Jlabopamopna poooma Ne 10 3 oucyunninu ,,Inghopmauniiini cucmemu i
mMexHON02IT 6 mypucmuyniu inoycmpii” ona cmyoenmis 1 Kypcy
cneyianvrnocmi ,, Typuzm”

Tema:Word. ®opmaTyBaHHs TEKCTOBUX JOKYMEHTIB.

Mera —
YmMitu popmaTyBaTH TEKCTH 1 CTBOPIOBATH A1JIOBI JIUCTH.
ILinan
1. ®opmaryBaHHS TUTYJIBHOI CTOPIHKU J1a00paToOpHOI pOOOTH.
2. Hanrcan#s [iJI0BOTO JIHCTA.
3. CTBOpEHHS I1JI0BOTO JIUCTA 33 JOMOMOI'OI0 MaiiCTpa JIUCTIB.
TeopernuHi BizomocTi
CdopmaryBaTu TEKCT O3HAYa€ HAJlaTH WOMY TaKOTO BUTJISY, KWW MOTpiOEH
KopucTyBauy. @opMaTyBaHHS BUKOHYIOTH 32 JOIOMOIOK) KOMaH]l T'OJIOBHOTO
MeHI0 200 KHOTIOK TaHes i popMaTyBaHHs, K1 1al0Th 3MOTY 33J1aTH TaKe:

* CTUJIb JJOKYMEHTA;
* mpudr;
* PO3Mip CUMBOJIB,y MyHKTaxX (28 MyHKTIB == 1 cMm);
* CTUJIb IpUQTAa:

TOBCTHH,

KYPCHB,

M1JIKPECICHUH;
* BUPIBHIOBAHHS:

JI0 JIIBOTO Kparo,

10 LIEHTPY,

J10 TIPaBOro Kparo,

JIBOOIYHE;
* HyMEPOBaHUM CIIUCOK;
* MApKOBaHM (MO3HAYEHUI) CITUCOK;
* 3CYB (pparMeHTa JiBopyY;

* 3CYB ()parMeHTa npaBopydy;



* TEKCT y pamili TOIIO.

Jns ¢opmaTyBaHHA TEKCTy Horo Tpeda crmovatrky euoxpemumu (KaxyTb
TakoXX: BUOpaTH, BUAUINTH). Llel TekcT Oyne BUIIICHUN IHBEPCHUM KOJbOPOM.
TexcT BHOKPEMIIOIOTH TaK: KJIAlAlOTh Ha MOYaTKy (parMeHra i MepeTsAryroTh
KypCcop HaJ TEKCTOM, YTPUMYIOUM HATHCHYTORO JIiBY Kiasimry Shift.

PosrasineMo mBHIKI CIOCOOM BUOKPEMIICHHS €JIEMEHTIB TEKCTY:

* 100 BUOKPEMHTH CJIOBO, TpeOa KIAIHYTH HA HbOMY JIB1Ul;

* 100 BUOKPEMUTH PAJOK, TOTPIOHO KJIAITHYTH B JIIBOMY IOJII PSIJIKA;

* 00 BUOKPEMUTH peueHHs, Tpeba HaTucHyTH Ha kiasimry Shift i kmanayTn
JIBI14l B MEKaX pEYEHHS;

* 100 BUOKPEMUTH a03all, MOTPIOHO KIIAIHYTH TpUYl;

* 100 BUOKPEMUTU yBeCh TEKCT (ycl ab3aiu), Tpeba BUKOHATH KOMOIHAIiIO
Ctrl+A.

JIo BHOKpPEMJIEHOTO (pparMeHTa MOXHa 3acTOCyBaTH JI0JIaTKOBl e(eKTH
nepeTBopeHHs mpudTtiB (Popmar *=> UlpudTH), 30kpeMa, CTBOPEHHSI BEPXHIX YU
HUKHIX 1HEKCIB, 3aKPECIICHb 1 MIKPECIICHb, KOHTYPIB 1 TIHEH, IHTEPBAJIIB TOIIIO, a
TaKoXK ePeKTu a”imauli: (eepBepK, HEOHOBA peKJiaMa, MypallKd, MEPEXTIHHS Ta
1H.

Xix pooorn

1. 3anycTiTh porpaMy-peIakTop 1 HiArOTYHWTe JOKYMEHT 10 BBEICHHS TEKCTY.

[Taponi He 3anmaBaiite. IlepeBipTe 1 3amaiiTe OCHOBHI MapamMeTpu 1 PEKUMH, a
1HIII MOETE 3MIHUTH Mi3HIIIE.

2. VYBeniTh nepuivii TEKCT — TUTYJbHY CTOPIHKY 3BITY A0 JIaOOpaTOpHOi
poOOTH. YBEAITh TEKCT TaK:

Minicmepcmeo oceimu Ykpainu

Hasuanvnuii 3axnao

IIpeomem uu kagheopa

Jlabopamoprna poboma Ne 10

Tema: Peoaxmop mexcmis. DopmamyeanHs mekcmie

Bapianm: nomep eapianma



Buxonas: npizeuwe ma iniyianu

I'pyna uu xnac

Jlama

Buknaoau: npizeuwe ma iniyianu

Micmo-pik

3. ChopmaryiiTe TEKCT, 3MIHIOIOYM PO3MIPU 1 TUN MWPUEGTY TOIIO, TaK MO0
TEKCT 3aiHSB LIy CTOPIHKY 1 MaB TaKUil BUTJISA:

Minicmepcmeo oceéimu Yrpainu Hasuanvruii 3axnao

IIpeomem uu kagheopa

Jlabopamopna poooma N 10

Tema: Peoaxmop mexcmis. Popmamysanns mexkcmis Bapianm: 7

Bukxonae: npizeuwe i.n.

I'pyna yu xnac. [lama: 30 ciuns 2000 p.

Buknaoau: npizeuwe i.n.

Micmo-pik

4. TlepeBipTe, 4 ONTUMAJILHO PO3TAIIOBAHUHN TEKCT HA apKYIIIi.

3acrtocyiite kHonky [lonepenniit nmeperisa '=> 3akpUTH.

5. 3amaiite pi3HI mepeTBOpeHHs MIPUQPTIB 1 ePexTH aHiMaili HaJg OKPEMUMH
dbparmeHTamu.

®opmar * Wpudt '=> Wpudt ? Animauis » OK. Onuits (nepeyucits) y
3BITI BUKOPUCTAH1 IEPETBOPEHHSA 1 e(DEeKTH.

6. 30epexiTh TEKCTOBUU TOKYMEHT B OCOOMCTIHM Tarill 3 HOBOIO HAa3BOK —
[IpizBuie Jox2.

7. CTBOpITh HOBUU JOKYMEHT (THIl 3BUYANHUI), SKUH MICTUTUME I1JOBHIA
JIUCT, HANpPUKIAI, JIUCT N0 JApyra. Y JHUCTI NMOBUHHI OyTH BIJANOBIAI Ha TpHU
JIOMAaITHI KOHTPOJIbHI 3aITUTaHHS.

CtpykTypa IUTOBOTO JIMCTa Taka: yBEpXy JIBOpYd — ajapeca Jpyra i jaara,
HUKY€ — 3BEPTaHHS, OCHOBHHM TEKCT, MPOIIAHHS 1 MIAMHKC.

8. 30epexiTh TEKCTOBUW JOKYMEHT B OCOOMCTIN Tamili 3 HOBOIO Ha3BOI —

[IpizBuie Jox3.



9. BumnpaBte rpamatuyHi HOMUIKY y JUCTi. ChopmaTyiTe TEKCT.

3aros0BOK 3p00ITh BEJIUKUM HIPUPTOM, HEPUINil a03a1l — TOBCTUM, IPYTHI —
KYpPCUBOM, TPETIH — MiJIKPECICHUM KYypCHBOM, MIANUC BUKOHAWTE, SKIIO II€
MOJKJIMBO, OAHUM 3 AekopaTuBHuX wmpudTiB: [exop, [lapcek, Dxuus, Kukapes
a00 1HIIUM.

10. 3actocyiiTe n0 TphOX ab3aiiB TeKCTy mneperBopeHHss HymepoBanuit
CITUCOK, a Ormiciisi MapKOBaHUN CITUCOK.

Sxuil BUTIISA TEKCTY BaM OUIBIIE 10 BIIOJ00M?

11. 36epexiTh BUNIPABICHUIN TEKCT.

12. CTBOPITH AIOBUH JHUCT 32 JOMOMOTOIO MaliCcTpa JIKCTIB.

@aiin '=> CtBoputu HOBUM '=> JlucTu 1 pakcu.

JIBidi KJamHiTh Ha mikTorpami Maiictep mucTiB.\i/ir. Y MeHIo mMaiicTpa

KJaHITh Ha CTBOPUTH OJIUH JTUCT. BukoHalTe 4oTUpU KpoKu (Jii):

1. Ha 3aknaoyi @opmam nucma xnayuimo y noai /lama '=> Bubepimo 00un i3
waobnonie, uanpukiad, Cywacuuu aucm i=> Bubepimv cmunb, Hanpuxiao,
3euuatinuii i=> Hamucnimo nHa kHonky /lani i nepetideme 00 HACMYNHOI 3AKIAOKU,

2. Ha 3axknaoyi Aopecam ysedimv im's adpecama u adpecy '=> Bubepimb
simanHs i 0inosuti mun aucma i=> Hamucnimo na knonky Jlani;

3. 3aknaoky Inwe mooxceme ne 3anosnioeamu '=> Hamucnime na kHonky /lani;

4. V 3axnaoyi Bionpasnux yeedims im's gionpasuuka '=> Aopecy 66ooumu He
000813080 '=> Bubepimv opmy npowanus i HamucHims Ha KHonky I omoeo.
Ompumaeme matidce 2omoguil Iucm, Kyou HOmpioHo 6HeCmu OCHOBHULL MEKCM.

13. 36epexiTh TUCT 3 HA3BOIO J{1JTOBUIA JIKCT.

3aHOTY#TE Yy 3BIT HA3BH CTBOPEHUX (paililiB 1 3a3HAUTE, 1€ BOHH €.

14. IIpoaeMOHCTpYHTE TEKCTH BUKJIA1a4€Bl.

15. 3akpuiiTe BikHa. 3aKiHUITH POOOTY. 31aliTe 3BITH.

KoHTpoJbHi 3antMTaHHA

1. SIx cTBOpUTH HOBHI1 TEKCTOBHI JOKYMEHT?

2. Illo Take ¢popmaTyBaHHS TEKCTY?

3. SIki € maHeni IHCTPYMEHTIB?



4. 5IK1 KHOTIKM € Ha MaHeJl IHCTPYMEHTIB (hopMaTyBaHHS?
5. SIk BHOKpEMUTH (pparMeHT TEKCTY Kypcopom?

6. Ak 30epertu TOKyMEeHT Ha AUCKY?

7. o Take HyMepoOBaHMI CIIUCOK?

8. SIk 3amyctuTu nporpamy Word?

9. SIx yBIMKHYTH NaHenb GopMaTyBaHHS?

10. Sk 3cyHYyTH (parMeHT TEKCTY MpaBoOpyd?

11. SIx moyaTu HOBUIA ab3aIl TEKCTY?

12. Sk BHOKpPEMUTH BECH TEKCT?

13. SIx BHOKpEMUTH OAUH PSIAOK TEKCTY?

14. Ilo Take MapKOBaHUM CIHUCOK?

15. Ik 3MiHATH TUTl LIPUPTY B OAHOMY ad3arii?

16. SIx BHOKpeMUTH CITOBO?

17. 5k BHOKPEMUTH PEUYEHHS?

18. Sk miakpecauTu caoBo?

19. Ski € Burisiau (CTUII1) CUMBOIIB?

20. Sk BUpIBHATH (PparMEHT TEKCTY /10 UEHTPY?

21. SIx CTBOPUTHU JUCT 32 JOMIOMOTOI0 MalCTpa JIUCTIB?
22. SIxi mabmoHM JIMCTIB BU 3HAETE?

23. SIx 3MIHMTH PO3MIp JIITEP B OTHOMY pEUYEHH1?

24. SIx BUpIBHATH (PparMeHT TEKCTY 3 000X OOKIB?

25. Sk BuoKpemMuTH ab3an?

26. SIx BUpIBHATH (PparMEHT TEKCTY JI0 JIIBOTO Kparo?
27. SIx 3amaTu BUTJISIA CIIIB Y peYEHH1 — MIJIKPECIEHUN KypCcuB?
28. Sk 301IBIIMTH PO3MIPU CUMBOJIB y peYEHH1?

29. SIx BUTIpaBUTH HEMPABUILHUN CUMBOJ Y TEKCTi?
30. SIK TEKCT y35TH B paMKy?

31. Sk 3aKpUTH BIKHO IOKyMEHTa?

32. Sk 3agaTu B ab3a1ti KUPHUA TpUQPT?

33. Sk 3'eqnatu ABa a0d3a1u B oquH?



34. Sk po3novyaTtr HOBHIA ab3arl?

35. 1o tpeba 3pobutu niepen popmaTyBaHHSIM (PparMeHTa TEKCTY?



