Jlekuis 5
Tema: OcHOBH pearyBaHHsl TEKCTOBHX JJOKYMEHTIB.

Meta: [lo3HalioMUTHCS 3 30BHIIIHIM BHJIOM BiKHa TEKCTOBOro penakropy Word.
OTpuMaTd HAaBUYKH BBEACHHS TEKCTY, MO3HAHOMHTHCS 3 010J10TEKOI0 MIPHUQTIB, HABUUTHUCA
BUJUIATH 1 pefaryBatu (parMeHTH TEKCTY, OPTaHi30BYBAaTH MOIIYK Ta 3aMiHY CIIiB, IEPEBIPKY

opdorpadii.

Jdimepamypa:
Hlagpun FO. Ochogbl komnviomepuol mexnonozuu. Yuebnoe nocobue.- M.,1996.
Edumosa O., Mouceesa M., Llagpun FO. Ilpaxmuxym no komnviomepHot mexuoaoauu.-M.:ABF,1997.
Pyoenxo B.Jl., Maxapuyx O.M., Ilamaanocoany M.O. Ipaxmuynuii kypc ingpopmamuxu.-K.: @enixe, 1997.
@ueypnos B.2. IBM PC ons noavsosamens.- M.,2003.
Microsoft Windows 95. M.OKOM. 1996 2.
Koncnexm nexyil.
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TeopernuHi BiToMocCTi.

TexcroBuii npouecop Microsoft Word

[Tig TekcTOM pO3yMitOTh OY/Ib-SIKY 1HPOPMAILiIO, 1110 300paKyeThCSI CHMBOJIaMHU
KJIaBiaTypu KoM totepa. Hampukiaa: kiacHU )KypHal, CTaTTs, IpUKa3, peKIaMHUI JTUCT.

Jst poGoTH 3 TeKCTOBOIO 1HPOpMaIi€lo e(hEeKTUBHUMH € CHelialibHI IPOrpaMu - CUCTEMH
HiATOTOBKHU TEKCTIB. {7151 poOOTH 3 TEKCTOM BUKOPHUCTOBYIOTH J1Ba KJacH MPOTrPaMHOTO
3a0e3MeyeHHs], TaK 3BaHH1 TEKCTOBI MTPOLIECOPHU Ta TEKCTOBI pelakTOpH. PI3HUIIS MK HUMHU, B
Hepury uepry, KpHeThes B 3ac00ax oopMIIEHHS TEKCTY, BBEIEHOTO JI0 KOMIT I0TEpa.

TexcToBi pe1akTOpH BUKOPUCTOBYIOTHCS JUIsl BBOJLY Ta PelaryBaHHS TEKCTY.
PenaryBanns — e npouec npaBku Tekcty. [Ipu 11boMy 30BHIIIHINA BU TEKCTY Ha €KpaHi abo Ha
apKyllli He Ma€ HiKOro 3HAYEHHS.

TekcToBi MpoECOPH BUKOPUCTOBYIOTh Y TUX BUIIAJKaX, KOJU Ma€ 3HAUEHHsI HE TUIBKU
3MICT TEKCTY, aje i Horo 30BHIlIHINA BUJ. TeKCTOBUI IPOLIECOpP 103BOJISIE KEPYBATH
o(opMIICHHAM TEKCTY NPHU HOro mojaavi Ha eKpaH abo Ha IPUCTPil APYKYyBaHHS.

QDYHKYIOHANbHI  MONCIUBOCMIT  PIZHUX CUCMEM RIO2OMOBKU MEKCMI8 BiOPI3HAIOMbCAL.
Boounouac 6invwa ix Kinvkicms mae bazamo CRilbHUX 0COOaUBOCTMEN:

BBeneHHs TeKCTy 10 KOMIT I0Tepa;

PenaryBanHs Tekcry;

[Tomyk HeoOXxiHOT iH(pOpMartii;

dopmaTyBaHHS TEKCTYy (yCTaHOBKA JIIBOI Ta MpaBoOi I'paHUIlb, MO3MIII BIACTYNY MEPIIOro
psaka ab3aily, BiICTaHb MIXK PSJIKAMH);
[lepeHeceHHs Ta KOMitoBaHHS ()parMeHTIB TEKCTY;
BupinenHs ¢pparMeHTiB TeKCTy NEBHUM LIPUPTOM;
Po36uBKa TekCTy Ha CTOPIHKY;

Po0ora 3 KiTbkOMa JOKYMEHTaMH OJHOYACHO;
JpyKyBaHHS JOKYMEHTA C 3a/1aHOI0 SIKICTIO;

0. 30epexxeHHs TEKCTY Ha MarHiTHUX JIUCKaX.
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TexcToBi mpouecopu KIacupiUpyr0Thes O Pi3HUM 03HaKaM. J[0 OCHOBHHUX 3 HUX MOKHA
BIJTHECTH:
- Kinbkicts andasiTis,
- @opMa IIpeACTABICHHS TEKCTY,
- Cnoci0 BUKOpUCTaHHS,
- IIpusHauyeHHs.



TexkcToBI ponecopu

3a
. ) - MPU3HAYECHHAM
3a KUIBKICTIO Io dhopmi 3a ciocoboMm || 3a mpu3Ha-
anaBuUTIB TEKCTY BUKOPHCTAHHS YEHHSIM 34raMBHOrO
MpU3HAYEHHS
OnHo- Mot A _ 3aranbHOrO CreriansHOro
. WHI1MH1 BTOHOMHI1
— andaBuTHI ° gpnagaquHﬂ MPU3HAYEHHS
TICI1AJIbHOT
Henmnineitni Mepexesi
L Bararo - P o
aﬂ@aBHTHi MIPpU3HAYCHHA

OnHoangaBuTHI CUCTEMI JIOMYCKAlOTh OJHOYACHY pOOOTY 3 TEKCTOM TIJIbKM Ha OJHIH
MoBi. bararoandaBuTHi cucTEMH MPAIIOIOTh OJHOYACHO HA PI3HUX MOBaXx.

B ninitinux cucmemax 6600UmbCsa MINbKU «YUCMUUY MEKCm, MoOmo meKCcm, AKUll He
0onyckae iHOeKci8, NOKA3HUKI6 CMYNeHis, MamemMamuyHux Gopmyi. B ueninitinux cucmemax
Kpim anghasimy uKopucmoeyroms Habip cneyianibHux 3Haxie. Bowu odomyckaroms 3anuc
«06a2amonoeepxosuxy» MamemamuyHux 6Upasie, CKIAOHUX MAIOHKIE.

ABTOHOMHI CUCTEMHU BUKOPUCTOBYIOThCS JJIsl pO3B’sI3yBaHHA crielU(PIuyHUX 3aa4.
MepexuBi CUCTEMH BUKOPUCTOBYIOTH opraHizauii, ¢pipmu. TekcroBa iHpopMaIllis Moxke
nepeaaBaTUcs 1o JIOKaIbHINA Mepexi, TOOTO JOCTyNHa 0araTboM KOPUCTYBayaM.

Cucmemu 3a2anbH020 NPUSHAYEHHS OPIEHMOBAHT HA WIUPOKULL Kpye KOopucmyeadis. Bonu
npocmi 6 pobomi i He nompeOyrOmMb cneyiarbHux 3HaHv. B Oinbwiocmi eunadkie cucmemu
3a2anbHO20 NPUSHAYEHHA - Y€ ABMOHOMHI CUCmeMU 3 JIHIUHOW (QOPMOI0 NPeOCmAasieHHs.
mexcmy. K cucmemam cneyianbHo2o npusHaueHHs MOXCHA 8iOHeCMU CUCTNEMU, WO OPIEHMOBAH]
Ha pobomy 3 HAYKOBUM MEKCMOM, 8UOASHUYLKUMU CUCTNEMAMU.

s 3anycky Word cain BukoHatu komauny Ilyck/Ilpoepammul/Microsoft Word, micns
YOro Ha eKpaHi 3‘SIBJISIETbCA BIKHO peiakTopa. BepxHiil psok ekpaHy — psJIoK 3arojloBKa, B
HbOMY BBeJIEHO iM’s iporpamu (Microsoft Word) Ta 3HaliloMi BaM KHOIIKU YIIPABIIiHHS BIKHOM.
Word € 6araToBikoHHMM peakTopoM. BeepenuHi BikHa peiakTopa MOXKe 1CHYBaTH KiJIbKa BIKOH
NoKyMeHTiB. KopucTyBau Moske BCTaHOBIIIOBATH PO3MIp 1 MOJI0KEHHS KO’KHOI'O BIKHA
Tpanuuiiaumu aig Windows 3acobamu. B ko)kHOMY BIKHI MOXe pefaryBaTHCs CBiil TeKCT. Y
BEPXHBOMY DPsIJIKY BiKHA IOKyMEHTa BKa3yeThcsl iM’s1 Gaitna. [1ig psakom 3aronoska
PO3MILTYEThCS JIIHINMKA, HA SIK1M PO3MIIIEHI MapKepH BIJICTYIY psAJKIB, a03alliB, MO3ULIN
TaOynsuii. B pa3i 3HUKHEHHS JHINKY 3 eKpaHy, i1 MO’KHA ITOBEPHYTH 3a JONOMOT'OI0 KOMaH/IU
Buo//linivka. OnHe 3 BIKOH € akTUBHUM. AKTHUBHE BIKHO 300pakyeThCsl Ha epeIHbOMY IuTaHi. B
IIbOMY BiKH1 3HaXOJIUTbCS TEKCTOBUHM Kypcop (MEpeXTIUBHIA BEPTUKATIBHUN IITPUX ), IKUH
BKa3ye Miclie, KyJIu MOKHa BBOJUTH CUMBOJIU. P0OOTa 3 BiIkHaMU 3/11ICHIOETHCS 32 JIOIIOMOT'OF0
MeHI0 Bikno. KoManay 11bOro MEHIO 103BOJISIOTH MIHATH PO3TAllyBaHHS BIKOH, IEPEXOIUTH Bijl
OJIHOTO BIKHA JI0 1HIIOTO (1[0 03HAYa€ MEPEXiJl Bl OHOTO IOKYMEHTA 0 1HIIIOTO).

MaHeJNb IHCTPYMEHTIB

BIKHO J0JaTKa Cmanoapmnua
W Microzoft Word S ﬂmﬁ
Pain [paeka Bua Beraeka Popmar Cepewc Tatnua QM
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T'opusonTaibHe MeHI0. PAI0K MEHIO MICTUTh ITYHKTH:

@Daiin — pobota 3 (aitiaMu TOKYMEHTIB;

Ilpaeka — penaryBaHHsi JOKYMEHTIB, ()parMeHTIB JOKYMEHTA;
Buo — ycranoBka rapaMeTpiB 30BHIIITHOTO BUTJISITY BIKHA;
Bcmaeka — BcTaBka B TEKCT PI3HOTO TUITY 00 €KTIB;

@opmam — BCTaHOBIICHHS MIPUQTIB, TapaMeTpiB ad3aIy;

Cepeuc — nepesipka opdorpadii, BcTaHOBICHHS TapaMeTpiB HacTporoBaHHs Word;

Taéauya — podoTa 3 TAOIUIISIMU Y TEKCTI;

OKno — niepexij] Bil OJHOTO BIAKPUTOTO JJOKYMEHTA JI0 1HIIOTO;

? — noBizKa.

Maneuni inctpymenTis. [1i1 psaKoM MEHIO pO3MIIIYIOTHCS 3BUUAWHO MMaHEN1 IHCTPYMEHTIB, 1€
PSAAKY KHOTIOK, ITPY HaTUCKaHHI Ha sIKI BUKOHY€eThCs neBHa Ais. [Ipu ¢ikcarii Bka3iBHUKa MHUIII
Ha KHOIIII i Heto 3’ ABJseThes 11 Ha3Ba. i BUOOpY MOTPiOHOT MaHeni CiliJi CKOPUCTATHCS
KOMaH1010 Buo/llanenu uncmpymenmos. Ilpu iboMy Ha eKpaHi 3’ IBUTHCS BIKHO J1aJIOTy, Y
CIHCKY SIKOTO MOKHa BHOpaTu HeoOxiaHi naHeni. [To 3amoBuyBanHi0 Word BUBOAUTE Ha €KpaH
naHeni iHcTpyMeHTiB Cmanoapmuas 1 Popmamuposanus (1751 CTBOPSHHS, pelaryBaHHs Ta
dopmaTyBaHHS TEKCTY HalyacTille HUX NMaHeneil 1ocTaTHho). [HI maHeni BUBOAATH Ha €KpaH
TIIbKY NI€pe]] BUKOHAHHSAM MEBHUX A1, MaHell MO)KHA MEPEMICTUTH TUIIOBUM JUISI CEpelOBUIIA
Windows cioco6om.

BikHo gianory. /{7 BUKOHaHHS ASSIKUX KOMaH/ TOTPIOHO BBOJIUTH JOMOMIXKHY 1H(POPMAIIITO.
J1s 11bOr0 BUKOPUCTOBYIOThCS BiKHA Aiajiory. BikHa ianory MicTATh psifi THIIOBUX €JIEMEHTIB,
poboTa 3 IKUMHU € TUTIOBOIO 11 cepeaopuina Windows.

Word mae MoryTHi 3acobu Juid afamnTaiii 10 BAMOT KOHKPETHOT'0 KOpHCTyBaua. 3a ix
JIOTTIOMOTOI0 MOKHA 3MIHUTH 30BHIIIHINA BUTIISL €KPaHy peIaKkTopa, MapaMeTpy peaaryBaHHs,
neperisany, 30epexeHss, ApyKyBaHHs TekcTy. Ll 3acobu peanizytoTbess KOMaH 010 MEHIO
Cepsuc/Ilapamempol. BikHO Ma€ psii BKIaJUHOK, PO3TOPHYBIIH BKJIaIMHKY, MOXHa BCTAHOBUTHU
BIJIMOBIIHI MTapamMeTpHu.

e Bxknanunka /lpasonucanue mae nniepeMuKadi As BCTAaHOBJIEHHS aBTOMaTHYHOT IEPEBIPKU
optorpadii Ta rpamMaTUKH.

e Bxiagunka Buod Mae nepeMuKkadi A 300pakeHHS MeX1 TEKCTy, Uil TOKa3y CMYT
IPOKPYTKH Ta 1H.

e Bxunanunka [lpaéka Mae mniepeMHMKaul i BCTAHOBJIGHHS PpEXHUMIB BCTaBKU abo
3aMilIeHHs IPY BBOJII CUMBOJIIB Ta iH.

e Brxuamunka Coxparenue TO3BOJISIE BCTAHOBIIOBATHA PEKUM aBTOMATHYHOTO 30€pEIKEHHS
3MIH y TEKCTOBOMY (ailsii yepe3 MPOMDKOK 4acy, SKUI BCTAaHOBJIOE KOPUCTYBauy, a TaKOXK
MOYKJIMBICTh BCTAHOBJICHHS MAPOJIIO JUIs JOCTYIy 10 (aiina.

e Bruagunka Hcnpaenenuss Mae nepeMHMKadl JJii BCTAHOBJIEHHS PI3HUX DPEXUMIB MpU
BUIIPABJICHHI TEKCTY.

Beenennsi cumBodis. [lepen BBeeHHSIM CUMBOIIB CITiJl BUOpaTH MIPUQT, HOTO po3Mip,
¢dopmat. CuMBOJIM KJIaBIaTypu BBOJASTHCS B MO3ULIIIO TEKCTOBOTO KypCOpY.
e [lepecyHyTH TEKCTOBUH Kypcop MOKHa 3a JOMNOMOTOK KIJaBilll KEpyBaHHS KypCOpPOM

& 2, NV, [Home], [End], [PgUp], [PgDn] a60 3a 1OIOMOT0I0 MU (SKIIO TEKCTY I

HE Mae, Kypcop MepeMilllyeThbCsl TUIBKU 3a JOTOMOroro Kiasiil /[Enter] ta [IIpo6in]).
e Jlns BUIYYEHHS CHMBOJIY B MO3MIIII Kypcopa ClliJl HATUCHYTHU KiaBiuty /[Del], a cumMBOILy
JiBOpYY BiJl Kypcopa — knasimy /Back Spase].

[Ipu BBeI€HHI TEKCTY Mepexi BiJl OJHOTO pAIKa 0 APYroro 3A1HCHIOEThCS
AaBTOMATHYHO. SIKIIO y KiHIII PsiJIKa HATUCHYTH [Enter], TO HACTYITHUHN PAAOK MOYHETHCS 3
ao63ary. Jlis mepexo/ly B HACTYITHHM PSAAOK 0€3 CTBOPEHHS ab3ally CJiiJl HATUCHYTH KOMOiHAIIifO
knasi /Shift+ Enter].

BepcTtka cTOpiHOK BiOyBaeThCSl aBTOMATUYHO, SIKIIO BKIIOUEHO TiepeMukad PoHosa
po3duska na cmopinku 'y BkIaaunii Oowue koManau Ilapamempsi TOpU30HTAIEHOTO MEHIO



Cepsuc. SIK TUIbKH PSIIKUA TEKCTY HE IOMIIIYIOTHCS Ha OJHIM CTOPIHII, BOHH aBTOMAaTHYHO
MepeMilyoThCs Ha HacTynHY. KopucTyBad Moke caM BBECTH PO3AUIBHUK CTOpiHOK. [limBecT
KypCop 10 psijiKa, 3 IKOTO Ma€ MOYMHATHCS HACTYIIHA CTOPiHKA 1 HATUCHYTU KOMOIHAIIIO KJIABIII
[Ctrl+ Enter] abo BuOpaTu KOMaHy TOpU30HTAILHOTO MeHIO Bemaeska/Paspuie/Hosas
cmpanuya.

Iepenecenns ciaiB. Y TEKCTOBOMY PEAAKTOP1 MOYKHA BCTAHOBUTH PEKUM aBTOMATUYHOTO
MIEPEHECEHHS CIIIB TUTLKH JUIS MaJuX OyKB a00 NSl CIIiB, SIK1 MOYMHAOTHCS SIK 3 MAJIOI, TaK 13
Benukoi OykBu. Lle poOuthces 3a qonmomororo komauau Cepsuc/Azvik/Paccmanoska nepenocos.
Jlyist py4HOTO TIepEHECEHHS CIIiB CJIiJl HATUCHYTH KoMmOiHaiio kiasim [Ctrl]+[-].

Cyx60B1 cuMBOJIH (ITpoO1T, 3aKIHYEHHS a03ally, CHMBOJI [IEPEHECEHHS CIIIB Ta 1H.), K MPaBUJIO,
Ha eKpaH He BUBOJATHCS. KopucTyBauy Moke BKIIIOUUTH BUBEICHHS LIUX CUMBOJIIB 32
JIOTTOMOT 010 KHOMKK §| Ha maneni incTpyMeHTiB Cmanoapmuas.

IepeBipka opgorpadii. [Ipamtoroun y TekctoBomy mpotiecopi Word Bu Maete 3Mory
nepeBipaTy opdorpadito BBeneHoro Tekcty. [lepes nepeBipkoro Tpeda BUZHAUUTH MOBY, SIKOIO
HAMTMCaHWH TEKCT, JAJIS IIbOTO CIil BUKOHATH KoMaHay Cepeuc/A3vik 1 BUOPATH 13 CITUCKY
noTpiOHy Ha3By MoBH. [lepeBipka opdorpadii Bukinkaetbes komannoro Cepesuc/lIpasonucanue
a0o BIAMOBIAHOIO KHOMKOIO MaHeNi IHCTpyMeHTIB Cmanoapmuas. IlepeBipseTbes BUIUICHUH
¢dparmeHT a00 TEKCT BiJI MOJIOXKEHHS Kypcopa JI0 KiHIIS. SIKI0 B TEKCTI 3yCTPIYA€ThCS BIICYTHE
B CJIOBHUKY CJIOBO, TO BOHO BUAUISETHCS 1 BIAKPUBAETHCA BIKHO Aianory [lpasonucanue
(puc.38).

B nepiomy psisiky BikHa BKa3yeThCs CIIOBO, SIKE€ HE 3HAMIEHO B CIIOBHUKY. B criucky mijg HUM
BUBOJISATHCS OJM3BKi 32 HAITMCAHHSAM CIIOBA SK BapiaHTH BUIIPABJICHb. SIKIO KOPUCTYBaY
BIIEBHEHM, 1110 CJIOBO HAIIMCAHO BIpHO, MOXHA HATUCHYTHU KHOIIKY /Iponycmums abo
IIponycmumaw 6ce njst TOTO, MO0 1€ CIIOBO MPOITYCKATIOCh 1 1aji 32 TeKCTOM. J1J1si BUKOpUCTaHHS
I[bOTO CJIOBA JaJli B TEKCT1, MOXHA 3allMcaTH HOro B CIIOBHUK KOpHCTyBaya. /i BKIIOYEHHS
CJIOBa B TaKWU CIOBHUK Tpeba BuOpatu eneMeHT Custom.dic B ciucky /Jobasume.

CJIOBO, sIK€ HAIIMCaHC 3 IIOMUJIIKaAMHU

MpaBonucanue: 'clxpayﬁcmﬁ 2| ¥

BapiaHT HeT B cnosape: /

- Cepenc — nepepipra opdorpadli, BCTAHOBIEHHA|*| OpanycTHTe

: HapamMeTyiE HAcTpokEaHEa Word,
3aM1HHA PAMETE ™ MpOMYCTHTE Bre

CJIOBa 3

AofaenTE
TOMHIT BapmanTel:

\ CEpEic JaMEHMTE

KaMH1

Cep EHC
SAMEHHTE BLE

ABTOSAMEH

I

- NapameTpel... | | OTHEHE

Puc.38

Sx11o0 B criucky OJM3bKHUX 32 HATUCAHHSM CIIiB € MPaBUJIbHE CIIOBO, TO HOTO CIi BUIITUTH 1
HATUCHYTHU KHOTIKY 3amenumsb ad0 3amenumsb 6ce s OJANBIIOTO aBTOMATUYHOTO 3MIHIOBaHHS
IIAHOTO CJIOBA.



Buninenus tekcry. BUTICHHS TEKCTY 3pYYHO IPOBOJAMTH 32 JOTIOMOTOF0 MuIiIi. J[Jist Iiboro ciif
BCTAaHOBHUTH BKa31BHUK MUIII Ha MOYATOK (hparMeHTy, HATUCHYTH Ha JIiBY KHOTIKY 1, HE
BIJIITYCKaIO4H ii, IEpEeMICTUTH BKa3iBHUK 10 KiHIA pparmenty. Komxip BuaiieHOro ¢pparMenty
1HBEepTY€EThCS. J{J1s BUIUIEHHS CJTOBA CJIiJI BCTAHOBUTH BKAa31BHUK MUIII HA HBOTO 1 3po0UTH
NOo/BiliHE HATUCKaHHA Ha JIiBY KHONKY MUIli. HaTnckaHHs J11BOT KHOIKM MHMII, KOJHM BKa3iBHUK
3HAXOAUTHCS OIS JIIBOT MEXKI PsIKa, BUMILISE PSIOK, a MOBIMHE HaTUCKaHHS — a03arl. J{ms
BUJIUJICHHS BCbOTO TEKCTY Tpeba 3BepHYTUCH 10 KOMaHu [Ipaeka/Bvioerums ece. J1nst 3HATTA
BUJIUICHHS CJI1]] BCTAHOBUTH KYPCOp MUIII B MICIIE 11032 BUIAUICHHM (ParMeHTOM 1 HATUCHYTH
JiBY KHOMKY MHUILIL.

PenaryBanns ¢pparmenty Texkcery. Orepaliii pearyBanHs MO)KHAa BUKOHYBATH TILJIbKH 3
BUIIeHUM (pparmeHTom Tekcty. K Takum omnepaisiM BiTHOCSATHCS: BUITYUCHHS, IEPEMIIICHHS,
KOIiFOBaHHs. BUKOHAHHS OCTaHHIX JIBOX OTEpalliii BAKOHYETHCS 3a JOMIOMOTor O0ydepy oOMiHy.
Buuyuenus indopmanii. [Ticis BuainieHHs pparMeHTy TeKCTy, BUOpAaTH KOMaHLy
IIpaska/Ouucmums ab0 HATUCHYTHU KJIABINTY Ha KiaBiatypi [Del].

KoniroBauus indopmauii. [Ticns BunineHHs ¢pparMeHTy TeKcTy, BUOpaTH KOMaHIy
IIpasxka/Konuposams a0 HATUCHYTH BINOBIHY KHOIIKY Ha MaHeNl 1IHCTPYMEHTIB, IPU LIbLOMY
BUUIEHUH (hparMeHT 3anucyetbes y 0ydep oOMiHy, 3 TEKCTY BiH He BuilydaeTbes. [loTim ciin
MEepEeMICTUTH Kypcop MUl y HoTpiOHe Miclie 1 Bubparu komanny /lpasxka/Bemasums abo
HATHCHYTH BIANOBIAHY KHOIIKY Ha MaHeNl IHCTPYMEHTIB, pU IboMy iHpopMaLis 3 6ydepy
0OMiHY BCTaBIJI€THCSA A0 TEKCTY. TekcT 3 Oydepy 0OMiHY MOKHA 6araTopa3oBO YUTATH.
KomitoBatu (hparMeHT TEKCTY MOKHA 33 JOMOMOT010 Muiii. CiiiJi BCTAHOBUTH BKa31BHUK MUIIT1
Ha BUAUIEHOMY (parMeHTy 1 BiIOYKCYBAaTH HOro Ha HOBE Miclle, IPU LIbOMY TpeOa HAaTUCHYTH Ha
knasimy [Ctrl].

Iepemimenns ingopmauii. [lepemimeHHs pparMeHTy TEKCTY B1I0OYyBa€ThCs aHATIOTTYHO
KOIIIOBaHHIO, ajie 3aMicTh koMauau [Ipasxa/Konuposams Tpeba Bukonatu /Ipasxka/Bupesamo.
[Ipu oMy BUALTIEHUN (PparMEHT BUITYYA€ETHCA 3 TEKCTY 1 MEPEMIILYEThCS 10 Oydepy oOMiHy.
BcraBka Tekcty 3 Oydepy 0OMiHy BUKOHYETHCS aHAJIOTIYHO MONEepeAHbo onrcanomy. [Ipu
nepeMilieHH1 pparMeHTy TEKCTY 3a IOIOMOTI0l0 MUllll He Tpeda HaTuCKyBaTu kiuasimy [Crrl].
Komanau penaryBanHs Jit0Th 1 IpH poOOTi 3 JOKYMEHTaMHM B Pi3HUX BIKHAX, 1110 T03BOJISIE
0OMIHIOBaTHCS (parMeHTaMU TEKCTY MK pi3HUMU ¢aitnamu. Yepes Oydep 0OMiHY perakTop
Word moxe oOMiHIOBaTHCh 1H(OpMAIIi€l0 3 IHIIMMU MPOrpaMaMH-J0JaTKaM1 onepaniiHoi
cuctemu Windows.

Iowryk Ta 3amina. /{7151 IBUAKOTO NONIYKY HE00X11HOT iH(opMallii BAKOPUCTOBYETbCS KOMaH/a
IIpasxa/Haumu. Ha ekpaH1 3’ BIS€THCS BIKHO J11aJI0Ty, JI€ CJIiJ1 BBECTH CJI0BO abo ¢pasy, sika
IIYKa€eThCs. J{71s1 BCTAaHOBIIEHHS MapaMeTpiB poOOTH 1aHOT KOMAaH/IU CIIiJi HATUCHYTH KHOIIKY
bonvwe. B ciucky Hanpasnenue MOXHa BKa3aTy B SIKOMY HaIlPSIMKY CJI1J] IPOBOJIUTH TOILIYK.
[Tpu HeoOX1qHOCTI MOKHA BKIIFOUUTH BIAMOBIIHI IepeMuKayi. J{s BCTAHOBIEHHS PI3HUII MiXK
MaJMMU Ta BEJTUKUMH OyKBaMU HEOOXITHO BKIIFOUUTH TIEpEMUKayd Yuumuoigamo pecucmp.
[Tepemuxkau /7liocmagni 3naxu 103BOJISIE OPTaHi3yBaTH MOLIYK 3 BUKOPUCTAHHSIM IIa0JIOHIB
(m1ab10HM 3a7aI0THCS 3a IOMTOMOTOI0 CUMBOJIIB «?» Ta «*»). KHonika @opmam no3Boisie
BCTAaHOBUTH HEOOX1JIHI ONIIIT IS MOIIYKY, a Konka Cneyuanvholil — IyKaTH Y TEKCTI CIIy>KOOBI
CHUMBOJIH.

[Ticst BCTaHOBJICHHSI BCiX MapaMeTpiB MOLIYK MOYMHAETHCS 1 TPOJOBKYETHCS MiCTsl HATHCKAHHS
KHONIKU Haiimu oanee.

3aMiHa TEeKCTY 3A1MCHIOEThCSI KOMaH0t0 [Ipaska/3amenums. Bxnanunka 3amenums nonidHa 1o
Bkl Hatimu, ane Mae 10JaTKOB1 €JIEMEHTH, HATPUKJIIA, B TIOJ1 3ameHums Ha CIiJl BBECTH
TEKCT 3aMiHM. 3aMiHa MOXKE€ 3/11HCHIOBATHCSI aBTOMATHYHO, JUISI ILOTO OTPIOHO HATHUCHYTH
KHOTIKY 3amenums 6ce. B iHIIOMY BUMAIKy U KOKHOT 3aMiHH ITporpama Oyzie mUTaTu y
KOpHCTyBada 103Bo1y. PoO0Ta mounHaeThest 3 HAaTUCKYBaHHA KHOMI Hatimu danee. Tlicns
3HAXOJPKEHHS HEOOX1THOTO TEKCTY MPOIIEC 3yMUHAETHCS. Y KOPHCTyBaya € JBa BapiaHTH
BUOOpY, HATUCKYBaHHS KHOTIKU 3ameHums TpU3BeIe A0 3aMiHU iH(opMallii, Ko He Tpeda
3aMiHYBaTH JaHHWH TEKCT, KOPUCTYBAUEBI CIII HATUCHYTH KHONIKY Hatimu danee (puc.39).
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