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Hurtanns 1: Xapakrepuctuka, iHTepdeiic mporpamu Microsoft Word

Jl1st poOotu 3 TekcToM Ha [IK BUKOPUCTOBYIOTh: TEKCTOB1 PEIaKTOPU, TEKCTOBI MPOLIECOPH Ta BUIABHUY1
CUCTEMHU. Y 3arajibHOMY iX Ha3UBAIOTh CUCTEMaMU 0OPOOKHU TEKCTIB — MPOTPaMHu, sIK1 IPU3HAYCH] JJIsI
CTBOPEHHS, pEaryBaHHA U APYKY TEKCTOBHUX JOKYMEHTIB.

TexcToBMii penakTop — 1€ Mporpama, 1o A03BOJISIE BBOAUTH, peAaryBaru, (hpopmaryBaru Ta 30epiratu
TEKCT.

TexcToBMii mpouecop — 11e Mporpama, 1o J103BOJIsI€ BBOJUTH, pearyBaTu i hopMaryBaTi TEKCT, BCTABJISATH
MaJIIOHKHU ¥ TaOJuIli, MepeBipsATH MPaBONUC, CKIIAaTH 3MICT, BUKOHYBAaTH IMEPEHOC CJIIB Ta 6arato 1HHIMX
CKJIaIHMX OTeparliii.

Hacrinsna BunaBanua cucrema (HBC) — 1e nmporpama, 3a JOOMOT0IO SIKOT MOXKHA CTBOPIOBATH
BHCOKOSIKICHI OpHUTiHAJI-MaKETH, 110 MICTITh TEKCT 1 rpadiuHi 300pa’keHHs JIJIsi TUPa)KyBaHHSI B IpyKapHI.

Hampuxian:

 TekcToBi peaaktopu (Multi-Edit, bnokaot, WordPad, Tgip, JIekcukoH);

 tekcToBl npouecopu (Microsoft Word, Word Prefect, OpenOffice, Word-Star);

* HacTIbHI BuaBHuyl cucteMu (Adobe PageMaker, Corel Ventura, Publisher, QuarkXPress,).

TexctoBuit penakrop Microsoft Word € ogauM 3 HaliOUTBII MOMIMPEHUX TEKCTOBUX PEAAKTOPIB, OCKUIBKH BiH
HaJ[a€ KOPUCTYBaueBl MHUPOKI GYHKIIOHATBbHI MOXJIMBOCTI 110 00po011i TekCTOBOT 1H(MOopMailii. lo OCHOBHUX
(GYHKII1 TEKCTOBOTO PEJAaKTOPy HajiekKaTh BBEICHHS 1 peJlaryBaHHs TEKCTOBUX JOKYMEHTIB, pOpMaTyBaHHsl
(dbparMeHTIB TEKCTY, poboTa 31 mpudTamMu, MOUIYK 1 3aMiHa IHPOpMaIlii, pO3OUTTS TEKCTY Ha CTOPIHKH, poOOTa
3 IEK1JIbKOMA JIOKYMEHTAMH OJJHOYACHO, 30€peKeHHS JOKYMEHTIB Ha MarHITHUX AUCKaX, APYKYBaHHS TCKCTY
3 MIEBHOIO IIIIBHICTIO Ta SIKICTIO, BUKOPUCTAHHS PI3HOMAHITHUX MOYKJIMBOCTEH 0(hOPMIICHHS JOKYMEHTIB.



Iluranns 1: XapakrepucTuka, inrepdelic nporpamu Microsoft Word

Bikno mporpamu Microsoft Word micTuth cTaHAapTHI €I€MEHTH YIPaBIIIHHS BIKHAMU — 30HY 3aTr0JIOBKY,
KHOIIKU 3TOPHYTH, PO3TOPHYTH a00 BIIHOBUTH, 3aUNHUTH, KHOTIKY CHUCTEMHOTO MEHIO 1 T. 1H.

Husxue 30HM 3arojioBKy po3TailloBaHO MEHIO MporpaMu. B MeHIo nmporpamu MICTAThCS pexkumu Daiii,
IIpaBka, Bua... /{71 BUkoHaHHS KOMaH/ MEHIO TpeOa KJIAIHyTH HA Ha3B1 KOMaHAW. BUKOHATH y JaHOMY
KOHKPETHOMY KOHTEKCTI MOYKHA JIMIIIEC aKTUBHI KOMaHI1 (HEaKTUBHI KOMaH/I1 B1JJ0OpaKatOThCsl B MEHIO
OJI1IUM KOJILOPOM). SIKIIIO MpaBOpyY BiJl iMEHI KOMaH/IM BU3HAU€HA KOMO1HAIIls KJIABII, 1€ O3HA4Ya€, 10 TY XK
caMmy JIiF0 MO>KHA BUKOHATH HE 3 BUKOPUCTAHHSIM KOMaHJIW MEHIO, a 3a JIONIOMOIOr0 KOMO1HAIIi1 KJIaBiul.

[Tix psaKoM MEHIO pO3TallloBaHi
3BUYAMHO MaHEN1 IHCTPYMEHTIB.
Ha manensix iHCTpyMEHTIB
MICTSITHCS KHOIKH 1 KOMOIHOBaHI1
10151, SIK1 BAKOHYIOTh T1 K i,
10 1 BIAIIOBIHI KOMaHIA MEHIO.
[Taneni 1HCTPYMEHTIB
JTIO3BOJISIFOTH IIPUCKOPUTH
BUKOHAHHS HalOUIBII BXKMBAHUX
koMaH 1. KepyBaHHs BUBEACHHIM
MaHeJIe THCTPYMEHTIB
BUKOHYETHCS 32 JOTIOMOI'OI0
KoMaHau McHIO Buj - Ilanean
HHCTPYMEHTOB (T1 MaHedl, sKi
BHUBEJICHI, IOMIYaIOTHECSA B MEHIO
cHMBOJIOM V ).
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Hurtanns 1: Xapakrepuctuka, iHTepdeiic mporpamu Microsoft Word

Penakrop Word — 11e 6araroBikOHHHMI TEKCTOBUHM penakTop. 3a nonomoror Word kopucTyBad MoxKe
NOTNIEPEMIHHO MPAIIOBATH 3 ICKIJIbKOMA JOKYMEHTaMH, IPU YOMY KOXKHHUW JOKYMEHT B1JI0OPAKAETHCS Y
CBOEMY BIKHI. SIKIIIO JOKYMEHT CTBOPEHO 1 11I€ HE 30€pE’KEHO Ha AUCKY, TO B 3ar0JIOBKY BKa3y€ThCS
Hoxymentl, JokymenT2 1 T.4. {151 CTBOpEHHSI HOBOTO AOKYMEHTY CJI1J] IOJIaTH KOMaHay MeHio MDaiiji —
Co3nars. /{15 ynpaBiaiHHSA BIKHAMH JTOKYMEHTIB MOXKHA BUKOPUCTOBYBAaTH CTaHIAPTHI €JIEMEHTH YITpaBIiHHSA,
K1 € Y BIKHI JIOKYMEHTY, SIK 1 B Oy/Ib-sIKOMY 1HILIOMY BiKHi. J[7151 KepyBaHHS BIKHAMU JOKYMEHTIB MOXHA
TaK0’X BUKOPUCTOBYBAaTH KOMaHIU pexUMY MeHIO OKHO - ... B 1boMy peKruMi MICTUTHCS MEPEIIIK yCiX
BIJIKPUTHUX BIKOH JIOKYMEHTIB, SIKM MOYKHA BUKOPUCTOBYBATH JIJIsi IBUJIKOI aKTUBI3aI[li OTPIOHOTO
nokymenTa. Komanna mexto Oxkno — HoBoe [103B0JIsi€ CTBOPUTH Y HOBOMY BiKHI KOIIIO JIOKYMEHTA, SIKU
00pOOIISIETHCS Y aKTUBHOMY BikHI. BukoHaHHsI koMaH 1 OKHO — YHOPSiI0YMTh BCe MPU3BOIUTH /10
IPOIMOPLIAHOTO PO3MoAUTY BikHA penakTopa Word MK yciMa po3UYMHEHMMHU BiIKHAMU JOKYMEHTIB. [1pu
00poO0I1l BETMKHUX IOKYMEHTIB KOPUCTYBad MOXKE BUKOHATU KoMaH1y MeHI0O OKHO — Pa3aenuTsh, y HaciI0K
BUKOHAHHSI SIKOT BIKHO TOKYMEHTA MOAUISIETHCS HA JB1 YACTUHU, Y KOXKHIN 3 SIKMX € BEPTUKAJIbHI CMYTH
npokpyuyBaHHs. Lle 103BoJsie BUKOHATH TIeperis, 0OpoOKy YaCTHH JOKYMEHTY, K1 3HAXOAATHCS HA 3HAYHIN
BiJIcTaH1 ofHa BiJ ojiHOi. [[{06 moBepHyTHCS A0 3BUYaliHOI (DOPMU BiIOOPAKEHHS IOKYMEHTA Y BiKH1, CII1JT
noaaru komMmanay MeHio OxkHo — CHATH pa3esieHue.

VY BiKkHI JJOKyMeHTa 1HpOopMallis MOKE B1IOOpakaTUCs B TAKUX BUAAX: 3BUYAHNM, €IIEKTPOHHUM JTIOKYMEHT,
pO3MITKa CTOPIHKH, CTPYKTypa JoKyMeHTa. [lepexitoueHHs 3aco0iB BiI0Opa’KeHHS TOKYMEHTA - KOMaHAH
MeHI0 Bua (O0bIuHbBIN, D1eKTPOHHBIN J0KyMeHT, Pa3dmeTka cTrpanuubl, CTpykTypa), a00 KHOIKY B
HUKHBOMY JIIBOMY KyTl BIKHA JOKyMEHTa. ¥ 3BUYalfHOMY PEXHMI BMICT BIKHA B1IOOPAKAETHCS 3 BEPXHBOIQ
niBoro kyTa. Kypcop y BikHi Mae GopMy | , CHMBOJIOM — TIOMIYa€ThCs KiHEIb JOKYMEHTY (HIHKYE [[HOTO
CHUMBOJIY PO3TalllyBaTH Kypcop HE MOKHA). Y PEXUMI PO3MITKH CTOPIHKU JOKYMEHT B1JI0OPaKAIOTHCA TaK, SIK
BiH Oyjie pO3TAIllOBAaHO HA CTOPIHIN 3 ypaxXyBaHHSAM BIJCTYMIB Bijl KpaiB apKylla namnepy.



Hurtanns 1: Xapakrepuctuka, iHTepdeiic mporpamu Microsoft Word

Penakrop Word — 11e 6araroBikOHHHMI TEKCTOBUHM penakTop. 3a nonomoror Word kopucTyBad MoxKe

VY BiKHI JOKyMEHTa MOKE€ YTPUMYyBaTHCA JiiHIMKa (hopMaTyBaHHs, YIIPABIIHHS BUBEICHHIM SKO1
3MIIMCHIOETHCA 32 JONIOMOT0I0 KOMaHau MeHIo Buj - JIunenka.

BeprtukanbHa cMyru IpoKpy4dyBaHHS Y BiKHI JOKYMEHTY MOXK€ BUKOPHUCTOBYBAaTUCh TaK, SIK BA3HAYECHO HA
PUCYHKY:
A Nepexy] Ha OOHH PANOK Haropy
—— MEepPEXYy] Ha OJHY CTOPIHKY (EKpaH) Haropy
T NOB3YHOK (IepeMINeHHA 10 JOKYMEHTY LUTAXOM NEpEeTATYEAHHA NOE3VHEA)
—— NEPEXY HA OOHY CTOPIHKY (EKpaH) YHHS
v +—TIEPEXI Ha ONUH PAROK YHHU3
A—mepexim 00 MOYaTKy NONEPegHEOl CTOPIHKH

2.— nepexig go obpanoro ob'exty nepexony
¥ : .
Dl NEePEX] A0 MOYATKY HACTYIIHOI CTOPIHKH

Macitab Bi100OpakeHHs JOKYMEHTa 3MIHIOETHCA KOMaH1010 MeHI0 Bua — Macmra6 abo 3a 101momMorox
xoMOiHOBaHoTO 1MoJsi MacmTad Ha naneni CtangaprHas (Ipy BUKOPUCTaHHI IHCTPYMEHTY 3HA4€HHS MOXKHA
oOpaTH 31 CIIHCKY, SIKUW PO3YMHSAETHCS, 00 BBECTH 3 KJIaBlaTypH). 3MiHA MaciiTaly BiIOMBAETHCS JUIIC HA
croco01 B110OpakKeHHs IOKYMEHTY B BIKHI peJaryBaHHs, po3Mip MpudTy, mapamMeTpu CTOPIHOK, BiACTYIIN
IpH [[bOMY HE 3MIHIOIOTHCS.



Hurtanns 1: Xapakrepuctuka, iHTepdeiic mporpamu Microsoft Word

B HmxaboMy psiaky BikHa pepakTopa Word BUBOJUTHCS PSJIOK CTaHy, B IKOMY MICTUTBCS, HAIIPUKJIIA, TaKa
1H(DOopMmaris:

3 Pl Y4 Ml G4 KonS A0 P | GX

Ctp. 3 — Kypcop 3HaXOAUTHCA HA 3-i CTOPIHIII;

Pa3n 1 — xypcop 3HaxXoauThcs Ha 1-y po3mini;

3/14 — BiJ moyaTKy JOKYMEHTA A0 Kypcopy 3 CTOPIHKH, BECh JIOKYMEHT MICTUTh 14 CTOPIHOK;
Ha 15¢m - BicTanb BiJl Kypcopy J0 BEpXHbOI MEK1 CTOPIHKHM CTAaHOBUTH 15 cMm;

Ct 14 — xypcop 3HaxoauThcst Ha 14-My psiAKY TOTOYHOI CTOPIHKHU;

KoJ1 5 — kypcop 3HaxoauThcs Ha 5-H KOJIOHIII.



IIuTanus 2: BBeneHHs, penaryBaHHs TEKCY

CHUMBOJIM TEKCTY BBOJSTHCS 3a JOIMIOMOTIOIO KJaBilaTypH B MO3UIIII0 TEKCTOBOTO Kypcopy. Kypcop
NepeMILLY€ETHCS JO TOMOMOTOI0 KJIABill YIIPABIIHHS KypCOpOM a00 KJIallaHHSIM JIIBOIO KHOIKOIO MUIIIL Y
noTpiOHOMY MicCll BikHA pefaryBaHHsl. CUMBOJIM MOXYTh BBOAUTHUCS y PEKHUMI1 BCTAaBKH 200 3aMiHi.
[TepexmroueHHs MIXK peKUMaMU 3IIMCHIOETHCS 3a JOTTOMOTO0 KjaBinii Insert: abo moABiiMHUM KJIallaHHIM Ha
cuMBoJIl 3AM Ha psiky crany. /{15 BUIydeHHs CHMBOJIIB MOKHA BUKOpUCTOBYBaTHy Kiasimil Delete
(3HUILYETHCS CUMBOJI ITPaBOPYY BiJ Kypcopy) 1 Backspase (3HUIIIEHHSI CHMBOJIY JIIBOPYY Big Kypcopy). Koiiu
Kypcop JOXOAUTH A0 KIHIA PsAJKA, TO CJIOBO, IKE HE BMIIIY€ETHCS B JAHOMY PSIKY, aBTOMATUYHO
NEePEHOCUTHCS Ha MOYaTOK HACTYMHOro psaka. HaruckyBanus kiasini Enter nepemilinye Kypcop Ha Ho4aToK
HACTYIHOTO ab3aity.

- SIxkuo knasima Inert He 3MiHIOE PEXXUMU BBEICHHS, TpeOa BCTAHOBUTHU TaKli HACTAHOBH: KOMaH]1a MEHIO
Cepsuc — Ilapamertpsl — Bkiiaguaka [IlpaBka — yBIMKHYTH Mparopeilb BKIWYUTHh PesKUM 3aMeHbI
CUMBOJIOB IIPU BBOJE.



IIuTanus 2: BBeneHHs, penaryBaHHs TEKCY

BuainieHnst pparMeHTiB TEKCTY

3a oonomozoro knasiamypu - Hatucuytu Shift i yrpuMytroun ii ckoprcTaTics BiANOBIIHUMY KJIaBilIaMu
yhopaBiiHHS KypcopoM. Hanmpukiaz, mo0 BUAUTATHA (PparMeHT TEKCTY BiJl MO3UIIlT Kypcopy A0 KiHIs
NOTOYHOTO psAJiKa, Tpeba HaTuCHYTH Kiasimn Shift + End, 115 BUugiieHHs 1€K1IJIbKOX CUMBOJIIB JIIBOPYY
BiJl Kypcopy — knaBimamu Shift + «—.

3a 0onomozo10 muni:
JloBiJIbHMI (pparMeHT BUIISETHCS IPU HATUCHYTIH JIiB1M KHOIIII MUIIIL.
CJ10B0 - oJIB1MiHE KJIallaHHS Ha Oy/Ib-sIKOMY CUMBOJI1 CJIOBA.
Pevennst — HatucHyTH kiasimry Ctrl i, yrpuMytoun ii, KJIallHyTH Ha Oyib-SIKOMY CUMBOJI1 PEUCHHS.
A03am — TpuUl KJIAIHYTH Ha OyJb-IKOMY CUMBOJI1 BCEpEIUH1 a03ally.

BuineHHs 3a 10momMororo 30HU BUALIEHHS (J1iBa YaCTHHA BIKHA pelaryBaHHs, Y SKii MOKKIUK
MHUILII IPHIMAE pOopMy CIIPSIMOBAHOI IPABOPYY CTPUIKH /| ):

Psiiok - KiIamaHHs JIIBOKO KHOIKOIO MUIII B 30H1 BUAUICHHS OIS psJIKa.
JexkiuibKka pAAKIB - IPY HATUCHYTIN JIIB1A KHOIIII MUIII.
A03an - Moj[BiiTHE KJIAIlaHHS B 30H1 BULJICHHS 017151 Oy/Ib-sIKOTO psijika ab3airy.

Bech TOKYMEHT - TpUUi KJIAI[HYTH JIIBOIO KHOIKOIO MUIII B 30H1 BUILICHHS] 400 HATUCHYTH
Ctrl 1, yrpumytous ii, KJIaIHyTH B 30H1 BUAICHHS.

Komanpga mento IlpaBka - BolaeuTs Bce 103BOJISI€ BUAUINTH YBECh JOKYMEHT Y aKTUBHOMY BIKHI.

J171s1 3HUILIEHHS BUAIIIEHOTO (hparMeHTa Ciiiji HaTuCHYTHU Kiasiy Delete.



IIuTanus 2: BBeneHHs, penaryBaHHs TEKCY

[Ipu penaryBaHHI TOKYMEHTY KOPUCTYBad MOXKE CKacyBaTy MOMUJIKOBO BUKOHAH1 omnepailii. st uboro ciif
noyiatu komaHay MeHio [lpaBka - OTMeHHTS ... a00 CKOpUcTaTHCs IHCTPYMEHTOM OTMEHUTh Ha TaHesl
CranpaprHas. BiiMina 71l BAKOHYETHCS Y 3BOPOTHIHM MOCII1IOBHOCTI.

Konireannsn, nepemiviennsa ppazmenmie mexkcmy

3a momoMororo Muiii. JJis mepemiieHHs Cii BUAUITMTH ()parMeHT, BCTAHOBUTH MOKAXYMK MHIII Ha
BUJIIJIEHOMY (PparMeHTi, HATUCHYTH JIIBY KHOIIKY MHIII 1, yTPUMYIOUH 1i, HEPETITTH (PparMeHT y HOBE
micue. s komitoBaHHS MOTP1IOHO BUKOHYBATH ONEpaIlilo TaK CaMo K NepPEeMIIIEHHS MPY HaTUCHYTiN
knapimm Ctrl.

3a momomororo Oydepa oominy. bydep oOMiHy - 00macTs onepaTUBHOI aM'sIT1, y SIK1i MOXKe 30epiraTucs
Oyab-sKa 1H(pOpPMAITlsS MPOTATOM YChOTO C€aHCy poOoTH B cepenoBuin Windows 1 10TH, ITOKH B Oydep He
Oyzie momilieHa HoBa nopiiist fanauX. [ani 3 Oydepy oOMiHYy MOYKHA BCTAaBUTH y BIKHA PI3HOMAHITHHX
NPHUKJIATHAX TIPOTPaM.

Komannma [HcTpymenT
; Komannma .
Oneparris KOHTEKCTHOTO MaHenl
MeHo [IpaBka
MEHIO «CrangaprHas»

1. ITomicTUTH BUAIIIEHUN (PparMEHT y KommmpoBars KommmpoBars
Oydep oOMiHy O3 BUAJICHHS 3 BIKHA
penaryBaHHS
2. [TomicTuTH BUALIEHHUN ()parMEHT y Bripesars Bripe3ars
Ooydep oOMiHY 3 BUIAJICHHSM 13 BIKHA &
penaryBaHHS
3. BcraButu nani 3 0yepa oOMiHy B BcraButh BcraButh

TO3HUIIII0 Kypcopy e



IIuTanus 2: BBeneHHs, penaryBaHHs TEKCY

Konu ¢parMeHT TeKCTy BULIICHO, TOM TEKCT, 1110 BBOAUTHCSA 3a JOMIOMOTOIO KJaBlaTypH, 3aMilrye BUIUICHUN
(dparmeHT. AKio y BiKHI peJlaryBaHHsI BUA1JICHO NEBHUM ()parMeHT JIOKYMEHTY, TO MICJIsi BAKOHAHHS KOMaH A
BceraButh, naHi 3 0ydepy oOMiHYy 3aMilyOTh BUALIICHUN ()pArMEHT.

TekctoBuii penakrop Microsoft Word 103Bosisie koprcTyBadeBi 3/11MCHIOBATH MOLIYK 1 3aMiHY ()parMeHTIB
tekcry. Komannu mento IlpaBka — Haiitu, IlpaBka - 3aMeHUTh HAJal0Th 3MOTY 3HAWTH 1 3aMIHUTHU B TEKCTI
NOCHIAOBHICTh CUMBOJIIB. [Ipy BUKOHAHHI IMX KOMaHJ Ha €KpaHi 3’ ABJISIEThCS BIKHO Aianiory HaiTu u
3aMeHUThb (BIMIHA TOJISITA€ B aKTUBHIN BKJIAJII).

VY BikHi mianory Haiitu u 3amenuThb Ha Bkiasi Haiitu Tpeda BBecTH ci10Bo abo ¢pasy, sSKi ITYKAIOThCS,
11100 BU3HAYUTH HAMPSIMOK TMOIIYKY, ITHOPYBaHHS Y MPOIIEC MOUTYKY PI13HUII MK BEJIMKUMH Ta MaJIUMU
JiTepaMu HEOOX1THO CKopucTaTrcs KHOMKO boJabie. HanpsMmok noinyky BU3Havae sk Tpeda po3ilyKyBaTu
¢dpa3y: Bi Kypcopy 1 10 TOYaTKy JOKYMEHTa — BIEPE; BIJ Kypcopy 1 10 KiHIIS JOKYMEHTa — Ha3a/l; 3a BCIM
TEKCTOM — Be3Je. KO JIJIs MOIIYKY BUKOPUCTOBYIOTHCS 1Ia0JIOHM, TO TpeOa YBIMKHYTH MPanopeib
MOICTAHOBOYHbIE 3HAKHU. Y 11a0JI0HAX MOKHA BUKOPHUCTOBYBaTH CUMBOJIH * 1 7.

Bxianka 3ameHMThb BiApi3HAETHCA Bl BKIaAi HaWTH HasBHICTIO MOJIsI 3aMEHUTH HA, B IKOMY CJI1/1
BU3HAUMUTH MOCIIJOBHICTh CUMBOJIIB, Ha sIKI TpeOa 3aMIHUTH CJI0Ba a00 (pasu, 110 PO3LIYKyBaJIUCs. 3
BUKOPUCTAHHSM KHOMOK 3aMeHUTh 1 3aMeHIiTh BCe MOKHA BUKOHATH 3aMiHY JIMIIIE JIJIs MEePIoi 3HANWICHO1
MOCJIIIOBHOCTI CUMBOJIIB 200 ISl BCIX 3HAUY€Hb JIOKYMEHTA, SIK1 CIIBMAaAal0Th 3 PO3IITYKYBAaHOKO.



[Iutanns 3: opmaryBaHHS TEKCTY

1. 3miHa mpud Ty 3M1MCHIOETHCA 3a JOTOMOTroo koManau MmeHio @opmar — Hlpudt ado komanau lHpudr
KOHTEKCTHOTO MEHIO.

Jlist 3MiHM IpUTY TEKCTY, IKUW BXKE BBEICHO, Tpeda oro cnovyarky BUAUIUTH. [1[00 BBOAUTH TEKCT 3
BUKOPUCTAHHSIM 1HIIOTO MIPU(TY, CIIiJI CIOYATKy BU3HAYMTH NOTPIOHI HACTAHOBU 3a JIONIOMOTOK0 KOMaHAH
®opmar — lpudrt. VY BikHi mianory komauau lpugTt moxHa:

- o0patu noTp1OHUHN IPUQT 3a TOMOMOTOIO CIUCKY (HAINPUKJIIAI, MOKHA BUKOPUCTOBYBATH TaKl MpU(TH

Times New Roman Cyr_Arial Cyr_Courier New);

- BUBHAQUUTH CTUJIb HAKPECICHHS TEKCTY — 3BUYANHMUM,
KypCHB, HaIlIB)KUPHUM a00 HANIBKUPHUN KYPCUB;

- 3BMIHUTH po3Mip mipudrty (po3mip mpudTy BUMIPIOETHCS
y Tunorpad)CbKUX OAMHUILISX MYHKTax 1 MyHKT = 3,5 MM);
- 00paTH 31 CIUCKY, AKUWA PO3YMUHSIETHCS, OAUH 3 BapiaHTIB
1IKPECICHHS;

- BUBHAQUUTH KOJIIPp CUMBOJIIB;

Wpuer

WpndT ] WHTEepBan ] AHUMELMA I

WpwdT: Ha4epTanue: Pazmep:
|Times New Roman Il'lonwkanblﬁ KypcHe l16

- 3aCTOCYBATH JI0 TEKCTY pi3Hi epekrH (Hanpukmam, X — OoauepkHeatte:
- ILUTpnx-.asoﬁHoe NYHKTHPHOE Z!
CHUMBOJI 2 BU3HAYCHO SK BerHlI/I 1HACKC, HH — 3HAYCHHA H — 6
.y - EKTbl — =
1I€ HJKH1U IHI[CKC). [~ 3a4epkHyTHI ™ ¢ TeHb0 [~ Manble nponucHble
VY noni O6pa3en BikHa TOKa3y€ThCsl 30BHIIIHIN BUTIISIA |_apoiroesrepomane | tormp. T iposponioes
[~ BepxHui nHaeKe " npunoanareri | ckpbiTei
TCKCTY IIpH 06paHI/IX HaCTaHOBax. I™ HusHAi MHAEKC [~ yronnenHbk
Obpazey -

3a nonomoroto BkJaaku UHTEepBaJ BIKHA KOMaH U
IIpudT MoKHA 3MIHUTH BIJICTAaHb MI’)K CUMBOJIAMH.
BukopucToBy€eThCs 3BUMANHUIN 1HTEPBaJ, PO3P1IKEHUN Ta — SapiEienEY
YIIITbHEHUH.

WpncpT TrueType, CH MCNOAE2YETCA ANA BLIEOAS KAK HA 3KPAH, T3K W HA NPHHTER,

Mo yMOAYaH1H. ., OK I OTMEHA




[Iutanns 3: opmaryBaHHS TEKCTY

2. IncTpymeHTH naneni @opMaTupoBaHue H03BOJSIOTH 3MIHIOBATU WIPUDT, po3mip mpUdTy, CTHIL
HaIMCAHHS CUMBOJIIB - HAMIBXUPHUN MIPUPT, KYPCUB, MIJKPECICHHS, BU3HAYUTHU CIIOCIO BUPIBHIOBAHHS
TEKCTY - 10 JIIBOMY Kparo, LIEHTPY, IPaBOMY Kparo, IIHUPHUHI.

OBbI4HBIF ~ Times New Roman > 14 - | X XK 4 ‘

| | I |
1 2 3 4 5 6 7 8 9 10

— BUOIp CTWIIIO JJIsl BUIUICHUX a03a1(iB (BCTAHOBIIOETHCS PO3MIip MIPpUQTY Ta CHOCIO BUPIBHIOBAHHS);

— I
— i
—
— [l

p—

— 3MiHa mpUPTYy;

— 3MiHa pO3MIpy WPUPTY;
— HaMBXUPHUN IIPUPT;
— KypCHB;

— MIAKpPECICHUH MPUQT;

— BUPIBHIOBAHHS JIIBOPYY;

0 N O »n B WD

— IIEHTPYBaHHS;
9 — BHUpIBHIOBAaHHS MIPAaBOPYY;

10 — 6s10uHE BUPIBHIOBAHHS 00 BUPIBHIOBAHHS MO MIUPUHI (PSAKU BUPIBHIOIOTHCS SIK JIIBOPYY, TaK 1
MPaBOPYY 32 PAXyHOK pO3TATYBaHHS TPOOLTIB).

VBara! IIpu 3miHI ciocoOy BUpiBHIOBaHHA (pOpMaTyBaHHSI BUKOHYETHCSA HAJl BUALICHUM (parMeHTOM TEKCTY
a00, K10 (pparMeHT TEKCTy HE BUJLICHO, TO HaJl TOTOYHUM ab3aremM (y SKOMY 3HaXOAUTHCS Kypcop).



[Iutanns 3: opmaryBaHHS TEKCTY

3. Jliniiika popmMaTyBaHHSI J103BOJISIE 3MIHUTHU a03allH1 BUCTYIIU JJIs1 BUALIEHOTO (DparMeHTy TEKCTY abo st
MIOTOYHOTO ad3aIry.

[lepeTsaryBaHHSIM IO JIHINLI PYA HATUCHYTIN J1B1M KHOMIII MUIII BIATOBIJHUX MapKepiB MO>KHA BCTAHOBUTH
BIJICTYII IEPIIOTO psifiKa ad3alry, BIACTYII JiBOPYY (JIiBY MEKY PO3TallyBaHHS BCIX PAJIKIB a03aily Kpim
NEPIIOro), BIICTYI PaBOPYY, a TAKOXK 3MIHUTH JIIBUK BIICTYII BCiX PAJAKIB a03aily (EpeMILLyEThCS 0/Ipasy 1
MapKep BIJCTYMNY MEPIIOTO PsiiKa, 1 MApKep BIACTYIY JIIBOPYY).

BIZICTVII MePIIOTo psiaKa adzany

-|-1-l-2---3---4-n-s-|ve.-|-?-.1._-3-:-9---10---11-:-12-|-13-|-14-|-15-:-1s---

BIZICTYN 2ITiBa BICTYN cIIpaea

B L Ho3HI11 TabyIIii
THBHH BiACTYI

3a 101oMororo JiHIKY (hopMaTyBaHHS MOKHA BU3HAYMTH MO3UIII1 TAOYJIALI1, SIKI IEPEMIILYIOTh Kypcop B
MeBHE MICIIE PsJIKa Micis HaTUCHEHH kiaBini Tab. JIist iiporo Tpeba KiarHyTH Ha JiHIUII. 3a
3aMOBYYBAHHSM CTBOPIOETHCS CUMBOJI TaOYIISIIIi L sxuii o3nauae, mo Tekcr OyJie po3TalioBaHO PaBOPYY
Bij1 no3utii Tadyssanii. o6 3MiHUTH Ty TaOysIii, TpeOa BUKOHATH MOABIMHE KJIAllaHHS J1BOK KHOIKOIO
MHUIIIl Ha CUMBOJII TaOYJIAIIii, B HACTIAOK YOTO PO3YMHSAETHCS BIKHO KoMaH i1 Talymsiius (koMaHaa MEHIO
®opmar — Tabysis), 3a JOIOMOTOIO SIKOr0 MOXKHA 00paTH THII Tabyiamii (L - po3MillieHHs TEKCTY B [EHTPI
1o3uIlii Tabyssiii, 1 - po3MileHHS TEKCTy JIBOPYY Bij MO3HIIiT TaOyIIsIIii), BCTAHOBHTHU HOBI MOBHIII1,
3HUIIUTH HENOTPi1OH1 no3uIlii. J{jisi 3SHUIIEHHS MO3UIIii TaOyIsIlii CMUMBOJIN TaOyJIsIll MOXKHA MIEPETATTU 32
MEXH JIHIAKU (opMaTyBaHHS.



[Iutanns 3: opmaryBaHHS TEKCTY

4. Komanga mernio @opmar — Ad3al, K 1 KoMaH/1a Ad3a1 KOHTEKCTHOTO MEHIO JJO3BOJISIE€ Y BIKH1 J1aJI0Ty
BU3HAYUTH CIOCIO BUPIBHIOBAHHS TEKCTY, a03aI[H1 BIACTYMH, IHTEpBAJI MEpe 1 Mmicis ad3aily, BiICTaHb MIXK
psankamu ad3aiy. MixKpsiIKOBHI 1HTEpBAJI 3MIHIOETHCS 3 BUKOPUCTAHHSM CIUCKY, 10 PO3YUHSIETHCS,
MexcTpOUYHBbII HHTEPBAJL, 3 SIKOTO MOXKHA 00paTy MO3ullli OAMHAPHBIN, IBOWHON 200 moayTopHbI. [1[00
BCTAHOBUTH JIOBUTLHUM MIXKPSJIKOBHI THTEPBAJL, CJI1JI 0OpaTy MO3UI[II0 MHOMKHTEb 1 BABHAYUTH 3HAYCHHSI
(mampukian, 1,3).

5. TexctoBu#t penaktop Word 103B0sIsIE CKOMIIOBATH CIIOCIO 0(hOPMIIEHHS OJTHOTO (DparMeHTa TEKCTY Ha
inmmi pparment. KoniroBanHs (opMaTy BUKOHYETHCS 3a JOINOMOIOO IHCTPYMEHTA  «# ! dopmar no
oOpasny mnaneni CtanaapTHas.

[1106 ckomitoBaTu 3aci6 opopMieHHs PparMeHTa TEKCTY MOTPIOHO:
- Bunuutu ¢pparmeHT-3pa3ox.
- Kitanny i Ha 1HCTpYMI? ’

- Buninutu ¢pparMeHT TEKCTY, 10 SIKOTO MOTPIOHO 3acTocyBaTu (hopmar pparMeHTa-3paska.

Ilpumimxka! 111006 cxomnitoBatu hopmar Ha I€KiIbKa IIISHOK TEKCTY, TOTPIOHO BUKOHATHU MO/ABINHE
KJIallaHHS Ha THCTPYMEHTI <t | iCJisE BUKOHAHHS OTepallii NeperTH 3 peKuMy KOmitoBaHHs (hopmarty 10
peXUMY pellaryBaHHs KJIallHy BIIU Ha THCTpyMEHTI Dopmat mo oopasiry.



[uranns 4: 30epekeHHS JOKYMEHTIB, PO3UMHEHHS (DaiiiiiB, IPyKyBaHHS TOKYMEHTIB

3anuc JOKyMEHTa Ha JJUCK BUKOHYETHCS 3a JIOMIOMOIror0 KomMaH i MeHio Maiii - Coxpanuts a00 CoxpaHuthb
Kak, iHcTpymMeHTy COXpaHuTh ﬂl nanesi CTanaapTHasi.

[TouarkoBe 30epe)KEHHS] BUKOHYETHCS Oy/Ib-sIKOIO 3 ITUX KOMaH. SIKIO0 Y BiKHI JJOKYMEHTA pe/iaryBaBcs (aii,
BUKOHaHHA KoMaHI1 COXpaHMTh 3aMKUCY€ HOBY BEPCIO JOKYMEHTA 3 TUM e 1M'siM, y TiH e narnii. [pu
BUKOHaHHI kKoMaH/ 11 COXpaHUTH KaK MOKHA 3MIHUTH 1M's (hailiry a0o MapuipyT 3arucy.

VY BikH1 komaHAu CoxpaHeHHe JOKYMeHTa MOXKHa oOpaTH MOTPiOHY MarkKy, CTBOPUTH HOBY MaIlKy, 3MIHUTH
croci0 BiJIOOpa’keHHSI MEPEITIKY TOKYMEHTIB, BUBHAYUTH 1M 5 (pailiy.

J171s1 aBTOMaTUYHOTO 30€pEKEHHS JOKYMEHTY Yepe3 MEBHUIM MPOMIXKOK Yacy CJiijJi BAKOHATA KOMaH/1y MEHIO
Cepsuc — Ilapamerpsl, Ha BkIaguHI CoXpaHeHHe YBIMKHYTHU MPANOPEb ABTOCOXPAHEHUE KakK/ble,
BU3HAYUTHU 3HAUCHHS IHTEPBATY Yacy B XBUJIMHAX, MICIS SIKOTO Oy/ie BUKOHYBAaTHUCh 30€PEKEHHSI TOKYMEHTY.

{06 npouynTaTy JOKYMEHT 3 AMCKY CJIiJI IOAATU KoMaHay MeHI0 Paiiil — OTKPBITH 200 CKOPUCTATUCH
iHCcTpyMeHTOM OTKpBITH & Ha nadeni CtangaprHas. BikHo gianory OTKpbITHE JOKYMEHTa aHAJIOTTYHO
BikHY CoXxpaHeHMe JOKYMeHTa. Y BiKHI KOMaHJIU MOXKHA 00paTH MOTpIOHY Harnky, gaii, crocid BUBEACHHS
1H(popMaIlli, BAKOHATH ONEepallito YATAHHS JOKYMEHTY 3 JIUCKa 3a JOTIOMOIrol0 KHONKU OTKpBITH. Jliis
poboTtu Moxke crat B Haroai kHomka IIpocmoTtp & |, 32 AOITOMOrOIO SIKOI MOKHA IIEPENUTH 10 PEKUMY
nepenisiay BMICTY IOKYMEHTA Y BikHI Jiajnory OTKpbITHE JOKYMEHTA.
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TexcroBuii penaktop Word aBTOMaTuaHO NOJLISE€ JOKYMEHT Ha CTOPIHKH Y BIJMOBIAHOCTI 3 BU3HAYCHUMHU
napaMmeTpamu CTOpiHOK. /[J11 BUBHAUCHHS MTapaMeTPiB CTOPIHOK BUKOPUCTOBYETHCSI KOMaHAa MeHIO Daid -
ITapaMeTpsbl cTpaHuubL. Y BIKHI J1aJIOTy KOMaHJAW MOXKHA 32 JI0NOMOTor0 BkiaauHku [losist BusHaUUTH
BIJICTYIIH B1Jl BEpXHBHOT'0, HUKHBOTO, JIIBOTO, IPABOT0 KpaiB apKyliia, BIACTYIH J0 KOJOHTUTYIIIB:, 32 S
nonoMororo BkJajiku Pazmep amcra - po3mip apkyma (A3, A4 ...) , opi€eHTaLIiO apKyllla — KHUKKOBY

a00 aIb0O0MHY _K_B' :

Po3cTtaBuTi HOMEPH CTOPIHOK y JOKYMEHTI MOKHA KomaH010 BeraBka - Homepa crpannn. Y BikHI J1ajiory
KOMAaH/IM BU3HAYAETHCA MICIIE pO3TallyBaHHSI HOMEpPA Ha apKylill, IPyKyBaTu ad0 HI HOMEp Ha Mepiii
CTOPIHIIl JJOKYMEHTa, TPU HEOOX1THOCTI 32 JIONOMOI0r0 KHOMKA PopMAaT MOKHA BUSHAYUTH TTOYATKOBUI
HOMED CTOPIHOK JOKyMeHTa. JlJig BUIIy4Ye€HHS HOMEpPIB CTOPIHOK CJIij] MoJaTh KoManay Bug —
Ko10HTHTYJIBI, BUAUTUTH HOMEP CTOPIHKHU B KOJIOHTUTYJI1, 3HUIITUTH MOro HaTUCKyBaHHsAM KiaBiiii Delete,
CKOPUCTATUCS KHOMKOIO 3aKPbITh HA nmaHen KosoHTHTY IbI.

Konoumumyn — TexcT, Skuii ApyKy€eThCs Ha KOXKHIN CTOPIHIN 0ararocTopiHKOBOro JokKyMeHTa. Lle moxe OyTw,
HaIpuKIiaj, Npi3BUIIE aBTOPa, Ha3Ba IJ1aBU Ta 1H. KOJOHTUTYIaMK TaKoK € HOMEPHU CTOPIHOK.
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[ligroryBatu TOKYMEHT J0 APYKYBaHHS MOXHA B pEKUMI MONEPEIHbOr0 nepersiay. s mporo Tpeda
BUKOHATH KoMaHAy MeHI0 Maiii — [IpenBaTuTebHbIA MPOCMOTP 200 CKOPUCTATUCH IHCTPYMEHTOM
IlpeaBaTuTe bHbIH NPOCcMOTP [§ Ha maneni CranaapTHas. Y peXuMi NONEPEIHLOTO IEPEITIS LY
JOKYMEHT B1JJOOPAXKAETHCA Y BUIISII OJIHIET a00 IEKUIBKOX CTOPIHOK, MOTO HE MOKHA pe/laryBaTy Ha BIIMIHY
B1JI pEKUMY PO3MITKHU CTOpiHKH. [1i1 yac monepeHboro nepenisiyy 10KyMEHTY MOKHA BUKOPHUCTOBYBATH TakKi
KHOTIKH:

Knonka Hassa Onepanis
= Lleuamy JIPYKyBaHHS JTOKYMEHTa
Veenuuenue AKIIO KHOIKA HATUCHYTA, MOKAKYMK MU HA TOKYMEHTI HaOUpae BUIIISA Y

JyTH, KJIAIHYBIIX JIIBOK KHOIMKOI MUII MOXKHA 301IBIITUTH 300paKeHHS, 111e
OJTHE KJIAllaHHS TIPU3BOAUTH IO 3MEHIIIEHHS 300paskeHHs
Qona cmpanuua B1JIOOpaKCHHS OJIHI€T CTOPIHKH JTOKYMEHTa

Heckonvko cmpanuy ~ B110Opa)keHHS JEKUIBKOX CTOPIHOK, KUIBKICTh CTOPIHOK BU3HAYA€ETHCA TAKUM
YUHOM: KJIALIHYTH Ha THCTPYMEHTI, Ha CITL, 5IKa 3 ABUTHCS IPH HATUCHYTIN
JB1 KHOIII MUIII 3aMaJIFOBaTH CTUIBKU NPSIMOKYTHHKIB, CKUIBKH CTOPIHOK
Tpeba 0IHOYACHO BUBOAUTH

BB %

10% v Macwma6b 30UIBIIEHHST @00 3MEHILICHHS PO3MIPY Bi10OpaKyBaHUX CTOPIHOK
fr"oé Jluneuxa YIPaBIiHHS BUBEJECHHSIM KOOPAMHATHOI JIIHIAKH JIBOPYY BiJ] TOKYMEHTA
llooconka cmpanuy ~ cnpo0a CKOPOTUTH KUTHKICTh CTOPIHOK 32 PaXyHOK YIIUIBHEHHS TEKCTY
Bo secv sxpan 30UIBLIEHHS BIKHA JJOKYMEHTa Ha BECh EKPaH
3akpwimy 3aBEpIICHHS MMONEPEAHBOI0 MePErIsily JOKyMEHTA, TOBEPHEHHS /10 OAHOTO 3

Jakpeme )
PEXKUMIB pPeIaryBaHHS
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JI1s1 ipyKyBaHHSI JOKYMEHTA CJI1J1 BUKOHATH KoMaHay MeHio @aii — [lewars. B Hacai10k BUKOHAHHS
KOMAaH/I1 Ha €KpaHi 3’ IBUTHCS BIKHO J1aJI0TYy, 32 JIOMIOMOTO0 SIKOTO MOYKHA BCTAHOBUTH MapaMeTpu
ApyKyBaHHsI. Y BIKHI Jqianory koMmanau Iledars MokHa 3a/1aTv IPYKyBaHHS BChOTO JOKYMEHTA, JIMIIIE
MOTOYHOI CTOPIHKH, BUJILIEHOTO ()parMEHTy TEKCTY, JE€KIIBKOX CTOPIHOK (HAIpUKJIa/l, MOB1AOMIICHHS 2, 4,
7-10, 20 - o3Hauae, U0 CiIiA HAAPYKYBATH APYTY, YETBEPTY CTOPIHKHU, CTOpiHKH 3 7 110 10, 3 20 10 KiHIIA
JOKYMEHTY), BU3HAYUTHU KUIBKICTh KOIIIM, B SIK1M MTOCII1IOBHOCTI JIPYKYBaTH CTOPIHKH, SIKIO KOMIM JACKIJIbKA 1
tomo. [1[o0 HagpyKyBaTH BeCh JOKYMEHT MOKHA CKOpUcTaTucs iHcTpyMeHToM IleyaTrs Ha maHesi
CranpaprHas.



[Mutanus S Pobota 3 TabnuisimMu
OcHOBHI onepauii 1010 CTBOPEHHS, pelaryBaHHA Ta (POPMATYBAHHA TEKCTOBHX TA0JIUIb

CTBOpPEHHSA TA0JIUID:

Komanna merto Tabauna - /lobaBuTh TabauIy; y BiKHI AiaJ0Ty BU3HAYUTH KIJIBKICTh PSJIKIB,
CTOBITYHUKIB TAOJIHUIII.

[HcTpymenT Job6aButh Tabauny naHeni CTaHaapTHAS; IPU HATUCHYTIN J1B1MA KHOMI[I MMIII
BU3HAUUTH KUIBKICTh PSAJKIB, CTOBITYMKIB TAOJIHUII].

BujainieHHsi BUKOHYIOTHCSA 32 JOMIOMOTOIO 30HU BUJAUICHHS PsJIKa, 30HU BUIIJICHHS] KOMIPKU, 30HU
BUJIVICHHST CTOBMIIS (BEpXHS YacTUHA TAOIuII, Y SKiM MOKAKYUK MUIII TpuiiMae Gopmy |).

3unnieHHs GpparMeHTiB TA0JIMILI:

Psiiku - BUIUIUTH OMH a00 JeK1JIbKa PsJIKIB, BUKOHATH KoMaHay Tadamnma — Yiaauts - CTpoku
(psAKM MOKHA TaKOXK BUPI3yBaTh B Oy(dep oOMiHY).

CTOBIMYMKH - BUAUTUTH OJUH a00 JIEK1JIbKA CTOBITYUKIB, BUKOHATU KOMaH1y Ta0auma — Yaajaurhb -
CToa0unl.

KoMmipku- BUIUINTH KOMIpKH, BUKOHATH KOMaHIy MeHIO Tabjauna — Yaaaurh - Siueliku, y BiKHI
Jiajory BUSHAUUTH HAMPSAMOK 3CyBY a00 BUOpaTH BUIAJIEHHS BChOTO psijika (CTOBIYMKA).

JlonaBaHHs PAAKIB:

Buainutu psiok, BUKoHaTH koMaH 1y MeHio Tabuauna — lo6aBuTh cTpoku Bbie, J[00aBuTh
CTPOKH HHUKeE.

[TomicTUTH Kypcop 3a MeXaMHU TOTO PsiiKa, MIC/s KOTPOTro MOTPiOHO BCTAaBUTH HOBUM, HATUCHYTH
knasimry Enter.



IIntaguga 5 Po6ora 3 Tabmungamu

/lonaBaHHA CTOBNYMKIB: BUJIUIMTH CTOBIIYMK, BUKOHATH KoMaHy MeHI0 Tabiauuna — [lod0aBuTh
CTOJIOUBI cjIeBa, J[00aBUTH CTOJIONBI CIIPaBA.

3MIiHA IIUPUHUA CTOBINYHUKIB:

NepeTsAryBaHHs MapKEPiB CTOBIUMKIB Ha JIHINUII (hopMaTyBaHHS (MapKepU CTOBITYHUKIB 3'SIBISIOTHCS
Ha JIHIALI popMaTyBaHHS TIILKHU TOA1, KOJU Kypcop 3HAXOIUTHCS BCEPEAMH1 TaOJIHIL);

BCTAHOBUTH MOKAKYMK MUII HA PO3ALIIOBAJIbHY JIIHIIO MK CTOBITYMKAMU TaK, 100 MOKAXKIMK
NpUKHIB (POPMY XPECTUKA 31 CTPUIKOIO, KA CIIPSIMOBAHA y P13H1 HANPSMKH, HATUCHYTH JI1BY KHOIKY
MHUIII 1, YTPUMYIOUH 1i, IEPETATHYTU MEXY B HOBE MICIIE;

3MiHA BUCOTH PSAKIB:

y PEKHUMI1 PO3MITKUA CTOPIHKHA YCTAHOBUTH MOKAKYMUK MUIII HA PO3AUIIOBAIBHY JIHIIO MK pAIKaMU
TakK, 11100 MOKaXYUK MPUIHSAB POpMYy XpEeCTHKA 3 IBOMA CTPLIKAMH, HATUCHYTH JI1BY KHOIIKY MHMIIII i,
YTPUMYIOUH i, IEPETATHYTH MEXY B HOBE MICIIC;

y PEXKUMI PO3MITKH CTOPIHKH Y BiKHI JOKYMEHTA 3HAXOJUThCSl BEPTUKAJIbHA JIIHIHKA (hopMaTyBaHH,
KOJIU KypCOp 3HAXOAUTHCS yCEpeArH1 TaOIuIll, Ha JIHINII 3'ABJISIIOTHCSI MAPKEPH PSIIKIB,
NEepEeTAryBaHHSI MapKEPIB PSAJKIB HA BEPTUKAIBHIN JIHINII PopMaTyBaHHS JO3BOJISIE 3SMIHUTH BUCOTY
psiziKa,;

O0'enHaHHA IEKIJILKOX KOMIPOK B O/IHY: BUJIUIUTH OJIOK KOMIPOK, BUKOHATA KOMaHay MeHI0 Tabmuna
- O0beTuHUTH s14YeliKH a00 koMaHay O0beAUHUTD IYelKH KOHTEKCTHOTO MEHIO.
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dopMATYBAHHSA BMICTV KOMIPOK.

[HcTpymMenTu naneni PopmMarupoBaHue — BU3HAYCHHS MIPUPTY, po3mipy mpudry, BUOIp crnocoly
HAKpECJICHHS (HaMIBXKUPHUHN, KypcUB a00 MiAKPECIEHHUI), CIOCO0Y TOPU30HTAIBLHOIO BUPIBHIOBAHHS
Ta IH.

Komanna menio @opmar — 'pannubl ¥ 3ajnMBKa (BiANOBIAHA KOMaH/1a KOHTEKCTHOTO MEHIO).

KomaH1a KOHTEKCTHOTO MEeHI0O BhIpaBHMBaHHUE B fUeiiKe J1a€ 3MOT'y BUSHAUUTU TOPU3OHTAJIBHE Ta
BEpPTUKAIbHE BUPIBHIOBAHHS JIJIs1 BUAIJICHUX KOMIPOK.

BukoHaHHS HAWNPOCTIIINX 00YHUCICHbD.

[1o6 BUKOHATH PO3PAXYHKH y KOMIpIIi TaOIUIl MOKHA TTOMICTUTH (opMyity komaHaoto Tabauna -
®opmyna. Dopmyiu 3aBKIM MOYMHAIOTHCS 3HAKOM =. Y (opMysiaX BUKOPHUCTOBYIOTHCS 3HAKH
apu(pMETUYHUX omepalliii: + (CKJIacTh), - (BIAHATH), * (MIOMHOXUTH), / ( PO3ALIUTH).

VY popmynax MoKHa BUKOPUCTOBYBATH YMCJIa, aIpeCH 1HIINX KOMIPOK Ta0muill, PyHKI(li. CTOBIYUKH
TaOIUII IMEHYIOThCSI OyKBaMU JJaTUHCHKOTO andasity - A, B, C, D 1 T.4., psaiku HyMepyIoThcs - 1, 2,
3 1 T.a. Anpeca KOMIPKH TaOJIMI[I BU3HAYAETHCS SIK IEPETUHAHHS CTOBMUMKA 1 psijka. Hampukiian, AS,
F4, C1l. AprymenToM (pyHKIIii € OJJOK KOMIPOK, SIKMil BU3HAYAETHCS TaK: aJipeca BEPXHbOI JIIBO1
KOMIpKH OJIOKY, IBOKpaIika, aapeca MmpaBoi HUKHbOI KOMIPKU OJIOKY.

Ilpuxnaou gpopmyn:
=A1+A2
=C3/D3*100
=SUM(B1:B4)







