Cucmemu onpauyroeaHHs1 mekcmie. ®yHKUii mekcmoeux pedakmopie. Cepedoesuuye
mekcmoeozo pedakmopa. Pexxumu po6omu. Cucmema KomaHO.

[IparaeHHss cnpocTUTH pPoOOOTY 3 pI3HUMH BHAAMH TEKCTIB (CIy)KOOBUMH Tamepamu,
KOHCIEKTaMHU JIEKIIii, ra3eTamu, KypHaJlaMu, KHUTaMH1) TPUBENIO 0 CTBOPEHHS BEJIMKOI KIJIBKOCTI
porpam, OpiEHTOBaHUX Ha PO3B'S3aHHA IUX MpooOieM. Taki mporpamMu Ha3HBAIOTHCS MEKCMOBUMU
pedakmopamu (TP) abo mexcmosumu npoyecopamu. Cepen mnpodeciitnux TP HalOLIbIIOrO
nomupenHs Ha0ynu Jlekcukon, ChiWriter, Multiedit, Microsoft Word, TeX.

OcHOBHI (QyHKIIIT TEKCTOBUX PEAAKTOPIB — 3a0e3MeueHHs] BBEJICHHS TEKCTIB B KOMIT'IOTEp, iX
penaryBaHHs, 30epexeHHs y 30BHimHIN mam'sTi (33[1) 1 ApykyBaHHS.

O06’€eKkTOM U1 ONPALIOBaHHS B LIbOMY BHIIAJKy € TEKCT, IKUHA MOXKE CKJIaJaTUCS 3 PO3ALIIB,
abzariB, cuMBOIiB. KpiM TOTO, B TEKCTI MO’KHA II€ PO3PIZHATH CTOPIHKH, TaOmuIll, BOyIO0BaHI
rpadiuHi 00’ekTH Tomo. TekcT B miIOMy, K 1 HOro CKjIazoBi, MOXHa ONPalbOBYBATH 32
JIOTIOMOTOF0  CTICIIaJIbHOTO TPOTPAMHOTO 3ac00y — TEKCTOBOTO penakropa. Bum Ta Xxapakrep
OTIpAIIOBAaHHS 3aJIEKHUTH BIJ] METH, SIKa MOCTaja Mepe] JIOJUHOI IS BUPIIICHHS KOHKPETHOTO
3aBJIaHHS.

OpauMm 13 HaiuacTimumx 3actocyBanb IIK € pobora 3 Texcramu. TepmiHu ‘“‘TekcToBa
iHpopMmaris” 1 “cumBoIbHA 1H(OpMAIliss® BUKOPHCTOBYIOTHCS SK CHHOHIMH. 3 TOYKH 30Dy
KOMIT'I0Tepa TeKCT — 11e Oy/b-sIKa IMOCIiIOBHICTh CUMBOJIB 13 KOMIT I0TepHOro andasiTy. 30BCiM
HE 00OB’S3KOBO, MO0 TAaKWH TEKCT OyB MOJAAHWUW Ha OAHIA 3 MPHUPOTHUX MOB (YKpaiHCBKIiH,
pociiicbkill, aHrmiicekiil Ta iH.). Lle MoxyTh OyTH MaTemaTuyHi a0 XiMiuHI (OpPMYJIH, HOMEPH
tenedoHniB, yucioBi Tabuwmli 1 iH. ['o0BHE, 1100 BC1 CUMBOJIH, IO BUKOPUCTOBYIOTHCS, BXOIUITH
0 10 KOMIT'IOTEPHOTO andasiTy.

CuctemMH MIATOTOBKH TEKCTIB € OJHUMH 13 HAWUIMOMYJISIPHIMINX TPUKIATHUX CHUCTEM IS
MEPCOHATIBHUX KOMIT I0TepiB. Lle MosACHIOEThCS HACTYTHUM:

1. TlosBa nemieBUX MEpCOHATBHUX KOMIT IOTEPIB 1 MPHHTEPIB CTUMYJIIOBAIA iX 3aCTOCYBaHHIO B
Takux cdepax, K AUTOBOJCTBO, JKYPHATICTHKA, BUPOOHWYA IiSIBHICTH 1 iH., J€ MIATOTOBKA
TEKCTOBOI JOKyMEHTAIlIi € TOJJOBHUM BHJIOM JiSUTHHOCTI.

2. BuxopucTaHHS TEKCTOBMX IPOLIECOPIB 3HAYHO MiABMIIY€ MPOAYKTUBHICTH TMpami MpU
BUKOHaHH1 Oy/1b-KO1 pOoOOTH, TIOB’SI3aHOI 3 CKJIQIaHHIM TEKCTOBUX JOKYMEHTIB. OmpaltoBaHHs
TEKCTOBUX MaTepialiB Ha KOMIT'IOT€pl BHUKOHY€ThCS HE TIJIbKM IIBUALIE, ane 1 Habarato
e(eKTUBHIIIE, HDK Ha JPYKApChKi MamuHIlN. 3’ SBISIOTHCS HOBI MOMJIMBOCTI TIPH POOOTI 3
TEKCTOBUM MaTtepiajloM: BUIPABIATH OKpeMi (parMEHTH TEKCTYy CKUIbKHM 3aBTOJHO pPa3iB, HE
BBOJISIYM 3aHOBO YBECh TEKCT; BHOCHUTH JI0 TEKCTy JOJATKOBI MaTepiayiu, 30KpemMa rpadikw,
Tabnumi, MamoHKH, (oTorpadii TOIO, TaKOX 3aHECEHI 10 3amaM STOBYIOUHX MPUCTPOIB
KOMIT'FOTEpa; JpPYKyBaTH TEKCTH HA TPUHTEPI B TOTPIOHIH KUIBKOCTI €K3eMIUISIPIB;
aBTOMATHYHO CKJIaJaTH 3MICT JOKYMEHTIB; IEpEBIPATH MpPaBUJIbHICTh HANWCAHHS CIIiB,;
CKJIQJIaTH 32 MOJAaHUMU TEKCTaMH CJIOBHUKH Ta BUKOHYBATH 1HIII OTepartii.

Ha cporozni icHye 0arato pi3HOMaHITHHX TEKCTOBUX IporecopiB. KinbKicTh iX mpomoBxye
3pOCTaTH.

@OyHKIIOHATbHI MOKIMBOCTI PI3HUX CHUCTEM IMIJrOTOBKU TEKCTIB ICTOTHO BiJIPI3HSAIOTHCS. Y
TOM K€ Yac BOHH MalOTh 1 6arato CruibHOTO.
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OcHoB8Hi ¢pyHKUii mekcmoeux pedakmopie
]

BBeneHHsi 3 knaeiaTypu TEKCTy 3 OAHOYaCHUM
—{ BeedeHHs mekcmy | 3agaHHsAM napameTpiB MOro BBEAEHHS.

“MNepemilyBaHHA" TEKCTY Ha ekpaHi 3 MOCNiAOBHUM
BEPTUKANbHAM YM  TOPU3OHTANbHUM  3MILLEEHHSIM,
peparyBaHHs TEKCTY 3 onepauismm
BKIMHOYEHHS/BUKITIOYEHHS PEXUMY 3aMiHW/BCTaBIAHHS.

— [lepeanss0 mekcmy ——

3MicToBHE BMOpsiaKyBaHHS! TEKCTY (3a Ha3BOH, iMeHaMm
—1 OnpauyrosaHHs 1 aBTOpiB, [JdaTamuM CTBOPEHHS TOLIO), BUKOHAHHS
HeobxioHMX obuncrneHb y Tabnuusix, HasiBHUX B TEKCTI,
CcKrnafaHHs 3MiCTy, pedaryBaHHs! aHuX.

ExkpaHHe CbOpMaTyBaHHFIM TEKCTY, BCTaHOBNEHHA

~| Biomeoperks mekcmy || napamerpis gpykysaHHs.

TekcToBi npolecopy peaizyloTh YOTUPU OCHOBHI (PYyHKITIT:

1. OyHKIIIO 68edeHHs, TKa BUKOPUCTOBYETHCS TIPH HAOMpPAaHHI TEKCTY 3 OJJHOYACHHUM 3aBJIaHHSIM
MoTIepeIHIX MapaMeTpiB uisi oro BBeaeHHs. [lporec 3abe3meuye iCTOTHE IMiIBUICHHS
MPOYKTHUBHOCTI TIpaIli, OCKUIBKA BHUIPABICHHS POOJIATHCA OLIBIIT OMEPATUBHO 1 JOIYIICHI
MIOMUJIKH He € (DaTaTbHUMH JJIsI KIHIIEBOTO TEKCTY, 3MEHIIYIOTHCS BUTPATH Marepy Ta CTPIUKH.
Jlo Toro x 3abe3medyeTbcsi HOBUM, B TOPIBHSAHHI 3 IOINEPEAHBOI0 TEXHOJIOTIEID, METOJ
BBEJICHHS TEKCTOBHUX [AHUX, SKUW MOOYJOBAaHO HA OINEPATHBHOMY €KPaHHOMY CHHTE31
(hparMeHTiB Hamepe I MiArOTOBJICHUX YW CTaHAAPTHUX TEKCTIB.

2. DyHKIIIO nepeenady, sKa BUKOPUCTOBYETbCA Ui “NepeMilllyBaHHA TEKCTy Ha €KpaHi 3
MOCJTIZIOBHAM BEPTHKAIBHUM YHM TOPU30HTAILHUM 3MIIICHHSAM PaHille MOKa3aHuX (parMeHTiB.
OpHOYacHO 3 MeperisiioM Moxe OyTH MpOBEACHO pelaryBaHHS TEKCTY 3 OIEpalisiMu
BKJIIOUEHHS, BUKIIOYEHHS, 3aMiHH, 3CyBY, IIE€PECTaBIISHHSA, pPO3’€JHAHHS 1 3JIUTTA HaJ
CUMBOJIAMH, CIIOBAMH, pSAJIKaMHU, pEUYEHHAMH, ab3amamMu 1 posainamu. IIpoayKTHBHICTH
BUKOPHUCTAHHS JaHOi (QyHKIII B 3HA4YHIA Mipl BU3HAYAETHCA MOXJIMBUMHU DPEKUMAMHU
MepeMIIleHHsT Kypcopy: BiJl CHMBOJY [0 CHMBOIY, BiJl CTOPiHKH JO CTOPIHKH, NUISIXOM
3MIIICHHS “BIKHA» €KpaHy TOPU30HTAILHO Ha TIOYATOK YU B KIHEIb TEKCTY.

3. OyHKUIIO onpayiosants, ika BUKOPUCTOBYETHCS TPU POOOTI 3 JOKYMEHTaMHU, IO 3a3/aJeTiIb
BBeICHO 1 BimkopuroBaHo. CroJId BiJHOCSTHCS 3MICTOBHE BIOPSIKYBAaHHS TEKCTY (32 HA3BOIO,
iMEHAMU aBTOPIB, JaTaMH CTBOPEHHS TOIIO), MEPEBHOPSAKYBAHHS TEKCTYy (HOBE PO3MIIICHHS
CTOpPIHOK, TMPUMITOK Ta IMOTOYHUX 3aroJIOBKiB, 3MiHa HyMepallii CTOPIHOK 1 KOPHTyBaHHS
MOCWJIaHb HA HUX), BUKOHAHHS HEOOXITHMX OOYUCICHb y TaONUIAX, HAsSBHUX B TEKCTI,
CKJIQJIJaHHS 3MICTYy, aBTOMAaTUYHA 1HJEKCAIllsl Ta BHECEHHS IMEH 1 aJpec 3 IHIIOTO HAOOpy aHUX.

4. OyHKIIIO 6i0mMEopeHHs meKcmy, sSKa BHKOPUCTOBYETHCS TPH BBEICHHI TEKCTy 1 (Qikcye
rnmapaMeTpu ApyKyBaHHS (B3aeMOMisl 3 APYKYIOUUM TPHCTPOEM, peami3allis MiIKpecIeHHS,
JIPYKyBaHHS HAIPSIKOBUX 1 MAPSAKOBUX CHMBOJIB, CTEIICHIB YUCEN Ta 1HACKCIB, aBTOMATUYHE
MOBTOPEHHS JPYKyBaHHS, NMPUIUHEHHS OPYKyBaHHS [JIs BCTaBJIEHHS (parMeHTy Tomo). Lli
MIPOLIEAYPHU JOTIOBHIOIOTHCS €KpaHHUM (HOpMATyBaHHSIM TEKCTY, MOKJIMBOCTSMU MAPATeILHOTO
NPYKyBaHHS B)KE TIATOTOBICHOTO JOKYMEHTY 1 peaaryBaHHs IHIIOro, OaraTOKpaTHUM
JIPYKyBaHHSM TEKCTY.

TekcToBi mporiecopr MokHa Kiacu(ikyBaTu 3a Oararbma O3HakaMu. /|0 OCHOBHHMX 3 HHUX

MOYKHA BIJHECTH TaKI:

e crocib penaryBaHHs TEKCTY;
® KUIBKICTH andaBiTiB, AKi MOKHA BUKOPHCTOBYBATH;
e (opma nogaHHS TEKCTY;
e Crnoci® BUKOPHUCTAHHS TEKCTOBOTO MPOLIECOPa;
® MpU3HAYEHHs TEKCTOBOTO MpOIlecopa.
Bynb-sikuii TeKCT — 1€ MOCHiJOBHICTh CUMBOIB. CUMBOJBHUI andaBiT KOMI'IOTEpa MICTUTh
256 3nakiB. OguH cuMBOI 3aitmae 1 6aiit. Bei cumBonm B andasiti mporymepoasi Bix 0 g0 255.
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Koxxnomy HOMepy BifnoBifae 8-po3psauuit asiiikosuii kox Bix 00000000 mo 11111111, Leit xox —
HOMEp CHUMBOJY B JABIWKOBIM cucTeMl yucieHHS. TaOnuito, B SKif CTaBIATHCS Y BIAMOBIAHICTH
CHUMBOJIaM, X JIE€CSITKOBI HOMEpH 1 ABIMKOBI KOAU, HA3UBAIOTh mabiauyero Kooyeanus. HalOinbn
TIOIIMPEHOI0 TAOJIMIICI0 HAa TEPCOHANBHUX Komm'torepax € Tabmuis koaiB ASCII. He Bci xomm
BiIOOpaXaroThCs HA €KpaHl y BUIJIAII CUMBOIIB. JledKi € ynpaBlIsiOUUMH — YIPaBISIOTh IPYKOM
a00 BUBEJICHHSIM Ha €KpaH.

Haiinpocrimi TP 306epiratorb Tekctd B (opmi TekcroBux (paitmiB. TexcroBuid aiin
CKJIAJIA€ETHCS TIJIBKHA 3 CUMBOJIIB, IO BXOAATH J0 TaOswmii koayBaHHs (1 cumBon — 1 6aiiT). Tekct
noJiIeHnH Ha paaku. KoxeH psiiok 3aKiHIyeThCsl KOJIOM KiHIIS PsIIKa.

binbm moTykHI pegakTopu 30epiraroTh TEKCTH Y IHIIUX HETEKCTOBHX (opmaTax — Mpo IIe
Ha MepIIuX ypoKax MOXHa HE PO3MOBIIaTH YUYHSM, a TIOTIM, SIK TTOKa3y€e MPAKTHKA, TAKE MUTAHHS
000B’SI3KOBO BHHHMKHE, 1 TOJII CHig Oyne TMOSCHUTH, IO O3Ha4Ya€e HETEKCTOBUH (opmar
30epeskeHHs TeKCToBOI iH(opmarii 1 K 1151 iHpopMarllist 30epiraeTbest B mam’ATi KOMI I0Tepa.

Cepeoosuuie TP.

Inmepgheiic — 11e CyKymHICTh 3ac00iB, 32 JIOMTOMOTOI0 SIKMX KOPHUCTYBa4 MOJKE yIPaBISATH
TEKCTOBUM pefakTopoM. ChOroJHi HaiO1IbII NOMYJSIPHUM € iHTepdeiic B popmi MEHI0, 3 IKOTO
MOYKHA BUOMPATH Pi3HI KOMaHIH (TIOCIYTH) TEKCTOBOTO PEAaKTOpa.

Cxema iHTEpdeiicy cTaHAapTHOTO TEKCTOBOTO peaakTopa Moxe Matu Burian (Puc. 3.3).

IHmepabelic

MeHto

Psagok ctaHy

Psapnok nosigoMmneHb

Poboye none

Puc. 3.3

Po6oue none TP — 11e ekpan aucres, Ha SIKOMY BioOpa)karoTbCsl pe3yJIbTaTH BCIiX Aii, 1110
BHKOHYIOThCS 3a jponomoroio TP. BaxmmBum enementom cepenosuina TP e iHTepderic — ne Ti
3aco0M, 3a JOMOMOTOI0 SIKMX KOPUCTYBad MOXKE YIPABIATH TEKCTOBUM peaakTopoM. CbOrojHi
HaWOLIBII MOMYJISIPHEM € 1HTepdelc B (opMi MEHIO, 3 SKOTO CICHiaIbHUM MapKepoM (BUILICHUM
KOJIbOpPOM) MOXHa BUOHpaTH pi3Hi komanau TP.

OaHOYAaCHO 3 MEHIO Ha €KpaHl BUCBIUYETHCS PAMIOK CTaHY, B IKOMY JTA€ThCs 1HGOpMAIIis mpo
notouyHuii cran TP (pexxumu po60oTH, IO3UIIIS KypCOpy TOIIIO).

Tekcr, mo ompamboByeThes 3a momomoroto TP, 30epiraerbcsi B omepaTUBHIN mam'sTi 1
Bi3yaJIbHO MOXe OyTH MOJaHUH y BUIIIAI PYJIOHY Manepy (IOJIIEHOT0 Ha CTOPIHKY B Aeskux TP),
JOBKMHA 1 MMUPUHA SIKOTO B OUIBIIOCTI BUIAIKIB HE TO3BOJSIOTH IIJIKOM CIIOCTEpiraTd HOTro Ha
ekpaHi. TakuM YMHOM, €KpaH MO)XHAa BBa)KaTH CBOEPITHUM BIKHOM, 4epe3 sIKe KOpPHCTyBau
neperisiiae TekcT. s mepemilieHHS IbOro BiKHA MO TEKCTY BHKOPHCTOBYIOTBHCS CIICIiaNbHI
knaBimi. IcHytots TP, mo [03BONSIOTH BIAKPUBATH KidbKa TaKUX BIKOH <«JUIsD» BiIMOBIAHOI
KUTBKOCTI TEKCTIB.

KpiM ocHOBHOI mam'sTi, A€ mpu poOOTI 3 TEKCTOBUM PEJAKTOPOM 30€piraeTbcs TEKCT,
BUKOPUCTOBYIOTHCSI III€ PsAJl JOJATKOBUX “‘apKyIlliB’ HaM'ATi, 0 SKUX BIAHOCATHCS “‘apKymr”
BUJAJICHUX PSNKiB, Oydep («kuiieHs») ans 30epiraHHs (parMeHTiB TEKCTY, L0 KOMIIOITHCA,
noBiMHUK (Tigkaska abo help), ciioBHUK.

[lepeminryroun Kypcop, MOXHa [epeMillyBaTH BIKHO BIJIHOCHO OCHOBHOTO TEKCTY.
HasBHiCTE Kypcopy Ha poOOYOMY IONI BKa3zye Ha Te€, IO TEKCTOBUW PEIaKTOp 3HAXOAHMTHCS B
pedxxcumi 88edenHs ma pedazysanus TekcTy. KoopamHaTu Kypcopy B TeKcTi (abo Ha cTOpiHIN) —
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HOMEpHU psAKa 1 CTOBIYHMKA, 1€ 3HAXOIUTHCS Kypcop — BiOOpakaloTbcs B PAAKY CTaHy
cepeoBUIla POOOTH 3 TEKCTOBUM PEAAKTOPOM.
Pesrcumu pooomu TP.

1. Bsedennss ma peoacyeannus mekcmy. Ctan TP, 1m0 3HaXOguThCS B IOMY PEXHMI,
BioOpaxkaeThCsi B PpAAKOBI cTaHy. OCHOBHI KOMIIOHEHTH CTaHy: KOOPAHHATH Kypcopy,
BCTABJICHHS/BWJIYYEHHSI, MAaJCHBKI/BEIUKI JTepu (HIKHIN/BEPXHIM  perictp), wpudTt
(Ykp./poc./nar.), po3mitka psaka (a03ai, 03BOJNIEHA KUIBKICTh CHUMBOJIB), BHPIBHIOBAaHHS
TEKCTY 70 KpaiB abo J0 LEHTPY, IePEHECEHHSI.

2. @opmamyeanus. PoboTa B IbOMYy pEXHMi IO3BOJISIE MOAABATH TEKCT ((PparMEeHT TEKCTy) B
HEOOX1THOMY BUTJISIIII, BCTAHOBUBIIIH BiJICTYTIH, YSPBOHUH PSIOK, KITbKICTh TO3UIIIN B PSIKOBI,
BIJICTaHb MIX PSIIKaMU, 3MIHUTH IPUPT, po3Mip JiTEp TOLIO.

3. 3sepmanusn 3a niokasxoro. Ilpu mepexoji B el peXUM Ha €KpaHl BIAKPUBAETHCS JOJATKOBE
JIOB1IKOBE BIKHO, III0 MICTUTh CTUCITY JOBIIKOBY iH(popmaiiro mpo podoty B TP.

4. Opghoepagiuna nepesipxa. llelt pexuM mpaimroe JUIIe TPU HASIBHOCTI CIOBHUKA. [lpum
mepeBipii TeKcTy (DIKCYIOTBCS CIIOBA, BIJICYTHI B CIOBHHUKY, IIO € HEMPSIMUM CBIIYCHHSM
opdorpadiunoi mommiku. Pexum opdorpadiuHoi mepeBipkr Moke OyTH CyMIIICHHH 3
PEXKHMOM peJlaryBaHHS.

5. Obmin 3 331 no3BONSETHCA B JIBOX HampsiMax: 30epekeHHs (3ammMc) Ta 3aBaHTAKCHHS
(3unTyBaHHS) TEKCTY, AKUi npu 30epiranni Ha 3311 Ha3uBaeThes ailioM (TEKCTOBUM daiiiom).
[Tpu boMy BKa3y€eThCS NUIAX A0 HEOOXITHOTO KaTaJory.

6. /lpyxkysanns. Y 1bOMY PEKUMI 3MIHCHIOETHCS BUBEACHHS TEKCTy Ha marmip. 3a momoMorow TP
MOXHa yIPaBJISATA MPUHTEPOM, BU3HAUMBINU MIPUQT, BUTISA CTOPIHKU (TTOJISI, YACTIO PAJIKIB),
10 IPYKYETbhCS, CIOCIO HyMepallii CTOPiHOK.

Pexxumu po6omu mekcmoeoz2o pedakmopa
I

BBeneHHA Ta pegaryBaHHs TEKCTY

dopmaTyBaHHA

3BepTaHHSA 3a Nigkaskow

OO6MiH 3 30BHiILLHIMW 3aNamM’ ITOBYHYUMW NPUCTPOSIMU

OpyKyBaHHSA

HanarogxeHHs iHTepdeicy Ta
napameTpiB poboTtn TP

Texcmoesuii peoakmop Microsoft Word

TexcroBuii penakrop MS Word mictuth ce, mo HeoOXiHO ISl MiATOTOBKU MpodeciitHo
BUKOHYBaHMX JOKYMEHTIB. 3a HOro JONOMOIOI0 MOKHA HE JIMIIE CTBOPIOBATH 1 pelaryBaTu
TEKCT, ajie 1 OPOPMIIIOBATH HOTO, BUKOPUCTOBYIOUM DPi3HI MIPU(PTH, IHTEPBAIH MK CIOBAMU 1
psiakamMu, BOyZOBYBAaTH MAaJIFOHKH 1 €JIEMEHTH JU3aHHY.

30BHILIHIN BUTJIA IPOrpaMy MOKe OyTH MOBHICTh IEpEHAIAro/UKEHUM KOPUCTYBayeM, aje
3a 3aMOBYYBAHHIO MOTO BIKHO BUTJISJAE TaK, K IMOKAa3aHO HA MAaJIOHKY. /sl BKIFOYEHHS 1HIIMX
MaHesel 1HCTPYMEHTIB MOKHA CKOpucTaTtucs MyHKToM [laHemi iHCTpyMeHTiB MeHI0 Burmsg a6o
KJIALIHYTH IPaBOIO KHOIKOIO MUILIN Y BEPXHIM YacTHHI BIKHA.
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8 Cucremn onpauleaHHA TeKcTie - Microsoft Word
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IIpu poGoti B cepenoumi MS Word Ha mouaTky poOOTH 30BHIIIHIA BUTISAL KypCopy

3MIHIOETHCA.
Tabnuy
ity Posmawysannsn Aii
Kypcopa
TOHKA Ha oGmacri Tekcry. HabupanHsi, BUIIIEHHS TEKCTY
BEPTUKAIIbH ab0 3MiHA MicOd TIOJOXKEHHS
a JIiHig Kypcopy.
Ha psnky wmeHto, HeakTuBHOMY | BubGip  BKa3iBOK,  HAaTHCHEHHS
% BiKHI, CMY31 “NIpOKPYTKW”, TaHeNi| KHOIIOK, nepeMillyBaHHS
THCTPYMEHTIB 200 JIHIMNIII. BUAUICHUX  (parMeHTIiB  4H
00’ €KTIB.
B3nomx miBoi Mexi BikHa — cMy3i | BumineHns PAIKIB, a03aris,
?ﬂ BUIIJICHHS, cMy3i BUJIUUICHHS | PSIIKIB Ta  OKPEMHX KJIITUH

TaOIUIIl Ta OKPEMHUX il €JIEMEHTIB
a0o o0JracTi CTUIIB.

Tabnui abo IIJI0T0 TOKYMEHTA.

Ha BumineHomy 00’€kTi, Koiu
KHOITKA MHWIIKA HATUCHYTa 1 HE
BIJIITYCKA€ETHCSI.

[TepeminryBaHHS BULJIEHOTO
00’€KTa 9M TEKCTOBOTO (hparMeHTa
Ha HOBE Micle, Ae Woro Oyne
BCTaBJIEHO  IIICJIS  3BUIBHEHHS
KHOIIKHA MMIIIKH.

B noBimpHOMY MicCIli €KpaHy MicCis
HaTHCHEHHsI kHomku JloBimka aGo
knapim SHIFT+F1.

BcranosienHs BKa31iBHUKA MUILKHA
Ha iIMeH1 BKa3iBKM a00 Ha JesKiil
o0JacTi ekpaHy 1 KJIalaHHs JiBOIO
KHONIKOIO 3 METOI0 OJIep>KaHHs
pO3AUly JTOBIAKK IMPO KOHKPETHUI
€JIEMEHT.

VY BiKHI JOBIJKM Ha IiIKPECICHOMY
TEepMiHi.

Bxa3syBanHs 3a JIOIIOMOT OO
MUIIKA Ha HiIKpecieHuit
HETIEPEPBHOIO JIIHIEI0 EJIEMEHT 3
METOI0 OJEp)KaHHA 3B ’SA3aHOI 3

HUM iH(popMarii abo BKa3yBaHHS

3a  JONOMOIOK  MHMILKMA  Ha
TiIKpeCIIeHU IyHKTHUPOM
€JIEMEHT 3 METOI OJEeprKaHHSA

MOro O3HaueHHA.

d K

B3noBx cTopiH, BEpXHbBOI 1 HIXKHBOT
MeX abo KyTiB BiKHA, HaJIIHUCY,
BOy1OBaHOTO 00’ €KTa 00 MAITFOHKA.

[lepeminryBanHss MeX BIKHa 3
METOI0 3MIHM pO3MipiB BIKHA,
Kazpy, rpadiku abo BOymOBaHOTO
00’€KTa UM MAaJIOHKAa B3JJOBXK
BEpTUKaIi 200 TOPU30HTAJII.

Bcepenuni Hagmucy.

[TepeminryBaHHs 3 METOIO0
PO3MILLIEHHS KaJpy Ha HOBOMY

g 3.1

MICII.

Cucmema komano TP.
Cuctemy xomana TP MoxHa yMOBHO MOJUIATH HA TaKi TPy KOMaH/:
* KOMaHAM iHTepdeiicy: BXiA A0 MEHIO 1 BUXiJ 3 HbOTO, MEPEeMilleHHs MapKepa MO MEHIO,
BUOIp MOTPIOHOTO MYHKTY MEHIO;
* KOMaHJ¥ 3MiHU cTaHy TP, 10 103BOJIsAIOTE B PEXUMI pearyBaHHs BuOpatu mpudt (poc.,
YKP., JIaT.), HWKHII/BEpXHil pericTp, pe>kuM BCTaBIISTHH:/3aMiHH;

Tema 4.2. TeKCTOBHI pelakTopa B JUIAKTHII



* KOMaH/I! TIEPEMIIICHHS 110 TEKCTY, SIKi MOAUISIFOTHCS Ha JIB1 TPYIIH:

MMOKPOKOBE MEPEMIIIEHHS (CTPLIKHA PAaBOPYY, JIIBOPYY, BrOPY, BHU3) 1 MIBUIKE TIEPEMIIICHHS
0 TEKCTY (Tepexia Ha MoYaToK/KiHelb psJIKa, TEKCTY, TOPTaHHS CTOPIHOK);

* KOMaHJM MOCHUMBOJIBHOTO pENaryBaHHS, IO JO3BOJIIIOTH BHECTH BUIIPABJICHHS B TEKCT
(BCTaBUTH, BUITyYUTH, 3aMIHUTA CUMBOJIN);

* KOMaHA1 poOOTH 3 ab3amamH, 10 J03BOJISIOTH MAHIITyJIFOBaTH a03alamu;

* MOIIYK 32 3pa3KOM BUKOPHUCTOBYETHCS IJIsl BIAIIYKAHHS B TEKCTI ()parMeHTiB, SIKi MICTATh
BKa3aHHWH Habip cuMBOJIiB (OYKBY, CIIOBO, pa3y);

* KOITIIOBaHHS BKJIIOYA€ B ceOe BUIUICHHS (parMeHTa TEKCTY, 110 KOIMIIOETHCS 1 epeMilIeHHs
roro B Oydep, BiATBOpeHHS BMIiCTy Oydepa B HEOOX1THOMY MiCIli TEKCTY;

* (opmaTyBaHHS NTO3BOJISIE HAJATH TEKCTOBI HEOOXIMHOTO BUTJISY: BCTAHOBHUTH KUIBKICTh
CHUMBOJIIB B PSIKOB1, BUPIBHATH TEKCT JI0 KPAiB, BUIIIUTH TOJIS 1 YSPBOHUMA PSIOK TOIIIO.

Y oimpmocti TP kxoMaHau Mo)KHAa BHUKOHATH JBOMa crocobamu: 1) 3a JOIOMOIOIO
(bYHKITIOHAJILHUX 1 YIPABIISIOYMX KJIABIII; 2) BUOOPOM MyHKTIB MEHIO.

OcTtaHHIM YacoM 3’SBHUBCS HOBUI HalpsSMOK PO3BUTKY TEKCTOBHX IPOLIECOPIB, MOB’I3aHUM 3
OTIPAIIIOBAHHSAM CTPYKTYPHHX TEKCTIB (cinepmexcmig). Y TINEPTEKCTI Oyab-sIKHWHA Horo ¢gparMeHT
MO>KE€ MaTH OiIbI TTIHOOKE 1 IeTajdbHe ONMCAHHS HA HACTYTTHUX PIBHSX.

Ocnoeni 00°ckmu npu pooomi 3 MEKCMOBUM PEOAKmMOPOM

OcHOBHMMH 00’€KTaMH HpH POOOTI 3 TEKCTOBUM pelakTopoM €: (aiin, cumBou, ab3arl,
cropinka, posaiia (Puc. 3.4).

okymeHT

TekcT Ta6nuuga || MantoHok Hiarpama || ®irypHuit Tekct | | BOygoBaHuii 06’ekT

[ I I I ]
dann CumBon Ab3al CropiHka Po3agin

Puc. 3.4
Kooicnuii 06 ’exm mae ceoi éracmusocmi. Hanpuxnao, 06’ekm Texcm mae maxi gnacmugocmi.

- Buj WIpudTy (Kerib, TapHITypa, KOJip);

- cTWib ab3aiy;

- TIapaMeTpH CTOPIHKH.

06 ’exm Dizypnuti mekcm mMae 61aCMU8OCmi:

- BujA WIpudTY (Kerib, TapHITypa, KOJIip);

- ¢dopma Tekcry;

- crnenianbHi epexTH (TiHb, HAXUII, TOBOPOT);

- PO3MIIIICHHS HAa CTOPIHIII.

06’ exm Manionok mae eracmugocmi:

- dopmar rpadiuroro daitry;

- po3Mmip, macmTa0;

- KOJIip;

- PO3MIIIIEHHS HA CTOPIHIII.

3a monomMororo BOyaoBaHUX A0 cepenoBumia TP 3aco0iB Mo)KHA BUKOHYBATH Pi3HI omepartii
HaJ Horo 00’ €KTaMH.

Jnst koxHOTO 3 00°€KTIB B cepenoBuili TP icHye cBOs cuctema BKa3iBOK, KOXKHA 3 SIKUX
BUKJIMKAETHCSA OAHHUM 13 croco0iB: 1) BUOOpPOM MyHKTIB MEHIO (OCHOBHOTO M KOHTEKCTHOTO);
2) 3a 1OonoMOTo10 (PYHKI[IOHATBHUX 1 YIIPABIISIIOYNX KJIABIII.

Jl1st BHECEHHS 3MiH 70 TeKCTy B cepefoBuili TP icHyr0Th BKa3iBKU (IIOCIYTH):

- BCTaBIISTHHS Ta BIITyYEHHS CHMBOJIIB;

- Tepexij 3 BEpXHBOTO 10 HIKHBOTO PEXKUMY Ta HABIAKHU;

- 3MiHa pO3KJIaJ0K KiaBiaTyp (pociiicbKka, yKpaiHChKa, aHTJIHChKa TOILO).

Tema 4.2. TeKCTOBHI pelakTopa B JUIAKTHII



Poboma 3 ¢haiinamu. Crioyatky CIiiji BIIMITUTH BCl oneparii, siKi 103BOJIIEThCS BUKOHYBATH 3
(aiinamu B cepepopuii TP. /fonmomory BunTento Moxe HagaTH cXxeMa

OcHoBHi onepalii 3 dhannamm

Mowyk BigkpuaHHsi 36epexeHHs Mepernaa
BMNacTUBOCTEN
I
KoHBepTauis 3 - Bepcii
iHWoro chopmaty

3miHa dopmarty
npu 36epexeHHi

Puc. 3.5

Iowiyk 0oKymenmie

3a JOMOMOTOIO TOJMIB, SIKI PO3TAIlIOBAaHI Y HIDKHINA YacTHHI MIAJOTOBOTO BIKHA Biokpusanms
ooxymenma (Puc. 3.6), sike BUKIMKAEThCSA BKa3iBKOWO Dailn/Biokpumu, MOXXHA BUKOHYBAaTH MPOCTHH
MOIIYK JIOKyMEHTiB. JIIf HBOro JOCTaTHBO BCTAHOBUTH Yy BIANOBIJHMX IMOJNSAX 3HAYCHHS, IO
BIAMIOBIAAIOTH OTPIOHOMY KPHUTEPIIO MOILIYKY, Ta CKOPUCTATHCS KHOTIKOIO 3Haumu.

OTKpLITHE AOKYMEHTA EE3
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Puc. 3.6
Jis opranizaitii momryky 3a BkasiBkoro Cepgic/3natimu He0OXiTHO chopMyBaTH.
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Puc. 3.7

KpUTepil Takoro po3mupeHoro mnomyky. CHHCOK KpUTEpiiB MOLIYKY BiZOOpakaeTbCcs y MO
3uaiimu ghatinu, wo 3a006onvHAIOMb HADIP YMOE
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Puc.3.8

[Ipu nepmoMy 3BepHEHHI 10 A1aJIOTOBOTO BiKHA 3Hatimu MEPUIHA PATOK KPUTEPIIO MOMITYKY
BXKe cTBOpeHo: Tum ¢aiinis cmiBnanae 3 Bei dokymenmu (*.doc., *. dot, *.htm, *.html, 8.url, *.rtf).

BinpmricTe psAAKIiB KpUTEPIiB TOLIYKY CKJIQJA€TBCA 3 TPHOX EIEMEHTIB: Bracmueicmo,
Ymoea, 3nauenns.

Crimcoxk KpuTepiiB MOXXHa IOMOBHUTH Tak. Y CHHCKY Bracmueicms BHOpaTH MOTPIOHY
BJIACTUBICTb, BUOpaTH YMOBY 13 CHHCKY Vmoga. CHHMCOK YMOB 3alleXkHMTh BiJ BHOpaHOl
BJIACTUBOCTI Ta HpPHU HEOOXIJHOCTI y MOJI 3HauenHs CIIJ BBECTH 3HAYEHHs, 110 BIAMNOBlAAeE
BUOpaHiil BIACTUBOCTI.

Jlist JTorigHOTO 3B’SI3KY BBEIACHUX JO MOJNS 3natumu gatiiu, wo 3a00801bHAIOMb HAOOPY
ymog caia BuOpatu ymoBy I (un ABO) ta knanHyTH Ha KHoMui JJooamu.

Kpim Toro, 11e giamoroBe BIKHO MICTUTh TPU ONIIL JJIsl TIOIIYKY: 3 YPaAXy8aHHAM pecicmpy,
Ilanka, Ilepeenso niokamanoeie. SIk mpaBuio, MpU MOLIYKY (aliIiB HE 3BEPTAEThCS yBara Ha
HamucaHHs JiTep iMeH ¢aimiB (psakoBi um mpommcHi). [Ipu BrirodeHHi omuii 3 ypaxyeawus
pecicmpy TonIyk Oyze 3A1MCHIOBATHCS 3 ypaxyBaHHSM DPSAKOBUX Ta MPOMHUCHHUX JITEp B IMEHI
Gaiimy.

B noni /lanxka moxHa BuOpatu noTpiOHMI IHUCK Ta MAnKy, e Oyae opraHi3oBaHO MOUIYK.

[Mpu BrmtoueHHi omiii [lepeenso niokamanoeie TOMIYK Oyjlae BHUKOHYBATHCS HE JIUIIC Y
Tarii, o BKa3aHa B noii //anka, ane 1y BCiX BKIAJCHUX Mankax i€l mamnku.

[Ipu po3mupeHoMy MOUIyKy CIifi TAKOK BPaxOBYBAaTH, IO Oyab-siKa iHpopmaris, ssKy Oyiio
BBEICHO 10 mNONiB Im’a ¢atiny, Tun ¢hatiny nAianoroBoro BIKHA Biokpumms OoKkymeHmy,
ABTOMATUYHO MEPETBOPIOETHCS HA PSIAKU KPUTEPIiB MOIIYKY.

B noni 3nauenns 1yis BCTAaHOBIEHHS KPUTEPIiB MOIIYKY BHUKOPHUCTOBYIOTHCS CHEIliasIbHI
CUMBOJIH:

* _ MOBUIbHA KUIBKICTH JOBUIBHUX CUMBOJIIB.

? —OBUILHUN CUMBOIJL.

& abo nponyck — joriuHuii 38’430k 1.

, — JTOor1uHui 3B’ 130K AFO.

~ — JIOT14HE 3arepeyeHHsl.
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Puc.3.9

lMpuHyunu pedacysaHHs1 ma ¢hopmMamyeaHHs1 meKcmy e cepedosuuyi meKcmoeoz20
pedakmopa.

Beedenns ma pedacysanns mexcmy. Cran TP, mo 3HaXOAUTHCS B I[OMY PEXKHMI,
BioOpakaeTbcst B psAnkoBi craHy. OCHOBHI KOMIIOHEHTH CTaHy: KOOPAMHATH Kypcopy,
BCTaBJICHHS/BWIYYCHHs,  MaJICHbKI/BeJMKI  JiTepu  (HIWKHIN/BepxHid  perictp),  mpHPT
(Ykp./poc./nart.), po3miTka psiaka (ad3air, 103BOJIeHA KUTBKICTh CHMBOJIIB), BUPIBHIOBAHHSI TEKCTY 10
KpaiB a00 710 IIEHTPY, IEPEHECCHHS.

[Ipomec pemaryBaHHsI O3HA4Ya€e MEPEBIPKY Ta BUIPABISHHS TEKCTY MPU MiATOTOBIN O
IpyKy. PemaryBaHHs MO)KHa BHKOHYBAaTH BPYYHY Ta BUKOPHCTOBYIOYH BiJINMOBiAHI BOYymOBaHi
3aco0M TEKCTOBOTO PEAAKTOPA.

[Ipu aBTOMatmuHili mepeBipui opdorpadii g0 cepenoBHINa TEKCTOBOTO IMpolecopa
MiIKJIF0YA€THCS CIIOBHUK, 32 JIOMOMOTOIO SIKOTO 1 3IHCHIOEThCS mepeBipka. Takuii CIOBHHK CITij
niakaodata 10 TP. Paszom 3 TuMm oOcsr Ta BMICT CJIOBHHKA OOMEXEHi. SIKIIO CIIOBO BIJCYTHE y
CJIIOBHUKY, TO CHCT€Ma Horo OyJe BHUIUIATH, SIK CJIOBO 3 MOMMJIKAaMHU 1 HOro ciij AoJaTH a0
CJIOBHUKA.

MoskHa CKJIacTH CBifl CJIOBHMK CHELiaJbHUX TEPMiHIB 3 JEsSKOI MpeIMeTHOI ramysi Ta
MAKTIOYATHA HOTO JI0 TIEPEeBIPKA OCHOBHOTO TEKCTY.

@opmamysannsn. PoboTa B 1IbOMYy pEXHMI J03BOJIIE TOAABATH TEKCT ((parMeHT TEKCTY) B
HEOOXiTHOMY BHIJISli, BCTAHOBHBILHU BiJCTYIH, YEPBOHUM PSOK, KUIBKICTh TMO3ULIN B PSAAKOBI,
BIICTaHb MK pSAJIKAMH, 3MIHUTH MPUQT, pO3MIP JIITEP TOMIO.

[lin popmamyeanusm TeKCTy po3yMilOTh mpoiec 0HOPMIICHHS CHMBOIY (CIIOBA, PECUCHHS),
abzarry, ctopiHku, po3auny. Ilpu dopmaryBaHHI 3MIHIOETBCS HE CaM TEKCT, a MOTO 30BHINIHIN
BUTJISI.

B texcroBomy penaktopi MS Word icHyr0Th 1Ba ciocoOu opMaTyBaHHS TEKCTY:

- npsMe popMaTyBaHHS BUIUIEHUX (ParMEHTIB;

- cTuiaboBe (pOpMaTyBaHHS, 32 JIOTIOMOTOIO SIKOTO MOXKHA 1epeopMaTyBaTH Bipasy KillbKa

a63a1iB 6e3 MonepeIHbOTO X BUIIJICHHS.

PosrnsiHeMo mpsime ¢dopmaryBaHHS TEKCTy Ha MpUKIagax (opmaTyBaHHS CHMBOJIB Ta
a63amy. OcHoBHa rpadiuHa OJUHUI TEKCTy — IIe CUMBOJ. [IOCTiAOBHICTE CHMBOJIB CTBOPIOE
TekcT. DopMaTyBaHHS CHMBOJIB — 3MiHa MapaMmeTpiB CHUMBOJIB. MOXJIMBOCTI (popmaTyBaHHS

CUMBOJIIB Bi1oOpakeHo B Tabnui 3.2:
Tabnuys 3.2

| Bursza BindopmaroBaHux | Bun ¢popmaryBanHs |
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CHUMBOJIIB
Iadopmaruka [pudt Arial Narrow
Inghopmamuxa Kypcus
IndopmarTuka Hamipxxupawuii
Ingpopmamuxa HaniBxupHuii KypcuB
Inpopmaruka [Migkpecnenns — OaunapHe
IndbopmaTtuka [Tonagiiiae
Indopmaruka IlyHKTHpHE
HropmaTira EdexTn — 3akpeciennii
Inopuatika BepxHiii inmekc
Indopmaruka 3 TiHHIO
TadopmaTrka Kontyp
Liddgpiiriiic YTOIICHUH

Ha cxewmi BinoOpakeHo OCHOBHI mapaMeTpu (hopMaTyBaHHS

MapameTpu chopmaTyBaHHS CUMBOIY

WpwndT (rapHitypa) || Posmip (kernb) HakpecneHHs Konip Edekr

Puc.3.10
B cepenosumii MS Word absay — ne ¢parmMeHT TeKCTy, HaOMpaHHS SKOrO 3aKiHUY€TbCS
HAaTUCHEHHSAM KiuaBiunl Enter. JIng ab3ally MOKHa 3MIHUTH Takl napameTpu (opmaTyBaHHS
(Puc. 3.11): mapameTtpu ¢opMaTyBaHHS CHUMBOJIB Ta mnapameTpu ¢opMaryBaHHs ad3aly:
BIJICTYTIH, TUI BUPIBHIOBAHHS, IHTEPBAJ MIX PSIKaAMH, ITOJIOKEHHS Ha CTOPIHII TOMIO.

MapameTpu hopmaTyBaHHs ab3aly

MapameTpu hopmaTyBaHHS MapameTpu hopmaTtyBaHHsi ab3auy

Bigctynu: 3niea, cnpasa, nepLioro

Twn BMpiBHIOBaHHSA (3a NMiBUM KpaewMm, 3a
npaBuMM Kpaem, 3a LEHTPOM, MO LLUMPUHI)

— IHTepBan Mix psgkamu

— MonoxeHHs Ha CTOPiHL

— Tabynsuis

— Hymepauis

— OOpamrieHHs1 Ta 3anoBHEHHSI

Puc.3.11
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®dopmaTyBaHHS TEKCTYy 3a JAONOMOror ctwio. Cmunb — XapaKTepHUH BHJA, SKHI
BHUPAXKAETHCSA Yy JEAKUX OCOOJIMBUX O3HAKaxX, BIACTUBOCTAX XYJI0KHBOTO OQOpMIIEHHS. ICHYIOTH
nBa Bunu ctuiio (Puc. 3.12): cTuiib cuMBOITy Ta CTHIIB a03airy.

Ctunb
Ctunb cumsony Ctnnb ab3auy
[ |
3agae 30BHiLWHIN BUA, 3aaae 30BHiILLHIN BUA
CUMBOIY ab3zauy

Puc.3.12

OdopmileHHST TEKCTy 3a MEBHUM CTHJIEM O3HAaya€ MPU3HAUYEHHS NEBHUX IMapaMeTpiB IS
IMOJAaHHS CUMBOJIIB a00 a03alis.

CtunboBe (opMaryBaHHS 3HAYHO CHPOIIye QopMaTyBaHHS JAOKYMEHTIB. 3MICT IIi€l
omepariii moisArae B TOMYy, [0 a03amaM TIE€BHOTO 30BHIIIHHOTO BHUIJSAAY (B TOMY YHCIHI
3arojioBkaM) abo cJIOBaM MPHU3HAYAETHCS TIEBHHM CTWIIb, SIKMKM 30epirae B cobi maHi mpo Bci
napameTpu 00’ekta. [Ipm HEOOXiTHOCTI 3MiHM CTHJIIO BCIX OJHOTHIIHUX OO’ €KTIB JOCTAaTHBHO
3MIHUTH TIapaMeTPH CTUJIIO, TIPH IIbOMY BCI Il 00’ €KTH OYyIyTh aBTOMAaTH4YHO TiepedopMaTOBaHi.
BuxopucTtanHs CTHIIB J03BOJISIE YHUKHYTH HEOOXITHOCTI BpY4YHY 3MiHIOBaTH (popMaT KOXKHOTO
00’€KTa OKpeMO, Ta CYTTE€BO €KOHOMHUTHh 4Yac IMIATOTOBKH JOKyMeHTY. OcoOIMBO 3pydHO
3aCTOCOBYBAaTH CTUJIbOBE (DOpMATyBaHHS Yy BEJIMKHX 3a 00CsAroM JoKyMmMeHTax. Heemuki
JOKYMEHTH MOKHa 0OPMUTH MPSIMUM (POpPMaTyBaHHSM.

MosxHa BHOpaTH CTWUJIb 13 CHHCKY BCiX, III0 BUKOPHCTOBYIOTHCS B JIOKyMEHTi. B mpomy
BUNAJKY CTHJII MOXKHA PO3TIANATH SK 00 €KTH, SIKI MarOTh BIIACTHBOCTI Ta 3 SKHMH MOKHA
BUKOHYBATH IIEBHI Omeparii.

CcmeopenHs cmuiio CUMBOIG:

1. 3BepHyTHCH 10 TIocayru Popmam/Cmuns.

HarucnyTtn xnonky Cmeopumu.

VY cniucky Cmuns BuOpatu myHKT Cumeos.

VY cniucky 3acnosanuii Ha cmuni BUOpaTH MOTPIOHUHN CTHITh.

Hatucunytu knonky @opmam

Brectr 3MiHM 10 BIATIOBIAHUX MapaMeTpiB.

B nomi [m’s 3agaty iM’s1 CTHITIO.

HatuchnyTtu kxHonky Ok JJ1st TOBEPHEHHS J0 J1aj0roBOT0 BikHA Cmius.

HartucuyTtu kHOUIKY 3axpumu.

HpaBI/ma poOOTH 13 3ar0JI0BKaMH Ta I1/13aT0JIOBKAMU:

3aroI0BKU B TEKCTI MUIIYTh MPONUCHUMH JIITEPaMHU.

[lepeHeceHHs CTiB B 3aT0JIOBKY HE J03BOJISIOTHCS.

Benukuii 3aro0BOK IITUTHCS 32 3MICTOM Ha KUTbKA PSJIKIB.

V KiHII 3ar0JIOBKY TOYKa HE CTAaBUTHCS, 1HIII PO3LIOBI 3HAKH 30€pIiratoThCsl.

3aroJ0BOK 3aBXAM PO3TAIIOBYETHCS Ha OAHIM CTOPIHIN 3 THM TEKCTOM, JIO SKOTO BIH
BITHOCUTBCA. SIKIIO 3aroJIOBOK PO3TAIIOBYETHCS Y KIiHII CTOPIHKH, TO TICIs HBOTO
MOBUHHO OyTH HE MEHIIE TPhOX PSAKIB TEKCTY. SIKIIO 3arojoBOK MOMAga€e Ha MOYATOK
CTOPIHKH, ajie¢ He Ha MEePIINA PSIOK, TO Mepe]l HUM MOBHHHO OyTH HE MEHIIE YOTHPHOX
PSAKIB IOTIEPEHBOTO TEKCTY.

6. Tekct BiJ 3aroj0BKa MUILYTh YEPE3 ABA-TPH IHTEPBAIIH.

7. Ilim3aromoBKM TUIIYTh MaJCHBKHUMH  JliTepamu 0e3  miagkpecneHHs. [IpaBumia
pO3TallyBaHHS IT/13ar0JIOBKIB TaKi caMmi, sIK 1 3aroJioBKiB. BijcTanb Mi MiA3aroJIOBKOM i
3aroJIoBKOM, SIK IPAaBUJIO, CTAHOBUTH JIBA iHTEPBAIH.

Po6ora 3 Tabmumsmu. Tabmuii MoOXKHA BCTaBUTH [0 TEKCTYy JBOMa CHOCOOaMH: 3a
JOTIOMOTOI0  CIIEIiajbHOT TOCIYTH, SKa BHUKIUKAEThCS 3a BKa3iBKOw [abnuysa/Bemasumu
mabauyro, Ta 3a IOTIOMOTOI0 3aco0y MairoBaHHS TaOnumb. [Ipu omparoBanHi TaOaUIF MOXKHA
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TaKOX BUAUTHTH HAOIp 00’ €KTiB: TaOMUIIS, PSAIKH, CTOBMIYUKU, KIITUHU. KoXHMUIA 13 00’ €KTIB Mae
BJIACTHBOCTI Ta HaOip omeparliii. [[ns o3HalloMJICHHSI YYHIB 3 OCHOBHUMH 3 TaKMX BJIACTHBOCTEH
CJTi1 BAKOPUCTATH METOJ AOULUIBHUX 3a]1ay.

Bukopucranas TP MS Word no3Bosisie BCTaBisATH 1MtOCTparlii 13 KOJICKIII MaIOHKIB
ClipArt, a TakoXX MaJIOHKH, CTBOPEHI B OyIb-SKOMY TpadidyHOMY pelnakTopi, abo BiJCKaHOBaHI
300paxkenns. Kpim Toro BuxopuctoBytoun Word, mMoxkHa cTBOproBatH rpadidyni o0’€KkTH 3a
JI0TIOMOT010 BOYZ0OBaHOTO TpadiqHOro pelakTopa.

MauttoHKM MOXYTh OyTH TOYKOBUMH, SIKi HE MOYKHA PO3TPYNOBYBATH (HAPUKIIAI, MATIOHKA
3 posumpeHHsM BMP) a6o mamionku Tumy Mertadaiily, sKi MOXHa pO3TpyIyBaTH Ha OKpeMi
rpadiuni 00’ ektu (Mamonku B popmari WMF, mo ckmamatore kosekmito ClipArt). MamoHok
MO>KHA MTOMICTUTHU A0 OY/b-5IKOTO MICIIS B JOKYMEHTI. By 1b-sKnii MaIIOHOK BBa)XKa€THCS OKPEMUM
00’€KTOM JTOKYMEHTa, a 3HaYWTh BIH Ma€ MEBHI BJIACTUBOCTI 1 3 HUM MOKHA BUKOHYBAaTH TIEBHI
oreparii.
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