHT 1 MOXE IOBTOPIOBATHCS Ha YCiX TapHUX a00 HEMapHHX
KonoutuTyn cTopinkax. KoJIOHTUTYIHM MepeBaKHO MICTATh BIJIOMOCTI MPO aBTOpA, Ha3BY
O3y, HOMEp CTOPIHKH, JaTy CTBOPEHHS Tom0. KOJOHTUTYIM pO3MILTYIOTh
yropi abo BHU3Y CTOPIHKU

JIOJTATKOBI TOSICHCHHS CIEI[iaIbHO TIO3HAYCHUX CJIiB, pPEYCHb, a03alliB.

Tlocunanus . . .o
(PO3MIIIYIOTh BHH3Y CTOPIHKH a00 Y KiHIli JOKYMEHTA)

3MmicT MEepesiK 3aroJioBKiB JOKYMEHTa 13 BKa3yBaHHSAM CTOPIHOK, Ha SIKHX BOHU
PO3MIMIYIOTHCS.

OcHoBHi npuiioMu pod0TH 3 TEKCTOBUM JOKYMEHTOM
CTBOpPEHHS HOBOT'O JOKYMEHTY

[Micns 3aBanTakends: Microsoft Office Word 2010 aBTOMaTHYHO CTBOPIOETHCS HOBHIA
JTIOKYMEHT.

Jljig cTBOpPEHHS HOBOTO JOKYMEHTa MpU3HaueHui Hailnepmuii myHKT MeHio "CtBoputu".
[Tpu #ioro BuboOpi 3'aBnsieTbes BikHO "CTBOpeHHs JokyMmeHTa". ¥ #oro JiBi 4acTHHI HEOOX1IHO
BKa3aTH KaTeropito 1mabJoHIB, HA OCHOBI AKUX OyJe CTBOPEHUN NOKYMEHT. 3a YMOBYAHHSM i€
BapianT "llopoxHi 1 octanHi". {7 3aBeplieHHs CTBOPEHHS HOBOTO JOKYMEHTa HEOOXiJHO B
IIPaBOMY HHKHbOMY KYTKY HaTUCHYTH KHOTIKY "CTBOpUTH". 3'IBUTHCS BIKHO HOBOTO ITOPOKHBOIO
JNoKyMeHTa. Take caMe BIKHO 3aBX/IU CTBOPIOETHCS 32 YMOBYAHHSM Y MOMEHT BIAKPUTTS camoi
nporpamu Word 2016.

Co3zaaHue O0KymeHTa

LWa6noHbi

| Mycteie u nocaegHue

YCTaHOBAEHHEIE ﬂycrble U nocaegHue

WadnoHel 1——‘

Mou wabaoHsl... C \

W3 cywecTeEyOWeEro I 1 Q

AOKYMEHTA...

Microsoft Office Online HoBrli Hogasa zanuce
AOKYMEHT Bnora

[oOTOEERIE




[Tynkr "3 icHyro4oro mokyMeHTa" MpU3HAYEHHH JJIsi CTBOPEHHS HOBOTO (haiiily Ha OCHOBI
BXKE HAsSBHOTO NOKyMeHTa. [Ipu BHOOpPI 1[bOTO MyHKTY KOPUCTYBad MOBHHEH BKa3aTH Ha IHCKY
BXKE HasBHUN NOKyMeHT. [Ipu mpomy BMICT BKazaHoro (aiiy Oyae po3MillleHH B HOBOMY
CTBOPEHOMY JIOKYMEHTI.
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] Coniam COXPanuTL KONHIO A0KYMENTa

u',,j Loxyment Word

LOXpaMeH#e A0KYMENTA E HCNOALIYEMOM MO YMOAYINHIO
Qreputy dopmare

i | Wabnon Word
CoxpammTe —J Coxpamenae J0KYMENTA K3K WIBIOH3, KOTOPEIN MOXKHO
- WIMOASIOEATE ANR POPMATHPABAHNS BYAYWIMX ZOKYMEHTOR

[
= .’ﬂ 5 Hdoxyment Worag 97-2003
l COXpaMuTE KaxK » | i ¢ . .
i - ; COXpanene KONvH JOKYMENTA B GOpNaTe, NOAHOITEO

cosmecTuman ¢ Word 97-2003,

| fletans ’ HaliTh #aACTPO#AKM ANA ADYFMX GOPMaTOs Gannos
= CBCATHMA O MAZCTPONKAY, MITOABIYEMED A8 COXDANEHMA B
Apyrix dopmartax, Tacux xax PDF u XPS
o
] T Moaroroents  » &-«‘I Apyrue popraata
T BNy, OTrpuTHe AMAN0rOZOro oKMa “CoOXPAMENUE JOKYHENTI

s ArA embopa @opmaTta danaa.
frl QImnpagurs ’

Cain 3BepHyTH yBary, o Word 2010 3a ymoBuanHusm 30epirae daiiau y popmari .docx.

BBeneHns TEKCTY

3MiACHIOETBCA B MicClle 3HAXOJDKEHHS (MO3HUIIII0) TEKCTOBOro Kypcopy. TekcroBuit
Kypcop Mae BUIJISL BepTuKanbHOT pucku (| ) y poGouiit o6nacti, mo Bkasye Miclie BBeeHHs a6o
penaryBaHHs Tekcry. [lns mepeMilieHHs Kypcopy BHKOPHCTOBYIOTHCS KJIaBilli KepyBaHHS
KypcopoM, abo mumika. J[ias mepemilieHHs Kypcopy BBEAEHHS 3a JOINOMOIOH MUILKH CIij
YCTAaHOBHUTH KypPCOp Y MOTPIOHY MO3UIIII0 Ta HATUCHYTH JIiBY KHOIIKY MHIIIKH.

Jlns BBelleHHSI TEKCTY HEOOXI1HO CTBOPUTH HOBHUI a00 BiIKPUTH ICHYIOUMH TOKYMEHT,
BCTAHOBUTH KypCOp y MiCIi BBeIEHHS a00 pemaryBaHHsS JOKYMEHTa 1, BHKOPHCTOBYIOUH
KJIaBiaTypy, BBECTH HOBUI TEKCT, BUKOHATH 3MIHHU Y JIOKyMEHTI, BAKOPHCTOBYIOUH MpaBHIa:

- TEKCT BBOJUTHCS y BIKHO IIOTOYHOTO IOKYMEHTA 32 JOIIOMOT OO KJIaBiaTypH;

- TEKCT 3aBXJI1 BBOJUTHCA B TIO3HULLIIO, 1€ MICTUTBCS KYpCop;

- CHMBOJIH, 1110 BBOJATHCS, 3'ABISIOTHCS B MICI[l pO3TAlLlyBaHHS KypCcopy;

- NPHU JOCATHEHHI MPaBOTO KPal0 CTOPIHKM TEKCT aBTOMATUYHO MEPEHOCHUTHCS HAa HOBHUM
PSIOK;

- HaTHCKaHHA Ha KiaBimy Enter ctBoproe HoBui ab3ail.

BBeneHHst TekcTy 3MIHCHIOETbCS B OJHOMY 3 JIBOX DPEXHMIB BCTaBKM abo0 3aMiHU. Y
peXHUMi BCTaBKHM IPH BBEAECHHI HOBOI'O TEKCTY TEKCT, L0 MICTHUTHCS B JOKYMEHTI, 3MIIIYETHCS
OpaBoOpydY BiJA MICI BBEIEHHS. Y pEXHMI 3aMiHM CTapuil TEKCT 3aMIHIOETbCS HOBUM.
[lepemukaHHs MK pexuMaMH 3I1HCHIOEThCS KiaBimiero Insert abo moABIiHMM HAaTHCKaHHSIM Ha
iHaukaropi 3AM y psnKy cTaHy. 3a 3aMOBUYBAHHSM TEKCT BBOJMTHCA Y PEXHMI BCTaBKH.
[ToTounmit pexxuM BiJIOOPAXKAETHCS B PAIKY CTaHY.

IIpaBuia Hadopy Tekcry:

- MIX CJIOBaMH 000B’A3KOBO CTaBUTHCS MPOIMYCK (JIUILIE OJIUH);

- nepexi Ha HOBHM PsIOK B MpoLieci HA0opy TEKCTY BiI0YBa€ThCsS aBTOMAaTHYHO;
- 106 nepeiTH Ha HOBUH a03all, moTpiOHO HaTucHYTH KiaBinry ENTER ;

- ICJI PO3AIOBOTO 3HAKy 000B’SI3KOBO CTaBUTHCS MPOIYCK;

- nepes po31iJI0BUM 3HAKOM IPOMYCK HE CTaBUTHCS;

- 3HaK «1edic» CTaBUTHCS 0e3 MPOMYCKiB;

- 3HaK «anoctpog» craBuThes 6e3 npomyckis (ALT+039);
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- 3HaK «TUPE» CTABHTHCS 3 MPOMYCKaMHU IO 1 MICHIS 3HAKY: PO3PI3HSAETHCS 3BUYAWHE THUPE
(ALT+0150) mns umcmoBux mnpomikkiB (Hampukian, IV — XI cr., 2006 — 2007 pp.) Ta
tunorpagceke ado nosre tTupe (ALT+0151) — ans ycix iHIIMX BUIMAJKIB;

- CJIOBA, K1 3aKJIFOYCHI B JIAIIKU YU AYKKHA HE TOBUHHI BIAUIATHCS BiJl HUX ITPOITYCKAMH;

- JUTsl BBEJICHHSI PUMCHKHX ITU(Pp BUKOPUCTOBYIOTHCS BEJIMKI JIITEPH JATHHCHKOTO ai(haBiTy
C,D,LLLM,V, X (u - a., XVIcr.).

BuainieHHs1 CHMBOJIIB i TPylid CUMBOJIIB

B TtexcroBomy mporecopi omeparii 3MiHH MPUPTY 3aCTOCOBYIOTHCS A0 BHUIUIEHOTO
(dparMeHTy TEeKCTY 4H, TIPU BiJICYTHOCTI BHIICHHS, 10 CJIOBa, HAa SIKOMY PO3MIIIYETHCS KypCOp.
3a 10IOMOr0I0 MHII MOXKHA BUIUIMTH CUMBOJI, CJIOBO a0o0 rpymy ciiB. st Toro, mo6 BUAITUTH
dbparMeHT TeKCTy (CMMBOJI, CJIOBO a00 Tpymy CIiB), MOTPIOHO HA MOTO MOYATKYy HATUCHYTH JIIBY
KJIaBilly MHII i, HE BIIMYyCKalouyM ii, NEPeTATHyTH M0 KiHusg (parmenty. Kpim Toro, moxxHa
BUIUTUTH (ParMEHT TEKCTY, KOPHUCTYIOUHCh KJIaBillaMH YIpaBliHHSA KypcopoMm. [Ipu 1pomy
NOTPIOHO YyTPUMYBATH HATUCHYTOFO KiaBinry Shift.

3ayBaxuMo, IO €IEMEHTaMH TEKCTOBOTO JOKYMEHTa TAaKOX € Pi3HI 00’€KTH: MAaIIOHKH,
Tabmui, giarpamu Touo. B TekcroBoMy mporiecopi Oyap - Ky JiF0 MOKHA 3aCTOCOBYBATH JIHILIE
JI0 BUJILJIEHOTO eJeMeHTa (CUMBOIIB, 00’ €KkTiB). ToMy, 060B’s13K0BO HEOOX1AHO CIIOYATKy BHOpaTH
(BUIUTUTH) €IIEMEHT, a BXKE IMOTIM BUKOHATH Jii (KOMaHIH, H - 1., popmaryBaHHs CUMBOIIIB). [Jis
BUJIUJICHHS BCIX €JIEMEHTIB JOKYMEHTY MOKHA CKOpHCcTaTHCA KoMOiHaiero kinasim Ctrl+A (nat.).

PoGora 3 pparmeHTaMM TEKCTY

Jlnst BUAICHHs, KOIIIOBaHHS 1 MEepEeMIIIeHHs] (parMeHTIB TEKCTy BiANOBITHUHA (parMeHT
MOBUHEH OyTH CIOYaTKy BUAUIEHUN. Buainenuit ¢pparMeHT BUAAISIOTH HATHCKYBAaHHSAM KJIaBil
Delete. [lepemimenns pparMeHTy MOXKHa 3AIMCHUTH: METOJIOM TIEPETATYBAaHHS, 3a JOINOMOTOO
koMaHj Bripesats — BeraButh Ha Bkiaaui ['maBHas B rpymi bydep oOMaH, koMOiHaII€I0 KIaBill
Bripesats (Ctrl+X), BeraButs (Ctrl+V).

CkomitoBaTi (parMeHT TEKCTY MOXKHA: mepeTsaryroun 3 kiapimero Ctrl, 3a gomomororo
komana KommpoBare — BceraButh Ha Briaani ['nmaBHas B rpymi bydep oOman, xomOiHaliero
knasim Komuposats (Ctrl+C), Berasuts (Ctrl+V).

dopmaTyBaHHS NapaMeTpiB CTOPIHKH

dopmaTyBaHHs MapaMeTPiB CTOPIHKU — 11€ MOXKJIUBICTh BU3HAYUTH PO3MITKY CTOPIHOK JUIs
OJIHO - 10ararocTOpiHKOBUX JIOKYMEHTIB, a TAKOX (hopMaTu mnarmepy.

JUis oTpuMaHHS JOCTYNMy JAO L€l KOMaHAM MOTpiOHO mepelTH Ha BKIaAKy Pa3zmerka
CTpaHMIIBl HATHUCHYTH JAiaroHalbHY CTPIIKY y IMpaBOMY HIDKHBOMY KYTKy rpymnu Ilapamerpsl
CTpaHHULbI, BHACIIJOK YOT0 3 SBUTbCA Jiajorore BiKHO IlapameTpbl CTpaHUIBI B SIKOMY € TpH
posninu (3aknankn): Iona, Pazmep oymacu, Ucmounuk dymacu.

B odicHiit po60TI BUKOPUCTOBYETHCS JIEKUIbKA CTaHAApTHUX po3MipiB mamepy. o mux
po3MmipiB BimHOCATHCS: A4 (21 cm mo mmwmpuHi 1 29,7 cM o Bucorti), AS (14,8 cm no mupuHi i1 21
cM 1o BHUCcOT1), A3 (29,7 cMm no mupuHi 1 42 cMm 1o Bucoti). OCHOBHUM Ipu poOOTI MU OyaemMo
BBaxkatu A4. Word 1o3Bojsie mpaioBaTH 3 JBOMa BUAAMU Opi€HTAlli, TOOTO PO3MILIECHHS
nanepy: KHukHa — SKIIO BUCOTa CTOPIHKM Oiibplia mWUpuHU 1 AnbOoMHa (HaBmaku). Posmip
JHMCTKA BCTAHOBIIOIOThCA Y po3alii Pasmep Oymaru. B Oynp - siKiii KHMOKII € BIZICTYIIH Bij KpaiB
cropiHok. Li BigcTynmu Ha3uBawTh MOMSIMU. Po3Mipw 1UX TMOMIB HEOOXITHO BCTAHOBUTH Ha
nepuiomMy erani po0boTu 3 TeKCTOBUM JoKyMmeHToM. € 4 nosst: Bepxuee, Huxuee, JleBoe, [IpaBoe.
Takox JTMCTKU MOYKHA 3IIMBATH 1 IS TOTO, MO0 1€ He BIUTMBAJIO Ha IOJIS iICHYE CIieliaibHe ToJIe,
sIKe BCTAHOBJIIOETbCS 3BepXy abo 3iiBa 1 HazuBaeTbes [leperuter. B 1iboMy BHMagKy TEKCT Ha
JUCTKY Oynae po3MINIyBaTUCh: JiBe TMojie + meperuier. Po3Mmip 1 BUA TOMIB, MEperieT
BCTaHOBIMIOIOThCA Yy po3aiii Ilons. BeraHoBneHi mapameTpu MOXyTh OyTH 3MiHEHI B Ipolieci
poOOTH HAJ TOKYMEHTOM.
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Ipu¢r. BcranoBaeHHs Ty, po3Mipy i cruiro mpudra

HIpudt — ne Heoznauysane noHATTs. Ulpudrt Mae xapakTepucTuku:
—Kernp — po3mip, BUMiproeTbest y myHKTax (T abo pt) . Hanpuknan 72 nt — 2,54 cm — 1
TTIOWM.
—Tapuitypa — ctuns HanmcanHs: KypcuB (Haxwienuit), [lomyxupnsiii, IlomyxupHbrit
KypcuB, OOBbIYHBIN.
—Haz3Ba (kaTeropisi+oco06auBOCT1).
—IloninsaroTh mprudTH HA TUIIH 32 KATETOPIAMH:
—mpudTy 3 3aciukamu (H-1., Times New Roman);
—pyOueni mpudrtu (H-1., Arial).
[Tigxateropiss — MoHommpuHHI mpudTH, Hanpukiax Courier New. B takux mpudrax
CHMBOJIM MAIOTh OJHAKOBY IIHPHUHY.
I'penbki OykBU 3HaX0AThCS Y MpU@TI 3 Ha3Bow Symbol: a, B, @, u, 0, Q, Y.
3MIHUTH WpPUPT MOXKHA 3a JONOMOT0I0 BKJIaAKHU ['010BHa, abo aiamorosoro BikHa [pudrt.
B cnucky Ulpudrt, mo pos3kpuBaerbes, BuOHparoTh TN mpudrty, B cnucky Pasmep mpudra
3aJal0Th po3Mip CUMBOJIB, a kHonkamu [lomyxupusiii (Ctrl+B), Kypcus (Ctrl+]), [ToguepknyTbiii
(Ctrl+U) 3miHIOIOTH CTHIIB iX HamucaHHS. Bci Tpy KHONKM MOKHa BUKOPHUCTOBYBATH OJTHOYACHO.
KpiM 1ux KHOMOK € I11e KHOIKHU JJIsl 3MIHH KOJIbOPY JITep, 3MIHU KOJbOPY BUJIJICHHS TEKCTY,
3MIHHM po3Mipy WIPUQTY Ta 1HIII.

C?f‘) \ d ) ~ o -r;i 7 v Cnucok Wpugb
-
- fnasHas Bcrasxa Pa 3 CTPaHy uu—ubmml
By : Times New Roman 251

Bcrasute r: abe X, X' Aa> 3 - A -
Bydep obmena '+ Wpndr
KHOMKKM 3MiHK rapHiTypu Cnwcox Pazmep wpudrta

Hianorose BikHo Ilpu¢rt. B HIOKHIN YacTWHI IBOrO JiaJOroBOrO BiKHA HABOJAUTHCS
IPUKJIA/ TEKCTY, HATUCAHOTO Y BIAMOBIIHOCTI 3 33JJaHUMU MTapaMeTpaMu MpPUPTY.
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MWipwcpr idl3

Uk»dT | ivTepsan

Upsdr Haywpraew Baowmep
HOM00HN TorCT a0 i
4+ 3ar onosen -~ e 8 -~
KYpOH® 9
Agercy FB NOMyxMEsRat 10
Adpatian NOMY*IEeRat KyDOS
Aral v 12 v
[per reccral [oavepsresae
Asto ¥ (er) v
T e—
[ s proryreai [ resnmo (] manese rporweoese
L] ascieoe saueprisanme [ goreryp [T pee npormorese
[ waagrporenst [ novnoamansi [ orpuresi
[ moacTporenst [[] yronneswasi

Dopaey

+OcroaHOR TexcT

Lpwidy Ternl N0 OCHOBMOND TEKCTA. VCNOMeYyerest LONSY ONDAAGARETON TECYLLIAA TEMOR
AccynenTa,

Mo yromsmuno... | | o ][ omens

Bruagka Nel “Illpu¢gt”

1. Bubupaemo tun mpudry 3i ciucky Hlpudr.

2. Bubupaemo ctunp HanucanHs 31 cnucky Hawepranme (OObrunbii, Kypcus,
[onyxupnslii, [TomyxupHsiii Kypcus).

3. Bubupaemo po3mip mpudty 3i cniucky Pazmep. (H - n., 10 o, 14 o, 18 T, 26 o).

4. Cnoucok, mo po3KpuBaeTbcs, — [loguepkuBaHue Hamae HECTaHIAPTHI BapiaHTH
MiKPECICHHS TEKCTY (H - ., IOJIBIHHOIO PHCKOIO YU ITYHKTHPOM).

5. Komip BimoOpaskeHHS TEKCTy 3MIHIOIOTh B CITUCKY LIBeT Tekcra.

6. Konip miakpecnenHs BUOHparoTh 3i criucky LiBeT moguépkuBanusi.

7. HecrangmaptHi edektu oGOpMIICHHS TEKCTY 3aJaf0Th BCTAHOBJICHHSM IPAMOPIIB HA
naHeni Bunonsmenenue.

Bxuagka Ne2 “UurtepBan”

1. Macmira6 (3a 3aMOBUyBaHHSM aBTOMAaTHYHO).

2. NnTepBai (0OBIYHBIN, pa3peKEHHBIN, YIUIOTHEHHBIN) BUMIPIOETHCS B TYHKTaX.

3. 3mileHHs BiTHOCHO 6a30B0i JiHi1 (HET, BBEPX, BHH3) BUMIPIOETHCS B MTyHKTAX.

4. KepHuHT 117151 3HaKOB pa3MepoM: (ABTOMATHYHA HACTPOMKA KEPHIHTA, TOOTO 3MEHIIIEHHS
IHTEepBaNiB MK JEIKUMH Napamu 3HakiB. [Ipy KepHIHTY 3HAKU B CJIOBAX 3[aI0THCS PO3MIILIEHUMHU
O11b11 piBHOMIpHO. KepHIHTYM BUKOHYIOThCS TUIbKH [T pudTiB True Type).

BcraBka cnenmiaJibHHX CHMBOJIIB

— Ilim yac ompaioBaHHs TEKCTOBUX JOKYMEHTIB 4YacTO BHUHHUKAE TOTpeda BBECTHU
crieliajgbHl CHMBOJIM, SIKI BIACYTHI Ha KiaBiaTypi. /lng nporo morpiOHO Ha BKIAALI
BceraBka B rpymi CumBonbl BUOpatu Bunaaarouuid cnucok CUMBOIIBI, 7€ BUOpaTH

NoTpiOHMIT CHUMBOJ, YM BIAKPUTH JiasioroBe BiKHO CHMBOJIBI 3 I[bOIO CIHCKY 32
JOTIOMOT00 KOMaH !

Hpyrue cumBosl... Jani:
y criucky HpudT BubpaTt mipupT CUMBOIY;
— y cnucky Habop B 00paTu K0JIOBY CTOPIHKY JUIsi BUOOPY CUMBOILY;
— BHKOPHCTOBYIOUH CMYTY IPOKPYYYBaHHS, 3HAUTH HEOOXITHUIA CHUMBOT,
— o0partu HEOOXiTHUN CUMBOII 32 JOIIOMOTOI0 KypCopYy;
HaTUCHYTHU Ha kHOTKy OK
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| Berasurs | | Otmeia

2

30epiranHs 10KyMeHTIB
1. Harucuite Knonky “Office” (a6o xomOinania knasim Ctrl+S, abo kHonmka CoxpaHHUTb
(muckera)) Ta BuOepiTh myHKT CoxpaHuTh uu COXpaHUThH KaK.
2. Y BIAKpUTOMY Ji1aJIoOTOBOMY BIKHI 30€pekeHHsS JOKYMEHTY 3HaWIiTh 1 BiIKpUHTE
HEOOXI1/IHY IMaIKy.
Beenite iM’s1 jokymeHnTa B o Ums daiina.
HatucHith kHONIKY COXPaHUTb.

> ow

JlabopaTopna poGora Ne2. CtBopeHHs Ta ¢popMaTyBaHHSI CIIUCKIB

THumanus o1 ycro2o onumysanis ma OucKycii
2.1. MapkoBaHHI CTIHCOK.
2.2. HymepoBaHuii CIIMCOK.
2.3. baraTtopiBHEBHil CITUCOK.
Ayoumopna nucomosa poboma
BukonaHHs cTyieHTaMH TECTOBHX 3aBJaHb 3 MUTaHb TEMU 3aHSTTSI.

Memoouuni pexomenoayii
Knrouoeumu mepminamu, Ha po3yMIiHHI AKUX OA3YEMbCA 3AC60EHHA HAGUATLHO20
Mamepiany memu, €. MApKOBaHUI CIIHCOK, HYMEPOBAHUN CITUCOK, OaraTopiBHEBUM CIIHCOK.
3 memoro 2nud0K020 3aC60CHHA HABUAILHO20 MAMeEPIANY NPU CAMOCHMIHOMY 8UBUEHHI
memu CHyoeHmy apmo ocod1ugy yeazy 30cepeoumu Ha maKkux acneKkmax:

Cnucok — 1€ CyKynHICTh a03alliB, Ha IOYaTKy KOXXHOTO 3 SKHMX CTOITh HOoMep abo
mapkep. Mapkep — cuMBOJI a00 PHUCYHOK, SIKI BUKOPHUCTOBYIOTHCSI 3 METOIO HAQJaHHS OiIbIIOL
BUPA3HOCTI a03alaM CIUCKY, IO Ha3MBAIOTHCS E€IEMEHTAaMM CIHHCKY. SIKIO0 poiib Mapkepa
BIJIiTpa€ CHMMBOJ, TO HoOro ¢opmar JIErko 3MIHUTH, a SKIIO PUCYHOK — 3MIHMTH Mapkep y MS
Word HemoximBoO.

Crucku BUKOPUCTOBYIOTBCS 3 METOIO MOJIETLIEHHS CIIPUUHATTS iHpopMallii B TOKyMeHTi. Y
MS Word e Tpu THnHM CIHCKIB: MapKOBaHi, HyMepoBaHi Ta iepapxiuHi (OararopiBHeBi). Hiokue
HaBeJICHO 3pa3Ky KOKHOTO 3 THIIIB.

3pa3oK MAPKOBAHOIO CIIMCKY: 3pa3oK HYMEPOBAHOIO CIIUCKY:
— 1 kypc; 1. 3ycrpiu.
— 2 Xypc; 2. 306o0pmu.
— 3 Kypc; 3. Kondepenis.
— 4 kypec. 4. Cumnosiym.
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3pa3ok iepapxiuyHOro CHUCKY:
1. MaremaTuKa.

1.1. Buia MmatreMaTHka.

1.2. Teopis iMOBIpHOCTEIA.
MaremaTugHa CTaTHUCTHKA.
MareMaTtuuHe mporpamMmyBaHHSI.
®dinooris.

JlinoBa ykpaiHChbKa MOBa.
dinocodis.
Exonowmika.
7.1. ExoHOMIKA ITiITPUEMCTBA.
7.2. MixxHapo/IHa €KOHOMIKa.

Nook~wd

/Jna cmeopenna cnucky 3 HAsIBHOTO TEKCTY BapTO BUAUIMTH HEO0OXiHI ab3auy i HATUCHYTH

Bi/INIOBiIHY KHOIIKY IaHeNi iHCTpyMeHTiB Popmamuposéanue.Mapkepu ~~  — Uil MAPKOBAHOTO

—
=
cnucky abo Hymepauis T - HYMEpOBaHOTO. SIKIIO0 MOBTOPHO HATHCHYTH Ha KHOIIKY,
oriepartisi CTBOPEHHS CIIHCKY CKaCYEThCS.
SIK1Io MOTPiOHO BBOAMTH TEKCT Y PEKUMI CIUCKY, TO TaKi KHONKH HATHCKAIOTh TEepel
MIOYAaTKOM BBEJICHHS 1 CTBOPIOIOTH a03amu. Toxi KokeH ab3am BUPI3HATUMETHCS BiIMOBIIHHM

YyiMHOM — a0o Mapkepom, abo Hymepariero. s BIAKIIOYEHHS IIbOTO PEXUMY CIifl TOBTOPHO

HATUCHYTH Ha Ty caMmy KHONKY naneni@opmamupoeanue: Mapkepu *~ : — 1 MapKOBaHOTO

§ —
2 —

criucky abo Hymepayis — JUI HyMepoBaHOTO. MOYKHA MPUIIMHUATH CTBOPEHHS CITUCKY, SKIIO
HATHCHYTHU Ha KiaBinry Enter, a morim Backspace, a6o asiui Enter.

[H1mMit cnoci® cTBOpEeHHS HyMEPOBAHOI'O CIUCKY — OYaTH MO0 caMOCTiiHO, TOOTO ovyaTu
ab3arg 13 HOMeEpa. [Micas 3aKIHYEHHS ab3amy 1 HaTUCHEHHSI Ha
kiasimi Enter penakrop Word HactynmHuii ab3ai moyHe 3 HACTYITHOrO HoMepa. BinkiroueHHs
pexXuMy HyMepallii B IIbOMY pa3i 311 CHIOETbCS NUIIXOM CTUPAHHS HOMEpPa B HACTYITHOMY a03arii.

VY npotieci 3acTOCyBaHHs KHOIOK naHelni Popmamuposanue:

. —_ i o—
» — g —

Mapkepu °~  — 1A MapKOBaHOTO CHUCKYy abo Hymepayis — U1 HyMEpOBaHOTO
BUKOPHCTOBYBATUMYTHCSl MApaMETPU CTBOPEHHS CIHCKIB, MapKepW Ta CTWIJi, BCTAHOBJICHI 3a
3aMOBYYBAHHSIM Y TIEBHOMY I1a0JIOH1, a00 Ti, 110 3aCTOCOBYBAIUCSA OCTAHHIMH.

[TapameTpu CHHCKIB MOYKHa HAaJAIITOBYBAaTH, BHKOPHCTOBYIOYHM JJISI I[HOTO KOMaHIY
meHto @opmam!]Cnucox. I1oTiM, TepeKIOUYMBIINCG Ha MOTPIOHY BKJIAAKY /11aJOTOBOTO
BikHa Cnucok, Tpeba BUOpaTu BOYAOBaHUN CTWIIb CHHMCKY a00 CTBOPUTH HOBHMH MOTrO CTHIIb,
oOpaBIIM UIsi 3aMiHU TIE€BHUM CTUJIb CIHUCKY, MICIs YOrO HATHUCHYTH Ha KHOTKY M3meHums 1 B
JaIoroBOMY BikHI M3Mmenenue cnucka 3aaatu HeoOxiaHi napamerpu (puc.4.1-4.6).
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Puc.4.1. [Jianorose Bikno Cnucox/Hymeposannuiii

-

Crincox l(
[Trn— Hynepoparmsi | Mugroypoonesesi | Crwcok crined |

- — o -

HeT " — o *

- — o -

- < » .

- > » ,

- - » .

(oo ]

Lok ] omen |

Puc.4.3. diamoroge BikHO Cnucox/MapxuposarnHviii

"Cnwcox X
| Mapwop i | Hynep #1 | Megroypoesesesi | Crwwcow crinedt
1) 1. °
HeT a) 11, >
0 Y. Ty pr— .
Crareal Jaon 1 2acononos e ). Zvomren 1o Mnasa 1 2
Pascaen 101 2 1.9 Jaronoecn 2. A Saoncron IHOAOE OF 2
(0) 23tmonen 194 3aromsrox 1.330m1 || Zoconoron 3
m IM-J

Puc.4.5. ianorose BikHO Cnucox/ Mnozoypogueguiii

MHO20YpPOBHEBO2O CNUCKA

12

VISMc HE HHE HYME PORAHHOTO CrHCKa >4

' b

523 z] Havars c: 1 P
MNonoxersie somepa

Mo nesoy Kpao 9 ni127cm 12
Nonoxerme TEKcTa

1.27 cm % oxTmioow [
Q6pasey

Lok ][ omena |

Puc.4.2. [Iianorose
BIKHO Z3MeHeHue HyMepo8anHo20 CRUCKA

Mame He Hue MAPDKHPOHAHHOTO CITHCKa X

T =1- e =]

-]

MNMonoseHns Mapreps
greryn: 127 cm o

Monoxerre Texcra

Tabynauna nocne: : : :
11,27 cm {2 oxcryn:locm =
Obpaseu

Puc.4.4. [lianorose

BIKHO M3menenue MAPKUPOBAHHO2O CNUCKA

Vi3MeHE HHeE MHOTOYPORHE BOr0 CrIHEKa

L
Dopmat HomeDs | : l
Ymggogmw:
Lol [ (Lonew |
$ Pz Qg B
6 | mpeasayws Ofpaey
T 1
3 3 T [ —
Monowerese Howep3 111, s
owevom ] i G
Monoxeswe Texcra 1111""1'11'”
il SN 3 REERK RN —
153m & oreTm 14w 5 111100000,

Puc.4.6. lianorose BikHo M3zmenenue




ITin qac CTBOPCHHS lepapXxigyHUX CITUCKIB BUKOPHCTOBYIOTh KHOTIKH

nay
"
n¥
"N

naneni Qopmamuposarue : ' (Vmenvuwums omemyn ta Yeeruuums omemyn) 3 METOIO
CTBOpEHHS piBHIB. TexHOMOrIs X 3aCTOCYBaHHS:
1. 3amoBHUTH MEBHUH CTHIIb 1EPAPXIYHOTO CITUCKY.
2. CTBOpHUTH OJHOPIBHEBHIA CIIHCOK.
3. HeoOximni ab3a1u 3a JOMMOMOTOO IIMX KHOIIOK 3MEHIITUTH 32 PIBHEM.
AJbTEpHATUBOIO 3aCTOCYBAaHHS KHOIOK € BUKOPUCTAaHHS KiaBimn Tab (moHusuTu piBeHs) Ta
KoMmOiHanii kimasim Shift + Tab (36ineimTy piBeHs).

Oonopienesi ma 6azamopienesi cChucKu

[lig 4yac cTBOpeHHsS MapKOBaHOro ab0 HyMEpOBAaHOTO CIHMCKY MOKHAa BUKOHATH OJIHY 3
TaKHUX JIIi:
1. Bukopucraru 0i0gioTekn MapkoBaHMX a00 HyMepoBaHMX cHMCcKiB. MoxxHa
BUKOPUCTATH MPONOHOBAaHI 3a TNPOMOBYAHHAM (OpPMATH MapKepiB 1 HOMEpPIB JJs CIHCKIB,
3MIHUTH CIIUCKH BIATMOBIIHO JI0 BJIACHUX MOTpeO a0o BuOpaTu iHmI hopmatu 3 610J10TEK CIUCKIB.
2. M@opmatyBaTH Mapkepu a6o HoMepu. MoxHa 3a7aTH ISl MApKepiB a00 HOMEPIB CITUCKY
dopmart, BimMiHHUK Bif (opMmary TeKCTy y chucky. Hampukiaa, Mo)Ha BHIIJTUTH HOMEp Ta
3MIHUTH KOJIIp BCiX HOMEPIB, HE 3MIHIOIOYH KOJIip MPHQPTY CAMOTO TEKCTY.
3. Buxopucratu pucyHku ado cuMBoOJM. MOKHA 3pOOUTH JOKYMEHT a00 BeO-CTOPIHKY
HAOYHINIMMH Ta IIKABIIIMMH, JTOJABIIN 10 HUX CHHUCOK i3 MapKepaMmH y BUTJIAI PUCYHKIB a0o
CUMBOIIIB.

Jladboparopna pobora Ne3. CtBopeHHs Ta popMaTyBaHHs Ta0JIMIb.
OOpaxyHku y Tadaunsx.

llumanus 014 ycHO20 onumysanHs ma OUCKycii
3.1.CtBopeHHs TabnuIll (MaTIOBaHHS, BCTaBKa).
3.2. BBegeHHs 1aHUX y TaOJHIIIO.
3.3. BcraHoBJIeHHS Ta BUITYYECHHS PAJIKIB 1 CTOBIIIIB TaOJIHUIII.
3.4.dopmaryBaHHS TaOIHII.
3.5. BukoHaHHs 00YMCIICHD B TAOJIHIAX 32 JJOMTOMOTOI0 MaTEMaTHYHUX (POPMYII.
3.6. CtBOpeHHS Ta (opMaTyBaHHS KOJIOHOK.
Ayoumopna nucbmosa poboma
BuKoHaHHS CTyZ€HTaMH TECTOBUX 3aBJIaHb 3 IUTaHb TEMU 3aHSATTS.

Memoouuni pexomenoauyii
Knwuosumu mepminamu, na po3ymiHHI AKUX 0A3YEMbCA 3AC60EHHA HABYATLHOZO
mamepiany memu, €:.CTBOpEeHHs Tabnu1i, popMaTyBaHHs TaOIUL, pearyBaHHs TaOIUIL.
3 memoro 2nub0K020 3AC60CHHA HABUAILHO20 MAMEPIAYy NPU CAMOCHITHOMY 6UGYEHHI
memu cmyoenmy 6apmo 0coonaugy yeazy 30cepeoumu Ha MaKkux acneKmax:

1. CTBopeHHs TabauIi

Tabnuus cknagaeTbest 3 KOMIPOK, SIKI YTBOPIOIOTH CTOBIIII 1 PSAKH.

Word 2010 mae Taki MOYKJIMBOCTI /i CTBOPEHHS TaOJIHUII:

1) HamanroBaTH TaOJIHIIIO;

2) IBUJIKE BCTABJICHHSI TaOJIHIII;

3) BCTaBUTH TaOJIHIIIO.

Tabnuiro ManmoTh, KOJIX AJs CTOBIMYMKIB 1 PAAKIB XOUYTh MAaTH Pi3HI po3mipu. SKio
noTpiOHa TabIuI CTaHAAPTHOTO BUIJIALY, Kpallle BCTABUTH TaOJIHIIIO.

[lepen crtBopeHHSM Ta0dMIl HEOOXITHO MOpaxyBaTH, CKUIbKM CTOBIIB 1 PSAIKIB BOHA
MOBMHHA MaTH. AJjie B Oyb-IKOMY BUIIA/IKy MOXHA JI0JaTh CTOBITYUKH a0O0 PSIKH.

HamaaroBaTu Ta0auiio
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1. Bukonatu komaHy
Berasaennsi/Tabaunsi/HakpecanTu Tadanny. BkaziBHuK muri
npuiimMe Gopmy OJTIBIIA.

4HA PozmiTea cropiHkm Mocuni

2. Knamaytn 1 mepersrHyTM BKa3iBHHK Mumi, 1100 = |l e
HaMaJIIOBaTH MPSIMOKYTHHK PO3MIPOM B Ty TaOJIHUIIIO; bRy || Prvrox Tpagia omyme S

3. Knammaytn  3Bepxy a00 3HHM3Yy TOPSIMOKYTHHUKA 1 | Baasnenwarabami
MEPETATHYTH BEPTUKAIBHI JIHIT JJI PO3IIJICHHS CTOBIIIIIB. I

4. Knannytu Ha niBiit abo mpaBiii CTOPOHI MPSMOKYTHHKA 1 I O

MEePETATHYTH TOPU3OHTAIBHI JIiHIT UTISI pO3IIJICHHS PSIIKIB. OOO0O0O0O00
m . N I

BHJIKe BCTaBJIEeHHsI TA0JIunILi o o O [

I I I I

I I

koMmanay BeraBienns/Tadauus.

2.B po3aini BeraBiaeHHst Ta0JMLi, TPUTPUMYIOUH JiBY KIaBilry
MUIITKH, 3adapOyBaTi HEOOX1THY KUTBKICTh PSAKIB 1 CTOBIIIIB.

3. SIK TIBKU Kypcop BiAIyCTUTH, po3mip Tabimii 3adikcyeTbes i
BOHa Oyjie po3MillleHa B JOKYMEHT. Bci KOMipKM HOBOi TaOJHIIl IMycCTi 1
MalOTh OJTHAKOBUHN PO3MIp.

EcTasuTi Tabanu. .

Hakpecautu Tabauum

EnekTpoHHa Tabnuuys Excel

0
U
O
1.TlocraButu Kypcop, Ae Mae OyTd TaOuuUsd 1 BHKOHATH E
=
i}
e
|

-

Ekcnpec-tabnuui

BcTraBuru TadIMII0

1. BcraBuTtH Kypcop Ha Te MicIie, e TOBUHHA OyTH TaOIHIIs.
2. Bukonatu komanay Berasiennsi/Ta6aunsi/BeraBuTi Ta01umio.
3.V BikHi Jianory BUOpaTH KUTbKICTh CTOBIIIIB 1 PS/KIB.

W4. B momi A.BTOI[lllﬁlp WHPHHY  CTOBNLIB BUOpaTH [ R e @gl
IocTiiiny abo 3a BMicTOM, 200 32 INIMPUHOIO BiKHA.

5. Hatucnyru OK. Posmip Ta6mL
Excnpec-Tadauui KinewicTs cTosnus: |5 =
Konekuisa eKCIpec-TadJINIIb MICTUTH mrabJIoHU KineKicTe pRakxis: 2 =
MOTIePETHBO BiM(OpMaTOBAHUX TaOIUIh 31 3pa3KaMu JaHUX.

ABTOAORIP WHPKHK CTOBNUIE
Bukinukaetrscsa KOMAaHIOH

. (*) nocTifiHa: ABTO -
Bcerapienns/Ta6auns/Excnpec-Tadaumi. =

() 33 BMiCTOM

3anoBHEHHA TA0J ML _
() 33 WMPHHOW BikHa

[Ticns cTBopeHHs Tabmuui ii MoXHa 3anmoBHUTH 1H(opmamiero. KoxkHa Komipka €
CBOEPITHUM OKPEMUM JTOKYMEHTOM, B sIKili MO’KHA BBOJMTHU JI0 KUJIbKOX a03alliB 13 30epeKeHHIM
BIJOMHX MOXJIMBOCTEH iX (opmaTyBaHHsA. B Komipii MOKHa BCTaHOBUTH IIPUQPTH, BIACTYIH,
1HTepBaNH, TaOYIIS11i10, BUPIBHIOBAHHS.

Jlns mepexoy B KOMIipKy cripaBa — Tab, B komipky 3iiBa — Shift+ Tab.

[Tokn KoMipKH ITycTi, MOXKHa TepecyBaTHcs —>ab0€. Komu KOMipKH MarOTh TEKCT, TO
MU KJIaBIIIIaMH TIEPECYBAIOTHCS TOCUMBOJIBHO JI0 KIHIISI TEKCTY 1 @)K TOJIl Y CYCITHIO KOMIPKY.

Takox Mo’kHa 3/1MCHIOBATH Mepexi] MK KOMIpKaMH 3a JOMOMOTO0 “MHIII”.

2. ®opmaTtyBaHHA Ta0aUILi

HesanexHo Bij cioco0y cTBOpeHHs, (hopMaTyBaHHs TaOJIUL NOJSATaE y TOMY, 10 TabIuIi
HaJal0Th MEBHOTO (hopmary.
Jnst Tabnuitio popMaTyBaHHs MOTPIOHO BUIUIATH 11 KOMIPKH.

Buaisiennsi komipok, psiakiB, cTOBNIIB Ta0uILi

{06 BUALIATH KOMIPKY, TIOTPIOHO MEPEBECTH Ha HEl KypCOp MU JI0 MOSIBU CTPUIKH <, 1
KJIAI[HYTH MUILIE0, KOMIpKa 3aapOyeThCsi B YOPHUN KOITIP.

[Io0 BUAIIUTH CTOBMYUK JOCUTH 3BEPXY HaJ TAOIHUIICI0 MEPEBECTH Kypcop MHII MPOTH
CTOBITYHMKA 1 KOJIU 3 IBUTHCS CTPLIIKA AN, KIAIIHYTH MHIIICO.

1100 BUAIMUTH PAOOK, JOCUTH 3I1iBa 32 MEXKaMU TaOJIHII MepeBECTH Kypcop MPOTH PsIIKa 1
MICIIS TIOSIBUA CTPUIKH <! KJTAIHYTH MHUIIIEIO.
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[I{06 3HATH BUAUIEHHS, MTOTPIOHO KIAIHYTH MHIIICIO 32 MEKaMU TaOJIHIII.

[Ipu BcraBnmenHi Tabmumi 3’sBisAThCsa ABI mogatkoBux BriIAagku KOHCTPYKTOP i

MAKET.
Kouncrpykrop

BuxopuctoByeThes 11t popMaTyBaHHs TaOUIII.

(Da HE9- )+ NokymenT2 - Microsoft Word TaBanuHi sHapaAaa
_d} QCHOBHE BcraeneHHa Po3miTKa CTORIHEM MocunaHHa Po3cHAKKM PeLeHzyEaHHA Burnag Po3poBHHK Haa6yaosw KoHcTpykTOp MakeT
V| Pagok saronoska (V] Mepuwwii crosneus Tl = = = = = £y 3arinenka ~
PA40K MIAQ/MKIB OcranHiii croBneus = = = = - [ e - 0,507
V| Cmyrv pagkis Cmyrw crosnnis (Lo |- - -- —~S==== ===== —===== —===== = i Konip nepa

MapameTpu crinis Ta6anus

Cruni Ta6anus

1. Hapamempu cmunie mabauys.
1.1. Panok 3aroyioBka - XxoBa€ a0 BUBOJUTH HA €KPaH.
1.2. Psayiok miicyMKiB — BUBOAUTH OCTAHHIH PSJIOK 3 MiApaxyHKaMHU.
1.3. CMmyru psaKiB — BUBOAUTH JIiHIT PSJIKIB.
1.4. Tlepmmii CTOBIENH — BUBOJIUTH, XOBAE MEPITUN CTOBIEIID.
1.5. OcranHniii croBrens — BuBoauTh a00 X0Ba€ OCTaHHINA CTOBIIEIb.
1.6. Cmyru cTOBIIIB — XOBa€ a00 BUBOJUTH JIiHI1 CTOBIIIIB.

Hakpeoumi mexdi

=N

Hakpecnuu Tymka
TaBnuL
L}

2. Cmuni maonuyp.
3. 3aminenna — 3agapbosye Komipku.
4. Mesci — 6us00umsb GiKHO 011 6CHLAHOG/ICHH MEICL.
5. Haxpecnumu meoxrci.
5.1. Tun niHii - BITKPUBAETHCS CIUCOK 3 TUIIAMU JIIHIN 1 KIIAITHYBIIA MUIICIO BUOHPAETHCS.
5.2. ToBuHa JiHIT - BIOKPUBAETHCS CIHUCOK 3 TOBIMMHAMHU JiHiK Bim 0,25 g0 6 1T,
KJIAITHYBIIT MUIIICIO BUOpATH MOTPiOHE.
5.3. Koutip niepa - BiIKpUBAETHCS NATITPa KOJbOPIB ISl TPAHUIh TAOJIHIII.
5.4. HakpecnuTH TaOIHII0 — KypCop CTa€ Y BUTIISAII OJIBIIS 1 HUIM MATFOETHCS TaOTHIIS.
5.5. 'ymKa - 3HUIILYE PSAIKHU 1 CTOBIIL B TAOJIHIIL.
3. PeparyBanus taéanui
Maker
BuxopucTtoByeThCs 1151 pearyBaHHs TaOIHIII.
O\ HE9- )+ Hokyment2 - Microsoft Word Tagawsri 3HapAAG
e e el ncer
— B | E & 6 = R === RN T
—— T 5 T T 5 EEIRRET -
=l WP e T T T Es=—a
1. Tabnuus. e
1.1. Buainutu — pi3Hi cnocoou BUIITICHHSL. = owome  saus
1.2. Tloka3zaTu CiTKYy — 3’ SIBIISIETHCS CITKA. r————
1.3. BnacTuBOCTI — BiIKpHBac BiKHO ISl BUOOPY PO3MIPiB, BUPIBHIOBAHD B | i mosmes o
Ta6HI/IIIi. B BuainuTi Tasnuwgo
2. Paoku ma cmosnyi. = =
2.1. Bumanutu — BUIAISAE€ KOMIPKY, CTOBITUMK, — “=™ — o+
panok, Tabmumro. Alle  mepen  THM /“E B:j E}*_ﬁ iy
MOTPiOHO BUIIITUTH. S Ew———— BB B s
2.2. BctaBUTH 3BEpXy — BCTaBISE PSATOK o i R
3BepXy BiJ BUALIEHOTO. . swanrnrosnve =H
2.3. BctaBuT 3HU3Y - BCTaBISIE PSJAOK HUXKYE BIJ
BHUI1JIEHOTO.
2.4. BctaButu 31iBa — BCTAaBJISIC CTOBIIUMK 3J1IBa  BiJ
BUIIJIEHOTO.

2.5. BcraBuTH cripaBa - BCTaBIisi€ CTOBITYUK CIIPaBa BiJl BUIIICHOTO.
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AonasaHHa KNITHHOK @EJ

HaruchHyBmm Ha KHOTIKY B rpy1ii Psiaku i croBnmi,
3’SIBUTHCSI BIKHO JIJIsl BCTABKU BKA3aHHX BUIIE 00’ €KTIB. S

[Ilo6 moGaBuTH 10 TAOIUINI IEKIIbKA CTOBITUHKIB, © scrasuma inwi crosnews
HEOOXIJTHO y ICHYIOYii TaOIuI CIIOYaTKy BUAUTUTH TaKy KUTBKICTb. o< ] [(cworeem

VY KkiHmi TaOnuIl MOYKHA JOJATH PSAMOK, HATHCHYBIIM KJIABIIIY
Tab, xonu kypcop 3HaXOIUTHCS B OCTaHHII KOMIPIIi.

1. Oé6’conanna.

1.1. O6’enHaTH KIITUHKU — BUIUTUTH JEKiJTbKa KIITHUHOK 1 HATUCHYTH JaHY KHOTIKY.

1.2. Po3nimuTy KIITUHKH - IUTATH Ha 3aJaHy KUIBKICTh CTOBIIIIIB 1 PSAKIB BUILIEHY KOMIPKY.
BinkpuBaeTbcss BIKHO JialioTy, B SKOMY BBOJHTHCS KUIBKICTh CTOBIIIB 1 PSAKIB 1
Hatucuytu OK.

1.3. PO.S,I[IJ'II/ITI/I TaOJHII0 — PO3AUIsiE TaONMIUIO HA MiCLi Kypcopy Ha
JIBl YaCTHHHU. m i

2. Po3mip knimunku. Reromosie| 2 wwpmwa: 03 e S

2.1. ABromin6ip — miabip po3mipiB TaOIHUILI.

2.2. BucoTa — BCTAaHOBJIFOETHCSI BUCOTA PSI/IKA.

He Buminsroun KOMIpoK TaOJMIll, MEPEeBECTH Kypcop Ha BEPXHIO
TPaHUII0 PsIIKa — 3°SIBUTHCS JIBOHAIIPABIieHAa CTpiIKa. HaTUCHYTH JiBY KHOINKY MHUINI 1 He
BIJIITYCKAIO4H MEPETATTH CTPUIKY Bropy abo BHH3.

[lepetarTu Mapkepu CTOBITYMKIB Ha BEPTUKAIbHIN JHIHII Bropy abo BHU3.

2.3. lllupuHa — BCTAaHOBIIOETHCS MUPUHA CTOBIILIS.

He Buminstoun KoMipok TaOnuili, MepeBeCTH Kypcop “MHIIi” Ha MpaBy TPaHUIIO
CTOBITYMKA — 3’SBUTHCS JIBOHAIIpaBlieHa CTpiaka. HaTHCHyTH IiBYy KHONKY MM 1, HE
BIJIITyCKAIO4H, IEPETATHYTU CTPUIKY BIPaBO abo BIIBO.

[epeTsirHyTH MapKepH CTOBITYMKIB Ha TOPU3OHTANIBHIH JIiHiHII BIpaBo abo BIIiBO.

2.4. BupiBHATH BHCOTY PSAIKIB - BUIUICHI PSIIKH 3 PI3HOIO BHUCOTOIO BUPIBHIOIOTHCS 1
NpUHMAIOThCS OJTHAKOBHH yHi(hiKOBaHUH po3Mip.

25. BupiBHATH WHMPUHY CTOBMOIB - BUJIUIEHI

36T0A06Ip 33 BMiCTOM

3ETOAO6ID 33 WHPHHOK BikHa

T

GiKCaBAHA WHPUHA CTOBNLS

CTOBITYUKH 3 PI3HOIO IMMUPHUHOIO BUPIBHIOIOTHCS 1 MPUUMAIOTBCS | rions crimio =5 nponossra
OJIHaKOBUH yHi1(iKOBaHUI po3Mip. sepee: (0@ S mee P9 2
3. BupiestaHHﬂ. HIBRHE: Ocm % | mpaee: [0,19cm £
. . IHTEpBanK MK KNITMHKEMN 38 NPOMOBYEHHAM
3.1.  Bci cnocoOu BUpIBHIOBAHHS. o R (= P —
3.2. Hampsmok TekcTy - y BHIUIGHIH KOMIPII | mers
MOBEPHYTU TEKCT BEPTHKAIbHO. Lle KOPUCHO MpU BY3BKHUX | [ asroscsi posmipe 2 sucron
CTOBH‘II/IKaX. oK ] [ Cracysath

3.3. Ilons KITHHOK — BIAKPUETHCS BIKHO, B SIKOMY
BUOpATH PO3MIpPH MOJIB Y KIITHHI.

4, Jani.

4.1. CopryBanHsa — CopTyBaHHs MOJIATAE y MEPECTAHOBLI 3aMIUCIB BIAMOBIIHO 10 JaHUX
y BuOpaHomy ctoBmuuKy. COpTyBaHHSI MOYKHA IIPOBECTH 3a 3pocTaHHAM (Ta andasiTtom) abo 3a
3MEHUICHHSM (TIPOTH aJ(aBiTy).

BinkpuBaeTbcsi BIKHO, B SKOMY BHOHMpaeThcsi copTyBaHHs. KilanHyTw mno coucky
»CopryBarn”, o0 BUOpaTH Ha3BYy MoJIs (3ar0JIOBOK CTOBIHIA), MO SIKOMY OyIyTh BiJICOPTOBaHI
naHi. Bubpatu nopsinok coptyBanss 1 kinanytu OK.

CopryBaTi 1aHi MO’KHAa MAKCUMYM I10 3 TOJISX.

[Ipu GaraTopiBHEBOMY COpTYBaHHI B SIKOCTI OCHOBHOT'O TOJISl CJTiJ1 33/1aBaTH CaMe Ba)KJIMBE
1oJje, a B SKOCTI OCTAHHBOT'O JIOJJATKOBOTO — HAWMEHII BaXKJIMBE.

4.2.  TIOBTOpPHUTH PSJAKH 3aroJIOBKIB — SKIIO TAOJHIS Ha JEKiTbKa apKyIIiB, TO IIamKa
TaOJIMII MOBTOPUTHCS HAa KO)KHOMY 3 HUX. -

4.3. TleperBopuTH Ha TEKCT — 3 TaOJHUIIl CTBOPIOETHCS B
TCKCT. Z =E NepeTEopUTH HA TEKLT

Copry-
ok || Banma Jx Dopmyaa

4.4. ®opmyna. fani
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BukoHaHHA 004YHC/IEHL
Axmo Tabmuis Mae YMCIOBI JaHI y KOMIpKax 1 Haj HUMH Tpebda BUKOHATH TEBHI
00YMCIIeHHS, TO TOTPIOHO:

1) Po3micTuTtu Kypcop y kKoMmipkax, Jie HOBUHEH OYTH Pe3yJIbTaT OOYHUCICHHS,
2) Bukonatu komanny Maxker/[Jani/®@opmyia, BIIKpUETBCA BIKHO Jiajiory
®opmya, B IKOMY MOXKHA BUOpaTu GopmyIry. — X
a) apudMeTHuHi GOpMyIIH; PU—
=2+3*4/6 ——
b) azipecHi hopmyIin; | 3
=A1+B1+C1-C4 prammipmnter
c) Joriui hopmyIu;
[To 3amoBuyBanHi0 Word mnpomnoHye oO4HMCICHHS (GOpPMYIH
SUM(ABOVE), sika 03Ha4ae 101aBaHHs YUCEIl PO3TAIIOBAHUX BHIIE BUIIIEHOT KOMIPKH.
SUM(LEFT) — nonaBanHs ymcen, sIKi pO3TaIlIOBaHi 3)1iBa BUALIICHOT KOMipPKH.
SUM(A1, C1) — nonaBanHs 4Kcell, K1 pO3TalIOBaHi B IAaHOMY Jlialla30Hi.
3) SIkmo moTpiOHO, MO0 pe3ynpTaT MigpaxyHKiB BiJOOpakyBaBCS SK TIpOIIOBA
OJIMHUIISA, SIK IPOLIEHT, KJIAIHYTH Ha ciicky dopmat HoMepiB i1 BuOpatu noTpiOHUI Gopmar.
4) B mom BcraButn (QyHKII0O MOXXHAa BCTaBUTH Taki (YHKII, SIK MiHIMaJbHE

3HAYCHHS, MAKCUMaJIbHE 3HAYCHHS, CEPE/IHE.
5) Knamayrn Ha OK, mo6 36epertu ¢popmyiry, hopmar i 3aKpUTH BIKHO J1aJIoTy.
S0 3MIHUTBCS BMICT OJIHI€T 3 KOMIPOK, fKa BXOAWTH B Jiama3oH B Qopmydi,
ABTOMATHYHO 1 3MIHUTBCS PE3yNbTaT MiApaxyHKiB. Po3MicTUTH Kypcop B KOMIpIl, SKa Mae
dopmyny 1 HatucHyTd <F9>, m100 MOHOBHUTH pPE3yNbTAT MiAPAXyHKIB IICJIsI BHECEHHS 3MiH B
KOMIPKH, SIKI BXOJSITh B JOPMYITY.

JlabopaTopna podora Ne4. CTBopeHHs1 Ta ¢popmaTyBaHHs rpagikis,
aiarpam ta oprarirpam

llumanns 0na ycHo20 onumysanHs ma OUcKycii
4.1. Jliarpama B TEKCTOBOMY JIOKYMEHTI.
4.2. 3aco0u CTBOPEHHS JIiarpam.
4.3. CtBopeHHs 0a30BOi Alarpamu.
4.4. PenaryBanHs 0a30Boi TaOJIHLIL.
4.5.HacTporoBaHHS 30BHIIIHBOTO BUTY TaOIHIII.
4.6. liarpaMu i1l iCHYFO9O1 TaOJIHUII.
AyoumopHa nucbmosa poboma
BuKkoHaHHS CTYZICHTaMH TECTOBUX 3aBJIaHb 3 MUTAaHb TEMH 3aHATTSI.

Memoouuni pexomenoauyii
Knwouosumu mepminamu, na po3yMiHHI AKUX O0A3YEMbCA 3AC60EHHA HAGUATLHOZ0
Mmamepiany memu, €. 1iarpama.
3 memoro 2nud0K020 3AC60EHHA HABUATLHOZ0 MAMeEPIAYy NPU CAMOCHMIUHOMY 6UGUEHHI
memu CIyOeHny 6apmo 0coOIUgy yeazy 30cepeoumu Ha MaKkux dcneKmax:

BceraBka giarpamu B 1oxkyment Word 2016.

Hiarpama (BekTopHa Trpadika) BUKOPUCTOBYETHCA [IJI1 HAOYHOTO TMPEACTABICHHS 1
nopiBHsSHHS AaHuX. [licns BcraBku miarpamu Ha Ctpidmi BikHa monatka Word 2010 3'sBisitoThest
KOHTEKCTH1 1HCTpyMeHTH "PoGota 3 miarpamamu", posniieHi Ha Bkiagku Konctpykrop, Maker 1
®opmar. KoHTeKCTHI IHCTpYMEHTH 3a0e3MeuyloTh 3MiHa THITy, JaHUX 1 MakeTa JiarpaM, a Takox
ix ¢popMaTyBaHHS
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Hokymentl - Microsoft Word Pa60Ta  AuarpaMmamit lE]M

TnaeHas Bcraska PasmeTka cTpaHuusl Ceninkn Pacceinkm

4 2 = m o5

Bua P Kowcrpyktop Maket Dopmat
i —:J i I = i ' ‘
VsmenwTs TR CoxpamuTs || CTpoKa/cron6el BHGPaTs MsmeHuTs OBHOEHTS iF i & oy 1l | |
AMArpaMMEl  Kak WwaBnoH AaHHbE AGHHBIE  AaHHbIE 7 |

Tun Dankbie Makersi auarpamst CTuam Auarpamm

CxemaTu4Hi niarpamu (opratirpamm)

7'

3a JOTTOMOT 010 KHOIIKH naHei
iHcTpyMeHTIB ~ PucoBanme  abo meHro  BcraBkallOpranmszammonnas — (CxeMaTudeckasi)
IyarpaMma o JOKYMEHTa MOYKHa JI0J[aBaTh CXEMaTH4Hi JiarpaM pi3HHX THIIIB, 30Kpema:
CTPYKTYPHHUX 3B’SI3KiB, IIMKJIIYHI, IIJIbOBI, pajiaibHi, fiarpaMmy BeHHa Ta mipamifaibHi JiarpamH.
iarpamMu He 3aCHOBaHI Ha YUCIaX 1 BAKOPUCTOBYIOTHCS JIJIsl HAOUHIIIIOTO M IIKaBIIIOTO MOJTaHHS
MaTepiany.

Jliarpama CTPYKTYpHHX 3B’SI3KiB 3aCTOCOBYETBHCSI 3 METOIO BiJIOOpaKEHHS CTPYKTYpH
CHCTEMH, i€papXiuyHUX 3B’s3KiB y Hill. [liarpama BeHHaBHUKOPUCTOBYETBHCS Ul BinOOpa>KeHHS
MICIIb TIEPEKPUTTS eeMeHTIB. [{ukitiuHa miarpama 3acTOCOBYETHCS, 00 1TIOCTPYBATH IMPOIIECH,
ki MaroTh TpuBanmui 1ukiIlipamiganeHa niarpamMa BUKOPUCTOBYETHCS 3 METOIO BiIOOpakeHHS
0a3ucHo-HaAOymoBHUX 3B’s3KiB. LlinboBa miarpama — uist BiioOpa)KeHHsI KPOKiB, IO BEAYTh /10
HamiueHoi mimi. Pamianpna niarpama — mist BimoOpaKeHHS 3B’SI3KIB €JIEMEHTIB 3 OCHOBHUM
CJIEMEHTOM.

[Ilo6 BuOpaTm THUO [iarpamMu, TOTPIOHO KIAIIHYTH KHONKOIO HAa BiANOBIAHOMY THITI
JiarpaMu y aiajJoroBomy BikHi bubnmoreka auarpamm .

sza ||| o ||| =&
Al&|@®

OpraHn3auMoHHanA AMarpaNmMa
Orobpaxere CTPYKTYPLI O THOWEHIH

[OK ][Omena]

bibnioTeka miarpam

Jlogarouu 10 JOKyMEHTa jiarpaMu abo 3MIHIOIOYM B)K€ HasBHY B JOKYMEHTI Jiarpamy,
HaBKOJO Hel BiloOpa)xaeTbcsd MOJOTHO, OOMEXKEHE HEIPYKOBAHOI MEXKEI 3 MapKepaMmu
yIpaBJIiHHA po3MipaMu. 3a JAONOMOIOH KOMaHJ 3MiHH PO3Mipy JAiarpaMd MO>KHA 30UIBIINTH
MOJIOTHO JJIsl 3pYYHOCTI poboTH abo mpubpartu 3aiiBUN IPOCTIp, IEpecyBalOYl MEXy OIuKde 10
niarpaMu. Pa3oM i3 mojgoTHOM jAiarpamu BiIKpUBAaeThes MaHeb Juarpamma (puc.S).

OpraH13ay“oHHas AvarpamMma v x
i Aobaeute purypy ~ Maker v  Beifpatb v t:. e @ 116% «

[Tanens iHCTpYMeHTIB [InarpamMma

HaTtucHyBimm Ha KOXKHY KHOMKY maHeni Jluarpamma, peTeabHO BUBYITH 3MICT KOMaH] 1
3’gcyiiTe X IpU3HAUYEHHS.
3 meroro (opmaTyBaHHS OpTraHi3alliifHOI JlarpaMH 3arajoM BHKOPHCTOBYIOTh TOTOBI

Z*
ot

CTI/IJ'Ii, 10 MOXKHa BI/I6paTI/I AJId 3aCTOCYBAHHS, KIIAITHYBIIIX HA KHOIIKY ma”eni I[HarpaMMa.
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r“ G/THOTEKA CTHAE H OPTaHHIALMOHHBIX JHAT PaMM b

BribeprTe CTHAL AHArPaMMLI:

Koutyp

ABOHON KOHTYP

HAPHBIA KOHTYD l ]
OCHoBrbIe UBSTS
Teres

Oross
Obverest user

C_ M
Wypqmcxoﬁm
e  h s e

MNonocs!
Penced
Pencedrbil rpaanenr
KB3apartrbie Teénm J J
Kapxac

J )

Lok | [ omea ]

bibmioTeka cTuitiB oprasizaniiaux giarpam. Bubip ctuiro giarpamu

J1s KO>)KHOTO THITY JiarpamMu BIAcTHBI ¢BOi cTuii. YacTuHM niarpamu (popMaTyIOTBCS TaKk
camo, Sk (Irypu: HUISIXOM J0AaBaHHS KOJbOPY 1 TEKCTY, 3adapOyBaHHs, TEKCTYpH 1 (HOHY 3MiHU
TOBIIMHH 1 TUITY JTiHII.

JlaGopaTopHa podora NeS. PoGora 3 00’ekTamu

Ilumanus 0na ycHo20 onumysauHs ma OUCKycii
5.1. BcraBka mantoHKa.
5.2. 3MiHa po3MipiB MaTIOHKA.
5.3. IlepemimeHHsTa KOMIIOBaHHS MAJIOHKA.
5.4. MamoHOK y TEKCTI.
5.5. CtBOpeHHSs OyKBHULIb.
5.6.Hanuc y Tekcri.
5.7.PenaryBanHs Ta 0(pOpMIIEHHS HAIIUCY.
5.8.BcraBka Ta hopmaTyBaHHADOPMYII.

Ayoumopna nucemosa poboma

Bukonanus CTYACHTAMH TECTOBUX 3aBJIaHb 3 IIUTAHb TCMU 3aHATTH.

Memoouuni pexomenoauyii
Knwuosumu mepminamu, na po3yminni AKUX OA3YEMbCA 3AC60EHHA HABUATLHOZO0
mamepiany memu, €. Haric, MatoHOK SmartArt, 06’ext WordArt, gpopmyua.
3 Memoto 2n1ub0K020 3AC60EHHA HABGUATIbHO20 Mamepiany npu camoCmiilHomMy 6U64eHHI
memu cmyoenmy 6apmo 0coonugy yeazy 30cepeoumu Ha MaKkux acneKmax:

1. Pobora 3 rpadikoro B 1okymentax Word 2016

I'padika - ne oauH 3 HaBakIMBiUX eneMeHTiB qokymeHTa Word 2016. ['padika OyBae
JIBOX BHIIB - pacTpoBa i BekTopHa. Pactposa rpadika y Word 2010 moxke OyTu 3aBaHTa)xeHa 3
rpadiudoro dainy (3 posmmpenasim BMP, TIFF, PNG, JPG a6o GIF) a6o 3 iHmoi nporpamu
(manpuxnan, rpadiunoro penakropa Adobe Photoshop). BekTopHa rpadika moxxe 6yTu cTBOpeHa
B nokymenti Word 2010 aGo BcraBieHa B JOKYMEHT 3a JIOIIOMOTOIO BOYIOBaHHMX rpadiuHHX
3aco6iB Word 2016.

VY noxyment Word 2010 moxHa BCTaBUTH HACTYNHI THUIH rpadiku (MalOHOK, rpadidHi
00'ekTH, MamOHOK SmartArt, miarpama) 3a aomoMoror KHomok Mamonok, Kumin, ®irypw,
SmartArt, po3tamoBanux Ha BKiaai "Berasnenns" y rpymi "lmroctpanii” Ta liarpamu.
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Pucydok Kaun ©Ourypel SmartArt Juarpamma

Mamocrpayun
Kpim Toro, rpagiuni o6'ektu abo BekTopHy rpadiky Hamme i WordArt MokHa BCTaBUTH 3
rpynu "Tekcr" Ha Bkiaai Berapienns.

A J q‘ A 2% CTpoka nognuecu ~

_ﬂ);_‘laTa u Bpema
Haanuce 3kcnpecc-6nokn WordArt Bykenua
& v - *gd ObvekT ~

IeKCT

[Ticns BcraBku rpadiku B gokyment Word 2016, ma Crpidiii 3'IBISATHECA KOHTEKCTHO-
3aJIeKH1 IHCTPYMEHTH MiJ] 3arajbHOI0 HA3BOIO, SIKE B1IOOPAYKAETHCS y 3ar0JIOBKY BiKHA MPOTPaMH.
KOHTEKCTHI 1HCTpYMEHTH, PO3/iJeHI Ha KOHTEKCTHI BKJIQJKH, 3'SIBISIOTHCS TIIBKH TOJ1, KOJIH B
JIOKYMEHTI BUIUICHO 00'€EKT TIEBHOTO THUTTY.

—dopmar y rpymi "Pobota 3 manronkamu" (BCcTaBKa pacTpOBHX MAJIIOHKIB 3 (ailny 1 KIIiIy);

—dopmart y rpymi "3acobu ManroBaHHA" (BCTaBKa B IOKYMEHT FOTOBUX (iryp);

—KoHCTpykTOp, Popmar y rpym "PoGora 3 mamoHkamu SmartArt" (BcTaBka MaitOHKa
SmartArt a5 Bi3yaapHOTO IpeACTaBICHHS iHpopMarii);

—KOHCTpYyKTOp, Maker, @opmar y rpymni "PoGora ¢ nmiarpamamu" (BcTaBka JiarpaMu AJis
MIPEICTABJICHHS Ta TIOPIBHSHHS JaHHX );

—dopmart y rpymi "Pobota 3 Hanrcamu" (BcTaBKa MonepeIHso BiaGopMaToBaHUX HAIKUCIB);

—¢opmar y rpymi "PoGora 3 ob6'exktamu WordArt" (BcTaBka IEKOPaTHUBHOTO TEKCTY B
JIOKYMEHT).

PactpoBi mamonku (pactpoBy rpadiky) i KA MOXXHA BCTaBISATH a00 KOIIOBAaTH B
JOKYMEHT 3 0e3niul pi3HUX JKepell. PacTpoBi MamlOHKH CTBOPIOIOTHCS PI3HUMH TpadiyHUMHU
JIoJaTKaMyd a00 TeXHIYHMMH 3aco0amu (CkaHepamu, QoroamapaTamul i T.JO.) 1 BCTaBISIOTHCS B
noxkyment Word 2010 3 ¢aiiny abo npukiagHoi mporpamu. Berasky rpadiku B Word 2010
3MIIMCHIOIOTH B T€ MICIIE JIOKYMEHTA, J¢ BCTAHOBJICHHIA KYpCOp.

2. BctaBka pacTpoBoro MajoHka 3 ¢aiisy B 1okymeHT Word 2016.

BcraBka maintoHKa 3/11CHIOETHCSI HACTYIIHUM YMHOM: B JIOKYMEHTI Tpeba BU3HAYUTH MicClie
BCTaBKU MaJIOHKA, BCTAHOBUBIIM TaM Kypcop, MOTIM KJIAIHITh Ha KHOMII MalltoHOK Ha BKJIa/Li
Bcerapnenns y rpyni 3o00pakeHHs. Y BIKHI Jiajory BUOpaTH HEOOX1THHUH (aiii 1 ABIYl KIALHYTH
Ha HBOMY, MaJIOHOK Oyne ycraBieHuil y mokymeHT. Ha Crpiuni BikHa momarka Word 2010
3'SIBISITbCSI KOHTEKCTHI 1HCTPYMEHTH 3 Ha3Boio "PoOoTa 3 MamroHKaMu", sIKI TOMIIIEHI Ha
KOHTEKCTHIM BKIaaui dopmar.

Q) = y - -~

) d49-0 _ﬂ 5 Jlokymetl - Microsoft Word Pafwm (o /@ i
A=

7 InaeHas  Boraska  Paswerka cpaniuel  Ceonkn  Pacceinku Peuersuposanme  Bug  Paspabotumk Gopmar ©

¥ ) = a *Y
2 Apkocte ¥ A4, OxaTve pUeyHKoB _jvlmopua PUCYHKE ¥ j 4 Ha nepez # |2 BeiposHat * [T v

| [rom| ] E A - :h s X
() Kormpacriocte » g Hanewims pugor ‘ wud -d ‘ d ‘ |E| = [ Tpatinua pcyka v

i‘{\q MepekpacuTs ™ tg C6poc napameTpos pucyHKka

Monoxeme : o ! Obpeka = 165m *
' 3dexTel 19 pucyHka ¥ v [ Obrexanme texcrom v S Moseptyrs ¥ o T v

VsmeruT Crnw pHyHKos b InopaAYHTL Pasmep

BukopucTOBYIOUM KOHTEKCTHI IHCTPYMEHTH, HasiBHI B rpynax (3mMiHuTH, CTHIII MaJIIOHKIB,
VYnopsakyBatu, Po3mip) Ha Briagumi @opmar MOXKHA BHUKOHYBATH Di3HI il HaJ MaJlOHKAMHU.
Hampuknan, pemaryBatu (3MiHIOBAaTH SCKpaBiCTh, KOHTPACTHICTH 1 T.1.), ¢opMaTyBaTH
(3acTocoByBaTH pi3HI CTWJI), YHOPSJIKOBYBAaTH (BU3HAYaTH TOJIOKEHHS MalIOHKa 1 OOTiIKaHHSA
TEKCTOM), 3MIHIOBATH pPO3MIpH (3MIHIOBAaTH PO3MipH, BUKOHYBAaTH OOpI3KY MaJIIOHKA 1 3aMIIEHHS
TEKCTY).

k1o HeoOX1THO BITHOBUTH 3MIHEHUH MATIOHOK B IMOYaTKOBUM CTaH, Tpeba KIAIHYTH HA
komaH[i "CkuiaHHs napaMeTpiB MamoHka". [t BUKOHaHHS Oyb-sIKUX ONepalii HaJl MaJIFOHKOM
fioro Tpeba nomnepeaHbO BUIUIUTH.

3. BctaBka B TOKYMeHT roToBux (Qiryp (Bexropna rpadgika).
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BeraBky roroBux ¢iryp B mokyment Word 2010 BukoHyiOTh KHOMKOI ®irypw.
KoHnTekcTHI iHCTpYyMEHTH ""cpelicTBa prcoBaHus", MOMIIIECHI Ha BKIaAi Dopmart, ki 3'SBISIOThCS
micis BcTaBku Dirypu, 3abe3medytoTh pearyBaHHs Ta (popmaTyBaHHS TOTOBUX (iryp, a Takox
CTBOPEHHSI BEKTOPHUX MAIIOHKIB 3 TpadiuHux 00'ekTiB. BeKTOpHUI MaIiOHOK, CTBOPEHHH 3
rpadgigyHuX 00'€KTIB, € TpadigHIM 00'EKTOM.

(/D,,\\ H@d9-0 _l\ . Jloxymertl - Microsoft Word CpeAcTsa pUcoBaHi i \ =X
TnasHas Bcraska Pa3MeTka CTpaHnubl Cepinkm Pacceinkn F Bug Dopmat

= \ \ Oo0o 1 3anueka durypei ‘ e j 4, Ha nepeatuii naa ~ |2 BriposHats ~ E‘J 20w *
3 R & v

AL 1. E() @ G . . . . E/ KoHTyp purypet ~ CP 74 (P 3 Hasagnuiinnan > 1] MpoBaTh
SddexTal \ 06ben MonoxeHue = -

3MEHUTb GUrypy ~ o . | Tekarue Tekcrom v S MosepHyTs *

?’% _\f\_{ } W =] D ® S 3 9 06 an e246m T
Berasutb Qurypl Crinan duryp {F} 3P PeKTsi TEHH O6bem Ynopsagounts Pasmep iF]

Heo0xigHO BiA3HAYMTH, IO NMPH CTBOPEHHI BEKTOPHOTO MANIOHKA 3 rpadiyHUX 00'€KTiB
CIIOYATKy CJiJ] BCTaBUTH B JOKYMeHT monoTHO (BcraBka / ®irypa, mortim BuOpatu "Hose
noJoTHO"), a MOTIM po3MilryBaTH B HbOMY (irypu i uninii. [TonoTHO cripuse ynopsaKyBaHHIO
MaJIIOHKA 1 CTBOPIOE KOPJIOH (paMKy) MK MaJTIOHKOM 3 rpadidyHUX 00'€KTIB Ta 1HIIOK YaCTUHOIO
JOKyMeHTa. J[j1s 3MiHM po3Mipy MOJIOTHA MOKHA BUKOPHCTOBYBATH KOHTEKCTHE MEHIO.

4.BcraBka mamonka SmartArt y gokyment \Word 2016.

ManroHok SmartArt (BekTopHa rpadika) 3aCTOCOBYEThCS IS Bi3yallbHOTO MPEACTABICHHS
iHdopmanii. KonrekctHi iHCTpymMeHTH mia Ha3Bowo "Poborta 3 mMamronkamu SmartArt" posnineHi
Ha 1Bi KOHTeKCTHI Bkianku KouctpykTtop i Dopmar, mo 3'SBUIHCS Iicis BCTaBKU 00'exTa
SmartArt, npu3HayeHi s pegaryBaHHs Ta q)opMaTyBaHHﬂ 00'eKTiB Bi3yaJbHOI iHPOpMAILii.

\ » — _— -
/cu,,\\é L o L .Clokymen‘rl Microsoft Word Pa60Ta ¢ pucyHKaMu SmartAl =aiog X}
o
FnasHas Bcraska PasmMeTka CTpaHmLsl Cesinku Paccuinkm PeueHsMpoBaHme Bua PaspaboTumk KoHcrpyktop ®opmar
i3] fo6asuT mapkep | 1 - 20 g
d 2 — -- W— - o | N | HN H = = b |
& Cnpasa Haneso L= = s i - - - - b
fobasute — || smeruts - - BoccraHosuTs
durypy~ Ke m O6nacts TeKcTa| — % ugeta~ — 2 pUCHOK
Co3aaTh pUCYHOK MakeTsl Crunn SmartArt Cépoc

5. BcraBka 06'ekta Hanuc B noxkyment \Word 2016.

BcraBka momepennbo  BimdopmartoBaHux ~00'ekTiB  Hamumc  (BekTopHa —rpadika)
3aCTOCOBYETHCSI JUJISi HECTAaHAAPTHOI BCTABKM HEBEIMKHX TEKCTiB. KOHTEKCTHI IHCTpyMEHTH
"PoGora 3 Hanrcamu" BkiIaaku DopMaT BUKOPUCTOBYIOTBCS JIJISl 3MIHU PO3MIpY 1 (bopMaTyBaHH;I
00' €KTa, CTBOPEHHS 3B 'I3Ky MK JeKiTbkoMa o0'ekramMu Hamuc i ans 3acTocyBaHHS iHIIMX

)1 0 3 I s s b O N =24
Tua
nasHas Bcraeka PazmeTka CTpaHmLsl Cepinkn Pacceinku PeuerHsuposaHue Bua PazpaboTumk Dopmar
A g Hanpasnenue Tekcra % 3anueka durypel ‘ \| e d 3 Ha nepegnmii nnan ~ |2 BriposHaTs ” 199m -
I s 5 A EAINRG v
52 Co3paTs (BA3b . . . . ~ [Z Kontyp purypei ~ H LV L, P Fh R Ha sagrwii nnan ~ 1] rpynnuposars
Hapucosate s 3d ekt = O6wem A Monoxenune - Slestaa 2
HaANMCh PasopBathb (B43b % JJ) WsmeHuTb purypy ~ TeHU ™ = v = v E OBTekaHue Tekcrom v Sl MosepHyTs ~ bl ki

Teker CTunm Hagnucei ] 3 dexTsl TeHH 06bem YNopagounTs Pasmep £l

6. BcraBka WordArt B nokyment \Word 2016.

WordArt (BekTopHa rpadika) BCTaBIS€TbCS 3 KOJEKIIi JEKOPaTUBHUX TEKCTIB JUIS
CTBOpEHHSI (irypHoro Tekcry B AokyMeHTI. KonrTekctHi iHcTpymeHTuH "PobGorta 3 00'ekTamu
WordArt" nHa Bkiaaui dopMaTt npu3HadeHi Ui peJaryBaHHs, GopMaTyBaHHS ¥ yHOpPsIKYBaHHS
(bIrypHOIO TEKCTY.

A ERIR) ™ w Joxymentl - Microsoft Word - e, Woruw (ol
it
= TnasHas ~ Boraska  PasMerka panuusl  Ceoinku Pacceinkw Bua D ®opmat
o 2 S — _t — 3 e ] [
2 ,(‘ AV ¥ . i T W &1 3anuska durypel ‘ o | e & 3 y 'l,. slozian =
q g5 | | WordArt mrﬂ‘" worda,, WordAr{ WordArt : =| 2 Kortyp urypsi = ) £%0, b <h J T -
WsmenuTe Vlnrepsa'l i = SpdexTal - O6bem P Monoxenune __ P 160l 3
Teker =- = A\ Vsmenuts durypy ~ | remn - 3, 5 5 pi €] O6Texanme Tekcrom * Sk~

Tekar Cruau WordArt S deTsi TeHu OBvem YnopaaoumTe Pasmep

Jlnst mepeTBOpeHHsT BOY/IOBAHOTO B TEKCT MAJIIOHKA (BCTABJIEHOTO SIK CUMBOJ TEKCTY) 200
1HIIOrO rpadiyHoro 06'ekTa B mepeMinlyBaHuil (110 3HaXOJUTHCS B rpadiuHOMY I1api) HEOOX1IHO
BUOpaTH OWH 13 CTWIIB 0OTikaHHs y BikHI "OOTiKaHHS TEKCTYy" Ha KOHTEKCTHIM Bkmammi. Jlis
MEPETBOPEHHS MEPEMIIIYBAHOTO MajlOHKAa y BOyIOBaHUI B TEKCT MaJllOHOK Tpeba BUOpaTH y
BikHI "OOTiKaHHs TekcTy" koMaHay "B Tekcri".
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7. YnipoBa/l>KeHHsI B TEKCTOBHIi JOKyMeHT (popMy.1:

1. 1106 BCTaBUTH B TEKCTOBUH TOKYMEHT (OpPMYIy MOTPIOHO BKa3aTH Micle JUIsl BCTABKU
(dopMysH, BCTAHOBUBIIN B HBOMY TEKCTOBHH KypCOD.

2.V MEHIO BcraBka Bubepith komaHy O0’exT, a MOTIM BiJIKpHIATE
BKiaaKy Co3naHue AianoroBoro BikHa BeraBka oObekTa.

3.V coucky Tun o6bexTa Bubepits Microsoft Equation 3.0. Hatucuits OK.

Bcrapka o6bekTa ».9f

Cosaamme | Cosaane v3 darina

Tun obvexTa!

Corel BARCODE %3 PN

Corel PHOTO-PAINT X3 Image

CorelDRAW X3 Exchange Graphic

CorelDRAW X3 Graphic

POF Document [[] B evae shauxa

RealPlayer G2 Control
RegWizCtrl hdl

PesyneraTt

. Bcraexa wosoro ofvexTa THna “Microsoft
Equation 3.0" &8 AokyMenT,

Lok ][ omes |

Hianorose BikHO BeraBka 00bekTa/penaktop hopMyi

4. CtBopiTh (Qopmylly, obuparoun Ha MaHenl IHCTpyMeHTiB Popmyina (puc.2) noTpiOHi
mrabJIoH 1 BBOJASYM CHMBOJIM 3 KJIaBiaTypu. Y BEpPXHbOMY pSAAKY KHOIOK MaHewl
iHCcTpyMeHTiB Dopmyna micTaTbest moHax 150 cumBomniB. HukHIM psAAOK BHKOPUCTOBYETHCS 3
METOI0 BUOOPY pi3HUX MIa0JIOHIB, MPU3HAYCHHX JUTS TOOY10BH Apo0iB, iIHTETpatiB, CyM Ta iH.

<z= jab.  WEE | 2e® 2=l ¥3 ENC |30l Awl AQ®

#
| ® [ By | @ |Sogn|fofn | g |== |00 =

[Manens iHCcTpyMeHTIB DopMmyrna. Bubip madmoHiB i cTBOpeHHS (HOpMYITH

5. 1Io6 nosepuytucs B Microsoft Word, knaiHiTh Ha KHONKY B JOKYMEHTi, aie 3a
MexaMu HopMyIIu.

SIKII0 BM JOMYCTHJIM MOMMJIKY y TpOIeci CTBOPEHHS (OPMYJIH, TO MOXKETe YCYHYTH il
TaKUM YHHOM:

- JIBi4i KJIAlHITh KHOIIKOIO Ha (hOpMYITy, SIKY CIiJl 3MIHUTH.

- Jnst 3MiHU QOPMYJTT BUKOPUCTOBYWTE KHOIIKM MaHeNi iHCcTpyMeHTiB DPopmyia.

- 11106 noBepuytucs B Microsoft Word, kinamHite B TOKyMEHTI.

- 3 MeTor 3MiHH po3Mipy (opMyiH, TOTpPiOHO HATHCHYTH Ha HIM KHOMKOK 1

MEePETATHYTU JIarOHAIbHUM MapKep po3Mipy B MOTPIOHOMY HaIPsIMI.

3ayBakeHHS. SIKmo0 mOTpiOHI MPONMYCKM MK CHMBOJAMM, BapTO aKTUBI3YBaTH
ctuits Teker 3 menro Ctuib BikHa penakropa Gopmyn Microsoft Equation 3.0.

JlabopaTopHna pooora Ne6. CtBopeHHsi Ta GopMaTyBaHHSA KOJIOHOK,
KOJIOHTHUTYJIIB, NOCWIAHb, HyMepauis CTOPiHOK

Tlumanns ons ycHo20 onumyeanHs ma OUCKYCii
6.1. KonoHku.
6.2.BuHOCKM.
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6.3.ITocumanns.
6.4.Kononturynu, Hymepailis CTOPIHOK.
Ayoumopua nucoemosa poboma
BukoHaHHS CTyJeHTaMH TECTOBUX 3aB/IaHb 3 MUTAHb TEMH 3aHSITTSL.

Memoouuni pexomenoauyii
Knwuosumu mepminamu, Ha po3ymMiHHI AKUX O0A3YEMbCA 3AC60CHHA HABUAILHO20
Mamepiany memu, €. BAHOCKH, TOCUJIAHHS, KOJIOHTUTYIIH, €JICKTPOHHUHN 3MICT.
3 Memor 21ub0K020 3aC60€HHA HABYAILHO20 Mamepialy npu CamMoOCmillHOMY 8UG8YEHHI
memu CHyOeHmy apmo 0codIugy yeazy 30cepeoumu Ha MaKkux acneKmax:

CTBOpEeHHS KOJIOHOK

1100 po3MICTHTH TEKCT y KOJIOHKH, TOTPiOHO:

1. BuminuTu TEKCT, MPU3HAYCHHH I PO3MIIICHHS Y KOJOHKax ab0 pPO3MICTHTH Kypcop Ha
M0YaTKy HOBOTO JIOKYMEHTY.

2. Buxonatm komanay Po3mitka cropinku/Ilapamerpu cropinku/CroBnui. Binkpuerbcs
CIMCOK MOXIIMBUX CTOBIILIB — OHA, JIBi, TPH, JIBOPYY, MPaBOpy4. A BHOpaBIIN KOMAaHIY
JloaTKOB1 CTOBMII, BIAKPUETHCS BIKHO Hianory ,,CTOBHUI’, B SKOMY BCTAHOBIIIOIOTHCS TaKl
napameTpu:

2.1. Tun. BuOpatu Tum KOJOHOK: OJHA, JABi, TpH, JiBOpy4 abo mpaBopyd. Kmannysmm Ha
OJIHIH 3 KHOTIOK, B BiKHI ,,3pa30K” 3'SBUTHCS pE3yJITAT BUOOPY;

2.2. llupuna i npomixkok. B 3aneXHOCTI Bil KUIBKOCTI KOJOHOK MOXKHa BKa3aTH, SIKY
KOJIOHKY peZlaryBaT, BBECTH IIMPHHY KOXKHOI KOJIOHKH 1 pO3Mip MPOMIKKY Mi>K HUMH.

2.3. KosioHkH oaHakoBOi mMpUHU. BcTaHOBUTH 1€ mapaMerp, SKIIO MOTPiOHO, 1mo0 BCi
KOJIOHKHM MaJI OJTHAKOBHIA po3Mip. Toxi 1 mpoMiKOK Mk HUMH Oyze yHipiKOBaHUM.

2.4. Po3aiibHuK. BcranoBuTu mpamnopens i€l omiii, 11100 BCTAHOBUTH BEPTHKAIbHY JIIHIIO
MiX KOJIOHKaMH.

2.5. Ilpuminutu. Leit cnucok Mae Tinbku 2 enementa. Jo ycporo moxkymenta i Jlo KiHIA
JNOKyMeHTa. SIKIIo mepen BiAKPUTTSAM BikHA OyB BHIUICHHWH TEKCT, TO BCi MapaMeTpu
OyIyTh CTOCYBATHCS TUIBKH HOTO.

3. Kunamnyru Ha xHommi OK.

Word moxe 3anponoHyBaTH poboTy 3 12 xonoHkaMu ajne Ha popmaTi A4 Bxke 3 KOJOHKH
OyIyTh HAaCTUIbKH BY3bKHMHU, L0 BXK€ OyAyTh BaXXKO yuTaTHCcA. ToMy He ,,rpaiiTecs” 3 BEIUKOIO
KUTBKICTIO KOJIOHOK.

®opMaTyBaHHS KOJOHOK

Jns Toro, mo6 BigdopMmaTyBaTH KOJOHKH, JOCTaTHbO BUAUIUTH TEKCT, PO3MIIIECHUN B
KOJIOHKAX 1 BUKJIMKATH BiKHO Jiajory Po3miTka cropinku/Ilapamerpu cropinku/CroBnui.

[I106 nepeiiTu B ci1ilytouy KOJIOHKY HE 3aKIHUMBIIM NEPIIOi, MOTPIOHO BUKOHATH KOMaHy
Po3mitka cropinku/Ilapamerpu cropinku/Po3pusu/CroBnens.

B onHOMY 1 TOMY X JOKYMEHTI MO’KHA BUKOPUCTOBYBATHU Pi3HI MapamMeTpu popMaTyBaHHs
JUISL PI3HUX PO3/LTIB.

KoJusionTuTy 1M

3 OJaTKOBHUX MOXKJIMBOCTEH (hopMaTyBaHHs HaiyacTillleé BUKOPUCTOBYETHCS MOXKIIUBICTD
CTBOpPEHHS KOJOHTUTYJIB. KojgoHTUTynamu € o0nacTi, po3TaiioBaHi Ha BEPXHbOMY 1 HIXKHbOMY
HOJISIX CTOPIHOK JOKYMEHTa. Y KOJIOHTUTYJAX, sIK MPaBUIIO, PO3MILIYEThCS Taka iHpopMallis, 5K
Ha3Ba JOKyYMEHTa, TeMa, IM's aBTopa, HOMEpH CTOpiHOK abo para. Ilpu BuKopucTaHHI
KOJIOHTUTYJIB B JIOKYMEHTI MO>KHA PO3MIII[yBaTH B HUX Pi3HUI TEKCT AJIs MapHUX ab0 HemapHUX
CTOPIHOK, JUISl MEPIIOi CTOPIHKU JOKYMEHTA, 3MIHIOBAaTH IMOJIO)KEHHS KOJIOHTUTYIIB BiJl CTOPIHKU
JIO CTOPIHKH 1 1HIII.

Hnst podotu 3 xomontutydamu y Bopa 2007 npusnadena mnaneab '"KosonTurynm'
("BcraBka").
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[ELIRN

=

Beprrii Hurua Homep Hagnnee

KOMOHTMTYA *| KOAGKTITYA * CTpEHML ~ 2 breown - WOSETT  OHTEKCTHA crpiuka  "Koucmpyxkmop'
| Berpoenmbii -
prommee ~| (Po0oTa 3 KOJIOHTUTYJIAMHU).
j Binpenarosanwuit KOJIOHTUTYJT MOJKHA

R JI0JaTH B TaJleper0  KOJOHTHUTYIIIB

~| nomomororw ommii "36epeemu  eudinenuii
Mycrof (3 cron6ua) @pacmenm 6 KONEKYIIO BEPXHUX/HUNCHUX
Kosioumumynig".

[Rsappre voary| Porgrw wad e s et |
] HanamryBaHHSI KOJIOHTHTYJLY
|
| Angaen Panox "Koncmpykxmop" KOHTEKCTHOTO
: iHcTpymeHty "PoboTa 3 kosoHTHTYJIaMuU'"
i R jprre wasmarne noxymenTal

J03BOJISIE  IIBUAKO  IMPOBECTH
| HaJIAIITYBAaHHSA KOJOHTHUTYIY:

Bokosas nwnug e pI3HI KOJOHTHTYAW JJIs TApHUX
HEIapHUX CTOPIHOK;

] I e OKpEeMHUil KOJOHTHTYA JJIsi  IEpUIOi
CTOPIHKHU;
i i e YTacHHS OCHOBHOTO TEKCTy TiJ dac

pO6OTI/I 3 KOJIOHTUTYJIAMU;

[Beeguere Hassanme soxymenva) | [Foa)

CTOPIHKH;

FonosonoMKa (HEeYETHAR CTPanNLa)

2 J [A | = 2xenpeccbnokn - (& Crpoks ng [Ticns BCTaBKU KOJIOHTUTYJ AOCTYIHUN
= = s A Wordart + _5?9;3@!: WoEpY '
JUIsL pelaryBaHHs, MPU LbOMY 3'SBISIETHCS

e BCTaBKa 1  pegaryBaHHi  HOMepa

. YHpaBJIiHHﬂ IMOJIOKCHHAM KOJIOHTHUTYITY,

&l e BCTaBKa B KOJIOHTUTYN PI3HUX OO'€KTiB:
[BBeANTO HAININ e ROXYVeNTI] . .
MOTOYHA JlaTa 1 Yac, MaJlOHKH, CTaHIapTHI

~ | Onoku, 00'extu ClipArt.

2 WzmEsuTE B20NHMIT KOAOHTHTYA

j YAANUTD BEPXHUA KOAOHTHTYA

=

HAoxymentl - Microsoft Word Pasora ¢ xOAOHINTYNAMA
K3 CTpasnLE Ceeten Paccsinks PRUEHIMPOBIHME 1y KorcrpyeTop
cenpecc-Gaokn - l _'ﬂ Mpeapigyums pazgen O cofril KOADHTNTYN ZAS NEPEOH CTPANMLE
o j) Crexowmi paszes PazHbie KONOHTHUTYAR AAR HETHED M HENETHEX (TRaHAL

K BeprHesty MepeiiTi K HtKHEMY
- Kax eABIAYILEN pasaens V| MNoxazare Texcr JokymenTa

rARMTE Mapamerp

11 | 333 (OGP O s MR S AR L ® S " SRR AU LS e R
— e
|Z3aroroeor »
|[BseauTe HassaHWE GOKYMEHTS]

[BuiGepure paty]

BP0 KonoHTMTY R

KonoHTuTynu Mo’XHa HalalITOBYBaTH OKPEMO JUIS PI3HUX pO3AUNB. Aje, A LbOTO

NOTPIOHO PO3ipBaTH MK HUMH 3B'I30K, OCKUIBKH 32 YMOBUAHHSM BCi KOJIOHTUTYIHU 3B'S3aHI MiX
coOoro. /I nporo tpeda mepeuTu 10 TOro KOJIOHTUTYIY, SIKUH Tpeba opOpMHUTH MO-1HIIOMY, 1

"BIAITYCTUTH" KHONKY "SIk B monepegHboMy po3aini'.
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AorymeHtl - Microsoft Word P3B0Ta C KONOHTHTYAIMH

A CTpAMMUE Couimem Paccunkm PeyeHIND OBIHME Bug KoHCTpyKTOR
pecc-Gaorn = ! j: MNpeasaywen pasaen Ocobriv KONORTHTYA ANA NEPEOR CTRARMUEI
e Sy Creaynwmi pasaen PasHEE KOAOHTHUTYAE! 18 HETHEX M HEHETHEX (TPIHHY
FlEpesiT K HIKHEWY ==
KONONTHTYAY [‘-}J Kak & npeasigyuem pasaene| v Morasats TexcT Jorymenta

spMTD Mepexoan Mapamerpe

o >
BT 2y | { z 1+3+1-4+1+5§ [ 55 O RN | OO BEEN I (' KON B £ SO O + U RS & L S 0 16 + e EE

H - &

: 3aronosox |

[BBeauTe HasBaHHEe JOKYMEHTA]

| = » e ‘
' TEpa=Ns KONOHTHTYA -Passen 2- Nar B rpeAsIA e

SK11o0 K, HABMAKH, € HEOOXITHICTh MPUBECTH KOJIOHTUTYIHM B PI3HUX PO3JiiIax IO OJHOTO
BUTJISIAY, TO KHOTIKA "SIk B moneperHboMy po3/aiii" moBuHHA OyTH "HaTHCHYTA'.
[IBuakwii TIepexig MiX KOJIOHTHTYJIAMUA 1 OCHOBHHM TEKCTOM JOKYMEHTa MOXHA 3JIiHCHIOBATH
MOJBIMHUM KJIAIlaHHSIM MHIII Ha TOTPIOHOMY elleMeHTi (BepXHEM/HMKHEM KOJOHTHUTYJl abo Ha
OCHOBHOMY TEKCT1).
Jis BupaneHHs KOJOHTUTYIIB MpU3HAUCHUN MYyHKT "BUIanuTu BepXHUM/HIKHUNA KOMOHTUTYM"
BiJITOBITHUX KHOTIOK KOJIOHTUTYJIIB.

Hymepanis cropinok

st Hymeparlii CTOpiHOK CIy>)KUTh KHomka "Homep cmopinku” (ctpiuka "BceraBka', maHenb
"Konoututynu").

HeoOximHo BHOpaTh BapiaHT pO3MIIIEHHS HOMEpa Ha caMiil CTOPIHII 1 MPU HEOOXiTHOCTI
HaOyayBatu (hopMart camoro HoMmepa.

[Ipr HEOOXiTHOCTI elIeMEeHTH HOMEpPIiB CTOPIHKM MOKHa 30epiraTd, OJAI0YH B KOJEKIIIO
CTaHJapTHUX OJOKiB. J{J1s1 1bOr0, BCTAaBUBLIM 1 HA0YAyBaBLIM HOMEp, HATUCHITH KHONKY "Homep
cropiaku" i BuOepiTh KomaHay "BBepxy/BHi3y crpanunbl"-"CoXpaHUTh BUAUIEHUH (pparMeHT sk
HOMEp CTOPIHKH".

S0 BHHUKHE HEOOX1IHICTh NpUOpaTH HOMEp TIAbKM 3 MEpIIOi CTOPIHKH, MOTPiOHO
3pOoOUTH HACTYIHE:

[ lapame Tp CTpaHMLN @@
 Mona | Pasnep Gynans | WcTosmar Bywan
; Pazsen

Heats pasaen: [co comaawent croaane [

I

Pa3MH4aTL KOMOHTHTYAL
T HETHOB M HE9BTHEX CTRAMML
V! NEpEDA CTRaHMUL

— BiaKpuiite BKiIaaky "Po3MiTka cTopiHKu";

— BiAKpwuiite BikHO naHem "[lapamerpu cTopiHku";

— Ha Bkiaaui "JIxepeno nanepy" BcraHoBUTE mparopels "Po3pi3HIATH KOJIOHTUTYIN
HepUIOi CTOPIHKU".
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-~ ) | MNepexpectian ccuines | won OMTHTYA = KOAOMTHTYA = [CTPAHMUL = - o
fnmocTpaynm Ceaan Kononrwryan ‘ —,] Brepry cTpammus »
| -
Npocroi ~ L@ Brusy apaHuys »
NpocToi Homep 1 =] Ha nonax crpamum »
=12)  Texywese nosomenue >
1 (L ®opuar #omMepoE CPaHUY...
X EApuTh HOMEpD CTpanML

Npocroii nomep 2

WCYHKW, CTaHAAPRTHbIe 60Kk,

MNpoctowt nomep 3
B. HO, ANA 3TOTO HYXHO

BA3aHbI Meway cofoit. A0 37050
IOMY, M KOTHATLN KHONKY «HaK B

MpocIon HoMep

BeprukansHeii koHTyp 1
3H0IX PA3ASNAX £ 0AHOMY BHAY,

MEHTa MOMHO OCYWECTENATD
ONOHTATY N UM +H3 OCHOBHOM

BepIMKansHBIA KOHTYD 2

1/ HVDKHR I RO ROHTUTY A R

BepTHKanbHbIA KOHTYD 2

MOELPRYTEIR KORTYP HOMEPA C AM=NAMK

Brnagka 1L

JlabopaTopna poGora Ne7. @opMaTyBaHHs Ta MAKeTyBAHHS
CKJIA/ITHUX TEKCTOBUX JOKYMEHTIB

Tumanus 015 ycHo20 onumyeanns ma OUCKycii
7.1. Bunocku.
7.2. Ilocunanus.
7.3. KomonTutynu.
7.4. CTBOpEHHS 3MICTY.
7.5. ABTO TEKCT.
7.6. ABTO3aMiHa.

Ayoumopua nucemosa poboma
BukoHaHHS cTyeHTaMH TECTOBUX 3aB/IaHb 3 MUTAHb TEMH 3aHSITTSL.

Memoouuni pexomenoauyii
Knwuoeumu mepminamu, Ha po3ymMiHHI AKUX OA3YEMbCA 3AC60CHHA HABUAILHO20
Mamepiany memu, €. BUHOCKH, TIOCUJIAHHS, KOJOHTUTYIH, €JICKTPOHHHHA 3MICT, aBTO TEKCT,
aBTO3aMiHa, TUTYJIbHUN JIHCT.
3 Memo1o 21ub0K020 3AC60EHHA HABUAILHO20 Mamepialy npu camoCmilHOMYy 6UGUEHHI
memu CHyo0eHmy apmo 0cod1ugy yeazy 30cepeoumu Ha maKkux acneKkmax:

Pobota 3 BuHOCKaMu. CTBOpEeHHsSI BHHOCOK

BuHoCkM — 11€ CUMBOJIM, 110 BUKOPUCTOBYIOTHCSI Y TEKCTI Yy BUIJISA[I BEPXHIX I1HJEKCIB,
MOB’SI3aHUX 13 TEBHHUM, 3a3BHYail PO3’SICHIOBAIBHUM TEKCTOM a00 TEKCTOM, SIKHH KOMEHTY€
(3BUYAliHI BUHOCKH), a00 SIK TIOCWJIAHHS Ha 1HII JOKYMEHTH (B OLIBIIOCTI BUIAIKIB 1€ KiHIEBI
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BUHOCKH). Po3MilyBaTi TEKCT 3BHYaliHOI BUHOCKHA MOKHA BHHU3Y CTOPIHKH YH B KiHII TEKCTYy Ha
CTOpIiHILII, HA SKIH pO3TallOBaHa BMHOCKA, a KIHIIEBOI BUHOCKH — B KiHII PO3ALUTY, JI¢ MICTUTBHCS
BMHOCKA, UM B KIHIIl BCbOTO JJOKYMEHTA.

[Ilo6 momaTté BHHOCKY, MOTPIOHO BCTAaHOBUTH TEKCTOBUH Kypcop y HEOOXiIHOMY MicIi
TEKCTY, a ToTiM BUKoHatu: MeHro BeraBkallCepuikal lCHOCKa.

3’aBUTHCS AiasioroBe BiKHO CHOCKH. 3 METOI0 CTBOPEHHS 3BUYANHOI BUHOCKH Yy IIHOMY
J11aJIoTOBOMY BiKHI TpeOa aKTHMBYBAaTH aJIbTepHATUBHUHN nepeMukauCHOCKH , 3a1aTu Ghopmar s
BUHOCKM a00 TOroguTHCs 3 TMPU3HAYCHHWM 3a 3aMOBUYBaHHSAM 1 KJIAHYTH Ha
KHOIIII BCTaBUTh LBOr0 MiaJIOrOBOTO BiKHA.

Jljis CTBOpEHHSI  KIHIIEBOI BHHOCKHM B JliajJjoroBoMy BikHI CHOCKM BapTO aKTHUBYBaTH
aIbTEepHATUBHUNA TepeMukay KoHIieBble CHOCKM , 3a7aTu 00nacTh Jii BUHOCKH Ta ¢opmar abo
MOTOJUTUCSA 3 TMPU3HAYEHHM 3a 3aMOBUYBaHHSM 1 KIAHYTH Ha KHomui BcraBuTh bOTO
1aJIOroBOr0 BiKHA.

3 METOH BWJIYYCHHS BHHOCKH, TOTPIOHO BHUIUIMTH i CHMBOJ y TEKCTI 1 HATHCHYTH
kiagimry Delete.

FlonoskerHe FlonoxkerHe
%) cHockm: BHMzY CTPaHHLUE %) cHockm: BHMzY CTPaHHLE
) KOHUEBEIE CHOCKM! (ERLENA 7} KOHUEERIE CHOCKH! B3y CTDSHHUEI |
b " |BHMzY TEKCTS o f EHvzvTekcTa
PopHatT Poprat
POpMAT HOMEpA! 1,2, 3, .. POpPMAT HOMERA! I, II, I1I, ...
HauaTe 1 = HauaTe r; I =
Hyrepauya; MpoAom#HTE | | HyMEpauna; MpoaomHHTE ¥ |
FIPHMEHHTE M3MEHEHHA FIpHMEHHTE MEMEHEHHA
OpHHEHHTE: K BEIAENEHHOMY Teko| ¥ | [pHHEHHTE: KO BCEMY ACKYMEHTY | |
l BCTAEMTE i I CITMEHE l BCTaEMTE i I CITMEHE ] [ [pMMEHMTE
Bikno CHOCkH — 3BHYaliH1 Bikno CHOCKH - KIHIIEB1 BHHOCKH

3micr:
Cneuianvni cmuJii 3a20106Kie

MosknuBa cuTyalis, KOJW MOTPIOHO CKJIacTH 3MICT B JOKYMEHTI, 3arOjOBKM B SIKOMY
pPO3MiY€HI CTUIISIMH, BIIMIHHUMHU BiJ] CTUJIIB, BCTaHOBIIeHUX B Word 3a 3aMOBUyBaHHSIM.

1. IlomicTiTh KypcOp B TOYKY, Ji€¢ Ma€ pO3TAIIOBYBaTHCS IMMOYATOK 3MICTY. BIIKIo4iTh
BUBEJICHHS Ha €KpaH HEIPYKOBaHWX CHUMBOJIB, BKJIIOYAIOYM KOAM TONiB. Bubepith
KoMaHay Bemaeka — Oznagnenue u ykazamenu,  1mo0  BUBECTM  HAa  €KpaH  BIKHO
nianory u ykazamenu. Knausite Ha Bkiaaui Oz2naenenue, SSKIIO 1 He BUAHO HA €KPaHi.

2. Knannite wHa  kHommi Ilapamempwt, 100 BHBECTH Ha  €KpaH  BIKHO
nianory Iapamempul ocnaenenus. Jlis  1nesikux  CTWJIIB 3 4YWClIA  [IE€PEpaxoOBaHUX B
cnucky /locmynnble cmuiu BKaXITh piBEHb TUIS 3MICTY. Sxmo BCTAHOBHUTH
npanopeusb Ilons 3nemenmos o2nasnenus, 1o 30ipka 3MICTy BiAOyIeTbCS 3 BHUKOPUCTAHHIM
nosiB  eneMeHTiB  3micty. KnamHite Ha kHommi OK, 1100 TOBEpHYTHCS Yy  BIKHO
nianory Oznaenenue u yKazamenu.
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3. BcranoBite mnpamnopeus Ilokazams Homepa cmpanuy, 100 HOMEPH CTOPIHOK
BimoOpakanucss B 3MicTi. BcraHoBiTh mpanopens Homepa cmpanuy no npagomy Kparo, mo0
BUPIBHSTH iX 332 IPABUM KPAEM.

4. Y mnomni Ykaxcume ypoeHu BCTaHOBITH NMOTPiIOHE 3HAYECHHS JUIA PIBHIB 3aroJOBKiB, SIKi
MarOTh BKJIFOYATHCS B 3MIiCT. BuOepiTh CTHIIb 3al0BHIOBAaYa y BiJIMOBIIHOMY cucKy. KianHiTe Ha
kHomii OK, o0 CKJIacTH 3MICT.

Cmuni 3a207106Ki6 3a 3aM064Y8AHHAM

3MicT 3a3BUYail PO3TALIOBYETHCS HA MOYATKY BEJIMKUX JOKYMEHTIB. BiH BKIIIO4ae OCHOBHI
3aroJIOBKM i HOMEPH CTOPIHOK, Ha SKMX BOHHU PO3TAIIOBYIOThCS. BH TakoX MOXeTe CTBOPHTHU
MPEAMETHUHN TTOKAXYHMK JUIsI KpaIoi opieHTallli B JOKYMEHTI. SIKIII0 BU BUPIIIUINA CTBOPUTH 3MICT
B CBOEMY JOKYMEHTI, TO Ui O()OPMIJIEHHS 3arojIOBKiB CJiJl BUKOPHCTOBYBaTH cTii Word, 1o
3aJIal0ThCS IS Ii€T METH 3a 3aMOBUYYBaHHSM, TOOTO CTUIl 3azonoeok 1, 3azonosox 21 1.1. Word
po3mi3Hae 1i ctuii i GopMye 3 HUX 3MICT.

[lepm HiXXK CTBOPIOBATH 3MICT, HEOOXIJHO 3acCTOCYBaTH BIIMOBITHI CTHJII JIO KOXKHOTO
3aroJioBKa, SIKW Oylne B HBHOI'O BKIIFOUEHWH. BWALIITE TEKCT 1 pO3BEpHITH crnucok Cmujip Ha
naneni popmaryBaHHs. Bubepith moTpiOHUI CTHIIH 3ar0JIOBKA.

1. TloMicTiTh Kypcop B TOYKY, € MAa€ PO3TAIIOBYBATHCS MOYATOK 3MICTy. Bimkimrodith
BUBC/ICHHS Ha €KpaH HEAPYKOBAHMX CHMBOJIIB, BKIIFOYAKOUN KOJIU TTOJIB.

2. Bubepite komauny Bcmaska — Oznasnenue u ykazamenu, mo0 BHUBECTH Ha CKpaH
BIKHO gianory Oznaenenue u ykazamenu. Knanits Ha BkianaiiOznaenenue, ko ii He BUAHO Ha
eKpaHi.

3. Y cnucky @opmam BubepiTh BapiaHT odopmieHHs. Y moii Odpazey Bu mobayute
IPUKIaJ OPOPMIICHHS.

4. BcraHoBiTh npanopeub IToxkazams Homepa cmpanuy, 100 HOMEPH CTOPIHOK
BimoOpakanucss B 3wmicTi. BcraHoBiTe npanopens Homepa cmpanuy nonpagomy Kparo, oo
BUPIBHITH HOMEPHU CTOPIHOK 3a MPABUM KPAEM.

5. VYV noni Ypoenu BkaxiTe mnoTpiOHE 3HAYEHHS JUISI DIBHIB 3aroJIOBKIiB, $IKi MAaroTh
BKJIIOUaTHCS B 3MicT. BuOepiTh cTuUIb 3all0OBHIOBaYa Y BIAMOBIIHOMY coucky. KnamHiTe Ha
kaomnii OK, o0 CKJIacTH 3MICT.

Cmpykmypa: 3a20106Ku 6 3micmi

CtBopUTH 3MICT HaWIpocTilie 3a JONOMOIrol0 BOYJOBaHMX CTWUJIIB  3aroJjlOBKIB.
Word cTBOprO€ 3MiCT Ha OCHOBI 3ar0JIOBKIB Pi3HUX PIiBHIB i BiJIMIOBIJHUX HUM HOMEPIB CTOPIHOK.

MoskHa TakoK 3a[aTH BJIACHI CTHIII IJIS 3aTOJ0BKIB, 110 BKJIIOYAIOTLCS B 3MICT.

1. TloMicTiTh Kypcop B TOUKY NOYaTKy MaiiOyTHBOTO 3MICTY.

2.Bubepith komManny Bemaeka — Oznagnenue u ykazamenu, 1100 BUBECTH Ha €KpaH BIKHO
nianory Oznaenenue u yKazamenu, NOTIM KJIaLHITh Ha BKIaAL1 Oznaenenue.

3. 'V criucky Buo BuGepith BapianT oopmiieHHs, 3MicT. Y nioii Odpa3zey BU 11od6adnTe, K
BUTJISAATUME TaHUH BapiaHT 0()OpMIIEHHS.

4. 1106 HE BiI0OpaXkatu HOMeEpa CTOPIHOK, 3HIMITb
npanopenb Ilokazams nomepa cmpanuy. [ BUPIBHIOBAaHHS HOMEpIB CTOPIHOK IO NPaBOMY
Kparo BCTaHOBITh npanopenb Homepa cmpanuy no npasomy Kpaio).

5. /lng 3MiHM TUNy 3alOBHIOBaya BHOEpITh MOTPIOHMI BapiaHT B CHHCKY 3@nOIHUMEND.
Knamuite Ha kuomnii OK, 100 BCTaBUTH 3MICT.

Cmpykmypa: Biooopasicenns pienie

Pexum cTpykTypH, 103BOJISIE€ BigOOpakaTH 1 NPUXOBYBATH piBHI CTPYKTypu. 3 iHoro
JIOTIOMOT'O0 MO>KHA CKPYTHTH JOKYMEHT J0 3aroJIOBKIB MEPILOTo piBHS, 00 MOOAYNTH 3araibHy
OpraHizaiilo JOKyMEHTa; KpiM TOro, B LbOMY pPEXKHMI MOXKHa NepeMillaTH Il po3AiH,
NEPETATYIOUN MUIIEIO BIAMOBIIHI 3aI0JIOBKHU.
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Word m103BoJisie BUBECTH Ha €KpaH BCi PiBHI CTPYKTYPH JOKYMEHTA, BKIIFOYAIOUYH OCHOBHUI
tekcT. 1Ilo60 mporiasHyTM OKpemi pO3AUIM B JIOKYMEHTi, MOXHa BHKOPHUCTOBYBATH
kHoniku Ceepuymu 1 Pazeeprnymo.

1. IlepeiiniTh y peXHUM CTPYKTypu 1 KIAIHITH Ha KHomui Bce 3azonoexku Ha maHeni
IHCTpYMEHTIB Cmpykmypa, 1100 1mo0ayuTH AOKYMEHT 3arajoMm. KiamHiTe Ha HIH 1e pas, moo
no0aYNTH JIUIIIE 3ar0JIOBKU 0€3 OCHOBHOTO TEKCTY.

2. KitaniaiTh Ha 0J1HIH 3 KHOTIOK 3 TOTpiOHUM HOMepoM Ilokazamb 3azon06Ku, 100 BUBECTH
Ha CKPaH CTPYKTYPY /10 BKA3aHOTO PIBHS BKIIOYHO.

3. [ToMicTiTh KypCOp B 3arojIOBOK, SIKMi MOTPiIOHO po3BepHYTH ab0 ckpyTuTh. KiarHiTe Ha
kHori Ceepuymb a60 Pazeepuymy.

4. TTomICTITh MOKKYMK MUII HAa 3HAK «ILTIOC» ab0 «MiHYC» 3JiBa Bij 3arojOBKa, SIKUA
MOTPiIOHO PO3BEPHYTH a00 CKPYTUTH. J[BiUl KJIAIHITE HA HHOMY, III0O0 PO3BEPHYTH a00 CKPYTUTH
BIJIMIOBITHI a03aIy.

Aemomexcm

Aemomexcm — 1€ TEKCT, 10 30€piraeTbes y CHeniaJbHOMy CIIOBHHKY 1 BUKOPHUCTOBYETHCS
JUISL TIOJIETIIEHHs 0araTopa3oBOrO BBEACHHS MOBTOPIOBaHUX (pa3, BUpPaA3iB, NOBIHX pPEUYECHb.
Hwxde po3risHyTo 3aCO0M Oro CTBOPEHHS, BUKOPUCTAHHS, BUIAJICHHS 1 3a11aM’ SITOBYBaHHS.

Cmeopenns enemenma Aemomexcmy

—BBEJIITh TEKCT, IKUW HEOOX1THO 3pOOUTH €IEMEHTOM ABTOTEKCTY.

—BUIUIITH ITIATOTOBJIEHUI TEKCT.

—nam MeHo Bemaska—»>Aemomexcm—»>Cozdame (a6o Hatucuytu Alt + F3). 3’sButbes
nianoroBe BiKHO ABTo3amMeHa HaTUCHYTH J[00aBUTH B JiasioroBomMy BikHI ABTo3ameHa. TekcT
Oyze ofaHui 0 CIUCKY aBTOTEKCTY.

AsTodamers  AsTodopmat npussoae  ABTOTexcT | AstodopMat  CMapT-Term

[¥] vcnonesosare asTorasepwerme
Hrobit: NEIsATE NPEANOKEHHES TEKCT, HAXISITE Knasiy B8O

P 3NesenTS

Mol Hadixpa s noGasasH s oSt
MoKt HENTYWLME NONENIH, -~
HA:
Oroer:
Mum,
Ko (o]
Moreoe e daina Mo
Nomy4aTeno cero, ™,

Ofipasey

Wabnomes: Bee axTrerpie wabinoHo! v

ok | | omes

ianorose BikHO Aémozamena

[Tepmii n1Ba KpOKM I[LOTO aNTOPUTMY MOKHA HE BHKOHYBAaTH, & BUKOHATH MOCIIJIOBHICTH
KoMaHI Bemaska—>Aemomexcm—>Aemomexcm, Ha  BKIaAlAemomexcm O1aJOroBOro  BIKHA
BBECTH €IIEMEHT aBTOTEKCTY B  1oJe M ms 91emenma NbOTO  IaJlOrOBOTO  BiKHA, HATHCHYTH
KHONIKY /[obasump.

Jlooasannn enemenma Aemomexcmy

[Io6 BUKOpUCTATH €EMEHT aBTOTEKCTY, NOTPIOHO CKOPUCTATUCH OJHHUM 13 CIIOCOOIB:
—HabpaTu mepuri 4oTHpU OYyKBH 1, MicHs MOSABM IMiJKA3KHM, HATHUCHYTH Kiaimy Enter (ue
(byHKIiS aBTO3aBEPILIECHHS);
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—MeHIo Bemaska—>Asmomexcmy—>Aemomexcm, najal  BUOpaTH 31 CHUCKY TOTPIOHUHN
€JIEMEHT aBTOTEKCTY 1 HATUCHYTH KHOIIKY Bcmasum.

Buoanennsa enemenma Agmomexcmy

—MeHI0 Bemaska—>Aemomexcm—>Aemomexcm, 3’ IBUTHCS 11aJI0TOBE
BIKHO Asémo3samena, BKiIanka Aemomexcm,

—najai BUOpaTH 31 CIUCKY €JIEMEHT aBTOTCKCTY, SKHW MOTPIOHO BUIYyYWUTH, 1 HATHUCHYTH
KHOIIKY Yoanumeo.

Aemo3zamina — 11e CTIeLiaIbHO CTBOPEHUH TEKCT, 110 MAa€ YMOBHE MO3HAYCHHS (TICEBOHIM)
JUISL TIOJIETIIEHHS 0araTopa3oBOrO BBEJCHHS IOBTOPIOBAaHMX (pa3, BHUPaA3iB, JIOBTHX PEUYCHb.
Hwxue po3ristHyTo 3aco0M OTO CTBOPEHHSI, BUKOPUCTaHHS, BUAAJICHHS.

Cmeopennsa enemenma Aemozaminu

—BBEJIITh TEKCT, IKUW HEOOX1THO 3pOOUTH €JIEMEHTOM AB8MOo3amiHu;

—BHIIIITH HiATOTOBJIEHUN TEKCT;

—nanm MCHIO Bcmaexka—»>Aemomexcm—>Aemomexcm —nepeiTu Ha
BKIIAJIKy Aemo3amena. 3’ IBUTHCS J11aJOrOBE BIKHO, B IKOMY TEKCTOBHUH KypCOp 3HAaXOAUTHCS B
o 3amenums;

—BBECTH B II€ TI0JI€ (KOPOTKY CYKYITHICTh CHMBOJIIB, 0€3 MPOIYCKiB);

—HAaTUCHYTU KHONKY /[ofasums B nianoroBoMy BikHI. TekcT Oyae M0MaHO O CIHCKY
aBTO3aMIHHU;

—TMepeKOHAMTeCh y TOMY, IO Yy BIKOHII IHAMKATOPHOTO TEpeMUKada 3ameHAmb npu
6600¢ BCTAaHOBJICHUH MMpanopeib; BCTAHOBITh HOTO, SKIIO BiH HE BCTAHOBJICHHM

ABTOSSMEHS | ABTOGOPMAT NPH BEOAE  ABTOTEKCT  AsTodopMar  CHapr-tTern

[V] NokasaTs kmonK B0SHONHOCTEN S8TO3aMEMS!

[¥] vcnpasnate ABe NPonmoie Syxee B mavane cnoea

[¥] Aenate nepete Gyxeb: NPeARIXEHSE NPOMCHESM

[V] Aenats nepece Byxso: geses Tabmay NPOMCHERM

[¥] Mmcars massarma aren ¢ npoamncon Gyres [l vicnpasnaTe paoxnaaxy EASEHSTYPbI
[Z? YCTPaMSTE NOCHEACTEHA CTYSaHMOro HaxaTHa cAPS LOCK

[¥] Zamessare npn ssoae

IaneraTy; pHa: O oferawsi Texcr () dopmatposare TexcT

sany Binunuskufl geprasruil negarorMuuil yREEPCHTET
ENCOMA 1O A
elalo Bige0

005 CaAHPOM B0 CANSSI

Brew ece W v

JobasuTe
[T] Asromamimieoot wenpasnsaTe opthorpaderecime ownben

ook | [ omena |

Bxnanka Aémosamena niamoroBoro BikHa Aemomexcm

[Tepmri ABa KPOKHU 1IBOTO aNrOPUTMY MOKHA HE BUKOHYBATH, @ BBECTU €JIEMEHT aBTO3aMiHU
B TI0JI€ HA. IIHOTO M1aJIOTOBOTO BikHA. [leperyissHbTe CIUCOK ICHYIOUMX €JIEMEHTIB aBTO3aMiHM 1
3amam’ iTaiiTe HalBaKJIUBIIII 3 HUX.

Bcmaeka enemenma Aemozaminu. 11100 BUKOpUCTATH €JIEMEHT aBTO3aMiHU, TOTPIOHO
BBECTH Y TEKCT IICEBJIOHIM 1 HATUCHYTHU KiaBimy //po6in. IlceBnonim Oy/e 3aMiHEHO BiAMOBIIHUM
TEKCTOM.

Buoanennsa enemenma Aeémozaminu

— MeHI0 Bemaeka—»>Asmomexcm—»>Aemomexkcm — epeiTy Ha

BKIIAJIKy A8mo3zamena, 3’ IBUTHCS A1aJIOTOBE BIKHO A8mo3amena;
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— Jaii BUOEpITh 31 CHHUCKY €JIEMEHT aBTO3aMiHM, KU MOTPIOHO BWIIYYUTH, 1 HATUCHITH
KHOTIKY YOa/iums J1iaIOrOBOTO BiKHA.

Hnst scmaexku ¢hppaemenmis 3 inwux 0okymenmie HEOOX1THO BIIKPUTH TOPS 13 TOTOYHUM 1
JIOKYMEHT, 3 SAKOTO noTpioHo Oyne B3SITH TEKCT, BIIOPSIIKYBATU
BikHa Cgepxy 6nuz uu Crnesa Hanpaso, 1 najli BUKOPHCTOBYBaTH Oydep oOMiHy, abo mpsme
HepeTsryBaHHA JiBOIO a00 MPaBOI0 KHONKAMH MHIII 3 YTOYHEHHSM Jii: MepeMilleHHS YU
KOITIFOBaHHS 3 BikHA B BikHO. CripoOyliTe BUKOHATH BKa3aHi Jii.

[Ipsme nepeTsiryBanHs (PparMeHTiB TEKCTY MOKIIMBE 1 B MEXaX OJHOTO TOKYMEHTA 3 METOIO
HOTO KOIIOBAaHHS YM IMepeMilieHHs. B mporieci mporo cimiji maM’sTaty, 10 I Yac KOMioBaHHS
IEPETATYBAaHHAM JIiBOIO KHOIIKOK MHIII MOTPiOHO yrpumyBat kiasimry Ctrl, B inmomy pasi
dbparMeHT TeKCTy Oyze MepeMillleHo y BKa3aHe MicCIle.

KomruiekcHa KOHTpOJIbHA poOOTa BHCTYMAE MiJCYMKOBOK pobortoro mo MS Word 2016.
BUKOHY€ETBCS 3riJJTHO BKa3iBOK 10 BUKOHAHHIO MTONIEPEIHIX CEMIHAPCHKUX 3aHSATh.

JlabopaTtopHa podora Ne8. KomiuiekcHa nmiicymkoBa pooora

Ayoumopna nucemosa poboma
BukoHaHHS CTyJIeHTaMH TECTOBUX 3aB/IaHb 3 MUTAHb TEMH 3aHSITTSL.

Memoouuni pexomenoayii
Knwouosumu mepminamu, Ha po3yMiHHI AKUX O0A3YEMbCA 3AC60EHHA HABUAILHO20
Mamepiany memu, €. BAHOCKU, TIOCUJIAHHS, KOJIOHTUTYIIH, €JICKTPOHHUHN 3MICT, TUTYJILHUMN JIHCT.
3 memoro 2nud0K020 3AC60EHHA HABUATILHO20 MAMeEPIAy NPU CAMOCHMIUHOMY 6UGUEHHI
memu cmyoeHmy 6apmo ocoodnugy yeazy 30cepeoumu Ha maKkux acneKkmax:
Bucrynae nigcymkoBoro pobdororo mo MS Word 2016. BukoHyeTbest 3rifHO BKa3iBOK 110
BUKOHAHHIO YCiX MOMEPEIHIX CEMIHAPCHKUX 3aHSTh.

Tema 2. I'mo6anbHa Mepexa IHTepHeT.

JlabopaTopna po6ora Ne9. Cepsicu Mmepe:xi. OcHOBHI npuiiomMun podotu 3 Opayzepom
9.1. cepicu Mmepoi InTepHer;

9.2. TexHoJOTIsI pOOOTH 3 BEO-CTOPIHKAMU;

9.3. TexHosoris podoTH 3 Opayszepom Microsoft Internet Explorer

Ayoumopra nucoemosa poboma
BukoHaHHS CTyJIeHTaMH TECTOBUX 3aBJIaHb 3 MUTAHb TEMH 3aHSITTS.

Memoouuni pexomenoayii
Knrouoeumu mepminamu, Ha po3ymMiHHI AKUX O03yEMbCA 3AC60EHHA HAGUANLHO20
Mmamepiany memu, €. iHQopMalliifHa Mepeka, €JIEeKTpOHHA TOINTa, CJUTy0a HOBHUH, TINEPTEKCT,
BeO-cTOpiHKa (WWW), BeO-CailT.
3 memoto 2nub0K020 3AC60CHHA HABUATILHO20 Mamepialy npu CAMOCMIHOMY 6UBUEHHI
memu cmyoenmy ¢apmo ocooOaugy yeazy 30cepeoumu Ha MaKux acneKmax:

Inmepnem — e riobanbHa iH(opMaliiiHa Mepexa, sika 00’€HYy€ BEIHKY KUIbKICTh
pErioHaJIbHUX MEPEeX 1 BOJHOYAC MIIbHOHM KOMIT FOTEPIB B YCIX KIHLAX IUIAHETH 3 METOI0 OOMIHY
JAHUMU Ta JOCTYIY A0 iHpOpMaLiiHUX 1 TEXHOJIOTTYHUX PECypPCiB.

Uepes [HTepHET OTpUMYEMO JOCTYN 0 NEKIIBKOX 1H(QOpPMAaliMHUX TeXHOJOTIH (CIyxo0,
CepBICiB), cepell IKUX HalBaXkKIMBiII Taki

-  cayx0a eneKkTpoHHOI morrty e-mail;

- cayx0a jgoctymy A0  TimeprekcroBoi  iHpopmamii  Ha  BeO-cepBepax Y
cucremi World Wide Web (WWW- nipocrip);

— cuyx0a nepeaBaHHsl TEKCTOBHX 1 MporpamMHux ¢ainis FTP.
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—  cayx6a migrpumku rpyn HoBuH UseNet newsgroups (tenekondepeHiiii);
—  cnyx6u cuinkyBanss: 1CQ, dbopymu, yaTtu, TenedoHis TOIIo.
Enextponna nmomra. Pobora erekmponnoi nowmu 6a3yetbcss Ha TPUHIUII, 1110 Oyab-

SAKUA TEeKCT, HaOpaHWi Ha KjaBiaTypi, MOKHa TIepelaTH Ha CYCiIHIA KOMIT'IOTep YH Ha
KOMIT FOTEp, PO3MIIIICHUI Ha 1HIIOMY KOHTHHEHTI, SIKIIO KOMII IOTEPH IIi 3’€IHaHI MK COO0OI0.
Hns mporo Tpeba CKOpUCTATUCSH OyIb-SIKOIO NPOTPaMolo, MI0 MIATPUMYE EIEKTPOHHUI
3B’ s30k: Pegasus Mail, MS Mail, MS Internet Explorer , The Bat!, MS Outlook Express, MS
Outlook Ta iH.

B 5 ¥ |
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ITporpama Internet Explorer. Bikuo 6pay3epa Ta momrru

Bxix y momToBi mporpamMu B cUCTeMaXx KOJIEKTUBHOTO JIOCTYITY 3aXUINEHUH MapoJieM, SKHH
Tpeba 30epiraTu B Ta€MHUIl, OCKIJIBKM TMOCIYTH TYT 3a3BHYail MJaTHI, a TaKOX I 3aXHCTY
iH(popMmarrii.

[MorrroBi cuctemu dipmu Microsoft maroTh moi0HI TOJOBHI MEHIO, 110 3HAYHO MOJIETIIYE
poboty 3 Humu. [IpuHIUNHM poOOoTH Taki. 3alyCTUBIIM NMPOTpaMy i1 BIIKPUBIIM HOBHH (Qaiin,
MOXKHa B T'OJIOBHOMY BiKHI HamMcaTH JIUCT, BIJIOBIJHI MOJIS 3allOBHUTU aJpEcOl0 ajpecarta,
aZpecaMu, KOMY BHCIIATH KOIIii, a Takok TeMoro jucta. 1106 Hanmicmatu JgucT, Tpeba HAaTUCHYTH
Ha KHOIKY Bionpasumu (Send). Ha nmaHensix iHCTpyMEHTIB € KHOIIKH JUIsS PeAaryBaHHs TEKCTY i
poOoTH 3 dailiaMmu, a TaK0K KHOTIKH JIJIsl 3aBJaHHS TaKUX MapaMeTpiB:

- MPUETHAHHS JI0 JIUCTA Iiie oaHoro ¢aitny (I1puxpinumu [Attachment);

- HiATBEP/XKEHHS TPO OTPUMAHHS JIMCTA a/IpecaToM;

- MIATBEPDKEHHS (PaKTy IPOYUTAHHS JIUCTA aJJpecaToM;

- MepEeBIPKU IPaMaTHKH;

- TT1JIBUINICHHS Y¥ TTOHWKEHHS KaTeropii BaXKJIMBOCTI JIUCTA;

- BUOOPY ajpecu 3 6a3u aapec;

- OTpPUMAaHHS JIOBIAKH IIPO MPOrpamy TOLIO.

VYBIAIIOBIIK B MOIITOBY CUCTEMHU NMOTPIOHO OIVISIHYTH PSIIOK CTAaTyCy, JI€ 3a3HA4YEHO, YU
BaM HaniimoB nuct. 1106 mpouutatn aucT, Tpeba HATUCHYTH Ha KHOOKY Bioxpumu (Open) i
BUOpaTy NOTPIOHMIM (paiis 31 CIIUCKY.

Jluctn 11 BIACWJIAHHS MOYXKHA TOTYBaTH 3a3fajeriib Ha OyJb-sKOMY KOMII IOTepl 1
BIANPABIATH iX Oe3nmocepennbo 3 aAuckeTH. OTpuMaHi JIMCTH MOXXHA 30epirati B 0coOHCTOMY
KaTajio3i, Ha JUCKeTi abo BuilydaTH. TeKCT JMCTa MUIIYTh aHIIIHCHKOI0 MOBOIO, YKPaiHCHKOIO,
SKIIO € MEBHICTh Y TOMY, III0 aJpecaT 3MOXe HOro MpovuTaTH (TOOTO Mae MOTPIOHHUI AeKOAep)
abo TpaHCIiTepali€lo, SKIIO Takoi MEBHOCTI HeMae (HANpHKIAJ, SKIIO JIMCT BIACHIAIOTH 3a
KopJioH). JIucT moBuHEH OyTH KOPOTKHMM, a JOJATKOBY iH(opmarito (TekcT, rpadiky, My3uky)
JIOMAK0Th JI0 JIUCTA sIK OKpeMuit daitn (mpukpinurty/attachment).

[TomrroBa  ampeca  Mae, Hampukian, Takuii  Bunin: hatalka@vspu.edu.ua,
ne vspu.edu.ua — e ampeca cepBepa, SKHUM Kopuctyerhest Haramka. [lepmie cioBo o3Hauae
opranizauito (Tyr BiHHMLBKMH Aep)KaBHUM NeqaroriyHUi yHIBepCUTET). 3 Ha3BH BHIHO, ILO
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cepBep posmimieHudt y Binaumi. OcTtaHHi 1Ba CHMBOJM y Ha3Bl OMHUCYIOTh KpaiHy: Ua —
Ukraine, ru — Russian, ca — Canada Tomio.

Cay:xba HoBuH. OOMiIH iH(OpMaIi€l0 MK KOpPHCTyBauyaMu B Mepexi [HTEpHET Moxke
BiIOyBaTHCS 3a JOIOMOTO0 menekonghepenuii (cnyxou HoBuH,USeNet). /s mporo koM’ rotep
MMOBUHEH MaTH KOHTaKT 13 CEpPBEPOM HOBHH 1 BIANOBITHE TMpOTpaMHE 3a0e3MeUeHHS:
nporpamy  Trumpet News Reader aboNetscape Navigator, abo MS Internet Explorer romo.  3a
JIOTIOMOTOI0 TEJIEKOH(EPEHIIii MOKHA OTPHMATH TIOBITOMJICHHS Ha 3aJaHy TeMmy abo HaJiciaTh
iHpopMalito Ha  cepBep HOBMH YW  KOHKPETHMM  y4yacHWKaM. Hampuknan, y
koH(pepenmii UA.BISNESS moxHa o3HaOMUTHCS 3 [IJIOBUMH TPOMO3HUIISMH YKPaiHCHKHX
MIAPUEMITIB, ONTyOIIKYBaTH CBOIO MPOIIO3HUIII0, a B KOHpepeHIiii News.meta.ua — o3HailoMHUTHCS 3
HOBHMHAMU B YKpaiHi YM IHIIMX MicTax.

[Io6 yBiiiTH B peXUM HOBHH, TpebOa BUKOHATU KOMaHy Hosunu/NEeWS — 3’ SBUThCS BIKHO
JUIs poOOTH 3 TpynaMu HOBHH. 3Harouu azpecy cepBepa HoBuH(News HoSt), MokHa npueHaTHCS
N0 HBOro. SKmio BiAmIykaTd B MEHIO MNPOrpaMd KOMaHAY Uil JOCTYNmy JO Tpyln
HoBuH (I pynalGroup, IToxkazamu/ShOw Tomo) i BUKOHATH 1i, TO MOXHA OTPUMATH HA3BH BCIX
rpyn Ha mpomy cepBepi. Ha3Bu rpyn OyayTh y HWKHIM abo JiBiii 4yacTHHI e€KpaHa. BoHu
CKJIaJIAIOTHCS 31 CIIB UM iXHIX CKOPOYEHb, PO3MEKOBAHUX Kpankamiu. Ilepiie cioBo cranmaprtHe.
Bono MicTuTh iHpOpMaIlit0 PO TEMATUKY FPYIH, HATPUKIIA:

alt cynepeuk, nuckycii (B CIIIA);
biz 0i3HeC;

comp | KoM’ FOTepHA TEMaTHKa,;

K12 mkinpHa ocsita (B CIIIA);

rec X001;

relcom | pociiicbKOMOBHI I'PYIIH;

soc coljajgbHa TEMaTHKA,

News HOBUHHU

Jpyri i TpeTi cI0Ba yTOYHIOIOTH TEMATHKY HOBUH (KOH(DepeHIii):

books | kumxku;

food | ixa;

humor | rymop;

job pobora;

sport | coopr;

test TECTH;

tv Tene0auyeHHs TOIIIO.

[Migmucky (Subscribe) va rpymy HOBUH poONATH Tak: BHOMBAIOTH MOTPIOHY Tpymy i
HATHCKAIOTh Ha KJIaBillly BBOAY — Ha3Ba Ipynu OyJe y BepXHil MOJOBUHI ekpaHa abo Mmo3HaueHa
«ranoykoro». MokHa Bilpa3y mianucatucs Ha jAekuibka rpymn. [loTpiOHy crarTio 3 rpymnu
BUOMpPAIOTh TaK CaMO: BUOKPEMIIIOIOTH I'PYIY 1 HATUCKAIOTh Ha KIABIIIY BBOJY — 3 SIBISETHCS
CIUCOK CTaTeil rpynu. 3 HOro BUOMPAIOTh OJHY 1 3HOBY HAaTHCKAalOTh Ha KJABIIIy BBOAY — Ha
eKpaHi BimoOpasuThes TekcT. Moro MoxHa 3amucaTé Ha il muck (36epeemulSave), nepecnarn
nomrot (Bneped/Forward), BUCIOBUTH CBOIO JIYMKY i po3MicTUTH ii y ¢aiiii Ha cepBepi s
3arajJbHOTO JOCTYITy (ITowmalPost), BiATIOBICTH oco0ucTo aBTOPOBI
(CmammslArticle, Aemop/Author) Toro.

Cayxoba FTP. Lla cnyxba nae noctyn ao ¢aitnie Ha BignaneHux FTP-cepsepax
(File Transfer Protocol). Bona mae 3Mory ckomitoBaTH (ailjldi Ha BJIACHUH KOMIT'IOTEp YH,
HaBIaKH, CKOMIOBaTH (hailyin 3 BJIaCHOTO KOMII l0Tepa Ha BiJIIaJICHU cepBep.

ABTOMAaTH30BaHy B3aEMO/III0 3 FTP-cepepom 3a0€3MeYyrTh
nporpamu Total Commander, CuteFTP Tomro.

Cayx6a WWW. OcraHHIMH pOKaMH 1HTEHCHBHO pO3BHMBA€THCS HOBA TEXHOJIOTIA
po3MileHHs i gocTyny a0 iHopmariii Ha cepBepax — WWW-texnomnoris (World Wide Web —
BCECBITHS MaByTHHA). BoHa 3abe3neuye:

— pobOOTy 3 TINEPTEKCTOBOIO 1H(POPMAIIEI 1 MYJIbTHMEAINHOK (opmoro 11 momgaHHS:
TEKCT, 3BYK, rpadika, BiI€0300pakeHHS;
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— YyHIBepCcaJbHUW JOCTYn — JOCTyH JI0 JIOKYMEHTIB Ha cepBepax pI3HHX
tunis (FTP, Gopher Toro).

TI'inepmexcm (TinepTekcToBa TEXHOJIOTiA) — M€ crocid iepapxiyHoi opranizarmii
iHdopmMartii, ska Moxke OyTH Ha OJHOMY YU 0araTbox CepBepax, 3B SI30K MK IKUMHU 3a0€3MEUyIOTh
rinepTekcToBi nocwianus B cucremi HT TP-nipotokonry (HyperText Transfer Protocol).

I'inepmekcmose nocunauus — 1€ KOPOTKUH MiJKPECICHUH 1 BHOKPEMJICHUM 1HITUM
KOJIbOPOM TEKCT y JOKYMEHTI, KapTHHKAa 4YM IHIMUH eneMeHT. KiamHyBIM Ha HHOMY MUIICHO,
OTPUMYIOTh JIOCTYII 110 (haiiily IHIIOTO JOKYMEHTa, 3BYKOBOTO (haitity, Bigeodaiiny.

TexHnosorisa podoTu 3 Bed-cTopiHKaMu

[Iporpama-Opay3ep € iHTEpIpPETaTOPOM, IO BiATBOPIOE 30BHIMIHIA BUTJISA] JOKYMEHTA Ha
expani. [lng meperisny omucy B HOro iCTHHHOMY BUTISAL (Y BHIVIAAI 3BHYAMHOTO TEKCTY) 3
METOI0 aHaji3y CTPYKTypd TOTPIOHO aKTHBYBaTH KOMaHAy MeHi0 BudllB éude HTML un
CKOPUCTATUCh KOHTEKCTHUM MEHIO BE0-CTOPIHKH.

Ck1a1oBi MyJIBTUMEIIMHOTO BEO-TOKYMEHTA MepealoThCsl y BIIaCHUX (popmaTax 1 MOXKYTh
BIJITBOPIOBATHCS 33 HASBHOCTI BIAMOBIMHUX 3aco0iB. ToMmy B pi3HUX Opay3epax BUTISAI BeO-
CTOPIHKHM Ha €KpaHi MOXKe OyTH PI3HUM.

EnemeHTaMu TimepTeKCTOBOrO JOKYMEHTa MOXYTh OYyTH TEKCT, 300paKeHHS, aHIMarlis,
3BYK, Bizeo. Bci ckmamoBi MOKHa BIATBOPUTH NpU TEPErisiii BeO-CTOPIHKU. SIKIIO eneMeHT
NPECTAaBICHO 3HAYKOM, TO BiH BIATBOPIOETHCS MICIs KJIAAaHHS HA HBOMY MHIIEIO.

IlepemileHHs IO CTOPIHLI TPOBOJUTHCS 1O MOCHIAHHSX, 32 JIOIOMOI'OK0 CMYT IIPOKPYYYBaHHS
a0o yepe3 KOMaHI1 KOHTEKCTHOTO TOIIYKY 3 MeHIO /Ipaska. CTOpiHKa MOXKE TaKOX MICTUTH Kaapu —
BIKHA, BMICT SIKMX HEPErIAIaeThCsl HE3aIEKHO BiJJ OCHOBHOTO JIOKYMEHTA 3a JI0IIOMOI'0F0 BIIACHUX CMYT'
IPOKPYIYyBaHHS.

3aBaHTa)K€HHS BEO-CTOPIHOK, OCOOIUBO MEPEOOTSHKEHUX 300paKeHHIMHU 1 KaJpaMu, 1HO1
TpuBae A0Bro. Jysi MpUCKOpEHHs MPOILeCy MOXKHA BITKIIOUYMTH BUBEACHHS 300pakeHb. [licis
I[bOT'O 3aMiCTh 300paXK€Hb Ha €KpaH BUBOJATHCS TUIBKM PaMKHU 31 3HaYKaMU B JIIBOMY BEPXHbOMY
Kyti. Jlas mepernsgy 300pakeHb Yy paMKax KOPHUCTYIOTBCS KOMaHAOKO [loxazamb pucyHox 3
KOHTEKCTHOT'O MEHIO.

SIKmo mig Yac meperyiiay CTOPIHOK BHHHUKAIOTH MAy3HW, PEKOMEHIYETHCS BIAKPUTH
JieKinbKa BikoH Komauaow @aiin Cozdams Oxno abo kombGiHamiero kiasimr Ctrl +N. Tlepexoau
MK BikHamu (ctanmapTHumu s Windows 3acobamu) 1at0Th 3MOTY BHBYATH OJHY CTOPIHKY,
IIOKH 1HIIIA 3aBaHTAKY€ETHCS.

[ToTpiGHy cTopiHKy abo 300paxkeHHS MoxkHa 30epertu y ¢aim. [loTouHa cropiHka
30epiraeTbest koMaHnow Paiinl]Coxpanums Kax, MICHS YOO BIIKPUBAETHCS CTAHIApTHE BIKHO
30epexeHHs JTokyMeHTa. CTOpIHKY MOKHa 30epertu moBHicTio, Yy Burisiai HTML 1 sk mpocto
TEKCT, BUOpABIIM BiAMOBIAHUA TUN (aiina y BikHI 30epexxeHHs. MoKHA BUAUIATH HEOOXITHUI
¢dparmeHT, ckomitoBatu iioro B Oydpep oOMiHYy, a MOTIM BCTaBUTH 3 Oydepa B JOKYMEHT Oynb-
SIKOTO TEKCTOBOTO penakropa, Hampukian B Microsoft Word. V pasi HeoOXxigHOCTI 300pakeHHs
30epiratoTh KoMaHA0t Coxpanums pucyHoKk Kak 3 KOHTEKCTHOTO MEHIO JUIS KOXKHOTO PHCYHKa
OKpEeMO.

Jlns meperisiny 30epeKeHUX CTOPIHOK 0e3 MiKITIOUeHHs 10 Mepexi [HTepHeT HeoOXiTHO
nepeBecTy Opay3ep B aBTOHOMHUI peKUM KOMaH1010 MeHo Daiinl ] Aeémonomnas paboma.

Bbpay3zep Haznae kinbpka 3aco6iB BHOOpY BeO-CTOPIHOK.

Jlns mouryky MOTpiOHMX CTOPIHOK MOXHa BuKopuctatu ixHio URL-aapecy, sky Tpeba
BBECTH 10 ToJst Adpec. Ilicna HatucHeHHs Ha kiaBinry <Enter>cropinky Oynae 3HaiineHo i
3aBaHTaKEHO.

HaOupatoun azapecy, MoxxHa HexTyBatu mpedikcom http://, skuit  Oyme momaHo
aBTOMATHUYHO, SIKIIO B iMeHI cepBepa € http:// www. Kpim Toro, mporpama JOMOBHIOE apecH, 110
HaOWPaIOThCs CUMBOJI 32 CHMBOJIOM, JI0 TIOBHUX 13 CIHMCKY THX, IIIO paHillle BUKOPUCTOBYBAIUCS.
SIKmio micns Takoro JOTMOBHEHHA HEOOXinHY aapecy Oyne HaOpaHO, TO JIOCUTh HaTHCHYTH Ha
knasiry <Enter>. SIkmio Hi — ¢ MpooBXKyBaTH BBEACHHS CHMBOJTIB.
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VY xoni poboTu Opaysep 3anam’TOBye 15 ocTaHHIX BUKOPUCTAHUX AAPEC Y CIHCKY, SKHH
PO3KPHUBAETHCS KJIAlIAaHHSAM MUIICIO Ha KHOIMII B o Anpec (1ie mojie 31 cnuckom). BuOpany 3i
CIUCKY anpecy Oyze 3aHeceHo 110 most Adpec.

Anpecy URL moxHa BrincaTu y mojie ajipecu Takox 4yepe3 Oydep oOMiHy, BUALIUBINY ii B
TEKCTi (HampHKIa, 3a JonoMoror komoOinamii knasim Ctrl + C), a moTiM BCTAaHOBUTH TEKCTOBHIA
Kypcop y o aapecu i HatucHytu Ctrl + V.

Beb6-cTropinka Ha ekpaHi MOXXE€ MICTHTH Pi3HI €leMEHTH (TeKCT, 300paKeHHA Ta iH.) 1
rineprnocuwinanis. lineprnocuiaanHs 300paxylOThCS y BHUIVIIAI BHIUIEHUX (KOJIBOpPOM abo
mpudToM) (GparMeHTiB TEKCTy, 3HauKkiB abo MamoHKiB. Yacto BOHHM odopmileHI SK
kHorku Windows. I3 mocunanb MOXyTh OyayBaTucs Pi3HOMaHITHI MEHIO ab00 BOHHU IPOCTO
3YCTPIYarOThCS B TEKCT1 cTOpiHKH. Ko Kypcop po3MiCTUTH Ha MOCHIAHHI, BIH Ma€ BUTJIS PYKH
3 BKa3iBHUM TaJbIleM, a B PAAKY CTaHy Opay3epa (B HWKHIA 4acTHHI BikHA) 3 sBiseTbcst DNS-
ajzipeca rinepnocwianHs. BoHa Moke BKazyBaTH Ha IHIIE MICIIE CTOPiHKM a00 Ha IHIIY BeO-
cTOpiHKYy. KriamHyBIIM MUIIEI0 Ha MOCHJIAHHI, MOYKHA 3aBaHTAKWUTH BIATOBIAHY CTOPIHKY a0o
MePEHTH 10 THIIOTO MICIIS JJOKYMEHTA.

Jlnst  3aBaHTaXEHHS 1HIIOI CTOPIHKM Y HOBOMY BIKHI MOTpPIOHO aKTHUBI3yBaTH
komanay @atiinl1Coz0ams10kno abo HatucHytu kimasinmn Ctrl + Ni BBectn aapecy HOBOI
CTOPIHKH.

Komanna Omkpwime ccwiiky 6 HOB0M OKHe 3 KOHTEKCTHOIO MEHIO JIa€ 3MOTY PO3IOYaTH
3aBaHTa)KEHHS HOBOI CTOPIHKM B IHIIOMY BIKHI O€3 IepepuBaHHS 3aBaHTAXEHHS MOTOYHOL
CTOpiHKK. B mporieci KianaHHs JIIBOKO KHOIKOK MHINI Ha TOCHJIAHHI 3aBaHTa)XCHHS CTapoi
CTOPIHKH TPUIUHAETHCS. 3aBaHTAXKEHHS CTOPIHKM MOXKHA TaKOXX MPUIMHHUTH, KIAIHYBIIA Ha
kHoMi Ocmanosums CTaHAAPTHOT TTAHENI IHCTPYMEHTIB.

[Tig yac 3aBaHTa)XEHHS! CTOPIHKH B PSJIKY CTaHy BifoOpakaeTbesi iH(OpMalis mpo men
nporiec, 30KpeMa BiIHOCHUK OOCST 3aBaHTa)KEHOI YaCTHHH JOKyMeHTa. lIpolec 3aBaHTaXeHHS
CYIIPOBOJUKYEThCS aKTHBI3aIli€l0 3HAYKa y MPAaBOMY BEpPXHBOMY KyTi BikHa Opay3epa. Skmio yac
3aBaHTa)XEHHS Oy/ie HENPUIHATHO BEIMKUM, TO MPOIEC MOXKHA NEPepBaTH, KIAITHYBIIH MUIICIO
Ha kHOmIi Cmon naHelni IHCTPYMEHTIB.

Ha3Bu moTpiOHUX CTOPIHOK MOKHA 3amam’siTaTu 'y naniii M36pannoe. ns 1boro JOCHUTH
KJIAI[HYTH TPaBOK KHOMKOIO MHUIIl Ha ii iMeHI i BHOpaTH y KOHTEKCTHOMY MeHI0 /lobasumb
6 M30pannoe ab0 TEPETATHYTH TINEPIOCUIIaHHA Ha KHOMNKY M30pannoe. IHmmii  BapiaHT:
CHOYATKY BIAKPUTH ManKy M36pannoe 1 IEPETATHYTH TIEPIIOCUITIAHHS B OJHY 3 HiANOPSIKOBAHUX
nanok. [1{o6 akTuBi3yBaTH CTOPIHKY 3 Li€T Manku, HEOOX1IHO KJIAHYTH MMIIEIO Ha ii iMeHi. Yci
nepepaxoBaHi Jii MO’KHa BUKOHATH TaKOK 3a JIOIIOMOI0I0 KOMaH1 MeHIo M36pannoe.

IIpoTsirom poGoTu OGpay3ep 3anucye BCi BUKOPUCTaHI iMeHa BeO-CTOPIHOK Y CHeliaJIbHOMY
daiini, toctyn 10 sSKoro nae kHonka JKypuan. Y Kypuani 3anam’iTOBYIOTHCSI CTOPIHKH, sIKi OyJ10
BUKOPUCTAHO MPOTATOM OCTAHHIX KUIBKOX THXKHIB. JKYpHan TaKOXK MoOxke OyTH JPKEpesaoM ajapec
Be0-CTOPIHOK.

Kpim TOro, st meperyisgy CTOPIHOK, SIKI BiBIAYBalIMCS IiJf Yac MOTOYHOIO CEaHCY,
MOYKHa BUKOPHUCTATH KHONKU Bnepeo 1 Hazao.

TexnoJtorist po6otu 3 6payzepom Microsoft Internet Explorer.
Crpykrypu Bikna nporpamu Internet Explorer.

AxrtuByBatu nporpamy Internet Explorer moowcna oqaum i3 criocoGiB:

e Internet Explorer
a) aKTUBYBATH SIPJIMK IIPOrpaMu
0) xuomnka [lyck[1lIpoepammurlInternet Explorer;
B) HaTUCHYTHU KHOIIKY 13 3HAYKOM nporpamu Internet Explorer na
naneni bvicmpuiii 3anyck.

Ha Pobouomy cmoni;
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binbricTs BiKOH A0AaTKiB, BiKHO mporpamu Internet Explorer MictuTh:

a) CMYTY 3aroJIoBKa 31 CTaHJaApTHUMU €JIEMEHTaMH YIIPABIIiHHS,

0) roJIoOBHE MCHIO BiKHa,;

B) CTaHJApTHY NaHEJb IHCTPYMEHTIB;

r) maHenab Aopec;

1) poOody 00JIaCTh BIKHA;

€) PAIOK CTaHy.

VY paaky craHy BinoOpa)kaeTbcs MOTOYHA iH(OpMALis MPO MPOIeC 3aBaHTAXEHHS BeO-
CTOPIHKH Ta IMapaMeTpU MEPEKEBOTO CIIOIYUCHHS.

CranpmapTHa maHenb IHCTPYMEHTIB MICTUTh TaKi KHOTIKH:

«Haszao» — i miepexoty 710 IONepeHbOI 3aBaHTAXKEHOT CTOPIHKH;

«Bnepeoy — niis mepexomy 10 HACTYIMHOI CTOPIHKM (KHOIKA JIOCTYITHA MICis OJHOro abo
KUIBKOX KJIallaHb MHIIICIO Ha KHOMI Haszao);

«OcmaHosumuy — 115l IEPEPUBAHHS 3B A3KY 3 IOTOUHUM BY3JIOM 1 3YMUHKU MEepeIaBaHHs
JaHUX;

«ObHo6umby — J1a€ 3MOTY BIIHOBHTH iH(OpMAIil0 y TOTOYHOMY BiKHI, 3HOBY
3aBaHTA)XMBIIHM CTOPIHKY 3 cepBepa (3aCTOCOBYETHCS TOJII, KOJIM MIOCh HA eKpaHi Mae HeOakaHUI
BUTJIAJ, a00 SKIIO iH(OpMaIlis HA BY3Ji BiIHOBIIOETHCS JYXKE YacTO 1 HEOOXITHO MEperisHyTU
HANCBIXKIILY CTOPIHKY);

«omouiy — TUIS nepexony bi(s) «TOMAIITHBOT» CTOPIHKH, 3 AKOT
3aBXIM TIOUYMHAETHCS HaBiraiis B [HTepHeTI;

«llouck» — g momyky pecypciB  [HTepHeTYy 3a BBEIEHUMH CIIOBAaMH 32 JIOTIOMOT OO
nomrykoBoro cepsepa Internet Explorer;

«HM36pannoey» — 111 HAKOIMYCHHS HAMIIKaBIIIUX CTOPIHOK [HTEpHETY Ta JOCTYITy 0 HUX;

«Meoua» — BUKITMK Me/I1a-3ac001B JJOKAIBHOTO KOMII I0Tepa;

«Kypnany — nns nomyky i1 Bubopy cTopiHOK [HTepHETy, 1O SIKUX 3BEepTalucs MiJ Yac
norepeaHix ceanciB pobotu 3 mporpamoro Internet Explorer;

«lloumay — 3aBanTakenns nporpamu Outlook Express (abo iHIIOT TporpaMu — MoImTOBOro
KJIIEHTA) [T POOOTH 3 €JICKTPOHHOIO MOIITOO Ta TPyHaMy HOBHH;

«lleuamovy — nus IpyKyBaHHs BMicTy poOouoi obsacTi BikHa Internet Explorer;

«IIpaska» — BUKIMK TEKCTOBOTO PEIAKTOPA /ISl peIaryBaHHs MIOTOYHOI CTOPIHKH;

«Obcyoums» — Bukiuk nporpamu MSN Messenger Service, Hanpukiag Ui POBEICHHS
BiJICOKOH(EpEeHIIii.

[Tepen mouaTkoM poOOTH B pa3i HEOOXITHOCTI 3/A1MCHIOETbCS HACTPOIOBAHHS MPOTPaMHU
(BUOIp  «IOMAIIHBOI» CTOPIHKH, PEXKUMY MEperisiay CTOpIHOK 1T. [1.). Y  BIKHI
nporpamu Internet Explorer BigkpuBarots menio Cepsucl1Csoiicmsa ob6o3pesamens. B nporeci
IbOTO BIJIKPUBAETHCS J1aJIOTOBE BIKHO, Ha BIAMOBIIHUX BKJIAJIKAaX SKOTO MOXKHA BKa3aTH
napaMeTpH.
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pO3Mip IMCKOBOTO KeIly, HATUCHYBIIM KHOTKY [lapamempuvly psaaKy Bpemennvie ¢haiinb
Unmepnem. Ilicns 1poro 3’SBUTHCSA JialoroBe BiKHO /lapamempul B SKOMY 3a JIOTIOMOTOIO
OiryHKa MOXHa 3MIHHTH pPO3Mip JUCKOBOTO KEIIy, a TaKOX 3aJaTH PEKUM OHOBJICHHS
30epexeHnx BeO-CTOPIHOK.

[[{o6 BuOpaTH, HANIPUKJIIAI, PEKUM YUTAHHS CTOPIHOK (3 MaIFOHKaMH abo 0e3 HuX), Tpeda
BUJIUTUTH BKJIAAKY Jlonoanumenvro 'y po3aun Myrsmumeoua BCTAHOBUTH HEOOX1THI OMITii.
3aBaHTaXXyBaTUMETHCS BEO-CTOPIHKA 3HAYHO IIBUIIIE 0e3 00’€KTiB MyabTUMenia. JloBaHTaXXUTH
11l 00’ €EKTH MOXHa 1 MOTIM, CKOPHCTABIINCH KOHTEKCTHIUM MEHIO ITYCTOI PAMKH 00’ €KTa.
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Hianorose BikHO [1lapamempbi

O

Boccranesmy rees No pOmr0

T e
Mianorose BikHO Ceoticmea 0003pesameis.
Bknanka Jlonoanumensro

[IpoBeniTh AOCHIPKEHHS 3MICTY peIITH BKJIANOK JianoroBoro BikHa Ceoticmea
0bo3pesameis.

SIKmo mijg yac 3aBaHTAXEHHS CTOPIHKM 3aMICTh JIITEP YKPaiHCBKOTO YM POCIHCHKOTO
andaBiTy Ha eKkpaHi 3 SBISIOTHCS O€3TTy3/1 MOCTIIOBHOCTI CHeliallbHUX CUMBOJIB a00 piAKiCHI
JITEpH €BPOINEHCHKUX an(]aBiTiB, TO MOTPIOHO MEPEMKHYTH KOyBaHHS CUMBOJIB. [yt boro ciij
BUKOHATH KOMaHJy: MeHI0 Buo ] Buokoouposxu i BUOpaTH OJIVH 13
BapianTiB: kupuruya (Windows).

JlabopaTopna po6ora Nel0. TexnoJioris nomyky iHgopmaiii B Mmepeski.
Oco00/1MBOCTI MOIIYKY T2 BAKOPUCTAHHS NPaBOBOI iHpopManil

10.1. remMaTH4Hi Ta IHAEKCHI CUCTEMH TOIIYKY;
10.2. hopmyBaHHs 3aUTy Ha TOUIYK;

10.3. mormnyk y MOBHOTEKCTOBIH 0a3i JaHUX;
10.4. nmomryk Ha BeO-caiiTax.

Ayoumopna nucemosa poboma
BukoHaHHS CTyJIeHTaMH TECTOBUX 3aBJIaHb 3 MUTAHb TEMH 3aHSITTSL.

Memoouuni pexomenoayii
Knwuyosumu mepminamu, nHa po3ymMiHHI AKUX 0A3YEMbCA 3AC60EHHA HAGYATNLHO20
Mmamepiany memu, €.. TEXHOJIOTIS MONTYKY 1H(GOpMAIIii B MepeXi. TeMaTHYHI Ta 1HACKCHI CUCTeMH
MOLIYKY; 3alMT Ha MOIIYK; TOBHOTEKCTOBI 0a3u NaHMX; MOUIYK iHpopMarlii Ha BeO-caiTax.
3 memoio 2nub0K020 3AC60€EHHA HABUANLHO20 Mamepiay npu CAMOCMINHOMY 6UGYEHHI
memu cmyoeHmy 6apmo 0cod1ugy yeazy 30cepeoumu Ha maKkux acneKmax:

31 30uUTbLIeHHSIM 00cAry 1H(pOpMaliifHOro HamoBHEHHS IHTepHeTy mpolsiemMa HOIIyKYy
iHdopmanii crae aenami axkTyaldbHIMOK0. [loTy)XHMM I1HCTpYMEHTOM [JIsi DPO3B’A3aHHS IIi€l
mpoOJeMH € CTBOPEHI IONIYKOBI CHUCTEMH, SIKI JOTMOMAararoTh 3HAWTH HEOOXITHI CEepBEpH YU
OKpeMi BeO-CTOPIHKH.
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[TomykoBi  cucTeMu  TMOAUIAIOTBCS  HA meMamuyHi Ta iHOeKCHi CACTEMHU  TIOUIYKY.
TemaTuuHi CUCTEMHU TMOLIYKY MOJAIOTh CIIUCOK KaTeropiil, B ssIkOMy BeO-CTOPIHKH BIOPSIKOBaHI
32 1€papXivyHOI0 CTPYKTYporo. [lepeMilylouuch JepeBOM KaTaJloTiB, MOXKHA TOCHTIJIOBHO
0o0OMeXHUTH 00JacTh TOIIYKY W OTPUMATH CIHCOK TOCWJIaHb Ha BeO-By3JH, IO TOB’s3aHI 3
HEOOXITHOIO TEMOIO CTOPiHKU. JIJIsI KOPHUCTYBaHHsS TAaKOI IOIIYKOBOIO CHCTEMOKO HEOOXITHO
TOYHO 3HATH, JIO K01 TEMHU HAJICKHUTH 1HGOpMAIIis.

[HeKkcHI cucTeMy BUKOHYIOTH MOIIYK 3a 33/laHUMU KJIIOUOBHMH CJIOBaMH. Y pe3ynbTari
NOLIYKY CHUCTEeMa BHBOJUTH CIHCOK BEO-CTOPIHOK, SIKI 3aJ0BOJIBHSIOTH 3aJaHi KpHUTEpii.
Kputepisimu nomryky MoxyTh OyTu ciioBo abo Habip CIIiB YM JOT1UYHUHI BUpa3.

Bigomi  momykoBi  cucremu:  yahoo.com,  www.rambler.ru,  www. yandex.ru,
www.meta.ua., www.google.com.ua € 0araTo iHIIMX MOIIYKOBHX CUCTEM.

Jlnst BukoHaHHs 11i€l (GyHKIIT HEOOXITHO aKTUBYBaTH BeO-Opays3ep, BBECTH ajpecy
MOILIYKOBOT'O cepaepa. [Ticns 3aBaHTa)KEHHS BBECTHU KIIFOUOBE CJIOBO 1
HAaTUCHYTH ENter. ABroMaTuyHO MiAKIIOYAETHCS MOIIYKOBa Iporpama, sika Imeperisgae 6aszy
JaHUX CcepBepa i, 3HAWIIOBIIM KJITIOYOBE CIIOBO HAa 4YEproBiii BeO-CTOpIHII, 3amucye ii agpecy B
neperik pe3yapTaTiB momyky. Terep Ui meperisiay 3MicTy 3HaiaeHux (aiisiiB HeoOX1THO IBivi
KJIAIIHYTH Ha TiNepIOCHIIaHHI.

[Tomyx Mo)kHa BHKOHAaTH W y BikHI Opaysepa. s 11boro akTHBI3YIOTh KHOIKY [louck i
BUOUPAIOTH Yy JIiBii YaCTHHI BIKHA cepeJl MepeliKy BiAMOBIAHUIA MOIIYKOBUI cepBep.

[TomykoBa cucrema META no3Boinsie 3aiHCHIOBAaTH TOIIYK Y BCHOMY YKpPaiHCBKOMY
IutepHerTi, a Takox y PeecTpi ykpaiHChKHX CaiTiB.

Po3rnsiHemMo 3aco0u momryKy, HasiBHI y IOUTYKOBiH cucteMi WWw.meta.ua.

ITomryk y noBHOTeKCTOBII 0a3i 1aHMX.

[ToBHOTEKCTOBUII TOHIYK BiIOYBAa€TbCA 3 ypaxyBaHHSAM pOCIHCHKOI Ta YKpaiHCBKOI
Mopdororii. Lle o3Hauae, 10 HE3BaXKaOUU HAa rpaMaTHYHy (OpMy KIIFOUOBUX ClliB, Bu oTpumaete
JOKYMEHTH, SIKI MICTAThH IIyKaHi cioBa y Bcix (opmax. Hampuknazn, 3a 3anutom enuboki dena
OyayTh 3HANICHI JOKYMEHTH, IKI MICTSATh CIIOBA 211O0Ke OHO, 3a 3aIIUTOM PYVIUHUK GUUUUBAHULL —
JOKYMEHTH, SIKI MICTATB CIIOBA BUUUUBAHOMY PYULHUKOGI 1 T. 1H.

3BEpHITH yBary Ha Taky OCOOJIMBICTH: B 0araToCiiBHUX 3allUTaX CHCTEMa HE ITHOPYE Tak
3BaHI «CTOI-CIIOBa», O SKUX HAJIEXKaTh MPUHMEHHUKH, YACTKH, CIIOJYYHUKH TOIIO. BijbImicTh
NOLIYKOBUX CHUCTEM Yy TIpollecl TMONIIYKYy IrHOpye iX, TOOTO, WA 4Yac 3amuTy Kpem 6i0
3acmaeu TPUAMEHHUK «B1Jl» OyAe NpOIrHOPOBAHO 1 cepes pe3ynbTaTiB OyayThb JOKYMEHTH 31
CJIOBOCHIOJTYYEHHAM «KpeM s 3acMaru». <META> BuiacTb JOKyMEHTH, 1110 TOUHO CITiBIIAAal0Th
3 Bamum 3anuroM.

Bu MokeTe BUKOPHCTOBYBAaTH HU3KY CITY)KOOBHIX OIEpaTOpiB, SIKi JO3BOJISIOTH YTOUHUTH
Bam 3anur .

Jloriuni oneparopu

Oneparop Onuc

+ Jloriune TA. Ileit onepaTop NpUIyCKa€eThes 1 /i€ MEPIIUM, TOOTO
3aMUT YKpaiHCbKi peghepamu PIBHOZHAYHUN 3aIUTY YKPAiHCLKI + pedhepamu

— Jloriune HI no3Bosisie BUKITIOUNTH 31 CIUCKY Pe3YbTATiB IOKYMEHTH, SIKi
MICTSTb CJIOBO, 1110 W€ Micis Iporo oneparopa. Hampukiaz, 3a

3aMUTOM KAB08Ull Haniti — Kaséa OynyTh 3HAWICH] TUIBKHU T1 JOKYMEHTH, B SIKUX €
CJIOBA KABOBUL HaNil, alle HEMAE CII0BA Ka8d

Jloriune ABO nm03BoJIsi€ 3HAWTH JOKYMEHTH, IKi MICTSTh X0ua O O/IHE CIIOBO B
3anuti. Hanpukina, 3a 3anutom: xkozaxu | kazakuOyayTh 3HaHIEHI TOKYMEHTH,
[0 MICTATE a00 CIOBO K03aKu, a00 CIIOBO KA3aKU
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http://yahoo.com/
http://www.rambler.ru/
http://yandex.ru/
http://www.meta.ua/

[Topsimok mii JTOTIYHUX OINepaTOpiB MOKHA 3a/JaBaTH KpyriuMu ayxkamu (). Hampuknan,
3a 3alUTOM XAPKIBCHKI | Kuigcvki nionpuemcmeéa Bu oTpumaere MOKYMEHTH, IO MICTSATh abo0
CJIOBO XApKi6CbKi, 800  OJHOYACHO  CJIOBA KUIBCHKI 1 nionpuemcmea, OCKUIBKA — omeparop  +
NPUITYCKAETHCS 1 /i€ mepmuM. SIKIo X HEeOOXiAHO 3HAWTH NOKYMEHTH, B SKHX 3YCTPI4alOThCS
CJIOBA XApKIBCbKI nionpuemcmea abo KuiscoKi nionpuemcmea, 3anuT IMIOBUHEH Ooytu
TaKUM: (XAPKIBCHKI [Kuiscobki) nionpuemcmsa.

Okpim JIOT1YHUX BUpa3iB Bu MokeTe BU3HAUATH BiJICTAaHb MK CJIOBAMH 3aITUTY

Omneparopu, 1110 BU3HAYAIOTH BIICTAHb MiZK CJIOBAMM 3aNIUTY

Oneparop Onuc

(13 2

[TonBiiiHi TanKu TO3BOJSIOTH 3HAXOIUTH TOYHE CIIOBOCIOIYYCHHS, BKa3aHE B
HUX. Y mporeci 1poro ¢ikcyeTscsi rpamMaTuuHa Qopma ciiB, TOOTO 3a
3aMUTOM «nocoda 6 Kpumy» OynyTh 3HaiACHI JOKYMEHTH, SKI MICTSTh came
TaKe CIOBOCIOIYYEHHS —nocoda 6 Kpumy

{.} ®irypHi AyXKH TO3BOJISIOTH 3HAXOIHMTH CIIOBOCHOJYYCHHS, OJIM3bKE [0
BKAa3aHOT0 B HHUX, TOOTO Ha BIAMIHY BiJ TONEPEIHBLOTO oOIlepaTopa 3a
3anutoM {nocoda ¢ Kpumy} OyayTh 3Ha#ICHI TOKYMEHTH, L0 MICTATh TaKi
CJIOBOCTIONY4YeHHS: «moroga B Kpumy», «moromi B Kpumyy», «morogu B
Kpumy», T06T0 TpamaTtiuHa ¢popMma CIliB y IIbOMY pa3i He (PiKCyeThCs

[n,...] |le#t omeparop BHKOPHUCTOBYETbCS B TOMY BHIAIKy, SKIIO HEOOXIIHO
0OMEXUTH BiJICTAaHb MK clioBaMH Bamroro 3anuty. Hampukian, 3a 3amuTom
[5, mobinbnuit menegon] OyayTh 3HaWACHI TILNBKA Ti AOKYMEHTH, B SKHX
CJIOBa MOOLIbHUL 1 meneghon PO3TAIIOBAHI y PparMeHTi TEKCTy, HE OLTBIIOMY
HIXK 5 CIliB

[TepenbaueHi Takok ONEPaTOPH, SIKi JO3BOJSAIOTH OOMEXHUTH 00JIaCTh MOLIYKY
BHU3HAYCHUM TI0JIEM JIOKYMEHTA .

Omneparopu, 0 00CTEKYIOTH 00/1aCTH MOLIYKY

Omneparop Omnmuc

OnepaTop J03BOJSiE IIYKaTH TUIBKKM 3a HA3BOK JIOKYMEHTA.
Hanpuknan, 3a 3anurtom title (mpaiic-rucm) Oynyts  3HaiigeHi Ti
Title JIOKYMEHTH, B Ha3Bi SIKMX MICTHUTBCS npatic-1ucm, 3a
sanutoM title («dowka oconowenvy) 6yayTh 3HAWICHI TOKYMEHTH,
SIK1 MICTATH B Ha3B1 CIIOBOCTIONIYYEHHS OOUIKA 020N0ULeHb

OrmepaTtop Aae 3MOry MpPOBOIUTH TOLIYK 3a Ha3BaMH PO3LTIB
nokymentiB. Hampuknan, 3a 3anurom heading(6izrec-naan) 6ynyth
Heading 3HaiIeHi TOKYMEHTH, AKi MICTATh Oi3Hec-niaH B
noxi heading mokymeHTiB

ITomryk y peecTpi ykpaiHCbKHX caiiTiB.

Sk 1 32 TOBHOTEKCTOBOTO MOLIYKY, MOLIYK Y PEECTP1 BEAETHCA 3 YpaxyBaHHIM POCIHCHKOI,
YKpaiHChKOI Ta aHTMiHChKOT MOp(doIIOTii.

3a 3aMOBUYYBAaHHSIM TOIIYK 3/11HCHIOETHCS 32 TIOBHOTEKCTOBOIO 0a3010 JAHUX, JJIS TOMIYKY
y peecTpi MocTaBTe Mpanopeus wykamu ¢ Peecmpi.

Bu moxere oOMeXUTH 00JIacTh MOIIYKY OKPEMOIO TeMOK abo perioHoM. s 1bOro
HEOOXITHO TeperTH y BIANOBIAHY TEeMaTHYHY/pEeriOHaJIbHY pyOpHKY Ta IOCTaBUTHU
npamnopenb «uykamu 6 po30ini.» abo «uiykamu 3a pecionom:», IPU LbOMY MOLIYK Oyzae
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NPOBOJUTHCH 32 TOBHOTEKCTOBHM IHAEKCOM. SIKIIO X IOCTaBUTH M€ OIWUH Tpamopenp —
«uwykamu 8 Peecmpiy, TO momyk Oy/ie IPOBOJAUTUCH TUTHKHU 32 OMUCAMU CalTiB y BU3HAYCHOMY
po31ii abo perioHi.

Iomyk Ha Beb-caiiTax

Joxymentu B WWW BiamiykyroTs 3a yrighikosanoro aopecoro noxymenta (URL), sika mae
TaKWW 3araJlbHANA BUTIISIA:

<THun indopmaniiiHOro mpocTopy>://<Ha3zpa ceppepa>/

<Ha3Ba KaTaJIOry>/<Ha3Ba HmiakaraJjory>/<"a3pa (aiiry>

Tunu ocHOBHUX 1H(POPMALIMHUX MTPOCTOPIB:
http | WWW-npocrip;
ftp FTP-mpocrip;
news | UseNet-npocrip;
mail | npocrip aapec e-mail
file | mpocrip daiinis

Hanpuknan, waOpaBmm komanny http://www.meta.ua, MoxxHa OTpHUMATH JOCTYIl [0
nomrykoBoi cuctemu (kataimora) Meta, a 3BepHyBImchs 3a aapecorohttp://lib.meta.ua — crmcox
HOBHH Y Tajy3i jiteparypu (6i0mioTeka).

Jnsa 3pyunoi pobotu kopuctyBadya B WWW-nipocTopi € criernianbHi MporpaMu Neperisiy
(aiiis — opoysepu: MS Internet Explorer , NetscapeNavigator, Opera, Mozilla Firefox Toro.
Ixus ¢QyHxuis monsrae B J0CTaBLi Ha KOMI'IOTEp KOPHUCTyBaya Komii (paiily, 3aMOBIEHOTO 3a
rioro URL-anpecoro. OTpumaBim JOKYMEHT, HOro Tpeba MmeperiissHyTH, 3aIucaTd Ha JTUCK abo, y
pa3i moTpedu, HaJpyKyBaTH. bpoy3epu TakoX NarOTh 3MOTY MEPECHUIIATH CICKTPOHHY IOIITY i
penaryBaTH JTOKYMEHTH 3a JIOTIOMOTOI0 KHOTOK IaHelNli IHCTPYMEHTIB YM KOMaH] TOJIOBHOTO
MEHIO.

l'onoBHi npaBuia BimmrykanHs ¢aitniB 3a URL-agpecamu Taki. 3amyctuBmum mporpamy,
BifKpuBatoTh HOBUHM (aiin. 11lo6 oTpumaru mykanuii Qaitn, URL-anpecy BBOISTH y TEKCTOBE
noJje Posmawysanns (Location) un Adpeca (Address) i HATHCKAIOTh Ha
kHOTIKY Biokpumu (Open) abo BBoay. IToTpiOHO cTexuTH 3a iHGOPMAIIWHHUM PIIKOM BHH3Y
€KpaHa, JIe¢ BHCBITIIOIOTHCS JIaHI MPO T€, CKUIbKH KiloOaiTiB iH(popMalii yxe Hamidnuoo, a
CKIJIBKH 111 TIOBUHHO HAJIWTH (4acTo Iie TpUBa€e M0Bro). [loBepHYTHCH Ha MONEPEIHIO CTOPIHKY
MOYKHA 3a JjoroMororo kHonku Hazao (Back), a mepeiitu Ha HacTynHy — Bnepeo (Forward).

SIkmo x kopuctyBau He 3Hae URL-anpecu moTpiOHOro 1OKyMeHTa, HOMY JOIOMOXYTb
CHUCTEMU MOLIYKY (cepBepu-KaTaJIOTH) iH(opmarrii 3a KJIFOYOBUMH
cinosamu: Meta, Rambler, Yandex, Yahoo tomio. VBilTH B Meta MoxHa
tak: http://www.meta.ua. ITicast 11bOro MOTPiOHO KOHKPETHU3YBATH TEMATHKY IMOINYKY (OCBITa,
CHOpT, MOroja, Oi3HEC TOLIO), Yepe3 3HAaK «+» YU MPOIMYCK BBECTH Y TEKCTOBE MOJIE€ MOUIYKY
KJIIOYOBE CJIOBO YW JBa (HAmNpUKIal, MOroga XMEIbHUIBKHI TOIIO0), HATUCHYTH Ha
kHONKY [Ilykamu (Search) i depe3 neskuii yac Ha KOMI'IOTEp HAAIWAyTh aJpPecH pecypciB
(caiiTiB), mo MICTATh 1H(pOpMaLil0 Npo mHorogy B XmenbHHUIIbKOMY. KianHyBmm Ha Ha3Bi
pecypcy, OTPUMYEMO JOCTYI JI0 iH(pOpMaIii.

Tema 3. MS Excel.

JlaGopaTopHa podora Nell. CTBOpeHHS eJIEKTPOHHOI Ta0ami.
Onepauii Hax BMicTOM KOMipok

11.1 Jliama3oH KoMmipok. BcTaBka psiikiB Ta CTOBIYMKIB. BUIiIEHHS CTOBIUMKIB Ta PSAAKIB.
30epexeHHs TaOIuIl.
11.2. Omnepauii Haxg BMiCTOM KOMipoK. BunpasieHHs TOMHIIOK.
11.3. TlepemimieHHs JaHUX.
11.4. ®dopmatu ymcesn.
Ayoumopna nucemosa poboma
BuKkoHaHHS CTyZ€HTaMH TECTOBUX 3aB/IaHb 3 MUTaHb TEMH 3aHSTTS.

Memoouuni pexomenoayii
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Knwuoeumu mepminamu, Ha po3ymMiHHI AKUX OA3YEMbCA 3AC60EHHA HABUATILHOZ0
mamepiany memu, €. muct, kaura MS Excel, nianazon komipok.

3 Memor 21ub0K020 3AC60€HHA HABGUANLHO20 MAMEPIAYy NPU CAMOCHMIUHOMY 6UEYEHHI
memu CmyoeHnmy 6apmo 0coonugy yeazy 30cepeoumu Ha MaKkux acneKmax:

Tabmuunwmii mporiecop Excel 2007 MoskHa 3ayCTUTH Ha BUKOHAHHS KiJIbKOMa CIIOCOOaMH:

- BukoHartu Ilyck => Yci nporpamu => Microsoft Office =>Microsoft Office Excel 2007,

- BUKOPUCTATH SIPIHK Mporpamu Ha Pobouomy croni abo Ha maneni LIIBuakoro 3amycky;

- JBIYl KJIAIIHYTH HA 3HA4YKy BXKE ICHYIOUoro ¢airy, CTBOPEHOMY B TaOIUYHOMY
poIecopi.

[Ticna 3amycky mporpamu Excel 2007 Ha ekpaHi BiAKpHUBaeThCA JBa BIKHA: BIKHO
Ta0JIMYHOTO TMpoIlecopa Ta MiJIeryie 10 HBhOTO BIKHO €JICKTPOHHOI KHWTH. Ha BinmMiHY Bif
TEKCTOBOTO MpOIIeCcopa, y SKOMY HE iCHye OKpeMoro BikHa JokymeHta, B Excel 2007 BikHO
€JICKTPOHHOI KHUTH MOXHa 3TOPHYTH, PO3TOPHYTH HAa BECh CKpaH ab0 3aKpHUTH, HE3aJEKHO BiJ
BiKHA Ta0JIMYHOTO MPOoIIecopa.

Slxkmo 3amyctutu Excel 2007 omuuM 3 mepmmx JABOX HaBeIEHHX CIOCO0IB, TO
CTBOPIOETHCS €JIEKTPOHHA KHUTA, KA Ma€ 3a 3aMOBUYBaHHAM iM'st Knueal 1 CKIIajaeTbes 3 TPhOX
apkymriB 3 iMeHamu Apxyuil, Apxyw2 i Apkyw3, Ha KOXKHOMY 3 SIKMX pPO3MIIIEHa TOPOXKHSI
enekTpoHHa tabnuims. Skmo kx 3amyctutu Excel 2007 TperiMm 3 HaBeAEHHX CHOCO0OIB, TO B
MiJJIeTJIOMY BiKHI BIAKPHBA€ETHCS €IEKTPOHHA KHHTa, MO 30epiraeThCs y BIANOBIIHOMY Qaiiti
(puc.).

VY BiKkHI el1eKTpOoHHOI KHHUTH (6) BiOOpaka€Thcs BMICT MOTOYHOTO apKymia. SIKIIO BIKHO
KHUTH BIAKPUTO B TIOBHOEKPAaHHOMY peXHMi, TO #oro Psmok 3aroigoBka OKpeMo He
Bi0OOpakaeThCs: 1M'st KHUTH BifoOpaskaeThCcs B PsAKy 3arojoBka BikKHA TaOIMYHOTO MpoOIECcOpa
(4), a KHOTIKM KepyBaHHS BIKHOM KHUTH (7) — TMiJ KHONKAMH KEepyBaHHS BIKHOM TaOJIUYHOTO
npouecopa. SIKIIo >k BIKHO KHUTH BIIKPUTO y BIKOHHOMY peXuMi, To oro Psmok 3aronoBka
BiZIOOpaKa€THCSI OKPEMO.
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O6'exTn TadmuHoOro Mpouecopa Excel 2007 ra ixHi B1acTuBocTi

O0'extamu TabmuuHOro mporecopa Excel 2007 € enekrpoHHa KHHra, apKyll, eJICKTPOHHA
TaONuI, PAAOK, CTOBMEIh, KIITHHKA, Jlama3oH, jJiarpamMa Ta iH. Y TaOmuWIll HaBEJACHO NESKI
BJIACTMBOCTI Ha3BaHUX 00'€KTIB.

Tabauys BnactuBocTi 00'€KTIB TaOJIUYHOTO TIpOLIecopa

006'exm Bracmusocmi 00'exma
[M's, KUTBKICTh apKyIIiB, MOPSIOK PO3TAIlyBaHHS apKyIIiB, HasBHICTh
EjleKTpoHHA KHMra OKpEMHX apKyIiB 3 AiarpaMamH Ta iH.
[M's, BUI apkyia, KUIBKICTh PO3MIIIEHUX OO0'€KTIB Ta IXHIA BHI,
ApKy11 HAsIBHICTH 3aXMCTY, KOJIp SpIUYKa Ta iH.
3arajgbHa KUIBKICTH PSIIKIB, CTOBIIIIB 1 KJIITHHOK; KUIBKICTH PSIJIKIB,
EjekTpoHHa TaOIHIs CTOBIILIB 1 KIITHHOK, 1[0 MICTSTh JaHl, HASBHICTb CITKHU Ta iH.
Psiox Homep, BrcOTa, KUTbKICTh 3aIIOBHEHUX JAaHUMHU KIIITHHOK Ta iH.
CToBHenb Howmep, mupuHa, KITbKICTh 3aIIOBHEHUX JaHUMH KIITHHOK Ta iH.
Anpeca, iMm's, BMICT, THI JaHHX, (QOpMar BiJOOpaKEHHS HaHUX,
Knitnaka PUMITKA, MEXI1, 3aJIUBKa Ta 1H.
/liara3oH KIIITHHOK Anpeca, iM'sl, KUTBKICTh KJIITHHOK Ta 1H.
Ta6muist Excel 2007 [M's1, KITBKICTD KIITHHOK, CTHJIH O(DOPMIICHHS Ta 1H.
/liarpama Tun, Bu, Ha3Ba, pO3MIp 00JIACTI JiarpamMu, KOJIip 3aJIMBKHU Ta iH.

KinbkicTh apKkylniB KHUTH OOMEXYETbCS JUIIE OOCSIrOM BUIBHOI ONEpaTUBHOI MaMm'sTi
KOMIT'IOTEepa 1 Ha HUX MOXKHA PO3TallyBaTH €JEKTPOHHI TaOmuil, niarpamu, rpadiku, rpadivni
300paxenHs, nokymentu Microsoft Word, 3Byko3arnucu, BiJeoKITiIu Ta iH.

Kootcnuii apkyw knuzu mae im's, sike BKa3yeThCs Ha APIUYKY apKyIna. Ko Ha apKymiax
PO3MIIIYIOTECSL €JIEKTPOHHI Ta0NMIll, TO TAKUM apKylliaM 3a 3aMOBYYBAHHSM HAJArOThCS iMEHa
Apxkymi, Apkym?2 i T. 1. SIKio apkyii npu3HadeHi Ijs po3MilleHHs TUIbKH JiarpaM, TO TaKUM
apKylllaM 3a 3aMOBUYYBaHHAM HaJaroThcs iMeHa [liarpamal, Jliarpama2 i 1. A.

Enexmponna mabnuyn maédauunozo  npoyecopa Excel 2007  micmumsp 1 048
576 paoxie (Homepu Big 1 mo 1 048 576), 16 384 cmoenuyi (3a 3aMOBUYBaHHSIM iXHI HOMEPH
CKJIQJIAI0ThCs 3 JIiTep aHrmiicekoro andasity: A, B, C, ..., Z, AA, AB, ..., ZZ, AAA, AAB, ...,
XFD), ycbozo 17179 869 184 xknimunxu.

KoxHa KIiTHHKA eNeKTpOHHOI TabmuIli Mae azapecy. Ajpeca KIITHUHKA 33Ja€ThCS
HOMEpaMH CTOBMIIS Ta psKa, Ha MEPETHHI SKUX BOHA 3HaXoAWThes, Hampukiaa, Al, C3, D17,
AA26. 3aBxau OJHA 3 KIITHHOK €IEKTPOHHOI TaONHUIll € HOMOYHOI. Ii azpeca BiOOpa)KaeThCs B
nouti Im's.

/Jleéi abo oOinvuie KIiMUHOK apKywia en1eKmpoHHOi maodauyi ymeoprowoms 0ianazon
Kaimunok. Y J1ana3oH  KIITUHOK MOXYThb BXOJWUTH SIK CYMDKHI, TaK 1 HECYMDKHI
KIITUHKYA. IIpamoKkymuuit  dianazon  K1imuHOK, 10  CKIAJA€ThC 3 CYMDKHHX
KIIITUHOK, HA3UBAECMbCA 36 A3ZHUM.

Jliana3zon K1imunok, AK i OKpema KiimuHKka, mae aopecy.

Anpeca 3B'I3HOTO JIiama3oHy KIITHHOK 3a/a€ThCS  agpecaMHd JBOX  KIIITHHOK,
pO3TalIOBaHUX y HWOTO MPOTUIICKHUX KyTax, IO PO3AUICHI JBOKpamkoro, Hampukiaang A3:A7,
B11:D11, G9:C3.

Psmok 1 croBmemps Takok € giamazoHaMu KIiTHHOK. Hampukman, aapecoro miama3zoHy
KIIITUHOK, JI0 SIKOTO BXOMASATHh YCI KIITUHKU AecsaTtoro psnaka, € 10:10, a ampecoro niamnazoHy
KIIITUHOK, JTO SIKOTO BXOJATh yCi KIIITUHKH cTOBMI B, € B:B.
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Cmanoapmnum munom ¢paiiny 6 Excel 2007 ¢ Knuza Excel,a cmanoapmuum
po3wupenuam imeni ¢aiiny € XIsx. Xouya, sx i y Word 2016, kaury moxHa 3anucatu it y ¢aiin
IHIIIOTO THUTTY.

PosrnsiHemo aeranbHine IpyKyBaHHS KHUTH Ta ii 00'ekTiB. Bubip kHonku HIBuakuii npyk
Ha [Taneni mBuakoro goctymny abo Bukonanus Office => /[pyk => I[lleudkuii Opyk NpUBOAUTH 10
JNPYKYBaHHsSI OJIHI€T KOIii YaCTMHU MOTOYHOTO apKyIlla KHUTH, SKa 3alIOBHCHA JAaHUMH, a TaKOXK
IHIIUX 00'€KTIB, HAPUKIIAJ AlarpaM, skl po3TalIoBaHi Ha IIbOMY apKyIIIi.

Citka, sika po3Jijsie apKyll €JIeKTPOHHOI TaONWill Ha KJIITHHKHU, 32 3aMOBYYBAHHSM HE
JIPYKY€ETBCSL.

SIkmo moTpiOHO BCTAHOBWUTH IHIN 3HAUEHHS MapaMmeTpiB APYKYBaHHS, TO MOTPiOHO
Bukonatu Office => /[pyx => Jlpyxi y BikHi JIpyK, IO BIAKPWIOCS, YCTAHOBHTH HEOOXiIHI
3HAYCHHS MMapaMeTpiB JPYKYBaHHSI, SIKi BU3HAYATUMYTh, YCIO €JICKTPOHHY KHUTY JAPYKYBaTH UM
OKpeMI apKyIiI, KiIbKICTh KOTIiH Ta 1H.

JlabopaTopHa pooora Nel2. O04uc/ieHHs B eJ1eKTPOHHIN Ta0 Ui,
AOCOJIIOTHI Ta BiTHOCHI apecH

12.1. ®dopmatu ymcen.

12.2. BuxoHaHHS OOYUCIICHbD.

12.3. AOGcomoTHa ajipeca KOMipKH.

12.4. ImeHa KOMIpOK.

12.5. ABromaTH30BaHE 3aIIOBHCHHS KOMIPOK.

Ayoumopna nucomosa poboma
BukoHaHHS CTyJIeHTaMH TECTOBUX 3aB/IaHb 3 MUTAHb TEMH 3aHSITTSL.
Memoouuni pekomenoauyii
Knwuosumu mepminamu, Ha po3ymiHHI AKUX 0A3YEMbCA 3AC60EHHA HABYUAILHOZO
Mamepiany memu, €. iMEHa KOMIpOK, aOCOJIIOTHA aJipeca, BiTHOCHA ajpeca, GyHKIIis.
3 memoto 2nub0K020 3AC60EHHA HABUATILHO20 MaAMmMepiay npu CAMOCHMIUHOMY 6UBUEHHI
memu CHyOeHmy 8apmo 0cod1ugy yeazy 30cepeoumu Ha MaKkux acneKmax:

O0uncienns gopmy.u i pyHkuii

®opMyII010 Ha3UBA€ETHCS BBEACHA B KOMIPKY MOCIIOBHICTh CUMBOJIB, 110 MOYNHAETHCS 13
3HaKy PIBHOCTI «=». Y 10 HOCHIOBHICTb CHUMBOJIIB MOXYTb BXOJUTH: KOHCTaHTH, aJIpecH
KOMIpOK, (QyHKIIi1, onepaTopu. Pe3ynbTaTr 00uMciaeHb BioOpaXxaeTbesl B KOMIpII, a cama Gpopmya
— B psiiKy Gopmyn. @yHKIIT BUKOPUCTOBYIOThCS JJIsl BUKOHAHHS CTaHAAapTHUX oOuncieHb. Excel
mae 6inbiie 400 BOynoBaHux (yHkIii, 00'enHanuX B 9 rpym: ¢piHaHCOBI, faTa 1 4ac, MaTeMaTUYHi,
CTATUCTUYHI, TOCWJIAHHS 1 MacuBU, poboTa 3 0a30l0 JaHUX, TEKCTOBI, JIOTIYHI, IEpeBipKa
BiacTuBOCTel 1 3HaueHb. OKpiM BOy/OBaHUX (PyHKIIH MOKHA BUKOPUCTOBYBATH B OOUYHMCIICHHSAX
NpU3HAYEH1 U1 KOpUCTyBada (yHKIII, IKi CTBOPIOIOThCS 3a JomoMororo 3aco0iB Excel.

Ilpasuna pooomu 3 popmynamu i hynkyiamu

Mos’kHa BUUIMTH HACTYIIHI IIpaBuiia poOOTH 3 hopMysaMu 1 GyHKIISIMU:
1. ®opMynu MOYUHAIOTHCS 13 3HAKY «=»
2. ®opMynu MOXKYTh BKJIFOYATH 3BEpPHEHHS 10 OJHIET a00 /10 NEeKUIbKOX (PYHKIIIH.
3. Ilicns imeHi KoxHOI (YHKIII B AyKKax 3aJalOThCsl apryMeHTH. SIKmo QyHKIis He
BUKOPHUCTOBYE apTyMEHTH, TO 3a 1i IM'IM CIIAYIOTh MOPOXKHI JYKKU 0€3 TPONyCKY MiXK HUMH.
4. ApryMeHTH MepepaxoBYIOTHCS Uepe3 Kpanky 3 KOMOIO.
5. Sk enemeHt (opMmynu 1 aprymMeHTy (yHKIIi MOXXe BHUCTyNaTdh ajapeca KoMmipku. B 1mpomy
BUIAJIKY B 0OUHUCIIEHH] Oepe ydacTh BMICT KOMIpKH, ajipeca K01 3a/1aHa y GOpMyIIi.
6. Y Gopmynax HEOMYCTUMI MPOITYCKHU.
7. ®yHKIis HE MOXe MaTH Oibiie 30 apryMeHTiB.
8. Y dpopMysi MOYKHA BUKOPHCTOBYBATH 3HAKH apU(PMETHUHKX orepaii: +, - /, *, »
(3BeZICHHSI B CTYMIHB), % ( Y3STTS BiICOTKA).

43



9. He moxHa BBOaUTH YKcia y ¢popMarax gaTH 1 9acy AHS O6e3mocepeHbo y popmMyinm.

VY Gopmynu BOHUM MOXYTh OyTH BBEJCHI y BUIJIAII TEKCTY, MOMIIIEHOTO B MOABIHHI nanku. [Ipu
obuncnenni Gpopmynu Excel mepeTBopuTh iX y BiJIMOBIIHI YKCIIA.

10. Joxuna (hopMyiu He TOBUHHA nepeBuiyBaTH 1024 eneMeHTiB.

IlepemimeHHs | KONMiIOBaHHS BMICTY KOMipKH

KomnitoBanus BMicTy Komipku (200 010Ky KOMIpPOK) BKJIFOUAE HACTYITHI KPOKH:

- BUOpATH KoMiioBaHy KOMIpKY a00 OJIOK KOMIpOK;

- BUKJIMKATH KOHTEKCTHE MeHIo 1 BuOpatu KomiroBatu, abo Hatucuytu Ctrl+C;

- IEPEUTH B HOBE MICIIE;

- BUKJIMKaTH KOHTEKCTHE MEHIO 1 BuOpatu BcraBka, abo HatucHytu Ctrl +V.

[Ipu xomitoBanHi (popMyna mepeHacTpOIOeThC Ha HOBI anpecu. 11106 mpu komiroBaHHI
dbopmyu anmpeca neskoi KoMmipku Oyiia aOCOMIOTHOI (HE MEpeHacTPOroBajacs Ha HOBI aJpecH)
Tpeba micns BKa3iBKU Wi€l aapecu mij 4ac GpopmyBaHHS GopMmynu HaTUCHYTH F4 abo 3ammcaTtu
azpecy y BUsiai, Hanpukian $A$4.

[Ipu mnepemimenHi ¢opMynun B HOBE Micle TaONWIi TOCWIAHHA Yy ¢opMyrni He
3MIHIOIOTHCSI.

ABTOMATHYHE 3aTI0BHEHHS JTaHUX

JU1sl aBTOMaTUYHOI' O 3alI0OBHEHHS psY YUCE, JaT, HepepaxoByBaHUX HA3B HEOOX1IHO:

- BBECTH B KOMIPKY TIepIIIe 3HAYCHHS;

- 3pOOUTH I1}0 KOMIPKY aKTHBHOIO;

- BCTAHOBHTH IOKQ)XYMK MHIII B TPaBUH HIKHIA KyT KOMIpKH (Kypcop MpH LbOMY
npuiiMe BUTIIA +);

- IepeTATHYTH yOik a00 BHU3 (KpOK piBHUI 1).

SAxio HeoOXiaHO 3a1aTH KPOK, BIAMIHHUHN Bi 1, TO CJIiJI BAKOHATH:

- 3a]1aTH JIBa 3HAYCHHS B JBOX CYCITHIX KOMipKax;

- 11l KOMIpKW BHILJIUTH;

- BCTAaHOBHTHU KYpCOp B NpaBUil HIKHIM KyT BHIUIEHUX KOMIpPOK TaK, II00 BiH NpUIHSB
BUIJIA +;

- IEPETIATHYTHU Kypcop YOik ab0 BHU3.

SIK1mo mpM aBTO3allOBHEHHI KIIITKA HE pO3Mi3HaHA SIK MepepaxoByBaHa, TO BiOYBa€ThCS
KOIIOBaHHS.

CTBOpeHHS CBOEI MOCTITOBHOCTI J1JIS1 3AII0BHEHHS

Jlj1s CTBOPEHHS CBOET MOCIIIOBHOCTI KOPUCTYBay MMOBUHEH BUOpaTH:

(Knonka MS Office — Ilapamempur Excel — Ocnosnvie — Hzmenumo cnucku).Y oniii
Cnucku BuOpatu onuito HoBuit cnmcok. VY onuii EnemMeHTH coucKy BHECTHM BUIBHY
MOCIIOBHICTh, TMOTIM KJIAalHYyTH To KiaBimn Jlogatu (BBeAE€HAa TMOCHIAOBHICTh MPU LBOMY
3arnam'aTOBY€ETHCS).

SIkmo moTpiOHA MOCHIIOBHICTH BXKE ICHYe B poOOYOMY JIMCTi, TO ii JOCHUTb BUJIUINTH 1
nepesaTH B 1€ BIKHO, KJIAI[HYBIIM Ha KHomui IMnopT.

JlabopaTopHa podota Nel3. O0uuc/ieHHsI B eJ1eKTPOHHIN TadauIri.
Buxopucranns cnemiaJJbHUX (PyHKIIH

13.1. Maiictep QyHKITIH.
13.2. Maremaruuni QyHKI.
13.3. Craructuuni GyHKIIi.
13.4. Inmn kareropii QyHKIIIH.
Ayoumopna nucbmosa poboma
BukoHaHHS CTyA€HTaMH TECTOBUX 3aBJIaHb 3 MUTAaHb TEMH 3aHATTS.

Memoouuni pexomenoayii
Knwuoeumu mepminamu, na po3ymiHHI AKUX 0A3YEMbCA 3AC60CHHA HABUATbHO20
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Mmamepiany memu, €. PyHKIIs, MaTeMaTHIHA QYHKIIIS, CTATUCTUYHA (DYHKITIS, JIOT19HA (PYHKITiS.
3 Memolo 21ub0K020 3AC60EHHA HABUAILHO2Z0 Mamepialy npu camoCmiilHOMy 6UBYUEHHI
memu CHyOeHny 6apmo 0coOIUBy Yeazy 30cepeoumu Ha MAKux AcHeKmax:

Maiictep ¢pyHKuii

OyHKIIT MOKJIMKaHI IMOJETIUTH PoOOTYy MpHU CTBOPEHHI 1 B3aeMojii 3 €JIECKTPOHHUMU
tabmuisivu.  HallmpocTimuM  TpUKIagoM BHUKOHAHHS pPO3pPaxyHKIB € oOIepaiis JJ10/JaBaHHS.
CkopucraeMocsi TakO OIepaliero s JeMOHCTpalii nepeBar (GyHkuii. He BukopucroByrouu
cucreMy (QyHKUIH moTpiOHO Oyne BBOAUTH y (GOPMYIy aapecy KOKHOTO OCepenKy (KOMIpKH)
OKpEMO, JI0JIAI0YM 0 HUX 3HaK IUTI0C a0o MiHyc. B pesynbrari opmyna Oyae BUTIIAIATH TaKUM
gyuHoM: =B1+B2+B3+C4+C5+D2. [lomiTHO, 110 Ha HamUcaHHSA Takoi (GOpMyIHM MINUIO Oaratro
qacy, TOMY 3[a€ThCs, MO TpocTime o Gopmyny Oyno O sermmm mopaxyBatu ypydny. 11[o0
IIBUKO 1 JIETKO MMiipaxyBatu cymy B Excel, HeoOXiHO BChOTO JIMIIE 3aAit0BaTH (DYHKIIIIO CyMH,
HATHCHYBIIM KHOMNKY i3 300pakeHHSM 3HaKa cymu abo 3 Maiictpa (yHKUill, MOXXHA 1 ypyuHY
IpyKyBaTH IM's GyHKIII micias 3Haka piBHOCTI. [licis imeHi GyHKIIA Tpeba BIIKPUTH IYXKKY,
BBEITh ajapecu obnacteil 1 3akpuiite nyxkKy. B pesynbrati hopmyna Oyne BUIIISAIATH TaKUM
guHoM: =CYMM(B1:B3;C4:C5;D2). Sfkmo mnopiBHaTH 3amuc ¢(OpMya, TO BHUIHO, IO
JIBOKPAIKOIO TYT MO3HAYAETHCS OJIOK ocepenkiB. Kparmka 3 KOMOr0 po3aiisie apryMeHTH (QyHKITIH.
BukopuctoByBaHHs ONOKIB ocepenkiB, abo obOinacted, B AKOCTI apryMeHTiB Uil (QyHKIIii
JIOLITbHE, OCKUIBKM BOHO HATJIATHIIIE Ta MPU TAaKOMY 3aIlKCi Mporpami MpOoCTille ypaxoBYBaTH
3MiHHM Ha poboyomy nucTi. Hanpuknaa, moTpiOHO migpaxyBaTu cyMy uucen B ocepenkax 3 Al mo
A4. Ile moxna 3anucatu Tak: =CYMM(A1;A2;A3;A4).

ITpu BBeneHH1 hopMyIn 3BEpHEHHS 10 BOYAOBaHOI (PYHKIIIT MOXKHA BUKOHATH YPY4YHY a00
BUKIMKaTH Maiictep dynkmiii. Llfo x omepamiro MoxHa BUKOHATH yepe3 MeHIo Excel: BuOparu B
meHio @opmynu/ bibnioteka dynkuii / BeraBka ¢ynkuii. AGo Ha maHemni iIHCTpYMEHTIB abo Ha
na"eni ¢gopmyn BuOMpaemo iHcTpyMmMeHT fX. YV miBomy BikHI BuOpartm Karteropito (yHKIi, B
npaBoM — caMmy (¢yHKIio. BuOpaBmu KHONKY KpOK > BHUKOHATH IOKPOKOBY IIiJICTAHOBKY
apryMeHTiB. 3HA4YeHHS apryMEHTY MOXHA 3allycaTH ypy4dyHy, a MOKHA BHUJAUITUTH Ha JIUCTI
niana3oH KOMipoK. Pe3ynbraT o0uncieHb OTpUMAaEMO, KJIAIHYBIIN HA KHOMII 3aKiHUUTH.

Jlnst 3pyqnocti poboru Excel gpynkiii po3ouri 3a kKareropisimu:

1) maTrematuyHi QyHKIIIT;

2) ctaTUCTUYHI QYHKIIT;

3) noriuni QyHKIIT;

4) dbinancoBi QyHKIIT;

5) dyHkuii gatu i yacy;

6) BKJIaZieH1 PyHKIIIT;

7) byHKIIT poOOTH 3 6a3aMu TaHUX;

8) TekcToB1 (PyHKIIIT;

9) dyHKLIi MOCKIaHHS Ta MAacHBIB Ta iH.

MatematnuHi (QyHKIIT BUKOHYIOTh pI3HOMaHITHI MaTeMaTuy4Hi Jii. Bonu cnpoiytoTsh
PI3HOTO POAY MaTeMaTU4YHI OOUUCIIECHHS, HAPUKIIaJ] apu(PMETUYHI Ta TPUTOHOMETPHYHI.

PosrnsitneMo neski 13 HUX:

CYMM - nonae aprymMeHTH,

KOPEHbD — noBeprae 1oaTHe 3Ha4€HHSI KBAaJPaTHOTO KOPEHS;

COS, SIN, TAN — TpuronomeTpudHi QyHKIIIT COS, Sin i tg;

ACOS, ATAN — 3BopoTHI TpuroHOMeTpHU4HI (PYHKIIIT arccos, arctg;

I'PAJIYCBI — nepeTBopIo€ pajiiaHu B Tpaycu;

LN — naTypanbHuii gorapudm ymucna;

ABS — Monynp uncna;

[N — nmoBeprae uncio I1i (n=3.14);

3HAK — noBeprae 3HaK umucia;

I[TPOU3BE/] — noBepTae 100yTOK apryMeHTIB;

CTEIIEHbD — noBepTae pe3ynbTaT MiJHECEHHS /10 CTEICHS;

OKPVYTJI — 3akpyrimtoe 9ucio 10 3a4aH01 KITbKOCTI JECATKOBHUX PO3PSIIB;
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OCTAT — noBepTae octady Bij JIJIECHHS,

CJIYUC — noBepTae BUMAIKOBE YnCiIO B iHTepBai Bix 0 1o 1;

PUMCKOE — neperBoproe unciio B apabCbKOMY 3aIUCi 10 YMcia B PUMCBKOMY SIK TEKCT;

CYMMECJIM — moBeprae cyMy BMICTUMOTO KOMIPOK, SIK€ 3aJ[OBOJIBHSE 33aJaHOMY
KpUTEpito;

CYMMKB — noBeprae cymy KBaapaTiB apryMeHTIB;

MOBP, MYMMHOX, MOIIPE]/I — 3BopoTHa MaTpuIis, 100yTOK Ta BU3SHAYHUK MATPHIIL.

Cratuctuuni QyHKIIT IpU3HAYEH] Ui IPOBEACHHS CTaTUCTHYHOTO aHamizy. Kpim Toro, ix
MO>KHA BUKOPHCTOBYBATH ISl JAKTOPHOTO Ta PETPECIHHOTO aHai3Yy.

Posrnsinemo Haity>xuBaHini:

CP3HAUY — Bu3Havae cepeHE 3HAUEHHS;

MIH, MAKC — Bu3Hayae MiHiMaJabHE Ta MAaKCUMaJIbHE 3HAYEHHS;

CYET — Bu3Haua€ KUIbKICTh YUCIOBUX apPTyMEHTIB.

JlabopaTopna poGora Nel4. Jloriuni pyHKuil y eJeKTpOHHIH Tadauii

14.1. Jloriuni ¢pyHKIII.
14.2. CxnajaHi JOTIYHI YMOBH.
14.3. ®ynkuii «Eciamy, «nm», «W».

Ayoumopna nucemosa poboma
BukoHaHHS CTyJeHTaMH TECTOBUX 3aBJIaHb 3 MUTAHb TCMH 3aHSTTSL.

Memoouuni pexomenoayii
Knwouosumu mepminamu, Ha po3yMiHHI AKUX O0A3YEMbCA 3AC60EHHA HABGUATLHOZ0
mamepiany memu, €: noriuna pynkuis «Ecmmy, «muy, «».
3 memoro 2nud0K020 3AC60EHHA HABUATILHOZ0 MAMeEPIAy NPpU CAMOCHIUHOMY 6UGUEHHI
memu cmyoeHmy eapmo ocoonugy yeazy 30cepeoumu Ha maKkux acneKkmax:

Jloriuni (yHKIIT JOMOMAararoTh CTBOPUTH CKIAAHI (GOPMYIIH, 110 3aJIeKHO BiJl BUKOHAHHS
TUX YH IHIIUX YMOB POOUTUMYTH Pi3HI BUAM OOPOOKH TaHHX.

i ¢pyHskiii HaOyBarOTh JOTTYHUX 3HA4YEHb «IcTHA» ab0 «XubHO». L KaTeropis MiCTUTh
BCHOTO IICTh (DYHKIIH, ajie BOHA € 1y>K€ BaXKJIMBOIO 1 YACTO BUKOPHCTOBYBAHOIO.

Jo noriunux ¢yHkmii BigHocaTh Taki pynkuii: ECJIN, U, NI, UICTUHA, JIOXb, HE.

1) noriuna ¢pyukuis ECJIA

Haii0inbm Baxxnusoro € Gpynkuis ECJIN.

®yukuis ECJIN BUKopUCTOBY€EThCS JUIsl pO3B’sI3aHHA 3a/1a4, B AKX HEOOX1/IHO MEPEBIPUTH
JIesIKy YMOBY, 1 3aJI€KHO BiJl TOTO, BUKOHYETHCSI BOHA UM Hi, TOBEPTA€E OJIHE 3 IBOX 3HAUEHb.

s ¢pyHKIIA 3anUCy€eTbCS TAKUM YHHOM:

ECJIN(JIor_BbIpaxkeHue; 3HAYCHUE €CIM_HCTHHA; 3HAUEHUE €CIIU_JIOXKB).

Sxuio ymoBa micias po3paxyHky Mae 3HaueHHs MCTUHA, To po3paxoByeThCcsl 3HaUEHHS
apryMeHTy 3Haue€HUe ecClIi_MCTUHA, SKIO 3HaueHHs yMOBH Iicis po3paxyHky Oyne JIOXKD —
3HAUEHHS AapryMeHTy 3HaueHue eciu_JiokKb. [Ipy 1poMy aprymMeHTH MOXYTh MAaTH BUIJISL
BOynoBanoi ¢pynkuii ECJIN. ¥ pa3i ckinanaHHs nepeBipok ix OyBae 10 ceMH.
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Apryme yrs dryiminsn

ECm

Nor _suipanerse EJ -
e e _oCim_ITive @ -
Bsriteme_ecm_noxn @ -

MPOBEEAET, BENOMHAETOR M1 YIN0EHS, N DOSODNUAET O4H0 SHINSIIIE, SCIH OHO BLNOMBSTCA, 1 APYTos
NI, OCIM MOT.

11OF _BHIPIONKEHAE M0G08 SHSSHie i BERENEHNe, KOTOPOS NEH EEAMCNer M 4507
Ssxatowse MCTVHA wwt NOND.

Crpage:a 0o Y103 dyreom Tadamern I oK l I- Otwena

2) noriuHa ¢ynkuis U
@ynkuis U noBeprae 3HaueHHs IcTrHa, SKIIO BCi apryMeHTH MarOTh 3HaueHHs [cTHHA.
Cunrakcuc QyHKIii Oyae TakuM:
=H(;oriune 3Ha4YeHHs 1;oriuyHe 3Ha4YeHHs 2;..).
[i BuKOpUCTOBYIOT 1711 06’ €IHAHHS JBOX i GiIbIIE YMOB.

3) Jloriuna ¢yukuis JIOXKb
Oynkuis JIOXKD noseprae noriune 3nauenss JIOXb

Cunrakcuc QyHKIIT Oyae TakuM
=JIOXb().

4) Jloriuna ¢ynkuis HE
Oynkuis HE — 3MiHIOE Ha TPOTHUIIEKHE JIOTIYHE 3HAYCHHS apTyMEHTY.
SIK1I0 € 3HaYeHHS «-1», MpH BUKOPUCTaHHI AaHO1 (PYHKIiT 3HAUEHHS 3MIHUTHCS Ha IPOTHIICIKHE.

5) Jloriuna ¢yukuis WA
Oynkuis NJIN — noBeprae orivyHe 3HaYEHHS ICTHHA, KO KOJIX X0Y OJIMH 3 apTYMEHTIB Mae
3HAYEHHS ICTHHA.

6) Jloriuna ¢pynkuis ACTUHA
Oyukuis MCTUHA — noBeprtae noriude 3HaueHHs [cTuHa.

JlabopaTopna po6ora NelS. Ilo0ynoBa aiarpam ta rpadikis pynkuniit

15.1. [diarpamu i rpadiku y eJIeKTPOHHUX TaOJINLISX.
15.2. ManroHKu.
15.3. Maiicrep miarpam.
Ayoumopna nucomosa poboma
BukonaHHs cTyIeHTaMH TECTOBHX 3aBJaHb 3 MUTaHb TEMU 3aHSTTI.

Memoouuni pexomenoayii
Knwouosumu mepminamu, na po3yMiHHI AKUX O0A3YEMbCA 3AC60EHHA HABGUATLHOZ0
Mmamepiany memu, €. 1iarpama, TicTorpama, Kpyrosa jiarpama.
3 Memor 21ub0K020 3aC60EHHA HABUAILHO20 MaAmMePiany nPU CamoCmiltHoMy 6U84eHHi memu
cmyoenmy eapmo 0codugy yeazy 30cepeoumu Ha MaKux acneKmax:

[Ilo6 cTtBOpHUTH Adiarpamy, KJalHITh NOTpiOHMM Tun npiarpamu y rpyni Jiarpamu Ha
BKJIaall BeraBiieHHs.

Ilepen Bamu apky1l, Ha SIKOMY BKa3aHO, CKUIbKH KopoOok yato Northwind Traders mpozaas
KOEH 13 TPhOX MPOJABIIIB MPOTITrOM KOXXHOT'O 3 TphOX MicsIiB. Bam notpiOHa niarpama, Ha siKiii
00CsTH MPOAAXy KOKHOTO MPOJABI Oy/ie HOPIBHAHO 3 IHIIMMU Il KOXKHOTO MICALS B IEPLIOMY
KBapTaJi poKy.
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Tagaunui 306PaxeHHR ' Mnocka croBnuacra giarpama
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[[Io6 cTBOpWTH miarpamy, BUAUIITH JaHi, sKi Mae OyTH HAHECEHO Ha Hei, BKIIOYHO i3
3aronoBkamu croBruiB (Ciuens, Jlrotuii, bepesenp) i1 3aromoBkamu psAKiB (IPi3BUILAMH
MPOJIABIIIB).

[Ticns uporo Bigkpuiite BkIaAKy BeraBiaennsita y rpyni Jdiarpamm HatucHITH
kHonky CtoBmyacrta. MoxxHa BuUOpaTH ¥ IHIIMKA THI [iarpaMu, aje CTOBMYACTi JAiarpamu
HalfuacTillle BUKOPUCTOBYIOTHCS JJIsl MOPIBHSHHSA BEIMYMH 1 HaWIIBUJIIE AaAyTh BaM 3MOIY
30arHyTH BCIO KAPTUHY.

[Ticns natucHeHHs KHONKK CTOBMYACTA 3'IBUTHCS TMEPETIK THINB CTOBIMYACTUX Jiarpam
i Bubopy. Kmanuite Tin Iicrorpama 3 HakonuyeHHsAIM — miepmuid myHKT y rpymi [lnocka
croBmyacra giarpama. Ilinkaska 3 Ha3BO THUITY 3'SIBIISETHCS, SIKIIO HABECTHU BKa31BHUK MU Ha
Oyzab AKMM MyHKT. Y MiJKa3li TaKoX HABEAEHO OMMC LIbOTO TUITY JiarpaMy Ta 3a3Ha4y€Ho, KOJIU
Horo cJ1iJi BAKOPHUCTOBYBATH.

TakuMm 4MHOM, CTBOPEHHS JiarpaMu 3a0pajio B HAC JIIYEHI CEKYHIH.

SAxmo moTpiOHO 3MIHUTH THIT YK€ CTBOPEHOI Jiarpamu, KIAIHITH BCEpeaUHI ITi€l
nmiarpamu. Ha Bxmanumi Maker nig HanucoMm 3Hapsigas i aiarpam, y rpymni TWn HaTUCHITh
KHONKY 3MiHMTH THII JiarpamMu Ta BUOEPITh MOTPIOHUI THII.

Ha miii nmiarpami gaHi KOXKHOI KIITHMHKHM apKyllla MpPEACTaBISIOTh OJUH CTOBITYHK.
3aroj0BKM psAKiB (MPi3BUILA TPOAABIIIB) CTAOTh JIETEHA0I0 JAiarpaMu, po3TalllOBaHOIO MPaBOPYY,
a 3aroJIOBKH CTOBIIIIB (Ha3BU MICAILIIB) PO3TAIIOBYIOTHCSI BHU3Y JliarpaMH.

Ha miii croBmuactiii pgiarpami ofpa3y MokHa moOauyuTH, 1o mpoaasenb Cencini (IKOMY
BIJINOBIIAIOTh CEpE/IHI CTOBIMYUKM B KOXKHOMY MICSI) MpoJaB HaiOlIbplle Yar B CIYHI Ta
JTI0TOMY, ajie B Oepe3Hi Horo BurnepeauB mnpoaasens Giussani.

JlaHi KOXHOTO MPOAABIS BiI0OOPAKAIOTHCS Y TPHOX OKPEMHX CTOBITYMKAX, IO OJHOMY IS
KOXKHOTO Micsld. BucoTa KOXXHOTO CTOBIYHMKA MPOIMOpPIiHA 3HAYEHHIO KIITHHKH, SKY BIH
300paxae. ToMy Ha giarpaMmi MokHa ojipa3y MoOAUUTH, SIK CIIBBIIHOCATHCS Pe3yJbTaTH POOOTH
IPO/IaBLIB 32 KOKEH MiCALlb.

VY 1l piarpaMi KOXHOMY PSAKY JaHUX IMPOJaBlis MPU3HAUYEHO MeBHUM kouip. Jlerenna
JiarpaMu, CTBOPEHA 13 3aroJIOBKIB PSAJIKIB apKymia (Ipi3BUI MPOJAABIIB), MOKA3ye, SIKUH KOJIip
MIPEICTABISIE TaHl KOKHOTO Tpojasiig. Hanmpuxnan, nani npomasis Giussani 300pakeHO TEMHO-
CHHIM KOJIbOPOM, 1 BOHU BiJOOpaXatoThCS B JIIBOMY CTOBIUUKY KOXXHOTO MICSIISL.
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3siT npo npoaax 4aw Northwind Traders

1

2 | Ciuenp JhoTui bBepeseHb

3 |Giussani 70 160 300

4 Cencini 175 420 290

5 Kotas 150 180 195
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13 =1

14 ‘ Chuesns sorwii Bepesens

3aronoBku croBmuiB apkymia (Ciuens, JIrotuii, bepeseHns) po3MillytoThCsi BHU3Y Jiarpamu.
3 miBoro OOKy AiarpaMu CTBOPEHO IIKAITy YHCEN, 32 JIONMOMOTOI sSKOI MOYKHA IHTEPIPETYBATH
BHCOTY CTOBITYHUKIB.

Bynb-ski 3MiHH, BHECEH1 O JAaHUX apKyIlla, MUTTEBO BiI0OpaXKarOThCs Ha Jlarpami.

Komm moyrHa€eThCst CTBOPEHHS Jlarpamu, HaJ CTPIYKOIO BifoOpakaeThCsl HAMUC 3SHAPSIAS
IJIs1 Jiarpam, mij SKUM po3TalloBaHo TpH BKIaaku: Konerpykrop, Maxker i @opmar.

3Hapajas Anda agiarpam

IHKW Dopmynu AaHi PeueHzyBaHHA Burnsag KoHcTpykTOp Maker dopmart
=—] —
B i |1 o (el
- - i = I l ol o =
MakeTu giarpam Crwuni giarpam
E F G H I J K L M

[Ilo6 mpomoBxkutu poOOTY HAJ JAilarpamMor0, BaM MOTPIOHO OiibIe 3HATH MPO JHAPSAAASA
AJIs1 Aiarpam.

[Ticns BcraBieHHsS AlarpamMH Ha apKyll 3'SBISIETbCS 3HApSAAASA AJsl Jiarpam i3 TpboMma
Bkiagkamu: Konerpykrop, Maxkert 1 @opmar. Ha riux BkiIajgkax BU 3HaiiieTe KOMaHAM, TOTPiOH1
JUIs poOOTH 3 JiarpaMamu.

3aKiHYMBIIM TpalOBaTH 3 JiarpaMoro, KIAlHITG 3a 11 Mexamu. 3Hapsaas AJs
aiarpam 3uukHe. [llo0 moBepHYTHM #0T0O, 3HOBY KIAIHITH BCEpEAWHI miarpamu. Brxiaaku
3'SIBIISITHCS HA CTAPOMY MICIIi.

Otxe, HE Tpeba TypOyBaTHCH, SKIIO BU HE 3aBXKIM 0a4uTe BCl1 MOTPIOHI KOMaHIU. 3pOo0iTh
nepir KPOKH, BCTABMBIIH jiarpamy (3a gormomororo rpymu Jiarpamu Ha Biaaini BeraBiaeHHs )
a00 KJIaIHYBITN HasiBHY aiarpamy. [ToTpiOHI KOMaHIM MUTTEBO OMMUHATHCS MIEPE]] BAIIMMHA OYUMA.
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Pi3Hi mogaHHs THX CAMHUX JaHMX 3 APKYyLIa
e BcramnexMs Po3mMiTKa CTOpIHKKM Dopmynu Aani PeueH3yBaHHa Burnag KoscTpyxTOop

Mepexia Buxinwi
psaok/crosneus aani

Hani
A B C D E F G H I
1 [l
2 400 400
B a0 350
3 Gi 300 300
4 |Ce 2% = Giussani 250 » CGiuesis
200 B anc'ﬂ = Mormin
5 Kc 3 Bepesers
6 100
7 50
8 CiveHs Giussani Kotas

MoxBocCTI p060TH 3 JaHUMU HE OOMEXYIOThCS CTBOPEHHSIM o;[Hie'l' miarpamu. Y
Jiarpami MO>KHA MOPIBHATH JaHl iHIIMM criocoOOM, HATHCHYBIIM KHOTKY, SIKa 3MIHIOE TIOJaHHS
JiarpamMu Ha iHIIe.

Y CTBOpeHi HaMu jgiarpami TpojaBlli TMOPIBHIOKOTHCA oauH 3 oxHuM. Jlani Excel
TPYIYIOTBCS 32 CTOBIIISMHU apKylla Ta MOPIBHIOIOTHCS PSAAOK i3 PAIKOM, mo0 00cAT Mpomaxy
KOKHOT'O MTPOJIAaBIlsl MOKHA OYII0 31CTaBUTH 3 IHIIMMHU npojaBusaMu. Lle mokazaHo Ha miarpami, sika
MICTUTBCS HA PUCYHKY JIIBOPYY.

Are Ha JaHi MOKHA TOTJISHYTH ¥ 1HIIMM YUHOM, MOPIBHSBIIN OOCATH MPOJAXy MiCSIb 13
MicsIIIeM JUTs KOJKHOTO TipojaBiis. 1I{o6 mepeliTu 10 Takoro mojgaHHs, HATUCHITH KHONIKY Ilepexin
psinok/croBnens y rpymi Jlani Bknagku Konerpykrop. Ha niarpaMi mpaBopyd AaHi 3rpynoBaHO
3a psIKaMU apKyllla Ta MOPIBHSHO CTOBIEIb 31 cToBmueM. Temep aiarpaMu BUTIISIIAE 1HAKIIE:
BOHA MOKAa3Yye, SIK 17[yTh CIIPaBH KOKHOTO MPOJABIS B Yaci, BifoOpaXkatou 3MiHEHHS Horo o0csriB
MICSIb BiJ MiCALA.

MosxHa TOBEepHYTH Jiarpamy [0 TIOYaTKOBOTO TIOJaHHS, 3HOBY HATHUCHYBIIH
kHorky Ilepexia psigok/cToBnens.

IMopana. II[o6 3anummTH Ha ekpaHi 0OMIBa MOJAHHS JAHUX, BUIUTTH JIPyre MOJaHHS
JiarpamMu, CKOIIIIOWTe Horo Ta BCTaBTe Ha apkyull. [IoTiM MOBEpHITHCS 10 BUXITHOTO IMOJAHHS,
KJIAI[HYBIIY TEpITy Jgiarpamy Ta HaTUCHYBIIH KHOTIKY Ilepexin psiiok/cToBnens.

Ha3Bu niarpamMu 10N0BHIOKOTH AiarpaMy ONMCOBMMH BiIOMOCTAMM.

MakeTw giarpam

A B C D E F G H i

1 ' Yai Northwind Traders
450
{400
350 -

300 4
250
200 = Giussani
150 & Cencini
100 Kotas
50
o

Civsess TsoTwit Eepesaex-«b
Mpoaax 3a nepwuii KBapran &———— \)

Wi N Wb s w N =

N —eTpoaayo kopobok

)
)

[Io6 untauam Oys0 JIETKO 3J0TaAaTHCH, 110 TTOKA3aHO Ha Jiarpami, JTOIIILHO J0JAaTH JI0
HEl ONMCOBI Ha3BH.

MoskHa NpU3HAYUTH Ha3BY BCIM JiarpaMi, a TaKOX ii OCsIM, SIKi BUMIPIOIOTh Ta OMHUCYIOTh
nani piarpamu. g niarpama mae aBi oci. Ha niBomy 0ol MiCTUTBCSI BEpPTHKAJIbHA BICh (TaKOX
3BaHa BICCI0O 3HadyeHb abo Biccio Y). Ha oci HaHeceHO Iikanmy uucen, 3a JOMOMOTOI0 SIKOT
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BUMIPIOETHCSI BUCOTA CTOBMYMKIB. Ha3Bu MiCSIiB BHU3Y JllarpaMd HaHECEHO Ha TOPU3OHTAIbHY
BiCh (TaKOX 3BaHy BICCIO KaTeropiit abo Biccio X).

[Ilo6 mBHAKO AOMATH HA3BW JO JlarpaMu, KIAIHITH Jiarpamy, 00 BHAUIATH ii, 1
nepenaiTh 110 rpynu Makeru Aaiarpam Ha Bkiaaui Konerpykrop. Hatuchith

kHomnky JlomaTkoBo ~ , mo6 Oylo moKa3aHO BCi AOCTYmHI Makerd. L[i MakeTn pi3HAThCS
pO3TalIyBaHHSIM €JIEMEHTIB JliarpamH.

Ha pucyHky moka3aHo Maket 9, B skoMy nepe0adeHo MicIs Ajs Ha3BH JiarpaMu Ta Ha3B
oceil. HazBu MoxxHa BBeCTH Oe31ocepeIHbO Ha Jiarpami.

1. Ha3a namoi niarpamu — «Yait Northwind Traders», ToOTO Ha3Ba AOCIHIHKYBaHOTO
TOBapYy.

2. Ha3pa BepTukanbpHOi oci miBopyd — «IIpomgaHo KopoOok».

3. Ha3Ba ropuzonTtanbHoi oci BHH3Y — «lIpojmax 3a mepuiuii KBapTam.

Ilopana. [le omumu cmoci®0 BBeaeHHS Ha3B MpomnoHyeThest y rpymi Iligmucu Ha
BKimaani Maker. [1[06 nomatu Ha3Bu, HaTUCHITH KHONIKY Ha3Ba niarpamm a6o Ha3Bu ocei.

JlaGoparopHa po6ora Nel6. Podora i3 3BeieHUMH TA0JIMISAMHU

16.1. CrBOpeHHS 3BeICHUX TAOJIHUIIb.
16.2. PenaryBanHs i hopMaTyBaHHS 3BEJCHUX TaOIUIIb.
Ayoumopua nucoemosa poboma
BukoHaHHS CTyZICHTaMH TECTOBUX 3aBJIaHb 3 IUTAHb TEMH 3aHSTTSI.

Memoouuni pekomenoauyii
Knwuoeumu mepminamu, nHa po3ymMiHHI AKUX 0aA3Y€EMbCA 3AC60EHHA HABUANBHO20
mamepiany memu, €. 3BeJieHa TaOIUL.
3 memoio 2nub0K020 3aC60€HHA HABUATLHOZ0 MAMEPIANY NPU CAMOCMITIHOMY 6UGYEHHI meMU
CmyOeHmy apmo 0cod1ugy yeazy 30cepeoumu Ha MaKux AcneKmax:

3BeneHa TabIuI — e TaOIHIIs, SIKa y3arajbHIOE 1 aHai3ye AaHi O/IHI€T UM KUTbKOX 1HIINX
TaOJIMIb, SIKI MOXYTh MICTUTHCA SIK Ha OJHOMY apKyllli, TaKk 1 B I1HIIINA KHM31. 3MIHIOIOYH
CTPYKTYPY 3B€IC€HOI TaOIUIli, MO’KHA TUHAMIYHO OTPUMYBATH PI3HOMAHITHI BiJOMOCTI.

1. CTBOpEHHS 3BEICHUX TA0JIHIb.

[HIIMM cioco6oM aHaui3y JaHUX B €IEKTPOHHIN TaONHIll € CTBOPEHHS 3BEICHUX TaOIULIb.

Sk 1 micas CTBOPEHHS MPOMDKHMX MiJICYMKIB, Y pe3ylbTaTi CTBOPEHHS 3BeJIeHOi Talmuill
YTBOPIOETHCS TAOMUIS 3 NPOMDKHUMM MiJICYMKaMH, IPUUOMY Yy 3BEJIEHUX TAaOIMISIX MOXHA
3aJaBaTy CKJIaHIIII IPaBUia IPYNyBaHHA, HDK Y IPOMDKHHUX MiJCYMKaX.

Jl71st cTBOpeHHS 3BeIeHO01 TabJInIll HEOOX1THO:

1. Buainutu niana3oH KIITHHOK, 32 JaHUMU B SKOMYy OyJe CTBOPIOBAaTHUCS 3BelleHa
Tabnnusd, abo BUOpaTH NOBUIbHY KIITHHKY 00’ €kTa Tabmuis.

2. Buxonatu BeraBnenns — TaGnuii — 3BesieHa Tabnuils — 3BefieHa TaOIuLs.

3. 3a motpebu 3miHuTH y BikHI CTBOpeHHS 3BeACHOI TaONMI iama3oH KIITHHOK, 3a
3HaYEHHSMU B SIKUX CTBOPIOBATMMETHCS 3BE/IeHa TaOIUIIS.

4. BuOparu y BikHI CTBOpEeHHsI 3Bel€HOI TaOJMIl MICIle PO3TALIyBaHHS 3BEACHOT
TaOJIMII: HOBUM apKyIl YM HassBHUH apKy1l.

5. Bubpatu xknonky OK.

6. Ilepersruyru 3 BepxHboi 00OnacTi maneni CnMCOK MOMIB 3BeeHOi Tabuii B 001acTh
[To3Hauku ps/IKiB Ha3By TOT'O CTOBIIS, 3HAUEHHS B SIKOMY OYIyTh y 3BeJleHIN TaOMuIll Ha3BaMu
PSAKIB.

7. TlepersrHyTH 3 BepXHbOi oOnacti naHen CHHCOK IMOJiB 3BEJeHOi Tabiuii B 00JIacThb
[To3HauKky CTOBIIIIB Ha3BY TOTO CTOBIMI, 3HAUCHHS B SIKOMY Oy1yTh Yy 3BeJIeHii TaOIuUIll Ha3BaMH
CTOBIIIIIB.

8. [Ilepersruyru 3 BepxHboi 00nacTi maneni CnMcoK MOMiB 3BeeHOi Tabuii B 001acTh
3HaueHHs Ha3BY TOTO CTOBIILIS, 3HAYEHHS B SIKOMY OYyAyTh IiJICYMOBYBATH y 3BECHIN TaOnuIIi.

9. Bubparu xkxHonky OK.
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[Ticms 1pOro Ha apKyml YTBOPUTHCA 3BeleHA TaOmwmis, a Ha Crpidmi 3’ SIBUTHCA
TUMYACOBUN pO31in 3HApsAIAsS IS 3BeIeHWX TaOmuib 3 aBoMa BkiIaakamu [lapamerpu i
KoHcTpykTop 11t poO60TH 13 3BEICHOIO TAOJIHIICTO.

st no6ynosu 3BeneHoi Tadbaumi B Excel 2007 motpibno Ha Biiaani BeraBienns y rpymi
Tabauui HaTHCHYTH Ha KHOMKY 3BedeHa TaOJuus 1 BUOpaTu oJHOMMEHHY KomaHmy. [licms
BUOOPY BHXIJIHUX JaHUX Ta MICUs A pe3ybTYI04Oi 3BeAeHOI TaOiHIli BiAKPUETHCS 3HAPSAISA
s 3BeneHux TaOmunpb (Bkimanku Ilapamerpum 1 Koncrpykrop) i obnacte “Crnmcok moiiB
3BesIeHOi Tabnuii”, y sKiit popMmyeTbes 11 cTpyKTypa:

1. B obnacti Bubepits moJsi, siki caig goaaTu 10 3BiTYy: rajouykamu BiJI3HAYAIOTHCS Ti
CTOBIIIII BUX1HOT TaOJUIII, K1 OyAyTh aHaJi3yBaTHCS.

2. B o6nacts ITo3HAaYKH CTOBNUIB MMEPETIATYIOTHCS CTOBIIII BUX1THOT TAOJUIII, JaHI 3 SKUX
OyIyTh 3ar0JIOBKAMH CTOBIIIIIB 3BEJICHOT TaOHII].

3. B o6nacts Ilo3Hauky pPSAAKIB MEPETATYIOTHCS CTOBIII BUXiIHOI TaOMIll, AaHi 3 SIKUX
OyyTh 3ar0JIOBKAMH PSJIKIB 3BECHOT TaOIHIII.

4. B o6Omacte 3HaYeHHS TEPETATYIOTHCS CTOBMII BHUXITHOI TaONHI, 3a SKUMH
3MIMCHIOBATUMEThCS KIIBKICHMH aHali3 1 3a jomoMoror komanau Ilapamerpu 3HadYeHHs
noJjs... (IOCTyIHA MIC/Isi HATUCKAHHS Ha CTPUIKY B KiHII MOJIS) BUOUPAIOTHCS Oii UIA aHai3y
(KUTBKICTB, CyMa, CepeIHE, MAaKCUMYM TOIIIO).

5. B obmacte @iabTP 3BiTY NMEpeTATYETHCS pelTa CTOBIIIIB, SKi HE Opaiy ydacTi B TPbOX
MOTMepeHIX MyHKTaXx.

Otpumana 3BefeHa TaONHWII Ma€ BIACTHBICTh IHTEPAKTHBHOCTI — BHUKOPHCTOBYIOYH
KHONIKM 31 CTpiikamu (Taki K, fK 1 Ans omepamii (iIbTpyBaHHS IaHHMX), KOPUCTYBad MOXKeE
OTpUMYBaTH iH(OPMAIIIIO ISl JOBUTBHIX KOMOIHAIIH KPUTEPIiB.

2. PenaryBanns i popmaTyBaHHs 3Be/IeHUX TA0IHIb.

CtBOpeHy 3BeleHY TaOJHII0 MOXXKHA peJaryBaTd, TaK, 3aMiCTh 3HAXOMKEHHS CyMH Y
BIJIMOBIAHUX PAIKAX 1 CTOBMHIIX 3HAXOJIUTH IHIIY XapaKTEPUCTHKY NAHUX: KUIbKICTb, CEPEIHE,
MakCUMyM Tomo. i1 boro moTpiOHO 3pOOUTH OTOYHOIO TOBUIBHY KIIITUHKY 3BEICHOT TaOIHII
1 Bukonatu Ilapamerpu — AxtuBHe none — [Tapamerpu. A nani y BikHi [lapameTpu 3HaueHHS 10
Ha BKai Omeparlisi y CIUCKY MOJIsE 3BOJUTH 3HAYCHHS IOJIIB 32 MOYKHA BHOPATH 1HIIUN THIT
00YMCIIeHHS AJis 3Be/ICHHS JaHUX 3 BUOPAHOTO MOJISL.

Ile came BIKHO MOXHa BIJKPUTH, SKIIO B oOnacti 3HadyeHHs maHeni CHHCOK MOJiB
3BeJIeHOi TabJIuUIll BUOpATH KHOMNKY BIIKPUTTS CIIMCKY CIIpaBa BiJ Ha3BM MOJIA 1 BUOpATH KOMaHy
[TapameTrpu 3HaueHHS MOJISL.

MoxHa nepeTsarHyTd B o0iacTi Mo3Hauku CTOBHIIB 1 [To3Hauku psAKiB Ha3BM 1HIIUX
1oJiiB a00 MEepeTArHyTH 3 IUX oOjacTel Ha3BM BKIIOYEHUX Ty IMOJIB Ha3aja JO CHUCKY BCIX
noJiB. 3Be/ieHa TabIUIS MPU [[bOMY aBTOMAaTUYHO 3MIHUTHCS.

SAkio BHECTH 3MIHM /10 Jalla30HY KIITHHOK, 33 3HAYEHHSIMHU SKOTO CTBOPEHA 3BEcHA
TaONuIA, TO JaHi y 3BeJeHIl TaONuIll He MepeoOUnucIIoThCc aBToMaTH4HO. [1[00 3MiHM HaHuUX
BioOpasmwiucs B 3BeleHId Tabmuui, HeoOxinHo BukoHatu Ilapamerpu — Jlani— OHOBUTH —
OHoBUTH BCe.

CrtBOpeHy 3BelIeHy TabIUII0 MOXKHA (hOpMaTyBaTH.

Knitunku 3Benenoi tabmuimi [lo3nauku psiakiB 1 [lo3Hauku CTOBMINB MICTATh KHOMKHU
PO3KPUTTS CIIUCKIB KOMaH ] )i (QUIbTPYBAaHHS JAHUX.

BunminuBimM KIITHHKKA 3BEIEHOI TAONMIl, SKI MICTATh YHCIOBI AaHi, MOKHA BHUKOHATH
[Tapamerpu — aktuBHe nojue — [lapamerpu, y BikH1 [lapameTpu 3HaueHHS MO, IO BIAKPUETHCSH,
BuOpatn kHOmkKy PopmaT ymcna i y BikHI DopMaT KIITHHOK yCTAaHOBUTH HEOOXiTHHH (opmar
YHCIIOBUX JIAaHHX.

Jlo 3BeneHo1 TabIuIll MOYKHA 3aCTOCYBATH OJUH 13 CTHIIIB 010110T€KH CTUITIB JAJISl 3BEIEHUX
tabnuup. Bukonasum Koncrpykrop — Maxket — [IpomixkHi nigcymku — He BitoOpaxkatu mpoMixKH1
MiJICYMKH, MOXHA TIPUXOBATH PAIKU MPOMIXKHI MICYMKH, a BUKOHaBIIM KoHcTpykTop — Maker —
[TpoMixkH1 TIACYMKH — BiJOOpaskaTd MPOMIXKHI HIJACYMKH Yy HIJKHIM YacTHHI TPYNU BiTHOBUTH
iXHe BiZJOOpaKeHHSI.
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JlaGoparopna pooora Nel7. Cnimcku Ta 60a34 JaHUX B cepeloBUINI eJIEKTPOHHUX
Tadaunb. CopryBanHs, GLIbTpPaLis, NPOMIXKHI IACYMKH

17.1. ynopsaKyBaHHS TaOJIMYHHUX JaHUX COPTYBAHHSIM;
17.2. aBTOGUIBTP, pO3MIUPEHUN BIIBTP, CTBOPEHHS MPOMIKHHUX ITICYMKIB.
17.3. BUKOpHUCTaHHS PO3MIHUPEHOTO (PiIBTpA.
17.4. nmpoMiXHI MiJACYMKH.
Ayoumopna nucomosa poboma
BuxoHaHHS cTyeHTaMH TECTOBUX 3aB/aHb 3 MUTAHb TEMH 3aHSITTSL.

Memoouuni pekomenoauyii
Knwuosumu mepminamu, na po3yminHI AKUX 0A3YEMbCA 3AC60EHHA HABYAILHOZO
Mmamepiany memu, €. PUIBTP, po3MUPEHUN HUILTP, MPOMIXKHI IT1ICYMKH.
3 Memoto 2nuboK020 3aC60EHHA HAGUATILHO20 MAMEPIAY RPU CAMOCMINHOMY 6UEUEHHI memMu
cmyoenmy eapmo 0coousy yeazy 30cepeoumu Ha maKux acneKmax:

YropsiakyBaHHS TaOMMYHMX JAQHUX MOXKE CYTTEBO TOJETHIMTH MOMYK HEOOXiqHOI
iHpopMarii abo ii moBepXHEBUI Bi3yalbHHI aHali3. BOHO peanizyeTbcs 3a JOMOMOTo0 (yHKIIiT
COpPTYBaHHSI, SIKa BUKIIMKAETHCS 3 MeHIO KHONKU CopryBaHHd i ¢pinbTp rpynu PenaryBanus na
BKJIaIi OCHOBHE 1 YIOPSIIKOBYE BUIUICHHH CITHCOK 3a IMEPIIMM CTOBIIEM. SIKIIO MOTPiOHO
VIOPSAKYBaTH TaONMUIIO 3a BIAMIHHMM BiJl MEPIIOTO CTOBIIEM a00 3a KiTbKOMa CTOBIILSMH,
notpiOHo BuOpaTn kKomanny HacTpolwoBaHe cOpTyBaHHf... 1 y IaJOrOBOMY BiKHI 3alaTH
napaMeTpHu COpTyBaHHSI.

J1si BHKOHAHHS COPTYBAHHS 3aIMCIiB 0231 JaHUX BUKOHATe TaKi /ii:

1) akTHBHA KOMipKa Ma€ PO3MIIIyBaTHCS B MeXax 0a3u JaHUX;

2) menro Jannviel ) Copmuposka;

3) y nianoroBomy BikHiI Copmupoeka ouanazona 3ajaiTe KUYl COPTYBAHHS 1 MOPAIOK
COPTYBaHHS;

4) BCTAHOBITH AJIbTEPHATUBHHUI IIEPEMHKAY Y TIOJIOXKEHHs Moenmughuyuposamn nois
1o noOnucAM 1 HaTUCHITh Ha KHOTIKY OK.

Pob6ouuii apkyw 3aedanna 1:

CrtBopiTh 0a3zy JaHUX BiANOBIAHO 10 Tabia.l 1 BUKoOHaliTe copTyBaHHs 3amuciB. [leprmii
KJII0Y — Ha3Ba (hipMHM 32 3pOCTaHHAM; APYTHH KIIt0Y — IHBECTULIIHI BUTPATH 3a CMIaJJaHHIM; TPETii
KJIFOY — TEPMIH OKYITHOCTI 3a CHalaHHsAM. 30€peiTh BHECEH] 3MIHU.

Pob6ouuii apkyw 3aedanna 2

CkomiroiiTe BiicOpTOBaHy 0a3y JaHUX Ha 1€l poOouMii apKyll 1 BUKOHaiTe (uibTparito
JTAaHMX Y B1ICOPTOBaHIM TabIuUII.

1. CrBopith aBTODIIBTp 1 BinOEpiTh 3amucy 3 iHBecTHLiHHUME BUTpaTaMu oHaa 100 tuc.
I'PH 1 TEPMIHOM OKYIIHOCTI O1JIbIIIE€ HIK MIBPOKY.

2. CtBOpiTH po3mMpeHuid (GiIbTp, MO BigOWpae 3amucu 0a3w NaHUX i3 Ha3BOWO (ipMu
«Jlinep», iHBecTULINHI BUTpaTH sSKkuX He MeHII 100 THC. IpH 1 TEPMiH OKYIHOCTI OijibIlle 0JTHOTO
POKYy.

@inpTpallis 3aKCIB BUKOHYEThCS TUIBKH Y BiICOPTOBaHil 0a3i JaHUX.

Cmeopennsa aemoginompa noTpiOHO BUKOHATH TAKUM YHMHOM:

1) akTMBHA KOMipKa Mae pO3MIlllyBaTHCS B MeXax 0a3u JaHUX;

2) meHo Jannvie— Qunvmp— Aemogunomp;

3) 3a  JomOMOrord  KHOMOK  mojiiB  (puc.2) Ineecmuyitini  eumpamu ta Tepmin
OKYNHOCMI BUOEPITh THKT Yciosue i1y miaoroBoMy BikHi /lonb306amenvekuil (huibmp3anainte yMOBY
BIIOOpY 3amlMCIB CMOYATKy IO MOMO [neecmuyitini  eumpamu (puc.3),a TOTIM 10 1O Tepmin
oxynnocmi (puc.4); HaTUCHITH Ha KHOTIKY OK' y fianoroBux BikHAX [lonb306amenvekuil punomp,

4) meperisiHbTE BiIOOpayKeHi 3aIkCH 1 IEPEKOHAMTECS, 1110 BOHU BIIMOBIIAIOTh 33/JaHM YMOBaM
BIIOOpY.

3aysasicenns. J1ns BinoOpakeHHS BCIX 3aMUCiB 03U TaHUX BUKOHANUTE MYHKT 2.
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Tabnuys.1

Bupyuxa Bifg
HasBa dipmu IHBeCTIJTIII/IIfPI{;EHTpaTH’ ﬁ;iﬁgﬁ HOTOTI;HCI. ];I;f{pam’ r;g?:gg’ Tepmin oxynHOCTI, poku
THC. 'pH
Jinep 90,00 196,96 20,00 25,60 0,6
Tepmormnact 109,28 257,32 50,00 33,45 0,6
Jinep 100,00 196,96 20,00 25,60 0,7
Omitpeiin 153,42 297,95 40,00 38,73 0,7
OmiTpeiin 153,42 297,95 40,00 38,73 0,7
Omitpeiin 153,42 297,95 40,00 38,73 0,7
Jinep 105,00 196,96 20,00 25,60 0,7
Tepmorutact 124,36 247,33 40,00 32,15 0,7
Tepmorutact 124,36 247,33 40,00 32,15 0,7
Tepmortact 125,36 247,33 40,00 32,15 0,7
Jinep 129,28 257,32 50,00 33,45 0,7
Tepmormnact 139,28 257,32 50,00 33,45 0,8
OniTpeiin 98,01 143,15 35,00 18,61 11
OniTpeiin 98,01 143,15 35,00 18,61 11
IOnitpeiin 98,01 143,15 35,00 18,61 11
Jinep 140,00 170,00 30,00 9,10 12
Jinep 140,00 170,00 30,00 9,10 12
Tepmormnact 140,00 170,00 30,00 9,10 12
Jinep 143,46 121,47 25,00 15,79 18
Jinep 144,46 121,47 25,00 15,79 18

Jlna cmeopenns po3uwupenozo ghinompa i BAKOHATH TaKl 1ii:

1)  crBOpiTH KpHTEpIit imbTparlii B KOMipKax 3a Mekamu 0asu TaHuX (puc.5);

2) aKTHBHA KOMipKa Ma€ PO3MIIIyBaTUCS B Mexax 0a3u TaHHX;

3) menwo Jannvie— Qurbmp— Pacuupennbviii unvmp;

4) y JaJIOTOBOMY BikH1 Pacwuupenmbvitil Gunemp (puc.6) 3amaite HEOOX1H1
napaMeTpu (HMcxoousiti ouanazon —1e Jiana3oH KOMIPOK 0a3u JaHWX, /[uanason ycnoeuti— miana3oH
KOMIPOK KPUTEPII0), HOTIM HATUCHITh Ha KHONKY OK.

5) meperysiHbTE i IpOAHANI3ylTe pe3yabTar GilbTparii;

6) 30epexiTh 3MIHH Y IOKYMEHTI.

Pob6ouuii apkyw 3aedanna 3.

CkomitoifTe BificopTOBaHy 0a3y maHuXx i3 pobodoro apkymia 3aBnanHs 1 Ha el pobouunit
apKyIIL.

CTBOpITH NMPOMIKHI Ta 3arajbHl MIJICYMKH 3 TPYNyBaHHAM Mo noito Hazea ¢hipmu i
IPYNOBOIO ONepali€0 Mo Moo [neecmuyitini  eumpamu 3 METO OOYHMCICHHS CyMapHHUX
IHBECTHIITHUX BUTPAT KOKHOI (HipMH.

baza nmanux mae Oytu BijncopToBaHa. [IpoMikHI MICYMKH MOXHa CTBOPUTH JIUILE JJIS
TIOJTiB, 3HAYCHHS SIKHX TTOBTOPIOIOTHCS.

@inpTpyBaHHA, Ha BiJIMIHY BiJ] COPTYBaHHS, KOJIM 3MIHIOETbCS JIMIIE TOPSJIOK 3aMHCIB,
TUMYacoOBO MPUXOBYE 3aIUCH, SIKI HE BIANOBIIAIOTH yMoBaM BinOopy. PinbTp OyBae 3BUYAHUM
(aBTOQIBTP) 1 PO3UIMPEHUM. 3aCTOCYBaHHS 3BHYANHOrO (UIBTPY 3iHCHIOETHCS KOMAaHOIO
®@inbTp 3 MeHIo kHOnKKM CopTyBaHHs i QiabTp. [Ipu nbomy noBuHHa OyTH BUILTIEHOIO Oy/Ib-sKa
3 KITHHOK Tabmuii. B pe3ynbraTi y KOXHOMY CTOBIII 3’SIBISTHCS KHONKU 31 CTPUIOYKaMH,
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MpU3HAuYeHI I 3aJaHHs mapaMmeTpiB (uibTpy. CTOBMIN, 3a SIKUMH BinOysocst (iIbTpyBaHHS,
MO3HAYAIOThCA JIMKO0, MiIBIBIIH M SIKY KypCOp, MO>KHA OTpUMATH iH(opMarlito npo GpiasTp.

A B C D E
1 nMpizsuuie T1a inigia. v lAata HAPOMKEH ~ Mocaga 7| Cram~
2 Bacunie B. B. 24.12.1976 MeHeKEeP M- =
4 AHppenxis A. A, 11.08.1981 MeHeKeD | AopisHn: ‘MeHepKep” l
7 Casuyk C. C. 01.02.1988 MeHeKep 2 I

Jlnst 3agaHHs CKIAAHIIIMX YMOB BiOOPY 3 MEHIO KHOIIOK 13 CTpiJIKaMH BHOUPAIOTHCS
komanau TekcroBi ¢inbTpm (MOYMHAETBCS 3..., 3aKIHYYETHCS..., MICTUTb..., HE MICTHTh...),
®inbTpu ynces (Oiabiie. .., Oitbiie a00 OPIBHIOE. .., MEHIIIE. .., MCHIIIC a00 AOPIBHIOE. .., MiXK...,
nepmi 10..., GiIbIe CepelHbOTO..., MEHIIE CepeaHboro...) abo KopucryBaubkuii ¢iabrp...
(mae 3MOry 3aCTOCOBYBATH JIJIsl YMOB BiI0OpY JIOriuH1 oniepatopu “i” Ta “abo’).

o6 BigmiHUTH aBTO(IIBTP (BIZOOpPAa3UTH NPUXOBAHI CTOBII), JOCTATHHO HOBTOPHO
BHUKOHATH KOMaHy DiabTp.

Posmmupenuit  ¢GinpTp 3pydyHO 3aCTOCOBYBAaTH y BHUNAAKaX, KOJIM pe3yiabTaT Tpeda
PO3MICTUTH OKPEMO BiJ OCHOBHOT TaOiuili. [[isi IbOTO y BUTbHE MiCIIe KOTMIIOIOTHCS 3arojOBKH
croBruiB 1 Ha BkiaaAui Jdauni y rpyni CopryBanHs i GinbTp moueproBo HaTUCKAIOTHCS KHOIIKHU
®@inbTp i Jogarkoso. [Ticis mporo moTpiOHO 3a7aTH MapaMeTPu PO3MIUPEHOTO PLUIBTPY:

— TMepeMHKad BCTAaHOBUTH Yy ToJokeHHs CkomiloBaTH pe3yJbTaT A0 iHIIOr0
po3ramryBaHHsl (ToJIo)kKeHHS DiAbTPyBaTH CHMCOK HA Micli JacTh pe3yibTar, iACHTHYHUN
aBTO(IBTPYBAHHIO);

— Buxignuii giama3oH — moyarkosa TaOJINI;

— JlianazoH yMOB — CKOIIHOBaHHI pSIOK 3aroJIOBKIB pa3oM 3 HACTYMHHUM DSAKOM, Y
SKOMY (OPMYIOTHCSI YMOBH Bi00py (Ha prc. 4.10 1me ocodu 31 cTaxkeM MOHAT 5 POKiB);

— Jliama3oH AJsl pe3yJbTaTy — BUIbHE MiICIE, Y fK€ MOTPIOHO BCTaBUTU PE3YJIbTAT
binbTpyBaHHS;

— onuis Jlume yHiKaJbHi 3aNMCH BUKOPUCTOBYETHCS y BUMAAKAX, KOJIU MOXJIHMBA MOsIBA
KUTBKOX OJTHAKOBHUX 3aITHCIB.
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IMpomixkHi migcymkn

Yacro B omHOMY 200 B KUTBKOX CTOBIIISX TAOJHUIlI MICTSITHCS JaHi, 0 OBTOPIOIOTHCs. Lle
MOXYTh OyTu. Hampukian, Ha3Bu TOBapiB, Ha3BM IMYHKTY NPU3HAYEHHS pPyXy IOTSTIB, HA3BU
TYPTKIiB, IO BiJIBIYIOTh Y4HI, Ta iH.

Ha pucynky HaBeJieHO TaOJHUIIIO 3 TaHUMU PO HAAXOKEHHS 1 MPOJIaX KHUKOK y JIEIKOMY
KHHKKOBOMY Mara3uHi. 3BepHeMO yBary Ha JnaHi wmiei tabmuni. MoxHa mo0aduTH, IO 10
MarasuHy HaJXOJWJIU KHUKKU OJHOTO i TOrO caMOro aBTOpa, Pi3Hi KHMXKKH OJHOTO kKaHPY 1 OHA
Ta cama ¢ipMa rmocravaiga KHHKKH PI3HHUX KaHPIB 1 pi3HUX aBTOpiB. TOOTO MOKHA MOMITUTH, IO
TYT € JaHi, M0 6araTopazoBO MOBTOPIOIOTHCS.

Amnaunizyrouu JaHi i€l Tabnuii, MOXHa 3’CyBaTH, CKUTbKU IPUMIPHUKIB KOKHOTO 3 aBTOPIB
HAJIHAIUIO 1 CKUIBKMA 3 HUX OYyJIO MPOJIaHO, CKUIBKH IPOJaHO KHIIKOK IMPO3U 1 CKIIBKH IMOe3ii,
CKIJIBKM KHMKOK TIOCTaBHJIa KOXKHA 3 (ipM Ta iH. THKail aHami3 1acTh 3MOTY BIIaCHUKaM MarasuHy
BU3HAYUTH, SKUH 13 )KaHPIB Ma€ OUIBIIME MOIUT, SIKIi 3 aBTOPIB OLIBII MOMYJAPHI, Ta iH., 1 Ha
OCHOBI OTPUMaHUX JAHUX TAKOTO aHAJi3y €(PEKTUBHIIIE TIAHYBAaTH POOOTY MarasuHy.

[[{o6 omep»xaTu BIAINOBIJI HA BUIICHABEJCHI 3alUTaHHS, MOTPIOHO 3TPYyIyBaTH MaHi, IO
HaJIe)KaTh JI0 KOKHOTO 3 TIOBTOPIOBAHOTO 3HAY€Hb 1 MPOBECTH HEOOXiTHI OOYMCIEHHS BKE
BCEpEIMHI KOXKHOI TPYIH OKPEMO.

OpHuM i3 c1oco0iB BUKOHATH TaKi oreparii € 3HaX0HKEHHS POMIDKHHX TTiICYMKIB.

Ilpomixcni niocymku, Ha 6iOMIHY 6i0 3a2abH020 NIOCYMKY — Ue NiOCYyMKuU He 3a 6cima
Ooanumu a 3a ix yacmunamu. J{ns pO3TIITHYTOTO BHINE NMPHUKIALY 3arallbHUN MiICYMOK — IIE,
HAIPUKIIAJ, KUTBKICTh YCIX IMPOJAHUX KHIDKOK, 8 MPOMDKHI MiJICYMKH — 1€ KUTBKICTh MPOJAHUX
KHIKOK KO>)KHOTO aBTOpa OKPeMO ab0 OKPEMO IPO3H, 1Moe3ii TOmIO.

{06 3HaiTH TPOMIXHI MiICYMKH TOTPIOHO:

1. BuninuTu KIITHHKH, 715 3HAYCHD SKUX OyayTh O0OUHCIIOBATHCS IPOMIDKHI ITiICYMKH.

2. BukoHaTu copTyBaHHS JaHUX BUAUICHOTO Jiama3oHy KIITHUHOK 32 3HAYEHHSMHU B TOMY
CTOBIIIIi, 32 SKUMH ITOTPiOHO 3TPYyITyBaTH JaHI.

3. Buxonartu [lani — Ctpykrypa — [IpoMixkHI MIACYMKH.

4. BubOpatu y BikHi [IpomikHI micyMKH y cnucKy moist BukopucroByBaté (QyHKINIO Ty
¢yHKIIi10, 32 IKOI0 OYAyTh OMpalbOBaH1 JaHi.

5. YcranoButu y BikHI [IpoMixkHI MIJICYMKHU B CIUCKY 1o JlogaTy MiICYMKHU 710 MTO3HAYKU
IpanopiiB MOPyY 3 Ha3BaMH TaKUX CTOBIILIB, JJIS IKUX OyAyTh OOYMCIICHI TPOMIXKHI MIJCYMKH.

6. Bubparu kaonky OK.

Ha pucynky HaBeeHO pe3ynbTaT BUKOHAHHS 1IOTO alTOPUTMY Ui TaOJHI, PO3TIISHYTOI
Buie. Psaynku Tabnuii 00’e€qHaHi B rpynu 3a 3HaYeHHsAMH B cTOBHIN [Ipi3Buiie, 1 s KOXHOT
rpynu yrBopuscs psiok ITizcymMok, y KOXXHOMY 3 sIKMX MiJpaxoBaHi cyMH B cToBOIsX Haxiiinuio,
[Iponano, [Ipubyrok, Octaua. KokHa 3 Tpyn MOBHICTIO PO3KPHTA, MPO IO CBiIYaTh KHOMKH 3J1iBa
BiJI KOXKHOI 3 HUX.

JlabopaTopna podora Nel8. KomniekcHa miacymkoBa podora

18.1. BukoHaHHsI 004HCIIEHB.
18.2. [Tiarpamu i rpadik y e1eKTPOHHHUX TaOJIUIIX.
18.3. ITpoMixkHI M1ACYMKH.
18.4. 3Benena TabauIIs.
Ayoumopna nucbmosa poboma
BukoHaHHS CTyeHTaMH TECTOBUX 3aBJIaHb 3 MUTAHb TEMH 3aHSITTSL.
Memoouuni pexomenoayii

Knwuyosumu mepminamu, na po3ymMiHHI AKUX O0A3YEMbCA 3AC60EHHA HABGUATLHOZ0
Mmamepiany memu, €. QyHKIs, qiarpama, TPOMDKHI MICYMKH, 3BeJIcHa TaOJIUIIS Ta iH.
3 Memoro 2nub0oK020 3aC60ECHHA HABUATLHO20 MAMEPIANY NPU CAMOCMINHOMY 6UBYEHHI meMu

cmyoennty éapmo 0cooaugy yeazy 30cepeoumu Ha maKux acneKmax:
Bucrynae nmigcymkoBoto pobororo mo MS Excel 2007. BukoHyeTbes 3rilHO BKa3iBOK MO

BUKOHAHHIO YCIX MOMEPEAHIX CEMIHAPCHKUX 3aHATb.
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Tema4d. MS Power Point
JlabopaTopna po6ora Nel19. TexHoJiorisi CTBOpeHHs Ta GOopMAaTYBaHHSI NPe3eHTaLi

19.1.I'pynu incrpymentie MS Power Point ta TexHoJ0ris IX BUKOPHUCTAHHSI.
19.2.CtBOpeHHs, penaryBanHs Ta popMaTyBaHHs 00’ €KTIB Mpe3eHTallii.
19.3.CTBOpEHHS MYJITUMEIIHHUX TPOCKTIB MPE3CHTAIII].
19.4.JlemoHCTparlist npe3eHTalii B pydHOMY Ta aBTOMaTUYHOMY PEXKHUMI.
19.5.CymnipoBin geMOHCTpalliid Mpe3eHTaIlii 3 BAKOPUCTAHHSIM CreleeKTiB.

Ayoumopra nucoemosa poboma
BuKOHaHHS CTyJIeHTaMH TECTOBHX 3aBJIaHb 3 MUTAHb TEMH 3aHSITTS.

Memoouuni pekomenoauyii
Knwuosumu mepminamu, na po3yminHi AKUX 0A3YEMbCA 3AC60EHHA HABYUAILHOZO
Mamepiany memu, €. IPE3CHTAIIIS, IEMOHCTpAIlis, CIIai1, aHIMaIlis.
3 Memoro 2nub0K020 3aC60CHHA HAGUAILHOZ0 MAMEPIANY RPU CAMOCMINIHOMY 6UBUEHHI meMU
cmyoenny eapmo 0coougy yeazy 30cepeoumu Ha maKux acneKmax:

SIkmo mporpamue BikHO PowerPoint yxke BimkpuTe, TO pO3MOYaTH CTBOPEHHS HOBOI
Ipe3eHTallil MOXKHA KiTbKOMa criocobamMu, a came:
1. Bubpatu xomanny CtBoputH MeHio @Daii.

2. Bubpatu kHonky CTBOpUTH O Ha TMaHell IHCTPYMEHTIB.
3. Bubpartu noTpibHy KOMaHay 06acTi 3aBnaHs CTBOPHUTH NMpe3eHTalliio
—Hogsa npe3enraiis
—1I3 mab6ioHa ohopMIICHHS
—3 MaiicTpa aBTOBMICTY
— 3 icHyr04Oi Ipe3eHTarii
—®doroanso0M

: CTEOPWMTH NpE3SEHTALLiHDY - X

CTBOpeHHA

_] Hoea npeseHTauia

2l Is wabnoHa odoprneHHA

@ 3 MalicTpa aBTOBMICTY. ..

QJ 3 icHyHDY0l NpesedTal. ..
MoToansbaom. ..

Lilabnoxn
Mowyk v Mepesi:

03‘. LabnoHu Ha sysni Office Online
ﬂ_;J Ha MoeMy KoMn'voTepi. ..
& Ha moix eeb-syznax...

Komanza I3 ma60Ha odgopmileHHs1 103BOJISIE CTBOPUTH MPE3EHTALII0 3 BUKOPHUCTAaHHSIM
TOTOBMX IIA0JIOHIB, SIKI MICTATh OCHOBHI €J1€MEHTH OQOpPMIICHHS claija.

Komanga 3 maiicTpa aBTOBMiCTY BUKOPUCTOBYETHCS TOJi, KOIM Oy/le CTBOPIOBATHCS
IPEe3eHTAllisl CTAaHAapPTHOTO BMICTY i 0(hopMIIeHHS.

Axmo mpe3eHTAIliss HE € CTaHAApPTHOIO 1 JJIS Hel aBTOpaMu PO3POOJICHO CBiM CIOXKET,
CIIeHapiii, CTpyKTypy Ta opopmieHHs, ciia Bubpatu komanny HoBa npesenTauis.

[Mporpama PowerPoint takox 103BoJjisie CTBOPIOBATH MPE3EHTAIll, 1[0 MICTATh BEIUKY
KUIBKICTh 300pa)keHb 0€3 OKpPEeMOro HalalITyBaHHsS BJIACTMBOCTEH KOXKHOTO 3 Hux. s mporo
BUKOPHUCTOBYETbCA KoMaHAa DoTtoansdom. [Ipu odopmienHi poroansOoMy MOXKHA 3a]1aTH BUJL
paMKH 300pakeHHs Ta M1a0JIOH 0pOpPMIICHHS ciai/ia, J0AAaTH MiAMUCH, TOLIO.

Ha modaTtky cTBOpeHHs HOBa MPE3CHTAILis 3aBXKIA MiCTUTh OJWH CIIAMI.

s mozo, wob dooamu iHwli C1aoU, MONCHA CKOPUCMAMUC OOHUM i3 CNOCODI8:
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1. Bubpatu komanny CTBOpuTH cjaiia MeHio BeraBka.

2. Bubpartu kHonky CTBOpHUTH ciaaiinx —! Ha maHesni iIHCTpyMeHTIB @opMaTyBaHHs.

[TpuHIIMTIH CTBOPEHHS MTPE3CHTAIIi]

KoMmm’toTepHa mpeseHTalliss JomoMarae€ 4YiTKO CTPYKTypyBaTH, UIFOCTpYBaTH Ta
npodeciiiHo mpeacTaBUTH Bamn i1ei 4y AoCATHEHHsA. bynb-sfika mpe3eHTallis CTBOPIOETHCS Y
KUJTbKA eTalliB:

1. IlnanyBaHHSI — BUBHAYCHHS IIUJICH, CIIEHAPIIO Ta CTPYKTYPH IIPE3eHTallii.

2. Po3po6ka — Bu3HaueHHs (OPMH [TOIaHHS MaTepianty, BUOIp TEXHIYHUX 3aC00iB.
3. CTBOpeHHS — CTBOPEHHS CJaii/1iB, BCTAHOBIICHHSI PEKUMY 1X MTOKa3y.

4. Peneruuis — nepeBipka Ta penaryBaHHs TOTOBOI IPE3EHTAIII].

Ha emani nhanyeanns:
1. Buainite OCHOBHI i7€i:
1.1. ciaii MOBMHEH LTIOCTPYBATH OJIHY TYMKY;
1.2. indopmarist Ha craiii HOBUHHA MICTUTH JIMILE TOJIOBHI TOJO0XKEHHS BUCTYILY.
2. IlinGepiTh MOJATKOBUI MaTepia, Mo MiATBEPKYE OCHOBHI 1111 Mpe3eHTallii:
2.1. migOepith rpadiuni, aynio- Ta BizeoMarepiaim;
2.2. HaBeITh NMPUKJIAU, TIOPIBHSIHHS, JOBIAKOBY 1H(POPMAIIIFO.
3. IIpomymaiiTe mociiTOBHICTh OJAHHS MaTepiay:
3.1. matepian mpe3eHTalii MOXKHa PpO3TAllyBaTH, HANPHUKIAT, y XPOHOJOTIYHIH  abo
TEMaTUYHIH MTOCITITIOBHOCTI.
ITio uac po3pooku npezenmauii:
1. He 3anoBHIOITE ciaiia 3aHaATO BEJTMKUM 00CSTOM iHpOpMaIii.
2. BukopucToByiiTe KOpoTKi peueHHS. Opi€HTOBHA KiIBKICTh PSAIKIB Ha ciaiiai — A0
JECATH, JOBXHHA PsIJIKa — 0 BOCBMH CIIiB.
3. 3aronoBKM TMOBUHHI MpHUBEPTAaTH yBary ¥ y3arajibHIOBaTH OCHOBHI TOJIOXCHHS
craiza.
4. lna BUAUICHHS HaWBaXuBimoi iHGopMalii BUKOPHCTOBYWTE paMKH, TpaHMIIL,
3aJIMBKY, Pi3HI PO3MIpH Ta KOJBOPH HIPUQTIB TOIIO.
5. @oH cnaiifa i aHiMaliiiHi e)eKTH He TOBUHHI BiJIBOIKATH YBary BiJl 3MICTY.
6. TekcT cmaiia MOBUHEH J00pe YUTATHCS, TOOTO OyTH KOHTPACTHHM BiJHOCHO (pOHY.
Hanpuxknan, TeMHui TEKCT Ha CBITIOMY (OHI.
7. Ilignuc mo UTroCTpalii CIIi pO3MIIIYBATH 1111 MATFOHKOM.
Penemuuin npezenmauii:
1. He pekoMeHAyeThCS YMTATH TEKCT NMpe3eHTallii. YCHA JONOBi/b, MO CYMPOBOIKYE
MoKa3 claiiiB, TOBUHHA JJOMTOBHIOBAaTH Ta KOMEHTYBAaTH 1H(OpPMAILIil0 Ha eKpaHi.
2. Ilepen moka3oM mpe3eHTallii 00OB’S3KOBO 3MAIWCHITH MOMEpENHId Teperisa Ta, 3a
HEOOX1JHOCTI, BiJpeaaryiTe Mpe3eHTalilo.
Pexxumu poOoTH 3 pe3eHTal€er0
PowerPoint 1o3BoJisie paioBaTi 3 MPE3EHTAIIEI0 Y TPHOX PI3HUX PeKHMAX:
~  3BHYAHHMH
— PeXUM COPTYBAJbHHMKA CJANH/IB
—  IIOKA3 cJaiiaiB.
[TepexnroueHHsT MIX pEeXUMaMU 3A1HCHIOETbCA 3a JOMOMOTOK KHOIMOK, IO MICTATBCS Y
HIDKHBOMY JIIBOMY KyTi IPOTpaMHOT0 BikHa (puc. 11).
3BuyaliHUil pexXuM
3BUYANHUI PeKUM [E: ¢ ocrosHEM peXUMOM pO3pOOKM mMpe3eHTalli. Y 3BUYaHOMY
pe>1<HM1 nporpamue BikHo PowerPoint mictuts (puc. 11):
00J1aCcTh cJaiiIiB — IIeHTpaTbHa YaCTHHA BIKHA, JIe PO3MIIIY€ThCS TOTOYHHUNA CITaN/I;
— 00JacTh HOTATOK — HIDKHS YaCTHHA BiKHA, JI€ PO3MINTYETHCS MOSCHIOBAILHUA TEKCT 110
IMIOTOYHOT'O CIaMa;
— ob0jacth 3aBIaHb — IpaBa YacTHMHA BIKHA, SKa JO3BOJIIE TPUCKOPUTH BUKOHAHHS
orepamiii MO0 CTBOPEHHs HOBHMX Ipe3eHTalliil, BUOOpY 1IabJIOHIB OQOPMIIEHHS,
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HaJalTyBaHHS €(EeKTiB aHiMaIlii, BCTAHOBIICHHSI MOCIIOBHOCTI 3MIHH CJAiiB, TOMIYKY

¢aiinis Ta iHme;

Bknaaku Crpykrypa Ta Caaiiam  — iBa yacTWHa BiKHA. BKimanku 103BOJSIOTH
NEPEeXOAUTH BiJl PEKUMY BIOOpaKEHHSI CTPYKTYPU TEKCTY CIAMJIiB A0 MOKa3y CaMUX CIAIiB y
BUIISAII €CKI3IB.

Ha Bkmagmi CTpykTypa MOXHA BBOJIWTH 3arojOBKH CIIAWJiB, pelaryBaTd BMICT
MpEe3eHTallli Ta JA0JaBaTH HOBi ciakau. st poOOTH 31 BMICTOM INPE3EHTaIlli BUKOPUCTOBYETHCS
naHesnb iHcTpyMeHTiB CTpyKTypa

Ha Brknaami Caaiiam MOXKHa TeperyisiiaTtd Claiaud y BUIJISAAI €CKi3iB, JoJaBaTH ado
BUJAIATH 1X, 3MIHIOBATH MOPSAOK IX pO3TallyBaHHS, HaJAlITOBYBaTH e(eKTH aHIMalli Mnpu
nepexol MiX claiiamu.

Pexxum moka3y caaiigis = BHUKOPHUCTOBYETHCS ISl TIOTIEPETHBOTO TEPETIsIAY CIai/IiB.
VY 1upoMy pexumi caiu 3aiiMaloTh YBECh €KpaH.

[Tpu Bubopi kHOmKK [loka3 caaiifiB neperisa npe3eHTanii po3MoYUHAETHCS 3 TOTOUHOTO
criaina.

Y pexuMi TOKazy claiaiB ICHye KUIbKa BapiaHTIB HaBiramii mo ciuaigax — 3
BUKOPUCTAHHSM KJIaBiaTypH, MUIIi Ta naxeni inctpymeHTiB Iloka3 ciaiais.

JladopaTopna po6ota Ne2(. 3axucT BJIacHOI mpe3eHTalil

Ayoumopna nucoemosa poboma
BukoHaHHS CTyJIeHTaMH TECTOBUX 3aB/IaHb 3 MUTAHb TEMH 3aHSITTSL.

Memoouuni pexomenoayii
Kniouosumu mepminamu, Ha po3yMiHHI AKUX 0OA3YEMbCA 3AC60EHHA HABUATLHO20
Mamepiany memu, €. IPE3eHTAIlisl, IEMOHCTpAIlis, Claiia, aHIMaIlis.
3 Memoro 2nub0K020 3aC60EHHA HABUANILHO20 MAMEPIANY NPU CAMOCMIIHOMY 6UBYEHHI
memu CHyOeHnty 6apmo 0cooOaugy yeazy 30cepeoumu Ha MaKux acHeKmax:
Bucrynae migcymkoBoto poGororo mo MS Power Point 2007. BukoHyeTbcs 3riiHO
BKa31BOK 110 BUKOHAHHIO ITOIEPEIHHOr0 CEMIHAPCHKOTO 3aHATTS.
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1.3. Camocmiitna po6oma cmyoenmis

Tema 1. TexcroBuii penakrop MS Word. ®opmaTyBaHHsI Ta MAaKeTYBaHHS
CKJIAJHUX TEKCTOBUX JOKYMEHTIB

3aBaanns. HaBunTHCh CTBOpPIOBATH Ta peaaryBaTé Opomrypu, po3apyKOBYBATH iX.
Memoouuni pekomenoauii.

Teopemuuni gidomocmi. Haiikpanm criocodoMm st CTBOPEHHS OpOIIypH € BUKOPUCTAHHS
HOBOTI'O YUCTOT'0 IOKyMeHTa. Lle 103BoIsie yHUKHYTH TPYAHOILIB IIPU PO3TaIlyBaHHI TEKCTY,
rpadiyHUX Ta iHIIUX eJIeMEHTIB. Y OpOoIIypy MO>KHA IEPETBOPHUTHU i ICHYIOUNI TOKYMEHT, ajie
MIPH IIbOMY MOKE€ BUHUKHYTH HEOOX1IHICTh IMIEPEMIILICHHS PSTy €JIEMEHTIB.

1. CtBOpITh HOBUI JOKYMEHT.

2. Bubepitb B Mento @aiia komanny [lapamerpu  cTopiHkM, a T1OTIM BiAKpUiATE
BKIaaKy IoJis.

3.V cnucky Jlekinibka cTopiHok BuOepiTh MyHKT Bpounypa.

SIK110 JOKYMEHT Ma€ KHI)KHY OpI€HTaIli0, BOHA Oy/e 3aMiHCHA Ha allbOOMHY.

4.V cnuckax [Ipase i JliBe BuOepiTh (200 BBeIiTh) pPO3MIp MPaBOro 1 JIBOrO TMOJIB
JIOKYMEHTA.

Sxmio B Opomrypy HE0OXiTHO JOJAaTH TOJATKOBI MPOIYCKHU U PO3MIIICHHS MATITYPKH, TO
BBeJIITh 200 BUOEpiTh HEOOXiIHY KibKicTh B moji IlagiTypka.

5.V cnucky 4HcJI0 cTOPiHOK B Opolnypi BUOEpITh YMCIIO CTOPIHOK B Opomrypi.

MNapameTpbl CTpaHULbI @@

Nona Pasesp Gymarn  McToraen Symarn

Nona

Bepowe: 1o P Hioeree: 1 ov ~
BreyTpes: 1o - CHapyson: 1 on -
Nepenney: 0o 5 [Donowessse nepennata:

CprenTauma

K 0eeaa amboman

Crparonsns
HECKONBKO CTpaan: | Bpouncps v
wino crparen o bpcascoe: EIIEENEEN

Obpasey

omonmms) o] Comen )

CrtBopeHHs Oporrypu

SIKIIO KUIBKICTh CTOPIHOK B JOKYMEHTI IEpEeBMILYe KUIBKICTh CTOPIHOK B Opomurypi,
JOKYMEHT Oyzie po3ApyKOBaHUH y BUTIISAI IEKUIBKOX Opomyp.

6. BcranoBiTh iHII He0OXi/1H1 MapameTpHu y BikHi [lapameTpn cTOpiHKH.

7. TexcT, rpadika, KOTOHTUTYJIU | 1HII €JI€MEHTH JOJAI0ThCS B JOKYMEHT SIK 3aBK/IH.

Ilonsa cmopinku

[Tosist CTOPIHKY € MOPOKHIM MPOCTOPOM OLIsl KpaiB CTOPIHOK. SIK mpaBuiIo, TEKCT 1 rpadiuHi
€JIEMEHTH BCTaBIIAIOTHCA B 00JAcCTh JIPYKY, LI0 OOMEXKYEThCS MOJISIMU CTOpiHKH. [IpoTe neski
€JIEMEHTH, HANPHUKJIAJ BEPXHI 1 HUKHI KOJIOHTUTYJIHM, HOMEPU CTOPIHOK MOXXHA PO3MICTHUTH Ha
HOJISIX.

Y Microsoft Word icnuye oexinvka cnocooie 3a0amu napamempu cmopinKu:
—BukopucranHs po3MipiB MOJIB, 3aJlaHUX 3a 3aMOBUYBaHHSIM, 1 BHM3HAUEHHS BJIACHHUX
PO3MIpiB MOJMIB.

60



—BuninenHs I0JaTKOBOTO MPOCTOPY CTOPIHKH Tia mamitypky (puc.8.2). mst 1soro
BUKOPUCTOBYETHCS TIOJIC TATITYpKH, K€ MOKHA BCTAaHOBHTH OiJii OIYHOrO ab0 BEPXHBOTO
Kpato cTopiHku. Ilome mamiTypku TapaHTye 30epekeHHs TEeKCTy MpHu OpolrypyBaHHI
JOKYMEHTA.

1

T : :’4': T T 1 - INons mamiTypku
rrm—— | 2- JI3epKajbHi mos
— | =

- ;

Z

Puc.8.2. BuaineHHs 1oJaTKOBOTO MPOCTOPY CTOPIHKH Mif] MATITYPKY

—3aiaHHs MapaMeTpiB IMOJIB Uil MApHUX 1 HEMapHUX CTOpiHOK. JIJist 3aaHHs mapameTpiB
MapHUX 1 HEMapHUX CTOPIHOK B JOKYMEHTaX 3 JBOCTOPOHHIM IPYKOM, HANPHKIAZ, KHUT abo
KYPHaJIiB, BUKOPUCTOBYIOTbCS A3€PKaJbHI MOJSL. Y JaHOMY BUIAJAKY HOJS JIIBOI CTOPIHKH €
I3EpKaTbHAM BiJUI3epKAJICHHSM TIOJIB MPAaBOi CTOPIHKU (TOOTO I CTOPIHOK BCTAHOBIIIOIOTHCS
OJIHAKOBI BHYTPIIIHI 1 30BHIIIHI TOJIs).

—Odopmrnenns Oykinera. Y nianoroBomy BikHi [lapameTpn cTOpPiHKH BUOEPITH MYHKT
Bpomypa. Ileit Tun 3agaHHsa napaMeTpiB CTOPIHKHM JO3BOJISIE JPYKYBAaTH MEHIO, 3aIpOILEHHS,
IporpaMM 3axOfiB Ta IHII TUIOM JOKYMEHTIB, IO O(QOPMISIOTHCS y BHIIISAL Opomrypu
(bykuera).

Dopmam bpowiypu RPUNRYCKAE NEPEUH TUCMA NOCEPEOUHT

Bu3HaumBIIM TOKYMEHT SIK OpouIypy, 3 HUM MOXHA MpALOBaTH, SK 3 OyAb-SIKUM 1HIIUM

JIOKYMEHTOM.
Apyx opowypu

VY mporeci BuOOpyY y BiKHI BCTaHOBIJICHHS MapaMeTpiB CTOPIHKH NMYHKTY Bpourypa Ha npyk
BUBOJIUTHCS MO JBI CTOPIHKM Ha JIUCT. SIKIIO BiJJPYKOBaHI JIUCTH 3ICHYTH HAaBILJI, TO BHIE
«KHIDKKay. 1l MOMXIMBICTP BUKOPHUCTOBYETHCS B JOKYMEHTaX, IO MICTSATh OUIbIIE JBOX
CTOPIHOK.

Macet | Gywars | Fpadenca | Jonomermonsd | O rporpaes

Mevate [ —

GRE 3 (o neoous

& antiorran

o [ s . ==

cocromwe:  Csofoaes [:Nﬁ'mwm ficscgorrs |0 v | rpasycce

™ Samung ML-1640 Senes —

nopr: USB1 [ eaams 0 ok Neparetpes ssers

ST Tunmwera | mecromeo crpwsed i cropome v |

-Z:L:rn.m Korves Crpssa 1 v 4
O e Wm0 gonk: 1 ~ — —
[ =]

O momepa: [+ pascbpary mo rorvem I 210 .A:W o
EDOATE HOMEPA HIM AHINAI0NES CTDSON, - -
pasaemrese SaTEaN, Harpeewsg: 1,3,5-12 Dpgeroporesa nesams | Epyeno | 1 Lo kel
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[ T Boe CYDSHUE AnSNANHS v ' [l T———, Pacpeomen 600 rec/tdes
MapeaaTate: | ooyt v (3 xoporean xpores Hafiop macTpoes
epennet o ropond rpos Gymanift e =]
s —_— Copasan
peapis. (o] (orme ]| cqmmw —
ELACTAONCS
[ 0K ” QOTmens I| Crpaera [

Puc.8.3. JIBocTOpoHHI# qpyK Oporrypu
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Axuwo eukopucmogyemusca 060CmopoHHiil npunmep (A6MOMAMUYHO OPYKYE MEKCm HaA
000x cmoponax nucma):
HatucHith kHOTIKY CBOMCTBA, a IOTIM BCTAHOBITH MOTPiOHI apameTpu. SIKIIO y BiKHI, 10
BIZIKPHUJIOCS, MPOMOHYETHCSI BCTAHOBUTH OPIEHTAIII0 CTOPIHKM 1 MapaMeTpu IBOCTOPOHHBOTO
JIPYKY, BUOEPITh aTbOOMHY OpPIEHTAIIIIO 1 TATITYPKY B3J0BXK KOPOTKOTO Kpalo.

Axuwo 060ocmopouniit npunmep He UKOPUCHLOBYEMbCA

Y nianoroBomy BikHi J[pyk BCTaHOBITH Ipamopens ABOCTOPOHHIM 1pyk. bBymyTts
HAJPYKOBaHI BCl CTOpIHKH, sIKi IOBMHHI OYTH Ha OJIHIM CTOPOHI JMCTa, a TMOTIM 3 SIBUTHCS
MOBIIOMJICHHS TIPO T€, 110 HEOOX1HO MEPEBEPHYTH 1 BCTABUTHU Ti XK JIUCTH B MIPUHTEP IIIE Pa3.

1. BuGepith CTOpiHKH, SKi HOTPIOHO HAAPYKYBATH.

2. 8xmo y Bxuamni CTopiHKa BCTAaHOBJICHUH Ipamnopelb MOTOYHHU a00 HOMePH, TO
HaJPyKOBaH1 OyAyTh BKa3aHi CTOPIHKH, a TAKOXK IIE 110 TPHU CTOPIHKH, IO 3HAXOASITHCS HA THUX JKE
JUCTaX.

3. SIkmo BCTAaHOBJICHUN Ipanopenb BUAIEHHI (pparMeHT, To ¢pparMeHT JAOKyMeHTa Oyne
PO3APYKOBaHUH 3 BUKOPUCTAHHSIM 3BUYAITHOI PO3MITKU CTOPIHKU 3aMiCTh OpOILIYpH.

Mpwsirep

o £ Samsung ML-1640 Series v CooficTea
cocTommme:  CeoBoaes HaTTH NpseTep. ..
™oL Samsung ML-1640 Series =

nopT: UsB001 [nzuate B M‘
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Crpassust Konm

@) pee N0 KOOIA: 1 s

| @RI i |
[T roneps: | [¥] pasoipare no koman
BoeanTe HOMEDS MM AHANAI0M! CTPAMML,

pazaenssieie 3amaTemi. Hanpisesp: 1,3,5-12

BrowiTh: Bee CTPOMILLT AMANAI0HS v | Mocurad
Hapavarars: AoxyrenT v
NapameTpel... [ ok ][ omema |

Jpyk Oporrypu 6€3 TBOCTOPOHHBOTO IIPUHTEPY

He ¢oaemuca po3opyKkysamu 6poutypy 6 KHUIHCKOBII OPIEHMayii

V¥ Microsoft Word 6porrypu MaioTh allbOOMHY Opi€eHTalito0. Ko npu poOOTI B KHMKKOBIN
opieHTallil BUOHpA€EThCs e1eMeHT bpourypa, aBTOMaTHUHO 3MIHIOETHCS OpI€HTALlisl CTOPIHKH.

[lin yac momepeaHBLOro meperisiay Opollypd BOHA BUINIAAAE HeNpaBWIbHO. CTOpIHKH
BiZIOOpaXkaloTbCs TOCHIIOBHO, HE OOOB’S3KOBO TakK, SK BOHU pO3TAallIOBYBaTUMYTbCS B
HaJpyKoBaHii Opourypi.

Iicna nacmpoitku 0oKymenma ak opoutypu, cpagiuni 300paxcennsn 6UNA3AMb 3a MeHCY
CMOPIHKU

VY nmpoueci cTBOpeHHS OpOIIypH PEKOMEHIYEThCS IMOYMHATH 3 HOBOTO, MOPOXKHBOTO
JOKYMEHTa, TOMYy 110 BuOpaBmu nyHKT Bpomrypa (nianorose BikHoIlapamerpu cTopinkw,
BkJaska IloJist) MOXKHa MOPYHMIMTH MO3MLII0 rpadiyHUX 00’€KTiB Ta IHIIMX eneMeHTiB. [Ipore,
AKIIIO MOTPIOHO CTBOPUTU OpOIIypY B ICHYHOUOMY JAOKYMEHTI, MOXHA 3MIHUTH MiCIIETIONOXKEHHS
rpadiky Micis HACTPOMKH CTOPIHKU. J[Js1 TOYHOro poO3TalllyBaHHS €JIEMEHTIB BHKOPHCTOBYMHTE
TOPU30HTAJIbHY 1 BEPTUKAIbHY JIIHIMKH.

Bpowypa oysce moecma, w00 iv 3uiumu

VY nianoroBomy BikHiI [lapamerpu cropinku BuOepith Bkiaaky Iloasi. ¥V moni wucno

CTOPIHOK B OpoIIypi 3MEHIIITh YUCIIO CTOPIHOK. Y pe3yibTari Oyae CTBOpeHO Oinblie Opouryp,

62



ajie B KOXKHIN Oy/ie MeHIIIe CTOPiHOK. MOJKHa 3BEpHYTHCS 3a TIOPAI0I0 MPO MapaMeTpH 3ITUBAHHS
1 mamTypKH 10 Mpo¢ecioHamiB.

3 eNEKTPOHHOTO BapiaHTy TEKCTY, 3allPOIIOHOBAHOTO BHKJIaadyeM, CTBOPUTH Oporrypy. Yci
orepailii BUKOHYBAaTH HaJl KOMi€l, 00 HE 3iICyBaTW JOKYMEHT IPH HENPaBUIBHOMY HOTO
MIEPETBOPEHHIO B OpOIIypYy.

1. BindopmaryBatu Tekct BuOpaHoro ¢ainy 3 po3mipoM mpudty 10, 3MIHUTH OpieHTAIIO
CTOPiHKH Ha "aabO00MHY'", IEPETBOPUTU TEKCT B JBOXKOJOHHHIA, BCTAHOBUTH BCI IOJISI CTOPIHKH
mo 1,5 cm.

2. CKkjacTu MakeT OpoIrypH.

3. Po3apykyBaTn oTpuMaHMi JOKYMEHT (32 HAasBHOCTI NPHHTEPA) 1 30polIypyBaTH HOro B
KHUTY.

Humannsa onsa camokoHmpo.iio
- SIK nepeTBOPUTH TEKCT B ABOXKOJIOHHUI?
- Sk 3MIHUTH "KHWKKOBY'" Opi€HTAIlil0 CTOPIHKH Ha "aibOoMHy"?
- SIK BCTaHOBIIIOIOTHCS TOJISL TBOXKOJIOHHOTO TEKCTY allbOOMHOT Opi€HTAIlll CTOPIHKU
st hopmary ucta A4?
- [lepepaxyBaTu OCHOBHI eTamu po3poOKU OpoIIypH.
- Sk cTBOpUTH MakeT Opourypu?
- Ski BU 3Ha€eTe CIOCOOM 3aJIlaHHS IMTapaMeTPiB CTOPIHKHU?
- Sk po3npykyBatu Oporrypy, SKIIO JBOCTOPOHHIM MPUHTEP HE BUKOPUCTOBYETHCS?
- [{o moTpiOHO 3pOOUTH MO0 3MIUTH TOBCTY OpOIIypy?

Tema 2. I'mo6anbHa Mepexa InTepHer
3aBaannsa. CTBOpUTH OJIOT Ta HABYUTHUCS MPAIIOBATH 3 HAMH.
Memoouuni pekomenoauii.

Teopemuuni gioomocmi. buor (3 anrin. blog, Big «Web log» — «MepexeBuii xxypHan abo
IIOIGHHUK MOJii») — BeO-caliT, OCHOBHUN BMICT SIKOTO € 3aIlUCH, L0 PETYJSPHO JI0JIAIOThCH,
MICTSTh TEKCT, 300paxkeHHs a00 MynbTuMenia. [y OJoriB XapakTepHl HEJOBI1 3alUCH 4acOBOi
3HAYYIIOCTi, BIJICOPTOBaHI B 3BOPOTHOMY XPOHOJIOTIYHOMY MOPSAAKY (OCTaHHIM 3amuc 3BepXy).
BinMinHOCTI Oyory BiA TpajMLIMHOTO IIOACHHHKA OOYMOBIIOIOTHCS CEPENOBUIIEM: OJIOTH
3a3BMYail MyOdiuHI 1 NPUITYCKAIOTh CTOPOHHIX YHUTAYiB, SIKI MOXXYTb BCTYHNUTH B IIyOJi4HY
MOJIEMIKY 3 aBTOPOM (y KOMEHTapi /10 OJI0roBHX 3amuciB abo CBOIX Os1orax).

Jlromelt, Bemyuux Oior, Has3uBaroTh OGjorepamu. CyKymHICTH BCiX OJIOTIB  Mepexi
MPUAHATO Ha3UBaTH OJ0Tr0CHEPOIO.

3a  aBTOPCBKUM  CKJIaZIOM  OJOTM  MOXYTh OyTM  OCOOMCTUMH, T'PYHOBHMH
(KoprOpaTUBHUMHU, KIYOHUMH.) a00 CyCUIBHUMH (BIAKPUTUMH). 3a 3MICTOM — TEMaTUYHUMHU 200
3araJlbHUMH.

Jlns OroriB xapakTepHa MOXJIMBICTH MyOJiKalii BIATYKIB (KOMEHTapiB) BiABIAyBadamH.
Bona poOuth OnorH cepenoBHILEM MEPEXKEBOI'O CHIJIKYBaHHSA, L0 Mae€ psj IepeBar Inepen
€JIEKTPOHHOIO IOIITOI0, TPYIIaMU HOBHH, BeO-(popyMaMH 1 YaTaMHu.

Po3pizHsr0Th Taki B 0JI0TIB!

1. 3a aemopom (aemopamu):
1.1. Ocobuctuii (aBTOPCHKUM, MPUBATHUI) OJIOT — BEIETHCS OJHIEID 0COOOI0 (K TPABHIIO

HOTO BITACHUKOM).

1.1.1. «BipryanpHuii» Om0or — BeaeTbCcA BiA IMEHI 4YyXo0i OCOOM HEBCTAHOBIIEHOIO
HIEPCOHOIO.
1.2. KonektuBHuii abo cowianbHUi OJOr — BeJeTbCs TPyNnor ocid 3a mpaBuiIaMy,

BHU3HAYEHUMH BIIACHIKOM UM MOJEPATOpaMHu.
1.3. KopniopaTuBH#Mii 6510 — BeJeThCsl CMIBPOOITHUKAMH O/IHI€T OpraHi3arii.
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2.

3.

4.

5.

3a memamuuHoOIO CHPAMOBGAHICINIO:

2.1. 3a3Buyaii mepcoHanbHI OJOTM HOCATH OcoOMCTUH xapakrep. llpore B cepemoBHII
MEePCOHAIbHUX, TaK Camo, SK 1 B CEPENOBHUIII KOJEKTUBHUX 1 KOPIIOPATHBHUX OJIOTOB,
ICHYIOTh CIIeliani3oBaHi OJ0TH, IPUCBAYCHI IEBHUM ChepaM KUTTS:

2.2. IToniTuka — OJ10TH, TPUCBSYCHI MOJITUIIL. 3a3BUYaAll MOJITHYHI OJOTH BEIYyTh MOJITUYHI
Jiepu, IpeACTaBHUKHU MOMITUYHUX MAPTid 1 MOMITUYHUX 00'€IHAaHB, TTOJIITOJIOTH.

2.3. [Tobyr — Omoru, B SIKMX 3a4ilaroThCs 3a3BUYall MPOOJIEMH B3a€EMHUH MIXK JIIOJIbMH,
MICUXOJIOTI], BEJACHHS JIOMAIHBLOTO TOCHOJApPCTBA — BCHOTO TOrO, IO IIOB'SA3aHE 3
HOHSTTAMHU «IIO0YT», «OCOOUCTE KHUTTS.

2.4. ITogopoxi — OJI0TH, B SIKUX aBTOPH JIUIATHCSA CBOIMH BpPa)XCHHSIMH BiJ MOI3JI0K, JAIOTh
nopanu, sK MOBOJUTUCS B Tid a0o iHIIIN KpaiHi, pO3MOBIJAIOTh PO TPaguIlii i 3BUYai
IHITUX HAPOJIB.

2.5. OcBiTa — Onoru, mpucBsYeHi Temi OCBITH. YacTo me OJOrM TMEeBHUX HABYAIBHUX
3aKJIaJliB, B IKUX YYaCHUKH OOTOBOPIOIOTH MPOIIEC HABYaHHSI, TPOOIEMH OCBITH.

2.6. Moga — 61toTH, B SIKUX OOTOBOPIOIOTHCS HOBUHKH B CBiTI MOJIM, TPEH/IH, MOJHI TIOKa3H.
TyT MOXHa IPOYUTATH TyMKHU MpodecioHaIiB, paau CTUIICTIB 1 JIt0JIeH, He OalIyXuX 10
MOJIH

2.7. My3uka — OJOTH, B SKHMX aBTOPH BUPaXKAIOTh CBOi MY3WYHI CMaku, OOTOBOPIOIOTH
HOBHMHKH B CBITi My3UKH. My3u4Hi OJIOTH MOXKYTh OYTH MPHUCBSIYEHI IIEBHOMY MY3UYHOMY
HaAIpsSIMY, @ MOKYTh OCBITIIIOBATH Pi3HI MY3U4HI dKaHPHU 1 CTHIIL.

2.8. CiopT — OCHOBHHH 3MICT NIPEICTABICHUNA y BUTIISAI CIOPTUBHUX TOMIM

3a naasnicmio mynrbmumeoia:

3.1. TekcToBwHii 00T — OCHOBHHIA 3MICT CKJIAJJAIOTh TEKCTH.

3.2. ®oT0OJI0T — OCHOBHHUM 3MICT CKJIaIat0Th (hoTorpadii.

3.3. My3uuHuii 60T — OCHOBHHIA 3MICT CKJIAZIa€ My3HKa.

3.4. ITigkacT i 6GJIOTKaCTUHT — OCHOBHHUU 3MICT 0JI0Ta CTBOPIOETHCS 1 BUKIIQAAETHCSA Y BUTIISAIL
MP3-¢aiinis.

3.5. BineoOnor — oCHOBHUII 3MICT MpeACTaBIEHUN Y BUTIIAI Bieodaiinis.

3a ocobnueocmamu KoHmenmy:

4.1. KonTeHTHHMii 6110T — OJI0T, 1110 MYOIIKY€E OpUTiHAIBHUNA aBTOPCHKHI KOHTEHT.

4.2. MoniTopuHrOBUii OJ0r — OJIOT, OCHOBHMM KOHTEHTOM SKOTO € TPOKOMEHTOBaHI
MOCUJIAaHHS Ha 1HIII CalTH.

4.3. Ilutara 610r — 0JIOT, OCHOBHHM KOHTEHTOM SIKOTO € IIMTATH 3 1HIIKMX OJIOTIB.

4.4. Cror — cnam-0J10T.

3a mexniunow ocnooio:

5.1. Stand alone 610r — 6710T HAa OKPEMOMY XOCTHHTY 1 IBXKKY.

5.2. bior nHa Omor-ruatgopmi — OJIOT, MO BEAETHCS HA MOTYKHOCTSAX OJIOT-CITYKOBI
(LiveJournal, Livelnternet, Blogger i in.).

5.3. Mo0Gior — MoOiUTBHU 6JI0T, 110 MICTUTH KOHTEHT, IO PO3MIIIYETHCS Y BEOi 3 MOOLITHHUX
a00 MOpPTaTUBHUX MPHUCTPOIB.

[Tpuxknangm AMCKYCi y paMKax CIHUIBHOT, IOB’SI3aHUX 3 OCBITOIO 1 MEpEeXeBUMHU

TeXHOJ'IOFiHMI/I, MOXXHa IMIOJUBHUTHUCS B TAKUX CITIILHOTAX:

~IIpobnemu HaBYaHHS Ta HaBYaJIbHUX
cucrteMm http://community.livejournal.com/edu_rabbits

—CmninbHoTa ipoekTy JleTonucu.py http://community.livejournal.com/letopisi/

—Enexrponne HaBuanus http://community.livejournal.com/ru_elearning

—-Be6 2.0. — texHodorii B ocBiTi http://community.livejournal.com/web2_edu

—-T'ineprekct(un) http://community.livejournal.com/ru_hypertext/

—Bipryanssi [aTenn http://community.livejournal.com/vintel/

—IkinpHa paga http://community.livejournal.com/ru_schools/

- BinbHa auckycis Bukiaaayvis http://community.livejournal.com/ru_tutor/

—CrinpHOTa nporpamu HaBuanHus i MaiiOytaboro http://ippo-intel.blogspot.com/
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1. ABTOpHU3alis ceancy podoTu.
3aBaHTakTe BeO-orNIsgady, BigkpuiiTe cait Www.blogger.com (puc 1.) Jlist aBropm3arii

ceancy poOoTH (3AIHCHIOETHCSI KOXKHOTO pasy MPH BXOJII 10 CEPEIOBHINA) HEOOXiTHO BBECTH iM’sI

KOpHUCTyBaya Ta mnapoJib (puc 1).

Bolgpre, wenonsIyn axsaywr Coogle

10y Mbnistu A1TIL) v semrm smoms o

Cospanire 6nor 3a 3
NPOCTbIX Wara

B % @ @ 0 CoraAMTTe axnayHT
0 Hasosure Gnor

Hro Taxoe Gnor’

Muscan  Kosmvsentaping Sore
O Buibepure @adnos
Gwe ., 129 wtwa
e v Iy A Wi COVUAATE CROM R DOE
BLCTLMATHO
Puc. 1.

2. Micas yenmimHol peecTpanii/aBTropu3anii nepeiaiTe BJacHe 10 CTBOPeHHS 0J10ry.
Jlist nboro akTHBi3yiiTe nmocwianas Co3aaiiTe cBoii 6J10r (puc. 2).

L i e

Q Blogger s

QIR Cormvire 6nor 1a
_QAE W I
i : 0~......~..

r—p—
—— b ————

Puc. 2
Jani BBemiTh 1aHi y BIAMOBIIHI MOJIA — Ha3Ba Ta ajapeca oiory (puc. 3).\

8 Blogger

L) WARORTE L3

o Hasosurte Gor

Howawwe 6wra @

Lygec o) ©

Mpone pats e rymmoc 1y

"N

Xatwre pedpdTe Zpyrod 10cree S cesero Gaoral Nospoliyése

Pac mspe s
T 80l B9 AMIODIT

yCTaMO B S ettty Pac snpe s w by bara Oy
BUEDATS SOV 08 10T, $UM Bda e BOZTAT Blogspor
MPOROARKTL

Bubepits mabiaon odpopmienns (puc. 4). YV pasi npaBuIbHOIO BUKOHAHHS 1M, cucTeMa
BU/IaCTh NOBIZIOMJICHHS TIPO YCIHIITHE CTBOPEHHS OJory (pHc. 5).
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1) mawrers mas wm

o Buibepure wabnow
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0 Baw 6nor cospan!

— el

Puc. 4. Puc. 5.

3. lonaBaHHs Ta 3MiHA NMOBiJIOMJIEHb.
Jliss  BHECeHHS HOBUX 3allMCiB /10 BJACHOTO OJory HeoOXimHO abo HaTUCHYTH
kHonky Hauate my6Jikanito abo aktuBizyBatu nocuianus HoBa nmyourikaiis .

B Oynp-sikomy BuUNaAKy, BIIKPUBAETHCS BIKHO BOymoBaHoro pemakropa (puc. 7). Ilepen
nyOJTiKALI€I0 TOTHCY PAJAUMO CKOPHUCTATHCS MOXIIMBICTIO TIONEPEAHBOTO TEPETIISTY.

Brraewa Brrapka
CiIEpIoCHIAHHA zobpakEHHA

8 ippo-intal Ilonepenmid
HEepErNAL TOMHCY

Hanaromwennsa
NOBNOMIEHHA
(oOoSBOIHTH
zabopoHHTH
KOMEHTap1

KOpHCTYEAYIE )

N

Bhtien v ke i i -
& vl o stif Hang. ceyvepe, sigyenes, ot [T

mom e s pmerTs (ool 08 Tascre, /< Hyposs, F o Orysymars, O « Yopes s desrsluies

[ onvsnseatu sowe | v v s vricies

Hna oybmixamii
KNAHITE TFT

Puc. 7.
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net Explorer

[ =

) e \{'_:{.:-ﬁ:mm . a Er E&_T« had

Jna EHECEHHA SMIH 0 BEE  ippo-intel
CTEOPEHHE OoNHCIE

HeobXIOHO HaTHCHYTH TVT
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¥ ey
HED R CR i B T LR e bl i et A ¥ Dicrasips [1
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Npivicalo Fpe gl Nedtidge T b Sgeef ana

(Hubrwt ki i Cbbpa it ()

Hnd EHeceHHEA KOMeHTApIE
oo IonHoE HeobXiIHo

HATHCHYTH TYT

Puc. 8.

4. 3akiH4yeHHs podoTH
Jlis  KOpEeKTHOro 3akiH4eHHs poOOTHM B CEpelOBUINI HEOOXIJHO AaKTUBI3yBaTH
nocuiiaHHs Buiitm.

galina_pr@ukr.net | Hoea m

innn_intal ’

IIuTaHHA 119 CAMOKOHTPOJIIO
—Io Take Gyor?
—Ilo xapaktepHo aJis 6i0riB?
—SIx1 BiAMIHOCTI 6JI0TY BiJl TpaaillifHOTO I10I€HHUKA?
—$Ixi Buau OioriB Bu 3Haete?
—$Iki 6yBarOThH OJIOTH 32 aBTOPCHKUM CKJIAJIOM?
—$Ik1 OyBaroTh OJIOTH 33 TEMATUYHOIO CIIPSIMOBAHICTIO, IKUI XapakTep BOHU HOCSTh?
—$Ik1 GyBaroTh OJ0TH 3a HasIBHICTIO MyJIbTHUMe1a?
—SIxi OyBaroTh 0110TM 32 0OCOOIMBOCTSIMU KOHTEHTY?
—SIxi OyBaroTh OJIOTH 32 TEXHIYHOIO OCHOBOIO?
—Hagenite npuxiaau 6J0ri1B.

Tema 3.. Tabmunmii npouecop MS Excel

3aaanns 1. 3ailicauTn iMmnopT nanux 3 kaura MS Excel y Google Ta6muri.
Memoouuni pexomenoauyii
B Google loxymentax, Tabmuusax i Ilpe3eHranisx MoXHa pearyBaTH 1 3aBaHTa)KyBaTH
daitmu Microsoft Office, a Takox nepeTBoproBatu ix y ¢popmat Google.
Icuye nBa crioco6u BiapenaryBatu ¢aiin Office:
— BKJIIOYMTH pexuM cymicHocTi 3 Office;
— mnepeTrBopuTH ¢aiin B popmar Google.
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Bu Moxete 36epertu 3minenuii ¢ain (qokymeHT, Tabimiro abo npeseHTtamito Google) i
excnoptyBatu ioro B ¢popmari Office, a moTiM HaaTH O HHOTO AOCTYI IHITUM KOPHUCTYBadaM.
Penarysanns gaiinis Office
SAx penaryBatu ¢aiiam B pe:xkumi cymicHocri 3 Office
VY pexumi cymicHocTi B MoxeTe penaryBatu ¢aiinu Office, Bimkpusmm ix 3 Google
Hucka, ronoBHux expaniB JlokymentiB, Tabnump 1 [Ipe3eHTamiii, 3 0JHOWMEHHUX JOAATKIB, a
takox Gmail.
Pexxum cymicHOCTI miATpUMY€eThCs TiIbKU B Opay3epi Chrome.
3anycrith Opay3ep Chrome.
Bcranosith posmmpenns Chrome "PenaryBanus daiinis Office".
Binkpuiite ¢aiin Office i npuctynaiite 10 peaaryBaHHsl.
Sk ni3HaTHCcs, YM BKJIIOYEHUH pexum cymicHocTi 3 Office
Binkpuiite ¢aiin Office.
[TepetiniTe B MeHIO Daii.
Slxkmo B MeHto € nyHKT "Pexxum cymicHocti 3 Office", daiin moxxna penaryBatu. Kpim
TOTO, ior0 MOKHa 30epertu y hopmati Google.
SAx 3aBanTaxxyBatu ¢aiiam Office
106 3aBantaxuru ¢aitn Office y pexxuMi cyMiCHOCTI, BUKOHAITe HACTYIHI Jii:
3amycTiTh Opay3ep Chrome.
Binkpuiite daiin Office.
HatucHiTh 3aBaHTaXUTH y IPAaBOMY BEPXHBOMY KYTKY.
IleperBopenns ¢aiiiis Office B popmat Google
1106 penaryBatu (aiin oqHOYACHO 3 IHIIMMHU KOPHUCTyBadaMu, 30epexiTh ioro B popmari
Google [loxkymenriB, Tabmuie abo IIpesenrariii.
Binkpwiite cropiaky [ucka abo ronoBauii ekpan JJokymenris, Tabmump abo [TpesenTariii
1 BBIIITH B aKKAYHT.
HaTtucHiTh mpaBoro KHOMIKOIO MHUIIII Ha Ha3BY (aiiiry.
Bubepits Biakpurtu 3a nonomororo naii Google Hoxkymentu / Tabnuui / [1pe3enranii.
Slkmo Bu pemaryete ¢aitn B pexxumi cymicHocti 3 Office, Bu MoxeTe BiIKpUTH HOTO B
dopmati Google. [Ins uboro HarucHite @aiin nam 36epertu B popmari Google JJoxymeHtiB /
Tabmuup / [Ipe3enTartiii.
Hecymicui pynxkuii
[Ipu nepetBopenHi B popmaT Google HE MIATPUMYIOTBCS:
— (ailnu, 3axXulleH] MaposeM;
— MakpocH (X MOXHa CTBOPUTH 3a JoIomMoror Apps Script);
— BOynoBaHni aiarpamu B (aitnax Word 1 PowerPoint;
— moB's3aH1 Tabnui B ¢painax Excel;
— o0'extn SmartArt (BoHH OyAYTh IEPETBOPEH] B MATIOHKH).

3aBnanHs 2. 3nificauTr excnopt nanux 3 Google Tabnumi y kaury MS Excel.
Memoouuni pexomenoauyii

Bu moxere 30epertu (aiin, nmepeTBOpeHHH B JOKYMEHT, TaOJMLI0 abo Mpe3eHTallio
Google abo BiapenaroBaHuil B pexxuMi CyMiCHOCTI, 1 ekcrnoptyBatu Horo B ¢opmar Office, a
MOTIM HAJaTH 10 HHOTO JAOCTYI 1HIIUM KOPHUCTYBayaM.

[Ilo6 mnoBepHyTH nepeTBopeHoMy JokyMeHTY Google mnouatkoBuii ¢opmar Office,
BUKOHANTE HACTYITHI Jii:

Binkpuiite notpiOHMii (aii.

Hatucuite @aiin gam 3aBaHTaXUTH SIK.

Bubepiths Gpopmar daiiny.

3aBnanns 3. IlpoBeniTh po3paxyHku Ta mnoOyayite nmiarpamu y Google Ta6mumi
(xmapHu# TabnuuHUil npouecop, ananor MS Excel) Ta Biakpuiite noctym s iX pemaryBaHHs
IHIIMM KOPUCTYBayaM (3T1IHO BAIlIOTO BapiaHTy).
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Memoouuni pekomenoauyii

Sk 3MiHUTH JaHi B KOMipui

MoskHa 1o7aTH TaHl B IOPOXKHIO KIIITUHKY a00 3MIHUTH B)KE 3alIOBHEHY.

[[Io6 momatu maHi B KIITHHKY, HATUCHITH HA HEl 1 BBEIITh MOTPiOHY iH(opmMmarito. 1100
BiJIpefiaryBaTu JaHi B KOMIpIIi, IBi4i HATUCHITH HA HET 1 BHECITh 3MIHHU.

SIk mepeHecTH TeKCT HA HOBUIi PSAOK

[IIo6 mouyaT HOBUU PSAIOK, MOMICTITH Kypcop B moji Ta HaTucHITE Ctrl + Beegenns. Ls
KOMaHJa CTaHe B HaroJi npu oQpOpMIICHHI TEKCTY, 1[0 BUMArae po30MBKH MO PsAIKAX, HAPUKIIA
HOLITOBUX afpec.

Sk BindpopmatyBaTH JaHi B 1iana3oHi ocepeakin

[Tanens 1HCTPYMEHTIB 103BOJIsiE (pOpMaTyBaTH JaHi B TaOMMULAX pizHUMH criocobamu. 1o
OCHOBHHX BapiaHTIB (hOpMATyBaHHS BITHOCSITHCS:

— 3MiHa ¢opMaTy YHCel, 1aT i BAIIOT,

— 3MiHa po3Mipy mpudry;

— 3MiHa 300pa)KeHHS TEKCTY (HaIiBXXUPHUM, KypCUB, 3aKPECIICHHN ),
— 3MiHa KOJIbOPY TEKCTY ab0 3aJIMBKH;

— JIOJaBaHHS MEX, 3MiHA KOJIBOPY 1 CTHUIIIO MEX;

~ BHpPIBHIOBAaHHS TEKCTY.

[Tpumitka. o6 moBTopuTH octanHwo Aito B Google Tabmuusax, Hatuchite Ctrl + Y. Le
JIoTIoMara€e mpuCcKOPUTH poooTy.

106 BindopmaryBaTH YaCTUHY JAHUX B KOMIPII:

Binkpuiite Tabnuimro.

JIBi4i HATHUCHITH Ha OCEPEOK 1 BUALIITH AaHi, Kl MOTpiOHO BindopmaryBaTu.

BubepiTh 01H 3 HACTYITHUX MMapaMeTPiB HA ITaHeNi IHCTPYMEHTIB:

—  po3mip upudty abo KoJip TeKCTy;
- wpudt;

—  HamiBXUPHHIA,

— KypCHB;

—  IAKPECIICHHUI;

—  3aKpecCJCHUM.

3MIHUTHCS JIUILE BU/IIJICHAa YaCTHHA JAHUX.

Jlo HecyMDKHHUX KOMIPOK MOXHa 3acTOCOBYBaTH BCl BapilaHTH (opMmaTyBaHHS,
nepepaxoBaHi Bulle, Kpim 00'eqHanHs. [1{00 BUIUINTH KibKa HECYMI)KHUX KPOMIPOK, YTPUMYHTE
Ctrl.

Kpim popmaryBaHHs, 3 HECyMI>KHUMH KOMipKaMHM MOKHA BUKOHYBATH 1 1HIII i

—  BUJAJSATH 3HAYCHHS;

~ CKacoBYyBaTH / HOBTOPIOBATH [il;

— BCTaBJIATH 3HAUYCHHS (B yCi KOMIPKH);
— BUKOHYBATH IIBHJIKE IiJICyMOBYBaHHS;
— JojaBaTH GOpMYJIH Ta Jiarpamu.

Sk BukopucropyBatu popmyn

Binkpuiite Tabnuizo.

BBeniTh B KOMIPKY 3HaK piBHOCTI (=) 1 Ha3BYy (pyHKIII].

BikHO 3 Ha3BOIO 1 CHHTakCHCOM (OPMYJIM, IO BBOJAUTHCS, a TaKOXK MPUKIAZAMHU i
BUKOPUCTAHHS Oy/ie BIIKPUTO MPOTATOM YChOTO peaaryBaHHSI.

Pexxum BuOOpy nianazony

[Ipu penaryBanHi Gopmynu Mopyd 3 KypcopoM 3'ABUTHCS 3HAUOK BHOOpPY Jiana3oHy B
BUTIISAL cipoi ayxku. Ilicns mporo BM MoKeTe 3ajaTu MOTPIOHMM Jiarna3oH, BUKOPUCTOBYIOUU
CTPUIKM Ha KJaBiaTypi.

[I{o0 yBIMKHYTH a00 BUMKHYTH PEXHUM, BAKOPUCTOBYHTE mBUAKI kinasimi F2 ado Ctrl + E.
Komn pexxuMm BiIKITIOYEHWH, BU MOXKETE TMEpEeMIIIaTH Kypcop B TOJie BBEICHHS, HATUCKAIOUH
CTPUIKH Ha KJIaBiaTypi.

1106 BuOpatu Aiana3zoH, MOKHA TaKOK MPOCTO BUAUIUTU MOTPIOHI KOMIPKH B TaOJIULIL.
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penaryBaHHs iana3oHy

SIkmo y hopmyni € BUALICHHUH TEKCT AianazoHy, HaTucHiTh F2 abo Ctrl + E, mo06 nepeiitu
B PEXHUM BHOOpY Miama3oHy i BHECTH HEOOX1HI TIPABKH.

HatucnyBmu Shift + F2 a6o Shift + Ctrl + E mig yac penaryBaHHsI TEKCTY, BU 3MOXKETE
BHECTH 3MiHU B OyJIb-IKY YaCTHUHY Jiana3oHy BCEpPeaUHI GOPMYIIH.

[Tpumitka. /lianma3oH, sIKMl BUKOPUCTOBYETHCS Y (OPMYIi, MOXKE MICTUTH KOMIPKH, SIKi
po3ramioBaHi He opy4. JIJis IbOTo Mpu BUAUICHHI KOKHOI KOMipkH yTpumyite Ctrl.

OyHKIiS, SKa BUKOPUCTOBYETHCS B OAHIA 1 Till Ke KOMIpIi 3 iHIIOK (YHKII€LO,
HA3MBAEThCSA BKIAACHOIO. Po3paxyHOK mounHaeTbes 3 (QYHKIIT CcamMoOro HI)KHBOTO PIBHSL.
Bxnanena QyHKIis mossirae B y>KKH 1 CTa€ OJHUM 3 KOMIIOHEHTIB (DYHKIIIT piBHEM BHUIIIE.

[Tpunyctumo, moTpiOHO OO0YHMCAMTH aOCOJMIOTHE 3HAUEHHS CYMH 4YHCEN B Jliana3oHi
koMmipok A1:A7. I11o6 migpaxyBaTH L0 CyMy, BBEIITh Y KOMipKy hopmyiny "= CYMM (A1:A7)".

{06 oTpumaTu aOCONIOTHE 3HAYCHHS, MOTPIOHO 00'eqHATH POpMYITy CyMH 3 (HOPMYIIO0
aOCOJIIOTHOTO 3HaYeHHA. BBeniTh 00uaBi hopMynu B olHY KIITUHKY. Lle Oyne Burisaartu tak: "=
ABS (CYM (Al: A7))". Cnouatky 0yne obuucieno ¢yskiuis "= CYMM ()", a ii pe3ynbrar Oymae
BUKOpUcTaHui y ¢pyHkii "= ABS ()".

Slkmo momatu B (opMyidy KOMIpKH, BOHM OyAyTh BUAUICHI PI3HUMH KOJIBOpaMH 1 B
Tabnuii, 1 B caMiii popmyni. Te % caMe cTaHeThCs, AKIIO BU HATHCHETE HAa KOMIPKY, 110 MICTUTh
dbopmyiy.

Ha ocnoBi manux 3 Google Tabnuip MOXHa CTBOpIOBAaTH JiarpamMu Ppi3HUX THMIB
(ToueuHas, NTUHEHYaTas, Kpyromas, IepeBO, Tabmuia, Kaprorpamma, rpaduk, croiduaras, ¢
oOyacTsMH, BpeMEHHas IIKana, ClapKjiaiH, KOMOWHUPOBAaHHAs, MYy3bIPHKOBas, JWHAMUYECKas
cXeMa, TUIOCKOe JIepeBo, Iudeponart, rpaduk «IMOHCKUE CBEUN», JICTICCTKBAs ).

Binkpuiite daiin B Google Tabnuusx.

Buninite KOMipKH 3 JaHUMH, 32 SKUM MOTPiOHO moOyayBatu miarpamy. Ilopama. 11]o6 Ha
niarpami Oynu BUIIHI TAMUCH, BUIUTITh TAKOXK 3ar0JIOBKH PSAAKIB 200 CTOBIIIIIB.

Bubepits BecraBka> [liarpama.

Bubepith roToBHii BapianT Ha BkIaali "PekoMenayemo" abo mepeiaiTh Ha BKIAAKy Tumu
Jiarpam i 3a1aiiTe mapaMeTpu CaMOCTiiHO.

S0 moTpiOHO, BCTAHOBITH OJIATKOBI TapaMeTpH Ha BKIIal HamamryBaHHs.

Hatuchite BetaBuTu. [liarpama 3'sButhcst B TaOIUII.

JlocTyn BiIKPUBAETHCSI aHAIOTIYHO TOMY, SIK OMKCAHO B TPEThOMY MUTAHHI CaMOCTIHHOT
po60TH TTOoNEepeTHHOT TEMH.

IIuTaHHA 1)1 CAMOKOHTPOJIIO
PoGora 3 ¢pyHK1isIMU Ta hopMyIamMH B TAOIMYHOMY IPOLIECOPI.
— Po0ora 3 6azamu nanux y cepenouiii MS Excel.
CtBOpeHHs, pefaryBanHs Ta popmaTyBaHHs aiarpam y cepenosuiili MS Excel.

— Tunu aapecanii B MS Excel.

— Crpyktypa BikHa MS Excel. Po6oui kauru i po6odi nuctu. YmpasiiHHS poOOYNMHU
JMCTaMU KHHTH.

— ®opmaryBaHHS eneKTpoHHUX Tabmuis y MS Excel. Enementn Tabnuimi: croBmiiy,
PAAKHM, KOMIPKH, iHTepBanu Ta ix ajapecauis. Ilanenmi iHcTpymeHTiB. BBeneHHs paHux y
TAOJIUIIIO, TUITN JAaHHX.

— PeparyBanns nanux tabnuii. MapkyBaHHs eJ1eMeHTIB Tabnull. Bukopuctanus pamok.
ABTomaruuHe ¢popmaryBaHHA. ['padiuHe Ta Koap0poBe 0opopMIIeHHS TaOIHIIb.

— BuxonanHs omnepaniii KoOMifOBaHHS, IMEPEMIIIEHHsS Ta BUJIYYEHHS JaHUX TaOIuI.
JIONOBHEHHS Ta BUJIyY€HHS KOMIpOK, CTOBIIIB 1 pAAKIB y TaOuuii. 3MiHa IUPUHU CTOBIILIB 1
BHCOTH PAAKIB. BigmiHa ocTaHHBOI omepartii.

— @opmaryBaHHs [JaHMX Yy KoMipkax TaOiuui: BHOIp 1 3MiHa YHCIOBHX (HOpMATIB,
TOPU30HTAJIBHE Ta BEPTHKAIbHE BHPIBHIOBAHHSA, 3MiHA Opi€HTalii TEKCTy, MEPEeHOCH CIiB
ycepeanHi KoMIpoK, BUOip Ta 3MiHa MWPHUQTIB 1 CTHIIIB. ABTOMaTHYHE (hopMaTyBaHHs TaOJIHIIb.

— 3axucT KOMIPOK 1 IUCTKIB €JIEKTPOHHOI TaOIHIILi.
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3aranbHi BimomocTi mpo BOyaoBani ¢pyukiiii MS Excel. OcHoBHi kaTeropii GpyHKITi.
Buxopucransas maiictpa st CTBOPEHHS (QYHKITIH.
®dopmyBaHHsS cTaTUCTHYHUX (QYyHKIINA Ta iX obuncinenns (CP3HAY, MAKC, MIH Ta

1H.).

[lpu3nayeHHs Ta OCHOBHI MOHATTA rpadivyaux o0'ekTiB. I[laHenb iHCTPYMEHTIB
Hiarpama. CTBOpeHHS aiarpam 3a gornomoror Maiictpa niarpam. Tumm giarpam.

— CopryBaHHsI Ta TPYyIMyBaHHs JaHUX y TaOnuisix. PopMyBaHHS 3BITHHUX JOKYMEHTIB.
Po3paxynku mijncymkiB 1 (opMyBaHHS NMPOMDKHHUX 1 3arajIbHOIIICYMKOBHX PSIKIB y 3BITHHX
JOKYMEHTaX.

— O@inpTpamis JaHUX Yy TaOMUIAX: aBTOMLIBTP, pO3MHMpeHuid OGUIBTP, GUIBTP 13
00YHCITIOBAILHUM KPUTEPIEM.

— TloOynoBa 3BeneHo1 Tabmuili. TeXHOIOTISI CTBOPEHHS 3BEACHOI TAOIHIN 3a JOITOMOT OO
Maiictpa 3BemeHux Tabmunb. PenmaryBanHs 3BemeHoi Tabmumi. ['pymyBaHHS maHMX 1
BiTOOpaXeHHs MiICYMKIB Yy 3BeZieHiii Tabmuii. @opMaTyBaHHS TaHUX 3BEJCHOT TaOJINII.

Tema 4. 3aco0m niarorosku nposeneHns npesenranii MS Power Point

3aBnanns 1. CTBOpUTH NPE3CHTAIIO HA 3a1aHy TeMy 3a joromoror Google
[Tpe3enrarrisi.
Memoouuni pekomenoayii
Bu mMokeTe nomaBaté i BUIAISTH CJIalIU, a TAKOXK 3MIHIOBATH X IMOPSIOK B MPE3EHTAIII.
Kpim Toro, cnaiiin MokHa IPOHYMEpYBaTH.
BceraBka ciaiina
€ JoTupH criocodu A0AATH MOPOXKHIN Claiia 10 npe3eHTalii:
— 3miBa HaJ CIIMCKOM CJIali/[iB HATUCHITH KHOTIKY 3 YOPHOIO MIKTOTPaMorlo Iutoca (+).
— Bigkpuiite mento Cnaiin i BuGepits myHkT "HoBuii crnaiin'.
— HarucHiTs Ha cnaiin B KiHocTpiuni i BuOepiTs myHKT "HoBuii craiin'.
— Harucnits knasimi Ctrl + M (Cmd + M na Mac).
3a 3aMOBUYBaHHSM JUIl HOBOIO Claiifla BUKOPHCTOBYETbc MakeT "Tema 1 OCHOBHHUM
tekct". o0 3miHMTH mell mMakeT abo 3acrocyBatH TeMy, B MeHIO Craiii BHOEpITH KOMaHIy
"3MiHUTH MakeT" abo "3MIHUTH Temy".
Jdyo6aoBanus cjaaiaa
Jlnst yOaroBaHHS ICHYIOUOTO Cllaiiia MOYKHA CKOPUCTATHCS OJTHUM 3 JIBOX CIIOCOO1B:
— Binkpuiite mento Cnaiin 1 Bubepith nyHkT "JlyOmtoBatu cnaifn'.
— YV chucky ciaifiB B JiBill YaCTMHI €KpaHa HATHCHITH MPAaBOK KHOIMKOI MUIII Ha
craiia, skuit Tpeda npoxyomoBary, 1 BuOepith "JlydmoBaTu craiin'.
Jlis nyGmioBaHHS JEKUIBKOX claiaiB BUOepiTh iX, yrpumyroun kiasimy Shift. [ToTim
HATHUCHITh Ha 0OpaHUX Cllaiilax MpaBoO KHOMKO MUl 1 Bubepitsb "JlyOmroBaru crnaia'”.
Bupajenns ciaaiina
BubepiTh oauH 13 TakuX coco0iB BUAANICHHS Cllaiija:
— Biagkpuiite mento Cnaiin 1 BubepiTh myHKT Buganuru cnaiin.
— V choucky claiiB B JIBIM 4acTHHI €KpaHa HATUCHITH MPaBOI KHONKOK MHIIl Ha
claiif, sikuii Tpeba BUAAIUTH, 1 BUOepiTh Bumanutu cnain.
VY cnMcky crnaiiiiB B JIiBIM 4yacTWHI eKpaHa BHOepiTh crlaiin, skuil Tpeba BUIANIMUTH, 1
HaATHUCHITH Kiasinry Delete.
1. Iepemimenns caaiiaiB
1.1. 106 3MiHUTH MOPSAIOK CIANIIB Y Mpe3eHTallii:
1.2. BingkpwuiiTe npe3eHTarliro.
1.3. BubGepits cnaiin, skuit notpioHo nepemictuT. Craiau MOXKHA MepeMilliaTH IPyramMu:
1.4. 1100 BuOpaTH KiIbKa Cai1IB MOCILIb, HATUCHITH 1 yTpuMyiiTe kiaBimry Shift. Ilicns
I[bOT'O HATUCHITh HAa OCTaHHIN B PSLy Claii.
1.5. 1Ilo06 BubpaTu cnaiiau HE OJUH 3a OJHUM, HATHCHITH 1 yrpumyiiTe Ctrl (Cmd Ha Mac),
a MoTiM BUOEPITh chaiiiu, aKi MoTpiOHO MEePEeMiCTUTH.
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1.6.

1.7.
1.8.
1.9.
1.10.
2.
2.1.
2.2.

2.3.
2.4.
2.5.

2.6.

2.7.

3.

3.1.
3.2.
3.3.

3.4.
4.

4.1.
4.2.
4.3.
4.4.
4.5.

S.

5.1
5.2.
5.3.
5.4.
5.5.
5.6.
6.

6.1.

6.2.
6.3.
6.4.
6.5.
6.6.
6.7.
6.8.
6.9.
6.10.
7
7.1.
7.2.
7.3.

[TepeTsarHiTh Calin HA HOBE MICIIE B CIHCKY JiBOpYy4. A00 3aiiaiTh B MeHI0 Craiif i
BUOEPITH O/IMH 3 BapiaHTIB:

[TepemicTuTu ciaiia Bropy;

[TepemicTutu cnaiin BHU3;

[TepemicTuTH Caiia B MOYATOK;

[lepemicTutu cnaiin B KiHeIlb.

Hymepauis caainis

{06 npoHymepyBaTH ciaiiiy, BAKOHANTE HACTYITHI Jil:

Binkpuiite npesenrauito. Ko B1 xodere NPOHyMepYBaTH TIIbKU YacTHHA CIANIB,
BUIUIITH IX.

Bubepits mento Beraska.

Hartucuite Homepu cnaiimis.

Hatucuite 3actocyBatd, mo0 NpoOHyMepyBaTH BCi Clalau B Ipe3eHTalii, abo
3acTtocyBartu 10 00paHuX, 00 MPOHYMEpPYBaTH TiIbKKA BHOpaHi claaiau.

o6 mpubpatu HyMeparliro, 3HOBY Biikpuiite BikHO "HoMepu ciaiiiB" i BiIKIIOUITh
ii.

SIkmo He MmOTpiOHO CTaBUTHM HOMEp HA TUTYJIBHUN ciain, BuOepith ommito "Kpim
TUTYJIBHUX CTaiiaiB".

SAx nonaTu TadanIIO

Binkpuiite daiin.

Hatucnite "Tabnuus nani BeraButu Tabnuio".

BubepiTh KiUIbKICTh PSAKIB 1 CTOBHIIB. MakcuManbHuid po3mip Tabmuii - 20 X 20
KOMIpOK.

Tabnuns 3'1BUTHCS B TOKYMEHTI.

SIk moxaTH 00'€KTH i TEKCTOBI MOJIAA

Binkpuiite ¢aiin B Google npe3enTarii.

[lepeiiniTe Ha MOTPIOHMIA Ccriaii.

VY BepxHii 4acTUHI €KpaHy HATHCHITH BcraBka.

Bubepite noTpiGHmii myHKT: TekctoBe mone, 300paxenns, ®irypa ado JliHis.

OO0'ekT 3'iBUTHCS Ha ciaigl. Bu 3moxkere 3MiHMTH IHoro abo0 BKa3aTH MICIIE
po3TanryBaHHs.

SAx oOpizaTn 300pakeHHs

3a 1omnoMororo 1€l PyHKIII BU MOXKeTe 00p13aT HENOTPiOHI YaCTHHM 300payKeHHS.
Binkpuiite daiin.

HartucuiTh Ha 300pakeHHs.

HartucHith Ha 3Ha40K OOpi3aTh.

[I106 3MiHUTH 00JACTh KaJApyBaHHsI, IEPETITHITH MEX1 300pa’keHHS.

HartuchiTh knaBinty Enter abo moBepHIThCS 10 peiaryBaHHs JOKYMEHTA.

Sk HanamryBaTu KoJip i pinbTpn

[lo6 3MIHUTH KOJip, SICKPaBICTh, MPO30PICTh ab0 KOHTPACTHICTh 300pa)kKeHHS,
BUKOHANTE HACTYITHI Jii:

Binkpuiite daiin.

HartucuiTh Ha 300pakeHHs.

Bubepits "®opmat" gani "HanamryBanHs 300paxxeHHs "

VY poznini "3miHa konapopy" BUOEpITh MOTPIOHUM KOJIip 300pakeHHS.

VY po3aini "Kopekuiga" BCTaHOBITh HACTYIIHI TapaMeTpu:

[Tpo3opicTh - HACKIJIbKK KOHTEHT CJjaiiia mpoCBIYye Kpi3b 300paKeHHS.

SlckpaBicTh - HacCU4YeHICTh (apO 300paKeHHS.

KonTpacrt - pi3HHLIS MIXK HaMSICHIIIOO 1 HAMTEMHIIIIOI YacTUHAMU 300pakeHHS.
300pakeHHs OyJie 3MiHIOBaTHCS B Mipy pelaryBaHH:.

Sk BecraBuTH aiarpamy 3 Google Tabanub

Binkpuiite ¢aiin B Google IIpesenrartii.

Hartucnite BeraBka nani iarpama gami 3 TaGmuis.

Bubepith Tabnu1io 3 Aiarpamoro, Ky Xxouete A0AaTH, 1 HATUCHITH Bubpatu.
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7.4. HarucHiTh Ha Aiarpamy.

7.5. Slxmo He moTpiOHO 30epiraTtu 3B'SI30K JiarpamMu 3 TaONUICI0, 3HIMITH BiAMOBIIHUN
Mpanoperb.

7.6. Harucuits Imnoprysaru. [liarpama Oyzae 107aHa B JOKYMEHT.

8. SIk mogaTu aHiMaIio Ha CJIANT

8.1. Google Ilpe3enTarii 703BONIAIOTH 10/1aBaTH €EKTH aHIMallii JJIs1 TEKCTY, 300pakeHb,
ClaimiB 1 IHIKX 00'eKTiB. TakoX BM MOXETE BUBOJAUTH HA €KpaH CHUCKU MO OJHOMY
MyHKTY.

9. Sk nopaTu aHiMamiio IS TeKCTYy 200 300paKeHHS

9.1. Binkpuiite daitn B Google IIpe3enTartii.

9.2. HarucHith Ha NOTPiOHUH TEKCT a00 300paKEHHSI.

9.3. Bubepits BeraBka gam AHimartis.

10. Sk mopatu mepexia Mixk caaiizamMu

10.1. Bigkpuiite daiin B Google [Ipe3enraii.

10.2. V niBiii yacTHHI eKpaHa BUOEPITh CIIAl], HA KW Oy/ie BUKOHYBATHUCS TIEPEXI].

10.3. Harucwuite Cnaiig nani 3MiHUTH TIEPEXi/I.

11. SAx 3minuTHu g0oaaHi edpexkTH

11.1. EdexT 3a 3aMOBUyBaHHSM - Il 3aTeMHEHHS. Bu Mo)keTe 3MIHUTH HalallITyBaHHS Ha
TaHeI aHiMallii cripasa.

11.2. Binkpuiite daiin B Google mpesenTartii.

11.3. Harucuirs Bun gami AxiMarris.

11.4. HarucHiTh Ha MOTPIOHUH BapiaHT.

11.5. [I{o6 3MiHUTH MBUAKICTH €PEKTY, MEPETATHITH MOB3YHOK 32 IIKAJIOKO.

11.6. 1100 nmoka3yBaTH 10 OJJHOMY MYHKTY CIIHCKY, BCTAHOBITH mpamnopeis "[1o ad3amy".

11.7. llpumiTka. 3BepHITH yBary, IO B JESKHX Opay3epax MNpamioloTh HE BCi edektn
agiMarii.

11.8. Tamri 0coOMMBOCTI CTBOPEHHS MIPE3EHTAII] MOKHA JII3HATHCS 32 IOOMOTOI0 J[OBiKY B
Google IIpesenTartii.

IIuTanHAa 1151 CAMOKOHTPO0JII0

— Tlpusnauenns nporpamu PowerPoint.

— 3amyck nporpamMmu Ta BUXI1] 13 HeT.

— CrpykTypa Ta eleMEeHTH J1aJoroBOoro BikHa. ['0JI0BHE MEHIO, CTaHJapTHa Ta CHeLialbHi
naHesi iIHCTPYMEHTIB U1 MaJIFOBaHHS.

— Kowmnonentu npesenTanii PowerPoint.

— [TlonsTTs maiicTpiB 1 mabnoHIB. O0'€EKTH Ta PO3MITKH.

— CrBopeHHs HOBOi mpe3eHTauli Ta ii 30epexeHHs. BBenenHs Ttekcry. PemaryBanHs Ta
dbopmaTyBaHHS TEKCTY.

— Ilepesipka opdorpadii. BukoprctanHus cTpyKTyp.

— JlomaBanHs cnaiiniB go mpeseHrtanii. PenaryBanns cnaigiB. [loHATTs MaifcTpiB i
11a0JIOHIB.

— OO0'exT Ta pO3MITKU. Pexxumu neperiisiay npe3eHTarii.

— BcraBka mantoHKiB, TaOIHIb, Tiarpam.

— CrBopeHHs crieniayibHuX edekTiB. PopmMaTyBaHHS TEKCTY.

— JleMoHcTpallis Ipe3eHTAalliH.

1.4. Inoueioyanwvhi 3a60annsn

[nnuBigyansHi 3aBoaHHA —nependadaroTbes  y  (opmi  pedepariB-orisniB.  3aBIaHHA
00MPAETHCS CTYACHTOM Ha TIOYATKY CEMECTPY i BUKOHYETHCS 32 YCTAICHUMH BUMOTaMH.

1.4.1.0cno6ni 6umozu 00 nanucanus pegpepamie-o0z2nanoie
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[Ipu BUKOHaAHHI 1HIWBIIYaIPHOTO 3aBIaHHsS HEOOX1THO B3SITH JIO yBaru, mo pedepar (Jiart.
refero — moHoury, MOBIZOMIISIIO, MEpeKa3y0) — e KOPOTKUM IepeKa3 3MiCTy HayKoBOi poOOTH,
KHUTA a00 BYEHHsI, opopMIICHE Yy BUTJISAI MMCHMOBOI MyOIYHOI JOMOBIII; JOMOBIIb HA 3aaHy
TeMy, 3po0JieHa Ha OCHOBI KPUTHYHOTO OISy BIANOBITHUX JKepen iHdopmarii (HayKoBHX
npailb, JIITepaTypH 1o Temi).

31 cBoro 00Ky, pedepar-orisa CKIaAaeThCss Ha OCHOBI JEKITBbKOX JPKEPEN 1 3iCTaBisie pi3Hi
TOYKH 30pY 3 JOCIIJKYBAaHOT'O ITUTAHHSI.

Pedepar-ornsag, HezaneHO BiJ TEMH, MICTUTh BU3HAYCHI PEKBI3UTH: TUTYJbHA CTOpIHKA
BCTAHOBJICHOTO 3pa3Ka, BCTYII, PO3/IIM, BACHOBKH, CIIMCOK BUKOPUCTAHUX JDKEpeN 1 Aofatku (y
pa3i HeOOX1THOCT1).

OO00B’SI3K0BO B TEKCTi MOBUHHI OyTH MOCHJIAHHS Ha JDKepena, Mo Oylu BUKOPHUCTaHI MpPHU
HanucaHHi pedepary. [locmmaHHs TONAIOThCS y KBAJPATHUX JyXKKaX 3 BKa3iBKOW HOMepa
JDKepena, 3a IKUM BOHO BHECEHE Y CIHCOK BUKOPUCTaHHX JKEPEN, Ta CTOPIHKH (SIKIIO MOJA€THCS
TOYHA UTaTa ab0 YMCIIOBI JaHi), Hanpukian [3, ¢.8].

TexHiuHi BUMOTH: TeKcT Mae Oytu HaOpanuii mpudrom Times New Roman, 14 xermem
yepe3 1,5 inrepBanu. [Tons: Bepxue — 2,0 cm, HmkHe — 2,0 cm, miBe — 3,0 cm, mpaBe — 1,0 cwm.
3aranpHU 00cAT pedepary-orasay — 10 15 ctopinok popmary A4.

1.4.2.Temu peghepamis-o2nsaoie
ComianbHe 3a0e3meueHHs — MPIOPUTETHUN HAIIPSIM COLIAJIbHOT MOJITHKHU JAE€PIKaBH.
[TpaBo rpomansiH YKpaiHu Ha colliaibHe 3a0e3IeueHHS.
[ToHATTS Ta BUAM NPUHIIMITIB COLIATBLHOTO 3a0€3MeYeHHS.
3aranbpHa XapaKTEPUCTHKA MPUHIIUIIIB ITpaBa COIIaTbHOTO 3a0e3eUeHHS.
Crangaptu OOH y cdepi conianbHO-IIPaBOBOTO 3aXHUCTY
MixHapoaHI aKTH: YHIBepcallbHE 3HAYCHHS VIS BCIX JEp)KaB y CIpaBi 3aXHCTy MpaB
JIOIVHH.
7. 3arampHa jaeknaparnis SK (QyHIAMEHT JUisd BU3HAYCHHS, peamizamii i 3aXuCTy mpaB
JIOIVHH.
8. MixHapoaHi MakTU SK JOTOBOPH, Y SKUX C(HOPMYIbOBaHI COLIaNbHI CTaHIAPTH
110710 3a0e3MeYeHHs 1 3aXUCTY MPaB JIFOJIUHU Ta OCHOBHUX CBOOOJ.
9. €pporeiicpbka collialbHa XapTisi — OCHOBHHM JOKYMEHT B Tally3i 3axWCTy IpaB

ok wdpE

JIOVHH.

10. MexaHi3M KOHTPOJIO 3aXUCTy COLIaTbHUX Ta EKOHOMIYHHMX TNpaB JIIOAWHU 3a
Xaprieto.

11. VkpaiHa 1 eBpomneichki MIXKHAPO/HI CTaHAApPTH COLIAJbHUX Ta €KOHOMIYHHUX IpaB
JIOVHH.

12. OcHoBHUI 3MicT cTareii XapTii Ta X BiAMOBIAHICTh 3aKOHOJJABCTBY Y KpaiHU.
13. €BponeiichbKrit KOAEKC COIIaTbHOTO 3a0€3MEeYSHHS: 3MICT COIlIaTbHUX CTaHIAPTIB.

1.5. IlincymKoBUii KOHTPOJIb

[TizcymKoBi 3aJ1iKOBi cCeMeCTpOB1 KOHTPOII 3a Apyrui ( A crnenianbHocTi 293 MixkHapoaHe
npaBo) 1 yerBeptuit ( st cnenianbHocTi 081 [IpaBo) cemecTpu MpOBOJATHCS Y BUTIIAIL 3ATIKY 3
BUKOHAHHSM CTY/IEHTaMM MPAKTUYHMX 3aB/IaHb Ha KOMII IOTEPI.

OuiHka 3HaHb Ta TMPAKTUYHUX HABUUOK TIPU MPOBEJIEHHI 3aJIKOBOIO KOHTPOJIIO
IPOBOJUTHCA 32 pe3yabTaTaMU BUKOHAHHS CTYIEHTaMM MPAKTUYHOI POOOTH, SIKA OXOIUIIOE YBECh
MmaTepiaj, II0 BHMBYaBCS YIPOJOBX ceMmecTpy. Kpurepii OIiHKM  BHUKOHAHHS MPaKTUYHOTO
3aBJIaHHs 3 TeMH TEeKCTOBUHM pelaKTOp HaBEIEHO B TaOJIMIIi:

. MakcumMajbHa
Ha3Ba 3aBaanns 3MicT 3aBIaHHA .
K-Th 0aJIiB
1. CrBope . 1-11 aG3an 4
TBOPEHHS T >
2. dbopmar BI;.HHSI a03ariB 2-1 absan 4
3. pMatTy 3-1i ab3arr 4
4, CtBOpeHHs Ta MapKOBaHUM 3
5. | dopmaryBaHHS COUCKIB | HyMEpOBaHUM 3
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6. OaraTtopiBHEBHI 8
7. PO3MIILLIEHHSI B TaOJIHII 3
8. CtBOpeHHS Ta CTBOPEHHS TabJIHIII 3a 3pa3KoM 4
9. dopmaryBaHHS Habip iHpopmalii,opmaTyBaHHS 4
10. TabJuUIIb, (dhopMaTyBaHHs Ta 0()OPMIICHHS 3aroJIOBKa 6
11. aBTOMATH30BaHi MPOBEACHHS aBTOMATHU30BAHUX 0OPaxyHKIB 5
00paxyHKu
12. Ha0Ip TEKCTY 3
13. ) BCTaBKa OYKBHIII 3
Pucynku 1 Hanucu
14. BCTaBKa Ta ()OpMaTyBaHHS PUCYHKA 4
15. BCTaBKa Ta (hopMaTyBaHHs HAIIUCY 4
16. 06’ exTh, BetasKa Ta BCTaBKa (b.OpMyJ'II/I 3a 3pa3koM 5
17. BCTaBKa JllarpamMmu 5
dbopmaTtyBaHHS - PN
18. pPO3MIiIIIeHHS 00’ EKTIB 3
19. BCTaBKa HyMepallii CTOPiHOK 2
20. BCTaBKa KOJIOHTHUTYJIIB 3
21. BCTaBKa BUHOCOK 3
22. napamMeTpu CTOPIHOK 3
23. CTBOPEHHS] aBTOMAaTHU30BaHOTO 3MICTY 10
24, CTBOPEHHS 1 pOpMATyBaHHS THUTYJILHOL 4
CTOPIHKHU
BChOI'O 100

Kpurepii or{iHkd BHKOHAHHS IPAKTUYHOI'O 3aBAaHHS 3 TeMd TaOIu4HUI mporecop
HABEJIEHO B TAOJIMLI;

Ha3ssa . MaxkcumaJjibHa
3MmicT 3aBIaHHSA .
3aBJaHHA K-Th 0aJjiB
1. CTBOPCHHS TaOJIHIII 2
2. "= 3aIOBHEHHS TEKCTOBAIO Ta U(POBOIO iHOpMaIIi€ro 2
3. = HaBE/ICHHS paMKHU 2
4. % o(opMIIeHHS, 3a]I1BKa 2
5. o 00’ €THaHHS KOMIPOK 2
6. ¢dbopmaryBaHHs TabIHII 3
7. CTBOPEHHS TaOIUIII 2
8. BHECEHHS BIAIOBIIHOI KIJILKOCTI 3aIIUCIB 2
9. dbopmaryBaHHs TabIHII 3
10. 00YHCIIEHHS CYM 4
11. ~ 00YHMCIICHHS CEPE/IHIX 3HAUYCHD 4
12. = 004HCIIEHHSI MAKCUMYMiB 4
13. § 00YHCIICHHS MIHIMYMIB 4
14. = 3HAXO/KEHHS BiIHOCHUX BEIMYUH (TUTOMOI Bard, 8
™ IPUPOCTY)
15. moOyoBa rpadika 3
16. ¢dopmaryBaHHs rpadika 2
17. no0y/10Ba TicTorpamu (Jriarpammu) 3
18. ¢dbopmaTyBaHHS 2
19. CTBOpEHHS TaOIuII 2
20. = BHeceHHs 1H(opMaltii, GopMaTyBaHHS 3
21. = MIPOBE/ICHHS POCTUX PO3PAXYHKIB 8
22. % Bukopuctants pynkuii ECJIN nns yncinoBux manux 10
23. S Bukopuctanus ¢-ii ECJIU nis texcToBoi iHopmarii 10
24. Bukopuctanss pynkuii CYET, CHETECJIM CYMMECJIN 13
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\ | BCLOT'O \ 100 \

Jis oTprMaHHS MiJICYMKOBOI CyMHU OaJIiB 32 CEMECTp pe3yNbTaT 3aJliKOBOI MPaKTUYHOI
pob6otu momHoxkutH Ha 0,3.
2. Cxema HapaxyBaHH# 0aJiiB
3.1. HapaxyBanHs 6aJ1iB CTyZICHTaM 3 HaBYaJIbHO1 AUCITUIUTIHY 3/[IHCHIOETHCS BIITOBITHO 110
TaKOil CXEMH:

BuBuenus
HaBYaIbLHOI JUCIUIIIIHA

| Jlo 100 Gamiz |
OuHa (neHHa, BEUipHS) 3aouHa (mucraHIiiHa) Gopma
(opma HaBYAHHS HaBYaHHS
Jo 10 6amiB — Ho 5 6amniB —
3a pe3yJibTaTaMH HaBYaHHS 3a pe3yJIbTaTaMH HaBYaHHS
I 9ac JIEKIIH i yac JIEKIH
Mo 40 6amiB — o 256amnis —
3a pe3yJbTaTaMy HaBYaHHS 3a pe3yJbTaTaMy HaBYaHHS
Ti 9ac CeMiHapCHKHUX i 9ac CeMiHapCHKHIX
(pakTHYHUX, TaOOPaTOPHUX) (TIpakTHYHUX, Ta00PaTOPHUX )
3aHATh 3aHATh
Mo 20 6aiB — Jo 40 6aniB —
3a pe3yJbTaTaMi CaMOCTIHHOT 3a pe3yJbTaTaMu CaMOCTIHHOT
poboTu poboTu
JHo 30 6amiB —

34 pe3yJibTaTaMH1 CKJIaJaHHS

CCMCCTPOBOI'0 KOHTPOJIHO
+

| Jonatkosi 6anu |

3.2. OOGcsr OamiB, 3400yTHX CTYAEHTOM IIiJ] 4Yac JIEKIi 3 HaBUYAIbHOI AMCIMUILIIHH,
OOUYHCITIOETBCST Y TPOTOPIIMHOMY CIIBBITHOIICHH! KIJTBKOCTI BIJBIIAHUX JIEKIIH 1 KIJIBKOCTI
JeKIiN, mependaueHuX HaBUAIbHUM IUIAHOM, 1 BU3HA4Yae€Thbcsa 3TiIHO 3 JojmaTkamMu 1 1 2 1o
[TonoxeHHs PO opraxi3allilo OCBITHHOTO Mpolecy B XMEIbHUILKOMY YHIBEPCUTET! YIPaBIIHHS
Ta TpaBa.

3 i€l HaBYAIBHOI TUCIUTIIIHU TTPOBEACHHS JICKI[INHUX 3aHATH HE Mepe0adueHo.

3.3. O6c¢sr 6ainiB, 3700yTUX CTYAEHTOM i 4ac J1abOpaTOpHUX 3aHATh, OOUMCIIOETHCS 3
cyMor OaiiB, 3700yTHX MiJ 4Yac KOXXHOTO 13 3aHATh, MEpeN0aYeHHX HaBUAJbHUM IUIAHOM, 1
BU3HAYAETHCS 3TiAHO 3 goaatkoM 3 1o IlomoskeHHS Mpo opradizailito OCBITHBOTO MpOIECY B
XMeNbHUIIbKOMY YHIBEPCUTET] YIPABIIIHHA Ta MpaBa.

3 1i€i HaBUANBHOI AUCUMUIUIIHM TiependaueHo mpoBeaeHHs 18 mabopaTopHUX 3aHATH AJs
cnerianbHOCTI 081 TIpaBo Ta 20 maGoparopHHX 3aHATH JUIS crherianbHOCTI 293 MixkHapoIHe
IpaBo 3a JEHHOIO (POPMOIO HABUAHHS.

OTxe, piBeHb 3HAHb CTYJEHTIB IiJ Yac CEMIHAPCHKUX 3aHSITh MOXKE OILIIHIOBATHCS
KUJIBKICTIO OalliB y TAaKUX MEXax:

Ne KinbKicTh ceMiHapChKUX 3aHATH
3/ PiBenn BI/IMIOB1THO JI0 HABYAJIHHOTO TJIAHY
3HaHb CTY/ICHTIB 20 3aHATH
1. | Bucoxkuii (TBOpUnii) 90-100 % 4,0
2. | HocraTHill (KOHCTPYKTUBHO- 82-89 % 3,5
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BapiaTUBHUK) 74-81 % 3,0

3. | CepenHiii (penpoayKTUBHUI) ars % 2o
60-63 % 1,5

4 Husbkwii (perenTuBHO- 35-59 % 1,0
MIPOTYKTUBHUIN) 0-34 % 0,0

[Tepepo3nonis KiIbKOCTI OaliB B MEkXaX MaKCHUMaJIbHO MOXIJIMBOI KUIBKOCTI OalliB 3a yci
CeMIHAPChKIi 3aHSATTS, HABEJICHO B HACTYITHIN TaOIuUIIi:

20 Howmep ceMiHapChbKOTO 3aHATTS Ta TEMU

Ne (ceminap-

2l cpxmx | 1|23 |4 (5|67 |8|9|10|11.{12./13./14./15|16 1718|1920
34HATB Tema 1 Tema 2 Tema 3 Tema 4
Makcu-

o st 7 1 T T R R R A R A 0 R
KiJTBKICTh
OaiiB

3.4. Tlepepo3moaisl KiTbKOCTI OaliB B MEKax MaKCUMAJIBHO MOXJIMBOI KUTBKOCTI OamiB 3a

CaMOCTIiHY poOOTY CTYICHTIB Ta BUKOHAHHS 1HJIMBIIyallbHUX 3aB/aHb, HABEJACHO B HACTYMHIii
TAOJIMIII:

No Homep Temn
Ycboro
3/ 4 temu Saris
it 1 2 3 6.
MakcumanbHa
KUIBKICTH OasIiB
1. o 6 4 7 3 20
3a CaMOCTIHHY
poboty
MakcumanbHa
KUIBKICTH OasIiB
2. . ) 6 6
3a IHIUBITyaIbHE
3aBIaHHSI
Ycerworo 6aiis 20

3. PexomenoBani 1:kepeiia

Tema 1
1. MatBienko M.II. ApxitekTypa KoMmn toTepa: HaB4anbHui nociouuk / M.I1. MaTBieHko,
B.IT. Po3zen, O.M. 3aknagnwii. - K.: Jlipa-K, 2013. - 264c.

2. Koznoscekuit A.B. Komm’rorepHa TexHika Ta iH(OpMaIliifHi TEXHOJIOTIi: HaBYAIbHUN
nocionuk / A.B. Kosnoscekuii, F0.M. Ilanounmmn, B.B. Ilorpimyk.-[2-e Bua, crepeort.] -K. :
3nanns, 2012. - 463c.

3. OcHOBH iH()OPMAIIMHAX TEXHOJIOTIH 1 CUCTEM : HaBYAIbHUH MociOHuK / B. A. ITaBmum,
JI. K. T'ninenko ; MiHicTepcTBO OCBITH 1 Hayku YKpainu, Hamionansnuiil yHiBepcutet "JIbBiBCbKa
nojitexHika". - JIeBiB : JIbBiBChbKa momiTexHika, 2013. - 500 c.

4. 3asup B. M. Metoau 1 3acobm KoM IOTepHUX 1HMOOPMAIIHHUX TEXHOJOTIH:
HaByaibHUU NociOHMK / B. M. 3asup ; pen. T. B. 'embapa [1a iH.]; MiHICTEpCTBO OCBITH 1 HayKH,
MOJIOZI Ta cropTy Ykpainu), Hamionaneauii yHiBepcuTeT "JIbBiBCchbka modjiTexHika"). - JIbBIB :
JIbBiBCchKa momitexHika, 2013. - 144 c.
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Tema 2

1. Martsieako M.II. ApxitekTypa Komm'iorepa: HaBYanbHUN mociOHuk / M.IL
Martgienko, B.I1. Pozen, O.M. 3akmanauii. - K. : Jlipa-K, 2013. - 264c.
2. Koznoscekuit  A.B. Komm’iorepHa TexHika Ta iH(pOpMamiifHI TEXHOJOTII:

HaBuanbHui mociouuk / A.B. Kosmoscbkwmii, FO.M. Ilanountmu, b.B. Iorpimyk. - [2-e Bunz,
crepeot.] - K. : 3nanns, 2012. - 463c.

3. OcHoBu 1H(OPMALIMHUX TEXHOJOTIH 1 CHUCTeM : HaBUalbHHU TociOHWK / B. A.
[TaBnmum, JI. K. I'minenko ; MiHicTepcTBO OCBITH 1 Hayku YKpainu, HarioHaapHuil yHIBEpCUTET
"JIpBiBCchbKa noiTexHika". - JIpBiB : JIbBiBcbKa moiiTexHika, 2013. - 500 c.

4, 3asup B. M. Metonu 1 3aco0u KOMI IOTEpHUX 1H(POpPMAIIMHUX TEXHOJOTIN:
HaBuainbHUU nociOHMK / B. M. 3asup ; per. T. B. I'em6apa [Ta iH.]; MiHiCTepCTBO OCBITH 1 HayKH,
MoJIONi Ta cnopTy Ykpainu), HamionaneHuii yHiBepcuTeT "JIbBiBCchbka modiiTexHika"). - JIbBIB :
JIpBiBChbKa momiTexuika, 2013. - 144 c.

Tema 3
1. I'aBpunienko B.B. Odicui indopmariiiai  Texnomorii. TekcToBuil pemakTop
MS WORD : naBuansuuii nocionuk / B.B. I'aBpunenko, JI.M. ITapoxunenko, H.B. Mockaienko. —
K. :HTY, 2012. — 140c.

2. OcHoBu iH(pOpMAIIfHUX TEXHOJOTIM 1 CHUCTeM : HaBYaJIbHUN MOCIOHMK /
B. A. IlaBmum, JI. K. I'miuenko ; MiHicTepcTBO OCBiTH 1 Hayku Ykpainu, HarionambHuit
yHiBepcuteT "JIpBiBChKa momiTexHika". - JIbBiB : JIbBiBChKa moiitexHika, 2013. - 500 c.

3. 3asmp B. M. Mertoau 1 3aco0u KoM HOTEpHUX i1H(OPMAIIHHUX TEXHOJIOTIH:
HaBuanbHUU 1ociOHMK / B. M. 3asup ; pen. T. B. 'embapa [1a iH.]; MiHICTEpCTBO OCBITH 1 HayKH,
MoJoAi Ta cnopTy Ykpainu), Hamionansauii yniBepcurer "JIpBiBcbka moiiTexHika"). - JIbBIB :
JIpBiBChbKa mommiTexuika, 2013. - 144 c.

4. Inpopmaruka. Kommuiekcni  kedicu: /  FO.M.Kpacwox, M.B.Cinpuenko,
[.B.IlIa6anina, T.O.KyuepsBa; 3a 3ar. pea. O./l.Illapanosa — K.: KHEY, 2012.—- 267 c.

Tema 4

1. OcHoBu iH(pOpPMAIIHUX TEXHOJOrIM 1 CUCTeM : HaBYAIbHUN MOCIOHUK /
B. A. TlaBmum, JI. K. I'muenko ; MiHicTepcTBO OCBITH 1 Hayku Ykpainu, HarjionampHuit
yHiBepcuteT "JIbBiBCbKa mosiTexHika". - JIbBiB : JIbBiBChbKa nmosiTexHika, 2013. — 500 c.

2. 3asup B. M. Metonu 1 3aco0u KOMI IOTEPHUX 1H(QOpPMAIIHHUX TEXHOJOTIH:
HaByaibHUU nociOHMK / B. M. 3asup ; pen. T. B. 'em6apa [Ta iH.]; MiHICTEpCTBO OCBITH 1 HayKH,
MoJIONi Ta cnopTy Ykpainu), Harmionaneauii yHiBepcuteT "JIbBiBCchbka mojiTexHika"). - JIbBIB :
JIbBiBCchKa momitexHika, 2013. - 144 c.

3. Inpopmaruka. Kommekcni  kedicu: /  FO.M.Kpaciok, M.B.Cinbuenko,
[.B.Illab6anina, T.O.KyuepsBa; 3a 3ar. pen. O./l.Illapanosa — K.: KHEVY, 2012.— 267 c.
4. Kowmm’torepHi TexHosorii o0po6ku 061ikoBOi 1HGOpMaIii: HaB4YaIbHUI MOCIOHUK /

B.€. Xomakos, T.I. Kipromaroa, P.M. 3axapuenko, M.B. Kapamymka; [3a pen.
B.€. Xomakosa]. — Xepcon : Onni-tutroc; Kuis : Jlipa - K, 2012. - 543c.

4. Indopmaniiini pecypeu B InTepHeri
1. https://www.office.com/
2. Xmapuuii cepsic Google Jluck
3. http://ua.uacomputing.com/
4. http://itce.vntu.edu.ua/
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Po3poOHNK HABYAJIBbHO-METOAUYHUX MATePiaJiB:

Buknaoau oucyunninu:

JOIeHT Kadeapu MaTeMaTUKH, CTAaTUCTUKH Ta 1H(QOpMAIIHUX TEXHOJIOTIH,
KaHJIUJIAT TeAarorivHuX HayK, JOICHT
0.C.®enopuyk

28 cepriasa 2020 poky
CxBaneno kadeApor0 MaTeMaTHKH, CTaTUCTHKH Ta 1H(GOpMaLIHHUX
texHonorit 28 cepmust 2020 poky, mpoTtokoin Ne 1.

3aBigyBau kadeapu P.O. Kynunuu
28 cepmas 2020 poky

JlekaH IOpUIUYHOTO (PaKyJIbTETY
C.A.KpymnHchkuit

2020 poky

[ToromkeHo METOAMYHOIO PaJol0 YHIBEPCUTETY 2020 poxky,
pOTOKOJT Ne :

['osmoBa MeToMuHO1 paau
2020 poky

OO6nikoBuUl 00CATHABUATLHO-METOUYHUX MaTepiaiiB — 4,54 ym.np.apk.

79



