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Иɡɪɚɛɨɬɤɚ ɧɚ ɮɨɪɦɭɥɚɪ ɜɨ word 

 
ɇɟɤɨɝɚɲ ɟɞɟɧ ɞɨɤɭɦɟɧɬ ɩɨɬɪɟɛɧɨ ɟ ɞɚ ɫɟ ɩɨɩɨɥɧɢ ɫɨ ɪɚɡɥɢɱɧɢ ɫɨɞɪɠɢɧɢ, ɧɨ ɢɦɚ ɞɟɥɨɜɢ ɨɞ ɬɟɤɫɬɨɬ 

ɤɨɢ ɫɟ ɧɟɩɪɨɦɟɧɥɢɜɢ. ɉɪɢɦɟɪ ɧɟɤɨј ɞɨɝɨɜɨɪ ɢ ɫɥ. Ɍɨɚ ɟ ɮɨɪɦɭɥɚɪ. Ɂɚ ɞɚ ɫɟ ɤɪɟɢɪɚ ɮɨɪɦɭɥɚɪ, ɩɨɬɪɟɛɧɨ ɟ 
ɞɚ ɫɟ ɤɨɪɢɫɬɢ ɥɟɧɬɚɬɚ ɫɨ ɚɥɚɬɤɢ Forms. ɋɟ ɩɪɢɤɚɠɭɜɚ view – toolbars – forms.  

 

 Ɉɜɞɟ ɫɟ ɜɚɠɧɢ ɞɜɟ ɤɨɩɱɢњɚ: ɩɪɜɨɬɨ, ab, ɢ ɩɨɫɥɟɞɧɨɬɨ, ɤɚɬɚɧɟɰɨɬ. ɋɨ ɤɥɢɤ ɧɚ ɩɪɜɨɬɨ ɤɨɩɱɟ ɧɚ 
ɦɟɫɬɨɬɨ ɧɚ ɩɨɤɚɠɭɜɚɱɨɬ ɫɟ ɩɨɫɬɚɜɭɜɚ ɩɨɥɟ ɫɨ ɫɢɜɚ ɛɨјɚ ɤɨɟ ɜɨ ɤɨɧɟɱɧɢɨɬ ɞɨɤɭɦɟɧɬ ќɟ ɫɟ ɩɨɩɨɥɧɭɜɚ. ɋɨ 
ɤɥɢɤ ɧɚ ɤɚɬɚɧɟɰɨɬ, ɞɨɤɭɦɟɧɬɨɬ ɫɟ ɡɚɤɥɭɱɭɜɚ. ɉɨɬɪɟɛɧɨ ɟ ɞɨɤɭɦɟɧɬɨɬ ɞɚ ɫɟ ɡɚɤɥɭɱɢ, ɛɢɞɟјќɢ ɩɪɢ ɩɪɟɦɢɧ 
ɨɞ ɟɞɧɨ ɜɨ ɞɪɭɝɨ ɩɨɥɟ ɩɪɢ ɩɨɩɨɥɧɭɜɚњɟ ɧɚ ɞɨɤɭɦɟɧɬɨɬ ɫɟ ɤɨɪɢɫɬɢ ɤɨɩɱɟɬɨ ɌȺȻ. Ⱥɤɨ ɞɨɤɭɦɟɧɬɨɬ ɧɟ ɫɟ 
ɡɚɤɥɭɱɢ, ɨɜɚɚ ɦɨɠɧɨɫɬ ɧɟ ɟ ɞɨɫɬɚɩɧɚ. Ⱥɤɨ ɞɨɤɭɦɟɧɬɨɬ ɟ ɡɚɤɥɭɱɟɧ ɧɟ ɦɨɠɟ ɞɚ ɫɟ ɦɟɧɭɜɚ ɬɟɤɫɬɨɬ ɤɨј ɟ 
ɧɚɞɜɨɪ ɨɞ ɩɨɥɟɬɨ. Ɂɚ ɞɚ ɫɟ ɢɡɦɟɧɢ, ɞɨɤɭɦɟɧɬɨɬ ɦɨɪɚ ɞɚ ɫɟ ɨɬɤɥɭɱɢ.  
 ɉɪɢ ɩɨɫɬɚɜɭɜɚњɟ ɧɚ ɩɨɥɢњɚɬɚ ɦɨɠɟ ɞɚ ɫɟ ɩɨɫɬɚɜɚɬ ɢ ɧɢɜɧɢɬɟ ɫɜɨјɫɬɜɚ. ɋɜɨјɫɬɜɚɬɚ ɦɨɠɟ ɞɚ ɫɟ 
ɜɢɞɚɬ ɫɨ ɞɜɨɟɧ ɤɥɢɤ ɧɚ ɫɨɨɞɜɟɬɧɨɬɨ ɩɨɥɟ. Ɇɨɠɟ ɞɚ ɫɟ ɢɡɛɟɪɟ ɜɧɟɫɟɧɢɨɬ ɩɨɞɚɬɨɤ ɞɚ ɛɢɞɟ: ɛɪɨј, ɬɟɤɫɬ, 
ɞɚɬɭɦ, ɜɪɟɦɟ ɢ ɫɥ. Ɇɨɠɟ ɞɚ ɫɟ ɨɞɪɟɞɢ  ɦɚɤɫɢɦɚɥɧɚɬɚ ɞɨɥɠɢɧɚ ɧɚ ɡɧɚɰɢɬɟ, ɜɢɞɨɬ ɧɚ ɬɟɤɫɬɨɬ.  

 Пɪɢɦɟɪ ќɟ ɜɢɞɢɦɟ ɫɨ ɫɭɦɢ.  ɋɟ ɜɧɟɫɭɜɚɚɬ ɩɨɞɚɬɨɰɢɬɟ, ɚ ɡɚ ɞɚ ɫɟ ɜɧɟɫɚɬ ɩɪɚɡɧɢɬɟ ɩɨɥɢњɚ ɜɨ ɤɨɢ ќɟ 
ɫɟ ɞɨɞɚɜɚɚɬ ɛɪɨɟɜɢɬɟ, ɧɚ ɥɟɧɬɚɬɚ ɫɨ ɚɥɚɬɤɢ forms ɫɟ ɤɥɢɤɧɭɜɚ ɧɚ ɩɪɜɨɬɨ ɤɨɩɱɟ, ab. Ɂɚ ɞɚ ɫɟ ɩɨɩɨɥɧɚɬ 
ɩɨɥɢњɚɬɚ, ɞɨɤɭɦɟɧɬɨɬ ɫɟ ɡɚɤɥɭɱɭɜɚ ɧɚ ɤɚɬɚɧɟɰɨɬ. ȼɚɤɚ, ɫɚɦɨ ɜɨ ɫɢɜɢɬɟ ɩɨɥɢњɚ ɦɨɠɟ ɞɚ ɫɟ ɩɢɲɭɜɚ. Ɇɨɠɟ 
ɞɚ ɫɟ ɩɪɟɦɢɧɭɜɚ ɨɞ ɩɨɥɟ ɜɨ ɩɨɥɟ ɫɨ ɤɨɩɱɟɬɨ ɌȺȻ. Кɨɝɚ ќɟ ɫɟ ɩɨɩɨɥɧɚɬ ɩɨɥɢњɚɬɚ ɞɨɤɭɦɟɧɬɨɬ ɦɨɠɟ ɞɚ ɫɟ 
ɨɬɤɥɭɱɢ ɡɚ ɭɪɟɞɭɜɚњɟ ɧɚ ɧɟɤɨј ɞɪɭɝ ɞɟɥ ɨɞ ɬɟɤɫɬɨɬ. ɋɨ ɞɜɨɟ ɤɥɢɤ ɧɚ ɩɨɥɟɬɨ ɦɨɠɟ ɞɚ ɫɟ ɩɨɫɬɚɜɢ ɬɢɩɨɬ ɧɚ 
ɩɨɞɚɬɨɰɢ ɡɚ ɫɨɨɞɜɟɬɧɨɬɨ ɩɨɥɟ ɢ ɞɨɥɠɢɧɚɬɚ ɧɚ ɬɢɟ ɩɨɞɚɬɨɰɢ.  

5 + 5 = 10  

4 + 6 = 10 
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 Ќɟ ɜɢɞɢɦɟ ɞɪɭɝ ɩɪɢɦɟɪ ɡɚ ɤɨɪɢɫɬɟњɟ ɧɚ ɮɨɪɦɢ ɫɨ ɩɨɜɟќɟɤɪɚɬɟɧ ɢɡɛɨɪ ɧɚ ɨɞɝɨɜɨɪɢ. Ɇɨɠɟ ɞɚ ɫɟ 
ɧɚɩɪɚɜɢ ɥɢɫɬɚ ɧɚ ɦɨɠɧɢ ɨɞɝɨɜɨɪɢ ɲɬɨ ќɟ ɫɟ ɩɨјɚɜɭɜɚɚɬ ɤɨɝɚ ɤɨɪɢɫɧɢɤɨɬ ќɟ ɤɥɢɤɧɟ ɜɨ ɫɢɜɨɬɨ ɩɨɥɟ. ɋɟ 
ɜɧɟɫɭɜɚ ɩɨɥɟɬɨ Drop – Down form field. ɋɨ ɞɜɨɟɧ ɤɥɢɤ ɧɚ ɩɨɥɟɬɨ ɫɟ ɨɬɜɨɪɚ ɩɪɨɡɨɪɟɰ ɜɨ ɤɨј ɜɨ ɩɨɥɟɬɨ drop 

–down item ɫɟ ɜɧɟɫɭɜɚɚɬ ɩɨɧɭɞɟɧɢɬɟ ɨɞɝɨɜɨɪɢ. ɋɨ ɤɥɢɤ ɧɚ ɤɨɩɱɟɬɨ add ɬɢɟ ɫɟ ɜɧɟɫɭɜɚɚɬ ɜɨ ɨɩɚѓɚɱɤɚɬɚ 
ɥɢɫɬɚ ɧɚ ɨɞɝɨɜɨɪɢ ɤɨјɚ ќɟ ɫɟ ɨɬɜɨɪɢ ɫɨ ɤɥɢɤ ɧɚ ɩɨɥɟɬɨ.  
 

ɉɪ.  

Пɥɚɧɟɬɢ  
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 Ɂɟɦјɚɬɚ ɟ ɢɡɛɟɪɢ  ɩɥɚɧɟɬɚ ɜɨ ɋɨɧɱɟɜɢɨɬ ɫɢɫɬɟɦ. ɇɚјɬɨɩɥɚ ɩɥɚɧɟɬɚ ɟ ɢɡɛɟɪɢ. ɇɚјɛɥɢɫɤɚ ɩɥɚɧɟɬɚ ɞɨ 
ɋɨɧɰɟɬɨ ɟ ɢɡɛɟɪɢ. ɇɚјɞɚɥɟɱɧɚ ɩɥɚɧɟɬɚ ɨɞ ɋɨɧɰɟɬɨ ɟ ɢɡɛɟɪɢ. ɇɚјɝɨɥɟɦɚ  ɩɥɚɧɟɬɚ ɟ ɢɡɛɟɪɢ. ȼɨɞɚɬɚ ɧɚ 
Ɂɟɦјɚɬɚ ɩɨɤɪɢɜɚ ɢɡɛɟɪɢ ɨɞ ɩɨɜɪɲɢɧɚɬɚ ɧɚ ɡɟɦјɚɬɚ. 

 ɂɫɬɢɨɜ ɩɪɢɦɟɪ ɦɨɠɟ ɞɚ ɫɟ ɧɚɩɪɚɜɢ ɢ ɫɨ ɩɨɥɢњɚ ɡɚ ɱɟɤɢɪɚњɟ. 

1. Ɂɟɦјɚɬɚ ɟ: 
 ɩɪɜɚ 

 ɬɪɟɬɚ  

 ɫɟɞɦɚ  
ɩɥɚɧɟɬɚ ɜɨ ɫɨɧɱɟɜɢɨɬ ɫɢɫɬɟɦ. 

2. ɇɚјɬɨɩɥɚ ɩɥɚɧɟɬɚ ɟ: 
 Ɂɟɦјɚ 

 Ɇɟɪɤɭɪ 

 Јɭɩɢɬɟɪ 

3. ɇɚјɛɥɢɫɤɚ ɩɥɚɧɟɬɚ ɞɨ ɋɨɧɰɟɬɨ ɟ: 
 Ɇɟɪɤɭɪ 

 ȼɟɧɟɪɚ 

 ɋɚɬɭɪɧ 

4. ɇɚјɨɞɞɚɥɟɱɟɧɚ ɩɥɚɧɟɬɚ ɨɞ ɋɨɧɰɟɬɨ ɟ: 
 ɇɟɩɬɭɧ 

 ɋɚɬɭɪɧ 

 Ɂɟɦјɚ 

5. ɇɚјɝɨɥɟɦɚ ɩɥɚɧɟɬɚ ɟ: 

 Ɂɟɦјɚ  

 Ɇɚɪɫ 

 Јɭɩɢɬɟɪ 

Ⱥɤɨ ɜɚɤɚ ɩɨɞɝɨɬɜɟɧɢɨɬ ɞɨɤɭɦɟɧɬ ɬɪɟɛɚ ɞɚ ɫɟ ɤɨɪɢɫɬɢ ɩɨɜɟќɟ ɩɚɬɢ, ɫɟ ɡɚɱɭɜɭɜɚ ɤɚɤɨ ɲɚɛɥɨɧ. 
ɉɨɫɬɚɩɤɚɬɚ ɜɟќɟ јɚ ɜɢɞɨɜɦɟ. ȼɨ ɞɟɥɨɬ file name ɫɟ ɜɧɟɫɭɜɚ ɢɦɟ ɧɚ ɲɚɛɥɨɧɨɬ. ȼɨ ɞɟɥɨɬ save as type: ɫɟ ɛɚɪɚ 
document template ɢ ɬɨј ɢɦɚ ɧɚɫɬɚɜɤɚ .dot. Дɨɤɭɦɟɧɬɨɬ ɬɪɟɛɚ ɞɚ ɟ ɡɚɤɥɭчɟɧ ɡɚ ɞɚ ɦɨɠɟ ɩɨɥɢњɚɬɚ ɩɨɬɨɚ 
ɞɚ ɫɟ ɩɨɩɨɥɧɭɜɚɚɬ ɨɞɧɨɫɧɨ чɟɤɢɪɚɚɬ. Ⱥɤɨ ɫɟ ɢɡɪɚɛɨɬɟɧɢ ɩɨɜɟќɟ ɲɚɛɥɨɧɢ, ɞɨɛɪɨ ɟ ɬɢɟ ɞɚ ɫɟ 
ɨɪɝɚɧɢɡɢɪɚɚɬ ɜɨ ɩɚɩɤɢ ɡɚ ɩɨɝɨɥɟɦɚ ɩɪɟɝɥɟɞɧɨɫɬ. Ɍɨɚ ɫɟ ɩɪɚɜɢ ɬ.ɲ ɩɪɢ ɫɧɢɦɚњɟɬɨ ɧɚ ɲɚɛɥɨɧɨɬ ɫɟ ɤɪɟɢɪɚ 
ɧɨɜɚ ɩɚɩɤɚ ɢ ɜɨ ɧɟɚ ɫɟ ɫɧɢɦɚ ɲɚɛɥɨɧɨɬ. Кɨɝɚ ќɟ ɫɟ ɨɬɜɨɪɚ ɲɚɛɥɨɧ ɜɨ ɩɪɨɡɨɪɟɰɨɬ јɚ ɢɦɚ ɢ ɧɨɜɚɬɚ ɩɚɩɤɚ ɨɞ 
ɤɨјɚ ɦɨɠɟ ɞɚ ɫɟ ɨɬɜɨɪɢ ɲɚɛɥɨɧɨɬ ɢɥɢ ɮɨɪɦɭɥɚɪɨɬ. Дɪɭɝɢɬɟ ɧɚɲɢ ɤɪɟɢɪɚɧɢ ɲɚɛɥɨɧɢ ɢ ɮɨɪɦɭɥɚɪɢ ɦɨɠɟ 
ɞɚ ɫɟ ɫɦɟɫɬɚɬ ɜɨ ɨɜɚɚ ɩɚɩɤɚ ɫɨ ɨɛɢɱɧɨ cut – paste.  
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