
 1

 

КɊȿИɊАЊȿ ИɇȾȿКɋИ ВɈ WORD 
 

 ɂɧɞɟɤɫ ɧɚ ɩɨɢɦɢ ɧɚјɱɟɫɬɨ ɫɟ ɜɦɟɬɧɭɜɚ ɧɚ ɤɪɚјɨɬ ɧɚ ɧɟɤɨјɚ ɤɧɢɝɚ ɡɚ ɞɚ ɫɟ ɜɢɞɢ ɨɞɪɟɞɟɧɢ 
ɩɨɢɦɢ ɧɚ ɤɨɢ ɫɬɪɚɧɢ ɜɨ ɤɧɢɝɚɬɚ ɫɟ ɫɪɟќɚɜɚɚɬ. Ɂɚ ɞɚ ɫɟ ɤɪɟɢɪɚɚɬ ɢɧɞɟɤɫɢ ɩɨɫɬɚɩɤɚɬɚ ɟ ɫɥɟɞɧɚ: 

1. Сɟ ɨɬɜɨɪɚ ɝɨɬɨɜ ɞɨɤɭɦɟɧɬ. 
2. Сɟ ɨɡɧɚɱɭɜɚ ɫɨɨɞɜɟɬɧɢɨɬ ɩɨɢɦ ɢ ɫɟ ɡɚɞɚɜɚ ɤɨɦɚɧɞɚɬɚ: 

Insert – reference – index and tables 

3. Сɟ ɨɬɜɨɪɚ ɞɢјɚɥɨɝ ɩɪɨɡɨɪɟɰ index and tables ɢ ɫɟ ɢɡɛɢɪɚ ɥɢɫɬɨɬ index. Сɟ ɨɡɧɚɱɭɜɚ ɨɩɰɢјɚɬɚ 
right align page numbers ɡɚ ɛɪɨɟɜɢɬɟ ɞɚ ɛɢɞɚɬ ɫɦɟɫɬɟɧɢ ɧɚ ɞɟɫɧɚɬɚ ɫɬɪɚɧɚ ɧɚ ɥɢɫɬɨɬ. ɉɨɬɨɚ 
ɤɥɢɤ ɧɚ mark entry,  ɜɨ cross reference ɫɟ ɛɪɢɲɢ ɬɟɤɫɬɨɬ see, ɢ ɤɥɢɤ ɧɚ mark all, close. Сɟ 
ɩɨјɚɜɭɜɚɚɬ ɨɡɧɚɤɢ.  

4. ɉɨɫɬɚɩɤɚɬɚ ɫɟ ɩɨɜɬɨɪɭɜɚ ɡɚ ɫɢɬɟ ɩɨɢɦɢ ɲɬɨ ɬɪɟɛɚ ɞɚ ɛɢɞɚɬ ɫɨɞɪɠɚɧɢ ɜɨ ɢɧɞɟɤɫɨɬ.  
5. Ɉɬɤɨɝɚ ќɟ ɫɟ ɩɨɜɬɨɪɢ ɩɨɫɬɚɩɤɚɬɚ ɡɚ ɫɢɬɟ ɩɨɢɦɢ, ɫɟ ɩɪɟɦɢɧɭɜɚ ɧɚ ɩɨɫɥɟɞɧɚɬɚ ɫɬɪɚɧɢɰɚ ɨɞ 

ɞɨɤɭɦɟɧɬɨɬ ɧɚ ɤɨјɚ ќɟ ɫɟ ɩɨɫɬɚɜɚɬ ɨɛɟɥɟɠɚɧɢɬɟ ɩɨɢɦɢ. 
6. Сɟ ɡɚɞɚɜɚ: insert  – field ɢ ɜɨ ɩɪɨɡɨɪɟɰɨɬ ɲɬɨ ɫɟ ɨɬɜɨɪɚ ɜɨ ɤɚɬɟɝɨɪɢјɚɬɚ index and tables ɫɟ 

ɛɚɪɚ ɢɦɟɬɨ ɧɚ ɩɨɥɟɬɨ index. Сɟ ɨɡɧɚɱɭɜɚ ɢ ɤɥɢɤ ɧɚ ɈК.  

Сɟ ɩɨјɚɜɭɜɚ ɫɩɢɫɨɤ ɧɚ ɫɢɬɟ ɩɨɢɦɢ ɲɬɨ ɩɪɟɬɯɨɞɧɨ ɛɟɚ ɨɡɧɚɱɟɧɢ ɫɨ ɛɪɨɟɜɢɬɟ ɧɚ ɫɬɪɚɧɢɰɢɬɟ 
ɤɚɞɟ ɬɢɟ ɩɨɢɦɢ ɫɟ ɫɪɟќɚɜɚɚɬ.  

 


