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TEMA 1
MNOIIYKY IH®GOPMAIIL B IHTEPHETI

1.1 Homyk indopmanii

THowyx ingpopmayii - 3aBIaHHA, sIKE HailuacTime JOBOAUTHCS BUKOHYBAaTH KOPUCTYBady Iri100anbHOT
MepexKi. AJie 3HAUTH y BEJIUKIHN KIJTbKOCTI CalTIB 1 B€O-CTOPIHOK MOTPiOHE IKepesio — ayke HerpocTo. s
IBOTO TOTPIOHO BMITH BUKOPUCTOBYBATH Pi3HI CHOCOOM MOIIYKY iH(opmarii, mpaBWIbHO (HOPMYITIOBATH
3alUTH ¥ KPUTUYHO OIIHIOBATH 3HAWCHY iH(GOpMAIIitO.

Inmepnem (World Wide Web, WWW, 110 10CTiBHO 03HA4a€e «BCECBITHS IMaByTUHAY) IlIe HA3UBAIOTh
r1100anbHOI0 1H(POPMAIIITHOIO CUCTEMOIO.

OcHo8HI cnocobu nNOwLyKy y e100aibHill Mepexici maKi.

Brasanus adpecu éeb-cmopinxu. 1le HaiimBummii croci6 nomyky. Moro BUKOPUCTOBYIOTE, SKIIO
TOYHO BiZiOMa aJipeca CTOPIHKH.

Ilepemiwenns 3a 00nOMo20l0 2inepnocuiansb. MOXHA TIEPEXOAUTH 31 CTOPIHKA Ha CTOPIHKY,
IIyKalo4H MoTpiOoHy iHpopmanito. Hemomik 04eBHIHMIA: Tak MOXKHA JIOBTO 1 6€3pe3yabTaTHO MOA0POKYBATH
MiJTbHOHAMHU CTOPIHOK [HTEpHETY.

Bukopucranss crneniaibHAX THCTPYMEHTIB MOIIYKY: JOOIPOK MOCHJIaHb, IMOIIYKOBUX KaTaJOTiB Ta
cucteM Metamomyky. Lli iHCTpyMEHTH MalOTh CIIemiajbHI 3acO0M opraHizallii MoOmyky, mo 3ade3nedye
eeKTUBHUNA TONIYK MOTpPiOHOI iH(opmanii B IHTepHeTi. 3HalieHy B pe3yibTaTi MOIIYKY iH(OpMaIio
000B's13K0BO TOTpiOHO mpoaHamizyBaTu. I[lyOmikamii y rio0anpHili Mepexi MOXYTb MICTHUTH 3acTapiity
1H(popMalito a00 HaBITh MOMHWJIKHA. TOMY /10 BUKOpPUCTaHHS 3HalIeHOi iH(opMallii moTpiOHO 3'scyBaTu:

— Koy OyJIO CTBOPEHO CaMT 1 SIK 4aCTO TMOHOBIIIOIOTH MOBITOMJICHHSI HA HhOMY;

— KOMY HaJI)KUTh CalT - MpUBATHIN 0co01 4K opraHi3arii;

— YU € IOCWJIaHHA Ha JiKepena iHpopMarllii;

— YM € 3BOPOTHIH 3B'A30K 3 a/IMIHICTPATOPOM CaiiTy abo aBTOpaMu cTaTeil.

[Tpu BuKOpHCTaHHI MaTepiaiiB 3 [HTepHeTy mOTpiOHO JOTPUMYBATHUCS BUMOI aBTOPCHKOTO IpaBa:
BKa3yBaTH IMEpCOHAJbHI JaHi aBTOpa, MOBHY Ha3By U ajpecy mnyOumikamii. PosrnsHemo aeranbHO
BUKOPUCTaHHS CIIelialbHUX IHCTPYMEHTIB mouryky (puc. 1.1).

Cnewlannul Incrpymentn nowryxy

AoSipxn nocwaans Nowyxonwit xaranor Npocrmit nowyx Poawmpennit nowyx Konrexcrimi nowyx

Pucynoxk 1.1 - [HcTpyMeHTH momryky

Hobipxu nocunans BUKOPUCTOBYIOTHCS Ul MOLIYKY iH(opMarii 3 KOHKpeTHOT TeMu. BoHM MICTSAThH
CIHMCKH MTOCUJIaHb Ha CaliTH, SIKi y ACIKHX BUMAJAKAX 3TPYNOBAHO B PyOPUKH.

Iowykosuii kamanoz - e CTPYKTYPOBaHH#H HAGip MOCHIAHB HA CANTH 3 X KOPOTKHM omucom. Moro
BUKOPUCTOBYIOTH JUIs IONIYKY iH(pOpMAIii 3 pisHOMaHITHHX TeM. Moro, sk i 106ipKy HOCHIaHb, CTBOPIOIOTH
«pykamm». [locunanHs Ha mpkepena iHdopmarii kimacu(]ikoBaHO y TMOIIYKOBOMY KaTayo3l 3a TeMaMH.
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Hanpuknan, ocBita, Hayka, TeXHiKa, po3Baru, moJopoxi romo. KoxkHa 3 nux teM mMoxe OyTH po3durta Ha
HiATEMH, 110 J03BOJISE 3BY)KYBATH O0JIACTh MOIIYKY.

[TomykoBi cuctemu IHTEpHETY BUKOPUCTOBYIOTH TaKi ajJrOPUTMH MOUIYKY: MPOCTHH MOIIYK,
PO3LIMPEHUH NOLIYK T4 KOHTEKCTHUM MOLIYK.

Ilpocmuii nowyx. Tlin yac 1OTO TOIIYKY Y TOJE 3allUTy BBOIATH OJHE a0O0 JEKUIbKAa CIIB, SIKi
MOXYTh XapaKTepU3yBaTH 3MICT AOKyMeHTa. [1if yac BBeJleHHS OHOTO CJIOBA MAaIIWHA BUJAE, K MPaBUIIO,
BEJIMKY KUIBKICTh MOCHJIaHb, 3 SIKUX 00paTH NmoTpiOHy iH(popMamito OyBae JOCUTH CKIagHO. ToMy mpocTuit
MOIITYK BUKOPUCTOBYIOTH JUIS 3HAXOPKEHHS HECKJIaJHUX, OJHO3HAYHUX MMUTAaHb YM TEOPETUYHHX IOJI0KEHb.

Poszwupenuii nowyk. Takuii IOUIYK 3aBKIM BKJIIOYAE 3amuT i3 rpynu ciiB. Ilix yac po3mmpeHoro
MOIIYKY PEKOMEHAYIOTh 3B’SI3yBaTH KIIFOYOBI CioBa JoriyHuME omneparopamu and (i), or (abo), not (Hi)
TOm[O. 3a3BMYail 3amucy KIIOYOBUX CIIB 1 JIOTIYHUX OMNEpaTOpiB y PI3HUX IOIIYKOBHX CHCTEMax abo
0JHaKoBi, a00 MOCUTHh cX0Xki. Tomy, 3aCBOIBIIM OJIWH pa3 MPHUHOMH PO3LIMPEHOTO IMOIIYKY, MOXHA HUM
KOPHCTYBATHUCS JI€ 3aBTOIHO, IEPEKIIOUYMBIIH MAIIMHY B MOTPIOHUN PEKUM POZLIIMPEHOTO TIOIIYKY.

Konmexcmuuu nowyk. TlomykoBi MammMHU, IO TIATPUMYIOTh 1€ BHUJA TONIYKY, BHIAIOTh
MOCWJIAHHS Ha iH(pOpMaIifo, SKa TOYHO Bi/AMOBIIAa€ KIFOYOBUM CIIOBaM y MOIITYKOBOMY BikHi. J[is mporo y
OUTBIIOCTI BUNIA/IKIB KJIIOYOBY (ppa3y MOTPiOHO B3SATH B JIAIKH.

1.2 IomykoBi cucTeMH Ta MpaBUJia NOWYKY iHgopmaii

Sxmo aapecy CTOpPIHKH 3 IIKaBUM IS HAC MaTepiajloM HEBIJOMO 1 CTOPIHKH 3 BIAIOBITHUMHU
MOCHJIAHHSIMHU TaKOXX HEMae€, JOBOJUTHCS PO3IIYKYBAaTH MaTepiayiv y BcboMy IHTepHETI. Y HbOMY BHITaIKy
3aCTOCOBYIOTH TMOIIYKOBI CUCTEMHU - CTIEIiaibHI Web-BY3JIH.

IcHyrOTH 1BA OCHOBHMX METOH TOIIYKY Yy TJIOOATBHIN MEpexi.

VY nepuioMmy BUIaKy BU LIyKaiiTe Web-CTOPIHKH, K1 CTOCYIOThCS EBHOI TeMi. [lomyk 3111 CHIOI0Th
BUOOpOM TEMaTHYHOI KaTeropii 1 MOCTYNOBUM 1ii 3BYKeHHSAM. Takl TOIIYKOBI CHCTEMHU Ha3UBAIOThH
MOIIYKOBUMH KartajoramMu. BoHU 3pydHi, KOJIM BH 3HAlOMUTECS 3 HOBOWO Uid ce0e TEeMOK 4YH XO4YeTe
MEPETJIIHYTH IMIHPOKOBIIOMUN «KJTACUYHUI» PECYpPC HA 110 TEMY.

[Hmmit cnoci6 nouryky BUKOPHUCTOBYIOTH, SIKIO T€Ma HOCUTh BY3bKHi, cnerudiuyHuil xapaktep adbo
MOTPIOH] PIJKICHI, MaJOBIIOMI pecypcd. Y 1LbOMY BHIaJKy MOTPIOHO 3HATH, SIKI KJIOYOBI CJIOBa Mae
MICTUTH TOKYMEHT 3 111KaBOi JIJIsl BAC TEMHU.

Henonikom 106ipok mocuiaHp 1 MOUIYKOBUX KaTaJloOriB € T€, 0 BOHU MPOINOHYIOTh HEBEIUKUN 3a
o0caromM Tepesik MOCHJIaHb Ha CalTH 3 MOTPiIOHOT TemH, 00 iX CTBOPIOIOTH Jroau. s GaratokpaTHOTO
30UTbIIeHHs O00JacTi MOIMIYyKY II0 poOOTy TOTpiOHO aBTOoMaru3yBaTu. [[ns mporo Oymum po3poOieHi
MOIIYKOB1 CUCTEMHU.

[Tomryk y Takux cHCTeMax 3IIHCHIOIOTH 3a JOMOMOIOI0 CHEliaIbHUX MporpaM, sIKi MOCTIHHO
neperisiialoTh BeO-caiiTu [HTepHEeTy, aBTOMAaTUYHO CTBOPIOIOTH KaTajJoOrd IMOCWJIAHb Ta MIATPUMYIOTh
BIJIMOBIAHICTh MIXK CTBOPEHHMMH KaTajloraMHu 1 HasiBHUMHU Yy Mepeki marepiajgamu. PoboTa kopucryBaua 3
MOITYKOBOIO CHUCTEMOIO 0a3yeThbes Ha (OpMyBaHHI 3amUTYy, 3T1IHO 3 SKUM BiIOYBA€THCS J001p MOTPiOHUX
JIOKYMEHTIB. 3anmuT (GOpMYIOTh 3a JIOMTOMOTOI0 OJTHOTO a00 KiTBKOX KIFOUOBUX CIiB. Pe3ynbpTaTH MOIIyKY
HAJAI0Th Y BUTJISI/II CTICKY MOCUJIaHb 1 KOPOTKOT aHOTAIII1 10 HUX.

Knrouose cnoso - 11e cnoBo, ke HalUTMOBHIIIE BimoOpaxae iHhopMaIlito, SKy MmoTpioOHO 3HANTH.

3anum - e HabIp KIFOYOBUX CIIIB, 3a SIKMMH 31HCHIOIOTh TOIIYK 1 BiAO1p HEOOXITHUX JOKYMEHTIB.

Ilowykosa cucmema - 1€ KOMIUIEKC MpOrpaM 1 MOTY)XKHMX KOMI'IOTEpiB, 3/aTHUX MpHIMATH,
aHaJi3yBaTu i 00CIIyrOBYBaTH 3allMTH KOPUCTYBAYiB 3 MOWIYKY iHpopManii y riaobansHiit mepexi. [leprioro
noiykoBoro cuctemoro craga Web Crawler, crBopena B 1994 pomi. Ha Biaminy Bix Toro, mo Oynu
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CTBOPEHO paHillle, 15l CUCTeMa JO3BOJIsUIa KOPUCTyBayaM 3/1iHCHIOBATH MOUIYK 32 Oy/b-sIKUMH KIIIOYOBUMHU
cloBaMHM Ha Oyab-skiii BeO-cropinui. lle cramo crangapToM Ui BCIX CYYacCHUX IIOIIYKOBHUX CHCTEM.
AJpecH TMOIIYKOBHX CHCTEM A00pe Bigomi BCiM, XTo mpamtoe B IHTepHeri. Ha choronHi BUKOPHCTOBYIOTh
Taki nomykoBi cuctemu: Google, Yahoo, Ask ta ixmi. Po3ristaemo ix.

Towykosa cucmema Google, Www.google.com

[1# momrykoBa MaliMHa, OCHOBaHa Ha TNPHUHIMIIOBO HOBOMY aJTrOPUTMI MOUIYKY, BiIPI3HAETHCA
IPaHUYHO ACKETHYHUM iHTepdericoM 1 TpeKpacHUMH pe3yabTaTaMd IOIIYKY 3 BHCOKHM CTYyIEHEM
peneBaHTHOCTI. Ha BinmMiHy BiJ 1HIIMX MOIIYKOBUX CHUCTEM, Yy «IEPIIill IECATHI» pe3yNbTaTiB, BUJAHUX
Google, 3a3Bu4ail Bu HE 3ycTpiHeTe iH()OPMAIITHOTO CMITTS 1 BUNIQJAKOBHUX CANTIB: MICIE CaiiTa B CIHUCKY
HanpsMY 3B’S3aHO 3 KUIBKICTIO TOCHJIaHb Ha HBOTO 3 IHIIMX CEPBEPIB aHAJIOTIYHOT TEMATHKH.

LlikaBoro ocobnuBicTio Google € HasBHICTD APYroi KHONKHU MOPS 3 psaaKoM nomyky. [lepmia kHoOKa
3aIlycKkae TpaguliiiHui MexaHi3Mm. J[pyra KHONKa ojpa3y X NEpeKHMHEe KOpPHCTyBaua Ha CalT, SKWH, Ha
nymky Google, MakCUMaNbHO BiJIIOBia€ HOTO 3aTUTaM.

Towykosa cucmema Yahoo, www.yahoo.com

HasBna 0a3a pmaHuX: HOBHH, KapT, PEKJIaMHUX 1 CIOPTUBHHUX iHQoOpmamiid, Oi3HecC, HOMEpH
TeneoHiB, TepCOHaNbHI BaO-CTOPIHKH, ENEKTPOHHI ajpech (okpema Oa3a manux). llomyk MoskHa
O0OMEXHTH ITEBHUM ITPOMDXKKOM 4acy. [[itoTh omepaTopu «i» Ta «abo».

Towykoea cucmema Ask (xonuwns nassa Ask Jeeves), Www.ask.com

Lo momrykoBy cucremy 3acHoBaHO 1996 poky ['appertom I'yprepowm i [leBinom Baprenom y micti
Bepxmi, mrar Kamigopnis, CILIA. 3 camoro movatky KOpucTyBadi MOTJIM OTPUMATH BiIIOBiAI HA TUTAHHS,
chopMysIbOBaHI y TEMEPEIIHbOMY 4Yaci, a TaKOK BUKOPHUCTATH TPAMUIIAHUN TOIMIYK KIFOYOBHX CIIBO.
CyuacHuii Ask.com Takox MmiaATpuUMye 1e. AJie J0Jy4€HO JOJATKOBY HIATPUMKY MaTE€MaTHKH, CIOBHHK 1
KOHBEPCIIO TUTaHHS.

1.3 [IpaBuaa nomyky ingopmanii

THowyx nompibnoi inghopmayii 30itichoroms y 3 emanu

Cnoyatky HEOOX1IHO MPOAyMaTH TeMy 3alUTy Ta MPOAHAJI3yBaTH, LI0 BU XOYETE€ OTPUMATH B
pe3ynbTaTi nomyKy. [IpaBuinbHO BU3HAaUEHA TEMa MOIIYKY JA0TIOMOXKE BaM MPHU J000P1 KIIFOYOBHX CITIB.

Hpyruit eran - BUOIp MONIYKOBOI CHCTEMH - 3aJIeKUTh MEPEBAKHO BiJl yM0J100aHh KOPUCTyBaya.
[lepen Tum, sik BUOpAaTH KOHKPETHY MOIIYKOBY CUCTEMY, TOTPIOHO 03HAHOMUTHUCS 3 MOMIIMBOCTSIMU KOKHOI
3 HUX. BikHa BCIX MOLIYKOBHX CHUCTEM BUIIIAJAIOTH MO-PI3HOMY, ajleé MICTATh OJHAKOBI 3a MPU3HAYEHHIM
00'eKTH.

Ha tperbomy erani TpeOa BU3HAUUTH, SIKI CAME CJIOBA € XapaKTepHUMU (KIFOYOBHUMU) AJIs IIYKAHOTO
nokyMeHTa. [IpaBunpHO miniOpaHi KJIFOUOBI CI0BA 1 MPAaBUILHO CHOPMYITHOBAHUN 3aUT 3HAUYHO PO3LIUPATH
o0acTh MONIYKY ¥ MiJABUIIATh HOTO €(PEKTUBHICTb.

[Ticnst Toro, ik BU3HAUEHO TEMY IOIIYKY, BUOPAHO KOHKPETHY CUCTEMY MONIYKY, MiA10paHo KIFOYOBI
CJIOBa Ta BUKOHAHO OIPAIIOBAHHA 3alUTY, caMe Yac MeperTH J0 aHaji3y OTPUMAHOIrO CIHMCKY MOCHIIAHb.
Aximo 3HaiACH] TOKYMEHTH Bac HE 3aJ0BOJIBHSIOTH, BAPTO 3BY3UTH 001acTh MOMIYKY. (s mporo moskHa
BKa3aTH JIOJIJaTKOBI KIJIIOUOBI CJIOBa, TEPMIHM, BHU3HAUEHHS, fAKI OyIyTh BKJIIOYEHI 10 HACTYIHOIO
MOLIYKOBOTO 3amuTy. Y AEIKMX IOUIYKOBMX CHCTEMax MJsl 3BYXEHHsS OOIacTi MOIIYKY MOKHA TaKOX
BCTaHOBUTH N03HauKy npanopus «lllykatu y 3HaliIcHOMY» Ta BBECTH JOJaTKOBI KJIFOYOBI CJIOBA.

Dopmysanns 3anumie i NOATNUEHHS Pe3YTbMAmie NOULYKY

Jly)ke 4acTo NOLIYKOBUH CepBep IOBEPTAaE MEHIINH, HI)K XOYeThCs, Mepenik. AOO HaBIakw,
OTPUMaHUI CIHCOK TOCWJIaHb BEIWYE3HH, aje BOHHM 30BCIM HE CTOCYIOThCA 3a1aHoi Temu. [lepmr HiX
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3acMy4yBaTHUCs 1/a00 MepexOoIuTH 10 1HIIOTO MOLIYKOBOTO CEpBEpa, CIpPOOYHTE MOMIMIIUTH Pe3yIbTaTH
MOIIYKY. 3aBaHTAXTE 3aroJIOBHY CTOPIHKY MOIIYKOBOTO CEpPBEPY Y BiKHI Heperisiay. YBaKHO BUBYITH Ti
CTOpPIiHKH (IIOITYKOBOTO CEpBepa), Jie OMyOIiKOBAHO MO0 OpraHi3allii MONIyKY i pi3HOTO POy ITiJKa3KH.
Xoua iX MoJIaHO YyXOI0 MOBOIO (Y BHIIAJKy MDKHAPOJHUX BY3JIIB - aHIIIHCHKOIO), alie iX BUKJIA/IEHO JTyKe
IPOCTHMHU CJIOBaMH, 1 TOJIOBHE, CYNPOBO/KEHO OararbMma mpukiagamMu. Ha »xamp, Maibke Ha KOKHOMY
cepBepi 3aCTOCOBYIOTh CBOKO CHCTEMY MPAaBUJI (CHHTAKCHUC BKa3iBOK).

Heszanesicno 6i0 suxopucmarnozo cepgepa, kepyumecs makumu HACMaHO8aAMU:

[lepen moyaTkoM poOOTH YBa)KHO O3HAMOMTECS 3 JOBIIKOBUM PO3IIIOM MOIIYKOBOI CUCTEMH LIOZ0
TOT0, SIK Kpallle CKJIacTH 3alluT.

Llykatime Oinvwie, Hixc 3a OOHUM C1060M, TOO 3MEHIIMTH KiJIBKICTh IMOCHJIAHb 33 PaxyHOK
MIJBUIICHHS BIAMOBITHOCTI iX TeMi MOMIYKYy. SIKIIO 3amuT MICTHTH JIHMIIE OJHE CJIOBO, WMOBIPHICTBH
oTpuMaHHS HeoOximHoi iHdopmarii Mana. Y BUMAAKy, KOJM TEPMiH YU BU3HAUEHHS BHUKOPHCTOBYIOThH Y
pI3HUX MPEIMETHUX Taly3siX, BU OTpUMaeTe Oararto 3aiiBoi iHpopmamii. Hanpuknan, npu BUKOpUCTaHHI y
3aIUTi KIFOYOBOTO CIIOBA «apXiTEKTypa» cepell pe3yJbTaTiB MOUIYKY BH OTPUMAETE MOCHIAHHS CalTH 3a
TEMaMHM: apXiTEeKTypa y MicTOOYIIBHUITBI, iCTOpisi apXiTEKTypH, apXiTeKTypa OOYMCIIIOBAJIBHOI TEXHIKH,
apxiTeKTypa KOMI'toTepHUX Mepex Tomo. CyBopo morpumyiitecs npasui opdorpadii. Sxmo B pe3ynbrari
MOIIYKY 3a KJIIOYOBMMM CJIOBAaMM HE 3HAWJAEHO >KOJHOrO JOKYMEHTY, MOXJIMBO, BH JOIYCTHJIU
opdorpadidyHy TOMHIKY B HAIMCAaHHI WX CIiB. BukopucroByiite mam Jitepu. [lounHaroum y 3amuti
KITIOYOBE CIIOBO 3 BEJIMKOI JIITEPH, Cepel pe3yiIbTaTiB MOUIYKY BU HE 3HAHETE CIIiB, HAIMMCAHUX 3 MAJIEHBKOT
JITEepH, SKIIO 1€ CIIOBO CTOITh HE MEPUINM y pedeHHi. Hampukiiaa, sSIKIo BM BUKOPUCTAIHN KIIOYOBE CIOBO
«IIpe3eHTallis», TO CcepeA pe3yibTaTiB MOIIYKY BH OTPUMAETEe MOCWIAHHS HAa CTOPIHKU 31 CIIOBAMHU:
«rpe3eHTarlisny, «[Ipesenrarisy, «pe3eHTallis» TOoIIo.

Ha 3amur «peseHTaniss» BU OTpPUMAETe MOCHUJIAHHS HA CTOPIHKHU, SIKI MICTATh JIMILIE CJIOBO
«pEe3CHTaIlis», a pelITa CTOPIHOK 3 IHIIMMH BapiaHTaMW HAMHCaHHS LOTO CJIOBAa Oyje MPOIrHOPOBAaHO.
Benuki miTepu B 3anuTi peKOMEHYIOTh BUKOPHCTOBYBATH JIMIIE B Ha3Bax 1 BiacHUX iMeHaX. Hampukuan,
Mmicto Kuis, my3zeit JIyBp Toio.

Bukopucmosyiime noositini nanku (" ). SIK1o y 3anmuTi B3SITH KJIFOYOB1 CJIOBA y TOJIBIIHI JIANIKH, TO
BU OTPUMAETE NOCUJIAHHS Ha CTOPIHKH, SIKI MICTSTh JaHUM PSAOK caMe y TaKOMy BHIJISL, TOOTO CioBa
OyAyTh WTH TIOPYY OJIHE 3a OJHHUM. SIKIIIO KJIFOUOBI CI0Ba BBOJATH 0O€3 JaroK, TO OTPUMYIOTh ITOCHJIaHHS Ha
CTOpIHKH, SIKI MICTSITh KJIFOUOBI CJIOBA, MOXJIMBO, 1 OKpeMO y Oynb-sIKOMYy Micili JoKyMeHTa. Hampukmnazn,
SKIIO 3aMUT cPopMyIbOBaHO TakuM YnHOM: "CiioBo mpo moxij Iropis", To cepen pe3ynbTariB MOLIYKY BU
OTPUMAETE TOCWIAHHA Ha CTOPIHKH, SIKI MICTATh 1H(QOpMAII0 MPO JaBHbOPYCHKY MHaM'ITKy, MEpIUHY
YKPaiHCBKOTO JIipo-ernocy - noeMy «CioBo mpo noxia IropiBy». SAkio x y 3anmuTi BU BUKOPUCTATH KIFOYOBI
cioBa: CnoBo mpo noxia Iropis (6e3 MoABIHHUX JIAMOK), TO BU OTPUMAETE MOCHUJIAHHS HAa CTOPIHKH, SIKI
OyayTh MICTUTH 1H(OPMAIIIIO PO TYPUCTHYHI a00 BIHCHKOBI TTOXOH, TIPO JIFOJEH 3 iIMeHeM [rop Toro.

Bukxopucmosyiime 3uaku «+» ma «—». Y 3alHUTI 3HAK «t» Iepea KIIOYOBUM CIOBOM O3Haydae
000B'A3KOBY HOTO MPUCYTHICTh y NTyKAHOMY IOKYMEHTI. | HaBMaku, o0 BUITYYUTH JOKYMEHTH, 110 MICTATh
JlaHe CJI0BO, MOTPIOHO MOCTABUTHU MeEpe]l HUM 3HaK «—». Hampukman, sKiio moTpiOHO 3HaMTH 1H(OpMALio
PO JOBUIBHI Mapajienorpamu, NpsIMOKYTHUKU Ta poMOu,ajie BUKIIOYUTH 1H(OpMalliio Mpo KBajapaTH, TO
3anmuT BapTo cOPMYJIIIOBATH TaK: IMapayieaorpaM—KBaapar.

Kopucmyiimecs uimkumu i ACHUMU KIIOYOSUMU CNOGAMU, 110 HAWOUIbIIE MOBHO XapaKTEPU3YIOTh
mpeAMET Bamoro momryky. [TpoBigHI MOIIYKOBI CEpBICH J03BOJISIOTH MOCTABUTH 3allUTAHHS MPUPOTHOIO
MoBoro. Hampuknag «Tell me about the GreenPeace in 1998». Ane Takow MOXJIHMBICTIO BapToO
KOPUCTYBaTHUCS 00epekHO. Y TaKOMY BHUIIJKy MOIIYKOBUN CepBep BIAKWAA€ BCl HE3HAYHI HA HOrO AyMKY



CIIOBa, KPIM THUX, SIKi TIIyMa4HTh SIK KIFO4OBI cioBa. [ nmoganoro mpukiany «GreenPeace» 1 «1998». Ane
ICHY€ MOXJIMBICTb TOTO, 1110 Oy/ie BIIKUHYTO U T€ CIOBO, BAXIIUBE JIJIs pe3yIbTaTiB MOLIYKY.

Bukxopucmosyiime cunonimu. 1le cTocyeTbes mepin 3a Bce HOBUX 00JiacTell 3HAHHS 3 HEYCTAJIEHOIO
TEPMIHOJIOTIEI0. Y TOMY YHCII - IHPOPMALIHHUX TEXHOJIOTIH.

Buxopucmosyiime poszwupenuti nowyk (Advanced Search). Ha OaraThox cepBepax € pexuM
«PO3IIUPEHOr0» a00 «CKJIATHOTO» MOUIYKY, A€ AII0Th CHeliajdbHi CHHTAaKCHYHI MpaBUIIa sl 3aCTOCYBaHHS
OyneBux omepamiii Hajx KIIOYOBUMH CIIOBaMH, Iepea0adyeHO pO3PI3HEHHS BEIMKHX 1 MaldxX JIiTep,
MPONOHYIOTh BHOIp CIIOCO0OIB BHOPSIKYBAaHHS 3HAWICHUX JOKYMEHTIB 1 T.i. SIK yxe 3ragaHo Bulle, BapTo
JOKJIQJIHO BUBYHTH MOXJIMBOCTI OOpaHOTO BaMHU IIOIIYKOBOTO CE€pBEpa, MpaBWiIa YBEACHHSA W
bopmynroBaHHS TEPMiHiB. be3 IIbOro HaBps UM BIACTHCA JOCATTH 3HAYHOT TIOBHOTH TOIIYKY.

Jlokanizytime nowyk. Y 0araTboX BHIIaJKaX, KOJM MpPEIMET IMOIIyKy MOKHA JIOKali3yBaTH
reorpadiuHo, KOPHCHO BUKOHATH MOIIYK HAa CEpBEpax MICIEBUX OpraHizalliii, HaNpHKIaJ, Ha cepBepax
yHiBepcuTeTiB. Tam nepeOyBae Bennye3Ha KiIbKICTh MOCHIIaHb Ha MICIIEBY IIpecy, KOMMaHii i TpoMaIChKi
opranizaiii, OO0 MPaOTh y IOMY perioHi ¥ T.i. 3 pi3HUX NMPUYMH MOIIYKOBI CEpBEpU HE 1HIEKCYIOTh
3HAYHYy YaCTUHY TaKWX JOKYMEHTIB, TOMY iX MOXXHAa 3HAWTH JIMIIEC B PE3yJbTaTi KPOIITKOTO JIOKAIEHOTO

NomyKy iH(popMarii.
1.4 MeranouykoBa cucrema

Memanowykosa cucmema (MeTakpayiep, MyJIbTHIIOTOYHA CUCTEMa) — 1€ MOUTYKOBUI 1HCTPYMEHT,
SKMI HaJCUJIA€ Ball 3aIIUT OJHOYACHO JICKIIBKOM MOITYKOBUM CHCTEMaM, KaTajioraM i, IHKOJIM, B TaK 3BaHy
HEBUIUMY (IIPUXOBaHy) MAaBYTHHY — 310paHHs OHJIaHOBOI 1H(OpMallii, HE MPOIHIEKCOBAaHOI TPAJULIITHUMU
MOITYKOBUMH CHUCTEMaMH. 310paBIly pe3ybTaT, METAMONTYKOBA CUCTEMA 3HUIILYE TTOCUIAHHS -TyOJIKaTH 1,
y BIANOBIAHOCTI 3 BIIACHUM aJITOPUTMOM, 00’ €/IHY€ / paHTy€e pe3ysIbTaTH B 3arajbHOMY cnucky. Ha BigmMiny
B1Jl OKpEMHX MOIIYKOBUX CHUCTEM 1 AUPEKTOPIi, METANIOIIYKOBI CUCTEMHU HE MAlOTh BIACHUX 0a3 JaHUX 1 HE
peectpytoth URL-aapecu caifTis.

MertanomrykoM BapTO KOPUCTYBATUCS HE Y BCIX BUMAJKaX. SKIIO JOKYMEHTIB 3a 3alIUTOM 0araTto, TO
METaMoLIyK He MOTPiOeH 1, MOKIIMBO, HaBITh LIKIUIMBUI, 00 3MILIye Pi3HI JIOTIKM paHX yBaHHA. AJle SIKIIO
JOKYMEHTIB 3a 3allMTOM MaJlo, TO METANOUIyK MOXe OyTH KOPHUCHHUM 3aBASIKU TOMY, IO 00’ €IHY€ BEIUKY
KUIBKICTh IOITYKOBHUKIB.

AprymMeHTH 3a METalollyK €KOHOMJISATh 4ac, 00 Mo30aBiiAI0OTh HEOOXIJTHOCTI BBOJWUTHU 3allUT B
KOXHIM OKpeMill MOIIYKOBIM cucTeMi; pe3yabTaTH, MEepPEeBakHO, OLIbII pPElIeBaHTHI; MOXHA BHUKOPUCTATH
JUIs BU3HAUEHHS HasIBHOCTI NIEBHOTO BEO-CAlTy B TOJIOBHUX IMONIYKOBUX CHCTEMaX, BUSHAUEHHS PEHTUHTIB
cailTy 3a NOMYJISPHICTIO MOCUJIaHb (BaXKJIUBO JIJISl pO3POOHUKIB CAalTIB).

ApPryMeHTH MPOTH METAIOIIYyKy MOJIATaloTh B TOMY, IO JESKl MOIIYKOBI CaiTM 1 KaTaloru He
MIITPUMYIOTh J0JIaTKOB1 TEXHOJOTII MOIYyKY (Taki SK JIANKH, B sKi 0epyTh ¢pa3u, uu OyJIeBl OmepaTopH).
ToMy npu 3acTocyBaHHI TaKUX TEXHOJIOTIH y pe3yibTaTax METANoNIyKy He Oyie B110OpakeHO pe3ysIbTaTH 3
TaKMX MOLITYKOBHUX CUCTEM, a00 I1i pe3ybTaTH Oy1yTh HEB1IMOBITHUMH.

PosrnsiHemo Tunu MetanornrykoBux cucrem (Puc. 1.2).



Peanuwi Necespo Nowyxosi yruaitu

Pucynok 1.2 - Tunu MeTanonrykoBux CUCTEM

—  «peanbHi» Memanouykosi cucmemu, ki 00’ € THyIOTh/pPaHXYyIOTh PE3yJIbTaTH HAa OJHIN CTOPIHIII,

— (IICEBIO» Memanouiykogi cucmemu nepuio2o muny, siki TpyrmyrTh Pe3yJIbTaTH 3a MOUTYKOBUMH
CUCTEMaMH Ha OJIHI{ JOBTiH CTOPIHIII;

— «ncegooy Memanowlykosi cucmemu Opy2020 muny, SKi BIJKPUBAIOTH JJIsI KOXHOI IOIIYKOBOT
CHCTEMH, SIKY BUKOPUCTOBYIOTh, HOBE BIKHO;

— nowykoei ymunimu — IpOTrpaMHi MOITYKOBI 3ac00H

Jlo MeTanonrykoBux cucTeM BigHOCAThCS: Yippy, Dogpile, Mamma, Search Ta inmi



TEMA 2
EJEKTPOHHA ITOLITA I OUTLOOK EXPRESS

Enexmponna nowma - wnavnonynspHimuid 3acid Internet MoXJIMBICTH HaJ IMIBUAKOI MEPECHUITKH
JIUCTIB 3a JIOMOMOI'0I0 KOMIT'FOTEPHOI MEpeski 3yMOBMIIA YCIIIX, IKUM B JJaHUI 4ac KOPUCTYETHCS €IEKTPOHHA
nomta. [Tpote Tenep B IMCTH KpIM TEKCTY MOKHA BCTaBIISITH MPAKTUYHO BCE: MAJIOHKH, ayaio (aiinu 1 T.1.
Kpim Toro, mMoBiIOMIICHHSI MOXHA CTBOPUTH Yy BUTIIAII Web-cTopiHkH, BUKOpHCcTOBYtoun ¢opmar HTML
Opnnouacuo 3 Internet Explorer 6,0 BcranoBmoerhcs 1 Outlook Express, m03BOJISIFOYM BUKOHYBATH
OTPUMAaHHS, BiNPAaBKy 1 CTBOPEHHS JIUCTIB, YMit04n 30epiraTu HE0OXiIHI apecH B aipECHIi KHHU31.

[Ticns 3anmycky Outlook Express ciij 3pasy  3BepHYTH yBary Ha JIiBy naHenb. TyT Bi1oOpa)KkaroThCs
MOILITOBI MAaNkKy, a TakoX cepepy rpyn HouH. [Ipu 3anycky Outlook Express aBromarnuno BuUOMpaeThes
nanka 1mo Bxomsate. s BuOOpy Oynb-sKoi 1HINOI Manmku HEOOX1MHO KJIAIHYTH Ha Hid JIIBOIO KHOIIKOKO
MHUIII.

2.1 OTpuMaHHsl, YUTaHHS i BilnpaBKa JHCTIB

Jns Toro, mo0 oJepikaTH JIMCTH, IO MPUNAILIA, HEOOXiMHO 3a0paTH X 3 MOLITOBOTO CepBepy, Ha
SIKMI BOHH CIIOYATKy HPUXOJATH 1 e YEKAIOTh OJIepKyBaya.

Jlist BUTSTaHHS JIMCTIB 3 MOIITOBOTO CEpBEpy MOTPIOHO BUOpaTH Ha MaHeNi IHCTPYMEHTIB KHOMKY
Hocmasumu. MoxHa ckopuctatucs 1 myHkroMm JlocraButu nowty 3 meHto Cepsic. IIpu npromy Outlook
Express migkmounTbess A0 Internet, sSKmo KoMn'roTep HE MiIKIIOYEHHH, 1 3BEPHETHCS /0O MOIITOBOTO
cepBepy, 100 mepeaatu iM's KOpHCTyBaya 1 Mapojib, WoMmy BinmoBigHwil. Lle pobutbcs 3 MeToro
BUKIIFOUEHHS MOXKIIUBOCTI TocTyny 10 uyxux juctiB. [Totim Outlook Express Biaiiuie rotosi 10 BiAnpaBKku
mucTH (Ti, Kl 3HAXOAAThbCA B mamii Vcxonsmime) 1 oJepKUTh MOBITOMIIEHHS 3 MOIITOBOTO cepBepy (Bci
MOB1IOMJICHHSI OyAyTh NMOMIIlIeH] B manky Bxoxsmiue).

Buxonsun 3 omnmcaHoro BUINE, BHUTIKae, 110 MiIKIOYEHHsA A0 Internet HeoOximHe numie Juis
BiNpaBku abo orpuMaHHs aucTiB. [1[00 iX yutaTh abo CTBOprOBaTH HAa HMX BIJMOBIJI, MIAKIIOYEHHS 10
Internet He moTpibHe. [[ng Toro, 006 MPOYUTATH JIUCTH, 11O NOCTYIUIIH, CIiJ 3aiTH B Manky 1o Bxonasrs,
ITicng poro MOTPiOHO KJIALHYTH HA JIMCTI, 1O I[IKABUTh, B CIIMCKY, PO3TAIIOBAHOMY y BEpXHill maHeni. Y
HIDKHIN MaHeN Bi1I0Opa3uThCsl TEKCT MOBITOMIICHHS.

S0 Ha MMCTI BUKOHATH MOJBINHE KJIallaHHS MUIII, BMICT Oy/le TOKa3aHUI B OKPEMOMY BiKHI.

JUist CTBOpEHHS JIUCTY NOTPiOHO KIAIHYTH Ha KHoMi Cmeopumu 1oBiAOMIEHHS a00 BUOPATH IMyHKT
Cmeopumu 3 meH10 [logioomnenns. B pe3ynbrari BifkpueThes BIKHO CTBOPUTH MOBITOMIICHHS.

VY upomy K BIKHI 3aJal0Th OjepKyBaya B psaky Komy. Jlns uporo ciin abo HabpaTu ioro aapecy,
a00 BUOpAaTH 3 aJApECHOI KHUTH, KJIAIHYBIINM Ha KHomI Komy. Takox MOKHa BKa3aTH JOAATKOBI aJpecH B
panky Konis. OpepxyBadi, BKa3aHi B IbOMY PSJIKY, TEX ojepxarb JucT. [Ipote Ti, XT0 OYyB 3amaHuii B
paaky Komis, 3M0yTh Ai3HATHUCS, XTO OKPIM HHUX OJiepKaB el ke ucT. Y psaaky Tema ciigye 3a1atu TeMy
MOBIAOMJICHHS 200 KOPOTKHIA 3MICT JTUCTY.

[Ticns BBeZeHHs aapec OAEp)KyBadiB 1 TEMH IOBIIOMJIEHHS MOXHA MPUCTYIMUTH O CTBOPEHHS
caMoro JHCTy. Y 00JIacTi BBEJCHHS TEKCTy MOTPiOHO HAOpaTH TEKCT NoBigomieHHA. [Ipu 1boMy MOXkHa
BUKOPUCTOBYBATH CTaHJApTHI onepaiiii 3 Oydepom oOMiHy.

B Tomy Bunanky, SKIIo KOpUCTyBad X04e CTBOPUTH noBigomieHHs y ¢opmati HTML, cnin Bubpatu
nyHkT @opmar HTML mento @opmam (11006 CTBOPIOBATH MOBIIOMIIEHHS y (popMaTi 3BUYHOTO TEKCTY, CIiA
BUOpaTH MYHKT 3BUYHUMA TEKCT 3 MeHI0 Popmam). Ilicns mporo 3'IBUTbCS MaHENIb IHCTPYMEHTIB, ILO

703BOJIsIE (hOpMATyBaTH TEKCT 1 MparmoBaTu 3 rpadikoro. s cTBOpEHHS MOBIIOMIICHb MPU3HAYEH]I TaKOXK
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CTaHJApTHI OJIaHKH, SIKI MOXXHA MEPErIiHYTH 3a JOMOMOrol MyHKTY CTBOPUTH 3 BUKOPHCTOBYBAaHHSM 3
MeHIo [1ogidomnenns.

[TpoTe HeoOXiHO BpaXxOBYBATH, 1110 HE BCi MOIITOBI MPOrpaMi MOXYTh BiIOOpakaTH MOBiTOMIICHHS
y ¢popmari HTML (y dopmaTi 3BUYHOTO TEKCTY MOXYTh BCi). SIKIIO KOPUCTyBau HE YIIEBHEHUH HAIEBHO,
o ojaepkyBau 3Moxe npountatd Horo HTML nwmcr, BiH mOBHHEH KOpUCTyBatucs (popMaTroM 3BHUYHOTO
TEKCTY.

[Ticnst cTBOpEHHsSI TEKCTy JIMCTY MOKHA BKJIACTH B TOBiJOMJICHHA HeoOXimHi ¢aiimu. s mporo
noTpiOHO BUKOPUCTOBYBATH KHONKY BritacTu (i3 300paskeHHsIM CKpinku). OCKUIBKH OKpeMi (ailiin MOXKYTb
MaTH JTyXKe€ BETUKUN po3Mip (Hampukiaj ayaiodaiiim), moTpiOHO 3BaKaTH HA 3HAYHUHN 4Yac 3aBaHTaXKCHHS 1
noripmenns mBuakoaii Outlook Express. B 3B'a3ky 3 mum 3BHUYaiiHO Qailmii BETUMKUX PO3MIPIB IO
SJIEKTPOHHIH MOIITI HE ePECHIIAIOThCS.

BinnpaBnstoun MOBiIOMIICHHS, MOXKHA BKa3aTH MOTO MpiopUTET. IS IIbOr0 BHUKOPHCTOBYETHCS
MYHKT Baowciugicmv 3 MeHIO [logidomnenns. Y TOMY, MO 3'SBHBCS INJMIHIO CJiJ BHOpAaTH CTYIiHb
BXJIMBOCTI: BHCOKA, 3BUYHA, HU3bKa. BN JIMCTy HHU3BKOI BAXIMBOCTI OyJe BioOpaxkeHa CTpiiKa,
HarpaBJIeHa BHU3, a OIS INCTY BUCOKOT BJKIIMBOCTI - 3HAK OKITUKY.

Konmenist 6e3meyHmx MoBiJOMIICHB. Y Mipy 3pOCTaHHS YKCIia KOPUCTYBAYiB, IO MEPEAAOTH Yepe3
SJIICKTPOHHY TOMTY KOH(DIACHIIHHY 1HpOpMaIIifo, Bce OUTBIIT BAKIUBUM CTA€ MUTAHHS OC3MEKH: XOYCThCS
OyTH YIIEBHEHUM, IO BiJIpPaBJICHI IMOBIJIOMIICHHS HIXTO HE IMEPEXONUTh 1 HIXTO HE IMPOYHUTAE, OKPIM
BKa3aHOro ajapecata. BaxiumBo TakoX OyTH YIEBHEHUM, IO JOKYMEHTH, IO BIAIPABISIOTHCS TI0
EJIEKTPOHHIH MOIITI, HAPUKJIIA JaHI KPEIUTHUX KapTOK, HE OyayTh MiApOoOIIeHi.

Bukopucrosytoun B Outlook Express nn¢poBi mocBideHHs, KOPHCTYBad MOXKE 3aCBiJIyBaTH CBOIO
0co0y MiJl Yac CeaHcy 3B'SI3Ky, aHAJOTIYHO MPE'SIBJICHHIO CBOiX JOKYMEHTIB MPH OTPUMAaHHI rpoulei 1o
YeKy.

Lughposi nocsiouenns MOxKHa BUKOPUCTOBYBATH 1 )i MIM(PYBaHHS MOB1IOMIIEHb, 11100 30epertu ix
KoHO1eHiHICTh. [{udposi noceinuenHs BianosinawTs cnenudikanii S/MIME, o 3abe3neuye Gesneyny
JIOCTaBKY €JeKTpOHHOI momTH. L{udpoBe MOCBIAUEHHS CKIAAAEThCA 3 «3arajJbHOro KJIK4a», «0COOUCTOro
KJItouyay 1 «uugposoro mianucy». Koin kopuctyBau mocuiiae CBO€ MOCBITYEHHS 1HIIMM KOPUCTYBadyaM, BiH,
(akTU4HO, Mepeqae iM CBIM 3arajibHUM KIFOY, TaK [0 BOHU MOXYTH BIJIPABISATH MOMY 3amiu(ppoBaHY
TOILTY, SIKY 3MOK€ PO3IIU(PYBaTH TIILKU BlH, BUKOPUCTOBYIOUH CB1il 0COOMCTHUH KITIOY.

Lugposuii nionuc, Mo BXOAUTH 10 CKJIATy U(PPOBOTO MOCBIAUYEHHS, - 11€ €JIEKTPOHHE TTOCBITYCHHS
ocobu xopuctyBaua. [{udposuii nmianuc B oaepKaHOMY Bl KOpPUCTyBaya MOBIJOMJIEHHI CBITYUTH PO TE,
10 BOHO J1MCHE IPUHIILIO BiJ HHOTO, 1 MPHU I[bOMY HE OyJI0 HI MIAPOOIEHO, HI PO3KPHUTO.

[lepm HiX mocunaTy 3amu@poBaHi MOBITOMJICHHS a00 TOBITOMJICHHS 3 ITU(POBUM ITIAIHCOM,
HEOOXITHO ojepkaTh UHU(poBe TMOCBIAUYCHHS 1 HaOynyBaTh CBId OONIKOBHM 3amuc Ha HOTO
BUKOPUCTOBYBaHHS. Binmpasnsitoun 3amu@poBaHi MOBIIOMIJIEHHS, KOPHCTyBau IOBHHEH MaTH B CBOIl
aJpecHii KHM31 MU POBE MOCBITUECHHS OJIEp>KyBayva.

Icnye nekinpka knaciB HMQPOBUX IMOCBIAYEHb 3 PI3HUMHU piBHAMH HamiidHocTi. 106 opepxaru
1udpoBe MOCBIAUEHHS SIKOTO-HEOYIb KOpUCTyBaya, MOTPIOHO MOMPOCUTH HOro MOCHaTH MOBIIOMIICHHS 3
1M (POBUM MIAIUCOM (Y HHOMY MICTUTUMETHCS LU(POBE MOCBIAUEHHS); MOXKHA TaKOX IMONIYKaTH B 0asi
naHux Ha Web-By3ii cepTrdiKOBaHOTO IIEHTPY; KPIM TOTO, CIUCOK ITU(POBUX TOCBIAYCHDb HAAIOTh JESKI
CITY»OM KaTajoriB.

Bionpasxa nosioomnens. JIjisi BimnpaBKU MOBIIOMIICHHsSI TOTPiOHO BHOpaTH MyHKT BiampaButu 3
MeHIO @aiin ab0 KIAIHYTH Ha KHOMI Bionpasumu B maHenmi iHcTpyMmeHTiB. Outlook Express momictuth
JMCT B Manky Bumikarouu i cipodye HOro BiaIpaBUTH.
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SK10 KOpUCTyBad OEpkKaB JHCT 1 XO4e BIANPABUTH HA HHOTO BIiIMOBi/b, MOTPIOHO KIAHYTH Ha
3aroJIOBKY JIUCTY MPABOI0 KHOMKOIO MUIIII. 3'SIBUTHCS KOHTEKCTHE MEHIO, 3 SIKOTO MOYKHA BUOPAaTH HACTYIHI
MTYHKTH:

—  Bionosicmu sionpagnuxy. Ilpu BUOOPI 1IbOTO IMYHKTY BiIKPHETHCS BIKHO JUIS CTBOPEHHS JIUCTY,
ne B psaaky Komy Oyne BkazaHe iM's BiANpaBHUKA JHCTY, HA sIK€ MHUILETHCS BIAMOBib, a B panky Tema
3'SIBUTHCS TEKCT, 1110 BKJIOYA€E C10BO "BinmoBinp" i TeMy MOYaTKOBOTO JIUCTY;

—  Bionosicmu ecim. Pe3ynbratn BHOOpPY IIOTO TMYHKTY aHAJOTIYHI OMUCAHWM BHUIIE, 3 TIEIO
pizHuIIeto, 1o B psinok Komist OyayTh mogani agpecu 3 psaka Komis To4aTKOBOTO JIHCTY;

—  Ilepeciamu. Bubip mporo myHKTY JO3BOJISE IOJAaTH B CTBOPIOBAHE MOBIIOMIICHHS TEKCT JIUCTY,
Ha sIKe MHIIETHCS BiANOBIAb;

—  Ilepecnamu sax eéxnadennus. Jlii, sKi BAKOHYIOTBCS TIPU BHOOPI IIbOTO IMYHKTY, aHAJIOT1UHI JisM 3
nyHkTy [lepecnatu. [Ipote nepecuika moyaTKOBOTo JUCTY OyAe BUKOHAHA Y BUTJISA1 BKJIAICHHS;

—  Ilynxktu Ilepecnamu i Ilepeciamu sk BKJIaI€HHS MOXXYTh BUSBUTUCS KOPHCHI, SKIIO MOTPIOHO
MiAKPECITUTH IPUYMHY, 1110 CIIOHYKaJIa HAITMCATH BiIOBI/Ib.

VY BHIanKy, SKIIO 3 SKUXOCh NPUYUH KOPHUCTYBa4 HE MA€ HArOIW 3aKIHYMTH IMOYATHN JTUCT, HOMY
CIIiJT 3aKPUTH HOTO 3a JIONOMOTO0 MYHKTY 3Jaxpumu 3 MeHio @atin. Ilicns miaTBepHKCHHS 30€peKCHHS
HECKIHYEHOT0 JINCTy BOHO OyJe mowmimieHe B manky YepHeTKH, 3BiIKM Yy OyIb-IKHH MOMEHT MOXXHA

MPOJOBKHUTH HAJl HUM POOOTY, IBiYi KJIAITHYBIIH MUIIKOIO.
2.2 AnpecHa KHUTa

HasBuicte angpecnoi kuHurum B Outlook Express po3Bonse 30epiraT iMeHa, ajpecd 1 IHIILY
1H(}OopMaIrito, 1o iICTOTHO OOJIITAE MPOIEC BiAMPABKH MOIITH.

Jis BUKIMKY aJlpecHOi KHUTU MOTpIOHO BUOpaTH MyHKT AnpecHa kHUra 3 meHwo Cepsic abo
CKOPUCTATHUCS KHOMKOIO AJIpecH Ha MaHell IHCTPYMEHTIB. Y BIKHI, 110 3'SIBUJIOCS, BUBOJAUTUMETHCS KOPOTKa
iH(popMallig npo aapecaTiB (Wau KoHTakTax). /st morisaaHHs MOBHOI 1HQOpMAIll MOTPIOHO BUKOHATH
M0/IBiiHE KJIallaHHS Ha IMEHI ajjpecaTa, 10 L1KaBUTh.

[[Io6 momatu B ampecHy KHHTY iH(OpMaIiO PO 1HAUBIIYAIBHOTO ajpecara, CJiji BUOPATH MyHKT
Cmeopumu konmakm 3 MeHI0 Daiin a00 HaTUCHYTU KHONIKY CTBOPUTH B IaHEN1 IHCTPYMEHTIB, BUOpPABIIH 13
cnucKy yHKT Cmeopumu konmakm. Y BIKHI, 1110 3'sIBUIIOCS, OTP1OHO 3a7aTtu Bigomi AaHi. Ciia 3BepHYTH
yBary Ha To# (¢akr, 10 BIKHO BKJIIO4ae nekiibka Bkiamok (Im's, Jomammui, Cioyxx608Bi, Ocobucti, [xmmi,
NetMeeting, Ceptudikartn), Ha KOXKHY 3 IKHX 33/1a€ThCS BIAMOBIHA 1H(GOpMAIIis TPO aapecara.

Taxk, Hanpukaj, BKiIaaka Jomawmni 103BOJISE 3a0aTH JOMAIIHI «KOOPAMHATHY aJipecara.

[[To6 momatu B ampecHy KHUTY 1HQOpMAIliI0 PO TPYIMOBOTO ajapecara, MOTPiOHO BHOpATH MyHKT
CrBoputu Tpyny 3 MeHio ®aitn abo HaTucHYTH KHONKY CTBOPUTH B HaHeJi IHCTPYMEHTIB, BUOpaBIIU i3
cnucKy NyHKT Cmeopumu epyny. 3aBOAMTU TPYNH JOIUIBHO B THUX BHUIAJIKaX, KOJM KOPHUCTYBAad XOdYe
NepenucyBaTHCs Bipasy 3 JEKUIbKOMa aapecataMu. Tak MOXHA, HAIIPUKIJIAJ, CTBOPUTU TPYIy JUIs YJICHIB
KJI1yO0y a0o MpariBHUKIB OHOTO BiAILTY.

VY BiKHI, IO 3'IBWJIOCS, CIiA 3aJaTH Ha3By TpYyIHU, a TaKoX BHOpAaTH YYacHUKIB rpynu (3a
JIOTIOMOT 010 KHOTIKH Bubpamu). BaxJnBo BpaxoByBaTH, 110 B TPYIy MOXKHA JI0JIaBaTH JIUIIE Ti afpecH, sKi
BKE 3aHECEHI Ha aJ[peCHy KHUTY.

[Ticnst cTBOpeHHS IpynH AOCTaTHBO BKa3aTW ii K oJepyBaua - i MOBIJOMJICHHS Oynae posiciaHe

BCIM YJI€HaM TpYIIH.

12



Aodpecna xkHuca 103BOJISE, BUKOPUCTOBYIOUM BikHO Ilomryk nrofeid, 3aiiCHIOBATH MOIIYK aapec 3a
JIOTIOMOTOI0 CITy»kOu KartanoriB Internet i B camiii agpecHiii xuu3i. 1I[o6 BukOHaTH mmoOmIyK, MOTPiOHO
HATHCHYTHU KHOTIKY [lowyk nroneit abo BUOpaTH OHOMMEHHHH TyHKT 3 MEHIO /Ipaska.

Crnixn BpaxoByBaTH, IIO MpPH MOUIYKY B JIOKAJIBbHIM aJpecHId KHU3I MOXHA YKa3yBaTH OyIb-sKy
iH(popMmarlito, mo 30epiraeThcs B Hid. [lpu momyky sk 3a ITOMOMOTOI0 CIyxk0 KaranoriB Internet mMoxHa
KOPUCTYBATHUCS TIIBKH MOIITOBOIO a/Ipecoro abo iM'sM.

2.3 Hacrpoiika napameTtpis

Hns opranizamii 3py4ynoi i1 crabinbHoi poGotu Outlook Express icHye cnemiaqbHHA ITyHKT
[Tapametpu 3 mento Cepsic.

[Ticnst #ioro BUOOpPY BiIKPUETHCS OJHOMMEHHE BIKHO, IIO BKIIOYA€E JIECATh BKIIAJOK: 3araibHi,
Uwuranns, BignpaBka moBigmomiienb, CtBopeHHs moBimomsieHHs, [ligmucu, IIpaBommc, besneka,
[Migxmouenns, O6cayroByBanHs, [1oBigoMIeHHS.

Hwxue npuBeneHi neski KOPUCHI HACTPONKH.

[TepeBipsATH HOBI TOBIAOMIICHHSI KOXKHI N MiH. BKJIAQJKU 3arajibHi JO3BOJISIE 3a/1aTH YHCIIO XBHJIUH,
gepes sike Outlook Express mepeBipsiTUME Ha MOIMITOBOMY CepBepi HAsSBHICTH HOBHUX TTOBIJIOMJICHb.

3BYKOBE IOBIJIOMJICHHSI NP OTPUMaHHI HOBHUX ITOBIJOMJICHh BKJIAJKHA 3arajbHi Ja€ MOXKIIHBICTH
TI3HABATUCS PO HAJXO/HKCHHS HOBHUX IIOBIIOMJICHb IO 3BYKOBOMY CHUTHaNy, 10 momaethes Outlook
Express.

Pexxum Aemomamuuno noxkazysamu nanky 3 HEIPOYUTAHUMH TOBIJOMJICHHSMHU BKJIQIKU 3arajibHi
BUKOPUCTOBYETHCS JIJII BHCHOBKY HallMEHyBaHb MAIoOK, IO MICTATh HEMPOYUTAHI JIMCTH, HAIIBXKAPHUM
mpudrom.

Pexxum /locmasnamu nowmy na nouamky pob6omu BKIAIKUA 3aralibHI 3aCTOCOBYETE; JJIsi TOTO, 1100
npu 3anmycky Outlook aBToMaTnyHO BUKOHYBanacs rnepeBipka HasiBHOCTI HOBUX IOBIJOMJICHb.

Pexxum Aemomamuuno 3a6anmasicysamu nogioomaerHs MPU B1IOOPaKEHHI y 00JIacTl MPOTJIsSIaHHS
BKJIaJKU YWTaHHS - Ja€ MOKJIMBICTH BIAOOpaXkaTH MpU BUOOPI JUCTY MOro BMICT B HMXKHIM YacTHHI BiKHA
Outlook.

Knomnka llpugmu Bxnanku Yumanns 103BOJIsIE BCTAHOBIIOBATH PO3MIp 1 CTHIIb mpudty. dopmar
MOBIJIOMJICHb BKJIQKU Bionpaska nosioomnieHb, WO BIANPABIAIOTHCSA, JJ03BOJISIE 3aaatu  (opmar,
BUKOPUCTOBYBAaHUH MpH BIANpPaBIlll MOBIJOMIIEHD (3BUYHMM TekcT abo HTML).

Pexxum Brawouamu y 6i0nogiob mekcm Nnouamxkoo20 NoGiOOMIeHHs BKIAAKA BimmpaBka

HOBiJIOMJ'I@HB J03BOJII€ BKIIFOUYUTH B CTBOPIOBAHY BiHHOBi}II) TEKCT IMOYAaTKOBOT'O JIMUCTY
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TEMA 3
BBEJIEHHS I ®OPMATYBAHHA TEKCTY

Beeoenns mexcmy.

[Micns 3amycky MS Word 2010 3'siBisieTbest YMCTHIA apKyll JUis BBEICHHS HOBOTO JOKyMEHTa. Y
MEPIIOMY PSIKY 3J1iBa OJIMMae TEKCTOBUHM Kypcop (Kypcop KiaBiatypw), ae Oyze 3'SBISITHCS TEKCT Mija 4ac
BBEJICHHA. TEKCT Ma€ CBOIO CTPYKTYPY, OCHOBHHUMH €JIEMEHTaMHU SKOTO MOXYTh OyTH: CHMBOJ, CIIOBO,
pedeHHs1, ab3ar, cropiHka, maparpad, riaBa, po3fiin, KHMra i T.O.. TeKcT HaOupaeTbes 3TiTHO 3 TUMHU
MpaBWJIaMH, SIKi BIIMTOBIAIOTH MOBI HA0OPY TEKCTY.

Ha expani po3aiibHUKY BiZ0OpakaroThCsl MPOOLTBHUM MaTepiaioM, ajie iX MO)KHa SIBHO BiJOOpa3uTH
B cnenianbHoMy pexumi: abo CTRL + SHIFT + 8 ab6o kuomnka Ilokasatu Bci 3Haku B rpymni Ab3am Ha
Bkiaai OcHoBHe, a0o crionyyeHHs kiuasim Ctrl + ~.

Ynpaeninus nepenocamu B TEKCTI 3A1HCHIOETHCSI OJTHAM 13 CIIOCOOIB:

- aBTOMaTHYHA PO3CTAHOBKAa IEPEHOCIB: BKiIagka PosmiTka cropinkm - rpyna I[lapamerpu
CTOpIHKH - KHOTIKa PO3CTaHOBKA MEPEHOCIB - B MEHIO BUOpATH KOMaHIy ABTO.

- pydYHa PO3CTAaHOBKA MEPEHOCIB BUKOPUCTOBYETHCSA B MEXaX BUIAUICHOTO (parMeHTa(3a3Budvai
BiJIOYBA€THCS IMICIIsT aBTOMAaTUYHOI MpaBkH). [Ipy BUKOHAHHI KOMaHIU PydHa, sika 3HAXOJMUTHCS HA BKIIQIIII
Posmimka cmopinku B rpyni [lapamempu cTOpiHKH 3'SBUThCS BikHO (puc. 3.1):

r B
PoscTaBneHHs NEPEHOCIB: YKPaiHChKa l 2 I%J

BapiaHT: |Bi-K-HO ‘

Pucynoxk 3.1 - Po3cTaHoBKa M'IKMX NTEPEHOCIB BPYUHY

VY npomy BikHi B o1 BapiaHT 3anicano moTouHe c10BO, pO30HUTE Ha CKIIAIH.

CrieniayibHUIl Mapkep BUAUIAE MiICIe Mepen0auyyBaHOTO PO3MIIIEHHST M'SKOro mepeHocy. SIKIno
BapiaHT BIJAIITOBYE KOpHUCTyBaya, To Tpeba BuOpatu kHomky TAK. SIkmo € iHmmii Bapiant, To TpeOa
BCTAaHOBUTH MapKep B iHIIe Miclie 1 BUOpaTu Takox KHOnky TAK.

Peoazysanns mexcmy

PenaryBanns TekcTy 0a3yeTbcs Ha TPhOX KOPHCHUX HaBMYKax: HaBirauii (OnmepaTUBHHMHA Meperiisy
JOKyMEHTa 1 3a0e3MeueHHs] IIBHUIKOro, €(EeKTUBHOIO MOCTYIy JIO0 MICI peaaryBaHHS), BUIUICHHS
(miaroroBka poOOTH MEXaHI3MiB aBTOMAaTHYHOI MPaBKH) ipeAaryBaHHs (BHECEHHS HEOOXITHUX 3MiH Y 3MICT
JOKYMEHTA).

Hasizayis Bittoyae Kijgbka MEXaHi3MiB, 1YK€ 3pYUYHUX JJIs1 pOOOTH 3 JOKYMEHTOM:

- CMYTU TMPOKPYTKU - BEPTHKAIbHI 1 TOPU3OHTAIBHI: BOHU 3'SIBISIFOTHCS Y BIKHI, KOJIU BMICT
JTOKyMEHTa HEe MOKE IMIOBHICTIO PO3MICTHTHUCS B poOoUiii obnacti (puc. 3.2).
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Pucynok 3.2 - ApxiTeKTypa BepTUKaIbHOI CMyTH IPOKPYTKU

HamamryBanast po60oTH 31 CMyraMu MIPOKPYTKY BUKOHYETHCS TaK: BCTaBICHHS Dailn

- KHOTKa [lapamempu - B IIaJOTOBOMY BiKHI BHOpaTH Kateropito Jodamkogo - Ha TpaBiii
na”eni BiAKpueTbes po3ain [lapamerpu mpaBku - BCTAaHOBUTH a00 CKMHYTH mpamopers llepemimenHs
Kypcopa - OK.

- KOJNIIIATKO «MUIIi» BUKOHYE (DYHKIIIO HPOKPYTKH, TOOTO IMpH IMOBOPOTI KOJIIIATKA HA OIHE
KJIAI[aHHS JIOKYMEHT TMpPOKPYYYEThCS Ha KUIbKa pAIKIB. 3MIHUTH 1€ MapamMerp  MOJKHa 4Yepes
HanamTyBaHHs «mumiy: kHonka [IYCK - HamamryBanus - Ilanens ympaBiiHHS - 3Ha4ok Muma -
BIIKPUBAETHCS JlaloroBe BIKHO «BmactuBocTti: mumiay - Bkiajaka Komimarko - Ha maHeni MPOKpYyTKa 3a
JIOTIOMOTO10 NTEpEMHKaYa 3aJJaTH PEKUMPOOOTH KOJiIaTKa (MOYXHa BKa3aTh KUIbKICTh psijikiB) - OK.

Asmonpoxpymxa (EdbexTuBHa ipu poOOTI 3 BEIMUE3HUMHU TEKCTOBUMUIOKYMEHTAMU ). AJITOPUTM:

. KJIAI[HYTH KOJIIIATKOM B MeXax po0o4oi 00iacTi BiIkHAa NpOrpamMH - BKa31BHUK MUIII 3MIHUTh
hopmy;

. TPOXHU 3PYIINTH «MHILY» Bropy a00 BHU3 - BKa31BHUK MHUIII1 [TOJIBOITHCS;

° NEepeMICTUTH BKa3iBHUK Jaji - BiH 3HOBY 3MIHMTb (OpPMY, 1 MOYHETHCS MAisl aBTOMAaTHYHOL
MPOKPYTKH;

° KJIal[aHHS KJ1aBimero abo KOJIIIIAaTKOM BUMHKAE PEKUM aBTONPOKPYTKH.

['padiune ynpapniHHS epex0aMu 3iHICHIOETHCS 3a TOTOMOT00 [laneni nepexooie (puc. 3.2):

KHomKa 1 - mepexi 0 monepeHbOro 3aJaH0T0 00'€KTa;

KHOITKA 2 - TIepeXiJl IOHACTYITHOTO 33JJAaHOTO 00'€KTa;

KHOTKa 3 - BHOOPY 3amaHoro o0'ekTa - BigkpuBae rpadiyHEe MEHIO, 1110 T03BOJISIE BKa3aTH, TIPO KU
came 00'eKT nepexoay Maerbes.

VHiBepcabHHI 3aCi0 mepexoy moisrae y BHOopi o0'ekta g0 mepexoy 10 HbOTO.

3amycKaeThCs 1eH 3aci0 OJJHUM 3 TIepepaxoBaHUX HIKYE CIIOCOO1B:

° HAaTUCHYTH KHOTIKY F5;

. BkJaska OcHOBHE - rpyna PenaryBanHs - kHOmKa 3HAWTH - B J1aJlOrOBOMY BiKHI BUOpaTH
BKJIaJIKy 3HAWTH - BUOpatu BKiIaAKy [lepeiiTh, 3'IBiss€ThbCes NiaoroBe BikHO 3HaiTH 1 3aminuTH (puc. 3.3).
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Bseaitb HOMEWKM:

Ansa nepexoay enepea abo Hasaa BiAHOCHO NOTOYHOMO PO3TALWYBaHHA
CKOPUCTEINTECA 3HaKaMu +i -, Mpuknaa: +4 Bianosiaae nepexoay snepea Ha
YOTHUPU ENEMEHTH.

Lani

J (

[ Hasaa

J [ 3aKpUTH

Pucynoxk 3.3 - VHiBepcanbHuii 3aci0 nepexony

KnaBiaTypHuii MexaHi3M HaBiramii - ne HaOip KOMOIHamid KIaBill Ui MIBHIKOTO 1 €EeKTUBHOTO
BUKOHAHHS orepauii - tTabmmms 3.1.

Tabmuus 3.1 - KnaBiarypHi KOMaHaM HaBirarii

Iepemimenns HIBuakuii mocryn
Ha oauH 3HaK BiIiBO CTPIIKA BJIIBO
Ha onuu cumBos BiipaBo CTPUIKA BITPABO
Ha oxne cioBo BiiBo CTRL + CTPUIKA BJIIBO
Ha onne cinoBo BrpaBo CTRL + CTPUIKA BITPABO
Ha onun a03ar Bropy CTRL + CTPUJIKA BI'OPY
Ha ogun a63an BHU3 CTRL + CTPUIKA BHUM3
Ha onny kiniTuHKY BiiBO (B TabsIu1I1) SHIFT + TAB
Ha oany kiniTHHKY BIpaBo (B TaOIuUII) TAB
Jlo monepenHbo1 pAaKy CTPUIKA BI'OPY
Jlo HacTynmHOTO psaka CTPUIKA BHU3
B kineup psaaka END
Ha nouarox psiaka HOME

Ha nouaTtok expany

ALT + CTRL + PAGE UP

B xinens ekpana

ALT + CTRL + PAGE DOWN

Ha onnH ekpaHn Bropy

PAGE UP

Ha ogun ekpan BHU3

PAGE DOWN

Ha nouarok HacTynmHoi CTOpIHKH

CTRL + PAGE DOWN

Ha nouaTok nonepeaHboi CTOPiHKH

CTRL + PAGE UP
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B kinenp qokymMeHTa

CTRL+END

[MiJ] Yac OCTAaHHBOTO 3aKPUTTS JOKYMEHTA
(TTicIIst BIAKPUTTAIOKYMEHTA)

Ha nouarok gokymeHnta CTRL + HOME
Jlo nonepeiHbOro BUIPABICHHS SHIFT + F5
VY monoxxeHHs, B sKkomMy 3HaxoauBcs kypcop| SHIFT + F5

Pob6ora 3 mokymeHTOM 1 Horo (hparmMeHTaMu TTOYMHAETHCS 3 BUAUICHHS TeKCTy. CrocoOu BHILICHHS

TEKCTY MOXHa KJIacu(iKyBaTH HACTYITHUM YUHOM:

Buginenss TekcTy 3a gonomororo kiasiarypu (Tabmums 3.2).

Tabmuis 3.2 - CnocoOu BUALIEHHS PparMeHTiB TEKCTY 3a JI0MOMOTOI0 KJaBiaTypu

st

HIBuakuii 1octyn

BruttoueHHS pexuMy BUIUICHHS

F8

BunineHHs HalOIMKYOTO 3HAKY

F8, a motim natucHite CTPIJIKA BJIIBO a60 CTPIJIKA
BIIPABO

Posmmpenns BuaiieHHS

F8 (maTucHITh OWH pa3, MO0 BUIUTUTH CIOBO, IBa Pa3H,
1100 BUJILJTUTH PEYCHHS, 1 T.]1.)

3MeHIIEHHS BUIIICHHS

SHIFT + F8

BinxitoueHHs pexumMy BUIUICHHS

ESC

PosmupenHs BUIIIEHHS Ha OAWH CHMBOJI
BIIPABO BiJl Kypcopy

SHIFT + CTPUUIKA BITPABO

Po3mmpenHs BUAUICHHS HA OIMH CUMBOJIBIIIBO]
B1Jl Kypcopy

SHIFT + CTPIJIKA BJIIBO

PosmupeHHs BuAUIEHHS [0 KIHLSA CJIOBA|

CTRL

+ SHIFT + CTPUJIKA BITPABO

PosmupeHHs BuAUIEHHS 10 MOYaTKy CJIOBa|
CTR

L + SHIFT + CTPUIKA BJIIBO

PozmupenHs BUIUICHHS A0 KiHIA psiiKa

SHIFT + END

POSI_HI/IpeHHSI BI/IIliJ'IeHHSI A0 MMOYaTKy pAaaKa

SHIFT + HOME

PosmmpenHs BUIJICHHS HA OJWH PSIIOK BHH3

SH

IFT + CTPUUIKA BHU3

PosmmpenHs BUaiICHHSI HA OJTMH PSJIOK Bropy)
SH

IFT + CTPUIKA BI'OPY

Posmmpenns BumiieHHS 10 KiHIS —ab3airy|
CTRL

+ SHIFT + CTPIJIKA BHU3

Po3zmmpenHs BuAiIeHHs 0 MOYaTKy ad3airy

CTRL + SHIFT + CTPUUIKA BI'OPY

PosmupeHHs BHIIIEHHS HAa OIHY €KpaHHY)
CTOpPIHKY BHH3

SHIFT + PAGE DOWN

PosmmpenHs BuIUIEHHS Ha OJHY EKpaHHY)
CTOpIHKY BrOpYy

SHIFT + PAGE UP

17



PosmmpenHs ~ BUOUIEHHS 0 TIOYATKY)|
NTOKYMEHTa

CTRL + SHIFT + HOME

Po3mmpenss BUALICHHS 10 KiHIIA TOKyMEHTa

CTRL + SHIFT + END

PosmupenHs BUIUICHHS 10 KiHISA BiKHA

ALT + CTRL + SHIFT + PAGE DOWN

Po3mmpenns BUAIICHHS 10 TOYaTKy BiKHA

ALT + CTRL + SHIFT + PAGEUP

BunisnieHHst BChOro JOKyMEHTA

-CTRL+ A,
-CTRL + 5 (na mauniii mudpoBiii kiaBiaTypi).

BunineHHss BepTUKAIBLHOTO OJOKY TEKCTY)|
CTR

L + SHIFT + F8, a moTiM BHKOPHCTOBYHTE KIIaBimIi
MEepeMiLlIeHHs] Kypcopy; IJIsl BUXOY 3 PEKUMY BUIUICHHS
HATUCHITH KiaBimry ESC

PosmmpenHss BUIAUICHHS 10 IIEBHOTO MicCIsl B
TTOKYMEHT!I.

F8, a moTiM BHUKOpHUCTOBYHTE KIABIII IEepEMIlICHHS
Kypcopy; AJIsi BHXOIY 3 PEXHMY BHIUJICHHA HATHUCHITH
knasimry ESC

Buoinenns mexcmy «muwero»: KianaHHIM

TiBOT KHONKK MUl (10 3-X pas3iB) i MPOTATYBaHHIM

BKa3iBHHKa. Y Tabnui 3.3 mpeacTaBieHi Clioco0r BUIIJICHHS TEKCTY 33 J0TIOMOTOI0 «MHIII1».

Tabmuns 3.3. - Cnnocobu BuIIeHHS ()parMeHTiB TEKCTY 3a JOTIOMOT O MHUIII1

¢dparmeHT BKa31BHUKA B PaBHii

00J1acTh BUALJICHHSA npuiiom
CrnoBo [ToxBiiiHe KIamanHs B MEXax CI0Ba
Peuenns Knamanns B Mexax pedennsi, yrpumytoun kiasimry CTRL
Psnox KnananHs HaBOpoTH psiika
I'pyna psinkis KnamanHs HaBOpoTH MeEpIIOro psAAKY 1 MPOTATYBaHHS MapKepa Bropy ado
BHU3
A03arg [ToTpiitHe KiIamaHHs B Mekax abd3airy
[TonBiiiHe KIallaHHs HABIIPOTH a03ally
I'pyna a63amis Knananns B neprioMy a03aiil 1 IpOTATyBaHHS BKa3iBHHUKA uepe3 Bcl ab3aiu
1110 BUJUISAIOTHCS
JloBinbHMIM psifg Knaunyru Ha mo4aTky 30HU BUJIIJIEHHS, HATUCHYTH KJIaBilly
CUMBOJIIB SHIFT i xnarHyTH B KiHII 30HH BUIJICHHS
[IpoTsirHyTH BKa31BHHK B1J] IIOYATKY /10 KiHIIS 30HU BUIIJICHHS
Becw nokymeHnT [TotpiiiHe Ki1allaHHA Ha JIIBOMY MOJI1 JOKYMEHTA
[IpssmMokyTHMI KnanmanHs B J7iBOMy BepXHbOMY KYTKY (parmMeHTa 1 NpOTATYBaHHS

[Tpumitka: npuitom HE npairtoe B Tabnunsx.

HIDKHIN KyT, yrpuMytounkiasimy ALT.

I'pynose euodinenus gppacmenmis mexcmy
ToOTO BHIAUIEHHS KITBKOX CYMIKHUX MIXK

co0oro obnacteil. 3a3Buuail BUKOHYETHCS, YTPUMYIOUYH

kiapinry CTRL. Ane peKOMEHIYEThCS 1 IPYTUH CIOCIO - MIJITXOM TIOCIIIOBHOTO MPOTITYBaHHS ()parMeHTiB

«MHUIICIO», a caMe: Oylb-IKHUM CHOCOOOM BHIIIUTH nepiuil pparment; HatucHyTtd kiaBimry CTRL 1, He

BIIMMYCKAIOYH i, BUAUTUTH MPOTITYBAHHIM MUIITI
SKII0 HEOOXITHO BHIAUIATH TPETIH 1 HACTy

npyruit pparment. Knapimmy CTRL MokHa BiITyCTUTH;
mHi (parmeHnTH, Tpeba TNPOAOBKYBATH BHUIIJICHHS

MPOTSTYBAaHHSM, KOKEH pa3 yrpumyroun kiasinry CTRL B HATHCHYTOMY MOJIOKEHHI.

s ckudanmus udinenHs HEOOX1THO KIIAITHYTH JTIBOIO KHOIIKOKO MHUIII B OY/Ib-SIKOMY MICIII €KpaHy.

Bunpaenenns mexcmy BKIIOYA€e: BHIAJIEHHS TEKCTY; 3aMIHY TEKCTY; KOMIIOBaHHS 1 TEPEMIIICHHS
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¢parmeHTiB TekcTy. [lounHalo4yn mpaBUTH TEKCT TpeOa 3HATH, SK CKAaCyBaTH Te, IO OYyJ0 BUIPABIICHO,
TOOTO SIK MOBEpHYTHCA Ha3aa. Cucrema mMae Kijbka CIIOco0iB CKacyBaHHS Jii: MepIInii crocid - CuCTeMHa
koMOinHaris knasim CTRL + Z; npyruii crioci6 Ha [Taneni mBuakoro poctymy (ITHI/]) knonka CkacyBaTw.
SKmo Air0 CKacoBaHO MOMUMJIKOBO, ii MOXHA MOBTOPUTH 3a JIOMOMOTOI0 KiaBimn F4 abo 3a 10moMororo
CTRL + Y. HaIlII/] Tak camo € kHomka [ToBepHyTH.

IcHye Ba pexXHMHU peAaryBaHHS TEKCTY: PEXKHM peaaryBaHHs (aKTHBHHNA 32 YMOBYAHHSM) 1 PEXKHM
3aMiHU (BCTaHOBJIOE KOPUCTYBad). Y peXHUMI pedaryBaHHS MPH BBEIEHHI YEPrOBOIO CHMBOIY Kypcop
3MILIYEThCS BIPaBO. Y PEXKUMI 3aMiHM Kypcop TaKOX 3MILIYETbCS Ha OJHE 3HAKO-MICLIE BIPaBO TPHU
BBEJICHHI CHMBOITY, aJI€ BiH IPU [[bOMY HE 3pYIIy€E PO3TAIOBAHUI MPaBOPYY TEKCT (IIPU BBEJCHHI KOXHOTO
HOBOT'O 3HAKy 3aTHPAETHCS CHMBOJ, KM 3HAXOJHMBCS B IbOMY 3HaKo-micui panime). [I{o6 nmepexmtountu
pPEKHM MOKHA JKOPCTKO BCTaHOBHTHU Horo (miamoroBe BikHO [lapamerpu: Bkimaaka Paiin - komaHga
[Tapamerpu - kareropis [lomatkoBo - mpaBa mnaHens [lapameTpu MpaBKM - BCTAHOBUTH IPAroperb
BukopucroByBatu pexxum 3aminn), abo BukopuctoByBaTh kiasimrylnsert (INS) sk nepemukau.

MoXHa BUKOPHCTOBYBATH pYy4HI NPHAOMH TPaBKH TEKCTY - 3a J0omoMoror kiaeim Backspace
(BUIaNICHHS CUMBOJTY, [0 3HAXOUTKLCS 3J11Ba BiJl Kypcopa 1 3pyIIye MO3HUIIi0 BBEJICHHS HAa OJHE 3HAKOMICIIC
BiBo) i Delete (BumajeHHs CUMBOJY, IO 3HAXOMUTHCS MPABOPYY BiJl Kypcopa, HE 3MIHIOIOYH IO3HUIIIIO
BBEJICHHS).

Koniiosanns i nepemiujennss TEKCTy 3aCHOBaHI Ha BHKopucTaHHiI Oydepa oominy Windows. Bydep
00OMiHY - 11e 00J1aCTh OTIEPAaTHBHOI ITaM'sITi, MpU3HAYCHA [Tl 30epiraHHsJaHHX.

Cnocobu konito8anns mexkcmy

[epen xomiroBaHHSM TEKCT a00 ()parMeHT TEKCTY HEOOXIHO BUIUIATH 1 BAKOHATUHACTYITHI JTii:

1. Bxiraaka OcHoBHe - rpyna Bydep oOMiHy - KHOTIKa KOTIFOBAaTH - BUOPATH MiCIle BTEKCTI, Ky/IH
KOIIIOEThCS (PparMeHT 1 HATUCHYTU KHOIIKY BCTaBUTH;

2. KonrekcTHe MeHIO - KomiroBat; KOHTEKCTHE MEHIO - BCTABUTH.

3. Ctrl + C; Ctrl + V;

4. TlepeTsarHyTH BHIUICHUI (parMeHT TEKCTY, HATHCHYBIIH Kiasiury Ctrl;

5. CrienianbHUM MepeTsATyBaHHSM (TpaBa KHOIKA MHIIII).

Cnocobu nepemiwenns mexcmy
Bxkiaaka OcHoBHe - rpyna bydep o6MiHy - KHOITKa BUpi3aTH - KHOIIKA BCTaBUTH;

KonTekcTHe MeH!o - BUpi3atu; KOHTEKCTHE MEHIO - BCTABUTH.
Ctrl + X; Ctrl + V;

[lepersarnyTu BuAlIeHUN pparMeHT TEKCTY;

ok ownNRE

CrieniaJbHUM MEPETATyBaHHAM (IIpaBa KHOMKA MHUIIIL).

THowyx i 3amina mekcmosux gpazmenmie 0OKymenma

Cnocio 1

1. BcranoBHUTH Kypcop B T€ Miclie TEKCTY, 3BIIKM Tpeba MOYMHATH MOUTYK (IOBCHOMY JIOKYMEHTY -
Kypcop Ha IOYaTKy TeKCTY);

2. Bxnanka OcHoBHe - rpyna PemaryBanHsi - KHONKa 3HAWTH - Ha €KpaHi 3J1iBa 3'SBUTHCS BIKHO
Hasgiramis, B sikomy B mnone «llomyk B J0KyMeHTI» HaOupaemMo TekcT, abo umcio, abo CHMBOJ, SKUH
HEOOXIHO 3HANTH;

3. Hmxuye B 1bOMY K BiKHI 371iBa B1I0Opa3UThCs CIIUCOK YCIX 3HAMIEHNMX (pParMeHTiB, a B TEKCTI BOHU
OyayTb BULIEHI KOJIHOPOM.

Cnoci6 2

1. BcraHoBHUTH Kypcop B T€ MICIIe TEKCTY, 3BiIKH TpeOa MOUYNHATH MOMIYK (TIOBCHOMY TOKYMEHTY -
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KypCop Ha OYaTKy TEKCTY);

2. Bxnagka OcHore IC - rpyna PenaryBanns - KHOIKa 3HANUTH - HATUCHYTH HA CTPIIKY 1 BUOpATH
KoMmaHy Po3mmpenuii monryk - Ha eKpaHi 3'IBUThCSI BIKHO 3HANTH 1 3aMiHUTH, B IKOMY HEOOX1HO B TOJIE
3HaiiTi HabpaTH MOTPiIOHUI TeKCT, a00 YMCII0, a00CUMBOJI, SIKHT HEOOX1THO 3HANTH;

3. lns nmovaTKy MOLIyKy Tpeba HaTUCHYTH KHONKY 3HaiTh aaii abo knasinry ENTER. 3uaiimosmu
CJIOBO, IIEPEXOMMO aBTOMATUYHO B MicCIIe HOT0 pO3TallyBaHHs, aToil cuMBoI abo (paza OyayTh BUALICHI.
ko TpeGa mpOTOBKUTH TOIIYK 1 3HANTH HACTYITHE 3raJIaHe CJIOBO B JIOKYMEHTI, TO B BIKHI 3HAWTH 1
3aMIHMTH CJIiJI HATUCHYTH KHONKY 3HaiiTu fnaii. B iHIoMy BUNagKy HATUCHYTH Ha KHONKY CKacyBaTH.

Towyx i aemomamuyuna 3amina OJJHUAX CJIIB Ha 1HIII 3A1MCHIOETHCS TPU BUKOHAHHIHACTYITHUX JTIH:

1. BcraHoBHTH Kypcop B T€ MiCIIe TEKCTY, 3BiIKH TpebGa MOYNHATH TTOIIYK;

2. Briagka OcHoBHe - rpyna PemaryBaHHs - KHOIKAa 3aMiHMTH - Ha €KpaHi3’SBHTBHCS HiajOroBe
BIKHO 3HAWTH 1 3aMIHUTH;

3. Jani B nosie 3HaiiTH Citiji HAOpaTH YKcio abo TEKCT, SKuil Tpeda 3HaiTH. B mose3aMiHuTH BBECTH
4KCcIo, ado c1oBo, a00 (pasy, Ha Ky NOBHUHEH OyTH 3aMiHEHUN 3HAMIEHUI TEKCT;

4, SIkuo HeoOXiJHO 10 BCHOMY TEKCTY 3pOOMTH 3aMiHy, TO Bifpa3y MOKHA HATHCHYTH Ha KHOIKY
3aminutu Bce. SIKiio neck Tpeba 3poduTu 3aMiHy, a JAech Hi, TO HEOOXiJHO HATHCHYTH Ha KHONKY 3HaAlTH
naii i qusutucs, mo Word 3Haiine. Skmio Tpeba 3aMiHUTH 3HAHACHE CIIOBO B 3a3HAYEHOMY MiCIIi, TO Tpeba
HATUCHYTHU HAa KHONIKY 3aMiHUTH,SIKIIO Hi, TO HATUCHYTH HA KHOMKY 3HAWTH JaJTi.

5. BaBepmuTn (TIepepBaTH) MOIIYK 3 3aMiHOK MOYKHA, HATHCHYBIIN Ha KHONKYCKacyBaHHS B BiKHI
3HAWTH 1 3aMIHUATH.

VY BikHi 3HaWTH 1 3aMiHUTH KHONKa binbime Hagae KOpUCTyBadeBI MOKIMBICTH HAaJaIITyBaHHS
OUIBLI YTOYHEHUX KPUTEPIiB NOLIYKY (BEJTUKI JITEPH, CII0OBO TIIBKU LIJIKOMI T.J.)

Jlns Bubopy MOBH JJ11 aBTOMAaTUYHOI IEPEBIPKH IIPABOMUCY HEOOX11HO BUKOHATUHACTYITHE:!

- Brilanka Penen3yBanns - rpyna Mosa - kHonka MoBa - komaH/ia MoBa nepeBipKi IpaBonucy - B
niagoroBomy BikHI MoBa BUOpaTu OTpiOHY MOBY.

Jlns HanmamryBaHHS aBTOMaTHYHOI 3aMiHM TekcTy B Word 2010 HeoOxinHO nepeiiTi B MeHIo Daiin 1
HaTUCHYTH KHONKY «[lapamerpu», notim nepeitu Ha Bkiaaky IlpaBomnuc 1 HatucHyTH KHOTIKY «[lapamerpu
ABTOBUCIIPABJICHHS ...».

Binkpuerbes BIKHO 3 mapaMeTpaMu aBTo3amMinu (puc. 3.4).
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Pucynok 3.4 - ABTozamina

i poboTH aBTO3aMiHM HEOOX1AHO, 100 CTOSIB Mpanopelb «3aMiHIOBATH I11]1 YaCBBEJCHHS.

B none «3aminutn» BBecTH abpeBiarypy abo Oynb-ske iHme cioBo. B mone «Ha» BBecTn Tekcr,
akuM Oyzne 3amiHeHa aOpesiatypa: [lotim HatucHyrn kHonky «OK» y BikHl «Ilapamerpu
aBTOBUIIPABIICHH 1 yBiKkHI «[lapameTpu».

MS Word 2010 namae Oe3miv pisHux GyHKUiNA s popMaryBaHHs (BUAO3MiHH) AoKymeHTa. 11100
HaJaTH TEKCTy MOTPIOHUN BUTISAA, MOKHA BHKOPHUCTOBYBATH Pi3HI IHCTPYMEHTH MEPETBOPEHHS TEKCTY:
MO€THAHHS KJIaBilll, KOMaH1 MaHeNi IHCTPYMEHTIB,TaKOXK MOYKHA BUKOPUCTOBYBATH JJIS I[I€1 METH CTHIIL.

- g (opMaryBaHHS CTOPIHOK HEOOXITHO CKOpHCTAaTHUCS KHOMKamMu Tpymnu [lapamerpu cTopiHKM
BKiIaaku Po3miTka cropinku (puc. 3.5).

- g QopmaryBaHHS CHMBOJIB (TEKCTY) BHUKOPHUCTOBYIOThCS KoMmaHau rpymu Lpudt Brkmaaku
Ocuosae (puc. 3.6).

dopmaTyBaHHS BUMarae BUAUIEHHS 00'ekTa (hopMaTyBaHHS.

- npu popmaTyBaHHI ab3alliB €1l KOPHUCTYBATUCS KOMaHAaMu rpynu A03anBkiaaku OcHOBHE (pHC.
3.7).

Vapasaisuss
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. J mtym paaen

3
1
3
:
:
!

o
. o Prrmameews repreocs -

Vapantiuns J \_

OPXMTACIO CTOPIMOK

Knonxa suxanxy JIB

wllapaveTps cropiskms

Pucynok 3.5 - 3acobu rpynu [TapameTpu cTopiHkH
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Pucynok 3.6 - 3acobu rpynu mpudr

KomniroBanHs hopmaTy MOkHa 311HCHUTH IBOMA CIIOCOOaMH:

1 cnoci6:

— Bupainutu pparment Tekcry (3pas3ok).

— OcHoBHe - bydep 00Miny - @opmar 3a 3pa3KoM.

— Bunginutu pparmenT Tekcry, 10 SKOro HeoOX1IHO 3aCTOCYBaTH CKOMiHOBaHUH(pOpMAT.

2 cnocib:

- Buninutu parMeHT TekcTy (3pa3okx).

- Harucuyru knasimm Ctrl + Shift + C.

- Bunuintu ¢parMeHT TeKcTy A0 SKOro HeoOXiJIHO 3acTOCyBaTH CKomiiloBaHuil ¢opmar i
Hatucuytu Ctrl + Shift + V.

Knonss suesuscnns ma
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cImcox Garsropismcand sbummems afanin
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TERCTY B A0KYMENTT i )
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Pucynok 3.7 - 3acobu rpynu A03air
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J1st po30UTTS JOKYMEHTa Ha pO3/A1TM He0O0X1THO BUKOHATH HACTYIIHI i

1. Bkiaaka Po3mitka cTopinku - rpyma [Tapamerpu cropinku - komanaa Po3pusu.

2. BuOparu 3i CIUCKY NOTPIOHUIA THI PO3PUBY PO3ILITY.

Po3puBu po3aiiB 103BOISIOTH 3MIHUTH PO3MITKY 200 (hopMaT /Ui YacTMHU JOKyMeHTa. J{Jst 3MiHU
JOCTYIHI HACTYIHI apaMeTpH: HOJIsl; po3Mip 1 OpieHTallis manepy; UKepesio manepy i MPUHTEpa; MEexi
CTOPIHKH; BUPIBHIOBaHHS TEKCTY Ha CTOPIHLI 110 BEPTHKAJIi; KOJOHTUTYJIN; KOJOHKH; HyMepallisi CTOPiHOK;
HyMeparlis psAKiB; HyMepallis BAHOCOK.

Jlnst oOpamMiieHHs 1 3aJTMBaHHS CUMBOJIIB, a03alliB 1 CTOPIHOK HEOOX1THO CKOPUCTATHUCS ITapaMeTpaMu
J11aJIorOBOTO BiKHa MeXi CTOPIHOK, PO3TAlIOBaHOI B IpyIli TiI0CTOpiHKY BKJIaaku Po3miTka CTOpiHKH (pHC.
3.8).

-
Mexi # saameka l ? ﬁ]

MonepeaHii nepernag

Ulof poaaTi Mexi, KNauHiTs
3pasok abo ckopucTaiiTecs
KHOMKaMu

r— PA
HeMag =

= e
=T | —
=l

THb | | e | )

E] of'eMHa | Konip: 1 :
I ABTOMaTU4HO E
g _ LWpiHa: | ()
R 0,501 —4m8 ™ ——

3acTocysaTh go:

absauy El

MapamMeTpu..,

TFopu30HTanbHa NiHis.. . | [ OK ‘ [ CracyBati ]

Pucynok 3.8 - Jliamorose BikHO «Mexi i 3aMBKa»
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TEMA 4
CTBOPEHHA TABJIMLI, JIATPAMU TA MATEMATHYHUX BUPA3UB

4.1 lloOynoBa Tadauub

Texcroswuii mporiecop Word 2010 mae mmpoki MOXKIMBOCTI Ui IIBHJIKOTO  CTBOPEHHS
JBOBUMIPHHX TaOIUIb Oyb-sIKOi CKIaTHOCTI 1 KOoHQiryparii. Y foro apceHaii € MOXKIUBOCTI 0OpaMIICHHS
TaOMMYHUX JaHUX, PO3PAXYHKIB JaHUX Ta MOOYI0BH rpadikis.

Tabmuui mnpu3HAayYeHi [JIsI HAOYHOTO MpPEACTaBIEHHS iHdopMamii, LIFOCTpamii TEeOpPEeTUYHOrO
MaTepiaiy, a TaKOX JJIs OpraHizamii Cenu(iYHOro po3MIlIeHHs TeKCTOBUX OJIOKIB HAa CTOPIHII JOKYMEHTA.
Bynp-sika Tabmuis Mae OJHAKOBY CTPYKTYpY: 3arojlOBOK, Ii/J3arOjIOBKH, «IIAIKa» JOKYMEHTa (IIPOEKT
(bopMH BHXITHOTO TOKYMEHTA), BUX1/IHI AaHi Ta iHdopMarlist 3a 0akaHHSIM KOpHCTyBava (IPOMiXKH1 JaHi,
IiJICYMKOBI JaHi, MiKPECIeHHS 1 T.11.).

OCHOBHUMH eJleMEHTaMH TaOJHIll € TaKi eJIEeMEHTH: PSJIOK, CTOBNENb (rpada, KOJOHKA), KIITHHKA
(TepeTrH CTOBMIA 1 psi/IKa), paMKH (MeXi) 1 1aHi, 0 3HAXOIATHCS B KIIITHHKAX.

Tabumutist cTBOPIOETHCS 3aco0amu KoMan I (MeH0) Tabmuist psaku komaus (puc. 4.1).

p—
BcrasneHHs PO3MiTKa cTOpiHKN Mocua
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Bcrasuti Tabanyio...

Hakpecantun Taénnywo

EnexTpoHHa Tabanuya Excel

Excnpec-tabnuui >

T T
Pucynox 4.1 - CtBopeHHs TabIUIIb 32 JOTIOMOTOFO MIA0JIOHIB

Icnye Tpu crioco6u cTBOpEeHHsI TabJuIIl, a caMe:

® BCTaBHUTU TAOJIUIIIO;

® HaMaJIOBaTH TabIUIIO;

® TIEPETBOPUTHU TEKCT B TAOIHIIIO.

Jns BcraBku Tabswmii B mogatky Microsoft Word icaye tpu criocoou:

e BuOIp 3 KOJNEKIii mabJoHIB oNepeIHbO BiAhOpMaTOBaHUX TaOIUIIb;,
® 323 I0NOMOTr0I0 MeHIO «TabuuLsh) BKaXITh YUCIIO PSAAKIB 1 CTOBIIIIB;
® BHUKOPHCTAHHS J11aJIOTOBOTO BikHA «BcTaBlIeHHS TaOIHII».

Tabnuiro MOXKHa BCTaBUTH B JIOKYMEHT a00 BKJIACTH B 1HINY TaOIUIlIO, IO JO3BOJISE CTBOPIOBATH
OLIBII CKJIAHI TAaOJINI.

1100 BcTaBUTH B JOKYMEHT TAaOJUIIO 3 KOJEKIl MmonepeaHbo BindopMaTOBaHUX TaOIHIlb, MOXKHA
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ckopucratucs ImmadnmoHamMu Tabmuik. [llabmoHM TaOmMHUIb MICTATH TPUONHM3HI JaHi, SKi JOMOMArarTh
OILIIHUTHU BUTJISA TaOJHUIII TTICJISI TOTO, SIK B HE1 OyyTh/I0/1aHi JaHi. B boMy BHMaaKy:
e KianHiTh Micle, Kyiy OTpiOHO BCTAaBUTH HOBY TaOJIHIIIO;

e HaBknanui «BcraBnenus» B rpymi «Tabnuii» HATUCHITH KHOMIKY «TaOmuiisy,
BHUJIUTITH TyHKT «EKcrpec-Tabmuili» 1 BUOEpiTh MOTPIOHMIA 1M1a0JIOH;

e 3aMiHITh JaH1 1a0J0HY CBOIMU JTAaHWMH.

Bukxopucmannam ecmasku « Tabauysa» MokHa CTBOPUTH TaKOXK TAOJIULIIO, AJITYOT0 HEOOX1AHO:

Kiannite B TOKyMEHTI Miclie, KyJu MOTPiOHO BCTaBUTH HOBY TaOymio. Ha Bknamii «Bcmasnenns» B
rpyni  «Tabauyi» HATUCHITH KHONKY «TaOmuip», a moTiMm B obnacti «BcraBuTtH Tabmuito» BHOEPITH
MOTPiOHE YKCIIO PAIKIB 1 CTOBMIIIB 32 JIOMTOMOTOI0 MUIIII.

3a 10moMororw KoMaHau «Bcmasumu mabnuyroy» MOXKHA Tepel] BCTaBKOIO TaOMUI B JOKYMEHT
BKasartH ii po3mipu i hopmar:

1. Kiamnite B JOKyMEHTI MicIie, Ky/H IOTPiOHO BCTABUTH HOBY TAOJIHIIIO;

2. Ha Bxiaani Berasienns B rpymi TaGuuili HATHCHITH KHONMKY Ta0MMIs, a MOTiM BHOEPITh ITYHKT
BceraButu TabIMLIO;

3. B ooGnacti «Po3mip TabIuIIi» BBEIITH KiIbKiCTh CTOBIIIB i PAIKIB;

4. B obnacti ABToI00Ip IMUPUHU CTOBIIIIIB BUOEPIThH TAPAMETPH ITiICTPOIOBAHHSIPO3MIPY TAOIHIII.

Cknaony mabauyio - HAPUKIAT TAONHIO 3 KIITHHKAMHU Pi3HOI BHCOTH a00 3 MIHJIMBHUM YHCIIOM
CTOBIIIIIB B PSAAKY - MOXHA HAMAJTIOBATH:

1. KnanHite B JOKYMEHTI MicIie, Ji€ TIOTPIOHO CTBOPUTH TaOJIUIIIO;

2. Ha Bxnaani «BcraBienns» B rpymi «Tabmuiti» BuOepith KoManay «Tabuuiiss», anoTiM BHOEPIiTH
nyHKT «HamanroBaTu TabauIio» - BKa3iBHUK MUIII HAOy/1e BUTIIATY OMIBIIS;

3. o6 BW3HAYMTH 30BHINIHI MeXi TaOJHIl, HAMATIOWTE MPSIMOKYTHHUK. [10TiM BeepeauHi 1MbOTO
NPSIMOKYTHUKA HAMAJIIOMTE JIiHIi CTOBIIIIB 1 PSAAKIB;

4. 11106 crepTu niHit0 abo ONOK HiHil, HA BKIAAI KOHCTPYKTOp KOHTEKCTHHX iHCTpYMeHTiB PoboTta
3 TabnuusMu B rpyni HamamroBatu Mexi HaTUCHITh KHOTIKY JIacTuk;

5. Knannits JiHito, Ky Oyje cTepTo;

6. HamamroBaBimy TaOIuIO, KIANHITE OAHY 3 ii KIITHHOK, MI00 MOYAaTH BBEICHHS TEKCTY abo
BCTaBUTHU 300paKeHHS.

Jy’xe 4acTo BUHUKAE HEOOX1THICTh MMEPETBOPUTH TEKCT B TAOJIUIIFO, JIJISl IIbOTOHEOOX1THO:

1. BcraBTe 3HAaKM PO3AUTHHUKIB - Taki sIK KoMa abo 3HaK TaOyJAIii - B MICISX, /e TEKCT MOBUHEH
OyTH pO30UTHI TIO CTOBMIAX. BUKOpHMCTOBYIOUM 3HAK ab3ally, BKaXiTh, /€ MOBHUHHI MOYHHATHCS HOBI
PSAAKY, HANIPUKJIAA, B CIIMCKY 3 JABOMA CIIOBaMU B PSAJKY BCTaBTE€KOMHU a00 3HAKM TaOYJSAIIl MICHS MEepIInX
CJIB, 00 CTBOPUTH TAOJHITIO 3 TBOMA CTOBIIIISIMH;

2. BuainiTh TEKCT, IKUH MOTPIOHO MEPETBOPUTH;

3. Ha Bkmaami «Bcranenns» B rpyni «Tabmuii» BuOepite komanay «Ta0muisy», amoTiM BHOEpiTh
myHKT «[lepeTBOpUTH B TaOJIUIIION;

4. 'V nianoroBomy BikHI «lleperBoputu B Tabmuipo» B obnacti «Po3aUIbHUK» BKaXITh 3HAK
PO3AUIbHUK, BUKOPUCTAHUM B TEKCTI. 3aaiiTe 1HII HEOOX1H1 MapamMeTpHu.

Beeoenns oanux 6 mabauyro i ix popmamyearms.

JlaH1 BBOASTHCS B KIITHHH TAOJIMIN, TOYMHAOYH 3 TO3UIlT Kypcopa. [Ipu 3amoBHEHH1 KIIITUHOK 1X
PO3MipH IO BepTUKaI 301TbIIYIOThCA. [lepemiteHHs MK KITITHHKaM# TaOIUITI3IIMCHIOETHCS 3a JIOMTOMOT OO0
CroTydeHs Kiasim (tadi. 410l).
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@dopmaryBaHHsl TaOJMYHUX AAHUX 3AIHCHIOETHCS aHAJIOTIYHO (OpMATyBaHHsS 3BHYANHOIO TEKCTY:
CIMOYaTKy BOHM BUAUISAIOTHCS, a MOTIM opMaTyroThes o koManaam OcHoBHe - A63an, Ocnosne -IHpudr i
T.JI.

Komanga Ctuni Tabnuie nmpu3HaueHa Juist IBUAKOTO (OpMaTyBaHHS TaOJIUII.

Tabmuns 4.1 - KomOiHamii KiaBini 1js epeMilieHHs MK KIIITHHAMHA TaOIuI

Ne i/m KOMOiHaLis KaaBilm BHKOHYBaHa onepauis

1 <Tab>, <Shift + Tab> [Tepexim 10 HACTYITHOI i OMIEPEAHBOI KIITUHKA

2 <Ctrl + Tab> BcranoBiieHHsS CHMBOITY TaOyIIsIii

3 <Alt+Home> <Alt+End> [Tepexin 10 mepuIoi Ta OCTAHHBOT KIIITUHKH PSAY

4 <Alt+PgUp> <Alt+PgDn> [Tepexia 10 BepXHBOT 1 HUKHBOT KIIITUHKHA KOJIOHKH

4.2 PenaryBaHHs Ta0 Ui

PenaryBanHs 3aCTOCOBYIOTH JUIS HaJaHHS TAOMUIl OLTBIN MPUBAOIMBOTO 1 TOKOHAHOTO BUAY. BoHO
BKJIFOYAE: BUAUICHHS TaONMUWIl 1 ii €JIeMEHTIB, 3MiHA IMUPHHH CTOBIIIIB 1 BUCOTH DSJKIB, 00'€qHAHHS 1
PO3OUTTS KIIITHHOK, BCTABJICHHS 1 BUJAJICHHSCTOBIIIIB 1 PSIIKiB, (hOpMaTyBaHHS JaHUX TAOJUI, iX 30BHIIIHE
odopMIIeHHS 1 T.11.

Tabmuus, sika peaaryeTbes, BUIUIIEThCS Ha BKIaaui Maker-Buainutu (rpyna Tabmuns) - Buginutu
TaOIUINI0, TPUYOMY KYPCOp CHOYAaTKy BCTAHOBIIOETHCS B cepeauHi Tabnmii. HeBenuky TaOmuiio MokHa
BUUTNTH «OYKCHUPYBaHHSM)» KHOTIKH MHIITI.

Jls BUAIEHHS IEKUIBKOX PSAAKIB 1 JEKIJIbKOX CTOBIIIB 3aCTOCOBYIOTh KOMaHAy: Maker-Buainuru-
Buninutu panox (croBnenb) a0 BCTAHOBUTM BKa3iBHMK MHUIII B MOYATOK psaka (abo Bropi CTOBHIS) 1
KJIALHYTH JiBOI0 KHOMKO Mul (JIKM).

[I{o6 cxacyBaTu BuALIeHHS 1ocUTh Kianaytu JIKM 3a mosnem Tabmuiri.

[upunHa cTOBNLA 1 BUCOTA pAJKA 3MIHIOIOTHCA 32 JOMOMOror0 KoMaHau Maket - ABroniaOip (rpyna
Po3Mip KIITHHKH) - 32 BMICTOM, 3a IIMPHUHOIO BikHA, DIKCOBaHA MIMPUHA KOJOHKHU.

VYV pa3i HEOOXIMHOCTI JOJaBaHHsS CTOBMIIB 1 PSAAKIB B TaOJMUII0 HEOOXITHO BHIILJIUTH CTOBIICI
(mpaBuit) 1 pAIOK (HUKHIO) 1 BUKOHATH KOoMaHAy Maker - BcTaBuTH 3HU3Y, 3711Ba, CIpaBa, 3BEPXy pAIKa 1
CTOBIILISL.

4.3 Oopodka TabauuHNX JaHux 3acodamu Word

3a nonomoroto TP Word MoxinBO 31iCHIOBaTH COPTYBAaHHS JIaHUX, a TAaKOXK PO3paXxyHKH 3a
dhopmynamu.

CopryBaTHl 1aHi TaOJHIII MOXKHA 32 3pOCTaHHSIM 1 3MEHIIIEHHSM I10 OJTHOMY, ABOX 1TPhOX CTOBIIIISIX
(xmrouax). Ile mokHa BuKOHATH 3a KomaHJor0 Maker - CopTyBaHHS B J1aJIOTOBOMY BIKHI HEOOXiIHO
BKa3aTH TUN JaHUX (TEKCT, YMCIO, JaTa) 1 XapakTep COpTYBaHHS 3a 3pOCTaHHSAM alo 3a CMaJaHHSAM B
KOXHOMY 3 TPbOX 00paHMX KIIFOUiB - cTOBILIB Tabmuii - OK.

VY mporeci copTyBaHHsS JaHUX, SIK MPaBUJIO, 3arOJOBKH («IIanka») BUKIHOYarOThes («be3 psaka
3arojoBKa»). Mo)kHa 3a/1aTi JOJaTKOBI TapaMeTpH COPTYBaHHs 3a JonoMororokHonku «Ilapamerpuy.

Po3spaxynku B Tabauisx 3a gqormomororo TIT Word 3iiicHIOIOTECS Tak:

- 8K 1 B TaOMMuHUX mporecopax psaaku B Word mo3HavaroTees mudpaMu HaTypalibHOTO psny 1, 2,
3... N; croBmi - mitepamu aHriicbkoro andasity A, B, C, DiT.1.;

- KIITHHKAa MarTh aapecy BS5, ToOTO kiiTHHKA 3HAXOIUTHCS B cTOBIII B 1 psiaky 5. Hymeparris
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pszakiB i croBruiB B Word He BijoOpaaeThCsi Ha €KpaHi 1 MPUIMAETHCSI CUCTEMOIO 32 YMOBUAHHSIM;

- BCTaHOBUTH KypCOp B KJIITUHKY, JIe Oy/Je pe3yibTaT po3paxyHKiB i BAKOHATH KOMaHAy Maker -
®opmyna (puc. 4.2) (Oynb-sika Gopmylia MOYMHAETHCA 31 3HAKA «=» 1 € apu(PMETHYHHM BHPA30M, IO
CKJIAJJA€THCS 3 YMCIIOBMX KOHCTAHT 1 3MIHHHX, J[1alla30HIB KJIITUHOK, MOKAa3HUKIB CTaHIAPTHUX (QYHKIIIH,
3HaKiB apumeruku (+, -, *, /) i KPyrJIMXIy*OK) - y BikKHI BCTaHOBUTH hopmyiy i ¢popmar umncia - OK.

s ———

Peraeg §seorporTrr Mapes

| Swcore. 0350w T T Bepiene serory peoee

7 Wepens R32ow o 1] Bupimeste uepeey Doenue

Fommp 0 vrreeey T ]

Pucynok 4.2 - Bxnaaka Maket - ®opmyna

3a ymoBuaHHsAM y BikHi ®opmyna (puc. 4.3) yacto 3'sBiserbess: = SUM (ABOVE) a6o = SUM
(LEFT), ne ABOVE, LEFT - mapameTpwu, SKUMHU 3a4af0ThCS Jialla30HU YHCETI, PO3TAIIOBaHi HAJ 1 3)1iBa Bij
Kypcopa (cuctema BUBOJIHUTS iX 3a ymMoBuaHHsM) (puc. 4.4).

-
Dopmyna 2
Dopmyna:
=|
DopMaT HoMEpIB:
BcrasuTi dyHKUIO: BcrasuTi 3aKnaaKy:
Ckacysatn | ||

Pucynok 4.3 - Ctpykrypa BikHa Popmyrna

-
Qopmyna 2

Dopmyna:

DopMaT HOMEPIB:

[=]

BcraButi QyHKWIO: BcTasuT 3aKnanKy:
v
ABS HPS
AND A CkacysaTy
AVERAGE E \
NS COtNT =

Pucynok 4.4 - Cxnag ¢pyskuiit Bikna @opmyna

MoknuBHIA 3amUC pilieHHs Y BUTIsIII Gopmynu (puc. 4.5), ToOTO B ampecax MallMHU: HATPUKIA, =
D5 + C4 * A2, To0TO BUKOHAHHS OTEpaLiii Mi>k BMICTOM KJIITHHOK:
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[ wopmyna [0 i)

Dopmyna:
=Ak+B2

DopMaT HOMEDIB:

BcraButit hyHKUWIO: BcrasuTi 3aKnaaKy:

[ OK ] [ Cracysatn ]

Pucynoxk 4.5- Ipuknan 3anucy Gopmyiu 3acooamu Word 2010

V Bikni ®opmyna(puc. 4.6) MoKHa BUKOHYBATH T€BHI (DYHKIIIT, sIKi CIIPOILIYIOTh JAESAKI PO3PaXyHKH.
Hanpuxmnan: Bu3HaueHHs MiHIMalIbHOTO eJeMeHTa 3 psany (aiamazony)kimituHok C2: C300 Bu3Hauaemo 3a
JOTIOMOTO10 (PYHKIIIT MiHIMYM:

[ wopuysa [
Dopmyna:
=AVERAGE(LEFT)
DopMaT HOMEIB:
[=]
Bcrasuti hyHKWIO: BcrasuTi 3aKnaaKy:
[]
l OK ] [ Ckacysatn J

Pucynok -4.6 —Bikao ®opmya
4.4 CTBopeHHs Aiarpam

Uwucnosi 1aHi, po3TalloBaHi B TaOIUII MOXKHA 0OPMHUTH Y BUTJISAL larpaMu.

Inakme MoxHa ckaszatu, IO Jiarpama Iie JIMIe OJWH 13 Crnoco0iB mpeacTaBieHHs naHux. CeHc
JiarpaMH TIOJISITa€ B TOMY, IMIO0 OUIBII HAOYHO MPEACTaBUTH 1HQPOpPMAIlIIO, MO MICTHUTHCS B HHUPpax
tabmuie. [lle MoxkHa ckaszarwm, 110 aiarpama 1€ IPeACTaBICHHS JaHUX B TabIuIll B TpadiuHOMY BUTIISII, SKE
BUKOPHUCTOBYEThCS JIJIsl aHAIII3Y 1 MOPIBHAHHSA AaHuX.Ha niarpamMi yucioBi 1aHi KIITHHOK MPEACTABISIOTHCS
y BUIMISAAI TOYOK, JiHIM, CMYyT, CTOBHYMKIB, CEKTOpiB 1 B iHHIN (opmi. ['pynu enemeHTIB AaHUX, IO
B1IOMBAIOTh BMICT KJIITHHOK, OJTMH PSIZIOK a00 CTOBMEIh, CKIAIA0Th PSI JaHUX.

[Io6 BcTaBUTH JlarpaMy B TEKCTOBHH JTOKYMEHT, MOTPiOHO BUAUIMTH BUXIAHY Tabiuiio (Bcio abo
4acTKOBO) 1 BUKOHATH BKJaaka BeraBnenns - rpyna Imoctpanii - komanaa Jliarpama - Ha eKpaHi 3'SBUTbCS
tabuis B popmati EXCEL (puc. 4.7), a TakoKBiANOBiIHA fAiarpaMa. Y 1eli MOMEHT II¢ MOKHA BHOCHUTH
3MIHM B TaOJMINIO - JiarpaMa 3MIHIOBaTHUMETHCS aBTOMATHYHO. BHKOPHCTOBYIOUM KOHTEKCTHE MEHIO

JiarpaM# MOXKHA TTOMIHATH i1 Tur.
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34 [EEPES

HEEE R LLEETE

Harermpin 1 Harermpin 2 Harermpin 8 Harermpin 3

A B C D E F G H 1

1 Pag 1l Pag 2 Pag 3

2 |Karteropial 4.3 24 2
3 Kareropia2 2,5 4.4 2
4 Kareropia 3 3.5 1.8 3
5 |Kareropiad 4.5 2.8 5
]

7

8

WoE 3MiHKTA Diana3od oiaroamu. NeneTArHITE NDABWMH HUHHIFA BVT Oianasodv.

Pucynok 4.7 - Brimagka Berasienns - rpyna Imoctpaiii - komanna [liarpama

JiarpamMu MoXxHa penaryBaTs i popmaryBaty, sik 00'ekt. Mo)Ha rnepeMiniaTy,3MiHIOBaTH po3MipH, 1
obeprarwu.

3mina muny icuyrouoi diacpamu.

1. ToxsiiiHe KimamaHHs Ha giarpami J03BOJISE 3afiTH B MEHIO [iarpaMd - Ha IHCTPyMCHTAJIbHIA
CTpIYLli, HATUCHYTHU Ha KJaBiiry JliarpaMa 1 BUOpaTu TUI Jiarpamu;

2. HatucHyTH IpaBorO KHOMKOO MUII Ha jaiarpami - Tun giarpamu - CranmapTHi

(HecrangaptHi);

3. V psaaxy menro 3aiiti B [liarpama - Twuir giarpamu.

4.5 ®dopmaTtyBaHHs obJiacTeil qiarpamu

Jliarpama Mo’ke MICTUTH HACTYIIHI €IEMEHTH, SIKi MOXKHA BiipeiaryBaTH:

1. OGnactp niarpamu - Best Jiarpama, pa3om 3 ycima ii eneMeHTamu;

2. ObGnacte mOOYZOBM - B JBOBHMIPHOI Jiarpami 00JacTIO MOOYIOBH HAa3MBA€ETHCS OOJACTh,
oOMekeHa OCSIMM 1 MICTHTbh BCl PSJIU JAiarpamMu. Y TPUBUMIPHOI JiarpaMu 1e o0iactb, 0OMexeHa OCSIMH 1
BKITIOUAE SN TaHUX, HA3BU KaTETOPiid, MAMKUCH TOJIIJIOK 1 Ha3BU OCEH;

3. Jlerenaa - mianuc, BU3Havae 3apapOoByBaHHs a00 KOJIip TOUOK JaHUX aDOKaTEropii aiarpamu;

4. Ha3Ba jgiarpaMu - ONHCOBHMH TEKCT, aBTOMaTMYHO IOB'SI3aHUI 3 BicCl0 ab0 pO3TallOBaHUN 110
LEHTPY Alarpamu;

5. Pan nmaHux - rpymna moB's3aHMX TOYOK JaHMX Jiarpamu, II0 BigoOpakae 3HAUYEHHS pAAKiB abo
cToBMIIB apkyma. KoxkeH psan naHux BigoOpakaeTbcs mo-cBoeMy. Ha miarpami Moke OyTu BimoOpakeHuit
OJIH a00 KiJbKa psAAiB naHux. Ha kpyrogiit niarpami BiioOpakaeTbCs TINBKH OJWH Pl JaHHX;

6. [lignuc 3HaYeHHS - MANUC, OO0 HAaJa€ TOAATKOBI BIJOMOCTI MPO TOYKY JaHUX, IO BimoOpaxae
sKeCh 3Ha4CeHHs KITUHKHU. [linnucamu nanux MoxxyTh OyTH 3a0e3redeHi SK OKpeMi TOUKH JJaHHUX, TaK 1 BeCh

pSA IUTKOM. 3aIeKHO BiJ TUIY AiarpaMy MiANKUCH JaHUX MOXKYTh BiOOpakaTH 3HAYCHHS, Ha3BU PSMOIB 1
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Kareropii, yacTku abo ix komOiHaIii;

7. Mapkep HDaHMX - CTOBITYMK, 3adapOoBaHa 00JacTh, TOYKA, CETMEHT ab0 I1HIIUI reoMeTpUYHHMA
00'eKT AiarpaMu, 0 MO3HAYA€ TOUKY JaHUX a00 3HAYCHHS KIITUHKU;

8. Ocb - IiHisg, 9acTO 0OMEXY€E 3 OJTHOTO OOKY 00JIacTh MOOYIOBH Ta BUKOPHUCTOBYBAaHA SIK OCHOBA
BUMIPIOBaHb JJIs1 NOOYJOBU JTaHUX Ha Jiarpami. ¥ OUIBIIOCTIiarpaM TOYKH JAaHUX BiOOPaXaroThCs MO OCi
(y), sxa 3a3BuYaii € BEPTHKAJILHOI BICCIO, a Kareropili BigoOpakaroThcs MO OCi (X), SK MpaBMIIo,
TOPU30HTAIIBHIH;

9. JlieHHs 1 MigOUCH TOMIJIOK - JiJCHHS, a00 KOPOTKI BEpTUKAIBHI BiIPI3KH, MEpeciyHi 3 BiccCio,
MoAi0HO PO3MOJIijiaM Ha JIIHINII, JO3BOJISIOTH BIAMIPATHA OJHAKOBI BijcTaHi Ha miHiimi. [lixmucu mominok
MO03HAYAIOTh Mipy JOBKHHH, BIIKJIaIEHY MO OCI, aTAKOX MOXYTh MTO3HAYaTH KaTeropii, 3HaueHHs abo psau
3HA4YeHb Jiarpamu;

10.  Jlimii citku - miii, sKi, Oyay4d AOAAHI A0 Aiarpami, MOJIETIIYIOTh Heperis iaHali3 JaHuX.
JIinii ciTku BioOpakaroThCs MapajieabHO OCSAM BiJ OB Aiarpamu;

11.  Tabmuus naHuMx giarpaMu - MICTHTH BimoOpaskeHi Ha miarpami naHi. KoskeH psimox Tadmuii
JaHUX MICTUTH psif JaHuX. TaOnwisl JaHWX 3a3BUYAN IMOB's3aHA 3 BICCIO KATETOPii 1 3aMIHIOE MMiJIITUC OCi
KaTeropiu;

12.  Jlinis TpeHay - rpadiyHe MpeaCTaBICHHS TPEHIy a00 HANpsMy 3MiHU JaHWUX BPSAIl JaHUX.

JIiHii TpeH1y BUKOPUCTOBYIOTHCS TIPH POTHO3YBaHH1, HAIIPHUKIIAA IPH perpeciiiHoMy anamisi. JliHii TpeHay
MOXYTh OyTH MOOymOBaHI Ha BCIX JABOBUMIpPHHX [iarpamax 0e3 HaKONMWYEeHHs (THUCTOTpami, JIiHiHYaTii
miarpami, rpadiky, Oip>KoBHil Tiarpami, TOYKOBIH Jiarpami, a TaKOK OyJIbOAIIKOBUX JiarpaMax);

13. Ilmanku moxuOOK - rpadiuni JiHil, M0 BiMOOpaXKaroTh MOTEHIIHY MOMUIKY (200 CTyIiHb
HEJOCTOBIPHOCTI) KOXHOI TOYKM JaHUX pAny AaHuX. IlnmaHku moxmOOK MOXKYTh BioOpaxkatucs Ui BCIX
IJIacKuX Aiarpam (Ticrorpami, JiHiMuYaToi Aiarpamu, TOYKOBOi AiarpaMu 1 OynbOamikoBux niarpam). Ha
TOYKOBHX JllarpaMax MOXXYTh TaKOX B1JOOpakaTUCS JIiHII HOXUOKH 1o oci X. JIiHii mOXuOKU MOXYTh OyTH
BUJIUIEHI 1 BiipOopMaToOBaHi SIK Ipymna;

14. CTiHKY 1 OCHOBH - IUTOIIMHH, HA OCHOBI SIKUX B1I00pa)KaroThCsl TPUBHUMIpPHI aiarpamu. Boru
HaJal0Th TPUBUMIPHUM JllarpaMaM BpaXe€HHs 00cAry 1 0OMexyroTh 00JacTh NOOYJOBH AiarpaMu. 3a3BUyait
o0acTh MoOy10BU OOMEXYIOTh /1B CTIHKH 1 OJTHA0CHOBA.

Jns 3miHu ab6o GpopmaTyBaHHS AlarpaMyu HEOOX1/1HO:

1. Bubepith moTpiOHMI eneMeHT miarpamu. Psau NaHWX, MIINACH 3HAYEHb 1 JIETEHAH MOKHA
3MIHIOBAaTH MoesleMeHTHO. Hampuknan, mo6 BUOpaTé OKpeMHi MapKep JaHHUX B Dsii JaHUX, BUOEpITh
noTpiOHUI psA AaHUX, TOTIM - OTPIOHUIA MapKep JaHMX;

2. B meHro opmaT ab0 B KOHTEKCTHOMY MEHIO BUOEPiTh KOMaHIy ()OPMAaTBIMOBITHOTO EIEMEHTA;

3. 3MiHITb i BCTAaHOBITh BiMOBIIHI TAPAMETPH.

Ilpumimka. Texcm enemenmis diacpamu, HANPUKIAO NIONUCU NOOIIOK OCI Kame2opill, iMeHa psaoia
O0aHux, mexkcm jieeeHou i niOnucyu OaHux, No6'sa3anull 3 KIMUHKAMUPOOOU020 TUCMA, BUKOPUCHIOBYBAHO20
0114 cmeopenHa oiazpamu. LLJob 30epecmu 36’130k yux enemenmie 3 KAIMUHKAMU JUCMA, C1I0 3MIHIO8AMU
meKcm Ha pobo4oMy apKyuli, a He Ha diazpami.

s 3minu po3mipie i nepemiujeHHs e1emMenmie MONCHA BUKOPUCTNOBY ATNU MUULY.

Ll]o6 nepemicmumu enemenm, uOiliMb 1020 i NepemscHimb 3a 00NOMO20I0 MuUuli 8 nompioHe
NONONCEHHS.

o6 3minumu posmip enemenma oiacpamu, 6CMAHOBIMb BKA3IBHUK HA MAPKep 3MIHU PO3MIpY.
Bxaszienuk nputive opmy 0socmoponnvoi cmpinku. Ilepemsazcnime 6Ka3i6HUK O OMPUMAHHS HEOOXIOHO20
PO3MIDY.

L1]o6 siookpemumu, 00ur 6i0 0OHO20 8Ci CEKMOpU 8 Kpy2eosiil diazpami, 8udinime ix inepemseHimo
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8i0 yeHmpy oiazpamu.
4.6 JlonaBaHHs 3aroJI0BKa /10 TiarpamMu.

1. HarucuyTu Ha fgiarpami MpaBoro KHOMKOO Muiin - [Tapamerpu miarpamu -

3arosnoBku - Y psaaxky Hassa niarpamu BBeCcTH HEOOXiTHY Ha3BY.

2. 3aiiti B Mento [liarpama - [Tapamerpu giarpamu - 3aronosku - Y psiaky Hassajgiarpamu BBecTH
HEOOX1/IHY Ha3BY.

B nmaHomy miasioroBoMy BiKHI MOJKHA TMEPEHTH Ha 1HII BKJIAJKK 1 3MIHUTH TapaMeTpH I1HIIHX
enemeHTiB mgiarpamu (Ilianmucu nanux, Oci, Jlinii citku, Jlerenna, Tabiuis naHux).
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TEMA 5
CTBOPEHHA I'PA®IYHUX OB’EKTIB

5.1 BoynoByBaHHs 00'€KTiB

Y IOKYMEHT MOKHa BCTaBJIATH JiarpaMH, MaJlOHKH, (DOpPMYJIH, E€JIEKTPOHHI TaOJHIN, CTBOpPEHI
IHITUMU TIpoTpaMaMiu Y BUTJIsiAlI BOynoBaHux o0'ekTiB. [I[o6 cTBopuTH BOymoBaHHiI 00'€KT, HEOOXiTHO HA
cTpiulli BUOpatu BKiIaaky BeraBiaenns - rpyny TekcT - O0'ekT.

[1{o6 BOyayBaTH (hparMEHT ITOKYMEHTa, CTBOPEHOIO IHIIOK Mporpamoro, B gokymenti Word, ciix
MOMICTUTH HEOOXigHui ¢parMeHT B Oydep oOMiny, mepexmountcs B Word, natucayru Ctrl + V, mpu
bOMY 3'ABUTHCS MiJIKa3Ka, 110 J103BOJIsIE BUOpATH BapiaHT BCTaBKU a00 BUKIMKATH KOHTEKCTHE MEHIO 1
BHOpaTH HEOOXITHUI BapiaHT BCTaBKH.

[TapameTpu BCTaBKM MOXHa 3MiHIOBaTH: BKiajnka Paiin Ha crpiumi - Ilapamerpu -JlomaTkoBo -
BupizanHs, KomiroBaHHS Ta BCTaBJICHHS.

11106 miskoM BOYIyBaTH JOKYMEHT, CTBOPEHHIA iHIIOIO MPporpaMmoro, B fokymeHt Word, ciia 3aiitu y
BKiagky BceraBnenns - OO'ext, BuOpatu Bkiaaky CrtBopeHHs 3 (aiimy, Bkazatu (aiin, sSIKUH MICTUTh
BOY/IOBAaHUH JTOKYMEHT.

s penaryBanns BOy/10BaHOTO 00'€KTa CIIi/1 ABIY1 KIAIIHYTH JiBOIO KJIaBilIer0 MUIIIiHA Horo 061acTi
1 JaJti AT BIAMOBIAHO J0 MPaBUII POOOTH 3 IPOrPaMOI0 10 CTBOpUIIA 00'EKT.

3aBepleHHs peJjaryBaHHs - 3aKpUTTS BiKHA 00'ekTa (AKIIO O0'€KT pelaryeTbcsi B OKPEMOMY BiKHI)
a00 KJIallaHHs JIIBOIO KJIABIIICIO MHUIII 32 MEKaMH PelaroBaHOro 00'€KTa.

o6 BumanuTu BOyqOBaHMM 00'€KT, TpeOa BUAUIMTH MOTO, KJIAI[HYBIIX JIBOIO KJIABINICIO MUIII Ha
fioro o0nacTti 1 HaTUCHYTH KiaBimy Delete.

5.2 CTBopeHHs hopmy.a

Cnoci6 1. Bcmaenenns gpopmyn uepes Equation

dopMyln € BaXIUMBUM 00'ekTOM mpu poOoTi 3 TekctoBuM mporiecopom Word 2010, Tak sk gyxe
4acTO HEOOXiJHO 3aCTOCYBaTH (HOPMYNH Ui LIFOCTpALil pi3HUX BUIIB TEKCTY (EKOHOMIYHOIO, XIMIYHOTO,
¢bi3u4HOTO Ta 1H.)

o6 cTBOpUTH (hopmyity, Tpeba MOMICTUTH Kypcop B Miclle JOKYMEHTa, B sIke HEOOX1IHO BCTABUTHU
dopmyny, nepeiitu y Bkiaaky Berasnenns - O6'exr - Equation 3.0.

VY mo3umii Kypcopa 3'IBUTbCSI paMKa IO oOMexye o0aacTh cTBOproBaHOi (opmynu (ii po3mip
3MIHIOETBCSI TP BBEJICHHI (hOpMYJIH), a HA eKpaHi - maHenb iHcTpyMeHTiB MicrosoftEquation (puc.5.1)

Dopmyna

2= | i

G| 58 O EngEn Juen ; U
Wimaﬁ.ﬂOHbl BEPXHWX M HWXKHWMX MHAEKCOB

m B

‘7/////////////-//////////////‘ — [P | I

Pucynoxk 5.1 - [Tanens incrpymentiB Microsoft Equation
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Knamanus mo oxHOMYy i3 3ampOINOHOBAHUX OO'€KTiB (hOpMyYJ MaHeNi IHCTPYMEHTIB PO3KPUBAE BCi
fioro enemenTH Ut BuOopy. Hatnckanns knasimi Esc 1o3Bossie micist BUOOpy npuoOpatu po3KpuTi 00'€KTH.
[[1o6 3amatu 006'ekT B popMyny, MoxkHa BUKopucToByBaTH KiaBimm Ctrl + [IpoGin abo BUKOpPHCTOBYBaTH
kHonKy I[Tpo6in i Tpu kpanku Ha maHeni iHCTpyMeHTiB. [Ipu HaBeseHHI CTPUIKM MUII HA 00'€KT B MaHE1
bopmyciMBae H0ro Npu3HAYEHHS.

[Ipu BBexeHHi (oOpMyIM 32 YMOBYAaHHSAM BUKOPHUCTOBYETHCS CTHIb «MaTeMaTHUHUI», IO
3a0e3neuye aBToMaTH4HE (QopMaTyBaHHA. MOXHA BUAUIMTH MUIICIO €IEMEHT abo Tpyny eJIeMEHTIB
(dbopMyIH 1 IPUMYCOBO 3aJaTH CTHIIb:

- TEKCT - TeKCT (MOSACHEHHS 710 OPMYIIHN);

- GyHKIIIS - 3araJbHONPUNHATE IM' QYHKIIIT;

- 3MiHHA - IM's 3MiHHOT 200 QYyHKIIIT,

- rpeubKuii - O0ykBa rpebKoro aiadasiTy;

- MaTpHIIS - BEKTOD - iM'st MaTpulli a00 BEKTOpa;

- IHIIAA - CTHJIb, IO JIO3BOJISIE KOPUCTYBAueBI CaMOCTIHHO HaOpaTH MWIPH(T 1 HAKPECICHHS
CHUMBOIIIB.

[Tpu BBeneHHi GopMylIn MOXKHA MEpPEeMIIaTh Kypcop 3a JOMOMOror kiasimm TaOymnsiis, KiaBill
yIpaBJIiHHSA KypcOpOM a00 MUIII.

Bunaineni Muiiiero e1eMeHTH MOKHA BUAAIATH HaTUCKaHHIM kiasimi Delete. [IpuctBopenni popmyn
JIOIYCKA€EThCsI CKaCyBaHHs OCTaHHBOT BUKOHaHOI il Alt + Backspace.

Jns penaryBanus ¢hopMysid HEOOX1IHO JBIY1 KJIAHYTH 1O (hOPMYITi 1 BHECTH 3MiHH.

[Ticnst 3akiHYEeHHS pelaryBaHHA KJIAI[HYTH JIIBOIO KJIABIIICI0 MHUIII 33 MEeKaMu (OPMYIIH.

Jis 3MiHM po3Mipy (GOpPMYNIH MOXKHA CKOPUCTATHUCS MapKepaMH 3MIHH PO3MIpY, SIKiCTalOTh BHJIHI
TICJIs KJIAallaHHS JTIBOO KJIABIlIEI0 MU 110 POopMyITi.

Cnoci6 2. Koncmpykmop.

1006 BcTaBuTH hopmymy, Tpeba KIalHyTH MUIleto Ha kHomui @opmyna B rpyni CUMBOIM Y BKIJIAILI
Bcerasnenns.

Moxna BuOpatu ¢opmyny 3 BOYJOBaHUX (SKIIO KJIALHYTH Ha CTPUILi) 1 peaaryBaTH ii abo x
CTBOpPUTHU CBOIO. [Ipu cTBOpeHHI HOBOI (OpMyNM Ha CTpiulll 3'sABIs€TbCS BKIaaka KoHCTpykTOp, Ha sKii
3HaxoaAThes rpynu: Cepsic, CumBonu, CTpyKTYpH.

V rpymni CepBic MokHa BUOpATH TUI BBEJEHHS (GOPMYIIL:

- npodeciiiHui - TBOMIpHHIA, 103BOJISIE BBOAUTH CKJIa/IHI CTPYKTYPH;

- THIAHUHN - OTHOBUMIPHUH, CIIPOIIECHUI;

- 3BHUYATHUI TEKCT - JO3BOJIIE€ BBOJUTH B (POPMYITY 3BHUANHUIA TEKCT.

VY rpyni CuMBoIM MOKHA BUOpATH 13 3alPONIOHOBAHUX CUMBOJIU JIJISl BCTABKHU.

TakoXk, HATUCHYBIIM Ha 3HAK J = Micue nnst popmMyau. MOKHA BCTaBJISITH TPelbKi JIITEPH,
JITEpOIoI0H1 CUMBOJIH, OTIEPATOPH, CTPUIKH, 0OCOOTUBI HAKPECIEHHS JIITEP, TeOMETPHUIHICUMBOJIH.

VY rpyni CTpyKTypH MO>KHA BCTaBJISTH OCHOBHI €J1€MEHTH, BUKOPUCTOBYBaH1 NPUHANTUCAHHI POpMYJI:
IHAEKCH, PaJIuKaJi, IHTErpaJid, BEJIUKI ONepaTopH, AYKKH, eJIeMeHTapH1 (yHKIIIi, 3HaKHU, MEXi, OlepaTopH,
MaTpHIIi.

®opmaTtyBaHHs (HOPMYIT 3IHCHIOETHCS TaK caMo, K 1 popMaTyBaHHS 3BUYaiiHOro Tekcry. [lepeiitu

710 TapaMeTpiB BBEJCHHS (OPMYIT MOYKHA HATUCHYBIIU HA KHOIIKY B rpymi Cepsic.

5.3 BcraBJiieHHs1 300pakeHb
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1100 BcTaBUTH 300paXKEHHS, SIKE 30epiraeThCsl Ha KOMIT'IOTEPI, CIIiJ] IepeTH yBKIAAKy BeraBneHnHs i
HaTHCHYTH MamoHok B rpyni Lmocrpanii. Binkpuerbcs BIKHO IPOBIIHUKA, B SIKOMY 3/A1HCHIOETbCS BUOIp
HEOO0XiJHOTO 300paXKeHHS

Bcmaenenns 6 mexcm 20mogux ManloHKie

Jist po3MIIIIEHHS B TEKCTI MAIIOHKIB, 1110 TIOCTABIISIOTHCS pa3oM 3 Word, ciii BCTAHOBHTH Kypcop B
MO3MIIII0 BCTaBKM MAaJIIOHKA 1 mepeitu y BKiIaaky BcraBnenns - KapTuHka, micist 4oro 3'sBUTHCS BIKHO, B
SKOMY 3/11ICHIOETBHCS TOIIYK KAPTHHOK.

Bcmaenenns 6 mexcm eunocku (asmogizypu)

BuHeceHHsT BUKOPHUCTOBYIOTBCS I JIOJIaBaHHS TOSCHIOBAIBHOI iH(OpMamii 10 Tekery abo
MatOHKY. BuHeceHHst MOXKyTh OyTH 0hopMIIeH] y BUTIISAIL JTiHINA a00 pi3HUX(QITYPHUX CTPLIOK.

1106 momaTu B TEKCT BUHOCKY, CIIiJ] MEPEUTH y BKiIaAKy BeraBnenus - ®irypu Brpymi Imoctparii.
[Ticns BcraBKM 10 aBTOQIryp MOKHA 3aCTOCOBYBAaTH Taki Jii: 3MiHa po3Mmipy 1 Koibopy, oOepTaHHS,
BiJOOpaXeHHs, a TAKO’K KOMOIHYBaHHS 3 iHIIUMH (Pirypamu, HampuKiIal, KpyroM, KBaapaToM i iH.

SmartArt

I'padiuni emementu SMartArt ciyxaTh [ HAOUHOTO TNPEACTABJIEHHS NAHMX i idel. Ix MoxHa
CTBOPUTH Ha OCHOBI PI3HMX MaKeTiB, 100 IIBUAKO, JIETKO 1 e(eKTHBHO aoHecTH mosimomieHHs. 1106
nepeiTn 10 BHOOpy eneMeHTiB SmartArt, moTpiOHO 3aiiTh y BKianky BceraBmenns - SmartArt B rpymi
Lmtoctpauii (puc. 5.2).

NPoCrui Gaosmt Cmoox

[utsp prcyswn Srartae [+ 3 S
= Crmwcon ®
b, Yo
' DR -- -- = : - ]
W Moo [*<Y » -- 3 214
iz, =m==-=——— KK
5 Crpyvrea PSS
I i IN
18 Wit Ii —e O O -~ = " ‘ !
, i .

g PN ““ - 1-15) BMOACTCOETER 328 BAOIpANEs
= = = 'ii SEMOCINOSN 500 FRYNOESSO Dok

ndopmicd. Aumarae Wepertu npoctp

"} ‘ _ .- L0% OFyD NG rOSU3DeTan TS BepTisant
B 5T

Er—— B

i o | | Oxacynara

Pucynoxk 5.2 - Bubip enementis SmartArt

Hiacpama

JiarpaMy MoO’KHa BCTaBUTH, MEPEHIIOBIIN y BKIaaKy BcraBnenns - [liarpama B rpymi Imoctpariii.
IIpu cTBOpeHHI JiarpamMM CTpiyKa 3rOPTAETHCS 1 3'SIBISAETHCS PAIOK MEHIO, B SIKOMY MOXXKHA peaaryBaTu
niarpamy. Bin He BiapizHseTbes Big Word 2003.

3uimox

[I{o0 BcTaBUTH 3HIMOK BiKHa a00 YaCTHHU €KpaHy HEOOXIJHO MmepelTu y BkiIaaky BceraBienHs -
3HiIMOK B rpymni Imoctparii.

Takox, 11100 BCTaBUTH B TEKCT OyJb-sK€ aKTUBHE BIKHO €KpaHy, HEOOXiIHO HOro akTHBi3yBaTH,
HatucHyTH knaimi Alt + PrintScreen. I[TotiM BCTaHOBUTH Kypcop y HOTPiOHIN MO3HIIIT TEKCTY i HATUCHYTH
Ctrl + V. 300paxxeHHs BCTaBIISETHCS B BUDIIAIITpadiyHOro 00'eKTa.

Bcmasnenns 6 mexcm nanucy

BcraBnenHsi Hanmucy BUKOPUCTOBYETHCS, SKIIO Tpeba pO3TallyBaTH TEKCT, MAJIOHOK a0 iHIIWH
00'eKT BcepeIuHi OCHOBHOro TekcTy. Jlns mporo mepeiitu y Bkiaaky BceraBnenns - Hannuc B rpymi
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«Tekct». MoxkHa BuOpaTH icHyroui abo HamamoBaTH CBil, HatucHyBiM «HamamioBatu Hamuc» abo
«Beptukaneuuii Harmucy. Kypcop HaOyne BUITIALY XpecTHKa, SKUM CIiJi HATHCHYTOI KHOIKOIO MHUIII
OKpecIIUTH po3Mip Hamucy. HaBkoso Hamucy 3'IBUTHCS paMKa 3 KypCOpOM BCepeanHi. Y MO3UIII0 Kypcopy
MOJKHA BBECTH TEKCT,BCTABUTH MAJIIOHOK 1 T.11 (puc. 5.3)

MH 3HEXO0IHTHCH E CAMOCTIHABIH |

[EKCT 0}')15-2]{8 AKTHEHE BIKHO

- s —

Pucynok 5.3

Jis penaryBaHHsI BMICTY HAIUCYy - KJIAIHYTH BCEPEAMHI HHOTO MHUIILEIO, /ISl BUIAJICHHS HAIUCY -
BUJUTUTH HOTO MapKepaMu, KJIAIHYBIIIH 110 paMIli, i HaTUCHyTHKIaBiry Delete.

Hanuc Mo)kHa epeMiiaTi, 3MiHIOBaTH pOo3MipH (BUKOPUCTOBYIOUH MHIITY).

KoHTekcTHe MeHIO s poOOTH 3 HamucoM (3MiHa (opmary, poO3TallyBaHHsS MIOJO0 TEKCTY,
KOITIFOBAaHHSI, IEPEMIIIICHHS, BUIAJICHHS ) BUKJIIMKAETHCS KJIallaHHSAM IIPABOi KHOIIKH MHUIIIIIO BUIIJICHINA pamIli
HAIHCY.

Cmeopenus cneyianibHux mekcmogux eghekmie

CrenianbHi TEKCTOBI €(EKTH BUKOPHCTOBYIOTHCS Al OQOPMIICHHS 3aroyioBkiB Tekcty. Kypcop
BCTAaHOBUTH B MOTPIOHY mo3uuito, nepeiitu y Bkiaaaky BeraBinennsWordArt B rpymi «Tekct». BuGparu
BUTJIS O(OPMIICHHS TEKCTY. BBecTHTEKCT Y pamili.

st penaryBannst Tekcty WOrdArt Ttpeba aBivi KIamHYTH IO HBOMY 1 BHKOHATH 3MiHH.
dopmaTyBaHHs 3/1IHCHIOETHCS 32 JOMIOMOTOI0 BKJIAJIKHM Ha CTpiulli «3acobu MamnroBanHs - DopMary» a TaKoX
BKIIaKku «OCHOBHEY.
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Pucynok 5.4

Maninynoeannsa epaghiunumu 06 'ekmamu

Jns BunanenHs rpagiyHoro o0'eKTa CiuiJi BUIUIMTH HOTO 1 HATUCHYTH KiaBimry Delete.

I'padiunuii 06'eKT MOKHA MO3UIIIOHYBATH 32 JOMOMOTOIO MEPEMILIEHHS, KOMIIOBAaTH 32 JJOIIOMOT 00
nepeMilieHHs, yrpuMyoun knasimry Ctrl.

3MIHIOBaTH KOTO PO3Mip MOXHA NUIIXOM MEpPEeMIilllEHHs MapKepiB 3MiHHM po3Mipy. 3a yMOBUAHHSIM
IpU TEepeMilleHH] iaroHalbHOTO MapKepa, po3Mip 300paKeHHsS 3MIHIOETHCS, 30epiraroun MpOIopLii.
BigkiarounTy 11e MO>KHa HAaCTYITHUM YMHOM: BUJUIMBIIN MaIIOHOK -Po0oTa 3 Mmamonkamu - @opmat - 3Hauok
B rpyni Po3mip - Macmta6 - 36epiratu mponopii.

{06 BMmanuTH, MO3UIIOHYBATH, KOIIIOBATH, 3MIHIOBATH PO3MIp KUIBKOX OO0'€KTIB, CIijl CIIOYATKy
BUJIUTHTH TIOCHIJIOBHO KiJTbKa 00'€KTiB, siki Tpeba 00'eaHaTu B rpyny. Jnsmporo yrpumyroun knasimry Shift
MOCIITOBHO KJIAIIATH 10 TUX 00'€KTaxX, ki Tpeba 00'eqHATH.

Knamanss niBoro KiaBilero MU 3a MeXaMH rpadidyHUX 00'€KTiB CKaCOBYE TXBUIIICHHS.

Jis BUKOHAHHS omepamiii 3 rpymnol O00'€KTiB AK €IMHUM IUITUM, O00'€KTH CHIiJl 3rpyIyBaTH,
BUJUIMBIIM X 1 MEpedIIoBIIN y BKIaAKy 3acoOum mamoBaHHs - @opmat iBuOparu ['pymyBatu B rpymi
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OpranizyBaTH.

Hax rpynoro MokHa BHKOHAaTH Oyab-sKy OIEpalil0 32 TUMH K TNpaBWIAMH, SIK HaJ OKPEMHUM
o0'exToM. I'pymna 00'ekTiB MOKe BKJIIOYATH B ceOe iHmI rpynu. s moairy rpynu Ha CKJIAoBi ii 00'exTH
(Tpynu) cnif BUIUIATH TPYIy 1, IepeTu yBKiIaaky 3acoOu mamtoBaHHs - @opmar i Bubparu Po3rpynysaru B
rpymi Oprani3yBaTH.

36



TEMA 6
MOHSATTA TABJIUYHOTI'O ITPOIIECOPA MOT'O ®YHKIIII TA IHTEP®EVIC
MICROSOFT EXCEL

Tabauunui npoyecop — 1€ TpHUKJIaIHA IMporpama, sSKa NpU3HAU€HA JJs OIpAallOBaHHS JaHUX,
MOJIaHUX B €JIEKTPOHHUX TAOJIULIAX.

Ta6nwuHMiA Nnpouecop

BeeaeHHs, peaaryBaHHa,

$OpMaTYBaHHA JaHWUX
Microsoft Office Excel

OBUMCNeHHa AaHKnX

Or
J

penOffice.org Calc
MporpamHi 3acoén DyHKUiT Mobyaoea aiarpam
LibreOffice Calc
QinLTPaLia Ta COPTYEaHHA AaHWX
SuperCalc
CTEOPEHHA NiACYMKOBWX Ta 3EEAEHMX
TabinLb Ta iH.

Pucynok 6.1 - IIporpami 3aco0u Ta QpyHKIIi{ TAOIUYHUX TPOLIECOPIB

Enextponi Tabnuiii npu3HaveHi st 00poOku iHhopMallii HETEKCTOBOTO XapakTepy. 31e0UIbIIOro 11e
NEeBHUM YMHOM OpraHizoBaHa uucioBa iH(opmariisi. OCHOBHOIO OCOOJMBICTIO €IEKTPOHHUX TaONHLb €
BUKOPUCTaHHA (hOPMYJI 1 MOXKIIMBICTh aBTOMAaTHYHOTO MEPEPaxyHKy TaOIULb y pa3i 3MiHM JaHUX Yy TaOJIuLl,
SIKILO LI 1aH1 BUKOPUCTOBYIOTHCS Y GOpMyIIax.

OcHoBHuMM NOHATTAMU B Excel € po6oumii apkymr ta poOoya KHHra.

Pob6ouuii apxyw — 11e OCHOBHUI THUI JOKYMEHTA, 1110 BUKOPUCTOBYEThCs B Excel st 30eperxeHHs Ta
MaHiMy/IIOBaHHA JaHUMHU.

PoOounii apkymn ckiiafaeThes 13 CTOBMLIB Ta psAAKiB. [lepeTuH ogHOrO psijaka Ta CTOBIMIS BU3HAYa€e
KOMIpKY. AKTHBHOIO Ha3UBA€THCSI KOMipKa, Ha sIKiil po3mimeHuii Kypcop. BoHa BUAIISAETbCSA paMKOIO.

Pob6oui apxywi ymeopioloms po6ouy KHuey.

Poboua knuea — cykymHiCTh pOOOYHX JIHCTIB, 00’ €THAHUX CIIUTEHUM IMEHEM.

Poboua kHura 36epiraeTbest 3 po3MUpPEHHIM .XIs.

[Tpu 3anmycky Excel Ha nuctax poOouoi KHHUIM BiTOOpaXkaeTbCsl CiTKa, KA PO3AUILE PAIKU Ha
CTOBMII. 3BEpXy HaJ CTOBMOISIMH BigoOpaxkatoThess 3aronoBku (A, B, C....). 3miBa Big psakiB
BioOpaxaroTbes X HomepH (1, 2, 3...). 3a moTpeOu MOXKHA HE BiIoOpa)kaTH CITKY Ta 3ar0JIOBKH CTOBIIIIB
IUIsL 3pYYHOTO CHpUUHATTS iHGopmanii Ha mucti. g nuporo norpidbHo ckopucratucs meHio Ilogpanust ta
BCTaHOBUTH nepemukad CiTka.

Hianazonu komipok 6y8aroms CyMIdHCHI | HECYMIHCHI.

VY CcyMiDKHMX Jiama3oHax MK KOMIpKaMH HEMae MPOMDKKIB 1 BiH Mae (opMy NpsSMOKYTHHUKA.
CyMiXHI Jiama30HU MO3HAYAIOTHCS apecoro JiBOI BEPXHBOI KOMIPKHU Jiama3oHy, JBOKPAIMKOK 1 aapecoro
npaBoi HMKHBOT KOMIpkH AianazoHy, Hampukian Al:KS. CymikHiI qiama3oHH MOKHA TaKOX BHILIHTH,
YTPUMYIOUYHM HaTUCHYTOIO KiaBimry Shift i po3mmproroun KiaBilmaMu KepyBaHHS KypCOPOM 30HY BUAIICHHS.

Hecymixkni niama3oHu CKIAarOThes 3 JEKUIBKOX CYMDKHHX 1 TO3HA4aloThCs IXHIMH aJpecami,
PO3IIJIEHUMH Kpamkoio 3 Komoro, Hampukiany A2:C6;K3:K10;E2:G2. [lng BuUIAUIEHHS HECYMIKHOTO
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Jiama3oHy MOTPIOHO BUAUIMTH MEpIly KIITHHY a00 Mepimiuil aianma3oH KIITHH, MOTIM, YTPUMYIOUH
HaTHCHYTOIO KiaBinty Ctrl, BUIINKUTH 1HIII Tiana30HU KIITHH.

Posrasinemo inTepdeiic nporpamu (puc. 6.2).

MaHenk WEMAKOro PAOOK 2aronoBka KHOMKN KepyBaHHA

Mone iMexi
AKTHEHOI KOMIpKK

;; / B
Apnurn nucTie = . g '

PROooK crany

Pucynoxk 6.2 - [atepdeiic mporpamu

6.1 Bukopucranus gpopmya

Jns mpoBeneHHss OOYHMCIIEHb BHUKOPHCTOBYIOTH (GopMynu. 300pakeHHs (QOpMYIM MOXHa
MEePErSIIHYTH B PAAKY GOpMys, a B KOMIpIi Oyne BimoOpakaTucs pe3yibTaT OOYHCIIeHb. BBeneHHs
(GbopMyI MOYMHAETHCS 3 BBEICHHS 3HAKa «=», 3a IKMM MOXYTb OyTH BBejeHI onepanau. [lin onepannamu
pO3YMIIOTh CTall 3HAuY€HHS, aJapecu KOMIpOK, i1MeHa (QyHKLIA (cTaHgapTHUX abo0 BH3HAYEHHUX
KOpPHUCTYBaueM), 3HaKM apU(PMETHUHUX omepauii («+» AoJaBaHHS, «—» BIAHIMAHHSA, «*» MHOXEHHS, «/»
TiIeHHs, «» migHeceHHs Ao crenens (2°3=23), «%» BiICOTOK), JTOT1YHI oreparii mopiBHAHHS (>, <, =, >=,
<=, <>), a TaKOX AYXXKH JJIsl BU3HAUEHHS MOPSAAKY BUKOHAHHS Onepariil.

Baxn1Boro € MOXJIMBICTh MEPEMIILyBaTH, KOMIIOBATH Ta PO3MHOXYBATH 3HAYEHHS Ta (POpMYIH Mif
4yac MoOy/I0BH €JIEKTPOHHUX TaOIHUIIb.

Aemo3zanognenns emicmy KomMipku — 11e HOro KOIIIOBaHHS B IOBUIbHY KIJIBKICTh CYCIJTHIX KOMIpPOK.

Cnocobu adpecayii

Anpeca KOMIpOK MOe OyTH abCOIIOTHA BIAHOCHA, a00 3MillIaHa.

Bionocna aopeca — ne anpeca, ska TpH KOmMitOBaHHI ab0 mepemimieHHi (OopMyiIu 3MIHIOE CBOE
3HAYEHHSI aJIpECH CTOCOBHO HOBOTO TIOJIOKEHHS (DOPMYITH Y TaOIHII.

Abconiomna adpeca — 1e aapeca, KOJIM IMpH KOMIIOBaHHI abo mepemimieHHi (GopMmynu y Hiil He
MMOBUHHI 3MIHIOBAaTH CBOE 3HAYCHHS CTOCOBHO HOBOTO TIOJIOKEHHS (OpMYyIW y TaOnWIl, a MaroTh
rmocuiaTucs Ha 3aikcoBaHi JaHi.

[[To6 nepeTBOpUTH BiTHOCHY anpecy Al Ha aGCONIOTHY, Mepe]; HOMEPOM PSIKA 1 CTOBIIIISI HEOOX1THO
BUKOPHCTATH 3HAK $.

3miwana adpeca — 11e aapeca, sika BUKOPUCTOBYE KOMOIHAIIIIO BITHOCHOI aapecH Ta abCOMIOTHOI 1Mo
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psaKy a00 CTOBITYHKY.

Hanpuknan, A$1 — npu komitoBaHHI Oy/ie 3MiHIOBAaTUCS CTOBIMEIb; $A1 — CTOBMUMK € HE3MIHHHM,
Oyzie 3MiHIOBATHUCS PSIOK.

Anpecu KOMIpOK MOXHa BBOJUTH 3 KJaBiaTypu a00 BHOMpaTH MHIIKOIO — TOJAI ajapeca BHOpaHOT
KOMIPKH 3anuIeTbcs B TeKCT (popmynu aBromatuuno. 11106 onepxkatu aOComOTHY ajpecy, HEOOXimHO
nicinst BUOopy ajpecu HatucHyTd F4. Jlns ckacyBaHHs noTpiOHO HAaTUCHYTH F4 CTijbKM pa3iB, MOKU 3HaK $
HE 3HUKHE.

6.2 Bukopucranus maiictpa gpyHkuiii

Haiinpocrimmii croci® BcTaBkM (YHKINT - 1MOYaTH BBEACHHS KIAIAHHAM Ha KHOMIi fX B paaky
dopmyn. Binkpuerbcs mianor BeraBiaennsi (yHkmii, sxkuii mosermrye BuOip 1 BCTaBKy B (opmymy
notpionoi Qynkmii. Y cnucky Karteropis BuOupaerscsi KaTeropis, 10 SAKOi HAJIEKHTb (QYHKIIISA
(Maremarnuni, Craructuuni tomo) (puc. 6.3). Y cmmcky BuOepite (yHKIIIO BKa3yeTbCs KOHKpETHA

byHKITS.

MaremarTnuni S
IHdopmayingi
CratucTnuHi -
Texcrosi
Kareropii pyHkuin
IH)keHepHi
Aara i vac
T Bazu paunx
Jloriyni
) : MigcraHoska Ta
®DinaHcoBi

nucanaHHa

Pucynoxk 6.3 - Kareropii ¢yHkii

[ToTpiObHY (yHKIII0O MOXKHA TaKOX 3HAMTH 1 BCTABUTHU B KIITUHKY BUKOPUCTOBYIOUM bibniomexy
@yukyiu Bknaaku Mopmy.au ae GyHKIIT MpecTaBieH] 3a KaTeropisiMH.

6.3 @opMaTyBaHHA Ta peJaryBaHHs Ta0uLi Ta KOMipoK
BikHOo @opmam kaimunox n03Bons€ 3AiCHUTH (opMmaTyBaHHs Beiel Tabmuii abo ii wactunu. Lle
BIKHO  TaKOXX MOXKHa BHKJIMKAaTH 3a  JONOMOTOI0  KOHTEKCTHOTO  MEHI0O  KOMipku  abo

Ocnosne=>Komipku=>Dopmam. 1le BIKHO MICTUTH IICTh TPYI HANAIITYBAaHHS (opmaTy.
Bknanka Yucno mictuth nepenik uncioux ¢popmaris (Puc. 6.4).
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3aransunin Fopowoani

Yucnosui Bigcorkonit

Texcrosmi Qinanconui

. ara
Excnonenyiinni A

Apobosuii o
Pucynok 6.4 - Yucnosi ¢popmaru

1) unciaoBUil — MOXHA PETYJIIOBATH KiJIBKICTh JECATKOBHX 3HA4Y€Hb, PO3MEXKYBATH U PO3PAIIB
qHCIIa;

2) TPOIIOBUH — YHCIIO 13 3HAYCHHSIM I'POIIOBOT OJUHUII Ta KUTBKOCTI JIECATKOBHX 3HAYCHb,

3) ¢inancoBwHii — BitoOpaXkae TPOIIOBI OMHUIII 3 PO3MEKYBadeM II01 1 IpOOOBI YACTUHH YHCTIA,

4) nata — 103BOJIIE BUOpATH OJIUH 13 CTaHAAPTHUX (PopMaTiB BimoOpakeHHs aTH;

5) npoboBuii — BimoOpakae 3HaYCHHS IPOOiB;

6) BiICOTKOBHUI — BiJoOpakae 3HAYEHHS Bi/ICOTKIB;

7) eKCIIOHEHIIIATLHUH — BigoOpakae excrioneHTH, Hanpukiaa, 0.5=5,00E-0,1 a6o 500=5,00E+02;

8) TeKCTOBI1 — BiJOOpaXkae TEKCT;

9) nonatkoBuil — 3HANUTH oOpMAT 3 MIEPETTIKY 3aMPONOHOBAHUX a00 CTBOPUTH CBiil.

Bxnanka Bupisnioeanns npu3HaueHa 1j1sl BAKOPUCTAHHS TaKuX JH:

*  BUOIp rOPU30HTAILHOTO BUPIBHIOBAHHS;

*  BuOIp BEpTUKAJIHLHOTO BUPIBHIOBAHHS;

"  BU3HAYEHHS BEMYMHU BIJICTYIY;

"  BHU3HAYCHHS HANPSMKY TEKCTY;

"  BHU3HAYEHHS PO3MIIIEHHS TEKCTY B KOMIpIIl B IEKUIbKA PSIKIB;

"  aBTOMATHYHE BU3HAYECHHS LIMPUHU KOMIPKH BIJMOBIIHO JI0 ii BMICTY;

*  00’eIHaHHSA KOMIPOK.

6.4 Ipyk ejextponHoi Tadauni Excel

Hpyx enextponnoi Tabmuiii Excel 3aiificHIOETbCS MTOAIOHO 10 IPYKY TEKCTOBOTO JAoKyMeHTa y Word.
ITix yac apyky Ha mamnepi BUBOAATHCS TUIBKHU Ti KOMIpKH TabJHIli, € € BMICT, MeXi a00 3aJH1BKa.

[Tix yac miArOTOBKM IOKYMEHTa 10 APYKY 3pydHo mpautoBatu B pexumi Ilopannss => Maker
CTOPiHKM, OCKUIBKH IIPU IIbOMY PO3MIpH PAIKIB 1 CTOBIIIIB 3a3HAYAIOTHCS B CAHTUMETPAX 1 BiT0OpakaeThbes
OpIEHTOBHMI PE3yNbTaT IPYKY.

s niocomosku enekmpouHoi mabauyi 00 OpyKy nOmpioHo:

1) BCTaHOBUTH NTapaMeTPH CTOPIHKY;

2) onrtuMi3yBaTH TaOIUIEO popmMaTyBaHHSM ii 00’ €KTIB;

3) o0’eHATH Niana3oHU KOMIPOK (32 HEOOX1THOCTI);

4) BCTaHOBUTH MEKi KOMIPOK Yy TaOJIHIIL.
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Jlo nIpyky MOKyMEHTa MOXHa TepelTH 3a gonomororo komanau @aiia => JIpyk abo cnomyudeHHsS
knagim Ctrl + P.

6.6 IIoHATTS COPTYBAHHA JAHUX

Copmyeannsa oOanux — e BIOPSJKBAHHS JaHUX 3a 3pOCTaHHAM a0o0 3a cnazaHHsAM. BoHo nae
MOJKJIMBICTh BiJICOPTYBAaTH CIUCOK iMEH B aj¢aBiTHOMY MHOPSJIKY, CKJIACTHU CIHUCOK MPOAYKTIB 32 pPiBHEM
3amaciB (BiJ HaHOUIBIIOTO O HAWMEHIIOr0) abo BIOPSAIKYBATH PAIKH 3a KOJBOPAMH YH MIKTOTPAMaMH.
CopryBaHHS 1aHUX Ja€ 3MOTY MIBHJIKO MEPETJIAIaTH JaHi i MOKpaIlyBaTh X COPURHATTS, YIOPSAKOBYBATH,
3HAXOAMTHU MOTPiOHI JaHi Ta BAKOPUCTOBYBATH IX MaKCUMAaJIbHO €(PEKTHBHO.

Jani moxHa copryBatu 3a Tekcrom (Bim "A" go "A" ab6o Big "A" mo "A"), umcmamu (Bif
HAaWMEHIIIOTO J0 HAlOUTBIIIOrO Ta BiJ HAWOUIBIIIOTO 10 HAMMEHIIIOT0) 1 JaTO0 1 9acoM (BiJ HaCTapIIoro 110
HaHMOJIO/IIIIOTO, BiJi HAWMOJIOAIIOTO JI0 HANCTAPIIOro) B OJHOMY a00 KiJTbKOX CTOBIISX KOMaHAOK /lani
=> Copmysanns. IX MOXHa TaKOX COPTYBAaTH 3a CAMOCTIHHO CTBOPEHHM HACTPOIOBAHHMM CIHCKOM
(manpuxiaz, "Benukuit", "Cepenniit", "Manenskuit") abo 3a popmaTom, 30KpeMa 3a KOJIbOPOM KIITHHKH YH
mpudTy a0 HaAOOPOM IMIKTOTPaM.

6.7 @inbTpania JaHuX

BBectu nonryk gaHux, sKi BiANOBIAa0Th TOTPIOHOMY KPUTEPit0, MOXIIMBO HE TUIBKH 32 IOTIOMOTOIO
dopmu nmanux. B ToMy BHmanky, KOoiu HEOOXiIHO 3aJaTH KOMIUIEKCHI KpUTepii MOUIyKy, Ha IiIMOTy
MOXYTh TpudTH ¢GyHKIIT ¢(uabTpauii nporpamu Excel. 3acTocyBaHHs (uIbTpiB Ja€ Taky IepeBary sk
MO>KJIUBICTh KOIIIOBAHHS 1 OKpeMoi OOpoOKM BHOpaHMX 3a J0omoMororw ¢uibTpiB 3anuciB. DimpTpariis
BIJIPI3HSAETHCS B COPTYBaHHS: MpHU QUIbTpALiil 3alMCH HE NepedOpMOBYIOTHCS, a TUIBKU BAOOPaXKaroThCs
Ti 3 HUX, 5Kl BIAMOBIJAIOTH 3aJaHUM KPUTEPISM.

I3 ycix 3aco6iB QinbTpalii JaHUX HAHOUIBII MPOCTOI0, AOCTYMHOIO, NMPUHHATHOIO 1 3pYYHOIO €,
6e3ymoBHO, (hyHK1ist ABTO1IbTp. Ilicns 3acTrocyBaHHs naHOi QyHKIII Ha eKpaHi BiAOOPaXKarOThCs TUIbKU
T1 3aIHUCH, SIK1 3aJI0BOJIbHSIOTH BIAMOBIIHUM KpUTEpisiM BiOopy. Bike cama Ha3Ba (yHKIIIT TOBOPUTH MPO TE,
110 TIPY BUKJIMKY BIJIMOBIIHI Omepallii mporpaMa BUKOHYE aBTOMATUYHO. {751 Toro, 1mob nmepeKkoHaTHcs B
bOMYy crpoOyeMo Bukopuctatu komanay @iabTp Bkiaaaku lami. [licns HaTuckaHHS KIaBIII MUII Ha
IMeHI 111€1 KOMaH/IX B MEPIIOMY PSIKY MOPSIA 3 HA3BOIO KOKHOTO TMOJISI 3 IBUThCS KHOMKA 31 CTPUIKOKO. 3 11
JIOTIOMOTOI0 MOYKHA BIAKPUTH CIUCOK, IKHI MICTUTB BCl 3HaYEHHSI MOJIB, K1 3yCTPI4alOThCs B CTOBIILIL.

KpiM 3HaueHb noJiiB, KOXKEH 13 CIUCKIB MICTUTH 11e Tpu enemeHTH: Bei, [lepur 10, YmoBa. Enement
Bce ciin BUKOpUCTOBYBATH /1J1s1 BIJOOpa)keHHS Ha €KpaHi BCIX 3alUCIB MICIIsl 3aCTOCYBaHHS (PUIBTPY.

OyYHKIS aBTOMATUYHOIO BIAOOpaX€HHS HaA €KpaHl NepIIuX JecATH 3aluCiB CIHCKY, SKa
aKTUBI3yeThCcsl BUOOpOM enementa [lepssbie 10, € 0/1HI€I0 3 HOBUHOK HOBOI Bepcii Mporpamu.

OctanHill elleMeHT 13 MepeiiyeHnX — eJIeMEeHT YMoBa. BukopucroByeTbes BiH 17 (GOpMYyBaHHS
OUIBLI CKJIATHOTO KPUTEPIIO BIAOOPY, B IKOMY MOKHA 3aCTOCOBYBaTH yMOBHi orneparopu U1 1 MJIN.

KpiM po3rassHyTux ¢QyHKIIH aBTOQUIBTPY, ICHYIOTh AOJAATKOBI (YHKIT pO3IIUPEHOro (GuIbTpa, SAKi
J03BOJISAIIOTH (hopMmyBaTu OublI ckiagHi yMoBH Bigoopy. Lli kpurepii 3amaroThesi Oe3mocepeHbO Ha
poboYOMY JTHCTI.

Jlnst 3amaHHs KpUTEPIiB CITiT BUSHAYUTH Ha POOOYOMY JIMCTI HIDKYE CITUCKY PSIIKHU (7iara3oH YMOB),
sK1 OyAyTh MICTUTH KpHUTepii BinOopy. B mycTuii psgok BuzHaueHo1 o0acti Tpeba BBeCTH ab0 CKOMIIOBaTH
PAIOK 3arojoBKy cmucky. IloTiM y po3ramioBaHi HM)KYE PAIKM HEOOXITHO BBECTH KpuUTepii BinOopy.
BBenenns ymoB BiOopy Al IEKIJIbKOX CTOBIIIB OJHOYACHO BIANOBIJa€ BU3HAYECHHIO B OJHOMY PSIKY
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niamazony ymoB (dyskuis 1).

Jist Toro mo0 BKasyBaTH pi3Hi KpUTepii BiTOOPY ISt pI3HUX CTOBIIIIB, CJIi1 BBOAUTH YMOBHU BiZIOOpYy
B KOMIpKH, SKi pO3TalIoBaHi B pi3HUX psakax fiama3ony ymoB (¢ynkuis WMJIN). IIpu 3aBnanHi Kputepiis
MO>KHa BUKOPUCTOBYBATH TaKOXK ONEPATOPU MOPIBHSIHHSI, OJHAK HEMOXKJIMBO 3aCTOCOBYBATH 3HAK PIBHSIHHS
JUIsL TOYHOT BiATIOBIAHOCTI MOJIS 3aIKCY 3alaHOMY KpuTepito. B 11boMy BunaaKy (Ipu BBOA1 3HAKY PiBHSIHHS)
3HA4YEeHHsI KpUTepito OyJe iHTepHpeToBaHO MPOrpamoro sk (opmysa, IO MPUBEIE A0 MOSBU B KOMIpII
3HA4YEeHHS TMOMWIKA. MDXK [iama30HOM YMOB 1 CIIMCKOM, SIKHH (UIBTPYETHCS, HEOOXIMHO 3aJIMIINTH HE
MEHIIIE OHOTO ITYCTOTO PSIKA.

Konu xpurepii 3anani, Tpeba akTHBi3yBaTH Nit0 po3mupeHoro ¢inbtpy. st uporo tTpeda Bubparu
koMauay @iasTp => JlonaTkoBo 3 Brianku Jani. Ha ekpani 3’sBuUThCs nianoroe BikHO Po3mupeHnuii
dinbTp, B sskoMy Tpeba 3a1aTH mapaMeTpu po3MHpeHoro GuIbTpy. 30KpeMa BKa3aTH Jiama3oH KOMIpOK st
¢bineTpy (monme Mcxomnblil nuama3oH) i KOMIpoK 3 Kpurtepissmu (mosie Jmamason ycnoBuii). BxaszyBatu
aJipecy Jiama3oHy KpUTEPIiB CIiJ 3a JONMOMOTOK BUIUICHHS TOTPIOHOTO Miama3oHy ITCIs PO3MIICHHS
Kypcopy B mozne /[mamason ycnoBuii. He MokHa BKIIIOYATH B Jiama3oH KPUTEPIiB MyCTHH PAIOK, SIKHM
PO3MIIIICHHIA HUXKYE Jiama30H.

6.8 Ipomizkui mincymku

Ipomiscni niocymku — 1e y3arajJbHIOIOYi 3HAYEeHHS (CyMH, CEpPEeIHBOTO, KITBKOCTI TOIIO), SKi
OOYHCITIOIOTHCS IS TPYIT MIPEIICTABICHUX Y TIEBHINM TaOIUII 00'€KTIB, @ TAKOXK 3aci0 I OOYHMCICHHS IHX
3Ha4eHb. [IpoMiXKHI MiACYyMKH OOYHCIIOIOTH JIMIIE Uil TaONIHIlb, BOOPSAKOBAHUX 33 3HAYEHHSMH IEBHOTO
napamMmerpa.

[lepmr Hi)X BCTaHOBJIOBATU MPOMDKHI HIACYMKH, CJIiJ] BIICOPTYBaTH CIHHCOK, II00 3rpymyBaTH
PAAKY, 32 IKUMHU MOTPIOHO miAOUTH miAcyMKH. Ilicis nporo mMoxxHa OOYMCIUTH MPOMIKHI MIJCYMKH IS
KOXHOTO CTOBIIIS, SIKUI MICTUTD YHCIIA.

ko ga”i He MalOTh (opMaTy CIUCKY a0 SKIO MOTPIOHO BUBECTH JIUILIE OJUH MiJICYMOK, MOXHA
CKOPUCTAaTUCh aBTOCYMOIO 3aMICTh aBTOMaTHUHUX OOUNCIIEHb.

Hnst oOuuciieHHs 3HAa4YeHb NPOMDKHHMX TIJCYMKIB BHKOPHCTOBYIOTH IJICYMKOBY (DYHKIIIIO,
Harnpukiag Cyma (SUM) abo Cepenne apudpmernune (AVERAGE).

[TpoMiXkH1 1ACYMKH MOKHA BUBECTH y CITUCKY 3 BUKOPUCTAHHSAM JEKIIbKOX THIIB O0YMCIIECHHS.

3aranpHi MIACYMKH OOYHCIIOIOTH 3a JOKJIAJHUMU BIJJOMOCTSIMH, a HE€3a 3HAYEHHSAMH B PsIKaxX
MPOMDKHUX MijicyMKiB. Hampuknan, y pasi Bukopucranus niacyMmkoBoi ¢pyHkiii AVERAGE3aransamii mia-
CYMOK MOBEpPTaE CepeHE 3HAUEHHS JJIs BCIX PAIKIB CIIUCKY, a HE JJIsl IPOMIKHUX M1JCYMKIB.

3HaueHHS MPOMDKHUX 1 3araJbHHUX IMIJCYMKIB IME€PEOOUUCITIOIOTHCS aBTOMATUYHO MICs KOMXKHOL
3MIHH JOKJIAIHUX BIIOMOCTEMH.

Brnaoenns npomisxcnux niocymxis

VY HasgBHI Tpynou MiACYMKIB MOKHA BCTaBISATH NPOMDKHI MIACYMKH [UIsi MEHIIUX Tpym. Y
HIKYEHABEJICHOMY NPUKIAAl y CHHCOK, Y SKOMY BXE € MIJICYMKH JUIsl KOKHOTO PETiOHY, BCTaBJIEHO
MIJCYMKH JUIsl KOKHOTO BHJLY CIIOPTY.

[Tepmr Hi>X BCTaBIATH BKJIAJICHI MMJICYMKH, CJIiJT BIICOPTYBATH CIHCOK 33 BCiMa CTOBMIIMH, TSI STKUX
MOTPIOHO OOYMCITUTH MIACYMKH, 00 PAIKH IJIs TIAOUTTS OYJIH 3rpyHoBaHi.

Bukopucmanns 36edenux mabauysp.

36edena mabnuys — ue 3acid Microsoft Excel, skuii mae 3mory oO4YMCIIOBATH ITiJICYMKOBI
XapaKTepUCTHKH Ta BOAHOYAC UIBTPYBATH JaHi, pO3MillIeHI B IEBHOMY Aiara3oHi.
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CrtpykTypa 3BeNeHOi TaONWIl BU3HAYAETHCS MAKETOM, M0 MicTuTh obnacti Crtopinka, Psigok,
Cmosneyv i /lani. Y KOXHIN 13 1UX obiacTell po3TalIoBaHI 3arojIOBKH CTOBIILIB Jialla30HY BUXIIHUX
TaHUX.

B o0nacte Cmopinka nepeTarytoTh Ha3BU TUX CTOBIILIB, 33 IKUMH BiI0yBaTUMETbCS (QiIbTpaLis.

B o6macti Psoox 1a Cmogneys TEPETATYIOTh HA3BH THX CTOBIIIB, 332 3HAYCHHIMH SKHX
MIPOBOJIUTHUMETHCS TPYITyBaHHS.

B o6nacte /{ami mepeTATyrOTh Ha3BU TUX CTOBHIB, HAJX JAaHUMH SIKUX 3A1HCHIOBATHMYTbCS
00YHCIICHHS.

s ix moOy10BM BUKOPUCTOBYIOTH Maiicmep 36edenux mabauybs i oiazpam.

Maiicmep 36edenux madbauys i diacpam TaKOXK BUKOPUCTOBYETHCS IJII CTBOPCHHSI 3BITiB 3BEJICHUX
miarpaM - rpaiqHOTO Pi3HOBUAY 3BEICHUX TaOIHIIb.

{06 3amycTuTH Malictep, MOTPIOHO BUOpATH KOMaHAY 36edena mabnuys B MeHio JlaHi.

Konun maiictep BiIKpHETBCA, TPOCTO MOTPIOHO HATUCHYTH: 1'0TOBO. MOKHA BUTpATHTH OlNIbIIE Yacy
Ha poboTy 3 MaiicTpaM He 00OB'sS3k0BO. HaTucHeHHs KHONKH ['0TOBO MOBigOMIIS€ IO WOMY CIIJT HisITH
CTaHIApTHUM YHHOM, a CaMe:

* BUKOPHUCTATH JIaHi 3i ciucky Excel abo 3 6a3u nanux;

* MATOTYBaTH 00JIACTH MAaKeTa JIJIsl CTBOPCHHSI 3BITY 3BEICHOT TaOIHIII;

* BUKOPUCTATH YC1 J1aH1 CIIUCKY;

* IOMICTUTH 00JIACTh MaKeTa 3BITYy Ha HOBHI apKYyIII.

MeHm HiXK 3a CEeKyHIy MaicTep MIATOTye HOBUH apKyll 3 yciM, IO MOTPiOHO JJIsl CTBOPEHHS
3BEICHOT TaOJMIll TAHUX: CITUCKOM TIOJIIB 3BEJCHOI TAaOJMII, 3 SIKOTO MEPETATYIOTHCS CIIEMEHTH, 00JacTIO
MaKeTa, J10 sIKOi BOHU MEPETATYIOThCS, 1 MAHEITI0 IHCTPYMEHTIB 36edena maonuys.

YV Choucky noiiB 3BeA€HOI TaONHWIl TMEpeNiueHO 1IMEeHa CTOBIIIB BUXIIHMX JaHUX: HaNpUKiIal,
Kpaina, [Iponasens, O6csr 30yty, [lata 3amoBnenns ta Kox 3amoBieHHs.

KoHOMy CTOBMITIO BUXITHUX JAaHMX BIAMOBIJAE MOJIE 3 TAKUM caMuM iM'sim. [lepersryBaHHs mosiB
31 CIUCKY /10 00J1aCTi MaKeTa J1a€ 3MOTy CTBOPUTH MAaKET 3BEJIEHOT TaOIHIIl.

OO6sacTh MakeTa CKJIaJa€eThCs 3 JEKUIBKOX OOMEXKEHHX paMKaMu oOsacTeil, MpU3HAUYEHUX JUIs
MepeTATYBaHHS TOJIB 31 CUCKY modiB. Ilicis 1mboro o6y1acTh MakeTa MEPETBOPIOETHCS HA 3BIT 3BEACHOL
TaOIUII

Hamucu B oOnacTsx mNOBLAOMIISIIOTH, KyIW CIiJ TEpeTsraTd JAaHi Juis 3abe3nedeHHs OakaHoi
opieHTanii 3BiTy. Hampukinan, skmo nepetsraytu none [Ipomaserns m10 oOnacti 3 HamucoM l[lepeTsrHiTh
CIOJIM TIOJISL PSIIKIB, KOJIEHOMY TPOJIaBLIEB1 y 3BiTI Oy/e BIABEAEHO OKpEMUH PSAJIOK. SKII0 NepeTarTH mose
[Iponasens 10 oGnacTi 3 HamucoM [lepeTsarHITh CIOIW MOJs CTOBIIIB, KOKHOMY MPOJAABIIEB] y 3BiTI Oy/e
BiJIBE/ICHO OKPEMHUH CTOBIICIIh

[Ticist BCTaHOBJIEHHS BUKOPUCTOBYBAHMUX IIOJIB CII1JI BU3SHAUWUTH, KyJId Ma€ OyTH MEPETITHYTO L
nosist. [1]o6 mpi3BuIle KOXKHOTO POaBIs BioOpakaaocs B OKpeMoMy psiIKy, Hose Ilpogasens mae onuHu-
TUcs B obnacti [lepeTsarHiTh croau nons paakiB. Komu B BIAYCTHTE KHOMKY MHUIII, Y MakeTl 3'ABIATHCA 111
Mpi3BUILIA.

Jnst BimoOpakeHHsI CyM MPOAAXKY I KOXXHOTO TPOJaBIsl ciif mepetsrtu mone O0car 30yTy 10
o0nacti 3 HancoM llepeTsarHiTh croau enemeHTH naHuXx. Jlo miei o0nacTi 3a3BUYail MEPETATYIOTh YMCIIOBI
naHi, ockutbku Excel aBTomatndHo migcyMmoBye BMICT mi€i obmacTti. [TizcymMkoBi mudpu BimoOpakaroThCs y
3BiTi. Konmu momne O6¢csr 30yTy Oyae mepeTsarHyTo 10 001acTi IS €IEMEHTIB JaHUX, 3aMICTh KOJIbOPOBHUX
paMoK 00J1acTi MaKkeTa 3'SBUTHCS TOTOBHM 3BIT 3BEACHOT TaOIHIII.

6.9 Po6ora 3 niarpamamu
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Hiaepama - rpadiuyHe NpPENCTAaBICHHA YHCIOBUX [aHMX JIHIHHUMU BiApi3KamMu, KpUBHMH abo
reOMETpUYHUMU (BIrypaMmH, M0 JO3BOJISIE MIBUIKO OLIHUTH CITIBBITHONIECHHS KiJTbKOX BEJTHYUH.

JliarpaMa CTBOPIOETHCS Ha OCHOBI JJaHMX, SIKi MICTATBhCS B Tabiuii Ta 30epirae 3B's130k 3 Heto. [Ipu
3MiHI JaHWUX B TAOJHIII JiarpaMa aBTOMaTHYHO 3MIHIOEThCS. BOHa MOXe pO3TalioByBaTUCS HA TOMYCaMOMY
apKyi, mo i Tadbnuils, abo Ha OKPEMOMY apKYIIIi.

Ocnogni enemenmu diazpamis:

1. Obracms nobyoosu — 00nacTh, B SIKii PO3MIIIYIOTHCS BCI €JICMEHTH JiarpaMH.

2. Obnacms diaepamu — 00IACTH JiarpaMu, OOMEKEHA OCSIMH, SIKa MICTUTb PS/IH JaHUX.

3. Paou Oanux — Habip TNOB'I3aHUX MDK COOOI0 YMCIOBUX JaHHMX, IO BiOOpaKalOThCS IO
BEePTHKAIBHIM OCi JiarpaMd Yy BWIJISAI CTOBIIIB, CEKTOPIB TOMIO. 3a3BWuail y BUXIAHIA TabmMII
PO3TaIIOBaHi 1O pAAKaX.

4. Kamezopii — 3a3BU4ail Ha3BM JIaHUX, L0 BiOOPaXKarOThCS i TOPU3OHTAIBHOIO BiCCIO JllarpamH.
3a3BrYail y BUXiIHINA TaOIUII pO3TAIIOBaHI MO CTOBIIISX.

5. Oci — niHii, mo 00MeXyloTh 001acTh AiarpaMd 1 MarOTh MOAUIKK 31 3HAYCHHSMH OOpaHUX
omuHunb BUMipy. ['opm3onTtampHa ock (ock X) BiamoBimae kareropisMm. BeprtukameHa ocb (ock VY)
BIJINIOBiJIa€ 3HAYCHHSIM JJAHUX B KaTEropisx. Y TPUBHMIPHHX Jiarpam € TpeTs och (och Z), siKa 3a3BHUAil,
BIJIMTOBiIa€ Jacy.

6. Jlecenoa — tpadiudi 300pakeHHS Ta TIANMKCH, SKi BIAMOBITAIOTH KATETOPISIM 1 IOJETIIYIOTH
YUTAHHS J1arpaMH.

7. Haszeu — Tekcr, skuii BimoOpakae Ha3BYy JiarpaMu abo ocei.

8. Ilionucu 0anux — 3HAYEHHS PS/IIB JAaHUX B IEBHUX KATETOPisX, MOJETIIYIOTh YATAHHSA AiarpaMu.

9. Jlinis mpendy — rpadik QyHKIII MeBHOrO BUAY (JiHIHHA, Jorapu(MivyHa, CTaTeYHa TOIIO)
OTPUMAHHI B PE3yJIbTaTi 0OPOOKM JAHUX PsTy METOJIOM HAMMEHIINX KBaJAPaTiB, JO3BOJISIE HAOYHO YSBUTH
TEHAEHIIII0 3MIHU JTaHHX.

Ilo6yoosa diacpamu

[Io6 nouyatn moOynoBy AlarpamMu HEOOX1HO Ha BKIAIUl Bcmaenenns B Tpymi Jliaepamu HaTUCHYTH
KHOTIKY TPUKYTHUK TIpaBOpydY BiJl MiHIaTIOpu Oyab-sikoi giarpamu. BiIKpHeTbCs KOJEKINs PI3HOBHUIB
o0paHOro TUIY Alarpami, 3 siIkoi He0OX1JHO BUOpATH NOTPIOHY.

Ane, mepm 3a Bce, HeoOXiIHO BHOpaTH Tum aAiarpamu. Ilpomo3uiii MoKHa NEPErNISIHYTH
HaTUCHYBIITU KHOTIKY Pexomenoosari diazpamu.

Binkpuetscs nianor Bemasnenns oiacpamu BKiIanaka Pexomenoosani diacpamu e Ipu BUOOPI THITY
JiarpaMu CIIiJi KepyBaTHUCA MIPKYBaHHSIMUWH HAMOUTBIIT HAOYHOTO MPECTaBICHHS MEBHUX NMU(PPOBUX JaHUX
JBOpYyY OyJie PEACTABICHO JIEKIIbKa THIIB PEKOMEHIOBAHHUX Jiarpam, cepell sIKUX HEeOOXITHO 3IHCHUTH
BuOip. st Toro mo6 3a1WCHATH yCBIAOMIIEHUN BUOIpP, JAOUUIBHO O3HAMOMHUTHUCS 3 MPU3HAYCHHSIM PI3HUX
THUIIIB JllarpaM 1 yMOBaMH iX 3aCTOCYBaHHS.

MipkyBaHHs 1010 BHOOpY THMy Aiarpamu. Bcl nocTymHi THOM jAiarpaM HaBOASTHCS B J1ajo3l
Bcmaenennsa Oiacpamu, SIKUW BIIKPUBAETHCS MICS KJIAl[aHHS MO TPUKYTHUKY y HUKHIM TpaBiil yacTHHI
po3niny [iaecpamu, abo KiamaHHSAM 1O BKIAANl Yci gaiarpamm B mianosi. Y BiKHI Ha TaHEN JBOPYY
B1JI0OpaXXaloThCsl JIOCTYIHI TUOM JiarpaM, a JIBOpydY BiJoOpakaeTbCs KOJEKIis MIHIATIOp JAlarpam
BHJIUICHOTO THUITY.

MosknuBuil BUOIp HACTYITHUX OCHOBHHX THIIIB Jliarpam:

» Cmosnuacma - 1u(dpoBI HaHI BIiIOOPaXKAIOTHCA Y BUIJISAAI BEPTUKAIBHUX 300paKeHb:
MPSIMOKYTHUKIB 200 CTOBMYMKIB. BUKOPHUCTOBYETHCS NJisi TIOPIBHSHHS 3HA4Y€Hb PI3HUX KaTErOpid, KOJIH
MOPSIOK KaTeropiii HeBaXJIMBUH;
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* [pagix - naHi BinoOpaxarOTbCs y BUIJIII OKPEMHX TOYOK, sIKi 00'€IHYIOTBHCS JHISIMH PI3HUX
TUMIB. BUKOPUCTOBYETHCS U1 BiTOOpaXeHHS TEHJEHIIIM MPOTATOM MEBHOTO 4acy (JI€Hb, THXJIEHb TOILO),
a00 KOJIM MOPAIOK KaTeropii Ui TOYOK JAHUX € BAXKIUBUM;

» Cexmopna - aHi MOJNAIOTHCS y BUIJISII CEKTOPIB KoJia. BUKOPUCTOBYETHCS Ui BimoOpaskeHHs
MIPOIIOPIIii IIJIOTO0;

» [icmoepama - anHanoriyHa CToBMYacTiid, ane 300pa)KCHHS PO3TAIIOBYIOTHCS TOPHU30HTAIBHO,
BUKOPUCTOBYETHCS JUISI IOPIBHSHHS 3HAYEHb PI3HUX KAaTEropii KOJH JiarpaMa BinoOpaskae TpuUBajicTh abo
KOJIM TeKCT KaTeropiil TOBIHiA,

» 3 obnacmamu - ananoriuna I paghiky, ane o6IacTi po3TAMIOBYIOTHCS i JIHISIMH 1 BUIIISIOTHCS
PI3HUMH KOJIBOPAMHU;

» Toukoea - Ha Jiarpami BiZOOpPaXalOThCS OKpPEMi TOYKH 3 TIO3HAYEHHSM KOOpAMHAT X,
VY - BUKOPUCTOBYETHCS ISl BiIOOpayKEHHS 3B’ A3KiB Mk HabopamMu 3HaYCHbD;

» Jlogepxus - noniona I paghixy, ane naHi BiqoOpaxarOTbCs y BUTIISAI TPUBUMIPHOT TTOBEPXH;

» pipoicosa - BimoOpakae MiHIMaJIbHI 1 MaKCHMalbHI I[IHH, @ TaKOX IIIHM HAa MOMEHT 3aKpUTTS
TOPTiB;

»  Consune npominns - Haragye CeKTOpHY Aiarpamy, ajie B IIEHTPi BOHA Ma€ OTBIp;

» [leniocmkosa — NaHi BiJOOPaKaIOThCS BITHOCHO IIEHTPAIBHOI TOYKH, a HE 1010 oceit X, V.

* Kombinosana — psiid JAHUX MPEICTABISIOTHCS KOMOIHAIIEIO PI3HUX TUIIIB Jiarpam.

dopmaryBaHHS JliarpaMH IPOBOJUTHCS KOMAaHJAaMH, PO3TAIIOBAaHMMH Ha KOHTEKCTHHMX BKJIAJKax

Koncmpyxmop 1 @opmam, sKi aBTOMaTUYHO CTAIOTh JIOCTYITHUMH Bifpa3y 3 BUIUICHHSM JliarpaMH.
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TEMA 7
3ACTOCYBAHHSA TEXHOJIOI'TH NOBYOBU NMPE3EHTAIII POWER POINT

7.1 3arajbHa XapaKTepUCTHKA KOMIT'IOTEPHUX Npe3eHTalii

Komm'roTepHi mpe3eHTalii € oHUM 3 THIIB MYJIbTUMEIIHHUX MPoeKTiB. Kommn'toTepHi npe3eHTarii
94acTO 3aCTOCOBYIOTBCS B PEKJIaMi, NPU BUCTYNaxX Ha KOH(EPEHIsSX 1 Hapanax, BOHH MOXYTh TaKOX
BHKOPHUCTOBYBATHUCS Ha YpOKaX y MpOIIEC MOSCHEHHS MaTepiaay BUUTeIeM ado TOTOBICH yUHIB.

Ilpeszenmayisn — e ypourcra myOiiyHa JeMOHCTpaIlisi HOBOTO TOBapy, BUpoOy 4M TexHouorii. Bona
MOKE CYITPOBOKYBATHUCS KOPOTKAM BHCTYITOM aBTOPIB UM TXHIX MPEACTaBHUKIB MPO TBIp YK BUPIO.

Komn tomepua npesenmayis — e aity, skuii MICTUTh claiiau abo Bijeo 300pa)KeHHS IMPO TEBHI
00’extH un nofii. Ha xoxkHOMY cliaiiii MOYKHA pO3MICTUTH JIOBUIBHY TEKCTOBY 1 rpadiuny iHpopmarliito.

[MpuknagHi mporpaMu, NPU3HAYEHI JUISI CTBOPEHHS KOMIT FOTEPHHMX MpPE3CHTAIlll, Ha3HUBAHOThCS

cucmemamu ONpaAyOB8anHs npe3eHmayii abo pedaxmopamu npe3enmayitl.

32 cnoco6om oprauisauii

Komn orepsi npesesrauii Micracnft Mavie Makar

Online cepsicu gns Buawn npesextauin AnFX Visual Design
Spresent CTBOPEHHRA
nepesenTauyin Virtual Tour Bulide

32 HanpAMOM AIAALHOCTI KOpnopatuer

Pucynok 7.1 - KoM rorepHi npe3eHranii
7.2 Ilporpamumii 3aci6 1J1s1 ctBopenHs npe3enrtauiii Microsoft PowerPoint

OnmuuM 13 3ac001B CTBOPEHHS Ta JIEMOHCTpAIlii mpe3eHTalii € nmporpama Microsoft PowerPoint, sika
Jla€ 3MOT'y, 30KpeMa, BUKOPUCTOBYBATH y Mpe3eHTallll MyIbTUME/I1HHI e(eKTH.

Microsoft PowerPoint — 11e mporpaMHui 3aci0, 1mo BXOoAuTh 10 ckiany Microsoft Office, 1 sBisie
coboro rpadiuHuil MakeT MIATOTOBKHM Ipe3eHTauid. B mporpami xopucTyBaueBi MPOMNOHYETHCS BETMKUN
Hablp MOXKJIMBOCTEH POOOTH 3 TEKCTOM, 3ac00aMH CTBOPEHHS PHUCYHKIB, MOOYIOBM Jiarpam, CTaHIapTHI
uTrOCTpaItii ToIo.

Januii mporpaMHUN TPOAYKT Ma€ JPYXKHIM iHTepdeirc W 103BOJsSE y HAWKOPOTIINI TEPMiHU
MPEACTABIISITH TE€3W BUCTYITY, KPACHBO 1X OOPMITIOBATH, CYIIPOBOKYBATH HEOOXITHUMH LITIOCTpAIliIMH. 3a
JOTIOMOT'OI0 ITi€T IPOTPaMH 3PYYHO MPEACTABIATH Pi3HI 00'€KTH, MPOBOAUTH JIEMOHCTpAITii.

[Iporpama PowerPoint no3Bouse:
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" CTBOPIOBATH KOMIT IOTEpHI Mpe3eHTallii;

" penaryBaTH MPE3eHTallii, TOOTO BHOCUTH IO HUX 3MiHU;

* ¢opmaTyBaTu npe3eHTailii, ToOTO 3MIHIOBATH 1X 30BHIIITHIN BUTIIS;

" PO3MIIIYBaTH HA CJIANAl TEKCT, rpadidni 300paKeHHS;

" J10/1aBaTH JO CJIANJIIB 3BYK 1 Bi/IEO;

" HaJNAIITOBYBAaTH €(PEKTH aHiMaIlii;

" JpYKyBaTH CIAiM NMpe3eHTalii [Uis BUKOPUCTAHHS K PO3JaBajibHUM a0 J0BIAKOBUN MaTepiall.

MNaHens WenaKoro PROoK zaronoeka Brnaakm CTpiuka = KHOMKM KepyBaHHA
pocTymy IHCTPYMEHTaMM BIKHOM

CTpyKTypa cnaigis

/ 3aronosok cnaipaa
Migiaresanen CARRLH

Cnangu
,..—/—4 \
PAOCK CTaHy HoTatku 3MiHa MacwTaby

Pucynok 7.2 - Tntepdeiic Microsoft PowerPoint

7.3 PoGoTa 3i cnaiizamu npe3enramii

Jlooasanns, nepemiwgenns ma 6uOaieHHs claudie
€auHuil cnaiin, AKUi iICHye Ha Mo4aTtKy poOOTH HaJa MpEe3eHTall€0, MICTUTh J1B1 paMku. [lepmia 3

UX paMOK Mae (popMaT 3arojioBKa, a Jpyra — Mig3aroioBka. Po3railyBaHHS paMOK Ha Claiill 3BEThCS

Mmaker. Y Office PowerPoint 2016 Takox € 1HII TUIIKM PaMOK, 30KpeMa paMKH JUIsl PUCYHKIB 1 Tpadiku
SmartArt.

Jomaroun 10 mpe3eHTarii HOBHM Claij, Il HhOTO MOXHa OJpa3dy BHOpaTh maker. JlJis 1boro

BHUKOHATE Taki ii.

1. Ha Bxmanmi Craiiou KAaHITE MICIIE 1T €IMHUM CIIalIoOM, YK€ TIPUCYTHIM Yy TIpe3eHTaIlii.

2. Ha Bxnaami Ocrosre y Tpymi CJIalau KIIAHITE CTPUTKY MOPYY 13 KHOTIKOK Cmeopumu caauio.
3'SIBUTHCS KOJIEKIIISl 3 €CKi3aMU PI3HOMAHITHUX JIOCTYITHUX MAaKeTiB CJaiiB.

1. Ha3Ba K0)KHOTO MakeTa BKa3ye Ha BMICT, JUIsl SIKOTO HOTO PO3POOIICHO.

2. Pamku, B SIKMX B1J100paXar0ThCsl KOJIbOPOBI MIKTOTPAMU, MOXKYTh MICTUTH TEKCT, ajie, KJIallHyBIIN

111 MKTOTPaMH, TAaKOXK MOYKHA aBTOMAaTUYHO BCTABJISITH 00'€KTH, 30KpeMa pUCYHKH SmartArt 1 KapTHHKA.

3. Knaraite MakeT, SsKuii moTpiOHO 3aCTOCYBAaTH JI0 HOBOTO Cllaia.
Hoguii cnaiin 3'ssBuThes Ha Bkiamaii Cratiou, ae oro Oyae BimoOpaXxeHo SK MOTOYHHI, 1 B 00JacCTi

Cnauio. IToBTOPITH i 1Tii CTUTBKH pa3iB, CKUIBKK HOBUX CIIAlIiB MTOTPIOHO A0ATH.

Sxmo HOBWI craiij] MOBHHEH MaTH OJHAKOBMM 13 IOMEPEAHIM CIIaliIOM MakKeT, MOYKHa IMPOCTO

HaTUCHYTH KHONKY CTBOPHUTH CJIAi1, HE KJIAIAl0YM CTPLIKY OIS Hel.

Busnauenns nompionoi kinexkocmi caatioie
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[ITo6 oOpaxyBaTu KUIBKICTh CIaifiB, MOTPIOHMX I IMpe3eHTallii, 3po0iTh KOHCHEKT marepiaiy,
KU BU Oa)kaeTe BUKIJIACTH, a MOTIM MOJALIITh MaTepial Ha okpeMi craiian. [1oTpiGHO CTBOPUTH NMpUHANMHI:

* TOJOBHUM TUTYJbHUMN CIANL;

* BCTYIHMI ClIaiifl, HA SIKOMY MEpeTiueHO OCHOBHI Te3U ab0 pO3JALIH Mpe3eHTallil;

* TI0 OJHOMY CIIalAy sl KOYKHOI Te3u a00 po3/iily, HaBeIEHUX Ha BCTYITHOMY CIIaiii;

* TIICyMKOBHUH Claiiji, Ha SKOMY IOBTOPEHO CIIMCOK OCHOBHHUX T€3 200 pO3iIiB Mpe3eHTallii.

Kepytounch mumu mpaBujiamMu, SKIIO y Mpe3eHTamii moTpiOHO BHCBITIMTH TPU OCHOBHI Te€3H a00
MUTAHHS, CJIiJI 3aIUIaHYBATH IOHANMEHIIIE IIICTh CJIAW/IB: TUTYJILHUN CIAii, BCTYITHUHN CIIali, TpU claiian
JUTS TATaHb 1 MICYMKOBUH CIIai.

ko Oynp-sKe 3 MUTaHb a00 PO3AUTIB Mpe3eHTAaIlil MOTpedye BEIMKOro o0cATy MaTepiany, MOKHA
CTBOPHUTH JIJIsl IIHOTO MaTepiany MiArPyIy CIaiIiB 3a TAKOK CaMO0 0a30BOI0 CTPYKTYPOIO.

Bi3pMiTh 70 yBarm 4ac, MPOTATOM SIKOTO KOXHHM ClIaii]l Mae BimoOpakaTtucs ais ayauTopii.
3a3BUuail CTaHAAPTOM BBAKAETHCS TPUBATICTH NIOKA3y KOKHOTO CIIaiifia Bi—IT'ATh XBUJIHH.

3acmocysanns 0o cratioa H08020 Makema

[I{o6 3MIHKTH MaKeT HasSBHOIO Cliaiijia, BAKOHAKWTE Taki Jiii.

1. Ha xianui Cratiou KIAIHITE CIANI, 10 SIKOTO MOTPiOHO 3aCTOCYBATH HOBUI MaKeT.

2. Ha Bxnaani Ocnogne y rpyni Cratiou HaTUCHITH KHOTIKY Makem 1 BUOEpITh TOTPIOHHIA MaKeT.

SIKm1o 3acTocyBaTH MakeT, B SKOMY HE BHCTAa4a€ paMOK HAJIKHOTO THITY JUIsl BiIOOpaKEHHS BiKE
HAsBHOTO Ha CJal/i BMICTY, IJIs IIbOTO BMICTY Oy/ie aBTOMaTUYHO CTBOPEHO OJIATKOBI PAMKH.

Koniweanns cnaiioa

SIK10 noTpiOHO CTBOPUTH JBA CANAM 3 TTOAIOHUM MAaKETOM 1 BMICTOM, MOKHA 3a0IIAAUTH 3yCHILIS,
CTBOPUBLIM OJMH claiii, SKUM MICTUTh yce (GopMaTyBaHHS Ta BMICT, CHUIBHUH i1 000X ClalfIiB,
CKOIIIIOBATH IIeH Claii1, a mOTIM J0JaTH 10 000X KOMiH yHIKaIbHI €JIeMEHTH.

1. Ha Bxmammi Craiidu KIAIHITH TPABOK KHOMKOK MUIN Claia, sSIKMM MOTpiOHO CKOIIIOBATH, 1
BUOEpiTh KoMaHyKomitoBaTh B KOHTEKCTHE MEHIO.

2. He 3ammmaroun Bkiaaky Crauiou, KIalHITh TPABO0 KHOMKOK MHIII Miclle, Ha SKOMY HOTpiOHO
BCTaBUTHU HOBY KOO Cllaiiia, 1 BUOEPITh Y KOHTEKCTHOMY MEHIO KOMaHy Bcmasumu.

Komiro caitna Takok MO>KHA BCTaBUTH 3 OHIET IPEe3eHTAllll B 1HIITY TIPE3EHTAIIIIO.

3minenns nopsaoky caaioie

Ha Bxuagui Crauodu xnauHiTh ciaii, Skl mOTpiOHO MEPEeMICTUTH, 1 MEPEeTATHITh MOro Ha HOBE
MiCIE.

o6 BuOpaTH KuIbKa claiiiB, KIAlHITh OJMH 13 HUX, HaTUCHITH kiaBimry CTRL i, yrpumytoun i,
KJIAIHITh PEUITY CJIal/iB, sIKi MOTPIOHO MEPEMICTUTH.

Buoanenus cnatioa

Ha Bxiaami Caaiiau KJIaiHITh TPaBOIO KHOMKOIO MUIII caiij, SKuil HoTpiOHO BUJAINUTH, 1 BUOEPITH
KOMaHIyBuIanmuTH ciaili y KOHTEKCTHOMY MEHIO.

Jlooasanns it hopmamyeanms mexcmy

Cepen ycix TUIiB BMICTY Ha ciaiigax npe3enTailii PowerPoint Haifuacrime BUKOPHCTOBYETHCS TEKCT
— y 3aroJjIoBKax, HaIMcax i CIMCKax.

[IIo6 momaTh TEKCT O Ciaiay, KIAHITh paMKy, 10 SKO1 MOTPiOHO JOJATH TEKCT, a MOTIM BBEAITh
a00 BCTaBTE MOTPIOHUH TEKCT.

DopmamyeanHs MapKOBAHUX CHUCKIB

VY neskux pamkax, ajeé He B YCiX, TEKCT aBTOMaTHUYHO (popMaTyeTbcs sIK MapkoBaHMM crucok. Ha
Bkiaaui Ocnogue y rpyni A63ay BUKOHANTE Taki Mii.
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[ITo0 mepeTBOPUTH MapKOBaHHUI CIIMCOK Ha TEKCT 0e3 MapkepiB ab0 HABMAKW, BUAUIITH MOTPIOHUN
TEKCT 1 HATUCHITh KHOTIKY Mapkepu.

{00 3MIHUTH CTHIIb MApKEpPiB y MAPKOBAHOMY CIIMCKY, KJIALHITh CTPUIKY Ot KHONKU Mapkepu, a
oTiM BUOEPITh MOTPiOHUI CTHIIB.

L1i 3MiHM TaKOX MO>XHa BHECTH 3a JOMOMOTOI0 MiHIMaHEeN 1HCTPYMEHTIB — 3py4YHOi HEBEIHYKOI,
HaMIBIPO30pOi MaHesi IHCTPYMEHTIB, fKa 3'SIBISE€THCS, KO BUAUIUTH TeKcT. 11106 mininanens crana nobpe
MOMITHOIO, HAaBEJITh BKa3iBHUK MuIl Ha Hei. KmamHiTh Oyab-iKy KOMaHAy Ha MiHiNaHeNl iHCTPYMEHTIB,
1100 CKOPUCTATUCS HEIO.

MiHinanenp IHCTPYMEHTIB TaKOX MOXHA BIAKPUTH, KJIAIHYBIIM TPABOI0 KHOIKOK MHUIII
HEBUJIIJICHUH TEKCT.

3minenns euenady mekcmy

Icnye Garato crmoco0iB 3MIHUTH 30BHIIIHIA BUTJISAA TEKCTY Ha Clali — MOYMHAIOYM BiJl IPOCTHUX
KoMaH Ha BKIaali Ochosre st opMaTyBaHHS MPUQPTY, CTUITIO, PO3MIPY, KOJIBOPY Ta TapaMeTpiB ad3aiy
i 10 ckIaAHIMMX (QYHKIIN, 30KpeMa aHIMyBaTH a00 MEPEeTBOPEHHS HAa PUCYHKH SmartArt.

Jlooasarnns Homamox 0151 donosioaua

Sxmo Ha cmalai HanTo 0araTto TEKCTy, BiH CTa€ CKIAJIHHUM Ui PO3YMIHHS W BiJIBONIKAE yBary
KOpHCTyBada. AJie K 3amam'siTaT Ta JOHECTH JI0 clIyxadiB iHdopMallito, He BUBOISYM 11 Ha claiia?

Pimennsm 1iei qujieMu € HOTaTKH JIOIIOBI1avya, siKi MOKHA BBeCcTH B oOjacti Hotatku mist KOKHOTO
cmaiima. HoTarku nmaroTh 3MOTY 3BUIBHUTH CIAMAM BiJl HAAMIpy MaTepiany, BOJHOYAC HAraayrud, IO
NoTPiOHO BUKJIACTH Mi/T Yac MPEe3eHTAIi].

Hanro moxnamuuii TeKCT MOXKHa B Oynb-sSKMii MOMEHT Bupizatu 3 oOnacti Crauid i BCTaBUTH B
ob6nacte HoTaTku, o0 30epertu JoCcTyI A0 HbOTO.

Hotarku nonosiaua MokHa po3pyKyBaTH Ta 3BEpTAaTUCA A0 HMX MiJ 4ac npezeHrtauii. Kpim toro,
sakifo moka3 mpeseHTarii Office PowerPoint 2016 BukoHyeTbCcs 3 OJHOTO MOHITOpa (HANpUKIAN, Ha
moAiyMmi), a risiadi 6ayaTh WOTO Ha IPYroMy MOHITOPI, Y PEKUMI JIOMOBIJa4a MOKHA B11I0OPa3uTH HOTATKU
JIMIIIE HAa MOHITOPI JIOTIOBIaya, MPOA0BKYIOUN NI0Ka3 Ha IPYroOMY MOHITODI.

7.3 3acTocyBaHHs 10 mpe3eHTaNil 0popmJIeHHs

Joci Mu 3aiimanucs JMile BMICTOM Ta HOro po3TallyBaHHSM Ha ciainl. Temep nepeiinemo 1o
3arajbHOTrO BUIVISIAY Hpe3eHTauii. Skuil Bi3yaabHUI CTHIb BaM MOTpiOeH? SIke BpakeHHS Mae€ CIpaBlIATH
Mpe3eHTallis, Mmoo OyTH 3pO3yMIJIOI0 Ta MPUBAOIMBOO IS TISa4iB?

V¥ Office PowerPoint 2016 npomnoHyeTbcs MHUPOKUNA BUOIp TeM O(OpPMIIEHHS, SIKI MOJIETIIYIOTh
3MIHEHHS 3arajJbHOTO BUTJISITY TTPE3EHTAIli].

Tema — 1e 310paHHsl €JIeMEHTIB O(QOPMIICHHA, SKI 3a0e3MeuyloTh XapaKTepHUH, Y3TOJKEHUI
30BHIIIHINA BUIIISA ycix AokyMeHTiB Office 3aBAsiku BUKOPHUCTAaHHIO CIELiaIbHUX CIIOIY4YE€Hb KOJIbOPIB,
mpudT 1 edeKTiB.

Office PowerPoint 2016 aBTomaruuyHO 3actocoBye Temy Office no mpeseHrariii, CTBOpeHUX 3a
mrabiaonom «HoBa npe3eHTarisy, ajge MOXHa B OyAb-SIKUIl yac 3aCTOCYBATH 3aMICTh HEl 1HIIY TEMY.

3acmocysanns inwoi memu 00 npezenmayii

Ha Bxmani Korcrpykrop y rpyni Temu KinanHiTe TeMy JOKYMEHTA, SIKY MOTPIOHO 3aCTOCYBATH.

PexomenTariii mo po6oTi 3 TeMaMu:

» [I[o6 mobaunuTH, K BUTVISAATUME MOTOYHUN CIIAl] MICJISI 3aCTOCYBAaHHS NEBHOI TEMH, HABEIITh
BKa31BHUK MHMIII HA €CKi3 €] TEMHU.

* [I{o6 mepernsHyTH €CKi3u J0JAaTKOBHUX TEM, KJIAIHITH CTPLIKU MPaBOPYY BiJl pAIKa €CKi3iB.
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» Skmo He BkazaHo iHme, Temu B Office PowerPoint 2007 3acTOCOBYIOTBCS 10 BCi€l Mpe3eHTaIli.
[[o6 3MIHUTH BUTJISIA JIMIIE BUAUICHUX CIAWIB, KIAHIT, HA BKiaami Craiiiu KokeH MOTpiOHUH ciaiif,
yrpumytoun HatucHyToro kiasimry CTRL. Konu cnaiiau Oyne BuieHO, KIAIHITH MPAaBOIO KHOMKOK MHIII
noTpiOHy TeMy Ta BUOEPITh Y KOHTEKCTHOMY MEHIO KOMaHAy 3aCTOCYBATH JI0 BUIUICHUX CIIANIB.

* SIKmo 3roJoM BU BHpIIINTE BUKOPUCTATH IHIIY TEMY, HPOCTO KIAIHITH II0 TeMy, LI00
3aCTOCYBATH 1i.

7.4 Animanis 00’eKTiB Ha ciaiiax

OcHOBHE NpHU3HAUEHHS aHiMalii — CTBOPEHHS NepeayMOB s MOTINOICHOr0 PO3YMIHHS Martepiainy
npe3enTaliii. JlocsirHeHHs 1i€l MeTH 3a0e31euyeThes JOTPUMAHHIM MEBHUX MPaBUIL:

" 00’eKT Mae 3’SIBUTHUCS Ha CIAi/Ii TIIBKU TOJIl, KOJIM TIPO HHOTO HJe MOBa;

" SKOIO HA CJIAKJI PO3MIIIEHO KUJIbKa 00’ €KTIB, TO TOM 00’ €KT, HA KU 3BEPTAETHCS yBara, MOBUHEH
BUJIUTSTHCS, HATPHUKIIA]], 3MIHIOBATH KOJIP;

" JUIS TIOSICHEHHS TPOIECIB, AKi mependavyaroTh 3MiHYy MOJOXKEHHS 00’€KTIB y mpocTopi i daci,
HEOOX1THO 3aCTOCYBATH MEPEMIIIICHHS 00’ €KTIB IO CIAiYy;

" SKOI0 HASBHICTH 00’€KTa Ha Claiifi HEe € 00OB’SI3KOBOIO, TO Il 00 €KT MOIIBHO BHIIYYUTH 31
clraina;

" JUIS OJHOTO 1 TOrO camMoro 00’€KTa MOKHA TOCITIIOBHO 3aCTOCYBATH KUIbKA aHIMAIIHHUX eQeKTiB
HAaTHCKAHHSAM KHONKH /[o0amu animayiio,

" aHiMaIlisl € BIACTUBICTIO, III0 MOXKe OYTH MpUBIacHEHA OyIb-IKOMY 00'€KTY a00 OJJHOYACHO TPyIIi
00'exTiB npe3eHTanii. Buaiena rpyna o6'exTiB abo 3rpynoBaHi 00'€KTH CIIPUIMAIOTHCS I aHIMYIOTBCS SIK
OJIHE IIIJIE;

" JIOIUIBHO JIOTPUMYBAaTHCS TMEBHOI IIOCHIJIOBHOCTI 3aCTOCYBaHHS aHIMAalllMHUX e(]eKTiB,
HaIpHKIIaJ, 00’€KT HE MOKE IepeMILIaTHCs 110 ClIaiiy A0 TOTrO, SIK BIH HA HbOMY 3’ IBUTHCS.

Bceboro B PowerPoint nepeadaueHo 4otupu rpynu aHiMaliiiHuX eQeKTiB:

1. Bxio - edpexTr nosiBu (BX0Ay) 00’€KTa Ha CIall.

2. Buokpemnenns - epextr 3MiHNA 00’ €KTa (HAITPHUKIIA], 3MiHA KOJIBOPY a00 po3Mipy) Hpu

BU/IUJIEH] OTO MUILIEIO.

3. Buxio - ebextr BunajacHHs (BUX0y) 00’ €KTa 31 CIIaly.

4. llInaxu nepemiwenHs — NUISIXU TIEPEMIIIIEHHS 00’ €KTa MO CIaiy.

Jns Bcix aHIMaiMfHUX e(eKTiB BUKOPHUCTOBYIOTHCS OJHAKOBI TNPUHOMM 3aCTOCYBaHHS Ta
HACTpOIOBaHHA. TOMy JleTalbHO PO3IIISIHEMO 3aCTOCYBAaHHS €(EKTIB rpymnu Bxio.

[Tepmr 3a Bce MOIIIBLHO CTBOPUTH KOMQOpTHE cepeoBuIle st podotu. s Toro mobd oTpumMaTu
JIOCTYII 710 BCIX HEOOXITHUX 1THCTPYMEHTIB, HEOOX1THO aKTUBYBATH BKIAAKY AHiMayis, a HA camMiil BKJIAI B
rpymi JlomaTkoBi mapaMeTpu aHIMaIlil KJIarHyTH KHOTIKY Obnacmy animayii.

Skuio Ha ciaiii BxKe € aHIMOBaHI 00 €KTH TO BCl BOHM OynyTh BioOpaxxeHl B o0siacTi aHIMaIli y
TOMY MOPSIIIKY, Y sikoMy Oyne BinOyBatucs iX aHiMmauid. [lopsiiok edekTy BkazyeTbcss HOMEPOM JIBOPYY Bij
Ha3BM 00’ekTa Ha cnaiiai. [lopsinok aHiManii MOXXKHA 3MiHIOBaTH KHONKaMmu Paniwte, adbo [lizniuwe B Tpymi
Xponomempasi abo B 0611acTi aHIMAIII].

[[{o6 mBUAKO OpPIEHTYBATHUCS B 3aCTOCOBaHMX e(deKTax aHiMaIlii, 0e3mocepeaHbO Iepes Ha3BOIO
00’€KTa BKA3yEThCS X yMOBHA IMO3HAYKa Yy BUTJIAJI 31POYKH MEBHOTO KOJBOPY. 32 HA3BOIO 00’ €KTIB TUM
CaMHUM KOJILOPOM BiJIOOPaKAIOTHCS MPIMOKYTHUKH, TOBKMHA SKUX BIJMOBIIa€ TPUBAIOCTI e(PEeKTy aHIMaIlii.
[Tpu BupineHHI MEBHOTrO 00’€KTa B HOro PsAKY IPaBOpYyY 3’ SIBIAETHCS TPUKYTHHUK, KJIALAHHS MO SKOMY
BIJIKPHBAE J10/1aTKOBY NaHEJb KEPYBAaHHS aHIMALIIETO.
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Bubip omii Yac BigkpuBae BIAMOBIIHUE Aianor, a oniii [lapamempu echexmie — nianor Eghexm.

Jleski eeKTH MaroTh MOBTOPIOBATHCSA MEBHY KUIBKICTh pa3iB, a00 mocTiifHo. KibKicTh 1 TpUBalicTh
MOBTOpPEHb e(PEeKTy aHiMaIlil BCTAHOBIIIOETHCS 31 CIUCKY Ha BKJIaAmi Yac.

Ha Bxnanni E¢pexm moxxkHa o0patu 38yk, mo Oyae cynpoBokyBatu edekt. Lle moxe OyTtu oauH 3i
CTaHJIAPTHHX 3BYKiB (BHOYX, OapabaH, OTUIECKH TOINO), SKUH OOUPAEThCS 31 CIUCKY, a00 OYy/Ib-sSKHUi 1HIIHIA
3BYK, IO 30€pira€rbcs Ha BAalIOMY KOMITIOTEpi. 3BYK NMPHUETHYETHCS IO MEBHOTO aHIMaliiHOTO edexTy
00’€KTa Ha CIIalJIi Ta CTae HEB1Jl'€EMHOIO YAaCTUHOIO MPE3CeHTAIli.

B posnini [licia animanii Mo>kHa 3pOOUTH Tak, M0 00’ €KT MICs 3aKIHYCHHS €PEeKTY 3MIHUTH KOJIip
a0o 3HMKHE 3 ekpaHy. Bubip HeoOxinHoi koManau abo KoJip 00MparoTh Ha MaHEl, sIKa BiAKPUBAETHCS MICIIs
IIUTJIMKA IO KHOIII CIHCKY, 1[0 PO3TOPTAETHCS.

Edextu rpymu Bxio. Ilepm 3a Bce HEOOXITHO BUAUIMTH O0’€KT Ha CIAWAl Ta BIIKPUTH BKIAAKY
Animayis. B rpyni Animayis Tpeda HATUCHYTH KHOIIKY /[o0amu animayiio abo Bipa3y BIIKPUTH KOJEKIIIIO
a"imManiiaux edekris. [Ipu nepemimeHHi moKaKYMKa MHIII 10 MiHiaTIopax edekTiB rpynu Bxin mi edpexrn
OyayTh IHTEPAKTHUBHO BIATBOpIOBAaTHCS Ha ciakai. OCTaTro4HO TEeBHUN e(eKT OOMPAETHCS KIIAIlAHHSIM.
JlocTyn 10 ONATKOBHX aHIMaiHHUX €(EKTIB BIIKPHBAETHCS, SKIIO KIAHYTH Oyab-siKy KoMaHmy IHmmi
eeKTH BXOAy B HW)KHIA 4acTWHI BiKHa Kojekmii. Binkpuerbcs maHens 3MiHEHHS e(eKTy BXOAY, Ha SIKii
MOJKHa 00patu Oyab-skuii 3 46 eQeKTiB BXOy.

[Ticnst 3acTocyBaHHs 10 00’ €KTa MIEBHOTO aHIMAIIIHOTO e(peKTy cTae akTuBHOIO KHOKa [lapameTpu
e(eKTiB, SIKa BITKPUBA€E MOXIIMBICTh BCTAHOBJICHHSI ITAPAMETPIB €EKTY.

[TapameTtp /louamok Ma€ TpU 3HAYEHHS:

Iicna knayannsa — edext Oyae MOYMHATUCS TICHS IIUTIIMKA MU Ha Oyap-sSKoMYy Mici ekpaHa. e
rapameTp oOupaeThCs, KOJIM BIATBOPEHHS MPE3CHTAIIIT KEPYEThCS I0MOBIIaYeM;

3 nonepeonim - epext Oy/ie HOUYMHATHCS ABTOMATHYHO Pa3oM 3 MONEPEaHIM e(heKTOM;

[Ticns monepennboro - edexkr Oyae MOYMHATHCA ABTOMATHYHO IICIS MONEPEAHbOro e(exTy, 3
3aTPUMKOIO Ha JIESIKAN Yac.

OO6uznBa ocTaHHI MapaMeTpu J03BOJISIOTH ABTOMATH3yBaTH BIATBOPEHHS €(EKTIB 1 3BUIBHUTU
JIOTIOB11ayua BiJl MOCTIHHOTO KOHTPOJIIO KJIAIlaHHS MUIIICTO.

[Tapamerp Tpusanicme 3a7a€e MBUIKICTD, 3 IKOIO Oy/ie BiIOyBaTHCS €(PEKT.

[TapameTp 3ampumxa 3amae MPOMIKOK dacy Mixk edeKTamH.

Hanawmyesanns nepexooie misxc craiioamu

Amnimanig y PowerPoint moxe OyTu 3actocoBaHa sk 10 OyAb-sKUX 00’€KTIB Ha claiiiax, Tak 1 10
Mepexoy MK ciaigamMu. 3a3BUYail claiij] CIiBBIIHOCUTHCS 3 OJHUM ab0 KUTbKOMa ad3amamMu TEKCTY, B
SIKUX BUKJIAJAETHCS TIEBHA JAyMKa. TOMy TepexiJ MDK ClaijaMH CJijl pOo3TJISIIaTH K Mepexi Bia OmHiel
OyMKkH 1o iHmoi. el nepexin Mae OyTH JOPEYHUM 1 HE BUKJIMKATH Y IJIslaya MOYYTTS NEPEeXoly B 1HIIHUI
KOHTEKCT. MoskHa O0OIMTHCH 1 0e3 BUKOpHCTaHHS e(deKTiB mepexomay. Toml omuH cimaig Oyme pi3ko
3MIHIOBATHUCS HA IHIMUN. AJie TOIIIBHINIE BUKOPUCTATH OJIUH 3 TUTABHUX TIEpeXodiB. [lapamempu nepexody
MIDXK CJIaiilaMHi BCTAaHOBITIOIOTHCS KOMaHaMU, SIK1 po3TalioBaHi Ha BKiIai Ilepexoou.

Edext nepexony MoxHa BCTAHOBUTHU JJII KOXKHOTO CIIAally Mpe3eHTallil OKpeMo, ajie JOLUIbHIIIE 1
3pY4HIII€ BCTAHOBUTH OJIMH €(DEKT MEepexoay JJIs BCIX CIanIiB.

BcranoBneHnHs eexTy mepexomy st OKpeMOoro ciaiaa

1. Buninite cnaita, 10 skoro Oyzae 3acTOCOBaHO €eKT Mmepexoay. 3ayBaXuMo, o eheKT mepexomy
OyJie BIITBOPIOBATHCS MPHU MEPEXO/Il BiJl MOMEPEIHBOTO Caia 10 MTOTOYHOTO.

2. HaBeniTh Mokaxuyuk MUIII Ha OyJb-SKy MiHiaTIOpy edekTy nepexony B po3aini [lepexia mo mporo
crnaiiia, egext Oyae Bigpa3y BiITBOPEHO Ha ekpaHi. J[oLibHO MPOEKCIIEPUMEHTYBATH 3 PI3HUMH e(heKTaMH.
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Bci MoxnBi e(eKTH 3HaXOIATHCS B KOJIEKIIil, IKY MOXKHA BIJKPUTH 32 JIOTIOMOTOIO MTOJIOCH POKPYIyBaHHS
MIPaBOPYY BiJ MiHIaTIOp €(eKTiB Ha CTPIYLL.

3. JlomatkoBi mapamerpu e(dekTy mepexoay, Hampukiaid, HanpsMm e(eKTy, BCTAaHOBIIOIOTH IMIiCIIS
KJIAI[aHHs 110 KHOMI [lapamempu eghexmis.

3ByK mepexojy OOMpaeTbcs B Tpymi Xpowomempadic. 31 CHUCKY MPaBOPYY BiJ KOMaHIM MOXHA
0o0paTu OMH i3 CTAaHIAPTHUX 3BYKiB, a00 BUKOPHUCTATH Oyab-SKUN 3BYK, 110 30epira€Tbcsi Ha KOMII IOTEpi
(komanpa [HIMi 3BYK).

IIBUAKICTH TeEpexony BCTAHOBIIOETHCS B CEKyHIAX Y JIYWIBHHUKY MPaBOpyd BiJl KOMaHIU
Tpueanicme.

BcranoBnenHs ogHoOro eekTy mepexony A0 BCiX ciaiifiB. BUKOpUCTaHHS OJHOTO il TOrO caMoro
eeKTy A7 BCIX CNaiiiiB MiCUIIIOE BPRXKEHHS LUTICHOCTI Mpe3eHTallii.

1. Buninite Oyab-sKuid claif mpe3eHTalii 1 BCTAaHOBITh [UI1 HHOTO e(eKT mepexonay 1 mapameTpu
edeKTy TakK, K II¢ OITHUCAHO BHUIIIC.

2. HatucHiTh KOMaHIy 3acmocysamu 10 BCIX B O3 XpoHomempaic.

SIkmio B mpe3eHTanii po3risgaeThCs KibKa MUTaHb, TO JOMUIBHO JJIS CIAHAIB KOKHOTO OKPEMOTO
MUTAHHS 00paTh CBOT €PEKTH MEPEXO/iB.

He BuxopucroByiiTe [uIsi mepexony MK ciaigamu edextd obepTaHHs abo pos3mamy Ha JApiOHI
00’exTH Ta moAiOHI 10 HUX Tak camo, K O/Ha AyMKa Ma€ IJIaBHO NMEPEXOANUTH B IHIILY, TaK 1 MEPEXOIU MK
cllaiiIaMu Ta 3BYKH, IO iX CYNPOBOKYIOTh, HE MOBHHHI OYTH PI3KMMHU Ta TYYHUMHU.

7.5 Pobora 3i 3ByKkoM i Bineo

3BYKOBMI CyNpoOBiJ MOKe OyJie 10AaHUN 10 MPe3eHTAallil B LIJIOMY, 10 KO)KHOTO OKPEMOTO claija, a
TaKOX J10 BCIX aHIMOBaHUX 00’ €KTIB Ha cllaiijax.

[To-nepiie, IOLUIBHO CTBOPUTH MAIKy, B SKiM OynyTh 30epiraTucst 3BYyKOB1 (pailiu mpe3eHTari.
JHoOpe, axmio 1151 mamnka Oyje BKJIaJeHa y 3arajibHy Manky npe3enrtaii. OKpiM TOTo, SIKIO MepeadadacThes
3BYKOBHUI CYNpOBIJ aHIMalii 00’€KTIB Ha OKPEMHUX Claijgax, TO JJi 3BYKIB KOXKHOTO ciaija AOUIIBHO
CTBOPUTH OKpEMY NamKy 1 BKJIACTH ii y 3arajbHy MamkKy 3BYKIB Ipe3eHTamii. Jlani ans 3anucy 3ByKOBOTO
CYIIPOBOJy HEOOX1HO MIAKIIOYMTH 10 KOMII'I0Tepa MIKpo@oH. /[ 3pyyHOCTI MOXHaA yTpUMyBaTH Ha
€KpaHi BIAMOBIIHUM cnai. Jlami HeoOXiqHO MISITH Y TaKUi criocio.

Jnst 3anmcy 3ByKOBOTO CYIPOBOJY A0 BChOTO Cllaiijia:

1. [TigxmrounTH 10 KOMIT 1oTepa MikpodoH, abo xouya BeO-KaMepy 3 MIKpo(hOoHOM.

2. Ha Bxnaaui Bcmasnenns, B po3auii Meodiagmicm BIOKPUTH Tpymy Ayaio Ta oOpaTH KOMaHIy
3anucamu ayoio.... 3’IBUThCS AlaIoroBe BIKHO Janucamu 36y ?. Tlicis knamaHHs Mo KHOMIT 3anmuc MOXKHA
MoYaTu JAUKTYBAaTH y MIKPO(OH TEKCT 3BYKOBOIO CympoBonay. /Jlis 3akiHUeHHS 3amucy HeoOX1JHO
HAaTUCHYTH KHONKY Cmon. TpuBanicTh 3anucy y CeKyH1ax BiIOOpaXkaeTbes y paaky Tpusanicme.

[Ipocmyxatu 3po0iaeHMit 3amuc MOKHA TICHs KIalaHHs 1Mo KHomill //ouamox. 3po0iieHnid 3ByKO3aInc
aBTOMATUYHO MPUETHYETHCS JI0 claiifa 1 30epiraeThest y (aiiil npe3eHTalii, IpuuoMy Ha CIIai/il y pexumi
PO3pOOKHM 1 B PEeKUMI BIATBOPIOBAHHS BIJOOPAXKAETHCSI 3HAUOK JWHAMIKa 1 CMY)KKa BIITBOPEHHS 3BYKa 3
€JIeMEHTaMH KepYyBaHHS.

3ayBakMMO, 1110 TaKWW 3BYKOBHI CYIpOBiA pemaryBatd HeMoxJuBo. [1[06 oTpumarn MOXIHUBICTH
penaryBaHHs CyNpOBiJ HEOOX1THO 30eperTy K okpeMmuit ¢aiin. [ poro mo 3Ha4Ky 3BYKOBOT'O CYITPOBOIY
HEOOXITHO KJIAIIHYTH TPAaBOI0 KHOMKOK MHIINI Ta 3 KOHTEKCTHOTO MEHIO oOpaTu KoMaHuay 36epeemu
mediaghaiin sk.... Daiin 30epicacmoca 6 Gopmami *.m4a (ue cxopouenHs Bim MPEG-4 Part 14) i
BIITBOPIOETHCS BOYyOBaHOMO mporpamoio Microsoft Windows Media Player.

52



PenaryBaru 3BykoBuil (paiin MOXKHA B ayAiopeJakTopax, IO MPamioTh 3 (aillaMu Takoro TUILLY,
Hanpukian 6aratopyskiionansuuii pegaktop AynnoMACTEP, abo penaktop Audacity, siki J0O3BOJSIIOTH
JErKO Ta IIBUAKO peaaryBaTu ayniodaim: o0pi3ka, 3’€JHAHHS, HAKIAICHHS YHCICHHUX e(EeKTiB,
cTBOpeHHs1 atMocdepu 1 Oararo inmoro. Lli pemakropu O€3KOIITOBHI Ta MarOTh IHTYITHBHO 3pO3YyMiTHI
POCIiCBKOMOBHUI iHTEp(eEFiC.

Ha nam mormsin, med IUIsIX CTBOPEHHS 3BYKOBOTO CYNPOBOAY HE € JOUIIBHHUM 3 OISy Ha Taki
MipKyBaHHSI:

1. ly>xe ckJIaHO SIKICHO HaJUKTYBAaTH TEKCT 3BYKOBOT'O CYNPOBOAY LIJIKOM Ui Claiifa, 0COOIMBO
SIKIIO LW TEKCT TOCTAaTHHO BEJIIMKHUU.

2. 3a He0OX1THOCTI 3MIHUTH YaCTUHY TEKCTY Tpeba Oy/ie mepe3anucary BeCh 3BYKOBUH (aii.

3. BUKIIOYAETbCS MOXIIMBICTh IHTEPAKTHBHOTO MEPErIIAY Claiily, Hampukial, MOBEpHEHHS Ha
KiJIbKa KPOKIB Ha3all, 3 OJIep>KaHHSIM BiJIIOBITHOTO 3BYKOBOTO CYIIPOBOY.

Bupimennsam nux npobiaeM Moxe OyTH CTBOPEHHS OKPEMHUX 3BYKOBHX (haiimiB Juis BCiX 00’€KTiB
cliaiija, 10 aHIMYIOThCS. B momamemomy 11 (aiiyid MiJKITI0YaroThCs 10 aHiMalii MeBHOro o0’e€kTa i
BiJITBOPIOIOTHCS TUIBKH ITiJT 9ac HOro aHiMaIlii.

CrBoputH (haill 3ByKOBOTO CYNpPOBOINY s OKpeMoro oO0’€KTa Ha claiai HaWmpocTtime 3
BUKOPUCTaHHSAM CTaHJApTHUX MOxJnBocTel Windows.

[lepmr 3a Bce HEOOXITHO peTENbHO O00JyMaTH Ta 3alMCATH Ha Tarepi TEKCT 3BYKOBOTO CYIPOBOIY
OKpeMO JUIsl KO)KHOTO 00’ €kTa Ha ciaiii. Tekct Mae OyTH mMPOCTUM, 3pO3YMUIAM 1 MAaKCUMaJIbHO KOPOTKHM.
Pedennst MaioTh ckiagaTtucs He Ounblie, HDX 3 ITSTH - BOCbMHU ciiB. MikpodoH mae OyTu sIKicCHUM, a
MPUMIIIEHHS 6€3 CTOPOHHIX 3BYKIB.

Ha maneni Bci 0ooamku, MO BIIKPUBAETHCS KHOMKOIO [/yck, y JNIBOMY HIDKHBOMY KYTKY €KpaHa,
KJIALIHYTU KHOTIKY 3anuc 2onoca. SIKmio mIicas BIAKPUTTS TaHEIl HATHUCHYTH HEHTPaIbHY KHOIKY, a0o
cnonyueHHst kiaBim CTRL+R, 1 mouaTtw BHUMOBISATH TEKCT, TO TMOYHETHhCS 3amuc. [lpudomy, maHensb
3MIHIOETBCS: 3 ABJISIETHCSl TaMEp TPUBAJIOCTI 3aMKCY Ta KHOMKU 3ynunumu 3anuc 1 Ilpodosacumu 3anuc.
[Ticns 3aKiHUEHHS 3aMUCy NaHEJIb MOXKHA 3aKPUTH.

Skmo Tenmep HATUCHYTH KHONKY 3anuc 2010cy, TO BIAKPUETHCS MaHENIb 1 BiJpa3y INOYHEThCS
BIJITBOPEHHS 3aIUCY.

3anucani (aiinu aBTOMaTU4YHO 30epiraioThest B mammi Documents — Ayauosanucu B (opmari
*.mda.

Binpa3y nouunbHO mnepeHecTu uei aiin, ne 30epiraeTbcsl Mpe3eHTallls, 10 SIKOi 3amHCYEThCS
3BYKOBHUH CYMPOBI/I.

[Tizkmro49eHHs 3ByKY 10 aHIMOBAaHHUX 00’ €KTIB Ha CJIai1ax 3/IHCHIOETHCS y TaKiil TTOCIITOBHOCTI.

1. 3anucamu i eiopecyntosamu 38yku 0ns 06’ckmie na cirauoax npesenmayii. 11100 yHUKHYTH
IUTyTaHUHU, 3BYKOB1 (ailmu 1uist 00’€KTIB KOXKHOTO cllaiifia JOLUIBHO TMOMICTUTH B OKpeMi Mamku Ta
npoHymepyBatu. baxkano, 1o6 HoMepH cliBIaaiy 3 HOMEpaMy aHIMalIiHUX €()EeKTIB Ha CIanIl.

2. Axmugyseamu nesnuii c1auo i Ha 6K1AOYi

AHIMaris KIanHyTH KHOMKY Obacme animayii. BiIKpHEThCs 11ajor 3 TaKOK caMOio Ha3Boro. [Ipu
BUJIJIEHHI TEBHOTO 00’€KTa, B HOTO PAOKY MPaBOpYd 3 SBISIETBCS TPUKYTHUK, KITAAHHS IO SKOMY
BIIKPHBAE JIOJIATKOBY TaHEh HajamTyBaHHs aHimarlii. HeoOxigHo oOpatu oniii Ilapamempu eghexmis —
exnaoxa Egexm.

3 PO3KPUBHOTO CITMCKY Yy T0JII 3BYK MOKHA 00paTH MOTPiOHMH, 0 Oye CYyIpOBOKYBATH €PEKT 3
MEBHUM HOMEPOM. 3BYK NPHEIHYETHCSA 1O TMEBHOTO aHIMaliIMHOTO e(ekTy o0’€KTa Ha ciaial Ta crae
HEBi’€MHOIO YaCTHHOIO MPE3eHTALli.

Bioeo na cnatioax
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Bineo € Ham3BUuaitHO 1HPOPMATUBHUM 3 TOYKH 30py MPECTABICHHS HABYAJIHLHOTO a00 HAyKOBOTO
Marepiaiy, TOMy HOTO IOLIJIFHO BKIIIOYATH y CKJIa npe3eHTalii. BoHo mae OyTH sikicHuUM 1 KopoTkuMm. Cij
MaTH Ha yBa3i, MO IS JEMOHCTpAIlii Biie0 MOTPIOCH MOCHTH MOTYXHUH KOMM'toTep abo MPOIyKTHBHA
JIOKaJIbHA MEpexa.

Jlist Toro, mo0 BCTaBUTH BiZICO Yy claiii, HEOOXiTHO Ha BKIAAI Bcmasnenns B po3aini Mediasmicm
13 Tpynu Bideo obpatu xomauuay Bideo na moemy IIK... Binkpuerbcs BikHO Bcmasumu 6i0eo, y SKOMY
HeoOX1THO 3HAWTH BIAMOBIIHY MAaMNKy i 00paTH Bizeo.

[Ticns BuGOpy 1 BcTaBkM moTpiOHOTrO (hailny Ha craiiai 3'IBUTHCS BIANOBIAHO MEPIIU Kajap Bizneo 1
KHOTIKM YIpaBJIiHHS BineorseepoM. Ilpu BIiATBOpEHHI claiily KapTHHKA JAEHI0 3MIHIOETHCS: 3HHUKAIOTh
MapKepH HABKOJIO 300pa)KE€HHS 1 CIIPOIYETHCS BiCOTLICED.

[Ticnst BCTaBlEHHS BiJEOKIINA JOLITFHO BCTAHOBUTH IMapaMeTpy HOTo BiITBOPEHHS Ha BKIAIII
Biomeopumu.

[Tepmr 3a Bce HEOOXiHO BUKOHATH MOHTaX BiJ€o, SKIIO Ha CIal[i mependadaeTbesi BiATBOPIOBATH
TIIBKH JeAKYy dYacTuHy Kiimy. Ilicias xmamanHs mo kHomui O6pizamu 6ideo3anuc BIAKPUETHCS Iiayior
Obmunanus 6ideo, y SIKOMY 3a JIOTIOMOTOIO IEPETITYBAaHHS IMOB3YHKIB MOKHA BCTAHOBUTH IOYATKOBHM 1
OCTaHHIM Kajapu BiATBOpeHHs Kiimy. OOpaHy 4YacTHHY KIIIy MOXKHA TEPErJITHYTH MICI HAaTUCKaHHS
KHOTIKM P>. Y BiKHI JIialoTy TaKoX BiZOOpakaeThCsl 4ac Bif MOYATKY Ta Yac 3aKiHUEHHS 0OpaHOl YaCTHHU
BiJICOKITINA, & TAKOXK HOTO TPUBATICTb.

Y posnini Ilapamempu ideo HEOOX1THO BUBHAYHTH

1. SIk Oyne moymHATHCS BIATBOPEHHS Kiimy, Tpymna [louamox:

Asmomamuuno. KT BiITBOPIOETHCS aBTOMATUYHO BiJl TOYATKY JIEMOHCTpAIIil cllaiija;

Iicna knayanusa. Kinin nmoynHae BiITBOPIOBATHCS TIIBKH MICIS TOTO, SIK HA HbOMY Oyae 3po0ieHo
KJTAI[aHHS;

2. I'y4nicTh 3ByKOBOI'O CYNpoBOay, rpyna I yunicms: Tuxo, Cepennno, I'yuno, BumxnyTH;

3. Uu Oyne 300paxxeHHs] pOo3ropTaTcs Ha BeCh €KpaH, ad0 BIATBOPEHHs Ky OyJe BiOyBaTUCS Y
BiKHI, BCTAHOBJIEHOMY TIpU PO3pOOIll craitiga: Biomeopenus na éecv expau, llpuxosysamu 3a eiocymuocmi
8I0MBOPEHHSL.

Ha Bxnagii @opmam y pozaini Cmuni Biieo3anmuciB MOXKHA 3a7aTH TTapaMeTPH BIKHA, Y IKOMY Oy1ie
BIITBOPIOBATHUCS KJIiTT, 0OpaBIIY BiJIMOBIIHY MiHIATIOPY.

PowerPoint 1mo3Boysie BCTaBIATH Bigeo y ciaiau Oe3mocepenaHbo i3 [umepnemy, IUIS 1HOTO
HE0OX1THO 00patu KomaHay OHnatiHoge 6i0eo. BIIKPUETHCS BIKHO TMOITYKOBOi CUCTEMH, B SIKOMY Y TIOJIE
MOIIIYKY HEOOX1THO BBECTH KJIIOYOBE CJIOBO, Hampukiaa — [Ipupona. Bigpasy y BikHi OyayTh BimoOpaxeHi
3HaiIeHl B Mepexi Biaeodaitim, HEoOXiTHO BUIITUTH MOTPIOHUH (ailn 1 HATUCHYTH KHONKY Bcmasumu,
Bijieo Oy/ie BCTaBJICHE Ha CIIAiI.

7.6 BinTBOpeHHs mpe3eHTAaIil

JInst HacTpOIOBaHHS 6i0MBOpeHHs NOMOUHOI npezenmayii HEOOX1MHO 3aliTH Ha BKIAnKy [lokas
crauoie, y tpym Hanawmyeanus xmanHytd kHomky HacTpowBanHsi moka3sy cjaiiB, BiIKPUETHCS
BIJIMOBI/THE [11aJIOTOBE BIKHO, B TKOMY MOKHa BCTAaHOBHUTH IMOTPIOHI TapaMeTpH.

VY rpyni Iloka3z caaiidie MokHa BCTAHOBUTH OJIMH 3 TPhOX CIIOCOOIB BiITBOPEHHS MTPE3EHTAITIT:

1. KepoBanuit nomoBimaueM (yBeCh €KpaH) OOMPAETHCS, KOMHM TPE3EHTAIlls JIEMOHCTPYETHCS Ha
MMOBHOMY €KpaHi, a ii BiATBOPEHHIM KepY€ JOMOBiAay (32 MPOMOBYAHHSIM).

2. KepoBanwuii nomnosinayeM (BiKHO) OOMPAEThCA, KOJU MPE3EHTALlis AEMOHCTPYEThCS y BIKHI HE Ha
MOBHUH €KpaH, a ii BIATBOPEHHSIM Kepy€e KOPUCTYBaU.
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3. ABTomMaTuuyHMil (yBeCh €KpaH) OOHMPAETbCS, KOJMU MPE3EHTALis IEMOHCTPYEThCS HA TOBHOMY
eKpaHi, a ii BIATBOPEHHS 31 CHIOETHCS] B aBTOMAaTHYHOMY PEXUMI.

Y rpyni Ilapamempu nokasy MO>XKHa OJJHOYaCHO BCTAHOBUTH KiJIbKA MapaMeTpiB:

1. Besnepepsnuil yuxn 10 HaTHCKaHHS KiaBinmn "Esc" BCTaHOBITIOETHCS, KOJIU BIATBOPEHHS CIIANIIB
Mpe3eHTAalli] 311HCHIOETHCS TI0 K0Ty Oe31epepBHO, HAPUKJIa/l, HA BUCTABKOBOMY CTEH/II.

2. be3 M081enHe8020 cynposody BUKOPUCTOBYETHCS ISl CIIPOIICHHS TPE3CHTAallll, HAPHUKIIA, TIPH i1
BIITBOPEHHI y (POHOBOMY PEXMMi Ha BUCTABKOBOMY CTEH/II.

3. be3 animayii yMOBH 3aCTOCYBaHHS TaKi caMi, SIK 1 B IOMIEPEIHHOMY ITYHKTI.

4. Konip nepa n03BOJsiE BCTAHOBUTH KOJIp Tepa, SKMM MOXHAa HAaHOCHTH MPOCTI 300paKCHHS Ha
crnaiai (CTpUIKM, TiAKpEcIeHHs, Kojia TOomo). 3a JOMOMOTOI IUX 300pa)KeHb NMPHUBEPTAETHCSA yBara J0
MIEBHUX €JIEMEHTIB ClIaia.

VY rpyni Cratiou Mo>xxHa obpatu:

1. Ommis yci 3a0e3nedye TOCTIAOBHY JISMOHCTpAIID YCIX CIIAWIiB MpE3eHTallii 3 TepIIoro o
OCTaHHBOTO.

2. Ommis 3: 3abe3medye MOCIIJOBHY JEMOHCTPAIII0 YCIX CJaiiB Mpe3eHTarii 3 BKa3aHOTro
Jiama3oHy.

3. Onuis BubipkoBuii moka3 103Bouisi€ BKa3aTH U BIATBOPSHHS IEBHI HOMEPH CIIal/IiB.

VY rpyni 3mina craiidie MoXHA BCTAHOBHUTH OJIMH 3 JIBOX CIIOCOOIB BiITBOPEHHS ITPE3CHTAIIIT:

1. Bpy4Hy — BCTaHOBITIOETHCS, KOJIM BIITBOPEHHSIM MPE3EHTALlIi Kepy€e JOIMOBiIad.

2. 3a yacaMu — BCTaHOBJIOETHCS, KOJM BIATBOPEHHS Mpe3eHTalii BiZ0OyBa€ThCSI B aBTOMATUYHOMY
pexuMi.

VY rpyni [exinoka monimopié MoxHa 0OpaTH MOHITOp, Ha IKOMY Oy/ie BiITBOPIOBATHUCS TIPE3EHTALIIs,
y pasi, KOJIH JI0 KOMIT I0Tepa MiAKII0YeHO KIJTbKa MOHITOPIB.

Kepysanns éiomeopenuam npezenmayii

[Tig yac mpe3eHTallii MOXKHA pOOUTH JIesKi Jii 10 KepyBaHHIO i1 BigTBopeHHAM. L1 aii 3a1iicHIOI0TECS
3a JOTIOMOT'OK0 MUIIII 200 KJIaBlaTypH.

osinvna oemoncmpayis craiioie

Hemonctparis cnaiiais y PowerPoint miniitHa, ToOTO craiiny 3'aBJISIFOTECA HA €KpaHi MOCIiOBHO,
oJuH 3a ogHUM. [1]00 He po3pobsaTH 1 30epiraTé Ha AMCKY KiJbKa BapiaHTIB Mpe3eHTallll Jisl KOHKPETHUX
BUIAJKIB (HANpHUKJIaA, PO3TOPHYTHHM BapiaHT Ul CTYAEHTIB CTallloHapy 1 CKOPOYEHMH BapiaHT IS
CTYJCHTIB-3a0YHUKIB), MPE3EHTAIlisl CTBOPIOEThCA "Mo MakcuMmyMy'. IIoTiM a8 KOHKpPETHOTO BHMAJKY
OyIp-sSIKOMY ciaiily Moxe OyTH HaJaHa BJIACTHUBICTH 'MPUXOBaHUU'", TOOTO 3a00poHA HA TOKA3 i Yac
neperssany. s 1poro HeoOXiTHO BUIUIMTH TOTPIOHUHN cmaitn 1 oOpatu komaHny [llokaz cratidie =>
Hacmpowesanuns => Ilpuxosamu crauio.

[I1o6 BiTHOBUTH OEMOHCTpAIII0 MPUXOBAHOTO ciaiifa, HEOOXiHO MOBTOPHO HATUCHYTHU KHOMKY
Ilpuxosamu caaiio.

Onucanunii Bumie crnocid He3py4yHHWil, OCKUIbKM JJIsl BIATBOPEHHS PI3HHMX BapiaHTIB Ipe3eHTauii
HeoOX1HO yac BiJl yacy NMPUXOBYBAaTH a0d0 BIAKPHUBATH NEBHI claiiu. 3HAUYHO 3pYy4HIlIe y MeKax OJHI€q
Mpe3eHTallll CTBOPUTH KiIbKa OIMEHOBAaHUX BepCiii 3 MEBHUM IepeliikoM ciaifiiB. [Ipu BiATBOpeHH] MEBHOT
Bepcii mpe3eHTalii Ha eKkpaHi OyayTh NEMOHCTPYBATHCS TUIBKW CJIalIW, BKIIOYEHI O CKJIaTy OOpaHoi
Bepcii.

7.7 HaramTyBaHHs aBTOMATHYHOI0 MePerJisiy npe3eHTanii
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BinTBoproBaHHs mpe3eHTallii B aBTOMaTUYHOMY PEKUMI MOXKe OYTH JOUIIBHUM JJIsi KOPUCTYBAUiB,
110 MEePerIAAaoTh MPE3eHTAaLliI0 CAaMOCTIHHO, a00 MPH AEMOHCTpALlii Mpe3eHTallii Ha BUCTAaBKOBOMY CTEHI.
Cuin 3ayBayKUTH, 1110 ABTOMATUYHUN PEKUM YHEMOKIIMBIIOE IHTEPAKTUBHE BIATBOPEHHS MPE3EHTAIL.

[lepen HamamTyBaHHSM aBTOMAaTHYHOTO PEKUMY HEOOXITHO TOBHICTIO 3aBEPUIMTH CTBOPEHHS
Mpe3eHTallil, BKIIOYAIOYH aHIMallil0 00’ €KTiB Ha Claiifax, J0AaBaHHS JO0 HUX 3BYKOBOTO CYIIPOBOY,
a”iMaIlilo mepexoaiB MiX ciaimamu Ttomo. [Jami wa Brmanui Ilokaz craudig 'y rpymi Hanawmysanns
HEOOXITHO KJIAIHYTH MO KHomi Hacmporwesanus uacy, Biapa3y TOYHE BIATBOPIOBATHUCS MPE3CHTAIS 3
MEPILOTo claiia, 0JIHOYACHO IMOBEPX CIIANIIB Oy/e BigoOpaXkaTucs BiKHO 3anuc.

[To cyri, Tpeba BUKOHATH T'€HEPATbHY PEIETHUIIII0 BIATBOPEHHS MPE3CHTAIllT 32 JOMOMOTO KHOIKH
Jauni, BKIIOYAOUM TEperisii ycixX CIaifiB, aHIMaIiio O0’€KTIB Ha claiijax 31 3ByKOBHM CYIPOBOJIOM,
npudoMy mocmimaTta He Tpebda. Ilin dac 3amucy moxkHa poOutu 3ynuHKU (KHomka [lay3a) abo moBTOopH
(xnonka IToBTOp).

[To 3akiHYEHHI JHEMOHCTpAIlii OCTAaHHBOIO Cllaiijja OyJe BHBEICHO JIaJIOTOBE BIKHO, y SIKOMY Oyje
3aIpOMOHOBAHO 30€PErTH Yac BiITBOPEHHS Mpe3eHTallii. SIKII0 Bac BIAIITOBYE 1M Yac — HATHCHITh KHOIIKY
Tak. Skmio 3adikcoBaHmii 4ac Bac HE BIAIITOBYE, HAIPHUKIIAM, IEPEBUIICHO TIEBHUN TEPMIH JEMOHCTpaLii,
TO KJAIHITh KHONKY Hi 1 MOBTOpHO 3p00iTh peneTHiio mBuame abo MoBUIbHINIE. 3aBEpIICHHM POOOTH
Oyze BIAKPUTTS MpEe3eHTAllll y pe:KUMi COPTYBaIbHHKA CIIANIIB, y IKOMY Ha €KpaH BHUBOASTHCS MiHIaTIOPH

yCixX claii/iiB Ta yac JEMOHCTPAIil KOXKHOTO 3 HUX B aBTOMATUYHOMY PEXKHMI.
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