ITPAKTUYHA POBOTA Ne 3

Tema. Benenns, pegaryBanss it popmMaTyBaHHS TEKCTY
Mera:
- HAUUMU CMYOEHmMI8 NPUUOMAM pedazy8anHs CUME0I8, ab3ayie, CIMOPIHOK ma
BUKOPUCMAHHS WUpUDmis;
- po38uU6amu NPAKMUYHI HABUUKYU MA 6MIHHA WOOO0 0QOPMIEHH MEeKCMOo8ol
iHhopmayii 3a 00NOM02010 3ac00i8 MEHIO,

- guxosysamu Kyiomypy cnoxcueada I1IK.

TeopeTI/qua qyacTuHa

[ToTykHuii TekctoBuil penakrop Microsoft Word mnpusnauenuii s
1HAMBITYyaJIbHUX KOPUCTYBayiB Ta KOMIIaHIH, CTBOPEHHS MPOQeciiHO 0(hopMIICHUX
TEKCTOBHUX JIOKYMEHTIB Pi3HOI CKJIaJHOCTI. BiH 103BoJI€ MiArOTYBAaTH MEYaTHI Ta
CJIEKTPOHI TEKCTOBI JOKYMEHTH (HAmpHUKJIaaA: 3BITH, JIMCTH, pedeparu, KypcoBi
poOOTH, KHUKKH, BITaJbHI BIIKPUTKH TOLIO).

Microsoft Office Word 2007/2010 - po3pobnenuit st CTBOPEHHS,
penaryBaHHs Ta popMaTyBaHHS TEKCTY. B OHOBIIEHI BepCii cTamu JOCTYIHI 03714
GyHKIIIM, B TOMY YHCII MOXJIMBICTh 3aXMCTy BalllOTO JOKYMEHTa, TEPETBOPEHHS
1oro B pi3H1 hopmaTH.

[HCTpyMEHTH makeTa OMOMOXYTh INBUJIKO, SIKICHO 1 KpacMBO 3MIHIOBATH
30BHIIIHIA BUTJISA TEKCTY, 10JAaBaTH B HbOTO TpadiuHi eneMeHTH, Gpirypu, Tadbaui,
rpadiku Ta giarpamMu.

3aBantaxxeHHs1 Microsoft Word 3ailicHroeThes 1o cxemi: [Tyck

=> Bce nmporpaMmsel => Microsoft Word

Hao6ip Ta gopmMaTyBaHHHA TEKCTY

Halip TekcTy 3a J0MOMOro KiaBiaTypu € OCHOBHHUM CIOCOOOM BBEICHHS
iHpopMmarii B komn’1otep. [lix yac podotu 3 TexctoBuM mpouecopom Word® 2010

1



TEKCT, 110 BBOJAUTKLCS, B1IOOpakaeThCsa Ha OLIOMY apKylIlli 3J1iBa BiJl Kypcopy (IuB.
puc. 1).

[Tepen moyaTkoM poOOTH X0Uy IPUBECTH OCHOBHI MPUHIIAIIA HA0OOPY TEKCTY:

- knaBima «IIpo6im» («Space») BUKOPUCTOBYETHCS TIIBKHA IS PO3ILTY
CIIIB MK c00010. MK clToBaMH Mae OYTH JIMIIE OJUH IIPOOLIT;

- kinaBima «Enter» BHKOPUCTOBYETHCS JHUINE JJIS 3aBEPIICHHS OJIHOTO
a03aIry 1 MoYaTKy HOBOTO;

- nepen 1 micyig TabauIps Ta PUCYHKIB Mae OyTH mycTuid ab3ar;

- BC1 orepaiiii 3 GopMaTyBaHHIM TEKCTY Kpallle poOuTH repes; HabopoM uu

K€ TICIIS 3aKIHYCHHS BBOJY TCKCTY.

W ) L AT o T . a2 Fonia Cuicnaca] - MREERTod T

u S ™ FESTOEE N U amun | aéen AabOE Aab6B Aabol

Puc. 1 — Bikno nporpamu Word® 2010 nipu BBOJI1 TEKCTY B TJOKYMEHT

Bbynp-sike hopmaTyBaHHSI TEKCTYy MOYMHAETHCSA 3 HWOTO BUAUICHHS. {15 1mporo
BUKOPHUCTOBYEMO MHUUIKY: MEPEMIIIAEMO KypCOp MHUIIKHM Ha MOYATOK (parMeHTa i
HATUCKYEMO Ha JIIBY KHOIIKY 1, HE BIJIITyCKAlOYM KHOIMKY, TOYNHAEMO PyXaTH MUILKY
710 KIHIIS HaIoro gparmenTa. J[OBIBIIM MHINKY JI0 KiHIIA TECTY, HAM HEOOX1THO ii
(xnomky) Bimmyctutu. DoH 0oOpaHOro HamMu (¢parMeHTa TEKCTy CTaHE CHUHBOTO

KOJIOPY (IUB. puc. 2).
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L TS U e, B Hecsy 8 EnRO0FO POIIOECTI A K TEAUNBITA § TEATTIIRAM ST AW | TAOQecapm
Word 2000, W0 0QeTeYy OUMLA GEENDTD n@nTa naL Mionsodt* Oftice

FUR LU T OO TYCYIITIE Z32 46 et BODHTIE TRGODIMH WOre Lie sepon Word 2000, worpa mae
GML0 vy NIOTEE IMTTEYMEHTIL, T3 Dagcl WO 2307 Wand 20190, 8 mine €I Intepdofis numes|
NCTDH METTE.

Npa walop! seacsy ne OBy Na' matn, Wi

Puc. 2 — PesynpTaT BUaiIeHHS HEOOX1THOTO (hparMeHTa TEKCTY

Tenep yci koMaHmu, MO MU 00UpaeMo, OYIyTh 3aCTOCOBYBATHCS TUIBKH JO
oOpanoro Tekcty. | mounemo 31 3Minu mpudTy. [HDOpMaIlito mpo HHOro Mporpama
BUBOJIUTh Yy paMmIli, IO 3HAXOIWUThCA HWXKYE Ha3BU 3aKJIaaku «BcTaBlieHHDY

Calibri - , . , . . ,
. g Toro, 100 3MIHUTH HOro Ha 1HIIKWNA, HEOOX1THO HAaBECTH MUIIKY Ha ous

Ha3BI/; mpu@Ty 1 HATUCHYTH OAMH pa3 JIIBOIO KHOMKOIO. [icast iboro BUmajae Cumcox,
KU MpeCTaBIeHO Ha puc. 3.

Haxonumo HeoOXiJHYy Ha3BYy 1 HAaTHUCKAEMO HAa HEl OAWH pa3 JIIBOK KHOIKOIO
MUIIKHA. Y BHUMAJAKY, KOJU HEOOX1HOTO MpU(TYy HE BUIHO, MOXKHA 32 JIOTIOMOTOIO
MUIIKH (TOKPYTUTHU MOTO) MEPETISIHYTH 1HII HAa3BU MIPUQPTIB 1 00paTu TOH, 110 Tpeda
(muB. puc. 4).

Jlns toro, moO Bami JOKYMEHTH BiTOOpakalucs HE TUIBKM Ha BalioMy
KOMIT FOTEpI1, aje 1 y BalllUX KOJIEr 1 APY3iB, s pEKOMEHAYI0 BUKOPUCTOBYBATH TaKi
mpudTr: Times New Roman a6o Arial. Bonu Bxe BcTaHoBieHi Ha 6aratbox I1K i
TOMY HE TIOBHHHO BHHHUKATH TPOOJIEM MPHU MEPerisiai TEKCTOBUX TOKYMEHTIB, IO
HaOpaHi 3a JI0TIOMOT'0K0 HUX.

HactynmHuMm ejneMeHTOM TeKCTy, IO YacTO 3MIHIOIOTh, 1€ HOro po3Mmip.
[Hdopmaliiss Mpo MOTOYHUN PO3MIP TEKCTYy, IO OOpaHO, BUBOJAMTHCS B paMill, IO
3HaXOAWTHCS mpasimie Bia Ha3zBu mpudty. Jii mpum oOupaHHI HOBOTO PO3MIPY

IIEHTUYHI TUM, 1[0 BUKOPUCTOBYIOTHCSA MpU BUOOp1 HOBOro mpudry. HaiiOubn



nomupeHuit po3mip mpudty — 14, mo 703BOJISE JETKO 1 0€3 YCKIaJHEHb YUTaTH

TEKCT (AuB. puc. 5).
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e MpuaiT, yuTau! T TPMEEW 8 PyKam BHAZHHA 3 cepil

i «KOPOTRAMA MaliCTEP-RAAC 260 NPAKTHYHWIA NOCIBHAK AAR

5  nouarxisuax. B HEOMY R CNPOGYIO PO3NOBICTI A

NPALYIOEATH 3 TEKCTOBKM peAaKkTOpom (npouecapom) Word
2010, w0 BXoAUTL Y cxaA odicHoro nakera sia Microsoft®
Office.

Ha garui “ac momHa 3yCTpina aesinbka sapianTie

Puc. 5 — Bubip po3mipy mpudrty B mporpami Word® 2010



Takoxx MOXKHA 3MIHUTH HAKPECJIEHHS JIITep B TEKCTI 1 3p0OUTH X KUPHUMH,
KypCUBOM YH 3 MiAKpecICeHHSAM. [ IbOro HaBOJMMO Ha HEOOXiTHWI CHMBOI i
HATUCKYEMO Ha HBOTO OJMH pa3 MUIIKOIO. Ilicig 1boro 3MiHIOETHCS HAKPECICHHS
JiTep 0OpaHOTO TEKCTy 1 OyKBa, IO XapakTEepHU3ye Iel TMapaMmeTp, 3aTUIIA€ThCS
HaTUCHYTOIO (nuB. puc. 6). IloBTopHE HaATHCKyBaHHS Ha 10 OyKBY MpHUBEIC 10
CKacyBaHHS OIepailii 3MiHH HaKpeclIeHHsI TEeKCTy. Pe3ynbraTi 3aCTOCYBaHHS ITUX
KOMaHJ| HaBeZleHi Ha puc. 7. He 3a0yBaiite, 1m0 11i KOMaHIM MOXKHA TOEIHYBATH,

TOOTO 3pOOUTH TEKCT KUPHUM 1 3 KypCUBOM.

-

Times NewRom ~ 20 ~ A Times NewRom v 1200 ~| A~ A"
= ! ‘ =
K& T - oabe X, X K| & IO - abe x, X Times NewRom ~ 200 ~ A A
WpudT ) (=) 2
tWpudpr X £ IO |r|labe x, X
i % = = < i
Hpeis (GHtB) ¥ Kypcus (Ctri+T) T (Wipm
3acrocyBaHHA S ) =
KUPHOrO A Oty Ral i Niaxpecnenns (Ctri+U) (¢
KYPCUBHOTO s
FESREAnISAY HaKPeCTEHHA 40 MigkpecneHya
BWAINEHOTO TEKCTY, P A AKR
BUWAINEHOFO TEKCTY, EMAINEHOrO TEKCTY,
a) 0) B)

Puc. 6 — Bubip nakpecnenus mpudty B nporpami Word® 2010

Ipusir, wnraka! [Ipusim, uumay! IlpuBiT, anray!

a) 0) B)
Puc. 7 — PesynpTaTu ipu BUOOP1 )XKUPHOTO (@), KypcuBHOTO (0) TEKCTY Ta 3

nigkpeciaeHHsM (B) B mporpami Word® 2010

TyT %e 3HaXOAITHCS KHOTIKHU, IO TO3BOJISIOTH 3pOOUTH TEKCT 3aKPECICHUM

AN
. , 30LITBIIMTH/3MEHILIUTH PO3MIP PUPTY ; BMIHUTH PETICTP TEKCTY

Aa

- 3poOuTH OYKBH BEIHMKAMHU 200 MATUMU ~, oro Koutip Q- , BUJIUIGHHS TEKCTY



KOJIBOPOM sl
[Ipn wHaGopi MaTeMaTHYHUX YH XIMIYHHX (QOpMYJT Jy’K€ 4YacTo HEOOX1IHO
BBOJIUTH TEKCT y HIKHBLOMY UM Y BEpXHBOMY perictpi. Hampuxian — x2 un H,0. 1le
MOKHa 3pooutH 3a JomoMoror komanj «lligpsaxoBuit 3Hak» *: Ta
«Hanpsankosuil 3Hak» X . Pe3yabTaTd 3aCTOCYBAaHHS LHMX KOMAHJ [0 BUILJICHOIO
TECTY HaBeJEHI Ha pucC. 8.
Tpusits | [H TprMaen

Puc. 8 — Pe3ynbpraTu 3acrocyBanns koMau[ «IliapsaakoBuii 3Hak» *: Ta

«Hanpsaxosuii 3Hax» X 10 06paHoro Tekcty B mporpami Word® 2010

Hactynni mapameTrpu, 10 4acTO 3aCTOCOBYIOTHCS 0 oOpaHOro (pparMeHTa,
BIIHOCATBCS 110 omepanii 3 ad3auamu. Lle BUpIBHIOBAHHS TEKCTY BIJIHOCHO KpaiB
CTOpiHKH. BoHO MOXxe OyTH 10 JIBOMY KParQ, 10 LICHTPY, [0 IPAaBOMY Kparo Ta 10
mupuHi. O0patn HeoOX1aHE BI/IpiBHIOBaHHH=MO)KHa, HAaTUCHYBIIM HAa BIJIOBIIHY

KHOIIKY OJIUH Pa3 JIIBOIO KHOMKOIO MUIIKK:  (BUPIBHIOBAHHS 110 JIIBOMY Kparo, BOHO

aKTUBOBAaHE aBTOMATHYHO); (mo weHTpy); (mo mpaBoMmy Kparo); (o
mupuHi). [Ipo Te, mo BuOpaHO OAWH 3 BapilaHTIB, CBIAYUTH BAAaBJICHA KHOIKA, a
MEPEMUKAHHS M)XK BapiaHTaMH BUKOHYETHCSI HATUCKAHHAM HAa HEOOXI1/IHY KHOIIKY.

B nopsiaky pekomennaiii ckaxy, 10 TEKCT, BUPIBHSIHUI MO MIMPUHI HabaraTo
Kpallle BUIJISAAE HA CTOPIHII, 1 TOMY paaXy 3aBXIH BUKOPUCTOBYBATH 1€
BHUPIBHIOBAHHSI.

Pe3ynbratu 3acTocyBaHHS KOMaH/ BUPIBHIOBaHHS MPUBEIEHI HA pHC. 9.

[Tpusir. auraa! Ti rpavacn B pyKas BIUIAHHA 3 cepii

Hpusit, auray! T rpaMacin 5 pyxas siciansg 3 cepii : R % 4 =
«Koporkuii maiicTep-xiac a60 npak Tt nocionmg 1 «Kopori l. MBACICP-KIAC 20O npa_xmmmm ""'Cmmn" L
NOUATKIBLDY. B HBOMY R CIIpO6YI0 ponosicTi 8K NO9aTKiBIs. B HEOMY 8 cOpodYI0 POIORICTH 9K
MpaiioBaTH 3 TEXCTOBIN peaaxTopoM (nporecopon) Word NPAIOBATH 7 TERCTORIM peslakiopom (nponecopom) Word
2010, 10 #X0ATE ¥ CEART OPICHOTO MAKeTa 1ijt 2010, mo BXOqTE Y ¢KIa OPICHOTO HAKETR Bi
Microsofii Office Microsoft® Office

a)

0)



Tpusit, wirray! Ti rpusacts B pyRaM RigtasEs 4 cepii
«KopoTkiii MaiicTep-KInc ad0 MpaKTiriHi HOCIOHIE 211
ROFATKIBD, B HEOMY # CHPOOYVIO POINOBICTIL K

[Tpreir, wrras! Ti TpiMacn B pykaM BIZAHHE 3 Cepil
«KopoTtkimi mMajieTep-iiac abo NpakTIrM il MOCiOHIK 114

3 Z SIBLAY. My ) i
NPAIROBATIT & TEKCTOBIM pexaxTopoM (nporecopos) Word BodaTRise. B oy, X CipoGyIo’ pOsHOBIIN. AK
2010, mo sxomITs Y et odichoronakeranin  NPAIOBATIL 3 TCKCTOBIM PEARKTOPOM (nponecopom) Word

Microsoft Office. 2010, mo sxomms y cxkaan odichoro naxera Bin
Microsoft® Office

B) r)
Puc. 9 — Pe3ynbpTaTtu 3acTocyBaHHS KOMaH/1 BUPIBHIOBaHHS (110 JiBOMY Kpato (a), o
1eHTpy (0), mo mpaBomy Kparo (B) Ta 1Mo mupuHi (T)) 00paHOro TEKCTY B Mporpami

Word® 2010

[Ipu ¢popmaryBaHHI TEKCTY 3aCTOCOBYIOThCA BiacTynu. OAHHM 13 BapilaHTIB
BIICTYNly € Tak 3BaHUN «YepBoHUM pSII[OK»—.' 3a BiACTYNHW BIANOBIIAIOTH OCh IIi

= £% . .o .
CIICMCHTH. Ta , IO PO3TAalIOBAH1 HAa T'OPHU30HTAJIbHIN (BOHa 3HAXOAUTHCA II1A

CTPIYKOBUM MEXaHI3MOM) JIHIHIII. [X 111e Ha3UBaIOTh «TPUKYTHUUKAMI.

| —

PosrnsiHemo, 3a 110 BIANOBIA€ KOXKHUM 3 ITUX €JeMeHTIB. [lepmimii enemMeHT -
(«HOCHK» HOTO IMBUTHCS BHU3) pOOUTH BIACTYI NEPIIOTO PsiAKa, TOOTO

«4epBOHMM  paAmok». Jpyruit ememeHT = («HOCHK» OMBUTLCS Yropy), IO

pO3TallOBaHMil 371iBa YW 3HU3Y, OUIA MEpUIOro, 3MIHIOE BIACTYI 371iBa JO BChOTO

a63amy. Tperiii enemMeHT ™, Takuii e [K i APyTHii, aje po3TalIOBaHUi BiH cHpaBa,
BIJIMTOBIIA€ 32 BIJICTYI BCHOTO ab3ally Bij] MPaBOTO KPar CTOPIHKH.

JJist CTBOpPEHHS BIACTYIY, HATPUKJIAJ «4E€PBOHOTO PSAJIKA», HABOJMMO MUILIKY Ha

- — ]

NepInii  eJIeMEeHT = 1 HATUCKYEMO JIIBY KHONKY MumIKW. Ilicns mporo
NepeMillyeMO MUIIKY BIPaBO YHM BIIIBO Ha HEOOXIAHY BIJACTaHb 1 BIJIYCKaeMO
KHONIKY MUIIKK. Bce, Mu mMaemo BiAcTyn y mepmomy psaky. Tak camo, MOKHa
3MIHIOBAaTH BIJCTYIM 3JliBa Ta CHpaBa y BcboMy a63ami. Ha puc. 10 HaBeneni

pe3yabTaTi poOOTH 3 BIJICTYIIAMH.



TR 5
Biactyn nepiioro pagka Hasucarounii sigctyn

[Tpusit, gnt IIpmusiT,
cepii «KopoTkmii maiic cepii «Kop«
UL TOYATKIBILDY. B MOCIOHMK 1.
IIpaIOBaTH 3 TEKCTOBY PO3MOBICTH
2010, mo BXOIHTH (mpornecopo:
Microsoft® Office. ogicHOrO I
Ha nanmii yac mo’xHa 3 Ha manmii gac Mok

a) 0)

e 121 13+ | " p4+ 1 15+ 1 116 1+ | 41 1181
Biactyn 3nisa @

[Ipusit, unray!

cepii «Kopotkuit Pyl

HOCIOHNK 1A 110 °p-Kiiac

PO3MOBICTH K Ip: KIBIID).

(mportecopom) Wi TH 4K

0¢iCHOTO MakeTa B KTOpPOM

Ha nanmmii gac MOKHa 3 \IATD Y
B) r)

Puc. 10 — Pe3ynbpTaTtu pob0oTH 3 BiACTYNamMu y mepuiomy psiaky (a), 3i1iBa (0) Ta

cipasa (T) y BchoMy ao63aitii B mporpami Word® 2010

Sk1110 Bac He 3a/I0BOJIbHSIE, IO BC1 TapaMeTpu mpudTy Ta ad3airy, 1o po3MilieHi
B PI3HUX MICIISIX, TO MOYKHA CKOPUCTATUCS BIKHAMHU, JIe¢ BOHH (TIapaMeTpu) 310paHi B
oJIHOMY MicIii. [[71s1 11b0oro HaBoIMMO Kypcop Ha 3Ha4oK '+ Ot Hanucy «IlpudT» abo
«A03a1» 1 HATUCKYEMO Ha HHOTO OJIUH a3 JIIBOK KHOMKOr Mmwimi. Ilicis 1poro
3 ABJISIETHCSI BIKHO, JIe¢ MOYKHA 3MIHIOBATH MapameTpu mpudrty (auB. puc. 11, a) uu
a6z3aity (auB. puc. 11, 6).

3a TOTIOMOT0F0 T1aJIOrOBOTO BiKHA A03all MOYKHA 33J]aTH TaKi apaMeTpH:

* BHUPIBHIOBaHHS;

* MDKPSKOBU IHTEpBAJ;



* BIJICTYIIU 371iBa, CrpaBa (BiACTaHi BiJ ab3ally A0 JiBOi Ta MPaBOi MEX TEKCTY);
* BIICTYH MEPIIOTO psaKa ab3alry Bif JTIBOT MEXIi IHITUX PANKIB (Y POSKPUBHOMY
CIIMCKY MEPIIHK PsIIOK CITil BUOpaTu ejaeMeHT BincTyn 1 BBeCTH HOTro po3mip y MmoJii

HA mnpaBopyn);

* iHTEpBaJIM Tmieped ab3aloM 1 MICIS HBOTO, 3a JIOMIOMOIOK SKHMX MOYKHA
BIJIOKpEMUTH I1eH ab3al1 Bij nornepeanboro ta HactymnHoro (mojst ITEPE/] 1 ITICJIA B
obiacti IHTepBanm).

A Y BHUIIAAKY, KOJH IIOCH HC TC OTpUMAJIH, 3aBXKIN MOXHA CKOPHUCTATHUCA

koMmaHaow «CkacyBaTh BBiI» , 0 3HaxoauThcsl Ha «llaHenl MBHAKOTO

JOCTYITY» 4 KoMOiHatier knasii «Ctrl» ta «Zy», HaTUCHYBIIH X 0JIHOYACHO.

s = = e

--------

= neimed

Mpusit, wirray

AT St BOMODOCT IR SN B | T v T T | IR T |

a) 7 0)
Puc. 11 — BikHa HanamTyBaHHs mapaMeTpiB mpudTy (a) Ta ad3aiy (0) B

nporpami Word® 2010

Jlst aG3aity Mmoske OyTH 3a/1aHa 3aJTMBKa KOJIHOPOM 1 00paMIIEHHS MEXKaMH, IS

o 3 . . .
ObOro 3aCTOCOBYIOTHCA KHOIIKH LE- Rgh s , AK1 JO3BOJIAIOTH 3a1aTu HOTp16HI/II/I

KOJIp 1 BUJI KOPJIOHIB JIJIsI BUJIJIEHUX YaCTUH ad3airy.

BceraBiieHHs1 00°€KTIB (PUCYHOK) B TIOKYMEHT

HasBHicTh pUCYHKIB, Jliarpam, Ta0auIlb, POpMYII Ta IHIIUX NOIIOHUX €JIEMEHTIB

B TEKCTI 1 BIAPI3HIE TEKCTOBHUM MPOIIECOP BiJl IPOCTOrO PEIAKTOPA.



PosrnsHemMo sk BCTaBUTH caMi IIPOCTI 1 Iy’Ke 4aCTO BUKOPUCTOBYBaHI 00’ €KTH
— pucyHku. [{ns 11poro HEoOXiIHO oOpaTu Miclie, Je Oy/e BCTABJICHO 1LIEH 00 €EKT.
[ToTiM HaBecTH MHINIKY Ha 3aKiIaaKy «BcTaBiaeHHs» 1 HATUCKYEMO Ha HE1 OJMH pa3
JIIBOIO KHOMKOIO MUIIIKH. 3’ IBUTHCS MEHIO I11€1 3aKyaaku (AuB. puc. 12). 3Haxoaumo
Hamuc «PUCYHOK» 1 THCHEMO Ha HhOTO OJIMH Pa3 JiBOK KHOIMKOIO MUIIIKH.

VY BikHI «BcTaBieHHS pUCYyHKa», 10 3 aBUThCsA (AuB. puc. 12), HEoOXigHO
oOpatu noTpiOHMiA ¢aitin 3 pUCYHKOM 1 TIOTIM HAaTHCHYTH Ha KHOTNKY «BctaButmy. 1
micis i€l onepailii oOpaHuii HaMy PUCYHOK Oyjie pO3TaIllOBaHO B MOTPIOHOMY MicCITl

JOKYMCHTA.

(] Banneremm prcywens |

e » Stmoren ¢ ScOpooeen ¢ . by R

e J00pRREE

o Myea

Iy ety v Jupncyecs \a

Cepgt = feraemre e Cxacynatn

L

Puc. 12 — Bikno «BctaBnennss pucynka» B mporpami Word® 2010

30epeskeHHs1 pe3y/IbTaTIB

I[Ticist mOBrux roJiuH poOOTH HAcTaB yac 30eperTy pe3yinbTaTH Balloi poOOTH.

A BBaxkato, 1110 11e came MpocTa 1 HeoOX1IHA orepallisi B TEKCTOBOMY MPOIECOpi.
IcHye nBa BapianTu 30€peKEHHS TEKCTOBOTO JIOKYMEHTA:
- 30epekeHHs IiJl CTapOl0 UM MOTOYHOI0 HA3BOKO (KOoMaHJa «30epertu» B
saxmanni «®aiiny abo ' na «I[TaHesi IWBUAKOTO TOCTYITY»);

- 30epekeHHs i1 HOBOIO Ha3BOIO (KoMaHa «30eperTu sSK» B 3aKIaIll
«®Daitn» abo & Ha «[Taneni mBuaKOrO MOCTYMY»). BU3BaTh BikHO (AUB. puc. 13), e
MOXHa oOpaTH HOBE Miclie Ta iMm’s ¢aina, HOoro MOXXKHa 1 3a JOTOMOTOIO

dbyHkioHanpHOT Kiaimm «F12y.

10
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Puc. 13 — Bikno «306epexenHs 1okyMeHTa» B mporpami Word® 2010

[Ticnst BBOY HOBOTO IMEHI JIOKYMEHTA HEOOX1THO HATUCHYTH Ha KHOTKY «OK.
B pe3ynbrari 1bOro Hall TEKCTOBUM (pailyl 3MIHUThH Ha3By Ha Ty, IO OyJia BBEJICHA.

Pesynbrart 1i€i oneparii MoxHa no0aynuTu Ha puc. 14.
Wl e . e o 0 inions wazece [Peans cyrmenaen T MicrosoR Word

BOTARNEm A IPCEEN PTRE) rang Office Tab
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Puc. 14 — Pe3synbTaT BUKOHAHHS 30€peKEHHS IT11 HOBUM 1M’ IM

IIpakTHYHa yacTHHA

3apnanns 1
1. CtBopiTh HOBUIi qokyMeHT Word. Beaits Tekcet ([Joaatok 1), He popmaTyroun
Moro. Bigpenaryiite TeKCT, mepeKoOHaNUTECs, IO B HhOMY HEMA€E 3aiBUX MPOITYCKIB, 10
nedicu it TUpe BBEICHO MPABHIIBHO 1 T. 1.
2. Jlns 3arosioBka 3ajaiiTe Taki napameTpu popmaryBaHHs: mpudt — Arial, po3mip

— 20 0T, HaNMCaHHS — HAMIBXHUpPHE, BUPIBHIOBAHHS — IO LIEHTPY, MUKPAIKOBUI
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iHTepBa — 1,5, KOJIip TEKCTY — 3€JIeHU, BC1 OYKBU BEJIMKI, KOJIIP BUJILJICHHS TEKCTY —
YKOBTUH.

3. 3acrocyBaru A0 mepuioro adb3aiy TeKCTy opMaTyBaHHS: BIJICTYIH: J1BOPYY —
1,27 cm., mpaBopyd — 2,3 cM., IEPIIUNA PAJIOK HA 5 CM., IHTEpBaJIU: Iepe] ad3aroM — 5
TIT, TICHs — 8 IT, MDKpSAKOBUN — 1.

4, Jlns npyroro ab3aily JOKyMEHTa BCTaHOBUTH mipudT Arial, po3mip — 14 mr,
HAKPECJICHHSI — KypCHUB, KOJIp — YOPHMIA, BCTAHOBUTH BUPIBHIOBaHHA ab3ally — IO
IIEHTPY, 3aJIMBKa a03aIly — OJIAaKUTHHM, BCTAHOBUTH HIKHIN KOPJIOH ab3airy.

5. Jlna mepuroro a63amy goxkyMeHta BctaHOBUTH ipudT Times New Roman,
po3Mip— 18 nrt, HaKpeCIeHHS — MIAKPECICHUM KypCHB, KOJIp — YepBOHUH, ePeKT —
3aKpECIICHUI, BCTAHOBUTH BHPIBHIOBAHHSA a03ally — MO MIMPUHI, MDLKPAIKOBHIMA
iHTepBan — 1,5.

6. s mignucy 3amaiite Taki mapamerpu: mpudt — CourierNew; po3mip — 10 mT;
BHUPIBHIOBAHHS — 3a MPaBUM KpaeM; BIICTyNn nepmoro psaka adzamy — 0 cwm;
MDKPSIIKOBUHM 1HTEpBaI — |; HamMCaHHS — KypCUBHE.

7. 30epexiTh JOKYMEHT, Ha3BaBIIX HOTO (haiil BIACHUM iM'IM Ta MPI13BUILEM.

3aBaanus 2
1. CrBopite HOBHIl nokyMeHT Word. Beeaits Bame [Ipi3Bunie, BcTaHOBITH MIpUQT
Times New Roman, po3mip— 18 0T, HakpecleHHS — KypCHUB, KOJIIp — YePBOHUH.
2. Brenits Bamre Im’s BukopuctoByroun «IlimpsakoBuii 3HAKY.

3. Bsenite Bame [pizButie mie pa3s, BctaHoBuTH mpudT Times New Roman, po3mip—
14 1T, Konip — CUHIH.

4. BgeniTe Bamie naty HapopKeHHS BUKOPUCTOBYIOUN «HampsiakoBuit 3HAKY.

5. BcTaHOBITH MAJIFOHOK KBITIB IT1JI TEKCTOM.
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Honatox 1

MICROSOFT WORD

MaTepias 3 Birkinemii - BismsmoiI eHpmMrromenii,

http://uk.wikipedia.org/
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