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paau YHIBEPCUTETY, KaHIUIATKa HAYK 3
JIEP>KaBHOTO YIIPABJIIHHS, TOIIEHTKA

Ipuna KOBTYH
2021 poky

HABYAJIBHO-METO/JIUYHI MATEPIAJIN
3 HAaBYAJIbHOI JUCIUILIIHHA
«[HO®OPMAIIMHI TEXHOJIOTII B
COEPI COHIAJIBHOI'O 3ABE3IIEYEHHS»
JJIS MIATOTOBKM HA MEPLIOMY OCBIiTHBOMY PiBHi
3100yBayviB BHIIOI OCBITH CTyleHs 0aKkajiaBpa
3a cneniajgbHicTIO 232 ConiajbHe 3a0e311eYeHHs
ranaysi 3Hanb 23 CouiajibHa podoTa

M. XMEJIbHUIIbKUH

2021



PO3POBHHK:

JlonienTka Kadenapu MaTeMaTUKH, CTATHCTUKH Ta
1H(popMaIIfHIX TEXHOJIOT1H

27 cepnnst 2021 poky

CXBAJIEHO

Pimenns kadenpu MmaTeMaTHKH,
CTaTUCTHKH Ta iHPOPMALIHHUX TEXHOJIOT1H
27 cepnnst 2021 poky, mportokos Nel .

3aBiqyBay Kadenpu, JOKTOp eKOHOMIYHUX HayK,

npodecop
27 cepnns 2021 poky

JlexaH ropuanyHoro (hakynbTeTy, KaHIuIaT
IOpUINYHUX HAYK, TOIICHT
27 cepnns 2021 poky

OO0nikoBHli 00CAT HABYATILHO-METOAMYHHUX MaTepianiB — 4,7 yM.Jp.apK.

Omnpra ®EJJOPYYK

Pomaun KYJIMHNY

Cepriit KPYIIHHCHKUIA



3MICT

Crop.
1. | CtpykTypa BUBUCHHS HaBYAJIBHOI JUCITUTUIIHU 3
1.1. | TemaTu4HUI TUTaH HABYAIBHOT AUCITUILTIHI 3
1.2. | JlabopatopHi poOOTH 3
1.3. | CamocriiiHa po0oTa CTyIeHTIB 71
1.4. | [nnuBigyanpHi 3aBIaHHS 84
1.5. | ITincymKOBUI KOHTPOJIb 85
2. | Cxema HapaxyBaHHA 0aJliB 87
3. | PexoMenoBaHi mpxepena 88
4. | Indopmarniiini pecypcu B InTepueTi 89




1. CTpykTypa BUBYEHHS HABYAJIbHOI JMCUUILIIHH

1.1. Temamuunuii nnan HaguanbHoOi OUCUUNIIHU

Kinekicte ronun
cnenianbHicTh 081 IIpaBo ClICIUATILHICTD 293
No MixxHapoiHE TpaBo
Te- Haszsa TeMu o y TOMY YHUCII o y TOMY YHUCII
M | 5l <2 & | o] 8l Bl <d & 4| o
5| 2| 2l 8| § £| 5| 2|8y &| 8| &
> B QE S B Q) 7 8ls £ 5 °
1 2 3 4 5 6 7 8
1. | TekcroBwmii pegakTop
Word 32| 0 — 16 | — |16 (32 |- | — | 18 | — |16
2. | I'moGanbpHa Mepexa
Internet 14 | — — 4 | — |10 | 14| - | - 4 | — |10
3. | EnexTponni Tabnwii.
Tabmuunuii mpouecop | 32 | — — 12 | - |20 (32 |- | - |12 | — |18
MS Excel
4. | 3aco0u miArOTOBKHA
MIPOBEICHHS 3 3 _ | 3
npe3eHTamnin MS 12 6 6 |12 6 6
Power Point
Bcroro rogun: 90 - 38| — | 5219 | - | - 40 | — | 50

1.2. JlabopamopHni pooomu
Tema 1. MS Word

JladboparopHa po6ota Nel. CTBOpeHHSI TEKCTOBOI'O JOKYMEHTY, pelaryBaHHS
TeKCTOBOI0 IOKYMeHTY, opMaTyBaHHsl CTOpPiHOK, mpudTiB Ta ad3auis
Ilumanus 014 ycHo20 onumysanHs ma OUCKycii
1.1. CTBOpeHHS TEKCTOBOTO JOKYMEHTY.
1.2. BcraHOBIEHHS apaMeTPiB CTOPIHKH.
1.3. BBenieHHs Ta pearyBaHHs TEKCTY (BHUITyUEHHSI, KOTIIFOBAaHHSI Ta MIEPEMILIICHHS TEKCTY).
1.4. ®opmaryBaHHs TEKCTY: 3MiHa TUILY, CTUIIIO Ta pO3Mipy LIpUQTY.
1.5. ®opmaryBaHHs a03al1liB, BCTAHOBJICHHS a03allHUX B1ICTYMIB 1 MIKPSAKOBUX IHTEPBAIB.
1.6. I'panui Ta 3anuBKa.

Ayoumopna nucoemosa poboma
BukoHaHHS CTyJeHTaMH TECTOBUX 3aB/JaHb 3 MUTAHb TEMH 3aHSITTSL.

Memoouuni pexomenoauyii
Kniouoeumu mepminamu, Ha po3ymMiHHI AKUX OA3YEMbCA 3AC60EHHA HABYATLHO20
mamepiany memu, €. CTPYKTypa JTOKYMEHTa, TiJIO TOKYMEHTa, KOJOHTUTYI, MOCHJIAHHSI, 3MICT,
npaBuja HabOpy TEKCTY.
3 memoto 2nub0K020 3AC60CHHA HABUATLHO20 MAMeEPIALy NPU CAMOCHMITHOMY 6UBUEHHI
memu CHyo0eHmy apmo ocod1ugy yeazy 30cepeoumu Ha maKkux acneKkmax:

Microsoft Office Word 2007 — nomynsipHuii TekcToBUil mporecop. PeamizoBaHi B
Microsoft Office Word MOXJIHBOCTI T03BOJIAIOTH BUKOHYBAaTH HaWpPI3HOMAHITHIIII orepartii mo
dbopMaTyBaHHIO Ta peNaryBaHHIO TEKCTOBUX OKYMEHTIB. 3aB/JaHHS, IO BUPIMIYIOTHCS 3a
JIOTIOMOT0F0 TeKCTOBOTO penaktopa Word 2007, KOpoTKO mepepaxoBaHi HIKYE:

—CTBOPEHHS 1 peJaryBaHHsS TEKCTOBHX JIOKYMEHTIB 3 BHUKOPHCTAHHSM BEJIHMKOTO BHOOpY
HIPUQTIB 1 CTHIIIB TEKCTY,



—0¢OpMJIEHHS TEKCTOBHX JOKYMEHTIB (CTBOPEHHsI 3arojoBKiB, 3MICTy, KOJOHTHTYJIIB,
(dbopMyBaHHS MPEIMETHOTO IMOKAKYMKA, PO3CTABISIHHS TEPEHECEHb, PO3TAIIyBaHHS TEKCTY Ha
CTOPIHIIL;

—HajamTyBaHHs MPpUPTIB 1 MapameTpiB ab3aIly, a TAKOK CTBOPECHHSI TEKCTOBUX JOKYMEHTIB
3 BHKOPHCTAHHSIM pPIi3HUX IMA0JOHIB (IK CHUCTEMHHUX, TaK 1 KOPUCTYBAllbKUX), MPU3HAYECHUX
CIEIIaIbHO /ISl BIOBIIHOTO O(hOpPMIIEHHS JOKYMEHTY;

—BCTaBKa B TEKCT HEOOXIJHHMX €JIEMEHTIB. CIEIiaJbHUX CHUMBOJIB, MAJIOHKIB, IMPUMITOK,
rineprnocuiIanb, BAHOCOK, 3aKJIaJI0K TOIIIO;

—pobota 3 GioKamMH TEKCTy (KOMiIOBaHHS, BCTABKAa, MEPEMILICHHS (PAarMeHTIB TEKCTY 3
BUKOPUCTAHHSAM MOXJIMBOCTEl Oydepa oOMiny);

—TpPEACTAaBICHHS (PparMeHTIB TEKCTOBOTO JTOKYMEHTY Y CTPYKTYPOBAaHOMY BUTJISII,
CTBOPEHHS TaOJIUIIb BIATIOBIAHO JI0 3aJjaHUX ITApaMETPiB;

—HaJIalITYBaHHS MTapaMeTPiB MPEICTABICHHS TEKCTOBOTO JOKYMEHTY,

—TePeTyIsi]] CTATUCTUKH JTOKYMEHTY (KIJIbKICTh CTOPIHOK TEKCTOBOTO JOKYMEHTY, KUIbKICTh
CHMBOJIIB B JIOKYMEHTI, KUIbKICTh a03aIliB Ta iH.);

—aBTOMAaTHYHA TIepeBipka (OPMOBAHOTO TIOKYMEHTY Ha HAsSBHICTh B HHOMY T'DaMaTHYHHUX,
CTHJIICTHYHHX 1 TOMY MOA10HE TIOMIJIOK 3 MOYKIIUBICTIO ONEPATHBHOTO IX YCYHEHHS;

—CTBOPEHHS MAIIFOHKIB 3 BUKOPUCTAHHSAM CIIEIiaTbHO MPU3HAYEHOT (PYHKIIOHATBHOCTI;

—30epexeHHs] CPOPMOBAHOTO JOKYMEHTY B Pi3HUX opmarax;

—JpyKyBaHHS TOTOBOTO TEKCTOBOIO JOKYMEHTY (NpH HEOOXiTHOCTI - MONepeaHiit
Heperiisil JOKYMEHTY Mepe]l HOro IPYKYBaHHSIM).

OxpiM mepepaxoBaHOTo, 3a JOMOMOTIOK TEKCTOBOrO penakropa Word MOKHA BUPIITyBATH
1 1HIII1 3aBAAaHHS, 3aJI€)KHO BiJ] MOTPeO KOHKPETHOIO KOPUCTYBaya.

3anyck TeKCTOBOIO MPOIECOPY

3amyck TekctoBoro mpoiecopa Microsoft Office Word 2007 BUKOHY€ETBCAMOCIIIOBHICTIO
takux niii: [Tyck = Bee nporpammber = Microsoft Office = Microsoft Office Word 2007
Crpykrypa BikHa
Bikno nporpamu Microsoft Office Word mae Takwuii BUrIsiz:
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1 — Knomka “Office”, 2 — Ilanenp mBuakoro aocryny, 3 — Psmok 3aromoBky, 4 — Crtpiuka,
5 — Jlinitiku, 6 — Ilonocu npokpytku, 7 — Poboue mone, 8 — Macmtad, 9 — Pexumu cTOpiHKH,

10 — Psyok crany

Hes3Bakarouu Ha BEJIMKY PI3HOMAHITHICTh CTBOPIOBAHUX T4 BUKOPUCTOBYBAHHX JIOKYMEHTIB,
MO>KHA BUUIMTH 3arajibHi CKJIQJ0BI TEKCTOBOTOJIOKYMEHTA.

CTpyKkTypa 10KyMeHTa

Tino mokymeHTa

OCHOBHA YaCTMHA JOKYMEHTa, sKa BifoOpa)kae 3MICT, METy CTBOPEHHSI
JIOKYMEHTa, MOXE MICTUTH TEKCTOBI BiZoMOCTi, rpadiuHi 300pa)keHHS,
TalJInL.

Texkcr

BiJOOpaka€ OCHOBHHI 3MICT JOKYMEHTA

Maironok

BUKOPUCTOBYIOTh JUIsl LIFOCTPYBaHHSI OCHOBHOI'O 3MICTY JJOKYMEHTa 3 METOO
yHaouHeHHs (rpadiku, miarpamu) abo TPUBAOIMBOCTI, €CTETHYHOIO
CIIPUMAHSTTS

Tabnuus

CTPYKTypyBaHHS, TPYIyBaHHs JUIsl LTIOCTpYBaHHs a00 aHai3y MOJAHUX Y
JOKYMEHTI JJaHUX.

3aroyi0Bok

CTPYKTypHA OJMHHUIIS JJOKYMEHTA IS JIOTIYHOTO CTPYKTYPYBAHHS IMOJAHUX Y
JOKYMEHTI BIZIOMOCTEH. (3ar0JIOBKH MOJUISIOTh Ha KiJIbKa PiBHIB)

Kononturyn

CHIbHA YacTUHA OYyIb - AKOTO JOKYMEHTa, 110 MICTUTH 3arajbHi BiIOMOCTI
Ipo JOKYMEHT 1 MOXE IOBTOPIOBATHUCSA Ha YCIX MapHUX a00 HemapHHX
cropinkax. KOJOHTUTYIIM MEepeBaKHO MICTATh BIZIOMOCTI MPO aBTOpa, Ha3BYy
PO3illy, HOMEp CTOPIHKH, JaTy CTBOPEHHS Tom0. KOJTOHTUTYIM pO3MIIITYIOTh
yropi abo BHU3Y CTOPIHKHU

Tlocunanus

JOJITATKOBI TIOSICHEHHS CIEIliaIbHO TI03HAYEHUX CJiB, pEYCHb, a03alliB.
(PO3MIIIYIOTh BHH3Y CTOPIHKH a00 y KiHIIi JJOKYMEHTA)

3MmicT

Hepestik 3aroJioBKiB JOKyMEHTa i3 BKa3yBaHHSIM CTOPIHOK, Ha SKHX BOHH
PO3MINIYIOTHCHA.

OcHoBHi npuiioMu po0OTH 3 TEKCTOBUM IOKYMEHTOM

CTBOpPEHHS HOBOT'O JOKYMEHTY

[Ticns 3aBanTaxkenHss Microsoft Office Word 2007 aBTOMaTu4HO CTBOPIOETHCS HOBUM

JAOKYMCHT.

Jljig cTBOpPEHHS HOBOTO JOKYMEHTa Mpu3HaueHuil Hailnepmnii myHKT MeHio "CtBoputn".
[Ipu itoro BuGOpi 3'sBiseThCs BikHO "CTBOpeHHS noKyMeHTa". Y Horo jiBiil yacTHHI HEOOX1AHO
BKa3aTH KaTeropito 1mabJoHIB, HA OCHOBI SKHX OyJie CTBOPEHUN JOKYMEHT. 3a YMOBYAHHAM Jli€
BapianT "llopoxHi 1 octanHi". {7 3aBeplieHHs CTBOPEHHS HOBOTO JOKYMEHTa HEOOXiJHO B
IPaBOMY HMKHbOMY KYTKY HaTUCHYTH KHOTKY "CTBopuUTH". 3'IBUTHCS BIKHO HOBOT'O IIOPOKHBOTO
JoKyMeHTa. Take caMe BIKHO 3aBX/IM CTBOPIOETHCS 3a YMOBYAHHSM Y MOMEHT BIAKPUTTS caMoi
nporpamu Word 2007.

CozaaHue OoKymMeHTa

LWa6noHbi

! MycTeie U NoCIeaHUE

YCTaHOBAEHHEIE ﬂycrble U nocaegHue

WasnoHel r—‘

Mou wabnoHel.., l C \

Wz cywecTEyOWEro I ] Q

AOKYMEHTA... ‘

Microsoft Office Online Hoskii Hoeasa zanuce
AOKYMEHT Bnora

[oTOBEIE




[Tynkr "3 icHyro4oro mokyMeHTa" MpU3HAYCHHH Il CTBOPEHHS HOBOTO (haiiily Ha OCHOBI
BXKE HAsSBHOTO NOKyMeHTa. [Ipu BHOOpPI 1[bOTO MyHKTY KOPUCTYBAad MOBHHEH BKa3aTH Ha IHUCKY
BXKE HasBHUU NOKyMeHT. [Ipu mpomy BMICT BKaszaHoro (aiiimy Oyzne po3MillleHHH B HOBOMY
CTBOPEHOMY JIOKYMEHTI.

@df)-u s

Péueriy
] Corian COXPanuTL KONTHIO ZOKYMENTa
—_— l!-" 5 ldoxyment Word
; l Coxpamense J0KYMEHTI B HCNOALIYEMOM MO YMOAYIHHIO
QTepury dopuarte
w o | Waénon Word
Coxpanenae A0KYMENTA K3K WaBIOMI, KOTOPEIH MOXHO
WINOASIOEATE ANR QOPMATHPOBAHNS (1),\,‘!‘("’ ADEYMEHTOR

[
= _w_| 5y Joxyment Word 97-2003
H CoxpamuTe Kax | » | j

COXPIMEn¥e KON¥H J0KYMENTA B QOpNATE, NONHOLTEO

|

COXpaMHTE

cosmecTunman ¢ Word 97-2003,
— Aelan ’ HaiiT #aACTPOAKM ANA ADYFMX GOPMATOS ©arN0B
| ol CECATHHS O MAZCTRONKAY, UTMOALIYEMED A9 COXDANENMA B
Apyrix dopmartax, Tacux xax PDF u XPS
&
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Crin 3BepHyTH yBary, mo Word 2007 3a ymoBuaHHsM 30epirae daiinu y ¢popmari .docx.

BBenenns TEKCTY

3MiACHIOETBCA B MiClle 3HAXOIDKEHHS (MO3HUILIII0) TEKCTOBOrO Kypcopy. TekcroBuit
Kypcop Mae BUIJISL BepTuKanbHOT pucku ( | ) y poGouiit o6nacti, mo Bkasye Miclie BBeeHHs a6o
penaryBaHHs Tekcry. [lns mepeMileHHs Kypcopy BHKOPHCTOBYIOTHCS KJIaBillli KepyBaHHS
KypcopoM, abo mumika. [ mepemilieHHs Kypcopy BBEACHHS 3a JOINOMOIOH MUILKH CIif
YCTAaHOBHUTH KypPCOp Y MOTPIOHY MO3UIIII0 Ta HATUCHYTH JIiBY KHOIKY MUTIKH.

Jlns BBelleHHSI TEKCTY HEOOXiZHO CTBOPUTH HOBHUI a00 BiIKPUTH ICHYIOUUH TOKYMEHT,
BCTAHOBUTH KypCOp y MICIi BBeIEHHS a00 pemaryBaHHs JOKYMEHTa 1, BHKOPHCTOBYIOUH
KJIaBiaTypy, BBECTH HOBUI TEKCT, BUKOHATH 3MIHHU Y JIOKyMEHTI, BAKOPUCTOBYIOUH IIPaBUJIA:

- TEKCT BBOJUTHCS y BIKHO IIOTOYHOTO TOKYMEHTA 3a JOIIOMOT OO KJIaBiaTypH;

- TEKCT 3aBXJI1 BBOJUTHCS B TIO3HUILIIO, 1€ MICTUTBCS KYpCop;

- CHMBOJIH, 1110 BBOJATHCS, 3'ABISIOTHCS B MICI[l pO3TalLlyBaHHS KypCcopYy;

- MIPHU JOCATHEHHI MPaBOTO KPal0 CTOPIHKMA TEKCT aBTOMATUYHO MEPEHOCUTHCS HAa HOBHUH
PAIOK;

- HaTHCKaHHSA Ha KiaBimy Enter ctBoproe HoBui ab3ail.

BBeneHHst TekcTy 3IIHCHIOETbCS B OJHOMY 3 JBOX PEXHMMIB BCTaBKM ab0 3aMiHU. Y
peXHMi BCTaBKHM IPHU BBEAECHHI HOBOI'O TEKCTY TEKCT, L0 MICTHUTHCS B JOKYMEHTI, 3MIIIYETHCS
OpaBopyd BiJA MICI BBEIEHHS. Y pEeXUMI 3aMiHM CTapuil TEKCT 3aMIHIOETHCS HOBHUM.
[TepemukaHHs MK peXUMaMM 31HCHIOETHCS KiaBimero Insert abo moABIMHMM HATHCKAHHSM Ha
iHaukaropi 3AM y psnKy cTaHy. 3a 3aMOBYYBAaHHSM TEKCT BBOJHUTHCS Y PEXHMI BCTAaBKH.
[ToTouHUMiA pexxuM BiTOOPAKAETHCS B PAAKY CTaHY.

IIpaBuia Hadopy Tekcry:

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

- nepexi Ha HOBHMH PsIIOK B MpoLeci HAOOPY TEKCTY BiI0OYBAEThCS ABTOMAaTHYHO;
- 1106 nepelTH Ha HOBUH a03all, moTpiOHO HaTucHYTH KiaBinty ENTER ;

- MICJIA PO3AIOBOTO 3HAKy 000B’SI3KOBO CTaBUTHCS MPOITYCK;

- nepes po3/1iJI0BUM 3HAKOM IPOMYCK HE CTaBUTHCS;

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

- 3HaK «anoctpog» craBuThes 6e3 npomyckiB (ALT+039);

7



- 3HAK «THPE» CTAaBUTHCS 3 MPOIYCKaMHU 0 1 MICHIS 3HAKY: PO3PI3HIEThCA 3BUYAITHE TUpE
(ALT+0150) mns umcmoBux mnpomikkiB (Hampukian, IV — XI cr.,, 2006 — 2007 pp.) Ta
tunorpagceoke ado nosre tTupe (ALT+0151) — ams ycix iHIIMX BUMAJKIB;

- CJIOBA, K1 3aKJTFOYCHI B JIAIIKU YU JTYKKHA HE TIOBUHHI BIAAUIATHCS BiJl HUX ITPOITYCKAMH;

- JUTSl BBEJICHHSI PUMCHKUX ITU(Pp BUKOPUCTOBYIOTHCS BEJIMKI JIITEPH JATHHCHKOTO ali(haBiTy
C,D,LLLM,V, X (u - a., XVIcr.).

BupainenHsi CMMBOJIIB i TPyniM CHUMBOJIIB

B TtexcroBomy mporecopi omepauii 3MiHM MIPUPTY 3aCTOCOBYIOTHCS 10 BHIICHOTO
(GparMeHTy TEKCTY 4M, TPU BiJCYTHOCTI BHIICHHS, 10 CJIOBa, HA SKOMY PO3MIIIYETHCS KYpCOp.
3a 10MOMOr00 MHIIT MOXKHA BUIUIMTH CUMBOJI, CJIOBO a0o0 rpymy ciiB. [ Toro, mo6 BUAITUTH
dbparMeHT TeKCTy (CMMBOJI, CJIOBO a00 Tpyly CIiB), MOTPIOHO HA MOTO MOYaTKy HATUCHYTH JIIBY
KJIaBilly MHII 1, HE BIJNYyCKalO4M ii, NEpeTsArHyTH N0 KiHIA ¢parmenty. Kpim toro, moxHa
BUAUTUTH (ParMEeHT TEKCTY, KOPHUCTYIOUMCh KJIaBillaMH YIpaBIiHHS Kypcopom. [lpu 1pomy
noTpiOHO yTpUMYyBaTH HATHCHYTOO Kiasimny Shift.

3ayBaxuMo, IO €JIEMEHTaMH TEKCTOBOTO JOKYMEHTa TAaKOX € Pi3HI 00’€KTH: MAaIFOHKH,
Tabmuii, xiarpamu Tomo. B TekcroBoMy mporecopi Oyap - Ky Jif0 MOKHA 3aCTOCOBYBATH JIHILIE
JI0 BUJIIJICHOTO eJeMeHTa (CUMBOIIiB, 00’ €kTiB). ToMy, 000B’s13K0BO HEOOX1IHO CLIOYATKy BUOpaTH
(BUILUTUTH) €JIEMEHT, a BXKE IMOTIM BUKOHATH Jii (KOMaHIH, H - 1., popmaryBaHHs CUMBOIIIB). s
BUIIJICHHS BCIX €JIEMEHTIB JOKYMEHTY MOYKHA CKOpHCcTaTHCA KomOiHamiero knasim Ctrl+A (mat.).

PoGora 3 pparmeHTaMM TEKCTY

Jlnst BU@IeHHs, KOIIIOBAaHHS 1 epeMilleHHsT pparMeHTIB TEKCTYy BiINOBITHUHN (parMeHT
NOBUHEH OyTH CIOYaTKy BUAUIEHUN. Buainenuit ¢parMeHT BUAAISIOTH HATHCKYBAaHHSIM KJIaBilli
Delete. [lepemimienns pparMeHTy MOXHa 3MIMCHUTH: METOJIOM TIEPETATYBAaHHS, 3a JOIOMOTOO
komaHj Bripesats — BeraButh Ha Bkiaaui ['naBHas B rpymi bydep o6man, kombiHaLi€l0 KIIaBill
Bripesats (Ctrl+X), BeraButs (Ctrl+V).

CkomitoBaTi ¢parMeHT TEKCTY MOXKHA: mepeTsryroun 3 kiasimero Ctrl, 3a gomomororo
komana KomumpoBare — BceraButh Ha Briaani [nmaBHas B rpymi bydep oOman, xomOiHali€ero
knasim Komuposats (Ctrl+C), BeraButs (Ctrl+V).

dopmaTyBaHHS NapaMeTpiB CTOPIHKH

dopmaTyBaHHs MapaMeTpiB CTOPIHKU — 11€ MOXKJIUBICTh BU3HAYUTH PO3MITKY CTOPIHOK JUIs
OJIHO - 10araTocTOpiHKOBUX JIOKYMEHTIB, a TaKOX (hopMaTu narmepy.

Jlia oTpuMaHHS JOCTYIy A0 L€l KOMaHAM MOTpiOHO mepeiTh Ha BkJIaaky Pa3merka
CTpaHMIIBI HATHUCHYTH MAiarOHaNbHY CTPIIKY y IMpaBOMY HIKHBOMY KYTKy rpynu Ilapamerpst
CTpaHULIbl, BHACTIOK YOTO 3 SBUTHCA JiajoroBe BiKHO IlapameTpbl CTpaHUIBI B SIKOMY € TpU
posninu (3aknankn): Iona, Pazmep oymacu, Ucmounuk dymacu.

B odicHilt poOOTI BUKOPUCTOBYETHCS JIEKUJIbKa CTaHIAPTHUX po3MipiB manepy. o mmx
po3MmipiB BimHOCATHCS: A4 (21 cm mo mmwmpuHi 1 29,7 cM no Bucorti), AS (14,8 cm no mupuHi i1 21
cM 1o BucOT1), A3 (29,7 cm no mupuHi 1 42 cMm 1o Bucoti). OCHOBHUM Ipu poOOTI MU OyaemMo
BBakatu A4. Word no3Boisie mpaiioBaTH 3 JABOMa BUIAMM Opi€HTAllli, TOOTO PO3MILLECHHS
nanepy: KHukHa — SKIIO BUCOTa CTOPIHKM OlibIla IUpUHU 1 AnpOoMHa (HaBmaku). Po3mip
JMCTKA BCTAHOBIIIOIOTHCA Y po3aiiai Pasmep Oymaru. B Oynp - siKiif KHMOKII € BIZCTYNH Bif KpaiB
cropiHok. Li BigcTynmu Ha3uBalOTh MOJsAMU. Po3Mipu 1UX MOJiB HEOOXIJHO BCTAHOBUTHU Ha
nepuiomMy erarni po0oTH 3 TeKCTOBUM JokyMmeHToM. € 4 nons: Bepxuee, Huxknee, JleBoe, IIpaBoe.
Takox JTMCTKN MO>KHA 3IIMBATH 1 JJIS1 TOTO, MO0 1€ He BIUTMBAJIO Ha IOJIS ICHYE CIielialbHe ToJIe,
sIKe BCTAHOBIIOEThbCS 3BepXy abo 3miBa 1 HazuBaeThes Ileperier. B mpoMy BUMagKy TEKCT Ha
JUCTKY Oynae po3MINIyBaTUCh: JiBe TMoje + meperuier. Po3mip 1 BUA TONIB, TMeperieT
BCTaHOBIMIOIOThCA Yy po3aini Ilons. BeraHoBneHi mapameTpu MOXyTh OyTH 3MiHEHI B Ipolieci
po6OTH HaJl JOKYMEHTOM.



f Mapame TpeI cTpanmub Ej

;..n?.;i.’".. | Pasmep Gymarn | McToursa Bymarn

nona
Bepxree: 1cm Homes:  1on

Neeoce: 1,5an Mpaeos: 1,5;m

< <
< | <h <y

Nepenner: O [onowesme nepenneta:  Cneea

OprerTaums

Kretenan  amsbonHas
CTpaHHub

HECKONLKD CTRaHHY ! Oberas v

Obpaseu

MpemeHnTe: KO BCEMY AOKYMEHTY W

10 yMON4aHI0. .. | ok || omena

Ipu¢r. BcranoBaeHHs Ty, po3Mipy i cruiro mpudra

HIpudt — ne Heoznauysane noHATTs. Ulpudrt Mae xapakTepucTuku:
—Kernp — po3mip, BUMiproeThest y myHKTax (T abo pt) . Hanpuknan 72 nt — 2,54 cm — 1
ITIOWM.
—Tapuitypa — ctuns HanmcanHs: KypcuB (Haxunenuit), [lomyxxupnsiid, IlomyxupHbiit
KypcuB, OObIYHBIN.
—Haz3Ba (kaTeropisi+oco0auBoCT1).
—IloninsaroTh mpudTH HA TUIIH 32 KATETOPIAMHU:
—mpudTy 3 3aciukamu (H-1., Times New Roman);
—pyOueni mpudrtu (1-1., Arial).
[Tigxateropiss — MoHommMpuHHI mpudTH, Hanpukiax Courier New. B takux mpudrax
CHUMBOJIM MAlOTh OJHAKOBY HIMPHUHY.
I'penbki OykBU 3HAaX0AAThCS y MIpU@TI 3 Ha3Bow Symbol: a, B, @, u, 0, Q, Y.
3MIHUTH WpPUPT MOXKHA 3a JONOMOT0I0 BKJIaAKH ['010BHa, abo aianoroBoro BikHa Lpudrt.
B cnucky Ulpudrt, mo po3kpuBaeTbes, BUOMparoTh TUN HpudTy, B cnucky Pasmep mpudra
3aJal0Th po3Mip CUMBOJIIB, a kHonkamu [lomyxupusiii (Ctrl+B), Kypcus (Ctrl+]), [ToguepknyTbIii
(Ctrl+U) 3miHIOIOTH CTHJIb IX HamucaHHs. Bcl Tpyu KHONKM MOYHA BUKOPUCTOBYBAaTH OJHOYACHO.
KpiM 1ux KHOMOK € Ile KHOIKHU JUIsl 3MIHH KOJbOPY JITEp, 3MIHU KOJbOPY BHJIIIECHHS TEKCTY,
3MIHHM po3Mipy WPUQTY Ta 1HIII.

C?ﬂ d ) ~ o -r;i ? v Cnucok Wpugh
-
- fnasHas Bcrasxa Pa 3 npam e CTEARW
By : Times New Roman 251

Bcrasute ¥ abe X, X' Aa> 3 - A -
Bydep obmena '+ Wpndr
KHONKK 3IMmiHKM rapHiTypu Cnwcox Pazmep wpudrta

Hianorose BikHo Ilpudr. B HIKHIN yacTHHI BOTO 1a70OrOBOrO BiKHA HABOJUTHCS
NPUKJIIA] TEKCTY, HATUCAHOTO Y BIAMOBIIHOCTI 3 33JJaHUMU MTapaMeTpaMu MpPHPTY.



UbwdT | irepsan

Upsdr Hywpraen Baowmep
HOM00HA ToRCT a0 i
+3aronosen ~ [ 8 -~
KypCre 9
Agercy FB NOMYyxIpreat 10
Algatian NOMYIPeRst KyDOS
Aral v 12 v
[per reccral (oaveporesae
Asto ¥ (eer) v
Ber 2ot rteraw
[ seepoyrsi [[Jc resnmo [ maree rporssoese
[ apcvoe saueprreanme [ goreryp [ gee nporwcrese
] maagrporenat [] newroarames [ cxpumesd
[ moacTporenst [[] yronneswasi

DOpIOY

+OcHoaHOR TexCT

W T Tenn! N0 OCHOBHOND TEKCTA. VCNOMYyerest WOnDT ONDEAGARETON TECYLLSH TEMOH
AccymenTa,

Mo yromeeung. ., | l oK I | Crmvena

Bruagka Nel “Illpu¢gt”

1. Bubupaemo tun mpudry 3i ciucky Hlpudr.

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

3. Bubupaemo po3mip mpudty 3i ciucky Pazmep. (H - n., 10 o, 14 o, 18 T, 26 0T).

4. Cnomucok, mo po3KpuBaeTbcs, — [loguepkuBaHue Hajmae HECTaHIAPTHI BapiaHTH
MiKPECICHHS TEKCTY (H - 1., TOJIBIHHOI PHCKOO YU ITYHKTUPOM).

5. Komip BimoOpaskeHHs TEKCTY 3MIHIOIOTh B CITUCKY L[BeT Tekcra.

6. Konip miakpecnenHs BUOHparoTh 3i criucky LiBeT moguépkuBanusi.

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

Bxuagka Ne2 “UurtepBan”

1. Macmra6 (3a 3aMOBUyBaHHSM aBTOMAaTHYHO).

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

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

4. KepHuHT 117151 3HaKOB pazMepoM: (ABTOMATHYHA HACTPOIKa KEpHIHTa, TOOTO 3MEHIIIEHHS
IHTEepBaNiB MK JEIKUMH MapamMu 3HakiB. [Ipu KepHIHTY 3HaKHU B CI0BaX 37al0ThCs PO3MILIECHUMHU
O11b11 piBHOMIpHO. KepHIHTYM BUKOHYIOThCS TUIbKH Tl ipudTiB True Type).

BcraBka cnenmiaJibHHX CHMBOJIIB

— [Ilim yac ompaioBaHHsS TEKCTOBUX JOKYMEHTIB 4YacTO BHUHHUKAE TOTpeda BBECTHU
crieliaibHl CHMBOJIM, SIKI BICYTHI Ha KiaBiarypi. i 1poro moTpiOHO Ha BKJIaALl
BceraBka B rpymi CumBonbl BuOpatu Bunaaarouuid crnucok CUMBOIIBI, /1€ BUOpaTH

NoTpiOHUIT CHUMBOJ, YM BIAKPUTH JiasoroBe BIiKHO CHMBOJBI 3 LBOTO CIHCKY 3a
JOTIOMOT00 KOMaH !

Hpyrue cumBosl... Jani:
y criucky HpudT BubpaTt mipupT CUMBOIY;
— y cnucky Habop B 00paTu K0JI0BY CTOPIHKY UIsi BUOOPY CUMBOJLY;
— BHKOPHCTOBYIOYH CMYTY POKPYYYBaHHS, 3HAHTH HEOOXITHUIA CHUMBOT,
— o0partu HEOOXiTHUW CUMBOII 32 JIOTIOMOTOI0 KYpCOpY;
HaTUCHYTHU Ha kHOTKy OK
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CHpmel | Coegiansre 3acn
Wondt: |Courer New hd Hafop:  sonomamTEncHAS naTYERUE-] v
A IS A R ™ kA : .. | 4 a | ia
alalalalale|¢leléleleé|i|i|i|1|D
. t . . 4 .
f|O0|6(0|8|6|x|e|uja|0|U|y|P|IV|[A
= | 3 m = = | = i =
alkla|A|alC|e|Cle|c|e|(C|e|D|d|E
A = il - 2 o o P - =1 A = 2 -
dlE|e|E |e|L|e|k|€ E|&fl { SERCaNCHNE; —~
Panee ANONEI0eseUIecs OMBOn:
A ' n | | » o | ]
=23 [ lelwlofu|" ] ]-]=]
|| @lY|op | n
LATIN SMALL LETTER ETH Koa »aea: 0OFD W Ovea0g (WwecTin) v
| Anzasamessa... | | Coumtaress knamn,., | Coverawrs kmamau: 0CFD, Ak+x
| Bcraenrs | | Otmeris

30epiranHs 10KyMeHTIB
1. Harucuite Knonky “Office” (abo xomOinamis kmapim Ctrl+S, abo xkHonka CoxpaHUTh
(muckera)) Ta BuOepiTh myHKT CoxpaHuTh uu COXpaHUThH KaK.
2. Y BIAKpPUTOMY [i1aJIOTOBOMY BIKHI 30€peKeHHsS JOKYMEHTY 3HaWIiTh 1 BiIKpUHTE
HEOOXI1/IHY IaIKy.
Beenite iM’s1 jokymeHnTa B o Ums daiina.
HatucHiTh kHONIKY COXpaHUTB.

> ow

JlabopaTopna poGora Ne2. CtBopeHHs Ta ¢popMaTyBaHHSI CIIUCKIB

THumanus o1 ycro2o onumysants ma OucKycii
2.1. MapkoBaHHI CTIHCOK.
2.2. HymepoBaHuii CIIMCOK.
2.3. baraTtopiBHEBHil CITUCOK.
Ayoumopna nucomosa poboma
BukonaHHs cTyIeHTaMH TECTOBHX 3aBaHb 3 MUTaHb TEMU 3aHSTTI.

Memoouuni pexomenoauyii
Knrouoeumu mepminamu, Ha po3yMIHHI AKUX OA3YEMbCA 3AC60EHHA HAGUATLHO20
Mamepiany memu, €. MApKOBaHUI CIIHCOK, HyMEPOBAHUN CIIUCOK, 0araTOpiBHEBHI CIIHCOK.
3 memoro 2nud0K020 3AC60EHHA HABUATILHO20 MAMeEPIAy NPU CAMOCHMIUHOMY 6UGUEHHI
memu CmyoeHmy apmo 0codugy yeazy 30cepeoumu Ha maKkux acneKkmax:

Cnucok — 1€ CyKynHICTh a03alliB, Ha IOYaTKy KOXKHOTO 3 SIKMX CTOiTb HOMep abo
mapkep. Mapkep — cuMBOJI a00 PHUCYHOK, SIKI BUKOPHUCTOBYIOTHCSI 3 METOIO HAJaHHS OiIbIIOL
BUPA3HOCTI a03alaM CIUCKY, IO HA3WBAIOThCS €JIEeMEHTaMH CIIMCKY. SIKIIO poiib Mapkepa
BiJIiTpa€ CUMBOJ, TO HOro ¢opmar JIErKo 3MIHUTH, a SKIIO PUCYHOK — 3MIHMTH Mapkep y MS
Word HemoximBo.

Crucku BUKOPUCTOBYIOTBCS 3 METOIO MOJIETIIEHHS CIPUUHATTS iHpopMallii B TOKyMeHTi. Y
MS Word e Tpu TUnHM CHHCKIB: MapKOBaHi, HyMepoOBaHi Ta iepapxiuHi (OararopiBHeBi). Hinkue
HaBEeJIEHO 3pa3Ku KOKHOTO 3 THITIB.

3pa3oK MAPKOBAHOIO CIIMCKY: 3pa3oK HYMEPOBAHOIQ CIMCKY:
— 1 kypc; 1. 3ycrpiu.
— 2 Xypc; 2. 306o0pwu.
— 3 Kypc; 3. Kondepentis.
— 4 kypc. 4. CumIosiym.
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3pa3ok iepapxiuyHOro CIHUCKY:
1. MaremaTuKa.

1.1. Buia mareMaTHka.

1.2. Teopist iMOBIpHOCTEHA.
MaremaTudHa CTaTHUCTHKA.
MareMaTtuuHe mporpamMmyBaHHSI.
®dinooris.

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

Nogak~wn

Jlna cmeopennsn cnuckKy 3 HaSBHOTO TEKCTY BapTO BUIUIMTHA HEOOXITHI a03aIy 1 HATUCHYTH

Bi/INIOBiHY KHOIIKY IaHeNi iHCTpyMeHTiB Popmamuposanue.Mapkepu ~~  — Uil MAPKOBAHOTO

§ —
3 —

P —

cnuicky abo Hymepauis — JUIsl HyMEpPOBaHOTo. SIKIO MOBTOPHO HATHCHYTH HAa KHOIIKY,
orepartisi CTBOPEHHS CIIHCKY CKaCYEThCS.

SIK1I0 MOTPIOHO BBOAMTH TEKCT Y PEKUMI CIHUCKY, TO TaKi KHONKH HATUCKAIOTh TEpe]
MIOYATKOM BBEJICHHS 1 CTBOPIOIOTH a03amu. Toxi KokeH ab3am BUPI3HATUMETHCS BiIMOBIIHHM
yuHOM — a00 Mapkepom, abo Hymeparuiero. (s BiAKIIOYEHHS IBOTO PEKUMY CIIiJ[ MOBTOPHO

HATUCHYTU Ha Ty caMy KHONKY masemi@opmamuposanue: Mapkepu ~~ : — I MapKOBaHOIO

§ —
3 —

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

[H1mMit cnocid cTBOpEeHHST HyMEPOBAHOI'O CIUCKY — IOYaTH MO0 caMOCTiiHO, TOOTO ovyaTu
ab3arg 13 HOMepa. [Ticas 3aKIHYECHHSI ab3amy 1 HAaTHUCHEHHS Ha
kiasimi Enter penakrop Word nactynauii ab3ai moyHe 3 HACTYITHOTO HOMepa. BimkimodeHHs
pexXuMy HyMepallil B IIbOMY pa3i 3/11iCHIOETbCS NUIIXOM CTUPAHHS HOMEpa B HaCTYITHOMY a03arii.

VY npotieci 3acTOCyBaHHs KHOINOK naHelni Popmamuposanue:

. —_ i —
o g —

Mapkepu °~ — 1A MapKOBaHOTO CHUCKYy ab6o Hymepayis — JUI1 HyMEpPOBaHOTO
BUKOPHCTOBYBATUMYTHCSl MApaMETPU CTBOPEHHsS CIHCKIB, MapKepuW Ta CTWIi, BCTAHOBJICHI 3a
3aMOBYYBAHHSIM Y TIEBHOMY I1a0JIOH1, a00 Ti, 110 3aCTOCOBYBAJIUCSA OCTAHHIMH.

[TapameTpu CHHUCKIB MOYKHA HAaJAIITOBYBAaTH, BHUKOPHUCTOBYIOUH MJISi HBOTO KOMAaHIY
MmeHto @opmam!]Cnucoxk. IloTiM, TepeKIIOUMBIIMNCG HAa MNOTPIOHY BKJIAJKy J11aJOrOBOTO
BikHa Cnucok, Tpeba BUOpaTu BOYAOBaHUN CTWIIb CHHMCKY a00 CTBOPHUTH HOBHMH MOTrO CTHIIb,
oOpaBIIM Ul 3aMiHU TEBHUN CTWIb CIUCKY, MICIAS YOTO HAaTHCHYTU HAa KHOIKY M3menums 1 B
JaloroBOMY BikHI M3menenue cnucka 3aaatu HeoOxiaHi napamerpu (puc.4.1-4.6).
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Puc.4.1. [lianorose Bikno Cnucox/Hymeposannuiii

P

Crncox .9
Maorpoearesi | Hynepoparsi | Mugroypoonesesi | Grwcok crined |

= o -

HeT - o *

= o -

- < » .

- > » .
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Puc.4.3. diamoroge BikHO Cnucox/MapxuposarnHviii

:Cnucw X

| Mapop i | Hymep w1 | Mugroypoeseeesi | Crwcox crined
19 1. °
HeT a) 11, >
) PR — .
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Puc.4.5. ianorose BikHO Cnucox/ Mnozoypogueguiii

MHO20YPOBHEBO2O CNUCKA
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Puc.4.2. [lianorose
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Puc.4.4. [lianorose

BIKHO M3menenue MAPKUPOBAHHO2O CNUCKA
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Puc.4.6. lianorose BikHo H3menenue




ITin qac CTBOPCHHS lepapxigyHUX CITUCKIB BUKOPHUCTOBYIOTh KHOTIKH

nay
"
n¥
"

naneni Qopmamuposanue s (Vmenvwums omemyn ta Yeeruuums omemyn) 3 METOIO
CTBOpEHHS piBHIB. TexXHOJOrIs X 3aCTOCYBaHHS:
1. 3amoBHUTH EBHUH CTHIIH 1EPAPXIYHOTO CITUCKY.
2. CTBOpHUTH OJHOPIBHEBHIA CIIHCOK.
3. HeoOximni ab3aru 3a JOMMOMOTOO X KHOIIOK 3MEHIITUTH 32 PIBHEM.
AJIbTEpHATUBOIO 3aCTOCYBaHHS KHOIIOK € BUKOPUCTaHHS KiaBimi Tab (MOHU3UTH PiBEHB) Ta
KoMmOiHanii kiasim Shift + Tab (36ineimTy piBeHs).

Oonopienesi ma 6azamopienesi cCnucKu

[Tig yac cTBOpEeHHsI MapKOBaHOTO a00 HYMEPOBAHOI'O CIIMCKY MOXHAa BHKOHATH OJHY 3
TaKUX JII:
1. Bukopucraru 0i0gioTekn MapkoBaHMX a00 HyMepoBaHMX cHHMcKiB. MoxxHa
BUKOPUCTATH MPONOHOBAaHI 3a IMPOMOBUYAHHAM (OpPMATH MapKepiB 1 HOMEpPIB JJs CIIHCKIB,
3MIHUTH CIIMCKH BIAMOBIIHO JI0 BIIACHUX MOTpeO abo BuOpaTH iHII hopMatu 3 610I10TEK CIUCKIB.
2. M@opmatyBaTH Mapkepu a6o HoMepu. MoxHa 3a7aTH JUIsl MApKepiB a00 HOMEPIB CITUCKY
dopmat, BimMIHHUK BiA (opMary TEKCTy y chucKy. Hampukmian, MoxXHa BHUIIIUTH HOMEp Ta
3MIHUTH KOJIp BCiX HOMEPIB, HE 3MIHIOIOYH KOJIip MPHQPTY CAMOTO TEKCTY.
3. Buxopucratu pucyHku ado cuMBoOJIM. MOKHA 3pOOUTH JOKYMEHT a00 BeO-CTOPIHKY
HAOYHIMIMMH Ta IIKABIIIMMHU, TOJABIIU JI0 HUX CIHCOK i3 MapKepaMu Yy BHUTJISAI PUCYHKIB a0o
CHMBOJTIB.

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

Ilumanus 014 ycHO20 onumyeantsa ma OUCKYcii
3.1.CtBopeHHs TabnuIll (MaTIOBaHHS, BCTaBKA).
3.2. BBegeHHs 1aHUX y TaOJIHIIIO.
3.3. BcraHoBJIeHHS Ta BUITYYECHHS PAJIKIB 1 CTOBIIIIB TaOJIHUII.
3.4.dopmaryBaHHS TaOIHIL.
3.5. BukoHaHHs 00YMCIICHD B TAOJIHIAX 32 JJOMTOMOTOI0 MaTEMaTHYHUX (POPMYII.
3.6. CtBOpeHHS Ta (hopMaTyBaHHsI KOJIOHOK.
Ayoumopna nucbmosa poboma
BukoHaHHS cTyeHTaMH TECTOBUX 3aB/IaHb 3 MUTAHb TEMH 3aHSITTSL.

Memoouuni pexomenoauyii
Knwuosumu mepminamu, na po3ymiHHI AKUX 0A3YEMbCA 3AC60EHHA HABYAILHOZO
mamepiany memu, €:.CTBOpEHHs Tabnu1li, GopMaTyBaHHs TaOIUL, pelaryBaHHs TaOJIHIII.
3 memoto 2nub0K020 3AC60CHHA HABUAILHO20 MaAmMepiay npU CAMOCHMIUHOMY 6UBUEHHI
memu cmyoenmy 6apmo 0coonaugy yeazy 30cepeoumu Ha MaKkux acneKmax:

1. CTBopeHHs1 Ta0 Ui

Tabnuus cknagaeTbest 3 KOMIPOK, K1 YTBOPIOIOTH CTOBIIII 1 pAAKH.

Word 2007 mae Taki MOXJIMBOCTI JIsi CTBOPEHHS TaOJIHUII:

1) HamanroBaTH TaOJIHIIIO;

2) IBUJIKE BCTABJICHHSI TaOJIHIII;

3) BCTaBUTH TaOJIHIIIO.

Tabnuito ManmoTh, KOJIK AJS CTOBIMYMKIB 1 PAAKIB XOUYTh MAaTH Pi3HI po3mipu. SKio
noTpiOHa TabIuI CTaHAAPTHOTO BUIIIALY, Kpallle BCTABUTH TAOJIUIIIO.

[lepen crtBOpeHHSM Ta0aMIl HEOOXITHO MOpaxyBaTH, CKUIbKM CTOBIIIB 1 PSAIKIB BOHA
NOBMHHA MaTH. AJjie B OyJb-IKOMY BUIIA/IKy MOXHA J0JaTH CTOBITYUKH a0O0 PSIKH.

HamaawoBaTu Ta0auo
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1. Bukonatu komaHy
Berasaennsi/Tabaunsi/HakpecanTu Tadanny. BkaziBHuK muri
npuiiMe GopMy OJTIBIIA.

H4HA PozmiTka cTopiHERW Nocuai

2. Knamaytn 1 mepersrHyTM BKa3iBHHK Mumn, 1100 e [l aa [P
HaMaJIIOBaTH MPSIMOKYTHHK PO3MIPOM B IUTY TaOJIHUIIIO; ORI || Pvrox TRagia einyps S

3. Knammaytn  3Bepxy a00 3HHM3Yy TPSIMOKYTHHUKA 1 | Baasnenss ra6amui
MEPETATHYTH BEPTHKAIBHI JIHIT JJI PO3IIJICHHS CTOBIIIIB. %%EEE%EE%%

4, Knannyru Ha JiB1H abo Npasiit CTOPOHI NPAMOKYTHUKA | | == A A O0E0
NEPETATHYTH TOPU3OHTAIIBHI JIHIT VI PO3IUICHHS PSAAKIB. OOOO0Ooonnn

HIBuaxe BcTaBJEHHS TA0JIHIL EEEEEEEEEE

1.TlocraButu Kypcop, Ae Mae OyTH TaOiuisd 1 BHUKOHATH %%EEE%EE%%
komanay BeraBienns/Tadauus. 71| Berasumm Tabmayo...

2.B po3aini BeraBiaeHHs: TA0JMIi, TPUTPUMYIOUH JIBY KIABIY | 7 Haxpecwm rabamyo
MUIIKH, 3adapOyBaTh HEOOX1THY KUTBKICTh PSAAKIB 1 CTOBIIIIIB. :

3. SIK TIIbKM KYpCOp BiAIYCTHTH, PO3MIp TabmIli 3adiKCyeThCs 1 | 48 Ereirporsa zabnma Exce
BOHa Gyie po3MillieHa B JOKyMeHT. Bei KOMipky HOBOT TaGIuIi mycTi i | = SpecTasn '

MalOTh OJTHAKOBUIU PO3MIp.
BcTraBuru TadIMII0

1. BcraBuTtH Kypcop Ha Te MicIie, e TOBUHHA OyTH TaOIHIIs.
2. Bukonatu komanny Berasiennsi/Ta6auns/BeraBuTi Ta01umio.
3.V BikHi Jianory BUOpaTH KUTBKICTh CTOBIIIIB 1 PS/KIB.

W4. B momi A.BTOI[lllﬁlp WHPHHH  CTOBNLIB BUOpaTH [ . e E]EI
ITocTiliny abo 3a BMicTOM, 200 32 INIMPUHOIO BiKHA.

5. Hatucuyru OK. Posmip TabmiL
Excnpec-Tadauui KipkicTe cTosnus: |5 =
Konekuisa eKCIpec-TadJINIIb MICTUTH rabJIoHU KinkKicTe pRaKis: 2 =
MOTIEPEAHBO BiI(hOpMAaTOBAaHUX TaOJIHUIh 31 3pa3KaMH JTAHUX.

ABTOAO0DIP WMPKHK CTOBNLUIE
Bukiukaetrscsa KOMAaHIOH

. (*) nocTifina: ABTO P
Bcerasaenns/Taduuusa/Excnpec-Tadauui. =

() 33 BMICTOM

3anoBHEHHA TA0J M _
() 33 WMPMHOW BikHa

[Ticns crBopenHs Tabmuii i MoxHaA 3amoBHUTH iH(Mopmalieo. KoxkHa komipka €
CBOEPITHUM OKPEMUM JIOKYMEHTOM, B sIKii MO>KHA BBOJMTHU /10 KUIBKOX a03alliB 13 30epeKeHHsIM
BIJOMHX MOXJIMBOCTEH iX (opmaTyBaHHA. B Komipii MO’KHa BCTaHOBUTH IIPUQPTH, BIACTYIH,
1HTepBaNH, TaOyJIs11i10, BUPIBHIOBAHHS.

Jlnst mepexoy B KOMIipKy cripaBa — Tab, B koMipky 3iiBa — Shift+ Tab.

[Tokn koMipkH IycTi, MOXKHa TepecyBaTHcss —>ab0€. Komu KOMipKH MarTh TEKCT, TO
MU KJIaBIIIIaMH TIEPECYBAIOTHCS MTOCUMBOJIBHO JI0 KIHIIS TEKCTY 1 @K TOJ1 Y CYCIAHIO KOMIPKY.

Takox Mo’kHa 311 CHIOBATH MepeXi] MK KOMIpKaMH 3a JOMOMOTO0 “MHIII”.

2. ®opmaTtyBaHHA Ta0aUIi

HesanexHo Bij cioco0y cTBOpeHHs, (hopMaTyBaHHs TaOJIULI MOJSATAE Y TOMY, 110 TaOIHII
HAJAI0Th MEBHOTO opMary.
Jnst Tabnuitio opMaTyBaHHs MOTPIOHO BUAUIATH 11 KOMIpKH.

Buaisiennsi komipok, psiakiB, cTOBNIIB Ta0uILi

{06 BUALIMTH KOMIPKY, TIOTPIOHO MEPEBECTH Ha HEl KypCOp MHUIII JI0 MOSIBU CTPUIKH &, 1
KJIAI[HYTH MUIIE0, KOMIpKa 3a(apOyeThCsl B YOPHUNA KOJIP.

100 BUAUINTH CTOBMYUK JOCUTH 3BEPXY HaJ TAOIUIECIO MEPEBECTU Kypcop MHILI MPOTH
CTOBITYHMKA 1 KOJIU 3 IBUTHCS CTPUITIKA AN, KIAIIHYTH MHIICIO.

{00 BUAIMUTH PAIOK, JOCUTH 3711Ba 3a MEXaMU TAaOJUIIl EpeBECTH Kypcop MPOTH psijiKa 1
IICIIS TIOSIBA CTPUIKH <! KJTAIHYTH MHUIIIEIO.
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[I1o6 3HATH BUAUIEHHS, TOTPIOHO KIAIHYTH MHIICIO 32 ME€KaMU TaOJIHII].

[Ipu BcraBnenHi Tabmuii 3’sBisaThes ABI pogatkoBux Brjaagku KOHCTPYKTOP i

MAKET.
Kouncrpykrop

BuxopuctoByeThes 11t popMaTyBaHHs TaOHIII.

I ';.'J‘ HE9- )+ NokymenT2 - Microsoft Word TaBAnuHi 3HAPAAAA
a
—/ OCHOBHE BcrasneHHA Po3miTEa CTORIHKK MNocunadkxa Pozcunkmn PeLeHIYEaHHA Burnag Po3poGHHEK Haagyaosw KoHcTpykTOp MakeT

<54 3aTiHenHn ©

- (s Meski| -

] Pagok saronosxa [¥] Nepumii crosneus

- 0,507

PAAOK NiAC/MKIE Ocranifi crosneus

¥| Cuyru paaxis Cmyru cTosniE < Konip nepa ~

Cruni Ta6anup

TlapameTpy crnis TabanLE

1. Hapamempu cmunie mabauys.
1.1. Paaok 3aroyioBka - XxoBa€ a0 BUBOJUTH HA EKPaH.
1.2. Psaiok miicyMKiB — BUBOJAWTH OCTAHHIH PSAIOK 3 IMiJIpaxyHKaMH.
1.3. CMmyru paaKiB — BUBOAMTH JIiHIT PSJIKIB.
1.4, Ilepmmii cTOBIEIH — BUBOJIUTH, XOBAE MEPITUN CTOBIIEIID.
1.5. Ocranniii croBrens — BuBoanTe a00 X0Ba€ OCTAaHHINM CTOBIIEL.
1.6. Cmyru cTOBIIIB — XOBa€ a00 BUBOJUTH JIiHI{ CTOBIIIIB.

Hakpeon mexi

- 2 H
Hakpecm Tymea

T2
1F]

2. Cmuni maonuuyp.
3. 3aminennsa — 3agapoosye Komipku.
4. Meowci — 6u00uUmMb BIiKHO 0J11 6CHAHOBIEHHA MEICI.
5. Haxpecnumu meorci.
5.1. Tun niHii - BITKPUBAETHCS CIUCOK 3 TUIIAMU JIIHIN 1 KIIAITHYBIIA MUIIICIO BUOHPAETHCS.
5.2. ToBuHa JiHIT - BIOKPUBAETHCS CIHUCOK 3 TOBIMMHAMHU JiHiK Bim 0,25 mo 6 1T,
KJIAIHYBIIW MHIICIO BUOpAaTH MOTpiOHE.
5.3. Koutip niepa - BiIKpHBAETHCS NATITPA KOJbOPIB I TPAHUITH TAOJIHUIII.
5.4. HakpecnuTu TaOIHIIO — Kypcop CTa€ y BUTIISAI OMIBIS 1 HUIM MATIOE€THCS TaOIUIIS.
5.5. 'ymKa - 3HUIILYE PSAIKY 1 CTOBIII B TAOJIHIIL.
3. PeparyBanus taéanui
Maket
BuKOpUCTOBYETHCS IS pefaryBaHHs TaOJIHIII.
p} HES9- )+ Hoxyment2 - Microsoft Word Tagnuri SHApALAR
_.J Ocrosne Bcrasnenns PosmiTka cTopinkm Mocunarna Poscunkm Burnag p Hag6yaosn Komcrpykrop Maker
g ; 5 i == s : S35 A= n
B Bnacrmsocr Buaanutu E;z:ux;u B:ELa:;_m EC:T':iEEL:M E:;::L;:u 08 eapT 7}5&3‘,{?‘ i:s’:‘::: —ETDe-:ﬁID =3 Wmpura 4,22 v % || T Bupisrati wmpury crosnuis = QEHBTTE:;_‘M m‘ﬂT-i;:m 2:5:!; £ Gopmyna
Tabmmus PAgKi Ta cToBnuj ] OB egranns Posmip KAITMHKR & BupisHiOEaHHA Aati
=l I e e P B R P
1. Ta6ﬂuug. o ' N =LA
1.1. Buainutu — pi3Hi cnocoou BUIITICHHSL. | = omose  poran
. . Buginuti ~
1.2. Tloka3zaTu CiTKYy — 3’ SIBISIETHCA CITKA. 8| e s
1.3. BnacTuBOCTI — BiIKpHBac BiKHO Ul BUOOPY PO3MIPiB, BUPIBHIOBAHD B ||y smrnomnn
Ta6J‘[I/IHi. EH | Buainutn tadnuumo
2. Paoxku ma cmoenui. . cpmrcisatni el
Tabnus §| pagox | Crosnews | Kaimmica
2.1. Bumanutu — BUIAISA€ KOMIPKY, CTOBITUMK, —Sooem  fewmm |
ﬂ n&l ELEI [ wipurs:
pHHOK’ Ta6HHHI0' Aﬂe Hepe’u THM Buaanuy| | BerasuT BerasuTi ey
MOTPiOHO BUIIITUTH. - p—— B| B BlW s

¢ spea  noweTey

OfTiraris TexcTom

EE

EBuganuTh crosnu pasa

2.2. BcraBut 3Bepxy —
3BEpXY BiJl BUALIEHOTO.

BCTaBJII€ PAOOK
= Buganuti pagkn

[l Buganumu TaBauue

2.3. BctaBuT 3HU3Y - BCTaBISIE PSJAOK HUXKYE BIJ
BHUI1JIEHOTO.

2.4. BctaButn 31iBa — BCTABJISIC CTOBIUMK 3J1IBa  BiJ
BHUIIJIEHOTO.

2.5. BcraBuTH cripaBa - BCTaBIisi€ CTOBITYUK CIIPaBa BiJl BUIIICHOTO.
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AoaagaHHA KAITHHOK E] g]

HarucnyBmum Ha KHOTIKY B rpy1ii Psiaku i croBnmi,
3’IBUTHCSA BIKHO IS BCTABKM BKa3aHHUX BHUILE 00’ €KTIB. O
[[lo6 moGaBuTH 10 TAOIUINI IEKITbKA CTOBITUHKIB, © scrasumia uinwi crosnews
HEOOXIJTHO y ICHYIOYii TaOIuIll CIIOYaTKy BUAUTUTH TaKy KUIbKICTb. o< ] [(cecmem
VY KiHIi TaOnWIl MOYKHA AOJATH PSAMOK, HATHCHYBIIM KJIABIIIY
Tab, xonu kypcop 3HaXOIUTHCS B OCTaHHIH KOMIpIIi.
1. Oo0’conanna.
1.1. O6’enHATH KIITUHKY — BUIUTUTH JEKiJTbKa KIITHUHOK 1 HATUCHYTH JaHY KHOTIKY.
1.2. Po3nimuTy KIITUHKA - IUTATH HA 3a7aHy KUIbKICTh CTOBIIIIIB 1 PS/IKIB BUILJIEHY KOMIPKY.
BinkpuBaeTbcss BIKHO JiajioTy, B SIKOMY BBOJHTHCS KUIBKICTH CTOBIIIIB 1 PSJKIB 1

HaTucHyTH OK.
1.3. Po;numm TaOJHI0 — PO3AUIsiE TaONMUIO HA MiCLi Kypcopy Ha
I[Bl HJaCTHUHU. j #(] Bucora: 04Bam :
2. Po3mip knimunku. i e —

BTO406ip 32 BMiCTOM

2.1. ABromin6ip — miabip po3mipiB TaOIHUII.
2.2. BucoTa — BCTaHOBITIOETHCS] BUCOTA PS/IKA.

He Buminstroun KOMipoK TaOJMIll, MEPEBECTH Kypcop Ha BEPXHIO
TPaHMIIO PsIKa — 3°SIBUTHCS JBOHANpaBieHa CTpiika. HaTucHyTH 7By KHONKY MHII 1 He
BIJIITYCKAIO4H MEPETATTH CTPLIKY Bropy abo BHU3.

[lepetarTu Mapkepu CTOBITYMKIB Ha BEPTUKAIbHIN JTiHIAII Bropy a0o BHU3.

2.3. lllupuHa — BCTAaHOBIIOETHCS MUPUHA CTOBIIIIS.

He Buminsioun Komipok TaOnwuili, MEpPeBECTH Kypcop ‘“MHUII” Ha MpaBy TPAHULIO
CTOBITYMKA — 3’SBUTHCS JIBOHAINIpaBlieHa CTpiaka. HaTHCHyTH By KHONKY MM 1, HE
BIJIITyCKAIO4H, IEPETATHYTU CTPUIKY BIPAaBO ab0 BIIBO.

[lepeTsrHyTH MapKepH CTOBITYMKIB HA TOPU3OHTANIBHIH JIiHIHII BIpaBo abo BIIiBO.

2.4. BupiBHATH BHCOTY PSAIKIB - BUIUICHI PSIKH 3 PI3HOIO BHUCOTOIO BUPIBHIOIOTHCS 1
NpUHMAIOTHCS OJTHAKOBHH YHi(piKOBaHUH po3Mip.

2.5, BupiBHATH WHMPUHY CTOBMOIB -  BUIUIEHI

3ETOAOBIP 33 LIMPUHOW BikH3

3 3 8

GiKeOBaHA WMPUHA CTOBNLA

CTOBITYUKH 3 PI3HOIO IMMUPHHOI BUPIBHIOIOTHCS 1 MPUAMAIOTBCS | rons oo =2 rponcassren
OJIHaKOBUI YHi1(iKOBaHUI pO3MIp. sepere: (081 3] mee: o100 2
3. BupiestaHHﬂ. HIKHE: 0 % | mpae: 0,19 £
. . IHTepBanK Mix KNITMHKEMA 38 NPOMOBYSHHAM
3.1.  Bci cnocoOu BUpIBHIOBAHHS. o R =
3.2. Hampsmok TekcTy - y BHIUIGHIH KOMIPHI | mers
MOBEPHYTU TEKCT BEPTUKAIbHO. Lle KOPUCHO MNpU BY3BKUX | [ asroscsipposipe sasucron
CTOBH‘-II/IKaX. OK } [ Cracysath

3.3. Ilons KIITMHOK — BIAKPUETHCS BIKHO, B SKOMY
BUOpPATH PO3MIpPH MOJIB Y KIITHHII.

4, Jani.

4.1. CopryBanss — CopTyBaHHs IOJISATA€ y MEPECTAHOBLI 3aMUCIB BIMOBIIHO A0 JaHUX
y BuOpaHomy ctoBIm4uKy. COpTyBaHHSI MOKHA IIPOBECTH 3a 3pocTaHHAM (Ta andasiToM) abo 3a
3MEHUICHHSM (TIPOTH aldaBiTy).

BinkpuBaeTbcsi BIKHO, B SIKOMY BHUOUpAaeTbCs copTyBaHHs. KianHyTM 1o cHUCKY
»CopryBatn”, o0 BUOpaTH Ha3By oI (3ar0JIOBOK CTOBHII), IO SKOMY OYAyTh BiJCOPTOBaHI
naHi. Bubpatu nopsinok coptysanss 1 kiannytu OK.

CopryBaTi 1aHi MO’KHAa MAaKCUMYM I10 3 TOJISX.

[Ipu GaratopiBHEBOMY COpTYBaHHI B IKOCTI OCHOBHOTI'O IOJIS CJIiJ 33J1aBaTH caMe BaXKJIHBE
1oJje, a B IKOCTI OCTAHHBOT'O JOJATKOBOT'O — HAMEHII Ba)KITUBE.

4.2.  TIOBTOpPHUTH PSJIKH 3aroJIOBKIB — SIKIIO TAOJHIS Ha JEKiTbKAa apKyIIiB, TO IIamKa
TaOJIHII TOBTOPUTHCS HAa KOKHOMY 3 HHUX. —

4.3. TleperBopuTH Ha TEKCT — 3 TaOJNHWII CTBOPIOETHCS

%l <[ NMoETOPWTK PAAKK 3aronoBKis
TEKCT. — == MepeTEoPHUTU Ha TekeT
ok || sanns Jx opuyna
4.4. ®opmyna. A
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BukoHaHHS 004YHC/IEHL
Axmo Tabmuisg Mae YMCIOBI JaHI y KOMIpKax 1 HajJ HUMH Tpeba BUKOHATH TIEBHI
00YHCIIeHHS, TO TOTPIOHO:

1) Po3micTuTtu Kypcop y KoMmipkax, Jie TOBUHEH OYTH Pe3yJIbTaT OOYHUCICHHS,
2) Bukonatu komanny Maxker/[lani/®@opMyia, BIIKpUETbCA BIKHO  Jiajiory
®opmyia, B IKOMY MOXKHA BUOpaTu Gopmyiry. m— X
a) apudMeTHuHi GOpMyIIH; PR
=2+3+4/6
b) azipecHi hopmyIi; | 3
=A1+B1+C1-C4 premmaematet
c) Joriui hopmyIu;
Ilo 3amoBuyBanHi0o Word mnpomoHye oO4HMCICHHS (GOPMYIH
SUM(ABOVE), sika 03Ha4ae J01aBaHHs YMCEIl PO3TAIIOBAHUX BHIIEC BHILICHOT KOMIPKH.
SUM(LEFT) — nonaBanHs ymcen, sIKi pO3TaIlIOBaHi 3)1iBa BUALIICHOT KOMipPKH.
SUM(A1, C1) — nonaBanHs 4mcell, Kl pO3TalIOBaHi B JAHOMY Jl1alla30Hi.
3) SIkmo moTpiOHO, MO0 pe3ynpTaT MigPaxyHKIB BiJOOpakyBaBCS SK TIPOIIOBA
OJIMHUIIA, SIK IPOLIEHT, KJIAIIHYTH Ha ciiucky dopmat HoMepiB i BuOpatu noTpiOHUI Gopmar.
4) B mom BcraButm (QyHKIIIO MOXKHAa BCTaBUTH Taki (YHKIII, SK MiHIManbHE

3HAYEHHsI, MAKCUMaJIbHE 3HAYCHHSI, CEPE/IHE.
5) Knamayrn Ha OK, mo6 36epertu ¢popmyiry, hopmar i 3aKpUTH BIKHO J1aJIoTy.
S0 3MIHUTBCS BMICT OJIHI€T 3 KOMIPOK, fKa BXOJUTh B Jlama3oH B GopMyii,
ABTOMATHYHO 1 3MIHUTBCA pe3yJbTaT MiJpaxyHKiB. Po3MicTuTH Kypcop B KOMipmi, sKa Mae
dopmyny 1 HatucHyTd <F9>, m100 MOHOBHUTHU pPE3yNbTAT MiAPAXyHKIB IICJIS BHECEHHS 3MiH B
KOMIPKH, SIKI BXOJSITh B OPMYITY.

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

llumanns 014 ycHo20 onumysants ma OUCKycii
4.1. JliarpaMa B TEKCTOBOMY JIOKYMEHTI.
4.2. 3acobu CTBOpEHHS Jiarpam.
4.3. CtBOpeHHs 6a30B0i Jiarpamu.
4.4. PenaryBanHs 0a30B01 TaOIHIII.
4.5.HactporoBaHHs 30BHILIIHBOIO BUY TaOJIHIII.
4.6. [liarpaMu 171 iCHYFO4O1 TaOJIHUII.
AyoumopHa nucbmosa poboma
BuKkoHaHHS CTYA€HTaMH TECTOBUX 3aBJIaHb 3 MUTAaHb TEMH 3aHATTSI.

Memoouuni pexomenoayii
Knwouosumu mepminamu, na po3yMiHHI AKUX O0A3YEMbCA 3AC60EHHA HABGUATLHOZ0
Mmamepiany memu, €. 1iarpama.
3 memoro 2nud0K020 3AC60EHHA HABUATILHO20 MAMEPIAYy NPU CAMOCHMITHOMY 6UGUEHHI
memu CIyOeHny 6apmo 0cooUgy yeazy 30cepeoumu Ha MaKux acneKmax:

Bceraska giarpamu B nokyment Word 2007.

Hiarpama (BekTopHa rpadika) BUKOPUCTOBYETHCA [IJII HAOYHOTO TIPEJICTABICHHS 1
nopiBHAHHS AaHuX. [licnsa BcraBku niarpamu Ha Crpiuni BikHa qogatka Word 2007 3'sBisroTbes
KOHTEKCTHI 1HCTpyMeHTH "PoGota 3 miarpamamu", posniieHi Ha Bkiagku Koncrpykrop, Maker 1
®opmar. KoHTeKCTHI iHCTpYMEHTH 3a0e3MeuyroTh 3MiHa TUITY, JaHUX 1 MakeTa Jiarpam, a Takox
ix ¢popMaTyBaHHS
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Hokymentl - Microsoft Word Pa60Ta  AarpaMmami @fﬂ

NasHan Bcraska PasmeTka cTpaHuusl Ceninkn Pacceinkm

oW, @ B 5

Bua P Kowcrpyktop Maket Dopmat
S |1l T ‘ ’
Vsmenuts Tun Coxpanuts || CTpoka/cronbety Bei6paTs WsmeHuTs OBHOBHTS ke |l & — i I ]
AMArpaMMbl  Kak WabnoH A3HHEIE  JaHHBIE  A3HHEE i || L

Tun Dankbie Makersi auarpams CTuam Auarpamm

CxemaTnuHi aiarpamm (opranirpamm)

7'

3a JOTTOMOT 010 KHOIIKH e naHei
iHcTpyMeHTIB ~ PucoBanme  abo meHro  BcraBkallOpranmszammonnas — (CxeMaTudeckasi)
IyarpaMma o JOKYMEHTa MOXKHa JI0JlaBaTh CXEMaTW4Hi JiarpaMy pi3HHX THIIB, 30Kpema:
CTPYKTYPHHUX 3B’S3KiB, IIMKJIIYHI, IIJIbOB, pajiajibHi, fiarpamy BeHHa Ta mipamigaibHi giarpamm.
iarpamu He 3aCHOBaHI Ha YUCIaX 1 BAKOPUCTOBYIOTHCS JIJIsl HAOUHIIIOTO M IIKABIIIOTO TOTaHHS
MaTepiany.

Jliarpama CTPYKTYpHHX 3B’SI3KiB 3aCTOCOBYETHCSI 3 METOI BiOOpaXEHHS CTPYKTYpH
CHCTEMH, i€papXiuyHUX 3B’S3KiB y Hill. [liarpama BeHHaBHKOPHCTOBYETHCS IS BiOOpaXKeHHS
MICIIb TIEPEKPUTTS eleMeHTiB. [[ukitiuHa miarpama 3acTOCOBYETHCS, 100 1TIOCTPYBATH IMPOIIECH,
K1 MaioTh TpuBaui muki.llipamiganpHa giarpamMa BUKOPUCTOBYETHCS 3 METOIO BiOOpaskeHHS
0a3ucHO-HaAOynoBHUX 3B’s3KiB. LlinboBa miarpama — uist BiioOpa)KeHHsI KPOKiB, IO BEAYTh J10
HamiueHoi mimi. Pamianpna niarpama — naias BimoOpaXeHHS 3B°SI3KIB €JIEMEHTIB 3 OCHOBHUM
€JIEMEHTOM.

[Ilo6 BuOpatu THUO [iarpaMy, TMOTPIOHO KJIAIHYTH KHOMKOKO Ha BIAMOBIAHOMY THII
JiarpaMu y AiajJoroBomy BikHi bubnmoreka quarpamm .

ata ||| o || 56
Al&|@®

OpraHH3aUHOHHAA ANArPaNMa
Orobpawere CTPYKTYPS! O THOWEHIH

[OK ][Omena]

bibnioTeka miarpam

Jlogarouu 10 JOKyMEHTa jiarpaMu abo 3MIHIOIOYM B)K€ HasBHY B JOKYMEHTI Jiarpamy,
HABKOJO Hel BiloOpaxaeTbcs MOJIOTHO, OOMEXKEHE HEIPYKOBAHOK MEXKE 3 MapKepamu
yIpaBlliHHSA po3MipaMu. 3a JONOMOIOK KOMaHJ 3MiHH pO3Mipy JAiarpaMd MO>KHA 30UIBIIMTH
MOJIOTHO JJISl 3pYYHOCTI poOOoTH abo mpubpaT 3aiiBuil MpOCTip, MepecyBaroud Mexy OJnK4Ye 10
niarpamu. Pa3oM 13 moJoTHOM AiarpaMu BiIKpUBAeThCs NMaHeb Juarpamma (puc.S).

mrmwmama v xj
i Qobaeute purypy ~ Maker v  Beifpat v .fo e ﬁ 116% ~

[Tanens iHCTpYMeHTIB [InarpamMma

HatucHyBimim Ha KOXHY KHOMKY maseni Jluarpamma, peTeabHO BUBYITH 3MICT KOMaH] 1
3’gcyiTe X NpU3HAUYEHHS.
3 meroro (opmaTyBaHHS OpTraHi3alliifHOI JlarpaMH 3arajoM BHKOPHUCTOBYIOTh TOTOBI

2
ot

CTI/IJ'Ii, 10 MOXXHa BI/I6paTI/I AJI1 3aCTOCYBAHHS, KIIAIHYBIIIW HA KHOIIKY ma”eni I[HarpaMMa.
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r“ G/THOTEKA CTHAEH OPTAHHIALMOHHBIX JHAT PaMM X

BribeprTe CTHAL AHArPaMMLI:

Koutyp

ABOHON KOHTYP

HHPHLIA KOHTYD l ]
OCHOBHDIS UBETS
Teres

Orosse
Obverest user

-
Mywmmo&n
el ) () e )

Monocs!
Penced
Pencedrbil rpaanenT
KBaapartHbie Tenn J J
Kapxac

J )

Lok | [ omea ]

bibmioTeka cTuitiB oprasizamiiaux giarpam. Bubip ctuiro giarpamu

Jis KO>)KHOTO THITY JiarpamMu BIacTUBi ¢BOi cTwili. YacTiHH Iiarpamu (opMaTyIOTHCS Tak

camo, sk (Irypu: HUISIXOM J0AaBaHHS KOJIbOPY 1 TEKCTY, 3adapOyBaHHs, TEKCTYpH 1 (JOHY 3MiHU
TOBIIMHH 1 TUTTY JIiHII.

JlabopaTopHa podota NeS. PoGora 3 00’ekTamu

Ilumanus 0na ycHo20 onumysauHs ma OUCKycii
5.1. BcraBka mantoHKa.
5.2. 3MiHa po3MipiB MaTIOHKA.
5.3. [lepemimieHHsATa KOMIIOBaHHS MAaJIOHKA.
5.4. MamioHOK y TEKCTI.
5.5. CTBOpeHHS OYKBHUIIb.
5.6.Hanuc y Tekcri.
5.7.PenaryBanHs Ta 0OPMIICHHSI HAIIUCY.
5.8.BcraBka Ta hopmaTyBaHHAGDOPMYII.

Ayoumopna nucemosa poboma

Bukonanus CTYACHTaMHU TCCTOBUX 3aBAAaHb 3 ITUTAHb TCMHU 3aHATTA.

Memoouuni pexomenoauyii
Knwuosumu mepminamu, na po3yminni AKUX OA3YEMbCA 3AC60EHHA HABUATLHOZO0
mamepiany memu, €. Haric, MatoHOK SmartArt, 06’ ext WordArt, gpopmyua.
3 Memoto 2n1ub0K020 3AC60EHHA HABUAILHOZ0 Mamepialy npu caAMoCmillHOMY 6UBUEHHI
memu cmyoenmy eapmo 0coonaugy yeazy 30cepeoumu Ha MaKkux acneKmax:

1. Po6ora 3 rpadikoro B 1okymentax Word 2007

I'padika - ne oquH 3 HaBaxMBiLIUX eneMeHTiB JokymeHTa Word 2007. I'padika OyBae
JIBOX BHJIIB - pacTpoBa 1 BekTopHa. PactpoBa rpadika y Word 2007 moxxe OyTu 3aBaHTa)keHa 3
rpagiudoro ¢ainy (3 posmmpenasim BMP, TIFF, PNG, JPG a6o GIF) a6o 3 iHmoi nporpamu
(manpuknan, rpadiuaoro pemaktopa Adobe Photoshop). Bekropna rpadika moxxe Oyt cTBOpeHa
B nokymeHTi Word 2007 abo BcTaBieHa B JOKYMEHT 3a JIOIIOMOIOI0 BOYHOBaHMX rpadidHHUX
3aco01B Word 2007.

VY nokyment Word 2007 MOHa BCTaBUTH HACTYMHHI TUNHU rpadiku (MalIOHOK, rpadidHi
00'ekTH, MagOHOK SmartArt, mgiarpama) 3a momoMoror kKHomok Mamonok, Kiin, ®irypw,
SmartArt, po3ramoBanux Ha Bkiaui "Berasnenus" y rpyni "lmtoctpanii” ta liarpamu.
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bd 88 (P 2 fl

Pucydok Kaun ©Ourypel SmartArt Juarpamma

Mamocrpayun
Kpim Toro, rpadiuni o6'ektu abo BekTopHy rpadiky Hammc i WordArt MokHa BCTaBUTH 3
rpynu "Tekcr" Ha Bkiaii Berapnenns.

M J Al A &% CTpoka noanucu ~
= _f);_”l,aTa W BpEMA
Hagnuce 3xcnpecc-6nokn WordArt Bykenua
& v - *¢d ObvekT ~
Tekar

[Ticna BcraBku rpadiku B gokymeHT Word 2007, Ha Crpivmi 3'SBIATECS KOHTEKCTHO-
3aJIeKH1 IHCTPYMEHTH IIiJ] 3arajbHOI0 HA3BOIO, SIKE B1IOOPAKAETHCS y 3ar0JIOBKY BiKHA MPOTPaMH.
KOHTeKCTHI 1HCTpYMEHTH, PO3/1JeHI Ha KOHTEKCTHI BKJIAQJKH, 3'SIBISIOTHCS TUIBKH TOJi, KOJU B
JOKYMEHTI BUAIEHO 00'€KT MEBHOTO THITY.

—dopmar y rpymni "PoboTa 3 MmamroHkamu" (BCcTaBKa pacTpOBHX MAJIOHKIB 3 (ailny 1 KIIIy);

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

—KoHCTpykTOp, @opmar y rpymi "PoGora 3 mMamronkamu SmartArt" (BCTaBKa MaJrOHKa
SmartArt a5 Bi3yaabHOTO TpeACTaBICHHS iHpopmartii);

—KOHCTpYyKTOp, Maker, @opmar y rpymni "Pobora ¢ nmiarpamamu" (BcTaBka JiarpaMu Aiis
MIPEJICTABJICHHS Ta TIOPIBHSHHS JaHHX );

—dopmart y rpymi "Pobota 3 Hanucamu" (BcTaBKa MonepeHbO BiAGopMaToBaHUX HAIKUCIB);

—¢opmar y rpymi "PobGota 3 of'ektamu WordArt" (BcTaBka AEKOPaTHBHOTO TEKCTY B
JIOKYMEHT).

PactpoBi mamioHku (pactpoBy rpadiky) i KA MOXXHA BCTaBISATH a00 KOIIOBAaTH B
JOKYMEHT 3 0e3niul pi3HHX JKepell. PacTpoBi ManlOHKH CTBOPIOIOTHCS PI3HUMH TpadiuHUMU
JnojaTkaMu ab0 TeXHIYHMMHU 3aco0amu (ckaHepamu, ¢oroamaparaMu i T.JI.) 1 BCTaBISIOTHCS B
nokymeHT Word 2007 3 daiiny abo npuknaanoi nporpamu. BeraBky rpadiku B Word 2007
3/IICHIOIOTH B T€ MICIIE JIOKYMEHTA, JI¢ BCTAHOBJICHHIA KYPCOp.

2. BcraBka pacTpoBoro MajioHka 3 ¢aiiay B nokyment Word 2007.

BcraBka maintoHKa 311CHIOEThCSI HACTYIIHUM YMHOM: B IOKYMEHTI TpeOa BUSHAUNUTH MicCIe
BCTaBKU MAaJIFOHKA, BCTAHOBUBIIM TaM Kypcop, MOTIM KJIAIHITh Ha KHOMII MaltoHOK Ha BKJIA/LI
BceraBnenns y rpymni 3o0pakeHHs. Y BIKHI Jiajory BUOpaTu HEOOX1THUHM (aili 1 1Bi4l KIalHYTH
Ha HbOMY, MaJIOHOK Oyne ycraBieHuid y nokymeHT. Ha Crpiuni BikHa nomatka Word 2007
3'SIBJISITbCSI KOHTEKCTHI 1HCTPYMEHTH 3 Ha3poko "PoOoTta 3 MamroHkaMu", sIKI TOMIIIEHI Ha
KOHTEKCTHIM BKIaani dopmar.

e\ d 9 0 Tt Mcoottod T T, 2
o/

—/ Tnagwas  Beraska Pasmerka crpakmuel  Ceokm Pacceinkn Peuersuposanme  Bug  Paspabotumk Gopmar

¥ ) 5 a *Y
2 Aprocte ¥ A, OxaTve pUeyHKoB _jvlmopma PUCYHKE ¥ j j Ha nepex| # |2 BeiposHats * [

I e e R =7 1] 23w
() KonrpactHocrs * &L‘lmemnbpwnox ‘ ‘ ‘ ‘ \ zrpaunuapwqwa' Ty Ha 3agHm i B
| ‘ ‘ Monoxetue O6pe3ua::":16’5m <

i‘{(;ﬂepexpatmb' mit’:potnapanemospmyma ™ () 3DdeKTH AR pUCyHKE v @O&exanneremon' S Nosepryrs

VsmeruT Crinm pHyHKos b YnopARo4HTS Pasmep

BukopucTOBYIOUM KOHTEKCTHI IHCTPYMEHTH, HasiBHI B rpynax (3miHUTH, CTHIII MaJIIOHKIB,
VYnopsakysatu, Po3mip) Ha Brimagmi dopmar MOXKHAa BHUKOHYBATH Pi3HI Aii HajJ MaJlOHKaMHU.
Hanpuxknan, penaryBatu (3MiHIOBaTH SICKpaBICTh, KOHTPAacTHICTh 1 T.1.), QopmaTyBaTu
(3acTocoByBaTH pi3HI CTWJI), YNOPSJIKOBYBaTH (BU3HAYATH TOJIOKEHHS MANIOHKa 1 OOTIKaHHS
TEKCTOM), 3MIHIOBaTH PO3MIpH (3MIHIOBAaTH PO3MipH, BUKOHYBAaTH OOpi3Ky MalFOHKA 1 3aMIIICHHS
TEKCTY).

k1o HeoOXiTHO BITHOBUTH 3MIHEHUH MATIOHOK B IMOYaTKOBUM CTaH, Tpeba KIAIHYTH HA
komaHi "CkuaHHs nmapaMeTpiB MadroHka". J{71st BUKOHAHHS Oy/Ib-sIKUX OTepaliid HaJl MaJIFOHKOM
fioro Tpeda nomnepeaHbO BUIUIUTH.

3. BcraBka B TOKYMeHT roToBux (¢iryp (BexropHa rpadgika).
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BceraBky roroBux ¢iryp B gokymeHT Word 2007 BHKOHYIOTH KHOmMKow ®irypu.
KonTtekctHi iHCTpyMeHTH "cpeacTBa pucoBaHud", momimeHi Ha Bkiiaamni dopmar, siki 3'SBISIOTHCS
micas BcTaBku Dirypu, 3a0e3medytoTh pearyBaHHs Ta (opmaTyBaHHS TOTOBHX (iryp, a TaKoX
CTBOPEHHSI BEKTOPHUX MAIIOHKIB 3 TpadiuHux 00'ekTiB. BeKTOpHUI MaIrOHOK, CTBOPEHHH 3
rpadgigyHuX 00'€KTIB, € TpadiUHIM 00'EKTOM.

(/D,,\\ H@d9-0 _l\ . Joxymertl - Microsoft Word CpeAcTsa pucosal i \ =X
=
nagHan Bcraska Pa3MeTka CTpaHnubl Ceninku Pacceinkn F Bug Pasp: Dopmat
\ \ [E6E) 1 3anueka durypel ‘ n) "l G j 4, Ha nepeatuii naad * |2 BeiposHats ~ E‘J 20w *
3 R & v
AR DU G- . . . . Z, Kontyp durypet ~ 250 <p G <p 24 Ha sagHuii nnan ~ pynnUpoBaTh
SddexTal i O6bem MonoxeHue = &
bé NG { } {,\3 . _)) WsmeHuTe Gurypy ~ TEHM T L v % . E O6TekaHue Tekcrom * Sk MosepHyTs * o2,
Berasutb Gurypsl Crinnn duryp {F} 3P PexTsi TEHM O6bem Ynopsagounts Pasmep iF]

Heo0xigHO BiA3HAYMTH, IO MPH CTBOPEHHI BEKTOPHOTO MANIOHKA 3 rpadiyHUX 00'€KTiB
CIIOYATKy CJIiJ] BCTaBUTH B JOKyMeHT mnosioTHO (BcraBka / ®irypa, motim BuOpatu "Hose
noJoTHO"), a MOTIM po3MilryBaTH B HbOMY (irypu i uninii. [lomoTHO cripuse ynopsaKyBaHHIO
MaJIOHKA 1 CTBOPIOE KOPJIOH (PaMKy) MK MaJIOHKOM 3 IrpadidyHUX 00'€KTIB Ta IHIIOK YaCTHHOIO
JNOKyMeHTa. [[ys 3MiHN po3Mipy MOJIOTHA MOYKHA BUKOPUCTOBYBAaTH KOHTEKCTHE MEHIO.

4.BcraBka maawHka SmartArt y nokyment Word 2007.

ManroHok SmartArt (BekTopHa rpadika) 3aCTOCOBYEThCS IS BI3yalIbHOTO TPECTABICHHS
iHdopmanii. KonrekctHi iHCTpyMeHTH mija Ha3Bow "Pobora 3 mamonkamu SmartArt" po3aineHi
Ha JBi KOHTeKcTHI Bkianku KouctpykTtop i Dopmar, mo 3'sBUIHCS Iicias BCTaBKH 00'€xTa
SmartArt, npu3HaueHi Ui pearyBaHHs Ta (bopMaTyBaHHﬂ 00'exTiB Bi3yasibHOI iH(pOpMaIIii.

» — _— -
/cn,, \Lﬂ ") - Je= Llokymeml Microsoft Word Paém =aron x|
3
Tnassan  Bcraska  PasMerka crpaMuusl  Ceenkw Paccsinkw  Peuewsuposakve  Bug  Paspabotumk | KoWarpyktop | Gopmar
=) Ao6asnTb Mapkep e n - 00 @&
d 3 J=— — o [mm | H = = b
2 Cpasa aneso —— - ® = =]
Dobasute — || MsmeruTs - = - - - BoccraHosuTs
durypy ~ Ke ﬂj O6nacts TeKcTa| - 2 usera > — 2 PUCyHOK

Co38aTb PUCYHOK MakeTsl Crunu SmartArt Cépoc
5. BeraBka 06'ekra Hanuce B jokyment Word 2007.

BcraBka momepennbo  BimdopmartoBaHux 00'ekTiB  Hamuc  (BekTopHa rpadika)
3aCTOCOBYETHCSI ISl HECTAaHAAPTHOI BCTAaBKM HEBEIMKHX TEKCTiB. KOHTEKCTHI IHCTpyMEHTH
"PoGora 3 Hanrcamu" BkiIaaku DopMaT BUKOPUCTOBYIOTHCS ISl 3MIHH pO3MIpY 1 Q)opMaTyBaHH;I
00'eKTa, CTBOpEHHS 3B'SI3KYy MK JeKiabKkoMa o0'ekramMu Hamuc i ais 3acTocyBaHHS 1HIIMX

edekTiB.
leLd 9~ © 3 e - vicosoh ord v——-.——pasompu_
s nasHas Bcraeka PazmeTka CTpaHuLsl Ceninkn Pacceinku Py P Bua Dopmar
M A—_E Hanpasnenue Tekcra % 3anuexa durypel ‘_J 1 \l e ‘j 41 Ha nepeanwii nnan ~ | BriposHats * 3-‘| S
&9 C034aTb (BA3L . . . . Z Kowtyp dmrypei 290, <P h : 3y Ha sagrwit nan v 1] Tpynnwposats B =
Hz,’;:;‘ziim PasopBathb (B43b J) WsmeHuTb durypy ~ B?Qtikjﬂ ‘7, OE?EM 9 ﬂuno;:(enme E OBTekaHue Tekcrom ~ S| MosepHyTs j 657 ¢
Tekar CTnan Haanncen ¥ 3o dexTni TeHU O6bem YnopsgounTs Pasmep iFl

6. Bcraka WordArt B noxkyment Word 2007.

WordArt (BekTopHa Trpadika) BCTaBIAETbCS 3 KOJEKLIl JEKOPaTUBHUX TEKCTIB s
CTBOpeHHSI (irypHoro tekcry B AokyMeHTI. KonrTekctHi iHcTpymeHTu "PobGorta 3 o00'ekTamu
WordArt" Ha Briaani dopMaT mpu3HaveHi /Ui peJaryBaHHs, (opMaTyBaHHS W YHOpPSIKyBaHHS
(GIrypHOIO TEKCTY.

IGREERTIR) w Jokymentl - Microsoft Word - e WordA“ |
fca
7 TnasHas ~ Bcraska  PasMerka panuusl  Cconkm Pacceinkw Bua D ®opmat
& 2 = S o -t — 3| ne U NAaH Ehe
. ,“ AV i E i T W &1 3anuska urypel ‘ i l & ] 3 Ha nepeats Iz slozien =
q s ||| WordArt warm wworda,, w.rllr[ WordArt 2 + Z Koryp durypsi ~ —J 030, b G <d J B, Ha 335wk hia
smenmTs V\Hrepsa’l g : = Sodexte = O6em A Monoxenue __ || S0t
Teker = = 4\ Vsmenuts durypy v | remn - 3, v 5 v [ O6Texanme Tekcrom * Sk~

Tekar Cruam WordArt S deTsi TeHu OBven YnopaaoumTe Pasmep

Jlnst mepeTBOpeHHs! BOYIOBAHOTO B TEKCT MaJIOHKA (BCTABJICHOI'O SIK CUMBOJI TEKCTY) a0o
1HIIOTrO rpadiyHoro 00'ekTa B mepeMillyBaHHi (110 3HaXOAUTHCS B rpadiuHOMY 1api) HEOOX1THO
BUOpaTH OJWH 13 CTHIIB 00OTikaHHs y BikHI "OOTiKaHHS TEKCTYy" Ha KOHTEKCTHIM Bkmamami. Jlis
NEPETBOPEHHS TEPEMIIyBaHOTO MajllOHKa y BOyJIOBaHHIl B TEKCT MaJllOHOK Tpeba BuOpatu y
BikHI "OOTiKaHHs TekcTy" komaHny "B Tekcri".
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7. YnipoBauKeHHsI B TEKCTOBHIi JOKyMeHT GopMy.1:

1. 11106 BCTaBUTH B TEKCTOBUH JOKYMEHT (OpPMYIy MOTPIOHO BKa3aTH Micle JUIsl BCTABKU
(dopMysH, BCTAHOBUBIIIN B HHOMY TEKCTOBHH KypCOp.

2.V MEHIO BcraBka BubepiTh komaHy O0’exT, a MOTIM BiJIKpHIATE
BKiagKy Co3naHue AianoroBoro BikHa BceTaBka oObekTa.

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

Bcragka o6bekTa v.9f

Cosaanme | Cosaarine v daFing

Tun obvexTa!

Corel BARCODE %3 A

Corel PHOTO-PAINT X3 Image

CorelDRAW X3 Exchange Graphic

CorelDRAW X3 Graphic

POF Document [[] B enae shauxa

RealPlayer G2 Control
RegWizCtrl hdl

PesyneraTt

. Bcraexa nosoro ofvexTa THna “Microsoft
Equation 3.0" 8 AoKyMeNnT,

Lok ][ omes |

Hianorose BikHO BeraBka 00bekTa/penaktop hopMyi

4. CtBopiTh (QopMylly, oOuparoun Ha MaHe’dl 1HCTpyMeHTiB Popmyina (puc.2) noTpiOHi
mrabJIOH 1 BBOJASYM CHMBOJIM 3 KJIaBiaTypu. Y BEpPXHbOMY pSAKY KHOIOK TITaHENi
iHCcTpyMeHTiB Dopmyna mictaTbest moHax 150 cumBomniB. HukHIM psAAOK BHKOPHUCTOBYETHCS 3
METOI0 BUOOPY pi3HUX IIA0JIOHIB, MPU3HAYCHHX ISl TOOYI0BH Jpo0iB, IHTETpajliB, CyM Ta iH.

<z jab. WiE 2¢e® -l ¥3 ENC dcol | Awb AQ®
Oolzuso| [ods | D o ([0 | B

[Tanens iHCcTpyMeHTIB DopMmyrna. Bubip madmoHiB s cTBOpeHHS (HOpMYITH

5. 106 nosepuytucs B Microsoft Word, knainiTh Ha KHONKY B JOKYMEHTi, aie 3a
MexaMu (HOpMYIIU.

SIKII0 BM JOMYCTMJIM MOMMJIKY y MpOIeci CTBOPEHHS (OpMyINH, TO MOXETe YCyHYTH ii
TaKUM YHHOM:

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

- Jnst 3MiHE QOPMYJTT BUKOPUCTOBYWTE KHOIIKM MaHes i iHcTpyMeHTiB DPopmyia.

- 11106 noBepuyTHcs B Microsoft Word, knamHite B TOKyMeHTI.

- 3 MeTor 3MiHH po3Mipy (opMyaH, TOTpPiOHO HATHCHYTM HA Hiil KHOIKOIO i

MEePETATHYTHU JIarOHAIbHUIM MapKep po3Mipy B MOTPIOHOMY HaIPsIMI.

3ayBakeHHS. SIKmo moTpiOHI MPONMYCKM MDK CHMBOJAMH, BapTO aKTUBI3yBaTH
ctuis Teker 3 menro Ctuib BikHa peakropa dpopmyn Microsoft Equation 3.0.

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

Tlumanns oas ycHo20 onumyeants ma OUCKYCil
6.1. KonoHku.
6.2.BuHOCKM.
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6.3.ITocumanns.
6.4.Kononturynu, Hymepailis CTOPIHOK.
Ayoumopua nucemosa poboma
BukoHaHHS CTyJeHTaMH TECTOBUX 3aBJIaHb 3 MUTAHb TEMH 3aHSITTSL.

Memoouuni pexomenoayii
Knwuoeumu mepminamu, Ha po3ymiHHI AKUX 0A3YEMbCA 3AC60CHHA HABUATbHO20
Mamepiany memu, €. BAHOCKH, TOCUJIAHHS, KOJIOHTUTYIIH, €JICKTPOHHUHN 3MICT.
3 Memor 21ub0K020 3aC60€HHA HABYANILHO20 Mamepialy npu CamMoCmillHOMY 8UGYEHHI
memu CHyO0eHmy apmo 0cod1ugy yeazy 30cepeoumu Ha maKkux acneKmax:

CTBOpEeHHS KOJIOHOK

[1100 po3MICTUTH TEKCT y KOJIOHKH, OTPiOHO:

1. BuminuTu TEKCT, MPU3HAYCHHH I PO3MINICHHS Yy KOJOHKax ab0 pPO3MICTHTH Kypcop Ha
M0YaTKy HOBOTO JIOKYMEHTY.

2. Buxonatm komanay Po3mitka cropinku/Ilapamerpu cropinku/CroBnmi. Binkpuerbcs
CIMCOK MOXIIMBUX CTOBIILIB — OHA, JIBi, TPH, JIBOpPYY, MPaBOpy4. A BHOpaBIIN KOMaHIY
JloaTKOB1 CTOBMII, BIAKPUETHCS BIKHO Jianory ,,CTOBHUI”, B SKOMY BCTAHOBIIIOIOTHCS TaKl
napameTpu:

2.1. Tun. BuOpatu Tum KOJOHOK: OJHA, ABi, TpH, JiBOpy4Y abo mpaBopyy. Knaunysim Ha
OJIHIH 3 KHOTIOK, B BiKHI ,,3pa30K” 3'SBUTHCS pE3YJITAT BUOOPY;

2.2. llupuna i npomikok. B 3aneXHOCTI Bil KUIBKOCTI KOJOHOK MOXKHa BKa3aTH, SIKY
KOJIOHKY peZlaryBaT, BBECTH IIUPHHY KOXKHOI KOJIOHKH 1 pO3Mip MPOMDKKY MK HUMH.

2.3. KojioHkH oaHaKoBOI mIMpPUHU. BcTaHOBUTH 1Ieii mapaMerp, SKIIO MOTPiOHO, 1mo0 BCi
KOJIOHKHM MaJIi OJTHAKOBHIA po3Mip. Toi i mpoMikKoK Mixk HUMH Oyze yHipiKoBaHUM.

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

2.5. Ilpuminutu. et cnucok Mae Tinbku 2 enementa. Jo ycporo moxymenta i Jlo KiHIA
JOKyMeHTa. SIKIIo mepen BiIKPUTTAM BikHA OyB BHIUICHHH TEKCT, TO BCi HapamMeTpH
OyIyTh CTOCYBATHCS TUIBKH HOTO.

3. Kuamnyru Ha xHormi OK.

Word Morxe 3anponoHyBaTH po6oTy 3 12 kojmoHkamu ajie Ha ¢popmaTi A4 Bxke 3 KOJOHKH
OyIyTh HAaCTUIbKH BY3bKUMHU, L0 BXK€ OyAyTh BaXXKO yMTaTHCA. TOMy He ,,rpaiiTecs” 3 BEITUKOIO
KIUJIBKICTIO KOJIOHOK.

®opMaTyBaHHS KOJOHOK

Jns toro, mo6 BigdopMmaTyBaTH KOJOHKH, JOCTaTHbO BUAUIUTH TEKCT, PO3MIIIEHUN B
KOJIOHKAX 1 BUKJIMKATH BiKHO Jiajory Po3miTka cropinku/Ilapamerpu cropinku/CroBnui.

106 nepeiiTu B ciilytouy KOJIOHKY HE 3aKIHUMBIIN MEPUIOi, TOTPIOHO BUKOHATH KOMAHIY
Po3mitka cropinku/Ilapamerpu cropinku/Po3pusu/CroBnens.

B onHOMY 1 TOMY X JJOKYMEHTI MO’KHA BUKOPUCTOBYBATH Pi3HI MapamMeTpH (popMaTyBaHHS
JUISL PI3HUX PO3/LTIB.

KoJusionTuTy 1M

3 0JaTKOBUX MOXKJIMBOCTEH (hopMaTyBaHHs HalyacTillle BUKOPHUCTOBYETHCS MOXKJIMBICTD
CTBOpPEHHS KOJOHTUTYJIB. KojoHTuTynamu € o6nacti, po3TamioBaHi Ha BEPXHbOMY 1 HIXKHbOMY
HOJISIX CTOPIHOK JOKYMEHTA. Y KOJIOHTUTYJaX, sIK MPaBUIIO, PO3MIILYEThCS Taka iH(opMarllis, sk
Ha3Ba JJOKyMEHTa, TeMa, IM'Ss aBTopa, HOMEpH CTOpiHOK abo mgara. Ilpu BuKOpHCTaHHI
KOJIOHTUTYJIB B JIOKYMEHTI MO>KHA PO3MIII[yBaTH B HUX Pi3HUI TEKCT AJs MapHUX ab0 HEemapHUX
CTOPIHOK, JUIsl MEPILIOi CTOPIHKKU JOKYMEHTA, 3MIHIOBATH IOJIOKEHHS KOJIOHTUTYJIIB Bl CTOPIHKH
JI0 CTOPIHKH 1 1HIII.

Hnst podotu 3 xomontutydamu y Bopa 2007 npusznadena mnaneab "KogonTutynam'
("BcraBka").
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2 WzmEsuTE B20NHMIT KOAOHTHTYA

j YAAIUTD BEPXHUA KOAOHTHTYA

=

A l =l 3xcnpecc-6nokn = | Crpoka ng
: A

_g.a@za W Bpd

[Ticns BCTaBKU KOJIOHTUTYJ AOCTYIHUHN
JUISL pellaryBaHHs, MPU LbOMY 3'SBISIETHCS
KOHTeKCTHa  cTpiuka  "Kowcmpyxkmop"
(Pob6oTa 3 KOJIOHTHUTYIIaMHU).
BinpenaroBanwuit KOJIOHTUTYJT MOJKHa
JOJJaTH B Tajepelo KOJIIOHTHTYIIB 32
JOTIOMOTOr0  omilii "36epeemu  udinenuii
@pazmenm 6 KOAEKYil0 BEPXHUX/HUINCHUX
Kosoumumynig".

HanamryBaHHS KOJTOHTHTYJIY

Psanok "Koncmpykmop" KOHTEKCTHOTO
iHcTpymeHTy "PoboTa 3 kosoHTHTYIaMuU'"
N03BOJISIE  IIBUAKO  MPOBECTH  TakKi
HaJIAIITYBaHHS KOJIOHTUTYILY:
e pi3HI KOJOHTHTYIH MJIS
HETapHUX CTOPIHOK;

e OKpEeMHUH KOJOHTHUTYII
CTOPIHKHU;

e YTa€HHS OCHOBHOTO TEKCTy TiJ dac
pOOOTH 3 KOJIOHTUTYJIAMU;

e BCTaBKa 1  peJaryBaHHA
CTOPIHKHU;

e YIPABJIIHHS MOJIOKEHHIM KOJIOHTHUTYITY;
e BCTaBKa B KOJIOHTUTYN PI3HUX OO'€KTiB:
MOTOYHA J]aTa 1 Yac, MaJlOHKU, CTaHIapTHI
6moku, 00'extu ClipArt.

napHux 1

I TIepuIol

HOMepa

Aoxymentl - Microsoft Word

K3 CTPasnLE Ceeuemn Paccsnks PRUEHIMPOBIHME Bry
cenpecc-Gaokn - l

pe ¥ BepyHenty MepediTh K MuKHEMY

KONQNTHTYA KONOMTUTYAY T AEK S
AR MNepexogm

o
EURRE SR, ¢ 1 ¢ 1 2°1+3 é-1+5 |

)

———

Pasora ¢ KOACHTNTYNAMA

34 Mpearizyups pasaen

(5} Crezyowmi pazaes

KorcrpyxTop

Ocobrill KOADHTNTYN A5 NEPEOH CTPANMLE

PazHBIe KONOHTHUTYAR AAR HETHED M HENETHEI (TRaHAL
sgeae V| MNoxazare Texcr JokymenTa

Mapamerpm

|[BaeavTe HassaxmHe AokymeHTa]

Bepo i KOnoHTHTYR

KOJ’IOHTI/ITYJ'H/I MOXHa HaJIalITOBYBAaTU

[BuiGepure patyl

OKpEMO I PI3HUX PO3AUTIB. A€, IJsi IHOTO
MOTPIOHO PO3ipBaTH MK HUMH 3B'SI30K, OCKUIBKH 32 YMOBYAHHSM BCl KOJIOHTUTYJIH 3B'SI3aHI Mixk
coOoro. I nporo tpeda mepemTu 10 TOro KOJIOHTUTYIY, SIKUH Tpeba ohOpMUTH MO-1HIIOMY, 1

"BIAITYCTUTH" KHOMNKY "SIk B monepeqHboMy posini'.
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AorymeHtl - Microsoft Word P3B0T3 C KONOHTHTYAIMH

A CTPAMMUE Coumem Paccunkm PeyeNIND OBIHME Bug KoHCTpYKTOR
pecc-Gaorn = ! j: Mpegaaywein pasaen Ocobriv KONORTHTYA ANA NEPEOR CTRARMUEI
e Sy Cregyowmii pazaen PasHEIE KONOHTHTYALI S18 HETHEX M HEHETHEX (TRIHMY
FlEpesiT K HIKHEWY ==
KONONTHTYAY [‘,JJ Kak & npeasiayuiem pasaene| | ¥ Morasats rexct qokymenta

spMTD Mepexoan Mapamerps

D -
B G =y -l-Ej [ 5 r SN S I, FC B S TR SR CTUEN A KNG TR | A - T G i1 45 1 - 16 ¢ SEREEEN

: 3aronosox |

[BeeauTe HasBaHHEe JOKYMEHTA]

BEpaNFE KONOH Ty A -Pasen 2- N B IpeAsisyes |

SIK1I0 K, HAaBMAKH, € HEOOXIIHICTh MPUBECTH KOJIOHTHUTYJIN B Pi3HUX PO3IiIAX 0 OJHOTO
BUTJISIAY, TO KHOTIKA "SIk B monepesHpoMy po3aiii" moBUHHA OyTH "HaTHCHYTA'.
[IBuakwii TIepexiag MiX KOJOHTUTYJIAMHU 1 OCHOBHHM TEKCTOM JOKYMEHTa MOXKHA 3JIHCHIOBATH
MOJIBIMHUM KJIAallaHHSAM MHIII Ha TMOTPIOHOMY eneMeHTI (BepXHEeM/HUKHEM KOJOHTHUTYI abo Ha
OCHOBHOMY TEKCT1).
Jis BupaneHHs KOJOHTUTYIIB MpPU3HAUCHUHN MYHKT "BUIaNIUTH BEpXHUU/HIKHUNA KOTOHTUTYM"
BiJITOBITHUX KHOTIOK KOJIOHTUTYJIIB.

Hymepanis cropinok

s HymMmeparlii CTOPiHOK CIy>KUTh KHomKa "Homep cmopinku” (ctpiuka "BceraBka', maHenb
"Konoututynu").

HeoOximHo BHOpaTn BapiaHT po3MillleHHS HOMEpa Ha caMiil CTOpIiHII 1 TpU HEOOXiTHOCTI
HaOynyBaTu popmMaT caMoro HoMepa.

[Ipr HEOOXiTHOCTI eleMEeHTH HOMEpIiB CTOPIHKM MOXKHa 30epiraTd, IOJAI0YH B KOJEKIIiIO
CTaHJapTHUX Oy0KiB. [ 1ibOro, BCTaBUBLIM 1 HAOYAYBaBIIM HOMEp, HATUCHITH KHONKY "Homep
cropiaku" i BuOepiTh komaHay "BBepxy/BHi3y crpanuibl"-"CoXpaHUTh BUAUICHUH (pparMeHT sk
HOMEp CTOPIHKH".

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

[ lapame Tp CTpaHMLL @@
 Mona | Pasnep Gynans | WcTosmar Bywam
Pazgen
Hemats pasaen: [co comacwei croaane [

I

Pa3MH4aTL KONOHTHTYA
T HETHOB: M HE9BTHEX CTRAMML
V! NepEDA CTparMUL!

— BiaKpuiite BKiaaky "Po3MiTka cTopiHku";

— BiAKpwuiite BikHO nanem "[lapamerpu cropiHku";

— Ha Bkiaaui "Jlxepeno manepy" BcTaHOBUTE mpamnopeis "Po3pi3HATH KOIOHTUTYIN
HepUIOi CTOPIHKU".
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- ) Y N u Q, (wnepccenka < A A | __.] Ixenpecc-6;
3 = = = J* ol waraart -

AD 33xnagxa

Puryps SmartAnt Juarpauma Bepwomi HuxHU? HomEep Hagnuee  _

» L4 MepexpecTHaR CCHIAES || xonoMTHTYA = KONOMTHTYA = CTPAHMUY ™ - =
lnmacTpaynmn Ceaan Konormwryaw l _‘] Boepxy cTpanmuys 4
Npocroi ~ L By apaHuys »
NpocToi Homep 1 =] Ha nonsx cTpamiu »

=15 Texywee nosomenue >l
1 L ®opuar #omMEpOE CTPaHUY...
_':\ ZARNUTE HOMEPS CTPAMML

Npocroii nomep 2

MCYHKM, CTaHAAPTHbIE BAoKK,

MNpocrow nomep 3
B. HO, ANA 3TOTO HYXHO

BA3aMbl Meway coSoit. 4na 37050
[OMY, M KOTHATLN KHONKY «HaK B

MpoCIon HoMep

BeprukansHeii korTyp 1
3HBIX PA3ASNAX X OAHOMY BHAY,

MZHTa MOXHO OCYWEeCTaNATD
ONIOHTATYAZ UAK H3 OCHOBHOM

BEpTMKaNoHBIA KOHTYD 2

1/ HVDKHR I KOnOHTUTYA R

BepTHKanbHbIA KOHTYD 2

MOgepryTEIR KONTYP HOMEPA € AM=NAMU

Brnagka 1L

JlabopaTopna poGora Ne7. @opMaTyBaHHS Ta MAKeTyBAHHS
CKJIA/ITHUX TEKCTOBHUX JOKYMEHTIB

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

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

Memoouuni pexomenoauyii
Knwuoeumu mepminamu, Ha po3ymMiHHI AKUX O0A3YEMbCA 3AC60CHHA HABUATNbHO20
Mamepiany memu, €. BUHOCKH, TIOCUJIAHHS, KOJOHTUTYIH, €JICKTPOHHHHA 3MICT, aBTO TEKCT,
aBTO3aMiHa, TUTYJIbHUN JIHCT.
3 Memo1o 2n1ub0K020 3AC60EHHA HABUATILHO20 Mamepiany npu camoCmilHOMYy 6UGUEHHI
memu CmyoeHmy apmo 0cod1ugy yeazy 30cepeounu Ha maKkux acneKmax:

Pobota 3 BuHOCKaMu. CTBOpeHHsI BHHOCOK

BuHocku — 116 CUMBOJIM, 1110 BUKOPHUCTOBYIOTHCSI Y TEKCTI y BHUIVIAJI BEPXHIX I1HJEKCIB,
MOB’SI3aHUX 13 TEBHHUM, 3a3BHYail PO3’SICHIOBAIBHUM TEKCTOM a00 TEKCTOM, SIKHH KOMEHTYE
(3BMUaiiHI BUHOCKH), 200 SIK MOCUJIAaHHS HA 1HIIN JOKYMEHTH (B OLIBIIIOCTI BUIAIKIB 11€ KIHIIEBI
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BUHOCKH). Po3MimyBaTi TEKCT 3BHYaliHOI BUHOCKHA MOKHA BHHM3Y CTOPIHKHM YW B KIHIIl TEKCTY Ha
CTOpIiHILII, HA SKI{ PO3TAIIOBaHa BHHOCKA, a KIHIIEBOI BUHOCKM — B KiHII PO3ALUTY, /16 MICTUTBHCS
BMHOCKA, UM B KIHIIl BCbOTO JJOKYMEHTA.

[Ilo6 momaTé BHUHOCKY, MOTPIOHO BCTAaHOBUTH TEKCTOBUH Kypcop y HEOOXiIHOMY MicIli
TEKCTY, a ToTiM BUkoHatu: MeHro BeraBkallCepuikal lCHOCKa.

3’aBUTHCST AiasioroBe BiKHO CHOCKH. 3 METOI0 CTBOPEHHS 3BUYANHOI BHUHOCKH Yy IIHOMY
J11aJIOTOBOMY BiKHI TpeOa aKTMBYBAaTH aJIbTEpHATUBHUI nepeMukadCHOCKY , 3a1aTu Gopmar s
BUHOCKM a00 TMOroguTHcs 3 MPU3HAUYCHHMM 32 3aMOBYYBAaHHSAM 1 KJIAHYTH Ha
KHOIIII BCTaBUTH HBOr0 MiaJIOrOBOTO BiKHA.

Jljis CTBOpEHHSI  KIHIIEBOI BHHOCKHM B JliajJjoroBoMy BikHI CHOCKM BapTO aKTHUBYBaTH
IbTEpHATUBHUN TepeMukay KoHIleBble CHOCKM , 3a7aTu 00JacTh Jii BUHOCKM Ta ¢opmar abo
MNOTOAUTUCS 3 TMPU3HAYCHHM 3a 3aMOBUYBaHHSM 1 KIAHYTH Ha KHOMII BcTraBUTh IbOTO
1aJI0roBOro BIKHA.

3 METOI BWJIYYCHHS BHHOCKH, TOTPIOHO BHUIUIMTH I1i CHMBOJ y TEKCTI 1 HATHCHYTH
kiagimy Delete.

FlonoskerHe FlonoxkedHe

%) cHockm: BHMY CTPaHHUE i) cHockw: BHM=Y CTREHHLE!

) KOHUEBEIE CHOCKM! (ERLENA | ) KOHUEERIE CHOCKH! B3y CTDSHHUEI |

b " |BHMzY TEKCTS o f EHvzvTekcTa

PopHatT PopMatT

dOpMaT HOMEpa: 1,23 .. [ | OpMAT HOMEpa: I, 11, I0, ... [ |

HauaTe 1 = HauaTe I =

Hymepauma; Mpoaon#HTE | | Hymepauma: Mpoaon#HTE ¥ |
[PHMEHMTE HEMEHEHHA [PHMEHHTE HEMEHEHHA

[pHHEHHTE: K. BEIAENEHHOMY TE!KIZ'; V MpFMEHHTE: KO BCEMy AOKYMEHTY v

l BCTAEMTE i I CITMEHE l BCTaEMTE i I CITMEHE ] [ [pMMEHMTE
Bikno CHOCKkH — 3BHYaliH1 Bikno CHOCKH - KIHIIEB1 BHHOCKH

3micrT:
Chneuianbhi cmui 3a207106Ki6

MosxnuBa cuTyalis, KOJW MOTPIOHO CKJIacTH 3MICT B JOKYMEHTI, 3arOjOBKM B SIKOMY
pO3MideHi CTHIISIMH, BiZIMIHHUMH BiJ CTHIIIB, BcTaHOBIeHHX B WOrd 3a 3aMOBUYBaHHSM.

1. TlomicTiTh KypcOp B TOYKY, € Ma€ pO3TAIIOBYBaTHCS MOYATOK 3MICTY. BIIKmo4iTh
BUBEJICHHS Ha €KpaH HEIPYKOBaHWX CHMBOJIB, BKJIIOYAIOUM KOAM TONiB. Bubepith
KoMaHay Bemaeka — Oznagnenue u ykazamenu,  1mo00  BUBECTM  HAa  €KpaH  BIKHO
nianory u ykazamenu. Knaunite Ha Bkiaaui Oz2naenenue, SKIIO 11 He BUAHO HA €KPaHi.

2. Knannite wa  kHommi Ilapamempwt, 100 BHBECTH Ha  €KpaH  BIKHO
nianory Ilapamempeul ocnaenenus. Jlis  1nesikux  CTWJIIB 3 4YWCNIA  [E€PEpaxOBaHUX B
cnucky /locmynnble cmuiu BKaXIiTh piBEHb TUIs 3MICTY. ko BCTAHOBHTH
npanopeusb Ilons snemenmos o2nasnenus, 1o 30ipka 3MICTy BiAOyIeTbCS 3 BHUKOPUCTAHHIM
nosiB  enemeHTiB  3micty. Knamuite Ha kHommi OK, 1100 TOBEpHYTHCS y  BIKHO
nianory Oznaenenue u yKazameinu.
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3. BcranoBite mnpamnopeusb Ilokazams Homepa cmpanuy, 100 HOMEPH CTOPIHOK
BimoOpakanucss B 3MicTi. BcranoBiTh mpanopens Homepa cmpanuy no npagomy Kparo, mo0
BUPIBHSTH 1X 332 IPABUM KPAEM.

4. Y mnomni Ykaxcume ypoeHu BCTaHOBITH NMOTPiIOHE 3HAYECHHS JUIA PIBHIB 3aroJOBKiB, SIKi
MaroTh BKJIFOYATHCS B 3MICT. BUOEpiTh CTHIIL 3aOBHIOBAaYa y BiIMOBIIHOMY cniucKy. KianHiTe Ha
kaomii OK, o0 CKJIacTH 3MICT.

Cmuni 3a207108Ki6 3a 3aM064Y8AHHAM

3MicCT 3a3BUYail PO3TALIOBYETHCS HA MOYATKY BEJIUKUX JOKYMEHTIB. BiH BKIIO4Yae OCHOBHI
3aroJIOBKH i HOMEPH CTOPIHOK, Ha SKMX BOHM PO3TAIIOBYIOTHCS. BH TakoX MOXETE€ CTBOPUTH
MPEAMETHUHN TTOKAXKYHMK IS KpaIoi opieHTallli B JOKYMEHTI. SIKIII0 BU BUPIIIUINA CTBOPUTH 3MICT
B CBOEMY JOKYMEHTI, TO Ui O(OPMIIEHHS 3arojlOBKiB CiJl BUKOPHCTOBYBaTH cTii Word, 1o
3aJIaf0OThCS IS Ii€] METH 3a 3aMOBUYYBaHHSM, TOOTO CTUII 3azonoeok 1, 3azonosox 21 1.1. Word
pO3MIi3HAE 1M1 CTHIIL 1 POPMYE 3 HUX 3MICT.

[lepmr HiXXK CTBOPIOBATH 3MICT, HEOOXIJHO 3aCTOCYBATH BIAMOBIAHI CTHJI J0 KOXHOTO
3aroJioBKa, SIKWii OyJne B HBHOIO BKIIFOUEHWH. BWALIITE TEKCT 1 po3BEpHITH crnucok Cmujip Ha
naneni ¢opmaryBaHHsa. BubepiTh NoTpiOHUI CTHIIL 3ar0JIOBKA.

1. TloMmicTiTh Kypcop B TOYKY, € MAa€ pPO3TAIIOBYBATHCS MOYATOK 3MicCTy. BimkimrodiTh
BUBCJ/ICHHS Ha €KpaH HEAPYKOBAHMX CHMBOJIIB, BKIIFOYAKOUN KOJIU TTOJIB.

2. Bubepite xomanny Bcmaexka — Oznaenenue u ykazamenu, mod BUBECTH Ha €KpaH
BIKHO gianory Oznaenenue u ykazamenu. Knanits Ha BkianaiiOznaenenue, sKuio ii He BUAHO HA
eKpaHi.

3. Y cnucky @opmam BubepiTh BapiaHT odopmieHHs. Y mnoii Odpaszey Bu mobaynte
NPUKIIA] OPOPMIICHHS.

4. BcraHoBiTh npanopeub ITokazams Homepa cmpanuy, 100 HOMEPH CTOPIHOK
BimoOpakanucs B 3MmicTi. BcraHoBiTs panopens Homepa cmpanuy nonpagomy Kparo, mo0o
BUPIBHITH HOMEPU CTOPIHOK 32 MPABUM KPAEM.

5. VYV noni Ypoenu BkaxiTh mnOTpiOHE 3HAYEHHS JUIsI DIBHIB 3aroJIOBKIiB, $IKi MAaroTh
BKJIIOUATUCS B 3MicT. BuOepiTh cTWIb 3allOBHIOBAaYa y BIANOBIZHOMY cHHCKYy. KrnamHiTe Ha
kaomnii OK, o0 CKIacTH 3MICT.

Cmpykmypa: 3a20106Ku 6 3micmi

CtBopUTH 3MICT HaWIpOCTIIIE 3a JONOMOIOI BOYIOBAaHUX CTUJIIB  3arojIOBKIB.
Word cTBOprO€ 3MiCT Ha OCHOBI 3ar0JIOBKIB Pi3HUX PIiBHIB 1 BiJINIOBIJHUX HUM HOMEPIB CTOPIHOK.

MoskHa TakoK 3a[aTH BJIACHI CTHJII IS 3ar0J0BKIB, 110 BKJIOYAIOTLCS B 3MICT.

1. TlomicTiTh Kypcop B TOUKY OYaTKy MaifOyTHBOTO 3MICTYy.

2.Bubepith komanny Bemaeka — Oznagnenue u ykazamenu, 11100 BUBECTH Ha €KpaH BIKHO
nianory Oznaenenue u yKazamenu, NOTIM KJIaLHITh Ha BKIaAL1 Oznaenenue.

3. 'V ciiucky Buo BuGepith BapianT oopmiieHHs, 3MicT. Y noii Odpa3zey BU 11od6adnTe, K
BUTJISAATUME TaHUH BapiaHT 0()OPMIIEHHS.

4. 1106 HE Bi0OpaXkatu HOMeEpa CTOPIHOK, 3HIMITb
npanopenb Ilokazams nomepa cmpanuy. [ BUPIBHIOBAaHHS HOMEpIB CTOPIHOK IO NPaBOMY
Kparo BCTaHOBITh npanopenb Homepa cmpanuy no npasomy Kpaio).

5. /lng 3MiHM TuUNy 3alOBHIOBaya BUOEpITh MOTPIOHMIN BapiaHT B CIIUCKY 3ANOJIHUMEND.
Knamuite Ha kot OK, 00 BCTaBUTH 3MICT.

Cmpyxkmypa: Biooopasicenna pienie

Pexum CTpyKTypu, I03BOJI€ BiloOpakaTu 1 HPHUXOBYBATH pIBHI CTPYKTypu. 3 ioro
JIOTIOMOT'0I0 MOKHA CKPYTHTH JOKYMEHT JI0 3ar0JIOBKIB MEPIIOro piBHSA, 1100 MOOAYUTH 3arajibHy
Oprasizaiilo JOKyMEHTa; KpiM TOro, B I[bOMY pE&XKHMI MOXKHa MepeMillaTh I PO3JILIH,
HEePeTATYIOUM MHILEIO BiAMOBIAHI 3ar0JI0OBKH.
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Word m103BoJisie BUBECTH Ha €KpaH BCi PiBHI CTPYKTYPH JOKYMEHTA, BKIIFOYAIOUYH OCHOBHUM
tekcT. 1Ilo0 mporiasHyTM OKpemi po3[iiM B JTOKYMEHTI, MOXXHa BHMKOPHCTOBYBATH
kHoTiKu Céepruyms 1 Pazeeprnymo.

1. IlepeiiniTh y peXHUM CTPYKTypW 1 KIAIHITH Ha KHomuUi Bce 3azonoexku Ha maHeni
IHCTpYMEHTIB Cmpykmypa, 100 mo0ayuTH AOKYMEHT 3arajoMm. KmamHiTe Ha HIH 1e pas, moo
mo0aYNTH JIUIIIE 3ar0JIOBKK 0€3 OCHOBHOTO TEKCTY.

2. KiraniHiTh Ha 0J1HIH 3 KHOIIOK 3 TOTpiOHUM HOMepoM Ilokazamb 3azon06Kku, 100 BUBECTH
Ha CKPaH CTPYKTYPY JI0 BKa3aHOTO PIBHS BKIIOYHO.

3. [ToMicTiTh KypcOp B 3arojIOBOK, SIKMi MOTPIOHO po3BepHYTH ab0 ckpyTuTh. KiarHite Ha
kot Ceepuyms a6o Pazeepuymy.

4. TTomiICTITh MOKKYMK MUII HAa 3HAK «ILTIOC» ab0 «MiHYC» 3JiBa Bif 3arojOBKa, SIKUA
MOTPiIOHO PO3BEPHYTH a0O0 CKPYTUTH. JIBiUl KJIAIHITH HA HHOMY, IITOO PO3BEPHYTH a00 CKPYTUTH
BIJIOBITHI a03aIy.

Aemomexcm

Aemomexcm — 1€ TEKCT, 10 30€piraeTbCs y CHelialbHOMY CIOBHHKY 1 BAKOPHUCTOBYETHCS
JUISL TIOJIETIIEHHsT 0araTopa3oBOr0 BBEAEHHS MOBTOPIOBaHUX (pa3, BUpPaA3iB, JIOBIHX pPEUYCHb.
Hwxue po3ristHyTo 3ac00M HOTO CTBOPEHHSI, BUKOPUCTAHHS, BUIAJICHHS 1 3a11aM’ ITOBYBaHHS.

Cmeopenns enemenma Aemomexcmy

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

—BUIUIITH ITIATOTOBJIEHUI TEKCT.

—nam MeHo Bemaska—»>Aemomexcm—»Cozdame (a6o Hatucuytu Alt + F3). 3’sButbes
niayoroBe BiKHO ABTo3amMeHa HaTUCHYTH J[00aBUTH B JiaioroBoMy BikHI ABTo3ameHa. TekcT
OyJe 1ofaHui 10 CIIUCKY aBTOTEKCTY.

AsTodamens  Astodopmat npussoae  ABTOTexcT | Astodopmat  CMapT-Term

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

P 3NesenTS

Mol Hadixpa sy noGasasH s dobatsrtn
MoKt HENTYWUME NONENSHT, -~
HA:
Oreer:
Mum,
a3 (e
Morroe e daina Mo
Nomy4aTeno cero, ~,

Ofpasey

Wabnomes: Bee axTreroie wabinoHo! v

oKk || omes

ianorose BikHO Aémo3zamena

[Tepmii 1Ba KpOKM I[LOTO aNTOPUTMY MOKHA HE BHUKOHYBAaTH, & BUKOHATH MOCIIAOBHICTH
KoMaHI Bemaska—>Aemomexcm—>Aemomexcm, Ha  BKIaAlAdemomexcm O1aJOroBOro  BIKHA
BBECTH €IIEMEHT aBTOTEKCTY B  1oJe M ms 91emenma bOTO  1aJOrOBOTO  BiKHA, HATHCHYTH
KHONKY /[obasump.

Jlooasannn enemenma Aeémomexcmy

[Io6 BUKOpUCTATH €1EMEHT aBTOTEKCTY, MOTPIOHO CKOPUCTATUCH OJHHUM 13 CIIOCOOIB:
—HabpaTu nepuri 4oTHpU OYyKBH 1, MICNs MOSIBM MiJKa3KH, HATHCHYTH Kiasimry Enter (ue
(GyHKILIisS aBTO3aBEPILICHHS);
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—MeHI0 Bemaska—»Asmomexcmy—>Aemomexcm, najai  BUOpaTH 31 CHUCKY TOTPIOHUHN
€JIEMEHT aBTOTEKCTY 1 HATUCHYTH KHOIIKY Bemasum.

Buoanennsa enemenma Agmomexcmy

—MeHI0 Bemaeka—>Aemomexcm—>Aemomexcm, 3’ IBUTHCS 11aJIOFOBE
BIKHO Aeémo3samena, BKianka Aemomexcm,

—najai BUOpaTH 31 CIHUCKY €JIEMEHT aBTOTCKCTY, SKWW MOTPIOHO BWIIYYUTH, 1 HATHCHYTH
KHOTIKY Yoanumeo.

Aemo3zamina — 11e CTIeLiaIbHO CTBOPEHUH TEKCT, 10 MAa€ YMOBHE MO3HAYCHHS (TICEBOHIM)
JUISl TIOJIETIIEHHS 0araTopa3oBOrO BBEJCHHS ITOBTOPIOBAaHMX (pa3, BHPa3iB, IOBTHX PECUCHb.
Hwxue po3riastHyTo 3aco0M HOTO CTBOPEHHSI, BUKOPUCTAHHS, BUIAJICHHS.

Cmeopennsa enemenma Aemozaminu

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

—BHIIMITH HiATOTOBJIEHUH TEKCT;

—nanm MCHIO Bcmaexka—>Aemomexcm—>Aemomexcm —1epeiTu Ha
BKIIAJIKy Aeémo3amena. 3’ IBUTHCS 11aJIOTOBE BIKHO, B SIKOMY TEKCTOBUI KypCOp 3HaXOIUTHCS B
o 3amenums;

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

—HAaTUCHYTU KHONKY /[of6asums B mianoroBoMy BikHI. TekcT Oyae OJaHO JO CIHCKY
aBTO3aMIiHHU;

—TMepeKOHAlTeCh y TOMYy, IIO Yy BIKOHII IHAMKATOPHOTO TepeMUKada 3ameHAms npu
6600¢ BCTAaHOBJICHUH MPaIopeIb; BCTAHOBITh HOTO, SKIIO BiH HE BCTAHOBJICHHM

ABTOSSMEHS | ABTOGOPMAT NPH BEOAE  ABTOTEKCT  AsTodopMar  CHapr-tTern

[¥] NokasaTs kmonK B0SHONHOCTEN S8TO3aMEMS!

[¥] wenpasnate ABe NPonmoie Syxee B mavane cnoea

[¥] AenaTe nepete Gyxen: nPeARIXEHSE NPOMCHESM

[V] Aenate nepece Gyrso: geses Tabmay NPOMCHERM

[¥] mmcars massarma aren ¢ npoamncron Gyres [l vicnpasnate psocnaaxy EASEHSTYPbI
[Zi YCTPaMSTE NOCHEACTEHA CNYSaHMOro HawaTHa cAPS LOCK

[¥] Zamessare npn ss0ae

3aneraTy; Ha: (O oferawsi Texcr () dopmatvposare TexcT

sany Binrnuskufl geprasruil negarorMuuil yREEPCHTET
ENCOMA SO PN
slaio Bige0

005 CaAHPOM BOYY CANSSI

srew ece W v

Jobasue
[[] Asromamimieoot mnpasnsaTe opthorpaderecime ownbe

Lok ] [ omena |

Bxnanka Aémosamena niamoroBoro BikHa Aemomexcm

[Tepmii ABa KPOKU BOTO aNTOPUTMY MOKHA HE BUKOHYBATH, 4 BBECTH €JIEMEHT aBTO3aMiHU
B TI0JI€ HA. IIHOTO M1aJIOTOBOTO BikHA. [lepernsHpTe CMUCOK ICHYIOUMX €JIEMEHTIB aBTO3aMiHH 1
3amam’ siTaliTe HalBaKJIUBIIII 3 HHX.

Bcmaeka enemenma Aemozaminu. 11106 BUKOpUCTATH €IEMEHT aBTO3aMiHU, TOTPIOHO
BBECTH Y TEKCT IICEBJIOHIM 1 HATUCHYTHU KJaBimy //po6in. IlceBnonim Oy/e 3aMiHEHO BiAMOBIIHUM
TEKCTOM.

Buoanennsa enemenma Aemozaminu

— MeHI Bemagka—»>Asmomexcm—»>Aemomexcm — IepeiTy Ha

BKIIAJIKy A8mo3zamena, 3’ IBUTHCS JA1aJIOTOBE BIKHO A8mo3amena;
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— Jaii BUOEpITh 31 CHHCKY €IEMEHT aBTO3aMiHH, SKUM MOTPIOHO BWIIYYMTH, 1 HATUCHITH
KHOTIKY YOa/iums J1iaIorOBOTO BiKHA.

Hnst scmaexku ¢hppaemenmis 3 iHwux 0okymenmie HEOOX1THO BIIKPUTH TOPS 13 TTOTOYHUM 1
JIOKYMEHT, 3 AKOTO noTpibHo Oyne B3SITH TEKCT, BIIOPSIIKYBATU
BikHa Cgepxy 6nuz uun Crneea Hanpaso, 1 najli BUKOPHCTOBYBaTH Oydep oOMiHy, abo mpsme
HepeTsryBaHHA JiBOIO a00 MpaBOI0 KHOMKAMH MHII 3 YTOYHEHHSM [ii: MEpeMilleHHS 4u
KOITIFOBaHHS 3 BikHa B BikHO. CripoOyliTe BUKOHATH BKa3aHi Jii.

[Ipsme nepeTsryBanHs (PparMeHTiB TEKCTY MOKIIMBE 1 B MEXaX OJJHOTO JOKYMEHTA 3 METOIO
HOTO KOIIOBAaHHS YW TMepeMilieHHs. B mporeci mporo ciij mam’sTaTd, IO IMiJ Yac KOIIFOBaHHS
HEPETATYBAaHHSAM JTiBOIO KHOIIKOK MHIII MOTPiOHO yrpuMyBatu kiasiry Ctrl, B inmomy pasi
dparMeHT TeKCTy Oyze MepeMillieHo y BKa3aHe MicIie.

KomriekcHa KOHTpOIbHA poOOTa BHCTYMA€E MiACYMKOBOIO poboToro mo MS Word 2007.
BUKOHY€ETBCS 3riTHO BKa3iBOK [0 BUKOHAHHIO MOMEPEIHIX CEMIHAPCHKUX 3aHSATh.

JlabopaTtopna podora Ne8. KomiuiekcHa miicymkoBa pooora

10.1. BwuHOCKH.
10.2. TlocunanHs.
10.3. KonoHTtuTymm.
10.4. CtBOpeHHS 3MiCTYy.
AyoumopHa nucomosa poboma
BuKkoHaHHS CTyZICHTaMH TECTOBUX 3aBJlIaHb 3 IUTAHb TEMH 3aHSTTI.

Memoouuni pekomenoauyii
Kniouoeumu mepminamu, Ha po3ymMiHHI AKUX OA3YEMbCA 3AC60EHHA HABUATLHO20
Mamepiany memu, €. BAHOCKU, TOCUJIaHHS, KOJOHTUTYJIH, €eKTPOHHUMN 3MICT, TUTYJIbHUMN JIHCT.
3 memoto 2nub0K020 3AC60EHHA HABUATILHO20 MaAMmMePiay NPpU CAMOCHMIUHOMY 6UBUEHHI
memu CHLyO0eHmy 8apmo 0cod1ugy yeazy 30cepeoumu Ha MaKkux acneKmax:
Bucrynae migcymkoBoto podotoro o MS Word 2007. BukonyeTbest 3rifHO BKa3iBOK IO
BUKOHAHHIO YCIX MOMEPeIHIX CeMIHAPChKUX 3aHSTh.

Tema 2. I'mo6anbHa Mepe:xa InTepHeT.

JlabopaTopna po6ora Ne9. Cepsicu mepe:xi. OcHOBHI npuiiomun podotu 3 Opay3epom
9.1. cepBicu mepoi [HTEpHET;

9.2. TexHoJOrisl poOOTH 3 BEO-CTOPIHKAMU;

9.3. TexHooris podotH 3 6paysepom Microsoft Internet Explorer

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

Memoouuni pexomenoauyii
Knwuosumu mepminamu, na po3ymiHHI AKUX 0A3YEMbCA 3AC60EHHA HABYAILHOZO
mamepiany memu, €. iHpopMaIlliiiHa Mepexa, eIeKTpOHHA IOIITa, culy0a HOBHH, TiNEPTEKCT,
BeO-CTOpIHKA (WWW), BEO-CailT.
3 memoto 2nub0K020 3AC60CHHA HABUATLHO20 MAMeEPIALy NPU CAMOCHMIUHOMY 6UBUEHHI
memu CIyOeHny 6apmo 0coOIUgy yeazy 30cepeoumu Ha MaKkux acneKmax:

Inmepuem — ue rnobanbHa i1HGoOpMaliiiHa Mepexa, fka 00’€Hye BEIUKY KIIbKICTb
pErioHaIBbHUX MEPEX 1 BOJHOYAC MUTBHOHHM KOMIT FOTEPIB B YCiX KIHISIX IUIAHETH 3 METOI0 OOMIHY
JAHUMHU Ta JOCTYIY 10 1HPOpMaIIHHUX 1 TEXHOJIOTTYHUX PECYPCIB.

Uepes [HTEpHET OTpUMYEMO JOCTYN 0 AEKIMBKOX iH(POpPMAIMHUX TEXHOJOTIN (CIyxO,
CEPBICIB), Cepe/I IKUX HAHBaXKITUBIIII TaKi

-  ciyx0a eneKkTpoHHOI nomrty e-mail;
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- cayxkba JocTymy 10 rimepTekctoBoi  iHGopmarii  Ha  BeO-cepBepax y
cucremi World Wide Web (WWW- nipocrip);

—  ciyx0a nmepenaBaHHs TEKCTOBHX 1 mporpaMHux ¢aiinis FTP.

-  ciyx0a miarpumku rpyn HoBuH UseNet newsgroups (tenexondepenuii);

- ciyx6u criikyBanss: 1CQ, popymu, yatu, tenedonis Toio.

Enexrponna nomra. Po6ota enexkmponnoi nowimu 6a3yetscsi Ha TPUHLIMNII, 1O OYy/b-

SKUM TEeKCT, HaOpaHW{ Ha KiaBiaTypi, MOKHA TIepelaTH Ha CYCIIHIA KOMII'IOTep YH Ha
KOMIT IOTEp, PO3MIIIEHUI HAa 1HIIOMY KOHTHUHEHTI, SIKIIO KOMII'IOTepH Ii 3’€JHaHl MiX cO0O0r0.
Hns mporo Tpeba ckopucTaTtucs OyIb-SIKOIO NPOTpaMoro, M0 MIATPUMYE EJIEKTPOHHUI
3B’s30k: Pegasus Mail, MS Mail, , The Bat!, MS Outlook Express, MS Outlook? G-mail Ta in.

&« - C 8 mail.google.com/mail/u/0/7tab=rm &ogbl#¥inbox

)

35 Cepeucnt (O Axoumctutikew .. @  J SINOPTIK: Moroga.. [ PROM

F
Gmail Q. [lovick s nouTte

A
-

I— HanwcaTtb

- Coucetn
Bxocaauiue Bxoas wue

MoMeyeHHbie Onbra, HoRa UiHa A eac

OTNOMEHHbIE OHGRITb CROID KGNEKLilD £

OTNpagieHHbIe
MononHeHwe cyeTaHa 500

YepHOBHKH

. MononHeHue c4eTa Ha 100
Ewé

MononHeHwe cyeTa Ha 100
Meet

B« Hosaa BcTpeya : MononHeHue cyeTa Ha 100

B NepeiTyn Ha BCTpedy i YBara! 3MiHa LjH! - LLaHos

3MiHa_LiH_30.1...

Hangouts

O Onera - lac. Monk3soeaTent Yulia Pukh

EnemenT BikHa Gpaysepa Ta momrru G-mail

OpnHuM 13 cepBiciB, IO JO3BOJSIOTH OE3KOIITOBHO 3apeECTPYBATH €NEKTPOHHY MOIITOBY
ckpuHbKy € Gmail. TBopers 1i - kommnanis Google (I'yr). 3amyck momtoBoi cuctemu BinOyBcs 1
kBiTHS 2004 poKy, aje 3apeecTpyBaTH MOMITOBY CKPUHBKY MOXKHA OyJI0 BUKITIOUHO 3a
3anponieHHsIMHA. ChOTO/IHI K PEECTPAIisl TOCTYIMHA BCIM OaKarounM.

BuxopucrtoByroun Gmail, koprcTyBad MOKe TyKe IIBHIKO CTBOPIOBATH, BiIPABIISATH,
MpuUiiMaTH, BUJAISTH, COpTyBaTh JucTu. KpiM Toro, mana cimyx0a Hagae 1o 15 I'b mpoctopy st
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30epiranHs aucTiB. [Ipu peecTparii B 11boMy cepBiCi KOPUCTYBad OTPUMYE TOIITOBY aJpecy BUILY

umsi@gmail.com. Y 2012 poui Gmail crana HAWOMyISPHILIOI €IEKTPOHHOIO MOIITOBOIO

CITY’>K0010 B CBIT1, 00ITHABIIM CBOTO KOHKYpeHTa Hotmail (momroBwuii cepBic kommnanii Microsoft).
OcHoBHi MoxMBOCTI Mot Gmail:

e y KokHOMY akayHTI Google 6e3komToBHO noctymHo 15 I'b mys 36epiranns nanux. Lei
IpOCTip BUKOPUCTOBYEThCA cepBicamu "Google {uck", "Google @oro" i Gmail. binbre
npocTopy MoxkHa npuadatu no mianucii Google One;

o BOynoanuii uat Hangouts, 110 103B0JIsI€ BIAIPABIATH 1 IPUIMATH MUTTEB] TOBIJOMJICHHS
BiJI IHIIUX KOPHUCTYBAUiB, TAKOXK € MOXKJIMBICTh MOOAYUTH CIIBPO3MOBHHUKA (4aT
MIITPUMYE TOJIOCOBHH Ta BiZICO3B'SA30K);

e IIBUIKUN MOIIYK MOTPIOHUX MOBiTOMIICHB;

e 3aXHCT BiJ HeOa)kaHOI KOPECTIOHACHIIIT (ciamy);

e BHCOKHI piBeHb O€3MEKH MOIITOBOT CKPUHBKHU (BUKOPHCTOBYEThCS MH(PYBaHHS);

e  BUKOPHUCTaHHS SPJIUKIB, IO3HAYOK 1 PUIBTPIB pOOUTH POOOTY 3 JIMCTAMH JTyKE
KOM(OPTHOIO;

e mependavYeHa MOXKIUBICTH MPAIFOBATH 3 TIOIITOBOK CKPUHBKOIO Yepe3 Oyib-saKui
MOOITEHUY MPUCTPiid, BCTAHOBHUBIIIH CIEI[IaTbHHNA JOJJATOK;

e  0OC3KOIITOBHE BUKOPUCTAHHS BCIX MOMIJIMBOCTEH €IEKTPOHHOI MOIITOBOI CKPHHBKH;

e MPOCYHYTa HACTPOIKA CIIUCKY KOHTAKTIB, 110 JO3BOJISE 10AaTH 1H()OPMAIIIIO IO KOKHOMY
3 CITIBPO3MOBHHUKIB (TenedoH, aapeca, GoTo);

e BOymoBaHa nepeBipka opdorpadii, mo nependadae moka3 BapiaHTiB HAMMUCAHHS CIIIB i
ABTOMATHYHE BU3HAYCHHS MOBH IOBIIOMJICHHSI,

e peryssipHe 30epeKeHHs pelaroBaHNX MOBiIOMJICHb B YEPHETIII KOKHY XBHIIMHY JUISI TOTO,
1100 aHiHe 3aryomincs B pasi Oyab-aKux 3001B.

Peectpanis B Gmail
Jiis novatky po6otu 3 nomroro Gmail norpi6HO cTtBOpUTH 00siKoBuUi 3anuc Google. Croyatky
Tpeba nepelTy 3a aapecoro [IPUCTYIUTH JI0 peecTpallii, MOTIM CJIiJl BBECTH CBOI JIaHi. Y MEePIIAX
JIBOX TIOJISIX TIOTPIOHO HAMKMCATH CBOI iM'sl Ta mpi3BHUILe (111 T0JIsT 00O0B'SI3KOBI JIJIs 3aTIOBHEHHS),
Jasti moTpiOHO MPUAYMaTH Ha3BY MOIITOBOI CKpUHBKU. [IpryMyroun im'si, BAXKIJIMBO CTBOPUTH
YHIKaJIbHE, HE 3aPEECTPOBAHE B CEPBICI, Ta Take, IO JIETKO 3araM'ITOBYEThCs. SIKIO iM'sT Bike
3alHATO, CITY’KOA TIOTIEPETUTH PO 1€, 3aITPOTIOHYBABIITN BUKOPHCTOBYBATH CX0Xe a00 K
npuaymaTu Hose. [lpu BuragyBaHHi Ha3BM MOIITOBOI CKPUHBKHU, MO’KHA BUKOPHCTOBYBATH BiJl 6
10 30 cuMBOUIIB, ajie He MeHIIe 6. Y pasi 5k KOJIM KOPUCTYBay 3aX04e BUKOPUCTOBYBATH OLIbIIIe
BOCbMHU CHMBOJIIB, IO CKJIAZAI0ThCA 3 HUQP, CUCTEMa Take iM's He pHuiimMe, 3a1pONOHyBaBLIH
J0JIaTH 10 IUPp Xoya O 0JIHY JaTHHCHKY OYKBY.
Jani notpi6HO BUOpaTH mapoJib, 10 CKIAJAEThCS 3 HE MEHIlIe BOCbMU CUMBOJIIB. CepBic
peecTparlii nonepeakae npo Te, 110 He CJIil BAKOPUCTOBYBATH MPOCTI MAPOJIL, SIKI JYXKe JIErKO
niaiOparty 3710BMUCHUKAaM. B HacTynmHOMY 1oJti KOpUCTyBadeBi MOTPiOHO Oy/e MiATBEPAUTH
apoJb.
SIkm10 BCi JaHi BBeJIEH] MPaBUIIBHO, CUCTEMA BiJIKPHE HACTYIHY CTOPIHKY, KA 3alIPOIOHYE
KOpHCTYBau€eBi J101aTu cBOE (hoTO (TependayeHo qBa BapiaHTH JojaBaHHs (oTorpadii: 3
KOPCTKOT'0 IUCKa, 3 BeO-kamepH). JlonaBaHHs (OTO HE € 0OOB'I3KOBOI0 YMOBOIO, MOXHA ITPOCTO
HATHCHYTHU KHOTIKY «Jlami».

V HOBIi1 CTOPIHIII, IO 3aBaHTAXUTHCS, OyyTh MPUBITAHHS 13 3aBEPILIECHHSAM PEECTpallii, a TAKOX
ajipeca eJIeKTPOHHOI MOLITH, SIKY Halikpaiie 30epert. 30epertu B HaAiHOMY MicCIli TOTPiOHO HE
TUTBKH aJpecy OTPUMAHOTO SIIIHUKY, ajie TAKOX 1 TTapOJIh ISl TOTO, MO0 B IOJABIIOMY HE
BUHHKAJIO 1po0iieM 3 BxoioM. Ha ibomy peectpartist akkayHTa B Google 3aBepiiena.
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https://accounts.google.com/SignUp?service=mail&continue=http%3A%2F%2Fmail.google.com%2Fmail%2F&ltmpl=default

Google

Cospgaunte akkayHT Google

MepeiTn B Gmail

| bamunua

Wma nonbsosatens {@gmail.com

MOXHO MCNONL3I0BATDL OYKBYH NATHHCKOIO andasmTa, uMdpot ¥

=

Maponeb MoaTeepanTb

INb ACMKEH COAEPKETH HE MEHEE BOCLMM 3HAK0S UAWH aKKayHT — NS BCEX

BO4aTh OYKELL, URDpPLI M CReunankHeie CHMBONE ‘:;__;ir;.:_,'ry‘,_--[;l[; ':3!‘;1"_1-1;! e

[] nokasars napons

Po6oTa 3 N0IITOBOI0 CKPUHBKOIO
Jiis mepexo/1y B MOIITOBY CKPUHBKY MOTPiOHO a0 KIaHyTH 1O cuHil KHommi «[lepertu 1o
cepBicy Gmail», abo HatucHyTH Hanuc «IlomTay, ska 3HaXOAUTHCSA B caMiil BEpXHii maHesni
ctopinku. [lepen koprucTyBaueM BIIKPUETHCS CTOPIHKA 3 BX1THUMHU JINCTAMH, a TAKOX 3'SIBUTHCS
BIKHO 3 MPOTIO3UIII€I0 EPEHECTH MOBIIOMIICHHS 31 CTapoi MOITOBOT CKpUHBKU. [{11s Toro 1mo6 e
3poOUTH, TOTPIOHO HATUCHYTH KHOIKY «IMIOpPTYBaTH MOIITY Ta KOHTAKTH», @ B CTOPIHIIl BBECTH
ajipecy cTapoi MOMITOBOI CKPUHBKH 1 maposib BiA Hel. L{i gaHi He OyayTh BUKOPUCTOBYBATUCS
Google, BoHM MOTPiOHI BUKITIOYHO TS IEPEHECEHHS BCi€T KOPECTIOHIEHITIT 3 O/IHI€T MTOMITOBOT
CKPUHBKH B CKpMHbKY Gmail.

CTBOpeHHH i BilnpaBKa NOBiAOMJICHHS
Ha niBiit maneni nomToBoi CKpUHBKY Nepia KHomka - «Hanucarn». Came BUKOPUCTOBYIOUH 11,
MOYKHa CTBOPHUTH 1 BIANPaBUTH JHCT. [Ipy HaTUCKaHHI Ha 110 KHOIMKY CIpaBa BHU3Y 3'ABUTHCS
CIUIMBAIOY€ BIKHO, B IKOMY ITOTPIOHO B MEPILIOMY I10JI1 BKa3aTH MOLITOBY aJpecy OJepKyBaya,
NOTIM HamucaTH TeMy 1 TeKCT mucbManucTta. Ha HukHiNM naHeni (paBopyd BiJl CHHbOT KHOIIKH
«BinmpaButny) 3HaxoauThest kHonKa «Ilapamerpu ¢popmaryBanHs». HaTHCHYBIIH 1F0 KHOTIKY,
MOYKHa BUOPATH po3Mip, KOJIIp TEKCTY, HOr0 BUPIBHIOBAHHS Ta iH.
[TpaBopyu Bif Li€1 KHONIKK po3MmilieHa kHonka «[IpukpinuTtu daitnuy. HatucHyBm Ha Hei,
MOYKHa M00AYNTH, 110 3'ABUIIACS JOMOMIKHA CMYTa, 3a JIOMTOMOT0I0 SIKO1, CKOPUCTABILIUCH
kHonkoro «[lepernsay, MoxkHa BUOpaTH Oynb-gKHil Qailsl 3 KOPCTKOTO TUCKY KOMIT'IOTepa 1
IPUKPIIUTH HOTO B IKOCTI BKJIaeHH /10 JucTa. Konu nmoBiioMiIeHHsS CTBOPEHO, a MOTPiOH1
daiinu 101aH1, MOKHA HATUCKATH CUHIO KHOTIKY «BinmpaButuy. Uepez MUTh uct Oynie
JIOCTaBJICHO OJIEP)KyBayy.
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PoGoTa 3 BXiTHUMHU JIMCTAMHU
Jlyist Toro mo6 MeperyisiHyTH BX1IHUN JIUCT, BAPTO MPOCTO KIAITHYTH JIIBOIO KHOMKOIO MUIIKH TI0
panky 3 muctom. TyT ke Oyzae BIAKpUTO moBigoMieHHs. [IpaimoBatu 3 BIIKPUTHM MTOBITOMJICHHSIM
JIOCUTH TIPOCTO - Tpeba CKOPUCTATHCS TOPUZOHTAILHOIO CMYKKOIO 3 KHOITKAMHU, SIKa 3HAXOUTHCS
BiJ[pa3y HaJ 3aroJIOBKOM BiJJKpHUTOTO JrcTa. L{i KHONKY JaroTh MOKJIMBICTB JI01aTH
MOBIJIOMJICHHSI B apXiB JIJIS OGN0 pOOOTH 3 HUM, BiJIIIPABUTH JIKCT B CIIaM (CXOBHIIE
HeOakaHO1 KOPECITOHCHITIT), BUJAIUTH, IEPEMICTUTH B 1HIIIY TANKY, TO3HAYUTH SIK BOKJIUBE 200
IPOYNTAHE Ta iH.

. 2 0 et e 200 [}

o o a 1= S - Yot y O

m Havane palory ¢ Google+ ° LR

| Nowswias Googhe s ¢ 25443 e w03 -

Havand padore « Qoogles

Orusp J1iBoI MaHeJ i NOITOBOI CKPUHBKHU
1100 nmoBepHyTHCS 10 CIIUCKY BXIJHUX JIUCTIB, JOCUTh BUKOPUCTOBYBATH KHONIKY «Hazan 110
BX1THUX» 200 >k MPOCTO KIAIHYTH Ha 3aKJIa/AMI B JiBii nmaHeni «Bxinni». HatucnyBmm Ha
TPUKYTHHKY, 1110 3HaXOJUTHCS MPABOPYY BiJl KHONKH «BXiJH1», KOPUCTYBad OTPUMY€E MOKIMBICTh
3MIHHATH CTWJIb AanKu. MoXHa BUOpaTH came 3pydHe po3TallyBaHHS JUCTIB B manili: «CrnoyaTrky
BaXJIUB1», «CrIoYaTKy MOMiueH1» Ta iH. SIKII0 KOpUCTYyBay 3a3HAYMB JIESKI JIUCTH, X MOXKHA
3HAMTH B JBOX HACTYNHHUX nankax JiiBoi naHeni ( «[lomiueni» 1 «Baxnusi»). ¥Yci HajicnaHi
MOB1JIOMJICHHSI aBTOMaTH4YHO 30epiratoTbcs cucTeMoro B nanii «Hasicnani», a TpoXu HUxUe i
3HaXOJIUThCA Nanka «YepHeTKn», 0 MICTUTh MOBIIOMJIEHHS, SIK1 HE Oynu 30epekeH1
KOPUCTYBaUEM.
Bukopucrasmm po3ramoBany Hux4de KHOTIKY «l1le», KopucTyBad oTprMy€E JOCTYII 10 TAIrOK
«Bcs momray, «Crnamy» 1 «Kommky. Kinannysmm Ha «Bces momray, MokHa MOOAYUTH CIIMCOK BCIX
JUCTIB (IPUIMHSATI, BiATIpaBleH1, YepHETKH, craM 1 iH.), [lepeimoBun x B nmanky «Crnam»,
KOPUCTYBa4 03HAMOMUTHCS 3 JIMCTAMH, SIKi CUCTEMa MopaxyBalia 0 He MPEACTaBISIFOTh MIHHOCTI
(pexiaMa, po3CHIIKU 3 OBIJOMJIEHHAMH Mpo akiii). «Kommk» MICTUTh BCIO BUITyYEHY
KOpHCTYBaue€M KOpECMOHAEHIII0. SIKIo KoprcTyBadeBl Bce abo aesiki TucT B «Komuky» He
nOTPiOHI, BiH JIETKO MOK€ BUJAIIUTH iX, a B pa3l MOTpeOu BIJHOBUTH BUJAJICHI TOBIIOMIICHHS.
3 nomrroro Gmail npairoBatu 10cUTh Npocto. Jlyxe 6arato KOpUCTYBa4yiB BUKOPUCTOBYIOTH il B
SIKOCT1 OCHOBHO1. Marouu 3HauHy KUTbKICTh (DYHKIIIH, €IeKTPOHHA MOIITOBa CKpUHbKaA Bix Google
Jla€ MOKJTUBICTB JIETKO 3/IICHIOBATH BC1 HEOOX1/IHI omepariii 3 tuctamMu. BaxximuBo # Te, mo Hemae
HEOOXIJTHOCTI MIKJTyBaTUCS MPo Oe3MeKy AInKa, a po3idparucs 3 #oro poboTo0 NMPoCTO HABITH HE
JTy’K€ TOCBITIYCHOMY KOPHUCTYBAYERI.

Cayx06a nHoBuH. OOMiH 1H(pOpMAII€I0 MK KOPUCTyBauaMu B Mepexi [HTepHeT Moxke
BiZIOyBaTHCS 3a JIOTIOMOTO0 menekonghepenyii (cryxOu HoBuH,USeNet). /s nporo xomn’rorep
NOBMHEH MaTH KOHTaKT 13 CEepBepOM HOBHH 1 BIANOBIJHE TMporpaMHe 3a0e3MeueHHs:
nporpamy  Trumpet News Reader aboNetscape Navigator, abo MS Internet Explorer tomo. 3a
JIOTIOMOTOF0 TeJIEeKOH(EpeH T MOYKHAa OTpUMATH TOBIIOMJICHHS Ha 3a7aHy Temy abo HaJiciaaTh
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iHpopMaliro Ha  cepBep HOBHMH UYMW  KOHKPETHMM  ydYacHMKaM. Hampuknag, vy
koHpepenii UA.BISNESS moxxna o3naifioMuTHcs 3 AUTOBUMH TPOMO3UIISAMH  YKPaiHCHKUX
MIIMPUEMITIB, ONTyOJIIKYBAaTH CBOIO MPOIIO3HUIIIIO, a B KOH(pepeHIiii News.meta.ua — o3HalioMHUTHCS 3
HOBHMHAMU B YKpaiHi YM IHIIMX MicTax.

[Io6 yBiiiTH B peXUM HOBHH, Tpeba BUKOHATU KOMaHy Hosunu/NEeWS — 3’ SBUThCS BIKHO
JUIs poOOTH 3 TpynaMu HOBHH. 3Harouu azpecy cepBepa HoBuH(News HoSt), MokHa mpueHaTHCS
N0 HBOro. SKmio BiAmIykaTd B MEHIO MPOrpaMH KOMaHIy Ui JIOCTYIy JIO TPy
HoBuH (I pynalGroup, IToxkazamu/ShOow Tomo) i BUKOHATH 1i, TO MOXHAa OTPUMATH HA3BH BCIX
rpyn Ha mpomy cepBepi. Ha3Bu rpyn OyayTh y HWKHIA abo JiBiii 4yacTHHI ekpaHa. Bonu
CKJIAJIAIOTHCS 31 CITIB UM iXHIX CKOPOYCHb, PO3MEKOBAHUX Kpamkamu. [lepine cioBo craHmapTHe.
Bono micTuth iH(OpMAaIIiFO PO TEMATUKY TPYITH, HATPUKIIA!

alt cynepeuku, quckycii (8 CIIIA);
biz 0i3HeEC;

coMp | KOMIT'I0OTepHA TEMATHUKA;

k12 mkiibHa ocBita (B CIIIA);

rec X001,

relcom | pociiicbkOMOBHI I'PYIIH;

soc colliaJIbHA TeMAaTHKa,;

NEWS | HOBUHU

Jpyri 1 TpeTi c10Ba yTOYHIOIOTH TEMATUKY HOBUH (KOH(DepeHIIii):

books | kumxKw;

food | 1xa;

humor | rymop;

job pobora;

sport | ciopr;

test TECTH;

tv TeneOadYeHHs TOIIO.

[Miamucky (Subscribe) va rpymy HOBUH poOJATH Tak: BHOMBAIOTH MOTPIOHY Tpymy i
HATHCKAIOTh Ha KJIaBillly BBOJAY — Ha3Ba Ipynu OyJe y BEepXHil MOJOBUHI ekpaHa abo rmo3HaueHa
«ranoykoro». MokHa Bimpa3y mianucatucs Ha JAekiibka rpym. [loTpiOHy crarTio 3 rpymnu
BUOMPAIOTh TaK CaMO: BUOKPEMIIIOIOTH T'PYIy 1 HAaTHCKAIOTh Ha KIIABIIIY BBOIY — 3 SIBISETHCS
CIIMCOK CTaTel rpymu. 3 HbOTO BHOMPAIOTH OJHY i 3HOBY HAaTHCKAlOTh Ha KIJAaBilly BBOJAY — Ha
ekpaHi BiZoOpasuThes TekcT. Moro MokHa 3amucatd Ha il muck (36epeemulSave), mepeciaru
nowTor (Bnepeo/Forward), BUCIIOBUTH CBOKO JyMKY 1 pO3MICTHTH ii y (aiiii Ha cepBepi A
3arajibHOrO JOCTYITy (ITowmalPost), BiJIIIOBIiCTH 0CO0OHCTO aBTOPOBI
(CmammaslArticle, Asmop/Author) Torio.

Cayxba FTP. Ils cnyx6a nae noctyn no ¢aitmie Ha Bigmanenux FTP-cepepax
(File Transfer Protocol). Bona nmae 3mory ckomiroBati (aiinn Ha BIacHUN KOMI'IOTEp YH,
HaBITaKH, CKOMitOBaTH (haiijIu 3 BIACHOTO KOMIT I0Tepa Ha BIIAJICHUI cepBep.

ABTOMAaTHU30BaHy B3a€MOJIII0 3 FTP-cepBepom 3a0e3MneuyrTh
nporpamu Total Commander, CuteFTP Toro.

Cayxoa WWW. OctaHHIMH pOKaMM IHTEHCUBHO pPO3BHBA€THCS HOBAa TEXHOJOTIA
po3MireHHs i jpoctyny no ingopmaiii Ha cepepax — WWW-texuomnoris (World Wide Web —
BCECBITHA MaByTHHA). BoHa 3abe3neuye:

— poOOTy 3 TIMEPTEKCTOBOIO 1HGPOPMAIIEI 1 MYJIbTHMEAIHOK (opmoro 11 mogaHHS:
TEKCT, 3BYK, Tpadika, Bi1e0300pakeHHs;

— VHIBepcaJbHUH JOCTym — JOCTYyll JO JOKYMEHTIB Ha cepBepax pi3HUX
tunis (FTP, Gopher Toro).
T'inepmekcm (TimepTEeKCTOBa TEXHOJOTII) — 1€ CHOCI0 iepapxiuyHOi opraHizarlii

iH(popMallii, sika Moxe OyTH Ha OTHOMY UM 0araTboX cepBepax, 3B’ 30K MiXK SKMMHU 3a0€3MeUyl0Th
rimeprekcToBi mocwianus B cucremi HTTP-tiporokory (HyperText Transfer Protocol).
TI'inepmexcmoee nocunanna — 11 KOPOTKUH MIAKPECICHUH 1 BHOKPEMIJIEHUH 1HIIUM
KOJIbOPOM TEKCT y JOKYMEHTi, KapTHMHKa YH IHIIWHA eJeMeHT. KIarHyBIM Ha HROMY MHIIEIO,
OTPUMYIOTH JTOCTYII A0 (ailily iIHIIOro T0KyMeHTa, 3ByKOBOro (ailny, Bigeodaiiny.
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TexHoJi0TisA po60TH 3 BEO-CTOPIHKAMM

[Iporpama-Opay3ep € IHTEpIPETaTOPOM, 110 BIATBOPIOE 30BHINIHIN BUTIISA JOKYMEHTa Ha
ekpaHi. [l meperasay onucy B HOTO iICTUHHOMY BUIISIAL (y BHIJISAI 3BHYAHOTO TEKCTY) 3
METOI0 aHaJi3y CTPYKTYpH TMOTPiOHO aKTHByBaTH KoMmaHay MeHi BudllB sude HTML uun
CKOPHUCTAaTUCh KOHTEKCTHUM MEHIO BEO-CTOPIHKH.

Ckna1oBi MyJIbTUMEAIMHOTO BeO-TOKyMEHTA MEePEIaloThCs Y BIacHUX (popMaTax i MOKYTh
BIITBOPIOBATHCS 3a HASBHOCTI BIAMOBITHUX 3aco0iB. Tomy B pi3HUX Opay3epax BUTIISLA BeO-
CTOPIHKH Ha eKpaHi MOXe OyTH pi3HUM.

EnemenTamMu rinepTekcTOBOrO JOKYMEHTa MOXKYTh OYTH TEKCT, 300pa’KeHHsI, aHIMallisl,
3BYK, BiZieo. Bci ckiiamoBi MOXHa BIiITBOPUTH TPH TEperisai BeO-CTOPIHKU. SIKIO eIeMEeHT
MPEJICTABICHO 3HAYKOM, TO BiH BIATBOPIOETHCS MICIIs KJIAlaHHS HA HbOMY MUIIICIO.

[epemirieHHs IO CTOPIHII MPOBOAUTHCS MO MOCUIAHHSX, 32 JIOIIOMOTOK CMYT MPOKPYYyBaHHS
a0 yepe3 KOMaHI1 KOHTEKCTHOTO TOIIYKY 3 MeHIO /Ipaska. CTOpiHKa MOXKE TaKOX MICTUTH Kaapu —
BIKHA, BMICT SIKMX MEPErIIaeThCs HE3aJIeKHO BiJl OCHOBHOTO JOKYMEHTA 3a JOTIOMOTOI0 BIIACHUX CMYT
HPOKPYIYBaHHS.

3aBaHTaXE€HHS BEO-CTOPIHOK, OCOOIMBO MEPEOOTHIKEHUX 300paKCHHAMH 1 KaJpaMu, 1HOII
TpuBae A0Bro. Jjsi MpUCKOpEHHsS MPOLECy MOXKHA BIIKIIOUYMTH BUBEACHHS 300pakeHb. [licis
[LOTO 3aMiCTh 300pakeHb Ha €KpaH BUBOASTHCS TIJIBKU PAMKHU 31 3HAUKAMH B JIIBOMY BEPXHBOMY
Kyti. Jlns mepernsagy 300pakeHb Y pamMKax KOPUCTYIOTBCS KOMaHAoIo [loxazamb pucyHox 3
KOHTEKCTHOTO MEHIO.

SIKmo mig Yac meperyiiay CTOPIHOK BHUHHUKAIOTH MAy3HW, PEKOMEHIYETHCS BIAKPUTH
JeKinbKa BikoH koMauaow @aiin Cozoams Okno abo komOinamiero knasim Ctrl +N. Tlepexomu
MK BikHamu (ctanmaptHumu Uit Windows 3acobamu) 1at0Th 3MOTY BHUBYATH OJHY CTOPIHKY,
MOKU 1HIIIA 3aBAHTAXKY€ETHCS.

[TotpiOny cropinky abo 300pakeHHS MokHa 30epertu y (aiini. [lorouna cropinka
30epiraeTbess KoMaHot0 Paiinl ] Coxpanums Kax, TMCHAS YOTO BiJKPUBAETHCS CTAHIAPTHE BIKHO
30epexkeHHs TokymeHTa. CTOpiHKY MOXxHa 30epertd moBHicTio, y Bursimi HTML 1 sk mpocto
TEKCT, BUOpABIIM BiAMOBIAHUMA TUN (aiina y BikHI 30epexeHHs. MoKHa BUAUIATH HEOOX1THUI
¢dparmeHT, ckomiroBaTH ioro B Oydep oOMiHY, a MOTiM BcTaBUTH 3 Oydepa B ITOKyMEHT Oyab-
SKOTO TEKCTOBOTO peiakropa, Hampukian B Microsoft Word. ¥V pasi HeoOXigHOCTI 300paskeHHs
30epiraroTh KoMaHA0K Coxpanums pucyHoKk Kak 3 KOHTEKCTHOTO MEHIO JUIS KOXKHOTO PHCYHKa
OKpEMO.

Jlns meperssiny 30epekeHUX CTOPIHOK 0e3 MiJKIIoUeHHs 10 Mepexi [HTepHeT HeoOXinHO
nepeBecTy Opay3ep B aBTOHOMHUI peKuM KOMaH1010 MeHo Daiinl ] Aemonomnas paboma.

Bbpay3zep Hazgae kinbpka 3aco0iB BHOOpY BEO-CTOPIHOK.

Jlia momryky moTpiOHMX CTOpiHOK MokHa Bukopuctatu ixHio URL-anpecy, siky Tpeba
BBeCTH 10 Toust Aodpec. Ilicns HatucHeHHsT Ha KiaBimy <Enter>cropinky Oyne 3HaiineHo u
3aBaHTaXXEHO.

HaGuparoun azapecy, MokHa HexTyBatu mpedikcom http://, skuit  Oyme nomaHo
aBTOMATHYHO, SIKIIO B iMeHi cepBepa € http:// www. Kpim Toro, nmporpama JA0MOBHIOE apecH, 1110
HaOMPAIOTHCS CUMBOJI 32 CHMBOJIOM, IO TIOBHUX 13 CIIMCKY THX, IO PaHIIIe BUKOPHUCTOBYBAJIHCS.
Slkmio micns Takoro JOTMOBHEHHSI HEOOXINHY aapecy Oyae HaOpaHO, TO JOCUTh HATUCHYTH Ha
knasiury <Enter>. SIkmio Hi — ¢ MpoJOBXKYyBaTH BBEACHHS CHUMBOJIIB.

VY xoni pobotu Opaysep 3amam’IToBye 15 oCTaHHIX BUKOPUCTAHUX QPEC y CIHCKY, SIKUH
PO3KPUBAETHCS KJIAllAHHAM MHUIICI0 Ha KHOMI B moii Azpec (ue moje 3i cuckoMm). BuOpany 3i
CIHCKY ajipecy Oy/e 3aHeceHO 10 noist Adpec.

Anpecy URL Mo’kHa Briucatu y moJje agpecu Takox uyepe3 Oydep oOMiHy, BUALTUBIIH i B
TEKCTI (HampHKIIad, 3a AornoMororw komoOiHaiii kiasim Ctrl + C), a moTiM BCTaHOBUTH TEKCTOBUI
Kypcop y nouxi aapecu i HatucHyTtH Ctrl + V.

Beb6-cTropinka Ha ekpaHi MOXK€ MICTHTH Pi3HI €leMEHTH (TeKCT, 300paKeHHA Ta iH.) 1
rinepnocuianHs. lineprnocunaHHs 300paxylOThCS y BHUIJIIAI BHIUIEHUX (KOJIbOpOM abo
mpudpToM) (GparMeHTiB TEKCTy, 3HauykiB abo MamoHKiB. YacTo BOHHM OQOpMIIeHI SK
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kHorku Windows. I3 mocunaHb MOXyTh OyayBaTucs pi3HOMaHITHI MEHIO ab0 BOHHM IPOCTO
3yCTpi4al0ThCsl B TEKCTI cTOpiHKU. Ko Kypcop po3MiCTUTH Ha MMOCHJIaHHI, BIH Ma€ BUTIISA PYKH
3 BKa3IBHUM TaJblieM, a B PAAKY CTaHy Opay3epa (B HM)KHIA yacTHHI BikHA) 3 sBisgeThest DNS-
ajpeca rineprnocuiaHds. BoHa Moke BKa3zyBaTW Ha iHIIE Micle CTOpiHKH ab0 Ha iHIIY BeO-
cTopiaky. KiannyBmm MuInero Ha TMOCHJIaHHI, MOXKHA 3aBaHTKUTH BIIMOBIIHY CTOPIHKY a0o
HepeiTH 710 1HIIOTO MICIS TOKYMEHTA.

Jlnst  3aBaHTaX€HHS 1HIIOI CTOPIHKM Yy HOBOMY BiKHI TOTpPIOHO aKTUBI3yBaTu
komauy @aiinl)Coz0ams[10kno ado natucHytu kiasimn Ctrl + Ni BBectm aapecy HoBoOI
CTOPIHKH.

Komanna Omkpsims ccwliky 6 HOB0M OKHe 3 KOHTEKCTHOTO MEHIO JIa€ 3MOTY PO3IOYaTH
3aBaHTa)KEHHS HOBOI CTOPIHKM B IHIIOMY BIKHI O€3 IepepHBaHHS 3aBaHTAXEHHS HOTOYHOL
CTOpiHKK. B mporieci KianaHHs JIIBOKO KHOIKOK MHINI Ha TOCHJIAHHI 3aBaHTa)XCHHS CTapoi
CTOPIHKM HPUIIUHAETHCSA. 3aBAHTAXKEHHS CTOPIHKM MOXKHA TAaKOX HPUIIMHUTH, KJIAIHYBIIM Ha
kHomi Ocmanosums CTaHIAPTHOT MaHeN 1 IHCTPYMEHTIB.

[Tin yac 3aBaHTa)XCHHS CTOPIHKW B PSAJKY CTaHy BigoOpakaeThcs iHQoOpMallis mpo Ien
npolec, 30KkpeMa BIIHOCHMH OOCSI 3aBaHTa)K€HOI 4aCTUHM JOKyMeHTa. lIpouec 3aBaHTa)keHHS
CYIIPOBOJDKYEThCS aKTHBI3alli€l0 3HaUKa y MpaBOMY BEpXHbOMY KyTI BikHa Opay3epa. SIkijo yac
3aBaHTa)KEHHs OyJe HENPUMHATHO BEIMKHM, TO IPOLEC MOKHA MEepepBaTH, KIAILHYBIIA MUIIEIO
Ha KHomii Cmon maHemni IHCTPYMEHTIB.

HazBu nmoTpiOHMX CTOPIHOK MOXHA 3amam’siTatu y mamnii M30pantoe. JIis 1p0ro 10CUTh
KJIAI[HYTH TPaBOI0 KHOMKOI MUl Ha ii iMeHI i BUOpaTH y KOHTEKCTHOMY MeHIO /lobasumb
6 U30pannoe ab0 TEPETATHYTH TIMEPIOCHIAHHS Ha KHOIKY M30pannoe. lammiA  BapiaHT:
CHOYATKY BIAKPUTH MANKy M30pantoe 1 IEPETATHYTH TINEPIIOCUIIAHHS B OJTHY 3 MIAOPSIKOBAaHUX
nanok. 1[{o6 akTuBi3yBaTH CTOPIHKY 3 Ii€i MANK{, HEOOXITHO KIAIIHYTH MHUIICIO Ha ii iMeHi. Yci
nepepaxoBaHi /il MO’KHa BUKOHATH TaKOK 3a JIOTIOMOT0I0 KOMaH]l MeHI0 M36paHtoe.

[IpoTsirom poGoTu OGpaysep 3amucye BCi BUKOPHUCTaHI iMeHa BeO-CTOPIHOK Yy CHeliaTbHOMY
daiimi, noctym 0 sKoro nae kaonka JKypran. Y JKypuani 3aniam’ ITOBYIOTBCSI CTOPIHKH, SIKi OyJ10
BUKOPUCTAHO MPOTATOM OCTAaHHIX KUIBKOX THXKHIB. JKVpHai TAaKOK MOXe OyTH JDKEpesIoM aapec
BE0-CTOPIHOK.

KpiM Toro, nns meperysjy CTOPIHOK, sIKI BIJIBITyBaJMCS MiJl 4ac IOTOYHOTO CEaHcy,
MO>KHa BUKOPHCTATU KHONKU Bnepeo 1 Hazao.

JlabopaTopna po6ora Nel0. TexnoJioris nomyky ingopmauii B mepesxi.
Oco006/1MBOCTI MOLIYKY Ta BUKOPUCTAHHSI NPaBoBoi iHpopMauii

10.1. TemaTnyHi Ta iHIEKCHI CUCTEMHU MOIIYKY;
10.2. hopmyBaHHS 3aNIUTY Ha TONIYK;

10.3. momryk y moBHOTEKCTOBIN 6a31 TaHMX;
10.4. momyk Ha BeO-caiiTax.

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

Memoouuni pexomenoauyii
Knwuoeumu mepminamu, Ha po3ymMiHHI AKUX 0A3YEMbCA 3AC60CHHA HABUATNbHO20
mamepiany memu, €. TEXHOJOTIS MOIYKY iH(QOpMAIlil B MepeKi. TeMaTH4HI Ta 1HIEKCHI CUCTEMH
MOIIYKY; 3alUT Ha MOLIYK; TOBHOTEKCTOBI 0a3M aHuX; MONIyK iH(opmalii Ha BeO-calfTax.
3 memoro 2nub0K020 3AC60CHHA HABUATLHO20 MAMeEPIALy NPU CAMOCHMIUHOMY 6UBUEHHI
memu CHmyoeHmy apmo 0cod1ugy yeazy 30cepeoumu Ha MaKkux acneKkmax:
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31 301IbIIeHHSIM 00CATY 1H(OPMAIIIHOTO HAMOBHEHHS [HTEepHETY mpobiiemMa MOIIYKY
iHpopMmanii crae aenami akTyaidbHImOM. [IOTy)XKHUM I1HCTpYMEHTOM [UIsl PO3B’A3aHHA Ili€l
npoOJeMHu € CTBOPEHI MOLIYKOBI CHCTEMH, sIKi JOMOMAaraioTh 3HAUTH HEOOXiTHI cepBepU YU
OKpeMi BeO-CTOPIHKH.

[TomykoBi  cucTeMU  MOAUIAIOTbCS  HA meMamuyHi Ta iHOeKCHi CACTEMU  TIOLIYKY.
TemaTu4Hi cHCTEMH TOMIYKY MOJAIOTh CIIUCOK KaTEropii, B SKOMY BEO-CTOPIHKHM BIOPSIKOBaHI
3a 1€papxivyHOIO CTpyKTyporw. IlepeMimyrounch JepeBOM KaTaJlOTiB, MOXKHA IOCIIIJIOBHO
0oOMeXHUTH 00JacTh TOIIYKY W OTPUMATH CHHCOK TOCHJIaHb Ha BeO-By3JH, IIO TOB’s3aHI 3
HEOOXIJTHOI0 TEMOIO CTOpiHKU. J[Is KOpUCTYBaHHS TaKOIO IOIIYKOBOIO CHCTEMOIO HEOOXiTHO
TOYHO 3HATH, JI0 SKOi TEMH HAJICKHUThH iH(POpMaIIis.

[HekcHI cucTeMu BUKOHYIOTH IMOIIYK 32 33JaHMMU KIIFOYOBHMH CIOBaMH. Y pe3yibTarTi
MOIIYKY CHUCTEMa BHUBOJUTH CIIMCOK BEO-CTOPIHOK, SKI 3aJIOBOJIBHSIOTH 3ajaHi KpuTepii.
Kpurepissmu momnryky MoxyThb OyTH CJIOBO 200 HaOip CIIiB UM JIOTIYHUN BUPA3.

Bimomi  momrykoBi  cucremu:  yahoo.com,  www.rambler.ru,  www. yandex.ru,
www.meta.ua., www.google.com.ua € 0araTo iHIIMX IMOIIYKOBHX CUCTEM.

Jnst BUKOHaHHS 1i€i ¢yHKUIi HEOOXiTHO aKTHBYBaTH BeO-Opaysep, BBECTH aapecy
HOLIYKOBOI'O cepaepa. [Ticns 3aBaHTAKEHHS BBECTHU KJIFOUOBE CJIOBO i
HAaTUCHYTH ENter. ABroMaTuyHO MiAKIIOYAETHCS TMOIIYKOBA Iporpama, sika Imeperisgae 6aszy
JaHUX cepBepa 1, 3HAWIIOBIIN KJIIOYOBE CIOBO Ha 4eproBiii BeO-CTOpIHII, 3aMUCye ii agpecy B
nepesik pe3yapTaTiB nomyky. Tenep ais meperisay 3MicTy 3HaiiieHux QaiiniB HeoOXiAHO ABIYi
KJIAI[HYTHU Ha TieproCUIaHHI.

[Tomyk MoXxHa BUKOHATW U y BikHI Opaysepa. st mboro akTHBi3ylOTh KHOMKY /louck i
BUOMPAIOTH Y JIiBif YaCTHHI BIKHA CepeJI MEPENiKy BiAMOBIIHIIA MOUTYKOBHUI cepBep.

[TomykoBa cuctema META no3Boisie 31iHCHIOBATH MOIIYK y BCHOMY YKPaiHCBKOMY
IntepHerTi, a Takox y Peectpi ykpaiHChKHX CalTiB.

Posrnsinemo 3aco0u moiyky, HasiBH1 y MOIIYKOBiHM cucteMi WWW.Mmeta.ua.

IHomyk y noBHOTeKCTOBIN 0a3i JaHUX.

[ToBHOTEKCTOBUII TOHIYK BiIOYBa€TbCcA 3 ypaxXyBaHHAM pOCIHCHKOI Ta YKpaiHCHKOI
Moponorii. Lle o3Hauae, 10 He3BaXka0un Ha rpaMaTU4Hy (GOpMY KIHOYOBHX CliB, Bu oTpumaere
JOKYMEHTH, SIKI MICTAThH IIyKaHl cioBa y Bcix (opmax. Hampukiazn, 3a 3anurom eruboki dena
OyIyTh 3HAWJEHI TOKYMEHTHU, SIKI MICTSTh CIIOBA 21UbOOKe OHO, 33 3aIUTOM PVUIHUK BULUUBAHULL —
JOKYMEHTH, SIK1 MICTATb CJIOBA BUUUBAHOMY PYUIHUKOGI 1 T. 1H.

3BepHITh yBary Ha Taky OCOOJMBICTb: B 0araTOCIIBHMX 3allMTaX CUCTEMa He ITHOPYE Tak
3BaHl «CTOI-CJIOBa», 0 SKUX HajlexaTb NPUHMEHHHUKH, YAaCTKH, CHOIYYHUKU TOIIO. BijbiiicTh
NOLIYKOBUX CHUCTEM Yy TIpoliecl MONIIYKY IrHOpye iX, TOOTO, MiJ dYac 3amuTy Kpem 6i0
3acmazy TPUAMEHHUK «BiA» OyAe MpOIrHOPOBAHO 1 cepel pe3yJsbTaTiB OyAyTh JAOKYMEHTH 31
CJIOBOCIIONTYYEHHSAM «KpeM JiIs 3acmarny. <META> BugacTh JOKYMEHTH, 110 TOYHO CITIBIAIal0Th
3 Bamum 3anuroM.

Bu Mo’keTe BUKOPHCTOBYBAaTH HU3KY CIIY>KOOBHMX OIEpaTOpiB, sIKI JO3BOJIIOTH YTOUHUTH
Bamu 3anur .

Jloriuni oneparopu

Oneparop Onumc

+ Jloriune TA. Lleii onepaTop NpUITyCKAa€ETHCA 1 JIi€ EPLUIUM, TOOTO
3aIUT YKpAiHCobKi pepepamu PIBHOSHAYHUN 3aMIUTY YKpaincwbKi + peghepamu

— Jloriune HI no3Bosnsie BUKIIIOYUTH 31 CHUCKY Pe3yJbTaTiB TOKYMEHTH, SIKi
MICTATH CIIOBO, IO i€ MiCIs bOro onepaTtopa. Hanpukian, 3a

3aIUTOM KAB0BUU HaNili — Kaéa OyAyTh 3HAMIEH] TIJIBKU Ti JOKYMEHTH, B SKHX €
CJIOBA KABOBUL HaNil, alle HEMAE CI0BA Ka6a
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http://yahoo.com/
http://www.rambler.ru/
http://yandex.ru/
http://www.meta.ua/

Jloriune ABO 1103BoOJIsI€ 3HAWNTH TOKYMEHTH, SIK1 MICTATh X04a O O7[HE CJIOBO B
3anuti. Hanpukoian, 3a 3anutoMm: kozaxu | kazakuOyayTh 3HaWACHI TOKYMEHTH,
110 MICTATEL a00 CIOBO K03aKu, aD0 CIIOBO KA3aKU

[Topsimok aii TOTiYHUX ONEpaTOpiB MOXKHA 3a7aBaTh Kpyriaumu ayxkamu (). Hampuxman,
3a 3aMUTOM XAPKIBCLKI | Kuiscoki nionpuemcmeéa Bu oTpuMaeTe MTOKYMEHTH, IIO MICTATH abo
CJIOBO Xapkiscvki, a00  OJHOYACHO  CIIOBA KUiBCLKI 1 nionpuemcmea, OCKIIbKA — omepaTop  +
MIPUITYCKAETHCSA 1 i€ mepmuM. SKIo >k HeoOXigHO 3HAWTH JOKYMEHTH, B SKHUX 3yCTPIYarOThCS
CIIOBA XAPKiBCbKI nionpuemcmea ado KuigcoKi RIONPUEMCMEa, 3aruT IIOBUHEH Oytu
TaKUM: (XAPKIBCHKI [Kuiecwbki) nionpuemcmaa.

Oxpim JOoriuHUX BUpa3iB Bu MokeTe BU3HAYATH BiJICTaHb MK CIIOBAaMH 3aITUTY

OnepaTopn, 110 BU3HAYAKOTDH Bi)ICTaHL MiZK CJI0BAMH 3aluTy

Oneparop Omnuc

13 2

[ToxaBiiHI AKX A03BOJISIOTH 3HAXOIUTH TOYHE CIIOBOCIIOJIYYCHHS, BKa3aHEe B
HUX. Y mporeci 1poro ¢ikcyeTscs rpaMaThuHa Qopma ciiB, TOOTO 3a
3aMUTOM «no2oda 6 Kpumy» OyayTh 3HaWJEHI HOKYMEHTH, SKi MICTSATh came
TaKe CIOBOCIIONYYEHHS —no2oda 6 Kpumy

{..} |®irypHi AyKKH JJ0O3BOJSIIOTH 3HAXOIUTH CIIOBOCIIONYYCHHS, OJM3bKE 10
BKAa3aHOT0 B HHUX, TOOTO Ha BIAMIHY BiJ MONEPEIHHOTO olepaTopa 3a
3anutoM {nocooa ¢ Kpumy} OyayTh 3HaWICHI JOKYMEHTH, IO MICTATH TaKi
CJIOBOCIIONYYeHHS: «morona B Kpumyp», «moromi B Kpumyp, «moroau B
Kpumy», T06TO rpamaTiuHa opma citiB y koMY pa3si He (piKcyeTbes

[n,..] |Lle#t omeparop BHUKOPUCTOBYETHCS B TOMY BHIAJIKy, SKIIO HEOOXIIHO
OOMEXHUTH BiJICTAHb MK cioBamMu Bamoro 3anuty. Hampuknan, 3a 3anmutom
[5, mobinbruit menegon] Oynyts 3HaWACHI TUTBKA Ti JOKYMEHTH, B SIKHUX
CJIOBa MOOLNbHUL 1 menleghon PO3TAIIOBAHI y (parMeHTI TEKCTY, HE OLIbIIOMY
HIX 5 CITiB

[TepenbOaueHi TakOK OMEPATOPH, K1 JJO3BOJISIIOTH OOMEXKHUTH 00JIaCTh MOIITYKY
BHU3HAUEHUM TIOJIEM IOKYMEHTA .

Oneparopu, 110 00CTEKYIOTH 00J1aCTh MOLIYKY

Omnepatop Omuc

OrmepaTop M03BOJSE INyKAaTH TINBKA 32 HA3BOK JIOKYMEHTA.
Hanpuknan, 3a 3anutom title (npaiic-rucm) Oynyts  3Haiimeni Ti
Title JOKYMEHTH, B Ha3Bi SIKUX MICTHTBCSI npatic-iucm, 3a
sanuToM title («dowka oconowenvy) 6yayTh 3HAWACHI JTOKYMEHTH,
K1 MICTSITh B Ha3B1 CIIOBOCIIONYYEHHS 0OUIKA 020/I0ULeHD

OnepaTop Aa€ 3MOry MPOBOJUTH TIONMIYK 3a Ha3BaMU PO3JILIIB
nokymeHtiB. Hampuknan, 3a 3anurom heading(6izrec-naan) 6ynyTth
Heading 3Hal/IeH1 JOKYMEHTH, K1 MICTSITb Oi3Hec-naaH B
noji heading mokymeHTiB

ITomryk y peecTpi ykpaiHCbKHX caiiTiB.

Sk 1 32 MOBHOTEKCTOBOTO MOUIYKY, OUIYK Y PEECTP1 BEAETHCA 3 YpaxyBaHHIM POCIMCHKOT,
YKpaiHChKOI Ta aHTMiHChKOT MOp(doIIOTii.
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3a 3aMOBUYBaHHSM IIOIIYK 3/11HCHIOETHCS 32 TOBHOTEKCTOBOIO 0a3010 JaHUX, JUIS MOLIYKY
y PeecTpi MocTaBTe Mpanopens uiykamu ¢ Peecmpi.

Bu moxere oOMEXHTH 00JacCTh TMONIIYKY OKPEMOIO TeMOK abo perioHoM. Jlis 1boro
HEOOXITHO TEperTH Yy BIANOBIAHY TEMaTHYHY/pEeTiOHaIbHY pyOpPHKY Ta TIOCTaBHTHU
npanopenb «uykamu 6 po3oini:» abo «wykamu 3a pecioHOM:», IPU LBOMY TOIIyK Oyne
IPOBOJUTHCH 32 TOBHOTEKCTOBUM 1HAEKCOM. SIKIIO K IOCTaBUTH WI€ OJIUH Mpamnopenp —
«wykamu 6 Peecmpiy, TO Iomyk Oyne MPOBOJUTHCH TIBKU 3@ ONKCAMU CATIB y BU3HAYCHOMY
po3aiii abo perioHi.

Iomyk Ha BeDd-caliTax

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

<THun indopmaniiiHoOro mpocropy>://<Hazpa ceppepa>/

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

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

Hanpuknan, nHaOpaBmm komanay http://www.meta.ua, MoxxHa OTpUMAaTH JOCTYI JI0
nomrykoBoi cucremu (kartanora) Meta, a 3BepHyBInuCh 3a aapecorohttp://lib.meta.ua — crmcok
HOBHUH y rajy3i jiteparypu (6i6mioTeka).

st 3pyanoi po6otu kopuctyBada B WWW-tipocTopi € crieniaibHi mporpaMu mepersry
daiinis — opoysepu: MS Internet Explorer , NetscapeNavigator, Opera, Mozilla Firefox Torio.
[xHs QyHKIis monArae B JOCTaBIi HAa KOMIT'IOTEp KOPHCTYBadya KOmii (aifily, 3aMOBIIEHOTO 3a
rioro URL-anpecoro. OTpumaBiiy JOKYMEHT, HOro Tpeda meperiasHyTy, 3aucaTi Ha Juck abo, y
pasi nmotpebu, HaApyKyBaTH. bpoy3epu TakoX NArOTh 3MOTY TEpPECHIaTH €JIEKTPOHHY MOMITY i
penaryBatd JOKYMEHTH 3a JIOMIOMOTOI0 KHOIIOK MMaHesl 1HCTPYMEHTIB 4YM KOMaH]| T'OJOBHOTO
MEHIO.

l'onoBui mpaBuna BimmykanHs (aiiniB 3a URL-agpecamu Taki. 3amycTUBIIM MpOrpamy,
BIIKpuBaloTh HOBUH (paiin. 11lo6 oTpumaru mykanuil Qaitn, URL-anpecy BBOISTH y TEKCTOBE
noJje Posmawysanns (Location) un Adpeca (Address) i HATHCKAIOTh Ha
KkHOTIKY Biokpumu (Open) abo BBoay. [ToTpiOHO cTexxuT 3a iHGOpMANIHHM DPSIKOM BHHU3Y
€KpaHa, /i€ BUCBITJIIOIOTbCA JaHi MpO Te, CKUIBKM KiIoOaiTiB iH(opmamii yxe Hamiimnuio, a
CKUIBKH I1I€ TIOBUHHO HAINTH (4acTo Iie TpuBa€ A0Bro). Orpumaniiu (aiii, ropTaroTh HOTO 3a
JIOTIOMOT'00 TINEPTEKCTOBUX MOCWIaHb. [lOBEpHYTHUCh Ha TMOMEPENHI0 CTOPIHKY MOXKHA 3a
JonomMoror kHonku Hazao (Back), a nepeiitu Ha HacTynHy — Bnepeo (Forward).

SIkmo x kopuctyBau He 3Hae URL-anpecu moTpiOHOro JOKyMeHTa, HOMY JOIOMOXYTb
CHUCTEMU MOLIYKY (cepBepH-KaTaJIOTH) iH(opmarrii 3a KJIFOYOBUMH
cinosamu: Meta, Rambler, Yandex, Yahoo tomo. VBilTH B Meta MoxHa
tak: http://www.meta.ua. ITicast 11bOro MOTPiOHO KOHKPETHU3YBATH TEMATHKY IMOIIYKY (OCBITa,
CHOpT, Moroja, Oi3HEC TOLIO), Yepe3 3HAK «+» Y MPOIMYCK BBECTH Y TEKCTOBE MOJIE MOUIYKY
KJIIOYOBE CJIOBO YW JBa (HAmNpUKIal, MOroga XMEIbHUIBKHI TOII0), HATUCHYTH Ha
kHomiky [llykamu (Search) i depe3 meskuii 4ac Ha KOMITIOTEp HAIIHIyTh aJpecu pecypciB
(caiiTiB), moO MICTATh 1H(pOpPMaLiI0 MNpo mHorogy B XmenbHHUIIbKOMY. KiamHyBmm Ha Ha3Bi
pecypcy, OTPEMYEMO JOCTYT JI0 iH(pOpMaIii.
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Tema 3. MS Excel.

JlaGoparopHa podora Nell. CTBOpeHHS eJIeKTPOHHOI Ta0JIuIIi.
Omnepauii Hax BMicTOM KOMipoK

11.1 JliamazoH koMipok. BcTaBka psakiB Ta CTOBMYHUKIB. BHIIJIEHHS CTOBIYUKIB Ta PSAKIB.
30epeskeHHs TaOHII.
11.2. Onmeparii Hag BMiCTOM KOMipOK. BunpaBiieHHsI TOMUJIOK.
11.3. TlepemimieHHs JaHHX.
Ayoumopua nucemosa poboma
BuKoHaHHS CTyJIeHTaMH TECTOBUX 3aBJaHb 3 MIUTAHb TEMH 3aHSITTS.

Memoouuni pekomenoauyii
Knwuosumu mepminamu, na po3yminHi AKUX 0a3y€MbCA 3AC60EHHA HABUATLHOO0
mamepiany memu, €. mact, kuura MS Excel, mianazon komipok.
3 Memoto 2n1ub0K020 3AC60EHHA HABUAILHO2Z0 Mamepialy npu caAmMoCmilHOMY 6UBYUEHHI
memu cmyoeHnmy ¢apmo 0coonugy yeazy 30cepeoumu Ha maKkux acneKmax:

Tabmuunmii npouecop Excel 2007 morkHa 3anyCTUTH HAa BUKOHAHHS KUJTbKOMA CIIOCOOAMHU:

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

- BUKOPUCTATH SIPIHK mporpamu Ha Pobouomy cromi abo Ha maneni LlIBuakoro 3amycky;

- ABiUlI KJAIHYTH HA 3HAYKy BXKE ICHYHOUoro (aiiay, CTBOPEHOMY B TaOIMYHOMY
poIecopi.

[Ticns 3amycky mporpamu Excel 2007 Ha ekpaHi BiAKpHBAaeTbcs JBa BIKHA: BIKHO
TaOJIMYHOTO TMpollecopa Ta MiJJIerNie J0 HbOTO BIKHO €JIEKTpOHHOI KHurH. Ha BiaMiHy Bix
TEKCTOBOT'O IPOIecopa, y SKOMY HE iCHye OKpeMoro BikHa nokymeHTta, B Excel 2007 BikHO
€JIEKTPOHHOI KHUTH MOXXHA 3rOPHYTH, PO3TOPHYTH Ha BECh €KpaH a00 3aKpUTH, HE3aJEKHO Bij
BiKHA Ta0JIMYHOTO MPOIIecopa.

Sxkmo 3amyctutu Excel 2007 ogHuM 3 nepmmx JBOX HaBeIEHUX CIOCOOIB, TO
CTBOPIOETHCS €NIEKTPOHHA KHUTA, sIKa MA€ 3a 3aMOBUYYBAHHAM iM'st Knueal 1 CKIala€Tbes 3 TPHOX
apkymriB 3 iMeHamu Apxyuil, Apxyw2 i Apkyw3, Ha KOXKHOMY 3 SIKMX pPO3MIIIEHa TOPOXKHSI
eJleKTpoHHa Tabimuud. Skmo x 3amyctutd Excel 2007 TperiM 3 HaBeieHUX CHOCOOIB, TO B
MJUIETJIOMY BIKHI BIAKPHUBA€TbCA €JIEKTPOHHA KHMra, IO 30epiraeTbcs y BIIMOBIAHOMY (aiiii
(puc.).

VY BIKHI €JEeKTpPOHHOI KHHUIU (6) B110Opa)kaeTbCs BMICT MOTOYHOrO apKylia. SKIo BIKHO
KHUTH BIJKPUTO B TIOBHOGKPAaHHOMY peXHMi, TO Horo Psmok 3arosoBka OKpeMo He
BiZJOOpaXkaeThCsl: IM'sl KHUTH BioOpakaeTbesi B Psiiky 3arosoBka BikHa TaOJIMYHOTO IMpolecopa
(4), a KHONIKM KepyBaHHS BIKHOM KHUTHU (7) — MiJ KHONKAMU KEpyBaHHS BIKHOM TaOJIMYHOTO
npouecopa. SIKIo X BIKHO KHUTH BIJKPUTO y BIKOHHOMY peXuMi, To Horo Psnmok 3aronoBka
B1J100pa’kaeThCs OKPEMO.
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00'exTn TadmuHOro npouecopa Excel 2007 ra ixHi B1acTuBocri

O6'extamu TabauuHoro mpoiecopa Excel 2007 € enekrpoHHa KHHra, apKylll, eJIeKTPOHHA
TaONuIs, PSAAOK, CTOBMEIh, KIITUHKA, Jlama3oH, Jiarpama Ta iH. Y TaONMuWIll HaBEJAEHO NEsKI
BJIACTMBOCTI HA3BaHUX O0'€KTIB.

Tabauys BnactuBocTi 00'€KTIB TAOIUYHOTO TIpoliecopa

00'exm Bracmueocmi 06'ekma

[M'sl, KITBKICTh apKyILiB, HOPSI0K PO3TAIlyBaHHS apKylIiB, HasABHICTh
OKPEMHUX apKyIIB 3 JlarpaMaMH Ta iH.

[M's, BUA apkyia, KUTbKICTh PO3MIIIEHHX O0O0'€KTIB Ta IXHIM BHI,
HasIBHICTB 3aXMCTY, KOJIp SApIUYKa Ta 1H.

EnekTpoHHa KHUTA

ApKyII

3aranbHa KUIBKICTH PSIIKIB, CTOBIIIIB 1 KJIITHHOK; KIUJTBKICTH PSJIKIB,

EnekTponHa Tabnuus CTOBIIIIIB 1 KJIITHHOK, 110 MICTATh JaHi; HasIBHICTh CITKH Ta iH.

Psiiox Howmep, BrcOTa, KITBKICTh 3aMTOBHEHUX JAHUMHU KIITUHOK Ta iH.

CroBmens Howmep, mmpuHa, KiTbKICTh 3alI0BHEHUX JTAHUMH KJIITHHOK Ta 1H.
Anpeca, iM's, BMICT, THN MJaHUX, ¢GopMaT BiTOOpaKeHHS TaHUX,

[KmiTHKa MPUMITKA, MEXI1, 3aJTUBKA Ta 1H.

Jliama3oH KIITHHOK Anpeca, iM'st, KUTBKICTh KITITHHOK Ta 1H.

Tabmuus Excel 2007 [M'sl, KUTBKICTD KJIITHHOK, CTHJIb OOPMIICHHS Ta iH.

/liarpama Tun, Bua, Ha3Ba, po3Mip 00JaCT1 HiarpaMu, KOJIIp 3aIMBKHU Ta 1H.

KinbpkicTh apKylIiB KHUTH OOMEXYETbCS JIMIIE O0OCATOM BUIBHOI ONEPAaTHBHOI HaM'ATi
KOMI'IOTEpa 1 Ha HUX MOKHA PO3TallyBaTH €JIEKTPOHHI Tabmiwuili, Aiarpamu, rpadiku, rpadidxi
300pakeHHs, tokymeHtu Microsoft Word, 3Byko3anucu, BiZICOKJIINHU Ta iH.
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Koostcnuit apkyw knuzu mae im'a, sike BKa3yeThCA Ha SPIMYKY apKylia. SKIo Ha apKyniax
PO3MIIIYIOTECS €JEKTPOHHI TaOJHIi, TO TaKMM apKyllaM 3a 3aMOBYYBAaHHSIM HAJalOThCA IMEHA
Apxkymri, Apkym?2 i T. 1. SIKIIo apkyii npu3HayYeHi Ui PO3MILIEHHS TIIBKH Jliarpam, TO TaKuM
apKylIllaM 3a 3aMOBUYYBaHHSM HaJaroThcst iMeHa [liarpamal, liarpama2 i T. 1.

Enexmpouna mabnuun maoauunozo npouyecopa Excel 2007  micmums 1 048
576 paokie (Homepu Big 1 mo 1 048 576),16 384 cmoenuyi (3a 3aMOBUYBaHHSIM iXHI HOMEPH
CKJIaJIAl0ThCs 3 JIiTep aHrmiiicekoro andasity: A, B, C, ..., Z, AA, AB, ..., ZZ, AAA, AAB, ...,
XFD), ycboco 17179 869 184 knimunxu.

KoxHa KIITHHKA eNeKTPOHHOI TabmuIli Mae anapecy. Ajnpeca KIITHHKH 33Ja€ThCS
HOMEpaMU CTOBIMIIS Ta PsKa, HA MEPETHHI SKUX BOHA 3HAXOMUThCs, Hampukian, Al, C3, D17,
AA26. 3aBxau o1HA 3 KIITHHOK eeKTPOHHOI Tabmuii € nomounorwo.Ii angpeca BinobpaxkaeTses B
noni Im's.

ei abo Oinvwe KAimuHoOK apKywia el1eKmpoHHOi mabauyi ymeoprowms 0ianazon
Knimunok. Y Jllama3oH  KJIITHHOK MOXYTh BXOJUTH SK CYMDKHI, TaKk 1 HECYMDXKHI
KIITUHKA. IIpamokymuuit  diana3on  KiimuHOK, 1O  CKIAJA€Tbes 3 CYMDKHHUX
KIIITUHOK, HA3UGAECMbCA 38 A3HUM.

/Jliana3zon K1imuHoK, AK i OKpema KiimuHKa, Mae aopecy.

Anpeca 3B'I3HOrO Jiama3oHy KIITHHOK 3a/a€ThCS  aapecaMHd JBOX  KIIITHHOK,
PO3TAIIOBAaHUX y HOT0 MPOTHIEKHHX KyTax, IO PO3IUICHI IBOKpamnkorw, Hampukian A3:A7,
B11:D11, G9:C3.

Panmok 1 croBmenp TakoX € Jiama3oHamMH KIITHHOK. Hampukiazn, aapecoro aiamna3oHy
KIIITHHOK, JIO SIKOTO BXOSATHh YCI KITHHKH Aecstoro psiaka, € 10:10, a axpecoro miamnazoHy
KIIITHHOK, JTO SIKOTO BXOJATh yCi KJIIITUHKH CTOBMI B, € B:B.

Cmanoapmnum munom ¢paiiny ¢ Excel 2007 ¢ Knuea Excel,a cmanoapmuum
poswupenuam imeni gaiiny € XIsx. Xoua, sk i y Word 2007, kHUTy MOKHA 3anucat i y ¢aiii
IHIIOTO TUITY.

Posrnsinemo aeranpHilie IpyKyBaHHS KHUTH Ta i1 00'exTiB. Bubip kxHonku LlBunkuii npyk
Ha [laneni mBuakoro nocryny ado Bukonaunus Office => /lpyx => [lleudkuii Opyx NPUBOIUTH 10
JIPYKYBaHHS OJHI€T KOIMi YaCTHHU MOTOYHOTO apKyIlla KHUTH, sKa 3allOBHEHA JaHUMH, & TaKOXK
IHIIMX 00'€KTIB, HAIPUKJIIAJ JllarpaM, sIKl po3TallloBaHl Ha IbOMY apKYIIIi.

Citka, sKa po3AUISIE apKyll €JIEeKTPOHHO! TaOJHI[l Ha KIITHHKH, 32 3aMOBUYBAaHHSM HE
JIPYKY€ETHCSL.

SIkmo noTpiOHO BCTAHOBMUTH IHIN 3HAUEHHsS MapaMeTpiB APYKYBaHHS, TO MOTPiOHO
BukoHaru Office => /[pyx => /lpyxi y Bikai JpyK, 10 BIAKPHIOCS, YCTAaHOBUTH HEOOXiIHi
3HAUEHHS MMapaMeTpiB JAPYKYBaHHS, SKi BU3HAYATHMYTh, YCIO €JICKTPOHHY KHHUTY JPYKYBAaTH YH
OKpeMl apKyIlli, KUIbKICTb KOIH Ta iH.

st BeaeHHs JaHUX, peaaryBaHHsi, d¢opmMaTyBaHHsl, BHILIEeHHSI 00 €KTIiB
€JIEKTPOHHOI TA0/ 1ML HeOOXIAHO 3aCBOITH NMOCIIAOBHOCTI CTAHAAPTHHUX AJITOPUTMIB Jiii:

AuaroputmM 1. IIpoxpyTka BikHa 3 (piKkcaniero psiAKiB i CTOBNLIB

Ilpuxnao 1. 3akpinuTH 3aroJ0BKH CTOBIILIB.

Ha poGouomy apxymri Jlucm 1 cTBOpITH Takwii 3MICT, sk y Tabm. 1.1.

1. YcTaHoBITh Kypcop y KOMIpPKY, BUIIE 1 JJIBOPYY BiJ sIKOT MOTPIOHO 3adikCcyBaTH PSAKH 1
CTOBITUMKH BEJMKO1 TaOJIMIIl B Mpo1ieci MPOKPYTKH (y TaOIHIIl KOMiIpKa BUI1JIEHA KOJILOPOM).

2. Menio Oknoll3akpenums obnacmu.

3. MKOHaiiTe MPOKPYTKY BiKHA 3a JIOMIOMOIOI0 KJIABILI I'PYNH CTPUIOK a00 KHOIOK CMYT
npokpyTku. Ha ekpaHi Bi1oOpa3uThCst pe3yabTaT NPOKPYTKH.

Jig 3uATTSA ikcanii psAAKiB 1 CTOBMUYMKIB MOTPIOHO BUKOHATH KomaHny OkwollCusame
3akpennenue obnacme.
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Auaroputm 2. Iloain BikHa Ha 2 i 4 yacTUHH

1. [ToMicTiTh TMOKWKYMK MHIINI HA TOPU3OHTAIBHUN pO3MIILHUK (By3bKa CMyra Ha
BepTUKAJIbHIN JiHiHLi). Kypcop mepeTBoproeThCsi Ha ABOCTOPOHHIO CTPUIKY 3 TOPU30HTAIEHUMHU
THISAMU.

2. KianHiTh Ha JiBy KHONKY MHIIL 1 BUKOHAKTE MEpeTsAryBaHHS B MOTPIOHOMY HampsiMi,
MOTIM KHOIIKY BiimycTUTH. Ha expaHi: po3moaiibHa rOpU30HTAJIbHA JIiHIS.

3. [lepemiraroun MOKaKIMK MHIII, 3’ IBUTHCS TIEPEMIIICHHS PO3ITOIUTHHOT JITHIi.

4. BianycTiTh KHOIKY MUIIII.

Ha expaHi: 1Ba ropu30HTaIbHHUX BiKHA 31 CBOIMH CMyraMH IIPOKPYTKH.

5. AHaJIOTIYHO BHKOHYETHCS TIIOALT BIKHa Ha JBa 3a JIONOMOIOI BEPTUKAIBHOTO
pO3ILITBHUKA.

6. [1lo6 moxinuTH BiKHO pPOOOYOro apkymia Ha YOTUPU BiKHA, MOTPIOHO BHUKOHATH
MmeHto OknollPazoenums.

AaroputMm 3. BujijieHHs cTOBIYMKA a00 1eKiJIbKOX CTOBMYMKIB

Buninenns oonoco cmosnuuxa BinOyBa€eThCsl TAKUM YHHOM:

1) moKa)XYMK MHMIII CJIiJ] BCTAHOBHTH Ha Ha3BY CTOBITYMKA;

2) Knaunite Ha yiBy KHONKY Muini. Ha ekpani BioOpa3uThCsi BUIICHHI CTOBITYHK, SIKHIA
BIJIPI3HAETHCS KOJILOPOM. 1106 BUIUIATH KLIbKA CMOGNYUKIS, PO3MAULO8AHUX
nocii006Ho, MOTPIOHO:

~ IMOK&)XYMK MMII BCTAHOBUTHU HA Ha3BY MEPLIOTO i3 CyMIXXHUX CTOBIYHUKIB;
— KJIAIHITH HA JIiBY KHONIKY Mulni. Ha ekpaHni 3’IBUTbCS BUALJICHUN CTOBITYHK;

3) HatrcHyTH Ha Kiasimry Shift + kmanHyTH Ha JIiBy KHONKY MHUIIII Ha3BH OCTAHHBOTO 3
CYMIJKHUX CTOBITYHKIB;

4) BimnmyctuTH Knasimry Shift.

Ha expani Bi100pa3siThCsi BUAUICHI CYMIXHI CTOBITYUKH.

3 METOI0 8UOLNIEeHHS KITbKOX CIOBNYUKIE, PO3MAUIOBAHUX He NOCTIO08HO, CITLT;

1) nmoKa)XYMK MUIIII BCTAHOBUTH HA HA3BI MEPIIOTO 31 CTOBITYMKIB, SIKi TOTPIOHO BUALIHTH;

2) Kunarnite Ha 1By KHOTKY Muliri. Ha ekpaHi 3’IBUTbCS OJTMH BUIIICHHH CTOBITUUK;

3) matucHyru knasiuty Ctrl + niea xnonka muwi Ha Ha3Bax HACTYMHUX CTOBITYHUKIB, IO
NOTPIOHO BUIIHTY;

4) BigmyctuTu knasimy Ctrl.

Ha ekpani Bi1o0pa3aTbcst BUAUICHI HECYMIXKHI CTOBITUMKH.

Adaroput™ 4. Bugijienns psiika a6o J1eKijibKoX psiAKiB

06 BUAITUTH 00UH psAOOK, IOTPIOHO:

1) moKaXXYMK MHII BCTAHOBUTH HA HOMEP PSIIIKa, SKUH HEOOX1HO BHIUIUTH;

2) KJIalHYTH JIiBY KHOIIKY MHUIII.

Ha expani 3’SIBUTbCSI BUALIEHUH PSAJIOK, 10 BIIPI3HAETHCS KOJIBOPOM.

Buninenns xinekox psaoxis, po3mauio8aHux noCii008HO.!

1) moKa)KYMK MHIII BCTAHOBUTH HA HOMEP MEPIIOTo i3 CYMDKHUX PSIKIB;

2) Knaunite niBy kHONKY Mutii. Ha expaHi 3’IBUThCsI BUIUICHUH PSJIOK.

3) HatucHyTH Ha Kinasiury Shift + ziea knonka muwi Ha HOMEp OCTaHHBOTO 3 CYMIKHUX PSI/IKIB;

4) pimmyctuTH Knasimry Shift.

Ha expani: cyMikHI psiiku BUIUIEH]. BUALTIGHHS KinbKOX HeCyMidcHUX pAOKIS:

1) MOKaKYMK MUIIIi BCTAHOBITH HA HOMEP MEPILIOTO 3 PSIKIB, SIKi TOTPIOHO BUIUTUTH;

2) Knannits iBy KHONKY Mulini. Ha expaHi BioOpa3uThCs BUMICHUIH OJTUH PSIOK;

3) knauHiTh Ha knasimy Ctrl + nieéa xknonka muwi Ha HOMEpax HACTYIMHHX PSJKIB, IO
HEOOXIJHO BUILINTH,

4) Bimnmycrite knasinry Ctrl.
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Ha expani: BuAiIeHI HECYMIDKHI PSIKH.

Auaroput™m 5. BuaisieHHst 0/10Ky KOMipoK

€ nBa criocoOu BUALIEHHS OJIOKY KOMipoK. [lepiiuif i3 HUX MOJISrae B TAKOMY:

1) mokakK4uK MHIII BCTAHOBUTH y KyT OJIOKY;

2) KJIaIHYTH HA JIBY KHOMKY MHIII 1 BUKOHATH TEPETATYBAHHS B MOTPIOHOMY HaIpsimi,
MOTIM KHOIIKY BiJIITYCTUTH;

3) nepeMiCTUTH MOKKYMK MUILI B IPOTHJICIKHHH 10 JIIaroHai KyT OJIOKY;

4) BiIYCTUTH KHOTIKY MHUIIII.

[pyruii crioci0 3/1iHCHIOETHCS TaK:

1) mokaXYyuK MHII PO3MICTITh y KYT OJIOKY;

2) KJIaIHITh Ha JIIBY KHOIIKY MHIIII;

3) MOKaXYHK MHUIII IEPEMICTITh y MPOTHIICKHUMN 110 JIiaroHalli KyT OJIOKY;

4) Shift + niea knonka muwi.

Ha expani B 000X BUIagKax BUIUICHUN OJIOK BiJIPI3HAETHCS KOJIBOPOM, Y MEXKax OJIOKY
0JIHa KOMipKa € aKTUBHOIO.

AdaroputMm 6. BugijieHHs Bcix KOMipoOK Ha 0IHOMY po004OMY apKyIIi
1. [Toka4uK MHIII BCTAHOBITH Yy JIBOMY BEPXHbOMY KYTi €JIEKTPOHHOI Tabmuii (Hax
HOMEPOM IIEPIIOTO PsKa 1 JIIBOPYY HA3BU MEPLIOTO CTOBITYUKA).
2. Knaunytu niBy kHonky mwuini. Ha expani 3’siBUTbCSI BCS TaONuIls, BUALIEHA YOPHUM
KOJIbOPOM.
3. JI7is1 3HATTS BUIUICHHS TOTP1OHO:
— TIOK2XYMK MUII BCTAHOBUTH Y OyIb-sIKY KOMIPKY €JIEKTPOHHOI Ta0JIUII;
— KJAIHYTHU Ha JIiBY KHOMKY MHIII.

AaroputM 7. BuijieHHs1 1ekiibKoX 0/10KiB KOMipok

1. Buainite nepuii 6J10K.

2. [TokakuuK MUII1 PO3MICTITh Y KYT IPYroro 0JIOKy.

3. Ctrl + zisa knonka muwui.

4. Tloka)XyMK MHIIIl BCTAaHOBITH Y MPOTHJIEKHUM T10 JTIaroHaJIl KyT IIbOTO OJIOKY.

5. Shift + niea knonka muwii.

6. Ha expaHi: BUIIJICHO JBa OJOKH.

7. 11100 3HATM BUAUICHHS, CIiJ MOKWKYMK MHUIII BCTAHOBUTU Yy Oylb-AKy KOMIpKY
€JIeKTPOHHOI TabMIuII,

8. Kimannytu Ha 1By KHONKY MMIIII.

AdaroputMm 8. 3MiHa LIMPUHHU CTOBMYHKA
€ nroHaiMeHIIIe YOTUPH CTIOCOOU 3MIHH.
CyTHICTb IEPIIOTO CIOCO0Y MOJIATa€ B TAKUX JIAX:
1) BUILNITH MOTPIOHHIA CTOBITUYHK;
2) menwo @opmam, Cmonbey, [lupuna.
Ha expani 3’siBUThCS nianorose BikHO [[lupuna cmonbya.
3) B TeKCTOBOMY BikHi [[lupuna cmonbya ciin 3aaTi HEOOXIIHY IIUPUHY;
4) OK.
[pyruii coci6d 3A1CHIOETHCS TaK:
1) BUAITUTH NOTPIOHUI CTOBITYHK;
2) meHto @opmam, Cmonbey, A6monoobop wupuHol.
Ha expani Bi1oOpa3uThcs NIMpHUHA CTOBITUMKA, SIKa JOPIBHIOBATHME HANOBIIOMY 3aIUCy B
Oynb-sKiit Horo komipiri. TpeTiit criocio:
1) BuALIITE HEOOXITHUI CTOBITYHK;
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2) KJalHyTH Ha JIiBY KHOIMKY MHIIN 1 BUKOHATH MEPETATYBAHHS B MMOTPIOHOMY HAIPSIMI,
NOTIM KHOTIKY BianyctuTH. [[lupuna cmonbya.

Ha expani: nianorose BikHO [[lupuna cmonbya.

3) nuB. 1. 3, 4 nepuIoro crocooy.

YerBepTuii criocid BUKOHYETHCSI TAKUM YHHOM:

1) mOKa)KYMK MHIII BCTAHOBITh Ha TPaBY MEXKY HA3BH ITOTPIOHOTO CTOBITUMKA.

Ha expani: Kypcop BUIIISIIAE SIK BEpTUKAIbHA PHCKA 3 IBOMA NPOTHII)KHUMH CTPLIKAMH;

2) KJIAIHYTH Ha JIiBy KHOIKY MUIII 1 BUKOHATH MEPETATYBAaHHS B MOTPIOHOMY Harpsimi,
NOTIM KHOTIKY BiAITyCTUTH;

3) MOKaXYMK MUILI HEPEMICTITh Yy MOTPIOHUIT OiK, 301IIbIIYyI0OYH 200 3MEHIIYIOYH [HUPHHY
CTOBITYHKA,

4) BiAIyCTITh KHOIIKY MHUIIII.

3ayeasicenns. SIKo ABiYl KIAIHYTH HAa KHONKY B I 30HI, 116 3yMOBHUTh aBTOMAaTHYHE
BUKOHAHHSA JAPYTOT0 CHOCO0Y.

Adaroput™m 9. YBeleHHsI HUKHIX 200 BepXHiX iHIeKciB y TekcTi

1. BBeniTh CUMBOJI OCHOBHOTO TEKCTY.

2. Mento @opmam, Hueiiku...

Ha expani: mianorose BikHO @opmam siueek 13 PO3KPUTORO CTOPIHKOO I pughm.

3. Y rpyni Budouzmenenue 3anaiire Bun mpudty Haocmpounuiii abo Iloocmpounblii.

5.V rpyni Pazuep BubepiTh po3Mip Ha 2—4 MyHKTH MEHIIUH, HDK PO3MIp OCHOBHOTO
TEKCTY.

6. OK.

7. YBeniTh BepxHi a00 HIXKHI 1HICKCH.

8. Enter.

AdaroputMm 10. 3MiHAa IIMPUHHU AeKUIBKOX CTOBIYMKIB MicJIf iX 3a110BHEHHS

1. Buninite moTpiOHI CTOBITYHMKH (IUB. aIrOpUTM 4).

2. BctaHoBITh Kypcop y psIIOK iIMEH CTOBITYMKIB Ha MEXKY MiXK Oy/Ib-SIKHMH CTOBITYUKAMH.

Ha expani: kypcop HaOyBae BWINIALYy BEPTHKAJIBHOI PHCKH 3 JBOMa IPOTHIIEKHO
HaIlpaBJICHUMH TOPHU30HTATEHUMHE CTPIJIKAMH.

3. JIBiui KJTalHYTH HA JiBY KHOIMKY MHMIIII.

Ha expaHi: KO>keH CTOBITUMK Mae€ IUPUHY, 10 BU3HAUYMIIACS 32 JOTIOMOT0OI0 MaKCUMAaJIbHOI
KIJIBKOCTI CUMBOJIIB Y KJIITUHKaX CaMe [[bOTO CTOBITYMKA.

4. 3HIMITh BUAUIEHHS (KJIALHYTH Ha JIIBY KHOIIKY MU y OyIb-Kiil KOMipII1).

AaroputmM 11. BinTBopennst popmyJ1 y komipkax

1. Mento Cepsucllllapamempuoi.

Ha expani 3’s1BUTbCs Aianorose BikHO [lapamempbi .

2. TlepeliniTh Ha BKIAIKY Buo.

3. Y nonillapamempsi  0okHa BCTAaHOBITH Npamopelb y BIKOHII 1HAMKATOPHOIO
nepeMukada Qopmynvl.

4. Knannite Ha kHOTIKY OK.
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TMapame Tpbl ! _)_<_,

| Mexapwepomese | Copasense | MNposepxaoumbox | Opdorpabma | Besonscwocrs
| Bra__ || Borwcnenwsn | Npaexa | Ofume | Nepexoa | Crmcxn | Awarpawsa | User
OTtobpawats
058CTE 33284 NP 3aNYCKe crpoxy dopmyn CTPOKY COCTORMHA OKHA HA NAMENM 33284
Mprneyarma
O ne oToSpaxate ® romsxo miamcaTop O npumedarse 1 HaHKATOD
O6rerTn
() orofpaxars O Tomxo cuepTarma O we orobpanare

MapameTpsl oKHa

[[] asvopazbuenme Ha cTparsus: 33ronoexH CTPOK M cTonbuos COPH3OHTANLHAA NONOCE NPOKPYTKH
[ dopryne: CHMBONBI CTRYKTYRSI BEPTHXANBHAR NONOCA NPOKPYTKH
cetra HYNEBBIE IHAUEHHA SPABINKH AMCTOS

WBET Mvsi CeTrM: AsTo ?3

Lok | [ omen |

Hianorose BikHO [lapamempuol. Bxnanka Cepsuc

Aaroputm 12. 3axuct ¢aiijy Bil HeCaHKI[iIOHOBAHOTO A0CTYIY

1. V BiKHI BiAKpUTOIO JOKyMEHTa BUKOHalTe komaHy MeHto Paiinl]Coxpanums Kax...

Ha expani BinoOpasutbcs aianorose BikHO Coxpanenue 0OKyMeHma.

2. Hatuchits kHOnKy Cepsuc 1ianoroBoro BikHa 1 Buoepits Obujue napamempei...

Ha expaHni 3’sIBUThCS [iaJIorOBE BIKHO [lapamempbl coXpanenus .

3. Y nomni Ilapons ons omkpuimus ta (ad0) y BikH1 [lapons 0115 usmernenus BBEITh MapoJlb
(o 15 cumBoOmiB).

Ha expani npu BBe/leHH1 aposis y BiKHI 3’ SBISIOTHCS 31pOUKH 3aMICTh KOXKHOI'O CUMBOJIA.

4. OK.

Ha expani Bi1oOpa3uThCs iaiorose BikHO [1loomeeporcoentue napois .

‘ I'IapaMeprl COXPAHEHHA

[[] Bceraa cozassare pesepssyro konmo
COBMECTHBIM 40CTYN K dasny

Naponb ANA OTKPBITHA: sesssses| | Aogonsmrensto...

Mapone ANR M3MEHEHMA:

D PEKOMEHACBATL AOCTYN TONBKO ANA HTEHWA

Lok ] [ omen |

Hianorose BikHO [lapamempul coxpanerus

[MoaTae pMae HHe napons X

BeeanTe napone ewe pas:

BHAMAMME! Cnocoba yaraTe 3a66iTe# Napont He
CYWECTBYET, PEKOMEHAYETCR COCTABMTD CMCOK
NAPONEH H MMEH COOTBETCTBYIOWMX KHAM M ISXTOD

M XPAHNTD €0 B HAAEKHOM necTe, MNomsTe, Y4T0 B
NAPONAX PASAMUSIOTCR NPONMCHEE 1 CTPOMLIE Byrest,

Lok ] [ omena |

Mianorose BikHO [loomeepoicoenue napois
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5. BreaiTe mapods mie pas. 3anumiiTe Horo y HagiiHomMy Micti. OK.
Ha expani 3’siBuThCS nianorose BikHO CoxpaneHue 0OKyMeHma.
7.3a moTpedu y BikHI Mmsa ¢haiiny 3MiHITH HOTO Ha3BY.

8. Hatucuite Ha kHOIKY Coxpanume.

9. 3akpuiite (aii.

AaroputMm 13. 3HATTS mapoJis goctymy a0 gaiiay

1. BiakpuiiTe 3axuieHuii ¢ai.

2. Mento @aiinl1Coxpanums Kax...

Ha expani BinoOpa3utbcs nianorose BikHO CoxpaneHue 0oKyMeHma.

3. KnmanniTh Ha kHOTIKY Cepguc NianoroBoro BikHa 1 BUOepiTh Odwue napamempet...

Ha ekpani: niamorose BikHO [lapamempbl coxpanerus.

4. Bupinite BCTaHOBIIEHI Mapoi, ABiYl KJIAIHYBIIN Ha KHOMKY KOKHOTO 3 HUX 33 4eproro, 1
HATHCHITH Ha KiaBimry Delete na kiaBiarypi, motim — OK.

Ha expani 3’siBuThCs nianorose BikHO Coxpanernue dokymenma. OK.

Ha ekpani — gianoroBe BIKHO 13 3alIUTaHHIM 3ameHums cywecmsayrowuil pavin?

5. la. Ha expani — ¢aiin, i3 SKOT0 3HITHIA 3aXUCT.

Adaroputm 14. 3axucr B BHeceHHsI 3MiH y IaHi po0040ro apKyia
1. Mento Cepsucl]3awumall 3awumums nucm.
Ha expaHi 3’sIBUTbCS 11aJI0TOBE BIKHO 3awumums aucm.

SMUHTHTE ANCT M COACDNHMOS 3L ASMBIX FeeK

[apons AN OTKMEOYEHHA SWMTE! NMCTE:

.....0....‘

PazpewsTe BCEM NONLIOBATENAM 3TOMO NHCTA!

(2 soiaenerme sabnoxmposarteix weeex IS
V| BbIAENEHNHE HESABNOKMPOBAHHBIX FIEeK

|| dopraTrposarme aueex

|| dopmaTupoearsse cronfuce

_ dopmarnposarsee cTpok

|_|scrassy cronbucs

BLT3EKY CTPOK

3 BLTAEXY MMNepOChIN0e

| YRaneHme cronbuoce

YAANEHHE CTPOK v

Lok ]| omena |

JlianoroBe BIKHO 3awumums 1ucm

2. Beenite maposb — 10 15 cuMBOJIiB. 3alUIIITh HOTO B HAMIHHOMY MICIT.

Ha expani, Koiau BBOJUTH TMapoib, Yy BiKHI 3 SBISIIOTbCA 3IpOYKM  3aMICTh
KO>KHOTO CHMBOJIA.

3. BcranoBiTh  mpamopeub Jawumums  aUCm U COOEpAHCUMOe  3AUUUYAEMBIX
sAueeK. 3BEPHIThH yBary Ha CIIMCOK JI03BOJICHMX /1M JUIsl CTOPOHHIX KopucTyBauiB. OK.

Ha expani BinoOpa3utbcs Aianorose BikHO [loomeepoume naporo.

5. Beeaits maposs me pas. OK.

Ha expani — pobounii apky1i, 3aXUIIeHUH Bl BHECEHHS 3MiH.

AnaroputMm 15. 3HATTS 3aXHCTY Bil BHeCeHHsI 3MiH y JaHi Ha po0o4YoMy apKyLui
1. Biaxpuiite daiin.

2. Mento Cepsucl]3awumal Cuamo 3awumy aucma.

3. 'V miaroroomy BikHi CHsirmb 3auuumy nichia BBSIIITH TTapOITh BIIKITFOUCHHS 3aXHCTY JIAHUX
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[apone: ecccccsces

[ OK ] [ OTMEHA ] ‘

Hianorose BikHO CHsamb 3awumy aucma

4. OK. Ha expaHni 3’IBUTbCSI pOOOYHIA apKyIIl, TOCTYITHUH /11 BHECCHHS 3MiH.

AaroputMm 16. 3axucT Bil BHeCeHHsI 3MiH Yy CTPYKTYPY KHUTH

[HOAI BaXJIMBO 3aXUCTUTH BCIO pOoOOYY KHUTY BiJ 3MiH, aJiKe, SKII0 KHUTA HE 3aXHILIeHa
Bil 3MiH, TO J0 Hel MOXHa J0JaTH HOBUW pOOOYMH apKyll, Ha SKHH CKOITIOBATH JaHl
3aXUMIICHOT0 pOo00YOro apKylia, a 3axXUIICHWNA apKyIll BUJAIATH 3 KHUTH, HA CKOMiHOBaHOMY
apKyII BHOCUTH Oy/Ib-sIK1 3MIHHU.

1. Mento Cepsucl]3awumall3awyumums knue)y.

Ha expaHni 3’ sBUThCS J11aJIOTOBE BIKHO 3auyyumums KHUZY .

S3WMTHTL KHAY
CIPYKTYPY
D OoKHa

Napons (Me obasaTenen):
(LI L L L] .I

L ok || omens |

Jianorose BikHO 3awumums KHu2y

2. Beenite naposb — 10 15 cumBOIiB. 3anmuiiiTh HOro B HAAIMHOMY MICII.

Ha ekpani, SKI0 BBOAWTH TapoOjib, Yy BIKHI 3 ABISAIOTBCA 3IPOYKM  3aMiCThb
KO’KHOTO CHMBOJIA.

3. BcranoBiTh npanopeus 3awumums cmpykmypy.OK.

Ha expani — nianorose BikHO /loomeepoume napois. Beenite mapois 1me pa3. OK.

AdaroputMm 17. KoniroBanHs 3a 10noMoror Muui

1. Buainite KOMIpKH, 110 MOTPiOHO cKomitoBaTH B iHIIE Micue.Ha ekpaHi 3’sBiATbCA
BUJIIIEHI KOMIPKHU.

2. IToxa)XuuK MUIII TiABEIITH 10 MEX (PaMOK) BUAUICHHX KOMIpOK 200 KOMipKH.

Ha expani — 0ia cTpijika — HOKaKYMK MUIII — 3 IBOHAIIPABJICHUMHU CTPLIKAMHU.

3. HatucHitp knasimry Ctrl, yrpumyiite ii.

Ha expasi 10 cTpUIKM MOKaKYMKA MHIII JOJAEThCSI MaJCHbKUH 3HAK "'+".

4. KnanHiTe Ha JiBy KHONKY MHUIIl 1 BUKOHATH NEPETATYBaHHSA B MOTPIOHOMY HampsiMi,
HOTIM KHOIIKY BiAITyCTUTH.

5. Yrpumytoun Ctrl, mepeTsiraite 00’ ekT y moTpiOHE Miciie. BinnycTiTh KHOMKY MHIII.

Ha expani — HasiBHa KOsl KOMipOK.

7. Binnycrite Ctrl.3HimMiTe BuaieHHS (KJIalHITE HAa JIBY KHONKY MHIN Yy OyIb-sKii
KOMIpIIi eJIEKTPOHHOI Ta0IHII1).

Aaroputm 18. KoniroBaHHS 1aHUX 32 I0IOMOTI0I0 NTaHe i iHCTPYMEHTIB

1. Buainite KOMipKH, 10 MOTPiOHO CKOMitOBaTH B iHIIe Micue. Ha exkpaHi 3 sABisOThCA
BUIIIEHI KOMIPKH.

2. Tlokaxxuuk MHUIIT BCTaHOBITh Ha KHOIIKY Konuposamv naneni
1HCTpyMeHTIB CmaHnoapmmuas.

3. KuamHiTe Ha niBy KHONKY Muti. Ha ekpaHi — BUIIJICHI KOMIpPKH B TyHKTUPHIN pamIli.
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4. Tloka)X4yWK MHIII BCTAHOBITH Y JIIBOMY BEPXHHOMY KyTi HOBOTO PO3TalTyBaHHS KOIIii

KOMIpOK.
5. KnaruiTe Ha 1By KHOIIKY MUIIII.
6. ITokaxuuk MHUTII BCTaHOBITh Ha KHONIKY Bcmasums naneni

iHCTpyMeHTIB Cmandapmuasi.

7. KunamniTe Ha n1iBy KHONKY Mutii. Ha ekpaHi — HasiBHI KOIIii KOMipOK.

8. 3HIMITh BUIICHHS (KJIAIHITH HA JTIIBY KHOIIKY MUIII Y OyAb-sAKiii KOMIpII €IeKTPOHHOT
Ta0IIuIIi).

9. 3HIMITh IYHKTHPHY CITKY B JuKepei komiroBanHs (kiaasimra ESC).

AdaroputMm 19. KonirtoBaHHsl 3 aBT03aN10BHEHHSIM

1. Buginite ogHy ab0 IeKiabka KOMIPOK y PSJIKYy a00 CTOBIYHMKY, B SIKMX MICTATHCS MEBHI
JaHi.

2. TToxaXx4yuk MHUIII PO3MICTITh Y MPaBOMY HHXKHBOMY KYyTi BUALICHOTO OJIOKY.

Ha expani nokaxuuk mumii HaOyBae BUTJISILY YOPHOTO 3HaKa "'+

3. KianHith Ha JiBy KHONKY MHIII 1 BUKOHATH TEPETATYBAaHHS B MOTPIOHOMY Hampsimi,
HOTIM KHOIIKY BiIITyCTUTH.

4. TlepeTsATHITH MOKAKYUK MHUIII HA KOMIPKH, B sIKI TOTPIOHO KOIIFOBATH JaHi.

5. Biamycrite kHOTIKY MumIi. Ha expaHi B KOMipKax € CKOIiOBaHi AaHi.

Adaroput™m 20. KoniroBaHHSI JaHUX 32 10MOMOT0I0 KOHTEKCTHOI0 MEHIO

1. Buainite KoMipKy a00 KOMIpKH, BMICT SIKUX CJiJI CKOIIIOBAaTH B IHIIE MicCIIE.

Ha expani Bi100pa3siThCsi BUALUICHI KOMIPKH.

2. BigkpuiiTe KOHTEKCTHE MEHIO BHUAUICHUX KOMIPOK 1 KIAlHITh HAa KHOIKY
nyHKTy Konuposameo.

3. Knaunite Ha niBy KHONKY muii. Ha ekpani — BuiIeH1 KOMIpPKU B ITYHKTUPHIM pamIii.

4. Tloka)X4YuK MUIIl BCTAHOBITH Yy JTIBOMY BEPXHBOMY KyTi KOMIPKH HOBOT'O PO3TalllyBaHHS
KOITii KOMIpOK.

5. Knannite Ha JiBy KHOIIKY MHIII.

6. BigkpuiiTe KOHTEKCTHE MEHIO BHAUICHUX KOMIPOK 1 KIAIHITh Ha KHOIMKY
NYHKTY Becmasumeo.

7. KunamniTh Ha J1iBy KHONKY MuIi. Ha ekpaHi — HasiBHI KOIii BMICTY BUJIUIEHUX KOMIPOK.

8. 3HiMIiTh BuAiIeHHS (KIAIHITH HA JIIBY KHOIKY MHUII y Oy/Ib-sKili KOMIpII €JIeKTPOHHOI
TaOIHII).

9. 3HIMITh MyHKTUPHY CITKY B JpKepei komitoBaHHs (kiasima ESC).

AdaroputMm 21. KoniloBaHHsI JaHUX 32 10MOMOT0I0 KJaBiaTypu

1. Buninite KoMipKy a00 KOMIpKH, BMICT SIKUX ITOTPIOHO CKOIIIIOBAaTH B 1HIIE MICIIE.

Ha expani — BulIeH1 KOMipKH.

2. OnHouacuo HatucHITh Ctrl + C. KiauHiTe Ha JIiBy KHOTIKY MUIII.

Ha expani 3’IBUTbCSI BUALIEHUH 00’ €KT Y MYHKTUPHIN pamIil.

4. TlokaXXUuK MUIII BCTAHOBIThH y JIBOMY BEPXHbOMY KyTi KOMIpPKH pO3TallyBaHHs KOIIii
BMICTY BUILJIEHUX KOMIpOK. KIlaniHiTh Ha J1iBy KHOIIKY MHUIIII.

5. Oxgnouacuo kmarHiTe Ctrl + V. Knanaite Ha niBy kHomky wuin. Ha ekpaHi — kormis
00’€eKTa.

8. 3HIMITh BUAUIEHHS (KJIAIHITH JIiBY KHOINKY MUIII Yy OyAb-gKiii KOMIpI €JIeKTpOHHOI
Ta0IHII).

9. 3HIMITh MyHKTUPHY CITKY B JUKepei KomiroBanHs (kiaBima ESC).

AJroput™m 22. ABTO3all0BHEHHSI KOMIPOK
Croci6 ABTO3AITOBHEHHS CIIPOIILY€E BBEZICHHS JIAHMIX. Haityacrimie TSI
ABTO3AIIOBHEHHS! BUKOPUCTOBYIOTH IHCTpYMEHTH [ Ipocpeccus Ta ChucKu asmo3anoiHeHus.
1. BBeniTh aHi B MEpITy KOMIPKY Jiama3oHy.
2. Menrwo IIpasxall3anonnums [1lpoepeccus
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Bubip cnoco0y 3an1oBHEHHS KOMIpOK

3. 'V nianoroBoMy BikHi /Ipozpeccus y Tpymi iepeMUKayiB 7141 BKOKITh THIT IPOrPeCii.

[1porpeccus

Pacnonowense T

O no cxpoxam () apudreTrieckan

®fno cropbuan] O reomeprueckan

a
[[] asromaririeckos O aoma
ONPEAENEHHE LLIAra O agrosanommersie
War: 2 MpeaencHoe 3HaveHme: 36
L oK | [ OTmMeHa ]

Hianorose BikHO /Ipoepeccus

4. 'V BikoH1i /lpedenvroe 3HayeHue BBEIITh 3HAYCHHS OCTAHHBOTO €JIEMEHTa MpoTrpecii.

5. VY Bikonmi ///az BBeniTh 3HAYCHHS Pi3HMII apuPMETHYHOI mporpecii ado 3HaMEHHUKA
TeOMEeTPHUYHOI Mporpecii.

S0 KiHIEBe 3HAYEHHS Mporpecii HeBiZoMe, TO Tepel TUM, SK 3 SBUTHCS JIaJIOTOBE
BIKHO /Ipocpeccus, NOTPIOHO BUALIUTH Jliara3oH KOMIPOK, sIK1 CIIiJ] 3alIOBHUTH, a B 1o /Ipedenvroe
3Ha4eHue He 33]]aBaTH 3HAYCHHsI. [HIIT TapamMeTpy bOTo JiaoroBOro BiKHA MalOTh OyTH 33/1aHi.

6. 3agaBuIu napaMmeTpu, HaTUCHITH kKHONKY OK.

[TyHkTH KaCKaJHOTO MEHIO 3anoaHumy: Bnuus, Bnpaso, Bneeo, Beepx 3py4HO
BUKOPUCTOBYBATH JJIsl aBTO3aIIOBHEHHS Y TOMY pa3i, SKIIO y BUAUIEHIH KoMipIli € popmyrna.

Hanpuxaan. Beenites y komipky C37 3HaueHHs 5, a y koMmipky D37 ¢popmymy = C37+ 2.

Buninite nianazon komipok D37: K37.

Buxownatite mento Ilpaskall3anonnums 1 Bnpaso.

Bunineni koMmipku OyAe  3allOBHEHO  BIANOBIJHHUMH  YWCIOBUMHM  3HAYEHHSMH.
[Tepekonaiitech y 1ibomy. Cnucku — 3pydyHUNA IHCTPYMEHT JIJIsi aBTO3aIIOBHEHHST KOMIPOK.

[Ilo6 3’scyBaTH, sKI CHMCKM  JOCTYNHI JJs  aBTO3AllOBHEHHS, BHUKOHAMTE
koManu MeHto Cepsucl1llapamempui[]exnaoka Cnucku.

[Ticns pOTO BIAKPHUETHCS AIAIOTOBE BIKHO B SIKOMY B BikHI Cnucku MICTHTBCS TEPENIK
YCIX TOCTYIMHUX JIJIs BAKOPUCTAHHS CIIUCKIB.
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Menayrnaposree Coxparerse Mpoeepka ownbox Opdorpadwn BezonacHocTe
Ba Bormcnewsta | [Mpaexa Obuwe | Nepexoa || Crwxn || Awarpansa Ueer
Comcrn: SnemesTel CNMCKA:
HOBbIN CIMCOK Aobasnme

M, BT, Cp, 4, N, C6, B
Nosepensink, Bropumk, Cpeaa, Yereepr,
amB, Des, Map, 3NP, MaN, MO, VeON, 3BT, CE

Seeaps, Ceepans, MapT, Anpens, Mad, ol

ANR PAIACNSHMA INEMEMTOB CIEICKA HAXMITE Knaswuy Enter.

MnopT Crescka M3 Aueex:

[OK ]IO'rml

Hianorose BikHO [lapamempol. Bknanka Cnucku

[Ilo60 BHKOpPHCTATH CIUCOK IS aBTO3allOBHEHHS, MOTPIOHO B MEpIIy KOMIpKY BBECTH
€JIEMEHT aBTOCIUCKY. [1iciis bOro BUALIMTH KOMIPKY Ta, YTPUMYIOYH HATHCHYTOIO JIiBY KHOIIKY
MHUIII, IEPETIATTH MapKep aBTO3AIMIOBHEHHS Ha TOTPIOHUH Jiana3oH KOMIpOK.

Ilpuknao. BukoHaiiTe aBT03aNI0BHEHHSI KOMIpPOK
[oneninok |Biropok |Cepena |Yerep |II'stauus |[Cybora |Hemins

Ciuenp Jrornii Bepesens|Ksitens [TpaBens |Uepsens |Jlunens |Cepnens |BepeceHb

1106 cTBOpHUTH HOBUH CIIMCOK aBTO3aIIOBHEHHSI, MOTPIOHO:

a) BBECTH B CYMDKHI KOMIPKH OJHOTO CTOBII a00 OJHOTrO psAKa €JIEMEHTH HOBOTO
CHHCKY (HaIpUKJIaJI, TPi3BHINA i iIMEHA CTYACHTIB BaIlIol IPyIH);

0) BUILTUTH BC1 KOMIPKH I[bOTO CIHCKY;

B) BukoHatu MeHt0 Cepsuclllapamempoi|lexnaoka Cnucku,

I') y A1aJJIOTOBOMY BikH1 [lapamempur Ha Bknaaui Cnucky HaTUCHYTH Ha
KHONIKY Xmnopm 3a BUJIIJICHOTO CIUCKOBI H06blui cnucok, a MOTIM KJIaHYTH Ha KHONIKY OK .

AuaroputMm 23. CnienfiaibHa BCTaBKa

VY tabauanomy mporiecopi MS Excel € MOKITHBICTH crieliaabHOT BCTAaBKH, KOJIH B KOMIPKH
TaOJIUII MOKHA BCTAaBUTH: Bce (TOOTO CTBOPUTH TOYHY KOIIIO CKOMIMOBaHOI KOMipKH abo
KOMIpPOK), TUTbKH (OpMyJy, JIHMIINE 3HAYEHHS, TUIBKKM (QopMar, JUIIE HasgBHY B Il KoMipiii
(xoMipKax) MPUMITKY, YMOBY Ha 3Hau€HHs, popMar 0e3 paMKH, IIUPHUHY CTOBIIIIB CKONiHOBaHUX
KOMIpoK, (opmynu 1 (opMard 4YMceNd CKOMIMOBaHMX KOMIPOK, 3Hau€HHs 1 (opMaTH uucen
ckomiiioBaHux KoMmipok. [Ipym 1mbOMy MOXHa CTOCOBHO THX KOMIPOK, B SIKIi BHUKOHYETHCS
KOIIOBaHHS, BUKOHATH TIEBHY OIEpalliio: J10JaTH 3HAUYEHHS CKOMIMOBAHMX KOMIPOK 1 3HAUYEHHS
TUX KOMIPOK, B KOTP1 KOMiIOIOTh; BUKOHATH MHOKEHHS 3HaU€Hb CKOMIHOBAaHUX KOMIPOK 1 3HaYECHb
KOMIPOK, B KOTP1 KOTIIOIOTh; BITHATHA 3HAYEHHS CKOMIHOBAaHUX KOMIPOK BiJI 3HAYEHBb THX KOMIPOK,
B SIKI 3[IIACHIOETHCS KOMIIOBAHHS; BUKOHATH MIIEHHS 3HAYEHb KOMIPOK, B KOTpPE KOIIIOIOTh, Ha
3HAUEHHS CKOMIMOBAaHUX KOMIpOK.

J1711 BUKOHAHHS CHEIialIbHOT BCTABKU MOTPIOHO:
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1) ckomiroBaTH KOMIpKH 3a
JIOTIOMOTOI0 OZHOTO 13 PO3IIISIHYTUX Y

BrTaguTe MOTIEPEHIX  aTOPUTMAax  CIOCO0IB
BCe! © yenosna Ha sravers (cyMiXHHX abo HECYMIXKHUX
O doprynel O Bes parmgn KOMIPOK — 3aJICKHO Bij OTped);
(O zHaueHna O wrprHel cTonbuos 2) BuxiMTH KOMIpKY,
O toprare: © dopmynei v dopratei wicen | ogpparouM 3 SKOT  HEOOXIZHO B
O npureyatna () 3Haqerna v hopMaTbl YMcen CYMi)KHi KOMipKI/I BUKOHATH BCTABKY;
Onepauua 3) BukoHatu MeHto [Ipaskal]
@ Het O yuHORNTE Cneyuanvhas ecmaeka ad0  BITKPUTH
O cnoxuTe () pasaennTe KOHTEKCTHE MEHIO BHJIIJICHOI KOMIPKHU
) BoiMeCTE 1 BuOparm koMmaHny CneyuanvHas
ecmaska,
[] nponyckaTe nycTele auerikk [] rpamcnonmposats 4) BikpuTH Aiajorose
BikHO CneyuanvHas 6cmasKka, B IKOMY
| OK | [ OTMeHa ] Miamorose BikHO Cneyuanvhas
e6cmaska

3a JOTMIOMOT'OK0 aJbTEPHATUBHUX MEPEMHUKAUIB CJIiJ] 00paTh HEOOXITHUN PEKUM BCTaBKH U
oTiepartito 3a moTpedu ii BAKOHAHHS.

SIku1o HeoOXiIHO 3a3HAYUTH, 110 0OpaHa omepallis He BUKOHYETbCS AJI MyCTUX KOMIPOK,
BCTaHOBITIOIOTh npanopenb IIponyckams nycmule
saueuxu. Ilpamopens Tpancnonuposéams BCTAaHOBIIOIOTh 332 HEOOXIIHOCTI 3MIHM TOJOXKCHHS
PO3MIIIEHHSI CKOIIHOBAHNX KOMIPOK: SIKIIIO BOHM PO3MIII[yBaJIHCS B CTOBIIIIL, a CIIi/I PO3MICTUTH B
PSAAKY 1 HABMAKH.

BukopucToByroUn BMICT KOMIpOK, CTBOPEHHH y IMOMEPEeNHIX aJIrOpHTMax, JOCIIIIThH yCi
PEXKHUMHU CIEIialbHOI BCTaBKH ¥ yci omneparlii. BuB4iTh BIuMB mapamertpiB /lponyckams nycmole
Aueniku Ta Tpancnonuposameo.

JlabGopaTopHa pooora Nel2. O6uuc/ieHHsI B eJ1eKTPOHHIH Tad Ui,
AO0COJIIOTHI Ta BiTHOCHI apecu

12.1. ®dopmatu ymcesn.

12.2. BuxoHaHHS 0OYUCIICHbD.

12.3. AGcomoTHa ajipeca KOMipKH.

12.4. ImeHa KOMIpOK.

12.5. ABromaTH30BaHE 3aTIOBHCHHS KOMIPOK.

Ayoumopna nucbmosa poboma
BukoHaHHS cTyeHTaMH TECTOBUX 3aB/IaHb 3 MUTAHb TEMH 3aHSITTSL.
Memoouuni pexomenoayii
Knwouosumu mepminamu, na po3yMiHHI AKUX O0A3YEMbCA 3AC60EHHA HAGUATLHOZ0
Mmamepiany memu, €. iIMEHa KOMIPOK, a0COJIIOTHA a/ipeca, BiTHOCHA ajipeca, QyHKIIiS.
3 memoro 2nud0K020 3AC60EHHA HABUATLHOZ0 MAMeEPIAYy NPU CAMOCHMIUHOMY 6UGUEHHI
memu CIyO0eHny 6apmo 0coOIUgy yeazy 30cepeoumu Ha MaKkux acneKmax:

O0uncnenns gopmy.u i pyHkuii

®opMysI010 HA3UBAETHCS BBEJIEHA B KOMIPKY MOCIIIJOBHICTH CUMBOJIIB, 10 TOYMHAETHCS 13
3HaKy PIBHOCTI «=». Y 10 MOCHiJOBHICTh CHUMBOJIB MOXYTh BXOJIUTH: KOHCTaHTH, aJpPECH
KOMIpOK, pyHKIii, onepaTopu. Pe3ynpTaT 00uncieHs BiioOpaxkaeTbesi B KOMIpIIi, a cama (opMyra
— B paaKy Gopmyn. OyHKIIT BUKOPUCTOBYIOThCS ISl BUKOHAHHS CTaHIAapTHUX oOuuncieHs. Excel
Mmae Oubire 400 BOyaoBanux ¢yHKIIH, 06'eqHanuX B 9 rpyn: ¢iHaHCOBI, 1aTa 1 yac, MaTeMaTU4HI,
CTAaTHCTUYHI, TIOCUJAHHSI 1 MacuBH, poOoTa 3 0a3010 JAHMX, TEKCTOBi, JIOTiYHi, MEpeBipKa
BjacTuBocTel 1 3HaueHb. OkpiM BOyIOBaHUX (DYHKIIH MOKHA BUKOPHUCTOBYBATH B OOUMCIIEHHSX
NpU3HAYeHI Ui KOpUCTyBayda (yHKII, IKi CTBOPIOIOTHCS 3a JJoroMororo 3aco6is Excel.
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Ilpasuna pooomu 3 hopmynamu i hynkyiamu

MoxHa BUIUINTH HACTYITHI paBuiia poOoTH 3 hopMynaMu 1 GyHKIISIMU:
1. ®opMysIH OYNHAIOTHCS 13 3HAKY «=)»
2. ®opMynu MOXKYTh BKJIIOUATH 3BEpHEHHS JI0 OJHi€T 00 10 JEKITbKOX (PYyHKIIIH.
3. Ilicma iMeHi KkokHOI (QYHKIII B JyXKKax 3aJal0ThCs apryMeHTH. SIkmo ¢yHKIIS He
BUKOPUCTOBYE apTryMEHTH, TO 3a 11 iM'AM CIIiIyI0Th IOPOXHI JyKKH 0€3 MPONmyCKy Mi>K HUMH.
4. ApryMeHTH NepepaxoBYIOThCS Yepe3 KparKy 3 KOMOIO.
5. Sk enemeHT Qopmynu i aprymeHTy (GyHKHii MOXKE€ BHUCTYMaTH aapeca KOMipku. B mpomy
BUITAJIKy B OOYHCIICHHI Oepe y4acTh BMICT KOMIPKH, ajpeca sKoi 3afaHa y hopmyii.
6. Y dhopmynax HETOMYCTUMI MTPOMTYCKH.
7. @yHK1is He MoXke MaTu Oinbine 30 apryMeHTiB.
8. Y dopmyiti MOKHA BUKOPUCTOBYBATH 3HAKU apU(PMETHYHMX Omepariiii: +, - /, *, A
(3BeeHHS B CTYIIiHB), % ( y34TTS BiICOTKA).
9. He moxxHa BBoUTH uKcia y opMaTax JaTH 1 yacy AHs O0e3nocepeIHb0 y GopMyIin.
VY ¢opmynn BOHH MOXKYTh OyTH BBEICHI Y BUTIISAII TEKCTY, MOMIIIEHOTO B MOABIHHI nanku. [Ipu
obuncnenni Gpopmynau Excel mepeTBopuTs iX y BiJIMOBIIHI YKCIIa.
10. Jlorxuna hopmynu He TOBUHHA IepeBUITYBaTH 1024 eneMeHTiB.

IlepemimeHHs i KONiIOBAHHS BMiCTY KOMIpKH

KomnitoBanus BMicTy KoMipku (200 GJI0KY KOMIPOK) BKJIFOYA€ HACTYITHI KPOKH:

- BUOpaTH KomiiioBaHy KOMIpKY a00 0JI0K KOMIpOK;

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

- IEPEUTH B HOBE MICIIE;

- BUKJIUKATH KOHTEKCTHE MEHI0 1 BuOpatu BeraBka, abo HatucuHytu Ctrl +V.

[Ipu komitoBaHHI ¢dopMysa MEpPeHACTPOIOEThC Ha HOBI aapecu. L[o6 mpu komiroBaHHI
dopmynu anmpeca JesKoi KOMipkd Oyiia aOCONIOTHOIO (HE IMepeHacTPOroBANacs Ha HOBI aapec)
Tpeba micns BKa3iBKU L€l agpecu mix yac GopmyBanHs Gopmynu HaTUCHYTH F4 abGo 3amucatu
ajzipecy y BUIJIsiI, Hanpukiag $A$4.

[Ipu mnepemimenni ¢opmMynu B HOBe Micle TaOnuIl mocuiaHHs y ¢GopMyni He
3MIHIOIOThCHA.

ABTOMATHYHE 32aNI0BHEHHS JaHUX

JU1st aBTOMaTUYHOTO 3aTIOBHEHHS PSIY YUCET, AT, IEpepaxoByBaHUX HA3B HEOOX1THO:

- BBECTH B KOMIPKY Ieplie 3HaYEeHHS;

- 3pOOUTH 110 KOMIPKY aKTHBHOIO;

- BCTAHOBMTH MOK@)XYMK MHIII B TMPaBUH HUXKHIM KyT KOMIpKH (Kypcop HpHU LOMY
npuiiMe BUIIISIA +);

- IEPETATHYTH yOik a60 BHU3 (KpOK piBHUM 1).

k1o HeoOX1HO 3a1aTH KPOK, BIAMIHHUHN BiJ 1, TO CJIi/1 BAKOHATH:

- 33/1aTH JIBa 3HAYEHHS B JIBOX CYCITHIX KOMIpKaXx;

- 11l KOMIpKY BUJILTUTH;

- BCTAaHOBHUTHU KypCOp B MpaBUil HWXKHIM KyT BUIUIEHUX KOMIPOK Tak, 100 BiH NpUIHSAB
BUTIISI +;

- IEPETATHYTH Kypcop yOik abo BHHU3.

Sxio nmpy aBTO3alOBHEHHI KIIITKAa HE PO3Mi3HAHA K MEepepaxoByBaHa, TO BIIOYBAE€THCS
KOTIIOBaHHS.

CTBOpeHHS CBOET MOCTiIOBHOCTI /1J151 3aNIOBHEHHS

Jln1st CTBOpEHHS CBOET MOCITIZIOBHOCTI KOPUCTYBAy MOBUHEH BUOpaTH:

(Knonka MS Office — Iapamempor Excel — Ocnoenvie — Hzmenums cnucku).yY ormii
Crucku BuOpatu onuito HoBuit crnucok. Y onmii EnemMeHTH coucky BHECTH BUIBHY
MOCIIJOBHICTh, MOTIM KJIAaUHYTH To KiaBimi Jlogatu (BBeAE€Ha MOCHIOBHICTh MPU LBOMY
3arnam'aTOBY€ETHCS).
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Axmo nmorpiOHA MOCHIIOBHICTh BXE ICHYE B poOOYOMY JIUCTI, TO 1 JOCHUTHh BUAUIATH 1
nepeaT B 1€ BIKHO, KJIAITHYBIIW Ha KHOMII IMmopT.

JlabopaTopHa pooora Nel3. O0uuc/ieHHs B eJ1eKTPOHHIN Ta0 Ui,
Bukopucranns cneniajbHuX GyHKIIA

13.1. Maiictep QyHKITIH.
13.2. Maremaruuni GyHKIIII.
13.3. Craructuuni GpyHKIii.
13.4. Inmn kareropii GyHKIIIH.
Ayoumopna nucbmosa poboma
BukoHaHHS CTyJeHTaMH TECTOBUX 3aBJIaHb 3 MUTAaHb TEMH 3aHSITTSL.

Memoouuni pexomenoauyii
Knwuosumu mepminamu, Ha po3ymMiHHI AKUX 0A3YEMbLCA 3AC60CHHA HABUATbHO20
mamepiany memu, €. QyHKIIs, MaTeMaTHYHA (QYHKIIIS, CTATUCTHYHA (YHKILiS, TOT1YHA (QYHKIIS.
3 Memor 21ub0K020 3aC60E€HHA HABGYAILHO20 Mamepialy Npu caAMoCmillHOMY 6UBUEHHI
memu CmyoeHmy apmo 0cod1ugy yeazy 30cepeoumu Ha maKkux acneKkmax:

Maiicrep pyHKuin

@OyHKIIT NOKIUKaHI TOJETIIUTH POOOTY MpPH CTBOPEHHI 1 B3aeMoOii 3 €JIEKTPOHHUMHU
tabmuisivu.  HallnpocTiMM  NpUKIaJ oM BUKOHAHHS pPO3paxyHKIB € olepalis J10/JaBaHHS.
CKopHCcTaEMOCSI TaKOIO OTepalielo Uit eMOHCTpalii nepeBar ¢yHkmiii. He BuKopucTOBYrOUM
cuctemy (yHkuiii motpiOHO Oyne BBOAUTH y (QOpMyNy aJpecy KOXKHOTO OcepeAky (KOMipKH)
OKpEeMo, JTOJIAl0YH J0 HUX 3HaK Iuoc abo Minyc. B pesynbraTi hopmyna Oyne BUTISAATH TaKUM
yuaoM: =B1+B2+B3+C4+C5+D2. IlomiTHO, 110 Ha HamMCcaHHA Takoi (GOpPMyNIH MNUIo Gararo
4acy, TOMY 3Ja€Tbcs, IO MpocTine mi Gopmyry Oyino 6 jermmum mopaxyBaTu ypyuHy. 11106
HIBUJKO 1 JIETKO MiapaxyBaTu cymy B Excel, HeoOXiAHO BChOTO JIHIIE 3a/11F0BaTH (QYHKIIIIO CyMH,
HATHCHYBIIM KHOMKY 13 300paXKeHHsIM 3HaKa cymMH abo 3 MaiicTpa QyHKIIH, MOXXKHA 1 ypydHY
IpykyBaTu iM's (yHkuii micnsa 3Haka piBHocTi. Ilicas imeHi dyHKIid Tpeba BIIKPUTH ITYXKKY,
BBEITh anpecu obnacteil 1 3akpuiite nyxkkKy. B pesynprati opmyna Oyne BUIIISAIATH TaKUM
gyuaoM: =CYMM(B1:B3;C4:C5;D2). Sxmo mopiBHsITH 3anuc ¢GOpMyl, TO BHUIHO, IO
JIBOKPAIKOIO TYT MO3HAYA€eThCs OJIOK ocepenkiB. Kpamnka 3 KOMOO po3auise apryMeHTH (QyHKIIIH.
BukopuctoByBaHHs ONOKIB ocepeakiB, abo obyacTei, B SKOCTI apryMeHTiB Uil (yHKIIH
JOLIJIbHE, OCKIIBKM BOHO HArJIsAHINIE Ta IPU TaKOMY 3allKCl Mporpami MpOCTIlIe ypaxOBYyBaTH
3MiHM Ha poOoyoMy nucTi. Hampukiaza, moTpiOHO mipaxyBaTu cymy 4yHceld B ocepenkax 3 Al mo
A4. 11e moxHa 3anucatu Tak: =CYMM(A1;A2;A3;A4).

ITpu BBeneHHI GpopMynn 3BepHEHHS /10 BOY/10BaHO1 (yHKIIII MO>KHA BUKOHATH Ypy4HY a00
BUKJIMKaTH Maiictep ¢ynkuii. [{ro x omeparito MoxHa BUKOHATH yepe3 MeHIo Excel: BuOparu B
meHto @opmynu/ bibnioteka GpyHkuiit / BeraBka ¢yHkuii. AG0 Ha maHesl iHCTpyMeHTIB abo Ha
naHen Qopmyn BuOupaemo iHcTpyMeHT fX. VY miBomy BikHI BUOpaTtu Kareropito (yHKIIi, B
npaBoM — camy (¢yHKIi0. BuOpaBmm KHONKY KpPOK > BHMKOHAaTH IOKPOKOBY IiZICTAHOBKY
apryMeHTiB. 3HAu€HHs apryMeHTy MO’KHA 3allicaTd ypy4yHy, @ MOKHa BHUJIUIMTH Ha JIMCTI
Jiarna3oH KOMipok. Pe3ynbraTt 004nciIeHb OTpUMAaEMO, KIALHYBIIY HAa KHOMII 3aKiHUUTH.

Jlnst 3pyqnocti pobotu Excel gpynkiii po36urti 3a kateropisiMu:

1) maremaTHuH1 QYHKLIT;

2) ctaTUCTUYH1 QYHKIT;

3) noriyni QyHKIIIT;

4) dbinancoBi GyHKIIT;

5) ¢yukuii gatu i yacy;

6) BkJIageH1 QpyHKIIIT;

7) byHKIIT poOOTH 3 6a3aMu TaHUX;

8) TexcToB1 (PyHKIIIT;

9) dyHK1ii MOCKIaHHS Ta MAacHBIB Ta iH.
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MaremarnuHi GyHKIIIT BUKOHYIOTHh PI3HOMaHITHI MaTeMaTU4Hi Aii. BoHU cipontyroTh
Pi3HOTO pOJy MaTeMaTH4YHi OOYMCIICHHS, HAPUKJIa apu(pMETUYHI Ta TPUTOHOMETPUYHI.

PosristaeMo aesiki 13 HuX:

CYMM - nonae aprymMeHTH;

KOPEHbD — noeprae nogaTHe 3Ha4€HHS KBaApaTHOTO KOPEHSI;

COS, SIN, TAN — tpuronomerpuyti pyHKIii COS, Sin i tg;

ACOS, ATAN — 3BopoTHI TpUroHoMeTpru4H1 (PyHKIIIT arccos, arctg;

I'PAZIYCBI — nepeTBopIo€ pajianu B Tpaycu;

LN — nHarypanpHuUii norapudm 4ucia;

ABS — monynp uncna;

ITN — noseprae yucno I1i (1=3.14);

3HAK — noBeprae 3HaK 4uCia;

[TPOU3BE/l — noBeprae 100yTOK apryMeHTIB;

CTEIIEHbD — noBepTae pe3yabTar IMiIHECEHHS 10 CTCTICHS;

OKPVYT'JI — 3aKpyTJaroe 9YUCI0 A0 334aH01 KUTBKOCTI JIECATKOBUX PO3PS/IiB;

OCTAT — noBepTae octady Bij JIJICHHS,

CJIYUC — noBepTae BUMAIKOBE YnCiI0 B iHTepBati Bix 0 1o 1;

PUMCKOE — nepeTBopro€ 4yucio B apabChbKOMY 3alKCi 10 YUCIIa B PUMCHKOMY SIK TEKCT;

CYMMECJIM — moBeprae cyMy BMICTUMOTO KOMIPOK, SIK€ 3aJ[OBOJIBHSIE 33JaHOMY
KpHUTEPito;

CYMMKB — noBeprae cymy KBaapaTiB apryMeHTIB;

MOBP, MYMMHOX, MOIIPE]] — 3BopoTHa MaTpuis, 100yTOK Ta BU3SHAYHUK MATpPHIIL.

Cratuctuuni QyHKIIT TpU3HAYEH] IS TPOBEACHHS CTaTUCTHYHOTO aHamizy. KpiM Toro, ix
MO>KHA BUKOPHCTOBYBATH ISl JAKTOPHOTO Ta PETPECIHHOTO aHali3y.

PosrnsiHemMo Haly>KuBaHiIIi:

CP3HAUY — Bu3Hayae cepeHE 3HAUYCHHS;

MUH, MAKC - Bu3Hayae MiHIMajJIbHE Ta MAKCHUMaJIbHE 3HAYCHHS;

CUYET - Bu3Hauae KiJIbKICTh YUCIOBUX apTyMEHTIB.

Jladoparopna pobora Nel4. Jloriuni pyHKuii y e1eKTpOHHIH Ta01u1Li

14.1. Jloriuni QpyHKii.
14.2. CxnanHi JOTIYHI YMOBH.
14.3. Dynxuii «Ecmmy, «my», «1».

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

Memoouuni pexomenoauyii
Knwuosumu mepminamu, na po3ymiHHI AKUX 0A3YEMbCA 3AC60EHHA HABYATLHOZO
mamepiany memu, €. noriuia pyskuis «Ecnmy», «muy, «».
3 memoto 2nub0K020 3AC60CHHA HABUAILHO20 Mamepialy npU CAMOCHMIUHOMY 6UBUEHHI
memu cmyoenmy 6apmo 0coonaugy yeazy 30cepeoumu Ha MaKux acneKmax:

Jloriuni (yHKIIT JOMOMAararoTh CTBOPUTH CKJIAAHI (POPMYIIH, 1110 3aJIEKHO BiJl BAKOHAHHS
TUX YM IHIIUX YMOB POOUTUMYTH pi3HI BUAM OOPOOKH JaHMX.

i ¢pyHk1ii HaOyBarOTh JOTTYHUX 3HaUYeHb «IcTuHa» abo «XubHO». Ll KaTeropis MICTUTH
BCHOTO IICTh (PYHKIIIH, aJie BOHA € JAy>Ke BaXXIJIMBOIO 1 YaCTO BUKOPHUCTOBYBAHOIO.

Jo moriunux ¢yHKii BigHocaTh Taki pynkmii: ECJIN, U, NJIN, UCTUHA, JIOXb, HE.

1) noriyna ¢pynkuis ECJIA

Haii6ineim BaxmBoro € ¢pynkitis ECJIN.

®ynxuis ECJIVM BUKOPUCTOBYETHCS U1l PO3B’SI3aHHS 33/1a4, B IKUX HEOOX1THO MEPEBIPUTH
JIeSIKy YMOBY, 1 3aJI€)KHO BiJI TOTO, BUKOHYETHCSI BOHA UM Hi, TOBEPTAE OJTHE 3 TBOX 3HAYCHB.

L5 GpyHKILIIA 3aUCYETHCA TAKUM YHHOM:
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ECJIN(Jlor BeIpakeHue; 3HaUCHUE €CJIM_HCTHUHA;, 3HAYCHUE €CIIA JIOXKB).

SIkmo ymoBa micnst po3paxyHky Mae 3HaueHHss UICTHUHA, To po3paxoByeTbcs 3HAUCHHS
apryMeHTy 3HaueHHe €CJIM_HCTHUHA, AKIIO0 3HAYeHHS YMOBH micisi po3paxyHky Oyme JIOKDb —
3HAQUYCHHS AapryMEHTY 3HAY€HHE eclu JIOXKb. [Ipy 1bOMy aprymMeHTH MOXYTh MAaTH BUIJIAJ
BOymoBanoi pynkiii ECJIN. ¥ pasi ckiaganHs nepeBipok ix OyBae 10 cemH.

Apryme v s >

ECIM

Nor_sbipancense 15,] -
Taramen_oCm T @'
Brrieame_ecn_noxn @ -

MPOSeraeT, BRNONHAETCR M1 YIN0DME, N BOSODMLAET 00 SHENSHHE, SCHM OHO BLINOMASTON, 1 ADyT0S
AN, OCIM DT,

Nor mobioe = WM Bef |, KOTODOS NEH BEAMCNerss 2007
Stepatoest MCTVHA o NOXD

Crpateca 0o Y100 dyredom o, o | Orwena

2) noriuna ¢yukiis U
Oynkuis U moBeprae 3HadeHHs [cTuHa, SKIO BCl apryMEHTH MarOTh 3HaYeHHS [cTrHA.
Cunrakcuc QyHKIIT Oyae TakKuM:
=W (oriuyne 3HaveHHs 1;10TivyHE 3HAYEHHS 2;..).
[i BuKOpHCTOBYIOTH 711 06’ €THAHHS JBOX i GiIbIIE YMOB.

3) Jloriuna ¢yukuis JIOKb
Oynxkuis JIOXKD noseprae noriune 3nauenss JIOXKb
Cunrakcuc QyHKIIT Oyae TakKuM
=JIOXb().

4) Jloriuna ¢ynkuis HE
Oyukiis HE — 3MiHIO€ Ha MPOTHUIIC)KHE JIOTIYHE 3HAYCHHS apTyMEHTY.
S0 € 3HaYeHHS «-1», IPU BUKOPUCTaHHI 1aHOoi PyHKIII 3HAUEHHS 3MIHUTHCS HA TPOTHUIICKHE.
5) Jloriuna ¢yukuis WJIN
Oyukiis MJIN — noBepTtae noriune 3Ha4eHHs ICTHHA, SKIO KOJHM X04 OJIUH 3 apTyMEHTIB Ma€
3HAYCHHS ICTUHA.

6) Jloriuna ¢pynkuis ICTHUHA
Oynkuis MCTUHA — noseprae noriuHe 3HaueHHs [cTuHa.

JlabopaTopna po6ora Nel5. [lo0ynoBa aiarpam ta rpadikis pynkuiit

15.1. J[liarpamu i rpadiku y e1eKTpOHHHUX TaOIUIAX.
15.2. ManroHku.
15.3. Maiictep miarpam.
Ayoumopna nucbmosa poboma
BukoHaHHS CTyA€HTaMH TECTOBUX 3aBJIaHb 3 MUTaHb TEMH 3aHATTS.

Memoouuni pexomenoauyii
Knwuoeumu mepminamu, na po3ymiHHI AKUX 0A3YEMbCA 3AC60CHHA HABUATbHO20
mamepiany memu, €. Jliarpama, ricTorpama, Kpyrosa jgiarpama.
3 memoio 2nuboK020 3aC60€HHA HABUANLHOZ0 MAMEPIATY NPU CAMOCIMITIHOMY 6UGYEHHI mMeMU
cmyoenmy ¢apmo 0coO1usy yeazy 30cepeoumu Ha MaKux acneKmax:
[Ilo6 crtBOpUTH aiarpamy, KIAnHITP NOTPiIOHMM Tum miarpamu y rpyni Jdiarpamu Ha
BKiIaall BeraBaenus.
[lepen Bamu apky1l, Ha IKOMY BKa3aHO, CKUTbKH KopoOok yato Northwind Traders nponas
KOXKEH 13 TPhOX MPOJIABLIB MIPOTATOM KOKHOTO 3 TPHOX MicsIiB. Bam noTpiOHa niarpama, Ha sIKii
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00csTH MPoAaKy KOXKHOTO MPOAABI Oy/e MOPIBHAHO 3 THIIMMU IS KOYKHOTO MICSIIS B TIEPIIOMY
KBapTai POKY.

AN EAAEDL
- 2
OcHoBHe BcraeneHHA PozmiTka CTOpPiHKMK Dopmynn Aani PeueHsysaHH| E
a e [ i T A =
7 | e B gl M @ = M |
. Sy Girypu ~
3eegeHa Ta6auua  PuoyHOK {CroenuacralfliHinyaTta CekTtopHa licTorpama 3 Tout
Taénuua v <:z| SmartArt v b b > oBnacTamm
Tasauuyi 306paxeHHs ' Mnocka crosnuacta giarpama
Ll fllsle
LAl (L L - I
sl 38T Npo npogax uak Northwind Trad 3 -
" = . - — 06'emHa croBn4acra giarpama
2 1 Ciuenn Jlotnii bBepel ;
3 |Giussani 70 160 m lga [g[ﬂ ]gﬂ
[ | i 1 ! |-
4 |Cencini 175 420 1 i AP A (1P
5 |Kotas 150 180

LwniHapnuxa

{06 cTtBOpUTH Aiarpamy, BHILUTITH JaHi, SKi Mae OyTM HaHECEHO Ha Hel, BKIIIOYHO 13
3aronoBkamu croBmuiB (Ciuenn, Jlrotuii, bepe3enn) 1 3arosoBkamu psaiakiB (Ipi3BULIAMH
MIPOJIABIIIB).

[licns uporo Bimkpuiite BkiIaaky BeraBiaenwnsiTa y rpyni Jliarpamm HaTuCHITH
kHonky CTtoBmyacra. MokHa BHOpaTH ¥ IHIIMH THI Jiarpamd, aje CTOBIYACTI Jiarpamu
HaifyacTime BHUKOPUCTOBYIOTHCS JJISl TOPIBHSHHSA BEIMYMH 1 HAaWIIBHIIE JaayTh BaM 3MOTY
30arHyTH BCIO KapTUHY.

[Ticna HatucHeHHs kHONKU CTOBIYAacCTA 3'IBUTHCS IEPETiK THUIIB CTOBMYACTUX Jiarpam
i BuOopy. Knannite tun I'icrorpama 3 HakonmyeHHsIM — nepmnii nyHKT y rpymi Ilnocka
croBmyacra giarpama. Ilizkaska 3 Ha3BOIO THITY 3'SIBIISIETHCS, SIKIIO HABECTH BKA3iBHUK MHUIII HA
Oyab AKHMI IMyHKT. Y MiAKa3I[i TaKoXK HABEJACHO OMKC LbOTO TUITY JiarpaMy Ta 3a3HA4eHO, KOJIU
HOTO0 CI1iJ] BAKOPHCTOBYBATH.

TaxuMm 4MHOM, CTBOpPEHHS JiarpaMu 3a0pajo B HAC JIYEH1 CEKYHIH.

SIKmo moTpiOHO 3MIHUTH THUN YK€ CTBOPEHOI Jiarpami, KJIalHITh BCEpEAMHI Ili€l
miarpamu. Ha Bxmanii Maker mig Hanucom 3Hapsigas s aiarpam, y rpymi Tum HaTUCHITH
KHONKY 3MiHMTH THI JiarpaMu Ta BUOEpiTh MOTPIOHUIN THII.

Ha miii nmiarpami JgaHl KOKHOI KIITHUHKHM apKyllla NpPEACTaBISIOTh OJUH CTOBIMYHK.
3aroyoBKU pAAKIB (IIPi3BUIIA MPOAABIIIB) CTAIOTh JIETEH IO Jlarpamu, po3TallloBaHOIO IIPaBOPYY,
a 3aroJI0BKH CTOBIILIB (Ha3BU MICSALIIB) PO3TAILOBYIOTHCS BHU3Y Alarpamu.

Ha wmifi croBmuacTii miarpami ojpa3y Mo)kHa Mmobauntd, 1o nponasens Cencini (IKoMy
BIJIMOBIAIOTh CEpe/lHI CTOBMYUKHA B KOKHOMY MICSIl) MpoJaB HaiOinmpIne Yar B CIiYHI Ta
JI0TOMY, ane B Oepe3Hi Horo Bunepeaus npojasens Giussani.

JlaHi KOXHOTO MPOAABLS B1I0OOPaXKarOThCsl Y TPHOX OKPEMHUX CTOBITYMKAX, IO OAHOMY JUIS
KOXKHOTO MicsAld. BucoTa KOXXHOro CTOBIMYMKA MPONOpIiiHA 3HAYEHHIO KIITUHKH, SKY BIH
300pakae. Tomy Ha miarpami MOKHa oJipa3y moOaunTH, K CHIBBIAHOCATHCS pe3yJabTaTh poOOTH
MIPOJIABIIIB 32 KOKEH MiCSIIb.

VY miif giarpaMmi KOKHOMY PsIKY JaHUX MPOJAABL NpPU3HA4YeHO MeBHUM komip. Jlerenna
JiarpaMu, CTBOpEHa 13 3arojloBKiB PAJKIB apKymia (Mpi3BHI NMPOJABIIB), MOKA3ye, SKUA KOJIp
npejcTaBisie JaHi KOoXHOro nponaslsl. Hanpukmazn, nani npogasist Giussani 300pakeHO TEMHO-
CHHIM KOJIbOPOM, 1 BOHHU BiJOOpakatoThCsl B TIBOMY CTOBITUUKY KOXKHOT'O MICSIIS.
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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

8 | ‘

5 el _
10 | o | I
11 | 5% 4 i
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.

Bynpb-ski 3MiHH, BHECEHI O JaHUX apKyIlla, MUTTEBO Bi0OpakKaloThCs Ha Jiarpami.

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 OLIbIEe 3HATH TIPO 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 JlarpaMoro, KIAlHITh 3a 11 MexaMu. 3Hapsaast 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, BCTABMBINK jiarpamy (3a gormomororo rpynu Jliarpamu 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 OﬂHie'l' niarpamu. Y
Jiarpami MO>KHA MOPIBHATH JaHi iHIIMM CIIOCOOOM, HATUCHYBIIM KHOTKY, SIKa 3MIHIOE€ TMOJaHHS
JiarpamMu Ha iHIIe.

Y CTBOpeHi HaMu jgiarpami TpojaBlli TMOPIBHIOKOTHCA oauH 3 oxHuM. Jlani Excel
TPYIYIOTBCS 32 CTOBIISIMU apKyIlla Ta MOPIBHIOIOTHCS PAIOK i3 PSAKOM, 100 OOCIT MpOaaxy
KOKHOT'O MTPOJIAaBIls MOKHA OYJI0 31CTaBUTH 3 IHIIMMHU NpojaBusaMu. Lle mokazaHo Ha aiarpami, sika
MICTUTBCS HA PUCYHKY JIIBOPYY.

Are Ha JaHi MOKHA TOTJISHYTH ¥ 1HIIMM YUHOM, MOPIBHSBIIN OOCATH MPOJAXy MiCSIb 13
MicsIIIeM JUTst KOJKHOTO TipoaBiis. 11{o6 mepeiiti 10 Takoro mojgaHHs, HATHCHITH KHONKY 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 MMOKAa3Yye, sIK 17[yTh CIIPaBH KOXKHOTO MPOAABIIS B Yaci, BiJOOpakatouu 3MiHEHHS HOro 00CsITiB
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, CKOIIIOWTe Horo Ta BCTaBTe Ha apkyul. [1oTiM MOBEpHITHCS 1O BUXIAHOIO MOJAHHS,
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

)
)

[Ilo6 unTauam Oys0 JIETKO 370TaAaTHCs, 110 TTOKa3aHO Ha Jiarpami, JOUUIBHO J0JIaTH 0
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 BICCI0 3HaueHb abo Biccio Y). Ha oci HaHeceHO mIKanmy 4wMcen, 3a JIOMOMOTOIO SIKOi
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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
pO3TalllyBaHHSIM €JIEMEHTIB Jlarpamu.

Ha pucyHky moka3aHo MakeT 9, B sskoMy nepeadadeHo micus sl Ha3BH AiarpaMu Ta Ha3B
oceil. HazBu MoxxHa BBeCTH Oe31ocepeIHbO Ha Jiarpami.

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

2. Ha3pa BepTukanpHOi oci JiBopyd — «IIpogano KopoOok».

3. Ha3pa ropuzonTanbHoi oci BHU3Y — «lIpojax 3a nepiimii KBapTani».

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.

JlaGoparopHna po6ora Nel6. PodoTra i3 3BeieHMMH TA0JIMIAMU

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, Ha po3yMiHHI AKUX 0A3YEMbCA 3AC60EHHA HAGUATNLHOZO0
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 — 1€ TaOIHIIs, SIKa y3arajbHIOE 1 aHai3ye JaHi OJHIET UM KiJTbKOX 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. CTBOpCHHS 3BEICHUX TA0JIHIb.

[HImIMM cioco6oM aHali3y JaHUX B €JIEKTPOHHIHM TaOynlll € CTBOPEHHS 3BEACHUX TaOIULlb.

Sk 1 micas CTBOPEHHS MPOMDKHMX MiJICYMKIB, Y pe3ylbTaTi CTBOPEHHS 3BeJIeHOi Talmuill
YTBOPIOETHCS TAOMUIS 3 NPOMDKHUMM MiJICYMKaMH, IPUUOMY Yy 3BEJIEHUX TAaOIMISIX MOXHA
3aJaBaTy CKJIaJHIIII IpaBUiIa IPYMyBaHHs, HK Y TPOMIKHUX 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 3minuTH y BikHI CTBOpeHHS 3BeACHOI TaONMIl Jiama3oH KIITHHOK, 3a
3HaYEHHSMU B SIKUX CTBOPIOBATMMETHCS 3BE/IeHa TaOIUIIS.

4. BuOparu y BikHI CTBOpEeHHsI 3Bel€HOI TaOJMIl MICIle PO3TALIyBaHHS 3BEACHOT
TaOJIMII: HOBUM apKyIll YU HassBHUHM apKyIl.

5. Bubpatu xknonky OK.

6. Ilepersruyru 3 BepxHboi 00nacTi 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 naHem CHHCOK IMOMIB 3B€JEHOI Tabyuii B 007IacTh
[To3Hauky CTOBIIIIB Ha3BY TOTO CTOBIIIS, 3HAYCHHA B SIKOMY OyJIyTh y 3BECHIN TaOIUIIl Ha3BaMU
CTOBIIIIIB.

8. [Ilepersruyru 3 BepxHboi 00nacTi maneni CnMcoK MOMiB 3BeeHOi Tabuii B 001acTh
3HaueHHS Ha3BY TOTO CTOBIILIS, 3HAYEHHS B SIKOMY OYyIyTh MiJICYMOBYBATH Y 3BEJCH1I TaOIHIII.

9. Bubparu xkHonky 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 motpiOHo Ha Bkiaaui BeraBiaenns 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 TaOmunb (Bkimanku Ilapamerpum 1 Koncrpykrop) i obnacte “Crnucok momiB
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 [To3HaYKHU CTOBMIIIB MIEPETATYIOTHCS CTOBIIII BUX1THOT TAOIMII, JaH1 3 TKUX
OyIyTh 3ar0JIOBKAMH CTOBIIIIIB 3BEJICHOT TaOHII].

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

4. B o6macte 3HaYeHHS TEPETATYIOTHCS CTOBMII BHUXIOHOI TaONMI, 3a SIKUMH
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 Opany ydacTi B TPbOX
MOTMepeHIX MyHKTaXx.

Otpumana 3BefeHa TaONHWII Ma€ BIACTHBICTh IHTEPAKTHBHOCTI — BHUKOPHCTOBYIOYH
KHONKU 31 CcTpiikamu (Taki X, AK 1 Ay omepauii (inbTpyBaHHS NaHUX), KOPUCTYBad MOXKE
OTpUMYBATH iH(OPMAIIIIO TS JOBUTBHUX KOMOIHAIINH KPUTEPIiB.

2. PenaryBanns i popmaTyBaHHs 3Be/IeHUX TA0IHIb.

CtBOpeHy 3BeleHY TaOJHII0 MOXXKHA peJaryBaTd, TaK, 3aMiCTh 3HAXOMKEHHS CyMH Y
BIJIMOBIAHUX PAIKAX 1 CTOBMIIX 3HAXOJIUTH IHIIY XapaKTEPUCTUKY JAHUX: KUIBKICTb, CEpEIHE,
MaKCUMyM ToIIO. J{71s1 bOTO MOTPiIOHO 3pOOUTH TTOTOYHOIO JTOBUTBHY KIIITUHKY 3BEICHOI TaOJIHIII
1 Bukonatu Ilapamerpu — AxtuBHe none — [Tapamerpu. A nani y BikHi [lapameTpu 3HaueHHS 10
Ha BKmaai Omeparisi y CrucKy Mmoyisi 3BOJUTH 3HAYSHHS TOJIB 32 MOKHA BHOpATH IHITUH THUIT
00YMCIIeHHS AJIs 3Be/ICHHS JaHUX 3 BUOPAHOTO OIS,

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 MOJS.

MoxHa mnepeTsarHyTd B o0nacTi Mo3Hauyku CTOBOIIB 1 Ilo3Ha4uku psiiKiB Ha3BU I1HIIUX
1oJiiB a00 MEepeTArHyTH 3 IUX oOjacTel Ha3BM BKIIOYEHUX Ty IMOJIB Ha3aja JO CHUCKY BCIX
noJiB. 3Be/ieHa TabIUIS MPU [[bOMY aBTOMAaTUYHO 3MIHUTHCS.

k1o BHECTH 3MIHM JI0 Jiala30HY KIITHHOK, 332 3HAYEHHSIMHU SKOTO CTBOPEHA 3BEJICHA
TaONuIA, TO JaHi y 3BeJeHIl TaONuIll He MepeoOUnucIIoThCc aBToMaTH4HO. [1[00 3MiHM HaHuUX
BioOpasmwiucs B 3BeleHId Tabmuui, HeoOxinHo BukoHatu Ilapamerpu — Jlani— OHOBUTH —
OHoBUTH BCe.

CtBOpeHy 3BelIeHy TabIULII0 MOKHA (popMaTyBaTH.

Knitunku 3Benenoi tabmumi [losHauku psiakiB 1 [lo3Hauku CTOBMINB MICTSATh KHOIIKH
PO3KPUTTS CIIUCKIB KOMaH ] )i (QUIbTPYBAaHHS JAHUX.

BunminuBimM KIITHHKKA 3BEIEHOI TAONMIl, SKI MICTATh YHCIOBI AaHi, MOKHA BHUKOHATH
[Tapamerpu — aktuBHe noje — [lapamerpu, y BikH1 [lapameTpu 3HaueHHS MOJs, U0 BIAKPUETHCS,
BuOpatn kHOmkKy PopmaT ymcna i y BikHI DopMaT KIITHHOK yCTAaHOBUTH HEOOXiTHHH (opmar
YUCIIOBUX JIAHUX.

Jlo 3BeneHo1 TabIuIll MOYKHA 3aCTOCYBATH OJUH 13 CTHIIIB 010110T€KH CTUITIB JAJISl 3BEIEHUX
tabnuup. Bukonasum Koncrpykrop — Maket — [TpomixHi 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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JlaGopaTtopHa pooora Nel7. Cnmcku Ta 6234 JaHUX B cepelOBHIIL eJIEKTPOHHUX
Tadaunb. CopryBanHs, GLIbTpPaLis, NPOMIXKHI IACYMKH

17.1. ynopsaKyBaHHS TaOJIMYHHUX JaHUX COPTYBAHHSIM;
17.2. aBTOGUIBTP, pO3MIUPEHUN BIIBTP, CTBOPEHHS MPOMIKHHUX ITICYMKIB.
17.3. BUKOpHUCTaHHS PO3MHUPEHOTO (PimbTpa.
17.4. nmpoMiXHI MiJACYMKH.
Ayoumopna nucbmosa poboma
BuxoHaHHS cTyeHTaMH TECTOBUX 3aB/aHb 3 MUTAHb TEMH 3aHSITTSL.

Memoouuni pekomenoauyii
Knwuosumu mepminamu, na po3yminHI AKUX 0A3YEMbCA 3AC60EHHA HABYAILHOZO
Mmamepiany memu, €. GUIBTP, po3MUPEHUN DUILTP, MPOMIDKHI IMiICYMKH.
3 Memoto 2nuboK020 3AC60EHHA HABGUATILHO20 MAMEPIALY RPU CAMOCMIIIHOMY 6UBYEHHI memu
cmyoenmy eapmo 0coousy yeazy 30cepeoumu Ha maKux acneKmax:

YropsiakyBaHHS TaOMMYHMX JAQHUX MOXKE CYTTEBO TOJETHIMTH MOMYK HEOOXiqHOI
iH(popmarii abo ii moBepXHEBUH Bi3yalnbHHI aHai3. BOHO peamizyeThcs 3a JOMOMOro0 (yHKIIii
COpPTYBaHHSI, SIKa BUKIIMKAETHCS 3 MeHIO KHONKU CopryBaHHd i ¢pinbTp rpynu PenaryBanus na
BKJIaIi OCHOBHE 1 YIOPSIIKOBYE BUIUICHHH CITHCOK 3a IMEPIIMM CTOBIIEM. SIKIIO MOTPiOHO
VIOPSAKYBaTH TaOMUIIO 32 BIAMIHHMM BiJl MEPIIOrO CTOBIIEM a00 3a KUJIbKOMa CTOBIISIMH,
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€ PO3MIIIyBaTUCS B MekKax 0a3u TaHHX;

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 BIAMOBIAHO A0 Tabia.l 1 BUKoHaliTe copTyBaHHs 3anuciB. [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 JaHMX Ha L€l poOOuYMii apKyll 1 BUKOHaWTe (uIbTpalito
JTAaHMX Y B1ICOPTOBaHIM TabIuUII.

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

2. CtBOpiTH po3mmpeHuid (ilbTp, MO BigOWpae 3amucu 0a3W JaHWX i3 Ha3BOK (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 YHHOM:

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 niaioroBoMy 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, 110 BOHU BIIMOBIAIOThH 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) menw Jannvie— Qunbmp— Pacuupennbviii unvmp;

4) y JaJIOrOBOMY BikH1 Pacwuupenmuvit 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 pe3yabTaT 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 BiJl COPTYBaHHS, KOJM 3MIHIOETHCS JIMILE MOPSJIOK 3aMHCIB,
TUMYacoOBO MPUXOBYE 3aIUCH, SIKI HE BIANOBIIAIOTH yMoBaM BinOopy. PinbTp OyBae 3BUYAHUM
(aBTOQIBTP) 1 PO3UIMPEHUM. 3aCTOCYBaHHS 3BHYANHOrO (UIBTPY 3iHCHIOETHCS KOMAaHOIO
®@inbTp 3 MeHIo kKHOnKKM CopTyBaHHs i ¢iabTp. [Ipu nboMy noBuHHa OyTH BUIIJIEHOIO 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 JTIMKO0, MiIBIBIIH MiJI IKY KYpCOp, MOXKHA OTpUMaTH iH(opMarlito npo GijasTp.

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 (Oibiie. .., Oibiie ab0 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’).

[Ilo6 BigminuTH aBTO(PIIBTP (BiZOOpPA3UTH MPUXOBAHI CTOBIMII), JOCTATHBO MOBTOPHO
BHUKOHATH KOMaHy DiabTp.

Posmmupenuit  ¢inpTp 3pydyHO 3aCTOCOBYBATH Y BHUMAAKaX, KOJIHM pe3yabTaT 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 KHOIKHU
®@inbTp i Jogarkoso. [Ticist mporo moTpiOHO 3a7aTH MapaMeTpu PO3MIUPEHOTO PLIBTPY:

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

— Buxignuii giama3oH — moyarkosa TaOJINIA,

— 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 A8 pe3yJbTaTy — BUIbHE MicCle, Y K€ MOTPIOHO BCTaBUTU PE3yNbTAT
binbTpyBaHHS;

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

@ il D D) ¥ KHmMraz xisx - Microsoft Exce
KA s
~ OCHoBHE BCraBnenHa Po3MiTKa Cropinkm Dopuyan I Aani | PELIEH3YEAHES Buinag PO3pOGHNK
53 Access "\ 3 | T _.;‘J]ﬂupmuoucnnn L A R & Oumcrimi +| =
i3 T = = AT 4 c=E =
9 IHTepHeTy  — S | 2T BnacTueocTi (& 3aCTOCYBaTM MOBTOPHO
A ERCTITE Hagew || OHoEUT 2 RL Coptyearu ¢ Texrr3za Buaa
L] 3 Texcry moxepen - | nigrnwvenns Be =5 SMIHATI 357A3KN A | &2 Aopameoss crosnusmn aySai
OrpvimaTys 3o0pHiWwr gari : Migenoscnna Coprysants i GisnTp
F1 -~ ~E
| 4 A B C D O e N7 o T TSN M
= = 3 7 =
1 | Npizesute 1a iniwial v | flata napopsen| ~ Nocapa |~ | cram~| : '
L2 Bacunie B. B. 24.12.1976 Merenxep 5 \ H
2 Bopuck. B. 20.06.1976 ekcneauTop 6 5 :
B Anppeikis A, A. 11.08.1981 MEHemKep 2 H {
5 Oemyyk O, 4. 21.01.1971 Oyxrasnrep 7 E E
b Konomleup K. K. 13.10.1968 BOAIA 12 H H
7 Capuyk C. C. 01.02.1988 MEHemKep 2 ' i
8— Po3wmupenun Hinstp
9
10 | Npizsnwge 1a iniqiamlﬂma Mpomuemnl Nocaga
11| >5 O dinstpysari dncok 1o Mag
12 @ CROMIDSATA DESYIDTET A0 IHUOTD POSTaWysSar-s
13 . Bizun’ sionason: lsasusos7 [
a4 Lianasok yMoB: 115A$10: D11 Ed
= Aizrazon anapeaymeraty: [Apcnuiisrsisisr (35
- | Loc ] [cegeam]
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IMpomixkHi migcymkn

Yacro B omHOMY 200 B KUTBKOX CTOBIIISX TAOJHUIlI MICTSITHCS JaHi, 0 OBTOPIOIOTHCs. Lle
MOXyTh OyTu. Hampukinan, Ha3BuM TOBapiB, Ha3BH IMYHKTY MPU3HAYEHHS PyXy MOTATIB, HAa3BU
TYPTKIiB, IO BiJIBIYIOTh Y4HI, Ta iH.

Ha pucynky HaBeJieHO TaOJHUIIIO 3 TaHUMU PO HAAXOKEHHS 1 MPOJIaX KHUKOK y JIEIKOMY
KHWKKOBOMY Mara3uHi. 3BepHeMO yBary Ha naHi miei tabmuui. MokHa moOayuTd, 1o A0
MarasuHy HaJXOJMUIU KHUKKU OJTHOTO ¥ TOTO caMOro aBTopa, pi3Hi KHUKKU OJIHOTO >KaHPY 1 OJIHA
Ta cama ¢ipMa rmocravaiga KHHKKH PI3HHUX KaHPIB 1 pi3HUX aBTOpiB. TOOTO MOKHA MOMITUTH, IO
TYT € JaHi, M0 6araTopazoBO MOBTOPIOIOTHCS.

Amnaunizyroun JaHi miei Tabauili, MOXHa 3’ACyBaTH, CKUIBKA MIPUMIPHHUKIB 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
BU3HAYMUTH, KUK 13 KaHPIB Ma€ OLIBIIMI MOIMMUT, SIKI 3 aBTOPIB OUIBIN MOMYJSAPHI, 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 KOXKHOTO 3 TIOBTOPIOBAHOTO 3HAYEHb 1 MPOBECTH HEOOXiJHI OOYMCIIEHHS 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 3arallbHUHM IMiJICYMOK — 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 SIKUX OyTyTh OOUHCITIOBATHCS TPOMIXKHI 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 mifcyMKu y cnucKy moist BukopucroByBaTH (DYHKIIO 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, AJIS IKUX OYAyTh OOUUCIIEH] TPOMIXHI MiJICYMKH.

6. Bubparu kaonky OK.

Ha pucynky HaBeJeHO pe3ysbTaT BUKOHAHHS 1IbOTO aTOPUTMY AJIs TaOJHIll, PO3MJISHYTOL
Buie. Psaynku Tabnuii 00’e€qHaHi B rpynu 3a 3HaYeHHsAMH B cTOBHIN [Ipi3Buiie, 1 s KOXHOT
rpynu yrBopuscs psaok ITizcymMok, y KoXKHOMY 3 SIKUX MiJpaxoBaHi cyMu B ctoBnusgx Haniitmio,
[Iponano, [pubyrok, Octaua. KoxkHa 3 Tpyn MOBHICTIO PO3KPHUTA, PO IO CBIIYaTh KHOTIKU 3J1iBa
BiJI KOXKHOI 3 HUX.

JlabopaTopna podora Nel8. KomniekcHa miacymkoBa podora

18.1. BukoHaHHsI 004HCIIEHB.
18.2. [liarpamu i rpadikul y eIeKTPOHHUX TAOIUIIX.
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, €. PyHKIs, AlarpaMa, TPOMIDKHI ITICYMKH, 3BeJIeHa 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. BukoHyeTbest 3rifHO BKa3iBOK IO

BHUKOHAHHIO 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.CtBopenHs1, peparyBanHs Ta (opMaTyBaHHs 00’ €KTIB Mpe3eHTaLli.
19.3.CTBOpEHHS MYJITUMEIIHHUX TPOCKTIB MPE3CHTAIII].
19.4.JlemoHCTparlist npe3eHTalii B pydHOMY Ta aBTOMaTUYHOMY PEXKHUMI.
19.5.CymnipoBin geMOHCTpalliid Mpe3eHTaIlii 3 BAKOPUCTAHHSIM CreleeKTiB.

AyoumopHa nucemosa poboma
BuKoHaHHS CTyJIeHTaMH TECTOBUX 3aBJaHb 3 MIUTAHb TEMH 3aHSITTS.

Memoouuni pekomenoauyii
Knwuosumu mepminamu, na po3yminHi AKUX 0A3YEMbCA 3AC60EHHA HABYUAILHOZO
Mamepiany memu, €. IPE3CHTAIIIS, IEMOHCTpAIlis, CIIai1, aHIMaIlis.
3 Memoro 2nub0K020 3aC60ECHHA HABGUAILHOZ0 MAMeEPIAy NPU CAMOCMINIHOMY 6UBYUEHHI memMu
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 HAa 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 KoMm'koTepi. ..

& Ha moix eeb-syznax...

Komanna I3 madaoHa ogopmieHHs: 03BOJIsIE CTBOPUTH MPE3EHTALIII0 3 BUKOPUCTAHHIM
TOTOBHX IIA0JIOHIB, SIKi MICTATh OCHOBHI €JIeMEHTH 0(pOpPMIICHHS Cilaia.

Komanna 3 maiicTpa aBTOBMICTY BHKOPHCTOBYETHCS TOJI, KOJU Oy/le CTBOPIOBATHCA
Mpe3eHTallisl CTAaHJApPTHOTO BMICTY i 0(hopMIIeHHS.

SIKIIo mpe3eHTalis He € CTaHJapTHOI 1 JJs Hel aBTOpaMH pO3pOOJIEHO CBIM CIOXKET,
clieHapii, CTpyKTypy Ta odopmMIIeHHs, i BuOpatu komanay HoBa npe3enTaiis.

[Mporpama PowerPoint Takox 103BOJsi€e CTBOPIOBATH IMPE3EHTALii, [0 MICTATh BEIUKY
KUIBKICTh 300pa’keHb 0€3 OKpeMOro HajalllTyBaHHS BJIACTMBOCTEH KOXKHOrO 3 Hux. g 1poro
BUKOPUCTOBYETHCS kKoMaHaa PoToanbsoom. [Ipu opopmienHi ¢poroansboMy MOXKHA 33JaTH BUJ
pamMKu 300pakeHHs Ta 1mada0H opOopMIICHHS Cilaiaa, J01aTH MiIMKUCH, TOIIIO.

Ha nouyaTtky cTBOpeHHs HOBa MPE3EHTALis 3aBXK/IU MICTUTh OJMH CIIAiI.
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s moeo, w06 dooamu iHwi cramiou, MONCHA CKOPUCMAMUC OOHUM i3 CNOCO0i8:

1. Bubpatu komanny CTBopuTH ciaaiig MmeHio BeraBka.

2. Bubpatu kHonky CTBopuTH ciaiix — Ha naneni iHcTpyMeHTiB @OpMaTyBaHHA.

[TpuHIMNH CTBOPEHHS MPE3EHTAIli1

Komm’rorepHa mpe3eHTalliss JONOMara€ 4iTKO CTPYKTypyBaTH, UIIOCTpYBaTH Ta
npodeciiiHo MpeICTaBUTH Balli i€ 4M JOCATHEHHA. bByab-sika mpe3eHTallisi CTBOPIOETHCS Y
KUJIbKA €TaIliB:

1. IInanyBaHHs — BU3HAUCHHS LIJICH, CIICHAPIIO Ta CTPYKTYPH MPE3EHTAL].

2. Po3podka — Bu3HaueHHs (HOpPMH MOJIaHHS MaTepiany, BUOIp TEXHIYHHX 3aCO0IB.
3. CTBOpeHHS — CTBOPEHHS CJaii/1iB, BCTAHOBJICHHS PEKUMY X MOKa3y.

4, Peneruuisi — nepeBipka Ta pearyBaHHs roTOBOT MPE3EHTAIi.

Ha emani nnanyseanna:
1. Buniiite OCHOBHI 1€l
1.1. cnaiig MOBUHEH UTIOCTPYBAaTH OJIHY AYMKY;
1.2. indopmarris Ha ciaaial MOBHHHA MICTUTH JIMIIIC TOJIOBHI TIOJIOKEHHS BUCTYITY.
2. TlimGepitTh MOMATKOBUI MaTepia, M0 MiATBEPHKYE OCHOBHI i1ei mpe3eHTarlii:
2.1. migGepith rpadivHi, ayaio- Ta BigcoMarepiaiu;
2.2. HaBeNiTh MPUKIIAIU, IIOPIBHSHHS, JTOBIIKOBY iH()OpMAIIIFO.
3. IlpomymaiiTe mociiIOBHICTh MOJAHHS MaTepiany:
3.1. matepian mpe3eHTamii MOXXHAa pO3TAIIyBaTH, HANPHUKIAJ, Yy XPOHOJOTIYHIH  abo
TEMAaTHU4YHINA [TOCII1JOBHOCTI.
I1io uac po3pooxu npezenmauii:
1. He 3amoBHOMTE Cl1ai 3aHAATO BETUKUM OO0CSATOM iH(pOpMaIlii.
2. BukopuctoByiiTe KOpoTKi pedeHHs. Opi€HTOBHA KUIBKICTh PSIKIB Ha Claiai — 10
J€CATH, JOBXKHHA PsIJIKa — JJ0 BOCBMHU ClIiB.
3. 3aroyioBKM TOBHMHHI TpPUBEPTATH YBary i y3arajJbHIOBaTH OCHOBHI MOJIOXKCHHS
ciaija.
4. JIns BUIUIEHHS HaWBaXIUBIMIO! iH(OpMAaIii BHKOPHCTOBYHTE paMKH, TPaHMII,
3aJIUBKY, Pi3H1 pO3MIpH Ta KOIbOPH LIPUDTIB TOILIO.
5. ®oH cnaiiga i aHiManidHi eeKTH He TTOBUHHI BiIBOJIIKATH yBary BiJl 3MICTYy.
6. Tekcr cnaiina moBuHEH 100pe YUTATUCS, TOOTO OYTH KOHTPACTHUM BIHOCHO (OHY.
Hamnpukian, TemMmHuit TeKCT Ha CBITIIOMY (DOHI.
7. Ilinmuc 1o iMrocTpatii ¢l po3MillyBaTy i MaIIOHKOM.
Penemuuin npezenmauii:
1. He pekoMeHayeTbCs YMTATH TEKCT Mpe3eHTallii. YCHa JONOBiJb, 110 CYHPOBOKYE
MIOKa3 CJaii/1iB, MOBUHHA JOTIOBHIOBAaTH Ta KOMEHTYBAaTH 1H(OpPMAIII0 Ha EKpaHI.
2. Ilepen moka3oM mpe3eHTallii 00OB’S3KOBO 3/AIWCHITH MOMNEpenHid meperisa Ta, 3a
HEOOX1JTHOCTI, BIJpenaryiTe Mpe3eHTallilo.
Pexumu poboTH 3 Ipe3eHTalli€r0
PowerPoint mo3Bossie mpaitoBaTH 3 MPE3EHTAIIEI0 Y TPHOX PI3HUX PEIKUMAX:
—  3BUYAHHMH
~  PeKHM COPTYBAJbHHKA CJIalIiB
~ NOKa3 cJaiaiB.
[lepekitoueHHS MK PEeKUMaMH 3I1MCHIOETHCS 32 JIOMTOMOTOI0 KHOIOK, IO MICTSTBCSA Y
HIDKHBOMY JIIBOMY KyTi IPOTpaMHOTO BikHa (puc. 11).
3BHYATHUI peKUM
3BHYaiiHUIl peXuM [E: ¢ ocnosrum PEKUMOM pO3pOOKM Tpe3eHTalii. Y 3BUYaiiHOMY
pexuMi porpamue BikHo PowerPoint mictuts (puc. 11):
— o0JacTh caaiiB — IeHTpadbHA YaCTHHA BIKHA, /1€ PO3MINIY€EThCS MOTOYHUHN CIA;
— 00J1aCTh HOTATOK — HIDKHS YaCTHHA BiKHA, /1€ PO3MILIYETHCS MOSICHIOBAIBHUNA TEKCT J0
MOTOYHOTO Claia;
— o00JacTh 3aBAaHb — NpaBa YaCTHHA BiKHA, sSKa JIO3BOJISIE MPHUCKOPUTH BHKOHAHHS
orepauid MO0 CTBOPEHHS HOBHMX Mpe3eHTallii, BHOOpY I1abIOHIB O(OpMIIEHHS,
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HaJalTyBaHHS €(EeKTiB aHiMarlii, BCTAHOBJICHHS IOCTIOBHOCTI 3MIHU CIIAWiB, TOIIYKY

¢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, peaaryBaTH 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, HAJAIITOBYBaTH e(GeKTH aHiMalii mpu
nepexol MiX claiiamu.

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

[Tpu Bubopi kHotku [loka3 caaiifiB neperisa npe3eHTalii po3MOYUHAETHCS 3 TOTOYHOTO
criaina.

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

JladopaTopna po6ota Ne2(. 3axucT BJIacHOI mpe3eHTalil

Ayoumopna nucoemosa poboma
BukoHaHHS CTyJIeHTaMH TECTOBUX 3aBJaHb 3 MUTaHb TEMH 3aHITTSL.

Memoouuni pexomenoayii
Kniouosumu mepminamu, Ha po3yMiHHI AKUX 0OA3YEMbCA 3AC60EHHA HABUATLHO20
Mamepiany memu, €. IPE3eHTAIlisl, IEMOHCTpAIlis, Claiia, aHIMaIlis.
3 Memoro 2nub0oK020 3AC60EHHA HABUAILHOZ0 Mamepiany NPU CAMOCMIUHOMY 6UBUEHHI
memu CHyOeHny 6apmo 0CoOIUBY Y8A2y 30CepeOumu Ha MAKUX AcneKmax:
Bucrynae migcymkoBoto poGororo mo MS Power Point 2007. BukoHyeTbcs 3riiHO
BKa31BOK 110 BUKOHAHHIO ITOIEPEIHHOr0 CEMIHAPCHKOTO 3aHATTS.

1.3. Camocmiiina po6oma cmyoenmie

Tema 1. TexcroBuii penakrop MS Word. ®opmaTyBaHHSI Ta MaKeTYBaHHS
CKJIA/ITHUX TEKCTOBHX JOKYMEHTIB

3aBpanns. HaBuuTuch CTBOpIOBAaTH Ta pearyBaTu OpollypH, po3ApyKOBYBaTH iX.
Memoouuni pexomenoauyir.

Teopemuuni gioomocmi. Halikpaym criocoOoMm Jiisi CTBOPEHHSI OpOIITYpH € BUKOPUCTAHHS
HOBOT'O YUCTOT'0 JIOKyMeHTa. Lle 103BoJIsie yHUKHYTH TPYAHOILIB IPU PO3TaIllyBaHHI TEKCTY,
rpadiuHuX Ta IHIIMX €JIEMEHTIB. Y OpolIypy MO>KHA IEPETBOPUTH 1 ICHYIOUHUN JJOKYMEHT, ajie
IpU I[bOMY MOK€ BUHUKHYTH HEOOX1IHICTh MEPEMIIIIEHHS Py €IEMEHTIB.

1. CTBOpITH HOBUH TIOKYMEHT.

2. Bubepitb B Menio @aiia komanny [lapamerpu  cTopiHkM, a T1OTIM BiAKpuUiiTe
BKnaaky Ioas.

3.V cnucky Jlekinibka cTopiHok BubepiTh MyHKT Bpouypa.

SK110 TOKYMEHT Ma€ KHIKHY Opi€HTallll0, BOHa Oy/ie 3aMiHEeHa Ha allbOOMHY.

4.V cnuckax [Ipase i JliBe BuOepiTh (200 BBEIiTh) PO3MIp MPaBOro 1 JIBOrO TMOJIB
JOKYMEHTA.

Sxmio B Opourypy HE0OXiIHO J0JaTh JTOJATKOBI MPOMYCKHU JUIs PO3MIIIEHHS MAJITYPKH, TO
BBEJIITh 200 BUOEpiTh HEOOX1IHY KUIbKICTh B ol IladiTypka.

5.V cnucky 4HcJI0 cTOPiHOK B Opolnypi BUOEpITh YMCIIO CTOPIHOK B Oporrypi.
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CrtBopenHs Opourypu

SIKII0 KUTBKICTh CTOPIHOK B JOKYMEHTI IEpEBHINY€E KUIBKICTh CTOPIHOK B Opomrypi,
JOKYMEHT Oyzie po3ApYyKOBaHUH y BUTIISAI AEKUIBKOX Opomryp.

6. BcranoBiTh iHIIl HE0OXinHI MapameTpu y BikHi [lapaMeTpu cTOpiHKH.

7. TekcT, rpadika, KOTOHTUTYNIU U 1HII €IEMEHTH JOJAI0THCS B JOKYMEHT SIK 3aBK/IH.

Ilonsa cmopinku

[Tosst CTOPIHKYM € TOPOKHIM MPOCTOPOM OUISI KpaiB CTOPIHOK. SIK MpaBMII0, TEKCT 1 rpadivHi
€JIEMEHTH BCTAaBJIAIOTHCA B 00JACTh JPYKY, IO OOMEXKYEThCS IMOJISIMU CTOpiHKH. [IpoTe nmeski
€JIEMEHTH, HANPUKIAJ BEPXHI 1 HUXKHI KOJOHTUTYJH, HOMEPH CTOPIHOK MOKHA PO3MICTUTH Ha
MOJISIX.

Y Microsoft Word icnuye oexinvka cnocooie 3a0amu napamempu cmopiHKu:

—BukopucranHs po3MipiB MOJIIB, 3aJlaHUX 3a 3aMOBUYBaHHSM, 1 BHM3HAUEHHS BJIACHHUX
pO3MipiB MOJIB.

—BuninenHs 10JaTKOBOro MPOCTOPY CTOPIHKM Mix HamiTypky (puc.8.2). s mporo
BUKOPHCTOBYETbCS TOJIE TMANITYpKH, K€ MOKHAa BCTAaHOBUTU Oing OGIYHOTO ab0 BEPXHBHOTO
Kpato cropiHku. [lome mnamiTypku rapaHTye 30€peXeHHS TEKCTy Ipu OpoulypyBaHHI
JIOKYMEHTA.

1

T ol : 1 - lons nmamTypku
rromm—— 2- JI3epKainbHi nons
i R T e i

i T i

( 1 ' B | |

i T i
) o i -

el
Z

Puc.8.2. BuaineHnHs 101aTKOBOTO MPOCTOPY CTOPIHKH M1l HATITYPKY

—3a7aHHs MapaMeTpiB MOJIB JJIs MapHUX 1 HEMapHUX CTOpiHOK. [l 3agaHHs mapameTpiB
NapHUX 1 HEeMapHUX CTOPIHOK B JOKYMEHTaX 3 JBOCTOPOHHIM JPYKOM, HANpPHKIJIA, KHUT abo
KYpHaJIIB, BUKOPUCTOBYIOTHCSI J3€pKaJIbHI MOJs. Y JTaHOMY BMIIAJKy MOJIsL JIBOI CTOPIHKU €
J3epKaJIbHUM BiJI3€pKAJICHHSAM IOJIB MIPAaBOi CTOPIHKU (TOOTO /Uil CTOPIHOK BCTAHOBIIIOIOTHCS
OJIHAKOB1 BHYTPIIIIHI 1 30BHIIIHI TIOJI).
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—Odopmiienns Oykiera. Y nmiamoroBoMy BikHi [lapameTpu cropinku BUOEpITh MyHKT
Bpomypa. Lleit Tun 3aganHs mapaMeTpiB CTOPIHKH J03BOJISIE APYKYBAaTH MEHIO, 3aIlpOIICHHS,
IporpamMM 3axOfiB Ta IHII TUOM JOKYMEHTIB, IO O(QOPMISIOTHCS y BHUIIISAAL OpoIrypu
(6ykieTa).

Dopmam bpoutypu npUnycKae nepecun 1ucma nocepeouti

BusHayuBIIM JOKYMEHT SIK OpOIIypy, 3 HUM MOXKHA TIPAIfOBATH, SIK 3 OyAb-IKHM iHIIUM

JIOKYMEHTOM.
Apyk opowypu

VY mporueci BuOOpy y BikHI BCTaHOBIJICHHS MapaMeTPiB CTOPIHKM NMYHKTY Bpourypa Ha npyk
BHUBOJIUTHCSI TIO JIBI CTOPIHKM Ha JIMCT. SIKIIO BiAJPYyKOBaHI JIMCTHU 3ITHYTH HABIIJI, TO BHUIC
«KHWKKa». Ll MOXIHMBICTP BHKOPHUCTOBYETHCA B JOKYMEHTaX, IO MICTSATh OuIbIIe JBOX
CTOPIHOK.

* CeoMcTea: Samsung ML-1640 Series
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Puc.8.3. JIBocTopoHHil Apyk Oporrypu
Axuwo suxopucmogyemupca 060cmoponnii npunmep (agmomamuino OPyKy€e mekcm Ha
000x cmoponax nucma):
Harucuits kHOnKy CBOMCTBA, a TOTIM BCTAaHOBITH MOTPIOHI TTapameTpu. SIKIIO y BikHI, IO
BIJIKPUJIOCS, MPONOHYETHCSI BCTAHOBUTH OPIEHTAIII0 CTOPIHKM 1 MapaMeTpud JBOCTOPOHHBOTO
IPYKY, BUOEPITh alIbOOMHY OPIEHTALIIIO 1 MATITYPKY B3J0BX KOPOTKOI'O Kparo.

Axuwo 060cmoponHiii npunmep He 6UKOPUCHOGYEMbCA

VY nianoroBoMmy BikHI JIpyk BCTaHOBITH Ipamnopelb JABOCTOPOHHIM 1pyk. bBynyTts
HAJPYKOBaHI BCl CTOPIHKH, $IKI TOBHHHI OYTH Ha OJHIA CTOPOHI JHUCTa, a TOTIM 3 SIBUTHCA
MOB1JIOMJICHHS PO T€, 1110 HEOOX1THO NePEeBEPHYTH 1 BCTABUTH Ti K JIMCTU B IPUHTEP LIIE pas3.

1. BubepiTh CTOPIHKH, SIKI TOTPIOHO HAJAPYKYBATH.

2. Slkmo y Bkiaaui CTopiHka BCTaHOBJIEHUI Ipanopels NOTOYHU a00 HOMepH, TO
HaJPYKOBaH1 OyIyTh BKa3aHi CTOPIHKH, a TAKOXK IIIE TIO TPHU CTOPIHKH, 110 3HAXOASITHCS HA THUX )K€
JUCTAX.

3. SIkmo BcTaHOBICHHWH Tpanoperh BUAJIEHHI (pparMeHT, To GpparMeHT JOKyMeHTa Oyne
PO3JIPYKOBaHUN 3 BUKOPUCTAHHSAM 3BUYalHOI PO3MITKH CTOPIHKH 3aMiCTh OpOLIYpH.
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Hpyk O6ponrypu 6e3 IBOCTOPOHHBOTO IPUHTEPY

He é0aecmuca po3opyKysamu 6poutypy 6 KHUMCKOBI OPIEHMayii

Y Microsoft Word 6porirypu MaroTh allbOOMHY OpieHTaIito0. Ko mpu poOOTi B KHHXKKOBIN
opieHTaIlii BUOMpA€ETHCs eJIeMeHT bpourypa, aBTOMaTHYHO 3MiHIOETHCS OPI€HTALlisS CTOPIHKH.

ITin yac momepenHbOro meperisay Opollypd BOHAa BUINISAAE HenpaBuibHO. CTOPIHKH
BIZIOOpaXkaloTbCs TOCHIJIOBHO, HE OOOB’S3KOBO TakK, SK BOHU pO3TAalIOBYBaTUMYTbCS B
HaJIPyKOBaHii Oporrypi.

Ilicna nacmpoitku 00oKymenma ak opoutypu, cpagiuni 300paxceHHs UIA3AMb 3d MeIHCy
CMOPIHKU

VY mpoueci cTBOpeHHS OpOIIypd PEKOMEHIYEThCS IOYMHATH 3 HOBOT'O, HOPOXKHBOI'O
JOKYMEHTa, TOMY M0 BHOpaBmM IyHKT Bpomrypa (mianorose ikHollapamerpu cTopiHKH,
Bkiazgka [loJist) MoxHa MOPYIIMTH TMO3UII0 rpadiuHuX 00’€KTIB Ta iHIIUX enemeHTiB. [Ipote,
AKIIIO MOTPIOHO CTBOPUTU OpOIIypY B ICHYHOUOMY JAOKYMEHTI, MOXHA 3MIHUTH MICLIETIONOXKEHHS
rpadiky Micis HACTPOMKH CTOPIHKU. {71 TOYHOro poO3TalllyBaHHS €JIEMEHTIB BHKOPHCTOBYMHTE
TOPU30HTANIbHY 1 BEPTUKAIbHY JIHIMKH.

Bpowypa oysce moecma, w00 iv 3uuumu

VY nianoroBoMy BikHiI [lapamerpu cropinku BuOepith Bkiaaky Iloast. ¥V moni uucno
CTOPIHOK B OpoIIypi 3MEHILITh YUCIIO CTOPIHOK. Y pe3yibTari Oyae CTBOpeHO Oinblie Opouryp,
ajie B KOXKHiM Oyze MeHIle cTOpiHOK. MoKHa 3BEpHYTHCS 3a MOPAJI0I0 MPO MapaMeTpy 3IIMBaHHS
1 MaTYpKH 10 po¢ecioHanliB.

3 eNeKTPOHHOTO BapiaHTy TEKCTY, 3allpOIIOHOBAHOTO BUKJIaJadyeM, CTBOPUTH Oporrypy. Yci
omepailii BUKOHYBaTH HaJ KOII€I0, MO0 HE 3IICyBaTH JOKYMEHT TpPH HEMpaBUIBHOMY HOTO

MEPETBOPEHHIO B OpOILIYpY.
1. BindopmatyBatu TekcT BubpaHoro (aiiny 3 pozmipom mpudty 10, 3MIHUTH Opi€HTALIIO
CTOPIHKH Ha "aabO0OMHY", IEpETBOPUTU TEKCT B JBOXKOJOHHHH, BCTAHOBUTH BCI IOJISI CTOPIHKH

mo 1,5 cm.
2. Cxiiactu MakeT Opolirypu.
3. Po3apykyBatn oTpuMaHMi JOKYMEHT (3a HAasBHOCTI NMPHUHTEPA) i 30poIrypyBaTtu Horo B

KHUTY.

ITumanns ona camokonmpono
- SIK mepeTBOPUTH TEKCT B ABOXKOJIOHHUIT?
- SIK 3MIHUTH "KHMXKKOBY'" OpI€HTALlII0 CTOPIHKH Ha "anb0oMHy"?
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- Sk BCTAaHOBITIOIOTHCS TOJISI IBOXKOJIOHHOTO TEKCTY aThbOOMHOI OpiEHTAIlll CTOPIHKU
st hopmary nucta A4?

- [lepepaxyBaTu OCHOBHI €Tanu po3poOKH OpoIIypH.

- Sk cTBOpUTH MakeT Oporrypu?

- Ski BU 3Ha€eTe CIOCOOM 3aJIlaHHS IMapaMeTPiB CTOPIHKU?

- Sk po3apyKyBaTH OpoOIIypy, SKIIO JBOCTOPOHHIHM MPUHTEP HE BUKOPHCTOBYETHCS?

- [Ilo moTpiObHO 3pOOUTH MO0 3MIUTH TOBCTY OpoIIypy?

Tema 2. I'mo6anbHa Mepe:xa InTepHer
3aBaanns. CTBopUTH GJIOT Ta HABUUTHUCS MPALIOBATH 3 HUMHU.
Memoouuni pexomenoayii.

Teopemuuni eioomocmi. buor (3 anrin. blog, Big «Web log» — «MepexeBuii xypHai adbo
MIOZIGHHUK TOJii») — BeO-CaliT, OCHOBHUN BMICT SIKOTO € 3aIllUCH, IO PETYJSPHO JIO0JAIOTHCS,
MICTATHh TEKCT, 300paxkeHHs1 a00 MynbTuMenia. s OJIoTiB XapaKTepHi HEOBI 3allMCH YacOBOI
3HAUYYIIOCTi, BiJICOPTOBaHI B 3BOPOTHOMY XPOHOJIOTIYHOMY IMOPSIKY (OCTaHHIN 3amuc 3BEpXY).
BinmMinHocTi Ojory Bil TpaauliHHOTO IIOJEHHUKA OOYMOBIIOIOTHCS CEpPEOBHILEM: OJIOTH
3a3BMYail MmMyOdiuHI 1 MPUITYCKAIOTh CTOPOHHIX YHUTadiB, SKI MOXYTh BCTYIUTH B ITyOJiUHY
MOJIEMiKY 3 aBTOpOM (y KOMEHTapi /10 OJI0roBHX 3aMuciB a00 CBOIX Oyorax).

Jlrome#i, Bemyumx Oior, Ha3uBarTh Ojorepamu. CyKymHICTH BCiX OJIOTIB Mepexi
MPUAHATO HA3UBaTH 0J0r0CeEporo.

3a  aBTOPCBKMM  CKJIAJOM  OJoru  MOXYTb OyTH  OCOOMCTUMH, TIpPYNOBUMU
(KOpIOpaTUBHUMHU, KIIYOHUMH.) a00 CYCHIbHUMU (BIAKPUTHUMH). 32 3MICTOM — TEMAaTUYHUMHU 200
3araJlbHUMH.

Jlns GroriB xapakTepHa MOXJIMBICTH MyOJiKarii BIATYKIB (KOMEHTapiB) BiJBiAyBadamH.
Bona poOute O10rM CepemoBHIIEM MEPEKEBOrO CIUIKYBAaHHS, IO MAa€ DSl IepeBar Iepen
€JIEKTPOHHOIO IMOIITOI0, TPYIIaMU HOBHH, BeO-popyMaMH 1 YaTaMHu.

Po3pi3HsrOTH Taki B 0JI0TIB:

1. 3a asmopom (aesmopamu):
1.1. Ocobuctuii (aBTOPChKUM, MPUBATHUIN) OJOT — BEJIETHCS OJHIEID 0COO0I0 (SIK IPAaBUIIO

HOT0 BIIACHUKOM).

1.1.1. «BipryanbHuii» O1or — BeneTbCs BiA IMEHI 4yXk0i 0COOM HEBCTAaHOBIIEHOIO
IIEPCOHOIO.
1.2. KonektuBHU#t abo comianbHUK OJOT — BeIETbCA TPYMOK ocid 3a TpaBUIIaMH,

BU3HAYEHUMHU BJIACHUKOM YU MOJEpaToOpaMHu.

1.3. KopriopaTuBH#Hii 6J10T — BeJEeTHCS CIIBPOOITHUKAMH OJ/IHI€T OpraHi3aliii.

2. 3a memamuunow cnpamosanicmo:

2.1. 3a3Buvaii TepcOHaNbHI OJOTH HOCATH ocoOucTHi xapakrep. [Ipore B cepemoBwmIi
NEPCOHANBbHUX, TAK CaMo, SIK 1 B CEpeAOBUINI KOJIEKTHBHHUX 1 KOPIOPATUBHUX OJIOTOB,
ICHYIOTb CIIel1aIi30BaH1 0JI0TH, MPUCBAYEH] IEBHUM c(epam >KUTTH:

2.2. lloniTuka — OJIOTH, MPUCBAYEH] MOMITUILIL. 3a3BUUail MOMITHYHI OJOTH BEIyTh MOJMITHYHI
Jiiepy, NPEACTaBHUKYU MOJITUYHUX MAPTIiH 1 MOMITUYHUX 00'€JHAHb, MTOJIITOJIOTH.

2.3. [Tobyr — Onoru, B SKHUX 3a4iMalOTbCs 3a3BHYAll MPOOJIEMHM B3a€EMHMH MK JIIOJBMH,
TICUXOJIOT1I, BEIEHHS JOMAIIHBOTO TOCIOJAPCTBA — BCHOTO TOTO, IO IOB'A3aHE 3
HOHATTSMH «I100YT», «OCOOUCTE KUTTSN.

2.4. Tlomopoxi — OJIOTH, B SIKHX aBTOPHU AUIATHCS CBOIMH BPaXCHHSMH BiJ| TIOi3]I0K, TAIOTh
nopaju, sK MOBOJUTUCS B Til abo iHIIIN KpaiHi, pO3MOBIJAIOTh MPO Tpagullii 1 3BUYai
IHITUX HAPOJIB.

2.5. OcBiTa — Onoru, mpucBsYeHi Temi OCBITH. YacTo 1e OJOTM TMEBHUX HaBYAIbHUX
3aKJIaJIiB, B IKUX YYaCHUKH OOTOBOPIOIOTH MPOIIEC HAaBYaHHSI, TPOOIEMH OCBITH.
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3.

4.

5.

2.6. Moga — 06110TH, B SIKUX OOTOBOPIOIOTHCS HOBUHKH B CBITI MOJH, TPEHIU, MOJIHI TTOKa3H.
TyT MOXHa MPOYUTATU TYMKHU Mpo(ecioHamiB, paau CTUIICTIB 1 JItoJeH, He GalIyKuX 110
MO

2.7. My3uka — Onoru, B SIKHX aBTOPU BHUPAXKAIOTh CBOi MY3H4YHI CMakd, OOTOBOPIOIOTHh
HOBUHKH B CBITI My3UKH. My3U4HI 0JI0TH MOXKYTh OYTH IPHUCBSYCHI IEBHOMY MY3UYHOMY
HanpsMy, a MOKYTh OCBITIIIOBATH Pi3HI My3W4HI KaHPH 1 CTHIIL.

2.8. CnopT — OCHOBHUH 3MICT MPEJCTABICHUHN Y BUTJISA/I CIOPTUBHUX MMOJIN

3a naasnicmio mynomumeoia:

3.1. TekcToBHHA OJIOT — OCHOBHHI 3MICT CKJIAIAF0OTh TEKCTH.

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

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

3.4. TligkacT 1 6JIOTKaCTHHT — OCHOBHHMM 3MICT 0J10Ta CTBOPIOETHCS 1 BUKIIAJAETHCS Y BUTIISII
MP3-¢aiinis.

3.5. Bigeobmaor — OCHOBHUY 3MICT MPECTABICHUN y BUTJIAI BieodaiiB.

3a ocobnusocmamu KOHmMeEHMY:

4.1. KonrenTHuit 60T — OJ10T, 1110 TTYOJIIKY€ OPUTIHAILHUNA aBTOPCHKUI KOHTEHT.

4.2. MoniTopuHroBuii 0j0r — 0OJIOT, OCHOBHMM KOHTEHTOM SKOTO € IPOKOMEHTOBAaHI
MOCUJIAaHHS Ha 1HII CAlTH.

4.3. Ilurara 61a0r — 6JI0T, OCHOBHMM KOHTCHTOM SIKOTO € IIUTATH 3 1HIIKMX OJIOTIB.

4.4. Cror — cniam-0J10T.

3a mexniunow ocnooio:

5.1. Stand alone Gor — 60T Ha OKPEMOMY XOCTHHTY 1 ABHXKKY.

5.2. bior nHa Omor-rmatgopmi — OJIOT, MmO BEAETHCA HA MOTYKHOCTSAX OJIOT-CITY:KOBI
(LiveJournal, Livelnternet, Blogger i in.).

5.3. Mo0Gior — MoOUTbHHUH 60T, IO MICTUTH KOHTEHT, IO PO3MIIIY€ETHCS Y BEOi 3 MOOLITHHHUX
a00 MOPTATUBHUX MPHUCTPOIB.

[lpuknaan JAWCKyCii y paMKax CIUIBHOT, TIOB’SI3aHMX 3 OCBITOIO 1 MEpeXeBUMHU

TeXHOHOFiHMI/I, MOKHa IOAMBUTHUCA B TaAKHUX CIIIbHOTAX:

—IIpoGiemu HaBYaHH Ta HaBYAJIILHUX
cucrteM http://community.livejournal.com/edu_rabbits

—CninpHoTa poekTy Jletomucu.py http://community.livejournal.com/letopisi/

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

—Beb 2.0. — Texnonorii B ociTi http://community.livejournal.com/web2_edu

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

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

- kinpHa paxa http://community.livejournal.com/ru_schools/

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

—CninpHoTa porpamu HaBuanHs i maiiOytaboro http://ippo-intel.blogspot.com/

1. ABTOopH3anis ceancy podoru.
3aBaHTaxTe BeO-orysimay, Biakpuiite cait www.blogger.com (puc 1.) Jlns aBTopumsarii

ceancy poOoTH (3AIMCHIOEThCS KOXKHOTO pa3y IMpH BXOJi IO CepeAOBUINA) HEOOXiTHO BBECTH 1M A
KOpHUCTyBayda Ta mapoiib (puc 1).
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Jani BBenmiTh JaHi y BiMOBIAHI MOJIs — Ha3Ba Ta ajapeca oiory (puc. 3).\
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Bubepith mabnon odpopmieHus (puc. 4). YV pasi npaBUIHLHOTO BUKOHAHHS ii, cHCTeMa
BUIACTh TMOBIJOMJICHHS TPO YCITIIIIHE CTBOPEHHS OJory (puc. 5).
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3. JlonaBaHHs Ta 3MiHA NMOBiIOMJIEHb.
Jlns BHECEHHsT HOBHX 3allMCiB JIO BIJIACHOTO Ojory HeoOxigHo ab0 HaTUCHYTH
kHonky Havarte my6uikamniio abo aktuizyBaTu nocuinanas HoBa myourikamis .

B Oynp-sikoMy BHUIIAIKy, BiIKpUBAETHCS BIKHO BOymoBaHoro pemakropa (puc. 7). Ilepen
nyOJTiKAII€I0 JIOTHCY PAJUMO CKOPUCTATHCS MOMIIMBICTIO TIONIEPEAHBOTO IEPETIISTY.
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4. 3akiH4yeHHs podoTH
Jlis  KOpEeKTHOro 3akiH4eHHs poOOTHM B CEpelOBUINI HEOOXIJHO AaKTUBI3yBaTH
nocwiiaHHs Buiitu.

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?
—$Ik1 GyBaroTh OJI0TH 3a TEMATUYHOIO CIIPSIMOBAHICTIO, SIKUM XapaKTep BOHU HOCATH?
—$Iki1 OyBarOTh OJIOTH 3a HASIBHICTIO MYyJIbTUMET1a?
—SIxi OyBaroTh 0110TM 32 0OCOOIMBOCTSIMU KOHTEHTY?
—SIxi OyBaroTh OJIOTH 32 TEXHIYHOIO OCHOBOIO?
—Hagenite npuxiaau 6J0ri1B.

Tema 3.. Tabmunmii npouecop MS Excel

3aaanns 1. 3aidicauTn iMmnopT nanux 3 kauru 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:
— BKJIIOYHTH pexxuM 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 ¢aiiim B pe:xkumi cymicHocri 3 Office
VY pexumi cymicHocTi B MoxeTte pemaryBatu ¢aiinmu Office, Bimkpusmmu ix 3 Google
Hucka, ronoBHux expaniB JlokymentiB, Tabnump 1 [Ipe3eHTamiii, 3 0JHOWMEHHUX JOAATKIB, a
takox Gmail.
Pexxum cymicHOCTI miaTpuMyeThest 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 MeHio € myHKT "Pexxum cymicHocti 3 Office", ¢aitn moxna 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 romoBamii ekpan JJoxymenTis, Tabmume ado [IpesenTariii
1 BBIIITH B aKKAYHT.
HaTtucHiTh mpaBoro KHOMIKOIO MHUIIII Ha Ha3BY (aiiiry.
Bubepits Biakpurtu 3a nonomororo naii Google Hoxkymentu / Tabnuui / [1pe3enranii.
SIxkmo Bu peparyete ¢aitn B pexxumi cymicHocti 3 Office, BM MoxkeTe BiIKpUTH HOTO B
dopmati Google. [Ins upboro HartucHiTe @aiin nam 306epertu B popmari Google JokymeHTiB /
Tabmuup / [Ipe3enTartiii.
Hecymicui pynxkuii
[Ipu nepetBopenHi B popmaT Google HE MIATPUMYIOTBCS:
— (ailnu, 3axXulleH] MaposeM;
— MakpocH (iXx MOXXHa CTBOPUTH 3a Joromororo Apps Script);
— BOynoBaHni aiarpamu B (aiinmax 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, nmeperBOpeHHH B JOKYMEHT, TaOauio ado Mpe3eHTalliio
Google abo BiapenaroBaHuil B pexxuMi CyMiCHOCTI, 1 ekcrnoptyBatu Horo B ¢opmar Office, a
MOTIM HAJaTH 10 HHOTO JAOCTYI 1HIIUM KOPHUCTYBayaM.

[Ilo6 mnoBepHyTH mnepeTBopeHOMY nokyMeHTy 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#t TabnmuuHUi npouecop, aHanor MS Excel) ta Biakpuiite noctym mist iX pemaryBaHHS
IHIIMM KOPUCTYBayaMm (3T1IHO BAIlIOTO BapiaHTy).

80



Memoouuni pekomenoauyii

Sk 3MiHUTH JaHi B KOMipui

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

[[lo6 momatu maHi B KIITHHKY, HATUCHITH HA HEl 1 BBEIITh MOTPiOHY iHPOpMarir. 1100
BiJIpefiaryBaTu JaHi B KOMIpIIi, IBi4i HATUCHITHh HA Hel 1 BHECITh 3MiHM.

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, 110 BUMArae po3OMBKHU IO PsIKAX, HAPUKIIAL
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 (HaIiBXXUPHUN, KYPCUB, 3aKPECICHUN );
— 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 JAaHUX B KOMIPIIL:

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;
- mpudr;

— HaiBXUPHUH;

— KypCHB;

—  IAKPECIICHHUI;

—  3aKpeCICHUM.

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 Tabauiro.

BBeniTh B KOMIPKY 3HaK piBHOCTI (=) 1 Ha3By (pyHKIII].

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

Pexxum BuOOpy nianazony

IIpu penaryBanHi GopMynu mopyd 3 KypcopoMm 3'SBUTHCSI 3HAUOK BHOOpPY Jiana3oHy B
BUTIISAL cipoi ayxku. Ilicins mporo BM MoKeTe 3afaTu MOTPIOHHIM Jiarna3oH, BUKOPHUCTOBYIOUH
CTPUIKM Ha KJaBiaTypi.

[I{o0 yBIMKHYTH a00 BUMKHYTH PEXHUM, BAKOPUCTOBYHTE mBUAKI kinasimi F2 ado Ctrl + E.
Komn pexxuMm BiIKITIOYEHHH, BU MOXKETE IMEpPEeMIlaTd Kypcop B IIOJIE BBEIEHHS, HATHCKAIOUH
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 PEXXUM BHOOpY J1arma3oHy 1 BHECTH HEOOX1HI TPaBKH.

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
po3TamioBaHi He opy4. JIJiss bOro MpY BUALIEHHI KOKHOT 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 QyHKIlis Mosirae B Iy>KKH 1 CTa€ OJJHUM 3 KOMIIOHEHTIB ()YHKIII pIBHEM BHIIIE.

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

{06 oTpumaTy aOCONMIOTHE 3HAYCHHSI, MOTPIOHO 00'€qHATH OPMYTy CYMHU 3 (POPMYIIO0
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 pomatu B (opMyidy KOMIpKH, BOHH OyAyTh BHIJICHI 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
(ToueuHasi, IWHEHYaTas, Kpyromas, IepeBO, TabiuWIla, Kaprorpamma, rpaduk, crojduaras, ¢
oOyacTsMH, BpeMEHHas IIKana, ClapKjiaiH, KOMOWHUPOBAaHHAs, MYy3bIPHKOBas, JWHAMUYECKas
cXeMa, TUIOCKOe JIepeBo, Iudeponart, rpaduk «IMOHCKUE CBEUN», JICTICCTKBAs ).

Binkpuiite daiin B Google Tabnuusix.

Buninite KOMipKH 3 JaHUMH, 33 SKHM MOTPiOHO moOymyBatu miarpamy. Ilopana. 11lo6 Ha
niarpami Oynu BUIIHI TAMUCH, BUIUTITh TAKOXK 3ar0JIOBKH PSAAKIB 200 CTOBIIIIIB.

Bubepits BecraBka> [liarpama.

Bubepith roToBuii BapianT Ha BkIaaui "Pekomenayemo" abo mepelaiTh Ha BKIaAKY Tumu
Jiarpam i 3a1aiiTe mapaMeTpu CaMOCTIHHO.

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.

IIuTanHsA 1151 CAMOKOHTPOJII0
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 kHuru 1 po6odi jucTH. YHpaBliHHSI POOOUYUMHU
JMCTaMU KHHTH.

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

— PeparyBanHs naHux tabnuii. MapkyBaHHs eleMeHTiB Tabnuli. Bukopuctanus pamok.
ABTomaruuHe ¢popmaryBaHHA. ['padiuHe Ta Koap0poBe 0opopMIIeHHS TaOIHIIb.

— BuxonanHs omnepaniii KoOMifOBaHHS, IMEPEMIIIEHHsS Ta BUJIYYEHHS JaHUX TaOIuI.
JIONOBHEHHS Ta BUJIYYEHHS KOMIPOK, CTOBIIIIB 1 PSJKIB Y TaOnuii. 3MiHA IIUPUHUA 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 MPUQTIB 1 CTHIIIB. ABTOMaTHYHE (opMaTyBaHHS TaOJIUIIb.

— 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.
®dopmyBaHHS 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 TPYyNyBaHHs JaHUX y TaOnumsx. OopMyBaHHs 3BITHUX JOKYMEHTIB.
Po3paxynku mijgcymkiB 1 (opMyBaHHS NMPOMDKHHUX 1 3arajJibHOIIJICYMKOBHX PSIKIB y 3BITHHX
JOKYMEHTaX.

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

— TloOymoBa 3BeneHo1 Tabmuili. TeXHOJIOTIsI CTBOPEHHS 3BEACHOI TaOIHIN 32 JOIMOMOTOIO
Maiictpa 3BemeHux Tabmunb. PenmaryBanHs 3BemeHoi Tabmumi. ['pymyBaHHS maHMX 1
BiTOOpaXeHHs MiICYMKIB Yy 3BeZieHiii Tabmuii. @opMaTyBaHHS TaHUX 3BEJCHOT TaOJINII.

Tema 4. 3aco6u migroroBku nposeneHHs npe3enraniii MS Power Point

3aBnanns 1. CTBOpUTH NPE3CHTAIIO HA 33/1aHy TeMy 3a nornomoror 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 Cllaiii 10 Npe3eHTallii:
— 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 Ha Mac).
3a 3aMOBUYBaHHSM JUIl HOBOI'O Claiij]a BUKOPHCTOBYETbCcAd MakeT "Tema 1 OCHOBHUH
tekct". o0 3miHMTH mell mMakeT abo 3acrocyBatH TeMy, B MeHIO Craiii BHOEpITH KOMaHIy
"3MiHUTH MakeT" abo "3MIHUTH Temy".
Jdyo6aoBanus cjaaiaa
Jlnst yOaroBaHHS ICHYIOUOTO Cllaiiia MO’KHA 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'.
Jlisa nyGmroBaHHS JEKUIBKOX claiaiB BUOepiTh iX, yrpumyroun kiasimry Shift. ITorim
HATHUCHITh Ha 0OpaHUX Cllaiilax MpaBoO KHOMKO MUl 1 Bubepitsb "JlyOmroBaru crnaia'”.
Bupajenns ciaaiina
BubepiTh oauH 13 TakuX coco0iB BUAANICHHS Cllaiija:
— Biakpuiite mento Caiin 1 BuOepiTh TyHKT Bunanutu cnaiia.
— V coucky claiiB B JIBIM YacTHHI €KpaHa HATUCHITH MPaBOIO KHOIKOI MHUII 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. Ilepemimenns caaiiaiB
1.1. 106 3MiHUTH MOPSATOK CIANIIB Y MpEe3eHTAaLlii:
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 psiLy CIai.
1.5. 1Ilo06 BubpaTu cnaiiau HE OJIMH 3a OJHUM, HAaTUCHITH 1 yrpuMmyiiTe Ctrl (Cmd ra 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.
106 mpubpatu HyMepailiro, 3HOBY BijkpuiiTe BikHO "HoMepu ciaiiaiB" i BIIKIIOUITh
ii.
SIkmo He moTpiOHO CTaBUTHM HOMEP Ha THUTYJIBbHUH ciaiia, BuOepith ommito "Kpim
TUTYJIBHUX CTaiiaiB".
SAx nonaTu TadanIIO
Binkpuiite daiin.
Hatucnite "Tabnuus nani BeraButu Tabnuio".
BubepiTh KIIbKICTh PSAKIB 1 CTOBHIIB. MakcuManbHui po3mip Tabmuimi - 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 Jlinis.
OO0'ekT 3'iBUTHCS Ha ciaiigl. Bu 3Mmoxkere 3MiHUTH #ioro a0o BKaszaTH MicIe
po3TanryBaHHs.
SAx oOpizaTn 300pakeHHs
3a 1omnoMororo 1€l PyHKIII BU MOXKeTe 00p13aT HENOTPiOHI YaCTHHM 300payKeHHS.
Binkpuiite daiin.
HartucuiTh Ha 300pakeHHs.
Hatucnits Ha 3Hauok O6pizaru.
1106 3MiHUTH 00JACTh KaJipyBaHHsI, IEPETATHITh MEX1 300paKEHHS.
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 - HACKIIBKK KOHTEHT CJlaii/la IPOCBIUye KPi3b 300paKeHHS.
SlckpaBicTh - HacCMYeHICTh (apO 300paKeHH.
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.
Hartucuite BetaBka nani Hiarpama gami 3 TaGmuib.
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 Oyze n1oaHa B JOKYMEHT.

8. SIk momaTu aHiMaIiio HA CJIANg

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 a”HiMamiioo I TEKCTY 200 300paKeHHsA

9.1. Binkpuiite daitn B Google IIpe3enTartii.

9.2. HarucHith Ha NOTPiOHMH TEKCT a00 300paKEeHHSI.

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 ClIaii]], HA KU Oy/ie BAKOHYBATUCS TIEPEX i,

10.3. Harucwuite Cnaiig nani 3MiHUTH TIEPEXi/I.

11. SAx 3minuTu goaaHi 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 MOTPiOHUI BapiaHT.

11.5. {06 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. THmIi 0coGMMBOCTI CTBOPEHHS MPE3EHTAIlIl MOYKHA JTI3HATHCS 33 JTOOMOroto J[oBiaku 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 IHCTPYMEHTIB [yl MaJIIOBaHHS.

— Kowmmnonentu npesenTtanii 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 mpeseHrtauii. PenmaryBanns cnmaiigiB. [loHsTTs MaiicTpiB 1
11a0JIOHIB.

— OO0'exT Ta pO3MITKU. Pexxumu neperiisiay npe3eHTarii.

— BcraBka mantoHKiB, TaOIHIb, Tiarpam.

— CrBopeHHs crieniayibHuX edekTiB. PopmMaTyBaHHS TEKCTY.

— JleMoHcTpallis Ipe3eHTAalliH.

1.4. Inousioyanvni 3ae0anns

[nnuBinyanbHi 3aBgaHHS mnepeadayaroThess y  Qopmi  pedepaTiB-orisAiB.  3aBIaHHS
00UPAETHCS CTYACHTOM Ha MOYATKY CEMECTPY 1 BUKOHYETHCS 32 YCTaICHUMH BUMOTaMH.
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1.4.1.0cno6ni 6umozu 00 nanucanuus pegpepamie-o0cnnoie

[Tpu BUKOHaHHI 1HIWBIIYyalbHOTO 3aBIaHHS HEOOXIAHO B3SATH JI0 yBaru, mo pedepar (mart.
refero — mowomry, MOBIAOMIISAIO, TIEPEKaA3yl0) — 1€ KOPOTKUI IMepekas 3MiCTy HayKOBOi pOOOTH,
KHUTH 200 BUEHHs, oopMIICHE Y BUTJIAAI MHUCbMOBOI IMyOIiuHOI OMOBIi; AOMOBIIL Ha 33JaHy
TeMy, 3po0JieHa Ha OCHOBI KPUTHYHOI'O OIVISIAY BIAMOBIIHHUX JpKepen iH(opmarlii (HaykoBHX
npaik, JITepaTypu MO TeMi).

31 cBoro 60Ky, pedepar-orisa CKIaJaEThCs Ha OCHOBI JEKUIBKOX JDKEpen 1 3iCTaBisie pi3Hi
TOYKH 30pY 3 JOCHIJKYBAaHOT'O TUTAHHSI.

Pedepar-ornsan, He3anekHO BiJ TEMH, MICTUTh BHU3HAYCHI PEKBI3UTH: THTYJIbHA CTOpPIHKA
BCTAHOBJICHOTO 3pa3ka, BCTYII, PO3iJIM, BACHOBKH, CIIMCOK BUKOPUCTAHUX JDKEpel 1 goaatku (y
pa3i HeoOXiaHOCT1).

OO0OB’SI3KOBO B TEKCTI MOBHHHI OyTH MOCHWJIAHHS Ha JDKEpesa, Mo OyJd BUKOPUCTAHI MPHU
HanucaHHi pedepary. IlocmmanHs TMOJarOTbCA y KBAAPATHUX JYXKKaX 3 BKa3iBKOIO HOMeEpa
JDKepena, 3a IKKM BOHO BHECCHE Y CIIMCOK BUKOPHUCTAHHX JKEPE, Ta CTOPIHKH (SIKIIO TOAA€ThCS
TOYHA ITUTaTa ad0 YKCIIOBI JIaHi), Hanpukian [3, c.8].

TexHiyHi BUMOTH: TeKCT Mae OyTu HaOpanwmii mpudtom Times New Roman, 14 xermem
yepe3 1,5 inrepBanu. [Tons: Bepxue — 2,0 cm, HkHe — 2,0 oM, miBe — 3,0 cm, mpaBe — 1,0 cwm.
3aranbHuii 06csr pedepaty-ornsaay — a0 15 cropinok ¢popmaty A4.

1.4.2. Temu pegpepamis-oznnaoie

ComianpHe 3a0e3Me4eHHs — MPIOPUTETHUI HANIPSIM COLIAIBHOT IMOIITHKH IEPKaBH.

[TpaBo rpomansH YKpaiHu Ha colliayibHe 3a0€3MeYeHHS.

[ToHATTS Ta BUAM NPUHIMITIB COLIaTBHOTO 3a0€3MeYeHHSI.

3aranbHa XapaKTepUCTHKA MPUHIIUIIIB [TpaBa COI1aTbHOTO 3a0e3eYeHHs.

Crangaptu OOH y cdepi corianbHO-TTPaBOBOTO 3aXUCTY

MixHapoaHiI akTU: yHIBepcallbHE 3HA4YEeHHsI JUIA BCIX JEp)KaB y CIpaBl 3aXUCTy MpaB

JFO/TWHHU.

3aranbHa qekiapanis Ak GyHAaMeHT [Uid BU3HAUYCHHs, peaii3allii 1 3aXUCTy MpaB JIOAHNHH.

8. MikHapoIHI TMaKTH SK JOTOBOPH, y AKHX C(HOpPMYJIbOBaHI COLIalbHI CTAaHAAPTH IIOJ0
3a0e3MeYeHHs 1 3aXUCTY MPaB JIFOJIMHU Ta OCHOBHHUX CBOOO.

9. €Bpomneiicbka comiaiabHa XapTisi — OCHOBHUH IOKYMEHT B Tally3i 3aXUCTY MPaB JIIOIHHH.

10. MexaHi3M KOHTPOJIIO 3aXHMCTy COLIAIbHUX Ta EKOHOMIUYHUX IPaB JIIOJIMHU 3a XapTIElO.

11. Vkpaina 1 e€BpoOmeHChKi MIDKHApOIHI CTaHAAPTH COLIATHHUX Ta EKOHOMIYHHMX IIpaB
JFOIHH.

12. OcHoBHUI 3MicT cTareil XapTii Ta X BIAMOBIIHICTh 3aKOHOJJABCTBY Y KpaiHU.

13. €Bpomneiicbkuii KOAEKC COLIaIbHOI0 3a0€3MeUYeHHs: 3MICT COLIaJIbHUX CTAaHAAPTIB.

ook wndE

~

1.5. IlincyMKoOBHIi KOHTPOJIb

[TincyMKOBI 3aJ1iKOB1 cCEMECTPOB1 KOHTPOJI1 3a Apyruid ( 11 crienianbHocTi 293 MixkHapoHe
npaBo) 1 uerBepTHit ( g cneuiaabHocTi 081 [IpaBo) cemecTpu MPOBOAATHCS Yy BUTIIAIL 3aJiKy 3
BUKOHAHHSM CTY/IEHTaMH MPAKTUYHHX 3aBJIaHb HA KOMII FOTEPi.

OniHka 3HaHb Ta MPAKTUYHUX HABUYOK TIIPU TPOBEJACHHI 3aJIKOBOTO KOHTPOJIIO
NIPOBOJUTHCA 32 PEe3yIbTaTaMH BUKOHAHHS CTYACHTaMH MPAKTUYHOI POOOTH, SIKA OXOILUTIOE YBECH
Mmarepiaj, II0 BUBYABCS YHPOJIOBX ceMmecTpy. Kputepii OIIHKM  BHUKOHAaHHS MPaKTUYHOTO
3aBlaHHA 3 TeMu TeKCTOBUI pelakTop HaBeJEeHO B TaOJIUIII:

. MaxkcumaJjibHa
Ha3ga 3aBianus 3MicT 3aBIaHHA .
K-Th 0aJiiB
1. 1-i1 ab3an 4
CrtBOpEHHS Ta »
2 dopmaryBaHHs ab3a1liB 2-i absan 4
3. 3-it ab3arn 4
4. CrtBOpEHHs Ta MapKOBaHHUU 3
5. | dopmaryBaHHS CIHUCKIB | HyMEPOBAHHIA 3
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6. OaraTtopiBHEBHI 8
7. PO3MIILLIEHHSI B TaOJIHII 3
8. CtBOpeHHS Ta CTBOPCHHS TaOJINII 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
CTOPIHKH
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 TabOJIHIII 2
2. "= 3aIOBHEHHS TEKCTOBAIO Ta MU(POBOIO iH(POPMAITI€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 TaOIuIIi 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 Gpynkuii CUET, CHETECJIM CYMMECIJIN 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 HapaxyBaHHs 0aJiiB
3.1. HapaxyBanHs OaiB CTyJeHTaM 3 HaBYAIbHOT TUCIUILTIHY 311HCHIOETHCS BiIIOBITHO 10
TaKOl CXEMU:

Busuenns
HaBYaJILHOI JUCIUILIIHI
| Jlo 100 Gani |

OuHa (n1eHHa, BEYipHs) 3aouHa (nucraHuiitna) popma
(hopma HaBYAHHS HaBYaHHS
Jo 10 6amiB — Ho 5 6amniB —
3a pe3yJabpTaTaMy HaBYaHHS 3a pe3yJabTaTaMy HaBYaHHS
i1 Yac JIEKLii IIiJ1 4ac JIEKLii
Jo 40 GaiiB — Ho 256amniB —
3a pe3ynabTaTaMi HaBYAHHS 3a pe3ynbTaTaMi HaBYAHHS
i 9ac CeMiHAPCHKHUX i 9ac CeMiHAPCHKHUX
(pakTHUHUX, Ta00PaTOPHUX) (IpakTHUHUX, Ta00PaTOPHUX)
3aHSTh 3aHsTh
Jo 20 6aiiB — Jo 40 6aiB —
3a pe3yJabTaTaMi CaMOCTIHHOT 3a pe3ynabTaTaMi CaMOCTIHHOT
pobotu pobotu
Jo 30 6amniB —

3a pe3yjibTaTaMM CKJIQJaHHA

CEMECTPOBOI'0 KOHTPOJIIO
+

| JonaTkoBi 6anm |

3.2. OOcsar OamiB, 3M00yTHX CTYIEHTOM IIiJl Yac JICKI[IH 3 HaBYaJIbHOI JUCIMILIIHH,
O0YMCITIOETBCA Y MPOMOPLIHHOMY CHIBBIJHOLIEHHI KUIBKOCTI BIIBII@HUX JEKILIH 1 KiIbKOCTI
JIEKI, mependadyeHnX HaBYAJIBHUM IUJIAHOM, 1 BU3HAYAE€ThCS 3TIIHO 3 AojaTkamu 1 1 2 10
[Tono>xeHHs PO OpraHi3alilo OCBITHBOTO MPOLECY B XMEIbHUILBKOMY YHIBEPCUTETI YIpaBIIiHHSA
Ta Mpasa.

3 1€l HABYAJIbHOT JUCLIUIUTIHY POBEIEHHS JIEKIIMHUX 3aHATh HE repeaoadeHo.

3.3. OO6csr OaiiB, 3100yTUX CTYIEHTOM ITiJT Yac Jab0OpaTOPHUX 3aHATh, OOUUCITIOETHCS 3a
CyMoOl0 0aiiB, 3100yTHX IiJl Yac KOXHOTO 13 3aHATh, MepeAdayeHuX HaBYAIbHUM IUTAHOM, 1
BU3HAYAETHCS 3TAHO 3 gomatkoM 3 o llomoskeHHS mMpo opradizaiir0 OCBITHBOTO TMPOIECY B
XMeNbHUIIBKOMY YHIBEpCUTETI YIIPaBIIiHHS Ta IpaBa.

3 1i€i HaBYAIbHOI JAUCUUIUIIHM NependaueHo nmpoBeleHHs 18 nabopaTopHUX 3aHSTH A
cneuiagbHOocTi 081 IlpaBo Ta 20 maGopaTopHHMX 3aHATH U cHeuiaabHOCTI 293 MixkHapoaHe
paBo 3a ACHHOIO () OPMOIO HABYAHHS.

OTxe, piBeHb 3HaHb CTYJCHTIB MiJ Yac CEMIHAPCHKUX 3aHATh MOXE OILIHIOBATHCS
KUIBKICTIO OaliB y TAKUX MEXaxX:

Ne KinbkicTh ceMiHapChbKUX 3aHATh
3/m PiBenp BIJIIIOBI/THO JI0 HABYAJIBHOTO TUIAHY
3HAHb CTYJICHTIB 20 3aHSTE
1. | Bucoxkwuii (TBOpumii) 90-100 % 4,0
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JlocTarHill (KOHCTPYKTUBHO- 82-89 % 3,5

2. BapiaTUBHUK) 74-81 % 3,0
3. | CepenHiii (penpoayKTUBHUIA) oars % 20
60-63 % 1,5

4 Husbkwii (perenTuBHO- 35-59 % 1,0
MIPOTYKTUBHUI) 0-34 % 0,0

[Tepepo3nonisl KiIBKOCTI OaiB B MEXaX MaKCHMaJIbHO MOXJIMBOI KUIBKOCTI OalliB 3a yci
CeMIHapChKIi 3aHATTS, HABEJICHO B HACTYITHIN TaOIuUIIi:

20 Howmep ceMiHapChbKOTO 3aHATTS Ta TEMU

Ne (ceminap-

2l cpxmx | 1123 |4 (5|67 |8|9|10|11.{12.{13./14./15(16 1718|1920
34HATB Tema 1 Tema 2 Tema 3 Tema 4
Makcu-

1 MVPHAL gl a 4 alalaaaalalalalalalalsl44a]a
KiJTbKICTh
OariB

3.4. Tlepepo3noain KiIbKOCTI OaliB B MeXaxX MaKCHMaJIbHO MOJKJIIMBOI KUIBKOCTI OajliB 3a
CaMOCTIHY poOOTY CTYACHTIB Ta BUKOHAHHS 1HIMBIIyaJIbHUX 3aBJaHb, HABSJCHO B HACTYITHIN
TaOJIULIL:

No Homep Temun
Ycboro
3/ 4 temu aris
it 1 2 3 6.
MakcumanbHa
KUIBKICTH OasIiB
1 e 6 4 7 3 20
3a CaMOCTIHHY
poboty
MakcumanbHa
KUIBKICTH OasIiB
2 . ) 6 6
3a IHIUBITyaTbHE
3aBIaHHS
Ycerworo 6aiis 20

3. PexomenoBani 1:kepeiia

Tema 1

1. byrenxko T.A. IadopmariiiHi cucreMH Ta TEXHOJOTIl : HaBYaJbHUN NOCIOHUK /
T.A.Bbyrenko, B.M. Cupuii. - Xapkis: XHAY im. B.B. [lokyudaesa, 2020. 207 c.

2. BoBkomas, O. B. CyuwacHi iHpopmaniiiHi TexHomorii [EnxexTponHuii pecypc] : Hapu.
noci6. / O. B. BoBkonas, X. B. Jlin'suina. - Tepnomnins : THEY, 2017. - 550 c.

3. Marsienko M.I1. ApxitekTypa KoMII foTepa: HaB4ainbHUN mocionuk / M.I1. MarBieHko,
B.II. Poszen, O.M. 3aknagnwuii. - K.: Jlipa-K, 2013. - 264c.

4. Kosnoscrkuit A.B. Komm’rorepHa TexHika Ta iH(popMalliiiHI TEXHOJOrI]: HaBYaJIbHUN
nocionuk / A.B. Kosnoscekuii, F0.M. Ilanounmmn, B.B. Ilorpimyk.-[2-e Bua, crepeor.] -K. :
3nanns, 2012. - 463c.

5. OcHoBH iH(OPMALIIITHAX TEXHOJIOTIH 1 CUCTEM : HaBYaNbHUH MociOHuk / B. A. ITaBnumn,
JI. K. I'ninenko ; MiHicTepcTBO OCBITH 1 Hayku YKpainu, Hamionansauii yHiBepcutet "JIbBiBChKa
noiitexHika". - JIsBiB : JIbBiBcbKa momiTexHika, 2013. - 500 c.
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6.3asup B. M. Meroagu 1 3aco0uM KOMM IOTEpHHX 1H(GOPMAIIMHUX TEXHOJOTIH:
HaByanbHUU nociOHMK / B. M. 3asup ; per. T. B. I'em6apa [Ta iH.]; MiHicTepCTBO OCBITH 1 HayKH,
MoJIONi Ta cropTy Ykpainu), HamionaneHuii yHiBepcuTeT "JIbBiBCchbka modjiTexHika"). - JIbBIB :
JIpBiBChbKa momiTexuika, 2013. - 144 c.

Tema 2

1. byrenko T.A. IndopmaniiftHi cucTeMu Ta TEXHOJOTIi : HaBYaIbHUN TOCIOHHK /
T.A.byrenko, B.M. Cupuii. - Xapki: XHAY im. B.B. [lokyudaesa, 2020. 207 c.

2. Boskoaag, O. B. CyuacHi iHdopmariiitHi TexHosorii [ Enekrponnuii pecypc] : HaBu.
noci6. / O. B. Bokogas, X. B. Jlin'suina. - Tepuoninas : THEY, 2017. - 550 c.

3. Marsienko M.II. ApxitekTypa KOMIT'IOTepa: HaB4YaubHUH mociOHuk / M.IL
Martsienko, B.I1. Po3en, O.M. 3aknaguuii. - K. : Jlipa-K, 2013. - 264c.

4, Kosnmoecekuii  A.B. Komm’rorepHa TexHika Ta iH(QOpMaIiitHI TEXHOIOTII:

HaBuanbHui mociOHuk / A.B. Kosmoscbkwmii, FO.M. Ilanounmmnu, b.B. Iorpimyk. - [2-e Bunz,
crepeot.] - K. : 3nanns, 2012. - 463c.

5. OcHoBu iH(MOpMAIIHHUX TEXHOJIOTIH 1 cHCTeM : HaBYaJIbHHU mociOHuk / B. A.
Hamum, JI. K. I'ninenko ; MinicTepcTBO OCBiTH 1 Hayku YKpainu, HarjionanbHuil yHiBEpCUTET
"JIpBiBCchbKa noiTexHika". - JIbBiB : JIbBiBcbKa moiiTexHika, 2013. - 500 c.

6. 3asup B. M. Mertoan i 3acobu KOMI IOTEPHHX iH(GOPMAIIfHUX TEXHOJOTIMH:
HaBYalnbHUU 1ociOHuk / B. M. 3asup ; peu. T. B. I'embapa [Ta iH.]; MiHICTEepCTBO OCBITH 1 HAYKH,
MoJIoi Ta cropTy Ykpaiaw), Harionansauii yHiBepcuteT "JIbBiBcbKa momitexHika"). - JIbBIB :
JIpBiBCchbKa momiTexHika, 2013. - 144 c.

Tema 3
1. Bbyrenko T.A. Indopmariiini cuctemMu Ta TEXHOJNOTIi : HaBYAIBHUI MOCIOHHK /
T.A.byrenko, B.M. Cupuii. - Xapki: XHAY im. B.B. [lokyudaesa, 2020. 207 c.
2. BoBkopag, O. B. CyuacHi indopmarriitai TexHosorii [EnekrponHunii pecypc] : HaBy.
noci6. / O. B. Boekogas, X. B. Jlin'suina. - Tepuoninas : THEY, 2017. - 550 c.
3. I'aBpunienko B.B. Odicui indopmaniitai texnonorii. TexcroBuii pemakrop MS

WORD : nHaBuansHuii mocionuk / B.B. I'aBpunenko, JI.M. I1apoxunenko, H.B. Mockanenko. — K. :
HTYVY, 2012. — 140c.

4. OcHoBu iH(MOpMALIIMHUX TEXHOJOTIM 1 CHCTeM : HaBYAJIbHUW TOCIOHUK /
B. A. IlaBmum, JI. K. T'minenko ; MiHicTepcTBO OCBITM 1 Hayku Ykpainu, HarionanmpHuit
yHiBepcuteT "JIbBiBChKa moniTexHika". - JIbBiB : JIbBiBChbKa nositexHika, 2013. - 500 c.

5. 3asup B. M. Metonu 1 3aco0u KOMI IOTEpHUX 1H(QOpPMAIIMHUX TEXHOJOTIH:
HaByaibHUU nociOHMK / B. M. 3asup ; per. T. B. 'em6apa [1a iH.]; MiHICTEpCTBO OCBITH 1 HayKH,
MoJIoNi Ta criopTy Ykpainu), Hamionaneauii yHiBepcutTeT "JIbBiBCchbka mosiTexHika"). - JIbBIB :
JIbBiBCchKa momitexHika, 2013. - 144 c.

6. [npopmatuka. Kommnekcni  kedicu: /  FO.M.Kpacokx, M.B.Cinbuenko,
[.B.IlTa6anina, T.O.KyuepsiBa; 3a 3ar. pexn. O./l.1llapanosa — K.: KHEY, 2012.— 267 c.

Tema 4
1. byrenko T.A. IHpopmariiiHl cucTeMH Ta TEXHOJOTI] : HAaBYAJIbHUNA NOCIOHUK /
T.A.byrenko, B.M. Cupuii. - Xapki: XHAY im. B.B. [lokyudaesa, 2020. 207 c.
2. Boskoaag, O. B. CyuacHi iHbopmartiitHi TexHosorii [ Enekrponnuii pecypc] : HaBu.
noci6. / O. B. Bokonas, X. B. Jlin'suina. - Tepnomnins : THEY, 2017. - 550 c.
3. OcHoBH 1H(MOpMALIMHUX TEXHOJOTIH 1 CHCTeM : HaBY&IbHUM TOCIOHUK /

B. A. llapmum, JI. K. T'minenko ; MinicrepcTBO ocBiTH 1 Hayku Ykpainu, HarionanbHuit
yHiBepcuteT "JIbBiBCchbka momiiTexHika". - JIbBIB : JIbBiBChKa mositexHika, 2013. — 500 c.

4. 3aaup B. M. Meroau 1 3acobu KOMH IOTEpHHMX 1H(GOpPMAIIMHUX TEXHOJOTIMH:
HaBYasbHUU nociOHuK / B. M. 3asup ; peu. T. B. 'emOapa [Ta iH.]; MiHICTEpCTBO OCBITH 1 HAyKH,
MoJo/Ii Ta cnopTy Ykpainw), HamionansHuii yHiBepcuteT "JIbBiBcbka momiTexHika"). - JIbBIB :
JIpBiBChbKa moiTexHika, 2013. - 144 c.
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5. [apopmaruka.  Kommrekcui  keiicu: /  FO.M.Kpacok, M.B.Cinbuenko,
[.B.ITa6anina, T.O.KyuepsiBa; 3a 3ar. pexa. O./1.11lapanoBa — K.: KHEVY, 2012.— 267 c.

6. Kowmm’roTepHi TexHoorii 00poOKu 0011K0BOI 1H(MOpMAaIIii: HaBYAIBHUHN MTOCIOHUK /
B.€. Xonaxos, T.I'. Kipromrarosa, P.M. 3axapuenko, M.B. Kapamymika; [3a pea. B.€. Xomakosa].
— Xepcosn : Onai-uroc; Kuis : Jlipa - K, 2012. - 543c.

4, Indopmaniiini pecypcu B InTepHeri
1. https://www.office.com/
2. Xmaphuii cepBic Google /{uck
3. http://ua.uacomputing.com/
4. http://itce.vntu.edu.ua/
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