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Ʌɚɛɨɪɚɬɨɪɧɚɹ ɪɚɛɨɬɚ № 1 

ɉȺɄȿɌ MS OFFICE: ɈɋɇɈȼɕ ɊȺȻɈɌɕ ȼ ɌȿɄɋɌɈȼɈɆ 

ɉɊɈɐȿɋɋɈɊȿ WORD. ɎɈɊɆȺɌɂɊɈȼȺɇɂȿ 

ɋɂɆȼɈɅɈȼ ɂ ȺȻɁȺɐȿȼ 
 

ɐɟɥɶ ɪɚɛɨɬɵ: 
 ɨɡɧɚɤɨɦɢɬɶɫɹ ɫ ɨɛɳɢɦɢ ɫɜɟɞɟɧɢɹɦɢ ɢ ɧɨɜɚɰɢɹɦɢ MS Office; 

 ɢɫɫɥɟɞɨɜɚɬɶ ɫɬɪɭɤɬɭɪɭ ɝɪɚɮɢɱɟɫɤɨɝɨ ɢɧɬɟɪɮɟɣɫɚ ɩɨɥɶɡɨɜɚɬɟɥɹ; 
 ɢɡɭɱɢɬɶ ɨɫɧɨɜɵ ɮɨɪɦɚɬɢɪɨɜɚɧɢɹ ɬɟɤɫɬɨɜɨɣ ɢɧɮɨɪɦɚɰɢɢ. 

 

1.1. Ɉɫɧɨɜɧɵɟ ɷɥɟɦɟɧɬɵ ɨɤɧɚ ɪɟɞɚɤɬɨɪɚ Word 

ȼ ɨɤɧɟ ɬɟɤɫɬɨɜɨɝɨ ɩɪɨɰɟɫɫɨɪɚ Word ɢɦɟɸɬɫɹ: ɡɚɝɨɥɨɜɨɤ, ɫɬɪɨɤɚ ɦɟɧɸ, 
ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ, ɩɨɥɨɫɵ ɩɪɨɤɪɭɬɤɢ, ɫɬɪɨɤɚ ɫɨɫɬɨɹɧɢɹ ɢ ɨɞɧɨ ɢɥɢ ɧɟ- 

ɫɤɨɥɶɤɨ ɨɤɨɧ ɨɬɤɪɵɬɵɯ ɞɨɤɭɦɟɧɬɨɜ. 
ɉɚɧɟɥɶ ɢɧɫɬɪɭɦɟɧɬɨɜ ɩɪɟɞɫɬɚɜɥɹɟɬ ɫɨɛɨɣ ɧɚɛɨɪ ɤɧɨɩɨɤ, ɫ ɩɨɦɨɳɶɸ 

ɤɨɬɨɪɵɯ ɜɵɩɨɥɧɹɸɬɫɹ ɪɚɡɥɢɱɧɵɟ ɤɨɦɚɧɞɵ Word ɛɟɡ ɜɵɡɨɜɚ ɢɯ ɱɟɪɟɡ ɫɬɪɨɤɭ 

ɦɟɧɸ. ɇɚɜɟɞɟɧɢɟ ɢ ɭɞɟɪɠɚɧɢɟ ɭɤɚɡɚɬɟɥɹ ɦɵɲɢ ɧɚ ɥɸɛɨɣ ɤɧɨɩɤɟ ɦɟɧɸ ɩɪɢ- 

ɜɨɞɢɬ ɤ ɜɵɫɜɟɱɢɜɚɧɢɸ ɩɨɞɫɤɚɡɤɢ ɨ ɧɚɡɧɚɱɟɧɢɢ ɷɬɨɣ ɤɧɨɩɤɢ. ɇɟɤɨɬɨɪɵɟ ɩɚ- 

ɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ, ɧɚɩɪɢɦɟɪ ɋɬɚɧɞɚɪɬɧɚɹ (Standard) ɢ Ɏɨɪɦɚɬɢɪɨɜɚɧɢɟ 

(Formatting), ɞɨɫɬɭɩɧɵ ɜ ɥɸɛɨɦ ɪɟɠɢɦɟ. Ɉɫɬɚɥɶɧɵɟ ɞɨɫɬɭɩɧɵ ɬɨɥɶɤɨ ɩɪɢ 

ɜɵɩɨɥɧɟɧɢɢ ɫɩɟɰɢɮɢɱɟɫɤɢɯ ɡɚɞɚɱ. ɉɪɨɫɦɨɬɪɟɬɶ ɫɩɢɫɨɤ ɞɨɫɬɭɩɧɵɯ ɜ ɞɚɧ- 

ɧɵɣ ɦɨɦɟɧɬ ɩɚɧɟɥɟɣ ɢɧɫɬɪɭɦɟɧɬɨɜ, ɜɵɛɪɚɬɶ ɧɟɨɛɯɨɞɢɦɵɟ ɢ ɨɫɭɳɟɫɬɜɢɬɶ ɢɯ 

ɧɚɫɬɪɨɣɤɭ ɦɨɠɧɨ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ ɉɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ (Toolbars) ɢɡ 

ɦɟɧɸ ȼɢɞ (View). 

ɓɟɥɱɨɤ ɩɪɚɜɨɣ ɤɧɨɩɤɨɣ ɦɵɲɢ ɜ ɨɛɥɚɫɬɢ ɥɸɛɨɣ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ 

ɩɪɢɜɨɞɢɬ ɤ ɜɵɡɨɜɭ ɤɨɧɬɟɤɫɬɧɨɝɨ ɦɟɧɸ ɞɥɹ ɪɚɛɨɬɵ ɫ ɩɚɧɟɥɹɦɢ ɢɧɫɬɪɭɦɟɧ- 

ɬɨɜ. Ʉɨɧɬɟɤɫɬɧɨɟ ɦɟɧɸ ɩɨɡɜɨɥɹɟɬ ɜɵɛɪɚɬɶ ɧɟɨɛɯɨɞɢɦɵɟ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧ- 

ɬɨɜ ɢ ɨɫɭɳɟɫɬɜɢɬɶ ɢɯ ɧɚɫɬɪɨɣɤɭ ɤɨɦɚɧɞɨɣ ɇɚɫɬɪɨɣɤɚ (Customize). Эɬɚ ɤɨ- 

ɦɚɧɞɚ ɩɨɡɜɨɥɹɟɬ ɞɨɛɚɜɢɬɶ ɢɥɢ ɭɞɚɥɢɬɶ ɤɧɨɩɤɭ ɢɡ ɥɸɛɨɣ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧ- 

ɬɨɜ ɩɪɨɫɬɵɦ ɩɟɪɟɦɟɳɟɧɢɟɦ ɷɬɨɣ ɤɧɨɩɤɢ ɦɵɲɶɸ. 
Ʉɚɠɞɭɸ ɩɚɧɟɥɶ ɢɧɫɬɪɭɦɟɧɬɨɜ ɦɨɠɧɨ ɩɟɪɟɦɟɫɬɢɬɶ ɦɵɲɶɸ ɜ ɩɪɟɞɟɥɚɯ 

ɨɤɧɚ Word, ɩɨɦɟɫɬɢɜ ɭɤɚɡɚɬɟɥɶ ɦɵɲɢ ɦɟɠɞɭ ɤɧɨɩɤɚɦɢ ɩɟɪɟɦɟɳɚɟɦɨɣ ɩɚ- 

ɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ. ȼɟɪɧɭɬɶ ɩɚɧɟɥɶ ɢɧɫɬɪɭɦɟɧɬɨɜ ɧɚ ɢɫɯɨɞɧɨɟ ɦɟɫɬɨ ɦɨɠ- 

ɧɨ, ɞɜɚɠɞɵ ɳɟɥɤɧɭɜ ɧɚ ɫɬɪɨɤɟ ɟɟ ɡɚɝɨɥɨɜɤɚ. 
ȼ ɫɬɪɨɤɟ ɫɨɫɬɨɹɧɢɹ, ɪɚɫɩɨɥɨɠɟɧɧɨɣ ɜ ɧɢɠɧɟɣ ɱɚɫɬɢ ɨɤɧɚ Word, ɦɨɝɭɬ 

ɨɬɨɛɪɚɠɚɬɶɫɹ ɫɥɟɞɭɸɳɢɟ ɢɞɟɧɬɢɮɢɤɚɬɨɪɵ: ɋɬɪ. (ɧɨɦɟɪ ɬɟɤɭɳɟɣ ɫɬɪɚɧɢɰɵ 
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ɞɨɤɭɦɟɧɬɚ), Ɋɚɡɞ. (ɧɨɦɟɪ ɪɚɡɞɟɥɚ ɬɟɤɭɳɟɣ ɫɬɪɚɧɢɰɵ ɞɨɤɭɦɟɧɬɚ), [ɰɢɮ- 

ɪɚ]/[ɰɢɮɪɚ] (ɬɟɤɭɳɚɹ/ɜɫɟɝɨ ɫɬɪɚɧɢɰ ɜ ɞɨɤɭɦɟɧɬɟ), ɇɚ (ɩɨɥɨɠɟɧɢɟ ɤɭɪɫɨɪɚ ɨɬ 

ɜɟɪɯɧɟɣ ɝɪɚɧɢɰɵ ɫɬɪɚɧɢɰɵ), ɋɬ (ɧɨɦɟɪ ɫɬɪɨɤɢ, ɫɨɨɬɜɟɬɫɬɜɭɸɳɢɣ ɩɨɥɨɠɟ- 

ɧɢɸ ɤɭɪɫɨɪɚ ɜ ɬɟɤɫɬɟ), Ʉɨɥ (ɧɨɦɟɪ ɤɨɥɨɧɤɢ, ɝɞɟ ɪɚɫɩɨɥɨɠɟɧ ɤɭɪɫɨɪ), ɁȺɉ 

(ɪɟɠɢɦɚ ɡɚɩɢɫɢ ɦɚɤɪɨɫɚ), ɂɋɉɊ (ɪɟɠɢɦ ɡɚɩɢɫɢ ɢɫɩɪɚɜɥɟɧɢɣ), ȼȾɅ (ɪɟɠɢɦ 

ɜɵɞɟɥɟɧɢɹ), ɁȺɆ (ɪɟɠɢɦ ɡɚɦɟɧɵ), W (ɪɟɠɢɦ ɩɪɨɜɟɪɤɢ ɩɪɚɜɨɩɢɫɚɧɢɹ), [Ii 

(ɮɨɧɨɜɨɟ ɫɨɯɪɚɧɟɧɢɟ), ฀(ɮɨɧɨɜɚɹ ɩɟɱɚɬɶ). 
ɑɬɨɛɵ ɩɨɥɭɱɢɬɶ ɫɩɪɚɜɤɭ ɨ ɥɸɛɨɦ ɢɧɬɟɪɮɟɣɫɧɨɦ ɷɥɟɦɟɧɬɟ ɧɟɨɛɯɨɞɢɦɨ 

ɳɟɥɤɧɭɬɶ ɩɨ ɤɧɨɩɤɟ ɋɩɪɚɜɤɚ (Help) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ 

(Standard), ɚ ɡɚɬɟɦ ɧɚ ɬɨɦ ɢɧɬɟɪɮɟɣɫɧɨɦ ɷɥɟɦɟɧɬɟ Word, ɨ ɧɚɡɧɚɱɟɧɢɢ ɤɨɬɨ- 

ɪɨɝɨ ɧɟɨɛɯɨɞɢɦɨ ɩɨɥɭɱɢɬɶ ɫɩɪɚɜɨɱɧɭɸ ɢɧɮɨɪɦɚɰɢɸ. 

1.2. Ɉɤɧɚ ɞɨɤɭɦɟɧɬɨɜ ɢ ɪɟɠɢɦɵ ɩɪɨɫɦɨɬɪɚ ɞɨɤɭɦɟɧɬɨɜ 

ɋɨɡɞɚɧɢɟ ɧɨɜɨɝɨ ɞɨɤɭɦɟɧɬɚ, ɨɬɤɪɵɬɢɟ ɫɭɳɟɫɬɜɭɸɳɟɝɨ, ɫɨɯɪɚɧɟɧɢɟ ɢ 

ɡɚɤɪɵɬɢɟ ɞɨɤɭɦɟɧɬɨɜ ɨɫɭɳɟɫɬɜɥɹɸɬɫɹ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞ ɋɨɡɞɚɬɶ (Create), 

Ɉɬɤɪɵɬɶ (Open), ɋɨɯɪɚɧɢɬɶ (Save), Ɂɚɤɪɵɬɶ (Close) ɦɟɧɸ Ɏɚɣɥ (File) ɢɥɢ 

ɫɨɨɬɜɟɬɫɬɜɭɸɳɢɯ ɤɧɨɩɨɤ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ (Standard). 

ȼ ɧɢɠɧɟɣ ɱɚɫɬɢ ɦɟɧɸ Ɏɚɣɥ (File) ɢɦɟɟɬɫɹ ɫɩɢɫɨɤ ɩɨɫɥɟɞɧɢɯ ɞɨɤɭɦɟɧ- 

ɬɨɜ, ɤɨɬɨɪɵɟ ɛɵɥɢ ɨɬɤɪɵɬɵ ɜ ɩɪɟɞɵɞɭɳɟɦ ɫɟɚɧɫɟ ɪɚɛɨɬɵ Word. ȼɵɛɨɪ ɞɨ- 

ɤɭɦɟɧɬɚ ɢɡ ɷɬɨɝɨ ɫɩɢɫɤɚ ɨɫɭɳɟɫɬɜɥɹɟɬ ɟɝɨ ɡɚɝɪɭɡɤɭ ɜ ɬɟɤɭɳɟɦ ɫɟɚɧɫɟ ɪɚɛɨɬɵ. 
Ʉɚɠɞɵɣ ɞɨɤɭɦɟɧɬ ɡɚɝɪɭɠɚɟɬɫɹ ɜ ɫɜɨɟ ɫɨɛɫɬɜɟɧɧɨɟ ɨɤɧɨ, ɤɨɬɨɪɨɟ ɦɨɠɧɨ 

ɫɜɟɪɧɭɬɶ,  ɪɚɡɜɟɪɧɭɬɶ,  ɩɟɪɟɦɟɫɬɢɬɶ,  ɢɡɦɟɧɢɬɶ  ɪɚɡɦɟɪɵ  ɢ  ɡɚɤɪɵɬɶ.  ɋɩɢɫɨɤ 

ɨɤɨɧ ɞɨɤɭɦɟɧɬɨɜ, ɨɬɤɪɵɬɵɯ ɜ ɬɟɤɭɳɟɦ ɫɟɚɧɫɟ ɪɚɛɨɬɵ Word, ɦɨɠɧɨ ɩɪɨɫɦɨɬ- 

ɪɟɬɶ ɜ ɦɟɧɸ Ɉɤɧɨ (Window). Эɬɨ ɦɟɧɸ ɢɦɟɟɬ ɬɚɤɠɟ ɫɥɟɞɭɸɳɢɟ ɜɨɡɦɨɠɧɨ- 

ɫɬɢ ɩɨ ɪɚɛɨɬɟ ɫ ɨɤɧɚɦɢ ɞɨɤɭɦɟɧɬɨɜ: 
D ɇɨɜɨɟ (New Window) – ɨɬɤɪɵɬɢɟ ɧɨɜɨɝɨ ɨɤɧɚ, ɫɨɞɟɪɠɚɳɟɝɨ ɤɨɩɢɸ 

ɞɨɤɭɦɟɧɬɚ ɚɤɬɢɜɧɨɝɨ ɨɤɧɚ (ɟɫɥɢ ɫɨɞɟɪɠɢɦɨɟ ɞɨɤɭɦɟɧɬɚ ɢɡɦɟɧɹɟɬɫɹ 

ɜ ɨɞɧɨɦ ɨɤɧɟ, ɬɨ ɢ ɨɫɬɚɥɶɧɵɟ ɨɤɧɚ, ɫɨɞɟɪɠɚɳɢɟ ɬɨɬ ɠɟ ɞɨɤɭɦɟɧɬ, 
ɨɬɪɚɡɹɬ ɷɬɢ ɢɡɦɟɧɟɧɢɹ); 

D ɍɩɨɪɹɞɨɱɢɬɶ ɜɫɟ (Arrange All) – ɨɬɨɛɪɚɠɟɧɢɟ ɜɫɟɯ ɨɬɤɪɵɬɵɯ ɞɨɤɭ- 

ɦɟɧɬɨɜ ɜ ɨɤɧɚɯ ɬɚɤ, ɱɬɨɛɵ ɨɧɢ ɧɟ ɩɟɪɟɤɪɵɜɚɥɢɫɶ ɜ ɨɤɧɟ Word; 

D Ɋɚɡɞɟɥɢɬɶ (Split) – ɪɚɡɛɢɟɧɢɟ ɨɤɧɚ ɞɨɤɭɦɟɧɬɚ ɧɚ ɞɜɚ ɩɨɞɨɤɧɚ, ɱɬɨ 

ɩɨɡɜɨɥɹɟɬ ɨɫɭɳɟɫɬɜɥɹɬɶ ɧɟɡɚɜɢɫɢɦɭɸ ɩɪɨɤɪɭɬɤɭ ɪɚɡɥɢɱɧɵɯ ɱɚɫɬɟɣ 

ɞɨɤɭɦɟɧɬɚ, ɚ ɬɚɤɠɟ ɩɪɨɫɦɚɬɪɢɜɚɬɶ ɨɞɢɧ ɢ ɬɨɬ ɠɟ ɞɨɤɭɦɟɧɬ ɜ ɪɚɡɧɵɯ 

ɪɟɠɢɦɚɯ. 
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Word ɩɨɡɜɨɥɹɟɬ ɩɪɨɫɦɚɬɪɢɜɚɬɶ ɞɨɤɭɦɟɧɬ ɫ ɪɚɡɥɢɱɧɵɦ  ɭɜɟɥɢɱɟɧɢɟɦ. 
Ⱦɥɹ ɷɬɨɣ ɰɟɥɢ ɢɫɩɨɥɶɡɭɟɬɫɹ ɩɨɥɟ ɜɜɨɞɚ Ɇɚɫɲɬɚɛ (Zoom Control) ɩɚɧɟɥɢ ɢɧ- 

ɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ (Standard) ɢɥɢ ɤɨɦɚɧɞɚ Ɇɚɫɲɬɚɛ (Zoom) ɢɡ ɦɟɧɸ 

ȼɢɞ (View), ɤɨɬɨɪɚɹ ɩɨɡɜɨɥɹɟɬ ɧɚɫɬɪɨɢɬɶ ɫɬɟɩɟɧɶ ɭɜɟɥɢɱɟɧɢɹ ɞɨɤɭɦɟɧɬɚ. 
ɋɭɳɟɫɬɜɭɟɬ ɧɟɫɤɨɥɶɤɨ ɪɟɠɢɦɨɜ ɩɪɨɫɦɨɬɪɚ ɞɨɤɭɦɟɧɬɚ. ɉɟɪɟɤɥɸɱɟɧɢɟ 

ɦɟɠɞɭ ɪɟɠɢɦɚɦɢ ɩɪɨɫɦɨɬɪɚ ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ ɤɧɨɩɤɚɦɢ, ɪɚɫɩɨɥɨɠɟɧɧɵɦɢ 

ɫɥɟɜɚ ɨɬ ɝɨɪɢɡɨɧɬɚɥɶɧɨɣ ɩɨɥɨɫɵ ɩɪɨɤɪɭɬɤɢ, ɥɢɛɨ ɫ ɩɨɦɨɳɶɸ ɫɨɨɬɜɟɬɫɬɜɭɸ- 

ɳɢɯ ɤɨɦɚɧɞ ɦɟɧɸ ȼɢɞ (View). 

Ɉɛɵɱɧɵɣ (Normal View) ɪɟɠɢɦ ɩɪɨɫɦɨɬɪɚ – ɩɪɢɧɢɦɚɟɬɫɹ ɜ ɞɨɤɭɦɟɧɬɟ 

ɩɨ ɭɦɨɥɱɚɧɢɸ ɢ ɨɛɵɱɧɨ ɢɫɩɨɥɶɡɭɟɬɫɹ ɩɪɢ ɧɚɛɨɪɟ, ɪɟɞɚɤɬɢɪɨɜɚɧɢɢ ɢ ɮɨɪɦɚ- 

ɬɢɪɨɜɚɧɢɢ ɞɨɤɭɦɟɧɬɚ. ȼ ɷɬɨɦ ɪɟɠɢɦɟ ɢɦɟɟɬɫɹ ɬɨɥɶɤɨ ɝɨɪɢɡɨɧɬɚɥɶɧɚɹ ɥɢɧɟɣ- 

ɤɚ, ɨɬɨɛɪɚɡɢɬɶ ɢ ɫɤɪɵɬɶ ɤɨɬɨɪɭɸ ɦɨɠɧɨ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ Ʌɢɧɟɣɤɚ 

(Ruler) ɢɡ ɦɟɧɸ ȼɢɞ (View). 

Ɋɟɠɢɦ ɩɪɨɫɦɨɬɪɚ Ɋɚɡɦɟɬɤɚ ɫɬɪɚɧɢɰɵ (Page Layout View) – ɩɨɡɜɨɥɹɟɬ 

ɭɜɢɞɟɬɶ ɞɨɤɭɦɟɧɬ ɜ ɬɨɦ ɜɢɞɟ, ɜ ɤɨɬɨɪɨɦ ɨɧ ɛɭɞɟɬ ɧɚɩɟɱɚɬɚɧ, ɢ ɜɧɟɫɬɢ ɧɟɨɛ- 

ɯɨɞɢɦɵɟ ɭɬɨɱɧɟɧɢɹ ɜ ɬɟɤɫɬ ɢ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ. ȼ ɷɬɨɦ ɪɟɠɢɦɟ ɩɨɦɢɦɨ ɝɨɪɢ- 

ɡɨɧɬɚɥɶɧɨɣ ɢɦɟɟɬɫɹ ɢ ɜɟɪɬɢɤɚɥɶɧɚɹ ɥɢɧɟɣɤɚ. 
Ɋɟɠɢɦ ɩɪɨɫɦɨɬɪɚ ɋɬɪɭɤɬɭɪɚ (Outline View) ɞɨɤɭɦɟɧɬɚ – ɩɨɡɜɨɥɹɟɬ 

ɫɜɟɪɧɭɬɶ ɞɨɤɭɦɟɧɬ ɬɚɤ, ɱɬɨɛɵ ɭɜɢɞɟɬɶ ɬɨɥɶɤɨ ɨɫɧɨɜɧɵɟ ɡɚɝɨɥɨɜɤɢ ɞɨɤɭɦɟɧɬɚ 

ɢ ɪɚɡɜɟɪɧɭɬɶ ɟɝɨ ɨɬɞɟɥɶɧɵɟ ɱɚɫɬɢ. Эɬɨ ɭɩɪɨɳɚɟɬ ɩɟɪɟɦɟɳɟɧɢɟ ɢ ɤɨɩɢɪɨɜɚ- 

ɧɢɟ ɬɟɤɫɬɚ, ɚ ɬɚɤɠɟ ɪɟɨɪɝɚɧɢɡɚɰɢɸ ɛɨɥɶɲɢɯ ɞɨɤɭɦɟɧɬɨɜ. 
Word ɢɦɟɟɬ ɬɚɤɠɟ ɪɟɠɢɦ ɉɪɟɞɜɚɪɢɬɟɥɶɧɵɣ ɩɪɨɫɦɨɬɪ (Print Preview), 

ɤɨɬɨɪɵɣ ɩɨɤɚɡɵɜɚɟɬ ɫɬɪɚɧɢɰɵ ɜ ɭɦɟɧɶɲɟɧɧɨɦ ɜɢɞɟ, ɱɬɨɛɵ ɦɨɠɧɨ ɛɵɥɨ ɭɜɢ- 

ɞɟɬɶ ɫɪɚɡɭ ɜɫɸ ɫɬɪɚɧɢɰɭ ɢɥɢ ɧɟɫɤɨɥɶɤɨ ɫɬɪɚɧɢɰ, ɩɪɨɜɟɪɢɬɶ ɪɚɡɛɢɟɧɢɟ ɧɚ 

ɫɬɪɚɧɢɰɵ, ɜɧɟɫɬɢ ɢɡɦɟɧɟɧɢɹ ɜ ɫɨɞɟɪɠɚɧɢɟ ɢ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ ɦɚɤɟɬɚ. ɉɟɪɟ- 

ɯɨɞ ɜ ɪɟɠɢɦ ɩɪɟɞɜɚɪɢɬɟɥɶɧɨɝɨ ɩɪɨɫɦɨɬɪɚ ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ ɤɧɨɩɤɨɣ ɉɪɟɞɜɚ- 

ɪɢɬɟɥɶɧɵɣ ɩɪɨɫɦɨɬɪ/ɉɪɨɫɦɨɬɪ ɩɟɱɚɬɢ (Print Preview) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧ- 

ɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ (Standard) ɢɥɢ ɤɨɦɚɧɞɨɣ ɉɪɟɞɜɚɪɢɬɟɥɶɧɵɣ ɩɪɨɫɦɨɬɪ 

(Print Preview)  ɢɡ ɦɟɧɸ Ɏɚɣɥ (File). 

1.3. ȼɵɞɟɥɟɧɢɟ, ɤɨɩɢɪɨɜɚɧɢɟ ɢ ɩɟɪɟɦɟɳɟɧɢɟ ɬɟɤɫɬɚ 

ɉɪɟɠɞɟ ɱɟɦ ɨɫɭɳɟɫɬɜɥɹɬɶ ɤɚɤɢɟ-ɥɢɛɨ ɞɟɣɫɬɜɢɹ ɫ ɬɟɤɫɬɨɦ, ɟɝɨ ɧɚɞɨ ɜɵ- 

ɞɟɥɢɬɶ ɨɞɧɢɦ ɢɡ ɫɥɟɞɭɸɳɢɯ ɫɩɨɫɨɛɨɜ: 
D ɫɥɨɜɨ ɜɵɞɟɥɹɟɬɫɹ ɞɜɨɣɧɵɦ ɳɟɥɱɤɨɦ ɥɟɜɨɣ ɤɧɨɩɤɢ ɦɵɲɢ ɧɚ ɧɟɦ; 
D ɩɪɟɞɥɨɠɟɧɢɟ ɜɵɞɟɥɹɟɬɫɹ ɳɟɥɱɤɨɦ ɜ ɩɪɟɞɟɥɚɯ ɷɬɨɝɨ ɩɪɟɞɥɨɠɟɧɢɹ 

ɫ ɨɞɧɨɜɪɟɦɟɧɧɵɦ ɧɚɠɚɬɢɟɦ ɤɥɚɜɢɲɢ Ctrl; 
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D ɰɟɥɚɹ ɫɬɪɨɤɚ ɜɵɞɟɥɹɟɬɫɹ ɳɟɥɱɤɨɦ ɫɥɟɜɚ ɨɬ ɫɬɪɨɤɢ; 
D ɰɟɥɵɣ ɚɛɡɚɰ ɜɵɞɟɥɹɟɬɫɹ ɞɜɨɣɧɵɦ ɳɟɥɱɤɨɦ ɫɥɟɜɚ ɨɬ ɚɛɡɚɰɚ ɢɥɢ ɬɪɨɣ- 

ɧɵɦ ɳɟɥɱɤɨɦ ɜɧɭɬɪɢ ɚɛɡɚɰɚ; 
D   ɫɬɪɨɱɧɵɣ ɮɪɚɝɦɟɧɬ ɜɵɞɟɥɹɟɬɫɹ ɩɪɨɬɚɫɤɢɜɚɧɢɟɦ ɭɤɚɡɚɬɟɥɹ ɦɵɲɢ 

ɫ ɧɚɠɚɬɨɣ ɥɟɜɨɣ ɤɧɨɩɤɨɣ; 
D ɩɪɹɦɨɭɝɨɥɶɧɵɣ ɮɪɚɝɦɟɧɬ ɜɵɞɟɥɹɟɬɫɹ ɩɪɨɬɚɫɤɢɜɚɧɢɟɦ ɭɤɚɡɚɬɟɥɹ ɦɵ- 

ɲɢ ɫ ɧɚɠɚɬɨɣ ɥɟɜɨɣ ɤɧɨɩɤɨɣ ɢ ɨɞɧɨɜɪɟɦɟɧɧɵɦ ɧɚɠɚɬɢɟɦ ɤɥɚɜɢɲɢ 

Alt; 

D ɛɨɥɶɲɨɣ ɮɪɚɝɦɟɧɬ ɬɟɤɫɬɚ ɛɵɫɬɪɨ ɜɵɞɟɥɹɟɬɫɹ ɳɟɥɱɨɤ ɜ ɧɚɱɚɥɟ ɜɵɞɟ- 

ɥɹɟɦɨɝɨ ɮɪɚɝɦɟɧɬɚ, ɚ ɡɚɬɟɦ ɜ ɤɨɧɰɟ ɜɵɞɟɥɹɟɦɨɝɨ ɮɪɚɝɦɟɧɬɚ ɩɪɢ ɧɚ- 

ɠɚɬɨɣ ɤɥɚɜɢɲɟ Shift; 

D ɜɟɫɶ ɞɨɤɭɦɟɧɬ ɜɵɞɟɥɹɟɬɫɹ ɬɪɨɣɧɵɦ ɳɟɥɱɤɨɦ ɫɥɟɜɚ ɨɬ ɬɟɤɫɬɚ ɢɥɢ ɤɨ- 

ɦɚɧɞɨɣ ȼɵɞɟɥɢɬɶ ɜɫɟ (Select All) ɢɡ ɦɟɧɸ ɉɪɚɜɤɚ (Edit). 

ȼɵɞɟɥɟɧɧɵɣ ɮɪɚɝɦɟɧɬ ɬɟɤɫɬɚ ɦɨɠɧɨ ɫɤɨɩɢɪɨɜɚɬɶ, ɩɟɪɟɦɟɫɬɢɬɶ ɢɥɢ 

ɭɞɚɥɢɬɶ. Ⱦɥɹ ɭɞɚɥɟɧɢɹ ɜɵɞɟɥɟɧɧɨɝɨ ɮɪɚɝɦɟɧɬɚ ɢɫɩɨɥɶɡɭɟɬɫɹ ɤɥɚɜɢɲɚ Del 

ɢɥɢ ɤɨɦɚɧɞɚ Ɉɱɢɫɬɢɬɶ (Clear) ɢɡ ɦɟɧɸ ɉɪɚɜɤɚ (Edit). ɉɟɪɟɦɟɳɟɧɢɟ ɢɥɢ 

ɤɨɩɢɪɨɜɚɧɢɟ ɮɪɚɝɦɟɧɬɚ ɜ ɛɭɮɟɪ ɨɛɦɟɧɚ ɜɵɩɨɥɧɹɟɬɫɹ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞ 

ȼɵɪɟɡɚɬɶ (Cut) ɢ Ʉɨɩɢɪɨɜɚɬɶ (Copy) ɢɡ ɦɟɧɸ ɉɪɚɜɤɚ (Edit). Ʉɨɦɚɧɞɚ 

ȼɫɬɚɜɢɬɶ (Paste) ɷɬɨɝɨ ɠɟ ɦɟɧɸ ɨɫɭɳɟɫɬɜɥɹɟɬ ɜɤɥɸɱɟɧɢɟ ɫɨɞɟɪɠɢɦɨɝɨ ɛɭ- 

ɮɟɪɚ ɨɛɦɟɧɚ ɜ ɬɟɤɭɳɭɸ ɩɨɡɢɰɢɸ ɤɭɪɫɨɪɚ. ɇɚ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧ- 

ɞɚɪɬɧɚɹ (Standard) ɢɦɟɸɬɫɹ ɤɧɨɩɤɢ, ɫɨɨɬɜɟɬɫɬɜɭɸɳɢɟ ɭɤɚɡɚɧɧɵɦ ɤɨɦɚɧ- 

ɞɚɦ. Ȼɵɫɬɪɵɣ ɞɨɫɬɭɩ ɤ ɷɬɢɦ ɤɨɦɚɧɞɚɦ ɦɨɠɧɨ ɨɫɭɳɟɫɬɜɢɬɶ ɬɚɤɠɟ ɜɵɡɨɜɨɦ 

ɤɨɧɬɟɤɫɬɧɨɝɨ ɦɟɧɸ, ɳɟɥɤɧɭɜ ɩɪɚɜɨɣ ɤɧɨɩɤɨɣ ɦɵɲɢ ɧɚ ɜɵɞɟɥɟɧɧɨɦ ɮɪɚɝ- 

ɦɟɧɬɟ ɢɥɢ ɜ ɦɟɫɬɟ ɜɫɬɚɜɤɢ ɮɪɚɝɦɟɧɬɚ ɢɡ ɛɭɮɟɪɚ ɨɛɦɟɧɚ. 

1.4. Ɏɨɪɦɚɬɢɪɨɜɚɧɢɟ ɫɢɦɜɨɥɨɜ 

ɋɢɦɜɨɥɵ ɮɨɪɦɚɬɢɪɭɸɬɫɹ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ ɒɪɢɮɬ (Font) ɢɡ ɦɟɧɸ 

Ɏɨɪɦɚɬ (Format) ɢɥɢ ɢɡ ɤɨɧɬɟɤɫɬɧɨɝɨ ɦɟɧɸ, ɤɨɬɨɪɨɟ ɜɵɡɵɜɚɟɬɫɹ ɳɟɥɱɤɨɦ 

ɩɪɚɜɨɣ ɤɧɨɩɤɨɣ ɦɵɲɢ ɧɚ ɜɵɞɟɥɟɧɧɨɦ ɮɪɚɝɦɟɧɬɟ ɬɟɤɫɬɚ. Эɬɚ ɤɨɦɚɧɞɚ ɢɡɦɟ- 

ɧɹɟɬ ɲɪɢɮɬ, ɫɬɢɥɶ (ɩɨɥɭɠɢɪɧɵɣ ɢ ɤɭɪɫɢɜ), ɪɚɡɦɟɪ ɲɪɢɮɬɚ, ɬɢɩ ɩɨɞɱɟɪɤɢɜɚ- 

ɧɢɹ, ɰɜɟɬ ɢ ɷɮɮɟɤɬɵ ɲɪɢɮɬɚ. ȼɤɥɚɞɤɚ ɂɧɬɟɪɜɚɥ (Character Spacing) ɩɨɡɜɨ- 

ɥɹɟɬ ɢɡɦɟɧɢɬɶ ɪɚɫɫɬɨɹɧɢɟ ɦɟɠɞɭ ɫɢɦɜɨɥɚɦɢ ɢ ɩɨɥɨɠɟɧɢɟ ɬɟɤɫɬɚ ɨɬɧɨɫɢɬɟɥɶ- 

ɧɨ ɭɪɨɜɧɹ ɫɬɪɨɤɢ. 
ɑɚɫɬɶ ɜɨɡɦɨɠɧɨɫɬɟɣ ɩɨ ɮɨɪɦɚɬɢɪɨɜɚɧɢɸ ɫɢɦɜɨɥɨɜ ɩɪɟɞɫɬɚɜɥɟɧɚ ɜ ɩɚ- 

ɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɏɨɪɦɚɬɢɪɨɜɚɧɢɟ (Formatting). 
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ȿɫɥɢ ɜɵɞɟɥɟɧ ɮɪɚɝɦɟɧɬ ɬɟɤɫɬɚ, ɬɨ ɤɨɦɚɧɞɚ ɢɡɦɟɧɢɬ ɲɪɢɮɬ ɬɨɥɶɤɨ ɞɥɹ 

ɷɬɨɝɨ ɮɪɚɝɦɟɧɬɚ. ɉɪɢ ɨɬɫɭɬɫɬɜɢɢ ɜɵɞɟɥɟɧɧɨɝɨ ɮɪɚɝɦɟɧɬɚ ɛɭɞɟɬ ɢɡɦɟɧɟɧ 

ɲɪɢɮɬɚ ɩɪɢ ɧɚɛɨɪɟ ɬɟɤɫɬɚ ɫ ɩɨɡɢɰɢɢ ɤɭɪɫɨɪɚ. 
Ɏɨɪɦɚɬ ɫɢɦɜɨɥɨɜ ɦɨɠɟɬ ɛɵɬɶ ɫɤɨɩɢɪɨɜɚɧ ɫ ɨɞɧɨɣ ɱɚɫɬɢ ɬɟɤɫɬɚ ɜ ɞɪɭ- 

ɝɭɸ. Ⱦɥɹ ɷɬɨɝɨ ɧɟɨɛɯɨɞɢɦɨ ɜɵɞɟɥɢɬɶ ɬɟɤɫɬ ɫ ɬɪɟɛɭɟɦɵɦ ɮɨɪɦɚɬɨɦ ɫɢɦɜɨɥɨɜ, 
ɳɟɥɤɧɭɬɶ ɧɚ ɤɧɨɩɤɟ Ɏɨɪɦɚɬ ɩɨ ɨɛɪɚɡɰɭ (Format Painter) ɩɚɧɟɥɢ ɢɧɫɬɪɭ- 

ɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ (Standard) ɢ ɜɵɞɟɥɢɬɶ ɬɟɤɫɬ, ɞɥɹ ɤɨɬɨɪɨɝɨ  ɞɨɥɠɟɧ 

ɛɵɬɶ ɢɡɦɟɧɟɧ ɮɨɪɦɚɬ. ȿɫɥɢ ɧɚ ɭɤɚɡɚɧɧɨɣ ɤɧɨɩɤɟ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ 

ɳɟɥɤɧɭɬɶ ɞɜɚɠɞɵ, ɬɨ ɢɡɦɟɧɟɧɢɟ ɮɨɪɦɚɬɚ ɦɨɠɧɨ ɩɪɨɜɨɞɢɬɶ ɜ ɧɟɫɤɨɥɶɤɢɯ 

ɦɟɫɬɚɯ ɬɟɤɫɬɚ. Ⱦɥɹ ɩɪɟɤɪɚɳɟɧɢɹ ɩɪɢɦɟɧɟɧɢɹ ɮɨɪɦɚɬɚ ɧɚɞɨ ɟɳɟ ɪɚɡ ɳɟɥɤɧɭɬɶ 

ɧɚ ɤɧɨɩɤɟ Ɏɨɪɦɚɬ ɩɨ ɨɛɪɚɡɰɭ (Format Painter). 

Word ɩɨɡɜɨɥɹɟɬ ɢɡɦɟɧɹɬɶ ɪɟɝɢɫɬɪ ɫɢɦɜɨɥɨɜ ɛɟɡ ɩɨɜɬɨɪɧɨɝɨ ɢɯ ɧɚɛɨɪɚ. 
Ⱦɥɹ ɷɬɨɣ ɰɟɥɢ ɢɫɩɨɥɶɡɭɟɬɫɹ ɤɨɦɚɧɞɚ Ɋɟɝɢɫɬɪ (Change Case) ɢɡ ɦɟɧɸ 

Ɏɨɪɦɚɬ (Format). 

ȼ ɫɨɡɞɚɜɚɟɦɵɣ ɞɨɤɭɦɟɧɬ ɦɨɠɧɨ ɜɤɥɸɱɚɬɶ ɫɩɟɰɢɚɥɶɧɵɟ ɫɢɦɜɨɥɵ, ɤɨɬɨ- 

ɪɵɟ ɩɪɢɧɬɟɪ ɫɩɨɫɨɛɟɧ ɧɚɩɟɱɚɬɚɬɶ, ɧɨ ɤɨɬɨɪɵɯ ɧɟɬ ɧɚ ɫɬɚɧɞɚɪɬɧɨɣ ɤɥɚɜɢɚɬɭ- 

ɪɟ. Ⱦɥɹ ɷɬɨɝɨ ɢɫɩɨɥɶɡɭɟɬɫɹ ɤɨɦɚɧɞɚ ɋɢɦɜɨɥ (Symbol) ɢɡ ɦɟɧɸ ȼɫɬɚɜɤɚ 

(Insert). ȼɤɥɚɞɤɚ ɋɢɦɜɨɥɵ (Symbols) ɩɨɤɚɡɵɜɚɟɬ ɬɚɛɥɢɰɵ ɞɨɫɬɭɩɧɵɯ ɧɚɛɨ- 

ɪɨɜ ɫɢɦɜɨɥɨɜ. ȼɤɥɚɞɤɚ ɋɩɟɰɢɚɥɶɧɵɟ ɡɧɚɤɢ (Special Characters) ɩɨɤɚɡɵɜɚɟɬ 

ɫɩɢɫɨɤ ɫɩɟɰɢɚɥɶɧɵɯ ɫɢɦɜɨɥɨɜ (ɧɚɩɪɢɦɟɪ, ɫɢɦɜɨɥ ɚɜɬɨɪɫɤɨɝɨ ɩɪɚɜɚ © ɢɥɢ 

ɫɢɦɜɨɥ ɡɚɪɟɝɢɫɬɪɢɪɨɜɚɧɧɨɝɨ ɬɨɜɚɪɧɨɝɨ ɡɧɚɤɚ ™). ɂɦɟɟɬɫɹ ɜɨɡɦɨɠɧɨɫɬɶ ɞɥɹ 

ɥɸɛɨɝɨ ɫɢɦɜɨɥɚ ɫɨɡɞɚɬɶ ɝɨɪɹɱɭɸ ɤɥɚɜɢɲɭ, ɨɫɭɳɟɫɬɜɥɹɸɳɭɸ ɛɵɫɬɪɨɟ ɜɨɫ- 

ɩɪɨɢɡɜɟɞɟɧɢɟ ɷɬɨɝɨ ɫɢɦɜɨɥɚ. 
ɉɪɢ ɨɲɢɛɨɱɧɨɦ ɜɵɩɨɥɧɟɧɢɢ ɮɨɪɦɚɬɢɪɨɜɚɧɢɹ ɦɨɠɧɨ ɜɨɫɩɨɥɶɡɨɜɚɬɶɫɹ 

ɤɨɦɚɧɞɨɣ Ɉɬɦɟɧɢɬɶ (Undo) ɢɡ ɦɟɧɸ ɉɪɚɜɤɚ (Edit). Ʉɨɦɚɧɞɚ ɉɨɜɬɨɪɢɬɶ 

(Redo) ɢɡ ɷɬɨɝɨ ɦɟɧɸ, ɧɚɨɛɨɪɨɬ, ɩɨɡɜɨɥɹɟɬ ɜɟɪɧɭɬɶ ɩɨɫɥɟɞɧɟɟ ɢɡɦɟɧɟɧɢɟ ɩɪɢ 

ɨɲɢɛɨɱɧɨɣ ɟɝɨ ɨɬɦɟɧɟ. Ⱦɥɹ ɛɵɫɬɪɨɝɨ ɜɵɡɨɜɚ ɷɬɢɯ ɤɨɦɚɧɞ ɢɦɟɸɬɫɹ ɫɨɨɬɜɟɬ- 

ɫɬɜɭɸɳɢɟ ɤɧɨɩɤɢ ɧɚ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ  (Standard). 

Ⱦɥɹ ɨɬɦɟɧɵ ɢɥɢ ɩɨɜɬɨɪɚ ɨɞɧɨɜɪɟɦɟɧɧɨ ɧɟɫɤɨɥɶɤɢɯ ɞɟɣɫɬɜɢɣ ɧɚɞɨ ɳɟɥɤɧɭɬɶ 

ɧɚ ɫɬɪɟɥɤɟ ɪɹɞɨɦ ɫ ɷɬɢɦɢ ɤɧɨɩɤɚɦɢ. 

1.5. Ɏɨɪɦɚɬɢɪɨɜɚɧɢɟ ɚɛɡɚɰɟɜ 

ȼ Word ɚɛɡɚɰɟɦ ɹɜɥɹɟɬɫɹ ɥɸɛɚɹ ɱɚɫɬɶ ɞɨɤɭɦɟɧɬɚ, ɡɚ ɤɨɬɨɪɨɣ ɫɥɟɞɭɟɬ 

ɦɚɪɤɟɪ ɚɛɡɚɰɚ. Ɇɚɪɤɟɪ ɚɛɡɚɰɚ – ɷɬɨ ɡɧɚɱɨɤ, ɩɨɦɟɱɚɸɳɢɣ ɤɨɧɟɰ ɚɛɡɚɰɚ ɢ 

ɫɨɞɟɪɠɚɳɢɣ ɢɧɮɨɪɦɚɰɢɸ ɨ ɮɨɪɦɚɬɢɪɨɜɚɧɢɢ, ɤɨɬɨɪɨɟ ɩɪɢɦɟɧɹɟɬɫɹ ɤ ɷɬɨ- 

ɦɭ ɚɛɡɚɰɭ. ȿɫɥɢ ɭɞɚɥɢɬɶ ɦɚɪɤɟɪ ɚɛɡɚɰɚ, ɬɨ ɭɞɚɥɹɟɬɫɹ ɟɝɨ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ, 
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ɢ ɬɟɤɫɬ ɜ ɷɬɨɦ ɚɛɡɚɰɟ ɩɨɥɭɱɚɟɬ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ ɫɥɟɞɭɸɳɟɝɨ ɡɚ ɧɢɦ ɚɛɡɚɰɚ. 
ɑɬɨɛɵ ɫɥɭɱɚɣɧɨ ɜɨ ɜɪɟɦɹ ɪɚɛɨɬɵ ɧɟ ɭɞɚɥɢɬɶ ɦɚɪɤɟɪɵ ɚɛɡɚɰɟɜ, ɧɚɞɨ ɢɯ 

ɨɬɨɛɪɚɡɢɬɶ, ɧɚɠɚɜ ɤɧɨɩɤɭ ɇɟɩɟɱɚɬɚɟɦɵɟ ɡɧɚɤɢ (Show/Hide ¶) ɩɚɧɟɥɢ ɢɧ- 

ɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ (Standard). Ⱦɥɹ ɢɯ ɫɤɪɵɬɢɹ ɧɚɞɨ ɩɨɜɬɨɪɧɨ ɧɚ- 

ɠɚɬɶ ɭɤɚɡɚɧɧɭɸ ɤɧɨɩɤɭ. ɂɡɦɟɧɟɧɢɟ ɮɨɪɦɚɬɚ ɩɪɨɢɡɜɨɞɢɬɫɹ ɞɥɹ ɜɵɞɟɥɟɧɧɨ- 

ɝɨ ɢɥɢ ɬɟɤɭɳɟɝɨ ɚɛɡɚɰɚ. 
ɉɪɢ ɧɚɛɨɪɟ ɬɟɤɫɬɚ ɩɟɪɟɧɨɫ ɧɚ ɫɥɟɞɭɸɳɭɸ ɫɬɪɨɤɭ ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ ɚɜɬɨ- 

ɦɚɬɢɱɟɫɤɢ ɜ ɡɚɜɢɫɢɦɨɫɬɢ ɨɬ ɭɫɬɚɧɨɜɥɟɧɧɵɯ ɯɚɪɚɤɬɟɪɢɫɬɢɤ ɮɨɪɦɚɬɢɪɨɜɚɧɢɹ 

ɬɟɤɭɳɟɝɨ ɚɛɡɚɰɚ. Ʉɥɚɜɢɲɚ Enter ɧɚɠɢɦɚɟɬɫɹ ɬɨɥɶɤɨ ɬɨɝɞɚ, ɤɨɝɞɚ ɧɚɱɢɧɚɟɬɫɹ 

ɧɨɜɵɣ ɚɛɡɚɰ. 
ɋɚɦɵɦ ɩɪɨɫɬɵɦ ɫɩɨɫɨɛɨɦ ɡɚɞɚɧɢɹ ɨɬɫɬɭɩɨɜ ɚɛɡɚɰɚ ɹɜɥɹɟɬɫɹ ɢɫɩɨɥɶɡɨ- 

ɜɚɧɢɟ ɝɨɪɢɡɨɧɬɚɥɶɧɨɣ ɥɢɧɟɣɤɢ, ɧɚ ɤɨɬɨɪɨɣ ɦɨɠɧɨ ɫ ɩɨɦɨɳɶɸ ɦɵɲɢ ɭɫɬɚɧɨ- 

ɜɢɬɶ ɨɬɫɬɭɩ ɩɟɪɜɨɣ ɫɬɪɨɤɢ, ɨɬɫɬɭɩ ɫɥɟɜɚ ɢ ɨɬɫɬɭɩ ɫɩɪɚɜɚ, ɡɧɚɱɤɢ ɤɨɬɨɪɵɯ 

ɪɚɫɩɨɥɚɝɚɸɬɫɹ ɧɚ ɫɚɦɨɣ ɥɢɧɟɣɤɟ. 
Ⱦɥɹ ɜɚɪɢɚɧɬɨɜ ɜɵɪɚɜɧɢɜɚɧɢɹ ɬɟɤɫɬɚ ɧɚ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɏɨɪɦɚɬɢ- 

ɪɨɜɚɧɢɟ (Formatting) ɩɪɟɞɫɬɚɜɥɟɧɚ ɫɨɨɬɜɟɬɫɬɜɭɸɳɚɹ ɝɪɭɩɩɚ ɤɧɨɩɨɤ, ɜɵɪɚɜ- 

ɧɢɜɚɸɳɚɹ ɬɟɤɫɬ ɩɨ ɥɟɜɨɣ ɢɥɢ ɩɨ ɩɪɚɜɨɣ ɝɪɚɧɢɰɟ, ɩɨ ɰɟɧɬɪɭ ɢɥɢ ɩɨ ɲɢɪɢɧɟ 

ɦɟɠɞɭ ɥɟɜɨɣ ɢ ɩɪɚɜɨɣ ɝɪɚɧɢɰɚɦɢ ɚɛɡɚɰɚ. 
Ɂɚɞɚɧɢɟ ɛɨɥɶɲɢɧɫɬɜɚ ɯɚɪɚɤɬɟɪɢɫɬɢɤ ɮɨɪɦɚɬɢɪɨɜɚɧɢɹ ɚɛɡɚɰɚ ɨɫɭɳɟɫɬɜ- 

ɥɹɟɬɫɹ ɤɨɦɚɧɞɨɣ Ⱥɛɡɚɰ (Paragraph)  ɢɡ ɦɟɧɸ Ɏɨɪɦɚɬ (Format), ɤɨɬɨɪɭɸ 

ɦɨɠɧɨ ɜɵɡɜɚɬɶ ɬɚɤɠɟ ɫ ɩɨɦɨɳɶɸ ɤɨɧɬɟɤɫɬɧɨɝɨ ɦɟɧɸ ɞɥɹ ɚɛɡɚɰɚ (ɳɟɥɱɨɤ 

ɩɪɚɜɨɣ ɤɧɨɩɤɨɣ ɦɵɲɢ ɧɚ ɚɛɡɚɰɟ). Ɉɧɚ ɜɵɡɵɜɚɟɬ ɞɢɚɥɨɝɨɜɨɟ  ɨɤɧɨ Ⱥɛɡɚɰ 

(Paragraph). 

ȼɤɥɚɞɤɚ Ɉɬɫɬɭɩɵ ɢ ɢɧɬɟɪɜɚɥɵ (Indents and Spacing) ɷɬɨɝɨ ɞɢɚɥɨɝɨ- 

ɜɨɝɨ ɨɤɧɚ ɢɡɦɟɧɹɟɬ ɨɬɫɬɭɩɵ ɚɛɡɚɰɚ, ɜɵɪɚɜɧɢɜɚɧɢɟ ɬɟɤɫɬɚ, ɦɟɠɫɬɪɨɱɧɵɣ ɢɧ- 

ɬɟɪɜɚɥ ɢ ɪɚɫɫɬɨɹɧɢɟ ɦɟɠɞɭ ɚɛɡɚɰɚɦɢ. ɉɪɢ ɡɚɞɚɧɢɢ ɡɧɚɱɟɧɢɣ ɨɬɫɬɭɩɨɜ ɜɨɡ- 

ɦɨɠɧɨ ɡɚɞɚɧɢɟ ɨɬɫɬɭɩɚ ɩɟɪɜɨɣ ɫɬɪɨɤɢ (ɉɟɪɜɚɹ ɫɬɪɨɤɚ (First Line)): ɨɬɫɬɭɩ 

ɫɞɜɢɝɚɸɳɢɣ ɩɟɪɜɭɸ ɫɬɪɨɤɭ ɚɛɡɚɰɚ ɧɚ ɜɟɥɢɱɢɧɭ, ɭɤɚɡɚɧɧɭɸ ɜ ɩɨɥɟ ɇɚ (By), 

ɢɥɢ ɨɬɫɬɭɩɨɜ ɫɥɟɜɚ ɢ ɫɩɪɚɜɚ (ɋɥɟɜɚ (Left Hanging) ɢ ɋɩɪɚɜɚ (Right Hang- 

ing)), ɫɞɜɢɝɚɸɳɢɣ ɜ ɚɛɡɚɰɟ ɜɫɟ ɫɬɪɨɤɢ ɜɥɟɜɨ (ɤɪɨɦɟ ɩɟɪɜɨɣ) ɢɥɢ ɜɩɪɚɜɨ ɧɚ 

ɭɤɚɡɚɧɧɭɸ ɜɟɥɢɱɢɧɭ. ȼɚɪɢɚɧɬɵ ɡɚɞɚɧɢɹ ɦɟɠɫɬɪɨɱɧɨɝɨ ɢɧɬɟɪɜɚɥɚ ɜɧɭɬɪɢ 

ɚɛɡɚɰɚ ɨɩɪɟɞɟɥɹɸɬɫɹ ɜ ɩɨɥɟ Ɇɟɠɞɭɫɬɪɨɱɧɵɣ (Line Spacing). Ɋɚɫɫɬɨɹɧɢɟ 

ɦɟɠɞɭ ɚɛɡɚɰɚɦɢ (ɂɧɬɟɪɜɚɥ (Interval)) ɨɩɪɟɞɟɥɹɟɬɫɹ ɜɟɥɢɱɢɧɚɦɢ, ɡɚɞɚɸ- 

ɳɢɦɢ ɪɚɫɫɬɨɹɧɢɹ ɩɟɪɟɞ ɩɟɪɜɨɣ ɫɬɪɨɤɨɣ ɚɛɡɚɰɚ (ɉɟɪɟɞ (Before)) ɢ ɩɨɫɥɟ ɚɛ- 

ɡɚɰɚ (ɉɨɫɥɟ (After)). ȼɚɪɢɚɧɬɵ ɜɵɪɚɜɧɢɜɚɧɢɹ ɬɟɤɫɬɚ ɜɵɛɢɪɚɸɬɫɹ ɢɡ ɩɨɥɹ 

ȼɵɪɚɜɧɢɜɚɧɢɟ   (Alignment). 
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ȼɤɥɚɞɤɚ ɉɨɥɨɠɟɧɢɟ ɧɚ ɫɬɪɚɧɢɰɟ (Text Flow) ɭɩɪɚɜɥɹɟɬ ɫɥɟɞɭɸɳɢɦɢ 

ɩɚɪɚɦɟɬɪɚɦɢ: 
D Ɂɚɩɪɟɬ ɜɢɫɹɱɢɯ ɫɬɪɨɤ (Widow/Orphan Control) – ɡɚɩɪɟɳɚɟɬ ɩɟɱɚ- 

ɬɚɬɶ ɨɞɧɭ ɩɨɫɥɟɞɧɸɸ ɫɬɪɨɤɭ ɚɛɡɚɰɚ ɜ ɧɚɱɚɥɟ ɫɬɪɚɧɢɰɵ ɢɥɢ ɨɞɧɭ ɩɟɪ- 

ɜɭɸ ɫɬɪɨɤɭ ɚɛɡɚɰɚ ɜ ɤɨɧɰɟ ɫɬɪɚɧɢɰɵ; 
D  ɇɟ ɪɚɡɪɵɜɚɬɶ ɚɛɡɚɰ (Keep Lines Together) – ɡɚɩɪɟɳɚɟɬ ɩɟɪɟɧɨɫɢɬɶ 

ɧɚ ɞɪɭɝɭɸ ɫɬɪɚɧɢɰɭ ɱɚɫɬɶ ɚɛɡɚɰɚ; 
D ɇɟ ɨɬɪɵɜɚɬɶ ɨɬ ɫɥɟɞɭɸɳɟɝɨ (Keep With Next) – ɡɚɩɪɟɳɚɟɬ ɩɟɪɟɧɨ- 

ɫɢɬɶ ɧɚ ɞɪɭɝɭɸ ɫɬɪɚɧɢɰɭ ɫɥɟɞɭɸɳɢɣ ɚɛɡɚɰ; 
D ɋ ɧɨɜɨɣ ɫɬɪɚɧɢɰɵ (Page Break Before) – ɜɫɬɚɜɥɹɟɬ ɤɨɧɟɰ ɫɬɪɚɧɢɰɵ 

ɩɟɪɟɞ ɷɬɢɦ ɚɛɡɚɰɟɦ; 
D Ɂɚɩɪɟɬɢɬɶ ɧɭɦɟɪɚɰɢɸ ɫɬɪɨɤ (Suppress Line Numbers) – ɩɪɟɞɨɬ- 

ɜɪɚɳɚɟɬ ɧɭɦɟɪɚɰɢɸ ɫɬɪɨɤ ɜ ɷɬɨɦ ɚɛɡɚɰɟ, ɟɫɥɢ ɨɧɚ ɩɪɟɞɭɫɦɨɬɪɟɧɚ ɜɨ 

ɜɫɟɦ ɞɨɤɭɦɟɧɬɟ; 
D Ɂɚɩɪɟɬɢɬɶ  ɚɜɬɨɦɚɬɢɱɟɫɤɢɣ  ɩɟɪɟɧɨɫ  ɫɥɨɜ  (Don’t  Hyphenate)  –  ɡɚ- 

ɩɪɟɳɚɟɬ ɩɟɪɟɧɨɫ ɫɥɨɜ ɜ ɚɛɡɚɰɟ, ɟɫɥɢ ɨɧ ɩɪɟɞɭɫɦɨɬɪɟɧ ɞɥɹ ɞɨɤɭɦɟɧɬɚ. 
ɏɚɪɚɤɬɟɪɢɫɬɢɤɨɣ ɮɨɪɦɚɬɢɪɨɜɚɧɢɹ ɚɛɡɚɰɚ ɹɜɥɹɟɬɫɹ ɬɚɤɠɟ ɭɫɬɚɧɨɜɤɚ ɪɚɡ- 

ɥɢɱɧɵɯ ɬɚɛɭɥɹɬɨɪɨɜ. ɉɪɢ ɧɚɠɚɬɢɢ ɤɥɚɜɢɲɢ Tab ɤɭɪɫɨɪ ɚɜɬɨɦɚɬɢɱɟɫɤɢ ɩɟɪɟ- 

ɧɨɫɢɬɫɹ  ɧɚ  ɩɨɡɢɰɢɸ,  ɨɬɦɟɱɟɧɧɭɸ  ɡɧɚɤɨɦ  ɬɚɛɭɥɹɬɨɪɚ.  Эɬɨ  ɩɨɡɜɨɥɹɟɬ  ɜɵ- 

ɫɬɪɚɢɜɚɬɶ ɬɟɤɫɬ ɢɥɢ ɱɢɫɥɚ ɜ ɫɬɨɥɛɰɵ. Ɍɚɛɭɥɹɬɨɪɵ ɪɚɡɥɢɱɚɸɬɫɹ ɪɚɡɧɵɦ ɫɩɨ- 

ɫɨɛ ɜɵɪɚɜɧɢɜɚɧɢɹ ɬɟɤɫɬɚ ɨɬɧɨɫɢɬɟɥɶɧɨ ɩɨɡɢɰɢɢ ɬɚɛɭɥɹɬɨɪɚ (ɜɥɟɜɨ, ɜɩɪɚɜɨ, 
ɩɨ ɰɟɧɬɪɭ, ɞɟɫɹɬɢɱɧɨɟ). ȼɵɛɨɪ ɬɢɩɚ ɬɚɛɭɥɹɬɨɪɚ ɦɨɠɧɨ ɨɫɭɳɟɫɬɜɢɬɶ ɤɧɨɩɤɨɣ, 
ɧɚɯɨɞɹɳɟɣɫɹ ɫɥɟɜɚ ɨɬ ɝɨɪɢɡɨɧɬɚɥɶɧɨɣ ɥɢɧɟɣɤɢ. Ⱦɟɫɹɬɢɱɧɵɣ ɬɚɛɭɥɹɬɨɪ ɜɵ- 

ɪɚɜɧɢɜɚɟɬ ɱɢɫɥɨ, ɜɜɨɞɢɦɨɟ ɜ ɩɨɡɢɰɢɸ ɬɚɛɭɥɹɬɨɪɚ, ɨɬɧɨɫɢɬɟɥɶɧɨ ɡɧɚɤɚ, ɪɚɡ- 

ɞɟɥɹɸɳɟɝɨ ɰɟɥɭɸ ɢ ɞɪɨɛɧɭɸ ɱɚɫɬɢ ɱɢɫɥɚ. 
Ɂɧɚɱɤɢ ɬɚɛɭɥɹɬɨɪɨɜ ɩɪɢ ɜɵɛɪɚɧɧɨɦ ɬɢɩɟ ɬɚɛɭɥɹɬɨɪɚ ɭɫɬɚɧɚɜɥɢɜɚɸɬɫɹ 

ɳɟɥɱɤɨɦ ɦɵɲɢ ɧɚ ɝɨɪɢɡɨɧɬɚɥɶɧɨɣ ɥɢɧɟɣɤɟ ɜ ɬɪɟɛɭɟɦɵɯ ɩɨɡɢɰɢɹɯ. Ⱦɥɹ ɭɞɚ- 

ɥɟɧɢɹ ɡɧɚɱɤɚ ɬɚɛɭɥɹɬɨɪɚ, ɧɚɞɨ ɟɝɨ ɫ ɩɨɦɨɳɶɸ ɦɵɲɢ ɩɟɪɟɦɟɫɬɢɬɶ ɡɚ ɩɪɟɞɟɥɵ 

ɝɨɪɢɡɨɧɬɚɥɶɧɨɣ ɥɢɧɟɣɤɢ. Ɇɨɠɧɨ ɩɟɪɟɦɟɳɚɬɶ ɭɠɟ ɭɫɬɚɧɨɜɥɟɧɧɵɣ ɬɚɛɭɥɹɬɨɪ 

ɧɚ ɞɪɭɝɭɸ ɩɨɡɢɰɢɸ, ɩɟɪɟɞɜɢɝɚɹ ɟɝɨ ɫ ɩɨɦɨɳɶɸ ɦɵɲɢ ɜɞɨɥɶ ɝɨɪɢɡɨɧɬɚɥɶɧɨɣ 

ɥɢɧɟɣɤɢ. ɉɨ ɭɦɨɥɱɚɧɢɸ ɬɚɛɭɥɹɬɨɪɵ ɭɫɬɚɧɚɜɥɢɜɚɸɬɫɹ ɱɟɪɟɡ ɤɚɠɞɵɟ 1,27 ɫɦ 

ɨɬ ɥɟɜɨɣ ɝɪɚɧɢɰɵ. ɉɪɢ ɭɫɬɚɧɨɜɤɟ ɧɨɜɨɝɨ ɬɚɛɭɥɹɬɨɪɚ Word ɨɬɦɟɧɹɟɬ ɜɫɟ 

ɫɬɨɹɳɢɟ ɫɥɟɜɚ ɨɬ ɧɟɝɨ ɬɚɛɭɥɹɬɨɪɵ, ɭɫɬɚɧɚɜɥɢɜɚɟɦɵɟ ɩɨ ɭɦɨɥɱɚɧɢɸ. 
Ɍɚɛɭɥɹɬɨɪɵ ɦɨɝɭɬ ɛɵɬɶ ɭɫɬɚɧɨɜɥɟɧɵ ɬɚɤɠɟ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ Ɍɚɛɭ- 

ɥɹɰɢɹ (Tabs) ɢɡ ɦɟɧɸ Ɏɨɪɦɚɬ (Format). Эɬɚ ɤɨɦɚɧɞɚ ɞɨɩɨɥɧɢɬɟɥɶɧɨ ɩɨɡɜɨ- 
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ɥɹɟɬ ɜɵɛɪɚɬɶ ɬɢɩ ɫɢɦɜɨɥɚ (ɬɨɱɤɢ, ɬɢɪɟ, ɩɨɞɱɟɪɤɢɜɚɧɢɟ), ɤɨɬɨɪɵɦ ɬɪɟɛɭɟɬɫɹ 

ɡɚɩɨɥɧɢɬɶ ɩɭɫɬɨɟ ɩɪɨɫɬɪɚɧɫɬɜɨ ɫɥɟɜɚ ɨɬ ɬɚɛɭɥɹɬɨɪɚ. 
Ɍɚɛɭɥɹɬɨɪɵ ɦɨɠɧɨ ɢɫɩɨɥɶɡɨɜɚɬɶ ɬɚɤɠɟ ɞɥɹ ɫɞɜɢɝɚ ɚɛɡɚɰɚ. ɋ ɷɬɨɣ ɰɟɥɶɸ 

ɢɫɩɨɥɶɡɭɸɬɫɹ ɧɚ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɏɨɪɦɚɬɢɪɨɜɚɧɢɟ (Formatting) ɤɧɨɩ- 

ɤɢ ɍɦɟɧɶɲɢɬɶ ɨɬɫɬɭɩ (Decrease Indent) ɢ ɍɜɟɥɢɱɢɬɶ ɨɬɫɬɭɩ (Increase 

Indent), ɱɬɨ ɩɪɢɜɨɞɢɬ ɤ ɫɞɜɢɝɭ ɚɛɡɚɰɚ ɫɨɨɬɜɟɬɫɬɜɟɧɧɨ ɤ ɩɪɟɞɵɞɭɳɟɣ ɢ ɫɥɟ- 

ɞɭɸɳɟɣ ɩɨɡɢɰɢɢ ɬɚɛɭɥɹɰɢɢ. 

1.6. ɋɨɡɞɚɧɢɟ ɫɩɢɫɤɨɜ 

Word ɩɨɡɜɨɥɹɟɬ ɛɵɫɬɪɨ ɫɨɡɞɚɜɚɬɶ ɧɭɦɟɪɨɜɚɧɧɵɟ ɢ ɦɚɪɤɢɪɨɜɚɧɧɵɟ (ɧɟ- 

ɧɭɦɟɪɨɜɚɧɧɵɟ) ɫɩɢɫɤɢ, ɨɛɥɟɝɱɚɸɳɢɟ ɜɨɫɩɪɢɹɬɢɟ ɬɟɤɫɬɚ. ȿɫɥɢ ɞɨɛɚɜɢɬɶ, ɭɞɚ- 

ɥɢɬɶ ɢɥɢ ɩɟɪɟɨɩɪɟɞɟɥɢɬɶ ɷɥɟɦɟɧɬɵ ɜ ɧɭɦɟɪɨɜɚɧɧɨɦ ɫɩɢɫɤɟ, ɬɨ ɧɭɦɟɪɚɰɢɹ 

ɨɛɧɨɜɥɹɟɬɫɹ. 
ɑɬɨɛɵ ɞɨɛɚɜɢɬɶ ɢɥɢ ɭɞɚɥɢɬɶ ɦɚɪɤɟɪɵ ɤ ɜɵɞɟɥɟɧɧɨɦɭ ɢɥɢ ɧɚɛɢɪɚɟɦɨɦɭ 

ɬɟɤɫɬɭ, ɧɚɞɨ ɢɫɩɨɥɶɡɨɜɚɬɶ ɤɧɨɩɤɭ Ɇɚɪɤɟɪɵ (Bullets) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ 

Ɏɨɪɦɚɬɢɪɨɜɚɧɢɟ  (Formatting).  Ⱥɧɚɥɨɝɢɱɧɨ,  ɱɬɨɛɵ  ɞɨɛɚɜɢɬɶ  ɢɥɢ  ɭɞɚɥɢɬɶ 

ɧɭɦɟɪɚɰɢɸ, ɢɫɩɨɥɶɡɭɟɬɫɹ ɤɧɨɩɤɚ ɇɭɦɟɪɚɰɢɹ (Numbering) ɧɚ ɬɨɣ ɠɟ ɩɚɧɟɥɢ. 
ɉɨ ɦɟɪɟ ɫɨɡɞɚɧɢɹ ɫɩɢɫɤɚ Word ɜɵɜɨɞɢɬ ɧɨɦɟɪ ɢɥɢ ɫɢɦɜɨɥ ɛɸɥɥɟɬɟɧɹ 

ɚɜɬɨɦɚɬɢɱɟɫɤɢ, ɩɨɤɚ ɟɦɭ ɧɟ ɛɭɞɟɬ ɭɤɚɡɚɧɨ ɩɪɟɪɜɚɬɶ ɫɩɢɫɨɤ. Ɇɨɠɧɨ ɩɪɟ- 

ɪɜɚɬɶ ɞɥɢɧɧɵɣ ɫɩɢɫɨɤ, ɱɬɨɛɵ ɫɨɡɞɚɬɶ ɧɟɫɤɨɥɶɤɨ ɛɨɥɟɟ ɤɨɪɨɬɤɢɯ, ɢɥɢ ɠɟ 

ɜɫɬɚɜɢɬɶ ɧɟɧɭɦɟɪɨɜɚɧɧɵɟ ɚɛɡɚɰɵ ɜ ɥɸɛɨɦ ɦɟɫɬɟ ɫɩɢɫɤɚ. ȿɫɥɢ ɫɩɢɫɨɤ ɪɚɡ- 

ɛɢɜɚɟɬɫɹ ɧɚ ɧɟɫɤɨɥɶɤɨ ɱɚɫɬɟɣ, ɬɨ ɧɭɦɟɪɚɰɢɹ ɤɚɠɞɨɝɨ ɤɨɪɨɬɤɨɝɨ ɫɩɢɫɤɚ ɧɚ- 

ɱɢɧɚɟɬɫɹ ɡɚɧɨɜɨ. 
ɇɚɱɚɬɶ ɧɭɦɟɪɚɰɢɸ ɫɩɢɫɤɚ ɦɨɠɧɨ ɜɵɡɨɜɨɦ ɤɨɦɚɧɞɵ ɇɚɱɚɬɶ ɡɚɧɨɜɨ 

(Start New), ɧɚɯɨɞɹɳɟɣɫɹ ɜ ɤɨɧɬɟɤɫɬɧɨɦ ɦɟɧɸ ɞɥɹ ɫɩɢɫɤɚ (ɳɟɥɱɨɤ ɩɪɚɜɨɣ 

ɤɧɨɩɤɨɣ ɦɵɲɢ ɧɚ ɷɥɟɦɟɧɬɟ, ɧɚɱɢɧɚɹ ɫ ɤɨɬɨɪɨɝɨ ɧɭɠɧɨ ɧɚɱɚɬɶ ɧɭɦɟɪɚɰɢɸ 

ɡɚɧɨɜɨ). 
Ɋɚɡɥɢɱɧɵɟ ɜɚɪɢɚɧɬɵ ɫɨɡɞɚɧɢɹ ɧɭɦɟɪɨɜɚɧɧɵɯ ɢ ɦɚɪɤɢɪɨɜɚɧɧɵɯ (ɧɟɧɭ- 

ɦɟɪɨɜɚɧɧɵɯ) ɫɩɢɫɤɨɜ ɦɨɝɭɬ ɛɵɬɶ ɜɵɛɪɚɧɵ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ ɋɩɢɫɨɤ 

(Bullets and Numbering) ɢɡ ɦɟɧɸ Ɏɨɪɦɚɬ (Format). Эɬɚ ɤɨɦɚɧɞɚ ɩɨɡɜɨɥɹɟɬ 

ɬɚɤɠɟ ɢɡɦɟɧɹɬɶ ɮɨɪɦɚɬ ɢ ɰɜɟɬ ɫɢɦɜɨɥɚ ɦɚɪɤɟɪɚ ɢɥɢ ɧɨɦɟɪɚ. 
Ʉɨɦɚɧɞɭ ɋɩɢɫɨɤ (Bullets and Numbering) ɦɨɠɧɨ ɜɵɡɜɚɬɶ ɬɚɤɠɟ ɫ ɩɨ- 

ɦɨɳɶɸ ɤɨɧɬɟɤɫɬɧɨɝɨ ɦɟɧɸ ɞɥɹ ɚɛɡɚɰɚ (ɳɟɥɱɨɤ ɩɪɚɜɨɣ ɤɧɨɩɤɨɣ ɦɵɲɢ ɧɚ 

ɚɛɡɚɰɟ). 
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1.7. Ɉɛɪɚɦɥɟɧɢɟ ɚɛɡɚɰɟɜ 

Word ɩɨɡɜɨɥɹɟɬ ɞɨɛɚɜɥɹɬɶ ɨɛɪɚɦɥɟɧɢɟ ɫ ɥɸɛɨɣ ɫɬɨɪɨɧɵ ɚɛɡɚɰɚ. ɋ ɷɬɨɣ 

ɰɟɥɶɸ ɞɥɹ ɩɪɟɞɜɚɪɢɬɟɥɶɧɨ ɜɵɞɟɥɟɧɧɨɝɨ ɚɛɡɚɰɚ ɧɚɠɢɦɚɟɬɫɹ ɤɧɨɩɤɚ ȼɧɟɲɧɢɟ 

ɝɪɚɧɢɰɵ (External Borders), ɤɨɬɨɪɚɹ ɜɵɡɵɜɚɟɬ ɨɤɧɨ Ƚɪɚɧɢɰɵ ɢ ɡɚɥɢɜɤɚ 

(Borders and Shading). Эɬɚ ɩɚɧɟɥɶ ɢɧɫɬɪɭɦɟɧɬɨɜ ɩɨɡɜɨɥɹɟɬ ɜɵɛɪɚɬɶ ɫɬɢɥɶ 

ɥɢɧɢɢ ɨɛɪɚɦɥɟɧɢɹ, ɨɫɭɳɟɫɬɜɢɬɶ ɪɚɡɥɢɱɧɨɟ ɪɚɫɩɨɥɨɠɟɧɢɟ ɨɛɪɚɦɥɟɧɢɹ ɩɨ ɨɬ- 

ɧɨɲɟɧɢɸ ɤ ɚɛɡɚɰɭ ɢ ɜɵɛɪɚɬɶ ɬɢɩ ɡɚɩɨɥɧɟɧɢɹ ɚɛɡɚɰɚ. 
Эɬɢ ɠɟ ɞɟɣɫɬɜɢɹ, ɚ ɬɚɤɠɟ ɜɨɡɦɨɠɧɨɫɬɶ ɜɜɟɞɟɧɢɹ ɰɜɟɬɨɜ ɞɥɹ ɨɛɪɚɦɥɟɧɢɹ 

ɚɛɡɚɰɚ ɢ ɟɝɨ ɡɚɩɨɥɧɟɧɢɹ, ɩɨɡɜɨɥɹɟɬ ɜɵɩɨɥɧɢɬɶ ɤɨɦɚɧɞɚ Ƚɪɚɧɢɰɵ ɢ ɡɚɥɢɜɤɚ 

(Borders and Shading) ɢɡ ɦɟɧɸ Ɏɨɪɦɚɬ (Format). 

ɋɨɞɟɪɠɚɧɢɟ ɪɚɛɨɬɵ 

1. Ɉɡɧɚɤɨɦɶɬɟɫɶ ɫ ɦɟɬɨɞɢɱɟɫɤɢɦɢ ɭɤɚɡɚɧɢɹɦɢ. 
2. Ɉɛɴɹɫɧɢɬɟ ɧɚɡɧɚɱɟɧɢɟ ɨɫɧɨɜɧɵɯ ɢɞɟɧɬɢɮɢɤɚɬɨɪɨɜ ɢ ɩɢɤɬɨɝɪɚɦɦ, 

ɨɬɨɛɪɚɠɚɸɳɢɯɫɹ ɜ ɫɬɪɨɤɟ ɫɨɫɬɨɹɧɢɹ ɨɤɧɚ Word. 

3. Ⱦɥɹ ɱɟɝɨ ɧɟɨɛɯɨɞɢɦɚ ɩɚɧɟɥɶ ɢɧɫɬɪɭɦɟɧɬɨɜ? 

4. ɂɡɭɱɢɬɟ ɢɦɟɸɳɢɟɫɹ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ, ɨɫɭɳɟɫɬɜɢɬɟ ɢɯ 

ɩɟɪɟɦɟɳɟɧɢɟ ɜ ɨɤɧɟ ɩɪɢɥɨɠɟɧɢɹ Word, ɩɟɪɟɧɚɫɬɪɨɣɬɟ ɤɚɤɭɸ-ɥɢɛɨ 

ɩɚɧɟɥɶ ɢɧɫɬɪɭɦɟɧɬɨɜ (ɞɨɛɚɜɶɬɟ, ɚ ɡɚɬɟɦ ɭɞɚɥɢɬɟ ɤɧɨɩɤɭ). 
5. Ɉɫɜɨɣɬɟ  ɩɨɥɭɱɟɧɢɟ  ɫɩɪɚɜɨɱɧɨɣ  ɢɧɮɨɪɦɚɰɢɢ  ɫ  ɩɨɦɨɳɶɸ  ɤɧɨɩɤɢ 

ɋɩɪɚɜɤɚ (Help) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ (Standard). 

6. Ɋɚɫɫɦɨɬɪɢɬɟ ɜɚɪɢɚɧɬɵ ɫɤɪɵɬɢɹ ɢ ɨɬɨɛɪɚɠɟɧɢɹ ɷɥɟɦɟɧɬɨɜ ɨɤɧɚ 

ɬɟɤɫɬɨɜɨɝɨ ɪɟɞɚɤɬɨɪɚ Word. 

7. ɋɨɡɞɚɣɬɟ ɧɨɜɵɣ ɞɨɤɭɦɟɧɬ (4-8 ɚɛɡɚɰɟɜ ɬɟɤɫɬɚ, 2-3- ɫɬɪɚɧɢɰɵ), 
ɢɡɦɟɧɢɬɟ ɪɚɡɦɟɪɵ ɨɤɧɚ ɞɨɤɭɦɟɧɬɚ, ɫɜɟɪɧɢɬɟ ɟɝɨ ɢ ɪɚɡɜɟɪɧɢɬɟ. 

8. ɂɫɫɥɟɞɭɣɬɟ ɞɟɣɫɬɜɢɹ ɤɨɦɚɧɞ ɦɟɧɸ Ɉɤɧɨ (Window). 

9. Ɉɫɭɳɟɫɬɜɢɬɟ ɩɪɨɫɦɨɬɪ ɡɚɝɪɭɠɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɫ ɪɚɡɥɢɱɧɵɦ 

ɭɜɟɥɢɱɟɧɢɟɦ. 
10. Ɋɚɫɫɦɨɬɪɢɬɟ ɪɚɡɥɢɱɧɵɟ ɪɟɠɢɦɵ ɩɪɨɫɦɨɬɪɚ ɡɚɝɪɭɠɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ 

ɜ ɨɤɧɟ Word. 

11. ɑɟɦ ɪɚɡɥɢɱɚɸɬɫɹ ɪɟɠɢɦɵ Ɉɛɵɱɧɵɣ (Normal) ɢ Ɋɚɡɦɟɬɤɚ ɫɬɪɚɧɢɰɵ 

(Page Layout View)? 
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12. ɉɪɨɞɟɦɨɧɫɬɪɢɪɭɣɬɟ ɪɚɡɥɢɱɧɵɟ ɫɩɨɫɨɛɵ ɜɵɞɟɥɟɧɢɹ ɬɟɤɫɬɚ 

(ɜɵɞɟɥɢɬɟ ɫɢɦɜɨɥ, ɫɥɨɜɨ, ɩɪɟɞɥɨɠɟɧɢɟ, ɫɬɪɨɤɭ ɢ ɫɬɪɨɱɧɵɣ 

ɮɪɚɝɦɟɧɬ, ɚɛɡɚɰ, ɜɟɫɶ ɞɨɤɭɦɟɧɬ). 
13. ɂɡɭɱɢɬɟ ɫɩɨɫɨɛɵ ɤɨɩɢɪɨɜɚɧɢɹ ɢ ɩɟɪɟɦɟɳɟɧɢɹ ɛɥɨɤɨɜ ɬɟɤɫɬɚ. 
14. ȼ ɱɟɦ ɡɚɤɥɸɱɚɟɬɫɹ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ ɫɢɦɜɨɥɨɜ ɢ ɤɚɤɢɟ ɩɚɪɚɦɟɬɪɵ 

ɨɧɨ ɜɤɥɸɱɚɟɬ? 

15. ȼ ɫɨɡɞɚɧɧɨɦ ɞɨɤɭɦɟɧɬɟ ɫ ɬɟɤɫɬɨɦ ɜɵɩɨɥɧɢɬɟ ɫɥɟɞɭɸɳɢɟ ɞɟɣɫɬɜɢɹ: 
D ɨɩɪɨɛɭɣɬɟ ɜɚɪɢɚɧɬɵ ɮɨɪɦɚɬɢɪɨɜɚɧɢɹ ɫɢɦɜɨɥɨɜ; 
D ɫɞɟɥɚɣɬɟ ɤɨɩɢɸ ɧɚɛɪɚɧɧɨɝɨ ɬɟɤɫɬɚ ɢ ɢɡɦɟɧɢɬɟ ɜ ɧɟɦ ɮɨɪɦɚɬ 

ɫɢɦɜɨɥɨɜ; 
D ɜɵɩɨɥɧɢɬɟ ɦɧɨɝɨɤɪɚɬɧɨɟ ɤɨɩɢɪɨɜɚɧɢɟ ɮɨɪɦɚɬɚ ɫɢɦɜɨɥɨɜ; 
D ɜɫɬɚɜɶɬɟ ɜ ɬɟɤɫɬ ɫɢɦɜɨɥɵ ɚɜɬɨɪɫɤɨɝɨ ɩɪɚɜɚ ɢ ɡɚɪɟɝɢɫɬɪɢɪɨɜɚɧɧɨɝɨ 

ɬɨɜɚɪɧɨɝɨ ɡɧɚɤɚ. 
16. ɂɡɭɱɢɬɟ ɫɩɨɫɨɛɵ ɮɨɪɦɚɬɢɪɨɜɚɧɢɹ ɚɛɡɚɰɟɜ. ȼ ɱɟɦ ɡɚɤɥɸɱɚɟɬɫɹ 

ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ ɚɛɡɚɰɟɜ ɢ ɤɚɤɢɟ ɩɚɪɚɦɟɬɪɵ ɨɧɨ ɜɤɥɸɱɚɟɬ?  

17. Ɉɬɨɛɪɚɡɢɬɟ ɜ ɬɟɤɫɬɟ ɧɨɜɨɝɨ ɞɨɤɭɦɟɧɬɚ ɡɧɚɤɢ ɚɛɡɚɰɟɜ ɢ ɜɵɩɨɥɧɢɬɟ 

ɫɥɟɞɭɸɳɢɟ ɞɟɣɫɬɜɢɹ: 
D ɫ ɩɨɦɨɳɶɸ ɥɢɧɟɣɤɢ ɢɡɦɟɧɢɬɟ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ ɚɛɡɚɰɟɜ; 
D ɢɡɦɟɧɢɬɟ ɜɟɥɢɱɢɧɭ ɦɟɠɫɬɪɨɱɧɨɝɨ ɢɧɬɟɪɜɚɥɚ ɢ ɪɚɫɫɬɨɹɧɢɹ ɦɟɠɞɭ 

ɚɛɡɚɰɚɦɢ, ɫɞɟɥɚɣɬɟ ɨɬɫɬɭɩ ɞɥɹ ɜɬɨɪɨɝɨ ɚɛɡɚɰɚ; 
D ɞɥɹ ɧɨɜɨɝɨ ɚɛɡɚɰɚ ɭɫɬɚɧɨɜɢɬɟ ɪɚɡɥɢɱɧɵɟ ɜɢɞɵ ɬɚɛɭɥɹɬɨɪɨɜ ɢ 

ɩɨɤɚɠɢɬɟ ɢɯ ɨɬɥɢɱɢɹ. 
18. Ʉɚɤɢɟ ɜɢɞɵ ɫɩɢɫɤɨɜ ɢɫɩɨɥɶɡɭɸɬɫɹ ɜ MS Word ɢ ɜ ɱɟɦ ɪɚɡɧɢɰɚ 

ɦɟɠɞɭ ɧɢɦɢ? 

19. ɋɨɡɞɚɣɬɟ ɜ ɬɟɤɫɬɟ ɞɨɤɭɦɟɧɬɚ ɧɚ  ɧɨɜɨɣ ɫɬɪɚɧɢɰɟ 
ɧɭɦɟɪɨɜɚɧɧɵɣ, ɦɚɪɤɢɪɨɜɚɧɧɵɣ (ɧɟɧɭɦɟɪɨɜɚɧɧɵɣ) ɢ 
ɦɧɨɝɨɭɪɨɜɧɟɜɵɣ  ɫɩɢɫɤɢ, ɢɡɦɟɧɢɜ ɜ ɤɚɠɞɨɦ ɰɜɟɬ ɫɢɦɜɨɥɚ-ɦɚɪɤɟɪɚ. 

20. ȼɵɩɨɥɧɢɬɟ ɪɚɡɥɢɱɧɵɟ ɜɚɪɢɚɧɬɵ ɨɛɪɚɦɥɟɧɢɹ ɢ ɡɚɥɢɜɤɢ ɤɚɠɞɨɝɨ 

ɚɛɡɚɰɚ ɫ ɢɡɦɟɧɟɧɢɟɦ ɰɜɟɬɚ. 
21. ɋɨɯɪɚɧɢɬɟ ɫɨɡɞɚɧɧɵɣ ɞɨɤɭɦɟɧɬ ɫɨ ɜɫɟɦɢ ɜɵɩɨɥɧɟɧɧɵɦɢ ɡɚɞɚɧɢɹɦɢ. 
22. ɂɦɹ ɮɚɣɥɚ: Ɏɚɦɢɥɢɹ_ɂɦɹ_№ ɝɪɭɩɩɵ_Word1. 

23. ɂɦɟɧɚ ɮɚɣɥɨɜ ɫɥɟɞɭɸɳɢɯ ɪɚɛɨɬ ɩɨɞɩɢɫɵɜɚɸɬɫɹ ɚɧɚɥɨɝɢɱɧɨ. 
24. ɋɨɯɪɚɧɢɬɟ ɫɜɨɸ ɪɚɛɨɬɭ ɧɚ ɮɥɟɲɤɭ ɜ ɧɭɠɧɭɸ ɩɚɩɤɭ. Эɬɨ ɨɛɟɫɩɟɱɢɬ 

ɝɚɪɚɧɬɢɸ ɫɨɯɪɚɧɟɧɢɹ ɪɚɛɨɬ ɤ ɡɚɱɟɬɭ !!! 
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Ʌɚɛɨɪɚɬɨɪɧɚɹ ɪɚɛɨɬɚ № 2 

ɉȺɄȿɌ MS OFFICE: ɈɋɇɈȼɕ ɊȺȻɈɌɕ ȼ ɌȿɄɋɌɈȼɈɆ 

ɉɊɈɐȿɋɋɈɊȿ WORD. ɎɈɊɆȺɌɂɊɈȼȺɇɂȿ ɋɌɊɍɄɌɍɊɇɈ- 

ɋɅɈɀɇɕɏ ȾɈɄɍɆȿɇɌɈȼ 

ɐɟɥɶ ɪɚɛɨɬɵ: 
 ɨɡɧɚɤɨɦɥɟɧɢɟ ɫ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟɦ ɩɨɫɪɟɞɫɬɜɨɦ ɫɬɢɥɟɣ; 
 ɪɚɫɫɦɨɬɪɟɧɢɟ ɢɫɩɨɥɶɡɨɜɚɧɢɹ ɲɚɛɥɨɧɨɜ ɢ ɪɚɡɛɢɟɧɢɹ ɞɨɤɭɦɟɧɬɚ ɧɚ 

ɪɚɡɞɟɥɵ; 
 ɢɡɭɱɟɧɢɟ ɮɨɪɦɚɬɢɪɨɜɚɧɢɹ ɫɬɪɚɧɢɰ, ɫɨɡɞɚɧɢɹ ɫɧɨɫɨɤ, ɧɭɦɟɪɚɰɢɢ 

ɡɚɝɨɥɨɜɤɨɜ ɢ ɫɨɡɞɚɧɢɹ ɨɝɥɚɜɥɟɧɢɹ; 
 ɩɨɥɭɱɟɧɢɟ ɩɪɚɤɬɢɱɟɫɤɢɯ ɧɚɜɵɤɨɜ ɩɨ ɪɚɛɨɬɟ ɫ ɛɨɥɶɲɢɦɢ 

ɞɨɤɭɦɟɧɬɚɦɢ, ɜɤɥɸɱɚɹ ɫɪɟɞɫɬɜɚ ɩɨ ɪɟɨɪɝɚɧɢɡɚɰɢɢ ɫɬɪɭɤɬɭɪɵ 

ɞɨɤɭɦɟɧɬɚ. 
 

2.1. Ɏɨɪɦɚɬɢɪɨɜɚɧɢɟ ɫ ɩɨɦɨɳɶɸ ɫɬɢɥɟɣ 

ɋɬɢɥɶ (Style) – ɷɬɨ ɫɨɜɨɤɭɩɧɨɫɬɶ ɩɪɢɟɦɨɜ ɮɨɪɦɚɬɢɪɨɜɚɧɢɹ ɫɢɦɜɨɥɨɜ 

ɢ/ɢɥɢ ɚɛɡɚɰɟɜ, ɩɨɡɜɨɥɹɸɳɚɹ ɛɵɫɬɪɨ ɢɡɦɟɧɹɬɶ ɜɧɟɲɧɢɣ ɜɢɞ ɞɨɤɭɦɟɧɬɚ. 
Ʉɚɠɞɨɦɭ ɫɬɢɥɸ ɩɪɢɫɜɚɢɜɚɟɬɫɹ ɢɦɹ. ɋɬɢɥɶ ɩɪɢɦɟɧɹɟɬɫɹ ɤ ɭɠɟ 

ɫɭɳɟɫɬɜɭɸɳɟɦɭ ɜɵɞɟɥɟɧɧɨɦɭ ɬɟɤɫɬɭ ɢɥɢ ɤ ɧɚɛɢɪɚɟɦɨɦɭ ɬɟɤɫɬɭ. ɉɪɢ ɷɬɨɦ 

ɜɫɟ ɩɚɪɚɦɟɬɪɵ ɩɨ ɮɨɪɦɚɬɢɪɨɜɚɧɢɸ, ɫɨɯɪɚɧɟɧɧɵɟ ɜ ɫɬɢɥɟ, ɩɪɢɦɟɧɹɸɬɫɹ 

ɨɞɧɨɜɪɟɦɟɧɧɨ. 
ȼ ɩɨɥɟ ɋɬɢɥɶ (Style) ɧɚ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɏɨɪɦɚɬɢɪɨɜɚɧɢɟ 

(Formatting) ɢɡɧɚɱɚɥɶɧɨ ɫɨɞɟɪɠɢɬɫɹ ɫɩɢɫɨɤ ɧɟɤɨɬɨɪɵɯ ɨɛɵɱɧɨ 

ɢɫɩɨɥɶɡɭɟɦɵɯ ɫɬɚɧɞɚɪɬɧɵɯ ɫɬɢɥɟɣ, ɚ ɬɚɤɠɟ ɜɫɟɯ ɫɬɢɥɟɣ, ɫɨɡɞɚɧɧɵɯ, 
ɢɫɩɨɥɶɡɭɟɦɵɯ ɢɥɢ ɢɡɦɟɧɟɧɧɵɯ ɜ ɞɚɧɧɨɦ ɞɨɤɭɦɟɧɬɟ. ȿɫɥɢ ɧɭɠɧɵɣ ɫɬɢɥɶ ɧɟ 

ɩɨɤɚɡɚɧ ɜ ɷɬɨɦ ɫɩɢ- ɫɤɟ, ɬɨ ɩɪɢ ɧɚɠɚɬɨɣ ɤɥɚɜɢɲɟ Shift ɧɚɞɨ ɳɟɥɤɧɭɬɶ ɧɚ 

ɫɬɪɟɥɤɟ ɪɹɞɨɦ ɫ ɩɨɥɟɦ ɋɬɢɥɶ (Style). ɋɬɢɥɢ, ɢɦɟɧɚ ɤɨɬɨɪɵɯ ɭɤɚɡɚɧɵ 

ɩɨɥɭɠɢɪɧɵɦ ɲɪɢɮɬɨɦ, ɫɨ- ɞɟɪɠɚɬ ɢɧɫɬɪɭɤɰɢɢ ɩɨ ɮɨɪɦɚɬɢɪɨɜɚɧɢɸ ɤɚɤ 

ɫɢɦɜɨɥɨɜ, ɬɚɤ ɢ ɚɛɡɚɰɟɜ. ɋɬɢɥɢ, ɢɦɟɧɚ ɤɨɬɨɪɵɯ ɭɤɚɡɚɧɵ ɨɛɵɱɧɵɦ ɲɪɢɮɬɨɦ, 
ɫɨɞɟɪɠɚɬ ɢɧɫɬɪɭɤɰɢɢ ɩɨ ɮɨɪɦɚ- ɬɢɪɨɜɚɧɢɸ ɬɨɥɶɤɨ ɞɥɹ ɫɢɦɜɨɥɨɜ. 

Ʉɨɦɚɧɞɚ ɋɬɢɥɶ (Style) ɢɡ ɦɟɧɸ Ɏɨɪɦɚɬ (Format) ɩɨɡɜɨɥɹɟɬ 

ɩɪɨɫɦɨɬɪɟɬɶ ɜɫɟ ɢɦɟɸɳɢɟɫɹ ɜ Word ɫɬɢɥɢ, ɫɨɡɞɚɜɚɬɶ ɧɨɜɵɟ ɫɬɢɥɢ (ɤɧɨɩɤɚ 

ɋɨɡɞɚɬɶ (New)), ɢɡɦɟɧɹɬɶ ɫɭɳɟɫɬɜɭɸɳɢɟ (ɤɧɨɩɤɚ ɂɡɦɟɧɢɬɶ (Modify)), 

ɭɞɚɥɹɬɶ (ɤɧɨɩɤɚ ɍɞɚɥɢɬɶ (Delete)) ɢ ɤɨɩɢɪɨɜɚɬɶ ɫɬɢɥɢ ɦɟɠɞɭ ɞɨɤɭɦɟɧɬɚɦɢ 

(ɤɧɨɩɤɚ Ɉɪɝɚɧɢɡɚɬɨɪ (Organizer)). Ɋɟɠɢɦ ɩɪɨɫɦɨɬɪɚ ɢɦɟɸɳɢɯɫɹ ɫɬɢɥɟɣ 

ɡɚɜɢɫɢɬ ɨɬ ɭɫɬɚɧɨɜɥɟɧɧɨɝɨ ɡɧɚɱɟɧɢɹ ɜ ɩɨɥɟ ɋɩɢɫɨɤ (List): ȼɫɟɯ ɫɬɢɥɟɣ (All 

Styles), ɤɨɬɨɪɵɟ ɢɦɟɸɬɫɹ ɜ Word; ɋɩɟɰɢɚɥɶɧɵɯ ɫɬɢɥɟɣ (User-Defined 

Styles), ɤɨɬɨɪɵɟ ɫɨɡɞɚɧɵ ɩɨɥɶɡɨɜɚɬɟɥɟɦ; ɂɫɩɨɥɶɡɭɟɦɵɯ ɫɬɢɥɟɣ (Styles in 
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Use), ɤɨɬɨɪɵɟ ɢɫ- ɩɨɥɶɡɭɸɬɫɹ ɜ ɬɟɤɭɳɟɦ ɞɨɤɭɦɟɧɬɟ. 
ɇɚɢɛɨɥɟɟ ɛɵɫɬɪɵɣ ɫɩɨɫɨɛ ɫɨɡɞɚɧɢɹ ɧɨɜɨɝɨ ɫɬɢɥɹ ɡɚɤɥɸɱɚɟɬɫɹ ɜ 

ɫɨɡɞɚɧɢɢ ɚɛɡɚɰɚ ɢɥɢ ɨɛɪɚɡɰɚ ɫɢɦɜɨɥɨɜ ɫ ɬɪɟɛɭɟɦɵɦ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟɦ, 
ɜɵɞɟɥɟɧɢɢ ɟɝɨ ɢ  ɮɢɤɫɚɰɢɢ  ɢɦɟɧɢ  ɧɨɜɨɝɨ ɫɬɢɥɹ ɜ ɤɨɦɚɧɞɟ ɋɬɢɥɶ (Style) 

ɢɡ  ɦɟɧɸ Ɏɨɪɦɚɬ (Format) ɩɨ ɤɧɨɩɤɟ ɋɨɡɞɚɬɶ (New) ɫ ɭɤɚɡɚɧɢɟɦ ɜ ɩɨɥɟ  

ɋɬɢɥɶ (Style) ɞɥɹ ɚɛɡɚɰɚ ɢɥɢ ɞɥɹ ɫɢɦɜɨɥɚ ɫɨɡɞɚɟɬɫɹ ɫɬɢɥɶ. ɋɨɡɞɚɧɧɵɟ 

ɫɬɢɥɢ ɞɨɫɬɭɩɧɵ ɥɢɲɶ ɜ ɬɨɦ ɞɨɤɭɦɟɧɬɟ, ɜ ɤɨɬɨɪɨɦ ɛɵɥɢ ɫɨɡɞɚɧɵ. 

2.2. ɂɫɩɨɥɶɡɨɜɚɧɢɟ ɲɚɛɥɨɧɨɜ 

ɒɚɛɥɨɧ (Template) – ɷɬɨ ɫɩɟɰɢɚɥɶɧɵɣ ɜɢɞ ɞɨɤɭɦɟɧɬɚ, ɢɦɟɸɳɢɣ 

ɪɚɫɲɢɪɟɧɢɟ .dot ɢ ɩɪɟɞɫɬɚɜɥɹɸɳɢɣ ɫɨɛɨɣ ɤɨɥɥɟɤɰɢɸ ɫɬɢɥɟɣ ɢ ɞɪɭɝɢɯ 

ɷɥɟɦɟɧɬɨɜ, ɨɛɥɟɝɱɚɸɳɢɯ ɫɨɡɞɚɧɢɟ ɞɨɤɭɦɟɧɬɨɜ ɨɩɪɟɞɟɥɟɧɧɨɝɨ ɬɢɩɚ 

(ɧɚɩɪɢɦɟɪ, ɫɥɭɠɟɛɧɨɣ ɡɚɩɢɫɤɢ, ɨɬɱɟɬɚ ɢ ɬɚɤ ɞɚɥɟɟ). ɒɚɛɥɨɧ ɦɨɠɟɬ 

ɫɨɞɟɪɠɚɬɶ ɬɟɤɫɬ ɢ ɝɪɚɮɢɤɭ, ɤɨɬɨɪɵɟ ɩɪɢɯɨɞɢɬɫɹ ɩɨɜɬɨɪɹɬɶ ɦɧɨɝɨ ɪɚɡ ɜ 

ɞɨɤɭɦɟɧɬɟ ɨɩɪɟɞɟɥɟɧɧɨɝɨ ɬɢɩɚ. 
Ʉɚɠɞɵɣ ɫɨɡɞɚɜɚɟɦɵɣ ɜ Word ɞɨɤɭɦɟɧɬ ɛɚɡɢɪɭɟɬɫɹ ɧɚ ɤɚɤɨɦ-ɥɢɛɨ 

ɲɚɛɥɨɧɟ. Ȼɚɡɨɜɵɦ ɲɚɛɥɨɧɨɦ ɩɨ ɭɦɨɥɱɚɧɢɸ ɹɜɥɹɟɬɫɹ ɲɚɛɥɨɧ ɇɨɪɦɚɥɶɧɵɣ 

(Normal) (ɮɚɣɥ normal.dot). Ʉɧɨɩɤɚ ɋɨɡɞɚɬɶ (New) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ 

ɋɬɚɧɞɚɪɬɧɚɹ (Standard) ɫɨɡɞɚɟɬ ɬɚɤɨɣ ɞɨɤɭɦɟɧɬ. 
Ⱦɥɹ ɫɨɡɞɚɧɢɹ ɞɨɤɭɦɟɧɬɚ ɧɚ ɨɫɧɨɜɟ ɞɪɭɝɨɝɨ ɲɚɛɥɨɧɚ ɧɚɞɨ ɜɵɛɪɚɬɶ 

ɬɪɟɛɭɟɦɵɣ ɲɚɛɥɨɧ ɢɡ ɫɩɢɫɤɚ ɢɦɟɸɳɢɯɫɹ ɲɚɛɥɨɧɨɜ ɜ ɤɨɦɚɧɞɟ ɋɨɡɞɚɬɶ (New) 

ɢɡ ɦɟɧɸ Ɏɚɣɥ (File). ɉɪɢ ɷɬɨɦ ɧɚɞɨ ɭɤɚɡɚɬɶ, ɱɬɨ ɫɨɡɞɚɟɬɫɹ ɧɨɜɵɣ ɞɨɤɭɦɟɧɬ. 
ɒɚɛɥɨɧ ɞɨɤɭɦɟɧɬɚ ɫɨɡɞɚɟɬɫɹ ɬɚɤ ɠɟ, ɤɚɤ ɥɸɛɨɣ ɧɨɜɵɣ ɞɨɤɭɦɟɧɬ. ȼ 

ɤɚɱɟɫɬɜɟ ɟɝɨ ɨɫɧɨɜɵ ɜɵɛɢɪɚɟɬɫɹ ɤɚɤɨɣ-ɥɢɛɨ ɲɚɛɥɨɧ ɢ ɭɤɚɡɵɜɚɟɬɫɹ, ɱɬɨ 

ɫɨɡɞɚɟɬɫɹ ɲɚɛɥɨɧ, ɚ ɧɟ ɞɨɤɭɦɟɧɬ. ɋɨɡɞɚɧɧɵɣ ɩɨɥɶɡɨɜɚɬɟɥɟɦ ɲɚɛɥɨɧ ɞɨɥɠɟɧ 

ɛɵɬɶ ɫɨɯɪɚɧɟɧ ɜ ɮɚɣɥɟ ɫ ɪɚɫɲɢɪɟɧɢɟɦ .dot . 

Ʉɨɦɚɧɞɚ ɋɨɡɞɚɬɶ (New) ɢɡ ɦɟɧɸ Ɏɚɣɥ (File) ɢɦɟɟɬ ɪɹɞ ɦɚɫɬɟɪɨɜ 

(wizards), ɩɨɦɨɝɚɸɳɢɯ ɫɨɡɞɚɜɚɬɶ ɨɛɪɚɡɰɵ ɞɨɤɭɦɟɧɬɨɜ. Ɇɚɫɬɟɪ (wizard) 

ɡɚɩɪɚɲɢɜɚɟɬ ɭ ɩɨɥɶɡɨɜɚɬɟɥɹ ɧɟɤɨɬɨɪɭɸ ɢɧɮɨɪɦɚɰɢɸ ɢ ɡɚɬɟɦ ɫ ɟɟ ɩɨɦɨɳɶɸ 

ɚɜɬɨɦɚɬɢɱɟɫɤɢ ɪɚɡɦɟɱɚɟɬ ɢ ɮɨɪɦɚɬɢɪɭɟɬ ɞɨɤɭɦɟɧɬ. 
Ʉɨɦɚɧɞɚ ɋɬɢɥɶ (Style Gallery) ɢɡ ɦɟɧɸ Ɏɨɪɦɚɬ (Format) ɩɨɡɜɨɥɹɟɬ 

ɢɡɦɟɧɹɬɶ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ ɬɟɤɭɳɟɝɨ ɞɨɤɭɦɟɧɬɚ, ɤɨɩɢɪɭɹ ɫɬɢɥɢ ɢɡ 

ɜɵɛɪɚɧɧɨɝɨ ɲɚɛɥɨɧɚ, ɢ ɩɨɤɚɡɵɜɚɟɬ, ɤɚɤ ɛɭɞɟɬ ɜɵɝɥɹɞɟɬɶ ɞɨɤɭɦɟɧɬ, ɟɫɥɢ ɟɝɨ 

ɨɬɮɨɪɦɚɬɢɪɨɜɚɬɶ ɫɬɢɥɹɦɢ ɭɤɚɡɚɧɧɨɝɨ ɲɚɛɥɨɧɚ. ɉɪɢ ɷɬɨɦ ɢɦɟɸɬɫɹ 

ɫɥɟɞɭɸɳɢɟ ɨɩɰɢɢ ɨɬɨɛɪɚɠɟɧɢɹ ɫɬɢɥɟɣ ɜɵɛɪɚɧɧɨɝɨ ɲɚɛɥɨɧɚ: 
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D ɋɬɢɥɢ (Styles) – ɧɚɛɨɪ ɫɬɢɥɟɣ ɢɡ ɜɵɛɪɚɧɧɨɝɨ ɲɚɛɥɨɧɚ ɬɟɤɭɳɟɝɨ 

ɞɨɤɭɦɟɧɬɚ, ɤɨɬɨɪɵɣ ɜɵɛɢɪɚɟɬɫɹ ɜɨ ɜɤɥɚɞɤɟ ɋɬɢɥɢ ɨɤɧɚ Ɉɪɝɚɧɢɡɚɬɨɪ; 

D Ⱥɛɡɚɰ (Paragraph) – ɨɛɪɚɡɟɰ ɞɨɤɭɦɟɧɬɚ, ɨɬɮɨɪɦɚɬɢɪɨɜɚɧɧɨɝɨ 

ɫɬɢɥɹɦɢ ɜɵɛɪɚɧɧɨɝɨ ɲɚɛɥɨɧɚ; 
D    ɋɩɢɫɨɤ (Style Samples) – ɫɩɢɫɨɤ ɜɫɟɯ ɫɬɢɥɟɣ ɜɵɛɪɚɧɧɨɝɨ ɲɚɛɥɨɧɚ 

ɢ ɨɛɪɚɡɰɵ ɮɨɪɦɚɬɨɜ ɫɬɢɥɟɣ. 

2.3. Ɋɚɡɛɢɟɧɢɟ ɞɨɤɭɦɟɧɬɚ ɧɚ ɪɚɡɞɟɥɵ 

Ⱦɨɤɭɦɟɧɬ ɦɨɠɧɨ ɪɚɡɞɟɥɢɬɶ ɧɚ ɩɪɨɢɡɜɨɥɶɧɨɟ ɤɨɥɢɱɟɫɬɜɨ ɪɚɡɞɟɥɨɜ, ɩɪɢ 

ɷɬɨɦ ɮɨɪɦɚɬɢɪɨɜɚɬɶ ɤɚɠɞɵɣ ɢɡ ɧɢɯ ɨɬɞɟɥɶɧɨ. Ɋɚɡɞɟɥ ɦɨɠɟɬ ɫɨɫɬɨɹɬɶ ɤɚɤ ɢɡ 

ɨɞɧɨɝɨ ɚɛɡɚɰɚ, ɬɚɤ ɢ ɢɡ ɰɟɥɨɝɨ ɞɨɤɭɦɟɧɬɚ. Ɋɚɡɞɟɥɵ ɨɬɞɟɥɹɸɬɫɹ ɞɪɭɝ ɨɬ ɞɪɭɝɚ 

ɫɢɦɜɨɥɨɦ ɤɨɧɰɚ ɪɚɡɞɟɥɚ (ɝɨɪɢɡɨɧɬɚɥɶɧɨɣ ɞɜɨɣɧɨɣ ɩɭɧɤɬɢɪɧɨɣ ɥɢɧɢɟɣ), 
ɤɨɬɨɪɵɣ ɜɢɞɟɧ ɜɨ ɜɫɟɯ ɪɟɠɢɦɚɯ, ɤɪɨɦɟ ɪɟɠɢɦɨɜ Ɋɚɡɦɟɬɤɚ ɫɬɪɚɧɢɰɵ (Page 

Layout View) ɢ ɉɪɟɞɜɚɪɢɬɟɥɶɧɵɣ ɩɪɨɫɦɨɬɪ (Print Preview). 

ɉɟɪɜɨɧɚɱɚɥɶɧɨ ɩɪɢ ɫɨɡɞɚɧɢɢ ɧɨɜɨɝɨ ɞɨɤɭɦɟɧɬɚ ɤɨɧɟɰ ɪɚɡɞɟɥɚ 

ɨɬɫɭɬɫɬɜɭɟɬ, ɬɚɤ ɤɚɤ ɩɨ ɭɦɨɥɱɚɧɢɸ ɞɨɤɭɦɟɧɬ ɫɨɫɬɨɢɬ ɢɡ ɨɞɧɨɝɨ ɪɚɡɞɟɥɚ. 
ɇɨɜɵɣ ɪɚɡɞɟɥ ɨɛɵɱɧɨ ɫɨɡɞɚɟɬɫɹ, ɟɫɥɢ ɞɥɹ ɱɚɫɬɢ ɞɨɤɭɦɟɧɬɚ ɬɪɟɛɭɟɬɫɹ 

ɢɡɦɟɧɢɬɶ ɩɚɪɚɦɟɬɪɵ ɫɬɪɚɧɢɰ (ɧɚɩɪɢɦɟɪ, ɧɭɦɟɪɚɰɢɸ ɢ ɤɨɥɨɧɬɢɬɭɥɵ), ɫɩɨɫɨɛ 

ɪɚɫɩɨɥɨɠɟɧɢɹ ɬɟɤɫɬɚ ɧɚ ɫɬɪɚɧɢɰɟ, ɩɟɱɚɬɶ ɫɧɨɫɨɤ ɢ ɬɚɤ ɞɚɥɟɟ. 
Ⱦɥɹ ɫɨɡɞɚɧɢɹ ɪɚɡɞɟɥɚ ɧɚɞɨ ɜɫɬɚɜɢɬɶ ɦɚɪɤɟɪ ɤɨɧɰɚ ɪɚɡɞɟɥɚ. ȼɫɹ 

ɢɧɮɨɪɦɚɰɢɹ ɨ ɮɨɪɦɚɬɢɪɨɜɚɧɢɢ ɪɚɡɞɟɥɚ (ɩɚɪɚɦɟɬɪɵ ɫɬɪɚɧɢɰ ɢ ɬɚɤ ɞɚɥɟɟ) 
ɩɪɢɜɹɡɵɜɚɟɬɫɹ ɤ ɷɬɨɦɭ ɦɚɪɤɟɪɭ ɢ ɫɨɯɪɚɧɹɟɬɫɹ ɢɥɢ ɤɨɩɢɪɭɟɬɫɹ ɜɦɟɫɬɟ ɫ ɧɢɦ. 

Ⱦɥɹ ɜɫɬɚɜɤɢ ɦɚɪɤɟɪɚ ɤɨɧɰɚ ɪɚɡɞɟɥɚ ɧɚɞɨ ɩɨɦɟɫɬɢɬɶ ɤɭɪɫɨɪ ɬɭɞɚ, ɝɞɟ 

ɞɨɥɠɟɧ ɛɵɬɶ ɫɨɡɞɚɧ ɧɨɜɵɣ ɪɚɡɞɟɥ, ɢ ɜɵɩɨɥɧɢɬɶ ɤɨɦɚɧɞɭ Ɋɚɡɪɵɜ (Break) ɢɡ 

ɦɟɧɸ ȼɫɬɚɜɤɚ (Insert). 

ȼ ɝɪɭɩɩɟ ɇɨɜɵɣ ɪɚɡɞɟɥ (New Section) ɧɚɞɨ ɭɤɚɡɚɬɶ ɫɩɨɫɨɛ ɫɨɡɞɚɧɢɹ 

ɧɨɜɨɝɨ ɪɚɡɞɟɥɚ: 
D ɫɨ ɫɥɟɞɭɸɳɟɣ ɫɬɪɚɧɢɰɵ (Next Page) – ɧɨɜɵɣ ɪɚɡɞɟɥ ɧɚɱɢɧɚɬɶ ɫ 

ɧɨɜɨɣ ɫɬɪɚɧɢɰɵ; 
D ɧɚ ɬɟɤɭɳɟɣ ɫɬɪɚɧɢɰɟ (Continuous) – ɧɨɜɚɹ ɫɬɪɚɧɢɰɚ ɞɥɹ ɪɚɡɞɟɥɚ ɧɟ 

ɬɪɟɛɭɟɬɫɹ; 
D ɫ ɱɟɬɧɨɣ ɫɬɪɚɧɢɰɵ (Odd Page) – ɧɨɜɵɣ ɪɚɡɞɟɥ ɧɚɱɢɧɚɬɶ ɧɚ 

ɫɥɟɞɭɸɳɟɣ ɱɟɬɧɨɣ ɫɬɪɚɧɢɰɟ; 
D ɫ ɧɟɱɟɬɧɨɣ ɫɬɪɚɧɢɰɵ (Even Page) – ɧɨɜɵɣ ɪɚɡɞɟɥ ɧɚɱɢɧɚɬɶ ɧɚ 

ɫɥɟɞɭɸɳɟɣ ɧɟɱɟɬɧɨɣ ɫɬɪɚɧɢɰɟ (ɩɪɢɦɟɧɹɟɬɫɹ ɩɪɢ ɪɚɡɞɟɥɟɧɢɢ ɝɥɚɜ, 
ɬɚɤ ɤɚɤ ɝɥɚɜɚ ɨɛɵɱɧɨ ɧɚɱɢɧɚɟɬɫɹ ɧɚ ɧɟɱɟɬɧɨɣ ɫɬɪɚɧɢɰɟ). 
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Ʉɨɩɢɪɭɹ ɦɚɪɤɟɪ ɤɨɧɰɚ ɪɚɡɞɟɥɚ, ɦɨɠɧɨ ɩɟɪɟɧɨɫɢɬɶ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ 

ɨɞɧɨɝɨ ɪɚɡɞɟɥɚ ɜ ɞɪɭɝɨɣ. ɉɪɢ ɜɫɬɚɜɤɟ ɦɚɪɤɟɪɚ ɤɨɧɰɚ ɪɚɡɞɟɥɚ ɜ ɤɚɤɨɟ-ɥɢɛɨ 

ɦɟɫɬɨ ɞɨɤɭɦɟɧɬɚ ɮɪɚɝɦɟɧɬ ɞɨɤɭɦɟɧɬɚ ɨɬ ɤɨɧɰɚ ɩɪɟɞɵɞɭɳɟɝɨ ɪɚɡɞɟɥɚ ɞɨ 

ɬɨɱɤɢ ɜɫɬɚɜɤɢ ɷɬɨɝɨ ɦɚɪɤɟɪɚ ɮɨɪɦɚɬɢɪɭɟɬɫɹ ɜ ɫɨɨɬɜɟɬɫɬɜɢɢ ɫ ɢɧɮɨɪɦɚɰɢɟɣ, 
ɫɨɞɟɪɠɚɳɟɣɫɹ ɜ ɦɚɪɤɟɪɟ. 

Ⱦɥɹ ɭɞɚɥɟɧɢɹ ɦɚɪɤɟɪɚ ɤɨɧɰɚ ɪɚɡɞɟɥɚ ɧɚɞɨ ɟɝɨ ɜɵɞɟɥɢɬɶ ɢ ɧɚɠɚɬɶ 

ɤɥɚɜɢɲɭ Del. ɉɪɢ ɷɬɨɦ ɭɞɚɥɹɟɬɫɹ ɢ ɢɧɮɨɪɦɚɰɢɹ ɨ ɮɨɪɦɚɬɢɪɨɜɚɧɢɢ 

ɪɚɡɞɟɥɚ. Ɍɟɤɫɬ, ɫɨɞɟɪɠɚɳɢɣɫɹ ɜ ɭɞɚɥɟɧɧɨɦ ɪɚɡɞɟɥɟ, ɪɚɡɦɟɱɚɟɬɫɹ ɜ 

ɫɨɨɬɜɟɬɫɬɜɢɢ ɫ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟɦ ɫɥɟɞɭɸɳɟɝɨ ɪɚɡɞɟɥɚ. 
ɉɟɪɟɯɨɞ ɦɟɠɞɭ ɪɚɡɞɟɥɚɦɢ ɭɞɨɛɧɨ ɨɫɭɳɟɫɬɜɥɹɬɶ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ 

ɉɟɪɟɣɬɢ (Go To) ɢɡ ɦɟɧɸ ɉɪɚɜɤɚ (Edit), ɭɤɚɡɚɜ ɜ ɤɚɱɟɫɬɜɟ ɬɢɩɚ ɷɥɟɦɟɧɬɚ, 
ɧɚ ɤɨɬɨɪɵɣ ɧɚɞɨ ɩɟɪɟɣɬɢ, Ɋɚɡɞɟɥ (Section) ɢ ɜɜɟɞɹ ɧɨɦɟɪ ɬɪɟɛɭɟɦɨɝɨ ɪɚɡɞɟɥɚ. 
ȼ ɷɬɨɣ ɤɨɦɚɧɞɟ ɦɨɠɧɨ ɜɵɩɨɥɧɹɬɶ ɩɟɪɟɯɨɞ ɩɨ ɬɚɤɢɦ ɬɢɩɚɦ ɷɥɟɦɟɧɬɨɜ, ɤɚɤ 

ɫɬɪɚɧɢɰɚ, ɫɬɪɨɤɚ, ɡɚɤɥɚɞɤɚ, ɫɧɨɫɤɚ, ɬɚɛɥɢɰɚ ɢ ɬɚɤ ɞɚɥɟɟ. 

2.4. Ɏɨɪɦɚɬɢɪɨɜɚɧɢɟ ɫɬɪɚɧɢɰ 

Ɏɨɪɦɚɬɢɪɨɜɚɧɢɟ ɫɬɪɚɧɢɰ ɜɤɥɸɱɚɟɬ ɜ ɫɟɛɹ ɜɨɡɦɨɠɧɨɫɬɶ ɢɡɦɟɧɟɧɢɹ 

ɫɥɟɞɭɸɳɢɯ ɩɚɪɚɦɟɬɪɨɜ: ɪɚɡɦɟɪ ɥɢɫɬɚ ɛɭɦɚɝɢ, ɨɪɢɟɧɬɚɰɢɹ ɫɬɪɚɧɢɰɵ 

(ɤɧɢɠɧɚɹ ɢɥɢ ɚɥɶɛɨɦɧɚɹ), ɩɨɥɹ ɫɬɪɚɧɢɰɵ, ɤɨɥɨɧɬɢɬɭɥɵ, ɧɨɦɟɪɚ ɫɬɪɚɧɢɰ, 
ɧɨɦɟɪɚ ɫɬɪɨɤ, ɜɟɪɬɢɤɚɥɶɧɨɟ ɜɵɪɚɜɧɢɜɚɧɢɟ, ɤɨɥɢɱɟɫɬɜɨ ɤɨɥɨɧɨɤ (ɝɚɡɟɬɧɵɣ 

ɫɬɢɥɶ). Ʉɚɠɞɵɣ ɪɚɡɞɟɥ ɞɨɤɭɦɟɧɬɚ ɦɨɠɟɬ ɢɦɟɬɶ ɫɜɨɢ ɭɫɬɚɧɨɜɤɢ 

ɩɟɪɟɱɢɫɥɟɧɧɵɯ ɩɚɪɚɦɟɬɪɨɜ. 
ɍɫɬɚɧɨɜɤɚ ɪɚɡɦɟɪɨɜ ɢ ɨɪɢɟɧɬɚɰɢɢ ɥɢɫɬɚ ɛɭɦɚɝɢ. ȼɵɞɟɥɢɜ ɮɪɚɝɦɟɧɬ 

ɞɨɤɭɦɟɧɬɚ, ɢɥɢ ɩɨɦɟɫɬɢɜ ɤɭɪɫɨɪ ɜ ɬɨɬ ɪɚɡɞɟɥ, ɤɨɬɨɪɵɣ ɧɚɞɨ ɢɡɦɟɧɢɬɶ, 
ɜɵɛɢɪɚɟɬɫɹ ɤɨɦɚɧɞɚ ɉɚɪɚɦɟɬɪɵ ɫɬɪɚɧɢɰɵ (Page Setup) ɢɡ ɦɟɧɸ Ɏɚɣɥ (File), 

ɜɤɥɚɞɤɚ Ɋɚɡɦɟɪ ɛɭɦɚɝɢ (Paper Size). ɂɡɦɟɧɹɟɦɵɟ ɩɚɪɚɦɟɬɪɵ 

ɭɫɬɚɧɚɜɥɢɜɚɸɬɫɹ ɞɥɹ ɨɬɞɟɥɶɧɨɝɨ ɪɚɡɞɟɥɚ ɢɥɢ ɞɥɹ ɜɫɟɝɨ ɞɨɤɭɦɟɧɬɚ. 
ɍɫɬɚɧɨɜɤɚ ɩɨɥɟɣ ɫɬɪɚɧɢɰɵ. ȼɵɞɟɥɢɜ ɮɪɚɝɦɟɧɬ ɞɨɤɭɦɟɧɬɚ ɢɥɢ 

ɩɨɦɟɫɬɢɜ ɤɭɪɫɨɪ ɜ ɬɨɬ ɪɚɡɞɟɥ, ɤɨɬɨɪɵɣ ɧɚɞɨ ɢɡɦɟɧɢɬɶ, ɜɵɛɢɪɚɟɬɫɹ ɤɨɦɚɧɞɚ 

ɉɚɪɚɦɟɬɪɵ ɫɬɪɚɧɢɰɵ (Page Setup) ɢɡ ɦɟɧɸ Ɏɚɣɥ (File),  ɜɤɥɚɞɤɚ  ɉɨɥɹ 

(Margins). ȿɫɥɢ ɞɨɤɭɦɟɧɬ ɩɨɞɝɨɬɚɜɥɢɜɚɟɬɫɹ ɤ ɩɟɱɚɬɢ ɧɚ ɞɜɭɯ ɫɬɨɪɨɧɚɯ ɥɢɫɬɚ, 
ɬɨ ɧɟɨɛɯɨɞɢɦɨ ɭɫɬɚɧɨɜɢɬɶ ɮɥɚɠɨɤ Ɂɟɪɤɚɥɶɧɵɟ ɩɨɥɹ  (Mirror  Margins). 

Ⱦɥɹ ɭɫɬɚɧɨɜɤɢ ɩɨɥɹ ɩɟɪɟɩɥɟɬɚ ɭɤɚɡɵɜɚɟɬɫɹ ɟɝɨ ɪɚɡɦɟɪ ɜ ɩɨɥɟ ɜɜɨɞɚ ɡɧɚɱɟɧɢɹ 

ɉɟɪɟɩɥɟɬ (Gutter). ɂɡɦɟɧɹɟɦɵɟ ɩɚɪɚɦɟɬɪɵ ɭɫɬɚɧɚɜɥɢɜɚɸɬɫɹ ɞɥɹ ɨɬɞɟɥɶɧɨɝɨ 

ɪɚɡɞɟɥɚ ɢɥɢ ɞɥɹ ɜɫɟɝɨ ɞɨɤɭɦɟɧɬɚ. 
ɉɨɥɹ ɫɬɪɚɧɢɰɵ ɞɨɤɭɦɟɧɬɚ ɦɨɠɧɨ ɭɫɬɚɧɚɜɥɢɜɚɬɶ ɬɚɤɠɟ ɩɪɢ ɩɨɦɨɳɢ 

ɝɨɪɢɡɨɧɬɚɥɶɧɨɣ ɢ ɜɟɪɬɢɤɚɥɶɧɨɣ ɥɢɧɟɟɤ, ɩɟɪɟɦɟɳɚɹ ɧɚ ɧɢɯ ɦɚɪɤɟɪɵ ɝɪɚɧɢɰ 

ɩɨɥɹ. 
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Эɬɨ ɜɵɩɨɥɧɹɟɬɫɹ ɬɨɥɶɤɨ ɜ ɪɟɠɢɦɟ Ɋɚɡɦɟɬɤɚ ɫɬɪɚɧɢɰɵ (Page Layout View) 

ɢɥɢ ɉɪɟɞɜɚɪɢɬɟɥɶɧɵɣ ɩɪɨɫɦɨɬɪ (Print Preview). ɉɪɢ ɩɨɦɟɳɟɧɢɢ ɭɤɚɡɚɬɟɥɹ 

ɦɵɲɢ ɧɚ ɦɚɪɤɟɪ ɝɪɚɧɢɰ ɩɨɥɹ ɜ ɥɢɧɟɣɤɟ ɭɤɚɡɚɬɟɥɶ ɩɪɢɨɛɪɟɬɚɟɬ ɮɨɪɦɭ 

ɞɜɭɫɬɨɪɨɧɧɟɣ ɫɬɪɟɥɤɢ. ɑɬɨɛɵ ɜɢɞɟɬɶ ɪɚɡɦɟɪɵ ɩɨɥɟɣ ɩɨ ɦɟɪɟ ɢɯ ɢɡɦɟɧɟɧɢɹ, 
ɧɚɞɨ ɧɚɠɚɬɶ ɤɥɚɜɢɲɭ Alt ɜɨ ɜɪɟɦɹ ɩɟɪɟɦɟɳɟɧɢɹ ɦɚɪɤɟɪɚ. ɉɪɨɢɡɜɟɞɟɧɧɵɟ 

ɫ ɩɨɦɨɳɶɸ ɥɢɧɟɟɤ ɢɡɦɟɧɟɧɢɹ ɩɨɥɟɣ ɫɬɪɚɧɢɰɵ ɨɬɧɨɫɹɬɫɹ ɬɨɥɶɤɨ ɤ ɬɟɤɭɳɟɦɭ 

ɪɚɡɞɟɥɭ. 
Ɋɚɛɨɬɚ ɫ ɤɨɥɨɧɬɢɬɭɥɚɦɢ. ȼɟɪɯɧɢɣ ɤɨɥɨɧɬɢɬɭɥ ɪɚɫɩɨɥɚɝɚɟɬɫɹ ɜɜɟɪɯɭ 

ɫɬɪɚɧɢɰɵ, ɚ ɧɢɠɧɢɣ ɤɨɥɨɧɬɢɬɭɥ – ɜɧɢɡɭ ɫɬɪɚɧɢɰɵ. Ɉɛɥɚɫɬɢ ɤɨɥɨɧɬɢɬɭɥɨɜ 

ɨɛɜɟɞɟɧɵ ɧɟɩɟɱɚɬɚɟɦɵɦɢ ɩɭɧɤɬɢɪɧɵɦɢ ɥɢɧɢɹɦɢ. Ʉɨɥɨɧɬɢɬɭɥɵ ɦɨɝɭɬ 

ɫɨɞɟɪɠɚɬɶ ɬɟɤɫɬ ɢ ɝɪɚɮɢɱɟɫɤɢɟ ɢɡɨɛɪɚɠɟɧɢɹ, ɮɨɪɦɚɬɢɪɨɜɚɬɶ ɤɨɬɨɪɵɟ 

ɦɨɠɧɨ ɬɚɤɠɟ ɤɚɤ ɫɨɞɟɪɠɢɦɨɟ ɞɨɤɭɦɟɧɬɚ. Ʉɨɥɨɧɬɢɬɭɥɵ ɨɬɨɛɪɚɠɚɸɬɫɹ ɧɚ 

ɷɤɪɚɧɟ ɬɨɥɶɤɨ ɜ ɪɟɠɢɦɟ Ɋɚɡɦɟɬɤɚ ɫɬɪɚɧɢɰɵ (Page Layout View) ɢɥɢ ɜ 

ɪɟɠɢɦɟ ɉɪɟɞɜɚɪɢɬɟɥɶɧɵɣ  ɩɪɨɫɦɨɬɪ  (Print  Preview). 

Ⱦɥɹ ɫɨɡɞɚɧɢɹ ɤɨɥɨɧɬɢɬɭɥɨɜ ɢɫɩɨɥɶɡɭɟɬɫɹ ɤɨɦɚɧɞɚ Ʉɨɥɨɧɬɢɬɭɥɵ 

(Header and Footer) ɢɡ ɦɟɧɸ ȼɢɞ (View). ɉɪɢ ɷɬɨɦ ɩɨɹɜɥɹɟɬɫɹ ɩɚɧɟɥɶ 

ɢɧɫɬɪɭɦɟɧɬɨɜ Ʉɨɥɨɧɬɢɬɭɥɵ (Header and Footer) ɫɨ ɫɥɟɞɭɸɳɢɦɢ ɤɧɨɩɤɚɦɢ: 
D ȼɟɪɯɧɢɣ/ɧɢɠɧɢɣ ɤɨɥɨɧɬɢɬɭɥ (Switch Between Header/Footer) – 

ɩɟɪɟɤɥɸɱɟɧɢɟ ɦɟɠɞɭ ɨɛɥɚɫɬɹɦɢ ɜɟɪɯɧɟɝɨ ɢ ɧɢɠɧɟɝɨ ɤɨɥɨɧɬɢɬɭɥɨɜ 

ɧɚ ɫɬɪɚɧɢɰɟ; 
D ɉɟɪɟɯɨɞ ɤ ɩɪɟɞɵɞɭɳɟɦɭ (Show Previous) – ɩɟɪɟɯɨɞ ɧɚ ɩɪɟɞɵɞɭɳɢɣ 

ɬɢɩ ɤɨɥɨɧɬɢɬɭɥɚ; 
D ɉɟɪɟɯɨɞ ɤ ɫɥɟɞɭɸɳɟɦɭ (Show Next) – ɩɟɪɟɯɨɞ ɧɚ ɫɥɟɞɭɸɳɢɣ ɬɢɩ 

ɤɨɥɨɧɬɢɬɭɥɚ; 
D Ʉɚɤ ɜ ɩɪɟɞɵɞɭɳɟɦ (Same as Previous) – ɭɫɬɚɧɨɜɤɚ ɢ ɪɚɡɪɵɜ ɫɜɹɡɢ 

ɤɨɥɨɧɬɢɬɭɥɨɜ ɫ ɩɪɟɞɵɞɭɳɢɦ ɪɚɡɞɟɥɨɦ; 
D ɇɨɦɟɪ ɫɬɪɚɧɢɰɵ (Page Number), Ⱦɚɬɚ (Date), ȼɪɟɦɹ (Time) – 

ɜɫɬɚɜɤɚ ɜ ɤɨɥɨɧɬɢɬɭɥ ɧɨɦɟɪɚ ɫɬɪɚɧɢɰɵ, ɬɟɤɭɳɟɣ ɞɚɬɵ ɢ ɬɟɤɭɳɟɝɨ 

ɜɪɟɦɟɧɢ ɫɨɨɬɜɟɬɫɬɜɟɧɧɨ; 
D ɉɚɪɚɦɟɬɪɵ ɫɬɪɚɧɢɰɵ (Page Setup) – ɷɤɜɢɜɚɥɟɧɬɧɚ ɜɵɡɨɜɭ ɤɨɦɚɧɞɵ 

ɉɚɪɚɦɟɬɪɵ ɫɬɪɚɧɢɰɵ (Page Setup) ɢɡ ɦɟɧɸ Ɏɚɣɥ (File); 

D Ɉɫɧɨɜɧɨɣ ɬɟɤɫɬ (Show/Hide Document) – ɨɬɨɛɪɚɠɟɧɢɟ ɢɥɢ ɫɤɪɵɬɢɟ 

ɬɟɤɫɬɚ ɞɨɤɭɦɟɧɬɚ. 
Ʉɨɥɨɧɬɢɬɭɥɵ ɹɜɥɹɸɬɫɹ ɱɚɫɬɶɸ ɪɚɡɦɟɬɤɢ ɪɚɡɞɟɥɚ. ɋɜɹɡɶ ɦɟɠɞɭ 

ɤɨɥɨɧɬɢɬɭɥɚɦɢ ɪɚɡɧɵɯ ɪɚɡɞɟɥɨɜ ɩɨɞɞɟɪɠɢɜɚɟɬɫɹ ɚɜɬɨɦɚɬɢɱɟɫɤɢ. ȿɫɥɢ 

ɢɡɦɟɧɢɬɶ ɤɨɥɨɧɬɢɬɭɥ ɜ ɨɞɧɨɦ ɪɚɡɞɟɥɟ, ɬɨ ɚɜɬɨɦɚɬɢɱɟɫɤɢ ɦɟɧɹɸɬɫɹ 

ɤɨɥɨɧɬɢɬɭɥɵ ɜ ɨɫɬɚɥɶɧɵɯ ɪɚɡɞɟɥɚɯ. ȿɫɥɢ ɪɚɡɨɪɜɚɬɶ ɷɬɭ ɫɜɹɡɶ ɤɨɥɨɧɬɢɬɭɥɨɜ 

ɤɧɨɩɤɨɣ Ʉɚɤ ɜ ɩɪɟɞɵɞɭɳɟɦ (Same as Previous) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ 
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Ʉɨɥɨɧɬɢɬɭɥɵ (Header and Footer), ɬɨ ɦɨɠɧɨ ɫɨɡɞɚɬɶ ɜ ɤɚɠɞɨɦ ɪɚɡɞɟɥɟ 

ɭɧɢɤɚɥɶɧɵɟ ɤɨɥɨɧɬɢɬɭɥɵ. ɉɪɢ ɭɫɬɚɧɨɜɥɟɧɢɢ ɫɜɹɡɢ ɬɟɤɭɳɟɝɨ ɤɨɥɨɧɬɢɬɭɥɚ ɫ 

ɩɪɟɞɵɞɭɳɢɦ ɜ ɜɟɪɯɧɟɦ ɩɪɚɜɨɦ ɭɝɥɭ ɨɛɥɚɫɬɢ ɤɨɥɨɧɬɢɬɭɥɨɜ ɩɨɹɜɥɹɟɬɫɹ 

ɧɚɞɩɢɫɶ Ʉɚɤ ɩɪɟɞɵ- ɞɭɳɢɣ (Same as Previous). ɍɞɚɥɢɬɶ ɤɨɥɨɧɬɢɬɭɥ ɦɨɠɧɨ, 
ɜɵɞɟɥɢɜ ɟɝɨ ɢ ɧɚɠɚɜ ɤɥɚɜɢɲɭ Del. 

ȼɤɥɚɞɤɚ Ɇɚɤɟɬ (Layout) ɤɨɦɚɧɞɵ ɉɚɪɚɦɟɬɪɵ ɫɬɪɚɧɢɰɵ (Page Setup) 

ɢɡ ɦɟɧɸ Ɏɚɣɥ (File) ɜ ɝɪɭɩɩɟ Ɋɚɡɥɢɱɚɬɶ ɤɨɥɨɧɬɢɬɭɥɵ (Header and Footer) 

ɩɨɡɜɨɥɹɟɬ ɜɵɛɪɚɬɶ ɫɥɟɞɭɸɳɟɟ: 
D ɉɟɪɜɨɣ ɫɬɪɚɧɢɰɵ (Different First Page) – ɫɨɡɞɚɧɢɟ ɨɬɞɟɥɶɧɨɝɨ 

ɤɨɥɨɧɬɢɬɭɥɚ ɞɥɹ ɩɟɪɜɨɣ ɫɬɪɚɧɢɰɵ ɞɨɤɭɦɟɧɬɚ ɢɥɢ ɪɚɡɞɟɥɚ ɢ ɞɪɭɝɨɝɨ 

ɤɨɥɨɧɬɢɬɭɥɚ ɞɥɹ ɨɫɬɚɥɶɧɵɯ ɫɬɪɚɧɢɰ; 
D ɑɟɬɧɵɯ ɢ ɧɟɱɟɬɧɵɯ ɫɬɪɚɧɢɰ (Different Odd and Even) – ɫɨɡɞɚɧɢɟ 

ɪɚɡɧɵɯ ɤɨɥɨɧɬɢɬɭɥɨɜ ɞɥɹ ɱɟɬɧɵɯ ɢ ɧɟɱɟɬɧɵɯ ɫɬɪɚɧɢɰ. 
Ʉɧɨɩɤɢ ɉɨɤɚɡɚɬɶ ɩɪɟɞɵɞɭɳɢɣ (Show Previous) ɢ  ɉɨɤɚɡɚɬɶ ɫɥɟɞɭɸɳɢɣ 

(Show Next) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ʉɨɥɨɧɬɢɬɭɥɵ (Header and Footer) 

ɨɫɭɳɟɫɬɜɥɹɸɬ ɩɟɪɟɯɨɞ ɦɟɠɞɭ ɪɚɡɧɵɦɢ ɤɨɥɨɧɬɢɬɭɥɚɦɢ, ɩɨɷɬɨɦɭ ɟɫɥɢ ɜ ɪɚɡ- 

ɞɟɥɟ ɧɚ ɜɫɟɯ ɫɬɪɚɧɢɰɚɯ ɨɞɢɧɚɤɨɜɵɟ ɤɨɥɨɧɬɢɬɭɥɵ, ɬɨ ɦɟɠɞɭ ɧɢɦɢ ɩɟɪɟɯɨɞɚ 

ɧɟɬ, ɚ ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ ɨɧ ɤ ɤɨɥɨɧɬɢɬɭɥɭ, ɫɨɨɬɜɟɬɫɬɜɟɧɧɨ, ɩɪɟɞɵɞɭɳɟɝɨ ɢɥɢ 

ɫɥɟɞɭɸɳɟɝɨ ɪɚɡɞɟɥɚ. 
ɂɡɦɟɧɢɬɶ ɪɚɫɩɨɥɨɠɟɧɢɟ ɤɨɥɨɧɬɢɬɭɥɨɜ ɧɚ ɫɬɪɚɧɢɰɟ ɦɨɠɧɨ ɫ ɩɨɦɨɳɶɸ 

ɜɟɪɬɢɤɚɥɶɧɨɣ ɥɢɧɟɣɤɢ, ɪɟɝɭɥɢɪɭɹ ɦɵɲɶɸ ɪɚɫɫɬɨɹɧɢɟ ɦɟɠɞɭ ɨɫɧɨɜɧɵɦ 

ɬɟɤɫɬɨɦ ɢ  ɤɨɥɨɧɬɢɬɭɥɚɦɢ. Ɂɚɞɚɬɶ ɪɚɫɫɬɨɹɧɢɹ ɨɬ ɜɟɪɯɧɟɝɨ  ɤɪɚɹ ɫɬɪɚɧɢɰɵ ɞɨ 

ɜɟɪɯɧɟɝɨ ɤɨɥɨɧɬɢɬɭɥɚ ɢ ɨɬ ɧɢɠɧɟɝɨ ɤɪɚɹ ɫɬɪɚɧɢɰɵ ɞɨ ɧɢɠɧɟɝɨ ɤɨɥɨɧɬɢɬɭɥɚ 

ɦɨɠɧɨ, ɜɡɹɜ ɜɤɥɚɞɤɭ ɉɨɥɹ (Margins) ɤɨɦɚɧɞɵ ɉɚɪɚɦɟɬɪɵ ɫɬɪɚɧɢɰɵ (Page 

Setup) ɢɡ ɦɟɧɸ Ɏɚɣɥ (File) ɢ ɭɤɚɡɚɜ ɫɨɨɬɜɟɬɫɬɜɭɸɳɢɟ ɪɚɡɦɟɪɵ ɜ ɝɪɭɩɩɟ 

Ɉɬ ɤɪɚɹ ɞɨ ɤɨɥɨɧɬɢɬɭɥɚ (From Edge). 

ɇɭɦɟɪɚɰɢɹ ɫɬɪɚɧɢɰ. ɇɨɦɟɪɚ ɫɬɪɚɧɢɰ ɜ ɞɨɤɭɦɟɧɬɟ ɜɫɬɚɜɥɹɸɬɫɹ ɜ 

ɨɛɥɚɫɬɢ ɤɨɥɨɧɬɢɬɭɥɨɜ. ɇɟ ɩɪɢɛɟɝɚɹ ɤ ɩɪɨɰɟɫɫɭ ɫɨɡɞɚɧɢɹ ɤɨɥɨɧɬɢɬɭɥɨɜ, 
ɩɪɨɧɭɦɟɪɨɜɚɬɶ ɫɬɪɚɧɢɰɵ ɦɨɠɧɨ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ ɇɨɦɟɪɚ ɫɬɪɚɧɢɰ 

(Page Numbers) ɢɡ ɦɟɧɸ ȼɫɬɚɜɤɚ (Insert). 

ɉɪɢ ɷɬɨɦ ɡɚɞɚɸɬɫɹ: 
D ɉɨɥɨɠɟɧɢɟ (Position) – ɨɩɪɟɞɟɥɟɧɢɟ ɦɟɫɬɚ ɪɚɫɩɨɥɨɠɟɧɢɹ ɧɨɦɟɪɚ ɧɚ 

ɫɬɪɚɧɢɰɟ; 
D ȼɵɪɚɜɧɢɜɚɧɢɟ (Alignment) – ɨɩɪɟɞɟɥɟɧɢɟ ɫɩɨɫɨɛɚ ɜɵɪɚɜɧɢɜɚɧɢɹ 

ɧɨɦɟɪɨɜ ɫɬɪɚɧɢɰ; 
D ɇɨɦɟɪ ɧɚ ɩɟɪɜɨɣ ɫɬɪɚɧɢɰɟ (Show Number on First Page) – ɫɧɹɬɢɟ 

ɮɥɚɠɤɚ ɫɤɪɵɜɚɟɬ ɧɨɦɟɪ ɩɟɪɜɨɣ ɫɬɪɚɧɢɰɵ ɞɨɤɭɦɟɧɬɚ ɢɥɢ ɪɚɡɞɟɥɚ, ɧɟ 

ɢɫɤɥɸɱɚɹ ɟɝɨ ɢɡ ɨɛɳɟɣ ɩɨɫɥɟɞɨɜɚɬɟɥɶɧɨɫɬɢ ɧɨɦɟɪɨɜ, ɚ ɜɬɨɪɚɹ 
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ɫɬɪɚɧɢɰɚ ɛɭɞɟɬ ɢɦɟɬɶ ɧɨɦɟɪ 2; 

D Ɏɨɪɦɚɬ (Format) – ɢɡɦɟɧɟɧɢɟ ɮɨɪɦɚɬɚ ɧɨɦɟɪɨɜ ɫɬɪɚɧɢɰ ɢ ɩɨɪɹɞɤɚ 

ɧɭɦɟɪɚɰɢɢ (ɩɪɨɞɨɥɠɟɧɢɟ ɫɤɜɨɡɧɨɣ ɧɭɦɟɪɚɰɢɢ ɫɬɪɚɧɢɰ ɢɡ 

ɩɪɟɞɵɞɭɳɟɝɨ ɪɚɡɞɟɥɚ ɢɥɢ ɭɫɬɚɧɨɜɤɚ ɧɨɦɟɪɚ, ɫ ɤɨɬɨɪɨɝɨ ɛɭɞɟɬ 

ɧɚɱɢɧɚɬɶɫɹ ɧɭɦɟɪɚɰɢɹ ɫɬɪɚɧɢɰ ɬɟɤɭɳɟɝɨ ɪɚɡɞɟɥɚ). 
ɉɪɨɫɦɨɬɪɟɬɶ ɪɟɡɭɥɶɬɚɬɵ ɧɭɦɟɪɚɰɢɢ ɫɬɪɚɧɢɰ ɦɨɠɧɨ ɬɨɥɶɤɨ ɜ ɪɟɠɢɦɟ 

Ɋɚɡɦɟɬɤɚ ɫɬɪɚɧɢɰɵ (Page Layout View) ɢɥɢ ɜ ɪɟɠɢɦɟ ɉɪɟɞɜɚɪɢɬɟɥɶɧɵɣ 

ɩɪɨɫɦɨɬɪ (Print Preview). 

ɇɭɦɟɪɚɰɢɹ ɫɬɪɨɤ. ɉɪɢ ɫɨɡɞɚɧɢɢ ɫɩɢɫɤɨɜ ɢɥɢ ɞɨɝɨɜɨɪɨɜ ɩɨɹɜɥɹɟɬɫɹ 

ɧɟɨɛɯɨɞɢɦɨɫɬɶ ɫɫɵɥɚɬɶɫɹ ɧɚ ɨɩɪɟɞɟɥɟɧɧɵɟ ɫɬɪɨɤɢ ɞɨɤɭɦɟɧɬɚ. Ⱦɥɹ ɷɬɨɝɨ 

ɧɟɨɛɯɨɞɢɦɨ ɨɫɭɳɟɫɬɜɢɬɶ ɧɭɦɟɪɚɰɢɸ ɫɬɪɨɤ. Ɉɧɚ ɜɵɩɨɥɧɹɟɬɫɹ ɜ ɩɪɟɞɟɥɚɯ 

ɬɟɤɭɳɟɝɨ ɪɚɡɞɟɥɚ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ ɉɚɪɚɦɟɬɪɵ ɫɬɪɚɧɢɰɵ (Page Setup) 

ɢɡ ɦɟɧɸ Ɏɚɣɥ (File) (ɜɤɥɚɞɤɚ Ɇɚɤɟɬ (Layout)). ɇɨɦɟɪ ɞɨɛɚɜɥɹɟɬɫɹ ɤ 

ɤɚɠɞɨɣ ɫɬɪɨɤɟ, ɡɚ ɢɫɤɥɸɱɟɧɢɟɦ ɫɬɪɨɤ ɬɚɛɥɢɰ, ɤɨɥɨɧɬɢɬɭɥɨɜ, ɫɧɨɫɨɤ, 
ɤɚɞɪɨɜ ɢ ɩɪɢɦɟɱɚɧɢɣ. 

ȼɟɪɬɢɤɚɥɶɧɨɟ ɜɵɪɚɜɧɢɜɚɧɢɟ. Ɍɟɤɫɬ ɦɨɠɟɬ ɜɟɪɬɢɤɚɥɶɧɨ ɜɵɪɚɜɧɢɜɚɬɶɫɹ 

ɩɨ ɜɟɪɯɭ, ɩɨ ɧɢɡɭ ɢɥɢ ɩɨ ɰɟɧɬɪɭ ɫɬɪɚɧɢɰɵ (ɧɚɩɪɢɦɟɪ, ɩɪɢ ɫɨɡɞɚɧɢɢ 

ɬɢɬɭɥɶɧɨɝɨ ɥɢɫɬɚ). Ⱦɥɹ ɷɬɨɝɨ ɧɚɞɨ ɜɵɞɟɥɢɬɶ ɬɟɤɫɬ, ɩɨɞɥɟɠɚɳɢɣ 

ɜɵɪɚɜɧɢɜɚɧɢɸ, ɜɵɡɜɚɬɶ ɤɨɦɚɧɞɭ ɉɚɪɚɦɟɬɪɵ ɫɬɪɚɧɢɰɵ (Page Setup) ɢɡ 

ɦɟɧɸ Ɏɚɣɥ (File) (ɜɤɥɚɞɤɚ Ɇɚɤɟɬ (Layout)), ɢ ɜ ɝɪɭɩɩɟ ȼɟɪɬɢɤɚɥɶɧɨɟ 

ɜɵɪɚɜɧɢɜɚɧɢɟ (Vertical Alignment) ɭɫɬɚɧɨɜɢɬɶ ɧɟɨɛɯɨɞɢɦɵɟ ɩɚɪɚɦɟɬɪɵ 

ɜɟɪɬɢɤɚɥɶɧɨɝɨ ɜɵɪɚɜɧɢɜɚɧɢɹ. 
Ʉɨɥɨɧɤɢ ɝɚɡɟɬɧɨɝɨ ɫɬɢɥɹ. ɋɨɞɟɪɠɢɦɨɟ ɫɬɪɚɧɢɰ ɦɨɠɟɬ ɛɵɬɶ ɪɚɡɞɟɥɟɧɨ 

ɧɚ ɤɨɥɨɧɤɢ ɝɚɡɟɬɧɨɝɨ ɫɬɢɥɹ ɫ ɩɨɦɨɳɶɸ ɤɧɨɩɤɢ Ʉɨɥɨɧɤɢ (Columns) ɩɚɧɟɥɢ 

ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ (Standard) ɢɥɢ ɤɨɦɚɧɞɵ Ʉɨɥɨɧɤɢ (Columns) ɢɡ 

ɦɟɧɸ Ɏɨɪɦɚɬ (Format), ɝɞɟ ɢɦɟɟɬɫɹ ɜɨɡɦɨɠɧɨɫɬɶ ɡɚɞɚɬɶ ɮɨɪɦɚɬ ɤɨɥɨɧɨɤ, 
ɪɚɡɞɟɥɢɬɟɥɢ ɢ ɨɛɥɚɫɬɶ ɩɪɢɦɟɧɟɧɢɹ ɤɨɥɨɧɨɤ. 

2.5. ɋɨɡɞɚɧɢɟ ɫɧɨɫɨɤ 

ɋɧɨɫɤɢ (Footnotes) ɢ ɤɨɧɰɟɜɵɟ ɫɧɨɫɤɢ (Endnotes) ɩɪɢɦɟɧɹɸɬɫɹ ɞɥɹ 

ɨɛɴɹɫɧɟɧɢɣ, ɤɨɦɦɟɧɬɚɪɢɟɜ ɢɥɢ ɨɪɝɚɧɢɡɚɰɢɢ ɫɫɵɥɨɤ ɧɚ ɩɟɪɜɨɢɫɬɨɱɧɢɤɢ ɜ 

ɞɨɤɭɦɟɧɬɟ. ɋɧɨɫɤɚ ɩɨɦɟɳɚɟɬɫɹ ɜɧɢɡɭ ɫɬɪɚɧɢɰɵ, ɚ ɤɨɧɰɟɜɚɹ ɫɧɨɫɤɚ – ɜ ɤɨɧɰɟ 

ɪɚɡɞɟɥɚ ɢɥɢ ɜɫɟɝɨ ɞɨɤɭɦɟɧɬɚ. ȼ ɨɞɧɨɦ ɞɨɤɭɦɟɧɬɟ ɦɨɠɧɨ ɨɞɧɨɜɪɟɦɟɧɧɨ 

ɩɨɥɶɡɨɜɚɬɶɫɹ ɤɚɤ ɫɧɨɫɤɚɦɢ, ɬɚɤ ɢ ɤɨɧɰɟɜɵɦɢ ɫɧɨɫɤɚɦɢ. 
Ʉɚɠɞɚɹ ɫɧɨɫɤɚ ɫɨɫɬɨɢɬ ɢɡ ɞɜɭɯ ɱɚɫɬɟɣ: ɧɚɞɫɬɪɨɱɧɨɝɨ ɦɚɪɤɟɪɚ ɫɫɵɥɤɢ ɧɚ 

ɫɧɨɫɤɭ (ɧɨɦɟɪ, ɫɢɦɜɨɥ ɢɥɢ ɤɨɦɛɢɧɚɰɢɹ ɫɢɦɜɨɥɨɜ) ɢ ɬɟɤɫɬɚ ɫɧɨɫɤɢ. Ɇɚɪɤɟɪ 

ɫɧɨɫɤɢ ɜɫɬɚɜɥɹɟɬɫɹ ɜ ɧɭɠɧɨɟ ɦɟɫɬɨ ɞɨɤɭɦɟɧɬɚ, ɩɨɫɥɟ ɱɟɝɨ ɜ ɨɤɧɨ ɫɧɨɫɨɤ 

ɜɜɨɞɢɬɫɹ ɬɟɤɫɬ ɫɧɨɫɤɢ. ɋɧɨɫɤɢ ɧɭɦɟɪɭɸɬɫɹ ɢ ɪɚɡɦɟɳɚɸɬɫɹ ɧɚ ɫɬɪɚɧɢɰɚɯ 
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ɞɨɤɭɦɟɧɬɚ ɚɜɬɨɦɚɬɢɱɟɫɤɢ. Ⱦɥɹ ɜɫɬɚɜɤɢ ɦɚɪɤɟɪɚ ɫɧɨɫɤɢ ɧɚɞɨ ɩɨɦɟɫɬɢɬɶ 

ɤɭɪɫɨɪ ɜ ɬɪɟɛɭɟɦɨɟ ɦɟɫɬɨ, ɜɵɡɜɚɬɶ ɤɨɦɚɧɞɭ ɋɧɨɫɤɚ (Footnote) ɢɡ ɦɟɧɸ 

ȼɫɬɚɜɤɚ (Insert), ɡɚɞɚɬɶ ɜɢɞ ɫɧɨɫɤɢ, ɫɩɨɫɨɛ ɧɭɦɟɪɚɰɢɢ ɢ, ɩɪɢ 

ɧɟɨɛɯɨɞɢɦɨɫɬɢ, ɨɩɰɢɢ ɫɧɨɫɨɤ. 
ȼ Ɉɛɵɱɧɨɦ (Normal View) ɪɟɠɢɦɟ ɩɪɨɫɦɨɬɪɚ ɬɟɤɫɬ ɫɧɨɫɤɢ ɩɨɹɜɥɹɟɬɫɹ 

ɜ ɨɤɧɟ ɫɧɨɫɨɤ, ɚ ɜ ɪɟɠɢɦɟ Ɋɚɡɦɟɬɤɚ ɫɬɪɚɧɢɰɵ (Page Layout View) – ɜ ɬɨɦ 

ɦɟɫɬɟ ɫɬɪɚɧɢɰɵ, ɝɞɟ ɨɧ ɛɭɞɟɬ ɧɚɩɟɱɚɬɚɧ. Ɉɤɧɨ ɫɧɨɫɨɤ ɦɨɠɧɨ ɜɵɡɜɚɬɶ ɫ 

ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ ɋɧɨɫɤɢ (Footnotes) ɢɡ ɦɟɧɸ ȼɢɞ (View). 

ɑɬɨɛɵ ɛɵɫɬɪɨ ɩɟɪɟɣɬɢ ɨɬ ɬɟɤɫɬɚ ɫɧɨɫɨɤ ɤ ɫɨɨɬɜɟɬɫɬɜɭɸɳɟɦɭ ɦɚɪɤɟɪɭ 

ɫɧɨɫɤɢ ɜ ɞɨɤɭɦɟɧɬɟ, ɧɚɞɨ ɞɜɚɠɞɵ ɳɟɥɤɧɭɬɶ ɦɵɲɶɸ ɧɚ ɦɚɪɤɟɪɟ ɫɧɨɫɤɢ ɫɥɟɜɚ 

ɨɬ ɬɟɤɫɬɚ ɫɧɨɫɤɢ. Ⱦɜɨɣɧɨɣ ɳɟɥɱɨɤ ɦɵɲɶɸ ɧɚ ɦɚɪɤɟɪɟ ɫɧɨɫɤɢ ɩɪɢɜɨɞɢɬ ɤ 

ɩɨɹɜɥɟɧɢɸ ɨɤɧɚ ɫɧɨɫɨɤ ɢ ɩɟɪɟɦɟɳɟɧɢɸ ɤɭɪɫɨɪɚ ɜ ɧɚɱɚɥɨ ɬɟɤɫɬɚ ɫɧɨɫɤɢ, 
ɫɨɨɬɜɟɬɫɬɜɭɸɳɟɣ ɜɵɛɪɚɧɧɨɦɭ ɦɚɪɤɟɪɭ ɫɧɨɫɤɢ. Ⱦɥɹ ɭɞɚɥɟɧɢɹ ɫɧɨɫɤɢ ɧɚɞɨ 

ɭɞɚɥɢɬɶ ɦɚɪɤɟɪ ɫɧɨɫɤɢ ɜ ɬɟɤɫɬɟ ɞɨɤɭɦɟɧɬɚ. 

2.6. ɋɬɪɭɤɬɭɪɚ ɢ ɨɪɝɚɧɢɡɚɰɢɹ ɞɨɤɭɦɟɧɬɚ 

Ⱦɥɹ ɛɨɥɶɲɢɯ ɞɨɤɭɦɟɧɬɨɜ ɰɟɥɟɫɨɨɛɪɚɡɧɨ ɫɨɡɞɚɜɚɬɶ ɢɯ ɫɬɪɭɤɬɭɪɭ, 
ɩɪɟɞɫɬɚɜɥɹɸɳɭɸ ɫɨɛɨɣ ɡɚɝɨɥɨɜɤɢ (ɧɚɡɜɚɧɢɹ ɝɥɚɜ, ɩɚɪɚɝɪɚɮɨɜ, ɩɭɧɤɬɨɜ ɢ 

ɬɚɤ ɞɚɥɟɟ), ɜɯɨɞɹɳɢɟ ɜ ɞɨɤɭɦɟɧɬ. ȼɨɡɦɨɠɧɨɫɬɢ Word ɩɨ ɫɨɡɞɚɧɢɸ ɢ 

ɪɟɨɪɝɚɧɢɡɚɰɢɢ ɫɬɪɭɤɬɭɪɵ ɞɨɤɭɦɟɧɬɚ ɛɚɡɢɪɭɸɬɫɹ ɧɚ ɢɫɩɨɥɶɡɨɜɚɧɢɢ ɞɟɜɹɬɢ 

ɜɫɬɪɨɟɧɧɵɯ ɫɬɢɥɟɣ ɞɥɹ ɡɚɝɨɥɨɜɤɨɜ ɪɚɡɥɢɱɧɵɯ ɭɪɨɜɧɟɣ: Ɂɚɝɨɥɨɜɨɤ 1 

(Heading 1), ..., Ɂɚɝɨɥɨɜɨɤ 9 (Heading 9). ɇɚɩɪɢɦɟɪ, ɡɚɝɨɥɨɜɨɤ ɝɥɚɜɵ 

ɞɨɤɭɦɟɧɬɚ ɨɮɨɪɦɥɹɸɬ ɫɬɢɥɟɦ Ɂɚɝɨɥɨɜɨɤ 1, ɡɚɝɨɥɨɜɨɤ ɩɚɪɚɝɪɚɮɚ ɝɥɚɜɵ – 

ɫɬɢɥɟɦ Ɂɚɝɨɥɨɜɨɤ 2, ɡɚɝɨɥɨɜɨɤ ɩɭɧɤɬɚ ɩɚɪɚɝɪɚɮɚ – ɫɬɢɥɟɦ Ɂɚɝɨɥɨɜɨɤ 3, ɢ 

ɬɚɤ ɞɚɥɟɟ. 
ɋɬɪɭɤɬɭɪɭ ɞɨɤɭɦɟɧɬɚ ɦɨɠɧɨ ɫɨɡɞɚɬɶ, ɩɪɨɫɦɨɬɪɟɬɶ, ɪɟɨɪɝɚɧɢɡɨɜɚɬɶ ɢ 

ɨɫɭɳɟɫɬɜɢɬɶ ɩɟɪɟɯɨɞ ɤ ɧɭɠɧɨɦɭ ɦɟɫɬɭ ɜ ɞɨɤɭɦɟɧɬɟ ɜ ɪɟɠɢɦɟ ɋɬɪɭɤɬɭɪɚ 

(Outline View) ɞɨɤɭɦɟɧɬɚ. ȼ ɷɬɨɦ ɪɟɠɢɦɟ ɫɥɟɜɚ ɨɬ ɤɚɠɞɨɝɨ ɚɛɡɚɰɚ ɩɨɤɚɡɚɧ 

ɫɩɟɰɢɚɥɶɧɵɣ ɡɧɚɱɨɤ:    – ɡɚɝɨɥɨɜɨɤ ɫ ɬɟɤɫɬɨɦ ɢɥɢ ɫɨɞɟɪɠɢɬ ɩɨɞɡɚɝɨɥɨɜɤɢ, 
– ɡɚɝɨɥɨɜɨɤ ɛɟɡ ɬɟɤɫɬɚ, – ɫɢɦɜɨɥ ɧɟɩɨɫɪɟɞɫɬɜɟɧɧɨɝɨ ɬɟɤɫɬɚ. 
 

ȼɨɡɧɢɤɚɸɳɚɹ ɜ ɷɬɨɦ ɪɟɠɢɦɟ ɩɚɧɟɥɶ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɪɭɤɬɭɪɚ 

(Outlining) ɢɦɟɟɬ ɫɥɟɞɭɸɳɢɟ ɤɧɨɩɤɢ ɞɥɹ ɪɟɨɪɝɚɧɢɡɚɰɢɢ ɞɨɤɭɦɟɧɬɚ: 
D ɉɨɜɵɫɢɬɶ ɭɪɨɜɟɧɶ (Promote), ɉɨɧɢɡɢɬɶ ɭɪɨɜɟɧɶ (Demote) – 

ɢɡɦɟɧɹɟɬ ɭɪɨɜɟɧɶ ɜɵɞɟɥɟɧɧɨɝɨ ɡɚɝɨɥɨɜɤɚ ɢɥɢ ɧɟɩɨɫɪɟɞɫɬɜɟɧɧɨ 

ɬɟɤɫɬɚ, ɬɨ ɟɫɬɶ ɮɨɪɦɚɬɢɪɭɟɬ ɟɝɨ ɫɨɨɬɜɟɬɫɬɜɭɸɳɢɦ ɞɚɧɧɨɦɭ ɭɪɨɜɧɸ 

ɫɬɢɥɟɦ ɡɚɝɨɥɨɜɤɨɜ; 
D ɉɨɧɢɡɢɬɶ ɞɨ ɨɛɵɱɧɨɝɨ ɬɟɤɫɬɚ (Demote to Body Text) – ɨɬɦɟɧɹɟɬ 

ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ ɜɵɞɟɥɟɧɧɨɝɨ ɡɚɝɨɥɨɜɤɚ ɤɚɤɢɦ-ɥɢɛɨ ɫɬɢɥɟɦ; 
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D ȼɜɟɪɯ (Move up), ȼɧɢɡ (Move Down) – ɩɟɪɟɦɟɳɚɟɬ ɜɵɞɟɥɟɧɧɵɣ 

ɡɚɝɨɥɨɜɨɤ ɢɥɢ ɬɟɤɫɬ ɧɚ ɧɨɜɨɟ ɦɟɫɬɨ ɜɜɟɪɯ ɢɥɢ ɜɧɢɡ ɫɨɨɬɜɟɬɫɬɜɟɧɧɨ; 
ɟɫɥɢ ɩɨɞɡɚɝɨɥɨɜɤɢ ɢ ɬɟɤɫɬ ɩɨɞ ɩɟɪɟɦɟɳɚɟɦɵɦ ɡɚɝɨɥɨɜɤɨɦ ɫɜɟɪɧɭɬɵ, 
ɬɨ ɨɧɢ ɩɟɪɟɦɟɳɚɸɬɫɹ ɜɦɟɫɬɟ ɫ ɡɚɝɨɥɨɜɤɨɦ, ɱɬɨ ɩɨɡɜɨɥɹɟɬ ɛɵɫɬɪɨ 

ɩɟɪɟɤɨɦɩɨɧɨɜɵɜɚɬɶ ɞɨɤɭɦɟɧɬ; 
D Ɋɚɡɜɟɪɧɭɬɶ (Expand), ɋɜɟɪɧɭɬɶ (Collapse) – ɫɜɨɪɚɱɢɜɚɟɬ ɫɬɪɭɤɬɭɪɭ 

ɞɨɤɭɦɟɧɬɚ ɞɥɹ ɩɪɨɫɦɨɬɪɚ ɬɨɥɶɤɨ ɡɚɝɨɥɨɜɤɨɜ ɢ ɪɚɡɜɨɪɚɱɢɜɚɟɬ ɞɥɹ 

ɩɪɨɫɦɨɬɪɚ ɜɫɟɝɨ ɞɨɤɭɦɟɧɬɚ; 
D ɉɨɤɚɡɚɬɶ ɡɚɝɨɥɨɜɨɤ 1 (Show Heading 1), ... – ɫɜɨɪɚɱɢɜɚɟɬ ɢ 

ɪɚɡɜɨɪɚɱɢɜɚɟɬ ɫɬɪɭɤɬɭɪɭ ɞɨɤɭɦɟɧɬɚ ɞɨ ɭɤɚɡɚɧɧɨɝɨ ɧɨɦɟɪɚ ɭɪɨɜɧɟɣ 

ɡɚɝɨɥɨɜɤɨɜ; ȼɫɟ (All) – ɩɨɤɚɡɵɜɚɟɬ ɜɫɟ ɭɪɨɜɧɢ ɡɚɝɨɥɨɜɤɨɜ (ɭɦɟɧɶɲɚɹ 

ɧɨɦɟɪɚ ɭɪɨɜɧɟɣ ɡɚɝɨɥɨɜɤɨɜ, ɜɵɜɨɞɢɦɵɯ ɧɚ ɷɤɪɚɧ, ɦɨɠɧɨ ɭɜɟɥɢɱɢɬɶ 

ɫɤɨɪɨɫɬɶ ɩɟɪɟɦɟɳɟɧɢɹ ɩɨ ɞɨɤɭɦɟɧɬɭ); 
D ɉɨɤɚɡɚɬɶ ɬɨɥɶɤɨ ɩɟɪɜɭɸ ɫɬɪɨɤɭ (Show First Line Only) – 

ɫɜɨɪɚɱɢɜɚɟɬ ɬɟɤɫɬ ɜ ɫɬɪɭɤɬɭɪɟ ɞɨɤɭɦɟɧɬɚ ɞɨ ɩɟɪɜɨɣ ɫɬɪɨɤɢ ɤɚɠɞɨɝɨ 

ɚɛɡɚɰɚ, ɱɬɨ ɩɨɡɜɨɥɹɟɬ ɛɵɫɬɪɨ ɩɟɪɟɦɟɳɚɬɶɫɹ ɩɨ ɜɫɟɦɭ ɞɨɤɭɦɟɧɬɭ ɫ 

ɨɞɧɨɜɪɟɦɟɧɧɵɦ ɩɪɨɫɦɨɬɪɨɦ ɩɪɢɦɟɪɧɨɝɨ ɫɨɞɟɪɠɢɦɨɝɨ ɤɚɠɞɨɝɨ 

ɚɛɡɚɰɚ; 
D Ɉɬɨɛɪɚɡɢɬɶ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ (Show Formatting) – ɜɵɜɨɞɢɬ ɢɥɢ 

ɭɛɢɪɚɟɬ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ ɫɢɦɜɨɥɨɜ, ɤɨɬɨɪɨɟ ɛɵɥɨ ɩɪɢɦɟɧɟɧɨ ɤ ɬɟɤɫɬɭ 

ɞɨɤɭɦɟɧɬɚ ɩɪɢ ɟɝɨ ɧɚɛɨɪɟ. 
Ɇɨɠɧɨ ɚɜɬɨɦɚɬɢɱɟɫɤɢ ɧɭɦɟɪɨɜɚɬɶ ɡɚɝɨɥɨɜɤɢ ɜ ɫɬɪɭɤɬɭɪɟ ɞɨɤɭɦɟɧɬɚ 

ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ ɋɩɢɫɨɤ (Bullets and Numbering) ɢɡ ɦɟɧɸ Ɏɨɪɦɚɬ 

(Format). ȼ ɷɬɨɦ ɫɥɭɱɚɟ ɧɨɦɟɪ ɞɨɛɚɜɥɹɟɬɫɹ ɤ ɤɚɠɞɨɦɭ ɚɛɡɚɰɭ ɜ ɞɨɤɭɦɟɧɬɟ, 
ɤɨɬɨɪɵɣ ɨɬɮɨɪɦɚɬɢɪɨɜɚɧ ɫ ɩɨɦɨɳɶɸ ɫɬɢɥɟɣ ɡɚɝɨɥɨɜɤɨɜ. ɇɨɦɟɪɚ ɨɛɧɨɜɥɹɸɬɫɹ 

ɩɪɢ ɤɚɠɞɨɦ ɢɡɦɟɧɟɧɢɢ ɫɬɪɭɤɬɭɪɵ ɞɨɤɭɦɟɧɬɚ. 
Ʉɨɦɚɧɞɚ Ɉɝɥɚɜɥɟɧɢɟ ɢ ɭɤɚɡɚɬɟɥɢ (Index and Tables) ɢɡ ɦɟɧɸ ȼɫɬɚɜɤɚ 

(Insert) (ɜɤɥɚɞɤɚ Ɉɝɥɚɜɥɟɧɢɟ (Table of Contents)) ɩɨɡɜɨɥɹɟɬ ɜ ɦɟɫɬɨ, ɧɚ 

ɤɨɬɨɪɨɟ ɭɤɚɡɵɜɚɟɬ ɤɭɪɫɨɪ, ɜɤɥɸɱɢɬɶ ɨɝɥɚɜɥɟɧɢɟ, ɫɨɞɟɪɠɚɳɟɟ ɡɚɝɨɥɨɜɤɢ 

ɞɨɤɭɦɟɧɬɚ. 
Ɉɛɵɱɧɨ ɨɝɥɚɜɥɟɧɢɟ ɫɨɡɞɚɟɬɫɹ ɫ ɢɫɩɨɥɶɡɨɜɚɧɢɟɦ ɜɫɬɪɨɟɧɧɵɯ ɫɬɢɥɟɣ 

ɡɚɝɨɥɨɜɤɨɜ. ɇɨ ɦɨɠɧɨ ɜ ɷɬɨɣ ɤɨɦɚɧɞɟ ɩɨ ɤɧɨɩɤɟ ɉɚɪɚɦɟɬɪɵ (Options) 

ɭɤɚɡɚɬɶ ɞɥɹ ɤɚɠɞɨɝɨ ɭɪɨɜɧɹ ɨɝɥɚɜɥɟɧɢɹ ɢɫɩɨɥɶɡɭɟɦɵɣ ɧɟɫɬɚɧɞɚɪɬɧɵɣ ɫɬɢɥɶ. 

ɋɨɞɟɪɠɚɧɢɟ ɪɚɛɨɬɵ 

1. Ɉɡɧɚɤɨɦɶɬɟɫɶ ɫ ɦɟɬɨɞɢɱɟɫɤɢɦɢ ɭɤɚɡɚɧɢɹɦɢ. 
2. Ɂɚɝɪɭɡɢɬɟ ɫɨɡɞɚɧɧɵɣ ɜ ɥɚɛɨɪɚɬɨɪɧɨɣ ɪɚɛɨɬɟ 1 ɧɨɜɵɣ ɞɨɤɭɦɟɧɬ ɢ 

ɜɵɩɨɥɧɢɬɟ ɫɥɟɞɭɸɳɢɟ ɞɟɣɫɬɜɢɹ: 
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D ɩɪɨɫɦɨɬɪɢɬɟ ɫɩɢɫɨɤ ɢɦɟɸɳɢɯɫɹ ɜ ɞɨɤɭɦɟɧɬɟ ɫɬɢɥɟɣ; 
D ɫɨɡɞɚɣɬɟ ɧɨɜɵɣ ɫɬɢɥɶ ɞɥɹ ɚɛɡɚɰɟɜ ɢ ɧɨɜɵɣ ɫɬɢɥɶ ɞɥɹ ɫɢɦɜɨɥɨɜ; 
D ɩɪɢɦɟɧɢɬɟ ɫɨɡɞɚɧɧɵɟ ɫɬɢɥɢ ɤ ɪɚɡɥɢɱɧɵɦ ɱɚɫɬɹɦ ɞɨɤɭɦɟɧɬɚ. 

3. ɋɨɡɞɚɣɬɟ ɫɥɭɠɟɛɧɭɸ ɡɚɩɢɫɤɭ ɧɚ ɨɫɧɨɜɟ ɤɚɤɨɝɨ-ɥɢɛɨ ɲɚɛɥɨɧɚ.  
4. ɋɨɯɪɚɧɢɬɟ ɫɥɭɠɟɛɧɭɸ ɡɚɩɢɫɤɭ ɜ ɨɬɞɟɥɶɧɨɦ ɮɚɣɥɟ. 
5. ɇɚ ɩɪɢɦɟɪɟ ɤɚɤɨɝɨ-ɥɢɛɨ ɞɨɤɭɦɟɧɬɚ ɢɫɫɥɟɞɭɣɬɟ ɞɟɣɫɬɜɢɹ ɤɨɦɚɧɞɵ 

ɋɬɢɥɶ (Style Gallery) ɢɡ ɦɟɧɸ Ɏɨɪɦɚɬ (Format). 

6. Ɋɚɡɛɟɣɬɟ ɞɨɤɭɦɟɧɬ, ɫɨɡɞɚɧɧɵɣ ɜ ɪɚɛɨɬɟ №1 ɧɚ ɪɚɡɞɟɥɵ, ɧɚɱɢɧɚɹ 

ɤɚɠɞɵɣ ɧɨɜɵɣ ɪɚɡɞɟɥ ɫ ɧɨɜɨɣ ɫɬɪɚɧɢɰɵ. 
7. ɂɫɩɨɥɶɡɭɹ ɪɚɡɥɢɱɧɵɟ ɜɨɡɦɨɠɧɨɫɬɢ ɫɨɡɞɚɧɢɹ ɤɨɥɨɧɬɢɬɭɥɨɜ, 

ɫɨɡɞɚɣɬɟ ɜ ɤɚɠɞɨɦ ɪɚɡɞɟɥɟ ɪɚɡɧɵɟ ɤɨɥɨɧɬɢɬɭɥɵ. 
8. ȼɵɩɨɥɧɢɬɟ ɫɤɜɨɡɧɭɸ ɧɭɦɟɪɚɰɢɸ ɫɬɪɚɧɢɰ, ɨɛɟɫɩɟɱɢɜ ɫɤɪɵɬɢɟ 

ɧɨɦɟɪɚ ɧɚ ɩɟɪɜɨɣ ɫɬɪɚɧɢɰɟ. 
9. Ɉɛɟɫɩɟɱɶɬɟ ɜɟɪɬɢɤɚɥɶɧɨɟ ɜɵɪɚɜɧɢɜɚɧɢɟ ɩɨ ɰɟɧɬɪɭ ɨɫɧɨɜɧɨɝɨ 

ɡɚɝɨɥɨɜɤɚ ɢɥɢ ɬɢɬɭɥɶɧɨɝɨ ɥɢɫɬɚ ɬɟɤɫɬɚ. 
10. Ⱦɥɹ ɤɚɤɨɣ-ɥɢɛɨ ɱɚɫɬɢ ɬɟɤɫɬɚ ɜɵɩɨɥɧɢɬɟ ɪɚɡɛɢɟɧɢɟ ɟɝɨ ɧɚ 2 ɤɨɥɨɧɤɢ. 
11. ɋɨɡɞɚɣɬɟ ɪɚɡɧɵɟ ɜɢɞɵ ɫɧɨɫɨɤ: ɜɧɢɡɭ ɬɟɤɫɬɚ, ɜɧɢɡɭ ɫɬɪɚɧɢɰɵ 

ɤɨɧɰɟɜɵɟ ɫɧɨɫɤɢ. 

12. ɉɟɪɟɣɞɢɬɟ ɜ ɪɟɠɢɦ ɋɬɪɭɤɬɭɪɚ (Outline View) ɢ ɢɡɭɱɢɬɟ ɪɚɛɨɬɭ ɫ 

ɩɚɧɟɥɶɸ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɪɭɤɬɭɪɚ (Outlining), ɨɮɨɪɦɢɜ ɡɚɝɨɥɨɜɤɢ 

ɜɫɬɪɨɟɧɧɵɦɢ ɫɬɢɥɹɦɢ ɡɚɝɨɥɨɜɤɨɜ. 
13. ȼɵɩɨɥɧɢɬɟ ɚɜɬɨɦɚɬɢɱɟɫɤɭɸ ɧɭɦɟɪɚɰɢɸ ɡɚɝɨɥɨɜɤɨɜ ɜ ɫɬɪɭɤɬɭɪɟ 

ɞɨɤɭɦɟɧɬɚ ɢ ɫɨɡɞɚɣɬɟ ɨɝɥɚɜɥɟɧɢɟ. 
14. ɋɨɯɪɚɧɢɬɟ ɫɨɡɞɚɧɧɵɣ ɞɨɤɭɦɟɧɬ ɫɨ ɜɫɟɦɢ ɜɵɩɨɥɧɟɧɧɵɦɢ ɡɚɞɚɧɢɹɦɢ. 
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Ʌɚɛɨɪɚɬɨɪɧɚɹ ɪɚɛɨɬɚ № 3 

ɉȺɄȿɌ MS OFFICE: ɊȺɋɒɂɊȿɇɇɕȿ ȼɈɁɆɈɀɇɈɋɌɂ 

ɎɈɊɆȺɌɂɊɈȼȺɇɂə ȾɈɄɍɆȿɇɌɈȼ WORD 

ɐɟɥɶ ɪɚɛɨɬɵ: 
 ɨɡɧɚɤɨɦɥɟɧɢɟ ɫɨ ɫɩɨɫɨɛɚɦɢ ɫɨɡɞɚɧɢɹ ɬɚɛɥɢɰ ɢ ɷɥɟɦɟɧɬɨɜ 

ɚɜɬɨɬɟɤɫɬɚ ɜ ɬɟɤɫɬɨɜɨɦ ɩɪɨɰɟɫɫɨɪɟ Word; 

 ɢɡɭɱɟɧɢɟ ɜɨɡɦɨɠɧɨɫɬɟɣ ɪɚɛɨɬɵ ɫ ɪɚɡɥɢɱɧɵɦɢ ɬɢɩɚɦɢ ɩɨɥɟɣ; 
 ɫɨɡɞɚɧɢɟ ɧɚɡɜɚɧɢɣ, ɡɚɤɥɚɞɨɤ, ɩɟɪɟɤɪɟɫɬɧɵɯ ɫɫɵɥɨɤ ɢ ɭɤɚɡɚɬɟɥɟɣ. 

 

3.1. ɋɨɡɞɚɧɢɟ ɬɚɛɥɢɰ 

ɋɬɨɥɛɰɵ ɱɢɫɟɥ ɢ ɬɟɤɫɬɚ ɦɨɠɧɨ ɪɚɡɦɟɳɚɬɶ ɜ ɬɚɛɥɢɰɟ, ɱɬɨ ɡɧɚɱɢɬɟɥɶɧɨ 

ɩɪɨɳɟ, ɱɟɦ ɨɮɨɪɦɥɹɬɶ ɬɟɤɫɬ ɫ ɩɨɦɨɳɶɸ ɬɚɛɭɥɹɰɢɢ. Ʉ ɬɨɦɭ ɠɟ ɬɚɛɥɢɰɵ 

ɩɨɡɜɨɥɹɸɬ ɪɚɡɧɨɨɛɪɚɡɧɨ ɨɪɝɚɧɢɡɨɜɵɜɚɬɶ ɧɚ ɫɬɪɚɧɢɰɟ ɪɚɫɩɨɥɨɠɟɧɢɟ ɬɟɤɫɬɚ 

ɢ ɝɪɚɮɢɤɢ ɜ ɩɪɢɦɵɤɚɸɳɢɯ ɫɬɨɥɛɰɚɯ. 
Ɍɚɛɥɢɰɚ ɫɨɫɬɨɢɬ ɢɡ ɫɬɪɨɤ  ɢ ɫɬɨɥɛɰɨɜ ɹɱɟɟɤ. ȼɧɭɬɪɢ ɤɚɠɞɨɣ ɹɱɟɣɤɢ 

ɬɟɤɫɬ ɩɟɪɟɧɨɫɢɬɫɹ ɫ ɨɞɧɨɣ ɫɬɪɨɤɢ ɧɚ ɞɪɭɝɭɸ ɬɨɱɧɨ ɬɚɤ ɠɟ, ɤɚɤ ɷɬɨ ɞɟɥɚɟɬɫɹ ɫ 

ɨɛɵɱɧɵɦ ɬɟɤɫɬɨɦ ɞɨɤɭɦɟɧɬɚ ɦɟɠɞɭ ɝɪɚɧɢɰɚɦɢ ɚɛɡɚɰɚ. ɉɨ ɦɟɪɟ ɧɚɛɨɪɚ 

ɬɟɤɫɬɚ ɹɱɟɣɤɚ ɪɚɫɬɹɝɢɜɚɟɬɫɹ ɩɨ ɜɟɪɬɢɤɚɥɢ, ɱɬɨɛɵ ɜɦɟɫɬɢɬɶ ɜɟɫɶ ɬɟɤɫɬ. 
Ɇɨɠɧɨ ɫɨɡɞɚɜɚɬɶ ɧɨɜɭɸ ɬɚɛɥɢɰɭ ɢ ɡɚɩɨɥɧɹɬɶ ɩɭɫɬɵɟ ɹɱɟɣɤɢ ɢɥɢ 

ɩɪɟɨɛɪɚɡɨɜɵɜɚɬɶ ɫɭɳɟɫɬɜɭɸɳɢɟ ɚɛɡɚɰɵ ɜ ɬɚɛɥɢɰɭ. ɉɨɫɥɟ ɫɨɡɞɚɧɢɹ 

ɬɚɛɥɢɰɵ ɟɟ ɦɨɠɧɨ ɢɡɦɟɧɹɬɶ ɧɟɫɤɨɥɶɤɢɦɢ ɫɩɨɫɨɛɚɦɢ: ɞɨɛɚɜɥɟɧɢɟɦ ɢ 

ɭɞɚɥɟɧɢɟɦ ɫɬɪɨɤ ɢ ɫɬɨɥɛɰɨɜ, ɧɚɫɬɪɨɣɤɨɣ ɲɢɪɢɧɵ ɫɬɨɥɛɰɨɜ, ɢɡɦɟɧɟɧɢɟɦ 

ɮɨɪɦɚɬɚ ɬɟɤɫɬɚ ɜ ɹɱɟɣɤɚɯ, ɫɨɪɬɢɪɨɜɤɨɣ ɬɟɤɫɬɚ ɢ ɞɨɛɚɜɥɟɧɢɟɦ ɨɛɪɚɦɥɟɧɢɣ ɢ 

ɡɚɩɨɥɧɟɧɢɣ. 
ɋɨɡɞɚɬɶ ɬɚɛɥɢɰɭ ɦɨɠɧɨ, ɭɫɬɚɧɨɜɢɜ ɤɭɪɫɨɪ ɜ ɬɨ ɦɟɫɬɨ, ɝɞɟ ɞɨɥɠɧɚ ɛɵɬɶ 

ɬɚɛɥɢɰɚ, ɧɚɠɚɜ ɤɧɨɩɤɭ Ⱦɨɛɚɜɢɬɶ ɬɚɛɥɢɰɭ (Insert Table) ɩɚɧɟɥɢ 

ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ (Standard) ɢ ɩɪɨɬɚɳɢɜ ɭɤɚɡɚɬɟɥɶ ɦɵɲɢ ɩɨ 

ɩɨɹɜɢɜɲɟɣɫɹ ɫɟɬɤɟ ɞɨ ɞɨɫɬɢɠɟɧɢɹ ɧɭɠɧɨɝɨ ɱɢɫɥɚ ɫɬɪɨɤ ɢ ɫɬɨɥɛɰɨɜ. Ɍɚɛɥɢɰɚ 

ɦɨɠɟɬ ɢɦɟɬɶ ɧɟ ɛɨɥɟɟ 31 ɫɬɨɥɛɰɚ. Ɍɚɛɥɢɰɚ ɜ ɞɨɤɭɦɟɧɬɟ ɩɨɹɜɥɹɟɬɫɹ ɜ ɜɢɞɟ 

ɫɟɬɤɢ, ɨɛɨɡɧɚɱɚɸɳɟɣ ɹɱɟɣɤɢ ɬɚɛɥɢɰɵ (ɜɵɞɟɥɢɬɶ ɢɥɢ ɨɬɦɟɧɢɬɶ ɩɨɤɚɡ ɫɟɬɤɢ 

ɦɨɠɧɨ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ ɋɤɪɵɬɶ/ɨɬɨɛɪɚɡɢɬɶ ɫɟɬɤɭ (Show/Hide 

Gridlines) ɢɡ ɦɟɧɸ Ɍɚɛɥɢɰɚ (Table)). Ʌɢɧɢɢ ɫɟɬɤɢ, ɪɚɡɞɟɥɹɸɳɢɟ ɧɚ ɷɤɪɚɧɟ 

ɹɱɟɣɤɢ, ɧɚ ɩɟɱɚɬɶ ɧɟ ɜɵɜɨɞɹɬɫɹ. ɑɬɨɛɵ ɜɵɜɟɫɬɢ ɧɚ ɩɟɱɚɬɶ ɝɨɪɢɡɨɧɬɚɥɶɧɵɟ ɢ 

ɜɟɪɬɢɤɚɥɶɧɵɟ ɥɢɧɢɢ ɦɟɠɞɭ ɹɱɟɣɤɚɦɢ, ɧɟɨɛɯɨɞɢɦɨ ɫɨɡɞɚɬɶ ɨɛɪɚɦɥɟɧɢɟ ɞɥɹ 

ɹɱɟɟɤ ɬɚɛɥɢɰɵ. Ⱦɥɹ ɩɨɥɭɱɟɧɢɹ ɛɨɥɟɟ ɡɚɤɨɧɱɟɧɧɨɝɨ ɜɢɞɚ ɜ ɹɱɟɣɤɢ ɬɚɛɥɢɰɵ 

ɦɨɠɧɨ ɞɨɛɚɜɢɬɶ ɡɚɩɨɥɧɟɧɢɟ. ɋɨɡɞɚɧɢɟ ɨɛɪɚɦɥɟɧɢɹ ɢ ɡɚɩɨɥɧɟɧɢɹ ɞɥɹ ɹɱɟɟɤ 

ɬɚɛɥɢɰɵ ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ ɬɚɤɢɦ ɠɟ ɨɛɪɚɡɨɦ, ɤɚɤ ɞɥɹ ɥɸɛɨɣ ɞɪɭɝɨɣ ɱɚɫɬɢ 

ɞɨɤɭɦɟɧɬɚ. 
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Ʉɨɦɚɧɞɚ ȼɫɬɚɜɢɬɶ → Ɍɚɛɥɢɰɚ (Insert → Table) ɢɡ ɦɟɧɸ Ɍɚɛɥɢɰɚ 

(Table) ɩɨɡɜɨɥɹɟɬ ɧɟ ɬɨɥɶɤɨ ɡɚɞɚɬɶ ɱɢɫɥɨ ɫɬɪɨɤ ɢ ɫɬɨɥɛɰɨɜ, ɧɨ ɢ 

ɲɢɪɢɧɭ ɫɬɨɥɛɰɨɜ (ɡɧɚɱɟɧɢɟ Ⱥɜɬɨ (Auto), ɩɪɢɧɢɦɚɟɦɨɟ ɩɨ ɭɦɨɥɱɚɧɢɸ, 
ɜɫɬɚɜɥɹɟɬ ɫɬɨɥɛɰɵ ɨɞɢɧɚɤɨɜɨɝɨ ɪɚɡɦɟɪɚ ɜ ɩɪɟɞɟɥɚɯ ɝɪɚɧɢɰ ɞɨɤɭɦɟɧɬɚ). 
ȼ ɷɬɨɣ ɤɨɦɚɧɞɟ ɩɪɟɞɭɫɦɨɬɪɟɧɚ ɬɚɤɠɟ ɜɨɡɦɨɠɧɨɫɬɶ ɩɨɷɬɚɩɧɨɝɨ ɫɨɡɞɚɧɢɹ 

ɬɚɛɥɢɰɵ ɫ ɩɨɦɨɳɶɸ ɦɚɫɬɟɪɚ (ɤɧɨɩɤɚ Ɇɚɫɬɟɪ (Wizard)) ɩɭɬɟɦ ɨɬɜɟɬɚ ɧɚ 

ɩɪɟɞɥɚɝɚɟɦɵɟ ɦɚɫɬɟɪɨɦ ɜɨɩɪɨɫɵ. ɉɪɟɞɭɫɦɨɬɪɟɧɚ ɬɚɤɠɟ ɜɨɡɦɨɠɧɨɫɬɶ 

ɚɜɬɨɦɚɬɢɱɟɫɤɨɝɨ ɩɪɢɦɟɧɟɧɢɹ ɪɚɡɥɢɱɧɵɯ ɮɨɪɦɚɬɨɜ ɤ ɫɨɡɞɚɜɚɟɦɨɣ 

ɬɚɛɥɢɰɟ (ɤɧɨɩɤɚ Ⱥɜɬɨɮɨɪɦɚɬ (Auto Format)). 

ɂɡɦɟɧɹɬɶ ɲɢɪɢɧɭ ɫɬɨɥɛɰɨɜ ɦɨɠɧɨ, ɩɟɪɟɦɟɳɚɹ ɦɵɲɶɸ ɦɚɪɤɟɪɵ 

ɝɪɚɧɢɰɵ ɫɬɨɥɛɰɨɜ, ɤɨɬɨɪɵɟ ɧɚɯɨɞɹɬɫɹ ɧɚ ɝɨɪɢɡɨɧɬɚɥɶɧɨɣ ɥɢɧɟɣɤɟ. 
Ⱥɧɚɥɨɝɢɱɧɵɦ ɨɛɪɚɡɨɦ ɦɨɠɧɨ ɢɡɦɟɧɹɬɶ ɜɵɫɨɬɭ ɫɬɪɨɤ, ɩɟɪɟɦɟɳɚɹ ɦɵɲɶɸ 

ɦɚɪɤɟɪɵ ɝɪɚɧɢɰɵ ɫɬɪɨɤ ɧɚ ɜɟɪɬɢɤɚɥɶɧɨɣ ɥɢɧɟɣɤɟ (ɜɟɪɬɢɤɚɥɶɧɚɹ ɥɢɧɟɣɤɚ 

ɞɨɫɬɭɩɧɚ ɬɨɥɶɤɨ ɜ ɪɟɠɢɦɟ Ɋɚɡɦɟɬɤɚ ɫɬɪɚɧɢɰɵ (Page Layout View)). 

ɉɟɪɟɦɟɳɚɬɶɫɹ ɩɨ ɹɱɟɣɤɚɦ ɬɚɛɥɢɰɵ ɦɨɠɧɨ ɫ ɩɨɦɨɳɶɸ ɤɥɚɜɢɲɢ Tab 

ɢɥɢ ɳɟɥɤɚɹ ɦɵɲɶɸ ɜ ɬɪɟɛɭɟɦɨɣ ɹɱɟɣɤɟ. Ʉɚɠɞɚɹ ɹɱɟɣɤɚ ɬɚɛɥɢɰɵ 

ɦɨɠɟɬ ɢɦɟɬɶ ɫɜɨɟ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ ɬɟɤɫɬɚ, ɢɡɦɟɧɹɟɦɨɟ ɫ ɩɨɦɨɳɶɸ 

ɝɨɪɢɡɨɧɬɚɥɶɧɨɣ ɥɢɧɟɣɤɢ, ɢɥɢ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ Ⱥɛɡɚɰ (Paragraph) ɢɡ 

ɦɟɧɸ Ɏɨɪɦɚɬ (Format). 

ȼɵɞɟɥɟɧɢɟ ɹɱɟɟɤ, ɫɬɪɨɤ ɢ ɫɬɨɥɛɰɨɜ ɜ ɬɚɛɥɢɰɟ ɞɥɹ ɢɯ ɩɟɪɟɧɨɫɚ ɢɥɢ 

ɤɨɩɢɪɨɜɚɧɢɹ ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ ɬɚɤɢɦ ɠɟ ɨɛɪɚɡɨɦ, ɤɚɤ ɢ ɜ ɥɸɛɨɣ ɞɪɭɝɨɣ 

ɱɚɫɬɢ ɞɨɤɭɦɟɧɬɚ. ȼɵɞɟɥɟɧɢɟ ɹɱɟɣɤɢ ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ ɳɟɥɱɤɨɦ ɫɥɟɜɚ ɨɬ 

ɚɛɡɚɰɚ ɹɱɟɣɤɢ; ɜɵɞɟɥɟɧɢɟ ɫɬɪɨɤɢ – ɳɟɥɱɤɨɦ ɫɥɟɜɚ ɨɬ ɫɬɪɨɤɢ; ɜɵɞɟɥɟɧɢɟ 

ɫɬɨɥɛɰɚ – ɳɟɥɱɤɨɦ ɧɚ ɜɟɪɯɧɟɣ ɥɢɧɢɢ ɫɟɬɤɢ ɢɥɢ ɨɛɪɚɦɥɟɧɢɹ ɫɬɨɥɛɰɚ. 
ɇɚɢɛɨɥɟɟ ɩɪɨɫɬɵɦ ɫɩɨɫɨɛɨɦ ɩɟɪɟɦɟɳɟɧɢɹ ɜɵɞɟɥɟɧɧɵɯ ɫɬɨɥɛɰɨɜ 

ɢɥɢ ɫɬɪɨɤ ɹɜɥɹɟɬɫɹ ɩɟɪɟɬɚɫɤɢɜɚɧɢɟ ɢɯ ɫ ɩɨɦɨɳɶɸ ɦɵɲɢ. Ʉɨɩɢɪɨɜɚɧɢɟ 

ɜɵɞɟɥɟɧɧɵɯ ɫɬɨɥɛɰɨɜ ɢɥɢ ɫɬɪɨɤ ɜɵɩɨɥɧɹɟɬɫɹ ɬɚɤ ɠɟ, ɧɨ ɩɪɢ 
ɨɞɧɨɜɪɟɦɟɧɧɨɦ ɧɚɠɚɬɢɢ ɤɥɚɜɢɲɢ Ctrl. 

Ʉɚɠɞɚɹ ɹɱɟɣɤɚ ɢɦɟɟɬ ɦɚɪɤɟɪ ɤɨɧɰɚ ɹɱɟɣɤɢ, ɭɤɚɡɵɜɚɸɳɢɣ ɤɨɧɟɰ 

ɢɧɮɨɪɦɚɰɢɢ, ɧɚɯɨɞɹɳɟɣɫɹ ɜɧɭɬɪɢ ɹɱɟɣɤɢ. ɉɨɤɚɡɚɬɶ ɢɥɢ ɫɩɪɹɬɚɬɶ 

ɦɚɪɤɟɪ ɤɨɧɰɚ ɹɱɟɣɤɢ ɦɨɠɧɨ ɫ ɩɨɦɨɳɶɸ ɤɧɨɩɤɢ ɇɟɩɟɱɚɬɚɟɦɵɟ ɡɧɚɤɢ 

(Show/Hide ¶) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ (Standard). ȿɫɥɢ ɫ 

ɜɵɞɟɥɟɧɧɵɦ ɬɟɤɫɬɨɦ ɜɵɩɨɥɧɹɟɬɫɹ ɤɚɤɨɟ-ɥɢɛɨ ɞɟɣɫɬɜɢɟ, ɬɨ ɪɟɡɭɥɶɬɚɬ 

ɦɨɠɟɬ ɨɤɚɡɚɬɶɫɹ ɪɚɡɧɵɦ ɜ ɡɚɜɢɫɢɦɨɫɬɢ ɨɬ ɬɨɝɨ, ɩɨɩɚɥ ɢɥɢ ɧɟɬ ɜ 

ɜɵɞɟɥɟɧɢɟ ɦɚɪɤɟɪ ɤɨɧɰɚ ɹɱɟɣɤɢ. ɉɪɢ ɜɵɞɟɥɟɧɢɢ ɬɨɥɶɤɨ ɬɟɤɫɬɚ ɜɧɭɬɪɢ 
ɹɱɟɣɤɢ ɞɨɛɚɜɥɟɧɢɟ ɟɝɨ ɜ ɧɨɜɨɟ ɦɟɫɬɨ ɩɪɨɢɡɨɣɞɟɬ ɛɟɡ ɢɡɦɟɧɟɧɢɹ 

ɮɨɪɦɚɬɢɪɨɜɚɧɢɹ ɢɦɟɸɳɟɝɨɫɹ ɬɟɤɫɬɚ. ȿɫɥɢ ɜ ɜɵɞɟɥɟɧɢɟ ɩɨɩɚɞɚɟɬ ɦɚɪɤɟɪ 

ɤɨɧɰɚ ɹɱɟɣɤɢ, ɬɨ ɩɟɪɟɧɨɫɢɦɵɣ ɬɟɤɫɬ ɡɚɦɟɧɹɟɬ ɫɭɳɟɫɬɜɭɸɳɢɣ ɬɟɤɫɬ ɢ 
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ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ ɬɟɤɫɬɚ ɩɟɪɟɧɨɫɢɬɫɹ ɧɚ ɧɨɜɨɟ ɦɟɫɬɨ. 
ɍɞɚɥɢɬɶ ɫɨɞɟɪɠɢɦɨɟ ɜɵɞɟɥɟɧɧɵɯ ɹɱɟɟɤ ɢɥɢ ɬɚɛɥɢɰɵ ɜ ɰɟɥɨɦ 

ɦɨɠɧɨ ɫ ɩɨɦɨɳɶɸ ɤɥɚɜɢɲɢ Del. ɉɪɢ ɷɬɨɦ ɨɫɬɚɸɬɫɹ ɩɭɫɬɵɟ ɹɱɟɣɤɢ 

ɬɚɛɥɢɰɵ ɢ ɢɯ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ. ɑɬɨɛɵ ɭɞɚɥɢɬɶ ɫɬɪɨɤɢ ɢɥɢ ɫɬɨɥɛɰɵ 

ɬɚɛɥɢɰɵ ɜɦɟɫɬɟ ɫ ɫɨɞɟɪɠɢɦɵɦ, ɧɟɨɛɯɨɞɢɦɨ ɢɯ ɜɵɞɟɥɢɬɶ ɢ ɜɵɩɨɥɧɢɬɶ 

ɤɨɦɚɧɞɭ ɍɞɚɥɢɬɶ → ɋɬɪɨɤɢ (Delete → Rows) ɢɥɢ ɍɞɚɥɢɬɶ → ɋɬɨɥɛɰɵ 

(Delete → Columns) ɢɡ ɦɟɧɸ Ɍɚɛɥɢɰɚ (Table). ɑɬɨɛɵ ɭɞɚɥɢɬɶ ɜɦɟɫɬɟ ɫ 

ɫɨɞɟɪɠɢɦɵɦ ɫɚɦɭ ɬɚɛɥɢɰɭ, ɧɚɞɨ ɟɟ ɜɵɞɟɥɢɬɶ ɢ ɜɵɩɨɥɧɢɬɶ ɤɨɦɚɧɞɭ 

ɍɞɚɥɢɬɶ → Ɍɚɛɥɢɰɚ (Delete → Ta- ble) ɢɡ ɦɟɧɸ Ɍɚɛɥɢɰɚ (Table). 

ɑɬɨɛɵ ɜɫɬɚɜɢɬɶ ɬɟɤɫɬ ɩɟɪɟɞ ɬɚɛɥɢɰɟɣ, ɧɟɨɛɯɨɞɢɦɨ ɭɫɬɚɧɨɜɢɬɶ 

ɤɭɪɫɨɪ ɜ ɧɚɱɚɥɨ ɩɟɪɜɨɣ ɹɱɟɣɤɢ ɢ ɧɚɠɚɬɶ ɤɥɚɜɢɲɭ Enter. 

Ɉɬɰɟɧɬɪɨɜɚɬɶ ɩɨ ɝɨɪɢɡɨɧɬɚɥɢ ɬɚɛɥɢɰɭ ɧɚ ɫɬɪɚɧɢɰɟ ɦɨɠɧɨ ɫ 

ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ ɋɜɨɣɫɬɜɚ ɬɚɛɥɢɰɵ (Table Properties) ɢɡ ɦɟɧɸ 

Ɍɚɛɥɢɰɚ (Table), ɜɵɛɪɚɜ ɜɤɥɚɞɤɭ Ɍɚɛɥɢɰɚ (Table)  ɢ ɨɩɰɢɸ ɉɨ ɰɟɧɬɪɭ 

(Centre). 

Ʉɨɦɚɧɞɵ ɩɨ ɪɚɛɨɬɟ ɫ ɬɚɛɥɢɰɟɣ ɧɚɯɨɞɹɬɫɹ ɜ ɦɟɧɸ Ɍɚɛɥɢɰɚ 
(Table). Ɉɞɧɚɤɨ ɨɫɧɨɜɧɵɟ ɤɨɦɚɧɞɵ ɭɞɨɛɧɨ ɜɵɩɨɥɧɹɬɶ, ɜɵɛɢɪɚɹ ɢɯ ɢɡ 

ɤɨɧɬɟɤɫɬɧɨɝɨ ɦɟɧɸ, ɜɵɡɵɜɚɟɦɨɝɨ ɳɟɥɱɤɨɦ ɩɪɚɜɨɣ ɤɧɨɩɤɨɣ ɦɵɲɢ ɜ 

ɨɛɥɚɫɬɢ ɬɚɛɥɢɰɵ. 

3.2. ɋɨɡɞɚɧɢɟ ɷɥɟɦɟɧɬɨɜ ɚɜɬɨɬɟɤɫɬɚ 

Word ɩɨɡɜɨɥɹɟɬ ɫɨɯɪɚɧɢɬɶ ɱɚɫɬɨ ɢɫɩɨɥɶɡɭɟɦɵɣ ɬɟɤɫɬ ɢ ɝɪɚɮɢɤɭ 

(ɧɚɩɪɢɦɟɪ, ɧɚɡɜɚɧɢɟ ɮɢɪɦɵ, ɟɟ ɥɨɝɢɬɢɩ ɢɥɢ ɩɨɱɬɨɜɵɣ ɚɞɪɟɫ, 
ɫɬɚɧɞɚɪɬɧɭɸ ɫɬɚɬɶɸ, ɬɚɛɥɢɰɭ ɢɥɢ ɫɩɢɫɨɤ) ɜ ɜɢɞɟ ɷɥɟɦɟɧɬɚ ɚɜɬɨɬɟɤɫɬɚ, 
ɞɥɹ ɤɨɬɨɪɨɝɨ ɞɚɟɬɫɹ ɭɧɢɤɚɥɶɧɨɟ ɢɦɹ (ɨɛɵɱɧɨ ɧɟɤɨɬɨɪɨɟ ɫɨɤɪɚɳɟɧɢɟ) ɢ 

ɤɨɬɨɪɵɣ ɦɨɠɧɨ ɦɧɨɝɨ- ɤɪɚɬɧɨ ɜɫɬɚɜɥɹɬɶ ɜ ɞɨɤɭɦɟɧɬ, ɭɤɚɡɚɜ ɷɬɨ ɢɦɹ. 
ȼɵɞɟɥɢɜ ɬɟɤɫɬ ɢɥɢ ɝɪɚɮɢɱɟɫɤɨɟ ɢɡɨɛɪɚɠɟɧɢɟ, ɤɨɬɨɪɨɟ ɬɪɟɛɭɟɬɫɹ 

ɫɨɯɪɚɧɢɬɶ ɜ ɜɢɞɟ ɷɥɟɦɟɧɬɚ ɚɜɬɨɬɟɤɫɬɚ, ɧɭɠɧɨ ɧɚɠɚɬɶ ɤɧɨɩɤɭ 

Ⱥɜɬɨɬɟɤɫɬ (Insert Auto Text) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ 

(Standard) ɢɥɢ ɜɵɛɪɚɬɶ ɤɨɦɚɧɞɭ Ⱥɜɬɨɬɟɤɫɬ (Auto Text) ɢɡ ɦɟɧɸ 

ȼɫɬɚɜɤɚ (Insert). Ɂɚɬɟɦ ɜ ɩɨɥɟ ɂɦɹ (Name) ɫɥɟɞɭɟɬ ɜɜɟɫɬɢ ɢɦɹ 

ɷɥɟɦɟɧɬɚ ɚɜɬɨɬɟɤɫɬɚ ɢɥɢ ɨɫɬɚɜɢɬɶ ɢɦɹ, ɩɪɟɞɥɨɠɟɧɧɨɟ ɩɨ ɭɦɨɥɱɚɧɢɸ. 
Ⱦɥɢɧɚ ɢɦɟɧɢ ɧɟ ɞɨɥɠɧɚ ɩɪɟɜɵɲɚɬɶ 32 ɫɢɦɜɨɥɚ, ɜɤɥɸɱɚɹ ɩɪɨɛɟɥɵ. 

ɉɨ ɭɦɨɥɱɚɧɢɸ ɷɥɟɦɟɧɬ ɚɜɬɨɬɟɤɫɬɚ ɫɬɚɧɨɜɢɬɫɹ ɞɨɫɬɭɩɧɵɦ ɜɨ ɜɫɟɯ 

ɞɨɤɭɦɟɧɬɚɯ. Ɇɨɠɧɨ, ɨɞɧɚɤɨ, ɨɛɟɫɩɟɱɢɬɶ ɫɨɯɪɚɧɟɧɢɟ ɷɬɨɝɨ ɷɥɟɦɟɧɬɚ 

ɬɨɥɶɤɨ ɞɥɹ ɞɨɤɭɦɟɧɬɨɜ  ɨɩɪɟɞɟɥɟɧɧɨɝɨ  ɬɢɩɚ,  ɭɤɚɡɚɜ  ɜ  ɩɨɥɟ  ɒɚɛɥɨɧɵ  
(Patterns)  ɢɦɹ ɲɚɛɥɨɧɚ ɬɚɤɨɝɨ ɞɨɤɭɦɟɧɬɚ. Ʉɧɨɩɤɚ Ⱦɨɛɚɜɢɬɶ (Add) 

ɞɨɛɚɜɥɹɟɬ ɢɥɢ ɨɛɧɨɜɥɹɟɬ ɭɤɚɡɚɧɧɵɣ ɷɥɟɦɟɧɬ ɚɜɬɨɬɟɤɫɬɚ. 
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ɑɬɨɛɵ ɜɫɬɚɜɢɬɶ ɜ ɞɨɤɭɦɟɧɬ ɷɥɟɦɟɧɬ ɚɜɬɨɬɟɤɫɬɚ, ɧɚɞɨ ɭɫɬɚɧɨɜɢɬɶ 
ɤɭɪɫɨɪ ɜ ɬɪɟɛɭɟɦɨɟ ɦɟɫɬɨ ɞɨɤɭɦɟɧɬɚ, ɜɵɛɪɚɬɶ ɤɨɦɚɧɞɭ Ⱥɜɬɨɬɟɤɫɬ 

(Auto Text) ɢɡ ɦɟɧɸ ȼɫɬɚɜɤɚ (Insert), ɜɵɛɪɚɬɶ ɢɡ ɫɩɢɫɤɚ ɬɪɟɛɭɟɦɵɣ 

ɷɥɟɦɟɧɬ ɚɜɬɨɬɟɤɫɬɚ ɢ ɧɚɠɚɬɶ ɤɧɨɩɤɭ ȼɫɬɚɜɢɬɶ (Insert). ɉɪɢ ɷɬɨɦ ɢɦɟɟɬɫɹ 

ɜɨɡɦɨɠɧɨɫɬɶ ɨɩɪɟɞɟɥɢɬɶ ɫɩɨɫɨɛ ɜɫɬɚɜɤɢ ɷɥɟɦɟɧɬɚ ɚɜɬɨɬɟɤɫɬɚ ɫ 

ɩɨɦɨɳɶɸ ɩɟɪɟɤɥɸɱɚɬɟɥɟɣ ɜ ɝɪɭɩɩɟ Ⱥɜɬɨɦɚɬɢɱɟɫɤɢ ɩɪɢ ɜɜɨɞɟ (Insert 

As) ɜɤɥɚɞɤɢ Ⱥɜɬɨɮɨɪɦɚɬ ɩɪɢ ɜɜɨɞɟ ɨɤɧɚ Ⱥɜɬɨɡɚɦɟɧɚ: 
D Ɉɩɪɟɞɟɥɹɬɶ ɫɬɢɥɢ (Formatted Text) – ɩɪɢ ɜɫɬɚɜɤɟ ɫɨɯɪɚɧɹɟɬɫɹ 

ɩɟɪɜɨɧɚɱɚɥɶɧɨɟ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ; 
D ɉɨɜɬɨɪɹɬɶ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ ɧɚɱɚɥɚ ɷɥɟɦɟɧɬɚ ɫɩɢɫɤɚ (Plain Text) 

– 

ɩɪɢ ɜɫɬɚɜɤɟ ɬɟɤɫɬ ɮɨɪɦɚɬɢɪɭɟɬɫɹ ɤɚɤ ɩɪɟɞɲɟɫɬɜɭɸɳɢɣ 

ɫɢɦɜɨɥ. 
ȼɫɬɚɜɢɬɶ ɷɥɟɦɟɧɬ ɚɜɬɨɬɟɤɫɬɚ ɦɨɠɧɨ ɬɚɤɠɟ ɫ ɩɨɦɨɳɶɸ ɤɧɨɩɤɢ 

Ⱥɜɬɨɬɟɤɫɬ (Insert Auto Text) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ  ɋɬɚɧɞɚɪɬɧɚɹ  

(Standard). Ⱦɥɹ ɷɬɨɝɨ ɫɥɟɞɭɟɬ ɩɨɦɟɫɬɢɬɶ ɤɭɪɫɨɪ ɜ ɬɪɟɛɭɟɦɨɟ ɦɟɫɬɨ 

ɞɨɤɭɦɟɧɬɚ ɢ, ɭɛɟɞɢɜɲɢɫɶ, ɱɬɨ ɨɧ ɥɢɛɨ ɧɚɯɨɞɢɬɫɹ ɜ ɧɚɱɚɥɟ ɫɬɪɨɤɢ, ɥɢɛɨ 

ɨɤɪɭɠɟɧ ɩɪɨɛɟɥɚɦɢ, ɜɜɟɫɬɢ ɢɦɹ ɷɥɟɦɟɧɬɚ ɚɜɬɨɬɟɤɫɬɚ ɢ ɧɚɠɚɬɶ ɭɤɚɡɚɧɧɭɸ 

ɤɧɨɩɤɭ. 

3.3. ȼɫɬɚɜɤɚ ɩɨɥɟɣ 

ɉɨɥɟ (Field) – ɷɬɨ ɩɨɫɥɟɞɨɜɚɬɟɥɶɧɨɫɬɶ ɤɨɞɨɜ, ɭɤɚɡɵɜɚɸɳɢɯ Word 

ɜɫɬɚɜɢɬɶ ɬɟɤɫɬ, ɝɪɚɮɢɤɭ, ɧɨɦɟɪɚ ɫɬɪɚɧɢɰ ɢ ɞɪɭɝɭɸ ɢɧɮɨɪɦɚɰɢɸ ɜ 

ɞɨɤɭɦɟɧɬ ɚɜɬɨɦɚɬɢɱɟɫɤɢ. ɇɚɩɪɢɦɟɪ, ɩɨɥɟ DATE ɜɫɬɚɜɥɹɟɬ ɬɟɤɭɳɭɸ 

ɞɚɬɭ, ɩɨɥɟ TIME – ɬɟɤɭɳɟɟ ɜɪɟɦɹ. ɂɫɩɨɥɶɡɨɜɚɧɢɟ ɩɨɥɟɣ ɨɛɥɟɝɱɚɟɬ 

ɨɛɧɨɜɥɟɧɢɟ ɢɧɮɨɪɦɚɰɢɢ. 
ɉɪɢ ɜɫɬɚɜɤɟ ɩɨɥɹ ɜ ɬɟɤɫɬ ɞɨɤɭɦɟɧɬɚ ɜɫɬɚɜɥɹɟɬɫɹ ɤɨɞ ɩɨɥɹ. 

ɋɢɧɬɚɤɫɢɫ ɤɨɞɚ ɩɨɥɹ ɹɜɥɹɟɬɫɹ ɫɥɟɞɭɸɳɢɦ: {ɬɢɩ_ɩɨɥɹ ɢɧɫɬɪɭɤɰɢɢ}, ɝɞɟ 

ɫɤɨɛɤɢ { } – ɨɛɨɡɧɚɱɚɸɬ ɧɚɱɚɥɨ ɢ ɤɨɧɟɰ ɩɨɥɹ; ɬɢɩ ɩɨɥɹ – ɨɩɪɟɞɟɥɹɟɬ 

ɩɨɥɟ ɢ ɞɟɣɫɬɜɢɟ, ɤɨɬɨɪɨɟ ɨɧɨ ɜɵɩɨɥɧɹɟɬ; ɢɧɫɬɪɭɤɰɢɢ – ɫɩɟɰɢɚɥɢɡɢɪɭɸɬ 

ɞɟɣɫɬɜɢɟ ɩɨɥɹ. ɂɧɫɬɪɭɤɰɢɢ ɢɡɦɟɧɹɸɬ ɪɟɡɭɥɶɬɚɬ ɩɨɥɹ, ɨɧɢ ɦɨɝɭɬ ɛɵɬɶ 

ɨɛɹɡɚɬɟɥɶɧɵɦɢ ɢ ɧɟɨɛɹɡɚɬɟɥɶɧɵɦɢ. 
Word ɩɨɞɞɟɪɠɢɜɚɟɬ ɛɨɥɟɟ 60 ɬɢɩɨɜ ɩɨɥɟɣ. 
ȼɫɬɚɜɢɬɶ ɩɨɥɟ ɜ ɞɨɤɭɦɟɧɬ (ɜ ɦɟɫɬɨ, ɧɚ ɤɨɬɨɪɨɟ ɭɤɚɡɵɜɚɟɬ ɤɭɪɫɨɪ) 

ɦɨɠɧɨ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ ɉɨɥɟ (Field) ɢɡ ɦɟɧɸ ȼɫɬɚɜɤɚ (Insert), 

ɤɨɬɨɪɚɹ ɩɨɡɜɨɥɹɟɬ ɨɫɭɳɟɫɬɜɢɬɶ ɫɥɟɞɭɸɳɟɟ: 
D Ʉɚɬɟɝɨɪɢɢ (Categories) – ɜɵɛɨɪ ɥɨɝɢɱɟɫɤɨɣ ɝɪɭɩɩɵ ɬɢɩɨɜ ɩɨɥɟɣ; 
D ɉɨɥɹ (Field Names) – ɜɵɛɨɪ ɬɢɩɚ ɩɨɥɹ ɢɡ ɬɟɤɭɳɟɣ ɥɨɝɢɱɟɫɤɨɣ 

ɝɪɭɩɩɵ ɬɢɩɨɜ ɩɨɥɟɣ (ɛɨɥɟɟ ɩɨɞɪɨɛɧɭɸ ɢɧɮɨɪɦɚɰɢɸ ɨɛ 
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ɨɬɞɟɥɶɧɨɦ ɬɢɩɟ ɩɨɥɹ ɦɨɠɧɨ ɩɨɥɭɱɢɬɶ ɫ ɩɨɦɨɳɶɸ ɤɥɚɜɢɲɢ F1); 

D Ʉɨɞ ɩɨɥɹ (Field Codes) – ɜɵɜɨɞ ɤɨɞɚ ɜɵɛɪɚɧɧɨɝɨ ɬɢɩɚ ɩɨɥɹ 

(ɜɨɡɦɨɠɧɨ ɟɝɨ ɪɟɞɚɤɬɢɪɨɜɚɧɢɟ), ɧɚɞ ɷɬɢɦ ɩɨɥɟɦ ɩɨɤɚɡɚɧ 

ɫɢɧɬɚɤɫɢɫ ɜɵɛɪɚɧ- ɧɨɝɨ ɬɢɩɚ ɩɨɥɹ. 
Ɉɛɵɱɧɨ ɧɚ ɷɤɪɚɧɟ ɨɬɨɛɪɚɠɚɟɬɫɹ ɪɟɡɭɥɶɬɚɬ ɞɟɣɫɬɜɢɹ ɩɨɥɹ – ɬɟɤɫɬ 

ɢɥɢ ɝɪɚɮɢɤɚ, ɩɨɦɟɳɟɧɧɵɟ ɜ ɞɨɤɭɦɟɧɬ ɫ ɩɨɦɨɳɶɸ ɩɨɥɹ. Ɇɨɠɧɨ 

ɭɫɬɚɧɨɜɢɬɶ ɪɟɠɢɦ, ɩɪɢ ɤɨɬɨɪɨɦ ɪɟɡɭɥɶɬɚɬɵ ɩɨɥɟɣ ɛɭɞɭɬ ɢɡɨɛɪɚɠɚɬɶɫɹ ɫ 
ɡɚɬɟɧɟɧɢɟɦ, ɱɬɨɛɵ ɛɵɥɨ ɡɚɦɟɬɧɨ, ɤɨɝɞɚ ɤɭɪɫɨɪ ɩɨɩɚɞɚɟɬ ɧɚ ɪɟɡɭɥɶɬɚɬ 

ɩɨɥɹ. Ⱦɥɹ ɷɬɨɝɨ ɧɚɞɨ ɜɵɛɪɚɬɶ ɤɨɦɚɧɞɭ ɉɚɪɚɦɟɬɪɵ (Options) ɢɡ ɦɟɧɸ 

ɋɟɪɜɢɫ (Tools) ɢ ɜɨ ɜɤɥɚɞɤɟ ȼɢɞ (View) ɢɡ ɫɩɢɫɤɚ Ɂɚɬɟɧɟɧɢɟ ɩɨɥɟɣ 

(Field Shading) ɭɤɚɡɚɬɶ ɨɞɢɧ ɢɡ ɫɥɟɞɭɸɳɢɯ ɜɚɪɢɚɧɬɨɜ: ɇɢɤɨɝɞɚ (Never), 

ȼɫɟɝɞɚ (Always), ɉɪɢ ɜɵɞɟɥɟɧɢɢ (When Selected). Ɇɨɠɧɨ ɬɚɤɠɟ 

ɭɫɬɚɧɨɜɢɬɶ ɪɟɠɢɦ, ɩɪɢ ɤɨɬɨɪɨɦ ɧɚ ɷɤɪɚɧɟ ɨɬɨɛɪɚɠɚɸɬɫɹ ɤɨɞɵ ɩɨɥɟɣ, ɢ 

ɢɯ ɦɨɠɧɨ ɪɟɞɚɤɬɢɪɨɜɚɬɶ ɩɨ ɠɟɥɚɧɢɸ, ɱɬɨɛɵ ɭɫɨɜɟɪɲɟɧɫɬɜɨɜɚɬɶ 

ɪɟɡɭɥɶɬɚɬ ɩɨɥɹ. ɇɚɩɪɢɦɟɪ, ɤɨɞ ɩɨɥɹ DATE ɦɨɠɧɨ ɢɡɦɟɧɢɬɶ, ɱɬɨɛɵ ɩɪɢ 

ɩɟɱɚɬɢ ɞɚɬɚ ɩɨɹɜɥɹɥɚɫɶ ɜ ɧɭɠɧɨɦ ɮɨɪɦɚɬɟ. 
ɑɬɨɛɵ ɭɜɢɞɟɬɶ ɤɨɞɵ ɜɫɟɯ ɩɨɥɟɣ ɞɨɤɭɦɟɧɬɚ, ɧɚɞɨ ɨɞɧɨɜɪɟɦɟɧɧɨ 

ɧɚɠɚɬɶ ɤɥɚɜɢɲɢ Alt ɢ F9 ɢɥɢ ɜɵɛɪɚɬɶ ɤɨɦɚɧɞɭ ɉɚɪɚɦɟɬɪɵ (Options) ɢɡ 

ɦɟɧɸ ɋɟɪɜɢɫ (Tools) ɢ ɜɨ ɜɤɥɚɞɤɟ ɉɪɨɫɦɨɬɪ (View) ɢɡ ɝɪɭɩɩɵ 

ɉɨɤɚɡɵɜɚɬɶ (Show) ɜɵɛɪɚɬɶ ɮɥɚɠɨɤ Ʉɨɞɵ ɩɨɥɟɣ (Field Codes). ɑɬɨɛɵ 

ɭɜɢɞɟɬɶ ɤɨɞ ɨɬɞɟɥɶɧɨɝɨ ɩɨɥɹ, ɧɚɞɨ ɳɟɥɤɧɭɬɶ ɩɪɚɜɨɣ ɤɧɨɩɤɨɣ ɦɵɲɢ ɧɚ 

ɩɨɥɟ ɢ ɢɡ ɩɨɹɜɢɜɲɟɝɨɫɹ ɤɨɧɬɟɤɫɬɧɨɝɨ ɦɟɧɸ ɜɵɛɪɚɬɶ ɤɨɦɚɧɞɭ 

Ʉɨɞɵ/ɡɧɚɱɟɧɢɹ ɩɨɥɟɣ (Toggle Field Codes), ɱɬɨ ɷɤɜɢɜɚɥɟɧɬɧɨ 

ɨɞɧɨɜɪɟɦɟɧɧɨɦɭ ɧɚɠɚɬɢɸ ɤɥɚɜɢɲ Shift ɢ F9. Ʉɨɞɵ ɩɨɥɟɣ ɦɨɠɧɨ 

ɪɟɞɚɤɬɢɪɨɜɚɬɶ, ɱɬɨɛɵ ɢɡɦɟɧɢɬɶ ɪɟɡɭɥɶɬɚɬ ɩɨɥɹ, ɜ ɬɨɦ ɱɢɫɥɟ ɟɝɨ 

ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ. Ɏɨɪɦɚɬɢɪɨɜɚɧɢɟ ɧɟɩɨɫɪɟɞɫɬɜɟɧɧɨ ɪɟɡɭɥɶɬɚɬɚ ɩɨɥɹ 

ɜɨɡɦɨɠɧɨ, ɧɨ ɩɪɢ ɨɛɧɨɜɥɟɧɢɢ ɩɨɥɹ ɨɧɨ ɦɨɠɟɬ ɛɵɬɶ ɩɨɬɟɪɹɧɨ, ɩɨɷɬɨɦɭ 

ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ ɥɭɱɲɟ ɡɚɞɚɜɚɬɶ ɱɟɪɟɡ ɢɧɫɬɪɭɤɰɢɢ, ɜɯɨɞɹɳɢɟ ɜ ɤɨɞ ɩɨɥɹ. 
Ɋɟɡɭɥɶɬɚɬɵ ɩɨɥɟɣ ɨɛɧɨɜɥɹɸɬɫɹ ɩɪɢ ɡɚɝɪɭɡɤɟ ɞɨɤɭɦɟɧɬɚ. ɇɨ 

ɨɛɧɨɜɥɟɧɢɟ ɩɨɥɟɣ ɦɨɠɧɨ ɨɫɭɳɟɫɬɜɢɬɶ ɬɚɤɠɟ ɢ ɜ ɩɪɨɰɟɫɫɟ ɪɚɛɨɬɵ ɫ 

ɞɨɤɭɦɟɧɬɨɦ. ɑɬɨɛɵ ɨɛɧɨɜɢɬɶ ɨɞɧɨ ɩɨɥɟ, ɧɚɞɨ ɜɵɡɜɚɬɶ ɤɨɧɬɟɤɫɬɧɨɟ ɦɟɧɸ 

ɞɥɹ ɷɬɨɝɨ ɩɨɥɹ ɢ ɜɵɛɪɚɬɶ ɢɡ ɧɟɝɨ ɤɨɦɚɧɞɭ Ɉɛɧɨɜɢɬɶ ɩɨɥɟ (Update 

Field), ɱɬɨ ɷɤɜɢɜɚɥɟɧɬɧɨ ɧɚɠɚɬɢɸ ɤɥɚɜɢɲɢ F9. ɑɬɨɛɵ ɨɛɧɨɜɢɬɶ ɜɫɟ 

ɩɨɥɹ, ɧɚɞɨ ɜɵɩɨɥɧɢɬɶ ɬɟ ɠɟ ɞɟɣɫɬɜɢɹ, ɩɪɟɞɜɚɪɢɬɟɥɶɧɨ ɜɵɞɟɥɢɜ ɜɟɫɶ 

ɬɟɤɫɬ ɤɨɦɚɧɞɨɣ ȼɵɞɟɥɢɬɶ ɜɫɟ (Select All) ɢɡ ɦɟɧɸ ɉɪɚɜɤɚ (Edit). 

Ɇɨɠɧɨ ɨɛɟɫɩɟɱɢɬɶ ɬɚɤɠɟ, ɱɬɨɛɵ ɜɨ ɜɪɟɦɹ ɩɟɱɚɬɢ ɞɨɤɭɦɟɧɬɚ ɜɫɟ 

ɩɨɥɹ ɨɛɧɨɜɥɹɥɢɫɶ. Ⱦɥɹ ɷɬɨɝɨ ɜ ɤɨɦɚɧɞɟ ɉɚɪɚɦɟɬɪɵ (Options) ɢɡ ɦɟɧɸ 

ɋɟɪɜɢɫ (Tools) ɜɨ ɜɤɥɚɞɤɟ ɉɟɱɚɬɶ (Print) ɢɡ ɨɛɥɚɫɬɢ Ɋɟɠɢɦ (Printing 
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Options) ɫɥɟɞɭɟɬ ɜɵɛɪɚɬɶ ɮɥɚɠɨɤ Ɉɛɧɨɜɥɹɬɶ ɩɨɥɹ (Update Fields). 

ȼ ɦɟɧɸ ȼɫɬɚɜɤɚ (Insert) ɫɭɳɟɫɬɜɭɟɬ ɨɬɞɟɥɶɧɚɹ ɤɨɦɚɧɞɚ Ⱦɚɬɚ ɢ 

ɜɪɟɦɹ (Date and Time), ɩɨɡɜɨɥɹɸɳɚɹ ɜɫɬɚɜɢɬɶ ɞɚɬɭ, ɜɪɟɦɹ ɢɥɢ 

ɤɨɦɛɢɧɚɰɢɸ ɞɚɬɵ ɢ ɜɪɟɦɟɧɢ ɜ ɪɚɡɥɢɱɧɵɯ ɮɨɪɦɚɬɚɯ. ɉɪɢ ɷɬɨɦ ɞɚɬɭ ɢ 

ɜɪɟɦɹ ɦɨɠɧɨ ɜɫɬɚɜɢɬɶ ɤɚɤ ɨɛɵɱɧɵɣ ɬɟɤɫɬ ɢɥɢ ɤɚɤ ɩɨɥɟ ɞɥɹ 

ɚɜɬɨɦɚɬɢɱɟɫɤɨɝɨ ɟɝɨ ɨɛɧɨɜɥɟɧɢɹ ɩɪɢ ɨɬɤɪɵɬɢɢ ɞɨɤɭɦɟɧɬɚ. ɋ ɷɬɨɣ 

ɰɟɥɶɸ ɢɫɩɨɥɶɡɭɟɬɫɹ ɮɥɚɠɨɤ Ɉɛɧɨɜɥɹɬɶ ɚɜɬɨɦɚɬɢɱɟɫɤɢ (Insert as Field). 

3.4. ɋɨɡɞɚɧɢɟ ɧɚɡɜɚɧɢɣ 

Ʉ ɬɚɛɥɢɰɚɦ, ɪɢɫɭɧɤɚɦ, ɮɨɪɦɭɥɚɦ, ɜɵɞɟɥɟɧɧɨɦɭ ɬɟɤɫɬɭ ɢ ɞɪɭɝɢɦ 

ɷɥɟɦɟɧɬɚɦ ɦɨɠɧɨ ɞɨɛɚɜɢɬɶ ɩɪɨɧɭɦɟɪɨɜɚɧɧɵɟ ɧɚɡɜɚɧɢɹ (ɧɚɩɪɢɦɟɪ, 
«Ɍɚɛɥɢɰɚ 6..............»). ɉɪɢ ɭɞɚɥɟɧɢɢ, ɩɟɪɟɦɟɳɟɧɢɢ ɢɥɢ ɞɨɛɚɜɥɟɧɢɢ 

ɷɥɟɦɟɧɬɨɜ, ɢɦɟɸɳɢɯ ɧɚɡɜɚɧɢɹ, ɚɜɬɨɦɚɬɢɱɟɫɤɢ ɨɬɫɥɟɠɢɜɚɸɬɫɹ ɧɨɦɟɪɚ  

ɧɚɡɜɚɧɢɣ. 
Ⱦɥɹ ɞɨɛɚɜɥɟɧɢɹ  ɤ ɜɵɞɟɥɟɧɧɨɦɭ ɷɥɟɦɟɧɬɭ ɧɚɡɜɚɧɢɹ ɧɟɨɛɯɨɞɢɦɨ 

ɜɵɡɜɚɬɶ ɤɨɦɚɧɞɭ ɇɚɡɜɚɧɢɟ (Caption) ɢɡ ɦɟɧɸ ȼɫɬɚɜɤɚ (Insert) ɢ 

ɨɩɪɟɞɟɥɢɬɶ ɫɥɟɞɭɸɳɟɟ: 
D ɇɚɡɜɚɧɢɟ (Caption) – ɨɬɨɛɪɚɠɟɧɢɟ ɦɟɬɤɢ ɢ ɧɨɦɟɪɚ ɧɚɡɜɚɧɢɹ ɞɥɹ 

ɜɵɛɪɚɧɧɨɝɨ ɷɥɟɦɟɧɬɚ (ɦɨɠɧɨ ɧɚɛɪɚɬɶ ɞɨɩɨɥɧɢɬɟɥɶɧɵɣ ɬɟɤɫɬ ɞɥɹ 

ɧɚɡɜɚɧɢɹ ɩɨɫɥɟ ɧɨɦɟɪɚ); 
D ɉɨɫɬɨɹɧɧɚɹ ɱɚɫɬɶ (Label) – ɜɵɛɨɪ ɢɦɟɧɢ ɦɟɬɤɢ ɞɥɹ ɧɚɡɜɚɧɢɹ 

(ɩɨ ɭɦɨɥɱɚɧɢɸ ɩɪɟɞɨɫɬɚɜɥɹɸɬɫɹ ɦɟɬɤɢ: Ɋɢɫɭɧɨɤ (Figure), 

Ɏɨɪɦɭɥɚ (Equation), Ɍɚɛɥɢɰɚ (Table)), ɧɨɜɭɸ ɦɟɬɤɭ ɦɨɠɧɨ 

ɫɨɡɞɚɬɶ, ɢɫɩɨɥɶɡɭɹ ɤɧɨɩɤɭ ɋɨɡɞɚɬɶ (New Label); 

D ɉɨɥɨɠɟɧɢɟ (Position) – ɪɚɫɩɨɥɨɠɟɧɢɟ ɧɚɡɜɚɧɢɹ ɜɵɲɟ ɢɥɢ ɧɢɠɟ 

ɜɵɛɪɚɧɧɨɝɨ ɷɥɟɦɟɧɬɚ; 
D ɇɭɦɟɪɚɰɢɹ (Numbering) – ɜɵɛɨɪ ɮɨɪɦɚɬɚ ɧɨɦɟɪɚ, ɬɪɟɛɭɟɦɨɝɨ 

ɞɥɹ ɧɚɡɜɚɧɢɹ. 
Ʉɚɠɞɨɟ ɧɚɡɜɚɧɢɟ ɜɫɬɚɜɥɹɟɬɫɹ ɜ ɞɨɤɭɦɟɧɬ ɤɚɤ ɩɨɥɟ, ɤɨɬɨɪɨɟ 

ɚɜɬɨɦɚɬɢɱɟɫɤɢ ɨɛɧɨɜɥɹɟɬɫɹ ɩɪɢ ɩɟɱɚɬɢ ɞɨɤɭɦɟɧɬɚ. ɉɪɢ ɧɟɨɛɯɨɞɢɦɨɫɬɢ 

ɧɚɡɜɚɧɢɟ ɦɨɠɧɨ ɨɛɧɨɜɢɬɶ ɜɪɭɱɧɭɸ ɧɚɠɚɬɢɟɦ ɤɥɚɜɢɲɢ F9. Ⱦɥɹ 

ɨɛɧɨɜɥɟɧɢɹ ɜɫɟɯ ɧɚɡɜɚɧɢɣ ɧɟɨɛɯɨɞɢɦɨ ɜɵɞɟɥɢɬɶ ɜɟɫɶ ɬɟɤɫɬ ɫ ɩɨɦɨɳɶɸ 

ɤɨɦɚɧɞɵ ȼɵɞɟɥɢɬɶ ɜɫɟ (Select All) ɢɡ ɦɟɧɸ ɉɪɚɜɤɚ (Edit) ɢ ɧɚɠɚɬɶ 

ɤɥɚɜɢɲɭ F9. 

Word ɩɨɡɜɨɥɹɟɬ ɫɨɡɞɚɬɶ ɭɤɚɡɚɬɟɥɶ ɧɚɡɜɚɧɢɣ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ 

Ɉɝɥɚɜɥɟɧɢɟ ɢ ɭɤɚɡɚɬɟɥɢ (Index and Tables) ɢɡ ɦɟɧɸ ȼɫɬɚɜɤɚ (Insert), 

ɜɵɛɪɚɜ ɜɤɥɚɞɤɭ ɋɩɢɫɨɤ ɢɥɥɸɫɬɪɚɰɢɣ (Table of Figures) ɢ ɭɤɚɡɚɜ ɬɢɩ 

ɦɟɬɤɢ ɧɚɡɜɚɧɢɹ. ɍɤɚɡɚɬɟɥɶ ɧɚɡɜɚɧɢɣ ɜɫɬɚɜɥɹɟɬɫɹ ɜ ɦɟɫɬɨ ɞɨɤɭɦɟɧɬɚ, ɧɚ 
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ɤɨɬɨɪɨɟ ɭɤɚɡɵɜɚɟɬ ɤɭɪɫɨɪ. 
Ⱦɥɹ ɨɛɧɨɜɥɟɧɢɹ ɭɤɚɡɚɬɟɥɹ ɧɚɡɜɚɧɢɣ (ɩɪɢ ɢɡɦɟɧɟɧɢɢ ɧɚɡɜɚɧɢɣ, 

ɜɯɨɞɹɳɢɯ ɜ ɧɟɝɨ) ɧɟɨɛɯɨɞɢɦɨ ɟɝɨ ɜɵɞɟɥɢɬɶ ɢ ɧɚɠɚɬɶ ɤɥɚɜɢɲɭ F9. ɉɪɢ 

ɷɬɨɦ ɜɨɡɦɨɠɧɨ ɨɛɧɨɜɥɟɧɢɟ ɬɨɥɶɤɨ ɧɨɦɟɪɚ ɫɬɪɚɧɢɰ ɜ ɭɤɚɡɚɬɟɥɟ, ɥɢɛɨ ɜɫɟɝɨ 

ɭɤɚɡɚɬɟɥɹ. 

3.5. ɋɨɡɞɚɧɢɟ ɡɚɤɥɚɞɨɤ 

Ɂɚɤɥɚɞɤɢ ɢɫɩɨɥɶɡɭɸɬɫɹ ɞɥɹ ɩɨɦɟɬɤɢ ɬɟɤɫɬɚ, ɷɥɟɦɟɧɬɚ ɢɥɢ ɦɟɫɬɚ ɜ 

ɞɨɤɭɦɟɧɬɟ. Ʉɨɝɞɚ ɜɫɬɚɜɥɹɟɬɫɹ ɡɚɤɥɚɞɤɚ, ɬɨ ɜɵɛɪɚɧɧɨɦɭ ɷɥɟɦɟɧɬɭ ɢɥɢ 

ɦɟɫɬɭ ɜ ɞɨɤɭɦɟɧɬɟ ɞɚɟɬɫɹ ɭɧɢɤɚɥɶɧɨɟ ɢɦɹ. ȼ ɞɚɥɶɧɟɣɲɟɦ ɷɬɨ ɢɦɹ 

ɢɫɩɨɥɶɡɭɟɬɫɹ ɞɥɹ ɩɨ- ɢɫɤɚ ɩɨɦɟɱɟɧɧɨɝɨ ɷɥɟɦɟɧɬɚ. 
Ⱦɥɹ ɫɨɡɞɚɧɢɹ ɡɚɤɥɚɞɤɢ ɧɚɞɨ ɜɵɞɟɥɢɬɶ ɩɨɦɟɱɚɟɦɵɣ ɬɟɤɫɬ, ɷɥɟɦɟɧɬ 

ɢɥɢ ɦɟɫɬɨ ɜ ɞɨɤɭɦɟɧɬɟ, ɜɵɡɜɚɬɶ ɤɨɦɚɧɞɭ Ɂɚɤɥɚɞɤɚ (Bookmarks) ɢɡ ɦɟɧɸ 

ȼɫɬɚɜɤɚ (Insert) ɢ ɧɚɛɪɚɬɶ ɢɦɹ ɡɚɤɥɚɞɤɢ, ɧɚɱɢɧɚɸɳɟɟɫɹ ɫ ɛɭɤɜɵ, ɧɟ 

ɫɨɞɟɪɠɚɳɟɟ ɩɪɨɛɟɥɨɜ ɢ ɜɤɥɸɱɚɸɳɟɟ ɧɟ ɛɨɥɟɟ 40 ɫɢɦɜɨɥɨɜ. ɍɞɚɥɟɧɢɟ 

ɡɚɤɥɚɞɨɤ ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ ɫ ɩɨɦɨɳɶɸ ɷɬɨɣ ɠɟ ɤɨɦɚɧɞɵ. ɑɬɨɛɵ ɡɚɤɥɚɞɤɢ 

ɛɵɥɢ ɜɢɞɧɵ ɧɚ ɷɤɪɚ- ɧɟ, ɧɭɠɧɨ ɤɨɦɚɧɞɨɣ ɉɚɪɚɦɟɬɪɵ (Options) ɢɡ ɦɟɧɸ 

ɋɟɪɜɢɫ (Tools) ɜɨ ɜɤɥɚɞɤɟ ȼɢɞ (View) ɭɫɬɚɧɨɜɢɬɶ ɮɥɚɠɨɤ Ɂɚɤɥɚɞɤɢ 

(Bookmarks). ȼ ɷɬɨɦ ɫɥɭɱɚɟ ɧɚɱɚɥɨ ɢ ɤɨɧɟɰ ɡɚɤɥɚɞɤɢ ɨɛɨɡɧɚɱɚɸɬɫɹ ɫ 

ɩɨɦɨɳɶɸ ɤɜɚɞɪɚɬɧɵɯ ɫɤɨɛɨɤ. ɉɟɪɟɯɨɞ ɧɚ ɨɩɪɟɞɟɥɟɧɧɭɸ ɡɚɤɥɚɞɤɭ 

ɦɨɠɧɨ ɨɫɭɳɟɫɬɜɥɹɬɶ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞ Ɂɚɤɥɚɞɤɚ (Bookmarks) ɢɥɢ 

ɉɟɪɟɣɬɢ (Go To) ɢɡ ɦɟɧɸ ȼɫɬɚɜɤɚ (Insert). 

3.6. ɋɨɡɞɚɧɢɟ ɩɟɪɟɤɪɟɫɬɧɵɯ ɫɫɵɥɨɤ 

Ⱦɥɹ ɫɫɵɥɤɢ ɧɚ ɷɥɟɦɟɧɬ, ɪɚɫɩɨɥɨɠɟɧɧɵɣ ɜ ɤɚɤɨɦ-ɥɢɛɨ ɦɟɫɬɟ 

ɞɨɤɭɦɟɧɬɚ, ɦɨɠɧɨ ɫɨɡɞɚɬɶ ɩɟɪɟɤɪɟɫɬɧɭɸ ɫɫɵɥɤɭ, ɬɚɤɭɸ ɤɚɤ «ɋɦ. 
ɬɚɛɥɢɰɭ 6 ɧɚ ɫɬɪ. 22». ȿɫɥɢ ɢɡɦɟɧɢɥɫɹ ɷɥɟɦɟɧɬ, ɧɚ ɤɨɬɨɪɵɣ ɛɵɥɚ ɫɞɟɥɚɧɚ 

ɫɫɵɥɤɚ, ɧɚɩɪɢɦɟɪ, ɬɚɛɥɢɰɚ 6 ɫɬɚɥɚ ɬɚɛɥɢɰɟɣ 5 ɢɥɢ ɩɟɪɟɦɟɫɬɢɥɚɫɶ ɧɚ 

ɫɬɪɚɧɢɰɭ 23, ɬɨ ɩɟɪɟɤɪɟɫɬɧɚɹ ɫɫɵɥɤɚ ɚɜɬɨɦɚɬɢɱɟɫɤɢ ɦɟɧɹɟɬɫɹ. ɋɫɵɥɤɭ 

ɦɨɠɧɨ ɫɨɡɞɚɬɶ ɧɚ ɫɧɨɫɤɭ, ɡɚɤɥɚɞɤɭ, ɧɚɡɜɚɧɢɟ ɢ ɬɟɤɫɬ, 
ɨɬɮɨɪɦɚɬɢɪɨɜɚɧɧɵɣ ɨɞɧɢɦ ɢɡ 9 ɜɫɬɪɨɟɧɧɵɯ ɫɬɢɥɟɣ ɡɚɝɨɥɨɜɤɨɜ. ɉɪɢ 

ɫɨɡɞɚɧɢɢ ɫɫɵɥɤɢ ɧɚɛɢɪɚɟɬɫɹ ɜ ɞɨɤɭɦɟɧɬɟ ɜɜɨɞɧɵɣ ɬɟɤɫɬ, ɫ ɤɨɬɨɪɨɝɨ 

ɧɚɱɢɧɚɟɬɫɹ ɩɟɪɟɤɪɟɫɬɧɚɹ ɫɫɵɥɤɚ (ɧɚɩɪɢɦɟɪ, «ɉɨɞɪɨɛɧɟɟ ɫɦ.»). 
ȼ  ɤɨɦɚɧɞɟ  ɉɟɪɟɤɪɟɫɬɧɚɹ  ɫɫɵɥɤɚ  (Cross-reference)  ɢɡ  ɦɟɧɸ  

ȼɫɬɚɜɤɚ 

(Insert) ɨɩɪɟɞɟɥɹɸɬɫɹ ɫɥɟɞɭɸɳɢɟ ɩɚɪɚɦɟɬɪɵ: 
D Ɍɢɩ ɫɫɵɥɤɢ (Reference Type) – ɜɵɛɨɪ ɬɢɩɚ ɷɥɟɦɟɧɬɚ, ɧɚ 

ɤɨɬɨɪɵɣ ɬɪɟɛɭɟɬɫɹ ɫɨɫɥɚɬɶɫɹ (ɧɚɩɪɢɦɟɪ, ɡɚɝɨɥɨɜɨɤ ɢɥɢ ɫɧɨɫɤɚ); 
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D ȼɫɬɚɜɢɬɶ ɫɫɵɥɤɭ ɧɚ (Insert Reference To) – ɜɵɛɨɪ ɬɢɩɚ 

ɢɧɮɨɪɦɚɰɢɢ ɨɛ ɷɥɟɦɟɧɬɟ, ɧɚ ɤɨɬɨɪɵɣ ɮɨɪɦɢɪɭɟɬɫɹ ɫɫɵɥɤɚ 

(ɡɚɜɢɫɢɬ ɨɬ ɜɵ- ɛɪɚɧɧɨɝɨ ɬɢɩɚ ɷɥɟɦɟɧɬɚ); 
D Ⱦɥɹ ɤɚɤɨɝɨ ɚɛɡɚɰɚ (For Which) – ɜɵɛɨɪ ɤɨɧɤɪɟɬɧɨɝɨ ɷɥɟɦɟɧɬɚ, 

ɧɚ ɤɨɬɨɪɵɣ ɮɨɪɦɢɪɭɟɬɫɹ ɫɫɵɥɤɚ. 
Ʉɧɨɩɤɨɣ ȼɫɬɚɜɢɬɶ (Insert) ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ ɜɫɬɚɜɤɚ ɫɫɵɥɤɢ ɜ 

ɞɨɤɭɦɟɧɬ. ɉɪɢ ɷɬɨɦ ɨɤɧɨ ɤɨɦɚɧɞɵ ɉɟɪɟɤɪɟɫɬɧɚɹ ɫɫɵɥɤɚ (Cross-

reference) ɨɫɬɚɟɬɫɹ ɨɬɤɪɵɬɵɦ, ɱɬɨ ɩɨɡɜɨɥɹɟɬ ɜɫɬɚɜɥɹɬɶ ɞɨɩɨɥɧɢɬɟɥɶɧɵɣ 

ɬɟɤɫɬ ɢ ɫɨɡɞɚɜɚɬɶ ɞɪɭɝɢɟ ɫɫɵɥɤɢ ɜ ɞɨɤɭɦɟɧɬɟ. 
Ʉɚɠɞɚɹ ɩɟɪɟɤɪɟɫɬɧɚɹ ɫɫɵɥɤɚ ɜɫɬɚɜɥɹɟɬɫɹ ɤɚɤ ɩɨɥɟ, ɤɨɬɨɪɨɟ 

ɚɜɬɨɦɚɬɢɱɟɫɤɢ ɨɛɧɨɜɥɹɟɬɫɹ ɩɪɢ ɩɟɱɚɬɢ ɞɨɤɭɦɟɧɬɚ. ɉɪɢ ɧɟɨɛɯɨɞɢɦɨɫɬɢ 

ɫɫɵɥɤɭ ɦɨɠɧɨ ɨɛɧɨɜɢɬɶ ɜɪɭɱɧɭɸ ɧɚɠɚɬɢɟɦ ɤɥɚɜɢɲɢ F9. Ⱦɥɹ 

ɨɛɧɨɜɥɟɧɢɹ ɜɫɟɯ ɫɫɵɥɨɤ ɧɚɞɨ ɜɵɞɟɥɢɬɶ ɜɟɫɶ ɬɟɤɫɬ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ 

ȼɵɞɟɥɢɬɶ ɜɫɟ (Select All) ɢɡ ɦɟɧɸ ɉɪɚɜɤɚ (Edit) ɢ ɧɚɠɚɬɶ ɤɥɚɜɢɲɭ F9. 

3.7. ɋɨɡɞɚɧɢɟ ɭɤɚɡɚɬɟɥɟɣ 

Word ɩɨɡɜɨɥɹɟɬ ɜɤɥɸɱɢɬɶ ɜ ɞɨɤɭɦɟɧɬ ɚɥɮɚɜɢɬɧɵɣ ɭɤɚɡɚɬɟɥɶ, 
ɤɨɬɨɪɵɣ ɩɪɟɞɨɫɬɚɜɥɹɟɬ ɜɨɡɦɨɠɧɨɫɬɶ ɨɬɵɫɤɚɬɶ ɧɟɤɨɬɨɪɵɟ ɷɥɟɦɟɧɬɵ 

(ɧɚɩɪɢɦɟɪ, ɩɨɧɹɬɢɹ) ɜ ɞɨɤɭɦɟɧɬɟ ɩɨ ɧɨɦɟɪɚɦ ɫɬɪɚɧɢɰ. ɍɤɚɡɚɬɟɥɶ ɦɨɠɟɬ 

ɫɨɞɟɪɠɚɬɶ ɷɥɟɦɟɧɬɵ ɧɟɫɤɨɥɶɤɢɯ ɭɪɨɜɧɟɣ ɢ ɩɟɪɟɤɪɟɫɬɧɵɟ ɫɫɵɥɤɢ. 
Эɥɟɦɟɧɬ ɭɤɚɡɚɬɟɥɹ ɫɧɚɱɚɥɚ ɜɵɞɟɥɹɟɬɫɹ, ɡɚɬɟɦ ɨɞɧɨɜɪɟɦɟɧɧɵɦ 

ɧɚɠɚɬɢɟɦ ɤɥɚɜɢɲ Alt, Shift ɢ X ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ ɜɵɡɨɜ ɨɤɧɚ ɉɨɦɟɬɢɬɶ 

(Mark Index Entry), ɜ ɤɨɬɨɪɨɦ ɦɨɠɧɨ ɡɚɞɚɬɶ ɫɥɟɞɭɸɳɢɟ ɨɩɰɢɢ: 
D Ɉɫɧɨɜɧɨɣ ɷɥɟɦɟɧɬ ɭɤɚɡɚɬɟɥɹ (Main Entry) – ɬɟɤɫɬ, ɢɫɩɨɥɶɡɭɟɦɵɣ 

ɜ ɤɚɱɟɫɬɜɟ ɷɥɟɦɟɧɬɚ ɭɤɚɡɚɬɟɥɹ; 
D Ⱦɨɩɨɥɧɢɬɟɥɶɧɵɣ ɷɥɟɦɟɧɬ (Subentry) – ɬɟɤɫɬ, ɢɫɩɨɥɶɡɭɟɦɵɣ ɜ 

ɤɚɱɟɫɬɜɟ ɷɥɟɦɟɧɬɚ ɭɤɚɡɚɬɟɥɹ ɜɬɨɪɨɝɨ ɭɪɨɜɧɹ (ɱɬɨɛɵ ɜɤɥɸɱɢɬɶ 

ɷɥɟɦɟɧɬ ɬɪɟɬɶɟɝɨ ɭɪɨɜɧɹ, ɧɚɞɨ ɜ ɷɬɨɦ ɩɨɥɟ ɧɚɛɪɚɬɶ ɬɟɤɫɬ 

ɷɥɟɦɟɧɬɚ ɜɬɨɪɨɝɨ ɭɪɨɜɧɹ, ɡɚɬɟɦ ɞɜɨɟɬɨɱɢɟ ɢ ɬɟɤɫɬ ɷɥɟɦɟɧɬɚ 

ɬɪɟɬɶɟɝɨ ɭɪɨɜɧɹ); 
D ɉɟɪɟɤɪɟɫɬɧɚɹ ɫɫɵɥɤɚ (Cross-reference) – ɬɟɤɫɬ, ɢɫɩɨɥɶɡɭɟɦɵɣ ɜ 

ɤɚɱɟɫɬɜɟ ɫɫɵɥɤɢ ɞɥɹ ɷɥɟɦɟɧɬɚ ɭɤɚɡɚɬɟɥɹ (ɩɪɢ ɫɨɡɞɚɧɢɢ ɩɟɪɟɤɪɟɫɬɧɨɣ 

ɫɫɵɥɤɢ ɞɥɹ ɷɥɟɦɟɧɬɚ ɭɤɚɡɚɬɟɥɹ, ɧɚɩɪɢɦɟɪ, ɋɦ. Ɇɚɬɟɪɢɚɥɵ ɢɥɢ ɋɦ. 

ɧɢɠɟ); 
D Ɍɟɤɭɳɚɹ ɫɬɪɚɧɢɰɚ (Current Page) – ɧɨɦɟɪ ɚɤɬɢɜɧɨɣ ɫɬɪɚɧɢɰɵ 

ɷɥɟɦɟɧɬɚ ɭɤɚɡɚɬɟɥɹ; 
D Ⱦɢɚɩɚɡɨɧ ɫɬɪɚɧɢɰ, ɡɚɤɥɚɞɤɚ (Page Range, Boorkmark) – ɢɦɹ ɡɚ- 

ɤɥɚɞɤɢ, ɢɫɩɨɥɶɡɭɟɦɨɟ ɞɥɹ ɩɨɦɟɬɤɢ ɞɢɚɩɚɡɨɧɚ ɫɬɪɚɧɢɰ ɜ ɷɥɟɦɟɧɬɟ 
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ɭɤɚɡɚɬɟɥɹ, ɚ ɧɟ ɟɞɢɧɫɬɜɟɧɧɨɣ ɫɬɪɚɧɢɰɵ (ɧɚɩɪɢɦɟɪ, «ɋɪɟɞɫɬɜɚ 

ɚɜɬɨɦɚɬɢɡɚɰɢɢ, 5–10»), ɩɪɟɞɜɚɪɢɬɟɥɶɧɨ ɧɭɠɧɨ ɩɨɦɟɬɢɬɶ 

ɞɢɚɩɚɡɨɧ ɫɬɪɚɧɢɰ ɡɚɤɥɚɞɤɨɣ. 
ɉɨ ɤɧɨɩɤɟ ɉɨɦɟɬɢɬɶ (Mark) ɩɪɨɢɡɜɨɞɢɬɫɹ ɩɨɦɟɬɤɚ ɜɵɞɟɥɟɧɧɨɝɨ 

ɬɟɤɫɬɚ ɤɚɤ ɷɥɟɦɟɧɬɚ ɭɤɚɡɚɬɟɥɹ. ɉɨ ɤɧɨɩɤɟ ɉɨɦɟɬɢɬɶ ɜɫɟ (Mark All) 

ɩɨɦɟɱɚɸɬɫɹ ɜɫɟ ɦɟɫɬɚ ɜ ɞɨɤɭɦɟɧɬɟ, ɝɞɟ ɜɫɬɪɟɱɚɟɬɫɹ ɬɟɤɫɬ, ɩɨɦɟɱɟɧɧɵɣ 

ɤɚɤ ɷɥɟɦɟɧɬ ɭɤɚɡɚɬɟɥɹ (ɩɪɨɩɢɫɧɵɟ ɢ ɫɬɪɨɱɧɵɟ ɛɭɤɜɵ ɜ ɬɨɱɧɨɫɬɢ ɞɨɥɠɧɵ 

ɫɨɜɩɚɞɚɬɶ ɫ ɛɭɤɜɚɦɢ ɷɥɟɦɟɧɬɚ ɭɤɚɡɚɬɟɥɹ). 
Word ɫɨɡɞɚɟɬ ɷɥɟɦɟɧɬ ɭɤɚɡɚɬɟɥɹ, ɜɫɬɚɜɥɹɹ ɩɨɥɟ XE (ɷɥɟɦɟɧɬ 

ɭɤɚɡɚɬɟɥɹ), ɩɪɟɞɫɬɚɜɥɹɸɳɟɟ ɫɨɛɨɣ ɫɤɪɵɬɵɣ ɬɟɤɫɬ. ȼɵɜɟɫɬɢ ɢɥɢ ɫɩɪɹɬɚɬɶ 

ɷɬɨ ɩɨɥɟ ɦɨɠɧɨ ɫ ɩɨɦɨɳɶɸ ɤɧɨɩɤɢ ɇɟɩɟɱɚɬɚɟɦɵɟ ɡɧɚɤɢ (Show/Hide ¶) 

ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ (Standard). 

ɋɨɡɞɚɬɶ ɚɥɮɚɜɢɬɧɵɣ ɭɤɚɡɚɬɟɥɶ ɢɡ ɩɨɦɟɱɟɧɧɵɯ ɷɥɟɦɟɧɬɨɜ ɦɨɠɧɨ ɫ 

ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ Ɉɝɥɚɜɥɟɧɢɟ ɢ ɭɤɚɡɚɬɟɥɢ (Index and Tables) ɢɡ ɦɟɧɸ 

ȼɫɬɚɜɤɚ (Insert), ɜɵɛɪɚɜ ɜɤɥɚɞɤɭ ɍɤɚɡɚɬɟɥɶ (Index). Ⱥɥɮɚɜɢɬɧɵɣ 

ɭɤɚɡɚɬɟɥɶ ɜɫɬɚɜɥɹɟɬɫɹ ɜ ɬɨ ɦɟɫɬɨ ɞɨɤɭɦɟɧɬɚ, ɧɚ ɤɨɬɨɪɨɟ ɭɤɚɡɵɜɚɟɬ 

ɤɭɪɫɨɪ. Ⱦɥɹ ɨɛɧɨɜɥɟɧɢɹ ɚɥɮɚɜɢɬɧɨɝɨ ɭɤɚɡɚɬɟɥɹ (ɩɪɢ ɢɡɦɟɧɟɧɢɢ ɩɨɦɟɬɤɢ 

ɷɥɟɦɟɧɬɨɜ) ɧɚɞɨ ɟɝɨ ɜɵɞɟɥɢɬɶ ɢ ɧɚɠɚɬɶ ɤɥɚɜɢɲɭ F9. ɉɪɢ ɷɬɨɦ ɜɨɡɦɨɠɧɨ 

ɨɛɧɨɜɢɬɶ ɥɢɛɨ ɬɨɥɶɤɨ ɧɨ- ɦɟɪɚ ɫɬɪɚɧɢɰ ɜ ɭɤɚɡɚɬɟɥɟ, ɥɢɛɨ ɜɟɫɶ ɭɤɚɡɚɬɟɥɶ. 

ɋɨɞɟɪɠɚɧɢɟ ɪɚɛɨɬɵ 

1. ɋɨɡɞɚɣɬɟ ɧɨɜɵɣ ɞɨɤɭɦɟɧɬ ɢ ɜɵɩɨɥɧɢɬɟ ɜ ɧɟɦ ɫɥɟɞɭɸɳɢɟ ɞɟɣɫɬɜɢɹ: 
D ɫɨɡɞɚɣɬɟ ɬɚɛɥɢɰɭ 1, ɫɨɞɟɪɠɚɳɭɸ 4 ɫɬɪɨɤɢ ɢ 3 ɫɬɨɥɛɰɚ ɫ 

ɩɨɦɨɳɶɸ ɤɧɨɩɤɢ Ⱦɨɛɚɜɢɬɶ ɬɚɛɥɢɰɭ (Insert Table) ɩɚɧɟɥɢ 

ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ  (Standard); ɡɚɩɨɥɧɢɬɟ ɬɚɛɥɢɰɭ 
ɢɧɮɨɪɦɚɰɢɟɣ; 

D ɫɨɡɞɚɣɬɟ ɬɚɛɥɢɰɭ 2 ɫ ɩɨɦɨɳɶɸ ɦɚɫɬɟɪɚ ɫɨɡɞɚɧɢɹ ɬɚɛɥɢɰ ɫ 

ɭɤɚɡɚɧɢɟɦ ɡɚɝɨɥɨɜɤɨɜ ɫɬɪɨɤ ɢ ɫɬɨɥɛɰɨɜ ɢ ɜɵɛɨɪɨɦ ɮɨɪɦɚɬɚ 

ɩɪɟɞɫɬɚɜɥɟɧɢɹ ɬɚɛɥɢɰɵ; 
D ɢɡɦɟɧɢɬɟ ɲɢɪɢɧɭ ɫɬɨɥɛɰɨɜ ɢ ɜɵɫɨɬɭ ɫɬɪɨɤ ɜ ɬɚɛɥɢɰɟ 1; 

D ɡɚɞɚɣɬɟ ɨɛɪɚɦɥɟɧɢɟ ɢ ɡɚɩɨɥɧɟɧɢɟ ɞɥɹ ɩɟɪɜɨɣ ɫɬɪɨɤɢ ɬɚɛɥɢɰɵ 1; 

D ɜɵɩɨɥɧɢɬɟ ɜɜɨɞ ɢɧɮɨɪɦɚɰɢɢ ɜ ɬɚɛɥɢɰɵ 1 ɢ 2, ɡɚɞɚɜɚɹ ɪɚɡɧɨɟ 

ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ ɹɱɟɣɤɚɦ ɬɚɛɥɢɰɵ; 
D ɫɤɨɩɢɪɭɣɬɟ ɬɚɛɥɢɰɭ 1, ɨɫɭɳɟɫɬɜɢɬɟ ɩɟɪɟɦɟɳɟɧɢɟ ɢ 

ɤɨɩɢɪɨɜɚɧɢɟ ɫɬɪɨɤ ɢ ɫɬɨɥɛɰɨɜ ɜ ɫɤɨɩɢɪɨɜɚɧɧɨɣ ɬɚɛɥɢɰɟ 1; 

ɬɚɤɢɦ ɨɛɪɚɡɨɦ, ɫɤɨɩɢɪɨɜɚɧɧɭɸ ɬɚɛɥɢɰɭ ɫ ɢɡɦɟɧɟɧɢɹɦɢ ɜ ɧɟɣ 
ɫɨɯɪɚɧɢɬɟ ɤɚɤ ɬɚɛɥɢɰɭ 3;D ɜɵɩɨɥɧɢɬɟ ɞɨɛɚɜɥɟɧɢɟ ɫɬɪɨɤɢ ɢ 

ɫɬɨɥɛɰɚ ɜ ɬɚɛɥɢɰɭ 1; 
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D ɨɬɰɟɧɬɪɢɪɭɣɬɟ ɩɨ ɝɨɪɢɡɨɧɬɚɥɢ ɬɚɛɥɢɰɵ ɢ ɫɞɟɥɚɣɬɟ ɧɚɞɩɢɫɢ ɧɚɞ 

ɤɚɠɞɨɣ ɢɡ ɧɢɯ. 
2. ɋɨɡɞɚɣɬɟ ɷɥɟɦɟɧɬ ɚɜɬɨɬɟɤɫɬɚ ɞɥɹ ɩɨɥɧɨɝɨ ɧɚɡɜɚɧɢɹ ɤɚɤɨɣ-ɥɢɛɨ 

ɮɢɪɦɵ ɢ ɪɚɫɫɦɨɬɪɢɬɟ ɜɚɪɢɚɧɬɵ ɟɝɨ ɜɫɬɚɜɤɢ ɜ ɞɨɤɭɦɟɧɬ. 
3. Ɉɡɧɚɤɨɦɶɬɟɫɶ ɫ ɢɦɟɸɳɢɦɢɫɹ ɜ Word ɬɢɩɚɦɢ ɩɨɥɟɣ, ɜɚɪɢɚɧɬɚɦɢ ɢɯ 

ɨɬɨɛɪɚɠɟɧɢɹ ɢ ɜɵɩɨɥɧɢɬɟ ɫɥɟɞɭɸɳɢɟ ɞɟɣɫɬɜɢɹ: 
D ɜ ɧɚɱɚɥɨ ɢ ɜ ɤɨɧɟɰ ɞɨɤɭɦɟɧɬɚ ɜɫɬɚɜɶɬɟ ɩɨɥɹ ɞɚɬɵ ɢ ɜɪɟɦɟɧɢ ɜ 

ɪɚɡɥɢɱɧɵɯ ɮɨɪɦɚɬɚɯ; 
4. Ɉɡɧɚɤɨɦɶɬɟɫɶ ɫ ɜɨɡɦɨɠɧɨɫɬɹɦɢ ɫɨɡɞɚɧɢɹ ɧɚɡɜɚɧɢɣ ɢ ɜɵɩɨɥɧɢɬɟ 

ɫɥɟɞɭɸɳɢɟ ɞɟɣɫɬɜɢɹ: 
D ɞɨɛɚɜɶɬɟ ɞɥɹ ɫɨɡɞɚɧɧɵɯ ɬɚɛɥɢɰ ɧɚɡɜɚɧɢɹ, ɪɚɫɩɨɥɨɠɢɜ ɢɯ ɩɨɞ 

ɬɚɛɥɢɰɚɦɢ, ɢ ɜɫɬɚɜɶɬɟ ɦɟɠɞɭ ɞɜɭɦɹ ɬɚɛɥɢɰɚɦɢ ɟɳɟ ɨɞɧɭ; 
D ɞɨɛɚɜɶɬɟ ɞɥɹ ɧɨɜɨɣ ɬɚɛɥɢɰɵ ɧɚɡɜɚɧɢɟ, ɪɚɫɩɨɥɨɠɢɜ ɟɝɨ ɩɨɞ 

ɬɚɛɥɢɰɟɣ, ɢ ɩɪɨɫɥɟɞɢɬɟ ɢɡɦɟɧɟɧɢɟ ɧɭɦɟɪɚɰɢɢ ɧɚɡɜɚɧɢɣ; 
D ɫɨɡɞɚɣɬɟ ɭɤɚɡɚɬɟɥɶ ɬɚɛɥɢɰ; 
D ɞɨɛɚɜɶɬɟ ɟɳɟ ɨɞɧɭ ɬɚɛɥɢɰɭ ɫ ɫɨɡɞɚɧɢɟɦ ɞɥɹ ɧɟɟ ɧɚɡɜɚɧɢɹ 

ɚɜɬɨɦɚɬɢɱɟɫɤɢ; 

D ɨɛɧɨɜɢɬɟ ɧɚɡɜɚɧɢɹ ɢ ɭɤɚɡɚɬɟɥɶ ɬɚɛɥɢɰ. 
5. ɋɨɡɞɚɣɬɟ ɧɟɫɤɨɥɶɤɨ ɡɚɤɥɚɞɨɤ, ɨɛɟɫɩɟɱɶɬɟ ɢɯ ɨɬɨɛɪɚɠɟɧɢɟ ɧɚ ɷɤɪɚɧɟ 

ɢ ɨɫɜɨɣɬɟ ɩɟɪɟɤɥɸɱɟɧɢɟ ɦɟɠɞɭ ɡɚɤɥɚɞɤɚɦɢ. 
6. Ɉɡɧɚɤɨɦɶɬɟɫɶ ɫ ɜɨɡɦɨɠɧɨɫɬɹɦɢ ɫɨɡɞɚɧɢɹ ɩɟɪɟɤɪɟɫɬɧɵɯ ɫɫɵɥɨɤ ɢ 

ɜɵɩɨɥɧɢɬɟ ɫɥɟɞɭɸɳɢɟ ɞɟɣɫɬɜɢɹ: 
D ɫɨɡɞɚɣɬɟ ɜ ɥɸɛɨɦ ɦɟɫɬɟ ɬɟɤɫɬɚ ɩɟɪɟɤɪɟɫɬɧɭɸ ɫɫɵɥɤɭ ɧɚ ɧɚɡɜɚɧɢɟ, 

ɫɨɨɬɜɟɬɫɬɜɭɸɳɟɟ ɜɬɨɪɨɣ ɬɚɛɥɢɰɟ; 
D ɜɫɬɚɜɶɬɟ ɩɟɪɟɞ ɷɬɢɦ ɧɚɡɜɚɧɢɟɦ ɟɳɟ ɨɞɧɨ ɢ ɩɪɨɫɥɟɞɢɬɟ ɢɡɦɟɧɟɧɢɟ 

ɧɭɦɟɪɚɰɢɢ ɧɚɡɜɚɧɢɣ; 
D ɨɛɧɨɜɢɬɟ ɩɟɪɟɤɪɟɫɬɧɭɸ ɫɫɵɥɤɭ. 

7. Ɉɡɧɚɤɨɦɶɬɟɫɶ ɫ  ɜɨɡɦɨɠɧɨɫɬɹɦɢ ɫɨɡɞɚɧɢɹ ɭɤɚɡɚɬɟɥɟɣ ɢ  ɜɵɩɨɥɧɢɬɟ 

ɫɥɟɞɭɸɳɢɟ ɞɟɣɫɬɜɢɹ: 
D ɜ ɤɨɧɰɟ ɞɨɤɭɦɟɧɬɚ ɧɚɛɟɪɢɬɟ 10 ɪɚɡɥɢɱɧɵɯ ɫɥɨɜ; 
D ɤɚɠɞɨɟ ɫɥɨɜɨ ɩɨɦɟɬɶɬɟ ɤɚɤ ɷɥɟɦɟɧɬ ɭɤɚɡɚɬɟɥɹ;  
D ɫɨɡɞɚɣɬɟ ɚɥɮɚɜɢɬɧɵɣ ɭɤɚɡɚɬɟɥɶ. 

8. ɋɨɯɪɚɧɢɬɟ ɫɨɡɞɚɧɧɵɣ ɞɨɤɭɦɟɧɬ ɫɨ ɜɫɟɦɢ ɜɵɩɨɥɧɟɧɧɵɦɢ ɡɚɞɚɧɢɹɦɢ. 
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Ʌɚɛɨɪɚɬɨɪɧɚɹ ɪɚɛɨɬɚ № 4 

ɉȺɄȿɌ MS OFFICE: ɊȺȻɈɌȺ ɋ ȽɊȺɎɂɑȿɋɄɂɆɂ ɈȻɔȿɄɌȺɆɂ 

ȼ ɌȿɄɋɌɈȼɈɆ ɉɊɈɐȿɋɋɈɊȿ WORD 

ɐɟɥɶ ɪɚɛɨɬɵ: 
 ɨɡɧɚɤɨɦɥɟɧɢɟ ɫɨ ɫɩɨɫɨɛɚɦɢ ɫɨɡɞɚɧɢɹ ɝɪɚɮɢɱɟɫɤɢɯ ɢɡɨɛɪɚɠɟɧɢɣ ɜ 

ɞɨɤɭɦɟɧɬɚɯ ɬɟɤɫɬɨɜɨɝɨ ɩɪɨɰɟɫɫɨɪɚ Word, ɜɤɥɸɱɚɹ ɢɦɩɨɪɬ ɝɪɚɮɢ- 

ɱɟɫɤɢɯ ɢɡɨɛɪɚɠɟɧɢɣ ɢ ɫɨɡɞɚɧɢɟ ɪɢɫɨɜɚɧɧɵɯ ɨɛɴɟɤɬɨɜ; 
 ɩɨɥɭɱɟɧɢɟ ɩɪɚɤɬɢɱɟɫɤɢɯ ɧɚɜɵɤɨɜ ɢɫɩɨɥɶɡɨɜɚɧɢɹ ɨɫɧɨɜ ɧɚɫɬɨɥɶ- 

ɧɨɣ ɢɡɞɚɬɟɥɶɫɤɨɣ ɫɢɫɬɟɦɵ ɜ ɬɟɤɫɬɨɜɨɦ ɩɪɨɰɟɫɫɨɪɟ Word. 

 

4.1. ɂɦɩɨɪɬ ɝɪɚɮɢɱɟɫɤɢɯ ɢɡɨɛɪɚɠɟɧɢɣ 

Ⱦɥɹ ɢɦɩɨɪɬɚ ɰɟɥɨɝɨ ɝɪɚɮɢɱɟɫɤɨɝɨ ɮɚɣɥɚ ɜ ɞɨɤɭɦɟɧɬ Word, ɧɟɨɛɯɨɞɢɦɨ 

ɢɦɟɬɶ ɭɫɬɚɧɨɜɥɟɧɧɵɣ ɧɚ ɤɨɦɩɶɸɬɟɪɟ ɫɨɨɬɜɟɬɫɬɜɭɸɳɢɣ ɝɪɚɮɢɱɟɫɤɢɣ ɮɢɥɶɬɪ. 
Ƚɪɚɮɢɱɟɫɤɢɣ ɮɢɥɶɬɪ – ɷɬɨ ɩɪɨɝɪɚɦɦɚ, ɩɨɡɜɨɥɹɸɳɚɹ ɢɧɬɟɪɩɪɟɬɢɪɨɜɚɬɶ ɢ 

ɨɬɨɛɪɚɠɚɬɶ ɮɚɣɥɵ, ɫɨɡɞɚɧɧɵɟ ɞɪɭɝɢɦɢ ɩɪɢɥɨɠɟɧɢɹɦɢ ɢ ɢɦɟɸɳɢɟ ɬɚɤɢɟ 

ɪɚɫɲɢɪɟɧɢɹ, ɤɚɤ .pcx, .gif, .wmf, .bmp, .tif ɢ ɩɪ. Ƚɪɚɮɢɱɟɫɤɢɟ ɮɢɥɶɬɪɵ ɭɫɬɚ- 

ɧɚɜɥɢɜɚɟɬ ɩɪɨɝɪɚɦɦɚ ɭɫɬɚɧɨɜɤɢ Word. 

Ƚɪɚɮɢɱɟɫɤɨɟ ɢɡɨɛɪɚɠɟɧɢɟ ɩɨɦɟɳɚɟɬɫɹ ɜ Word ɜ ɮɨɪɦɚɬɟ Windows 

ɦɟɬɚɮɚɣɥɚ (.wmf). Ʉɨɦɩɥɟɤɬ ɩɨɫɬɚɜɤɢ Word ɫɨɞɟɪɠɢɬ ɧɚɛɨɪ ɝɪɚɮɢɱɟɫɤɢɯ 

ɮɚɣɥɨɜ, ɪɚɡɦɟɳɟɧɧɵɯ ɜ ɤɚɬɚɥɨɝɟ WINWORD\CLIPART. 

ɂɦɩɨɪɬ ɝɪɚɮɢɱɟɫɤɨɝɨ ɮɚɣɥɚ ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ ɤɨɦɚɧɞɨɣ Ɋɢɫɭɧɨɤ (Pic- 

ture) ɢɡ ɦɟɧɸ ȼɫɬɚɜɤɚ (Insert). ɉɪɢ ɷɬɨɦ ɦɨɠɧɨ ɩɪɟɞɜɚɪɢɬɟɥɶɧɨ 

ɩɪɨɫɦɨɬɪɟɬɶ ɢɦɩɨɪɬɢɪɭɟɦɨɟ ɢɡɨɛɪɚɠɟɧɢɟ, ɧɚɠɚɜ ɤɧɨɩɤɭ ɉɪɨɫɦɨɬɪ 

(Preview Picture) ɜ ɤɨɧɬɟɤɫɬɧɨɦ ɦɟɧɸ ɋɜɨɣɫɬɜɚ ɤɥɢɩɚ. ɉɪɢ ɞɨɛɚɜɥɟɧɢɢ 

ɪɢɫɭɧɤɚ ɢɡ ɮɚɣɥɚ ɦɟɧɸ ɫɩɪɚɜɚ ɨɬ ɤɧɨɩɤɢ ȼɫɬɚɜɢɬɶ (Insert) ɜ ɨɤɧɟ 

Ⱦɨɛɚɜɢɬɶ ɪɢɫɭɧɨɤ ɩɨɡɜɨɥɹɟɬ ɜɵɛɪɚɬɶ ɨɩɰɢɸ ȼɫɬɚɜɤɚ ɭɤɚɡɵɜɚɸɳɭɸ ɧɚ 

ɧɟɨɛɯɨɞɢɦɨɫɬɶ ɯɪɚɧɟɧɢɹ ɢɦɩɨɪɬɢɪɭɟɦɨɝɨ ɝɪɚɮɢɱɟɫɤɨɝɨ ɢɡɨɛɪɚɠɟɧɢɹ 

ɜɦɟɫɬɟ ɫ ɞɨɤɭɦɟɧɬɨɦ. ɇɨ ɜ ɷɬɨɦ ɫɥɭɱɚɟ ɫɢɥɶɧɨ ɭɜɟɥɢɱɢɜɚɟɬɫɹ ɪɚɡɦɟɪ 

ɞɨɤɭɦɟɧɬɚ. Ɉɩɰɢɹ ɋɜɹɡɚɬɶ ɫ ɮɚɣɥɨɦ (Link to File) ɩɨɡɜɨɥɹɟɬ ɯɪɚɧɢɬɶ ɜ 

ɞɨɤɭɦɟɧɬɟ ɧɟ ɝɪɚɮɢɱɟɫɤɨɟ ɢɡɨɛɪɚɠɟɧɢɟ, ɚ ɬɨɥɶɤɨ ɫɜɹɡɶ ɫ ɷɬɢɦ 

ɢɡɨɛɪɚɠɟɧɢɟɦ. ɉɪɢ ɷɬɨɦ ɝɪɚɮɢɱɟɫɤɨɟ ɢɡɨɛɪɚɠɟɧɢɟ ɜ ɞɨɤɭɦɟɧɬɟ ɛɭɞɟɬ 

ɨɛɧɨɜɥɹɬɶɫɹ ɩɪɢ ɢɡɦɟɧɟɧɢɢ ɮɚɣɥɚ ɢɫɬɨɱɧɢɤɚ, ɫɨɞɟɪɠɚɳɟɝɨ ɷɬɨ 

ɝɪɚɮɢɱɟɫɤɨɟ ɢɡɨɛɪɚɠɟɧɢɟ. ɋɜɹɡɶ ɫ ɢɡɨɛɪɚɠɟɧɢɟɦ ɯɪɚɧɢɬɫɹ ɜ ɞɨɤɭɦɟɧɬɟ ɜ 

ɜɢɞɟ ɩɨɥɹ, ɤɨɞ ɤɨɬɨɪɨɝɨ ɦɨɠɧɨ ɩɪɨɫɦɨɬɪɟɬɶ, ɜɵɞɟɥɢɜ ɢɡɨɛɪɚɠɟɧɢɟ ɢ 

ɧɚɠɚɜ ɤɨɦɛɢɧɚɰɢɸ ɤɥɚɜɢɲ Alt ɢ F9. Эɬɢ ɠɟ ɤɥɚɜɢɲɢ ɩɨɡɜɨɥɹɸɬ ɫɧɨɜɚ 

ɭɜɢɞɟɬɶ ɢɡɨɛɪɚɠɟɧɢɟ ɜɦɟɫɬɨ ɤɨɞɚ ɩɨɥɹ. 
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Word ɫɨɜɦɟɫɬɢɦ ɫ ɦɟɯɚɧɢɡɦɨɦ ɫɜɹɡɵɜɚɧɢɹ ɢ ɜɧɟɞɪɟɧɢɹ ɨɛɴɟɤɬɨɜ OLE, 

ɩɨɷɬɨɦɭ ɜ ɞɨɤɭɦɟɧɬ ɦɨɠɧɨ ɢɦɩɨɪɬɢɪɨɜɚɬɶ ɧɟ ɜɟɫɶ ɝɪɚɮɢɱɟɫɤɢɣ ɮɚɣɥ, ɚ ɟɝɨ 

ɱɚɫɬɶ. ɋ ɷɬɨɣ ɰɟɥɶɸ ɜ ɩɪɢɥɨɠɟɧɢɢ, ɫɨɡɞɚɸɳɟɦ ɢɦɩɨɪɬɢɪɭɟɦɨɟ ɝɪɚɮɢɱɟɫɤɨɟ 

ɢɡɨɛɪɚɠɟɧɢɟ, ɜɵɞɟɥɹɟɬɫɹ ɧɟɨɛɯɨɞɢɦɚɹ ɱɚɫɬɶ ɷɬɨɝɨ ɢɡɨɛɪɚɠɟɧɢɹ ɢ ɱɟɪɟɡ 

ɛɭɮɟɪ ɨɛɦɟɧɚ ɤɨɩɢɪɭɟɬɫɹ ɜ ɞɨɤɭɦɟɧɬ Word. ɉɪɢ ɷɬɨɦ ɝɪɚɮɢɱɟɫɤɨɟ 

ɢɡɨɛɪɚɠɟɧɢɟ ɦɨɠɧɨ ɜɫɬɚɜɢɬɶ ɜ ɞɨɤɭɦɟɧɬ Word ɤɚɤ ɜɧɟɞɪɟɧɧɵɣ ɢɥɢ ɤɚɤ 

ɫɜɹɡɚɧɧɵɣ ɨɛɴɟɤɬ. ȼ ɨɛɨɢɯ ɫɥɭɱɚɹɯ ɢɡɨɛɪɚɠɟɧɢɟ ɯɪɚɧɢɬɫɹ ɜ ɞɨɤɭɦɟɧɬɟ ɜ 

ɜɢɞɟ ɩɨɥɹ, ɤɨɞ ɤɨɬɨɪɨɝɨ ɦɨɠɧɨ ɩɪɨɫɦɨɬɪɟɬɶ, ɜɵɞɟɥɢɜ ɢɡɨɛɪɚɠɟɧɢɟ ɢ 

ɧɚɠɚɜ ɤɨɦɛɢɧɚɰɢɸ ɤɥɚɜɢɲ Alt ɢ F9. Эɬɢ ɠɟ ɤɥɚɜɢɲɢ ɩɨɡɜɨɥɹɸɬ ɫɧɨɜɚ 

ɭɜɢɞɟɬɶ ɢɡɨɛɪɚɠɟɧɢɟ ɜɦɟɫɬɨ ɤɨɞɚ ɩɨɥɹ. 
ɂɦɩɨɪɬɢɪɨɜɚɧɧɨɟ ɢɡɨɛɪɚɠɟɧɢɟ ɦɨɠɧɨ ɤɚɞɪɢɪɨɜɚɬɶ ɢ ɢɡɦɟɧɹɬɶ ɟɝɨ 

ɪɚɡɦɟɪɵ. ɉɪɢ ɳɟɥɱɤɟ ɦɵɲɶɸ ɧɚ ɢɡɨɛɪɚɠɟɧɢɢ ɜɨɤɪɭɝ ɧɟɝɨ ɩɨɹɜɥɹɟɬɫɹ ɪɚɦɤɚ 

ɫ ɜɨɫɟɦɶɸ ɦɚɪɤɟɪɚɦɢ. ɑɬɨɛɵ ɩɪɨɩɨɪɰɢɨɧɚɥɶɧɨ ɢɡɦɟɧɢɬɶ ɪɚɡɦɟɪɵ 

ɝɪɚɮɢɱɟɫɤɨɝɨ ɢɡɨɛɪɚɠɟɧɢɹ, ɧɚɞɨ ɩɟɪɟɦɟɳɚɬɶ ɭɝɥɨɜɨɣ ɦɚɪɤɟɪ. ɑɬɨɛɵ 

ɢɡɦɟɧɹɬɶ ɪɚɡɦɟɪɵ, ɧɟ ɫɨɯɪɚɧɹɹ ɨɪɢɝɢɧɚɥɶɧɵɟ ɩɪɨɩɨɪɰɢɢ, ɧɚɞɨ 

ɩɟɪɟɦɟɳɚɬɶ ɨɞɢɧ ɢɡ ɰɟɧɬɪɚɥɶɧɵɯ ɦɚɪɤɟɪɨɜ. 
Ʉɚɞɪɢɪɨɜɚɧɢɟ – ɷɬɨ ɭɫɬɚɧɨɜɤɚ ɪɚɫɫɬɨɹɧɢɣ ɦɟɠɞɭ ɝɪɚɮɢɱɟɫɤɢɦ 

ɢɡɨɛɪɚɠɟɧɢɟɦ ɢ ɝɪɚɧɢɰɚɦɢ ɤɚɞɪɚ, ɱɬɨ ɩɨɡɜɨɥɹɟɬ ɫɤɪɵɜɚɬɶ ɬɟ ɮɪɚɝɦɟɧɬɵ 

ɢɡɨɛɪɚɠɟɧɢɹ, ɤɨɬɨɪɵɟ ɧɟ ɧɚɞɨ ɨɬɨɛɪɚɠɚɬɶ. Ʉɚɞɪɢɪɨɜɚɧɢɟ ɜɵɩɨɥɧɹɟɬɫɹ 

ɩɭɬɟɦ ɩɟɪɟɦɟɳɟɧɢɹ ɝɪɚɧɢɰɵ ɝɪɚɮɢɱɟɫɤɨɝɨ ɢɡɨɛɪɚɠɟɧɢɹ ɤ ɟɝɨ ɰɟɧɬɪɭ ɩɪɢ 

ɨɞɧɨɜɪɟɦɟɧɧɨɦ ɧɚɠɚɬɢɢ ɤɥɚɜɢɲɢ Shift. ɉɪɢ ɩɟɪɟɦɟɳɟɧɢɢ ɝɪɚɧɢɰ 

ɢɡɨɛɪɚɠɟɧɢɹ ɧɚɪɭɠɭ ɫ ɧɚɠɚɬɨɣ ɤɥɚɜɢɲɟɣ Shift ɭɜɟɥɢɱɢɜɚɟɬɫɹ ɱɢɫɬɨɟ 

ɩɪɨɫɬɪɚɧɫɬɜɨ ɜɨɤɪɭɝ ɢɡɨɛɪɚɠɟɧɢɹ. ɂɡɦɟɧɹɬɶ ɪɚɡɦɟɪɵ ɢ ɤɚɞɪɢɪɨɜɚɬɶ 

ɢɦɩɨɪɬɢɪɨɜɚɧɧɵɟ ɢɡɨɛɪɚɠɟɧɢɹ ɦɨɠɧɨ ɬɚɤɠɟ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ Ɋɢɫɭɧɨɤ 

(Picture) ɢɡ ɦɟɧɸ Ɏɨɪɦɚɬ (Format). Ʉɧɨɩɤɚ ɋɛɪɨɫ (Reset) ɜ ɷɬɨɣ 

ɤɨɦɚɧɞɟ ɩɨɡɜɨɥɹɟɬ ɜɟɪɧɭɬɶ ɝɪɚɮɢɱɟɫɤɨɟ ɢɡɨɛɪɚɠɟɧɢɟ ɤ ɟɝɨ ɧɚɱɚɥɶɧɵɦ 

ɪɚɡɦɟɪɚɦ. 
Ⱦɥɹ ɛɨɥɟɟ ɫɭɳɟɫɬɜɟɧɧɨɝɨ ɪɟɞɚɤɬɢɪɨɜɚɧɢɹ ɝɪɚɮɢɱɟɫɤɨɝɨ ɢɡɨɛɪɚɠɟɧɢɹ 

ɧɚɞɨ ɧɚ ɧɟɦ ɞɜɚɠɞɵ ɳɟɥɤɧɭɬɶ ɦɵɲɶɸ. ȼ ɷɬɨɦ ɫɥɭɱɚɟ, ɟɫɥɢ ɢɡɨɛɪɚɠɟɧɢɟ 

ɹɜɥɹɟɬɫɹ ɫɜɹɡɚɧɧɵɦ ɢɥɢ ɜɧɟɞɪɟɧɧɵɦ ɨɛɴɟɤɬɨɦ ɢɡ ɞɪɭɝɨɝɨ ɩɪɢɥɨɠɟɧɢɹ, ɬɨ 

ɞɥɹ ɪɟɞɚɤɬɢɪɨɜɚɧɢɹ ɨɛɴɟɤɬɚ ɡɚɝɪɭɠɚɟɬɫɹ ɷɬɨ ɩɪɢɥɨɠɟɧɢɟ. ȿɫɥɢ 

ɢɡɨɛɪɚɠɟɧɢɟ ɹɜɥɹɟɬɫɹ ɪɟɡɭɥɶɬɚɬɨɦ ɢɦɩɨɪɬɚ ɜɫɟɝɨ ɝɪɚɮɢɱɟɫɤɨɝɨ ɮɚɣɥɚ, ɬɨ 

ɪɟɞɚɤɬɢɪɭɟɦɨɟ ɢɡɨɛɪɚɠɟɧɢɟ ɩɨɦɟɳɚɟɬɫɹ ɜ ɨɬɞɟɥɶɧɨɟ ɨɤɧɨ Word ɜ ɪɟɠɢɦɟ 

ɩɪɨɫɦɨɬɪɚ Ɋɚɡɦɟɬɤɚ ɫɬɪɚɧɢɰ (Page Layout View), ɜ ɤɨɬɨɪɨɦ ɩɨɹɜɥɹɸɬɫɹ 

ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɋɢɫɨɜɚɧɢɟ (Drawing) ɢ ɇɚɫɬɪɨɣɤɚ ɢɡɨɛɪɚɠɟɧɢɹ 

(Picture). 

ȼ ɨɤɧɟ ɪɟɞɚɤɬɢɪɨɜɚɧɢɹ ɢɡɨɛɪɚɠɟɧɢɹ Word ɝɪɚɧɢɰɵ, ɨɛɪɚɦɥɹɸɳɢɟ 

ɢɡɨɛɪɚɠɟɧɢɟ, ɩɨɤɚɡɵɜɚɸɬ ɟɝɨ ɪɚɡɦɟɪ. ɉɪɢ ɪɟɞɚɤɬɢɪɨɜɚɧɢɢ ɢɡɨɛɪɚɠɟɧɢɟ 
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ɦɨɠɟɬ ɜɵɣɬɢ ɡɚ ɷɬɢ ɝɪɚɧɢɰɵ. ɑɬɨɛɵ ɩɪɢ ɜɨɡɜɪɚɬɟ ɜ ɞɨɤɭɦɟɧɬ ɢɡɨɛɪɚɠɟɧɢɟ 

ɧɟ ɛɵɥɨ ɭɫɟɱɟɧɨ, ɧɚɞɨ ɩɟɪɟɭɫɬɚɧɨɜɢɬɶ ɝɪɚɧɢɰɵ ɢɡɨɛɪɚɠɟɧɢɹ, ɧɚɠɚɜ ɤɧɨɩɤɭ 

Ɉɛɪɟɡɤɚ (Reset Picture Boundary) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɇɚɫɬɪɨɣɤɚ 

ɢɡɨɛɪɚɠɟɧɢɹ (Picture). ɉɪɢ ɡɚɤɪɵɬɢɢ ɨɤɧɚ ɪɟɞɚɤɬɢɪɨɜɚɧɢɹ ɜ 

ɢɡɨɛɪɚɠɟɧɢɟ ɜɤɥɸɱɚɟɬɫɹ ɜɫɟ, ɱɬɨ ɧɚɯɨɞɢɬɫɹ ɜɧɭɬɪɢ ɝɪɚɧɢɰ. 
Ⱦɥɹ ɨɤɨɧɱɚɧɢɹ ɪɟɞɚɤɬɢɪɨɜɚɧɢɹ ɢ ɜɨɡɜɪɚɳɟɧɢɹ ɜ ɞɨɤɭɦɟɧɬ ɧɚɞɨ ɧɚɠɚɬɶ 

ɤɧɨɩɤɭ Ɂɚɤɪɵɬɶ (Close) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɇɚɫɬɪɨɣɤɚ ɢɡɨɛɪɚɠɟɧɢɹ 

(Picture). ȼɫɟ ɢɡɦɟɧɟɧɢɹ ɛɭɞɭɬ ɩɟɪɟɧɟɫɟɧɵ ɜ ɞɨɤɭɦɟɧɬ. (ɂɡɦɟɧɟɧɢɹ ɧɟ 

ɫɨɯɪɚɧɹɸɬɫɹ ɜ ɢɫɯɨɞɧɨɦ ɝɪɚɮɢɱɟɫɤɨɦ ɮɚɣɥɟ). 
ɉɚɧɟɥɶ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɋɢɫɨɜɚɧɢɟ (Drawing) ɩɪɟɞɨɫɬɚɜɥɹɟɬ ɪɚɡɥɢɱɧɵɟ 

ɢɧɫɬɪɭɦɟɧɬɵ ɞɥɹ ɫɨɡɞɚɧɢɹ ɪɢɫɨɜɚɧɧɵɯ ɨɛɴɟɤɬɨɜ ɜ Word. 

4.2. ɋɨɡɞɚɧɢɟ ɪɢɫɨɜɚɧɧɵɯ ɨɛɴɟɤɬɨɜ 

Ɋɢɫɨɜɚɧɧɵɣ ɨɛɴɟɤɬ – ɷɬɨ ɨɛɴɟɤɬ, ɫɨɡɞɚɧɧɵɣ ɫ ɩɨɦɨɳɶɸ ɢɧɫɬɪɭɦɟɧɬɨɜ 

ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɋɢɫɨɜɚɧɢɟ (Drawing), ɤɨɬɨɪɭɸ ɦɨɠɧɨ ɜɵɡɜɚɬɶ 

ɤɧɨɩɤɨɣ Ɋɢɫɭɧɨɤ (Drawing) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ (Standard). 

Ⱦɥɹ ɪɢɫɨɜɚɧɢɹ ɢ ɪɟɞɚɤɬɢɪɨɜɚɧɢɹ ɪɢɫɭɧɤɨɜ ɧɟɨɛɯɨɞɢɦɨ ɩɟɪɟɤɥɸɱɢɬɶɫɹ ɜ 

ɪɟɠɢɦ ɩɪɨɫɦɨɬɪɚ Ɋɚɡɦɟɬɤɚ ɫɬɪɚɧɢɰɵ (Page Layout View) ɢɥɢ ɜ ɪɟɠɢɦ 

ɉɪɟɞɜɚɪɢɬɟɥɶɧɨɝɨ ɩɪɨɫɦɨɬɪɚ (Print Preview). 

ɉɟɪɜɚɹ ɝɪɭɩɩɚ ɢɧɫɬɪɭɦɟɧɬɨɜ ɩɨɡɜɨɥɹɟɬ ɧɚɪɢɫɨɜɚɬɶ ɪɚɡɥɢɱɧɵɟ ɮɢɝɭɪɵ: 
Ʌɢɧɢɹ (Line), ɉɪɹɦɨɭɝɨɥɶɧɢɤ (Rectangle), Ɉɜɚɥ (Ellipse), Ⱦɭɝɚ (Arc), 

Ɋɨɦɛ (Rhombus), ɐɢɥɢɧɞɪ (Cylinder), Ʉɭɛ (Cube). ɂɫɩɨɥɶɡɨɜɚɧɢɟ ɷɬɢɯ 

ɢɧɫɬɪɭɦɟɧɬɨɜ ɩɪɢ ɧɚɠɚɬɨɣ ɤɥɚɜɢɲɟ Shift ɩɨɡɜɨɥɹɟɬ ɧɚɪɢɫɨɜɚɬɶ ɤɜɚɞɪɚɬ, ɤɪɭɝ 

ɢɥɢ ɥɢɧɢɢ ɩɨɞ ɨɩɪɟɞɟɥɟɧɧɵɦɢ ɭɝɥɚɦɢ (30, 45, 60 ɢ 90º). ɑɬɨɛɵ 

ɩɪɹɦɨɭɝɨɥɶɧɢɤɢ, ɤɜɚɞɪɚɬɵ, ɞɭɝɢ, ɨɜɚɥɵ ɢ ɤɪɭɝɢ ɪɢɫɨɜɚɥɢɫɶ ɢɡ ɰɟɧɬɪɚ, ɧɚɞɨ ɜ 

ɦɨɦɟɧɬ ɪɢɫɨɜɚɧɢɹ ɞɟɪɠɚɬɶ ɧɚɠɚɬɨɣ ɤɥɚɜɢɲɭ Ctrl. ɉɪɢ ɫɨɡɞɚɧɢɢ 

ɩɪɨɢɡɜɨɥɶɧɨɣ ɮɢɝɭɪɵ ɞɥɹ ɡɚɦɵɤɚɧɢɹ ɤɨɧɬɭɪɚ ɧɚɞɨ ɳɟɥɤɧɭɬɶ ɧɚ ɧɚɱɚɥɶɧɨɣ 

ɬɨɱɤɟ ɢɥɢ ɞɜɚɠɞɵ ɳɟɥɤɧɭɬɶ ɜ ɥɸɛɨɦ ɦɟɫɬɟ. 
Ⱦɥɹ ɬɨɝɨ ɱɬɨɛɵ ɜɵɛɪɚɧɧɵɣ ɢɧɫɬɪɭɦɟɧɬ ɨɫɬɚɜɚɥɫɹ ɚɤɬɢɜɧɵɦ ɞɨ ɬɟɯ 

ɩɨɪ, ɩɨɤɚ ɧɟ ɛɭɞɟɬ ɜɵɛɪɚɧ ɞɪɭɝɨɣ, ɧɟɨɛɯɨɞɢɦɨ ɞɜɚɠɞɵ ɳɟɥɤɧɭɬɶ ɧɚ ɤɧɨɩɤɟ, 
ɫɨɨɬɜɟɬɫɬɜɭɸɳɟɣ ɷɬɨɦɭ ɢɧɫɬɪɭɦɟɧɬɭ. 

ɉɟɪɟɞ ɩɟɪɟɦɟɳɟɧɢɟɦ ɢɥɢ ɪɟɞɚɤɬɢɪɨɜɚɧɢɟɦ ɪɢɫɨɜɚɧɧɨɝɨ ɨɛɴɟɤɬɚ ɟɝɨ 

ɧɟɨɛɯɨɞɢɦɨ ɜɵɞɟɥɢɬɶ, ɳɟɥɤɧɭɜ ɧɚ ɧɟɦ ɦɵɲɶɸ. ɉɪɢ ɷɬɨɦ ɜɨɤɪɭɝ ɨɛɴɟɤɬɚ 

ɩɨɹɜɥɹɸɬɫɹ ɦɚɪɤɟɪɵ, ɩɟɪɟɦɟɳɟɧɢɟɦ ɤɨɬɨɪɵɯ ɦɨɠɧɨ ɢɡɦɟɧɹɬɶ ɪɚɡɦɟɪɵ 

ɨɛɴɟɤɬɚ. Ⱦɥɹ ɫɨɯɪɚɧɟɧɢɹ ɢɫɯɨɞɧɵɯ ɩɪɨɩɨɪɰɢɣ ɨɛɴɟɤɬɚ ɩɪɢ ɢɡɦɟɧɟɧɢɢ ɟɝɨ 

ɪɚɡɦɟɪɨɜ ɧɚɞɨ ɩɟɪɟɦɟɳɚɬɶ ɭɝɥɨɜɨɣ ɦɚɪɤɟɪ ɫ ɨɞɧɨɜɪɟɦɟɧɧɵɦ ɧɚɠɚɬɢɟɦ 

ɤɥɚɜɢɲɢ Shift. 
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Ⱦɥɹ ɪɟɞɚɤɬɢɪɨɜɚɧɢɹ ɮɢɝɭɪ ɩɪɨɢɡɜɨɥɶɧɨɣ ɮɨɪɦɵ ɧɚɠɦɢɬɟ ɤɧɨɩɤɭ ɂɡɦɟɧɢɬɶ 

ɮɢɝɭɪɭ ɢ ɢɫɩɨɥɶɡɭɣɬɟ ɜɤɥɚɞɤɭ ɂɡɦɟɧɢɬɶ ɚɜɬɨɮɢɝɭ (Reshape) ɩɚɧɟɥɢ 

ɢɧɫɬɪɭɦɟɧɬɨɜ Ɋɢɫɨɜɚɧɢɟ (Drawing). ɉɪɢ ɷɬɨɦ ɜ ɤɚɠɞɨɣ ɜɟɪɲɢɧɟ ɮɢɝɭɪɵ 

ɩɨɹɜɥɹɸɬɫɹ ɦɚɪɤɟɪɵ, ɤɨɬɨɪɵɟ ɦɨɠɧɨ ɩɟɪɟɞɜɢɝɚɬɶ ɦɵɲɶɸ, ɢɡɦɟɧɹɹ ɮɨɪɦɭ 

ɮɢɝɭɪɵ. ɑɬɨɛɵ ɞɨɛɚɜɢɬɶ ɜɟɪɲɢɧɭ, ɧɚɞɨ ɳɟɥɤɧɭɬɶ ɦɵɲɶɸ ɧɚ ɦɟɫɬɟ 

ɥɢɧɢɢ, ɝɞɟ ɞɨɥɠɧɚ ɛɵɬɶ ɜɟɪɲɢɧɚ, ɩɪɢ ɨɞɧɨɜɪɟɦɟɧɧɨɦ ɧɚɠɚɬɢɢ ɤɥɚɜɢɲɢ 

Ctrl. ɍɞɚɥɟɧɢɟ ɜɟɪɲɢɧɵ ɩɪɨɢɡɜɨɞɢɬɫɹ ɳɟɥɱɤɨɦ ɦɵɲɢ ɧɚ ɧɟɣ ɩɪɢ ɧɚɠɚɬɨɣ 

ɤɥɚɜɢɲɟ Ctrl. 

Ⱦɥɹ ɭɞɚɥɟɧɢɹ ɪɢɫɨɜɚɧɧɨɝɨ ɨɛɴɟɤɬɚ ɧɟɨɛɯɨɞɢɦɨ ɟɝɨ ɜɵɞɟɥɢɬɶ ɢ ɧɚɠɚɬɶ 

ɤɥɚɜɢɲɭ Del. Ⱦɥɹ ɫɨɡɞɚɧɢɹ ɤɨɩɢɢ ɪɢɫɨɜɚɧɧɨɝɨ ɨɛɴɟɤɬɚ ɧɚɞɨ ɟɝɨ ɩɟɪɟɦɟɳɚɬɶ 

ɦɵɲɶɸ ɩɪɢ ɧɚɠɚɬɨɣ ɤɥɚɜɢɲɟ Ctrl. Ȼɟɡ ɷɬɨɣ ɤɥɚɜɢɲɢ ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ 

ɩɪɨɫɬɨɟ ɩɟɪɟɦɟɳɟɧɢɟ ɨɛɴɟɤɬɚ. ɑɬɨɛɵ ɞɜɢɝɚɬɶ ɨɛɴɟɤɬ ɫ ɲɚɝɨɦ ɜ ɨɞɢɧ ɩɢɤɫɟɥ, 
ɧɚɞɨ ɢɫɩɨɥɶɡɨɜɚɬɶ ɤɥɚɜɢɲɢ ɩɟɪɟɦɟɳɟɧɢɹ ɤɭɪɫɨɪɚ ɩɪɢ ɨɞɧɨɜɪɟɦɟɧɧɨɦ 

ɧɚɠɚɬɢɢ ɤɥɚɜɢɲɢ Ctrl. 

Ⱦɥɹ ɜɵɪɚɜɧɢɜɚɧɢɹ ɪɢɫɨɜɚɧɧɵɯ ɨɛɴɟɤɬɨɜ ɢɫɩɨɥɶɡɭɟɬɫɹ ɫɟɬɤɚ 

ɢɡɨɛɪɚɠɟɧɢɹ, ɥɢɧɢɢ ɤɨɬɨɪɨɣ ɩɪɢ ɩɟɱɚɬɢ ɧɟ ɜɵɜɨɞɹɬɫɹ. ɉɨ ɭɦɨɥɱɚɧɢɸ 

ɨɛɴɟɤɬɵ ɩɪɢɬɹɝɢɜɚɸɬɫɹ ɤ ɛɥɢɠɚɣɲɟɦɭ ɩɟɪɟɫɟɱɟɧɢɸ ɥɢɧɢɣ ɫɟɬɤɢ 

(«ɩɪɢɜɹɡɵɜɚɸɬɫɹ ɤ ɫɟɬɤɟ»). ȿɫɥɢ ɜɵɤɥɸɱɢɬɶ ɪɟɠɢɦ ɩɪɢɤɪɟɩɥɟɧɢɹ ɤ ɫɟɬɤɟ, 
ɬɨ ɫɟɬɤɚ ɧɟ ɛɭɞɟɬ ɜɥɢɹɬɶ ɧɚ ɪɢɫɨɜɚɧɧɵɟ ɨɛɴɟɤɬɵ. ɍɩɪɚɜɥɟɧɢɟ ɪɟɠɢɦɨɦ 

ɩɪɢɤɪɟɩɥɟɧɢɹ ɤ ɫɟɬɤɟ ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ ɤɧɨɩɤɨɣ ɋɟɬɤɚ (Grid) ɜ ɨɤɧɟ 

ɉɪɢɜɹɡɤɚ ɤ ɫɟɬɤɟ (Snap to Grid) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɋɢɫɨɜɚɧɢɟ 

(Drawing). Ɋɢɫɨɜɚɧɧɵɣ ɨɛɴɟɤɬ ɦɨɠɧɨ ɩɟɪɟɦɟɳɚɬɶ ɧɚ ɨɞɢɧ ɲɚɝ ɫɟɬɤɢ ɫ 

ɩɨɦɨɳɶɸ ɤɥɚɜɢɲ ɩɟɪɟɦɟɳɟɧɢɹ ɤɭɪɫɨɪɚ. 
Ʉɧɨɩɤɢ Ɉɬɪɚɡɢɬɶ ɫɥɟɜɚ ɧɚɩɪɚɜɨ (Flip Horizontal),  Ɉɬɪɚɡɢɬɶ  ɫɜɟɪɯɭ 

ɜɧɢɡ (Flip Vertical) ɢ ɉɨɜɟɪɧɭɬɶ ɜɥɟɜɨ (Rotate Left), ɉɨɜɟɪɧɭɬɶ ɜɩɪɚɜɨ 

(Rotate Right) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɋɢɫɨɜɚɧɢɟ (Drawing) ɩɨɡɜɨɥɹɸɬ 

ɜɵɩɨɥɧɹɬɶ ɜɪɚɳɟɧɢɟ ɪɢɫɨɜɚɧɧɨɝɨ ɨɛɴɟɤɬɚ. 
Ⱦɥɹ ɜɤɥɸɱɟɧɢɹ ɬɟɤɫɬɚ ɜ ɪɢɫɨɜɚɧɧɵɣ ɨɛɴɟɤɬ ɢɫɩɨɥɶɡɭɟɬɫɹ ɤɧɨɩɤɚ 

ɇɚɞɩɢɫɶ (Text Box) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɋɢɫɨɜɚɧɢɟ (Drawing), 

ɩɨɡɜɨɥɹɸɳɚɹ ɨɩɪɟɞɟɥɢɬɶ ɪɚɡɦɟɪ ɬɟɤɫɬɨɜɨɝɨ ɩɨɥɹ ɞɥɹ ɜɜɨɞɚ. ȿɫɥɢ 

ɜɜɨɞɢɦɵɣ ɬɟɤɫɬ ɧɟ ɩɨɦɟɳɚɟɬɫɹ ɜ ɫɨɡɞɚɧɧɨɟ ɬɟɤɫɬɨɜɨɟ ɩɨɥɟ, ɬɨ ɧɚɞɨ 

ɭɜɟɥɢɱɢɬɶ ɪɚɡɦɟɪ ɷɬɨɝɨ ɩɨɥɹ ɫ ɩɨɦɨɳɶɸ ɦɵɲɢ. Ɏɨɪɦɚɬɢɪɨɜɚɧɢɟ ɬɟɤɫɬɚ 

ɜɧɭɬɪɢ ɩɨɥɹ ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ ɬɚɤɢɦ ɠɟ ɨɛɪɚɡɨɦ, ɤɚɤ ɜ ɞɨɤɭɦɟɧɬɟ. 
Ʉɧɨɩɤɚ ȼɵɧɨɫɤɢ (Callout) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɋɢɫɨɜɚɧɢɟ (Drawing) 

ɩɨɡɜɨɥɹɟɬ ɫɨɡɞɚɬɶ ɜɵɧɨɫɤɭ, ɩɪɟɞɫɬɚɜɥɹɸɳɭɸ ɫɨɛɨɣ ɬɟɤɫɬɨɜɨɟ ɩɨɥɟ ɫ ɥɢɧɢɟɣ, 
ɭɤɚɡɵɜɚɸɳɟɣ ɧɚ ɮɪɚɝɦɟɧɬ ɪɢɫɭɧɤɚ. Ʉɧɨɩɤɚ ȼɵɧɨɫɤɢ (Format Callout) 

ɬɚɤɠɟ ɩɨɡɜɨɥɹɟɬ ɭɫɬɚɧɚɜɥɢɜɚɬɶ ɪɚɡɥɢɱɧɵɟ ɨɩɰɢɢ ɜɵɧɨɫɤɢ (ɟɟ ɬɢɩ, ɭɝɨɥ 
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ɥɢɧɢɢ ɜɵɫɧɨɫɤɢ, ɪɚɫɫɬɨɹɧɢɟ ɦɟɠɞɭ ɬɟɤɫɬɨɦ ɢ ɥɢɧɢɟɣ ɜɵɧɨɫɤɢ, ɪɚɦɤɭ ɜɨɤɪɭɝ 

ɬɟɤɫɬɚ ɜɵɧɨɫɤɢ ɢ ɩɪ.). 
Ʉɧɨɩɤɢ ɐɜɟɬ ɡɚɥɢɜɤɢ (Fill Color), ɐɜɟɬ ɥɢɧɢɣ (Line Color) ɢ Ɍɢɩ 

ɥɢɧɢɢ (Line Style) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɋɢɫɨɜɚɧɢɟ (Drawing) ɩɨɡɜɨɥɹɸɬ 

ɭɩɪɚɜɥɹɬɶ ɬɨɥɳɢɧɨɣ, ɫɬɢɥɟɦ ɢ ɰɜɟɬɨɦ ɥɢɧɢɣ, ɫɨɫɬɚɜɥɹɸɳɢɯ ɪɢɫɨɜɚɧɧɵɣ 

ɨɛɴɟɤɬ, ɚ ɬɚɤɠɟ ɟɝɨ ɰɜɟɬɨɦ ɢ ɭɡɨɪɨɦ ɡɚɩɨɥɧɟɧɢɹ. 
ɂɡɦɟɧɹɬɶ ɬɨɥɳɢɧɭ ɢ ɫɬɢɥɶ ɥɢɧɢɣ, ɰɜɟɬ, ɭɡɨɪɵ ɡɚɩɨɥɧɟɧɢɹ, ɪɚɡɦɟɪ ɢ 

ɦɟɫɬɨɩɨɥɨɠɟɧɢɟ ɪɢɫɨɜɚɧɧɨɝɨ ɨɛɴɟɤɬɚ ɦɨɠɧɨ ɫ ɩɨɦɨɳɶɸ ɤɨɦɚɧɞɵ Ɉɛɴɟɤɬ 

(Object) ɢɡ ɦɟɧɸ Ɏɨɪɦɚɬ (Format). 

Ɇɧɨɝɢɟ ɞɟɣɫɬɜɢɹ ɦɨɠɧɨ ɩɪɨɢɡɜɨɞɢɬɶ ɧɚɞ ɝɪɭɩɩɨɣ ɪɢɫɨɜɚɧɧɵɯ 

ɨɛɴɟɤɬɨɜ. ɑɬɨɛɵ ɜɵɞɟɥɢɬɶ ɬɚɤɭɸ ɝɪɭɩɩɭ, ɧɟɨɛɯɨɞɢɦɨ ɳɟɥɤɧɭɬɶ ɦɵɲɶɸ ɧɚ 

ɤɚɠɞɨɦ ɨɛɴɟɤɬɟ, ɜɯɨɞɹɳɟɦ ɜ ɝɪɭɩɩɭ, ɩɪɢ ɨɞɧɨɜɪɟɦɟɧɧɨɦ ɧɚɠɚɬɢɢ 

ɤɥɚɜɢɲɢ Shift. Ⱦɪɭɝɢɦ ɫɩɨɫɨɛɨɦ ɜɵɞɟɥɟɧɢɹ ɝɪɭɩɩɵ ɨɛɴɟɤɬɨɜ ɹɜɥɹɟɬɫɹ 

ɧɚɠɚɬɢɟ ɤɧɨɩɤɢ ȼɵ- ɛɨɪ ɨɛɴɟɤɬɨɜ (Select Drawing Object) ɩɚɧɟɥɢ 

ɢɧɫɬɪɭɦɟɧɬɨɜ Ɋɢɫɨɜɚɧɢɟ (Drawing) ɢ ɩɨɫɥɟɞɭɸɳɟɟ ɩɟɪɟɦɟɳɟɧɢɟ 

ɭɤɚɡɚɬɟɥɹ ɦɵɲɢ ɞɨ ɬɟɯ ɩɨɪ, ɩɨɤɚ ɩɨɹɜɢɜɲɚɹɫɹ ɩɪɹɦɨɭɝɨɥɶɧɚɹ ɪɚɦɤɚ ɧɟ 

ɨɯɜɚɬɢɬ ɜɫɟ ɧɟɨɛɯɨɞɢɦɵɟ ɨɛɴɟɤɬɵ. Ⱦɥɹ ɨɬɦɟɧɵ ɜɵɞɟɥɟɧɢɹ ɧɚɞɨ ɧɚɠɚɬɶ 

ɤɥɚɜɢɲɭ Esc ɢɥɢ ɳɟɥɤɧɭɬɶ ɦɵɲɶɸ ɜ ɥɸɛɨɦ ɦɟɫɬɟ ɜɧɟ ɝɪɭɩɩɵ. 
Ⱦɥɹ ɛɨɥɟɟ ɛɵɫɬɪɨɝɨ ɨɬɨɛɪɚɠɟɧɢɹ ɧɚ ɷɤɪɚɧɟ ɝɪɭɩɩɵ ɪɢɫɨɜɚɧɧɵɯ 

ɨɛɴɟɤɬɨɜ ɢ ɛɨɥɟɟ ɭɞɨɛɧɨɝɨ ɦɚɧɢɩɭɥɢɪɨɜɚɧɢɹ ɢɦɢ ɜɵɞɟɥɟɧɧɵɟ ɨɛɴɟɤɬɵ 

ɫɥɟɞɭɟɬ ɫɝɪɭɩɩɢɪɨɜɚɬɶ ɫ ɩɨɦɨɳɶɸ ɤɧɨɩɤɢ Ƚɪɭɩɩɢɪɨɜɚɬɶ (Group) ɩɚɧɟɥɢ 

ɢɧɫɬɪɭɦɟɧɬɨɜ Ɋɢɫɨɜɚɧɢɟ (Drawing). Ⱦɥɹ ɪɚɡɝɪɭɩɩɢɪɨɜɚɧɢɹ ɢɫɩɨɥɶɡɭɟɬɫɹ 

ɤɧɨɩɤɚ Ɋɚɡɝɪɭɩɩɢɪɨɜɚɬɶ (Ungroup). ɋ ɩɨɦɨɳɶɸ ɭɤɚɡɚɧɧɵɯ ɤɧɨɩɨɤ 

ɦɨɠɧɨ ɫɨɡɞɚɜɚɬɶ ɩɨɞɝɪɭɩɩɵ. 
Ɋɢɫɨɜɚɧɧɵɟ ɨɛɴɟɤɬɵ ɦɨɝɭɬ ɜɵɪɚɜɧɢɜɚɬɶɫɹ ɨɬɧɨɫɢɬɟɥɶɧɨ ɞɪɭɝ ɞɪɭɝɚ ɢɥɢ 

ɨɬɧɨɫɢɬɟɥɶɧɨ ɝɪɚɧɢɰ ɫɬɪɚɧɢɰɵ, ɱɬɨ ɜɵɩɨɥɧɹɟɬɫɹ ɫ ɢɫɩɨɥɶɡɨɜɚɧɢɟɦ ɤɧɨɩɤɢ 

ȼɵɪɨɜɧɹɬɶ/ɪɚɫɩɪɟɞɟɥɢɬɶ ɨɛɴɟɤɬɵ (Align Drawing Objects) ɩɚɧɟɥɢ 

ɢɧɫɬɪɭɦɟɧɬɨɜ Ɋɢɫɨɜɚɧɢɟ (Drawing). 

Ⱦɨɤɭɦɟɧɬ Word ɦɨɠɧɨ ɩɪɟɞɫɬɚɜɢɬɶ ɫɨɫɬɨɹɳɢɦ ɢɡ ɧɟɫɤɨɥɶɤɢɯ ɫɥɨɟɜ: 
ɫɥɨɣ ɬɟɤɫɬɚ, ɫɥɨɣ ɩɨɞ ɬɟɤɫɬɨɦ ɢ ɫɥɨɣ ɧɚɞ ɬɟɤɫɬɨɦ. ɂɡɧɚɱɚɥɶɧɨ ɪɢɫɨɜɚɧɧɵɣ 

ɨɛɴɟɤɬ ɪɚɫɩɨɥɚɝɚɟɬɫɹ ɜ ɫɚɦɨɦ ɜɟɪɯɧɟɦ ɫɥɨɟ, ɧɚɞ ɬɟɤɫɬɨɦ. ȼɵɞɟɥɟɧɧɵɣ 

ɪɢɫɨɜɚɧɧɵɣ ɨɛɴɟɤɬ ɦɨɠɧɨ ɩɟɪɟɦɟɫɬɢɬɶ ɜ ɞɪɭɝɨɣ ɫɥɨɣ ɫɥɟɞɭɸɳɢɦɢ 

ɤɧɨɩɤɚɦɢ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɋɢɫɨɜɚɧɢɟ (Drawing) ɜɨ ɜɤɥɚɞɤɟ ɉɨɪɹɞɨɤ: 

D ɇɚ ɩɟɪɟɞɧɢɣ ɩɥɚɧ (Bring to Front) – ɩɨɦɟɳɟɧɢɟ ɨɛɴɟɤɬɚ ɧɚɞ 

ɞɪɭɝɢɦɢ ɨɛɴɟɤɬɚɦɢ; 
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D ɇɚ ɡɚɞɧɢɣ ɩɥɚɧ (Send to Back) – ɩɨɦɟɳɟɧɢɟ ɨɛɴɟɤɬɚ ɩɨɞ ɞɪɭɝɢɦɢ 

ɨɛɴɟɤɬɚɦɢ; 
D ɉɨɦɟɫɬɢɬɶ ɩɟɪɟɞ ɬɟɤɫɬɨɦ (Bring in Front of Text) – ɩɨɦɟɳɟɧɢɟ 

ɨɛɴɟɤɬɚ ɧɚɞ ɫɥɨɟɦ ɬɟɤɫɬɚ; 
D ɉɨɦɟɫɬɢɬɶ ɡɚ ɬɟɤɫɬɨɦ (Send Behind Text) – ɩɨɦɟɳɟɧɢɟ ɨɛɴɟɤɬɚ ɩɨɞ 

ɫɥɨɟɦ ɬɟɤɫɬɚ. 
ɂɦɩɨɪɬɢɪɨɜɚɧɧɵɟ ɝɪɚɮɢɱɟɫɤɢɟ ɢɡɨɛɪɚɠɟɧɢɹ ɪɚɫɩɨɥɚɝɚɸɬɫɹ ɜ ɫɥɨɟ 

ɬɟɤɫɬɚ. ɑɬɨɛɵ ɪɚɫɩɨɥɨɠɢɬɶ ɬɚɤɨɟ ɢɡɨɛɪɚɠɟɧɢɟ ɩɨɞ ɬɟɤɫɬɨɜɵɦ ɫɥɨɟɦ, 
ɧɭɠɧɨ ɩɪɟɞɜɚɪɢɬɟɥɶɧɨ ɩɨɦɟɫɬɢɬɶ ɟɝɨ ɜ ɬɟɤɫɬɨɜɨɟ ɩɨɥɟ (ɤɧɨɩɤɚ ɇɚɞɩɢɫɶ 

(Text Box)). ɑɬɨɛɵ ɪɚɛɨɬɚɬɶ ɬɨɥɶɤɨ ɫ ɬɟɤɫɬɨɦ, ɦɨɠɧɨ ɜɪɟɦɟɧɧɨ ɫɤɪɵɬɶ 

ɪɢɫɨɜɚɧɧɵɟ ɨɛɴɟɤɬɵ, ɜɵɩɨɥɧɢɜ ɤɨɦɚɧɞɭ ɉɚɪɚɦɟɬɪɵ (Options) ɢɡ ɦɟɧɸ 

ɋɟɪɜɢɫ (Tools) ɢ ɭɫɬɚɧɨɜɢɜ ɢɥɢ ɫɛɪɨɫɢɜ ɮɥɚɠɨɤ Ɋɢɫɭɧɤɢ (Drawings) ɜɨ 

ɜɤɥɚɞɤɟ ȼɢɞ (View). 

ɋ ɩɨɦɨɳɶɸ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɋɢɫɨɜɚɧɢɟ (Drawing) Word ɩɨɡɜɨɥɹɟɬ 

ɫɨɡɞɚɜɚɬɶ ɜɨɞɹɧɨɣ ɡɧɚɤ, ɩɪɟɞɫɬɚɜɥɹɸɳɢɣ ɫɨɛɨɣ ɬɟɤɫɬ ɢɥɢ ɢɡɨɛɪɚɠɟɧɢɟ 

(ɧɚɩɪɢɦɟɪ, ɥɨɝɨɬɢɩ ɮɢɪɦɵ), ɤɨɬɨɪɵɟ ɩɟɱɚɬɚɸɬɫɹ ɧɚ ɤɚɠɞɨɣ ɫɬɪɚɧɢɰɟ 

ɞɨɤɭɦɟɧɬɚ. ȼɨɞɹɧɨɣ ɡɧɚɤ ɦɨɠɧɨ ɪɚɡɦɟɫɬɢɬɶ ɤɚɤ ɜ ɨɛɥɚɫɬɢ ɤɨɥɨɧɬɢɬɭɥɚ, ɬɚɤ ɢ 

ɜɧɟ ɤɨɥɨɧɬɢɬɭɥɚ. 

Word ɩɨɡɜɨɥɹɟɬ ɫɨɡɞɚɜɚɬɶ ɤɨɦɛɢɧɢɪɨɜɚɧɧɨɟ ɢɡɨɛɪɚɠɟɧɢɟ, ɫɨɫɬɨɹɳɟɟ ɤɚɤ 

ɢɡ ɢɦɩɨɪɬɢɪɨɜɚɧɧɨɝɨ ɢɡɨɛɪɚɠɟɧɢɹ, ɬɚɤ ɢ ɢɡ ɪɢɫɨɜɚɧɧɵɯ ɨɛɴɟɤɬɨɜ. Ɍɚɤɨɟ 

ɢɡɨɛɪɚɠɟɧɢɟ ɬɪɚɤɬɭɟɬɫɹ ɤɚɤ ɨɞɢɧ ɨɛɴɟɤɬ. ȼɫɬɚɜɤɚ ɢɦɩɨɪɬɢɪɨɜɚɧɧɨɝɨ 

ɢɡɨɛɪɚɠɟɧɢɹ ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ ɤɧɨɩɤɚɦɢ Ⱦɨɛɚɜɢɬɶ ɤɚɪɬɢɧɤɭ (Add Picture) ɢ 

Ⱦɨɛɚɜɢɬɶ ɨɛɴɟɤɬ WordArt (Add WordArt Object) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ 

Ɋɢɫɨɜɚɧɢɟ (Drawing), ɜɫɥɟɞɫɬɜɢɟ ɱɟɝɨ ɨɬɤɪɵɜɚɟɬɫɹ ɨɬɞɟɥɶɧɨɟ ɨɤɧɨ ɞɥɹ 

ɢɦɩɨɪɬɚ ɝɪɚɮɢɱɟɫɤɢɯ ɢɡɨɛɪɚɠɟɧɢɣ ɢ ɫɨɡɞɚɧɢɹ ɪɢɫɨɜɚɧɧɵɯ ɨɛɴɟɤɬɨɜ. 

4.3. Ɋɚɡɦɟɳɟɧɢɟ ɬɟɤɫɬɚ ɢ ɝɪɚɮɢɤɢ ɫ ɩɨɦɨɳɶɸ ɤɚɞɪɨɜ 

Word ɩɨɡɜɨɥɹɟɬ ɪɚɡɦɟɳɚɬɶ ɥɸɛɨɣ ɷɥɟɦɟɧɬ, ɤɪɨɦɟ ɫɧɨɫɤɢ, ɤɨɧɰɟɜɨɣ 

ɫɧɨɫɤɢ ɢɥɢ ɩɪɢɦɟɱɚɧɢɹ, ɜ ɥɸɛɨɦ ɦɟɫɬɟ ɫɬɪɚɧɢɰɵ, ɩɨɦɟɫɬɢɜ ɷɬɨɬ ɷɥɟɦɟɧɬ ɜ 

ɤɚɞɪ. Ʉɚɞɪ – ɷɬɨ ɩɪɹɦɨɭɝɨɥɶɧɚɹ ɨɛɥɚɫɬɶ ɜ ɞɨɤɭɦɟɧɬɟ, ɩɨɦɟɱɟɧɧɚɹ ɤɚɤ ɟɞɢɧɨɟ 

ɰɟɥɨɟ (ɧɚɩɪɢɦɟɪ, ɛɥɨɤ ɬɟɤɫɬɚ, ɪɢɫɭɧɨɤ, ɞɢɚɝɪɚɦɦɚ ɢ ɩɪ.) ɢ ɩɨɡɜɨɥɹɸɳɚɹ 

ɥɟɝɤɨ ɢɡɦɟɧɹɬɶ ɟɟ ɩɨɥɨɠɟɧɢɟ ɧɚ ɫɬɪɚɧɢɰɟ ɜɧɟ ɡɚɜɢɫɢɦɨɫɬɢ ɨɬ ɩɨɥɟɣ ɢ 

ɢɧɬɟɪɜɚɥɨɜ. Ʉɚɞɪɵ ɭɞɨɛɧɨ ɢɫɩɨɥɶɡɨɜɚɬɶ ɞɥɹ ɫɨɜɦɟɫɬɧɨɝɨ ɯɪɚɧɟɧɢɹ, 

ɧɚɩɪɢɦɟɪ, ɪɢɫɭɧɤɚ ɢ ɟɝɨ ɧɚɡɜɚɧɢɹ, ɞɥɹ ɪɚɡɦɟɳɟɧɢɹ ɬɟɤɫɬɚ ɜɨɤɪɭɝ ɤɚɞɪɚ ɢ 

ɩɪ. Ɋɚɛɨɬɚɬɶ ɫ ɤɚɞɪɚɦɢ ɥɭɱɲɟ ɜɫɟɝɨ ɜ ɪɟɠɢɦɟ Ɋɚɡɦɟɬɤɚ ɫɬɪɚɧɢɰɵ (Page 

Layout View). Ɉɛɴɟɤɬ ɜɫɬɚɜɥɹɟɬɫɹ ɜ ɤɚɞɪ ɜ ɬɨ ɦɟɫɬɨ, ɝɞɟ ɧɚɯɨɞɢɬɫɹ ɤɭɪɫɨɪ. 
ȼɨ ɜɪɟɦɹ ɜɫɬɚɜɤɢ ɤɚɞɪɚ ɜɨɤɪɭɝ ɷɥɟɦɟɧɬɚ ɫ ɮɢɤɫɢɪɨɜɚɧɧɨɣ ɲɢɪɢɧɨɣ 

(ɚɛɡɚɰ, ɪɢɫɭɧɨɤ, ɮɨɪɦɭɥɚ, ɬɚɛɥɢɰɚ, ɝɪɚɮɢɤ ɢ ɩɪ.) ɪɚɡɦɟɪ ɤɚɞɪɚ 
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ɚɜɬɨɦɚɬɢɱɟɫɤɢ ɩɨɞɝɨɧɹɟɬɫɹ ɩɨɞ ɪɚɡɦɟɪ ɜɵɞɟɥɟɧɧɨɝɨ ɷɥɟɦɟɧɬɚ. Ⱦɥɹ ɜɫɬɚɜɤɢ 

ɤɚɞɪɚ ɜɨɤɪɭɝ ɜɵɞɟɥɟɧɧɵɯ ɷɥɟɦɟɧɬɨɜ ɧɚɞɨ ɜɵɩɨɥɧɢɬɶ ɤɨɦɚɧɞɭ ɇɚɞɩɢɫɶ 

(Text Box) ɢɡ ɦɟɧɸ ȼɫɬɚɜɤɚ (Insert) (ɢɥɢ ɤɧɨɩɤɚ ɇɚɞɩɢɫɶ (Text Box) 

ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɋɢɫɨɜɚɧɢɟ (Drawing)). Word ɜɫɬɚɜɥɹɟɬ ɤɚɞɪ ɫ 8 

ɦɚɪɤɟɪɚɦɢ ɢɡɦɟɧɟɧɢɹ ɪɚɡɦɟɪɚ ɢ ɨɛɪɚɦɥɟɧɢɟɦ ɜ ɜɢɞɟ ɲɬɪɢɯɨɜɤɢ, ɤɨɬɨɪɵɟ 

ɜɢɞɧɵ, ɤɨɝɞɚ ɤɚɞɪ ɜɵɞɟɥɟɧ. 
ɋ ɩɨɦɨɳɶɸ ɷɬɨɣ ɠɟ ɤɨɦɚɧɞɵ ɜ ɞɨɤɭɦɟɧɬ ɦɨɠɧɨ ɜɫɬɚɜɢɬɶ ɩɭɫɬɨɣ ɤɚɞɪ, ɚ 

ɡɚɬɟɦ ɡɚɩɨɥɧɢɬɶ ɟɝɨ ɬɟɤɫɬɨɦ, ɝɪɚɮɢɤɨɣ ɢ ɩɪ. ɉɪɢ ɧɚɛɨɪɟ ɬɟɤɫɬɚ ɜ ɩɭɫɬɨɦ ɤɚɞɪɟ 

ɬɟɤɫɬ ɚɜɬɨɦɚɬɢɱɟɫɤɢ ɩɟɪɟɯɨɞɢɬ ɧɚ ɧɨɜɭɸ ɫɬɪɨɤɭ ɜɧɭɬɪɢ ɧɟɝɨ. ȿɫɥɢ ɜɜɨɞɢɦɵɣ 

ɬɟɤɫɬ ɧɟ ɩɨɦɟɳɚɟɬɫɹ ɜ ɤɚɞɪ, ɬɨ ɪɚɡɦɟɪ ɤɚɞɪɚ ɚɜɬɨɦɚɬɢɱɟɫɤɢ ɦɟɧɹɟɬɫɹ. 
Ʉɚɞɪ ɜɫɟɝɞɚ ɩɪɢɜɹɡɵɜɚɟɬɫɹ ɤ ɚɛɡɚɰɭ, ɱɬɨ ɨɬɪɚɠɚɟɬɫɹ ɫɢɦɜɨɥɨɦ ɩɪɢɜɹɡɤɢ 

ɜ ɜɢɞɟ ɹɤɨɪɹ, ɤɨɬɨɪɵɣ ɦɨɠɧɨ ɭɜɢɞɟɬɶ, ɧɚɠɚɜ ɤɧɨɩɤɭ ɇɟɩɟɱɚɬɚɟɦɵɟ ɡɧɚɤɢ 

(Show/Hide ¶) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ (Standard). Ʉɨɝɞɚ ɤɚɞɪ 

ɩɟɪɟɦɟɳɚɟɬɫɹ, ɫɢɦɜɨɥ ɩɪɢɜɹɡɤɢ ɩɟɪɟɦɟɳɚɟɬɫɹ ɤ ɛɥɢɠɚɣɲɟɦɭ ɚɛɡɚɰɭ. 
ɋɢɦɜɨɥ ɩɪɢɜɹɡɤɢ ɤɚɞɪɚ ɬɚɤɠɟ ɦɨɠɧɨ ɩɟɪɟɦɟɫɬɢɬɶ ɤ ɞɪɭɝɨɦɭ ɚɛɡɚɰɭ. 

Ʉɨɦɚɧɞɚ ɇɚɞɩɢɫɶ (Text Box) ɢɡ ɦɟɧɸ Ɏɨɪɦɚɬ (Format) ɩɨɡɜɨɥɹɟɬ 

ɡɚɞɚɜɚɬɶ ɫɥɟɞɭɸɳɢɟ ɨɩɰɢɢ ɞɥɹ ɜɵɞɟɥɟɧɧɨɣ ɧɚɞɩɢɫɢ (ɤɚɞɪɚ): 
D   ɉɨɥɨɠɟɧɢɟ ɬɟɤɫɬɚ (Text Wrapping) – ɨɛɬɟɤɚɧɢɟ ɤɚɞɪɚ ɬɟɤɫɬɨɦ: 

ȼ ɬɟɤɫɬɟ (None) – ɬɟɤɫɬ ɧɟ ɛɭɞɟɬ ɨɛɬɟɤɚɬɶ ɤɚɞɪ, ȼɨɤɪɭɝ ɪɚɦɤɢ 

(Around) – ɬɟɤɫɬ ɛɭɞɟɬ ɨɛɬɟɤɚɬɶ ɤɚɞɪ, ɟɫɥɢ ɟɫɬɶ ɯɨɬɹ ɛɵ 1 ɫɦ ɦɟɠɞɭ 

ɤɚɞɪɨɦ ɢ ɩɨɥɟɦ ɢɥɢ ɞɪɭɝɢɦ ɤɚɞɪɢɪɨɜɚɧɧɵɦ ɷɥɟɦɟɧɬɨɦ; 
D Ɋɚɡɦɟɪ (Size) – ɲɢɪɢɧɚ, ɜɵɫɨɬɚ ɢ ɦɚɫɲɬɚɛ ɤɚɞɪɚ; 
D Ƚɨɪɢɡɨɧɬɚɥɶɧɨɟ ɜɵɪɚɜɧɢɜɚɧɢɟ (Horizontal) – ɝɨɪɢɡɨɧɬɚɥɶɧɨɟ 

ɩɨɥɨɠɟɧɢɟ ɤɚɞɪɚ ɨɬɧɨɫɢɬɟɥɶɧɨ ɥɟɜɨɝɨ ɢɥɢ ɩɪɚɜɨɝɨ ɤɪɚɹ ɫɬɪɚɧɢɰɵ, 
ɩɨɥɹ ɢɥɢ ɤɨɥɨɧɤɢ; 

D ȼɟɪɬɢɤɚɥɶɧɨɟ ɜɵɪɚɜɧɢɜɚɧɢɟ (Vertical) – ɜɟɪɬɢɤɚɥɶɧɨɟ ɩɨɥɨɠɟɧɢɟ 

ɤɚɞɪɚ ɨɬɧɨɫɢɬɟɥɶɧɨ ɜɟɪɯɧɟɝɨ ɢɥɢ ɧɢɠɧɟɝɨ ɤɪɚɹ ɫɬɪɚɧɢɰɵ, ɩɨɥɹ ɢɥɢ 

ɚɛɡɚɰɚ; 
D ɍɫɬɚɧɨɜɢɬɶ ɩɪɢɜɹɡɤɭ (Lock Anchor) – ɛɥɨɤɢɪɨɜɤɚ ɩɪɢɜɹɡɤɢ ɤɚɞɪɚ ɤ 

ɚɛɡɚɰɭ, ɤɨɬɨɪɵɣ ɟɝɨ ɫɨɞɟɪɠɢɬ ɜ ɞɚɧɧɵɣ ɦɨɦɟɧɬ, ɬ.ɟ. ɤɚɞɪ ɜɫɟɝɞɚ 

ɛɭɞɟɬ ɪɚɫɩɨɥɚɝɚɬɶɫɹ ɧɚ ɨɞɧɨɣ ɫɬɪɚɧɢɰɟ ɫ ɷɬɢɦ ɚɛɡɚɰɟɦ; 
D ɉɟɪɟɦɟɳɚɬɶ ɜɦɟɫɬɟ ɫ ɬɟɤɫɬɨɦ (Move with Text) – ɩɟɪɟɦɟɳɟɧɢɟ ɤɚɞɪɚ 

ɜɜɟɪɯ ɢ ɜɧɢɡ ɩɨ ɫɬɪɚɧɢɰɟ ɩɪɢ ɩɟɪɟɦɟɳɟɧɢɢ ɚɛɡɚɰɚ, ɫ ɤɨɬɨɪɵɦ ɨɧ ɫɜɹɡɚɧ; 
D    ɐɜɟɬɚ ɢ ɥɢɧɢɢ (Colors and Lines) – ɭɫɬɚɧɨɜɤɚ ɰɜɟɬɚ ɥɢɧɢɢ ɢ ɡɚɥɢɜɤɢ, 

ɚ ɬɚɤɠɟ ɫɬɟɩɟɧɢ ɩɪɨɡɪɚɱɧɨɫɬɢ ɤɚɞɪɚ; 
D ɉɪɟɨɛɪɚɡɨɜɚɬɶ ɜ ɪɚɦɤɭ (Transform to Framework) – ɩɪɟɨɛɪɚɡɨɜɚɧɢɟ 

ɜɵɞɟɥɟɧɧɨɣ ɧɚɞɩɢɫɢ ɜ ɪɚɦɤɭ. 
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4.4. ɋɨɡɞɚɧɢɟ ɛɭɤɜɢɰɵ 

Ȼɭɤɜɢɰɚ – ɷɬɨ ɨɛɵɱɧɨ ɩɟɪɜɚɹ ɛɭɤɜɚ ɫɬɚɬɶɢ, ɝɥɚɜɵ ɢɥɢ ɪɚɡɞɟɥɚ, ɤɨɬɨɪɚɹ 

ɢɦɟɟɬ ɛɨɥɶɲɢɣ ɪɚɡɦɟɪ ɢ ɛɨɥɟɟ ɢɧɬɟɪɟɫɧɨɟ ɧɚɱɟɪɬɚɧɢɟ, ɱɟɦ ɞɪɭɝɢɟ ɛɭɤɜɵ. 
ɑɬɨɛɵ ɦɨɠɧɨ ɛɵɥɨ ɭɜɢɞɟɬɶ, ɤɚɤ ɜɵɝɥɹɞɢɬ ɛɭɤɜɢɰɚ ɜ ɞɨɤɭɦɟɧɬɟ, ɧɚɞɨ 

ɩɟɪɟɣɬɢ ɜ ɪɟɠɢɦ Ɋɚɡɦɟɬɤɚ ɫɬɪɚɧɢɰɵ (Page Layout View). 

Ʉɨɦɚɧɞɚ Ȼɭɤɜɢɰɚ (Drop Cap) ɢɡ ɦɟɧɸ Ɏɨɪɦɚɬ (Format) ɩɨɡɜɨɥɹɟɬ 

ɫɨɡɞɚɬɶ ɛɭɤɜɢɰɭ ɞɥɹ ɬɟɤɭɳɟɝɨ ɚɛɡɚɰɚ ɢɥɢ ɞɥɹ ɜɵɞɟɥɟɧɧɨɣ ɛɭɤɜɵ ɢɥɢ 

ɧɟɫɤɨɥɶɤɢɯ ɛɭɤɜ, ɨɩɪɟɞɟɥɢɜ ɫɥɟɞɭɸɳɟɟ: 
D ɉɨɥɨɠɟɧɢɟ (Position) – ɬɪɟɛɭɟɦɨɟ ɪɚɫɩɨɥɨɠɟɧɢɟ ɛɭɤɜɢɰɵ: ɇɟɬ 

(None) – ɨɬɦɟɧɚ ɛɭɤɜɢɰɵ ɜ ɚɛɡɚɰɟ, ȼ ɬɟɤɫɬɟ (Dropped) – ɜɫɬɚɜɤɚ 

ɛɭɤɜɢɰɵ ɩɨ ɝɪɚɧɢɰɟ ɥɟɜɨɝɨ ɩɨɥɹ ɜɧɭɬɪɢ ɬɟɤɫɬɚ; ɇɚ ɩɨɥɟ (In 

Margin) – ɜɫɬɚɜɤɚ ɛɭɤɜɢɰɵ ɧɚ ɥɟɜɨɦ ɩɨɥɟ; 
D ɒɪɢɮɬ (Font) – ɲɪɢɮɬ ɛɭɤɜɢɰɵ; 
D ȼɵɫɨɬɚ ɜ ɫɬɪɨɤɚɯ (Lines to Drop) – ɱɢɫɥɨ ɫɬɪɨɤ ɚɛɡɚɰɚ, ɡɚɞɚɸɳɟɟ 

ɜɵɫɨɬɭ ɛɭɤɜɢɰɵ; 
D Ɋɚɫɫɬɨɹɧɢɟ ɨɬ ɬɟɤɫɬɚ (Distance from Text) – ɡɧɚɱɟɧɢɟ ɪɚɫɫɬɨɹɧɢɹ ɨɬ 

ɛɭɤɜɢɰɵ ɞɨ ɨɫɬɚɜɲɟɝɨɫɹ ɬɟɤɫɬɚ ɚɛɡɚɰɚ. 
Ȼɭɤɜɢɰɭ ɦɨɠɧɨ ɩɪɢɩɨɞɧɹɬɶ ɧɚɞ ɩɟɪɜɨɣ ɫɬɪɨɤɨɣ, ɢɡɦɟɧɢɜ ɪɚɡɦɟɪ ɲɪɢɮɬɚ. 

ɑɬɨɛɵ ɫɢɥɶɧɟɟ ɜɵɞɟɥɢɬɶ ɛɭɤɜɢɰɭ, ɦɨɠɧɨ ɩɨɦɟɧɹɬɶ ɰɜɟɬ ɟɟ ɮɨɧɚ ɤɨɦɚɧɞɨɣ 

Ƚɪɚɧɢɰɵ ɢ ɡɚɥɢɜɤɚ (Borders and Shading) ɢɡ ɦɟɧɸ Ɏɨɪɦɚɬ (Format). 

4.5. Ɉɫɧɨɜɵ ɧɚɫɬɨɥɶɧɨɣ ɢɡɞɚɬɟɥɶɫɤɨɣ ɫɢɫɬɟɦɵ 

Word ɹɜɥɹɟɬɫɹ ɧɟ ɩɪɨɫɬɨ ɬɟɤɫɬɨɜɵɦ ɩɪɨɰɟɫɫɨɪɨɦ, ɨɧ ɫɨɞɟɪɠɢɬ ɬɚɤɠɟ 

ɜɨɡɦɨɠɧɨɫɬɢ, ɤɨɬɨɪɵɟ ɩɨɡɜɨɥɹɸɬ ɟɝɨ ɪɚɫɫɦɚɬɪɢɜɚɬɶ ɤɚɤ ɧɚɫɬɨɥɶɧɭɸ 

ɢɡɞɚɬɟɥɶɫɤɭɸ ɫɢɫɬɟɦɭ. 
Ʉ ɬɚɤɢɦ ɜɨɡɦɨɠɧɨɫɬɹɦ ɦɨɠɧɨ ɨɬɧɟɫɬɢ ɫɥɟɞɭɸɳɢɟ: 
D ɢɦɩɨɪɬ ɝɪɚɮɢɱɟɫɤɢɯ ɢɡɨɛɪɚɠɟɧɢɣ ɢ ɫɨɡɞɚɧɢɟ ɪɢɫɨɜɚɧɧɵɯ ɨɛɴɟɤɬɨɜ; 
D ɪɚɡɦɟɳɟɧɢɟ ɬɟɤɫɬɚ ɢ ɝɪɚɮɢɤɢ ɫ ɩɨɦɨɳɶɸ ɤɚɞɪɨɜ; 
D ɲɢɪɨɤɢɟ ɜɨɡɦɨɠɧɨɫɬɢ ɮɨɪɦɚɬɢɪɨɜɚɧɢɹ ɫɢɦɜɨɥɨɜ, ɚɛɡɚɰɟɜ, ɫɬɪɚɧɢɰ; 
D ɪɚɡɥɢɱɧɵɟ ɫɩɨɫɨɛɵ ɜɵɪɚɜɧɢɜɚɧɢɹ; 
D ɲɢɪɨɤɢɟ ɜɨɡɦɨɠɧɨɫɬɢ ɫɨɡɞɚɧɢɹ ɤɨɥɨɧɬɢɬɭɥɨɜ; 
D ɫɨɡɞɚɧɢɟ ɪɚɦɨɤ ɢ ɪɚɡɥɢɱɧɵɯ ɜɚɪɢɚɧɬɨɜ ɡɚɬɟɧɟɧɢɣ; 
D ɢɫɩɨɥɶɡɨɜɚɧɢɟ ɩɚɥɢɬɪɵ ɰɜɟɬɨɜ; 

D ɫɨɡɞɚɧɢɟ ɛɭɤɜɢɰ ɢ ɫɬɪɚɧɢɰ ɝɚɡɟɬɧɨɝɨ ɫɬɢɥɹ; 
D ɫɨɡɞɚɧɢɟ ɧɚɡɜɚɧɢɣ, ɩɟɪɟɤɪɟɫɬɧɵɯ ɫɫɵɥɨɤ, ɨɝɥɚɜɥɟɧɢɣ ɢ ɭɤɚɡɚɬɟɥɟɣ. 
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ɋɨɞɟɪɠɚɧɢɟ ɪɚɛɨɬɵ 

1. Ɉɬɤɪɨɣɬɟ ɧɨɜɵɣ ɞɨɤɭɦɟɧɬ ɢ ɜɵɩɨɥɧɢɬɟ ɫɥɟɞɭɸɳɢɟ ɞɟɣɫɬɜɢɹ ɩɨ 

ɢɦɩɨɪɬɭ ɝɪɚɮɢɱɟɫɤɢɯ ɢɡɨɛɪɚɠɟɧɢɣ: 
D ɢɦɩɨɪɬɢɪɭɣɬɟ ɞɜɚ ɝɪɚɮɢɱɟɫɤɢɯ ɮɚɣɥɚ ɢɡ ɤɨɦɩɥɟɤɬɚ ɩɨɫɬɚɜɤɢ 

Word; ɞɥɹ ɨɞɧɨɝɨ ɢɡ ɧɢɯ ɭɫɬɚɧɨɜɢɬɟ ɫɜɹɡɶ ɢ ɩɪɨɫɦɨɬɪɢɬɟ ɤɨɞ ɩɨɥɹ, 
ɨɫɭɳɟɫɬɜɥɹɸɳɟɝɨ ɷɬɭ ɫɜɹɡɶ; 

D ɜ ɩɪɢɥɨɠɟɧɢɢ Paintbrush ɫɨɡɞɚɣɬɟ ɤɚɤɨɟ-ɥɢɛɨ ɢɡɨɛɪɚɠɟɧɢɟ ɢ ɜɫɬɚɜɶɬɟ 

ɜ ɞɨɤɭɦɟɧɬ ɞɜɚ ɮɪɚɝɦɟɧɬɚ ɷɬɨɝɨ ɢɡɨɛɪɚɠɟɧɢɹ; ɨɞɢɧ ɢɡ ɧɢɯ 

ɫɞɟɥɚɣɬɟ ɫɜɹɡɚɧɧɵɦ ɨɛɴɟɤɬɨɦ ɢ ɩɪɨɫɦɨɬɪɢɬɟ ɤɨɞ ɩɨɥɹ, 
ɨɛɟɫɩɟɱɢɜɚɸɳɟɝɨ ɷɬɭ ɫɜɹɡɶ; 

D ɜɵɩɨɥɧɢɬɟ ɢɡɦɟɧɟɧɢɟ ɪɚɡɦɟɪɨɜ ɢ ɤɚɞɪɢɪɨɜɚɧɢɟ ɢɡɨɛɪɚɠɟɧɢɣ; 
D ɨɬɪɟɞɚɤɬɢɪɭɣɬɟ ɢɡɨɛɪɚɠɟɧɢɟ, ɹɜɥɹɸɳɟɟɫɹ ɜɧɟɞɪɟɧɧɵɦ ɨɛɴɟɤɬɨɦ 

ɢɡ ɩɪɢɥɨɠɟɧɢɹ Paintbrush, ɢ ɢɡɨɛɪɚɠɟɧɢɟ, ɹɜɥɹɸɳɟɟɫɹ 

ɪɟɡɭɥɶɬɚɬɨɦ ɢɦɩɨɪɬɚ ɝɪɚɮɢɱɟɫɤɨɝɨ ɮɚɣɥɚ. 
2. Ɉɫɜɨɣɬɟ ɢɧɫɬɪɭɦɟɧɬɵ ɫɨɡɞɚɧɢɹ ɪɢɫɨɜɚɧɧɵɯ ɨɛɴɟɤɬɨɜ, ɜɵɩɨɥɧɢɜ 

ɫɥɟɞɭɸɳɢɟ ɞɟɣɫɬɜɢɹ: 
D ɧɚɪɢɫɭɣɬɟ ɥɢɧɢɸ, ɤɜɚɞɪɚɬ, ɨɜɚɥ, ɤɪɭɝ ɢ ɩɪɨɢɡɜɨɥɶɧɭɸ ɮɢɝɭɪɭ; 
D ɜɵɩɨɥɧɢɬɟ ɢɡɦɟɧɟɧɢɟ ɪɚɡɦɟɪɨɜ, ɩɟɪɟɦɟɳɟɧɢɟ ɢ ɤɨɩɢɪɨɜɚɧɢɟ 

ɫɨɡɞɚɧɧɵɯ ɪɢɫɨɜɚɧɧɵɯ ɨɛɴɟɤɬɨɜ, ɢɡɦɟɧɢɬɟ ɮɨɪɦɭ ɩɪɨɢɡɜɨɥɶɧɨɣ 

ɮɢɝɭɪɵ; 
D ɨɩɪɨɛɭɣɬɟ ɪɟɠɢɦ ɩɪɢɤɪɟɩɥɟɧɢɹ ɨɛɴɟɤɬɨɜ ɤ ɫɟɬɤɟ; 
D ɨɩɪɨɛɭɣɬɟ ɫɩɨɫɨɛɵ ɜɪɚɳɟɧɢɹ ɪɢɫɨɜɚɧɧɵɯ ɨɛɴɟɤɬɨɜ; 
D ɫɨɡɞɚɣɬɟ ɜɵɧɨɫɤɭ, ɬɟɤɫɬɨɜɨɟ ɩɨɥɟ ɢ ɧɚɛɟɪɢɬɟ ɜ ɧɟɦ ɬɟɤɫɬ; 
D ɨɩɪɨɛɭɣɬɟ ɜɨɡɦɨɠɧɨɫɬɢ ɢɡɦɟɧɟɧɢɹ ɫɬɢɥɹ ɢ ɰɜɟɬɚ ɥɢɧɢɣ, ɰɜɟɬɚ ɢ 

ɭɡɨɪɚ ɡɚɩɨɥɧɟɧɢɹ; 
D ɨɩɪɟɞɟɥɢɬɟ ɝɪɭɩɩɭ ɪɢɫɨɜɚɧɧɵɯ ɨɛɴɟɤɬɨɜ, ɩɟɪɟɦɟɫɬɢɬɟ ɟɟ, 

ɩɨɜɟɪɧɢɬɟ ɢ ɢɡɦɟɧɢɬɟ ɰɜɟɬ; 
D ɨɩɪɨɛɭɣɬɟ ɜɚɪɢɚɧɬɵ ɪɚɫɩɨɥɨɠɟɧɢɹ ɩɟɪɟɤɪɵɜɚɸɳɢɯɫɹ ɨɛɴɟɤɬɨɜ 

ɞɪɭɝ ɨɬɧɨɫɢɬɟɥɶɧɨ ɞɪɭɝɚ. 
3. ȼɤɥɸɱɢɬɟ ɜ ɬɟɤɫɬ ɡɚɝɪɭɠɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɤɚɞɪ ɫ ɤɚɤɢɦ-ɥɢɛɨ 

ɪɢɫɭɧɤɨɦ ɢ ɬɟɤɫɬɨɦ, ɩɟɪɟɦɟɫɬɢɬɟ ɤɚɞɪ, ɭɛɟɞɢɬɟɫɶ ɜ ɢɡɦɟɧɟɧɢɢ 

ɦɟɫɬɨɩɨɥɨɠɟɧɢɹ ɫɢɦɜɨɥɚ ɩɪɢɜɹɡɤɢ ɤɚɞɪɚ ɢ ɨɡɧɚɤɨɦɶɬɟɫɶ ɫ 

ɨɩɰɢɹɦɢ, ɡɚɞɚɜɚɟɦɵɦɢ ɞɥɹ ɤɚɞɪɚ. 
4. ɋɨɡɞɚɣɬɟ ɞɥɹ ɤɚɤɨɝɨ-ɥɢɛɨ ɚɛɡɚɰɚ ɛɭɤɜɢɰɭ. 
5. ɋɨɯɪɚɧɢɬɟ ɫɨɡɞɚɧɧɵɣ ɞɨɤɭɦɟɧɬ ɫɨ ɜɫɟɦɢ ɜɵɩɨɥɧɟɧɧɵɦɢ 

ɡɚɞɚɧɢɹɦɢ. 
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Ʌɚɛɨɪɚɬɨɪɧɚɹ ɪɚɛɨɬɚ № 5 

ɉȺɄȿɌ MS OFFICE: ɋɈɁȾȺɇɂȿ ȾɈɄɍɆȿɇɌɈȼ ɋɅɂəɇɂə, 

ɄɈɊɊȿɋɉɈɇȾȿɇɐɂɂ ɂ ɎɈɊɆ 

ȼ ɌȿɄɋɌɈȼɈɆ ɉɊɈɐȿɋɋɈɊȿ WORD 

ɐɟɥɶ ɪɚɛɨɬɵ: 
 ɨɡɧɚɤɨɦɥɟɧɢɟ ɫ ɫɨɡɞɚɧɢɟɦ ɞɨɤɭɦɟɧɬɨɜ ɫɥɢɹɧɢɹ, ɫɩɨɫɨɛɚɦɢ 

ɫɨɡɞɚɧɢɹ ɤɨɧɜɟɪɬɨɜ ɢ ɧɚɤɥɟɟɤ ɜ ɬɟɤɫɬɨɜɨɦ ɩɪɨɰɟɫɫɨɪɟ Word; 

 ɩɨɥɭɱɟɧɢɟ ɩɪɚɤɬɢɱɟɫɤɢɯ ɧɚɜɵɤɨɜ ɫɨɡɞɚɧɢɹ ɮɨɪɦ. 
 

5.1. ɋɨɡɞɚɧɢɟ ɞɨɤɭɦɟɧɬɨɜ ɫɥɢɹɧɢɹ 

ɋ ɩɨɦɨɳɶɸ ɫɥɢɹɧɢɹ ɞɨɤɭɦɟɧɬɨɜ ɦɨɠɧɨ ɩɟɪɫɨɧɚɥɢɡɢɪɨɜɚɬɶ 

ɫɬɚɧɞɚɪɬɧɵɟ ɩɢɫɶɦɚ, ɩɟɱɚɬɚɬɶ ɚɞɪɟɫɚ ɧɚ ɤɨɧɜɟɪɬɚɯ ɢ ɩɨɱɬɨɜɵɯ ɧɚɤɥɟɣɤɚɯ, 
ɫɨɡɞɚɜɚɬɶ ɸɪɢɞɢɱɟɫɤɢɟ ɞɨɤɭɦɟɧɬɵ ɢ ɩɟɱɚɬɚɬɶ ɫɬɚɧɞɚɪɬɢɡɢɪɨɜɚɧɧɵɟ 

ɤɚɬɚɥɨɝɢ. 
ɉɨɞɝɨɬɨɜɤɚ ɨɞɧɨɬɢɩɧɵɯ ɞɨɤɭɦɟɧɬɨɜ ɥɸɛɨɝɨ ɜɢɞɚ (ɧɚɩɪɢɦɟɪ, 

ɫɬɚɧɞɚɪɬɧɵɯ ɩɢɫɟɦ) ɨɛɵɱɧɨ ɩɪɟɞɩɨɥɚɝɚɟɬ ɫɥɢɹɧɢɟ ɞɜɭɯ ɞɨɤɭɦɟɧɬɨɜ: 
ɨɫɧɨɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɢ ɢɫɬɨɱɧɢɤɚ ɞɚɧɧɵɯ. 

Ɉɫɧɨɜɧɨɣ ɞɨɤɭɦɟɧɬ ɫɨɞɟɪɠɢɬ ɧɟɢɡɦɟɧɹɟɦɭɸ ɱɚɫɬɶ ɩɢɫɶɦɚ: ɬɟɤɫɬ ɢ 

ɞɪɭɝɢɟ ɷɥɟɦɟɧɬɵ, ɤɨɬɨɪɵɟ ɞɨɥɠɧɵ ɛɵɬɶ ɨɞɢɧɚɤɨɜɵ ɜɨ ɜɫɟɯ ɜɟɪɫɢɹɯ 

ɨɞɧɨɬɢɩɧɵɯ ɞɨɤɭɦɟɧɬɨɜ. 
ɂɫɬɨɱɧɢɤ ɞɚɧɧɵɯ ɫɨɞɟɪɠɢɬ ɢɧɮɨɪɦɚɰɢɸ, ɤɨɬɨɪɚɹ ɢɡɦɟɧɹɟɬɫɹ ɨɬ ɩɢɫɶɦɚ 

ɤ ɩɢɫɶɦɭ (ɧɚɩɪɢɦɟɪ, ɢɦɟɧɚ ɢ ɚɞɪɟɫɚ ɤɚɠɞɨɝɨ ɩɨɥɭɱɚɬɟɥɹ). 
ɋɥɢɹɧɢɟ ɷɬɢɯ ɞɜɭɯ ɞɨɤɭɦɟɧɬɨɜ ɩɪɨɢɡɜɨɞɢɬɫɹ ɫ ɩɨɦɨɳɶɸ ɫɩɟɰɢɚɥɶɧɵɯ 

ɢɧɫɬɪɭɤɰɢɣ, ɧɚɡɵɜɚɟɦɵɯ ɩɨɥɹɦɢ ɫɥɢɹɧɢɹ, ɤɨɬɨɪɵɟ ɜɫɬɚɜɥɹɸɬɫɹ ɜ ɨɫɧɨɜɧɨɣ 

ɞɨɤɭɦɟɧɬ. ȼɨ ɜɪɟɦɹ ɫɥɢɹɧɢɹ ɢɫɬɨɱɧɢɤɚ ɞɚɧɧɵɯ ɢ ɨɫɧɨɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɩɨɥɹ 

ɫɥɢɹɧɢɹ ɡɚɦɟɧɹɸɬɫɹ ɫɨɨɬɜɟɬɫɬɜɭɸɳɟɣ ɢɧɮɨɪɦɚɰɢɟɣ ɢɡ ɢɫɬɨɱɧɢɤɚ ɞɚɧɧɵɯ. 
ɉɨ ɭɦɨɥɱɚɧɢɸ ɩɪɢ ɩɨɞɝɨɬɨɜɤɟ ɫɬɚɧɞɚɪɬɧɵɯ ɞɨɤɭɦɟɧɬɨɜ ɢɫɩɨɥɶɡɭɸɬɫɹ 

ɜɫɟ ɡɚɩɢɫɢ ɢɡ ɢɫɬɨɱɧɢɤɚ ɞɚɧɧɵɯ. ɇɨ ɢɦɟɟɬɫɹ ɜɨɡɦɨɠɧɨɫɬɶ ɨɬɛɨɪɚ 

ɨɩɪɟɞɟɥɟɧɧɨɝɨ ɧɚɛɨɪɚ ɡɚɩɢɫɟɣ, ɞɥɹ ɱɟɝɨ ɢɫɩɨɥɶɡɭɸɬɫɹ ɮɢɥɶɬɪɵ, 
ɭɫɬɚɧɚɜɥɢɜɚɸɬɫɹ ɤɪɢ- ɬɟɪɢɢ ɫɨɪɬɢɪɨɜɤɢ ɢ ɪɚɫɲɢɪɟɧɧɵɟ ɩɚɪɚɦɟɬɪɵ. 

Ʉɨɦɚɧɞɚ ɋɥɢɹɧɢɟ (Mail Merge) ɢɡ ɦɟɧɸ ɋɟɪɜɢɫ (Tools) ɜɵɡɵɜɚɟɬ ɨɤɧɨ 

ɋɥɢɹɧɢɟ (Mail Merge Helper), ɩɨɡɜɨɥɹɸɳɟɟ ɜɵɩɨɥɧɢɬɶ ɜɫɟ ɷɬɚɩɵ ɩɨ 

ɫɨɡɞɚɧɢɸ ɞɨɤɭɦɟɧɬɨɜ ɫɥɢɹɧɢɹ: 
1) ɫɨɡɞɚɧɢɟ ɢ ɪɟɞɚɤɬɢɪɨɜɚɧɢɟ ɨɫɧɨɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ (ɤɧɨɩɤɚ ɋɨɡɞɚɬɶ 

(Create)); 

2) ɫɨɡɞɚɧɢɟ  ɢ  ɪɟɞɚɤɬɢɪɨɜɚɧɢɟ  ɢɫɬɨɱɧɢɤɚ  ɞɚɧɧɵɯ  (ɤɧɨɩɤɚ  ɉɨɥɭɱɢɬɶ 

ɞɚɧɧɵɟ (Get Data)); 
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3) ɭɫɬɚɧɨɜɤɚ  ɩɚɪɚɦɟɬɪɨɜ  ɢ  ɩɪɚɜɢɥ  ɫɥɢɹɧɢɹ  ɞɨɤɭɦɟɧɬɨɜ,  ɜɵɩɨɥɧɟɧɢɟ 

ɩɪɨɰɟɫɫɚ ɫɥɢɹɧɢɹ (ɤɧɨɩɤɚ Ɉɛɴɟɞɢɧɢɬɶ (Merge)). 

ɉɪɢ ɫɨɡɞɚɧɢɢ ɨɫɧɨɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɧɟɨɛɯɨɞɢɦɨ ɜɵɛɪɚɬɶ ɬɢɩ 

ɫɨɡɞɚɜɚɟɦɨɝɨ ɞɨɤɭɦɟɧɬɚ: Ⱦɨɤɭɦɟɧɬɵ ɧɚ ɛɥɚɧɤɟ (Form Letters) – 

ɫɬɚɧɞɚɪɬɧɨɟ ɩɢɫɶɦɨ, ɇɚɤɥɟɣɤɢ (Labels) – ɩɨɱɬɨɜɵɟ ɧɚɤɥɟɣɤɢ, Ʉɨɧɜɟɪɬɵ 

(Envelopes) – ɤɨɧɜɟɪɬɵ, Ʉɚɬɚɥɨɝ (Catalog) – ɤɚɬɚɥɨɝɢ, ɫɬɚɧɞɚɪɬɢɡɢɪɨɜɚɧɧɵɟ 

ɫɩɢɫɤɢ, ɨɬɱɟɬɵ ɢ ɩɪ. ȼ ɤɚɱɟɫɬɜɟ ɨɫɧɨɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɦɨɠɧɨ ɢɫɩɨɥɶɡɨɜɚɬɶ 

ɞɨɤɭɦɟɧɬ, ɧɚɯɨɞɹɳɢɣɫɹ ɜ ɚɤɬɢɜɧɨɦ ɨɤɧɟ (ɤɧɨɩɤɚ Ⱥɤɬɢɜɧɨɟ ɨɤɧɨ (Active 

Window)) ɢɥɢ ɧɨɜɵɣ ɞɨɤɭɦɟɧɬ (ɤɧɨɩɤɚ ɋɨɡɞɚɬɶ ɨɫɧɨɜɧɨɣ ɞɨɤɭɦɟɧɬ (New 

Main Document)). 

ɉɨɫɥɟ ɨɩɪɟɞɟɥɟɧɢɹ ɞɨɤɭɦɟɧɬɚ ɤɚɤ ɨɫɧɨɜɧɨɝɨ ɩɨɹɜɥɹɟɬɫɹ ɩɚɧɟɥɶ 

ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɥɢɹɧɢɟ (Mail Merge), ɩɨɡɜɨɥɹɸɳɚɹ ɪɚɛɨɬɚɬɶ ɫ ɞɨɤɭɦɟɧɬɚɦɢ 

ɫɥɢɹɧɢɹ. Ʉɧɨɩɤɚ Ⱦɢɚɥɨɝɨɜɨɟ ɨɤɧɨ "ɋɥɢɹɧɢɟ" (Mail Merge Helper) 

ɩɨɡɜɨɥɹɟɬ ɜɵɡɜɚɬɶ ɨɤɧɨ ɋɥɢɹɧɢɟ (Mail Merge Helper). 

ɉɟɪɜɵɦ ɷɬɚɩɨɦ ɫɨɡɞɚɧɢɹ ɨɫɧɨɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɹɜɥɹɟɬɫɹ ɫɨɡɞɚɧɢɟ ɟɝɨ 

ɧɟɢɡɦɟɧɹɟɦɨɣ ɱɚɫɬɢ. ɂɡɦɟɧɹɟɦɵɟ ɞɚɧɧɵɟ, ɤɨɬɨɪɵɟ ɜ ɞɚɥɶɧɟɣɲɟɦ ɛɭɞɭɬ 

ɜɫɬɚɜɥɹɬɶɫɹ ɢɡ ɢɫɬɨɱɧɢɤɚ ɞɚɧɧɵɯ, ɩɪɨɫɬɨ ɩɪɨɩɭɫɤɚɸɬɫɹ. ɉɨɫɥɟ ɬɨɝɨ ɤɚɤ 

ɛɭɞɟɬ ɫɨɡɞɚɧ ɢɫɬɨɱɧɢɤ ɞɚɧɧɵɯ, ɜ ɨɫɧɨɜɧɨɣ ɞɨɤɭɦɟɧɬ ɫ ɩɨɦɨɳɶɸ ɤɧɨɩɤɢ 

Ⱦɨɛɚɜɢɬɶ ɩɨɥɟ ɫɥɢɹɧɢɹ (Insert Merge Field) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɥɢɹɧɢɟ 

(Mail Merge) ɜɫɬɚɜɥɹɸɬɫɹ ɩɨɥɹ ɫɥɢɹɧɢɹ, ɫɨɞɟɪɠɚɳɢɟ ɢɡɦɟɧɹɟɦɵɟ ɞɚɧɧɵɟ. 
ɂɫɬɨɱɧɢɤ ɞɚɧɧɵɯ ɫɥɢɹɧɢɹ ɫɨɫɬɨɢɬ ɢɡ ɡɚɩɢɫɟɣ (ɫɬɪɨɱɟɤ ɫ ɞɚɧɧɵɦɢ). 

ɉɟɪɜɚɹ ɫɬɪɨɤɚ ɧɚɡɵɜɚɟɬɫɹ ɫɬɪɨɤɨɣ ɡɚɝɨɥɨɜɤɚ ɢ ɨɩɪɟɞɟɥɹɟɬ ɢɦɟɧɚ ɢ ɩɨɪɹɞɨɤ 

ɫɥɟɞɨɜɚɧɢɹ ɩɨɥɟɣ ɫɥɢɹɧɢɹ ɜ ɢɫɬɨɱɧɢɤɟ ɞɚɧɧɵɯ. ɂɦɹ ɩɨɥɹ ɧɟ ɞɨɥɠɧɨ ɛɵɬɶ 

ɞɥɢɧɧɟɟ 40 ɫɢɦɜɨɥɨɜ ɢ ɞɨɥɠɧɨ ɧɚɱɢɧɚɬɶɫɹ ɫ ɛɭɤɜɵ, ɧɨ ɛɟɡ ɩɪɨɛɟɥɨɜ. 
ȼ ɤɚɱɟɫɬɜɟ ɢɫɬɨɱɧɢɤɚ ɞɚɧɧɵɯ ɦɨɠɧɨ ɢɫɩɨɥɶɡɨɜɚɬɶ ɫɭɳɟɫɬɜɭɸɳɢɟ 

ɛɚɡɵ ɞɚɧɧɵɯ, ɷɥɟɤɬɪɨɧɧɵɟ ɬɚɛɥɢɰɵ Microsoft Excel ɢ ɩɪɨɱɢɟ 

ɤɨɦɩɨɧɟɧɬɵ. ɉɪɢ ɢɫɩɨɥɶɡɨɜɚɧɢɢ ɞɚɧɧɵɯ ɢɡ ɞɪɭɝɢɯ ɢɫɬɨɱɧɢɤɨɜ ɫɩɨɫɨɛ 

ɩɪɟɨɛɪɚɡɨɜɚɧɢɹ ɮɨɪɦɚɬɚ ɮɚɣɥɚ, ɫɨɞɟɪɠɚɳɟɝɨ ɷɬɢ ɞɚɧɧɵɟ, ɜɵɛɢɪɚɟɬɫɹ 

ɚɜɬɨɦɚɬɢɱɟɫɤɢ. 
Ʉɧɨɩɤɚ ɉɨɥɭɱɢɬɶ ɞɚɧɧɵɟ (Get Data) ɨɤɧɚ ɋɥɢɹɧɢɟ (Mail Merge) ɢɡ 

ɦɟɧɸ ɋɟɪɜɢɫ (Tools) ɩɨɡɜɨɥɹɟɬ ɫɨɡɞɚɬɶ ɢɫɬɨɱɧɢɤ ɞɚɧɧɵɯ (ɋɨɡɞɚɬɶ 

ɢɫɬɨɱɧɢɤ ɞɚɧɧɵɯ (Create Data Source)) ɢ ɩɪɟɞɨɫɬɚɜɥɹɟɬ ɫɩɢɫɨɤ 

ɤɚɬɟɝɨɪɢɣ ɢɧ- ɮɨɪɦɚɰɢɢ, ɧɚɢɛɨɥɟɟ ɱɚɫɬɨ ɢɫɩɨɥɶɡɭɟɦɨɣ ɜ ɬɢɩɨɜɵɯ 

ɞɨɤɭɦɟɧɬɚɯ (ɫɩɢɫɨɤ ɉɨɥɹ ɜ ɫɬɪɨɤɟ ɡɚɝɨɥɨɜɤɚ (Field Names in Header Row)). 

ɉɪɟɞɥɚɝɚɟɦɵɟ ɤɚɬɟɝɨɪɢɢ ɢɧɮɨɪɦɚɰɢɢ ɦɨɠɧɨ ɜɵɛɪɚɬɶ ɜ ɤɚɱɟɫɬɜɟ ɢɦɟɧ 

ɩɨɥɟɣ ɫɥɢɹɧɢɹ. ɉɪɢ ɷɬɨɦ ɩɪɟɞɨɫɬɚɜɥɹɟɬɫɹ ɜɨɡɦɨɠɧɨɫɬɶ ɭɞɚɥɢɬɶ ɥɸɛɨɟ ɢɡ 

ɷɬɢɯ ɩɨɥɟɣ (ɤɧɨɩɤɚ ɍɞɚɥɢɬɶ ɩɨɥɟ (Remove Field Name)), ɪɚɫɲɢɪɢɬɶ 

ɫɩɢɫɨɤ ɩɨɥɟɣ (ɜɜɨɞ ɢɦɟɧɢ ɩɨɥɹ ɢ ɤɧɨɩɤɚ Ⱦɨɛɚɜɢɬɶ ɩɨɥɟ (Add Field 
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Name)), ɢɡɦɟɧɢɬɶ ɩɨɪɹɞɨɤ ɫɥɟɞɨɜɚɧɢɹ ɩɨɥɟɣ (ɤɧɨɩɤɢ ɉɟɪɟɦɟɫɬɢɬɶ ɜɜɟɪɯ 

(Move Up) ɢ ɉɟɪɟɦɟɫɬɢɬɶ ɜɧɢɡ (Move Down)). ɂɫɬɨɱɧɢɤ ɞɚɧɧɵɯ ɞɨɥɠɟɧ 

ɛɵɬɶ ɫɨɯɪɚɧɟɧ ɤɚɤ ɨɬɞɟɥɶɧɵɣ ɮɚɣɥ. 
ȼɧɨɜɶ ɫɨɡɞɚɧɧɵɣ ɢɫɬɨɱɧɢɤ ɞɚɧɧɵɯ ɟɳɟ ɧɟ ɫɨɞɟɪɠɢɬ ɡɚɩɢɫɟɣ. ɉɨɷɬɨɦɭ 

ɩɨɫɥɟ ɨɩɪɟɞɟɥɟɧɢɹ ɢɦɟɧ ɩɨɥɟɣ ɫɥɢɹɧɢɹ ɧɚɞɨ ɞɨɛɚɜɢɬɶ ɡɚɩɢɫɢ ɞɚɧɧɵɯ ɤ 

ɢɫɬɨɱɧɢɤɭ ɞɚɧɧɵɯ (ɤɧɨɩɤɚ ɉɪɚɜɤɚ ɢɫɬɨɱɧɢɤɚ ɞɚɧɧɵɯ (Edit Data Source) 

ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɥɢɹɧɢɟ (Mail Merge)). ȿɫɥɢ ɢɫɬɨɱɧɢɤ ɞɚɧɧɵɯ ɭɠɟ 

ɫɨɞɟɪɠɢɬ ɡɚɩɢɫɢ, ɬɨ ɧɚɞɨ ɞɨɛɚɜɢɬɶ ɩɨɥɹ ɫɥɢɹɧɢɹ ɤ ɨɫɧɨɜɧɨɦɭ ɞɨɤɭɦɟɧɬɭ 

(ɤɧɨɩɤɚ ɉɪɚɜɤɚ ɨɫɧɨɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ (Edit Main Document)). Ȼɵɫɬɪɨ 

ɩɟɪɟɣɬɢ ɢɡ ɨɫɧɨɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɜ ɪɟɠɢɦ ɞɨɛɚɜɥɟɧɢɹ ɡɚɩɢɫɟɣ ɤ ɢɫɬɨɱɧɢɤɭ 

ɞɚɧɧɵɯ ɦɨɠɧɨ ɫ ɩɨɦɨɳɶɸ ɤɧɨɩɤɢ ɉɪɚɜɤɚ ɢɫɬɨɱɧɢɤɚ ɞɚɧɧɵɯ (Edit Data 

Source). 

ȼ ɪɟɠɢɦɟ ɞɨɛɚɜɥɟɧɢɹ ɡɚɩɢɫɟɣ ɤ ɢɫɬɨɱɧɢɤɭ ɞɚɧɧɵɯ ɩɨ ɤɧɨɩɤɟ ɂɫɬɨɱɧɢɤ 

(View Source) ɮɚɣɥ ɫ ɢɫɬɨɱɧɢɤɨɦ ɞɚɧɧɵɯ ɡɚɝɪɭɠɚɟɬɫɹ ɜ ɨɬɞɟɥɶɧɨɟ ɨɤɧɨ 

ɞɨɤɭɦɟɧɬɚ ɢ ɜ ɧɟɦ ɩɨɹɜɥɹɟɬɫɹ ɩɚɧɟɥɶ ɢɧɫɬɪɭɦɟɧɬɨɜ Ȼɚɡɚ ɞɚɧɧɵɯ 

(Database), ɤɨɬɨɪɚɹ ɩɪɟɞɫɬɚɜɥɹɟɬ ɢɫɬɨɱɧɢɤ ɞɚɧɧɵɯ ɜ ɜɢɞɟ ɬɚɛɥɢɰɵ ɢ 

ɩɨɡɜɨɥɹɟɬ ɛɵɫɬɪɨ ɭɞɚɥɹɬɶ, ɞɨɛɚɜɥɹɬɶ, ɫɨɪɬɢɪɨɜɚɬɶ ɡɚɩɢɫɢ ɢ ɢɡɦɟɧɹɬɶ 

ɫɬɪɭɤɬɭɪɭ ɞɚɧɧɵɯ ɫ ɩɨɦɨɳɶɸ ɫɥɟɞɭɸɳɢɯ ɤɧɨɩɨɤ: 
D Ɏɨɪɦɚ ɞɚɧɧɵɯ (Data Form) – ɩɪɨɫɦɨɬɪ ɢɫɬɨɱɧɢɤɚ ɞɚɧɧɵɯ ɡɚɩɢɫɶ ɡɚ 

ɡɚɩɢɫɶɸ; 
D ɍɩɪɚɜɥɟɧɢɟ ɩɨɥɹɦɢ (Manager Fields)  – ɞɨɛɚɜɥɟɧɢɟ, 

ɩɟɪɟɢɦɟɧɨɜɚɧɢɟ ɢ ɭɞɚɥɟɧɢɟ ɩɨɥɟɣ ɞɚɧɧɵɯ ɜ ɢɫɬɨɱɧɢɤɟ ɞɚɧɧɵɯ, 
ɢɥɢ ɢɡɦɟɧɟɧɢɟ ɫɬɪɭɤɬɭɪɵ ɞɚɧɧɵɯ; 

D Ⱦɨɛɚɜɢɬɶ ɡɚɩɢɫɶ (Add New  Record),  ɍɞɚɥɢɬɶ  ɡɚɩɢɫɶ  (Delete 

Record) – ɞɨɛɚɜɥɟɧɢɟ ɢ ɭɞɚɥɟɧɢɟ ɡɚɩɢɫɟɣ ɜ ɢɫɬɨɱɧɢɤɟ ɞɚɧɧɵɯ; 
D ɋɨɪɬɢɪɨɜɚɬɶ ɩɨ ɜɨɡɪɚɫɬɚɧɢɸ (Sort Ascending), ɋɨɪɬɢɪɨɜɚɬɶ ɩɨ 

ɭɛɵɜɚɧɢɸ (Sort Descending) – ɜɚɪɢɚɧɬɵ ɫɨɪɬɢɪɨɜɤɢ ɡɚɩɢɫɟɣ ɜ 

ɢɫɬɨɱɧɢɤɟ ɞɚɧɧɵɯ; 
D Ⱦɨɛɚɜɢɬɶ ɛɚɡɭ ɞɚɧɧɵɯ (Insert Database) – ɜɫɬɚɜɤɚ ɬɚɛɥɢɰɵ, 

ɫɮɨɪɦɢɪɨɜɚɧɧɨɣ ɢɡ ɛɚɡɵ ɞɚɧɧɵɯ ɢɥɢ ɞɪɭɝɨɝɨ ɢɫɬɨɱɧɢɤɚ ɢɧɮɨɪɦɚɰɢɢ; 
D Ɉɛɧɨɜɢɬɶ ɩɨɥɟ (Update Fields) – ɨɛɧɨɜɥɟɧɢɟ ɩɨɥɟɣ Word, ɟɫɥɢ 

ɬɚɤɨɜɵɟ ɫɨɞɟɪɠɚɬɫɹ ɜ ɡɚɩɢɫɹɯ; 
D ɇɚɣɬɢ ɡɚɩɢɫɶ (Find Record) – ɩɨɢɫɤ ɡɚɩɢɫɢ, ɫɨɞɟɪɠɚɳɟɣ 

ɨɩɪɟɞɟɥɟɧɧɭɸ ɢɧɮɨɪɦɚɰɢɸ; 
D Ɉɫɧɨɜɧɨɣ ɞɨɤɭɦɟɧɬ ɫɥɢɹɧɢɹ (Mail Merge Main Document) – 

ɩɟɪɟɤɥɸɱɟɧɢɟ ɜ ɨɤɧɨ ɨɫɧɨɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ. 
ɉɚɧɟɥɶ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɥɢɹɧɢɟ (Mail Merge) ɩɨɡɜɨɥɹɟɬ ɩɪɨɫɦɨɬɪɟɬɶ 

ɩɨɥɭɱɢɜɲɭɸɫɹ ɫɟɪɢɸ ɨɞɧɨɬɢɩɧɵɯ ɞɨɤɭɦɟɧɬɨɜ ɧɚ ɷɤɪɚɧɟ: 



 

46  

D ɤɧɨɩɤɚ Ɉɛɴɟɞɢɧɢɬɶ (ɇɚɱɚɬɶ ɫɥɢɹɧɢɟ) (View Merged Data) – ɧɚ 

ɦɟɫɬɨ ɩɨɥɟɣ ɫɥɢɹɧɢɹ ɜɫɬɚɜɥɹɟɬɫɹ ɢɧɮɨɪɦɚɰɢɹ ɢɡ ɩɟɪɜɨɣ ɡɚɩɢɫɢ 

ɢɫɬɨɱɧɢɤɚ ɞɚɧɧɵɯ; 
D ɫɬɪɟɥɤɢ ɢ ɩɨɥɟ ɇɚɣɬɢ ɡɚɩɢɫɶ (Go to Record) – ɧɚ ɦɟɫɬɨ ɩɨɥɟɣ ɫɥɢɹɧɢɹ 

ɜɫɬɚɜɥɹɟɬɫɹ ɢɧɮɨɪɦɚɰɢɹ ɢɡ ɭɤɚɡɚɧɧɨɣ ɡɚɩɢɫɢ ɢɫɬɨɱɧɢɤɚ ɞɚɧɧɵɯ. 
ȿɫɥɢ ɢɫɬɨɱɧɢɤ ɞɚɧɧɵɯ ɩɪɢɧɚɞɥɟɠɢɬ ɞɪɭɝɨɦɭ ɩɪɢɥɨɠɟɧɢɸ (ɧɚɩɪɢɦɟɪ, 

Microsoft Access ɢɥɢ Microsoft Excel), ɬɨ ɞɥɹ ɩɪɨɫɦɨɬɪɚ ɢ ɪɟɞɚɤɬɢɪɨɜɚɧɢɹ 

ɡɚɩɢɫɟɣ ɞɚɧɧɵɯ ɛɭɞɟɬ ɡɚɩɭɳɟɧɨ ɷɬɨ ɩɪɢɥɨɠɟɧɢɟ. 
Ⱦɥɹ ɫɥɢɹɧɢɹ ɨɫɧɨɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɫ ɢɫɬɨɱɧɢɤɨɦ ɞɚɧɧɵɯ ɦɨɠɧɨ 

ɢɫɩɨɥɶɡɨɜɚɬɶ ɫɥɟɞɭɸɳɢɟ ɤɧɨɩɤɢ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɥɢɹɧɢɟ (Mail 

Merge): 

D ɋɥɢɹɧɢɟ ɜ ɧɨɜɵɣ ɞɨɤɭɦɟɧɬ (Merge to New Document) – ɩɨɦɟɳɟɧɢɟ 

ɪɟɡɭɥɶɬɚɬɚ ɫɥɢɹɧɢɹ ɜ ɨɞɢɧ ɧɨɜɵɣ ɞɨɤɭɦɟɧɬ; 
D ɋɥɢɹɧɢɟ ɩɪɢ ɩɟɱɚɬɢ (Merge to Printer) – ɜɵɜɨɞ ɪɟɡɭɥɶɬɚɬɚ ɫɥɢɹɧɢɹ 

ɧɚ ɩɟɱɚɬɶ; 
D Ɉɛɴɟɞɢɧɢɬɶ (ɇɚɱɚɬɶ ɫɥɢɹɧɢɟ) (Mail Merge) – ɫɥɢɹɧɢɟ ɩɪɢ 

ɨɩɪɟɞɟɥɟɧɢɢ ɧɨɦɟɪɨɜ ɡɚɩɢɫɟɣ ɞɥɹ ɫɥɢɹɧɢɹ, ɤɪɢɬɟɪɢɟɜ ɨɬɛɨɪɚ 

ɡɚɩɢɫɟɣ ɢ ɩɨ- ɪɹɞɤɚ ɫɨɪɬɢɪɨɜɤɢ ɡɚɩɢɫɟɣ ɜ ɢɫɬɨɱɧɢɤɟ ɞɚɧɧɵɯ. 
Ⱦɨɩɨɥɧɢɬɟɥɶɧɨ ɩɚɧɟɥɶ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɥɢɹɧɢɟ (Mail Merge) ɢɦɟɟɬ 

ɫɥɟɞɭɸɳɢɟ ɤɧɨɩɤɢ: 
D Ⱦɨɛɚɜɢɬɶ ɩɨɥɟ Word (Insert Word Field) – ɜɫɬɚɜɤɚ ɩɨɥɟɣ Word, 

ɩɨɡɜɨɥɹɸɳɢɯ ɜɜɨɞɢɬɶ ɜ ɨɫɧɨɜɧɨɣ ɞɨɤɭɦɟɧɬ ɩɟɪɟɦɟɧɧɭɸ ɱɚɫɬɶ 

ɢɧɮɨɪɦɚɰɢɢ, ɧɟ ɫɨɞɟɪɠɚɳɭɸɫɹ ɜ ɢɫɬɨɱɧɢɤɟ ɞɚɧɧɵɯ, ɢɥɢ 

ɢɧɮɨɪɦɚɰɢɸ, ɡɚ- ɜɢɫɹɳɭɸ ɨɬ ɪɟɡɭɥɶɬɚɬɚ ɫɪɚɜɧɟɧɢɹ ɞɜɭɯ ɜɟɥɢɱɢɧ, 
ɢɥɢ ɬɟɤɭɳɢɣ ɧɨɦɟɪ ɡɚɩɢɫɢ, ɬɟɤɭɳɭɸ ɜɟɪɫɢɸ ɞɨɤɭɦɟɧɬɚ ɢ ɩɪɨɱɢɟ 

ɩɚɪɚɦɟɬɪɵ; 
D ɇɚɣɬɢ ɡɚɩɢɫɶ (Find Record) – ɩɨɢɫɤ ɡɚɩɢɫɢ, ɫɨɞɟɪɠɚɳɟɣ 

ɨɩɪɟɞɟɥɟɧɧɭɸ ɢɧɮɨɪɦɚɰɢɸ; 
D ɉɨɢɫɤ ɨɲɢɛɨɤ (Check for Errors) – ɡɚɞɚɧɢɟ ɫɩɨɫɨɛɚ ɜɵɞɚɱɢ 

ɢɧɮɨɪɦɚɰɢɢ ɨɛ ɨɲɢɛɤɚɯ (ɧɚɩɪɢɦɟɪ, ɨɛ ɨɲɢɛɤɚɯ ɜ ɪɚɫɩɨɥɨɠɟɧɢɢ 

ɩɨɥɟɣ ɫɥɢɹɧɢɹ) ɩɪɢ ɩɪɨɜɟɪɤɟ ɫɥɢɹɧɢɹ ɨɫɧɨɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɫ 

ɢɫɬɨɱɧɢɤɨɦ ɞɚɧɧɵɯ: 
• ɢɦɢɬɢɪɨɜɚɬɶ ɫɥɢɹɧɢɟ ɢ ɩɨɦɟɫɬɢɬɶ ɫɨɨɛɳɟɧɢɟ ɨɛ ɨɲɢɛɤɚɯ ɜ ɧɨɜɵɣ 

ɞɨɤɭɦɟɧɬ; 

• ɜɵɩɨɥɧɢɬɶ ɫɥɢɹɧɢɟ, ɨɫɬɚɧɚɜɥɢɜɚɹɫɶ ɢ ɫɨɨɛɳɚɹ ɨɛ ɨɲɢɛɤɚɯ ɩɨ ɦɟɪɟ 

ɢɯ ɨɛɧɚɪɭɠɟɧɢɹ; 
• ɜɵɩɨɥɧɢɬɶ  ɫɥɢɹɧɢɟ  ɛɟɡ  ɨɫɬɚɧɨɜɨɤ  ɢ  ɩɨɦɟɫɬɢɬɶ  ɫɨɨɛɳɟɧɢɹ  ɨɛ 

ɨɲɢɛɤɚɯ ɜ ɧɨɜɵɣ ɞɨɤɭɦɟɧɬ. 
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5.2. ɋɨɡɞɚɧɢɟ ɤɨɧɜɟɪɬɨɜ ɢ ɧɚɤɥɟɟɤ 

Ʉɨɦɚɧɞɚ Ʉɨɧɜɟɪɬɵ ɢ ɧɚɤɥɟɣɤɢ (Envelopes and Labels) ɢɡ ɦɟɧɸ 

ɋɟɪɜɢɫ (Tools) ɩɨɡɜɨɥɹɟɬ ɫɨɡɞɚɬɶ ɢ ɧɚɩɟɱɚɬɚɬɶ ɤɨɧɜɟɪɬ, ɩɨɱɬɨɜɭɸ ɧɚɤɥɟɣɤɭ 

ɢɥɢ ɥɢɫɬ ɩɨɱɬɨɜɵɯ ɧɚɤɥɟɟɤ ɫ ɨɞɧɢɦ ɢ ɬɟɦ ɠɟ ɢɦɟɧɟɦ ɢ ɚɞɪɟɫɨɦ. 
ȼɤɥɚɞɤɚ Ʉɨɧɜɟɪɬɵ (Envelopes) ɩɨɡɜɨɥɹɟɬ ɫɨɡɞɚɬɶ ɨɞɢɧ ɤɨɧɜɟɪɬ ɫ ɩɨɥɹɦɢ 

Ⱥɞɪɟɫ  ɩɨɥɭɱɚɬɟɥɹ  (Delivery  Address)  ɢ  Ɉɛɪɚɬɧɵɣ  ɚɞɪɟɫ  (Return  Address). 

ȿɫɥɢ ɨɛɪɚɬɧɵɣ ɚɞɪɟɫ ɩɟɱɚɬɚɬɶ ɧɟ ɧɚɞɨ, ɬɨ ɧɟɨɛɯɨɞɢɦɨ ɜɵɛɪɚɬɶ ɮɥɚɠɨɤ ɇɟ 

ɩɟɱɚɬɚɬɶ (Omit). ɑɬɨɛɵ ɜɵɛɪɚɬɶ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ ɚɞɪɟɫɨɜ, ɪɚɡɦɟɪ ɤɨɧɜɟɪɬɚ, 
ɫɩɨɫɨɛ ɩɨɞɚɱɢ  ɤɨɧɜɟɪɬɨɜ  ɢ  ɞɪɭɝɢɟ  ɩɚɪɚɦɟɬɪɵ,  ɧɚɞɨ  ɧɚɠɚɬɶ  ɤɧɨɩɤɭ  

ɉɚɪɚɦɟɬɪɵ (Options). Ʉɧɨɩɤɚ ɉɟɱɚɬɶ (Print) ɩɨɡɜɨɥɹɟɬ ɧɚɩɟɱɚɬɚɬɶ ɤɨɧɜɟɪɬ 

ɧɟɩɨɫɪɟɞɫɬɜɟɧɧɨ ɧɚ ɩɪɢɧɬɟɪɟ. Ʉɧɨɩɤɚ Ⱦɨɛɚɜɢɬɶ (Add to Document) ɩɨɡɜɨɥɹɟɬ ɜ 

ɧɚɱɚɥɨ ɚɤɬɢɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɜɤɥɸɱɢɬɶ ɪɚɡɞɟɥ, ɫɨɞɟɪɠɚɳɢɣ ɚɞɪɟɫ ɩɨɥɭɱɚɬɟɥɹ 

ɢ ɨɛɪɚɬɧɵɣ ɚɞɪɟɫ, ɱɬɨɛɵ ɦɨɠɧɨ ɛɵɥɨ ɧɚɩɟɱɚɬɚɬɶ ɤɨɧɜɟɪɬ ɜɦɟɫɬɟ ɫ ɫɚɦɢɦ 

ɞɨɤɭɦɟɧɬɨɦ. Эɬɨɬ ɪɚɡɞɟɥ ɮɨɪɦɚɬɢɪɭɟɬɫɹ ɜ ɜɢɞɟ ɤɨɧɜɟɪɬɚ. ɉɪɟɞɥɚɝɚɟɦɵɣ ɜ 

ɷɬɨɦ ɪɟɠɢɦɟ ɨɛɪɚɬɧɵɣ ɚɞɪɟɫ ɫɨɨɬɜɟɬɫɬɜɭɟɬ ɩɨɱɬɨɜɨɦɭ ɚɞɪɟɫɭ ɩɨ ɭɦɨɥɱɚɧɢɸ, 
ɤɨɬɨɪɵɣ ɡɚɞɚɟɬɫɹ ɜɨ ɜɤɥɚɞɤɟ ɉɨɥɶɡɨɜɚɬɟɥɶ (User Info) ɤɨɦɚɧɞɵ ɉɚɪɚɦɟɬɪɵ 

(Options) ɢɡ ɦɟɧɸ ɋɟɪɜɢɫ (Tools). ȼɤɥɚɞɤɚ ɇɚɤɥɟɣɤɢ (Labels) ɩɨɡɜɨɥɹɟɬ 

ɫɨɡɞɚɬɶ ɨɞɧɭ ɧɚɤɥɟɣɤɭ ɢɥɢ ɥɢɫɬ ɨɞɢɧɚɤɨɜɵɯ ɧɚɤɥɟɟɤ ɫ ɚɞɪɟɫɨɦ ɩɨɥɭɱɚɬɟɥɹ  

ɢɥɢ ɫ ɨɛɪɚɬɧɵɦ ɚɞɪɟɫɨɦ. ȿɫɥɢ ɧɟ ɜɵɛɪɚɧ  ɮɥɚɠɨɤ  Ɉɛɪɚɬɧɵɣ  ɚɞɪɟɫ  (Use  

Return  Address),  ɬɨ  ɜ  ɩɨɥɟ  Ⱥɞɪɟɫ (Address) ɫɨɞɟɪɠɢɬɫɹ ɚɞɪɟɫ ɩɨɥɭɱɚɬɟɥɹ, 
ɜ ɩɪɨɬɢɜɧɨɦ ɫɥɭɱɚɟ – ɨɛɪɚɬɧɵɣ ɚɞɪɟɫ. Ɉɩɰɢɹ ɋɬɪɚɧɢɰɚ ɫ ɨɞɢɧɚɤɨɜɵɦɢ 

ɧɚɤɥɟɣɤɚɦɢ (Full Page of the Same Label) ɩɨɡɜɨɥɹɟɬ  ɡɚɩɨɥɧɢɬɶ  

ɨɞɢɧɚɤɨɜɵɦɢ  ɧɚɤɥɟɣɤɚɦɢ  ɰɟɥɭɸ  ɫɬɪɚɧɢɰɭ.  Ɉɩɰɢɹ  Ɉɬɞɟɥɶɧɚɹ ɧɚɤɥɟɣɤɚ 

(Single Label) ɫɨɡɞɚɟɬ ɨɞɧɭ ɧɚɤɥɟɣɤɭ ɫ ɭɤɚɡɚɧɢɟɦ ɟɟ ɩɨɥɨ- ɠɟɧɢɹ ɧɚ ɥɢɫɬɟ 

ɧɚɤɥɟɟɤ. ɇɚɤɥɟɣɤɚ ɢɥɢ ɫɬɪɚɧɢɰɚ ɧɚɤɥɟɟɤ ɫɨɯɪɚɧɹɸɬɫɹ ɜ ɜɢɞɟ ɬɚɛɥɢɰɵ ɜ 

ɞɨɤɭɦɟɧɬɟ Word. ɉɚɪɚɦɟɬɪɵ ɧɚɤɥɟɟɤ (ɬɢɩ ɧɚɤɥɟɣɤɢ, ɜɵɫɨɬɚ ɢ ɲɢɪɢɧɚ ɤɚɠɞɨɣ 

ɧɚɤɥɟɣɤɢ, ɪɚɡɦɟɪɵ ɫɬɪɚɧɢɰɵ ɫ ɧɚɤɥɟɣɤɚɦɢ), ɚ ɬɚɤɠɟ ɢɧɮɨɪɦɚɰɢɹ ɨɛ 

ɢɫɩɨɥɶɡɭɟɦɨɦ ɩɪɢɧɬɟɪɟ ɦɨɝɭɬ ɤɨɪɪɟɤɬɢɪɨɜɚɬɶɫɹ ɩɨ ɤɧɨɩɤɟ ɉɚɪɚɦɟɬɪɵ 

(Options). ɑɬɨɛɵ ɫɨɡɞɚɬɶ ɧɟ ɨɞɢɧ, ɚ ɫɪɚɡɭ ɧɟɫɤɨɥɶɤɨ ɤɨɧɜɟɪɬɨɜ ɫ ɪɚɡɥɢɱɧɵɦɢ 

ɚɞɪɟɫɚɦɢ, ɧɚɞɨ ɢɫɩɨɥɶɡɨɜɚɬɶ ɦɟɯɚɧɢɡɦ ɫɥɢɹɧɢɹ ɞɨɤɭɦɟɧɬɨɜ (ɤɨɦɚɧɞɚ 

ɋɥɢɹɧɢɟ (Mail Merge) ɢɡ ɦɟɧɸ ɋɟɪɜɢɫ (Tools)). Ⱦɥɹ ɷɬɨɝɨ ɮɨɪɦɢɪɭɟɬɫɹ 

ɢɫɬɨɱɧɢɤ ɞɚɧɧɵɯ ɫ ɚɞɪɟɫɧɨɣ ɢɧɮɨɪɦɚɰɢɟɣ, ɚ ɜ ɨɫɧɨɜɧɨɣ ɞɨɤɭɦɟɧɬ, 
ɤɨɬɨɪɵɣ ɞɨɥɠɟɧ ɛɵɬɶ ɨɩɪɟɞɟɥɟɧ ɤɚɤ Ʉɨɧɜɟɪɬɵ (Envelopes), ɜɫɬɚɜɥɹɸɬɫɹ 

ɩɨɥɹ ɫɥɢɹɧɢɹ. 
Ⱥɧɚɥɨɝɢɱɧɵɦ ɨɛɪɚɡɨɦ ɫ ɩɨɦɨɳɶɸ ɦɟɯɚɧɢɡɦɚ ɫɥɢɹɧɢɹ ɞɨɤɭɦɟɧɬɨɜ 

ɦɨɠɧɨ ɫɨɡɞɚɬɶ ɧɟ ɨɞɧɭ ɧɚɤɥɟɣɤɭ ɢɥɢ ɫɬɪɚɧɢɰɭ ɫ ɨɞɢɧɚɤɨɜɵɦɢ ɧɚɤɥɟɣɤɚɦɢ, ɚ 

ɫɪɚɡɭ ɧɟɫɤɨɥɶɤɨ ɧɚɤɥɟɟɤ ɫ ɪɚɡɥɢɱɧɵɦɢ ɚɞɪɟɫɚɦɢ. 
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5.3. ɋɨɡɞɚɧɢɟ ɮɨɪɦ 

Word ɩɨɡɜɨɥɹɟɬ ɫɨɡɞɚɜɚɬɶ ɮɨɪɦɵ ɞɜɭɯ ɬɢɩɨɜ: 
D ɨɩɟɪɚɬɢɜɧɵɟ ɮɨɪɦɵ, ɡɚɩɨɥɧɹɟɦɵɟ ɩɨɥɶɡɨɜɚɬɟɥɟɦ ɧɟɩɨɫɪɟɞɫɬɜɟɧɧɨ ɜ 

ɞɨɤɭɦɟɧɬɟ; 
D ɮɨɪɦɵ, ɤɨɬɨɪɵɟ ɫɧɚɱɚɥɚ ɜɵɜɨɞɹɬɫɹ ɧɚ ɩɟɱɚɬɶ, ɚ ɩɨɬɨɦ ɡɚɩɨɥɧɹɸɬɫɹ 

ɜɪɭɱɧɭɸ. 
ɉɪɢ ɫɨɡɞɚɧɢɢ ɨɩɟɪɚɬɢɜɧɨɣ ɮɨɪɦɵ ɦɨɠɧɨ ɨɩɪɟɞɟɥɹɬɶ ɡɚɳɢɳɟɧɧɵɟ ɨɬ 

ɜɜɨɞɚ ɨɛɥɚɫɬɢ ɢ ɪɚɡɪɟɲɚɬɶ ɜɜɨɞ ɬɨɥɶɤɨ ɜ ɨɩɪɟɞɟɥɟɧɧɵɟ ɩɨɥɹ ɮɨɪɦɵ. Word 

ɩɨɡɜɨɥɹɟɬ ɫɨɡɞɚɜɚɬɶ ɬɟɤɫɬɨɜɵɟ ɩɨɥɹ, ɧɟɡɚɜɢɫɢɦɵɟ ɩɟɪɟɤɥɸɱɚɬɟɥɢ (ɮɥɚɠɤɢ) ɢ 

ɫɩɢɫɤɢ. 
Ⱦɥɹ ɫɨɡɞɚɧɢɹ ɮɨɪɦ ɢɫɩɨɥɶɡɭɟɬɫɹ ɩɚɧɟɥɶ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɏɨɪɦɵ (Forms), 

ɤɨɬɨɪɚɹ ɢɦɟɟɬ ɤɧɨɩɤɢ Ɍɟɤɫɬɨɜɨɟ ɩɨɥɟ (Text Form Field), Ɏɥɚɠɨɤ (Check 

Box Form Field) ɢ ɉɨɥɟ ɫɨ ɫɩɢɫɤɨɦ (Drop-Down Form Field), 

ɩɪɟɞɧɚɡɧɚɱɟɧɧɵɟ ɞɥɹ ɫɨɡɞɚɧɢɹ ɫɨɨɬɜɟɬɫɬɜɭɸɳɢɯ ɩɨɥɟɣ ɮɨɪɦɵ. ɉɨɥɟ 

ɮɨɪɦɵ ɜɤɥɸɱɚɟɬɫɹ ɜ ɦɟɫɬɨ, ɧɚ ɤɨɬɨɪɨɟ ɭɤɚɡɵɜɚɟɬ ɤɭɪɫɨɪ. ɍɤɚɡɚɧɧɵɟ ɩɨɥɹ 

ɮɨɪɦɵ ɦɨɝɭɬ ɬɚɤɠɟ ɛɵɬɶ ɜɫɬɚɜɥɟɧɵ ɜ ɞɨɤɭɦɟɧɬ ɤɨɦɚɧɞɨɣ ɉɨɥɟ (Field) ɢɡ 

ɦɟɧɸ ȼɫɬɚɜɤɚ (Insert). 

ɉɨ ɭɦɨɥɱɚɧɢɸ ɩɨɥɹ ɮɨɪɦɵ ɢɡɨɛɪɚɠɚɸɬɫɹ ɡɚɬɟɧɟɧɧɵɦɢ, ɱɬɨɛɵ ɢɯ ɛɵɥɨ 

ɥɟɝɱɟ ɪɚɡɥɢɱɚɬɶ. Ʉɧɨɩɤɚ Ɂɚɬɟɧɟɧɢɟ ɩɨɥɟɣ ɮɨɪɦɵ (Form Field Shading) 

ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɏɨɪɦɵ (Forms) ɩɨɡɜɨɥɹɟɬ ɜɤɥɸɱɢɬɶ ɢ ɨɬɤɥɸɱɢɬɶ 

ɡɚɬɟɧɟɧɢɟ ɩɨɥɟɣ. 
Ⱦɥɹ ɤɚɠɞɨɝɨ ɩɨɥɹ ɮɨɪɦɵ ɦɨɝɭɬ ɛɵɬɶ ɭɫɬɚɧɨɜɥɟɧɵ ɧɟɨɛɯɨɞɢɦɵɟ ɨɩɰɢɢ. 

Ⱦɥɹ ɷɬɨɝɨ ɢɫɩɨɥɶɡɭɟɬɫɹ ɨɤɧɨ, ɨɬɤɪɵɜɚɟɦɨɟ ɤɧɨɩɤɨɣ ɉɚɪɚɦɟɬɪɵ ɩɨɥɹ ɮɨɪɦɵ 

(Form Field Options) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɏɨɪɦɵ (Forms). 

Ɉɫɧɨɜɧɵɦɢ ɨɩɰɢɹɦɢ ɬɟɤɫɬɨɜɨɝɨ ɩɨɥɹ ɹɜɥɹɸɬɫɹ ɫɥɟɞɭɸɳɢɟ: 
D Ɍɢɩ (Type) – ɬɢɩ ɬɟɤɫɬɨɜɨɝɨ ɩɨɥɹ: ɨɛɵɱɧɵɣ ɬɟɤɫɬ (ɬɟɤɫɬ, ɰɢɮɪɵ, 

ɩɪɨɛɟɥɵ), ɱɢɫɥɨ, ɞɚɬɚ ɢ ɩɪ. (ɟɫɥɢ ɩɨɥɶɡɨɜɚɬɟɥɶ ɜɜɟɞɟɬ ɜ ɩɨɥɟ ɱɬɨ- 

ɧɢɛɭɞɶ, ɧɟ ɫɨɨɬɜɟɬɫɬɜɭɸɳɟɟ ɜɵɛɪɚɧɧɨɦɭ ɬɢɩɭ ɩɨɥɹ, ɬɨ ɩɨɹɜɢɬɫɹ 

ɫɨɨɛɳɟɧɢɟ ɨɛ ɨɲɢɛɤɟ, ɩɨɥɟ ɩɨɞɫɜɟɬɢɬɫɹ ɢ ɤɭɪɫɨɪ ɨɫɬɚɧɟɬɫɹ ɜ ɷɬɨɦ 

ɩɨɥɟ ɞɨ ɬɟɯ ɩɨɪ, ɩɨɤɚ ɧɟ ɛɭɞɟɬ ɜɜɟɞɟɧɚ ɤɨɪɪɟɤɬɧɚɹ ɢɧɮɨɪɦɚɰɢɹ); 
D Ɍɟɤɫɬ ɩɨ ɭɦɨɥɱɚɧɢɸ (Default) – ɡɧɚɱɟɧɢɟ ɩɨ ɭɦɨɥɱɚɧɢɸ ɢɥɢ 

ɡɧɚɱɟɧɢɟ, ɩɨɹɜɥɹɸɳɟɟɫɹ ɜ ɩɨɥɟ ɮɨɪɦɵ ɚɜɬɨɦɚɬɢɱɟɫɤɢ; 
ɩɨɥɶɡɨɜɚɬɟɥɶ ɦɨɠɟɬ ɥɢɛɨ ɫɨɝɥɚɫɢɬɶɫɹ ɫ ɷɬɢɦ ɡɧɚɱɟɧɢɟɦ, ɥɢɛɨ ɜɜɟɫɬɢ 

ɧɨɜɨɟ; ɡɧɚɱɟɧɢɹ ɩɨ ɭɦɨɥɱɚɧɢɸ ɨɛɥɟɝɱɚɸɬ ɩɨɥɶɡɨɜɚɬɟɥɸ ɜɜɨɞ 

ɞɚɧɧɵɯ; 
D Ɏɨɪɦɚɬ ɬɟɤɫɬɚ (Format) – ɮɨɪɦɚɬ ɞɥɹ ɞɚɧɧɵɯ ɩɨɥɹ (ɩɪɢ ɜɜɨɞɟ 

ɞɚɧɧɵɯ ɫɢɦɜɨɥɵ ɛɭɞɭɬ ɨɮɨɪɦɥɟɧɵ ɜ ɫɨɨɬɜɟɬɫɬɜɢɢ ɫ ɭɫɬɚɧɨɜɥɟɧɧɵɦ 

ɮɨɪɦɚɬɢɪɨɜɚɧɢɟɦ); 
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D Ɇɚɤɫɢɦɚɥɶɧɚɹ ɞɥɢɧɚ (Maximum Length) –  ɦɚɤɫɢɦɚɥɶɧɚɹ  ɞɥɢɧɚ 

ɩɨɥɹ ɜ ɫɢɦɜɨɥɚɯ (ɧɟ ɛɨɥɟɟ 255 ɫɢɦɜɨɥɨɜ); ɨɝɪɚɧɢɱɟɧɢɟ ɞɥɢɧɵ 

ɡɚɞɚɜɚɬɶ ɧɟɨɛɹɡɚɬɟɥɶɧɨ; 
D Ɋɚɡɪɟɲɢɬɶ ɢɡɦɟɧɟɧɢɹ (Fill-in Enabled) – ɮɥɚɠɨɤ, ɩɪɢ ɫɛɪɨɫɟ 

ɤɨɬɨɪɨɝɨ ɩɨɥɟ ɫɬɚɧɨɜɢɬɫɹ ɧɟɪɟɞɚɤɬɢɪɭɟɦɵɦ ɜɨ ɜɪɟɦɹ ɡɚɩɨɥɧɟɧɢɹ 

ɮɨɪɦɵ; 
D Ɍɟɤɫɬ ɫɩɪɚɜɤɢ (Add Help Text) – ɫɨɡɞɚɧɢɟ ɫɩɪɚɜɨɱɧɨɣ ɢɧɮɨɪɦɚɰɢɢ, 

ɤɨɬɨɪɭɸ ɩɨɥɶɡɨɜɚɬɟɥɶ ɦɨɠɟɬ ɩɨɥɭɱɢɬɶ ɩɪɢ ɧɚɯɨɠɞɟɧɢɢ ɜ ɩɨɥɟ. Эɬɚ 

ɢɧɮɨɪɦɚɰɢɹ ɦɨɠɟɬ ɜɵɜɨɞɢɬɶɫɹ ɜ ɫɬɪɨɤɟ ɫɨɫɬɨɹɧɢɹ ɢɥɢ ɜ ɨɤɧɟ 

ɫɨɨɛɳɟɧɢɣ, ɤɨɬɨɪɨɟ ɩɨɹɜɥɹɟɬɫɹ ɩɪɢ ɧɚɠɚɬɢɢ ɤɥɚɜɢɲɢ F1. Ɍɟɤɫɬ 

ɫɩɪɚɜɤɢ ɦɨɠɟɬ ɫɨɞɟɪɠɚɬɶ ɧɟ ɛɨɥɟɟ 255 ɫɢɦɜɨɥɨɜ. 
ɋɨɫɬɨɹɧɢɟ ɩɟɪɟɤɥɸɱɚɬɟɥɹ (ɭɫɬɚɧɨɜɥɟɧ ɢɥɢ ɫɧɹɬ), ɨɩɪɟɞɟɥɹɟɬ ɫɥɟɞɭɸɳɟɟ: 
D Ɋɚɡɦɟɪ ɮɥɚɠɤɚ (Check Box Size) – ɡɚɞɚɟɬ ɪɚɡɦɟɪ ɩɟɪɟɤɥɸɱɚɬɟɥɹ; 
D ɋɨɫɬɨɹɧɢɟ ɩɨ ɭɦɨɥɱɚɧɢɸ – ɨɩɪɟɞɟɥɹɟɬ ɟɝɨ ɫɨɫɬɨɹɧɢɟ ɩɨ 

ɭɦɨɥɱɚɧɢɸ,– ɛɭɞɟɬ ɥɢ ɩɟɪɟɤɥɸɱɚɬɟɥɶ ɭɫɬɚɧɨɜɥɟɧ ɢɥɢ ɧɟɬ ɩɪɢ 

ɩɟɪɜɨɧɚɱɚɥɶɧɨɦ ɨɬɤɪɵɬɢɢ ɮɨɪɦɵ; 
D  Ɋɚɡɪɟɲɢɬɶ ɢɡɦɟɧɟɧɢɹ – ɭɫɬɚɧɚɜɥɢɜɚɟɬ ɫɬɚɬɭɫ «ɬɨɥɶɤɨ ɞɥɹ ɱɬɟɧɢɹ», ɟɫɥɢ 

ɧɚ ɦɨɦɟɧɬ ɡɚɩɨɥɧɟɧɢɹ ɮɨɪɦɵ ɫɧɹɬ ɮɥɚɠɨɤ ɜ ɩɨɥɟ ɪɚɡɪɟɲɢɬɶ ɢɡɦɟɧɟɧɢɹ; 

D Ɍɟɤɫɬ ɫɩɪɚɜɤɢ – ɩɨɡɜɨɥɹɟɬ ɫɨɡɞɚɜɚɬɶ ɬɟɤɫɬ ɫɩɪɚɜɤɢ. 
ɉɨɥɟ ɫɨ ɫɩɢɫɤɨɦ ɩɪɢɦɟɧɹɟɬɫɹ ɜ ɬɟɯ ɫɥɭɱɚɹɯ, ɤɨɝɞɚ ɧɟɨɛɯɨɞɢɦɨ 

ɩɪɟɞɨɫɬɚɜɢɬɶ ɩɨɥɶɡɨɜɚɬɟɥɸ ɜɵɛɨɪ ɢɡ ɧɟɫɤɨɥɶɤɢɯ ɜɚɪɢɚɧɬɨɜ (ɜɦɟɫɬɨ ɧɚɛɨɪɚ 

ɧɚ ɤɥɚɜɢɚɬɭɪɟ ɩɨɥɶɡɨɜɚɬɟɥɶ ɜɵɛɢɪɚɟɬ ɡɧɚɱɟɧɢɟ ɢɡ ɫɩɢɫɤɚ). ȼ ɨɩɰɢɹɯ ɩɨɥɹ 

ɮɨɪɦɵ ɫɨ ɫɩɢɫɤɨɦ ɦɨɠɧɨ ɞɨɛɚɜɥɹɬɶ, ɭɞɚɥɹɬɶ ɢ ɩɟɪɟɫɬɚɜɥɹɬɶ ɡɧɚɱɟɧɢɹ ɜ 

ɫɩɢɫɤɟ. ȼ ɩɨɥɟ Эɥɟɦɟɧɬ ɫɩɢɫɤɚ (Drop-Down Item) ɜɜɨɞɢɬɫɹ ɡɧɚɱɟɧɢɟ, 
ɤɨɬɨɪɨɟ ɧɭɠɧɨ ɞɨɛɚɜɢɬɶ ɜ ɫɩɢɫɨɤ. Ʉɚɠɞɨɟ ɡɧɚɱɟɧɢɟ ɜ ɫɩɢɫɤɟ ɦɨɠɟɬ 

ɫɨɫɬɨɹɬɶ ɧɟ ɛɨɥɟɟ ɱɟɦ ɢɡ 50 ɫɢɦɜɨɥɨɜ. ɑɬɨɛɵ ɩɪɟɞɨɫɬɚɜɢɬɶ ɩɨɥɶɡɨɜɚɬɟɥɸ 

ɜɨɡɦɨɠɧɨɫɬɶ ɨɫɬɚɜɢɬɶ ɩɨɥɟ ɩɭɫɬɵɦ, ɧɚɞɨ ɜɜɟɫɬɢ «ɧɟɬ». ɉɪɢ ɞɨɛɚɜɥɟɧɢɢ 

ɜɜɟɞɟɧɧɨɝɨ ɡɧɚɱɟɧɢɹ ɩɨ ɤɧɨɩɤɟ Ⱦɨɛɚɜɢɬɶ (Add) ɷɬɨ ɡɧɚɱɟɧɢɟ ɩɨɩɚɞɚɟɬ ɜ 

ɝɪɭɩɩɭ ɋɩɢɫɨɤ (Items in Drop- Down List). Ⱦɥɹ ɭɞɚɥɟɧɢɹ ɜɵɞɟɥɟɧɧɨɝɨ 

ɡɧɚɱɟɧɢɹ ɢɡ ɫɩɢɫɤɚ ɢɫɩɨɥɶɡɭɟɬɫɹ ɤɧɨɩɤɚ ɍɞɚɥɢɬɶ (Remove). Ⱦɥɹ 

ɩɟɪɟɦɟɳɟɧɢɹ ɡɧɚɱɟɧɢɣ ɜ ɫɩɢɫɤɟ ɢɫɩɨɥɶɡɭɸɬɫɹ ɤɧɨɩɤɢ ɢɡɦɟɧɟɧɢɹ ɩɨɪɹɞɤɚ 

ɉɟɪɟɦɟɫɬɢɬɶ ɜɜɟɪɯ (Move Up) ɢ ɉɟɪɟɦɟɫ- ɬɢɬɶ ɜɧɢɡ (Move Down). 

Ɉɩɰɢɢ ɩɨɥɹ ɮɨɪɦɵ ɫɨ ɫɩɢɫɤɨɦ ɬɚɤɠɟ ɩɨɡɜɨɥɹɸɬ ɫɨɡɞɚɜɚɬɶ ɬɟɤɫɬ ɫɩɪɚɜɤɢ ɢ 

ɨɩɪɟɞɟɥɹɬɶ ɜɨɡɦɨɠɧɨɫɬɶ ɪɟɞɚɤɬɢɪɨɜɚɧɢɹ ɷɬɨɝɨ ɩɨɥɹ ɜɨ ɜɪɟɦɹ ɡɚɩɨɥɧɟɧɢɹ ɮɨɪɦɵ. 
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ȼ ɫɜɹɡɢ ɫ ɬɟɦ ɱɬɨ ɮɨɪɦɚ ɨɛɵɱɧɨ ɩɪɟɞɫɬɚɜɥɹɟɬ ɫɨɛɨɣ ɧɟɤɨɬɨɪɵɣ ɛɥɚɧɤ, 
ɨɬɞɟɥɶɧɵɟ ɩɨɥɹ ɤɨɬɨɪɨɝɨ ɡɚɩɨɥɧɹɸɬɫɹ ɩɨɥɶɡɨɜɚɬɟɥɟɦ, ɬɨ ɪɚɡɦɟɬɤɭ ɮɨɪɦɵ 

ɭɞɨɛɧɨ ɨɫɭɳɟɫɬɜɥɹɬɶ ɫ ɢɫɩɨɥɶɡɨɜɚɧɢɟɦ ɬɚɛɥɢɰ, ɜ ɹɱɟɣɤɚɯ ɤɨɬɨɪɵɯ 

ɩɪɟɞɫɬɚɜɥɟɧ ɨɬɞɟɥɶɧɵɣ ɜɢɞ ɢɧɮɨɪɦɚɰɢɢ. ɋ ɷɬɨɣ ɰɟɥɶɸ ɩɚɧɟɥɶ 

ɢɧɫɬɪɭɦɟɧɬɨɜ Ɏɨɪɦɵ (Forms) ɫɨɞɟɪɠɢɬ ɤɧɨɩɤɭ Ⱦɨɛɚɜɢɬɶ ɬɚɛɥɢɰɭ (Insert 

Table). ɉɪɢ ɪɚɡɦɟɬɤɟ ɮɨɪɦɵ ɩɨɥɟɡɧɵɦ ɦɨɠɟɬ ɨɤɚɡɚɬɶɫɹ ɢɫɩɨɥɶɡɨɜɚɧɢɟ 

ɪɚɦɨɤ, ɩɨɷɬɨɦɭ ɧɚ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ Ɏɨɪɦɵ (Forms) ɟɫɬɶ ɤɧɨɩɤɚ 

Ⱦɨɛɚɜɢɬɶ ɪɚɦɤɭ (Insert Frame). ɋɨɡɞɚɜɚɟɦɭɸ ɮɨɪɦɭ ɥɭɱɲɟ ɜɫɟɝɨ 

ɫɨɯɪɚɧɹɬɶ ɜ ɜɢɞɟ ɲɚɛɥɨɧɚ ɞɥɹ ɦɧɨɝɨɤɪɚɬɧɨɝɨ ɟɟ ɢɫɩɨɥɶɡɨɜɚɧɢɹ ɢ ɫɨɡɞɚɧɢɹ 

ɬɪɟɛɭɟɦɵɯ ɞɨɤɭɦɟɧɬɨɜ ɧɚ ɟɟ ɨɫɧɨɜɟ. ɑɬɨ- ɛɵ ɡɚɳɢɬɢɬɶ ɫɨɡɞɚɧɧɭɸ ɮɨɪɦɭ  

ɨɬ ɢɡɦɟɧɟɧɢɣ ɢ  ɨɛɟɫɩɟɱɢɬɶ ɜɜɨɞ ɞɚɧɧɵɯ ɬɨɥɶɤɨ ɜ ɩɨɥɹ ɮɨɪɦɵ, 
ɢɫɩɨɥɶɡɭɟɬɫɹ ɤɧɨɩɤɚ Ɂɚɳɢɬɚ ɮɨɪɦɵ (Protect Form) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ 

Ɏɨɪɦɵ (Forms). Эɬɚ ɠɟ ɤɧɨɩɤɚ ɢɫɩɨɥɶɡɭɟɬɫɹ ɢ ɞɥɹ ɫɧɹɬɢɹ ɡɚɳɢɬɵ. 
Ɂɚɳɢɬɢɬɶ ɮɨɪɦɭ ɨɬ ɢɡɦɟɧɟɧɢɣ ɦɨɠɧɨ ɬɚɤɠɟ ɤɨɦɚɧɞɨɣ ɍɫɬɚɧɨɜɢɬɶ ɡɚ- 

ɳɢɬɭ (Protect Document) ɢɡ ɦɟɧɸ ɋɟɪɜɢɫ (Tools), ɭɤɚɡɚɜ ɜ ɩɟɪɟɤɥɸɱɚɬɟɥɟ 

Ɂɚɳɢɬɢɬɶ ɥɸɛɵɟ ɢɡɦɟɧɟɧɢɹ, ɤɪɨɦɟ (Protect Document For) 

ɫɨɨɬɜɟɬɫɬɜɭɸɳɭɸ ɨɩɰɢɸ. ȼ ɷɬɨɣ ɤɨɦɚɧɞɟ ɦɨɠɧɨ ɡɚɞɚɬɶ ɬɚɤɠɟ ɩɚɪɨɥɶ, 
ɪɚɡɪɟɲɚɸɳɢɣ ɫɧɹɬɶ ɭɫɬɚɧɨɜɥɟɧɧɭɸ ɡɚɳɢɬɭ ɮɨɪɦɵ ɬɨɥɶɤɨ ɜ ɫɥɭɱɚɟ ɭɤɚɡɚɧɢɹ 

ɷɬɨɝɨ ɩɚɪɨɥɹ. 
ɉɨɫɥɟ ɭɫɬɚɧɨɜɤɢ ɡɚɳɢɬɵ ɮɨɪɦɵ ɪɟɚɤɰɢɹ Word ɧɚ ɧɚɠɚɬɢɹ ɧɟɤɨɬɨɪɵɯ 

ɤɥɚɜɢɲ ɢɡɦɟɧɹɟɬɫɹ ɞɥɹ ɨɛɥɟɝɱɟɧɢɹ ɩɟɪɟɦɟɳɟɧɢɹ ɤɭɪɫɨɪɚ ɩɨ ɩɨɥɹɦ. 
ɇɚɩɪɢɦɟɪ, ɤɥɚɜɢɲɚ Tab ɨɫɭɳɟɫɬɜɥɹɟɬ ɩɟɪɟɯɨɞ ɦɟɠɞɭ ɩɨɥɹɦɢ, ɤɥɚɜɢɲɚ 

Space ɭɫɬɚɧɚɜɥɢɜɚɟɬ ɢɥɢ ɨɱɢɳɚɟɬ ɧɟɡɚɜɢɫɢɦɵɟ ɩɟɪɟɤɥɸɱɚɬɟɥɢ, ɤɥɚɜɢɲɚ 

Enter ɨɫɭɳɟɫɬɜɥɹɟɬ ɡɚɜɟɪɲɟɧɢɟ ɜɜɨɞɚ ɞɚɧɧɵɯ ɜ ɩɨɥɟ. 
ɉɨɫɥɟ ɡɚɩɨɥɧɟɧɢɹ ɮɨɪɦɵ ɩɨɥɶɡɨɜɚɬɟɥɟɦ ɨɧɚ ɦɨɠɟɬ ɛɵɬɶ ɪɚɫɩɟɱɚɬɚɧɚ. 

ɉɪɢ ɷɬɨɦ ɦɨɠɧɨ ɪɚɫɩɟɱɚɬɚɬɶ ɬɨɥɶɤɨ ɞɚɧɧɵɟ ɢɡ ɮɨɪɦɵ ɛɟɡ ɩɟɱɚɬɢ ɫɨɛɫɬɜɟɧɧɨ 

ɮɨɪɦɵ, ɞɥɹ ɱɟɝɨ ɢɫɩɨɥɶɡɭɟɬɫɹ ɤɨɦɚɧɞɚ ɉɚɪɚɦɟɬɪɵ (Options) ɢɡ ɦɟɧɸ 

ɋɟɪɜɢɫ (Tools). ȼ ɷɬɨɣ ɤɨɦɚɧɞɟ, ɜɵɛɪɚɜ ɜɤɥɚɞɤɭ ɉɟɱɚɬɶ (Print), ɧɚɞɨ 

ɭɫɬɚɧɨɜɢɬɶ ɜ ɝɪɭɩɩɟ Ⱦɥɹ ɬɟɤɭɳɟɝɨ ɞɨɤɭɦɟɧɬɚ (Options for Current 

Document Only) ɮɥɚɠɨɤ ɉɟɱɚɬɚɬɶ ɬɨɥɶɤɨ ɞɚɧɧɵɯ ɞɥɹ ɮɨɪɦ (Print Data 

Only for Forms). ɉɨɥɶɡɨɜɚɬɟɥɶ ɦɨɠɟɬ ɬɚɤɠɟ ɫɨɯɪɚɧɹɬɶ ɤɚɤ ɜɫɸ 

ɨɩɟɪɚɬɢɜɧɭɸ ɮɨɪɦɭ, ɬɚɤ ɢ ɬɨɥɶɤɨ ɞɚɧɧɵɟ, ɜɜɟɞɟɧɧɵɟ ɜ ɷɬɭ ɮɨɪɦɭ. Ⱦɥɹ 

ɷɬɨɝɨ ɜ ɤɨɦɚɧɞɟ ɉɚɪɚɦɟɬɪɵ (Options) ɢɡ ɦɟɧɸ ɋɟɪɜɢɫ (Tools) ɜɨ ɜɤɥɚɞɤɟ 

ɋɨɯɪɚɧɟɧɢɟ (Save) ɧɚɞɨ ɭɫɬɚɧɨɜɢɬɶ ɮɥɚɠɨɤ ɋɨɯɪɚɧɹɬɶ ɬɨɥɶɤɨ ɞɚɧɧɵɟ 

ɞɥɹ ɮɨɪɦ (Save Data Only for Forms). ɋɨɯɪɚɧɟɧɧɵɟ ɞɚɧɧɵɟ 

ɫɟɝɦɟɧɬɢɪɭɸɬɫɹ ɦɟɠɞɭ ɫɨɛɨɣ ɪɚɡɞɟɥɢɬɟɥɟɦ (ɨɛɵɱɧɨ «;») ɢ ɦɨɝɭɬ 

ɢɧɬɟɪɩɪɟɬɢɪɨɜɚɬɶɫɹ ɤɚɤ ɡɚɩɢɫɶ ɜ ɛɚɡɟ ɞɚɧɧɵɯ. 
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ɋɨɞɟɪɠɚɧɢɟ ɪɚɛɨɬɵ 

1. Ɉɡɧɚɤɨɦɶɬɟɫɶ ɫ ɩɪɨɰɟɫɫɨɦ ɫɨɡɞɚɧɢɹ ɞɨɤɭɦɟɧɬɨɜ ɫɥɢɹɧɢɹ ɢ ɫɨɡɞɚɣɬɟ 

ɞɥɹ 5 ɭɱɚɫɬɧɢɤɨɜ ɤɨɧɮɟɪɟɧɰɢɢ ɩɪɢɝɥɚɲɟɧɢɹ ɫɥɟɞɭɸɳɟɝɨ ɜɢɞɚ: 
ɍɜɚɠɚɟɦɵɣ ɢɦɹ ɨɬɱɟɫɬɜɨ! 

Ɉɪɝɤɨɦɢɬɟɬ ɤɨɧɮɟɪɟɧɰɢɢ ɩɪɢɝɥɚɲɚɟɬ ȼɚɫ ɩɪɢɧɹɬɶ ɭɱɚɫɬɢɟ ɜ 

ɡɚɫɟɞɚɧɢɢ ɫɟɤɰɢɢ ɧɚɡɜɚɧɢɟ ɫɟɤɰɢɢ, ɤɨɬɨɪɨɟ ɫɨɫɬɨɢɬɫɹ ɞɚɬɚ ɜ ɜɪɟɦɹ . 

ɉɪɟɞɫɟɞɚɬɟɥɶ ɨɪɝɤɨɦɢɬɟɬɚ. 
 

2. ɂɡɭɱɢɬɟ ɪɚɛɨɬɭ ɫ ɩɚɧɟɥɶɸ ɢɧɫɬɪɭɦɟɧɬɨɜ Ȼɚɡɵ ɞɚɧɧɵɯ (Databases) 

ɧɚ ɩɪɢɦɟɪɟ ɮɚɣɥɚ ɫ ɢɫɬɨɱɧɢɤɨɦ ɞɚɧɧɵɯ ɢɡ ɩɪɟɞɵɞɭɳɟɝɨ ɡɚɞɚɧɢɹ. 
3. ɋɨɡɞɚɣɬɟ ɨɞɢɧ ɤɨɧɜɟɪɬ ɫ ɚɞɪɟɫɨɦ ɩɨɥɭɱɚɬɟɥɹ ɢ ɨɛɪɚɬɧɵɦ ɚɞɪɟɫɨɦ, 

ɢɡɦɟɧɢɜ ɮɨɪɦɚɬɢɪɨɜɚɧɢɟ ɚɞɪɟɫɨɜ, ɢ ɫɨɯɪɚɧɢɬɟ ɷɬɨɬ ɤɨɧɜɟɪɬ ɜ 

ɤɚɱɟɫɬɜɟ ɪɚɡɞɟɥɚ ɧɨɜɨɝɨ ɞɨɤɭɦɟɧɬɚ. 
4. ɋɨɡɞɚɣɬɟ ɫɬɪɚɧɢɰɭ ɨɞɢɧɚɤɨɜɵɯ ɧɚɤɥɟɟɤ ɫ ɨɛɪɚɬɧɵɦ ɚɞɪɟɫɨɦ ɢ 

ɫɨɯɪɚɧɢɬɟ ɟɟ. 
5. ɋɨɡɞɚɣɬɟ ɧɟɫɤɨɥɶɤɨ ɤɨɧɜɟɪɬɨɜ ɫ ɪɚɡɥɢɱɧɵɦɢ ɚɞɪɟɫɚɦɢ, ɢɫɩɨɥɶɡɭɹ 

ɦɟɯɚɧɢɡɦ ɫɥɢɹɧɢɹ ɞɨɤɭɦɟɧɬɨɜ. 
6. ɋɨɡɞɚɣɬɟ ɧɟɫɤɨɥɶɤɨ ɧɚɤɥɟɟɤ ɫ ɪɚɡɥɢɱɧɵɦɢ ɚɞɪɟɫɚɦɢ, ɢɫɩɨɥɶɡɭɹ 

ɦɟɯɚɧɢɡɦ ɫɥɢɹɧɢɹ ɞɨɤɭɦɟɧɬɨɜ. 
7. ɂɫɩɨɥɶɡɭɹ ɜɨɡɦɨɠɧɨɫɬɢ Word ɩɨ ɫɨɡɞɚɧɢɸ ɮɨɪɦ, ɫɨɡɞɚɣɬɟ ɲɚɛɥɨɧ 

ɚɧɤɟɬɵ ɭɱɚɫɬɧɢɤɚ ɤɨɧɮɟɪɟɧɰɢɢ ɫɥɟɞɭɸɳɟɝɨ ɜɢɞɚ: 

 

ȺɇɄȿɌȺ ɍɑȺɋɌɇɂɄȺ ɄɈɇɎȿɊȿɇɐɂɂ 
 

ɎɂɈ ????? 

Ⱦɨɥɠɧɨɫɬɶ ????? Ⱦɚɬɚ ɪɨɠɞɟɧɢɹ ????? 

Ⱥɞɪɟɫ ????? 

 

ɋɟɤɰɢɹ ɤɨɧɮɟɪɟɧɰɢɢ «ɂɧɮɨɪɦɚɬɢɤɚ» 

Ⱦɥɹ ɢɧɨɝɨɪɨɞɧɢɯ ɭɤɚɡɚɬɶ ɧɟɨɛɯɨɞɢɦɨɫɬɶ ɩɪɟɞɜɚɪɢɬɟɥɶɧɨɝɨ ɡɚɤɚɡɚ: 

Ƚɨɫɬɢɧɢɰɚ Ɉɛɪɚɬɧɵɣ ɛɢɥɟɬ 

ɝɞɟ «ɋɟɤɰɢɹ ɤɨɧɮɟɪɟɧɰɢɢ» ɹɜɥɹɟɬɫɹ ɩɨɥɟɦ ɫɨ ɫɩɢɫɤɨɦ, ɚ 

«Ƚɨɫɬɢɧɢɰɚ» ɢ «Ɉɛɪɚɬɧɵɣ ɛɢɥɟɬ» – ɧɟɡɚɜɢɫɢɦɵɦɢ ɩɟɪɟɤɥɸɱɚɬɟɥɹɦɢ. 
Ⱦɥɹ ɤɚɠɞɨɝɨ ɩɨɥɹ ɫɨɡɞɚɬɶ ɬɟɤɫɬ ɫɩɪɚɜɤɢ. 
 

8. ɇɚ ɨɫɧɨɜɟ ɫɨɡɞɚɧɧɨɝɨ ɲɚɛɥɨɧɚ ɫɨɡɞɚɣɬɟ ɞɨɤɭɦɟɧɬ ɫ ɡɚɩɨɥɧɟɧɧɵɦɢ 

ɩɨɥɹɦɢ ɢ ɫɨɯɪɚɧɢɬɟ ɟɝɨ.
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Ʌɚɛɨɪɚɬɨɪɧɚɹ ɪɚɛɨɬɚ № 6 

ɉȺɄȿɌ MS OFFICE: ɋɈɁȾȺɇɂȿ ȾɈɄɍɆȿɇɌɈȼ ɋɅɂəɇɂə, 

ɄɈɊɊȿɋɉɈɇȾȿɇɐɂɂ ɂ ɎɈɊɆ 

ȼ ɌȿɄɋɌɈȼɈɆ ɉɊɈɐȿɋɋɈɊȿ WORD 
 

ɐɟɥɶ ɪɚɛɨɬɵ: 
 ɨɡɧɚɤɨɦɥɟɧɢɟ ɫ ɜɨɡɦɨɠɧɨɫɬɹɦɢ ɩɨ ɫɨɜɦɟɫɬɧɨɦɭ ɢɫɩɨɥɶɡɨɜɚɧɢɸ 

ɞɨɤɭɦɟɧɬɨɜ ɬɟɤɫɬɨɜɨɝɨ ɩɪɨɰɟɫɫɨɪɚ Word; 

 ɢɡɭɱɟɧɢɟ ɢɫɩɨɥɶɡɨɜɚɧɢɹ ɝɥɚɜɧɵɯ ɞɨɤɭɦɟɧɬɨɜ ɞɥɹ ɭɩɪɚɜɥɟɧɢɹ 

ɛɨɥɶɲɢɦɢ ɢɡɞɚɧɢɹɦɢ, ɫɨɡɞɚɜɚɟɦɵɦɢ ɪɚɡɧɵɦɢ ɚɜɬɨɪɚɦɢ, ɢ 

ɪɟɞɚɤɬɢɪɨɜɚɧɢɟ ɞɨɤɭɦɟɧɬɨɜ ɪɟɰɟɧɡɟɧɬɚɦɢ. 
 

6.1. ɂɫɩɨɥɶɡɨɜɚɧɢɟ ɝɥɚɜɧɵɯ ɞɨɤɭɦɟɧɬɨɜ ɞɥɹ ɭɩɪɚɜɥɟɧɢɹ ɛɨɥɶɲɢɦɢ 

ɢɡɞɚɧɢɹɦɢ 

Ƚɥɚɜɧɵɣ ɞɨɤɭɦɟɧɬ – ɷɬɨ ɞɨɤɭɦɟɧɬ Word, ɤɨɬɨɪɵɣ ɩɨɥɧɨɫɬɶɸ ɢɥɢ 

ɱɚɫɬɢɱɧɨ ɫɨɞɟɪɠɢɬ ɧɟɫɤɨɥɶɤɨ ɞɪɭɝɢɯ ɞɨɤɭɦɟɧɬɨɜ Word, ɪɚɫɫɦɚɬɪɢɜɚɟɦɵɯ 

ɤɚɤ ɩɨɞɱɢɧɟɧɧɵɟ ɞɨɤɭɦɟɧɬɵ ɝɥɚɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ. Ʌɸɛɨɣ ɞɨɤɭɦɟɧɬ ɦɨɠɟɬ 

ɛɵɬɶ ɥɢɛɨ ɝɥɚɜɧɵɦ, ɥɢɛɨ ɜɥɨɠɟɧɧɵɦ (ɩɨɞɱɢɧɟɧɧɵɦ) ɞɨɤɭɦɟɧɬɨɦ. 
ɋ ɩɨɦɨɳɶɸ ɝɥɚɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɦɨɠɧɨ ɷɮɮɟɤɬɢɜɧɨ ɭɩɪɚɜɥɹɬɶ 

ɛɨɥɶɲɢɦɢ ɢɡɞɚɧɢɹɦɢ, ɫɨɫɬɨɹɳɢɦɢ ɢɡ ɧɟɫɤɨɥɶɤɢɯ ɜɥɨɠɟɧɧɵɯ ɞɨɤɭɦɟɧɬɨɜ, 
ɫɨɡɞɚɜɚɟɦɵɯ ɪɚɡɥɢɱɧɵɦɢ ɚɜɬɨɪɚɦɢ. ɂɫɩɨɥɶɡɨɜɚɧɢɟ ɝɥɚɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɩɪɢ 

ɪɚɛɨɬɟ ɫ ɛɨɥɶɲɢɦɢ ɢɡɞɚɧɢɹɦɢ ɫɭɳɟɫɬɜɟɧɧɨ ɭɩɪɨɳɚɟɬ ɬɚɤɢɟ ɩɪɨɰɟɞɭɪɵ, ɤɚɤ 

ɫɨɡɞɚɧɢɟ ɩɟɪɟɤɪɟɫɬɧɵɯ ɫɫɵɥɨɤ, ɭɤɚɡɚɬɟɥɟɣ, ɨɝɥɚɜɥɟɧɢɣ ɢ ɩɪɨɱɢɯ ɫɤɜɨɡɧɵɯ 

ɫɩɢɫɤɨɜ. 
ɋ ɝɥɚɜɧɵɦ ɞɨɤɭɦɟɧɬɨɦ, ɤɚɤ ɢ ɫ ɨɛɵɱɧɵɦ ɞɨɤɭɦɟɧɬɨɦ Word, ɦɨɠɧɨ 

ɪɚɛɨɬɚɬɶ ɜ ɪɚɡɥɢɱɧɵɯ ɪɟɠɢɦɚɯ ɩɪɨɫɦɨɬɪɚ. Ƚɥɚɜɧɵɣ ɞɨɤɭɦɟɧɬ ɦɨɠɧɨ 

ɩɪɨɫɦɚɬɪɢɜɚɬɶ ɜ ɪɟɠɢɦɟ ɋɬɪɭɤɬɭɪɚ (Outline View), ɜ ɤɨɬɨɪɵɣ ɦɨɠɧɨ 

ɩɟɪɟɣɬɢ ɩɨ ɤɨɦɚɧɞɟ ɋɬɪɭɤɬɭɪɚ (Outline View) ɢɡ ɦɟɧɸ ȼɢɞ (View). ȼ ɷɬɨɦ 

ɪɟɠɢɦɟ ɢɫɩɨɥɶɡɭɟɬɫɹ ɩɚɧɟɥɶ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɪɭɤɬɭɪɚ (Outlining) 

ɫɨɞɟɪɠɚɳɚɹ ɤɧɨɩɤɭ Ƚɥɚɜɧɵɣ ɞɨɤɭɦɟɧɬ (Master Document). 

ɉɚɧɟɥɶ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɪɭɤɬɭɪɚ (Outlining) ɢɫɩɨɥɶɡɭɟɬɫɹ ɞɥɹ 

ɢɡɦɟɧɟɧɢɹ ɫɬɪɭɤɬɭɪɵ ɢɡɞɚɧɢɹ, ɫɨɡɞɚɧɢɹ ɢ ɞɨɛɚɜɥɟɧɢɹ ɜɥɨɠɟɧɧɵɯ 

ɞɨɤɭɦɟɧɬɨɜ ɢ ɞɪɭɝɢɯ ɞɟɣɫɬɜɢɣ ɩɨ ɭɩɪɚɜɥɟɧɢɸ ɛɨɥɶɲɢɦɢ ɢɡɞɚɧɢɹɦɢ. 
ȼ ɦɨɦɟɧɬ ɧɚɱɚɥɚ ɪɚɛɨɬɵ ɧɚɞ ɛɨɥɶɲɢɦ ɢɡɞɚɧɢɟɦ ɝɥɚɜɧɵɣ ɞɨɤɭɦɟɧɬ 

ɦɨɠɧɨ ɫɨɡɞɚɬɶ ɤɚɤ ɧɨɜɵɣ ɢɥɢ ɧɚ ɨɫɧɨɜɟ ɭɠɟ ɫɭɳɟɫɬɜɭɸɳɟɝɨ ɞɨɤɭɦɟɧɬɚ. 
ɉɪɢ ɮɨɪɦɚɬɢɪɨɜɚɧɢɢ ɜɥɨɠɟɧɧɵɯ ɞɨɤɭɦɟɧɬɨɜ ɢɫɩɨɥɶɡɭɸɬɫɹ ɜɫɬɪɨɟɧɧɵɟ ɜ Word 

ɫɬɢɥɢ ɡɚɝɨɥɨɜɤɨɜ Ɂɚɝɨɥɨɜɨɤ  1 (Heading  1),  ...,  Ɂɚɝɨɥɨɜɨɤ  9  (Heading  9). 
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Ʉɚɠɞɵɣ ɫɬɢɥɶ ɡɚɝɨɥɨɜɤɨɜ ɞɨɥɠɟɧ ɫɨɨɬɜɟɬɫɬɜɨɜɚɬɶ ɨɩɪɟɞɟɥɟɧɧɨɦɭ ɭɪɨɜɧɸ 

ɡɚɝɨɥɨɜɤɨɜ ɜ ɮɨɪɦɢɪɭɟɦɨɦ ɢɡɞɚɧɢɢ. ɇɚɩɪɢɦɟɪ, ɫɬɢɥɶ Ɂɚɝɨɥɨɜɨɤ 1 

ɩɪɟɞɧɚɡɧɚɱɟɧ ɞɥɹ ɨɮɨɪɦɥɟɧɢɹ ɡɚɝɨɥɨɜɤɚ ɜɫɟɝɨ ɢɡɞɚɧɢɹ, ɫɬɢɥɶ Ɂɚɝɨɥɨɜɨɤ 2 – 

ɞɥɹ ɧɚɡɜɚɧɢɣ ɝɥɚɜ ɢ ɩɪ. 
ɑɬɨɛɵ ɫɨɡɞɚɬɶ ɜɥɨɠɟɧɧɵɣ ɞɨɤɭɦɟɧɬ, ɧɚɞɨ ɜɵɞɟɥɢɬɶ ɡɚɝɨɥɨɜɤɢ ɢ ɬɟɤɫɬ, 

ɤɨɬɨɪɵɟ ɧɭɠɧɨ ɩɨɦɟɫɬɢɬɶ ɜ ɨɬɞɟɥɶɧɵɣ ɜɥɨɠɟɧɧɵɣ ɞɨɤɭɦɟɧɬ, ɢ ɧɚɠɚɬɶ 

ɤɧɨɩɤɭ ɋɨɡɞɚɬɶ ɜɥɨɠɟɧɧɵɣ ɞɨɤɭɦɟɧɬ (Create Subdocument) ɩɚɧɟɥɢ 

ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɪɭɤɬɭɪɚ (Outlining). ɉɪɢ ɷɬɨɦ ɜɵɞɟɥɟɧɧɵɣ ɛɥɨɤ ɞɨɥɠɟɧ 

ɛɵɬɶ ɬɚɤɢɦ, ɱɬɨɛɵ ɩɟɪɜɵɣ ɡɚɝɨɥɨɜɨɤ ɜ ɧɟɦ ɢɦɟɥ ɭɪɨɜɟɧɶ, ɫɨɨɬɜɟɬɫɬɜɭɸɳɢɣ 

ɭɪɨɜɧɸ ɜɥɨɠɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ. ɇɚɩɪɢɦɟɪ, ɟɫɥɢ ɜɵɞɟɥɟɧɧɵɣ ɛɥɨɤ 

ɧɚɱɢɧɚɟɬɫɹ ɫ ɡɚɝɨɥɨɜɤɚ, ɨɮɨɪɦɥɟɧɧɨɝɨ ɫɬɢɥɟɦ Ɂɚɝɨɥɨɜɨɤ 3, ɬɨ ɧɨɜɵɣ 

ɜɥɨɠɟɧɧɵɣ ɞɨɤɭɦɟɧɬ ɛɭɞɟɬ ɫɨɡɞɚɜɚɬɶɫɹ ɜɫɹɤɢɣ ɪɚɡ, ɤɨɝɞɚ ɷɬɨɬ ɫɬɢɥɶ 

ɜɫɬɪɟɬɢɬɫɹ ɜ ɜɵɞɟɥɟɧɧɨɦ ɛɥɨɤɟ. 
Ʉɚɠɞɵɣ ɜɥɨɠɟɧɧɵɣ ɞɨɤɭɦɟɧɬ ɨɛɜɨɞɢɬɫɹ ɪɚɦɤɨɣ ɫɨ ɡɧɚɱɤɨɦ 

ɩɨɞɱɢɧɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɜ ɜɟɪɯɧɟɦ ɥɟɜɨɦ ɭɝɥɭ ɪɚɦɤɢ. ȼ Ɉɛɵɱɧɨɦ (Normal 

View) ɪɟɠɢɦɟ ɩɪɨɫɦɨɬɪɚ ɝɥɚɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɜɥɨɠɟɧɧɵɟ ɞɨɤɭɦɟɧɬɵ 

ɪɚɡɞɟɥɹɸɬɫɹ ɦɚɪɤɟɪɚɦɢ ɤɨɧɰɚ ɪɚɡɞɟɥɚ. 
ɉɪɢ ɫɨɯɪɚɧɟɧɢɢ ɝɥɚɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɫɨ ɜɫɟɦɢ ɜɥɨɠɟɧɧɵɦɢ 

ɞɨɤɭɦɟɧɬɚɦɢ ɤɚɠɞɵɣ ɩɨɞɱɢɧɟɧɧɵɣ ɞɨɤɭɦɟɧɬ ɚɜɬɨɦɚɬɢɱɟɫɤɢ ɡɚɩɢɫɵɜɚɟɬɫɹ ɜ 

ɨɬɞɟɥɶɧɵɣ ɮɚɣɥ, ɢɦɹ ɤɨɬɨɪɨɝɨ ɫɨɡɞɚɟɬɫɹ ɢɡ ɩɟɪɜɵɯ ɫɢɦɜɨɥɨɜ ɡɚɝɨɥɨɜɤɚ 

ɩɨɞɱɢɧɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ. Ɍɚɤɢɦ ɨɛɪɚɡɨɦ, ɜ ɝɥɚɜɧɨɦ ɞɨɤɭɦɟɧɬɟ ɯɪɚɧɢɬɫɹ 

ɫɜɹɡɭɸɳɚɹ ɢɧɮɨɪɦɚɰɢɹ ɨɛ ɢɦɟɧɚɯ ɢ ɪɚɫɩɨɥɨɠɟɧɢɢ ɜɫɟɯ ɜɥɨɠɟɧɧɵɯ 

ɞɨɤɭɦɟɧɬɨɜ ɢɡɞɚɧɢɹ. 
ɑɬɨɛɵ ɭɡɧɚɬɶ ɢɦɹ ɮɚɣɥɚ ɜɥɨɠɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ, ɧɚɞɨ ɞɜɚɠɞɵ ɳɟɥɤɧɭɬɶ 

ɦɵɲɶɸ ɧɚ ɡɧɚɱɤɟ ɩɨɞɱɢɧɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ. ɉɪɢ ɷɬɨɦ ɩɨɞɱɢɧɟɧɧɵɣ ɞɨɤɭɦɟɧɬ 

ɩɨɦɟɳɚɟɬɫɹ ɜ ɨɬɞɟɥɶɧɨɟ ɨɤɧɨ ɞɨɤɭɦɟɧɬɚ, ɜ ɡɚɝɨɥɨɜɤɟ ɤɨɬɨɪɨɝɨ ɨɬɪɚɠɚɟɬɫɹ ɢɦɹ 

ɮɚɣɥɚ ɜɥɨɠɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ. Ɇɨɠɧɨ ɪɟɞɚɤɬɢɪɨɜɚɬɶ ɢ ɫɨɯɪɚɧɹɬɶ ɟɝɨ ɬɚɤ ɠɟ, ɤɚɤ 

ɥɸɛɵɟ ɞɪɭɝɢɟ ɞɨɤɭɦɟɧɬɵ. Ɍɚɤɢɦ ɨɛɪɚɡɨɦ, ɫ ɤɚɠɞɵɦ ɜɥɨɠɟɧɧɵɦ ɞɨɤɭɦɟɧɬɨɦ 

ɦɨɠɧɨ ɪɚɛɨɬɚɬɶ ɤɚɤ ɜ ɨɬɞɟɥɶɧɨɦ ɨɤɧɟ, ɬɚɤ ɢ ɜ ɨɤɧɟ ɝɥɚɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ. 
Ɉɬɤɪɵɜɚɬɶ ɮɚɣɥ ɫ ɜɥɨɠɟɧɧɵɦ ɞɨɤɭɦɟɧɬɨɦ ɦɨɠɧɨ ɢ ɱɟɪɟɡ ɦɟɧɸ Ɏɚɣɥ 

(File). ɉɨ ɨɤɨɧɱɚɧɢɢ ɪɟɞɚɤɬɢɪɨɜɚɧɢɹ ɜɥɨɠɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɟɝɨ ɧɚɞɨ 

ɫɨɯɪɚɧɢɬɶ. ɉɪɢ ɷɬɨɦ ɜ ɝɥɚɜɧɨɦ ɞɨɤɭɦɟɧɬɟ ɢɡɦɟɧɟɧɢɹ, ɩɪɨɢɡɨɲɟɞɲɢɟ ɜ 

ɩɨɞɱɢɧɟɧɧɨɦ ɞɨɤɭɦɟɧɬɟ, ɨɛɧɨɜɹɬɫɹ ɚɜɬɨɦɚɬɢɱɟɫɤɢ. 
Ʉɨɝɞɚ ɜɥɨɠɟɧɧɵɣ ɞɨɤɭɦɟɧɬ ɨɬɤɪɵɬ ɜ ɨɬɞɟɥɶɧɨɦ ɨɤɧɟ, ɬɨ ɜ ɝɥɚɜɧɨɦ 

ɞɨɤɭɦɟɧɬɟ ɜ ɥɟɜɨɦ ɜɟɪɯɧɟɦ ɭɝɥɭ ɪɚɦɤɢ, ɨɛɨɡɧɚɱɚɸɳɟɣ ɷɬɨɬ ɜɥɨɠɟɧɧɵɣ 

ɞɨɤɭɦɟɧɬ, ɧɢɠɟ ɡɧɚɱɤɚ ɩɨɞɱɢɧɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɜɨɡɧɢɤɚɟɬ ɡɧɚɱɨɤ 

ɛɥɨɤɢɪɨɜɤɢ. ȼ ɷɬɨɦ ɫɥɭɱɚɟ ɩɨɞɱɢɧɟɧɧɵɣ ɞɨɤɭɦɟɧɬ ɜ ɝɥɚɜɧɨɦ ɞɨɤɭɦɟɧɬɟ 

ɦɨɠɧɨ ɬɨɥɶɤɨ ɩɪɨɫɦɚɬɪɢɜɚɬɶ ɢ ɧɟɥɶɡɹ ɪɟɞɚɤɬɢɪɨɜɚɬɶ. 
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ɉɨɞɱɢɧɟɧɧɵɟ ɞɨɤɭɦɟɧɬɵ ɦɨɝɭɬ ɫɨɡɞɚɜɚɬɶɫɹ ɪɚɡɧɵɦɢ ɚɜɬɨɪɚɦɢ. Ⱥɜɬɨɪ, 
ɨɬɤɪɵɜɚɸɳɢɣ ɝɥɚɜɧɵɣ ɞɨɤɭɦɟɧɬ, ɢɦɟɟɬ ɜɨɡɦɨɠɧɨɫɬɶ ɪɟɞɚɤɬɢɪɨɜɚɬɶ ɬɨɥɶɤɨ 

ɫɜɨɢ ɩɨɞɱɢɧɟɧɧɵɟ ɞɨɤɭɦɟɧɬɵ, ɚ ɩɨɞɱɢɧɟɧɧɵɟ ɞɨɤɭɦɟɧɬɵ, ɫ ɤɨɬɨɪɵɦɢ 

ɪɚɛɨɬɚɸɬ ɞɪɭɝɢɟ ɚɜɬɨɪɵ, ɦɨɠɧɨ ɬɨɥɶɤɨ ɩɪɨɫɦɚɬɪɢɜɚɬɶ. ɑɬɨɛɵ 

ɡɚɛɥɨɤɢɪɨɜɚɬɶ ɜɥɨɠɟɧɧɵɣ ɞɨɤɭɦɟɧɬ, ɧɭɠɧɨ ɢɫɩɨɥɶɡɨɜɚɬɶ ɤɧɨɩɤɭ 

Ɂɚɛɥɨɤɢɪɨɜɚɬɶ ɞɨɤɭɦɟɧɬ (Lock Document) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɪɭɤɬɭɪɚ 

(Outlining). 

Ʌɸɛɨɣ ɭɠɟ ɫɭɳɟɫɬɜɭɸɳɢɣ ɞɨɤɭɦɟɧɬ ɦɨɠɧɨ ɜɫɬɚɜɢɬɶ ɜ ɤɚɱɟɫɬɜɟ 

ɩɨɞɱɢɧɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɜ ɝɥɚɜɧɵɣ ɞɨɤɭɦɟɧɬ ɤɧɨɩɤɨɣ ȼɫɬɚɜɢɬɶ 

ɜɥɨɠɟɧɧɵɣ ɞɨɤɭɦɟɧɬ (Insert Subdocument) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ 

ɋɬɪɭɤɬɭɪɚ (Outlining). Ⱦɨɤɭɦɟɧɬ ɜɫɬɚɜɥɹɟɬɫɹ ɜ ɬɨ ɦɟɫɬɨ, ɧɚ ɤɨɬɨɪɨɟ 

ɭɤɚɡɵɜɚɟɬ ɤɭɪɫɨɪ. ɉɪɢ ɷɬɨɦ ɢɦɹ ɮɚɣɥɚ ɜɫɬɚɜɥɹɟɦɨɝɨ ɞɨɤɭɦɟɧɬɚ ɧɟ 
ɢɡɦɟɧɹɟɬɫɹ. 

ȿɫɥɢ ɧɟɨɛɯɨɞɢɦɨ ɢɡɦɟɧɢɬɶ ɢɦɹ ɮɚɣɥɚ ɩɨɞɱɢɧɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɢɥɢ ɟɝɨ 

ɦɟɫɬɨɧɚɯɨɠɞɟɧɢɟ, ɬɨ ɷɬɢ ɨɩɟɪɚɰɢɢ ɫɥɟɞɭɟɬ ɩɪɨɢɡɜɨɞɢɬɶ ɜɧɭɬɪɢ ɝɥɚɜɧɨɝɨ 

ɞɨɤɭɦɟɧɬɚ. ȼ ɩɪɨɬɢɜɧɨɦ ɫɥɭɱɚɟ ɫɜɹɡɶ ɦɟɠɞɭ ɩɨɞɱɢɧɟɧɧɵɦ ɢ ɝɥɚɜɧɵɦ 
ɞɨɤɭɦɟɧɬɚɦɢ ɛɭɞɟɬ ɧɚɪɭɲɟɧɚ ɢ ɪɚɛɨɬɚɬɶ ɫ ɜɥɨɠɟɧɧɵɦ ɞɨɤɭɦɟɧɬɨɦ ɤɚɤ ɫ 

ɫɨɫɬɚɜɧɨɣ ɱɚɫɬɶɸ ɢɡɞɚɧɢɹ ɛɭɞɟɬ ɧɟɜɨɡɦɨɠɧɨ. Ⱦɥɹ ɬɨɝɨ ɱɬɨɛɵ ɜ ɝɥɚɜɧɨɦ 

ɞɨɤɭɦɟɧɬɟ ɫɨɯɪɚɧɢɥɢɫɶ ɧɨɜɨɟ ɢɦɹ ɢ/ɢɥɢ ɦɟɫɬɨɧɚɯɨɠɞɟɧɢɟ ɮɚɣɥɚ 

ɩɨɞɱɢɧɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ, ɧɚɞɨ ɫɧɚɱɚɥɚ ɫɨɯɪɚɧɢɬɶ ɜɥɨɠɟɧɧɵɣ ɞɨɤɭɦɟɧɬ, ɚ 

ɡɚɬɟɦ ɝɥɚɜɧɵɣ ɞɨɤɭɦɟɧɬ. 
ȼ ɝɥɚɜɧɨɦ ɞɨɤɭɦɟɧɬɟ ɦɨɠɧɨ ɥɟɝɤɨ ɢɡɦɟɧɹɬɶ ɟɝɨ ɫɬɪɭɤɬɭɪɭ ɩɪɨɫɬɵɦ 

ɩɟɪɟɦɟɳɟɧɢɟɦ ɜɥɨɠɟɧɧɵɯ ɞɨɤɭɦɟɧɬɨɜ ɢɥɢ ɡɚɝɨɥɨɜɤɨɜ ɜɧɭɬɪɢ 

ɩɨɞɱɢɧɟɧɧɵɯ ɞɨɤɭɦɟɧɬɨɜ ɫ ɩɨɦɨɳɶɸ ɦɵɲɢ ɢ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ 

ɋɬɪɭɤɬɭɪɚ (Outlining). ɑɬɨɛɵ ɜɵɞɟɥɢɬɶ ɜɟɫɶ ɜɥɨɠɟɧɧɵɣ ɞɨɤɭɦɟɧɬ, ɤɥɢɤɧɢɬɟ 

ɦɵɲɶɸ ɧɚ ɟɝɨ ɡɧɚɱɤɟ. 
ȿɫɥɢ ɜɥɨɠɟɧɧɵɣ ɞɨɤɭɦɟɧɬ ɫɬɚɧɨɜɢɬɫɹ ɫɥɢɲɤɨɦ ɛɨɥɶɲɢɦ ɢɥɢ ɟɫɥɢ 

ɜɨɡɧɢɤɥɚ ɩɨɬɪɟɛɧɨɫɬɶ ɜ ɬɨɦ, ɱɬɨɛɵ ɧɚɞ ɨɬɞɟɥɶɧɵɦɢ ɟɝɨ ɱɚɫɬɹɦɢ ɪɚɛɨɬɚɥɢ 

ɪɚɡɧɵɟ ɚɜɬɨɪɵ, ɧɚɞɨ ɪɚɡɛɢɬɶ ɷɬɨɬ ɞɨɤɭɦɟɧɬ ɧɚ ɧɟɫɤɨɥɶɤɨ ɨɬɞɟɥɶɧɵɯ 

ɩɨɞɱɢɧɟɧɧɵɯ ɞɨɤɭɦɟɧɬɨɜ. Эɬɭ ɨɩɟɪɚɰɢɸ ɫɥɟɞɭɟɬ ɜɵɩɨɥɧɹɬɶ ɜ ɝɥɚɜɧɨɦ 

ɞɨɤɭɦɟɧɬɟ, ɢɧɚɱɟ ɢɧɮɨɪɦɚɰɢɹ ɨ ɩɨɹɜɢɜɲɢɯɫɹ ɧɨɜɵɯ ɩɨɞɱɢɧɟɧɧɵɯ 

ɞɨɤɭɦɟɧɬɚɯ ɛɭɞɟɬ ɭɬɟɪɹɧɚ. Ⱦɥɹ ɪɚɡɛɢɟɧɢɹ ɜɥɨɠɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɧɭɠɧɨ 

ɢɫɩɨɥɶɡɨɜɚɬɶ ɤɧɨɩɤɭ Ɋɚɡɛɢɬɶ ɜɥɨɠɟɧɧɵɣ ɞɨɤɭɦɟɧɬ (Split Subdocument) 

ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɪɭɤɬɭɪɚ (Outlining). Ʉɭɪɫɨɪ ɩɪɢ ɷɬɨɦ ɞɨɥɠɟɧ 

ɧɚɯɨɞɢɬɶɫɹ ɜ ɦɟɫɬɟ ɪɚɡɛɢɟɧɢɹ. 
Ⱥɧɚɥɨɝɢɱɧɵɦ ɨɛɪɚɡɨɦ ɜɥɨɠɟɧɧɵɟ ɞɨɤɭɦɟɧɬɵ ɦɨɠɧɨ ɨɛɴɟɞɢɧɹɬɶ ɞɥɹ 

ɭɩɪɨɳɟɧɢɹ ɫɬɪɭɤɬɭɪɵ ɝɥɚɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ. ȼ ɝɥɚɜɧɨɦ ɞɨɤɭɦɟɧɬɟ 

ɨɛɴɟɞɢɧɹɟɦɵɟ ɩɨɞɱɢɧɟɧɧɵɟ ɞɨɤɭɦɟɧɬɵ ɞɨɥɠɧɵ ɪɚɫɩɨɥɚɝɚɬɶɫɹ ɞɪɭɝ ɩɨɞ 
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ɞɪɭɝɨɦ. ɓɟɥɤɧɭɜ ɦɵɲɶɸ ɧɚ ɡɧɚɱɤɟ ɩɨɞɱɢɧɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ, ɫ ɤɨɬɨɪɨɝɨ 

ɧɚɱɢɧɚɟɬɫɹ ɨɛɴɟɞɢɧɟɧɢɟ, ɚ ɡɚɬɟɦ ɩɪɢ ɧɚɠɚɬɨɣ ɤɥɚɜɢɲɟ Shift ɧɚ ɫɥɟɞɭɸɳɢɯ 

ɡɧɚɱɤɚɯ ɨɛɴɟɞɢɧɹɟɦɵɯ ɩɨɞɱɢɧɟɧɧɵɯ ɞɨɤɭɦɟɧɬɨɜ, ɧɭɠɧɨ ɡɚɬɟɦ ɧɚɠɚɬɶ 

ɤɧɨɩɤɭ Ɉɛɴɟɞɢɧɢɬɶ ɜɥɨɠɟɧɧɵɟ ɞɨɤɭɦɟɧɬɵ (Merge Subdocument) ɩɚɧɟɥɢ 

ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɪɭɤɬɭɪɚ  (Outlining). 

ɑɬɨɛɵ ɫɨɤɪɚɬɢɬɶ ɨɛɴɟɦ ɢɡɞɚɧɢɹ, ɜɥɨɠɟɧɧɵɣ ɞɨɤɭɦɟɧɬ ɦɨɠɧɨ ɭɞɚɥɢɬɶ 

ɢɡ ɝɥɚɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ. ɉɪɢ ɷɬɨɦ ɩɨɞɱɢɧɟɧɧɵɣ ɞɨɤɭɦɟɧɬ ɦɨɠɧɨ ɭɞɚɥɢɬɶ 

ɜɦɟɫɬɟ ɫ ɟɝɨ ɫɨɞɟɪɠɢɦɵɦ ɢɥɢ ɨɫɬɚɜɢɜ ɷɬɨ ɫɨɞɟɪɠɢɦɨɟ ɜ ɝɥɚɜɧɨɦ ɞɨɤɭɦɟɧɬɟ. 
Ʉɧɨɩɤɚ ɍɞɚɥɢɬɶ ɜɥɨɠɟɧɧɵɣ ɞɨɤɭɦɟɧɬ (Remove Subdocument) ɩɚɧɟɥɢ 

ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɪɭɤɬɭɪɚ (Outlining) ɩɨɡɜɨɥɹɟɬ ɫɨɯɪɚɧɢɬɶ ɫɨɞɟɪɠɢɦɨɟ 

ɜɵɞɟɥɟɧɧɨɝɨ ɩɨɞɱɢɧɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɜ ɝɥɚɜɧɨɦ ɞɨɤɭɦɟɧɬɟ. Эɬɨ 

ɫɨɞɟɪɠɢɦɨɟ ɛɭɞɟɬ ɨɬɞɟɥɟɧɨ ɨɬ ɨɫɬɚɥɶɧɨɝɨ ɬɟɤɫɬɚ ɦɚɪɤɟɪɚɦɢ ɤɨɧɰɚ ɪɚɡɞɟɥɚ. 
Ⱦɥɹ ɭɞɚɥɟɧɢɹ ɜɵɞɟɥɟɧɧɨɝɨ ɩɨɞɱɢɧɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɜɦɟɫɬɟ ɫ ɫɨɞɟɪɠɢɦɵɦ 

ɫɥɟɞɭɟɬ ɢɫɩɨɥɶɡɨɜɚɬɶ ɤɥɚɜɢɲɭ Del. 

Ɉɩɟɪɚɰɢɹ ɭɞɚɥɟɧɢɹ ɜɥɨɠɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɩɪɟɞɫɬɚɜɥɹɟɬ ɫɨɛɨɣ ɥɢɲɶ 

ɫɬɢɪɚɧɢɟ ɢɧɮɨɪɦɚɰɢɢ ɨ ɧɟɦ ɜ ɝɥɚɜɧɨɦ ɞɨɤɭɦɟɧɬɟ. ɋɚɦ ɩɨɞɱɢɧɟɧɧɵɣ 

ɞɨɤɭɦɟɧɬ ɜɦɟɫɬɟ ɫɨ ɫɜɨɢɦ ɫɨɞɟɪɠɢɦɵɦ ɨɫɬɚɟɬɫɹ ɧɚ ɬɨɦ ɠɟ ɭɫɬɪɨɣɫɬɜɟ ɢ ɜ 

ɬɨɦ ɠɟ ɤɚɬɚɥɨɝɟ, ɝɞɟ ɨɧ ɛɵɥ ɡɚɩɢɫɚɧ. 
Ƚɥɚɜɧɵɣ ɞɨɤɭɦɟɧɬ ɦɨɠɧɨ ɧɚɩɟɱɚɬɚɬɶ ɤɚɤ ɟɞɢɧɵɣ ɛɨɥɶɲɨɣ ɞɨɤɭɦɟɧɬ. 

Ⱦɥɹ ɷɬɨɝɨ ɧɚɞɨ ɩɟɪɟɣɬɢ ɜ Ɉɛɵɱɧɵɣ (Normal View) ɪɟɠɢɦ ɩɪɨɫɦɨɬɪɚ ɢ 

ɜɵɩɨɥɧɢɬɶ ɤɨɦɚɧɞɭ ɉɟɱɚɬɶ (Print) ɢɡ ɦɟɧɸ Ɏɚɣɥ (File), ɩɪɟɞɜɚɪɢɬɟɥɶɧɨ 

ɭɫɬɚɧɨɜɢɜ ɧɟɨɛɯɨɞɢɦɵɟ ɩɚɪɚɦɟɬɪɵ ɩɟɱɚɬɢ. 
Ɇɨɠɧɨ ɬɚɤɠɟ ɧɚɩɟɱɚɬɚɬɶ ɱɚɫɬɶ ɝɥɚɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ. Ⱦɥɹ ɷɬɨɝɨ 

ɩɪɟɞɜɚɪɢɬɟɥɶɧɨ ɜ ɪɟɠɢɦɟ ɋɬɪɭɤɬɭɪɚ (Outline View) ɫɥɟɞɭɟɬ ɨɬɨɛɪɚɬɶ ɞɥɹ 

ɩɟɱɚɬɢ ɧɟɨɛɯɨɞɢɦɵɟ ɮɪɚɝɦɟɧɬɵ ɝɥɚɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ, ɫɜɨɪɚɱɢɜɚɹ ɢ 

ɪɚɡɜɨɪɚɱɢɜɚɹ ɡɚɝɨɥɨɜɤɢ ɫ ɩɨɦɨɳɶɸ ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɪɭɤɬɭɪɚ 

(Outlining) ɞɨ ɬɟɯ ɩɨɪ, ɩɨɤɚ ɧɟ ɛɭɞɟɬ ɩɨɥɭɱɟɧ ɧɭɠɧɵɣ ɜɢɞ ɞɨɤɭɦɟɧɬɚ. 

6.2. Ɋɟɞɚɤɬɢɪɨɜɚɧɢɟ ɞɨɤɭɦɟɧɬɨɜ ɪɟɰɟɧɡɟɧɬɚɦɢ 

Word ɫɨɞɟɪɠɢɬ ɫɪɟɞɫɬɜɚ, ɩɨɡɜɨɥɹɸɳɢɟ ɥɟɝɤɨ ɪɟɞɚɤɬɢɪɨɜɚɬɶ ɞɨɤɭɦɟɧɬɵ 

ɢ ɨɛɴɟɞɢɧɹɬɶ ɤɨɦɦɟɧɬɚɪɢɢ ɪɟɰɟɧɡɟɧɬɨɜ. Ɍɚɤɢɦ ɫɪɟɞɫɬɜɚɦɢ ɹɜɥɹɸɬɫɹ 

ɩɪɢɦɟɱɚɧɢɹ ɢ ɢɫɩɪɚɜɥɟɧɢɹ. 
ɋɨɡɞɚɧɢɟ ɩɪɢɦɟɱɚɧɢɣ. ɉɪɢɦɟɱɚɧɢɹ – ɷɬɨ ɤɨɦɦɟɧɬɚɪɢɢ, ɤɨɬɨɪɵɟ 

ɪɟɰɟɧɡɟɧɬ (ɢɥɢ ɚɜɬɨɪ) ɦɨɠɟɬ ɞɨɛɚɜɢɬɶ ɤ ɞɨɤɭɦɟɧɬɭ, ɧɟ ɢɡɦɟɧɹɹ ɟɝɨ 

ɬɟɤɫɬ. ɉɪɢɦɟɱɚɧɢɹ ɩɨɦɟɳɚɸɬɫɹ ɜ ɨɬɞɟɥɶɧɨɦ ɨɤɧɟ. 
ɉɟɪɟɞ ɜɫɬɚɜɤɨɣ ɩɪɢɦɟɱɚɧɢɹ ɧɟɨɛɯɨɞɢɦɨ ɜɵɞɟɥɢɬɶ ɬɟɤɫɬ ɢɥɢ ɷɥɟɦɟɧɬ, 

ɤ ɤɨɬɨɪɨɦɭ ɛɭɞɟɬ ɨɬɧɨɫɢɬɶɫɹ ɩɪɢɦɟɱɚɧɢɟ. ȼ ɷɬɨɦ ɫɥɭɱɚɟ ɩɪɢ ɩɨɫɥɟɞɭɸɳɟɦ 

ɩɪɨɫɦɨɬɪɟ ɩɪɢɦɟɱɚɧɢɹ ɷɬɨɬ ɬɟɤɫɬ (ɷɥɟɦɟɧɬ) ɛɭɞɟɬ ɩɨɞɫɜɟɱɢɜɚɬɶɫɹ. 
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Ⱦɥɹ ɜɫɬɚɜɤɢ ɩɪɢɦɟɱɚɧɢɹ ɢɫɩɨɥɶɡɭɟɬɫɹ ɤɨɦɚɧɞɚ ɉɪɢɦɟɱɚɧɢɟ 

(Annotation) ɢɡ ɦɟɧɸ ȼɫɬɚɜɤɚ (Insert). ɉɪɢ ɷɬɨɦ ɜ ɦɟɫɬɨ, ɧɚ ɤɨɬɨɪɨɟ 

ɭɤɚɡɵɜɚɟɬ ɤɭɪɫɨɪ, ɜɫɬɚɜɥɹɟɬɫɹ ɦɚɪɤɟɪ ɩɪɢɦɟɱɚɧɢɹ, ɨɮɨɪɦɥɟɧɧɵɣ ɤɚɤ 

ɫɤɪɵɬɵɣ ɬɟɤɫɬ ɢ ɜɤɥɸɱɚɸɳɢɣ ɢɧɢɰɢɚɥɵ ɪɟɰɟɧɡɟɧɬɚ (ɚɜɬɨɪɚ ɩɪɢɦɟɱɚɧɢɹ) ɢ 

ɧɨɦɟɪ ɫɫɵɥɤɢ ɩɪɢɦɟɱɚɧɢɹ. ɂɧɢɰɢɚɥɵ ɪɟɰɟɧɡɟɧɬɚ ɛɟɪɭɬɫɹ ɢɡ ɜɤɥɚɞɤɢ 

ɉɨɥɶɡɨɜɚɬɟɥɶ (User Info) ɤɨɦɚɧɞɵ ɉɚɪɚɦɟɬɪɵ (Options) ɢɡ ɦɟɧɸ ɋɟɪɜɢɫ 

(Tools). 

Ⱦɥɹ ɜɜɨɞɚ ɬɟɤɫɬɚ ɩɪɢɦɟɱɚɧɢɹ ɨɬɤɪɵɜɚɟɬɫɹ ɨɤɧɨ ɩɪɢɦɟɱɚɧɢɣ. Ɍɟɤɫɬ 

ɩɪɢɦɟɱɚɧɢɹ ɪɟɞɚɤɬɢɪɭɟɬɫɹ, ɤɚɤ ɥɸɛɨɣ ɞɪɭɝɨɣ ɬɟɤɫɬ ɞɨɤɭɦɟɧɬɚ. 
Ɇɚɪɤɟɪɵ ɩɪɢɦɟɱɚɧɢɣ ɚɜɬɨɦɚɬɢɱɟɫɤɢ ɨɬɨɛɪɚɠɚɸɬɫɹ ɧɚ ɷɤɪɚɧɟ, ɤɨɝɞɚ 

ɨɬɤɪɵɬɨ ɨɤɧɨ ɩɪɢɦɟɱɚɧɢɣ. ȿɫɥɢ ɨɤɧɨ ɩɪɢɦɟɱɚɧɢɣ ɡɚɤɪɵɬɨ, ɬɨ ɞɥɹ 

ɜɵɫɜɟɱɢɜɚɧɢɹ ɦɚɪɤɟɪɨɜ ɩɪɢɦɟɱɚɧɢɣ ɧɚɞɨ ɧɚɠɚɬɶ ɤɧɨɩɤɭ ɇɟɩɟɱɚɬɚɟɦɵɟ 

ɡɧɚɤɢ (Show/Hide ¶) ɩɚɧɟɥɢ ɢɧɫɬɪɭɦɟɧɬɨɜ ɋɬɚɧɞɚɪɬɧɚɹ (Standard). 

ɉɪɢɦɟɱɚɧɢɹ ɦɨɠɧɨ ɩɪɨɫɦɨɬɪɟɬɶ ɬɨɥɶɤɨ ɜ ɨɤɧɟ ɩɪɢɦɟɱɚɧɢɣ. Ⱦɥɹ 

ɜɵɡɨɜɚ ɨɤɧɚ ɩɪɢɦɟɱɚɧɢɣ ɧɚɞɨ ɢɫɩɨɥɶɡɨɜɚɬɶ ɤɨɦɚɧɞɭ ɉɪɢɦɟɱɚɧɢɹ 

(Annotations) ɢɡ ɦɟɧɸ ȼɢɞ (View) ɢɥɢ ɞɜɚɠɞɵ ɳɟɥɤɧɭɬɶ ɦɵɲɶɸ ɧɚ 

ɦɚɪɤɟɪɟ ɩɪɢɦɟɱɚɧɢɹ ɜ ɨɤɧɟ ɞɨɤɭɦɟɧɬɚ. 
ȼ ɨɤɧɟ ɩɪɢɦɟɱɚɧɢɣ ɦɨɠɧɨ ɩɪɨɫɦɚɬɪɢɜɚɬɶ ɩɪɢɦɟɱɚɧɢɹ ɜɫɟɯ ɪɟɰɟɧɡɟɧɬɨɜ 

ɨɞɧɨɜɪɟɦɟɧɧɨ ɥɢɛɨ ɬɨɥɶɤɨ ɨɞɧɨɝɨ ɪɟɰɟɧɡɟɧɬɚ. ȼɵɛɨɪ ɪɟɰɟɧɡɟɧɬɚ 

ɨɫɭɳɟɫɬɜɥɹɟɬɫɹ ɜ ɩɨɥɟ Ʉɬɨ (From) ɜ ɜɟɪɯɧɟɣ ɱɚɫɬɢ ɨɤɧɚ ɩɪɢɦɟɱɚɧɢɣ. ɉɨ 

ɭɦɨɥɱɚɧɢɸ ɭɫɬɚɧɚɜɥɢɜɚɟɬɫɹ ɡɧɚɱɟɧɢɟ ȼɫɟ ɪɟɰɟɧɡɟɧɬɵ (All Reviewers). ɂɦɹ 

ɪɟɰɟɧɡɟɧɬɚ ɩɨɞɫɬɚɜɥɹɟɬɫɹ ɢɡ ɜɤɥɚɞɤɢ ɉɨɥɶɡɨɜɚɬɟɥɶ (User Info) ɤɨɦɚɧɞɵ 

ɉɚɪɚɦɟɬɪɵ (Options) ɢɡ ɦɟɧɸ ɋɟɪɜɢɫ (Tools). ɑɬɨɛɵ ɭɞɚɥɢɬɶ ɩɪɢɦɟɱɚɧɢɟ, 
ɧɚɞɨ ɭɞɚɥɢɬɶ ɤɥɚɜɢɲɟɣ Del ɫɨɨɬɜɟɬɫɬɜɭɸɳɢɣ ɦɚɪɤɟɪ ɩɪɢɦɟɱɚɧɢɹ ɜ ɨɤɧɟ 

ɞɨɤɭɦɟɧɬɚ. ȼɫɟ ɨɫɬɚɜɲɢɟɫɹ ɩɪɢɦɟɱɚɧɢɹ ɚɜɬɨɦɚɬɢɱɟɫɤɢ 

ɩɟɪɟɧɭɦɟɪɨɜɵɜɚɸɬɫɹ. 
ɋɨɡɞɚɧɢɟ ɢɫɩɪɚɜɥɟɧɢɣ. ȼ ɨɬɥɢɱɢɟ ɨɬ ɩɪɢɦɟɱɚɧɢɣ, ɜɧɨɫɢɦɵɟ 

ɢɫɩɪɚɜɥɟɧɢɹ ɢɡɦɟɧɹɸɬ ɫɚɦ ɞɨɤɭɦɟɧɬ. Ʉɚɠɞɨɟ ɢɫɩɪɚɜɥɟɧɢɟ ɨɛɨɡɧɚɱɚɟɬɫɹ 

ɢɦɟɧɟɦ ɪɟɰɟɧɡɟɧɬɚ, ɞɚɬɨɣ ɢ ɜɪɟɦɟɧɟɦ ɢɡɦɟɧɟɧɢɹ. ȼɧɨɫɢɦɵɟ ɢɫɩɪɚɜɥɟɧɢɹ ɜ 

ɞɨɤɭɦɟɧɬɟ ɩɨɦɟɱɚɸɬɫɹ ɦɚɪɤɟɪɚɦɢ ɢɫɩɪɚɜɥɟɧɢɣ, ɤɨɬɨɪɵɟ ɩɨɦɨɝɚɸɬ 

ɭɜɢɞɟɬɶ, ɤɚɤɢɟ ɢɡɦɟɧɟɧɢɹ ɛɵɥɢ ɜɧɟɫɟɧɵ ɜ ɞɨɤɭɦɟɧɬ ɩɨ ɫɪɚɜɧɟɧɢɸ ɫ ɟɝɨ 

ɩɨɫɥɟɞɧɟɣ ɜɟɪɫɢɟɣ. Ⱦɥɹ ɢɡɨɛɪɚɠɟɧɢɹ ɪɟɞɚɤɬɢɪɭɟɦɨɝɨ ɬɟɤɫɬɚ ɢɫɩɨɥɶɡɭɟɬɫɹ 

ɫɩɟɰɢɚɥɶɧɵɣ ɮɨɪɦɚɬ. 
ɉɟɪɟɞ ɧɚɱɚɥɨɦ ɜɧɟɫɟɧɢɹ ɢɫɩɪɚɜɥɟɧɢɣ ɧɚɞɨ ɡɚɞɚɬɶ ɪɚɡɧɵɟ ɜɚɪɢɚɧɬɵ 

ɩɨɦɟɬɤɢ ɢɫɩɪɚɜɥɟɧɢɣ ɤɨɦɚɧɞɨɣ ɂɫɩɪɚɜɥɟɧɢɹ (Revisions) → ȼɵɞɟɥɢɬɶ 

ɢɫɩɪɚɜɥɟɧɢɹ ɢɡ ɦɟɧɸ ɋɟɪɜɢɫ (Tools): 

D Ɂɚɩɢɫɵɜɚɬɶ  ɢɫɩɪɚɜɥɟɧɢɹ  (Mark Revisions  While  Editing)  –  

ɩɨɦɟɱɚɬɶ ɥɸɛɨɣ ɜɫɬɚɜɥɟɧɧɵɣ, ɭɞɚɥɟɧɧɵɣ ɢɥɢ ɩɟɪɟɦɟɳɟɧɧɵɣ ɬɟɤɫɬ ɢ 
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ɝɪɚɮɢɤɭ ɜ ɞɨɤɭɦɟɧɬɟ; ɞɥɹ ɨɬɤɥɸɱɟɧɢɹ ɩɨɦɟɬɤɢ ɢɫɩɪɚɜɥɟɧɢɣ ɧɚɞɨ 

ɫɛɪɨɫɢɬɶ ɷɬɨɬ ɮɥɚɠɨɤ; 
D Ɉɬɨɛɪɚɠɚɬɶ ɢɫɩɪɚɜɥɟɧɢɹ ɧɚ ɷɤɪɚɧɟ (Show Revisions on Screen) – 

ɨɬɨɛɪɚɠɚɬɶ ɧɚ ɷɤɪɚɧɟ ɦɚɪɤɟɪɵ ɢɫɩɪɚɜɥɟɧɢɣ ɩɪɢ ɩɪɚɜɤɟ ɞɨɤɭɦɟɧɬɚ; 
D ɉɟɱɚɬɚɬɶ ɢɫɩɪɚɜɥɟɧɢɹ ɜɦɟɫɬɟ ɫ ɞɨɤɭɦɟɧɬɨɦ (Show Revisions in 

Printed Document) – ɪɚɫɩɟɱɚɬɵɜɚɬɶ ɦɚɪɤɟɪɵ ɢɫɩɪɚɜɥɟɧɢɣ ɜɦɟɫɬɟ ɫ 

ɞɨɤɭɦɟɧɬɨɦ; 
D ɉɚɪɚɦɟɬɪɵ (Options) –  ɭɫɬɚɧɨɜɤɚ ɩɚɪɚɦɟɬɪɨɜ ɨɬɨɛɪɚɠɟɧɢɹ 

ɦɚɪɤɟɪɨɜ ɢɫɩɪɚɜɥɟɧɢɣ: Ⱦɨɛɚɜɥɟɧɧɵɣ ɬɟɤɫɬ (Inserted Text), 

ɍɞɚɥɟɧɧɵɣ ɬɟɤɫɬ (Deleted Text), ɂɡɦɟɧɟɧɧɵɟ ɫɬɪɨɤɢ (Revised 

Lines), ɢɫɩɪɚɜɥɟɧɢɹ ɚɜɬɨɦɚɬɢɱɟɫɤɢ ɩɨɦɟɱɚɸɬɫɹ ɜɵɛɪɚɧɧɵɦɢ 

ɦɚɪɤɟɪɚɦɢ ɢɫɩɪɚɜɥɟɧɢɣ. 
Ʉɨɝɞɚ ɪɟɰɟɧɡɟɧɬ ɧɚɱɢɧɚɟɬ ɢɫɩɪɚɜɥɹɬɶ ɞɨɤɭɦɟɧɬ, ɬɨ ɜɫɟ ɢɡɦɟɧɟɧɢɹ 

ɡɚɩɢɫɵɜɚɸɬɫɹ ɜ ɫɨɨɬɜɟɬɫɬɜɢɢ ɫ ɩɟɪɟɱɢɫɥɟɧɧɵɦɢ ɭɫɬɚɧɨɜɤɚɦɢ ɞɥɹ ɩɨɦɟɬɨɤ, 
ɚ ɜ ɫɬɪɨɤɟ ɫɨɫɬɨɹɧɢɹ ɞɨɤɭɦɟɧɬɚ ɫɢɦɜɨɥɵ «ɂɋɉɊ» (MRK) ɢɡɨɛɪɚɠɚɸɬɫɹ 

ɩɨɥɭɠɢɪɧɵɦɢ. ɉɨɫɥɟ ɬɨɝɨ ɤɚɤ ɞɨɤɭɦɟɧɬ ɛɵɥ ɨɬɪɟɞɚɤɬɢɪɨɜɚɧ ɫ ɜɤɥɸɱɟɧɧɨɣ 

ɩɨɦɟɬɤɨɣ ɢɫɩɪɚɜɥɟɧɢɣ, ɦɨɠɧɨ ɩɪɨɫɦɨɬɪɟɬɶ ɦɚɪɤɟɪɵ ɢɫɩɪɚɜɥɟɧɢɣ ɜ 

ɞɨɤɭɦɟɧɬɟ ɢ ɩɪɢɧɹɬɶ, ɨɬɤɚɡɚɬɶɫɹ ɢɥɢ ɩɪɨɢɝɧɨɪɢɪɨɜɚɬɶ ɤɚɠɞɨɟ ɢɫɩɪɚɜɥɟɧɢɟ. 
ɑɬɨɛɵ ɧɚɱɚɬɶ ɷɬɨɬ ɩɪɨɰɟɫɫ, ɧɚɞɨ ɨɬɤɪɵɬɶ ɨɤɧɨ ɉɪɨɫɦɨɬɪ ɢɫɩɪɚɜɥɟɧɢɣ 

(Review) ɤɨɦɚɧɞɨɣ ɉɪɢɧɹɬɶ/ɨɬɤɥɨɧɢɬɶ ɢɫɩɪɚɜɥɟɧɢɹ (Revisions) ɢɡ ɦɟɧɸ  

ɋɟɪɜɢɫ (Tools). 

ȼ ɷɬɨɦ ɪɟɠɢɦɟ ɤɧɨɩɤɚ ɇɚɣɬɢ (Find) ɩɨɡɜɨɥɹɟɬ ɨɫɭɳɟɫɬɜɥɹɬɶ ɩɨɢɫɤ 

ɦɚɪɤɟɪɨɜ ɢɫɩɪɚɜɥɟɧɢɹ ɜ ɩɪɹɦɨɦ ɢɥɢ ɨɛɪɚɬɧɨɦ ɧɚɩɪɚɜɥɟɧɢɢ. ȿɫɥɢ ɳɟɥɤɧɭɬɶ 

ɦɵɲɶɸ ɧɚ ɦɚɪɤɟɪɟ ɢɫɩɪɚɜɥɟɧɢɹ ɜ ɞɨɤɭɦɟɧɬɟ, ɬɨ ɨɬɨɛɪɚɡɢɬɫɹ ɢɦɹ ɪɟɰɟɧɡɟɧɬɚ, 
ɞɚɬɚ ɢ ɜɪɟɦɹ ɜɜɨɞɚ ɢɫɩɪɚɜɥɟɧɢɹ. ȿɫɥɢ ɚɜɬɨɪ ɫɨɝɥɚɫɟɧ ɫɨ ɫɞɟɥɚɧɧɵɦ 

ɢɫɩɪɚɜɟɧɢɟɦ, ɬɨ ɢɫɩɨɥɶɡɭɟɬɫɹ ɤɧɨɩɤɚ ɉɪɢɧɹɬɶ (Accept), ɟɫɥɢ ɧɟ ɫɨɝɥɚɫɟɧ, ɬɨ 

ɤɧɨɩɤɚ Ɉɬɤɚɡɚɬɶɫɹ (Reject). ɑɬɨɛɵ ɩɪɢɧɹɬɶ ɜɫɟ ɢɫɩɪɚɜɥɟɧɢɹ ɢɥɢ ɨɬɤɚɡɚɬɶɫɹ 

ɨɬ ɜɫɟɯ ɢɫɩɪɚɜɥɟɧɢɣ, ɦɨɠɧɨ ɢɫɩɨɥɶɡɨɜɚɬɶ ɫɨɨɬɜɟɬɫɬɜɟɧɧɨ ɤɧɨɩɤɢ ɉɪɢɧɹɬɶ 

ɜɫɟ (Accept All) ɢ Ɉɬɤɚɡ ɨɬ ɜɫɟɯ (Reject All) ɜ ɨɤɧɟ ɉɪɨɫɦɨɬɪ ɢɫɩɪɚɜɥɟɧɢɣ 

(Revisions) ɢɡ ɦɟɧɸ ɋɟɪɜɢɫ (Tools). 

ɋɨɞɟɪɠɚɧɢɟ ɪɚɛɨɬɵ 

1. ȼ ɱɟɦ ɪɚɡɧɢɰɚ ɦɟɠɞɭ ɝɥɚɜɧɵɦ ɢ ɩɨɞɱɢɧɟɧɧɵɦ ɞɨɤɭɦɟɧɬɚɦɢ? 
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2. ɋɨɡɞɚɣɬɟ ɜ ɧɨɜɨɦ ɞɨɤɭɦɟɧɬɟ ɫɬɪɭɤɬɭɪɭ ɛɭɞɭɳɟɝɨ ɢɡɞɚɧɢɹ, 
ɫɨɫɬɨɹɳɭɸ ɢɡ ɫɥɟɞɭɸɳɢɯ ɡɚɝɨɥɨɜɤɨɜ, ɨɮɨɪɦɥɟɧɧɵɯ ɜɫɬɪɨɟɧɧɵɦɢ 

ɫɬɢɥɹɦɢ ɡɚɝɨɥɨɜɤɨɜ: 
ɊȺɁȾȿɅ 1. ..........ɧɚɡɜɚɧɢɟ ɪɚɡɞɟɥɚ.......................................... 

Ɍɟɦɚ 1.1. .................ɧɚɡɜɚɧɢɟ ɬɟɦɵ......................................... 

ɩ. 1.1.1. ................ɧɚɡɜɚɧɢɟ ɩɭɧɤɬɚ......................................... 

............................................................ 

ɩ. 1.1.2. ............................................................ 

............................................................ 

Ɍɟɦɚ 1.2. .......................................................... 

ɩ. 1.2.1. ............................................................. 

............................................................ 

ɩ. 1.2.2. ............................................................. 

............................................................. 

ɊȺɁȾȿɅ 2. ...................................................... 

Ɍɟɦɚ 2.1. ........................................................... 

ɩ. 2.1.1. ............................................................. 

............................................................. 

ɩ. 2.1.2. .............................................................. 

.............................................................. 

3. ɋɨɡɞɚɣɬɟ  ɩɨɞɱɢɧɟɧɧɵɟ  ɞɨɤɭɦɟɧɬɵ  ɞɥɹ  ɡɚɝɨɥɨɜɤɨɜ  «Ɍɟɦɚ  1.1.» ɢ 

«Ɍɟɦɚ 1.2.», ɚ ɬɚɤɠɟ ɞɥɹ ɡɚɝɨɥɨɜɤɨɜ «ɩ. 1.1.1.» ɢ «ɩ. 1.1.2.». 

4. ɋɨɯɪɚɧɢɬɟ ɝɥɚɜɧɵɣ ɞɨɤɭɦɟɧɬ ɢ ɩɪɨɫɦɨɬɪɢɬɟ ɢɦɟɧɚ ɮɚɣɥɨɜ 

ɜɥɨɠɟɧɧɵɯ ɞɨɤɭɦɟɧɬɨɜ. 
5. ȼ ɝɥɚɜɧɨɦ ɞɨɤɭɦɟɧɬɟ ɩɨɫɦɨɬɪɢɬɟ ɧɚɥɢɱɢɟ ɡɧɚɱɤɨɜ ɛɥɨɤɢɪɨɜɤɢ ɞɥɹ 

ɨɬɤɪɵɬɵɯ ɩɨɞɱɢɧɟɧɧɵɯ ɞɨɤɭɦɟɧɬɨɜ. 
6. ȼɧɟɫɢɬɟ ɤɚɤɢɟ-ɥɢɛɨ ɢɡɦɟɧɟɧɢɹ ɜ ɨɞɢɧ ɢɡ ɜɥɨɠɟɧɧɵɯ ɞɨɤɭɦɟɧɬɨɜ. 
7. ɋɨɡɞɚɣɬɟ ɧɨɜɵɣ ɮɚɣɥ ɫ ɡɚɝɨɥɨɜɤɨɦ «ɩ. 1.1.3.», ɨɬɮɨɪɦɚɬɢɪɨɜɚɧɧɵɦ 

ɫɨɨɬɜɟɬɫɬɜɭɸɳɢɦ ɫɬɢɥɟɦ ɡɚɝɨɥɨɜɤɨɜ, ɫɨɯɪɚɧɢɬɟ ɟɝɨ ɢ ɜɫɬɚɜɶɬɟ ɜ 

ɤɚɱɟɫɬɜɟ ɩɨɞɱɢɧɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ ɜ ɝɥɚɜɧɵɣ ɞɨɤɭɦɟɧɬ. 
8. ɂɡɦɟɧɢɬɟ ɢɦɹ ɮɚɣɥɚ ɤɚɤɨɝɨ-ɥɢɛɨ ɜɥɨɠɟɧɧɨɝɨ ɞɨɤɭɦɟɧɬɚ. 
9. ɉɨɦɟɧɹɣɬɟ ɦɟɫɬɚɦɢ ɩɨɞɱɢɧɟɧɧɵɟ ɞɨɤɭɦɟɧɬɵ ɫɨɞɟɪɠɚɳɢɟ 

ɫɥɟɞɭɸɳɢɟ ɡɚɝɨɥɨɜɤɢ «ɩ. 1.1.1.» ɢ «ɩ. 1.1.2.», ɢɡɦɟɧɢɬɟ 

ɫɨɨɬɜɟɬɫɬɜɭɸɳɢɦ ɨɛɪɚɡɨɦ ɢɯ ɧɭɦɟɪɚɰɢɸ. 
10. ȼ ɩɨɞɱɢɧɟɧɧɵɣ ɞɨɤɭɦɟɧɬ, ɢɦɟɸɳɢɣ ɡɚɝɨɥɨɜɨɤ «ɩ. 1.1.3.», ɞɨɛɚɜɶɬɟ 

ɡɚɝɨɥɨɜɨɤ «ɩ. 1.1.4.» ɢ ɪɚɡɛɟɣɬɟ ɷɬɨɬ ɞɨɤɭɦɟɧɬ ɧɚ ɞɜɚ ɫ 

ɫɨɨɬɜɟɬɫɬɜɭɸɳɢɦɢ ɡɚɝɨɥɨɜɤɚɦɢ. 
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11. Ɉɛɴɟɞɢɧɢɬɟ  ɜɥɨɠɟɧɧɵɟ  ɞɨɤɭɦɟɧɬɵ  ɫ  ɡɚɝɨɥɨɜɤɚɦɢ  «ɩ.  1.1.4.» ɢ 

«Ɍɟɦɚ 1.2.». 

12. ɍɞɚɥɢɬɟ ɩɨɞɱɢɧɟɧɧɵɣ ɞɨɤɭɦɟɧɬ ɫ ɡɚɝɨɥɨɜɤɨɦ «ɩ. 1.1.1.», ɧɟ ɭɞɚɥɹɹ 

ɟɝɨ ɫɨɞɟɪɠɢɦɨɝɨ ɢɡ ɝɥɚɜɧɨɝɨ ɞɨɤɭɦɟɧɬɚ. 
13. ȼ ɱɟɦ ɫɭɳɧɨɫɬɶ ɪɟɞɚɤɬɢɪɨɜɚɧɢɹ ɞɨɤɭɦɟɧɬɚ ɩɪɢ ɩɨɦɨɳɢ ɪɟɰɟɧɡɢɣ? 

14. Ⱦɥɹ ɱɟɝɨ ɧɟɨɛɯɨɞɢɦɨ ɩɪɢɦɟɱɚɧɢɟ? 

15. Ʉɚɤ ɢɫɩɨɥɶɡɭɟɬɫɹ ɢɫɩɪɚɜɥɟɧɢɟ? 

16. Ʉɚɤɢɦ ɨɛɪɚɡɨɦ ɪɚɛɨɬɚɟɬ ɫ ɩɪɢɦɟɱɚɧɢɹɦɢ ɢ ɢɫɩɪɚɜɥɟɧɢɹɦɢ 

ɪɟɰɟɧɡɟɧɬ? 

17. ȼ ɝɥɚɜɧɨɦ ɞɨɤɭɦɟɧɬɟ ɢɥɢ ɟɝɨ ɩɨɞɱɢɧɟɧɧɵɯ ɞɨɤɭɦɟɧɬɚɯ ɜɵɩɨɥɧɢɬɟ 

ɫɥɟɞɭɸɳɢɟ ɞɟɣɫɬɜɢɹ: 
D ɜɫɬɚɜɶɬɟ ɞɜɚ ɩɪɢɦɟɱɚɧɢɹ ɢ ɡɚɤɪɨɣɬɟ ɨɤɧɨ ɩɪɢɦɟɱɚɧɢɣ; 
D ɨɬɨɛɪɚɡɢɬɟ ɜ ɨɤɧɟ ɞɨɤɭɦɟɧɬɚ ɦɚɪɤɟɪɵ ɩɪɢɦɟɱɚɧɢɣ; 
D ɢɡɦɟɧɢɬɟ ɜ ɨɩɰɢɹɯ Word ɢɧɢɰɢɚɥɵ ɢ ɢɦɹ ɚɜɬɨɪɚ ɢ ɜɫɬɚɜɶɬɟ ɟɳɟ 

ɨɞɧɨ ɩɪɢɦɟɱɚɧɢɟ; 
D ɩɪɨɫɦɨɬɪɢɬɟ ɩɪɢɦɟɱɚɧɢɹ ɨɞɧɨɝɨ ɪɟɰɟɧɡɟɧɬɚ; 
D ɭɞɚɥɢɬɟ ɥɸɛɨɟ ɩɪɢɦɟɱɚɧɢɟ. 

18. ȼ ɝɥɚɜɧɨɦ ɞɨɤɭɦɟɧɬɟ ɢɥɢ ɟɝɨ ɩɨɞɱɢɧɟɧɧɵɯ ɞɨɤɭɦɟɧɬɚɯ ɜɵɩɨɥɧɢɬɟ 

ɫɥɟɞɭɸɳɢɟ ɞɟɣɫɬɜɢɹ: 
D ɫɨɡɞɚɣɬɟ ɪɹɞ ɢɫɩɪɚɜɥɟɧɢɣ, ɭɞɚɥɹɹ, ɞɨɛɚɜɥɹɹ ɢ ɩɟɪɟɦɟɳɚɹ ɬɟɤɫɬ; 
D ɩɪɨɫɦɨɬɪɢɬɟ ɩɚɪɚɦɟɬɪɵ ɨɬɨɛɪɚɠɟɧɢɹ ɦɚɪɤɟɪɨɜ ɢɫɩɪɚɜɥɟɧɢɣ; 
D ɩɪɨɫɦɨɬɪɢɬɟ ɢɫɩɪɚɜɥɟɧɢɹ, ɩɪɢɧɢɦɚɹ ɢɯ ɢɥɢ ɨɬɤɚɡɵɜɚɹɫɶ ɨɬ ɧɢɯ. 

19. ȼɧɟɫɢɬɟ ɤɨɪɪɟɤɰɢɸ ɜ ɫɨɨɬɜɟɬɫɬɜɢɢ ɫ ɭɫɬɚɧɨɜɥɟɧɧɵɦɢ 

ɩɪɢɦɟɱɚɧɢɹɦɢ ɢ ɢɫɩɪɚɜɥɟɧɢɹɦɢ. 
20. ɋɨɯɪɚɧɢɬɟ ɞɨɤɭɦɟɧɬɵ. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Ɇɟɬɨɞɢɱɟɫɤɢɟ ɭɤɚɡɚɧɢɹ 

ɤ ɥɚɛɨɪɚɬɨɪɧɵɦ ɪɚɛɨɬɚɦ 

 

 

 

 

 

Ʉɨɧɞɪɚɬɶɟɜɚ ɂɪɢɧɚ Ⱥɥɟɤɫɚɧɞɪɨɜɧɚ,  

Ʉɨɬɨɜɚ ȿɥɟɧɚ ȿɜɝɟɧɶɟɜɧɚ, 

ɉɢɫɚɪɟɜ Ⱥɧɞɪɟɣ ɋɟɪɝɟɟɜɢɱ. 

 

 

 

 

 

 

ɉаɤɟɬ ɩɪɢɤɥаɞɧɵх ɩɪɨɝɪаɦɦ MS Office 2007:  

Ɍɟɤɫɬɨɜɵɣ ɪɟɞаɤɬɨɪ Word 
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