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CUMBOAMU, LLLO BBOASTLCA 3 KAGBIATYPU, MOTPAMNANMOTb AO BUAIAEHOI KAITUHKM.
ToMy, MepLL H>K BBOAUTU AQHI, HEODXIAHO BMEBHUTUCH, LLLO BMAIAEHOIO € COME
TA KAITMHKQ, AO 9KOI X Tpebda BBECTU. AAA 30BEPLLEHHS BBEAEHHA AQHMUX Y
KAITMHKY Tpeba HATMCHYTM KAQBILLY Enfer abo OAHY 3 KAQBILL 31 CTRIAKOMM, MPU
LLbOMY OKTUBHOK CTAHE OAHQ i3 CYCIAHIX KAITMHOK.

AN BBEAEHHS TEKCTY MOXXHA BUKOPMCTOBYBATM 9K CUMMBOAM AQTMHCHKOTO
AOAJOABITY, TOK i CUMMBOAU KUPUAMLI. AKLLO KIABKA KAITMHOK B OAHOMY CTOBIILL
MAIOTb OAHOKOBI TEKCTOBI 3HQYEHMUA, TO MICAY BBEAEHHS MNEPLLUMX CUMMBOAIB
TEKCTY, LLLO BX€E BYB BBEAEHUM, MOXHQA BUKOHATKM OBTOMATUYHY MIACTAHOBKY.

AKLLO AQHI, LLO BBOASITHBCH B KAITMHKY, CKAGAQIOTHCH AMLLIE i3 LMADP, BOHMU
PO3rAIACIOTECS K YMCAO. AKLLO HEOOXIAHO, OO AQHI, AKi CKACAQKOTbCA i3
LMAOP, IHTEPMPETYBAAMCH K TEKCT (HAMPMKAQA, Y 3ArOAOBKAX TAOAMLL 4m i
CTOBMLLB, NPEM NOAQHHI AEIKMX BIAOMOCTEM, 30KPEMA IHAEKCIB MICT, TEAEJOOHIB
TOLLO), Tpedba nepeA MNOYATKOM BBEAEHHS TEKCTYy BCTOBMTM  CUAMBOA
anoctpodoa (). Len CUMBOA He ByAe BIAODPOXKEHMM Y KAITUHLLI, MOTO MO
byae NOOAYUTU AULLIE B PIAKY CDOPMYA, KOAM TAKA KAITMHKO ByAe BUMAIAEHQ. /O/

a

30 30MOBYYBOHHAM TEKCTOBI AGHI BUPIBHIOIOTLCA AO AIBOI MEXi KAITMHK
YUCAOBI - AO MPABOI MEXi. 30 AOMOMOTOIO BKA3IBOK BMPIBHIOBOHHS
3MIHUTM  CMOCIO MOAGHHA AQHWMX Y KAITMHKOX, 30KPEeMA, 3a AOmM
BiAI‘IOBiAHl/IX KHOMOK rpynu BUPIBHIOBAHHS MAHEAI IHCTOYMEHTIB
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BBEAEHHA AAHUX AO KAITUHOK EAEKTPOHHOI TABAMULL

AO YNCAOBUX AOHUX HOAEXKATb TOKOX AQHI TUMY AQTA | YOC,
[OOLLUOBI,BIACOTKOBI, KQIM TOTO, YACAQ MOXYTb OYTM MOAQHI PISHUMM
CMNOCOOAMMU: 9K LLIAI QDO LIAI Y41CAQ, B EKCMNOHEHLIMHIM GOOPMI, Y
BUTASAI 3BUHAMHMX APODIB. AQHI TMMY AATU MOXXHA NMOAQTH,
BUKOPUCTOBYHIOUYU AMLLIE LIMCDPU ABO TEKCT | LLMdppU. HANPUKAQA, 22
CiHHA 2012 p.122.01.12 - ue ABO CrOCOOU BBEAEHHS OAHIEI AQTH.

AQHI AO KAITMHOK MO>XHQO BBOAMTU 3 KAGBIATYPM, O MOXHQO
KOMItOBATM 30 AOMOMOTOK Oydoepa 0OMIHY. NMpuHUMnm poboTtH 3 /
Dydoepom OBMIHY TOKI CAMI, 9K | B YCIX MPOTPAM naketa Microsoft /
Office. Hepe3 oydoep 0OMIHY MOXHA KOMItOBATHU AQHI 9K B /v\e>|<c1></ /
OAHOIrO ApPKyLUA, TOK | 3 PI3HUX APKYLUIB KHUTU, IHLLUMX KHMT TA IH
NPOrPAM.




AA 3MIHM MOAQHHS
YUCAOBMX AQHMX HEODOXIAHO
BUAIAMTU MOTPIOHY KAITUHKY
Y1 AIQMNA30H TA BUKOHATH
BKQA3IBKY POPMAT KAITUHKM,
nepent Ha BKAOAMHKY
Yncao 1a obpaTtn
NOTPIOHUM YACAOBMM

COOPMAT.

Dopmar ayeek

Yucnoson

L eHexXHbIN

DUHAHCOBbIA YMCNo AECATUYHBIX 3HaKoB: | 2 &]']

_. PasaenuTens rpynn paspaaos ()
MpoueHTHbIN

ApobHbiit OTpuuaTenbHble Yiucna:
SKCMOHEHWMaNbHbINA 1234 10
Texcrosbit 1234,10
L ononHATENEHBIN -1234,10
(Bce dopmaThl) -1234,10

Yucnosoit hopmaT senseTca Hanbonee obwmm cnocobom NpeacTaenenna Yicen. [1ns BblBOAE AEHEXHBIX SHaYEeHMI
WUCNoNb3YIOTCA Takoke hopMaTsl "eHexHbi” 1 "OuHaHcoBbIn"




CRpoCTUTM BBEAEHHS AQHMX AO
EAEKTPOHHOI TADAML MOXXHA 30
AOMOMOTOO 30CO0Y ABTO3AMNOBHEHHS.

AKLLLO NOTPIOHO BBECTM NOPAAKOBI
YUCAQ, AHI TVKHS, MICALL POKY QOO IHLLI
CMUCKMN AQHMX, HEMAE HEODXIAHOCTI
BBOAMUTM KOXXHMM EAEMEHT OKPEMO.
AOCTOTHBO BBECTM OAHE Q6O ABA 24|
NEPLLUMX 3HOYEHHS, BUAIAUTU KAITUHKY 2
Aab0O AIANA30H KAITMHOK, HOBECTU
BKA3IBHMK MMLLKM HO MAPKEP 6|
OBTO3AMOBHEHHA— YOPHMM KBOAPATHK, K
PO3TALLIOBAHMM Y MPABOMY HMXKHbOMY
KYTI BUAIAEHOI KAITMHKM Y1 AIQMA30HY O 3anonnuTs TonEKo hopMaTL!
KAITMHOK, — MOKM BiH 3MiHWTb CBitt BUrAsA N |

o= g
}@J KOﬂMpOBaTbINEHKM

() 3anonHuTtb

) 33n0AHWTE TONBKO 3H d4yeHNA

3 TOBCTOrO BIAOTO MAKOCA HO TOHKMM
YOPHMM MAIOC, T BUKOHATU
NPOTANYBAHHSA MMLLIKOKO HO CTIAbKM
KAITMHOK, CKIAbKM IX TOEOA 3AMNOBHUTU
ACHUMM.




[lon  30QMOBHEHHI  TEKCTOBMAMM
3HQYEHHIMM B KAITMHKM TADAML BYAYTb
BHECEHI HOBI 3HAYEHHS 3i CMMCKIB, AKLLLO
TOKI CMMCKMU BM3HAYEHI Npum poBOOoTI
TADAMYHMM MPOLLECOPOM. B IHLLOMY
BUMAAKY MNPWM QOBTO3AMNOBHEHHI 0Oyae
3AIMCHIOBATMUCb KOMItOBAHHA 3HAYEHHS 3
BUAIAEHOI KAITMHKM B CYCIAHI.

B MS Excel € crnmckm AHIB TMXKHS TA
HQ3B MICSLLIB y MNOBHOMY  TA
CKOPOYEHOMY  BUTAJAI.  JAKLWLO €
notTpedd BBECTM HE BCI HA3BM AHIB
TMXKHA, O Yepe3 AeHb, CAIA BBECTU AO
NEePLUOI KAITMHKM TTOHEAIAOK, AO APYTOIl
CepeAd, BUMAIAUTU LI ABI KAITMHKM TA
BUKOPMUCTATM 3ACIO OBTO3AMOBHEHHS.

30 HEeOOXIAHOCTI MOXHO CTBOPMUTU
BAOCHI CMMCKM  AA9  BMKOPUCTOHHS
OBTO3AMOBHEHHS B MOAQABLLIOMY.
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KoxHa HoBa kHura Excel 3a |3C Baicora crpox..
30MOBYYBOHHAM MICTUTb TPW APKYLLII AeTON0g60p BEICOTH CTOKM
3 IMEeHOMM ApKywl, ApkyLi2 | Lupura cron6ua..
ApKYLU3 HOAOHHﬂ OpKYLuy 6|/\bL|J ABTONOABOP WHPUHE CTONBLA
3MICTOBHOTO iM€HI, 9K | HOACQHHS e e
IMEH ADANAAM, AOMOMArae S
OXAPAKTEPU3YBATM BMICT KOXHOTO 3 EXpeani g aeubpmn
d p KYLU | B. Ynop:;oqm ANCTBE

EPEUMEHOEATD NMNCT

AAS 3MIHM IMEHI QPKYLLA MOXXHA epemecTis wnn cconuposaTs Aucr.
CKOPUCTATUCA BKA3IBKOKO POpMaAT Wser sprsia
BKAOAKM OCHOBHQ, [lepenMeHYBATU 3aura
AMCT ~ ADO  KAQLHYTM  MPJOBOIO | 3aupmums pucr..
KAQBILLIEIO MULLIKM HO IMEHI (&) Brokuposat aueiiky
ﬂOTpI6HOFO OpKYLUO, B Bcrasute... %f ®opmar gueek...
KOHTEKCTHOMY  MEHIO BLOpPATU Yaanwre
BKO3|BKy I—lepel\/’]MeHYBGTM TO ) MepeumeHoBaTE
KAQBIATYPM BBECTM HOBE IM'A GO0 X |t

= cxogHEIN TekeT

MNPOCTO ABMI KAQLLHYTH /\IBO+O
KHOMKOIO MMLLIKM HO IMEHI apKyLLQA [
BBECTM HOBE IM'4.
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LLO MOXHA POBUTU 3 APKYLLAMWU?

e
APKYLLA MOXHO
BKAOAMHOK 3 IMEHOMM APKYLL
HUXKHIM YOCTUMHI BIKHO TOBAMYHOTO
npoLecopa.

NepeMILLLEHHS AO
BKACOAHWKM MEPLLOTO
APKYLLQ;

NepemiILLEHHT AO
BKAQAHMKM NOMNEPEAHBOTO
APKYLUQ;

NEePEMILLLEHHS AO
BKAQAHWKM HOCTYMHOrO
APKYLLQ;

NepeMmiLLLEHHS AO
BKAOAHMKM OCTAOHHBOTO
ApPKyLLQ.




AKLLO NOTPIOHI HE BCI QPKYLLI [
KHUM, 30MBI MOXHA BMACAMTU 30 R
AONOMOTOI0 o
BKOI3IBKM BMAGAMTI KOHTEKCTHOTO ||
MEHIO APKYLLIA. 30 HEOBXIAHOCT] s
AO KHUITM MOXHO AOAOQTM HOBI

BcrasuTe...
Yaanute
MepenmeHoBaTh

MNepeMecTUTL/CKONMPOBaT...

= McxoAHbIN TeKCT

3aWNUTUTD AKCT...

LiseT apaeiyka

APKYLUI, AA% LUbOrO MNOTPIOHO Crpams
CKOPUCTATMCSH BKOI3IBKOIO Ema
BctaBmtt  BKAOAKM  OCHOBHQ, —
BcTaBmTU AUCT abo B

KOHTEKCTHOMY MEHIO BYAb-9KOTO -

APKYLLC BMOPATH 2 o & &

BKQ3IBKY BCTABMTH, Y AIOAOTOBOMY ST Rl T

BIKHI BKO3ATM AMCT TA KAMKHYTU ”

KHOMKY OK. 3PY4HO

CKOPMUCTATUCS KHOMKOK AOAATU

apkyLL FEaR.




AK 3MIHUTU BMICT KAITUHKU?

AAS 3MIHM AQHUMX HO HOBI MO>XXHCO BUAIAUTUA
NOTPIOHY KAITMHKY BBECTU AO HET HOBI AQHI;

X
AAS PEAQTYBAHHS BCEPEAMHI KAITUHKY MOTPIOHO ¥

BUAIAMTU M HOTUCHYTU KAQBILLY F2, a0 ABIYi , I
KAQLLHYTU MULLIKOKO HO KAITWUHLL, MPU LLbOMY B Al v (0 X & Jx | KocTAHTHMH
KAITUHLI 3'9BASETLCS KYPCOP BBEAEHHS; A B C D E

1 KOCTﬂHiIMH

AN PEAQATYBAHHS B PIAKY CDOPMYA Tpeba X Al QHOAOTYHA BiA

BUAIAMTU MOTPIOHY KAITUHKY, KAQLIHYTH B PSAKY HOTUCHEHHS HO KAGBIATYPI KAGBILL

POPMYA TG 3MIHMTI ACHI. Enter. HatucHeHHs kHOMKM Ckacysar
KAQBILLIi ESC AO3BOASIE BIAMOBMUTUCH J
BBEAEHMX 3MIH TA MPUBOAUTL AO B
PEXMMY PEeAAryBAHHA. [P Lib

OyAe BIAHOBAEHO MOMepeAHi g
MOTOYHOI KAITMHKM, AKLLLO BORG HE ByAQ
MOPOXHBLOIO.



KpoiM  BCTOBAGHHS TA BUMAOAEHHS
PAAKIB QOO CTOBMLIB i3 TAOAMLL, MOXHQO
AOACBATM QOO BUAQAATM  OKPEMI
KAITUHKM B0 MPAMOKYTHI AIAMA30HMU
KAITUHOK.

Y LbOMY BUMAAKY AQHI, LLLO BXE €,
MOXYTb 3MILLLYBATUCb B OAHOMY 3
HAMPAMKIB, 30MNPOMNOHOBAHUM y
BIAMTOBIAHOMY AIOAOTOBOMY BIKHI.

AKLLO MOTPIOHO BCTABUTM KIABKA
PAAKIB QOO CTOBMLLB, TOEOA BUAIAMTU
CTIAbKM PSAAKIB OO CTOBIMLLB, CKIAbKM
TPEBA AOAATH, TA BUMOPATM BKA3IBKY
KOHTEKCTHOTO MEHIO AOAATU KAITMHKM
abo y Bkaaaul OCHOBHO BMOPATH
BKQ3IBKY B MEHIO
BCTABUTM BUOP AT BCTABUTU KAITUHKM,
Y BiKHI AOAQBQOHHS KAITMHOK BKQ3ATU
BIAMOBIAHO PaAOK aBo Crosnelb.
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