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ШȺȻЛɈɇИ ȼɈ WORD 

 

 Кɨɝɚ ɫɟ ɤɪɟɢɪɚ ɧɟɤɨј ɞɨɤɭɦɟɧɬ, ɦɨɠɟ ɞɚ ɫɟ ɤɪɟɢɪɚ ɧɚ ɧɨɜ ɩɪɚɡɟɧ ɞɨɤɭɦɟɧɬ ɢɥɢ ɧɚ ɧɟɤɨј ɲɚɛɥɨɧ ɨɞ 
ɞɟɮɢɧɢɪɚɧɢɬɟ ɜɨ word. Ɍɨɚ ɟ ɞɨɤɭɦɟɧɬ ɢɥɢ ɩɪɢɦɟɪɨɤ ɲɬɨ ɦɨɠɟ ɞɚ ɫɟ ɭɪɟɞɭɜɚ.  

1. Кɨɪɢɫɬɟњɟ ɧɚ ɝɨɬɨɜ ɲɚɛɥɨɧ: 
File - new 

ɉɨɛɚɪɚј Templates ɧɚ ɩɚɧɨɬɨ New document. Ɇɨɠɟ ɞɚ ɫɟ ɩɪɢɫɬɚɩɢ ɧɚ ɲɚɛɥɨɧɢ ɤɨɢ ɫɟ ɧɚɨѓɚɚɬ ɧɚ ɬɪɢ 
ɥɨɤɚɰɢɢ: 
 Templates on office online 

On my computer 

On my websites 

 ɂɛɟɪɢ On my computer ɡɚ ɞɚ ɝɢ ɜɢɞɢɲ ɲɚɛɥɨɧɢɬɟ ɤɨɢ ɫɟ ɜɨ ɨɜɚɚ ɤɚɬɟɝɨɪɢјɚ. ɉɪɨɡɨɪɟɰɨɬ ɟ ɫɨɫɬɚɜɟɧ 
ɨɞ ɨɫɭɦ ɥɢɫɬɚ: 

General 

Legal Pleadings 

Letters&Faxes 

Mail Merge 

Memos 

Other documents 

Publications 

Reports 

ɂɡɛɟɪɢ ɟɞɟɧ ɨɞ ɲɚɛɥɨɧɢɬɟ ɢ ɤɚɤɨ ɢɡɝɥɟɞɚ ɫɟ ɝɥɟɞɚ ɜɨ ɞɟɥɨɬ Preview. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Кɥɢɤ ɧɚ ɈК ɢ ɲɚɛɥɨɧɨɬ ɫɟ ɩɨјɚɜɭɜɚ ɜɨ ɩɪɨɡɨɪɟɰɨɬ. ɉɨɧɚɬɚɦɭ ɦɨɠɟ ɞɚ ɫɟ ɜɧɟɫɭɜɚ ɬɟɤɫɬ ɢ ɬɨј ɞɚ ɫɟ 
ɭɪɟɞɭɜɚ.  
Ɂɚɞɚɱɚ: 

ɇɚјɞɢ ɲɚɛɥɨɧ ɩɨ ɠɟɥɛɚ ɢ ɜɧɟɫɢ ɬɟɤɫɬ. Ɂɚɱɭɜɚј ɝɨ ɞɨɤɭɦɟɧɬɨɬ! 
 

2. Кɪɟɢɪɚњɟ ɧɚ ɫɨɩɫɬɜɟɧ ɲɚɛɥɨɧ: 
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Ɉɬɜɨɪɢ ɧɨɜ ɞɨɤɭɦɟɧɬ.  
ɉɨɫɬɚɜɢ ɯɟɞɟɪ ɢ ɮɭɬɟɪ ɧɚ ɞɨɤɭɦɟɧɬɨɬ ɢ ɞɪɭɝɢɬɟ ɭɪɟɞɭɜɚњɚ ɩɨ ɫɨɩɫɬɜɟɧɚ ɠɟɥɛɚ: ɮɨɪɦɚɬɢɪɚј ɝɢ 

ɡɧɚɰɢɬɟ ɢ ɩɚɪɚɝɪɚɮɢɬɟ, ɪɚɦɤɚ ɧɚ ɬɟɤɫɬɨɬ, ɜɦɟɬɧɢ ɫɥɢɤɚ ɢɥɢ ɤɥɢɩɚɪɬ, ɜɦɟɬɧɢ ɭɦɟɬɧɢɱɤɢ ɬɟɤɫɬ, ɫɟɧɤɢ, 
ɩɨɫɬɚɜɢ ɩɨɡɚɞɢɧɚ ɧɚ ɞɨɤɭɦɟɧɬɨɬ. ɉɨɬɨɚ ɞɨɤɭɦɟɧɬɨɬ ɫɟ ɫɧɢɦɚ. Вɨ ɞɟɥɨɬ file name ɫɟ ɜɧɟɫɭɜɚ ɢɦɟ ɧɚ 
ɲɚɛɥɨɧɨɬ. Вɨ ɞɟɥɨɬ save as type: ɫɟ ɛɚɪɚ document template ɢ ɬɨј ɢɦɚ ɧɚɫɬɚɜɤɚ .dot. 

ɋɥɟɞɧɢɨɬ ɩɚɬ ɤɨɝɚ ќɟ ɫɟ ɨɬɜɨɪɚ ɧɨɜ ɞɨɤɭɦɟɧɬ ɞɟɫɧɨ, ɫɨ ɤɥɢɤ ɧɚ ɥɢɧɤɨɬ On my computer ќɟ ɫɟ ɨɬɜɨɪɢ 
ɞɢјɚɥɨɝ ɩɪɨɡɨɪɟɰ ɨɞ ɤɨј ɦɨɠɟ ɞɚ ɫɟ ɢɡɛɟɪɟ ɫɨɨɞɜɟɬɧɢɨɬ ɲɚɛɥɨɧ.  

 

 


