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TEMA1
HHOMIYKY IH®@GOPMAIIII B IHTEPHETI

1.1 Momyxk indopmarii

THowyx ingpopmayii - 3aBnanHs, sIK€ HalyacTillle TOBOJUTHCS BUKOHYBATH KOPUCTYBAauy Ii1o0aabHOL
Mepexi. Ajie 3HalTH y BENHKINA KiJTbKOCTI CalTIB 1 BeO-CTOPIHOK MOTPIOHE JHKEpeo — nyxe HenpocTo. Jlis
IIBOTO MOTPIOHO BMITH BHKOPHCTOBYBATH Pi3HI CIIOCOOM MOIITYKYy iH(opMallii, MpaBUJIbHO (HOPMYITIOBATH
3alUTH ¥ KPUTHUYHO OIIHIOBATH 3HaKIeHy 1H(popMaIlito.

Iumeprnem (World Wide Web, WWW, 1110 10CITIBHO 03HAYa€ «BCECBITHS MaBYTHHAY) 1€ HA3UBAIOTh
I00ATBHOO 1H(HOPMAIIHHOIO CHCTEMOIO.

OcHogHi cnocobu nowyKy y 2100a1bHitl Mepexci maxi:

Brazanns adpecu ee6-cmopinku. e Haimsuammii crnoci6 nomyky. Moro BUKOPHCTOBYIOTb, SKIIO
TOYHO BijJioMa ajjpeca CTOPIHKH.

Ilepemiwennss 3a 00nomozoro 2inepnocuianb; MOXKHA TIEPEXOJUTH 31 CTOPIHKH Ha CTOPIHKY,
IIyKa4u noTpiOHy iHpopmarliito. Hegomik oueBUIHUN: Tak MOXKHA JIOBTO 1 0€3pe3ylbTaTHO MOJOPOKYBATH
MiJIbIiOHaMHU CTOPIHOK [HTepHeTy.

BukopucTtanss cneriaJibHUX 1HCTPYMEHTIB MOIIYKY: TOOIpOK MOCHJIaHb, MOITYKOBUX KaTaJoriB Ta
cucreM Metanomryky. Lli iHCTpyMeHTH MaloTh cremianbHi 3acoOM OpraHizaiii MOIIyKy, 110 3abe3mneuye
edexTuBHUN TOWMIYK MOTPiOHOI iHGopMalii B IHTepHeTi. 3HaiineHy B pe3ynbTaTi HOWIYKYy iH(OpMAIi0
000B'13k0BO MOTPiOHO mpoanHanizyBatu. IlyOmikamii y rimo0OanmbHI Mepeki MOXKYTh MICTUTH 3acTapiiy
iHpopMalito abo HaBiTh HOMWIKH. TOMY /10 BUKOPHCTaHHS 3Hai1eHO1 iHpopMallii moTpiOHO 3'acyBaTu:

— Koy OyJIO CTBOPEHO CaMT 1 SIK YaCTO MOHOBIIOIOTH MOBIJIOMJICHHS Ha HHOMY;

— KOMY HaJIS)KUTh CaliT - IPUBATHIM 0c001 YK Opraxizaiii;

— YM € MIOCWJIAaHH Ha JpKepera iHpopmaltii;

— YHM € 3BOPOTHIH 3B'SI30K 3 aIMIHICTPATOPOM CaiiTy ab0 aBTOpamMu CTaTeil.

[Tpu BHUKOpHCTaHHI MaTepiaiiB 3 [HTepHeTy MOTpPiOHO AOTPUMYBATHCS BUMOI aBTOPCHKOIO IpaBa:
BKa3yBaTH IME€PCOHAJbHI JaHi aBTOpa, MOBHY Ha3By M ajpecy nyOmikamii. Po3riasHemMo neranbHO
BUKOPUCTAHHS CIeLiabHAX IHCTPYMEHTIB mouryky (puc. 1.1).

Coeglaniml Incrpymentn nouryxy

AoGipxn nocwaans Nowyxonwi xaranor Npocrit nowyx Poawmpennit nowyx KONTeKCTHI nowyx

Pucynok 1.1 - [ncTpymeHnTH nomryky

Hobipku nocunans BUKOPUCTOBYIOTHCS JUIsl TONIYKY 1H(OpMallii 3 KOHKpeTHOi TeMu. BoHU MICTATH
CIMMCKH NOCUJIaHb Ha CalTH, SIK1 y IeIKUX BUIAKaX 3TPYHOBAaHO B PYOPHKH.

Iowykosuii kamanoz - e CTPYKTYPOBaHMIT HaGip MIOCHIIAHD HA CAHTH 3 IX KOPOTKUM omucoM. Horo
BUKOPUCTOBYIOTH JUIs IIONIYKY iH(opMartii 3 pisHoManiTHHX TeM. Horo, sk i 106ipKy IIOCHIaHb, CTBOPIOIOTH
«pykamm». [locunannsa Ha mkepena iHdopmarii kiaacu}ikoBaHO Y TMOIIYKOBOMY Karauo3i 3a TEMaMH.
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Hampukian, ocBita, Hayka, TeXHIKa, po3Bard, moaopoxi tomo. KoxkHa 3 mux tTem mMoxke OyTh po30uTa Ha
IIITEMH, IO JTO3BOJISIE 3BY)KYBATH 00J1aCTh MOIIYKY.

[TomykoBi cuctemu IHTEpHETY BHUKOPUCTOBYIOTH TaKi JrOPUTMH IOLIYKY: TMPOCTHH MOIIYK,
PO3IIMPEHUI MONIYK Ta KOHTEKCTHHUM MOIIYK.

Ilpocmuii nowyx. Iling gac 1bOro MOUIYKY Yy TOJIE 3allUTY BBOASATH OAHE a00 NEKUIbKa CIiB, SKI
MOXKYTh XapaKTepU3yBaTH 3MiCT JJOKyMeHTa. [1i yac BBeIeHHSI OHOTO CJIOBa MallliHA BUJAE, SIK MPABUIIO,
BEJIMKY KIJIBKICTh IMOCHJIaHb, 3 SKUX 00paTH MoTpiOHy iHpopMalliro OyBae JOCUTh CKIaaHO. ToMy mpocThii
MOIIYK BUKOPUCTOBYIOTh ISl 3HAXOPKEHHSI HECKJIaITHUX, OTHO3HAYHUX MUTAHb YU TEOPETUYHUX MOJIOKEHb.

Pozwupenuii nowyxk. Takuii OMIYK 3aBXIHM BKJIIOYAE 3aMUAT 13 rpynu ciiB. Ilig dac posmmpeHoro
IOIIYKY PEKOMEHAYIOTh 3B’sA3yBaTH KIIKOYOBI ClIOBa Joridunumu omepatopamu and (i), or (a6o), not (ui)

TOIIO. 3a3BUYAl 3aIMMCH KIIOYOBUX CIIIB 1 JIOTIYHUX ONEPATOPIB Yy PI3HUX IMOIIYKOBHX CHCTEMax abo
OJIHaKoBi, a00 MOCUTh cXOXkIi. ToMy, 3aCBOIBIIM OJUH pa3 MPUHOMH PO3IIKUPEHOrO MOILIYKY, MOXXHA HUM
KOPHUCTYBATHUCS JI€ 3aBTOJTHO, IEPESKITFOUHBIIY MAIIMHY B TOTPIOHUHA PEKUM PO3IIUPEHOTO TIOMIYKY.

Koumexcmuuti nowyx. ITlomrykoBl MamuHH, IO HIATPUMYIOTh L€ BHA MOHIYKY, BHUAAIOTHh
MOCUJIAaHHS Ha 1H(OpMAaIlilo, sIKa TOYHO BiJIOBia€ KIOYOBUM CJIOBAaM y MONIYKOBOMY BikHi. [[s mporo y
OLIBIIOCTI BUMAJKIB KIIFOUOBY (pa3y MOTPIOHO B3SITH B JIATIKH.

1.2 TlomykoBi cucTeMH Ta MpaBuJa Moumyky iHgopmauii

Sxmo aapecy CTOPIHKHM 3 IIKaBUM Ui HAaC MarepiaioM HEBIIOMO i CTOPIHKH 3 BiJIIMOBITHUMH
MOCUJIAHHSAMH TAaKOXX HEMA€, JOBOJUTHCS PO3LIYKYBaTH MaTepiajiu y BcboMy IHTepHeTi. Y LbOMY BHUIAJKY
3aCTOCOBYIOTH MOIIYKOBI CUCTEMH - CTIeLialibHI Web-BY3IIH.

IcHYIOTB 1Ba OCHOBHUX METO/M MOILIYKY Y INI00aIbHIA Mepexi.

VY nepiiomy BUIAIKy BU LIyKaiiTe web-CTOpPIHKH, K1 CTOCYIOThCs MeBHOT TeMi. [Tomryk 31iiCHIOIOTh
BUOOPOM TEMaTU4HOI KaTeropii i MOCTYHOBHUM Iii 3BYXKEHHSM. Taki IOIIYKOBI CHCTEMH Ha3MBaIOTh
MOIIYKOBUMH KaTajioraMd. BoHM 3pydHi, KOJIM BU 3HaOMHTECS 3 HOBOKO Ul ce0e TEeMOI0 Yh XOoyeTe
NEPErsHyTH IUPOKOBIIOMHUM «KITACHYHUN» PECypC Ha IO TEMY.

[HIMi croci6 Mmouryky BUKOPUCTOBYIOTH, SKIO TeMa HOCUTh BY3bKHH, crieliudiuHuil xapakrep ado
NoTpiOHI PIAKICHI, MalOBiZOMI pecypcH. Y LbOMY BHIAJKy MOTPIOHO 3HATH, sIKI KJIIOYOBI ClIOBa Mae
MICTHTH JIOKYMEHT 3 IIKaBOi JJIsl BaC TEMH.

Henonikom 106ipok MOCHIaHb 1 MOIIYKOBUX KaTaJlOTiB € Te, 10 BOHM NPOMNOHYIOTh HEBEIMKHH 3a
00CSroM MeperiK MOCHIaHb Ha CalTu 3 MOTPiOHOI Temu, 00 iX cTBOprOIOTH Moau. [lyisg G6araTokpaTHOro
30UTbIIEHHS 00JacTi MOIIYKY L0 poOoTy moTpiOHO aBromarusyBaTtu. [y mporo Oynu po3poOsieHi
MOIITYKOBI CUCTEMH.

[Tomyk y Takux cuUcTeMax 3JIHCHIOIOTH 3a JONOMOIO0 CIEeliaJbHUX MporpaM, SKi IMOCTIHHO
MeperisaaTh BeO-caiiT [HTEpHETY, aBTOMATHYHO CTBOPIOIOTH KAaTaJIOTH IOCHJIAHb Ta MiATPUMYIOThH
BIJIMOBIAHICTh MIXK CTBOPEHHMMH KaTaJloTaMU 1 HasBHUMHU y Mepexi Marepiasamu. Pobora xopuctyBaua 3
MOIITYKOBOIO CHUCTEMOIO 0a3yeTbesi Ha (hOpMyBaHHI 3aIMUTYy, 3TAHO 3 SKUM BiOyBaeThcs 1001p MOTPIOHUX
JOKYMEHTIB. 3anmut (OpMYIOTh 3a JOIMOMOTOI OJHOTO a00 KUTBKOX KIIFOYOBHX CIIB. Pe3ympTaTé momryky
HAJal0Th Y BUTJISA1 CIIUCKY MOCUJIaHb 1 KOPOTKOI aHOTALlli 1O HUX.

Kniouose cnoso - 11e cnoBo, sike HaWMOBHIIIE BigoOpaxae iHPpopMallito, IKy HOTpiOHO 3HANTH.

3anum - 11e HaO1p KIIFOYOBHX CJIiB, 32 SKMMH 31HCHIOIOTH TIOMIYK 1 B1101p HEOOX1THUX TOKYMEHTIB.

Iowykosa cucmema - 1l¢ KOMIUIEKC IpOrpaM 1 MOTYXHHMX KOMIT'FOTEpIB, 3[JaTHUX HpUHMAaTH,
aHaTI3yBaTH W 0OCIIYTrOBYBaTH 3alMTH KOPHCTYBAUiB 3 MOIIYKY iHGopMarlii y TiiodanbHii mepexi. [lepmioro
nomykoBoro cucremoro craia Web Crawler, crBopena B 1994 porii. Ha Bigminy Big Toro, mo Oyiu
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CTBOPEHO paHiIle, 15l CUCTeMa JO3BOJIsIa KOPUCTyBayaM 3JIIHCHIOBATH TIOMIYK 32 OYy/Ib-sKUMH KIIOYOBUMHU
cinoBaMH Ha Oynap-skid BeO-cropiHii. lle cramo crangapToM s BCiX Cy4YaCHUX ITOIIYKOBHX CHCTEM.
AJlpecu TIOIIYKOBHX CHCTEM J00pe Bimomi BCiM, XTO mpaiitoe B [HTepHeTi. Ha choroHI BUKOPHCTOBYIOTH
taki momrykoBi cuctemu: Google, Yahoo, Ask Ta inmri. Po3riasaemo ix.

THowyrosa cucmema Google, wWww.google.com

[I# momykoBa MaliMHA, OCHOBaHA Ha IPHHIMIIOBO HOBOMY aJTOPUTMI TONIYKY, BiAPI3HAETHCS
IPAaHUYHO ACKETHYHUM iHTepdericoM 1 NPEeKpaCHHUMHU pe3yJbTaTaMH IOIMIYKY 3 BHCOKHM CTYIEHEM
peneBanTHOCTI. Ha BiIMiHY Bif 1HIIMX IONIYKOBUX CHCTEM, Y «IEPIIIH AECATI» Pe3yIbTaTiB, BHIAHHX
Google, 3a3Buyaii Bu HE 3ycTpiHeTe iH(GOPMAIIHOIO CMITTS 1 BUIAJKOBUX CAMTIB: MiCIle CaliTa B CIIHCKY
HarnpsMYy 3B’513aHO 3 KUTBKICTIO TIOCHJIaHb HAa HHOTO 3 THIIUX CEPBEPIB aHAJIOTIYHOT TEMATHKH.

LlikaBoro ocoOmuBicTi0 Google € HasBHICTH IPYTol KHOIKK TOPS 3 PSAKOM monryky. [lepia kHomka
3aIlrycKae TpaauIliiiHuKd MexaHi3M. [lpyra KHOMKa Ofpa3y X NEpPeKHHE KOpHCTyBaya Ha CaWT, SKHMd, Ha
nymky Google, MakCHManbHO BIAMOBiAa€ HOTO 3aITUTAM.

Towykoea cucmema Yahoo, www.yahoo.com

HasBHa ©0a3a maHWX: HOBHWH, KapT, PEKIAMHHUX 1 CIOPTHBHUX iH(oOpMaIliii, Oi3HeC, HOMEpH

TenedoHiB, TMEpPCOHAIbHI BaO-CTOPIHKH, EJIEKTPOHHI ajapecu (okpema Oa3a manux). [lomyk MokHa
O0OMEXKHUTH NMEeBHUM IIPOMIKKOM uacy. JifoTh orepaTropu «i» Ta «abo».

Towykoea cucmema ASK (konuwns nazea Ask Jeeves), www.ask.com

[{ro momykoBy cuctemy 3acHoBaHO 1996 poky ["apperrom ['ypuepom i JleBinom Baprenom y micTi
bepxui, mrar Kanidopnisa, CIIA. 3 caMoro no4atky KOpucTyBaui MOTJIM OTPUMATH BiJMOBiAl HA MUTAHHS,
chopMynbOBaHI y TEMEpENIHbOMY Yaci, a TaK0X BUKOPUCTATH TPATUIIIHHUI MOMIYK KIOYOBUX CIIBO.
CydacHuii Ask.com Takox miaTpumye Ie. Ajie AOIy4eHO JIOJATKOBY MiATPUMKY MAaT€MAaTHUKH, CIOBHUK 1
KOHBEPCIIO TUTaHHS.

1.3 IIpaBuia nomyky ingopmanii

Towyx nompionoi inghopmayii 30iticnoroms y 3 emanu

Cnovatky HEoOX1HO MpoJaymMaTH TeMy 3alUTy Ta MpoaHali3yBaTH, 110 BH XO4yeTe OTPUMATH B
pe3ynbTaTi nomykKy. [IpaBuibHO BU3HAaUEHA TEMa MOIIYKY TOTIOMOKE BaM MPpHU J1000P1 KITFOYOBHUX CITiB.

Hpyruii eran - BuOip MOIIYKOBOI CHUCTEMHU - 3aJIeXKHUTh MEPEBaXHO BiJ ynoJo0aHb KOpHCTyBada.
Ilepen TuM, sik BUOpaTH KOHKPETHY MOIIYKOBY CUCTEMY, OTPIOHO 03HAHOMHUTHUCS 3 MOKIMBOCTSIMU KOXKHOI
3 HUX. BikHa BCiX MOIIYKOBHUX CHCTEM BUIJISAAIOTH MO-Pi3HOMY, ajie MICTATh O/JHAKOBI 3a NMPHU3HAYCHHIM
00'€KTH.

Ha tperbomy erani TpeOa BU3HAUUTH, SIKI CaM€ CJIOBA € XapaKTepHUMU (KITFOUOBHUMHU) AJIs LIYKAHOTO
nokyMeHTa. [IpaBunbpHO miniOpaHi KJIFOUOBI CI0BA 1 MPaBUILHO CHOPMYIHOBAHUN 3aUT 3HAYHO PO3LIUPATH
00acTh MOUIYKY 1 MiJBUIIATH HOTO €(PEKTUBHICTB.

[Ticnst Toro, ik BU3HAUEHO TEMY IOIIYKY, BAOPAHO KOHKPETHY CUCTEMY MOIIYKY, MiII0paHO KIHOYOBI
CJIOBa Ta BUKOHAHO OIpPAIIOBAHHS 3alUTY, caMe Yac MepedTH J0 aHaji3y OTPUMAHOrO CIHMCKY MOCHJIAHb.
Aximo 3HalAeH] TOKYMEHTH Bac HE 3aJ0BOJBHSIOTH, BAPTO 3BY3UTH 00JacTh MOIIyKy. JlJIs 1IbOTO MOXKHA
BKa3aTH [OJIaTKOBI KIJIIOUYOBI CJIOBa, TEpPMIHM, BHM3HAUEHHS, sIKi OyayTh BKJIOYEHI [0 HACTYIHOTO
MOIIYKOBOTO 3amuTy. Y JeSKMX MOIIYKOBHX CHUCTeMax i 3BYXKEHHS 00JacTi MOIIYKY MOXHa TaKOX
BCTaHOBUTH No3HauKy npamnopis «lllykatu y 3HaliieHOMY» Ta BBECTH J10IaTKOB1 KJIIOUOBI CJIOBA.

Dopmysanns 3anumie i NOJINULEHHS Pe3VIbMAaAmie NOULYKy

Jly’)ke 4YacTo TOIIYKOBUM CEpBEp MOBEPTAaE MEHIIWN, HIK XOUYeThes, Mepesik. AOO HaBmakw,
OTPUMaHUI CNHCOK TMOCHJIaHb BEJIIMYE3HUM, ajle BOHM 30BCIM HE CTOCYIOThCA 3alaHoi Temu. Ilepmn Hix
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3aCMy4yBaTUCs 1/a00 MEpEeXOMUTH 10 IHIIOTO IMOIIYKOBOTO CEpBEpa, CIPOOYHTE MOJIMIIUTH PE3YJIbTaTH
MOITYKY. 3aBaHTa)XTE 3aroJOBHY CTOPIHKY IOIITYKOBOTO CEPBEPY Y BIKHI Meperysiay. YBa)XHO BHBYITH Ti
CTOpIHKH (TTOIIYKOBOTO CepBepa), /e OMmyOJiKOBaHO IIOAO0 OpraHi3arii MOIIyKy ¥ pi3HOTO pOaY ITiAKa3KH.
Xoua iX MOJaHO YY>KOI0 MOBOIO (y BHUIIAJKy MI>KHAPOIHHUX BY3JIIB - aHIIIMCHKOIO), alie TX BUKJIAJIEHO JYXKe
MIPOCTUMU CJIOBaMH, 1 TOJIOBHE, CYNpPOBOJKEHO OaraThMma mpukiagamu. Ha xanb, maibke Ha KOXHOMY
CEpBEP1 3aCTOCOBYIOTh CBOIO CUCTEMY MPAaBHII (CHHTAKCHC BKa31BOK).

Heszaneorcno 6i0 suxopucmanozo cepsepa, Kepyiimecs makumu HACMAHOBAMU!

[lepen moyatkoM poOOTH YBaXKHO O3HAHOMTECS 3 JOBIIKOBUM PO3/LIOM MONIYKOBOI CHUCTEMU II0JI0
TOTO, SIK Kpallle CKJIacTH 3aIuT.

Ilykatime Oinvwe, Hidic 3a OOHUM CA080M, TIOO 3MEHIIUTH KIUIBKICTh IOCHJIAHb 3a PaxyHOK
IIJIBUIICHHS BIAMOBITHOCTI iX TeMi MOIMIYKYy. SIKIIO 3amWT MICTUThH JIMIINE OJHE CJIOBO, HMOBIPHICTH
OTpUMaHHS HeoOxiaHOoi iHpopMarlii Mana. Y BUMAIKY, KOJIM TEPMiH YA BHU3HAYEHHS BUKOPHUCTOBYIOTH Yy
PI3HUX TpEeIMETHHUX raiy3sx, BU OTpuMaeTe Oarato 3aiiBoi iH(opmarii. Hanpukian, npu BUKOPUCTaHHI Y
3aMuTi KIHOYOBOTO CIIOBA «apXITEKTypa» Cepell pe3yNbTaTiB MOIIYKY BU OTPUMAETE MOCUJTIAHHS CalTH 3a
TeMaMU: apXiTeKTypa y MICTOOYIIBHHUIITBI, iCTOpi apXiTEKTypH, apXiTeKTypa OOUYMCIIIOBAIBHOI TEXHIKH,
apxiTeKTypa KOMIT'IOTepHUX Mepex Toujo. CyBopo goTpumyiiTecs mnpasui opdorpadii. Skio B pe3ynbTari
MOIIYKY 3@ KIIOYOBUMH CIIOBAaMU HE 3HAWJIEHO >KOJHOTO JOKYMEHTY, MOXIIHWBO, BHU JOIYCTHIIU
opdorpadiyHy NOMHUIKY B HamMCaHHI LUX cliB. BukopuctoByiite mani mgitepu. IlounHaroun y 3anmuTi
KIIFOUOBE CIIOBO 3 BEJIMKOI JITEpH, Cepell pe3yibTaTiB MOIITYKY BU HE 3HANJIETE CIiB, HAMMCAHUX 3 MAJICHbKOL
JTEpH, SIKIIO IIe CIOBO CTOITh HE MEpIIUM y pedueHHi. Hanpukian, sKio BU BUKOPUCTAIN KIIFOUOBE CIOBO
«IIpe3eHTallis», TO Cepel PEe3yNbTaTiB TONIYKY BH OTPHMAETe IOCHJIAHHA HA CTOPIHKM 31 CIOBaMHU:
«apeseHTanisny, «lIpesenrarisy, «pe3eHTaris» Tomo.

Ha 3anut «pe3eHranis» BU OTpUMaeTe IOCUJIAHHS Ha CTOPIHKM, $KI MICTATH JIMILE CJIOBO
«pE3eHTaIlis», a pelITa CTOPIHOK 3 IHIIMMHU BapiaHTaMH HaNKMCAaHHSA IOTO cJoBa OyAe MPOIrHOPOBAHO.
Benuki nitepu B 3alUTi peKOMEHAYIOTh BUKOPUCTOBYBATH JIMIIE B Ha3BaxX 1 BIACHUX iMeHax. Hampuknan,
micto Kuis, myseii JIlyBp To1o.

Buxopucmosyiime noositini nanku (" "). SIK11o y 3anuTi B3ATH KJIIOUOBI CJI0Ba y MOABIIHI JIallKu, TO
BU OTPUMAETe TMOCWIAHHS HA CTOPIHKH, AKI MICTATHh JaHUN PAAOK caMe Y TakOMy BUIJIAAL, TOOTO cioBa
OyayTb UTH OPYY OZHE 32 OAHUM. SIKIIIO KIIIOYOBI CJI0BA BBOJATH O€3 JIANIOK, TO OTPUMYIOTh TOCUJIAHHS Ha
CTOPIHKH, K1 MICTATh KIJIIOYOBI CJIOBa, MOXJIMBO, 1 OKpeMO y OyAb-IKOoMy Micli JokyMeHTa. Hanmpukinan,
SKILO 3amuT chopMyaboBaHO TakuM unHOM: "CiioBo mpo moxifn Iropis", To cepen pe3yibTaTiB MOIIYKY BU
OTPUMAETE TOCHJIAHHS HAa CTOPIHKH, SIKI MICTATH 1H(QOPMALI0 NMPO JaBHHOPYCHKY MaM'ITKy, MEPIUHY
YKpaiHCBKOTO Jipo-enocy - nmoemy «CioBo mpo moxiJ IropiB». SIKIo >k y 3amuTi BU BUKOPUCTAIH KIIOYOBI
cioa: CnoBo mpo moxia IropiB (6e3 moABIMHMUX JIAMOK), TO B OTPUMAETE MOCHIIAHHS HAa CTOPIHKH, SIKi
OyayTh MICTUTH iH(pOpMALiIO PO TYPUCTHYHI a00 BifiCbKOBI MOXOM, PO JII0/IeH 3 iMeHeM Irop Toro.

Buxopucmosyiime 3naku «+» ma «—». Y 3a0UTI 3HaK «+» Tepeln KIOYOBUM CIIOBOM O3HAyae
000B'SI3KOBY HOT0 MPUCYTHICTh y HIIYKAaHOMY JTIOKYMEHTI. | HaBmaku, 11006 BUJIy4YUTH JOKYMEHTH, 10 MICTATh
JlaHe CJI0BO, MOTPIOHO MOCTABUTHU IEpe] HUM 3HaK «—». Hampukman, skuio nmotpi6HO 3HaiTH iHdopmaliio
PO JOBUIBHI Mapajnenorpamu, NpsIMOKYTHUKH Ta poMOu,ajie BUKIIOYUTH 1H(OpMalliio Mpo KBajapaTH, TO
3aIUT BapTO CPOPMYITIOBATH TaK: IapajieiorpaM—KBajparT.

Kopucmyiimecs vimxumu i acHumu K10408umMu clogamu, 10 HAMOUIbIIE MOBHO XapaKTepU3YIOTh
mpeAMET Bamoro momryky. [TpoBigHI MONIIYKOBI CEpBICH JO3BOJISIOTH MOCTABUTH 3alUTAHHS MPUPOTHOIO
moBoro. Hampukiam «Tell me about the GreenPeace in 1998». Ase Takoi MOJKIJIHBICTIO BapTo
KOPHUCTYBATHUCSI 00epexHO. Y TaKOMY BHUIAJIKY MOITYKOBUN CEpBEP BIAKHIAE BC1 HE3HAYHI HA MOTO TyMKY



CJIOBa, KPiM THX, K1 TIIYMA4YHTh 5K KIIOUOBI ciioBa. [[is moganoro mpukinany «GreenPeace» 1 «1998y». Ane
1ICHY€ MOXJTMBICTB TOTO, 1110 OyJIe BIAIKHHYTO ¥ T€ CIIOBO, BAKJIUBE JIJIS1 PE3YJIbTATIB TOIIYKY.

Buxopucmosyiime cunonimu. 1le cTOCyeThCS MEpI 32 Bce HOBUX O0JIAaCTeW 3HAHHS 3 HEYCTAJICHOIO
TEPMIHOJIOTI€0. Y TOMY YHCII - IHPOpMAIIHHUX TEXHOJOTIN.

Buxopucmosyiime poswupenuii nowyx (Advanced Search). Ha Oaratbox cepBepax € pexHM
«PO3IIUPEHOT0» a00 «CKJIATHOTO» MOIIYKY, 1€ AIFOTh CHeliadbHi CHHTAKCUYHI NIPpaBUiIa ISl 3aCTOCYBaHHS
OyJeBUX Omepaliil Haj KIIYOBUMHU CJIOBaMH, TNEpen0ayeHO pPO3PIZHEHHS BEIMKHX 1 Majux JITep,
MPOTIOHYIOTH BUOIpP CIOCOOIB BIOPSAKYBaHHS 3HAMJACHUX JTOKYMEHTIB 1 T.l. SIK yKe 3rajlaHo BHWIIE, BapTO
JOKJIQJIHO BHUBYMTH MOXJIMBOCTI OOpaHOrO BaMH IIOIIYKOBOTO CepBepa, INpaBWia YBEICHHS U
(dbopMyirOBaHHS TEPMiHIB. be3 11bOro HaBpsiI YK BAACTHCS JOCITTH 3HAYHOI TOBHOTH TIOIITYKY.

Jloxkanizytime nowyk. Y 0araTbOX BHIIaJKaX, KOJH TIPEIMET TONIYKY MOXHA JIOKai3yBaTH
reorpadiuHo, KOPHCHO BUKOHATH MOINYK HA CEpBEpax MICIIEBUX OpraHi3alliid, HaNpHUKIaJ, Ha cepBepax
yHiBepcuTeTiB. Tam nepeOyBae Bennye3Ha KUIbKICTh MOCHUIaHb HA MICLEBY Mpecy, KOMOaHii i rpoMajachbKi
oprasizaiiii, U0 IpalITh Y OMY perioHi W T.i. 3 pi3HUX NPUYUH IOIIYKOBI CEpBEPH HE 1HAEKCYIOTh
3HAYHy YaCTUHY TaKWUX JOKYMEHTIB, TOMY iX MOJXHAa 3HAWTH JIMIIEC B PE3yJbTaTi KPOIITKOTO JIOKAIBHOTO
noIyKy indopmariii.

1.4 MeTanouykoBa cucTemMa

Memanowykosa cucmema (MeTakpayniep, MyJIbTUIIOTOYHA CHCTEMa) — i€ TONIYKOBHI 1IHCTPYMEHT,
SKHUH HaJICUJIa€ Balll 3allUT OJJHOYACHO JIEKIJIbKOM IOIIYKOBUM CHUCTEMaM, KaTajoraMm i, IHKOJIH, B TaK 3BaHy
HeBUIUMY (NIPUXOBaHY) MaBYTHHY — 310paHHs OHJIAHHOBOI 1H(OpMAIlii, HE TPOIHIEKCOBAHOI TPAAULIIMHUMU
MOIIYKOBUMH CHCTEMaMHU. 310paBIIN pe3ysibTaTH, METANOIIYKOBA CUCTEMA 3HMIIYE TTOCHIIAHHS -1yOIiKaTH 1,
y BIAMOBIAHOCTI 3 BJACHUM QJITOPUTMOM, 00’ €/IHY€ / paHTye pe3yabTaTu B 3arajlbHOMYy cnucky. Ha Bigminy
BiJl OKPEMUX IOIIYKOBHUX CHCTEM 1 JUPEKTOpii, METANIOUIYKOBI CUCTEMH HE MalOTh BJIACHUX 0a3 JaHUX 1 HE
peectpytotb URL-anpecu caiitis.

Mertanomnrykom BapTo KOPUCTYBATUCS HE Y BCIX BUMAJAKaxX. SIKIIO JOKYMEHTIB 3a 3alUTOM 0ararto, To
METAIoIyK He MOTPIOeH 1, MOXKIIMBO, HAaBITh MIKIJIMBHMA, 00 3MIlIye Pi3HI JOTIKH paHKyBaHHA. AJle SIKIIO
JOKYMEHTIB 32 3allUTOM Majlo, TO METAIMOIIYK MOXe OyTH KOPHCHUM 3aBISKH TOMY, LI0 00’ €THY€ BEIIUKY
KUTBKICTh MOIIYKOBHUKIB.

ApryMeHTH 3a METaloLIyK E€KOHOMJIATH 4ac, 00 M030aBisAIOTh HEOOXIAHOCTI BBOAMTH 3allUT B
KOXKHIA OKpeMiil MOIIYKOBIH CHCTeMi; pe3yibTaTH, MEePEeBaXXHO, OUIbII pEJeBaHTHI; MOXXHAa BUKOPUCTATH
JUIs. BA3HAUEHHS HAsBHOCTI MEBHOTO BEO-CAlTy B TOJIOBHHMX IOIIYKOBUX CHCTEMax, BU3ZHAUECHHS PEHTHHTIB
CalTy 3a MOMYSPHICTIO MOCUJIaHb (BaYKIMBO ISl PO3POOHUKIB CAMTIB).

ApPryMeHTH MPOTH METANOUIYKY IMOJSIraloTb B TOMY, IO JEsKl MOLIYKOBI CallTH 1 KaTrajoru He
MiITPUMYIOTh J0JIaTKOB1 TEXHOJOTII MOMIyKy (Taki SK JIalKH, B 5Kl 0epyTh ¢pa3u, yu OyseBi onepaTopu).
Tomy mpu 3acTOCyBaHHI TAaKMX TEXHOJOTIH y pe3ysibTaTaX METanouyky He Oy/ie BiToOpakeHO pe3ysIbTaTH 3
TaKMX MOILIYKOBHUX CUCTEM, a0o0 111 pe3yabTaTh Oy1yTh HEBIAMOBITHUMH.

Posrasmemo tTamu metanonrykoBux cuctem (Puc. 1.2).



Peanswi Necesgo Nowyxosi yrmaitu

Pucynok 1.2 - Tunm MeTanomykoBUX CUCTEM

—  «peanbHi» Memanouykoei cucmemu, siki 00’ € THYIOTh/PaHKYIOTh Pe3y/IbTaTH HAa OJHIN CTOPIHIII;

— «IICEBIO» MEeMAanouykosi Cucmemu nepuiozo muny, siki TpynyiTh pe3yJbTaTH 3a MOITYKOBUMHU
CUCTeMaMH Ha OJIHIN JOBTid CTOPIHII;

—  «Ncegooy Memanouwykosi cucmemu Opy2020 muny, siKi BiIKpUBAIOTh IS KO>KHOT IMOIITYKOBOT
CHCTEMH, IKY BUKOPHCTOBYIOTh, HOBE BIKHO;

— nowyKoei ymunimu — pOrpaMHi MOITYKOBi 3acO0n

Jlo MeTamnomrykoBux cucteM BigHocsaTbes: Yippy, Dogpile, Mamma, Search Ta ixmri



TEMA 2
EJIEKTPOHHA ITOLITA I OUTLOOK EXPRESS

Enexmponna nowma - HaiimonynspHimuid 3acio Internet MoxiauBicTh HajJ MIBHAKOI TEPECUIIKH
JIMCTIB 32 JJOMTOMOTOI0 KOMIT'FOTEPHOI MEpEexkKi 3yMOBHMIIA YCIIiX, SKUM B JJaHUH 4ac KOPUCTYETHCS €ICKTPOHHA
nomrTa. [IpoTe Tenep B IMCTH KPiM TEKCTY MOXKHA BCTABJISITH MPAKTHYHO BCE: MATIOHKH, ayaio ¢aiiu i T.1.
Kpim Toro, moBizomiieHHsI MOXHA CTBOpUTH y BUIIIII Web-cTopinku, BukopucroBytoun gopmar HTML
OnnowacHo 3 Internet Explorer 6,0 BcranoBmroerscs i Outlook Express, mo3Bossiroun BUKOHYBAaTH
OTpHUMaHHS, BIIIPABKY 1 CTBOPEHHS JIMCTIB, yMil04H 30epiraT HeoOXiJHI aApEeCcH B aIpECHIN KHU3I.

[Ticns 3amycky Outlook Express citiff 3pa3y >k 3BepHYTH yBary Ha JiBy nmaHenb. TyT BiioOpakaroThcs
MOIITOBI MAlNKH, a TaKOX cepBepy Ipymn HoBuH. [Ipu 3amycky Outlook Express aBTomMmaTnuyHO BUOHMpa€eThCS
nanka mo Bxomate. s BuOOpy Oyab-sKoi iHIIOT Manku HEOOXiTHO KJIAHYTH Ha Hid JIIBOIO KHOIKOIO

MHUIIII.
2.1 OTpumaHHs, YNTAHHS i BiANpaBKa JucTiB

Jist Toro, mo0 oxepKaTH JIMCTH, IO NMPHUHIUIMA, HEOOXiTHO 3a0paTH iX 3 MOIITOBOTO CepBepy, Ha
SIKMI BOHH CIIOYATKY MIPUXOJIATH 1 Jie YEKAIOTh O/Iep)KyBaya.

Jlnist BUTSATaHHS JTUCTIB 3 MOIITOBOTO CEpBEPY MOTPIOHO BMOpATH HA TAHENi IHCTPYMEHTIB KHOIIKY
Hocmasumu. Moxna ckopuctratucs i mynkrom [locrasutu nomry 3 meHio Cepgic. Ilpu npomy Outlook
Express migkmounthest mo Internet, sxkmo koMmm'roTep HE MiIKIIOYEHWH, 1 3BEPHETHCS 10 IMOIITOBOTO
cepBepy, OO mepematd iM's KOpPHCTyBa4a 1 Taposib, Homy BimnoBimauid. lle poOuThCS 3 MeTOrO
BHUKJTIOYEHHSI MOXJIMBOCTI A0CTyny 10 uykux JucTiB. [Totim Outlook Express Bifimuie rotTosi A0 BiAMpaBKU
nucty (Ti, K1 3HaXOAAThCS B mamii Mcxonsiue) 1 ofepKUTh MOBIIOMJICHHS 3 TMOIITOBOTO cepBepy (BCl
MOBIIOMJICHHST OYIyTh MOMIIIIeH]I B manky Bxopsiue).

Buxomauu 3 ompMcaHoOro BHIIE, BUTIKAE, IO MiAKIOUYEeHHS 10 Internet HeoOxigHe muine st
BimpaBku abo oTpuMmaHHs JUCTiB. 106 iX ynTaTt abo CTBOpIOBaTH Ha HUX BIANOBIIL, MiAKIIOUEHHS 0
Internet He moTpibHe. st TOrO, MO0 MPOYUTATH JIUCTH, 110 MOCTYIWIH, CIi 3aiTH B MaIky o Bxoxasrs,
ITicng poro moTpiOHO KIALHYTH Ha JIMCTI, 0 LIKaBUTh, B CIHMCKY, PO3TAILIOBAHOMY Yy BEpXHIH maHem. Y
HWKHIH MaHemi BiZoOpa3uThcs TEKCT MOBITOMIICHHS.

Sk110 Ha TMCTI BUKOHATH MO/IBIMHE KIIAlIaHHS MHIII, BMICT Oy/le TOKa3aHUIl B OKPEMOMY BIKHI.

st cTBOpEHHS TMCTY MOTPIOHO KIIAIHYTH Ha KHOMII Cmeopumu TOB1IOMIIEHHSI 200 BUOpATH TTyHKT
Cmeopumu 3 MmeHto [logidomnenns. B pe3ynbTaTi BiAKpUETHCS BIKHO CTBOPUTH MOBITOMIICHHS.

VY upomy X BIKHI 3aJal0Th OjepKyBaua B psiaky Komy. lnsg uporo ciig abo HaGpaTu ioro aapecy,
a0o BUOpAaTH 3 aJpecHOi KHUTH, KJIAIHYBIIM HAa KHOMII Komy. TakoX MOKHA BKa3aTH JIOJaTKOBI aJipecu B
panky Konis. OpepxyBadi, BKa3aHi B I[IbOMY DPSJIKY, TEX ojepxarb JucT. [Ipote Ti, XT0 OYyB 3amaHuii B
paaky Komist, 3MOXyTh Ai3HATHUCSA, XTO OKPIM HUX OJiepXkKaB LieH ske ucT. Y psaaky Tema crigye 3aiaTtiu TeMy
MOBIAOMJICHHS 200 KOPOTKHIA 3MICT JTUCTY.

[Ticns BBeZeHHs aapec OAEp)KyBadiB 1 TEMH IOBIIOMIIEHHS MOXHA MPHUCTYIUTH 10 CTBOPEHHS
caMoro JHCTy. Y 00JacTi BBEACHHS TEKCTy MOTPiOHO HAOpaTH TEKCT MoBigoMieHHs. [Ipu 1boMy MokHa
BUKOPHUCTOBYBATH CTaHJApTHI onepariii 3 Oypepom oOMiHy.

B ToMy Bumazaky, SKII0 KOPUCTYBAad X04e CTBOPUTH MoBimomiIeHHs y ¢popmari HTML, crin Bubpatu
nyHkT @opmar HTML mento @opmam (1106 CTBOPIOBATH MOBIAOMIICHHS y (OpPMaTi 3BUYHOTO TEKCTY, CJIiJ
BUOpaTH MyHKT 3BUYHUI TEKCT 3 MeHI0 @opmam). Ilicns 1poro 3'SBUTHCS MaHENb IHCTPYMEHTIB, IO
703BOJIsIE (hopMaTyBaTH TEKCT 1 MpaLoBaTH 3 rpadikoro. J1si CTBOPEHHS MOBITOMIICHb MPU3HAYECHI TAKOX
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CTaHJApTHI OJIaHKH, SIKI MOKHA TMEPErJITHYTH 3a JONOMOro NyHKTY CTBOPUTH 3 BUKOPHUCTOBYBAHHSM 3
MeHIo [1ogioomnennsi.

[TpoTe HeoOXiIHO BpaxOBYBaTH, 110 HE BCi MOIITOBI IPOTrpaMy MOXKYTh BiI0OpaXkaTH MOBIAOMIICHHS
y dopmari HTML (y ¢opmari 3BHUHOTO TEKCTY MOXKYTh BCi). SIKIIIO KOpHUCTYyBay HE YIEBHEHUIN HAIEBHO,
o ojiepkyBau 3moxe npouutatu Woro HTML nuct, BiH mOBHHEH KOpPHCTYBaTHCS (OpMaToOM 3BHUYHOTO
TEKCTY.

[Ticnst CTBOpEHHSI TEKCTY JIMCTY MOXKHA BKJIACTH B TOBIJOMIJICHHS HeoOXimHi ¢aivmu. s mporo
MOTPiIOHO BUKOPHCTOBYBATH KHOMNKY Bkiactu (i3 300pakeHHsIM CKpinku). OCKUIBKK OKpeMi Gaiiian MOXYTh
MaTHu JyXXe BEJIMKUU po3Mip (Hampukiaa ayaiodaian), moTpiOHO 3BayKaTH HAa 3HAYHWUN Yac 3aBaHTAKCHHS 1
noripmenns mBuakoaii Outlook Express. B 3B's3ky 3 muMm 3BHYaiiHO (ailid BEIUKHX PO3MIPIB 110
€JICKTPOHHIN MOIITI HE TIEPECUITIAI0THCS.

Binmpasnsioun MOBIJOMIIEHHS, MOXKHA BKa3aTH Horo mpioputeT. J[ias IIbOro BHUKOPHUCTOBYETHCS
NYHKT Baowciugicmv 3 MeHwo [logidomnenns. Y TOMy, 1O 3'SBUBCS MIAMIHIO CIiJl BUOpaTH CTYIiHBb
BaXJIMBOCTI: BHCOKA, 3BUYHA, HU3bKA. bins JHCTY HU3BbKOI BaXXJIMBOCTI OyAe BiAOOpa)keHa CTpLIKa,
HaIpaBlieHa BHU3, a 01151 IUCTY BUCOKOI BXKJIMBOCTI - 3HAK OKJIHKY.

Konrenist 6e3rmeYHux MmoBiJoMICHb. Y Mipy 3pOCTaHHS YUCIIa KOPUCTYBAUiB, IO MEPEIAIOTh Yepe3
€JIEKTPOHHY MOILITY KOH(]iAeHUIHHY 1H(pOpMaIlifo, Bce OUIBII BaXJIMBUM CTa€ MUTaHHS OE3MEKU: XOUYEThCS
OyTH YyNEBHEHHUM, IO BIANpPaBJICHI MOBIJIOMIICHHS HIXTO HE MEPEXOMHUTh 1 HIXTO HE MPOUYUTAE, OKPIM
BKa3aHOro ajpecara. BaxiauBo TakoX OYTH YIEBHEHHUM, IO JOKYMEHTH, WIO BiJIMPaBISIOTHCS IO
€JIEKTPOHHIH MOIITi, HAPUKIIA] 1aHl KPEAUTHUX KapTOK, HE OyayTh MigpOOIIeHI.

BuxkopuctoBytoun B Outlook Express nudpoBi nocsigueHHs, KOpUCTYyBay MOXKE 3aCBIIYyBaTU CBOIO
0co0y MiJl Yac ceaHcy 3B'S3Ky, aHAJOTIYHO MPE['SBICHHIO CBOIX JOKYMEHTIB MPU OTPUMAaHHI TpoIIeH Mo
YeKy.

Lugposi nocsiouenns MOKHa BUKOPUCTOBYBATH 1 Ui IIM(PYBaHHS MOBIIOMIIEHb, 11100 30epertu ix
KoHineHuiiHicTh. L{udposi nocinuenns BianosinaroTs cnenudikamii S/MIME, o 3a6e3neuye 6e3neuny
JOCTaBKY €JeKTPOHHOI momTu. L{udpoBe MoCBiAUEHHS CKIIAAAETHCS 3 «3arajbHOr0 KII0Yay, «OCOOMCTOTO
KIIt04ay 1 «uudpoBoro mignucy». Koim kopucTyBad NOCHIIa€ CBOE IOCBITYEHHS 1HIIUM KOPUCTYBadyaM, BiH,
¢dakTHuHO, mepefae iM CBiIM 3aranbHUN KIIHOY, TaK 10 BOHM MOXYTh BIANPABIATH HOMy 3alin(poBaHy
MOIITY, KY 3MOX€e PO3IMU(PYBaTH TUIBKH BiH, BAKOPUCTOBYIOUH CBii 0COOMCTHI KITIOY.

Lugposuii nionuc, 1o BXOIUTH A0 CKJIaay IH(PPOBOro MOCBIIYECHHS, - 11€ €JIEKTPOHHE MTOCBITUEHHS
ocoOu kopuctyBava. L{udpoBuil miamnuc B ojepkaHoMy BiJl KOPUCTYBaya MOBIAOMIIEHHI CBIAYUTH MPO TE,
1110 BOHO JIifiCHe IPUHILIO BiJ HBOTO, 1 TPH LIbOMY HE OYJIO Hi MiAPOOIEHO, HI PO3KPUTO.

[lepmr HiXKX mocuiaTé 3amu@poBaHi MOBIAOMIIEHHS a00 MOBIAOMIICHHS 3 HU(PPOBUM IiJITUCOM,
HEOOXITHO ojepkath [Hu(poBe TOCBIAYCHHS 1 HaOyayBaTH CBiii OOJIKOBHII 3amuc Ha HOTO
BUKOPHUCTOBYBaHHS. Binmpapmistoun 3ammdpoBaHi NOBIIOMIICHHS, KOPUCTYBAad IMOBMHEH MaTu B CBOIH
aJpecHi KHU31 UG POBE MOCBITUEHHS OIep)KyBaya.

IcHye nekinbka kiaciB HU(PPOBHUX MOCBITYEHb 3 PI3HUMM piBHAMU HafiiiHocTi. 11]o0 onmepxkatu
uu(dpoBe MOCBIAUEHHS SIKOT0-HEOYIb KOpUCTyBaya, MOTPIOHO MOMPOCUTH HOro MOCHaTH MOBIIOMIICHHS 3
M (POBUM MIANUCOM (Y HbOMY MICTUTUMETHCS LHM(POBE MOCBITYEHHS); MOXKHA TAaKOX IOIIYKaTH B 0asi
nanux Ha Web-By3ii cepTrdikoBaHOTO IEHTPY; KPIM TOTO, CIIMCOK MU(PPOBUX MOCBITYCHb HAAAIOThH JESKI
CITY»OM KaTajoriB.

Bionpaska nosioomnens. J{7s1 BiANpaBKU MOBITOMJICHHS MOTPiOHO BMOpaTtu myHKT BimmpaButu 3
MeHIO @atin ab0 KJIAIHYTH Ha KHOMMI Bionpasumu B ma”enm iHcTpymeHTiB. Outlook Express momicTuTh
JIUCT B ManKy Bumixarouu 1 cipoOye HOTO BiIITPaBUTH.
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S0 KOpUCTyBa4 OJI€pKaB JIUCT 1 X04Ue BIAMPABUTH HA HHOTO BIAMOBiAb, MOTPIOHO KIAIIHYTH HA
3aroJIOBKY JIUCTY TPABOKO KHOIMKOK MHIII. 3'IBUTHCSI KOHTEKCTHE MEHIO, 3 IKOTO MOYKHA BUOpAaTH HACTYITHI
MyHKTH:

—  Bionosicmu sionpasnuxy. Ilpu BUOOP1 IbOTO MYHKTY BIAKPUETHCS BIKHO JJII CTBOPCHHS JIUCTY,
ne B psaaky Komy Oyne BkazaHe iMm'sl BiIIpaBHUKA JIMCTY, HAa K€ IMHUILETHCS BIAMOBiIAb, @ B pAaKy Tema
3'SIBUTHCS TEKCT, 10 BKIIFOYA€E cII0BO "BiAmoBiap" 1 TeMy MO4aTKOBOTO JIUCTY,

—  Bionogicmu ecim. PezynbraTi BHOOpPY HIBOrO NMYHKTY AaHAJOTIUHI ONMHMCAHUM BHILE, 3 TIEO
pizHHIEIO, 1110 B psanok Komis OynyThk gojaH1 aapecu 3 psaka Koris mo4aTkoBOro JIUCTY;

—  Ilepecnamu. Bubip mporo myHKTY JO3BOJISE TOJIATH B CTBOPIOBAHE MOBIAOMIICHHS TEKCT JIUCTY,
Ha SIKE IHIIETHCS BIAIOBIIb;

—  Ilepecramu sk exnadenns. J1ii, iKi BAKOHYIOTHCS IIPU BHOOPI LHOTO MYHKTY, aHAIOTIYHI JisM 3
nyHkTy [lepecnaru. [Ipore mepecuika mo4aTkoBOro JUCTY Oy/1e BUKOHAHA Y BUTJISI BKIIAJICHHS,

—  Ilyskru Ilepecnamu i Ilepeciamu sk BKIQJICHHS MOXXYTh BUSBHUTHCS KOPHCHI, SKIIO TOTPIOHO
MiAKPECIIUTH MPUYUHY, 1110 CIIOHYKaJIa HAITMCATH BiJIIIOBI/Ib.

VY BHUMAJKy, SKIO 3 SKUXOCh MPUYMH KOPHCTYBa4 HE MAa€ HArOAM 3aKiHUYUTH TOYATHH JIUCT, HOMY
CIIiJ| 3aKPUTH HOTO 3a JIOTIOMOTOK MYHKTY 3axpumu 3 MeHr @aiirn. Tlicns miaTBepuKEHHS 30epeKeHHS
HECKIHYEHOTO JIUCTY BOHO Oyze momimieHe B manky YepHETKH, 3BiIKH y OyIb-sIKHH MOMEHT MOXHA
MPOJIOBXKHUTH HAJl HUM POOOTY, IBiYi KJIAITHYBIIH MHUIIKOIO.

2.2 AipecHa KHHMTa

HasBricth aapecHoi kuurd B Outlook Express nosBossie 36epiraté iMeHa, aapecd 1 iHIIMY
iH(popMallito, 110 ICTOTHO 00JIiITaE MPOIEC BIANPABKU MOLITH.

JUis BUKIIMKY aJpecHOi KHMIM MOTpiOHO BHMOpaTH MyHKT AnpecHa kHura 3 meHio Cepsic abo
CKOPHUCTATHUCS KHONKOIO AJIpecu Ha MaHelli IHCTPYMEHTIB. Y BiKHI, 10 3'IBUJIOCS, BUBOAUTUMETHCS KOPOTKA
iHpopmanig npo anapecaTiB (iinm koHTakTax). /s mormsaaHHs MoBHOI iHGopMarlii moTpiOHO BUKOHATH
MOJIBiiHE KIIAllaHHS Ha IMEH1 ajpecaTa, 0 iKaBUTh.

[I{o6 nonatu B afipecHy KHUTY iH(pOpMalilo Mpo 1HAMBIAYAIBHOrO ajapecaTa, CiIiJ BUOpATH MyHKT
Cmeopumu konmaxm 3 MeHI0 @atin ad0 HaTUCHYTU KHONKY CTBOPHUTH B IaHEN1 iIHCTPYMEHTIB, BUOpABILH 13
CMCKy NyHKT Cmeopumu konmaxkm. Y BiKHI, 10 3'ABUJIOCS, NOTPiOHO 3aaaTu Binomi AaHi. Ciif 3BepHYTH
yBary Ha Toi (pakT, 1m0 BIKHO BKIouae Jekinbka Bkianok (Im's, Jomamni, Crayx60Bi, Ocobucti, [,
NetMeeting, Ceptudikatu), Ha KOXHY 3 SKHX 33Ja€ThCsI BiIOBITHA iH(OpMaIlis mpo aapecara.

Tak, HanpuKIIa, BKIaaKa /Jomawni TO3BOISE 3aJaTH JTOMAITHI «KOOPIUHATHY aJIpecara.

[I{o0 momatu B aapecHy KHUTY iH(OpMAIiI0 PO TPyMoOBOro ajpecara, NOTpiOHO BUOpPATH MYHKT
CrtBoputu Tpyny 3 MmeHto ®aitn abo HaTuCHYTH KHONKY CTBOPUTH B IMaHeNi 1HCTPYMEHTIB, BUOpaBIIHU i3
cnucKy NyHKT Cmeopumu epyny. 3aBOAMTH TPYNH AOLUIBHO B THX BHIIQJKaX, KOJIM KOPUCTYyBad XOue
NepenucyBaTHCs BiJpasy 3 JEKUIbKOMa ajipecataMu. Tak MO)KHa, HAllPUKIIAA, CTBOPUTU TPYNy AJIs YJICHIB
KI1yOy a0o mpaiiBHUKIB OHOTO BiJUILITY.

VY BikHI, 1m0 3'SBUJIOCA, CIiJ 3aJaTH Ha3By TIpYyIH, a TaKoXX BUOpaTH Yy4YacHHKIB rpynu (3a
JIOTIOMOT0I0 KHOTIKH Bubpamu). BaxnBo BpaxoByBaTH, 110 B TPYIy MO>KHA JJOJaBaTH JIUILE Ti aAPECH, Kl
BKE 3aHECEHI Ha aJIpeCHy KHUTY.

[Ticnst cTBOpeHHS Ipynu JOCTaTHBO BKA3aTH ii SK OJEp)KyBada - 1 MOBiIOMIIEHHsS Oyzae po3iciaHe

BCIM YJIEHaM TpyIH.
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Adpecra Knuea NO3BOJSIE, BUKOPUCTOBYIOUM BikHO [lomyk mromeid, 3MiHCHIOBATH TOIIYK aapec 3a
JIOTIOMOTOr0  CITY»kOM KartanoriB Internet i B camiii anpecHiii kHu3i. 1100 BukOHaTH mMOmIyK, MOTPiOHO
HaTUCHYTH KHONIKY [lowyk monel abo BUOpaTH OMHOMMEHHHM IYHKT 3 MeHIo [Ipaska.

Crnin BpaxoByBaTH, IO NPH IOIIYKY B JIOKAJIbHINA aapecHil KHH31 MOXXHA YKa3yBaTH OyIb-SKY
iHdopmartito, mo 30epiraerbest B Hik. [Ipu momryky jk 3a JOMOMOToOr CiIyx0 KarajoriB Internet mMoxHa
KOPHUCTYBATHUCS TIJIBLKH MOIITOBOIO aIpeCOr0 a0o iM'sM.

2.3 Hacrpoiika napamerpiB

s opranizamii 3py4noi i crabimpHOi pobotm Outlook EXpress icHye crermianbHUN ITyHKT
[TapameTpu 3 mento Cepaic.

[Ticnst #ioro BUOOPY BiIKPUETHCS OMHONMEHHE BIKHO, IO BKIJIIOYAE JECITh BKIAJOK: 3aralbHi,
Uwuranns, BinnpaBka mnosigomsienb, CtBopeHHs mnoBigomieHHs, Ilignucu, IlpaBomuc, besneka,
[Tigxmrouenns, O6¢cinyroByBanHs, [loBiToMIIEHHS.

Hwxye npuBeneHi esKi KOPUCHI HACTPONKH.

[TepeBipsiTH HOBI MOBiAOMJIEHHS KOXHI N MiH. BKJIaJKU 3arajbHi JI03BOJISIE€ 3aJIaTH YMCJIO XBHJIMH,
yepes sike Outlook Express nepeBipsaTrMe Ha MOIMITOBOMY CepBEpi HasABHICTh HOBUX TOBIOMIICHb.

3BYKOBE TOBIJIOMJICHHS MPU OTPUMaHHI HOBUX ITOBIIOMJICHb BKJIAJIKH 3arajibHi J1a€ MOKJIHBICTh
Ji3HABaTHCS PO HAIXOMKEHHS HOBUX MOBIJOMIICHb IO 3BYKOBOMY CHTHaly, mio momaetbcs Outlook
Express.

Pexum Asmomamuyno noxazyeamu nanxku 3 HEPOUUTAHUMH MOBIAOMIICHHSIMH BKJIAJKU 3arajibHi
BUKOPUCTOBYETHCS JJIsi BUCHOBKY HaliMEHYBaHb MAaloK, MI0 MICTATh HEMPOUYMTAHI JUCTH, HAMIBKUPHUM
mpUPTOM.

Pexum /locmaenamu nowmy na nouamky pob6omu BKIAAKW 3aralibHi 3aCTOCOBYETE; I TOTO, 100
npu 3amycky Outlook aBToMaTH4HO BUKOHYBAJIacs MepeBipKa HasBHOCTI HOBUX MOBiJOMIICHb.

Pexxum Aeémomamuuno 3aeanmasicyeamu nogioomnienHs Ipyu BioOpakeHH1 y 00JacTi MpOTsAaHHs
BKJIQJIKM YHTaHHA - Ja€ MOKJIMBICTh Bi10Opa)kaTH MpH BUOOP1 JUCTY HOro BMICT B HM)KHIA YacTHHI BiKHa
Outlook.

Kuonka lpugpmu Bxnanku Yumauns N0O3BOJSIE BCTAHOBIIOBATH PO3MIp 1 CTUIb mpudTy. Popmat
MOBIIOMJIEHb BKIIQJAKH Bionpaeéxka nosioomuaensb, WO BIIIPABISAIOTHCS, JJ03BOJIAE 3anaTH  ¢opmar,
BUKOPUCTOBYBaHHIA TIPH BiAMPABIIi OBiIOMIIEHb (3BUYHUI TekcT a60 HTML).

Pexxum Brawouamu y 6i0nogiob mexkcm noyamko8o20 NOBI0OMJEeHHs BKIAIKu BinmpaBka
MTOBIJIOMJICHb JIO3BOJISIE BKITFOUMTH B CTBOPIOBAHY BIIIOBIIb TEKCT MTOYATKOBOTO JIHCTY
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TEMA 3
BBEJEHHS I POPMATYBAHHS TEKCTY

Beeoenns mexcmy.

[Ticnsa 3anycky MS Word 2010 3'sBis€TbCst YMCTHH apKyIl JUIsl BBEICHHS HOBOTO JOKyMeHTa. Y
MEePIIOMY PSJIKY 3J1iBa OJIMMae TEKCTOBUM Kypcop (Kypcop KiaBiaTtypu), Ae Oyjae 3'IBISTHUCS TEKCT ITiJI 4ac
BBEJICHHS. TEKCT Ma€e CBOIO CTPYKTYpPY, OCHOBHHMHU €JIEMEHTaMH SKOrO MOXYTh OyTH: CHUMBOJ, CJOBO,
pedeHHs1, ab3ar, CTOpiHKa, maparpad, riaBa, po3ail, KHUTA 1 T.J.. TeKCT HaOMpAeTbCS 3TIAHO 3 TUMH
MpaBUJIaMHU, SIK1 BIJTIOBIAI0Th MOB1 HA0OPY TEKCTY.

Ha expaHi po3aiapHUKH BiI0Opax)arThCs MPOOLTFHUM MaTepiaioM, aje iX MOJKHA SIBHO BiJOOpa3uTH
B cremiasibHoMy pexkumi: a6o CTRL + SHIFT + 8 a6o xnomka Iloka3atu Bci 3Haku B rpymi A63ar Ha
Bkiaani OcHoBHe, a0 crioydenns kiasim Ctrl + ~.

Ynpaeninus nepenocamu B TEKCTI 3MIMCHIOETHCS OJTHUM 13 CITOCOOIB:

- aBTOMaTHYHA PO3CTAaHOBKA IIEPEHOCIB: BKiIagka Po3mitka cropinku - rpyma Ilapamerpu
CTOPIHKH - KHOIIKa POo3cTaHOBKA EPEHOCIB - B MEHIO BUOpaTH KOMaHAy ABTO.

- pydYHa pO3CTaHOBKA IMEPEHOCIB BUKOPUCTOBYETHCS B MEXaxX BUAUICHOTO (pparMeHTa(3a3Buvai
BiJIOYBA€THCS IMICIIsI ABTOMAaTUYHOI TpaBky). [Ipyn BUKOHaHHI KOMaHAu PydHa, sika 3HAXOIUTHCS HA BKIIQIIII
Posmimka cmopinku B rpymi Ilapamempu CTOpiHKH 3'SBUTHCS BikHO (puc. 3.1):

r Y
PoscTasneHHs NepeHoCiB: yKpaiHCbKa l 2 l-éx-J

BapiaHT: |Bi-K-HO ’

Pucynok 3.1 - Po3cTaHoBKa M'SIKUX IIEPEHOCIB BPYUHY

¥V uboMy BikHI B oJ1i BapiaHT 3anucaHo NoTo4HE CII0BO, pO30UTE Ha CKIIAIHU.
CrerianpbHUl Mapkep BHAUIAE MicClle Tepen0adyyBaHOTO PO3MIIIEHHS M'SIKOTO TepeHocy. Skiio

BaplaHT BJAIITOBYE KopucTyBauda, To Tpeba BuOpatu kHomky TAK. fIkmio € iHmmi Bapiant, To Tpeba
BCTAHOBHUTH MapKep B iHIIIE Micle 1 BuOpatu Takox kHonky TAK.

Peoazysanns mexcmy

PenaryBanHsl TekcTy 0a3yeThCsl Ha TPhOX KOPUCHUX HaBUYKax: HaBirauii (OnepaTUBHUN Meperiisj
JTOKyMEHTa 1 3a0e3MeyeHHs IBUAKOTO, €()EeKTUBHOTO JOCTYIy 10 MICHS penaryBaHHs), BHIUICHHS
(maroroBka pobOTH MeXaHI3MIB aBTOMAaTUYHOI MPABKH) ipeJaryBaHHs (BHECEHHS! HEOOX1HUX 3MiH Y 3MICT
JIOKYMEHTA).

Hasizayis Bktoyae KiJibka MEXaHI3MiB, Ty>Ke 3pYYHUX JUIsl pOOOTH 3 TOKYMEHTOM:

- CMYTH TPOKPYTKH - BEPTUKAIBHI 1 TOPU3OHTAIBHI: BOHU 3'SBISIOTHCA Y BiKHI, KOJIU BMICT
JTOKyMEHTa HEe MOJKE ITOBHICTIO PO3MICTHTHUCS B poOoUiii obacri (puc. 3.2).
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Pucynok 3.2 - ApxiTekTypa BEpTUKAIBbHOT CMYTH MPOKPYTKU

HanamrryBannst po60TH 31 cMyraMu poKpYTKH BUKOHYEThCS TaK: BCTaBJIeHHs Daiin

- KHoTKa [lapamempu - B NialorOBOMY BiKHI BUOpaTu Kareropito /[odamxoeo - Ha TpaBiid
naHen BiAKpueThes posnin IlapameTpu mpaBku - BCTAaHOBUTH a0 CKHHYTH mparopens llepemimieHHs
Kypcopa - OK.

- KOJIIIATKO «MHINI» BUKOHYE (DYHKIIIO MPOKPYTKH, TOOTO MPU MOBOPOTI KOJIIIAaTKa Ha OJIHE
KJIAl[aHHS JIOKYMEHT WPOKPY4YyeThCS Ha KuIbKa psAAKiB. 3MIHMTH 1€ MapaMeTp MOXKHa 4epes
HanamrtyBaHHd «Muuni»: kHomka I[IYCK - HamamryBanus - IlaHens ympaBimiHHA - 3Hadyok Muia -
BIJIKpUBAETHCS JliajoroBe BiKHO «BrmactuBocTi: mumia» - Bkiaaka Komimarko - Ha maHedl MPOKpyTKa 3a
JI0NIOMOT 010 NTepeMHUKaya 331aTH PeKUMPOOOTH KoJlilaTka (MOXHA BKa3aTu KUIbKICTb psJikiB) - OK.

Asmonpoxpymxa (EdexTuBHa pu poOOTi 3 BETHUYE3HUMHU TEKCTOBUMUJOKYMEHTAMU ). AJITOPUTM:

. KJIAI[HYTH KOJIIIATKOM B MeXaxX po004oi 00acTi BikHA MPOrpamMu - BKa31BHUKMHMILI 3MIHUTh
hopmy;

. TPOXHU 3PYIIUTH «MHIIY» Bropy a00 BHU3 - BKa31BHUK MHUILI I1O/IBOITHCS;

. NEePEeMICTUTH BKa3IBHMK Jajl - BIH 3HOBY 3MIHMTH ()OpMY, 1 MOYHETHCS Jisl aBBTOMaTUYHOL
MIPOKPYTKHU;

. KJIAIaHHS KJIaBiIIeto a00 KOJIIIATKOM BUMHUKAE PEKUM aBTOIPOKPYTKH.

I'padivne ynparmiHHS epexojaMu 3IHCHIOEThCS 3a J0TTOMOT0t0 [1aneni nepexodis (puc. 3.2):

KHOMKa 1 - mepexij 10 MonepeIHboro 3aaHoro 00'ekTa;

KHOTIKA 2 - IepeXiJ JOHACTYMHOI'0 33/1aHOT0 00'€KTa;

KHOITKa 3 - BUOOPY 3a7aHOT0 00'€KTa - BiAKpHBAE rpadigHEeMEHIO, IO J03BOJISE BKa3aTH, IIPO SIKUH
caMme 00'eKT Mepexoy HaeThes.

VYHiBepcanbHui 3acib nepexo/y nosArae y BuOopi 06'ekra 10 mepexoay A0 HbOTO.

3amyckaeThces LeH 3aci0 OHUM 3 IIepepaxoBaHUX HIDKYE CIOCO01B:

. HATUCHYTHU KHONKY F5;

. Bkiagka OcHoBHE - rpyna PemaryBaHHS - KHONKa 3HAWTH - B AiaJIOTOBOMY BiKHI BUOpaTH
BKJIQJIKy 3HAWTH - BUOpaTH BKIAAKY [lepeitT, 3'IBIIsI€ThCS Miaorose BikHO 3HaiTH 1 3aminuTh (puc. 3.3).
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Bubip
00'ekTa

r B
Mowyxk i 3aMiHIOBaHHS li‘&]
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OB'exT nepexoay: Beeaitb HOMEWKM:

DIHK.S

JlomaTkoBi mapaMeTpu

0
Posain
Panok
3aKknagka
MpuMiTKa
BuHocka

ml»

Ansa nepexoay snepea abo Hasaa BIAHOCHO NOTOYHOMO PO3TALWYBaHHA
CKOPUCTaNTECA 3HaKaMu +i -, Mpuknaa: +4 sianosinae nepexoay snepea Ha
YOTUPU ENEMEHTH.

[ Hasaa J [ Lani | [ 3aKpuTH

Pucynok 3.3 - YHiBepcanpHUii 3aci0 epexomy

KnaBiaTypHuii MexaHi3M Hapiramii - 1e Habip KOMOiIHAIii KJIaBilI Ui MIBUIKOTO i €(EKTHBHOTO
BUKOHAHHS orepanii - Tabmwms 3.1.

Tabmuis 3.1 - KnaBiaTypHi KoMaH U HaBirarii

IHepemimennst HIBuakuii toctyn
Ha oxun 3HaK BI1iBO CTPUIKA BJIIBO
Ha ogun cumMBoI1 BipaBo CTPUIKA BITPABO
Ha oxne cinoBo BniBO CTRL + CTPUIKA BJIIBO
Ha onne cnoso BopaBo CTRL + CTPUIKA BITPABO
Ha onun aG3ar Bropy CTRL + CTPIJIKA BI'OPY
Ha oxun a03ar BHI3 CTRL + CTPIUIKA BHI3
Ha oany kmiTHHKY BIiBO (B TaOIHIII) SHIFT + TAB
Ha ogny xniTuHKY BripaBo (B Ta0imI) TAB
o monepenHboi pAAKy CTPUIKA BI'OPY
Jlo HacTymHOrO psiaKa CTPUIKA BHU3
B kinenp psjaka END
Ha nouarox psaka HOME
Ha nouarox expany ALT + CTRL + PAGE UP
B kinenp ekpana ALT + CTRL + PAGE DOWN
Ha onun expan Bropy PAGE UP
Ha onun ekpan BHU3 PAGE DOWN
Ha nouatok HacTymHO{ CTOPIHKH CTRL + PAGE DOWN
Ha nmouaTtox nmomepeaaboi CTOPiHKH CTRL + PAGE UP
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B xi"enp 1okymeHTa CTRL+ END

Ha mouaTok nokymMeHTa CTRL + HOME

Jlo monepeTHbOro BUIIPABICHHS SHIFT + F5

VY nonoxkeHHs, B KoMy 3HaxoauBcs kKypcop| SHIFT + F5
il Yac OCTaHHBOIO 3aKPUTTS JIOKYMEHTa
(TTicIIst BITKPUTTSIIOKYMEHTA)

Po6Gora 3 qokyMeHTOM 1 oro parMeHTaMH MOYHMHAETHCS 3 BHAUICHHS TeKCTy. CrIocOOM BUIITICHHS
TEKCTY MOXKHA KJIaCU(IKyBaTH HACTYITHUM YAHOM:

Buginenns tekcry 3a gonomororo kiasiatypu (Tabmui 3.2).

Tabmuis 3.2 - CnocoOu BuiIeHHS (PparMeHTiB TEKCTY 3a JOMOMOT0I0 KJaBiaTypu

Hist HIBuakuii roctyn

BruttoueHHS pexxuMy BUALICHHS F8

BunineHns HaHOIMKIOTO 3HAKY F8, a motim HarucHits CTPIJIKA BJIIBO a60CTPIJIIKA
BIIPABO

PosmupenHs BugICHHS F8 (HaTucHITh OJTMH pa3, 00 BUAUTUTH CIIOBO, ABa Pa3H,
11100 BUIIJTUTH PEUCHHS, 1 T.]I.)

3MeHIIEHHS BUIIEHHS SHIFT + F8

BinxitoueHHs pexxumMy BUALIEHHS ESC

Po3mmpenns BUIiICHHS HA OJTMH CUMBOJT SHIFT + CTPUJIKA BITPABO

BIIPABO BiJl Kypcopy

Posmmpenns BuaineHss Ha ogun cumBoiBiiBo, SHIFT + CTPIJIKA BJIIBO
B1Jl Kypcopy

Posmmpennss BuainenHs go kinng cnosal + SHIFT + CTPUIKA BITPABO
CTRL

Po3mmpennss BuaiieHHs no moyarky ciosa| L+ SHIFT + CTPUIKA BJIIBO
CTR

PozmupenHs BUAUIEHHS 10 KIHIA psAaKa SHIFT + END

Po3mmpeHHs BUAITIEHHS 10 TOYATKY psiiKa SHIFT + HOME

Posmmpenns BunienHs Ha oauH psaok Buu3| IFT + CTPIJIKA BHU3
SH

Pozmmpenns BuninenHs Ha oquH psagok sropy| IFT + CTPIJIKA BI'OPY
SH

Posmmpennss Bupinenns a0 kiHog a6zamy| + SHIFT + CTPIUJIKA BHU3
CTRL

Po3zmmpenHs BUAIICHHS 10 TOYaTKy ad3aIly CTRL + SHIFT + CTPUIKA BI'OPY

Posmmpenns BuminenHst Ha onHy ekpanny | SHIFT + PAGE DOWN
CTOPIHKY BHU3

Posmmpenns BuminenHs Ha onny ekpanny | SHIFT + PAGE UP
CTOPIHKY BrOpYy
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Po3mmpenHss ~ BHOUIEHHS 10  TIOYATKY|
NTOKYMEHTa

CTRL + SHIFT + HOME

Posmmpenns BuaieHHS 10 KIHIS TOKYMEHTa

CTRL + SHIFT + END

PosmmpenHs BUIIICHHS 10 KIHIIS BiKHA

ALT + CTRL + SHIFT + PAGE DOWN

PosmpenHs BUAUICHHS 10 TOYaTKy BiKHA

ALT + CTRL + SHIFT + PAGEUP

BunineHHs BCbOro JOKyMEHTa

-CTRL+ A,
- CTRL + 5 (na maniit undposiit k1aBiatypi).

BuninenHss BepTUKAIBHOTO OJOKY TEKCTY]

CTR MepeMillieHHs] Kypcopy; AJIsl BUXOY 3 PEKUMY BUIIICHHS
HaTUCHITH KiaBimy ESC

L + SHIFT + F8, a moTiM BUKOPUCTOBYWTE KJaBilIj

PosmupeHHs BUIUICHHS 10 TIEBHOTO MicCls B

TOKYMEHTI. Kypcopy; Ul BHUXOAY 3 PEXHUMY BHIIICHHS HATHCHITH
knasinry ESC

F8, a moriM BHKOpHUCTOBYHTE KIaBilli mHepeMilleHH

Buoinenns mexcmy «muuwiero»: KiIallaHHIM
BKa3iBHHKA. Y Tabmuii 3.3 mpeIcTaBiIcHi Criocoou B

7iBoi KHOMKK Muli (10 3-X pasziB) 1 HNPOTATYBaHHSIM
UUICHHS TEKCTY 32JI0TIOMOTOI0 «MHUIIII».

Tabmuns 3.3. - Cniocobu BUAUIEHHS (PparMEeHTIB TEKCTY 3a IOTIOMOTOI0 MHIIT

00J1acTh BUALJICHHSA

npuiiom

CnoBo [TonBiiiHe KiIamaHHs B MEKax CIIOBa
Peuenns Knamanns B Mexxax peueHHs, yrpumyroun kiasinry CTRL
Psanox Knaanus HaBpoTH psiika
['pymna psinkis KnamanHs HaBnpoTH MepIIOro psAKY 1 MPOTATYBaHHS MapKepa Bropy ado
BHU3
Ab3arg [TotpiiiHe KJ1altaHHA B MeXax ad3ally
[ToxgsiiiHe KIanaHHs HABIIPOTH a03aIly
I'pyna ab3auis Knananus B nepmomy ab3aiii 1 npoTAryBaHHsl BKa3iBHHKA yepe3 Bcl ad3aiu
110 BUALISAIOTHCS
JloBiIbHUIM psin Knanuyty Ha moyaTKy 30HM BUJIIJICHHS, HATUCHYTH KJIaBilly
CUMBOJIIB SHIFT i xnamayTH B KiHII 30HUA BUIAUICHHS
[TpoTsarHyTH BKa31BHUK BiJl MOYATKY 10 KiHIISI 30HU BUIITICHHS
Becw nokymeHnT [ToTpiiiHe KialaHHs Ha JIBOMY IO JOKYMEHTa
[TpstMoKyTHWMIA KnamanHs B J7iBOMy BEpXHbOMY KYTKY (parMeHTa 1 MpOTATYBaHHS

dbparmeHT BKa31BHMKA B IPaBUI HIKHIN KyT, yTpuMyrounkiasimy ALT.
[Tpumitka: npuitom HE mpaiitoe B Tabaumsx.

I'pynose suoinenns gppaecmenmis mexcmy
ToOTO BUALIEHHSA KUIBKOX CYMIKHHUX MIX

coboro oOmacteil. 3a3BMuUail BUKOHYETHCS, YTPUMYIOUH

knaBimy CTRL. Ane pekoMeHlyeTbes 1 APYTUid CrOCiO - MIJITXOM HOCTIA0BHOTO NPOTATYBaHHS (hparMeHTiB

«MHUIICIO», a caMe: OyIb-IKUM CIOCOOOM BHAUIUTH mepiini gparmeHt; HaTucHYTH KiaBimy CTRL i, He

BIJIMYCKAIOUHX i, BUAUTUTU NPOTATyBaHHAM Muil apyruil ¢pparment. Knasimy CTRL MoxHa BIAIYCTUTH;

SKII0 HEOOXIMTHO BHIUIUTH TpeTId 1 HacTymHi QparMeHTH, Tpeda MPOAOBXKYBATH  BHUAUICHHS

MPOTSTYBAaHHSIM, KOKEH pa3 yrpumyroun kiasimy CTRL B HaTHCHYTOMY TTOJIOKEHHI.

s ckuoanms eudinents He0OX1THO KIIAIHYTH JIIBOIO KHOIIKOIO MUIIT B OyIb-IKOMY MICIII €KpaHy.

Bul’lpCIGJleHH}Z mexkcny BKIIIOYae€: BUOAJICHH

s TEKCTY; 3aMIHY TEKCTY; KOIIOBAHHS 1 TEpeMIIeHHS
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(dbparmeHTiB TekcTy. [lounmHaroum mpaBUTH TEKCT Tpeba 3HATH, SK CKacyBaTH Te, 10 OylI0 BHUIIPABICHO,
TOOTO sIK MOBEpHYTHUCS Hazal. CucremMa Mae KiJIbKa CIIOCcO0iB CKacyBaHHS Mii: MepIui crocid - cucTeMHa
komOinamis knaBim CTRL + Z; apyruit cnoci6 Ha [lanem mBuakoro gocrymy (ITIIJ]) kHonka CkacyBaTwu.
SIKuio A0 cKacoBaHO MOMMIIKOBO, i1 MO)KHA MOBTOPUTH 3a JomomMororo kiasimi F4 aGo 3a momomororo
CTRL + Y. HaIIlI/] Tak camo € xHomka [loBepHyTH.

IcHye nBa peXuMU pefaryBaHHS TEKCTY: PeKUM peAaryBaHHsS (aKTUBHUM 32 YMOBUAHHSM) 1 PEKUM
3aMiHM (BCTaHOBIIIOE€ KOPUCTYBau). Y pEeXuMi peJaryBaHHs MpU BBEICHHI YEpProBOro CHUMBOILY Kypcop
3MIILYETbCA BIPaBO. Y PEXKUMI 3aMiHM KypcOp TaKOXK 3MIIIYEThCS Ha OJHE 3HAKO-MICIle BIPaBO MpHU
BBEJICHHI CHMBOITY, aJIe BiH IIPU LIbOMY HE 3pYIIY€e PO3TALIOBAHHUM MPaBOPyY TEKCT (MPU BBEIEHHI KOKHOTO
HOBOT'O 3HAKy 3aTHUPAETHCS CUMBOJI, KU 3HAXOJUBCS B 1IbOMY 3HaKo-Micui panime). 1100 nepexitrountu
PEKUM MOXKHA >KOPCTKO BCTaHOBUTH iHoro (xiajoroe BikHO [lapamerpu: Bkiiagka @aiinm - KoMaHzaa
[Tapametrpu - kareropis JlomatkoBo - mpaBa maHenb [lapamerpu mnpaBku - BCTAHOBUTHU IHparnoperb
BukopucroByBati pexxum 3aMinn), abo BukopucToByBaTH Kiasimrylnsert (INS) sik mepemukau.

MoskHa BHKOPUCTOBYBAaTH PYYHI NMPUHAOMH TMPaBKH TEKCTYy - 3a JOnmoMmororw kimapim Backspace
(BUaaneHHs CUMBOIY, 10 3HAXOAUTHCS 3J11Ba BiJl Kypcopa 1 3pyIlye MO3UIIiI0 BBEACHHS Ha OJIHE 3HAKOMIicCIIe
BNiBO) 1 Delete (BumaneHHs cuMBOJy, 110 3HAXOJIUTHCS MPABOPYY BiJl Kypcopa, HE 3MIHIOIOYH IO3HIIII0
BBCJICHHS).

Koniwesanns i nepemiuyennss TEKCTy 3aCHOBaHI Ha BUKoOpHcTaHHI Oydepa oominy Windows. bydep
00OMiHY - 1€ 00JIacTh ONepaTUBHOI MaM'sITi, MPU3HAYEeHA AJis 30epiraHHsI JaHHX.

Cnocobu konito8aHHsa mexkcmy

[lepen komiroBaHHSM TEKCT a00 (hparMeHT TEKCTY HEOOX1HO BUALIUTH 1 BUKOHATHHACTYIIHI Jii:

1. Bxuragka OcuoBHe - rpymna bydep 0OMiHy - KHOTIKa KOIiOBaTH - BHOPATH MiCIie BTEKCTi, KyIn
KOTIO€ThCS ()parMeHT 1 HATUCHYTU KHOTIKY BCTABUTH;

2. KoHTekcTHe MEHIO - KomiroBaTy; KOHTEKCTHE MEHIO - BCTABUTH.

3. Ctrl + C; Ctrl + V;

4. TlepeTarHyTH BUIUICHHUH ()parMeHT TEKCTY, HAaTUCHYBIIH Kiasinry Ctrl;

5. CriemianbHUM NEpeTATyBaHHAM (TIpaBa KHOTIKA MUIII ).

Cnocobu nepemiwyeHns mexkcmy
Bxnanka OcHoBHe - rpyna bydep oOMiHy - KHOTIKa BUp13aTH - KHOIIKA BCTaBUTH;

KonTekcTHe MeH!o - Bupi3zaTi; KOHTEKCTHE MEHIO - BCTABUTH.
Ctrl + X; Ctrl + V;

[lepersarnyTu BualIeHUN pparMeHT TEKCTY;

ok~ e

CreniaIbHUM MEepeTATryBaHHAM (IIpaBa KHOIKA MUIII1).

Towyx i 3amina mexcmosux ghpazmenmie OOKymeHma

Cnocib 1

1. BcranoBuTH Kypcop B T€ Miclie TEKCTY, 3BIAKH Tpeba MOYMHATH MOIIYK (TOBCHOMY JOKYMEHTY -
Kypcop Ha OYaTKy TEKCTY);

2. Bxnanka OcHoBHe - rpyma PemaryBaHHs - KHONKa 3HAWTH - Ha €KpaHi 3iBa 3'SBUTHCS BIKHO
Hagiramis, B sskomy B mojie «[lomyk B JOKyMEHTI» HaOUpaeMo TEKCT, ab0 YHCIO, a00 CHMBOJ, SIKUN
HEOOXI1IHO 3HANTH;

3. Hwkuye B 11bOMY K BiKHI 371iBa B1100pa3UThCs CIMCOK YCiX 3HalieHuX(pparMeHTiB, a B TEKCTI BOHU
OyIyTh BUAUICHI KOJIbOPOM.

Cnoci6 2

1. BcraHoBHUTH Kypcop B T€ Miciie TEKCTY, 3BiIKM Tpeda MOYUHATH MOIIYK (TIOBCHOMY TOKYMEHTY -
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KypCOp Ha IIOYaTKy TEKCTY);

2. Brianka OcuosHe IC - rpymna PenaryBanus - KHOIIKA 3HAWTH - HATHCHYTH Ha CTPLUIKY i BUOpATH
KoMaHy Po3mupeHuii momryk - Ha eKpaHi 3'IBUThCSI BIKHO 3HAWTH 1 3aMIHUTH, B IKOMY HEOOX1THO B TI0JIE
3HaiiTi HabpaTH MOTPiIOHUI TeKCT, a00 YMCII0, A00CUMBOJI, SIKHT HEOOX1THO 3HANTH;

3. Jlis movaTKy momyky tpeba HaTUCHYTH KHOIKY 3Haitu nani abo kiasinry ENTER. 3naiimoBmm
CJIOBO, TIEPEXOAUMO aBTOMATHYHO B MICII€ HOTO PO3TaIlyBaHHS, aTOW CUMBOJ ab0 (paza OyayTh BHILICHI.
SIxmio Tpea MpOIOBKUTH MOIIYK 1 3HAWTH HACTYITHE 3TaJaHe CJIOBO B JIOKYMEHTI, TO B BiKHI 3HAMTH 1
3aMIHUTH CJiJl HATUCHYTH KHOIIKY 3HalTH Jaii. B iHIIOMy BUMagKy HaTUCHYTH Ha KHONKY CKacyBaTH.

Towyx i asmomamuyna 3amina OTHUX CIIIB HA 1HII 3M1MCHIOETHCS IPH BUKOHAHHIHACTYITHUX JTIH:

1. BcraHoBuTH Kypcop B T€ MicIie TEKCTY, 3BiIKH TpeOa MOYWHATH TOIIYK;

2. Bxuagka OcHoBHE - Tpyna PeraryBaHHs - KHONKa 3aMiHUTH - Ha €KpaHi 3 SIBUTHCS JialoroBe
BIKHO 3HAWTH 1 3aMIHUTH;

3. Jani B moste 3HaiiTH cItiji HAbpaTh YUCI0 abo TEKCT, sIKMid Tpeba 3HaiTH. B mone3aMinuTu BBECTH
qKCII0, a00 CII0BO, a00 (pasy, Ha Ky MIOBUHEH OYTH 3aMiHEHUH 3HAWJICHUHN TEKCT;

4., SIkuo HeoOXiJHO 10 BChOMY TEKCTY 3pOOMTH 3aMiHy, TO BiJpa3y MOYKHa HATHCHYTH Ha KHOIKY
3aminuTu Bce. SIKio neck Tpeba 3podHUTH 3aMiHy, a AeCh Hi, TO HEOOX1THO HATUCHYTHU HA KHOMNKY 3HaAlTH
naii 1 quBuTHCs, 1m0 Word 3Haiige. Skmo tpeda 3aMiHUTH 3HAWCHE CIIOBO B 3a3HAYCHOMY MICIIi, TO Tpeba
HATHCHYTH Ha KHOTIKY 3aMiHHUTH,SKIIO Hi, TO HATUCHYTH Ha KHONIKY 3HANTH JaJIi.

5. 3aBepmuTy (repepBaTH) IOIIYK 3 3aMiHOK MOKHA, HATUCHYBIIM Ha KHONMKYCKacyBaHHS B BiKHI
3HaiTH 1 3aMIHUTH.

VY BikHI 3HalTH 1 3aMIHUTH KHOIKa binbllle Hajgae KOpUCTYBAaueBl MOXJIMBICTh HaJlAIITyBaHHS
OUIBII YTOYHEHUX KPUTEPIiB MOMIYKY (BETUKI JTITEPH, CIIOBO TIJILKHU IIIKOMI T.JI.)

Jls BUOOpY MOBH JIJIs1 aBTOMATHYHOI EPEBIPKH MTPABOINCY HEOOX1ITHO BUKOHATUHACTYITHE:

- Bknanka PeniensyBanns - rpyna MoBa - kHonka MoBa - komaHia MoBa nepeBipKu MpaBoIUCy - B
JianoroBomy BikHI MoBa BUOpaTu NOTPiOHY MOBY.

Jlnis HanamTyBaHHS aBTOMaTU4YHOI 3aMiHU TekcTy B Word 2010 HeoOxiaHo nepeiitu B meHto daiin 1
HaTUCHYTH KHOTNKY «[lapameTpuy, moTiM nepeiitu Ha BkiIaaky [IpaBomuc i HaTucHyTH KHOTIKY «[lapamerpu
ABTOBHCIIPABICHHS ...».

BinkpueTbes BIKHO 3 mapaMeTpamu aBTo3aminu (puc. 3.4).
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|| Saeema Hal & Smecsipent Tesct PP ——

V| ADTOraTH0 DIrDaasRTH CPGOTPSRY NaMANK!

Pucynok 3.4 - ABTo3amina

st po6oTr aBTO3aMiHU HEOOX1HO, 11100 CTOSIB Mpanopelb «3aMiHIOBATH i/l YaCBBEACHHS.
B none «3amiautn» BBecTH abpeBiarypy abo Oynp-ske iHme cioBo. B mome «Ha» BBecTH Tekcr,
akuM Oynme 3amineHa aOpeiarypa: Ilotim HatucHytH KHOmMKy «OK»

y BikHi «[lapamerpu

aBTOBUIIPABIICHHS 1 yBikHI «[lapameTpu».

MS Word 2010 namae 6e3mid pisHHX (QYHKIIA 111 popMaTyBaHHS (BUIO03MiHM) JokymMeHTa. [1[00
HA/IaTH TEKCTY MOTPiOHWI BUTIISNA, MOKHA BUKOPHUCTOBYBATH Pi3HI IHCTPYMEHTH TIEPETBOPEHHS TEKCTY:
MOETHAHHS KJIABIII, KOMaH/IM MTaHelli iIHCTPYMEHTIB, TAKOXK MO>KHA BUKOPHCTOBYBATH JUTS Ii€T METH CTHIIL.

- nans GopMaTyBaHHS CTOPIHOK HEOOXIAHO CKOpUCTAaTHCS KHomKamu rpynu Ilapamerpu cTOpiHKH
BKJIaaku Po3miTka cropinku (puc. 3.5).

- nans (GopMaTyBaHHS CHMBOJIIB (TEKCTY) BHUKOPHUCTOBYIOTHCS KoMmaHau Tpynu IlpudT Brimagku
OcuosHe (puc. 3.6).

dopmaryBaHHSI BUMarae BHIUICHHS 00'€kTa (hopMaTyBaHHS.

- mpu ¢popMaTyBaHHI a03alliB CJIi7 KOPUCTYBATUCS KOMaHaaMu rpynu Ao63anBkiaaku OcHOBHE (pucC.
3.7).

Vapasaisuss
POSMIDaME THCTID

Vaopanains
HIOEEME CTOPIMOK

Jmetin pase

W Prrameees sepeeecs -

\

Vupanninmus =
OPEHTALICIO CTOPIMOK Knonxa mixanxy JIB

«llapaveTpa cropiskme

Pucynoxk 3.5 - 3aco6u rpynu IlapameTpu cTopiHKH
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Kiromxu asckpernoro
pumqsy —l YOPABZineS pOIMIpOM

Bubep rapumypa CIMBOIEN
mpndry _\ Ouscriern opsar
Times New R¢ = 14 v | %
perictp
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so0paxesnzEm = T ympasuimi KoInopos
Wpudr .
A0aTRONi YUPAITIENS TN B0
w0bpaxcis
HAPAMETPIS AIEMIET
XROMKN SHEINKY
A0 alllpipre

Pucynok 3.6 - 3acobu rpynu mpugt

KoniroBanus ¢popmary MOXkHa 3A1HCHUTH ABOMA crioco0amu:
1 cnocib:

— Buaginutu gparmMeHT TekcTy (3pazok).
— OcHogHe - bydep o0Miny - DopMmar 3a 3pa3kom.

— Bupainutu pparmMeHT TekcTy, 10 SKOro He0OX1HO 3aCTOCYBaTH CKoMiHoBaHUNH(OpMaT.
2 cnocib:

- Buninutu ¢parMeHT TEKCTY (3pa3ok).
- Harucuyru knaiumu Ctrl + Shift + C.

- Buninmuti gparMeHT TeKCTy 70 SIKOTO HEOOXiTHO 3aCTOCYBaTH CKONiiioBaHUH ¢opmar i
Hatucuytu Ctrl + Shift + V.

Knonss yveesnusenns m
yoummems afanin

yMepoalsticit

GaraTopimensis
cimicox

CIecox

MIDRKO DA \
CHIRCOK onm v Jom w my .
3 s

== = =, | A E
= = si' = A B .

/// 2634y / . . —

F—— Buospane

M BCe T

Kairomis mispimponams — Coprynauma
TEECTY B ADKYMENTT :
Miapasoustic Knonxa suxanky
—— urrepsa /1B aAGszm

Pucynok 3.7 - 3acobu rpynu A63arg
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Jlnst po30UTTS TOKYMEHTA Ha PO31IH HeOOX1THO BUKOHATH HACTYITHI i

1. Bkiaaka Po3mitka cTopidk - rpymna [Tapamerpu cTOpiHKY - KOoMaHaa Po3puBn.

2. Bubparu 3i ciucky HOTpiOHMI TUII PO3PUBY PO3JIiIY.

Po3puBu po3aisiiB 103BOJSIOTH 3MIHUTH PO3MITKY a00 (popMaT /i YacTHHU JTOKyMeHTa. J[ist 3MiHu
JOCTYIHI HACTYIHI MMapaMeTpH: TOJIs; PO3MIp 1 Opi€HTAIlisl Mamnepy; JHKepeno marepy A NpuHTepa; Mexi
CTOPIHKH; BUPIBHIOBaHHS TEKCTY Ha CTOPIHIII IO BEPTHKAIII; KOJOHTUTYIH; KOJIOHKH; HyMepallisi CTOPiHOK;
HyMeparlis psSAKiB; HyMepallis BHHOCOK.

st oOpamMiieHHs 1 3aJIMBaHHS CUMBOJIIB, a03alliB 1 CTOPIHOK HEOOX1THO CKOPHCTATHCS TTapaMeTpamMu

J1a7JoroBOro BikHa MeXi CTOPIHOK, po3TamoBaHoi B rpymi Tiocropinku Bkiaaku Po3miTka cTOpiHKH (pHC.
3.8).

-
Mexi # 3anmeka @I&J

-
=
3
[#]
o

1=
=2
o

MonepeaHin nepernan

Ulof noaati Mexi, KnauHiTe
3pasok abo ckopucTaiiTeca
KHOMKaMH

v | [———]

paMKa | | Tommmmmmememmmmmeeeees

[mt] s

TiHb

||

1
|

of'eMHa | Konip:
ABTOMaTUHHO B

e | Lo B &
0,501 —48 —
B 3acTocysaTh go:
absauy E]
MapaMeTpu...

TopusoHTanbHa AiHis. .. | [ OK ] [ CkacysaTtv J

4l g

A

Pucynok 3.8 - [liamorose BikHO «Mexi i 3aJTUBKa»
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TEMA 4
CTBOPEHHA TABJINLI, JIIATPAMU TA MATEMATHYHUX BUPA3UB

4.1 Ilo6ynoBa Tadauub

TexcroBuit mporecop Word 2010 mae mmpoki MOXKIMBOCTI IS IIBUIKOTO CTBOPECHHS
JBOBUMIPHHUX TaOJIHIlb Oyab-SKOi CKJIAJHOCTI 1 KOHpiryparii. ¥ Horo apceHasli €eMOXJIMBOCTI oOpaMiICHHS
TaOJIMYHKUX JaHUX, PO3PAXYHKIB IAHUX Ta MOOYI0BH TpadikiB.

Tabmumi mnpu3HAYeHI IS HAOYHOTO TWPEACTABJICHHS 1H(OpMAIlii, UIOCTpalii TEOpeTHYHOTO
Marepiany, a TaKOX JiJIsl OpraHi3aiii crnenu@iqHoro po3MileHHs] TeKCTOBUXOIOKIB Ha CTOPIHII JTOKYMEHTA.
Bynb-sika TaOnuiss Mae OJHAKOBY CTPYKTYpPY: 3aroJIOBOK, ITiJ[3arOJIOBKH, «IIANKa» IOKYMEHTa (TPOEKT
(dhopMH BHXITHOTO JOKYMEHTA), BUXIAHI JaHi Ta iHpopMallis 3a OaxaHHSIM KOpPHCTyBada (IPOMIKHI JIaHi,
M1JICYMKOBI J]aHi, MiJKpEecIeHHs 1 T.1.).

OCHOBHUMH elleMeHTaMH TaOJHIll € TaKi eEMEHTH: PSIOK, CTOBIENb (rpada, KOJIOHKA), KIITHHKA
(TIepeTHH CTOBIIIA 1 psAJiKa), paMKH (MEX1) 1 1aHi, 10 3HAXOATHCS B KJIITHHKAX.

Tabnuisg cTBOPIOETHCS 3acobamu KoManau (MeHr0) Tabmuis psaku koMau (puc. 4.1).

R p—

[ BcrasaeHHS| PO3MiTKa CTOPIHKNW Mocua
3 v | | —— BEE ) T
j al| g 1V 4=

Taénuua| PucyHok Fpadika Qirypw SmartArt 2

Ta6nuua 3x4 EEHHS

H
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O

OoO000d
I | | |
OO0O00O0

Bcrasuti Tabanuio...

Hakpecantu Taéanuo

EnexTpoHHa Tabanua Excel

v

Excnpec-tabanui

T T
Pucynoxk 4.1 - CtBopeHHSs TabIUIIb 32 IOTIOMOTOO IIa0JIOHIB

IcHye Tpu criocobu cTBOpeHHs Tabiulll, a came:

® BCTAaBHUTHU TAOJHIIIO;

® HaMaJIIOBaTH TaOJIMIIIO;

® TIEepPETBOPUTHU TEKCT B TAOIHUIIIO.

Jnis BcraBku Tabmuni B nogatky Microsoft Word icaye Tpu criocoou:

e BuOip 3 KoJIeK1ii 11a0I0HIB MONEPeIHbO BiipopMaToBaHUX TaOIHUIb;
® 32 JIONOMOTOI0 MeHIO «TabmuIss» BKaXKITh YUCIIO PSAIKIB 1 CTOBIIIIIB;
® BUKOPHUCTAHHS J11aJIOTOBOTO BikHA «BcTaBneHHs TaObmuUIl».

Tabmuiro MOKHa BCTAaBUTH B JIOKYMEHT a00 BKJIACTH B 1HIINY TaOJMITIO, IO JO3BOJISIE CTBOPIOBATH
OUIBII CKJIaaH] TaOIHII.

[I{o0 BcTaBUTH B JTOKYMEHT TaOJMIIO 3 KOJIEKIii MONepeaHbo BiihopMaTOBAaHUX TAOJIHUIb, MOXKHA
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ckopucTaTucs maodsonamu Tabauie. [labmoru Tabmuie MiCTATH TPUOIW3HI JaHi, K1 JIOMOMararTh
OI[IHUTH BUTJISA TAaOJIUIII TTICIS TOTO, SIK B HET OyAyTha0aaH1 AaHl. B oMy BUMTaIKy:

e KuanHiTe Micue, Kyau HoTpiOHO BCTABUTH HOBY TAaOJHUIIIO;

e Hasgxnanui «BcraBnenns» B rpyni «Tabmuiii» HaTUCHITH KHONIKY «Tabmuisy,

BUAUTITh NYHKT «EKcnpec-Tabnuiii» i BuOepiTh noTpiOHuil mabioH;

e 3aMiHITh JaHi 1a0JOHY CBOIMH JTAHUMH.

Buxopucmannam ecmasku « Tabauys» MOKHa CTBOPUTH TAK0X TaOIUIIO, [UISTYOT0 HEOOX1THO:

KrnamHiTe B TOKyMEHTI Miclie, Ky/Id TOTPiOHO BCTaBUTH HOBY Ta0Onwio. Ha Bkitanii «Bcmasnents» B
rpyni «Tabauyi» HATUCHITH KHOMKY «Tabmuis», a moTiM B obnacti «BcTaBuTH TaOiMIO» BHOEPITH
MOTPiOHE YMCIIO PAAKIB 1 CTOBIIIIIB 32 JOTIOMOT'OF) MHIIII.

3a J0MOMOror KOMaHIu «Bcmasumu mabnuytoy MOXHA Iepel BCTaBKOIO TaOMUIl B JIOKYMEHT
BKasartH ii po3mipu i popmar:

1. Kiamnnite B JOKyMEHTI MicIie, Kyd MOTPIOHO BCTABUTH HOBY TAOJIHITIO;

2. Ha Bxnaai Beranenns B rpymi TaGuuili HATUCHITH KHONIKY TaOuIs, a MOTIMBHOEPITh TyHKT
Bcerasutu TabIULIIO;

3. B obGmnacti «Po3mip Tabauii» BBEAITh KIIBKICTh CTOBIILIB 1 pAIKIB;

4, B obnacti ABTog00ip INMPUHHU CTOBIILIB BUOEPITH MMApAMETPH ITiICTPOIOBAHHIPO3MIpY TaOJIHIII.

Cknaony mabauyio - HaNPUKIAA TAaOMUIIO 3 KIITUHKAMU Pi3HOI BHCOTH a00 3 MIHJIMBHM YHUCIOM
CTOBIIIIIB B PSIKY - MOKHA HAMAJTFOBATH:

1. Knanuite B JOKyMEHTI MicIe, i€ ITOTPiOHO CTBOPHUTH TaOJIHIIIO;

2. Ha Bxiaaui «Bcrasienns» B rpymi «Ta0muiti» Bubepite koMaHay «TaGuuiis», anmotiM BUOEpITh
nyHKT «HamamroBatu TabnauIo» - BKa3iBHUK MUII Ha0y/e BUTTISAY OJiBIIS,

3. 1Ilo6 Bu3HAYMTH 30BHIIIHI MeXi TaOJMIl, HAMAIIIONWTE MPIMOKYTHHK. ITOTiM BCepenuHi IBOTo
NPSIMOKYTHUKA HAMAJIIOMTE JIiHI{ CTOBIILIB 1 PSAAKIB;

4. 1106 creprtu niHir0 ab0 GJIOK MiHiH, Ha BKIaaAi KOHCTPYKTOp KOHTEKCTHHX iHCTpYMeHTiB PoboTta
3 TabnuusMu B Tpyni HamantoBatu Mexi HaTUCHITh KHONIKY JIacTuk;

5. Knannirts miniro, siKy Oye cTepro;

6. HamamoBaBuv TabiIuIio, KIAMHITE OJHY 3 11 KIITHHOK, 100 MOYaTH BBEIEHHS TEKCTY abo
BCTaBUTHU 300paKEHHS.

Jly»e uacTo BUHUKa€ HEOOX1IHICTh IEPETBOPUTHU TEKCT B TAOJIUIIIO, /IS LILOTOHEOOX1/IHO:

1. BcraBTe 3HaKM PO3AUIBHUKIB - Taki SK KoMa a0o 3HAaK TaOyiswii - B MICISX, /i€ TEKCT NOBUHEH
OyTH PO3OHWTHI MO CTOBMIIX. BUKOPUCTOBYIOUM 3HAK a03aily, BKaXiTh, /1€ TOBHHHI MOYMHATHCS HOBI
PSAIKHU, HAPUKIIAJ, B CIHMCKY 3 JIBOMA CIIOBaMU B PSAAKY BCTaBTE€ KOMH a00 3HAKM TaOYIISIIT Mics MepIInx
CJIB, 100 CTBOPUTHU TAOJHIIIO 3 TBOMA CTOBIISIMU;

2. Bupinite TEKCT, IKUI OTPiOHO TIEPETBOPUTH;

3. Ha Brmanmi «BcraBieHHs» B rpymi «Tabmuiri» BuoepiTh komanay «Tabnuisy», anotiMm BUOEPITH
yHKT «[lepeTBOPUTH B TAOJIHIIIO;

4.V manoroBoMmy BikHI «[leperBoputu B Tabmuiro» B o01acTi «PO3MIIBHUK» BKaXITh 3HAK
PO3ITFHUK, BUKOPUCTAHUN B TEKCTI. 3a/1aiiTe 1HII HEOOX1AH1 MapaMeTpH.

Beeoenns danux 6 mabauyto i ix hopmamyeanus.

JlaHi BBOAATHCS B KJIITHHU TaONUIll, TOYMHAOYM 3 MO3UIlT Kypcopa. [Ipu 3amoBHEHHI KIITHHOK X
pO3MipH 1O BepTUKAJi 30UTbITYI0ThCA. [lepeMilieHHsT MK KIIITHHKaMU TaOIUITI3IiCHIOETHCS 32 IOTIOMOT OO
CIOJIy4eHb KiaBim (Tadi. 41o0l).
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®dopmaryBaHHs TaOJWYHUX JAHUX 3IMCHIOETHCS AHAJIOTIYHO (PopMaTyBaHHS 3BHYAWHOTO TEKCTY:
CIOYaTKy BOHU BUAULIIOTHCA, a MOTIM GopMaTyroThest mo komangamMOcHoBHeE - A63ar, OcHoBHe -1lpudr 1
T.JI.

Komanma Ctumi Tabmuis npu3HavdeHa s IBUAKOTO (hopMaTyBaHHS TAOIHIIL.

Tabmus 4.1 - KomOiHamii kiaBint Juist IepeMileHHs MiX KIIITHHAMY Ta0JIUI

Ne n/m KOMOiHaIifA KaaBil BHKOHYBaHA onepanis

1 <Tab>, <Shift + Tab> [Tepexin 10 HACTYITHOT i TONIEPEAHBOT KIIITHHKH

2 <Ctrl + Tab> BcranoBieHHss cuMBOITy TaOymsimil

3 <Alt+Home> <Alt+End> [Tepexin 10 mepuIoi Ta OCTAHHBOT KIITHHKH Py

4 <Alt+PgUp> <Alt+PgDn> [Tepexin 10 BepXHBOT 1 HIXKHBOT KIIITUHKH KOJIOHKH

4.2 PenaryBaHHs Ta0auui

PenaryBanHs 3aCTOCOBYIOTH JUIS HaJaHHS TaOJUI OLTHII MPUBAOIMBOTO 1 JOKOHAHOTO BHIY. BoHO
BKJIFOYAE: BWJIUICHHS TaONWI 1 ii €JIeMEHTIB, 3MiHA INMUPUHHU CTOBMIIIB 1 BHCOTH PSAIKIB, 00'€qHAHHS 1
PO30OUTTS KIIITHHOK, BCTABJICHHS 1 BUTAJICHHSCTOBIIIIIB 1 pSAAKIB, popMaTyBaHHS NaHUX TaOMIHI, IX 30BHIIIHE
odopmIIeHHS 1 T.1.

Tabnuus, sika peaaryeTbes, BUAUIAEThCS Ha BKIaai Maker-Buninutu (rpyna Tabnuns) - Buginutu
Ta0JINII0, TPUUOMY KypCOp CIIOYATKy BCTAHOBIIIOETHCS B cepenuHi Tabmwuimi. HeBenuky TaOmuio MoxkHa
BUJUTNTH «OYKCUPYBaHHSIM) KHOTIKM MHUIIII.

Jlist BUIINEHHS AEKIUTBKOX PSAIKIB 1 IEKUIBKOX CTOBMIIIB 3aCTOCOBYIOTH KoMaHay: Maker-Buainurtu-
Buninutu psnox (croBrers) ab0 BCTAHOBUTH BKA3iBHUK MUII B MOYATOK psjaka (ado Bropi CTOBMI) i
KJIAHYTH JiBOt0 KHOMKO0 Muii (JIKM).

106 ckacyBatu BuIeHHS AO0CcUTh kinanHyTtu JIKM 3a monem Tabmuiii.

[upuHa CTOBMIIS 1 BUCOTA PsiIKa 3MIHIOIOTHCS 3a AOMOMOToI0 KoMaHau MakeT -ABroniadip (rpyma
Po3mip kiiTHHKH) - 32 BMICTOM, 3a IIUPHUHOIO BikHa, PIKCOBaHA MIUPUHA KOJOHKHU.

VYV pa3i HEOOXIMHOCTI JTOJaBaHHS CTOBIIIIB 1 PSJKIB B TAaOJUII0O HEOOXITHO BHJUIATH CTOBIIEIH
(mpaBuii) 1 pAAOK (HIKHIO) 1 BUKOHATH KoMaHy Maket - BeraButu 3HM3Y, 3711Ba, cripaBa, 3BEpXy psiKa i
CTOBIIIIA.

4.3 O6podka TadbIMuHNX JaHUX 3acodamu Word

3a pomomororo TP Word MoxIuBO 37iiCHIOBATH COPTYBAaHHS [aHHMX, & TAKOX PO3PaXxyHKH 3a
bopmynamu.

CopryBaru JaHi TabIUI[I MOXKHA 32 3POCTAHHSAM 1 3MEHIIEHHSIM IO OJHOMY, JIBOX ITPHOX CTOBIILISX
(ximrouax). Ile mMokHa BUKOHATH 3a KomaHot0 Maker - CopTyBaHHsS B AiaJIOTOBOMY BiKHI HEOOXiJHO
BKa3aTW TUN JaHUX (TEKCT, YMCJO, Jara) 1 XapakTep COPTYBaHHA 3a 3pOCTaHHAM abo 3a CHaJaHHSIM B
KO>)KHOMY 3 TPhOX OOpaHMX KIIIOUiB - cTOBMLIB Tabiuui - OK.

VY mporeci copTyBaHHS JaHMX, K MPABUIIO, 3arOJIOBKU («Ilamka») BUKIMOUYatoThes («be3 psnka
3aroJoBKa»). MokHa 3aJ1aTH JOAATKOBI MapaMeTpy COPTYBAaHHS 3a JOIOMOTOIOKHOIKU «[TapameTpm».

Po3paxynku B Tabnuiix 3a gonomororo TIT Word 31ificHIOIOTECS Tak:

- 5K 1 B TaOIUYHUX mporiecopax psaaku B Word mo3HavdaroThes mudpaMu HaTypadbHOTO psny 1, 2,
3... N; cToBmiii - mitepamu aHriiicekoro andasity A, B, C, DiT.1.;

- KIITHHKa MaioTh ajapecy BS5, ToOTO KIiTHHKA 3HaXOIUThCA B cTOBMOLI B 1 paaky 5. Hymepais
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pazkiB i croBmiiB B Word He BioOpakaeThCsl Ha €KpaHi i MPUIAMAETHCS CHCTEMOIO 32 YMOBUYAHHSIM;

BCTAaHOBHUTH KypCOp B KIITHHKY, Jie Oyze pe3ynbTaT po3paxyHKiB 1 BAUKOHATH KOMaHAy Makert -
dopmyna (puc. 4. 2) (Oyap-ska hopMmyiia MOYMHAETHCS 31 3HAKA «=» 1 € apu()METHUYHHUM BHPA30M, IO
CKJIAJJA€THCS 3 YMCIIOBUX KOHCTAHT 1 3MIHHHX, Jialla30HIB KIITHHOK, IMOKA3HUKIB CTAaHAAPTHUX (YHKIIIM,
3HaKiB apudmeruru (+, -, *, /) i KpyrIIMXAyKOK) - Y BikHI BcTaHOBHTH (opmyity i hopmat yrcia - OK.

—— *'Ew—x_d%l

| Becore 035 om :Z FopIB=5Te S0y PAET

|

N A= 721 ~::\:..n*.v.~.r'nu.\-.< SRTRTES

LOTTRDpNTH ND TearT
R Dwpens R3zow O '_" Bupim=ste wepiry ONerUe HATID b LA

2 rexrry  wvTmoe  mawws e STOwTE

P rDp=n newen

| A A
U
]

Fowmn o rraee

Pucynok 4.2 - Bknaaka Maket - @opmyia

3a ymoBuaHHAM Yy BikHI @opmyna (puc. 4 . 3) yacro 3'saBugerscsa: = SUM (ABOVE) abo = SUM
(LEFT), ne ABOVE, LEFT - nmapameTrpu, SKUMHU 3a7al0ThCs J1alla30HA YMCEJI, pO3TAIIOBaHIHA 1 3)1iBa Bif
Kypcopa (cuctema BUBOJUTH iX 32 yMOBYaHHIM) (puc. 4.4).

Dopmyna Li‘i_kj
Dopmyna:
=|

DopMaT HOMEPIB:

[+]

BcTasuTi hyHKUIO: BcrasuTi 3aKnaaKy:

[=]

CkacysaTtu i

Pucynoxk 4.3 - Ctpyktypa BikHa Dopmyia

Dopmyna Lﬂg

Dopmyna:

DOPMAT HOMEPIB:

BcraButi hyHKWIO: BcrasuT 3aKnanKy:

4

ABS =
AND i f CkacysaTn
AVERAGE \ \

NS COnINT

| »

[Lm

Pucynok 4.4 - Cknan ¢ynkuiit Bikna @opmyrna

MoxnuBuii 3anuc pimeHHs y BUMIIsLIL popmynu (puc. 4.5), ToOTO B ajpecax MaIlMHU:HANPHUKIAL, =
D5 + C4 * A2, T06TO BUKOHAHHS OTepalliif Mi’K BMICTOM KJIITHHOK:
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[ wopmyna [0 o)

Dopmyna:
=Ak+82
DOPMAT HOMEPIB:

BcraButit hyHKUWIO: BcrasuTi 3aKnaaxy:

Pucynok 4.5- Ilpukian 3anucy dpopmynu 3acobamu Word 2010

VY BikHi ®opmyna(puc. 4.6) MO’)KHa BUKOHYBATH TEBHI (QYHKIII, K1 CIIPOIIYIOTH JESKI pO3paxyHKH.
Hanpukiian: Bu3Ha4eHHS MiHIMAIbHOTO eleMeHTa 3 psany (miama3ony) kimituHok C2: C300 Bu3Hauaemo 3a
JOTIOMOTO10 (PYHKIIIT MIHIMYM:

>~

mopmy}]a @ &
Dopmyna:
=AVERAGE(LEFT)
DOpPMAT HOMEDIB:
(=]
BcrasuTi byHKWIO: BCTaBuT 38KN3AKY:
&l
[ oK ] [ Ckacysatn ]

Pucynoxk -4.6 —Bikno ®opmyna

4.4 CTBOpeHHs Aiarpam

UwucnoBi 1aHi, po3TalloBaHi B TaOIUII MOXKHA OOPMUTH y BUTIISI JllarpaMu.

[nakme moXxHa ckaszaTtu, IO Jiarpama Ii€ JIMIIE OJIMH 13 CIocoOiB mpenactaBiieHHs gaHux. CeHc
JTiarpaMH TIOJIITa€ B TOMY, MO0 OUTBII HAOYHO MPEACTABUTHU 1H(OpMaIlito, IO MICTUThCA B IHudpax
tabmuie. [lle MoxxHa ckaszarwm, 1m0 aiarpaMa 1e IpeACTaBICHHS JaHUXB TaONHIll B rpadiuHOMY BUTIISII, SIKE
BUKOPHUCTOBYETHCS JJIsl aHANI3y 1 MOpIBHSIHHS AaHuX.Ha giarpami uncioBi AaHi KJIITHHOK MPEICTaBISAIOTHCS
y BUIMSAAI TOYOK, JiHIM, CMYT, CTOBIYMKIB, CEKTOpIB 1 B IHIIN ¢opMi. I'pynu eneMeHTiB NaHuX, L0
B1IOMBAIOTh BMICT KJIITHHOK, OJTMH PSZIOK a00 CTOBMEIb, CKIAIA0Th PSIT TaHUX.

[I{o0 BcTaBUTH Jiarpamy B TEKCTOBHUI JOKYMEHT, MOTPIOHO BUAUIUTH BUXIJHY TabmuIo (Bcro abo
YacTKOBO) 1 BUKOHATH BKJaaka BeraBnenns - rpyna Imroctpauii - komanaa Jliarpama - Ha ekpaHi 3'sIBUThCS
tabmui B popmari EXCEL (puc. 4. 7), a TakoXBIMOBIIHA AlarpaMa. Y e MOMEHT I1I€¢ MO>KHa BHOCUTH
3MIHM B TaOJUII0 - JiarpamMa 3MIHIOBATUMETHCS aBTOMATHYHO. BUKOPUCTOBYIOUM KOHTEKCTHE MEHIO

JiarpaM# MOYKHA TTOMIHATH ii Twrr.
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L Tmz 1

[EEPH]

o
I
s

Haorgia Haorgin 2 Haorgia 3 HarerEgin S

A B C D E F G H 1

1 Pag 1 Pag 2 Pag 3

2 Kareropial 4.3 2.4 2
3 Hareropia2 2,5 4.4 2
4 |Kateropia 3 3,5 1,8 3
5 |Kareropiad 4.5 2.8 5
6

7

8

Wob 3MiHKMTKA Diana3od oiarpamu. NeDeTArHITE NDABWMHA HHAHHIFA KVT OianasoHv.

Pucynok 4.7 - Bknaaka Berasiienns - rpymna Lmroctpariii - komanna [liarpama

Hiarpamu MoxHa penaryBatu i popmaTyBaTH, K 00'ekT. MO)kKHaA TIepeMilaTH,3MIHIOBAaTH PO3MIpH, 1
obeprarwu.

3mina muny icuyrouoi diaepamu:

1. ToxgiitHe KialaHHs Ha Jiarpami J03BOJISIE 3alTH B MEHIO JliarpaMu - Ha IHCTPYMEHTAIIbHIH
CTpiulli, HATUCHYTH Ha KJaBimy Jliarpama i BUOpaTu TUI Jiarpamu;

2. HatucHyTH IpaBOrO KHOMKOIO MHIIN Ha giarpami - Tum giarpamu - CraHmapTHi

(HecranmaptHi);

3. Y psiaky meHto 3aiitu B liarpama - Tum giarpamu.

4.5 ®opmaryBaHHs obJiacTeii qiarpamMu

Jiarpama Mo>ke MICTUTH HAaCTYITHI €JIEMEHTH, sIKi MOKHA BiJpearyBaTH:

1. OGnacte niarpamu - Best jiarpaMa, pa3oM 3 ycima ii eJeMeHTaMu;

2. Obnacte moOynoBM - B JBOBHMIpPHOI Jiarpami o0jacTio NOOYJIOBHM Ha3MBAa€ThCS 00JacTb,
oOMekeHa OCSIMM 1 MICTHTh BCl PsIIU JAiarpaMu. Y TPUBUMIPHOI Jliarpamu e 00sacTb, 0OMeXeHa OCsAMH 1
BKITIOUAE PSIU TaHUX, Ha3BH KaTETOPii, MAMKUCH TOIIIOK 1 Ha3BU OCEil;

3. Jlerenna - minmuc, Bu3Hadae 3aapOoByBaHHS a00 KOJIp TOUOK JaHUX a0OKaTETOpii miarpamu;

4. Ha3pa jgiarpaMu - ONUCOBHUH TEKCT, aBTOMAaTHYHO IOB'S3aHUIl 3 BicCio abo po3TalIOBaHUM IO
LEHTPY Jliarpamu;

5. Pan manux - rpymna moB's3aHUX TOYOK JaHMX Jliarpami, IO BifoOpakae 3HA4YeHHs PAIKIB abo
cToBMIiB apkyma. KoxkeH psan naHux BigoOpaxaeTbcs mo-cBoeMmy. Ha nmiarpami Moske OyTu BioOpakeHui
oJ1H a00 KijbKa psaaiB JaHux. Ha kpyrosiif aiarpami BifoOpa)kaeThes TIIBKU OJUH PSIJT IaHUX;

6. I[lignuc 3HA4YeHHS - MIANUC, IO HAJA€ JOJATKOBI BIOMOCTI MPO TOYKY JaHUX, IO BimoOpakae
sKech 3HaYeHHS KITHHKU. [lianucamu nanux MoxyTh OyTu 3a0e3neueHi sIKk OKpeMi TOUKH JTaHHUX, TaK 1 BeCh
psa KoM, 3alIe)KHO BiJ THITY JAiarpaMy IMiAMUCH JAHUX MOXYTh BiIOOpa)kaTH 3HAYCHHS, Ha3BU PSiB 1
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KaTeropiii, yacTku abo X KOMOIHaIIIT;

7. Mapkep naHuX - CTOBITYHMK, 3adapOoBaHa 00J1acTh, TOYKA, CETMEHT a00 1HIIWA T€OMETPUYHUN
00'eKT Jiarpamw, 110 MO3HaYa€e TOYKY TaHUX a00 3HAUYCHHS KIIITHHKY;

8. Och - IniHisg, yacTo 00MEXKYe 3 OJIHOTO OOKY 001acTh MOOYAOBU Ta BUKOPHCTOBYBaHA SIK OCHOBA
BHMIPIOBaHb ISl TOOYAOBH JaHUX Ha jaiarpami. ¥ OUIBIIOCTiiarpaM TOYKH JaHUX BiIOOPaXKaroThCs IO OCl
(y), sixa 3a3BM4ali € BEPTHKAILHOIO BiCCIO, a Kareropii BigoOpaxkaroThes mo oci (X), K MpaBHIIO,
TOPU3OHTAJIBHIN;

9. JineHHs 1 MANKCH MOAUIOK - NUICHHS, a00 KOPOTKi BEPTHKAJIbHI BIIPI3KH, MEPECIiYHi 3 BiCCIO,
MoAIOHO pO3MOiIaM Ha JIiHINII, TO3BOJISAIOTH BIIMIPATH OJHAKOBI BijacTaHi Ha miHikIl. [lignmucu mosmimox
MO3HAYAIOTHh MIPY JTOBXHHHU, BIAKIAIEHY IO OCl, aTaK0X MOXKYTh [TO3HAYATHU KaTeropii, 3HaueHHs a0o psu
3HAYeHb Jl1arpaMu;

10. JIinii ciTku - JdiHii, sAKi, Oyay4du JoAaHi 0 AlarpaM, MOJICTIIYIOTh MEPerysi] iaHali3 JaHuX.
JIiHii ciTku BimoOpakaroThCs MapayiesIbHO OCSM BiJI ITOALUTIB Jliarpamus;

11. Tabnuist gaHuX JiarpaMu - MICTUTH BioOpaxkeHi Ha miarpami naHi. KoxkeH psmok Ta0umil
JAHUX MICTUTH PSJ JaHUX. TaOnWIs JaHWUX 3a3BHYail IMOB'A3aHa 3 BICCKO KaTETropii i 3aMiHIOE MIAIMUC OCl
KaTeropi;

12. Jlinis Tpenay - rpadiyHe mpeAcTaBiIeHHS TPeHIy a00 HAmpsMy 3MIHHM JaHUX B Psji JaHUX.
Jlinii TpeHay BUKOPUCTOBYIOTHCS MPH MIPOTHO3YBaHH1, HAIPUKIIA] MIPH perpeciinomy anamizi. JIinii Tpenay
MOXYTh OyTH moOynoBaHI Ha BCiX JBOBUMIpHHUX Jiarpamax 0e3 HakoONMWYeHHs (Trucrorpami, JiHiH4aTii
niarpami, rpadiky, Oip>KOBUi Aiarpami, TOUKOBIi Jiarpami, a Takok OyIb0aIIKOBUX JiarpaMax);

13. [Tnanku moxubok - rpadiuni JiHii, MO BiAOOpa)karOTh MOTEHIIHHY MOMMIKY (200 CTYIiHb
HEJOCTOBIPHOCTI) KOKHOI TOUKHU JAaHUX pany AaHux. [ImaHku moxuOoK MOXKYTh BimoOpakaTHcs Ui BCiX
IUTACKUX Jiarpam (TicTorpamu, JiHiiiuaToi aiarpamMu, TOYKOBOi Jiarpamu 1 OynabOamkoBux giarpam). Ha
TOUYKOBHX JllarpamMax MOXYTb TaKOX BifoOpakaTucs diHii moxuOku mo oci X. JIiHii moxuOku MoxyTh OyTH
BUJIUIEH] 1 BiihopMaTOBaHi sIK Tpyna;

14. CTIHKY 1 OCHOBH - IUIOIIMHY, HA OCHOBI1 SKUX B1OOpaKarOThCs TPUBUMIPHI aiarpamu. BoHu
HaJal0Th TPUBUMIPHUM JllarpaMaM BpakKeHHsI 00CATY 1 0OMEXYIOTh 00J1acTh MOOYI0BHU JiarpaMu. 3a3BUYaii
o0acTh MoOy10BU 0OMEXYIOTh JIB1 CTIHKH 1 OJTHAOCHOBA.

Jlns 3MiHu a0o hopmaTyBaHHS JllarpaMu HEOOX1THO:

1. Bubepith moTpiOHHII eneMeHT miarpamu. PsaM MaHWX, MiINACH 3HAYEHb 1 JICTCHIW MOYKHA
3MIHIOBAaTH MoeneMeHTHo. Hampukiazn, mo0 BuOpaTH okpemuil Mapkep AaHUX B psAl JaHUX, BHOEPITh
MOTPIOHUI P TaHUX, TOTIM - TOTPIOHUI MapKep aHUX;

2. B mento opmat a60 B KOHTEKCTHOMY MEHIO BHOEPITh KOMaH Ty ()OPMATBI/IMOBITHOTO EIEMEHTA;

3. 3MIHITb 1 BCTAaHOBITH BiAMOBiIHI TapaMeTpH.

Ilpumimka. Texcm enemenmis diazpamu, HANPUKIAO NiONUCU NOOLIOK OCi Kame2opill, iMeHa psoie
0aHux, mexkcm ne2eHou i NiONUCU OAHUX, NOB'A3AHUN 3 KIITMUHKAMUPODOOUO20 TUCMA, BUKOPUCTNOBYBAHO20
ona cmeopenns oiazpamu. LL[ob 30epecmu 36'A30K yux eremenmis 3 KAIMUHKAMU JUCMA, CIO 3MIHIO8AMU
meKcm Ha pobo4oMy apKyuli, a He Ha diazpami.

s 3minu po3mipis i nepeminyerHs e1emMenmie MONCHA GUKOPUCTIOBY 8AMU MUULY .

Ll]o6 nepemicmumu enemenm, GUOINIMb 1020 I NepemscHimb 3a OONOMO200 MUuuli 8 NOmpioHe
NONOJICEHHS.

LJo6 3minumu pozmip enemenma Oiazpamiu, 8CMAHOBIMb GKA3IGHUK HA MAapKep 3MIHU PO3MIDY.
Brasisnux nputive ghopmy 06ocmoponnvoi cmpinku. I[lepemsazcnims 6Ka3i6HUK 015 OMPUMAHHA HEOOXIOHO20
PO3MIDY.

Ll]o6 siookpemumu, 00un 8i0 0OHO20 8Ci CeKmopu 8 Kpy208iil diazpami, uoilims ix inepemseHimo
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8i0 yeumpy oiacpamu.
4.6 lonaBaHHs 3ar0JI0BKa 10 AiarpaMu.

1. HarucuyTu Ha miarpami mpaBorO KHOIKOO Muiii - [TapameTpu miarpamu -
3arosoBku - Y psaaky Ha3Ba giarpamu BBeCTH HEOOXiAHY Ha3BY.

2. 3aiitu B Mento [liarpama - [lapamerpu miarpamu - 3aronosku - Y psiaky Hassamiarpamu BBecTH
HEOOX1/IHY Ha3BY.

B nanomy nianmoroBomy BiKHI MOXHA MEPEHTH HA IHII BKJIAJKU 1 3MIHUTH apaMeTPH 1HIINX
enemenTiB miarpamu (Ilinnucu manux, Oci, Jlinii citku, Jlerenaa, Tabnuis qanux).
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TEMA 5
CTBOPEHHA I'PA®IYHUX OB’EKTIB

5.1 BOynoByBaHHs 00'€KTiB

VY HOKyMEHT MOXKHa BCTaBISITH JiarpaMH, MAaTIOHKH, (OpMyIH, eNeKTpOHHI TaOiwuIili, CTBOPEHI
IHIIMMU TporpaMamu y BUTIIAAI BOynoBaHux o0'exTiB. 11106 cTBOpuTH BOynoBaHMi 00'€KT, HEOOXiTHO Ha
cTpiuni BuOpaTH BKiIaAKy Beranenns - rpymy Tekct - O0'exT.

[Ilo6 BOymyBaTH (pparMeHT AOKYMEHTA, CTBOPEHOTrO 1HIIOIO MpOrpamoro, B JokyMeHTI Word, ciif
MOMICTUTH HEOoOXigHUN (parMeHT B Oydep oOMiny, mepexmountucs B Word, Hatucayru Ctrl + V, mpu
IbOMY 3'SIBUTBCS MiJKa3Ka, IO J03BOJIsIE BUOpATH BapiaHT BCTaBKH a00 BUKJIMKATH KOHTEKCTHE MEHIO 1
BUOpaTH HEOOXITHUI BapiaHT BCTaBKH.

[TapameTpu BcTaBKM MOKHa 3MiHIOBaTH: BKiajaka Paitn Ha crpiuui - Ilapamerpu -JlomaTkoBo -
BupizaHHsi, KOIiOBaHHS Ta BCTABJICHHS.

106 minkom BOyAyBaTH JOKYMEHT, CTBOPEHUH 1HIIOK MPOTpaMoro, B TokyMeHT Word, ciif 3aiiTa y
BKIaaKy BcraBnenns - OO'exkt, BuOpatu Brimagky CTBopeHHs 3 (aiimy, BkazaTu (aiii, SKHA MiCTHTbH
BOYy/IOBaHUH JTIOKYMEHT.

Jlist penaryBanHsi BOYIOBaHOTO 00'€KTa CJIiJT ABIYi KJIAHYTH JIBOIO KJIABIIICIO MUIIIIHA HOTO 00JIacTi
1 Taji TisITH BIAMTOBITHO JI0 TIPABHJI pOOOTH 3 TIPOTPAMOIO IO CTBOPHIIA O0'EKT.

3aBepIIeHHs pearyBaHHs - 3aKPUTTS BiKHA 00'€kTa (SKIIO O0'€KT pelaryeTbcs B OKPEMOMY BiKHI)
a00 KJTaIaHHS JIIBOIO KJIABIIICIO MHUIII 332 MEXaMH PEIaroBaHOro 00'€KTa.

o6 Bumanutu BOymOBaHUI 00'€KT, Tpeba BUALIUTH HOTO, KJIAIHYBIIN JIIBOIO KJIABIIICIO MHUIII Ha
fioro obunacri i HatucHyTH KiaBimy Delete.

5.2 CtBopeHHs popmya

Cnoci6 1. Bcmasnenns popmyn wepes Equation

dopMysin € BaXIUBUM 00'€KTOM IpH poOoTi 3 TekcToBUM mpouecopoM Word 2010, Tak sk 1yxke
4acTo HEO0OXIJTHO 3aCTOCYBAaTH (OPMYIHM JUIsl UTIOCTpallii pi3HUX BHUIIB TEKCTY (€KOHOMIYHOIO, XIMIUHOTO,
¢bi3u4HOTO Ta 1H.)

o6 cTBOpUTH (hopmyny, Tpeba MOMICTUTH Kypcop B MicIle JOKYMEHTa, B sIke HEOOXiTHO BCTaBUTHU
dopmyny, nepeiitu y Bkiaaky BeraBnenns - O6'ext - Equation 3.0.

VY mo3unii Kypcopa 3'SBUTbCS paMka 10 oOMexye o0nacTe cTBOproBaHOi (opmynu (i po3mip
3MIHIOETHCS ITPH BBENICHHI ()OPMYJIIH), a Ha eKpaHi - maHens inctpymeHtiB MicrosoftEquation (puc.5.1)

®opmMyna =]
ADE

<z | jab

() [

WmimaﬁﬂOHbl BEDXHWX ¥ HUXHWX MHAEKCOB

‘7/////////////.//////////////‘ — PP .

Pucynok 5.1 - [Tanens inctpymentis Microsoft Equation
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Krnamansast mo ogHOMY 13 3alpONOHOBAHMX O0'€KTIB (OpMyI MaHENi IHCTPYMEHTIB PO3KPHUBAE BCl
roro enemenTu 1y1s BuOopy. Hatuckanus knasimni Esc mo3Bosisie miciis BuOopy npuOpaTu po3KpUTI 00'€EKTH.
[I1o6 3amatu 00'exT B dopmyny, MoxkHa BUKOpHcTOBYBatH KiaBimu Ctrl + I1poGin abo BUKOPUCTOBYBATH
kHOMKY [Ipo06in 1 Tpu Kpamku Ha maHesni iHCTpyMeHTIB. [Ipyu HaBelneHHI CTPUIKM MUII Ha 00'€KT B maHesl
dbopMyIcIIMBaEe HOTO MPU3HAYEHHS.

[Ipu BBexenHi (opMynu 3a YMOBUAHHSIM BHKOPHCTOBYETbCA CTHIIb «MaTeMaTUYHUN», IO
3a0e3nedyye aBTOMaTH4HE (GopMaTyBaHHS. MOXKHA BUJIIJIUTH MHIICKHO €IEMEHT abo Tpymy CJIeMEHTIB
dbopMyIH 1 IPUMYCOBO 3aJ]aTH CTUJIb:

- TEKCT - TEKCT (MOSICHEHHs 10 popMyIn);

- (byHKIA - 3araIbHONPUIHATE iM's YHKIIIT;

- 3MiHHA - iM'a 3MiHHOT 200 QyHKIIIT;

- rperbKuii - 0ykBa rpenbkoro andasiry;

— MaTpPHILS - BEKTOP - iM'st MaTpHIli a00 BEKTOPa;

— IHIIMA - CTWIJIB, IO JO3BOJISIE KOPUCTYBAa4yeBI CaMOCTIHHO HaOpaTH mpH(T i HAKpECICHHS
CHMBOJTIB.

[Tpu BBenmeHHI GopMyTH MOXHA MEPEMIIIATH Kypcop 3a JOMOMOroro kiamimu Talymnsiis, KiaBiln
yIPaBJIiHHSA KypCcOpOM a00 MHUIIII.

Bunineni Muiero eeMeHTH MOKHA BUAANATH HaTuckaHHsaM kinasimi Delete. [IpuctBopenni hopmyn
JIOIYCKA€EThCsI CKACyBaHHs OCTaHHBOT BUKOHaHOI il Alt + Backspace.

Jns penaryBansst popmMyau HEOOXiTHO ABIY1 KJIAIHYTH MO (JOPMYIIi 1 BHECTH 3MiHU.

[Ticnst 3akiHYEHHS pelaryBaHHs KJIAHYTH J1BOIO KJIABIIICIO MHUIII 33 MEeKaMu (pOpMyIIH.

Jis 3MiHE po3Mipy (GOpPMYSIH MOXHAa CKOpPHCTaTHCS MapKepaMH 3MiHU PO3Mipy, sIKi CTarOTh BHJIHI
TICJIS KJIallaHHs JTIBOO KJIABIIIEIO0 MUIIIL 110 GOpMYITi.

Cnoci6 2. Koncmpykmop.

[[{o6 BcTaBuTH hopmyny, Tpebda kinarHyTH Muiiero Ha kHomii @opmyna B rpyniCumMBoIM y BKIAIIT
Bcrasnenns.

Moxna BuOpatu ¢opmyny 3 BOyIOBaHMX (SKIIO KJIAIHYTH Ha CTpUILI) 1 pedaryBatu ii abo x
cTBOpUTH cBOM0. Ilpu cTBOpeHHI HOBOi (hopMynM Ha CTpiylli 3'ABIsAEThCS BKIaaka KoHCTpykTop, Ha sKiit
3HaxoaAThes rpynu: Cepsic, CumBoiu, CTPyKTYpH.

VY rpymi CepBic MoxHa BUOpaTH THIT BBEIEHHS (HopMyIT:

- npodeciiHui - TBOMIPHUM, 103BOJISIE BBOJAUTH CKJIAIHI CTPYKTYPH;

- THIMHAN - OJHOBUMIPHUH, CTIPOIICHHU;

- 3BUYaHUM TEKCT - J03BOJISI€ BBOJUTH B (hOpMYIy 3BUHAHUN TEKCT.

VY rpymi CumBoIH MOKHA BHOpATH 13 3aITPOTIOHOBAHUX CUMBOJIH ISl BCTABKH.

TakoX, HATUCHYBIIM HA 3HAK | = Micue ans GopMynn. MOXKHA BCTaBIISITH T'PELBKI JITEPH,
JITEepoIo1iOH1 CUMBOJIH, OIIEpaTOPH, CTPLIKH, OCOOIUBI HAKPECIEHHS JIiTEeP, T€OMETPUIHICUMBOIIH.

VY rpyni CTpyKTypu MOXHa BCTaBJIATH OCHOBHI €JIEMEHTH, BAKOPUCTOBYBaH1 IPUHAMKMCAHH]I (POPMYIIL:
1H/IeKCH, paJluKald, IHTErpajii, BEJIMKI ONepaTopH, Ty>KKH, eJIeMeHTapH1 (QyHKIIii, 3HaKu, MEXi, OlepaTopH,
MaTpHIi.

®opmaryBaHHs (popMya 31IHCHIOETBCS TaK caMo, K 1 (hopMaTyBaHHs 3BUYAHOrO TekcTy. [lepeiitu

710 TapaMeTpiB BBEACHHS (OPMYJI MOKHA HATUCHYBIIHN Ha KHOIIKY B rpymi Cepsic.

5.3 BeraBiieHHs 300pakeHb
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[[To6 BcTaBUTH 300pa)KeHHS, IKE 30€pIracThCsl Ha KOMITIOTEPI, CITiJT IEPEHTH YBKIaAKY BeTaBieHHs i
HaTUCHYTH ManroHOK B rpymi [moctpartii. Biakpuerbcsi BIKHO MPOBiJIHUKA, B SIKOMY 3I1HCHIOETHCST BHOIp
HEOOX1THOTO 300paKEHHS

Bcmasnenns 6 mexcm 20moeux MantoHKi6

Jlnst po3MilieHHsT B TEKCT1 MATFOHKIB, IO TTOCTABIISIIOTHCS pa3oM 3 Word, ¢i1iji BCTAHOBHUTH Kypcop B
MO3MINI0 BCTAaBKH MAJIOHKA 1 TiepeiTH y BKiIaAKy BeraBnenns - KapTuHka, micist 4oro 3'SBUTHCS BIKHO, B
SIKOMY 31 CHIOETHCSI TTOITYK KAPTHHOK.

Bcmaenenns 6 mexcm sunocku (asmogpicypu)

BuHeceHHsT BHKOPHCTOBYIOTHCS Il JOJABaHHs TOSCHIOBAIBHOI iHpopMamii 10 TeKcty abo
MaJTIOHKY. BuHeceHHs MOXKyTh OyTH 0OpMIICHI y BUTJISII JIiHIM a00 pi3HUX(ITYpHUX CTPIIOK.

[I{o6 momaTh B TEKCT BUHOCKY, CIIiJI MepeiTH y BKIaaKy BceraBnenns - ®irypu Brpyni LmrocTparrii.
[Ticns BcTaBKM 10 aBTO(MIryp MOKHA 3aCTOCOBYBAaTH Taki Jii: 3MiHa pO3Mipy 1 KOJIbOpYy, OOepTaHHS,
BiJI0Opa)keHHS, a TAKOXK KOMOIHYBaHHS 3 IHIIMMH (PirypaMu, HAMpUKIaa, Kpyrom, KBaapaToMm 1 iH.

SmartArt

['padiuni enementu SmartArt cioyxkaTh A7 HAOYHOTO MPEICTaBICHHS NaHUX 1 17€i. Ix moxHa
CTBOPHTH Ha OCHOBI PI3HMX MAaKETiB, 100 MIBHUJKO, JIETKO 1 €pEKTHBHO JOHEeCTH MoBimomiieHHS. 11100
neperTH a0 BuOOpy enemeHTiB SmartArt, norpiOHo 3aiiTu y Bkiaaky BcraBneHHs - SmartArt B rpymi
Lmroctpariii (puc. 5.2).
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Pucynok 5.2 - Bubip enementiB SmartArt

Hiacpama

Jiarpamy MO’XKHa BCTaBUTH, NEpEHINOBIIN y BKIaAKy BceraBienns - Jliarpama B rpymi Lmroctpaii.
IIpu cTBOpeHHI JiarpaMu CTpidKa 3rOpTAETbCA 1 3'ABISETHCA PSIOK MEHIO, B SKOMY MOKHAa pelaryBaTH
niarpamy. Bin He BiapizHseTnes Big Word 2003.

3uimox

[ITo6 BcTaBUTH 3HIMOK BiKHa a00 YaCTWHU €KpaHy HEOOXIAHO MepeiTH y BKIAAKy BcraBieHHS -
3HIMOK B rpymni Imroctpartii.

Takox, 1100 BCTaBUTH B TEKCT Oy/Jb-siKe€ aKTHUBHE BIKHO €KpaHy, HEOOXiJHO HOro akTHBI3yBaTH,
HaTHCHYTHU kiaBimn Alt + PrintScreen. IToTiM BcTaHOBUTH Kypcop y MOTpiOHIHM Nmo3uIlii TEKCTY 1 HATUCHYTH
Ctrl + V. 300paxeHHS BCTaBISETHCS B BUTIISAITPApiqHOrO 00'€KTa.

Bcmasnenns ¢ mexcm nanucy

BcraBneHHsT HanmuCy BHKOPHCTOBYETHCH, SIKIIO TpeOa pO3TallyBaTH TEKCT, MAJTIOHOK a00 1HIIHMA
00'eKT BcepeIMHI OCHOBHOTO TeKCTy. Jlis 1iboro nepeiTi y BKiIaaky Berasnenns - Hagnuc B rpymi
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«Tekct». MoxHa BuOpatu icHyro4ui ab0 HamamiOBaTH CBi, HaTHUCHYBIIM «HamamioBatu Hammc» abo
«Beprukaneuuii Hamucy. Kypcop HaOyae BHINIAIY XpECTHKA, SKUM CIiJl HATHCHYTOI KHOIKOK MHIII
OKpEeCJIUTH po3Mip Hamucy. HaBkono Hamucy 3'IBUTHCS paMKa 3 KypcopoM BCEPEIHHI. Y MO3MIII0 Kypcopy
MO’KHa BBECTH TEKCT,BCTAaBUTH MAJIIOHOK 1 T.IT (pHc. 5.3)

MH 3HEXO0IHTHCH E CRMOCTIHABIHA |

bl :
12KeT OV/lb-%Ke AKTHBHE BIKHO

- e -

Pucynoxk 5.3

Jnis penaryBaHHsI BMICTY HaluCy - KJIAIHYTH BCEPEIMHI HHOI'O MUILEIO, JJISi BUIAJICHHS HAIUCY -
BUJIUTMTH HOTO MapKepaMu, KJIalHYBIIIN 110 paMIli, i HaTHCcHyTHKIIaBiry Delete.

Hanwuc moxxna nepeMiniaTtu, 3SMiHIOBaTH po3Mipu (BUKOPUCTOBYIOYH MUIILY).

KonrekctHe MeHI0 i poOOTH 3 HamucoM (3MiHa (opmaTy, pO3TamIyBaHHS IOAO TEKCTY,
KOTIIOBaHHs, IEPEMIIIICHHS, BUJAIICHHS ) BUKJIMKAETHCS KIIAAaHHSM PaBOi KHOTIKM MUILIIO BUIUIEH I pamii
HAIMCy.

Cmeopennsa cneyianbHux mekcmosux egpekmis

CrenianbHi TEKCTOBI €(pEKTH BHUKOPHUCTOBYIOThCS i OGOpMIICHHsS 3arojioBkiB Tekcty. Kypcop
BCTAaHOBUTH B IMOTPIOHY MO3MUIiI0, mepeiitn y Bkiaaky BceraBmenusWordArt B rpymi «Tekcr». Bubparu
BUTJISL OOPMIICHHSI TEKCTY. BBEeCTHTEKCT y pamiii.

Hns penaryBanus Tekcty WOrdArt tpeba aBiui KIAlHYTH IO HBOMY 1 BHKOHATH 3MiHH.
dopmaTyBaHHS 3/11HCHIOETHCS 32 JOIOMOTOI0 BKJIAIKM Ha cTpiulll «3acoOu MamtoBanHs - @opmary» a Takox
BKJIagKU «OCHOBHEY.

eniTy TRKRET

Pucynok 5.4

Maninynrosanns epagiunumu 06'ekmamu

Jlnst BunaneHsst rpadigvHoro 06'eKTa CIIiji BUIUIATH HOro 1 HaTUCHYTH Kiasiiry Delete.

['padpiunmii 00'eKT MOKHA MO3UIIIOHYBATH 3a JOIMOMOTOIO MEPEMIIIEHHs, KOMIIOBaTH 3a JOMOMOTO0
nepeMilieHHs, yTpuMyroun kiuagimry Ctrl.

3MiHIOBaTH HOro po3Mip MOXKHa HUIIXOM MEpeMIIIeHHs] MapKepiB 3MIHU pO3Mipy. 3a YMOBUaHHSIM
IpU TEPEMIIICHH] JiarOHAJIBHOIO Mapkepa, po3Mip 300pa)kKeHHsI 3MIHIOEThCS, 30epirarouu Mpornopiii.
BiaxmrounTy 11e MOYKHA HACTYITHUM YHHOM: BUUTUBIIN MATIOHOK -Po60oTa 3 MantoHkamu - @opmar - 3Ha40K
B rpymi Po3mip - Macmta6 - 30epiratu nmpomnopuii.

o6 BuMOanuTH, MO3ULIOHYBATH, KOIMIIOBATH, 3MIHIOBATH PO3MIp KUIBKOX OO'€KTIB, CIif] CIIOYATKY
BHJITUTH TIOCIIIIOBHO KiJIbKa 00'€KTiB, skl Tpeba 00'enHatu B rpymy. s mporo yrpumyroun kiasimry Shift
MTOCJTIIOBHO KJIAIIaTH IO TUX 00'€KTaxX, sAKi Tpeba 00'eHaTH.

Kitamansst 1iBOO KJTaBIIICIO MUIIT 32 MeXaMH TpadiaHuX 00'€KTIB CKACOBYE iXBUIIJICHHSI.

JUiss BUKOHAHHS oOlepaniii 3 Tpymnolo O00'€KTIB SIK €IMHUM LUIMM, OO'€KTH CIiJ| 3TPYyIyBaTH,
BUIUIMBIIM iX 1 mepeimoBmy y BKIaaKy 3acoOu mamoBaHHs - Dopmar iBubOpatu ['pymyBaTu B rpyii
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Oprani3yBaTu.

Han rpymoro Mo)kHa BUKOHATH OyAb-iKy OIEpaIlil0 3a THMH X TPABUIAMH, SIK HAJ OKPEMHM
o0'ekToM. ['pyma 00'exTiB MOKe BKJIIOYATH B ceOe iHmI rpynu. [[ns moaury rpynu Ha CKiagoBi ii 00'exTr
(Tpyn®) caig BUAUIMTH TPYITY 1, IEPEHTH YBKIAAKY 3aco0u MairoBaHHs - @opMmar 1 BuGpatu Po3rpynyBaTtu B
rpymi Oprani3zyBaTu.
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TEMA 6
MOHSATTSA TABJIUYHOI'O IMTPOIIECOPA MOI'O ®YHKIIII TA IHTEP®ENC
MICROSOFT EXCEL

Tabauunuii npoyecop — 1€ TNpHUKIAJHA Iporpama, ska IpU3HA4YEHA Ul OINPALIOBAHHS JaHMX,
MOJAAHUX B €JIEKTPOHHUX TAOIUIISX.

Microsoft Office Exce

DBUnCNeHHa AaH
OpenOffice.org Calc
MporpamHi sacobu OyHKUiT Mo6yaosa aiarpam
LibreOffice Calc
QinbTpauia Ta COPTYBaHHA AaHMX

SuperCalc
OpPEHHA NIACYMKOBMX Ta 3BEAEHNX

Tabavub 738 IH

Pucynoxk 6.1 - IIporpamui 3aco0u Ta ¢pyHKIIi TAOTMYHUX MPOLIECOPIB

Enextponi Tabnwuii npuHaveHi sl 00poOKu iHpopMaIlii HETEKCTOBOTO XapaKTepy. 31e0UTbIIOro 11e
MIEBHUM YMHOM OpraHizoBaHa uucioBa iHpopmailis. OCHOBHOIO OCOOJHMBICTIO €IEKTPOHHUX TaOIUIb €
BUKOPHUCTAaHHS (POPMYIT 1 MOXKIIMBICTh aBTOMATHYHOTO MEPEPAXyHKY TAaOIULb y pa3l 3MIHH JJaHUX Y TaOJIHIIi,
SIKIIO 111 JTaHI BUKOPUCTOBYIOTHCS y (hopMyIiax.

OcHoBHIMU MOHATTSIMU B EXCel € pobouwmii apky1i Ta poboda KHUTA.

Pobouuii apxyw — 11e OCHOBHUHN TUI JOKYMEHTA, 1110 BUKOpPUCTOBYeThbes B Excel st 36epexxeHHs Ta
MaHIMyJIOBAHHS JTaHUMH.

Po6ounii apky ckiagaeTbes 13 CTOBIIIB Ta psAAKiB. [lepeTH 0HOTO psliKa Ta CTOBIILSA BU3HAYAE
KOMIPKY. AKTUBHOIO Ha3UBa€ThCA KOMIPKa, Ha K1l po3MileHuil Kypcop. BoHa BUAUISAETHCS PaMKOIO.

Poboui apxywi ymeopiorome pobouy Knuey.

Pob6oua knHuea — cykynHicTh poOOUYUX JHCTIB, 00’ €IHAHUX CHUIBHUM IMEHEM.

PoGoua kHura 30epiraeTbes 3 po3mupeHHsM XIS.

[lpu 3amycky Excel na nucrax po0o4oi KHUTH BiTOOpa)kaeThCs CIiTKa, sIKa PO3JISAE PSIIKUA Ha
CTOBMIIl. 3BEepXy HaJI CTOBMISIMU BigoOpaxkaroTees 3arojoBku (A, B, C....). 3miBa Bim psIKiB
BijoOpaxkaroThes ix Homepu (1, 2, 3...). 3a noTpedbu MokHa He BiIOOpakaTu CITKY Ta 3aroJIOBKU CTOBIIIIIB
JUTSL 3pY9HOTO CHpUHHATTS 1HGopmarii Ha aucTi. s boro motpioHO ckopucTtaTucs meHio Iloganns ta
BCTaHOBUTH nepemukad CiTka.

Jianazonu komipox 6ysarome CyMIHCHI i HECYMIHCHI.

VY cyMIKHHX Jiana3oHax MiX KOMipKaMU HEMae MPOMIXKKIB 1 BiIH Ma€ popMy NMPSIMOKYTHHKA.

CyMDKHI JTiana30HU MO3HAYAIOTHCS aApecOlo JIIBOI BEPXHHOI KOMIPKH Jiarma3oHy, JTBOKPAIKOIO 1 aJIpeCcor0
MpaBoi HIDKHBOI KOMIpKH pAianazony, Hampukiaan Al:KS. CymixHi miama3oHH MOKHa TaKOX BHIIIJIUTH,
YTPUMYIOYH HATHCHYTOIO KiaBimry Shift i po3mmproroun KiaBimaMu KepyBaHHS KypCOPOM 30HY BUIIJICHHS.
HecymixHi iama3oHu CKIaAalOThCS 3 JEKUIBKOX CYMDKHHUX 1 IO3HAYAIOTHCS IXHIMU aJpecamu,
po3aieHUMH Kpankoro 3 komoro, Hampukman A2:C6;K3:K10;E2:G2. [Ins BuaiIeHHS HECyMiXHOTO
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Jiana3oHy TOTPIOHO BHUIUIMTH TEpITy KIITHHY a00 Nepmuid Jiana3oH KIITHH, IOTIM, yTPUMYIOUH
HaTUCHYTOO KiaBimry Ctrl, BUIIIUTH 1HII [iama30Hu KIITHH.
PosrastHemo iHTepdeiic nporpamu (puc. 6.2).

Taxens WenaKoro PsfoK 33ronoexa Bxnagxu Crpiuka KHOMKW KepyBaHHA

NPOKPYTKMA
SPNUKN NMCTIB T 4 /

PAOOK CTaHy

Pucynoxk 6.2 - larepdeiic nporpamu

6.1 Bukopucranas gopmyJ

Jlns  mpoBeneHHs OOYMCIEHb BHUKOPUCTOBYIOTH (opmynu. 3o00pakeHHs (OpMyIH MOXKHA
MEPersIHYTH B PAAKY (GopMmyn, a B Komipui Oyne BigoOpakaTHCs pe3ynbTaT oO4uclieHb. BBeneHHs
(dbopMyM MOYMHAETHCS 3 BBEJICHHS 3HAKa «=», 3a IKMM MOXXYTb OyTH BBezeHI onepanau. [1in onepannamu
pPO3YMIIOTh CTalli 3HAUEHHs, aJpecH KOMIPOK, iMeHa (GyHKUIA (cTaHIapTHUX a00 BH3HAYEHUX
KOpUCTYBadyeM), 3HaKH apu(PMETUUYHUX omepariil («+» 1onaBaHHS, «—» BIAHIMAHHSA, «*» MHOXXEHHS, «/»
TiNeHHs, «» migHeceHHs 10 crenens (2°3=23), «%» BiACOTOK), JOTiuHi oneparii mopiBHAHHS (>, <, =, >=,
<=, <>), a TaKOX AYKKH JUIsl BU3HAUCHHSI IOPSKY BUKOHAHHSI OTepalliid.

Baxn1Boo € MOXIJIMBICTh MEPEMIILYBaTH, KOIIIOBATH Ta PO3MHOXYBATH 3HAYEHHS Ta (POPMYIH Mif
yac MoOy/I0BH €JIEKTPOHHUX TaOJIUIIb.

Aemoszanognenns emicmy KomMipky — 11€ HOTO KOMIIOBaHHS B IOBLIbHY KUIBKICTh CYCIHIX KOMIPOK.

Cnocobu adpecayii

Anpeca KOMIpOK MOxe OyTH abCOIIOTHA BiIHOCHA, a00 3MillIaHa.

Bionocna adpeca — ue ajipeca, sika IpH KOIiOBaHHI a0o mepeMmilieHHI (GOopMynu 3MIHIOE CBO€
3HA4YEHHs a/Ipec CTOCOBHO HOBOT'O MOJIOXKEHHS (POPMYIH Y TaOJIHUII.

Abconomna adpeca — 1e aapeca, KOJIM HpU KOIMiOBaHHI abo mepeMilieHHI GopMyinH y Hii He
MOBMHHI 3MIHIOBaTH CBO€ 3HAYEHHS CTOCOBHO HOBOIO IOJIOKEHHS (opMynn y TalnMii, a MaioTh
MOCHJIATUCS Ha 3a(iKCOBaHi JaHi.

[[To6 nepeTBOopUTH BiTHOCHY aapecy Al Ha abcomOTHY, epe; HOMEPOM PSIKA 1 CTOBIIISI HEOOX1AHO
BUKOPHCTATH 3HAK $.

3miwmana adpeca — 1ie aapeca, sika BAKOPUCTOBYE KOMOIHAIIIIO BIAHOCHOI aJipecu Ta aOCOTIOTHOI 110

38



psAnKy abo CTOBITYHKY.

Hanpuxman, A$1 — npu komitoBaHHI Oyje 3MIHIOBATHCS CTOBMENb; $Al — CTOBIYUK € HE3MIHHHM,
OyJie 3MIHIOBATUCS PSIOK.

Anpecu KOMIpOK MOXXHa BBOJIMTH 3 KiaBiaTypu ab0 BHOMpATH MHUIIKOIO — TOJI ajpeca BUOpaHOi
KOMIPKH 3alHIIeThcsl B TeKCT dopmyinu aBroMatnuHo. LI[o6 oxepkatn aOCoMOTHY aapecy, HEOOX1THO
micias BuOopy ajapecu HatucHytd F4. Jlnst ckacyBaHHs MoTpiOHO HATHCHYTH F4 CTibKM pa3siB, MOKH 3HAK $
HE 3HHUKHE.

6.2 Buxopucranns maiictpa ¢pyHkKuii

Hatinpoctimmii croci6 BcTaBku (YHKINI - TOYaTH BBEICHHS KIIAIIAHHSIM Ha KHOMMI fX B psaaky
dbopmyn. Binkpuerbcs pgianor BeraBiaenHsi pyHkmii, skuii mosermye BuOip 1 BCTaBKy B (opmyiry
notpibHoi ¢ynkuii. Y coucky Karteropissi BuOupaerscs kareropis, OO0 SKOi HaleXHUTh (QYHKIISA
(Marematnuni, CratuctuuHi Tomo) (puc. 6.3). V cnucky BuGepith (yHKIIIO BKa3yeThCs KOHKpETHA

GbyHKIS.

Maremarnuni Ty
IHdpopmauinni
Crarucruuni -
Texcrosi
Kareropii ¢pyHkui
Ir)xeHepHi
Aara ¥ vac
i = Bazn paunx
Jloriyni
) ; Migcradoeka Ta
®Dinancosi

nucanaHHA

Pucynoxk 6.3 - Kateropii ¢pyHkmii

[ToTpiOHy (yHKIII0O MOKHa TaKOXk 3HAWTH 1 BCTAaBUTU B KIITHUHKY BUKOPUCTOBYIOUHU bibniomexy
@ynxyit Bknaaxku dopmy.u ne GyHKIIT npeAcTaBieH] 3a KaTeropisiMu.

6.3 @opMaTyBaHHs Ta peJaryBaHHs Ta0/Iuli Ta KOMipoK
BikHOo @opmam kaimunox n03BONsIE€ 3A1MCHUTH (opMaTyBaHHs Bciel Tabmuii abo ii yactunu. Lle
BIKHO TaKO)X MOXHAa BHKJIMKAaTH 3a  JIOIOMOTOI0  KOHTEKCTHOIO  MEHI0O  KOMIpkH  abo

Ocnosne=>Komipku=>Dopmam. 1le BIKHO MICTUTH IIICTh I'PYIl HAJAIITYBaHHS (OpMaTy.
Bknanka Yucno mictuth nepenik uncinoBux ¢opmaris (Puc. 6.4).
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3aransmunn Fopowoani

Yucnosni Bigcorkosnit

Qisancosuin
Texcrosmi

2 ara
ExcnoxenuiinHmui Aai

Apobosuit —
Pucynok 6.4 - Uucnosi popmaTu

1) yucnoBUE — MOXHA PEryJaiOBaTH KUIBKICTb JECATKOBHUX 3HA4Y€Hb, PO3MEKYBATH JJISI PO3PSIiB
qHCla;

2) TPOIIOBUI — YUCIIO 13 3HAYEHHSIM I'POIIOBOI OJJMHHMIII Ta KIJIbKOCTI IECATKOBUX 3HAUYCHbD,

3) dinancoBuit — BigoOpakae TPOIIOBI OJMHHUII 3 PO3MEKYBaUEM IiJI01 i APOOOBI YACTHHH YHCIIA;

4) nata — 103BOJIsIE BUOPATH OJIUH 13 CTaHIapTHUX (HopMaTiB BitoOpakeHHs 1aTu;

5) npoboBuii — BijgoOpakae 3HaYCHHS APOOIB;

6) BiICOTKOBHI — BiJOOpakae 3HAUCHHS BiJICOTKIB;

7) eKCIOHCHIIIaIbHUN — BioOpakae ekcrioneHnTH, Hanpukian, 0.5=5,00E-0,1 a6o 500=5,00E+02;

8) TeKCTOBI — BiIOOpAKAE TEKCT;

9) nomaTKOBHI — 3HAWTH (OPMAT 3 TIEPEITIKY 3alPOIMOHOBAHUX a00 CTBOPUTH CBIH.

Bxnanka Bupisniosanns npu3HayeHa JijIsl BAKOPUCTAHHS TaKUX J1H:

*  BUOIp FOPU30HTAIILHOTO BUPIBHIOBAHHS;

*  BHUOIp BEPTUKAJILHOIO BUPIBHIOBAHHS;

"  BH3HAUEHHS BEJIMYUHH BIJICTYIIY;

"  BHU3HAUYCHHS HAMPSMKY TEKCTY;

"  BHU3HAYEHHS PO3MIIIEHHS TEKCTY B KOMIPII B ACKIJIbKA PAJIKIB;

"  aBTOMATMYHE BU3HAYCHHS IIUPUHU KOMIPKH BIAMOBIIHO /IO 11 BMICTY;

*  00’eIHaHHS KOMIPOK.

6.4 Ipyk eaektponHoi Tadauui Excel

Jpyk enextponHoi Tabmuii Excel 3pificHroeTbes moaioHO 10 APYKY TEKCTOBOTO JoKyMeHTa y Word.
[1ig yac npyky Ha marepi BUBOAATHCA TUIBKU T1 KOMIPKU TaOJuII, /i€ € BMICT, MEX1 a00 3aJuBKa.

[Tin yac MIATOTOBKM JTOKyMEHTa 10 JAPYKY 3py4HO mpaioBatd B pexumi Iloganmuss => Maker
CTOPIHKHU, OCKUIbKU IIPU bOMY PO3MIpPH PSAKIB 1 CTOBIIIIB 3a3HAYAIOTHCS B CAHTUMETpAxX 1 Bi1oOpaxaeTbes
OpPIEHTOBHUM pe3yabTaT IPYKY.

s niocomosku enexkmpouroi mabauyi 00 OpyKy nOmpioHo.

1) BcTaHOBHUTH MapaMeTpH CTOPIHKH;

2) onTUMi3yBaTH TaOIHII0 popMaTyBaHHSM ii 00 €KTIB;

3) 00’eaHaTH Aiana30HA KOMIpOK (3a HEOOX1THOCTI);

4) BCTAaHOBUTH MEXi KOMIPOK y TaOJIHII.
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o ApyKy mOKyMEHTa MOYKHA MEpPEerTH 3a JOoToMOoror komanau ®aita => Jlpyk abo crosydeHHs
knagimr Ctrl + P.

6.6 IToHATTSI COPTYBaHHS JAHUX

Copmyeannsa oOanux — 1€ BIOPSAKBAHHS JaHHWX 3a 3pOCTaHHSAM a0o 3a crmajgaHHsM. BoHO nae
MOXJIMBICTh BIJICOPTYBAaTH CIIMCOK IMEH B aj()aBITHOMY MOPSJIKY, CKJIACTH CIUCOK IPOJYKTIB 32 PIBHEM
3amnaciB (BiJ HAHOUIBIIOrO 0 HAWMEHIIOro) abo BIOPSAKYBATH PSAKK 32 KOJbOPAMH YW IMIKTOIPaMaMH.
CopTyBaHHS JJaHUX J]a€ 3MOTY HIBUJIKO TIEPETJISIaTH JIaH1 i MOKpaIIyBaTH iX CIIPUHHATTS, YIIOPSIKOBYBATH,
3HaXOJUTH MOTPIOHI JaH1 Ta BAKOPUCTOBYBATH 1X MaKCUMaIbHO €(EKTHUBHO.

Jani moxHa copryBaTu 3a Tekcrom (Bim "A" go "A" a6o Bim "A" mo "A"), umcnamm (Bix
HaWMEHIIIOTO IO HAMOUTBIIIOro Ta BiJ HAHOUIBIIIOTO JO HAMMEHIIIOT0) 1 IATO0 M YacoM (BiJl HAWCTAPIIIOTO /10
HAMMOJIOIIOrO, BiJi HAWMOJIOIIOrO 10 HAHCTAPIIOro) B OJJHOMY a00 KUIBKOX CTOBIIIX KOoMaHiow /lawi
=> Copmysanma. Ix MOXKHAa TakoX COPTYBAaTH 3a CAMOCTiHHO CTBOPEHHMM HACTPOIOBAHHM CIIHCKOM
(manpuknan, "Benukuit", "Cepenniit", "Manenskuii") a6o 3a popmarom, 30KkpeMa 3a KOIbOPOM KIITHHKH YU
upudTy a60 HabOPOM HiKTOTpam.

6.7 DiabTpanis 1aHUX

BBectu nomryk qaHuX, SKi BiAMOB1Ial0Th MOTPIOHOMY KPUTEPIiI0, MOXKIMBO HE TUIBKH 32 JOIMOMOTO0
dbopMu manux. B Tomy BuUmagky, Kolu HEOOXiTHO 3a/JaTH KOMIUIEKCHI KpUTEpil MOIIYKY, Ha MiAMOTY
MOXyTh npuidiTi (QyHKIT ¢insTparii mporpamu EXxcel. 3actocyBanus (igbTpiB ga€ Taky mepeBary sk
MOJKJIMBICTh KOIIIOBaHHSA 1 OKpeMoi 0O0poOkM BHOpaHUX 3a jJomoMororw (iabTpiB 3amuciB. PunbTpaiis
BIJIPI3HSETHCS BiJl COPTYBaHHS: MpH (UIbTpalii 3amucH He nepeopMOBYIOThCS, a TUIBKH BiOOpaXarOThCs
Ti 3 HUX, K1 BiJTIOB1Ial0Th 3aJIaHUM KPUTEPIsM.

I3 ycix 3aco0iB ¢inbTpamii AaHUX HAHOUIBLI MPOCTOI0, JOCTYIHOK, MPUWHATHOI 1 3pYYHOIO €,
6e3ymoBHO, pyHK1ist ABTOodinbTp. [licns 3acTocyBaHHS AaHOi (QYHKIIT HAa eKpaHl BIAOOPaXKaIOThCS TUIBKU
T1 3aIHUCH, SIK1 3a/I0BOJIbHAIOTH BIIMOBIAHUM KpUTEPIsM BigOopy. Bike cama Ha3zBa QyHKIIIT TOBOPUTH MPO TE,
110 TIPW BUKJIMKY BIJMOBIIHI Orepallii mporpamMa BUKOHYE aBTOMaTW4HO. [t Toro, mo0 mepekoHaTucs B
bOMY CpoOyeMo BHKOpucTaTH KoMmaHay @inabTp Biimanku Jlawi. Ilicns HaTuckaHHS KJaBilll MUIII HA
IMeHI 11i€1 KOMaHAU B MEPIIOMY PSIIKY MOPSA 3 Ha3BOKO KOXKHOIO MOJIS 3’ SIBUTHCSI KHOIKA 31 CTPLIKOO. 3 ii
JIOTIOMOT'OF0 MO>KHA BIIKPUTH CIIMCOK, SIKUH MICTUTB BC1 3HAYEHHS TIOJIIB, SIK1 3yCTPIYalOTHCS B CTOBIIII.

KpiMm 3HaueHp moiiB, KOXKeH 13 CHUCKIB MICTUTH 1ie Tpu enemeHntu: Bcei, Ilepmi 10, Ymosa. Enement
Bce cni BUKOpHCTOBYBATH 1715 BiIOOpaXKeHHS Ha €KpaHi BC1X 3alUCIB MICIA 3aCTOCYBaHHS QUIBTPY.

OyYHKIS aBTOMATUYHOTO BIAOOpaK€HHS Ha €KpaHl NepIIuX JecATH 3aluCIB CIHCKY, SKa
aKTUBI3yeThCs BUOOpoM enemenTa llepoie 10, € o/1HIEI0 3 HOBUHOK HOBOI BepCii IpOrpamu.

OcTtaHHIN eNeMeHT 13 MepeiueHuX — eleMEeHT YMOBa. BukopucToByeTbes BiH A (OpMYBaHHS
OLTBIII CKJIaTHOTO KPUTEPIiIO BiIOOPY, B AIKOMY MOXHA 3aCTOCOBYBaTH YMOBHI oniepatopu U 1 NJIN.

KpiM posrasHyTux ¢QyHKIIH aBTOQUIBTPY, ICHYIOTh A0AATKOBI (YHKIIT po3MIUpPEeHOro QiabTpa, SKi
J03BOJISAIIOTH (popmyBaTu Oubln ckiagHl ymMoBU Bimbopy. Lli kpurtepii 3amaroTbess Oe3mocepeHbO Ha
poOoYOMY JIHUCTI.

st 3amalHs KpUTEPIiB CITil BUSHAYUTH HAa pOOOYOMY JIMCTI HMYKYE CITUCKY PSAIKH (Jiarma3oH yMOB),
sIK1 OyAyTh MICTUTH KpUTepii BimOopy. B mycTuii psamok Bu3Ha4YeHOi 001acTi Tpeba BBECTH ab0 CKOIIIOBATH
PSAIOK 3arojioBKy cmucKy. I[loTiM y po3ramoBaHi HM)KYE PSJIKM HEOOXIHO BBECTH KpHUTEpii BimOopy.
Beenenns ymoB BigOOpy ISl IEKiIBKOX CTOBIIIB OJHOYACHO BIAMOBITAa€ BU3HAYCHHIO B OJHOMY PSIKY
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nianazony yMoB (dyHkiist 1).

Jnst Toro mo6 BKa3yBaTH pi3HI KpUTepii BiIOOPY A Pi3HUX CTOBIIIIB, CJIiJ] BBOJUTH YMOBH BiOOPY
B KOMIPKH, SIKI pO3TaIllOBaHl B PI3HUX psAakax miana3ony ymoB (dyukmis MJIN). [Ipu 3aBganHi kputepiiB
MO>KHa BUKOPHUCTOBYBATH TaKOX OMNEPATOPH MOPIBHIHHS, OJJHAK HEMOXKJIMBO 3aCTOCOBYBATH 3HAK PIBHSHHS
JUTSI TOYHOT BIJIMTOBITHOCTI TOJIS 3aMKCY 3aIaHOMY KpuTepito. B mbomy Bumanky (1pu BBO 3HAKY PIBHSIHHS)
3HAYCHHS KpUTEpil0 Oylie 1HTEPNPETOBAaHO IMpOrpamMoro sk ¢opmysa, 10 MPUBEIAE 10 IMOSBH B KOMIPII
3HAQYCHHS TOMMJIKH. MK Jialla30HOM yMOB 1 CIIMCKOM, SIKMA (PUIBTPYETHCS, HEOOXIAHO 3QJIMIIUTH HE
MEHIIIE OJIHOTO MYCTOTO PSJIKA.

Konu xpurepii 3anani, Tpeba akTHBI3yBaTH Ai0 po3mupenoro ¢Ginstpy. s mporo tpeda BuOpaTH
koMmanny @iabTp => HdoaaTrkoBo 3 Bkiaaku Jlani. Ha expani 3’sButhcs niamorose BikHO Po3mmpeHmuii
¢inbTp, B sikoMy Tpeba 3a1aTu mapaMeTpH pO3MHPEHOro GUIbTPY. 30KpeMa BKa3aTu Jiana3oH KOMIPOK s
¢bineTpy (mosme McxonmHplii auama3oH) 1 KOMIpok 3 kputepismu (moje Jlmama3zon ycioBuit). BkaszyBaru
aZipecy Jiama3oHy KpUTEpIiB CIiJ 3a JOMOMOTOK BHUAUICHHS MOTPIOHOTO Miama3oHy MICNs PO3MIIIEHHS
Kypcopy B moje Jluamason ycnoBuil. He Mo)kHa BKJIIOYATH B Jiama3oH KPUTEPIiB IMYCTHH PSJIOK, SKHIMA
PO3MIIIICHUI HIKYE JTianma3oH.

6.8 IlpomixkHi nigcymkn

Ipomixcui niocymkuy — 1€ y3arajabHIOWOUl 3HAYCHHS (CyMH, CEPEIHBOTO, KUTBKOCTI TOINO), SKi
OOYHCITIOIOTHCS ISl TPYI MIPEJICTABICHUX Y MEeBHINM Tabmuii 00'€KTIB, a TaKOXK 3aci0 A OOUHMCIEHHS IHX
3HauYeHb. [IpoMiKHI MiICyMKH OOYMCIIOIOTH JIUIIE JUIsl TaONHIlb, BIOPSIKOBAHUX 32 3HAYCHHSIMH MEBHOTO
napamerpa.

[lepmr Hi)XK BCTAHOBIIOBATH MPOMDKHI MiACYMKH, CIiJ BIJICOPTYBAaTHM CHHUCOK, II00 3rpylyBaTH
PAAKH, 32 SIKAMHU MOTPiOHO MiAOUTH miacyMkH. [licns mporo Mo)xHa OOYMCIUTH MPOMDKHI MiJCYMKH JUIS
KOXXHOTO CTOBMIIS, IKUI MICTUTD YHCIIA.

Sxuro gaHi HEe MaTh (HopMaTy CIUCKY a0 SKIO MOTPIOHO BUBECTH JUIIE OJUH IMiJICYMOK, MOXKHA
CKOPUCTAaTUCh aBTOCYMOIO 3aMiCTh aBTOMAaTHYHUX OOYHCIICHb.

Jis  oOuucieHHs 3Ha4eHb MPOMDKHHMX IMiJCYMKIB BUKOPUCTOBYIOTH IiJICYMKOBY (DYHKIIiIO,
Harpukiaa Cyma (SUM) a6o Cepenne apupmernune (AVERAGE).

[TpoMiXxH1 MICYMKH MOKHA BUBECTH Y CIIUCKY 3 BUKOPUCTAHHSM JACKITHKOX THITIB O0UHCICHHS.

3aranbHi MACYMKH OOYHCIIOIOTH 3a JOKIAQAHUMH BiIOMOCTSIMHM, a He3a 3HAYEHHSIMH B pPsAKaX
NPOMDKHUX MiACyMKiB. Hanmpukian, y pasi Bukopuctanss migcymkoBoi ¢pyHkuii AVERAGE3aransnuii min-
CYMOK TOBEpPTA€ CepeHE 3HAYCHHS ISl BCIX PSAAKIB CIIUCKY, a HE IS MPOMIKHUX MiICYMKIB.

3HaueHHS MPOMDKHHUX 1 3arajJbHUX MIJICYMKIB MEepeoOYUCIIIOIOTHCS aBTOMATUYHO MICS KOXKHOI
3MIHH JOKIaIHHX BIJIOMOCTEIA.

Brnaoenns npomisicnux niocymxie

VYV HasgBHI TIpynu MiJCYMKIB MOXXHa BCTaBJISATH MPOMDKHI MIJCYMKH I MEHIIMX TIpyd. Y
HUKYCHABEJICHOMY TPHUKIA/l Yy CIUCOK, y SKOMY BXK€ € MIJCYMKH JIi KOKHOTO DETiOHY, BCTaBJICHO
MiJCYMKH ISl KOSKHOTO BHJIY CIIOPTY.

[Tepmr Hi>X BCTaBJIATH BKJIAJICHI IMICYMKH, CJIIJT BIJICOPTYBATH CITHCOK 32 BCiMa CTOBMIISIMU, IS SIKUX
MOTPIOHO OOYUCIUTHU MIACYMKH, 11100 PSAKU AJIs MAOUTTS Oyln 3rpynoBaHi.

Bukopucmanns 36edenux mabauyo.

36edena mabaruys — ue 3aci6 Microsoft Excel, skwii mae 3mory oOYHCIIOBATH ITiICYMKOBI
XapaKTEPUCTUKU Ta BOAHOYAC (IIBTPYBATH JIaHi, pO3MIIIEH]I B TIEBHOMY Jl1alta30Hi.
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CtpykTypa 3BeleHOI TaONuWIll BHU3HAYAETHCS MAaKETOM, IO MICTUTH oOnacti Cropinka, Psaaok,
Cmosneysv i /lani. Y KOXHIM 13 IHUX 00JacTel po3TaIlloBaHi 3arojIOBKM CTOBIIIIB Jiana3oHy BHUXITHUX
JaHUX.

B o6macte Cmopinka nepeTsaryloTh Ha3BH THX CTOBIIIIIB, 3a SKUMH BiIOyBaTUMETHCS (LIbTpaLlis.

B o6macti Paoox ta Cmoeéneysb NEpeTATYIOTh HA3BM THX CTOBIIIIB, 32 3HAYCHHSIMHU SKHX
MIPOBOJAUTUMETHCS IPYITyBaHHS.

B o0macte /{auwi mnepeTsAryloTh Ha3BU THX CTOBIILIB, HaJ JAHUMU SKUX 3A1HCHIOBATUMYTHCS
004K CIIEHHS.

s iX moOy10BH BUKOPUCTOBYIOTh Maticmep 36edenux mabauys i diazpam.

Maticmep 36edenux mabauys i diacpam TaKOX BUKOPHUCTOBYETHCS JUIsl CTBOPSHHS 3BITIB 3BEICHHUX
niarpam - TpadiqHOrO Pi3HOBHIY 3BEJICHUX TaOJIUIIb.

[I{o6 3amycTuTH MaiicTep, MOTpiOHO BUOpaTH KOMaHay 36edera mabauys B meHio JlaHi.

Konm maiictep BiAKpHUETHCS, IPOCTO MOTPIOHO HATUCHYTH: ['0TOBO. MOXXKHA BUTpAaTUTH OijbIle Yacy
Ha poboTy 3 MaiicTpaMm He 000B'si3k0BO. HatucHeHHs kHomku ['oTOBO moBimomiisie 1m0 oMy ciiff IiATH
CTaHJIaPTHUM YMHOM, a caMe:

* BUKOpHUCTATH JaHi 3i crircky Excel abo 3 6a3u nanux;

* MATOTYBaTH 00JIACTh MaKeTa JIJIsl CTBOPEHHS 3BITY 3BE€JI€HOT TaOIuIIL;

* BUKOPHCTATH YCi JIaHi CIHCKY;

* IOMICTUTH 00JIACTh MaKeTa 3BiTYy HA HOBUH apKyIII.

MeHI HIX 3a CeKyHAY MaiicTep MIATOTye HOBUH apKyll 3 YCiM, IO MOTPIOHO AJi CTBOPEHHS
3Be/ICHOT TaONUIll TaHUX: CHHCKOM TIOJIB 3BEACHOI Ta0NMIll, 3 AKOTO MEePETATYIOThCS €IEMEHTH, 00JIacTIO
MakeTa, J10 sIKOT BOHU MEPETATYIOThCS, 1 MaHEIUTI0 IHCTPYMEHTIB 36e0ena maodauys.

Y Choucky nojiB 3BeACHOI TaONMIll MEpelTiueHO 1IMeHa CTOBMIB BUXIJHUX JaHUX: HaIpUKIIA,
Kpaina, [Iponaseus, O6csr 30yty, [lata 3amoBnenns ta Kox 3amMoBieHHs.

KoXHOMy CTOBMIIO BUXITHUX JaHHUX BIAMOBIJIAE IOJI€ 3 TAKUM caMuM iM'sM. [lepeTsryBaHHs mojiB
31 CIIUCKY 710 00J1acTi MakeTa JJa€ 3MOT'Y CTBOPUTH MAKET 3BEICHOI TaOJIHIII.

OO6nacTe MakeTa CKJIQJa€eThCs 3 JEKIIBKOX OOMEXKEHMX paMKaMu oOiacTed, MPU3HAYEHUX JUIS
MepeTATYBaHHS TOJIB 31 cmUcKy modiB. [licims 1mboro o6iacTb MakeTa MEPEeTBOPIOETHCS Ha 3BIT 3BEIEHOT
TaOIUII

Hamucn B oOnactsx MOBIIOMIISIIOTH, KyAW CIIJ TIEpPETSAraTH JaHi i 3a0e3redyeHHs Oa)kaHoi
opieHTanii 3BiTy. Hanpuknan, sxmo nepersarayTd nosie Ilponasens 1o obnacti 3 HamucoM llepeTsrHiTh
CIO/IM TIOJIS PSIZIKIB, KOJIGHOMY TPOJIaBLEBi Yy 3BiTi OyJie BiABEIEHO OKpEMHM PSJIOK. SIKIO MEpeTsArTH IoJie
[Iponasens 10 obnacti 3 HamucoM [lepeTArHiTh CIOAM MO CTOBIIIIB, KOKHOMY IMPOJABIEBl Yy 3BITI Oyze
BiJIB€/ICHO OKPEMUI CTOBIEIb

[Ticist BCTaHOBJIEHHS BUKOPHCTOBYBAHHMX IOJIIB CJiJ] BU3HAYUTH, KyAH Ma€ OyTH MEPETSATHYTO Il
nosist. 1106 mpi3BuIlie KOKHOTO MPOJABLS Bi1oOpaxkaaocs B OKpeMoMy psKy, Hose [IponaBens Mae onuHu-
THcs B oOnacti [lepeTsarHiTh croau mois psjakiB. Koy BU BIAMYCTUTE KHOMKY MHUILI, Y MaKeT! 3'SIBISATHCS 1
Mpi3BHUIIIA.

Jns BimoOpakeHHsI CyM MPOAQXKY JJIS KOXKHOTO TMPOJABI Clija mepeTsarTu moje Oo6csr 30yTy o
obmnacTti 3 HanucoMm llepeTsrHiTh ctoau enemMeHTH AaHuX. [[o 1iei 06macTi 3a3BUYail MEPETATYIOTh YUCIIOBI
naHi, ockutbku Excel aBTomaTanHO migcyMmoBye BMICT 1iei obmacti. [TigcyMmkoBi mudpu BioOpakatOThCs y
3BiTi. Konmu momne O6¢csr 30yTy Oyae mepeTsarHyTo a0 00JacTi Il €JIEMEHTIB JaHHUX, 3aMICTh KOJIbOPOBHX
paMoK 00J1acTi MaKkeTa 3'SBUTHCS TOTOBHM 3BIT 3BEACHOT TaOIHIII.

6.9 Pobora 3 niarpamamu
43



Miaepama - tpadiuHe NpeACTaBICHHS YHCIOBUX JaHUX JIHIWHUMH BiApi3KamMH, KPUBUMU abo
T€OMETPUYHUMH (Dirypamu, 1o J03BOJISE IIIBUIKO OIMIHUTH CIiBBIIHOMIEHHS KUTPKOX BEJIMYHMH.

JliarpaMa CTBOPIOETHCSI Ha OCHOBI JaHMX, AKI MICTAThCA B TaOnuii Ta 30epirae 3B'a30K 3 Hero. [Ipu
3MiHI JIaHUX B TaOJIMIII JAlarpaMa aBTOMAaTHYHO 3MiHIOEThCS. BoHA MOXe po3TanioByBaTHCs HA TOMYCaMOMY
apKy1i, 1o 1 TadauIs, ab0 Ha OKPEMOMY apKYIIIi.

OcHosHi enemenmu diacpamu.

1. Obaacms no6y006u — 001aCTh, B K1 pO3MIIIYIOTHCS BCl €JIEMEHTH Jliarpamu.

2. Obaacmo diacpamu — 00JIacTh JllarpamMu, 0OMeKeHa OCSIMH, SIKa MICTUTD PSIIM TaHUX.

3. Psaou Oanux — HaOip TOB'I3aHUX MDK COOOI0 YHCIOBHX JaHUX, IO BiJOoOpakaroThCS IIO
BEPTUKAJIBHIA OCI JiarpaMd y BHIJISAI CTOBIIIIB, CEKTOPIB TOIIO. 3a3BHYail y BUXIAHIN TalmuIll
pO3TaIlloBaHi MO psiAKax.

4. Kamezopii — 3a3BU4ail Ha3BU JIaHUX, 1110 BiIOOPAKAFOTHCS T1i]] TOPU3OHTAILHOIO BICCIO Jiarpamu.
3a3Bryail y BUXiiHI{ TaOIUIl pO3TAIIOBaH1 MO CTOBMIISX.

5. Oci — ninii, mo oOMEXYIOTh 00JIaCTh JlarpaMu 1 MalOTh MOAUIKH 31 3HAYEHHSMHU OOpaHHX
onuHue BUMIpy. ['opuzoHTanbHa och (ock X) BiAmoBigae kareropisiMm. BeprukambHa och (ochk V)
BIJINOB1/Ia€ 3HAYCHHSAM JIaHUX B KaTeropisx. ¥ TPUBUMIPHHUX JiarpaMm € TpeTs och (OCh Z), sSKa 3a3BUYAH,
BIJIMIOBiAA€ Yacy.

6. Jlecenoa — rpadiuni 300pakeHHA Ta MIAMHCH, K1 BIAMOBIIAIOTH KATEropisM 1 MOJETIIyIOTh
YUTaHHA Jiarpamu.

7. Hazseu — Tekcr, sikuii BimoOpakae Ha3By Alarpamu abo OCei.

8. Ilionucu 0anux — 3HAYEHHS PSI/IIB JAHUX B TICBHUX KATErOPisX, MOJICTTIIYIOTh YAUTAHHA JAlarpaMu.

9. Jlinia mpendy — rpadix QyHKIII meBHOro BuAy (JiHiKMHA, JorapudMiyHa, cTaTeyHa TOIIO)
OTpUMaHHH B pe3yibTaTi 00pOOKH JaHUX PAOY METOAOM HAMEHIIUX KBaJApaTiB, JO3BOJIIE HAOYHO YSBUTHU
TEHIEHINIO 3MIHU JaHUX.

Ilo6yoosa diacpamu

[Io6 nouyatu nmoOy0BYy AlarpamMu HEOOX1AHO Ha BKIaAUl Bcmasnenns B Tpymi [Jiaepamu HaTUCHYTU
KHOIIKY TPUKYTHHUK IpaBOpyY BiJ MIHIaTIOpU OyIb-sKOi Jiarpamu. BilKpueTbcsi KOJeKIis pi3HOBUIIIB
0o0paHOro TUIY JllarpaMy, 3 KOi He0OX11HO BUOpATH MOTPiOHY.

Ane, mepm 3a Bce, HEOOX1OHO BuOpatu TuUn pgiarpamu. Ilpomo3uiii Mo)KHa MEPETJISIHYTH
HaTHUCHYBIIIU KHOTIKY Pexomenodosani diazpamu.

Biakpuetscs mianor Bemasnenns diaepamu Bkianka Pexomendoesani diacpamu e Ipu BUOOP1 THUITY
Jiarpamu ciiiJ] KepyBaTucs MIpKyBaHHSIMUUU HaO1JIbII HAOUHOTO NIPEICTABICHHS MEBHUX IU(PPOBUX JTaHUX
JiBOpYyY OyJie TMPEACTABICHO JEKUIbKA TUIIB PEKOMEHIOBAHUX JlarpaM, cepela sIKUX HeOoOX1THO 31HCHUTH
BUOIp. Jns Toro mo6 3M1HCHUTH yCBIIOMIIEHUN BUOIp, MOLUIBHO O3HAMOMUTHCS 3 MPU3HAUYEHHSM PI3HUX
THUIIIB JllarpaM 1 yMoBaMH iX 3aCTOCYBaHHS.

MipkyBaHHs 1010 BUOOpPY THNY JiarpamMu. Bci AOCTymHI TUNM AiarpaM HaBOZISATHCS B Jianiosl
Bcmaesnenns oiacpamu, sikuii BIIKpUBAETHCS MICHS KJIALlaHHS MO TPUKYTHHUKY Yy HIDKHIM MpaBiil 4acTUHI
posniny Hiacpamu, abo KiIallaHHAM MO BKJIAAUi Yei aiarpamm B fianosi. Y BiKHI Ha MaHeNl JiBOPYY
BiJOOpaXxaroThcs JOCTYIHI THIM Jiarpam, a JiBOpyd BioOpa)kaeTbcs KOJIEKIIs MiHIaTIOp Jiarpam
BUJIIJICHOTO THITY.

MosxauBuii BUOIp HACTYITHUX OCHOBHUX THUIIIB Jllarpam:

» Cmosnuacma - 1uW(}poOBI maHI BINOOPAKAIOTHCA Y BHIJSAAI BEPTHKAIBHUX 300pakeHb:
MPSIMOKYTHUKIB 200 CTOBMYMKIB. BUKOPHUCTOBYETHCS Ui TOPIBHSHHS 3HAY€Hb DPI3HUX KaTEropid, KOJIH
MOPSIIOK KaTeropid HEeBaKIIMBHIA,
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» [pagix - naHi BiIOOPaKAIOTHCSA y BHUTJSAII OKPEMHUX TOYOK, sIKI 00'€THYIOTHCS JIHISIMH PI3HUX
TUIB. BUKOPUCTOBYETHCS A BiOOpaKeHHST TEHICHIIINA MPOTITOM MEBHOTO 4Yacy (I€Hb, THXKIEHBb TOIIIO),
a00 KOJIH MOPSZIOK KaTEropii 4 TOYOK JaHUX € BAKIIMBHM;

» Cexmopna - aHi MOJNAIOTHCS y BUIJISI CEKTOPIB KoJia. BUKOPUCTOBYETHCS Ui BimoOpaskeHHs
MIPOTOPIIIHA IIIJIOTO;

» [icmoepama - anHanoriuHa CTOBMYACTiH, aie 300paKEHHsI PO3TAIIOBYIOTHCS TOPH3OHTAIBHO,
BHKOPHUCTOBYETHCS JIJIs TTOPIBHSHHS 3HAYEHb PI3HUX KAaTETOPi KOJIM jJiarpama BifoOpakae TpHBAIICTh abo
KOJIM TEKCT KaTeropii TOBrUii;

» 3 obnacmamu - ananoriuna I paghixy, ane o6JacTi po3TalIOBYHOTHCS IMiJT JiHIIMH 1 BUIIISIOTHCS
PI3HUMH KOJIbOPaMHU;

» Touxkosa - Ha pniarpami BiJOOpakarOTbCSA OKpeMi TOUYKH 3 TO3HAYCHHSIM KOOpAMHAT X,
VY - BUKOPUCTOBYETHCS JIJIsl B1IOOpayKEHHS 3B’ S3KIB Mk HA0OpaMH 3HA4YECHb;

» [logepxusa - noniona I paghixy, ane naHi BioOpaxatoThCs Y BUIIIAI TPUBUMIPHOI TOBEPXHI;

= pipoicosa - BinoOpakae MiHIMaIbHI 1 MaKCHUMaJIbHI IIiHM, a TaKOX I[iHH Ha MOMEHT 3aKpHUTTS
TOPTiB;

» Consaune npominns - Haragye CeKTOpHY JliarpaMy, aje B LIEHTP1 BOHA Ma€ OTBIp;

»  [lentocmkosa — nani BimoOpaxarThCs BIATHOCHO IIEHTPAIIBHOI TOYKH, a HE 010 ocel X, VY.

= Kombinoeana — pAiA JaHUX TPEICTABISIOTHCS KOMOIHAIIIEI0 Pi3HUX THITIB Jiarpam.

dopmaTyBaHHs JiarpaMy MPOBOJUTHCS KOMaHIAMH, PO3TAIIOBAHMMH Ha KOHTCKCTHHX BKJIQJIKAaX
Koncmpyxkmop 1 @opmam, K1 aBTOMaTUYHO CTAIOTh IOCTYITHUMH BiApa3y 3 BUIIJICHHSIM JliarpaMu.
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TEMA 7
3ACTOCYBAHHS TEXHOJIOI'TH NOBYJJOBHU NMPE3EHTAIIM POWER POINT

7.1 3arajpbHa XapaKTepPUCTHKA KOMIT' IOTEPHHUX NMpe3eHTalii

Komm'totepHi mpe3eHTalii € OJHUM 3 THIIB MYJIbTUMEAIHHUX mpoekTiB. Komm'iorepHi npe3eHTaii
94acTO 3aCTOCOBYIOTBHCS B pEKJIaMi, IPU BHUCTYNMaxX Ha KOH(EpEeHIsIX 1 Hapagax, BOHU MOXKYTh TaKOX
BUKOPHCTOBYBATHCS Ha YpOKaX y MpoIeci MOSACHEHHs MaTepiary BUMTEIeM a00 JONOBICH yUHIB.

Ilpesenmayin — 1e ypoducra my0iiuHa JEMOHCTpAIlisi HOBOTO TOBapy, BUpoOy M TexHojorii. Bona
MOJK€E CYNPOBOKYBATUCS KOPOTKMM BUCTYIIOM aBTOPIB UM iXHIX HMpPEACTaBHUKIB PO TBip Y BHUPIO.

Komn tomepua npesenmayis — ne aity, Skuii MICTUTh claiau abo Bifco 300pa’kKeHHs MPO TEBHI
00’exTn un moAii. Ha Kko)xHOMY citaiifii MO’KHA PO3MICTUTH JTOBUIbHY TEKCTOBY 1 rpadiuny iHpOpMaIito.

[TpuknaaHi mporpaMu, NpU3HAYEHI I CTBOPEHHS KOMIT IOTEPHHUX IPE3CHTAllil, Ha3HBAIOTHCS
cucmemamu OnNpay08ants npezeHmayii abo pedakmopamu npe3eHmayii.

3a cnoco6om opramisawii

Online cepsicu gns Buaw npesextayin AnFX Visual Design
Spresent CTBOPEHHA
nepesenTauin Virtual Tour Bulide

32 HANPAMOM AIRALHOCTI KOpNOpaTvEH

Pucynok 7.1 - KoM’ torepHi npe3eHTarii
7.2 Iporpamumii 3aci6é 1Js crBopenHs npe3enTamniii Microsoft PowerPoint

OnHuM 13 3ac00iB CTBOPEHHS Ta JIEMOHCTpaIllii npe3eHTauiil € nmporpama Microsoft PowerPoint, sika
J1a€ 3MOTy, 30KpeMa, BUKOPUCTOBYBATH Y MPE3CHTALlll MyIbTUMEAIHHI €PEeKTH.

Microsoft PowerPoint — 11e mporpaMHuii 3aci0, 1mo BXOJuTh 10 ckiaxy Microsoft Office, i siBisie
coboro rpadiuyHMil makeT MiJArOTOBKHM Mpe3eHTauid. B mporpami kopucTyBaueBi MPOMOHYETHCS BEIMKHIMA
Habip MOXXJIMBOCTEH POOOTH 3 TEKCTOM, 3ac00aMM CTBOPEHHS PUCYHKIB, MOOYIOBM JiarpaM, CTaHAAPTHI
uTrocTparii Too.

Jlanuii mporpaMHUN TPOIYKT Mae JPYXKHIH i1HTepdeic i M03BOJIIE y HAWKOPOTII TEPMiHU
MPEACTABIISITH TE€3W BUCTYITY, KPACHBO X OOPMITIOBATH, CYIPOBOIKYBATH HEOOX1THUMH LTIOCTpaIisIMH. 3a
JOTIOMOT'OF0 ITi€T IPOTPAMH 3PYUYHO MPECTABISATH Pi3HI 00'€KTH, TPOBOIUTH JEMOHCTpAITii.

[Tporpama PowerPoint qo3BoJsie:
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= CTBOPIOBATH KOMIT FOTEPHI NMPE3CHTAIIIT;

" pemaryBaTH Ipe3eHTallii, TOOTO BHOCUTH 10 HUX 3MiHU;

= ¢dopMmaTyBaTu mpe3eHTallii, TOOTO 3MIHIOBATH X 30BHIIIHINA BUTJISI;

® po3MINTyBaTH HA CIAKl TEKCT, TpadidHi 300pakeHHS;

" JI0AaBaTH JO CJAMIIB 3BYK 1 Bi/ICO;

" HaJalTOBYBAaTH €()DEKTH aHIMAIlii,

" JIpYKYBaTH CIIAHJM TPE3CHTAIli] JUIsi BAKOPUCTAHHS SIK PO3/IaBAIBHUIN a00 JOBIAKOBHI MaTepial.

MaHens WenaxKoro PsooK 3aronosxa Bragku Crpiuka 3 KHOMKN KepyBaHHsA
BIKHOM

/

/ 3aronosoK cnainpga
Nigsarososcx craigs

Cnaiigun
e A
PSIOK CTaHy Hotatku 3mina Macumaby

Pucynok 7.2 - Intepdetic Microsoft PowerPoint
7.3 Po6oTa 3i ciaiinamu npe3eHraii

Hooasanns, nepemingenHss ma @uoanieHHs ciarioie

€auHuil cnaifl, KU ICHYe Ha MOYaTKy poOOTH HaJ MpEe3eHTall€r0, MICTUTh ABI paMku. [lepmia 3

UX paMOK Mae€ (I)OpMaT 3aroJIoBKa, a aApyra — HiI[SaFOJIOBKa. POSTaI_HyBaHHSI paMOK Ha cnaﬁz[i 3BCTHCA

makeT. ¥ Office PowerPoint 2016 Takox € iHII TUOM paMoK, 30KpeMa paMKH JUIsl PUCYHKIB 1 rpadiku
SmartArt.

Jonaroun 1o mpe3eHTauii HOBUH crlaifj, IJii HbOTO MOXKHa oJpa3y BHOpatu Maker. [l mporo

BUKOHAITE Taki Jii.

1. Ha sxnanui Cratiou KJIAIHITE MICIE MiJl EAUHUAM CIIAH0M, y)Ke MPUCYTHIM y TIpe3eHTAIll].

2. Ha Bxnammi Ocrosre y Tpymi ClIadau KIAMHITE CTPUTKY MOPYY 13 KHONIKOI0 Cmeopumu caatio.
3'IBUTHCS KOJIEKIiS 3 €CKi3aMH PI3HOMAaHITHHUX JIOCTYITHUX MAKETiB CJIaiiB.

1. Ha3Ba K0’)XHOTO MakeTa BKa3ye Ha BMICT, JUI SIKOTO HOTo po3po0IIeHO.

2. Pamku, B IKMX BiJOOpaxar0ThCs KOJIbOPOBI MIKTOIPaMH, MOXKYTh MICTHTH TEKCT, ajle, KIallHyBIIH

11l MKTOrpaMH, TAKOK MO>KHA aBTOMAaTUYHO BCTABJIATH 00'€KTH, 30KpeMa pucyHku SmartArt i kapTuHka.

3. Knaunite Maker, sikuil noTpiOHO 3aCTOCYBAaTH 10 HOBOTO ClIaiifia.
Hoguii cmaiin 3'sButhes Ha BKIaA Cratiou, e oro Oyae BimoOpakeHO K MOTOYHHM, 1 B 00J1acTi

Cnaiio. TToBTOPITH i 11ii CTUIBKY pa3iB, CKUTLKH HOBUX CJAi/IiB MOTPIOHO JOJATH.

S0 HOBUH Cllaii]] MTOBUHEH MaTH OJHAKOBHH 13 TIOMIEPEIHIM CIAiIOM MaKeT, MOKHA MTPOCTO

HaTHCHYTU KHONIKY CTBOPHMTH cJaiil, HEe KJIallalouu CTPUIKY O1ist Hed.

Busnauenns nompionoi xinekocmi ciaiioie
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[[To6 oOpaxyBaTH KUIBKICTH CIIAiAiB, MOTPIOHUX IS TIPE3CHTAaIlli, 3p0o0iTh KOHCIEKT MaTepiaiy,
SIKAW BU Oa)kKaeTe BUKJIACTH, a TTOTIM MOJLIITh MaTepiasl Ha okpemi ciaiau. [ToTpiOHO cTBOpUTH TPUHANMHI:

* TOJIOBHUU TUTYJIBHUN CIIANI;

* BCTYITHUU CJaiij], Ha SKOMY MEepeiueHO OCHOBHI Te€3HW a00 pO3JIUIK Ipe3eHTallii;

* 110 OIHOMY CIJIaliTy JJisi KOKHOI Te3u abo po3/iny, HaBeIEHUX Ha BCTYITHOMY CJIai/Ii;

* MiJACYMKOBHUH ClIaii]], Ha SKOMY IOBTOPEHO CIIMCOK OCHOBHHX Te3 a00 po3/iIiB Mpe3eHTallll.

Kepytounch mumu mpaBujiaMu, SIKIIO Y Mpe3eHTallil MoTpiOHO BHCBITIMTH TPU OCHOBHI Te€3U a00
MUTAHHS, CJIIJ 3aIJIaHyBaTH IIIOHAWMEHIIIE IICTh CIAWAIB: TUTYJIBHUN ClIaiid, BCTYTHUHN Claiia, TpU ClIau
JUTSl TMTaHb 1 TACYMKOBUH ClaiI.

Skmo Oyap-sike 3 mUTaHb a00 PO3ALTIB Ipe3eHTallli MoTpedye BEIMKOTO 00CITy MaTepialy, MOKHA
CTBOPUTH JJIs LILOT'O MaTepialy MIATPYIy claiiiiB 3a TAKOI CaMOI0 0a30BOI0 CTPYKTYPOIO.

Bi3bMiTh 10 yBaru dYac, MpOTATOM SKOTO KOKHUM Claia Mae BigoOpakaTHUCS I ayauTopii.
3a3BHYail CTaHAAPTOM BBKAETHCS TPUBAIICTH IMOKA3y KOKHOTO ClIaiia JBI—TI'SITh XBUJIHMH.

3acmocysanus 0o craiioa H08020 mMakema

[11o0 3MIHMTH MaKeT HasIBHOT'O Cllaiija, BUKOHAWTE TaKi Mil.

1. Ha sxnanui Cratiou KIalHITh Clai, 10 SKOro NOTPiOHO 3aCTOCYBaTH HOBUI MakerT.

2. Ha Bxnaaui Ocnogne y rpyni Cnatiou HaTUCHITh KHONIKY Maxem 1 BUOepiTh NOTPiOHUI MakerT.

Skmro 3acTocyBaTH MakeT, B SIKOMY HE BHCTa4a€ PaMOK HAJCKHOTO THUITY JJISi BiJIOOpaKCHHS BXKE
HAsSBHOTO Ha CJaii/ii BMICTY, ISl IbOTO BMICTY Oy/ie aBTOMaTUYHO CTBOPEHO JOJIATKOBI PAMKH.

Koniwesanns cratioa

Sk11o noTpiOHO CTBOPUTH JIBA CHAaiiaM 3 MOAIOHUM MaKeTOM 1 BMICTOM, MO>KHA 3a0L[aJIUTH 3yCUILIS,
CTBOPHUBIIM OJUH Claija, SKUM MICTUTh yce (opmaryBaHHS Ta BMICT, CHUIBHHM [Js 000X claiis,
CKOTIIOBATH IIe¥ claiij, a moTiM J10AaTu A0 000X KOMil yHIKallbHI €JIeMEHTH.

1. Ha Bknaaumi Crauodu KIAIHITH TPaBOI0 KHOMKOK MUII CIaij, SKUWA MOTpiOHO CKOMitOBaTH, 1
BUOepiTh KoMaHAyKoImitoBaTH B KOHTEKCTHE MEHIO.

2. He 3amumaroun Bkiaaky Craiiou, KIalHITh NMPaBOIO KHOIMKOIO MHUIII MiClle, HA SIKOMY MOTpPiOHO
BCTaBUTHU HOBY KOIIiIO claiifia, i BUOEPiTh Y KOHTEKCTHOMY MEHIO KOMaHy Bcmasumu.

Komiro craiiia Tako MO>KHA BCTaBUTH 3 OJIHI€T MPE3CHTAIII] B 1HIITY MPE3EHTAIIIIO.

3minenns nopsoky ciaidis

Ha Bknaaui Craiidu KiauHiTh Clail, sSIKHA MOTPIOHO NMEPEMICTUTH, 1 MEPEeTATHITh MOro Ha HOBE
MicIe.

[I{o6 BUOpaTH KijbKa Clai/IiB, KJIAIHITH OJWH i3 HUX, HATHCHITH KiaBimy CTRL i, yrpumyroun ii,
KJIAIHITh PEUITY caiiB, siKi HOTPIOHO MEPEMICTHUTH.

Buoanenns cnatioa

Ha Bxnaaui Caaiiim KIanHITh NpaBol0 KHOMKOI MUIIL ClIaiif, sIKuil HOTpiOHO BUIANINTH, 1 BUOEPITh
KOMaHIyBumanutu ciaityy y KOHTEKCTHOMY MEHIO.

Jlooasauns ii hopmamyeanns mexcmy

Cepen ycix THITIB BMICTY Ha claiiiax mpeseHTarii PowerPoint Haituacriiiie BAKOPHCTOBYETHCS TEKCT
— y 3aroJIOBKax, HAIMCAX 1 CIIHCKaX.

[[{o6 momaTu TEKCT 10 Clalay, KIAMHITH PaMKYy, 0 SKOi MOTPIOHO JOJAaTH TEKCT, a MOTIM BBEIITh
a0o0 BcTaBTE MOTPIOHUI TEKCT.

DopmamysanHs MapKo8AHUX CNUCKIG

VY neskux pamkax, ajge He B yCiX, TEKCT aBTOMaTHYHO (opMaTyeThCs K MapkoBaHHi crnucok. Ha
BKaai OcHosHe y Tpymi Ab3ay BUKOHANTE TaKi fii.
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[[To6 mepeTBOpUTH MapKOBaHUH CITMCOK HA TEKCT 0€3 MapKepiB a00 HaBMaKW, BUAUIITH MOTPIOHMI
TEKCT 1 HAaTUCHITh KHOTIKY Mapkepu.

1100 3MIHMTH CTHJIb MapKepiB y MapKOBAaHOMY CIHCKY, KJIAIHITh CTPLIKY Ou1st KHOKK Mapxepu, a
MOTIM BUOEPITh NOTPIOHUH CTHJIb.

I{i 3MiHM TaKOXX MOYXHa BHECTH 3a JOTIOMOTOI0 MiHINAHE]l IHCTPYMEHTIB — 3py4YHOI HEBEJIHMYKOT,
HaITiBIIPO30pOi NaHe Il IHCTPYMEHTIB, SIKa 3'IBISE€THCS, SIKITO BUAUTMTH TeKCT. [1{00 MiHimanens crana qoope
MMOMITHOIO, HaBEJiTh BKAa31BHUK MUII Ha Hei. KiamHiTe Oyab-sKy KOMaHy Ha MiHIMaHeNl 1HCTPYMEHTIB,
100 CKOPUCTATHCS HEIO.

MiHina"enb 1HCTPYMEHTIB TaKOXX MOXHA BIJKPUTH, KIAIHYBIIM TPaBOK KHOIKOK MHUIII
HEBUJIIICHUN TEKCT.

3minenHs 8uensady mexcmy

Icaye GaraTto croco0iB 3MIHMTH 30BHIIIHIM BUTJISI TEKCTY Ha CHali — MOYMHAIOYHM BiJ MPOCTUX
KoMaH/ Ha BKJIaaui OcHogne nnst opMaryBaHHS MIPUDTY, CTUIIO, PO3MipY, KOJIBOPY Ta MMapameTpiB ad3aiy
i 10 ckinaaHimux QyHKIINA, 30KpemMa aHiIMyBaTH a00 MEepEeTBOPEHHS Ha PUCYHKH SmartArt.

Jlooasarns nomamok 0713 0onogioaua

Sxmo Ha cnaiai HagTo Oarato TEKCTy, BiH CTae CKIAAHUM JJig PO3YMIHHS W BiBOJIKae yBary
KOpHCTyBada. AJie K 3amam'siTaTi Ta JOHECTH JI0 cyXadiB iHpopMallito, He BUBOSYH ii Ha crai?

PimmeHHsAM L€l AUIeMH € HOTaTKM JOIOBIigava, SKi MOKHA BBECTH B oOyiacTi HoTaTku Ij19 KOKHOIO
cnaiija. Hotarku narooTh 3MOry 3BUIBHUTH CIAWIM BiJ HaAMipy Marepialy, BOJHOYAC HAraayrouu, IO
MOTPiOHO BUKJIACTH ITiJT Yac Mpe3eHTaIlii.

Haaro moxmamuuii TekcT MoxHa B Oynb-KHl MOMEHT BuUpi3aTH 3 oOmacti Craiid 1 BCTaBUTH B
obnacte HoTatku, o0 30epertu 1oCcTym 10 HbOTO.

Hotarku nonosijjaya MokHa po3apyKyBaTH Ta 3BepTaTHCs A0 HUX Iia 4yac mpeseHTtauii. Kpim toro,
skmo moka3 mpesenrarii Office PowerPoint 2016 BHKOHYEThCS 3 OJHOTO MOHITOpa (HANMpUKIaa, Ha
moAiymi), a risiadi 6ayaTe WOTO Ha IPYroMy MOHITOPI, Y PEKUMI JIOMOBIJa4a MOKHA B1JOOPa3UTH HOTATKH
JIMIIIE HA MOHITOPI JI0TIOBIJjaua, MPOA0BKYIOUHX MTOKa3 Ha APYroMY MOHITOPI.

7.3 3acTocyBaHHs /10 pe3eHTaLii 0opMIeHHSs

Joci My 3aiimanucs auine BMICTOM Ta Horo posramryBaHHsAM Ha chaiiai. Temep mepeitnemo 1o
3arajlbHOTO BUIVIAJY Ipe3eHTalii. SIkuil BizyanpHUI cTib BaM moTpiOeH? SIke BpakKeHHS Ma€ CIPaBISATH
Ipe3eHTallis], 1od OyTH 3p03yMIJIO0 Ta MPUBAOIMBOIO IS TISAAYIB?

Y Office PowerPoint 2016 mnpomoHyeTbcs MUPOKHIA BUOIp TeM OMOPMIICHHS, SKi MOJETIIYIOTh
3MIHEHHS 3arajlbHOTO BUTJISAY MTpEe3eHTAIl].

Tema — 1ue 310paHHsl eleMeHTIB OQOpMIEHHS, AKi 3a0e3MeuyloTh XapaKTepHHU, Y3roJKeHHM
30BHIIIHIN BUMIISAA ycix AokyMeHTiB Office 3aBAsku BUKOPUCTaHHIO CIELIAIbHHUX CIIOIYYE€Hb KOJIbOPIB,
mpudT 1 edexTiB.

Office PowerPoint 2016 aBromatuuHo 3actocoBye Temy Office mo mpeseHrariiii, cCTBOpeHHX 3a
mabionoMm «HoBa npe3enTaris», ajge MoXHa B Oy/1b-SKHIi Yac 3aCTOCYBAaTH 3aMICTh HEl 1HIILY TEMY.

3acmocysanns inwoi memu 0o npezenmayii

Ha Brnaani Konctpykrop y rpyni Temu KIaiHiTh TeMy T0KYMEHTa, SIKY MOTPIOHO 3aCTOCYBATH.

PexomenTariii mo po6oTi 3 TeMaMH:

» [I[o6 mobaunuTH, K BUTVISIAATUME MOTOYHUN CIIAl] MICJISI 3aCTOCYBAaHHS NEBHOI TEMH, HABEIITh
BKa31BHUK MHUIII HA €CKI3 1€l TEMU.

= [I{06 meperasHyTH €CKi3u JOJATKOBHUX TEM, KIAIHITh CTPLIKH MTPaBOPYY BiJ Psi/iKa €CKi3iB.

49



» Sxmo He Bka3zaHo iHIe, Temu B Office PowerPoint 2007 3acToCOBYIOThCS 10 BCi€T TIpe3eHTallii.
106 3MIHWUTH BUTJIA JIMIIE BUAUICHUX CIAWiB, KIaHITG Ha BKiaai Croaiaum Ko)KeH MOTpiOHUMA Ciaiin,
yrpumyroun HatucHyToro knaBinry CTRL. Konu cnaiinu Oyne BUIIsIEHO, KJIAIHITh TPaBOO KHOMKOK MUIIT
MOTPiOHY TeMy Ta BUOEPITh Y KOHTEKCTHOMY MEHIO KOMaH/Iy 3aCTOCYBATH JI0 BUIJICHUX CJIAl/IiB.

* SIKmo 3roJoM BH BHPIIIMTE BHUKOPHCTAaTH IHIIY TEMY, MPOCTO KIALHITH L0 TeMy, 100
3aCTOCYBATH Ti.

7.4 Animanisg 00’eKTiB Ha caaigax

OcHoOBHe MpU3HAYECHHS aHIMaIlli — CTBOPEHHS NEPeayMOB JJis NOTIHOICHOrO PO3yMIHHS MaTepiany
npeseHTaii. JlocarueHHs 1iei MeTu 3a0e3MmevyeThCs JOTPUMaHHIM MEBHUX MPABUIT:

= 00’eKT Mae 3’SIBUTHUCS Ha CJIANIl TUTBKHU TOJ1, KOJH PO HBOTO #J1e MOBA;

" KOO HA CJIalJi pO3MIIIEHO KiJIbKa 00’ €KTiB, TO TOM 00’€KT, HA SKUN 3BEPTAETHCS yBara, MOBUHEH
BHJIUTATHCS, HAITPUKJIIA], 3MIHIOBATH KOJID;

" I TOSICHEHHS TMPOIIEeCiB, sKI MependavyaroTh 3MiHY IOJOXKEHHS O0’€KTIB y MpOCTOpl 1 yaci,
HeoOX1HO 3aCTOCYBaTH MEPEMIIIEHHS 00’ €KTIB IO chaiiay;

" SKOIO0 HAsBHICTh 00’€KTa Ha claial He € 00OB’SI3KOBOIO, TO 1€l 00 €KT MOLIIBHO BUIYYUTH 3i
clanpa;

" JUIS OAHOTO 1 TOrO caMoro 00’€KTa MOYKHA MOCTIIOBHO 3aCTOCYBAaTH KUIbKa aHIMAIIHHAX e(eKTiB
HATHCKAHHSAM KHOIKH /[o0amu animayiio;

" aHiMallisl € BIACTUBICTIO, IO MOXe OyTH MpUBIacHEeHa Oy/b-IKOoMY 00'eKTy a0 0JIHOYACHO TPYIIi
00'exTiB mpe3eHTalii. Buainena rpyna o0'exTiB abo 3rpynoBaHi 00'€eKTH CIPUHAMAIOTHCS W aHIMYIOTBCS SIK
OJHE IIiJE;

" JOLUIIBHO JOTPUMYBATUCS TMEBHOi IOCIIJOBHOCTI 3aCTOCYBaHHSA aHIMAIiliHUX  e(eKTiB,
HAMPUKIAJ, 00’ €KT HEe MOXKe MepeMiIIaTucs Mo claiay 10 TOro, sIK BiH Ha HbOMY 3’ SIBUTHCA.

Bceboro B PowerPoint nepeabaueHo 4oTHpH Ipymy aHIMALiitHUX eeKTiB:

1. Bxio - edextu nosiBM (BX0/y) 00’€KTa Ha CIaii.

2. Buokpemnenns - epexTy 3MiHH 00’ €KTa (HAITPHUKIIA]I, 3MiHA KOJIBOPY a00 po3Mipy) Ipu

BUJIJICHI HOTO MUIIIEIO.

3. Buxio - edexkTr BUJAICHHS (BUXO/AY) 00’ €KTa 31 CITaiiTy.

4. llnaxu nepeminenHs — NUISIXY TIEPEMIIIEHHS 00’ €KTa O CIIalTy.

Jns Bcix aHIMalmiMHUX e(eKTIB BUKOPHCTOBYIOTHCS OJHAKOBI TNPUHOMHM 3aCTOCYBaHHS Ta
HACTPOIOBaHHA. TOMY J€TaIbHO PO3MITHEMO 3aCTOCYBaHHS €eKTiB rpynu Bxio.

[Tepmr 3a Bce MOIITBHO CTBOPUTH KOMQOPTHE cepenoBuiie st podotu. s Toro mobd oTpumaru
JIOCTYII JI0 BCIX HEOOXITHUX 1THCTPYMEHTIB, HEOOX1THO aKTUBYBATH BKIAAKY AHiMayis, a HA caMiid BKJIAIII B
rpymni JlonaTtkoBi napamMeTpu aHimarlii KIauHyTd KHONIKY Obracmb aHimayii.

Slkmio Ha ciaiial BXKe € aHIMOBaHI 00’€KTH TO BC1 BOHH OYyIyTh BiloOpakeHi B 00JacTi aHIMaIii y
TOMY MOPSIIKY, y sikoMy Oyne BinOyBaTucs iX aHiMmauis. [lopsgok epexTy BKa3yeThCsi HOMEPOM JIIBOPYY BiJ
Ha3BU 00’ekTa Ha chaiai. [lopsmok aHimallii Mo)kHa 3MIHIOBAaTH KHOMKaMu Pawuiwe, adbo Ilizniwe B Tpyti
Xponomempasi abo B 067acTi aHIMAITI].

[[{o6 mBHAKO OpPIEHTYBATHCS B 3aCTOCOBaHMX edeKTax aHiMarlii, 0e3mocepeaHbO Iepes] Ha3BOIO
00’€KTa BKA3yEThCS X yMOBHA IMO3HAYKa Yy BUTJIAJI 31POYKH MEBHOTO KOJBOPY. 32 HA3BOIO 00’€KTIB TUM
CaMUM KOJIbOPOM BiI0OPaKaIOTHCS MIPSIMOKYTHUKH, TOBKUHA SIKMX BIJIMOBIIa€ TPUBAIOCTI €(EeKTy aHIMAaIIii.
[Ipu BunineHHI MEBHOTO 00’€KTa B MOTO PANKY MPaBOPYY 3’ SBISIETHCS TPUKYTHHUK, KJIAIIAHHS TI0 SKOMY
BIIKPHUBAE TOJATKOBY MaHEb KEPYBAaHHS aHIMAII€IO.
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Bubip omii Yac BinkpuBae BiAMOBIAHKM niajor, a oniii /lapamempu eghexmis — nianor Eghexm.

Jesiki ehexTr MaroTh MOBTOPIOBATHCS TIEBHY KUIBKICTh pa3iB, a00 mocTiHO. KinbKicTh 1 TpUBAIICTh
MMOBTOPEHB eEKTy aHIMaIlli BCTAHOBIIOETHCS 31 CIUCKY Ha BKIaAI Yac.

Ha Bxnanni E¢pexm MoxHa oOpatu 36yk, mo Oyne cynpoBokyBatu edekr. Lle moxke OyTu oauH 3i
CTaHJAPTHHX 3BYKIB (BHOYX, OapabaH, OIIECKH TOIIO), SKUH OOUPAETHCS 31 CIUCKY, a00 Oyab-sAKUi 1HIINAN
3BYK, II0 30€pira€ThCs Ha BAIIOMY KOMIT IOTEpi. 3BYK NMPUETHYETHCS JO MEBHOTO aHIMAIIMHOTO €(eKTy
00’€KTa Ha ciaiijl Ta cTae HEB1JI' €MHOIO YaCTHHOO TIPE3eHTAIT]i.

B po3gini Ilicis animariii MokHa 3pOOMTH Tak, 0 00’ €KT Micis 3aKiHYCHHS e€PEeKTy 3MIHUTh KOJIp
a00 3HUKHE 3 eKpaHy. Bubip HeoOXiaHOT KoMaH 1 a00 KOIip OOMPArOTh Ha TAHENI, sIKa BIIKPUBAETHCS TICTIS
UIUTIIMKA 10 KHOMII CIIHUCKY, 1110 PO3TOPTAETHCA.

Edextu rpynu Bxio. Ilepm 3a Bce HEOOXITHO BHAUIUTHA O0’€KT Ha ClIAial Ta BIAKPUTH BKIAJIKY
Animayis. B rpymi Animayis Tpeba HaTUCHYTH KHOTIKY /Jodamu animayito abo Bifpa3y BIIKPUTH KOJICKIIIIO
a”imaniitnux edexrtis. [Ipu nepemimieHHi MOKaKYMKa MUIII 110 MiHiaTiopax edekTiB rpynu Bxix i edextu
OyadyTh IHTEPaKTUBHO BIATBOpIOBATHUCA Ha ciaifai. OcTaTOYyHO MEBHHM ePeKT oOupaeTbcs KIIAllaHHSM.
JlocTyn 10 AOAATKOBHX aHIMAaIIWHUX €(EeKTiB BIAKPUBAETHCA, SKIIO KIALHYTH Oyab-sKy KomaHay IHimi
edeKTH BXOAY B HIDKHIA YacTHHI BiKHa Kousiekiii. Bigkpuerbcs nmanens 3MiHeHHS eeKTy BXOAY, Ha AKii
MO>KHa o0patu Oyab-sKkuii 3 46 e(heKTiB BXOAY.

[Ticnst 3acTocyBaHHs 10 00’ €KTa IIEBHOTO aHIMAIIHHOTO €EeKTy cTae akTHBHOIO KHomKa [lapamerpu
e(exTiB, KA BIIKpUBA€ MOXKIIUBICTh BCTAHOBJICHHS MapaMeTpiB e(eKTy.

[Tapametp Ilouamox Ma€e Tpu 3HAYEHHS:

Hicna knayanns — eQext Oyae MOUYMHATHUCS MICHS IIUTIIMKA MU Ha Oyab-IKOMY MicIli ekpaHa. Lleit
napameTp oOMpaeThCs, KOJIU BIATBOPEHHS MPE3CHTAIlll KEPYETHCS AOMOBIAaYEM;

3 nonepeonim - epekt OyJe MOYMHATUCSA ABTOMATUYHO Pa3oM 3 MONEPETHIM ePEKTOM;

[Ticnst monepenHboro - edekr Oyae MOYMHATHCS aBTOMATUYHO MICIS IMONEPETHBOTO €QEeKTy, 3
3aTPUMKOIO Ha JISSIKHI Yyac.

OOuaBa ocTaHHI NapaMeTpu JO3BOJSIOTH aBTOMAaTH3yBaTH BIATBOPEHHS €(EKTIB 1 3BUIBHUTH
JIOTIOBi]a4a BiJ MOCTIHHOTO KOHTPOJIIO KJIAIlaHHS MUIIIETO.

[Tapamertp Tpusanicme 3a7a€ MBUIKICT, 3 SIKOIO Oy/e BiIOyBaTHCS €(eKT.

[Tapamerp 3ampumka 3a1a€ MPOMIXKOK Yacy MiX epeKTaMu.

Hanawmyesanns nepexodis midic cratioamu

Amnimanis y PowerPoint moxxe OyTu 3actocoBaHa sk 0 OyJb-sKMX 00’ €KTIB Ha ciaijax, Tak 1 J0
nepexoay MK claiijamu. 3a3BUYail claiii CHiBBIIHOCUTHCS 3 OAHMM a00 KiTbKoMa a03allaMu TEKCTY, B
SKUX BUKIAAA€ThCSA TIEBHA AyMKa. ToMmy mepexin MiK ciaiiaMu cliff po3risgaTH sSK Mepexis Bia OHiel
ayMku 1o iHmoi. Lei nmepexin mae OyTH JOPEUHUM 1 HE BHKJIMKATH Yy TJsSada MOYYTTS MMEePeXOay B 1HIIHIMA
KOHTEKCT. MoxkHa oO0iiiTHCh 1 0e3 BHUKOpUCTaHHS edekTiB mepexoay. Tomli oauH crnaig Oyae pi3ko
3MIHIOBATHUCS Ha IHIIWK. AJie AOIIIbHIIIE BUKOPUCTATH OJMH 3 IJIAaBHUX NepexoiB. [lapamempu nepexody
MIX cllaiilaMH BCTaHOBITIOIOTHCS KOMaHAaMH, SIK1 po3TalloBaHi Ha BKIAI1 [lepexoou.

Edext nepexony MoxHa BCTAHOBUTHU JJII KOXKHOTO CJIAally Mpe3eHTallil OKpeMo, ajie JOLUIbHIIIE 1
3py4HIIIe BCTAHOBUTH OJWH e€(EKT Mepexoay /IS BCIX CIaiIiB.

BcranoBneHHs eekTy nmepexoay I OKpEMOTO ciaiiaa

1. Buainite cnaiif, 10 skoro Oyae 3acTocoBaHO €(eKT mepexoay. 3ayBaKUMO, MO0 ePEeKT Mepexomy
OyJie BiITBOPIOBATHCS MPHU MEPEXO/Il BiJI MOMEPEIHBOTO CIaiia 10 TOTOYHOTO.

2. HaBeniTh moka)Xx4uKk MHIII Ha Oyb-AKy MiHIaTIOpy edeKTy nepexony B po3aiii [lepexia mo mporo
cmaiina, eexT Oyne Bijpa3y BIATBOPEHO Ha eKkpaHi. J[omiIbHO MPOEKCIIEPUMEHTYBATH 3 PI3HUMU e(eKTaMH.
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Bci MoxuBi eexTr 3HaXOAATHCS B KOJIEKITT, SKYy MOXHA BIIKPUTH 3a JOTIOMOTOIO TOJIOCH MPOKPYIYBaHHS
MpaBoOPYY BiJ MiHIaTIOP €(PEKTIB HA CTPIYILI.

3. JlomatkoBi mapameTpu e(dekTy mepexoiy, HaupUKIaa, HampsM e(eKTy, BCTAHOBIIOIOThH IiCIA
KJIalaHHs 10 KHoni /lapamempu eghexmis.

3ByK mepexoay oOupaeThcsi B Ipymi XporHomempadsic. 31 COUCKY HPaBOpPYyY BiJ KOMaHAM MOKHA
oOpaTu OJMH 13 CTaHJAPTHHUX 3BYKIB, 800 BUKOPUCTATH OYy/b-SIKWUW 3BYK, IO 30€pIira€Thcs Ha KOMIT FOTEPI
(komanpa [HIINI 3BYK).

[IIBUIKICTh TepexOoy BCTAHOBIIOETHCS B CEKyHIaX y JIYWIBHHMKY IpaBOpydY BiJA KOMaHIU
Tpueanicme.

BcranoBnenns ogHoro edekty mepexony A0 BCiX CiaiiiB. BukopucranHs OZHOrO i TOro camoro
edeKTy I BCIX CJIaWIIB IMiICUITIOE BPAXXEHHS IIIJTICHOCTI Mpe3eHTaIlii.

1. Buninite Oyap-sSKUil claiij mpe3eHTallii 1 BCTAHOBITh I HbOTO €(EeKT Mepexoay 1 mapameTpu
edeKTy Tak, K 11 OMKUCaHO BUIIE.

2. HatucHiTh KOMaHy 3acmocysamu 10 BCIX B pO3ALTL Xporomempadic.

Skuro B mpe3eHTallii po3risiaeThCcsl KilbKa MUTaHb, TO JOLUUIBHO JAJSL CIAMJIIB KOKHOTO OKPEMOIO
MUTAaHHS 00paTh CBOi e(PeKTH NEePEeXO/IiB.

He BukopucroByiiTe 1 mepexoqy MiK cnaiigamu edektu obepTanHs abo po3maay Ha ApiOHI
00’exTH Ta moai0H1 10 HUX Tak camo, Sk 0JJHa AyMKa Ma€ IJIaBHO MEPEXOAUTH B 1HIIY, TaK 1 IEPEXOIU MIXK
cllaiiJTaMH Ta 3BYKH, IO iX CYIPOBOKYIOTh, HE TOBUHHI OyTH Pi3KMMH Ta TYYHHUMHU.

7.5 Po6oTa 3i 3BykoM i Bigeo

3BYKOBHI cynpoBi Moxe OyJie J0AaHuH 10 Mpe3eHTallli B IIIIOMY, /10 KOXXHOT'O OKpEeMOoro ciaiiia, a
TAKOX JI0 BCIX aHIMOBaHUX 00’ €KTIB Ha clialiax.

[To-neprre, MOLIABHO CTBOPUTH MalKy, B sAKii OyayTb 30epiratucst 3BYKOBI (ailiu mpe3eHTarii.
Jlo6pe, K110 14 nanka Oyne BKJIaJeHa y 3araibHy Hanky npeseHtauii. OKpiM Toro, sKIIo nepeadayaeTbes
3BYKOBHMI CyNpoOBia aHiMallii 00’€KTiB Ha OKpPEMHUX claiiax, TO JUIs 3BYKIB KOXKHOTO claiiia JOIIbHO
CTBOPUTHU OKpEMYy IamnKy 1 BKJIAcTH ii y 3arajbHy Hanky 3BYKiB npe3eHTtauii. Jlamai ams 3amucy 3ByKOBOT'O
CYIpPOBOJy HEOOXIAHO MIAKIIOYUTH 10 KOMIT'FoTepa MiKpoQoH. [y 3pydyHOCTI MOKHA yTpUMYyBaTH Ha
eKpaHi BIAMOBIIHUH cnaiia. [lani HeoOXiaHO AiSITH y TaKuii crocio.

Jnst 3anucy 3ByKOBOTO CynpoBOAY IO BChOTO Cliaiiaa:

1. [TigxmrounTH 10 KoM toTepa MikpodoH, abo xo4a BeO-kamepy 3 MiKpo(QOHOM.

2. Ha Bxnanni Bcmasnenns, B po3niii Mediagmicm BIIKPUTH TPy Ayaio Ta oOpaTd KOMaHIY
3anucamu ayoio.... 3’ IBUThCS AlaioroBe BIKHO 3anucamu 36yk 7. Ilicis kinamaHHs M0 KHOMI 3amuc MOKHA
MOYaTH JAUKTYBAaTH y MIKpPO(OH TEKCT 3BYKOBOro cympoBonay. /[lnst 3akiHUeHHS 3amucy HEOoOXiTHO
HATHCHYTH KHONIKY Cmon. TpuBamicTh 3aNUCy Y CEKYHIIaX BiOOpaxaeThes y pAaAKy Tpusanicme.

[Ipocmyxatu 3po0ieHuit 3amuc MOKHA TICHS KaraHHs o KHonil //ouamoxk. 3po0iieHnid 3ByKO3aIic
aBTOMATUYHO MPUEIHYETHCS JI0 ciaina 1 30epiraerscs y (paiini npeseHrallli, NpuuoMy Ha cilaiiil y pexumi
PO3pOOKHU 1 B peKuMI BIATBOPIOBAHHS BiJOOpa)Ka€ThCsl 3HAUOK JAWHAMIKa 1 CMYXKa BIATBOPEHHS 3ByKa 3
eIIEMEHTaMU KepyBaHHS.

3ayBaknMO, 1110 TaKWW 3BYKOBHH CYIPOBIA peraryBaTh HeMOxuBo. LI[o6 oTpumaT MOXIUBICTH
penaryBaHHsI CYNpOBi HEOOX1THO 30€perTH K okpemuit daii. [ 11p0ro mo 3Ha4Ky 3ByKOBOT'O CYIIPOBOIY
HEOOXITHO KJAIHYTH TPABOK KHOMKOIO MHUIII Ta 3 KOHTEKCTHOIO MEHIO 00patu KoMaHay 3bOepeemu
mediagaiin sk.... Dain 36epicacmoca 6 gopmami *.mda (ne ckopouyenns Bix MPEG-4 Part 14) i
BIATBOPIOETHCS BOymoBaHO0 mporpamoro Microsoft Windows Media Player.
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PenaryBatu 3ByKOBHii (Dail1 MOKHA B ayaiopeakTopax, IO MpaIioTh 3 ¢aiiaMu Takoro THILY,
Harnpukiayn OaratodynkiioHansHuN pegakTop AynnoMACTEP, a6o pemaktop Audacity, sKi 103BOJISIOTH
JIETKO Ta IIBUIKO pefaryBatu aymaiodaiau: oOpi3ka, 3’€IHAHHS, HaKIAIEHHS YHUCIEHHUX e(]EeKTiB,
CTBOpeHHS aTMocdepH 1 Oararo iHmoro. L{i pegakropu O€3KOITOBHI Ta MalTh IHTYITUBHO 3PO3YMITUI
POCIiCEKOMOBHHI 1HTEp(DEIC.

Ha nmam mormsin, med HUIsIX CTBOPEHHS 3BYKOBOTO CYNPOBOAY HE € MOUIIBHUM 3 OIJIATY Ha Taki
MIpKYBaHHS:

1. ly’xe ckiafHO SIKICHO HAJMKTyBAaTH TEKCT 3BYKOBOTO CYNPOBOJAY LIJIKOM JJIsi claiifa, 0coOIMBO
SIKIIO I€H TEKCT JOCTATHHO BEJIUKHUH.

2. 3a HEOOX1JHOCTI 3MIHUTH YaCTUHY TEKCTY Tpeba Oy/ie nmepe3anucaTy BeCh 3BYKOBUM (aiti.

3. BuxiodaeThcsi MOKIIMBICTh IHTEPAKTUBHOTO TMEPErysAy claiay, HalpuKIIaJ, TOBEPHEHHs Ha
K1UJIbKa KPOKIB Ha3all, 3 0Jiep>KaHHSAM BiJIIOBIIHOTO 3BYKOBOT'O CYIIPOBOY.

Bupimennsam nux npobiaeM Moxe OyTH CTBOPEHHsS OKPEMHUX 3BYKOBHX (PailjTiB JuIs BCiX 00’€KTiB
claiiia, 10 aHIMyIOThCs. B mopanpmiomy i ¢aiin MiAKIIOYAIOThCA 10 aHiMallii MeBHOro 00’ekTa i
BIITBOPIOKOTHCS TIJIBKH ITiJT Yac MOTro aHiMarlii.

CrtBoputu ¢aiin 3BYKOBOTO CYIPOBOAY JJsi OKpeMoro o0’€kTa Ha ciaijii Haimpocrime 3
BUKOPHCTAHHSAM CTaHIApTHHUX MOkiuBocteir Windows.

[Tepu 3a Bce HEOOXIAHO peTeNbHO OOAYMAaTH Ta 3alMCaTH Ha Manepi TeKCT 3BYKOBOTO CYIPOBOIY
OKpeMO IJis KOKHOTO 00’ekTa Ha cnaiiai. Tekct Mae OyTy MpoCcTUM, 3pO3YMUIUM 1 MAaKCUMAJIBHO KOPOTKUM.
Peuenns maroTh ckiagaTvcs He Ounblie, HIX 3 I'ATH - BOCbMH ciiB. MikpodoH Mae OyTu SKiCHUM, a
MpUMIIIeHHs 6€3 CTOPOHHIX 3BYKIB.

Ha maneni Bci 0odamku, 10 BiIKPUBAETHCS KHOIKOK [Iyck, y NIBOMY HUKHBOMY KYTKY €KpaHa,
KIAIHYTH KHONKY 3anuc eonoca. SIKIo Ticas BIAKPUTTS TMaHENl HATUCHYTH IEHTpPaldbHY KHOMKY, abo
cnonydyeHHs kinaBiml CTRL+R, i moyatu BUMOBIATH TEKCT, TO IMOYHETbCs 3amuc. [Ipuuomy, maHenb
3MIHIOETBCS: 3 SIBIAETHCS TakMep TPUBAJIOCTI 3aMUCy Ta KHOMKHU 3ynunumu 3anuc i IIpodosocumu 3anuc.
[Ticns 3akiHYEHHS 3aMUCy MaHeIb MOXKHA 3aKPUTH.

ko Temep HATHCHYTH KHOIIKY 3anuc 2onocy, TO BIIKPHETbCS MaHENIb 1 BiApa3y IMOYHETHCA
BIJITBOPEHHS 3aIIUCY.

3anucani Qaitnn aBToMaTuyHO 30epirairoThest B mamui Documents — Ayamozanucu B (opmarti
*.mda.

Binpasy nouinbHo mepeHecTd ued Qaiin, ne 30epiraeTbCcsi Mpe3eHTalis, 1O SKOI 3aluCyeThCs
3BYKOBHUH CYMPOBI/I.

[Tizkro4eHHs 3BYKY /10 aHIMOBAaHUX 00’ €KTIB Ha Claiiiax 3M1MCHIOETHCS Y TaKii TTOCIITOBHOCTI.

1. 3anucamu i eiopecyntosamu 368yku 011 06’ekmie Ha cratioax npezeumayii. 11100 yHUKHYTH
IUTyTaHUHU, 3BYKOBI (ailiin 11t 00’€KTIB KOXKHOTO cClaija JOLUUIBHO TOMICTUTH B OKpeMI Mankd Ta
npoHymepyBaTu. baxkano, 100 HoMepH cniBHaiaiu 3 HOMEpaMy aHIMaliiHUX €(eKTiB Ha CIal/i.

2. Akmugysamu neenuil ciatio i Ha KAyl

AHIMarIis KIanHyTH KHONIKY Obacme animayii. BITKpUETHCS MialioT 3 TaKOK caMor Ha3Boro. [Ipu
BUJIJIEHHI TEBHOTO 00’€KTa, B HOTO PSIKY MpaBOpYyY 3’SBISETHCS TPHUKYTHHK, KIAIAHHS MO SKOMY
BIIKpHIBAE JIOJATKOBY TaHEh HajamTyBaHHs aHiMmallli. HeoOximHo obpatu omnuii Ilapamempu egexmie —
exnaoxa Eghexm.

3 PO3KPUBHOTO CIUCKY Yy MOJI1 3BYK MOKHA 00paTu MmoTpiOHMH, 1110 Oy/e CympOBOIKYBaTH €(PEKT 3
MIEBHUM HOMEpPOM. 3BYK TPHUEAHYETHCA 10 TIEBHOTO aHIMAIiiiHOTO e(deKkTy 00’€KTa Ha Claial Ta crae
HEB1JI’ €MHOIO YaCTHHOIO TTPEe3eHTAaIlii.

Bioeo na cnatioax
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Bineo € Ham3BuyaitHO 1HGOPMATHBHUM 3 TOYKH 30PY MPEICTABICHHS HABYAIBLHOTO ab0 HayKOBOTO
Marepiaixy, TOMy HOTO JIOIIJILHO BKIIIOYATH Y CKJIaj mpe3eHTallli. BoHo mae 0ytu sxicHuM 1 kopoTkum. Crin
MaTd Ha yBasi, MO ISl AEMOHCTpalii Bile0 MOTPIOEH JOCHUTh MOTY)KHHH KOMITHOTEp ab0 MpPOAYKTHBHA
JIOKaJIbHa Mepexa.

Jist Toro, mo0 BCTaBUTH BiJico y Cllaii, HEOOX1HO Ha BKIaAli Becmasnenus B po3niiai Mediasmicm
13 rpynmu Bideo obpatu koMaHny Bideo na moemy IIK... Binkpuerbes BIKHO Bcmasumu 6i0eo, y SIKOMY
HEOOX1/THO 3HAWTH BIJIMOBIJIHY MTANKY 1 00paTH Bifeco.

[Ticns BUOOPY 1 BcTaBKU MOTPiOHOTO (haiimy Ha Ciaiai 3'IBUTHCS BIAMOBIIHO MEPIIMNA Kaap Bizeo 1
KHOINIKM YHOpaBliHHSA BineoruieepoM. [Ipu BiATBOpeHHI cliaiily KapTUHKa [EII0 3MIHIOETHCS: 3HUKAIOThH
MapKepH HaBKOJIO 300pa)KEHHS 1 CIPOIYEThCS BiJICOTLICED.

[Ticnst BcTaBJIeHHS BiJICOKIIINA JOIIILHO BCTAHOBUTH TapaMeTpyd HOTO BIATBOPEHHS Ha BKJIAIL
Biomeopumu.

[epmr 3a Bce HEOOXITHO BUKOHATH MOHTAX Bi€0, SKIO HA CIaii mepeadadyaeTbes BiATBOPIOBATH
TIIBKU JIeAKy YacTuHy kiimy. [licnsa kimananHs no kHonui O6pizamu 6i0eo3anuc BiIKPUETHCS Aialior
Obmunanus 6ideo, y SIKOMY 3a JIOTIOMOTOIO MEpEeTATYBaHHS MOB3YHKIB MOKHA BCTAHOBUTHU MOYATKOBHH 1
OCTaHHIM KaJapu BiATBOpeHHs kiiny. OOpaHy 4yacTHHY KIIIy MOXKHA IEPErJISHYTU IICIs HaTUCKAaHHS
KHONIKA P>. Y BiKHI J11aJIOTy TaKoX BiJOOpa)kaeThCs yac Bif MOYATKY Ta 4Yac 3aKiHYEHHs 0OpaHOi YaCTHHU
B1JICOKJIIITA, & TAKOX HOTO TPUBAJIICT.

Y poznini [apamempu 6ideo He0OX1THO BUZHAYUTH:

1. SIx Oyne moynHaTHCA BIATBOPEHHS KNy, rpymna [louamox:

Asmomamuuno. Kitin BiITBOPIOETHCS aBTOMAaTUYHO BiJI TOYATKY JEMOHCTpAIII] claiaa;

Iicna knayanus. Kiin nodrHae BiITBOPIOBATHCS TUIBKHU MICJS TOTO, SIK HA HbOMY Oyzae 3po0JeHO
KJIAI[aHHS;

2. I'yuHICTh 3BYKOBOIO CYIIpoBOay, Ipyna I yunicms: Tuxo, Cepeanpo, I'yuno, BumknyTy;

3. Uu Oyne 300pakeHHsl pO3ropTaTHCs Ha BECh €KpaH, ado BIATBOPEHHS Kiiny Oyze BinOyBaTHCA y
BiKHI, BCTAHOBJIEHOMY IIpH po3poO1i craiina: Biomeopennsa na eéecv ekpam, Ilpuxosyeamu 3a iocymuocmi
8I0MBOPEHHSL.

Ha Bxnagi @opmam y po3aini Cmuni Biile03anuciB MOKHA 3a7aTH TTapaMeTpH BIKHA, Y IKOMY Oyze
BIITBOPIOBATHUCS KJIiTT, 0OpaBIIHU BiJIMIOBIIHY MiHIATIOPY.

PowerPoint mo3Boisie BcTaBIsATH Bifeo y cinaiiam Oe3mocepenHbo i3 [nmepremy, ISl 1bOTO
HE0OX1THO 00patu KoMaHay OwatiHoge 6i0eo. BIAKPUETHCSA BIKHO MOUTYKOBOI CUCTEMHU, B SIKOMY Y TOJIe
MOIIYKY HEOOX1JJHO BBECTH KIIIOYOBE CJIOBO, Hanpukiaa — [Ipupona. Bigpasy y BikHI OynyTh BioOpaxkeH1
3HaiIeHl B Mepexi Biaeodaiim, HeoOXITHO BUAUTATHA MOTPIOHUHN (aiiin 1 HATUCHYTH KHONKY Bcmasumu,
Bijieo Oy/e BCTaBJIeHE Ha CIAiiI.

7.6 BinTBOpeHHsI mpe3eHTail

st HacTpOIOBAaHHS 6i0MBOpeHHs NOMOYHOI npezenmayii HEOOXIMHO 3aWTH Ha BKIANKy [loxas
crauoie, y rpym Hanawmysanns inanHyTd KHONKYy HacTpooBaHHSI moka3y CJaiiiB, BIIKPUETHCA
BIJIMOBI/THE J11aJIOTOBE BIKHO, B SIKOMY MOKHa BCTAHOBUTH MOTPiOHI IMapaMeTpH.

VY rpyni Iloxa3z cnatioié MOXHa BCTAHOBUTH OJIUH 3 TPHOX CIIOCO0IB BIATBOPEHHS MTPE3CHTAIIIT:

1. KepoBaumii pomoBinademM (yBeCh €KpaH) OOMPAETHCS, KOJHM TPE3EHTAIlls] JIEMOHCTPYEThCS Ha
MTOBHOMY €KpaHi, a ii BIATBOPEHHSIM KepYe€ JO0TOBi1au (32 MPOMOBUYAHHSIM).

2. KepoBanmii nonosizayeM (BIKHO) OOHMPAETHCS, KOJIHM MPE3CHTAIlisl JEMOHCTPYETHCS y BIKHI HE HA
MMOBHUI €KpaH, a ii BIATBOPEHHSM KEpye KOPHCTYBaY.
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3. ABromaTuuHUil (yBECh €KpaH) OOMPAETHCS, KOJHM TPE3CHTAIlls] IEMOHCTPYETHCS Ha TMOBHOMY
€KpaHi, a i BIITBOPEHHS 3/IIHCHIOETHCSI B aBBTOMAaTHYHOMY PEKHUMI.

VY rpyni Ilapamempu noxazy MoxKHa OJJHOYACHO BCTAHOBHUTHU KiJIbKa MapaMeTpiB:

1. besnepepsruii yuxkn 10 HaTUCKaHHS Kiapimn "Esc" BCTaHOBIIOETHCS, KOJIM BIATBOPEHHS CIIAlIiB
Mpe3eHTallll 3A1MCHIOEThCA 10 KOy Oe31epepBHO, HAITPUKIIA[], HA BUCTABKOBOMY CTEH/IL.

2. be3 mo8nenHe020 cynposody BUKOPUCTOBYETHCS JIsl CIIPOLICHHS Mpe3eHTallli, HallpuKiIal, Ipu ii
BIITBOPEHHI Y (HOHOBOMY PEKHUMI Ha BUCTABKOBOMY CTCH/II.

3. be3 animayii yMOBHM 3aCTOCYBaHHS TaKi caMmi, SIK 1 B TIONEPEIHHOMY ITYHKTI.

4. Konip nepa N03BOJIS€ BCTAaHOBUTU KOJIp Mepa, SIKUM MOXHA HAaHOCUTH MPOCTI 300pakeHHs Ha
cmaimi (CTpUIKH, MiIKPECJICHHsS, KOJIa TOIIO). 3a JOMOMOTOK IHUX 300pa)Ke€Hb NMPUBEPTAETHCS yBara o
MIEBHUX €JIEMEHTIB claiija.

Y rpyni Cratiou MmoxxHa 00paTu:

1. Omnmis yci 3a0e3nedye MOCIHiIOBHY JEMOHCTPAIIIO YCiX CIAiiB Mpe3eHTallil 3 TepIioro 10
OCTaHHBOTO.

2. Omuis 3: 3a0e3meuye NOCHiJOBHY AEMOHCTpAIlil0 YCiX CaiiiiB mpe3eHTallii 3 BKa3aHOTO
Jiamna3oHy.

3. Omiist BuGipkoBuii 11oka3 J103BOJIsSI€ BKa3aTH JIJIS BiITBOPSHHS IIEBHI HOMEPH CIIAM/IiB.

Y rpyni 3uina craiidie MOXHA BCTAHOBUTH OJMH 3 JBOX CIOCO0IB BIATBOPEHHS MIPE3EHTAIII:

1. Bpy4Hy — BCTaHOBIIIOETHCS, KOJIH BIITBOPEHHSIM MPE3CHTALIT KEPYE JTOTOBIIaY.

2. 3a yacaMH — BCTAHOBJIIOETHCS, KOJIM BIATBOPEHHS Mpe3eHTallii BiqOYBAEThCS B aBTOMAaTUYHOMY
pexKuMI.

Y rpymi Jexinvka moHimopie MOXHA 00paTH MOHITOp, Ha IKOMY Oy/ie BIATBOPIOBATUCS MIPE3EHTAIII,
y pasi, KoM 0 KOMIT FoTepa MiJIKJI0YEeHO KIJIbKa MOHITOPIB.

Kepyeanus éiomeopenuam npezenmayii

[Tix yac mpe3eHTalil MOKHA POOUTH JIesKi Jii 0 KepyBaHHIO 11 BiATBOpeHHAM. Lli aii 3a1iicHIOIOThCS
3a JI0TOMOTO10 MHMIII a00 KJaBlaTypH.

Josinvna demoncmpayis craiioie

JemoHcTpauist cnaitniB y PowerPoint niHiiiHa, ToOTO ciaiiiu 3'IBISIOTHCS HAa €KpaHl MOCIIIOBHO,
ouH 3a ogHuM. 11106 He po3pobmaTu 1 36epiraTu Ha AUCKY KiJIbKa BapiaHTIB MPE3eHTALll Ul KOHKPETHUX
BUMNAJKIB (HANPUKIAA, PO3TOPHYTHHM BapiaHT JUIs CTYJICHTIB CTalliOHAapy 1 CKOPOYEHHMH BapiaHT JyIs
CTY/IEHTIB-3a0YHMKIB), TNpE3CHTallisl CTBOPIOEThCA "MO Makcumymy". IIOTiM A7 KOHKPETHOTO BHIAJIKY
Oyzab-sKOMy cllaiily Moxe OyTH HaJlaHa BJIACTHUBICTh "MpHXOBaHUH", TOOTO 3a00pOoHa Ha MOKa3 IiJ] yac
nepernsay. g 1poro HeoOXigHO BUAUIMTH NOTPIOHUM chaiin 1 obparu komanny [lokas cnauidie =>
Hacmporesanns => [Ipuxosamu craio.

[Ilo6 BiITHOBUTH AEMOHCTpALI0 MPUXOBAHOTO Cllaiijja, HEOOXIAHO MOBTOPHO HATHUCHYTH KHOIKY
Ilpuxosamu caaiio.

Onucanuii Bumie crnocid He3py4yHWil, OCKUIbKM AJii BIATBOPEHHSI PI3HUX BapiaHTIB Mpe3eHTarlli
HeoOX1HO yac BiJl yacy MPUXOBYBAaTU a0 BIAKPUBATH MEBHI claiiu. 3HAYHO 3pY4YHille Y MeXax OJHIET
Mpe3eHTallll CTBOPUTH KUIbKa OIMEHOBAaHUX BepCiii 3 MEBHUM IepeliikoM ciainiB. [Ipu BigTBOpeHH] eBHOL
Bepcii mpe3eHTallii Ha ekpaHi OyAyTh JEMOHCTPYBAaTHUCS TIIBKH CIAWd, BKJIIOYEHI J0 CKIaay OOpaHOi
Bepcii.

7.7 HanamryBaHHsl ABTOMATHYHOI0 MeperJisiiy npe3eHTamii

55



BinTrBoproBaHHs mpe3eHTallii B aBTOMaTUYHOMY PEXUMiI MOKe OyTH JOLUIBHUM JiJIi KOPUCTYBAYiB,
10 TEPETIAIAI0Th TPE3EHTAIlII0 CaMOCTIHHO, a00 TIPH JEMOHCTpaIIlii Tpe3eHTallii Ha BUCTABKOBOMY CTEHII.
Crin 3ayBa)KUTH, 1110 aBTOMATUIHUHN PEKUM YHEMOKIIMBIIIOE IHTEPAKTHUBHE BIITBOPCHHS MPE3EHTAITI.

[lepen HanmamTyBaHHSAM aBTOMATHYHOTO PEKUMY HEOOXIJHO TIOBHICTIO 3aBEPIIUTH CTBOPEHHS
Mpe3eHTAaIlil, BKIIOYAOYM aHIMallilo 00’€KTIB Ha cjaiiax, MOJaBaHHS JO HUX 3BYKOBOTO CYIPOBOIY,
aHIMaIllI0 Tepexo/iB MK ciaimamu Tomo. Jlami Ha Bkmamui [loxkasz cnaidie y rpym Hanawmysanmus
HEOOXIIHO KJIAIHYTH IO KHoml Hacmporweanns uacy, Biapa3y TOYHE BIATBOPIOBATHCS IPE3CHTAIS 3
MePIIOro cliaia, 0JJHOYACHO MTOBEPX CakIiB Oy e BioOpakaTucs BikHO 3antuc.

ITo cyri, Tpeba BUKOHATH reHEepaIbHy PENETHUIlII0 BIATBOPEHHSI MPE3CHTAIlil 32 JOTIOMOI'OK KHOIIKH
Jani, BKIOYarOYM TEperjis] ycix ciaifiB, aHiMaiiio 00’€KTIB Ha ciaijax 31 3ByKOBHM CYIPOBOIOM,
npudyoMy nocmimaru He Tpeba. Ilin yac 3amucy mMokHa pobuTHn 3ynuHkH (kHomka Ilaysa) abo moBTopu
(xnonka IToBTOp).

[To 3akiHYEHHI JEMOHCTpaIlii OCTAaHHBOTO Clialijja OyJe BHBEICHO IIaJIOrOBE BIKHO, y SIKOMY Oyre
3aIpOMOHOBAHO 30€PErTH Yac BiITBOPEHHs MPE3eHTAaIlii. SIKII0 Bac BIAIITOBYE [IEH YaC — HATUCHITH KHOTIKY
Tak. Skmio 3adikcoBaHMid Yac Bac HE BIAIITOBYE, HANIPUKJIIAJ, IEPEBHUIICHO MIEBHUN TEPMiH JAEMOHCTpAIIii,
TO KJIAIHITh KHONKY Hi 1 mOBTOpHO 3p0o0iTh peneTuiio mBHaLIe ab0 MOBUIbHIIIE. 3aBEpLUICHHSIM POOOTH
Oyze BIIKPUTTS MPE3CHTAIlll Y peXuMi COPTyBaJbHUKA CIANIIB, Y IKOMY Ha €KpaH BHUBOJATHCSA MiHIATIOPH
yCiX CIIAiJIiB Ta Yac JEMOHCTpAIlil KOXXHOTO 3 HUX B aBTOMATUYHOMY PEXKUMI.
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