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Кɪɟиɪањɟ ɧа ɮɨɪɦɭɥаɪ вɨ виɞ ɧа ɩиɫɦɨ 

 

 Ɂɚ ɞɚ ɫɟ ɤɪɟɢɪɚ ɰɢɪɤɭɥɚɪɧɨ ɩɢɫɦɨ, ɩɪɜɨ ɬɪɟɛɚ ɞɚ ɫɟ ɤɪɟɢɪɚ ɛɚɡɚ ɧɚ ɩɨɞɚɬɨɰɢ ɡɚ ɩɢɫɦɨɬɨ. Ɍɨɚ 
ɫɟ ɩɪɚɜɢ ɧɚ ɫɥɟɞɧɢɨɜ ɧɚɱɢɧ:  
1. ɋɟ ɨɬɜɨɪɚ ɧɨɜ ɞɨɤɭɦɟɧɬ 
2. tools – letters and mailing – mail merge 
3. ȼɨ ɞɢјɚɥɨɝ - ɩɪɨɡɨɪɟɰɨɬ ɲɬɨ ɫɟ јɚɜɭɜɚ ɧɚ ɞɟɫɧɚɬɚ ɫɬɪɚɧɚ ɜɨ ɞɟɥɨɬ Select document type ɫɟ ɢɡɛɢɪɚ 
letters. ( Ⱦɪɭɝɢ ɦɨɠɧɨɫɬɢ ɫɟ: email messages – ɟɦɚɢɥ ɩɨɪɚɤɢ, envelopes - ɩɥɢɤɚ, labels - ɧɚɥɟɩɧɢɰɢ, 
directory - ɢɦɟɧɢɤ) 
4. ɉɨɬɨɚ ɞɨɥɭ ɤɥɢɤ ɧɚ ɜɪɫɤɚɬɚ next: starting document 
5. ȼɨ ɫɥɟɞɧɢɨɬ ɩɪɨɡɨɪɟɰ ɫɟ ɢɡɛɢɪɚ use the current document ɛɢɞɟјќɢ ɛɚɡɚɬɚ ɲɬɨ ɫɟ ɤɪɟɢɪɚ ќɟ ɫɟ 
ɨɞɧɟɫɭɜɚ ɧɚ ɚɤɬɢɜɧɢɨɬ ɞɨɤɭɦɟɧɬ. Ⱦɨɥɭ ɜɨ ɩɪɨɡɨɪɟɰɨɬ ɫɟ ɢɡɛɢɪɚ next: select recipients.  
6. ȼɨ ɩɪɨɡɨɪɟɰɨɬ select recipients ɫɟ ɢɡɛɢɪɚ Type a new list, create. Аɤɨ ɢɦɚɦɟ ɤɪɟɢɪɚɧɨ ɚɞɪɟɫɧɚ ɥɢɫɬɚ, 
ɜɨ ɨɜɨј ɞɟɥ ɫɟ ɢɡɛɢɪɚ use an existing list ɢ ɫɨ ɤɨɩɱɟɬɨ browse ɫɟ ɛɚɪɚ ɛɚɡɚɬɚ ɜɨ ɤɨјɚ ɫɟ ɜɧɟɫɟɧɢ 
ɤɨɧɬɚɤɬɢɬɟ. ɂɦɚ ɢ ɞɪɭɝɢ ɦɨɠɧɨɫɬɢ, ɤɚɤɨ select different list ɡɚ ɞɚɫɟ  ɢɡɛɟɪɟ ɞɪɭɝɚ ɛɚɡɚ ɫɨ ɤɨɧɬɚɤɬɢ, ɢɥɢ 
edit recipient list ɡɚ ɞɚ ɫɟ ɭɪɟɞɢ ɥɢɫɬɚɬɚ ɫɨ ɤɨɧɬɚɤɬɢ.  
7. ɋɟ ɨɬɜɨɪɚ ɩɪɨɡɨɪɟɰ new address list. ɋɟ ɩɨɩɨɥɧɭɜɚɚɬ ɤɨɧɬɚɤɬɢɬɟ.  
8. Ʌɢɫɬɚɬɚ ɫɟ ɫɧɢɦɚ ɜɨ ɩɚɩɤɚɬɚ My data sources ɤɚɤɨ ɛɚɡɚ ɫɨ ɧɚɫɬɚɜɤɚ .mdb.  
9. ɋɟ ɨɬɜɨɪɚ ɩɪɨɡɨɪɟɰ Mail merge recipients ɜɨ ɤɨј ɫɟ ɧɚɨѓɚɚɬ ɫɢɬɟ ɤɨɧɬɚɤɬɢ ɲɬɨ ɝɢ ɜɧɟɫɨɜɦɟ.  
Ⱦɨɫɟɝɚ ɤɪɟɢɪɚɜɦɟ ɛɚɡɚ ɜɨ ɤɨјɚ ɫɟ ɫɦɟɫɬɟɧɢ ɤɨɧɬɚɤɬɢɬɟ ɤɨɢ ќɟ ɩɪɢɦɚɚɬ ɩɢɫɦɚ ɢɥɢ ɡɚ ɧɚɥɟɩɧɢɰɢ ɡɚ 
ɚɞɪɟɫɢ. ȼɚɤɜɚ ɬɚɛɟɥɚ ɦɨɠɟ ɞɚ ɫɟ ɤɪɟɢɪɚ ɢ ɜɨ excel ɢ ɩɨɬɨɚ ɞɚ ɫɟ ɤɨɪɢɫɬɢ ɜɨ ɞɨɤɭɦɟɧɬɨɬ.  
 
 Ʉɪɟɢɪɚњɟ ɧɚ ɰɢɪɤɭɥɚɪɧɨɬɨ ɩɢɫɦɨ: 

1. ɋɟ ɨɬɜɨɪɚ ɧɨɜ ɞɨɤɭɦɟɧɬ 
2. tools – letters and mailing – mail merge 
3. ȼɨ ɞɢјɚɥɨɝ - ɩɪɨɡɨɪɟɰɨɬ ɲɬɨ ɫɟ јɚɜɭɜɚ ɧɚ ɞɟɫɧɚɬɚ ɫɬɪɚɧɚ ɜɨ ɞɟɥɨɬ Select document type ɫɟ 
ɢɡɛɢɪɚ letters. ( Ⱦɪɭɝɢ ɦɨɠɧɨɫɬɢ ɫɟ: email messages – ɟɦɚɢɥ ɩɨɪɚɤɢ, envelopes - ɩɥɢɤɚ, labels 
- ɧɚɥɟɩɧɢɰɢ, directory - ɢɦɟɧɢɤ) 
4. ɉɨɬɨɚ ɞɨɥɭ ɤɥɢɤ ɧɚ ɜɪɫɤɚɬɚ next: starting document 
5. ȼɨ ɫɥɟɞɧɢɨɬ ɩɪɨɡɨɪɟɰ ɫɟ ɢɡɛɢɪɚ use the current document ɛɢɞɟјќɢ ɛɚɡɚɬɚ ɲɬɨ ɫɟ ɤɪɟɢɪɚ ќɟ 
ɫɟ ɨɞɧɟɫɭɜɚ ɧɚ ɚɤɬɢɜɧɢɨɬ ɞɨɤɭɦɟɧɬ. Ⱦɨɥɭ ɜɨ ɩɪɨɡɨɪɟɰɨɬ ɫɟ ɢɡɛɢɪɚ next: select recipients.  
6. ȼɨ ɩɪɨɡɨɪɟɰɨɬ select recipients ɫɟ ɢɡɛɢɪɚ use an existing list ɢ ɫɨ ɤɨɩɱɟɬɨ browse ɫɟ ɛɚɪɚ 
ɛɚɡɚɬɚ ɜɨ ɤɨјɚ ɫɟ ɜɧɟɫɟɧɢ ɤɨɧɬɚɤɬɢɬɟ. ɋɟ ɨɬɜɨɪɚ ɛɚɡɚɬɚ ɧɚ ɤɨɧɬɚɤɬɢ ɢ ɫɟ ɢɡɛɢɪɚ. ɂɦɚ ɢ 
ɞɪɭɝɢ ɦɨɠɧɨɫɬɢ, ɤɚɤɨ select different list ɡɚ ɞɚɫɟ  ɢɡɛɟɪɟ ɞɪɭɝɚ ɛɚɡɚ ɫɨ ɤɨɧɬɚɤɬɢ, ɢɥɢ edit 
recipient list ɡɚ ɞɚ ɫɟ ɭɪɟɞɢ ɥɢɫɬɚɬɚ ɫɨ ɤɨɧɬɚɤɬɢ.  
7. ɋɟ ɤɥɢɤɧɭɜɚ ɧɚ ɜɪɫɤɚɬɚ: next: write your letter 
8. ɋɟ ɩɢɲɭɜɚ ɩɢɫɦɨɬɨ. Ƚɨɪɟ ɥɟɜɨ ɩɪɜɨ ɫɟ ɩɢɲɭɜɚ ɨɞ ɤɨɝɨ ɟ. ɋɟ ɧɨɫɢ ɩɨɤɚɠɭɜɚɱɨɬ ɧɚ ɦɟɫɬɨɬɨ 
ɤɚɞɟ ɬɪɟɛɚ ɞɚ ɫɟ ɜɧɟɫɢ ɩɨɥɟɬɨ ɨɞ ɛɚɡɚɬɚ. Ⱦɟɫɧɨ ɧɚ ɩɪɨɡɨɪɟɰɨɬ ɢɦɚ: 

- address block 

- greeting line 

- electronic postage 

- more items 

ɉɨɤɨɦɩɥɢɰɢɪɚɧɚ ɟ ɨɩɰɢјɚɬɚ address block. Ɉɜɚɚ ɨɩɰɢјɚ ɧɭɞɢ ɪɚɡɧɢ ɨɩɰɢɢ ɢ ɦɨɠɧɨɫɬɢ ɡɚ ɮɨɪɦɚɬɢɪɚњɟ 
ɧɚ ɚɞɪɟɫɚɬɚ ɧɚ ɩɪɢɦɚɬɟɥɨɬ.  
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ɋɟ ɢɡɛɢɪɚ more items. ɋɟ ɨɞɛɢɪɚ ɩɨɥɟɬɨ, insert, close. ɋɟ ɩɪɢɬɢɫɤɚ ɤɨɩɱɟɬɨ enter  ɡɚ ɫɟɤɨɟ ɩɨɥɟ ɞɚ ɛɢɞɟ 
ɜɨ ɧɨɜ ɪɟɞ.  

ɉɨɬɨɚ ɫɟ ɩɢɲɭɜɚ ɫɨɞɪɠɢɧɚɬɚ ɧɚ ɩɢɫɦɨɬɨ. Ɉɬɤɨɝɚ ќɟ ɫɟ ɡɚɜɪɲɢ ɫɨ ɩɢɲɭɜɚњɟɬɨ ɧɚ ɫɨɞɪɠɢɧɚɬɚ 
ɧɚ ɩɢɫɦɨɬɨ, ɫɟ ɤɥɢɤɧɭɜɚ ɧɚ ɜɪɫɤɚɬɚ next: preview your letters. Сɟ ɩɨјɚɜɭɜɚ ɢɦɟɬɨ ɧɚ ɩɪɜɢɨɬ 
ɤɨɧɬɚɤɬ ɨɞ ɛɚɡɚɬɚ ɧɚ ɦɟɫɬɨɬɨ ɨɞ ɥɢɧɤɨɜɢɬɟ ɲɬɨ ɝɢ ɜɧɟɫɨɜɦɟ. Сɨ ɤɥɢɤ ɧɚ ɤɨɩɱɟɬɨ >> ɦɨɠɟ ɞɚ ɫɟ 
ɥɢɫɬɚɚɬ ɤɨɧɬɚɤɬɢɬɟ, ɞɚ ɫɟ ɭɪɟɞɭɜɚɚɬ.  
 9. Кɥɢɤ ɧɚ вɪɫɤаɬа next: complete the merge. 

 Сɨ ɤɥɢɤ ɧɚ print ɩɢɫɦɨɬɨ ɦɨɠɟ ɞɚ ɫɟ ɢɫɩɟɱɚɬɢ.  
 

ɉɨɫɬɨɢ ɢ ɩɨɛɪɡ ɧɚɱɢɧ ɧɚ ɤɪɟɢɪɚњɟ ɧɚ ɰɢɪɤɭɥɚɪɧɢ ɩɢɫɦɚ. Кɨɝɚ ќɟ ɫɟ ɮɨɪɦɢɪɚ ɩɢɫɦɨɬɨ ɢ ɫɟ 
ɜɧɟɫɚɬ ɜɪɫɤɢɬɟ ɤɨɢ ќɟ ɝɢ ɡɟɦɚɚɬ ɩɨɞɚɬɨɰɢɬɟ ɨɞ ɛɚɡɚɬɚ, (ɞɨ ɱɟɤɨɪ  5), ɫɟ ɫɧɢɦɚ ɞɨɤɭɦɟɧɬɨɬ ɩɨɞ 
ɨɞɪɟɞɟɧɨ ɢɦɟ. (ɤɚɤɨ ɲɚɛɥɨɧ, ɩɪ. Pokana.dot). ɉɨɧɚɬɚɦɭ ɦɨɠɟ ɞɚ ɫɟ ɤɨɪɢɫɬɢ ɤɚɤɨ ɲɚɛɥɨɧ ɡɚ ɞɚ 
ɧɟ ɫɟ ɩɨɜɬɨɪɭɜɚɚɬ ɫɢɬɟ ɱɟɤɨɪɢ. ɇɚ ɩɪɚɲɚњɟɬɨ ɞɚɥɢ ɩɨɞɚɬɨɰɢɬɟ ɨɞ ɛɚɡɚɬɚ ɞɚ ɫɟ ɜɧɟɫɚɬ ɜɨ 
ɞɨɤɭɦɟɧɬɨɬ, ɨɞɝɨɜɨɪɢ ɫɨ ɞɚ. Сɟ ɨɬɜɨɪɚ ɞɨɤɭɦɟɧɬɨɬ ɫɨ ɨɫɧɨɜɧɢɬɟ ɩɨɞɚɬɨɰɢ. Сɟ ɨɬɜɨɪɚ ɥɟɧɬɚɬɚ 

ɫɨ ɚɥɚɬɤɢ  Mail merge (view – toolbars – mail merge). 

 Кɥɢɤ ɧɚ ɢɤɨɧɚɬɚ merge to new document. Сɨ ɬɨɚ ɫɢɬɟ ɤɨɧɬɚɤɬɢ ɨɞ ɫɨɨɞɜɟɬɧɚɬɚ ɛɚɡɚ ɝɢ 
ɫɩɨјɭɜɚ ɜɨ ɧɨɜɢɨɬ ɞɨɤɭɦɟɧɬ ɬ.ɟ. ɫɟ ɨɬɜɨɪɚ ɞɢјɚɥɨɝ ɩɪɨɡɨɪɟɰ ɜɨ ɤɨј ɦɨɠɟ ɞɚ ɫɟ ɢɡɛɟɪɚɬ ɫɢɬɟ 
ɤɨɧɬɚɤɬɢ, ɦɨɦɟɧɬɚɥɧɨ ɢɡɛɪɚɧɢɨɬ ɢɥɢ ɨɞɪɟɞɟɧɢ ɨɞ –ɞɨ. Ȼɚɡɚɬɚ ɦɨɠɟ ɩɨɫɬɨјɚɧɨ ɞɚ ɫɟ ɭɪɟɞɭɜɚ ɢ 
ɞɨɩɨɥɧɭɜɚ.  

 

 

 

Зашɬиɬа ɧа ɞɨкɭɦɟɧɬ вɨ word 

 
1. Зɚɲɬɢɬɚ ɧɚ ɞɨɤɭɦɟɧɬɨɬ ɨɞ ɨɬɜɚɪɚњɟ: 
file – save as – tools – security options 

Сɟ ɜɧɟɫɭɜɚ ɥɨɡɢɧɤɚ ɡɚ ɨɬɜɨɪɚњɟ ɧɚ ɞɨɤɭɦɟɧɬɨɬ ɢ ɥɨɡɢɧɤɚ ɡɚ ɢɡɦɟɧɚ ɧɚ ɞɨɤɭɦɟɧɬɨɬ. ,save.  

2. Оɞ tools –security options   

ȼɨ ɩɨɥɟɬɨ password to open ɫɟ ɜɧɟɫɭɜɚ ɥɨɡɢɧɤɚɬɚ ɡɚ ɨɬɜɨɪɚњɟ ɧɚ ɞɨɤɭɦɟɧɬɨɬ. 
ȼɨ ɩɨɥɟɬɨ password to modify ɫɟ ɜɧɟɫɭɜɚ ɥɨɡɢɧɤɚɬɚ ɤɨјɚ ɞɨɡɜɨɥɭɜɚ ɞɨɤɭɦɟɧɬɨɬ ɞɚ ɫɟ ɢɡɦɟɧɭɜɚ. 
 

 

 


