Tema: CTBOpeHHS HyMEpOBaHMX Ta MAapKOBaHHMX CHHCKiB. BcraBka 300pakeHb B
JOKYMEHT, HaJallTyBaHHS iX BiacTUBOCTe. TabmuIll B TEKCTOBHX JTIOKyMEHTaX

Meta: HaBUMTH: BUKOPUCTOBYBATHU Pi3HI BUAU CIHCKIB; BUKOHYBATH BCTABKY 300paKEHb
Ta HAJAIITOBYBATH iX BIACTUBOCTI; MPAIIOBATH 3 TAOIUIISIMH;
PO3BHBATU NPAaKTUYHI HAaBUYKK poOotu 3 IIK; BMiHHS 3aCTOCOBYBaTH OTpUMaHi
3HaHHS Ta BMiHHS B IPAKTHYHUX IUIAX;
BHUXOBYBAaTH 1H(OpMaLIHY KYJIbTYPY

Tun ypoky: koMOiHOBaHUI

Oo0aanHanHs: MynpTUMeAlHUI poekTop, [1K 3 onepariiinoro cuctemoro Windows 7 ta

penakropom MS Word 2007, mporpama asist miATPUMKH IEMOHCTpAIIiT 110

mepexi (NetOpSchool)
Crpykrypa ypoky

1.  OpranizauiiHuii MOMeHT (1xB)
2. AKTYyaJi3anisi ONOPHUX 3HAHb, BMiHb TA HABHUYOK (3xB)
3. MoTuBaniss HaBYAJbHOI JiIJILHOCTI (5xB)
4, BuB4eHHs1 HOBOT0 MaTepiairy (17xB)
5. IIpakTryHa pod0Ta MO 3aKPINJICHHIO HOBOT'0 MaTepiary (15xB)
6. AHAJI3 Ta MiICYMKH YPOKY (3xB)
7. JlomalHe 3aBIaHHA (1xB)
1. OpranizaniiHa yacTuHa
2. AKTyaJi3anis ONOPHUX 3HAHb, BMiHb TA HABHUYO0K

[TpoBoauThCS (PpOHTATHLHE ONTUTYBAHHS

— Sk 3aBaHTaxuTH TekcToBUil penakrop MS Word? (Ilyck-IIpoepamu-MS Office-MS
Word)

—  SIx Ha3uUBaeTHCH €EMEHT iHTepdeiicy 13 HabopoM KoMaH? (cmpiuka)

— Sk 3ropHyTH un po3ropHyTH cTpiuky? (Ctrl+F1)

—  SIxi € iHII enemMeHTH iHTepdeiicu s BUOopy KoMaHA? (KoHmeKCmue MeHto, MiHi-
nauenv iIHCMpyMeHmis)

— Sk oTrpuMatd JOCTyn A0 KOHTEKCTHMX KOMAHJ CTPIYKH, SKIIO II€ MOKJIUBO?
(6udinumu enremenm Ha cmMopinyi)

— Sk Buminutu GparMeHT TEKCTY? (npomscy8aHHAM MUULL)

— Sk mepernasHyTH pe3ynbTaT (OpMaTyBaHHS, OCTATOYHO HE 3aCTOCOBYIOUYM HOrO,
SKIO 11€ MOXIHMBO? (8udirumu hpaemenm i subpamu nompiory Komamoy onepayicio
3Q6UCAHHS)

— Sl BUBECTH KOHTEKCTHE MeHI0? (HamucHymu [IKM)

— Sk 30epertu 3MiHU B 1OKyMeHTI? (Datin-36epeemu sk ...)

3. MoTuBaniss HaBYaJbHOI JiIJILHOCTI
OrosomeHHs TeMU Ta METH YPOKY. AKTYyadIbHICTh HOBOT TEMH.
(duB. daiin «Prezentacia_do_urokuy)



4.

BuBueHHs1 HOBOIO MaTepiay

(ITosicHeHHs1 3IIICHIOETHCS HA OCHOBI JAeMOHCTpamiiiHOro mpukjiany. uB. ¢aiia
«Demonstrat_priklady)

I. HymepoBani Ta MapKoBaH1 CIIHUCKU

Crucok € oco0nuBUM BUIOM (opMaTyBaHHsS aO3aily. PO3pI3HSIOTH CIUCKH TpPhOX
THUIIIB: MapKOBaHHM, HyMEpPOBaHHI1 Ta OaraTopiBHEBUH.
B mapkoBaHomy cnumcKy KoXeH a03al] pO3MOYMHAETHCS CHEIiaIbHUM CHMBOJIOM-
MapKepOM.

[Ipuknan:
[Toneminox
BiBTOpok
Cepena
Yersep

I sTHMIS
Cyb6ota

AN N NN

B HymepoBaHoMy cnmcKy Ha MOYaTKy KOXKHOTO a03ally CTaBUTHCS MOro HOMEp, SIKUA

MOke OyTH 3amucaHuil yuciaoMm (apaOCbKUMH 4M PUMCHBKUMH HH(ppamu), OykBow abo
YUCIIIBHUKOM.
[Ipukmann:

1.

1. Iloneminox
2. BiBTOpOk
3. Cepena

4. YerBep

5. I sTaung
6. Cybota

7. Henminsa

l.

.
I1.
V.
V.
VI.
VII.

[Toneninok
BiBTopoxk
Cepena
UYetsep

[ aranng
Cyb6ota
Heminsg

VY GaraTtopiBHeBOMY CIUCKY a03aiy MPOHYMEPOBaHi 3a iX 1€papXivyHOIO CTPYKTYPOIO
(1t Iepexo/1y A0 1HIIOro PiBHS iepapXii moTpiOHO HaTHCKyBaTH Tab).

[Tpuknan:

[Toneninok

1.1.Tlepmmii ypok — jiTeparypa
1.2.Ipyruit ypok — anrebpa
1.3.Tperiit ypok—0Gionoris
BiBTOpok

2.1.Tlepmuit ypok — MoBa

2.2. [lpyruii ypok — reomeTpist
2.3.Tpetiit ypok—Ghi3U4HE BUXOBAHHS
Cepena

3.1.ITepmmmit ypox —

3.2.lpyruit ypok —
3.3.Tpertiit ypox —

IcHye KkisbKa ciOCO01B BUKOPUCTAHHSI CIIMCKIB.



OcHoBHHUII cmoci0 monsrac y BUOOpI MOTPIOHOTO THUIY CHHMCKY TNepen Horo
CTBOPEHHSIM: IS ITbOT'0 HEOOX1HO MOMICTUTH KypCOp Y NMOTPiOHE MiCIle JOKYMEHTY Ta Ha
BKJIaAHUIl «['0JT0BHA» BUOpATH THUII CIIKCKY Ta Moro opMaTyBaHHS (30BHINTHINA BUTJIST)
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Bydep o6MeHa & WipneT s A63ay n.
Jli1st mepexo/ly 10 HOBOT'O piBHS HEOOX1AHO HaTUCHYTH Enter.

Jlpyrum cnoco0om € 3acTocyBaHHs () OpMaTyBaHHS CIUCKOM JI0 ICHYIOUHMX a03aIliB.
JIns iboro HEOOXIHO iX BUAUIMTH Ta BHOpaTH MOTPIOHUM TN Ta GopMaTr CIHCKY (IUB.
BHIIIC)

Tperim cmocoboM € aBTOMaTUYHE CTBOPEHHS CIUCKY 3 BHKOPUCTAHHSIM
CHeIlaIbHUX YMOBHHMX CHUMBOJIB. [Ipy 1boMy B mOTpiOHOMY Miclli JOKYMEHTY BBOJSITh
crieniaJbHUN CUMBOJ 1 HATUCKYIOTh KiaBimry «IIpo0im»

JlocUTh 3pyYHUM € YeTBePTHH CIOCi0, KUl MOJAraE y BUKOPUCTAHHI BIAMOBIIHUX
KOMaH/I KOHTEKCTHOTO MEHIO.

Jlo1aTKOB1 MOXKJIMBOCTI II0OJI0 BUTJISAY CIIMCKIB Hajiae KoMaHAa « BU3HauyuT HOBUI
dopmat HoMepa(Mapkepa)».
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I1. BctaBka 300pakeHb B IOKYMEHT, HaJIAIITYyBaHHS iX BJIACTUBOCTEM

HoxymeHT Microsoft Word moxxe Mictutu pi3Hi rpadidHi 00'€KTH: MaIIOHKU 3
rpadgiuaux ¢aimiB 1 MadroHKM 3 KoJekiii kimimiB Microsoft Office, opranizamiiini 1
3BUYalHI giarpamu. Takox 10 rpadiuyHuX 00'€KTIB MOXKHA BIJHECTH HAMHUCH 1 00'€KTH
WordArt. Hapemri, 3acobamu Word MoXHa CTBOpIOBaTH HECKJIaJHI MaJtOHKHW. Jlis
BCTaBKHU B JJOKyMEHT rpaiyHuX 00'€KTIB BAKOPUCTOBYIOTh €JIEMEHTHU Ipynu «LimrocTparii»
1 gesiki eneMeHTu rpynu « TekcT» Bkiaaku Beraska.

Bcraeka PasmeTKa crpaHnLbl Cobtnem Pacceinku PeueHs

pl e SCCNgS - B

Taénawua | PucyHok Kaptunka Ourypei SmartArt Auarpamma CHimox

A_I 4] Skcnpecc-6noku | 2% CTpoka Noanney =
.;ﬂWOIdArt ¥ jzﬂ.a'ra W Bpemsa
Ha“?"“’ A Byxeuua ~ 7§ OBBekT ~
Teker

Pucynok — BcTaBka 300paxxeHHs 3 IHILOTO (haiy.

Kaprtunka — BctaBka 300paxkenHs 3 konekuii MS Office.

@irypu — BCTaBKa roTOBUX (Iryp 3 KOJIEKIIII.

SmartArt — BcraBka opraHizaliiiHux Jiiarpam

Jliarpama — BCcTaBKa Jiarpam Jjisl MpeACTaBICHHS Ta MOPIBHIHHS TaHUX
WordArt — BcTaBka IEKOPATHBHOTO TEKCTY B JOKYMEHT



I'padiuni 300pakeHHs] BCTaBJICHI B TEKCTOBUM JTOKYMEHT MalOTh BJIACTHBOCTI —
po3mip 300pakeHHsI, OOTIKaHHS TEKCTOM (B TEKCTI1, 32 TEKCTOM, Iepe]l TEKCTOM, HaBKOJIO
paMKu, TI0 KOHTYPY), KOJIip, TOBIIMHA Ta IITPHX JiHIA KOHTYPY, 3aJTUBKA MaJFOHKY, TOIIIO.

Jliist po6oTu 3 MamtoHkamu 3 rpadiunux ¢aiaiB 1 konekuii kiiniB B Microsoft Word
3aCTOCOBYIOTh KOHTEKCTHY BKJIAIKy «DopMary» rpynu BKIag0K «Po0OoTa 3 MamtOHKaMm.
[{s BKJ1aIKa aBTOMATUYHO B1JI0OpaKaeThCs MPH BUICHH] MaJIIOHKA.
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JInis BUALIEHHST MaJIFOHKA CIT1J] KJIAIHYTH 110 HbOMY MHuIIel0. O3HAKOK BUIJICHHS €
MapKepu MajloHKa.

JIist BUJaNeHHS MaliOHKa JOCTaTHbO BUJIIJIUTH HWOTO 1 HATUCKYBAaTH KJIABIIIY
Delete.

IlepeMineHHss MajlOHKA

Mantonku, ogopMiieHI B peXUMI OOTIKaHHS TEKCTOM, MOXHA IEpEeTATyBaTH
mutiero. HaBeniTh mokak4uk MUl Ha OyJlb-IKy YaCTUHY MaJIFOHKa, OKPIM MapKepiB, Tak,
mo0 Ol HbOro BigoOpa3ujacsi YOTHPHOX HampasiieHa cTpuika. HaTuckyiite Ha By
KHOIIKY MUIIl 1 NEpeTSArHIiTh MaatoHOK. 11006 ManatoHOK mepeMillaBcsi CTPOro Io
ropu3oHTaal abo MO BEpTUKAII, MiJ 4Yac HOro mnepeTsryBaHHS YTPUMYHTE HATHUCHYTIN
kiasin Shift.

3miHa po3MipiB MaJIIOHKA

3MIHUTH pO3MIp MaIIOHKAa MOXXHA YpPYy4HY IEPETIryBaHHAM MHOTro MapKepiB.
HaBeniTh mokakuuk MUIII HAa Mapkep MallOHKa Tak, 00 BiH TMEPETBOPUBCS Ha
JBOHAIpaBJeHy CTpUIKy. HaTtuckyiiTe Ha 1By KHOIIKY MUIII 1 IEPETITHITh MapKep.

OdopmiienHs MaTIlOHKA

Pamka BCTaHOBIIOETHCS OJHAKOBO JJIsl BCIX MAJIOHKIB, HE3AJIEKHO BIJl PEKUMY
oOtikanHs. Buminite mamonok. Knarmuite mo kuomii Mexa mamtonka B rpymi Crumi
MaJTIFOHKIB BKJIaJaKu Dopmar.
B ranepei, mo 3'aBuiacs, BubepiTe komip ninii. Kmamnite me pa3 mo kHomii Mexa
MaJtoHKa, BUOEpITh KoMaH1y TOBIIMHA 1 B MIJJIETIIINA rajepei BUOEpiTh TOBIIMHY JiHIi.

Buoip ¢popmu masnoHka

3MmiHa (popMu MOKE MaTH CEHC B OCHOBHOMY JJIi MAJIFOHKIB 3 rpaiuyHuX (aiiis.
Hanpuknan, nOpsSMOKYTHOMY MAaIOHKY MOXHA HaJgaTH oOBalbHy QopMy. Buaimite
MamtoHoK. Kiannite nmo kHommi ®dopma mamtonka B rpymni CTHII MaliOHKIB BKIIQJKH
®dopmart. B ranepei, mo 3'sBunacs, BUOEpiTh GopMy MaTrOHKa.

3acTrocyBaHHs e(eKTiB 0(popMIIeHHA

Edextn odopmiieHHS 3MIHIOIOTH 30BHINIHINA BHTJSN] MaTIOHKA B JOKYMEHTI.
Buainite mamonok. Knaruite nmo kaoniii Edextu ayis mantonka B rpymi 3MiHUTH BKIAIKA
®dopmar. B ranepei, mo 3'sBunacs, BUOEPITh OJHOTO 3 THUIIB €PEKTIB, a MOTIM B T1ICTIIH
rajiepei — KOHKPETHHM BapiaHT. MoXHa 3aCTOCOBYBAaTH OJHOYACHO ACKIJIbKA €(EKTIB.
Hamnpuknan, nns MantoHKa B TOKYMEHTI BUOpaHul €(eKTH CBIYCHHS 1 BIJI3€pKaJICHHS.

Bubip cTtuiiio MmajiloHka



[Ipu odopmiIeHHI MalllOHKa MOXHA CKOPHUCTAaTUCS HAasBHUMH 3aroTiBKaMH
(ctunsmu) Microsoft Word. Cain Mmatu Ha yBasi, 10 pu BUOOP1 CTUIIIO BIIMIHSIFOTHCS BCI
HaOy/0BaH1 paHille MapaMeTpy paMKd MajtoHKa, BUOpaHi ¢opmu, €peKTH 1 3aJTMBKH.
Buninite mamonok. KmamuiTe 1o KHOMIN Taynepei CTUIIB B Tpylll 3MIHUTH BKJIQIKU
dopmar. B ranepei BuOGepiTh 0J1MH 3 BapiaHTIB 0hOPMIICHHS MaJIIOHKA.

II1. Tabnu1li B TEKCTOBUX JOKyMEHTaX

Tabnumi B nokymentax Word BUKOPUCTOBYIOTh, IEPEBAXKHO, JJIsI BHOPSAKOBYBAHHS
MIPEICTABICHHS MaHUX. B TaOIMIIX MOXKHA MPOBOJWTH OOYHMCIICHHS, TaOIHIII MOKHA
3aCTOCOBYBaTH JJII CTBOPCHHsS OJaHKIB JOKyMeHTIB. TaOmuuHi maHi MOXHa
BUKOPHCTOBYBATH JJISI CTBOPEHHS miarpaMm. EneMeHTH Tabmuili MOXXYTh MICTUTH TEKCT,
rpadiuni o0'ektu, BkianeHi Tabmuii. TaOnuis ckiamaeTbCcs i3 PAAKIB Ta CTOBIIB, Ha
MEPETHHI SIKUX 3HAXOIATHCS BIAMOBIIHI KOMIPKH.

IcHye Kijmbka CrocoOiB BCTaBKM TaOJWIll B TEKCTOBUH JOKyMEHT. Bci BoHH
peainizyroTbces uepe3 komany «Tabnuus» Bkiiagku BeraBka.
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Ta6nwnuya Excel
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BunisienHss HeoOXiHOI KiJILKOCTI CTOBOIIB Ta PSIJAKIB J03BOJIsIE HAOYHO 33J1aTH
iX KUTBKICTB, ajie 0OMEKEHOI0 € MOXKIIMBICTh BUOOPY JTOJATKOBUX MapaMeTpiB.

Komanna «BcraBuTH TA0aMuI0o» € OUNBII YHIBEPCAILHOIO 1 JIO3BOJISIE 3a7aTH
KUTBKICTh €JIEMEHTIB TaOJIUIII Ta I0JaTKOBI ITapaMeTpH.

3a nonomoror koManau «HamamnwBaTn Ta0JMII0» KOPUCTYBAad Ma€ MOKJIMBICTb
CTBOPHUTH TaOJIMITIO TOBUIBHOI CTPYKTYPH.

Bukopucranas komanmn «Ekcmpec-tadamuib> 103BOJISIE IIBUAKO CTBOPUTH
TaOJIMIIIO 3 BUKOPUCTAHHAM OJJHOTO 13 ICHYIOUUX CTHJIIB O(DOPMIICHHS.

[{ikaBOIO € MOXJIMBICTh MEPETBOPUTH ICHYIOUUH TEKCT y TAOJIUIIO 32 JOMOMOTOIO
koMmaHau «IleperBoputu y Ta0UII0».

JUist 3amoBHEHHsSI TaOMWIl JaHUMHM HEOOXIAHO TOMICTUTH Kypcop y HOTpIOHY
KOMIPKY Ta BUKOHATH BBejieHHs. PoOOTa 3 TEKCTOM y KOMIpKax aHajoTidyHa 0 poOOTH 13
3BUYANHUM TEKCTOM.



5. IlpakTuyna po6oTa HA 3aKpillJIEHHsI HOBOI'0 MaTepiaay

VY4Hi1 1HAMBIAYadbHO BHUKOHYIOTH PO3JAPYKOBaHE MpAaKTHUYHE 3aBJaHHA Ha CBOIX

pOOOUYNX MICIISIX

&

3aBIaHHA VIS IPAKTUYHOT0 BUKOHAHHSA
3aBaHTaXUTH TeKcTOBUM penaktop MS Word 2007
BcraButu Tabnuiio, sika MICTUTh 5 PSJIKIB Ta 4 CTOBIIl Ta 3allOBHHUTH 11 JaHUMH
(1MB. 3pa3oK)
[Tpu 3ammoBHEHI MEPIIOTO CTOBIIIS BUKOPUCTATH HYMEPOBAaHUH CIIMCOK
[Tpu 3ammoBHEHI TPETHOTO CTOBMIISI BUKOPUCTATH MapKOBAaHUHN CITUCOK
[Ipu 3amoOBHEHI YETBEPTOTrO CTOBIIS BHKOPUCTATH BIAMOBIAHI 300pakKeHHS Ta
3a7aTH JUIsl HUX OJIHAKI pO3MIpH (BJIACTUBOCTI 300pakeHb Ta 0OPMIICHHS: CTHIIb,
KOHTYD, TiHb, (hOpMa BiATOBITHO )
30epertu 3minu y (aitmi. HasBatu ¢aiin  «Poborta 31 cnuckammu», Micle
30epexeHHs: Ha CepBEPi, Y CBOIHN mamii

3pa3ok BUKOHAHHS

Homep ITopa poky Micsui 3o00paxkeHHst
e I'pyncun
1. 3uma e CiueHb
e Jlrotuit

v' Bepesenb

2. BecHa v' KgBiteHb
v Tpasenb
I. Yepsenb

3. JliTo II. Jluneusn
1. Cepnenb

a. BepeceHnb
4., Ociub b. XKoBTeHb
C. Jlucronan




6. AHaJji3 Ta miACyMKH ypoKy
Ha npomy 3ansaTTi BU BUBUMIIM HOBI MOKJIMBOCTI TEKCTOBOTO penakTopa. JlaBaiite
MIPUTAAEMO, K1 caMme. (Bionoesidi yunis). A 3apa3 KilbKa 3allUTaHb JJI1 KOHTPOJIIO:
— Sk cTBOpUTHU HyMEPOBAHUMN CIIHCOK?
— Sk cTBOpUTH MapKOBaHUM CIIUCOK?
— SIk 3MIHUTH PiBEHb BKJIAJIEHOCTI CITUCKIB?
— 3 AKX JpKepesl MOKHA BCTaBUTH TpadiuHi 300pakeHHs?
— SIxi BmacTMBOCTI MOKHA 3a7aTH [Tl TpaiuHUX 300pakeHb?
— Slkumu coco6amMu MOKHA BCTaBUTH y TOKYMEHT TaOIHUITIO?

7. JlomalHe 3aBIaHHSI
3a migpyunukom H.B.Mopse, B.I1.Bembep, O.I' . Ky3pmincbka «lHdopmaruka. PiBeHb
crannapty. [linpyunuk mis 10-ux KmaciBy
BuBuutn: Po3aum 13.6; 13.2; 15.1
Bukonatu: Bnpasu 13.6.1; 13.6.2; 13.2.1; 15.1.1



