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TekcroBuMn  JOKYMEHT —  [OKYMEHT, SIKUu
CK/lafa€EeTbCsaA 3 TekKCcroBux o06'ektiB (cmmMmBOiB, CiB,
ab3ayiB) ta, MO>K/INBO, IHWNX 06°'ekTiB (rpagiyHux,
MyJZIbTUMELQINHNX TOLYO ).




Ansa cTBOpeHHs U onpaurwBaHHS €/1IeKTPOHHNUX TEKCTOBUX

AOKYMEHTIB BUKOPUCTOBYIOTb crnieyiasZibHI nporpamm

TekcroBi pegakTopu TekcroBi npoyecopu

(onpayroBaHHs1 JOKYMeHTIB, | (pOo60Ta 3 JOKYMeHTaMH, sAKi
SIKi MICTATb /1MLLIe 3BUYauHUUN | MICTAATb, KPIM TE€KCTY, U iHLWI
TeKCT) 06'ekTn)

b/1OKHOT
(po3LWnpeHHs

"8 cpaiinis - .txt)




TekcroBuM npoLecop — nporpama, rnpusHadeHa
AN1I1 CTBOPEHHSI WU  onpayroBaHHSI  TEKCTOBUX
AOKYMEHTIB.

LLinpoko pO3MnoBCO4>XKEHNM
TeKCTOBMM NnpoLyecopoM € nporpamMa 3
naxkera Microsoft Office — Microsoft
Word. Po3swmnpeHHs ddanniB docx um
doc €:17: aHr/a. document —

AOKYMEHT).




IHWMM nNpuKIagoM TEeKCTOBOIro npoyecopa € nporpamMa 3
nakera LibreOffice — Wtriter. ®ansn, CTBOpeHi B Lin
nporpami, MarOTb Po3LLUNPEHHs odt

~4Writer

Document




3aBaHTa)>knTmn TeKcroBunu npoyecop Microsoft Word
MOJ>KHa KiJiIbKOMa criocobamm.
Hanpuknag BigKPpUTHN JOKYMEHT, O MAa€E OQ4MNH i3 3HAUYKIB:




lNMyck = Yci nporpamun—=Microsoft Office=Microsoft Word
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(¥] Microsoft Excel 2010

@ Microsoft InfoPath Designer 2010
Microsoft InfoPath Filler 2010
@ Microsoft OneNote 2010

0] Microsoft Outlook 2010

|E| Microsoft PowerPoint 2010

(BJ] Microsoft Publisher 2010
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Akuwo Ha Poboyomy crosii abo Ha [lNlaHeni WBUAKOro
3arnyckKy € 3Ha4dyok nporpamun Microsoft Word,

Microsoft Word
Word 2013 2010

TO A4J/18 3anycKy nporpaMm MO>XHaA HaBEeCTU BKa3iBHUK Ha

3HAYOK i ABIYI K1aUyHYTH JIIBY KHOIMNKY MULLI.




MaHenb WBMAKOIro 4OCTyny Bknagkn Ctpiyka
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pO3yMiHHI
oaratod
3a cyTH f SMicT: 5 Cmyra

Wi NnpoKpy4dYyBaHHSA
CYCITBPHAX BiJHOCHH, Wm0 3Halmma BimoOpaskeHHI Y

iHQOpMamiHHOMY  IIpaBi, 11  MHiAramTysi
(iHdoMAaTH3AITIHHOMY TIpaRi).

CTOPIHKA 1131 KINBKICTE CNIB: 40 [[2  ¥KPATHCBKA



y BEepXHin YaCTUHI BiKHa nporpamm MoOJKe
pO3TallOBYyBaTUCSA FOPU3OHTaJ/IbHa JIIHINKa 3 MapkepaMu, a
B J1iBi - BepTUKaJZibHa JliHiNKa, Ha SIKin pO3MilyeHO LUKay
B CaHTUMeTpax. BUkopucroByroum MapKepun 1a no3Ha4YKu Ha
Unx JNliHIiMKax, MOXHa LWBNAKO 3MIiHIOBatTn 3Ha4Ye€HHS
AesIKNX BJ1aCTUBOCTEN OO'EKTIB TEeKCTOBOIro [4OKYMEHTa

(po3mMipm nnonis, BigcTtynu ab3ayis ToLyo ).




Y PsagKy ctaHy BUBOA4SITbCSI TaKl NoBIQOMJI€HHS !

Homep noro4yHoOI Kinbkictb MoBa

CTOPIHKMH cnliB TEeKCTy

CTOPIHKA 1 1531 KINBKICTE CNIB: 40 [%  ¥KPATHCBKA

3arasibHa KiJibKIiCTb CtaH pe>xnumy
CTOPIHOK nepeBipKn rnpaBonucy

KHONKn pe>xnmis lMoOB3YHOK i KHOIMKWN AJ151 BCTAHOBJIEHHS
nepernsigy AOKyMeHTa MacwTaby Bigobpa>xkeHHs1 JOKYMEHTY




doaaBarn TeKcr

AdoaaBary IHLWI
06’ekTn
(ManroHKu,

Tabaunyi,
rpagiknm,

T -
eKCTOoBHNnN ¢opMy””)

npowyecop

Mepernsgarm, PeparyBarm,
APYKyBaTu ¢dopmaryBaTm



0O6’eKkT TnyMayeHHSs Mepesnik BnacruBocrem

f;’:g Ty W )y Sl b A LWipncpT, po3Mip, konip, HaKpec/1eHHS
Ha6ip cnmBoniB, ymiljeHNx MiXc U-’PMCbT,. po3Mip, Konip, HaKpecsIeHHs
ABOMa npornycKkamm CUMBOJIIB
OgHe 4YM KifnlbKa JIOriyHO
PeyeHHS nos_'ﬂ3aan cniB, WO l.llpmpr,_ pO3Mip, KOJIip, HAKPECJ/IeHHS
3aKIiHYYIOTbCS Kparnkoro abo CMMBOJIIB
3HaKaMW OKJIMKY YU NMUTAHHS
AdoBisibHa NocnifgoBHICTDb B;_qp iBH'OBaH'.iﬂ.' BIACTY. nn,
; ; Mi>KpsigKoBuHN iHTepBaJs, iHTepBasa
CUMMBOJIIB, WO 3aKIH9y€TbCA nicnsa ablayy, iHTepBasa nepej
HaTUCHEeHHSM Knasiw i Enter d
abzayom
CknagoBa TeKCTOBOro Po3Mipun CTOpiHKWN, po3Mipy Nois,
CropiHKa AOKYMEeHTa, KpiM TEeKCTY, MO)>e  OpiEHTaLis1 CTOPIHKU, HyMepaLlis
MIiCTUTHN A iHLWI 06'€eKTN CTOPIHOK
rpaciyunn O6'eEKT TeKCTOBOIro AOKyMeHTa: B L (OB EIR JEE
obpamMsieHHSs

O06’eKT PUCYHOK, CxeMa, giarpama
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dann = BigkpnTm

3a J1OMOMOroro BlAKpUTYK
BKa3iBKNM OCTaHHI MO)KHa —
BIAKPpATH oAMNH i3 — (L) Ocranmi gokymerw

AOKYMEHTIB, 3 SIKUMMH 36eperm
npa”’OBa”” OCTaHHiM 36eperti Ak
HaCOM. Opyx E:I KoMn'iotep

&@ OneDrive — ocoBucte

Hagarw

CALNBHWA + lopaaty posTawysaHHA
A0CTyn




1. Bunbepun kKHonky Bigkputv, LJO MICTUTbCSI B JIiBOMY
BepxXHbOMY KyTi BikHa Microsoft Word.
2. Y BiKHIi BigKputrss [OKYMeHTa BigKPMWA nanky, Age

36epe)xxeHO JOKYMEHT.
3. Cno4yarky Bnbepu im'ss HeobxigHoro ¢panna, a noriMm —
KHOMNKY Bigakpurm.
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WV UM OCHOBHE | BC gisenumn (Ctrl+0) HCTPYKTOP
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Qannn ICQ ®oTo Ha
AOKYMEHTBI

Hokyment 1

K ‘ yCl Aokymerntn Word v 1

Biakputu Iv‘ ‘ Ckacyeatn \

HaTtncHyTm
KHOIMNKY
Bigkpntu



3aBaHTa>xkmT Texkcroeum Microsoft Word

dann = CtBOpUTH

HokyrenTs - Microsoft Word

©

sigouoct CTBOPUTH

CTBOpPATH
Biakputi Mowyk oHNalfiHoeW: WabnoHie

heperia Pewomenpoeani nowykoei zanur:  JNluctm Pakc Kaprem  Kanenpap

3Bepertn AK
e Hassa
Hpyk 9 i 3QroAcBoK

Hagatn
CLABEHAA

AOCTY

HemoHcTpaus reOATIATE

cyxou o EEDEEE

Excnopt

2akprTi

Hoewii goxyment Nackaso npockmo go CTyaeHTCHKMIA SBIT i3 Odopmnennn
nporpamu Word TUTYALHOHD. .. wlonz (nycTuid)




3anyctutn Ha BMKOHaHHS nporpaMy Microsoft Word
ogHMM i3 cnocobiB. Y BIKHI nporpamMM aBTOMAaTHUYHO

CTBOPpANTBbCHS HoBUMN AOKYMEHT.

dann = CtBOpUTH CTBOPUTH

HaTtnCHyTH KHOIKY
ctBopunutn Ha lNaHeni

LUBMAKOIO JOCTYyny

CMNEHWA

@ =




dann = 36eperrn @

a6o 3bepertn gk
dann = 36eperTu —

AK... f@ OneDrive — ocobucre

BigkpuTi

3bepertn =
El:l Komn'iotep
Doy

3bepert Ak

HaTMCHyTM KHonKy pyx + Noaaty posTalysaHHA
36epertun Ha lNMaHeni .
LIBUAKOro AOCTyny




Fpagiyni TekcToBuii
06’eKkTH pegakrTop

TekcroBi TexkcroBuu
06'exkTn npoyecop

PeueHHsa A63ay CropiHKa




1. [insa yoro npu3Ha4dyeHI TeKCToBI npoyecopu?
2. Ha3BITb 06°€KTN TEKCTOBOIro JOKyMeHTa.

3. SIki onepauil Hag TEeKCTOM MO>XHa BMWKOHYyBaTu B
TeKCTOBOMY rnpoyecopi?

4. Ha3BITb eJileMeHTH BiIKHa TEKCTOBOIro ripoLecopa.

5. Ak BuNainsaTn cKiaagoBli TEKCTOBOIro [OKYMEHTa:

CJ/1I0BO, pe4YyeHHsI, ab3al, yBeCb JOKYMEHT.
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1. O6’ekrT BikHa Word, ge po3MilLyeHO OCHOBHI
eJIeMeHTHN KepyBaHHS1 06’ekTamMm

2. O6’eKT, WO BKa3y€E Ha NoToYyHe Micye B
AOKYMEHTI

3. YHeCeHHSs1 3MiH y 30BHILUHIN BUIrnsag
TEeKCTy

4. YHeCeHHs1 3MIH Yy BMICT TEKCTy

5. lNporpamMma gns onpayroBaHHSI TEKCTOBHNX
AOKYMEHTIB

6. CTBOpeHHSs1 Konii AOKyMeHTa Ha nanepi

7. OCHOBHMNH 06 °EKT onpayroBaHHS
y TeKCTOBOMY rnipoyecopi




