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NEPEOAMOBA

CTpIMKMI pO3BHTOK KOMII IOTE PHUX TEXHOJOIHA Y Me IUITHHI
3YMORBIIOE HEOOXITHICTh IMiATOTOBKA MEMMUHHMX MpaIliBHUKIB Ha
JOCTATHLO BHCOKOMY PiBHI KOMII'IOT€PHOI TPaMOTHOCTL. ¥ Me-
OUYHIN IIPAKTHUII YacTO 3aCTOCOBYIOTH Pi3HI METOIHM IOJAHH,
aHaJIi3y H 0OpoOKH MeAMYHNX JaHUX. BIKopHCcTAHHA KOMII I0TE-
pa poOUTE NOCHUTEL CKIAIHI Ta TPYAOMICTKI METOIM aHAIi3y Me-
OUYHIX TAHUX OUTBII JOCTYIHHMH Ta HAOUHIIMIL.

llpencraBieHi NpakKTHYHI poOOTH Jal0Th MOXKJIMBICTE O3HA-
HOMHTH CTYACHTIB 3 ocHOBaMH pobotm B Excel, odumcieHHAM
OCHOBHHUX CTAaTHCTHUYHHX XapaKTEPHCTHK BHIIAIKOBHX BEJIMUMH,
AHAJII30M KOPEJIAIIMHMX 3aJIEKHOCTEH, IIpeICcTABICHHAM MEIId-
HUX JAHHX 3a JOIIOMOIOI0 rpadikiB 1 JiarpaM, CTBOPEHHIM Ta 00-
poOKoio MeamuHuX 0a3 gammx. IlpakTiuni poboTH azanToBaHi
U1 CTYICHTIB-MEIHKIB.

[IpakTHKYM MICTUTE OCHOBHI TEOPETHYHI [1OJOXEHHH, I10-
psJOK BHKOHAHHS poOIT, 3aBIAHHA 1 CaMOCTIMHOI poDoTH,
SIKI MOXKHA BHKOPHCTATH 1 K JOMATIIHI 3aBIaHHS, a TAKOX ITH-
TAaHHS I CAMOKOHTPOIIO Yy (popMi TecTiB. /LI KOXKHOL 3 TeM
TEOPEeTHYHHX 3aHATH IIOJAHO OIIOPHI KOHCIIEKTH, HAa OCHOBI
SIKUX CTYIEHTH CTBOPIOIOTEL mpe3eHTarrii. CTBOpeHHS IIpe3eHTa-
i 32 OCHOBHMMH TeMaMH, fKi BHBYAIOTECA B Kypci «OCHOBH
MEONYHOI iH(OpPMATHKI», Ja€ MOM/IMBICTL IJIHOINIE 3acBOITH
Ha0yTi 3HaHHA. TecToBl 3aBIaHHS 111 KOXKHOL IPaKTHYHOL po-
DOTH cIIpsIMOBaHi Ha MEPEBIPKY SIKOCTL 3aCBOEHHS 3HAHD.



POBOTA 3 MEAVYHMU JOKYMEHTAMMU
B TEKCTOBOMY PEAAKTOPI
MICROSOFT WORD

META 3AHATTA

Habymmsa npakmu4HUX HaBUHoK 3i cmeopeHHA ma peoda-
2y8aHHA OOKyMeHmig8, CMBOpeHHs cnuckie, Hymepauyil
cmopiHokK, scmasku 06’ekmie SmartArt y 0okymeHm

TekcroBuil pegakTop — 1€ IIporpaMa, IpH3Ha4YeHa
IJ1s1 BBeIeHHS, O0OpoOKM Ta BMBEIEHHS TEKCTOBHX IOKYV-
MEHTIB.

1 3amycKy mporpaMH MOXKHA CKOPHCTATHCS KHOII-
Koo Ilyck, KOHTEKCTHUM MEHI0 a00 3allYCTUTH IIporpamy
yepe3 maHeab 3anad. [Ipm 3amycKy TEKCTOBOIro pegakTopa
3a 3aMOBYVBAHHSAM BIIKPHBA€THCSA HOBHII JOKYMEHT.
Ax110 norpiOHO CTBOPUTH HOBHUH JOKYMEHT V IIPOIeCl po-

, ()
Ooru, Tpeba KinaumHyTH 1o KHomull Micresoft Office "~ y

JIIBOMY BepXHBOMY KyTiI BikHa M obpatu KomaHnoy Cosz-
dambo.

g 30epeXeHHs OOKYMEHTA 13 THM CaMHM IMEHeM
(HA3BOIO) HATHCHITH J1iBOIO KJIABIIIIe0 MHUIIIKHA Ha KHOIIKY

A Ha IIaHe/Ji MIBHIKOIO JOCTVILY.
JIOKYMEeHT TaKOX MOXHA 30eperTH, SIKIIO HATHCHYTH

)
HA KHOIKY 9 1 BuOpatu nyHKT MeHIO Coxparumpo.
[1pu cTBOpeHH] JOKYMEHTA MOXHA KOPUCTYBATHCS PI13-
HUMM pO3MipaMH Ta THIIAMH IIPHUQTIB.
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BBe/leHHA TEKCTY

BBEAEH HA TeKCTY

[ITo6 BcTaHOBHUTH 3aJaHMII IPH(MT, MiIBeIITh MHIII-
Ky 1o BikHa Hlpu¢pm Ha Brianui liaaenas, BUOepiTh THUIL
mIpudTY, a V BIKHI pO3MIPY — PO3MIp HMIPHUQPTYV.

Times New Roman 110 - || A ﬁ'iF%
IKK‘-'_I-'*X) x* m'!'#'ﬁvl

IWpnudT I

JJ15 BCTAaBKH JeKOPaTHBHOI'O TEKCTY BHKOPHCTOBYIOTH
o0’extt WordArt. 17151 BcTaBKHMI Takoro ob’ekra B MeHIO
Bcemaeka Ha Brianul Texcrm BuOepite WordArt.

WordArt — 11e KOJIEKIIiSI TEKCTOBUX CTHJIIB, SIKi MOXKHA
BHKOPHCTOBYBATH V JOKYMeHTaX 411 opopMIeHHS TEKCTY.

YacTo BMHHMKAE HeOOXIOHICTH BIIMIHM OCTAHHIX Oii.

151 1poro Tpebda KIalHyTH MHIIKOIO [0 KHOIIII = [ ,
pO3TalIOBaHINA Ha I1aHe/ll IIBHIKOIO JOCTVILy, a00 HaTHC-
HYTH KOMOiHaIio kinaBiin Crirl+Z.

3aBpaHHA 1. Kopucmyiouyucb OCHOBHUMU HGBUYKAMU B6€-
deHHA ma hopmamyeaHHa mekcmy, cmeopime makuti mekcm 3a
3pasKom.

MeduuyHi iHhopmayitHi cucmemu
MeanyHa 1HQoOpMaIlliiHa CHCTeMa B IIMMPOKOMY PO3Y-

MIHHI — He opeanizauiuna hopma diaibHocmi 6 MeOUUUHI U
oxopoHi 300poe’a, uo 3abesnexye 30ip, 3bepieanna, aHaais i
eudauy meouHHol iHhopmauii.

Y ByY3BKOMY pPO3VMIHHI — IIe IpOorpaMHO-TeXHITHHI
KOMILIEKC L1 300py H 00pobKM MeIudHOo1 iH(popMalIii.

MeTow cTBOpeHHsI MeaIHYHOI iHopMaliiiHOI CHCTeMH €
YHopAIKYBaHHA i aBTOMaTH3Aallis poOiT 3i 300py it 0OpoOKH
Meau4HoI indopmailil B pisHEX raay3sax MeIHIIHHH Ta 0X0pO-

HH 310pOB’4.
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PoGoTa 3 MegU4yHUMI JOKYMeHTaMU B TeKcToBoMy pepakTopi Microsoft Word

CrBopeHHs cnuckKis

Cnucok — 11e IIeBHHUI NepesliK, KOXKEH eJIeMEHT SIKO-
Iro II03HAYAEThCS SKHMMOCH 3HAUYKOM abo mudporo. Ilpu
II03HAYEHH] €JIEMEHTIB CIICIia/IbHUM CHMBOJIOM (MapkKe-
POM) CIIHCOK HA3UBAIOTh MAPKOGAHUM, IIPU IO3HAYCHHI
muppaMul — HyMeposaHuMm.

151 TOro 1100 0(hOPMHUTH CIIMCOK, CIIOYATKY Tpeba Ha-
OPYKVBATH caM TeKCT, KOXKeH ejJleMeHT CIIMCKY I10JaTH 3
HOBoOro psaka. Jlami ciin BHOUIMTH IeH Iepeldik i1 Ha
BKiaanul fiaenas HaTHCHYTH KHOIIKY

W —

= + — JUIS MapKOBaHOTI'O CIIHMCKY,

P —

i— v — JUJI HYMEPOBAHOI'O CITHCKY,

B —_—

‘3=~ — 11 DaraTopiBHEBOIO CIIMCKY.
=

3aBfaHHA 2. [JonosHimbe 8sedeHUl meKcm makoro iHpopma-
uieto:

bazoei npuHyunu nobyodosu meduyHUX IHhopmayiuHUX
cucmem

o KOMILIEKCHICTP CHCTEMM: BCI IIpOIpaMH, K1 HeoOD-
XUTHI A JIKYBAJIBHO-IIPO@MLUIAKTUYHOIO 3aKJaay, CKOH-
LeHTpOBaHI B €IHHIN cucTeMi. KOXeH KOpHCTYBa4 BHO-
CHTBH TUIBKH CBOIO 1H(popMAallito, ajie Ma€e JOCTVIL 40 OVIb-
SIKMX HeoOXIIHHUX JaHHX.

o CraxpapTtm3aniisd JokyMeHTaili. KoMi'iorepHe OT-
pHMaHH$ JOKYMeHTAallll.

e JlocTynHicTe g0 1H(pOpMAIIil TA CHCTEMH.

e YHiBepCaJbHICTE PillleHb, SIKI MOXYVTb OYTH 3aCTOCO-
BaH1 SK /I IMOJIKJ/HIK, TaK 1 AJISI CTAI[lOHapiB 1 T. 1.
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Pobota 3 o6’ektamm SmartArt

Hymepauis cTopiHOK fOKyMeHTa

Jl1s1 HyMepallll CTOPIHOK JOKyMeHTa IIepelIiTh Ha
BKIAOKy Bcemaexa 1 KialuHiTe 110 KHomull Homep cmpa-
Huubl. Y MeHIO, 1110 BIIKPHETHCS, BUOepIiTh MOTPiOHE po3-
TalllyBaHHS HoMepa cTopiHKH. Ilpy HaBeleHHI IOKaX4H-
Ka (Kypcopy) MHIIIKHM Ha NOTPIOHMI BapiaHT pO3KPHETHCS
rajepes MOJKJIMBHUX BHIIB oOpM/IEHHS HOMepa CTOPIHKH.

3aBpaHHA 3. [TpoHymepylime cmopiHKU 8aL020 00KyMeHma.

Po6oTta 3 06’ekTamn SmartArt

I'padpraumii 00’ ekT SmartArt — 11e Bi3yaJji3arilsa ga-
HuX Ta uei. /11 BcTaBKU 00'ekTa B MeHIO Bemaeka 110-
TpiOHO BUOpaTH 00’ €KT SrmartArt.
Bubuparoum MakeT 115 BJIACHOIo rpa@iyHoro ob’ekra
SmartArt, 1oTpiOHO BU3HAYWUTH OCHOBHY 1110, SKV CJILI,
BHPA3HTH, 1 criociO, SKHMM 1[I0 LIek0 CJILI BTUIMTH.

Ona Bubepit
BinoOpaxkeHHs HenmoCALIOBHUX TAHUX Cmicoxk
BinobpaxkeHHs eTamiB mpotiecy abo eTamis IIpouec
32 YaCOBOIO IIKAJION
BinobpaskeHHs mocTiifiHOro mporecy " Muxn
CTBOpeHHA OpraHisaliifHol giarpaMu CrpyKkTypa
CTBOpeHHS nepeBa pillleHb CrpykTypa
InrocTpaiiii 3B’ 13KiB 3B’s130K
Biﬂoﬁpa}gemm crioco0y 00 €IHAHHS YaCTHH Matpunsa
B OHE IIljie
BinobpaxkeHHs nponopiiiiHUX BUIHOIIEHE [Mipamina
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PoGota 3 MeguyHUMI JOKYMeHTaMU B TeKcToBoMy pepakTopi Microsoft Word

3aBpaHHA 4. Bukopucmosyiouu o6’ekm SmartArt, mun ma-
kemy CeA3b, CMeopime cxemy, AKa eidobpaxae cmpykmypy me-
OUYHOI iHopmayitiHoi cucmemu.

i

Monayns | gd]aﬁopampm:r_ i Moayns «llIBuaxa
«AMOynatopis» AOTIOMOTay
Moayns Mojayns
«Peectpatypay «®DiHaHCH»
Monyinb MUII.)’:FIB
L «Crauionap» «YTpaBIiHH)
LienTpansHa -
Monyns 0a3a JaHux ApxiB METHYHUX
«CraTHcTHKaY 306pakeHsb
CrBopeHHsa Tabnuyb

J1J1s1 BIIOPSIIKYBAHHS Ta HA0OYHOIO IOJAHHS B JOKY-
MeHTaxX JaHUX PI3HHUX THUIIIB BUKOPHCTOBVIOTH TAOJIMII.
[MTo6 nmomatmm TabMHMIO OO TEKCTOBOIO [JOKYMEHTAa,
CIIOYAaTKy Tpeba BCTAHOBHTH KypCOp YV TOMY MICIIL JOKY-
MeHTa, e Ma€e po3TalyBaTHcs Tadauid. Jlasi:
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CTBOpeHHA Tabauupb

[nagHan ‘ Bcraeka | Pazmetka cipa

=3 Bcrasums Tabnuuy...

ﬁ Hapucoeate Tabnuuy

[Mpecfpasoeats B Tabanuy...

el [

% Tabnuua Excel

= 3xkcnpecc-Tabnuubl

2)x]

BctaBka Tabamupl

1) nmepengite Ha
Bcmaeska;

BKJIATKY

2) KIALHITE MHUIIKOK IO
kHom Tabauua;

3) v OpoToTHIl TAaOJMIIL, IIIO
BLIKPHETbCS, BHOEPITh 3a J0-
IIOMOIOKD MHIIIKH IMOTPIOHY
KUIBKICTh PSIIKIB 1 KOJOHOK;

4) gxkmro mnorpidbHa TabMHII
Mae OUIBIIIMII po3Mip, BHOe-
piTeb NVHKT Bemasumv mab-

Auuy:

a) BKaXiTh KUIBKICTh CTOBITUM -
KiB;

0) BKaXiTh KUIBKICTE PSIIKIB;
B) HaTUCHITE OK;

I') BCTaBTe Y JOKYMEHT TalO/1M-
mo (10x12);

5) ekcmpec-tabmmi.  Hage-
IITE KVpCOp Ha Ixcnpecc-mao-
auust. BIIKpHETBCS IIepelik
BOyIoBaHMX odgopMIeHb Ta-

0JIMLIE.
17
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