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ʋɼʂ 004.43  

ʇʣʘʥ ʋʄʀ 2012 ʛ. 

 

  

ʊʨʦʬʠʤʝʥʢʦ ɽ. ɻ. ʆʩʥʦʚʳ ʵʢʦʥʦʤʠʯʝʩʢʦʡ ʠʥʬʦʨʤʘʪʠʢʠ: ʤʝʪʦʜ. ʫʢʘʟʘʥʠʷ ʜʣ ̫

ʣʘʙ. ʠ ʧʨʘʢʪ. ʨʘʙʦʪ. / ɽ. ɻ. ʊʨʦʬʠʤʝʥʢʦ, ɼ. ɻ. ʃʘʨʠʥ, ʅ. ɺ. ʉʝʚʝʨʠʥ, ɸ. ʄ. ʂʦʚʘʣʝʥʢʦ. 

ï ʆʜʝʩʩʘ: ʆʅɸʉ ʠʤ. ɸ.ʉ. ʇʦʧʦʚʘ, 2012. ï 120 ʩ. 

 

ʈʘʩʩʤʦʪʨʝʥʳ ʦʩʥʦʚʥʳʝ ʩʨʝʜʩʪʚʘ ʩʦʟʜʘʥʠʷ, ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ 

ʵʣʝʢʪʨʦʥʥʳʭ ʜʦʢʫʤʝʥʪʦʚ, ʚʢʣʶʯʘʷ ʦʙʨʘʙʦʪʢʫ ʥʝ ʪʦʣʴʢʦ ʪʝʢʩʪʦʚʦʡ ʠʥʬʦʨʤʘʮʠʠ, ʥʦ 

ʩʦʟʜʘʥʠʝ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʘʙʣʠʮ, ʜʠʘʛʨʘʤʤ, ʤʘʪʝʤʘʪʠʯʝʩʢʠʭ ʬʦʨʤʫʣ, ʨʘʟʣʠʯʥʳʭ 

ʛʨʘʬʠʯʝʩʢʠʭ ʦʙʲʝʢʪʦʚ. ʇʦʩʦʙʠʝ ʚʢʣʶʯʘʝʪ ʚʦʩʝʤʴ ʣʘʙʦʨʘʪʦʨʥʳʭ ʨʘʙʦʪ ʜʣʷ ʠʥʪʝʥ-

ʩʠʚʥʳʭ ʟʘʥʷʪʠʡ, ʢʦʪʦʨʳʝ ʚʳʧʦʣʥʷʪʁʩʷ ʚ ʢʦʤʧʴʶʪʝʨʥʦʤ ʢʣʘʩʩʝ ʚ ʧʨʝʜʝʣʘʭ ʫʯʝʙʥʦʡ 

ʜʠʩʮʠʧʣʠʥ.r ʂʘʞʜʘʷ ʠʟ ʧʨʝʜʩʪʘʚʣʝʥʥʳʭ ʨʘʙʦʪ ʩʦʜʝʨʞʠʪ ʪʝʦʨʝʪʠʯʝʩʢʠʝ ʩʚʝʜʝʥʠʷ ʩ 

ʧʦʜʨʦʙʥʳʤ ʨʘʩʩʤʦʪʨʝʥʠʝʤ ʤʘʪʝʨʠʘʣʘ. ʉʦʛʣʘʩʥʦ ʩ ʫʯʝʙʥʳʤʠ ʧʣʘʥʘʤʠ ʚ ʧʦʩʦʙʠʠ 

ʧʨʝʜʩʪʘʚʣʝʥʳ ʠʥʜʠʚʠʜʫʘʣʴʥʳʝ ʢʦʥʪʨʦʣʴʥʳʝ ʚʦʧʨʦʩʳ ʜʣʷ ʧʦʜʛʦʪʦʚʢʠ ʢ ʧʨʘʢʪʠʯʝ-

ʩʢʠʤ ʟʘʥʷʪʠʷʤ, ʠʥʜʠʚʠʜʫʘʣʴʥʳʝ ʟʘʜʘʥʠ̫  ʜʣʷ ʚʳʧʦʣʥʝʥʠʷ ʣʘʙʦʨʘʪʦʨʥʭr ʨʘʙʦʪ. ɼʣʷ 

ʩʘʤʦʩʪʦʷʪʝʣʴʥʦʡ ʨʘʙʦʪʳ ʩʪʫʜʝʥʪʦʚ ʧʨʝʜʫʩʤʦʪʨʝʥʦ ʠʥʜʠʚʠʜʫʘʣʴʥʦʝ ʢʦʤʧʣʝʢʩʥʦʝ 

ʟʘʜʘʥʠʝ. ʇʨʝʜʣʦʞʝʥ ʢʦʤʧʣʝʢʩ ʪʝʩʪʦʚʳʭ ʚʦʧʨʦʩʦʚ ʜʣʷ ʢʦʥʪʨʦʣʷ ʫʩʚʦʝʥʥʦʛʦ ʤʘʪʝʨʠʘ-

ʣʘ. 

ʇʨʝʜʥʘʟʥʘʯʝʥʦ ʜʣʷ ʩʪʫʜʝʥʪʦʚ ʩ ʮʝʣʴʶ ʟʘʢʨʝʧʣʝʥʠ ̫ʣʝʢʮʠʦʥʥʦʛʦ ʤʘʪʝʨʠʘʣʘ ʠ 

ʧʦʜʛʦʪʦʚʢʠ ʢ ʣʘʙʦʨʘʪʦʨʥʳʤ ʠ ʧʨʘʢʪʠʯʝʩʢʠʤ ʟʘʥʷʪʠʷʤ ʧʦ ʜʠʩʮʠʧʣʠʥʘʤ ñʀʥʬʦʨʤʘ-

ʪʠʢʘò ʠ ñʕʢʦʥʦʤʠʯʝʩʢʘʷ ʠʥʬʦʨʤʘʪʠʢʘò. ɹʫʜʝʪ ʧʦʣʝʟʥʳʤ ʜʣʷ ʧʨʠʦʙʨʝʪʝʥʠ ̫ʟʥʘʥʠʡ ʠ 

ʧʨʘʢʪʠʯʝʩʢʠʭ ʥʘʚʳʢʦʚ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʪʝʢʩʪʦʚʦʛʦ ʧʨʦʮʝʩʩʦʨʘ MS Word, ʩʦʟʜʘʥʠʷ 

ʧʨʝʟʝʥʪʘʮʠʡ ʩʨʝʜʩʪʚʘʤʠ MS PowerPoint ʠ ʜʨʫʛʠʭ ʩʨʝʜʩʪʚ MS Office ʜʣʷ ʦʬʦʨʤʣʝʥʠʷ 

ʵʣʝʢʪʨʦʥʥʦʡ ʜʦʢʫʤʝʥʪʘʮʠʠ. 

 
 

            ʆɼʆɹʈɽʅʆ 

ʥʘ ʟʘʩʝʜʘʥʠʠ ʢʘʬʝʜʨʳ  

ʠʥʬʦʨʤʘʮʠʦʥʥʳʭ ʪʝʭʥʦʣʦʛʠʡ  

ʠ ʨʝʢʦʤʝʥʜʦʚʘʥʦ ʢ ʧʝʯʘʪʠ 
 

ʇʨʦʪʦʢʦʣ ˉ 7 ʦʪ 27.02.2012 ʛ. 

 

 

ʋʊɺɽʈɾɼɽʅʆ 

ʤʝʪʦʜʠʯʝʩʢʠʤ ʩʦʚʝʪʦʤ ʘʢʘʜʝʤʠʠ. 

 

ʇʨʦʪʦʢʦʣ ˉ 16 ʦʪ 23.03.2012 ʛ. 
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ȚțȐȏȓȜȖșȍȓȐ 

ɼʠʩʮʠʧʣʠʥ rñʀʥʬʦʨʤʘʪʠʢʘò ʠ ñʕʢʦʥʦʤʠʯʝʩʢʘʷ ʠʥʬʦʨʤʘʪʠʢʘò ʠʟʫʯʘʪʁʩʷ ʩʪʫ-

ʜʝʥʪʘʤʠ ʘʢʘʜʝʤʠʠ ʧʦ ʥʘʧʨʘʚʣʝʥʠʷʤ ʙʘʢʘʣʘʚʨʩʢʦʡ ʧʦʜʛʦʪʦʚʢʠ ñʕʢʦʥʦʤʠʢʘ ʧʨʝʜʧʨʠʷ-

ʪʠʷò ʠ ñʄʝʥʝʜʞʤʝʥʪò ʚ ʜʚʫʭ ʤʦʜʫʣʷʭ ʧʝʨʚʦʛʦ ʢʫʨʩʘ ʦʙʫʯʝʥʠʷ. 

ʀʟʫʯʝʥʠʝ ʵʪʠʭ ʜʠʩʮʠʧʣʠʥ ʨʘʩʩʯʠʪʘʥʦ ʥʘ ʜʚʘ ʤʦʜʫʣ:̫ 

- ʤʦʜʫʣʴ 1 ñʆʩʥʦʚ rʵʢʦʥʦʤʠʯʝʩʢʦʡ  ʠʥʬʦʨʤʘʪʠʢʠò;  

- ʤʦʜʫʣʴ 2 ñʂʦʤʧʴʶʪʝʨʥʳʡ ʘʥʘʣʠʟ ʵʢʦʥʦʤʠʯʝʩʢʦʡ ʜʝʷʪʝʣʴʥʦʩʪʠ. ɹʘʟʳ ʜʘʥʥʳʭ 

ʠ ʩʠʩʪʝʤʳ ʫʧʨʘʚʣʝʥʠʷ ʠʤʠò.  

ʇʨʦʛʨʘʤʤ  rʜʠʩʮʠʧʣʠʥ ʩʦʜʝʨʞʘʪ ʢʦʤʧʣʝʢʩʥʦʝ ʟʘʜʘʥʠʝ: ñʉʦʟʜʘʥʠʝ ʤʫʣʴʪʠʤʝ-

ʜʠʡʥʳʭ ʧʨʝʟʝʥʪʘʮʠʡ ʚ MS PowerPointò. 

ʇʝʨʚʳʡ ʤʦʜʫʣ ɹʦʙʝʠʭ ʜʠʩʮʠʧʣʠʥ ʧʨʝʜʫʩʤʘʪʨʠʚʘʝʪ ʠʟʫʯʝʥʠʝ ʧʨʠʥʮʠʧʦʚ ʧʦ-

ʩʪʨʦʝʥʠʷ ʠ ʬʫʥʢʮʠʦʥʠʨʦʚʘʥʠʷ ʚʳʯʠʩʣʠʪʝʣʴʥʳʭ ʤʘʰʠʥ, ʧʨʦʛʨʘʤʤʥʦʛʦ ʦʙʝʩʧʝʯʝʥʠ ̫

ʧʝʨʩʦʥʘʣʴʥʳʭ ʢʦʤʧʴʶʪʝʨʦʚ ʠ ʢʦʤʧʴʶʪʝʨʥʳʭ ʩʝʪʝʡ, ʘ ʪʘʢʞʝ ʵʬʬʝʢʪʠʚʥʦʝ ʧʨʠʤʝʥʝ-

ʥʠʝ ʩʦʚʨʝʤʝʥʥʳʭ ʠʥʬʦʨʤʘʮʠʦʥʥʦ-ʢʦʤʤʫʥʠʢʘʮʠʦʥʥʳʭ ʪʝʭʥʦʣʦʛʠʡ ʚ ʧʨʦʬʝʩʩʠʦ-

ʥʘʣʴʥʦʡ ʜʝʷʪʝʣʴʥʦʩʪʠ. ɹʦʣʴʰʦʝ ʚʥʠʤʘʥʠʝ ʫʜʝʣʝʥʦ ʠʟʫʯʝʥʠʶ ʦʩʥʦʚʥʳʭ ʩʨʝʜʩʪʚ 

MS Office ʜʣʷ ʨʘʙʦʪʳ ʩ ʜʦʢʫʤʝʥʪʘʤʠ ʵʢʦʥʦʤʠʯʝʩʢʦʛʦ ʩʦʜʝʨʞʘʥʠʷ, ʧʨʠʤʝʥʝʥʠ ʁʪʝʢ-

ʩʪʦʚʦʛʦ ʧʨʦʮʝʩʩʦʨʘ MS Word ʧʨʠ ʦʬʦʨʤʣʝʥʠʠ ʜʦʢʫʤʝʥʪʘʮʠʠ.   

ʎʝʣʴʶ ʠʟʫʯʘʝʤʦʛʦ ʤʦʜʫʣʷ 1 ñʆʩʥʦʚʳ ʵʢʦʥʦʤʠʯʝʩʢʦʡ  ʠʥʬʦʨʤʘʪʠʢʠò ʷʚʣʷʝʪʩʷ 

ʬʦʨʤʠʨʦʚʘʥʠʝ ʫ ʩʪʫʜʝʥʪʦʚ ʪʘʢʠʭ ʟʥʘʥʠʡ ʠ ʫʤʝʥʠʡ: 
 

ɿʥʘʥʠ̫  ʧʦ ʪʝʤʘʤ:   

- ʘʨʭʠʪʝʢʪʫʨʘ ʢʦʤʧʴʁ ʪʝʨʘ; 

- ʦʧʝʨʘʮʠʦʥʥʳʝ ʩʠʩʪʝʤʳ; 

- ʪʝʢʩʪʦʚʡr ʨʝʜʘʢʪʦʨ MS Word; 

- ʩʨʝʜʩʪʚʘ ʩʦʟʜʘʥʠʷ ʧʨʝʟʝʥʪʘʮʠʡ MS PowerPoint; 

- ʩʝʨʚʠʩʥʳʝ ʠ ʩʪʘʥʜʘʨʪʥʳʝ ʧʨʦʛʨʘʤʤ  rWindows. 
 

ʋʤʝʥʠʷ: 

- ʚʳʧʦʣʥʷʪʴ ʨʘʙʦʪʫ ʩ ʬʘʡʣʘʤʠ ʚ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʝ Windows; 

- ʩʦʟʜʘʚʘʪʴ ʠ ʬʦʨʤʘʪʠʨʦʚʘʪʴ ʪʝʢʩʪʦʚʳʝ ʜʦʢʫʤʝʥʪ r ʚ ʨʝʜʘʢʪʦʨʝ MS Word 

ʩ ʬʦʨʤʫʣʘʤʠ ʠ ʛʨʘʬʠʯʝʩʢʠʤʠ ʦʙʲʝʢʪʘʤʠ; 

- ʩʦʟʜʘʚʘʪʴ ʠ ʦʙʨʘʙʘʪʳʚʘʪʴ ʪʘʙʣʠʮr  ʚ MS Word; 

- ʩʦʟʜʘʚʘʪʴ ʧʨʝʟʝʥʪʘʮʠʠ ʚ MS PowerPoint; 

- ʠʩʧʦʣʴʟʦʚʘʪʴ ʚ ʩʚʦʝʡ ʨʘʙʦʪʝ ʧʦ ʤʝʨʝ ʥʘʜʦʙʥʦʩʪʠ ʨʘʟʣʠʯʥʳʝ ʩʝʨʚʠʩʥʳʝ ʠ 
ʩʪʘʥʜʘʨʪʥʳʝ ʧʨʦʛʨʘʤʤʳ Windows. 

 

ɺ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ ʫʯʝʙʥʳʤ ʧʣʘʥʦʤ ʩʪʨʫʢʪʫʨʘ ʤʦʜʫʣʷ 1 ʠʤʝʝʪ ʚʠʜ: 

ɺʠʜ ʟʘʥʷʪʠʡ ʂʦʣʠʯʝʩʪʚʦ ʯʘʩʦʚ 

ʃʝʢʮʠʠ 16 

ʇʨʘʢʪʠʯʝʩʢʠʝ ʟʘʥʷʪʠʷ 16 

ʃʘʙʦʨʘʪʦʨʥʳʝ ʨʘʙʦʪʳ 16 

ɺʩʝʛʦ ʘʫʜʠʪʦʨʥʦʛʦ ʚʨʝʤʝʥʠ: 48 

ʀʥʜʠʚʠʜʫʘʣʴʥʘʷ ʠ ʩʘʤʦʩʪʦʷʪʝʣʴʥʘʷ ʨʘʙʦʪʘ ʩʪʫʜʝʥʪʦʚ 60 

ɺʩʝʛʦ ʯʘʩʦʚ: 108 
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ʇʝʨʝʯʝʥʴ ʣʘʙʦʨʘʪʦʨʥʭr ʨʘʙʦʪ 
 

ʃʘʙʦʨʘʪʦʨʥʘ ̫ʨʘʙʦʪʘ ˉ 1. ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ Wʽndows: ʨʘʙʦʪʘ ʩ ʷʨʣʳʢʘ-

ʤʠ, ʬʘʡʣʘʤʠ ʠ ʧʘʧʢʘʤʠ. ʉʝʨʚʠʩʥʳʝ ʧʨʦʛʨʘʤʤʳ. 

ʃʘʙʦʨʘʪʦʨʥʘ ̫ʨʘʙʦʪʘ ˉ 2. ʉʦʟʜʘʥʠʝ, ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʜʦ-

ʢʫʤʝʥʪʦʚ ʚ ʪʝʢʩʪʦʚʦʤ ʨʝʜʘʢʪʦʨʝ Mʽcrosoft Word. 

ʃʘʙʦʨʘʪʦʨʥʘ ̫ʨʘʙʦʪʘ ˉ 3. ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʩʪʨʘʥʠʮ ʚ ʜʦʢʫʤʝʥʪʘʭ MS Word. 

ʃʘʙʦʨʘʪʦʨʥʘ ̫ʨʘʙʦʪʘ ˉ 4. ʈʘʙʦʪʘ ʩ ʪʘʙʣʠʮʘʤʠ ʚ MS Word. 

ʃʘʙʦʨʘʪʦʨʥʘ ̫ʨʘʙʦʪʘ  ̄5. ʉʦʟʜʘʥʠʝ ʜʠʘʛʨʘʤʤ ʠ ʤʘʪʝʤʘʪʠʯʝʩʢʠʭ ʬʦʨʤʫʣ ʚ Word. 

ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ ˉ 6. ʈʘʙʦʪʘ ʩ ʛʨʘʬʠʢʦʡ ʚ MS Word. 

ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ ˉ 7. ʉʦʟʜʘʥʠʝ ʛʠʧʝʨʩʩʳʣʦʢ ʠ ʩʥʦʩʦʢ ʚ ʜʦʢʫʤʝʥʪʝ. 

ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ ˉ 8. ʉʪʠʣʠ. ʉʦʟʜʘʥʠʝ ʦʛʣʘʚʣʝʥʠʷ. 

ʂʘʞʜʘ̫ ʠʟ ʧʨʝʜʣʦʞʝʥʥʳʭ ʢ ʚʳʧʦʣʥʝʥʠʶ ʣʘʙʦʨʘʪʦʨʥʭr ʨʘʙʦʪ ʠʤʝʝʪ ʧʦʜʨʦʙʥʦʝ 

ʦʧʠʩʘʥʠʝ ʧʦʨʷʜʢʘ ʚʳʧʦʣʥʝʥʠʷ ʠ ʢʦʥʪʨʦʣʴʥʳʝ ʚʦʧʨʦʩʳ ʢ ʟʘʱʠʪʝ ʨʘʙʦʪʳ. ʎʝʣʴʶ ʟʘ-

ʜʘʥʠʡ ʷʚʣʷʝʪʩʷ ʧʨʠʦʙʨʝʪʝʥʠʝ ʧʨʘʢʪʠʯʝʩʢʠʭ ʥʘʚʳʢʦʚ ʦʬʦʨʤʣʝʥʠʷ ʵʣʝʢʪʨʦʥʥʦʡ ʵʢʦ-

ʥʦʤʠʯʝʩʢʦʡ ʜʦʢʫʤʝʥʪʘʮʠʠ ʩ ʠʩʧʦʣʴʟʦʚʘʥʠʝʤ ʰʠʨʦʢʠʭ ʚʦʟʤʦʞʥʦʩʪʝʡ ʨʝʜʘʢʪʦʨʘ 

MS Word.  

ʂʘʞʜʦʝ ʣʘʙʦʨʘʪʦʨʥʦʝ ʟʘʜʘʥʠʝ ʩʦʜʝʨʞʠʪ 30 ʠʥʜʠʚʠʜʫʘʣʴʥʳʭ ʚʘʨʠʘʥʪʦʚ. ʉʪʫ-

ʜʝʥʪ ʚʳʙʠʨʘʝʪ ʩʚʦʡ ʚʘʨʠʘʥʪ ʟʘʜʘʥʠʷ ʩʦʛʣʘʩʥʦ ʝʛʦ ʥʦʤʝʨʫ ʚ ʩʧʠʩʢʝ ʛʨʫʧʧʳ.  

ʂ ʚr ʧʦʣʥʝʥʠʶ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦʪr ʜʦʧʫʩʢʘʝʪʩʷ ʩʪʫʜʝʥʪ, ʩʘʤʦʩʪʦʷʪʝʣʴʥʦ ʧʦʜ-

ʛʦʪʦʚʠʚʰʠʡ ʧʨʦʪʦʢʦʣ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦʪr ʚ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ ʠʟʣʦʞʝʥʥʳʤʠ ʥʠʞʝ 

ʪʨʝʙʦʚʘʥʠʷʤʠ. ʇʦʩʣʝ ʚr ʧʦʣʥʝʥʠʷ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦʪr ʩʪʫʜʝʥʪ ʜʦʣʞʝʥ ʩʜʝʣʘʪʴ ʩʦ-

ʦʪʚʝʪʩʪʚʫʶʱʠʝ ʚʳʚʦʜ rʠ ʚʥʝʩʪʠ ʠʭ ʚ ʧʨʦʪʦʢʦʣ. ʇʨʘʚʠʣʴʥʦʩʪʴ ʚʳʧʦʣʥʝʥʥʦʡ ʨʘʙʦʪʳ 

ʧʨʦʚʝʨʷʝʪ ʧʨʝʧʦʜʘʚʘʪʝʣʴ. 

 

ʊʨʝʙʦʚʘʥʠʷ ʢ ʦʬʦʨʤʣʝʥʠ  ʁʧʨʦʪʦʢʦʣʘ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦʪr 
 

1. ʇʨʦʪʦʢʦʣʳ ʣʘʙʦʨʘʪʦʨʥʭr ʨʘʙʦʪ ʦʬʦʨʤʣʷʁ ʪʩʷ ʚ ʦʪʜʝʣʴʥʦʡ ʪʝʪʨʘʜʠ.  

2. ɼʣʷ ʢʘʞʜʦʡ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦʪr ʥʘʜʦ ʟʘʧʠʩʘʪ ɹʝʝ ʥʦʤʝʨ ʠ ʪʝʤʫ ʧʦʣʥʦʩʪʴʶ. 

3. ʂʨʦʤʝ ʟʘʧʠʩʝʡ, ʧʨʝʜʫʩʤʦʪʨʝʥʥʳʭ ʟʘʜʘʥʠʝʤ ʢʦʥʢʨʝʪʥʦʡ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦ-

ʪ,r ʥʘʜʦ ʟʘʧʠʩʘʪʴ ʢʦʥʪʨʦʣʴʥʳʡ ʚʦʧʨʦʩ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʥʦʤʝʨʫ ɺʘʰʝʛʦ ʚʘʨʠʘʥʪʘ, 

ʠ ʨʘʟʚʝʨʥʫʪʳʡ ʦʪʚʝʪ ʥʘ ʥʝʛʦ. 

4. ɺ ʢʦʥʮʝ ʨʘʙʦʪʳ ʥʝʦʙʭʦʜʠʤʦ ʩʜʝʣʘʪʴ ʦʪʤʝʪʢʫ ñʈʘʙʦʪʫ ʚʳʧʦʣʥʠʣ:ò ʟʘʧʠʩʘʪʴ 

ʩʚʦʶ ʬʘʤʠʣʠʶ, ʧʦʩʪʘʚʠʪʴ ʧʦʜʧʠʩʴ ʠ ʜʘʪʫ ʚʳʧʦʣʥʝʥʠʷ ʨʘʙʦʪʳ. ʅʠʞʝ ʩʜʝʣʘʪʴ ʦʪʤʝʪ-

ʢʫ ñʈʘʙʦʪʫ ʧʨʦʚʝʨʠʣ:ò ʠ ʧʦʣʫʯʠʪʴ ʧʦʜʧʠʩʴ ʧʨʦʚʝʨʷʶʱʝʛʦ ʧʨʝʧʦʜʘʚʘʪʝʣʷ. 
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șȚȐțȋȡȓșȘȘȋȪ ȜȓȜȝȐȗȋ WȂNDOWS:  

țȋȌșȝȋ Ȝ ȪțȖȦȕȋȗȓ, ȟȋȔȖȋȗȓ ȓ ȚȋȚȕȋȗȓ.  

ȜȐțȍȓȜȘȦȐ ȚțșȎțȋȗȗȦ 

ɿʘʜʘʥʠʝ  

ɽʩʣʠ ʧʨʠ ʚʳʧʦʣʥʝʥʠʠ ʢʘʢʦʛʦ-ʪʦ ʠʟ ʧʫʥʢʪʦʚ ʟʘʜʘʥʠʷ ʠʣʠ ʧʨʠ ʦʪʚʝʪʝ ʥʘ ʢʦʥ-

ʪʨʦʣʴʥʳʝ ʚʦʧʨʦʩʳ ʚʦʟʥʠʢʘʶʪ ʩʣʦʞʥʦʩʪʠ, ʥʘʡʜʠʪʝ ʦʧʠʩʘʥʠʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʛʦ 

ʧʫʥʢʪʘ ʚ ʪʝʦʨʝʪʠʯʝʩʢʠʭ ʩʚʝʜʝʥʠʷʭ, ʢʦʪʦʨʳʝ ʨʘʩʧʦʣʦʞʝʥʳ ʧʦʩʣʝ ʟʘʜʘʥʠʷ ʠ ʢʦʥ-

ʪʨʦʣʴʥʳʭ ʚʦʧʨʦʩʦʚ. ɺr ʧʦʣʥʝʥʥʫʶ ʨʘʙʦʪʫ ʧʨʦʚʝʨʷʝʪ ʧʨʝʧʦʜʘʚʘʪʝʣʴ ʠ ʧʦʜʧʠʩʳʚʘʝʪ 

ɺʘʰ ʣʠʯʥʳʡ ʧʨʦʪʦʢʦʣ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦʪʳ ʩ ʦʪʚʝʪʘʤʠ ʥʘ ʢʦʥʪʨʦʣʴʥʳʝ ʚʦʧʨʦʩʳ. 

1) ʀʟʫʯʠʪʝ ʦʩʥʦʚʥʳʝ ʵʣʝʤʝʥʪ rʛʨʘʬʠʯʝʩʢʦʛʦ ʠʥʪʝʨʬʝʡʩʘ Windows: ʈʘʙʦʯʠʡ 

ʩʪʦʣ, ʇʘʥʝʣʴ ʟʘʜʘʯ ʩ ʢʥʦʧʢʦʡ ʇʫʩʢ. ʅʘʡʜʠʪʝ ʥʘ ʈʘʙʦʯʝʤ ʩʪʦʣʝ ʷʨʣʳʢ ʧʘʧʢʠ ʄʦʠ 

ʜʦʢʫʤʝʥʪʳ ʠ ʜʚʦʡʥʳʤ ʱʝʣʯʢʦʤ ʦʪʢʨʦʡʪʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʝ ʦʢʥʦ. 

2) ɺ ʧʘʧʢʝ ʄʦʠ ʜʦʢʫʤʝʥʪʳ ʦʪʢʨʦʡʪʝ ʧʘʧʢʫ 1 ʢʫʨʩ, ʘ ʚ ʥʝʡ ʧʘʧʢʫ ï 1 ʩʝʤʝʩʪʨ. 

3) ʉʦʟʜʘʡʪʝ ʚ ʦʪʢʨʳʪʦʡ ʧʘʧʢʝ 1 ʩʝʤʝʩʪʨ ʧʘʧʢʫ ʩ ʥʘʟʚʘʥʠʝʤ ʛʨʫʧʧʳ, ʥʘʧʨʠʤʝʨ 

ɽʇ-1.01 ʠʣʠ ʄʆ-1.01, ʘ ʫʞʝ ʚ ʵʪʦʡ ʧʘʧʢʝ ï ʩʦʙʩʪʚʝʥʥʫʶ ʧʘʧʢʫ ʩʦ ʩʚʦʝʡ ʬʘʤʠʣʠʝʡ, 

ʥʘʧʨʠʤʝʨ ʐʝʚʯʝʥʢʦ. ɺ ʜʘʣʴʥʝʡʰʝʤ ʠʤʝʥʥʦ ʚ ʵʪʦʡ ʧʘʧʢʝ ɺʳ ʜʦʣʞʥʳ ʩʦʭʨʘʥʷʪʴ ʩʦ-

ʟʜʘʥʥʳʝ ɺʘʤʠ ʬʘʡʣʳ ʩ ʚʳʧʦʣʥʝʥʥʳʤʠ ʟʘʜʘʥʠʷʤʠ ʚʩʝʭ ʧʦʩʣʝʜʫʶʱʠʭ ʣʘʙʦʨʘʪʦʨʥʳʭ 

ʨʘʙʦʪ. 

4) ʆʪʢʨʦʡʪʝ ʧʨʦʛʨʘʤʤʫ ʇʨʦʚʦʜʥʠʢ ʦʜʥʠʤ ʠʟ ʪʨʝʭ ʩʧʦʩʦʙʦʚ: 

- ʢʦʤʘʥʜʦʡ ʇʫʩʢ / ʇʨʦʛʨʘʤʤʳ / ʉʪʘʥʜʘʨʪʥʳʝ / ʇʨʦʚʦʜʥʠʢ; 

- ʩ ʧʦʤʦʱʴʶ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʛʦ ʷʨʣʳʢʘ (ʝʩʣʠ ʦʥ ʝʩʪʴ) ʥʘ ʈʘʙʦʯʝʤ ʩʪʦʣʝ; 

- ʱʝʣʢʥʫʚ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʥʘ ʢʥʦʧʢʝ ʇʫʩʢ, ʚʳʙʝʨʠʪʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʫʶ 

ʢʦʤʘʥʜʫ ʠʟ ʦʪʢʨʳʚʰʝʛʦʩʷ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ. 

5) ʅʘʡʜʠʪʝ ʠ ʦʪʢʨʦʡʪʝ ʩʦʟʜʘʥʥʳʝ ɺʘʤʠ ʧʘʧʢʠ, ʘ ʚ ʣʝʚʦʡ ʯʘʩʪʠ ʇʨʦʚʦʜʥʠʢʘ ʧʦ-

ʩʤʦʪʨʠʪʝ ʠʝʨʘʨʭʠʯʝʩʢʦʝ ʧʨʝʜʩʪʘʚʣʝʥʠʝ ʩʦʟʜʘʥʥʳʭ ʠ ʩʫʱʝʩʪʚʫʶʱʠʭ ʧʘʧʦʢ ʠ ʬʘʡʣʦʚ. 

6) ʉʦʟʜʘʡʪʝ ʚ ʪʝʢʩʪʦʚʦʤ ʨʝʜʘʢʪʦʨʝ ɹʣʦʢʥʦʪ ʬʘʡʣ ʩ ʠʥʬʦʨʤʘʮʠʝʡ ʦ ɺʘʩ. ʉʥʘʯʘ-

ʣʘ ʧʦ ʮʝʥʪʨʫ ʚʧʠʰʠʪʝ ʥʦʤʝʨ ʠ ʥʘʟʚʘʥʠʝ ʵʪʦʡ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦʪʳ, ʘ ʥʠʞʝ: ʬʘʤʠ-

ʣʠʁ, ʠʤʷ, ʦʪʯʝʩʪʚʦ, ʜʘʪʫ ʨʦʞʜʝʥʠʷ, ʦʙʱʠʡ ʚʩʪʫʧʠʪʝʣʴʥʳʡ ʙʘʣ ʥʝʟʘʚʠʩʠʤʦʛʦ ʪʝʩʪʠ-

ʨʦʚʘʥʠʷ, ʛʨʫʧʧʫ, ʬʘʢʫʣʴʪʝʪ ʠ ʪ.ʜ. ʉʦʭʨʘʥʠʪʝ ʵʪʦʪ ʬʘʡʣ ʚ ɺʘʰʝʡ ʣʠʯʥʦʡ ʧʘʧʢʝ 

ʩ ʠʤʝʥʝʤ ʌʘʤʠʣʠʷ_1_n.txt, ʛʜʝ n ï ʥʦʤʝʨ ɺʘʰʝʛʦ ʚʘʨʠʘʥʪʘ. ɺʳʜʝʣʠʪʝ ʩʦʜʝʨʞʠʤʦʝ 

ʩʦʟʜʘʥʥʦʛʦ ʬʘʡʣʘ (ʠʣʠ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ, ʠʣʠ ʢʦʤʘʥʜʦʡ ʇʨʘʚʢʘ / ɺʳʜʝʣʠʪʴ ʚʩʝ, ʠʣʠ 

ʢʣʘʚʠʰʘʤʠ [Ctrl] + [A] (ʣʘʪʠʥʩʢ.)) ʠ ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʢʦʧʠʨʦʚʘʥʠʷ ʦʜʥʠʤ ʠʟ ʪʨʝʭ 

ʩʧʦʩʦʙʦʚ:  

- ʢʦʤʘʥʜʦʡ ʇʨʘʚʢʘ / ʂʦʧʠʨʦʚʘʪʴ; 

- ʢʣʘʚʠʰʘʤʠ [Ctrl] + [ʉ] (ʣʘʪʠʥʩʢ.); 

- ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʡ ʢʦʤʘʥʜʦʡ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ. 

7) ʆʪʢʨʦʡʪʝ ʪʝʢʩʪʦʚʳʡ ʨʝʜʘʢʪʦʨ WordPad (ʇʫʩʢ / ʇʨʦʛʨʘʤʤʳ / ʉʪʘʥʜʘʨʪʥʳʝ) 

ʠ ʚʩʪʘʚʴʪʝ ʩʢʦʧʠʨʦʚʘʥʥʳʡ ʪʝʢʩʪ ʦʜʥʠʤ ʠʟ ʯʝʪʳʨʝʭ ʩʧʦʩʦʙʦʚ:  

- ʩ ʧʦʤʦʱʴʶ ñʛʦʨʷʯʝʡò ʢʥʦʧʢʠ    ʥʘ ʇʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

- ʢʦʤʘʥʜʦʡ ʇʨʘʚʢʘ / ɺʩʪʘʚʠʪʴ; 

- ʢʣʘʚʠʰʘʤʠ [Ctrl] + [V] (ʣʘʪʠʥʩʢ.); 

- ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʡ ʢʦʤʘʥʜʦʡ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ. 
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ʆʪʬʦʨʤʘʪʠʨʫʡʪʝ ʝʛʦ ʬʨʘʛʤʝʥʪʳ, ʠʩʧʦʣʴʟʫʷ ʨʘʟʥʳʝ ʩʪʠʣʠ, ʨʘʟʤʝʨʳ ʠ ʮʚʝʪ ʰʨʠʬʪʘ, 

ʚʳʨʘʚʥʠʚʘʥʠʝ ʪʝʢʩʪʘ. ʉʦʭʨʘʥʠʪʝ ʵʪʦʪ ʬʘʡʣ ʚ ʩʚʦʝʡ ʧʘʧʢʝ ʩ ʠʤʝʥʝʤ ʌʘʤʠʣʠʷ_1_n ʚ 

ʬʦʨʤʘʪʝ RTF. ɿʘʢʨʦʡʪʝ ʚʩʝ ʦʪʢʨʪrʳʝ ʦʢʥʘ. 

8) ʆʪʢʨʦʡʪʝ ʩʧʨʘʚʦʯʥʫʶ ʩʠʩʪʝʤʫ ʢʦʤʘʥʜʦʡ ʇʫʩʢ / ʉʧʨʘʚʢʘ ʠ ʧʦʜʜʝʨʞʢʘ (ʠʣʠ 

ʢʦʤʘʥʜʦʡ ʉʧʨʘʚʢʘ / ʎʝʥʪʨ ʩʧʨʘʚʢʠ ʠ ʧʦʜʜʝʨʞʢʠ ʚ ʦʢʥʝ ʄʦʠ ʜʦʢʫʤʝʥʪʳ).  

ɼʣʷ ʩʫʞʝʥʠʷ ʦʙʣʘʩʪʠ ʧʦʠʩʢʘ ʥʘʩʪʨʦʡʪʝ ʧʘʨʘʤʝʪʨʳ ʩʧʨʘʚʦʯʥʦʡ ʩʠʩʪʝʤʳ. ɼʣʷ 

ʵʪʦʛʦ ʚ ʦʢʥʝ ʎʝʥʪʨ ʩʧʨʘʚʢʠ ʠ ʧʦʜʜʝʨʞʢʠ ʧʦʜ ʧʦʣʝʤ ʜʣʷ ʚʚʦʜʘ ʠʩʢʦʤʦʡ ʩʪʨʦʢʠ 

ʥʘʞʤʠʪʝ ʀʟʤʝʥʠʪʴ ʧʘʨʘʤʝʪʨʳ. ɺ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʅʘʩʪʨʦʡʢʘ ʧʘʨʘʤʝʪʨʦʚ ʧʦʠʩ-

ʢʘ ʚ ʛʨʫʧʧʝ ʈʘʟʜʝʣʳ ʩʧʨʘʚʢʠ (ʠʣʠ ʇʦʣʥʦʪʝʢʩʪʦʚʳʡ ʧʦʠʩʢ) ʚʢʣʶʯʠʪʝ ʦʧʮʠʶ ʇʦʠʩʢ 

ʪʦʣʴʢʦ ʚ ʟʘʛʦʣʦʚʢʝ.  

ɺʚʝʜʠʪʝ ʚ ʧʦʣʝ ʜʣʷ ʧʦʠʩʢʘ ʩʚʦʡ ʚʘʨʠʘʥʪ ʩʣʦʚʦʩʦʯʝʪʘʥʠʷ (ʩʤ. ʪʘʙʣ. 1.1) ʠ 

ʥʘʞʤʠʪʝ [Enter]. ʑʝʣʢʥʠʪʝ ʧʦ ʣʶʙʦʤʫ ʠʟ ʨʝʟʫʣʴʪʘʪʦʚ ʧʦʠʩʢʘ (ʢʘʞʜʳʡ ʠʟ ʥʠʭ ʷʚʣʷ-

ʝʪʩʷ ʛʠʧʝʨʩʩʳʣʢʦʡ, ʢʦʪʦʨʘʷ ʧʨʠ ʥʘʞʘʪʠʠ ʦʪʢʨʳʚʘʝʪ ʦʢʥʦ ʩʦ ʩʧʨʘʚʦʯʥʦʡ ʠʥʬʦʨʤʘʮʠ-

ʝʡ ʧʦ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʡ ʪʝʤʝ). ʇʨʦʚʝʨʴʪʝ ʥʘʣʠʯʠʝ ʠʩʢʦʤʳʭ ʩʣʦʚ ʚ ʦʢʥʝ, ʠʥʘʯʝ ʦʪ-

ʢʨʦʡʪʝ ʜʨʫʛʫʶ ʩʩʳʣʢʫ. ɺʳʜʝʣʠʪʝ ʚʩʝ ʩʦʜʝʨʞʠʤʦʝ ʦʢʥʘ ʩʧʨʘʚʦʯʥʦʡ ʩʠʩʪʝʤʳ ʩ ʠʩʢʦ-

ʤʳʤʠ ʩʣʦʚʘʤʠ (ʝʩʣʠ ʩʦʜʝʨʞʠʤʦʝ ʤʝʥʴʰʝ ʧʷʪʠ ʘʙʟʘʮʝʚ, ʦʪʢʨʦʡʪʝ ʜʨʫʛʫʶ ʩʩʳʣʢʫ) ʠ 

ʩʢʦʧʠʨʫʡʪʝ ʝʛʦ.  

9) ʇʝʨʝʡʜʠʪʝ ʚ ʦʢʥʦ ʩʚʦʝʡ ʧʘʧʢʠ, ʦʪʢʨʦʡʪʝ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʠ ʚʳʧʦʣʥʠʪʝ ʢʦ-

ʤʘʥʜʫ ʉʦʟʜʘʪʴ / ʊʝʢʩʪʦʚʳʡ ʜʦʢʫʤʝʥʪ. ɿʘʜʘʡʪʝ ʠʤʷ ʜʦʢʫʤʝʥʪʘ ʉʧʨʘʚʢʘ_1_n.txt. ʆʪ-

ʢʨʦʡʪʝ ʵʪʦʪ ʬʘʡʣ ʠ ʚʩʪʘʚʴʪʝ ʚ ʥʝʛʦ ʩʢʦʧʠʨʦʚʘʥʥʳʡ ʬʨʘʛʤʝʥʪ ʠʟ ʩʧʨʘʚʦʯʥʦʡ ʩʠʩʪʝʤʳ.  

ʊʘʙʣʠʮʘ 1.1 ï ʀʥʜʠʚʠʜʫʘʣʴʥʳʝ ʚʘʨʠʘʥʪʳ ʩʣʦʚ ʠ ʩʣʦʚʦʩʦʯʝʪʘʥʠʡ ʜʣʷ ʧʦʠʩʢʘ 

ˉ  

ʚʘʨʠʘʥʪʘ 

ʉʣʦʚʦʩʦʯʝʪʘʥʠʝ 

ʜʣʷ ʧʦʠʩʢʘ 

ˉ  

ʚʘʨʠʘʥʪʘ 

ʉʣʦʚʦʩʦʯʝʪʘʥʠʝ  

ʜʣʷ ʧʦʠʩʢʘ 

1 ʉʚʝʜʝʥʠʷ ʦ DNS 16 ʋʧʨʘʚʣʝʥʠʝ ʧʨʦʠʟʚʦʜʠʪʝʣʴʥʦʩʪʴʶ 

2 ɺʥʝʰʥʝʝ ʭʨʘʥʠʣʠʱʝ 17 ʈʝʛʠʦʥʘʣʴʥʳʝ ʩʪʘʥʜʘʨʪ  r

3 ʋʩʪʘʥʦʚʢʘ TCP/IP 18 ʅʘʩʪʨʦʡʢʘ ʙʝʩʧʨʦʚʦʜʥʦʡ ʩʝʪʠ 

4 ʅʘʩʪʨʦʡʢʘ ʫʩʪʨʦʡʩʪʚ 19 ʉʚʝʜʝʥʠʷ ʦ WMI 

5 ʉʚʝʜʝʥʠʷ ʦ ʢʣʘʚʠʘʪʫʨʝ 20 ʋʩʪʘʥʦʚʢʘ ʧʨʠʥʪʝʨʦʚ 

6 ʉʞʘʪʠʝ ʜʘʥʥʳʭ 21 ɺʦʩʩʪʘʥʦʚʣʝʥʠʝ ʜʘʥʥʳʭ 

7 ʇʨʦʪʦʢʦʣ PPTP 22 ʍʨʘʥʝʥʠʝ ʧʘʨʦʣʝʡ 

8 ʉʚʝʜʝʥʠʷ ʦ ʤʳʰʠ 23 ʈʘʟʨʝʰʝʥʠʝ ʠʤʝʥ ʜʣʷ TCP/IP 

9 ʇʦʚʳʰʝʥʠʝ ʩʢʦʨʦʩʪʠ 24 ʇʠʨʘʪʩʢʦʝ ʠʩʧʦʣʴʟʦʚʘʥʠʝ 

10 ʉʚʝʜʝʥʠʷ ʦ Plug and Play 25 ʉʚʝʜʝʥʠʷ ʦ ʬʘʡʣʘʭ ʠ ʧʘʧʢʘʭ 

11 ʉʚʝʜʝʥʠʷ ʦ ʩʠʩʪʝʤʝ 26 ɺʠʨʪʫʘʣʴʥʳʝ ʩʝʪʠ 

12 ʆʙʥʦʚʣʝʥʠʝ ʢʚʦʪ 27 ʆʙʟʦʨ ʧʘʨʘʤʝʪʨʦʚ ʵʣʝʢʪʨʦʧʠʪʘʥʠʷ 

13 ʉʚʝʜʝʥʠʷ ʦ ʢʦʤʘʥʜʘʭ 28 ʋʨʦʚʝʥʴ ʙʝʟʦʧʘʩʥʦʩʪʠ 

14 ʅʘʩʪʨʦʡʢʘ ʚʳʟʦʚʘ 29 ʉʠʥʭʨʦʥʠʟʘʮʠʷ ʬʘʡʣʦʚ 

15 ʋʧʨʘʚʣʝʥʠʝ ʧʠʪʘʥʠʝʤ 30 ʉʚʦʡʩʪʚʘ ʩʠʩʪʝʤʳ  
 

10) ʉ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ ʇʨʘʚʢʘ / ʅʘʡʪʠ, ʫʙʝʜʠʪʝʩʴ, ʯʪʦ ʚ ʬʘʡʣʝ ʝʩʪʴ ʠʩʢʦʤʦʝ 

ʩʣʦʚʦʩʦʯʝʪʘʥʠʝ. ʉʦʭʨʘʥʠʪʝ ʠ ʟʘʢʨʦʡʪʝ ʬʘʡʣ.  

11) ɺ ʛʨʘʬʠʯʝʩʢʦʤ ʨʝʜʘʢʪʦʨʝ Paint ʩʦʟʜʘʡʪʝ ʨʠʩʫʥʦʢ 1 ʜʣʷ ʥʝʯʝʪʥʳʭ ʚʘʨʠʘʥʪʦʚ 

(1, 3, 5, é) ʠ ʨʠʩʫʥʦʢ 2 ï ʜʣʷ ʯʝʪʥʳʭ (2, 4, 6, é), ʠʩʧʦʣʴʟʫʷ ʜʦʩʪʫʧʥʳʝ ʩʨʝʜʩʪʚʘ ʨʝ-

ʜʘʢʪʦʨʘ: ʂʘʨʘʥʜʘʰ, ʂʠʩʪʴ, ʃʠʥʠʷ, ʃʘʩʪʠʢ, ɿʘʣʠʚʢʘ, ʅʘʜʧʠʩ,ɹ ʇʨ̫ʤʦʫʛʦʣʴʥʠʢ ʠ ʜʨ.  



ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ Wʽndows: ʨʘʙʦʪʘ ʩ ʷʨʣʳʢʘʤʠ, ʬʘʡʣʘʤʠ ʠ ʧʘʧʢʘʤʠ. ʉʝʨʚʠʩʥʳʝ ʧʨʦʛʨʘʤʤ  r  7 

ɺ ʩʚʦʝʡ ʧʘʧʢʝ ʩʦʭʨʘʥʠʪʝ ʵʪʦʪ ʨʠʩʫʥʦʢ ʩ ʠʤʝʥʝʤ ʈʠʩ_ʌʘʤʠʣʠʷ ʩʥʘʯʘʣʘ ʚ ʬʦʨʤʘ-

ʪʝ BMP, ʘ ʟʘʪʝʤ ʢʦʤʘʥʜʦʡ ʉʦʭʨʘʥʠʪʴ ʢʘʢ ʚ ʬʦʨʤʘʪʝ JPG (ʬʘʡʣʳ ʈʠʩ_ʌʘʤʠʣʠʷ.bmp 

ʠ ʈʠʩ_ʌʘʤʠʣʠʷ.jpg). ʉʨʘʚʥʠʪʝ ʨʘʟʤʝʨʳ ʧʦʣʫʯʝʥʥʳʭ ʬʘʡʣʦʚ ʦʙʦʠʭ ʬʦʨʤʘʪʦʚ. ɿʘʧʠ-

ʰʠʪʝ ʚ ʧʨʦʪʦʢʦʣ ʟʥʘʯʝʥʠʷ ʨʘʟʤʝʨʦʚ ʦʙʦʠʭ ʬʘʡʣʦʚ. 

 

 

ʈʠʩʫʥʦʢ 2 ï ʇʨʦʚʝʜʝʥʠʝ ʧʣʘʪʝʞʝʡ ʵʣʝʢʪʨʦʥʥʳʭ ʯʝʢʦʚ 

 

12) ɿʘʧʫʩʪʠʪʝ ʧʨʦʛʨʘʤʤʫ ʂʘʣʴʢʫʣʷʪʦʨ ʢʦʤʘʥʜʦʡ ʇʫʩʢ / ʇʨʦʛʨʘʤʤʳ / ʉʪʘʥ-

ʜʘʨʪʥʳʝ / ʂʘʣʴʢʫʣʷʪʦʨ. ʆʟʥʘʢʦʤʪɹʝʩɹ ʩ ʧʦʤʦʱʴʶ ʤʝʥʶ ɺʠʜ ʩ ʜʚʫʤʷ ʨʝʞʠʤʘʤʠ ʨʘ-

ʙʦʪʳ ʵʪʦʡ ʧʨʦʛʨʘʤʤʳ: ʇʨʦʩʪʦʡ ʠ ʀʥʞʝʥʝʨʥʳʡ. ʇʨʦʠʟʚʝʜʠʪʝ ʩʣʝʜʫʶʱʠʝ ʨʘʩʯʝʪʳ ʠ 

ʟʘʧʠʰʠʪʝ ʨʝʟʫʣʴʪʘʪʳ ʨʘʩʯʝʪʦʚ ʚ ʧʨʦʪʦʢʦʣ: 

- ʚr ʯʠʩʣʠʪʝ ʟʥʘʯʝʥʠʝ cos(p) ʩʥʘʯʘʣʘ ʚ ʛʨʘʜʫʩʘʭ, ʘ ʟʘʪʝʤ ʚ ʨʘʜʠʘʥʘʭ, ʫʩʪʘʥʦʚʠʚ 

ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʨʝʞʠʤ ʩ ʧʦʤʦʱʴʶ ʤʝʥʶ ɺʠʜ. ɿʥʘʯʝʥʠʝ p ʟʘʜʘʡʪʝ ʩ ʧʦʤʦʱʴʶ 

ʢʥʦʧʢʠ ;  

- ʚʳʯʠʩʣʠʪʝ ʬʘʢʪʦʨʠʘʣʳ ʯʠʩʝʣ 1, 2, 3, 4, 5, 6 ʠ 10 ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ; 

- ʩ ʧʦʤʦʱʴʶ  ʧʝʨʝʚʝʜʠʪʝ ʯʠʩʣʘ 12, 160 ʠ 250 ʚ ʜʚʦ-

ʠʯʥʫʶ, ʚʦʩʴʤʝʨʠʯʥʫʶ, ʰʝʩʪʥʘʜʮʘʪʝʨʠʯʥʫʶ ʩʠʩʪʝʤʳ ʩʯʠʩʣʝʥʠʷ.  

ɸʅɸʃʀɿ ʉʀʊʋɸʎʀʀ 

ʀɼɽʅʊʀʌʀʂɸʎʀʗ 

ʇʈʆɹʃɽʄʓ 

ʆʇʈɽɼɽʃɽʅʀɽ  

ʂʈʀʊɽʈʀɽɺ ɺʓɹʆʈɸ 

ʈɸɿʈɸɹʆʊʂɸ  

ɸʃʔʊɽʈʅɸʊʀɺ 

ɺʓɹʆʈ ʅɸʀʃʋʏʐɽʁ 

ɸʃʔʊɽʈʅɸʊʀɺʓ 

ʂʆʅʊʈʆʃʔ,  

ʆʎɽʅʂɸ 

ʋʇʈɸɺʃɽʅʀɽ  

ʈɽɸʃʀɿɸʎʀɽʁ 

ʉʆɻʃɸʉʆɺɸʅʀɽ 

ʈɽʐɽʅʀʁ 

ʈʠʩʫʥʦʢ 1 ï ʇʨʦʮʝʩʩ ʧʨʠʥʷʪʠʷ ʫʧʨʘʚʣʝʥʯʝʩʢʦʛʦ ʨʝʰʝʥʠʷ ʤʝʥʝʜʞʝʨʘ 
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13) ɿʘʘʨʭʠʚʠʨʫʡʪʝ ʚʩʝ ʩʦʟʜʘʥʥʳʝ ʬʘʡʣʳ ʘʨʭʠʚʘʪʦʨʦʤ WinRAR ʩʥʘʯʘʣʘ ʚ ʘʨʭʠʚ 

ZIP, ʘ ʟʘʪʝʤ ʚ RAR. ʉʦʟʜʘʥʥʳʝ ʘʨʭʠʚʳ ʨʘʟʤʝʩʪʠʪʝ ʚ ʩʚʦʠʭ ʧʘʧʢʘʭ. ʉʨʘʚʥʠʪʝ ʨʘʟʤʝ-

ʨʳ ʵʪʠʭ ʘʨʭʠʚʦʚ ʠ ʠʩʭʦʜʥʳʭ ʬʘʡʣʦʚ ʠ ʚʥʝʩʠʪʝ ʚ ʧʨʦʪʦʢʦʣ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦʪʳ ʠʥ-

ʬʦʨʤʘʮʠʶ ʦ ʪʦʤ, ʥʘʩʢʦʣʴʢʦ ʫʤʝʥʴʰʠʣʠʩʴ ʨʘʟʤʝʨʳ ʜʣʷ ʦʙʦʠʭ ʪʠʧʦʚ ʘʨʭʠʚʦʚ.  

14) ʀʟʤʝʥʠʪʝ ʟʥʘʯʦʢ ʧʘʧʢʠ ʩʦ ʩʚʦʝʡ ʬʘʤʠʣʠʝʡ, ʚʦʩʧʦʣʴʟʦʚʘʚʰʠʩʴ ʢʦʤʘʥʜʦʡ 

ʉʚʦʡʩʪʚʘ, ʚʙrʨʘʚ ʝʝ ʚ ʤʝʥʶ ʌʘʡʣ ʠʣʠ ʚ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ. ʅʘ ʟʘʢʣʘʜʢʝ ʅʘʩʪʨʦʡʢʘ 

ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʉʤʝʥʠʪʴ ʟʥʘʯʦʢ ʠ ʚʳʙʝʨʠʪʝ ʟʥʘʯʦʢ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʩʚʦʝʤʫ ʚʘ-

ʨʠʘʥʪʫ ʚ ʪʘʙʣʠʮʝ 1.2. ʇʦʩʣʝ ʵʪʦʛʦ ʥʘʞʤʠʪʝ ʢʥʦʧʢʠ ʆʂ ʠ ʇʨʠʤʝʥʠʪʴ. 

ʊʘʙʣʠʮʘ 1.2 ï ʀʥʜʠʚʠʜʫʘʣʴʥʳʝ ʚʘʨʠʘʥʪʳ ʟʥʘʯʢʦʚ ʜʣʷ ʷʨʣʳʢʦʚ 

ˉ ʚʘʨʠʘʥʪʘ 1 2 3 4 5 6 7 8 9 10 

ɿʥʘʯʦʢ ʜʣʷ ʷʨʣʢrʘ 
          

ˉ ʚʘʨʠʘʥʪʘ 11 12 13 14 15 16 17 18 19 20 

ɿʥʘʯʦʢ ʜʣʷ ʷʨʣʢrʘ 
          

ˉ ʚʘʨʠʘʥʪʘ 21 22 23 24 25 26 27 28 29 30 

ɿʥʘʯʦʢ ʜʣʷ ʷʨʣʢrʘ 
          

 

15) ʇʦ ʫʢʘʟʘʥʠʶ ʧʨʝʧʦʜʘʚʘʪʝʣʷ ʟʘʧʫʩʪʠʪʝ ʘʥʪʠʚʠʨʫʩʥʫʶ ʧʨʦʛʨʘʤʤʫ ʠ ʚʳʧʦʣ-

ʥʠʪʝ ʧʨʦʚʝʨʢʫ ʩʚʦʝʡ ʧʘʧʢʠ (ʥʘʧʨʠʤʝʨ ɽʇ-1.01). 

16) ʋʩʪʥʦ ʧʨʦʨʘʙʦʪʘʡʪʝ ʦʪʚʝʪʳ ʥʘ ʚʩʝ ʢʦʥʪʨʦʣʴʥʳʝ ʚʦʧʨʦʩʳ, ʠʩʧʦʣʴʟʫʷ ʜʣʷ 

ʵʪʦʛʦ ʪʝʦʨʝʪʠʯʝʩʢʠʝ ʩʚʝʜʝʥʠʷ, ʨʘʩʧʦʣʦʞʝʥʥʳʝ ʚ ʵʪʦʡ ʨʘʙʦʪʝ ʧʦʩʣʝ ʧʝʨʝʯʥʷ ʢʦʥ-

ʪʨʦʣʴʥʳʭ ʚʦʧʨʦʩʦʚ, ʠʣʠ ʜʨʫʛʠʝ ʩʧʨʘʚʦʯʥʳʝ ʤʘʪʝʨʠʘʣʳ. ʇʨʝʧʦʜʘʚʘʪʝʣʴ ʧʨʦʚʝʨʠʪ 

ʟʥʘʥʠʝ ʦʪʚʝʪʦʚ ʧʨʠ ʦʮʝʥʠʚʘʥʠʠ ʚʳʧʦʣʥʝʥʥʦʡ ʨʘʙʦʪr. 

17) ɿʘʧʠʰʠʪʝ ʚ ʩʚʦʡ ʧʨʦʪʦʢʦʣ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦʪʳ ʦʪʚʝʪ ʥʘ ʢʦʥʪʨʦʣʴʥʡr ʚʦ-

ʧʨʦʩ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʥʦʤʝʨʫ ɺʘʰʝʛʦ ʚʘʨʠʘʥʪʘ, ʠ ʧʨʝʜʦʩʪʘʚʴʪʝ ʚʳʧʦʣʥʝʥʥʫʶ ʨʘ-

ʙʦʪʫ ʥʘ ʧʨʦʚʝʨʢʫ ʧʨʝʧʦʜʘʚʘʪʝʣʶ. 

ʉʦʟʜʘʥʥʳʝ ʚ ʵʪʦʡ ʨʘʙʦʪʝ ʜʦʢʫʤʝʥʪʳ ʙʫʜʫʪ ʥʝʦʜʥʦʢʨʘʪʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴʩʷ ʚ ʩʣʝ-

ʜʫʶʱʠʭ ʨʘʙʦʪʘʭ. 



ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ Wʽndows: ʨʘʙʦʪʘ ʩ ʷʨʣʳʢʘʤʠ, ʬʘʡʣʘʤʠ ʠ ʧʘʧʢʘʤʠ. ʉʝʨʚʠʩʥʳʝ ʧʨʦʛʨʘʤʤ  r  9 

ʂʦʥʪʨʦʣʴʥʳʝ ʚʦʧʨʦʩʳ 

1) ʏʪʦ ʧʦʥʠʤʘʶʪ ʧʦʜ ʪʝʨʤʠʥʦʤ software? 

2) ɼʘʡʪʝ ʦʧʨʝʜʝʣʝʥʠʝ ʪʝʨʤʠʥʘ ʠʥʪʝʨʬʝʡʩ? 

3) ʅʘʟʦʚʠʪʝ ʥʘʟʥʘʯʝʥʠʝ ʧʨʦʛʨʘʤʤʥʦʛʦ ʦʙʝʩʧʝʯʝʥʠʷ ʠ ʝʛʦ ʩʦʩʪʘʚʣʷʁ ʱʠʝ. 

4) ɺ ʯʝʤ ʩʦʩʪʦʠʪ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʧʨʠʢʣʘʜʥʦʛʦ ʧʨʦʛʨʘʤʤʥʦʛʦ ʦʙʝʩʧʝʯʝʥʠʷ? ʇʨʠʚʝ-

ʜʠʪʝ ʧʨʠʤʝʨʳ ʧʨʦʛʨʘʤʤ ʵʪʦʡ ʢʘʪʝʛʦʨʠʠ. 

5) ʂʘʢʠʝ ʬʫʥʢʮʠʠ ʧʨʠʟʚʘʥʘ ʚʳʧʦʣʥʷʪʴ ʦʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ? 

6) ʇʝʨʝʯʠʩʣʠʪʝ ʦʩʥʦʚʥʳʝ ʵʣʝʤʝʥʪʳ ʛʨʘʬʠʯʝʩʢʦʛʦ ʠʥʪʝʨʬʝʡʩʘ Windows. 

7) ʅʘʟʦʚʠʪʝ ʚʩʝ ʪʠʧʳ ʤʝʥʶ ʚ Windows. 

8) ɺ ʯʝʤ ʟʘʢʣʶʯʘʝʪʩʷ ʠʜʝʷ ʪʝʭʥʦʣʦʛʠʠ Drag and Drop? 

9) ʅʘʟʦʚʠʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʧʨʦʛʨʘʤʤ rʇʨʦʚʦʜʥʠʢ ʠ ʦʢʥʘ ʄʦʡ ʢʦʤʧʴʁ ʪʝʨ. 

10) ʏʪʦ ʪʘʢʦʝ ʬʘʡʣ?  

11) ʀʟ ʢʘʢʠʭ ʩʦʩʪʘʚʣʷʶʱʠʭ ʩʦʩʪʦʠʪ ʠʤʷ ʬʘʡʣʘ? ʂʘʢʠʝ ʝʩʪʴ ʦʛʨʘʥʠʯʝʥʠʷ ʥʘ ʠʤʝʥʘ 

ʬʘʡʣʦʚ? ʇʨʠʚʝʜʠʪʝ ʧʨʠʤʝʨʳ ʧʨʘʚʠʣʴʥʳʭ ʠ ʥʝʜʦʧʫʩʪʠʤʳʭ ʠʤʝʥ ʬʘʡʣʦʚ. 

12) ʅʘʟʦʚʠʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʨʘʩʰʠʨʝʥʠʷ ʬʘʡʣʘ? ʂʘʢʠʝ ʪʠʧʳ ʬʘʡʣʦʚ ɺʳ ʟʥʘʝʪʝ? 
ʄʦʞʥʦ ʣʠ ʦʪʢʨʳʪʴ ʬʘʡʣ ʩ ʨʘʩʰʠʨʝʥʠʝʤ txt ʚ ʨʝʜʘʢʪʦʨʝ MS Word? ɸ ʚ ʨʝʜʘʢʪʦʨʝ 

Paint? 

13) ʂʘʢʠʤ ʦʙʨʘʟʦʤ ʤʦʞʥʦ ʠʟʤʝʥʠʪʴ ʠʤʷ ʬʘʡʣʘ? ʇʨʠʚʝʜʠʪʝ ʥʝʩʢʦʣʴʢʦ ʩʧʦʩʦʙʦʚ. 

14) ʏʝʤ ʬʘʡʣ ʦʪʣʠʯʘʝʪʩʷ ʦʪ ʧʘʧʢʠ (ʢʘʪʘʣʦʛʘ)? ʄʦʞʥʦ ʣʠ ʩʦʟʜʘʪʴ ʧʘʧʢʫ ʚ ʩʝʨʝʜʠʥʝ 

ʜʨʫʛʦʡ ʧʘʧʢʠ? ʄʦʞʥʦ ʣʠ ʩʦʟʜʘʪʴ ʬʘʡʣ ʚ ʩʝʨʝʜʠʥʝ ʜʨʫʛʦʛʦ ʬʘʡʣʘ ʠ ʧʦʯʝʤʫ? 

15) ʂʘʢʦʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʠʤʝʶʪ ʬʘʡʣʳ-ʷʨʣʳʢʠ? ʏʝʤ ʦʪʣʠʯʘʝʪʩʷ ʷʨʣʳʢ ʦʪ ʟʥʘʯʢʘ 

ʧʘʧʢʠ? 

16) ʅʘʟʦʚʠʪʝ ʩʣʫʞʝʙʥʳʝ ʧʨʦʛʨʘʤʤʳ, ʢʦʪʦʨʳʝ ɺʳ ʟʥʘʝʪʝ, ʠ ʢʘʢʦʚʦ ʠʭ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ? 

17) ʏʪʦ ʪʘʢʦʝ ʫʪʠʣʠʪʘ? ʅʘʟʦʚʠʪʝ ʠʟʚʝʩʪʥʳʝ ɺʘʤ ʫʪʠʣʠʪʳ. 

18) ʏʪʦ ʪʘʢʦʝ ʜʨʘʡʚʝʨ? ʏʝʤ ʦʪʣʠʯʘʝʪʩʷ ʜʨʘʡʚʝʨ ʦʪ ʫʪʠʣʠʪʳ? 

19) ʅʘʟʦʚʠʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʩʣʫʞʝʙʥʦʡ ʧʨʦʛʨʘʤʤʳ ɼʝʬʨʘʛʤʝʥʪʘʮʠʷ ʜʠʩʢʘ. ʆʧʠ-

ʰʠʪʝ ʭʦʪʷ ʙʳ ʦʜʠʥ ʠʟʚʝʩʪʥʳʡ ɺʘʤ ʩʧʦʩʦʙ ʟʘʧʫʩʢʘ ʵʪʦʡ ʫʪʠʣʠʪʳ. 

20) ʅʘʟʦʚʠʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʩʣʫʞʝʙʥʦʡ ʧʨʦʛʨʘʤʤʳ ʆʯʠʩʪʢʘ ʜʠʩʢʘ.  

21) ʅʘʟʦʚʠʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʩʣʫʞʝʙʥʦʡ ʧʨʦʛʨʘʤʤʳ ʇʨʦʚʝʨʢʘ ʜʠʩʢʘ. ʂʘʢ ʟʘʧʫʩʪʠʪʴ 

ʵʪʫ ʫʪʠʣʠʪʫ? 

22) ʆʭʘʨʘʢʪʝʨʠʟʫʡʪʝ ʠʟʚʝʩʪʥʳʝ ɺʘʤ ʪʠʧʳ ʘʨʭʠʚʦʚ ʠ ʘʨʭʠʚʘʪʦʨʦʚ. 

23) ʅʘʟʦʚʠʪʝ ʠʟʚʝʩʪʥʳʝ ɺʘʤ ʘʥʪʠʚʠʨʫʩʥʳʝ ʧʨʦʛʨʘʤʤʳ. 

24) ʇʝʨʝʯʠʩʣʠʪʝ ʬʫʥʢʮʠʠ ʘʥʪʠʚʠʨʫʩʥʳʭ ʧʨʦʛʨʘʤʤ. 

25) ʅʘʟʦʚʠʪʝ ʚʦʟʤʦʞʥʳʝ ʧʨʠʟʥʘʢʠ ʟʘʨʘʞʝʥʠʷ ʢʦʤʧʴʶʪʝʨʘ ʚʠʨʫʩʦʤ. 

26) ʂʘʢʠʝ ʧʨʦʬʠʣʘʢʪʠʯʝʩʢʠʝ ʧʨʘʚʠʣʘ ʥʝʦʙʭʦʜʠʤʦ ʩʦʙʣʶʜʘʪʴ ʜʣʷ ʧʨʝʜʦʪʚʨʘʱʝʥʠʷ 

ʟʘʨʘʞʝʥʠʷ ʢʦʤʧʴʶʪʝʨʘ ʚʠʨʫʩʘʤʠ? 

27) ʆʧʠʰʠʪʝ ʩʧʦʩʦʙ ʦʧʨʝʜʝʣʝʥʠʷ ʩʚʦʙʦʜʥʦʛʦ ʧʨʦʩʪʨʘʥʩʪʚʘ ʥʘ ʜʠʩʢʝ. 

28) ʅʘʟʦʚʠʪʝ ʩʧʦʩʦʙʳ ʩʦʟʜʘʥʠʷ ʪʝʢʩʪʦʚʦʛʦ ʬʘʡʣʘ. ʂʘʢ ʩʦʭʨʘʥʠʪʴ ʥʘʙʨʘʥʥʳʡ ʪʝʢʩʪ 
ʚ ʬʘʡʣʝ? 

29) ʋʢʘʞʠʪʝ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʦʩʪʫʧʘ ʢ ʩʪʘʥʜʘʨʪʥʳʤ ʩʣʫʞʝʙʥʳʤ ʧʨʦʛʨʘʤʤʘʤ 

Windows. ʆʭʘʨʘʢʪʝʨʠʟʫʡʪʝ ʠʟʚʝʩʪʥʳʝ ɺʘʤ ʩʣʫʞʝʙʥʳʝ ʧʨʦʛʨʘʤʤʳ. 

30) ʋʢʘʞʠʪʝ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʦʩʪʫʧʘ ʢ ʩʪʘʥʜʘʨʪʥʳʤ ʧʨʦʛʨʘʤʤʘʤ Windows. 

ʆʭʘʨʘʢʪʝʨʠʟʫʡʪʝ ʠʟʚʝʩʪʥʳʝ ɺʘʤ ʧʨʦʛʨʘʤʤʳ ʵʪʦʡ ʢʘʪʝʛʦʨʠʠ. 



ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ ˉ 1 10 

ʊʝʦʨʝʪʠʯʝʩʢʠʝ ʩʚʝʜʝʥʠʷ 

1  ʇʨʦʛʨʘʤʤʥʦʝ ʦʙʝʩʧʝʯʝʥʠʝ 

ʈʘʙʦʪʘ ʥʘ ʢʦʤʧʴʶʪʝʨʝ ʪʨʝʙʫʝʪ ʦʪ ʧʦʣʴʟʦʚʘʪʝʣʷ ʚʟʘʠʤʦʜʝʡʩʪʚʠʷ, ʢʘʢ ʩ ʘʧʧʘʨʘʪ-

ʥʦʡ ʯʘʩʪʴʶ, ʪʘʢ ʠ ʩ ʨʘʟʥʦʦʙʨʘʟʥʳʤ ʧʨʦʛʨʘʤʤʥʳʤ ʦʙʝʩʧʝʯʝʥʠʝʤ. ɸʥʘʣʦʛʠʯʥʦ ʨʘʙʦʪʘ 

ʩʦʚʨʝʤʝʥʥʦʛʦ ʢʦʤʧʴʶʪʝʨʘ ʪʨʝʙʫʝʪ ʧʦʜʢʣʶʯʝʥʠʷ ʠ ʚʟʘʠʤʦʜʝʡʩʪʚʠʷ ʩ ʨʘʟʣʠʯʥʳʤʠ 

ʧʝʨʠʬʝʨʠʡʥʳʤʠ ʫʩʪʨʦʡʩʪʚʘʤʠ. ʈʝʘʣʠʟʫʝʪʩʷ ʵʪʦ ʩ ʧʦʤʦʱʴʶ ʠʥʪʝʨʬʝʡʩʘ ï ʩʦʚʦʢʫʧ-

ʥʦʩʪʠ ʘʧʧʘʨʘʪʥʳʭ ʠ ʧʨʦʛʨʘʤʤʥʳʭ ʩʨʝʜʩʪʚ, ʦʙʝʩʧʝʯʠʚʘʶʱʠʭ ʚʟʘʠʤʦʜʝʡʩʪʚʠʝ, ʩʦ-

ʪʨʫʜʥʠʯʝʩʪʚʦ ʨʘʟʣʠʯʥʳʭ ʘʧʧʘʨʘʪʥʳʭ ʫʩʪʨʦʡʩʪʚ ʤʝʞʜʫ ʩʦʙʦʡ ʠ ʩ ʯʝʣʦʚʝʢʦʤ. 

ʉʣʝʜʦʚʘʪʝʣʴʥʦ, ʢʘʞʜʳʡ ʢʦʤʧʴʶʪʝʨ ʠʤʝʝʪ ʜʚʝ ʦʩʥʦʚʥʳʝ ʩʦʩʪʘʚʣʷʶʱʠʝ ï ʘʧʧʘ-

ʨʘʪʥʦʝ (hardware) ʠ ʧʨʦʛʨʘʤʤʥʦʝ (software) ʦʙʝʩʧʝʯʝʥʠʷ. ʉʙʦʠ ʚ ʨʘʙʦʪʝ ʦʜʥʦʡ ʠʟ 

ʧʨʦʛʨʘʤʤ ʤʦʛʫʪ ʚʳʟʚʘʪʴ ʩʙʦʠ ʚ ʬʫʥʢʮʠʦʥʠʨʦʚʘʥʠʠ ʢʦʤʧʴʶʪʝʨʘ ʠ ʧʦʣʫʯʝʥʠʷ ʦʰʠ-

ʙʦʯʥʳʭ ʨʝʟʫʣʴʪʘʪʦʚ ʝʛʦ ʨʘʙʦʪʳ. ʆʰʠʙʢʠ ʘʧʧʘʨʘʪʫʨʳ ʧʨʠʚʦʜʷʪ ʢ ʥʝʚʦʟʤʦʞʥʦʩʪʠ ʨʝ-

ʘʣʠʟʘʮʠʠ ʢʦʤʘʥʜ ʧʨʦʛʨʘʤʤʥʦʛʦ ʦʙʝʩʧʝʯʝʥʠʷ. 

ʇʨʦʛʨʘʤʤʥʦʝ ʦʙʝʩʧʝʯʝʥʠʝ (ʇʆ) (software) ï ʩʦʚʦʢʫʧʥʦʩʪʴ ʢʦʤʧʴʶʪʝʨʥʳʭ ʧʨʦ-

ʛʨʘʤʤ ʠ ʩʣʫʞʝʙʥʳʭ ʜʘʥʥʳʭ, ʧʨʝʜʥʘʟʥʘʯʝʥʥʳʭ ʜʣʷ ʫʧʨʘʚʣʝʥʠʷ ʨʘʙʦʪʦʡ ʢʦʤʧʴʶʪʝʨʘ, 

ʦʙʨʘʙʦʪʢʠ ʠʣʠ ʧʝʨʝʜʘʯʠ ʜʘʥʥʳʭ. 

ʇʦ ʥʘʟʥʘʯʝʥʠʶ ʇʆ ʧʨʠʥʷʪʦ ʧʦʜʨʘʟʜʝʣʷʪʴ ʥʘ: 

- ʩʠʩʪʝʤʥʦʝ ï ʦʧʝʨʘʮʠʦʥʥʳʝ ʩʠʩʪʝʤʳ ʠ ʩʝʨʚʠʩʥʳʝ ʧʨʦʛʨʘʤʤʳ; 

- ʠʥʩʪʨʫʤʝʥʪʘʣʴʥʦʝ ï ʷʟʳʢʠ ʠ ʩʠʩʪʝʤʳ ʧʨʦʛʨʘʤʤʠʨʦʚʘʥʠʷ, ʧʨʝʜʥʘʟʥʘʯʝʥʥʳʝ 

ʜʣʷ ʧʝʨʝʚʦʜʘ ʘʣʛʦʨʠʪʤʦʚ ʚ ʢʦʤʧʴʶʪʝʨʥʳʝ ʧʨʦʛʨʘʤʤʳ, ʪʦ ʝʩʪʴ ʜʣʷ ʨʘʟʨʘʙʦʪʢʠ ʧʨʦ-

ʛʨʘʤʤ ʩʠʩʪʝʤʥʦʛʦ ʠ ʧʨʠʢʣʘʜʥʦʛʦ ʥʘʟʥʘʯʝʥʠʷ; 

- ʧʨʠʢʣʘʜʥʦʝ (application software) ï ʧʨʦʛʨʘʤʤʳ, ʧʨʝʜʥʘʟʥʘʯʝʥʥʳʝ ʜʣʷ ʨʝʘʣʠ-

ʟʘʮʠʠ ʢʦʥʢʨʝʪʥʳʭ ʧʨʠʢʣʘʜʥʳʭ ʟʘʜʘʯ ʦʙʨʘʙʦʪʢʠ ʜʘʥʥʳʭ, ʢʦʪʦʨʳʝ ʧʦʣʴʟʦʚʘʪʝʣʴ ʨʝ-

ʰʘʝʪ ʚ ʭʦʜʝ ʩʚʦʝʡ ʜʝʷʪʝʣʴʥʦʩʪʠ. ʏʘʩʪʦ ʪʘʢʠʝ ʧʨʦʛʨʘʤʤʳ ʥʘʟʳʚʘʶʪ ʧʨʠʣʦʞʝʥʠʷʤʠ 

ʠʣʠ ʧʘʢʝʪʘʤʠ ʧʨʠʢʣʘʜʥʳʭ ʧʨʦʛʨʘʤʤ (ʇʇʇ). ɺ ʦʪʣʠʯʠʝ ʦʪ ʩʠʩʪʝʤʥʦʛʦ ʦʙʝʩʧʝʯʝʥʠʷ, 

ʦʥʠ ʥʝ ʦʙʝʩʧʝʯʠʚʘʶʪ ʨʘʙʦʪʫ ʜʨʫʛʠʭ ʧʨʦʛʨʘʤʤ, ʠ ʥʝ ʫʧʨʘʚʣʷʶʪ ʘʧʧʘʨʘʪʥʳʤʠ ʨʝʩʫʨ-

ʩʘʤʠ ʚʳʯʠʩʣʠʪʝʣʴʥʦʡ ʩʠʩʪʝʤʳ. ʊʘʢ, ʥʘʧʨʠʤʝʨ, ʜʣʷ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʤʘʪʝʤʘʪʠʯʝʩʢʠʭ 

ʠʥʞʝʥʝʨʥʳʭ ʚʳʯʠʩʣʝʥʠʡ ʠʩʧʦʣʴʟʫʶʪ ʩʧʝʮʠʘʣʴʥʳʝ ʤʘʪʝʤʘʪʠʯʝʩʢʠʝ ʧʘʢʝʪʳ 

MathCAD, Mathematika, Matlab; ʜʣʷ ʚʚʦʜʘ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʪʝʢʩʪʦʚʦʡ ʠʥʬʦʨʤʘʮʠʠ 

ʧʨʠʤʝʥʷʶʪ ʪʝʢʩʪʦʚʳʝ ʨʝʜʘʢʪʦʨʳ Microsoft Word, ɹʣʦʢʥʦʪ (Notepad) ʠ ʜʨ.; ʦʙʨʘʙʘ-

ʪʳʚʘʪʴ ʪʘʙʣʠʯʥʳʝ ʜʘʥʥʳʝ ʫʜʦʙʥʦ ʚ Microsoft Excel, ʘ ʜʣʷ ʦʙʨʘʙʦʪʢʠ ʛʨʘʬʠʯʝʩʢʠʭ 

ʜʘʥʥʳʭ ʩʫʱʝʩʪʚʫʶʪ ʧʘʢʝʪʳ Paint, Gimp, Adobe Photoshop ʠ ʜʨ. ʉʫʱʝʩʪʚʫʝʪ ʥʝʤʘʣʦ 

ʜʨʫʛʠʭ ʧʨʠʢʣʘʜʥʳʭ ʧʨʦʛʨʘʤʤ ʜʣʷ ʇʂ, ʪʘʢʠʭ ʢʘʢ ʠʟʜʘʪʝʣʴʩʢʠʝ ʩʠʩʪʝʤʳ, ʧʨʦʛʨʘʤʤʳ 

ʜʣʷ ʘʥʠʤʘʮʠʠ, ʧʨʦʛʨʘʤʤʳ-ʧʝʨʝʚʦʜʯʠʢʠ, ʩʠʩʪʝʤʳ ʘʚʪʦʤʘʪʠʟʠʨʦʚʘʥʥʦʛʦ ʧʨʦʝʢʪʠʨʦ-

ʚʘʥʠʷ ʠ ʤʥʦʞʝʩʪʚʦ ʜʨʫʛʠʭ. ʉʧʝʢʪʨ ʧʨʠʢʣʘʜʥʳʭ ʟʘʜʘʯ ʦʯʝʥʴ ʰʠʨʦʢ: ʦʪ ʧʨʦʠʟʚʦʜ-

ʩʪʚʝʥʥʳʭ ʜʦ ʨʘʟʚʣʝʢʘʪʝʣʴʥʳʭ.  

2 ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ Windows 

ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ (ʆʉ) (operating system) ï ʵʪʦ ʩʦʚʦʢʫʧʥʦʩʪʴ ʧʨʦʛʨʘʤʤ-

ʥʳʭ ʩʨʝʜʩʪʚ, ʦʩʫɦ ʝʩʪʚʣʷʶʱʘʷ ʨʘʩʧʨʝʜʝʣʝʥʠʝ ʨʝʩʫʨʩʦʚ ʇʂ ʠ ʫʧʨʘʚʣʝʥʠʝ ʨʘʙʦʪʦʡ 

ʚʩʝʡ ʚʳʯʠʩʣʠʪʝʣʴʥʦʡ ʩʠʩʪʝʤʳ. ʅʘʠʙʦʣʝʝ ʨʘʩʧʨʦʩʪʨʘʥʸʥʥʳʤʠ ʦʧʝʨʘʮʠʦʥʥʳʤʠ ʩʠ-

ʩʪʝʤʘʤʠ ʜʣʷ ʧʝʨʩʦʥʘʣʴʥʳʭ ʢʦʤʧʴʶʪʝʨʦʚ ʠ ʩʝʨʚʝʨʦʚ ʷʚʣʷʶʪʩʷ ʩʝʤʝʡʩʪʚʘ ʆʉ 

Windows ʠ Unix (Linux, Mac OS). 



ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ Wʽndows: ʨʘʙʦʪʘ ʩ ʷʨʣʳʢʘʤʠ, ʬʘʡʣʘʤʠ ʠ ʧʘʧʢʘʤʠ. ʉʝʨʚʠʩʥʳʝ ʧʨʦʛʨʘʤʤ  r  11 

ʃʶʙʘʷ ʦʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ ʠʛʨʘʝʪ ʨʦʣʴ ʩʚʷʟʫʶʱʝʛʦ ʟʚʝʥʘ ʤʝʞʜʫ ʘʧʧʘʨʘʪʫ-

ʨʦʡ ʢʦʤʧʴʶʪʝʨʘ, ʩ ʦʜʥʦʡ ʩʪʦʨʦʥʳ, ʠ ʚʳʧʦʣʥʷʝʤʳʤʠ ʧʨʦʛʨʘʤʤʘʤʠ, ʘ ʪʘʢʞʝ ʧʦʣʴʟʦ-

ʚʘʪʝʣʝʤ, ʩ ʜʨʫʛʦʡ ʩʪʦʨʦʥʳ. ʆʉ ʦʙʳʯʥʦ ʭʨʘʥʠʪʩʷ ʚʦ ʚʥʝʰʥʝʡ ʧʘʤʷʪʠ ʢʦʤʧʴʶʪʝʨʘ ï 

ʥʘ ʜʠʩʢʝ. ʇʨʠ ʚʢʣʶʯʝʥʠʠ ʢʦʤʧʴʶʪʝʨʘ ʦʥʘ ʩʯʠʪʳʚʘʝʪʩʷ ʩ ʜʠʩʢʦʚʦʡ ʧʘʤʷʪʠ ʠ ʟʘʛʨʫ-

ʞʘʝʪʩʷ ʚ ʦʧʝʨʘʪʠʚʥʫʶ ʧʘʤʷʪʴ. 

ɺʳʧʦʣʥʝʥʠʝ ʩʣʝʜʫʶʱʠʭ ʬʫʥʢʮʠʡ ʧʦʟʚʦʣʷʝʪ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʝ ʩʢʨʳʚʘʪʴ ʦʪ 

ʧʦʣʴʟʦʚʘʪʝʣʷ ʩʣʦʞʥʳʝ ʧʦʜʨʦʙʥʦʩʪʠ ʨʘʙʦʪʳ ʘʧʧʘʨʘʪʥʦʛʦ ʠ ʧʨʦʛʨʘʤʤʥʦʛʦ ʦʙʝʩʧʝʯʝ-

ʥʠʷ:  

- ʫʧʨʘʚʣʝʥʠʝ ʧʘʤʷʪʴʶ (ʨʘʩʧʨʝʜʝʣʝʥʠʝ ʦʧʝʨʘʪʠʚʥʦʡ ʧʘʤʷʪʠ ʠ ʢʵʰʘ ʤʝʞʜʫ ʧʨʦ-

ʮʝʩʩʘʤʠ, ʦʨʛʘʥʠʟʘʮʠʷ ʚʠʨʪʫʘʣʴʥʦʡ ʧʘʤʷʪʠ, ʭʨʘʥʝʥʠʝ ʜʘʥʥʳʭ ʥʘ ʵʥʝʨʛʦʥʝʟʘʚʠʩʠʤʳʭ 

ʥʦʩʠʪʝʣʷʭ (ʪʘʢʠʭ ʢʘʢ ʞʸʩʪʢʠʡ ʜʠʩʢ, ʦʧʪʠʯʝʩʢʠʝ ʜʠʩʢʠ ʠ ʜʨ.), ʦʨʛʘʥʠʟʦʚʘʥʥʳʭ ʚ ʪʦʡ 

ʠʣʠ ʠʥʦʡ ʬʘʡʣʦʚʦʡ ʩʠʩʪʝʤʝ);  

- ʜʠʩʧʝʪʯʝʨʠʟʘʮʠʷ ʠ ʩʠʥʭʨʦʥʠʟʘʮʠʷ ʧʨʦʮʝʩʩʦʚ (ʵʬʬʝʢʪʠʚʥʦʝ ʨʘʩʧʨʝʜʝʣʝʥʠʝ 

ʨʝʩʫʨʩʦʚ ʤʥʦʛʦʟʘʜʘʯʥʦʡ ʚʳʯʠʩʣʠʪʝʣʴʥʦʡ ʩʠʩʪʝʤʳ ʤʝʞʜʫ ʦʪʜʝʣʴʥʳʤʠ ʧʨʦʛʨʘʤʤʘʤʠ, 

ʢʦʪʦʨʳʝ ʨʘʙʦʪʘʶʪ ʦʜʥʦʚʨʝʤʝʥʥʦ);  

- ʟʘʧʫʩʢ ʧʨʦʛʨʘʤʤ ʥʘ ʚʳʧʦʣʥʝʥʠʝ. ʇʨʠ ʵʪʦʤ ʆʉ ʦʩʫʱʝʩʪʚʣʷʝʪ ʟʘʛʨʫʟʢʫ ʚ ʦʧʝ-

ʨʘʪʠʚʥʫʶ ʧʘʤʷʪʴ ʧʨʦʛʨʘʤʤ, ʧʝʨʝʜʘʝʪ ʠʤ ʫʧʨʘʚʣʝʥʠʝ ʚ ʥʘʯʘʣʝ ʠʭ ʨʘʙʦʪʳ, ʚʳʧʦʣʥʷʝʪ 

ʨʘʟʣʠʯʥʳʝ ʜʝʡʩʪʚʠʷ ʧʦ ʟʘʧʨʦʩʫ ʚʳʧʦʣʥʷʝʤʳʭ ʧʨʦʛʨʘʤʤ ʠ ʦʩʚʦʙʦʞʜʘʝʪ ʟʘʥʠʤʘʝʤʫʶ 

ʧʨʦʛʨʘʤʤʘʤʠ ʦʧʝʨʘʪʠʚʥʫʶ ʧʘʤʷʪʴ ʧʨʠ ʠʭ ʟʘʚʝʨʰʝʥʠʠ; 

- ʫʧʨʘʚʣʝʥʠʝ ʚʚʦʜʦʤ-ʚʳʚʦʜʦʤ ʜʘʥʥʳʭ (ʦʨʛʘʥʠʟʘʮʠʷ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʦʛʦ ʠʥʪʝʨ-

ʬʝʡʩʘ ʜʣʷ ʦʙʤʝʥʘ ʜʘʥʥʳʤʠ ʤʝʞʜʫ ʧʦʣʴʟʦʚʘʪʝʣʝʤ ʠ ʢʦʤʧʴʁ ʪʝʨʦʤ);  

- ʩʝʪʝʚʳʝ ʦʧʝʨʘʮʠʠ, ʧʦʜʜʝʨʞʢʘ ʩʪʝʢʘ ʧʨʦʪʦʢʦʣʦʚ; 

- ʨʘʟʛʨʘʥʠʯʝʥʠʝ ʧʨʘʚ ʜʦʩʪʫʧʘ ʢ ʨʝʩʫʨʩʘʤ ʧʨʠ ʤʥʦʛʦʧʦʣʴʟʦʚʘʪʝʣʴʩʢʦʤ ʨʝʞʠʤʝ 

ʨʘʙʦʪʳ (ʘʫʪʝʥʪʠʬʠʢʘʮʠʷ, ʘʚʪʦʨʠʟʘʮʠʷ);  

- ʟʘʱʠʪʘ ʩʘʤʦʡ ʩʠʩʪʝʤʳ, ʘ ʪʘʢʞʝ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʠʭ ʜʘʥʥʳʭ ʠ ʧʨʦʛʨʘʤʤ ʦʪ ʨʘʟ-

ʨʫʰʘʶʱʠʭ ʜʝʡʩʪʚʠʡ ʧʦʣʴʟʦʚʘʪʝʣʝʡ ʠʣʠ ʧʨʠʣʦʞʝʥʠʡ; 

- ʫʯʝʪ ʠ ʫʧʨʘʚʣʝʥʠʝ ʨʘʙʦʪʦʡ ʠʩʧʦʣʴʟʫʝʤʳʭ ʫʩʪʨʦʡʩʪʚ ʢʦʤʧʴʶʪʝʨʘ ʠ ʦʙʤʝʥ 
ʜʘʥʥʳʤʠ ʤʝʞʜʫ ʥʠʤʠ ʩ ʧʦʤʦʱʴʶ ʩʧʝʮʠʘʣʴʥʳʭ ʧʨʦʛʨʘʤʤ ï ʜʨʘʡʚʝʨʦʚ. 

ʆʧʝʨʘʮʠʦʥʥʳʝ ʩʠʩʪʝʤʳ (ʆʉ) ʩʝʤʝʡʩʪʚʘ Microsoft  Windows ʫʞʝ ʥʝ ʧʝʨʚʦʝ ʜʝʩʷ-

ʪʠʣʝʪʠʝ ʧʨʦʯʥʦ ʫʜʝʨʞʠʚʘʪʁ ʧʦʟʠʮʠʶ ʤʠʨʦʚʦʛʦ ʣʠʜʝʨʘ ʧʦ ʠʩʧʦʣʴʟʦʚʘʥʠʶ ʚ ʜʦʤʘʰ-

ʥʠʭ ʠ ʦʬʠʩʥʳʭ ʇʂ. ɹʦʣʝʝ 80% ʜʦʤʘʰʥʠʭ ʢʦʤʧʴʶʪʝʨʦʚ ʨʘʙʦʪʘʶʪ ʥʘ Windows. 

ʅʘʠʙʦʣʝʝ ʧʦʧʫʣʷʨʥʳʤʠ ʧʨʝʜʩʪʘʚʠʪʝʣʷʤʠ ʧʦʩʣʝʜʥʠʭ ʚʝʨʩʠʡ ʤʦʞʥʦ ʥʘʟʚʘʪʴ: 

Windows Vista, Windows 7, Windows 8. 

ɻʨʘʬʠʯʝʩʢʘʷ ʦʙʦʣʦʯʢʘ ʆʉ Windows ʦʙʝʩʧʝʯʠʚʘʝʪ ʚʟʘʠʤʦʜʝʡʩʪʚʠʝ ʧʦʣʴʟʦʚʘʪʝʣʷ 

ʩ ʢʦʤʧʴʶʪʝʨʦʤ ʚ ʬʦʨʤʝ ʜʠʘʣʦʛʘ ʩ ʠʩʧʦʣʴʟʦʚʘʥʠʝʤ ʚʚʦʜʘ ʠ ʚʳʚʦʜʘ ʥʘ ʵʢʨʘʥ ʜʠʩʧʣʝʷ 

ʛʨʘʬʠʯʝʩʢʦʡ ʠʥʬʦʨʤʘʮʠʠ, ʫʧʨʘʚʣʝʥʠʷ ʧʨʦʛʨʘʤʤʘʤʠ ʩ ʧʦʤʦʱʴʶ ʧʠʢʪʦʛʨʘʤʤ, ʤʝʥʶ, 

ʦʢʦʥ, ʧʘʥʝʣʝʡ (ʫʧʨʘʚʣʝʥʠʷ, ʟʘʜʘʯ, ʠʥʩʪʨʫʤʝʥʪʦʚ) ʠ ʜʨʫʛʠʭ ʵʣʝʤʝʥʪʦʚ ʫʧʨʘʚʣʝʥʠʷ. 

ʊʝʭʥʦʣʦʛʠʷ Drag and Drop (ʧʝʨʝʪʘʩʢʠʚʘʥʠʝ, ʪʨʘʥʩʧʦʨʪʠʨʦʚʢʘ, ʧʝʨʝʤʝʱʝʥʠʝ) ï 

ʦʜʠʥ ʠʟ ʛʣʘʚʥʳʭ ʩʧʦʩʦʙʦʚ ʚʟʘʠʤʦʜʝʡʩʪʚʠʷ ʩ ʢʦʤʧʴʶʪʝʨʦʤ ʜʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʵʣʝ-

ʤʝʥʪʦʚ ʛʨʘʬʠʯʝʩʢʦʛʦ ʠʥʪʝʨʬʝʡʩʘ (GUI ï Graphical User Interface). ʉʧʦʩʦʙ ʨʝʘʣʠʟʫʝʪ-

ʩʷ ʧʫʪʸʤ "ʟʘʭʚʘʪʘ" (ʥʘʞʘʪʠʝʤ ʠ ʫʜʝʨʞʘʥʠʝʤ (ʯʘʱʝ ʣʝʚʦʡ) ʢʥʦʧʢʠ ʤʳʰʠ) ʦʪʦʙʨʘʞʘ-

ʝʤʦʛʦ ʥʘ ʵʢʨʘʥʝ ʢʦʤʧʴʶʪʝʨʘ ʦʙʲʝʢʪʘ, ʧʨʦʛʨʘʤʤʥʦ ʜʦʩʪʫʧʥʦʛʦ ʜʣʷ ʧʦʜʦʙʥʦʡ ʦʧʝʨʘ-

ʮʠʠ, ʠ ʧʝʨʝʤʝʱʝʥʠʠ ʝʛʦ ʚ ʜʨʫʛʦʝ ʤʝʩʪʦ (ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʨʘʩʧʦʣʦʞʝʥʠʷ) ʣʠʙʦ "ʙʨʦʩʘ-

ʥʠʷ" ʝʛʦ ʥʘ ʜʨʫʛʦʡ ʵʣʝʤʝʥʪ (ʜʣʷ ʚʳʟʦʚʘ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʛʦ ʜʝʡʩʪʚʠʷ, ʧʨʝʜʫʩʤʦʪʨʝʥ-

ʥʦʛʦ ʧʨʦʛʨʘʤʤʦʡ).  

http://ru.wikipedia.org/wiki/%D0%AD%D0%BB%D0%B5%D0%BC%D0%B5%D0%BD%D1%82_%D0%B8%D0%BD%D1%82%D0%B5%D1%80%D1%84%D0%B5%D0%B9%D1%81%D0%B0
http://ru.wikipedia.org/wiki/%D0%AD%D0%BB%D0%B5%D0%BC%D0%B5%D0%BD%D1%82_%D0%B8%D0%BD%D1%82%D0%B5%D1%80%D1%84%D0%B5%D0%B9%D1%81%D0%B0
http://ru.wikipedia.org/wiki/%D0%94%D0%B8%D1%81%D0%BF%D0%BB%D0%B5%D0%B9
http://ru.wikipedia.org/wiki/%D0%9A%D0%BE%D0%BC%D0%BF%D1%8C%D1%8E%D1%82%D0%B5%D1%80


ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ ˉ 1 12 

ʆʩʥʦʚʥʳʤʠ ʵʣʝʤʝʥʪʘʤʠ ʛʨʘʬʠʯʝʩʢʦʛʦ ʠʥʪʝʨʬʝʡʩʘ Windows ʷʚʣʷʶʪʩʷ: 

- ʨʘʙʦʯʠʡ ʩʪʦʣ ʩ ʧʠʢʪʦʛʨʘʤʤʘʤʠ; 

- ʧʘʥʝʣʴ ʟʘʜʘʯ, ʥʘ ʢʦʪʦʨʦʡ ʨʘʟʤʝʱʘʶʪʩʷ ʧʨʦʛʨʘʤʤʥʳʝ ʢʥʦʧʢʠ, ʠʥʜʠʢʘʪʦʨʳ, 

ʧʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʟʘʧʫʩʢʘ; 

- ʛʣʘʚʥʦʝ ʤʝʥʶ (ʢʥʦʧʢʘ ʇʫʩʢ); 

- ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ (ʦʪʦʙʨʘʞʘʝʪʩʷ ʧʨʠ ʱʝʣʯʢʝ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʧʦ ʚʳ-

ʙʨʘʥʥʦʤʫ ʦʙʲʝʢʪʫ). 

ɺʦʦʙʱʝ, ʚ Windows ʧʨʠʤʝʥʷʶʪʩʷ ʯʝʪʳʨʝ ʪʠʧʘ ʤʝʥʶ (ʤʝʥʶ ï ʵʪʦ ʩʧʠʩʦʢ ʢʦ-

ʤʘʥʜ, ʚʳʚʦʜʠʤʳʭ ʥʘ ʵʢʨʘʥ ʠ ʧʨʝʜʣʘʛʘʝʤʳʭ ʧʦʣʴʟʦʚʘʪʝʣʶ ʜʣʷ ʚʳʙʦʨʘ): 

- ʛʣʘʚʥʦʝ ʤʝʥʶ (ʦʪʢʨʳʚʘʝʪʩʷ ʢʥʦʧʢʦʡ ʇʫʩʢ); 

- ʩʪʨʦʢʘ ʤʝʥʶ ʚ ʦʢʥʘʭ ʧʨʠʣʦʞʝʥʠʷ (ʚʩʝ ʧʨʦʛʨʘʤʤʳ, ʚʭʦʜʷʱʠʝ ʚ ʩʪʘʥʜʘʨʪʥʳʡ 
ʧʘʢʝʪ ʧʦʩʪʘʚʢʠ Windows, ʠʤʝʶʪ ʩʪʨʦʢʫ ʤʝʥʶ); 

- ʩʠʩʪʝʤʥʦʝ ʤʝʥʶ ʚ ʦʢʥʘʭ ʧʨʠʣʦʞʝʥʠʷ (ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʨʘʟʤʝʨʦʚ ʦʢʥʘ ʠ ʝʛʦ ʧʦ-

ʣʦʞʝʥʠʷ); 

- ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ. 

3  ʌʘʡʣʦʚʘ  ̫ʩʠʩʪʝʤʘ 

ʌʘʡʣʦʚʦʡ ʩʠʩʪʝʤʦʡ ʥʘʟʳʚʘʝʪʩʷ ʩʪʨʫʢʪʫʨʘ ʨʘʩʧʦʣʦʞʝʥʠʷ ʜʘʥʥʳʭ ʥʘ ʚʥʝʰʥʠʭ 

ʥʦʩʠʪʝʣʷʭ ʧʘʤʷʪʠ ʇʂ ʚ ʚʠʜʝ ʩʦʚʦʢʫʧʥʦʩʪʠ ʢʘʪʘʣʦʛʦʚ ʠ ʬʘʡʣʦʚ ʜʣʷ ʜʦʣʛʦʩʨʦʯʥʦʛʦ 

ʭʨʘʥʝʥʠʷ ʠʥʬʦʨʤʘʮʠʠ. ʌʘʡʣʦʚʘ ̫ ʩʠʩʪʝʤʘ ʷʚʣʷʝʪʩʷ ʦʩʥʦʚʥʤr ʠʥʬʦʨʤʘʮʠʦʥʥʳʤ 

ʦʙ̡ʝʢʪʦʤ ʆʉ.  

ʌʘʡʣ ï ʵʪʦ ʠʤʝʥʦʚʘʥʥʘ̫ ʦʙʣʘʩʪʴ ʚʥʝh ʥʝʡ ʧʘʤʷʪʠ, ʢʦʪʦʨʫʶ ʦʧʝʨʘʮʠʦʥʥʘʷ ʩʠ-

ʩʪʝʤʘ ʦʙʨʘʙʘʪʳʚʘʝʪ ʢʘʢ ʝʜʠʥʦʝ ʮʝʣʦʝ. ʂʘʞʜʳʡ ʬʘʡʣ ʠʤʝʝʪ ʪʘʢʠʝ ʭʘʨʘʢʪʝʨʠʩʪʠʢʠ: 

ʠʤʷ, ʨʘʟʤʝʨ, ʜʘʪʫ ʧʦʩʣʝʜʥʝʛʦ ʩʦʭʨʘʥʝʥʠʷ, ʦʧʨʝʜʝʣʝʥʥʦʝ ʤʝʩʪʦ ʨʘʩʧʦʣʦʞʝʥʠʷ ʥʘ 

ʜʠʩʢʝ ʠ ʘʪʨʠʙʫʪʳ ʜʦʩʪʫʧʘ. ʀʤʷ ʬʘʡʣʫ ʧʨʠʩʚʘʠʚʘʝʪ ʧʦʣʴʟʦʚʘʪʝʣʴ, ʢʦʪʦʨʳʡ ʩʦʟʜʘʝʪ 

ʵʪʦʪ ʬʘʡʣ, ʠʣʠ ʧʨʠʢʣʘʜʥʘʷ ʧʨʦʛʨʘʤʤʘ ʧʨʠ ʩʦʟʜʘʥʠʠ ʬʘʡʣʘ ʧʨʝʜʣʘʛʘʝʪ ʥʝʢʦʪʦʨʦʝ 

ʩʪʘʥʜʘʨʪʥʦʝ ʠʤʷ ʧʦ ʫʤʦʣʯʘʥʠʶ. ɾʝʣʘʪʝʣʴʥʦ, ʯʪʦʙʳ ʠʤʷ ʦʧʨʝʜʝʣʝʥʥʳʤ ʦʙʨʘʟʦʤ 

ʦʪʦʙʨʘʞʘʣʦ ʩʦʜʝʨʞʘʥʠʝ ʠʣʠ ʥʘʟʥʘʯʝʥʠʝ ʬʘʡʣʘ. ʀʤʝʥʘ ʬʘʡʣʦʚ ʩʦʩʪʦʷʪ ʠʟ ʩʦʙʩʪʚʝʥ-

ʥʦʛʦ ʠʤʝʥʠ, ʪʦʯʢʠ ʠ ʨʘʩʰʠʨʝʥʠ̫: 

<ʠʤ̫>.<ʨʘʩʰʠʨʝʥʠʝ>, 

ʛʜʝ ʠʤ̫ ï ʧʨʦʠʟʚʦʣʴʥʳʡ ʥʘʙʦʨ ʙʫʢʚ ʘʥʛʣʠʡʩʢʦʛʦ, ʫʢʨʘʠʥʩʢʦʛʦ, ʨʫʩʩʢʦʛʦ ʠ ʜʨʫʛʠʭ 

ʘʣʬʘʚʠʪʦʚ, ʮʠʬʨ ʠ ʩʧʝʮʠʘʣʴʥʭr ʩʠʤʚʦʣʦʚ, ʟʘ ʠʩʢʣʶʯʝʥʠʝʤ \ /: *? ò< > |;  

ʨʘʩʰʠʨʝʥʠʝ ʦʧʨʝʜʝʣʷʝʪ ʪʠʧ ʬʘʡʣʘ ʠ ʩʦʜʝʨʞʠʪ, ʢʘʢ ʧʨʘʚʠʣʦ, ʪʨʠ ʠʣʠ ʯʝʪʳʨʝ ʩʠʤʚʦ-

ʣʘ. ʅʘʧʨʠʤʝʨ, ʪʝʢʩʪʦʚʳʝ ʬʘʡʣ rʠʤʝʁʪ ʨʘʩhʠʨʝʥʠʝ txt , ʜʦʢʫʤʝʥʪ rMS Word ï doc , 

docx  ʠʣʠ rtf , ʪʘʙʣʠʮʳ MS Excel ï xls  ʠʣʠ xlsx , ʙʘʟ rʜʘʥʥʭr MS Access ï mdb ʠʣʠ 

accdb , ʛʨʘʬʠʯʝʩʢʠʝ ʬʘʡʣ rï jʨg, bmp, psd , gif  ʠ ʜʨ.  

ʇʘʧʢʘ (ʢʘʪʘʣʦʛ, ʜʠʨʝʢʪʦʨʠʷ) ï ʵʪʦ ʣʦʛʠʯʝʩʢʘʷ ʝʜʠʥʠʮʘ ʦʨʛʘʥʠʟʘʮʠʠ ʜʠʩʢʘ, 

ʠʤʝʁɦ ʘʷ ʩʦʙʩʪʚʝʥʥʦʝ ʠʤʷ ʠ ʧʨʝʜʩʪʘʚʣʷʶʱʘʷ ʩʦʙʦʡ ʢʦʥʪʝʡʥʝʨ, ʢʦʪʦʨʳʡ ʤʦʞʝʪ ʩʦ-

ʜʝʨʞʘʪʴ ʚ ʩʝʙʝ ʬʘʡʣʳ ʠ ʜʨʫʛʠʝ ʧʘʧʢʠ (ʧʦʜʢʘʪʘʣʦʛʠ). ɺ ʛʨʘʬʠʯʝʩʢʦʤ ʠʥʪʝʨʬʝʡʩʝ 

Windows ʧʘʧʢʠ ʦʪʦʙʨʘʞʘʶʪʩʷ ʥʘ ʵʢʨʘʥʝ ʟʥʘʯʢʦʤ ʩ ʚʠʜʦʤ ʢʘʥʮʝʣʷʨʩʢʦʡ ʧʘʧʢʠ.  

ɻʣʘʚʥʳʡ ʢʘʪʘʣʦʛ ʜʠʩʢʘ ʥʘʟʳʚʘʶʪ ʢʦʨʥʝʚʳʤ. ʀʤʷ ʢʦʨʥʝʚʦʛʦ ʢʘʪʘʣʦʛʘ ʩʦʩʪʦʠʪ ʠʟ 

ʠʤʝʥʠ ʜʠʩʢʘ ʠ ʩʠʤʚʦʣʘ ʜʚʦʝʪʦʯʠʷ, ʥʘʧʨʠʤʝʨ: ʉ:, D: , E:  ʠ ʜʨ.  

ʀʥʬʦʨʤʘʮʠ̫  ʦʙʦ ʚʩʝʭ ʘʪʨʠʙʫʪʘʭ ʬʘʡʣʦʚ ʠ ʧʘʧʦʢ ʠʩʧʦʣʴʟʫʝʪʩʷ ʆʉ ʜʣʷ ʦʧʨʝʜʝ-

ʣʝʥʠ ̫ʧʫʪʠ ʢ ʬʘʡʣʫ (ʧʦʣʥʦʛʦ ʤʝʩʪʦʥʘʭʦʞʜʝʥʠ ̫ʬʘʡʣʘ), ʢʦʪʦʨʦʝ ʟʘʧʠʩʳʚʘʝʪʩʷ ʚ ʚʠ-

ʜʝ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʠ ʠʤʝʥ ʧʘʧʦʢ, ʥʘʯʠʥʘʷ ʩ ʢʦʨʥʝʚʦʛʦ ʢʘʪʘʣʦʛʘ, ʥʘʧʨʠʤʝʨ:  
C: \ Program  Files \ Microsoft  Of fice \ Clipart \ A16. gif  



ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ Wʽndows: ʨʘʙʦʪʘ ʩ ʷʨʣʳʢʘʤʠ, ʬʘʡʣʘʤʠ ʠ ʧʘʧʢʘʤʠ. ʉʝʨʚʠʩʥʳʝ ʧʨʦʛʨʘʤʤ  r  13 

ʂʘʪʘʣʦʛʠ, ʚʭʦʜʷʱʠʝ ʚ ʢʦʨʥʝʚʦʡ ʢʘʪʘʣʦʛ, ʥʘʟʚrʘʶʪʩʷ ʧʦʜʢʘʪʘʣʦʛʘʤʠ 1-ʛʦ ʫʨʦʚʥʷ. 

ʂʘʪʘʣʦʛʠ, ʚʭʦʜʷʱʠʝ ʚ ʩʦʩʪʘʚ ʧʦʜʢʘʪʘʣʦʛʘ 1-ʛʦ ʫʨʦʚʥʷ, ʥʘʟrʚʘʶʪʩʷ ʧʦʜʢʘʪʘʣʦʛʘʤʠ  

2-ʛʦ ʫʨʦʚʥʷ ʠ ʪ. ʧ. ʀʝʨʘʨʭʠʯʝʩʢʦʝ (ʠʣʠ ʜʨʝʚʦʚʠʜʥʦʝ) ʩʪʨʦʝʥʠʝ ʜʠʩʢʘ ʤʦʞʥʦ ʧʨʝʜʩʪʘ-

ʚʠʪʴ ʚ ʚʠʜʝ ʜʝʨʝʚʘ ʧʦʜʢʘʪʘʣʦʛʦʚ.  

ʌʘʡʣʳ-ʷʨʣʳʢʠ ʠʤʝʶʪ ʩʧʝʮʠʘʣʴʥʦʝ ʥʘʟʥʘʯʝʥʠʝ. ɺ ʪʘʢʦʤ ʬʘʡʣʝ ʩʦʜʝʨʞʠʪʩʷ 

ʩʩʳʣʢʘ ʥʘ ʜʨʫʛʦʡ ʬʘʡʣ (ʧʨʦʛʨʘʤʤʫ, ʜʦʢʫʤʝʥʪ, ʢʘʪʘʣʦʛ ʠ ʪ.ʜ.). ʗʨʣʳʢ ʧʨʝʜʥʘʟʥʘʯʝʥ 

ʜʣʷ ʦʙʝʩʧʝʯʝʥʠʷ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʢ ʵʪʦʤʫ ʦʙʲʝʢʪʫ. ɿʘʧʫʩʢ ʷʨʣʳʢʘ ʦʪʢʨʦʝʪ ʪʦʪ ʦʙʲ-

ʝʢʪ, ʥʘ ʢʦʪʦʨʳʡ ʦʥ ʩʩʣrʘʝʪʩʷ. 

ɼʣʷ ʨʘʙʦʪʳ ʩ ʬʘʡʣʘʤʠ ʠ ʧʘʧʢʘʤʠ ʩʫʱʝʩʪʚʫʝʪ ʥʝʩʢʦʣʴʢʦ ʩʪʘʥʜʘʨʪʥʳʭ ʦʧʝʨʘʮʠʡ, 

ʢʦʪʦʨʳʝ ʧʦʜʜʝʨʞʠʚʘʶʪ ʚʩʝ ʦʧʝʨʘʮʠʦʥʥʳʝ ʩʠʩʪʝʤʳ: ʩʦʟʜʘʥʠʝ, ʢʦʧʠʨʦʚʘʥʠʝ, ʧʝʨʝ-

ʤʝʱʝʥʠʝ, ʧʝʨʝʠʤʝʥʦʚʘʥʠʝ, ʫʜʘʣʝʥʠʝ, ʚʦʩʩʪʘʥʦʚʣʝʥʠʝ, ʧʦʠʩʢ, ʧʨʦʩʤʦʪʨ ʠ ʠʟʤʝʥʝʥʠʝ 

ʩʚʦʡʩʪʚ ʬʘʡʣʦʚ ʠ ʧʘʧʦʢ. ɺ ʢʘʯʝʩʪʚʝ ʩʨʝʜʩʪʚ ʜʣʷ ʫʧʨʘʚʣʝʥʠʷ ʬʘʡʣʘʤʠ ʠ ʧʘʧʢʘʤʠ 

Windows ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʧʨʦʛʨʘʤʤʫ ʇʨʦʚʦʜʥʠʢ ʠ ʦʢʥʦ ʄʦʡ ʢʦʤʧʴʶʪʝʨ.  

ʄʦʡ ʢʦʤʧʴʶʪʝʨ ï ʧʨʦʛʨʘʤʤʘ, ʠʩʧʦʣʴʟʫʝʤʘʷ ʜʣʷ ʨʘʙʦʪʳ ʩ ʬʘʡʣʘʤʠ ʠ ʧʘʧʢʘʤʠ, 

ʭʨʘʥʷʱʠʤʠʩʷ ʥʘ ʜʠʩʢʘʭ ʢʦʤʧʴʶʪʝʨʘ.  

ʇʨʠʣʦʞʝʥʠʝ ʇʨʦʚʦʜʥʠʢ ʷʚʣʷʝʪʩʷ ʛʣʘʚʥʳʤ ʠʥʩʪʨʫʤʝʥʪʦʤ Windows ʜʣʷ ʧʨʦ-

ʩʤʦʪʨʘ ʬʘʡʣʦʚ ʠ ʧʘʧʦʢ, ʭʨʘʥʷʱʠʭʩʷ ʥʘ ʜʠʩʢʘʭ ʠ ʜʨʫʛʠʭ ʥʦʩʠʪʝʣʷʭ ʠʥʬʦʨʤʘʮʠʠ. 

ʇʨʦʚʦʜʥʠʢ ʦʪʦʙʨʘʞʘʝʪ ʠʝʨʘʨʭʠʯʝʩʢʫʶ ʩʪʨʫʢʪʫʨʫ ʬʘʡʣʦʚ, ʧʘʧʦʢ ʠ ʜʠʩʢʦʚ ʥʘ ʇʂ. ɺ 

ʣʝʚʦʡ ʯʘʩʪʠ ʧʨʦʚʦʜʥʠʢʘ Windows ʠʩʧʦʣʴʟʫʝʪ ʠʝʨʘʨʭʠʯʝʩʢʦʝ ʧʨʝʜʩʪʘʚʣʝʥʠʝ  ʧʘʧʦʢ, 

ʬʘʡʣʦʚ ʠ ʜʨʫʛʠʭ ʨʝʩʫʨʩʦʚ, ʧʦʜʢʣʶʯʝʥʥʳʭ ʢ ʢʦʤʧʁɹʪʝʨʫ ʠʣʠ ʩʝʪʠ. 

4 ʉʝʨʚʠʩʥʦʝ ʧʨʦʛʨʘʤʤʥʦʝ ʦʙʝʩʧʝʯʝʥʠʝ 

ʉʣʫʞʝʙʥʳʝ ʧʨʦʛʨʘʤʤʳ  

ʂ ʩʣʫʞʝʙʥʳʤ ʩʝʨʚʠʩʥʳʤ ʧʨʦʛʨʘʤʤʘʤ ʦʪʥʦʩʷʪʩʷ ʫʪʠʣʠʪʳ ʠ ʜʨʘʡʚʝʨʳ. 

ɼʨʘʡʚʝʨ (driver) ï ʩʧʝʮʠʘʣʴʥʘʷ ʧʨʦʛʨʘʤʤʘ, ʦʙʝʩʧʝʯʠʚʘʶʱʘʷ ʩʦʛʣʘʩʦʚʘʥʥʦʩʪʴ 

ʨʘʙʦʪʳ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʳ ʩ ʥʝʢʦʪʦʨʳʤ ʘʧʧʘʨʘʪʥʳʤ ʫʩʪʨʦʡʩʪʚʦʤ, ʥʘʧʨʠʤʝʨ: 

ʢʣʘʚʠʘʪʫʨʦʡ, ʧʨʠʥʪʝʨʦʤ, ʚʠʜʝʦʢʘʨʪʦʡ, ʚʝʙ-ʢʘʤʝʨʦʡ ʠ ʪ. ʜ. ɼʣʷ ʢʘʞʜʦʛʦ ʫʩʪʨʦʡʩʪʚʘ 

ʣʶʙʦʛʦ ʢʦʤʧʴʶʪʝʨʘ ʥʝʦʙʭʦʜʠʤ ʩʚʦʡ ʜʨʘʡʚʝʨ, ʢʦʪʦʨʳʡ ʧʦʟʚʦʣʷʝʪ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠ-

ʩʪʝʤʝ ʫʧʨʘʚʣʷʪʴ ʵʪʠʤ ʫʩʪʨʦʡʩʪʚʦʤ. ʆʙʳʯʥʦ ʦʧʝʨʘʮʠʦʥʥʳʝ ʩʠʩʪʝʤʳ, ʥʘʧʨʠʤʝʨ 

Windows, ʫʞʝ ʠʤʝʶʪ ʚ ʩʚʦʝʤ ʩʦʩʪʘʚʝ ʦʧʨʝʜʝʣʝʥʥʳʡ ʥʘʙʦʨ ʜʨʘʡʚʝʨʦʚ, ʢʦʪʦʨʳʝ 

ʥʝʦʙʭʦʜʠʤʳ ʜʣʷ ʙʘʟʦʚʦʡ ʢʦʤʧʣʝʢʪʘʮʠʠ ʢʦʤʧʴʶʪʝʨʘ. ʇʨʠ ʧʦʢʫʧʢʝ ʥʦʚʳʭ ʫʩʪʨʦʡʩʪʚ, 

ʢʘʢ ʧʨʘʚʠʣʦ, ʧʨʦʠʟʚʦʜʠʪʝʣʠ ʢʨʦʤʝ ʠʥʩʪʨʫʢʮʠʡ ʧʦ ʵʢʩʧʣʫʘʪʘʮʠʠ ʧʨʠʣʘʛʘʶʪ ʫʩʪʘʥʦ-

ʚʦʯʥʳʝ ʜʠʩʢʠ ʩ ʬʠʨʤʝʥʥʳʤʠ ʜʨʘʡʚʝʨʘʤʠ ʢ ʵʪʠʤ ʫʩʪʨʦʡʩʪʚʘʤ. ʂʨʦʤʝ ʵʪʦʛʦ, ʩʝʨʴʸʟ-

ʥʳʝ ʬʠʨʤʳ-ʧʨʦʠʟʚʦʜʠʪʝʣʠ ʜʣʷ ʧʦʜʜʝʨʞʘʥʠʷ ʘʢʪʫʘʣʴʥʦʩʪʠ ʚʯrʠʩʣʠʪʝʣʴʥʦʡ ʩʠʩʪʝʤʳ 

ʧʦʣʴʟʦʚʘʪʝʣʷ ʧʨʝʜʣʘʛʘʶʪ ʨʝʛʫʣʷʨʥʦʝ ʦʙʥʦʚʣʝʥʠʝ ʜʨʘʡʚʝʨʦʚ ʩ ʧʦʤʦʱʴʶ ʩʧʝʮʠʘʣʴ-

ʥʳʭ ʧʨʦʛʨʘʤʤ, ʢʦʪʦʨʳʝ ʧʨʦʚʝʨʷʶʪ ʘʧʧʘʨʘʪʥʦʝ ʠ ʧʨʦʛʨʘʤʤʥʦʝ ʦʙʝʩʧʝʯʝʥʠʝ ʢʦʥ-

ʢʨʝʪʥʦʛʦ ʢʦʤʧʴʶʪʝʨʘ ʠ ʦʧʨʝʜʝʣʷʶʪ, ʢʘʢʦʝ ʠʤʝʥʥʦ ʦʙʥʦʚʣʝʥʠʝ ʥʝʦʙʭʦʜʠʤʦ ʜʣʷ ʵʪʦ-

ʛʦ ʢʦʤʧʴʶʪʝʨʘ, ʘ ʪʘʢʞʝ ʧʦʟʚʦʣʷʝʪ ʙʳʩʪʨʦ ʠ ʣʝʛʢʦ ʫʩʪʘʥʦʚʠʪʴ ʝʛʦ. 

ʋʪʠʣʠʪʳ (utility ʠʣʠ tool) ï ʩʣʫʞʝʙʥʘʷ ʧʨʦʛʨʘʤʤʘ ʜʣʷ ʚʳʧʦʣʥʝʥʠʷ ʚʩʧʦʤʦʛʘ-

ʪʝʣʴʥʳʭ ʩʠʩʪʝʤʥʳʭ ʟʘʜʘʯ: ʦʯʠʩʪʢʠ, ʦʧʪʠʤʠʟʘʮʠʠ, ʫʧʨʘʚʣʝʥʠʷ, ʠʟʤʝʥʝʥʠʷ ʠ ʟʘʱʠʪʳ 

ʚʘʰʝʡ ʩʠʩʪʝʤʳ ʦʪ ʚʩʝʭ ʚʠʜʦʚ ʦʰʠʙʦʢ, ʩʙʦʝʚ ʠ ʚʨʝʜʦʥʦʩʥʳʭ ʧʨʦʛʨʘʤʤ. 

ʋʪʠʣʠʪʳ ʤʦʞʥʦ ʫʩʣʦʚʥʦ ʨʘʟʜʝʣʠʪʴ ʥʘ ʥʝʩʢʦʣʴʢʦ ʨʘʟʥʦʚʠʜʥʦʩʪʝʡ: 

- ʧʨʦʛʨʘʤʤʳ ʜʣʷ ʨʘʙʦʪʳ ʩ ʜʠʩʢʘʤʠ ʦʙʝʩʧʝʯʠʚʘʶʪ ʧʨʦʚʝʨʢʫ ʨʘʙʦʪʦʩʧʦʩʦʙʥʦ-

ʩʪʠ, ʩʪʨʫʢʪʫʨʠʨʦʚʘʥʠʝ, ʜʝʬʨʘʛʤʝʥʪʘʮʠʶ (ʧʨʦʚʝʨʢʘ ʜʠʩʢʦʚʦʛʦ ʧʨʦʩʪʨʘʥʩʪʚʘ ʠ ʫʧʦ-

ʨʷʜʦʯʠʚʘʥʠʝ ʬʘʡʣʦʚ ʥʘ ʜʠʩʢʝ ʩ ʮʝʣʴʶ ʦʙʝʩʧʝʯʝʥʠʷ ʦʧʪʠʤʘʣʴʥʦʛʦ ʚʨʝʤʝʥʠ ʜʦʩʪʫʧʘ) 

ʠ ʦʯʠʩʪʢʫ ʜʠʩʢʦʚ; 
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- ʜʠʩʧʝʪʯʝʨʳ ʬʘʡʣʦʚ (ʬʘʡʣʦʚʳʝ ʤʝʥʝʜʞʝʨʳ) ʚʳʧʦʣʥʷʶʪ ʦʧʝʨʘʮʠʠ ʧʦ ʦʙʩʣʫ-

ʞʠʚʘʥʠʶ ʬʘʡʣʦʚʦʡ ʩʠʩʪʝʤʳ: ʢʦʧʠʨʦʚʘʥʠʝ, ʧʝʨʝʤʝʱʝʥʠʝ, ʫʜʘʣʝʥʠʝ ʠ ʧʝʨʝʠʤʝʥʦʚʘ-

ʥʠʝ ʬʘʡʣʦʚ, ʩʦʟʜʘʥʠʝ ʠ ʫʜʘʣʝʥʠʝ ʢʘʪʘʣʦʛʦʚ (ʧʘʧʦʢ), ʧʦʠʩʢ ʠ ʥʘʚʠʛʘʮʠ ʁʧʦ ʬʘʡʣʦʚʦʡ 

ʩʪʨʫʢʪʫʨʝ;  

- ʘʥʪʠʚʠʨʫʩʥʳʝ ʧʨʦʛʨʘʤʤʳ ʧʨʝʜʥʘʟʥʘʯʝʥʳ ʜʣʷ ʟʘʱʠʪʳ ʬʘʡʣʦʚʦʡ ʩʠʩʪʝʤʳ ʦʪ 

ʧʦʚʨʝʞʜʝʥʠʷ ʢʦʤʧʴʶʪʝʨʥʳʤʠ ʚʠʨʫʩʘʤʠ; 

- ʧʨʦʛʨʘʤʤʳ ʜʣʷ ʚʳʷʚʣʝʥʠʷ ʥʝʠʩʧʨʘʚʥʦʩʪʝʡ ʧʨʝʜʥʘʟʥʘʯʝʥʳ ʜʣʷ ʩʣʝʞʝʥʠʷ ʟʘ 

ʨʘʙʦʪʦʡ ʩʠʩʪʝʤʥʳʭ ʢʦʤʧʦʥʝʥʪʦʚ, ʜʠʘʛʥʦʩʪʠʢʠ ʠ ʧʦʜʛʦʪʦʚʢʠ ʦʪʯʝʪʦʚ ʦʙ ʘʧʧʘʨʘʪʥʳʭ 

ʥʝʠʩʧʨʘʚʥʦʩʪʷʭ, ʘ ʪʘʢʞʝ ʜʣʷ ʦʙʥʘʨʫʞʝʥʠʷ ʧʨʦʛʨʘʤʤʥʳʭ ʦʰʠʙʦʢ ʠ ʚʦʩʩʪʘʥʦʚʣʝʥʠʷ 

ʩʠʩʪʝʤʳ; 

- ʘʨʭʠʚʘʪʦʨʳ ï ʧʨʦʛʨʘʤʤʳ ʜʣʷ ʩʞʘʪʠʷ (ʘʨʭʠʚʘʮʠʠ) ʬʘʡʣʦʚ ʠ ʨʝʟʝʨʚʥʦʛʦ ʢʦʧʠ-

ʨʦʚʘʥʠʷ ʧʨʝʜʥʘʟʥʘʯʝʥʳ ʜʣʷ ʩʦʟʜʘʥʠʷ ʢʦʧʠʡ ʧʨʦʛʨʘʤʤ ʠ ʜʦʢʫʤʝʥʪʦʚ ʧʨʠ ʧʝʨʝʥʦʩʝ 

ʜʘʥʥʳʭ ʥʘ ʜʨʫʛʦʡ ʇʂ, ʘ ʪʘʢʞʝ ʜʣʷ ʩʦʟʜʘʥʠʷ ʨʝʟʝʨʚʥʦʛʦ ʘʨʭʠʚʘ ʜʘʥʥʳʭ ʠ ʧʨʦʛʨʘʤʤ; 

- ʧʨʦʛʨʘʤʤʳ ʜʣʷ ʫʩʢʦʨʝʥʥʦʛʦ ʧʨʦʩʤʦʪʨʘ ʠ ʚʦʩʧʨʦʠʟʚʝʜʝʥʠʷ ʬʘʡʣʦʚ ʨʘʟʣʠʯ-

ʥʳʭ ʬʦʨʤʘʪʦʚ ʙʝʟ ʟʘʧʫʩʢʘ ʧʦʣʥʦʬʫʥʢʮʠʦʥʘʣʴʥʳʭ ʧʨʠʣʦʞʝʥʠʡ; 

- ʧʨʦʛʨʘʤʤʳ ʜʣʷ ʨʘʙʦʪʳ ʚ ʣʦʢʘʣʴʥʦʡ ʩʝʪʠ ʠ ʀʥʪʝʨʥʝʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʳ ʜʣʷ ʜʠ-

ʩʪʘʥʮʠʦʥʥʦʛʦ ʜʦʩʪʫʧʘ ʢ ʨʝʩʫʨʩʘʤ ʇʂ ʠ ʢʦʣʣʝʢʪʠʚʥʦʛʦ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʢʦʤʧʦʥʝʥʪʦʚ 

ʩʝʪʠ. ʇʨʦʛʨʘʤʤʳ ʵʪʦʛʦ ʪʠʧʘ ʦʙʝʩʧʝʯʠʚʘʶʪ ʫʩʢʦʨʝʥʠʝ ʦʙʤʝʥʘ ʜʘʥʥʳʤʠ, ʧʦʜʢʣʶʯʝ-

ʥʠʝ ʢ ʚʩʝʚʦʟʤʦʞʥʳʤ ʫʩʣʫʛʘʤ, ʧʨʝʜʦʩʪʘʚʣʷʝʤʳʤ ʚ ʀʥʪʝʨʥʝʪʝ, ʢʦʥʪʨʦʣʠʨʫʶʪ ʠʩ-

ʧʦʣʴʟʦʚʘʥʠʝ ʨʝʩʫʨʩʦʚ ʠ ʟʘʱʠʱʘʶʪ ʜʘʥʥʳʝ ʦʪ ʥʝʩʘʥʢʮʠʦʥʠʨʦʚʘʥʥʦʛʦ ʜʦʩʪʫʧʘ; 

- ʧʨʦʛʨʘʤʤʳ ʢʦʤʧʴʶʪʝʨʥʦʡ ʙʝʟʦʧʘʩʥʦʩʪʠ ʟʘʱʠʱʘʶʪ ʇʂ ʠ ʭʨʘʥʷʱʠʝʩʷ ʚ ʥʝʤ 

ʜʘʥʥʳʝ ʦʪ ʥʝʩʘʥʢʮʠʦʥʠʨʦʚʘʥʥʦʛʦ ʧʨʦʥʠʢʥʦʚʝʥʠʷ (ʚʟʣʦʤʘ). ʂ ʪʘʢʠʤ ʧʨʦʛʨʘʤʤʘʤ ʦʪ-

ʥʦʩʷʪʩʷ ʩʠʩʪʝʤʳ ʰʠʬʨʦʚʘʥʠʷ ʠ ʥʘʙʣʜʁʝʥʠʷ ʟʘ ʜʘʥʥʳʤʠ; 

- ʧʨʦʛʨʘʤʤʳ ʜʣʷ ʨʘʙʦʪʳ ʩ ʫʩʪʨʦʡʩʪʚʘʤʠ ʤʫʣʴʪʠʤʝʜʠʘ (ʚʠʜʝʦ, ʟʚʫʢʦʚʦʡ ʩʠ-

ʩʪʝʤʦʡ, ʚʠʜʝʦʢʘʤʝʨʘʤʠ ʠ ʪ.ʜ.); 

- ʧʨʦʛʨʘʤʤʳ-ʜʝʠʥʩʪʘʣʣʷʪʦʨʳ ʧʨʝʜʥʘʟʥʘʯʝʥʳ ʜʣʷ ʢʦʨʨʝʢʪʥʦʡ ʦʯʠʩʪʢʠ ʦʧʝʨʘ-

ʮʠʦʥʥʦʡ ʩʠʩʪʝʤʳ ʦʪ ʵʣʝʤʝʥʪʦʚ ʫʜʘʣʝ̫ʤʳʭ ʧʨʦʛʨʘʤʤ. 

ɼʦʩʪʫʧ ʢ ʩʪʘʥʜʘʨʪʥʳʤ ʩʣʫʞʝʙʥʳʤ ʧʨʦʛʨʘʤʤʘʤ Windows, ʢ ʢʦʪʦʨʳʤ ʦʪʥʦʩʷʪʩʷ 

ɼʝʬʨʘʛʤʝʥʪʘʮʠʷ ʜʠʩʢʘ, ʆʯʠʩʪʢʘ ʜʠʩʢʘ ʠ ʜʨ., ʤʦʞʥʦ ʧʦʣʫʯʠʪʴ ʢʦʤʘʥʜʦʡ ʇʫʩʢ / 

ʇʨʦʛʨʘʤʤʳ / ʉʪʘʥʜʘʨʪʥʳʝ / ʉʣʫʞʝʙʥʳʝ. 

ɼʝʬʨʘʛʤʝʥʪʘʮʠʷ ʜʠʩʢʘ ï ʧʨʦʛʨʘʤʤʘ ʫʧʦʨʷʜʦʯʠʚʘʥʠʷ ʭʨʘʥʷʱʠʭʩʷ ʜʘʥʥʳʭ ʜʣʷ 

ʙʦʣʝʝ ʵʬʬʝʢʪʠʚʥʦʡ ʨʘʙʦʪʳ ʜʠʩʢʦʚ ʠ ʜʠʩʢʦʚʦʜʦʚ. ɼʝʬʨʘʛʤʝʥʪʘʮʠʷ ʜʠʩʢʘ ʟʘʧʫʩʢʘʝʪʩʷ 

ʢʦʤʘʥʜʦʡ ʇʫʩʢ / ʇʨʦʛʨʘʤʤʳ / ʉʪʘʥʜʘʨʪʥʳʝ / ʉʣʫʞʝʙʥʳʝ / ɼʝʬʨʘʛʤʝʥʪʘʮʠʷ ʜʠʩʢʘ. 

ɺ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʪʦʤ ʜʣʷ ʦʩʫɦ ʝʩʪʚʣʝʥʠʷ ʜʝʬʨʘʛʤʝʥʪʘʮʠʠ 

ʠ ʱʝʣʢʥʫʪʴ ʥʘ ʧʠʢʪʦʛʨʘʤʤʝ ɸʥʘʣʠʟ. ʇʦ ʨʝʟʫʣʴʪʘʪʘʤ ʘʥʘʣʠʟʘ ʩʦʩʪʦʷʥʠʷ ʜʠʩʢʘ ʦʧʝʨʘ-

ʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ ʚʳʜʘʩʪ ʦʮʝʥʢʫ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʜʠʩʢʘ ʜʦ ʜʝʬʨʘʛʤʝʥʪʘʮʠʠ ʠ ʟʘʢʣʶ-

ʯʝʥʠʝ ʦ ʮʝʣʝʩʦʦʙʨʘʟʥʦʩʪʠ ʧʨʦʚʝʜʝʥʠʷ ʜʝʬʨʘʛʤʝʥʪʘʮʠʠ. ɼʣʷ ʧʨʦʜʦʣʞʝʥʠʷ ʚʳʧʦʣʥʝ-

ʥʠʷ ʜʝʬʨʘʛʤʝʥʪʘʮʠʠ ʥʝʦʙʭʦʜʠʤʦ ʱʝʣʢʥʫʪʴ ʥʘ ʢʥʦʧʢʝ ɼʝʬʨʘʛʤʝʥʪʘʮʠʷ. ʇʦ ʟʘʚʝʨ-

ʰʝʥʠʠ ʜʝʬʨʘʛʤʝʥʪʘʮʠʠ ʤʦʞʥʦ ʚʳʚʝʩʪʠ ʦʪʯʝʪ ʥʘ ʵʢʨʘʥ. 

ʆʯʠʩʪʢʘ ʜʠʩʢʘ ʧʨʠʤʝʥʷʝʪʩʷ ʜʣʷ ʦʩʚʦʙʦʞʜʝʥʠʷ ʧʨʦʩʪʨʘʥʩʪʚʘ ʥʘ ʞʝʩʪʢʦʤ ʜʠʩʢʝ 

ʧʫʪʝʤ ʫʜʘʣʝʥʠʷ ʥʝʠʩʧʦʣʴʟʫʝʤʳʭ ʧʨʦʛʨʘʤʤ ʠ ʢʦʤʧʦʥʝʥʪʦʚ ʆʉ, ʚʨʝʤʝʥʥʳʭ ʬʘʡʣʦʚ ʠ 

ʦʯʠʩʪʢʠ ʢʦʨʟʠʥʳ. ɼʣʷ ʟʘʧʫʩʢʘ ʵʪʦʡ ʧʨʦʛʨʘʤʤʳ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ: ʇʫʩʢ / ʇʨʦ-

ʛʨʘʤʤʳ / ʉʪʘʥʜʘʨʪʥʳʝ / ʉʣʫʞʝʙʥʳʝ / ʆʯʠʩʪʢʘ ʜʠʩʢʘ, ʧʦʷʚʠʪʩʷ ʦʢʥʦ ʚʳʙʦʨ ʜʠʩʢʘ, 

ʧʦʩʣʝ ʚʳʙʦʨʘ ʜʠʩʢʘ ʥʘʞʤʠʪʝ ʆʂ. ɺ ʨʝʟʫʣʴʪʘʪʝ ʧʦʷʚʠʪʩʷ ʦʢʥʦ ʜʠʘʣʦʛʘ ʆʯʠʩʪʢʘ ʜʠʩ-



ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ Wʽndows: ʨʘʙʦʪʘ ʩ ʷʨʣʳʢʘʤʠ, ʬʘʡʣʘʤʠ ʠ ʧʘʧʢʘʤʠ. ʉʝʨʚʠʩʥʳʝ ʧʨʦʛʨʘʤʤ  r  15 

ʢʘ ʩ ʧʝʨʝʯʥʝʤ ʬʘʡʣʦʚ, ʜʦʩʪʫʧʥʳʭ ʜʣʷ ʫʜʘʣʝʥʠʷ, ʚ ʵʪʦʤ ʦʢʥʝ ʫʩʪʘʥʦʚʠʪʝ ʬʣʘʞʢʠ ʪʝʭ 

ʬʘʡʣʦʚ, ʢʦʪʦʨʳʝ ʪʨʝʙʫʝʪʩʷ ʫʜʘʣʠʪʴ ʠ ʱʝʣʢʥʠʪʝ ʥʘ ʢʥʦʧʢʝ ʆʂ. 

ʇʨʦʚʝʨʢʘ ʜʠʩʢʘ ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʦʙʥʘʨʫʞʝʥʠʷ ʦʰʠʙʦʢ ʬʘʡʣʦʚʦʡ ʩʠʩʪʝʤʳ ʠ 

ʧʦʚʨʝʞʜʝʥʠʷ ʩʝʢʪʦʨʦʚ ʥʘ ʞʝʩʪʢʦʤ ʜʠʩʢʝ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʟʘʧʫʩʪʠʪʴ ʧʨʦʛʨʘʤʤʫ ʧʨʦ-

ʚʝʨʢʘ ʜʠʩʢʘ, ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʩʣʝʜʫʶʱʝʝ: 

- ʚ ʦʢʥʝ ʄʦʡ ʢʦʤʧʴʶʪʝʨ ʚʳʙʝʨʠʪʝ ʜʠʩʢ, ʢʦʪʦʨʳʡ ʥʝʦʙʭʦʜʠʤʦ ʧʨʦʚʝʨʠʪʴ; 

- ʚr ʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʉʚʦʡʩʪʚʘ ʜʠʩʢʘ ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ; 

- ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʜʠʘʣʦʛʘ ʥʘ 
ʚʢʣʘʜʢʝ ʉʝʨʚʠʩ ʚʳʙʝʨʠʪʝ ɺʳʧʦʣʥʠʪʴ ʧʨʦ-

ʚʝʨʢʫ (ʧʨʦʚʝʨʢʘ ʪʦʤʘ ʥʘ ʥʘʣʠʯʠʝ ʦʰʠʙʦʢ); 

- ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʜʠʘʣʦʛʘ ʇʨʦ-

ʚʝʨʢʘ ʜʠʩʢʘ ʫʩʪʘʥʦʚʠʪʝ ʬʣʘʞʢʠ ɸʚʪʦʤʘ-

ʪʠʯʝʩʢʠ ʠʩʧʨʘʚʣ̫ ʪʴ ʩʠʩʪʝʤʥʳʝ ʦʰʠʙʢʠ, ʘ 

ʪʘʢʞʝ ʇʨʦʚʝʨʷʪʴ ʠ ʚʦʩʩʪʘʥʘʚʣʠʚʘʪʴ ʧʦ-

ʚʨʝʞʜʝʥʥʳʝ ʩʝʢʪʦʨʘ ʠ ʱʝʣʢʥʠʪʝ ʥʘ ʢʥʦʧ-

ʢʝ ɿʘʧʫʩʢ. ʇʝʨʝʜ ʟʘʧʫʩʢʦʤ ʧʨʦʚʝʨʢʠ ʜʠʩʢʘ 

ʥʝʦʙʭʦʜʠʤʦ ʟʘʢʨʳʪʴ ʚʩʝ ʩʦʜʝʨʞʘɦ ʠʝʩ ̫ʚ 

ʥʝʤ ʬʘʡʣʳ.  

ɸʨʭʠʚʘʮʠʷ ʜʘʥʥʳʭ (ʩʞʘʪʠʝ, ʫʧʘʢʦʚʢʘ, ʢʦʤʧʨʝʩʩʠʷ, ʩʞʠʤʘʶʱʝʝ ʢʦʜʠʨʦʚʘʥʠʝ) ï 

ʵʪʦ ʘʣʛʦʨʠʪʤʠʯʝʩʢʦʝ ʧʨʝʦʙʨʘʟʦʚʘʥʠʝ (ʢʦʜʠʨʦʚʘʥʠʝ) ʜʘʥʥʳʭ ʦʜʥʦʛʦ ʠʣʠ ʙʦʣʝʝ ʬʘʡ-

ʣʦʚ, ʧʨʦʠʟʚʦʜʠʤʦʝ ʩ ʮʝʣʴʶ ʫʤʝʥʴʰʝʥʠʷ ʠʭ ʦʙʲʸʤʘ ʠ ʨʘʟʤʝʱʝʥʠ ̫ʩʞʘʪʳʭ ʜʘʥʥʳʭ ʚ 

ʦʜʥʦʤ ʘʨʭʠʚʥʦʤ ʬʘʡʣʝ. ʉʞʘʪʠʝ ʦʩʥʦʚʘʥʦ ʥʘ ʫʩʪʨʘʥʝʥʠʠ ʠʟʙʳʪʦʯʥʦʩʪʠ, ʩʦʜʝʨʞʘ-

ʱʝʡʩʷ ʚ ʠʩʭʦʜʥʳʭ ʜʘʥʥʳʭ. ʇʨʦʩʪʝʡʰʠʤ ʧʨʠʤʝʨʦʤ ʠʟʙʳʪʦʯʥʦʩʪʠ ʷʚʣʷʝʪʩʷ ʧʦʚʪʦʨʝ-

ʥʠʝ ʚ ʪʝʢʩʪʝ ʬʨʘʛʤʝʥʪʦʚ, ʥʘʧʨʠʤʝʨ ʩʣʦʚ ʝʩʪʝʩʪʚʝʥʥʦʛʦ ʠʣʠ ʤʘʰʠʥʥʦʛʦ ʷʟʳʢʘ. ʇʦ-

ʜʦʙʥʘʷ ʠʟʙʳʪʦʯʥʦʩʪʴ ʦʙʳʯʥʦ ʫʩʪʨʘʥʷʝʪʩʷ ʟʘʤʝʥʦʡ ʧʦʚʪʦʨʷʶʱʝʡʩʷ ʧʦʩʣʝʜʦʚʘʪʝʣʴ-

ʥʦʩʪʠ ʩʩʳʣʢʦʡ ʥʘ ʫʞʝ ʟʘʢʦʜʠʨʦʚʘʥʥʳʡ ʬʨʘʛʤʝʥʪ ʩ ʫʢʘʟʘʥʠʝʤ ʝʛʦ ʜʣʠʥʳ. 

ɸʨʭʠʚʘʮʠʷ ʧʨʦʚʦʜʠʪʩʷ ʚ ʩʣʝʜʫʶʱʠʭ ʩʣʫʯʘ̫ ʭ:  

- ʢʦʛʜʘ ʥʝʦʙʭʦʜʠʤʦ ʩʦʟʜʘʪʴ ʨʝʟʝʨʚʥʳʝ ʢʦʧʠʠ ʥʘʠʙʦʣʝʝ ʮʝʥʥʳʭ ʬʘʡʣʦʚ; 

- ʢʦʛʜʘ ʥʝʦʙʭʦʜʠʤʦ ʦʩʚʦʙʦʜʠʪʴ ʤʝʩʪʦ ʥʘ ʜʠʩʢʝ; 

- ʢʦʛʜʘ ʥʝʦʙʭʦʜʠʤʦ ʧʝʨʝʜʘʪʴ ʬʘʡʣʳ ʧʦ ʝmail. 

ʃʶʙʦʡ ʠʟ ʘʨʭʠʚʦʚ ʠʤʝʝʪ ʩʚʦʶ ʰʢʘʣʫ ʩʪʝʧʝʥʠ ʩʞʘʪʠʷ. ʃʫʯʰʝ ʚʩʝʛʦ ʘʨʭʠʚʠʨʫ-

ʶʪʩʷ ʛʨʘʬʠʯʝʩʢʠʝ ʬʘʡʣʳ ʚ ʬʦʨʤʘʪʝ BMP, ʜʦʢʫʤʝʥʪʳ MS Office ʠ Web-ʩʪʨʘʥʠʮʳ.  

ʉʦʚʨʝʤʝʥʥʳʝ ʘʨʭʠʚʘʪʦʨʳ ʦʪʣʠʯʘʶʪʩʷ ʠʩʧʦʣʴʟʫʝʤʳʤʠ ʘʣʛʦʨʠʪʤʘʤʠ, ʩʢʦʨʦʩʪʴʶ 

ʨʘʙʦʪʳ, ʩʪʝʧʝʥʴʶ ʩʞʘʪʠʷ. ɺ ʥʘʩʪʦʷʱʝʝ ʚʨʝʤʷ ʣʫʯʰʠʤ ʘʨʭʠʚʘʪʦʨʦʤ ʜʣʷ Windows ʷʚ-

ʣʷʝʪʩʷ ʘʨʭʠʚʘʪʦʨ WinRAR. 

WinRAR ï ʵʪʦ ʤʦʱʥʦʝ ʩʨʝʜʩʪʚʦ ʩʦʟʜʘʥʠʷ ʘʨʭʠʚʦʚ ʠ ʫʧʨʘʚʣʝʥʠʷ ʠʤʠ. ɽʩʪʴ ʥʝ-

ʩʢʦʣʴʢʦ ʚʝʨʩʠʡ RAR ʜʣʷ ʨʘʟʥʳʭ ʦʧʝʨʘʮʠʦʥʥʳʭ ʩʠʩʪʝʤ. WinRAR ʩʧʦʩʦʙʝʥ ʩʦʟʜʘʪʴ 

ʘʨʭʠʚ ʚ ʜʚʫʭ ʨʘʟʣʠʯʥʳʭ ʬʦʨʤʘʪʘʭ: RAR ʠ ZIP. ʈʘʩʩʤʦʪʨʠʤ ʧʨʝʠʤʫʱʝʩʪʚʘ ʢʘʞʜʦʛʦ 

ʬʦʨʤʘʪʘ. 

ɸʨʭʠʚ ʚ ʬʦʨʤʘʪʝ RAR. ʌʦʨʤʘʪ RAR ʚ ʙʦʣʴʰʠʥʩʪʚʝ ʩʣʫʯʘʝʚ ʦʙʝʩʧʝʯʠʚʘʝʪ ʟʥʘ-

ʯʠʪʝʣʴʥʦ ʣʫʯʰʝʝ ʩʞʘʪʠʝ, ʯʝʤ ZIP. ʂʨʦʤʝ ʪʦʛʦ, ʬʦʨʤʘʪ RAR ʦʙʝʩʧʝʯʠʚʘʝʪ ʧʦʜʜʝʨʞ-

ʢʫ ʤʥʦʛʦʪʦʤʥʳʭ ʘʨʭʠʚʦʚ, ʠʤʝʝʪ ʩʨʝʜʩʪʚʘ ʚʦʩʩʪʘʥʦʚʣʝʥʠʷ ʧʦʚʨʝʞʜʝʥʥʳʭ ʬʘʡʣʦʚ, 

ʘʨʭʠʚʠʨʫʝʪ ʬʘʡʣʳ ʧʨʘʢʪʠʯʝʩʢʠ ʥʝʦʛʨʘʥʠʯʝʥʥʳʭ ʨʘʟʤʝʨʦʚ.  

ɸʨʭʠʚ ʚ ʬʦʨʤʘʪʝ ZIP. ʆʩʥʦʚʥʦʝ ʧʨʝʠʤʫʱʝʩʪʚʦ ʬʦʨʤʘʪʘ ZIP ï ʝʛʦ ʧʦʧʫʣʷʨ-

ʥʦʩʪʴ. ʅʘʧʨʠʤʝʨ, ʙʦʣʴʰʠʥʩʪʚʦ ʘʨʭʠʚʦʚ ʚ Internet ï ʵʪʦ ʘʨʭʠʚʳ ZIP. ʇʦʵʪʦʤʫ ʧʨʠʣʦ-

http://ru.wikipedia.org/wiki/%D0%94%D0%B0%D0%BD%D0%BD%D1%8B%D0%B5
http://ru.wikipedia.org/wiki/%D0%98%D0%B7%D0%B1%D1%8B%D1%82%D0%BE%D1%87%D0%BD%D0%BE%D1%81%D1%82%D1%8C
http://ru.wikipedia.org/wiki/%D0%A2%D0%B5%D0%BA%D1%81%D1%82
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ʞʝʥʠʝ ʢ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʝ ʣʫʯʰʝ ʚʩʝʛʦ ʥʘʧʨʘʚʣʷʪʴ ʚ ʬʦʨʤʘʪʝ ZIP. ʄʦʞʥʦ ʪʘʢʞʝ 

ʥʘʧʨʘʚʠʪʴ ʩʘʤʦʨʘʩʧʘʢʦʚʳʚʘʶʱʠʡʩʷ ʘʨʭʠʚ. ʊʘʢʦʡ ʘʨʭʠʚ ʷʚʣʝ̫ʪʩʷ ʥʝʤʥʦʛʦ ʙʦӢʣʴʰʠʤ, 

ʥʦ ʤʦʞʝʪ ʙʳʪʴ ʠʟʚʣʝʯʝʥ ʙʝʟ ʚʥʝʰʥʠʭ ʧʨʦʛʨʘʤʤ. ɼʨʫʛʦʝ ʧʨʝʠʤʫʱʝʩʪʚʦ ZIP ï ʩʢʦ-

ʨʦʩʪʴ. ɸʨʭʠʚ ZIP ʦʙʳʯʥʦ ʩʦʟʜʘʝʪʩʷ ʙʳʩʪʨʝʝ, ʯʝʤ RAR.  

ɸʥʪʠʚʠʨʫʩʥʘʷ ʧʨʦʛʨʘʤʤʘ (ʘʥʪʠʚʠʨʫʩ) ï ʧʨʦʛʨʘʤʤʘ ʜʣʷ ʚʳʷʚʣʝʥʠʷ ʠ ʫʜʘʣʝʥʠʷ 

ʢʦʤʧʴʶʪʝʨʥʳʭ ʚʠʨʫʩʦʚ ʠ ʜʨʫʛʠʭ ʚʨʝʜʦʥʦʩʥʳʭ ʧʨʦʛʨʘʤʤ, ʧʨʝʜʦʪʚʨʘʱʝʥʠʷ 

ʠʭ ʨʘʩʧʨʦʩʪʨʘʥʝʥʠʷ, ʘ ʪʘʢʞʝ ʚʦʩʩʪʘʥʦʚʣʝʥʠʷ ʧʨʦʛʨʘʤʤ ʟʘʨʘʞʝʥʥʳʭ ʠʤʠ. 

ʆʩʥʦʚʥʳʝ ʟʘʜʘʥʠʷ ʩʦʚʨʝʤʝʥʥʳʭ ʘʥʪʠʚʠʨʫʩʥʳʭ ʧʨʦʛʨʘʤʤ: 

- ʩʢʘʥʠʨʦʚʘʥʠʝ ʬʘʡʣʦʚ ʠ ʧʨʦʛʨʘʤʤ ʚ ʨʝʞʠʤʝ ʨʝʘʣʴʥʦʛʦ ʚʨʝʤʝʥʠ; 

- ʩʢʘʥʠʨʦʚʘʥʠʝ ʢʦʤʧʴʶʪʝʨʘ ʧʦ ʪʨʝʙʦʚʘʥʠʶ; 

- ʩʢʘʥʠʨʦʚʘʥʠʝ ʀʥʪʝʨʥʝʪ-ʪʨʘʬʠʢʘ; 

- ʩʢʘʥʠʨʦʚʘʥʠʝ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ; 

- ʟʘʱʠʪʘ ʦʪ ʘʪʘʢ ʦʧʘʩʥʳʭ ʚʝʙ-ʫʟʣʦʚ; 

- ʚʦʩʩʪʘʥʦʚʣʝʥʠʝ ʧʦʚʨʝʞʜʝʥʥʳʭ ʬʘʡʣʦʚ (ʣʝʯʝʥʠʝ). 

ʇʨʠʟʥʘʢʠ ʟʘʨʘʞʝʥʠʷ ʇʂ ʚʠʨʫʩʦʤ: 

-  ʤʝʜʣʝʥʥʘʷ ʨʘʙʦʪʘ ʢʦʤʧʴʪʁʝʨʘ; 

-  ʟʘʚʠʩʘʥʠʷ ʠ ʩʙʦʠ ʚ ʨʘʙʦʪʝ ʢʦʤʧʴʶʪʝʨʘ; 

-  ʠʟʤʝʥʝʥʠʝ ʨʘʟʤʝʨʦʚ ʬʘʡʣʦʚ; 

-  ʫʤʝʥʴʰʝʥʠʝ ʨʘʟʤʝʨʘ ʩʚʦʙʦʜʥʦʡ ʦʧʝʨʘʪʠʚʥʦʡ ʧʘʤʪ̫ʠ; 

-  ʟʥʘʯʠʪʝʣʴʥʦʝ ʫʚʝʣʠʯʝʥʠʝ ʢʦʣʠʯʝʩʪʚʘ ʬʘʡʣʦʚ ʥʘ ʜʠʩʢʝ; 

-  ʠʩʯʝʟʥʦʚʝʥʠʝ ʬʘʡʣʦʚ ʠ ʢʘʪʘʣʦʛʦʚ ʠʣʠ ʠʩʢʘʞʝʥʠʝ ʠʭ ʩʦʜʝʨʞʠʤʦʛʦ; 

-  ʠʟʤʝʥʝʥʠʝ ʜʘʪʳ ʠ ʚʨʝʤʝʥʠ ʤʦʜʠʬʠʢʘʮʠʠ ʬʘʡʣʦʚ. 

ʆʜʥʠʤ ʠʟ ʦʩʥʦʚʥʳʭ ʩʧʦʩʦʙʦʚ ʙʦʨʴʙʳ ʩ ʚʠʨʫʩʘʤʠ ʷʚʣʷʝʪʩʷ ʩʚʦʝʚʨʝʤʝʥʥʘʷ ʧʨʦ-

ʬʠʣʘʢʪʠʢʘ. ʏʪʦʙʳ ʧʨʝʜʦʪʚʨʘʪʠʪʴ ʟʘʨʘʞʝʥʠʝ ʚʠʨʫʩʘʤʠ ʠ ʘʪʘʢʠ ʪʨʦʷʥʩʢʠʭ ʢʦʥʝʡ, 

ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʷʪʴ ʥʝʢʦʪʦʨʳʝ ʨʝʢʦʤʝʥʜʘʮʠʠ: 

- ʥʝ ʟʘʧʫʩʢʘʡʪʝ ʧʨʦʛʨʘʤʤʳ, ʧʦʣʫʯʝʥʥʳʝ ʠʟ ʀʥʪʝʨʥʝʪ ʠʣʠ ʚ ʚʠʜʝ ʚʣʦʞʝʥʠʷ ʚ 
ʩʦʦʙʱʝʥʠʝ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ ʙʝʟ ʧʨʦʚʝʨʢʠ ʥʘ ʥʘʣʠʯʠʝ ʚ ʥʠʭ ʚʠʨʫʩʦʚ; 

- ʥʝʦʙʭʦʜʠʤʦ ʧʨʦʚʝʨʷʪʴ ʚʩʝ ʚʥʝʰʥʠʝ ʜʠʩʢʠ ʥʘ ʥʘʣʠʯʠʝ ʚʠʨʫʩʦʚ, ʧʨʝʞʜʝ ʯʝʤ 

ʢʦʧʠʨʦʚʘʪʴ ʠʣʠ ʦʪʢʨʳʚʘʪʴ ʩʦʜʝʨʞʘʱʠʝʩʷ ʥʘ ʥʠʭ ʬʘʡʣʳ ʠʣʠ ʚʳʧʦʣʥʷʪʴ ʟʘʛʨʫʟʢʫ 

ʢʦʤʧʴʶʪʝʨʘ ʩ ʪʘʢʠʭ ʜʠʩʢʦʚ; 

- ʥʝʦʙʭʦʜʠʤʦ ʫʩʪʘʥʦʚʠʪʴ ʘʥʪʠʚʠʨʫʩʥʫʶ ʧʨʦʛʨʘʤʤʫ ʠ ʨʝʛʫʣʷʨʥʦ ʧʦʣʴʟʦʚʘʪʴʩʷ 
ʝʶ ʜʣʷ ʧʨʦʚʝʨʢʠ ʢʦʤʧʴʶʪʝʨʦʚ. ʆʧʝʨʘʪʠʚʥʦ ʧʦʧʦʣʥʷʡʪʝ ʙʘʟʫ ʜʘʥʥʳʭ ʘʥʪʠʚʠʨʫʩʥʦʡ 

ʧʨʦʛʨʘʤʤʳ ʥʘʙʦʨʦʤ ʬʘʡʣʦʚ ʩʠʛʥʘʪʫʨ ʚʠʨʫʩʦʚ, ʢʘʢ ʪʦʣʴʢʦ ʧʦʷʚʣʷʶʪʩʷ ʥʦʚʳʝ ʩʠʛʥʘ-

ʪʫʨʳ; 

- ʥʝʦʙʭʦʜʠʤʦ ʨʝʛʫʣʷʨʥʦ ʩʢʘʥʠʨʦʚʘʪʴ ʞʝʩʪʢʠʝ ʜʠʩʢʠ ʚ ʧʦʠʩʢʘʭ ʚʠʨʫʩʦʚ. ʉʢʘ-

ʥʠʨʦʚʘʥʠʝ ʦʙʳʯʥʦ ʚʳʧʦʣʥʷʝʪʩʷ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʧʨʠ ʢʘʞʜʦʤ ʚʢʣʶʯʝʥʠʠ ʇʂ ʠ ʧʨʠ 

ʨʘʟʤʝʱʝʥʠʠ ʚʥʝʰʥʝʛʦ ʜʠʩʢʘ ʚ ʩʯʠʪʳʚʘʶʱʝʤ ʫʩʪʨʦʡʩʪʚʝ. ʇʨʠ ʩʢʘʥʠʨʦʚʘʥʠʠ ʘʥʪʠ-

ʚʠʨʫʩʥʘʷ ʧʨʦʛʨʘʤʤʘ ʠʱʝʪ ʚʠʨʫʩ ʧʫʪʝʤ ʩʨʘʚʥʝʥʠʷ ʢʦʜʘ ʧʨʦʛʨʘʤʤ ʩ ʢʦʜʘʤʠ ʠʟʚʝʩʪ-

ʥʳʭ ʝʡ ʚʠʨʫʩʦʚ, ʭʨʘʥʷɦ ʠʭʩʷ ʚ ʙʘʟʝ ʜʘʥʥʳʭ; 

- ʩʦʟʜʘʚʘʪʴ ʥʘʜʝʞʥʳʝ ʧʘʨʦʣʠ, ʯʪʦʙʳ ʚʠʨʫʩʳ ʥʝ ʤʦʛʣʠ ʣʝʛʢʦ ʧʦʜʦʙʨʘʪʴ ʧʘʨʦʣʴ 

ʠ ʧʦʣʫʯʠʪʴ ʨʘʟʨʝʰʝʥʠʷ ʘʜʤʠʥʠʩʪʨʘʪʦʨʘ. ʈʝʛʫʣʷʨʥʦʝ ʘʨʭʠʚʠʨʦʚʘʥʠʝ ʬʘʡʣʦʚ ʧʦʟʚʦ-

ʣʠʪ ʤʠʥʠʤʠʟʠʨʦʚʘʪʴ ʫʱʝʨʙ ʦʪ ʚʠʨʫʩʥʦʡ ʘʪʘʢʠ; 

- ʦʩʥʦʚʥʳʤ ʩʨʝʜʩʪʚʦʤ ʟʘʱʠʪʳ ʠʥʬʦʨʤʘʮʠʠ ï ʷʚʣʷʝʪʩʷ ʨʝʟʝʨʚʥʦʝ ʢʦʧʠʨʦʚʘʥʠʝ 

ʮʝʥʥʳʭ ʜʘʥʥʳʭ, ʢʦʪʦʨʳʝ ʭʨʘʥʷʪʩʷ ʥʘ ʞʝʩʪʢʠʭ ʜʠʩʢʘʭ. 



ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ Wʽndows: ʨʘʙʦʪʘ ʩ ʷʨʣʳʢʘʤʠ, ʬʘʡʣʘʤʠ ʠ ʧʘʧʢʘʤʠ. ʉʝʨʚʠʩʥʳʝ ʧʨʦʛʨʘʤʤ  r  17 

ʂ ʥʘʠʙʦʣʝʝ ʵʬʬʝʢʪʠʚʥʳʤ ʠ ʧʦʧʫʣʷʨʥʳʤ ʘʥʪʠʚʠʨʫʩʥʳʤ ʧʨʦʛʨʘʤʤʘʤ ʥʘ ʜʘʥʥʳʡ 

ʤʦʤʝʥʪ ʦʪʥʦʩʷʪʩʷ: Dr.Web, ɸʥʪʠʚʠʨʫʩ ʂʘʩʧʝʨʩʢʦʛʦ, Avast, Avira AntiVir , AVG Anti-

Virus, Microsoft Security Essentials, Panda Cloud Antivirus ʠ ʤʥʦʛʠʝ ʜʨʫʛʠʝ. 

ɿʘʤʝʪʠʤ, ʯʪʦ ʠʩʧʦʣʴʟʦʚʘʥʠʝ ʙʦʣʝʝ ʯʝʤ ʦʜʥʦʛʦ ʘʥʪʠʚʠʨʫʩʥʦʛʦ ʧʨʦʜʫʢʪʘ ʜʣʷ ʟʘ-

ʱʠʪʳ ʚ ʨʝʞʠʤʝ ʨʝʘʣʴʥʦʛʦ ʚʨʝʤʝʥʠ ʤʦʞʝʪ ʚʳʟʚʘʪʴ ʢʦʥʬʣʠʢʪʳ ʠ ʯʨʝʟʤʝʨʥʦʝ ʠʩʧʦʣʴ-

ʟʦʚʘʥʠʝ ʩʠʩʪʝʤʥʳʭ ʨʝʩʫʨʩʦʚ, ʧʦʵʪʦʤʫ ʩʪʨʦʛʦ ʨʝʢʦʤʝʥʜʫʝʪʩʷ ʠʩʧʦʣʴʟʦʚʘʪʴ ʪʦʣʴʢʦ 

ʦʜʠʥ ʘʥʪʠʚʠʨʫʩ ʜʣʷ ʟʘʱʠʪʳ ʚ ʨʝʞʠʤʝ ʨʝʘʣʴʥʦʛʦ ʚʨʝʤʝʥʠ. 

ʉ ʫʚʝʣʠʯʝʥʠʝʤ ʢʦʣʠʯʝʩʪʚʘ ʚʨʝʜʦʥʦʩʥʳʭ ʧʨʦʛʨʘʤʤ, ʧʘʨʘʣʣʝʣʴʥʦ ʩ ʘʥʪʠʚʠʨʫʩʘʤʠ 

ʥʫʞʥʦ ʠʤʝʪʴ ʠ ʜʨʫʛʠʝ ʧʨʦʛʨʘʤʤʳ ʜʣʷ ʦʙʝʩʧʝʯʝʥʠʷ ʙʝʟʦʧʘʩʥʦʩʪʠ ʢʦʤʧʴʶʪʝʨʘ ï 

ʚ ʧʝʨʚʫʶ ʦʯʝʨʝʜʴ ʬʘʡʝʨʚʦʣʳ ʠ ʘʥʪʠʰʧʠʦʥʳ. 

ʉʪʘʥʜʘʨʪʥʳʝ ʧʨʦʛʨʘʤʤ  r

ɼʦʩʪʫʧ ʢ ʦʩʥʦʚʥʳʤ ʩʪʘʥʜʘʨʪʥʳʤ ʧʨʦʛʨʘʤʤʘʤ Windows, ʢ ʢʦʪʦʨʳʤ ʦʪʥʦʩʷʪʩʷ 

ɹʣʦʢʥʦʪ, WordPad, Paint, ʂʘʣʴʢʫʣʷʪʦʨ ʠ ʜʨ., ʤʦʞʥʦ ʧʦʣʫʯʠʪʴ ʢʦʤʘʥʜʦʡ ʇʫʩʢ / ʇʨʦ-

ʛʨʘʤʤʳ / ʉʪʘʥʜʘʨʪʥʳʝ. 

ʂʘʣʴʢʫʣʷʪʦʨ ï ʢʦʤʧʴʶʪʝʨʥʘʷ ʧʨʦʛʨʘʤʤʘ, ʵʤʫʣʠʨʫʶʱʘʷ ʬʫʥʢʮʠʠ ʢʘʣʴʢʫʣʷʪʦ-

ʨʘ, ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʚʳʧʦʣʥʝʥʠʷ ʧʨʦʩʪʳʭ ʤʘʪʝʤʘʪʠʯʝʩʢʠʭ ʚʳʯʠʩʣʝʥʠʡ. ʋʧʨʘʚʣʷʪʴ 

ʢʘʣʴʢʫʣʷʪʦʨʦʤ ʤʦʞʥʦ ʢʘʢ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ, ʪʘʢ ʠ ʧʦʩʨʝʜʩʪʚʦʤ ʢʣʘʚʠʘʪʫʨʳ, ʠʩ-

ʧʦʣʴʟʫʷ ʜʣʷ ʵʪʦʛʦ ʮʠʬʨʦʚʳʝ ʢʣʘʚʠʰʠ ʚ ʚʝʨʭʥʝʡ ʯʘʩʪʠ ʢʣʘʚʠʘʪʫʨʳ ʠʣʠ ʢʣʘʚʠʰʠ ʝʝ 

ʮʠʬʨʦʚʦʛʦ ʙʣʦʢʘ, ʢʦʪʦʨʳʡ, ʨʘʟʫʤʝʝʪʩʷ, ʜʦʣʞʝʥ ʙʳʪʴ ʚʢʣʶʯʝʥ (ʵʪʦ ʜʝʣʘʝʪʩʷ ʧʫʪʝʤ 

ʥʘʞʘʪʠʷ ʢʣʘʚʠʰʠ [Num Lock], ʧʨʠ ʵʪʦʤ ʥʘʯʠʥʘʝʪ ʩʚʝʪʠʪʴʩʷ ʦʜʥʦʠʤʝʥʥʳʡ ʠʥʜʠʢʘ-

ʪʦʨ). ɺ ʜʦʧʦʣʥʝʥʠʝ ʢ ʦʧʮʠʷʤ ʦʙʳʯʥʦʛʦ ʨʝʞʠʤʘ, ʚ ʠʥʞʝʥʝʨʥʦʤ ʨʝʞʠʤʝ, ʜʣʷ ʚʢʣʶʯʝ-

ʥʠʷ ʢʦʪʦʨʦʛʦ ʥʘʜʦ ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ ɺʠʜ ʧʫʥʢʪ ʀʥʞʝʥʝʨʥʳʡ, ʜʦʩʪʫʧʥʳ ʪʨʠʛʦʥʦʤʝʪ-

ʨʠʯʝʩʢʠʝ ʠ ʛʠʧʝʨʙʦʣʠʯʝʩʢʠʝ ʬʫʥʢʮʠʠ (ʦʙʨʘʪʥʳʝ ʠʤ ʬʫʥʢʮʠʠ ʜʦʩʪʫʧʥʳ ʧʨʠ ʥʘʞʘʪʠʠ 

ʥʘ ʢʥʦʧʢʫ [Inv]), ʥʘʪʫʨʘʣʴʥʳʝ ʠ ʜʝʩʷʪʠʯʥʳʝ ʣʦʛʘʨʠʬʤʳ, ʚʦʟʚʝʜʝʥʠʝ ʚ ʩʪʝʧʝʥʴ, ʠʟ-

ʚʣʝʯʝʥʠʝ ʢʦʨʥʷ, ʚʳʯʠʩʣʝʥʠʝ ʬʘʢʪʦʨʠʘʣʦʚ ʠ ʜʨ. 

ɹʣʦʢʥʦʪ ï ʵʪʦ ʥʝʩʣʦʞʥʳʡ ʪʝʢʩʪʦʚʳʡ ʨʝʜʘʢʪʦʨ, ʠʩʧʦʣʴʟʫʝʤʳʡ ʜʣʷ ʩʦʟʜʘʥʠʷ 

ʧʨʦʩʪʳʭ ʜʦʢʫʤʝʥʪʦʚ (txt ), ʯʘʩʪʦ ʧʨʠʤʝʥʷʝʪʩʷ ʜʣʷ ʩʦʟʜʘʥʠʷ Web-ʩʪʨʘʥʠʮ. 

WordPad ï ʵʪʦ ʪʝʢʩʪʦʚʳʡ ʨʝʜʘʢʪʦʨ, ʧʨʠ ʧʦʤʦʱʠ ʢʦʪʦʨʦʛʦ ʤʦʞʥʦ ʩʦʟʜʘʚʘʪʴ ʠ 

ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʢʘʢ ʧʨʦʩʪʳʝ ʪʝʢʩʪʦʚʳʝ ʜʦʢʫʤʝʥʪʳ, ʪʘʢ ʠ ʜʦʢʫʤʝʥʪʳ ʩʦ ʩʣʦʞʥʳʤ 

ʬʦʨʤʘʪʠʨʦʚʘʥʠʝʤ ʠ ʨʠʩʫʥʢʘʤʠ. WordPad ʦʙʣʘʜʘʝʪ ʙʦӢʣɹ ʠhʤ ʥʘʙʦʨʦʤ ʠʥʩʪʨʫʤʝʥʪʦʚ, 

ʯʝʤ ɹʣʦʢʥʦʪ, ʧʦʩʢʦʣʴʢʫ ʧʦʜʜʝʨʞʠʚʘʝʪ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʠ ʧʝʯʘʪʴ ʪʝʢʩʪʘ, ʥʦ ʥʝ ʠʤʝʝʪ 

ʨʷʜʘ ʪʘʢʠʭ ʚʘʞʥʳʭ ʠʥʩʪʨʫʤʝʥʪʦʚ ʢʘʢ ʪʘʙʣʠʮʳ ʠ ʩʨʝʜʩʪʚʘ ʧʨʦʚʝʨʢʠ ʦʨʬʦʛʨʘʬʠʠ.  

Paint  ï ʧʨʦʩʪʦʡ ʛʨʘʬʠʯʝʩʢʠʡ ʨʝʜʘʢʪʦʨ ʜʣʷ ʧʨʦʩʤʦʪʨʘ ʠ ʠʟʤʝʥʝʥʠʷ ʩʫʱʝʩʪʚʫ-

ʶʱʠʭ ʠʟʦʙʨʘʞʝʥʠʡ, ʩʦʟʜʘʥʠʷ ʧʨʦʩʪʳʭ ʨʘʩʪʨʦʚʳʭ ʨʠʩʫʥʢʦʚ. ʈʝʜʘʢʪʦʨ ʤʦʞʝʪ ʨʘʙʦ-

ʪʘʪʴ ʩ ʬʘʡʣʘʤʠ ʨʘʩʰʠʨʝʥʠʷ: bmp, jpg , gif , tiff , png ʠ ʜʨ. 

ʇʨʦʚʦʜʥʠʢ ï ʛʣʘʚʥʳʡ ʠʥʩʪʨʫʤʝʥʪ Windows ʜʣʷ ʧʨʦʩʤʦʪʨʘ ʬʘʡʣʦʚ ʠ ʧʘʧʦʢ, 

ʭʨʘʥʷʱʠʭʩʷ ʥʘ ʜʠʩʢʘʭ ʠ ʜʨʫʛʠʭ ʥʦʩʠʪʝʣʷʭ ʠʥʬʦʨʤʘʮʠʠ. ɹʦʣʝʝ ʧʦʜʨʦʙʥʦʝ ʦʧʠʩʘʥʠʝ 

ʧʨʝʜʥʘʟʥʘʯʝʥʠʷ ʵʪʦʡ ʧʨʦʛʨʘʤʤʳ ʩʤʦʪʨʠʪʝ ʚʳʰʝ ʚ ʧ. 3 ʌʘʡʣʦʚʘʷ ʩʠʩʪʝʤʘ. 

 

http://biblprog.org.ua/ru/microsoft_security_essentials/
http://biblprog.org.ua/ru/panda_cloud_antivirus/
http://biblprog.org.ua/ru/firewalls/
http://biblprog.org.ua/ru/antispy/
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ȜșȒȏȋȘȓȐ, țȐȏȋȕȝȓțșȍȋȘȓȐ ȓ ȟșțȗȋȝȓțșȍȋȘȓȐ  

ȏșȕȞȗȐȘȝșȍ ȍ ȝȐȕȜȝșȍșȗ țȐȏȋȕȝșțȐ MȂCROSOFT WORD 

ɿʘʜʘʥʠʝ  

1) ɿʘʧʫʩʪʠʪʝ ʪʝʢʩʪʦʚʳʡ ʨʝʜʘʢʪʦʨ Microsoft Word ʠ ʠʟʫʯʠʪʝ ʦʩʥʦʚʥʳʝ ʵʣʝʤʝʥʪ r

ʛʨʘʬʠʯʝʩʢʦʛʦ ʠʥʪʝʨʬʝʡʩʘ ʝʛʦ ʦʢʥʘ. 

2) ʉʦʟʜʘʡʪʝ ʥʦʚrʡ ʜʦʢʫʤʝʥʪ, ʩʦʜʝʨʞʘʱʠʡ ʟʘʷʚʣʝʥʠʝ ʦ ʟʘʯʠʩʣʝʥʠʠ ʚ ʚʫʟ ʠʣʠ ʦ 

ʧʨʠʝʤʝ ʥʘ ʨʘʙʦʪʫ. ʊʝʢʩʪ ʟʘʷʚʣʝʥʠʷ ʜʦʣʞʝʥ ʨʘʚʥʦʤʝʨʥʦ ʨʘʟʤʝɦ ʘʪʴʩ ̫ʧʦ ʚʩʝʤʫ ʣʠʩʪʫ, 

ʠʤʝʪʴ, ʢʘʢ ʤʠʥʠʤʫʤ, 4 ʧʨʝʜʣʦʞʝʥʠʷ, ʠʤʝʪɹ ʪʨʘʜʠʮʠʦʥʥʦ ʧʨʠʥʪ̫rʡ ʚʠʜ.  

ʘ) ʂʦʤʘʥʜʦʡ ʌʘʡʣ / ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ ʠʣʠ ʜʚʦʡʥʳʤ ʱʝʣʯʢʦʤ ʧʦ ʣʠʥʝʡʢʝ 

ʫʩʪʘʥʦʚʠʪʝ ʧʦʣʷ ʩʪʨʘʥʠʮʳ: ʩʣʝʚʘ ï 2,5 ʩʤ; ʩʚʝʨʭʫ, ʩʧʨʘʚʘ ʠ ʩʥʠʟʫ ï ʧʦ 1,5 ʩʤ. 

ɺ MS Word 2010 ʢʦʤʘʥʜʘ ʥʘʭʦʜʠʪʩʷ ʥʘ ʟʘʢʣʘʜʢʝ ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ ʚ ʛʨʫʧʧʝ ʇʘ-

ʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ / ʇʦʣʷ / ʅʘʩʪʨʘʠʚʘʝʤʳʝ ʧʦʣʷ ʠʣʠ ʜʚʦʡʥʳʤ ʱʝʣʯʢʦʤ ʧʦ ʣʠʥʝʡʢʝ. 

ʙ) ʐʨʠʬʪ ʚʩʝʛʦ ʪʝʢʩʪʘ ʟʘʜʘʪʴ: Times New Roman, 14.  

ʚ) ʂʦʤʘʥʜʦʡ ʌʦʨʤʘʪ / ɸʙʟʘʮ ʠʣʠ ʢʥʦʧʢʦʡ  ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʟʘʜʘʡʪʝ 

ʤʝʞʩʪʨʦʯʥʳʡ ʠʥʪʝʨʚʘʣ ï 1,5 ʜʣʷ ʚʩʝʛʦ ʪʝʢʩʪʘ ʟʘʷʚʣʝʥʠʷ. ɺ MS Word 2010 ʘʥʘʣʦʛʠʯ-

ʥʘʷ ʢʦʤʘʥʜʘ ʥʘʭʦʜʠʪʩʷ ʥʘ ʟʘʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ɸʙʟʘʮ. 

ʛ) ɿʘʜʘʡʪʝ ʘʚʪʦʤʘʪʠʯʝʩʢʫʶ ʨʘʩʩʪʘʥʦʚʢʫ ʧʝʨʝʥʦʩʦʚ ʢʦʤʘʥʜʦʡ ʉʝʨʚʠʩ / ʗʟʳʢ / 

ʈʘʩʩʪʘʥʦʚʢʘ ʧʝʨʝʥʦʩʦʚ. (ɺ MS Word 2010 ï ʢʦʤʘʥʜʘ ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ / ʇʘʨʘ-

ʤʝʪʨʳ ʩʪʨʘʥʠʮʳ / ʈʘʩʩʪʘʥʦʚʢʘ ʧʝʨʝʥʦʩʦʚ / ɸʚʪʦ.) 

ʜ) ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʘʙʟʘʮʝʚ ʩʣʝʜʫʶʱʝʝ: 

- ʜʣʷ ʰʘʧʢʠ ʫʩʪʘʥʦʚʠʪʝ ʙʝʛʫʥʢʘʤʠ, ʨʘʩʧʦʣʦʞʝʥʥʳʤʠ ʥʘ ʣʠʥʝʡʢʝ, ʦʪʩʪʫʧ, ʨʘʚʥʳʡ 

ʧʨʠʙʣʠʟʠʪʝʣʴʥʦ ʧʦʣʦʚʠʥʝ ʩʪʨʘʥʠʮʳ,  

ʚrʨʘʚʥʠʚʘʥʠʝ ʧʦ ʣʝʚʦʤʫ ʢʨʘʶ ; 

- ʚ ʩʪʨʦʢʝ ʩʦ ʩʣʦʚʦʤ ñɿʘʷʚʣʝʥʠʝò 

ʫʩʪʘʥʦʚʠʪʝ ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ ʮʝʥʪʨʫ , 

ʚʳʜʝʣʠʪʝ ʪʝʢʩʪ ʠ ʢʦʤʘʥʜʦʡ ʌʦʨʤʘʪ / ʈʝ-

ʛʠʩʪʨ ʠʣʠ ʢʥʦʧʢʦʡ  ʥʘ ʧʘʥʝʣʠ ʠʥ-

ʩʪʨʫʤʝʥʪʦʚ (ʚ Word 2010 ʘʥʘʣʦʛʠʯʥʘʷ 

ʢʥʦʧʢʘ  ʥʘʭʦʜʠʪʩʷ ʚ ʛʨʫʧʧʝ ʐʨʠʬʪ) 

ʟʘʜʘʡʪʝ ʦʧʮʠʶ ï ɺʉɽ ʇʈʆʇʀʉʅʓɽ; 

- ʜʣʷ ʦʩʥʦʚʥʦʛʦ ʪʝʢʩʪʘ ʟʘʷʚʣʝʥʠʷ 

ʟʘʜʘʡʪʝ ʦʪʩʪʫʧ ʧʝʨʚʦʡ ʩʪʨʦʢʠ 1.25, ʚʳ-

ʨʘʚʥʠʚʘʥʠʝ ï ʧʦ ʰʠʨʠʥʝ ; 

-  ʜʣʷ ʜʘʪʳ ʠ ʧʦʜʧʠʩʠ ʫʙʝʨʠʪʝ ʦʪ-

ʩʪʫʧ ʧʝʨʚʦʡ ʩʪʨʦʢʠ, ʘ ʦʪʩʪʫʧ ʤʝʞʜʫ ʜʘ-

ʪʦʡ ʠ ʬʘʤʠʣʠʝʡ ʘʚʪʦʨʘ ʟʘʷʚʣʝʥʠʷ, ʚ ʢʦ-

ʪʦʨʦʤ ʚ ʜʘʣʴʥʝʡʰʝʤ ʙʫʜʝʪ ʧʦʩʪʘʚʣʝʥʘ 

ʧʦʜʧʠʩʴ ʘʚʪʦʨʘ, ʟʘʜʘʡʪʝ ʦʜʥʠʤ ʩʠʤʚʦ-

ʣʦʤ ʪʘʙʫʣʷʮʠʠ (ʦʜʥʦ ʥʘʞʘʪʠʝ ʢʣʘʚʠʰʠ 

[Tab]), ʟʘʜʘʚ ʥʫʞʥʦʶ ʧʦʟʠʮʠʶ ʪʘʙʫʣʷ-

ʮʠʠ ʦʜʥʠʤ ʱʝʣʯʢʦʤ ʤʳʰʠ ʥʘ ʛʦʨʠʟʦʥ-

ʪʘʣʴʥʦʡ ʣʠʥʝʡʢʝ. 
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3) ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʨʦʩʤʦʪʨʝʪʴ ʥʘ ʵʢʨʘʥʝ, ʢʘʢ ʙʫʜʝʪ ʚʳʛʣʷʜʝʪʴ ʟʘʷʚʣʝʥʠʝ ʥʘ ʣʠ-

ʩʪʝ ʙʫʤʘʛʠ ʧʦʩʣʝ ʨʘʩʧʝʯʘʪʢʠ, ʚʢʣʁʯʠʪʝ ʨʝʞʠʤ ʧʨʝʜʚʘʨʠʪʝʣʴʥʦʛʦ ʧʨʦʩʤʦʪʨʘ ʦʜʥʠʤ 

ʠʟ ʪʨʝʭ ʩʧʦʩʦʙʦʚ: 

- ʚʳʧʦʣʥʠʪʴ ʌʘʡʣ / ʇʨʝʜʚʘʨʠʪʝʣʴʥʳʡ ʧʨʦʩʤʦʪʨ;  

- ʥʘʞʘʪʴ ʢʥʦʧʢʫ  ʥʘ ʩʪʘʥʜʘʨʪʥʦʡ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ;  

- ʥʘʞʘʪʴ ʢʦʤʙʠʥʘʮʠʶ ʢʣʘʚʠʰ [Ctrl] + [F2].  

ɼʣʷ ʚʳʭʦʜʘ ʠʟ ʨʝʞʠʤʘ ʧʨʝʜʚʘʨʠʪʝʣʴʥʦʛʦ ʧʨʦʩʤʦʪʨʘ ʜʦʩʪʘʪʦʯʥʦ ʥʘʞʘʪʴ ʢʣʘʚʠ-

ʰʫ [Esc] ʠʣʠ [Ctrl] + [F2]. ʄʦʞʥʦ ʪʘʢʞʝ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʢʥʦʧʢʦʡ ɿʘʢʨʳʪʴ ʠʣʠ ʚʳ-

ʧʦʣʥʠʪʴ ʧʫʥʢʪ ʤʝʥʶ ʌʘʡʣ / ʇʨʝʜʚʘʨʠʪʝʣʥɹʳʡ ʧʨʦʩʤʦʪʨ. 

4) ɺʥʝʩʠʪʝ ʧʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʢʦʨʨʝʢʪʠʨʦʚʢʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʜʣʷ ʙʦʣʝʝ ʨʘʚ-

ʥʦʤʝʨʥʦʛʦ ʨʘʟʤʝɦʝʥʠʷ ʪʝʢʩʪʘ ʟʘʷʚʣʝʥʠʷ ʧʦ ʚʩʝʤʫ ʣʠʩʪʫ. ʉʦʭʨʘʥʠʪʝ ʜʦʢʫʤʝʥʪ ʚ ʩʚʦ-

ʝʡ ʧʘʧʢʝ ʢʦʤʘʥʜʦʡ ʌʘʡʣ / ʉʦʭʨʘʥʠʪʴ (ʢʥʦʧʢʘ  ʠʣʠ [Ctrl] + [S]) ʩ ʠʤʝʥʝʤ ʌʘʤʠ-

ʣʠʷ_ʟʘʷʚʣʝʥʠʝ, ʪʠʧ ʬʘʡʣʘ doc (ʬʘʤʠʣʠʶ ʫʢʘʟʳʚʘʝʪʝ ʩʚʦʶ). 

5) ʆʪʢʨʦʡʪʝ ʬʘʡʣ ʉʧʨʘʚʢʘ_1_n.txt, ʩʦʟʜʘʥʥʳʡ ɺʘʤʠ ʚ ʧʨʝʜʳʜʫʱʝʡ ʨʘʙʦʪʝ, ʚʳ-

ʜʝʣʠʪʝ ʚʩ yʝʛʦ ʩʦʜʝʨʞʠʤʦʝ (ʥʝ ʤʝʥʝʝ 5 ʠ ʥʝ ʙʦʣʝʝ 7 ʘʙʟʘʮʝʚ) ʠ ʩʢʦʧʠʨʫʡʪʝ ʩ ʧʦʤʦ-

ʱʴʶ ʩʦʯʝʪʘʥʠʷ ʢʣʘʚʠʰ [Ctrl] + [ʉ]. 

6) ʉʦʟʜʘʡʪʝ ʚ ʩʚʦʝʡ ʧʘʧʢʝ ʥʦʚʳʡ ʜʦʢʫʤʝʥʪ Word ʩ ʠʤʝʥʝʤ ʌʘʤʠʣʠʷ_2_n.doc 

(ʛʜʝ n ï ʥʦʤʝʨ ɺʘʰʝʛʦ ʚʘʨʠʘʥʪʘ) ʠ ʚʩʪʘʚʴʪʝ ʩʢʦʧʠʨʦʚʘʥʥʳʡ ʬʨʘʛʤʝʥʪ. ʆʙʱʠʡ ʦʙʲʝʤ 

ʪʝʢʩʪʘ ʜʦʣʞʝʥ ʩʦʩʪʘʚʣʷʪʴ ʥʝ ʤʝʥʝʝ ʧʷʪʠ ʘʙʟʘʮʝʚ, ʢʘʞʜʳʡ ʠʟ ʢʦʪʦʨʳʭ ʩʦʩʪʦʷʪʴ ʠʟ ʯʝ-

ʪʳʨʝʭ-ʧʷʪʠ ʩʪʨʦʢ. ɺ ʩʣʫʯʘʝ ʥʝʩʦʙʣʶʜʝʥʠʷ ʵʪʦʛʦ ʪʨʝʙʦʚʘʥʠʷ, ʧʨʦʜʫʙʣʠʨʫʡʪʝ ʩʦʜʝʨ-

ʞʠʤʦʝ ʝʱʝ ʨʘʟ ʜʣʷ ʫʚʝʣʠʯʝʥʠʷ ʦʙʲʝʤʘ ʠʥʬʦʨʤʘʮʠʠ ʬʘʡʣʘ, ʢʦʪʦʨʫʶ ʥʘʜʦ ʙʫʜʝʪ 

ʬʦʨʤʘʪʠʨʦʚʘʪʴ. 

7) ʂʦʤʘʥʜʦʡ ʌʘʡʣ / ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ ʠʣʠ ʜʚʦʡʥʳʤ ʱʝʣʯʢʦʤ ʧʦ ʣʠʥʝʡʢʝ 

ʫʩʪʘʥʦʚʠʪʝ ʧʦʣʷ ʩʪʨʘʥʠʮʳ: ʩʣʝʚʘ ï 3 ʩʤ; ʩʚʝʨʭʫ, ʩʧʨʘʚʘ ʠ ʩʥʠʟʫ ï ʧʦ 2 ʩʤ. ɺ MS 

Word 2010 ʢʦʤʘʥʜʘ ʥʘʭʦʜʠʪʩʷ ʥʘ ʟʘʢʣʘʜʢʝ ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ ʚ ʛʨʫʧʧʝ ʇʘʨʘʤʝʪ-

ʨʳ ʩʪʨʘʥʠʮʳ / ʇʦʣʷ / ʅʘʩʪʨʘʠʚʘʝʤʳʝ ʧʦʣʷ ʠʣʠ ʜʚʦʡʥʳʤ ʱʝʣʯʢʦʤ ʧʦ ʣʠʥʝʡʢʝ. 

8) ʅʘʫʯʠʪʝʩʴ ʚʳʜʝʣʷʪʴ ʬʨʘʛʤʝʥʪʳ ʪʝʢʩʪʘ (ʩʣʦʚʦ (ʜʚʦʡʥʳʤ ʱʝʣʯʢʦʤ ʤʳʰʠ), 

ʩʪʨʦʢʫ (ʱʝʣʢʥʫʚ ʤʳʰʢʦʡ ʚ ʥʘʯʘʣʝ ʩʪʨʦʢʠ), ʘʙʟʘʮ (ʪʨʦʡʥʳʤ ʱʝʣʯʢʦʤ ʤʳʰʠ ʠʣʠ 

ʜʚʘʞʜʳ ʱʝʣʢʥʫʚ ʤʳʰʢʦʡ ʚ ʥʘʯʘʣʝ ʩʪʨʦʢʠ), ʚʝʩʴ ʬʘʡʣ (ʩʦʯʝʪʘʥʠʝʤ ʢʣʘʚʠʰ 

[Ctrl] + [A] (ʣʘʪʠʥʩʢ.)), ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʩʠʤʚʦʣʦʚ (ʤʳʰʢʦʡ), ʚʝʨʪʠʢʘʣʴʥʳʡ ʙʣʦʢ 

(ʤʳʰʢʦʡ, ʧʨʝʜʚʘʨʠʪʝʣʴʥʦ ʥʘʞʘʚ ʢʣʘʚʠʰʫ [Alt ])).  

9) ɺʳʜʝʣʠʪʝ ʚʝʩʴ ʪʝʢʩʪ ʢʦʤʘʥʜʦʡ ʇʨʘʚʢʘ / ɺʳʜʝʣʠʪʴ ʚʩʝ ʠ ʢʦʤʘʥʜʦʡ  ʌʦʨʤʘʪ / 

ɸʙʟʘʮ ʟʘʜʘʡʪʝ: 

  ʘ) ʤʝʞʩʪʨʦʯʥʳʡ ʠʥʪʝʨʚʘʣ ï 1,5; 

  ʙ) ʦʪʩʪʫʧ ʧʝʨʚʦʡ ʩʪʨʦʢʠ 1,25 ʩʤ, ʦʪʩʪʫʧʳ ʩʣʝʚʘ ʠ ʩʧʨʘʚʘ ï 0; 

  ʚ) ʠʥʪʝʨʚʘʣ ʧʝʨʝʜ ʠ ʧʦʩʣʝ ï 0; 

  ʛ) ʚʳʨʘʚʥʠʚʘʥʠʝ ï ʧʦ ʰʠʨʠʥʝ. 

10) ɺʳʜʝʣʠʪʝ ʚʝʩʴ ʪʝʢʩʪ ʩʦʯʝʪʘʥʠʝʤ ʢʣʘʚʠʰ [Ctrl]+[A] ʠʣʠ ʢʦʤʘʥʜʦʡ ʇʨʘʚʢʘ / 

ɺʳʜʝʣʠʪʴ ʚʩʝ (ʚ Word 2010 ï ʢʦʤʘʥʜʘ ɻʣʘʚʥʘʷ / ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ / ɺʳʜʝʣʠʪʴ / ɺʳʜʝ-

ʣʠʪʴ ʚʩʝ). ɿʘʜʘʡʪʝ ʷʟʳʢ ʧʨʦʚʝʨʢʠ ʦʨʬʦʛʨʘʬʠʠ ʢʦʤʘʥʜʦʡ ʉʝʨʚʠʩ / ʗʟʳʢ / ɺʳʙʨʘʪʴ 

ʷʟʳʢ (ʚ Word 2010 ï ʢʦʤʘʥʜʘ ʈʝʮʝʥʟʠʨʦʚʘʥʠʝ / ʗʟʳʢ) ʠʣʠ ʱʝʣʢʥʫʚ ʚʥʠʟʫ ʦʢʥʘ ʚ 

ʩʪʨʦʢʝ ʩʦʩʪʦʷʥʠʷ ʥʘ ʥʘʟʚʘʥʠʠ ʪʦʛʦ ʷʟʳʢʘ, ʢʦʪʦʨʳʡ ʩʝʡʯʘʩ ʚʢʣʶʯʝʥ ʚ ʢʘʯʝʩʪʚʝ ʷʟʳʢʘ 

ʧʨʦʚʝʨʢʠ ʦʨʬʦʛʨʘʬʠʠ, ʥʘʧʨʠʤʝʨ  .  

11) ɿʘʜʘʡʪʝ ʘʚʪʦʤʘʪʠʯʝʩʢʫʶ ʨʘʩʩʪʘʥʦʚʢʫ ʧʝʨʝʥʦʩʦʚ ʢʦʤʘʥʜʦʡ ʉʝʨʚʠʩ / ʗʟʳʢ / 

ʈʘʩʩʪʘʥʦʚʢʘ ʧʝʨʝʥʦʩʦʚ. (ɺ MS Word 2010 ï ʢʦʤʘʥʜʘ ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ / ʇʘʨʘ-
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ʤʝʪʨʳ ʩʪʨʘʥʠʮʳ / ʈʘʩʩʪʘʥʦʚʢʘ ʧʝʨʝʥʦʩʦʚ / ɸʚʪʦ.) 

12) ɿʘʧʫʩʪʠʪʝ ʧʨʦʚʝʨʢʫ ʦʨʬʦʛʨʘʬʠʠ ʢʦʤʘʥʜʦʡ ʉʝʨʚʠʩ / ʇʨʘʚʦʧʠʩʘʥʠʝ (ʤʦʞʥʦ 

ʥʘʞʘʪʠʝʤ ʢʥʦʧʢʠ  ʠʣʠ ʩ ʧʦʤʦʱʴʶ ʬʫʥʢʮʠʦʥʘʣʴʥʦʡ ʢʣʘʚʠʰʠ [F7]) (ʚ Word 2010 ï 

ʢʦʤʘʥʜʘ ʈʝʮʝʥʟʠʨʦʚʘʥʠʝ / ʇʨʘʚʦʧʠʩʘʥʠʝ). 

13) ɺʳʜʝʣʠʪʝ ʚʝʩʴ ʪʝʢʩʪ ʠ ʢʦʤʘʥʜʦʡ  ʌʦʨʤʘʪ / ʐʨʠʬʪ (ʠʣʠ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠ-

ʤʠ ʢʥʦʧʢʘʤʠ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ) ʟʘʜʘʡʪʝ ʧʘʨʘʤʝʪʨʳ ʰʨʠʬʪʘ 

ʪʝʢʩʪʘ ʩʦʛʣʘʩʥʦ ʩʚʦʝʤʫ ʚʘʨʠʘʥʪʫ ʚ ʪʘʙʣʠʮʝ. 

ˉ 

ʚʘʨʠʘʥʪʘ 

ʈʘʟʤʝʨ 

ʰʨʠʬʪʘ 
ɺʠʜ ʰʨʠʬʪʘ 

ˉ 

ʚʘʨʠʘʥʪʘ 

ʈʘʟʤʝʨ 

ʰʨʠʬʪʘ 
ɺʠʜ ʰʨʠʬʪʘ 

1 14 Courier New  16 15 Book Old Style  

2 13 Arial 17 14 Tahoma 

3 12 Book Old Style   18 13 Times New Roman 

4 15 Times New Roman 19 12 Comic Sans MS 
5 14 Arial Narrow 20 15 Book Antigua  

6 13 Book Antiqua 21 14 Georgia 

7 12 Georgia 22 13 Book Old Style  

8 15 Calibri 23 12 Arial 
9 14 Arial 24 15 Georgia 

10 13 Verdana  25 14 Book Antigua  

11 12 Impact 26 13 Tahoma 

12 15 Cambria 27 12 Courier New  

13 14 Times New Roman 28 15 Arial Narrow 

14 13 Gautami 29 14 Book Old Style  

15 12 Tahoma 30 13 Georgia 
 

ʇʨʠʤʝʯʘʥʠʝ. ɽʩʣʠ ʧʦ ʢʘʢʦʡ-ʪʦ ʧʨʠʯʠʥʝ ɺʳ ʥʝ ʩʤʦʛʣʠ ʥʘʡʪʠ ʟʘʜʘʥʥʳʡ ʚʠʜ ʰʨʠʬʪʘ, ʩʦʦʙʱʠʪʝ 

ʦʙ ʵʪʦʤ ʧʨʝʧʦʜʘʚʘʪʝʣʶ ʠ ʩ ʝʛʦ ʨʘʟʨʝʰʝʥʠʷ ʠʩʧʦʣʴʟʫʡʪʝ ʰʨʠʬʪ Times New Roman. 

14) ʑʝʣʢʥʠʪʝ ʥʘ ʣʶʙʦʝ ʠʟ ʩʣʦʚ ʚʪʦʨʦʛʦ ʘʙʟʘʮʘ, ʥʝ ʚʳʜʝʣʷʷ ʝʛʦ, ʠ ʥʘʞʤʠʪʝ ʥʘ 

ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʥʘ ʢʥʦʧʢʫ ɺʥʝʰʥʠʝ ʛʨʘʥʠʮʳ , ʯʪʦ ʧʨʠʚʝʜʝʪ ʢ ʟʘʢʣʶʯʝʥʠʶ 

ʚʩʝʛʦ ʘʙʟʘʮʘ ʚ ʨʘʤʢʫ (ʥʘ ʧʦʜʦʙʠʝ ʪʦʛʦ, ʢʘʢ ʚʳʛʣʷʜʠʪ ʵʪʦʪ ʘʙʟʘʮ ʟʘʜʘʥʠʷ). 

15) ɼʚʦʡʥʳʤ ʱʝʣʯʢʦʤ ʤʳʰʠ ʚʳʜʝʣʠʪʝ ʯʝʪʚʝʨʪʦʝ ʩʣʦʚʦ ʪʨʝʪʴʝʛʦ ʘʙʟʘʮʘ ʠ 

ʥʘʞʤʠʪʝ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʥʘ ʢʥʦʧʢʫ ɺʥʝʰʥʠʝ ʛʨʘʥʠʮʳ , ʯʪʦ ʧʨʠʚʝʜʝʪ ʢ 

ʟʘʢʣʶʯʝʥʠʶ ʚ ʨʘʤʢʫ ʪʦʣʴʢʦ ʚʳʜʝʣʝʥʥʦʛʦ ʩʣʦʚʘ. 

16) ʏʝʪʚʝʨʪʳʡ ʘʙʟʘʮ ʥʘʙʨʘʥʥʦʛʦ ʪʝʢʩʪʘ ʦʪʬʦʨʤʘʪʠʨʫʡʪʝ ʚ ʚʠʜʝ ʜʚʫʭ ʢʦʣʦʥʦʢ 

ʢʦʤʘʥʜʦʡ ʌʦʨʤʘʪ / ʂʦʣʦʥʢʠ (ʚ Word 2010 ï ʢʦʤʘʥʜʘ ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ / ʇʘʨʘʤʝʪ-

ʨʳ ʩʪʨʘʥʠʮʳ / ʂʦʣʦʥʢʠ) ʠʣʠ ʚʦʩʧʦʣʴʟʫʡʪʝʩʴ ʢʥʦʧʢʦʡ  ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ.  

17) ʉʦʭʨʘʥʠʪʝ ʠʟʤʝʥʝʥʠʷ ʚ ʜʦʢʫʤʝʥʪʝ ʌʘʤʠʣʠʷ_2_n.doc ʢʦʤʘʥʜʦʡ ʌʘʡʣ / ʉʦʭʨʘ-

ʥʠʪʴ ʠʣʠ ʢʥʦʧʢʦʡ  . 

18) ʋʩʪʥʦ ʧʨʦʨʘʙʦʪʘʡʪʝ ʦʪʚʝʪʳ ʥʘ ʚʩʝ ʢʦʥʪʨʦʣʴʥʳʝ ʚʦʧʨʦʩʳ, ʠʩʧʦʣʴʟʫʷ ʜʣʷ 

ʵʪʦʛʦ ʪʝʦʨʝʪʠʯʝʩʢʠʝ ʩʚʝʜʝʥʠʷ, ʨʘʩʧʦʣʦʞʝʥʥʳʝ ʚ ʵʪʦʡ ʨʘʙʦʪʝ ʧʦʩʣʝ ʧʝʨʝʯʥʷ ʢʦʥ-

ʪʨʦʣʴʥʳʭ ʚʦʧʨʦʩʦʚ, ʠʣʠ ʜʨʫʛʠʝ ʩʧʨʘʚʦʯʥʳʝ ʤʘʪʝʨʠʘʣʳ. ʇʨʝʧʦʜʘʚʘʪʝʣʴ ʧʨʦʚʝʨʠʪ 

ʟʥʘʥʠʝ ʦʪʚʝʪʦʚ ʧʨʠ ʦʮʝʥʠʚʘʥʠʠ ʚʳʧʦʣʥʝʥʥʦʡ ʨʘʙʦʪr. 

19) ɿʘʧʠʰʠʪʝ ʚ ʧʨʦʪʦʢʦʣ ʦʪʚʝʪ ʥʘ ʢʦʥʪʨʦʣʴʥʳʡ ʚʦʧʨʦʩ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʥʦ-

ʤʝʨʫ ɺʘʰʝʛʦ ʚʘʨʠʘʥʪʘ, ʠ ʧʨʝʜʦʩʪʘʚʴʪʝ ʨʘʙʦʪʫ ʥʘ ʧʨʦʚʝʨʢʫ ʧʨʝʧʦʜʘʚʘʪʝʣʁ. 



ʉʦʟʜʘʥʠʝ, ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʜʦʢʫʤʝʥʪʦʚ ʚ ʪʝʢʩʪʦʚʦʤ ʨʝʜʘʢʪʦʨʝ Mʽcrosoft Word 21 

ʂʦʥʪʨʦʣʴʥʳʝ ʚʦʧʨʦʩʳ 

1) ʅʘʟʦʚʠʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʧʨʠʣʦʞʝʥʠʡ Microsoft Office. 

2) ʆʭʘʨʘʢʪʝʨʠʟʫʡʪʝ ʧʨʠʣʦʞʝʥʠʷ, ʚʭʦʜʷʱʠʝ ʚ ʩʦʩʪʘʚ Microsoft Office. 

3) ʅʘʟʦʚʠʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʧʨʦʛʨʘʤʤʳ Microsoft Excel. 

4) ʆʧʠʰʠʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʨʝʜʘʢʪʦʨʘ PowerPoʽnt. 

5) ʆʭʘʨʘʢʪʝʨʠʟʫʡʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʨʝʜʘʢʪʦʨʘ VBA. 

6) ʅʘʟʦʚʠʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʧʨʦʛʨʘʤʤʳ Microsoft Word. 

7) ʆʧʠʰʠʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ MS Access. 

8) ɺ ʯʝʤ ʟʘʢʣʶʯʘʝʪʩʷ ʩʫʪʴ ʪʝʭʥʦʣʦʛʠʠ OLE? 

9) ʅʘʟʦʚʠʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʩʦʯʝʪʘʥʠʷ ʢʣʘʚʠʰ: [Ctrl]+[X], [Ctrl]+[C], [Ctrl]+[V].  

ʏʪʦ ʪʘʢʦʝ ʙʫʬʝʨ ʦʙʤʝʥʘ? ʂʘʢ ʤʦʞʥʦ ʦʩʫʱʝʩʪʚʠʪʴ ʢʦʧʠʨʦʚʘʥʠʝ ʙʝʟ ʙʫʬʝʨʘ ʦʙʤʝʥʘ? 

10) ʏʝʤ ʦʪʣʠʯʘʝʪʩʷ ʚʥʝʜʨʝʥʥʳʡ ʦʙʲʝʢʪ ʦʪ ʩʚʷʟʘʥʥʦʛʦ ʦʙʲʝʢʪʘ?  

11) ʆʭʘʨʘʢʪʝʨʠʟʫʡʪʝ ʨʝʞʠʤʳ ʚʩʪʘʚʢʠ ʠʣʠ ʟʘʤʝʥʳ ʧʨʠ ʚʚʦʜʝ ʪʝʢʩʪʘ. ʂʘʢ ʧʝʨʝʢʣʶ-

ʯʘʪʴʩʷ ʤʝʞʜʫ ʵʪʠʤʠ ʨʝʞʠʤʘʤʠ? 

12) ʏʝʤ ʦʪʣʠʯʘʶʪʩʷ ʢʦʤʘʥʜʳ ʉʦʭʨʘʥʠʪʴ ʠ ʉʦʭʨʘʥʠʪʴ ʢʘʢ? 

13) ʂ ʯʝʤʫ ʧʨʠʚʝʜʝʪ ʦʜʠʥʘʨʥʳʡ, ʜʚʦʡʥʦʡ ʠʣʠ ʪʨʦʡʥʦʡ ʱʝʣʯʦʢ ʤʳʰʴʶ ʚ ʘʙʟʘʮʝ ʠʣʠ 
ʩʣʝʚʘ ʦʪ ʘʙʟʘʮʘ ʥʘ ʧʦʣʦʩʝ ʚʜrʝʣʝʥʠʷ? 

14) ʂʘʢʠʝ ʧʘʨʘʤʝʪʨʳ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʧʦʟʚʦʣʷʝʪ ʟʘʜʘʚʘʪʴ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ɸʙʟʘʮ? 

ʂʘʢ ʚʳʟʚʘʪʴ ʵʪʦ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ? 

15) ʂʘʢʦʡ ʢʦʤʘʥʜʦʡ ʟʘʜʘʶʪ ʘʚʪʦʤʘʪʠʯʝʩʢʫʶ ʨʘʩʩʪʘʥʦʚʢʫ ʧʝʨʝʥʦʩʦʚ? 

16) ʂʘʢʠʝ ʚʠʜʳ ʚʳʨʘʚʥʠʚʘʥʠʷ ʪʝʢʩʪʘ ʘʙʟʘʮʝʚ ʦʪʥʦʩʠʪʝʣʴʥʦ ʩʪʨʘʥʠʮʳ ʩʫʱʝʩʪʚʫʁ ʪ 

ʚ Word? 

17) ʆʧʠʰʠʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʩʦʯʝʪʘʥʠʷ ʢʣʘʚʠʰ [Ctrl]+[Z] ʠ [Ctrl]+[Y]. ʂʘʢ ʚʳʛʣʷʜʷʪ 

ʘʥʘʣʦʛʠʯʥʳʝ ʧʦ ʜʝʡʩʪʚʠʶ ʢʥʦʧʢʠ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ? 

18) ʏʝʤ ʧʦʭʦʞʝ ʠ ʯʝʤ ʦʪʣʠʯʘʝʪʩʷ ʜʝʡʩʪʚʠʝ ʢʣʘʚʠʰ [Backspace] ʠ [Delete]? ʏʪʦ ʧʨʦ-

ʠʟʦʡʜʝʪ, ʝʩʣʠ ʧʨʠ ʵʪʦʤ ʫʜʝʨʞʠʚʘʪʴ ʢʣʘʚʠʰʫ [Ctrl]? 

19) ʅʘʟʦʚʠʪʝ ʪʨʠ ʨʘʟʣʠʯʥʳʭ ʩʧʦʩʦʙʘ ʩʦʟʜʘʥʠʷ ʥʦʚʦʛʦ ʜʦʢʫʤʝʥʪʘ ʧʨʠ ʫʞʝ ʦʪʢʨʳʪʦʤ 

ʦʢʥʝ Microsoft Word. 

20) ʆʧʠʰʠʪʝ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʝʡʩʪʚʠʡ ʜʣʷ ʧʨʠʤʝʥʝʥʠʷ ʢʦʤʘʥʜʳ ʌʦʨʤʘʪ ʧʦ 

ʦʙʨʘʟʮʫ. 

21) ʅʘʟʦʚʠʪʝ ʧʘʨʘʤʝʪʨʳ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʟʘʜʘʚʘʪʴ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʇʘʨʘʤʝʪʨʳ 

ʩʪʨʘʥʠʮʳ. ʂʘʢ ʚʟrʚʘʪ ɹʵʪʦ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ? 

22) ʅʘʟʦʚʠʪʝ ʥʝʩʢʦʣʴʢʦ ʩʧʦʩʦʙʦʚ ʦʧʝʨʘʮʠʠ ʢʦʧʠʨʦʚʘʥʠʷ ʚʜrʝʣʝʥʥʦʛʦ ʪʝʢʩʪʘ. 

23) ʅʘʟʦʚʠʪʝ ʢʦʤʘʥʜʫ ʜʣʷ ʧʨʝʦʙʨʘʟʦʚʘʥʠʷ ʚʩʝʭ ʙʫʢʚ ʚʳʜʝʣʝʥʥʦʛʦ ʬʨʘʛʤʝʥʪʘ ʚ ʇʈʆ-

ʇʀʉʅʓɽ ʙʫʢʚʳ. ʆʧʠʰʠʪʝ ʜʨʫʛʠʝ ʚʦʟʤʦʞʥʳʝ ʨʝʞʠʤʳ ʠʟʤʝʥʝʥʠʷ ʨʝʛʠʩʪʨʘ ʙʫʢʚ. 

24) ʂʘʢʠʝ ʧʘʨʘʤʝʪʨʳ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʧʦʟʚʦʣʷʝʪ ʟʘʜʘʚʘʪʴ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʐʨʠʬʪ? 

ʂʘʢ ʚʳʟʚʘʪʴ ʵʪʦ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ? 

25) ʅʘʟʦʚʠʪʝ ʥʝʩʢʦʣʴʢʦ ʩʧʦʩʦʙʦʚ ʧʝʨʝʤʝʱʝʥʠʷ ʚʳʜʝʣʝʥʥʦʛʦ ʬʨʘʛʤʝʥʪʘ. 

26) ʆʧʠʰʠʪʝ ʚʦʟʤʦʞʥʦʩʪʠ ʢʦʤʘʥʜ ʧʦʠʩʢʘ ʠ ʟʘʤʝʥʳ ʪʝʢʩʪʘ. 

27) ʋʢʘʞʠʪʝ ʚʠʜ ʠ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʢʥʦʧʢʠ ʌʦʨʤʘʪ ʧʦ ʦʙʨʘʟʮʫ. 

28) ʆʧʠʰʠʪʝ ʥʝʩʢʦʣʴʢʦ ʩʧʦʩʦʙʦʚ ʠʟʤʝʥʝʥʠʷ ʤʝʞʩʪʨʦʯʥʦʛʦ ʠʥʪʝʨʚʘʣʘ ʘʙʟʘʮʘ.  

29) ʅʘʟʦʚʠʪʝ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʝʡʩʪʚʠʡ ʜʣʷ ʪʦʛʦ, ʯʪʦʙʳ ʟʘʜʘʪʴ ʠʥʪʝʨʚʘʣ ʤʝʞʜʫ 

ʘʙʟʘʮʘʤʠ (ʦʪʩʪʫʧ ʜʦ ʠ ʧʦʩʣʝ ʘʙʟʘʮʘ) ʨʘʚʥʳʡ 12 ʧʪ. 

30) ʂʘʢ ʨʘʟʙʠʪʴ ʪʝʢʩʪ ʥʘ ʢʦʣʦʥʢʠ? 

http://lessons-tva.info/edu/inf-pp/pp.html
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ʊʝʦʨʝʪʠʯʝʩʢʠʝ ʩʚʝʜʝʥʠʷ 

1 ɺʚʝʜʝʥʠʝ ʚ Microsoft Office  

ʇʨʠʣʦʞʝʥʠʷ Microsoft Office ʧʨʝʜʥʘʟʥʘʯʝʥʳ ʜʣʷ ʘʚʪʦʤʘʪʠʟʘʮʠʠ ʜʝʣʦʧʨʦʠʟʚʦʜ-

ʩʪʚʘ, ʪ.ʝ. ʘʚʪʦʤʘʪʠʯʝʩʢʦʡ ʦʙʨʘʙʦʪʢʠ ʨʘʟʣʠʯʥʦʛʦ ʨʦʜʘ ʜʘʥʥʳʭ ʠ ʠʥʬʦʨʤʘʮʠʠ: ʪʝʢʩʪʦ-

ʚʦʡ ʠʥʬʦʨʤʘʮʠʠ, ʪʘʙʣʠʮ ʯʠʩʝʣ, ʜʝʣʦʚʦʡ ʛʨʘʬʠʢʠ, ʙʘʟ ʜʘʥʥʳʭ ʠ ʜʨ. ʊʘʢʠʤ ʦʙʨʘʟʦʤ, 

ʧʘʢʝʪ ʧʨʦʛʨʘʤʤ Microsoft Office ï ʵʪʦ ʫʥʠʚʝʨʩʘʣʴʥʦʝ ʩʨʝʜʩʪʚʦ ʜʣʷ ʨʝʰʝʥʠʷ ʧʨʘʢʪʠ-

ʯʝʩʢʠ ʣʶʙʳʭ ʟʘʜʘʯ ʧʦ ʦʙʨʘʙʦʪʢʝ ʜʘʥʥʳʭ ʠ ʠʥʬʦʨʤʘʮʠʠ, ʚʦʟʥʠʢʘʶʱʠʭ ʚ ʦʬʠʩʝ. 

ɺ ʩʦʩʪʘʚ Microsoft Office ʚʭʦʜʷʪ ʨʘʟʣʠʯʥʳʝ ʧʨʠʣʦʞʝʥʠʷ: Word, Excel, Access, 

PowerPoint, Outlook, Publisher, FrontPage ʠ ʜʨʫʛʠʝ ʧʨʦʛʨʘʤʤʥʳʝ ʠʥʩʪʨʫʤʝʥʪʳ. 

ɿʘʧʫʩʪʠʪʴ ʧʨʠʣʦʞʝʥʠʝ Microsoft Office ʤʦʞʥʦ: ʠʟ ʛʣʘʚʥʦʛʦ ʤʝʥʶ Windows 

(ʢʥʦʧʢʘ ʇʫʩʢ), ʚ ʢʦʪʦʨʦʤ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʥʫʞʥʦʝ ʧʨʠʣʦʞʝʥʠʝ Microsoft Office; 

ʱʝʣʯʢʦʤ ʥʘ ʢʥʦʧʢʝ ʧʨʠʣʦʞʝʥʠʷ, ʨʘʩʧʦʣʦʞʝʥʥʦʡ ʚ ʦʙʣʘʩʪʠ ʙʳʩʪʨʦʛʦ ʟʘʧʫʩʢʘ ʥʘ ʧʘ-

ʥʝʣʠ ʟʘʜʘʯ; ʱʝʣʯʢʦʤ ʥʘ ʷʨʣʳʢʝ ʧʨʠʣʦʞʝʥʠʷ, ʨʘʩʧʦʣʦʞʝʥʥʦʛʦ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ ʠ 

ʜʨʫʛʠʤʠ ʩʧʦʩʦʙʘʤʠ.  

ʇʦʩʣʝ ʟʘʧʫʩʢʘ ʧʨʠʣʦʞʝʥʠʷ Microsoft Office ʦʪʢʨʳʚʘʝʪʩʷ ʦʢʥʦ, ʩʦʜʝʨʞʘʱʝʝ ʵʣʝ-

ʤʝʥʪʳ ʛʨʘʬʠʯʝʩʢʦʛʦ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʦʛʦ ʠʥʪʝʨʬʝʡʩʘ. ʆʢʥʦ ʧʨʠʣʦʞʝʥʠʷ Microsoft 

Office ʤʦʞʝʪ ʙʳʪʴ ʚ ʦʜʥʦʤ ʠʟ ʪʨʝʭ ʩʦʩʪʦʥ̫ʠʡ: ʨʘʟʚʝʨʥʫʪʦʤ ʥʘ ʚʝʩʴ ʵʢʨʘʥ, ʩʚʝʨʥʫʪʦʤ 

ʚ ʚʠʜʝ ʢʥʦʧʢʠ ʥʘ ʧʘʥʝʣʠ ʟʘʜʘʯ ʠ ʥʦʨʤʘʣʴʥʦʤ, ʢʦʪʦʨʦʝ ʤʦʞʥʦ ʧʝʨʝʤʝʱʘʪʴ ʥʘ ʵʢʨʘʥʝ.  

ɺ ʦʢʥʘʭ ʧʨʠʣʦʞʝʥʠʡ MS Office ʠʩʧʦʣʴʟʫʶʪʩʷ ʩʪʘʥʜʘʨʪʥʳʝ ʵʣʝʤʝʥʪʳ ʫʧʨʘʚʣʝ-

ʥʠʷ ʠʣʠ ʢʦʤʧʦʥʝʥʪʳ ʛʨʘʬʠʯʝʩʢʦʛʦ ʠʥʪʝʨʬʝʡʩʘ ʧʦʣʴʟʦʚʘʪʝʣʷ (GUI ï Graphical User 

Interface), ʢʦʪʦʨʳʝ ʦʙʲʝʜʠʥʷʶʪʩʷ ʚ ʙʦʣʝʝ ʢʨʫʧʥʳʝ ʢʦʥʩʪʨʫʢʮʠʠ (ʛʨʫʧʧʳ, ʤʝʥʶ, ʦʢʥʘ 

ʜʠʘʣʦʛʘ) ʠ ʢʦʪʦʨʳʝ ʧʨʝʜʦʩʪʘʚʣʷʶʪ ʚʦʟʤʦʞʥʦʩʪʴ ʫʧʨʘʚʣʷʪʴ ʦʢʥʦʤ ʧʨʠʣʦʞʝʥʠʷ, ʘ 

ʪʘʢʞʝ ʠʟʤʝʥʷʪʴ ʩʦʜʝʨʞʠʤʦʝ ʠ ʬʦʨʤʫ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʠʥʬʦʨʤʘʮʠʠ, ʦʪʦʙʨʘʞʘʝʤʦʡ ʚ 

ʦʢʥʝ ʜʦʢʫʤʝʥʪʘ. ɺ MS Office ʠʩʧʦʣʴʟʫʶʪʩʷ ʦʢʥʘ ʯʝʪʳʨʝʭ ʪʠʧʦʚ: ʦʢʥʘ ʧʨʠʣʦʞʝʥʠʷ, 

ʦʢʥʘ ʜʦʢʫʤʝʥʪʦʚ, ʜʠʘʣʦʛʦʚʳʝ ʦʢʥʘ, ʬʦʨʤʳ. ʆʢʥʦ ʜʦʢʫʤʝʥʪʘ ʦʪʦʙʨʘʞʘʝʪʩʷ ʚ ʦʢʥʝ 

ʧʨʠʣʦʞʝʥʠʷ.  

ʊʝʢʩʪʦʚʳʡ ʧʨʦʮʝʩʩʦʨ Microsoft Word ï ʵʪʦ ʥʘʠʙʦʣʝʝ ʧʦʧʫʣʷʨʥʘ ̫ʧʨʦʛʨʘʤʤʘ 

ʜʣʷ ʚʚʦʜʘ, ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʠ ʦʙʨʘʙʦʪʢʠ ʪʝʢʩʪʦʚʳʭ ʜʦʢʫʤʝʥʪʦʚ ʩ ʨʘʟʣʠʯʥʦʡ ʠʥʬʦʨ-

ʤʘʮʠʝʡ, ʥʘʧʨʠʤʝʨ: ʪʘʙʣʠʮʘʤʠ, ʛʨʘʬʠʢʦʡ ʠ ʪ.ʜ.  

ʕʣʝʢʪʨʦʥʥʳʝ ʪʘʙʣʠʮʳ Microsoft Excel (ʪʘʙʣʠʯʥʳʡ ʧʨʦʮʝʩʩʦʨ) ï ʥʘʠʙʦʣʝʝ ʧʦ-

ʧʫʣʷʨʥʘʷ ʚ ʤʠʨʝ ʧʨʦʛʨʘʤʤʘ ʦʙʨʘʙʦʪʢʠ ʯʠʩʣʦʚʳʭ ʜʘʥʥʳʭ, ʧʨʝʜʩʪʘʚʣʝʥʥʳʭ ʚ ʚʠʜʝ 

ʪʘʙʣʠʮ. ʐʠʨʦʢʦʝ ʨʘʩʧʨʦʩʪʨʘʥʝʥʠʝ Excel ʦʙʲʷʩʥʷʝʪʩʷ ʰʠʨʦʢʠʤʠ ʬʫʥʢʮʠʦʥʘʣʴʥʳʤʠ 

ʚʦʟʤʦʞʥʦʩʪʷʤʠ ʧʨʦʛʨʘʤʤʳ ʠ ʚʤʝʩʪʝ ʩ ʵʪʠʤ ʧʨʦʩʪʦʪʦʡ ʚ ʠʩʧʦʣʴʟʦʚʘʥʠʠ: ʫʜʦʙʥʳʡ ʠ 

ʧʦʥʷʪʥʳʡ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʠʡ ʠʥʪʝʨʬʝʡʩ, ʚʦʟʤʦʞʥʦʩʪʴ ʙʳʩʪʨʦʛʦ ʚʚʦʜʘ ʠ ʦʙʨʘʙʦʪʢʠ 

ʪʘʙʣʠʯʥʳʭ ʜʘʥʥʳʭ ʩ ʠʩʧʦʣʴʟʦʚʘʥʠʝʤ ʚʩʪʨʦʝʥʥʳʭ ʤʝʭʘʥʠʟʤʦʚ ʬʦʨʤʫʣ, ʬʫʥʢʮʠʡ, 

ʤʘʢʨʦʩʦʚ ʠ ʪ. ʜ., ʩʨʝʜʩʪʚʘ ʘʥʘʣʠʟʘ ʠ ʫʧʨʘʚʣʝʥʠʝ ʜʘʥʥʳʤʠ (ʘʚʪʦʤʘʪʠʯʝʩʢʠʡ ʨʘʩʯʝʪ 

ʠʪʦʛʦʚʳʭ ʠ ʧʨʦʤʝʞʫʪʦʯʥʳʭ ʜʘʥʥʳʭ, ʩʪʨʫʢʪʫʨʠʟʘʮʠʷ ʠ ʢʦʥʩʦʣʠʜʘʮʠʷ ʜʘʥʥʳʭ, ʠʩ-

ʧʦʣʴʟʦʚʘʥʠʝ ʩʚʦʜʥʳʭ ʪʘʙʣʠʮ ʠ ʦʪʯʝʪʦʚ), ʥʘʛʣʷʜʥʦʩʪʴ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʠʥʬʦʨʤʘʮʠʠ ʠ 

ʜʨ. ʕʣʝʢʪʨʦʥʥʳʝ ʪʘʙʣʠʮʳ ʰʠʨʦʢʦ ʧʨʠʤʝʥʷʶʪʩʷ ʧʨʠ ʜʝʣʦʧʨʦʠʟʚʦʜʩʪʚʝ, ʚ ʩʬʝʨʝ ʙʫʭ-

ʛʘʣʪʝʨʩʢʦʛʦ ʫʯʸʪʘ, ʜʣʷ ʘʥʘʣʠʟʘ ʬʠʥʘʥʩʦʚʳʭ ʨʳʥʢʦʚ ʠ ʪ.ʜ. Excel ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʙʦʛʘ-

ʪʳʝ ʚʦʟʤʦʞʥʦʩʪʠ ʵʢʦʥʦʤʠʢʦ-ʩʪʘʪʠʩʪʠʯʝʩʢʠʭ ʨʘʩʯʝʪʦʚ, ʠʥʩʪʨʫʤʝʥʪʳ ʠ ʷʟʳʢ ʤʘʢʨʦ-

ʧʨʦʛʨʘʤʤʠʨʦʚʘʥʠʷ VBA. ʈʝʰʝʥʠʷ ʤʥʦʛʠʭ ʚʳʯʠʩʣʠʪʝʣʴʥʳʭ ʟʘʜʘʯ, ʢʦʪʦʨʳʝ ʨʘʥʴʰʝ 

ʤʦʞʥʦ ʙʳʣʦ ʦʩʫʱʝʩʪʚʠʪʴ ʪʦʣʴʢʦ ʩ ʧʦʤʦʱʴʶ ʧʨʦʛʨʘʤʤʠʨʦʚʘʥʠʷ, ʩʪʘʣʦ ʚʦʟʤʦʞʥʦ 

ʨʝʘʣʠʟʦʚʘʪʴ ʯʝʨʝʟ ʤʘʪʝʤʘʪʠʯʝʩʢʦʝ ʤʦʜʝʣʠʨʦʚʘʥʠʝ ʚ ʵʣʝʢʪʨʦʥʥʦʡ ʪʘʙʣʠʮʝ. 
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ʉʦʟʜʘʥʠʝ, ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʜʦʢʫʤʝʥʪʦʚ ʚ ʪʝʢʩʪʦʚʦʤ ʨʝʜʘʢʪʦʨʝ Mʽcrosoft Word 23 

ʈʝʜʘʢʪʦʨ PowerPoʽnt ï ʵʪʦ ʧʨʠʣʦʞʝʥʠʝ Microsoft Office ʜʣʷ ʧʦʜʛʦʪʦʚʢʠ ʚʳ-

ʩʪʫʧʣʝʥʠʡ ʠʣʠ ʩʦʟʜʘʥʠʷ ʧʨʝʟʝʥʪʘʮʠʡ (ʜʝʤʦʥʩʪʨʘʮʠʦʥʥʳʭ ʤʘʪʝʨʠʘʣʦʚ) ʩ ʠʩʧʦʣʴʟʦ-

ʚʘʥʠʝʤ ʢʦʤʧʴʶʪʝʨʥʳʭ ʩʣʘʡʜʦʚ. ʉʣʘʡʜʳ ʤʦʛʫʪ ʩʦʜʝʨʞʘʪʴ ʠʥʬʦʨʤʘʮʠ ʁʣʁ ʙʦʛʦ ʪʠʧʘ 

ʠ ʠʩʧʦʣʴʟʦʚʘʪʴ ʜʦʢʫʤʝʥʪʳ ʜʨʫʛʠʭ ʧʨʠʣʦʞʝʥʠʡ MS Office. ʉʣʘʡʜʳ ʤʦʞʥʦ ʧʨʝʜʩʪʘʚ-

ʣʷʪʴ ʚ ʵʣʝʢʪʨʦʥʥʦʤ ʚʠʜʝ, ʨʘʩʧʝʯʘʪʳʚʘʪʴ ʥʘ ʧʨʠʥʪʝʨʝ ʠ ʨʘʩʧʨʦʩʪʨʘʥʷʪʴ ʚ ʀʥʪʝʨʥʝʪ. 

ʈʝʜʘʢʪʦʨ VBA. ʉ ʧʦʤʦʱʴʶ ʩʠʩʪʝʤʳ ʨʘʟʨʘʙʦʪʢʠ ʧʨʠʣʦʞʝʥʠʡ VBA (Visual 

Basic for Applications) ʤʦʞʥʦ ʨʘʟʨʘʙʘʪʳʚʘʪʴ ʨʘʟʣʠʯʥʳʝ ʧʨʠʣʦʞʝʥʠʷ, ʩʚʷʟʘʥʥʳʝ ʩ 

ʦʙʨʘʙʦʪʢʦʡ ʜʘʥʥʳʭ ʠ ʧʦʜʛʦʪʦʚʢʦʡ ʜʦʢʫʤʝʥʪʦʚ. ɼʣʷ ʟʘʧʫʩʢʘ ʨʝʜʘʢʪʦʨʘ VBA ʥʝʦʙʭʦ-

ʜʠʤʦ ʦʪʢʨʳʪʴ ʧʨʠʣʦʞʝʥʠʝ MS Office ʠ ʚʳʧʦʣʥʠʪʴ ʢʦʤʘʥʜʫ ʉʝʨʚʠʩ / ʄʘʢʨʦʩ / ʈʝ-

ʜʘʢʪʦʨ Visual Basic. 

Mʽcrosoft Access ï ʨʝʣʷʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ ʫʧʨʘʚʣʝʥʠʷ ʙʘʟʘʤʠ ʜʘʥʥʳʭ (ʉʋɹɼ) 

ʢʦʨʧʦʨʘʮʠʠ Microsoft, ʧʨʝʜʥʘʟʥʘʯʝʥʥʘʷ ʜʣʷ ʨʘʙʦʪʳ ʩ ʨʝʣʷʮʠʦʥʥʳʤʠ ɹɼ, ʪ.ʝ. ʧʨʝʜ-

ʩʪʘʚʣʝʥʥʳʤʠ ʚ ʪʘʙʣʠʯʥʦʡ ʬʦʨʤʝ. ʀʤʝʝʪ ʰʠʨʦʢʠʡ ʩʧʝʢʪʨ ʬʫʥʢʮʠʡ ʜʣʷ ʦʪʙʦʨʘ ʜʘʥ-

ʥʳʭ ʠʟ ʚʟʘʠʤʦʩʚʷʟʘʥʥʳʭ ʪʘʙʣʠʮ, ʚʢʣʶʯʘʷ ʩʚʷʟʘʥʥʳʝ ʟʘʧʨʦʩʳ, ʩʚʷʟʴ ʩ ʚʥʝʰʥʠʤʠ 

ʪʘʙʣʠʮʘʤʠ ʠ ʙʘʟʘʤʠ ʜʘʥʥʳʭ. ɼʦʩʪʦʠʥʩʪʚʦʤ Access ʷʚʣʷʝʪʩʷ ʚʦʟʤʦʞʥʦʩʪʴ ʩʦʟʜʘʥʠʷ 

ʉʋɹɼ (ʪ.ʝ. ʧʨʦʛʨʘʤʤʳ ʫʧʨʘʚʣʝʥʠʷ) ʙʝʟ ʧʨʦʛʨʘʤʤʠʨʦʚʘʥʠʷ. ʆʜʥʘʢʦ, ʜʣʷ ʩʣʦʞʥʳʭ 

ʉʋɹɼ ʧʨʠʤʝʥʝʥʠʝ ʧʨʦʛʨʘʤʤʠʨʦʚʘʥʠʷ ʥʘ ʚʩʪʨʦʝʥʥʦʤ ʷʟʳʢʝ Visual Basic for 

Applications (VBA) ʧʦʟʚʦʣʷʝʪ ʧʦʚʳʩʠʪʴ ʵʬʬʝʢʪʠʚʥʦʩʪʴ ʩʠʩʪʝʤʳ ʫʧʨʘʚʣʝʥʠʷ. 

ʇʨʠʣʦʞʝʥʠʷ MS Office ʧʨʦʝʢʪʠʨʦʚʘʣʠʩʴ ʜʣʷ ʠʭ ʩʦʚʤʝʩʪʥʦʡ ʨʘʙʦʪʳ, ʧʦʵʪʦʤʫ 

ʠʤʝʝʪʩʷ ʚʦʟʤʦʞʥʦʩʪʴ ʦʙʲʝʜʠʥʠʪʴ ʪʝʢʩʪ ʠʟ Word ʩ ʪʘʙʣʠʮʘʤʠ Excel ʠ ʬʦʨʤʫʣʘʤʠ ʠʟ 

Mʽcrosoft Equation ʠ ʪʘʢ ʜʘʣʝʝ. ʉʫʱʝʩʪʚʫʝʪ ʥʝʩʢʦʣʴʢʦ ʩʧʦʩʦʙʦʚ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʜʘʥ-

ʥʳʭ, ʩʦʟʜʘʥʥʳʭ ʦʜʥʠʤ ʧʨʠʣʦʞʝʥʠʝʤ, ʚ ʜʨʫʛʦʤ ʧʨʠʣʦʞʝʥʠʠ. ɼʣʷ ʩʦʚʤʝʩʪʥʦʛʦ ʠʩ-

ʧʦʣʴʟʦʚʘʥʠʷ ʜʘʥʥʳʭ ʧʨʠʣʦʞʝʥʠʷʤʠ MS Office ʧʨʠʤʝʥʷʶʪʩʷ ʩʣʝʜʫʶʱʠʝ ʪʝʭʥʦʣʦ-

ʛʠʠ: ʠʤʧʦʨʪ (ʢʦʧʠʨʦʚʘʥʠʝ) ʜʘʥʥʳʭ, ʩʚʷʟʳʚʘʥʠʝ ʠ ʚʥʝʜʨʝʥʠʝ ʦʙʝ̡ʢʪʦʚ. 

ʀʤʧʦʨʪ ʜʘʥʥʳʭ. ʇʨʠ ʠʤʧʦʨʪʝ ʜʘʥʥʳʝ ʠʟ ʜʦʢʫʤʝʥʪʘ ʠʩʪʦʯʥʠʢʘ (ʩʦʟʜʘʥʥʦʛʦ ʚ 

ʦʜʥʦʤ ʧʨʠʣʦʞʝʥʠʠ) ʢʦʧʠʨʫʶʪʩʷ ʚ ʜʦʢʫʤʝʥʪ ʧʦʣʫʯʘʪʝʣʴ (ʩʦʟʜʘʥʥʳʡ ʚ ʜʨʫʛʦʤ ʧʨʠ-

ʣʦʞʝʥʠʠ). ʂʦʧʠʨʦʚʘʥʠʝ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʧʨʠ ʧʦʤʦʱʠ ʬʠʣʴʪʨʦʚ, ʢʦʪʦʨʳʝ ʧʨʝʜʩʪʘʚ-

ʣʷʶʪ ʩʦʙʦʡ ʧʨʦʛʨʘʤʤʫ, ʢʦʪʦʨʘʷ ʧʨʝʦʙʨʘʟʫʝʪ ʜʘʥʥʳʝ ʠʟ ʦʜʥʦʛʦ ʬʦʨʤʘʪʘ ʚ ʜʘʥʥʳʝ 

ʜʨʫʛʦʛʦ ʬʦʨʤʘʪʘ. ʇʨʠʣʦʞʝʥʠʷ MS Office ʠʤʝʶʪ ʙʦʣʴʰʦʡ ʥʘʙʦʨ ʨʘʟʣʠʯʥʳʭ ʬʠʣʴ-

ʪʨʦʚ. 

ʉʚʷʟʳʚʘʥʠʝ ʠ ʚʥʝʜʨʝʥʠʝ (OLE) ï ʦʜʠʥ ʠʟ ʵʬʬʝʢʪʠʚʥʳʭ ʩʧʦʩʦʙʦʚ ʦʙʤʝʥʘ ʜʘʥʥʳ-

ʤʠ ʤʝʞʜʫ ʧʨʠʣʦʞʝʥʠʷʤʠ MS Office. ʆʩʥʦʚʥʳʝ ʨʘʟʣʠʯʠʷ ʤʝʞʜʫ ʩʚʷʟʳʚʘʥʠʝʤ ʠ 

ʚʩʪʨʘʠʚʘʥʠʝʤ ʟʘʢʣʶʯʘʶʪʩʷ ʚ ʤʝʩʪʝ ʭʨʘʥʝʥʠʷ ʜʘʥʥʳʭ ʠ ʩʧʦʩʦʙʝ ʦʙʥʦʚʣʝʥʠʷ ʜʘʥʥʳʭ 

ʧʦʩʣʝ ʧʦʤʝʱʝʥʠʷ ʠʭ ʚ ʜʦʢʫʤʝʥʪ. OLE ï ʪʝʭʥʦʣʦʛʠʷ ʩʚʷʟʠ ʧʨʦʛʨʘʤʤ, ʧʦʟʚʦʣʷʶʱʘʷ 

ʧʨʠʣʦʞʝʥʠʷʤ ʩʦʚʤʝʩʪʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʜʘʥʥʳʝ. ɺʩʝ ʧʨʦʛʨʘʤʤʳ MS Office ʧʦʜʜʝʨʞʠ-

ʚʘʶʪ ʪʝʭʥʦʣʦʛʠʶ OLE, ʯʪʦ ʧʦʟʚʦʣʷʝʪ ʩʦʚʤʝʩʪʥʦ ʨʘʙʦʪʘʪʴ ʩ ʜʘʥʥʳʤʠ ʧʦʩʨʝʜʩʪʚʦʤ 

ʚʥʝʜʨʝʥʠʷ ʠ ʩʚʷʟʳʚʘʥʠʷ ʦʙʲʝʢʪʦʚ. 

ʉʚʷʟʘʥʥʳʡ ʦʙʲʝʢʪ ï ʵʪʦ ʜʘʥʥʳʝ (ʦʙʲʝʢʪ), ʩʦʟʜʘʥʥʳʝ ʚ ʦʜʥʦʤ ʬʘʡʣʝ ʠ ʚʩʪʘʚʣʝʥ-

ʥʳʝ ʚ ʜʨʫʛʦʡ ʬʘʡʣ ʩ ʧʦʜʜʝʨʞʢʦʡ ʩʚʷʟʠ ʤʝʞʜʫ ʬʘʡʣʘʤʠ. ʉʚʷʟʘʥʥʳʡ ʦʙʲʝʢʪ ʤʦʞʝʪ 

ʦʙʥʦʚʣʷʪʴʩʷ ʦʜʥʦʚʨʝʤʝʥʥʦ ʩ ʦʙʥʦʚʣʝʥʠʝʤ ʠʩʭʦʜʥʦʛʦ ʬʘʡʣʘ. ʉʚʷʟʘʥʥʳʡ ʦʙʲʝʢʪ ʥʝ 

ʷʚʣʷʝʪʩʷ ʯʘʩʪʴʶ ʬʘʡʣʘ, ʚ ʢʦʪʦʨʳʡ ʦʥ ʚʩʪʘʚʣʝʥ. 

ɺʥʝʜʨʝʥʥʳʡ ʦʙʲʝʢʪ ï ʵʪʦ ʜʘʥʥʳʝ (ʦʙʲʝʢʪ), ʚʩʪʘʚʣʝʥʥʳʝ ʚ ʬʘʡʣ. ɺʥʝʜʨʝʥʥʳʡ 

ʦʙʲʝʢʪ ʩʪʘʥʦʚʠʪʩʷ ʯʘʩʪʴʶ ʬʘʡʣʘ. ʇʨʠ ʜʚʦʡʥʦʤ ʱʝʣʯʢʝ ʚʥʝʜʨʝʥʥʳʡ ʦʙʲʝʢʪ ʦʪʢʨʳʚʘ-

ʝʪʩʷ ʩ ʧʦʤʦʱʴʶ ʧʨʦʛʨʘʤʤʳ, ʚ ʢʦʪʦʨʦʡ ʙʳʣ ʩʦʟʜʘʥ. 

http://lessons-tva.info/edu/inf-pp/pp.html
http://lessons-tva.info/edu/e-inf2/m2t4.html
http://ru.wikipedia.org/wiki/%D0%A0%D0%B5%D0%BB%D1%8F%D1%86%D0%B8%D0%BE%D0%BD%D0%BD%D0%B0%D1%8F_%D0%A1%D0%A3%D0%91%D0%94
http://ru.wikipedia.org/wiki/Microsoft
http://bsu.edu.ru:8801/projects/inf/prog/prog01.htm
http://bsu.edu.ru:8801/projects/inf/prog/prog02.htm
http://bsu.edu.ru:8801/projects/inf/prog/prog02.htm
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ʂʦʧʠʨʦʚʘʥʠʝ, ʩʚʷʟʳʚʘʥʠʝ ʠ ʚʥʝʜʨʝʥʠʝ ʤʦʞʥʦ ʦʩʫʱʝʩʪʚʣʷʪʴ ʧʨʠ ʧʦʤʦʱʠ ʙʫʬʝ-

ʨʘ ʦʙʤʝʥʘ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʜʘʥʥʳʝ ʩʢʦʧʠʨʦʚʘʪʴ ʚ ʜʦʢʫʤʝʥʪʝ-ʠʩʪʦʯʥʠʢʝ, ʘ ʟʘ-

ʪʝʤ ʚ ʜʦʢʫʤʝʥʪʝ-ʧʦʣʫʯʘʪʝʣʝ ʚʳʧʦʣʥʠʪʴ ʢʦʤʘʥʜʫ ʇʨʘʚʢʘ / ʉʧʝʮʠʘʣʴʥʘʷ ʚʩʪʘʚʢʘ ʠ 

ʚʳʙʨʘʪʴ ʧʘʨʘʤʝʪʨ ʉʚʷʟʘʪʴ ʠʣʠ ɺʩʪʘʚʠʪʴ (ʚ Word 2010 ʘʥʘʣʦʛʠʯʥʫʶ ʢʦʤʘʥʜʫ ʤʦʞ-

ʥʦ ʥʘʡʪʠ ʚ ʛʨʫʧʧʝ ɹʫʬʝʨ ʦʙʤʝʥʘ ʧʨʠ ʦʪʢʨʳʪʠʠ ʢʥʦʧʢʠ ʩ ʤʝʥʶ ɺʩʪʘʚʠʪʴ ʠʣʠ ʚr -

ʙʨʘʪʴ ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ). ɺʪʦʨʦʡ ʩʧʦʩʦʙ ʩʚʷʟʳʚʘʥʠʷ ʠ ʚʥʝʜʨʝʥʠʷ ʦʙʲʝʢʪʦʚ ʦʩʫ-

ʱʝʩʪʚʣʷʝʪʩʷ ʧʨʠ ʧʦʤʦʱʠ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ ɺʩʪʘʚʢʘ ʦʙʲʝʢʪʘ, ʢʦʪʦʨʦʝ ʚʳʟʳʚʘʝʪʩʷ 

ʢʦʤʘʥʜʦʡ ɺʩʪʘʚʢʘ / ʆʙ̡ʝʢʪ. 

2 ʊʝʭʥʦʣʦʛʠʷ ʩʦʟʜʘʥʠʷ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʪʝʢʩʪʦʚʦʛʦ ʜʦʢʫʤʝʥʪʘ ʚ MS Word  

ʇʦʣʴʟʦʚʘʪʝʣʴʩʢʠʡ ʠʥʪʝʨʬʝʡʩ MS Word 2010 (ʥʝʩʢʦʣʴʢʦ ʥʝʧʨʠʚʳʯʥʳʡ ʜʣʷ ʧʦʣʴ-

ʟʦʚʘʪʝʣʝʡ Word 2003) ʫʧʨʦʩʪʠʣ ʧʦʠʩʢ ʢʦʤʘʥʜ ʠ ʠʩʧʦʣʴʟʦʚʘʥʠʝ ʚʩʝʛʦ ʜʠʘʧʘʟʦʥʘ ʚʦʟ-

ʤʦʞʥʦʩʪʝʡ ʧʨʠʣʦʞʝʥʠʷ, ʧʨʠ ʵʪʦʤ ʨʘʙʦʯʘ ̫ʦʙʣʘʩʪʴ ʦʢʥʘ ʩʪʘʣʘ ʤʝʥʝʝ ʟʘʛʨʦʤʦʞʜʝʥ-

ʥʦʡ. ɻʣʘʚʥʳʡ ʵʣʝʤʝʥʪ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʦʛʦ ʠʥʪʝʨʬʝʡʩʘ Word 2010 ʧʨʝʜʩʪʘʚʣʷʝʪ ʩʦʙʦʡ 

ʣʝʥʪʫ, ʢʦʪʦʨʘʷ ʠʜʝʪ ʚʜʦʣʴ ʚʝʨʭʥʝʡ ʯʘʩʪʠ ʦʢʥʘ ʢʘʞʜʦʛʦ ʧʨʠʣʦʞʝʥʠʷ, ʚʤʝʩʪʦ ʪʨʘʜʠ-

ʮʠʦʥʥʳʭ ʤʝʥʶ ʠ ʧʘʥʝʣʝʡ ʠʥʩʪʨʫʤʝʥʪʦʚ. ʉ ʧʦʤʦʱʴʶ ʣʝʥʪʳ ʤʦʞʥʦ ʙʳʩʪʨʦ ʥʘʭʦʜʠʪʴ 

ʥʝʦʙʭʦʜʠʤʳʝ ʢʦʤʘʥʜʳ (ʵʣʝʤʝʥʪʳ ʫʧʨʘʚʣʝʥʠʷ: ʢʥʦʧʢʠ, ʨʘʩʢʨʳʚʘʶʱʠʝʩʷ ʩʧʠʩʢʠ, 

ʩʯʝʪʯʠʢʠ, ʬʣʘʞʢʠ ʠ ʪ.ʧ.). ʂʦʤʘʥʜʳ ʫʧʦʨʷʜʦʯʝʥʳ ʚ ʣʦʛʠʯʝʩʢʠʝ ʛʨʫʧʧʳ, ʩʦʙʨʘʥʥʳʝ ʥʘ 

ʚʢʣʘʜʢʘʭ. ʇʦ ʫʤʦʣʯʘʥʠʶ ʚ ʦʢʥʝ ʦʪʦʙʨʘʞʘʝʪʩʷ ʚʦʩʝʤʴ ʧʦʩʪʦʷʥʥʳʭ ʚʢʣʘʜʦʢ: ʌʘʡʣ, 

ɻʣʘʚʥʘʷ, ɺʩʪʘʚʢʘ, ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ, ʉʩʳʣʢʠ, ʈʘʩʩʳʣʢʠ, ʈʝʮʝʥʟʠʨʦʚʘʥʠʝ, ɺʠʜ.  

ʃʝʥʪʫ ʤʦʞʥʦ ʥʘʩʪʨʘʠʚʘʪʴ: ʧʝʨʝʠʤʝʥʦʚʳʚʘʪʴ ʠ ʠʟʤʝʥʷʪʴ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ 

ʨʘʩʧʦʣʦʞʝʥʠʷ ʧʦʩʪʦʷʥʥʳʭ ʚʢʣʘʜʦʢ, ʩʦʟʜʘʚʘʪʴ ʥʦʚʳʝ ʚʢʣʘʜʢʠ ʠ ʫʜʘʣʷʪʴ ʠʭ, ʩʦʟʜʘ-

ʚʘʪʴ, ʫʜʘʣʷʪʴ, ʠʟʤʝʥʷʪʴ ʨʘʩʧʦʣʦʞʝʥʠʝ ʛʨʫʧʧ ʵʣʝʤʝʥʪʦʚ ʥʘ ʚʢʣʘʜʢʘʭ, ʜʦʙʘʚʣʷʪʴ ʠ 

ʫʜʘʣʷʪʴ ʦʪʜʝʣʴʥʳʝ ʵʣʝʤʝʥʪʳ ʠ ʜʨ.  

ʉʦʟʜʘʥʠʝ ʥʦʚʦʛʦ ʜʦʢʫʤʝʥʪʘ 

ʉʦʟʜʘʪʴ ʥʦʚʳʡ ʜʦʢʫʤʝʥʪ ʚ Word ʤʦʞʥʦ ʩʣʝʜʫʶʱʠʤʠ ʩʧʦʩʦʙʘʤʠ: 

- ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʟʜʘʪʴ ʚ ʤʝʥʶ ʌʘʡʣ, ʟʘʪʝʤ ʚ ʦʙʣʘʩʪʠ ʟʘʜʘʯ (ʠʟʤʝʥʠʪʩʷ 

ʨʝʞʠʤ ʥʘ ʉʦʟʜʘʥʠʝ ʜʦʢʫʤʝʥʪʘ) ʚ ʨʘʟʜʝʣʝ ʉʦʟʜʘʥʠʝ ʚʳʙʨʘʪʴ ʅʦʚʳʡ ʜʦʢʫʤʝʥʪ, ʦʩʥʦ-

ʚʘʥʥʳʡ ʥʘ ʰʘʙʣʦʥʝ ʆʙʳʯʥʳʡ ʠʣʠ ʨʘʟʜʝʣʝ ʐʘʙʣʦʥʳ ʚ ʧʫʥʢʪʝ ʅʘ ʤʦʝʤ ʢʦʤʧʴʶʪʝʨʝ 

ʉʪʨʦʢʘ ʩʦʩʪʦʥ̫ʠʷ 

ʈʘʙʦʯʘʷ ʦʙʣʘʩʪʴ ʦʢʥʘ 

ɿʘʛʦʣʦʚʦʢ ʦʢʥʘ 

ʃʝʥʪʘ  

(ʦʪʦʙʨʘʞʘʝʪʩʷ 

ʣʝʥʪʘ ʚʢʣʘʜʢʠ 

ɻʣʘʚʥʘʷ) 

ɻʨʫʧʧʘ ɻʨʫʧ

ʧʳ 

ñʐʨ

ʠʬʪò 

ʠ  

ñɸʙ-

ʟʘʮò 

ɻʨʫʧʧʳ ʐʨʠʬʪ 
ʠ ɸʙʟʘʮ 

ʇʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ 

ʂʥʦʧʢʘ ʦʪʢʨʪrʠʷ 

ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ 

ɸʙʟʘʮ 

ʇʘʥʝʣʴ ʚʢʣʘʜʦʢ  

ʦʪʢʨʳʪʳʭ ʦʢʦʥ ʜʦʢʫʤʝʥʪʦʚ 



ʉʦʟʜʘʥʠʝ, ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʜʦʢʫʤʝʥʪʦʚ ʚ ʪʝʢʩʪʦʚʦʤ ʨʝʜʘʢʪʦʨʝ Mʽcrosoft Word 25 

ʚʳʙʨʘʪʴ ʧʨʝʜʦʧʨʝʜʝʣʝʥʥʳʡ ʰʘʙʣʦʥ ʠʣʠ ʤʘʩʪʝʨ, ʥʘ ʦʩʥʦʚʝ ʢʦʪʦʨʦʛʦ ʪʨʝʙʫʝʪʩʷ ʩʦ-

ʟʜʘʪʴ ʜʦʢʫʤʝʥʪ ʠʣʠ ʰʘʙʣʦʥ; 

- ʱʝʣʢʥʫʪʴ ʥʘ ʧʠʢʪʦʛʨʘʤʤʫ  ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʉʪʘʥʜʘʨʪʥʘʷ, ʦʪʢʨʦ-

ʝʪʩʷ ʧʫʩʪʦʡ ʜʦʢʫʤʝʥʪ ɼʦʢʫʤʝʥʪ1, ʦʩʥʦʚʘʥʥʳʡ ʥʘ ʰʘʙʣʦʥʝ ʆʙʳʯʥʳʡ (ʚ Word 2010 

ʵʪʘ ʧʠʢʪʦʛʨʘʤʤʘ ʥʘʭʦʜʠʪʩʷ ʥʘ ʧʘʥʝʣʠ ʚʢʣʘʜʦʢ ʦʪʢʨʳʪʳʭ ʦʢʦʥ ʜʦʢʫʤʝʥʪʦʚ); 

- ʩʦʯʝʪʘʥʠʝʤ ʢʣʘʚʠʰ [Ctrl]+[N] . 

ɺ ʧʦʣʝ ʧʫʩʪʦʛʦ ʜʦʢʫʤʝʥʪʘ ʚʚʝʨʭʫ ʩʣʝʚʘ ʚʠʜʥʘ ʤʝʨʮʘʶʱʘʷ ʚʝʨʪʠʢʘʣʴʥʘʷ ʣʠʥʠʷ, 

ʢʦʪʦʨʘʷ ʥʘʟʳʚʘʝʪʩʷ ʢʫʨʩʦʨʦʤ ʚʚʦʜʘ. ʂʫʨʩʦʨ ʫʢʘʟʳʚʘʝʪ, ʢʫʜʘ ʙʫʜʝʪ ʚʚʦʜʠʪʴʩʷ ʩʠʤʚʦʣ 

ʩ ʢʣʘʚʠʘʪʫʨʳ ʠʣʠ ʚʩʪʘʚʣʷʪʴʩʷ ʢʘʢʦʡ-ʣʠʙʦ ʦʙʲʝʢʪ (ʨʠʩʫʥʦʢ, ʪʘʙʣʠʮʘ ʠ ʪ.ʜ.).  

ɺ ʩʪʨʦʢʝ ʩʦʩʪʦʷʥʠʷ ʨʝʜʘʢʪʦʨʘ ʥʘ ʵʢʨʘʥʝ ʜʠʩʧʣʝʷ ʚʠʜʝʥ ʥʦʤʝʨ ʩʪʨʦʢʠ ʜʦʢʫʤʝʥʪʘ 

ʠ ʥʦʤʝʨ ʧʦʟʠʮʠʠ ʚ ʥʝʡ, ʛʜʝ ʚ ʪʝʢʫʱʠʡ ʤʦʤʝʥʪ ʥʘʭʦʜʠʪʩʷ ʢʫʨʩʦʨ.  

ʉʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ 

ɺʦ ʚʨʝʤʷ ʨʘʙʦʪʳ ʩ ʜʦʢʫʤʝʥʪʦʤ ʦʥ ʥʘʭʦʜʠʪʩʷ ʚ ʦʧʝʨʘʪʠʚʥʦʡ ʧʘʤʷʪʠ. ɼʣʷ ʪʦʛʦ 

ʯʪʦʙʳ ʟʘʧʠʩʘʪʴ ʵʪʦʪ ʬʘʡʣ ʥʘ ʜʠʩʢ, ʥʝʦʙʭʦʜʠʤʦ ʚ ʤʝʥʶ ʌʘʡʣ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦ-

ʭʨʘʥʠʪʴ, ʠ ʟʘʜʘʪʴ ʥʝʦʙʭʦʜʠʤʳʝ ʧʘʨʘʤʝʪʨʳ ʚ ʦʢʥʝ ʜʠʘʣʦʛʘ ʉʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ. 

ʇʨʠ ʩʦʭʨʘʥʝʥʠʠ ʜʦʢʫʤʝʥʪʘ ʥʝʦʙʭʦʜʠʤʦ ʚ ʦʢʥʝ ʜʠʘʣʦʛʘ: ʫʢʘʟʘʪʴ ʠʤʷ ʬʘʡʣʘ, ʚʳʙʨʘʪʴ 

ʪʠʧ ʬʘʡʣʘ, ʚʳʙʨʘʪʴ ʜʠʩʢ ʠ ʧʘʧʢʫ ʜʣʷ ʭʨʘʥʝʥʠʷ ʬʘʡʣʘ. ʆʪʢʨʳʪʳʡ ʬʘʡʣ ʤʦʞʥʦ ʩʦʭʨʘ-

ʥʠʪʴ ʥʘ ʜʠʩʢ ʧʦʜ ʜʨʫʛʠʤ ʠʤʝʥʝʤ, ʚʳʙʨʘʚ ʚ ʤʝʥʶ ʌʘʡʣ ʢʦʤʘʥʜʫ ʉʦʭʨʘʥʠʪʴ ʢʘʢ.  

ʆʧʝʨʘʮʠʠ ʧʦ ʚʚʦʜʫ ʠ ʦʙʨʘʙʦʪʢʝ ʪʝʢʩʪʘ ʜʦʢʫʤʝʥʪʘ 

ʇʝʨʝʜ ʚʚʦʜʦʤ ʪʝʢʩʪʘ ʮʝʣʝʩʦʦʙʨʘʟʥʦ ʫʩʪʘʥʦʚʠʪʴ ʧʦʣʷ ʠ ʥʝʦʙʭʦʜʠʤʫʶ ʦʨʠʝʥʪʘ-

ʮʠʶ ʩʪʨʘʥʠʮ, ʚʳʧʦʣʥʠʚ ʢʦʤʘʥʜʫ ʌʘʡʣ / ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ, ʚʢʣʘʜʢʘ ʇʦʣʷ 

(ʚ Word 2010 ʥʘʩʪʨʦʡʢʠ ʚʳʙʠʨʘʶʪʩʷ ʚ ʛʨʫʧʧʝ ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ ʥʘ ʚʢʣʘʜʢʝ 

ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ). 

Word ʧʦʜʜʝʨʞʠʚʘʝʪ ʜʚʘ ʨʝʞʠʤʘ ʨʘʙʦʪʳ: ɺʩʪʘʚʢʘ ʠ ɿʘʤʝʥʘ, ʢʦʪʦʨʳʝ ʧʝʨʝʢʣʶ-

ʯʘʁʪʩ ̫ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠʰʠ [Ins] (Insert). ɺ ʨʝʞʠʤʝ ɺʩʪʘʚʢʘ ʚʚʦʜʠʤʳʝ ʩ ʢʣʘʚʠʘʪʫ-

ʨʳ ʩʠʤʚʦʣʳ ʩʜʚʠʛʘʶʪ ʚʧʨʘʚʦ ʪʝʢʩʪ ʜʦʢʫʤʝʥʪʘ, ʨʘʩʧʦʣʦʞʝʥʥʳʡ ʟʘ ʢʫʨʩʦʨʦʤ. 

ɺ ʨʝʞʠʤʝ ʟʘʤʝʥʳ ʚʤʝʩʪʦ ʩʠʤʚʦʣʘ, ʨʘʩʧʦʣʦʞʝʥʥʦʛʦ ʩʧʨʘʚʘ ʦʪ ʢʫʨʩʦʨʘ, ʚʚʦʜʠʪʩʷ ʥʦ-

ʚʳʡ ʩʠʤʚʦʣ ʩ ʢʣʘʚʠʘʪʫʨʳ.  

ɺʚʦʜ ʪʝʢʩʪʘ ʤʦʞʥʦ ʦʩʫʱʝʩʪʚʣʷʪʴ ʧʦʩʨʝʜʩʪʚʦʤ ʝʛʦ ʥʘʙʦʨʘ ʩ ʢʣʘʚʠʘʪʫʨʳ ʠ 

ʚʩʪʘʚʣʷʪʴ ʚ ʜʦʢʫʤʝʥʪ ʨʘʟʣʠʯʥʳʝ ʪʝʢʩʪʦʚʳʝ ʬʨʘʛʤʝʥʪʳ ʠʟ ʜʨʫʛʠʭ ʜʦʢʫʤʝʥʪʦʚ. ɺʚʦʜ 

ʩʠʤʚʦʣʦʚ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʩ ʢʣʘʚʠʘʪʫʨʳ (ʚ ʨʝʞʠʤʝ ɺʩʪʘʚʢʘ ʠʣʠ ɿʘʤʝʥʘ), ʘ ʜʣʷ ʫʜʘ-

ʣʝʥʠʷ ʩʠʤʚʦʣʦʚ ʠʩʧʦʣʴʟʫʶʪ ʢʣʘʚʠʰʠ [Backspace] ʠʣʠ [Delete]. 

ɺ Word ʧʨʠʤʝʥʷʶʪʩʷ ʨʘʟʣʠʯʥʳʝ ʩʧʦʩʦʙʳ ʚʳʜʝʣʝʥʠʷ ʜʣʷ ʩʣʦʚʘ, ʩʪʨʦʢʠ, ʧʨʝʜ-

ʣʦʞʝʥʠʷ, ʘʙʟʘʮʘ (ʦʜʠʥʘʨʥʳʡ, ʜʚʦʡʥʦʡ ʠʣʠ ʪʨʦʡʥʦʡ ʱʝʣʯʦʢ ʤʳʰʴʶ ʚ ʘʙʟʘʮʝ ʠʣʠ 

ʩʣʝʚʘ ʦʪ ʘʙʟʘʮʘ ʥʘ ʧʦʣʦʩʝ ʚʳʜʝʣʝʥʠʷ). 

ʇʦʩʣʝ ʚʳʜʝʣʝʥʠʷ ʬʨʘʛʤʝʥʪʘ ʦʧʝʨʘʮʠʶ ʢʦʧʠʨʦʚʘʥʠʷ ʠʣʠ ʧʝʨʝʤʝʱʝʥʠʷ ʝʛʦ 

ʚ ʜʨʫʛʠʝ ʤʝʩʪʦ ʤʦʞʥʦ ʚʳʧʦʣʥʠʪʴ ʩʣʝʜʫʶʱʠʤʠ ʩʧʦʩʦʙʘʤʠ:  

- ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠʰ ʢʣʘʚʠʘʪʫʨʳ (ʩʦʯʝʪʘʥʠʷʤʠ ʢʣʘʚʠʰ: [Ctrl] + [X] ï ɺʳʨʝ-

ʟʘʪʴ, [Ctrl] + [C] ï ʂʦʧʠʨʦʚʘʪʴ, [Ctrl] + [V] ï ɺʩʪʘʚʠʪʴ); 

- ʩ ʧʦʤʦʱʴʶ ʧʠʢʪʦʛʨʘʤʤ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ  ɺʳʨʝʟʘʪʴ,  ʂʦʧʠʨʦ-

ʚʘʪʴ ʠ  ɺʩʪʘʚʠʪʴ; 

- ʩ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʁ ; 

- ʠʩʧʦʣʴʟʫʷ ʣʝʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ (ʧʝʨʝʪʘʩʢʠʚʘʥʠʝ). 
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ɼʣʷ ʦʪʤʝʥʳ ʦʰʠʙʦʯʥʦʛʦ ʜʝʡʩʪʚʠʷ ʚ Word ʧʨʠʤʝʥʷʝʪʩʷ ʦʧʝʨʘʮʠʷ ʦʪʤʝʥʳ  

(ʠʣʠ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ [Ctrl] + [Z]). ʂʨʦʤʝ ʢʦʤʘʥʜʳ ʦʪʤʝʥʳ ʩʫʱʝʩʪʚʫʝʪ ʢʦʤʘʥʜʘ 

ʧʦʚʪʦʨʠʪʴ  (ʠʣʠ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ [Ctrl] + [Y]).  

ʇʦʠʩʢ ʠ ʟʘʤʝʥʘ  

ʇʨʝʜʫʩʤʦʪʨʝʥʥʘʷ ʚ 

Word ʚʦʟʤʦʞʥʦʩʪʴ ʧʦʠʩ-

ʢʘ ʠ ʟʘʤʝʥʳ ʪʝʢʩʪʘ ʟʥʘʯʠ-

ʪʝʣʴʥʦ ʫʩʢʦʨʷʝʪ ʧʨʦʮʝʩʩ 

ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ (ʧʨʘʚʢʠ) 

ʙʦʣʴʰʦʛʦ ʪʝʢʩʪʘ. ʂʨʦʤʝ 

ʪʦʛʦ, ʩ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜ 

ʅʘʡʪʠ ʠ ɿʘʤʝʥʠʪʴ ʤʦʞ-

ʥʦ ʦʩʫɦ ʝʩʪʚʣʷʪʴ ʧʦʠʩʢ ʠ 

ʟʘʤʝʥʫ ʦʧʨʝʜʝʣʝʥʥʳʭ 

ʬʨʘʛʤʝʥʪʦʚ ʪʝʢʩʪʘ, ʧʘʨʘ-

ʤʝʪʨʦʚ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ 

(ʢʥʦʧʢʘ ʌʦʨʤʘʪ ʚ ʜʠʘʣʦ-

ʛʦʚʦʤ ʦʢʥʝ) ʠ ʩʧʝʮʠʘʣʴ-

ʥʳʭ ʥʝʚʠʜʠʤʳʭ ʩʠʤʚʦʣʦʚ (ʧʨʦʙʝʣ, ʟʥʘʢ ʘʙʟʘʮʘ, ʟʥʘʢ ʪʘʙʫʣʷʮʠʠ, ʨʘʟʨʳʚ ʩʪʨʦʢʠ, ʥʝ-

ʨʘʟʨʳʚʥʳʡ ʧʨʦʙʝʣ ʠ ʤʥʦʛʠʝ ʜʨʫʛʠʝ) (ʢʥʦʧʢʘ ʉʧʝʮʠʘʣʴʥʳʡ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ). 

ʆʩʪʘʥʦʚʠʤʩʷ ʧʦʜʨʦʙʥʝʝ ʥʘ ʧʦʠʩʢʝ ʠ ʟʘʤʝʥʝ ʩʧʝʮʠʘʣʴʥʳʭ ʩʢʨʳʪʳʭ ʩʠʤʚʦʣʦʚ. 

ʏʪʦʙʳ ʫʚʠʜʝʪʴ ʵʪʠ ʩʠʤʚʦʣʳ ʚ ʪʝʢʩʪʝ, ʥʘʜʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ  ʥʘ ʧʘʥʝ-

ʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. ʉ ʚʢʣʶʯʝʥʥʳʤʠ ʩʢʨʳʪʳʤʠ ʩʠʤʚʦʣʘʤʠ ʭʦʨʦʰʦ ʚʠʜ-

ʥʳ ʦʛʨʝʭʠ ʨʘʟʤʝʪʢʠ (ʣʠʰʥʠʝ ʧʨʦʙʝʣʳ, ʘʙʟʘʮʳ, ʨʘʟʨʳʚʳ ʩʪʨʦʢ ʠ ʪ.ʧ.). 

ʂʨʦʤʝ ʪʦʛʦ, ʟʥʘʢ ʘʙʟʘʮʘ ʭʨʘʥʠʪ ʠʥʬʦʨʤʘʮʠʶ ʦ ʬʦʨʤʘʪʠʨʦʚʘʥʠʠ ʚʩʝ-

ʛʦ ʘʙʟʘʮʘ. ʊʦ ʝʩʪʴ ʤʦʞʥʦ ʫʜʘʣʠʪʴ ʚʝʩʴ ʪʝʢʩʪ, ʥʦ ʦʩʪʘʚʠʪʴ ʟʥʘʢ ʘʙʟʘʮʘ, 

ʢʦʪʦʨʳʡ ʙʫʜʝʪ "ʧʦʤʥʠʪʴ" ʚʩʝ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʜʘʥʥʦʛʦ ʘʙʟʘʮʘ. 

ɼʣʷ ʫʩʪʨʘʥʝʥʠʷ ʚʩʝʭ ʣʠʰʥʠʭ ʧʦʚʪʦʨʷʶʱʠʭʩʷ ʚ ʪʝʢʩʪʝ ʧʨʦʙʝʣʦʚ 

(ʪʘʢʠʝ ʜʝʡʩʪʚʠʷ ʦʯʝʥʴ ʚʦʩʪʨʝʙʦʚʘʥʳ ʧʨʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʠ ʪʝʢʩʪʘ, ʟʘ-

ʠʤʩʪʚʦʚʘʥʥʦʛʦ ʩ ʀʥʪʝʨʥʝʪ-ʨʝʩʫʨʩʦʚ), ʪʦ ʝʩʪʴ ʧʦʠʩʢʘ ʠ ʦʜʥʦʚʨʝʤʝʥ-

ʥʦʡ ʟʘʤʝʥʳ ʧʦ ʚʩʝʤʫ ʪʝʢʩʪʫ ʚʩʝʭ ʜʚʦʡʥʳʭ ʧʨʦʙʝʣʦʚ ʥʘ ʦʜʠʥʘʨʥʳʝ 

ʥʘʜʦ ʚʳʧʦʣʥʠʪʴ ʪʘʢʠʝ ʜʝʡʩʪʚʠʷ. ʂʦʤʘʥʜʦʡ ʇʨʘʚʢʘ / ɿʘʤʝʥʠʪʴ (ʠʣʠ 

[Ctrl]  + [H]) ʚʳʟʚʘʪʴ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʝ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ, ʚ ʩʪʨʦʢʝ ʅʘʡʪʠ 

ʥʘʙʨʘʪʴ ʜʚʘ ʧʨʦʙʝʣʘ, ʘ ʚ ʩʪʨʦʢʝ ɿʘʤʝʥʠʪʴ ï ʦʜʠʥ ʧʨʦʙʝʣ ʠ ʥʘʞʘʪʴ ʥʘ 

ʢʥʦʧʢʫ ɿʘʤʝʥʠʪʴ ʚʩʝ. ʇʦʩʣʝ ʵʪʦʛʦ ʩʠʩʪʝʤʘ ʚʳʚʝʜʝʪ ʩʦʦʙʱʝʥʠʝ ʦ ʢʦ-

ʣʠʯʝʩʪʚʝ ʚʳʧʦʣʥʝʥʥʳʭ ʟʘʤʝʥ. ʅʘʞʠʤʘʪʴ ʥʘ ʢʥʦʧʢʫ ɿʘʤʝʥʠʪʴ ʚʩʝ 

ʥʘʜʦ ʜʦ ʪʝʭ ʧʦʨ, ʧʦʢʘ ʥʝ ʙʫʜʝʪ ʚʳʚʝʜʝʥʦ ʩʦʦʙʱʝʥʠʝ, ʯʪʦ ʚʳʧʦʣʥʝʥʦ 

0 ʟʘʤʝʥ, ʪʦ ʝʩʪʴ ʧʦʚʪʦʨʷʶʱʠʭʩʷ ʧʨʦʙʝʣʦʚ ʚ ʪʝʢʩʪʝ ʥʝ ʦʩʪʘʣʦʩʴ. 

ʊʘʢʞʝ ʦʯʝʥʴ ʨʘʩʧʨʦʩʪʨʘʥʝʥʥʦʡ ʠ ʚʦʩʪʨʝʙʦʚʘʥʥʦʡ ʟʘʤʝʥʦʡ ʧʨʠ 

ʬʦʨʤʘʪʠʨʦʚʘʥʠʠ ʪʝʢʩʪʘ, ʟʘʠʤʩʪʚʦʚʘʥʥʦʛʦ ʩ ʀʥʪʝʨʥʝʪ-ʨʝʩʫʨʩʦʚ, ʷʚ-

ʣʷʝʪʩʷ ʟʘʤʝʥʘ ʩʧʝʮʠʘʣʴʥʦʛʦ ʩʠʤʚʦʣʘ ʈʘʟʨʳʚ ʩʪʨʦʢʠ ʥʘ ɿʥʘʢ ʘʙʟʘʮʘ. 

ɼʣʷ ʵʪʦʛʦ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʅʘʡʪʠ ʠ ʟʘʤʝʥʠʪʴ ʥʘʜʦ ʱʝʣʢʥʫʪʴ ʥʘ 

ʢʥʦʧʢʝ ɹʦʣʴʰʝ, ʟʘʪʝʤ ï ʥʘ ʢʥʦʧʢʝ ʉʧʝʮʠʘʣʴʥʳʡ (ʧʨʠ ʵʪʦʤ ʦʪʢʨʦʝʪʩʷ ʩʧʠʩʦʢ ʨʘʟʣʠʯʥʳʭ 

ʩʧʝʮʠʘʣʴʥʳʭ ʩʠʤʚʦʣʦʚ ï ʩʤ. ʨʠʩ. ʩʧʨʘʚʘ), ʚʳʙʨʘʪʴ ʠʟ ʵʪʦʛʦ ʩʧʠʩʢʘ ʩʠʤʚʦʣ ʈʘʟʨʳʚ 

ʩʪʨʦʢʠ, ʧʦʩʣʝ ʯʝʛʦ ʚ ʧʦʣʝ ʅʘʡʪʠ ʧʦʷʚʠʪʩʷ ʝʛʦ ʩʧʝʮʠʘʣʴʥʦʝ ʦʙʦʟʥʘʯʝʥʠʝ. ʇʝʨʝʡʪʠ 
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ʚ ʧʦʣʝ ɿʘʤʝʥʠʪʴ, ʱʝʣʢʥʫʪʴ ʥʘ ʢʥʦʧʢʝ ʉʧʝʮʠʘʣʴʥʳʡ, ʚʳʙʨʘʪʴ ʠʟ ʩʧʠʩʢʘ ʩʠʤʚʦʣ ɿʥʘʢ 

ʘʙʟʘʮʘ ʠ ʥʘʞʘʪʴ ʥʘ ʢʥʦʧʢʫ ɿʘʤʝʥʠʪʴ ʚʩʝ.  

ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʘʙʟʘʮʝʚ 

ʆʩʥʦʚʥʳʝ ʬʫʥʢʮʠʠ ʧʦ ʬʦʨʤʘʪʠʨʦʚʘʥʠʶ ʘʙʟʘʮʝʚ ʚʳʥʝʩʝʥʳ ʥʘ ʧʘʥʝʣʴ ʠʥʩʪʨʫ-

ʤʝʥʪʦʚ ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ (ʚ Word 2010 ï ʚʢʣʘʜʢʘ ɻʣʘʚʥʘʷ). ʂ ʬʦʨʤʘʪʫ ʘʙʟʘʮʘ (ʜʠʘ-

ʣʦʛʦʚʦʝ ʦʢʥʦ ɸʙʟʘʮ) ʤʦʞʥʦ ʦʪʥʝʩʪʠ ʦʪʩʪʫʧʳ, ʚʳʨʘʚʥʠʚʘʥʠʝ ʘʙʟʘʮʝʚ ʧʦ ʣʝʚʦʤʫ ʢʨʘʶ 

(ʧʦ ʮʝʥʪʨʫ, ʧʦ ʧʨʘʚʦʤʫ ʢʨʘʶ, ʧʦ ʰʠʨʠʥʝ), ʠʥʪʝʨʚʘʣʳ ʤʝʞʜʫ ʘʙʟʘʮʘʤʠ ʠ ʤʝʞʜʫ 

ʩʪʨʦʢ. ɼʣʷ ʫʩʪʘʥʦʚʢʠ ʧʘʨʘʤʝʪʨʦʚ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʰʨʠʬʪʘ (ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ 

ʐʨʠʬʪ) ʧʨʝʜʫʩʤʦʪʨʝʥʳ ʨʘʟʣʠʯʥʳʝ ʥʘʯʝʨʪʘʥʠʷ ʩʠʤʚʦʣʦʚ (ʢʫʨʩʠʚ, ʧʦʣʫʞʠʨʥʦʩʪʴ, 

ʧʦʜʯʝʨʢʠʚʘʥʠʝ), ʨʘʟʤʝʨ, ʩʪʠʣʴ ʰʨʠʬʪʘ ʠ ʜʨ.  

ʂʨʦʤʝ ʵʪʦʛʦ, ʩʫʱʝʩʪʚʫʝʪ ʦʯʝʥʴ ʧʦʣʝʟʥʘʷ ʢʦʤʘʥʜʘ ʌʦʨʤʘʪ ʧʦ ʦʙʨʘʟʮʫ , ʢʦ-

ʪʦʨʘʷ ʧʦʟʚʦʣʷʝʪ ʢʦʧʠʨʦʚʘʪʴ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʠʟ ʦʜʥʦʛʦ ʬʨʘʛʤʝʥʪʘ ʪʝʢʩʪʘ ʠ ʧʨʠʤʝ-

ʥʷʪʴ ʝʛʦ ʢ ʜʨʫʛʦʤʫ ʬʨʘʛʤʝʥʪʫ ʪʝʢʩʪʘ. ʅʝʦʙʭʦʜʠʤʦʩʪʴ ʧʨʠʤʝʥʝʥʠʷ ʜʘʥʥʦʡ ʢʦʤʘʥʜʳ 

ʦʩʦʙʦ ʷʨʢʦ ʚʦʟʥʠʢʘʝʪ, ʢʦʛʜʘ ʚ ʜʦʢʫʤʝʥʪ ʚʩʪʘʚʣʷʶʪʩʷ ʬʨʘʛʤʝʥʪʳ ʪʝʢʩʪʘ ʩ ʨʘʟʣʠʯʥʳ-

ʤʠ ʩʪʠʣʷʤʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ. ɺ ʪʘʢʠʭ ʩʣʫʯʘʷʭ ʬʦʨʤʘʪʠʨʦʚʘʪʴ ʘʙʟʘʮ ʚʨʫʯʥʫʶ ʧʨʠ 

ʢʘʞʜʦʤ ʠʟʤʝʥʝʥʠʠ ʪʝʢʩʪʘ ʥʝʫʜʦʙʥʦ, ʦʩʦʙʝʥʥʦ, ʝʩʣʠ ʫʯʝʩʪʴ, ʯʪʦ, ʚʝʨʦʷʪʥʝʝ ʚʩʝʛʦ, ʫʞʝ 

ʩʫʱʝʩʪʚʫʝʪ ʘʙʟʘʮ, ʦʪʬʦʨʤʘʪʠʨʦʚʘʥʥʳʡ ʪʘʢ, ʢʘʢ ʥʫʞʥʦ. ɼʣʷ ʧʨʠʚʝʜʝʥʠʷ ʜʦʢʫʤʝʥʪʘ ʢ 

ʝʜʠʥʦʦʙʨʘʟʠʶ ʬʦʨʤʘʪʦʚ, ʯʪʦʙʳ ʚʳʧʦʣʥʠʪʴ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʧʦ ʦʙʨʘʟʮʫ, ʥʘʜʦ ʫʩʪʘ-

ʥʦʚʠʪʴ ʢʫʨʩʦʨ ʥʘ ʘʙʟʘʮ, ʠʤʝʶʱʠʡ ʥʫʞʥʳʡ ʤʝʪʦʜ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ, ʠ ʱʝʣʢʥʫʪʴ ʥʘ 

ʢʥʦʧʢʝ ʌʦʨʤʘʪ ʧʦ ʦʙʨʘʟʮʫ. ɼʘʣʝʝ ʤʦʞʥʦ ʱʝʣʢʥʫʪʴ ʥʘ ʘʙʟʘʮʝ, ʬʦʨʤʘʪ ʢʦʪʦʨʦʛʦ ʪʨʝ-

ʙʫʝʪʩʷ ʠʟʤʝʥʠʪʴ, ʠ ʦʥ ʙʫʜʝʪ ʚʳʛʣʷʜʝʪʴ ʪʦʯʥʦ ʪʘʢ ʞʝ, ʢʘʢ ʚʳʙʨʘʥʥʳʡ ʚ ʢʘʯʝʩʪʚʝ ʦʙ-

ʨʘʟʮʘ. ɽʩʣʠ ʪʨʝʙʫʝʪʩʷ ʠʟʤʝʥʠʪʴ ʬʦʨʤʘʪ ʥʝʩʢʦʣʴʢʠʭ ʘʙʟʘʮʝʚ, ʥʘʜʦ ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ 

ʥʘ ʢʥʦʧʢʝ ʌʦʨʤʘʪ ʧʦ ʦʙʨʘʟʮʫ. ʇʦʩʣʝ ʚʥʝʩʝʥʠʷ ʚʩʝʭ ʥʝʦʙʭʦʜʠʤʳʭ ʠʟʤʝʥʝʥʠʡ, ʥʘʜʦ 

ʝʱʝ ʨʘʟ ʱʝʣʢʥʫʪʴ ʥʘ ʢʥʦʧʢʝ ʌʦʨʤʘʪ ʧʦ ʦʙʨʘʟʮʫ ʠʣʠ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ [Esc]. 

ʂʦʣʦʥʢʠ ʠʩʧʦʣʴʟʫʶʪʩʷ ʧʨʠ ʧʦʜʛʦʪʦʚʢʝ ʪʝʢʩʪʘ ʜʣʷ ʞʫʨʥʘʣʦʚ, ʛʘʟʝʪ ʠ ʨʝʢʣʘʤʥʳʭ 

ʧʨʦʩʧʝʢʪʦʚ. ʕʪʦ ʩʚʷʟʘʥʦ ʩ ʪʝʤ, ʯʪʦ ʣʶʜʠ ʣʫʯʰʝ ʚʦʩʧʨʠʥʠʤʘʶʪ ʢʦʨʦʪʢʠʝ ʪʝʢʩʪʦʚʳʝ 

ʩʪʨʦʢʠ, ʯʝʤ ʜʣʠʥʥʳʝ. ʄʘʢʩʠʤʘʣʴʥʫʶ ʩʪʝʧʝʥʴ ʚʦʩʧʨʠʷʪʠʷ ʠ ʚʥʝʰʥʶʶ ʧʨʦʩʪʦʪʫ 

ʪʝʢʩʪʘ ʦʙʝʩʧʝʯʠʚʘʝʪ ʜʣʠʥʘ ʩʪʨʦʢʠ ʦʪ 40 ʜʦ 55 ʩʠʤʚʦʣʦʚ. ʉʦʟʜʘʚʘʪʴ ʢʦʣʦʥʢʠ ʪʝʢʩʪʘ ʚ 

ʥʝʙʦʣʴʰʠʭ ʜʦʢʫʤʝʥʪʘʭ ʤʦʞʥʦ ʩ ʧʦʤʦʱʴʶ Word. ʅʦ ʧʨʠ ʨʘʙʦʪʝ ʩ ʜʦʢʫʤʝʥʪʘʤʠ, ʦʙʲ-

ʝʤ ʢʦʪʦʨʳʭ ʧʨʝʚʳʰʘʝʪ ʜʝʩʷʪʴ ʩʪʨʘʥʠʮ, ʣʫʯʰʝ ʠʩʧʦʣʴʟʦʚʘʪʴ ʧʨʦʛʨʘʤʤʳ ʥʘʩʪʦʣʴʥʦʡ 

ʠʟʜʘʪʝʣʴʩʢʦʡ ʩʠʩʪʝʤʳ.  

ɼʣʷ ʤʥʦʛʦʢʦʣʦʥʥʦʡ ʚʝʨʩʪʢʠ 

ʚ Word ʩʣʝʜʫʝʪ ʧʝʨʝʡʪʠ ʚ ʨʝʞʠʤ 

ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮ (ʢʦʤʘʥʜʘ ɺʠʜ / 

ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮ), ʪʘʢ ʢʘʢ ʚ ʨʝ-

ʞʠʤʝ ʆʙʳʯʥʳʡ ʪʝʢʩʪ ʥʝ ʙʫʜʝʪ 

ʦʪʦʙʨʘʞʝʥ ʚ ʥʝʩʢʦʣʴʢʦ ʢʦʣʦʥʦʢ. 

ʉʦʟʜʘʪʴ ʢʦʣʦʥʢʠ ʜʣʷ ʚʳʜʝ-

ʣʝʥʥʦʛʦ ʬʨʘʛʤʝʥʪʘ ʪʝʩʪʘ ʤʦʞʥʦ 

ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ  ʥʘ ʧʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ ʉʪʘʥʜʘʨʪʥʘʷ ʠʣʠ 

ʢʦʤʘʥʜʦʡ ʌʦʨʤʘʪ / ʂʦʣʦʥʢʠ 
(ʚ Word 2010 ï ʚʢʣʘʜʢʘ ʈʘʟʤʝʪʢʘ 

ʩʪʨʘʥʠʮʳ, ʛʨʫʧʧʘ ʇʘʨʘʤʝʪʨʳ 

ʩʪʨʘʥʠʮʳ). ʂʦʤʘʥʜʘ ʧʨʠʚʝʜʝʪ 
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ʢ ʦʪʢʨʳʪʠʶ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ, ʚ ʢʦʪʦʨʦʤ ʩʣʝʜʫʝʪ ʚʳʙʨʘʪʴ ʥʫʞʥʦʝ ʢʦʣʠʯʝʩʪʚʦ ʢʦʣʦ-

ʥʦʢ ʠ ʟʘʜʘʪʴ ʨʘʟʤʝʨʳ ʰʠʨʠʥʳ ʢʦʣʦʥʦʢ ʠ ʧʨʦʤʝʞʫʪʢʦʚ ʤʝʞʜʫ ʥʠʤʠ. ʇʦ ʫʤʦʣʯʘʥʠʶ 

ʚʢʣʶʯʝʥ ʬʣʘʞʦʢ ʢʦʣʦʥʢʠ ʦʜʠʥʘʢʦʚʦʡ ʰʠʨʠʥʳ. ʏʪʦʙʳ ʚʚʝʩʪʠ ʜʣʷ ʢʘʞʜʦʡ ʢʦʣʦʥʢʠ 

ʪʦʯʥʳʝ ʟʥʘʯʝʥʠʷ ʝʝ ʰʠʨʠʥʳ ʠ ʨʘʩʩʪʦʷʥʠʷ ʤʝʞʜʫ ʢʦʣʦʥʢʘʤʠ ʚ ʧʦʣʷ ʰʠʨʠʥʘ ʠ ʧʨʦ-

ʤʝʞʫʪʦʢ, ʥʘʜʦ ʚʳʢʣʶʯʠʪʴ ʵʪʦʪ ʬʣʘʞʦʢ. ʌʣʘʞʦʢ ʈʘʟʜʝʣʠʪʝʣʴ ʧʦʟʚʦʣʷʝʪ ʦʪʜʝʣʠʪʴ 

ʩʪʦʣʙʮʳ ʜʨʫʛ ʦʪ ʜʨʫʛʘ ʚʝʨʪʠʢʘʣʴʥʦʡ ʣʠʥʠʝʡ. ɽʩʣʠ ʫʩʪʘʥʦʚʠʪʴ ʬʣʘʞʦʢ ʅʦʚʘʷ 

ʢʦʣʦʥʢʘ, ʪʦ ʧʦʩʣʝʜʫʶʱʠʡ ʪʝʢʩʪ ʜʦʢʫʤʝʥʪʘ ʙʫʜʝʪ ʨʘʩʧʦʣʘʛʘʪʩɹʷ ʚ ʥʘʯʘʣʝ ʥʦʚʦʛʦ 

ʩʪʦʣʙʮʘ. 

ʋʜʘʣʝʥʠʝ ʢʦʣʦʥʦʢ ï ʵʪʦ ʦʧʝʨʘʮʠʷ ʫʩʪʘʥʦʚʣʝʥʠʷ ʦʜʥʦʡ ʢʦʣʦʥʢʠ ʜʣʷ ʚʩʝʛʦ ʜʦʢʫ-

ʤʝʥʪʘ. 

ʇʨʦʚʝʨʢʘ ʦʨʬʦʛʨʘʬʠʠ 

ʇʨʦʚʝʨʢʘ ʦʨʬʦʛʨʘʬʠʠ (ʧʨʘʚʦʧʠʩʘʥʠʷ ʠ ʛʨʘʤʤʘʪʠʢʠ) ï ʵʪʦ ʩʨʝʜʩʪʚʦ ʨʝʜʘʢʪʦʨʘ, 

ʧʦʟʚʦʣʷʶʱʝʝ ʧʨʦʚʝʨʠʪʴ ʠ ʠʩʧʨʘʚʠʪʴ ʥʘʧʠʩʘʥʠʝ ʩʣʦʚ ʚ ʜʦʢʫʤʝʥʪʝ. ʈʝʜʘʢʪʦʨ ʩʨʘʚʥʠ-

ʚʘʝʪ ʩʣʦʚʘ ʚ ʧʨʦʚʝʨʷʝʤʦʤ ʜʦʢʫʤʝʥʪʝ ʩʦ ʩʣʦʚʘʨʝʤ, ʧʨʠʯʝʤ ʥʝʠʟʚʝʩʪʥʳʝ ʩʣʦʚʘ ʧʨʠ 

ʵʪʦʤ ʚʳʜʝʣʷʶʪʩʷ. ʇʦʩʣʝ ʵʪʦʛʦ ʤʦʞʥʦ ʧʨʦʧʫʩʪʠʪʴ ʩʣʦʚʦ, ʦʪʢʦʨʨʝʢʪʠʨʦʚʘʪʴ ʝʛʦ ʠʣʠ 

ʚʥʝʩʪʠ ʚ ʩʣʦʚʘʨʴ. ʏʪʦʙʳ ʫʩʪʘʥʦʚʠʪʴ ʧʨʦʚʝʨʢʫ ʧʨʘʚʦʧʠʩʘʥʠʷ ʠ ʛʨʘʤʤʘʪʠʢʠ, ʚʳʧʦʣ-

ʥʠʪʝ ʢʦʤʘʥʜʫ ʉʝʨʚʠʩ / ʇʨʘʚʦʧʠʩʘʥʠʝ (ʠʣʠ ʥʘʞʤʠʪʝ ʬʫʥʢʮʠʦʥʘʣʴʥʫʶ ʢʣʘʚʠʰʫ [F7]), 

ʧʦʷʚʠʪʩʷ ʦʢʥʦ ʜʠʘʣʦʛʘ ʇʨʘʚʦʧʠʩʘʥʠʝ, ʩ ʧʦʤʦʱʴʶ ʢʦʪʦʨʦʛʦ ʤʦʞʥʦ ʚʳʧʦʣʥʠʪʴ ʪʨʝ-

ʙʫʝʤʫʶ ʧʨʦʚʝʨʢʫ. ɸʥʘʣʦʛʠʯʥʦʝ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʚʳʟʳʚʘʝʪ ʥʘʞʘʪʠʝ ʢʥʦʧʢʠ  ʥʘ 

ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʉʪʘʥʜʘʨʪʥʘʷ. ɺ Word 2010 ʵʪʘ ʢʦʤʘʥʜʘ ʨʘʩʧʦʣʦʞʝʥʘ ʥʘ 

ʚʢʣʘʜʢʝ ʈʝʮʝʥʟʠʨʦʚʘʥʠʝ ʚ ʛʨʫʧʧʝ ʇʨʘʚʦʧʠʩʘʥʠʝ. 
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ȟșțȗȋȝȓțșȍȋȘȓȐ ȜȝțȋȘȓȡ ȍ ȏșȕȞȗȐȘȝȋȠ MS WORD 

ɿʘʜʘʥʠʝ  

1) ʉʦʟʜʘʡʪʝ ʥʦʚrʡ ʜʦʢʫʤʝʥʪ MS Word ʩ ʠʤʝʥʝʤ ʌʘʤʠʣʠʷ_3_n.doc ʠ ʩʢʦʧʠʨʫʡʪʝ 

ʚ ʥʝʛʦ ʩʦʜʝʨʞʠʤʦʝ ʬʘʡʣʘ ʌʘʤʠʣʠʷ_2_n.doc (ʥʝ ʤʝʥʝʝ ʧʷʪʠ ʘʙʟʘʮʝʚ ʙʝʟ ʟʘʛʦʣʦʚʢʘ). 

2) ɺʳʜʝʣʠʪʝ ʚʩʝ (ʢʦʤʘʥʜʦʡ ɺʳʜʝʣʠʪʴ ʚʩʝ ʠʣʠ ʩʦʯʝʪʘʥʠʝʤ ʢʣʘʚʠʰ [Ctrl]+[A]), 

ʚʳʟʦʚʠʪʝ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʐʨʠʬʪ ʠ ʟʘʜʘʡʪʝ ʧʘʨʘʤʝʪʨʳ ʰʨʠʬʪʘ ʚʩʝʛʦ ʚʳʜʝʣʝʥʥʦʛʦ 

ʪʝʢʩʪʘ: Times New Roman, ʥʘʯʝʨʪʘʥʠʝ ï ʦʙʳʯʥʳʡ, ʨʘʟʤʝʨ ï 14. 

3) ʉʦ ʚʪʦʨʦʛʦ ʠ ʪʨʝʪʴʝʛʦ ʘʙʟʘʮʝʚ ʩʥʠʤʠʪʝ ʚʳʜʝʣʝʥʠʷ ʨʘʤʢʦʡ. 

4) ʉ ʯʝʪʚʝʨʪʦʛʦ ʘʙʟʘʮʘ ʩʥʠʤʠʪʝ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʚ ʚʠʜʝ ʢʦʣʦʥʦʢ. ɼʣʷ ʵʪʦʛʦ ʥʘʜʦ 

ʚʳʜʝʣʠʪʝ ʚʝʩʴ ʪʝʢʩʪ, ʨʘʟʜʝʣʝʥʥʳʡ ʥʘ ʢʦʣʦʥʢʠ, ʠ ʢʦʤʘʥʜʦʡ ʌʦʨʤʘʪ / ʂʦʣʦʥʢʠ ʠʣʠ 

ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ  ʚʳʙʝʨʠʪʝ ʦʜʥʫ ʢʦʣʦʥʢʫ (ʚʤʝʩʪʦ ʜʚʫʭ).  

5) ʂʦʤʘʥʜʦʡ ʌʦʨʤʘʪ / ɸʙʟʘʮ (ʚ MS Word 2010 ï  ʥʘ ʟʘʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʥʘ ʧʘʥʝʣʠ 

ɸʙʟʘʮ ʥʘʞʤʠʪʝ ʟʥʘʯʦʢ  ʚ ʧʨʘʚʦʤ ʥʠʞʥʝʤ ʫʛʣʫ ʧʘʥʝʣʠ) ʫʩʪʘʥʦʚʠʪʝ ʚʳʨʘʚʥʠʚʘʥʠʝ 

ï ʇʦ ʰʠʨʠʥʝ, ʦʪʩʪʫʧ ʧʝʨʚʦʡ ʩʪʨʦʢʠ ï 1.25 ʩʤ (ʦʩʪʘʣʴʥʳʝ ʦʪʩʪʫʧʳ ï 0), ʤʝʞʩʪʨʦʯʥʳʡ 

ʠʥʪʝʨʚʘʣ ï 1.5, ʠʥʪʝʨʚʘʣ ʇʝʨʝʜ ʠ ʇʦʩʣʝ ï 0.  

6) ʂʦʤʘʥʜʦʡ ʌʘʡʣ / ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ ʠʣʠ ʜʚʦʡʥʳʤ ʱʝʣʯʢʦʤ ʧʦ ʣʠʥʝʡʢʝ 

ʫʩʪʘʥʦʚʠʪʝ ʧʦʣʷ ʩʪʨʘʥʠʮ ʩʦʛʣʘʩʥʦ ʩʚʦʝʤʫ ʚʘʨʠʘʥʪʫ ʚ ʪʘʙʣʠʮʝ:  

ˉ ʚʘʨʠʘʥʪʘ 
ʇʦʣʷ (ʚ ʩʤ) 

ʚʝʨʭʥʝʝ ʥʠʞʥʝʝ ʣʝʚʦʝ ʧʨʘʚʦʝ 

1, 11, 21 2 1,5 2,5 1 

2, 12, 22 1,9 1,5 2 1,5 

3, 13, 23 2 2 3 1 

4, 14, 24 2,5 2,1 2 2 

5, 15, 25 2 2,5 2,5 1,5 

6, 16, 26 2,5 1,8 3 1,1 

7, 17, 27 2,5 2,5 2,9 1,5 

8, 18, 28 2,3 2,3 2,5 1,7 

9, 19, 29 2,9 2 3 1,8 

10, 20, 30 2 2 2 2 
 

7) ʇʝʨʝʤʝʩʪʠʪʝʩʴ ʚ ʥʘʯʘʣʦ ʜʦʢʫʤʝʥʪʘ (ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ [Ctrl]+[Home]) ʠ ʚʚʝ-

ʜʠʪʝ ʜʚʫʤʷ ʦʪʜʝʣʴʥʳʤʠ ʩʪʨʦʢʘʤʠ ʚ ʢʘʯʝʩʪʚʝ ʟʘʛʦʣʦʚʢʘ ʪʝʢʩʪ ʩ ʥʘʟʚʘʥʠʝʤ ʨʘʙʦʪʳ: 

ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ ˉ 3 
ñʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʩʪʨʘʥʠʮ ʚ ʜʦʢʫʤʝʥʪʘʭ MS Wordò 

ɿʘʜʘʡʪʝ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʵʪʦʛʦ ʟʘʛʦʣʦʚʢʘ. ɼʣʷ ʵʪʦʛʦ ʢʦʤʘʥʜʦʡ ʌʦʨʤʘʪ / 

ʐʨʠʬʪ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʟʘʜʘʡʪʝ:  

- ʰʨʠʬʪ ï Arial;  

- ʨʘʟʤʝʨ ï 16;  

- ʥʘʯʝʨʪʘʥʠʝ ʰʨʠʬʪʘ ï ʧʦʣʫʞʠʨʥʳʡ.  

ʂʨʦʤʝ ʵʪʦʛʦ, ʢʦʤʘʥʜʦʡ ʌʦʨʤʘʪ / ɸʙʟʘʮ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʫʩʪʘʥʦʚʠʪʝ:  

- ʚʳʨʘʚʥʠʚʘʥʠʝ ï ʧʦ ʮʝʥʪʨʫ;  
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- ʦʪʩʪʫʧʳ ʩʣʝʚʘ, ʩʧʨʘʚʘ ʠ ʧʝʨʚʦʡ ʩʪʨʦʢʠ ï 0; 

- ʠʥʪʝʨʚʘʣ ʧʝʨʝʜ ï 12 ʧʪ. ʜʣʷ ʩʪʨʦʢʠ "ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ ˉ 3";  

- ʠʥʪʝʨʚʘʣ ʧʦʩʣʝ ï 6 ʧʪ. ʜʣʷ ʩʪʨʦʢʠ "ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʩʪʨʘʥʠʮé". 

8) ɺʳʜʝʣʠʪʝ ʧʝʨʚʫʶ ʙʫʢʚʫ ʧʝʨʚʦʛʦ ʘʙʟʘʮʘ ʦʩʥʦʚʥʦʛʦ 

ʪʝʢʩʪʘ (ʥʝ ʟʘʛʦʣʦʚʢʘ) ʠ ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌʦʨʤʘʪ / ɹʫʢʚʠ-

ʮʘ. ɺ ʦʪʢʨʳʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʚʳʙʝʨʠʪʝ ʥʘ ʩʚʦʡ ʚʢʫʩ 

ʧʦʣʦʞʝʥʠʝ ʙʫʢʚʠʮʳ ʚ ʪʝʢʩʪʝ, ʩʤʦʪʨʷ ʥʘ ʦʙʨʘʟʮʳ-

ʤʠʥʠʘʪʶʨʳ, ʫʩʪʘʥʦʚʠʪʝ ʰʨʠʬʪ, ʨʘʟʤʝʨ ʠ ʦʪʩʪʫʧ ʙʫʢʚʠʮʳ ʦʪ 

ʦʩʥʦʚʥʦʛʦ ʪʝʢʩʪʘ. 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

 
 

9) ʋʩʪʘʥʦʚʠʪʝ ʨʝʞʠʤ ʧʨʦʩʤʦʪʨʘ ʜʦʢʫʤʝʥʪʘ ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ, ʢʦʪʦʨʳʡ 

ʦʪʦʙʨʘʞʘʝʪ ʢʦʣʦʥʪʠʪʫʣʳ, ʢʦʣʦʥʢʠ, ʨʘʟʨʳʚʳ ʩʪʨʘʥʠʮ ʠ ʜʨʫʛʠʝ ʵʣʝʤʝʥʪʳ ʬʦʨʤʘʪʠʨʦ-

ʚʘʥʠʷ ʪʘʢ, ʢʘʢ ʦʥʠ ʙʫʜʫʪ ʚʳʛʣʷʜʝʪʴ ʧʨʠ ʚʳʚʦʜʝ ʥʘ ʧʝʯʘʪʴ. ɺʳʙʨʘʪʴ ʨʝʞʠʤ ʤʦʞʥʦ 

ʧʨʠ ʧʦʤʦʱʠ ʢʦʤʘʥʜ ʤʝʥʶ ɺʠʜ ʠʣʠ ʯʝʪʳʨʝʭ ʢʥʦʧʦʢ, ʨʘʩʧʦʣʦʞʝʥʥʳʭ ʚ ʣʝʚʦʡ ʥʠʞʥʝʡ 

ʯʘʩʪʠ ʦʢʥʘ ʧʝʨʝʜ ʧʦʣʦʩʦʡ ʛʦʨʠʟʦʥʪʘʣʴʥʦʡ ʧʨʦʢʨʫʪʢʠ. (ɺ Word 2010 ï ʢʦʤʘʥʜʘ 

ɺʠʜ / ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ.) 

10) ʋʜʘʣʠʪʝ ʣʠʰʥʠʝ (ʜʚʦʡʥʳʝ) ʟʥʘʢʠ ʘʙʟʘʮʝʚ ʠ ʧʨʦʙʝʣʦʚ. ɼʣʷ ʫʜʦʙʩʪʚʘ ʤʦʞʝʪʝ 

ʚʢʣʶʯʠʪʴ ʨʝʞʠʤ ʦʪʦʙʨʘʞʝʥʠʷ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ (ʧʨʦʙʝʣʦʚ, ʟʥʘʢʦʚ ʘʙʟʘʮʝʚ, ʪʘ-

ʙʫʣʷʮʠʡ ʠ ʜʨ.), ʥʘʞʘʚ ʥʘ ʢʥʦʧʢʫ  ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ.  

11) ʂʦʤʘʥʜʦʡ ɺʠʜ / ʄʘʩʰʪʘʙ ʫʩʪʘʥʦʚʠʪʝ ʨʘʟʤʝʨ ʨʘʙʦʯʝʡ ʦʙʣʘʩʪʠ ï ʇʦ ʰʠʨʠʥʝ 

ʩʪʨʘʥʠʮʳ ʠʣʠ ʚʳʙʝʨʠʪʝ ʦʜʥʦ ʠʟ ʧʨʝʜʣʦʞʝʥʥʳʭ ʟʥʘʯʝʥʠʡ ʢʦɻʬʬʠʮʠʝʥʪʘ ʤʘʩʰʪʘʙʠ-

ʨʦʚʘʥʠʷ. ʉʦʭʨʘʥʠʪʝ ʠʟʤʝʥʝʥʠʷ ʚ ʜʦʢʫʤʝʥʪʝ ʌʘʤʠʣʠʷ_3_n.doc. 

12) ʉʦʟʜʘʡʪʝ ʢʦʣʦʥʪʠʪʫʣʳ ʢʦʤʘʥʜʦʡ ɺʠʜ / ʂʦʣʦʥʪʠʪʫʣʳ (ʚ Word 2010 ï ʢʦʤʘʥ-

ʜʘ ɺʩʪʘʚʢʘ / ʂʦʣʦʥʪʠʪʫʣʳ). ɺʥʝʩʠʪʝ ʚ ʚʝʨʭʥʠʡ ʢʦʣʦʥʪʠʪʫʣ ʥʫʤʝʨʘʮʠ ʁʩʪʨʘʥʠʮ 

(ʚ ʧʨʘʚʦʤ ʫʛʣʫ), ʘ ʧʦ ʮʝʥʪʨʫ ʚʚʝʜʠʪʝ ʩʚʦʶ ʬʘʤʠʣʠʶ, ʠʤʷ ʠ ʛʨʫʧʧʫ. ɺ ʥʠʞʥʠʡ ʢʦ-

ʣʦʥʪʠʪʫʣ ʚʥʝʩʠʪʝ ʪʝʢʫʱʫʶ ʜʘʪʫ (ʚ ʣʝʚʦʤ ʫʛʣʫ) ʠ ʚʨʝʤʷ (ʚ ʧʨʘʚʦʤ ʫʛʣʫ).  

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʪʝʢʩʪ ʢʦʣʦʥʪʠʪʫʣʦʚ ʥʝ ʩʣʠʚʘʣʩʷ ʩ ʪʝʢʩʪʦʤ ʜʦʢʫʤʝʥʪʘ, ʚʳʙʝʨʠʪʝ 

ʜʨʫʛʦʡ ʩʪʠʣʴ ʪʝʢʩʪʘ ʢʦʣʦʥʪʠʪʫʣʦʚ ʠ ʫʩʪʘʥʦʚʠʪʝ ʨʘʟʤʝʨ ʰʨʠʬʪʘ ʥʘ 2 ï 3 ʧʫʥʢʪʘ 

ʤʝʥʴʰʝ, ʯʝʤ ʚ ʦʩʥʦʚʥʦʤ ʪʝʢʩʪʝ ʜʦʢʫʤʝʥʪʘ.  

ʏʪʦʙʳ ʦʪʜʝʣʠʪʴ ʚʝʨʭʥʠʡ ʢʦʣʦʥʪʠʪʫʣ ʦʪ ʦʩʥʦʚʥʦʛʦ 

ʪʝʢʩʪʘ, ʚʦʩʧʦʣʟɹʫʡʪʝʩʴ ʢʥʦʧʢʦʡ ɺʥʝʰʥʠʝ ʛʨʘʥʠʮʳ. ʕʪʘ 

ʢʥʦʧʢʘ ʟʘʜʘʝʪ ʨʘʟʣʠʯʥʳʝ ʪʠʧʳ ʨʘʟʤʝʱʝʥʠ ̫ ʣʠʥʠʡ 

(ʦʢʘʥʪʦʚʢʠ) ʥʘ ʛʨʘʥʠʮʝ ʚʳʜʝʣʝʥʥʦʛʦ ʪʝʢʩʪʘ ʠʣʠ ʘʙʟʘʮʝʚ. 
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ʑʝʣʢʥʫʚ ʥʘ ʢʥʦʧʢʝ ʩ ʥʘʧʨʘʚʣʝʥʥʦʡ ʚʥʠʟ ʩʪʨʝʣʢʦʡ, ʨʘʩʧʦʣʦʞʝʥʥʦʡ ʚʦʟʣʝ ʢʥʦʧʢʠ 

ɺʥʝʰʥʠʝ ʛʨʘʥʠʮʳ, ʥʘ ʧʦʷʚʠʚʰʝʡʩʷ ʤʠʥʠ-ʧʘʥʝʣʠ ʩ ʧʠʢʪʦʛʨʘʤʤʘʤʠ ʚʳʙʝʨʠʪʝ ʥʠʞ-

ʥʶʶ ʛʨʘʥʠʮʫ  ʜʣʷ ʚʝʨʭʥʝʛʦ ʢʦʣʦʥʪʠʪʫʣʘ, ʘ ʜʣʷ ʥʠʞʥʝʛʦ ʢʦʣʦʥʪʠʪʫʣʘ, ʥʘʦʙʦʨʦʪ, ï 

ʚʝʨʭʥʶʶ ʛʨʘʥʠʮʫ . 

13) ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʬʦʨʤʠʨʦʚʘʪʴ ʨʘʟʨʳʚ ʨʘʟʜʝʣʘ ʩʦ ʩʣʝʜʫʶʱʝʡ ʩʪʨʘʥʠʮʳ, 

ʫʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ ʚ ʢʦʥʮʝ ʪʝʢʩʪʘ, ʥʘʞʤʠʪʝ [Enter] ʠ ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ɺʩʪʘʚʢʘ / 

ʈʘʟʨʳʚ / ʅʘʯʘʪʴ ʥʦʚʳʡ ʨʘʟʜʝʣ: ʩʦ ʩʣʝʜʫʶʱʝʡ ʩʪʨʘʥʠʮʳ ʠ ʥʘʞʤʠʪʝ ʆʂ. (ɺ MS Word 

2010 ʘʥʘʣʦʛʠʯʥʫʶ ʢʦʤʘʥʜʫ ʤʦʞʥʦ ʥʘʡʪʠ ʥʘ ʟʘʢʣʘʜʢʝ ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ ʚʚʝʨʭʫ 

ʧʘʥʝʣʠ ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ ʠʟ ʤʝʥʶ ʈʘʟʨʳʚʳ, ʚʳʙʨʘʚ ʉʣʝʜʫʶʱʘʷ ʩʪʨʘʥʠʮʘ). 

14) ʋʩʪʘʥʦʚʠʪʝ ʘʣʴʙʦʤʥʫʶ ʦʨʠʝʥʪʘʮʠʶ ʩʪʨʘʥʠʮʳ ʚ ʥʦʚʦʤ ʨʘʟʜʝʣʝ, ʜʚʘʞʜʳ 

ʱʝʣʢʥʫʚ ʥʘ ʣʠʥʝʡʢʝ ʠʣʠ ʚʦʩʧʦʣʴʟʦʚʘʚʰʠʩʴ ʢʦʤʘʥʜʦʡ ʌʘʡʣ / ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ 

(ʚ MS Word 2010 ï ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ / ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ / ʆʨʠʝʥʪʘʮʠʷ). 

15) ʅʘʙʝʨʠʪʝ ʥʘ ʢʣʘʚʠʘʪʫʨʝ ʪʝʢʩʪ (ʨhʠʬʪ ï Times New Roman, 14) ʠ ʩʦʟʜʘʡʪʝ 

ʜʚʘ ʩʧʠʩʢʘ ʥʫʤʝʨʦʚʘʥʥʳʡ ʠ ʤʘʨʢʠʨʦʚʘʥʥʳʡ ï ʢʦʤʘʥʜʘ ʌʦʨʤʘʪ / ʉʧʠʩʦʢ (ʚ MS Word 

2010 ï ʥʘ ʟʘʢʣʘʜʢʝ ɻʣʘʚʥʘʷ, ʧʘʥʝʣ ɹɸʙʟʘʮ). ʄʦʞʥʦ ʪʝʢʩʪ ʜʣʷ ʩʧʠʩʢʦʚ ʠʩʧʦʣʴʟʦʚʘʪʴ 

ʦʜʠʥ ʠ ʪʦʪ ʞʝ, ʩʢʦʧʠʨʦʚʘʚ ʝʛʦ, ʥʘʧʨʠʤʝʨ: 
ʆʩʥʦʚʥʳʤʠ ʵʪʘʧʘʤʠ ʩʦʟʜʘʥʠʷ (ʧʦʜʛʦʪʦʚʢʠ) ʜʦʢʫʤʝʥʪʦʚ ʚ Word ʷʚʣʷʶʪʩʷ: 
1) ʥʘʙʦʨ ʪʝʢʩʪʘ; 
2) ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʪʝʢʩʪʘ; 
3) ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ; 
4) ʧʨʦʚʝʨʢʘ ʧʨʘʚʦʧʠʩʘʥʠʷ; 
5) ʧʝʯʘʪʴ ʪʝʢʩʪʘ; 
6) ʩʦʭʨʘʥʝʥʠʝ. 

ʠ 

16) ʉʦʟʜʘʡʪʝ ʩʧʠʩʦʢ (ʥʦʚʳʡ ʪʝʢʩʪ ʥʘʙʨʘʪʴ ʙʝʟ ʮʠʬʨ) ʩ ʤʥʦʛʦʫʨʦʚʥʝʚʦʡ ʥʫʤʝʨʘ-

ʮʠʝʡ ʩ ʧʦʤʦʱʴʶ ʦʧʮʠʡ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ, ʢʦʪʦʨʦʝ ʦʪʢʨʳʚʘʝʪʩʷ ʢʦʤʘʥʜʦʡ ʌʦʨʤʘʪ / 

ʉʧʠʩʦʢ / ʄʥʦʛʦʫʨʦʚʥʝʚʳʡ (ʚ MS Word 2010 ï  ʥʘ ʟʘʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʥʘ ʧʘʥʝʣʠ ɸʙʟʘʮ, 

ʠʟ ʤʝʥʶ, ʦʪʢʨʳʚʘʶʱʝʛʦʩʷ ʢʥʦʧʢʦʡ , ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʆʧʨʝʜʝʣʠʪʴ ʥʦʚʳʡ 

ʤʥʦʛʦʫʨʦʚʥʝʚʳʡ ʩʧʠʩʦʢ). ɼʣʷ ʫʩʢʦʨʝʥʠʷ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʥʘʠʙʦʣʝʝ ʧʦʭʦʞʠʡ ʩʪʠʣʴ 

ʤʥʦʛʦʫʨʦʚʥʝʚʦʛʦ ʩʧʠʩʢʘ.  
 

1  ʆʙʨʘʙʦʪʢʘ ʪʝʢʩʪʘ 
    1.1  ɺʚʦʜ ʨʝʢʦʤʝʥʜʦʚʘʥʥʦʛʦ ʪʝʢʩʪʘ 
           1.1.1  ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮ 
           1.1.2  ʋʩʪʘʥʦʚʢʘ ʘʙʟʘʮʘ 
    1.2  ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ ʪʝʢʩʪʘ 
           1.2.1  ɺʳʜʝʣʝʥʠʝ ʪʝʢʩʪʘ 
           1.2.2  ʂʦʧʠʨʦʚʘʥʠʝ ʠ ʧʝʨʝʤʝʱʝʥʠʝ ʪʝʢʩʪʘ 
2  ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʝʢʩʪʘ 
    2.1  ɺʠʜ ʰʨʠʬʪʘ 
           2.1.1  ʋʩʪʘʥʦʚʢʘ ʨʘʟʤʝʨʘ ʰʨʠʬʪʘ 
           2.1.2  ʋʩʪʘʥʦʚʢʘ ʤʝʞʟʥʘʢʦʚʦʛʦ ʠʥʪʝʨʚʘʣʘ ʰʨʠʬʪʘ 

ʆʩʥʦʚʥʳʤʠ ʵʪʘʧʘʤʠ ʩʦʟʜʘʥʠʷ (ʧʦʜʛʦʪʦʚʢʠ) ʜʦʢʫʤʝʥʪʦʚ ʚ Word ʷʚʣʷʶʪʩʷ: 

- ʥʘʙʦʨ ʪʝʢʩʪʘ; 

- ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʪʝʢʩʪʘ; 

- ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ; 

- ʧʨʦʚʝʨʢʘ ʧʨʘʚʦʧʠʩʘʥʠʷ; 

- ʧʝʯʘʪʴ ʪʝʢʩʪʘ; 

- ʩʦʭʨʘʥʝʥʠʝ. 
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ʀʟʤʝʥʝʥʠʝ ʧʘʨʘʤʝʪʨʦʚ ʤʥʦʛʦʫʨʦʚʥʝʚʦʛʦ ʩʧʠʩʢʘ ʟʘʜʘʶʪ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ:  

 

ɺʳʙʠʨʘʷ ʧʦʦʯʝʨʝʜʥʦ ʫʨʦʚʥʠ ʚ ʚʝʨʭʥʝʤ ʣʝʚʦʤ ʫʛʣʫ ʦʢʥʘ, ʟʘʜʘʡʪʝ ʧʦʣʦʞʝʥʠʝ 

ʥʦʤʝʨʘ ʠ ʧʦʟʠʮʠʠ ʪʘʙʫʣʷʮʠʠ ʜʣʷ ʚʩʝʭ ʪʨʝʭ ʫʨʦʚʥʝʡ ʩʣʝʜʫʶʱʠʤ ʦʙʨʘʟʦʤ: 

1 ʫʨʦʚʝʥʴ: ʧʦʣʦʞʝʥʠʝ ʥʦʤʝʨʘ ï ʥʘ 1 ʩʤ; ʪʘʙʫʣʷʮʠʷ ʧʦʩʣʝ ʠ ʦʪʩʪʫʧ ï 1,5 ʩʤ; 

2 ʫʨʦʚʝʥʴ: ʧʦʣʦʞʝʥʠʝ ʥʦʤʝʨʘ ï ʥʘ 1,3 ʩʤ; ʪʘʙʫʣʷʮʠʷ ʧʦʩʣʝ ʠ ʦʪʩʪʫʧ ï 1,7 ʩʤ; 

3 ʫʨʦʚʝʥʴ: ʧʦʣʦʞʝʥʠʝ ʥʦʤʝʨʘ ï ʥʘ 1,7 ʩʤ; ʪʘʙʫʣʷʮʠʷ ʧʦʩʣʝ ʠ ʦʪʩʪʫʧ ï 3 ʩʤ. 

ʌʦʨʤʘʪ ʥʦʤʝʨʘ ʚ ʜʘʥʥʦʤ ʩʣʫʯʘʝ ʜʣʷ ʚʩʝʭ ʪʨʝʭ ʫʨʦʚʥʝʡ ï ʘʨʘʙʩʢʠʝ ʯʠʩʣʘ, ʥʘʯʠ-

ʥʘʷ ʩ 1, ʨʘʟʜʝʣʝʥʥʳʝ ʪʦʯʢʦʡ.  

ɸʥʘʣʦʛʠʯʥʦʝ ʦʢʥʦ ʚ Word 2010 ʠʤʝʝʪ ʥʝʩʢʦʣʴʢʦ ʠʥʦʡ ʚʠʜ. ʏʪʦʙʳ ʦʪʢʨʳʪʴ ʥʠʞ-

ʥʶʶ ʯʘʩʪʴ ʵʪʦʛʦ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ, ʥʘʜʦ ʱʝʣʢʥʫʪʴ ʥʘ ʢʥʦʧʢʝ ɹʦʣʴʰʝ ʚ ʥʠʞʥʝʤ ʣʝ-

ʚʦʤ ʫʛʣʫ ʦʢʥʘ (ʪɻʦ ʜʝʡʩʪʚʠʝ ʙʫʜʝʪ ʣʠʰʥʠʤ, ʝʩʣʠ ʦʢʥʦ ʠ ʪʘʢ ʦʪʢʨʳʪʦ ï ʰʠʨʝ ʥʝʢʫʜʘ). 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʦʥʠʟʠʪʴ ʫʨʦʚʝʥʴ ʚʣʦʞʝʥʥʦʩʪʠ ʤʥʦʛʦʫʨʦʚʥʝʚʦʛʦ ʩʧʠʩʢʘ (ʥʘʧʨʠ-

ʤʝʨ ʧʝʨʝʡʪʠ ʦʪ ʥʦʤʝʨʘ 1 ʢ ʥʦʤʝʨʫ 1.1 ʠʣʠ ʦʪ ʥʦʤʝʨʘ 1.1 ʢ ʥʦʤʝʨʫ 1.1.1), ʥʝʦʙʭʦʜʠʤʦ 

ʥʘʞʘʪʴ ʥʘ ʢʥʦʧʢʫ  ʠʣʠ ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ ʥʘʯʘʣʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʡ ʩʪʨʦʢʠ ʠ 

ʥʘʞʘʪʴ ʥʘ ʢʣʘʚʠʰʫ [Tab]. ʏʪʦʙʳ ʧʦʚʳʩʠʪʴ ʫʨʦʚʝʥʴ ʚʣʦʞʝʥʥʦʩʪʠ (ʥʘʧʨʠʤʝʨ ʧʝʨʝʡʪʠ 

ʦʪ ʥʦʤʝʨʘ 1.1.2 ʢ ʥʦʤʝʨʫ 1.2), ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʥʘ ʢʥʦʧʢʫ  ʠʣʠ ʫʩʪʘʥʦʚʠʪʴ ʢʫʨ-

ʩʦʨ ʚ ʥʘʯʘʣʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʡ ʩʪʨʦʢʠ ʠ ʥʘʞʘʪʴ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ [Shift] + [Tab].  

17) ɽʱʝ ʨʘʟ ʩʬʦʨʤʠʨʫʡʪʝ ʨʘʟʨʳʚ ʨʘʟʜʝʣʘ ʩʦ 

ʩʣʝʜʫʶʱʝʡ ʩʪʨʘʥʠʮʳ (ʧʦʩʣʝʜʦʚʘʪʝʣʥɹʦʩʪʴ ʜʝʡ-

ʩʪʚʠʡ ʩʤ. ʧ. 13). ʉʦʭʨʘʥʠʪʝ ʠʟʤʝʥʝʥʠʷ ʚ ʬʘʡʣʝ. 

18) ʆʪʢʨʦʡʪʝ ʢʦʣʦʥʪʠʪʫʣ, ʜʚʘʞʜʳ ʱʝʣʢ-

ʥʫʚ ʥʘ ʥʝʤ, ʠ ʥʘʞʤʠʪʝ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥ-

ʪʦʚ ʢʥʦʧʢʫ , ʯʪʦʙʳ ʦʪʢʘʟʘʪʴʩʷ 

ʦʪ ʚʠʜʘ ʢʦʣʦʥʪʠʪʫʣʘ ʧʨʝʜʳʜʫʱʝʛʦ ʨʘʟʜʝʣʘ. ʅʘ 

ʵʪʦʡ ʩʪʨʘʥʠʮʝ ʢʦʣʦʥʠʥʪʠʪʫʣʳ ʥʝ ʥʫʞʥʳ.  

19) ʋʩʪʘʥʦʚʠʪʝ ʢʥʠʞʥʫʶ ʦʨʠʝʥʪʘʮʠʶ 

ʩʪʨʘʥʠʮʳ ʚ ʥʦʚʦʩʦʟʜʘʥʥʦʤ ʨʘʟʜʝʣʝ (ʧʦʩʣʝʜʦ-

ʚʘʪʝʣʴʥʦʩʪʴ ʜʝʡʩʪʚʠʡ ʩʤ. ʧ. 14). 

20) ɿʘʜʘʡʪʝ ʨʘʚʥʦʟʥʘʯʥʳʝ ʧʦʣʷ ʩʪʨʘʥʠʮʳ: 

ʩʣʝʚʘ, ʩʚʝʨʭʫ, ʩʧʨʘʚʘ ʠ ʩʥʠʟʫ ʧʦ 2 ʩʤ. 

21) ʉʦʟʜʘʡʪʝ ʥʘ ʵʪʦʡ ʩʪʨʘʥʠʮʝ ʧʨʦʦʙʨʘʟ 

ʪʠʪʫʣʴʥʦʛʦ ʣʠʩʪʘ ʜʣʷ ʢʦʤʧʣʝʢʩʥʦʛʦ ʟʘʜʘʥʠʷ 

ʩʣʝʜʫʶʱʝʛʦ ʚʠʜʘ  
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ʇʦʩʪʨʦʯʥʦʝ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʣʠʩʪʘ ʙʫʜʝʪ ʪʘʢʠʤ (ʫʢʘʟʘʥʳ ʥʦʤʝʨʘ ʩʪʨʦʢ ʩ ʪʝʢ-

ʩʪʦʤ): 

1, 2 ʩʪʨʦʢʠ: ʚʳʨʘʚʥʠʚʘʥʠʝ ï ʧʦ ʮʝʥʪʨʫ, ʰʨʠʬʪ ï Times New Roman, 16, ʧʦʣʫ-

ʞʠʨʥʳʡ; 

3 ʩʪʨʦʢʘ: ʚʳʨʘʚʥʠʚʘʥʠʝ ï ʧʦ ʧʨʘʚʦʤʫ ʢʨʘʶ, ʰʨʠʬʪ ï Times New Roman, 16, ʧʦ-

ʣʫʞʠʨʥʳʡ; 

4 ʩʪʨʦʢʘ: ʚʳʨʘʚʥʠʚʘʥʠʝ ï ʧʦ ʮʝʥʪʨʫ, ʰʨʠʬʪ ï Arial, 20, ʧʦʣʫʞʠʨʥʳʡ, ʨʝʛʠʩʪʨ ï 

ɺʉɽ ʇʈʆʇʀʉʅʓɽ; 

5, 6 ʩʪʨʦʢʠ: ʚʳʨʘʚʥʠʚʘʥʠʝ ï ʧʦ ʮʝʥʪʨʫ, ʰʨʠʬʪ ï Times New Roman, 16, ʧʦʣʫ-

ʞʠʨʥʳʡ, ʨʝʛʠʩʪʨ ï ʚʩʝ ʩʪʨʦʯʥʳʝ; 

7 ʩʪʨʦʢʘ ʩ ʥʘʟʚʘʥʠʝʤ ʨʘʙʦʪʳ ʩʦʟʜʘʥʘ ʩ ʧʦʤʦʱʴʶ ʠʥʩʪʨʫʤʝʥʪʘ WordArt; 

8 ï 12 ʩʪʨʦʢʠ: ʚʳʨʘʚʥʠʚʘʥʠʝ ï ʧʦ ʣʝʚʦʤʫ ʢʨʘʶ, ʦʪʩʪʫʧ ʧʝʨʚʦʡ ʩʪʨʦʢʠ ï 8 ʩʤ, 

ʰʨʠʬʪ ï Times New Roman, 16, ʜʣʷ 8 ʠ 11 ʩʪʨʦʢ ï ʧʦʣʫʞʠʨʥʳʡ; 

13 ʩʪʨʦʢʘ: ʚʳʨʘʚʥʠʚʘʥʠʝ ï ʧʦ ʮʝʥʪʨʫ, ʰʨʠʬʪ ï Times New Roman, 16, ʧʦʣʫʞʠʨ-

ʥʳʡ. 

22) ʇʨʦʩʣʝʜʠʪʝ ʨʘʚʥʦʤʝʨʥʦʩʪʴ ʨʘʩʧʨʝʜʝʣʝʥʠʷ ʪʝʢʩʪʘ ʪʠʪʫʣʴʥʦʛʦ ʣʠʩʪʘ ʧʦ ʩʪʨʘ-

ʥʠʮʝ ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ʇʨʝʜʚʘʨʠʪʝʣʴʥʳʡ ʧʨʦʩʤʦʪʨ  ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ 

ʠʣʠ ʢʦʤʘʥʜʳ ʌʘʡʣ / ʇʨʝʜʚʘʨʠʪʝʣʴʥʳʡ ʧʨʦʩʤʦʪʨ. (ɺ MS Word 2010 ï ɺʠʜ / ʆʜʥʘ 

ʩʪʨʘʥʠʮʘ.) ʈʝʞʠʤ ʧʨʝʜʚʘʨʠʪʝʣʴʥʦʛʦ ʧʨʦʩʤʦʪʨʘ ʧʦʟʚʦʣʷʝʪ ʫʚʠʜʝʪʴ, ʢʘʢ ʜʦʢʫʤʝʥʪ 

ʙʫʜʝʪ ʚʳʛʣʷʜʝʪʴ ʥʘ ʙʫʤʘʛʝ ʧʦʩʣʝ ʝʛʦ ʨʘʩʧʝʯʘʪʢʠ.  

ɺ ʨʝʞʠʤʝ ʧʨʝʜʚʘʨʠʪʝʣʴʥʦʛʦ ʧʨʦʩʤʦʪʨʘ ʱʝʣʢʥʠʪʝ ʢʥʦʧʢʫ ʅʝʩʢʦʣʴʢʦ ʩʪʨʘʥʠʮ, 

ʯʪʦʙʳ ʚʳʚʝʩʪʠ ʥʘ ʵʢʨʘʥ ʩʨʘʟʫ ʥʝʩʢʦʣʴʢʦ ʩʪʨʘʥʠʮ ʜʦʢʫʤʝʥʪʘ. ʊʦ ʝʩʪʴ ʤʦʞʥʦ ʙʫʜʝʪ 

ʫʚʠʜʝʪʴ, ʢʘʢ ʙʫʜʝʪ ʚʳʛʣʷʜʝʪʴ ʚʝʩʴ ɺʘ hʜʦʢʫʤʝʥʪ ʥʘ ʙʫʤʘʛʝ, ʝʱʝ ʜʦ ʪʦʛʦ, ʢʘʢ ʜʦʢʫ-

ʤʝʥʪ ʙʫʜʝʪ ʥʘʧʝʯʘʪʘʥ. ʏʪʦʙʳ ʚʝʨʥʫʪʴʩʷ ʢ ʜʦʢʫʤʝʥʪʫ ʠ ʧʨʦʜʦʣʞʠʪʴ ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ, 

ʱʝʣʢʥʠʪʝ ʥʘ ʢʥʦʧʢʝ ɿʘʢʨʳʪʴ. 

23) ʉʦʭʨʘʥʠʪʝ ʠʟʤʝʥʝʥʠʷ ʚ ʜʦʢʫʤʝʥʪʝ ʌʘʤʠʣʠʷ_3_n.doc ʠ ʟʘʢʨʦʡʪʝ ʬʘʡʣ. 

24) ʋʩʪʥʦ ʧʨʦʨʘʙʦʪʘʡʪʝ ʦʪʚʝʪʳ ʥʘ ʚʩʝ ʢʦʥʪʨʦʣʴʥʳʝ ʚʦʧʨʦʩʳ, ʠʩʧʦʣʴʟʫʷ ʜʣʷ 

ʵʪʦʛʦ ʪʝʦʨʝʪʠʯʝʩʢʠʝ ʩʚʝʜʝʥʠʷ, ʨʘʩʧʦʣʦʞʝʥʥʳʝ ʚ ʵʪʦʡ ʨʘʙʦʪʝ ʧʦʩʣʝ ʧʝʨʝʯʥʷ ʢʦʥ-

ʪʨʦʣʴʥʳʭ ʚʦʧʨʦʩʦʚ, ʠʣʠ ʜʨʫʛʠʝ ʩʧʨʘʚʦʯʥʳʝ ʤʘʪʝʨʠʘʣʳ. ʇʨʝʧʦʜʘʚʘʪʝʣʴ ʧʨʦʚʝʨʠʪ 

ʟʥʘʥʠʝ ʦʪʚʝʪʦʚ ʧʨʠ ʦʮʝʥʠʚʘʥʠʠ ʚʳʧʦʣʥʝʥʥʦʡ ʨʘʙʦʪr. 

25) ɿʘʧʠʰʠʪʝ ʦʪʚʝʪ ʥʘ ʢʦʥʪʨʦʣʴʥʳʡ ʚʦʧʨʦʩ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʥʦʤʝʨʫ ɺʘʰʝʛʦ 

ʚʘʨʠʘʥʪʘ, ʚ ʩʚʦʡ ʧʨʦʪʦʢʦʣ ʠ ʧʨʝʜʦʩʪʘʚʴʪʝ ʚʳʧʦʣʥʝʥʥʫʶ ʨʘʙʦʪʫ ʥʘ ʧʨʦʚʝʨʢʫ ʧʨʝʧʦ-

ʜʘʚʘʪʝʣʶ. 

ʂʦʥʪʨʦʣʴʥʳʝ ʚʦʧʨʦʩʳ 

1) ʏʪʦ ʪʘʢʦʝ ʢʦʣʦʥʪʠʪʫʣ? 

2) ʂʘʢʦʡ ʢʦʤʘʥʜʦʡ ʤʦʞʥʦ ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʧʦʣʷ ʠ ʟʘʜʘʚʘʪʴ ʦʨʠʝʥʪʘʮʠʶ ʩʪʨʘʥʠʮ? 

3) ʏʪʦ ʥʘʜʦ ʜʝʣʘʪʴ, ʝʩʣʠ ʘʚʪʦʤʘʪʠʯʝʩʢʘʷ ʧʨʦʚʝʨʢʘ ʦʨʬʦʛʨʘʬʠʠ ʥʘʩʪʨʦʝʥʘ ʥʘ ʜʨʫʛʦʡ 

ʷʟʳʢ ʠ ʙʦʣʴʰʠʥʩʪʚʦ ʩʣʦʚ ʧʦʜʯʝʨʢʠʚʘʶʪʩʷ ʢʨʘʩʥʳʤ ʮʚʝʪʦʤ ʜʘʞʝ ʧʨʠ ʠʭ ʧʨʘ-

ʚʠʣʴʥʦʤ ʥʘʧʠʩʘʥʠʠ? 

4) ʂʘʢʫʶ ʢʦʤʘʥʜʫ ʚʳʧʦʣʥʷʝʪ ʢʥʦʧʢʘ ? 

5) ʂʘʢ ʤʦʞʥʦ ʚʳʜʝʣʠʪʴ: ʩʣʦʚʦ, ʩʪʨʦʢʫ, ʘʙʟʘʮ, ʚʝʩʴ ʜʦʢʫʤʝʥʪ, ʚʝʨʪʠʢʘʣʴʥʡr ʙʣʦʢ? 

6) ʋʢʘʞʠʪʝ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʝʡʩʪʚʠʡ ʜʣʷ ʫʩʪʘʥʦʚʢʠ ʢʥʠʞʥʦʡ ʦʨʠʝʥʪʘʮʠʠ 

ʩʪʨʘʥʠʮ ʜʦʢʫʤʝʥʪʘ. 
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7) ʆʧʠʰʠʪʝ ʜʝʡʩʪʚʠʷ ʜʣʷ ʚʩʪʘʚʢʠ ʥʦʚʦʛʦ ʨʘʟʜʝʣʘ ʩʦ ʩʣʝʜʫʶʱʝʡ ʩʪʨʘʥʠʮʳ ʜʦʢʫ-

ʤʝʥʪʘ. 

8) ʂʘʢʘʷ ʢʦʤʘʥʜʘ ʧʦʟʚʦʣʷʝʪ ʩʬʦʨʤʠʨʦʚʘʪʴ ʪʝʢʩʪ ʦʜʥʦʛʦ ʠʣʠ ʥʝʩʢʦʣʴʢʠʭ ʘʙʟʘʮʝʚ 

ʚ ʜʚʝ ʠʣʠ ʥʝʩʢʦʣʢɹʦ ʢʦʣʦʥʦʢ? ʂʘʢʠʝ ʧʘʨʘʤʝʪʨʳ ʤʦʞʥʦ ʧʨʠ ʵʪʦʤ ʟʘʜʘʚʘʪʴ? 

9) ʂʘʢʠʤ ʦʙʨʘʟʦʤ ʤʦʞʥʦ ʚʢʣʶʯʠʪʴ ʨʝʞʠʤ ʘʚʪʦʤʘʪʠʯʝʩʢʦʡ ʨʘʩʩʪʘʥʦʚʢʠ ʧʝʨʝʥʦʩʦʚ? 

10) ʂʦʛʜʘ ʮʝʣʝʩʦʦʙʨʘʟʥʦ ʟʘʜʘʚʘʪʴ ʟʝʨʢʘʣʴʥʳʝ ʧʦʣʷ ʩʪʨʘʥʠʮ? ʂʘʢʠʤ ʦʙʨʘʟʦʤ ʵʪʦ ʩʜʝ-

ʣʘʪʴ? 

11) ʂʘʢʠʤ ʦʙʨʘʟʦʤ ʤʦʞʥʦ ʠʟʤʝʥʠʪʴ ʨʘʩʩʪʦʷʥʠʝ ʦʪ ʢʨʘʷ ʣʠʩʪʘ ʜʦ ʚʝʨʭʥʝʛʦ (ʥʠʞʥʝʛʦ) 
ʢʦʣʦʥʪʠʪʫʣʘ? 

12) ʂʘʢʠʝ ʨʘʟʥʦʚʠʜʥʦʩʪʠ ʩʧʠʩʢʦʚ ʤʦʞʥʦ ʩʦʟʜʘʚʘʪʴ ʚ MS Word? 

13) ʂʘʢ ʟʘʜʘʪʴ ʥʦʚʳʡ ʤʘʨʢʝʨ ʜʣʷ ʤʘʨʢʠʨʦʚʘʥʥʦʛʦ ʩʧʠʩʢʘ? 

14) ʂʘʢʠʝ ʬʦʨʤʘʪʳ ʥʦʤʝʨʦʚ ʚʦʟʤʦʞʥʳ ʜʣʷ ʥʫʤʝʨʦʚʘʥʥʦʛʦ ʩʧʠʩʢʘ? 

15) ʂʘʢʠʤ ʦʙʨʘʟʦʤ ʠʟʤʝʥʠʪʴ ʥʘʯʘʣʴʥʦʝ ʟʥʘʯʝʥʠʝ ʥʫʤʝʨʦʚʘʥʥʦʛʦ ʩʧʠʩʢʘ? 

16) ʅʘʟʦʚʠʪʝ ʨʘʟʣʠʯʥʳʝ ʩʧʦʩʦʙʳ ʧʦʥʠʞʝʥʠʷ (ʧʦʚʳʰʝʥʠʷ) ʫʨʦʚʥʷ ʚʣʦʞʝʥʥʦʩʪʠ ʤʥʦ-

ʛʦʫʨʦʚʥʝʚʦʛʦ ʩʧʠʩʢʘ. 

17) ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʚʳʧʦʣʥʷʶʪ ʩʦʯʝʪʘʥʠʷ ʢʣʘʚʠʰ: [Ctrl]  + [Home], [Ctrl]  + [End], 

[Ctrl] + [], [Ctrl]  + [«]? 

18) ʂʘʢʠʝ ʚʠʜʳ ʦʨʠʝʥʪʘʮʠʠ ʩʪʨʘʥʠʮ ʜʦʢʫʤʝʥʪʘ ɺʘʤ ʠʟʚʝʩʪʥʳ? ʂʘʢʦʡ ʠʟ ʥʠʭ ʫʩʪʘ-

ʥʦʚʣʝʥ ʧʦ ʫʤʦʣʯʘʥʠʶ? 

19) ʂʘʢʠʤ ʦʙʨʘʟʦʤ ʤʦʞʥʦ ʟʘʜʘʪʴ ñʢʨʘʩʥʫʶò ʩʪʨʦʢʫ (ʦʪʩʪʫʧ ʧʝʨʚʦʡ ʩʪʨʦʢʠ ʘʙʟʘʮʘ) 

ʚʝʣʠʯʠʥʦʡ 1 ʩʤ? 

20) ʂʘʢ ʫʩʪʘʥʦʚʠʪʴ ʨʝʞʠʤ ʧʨʦʩʤʦʪʨʘ ʜʦʢʫʤʝʥʪʘ ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ? ʂʘʢʠʝ ʝʱʝ 

ʨʝʞʠʤʳ ʧʨʦʩʤʦʪʨʘ ʜʦʢʫʤʝʥʪʘ ʩʫʱʝʩʪʚʫʶʪ? 

21) ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʚʳʧʦʣʥʷʶʪ ʩʦʯʝʪʘʥʠʷ ʢʣʘʚʠʰ [Ctrl]  + [N] ʠ [Ctrl]  + [S]? 

22) ʏʪʦ ʧʨʦʠʟʦʡʜʝʪ, ʝʩʣʠ  ʙʳʩʪʨʦ ʱʝʣʢʥʫʪʴ ʧʦ ʩʣʦʚʫ: 2 ʨʘʟʘ, 3 ʨʘʟʘ, 4 ʨʘʟʘ? 

23) ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʚʳʧʦʣʥʷʶʪ ʩʦʯʝʪʘʥʠʷ ʢʣʘʚʠʰ [Ctrl]  + [B], [Ctrl]  + [I] ʠ [Ctrl]  + [U]? 

24) ʆʧʠʰʠʪʝ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʝʡʩʪʚʠʡ ʜʣʷ ʫʩʪʨʘʥʝʥʠʷ ʚʩʝʭ ʧʦʚʪʦʨʷʶʱʠʭʩʷ ʚ 
ʪʝʢʩʪʝ ʧʨʦʙʝʣʦʚ (ʧʦʠʩʢʘ ʠ ʦʜʥʦʚʨʝʤʝʥʥʦʡ ʟʘʤʝʥʳ ʚʩʝʭ ʜʚʦʡʥʳʭ (ʧʦʚʪʦʨʷʶʱʠʭ-

ʩʷ) ʧʨʦʙʝʣʦʚ ʥʘ ʦʜʠʥʘʨʥʳʝ ʧʨʦʙʝʣʳ). (ʊʘʢʠʝ ʜʝʡʩʪʚʠʷ ʦʯʝʥʴ ʚʦʩʪʨʝʙʦʚʘʥʳ ʧʨʠ 

ʬʦʨʤʘʪʠʨʦʚʘʥʠʠ ʪʝʢʩʪʘ, ʟʘʠʤʩʪʚʦʚʘʥʥʦʛʦ ʩ ʀʥʪʝʨʥʝʪ-ʨʝʩʫʨʩʦʚ.) 

25) ʂʘʢʠʤ ʦʙʨʘʟʦʤ ʤʦʞʥʦ ʟʘʜʘʪʴ ʤʝʞʩʪʨʦʯʥʳʡ ʠʥʪʝʨʚʘʣ ʪʝʢʩʪʘ: 1.5 ʩʪʨʦʢʠ, ʜʚʦʡ-

ʥʦʡ, ʩ ʤʥʦʞʠʪʝʣʝʤ 1.2? 

26) ʂʘʢʘʷ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʝʡʩʪʚʠʡ ʧʦʟʚʦʣʷʝʪ ʩʦʟʜʘʚʘʪʴ ʠ ʚʩʪʘʚʣʷʪʴ ʦʙʲʝʢʪ 

WordArt? ʂʘʢʦʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʵʪʦʛʦ ʦʙʲʝʢʪʘ? 

27) ʅʘʟʦʚʠʪʝ ʧʘʨʘʤʝʪʨʳ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʟʘʜʘʚʘʪʴ ʜʣʷ WordArt-ʪʝʢʩʪʘ? 

28) ʆʧʠʰʠʪʝ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʝʡʩʪʚʠʡ ʜʣʷ ʪʦʛʦ, ʯʪʦʙʳ ʠʟʤʝʥʠʪʴ: 1) ʪʝʢʩʪ ʫʞʝ 
ʩʫʱʝʩʪʚʫʶʱʝʛʦ ʦʙʲʝʢʪʘ WordArt, 2) ʩʪʠʣʴ ʩʫʱʝʩʪʚʫʶʱʝʛʦ ʦʙʝ̡ʢʪʘ WordArt. 

29) ʂʘʢʠʤ ʦʙʨʘʟʦʤ ʤʦʞʥʦ ʟʘʜʘʚʘʪʴ ʨʘʟʨʝʞʝʥʥʳʡ ʠ ʫʧʣʦʪʥʝʥʥʳʡ ʠʥʪʝʨʚʘʣ ʤʝʞʜʫ 

ʟʥʘʢʘʤʠ (ʙʫʢʚʘʤʠ) ʪʝʢʩʪʘ? 

30) ʅʘʟʦʚʠʪʝ, ʢʘʢʠʝ ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ ʧʘʨʘʤʝʪʨʳ ʘʙʟʘʮʝʚ (ʚʢʣʘʜʢʘ ʇʦʣʦʞʝʥʠʝ ʥʘ 

ʩʪʨʘʥʠʮʝ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ ɸʙʟʘʮ) ʤʦʞʥʦ ʟʘʜʘʚʘʪʴ? ʇʦ ʚʦʟʤʦʞʥʦʩʪʠ ʧʨʠʚʝʜʠʪʝ 

ʧʨʠʤʝʨʳ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʧʨʠʤʝʥʝʥʠʷ ʫʢʘʟʘʥʥʳʭ ʧʘʨʘʤʝʪʨʦʚ. 
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ʊʝʦʨʝʪʠʯʝʩʢʠʝ ʩʚʝʜʝʥʠʷ 

1  ʈʘʟʙʠʚʢʘ ʥʘ ʨʘʟʜʝʣʳ 

ɽʩʣʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʩʪʨʘʥʠʮ ʚ ʨʘʤʢʘʭ ʦʜʥʦʛʦ ʜʦʢʫʤʝʥʪʘ ʜʦʣʞʥʦ ʤʝʥʷʪʴʩʷ 

(ʥʘʧʨʠʤʝʨ, ʢʦʛʜʘ ʨʘʟʤʝʨʳ ʧʦʣʝʡ ʜʦʣʞʥʳ ʙʳʪʴ ʨʘʟʣʠʯʥʳʤʠ ʜʣʷ ʨʘʟʣʠʯʥʳʭ ʩʪʨʘʥʠʮ, 

ʧʨʠ ʠʟʤʝʥʝʥʠʠ ʦʨʠʝʥʪʘʮʠʠ ʥʝʢʦʪʦʨʳʭ ʩʪʨʘʥʠʮ ʜʦʢʫʤʝʥʪʘ ʜʣʷ ʨʘʟʤʝʱʝʥʠʷ ʰʠʨʦʢʠʭ 

ʨʠʩʫʥʢʦʚ, ʪʘʙʣʠʮ ʠʣʠ ʜʠʘʛʨʘʤʤ, ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʪʝʢʩʪʘ ʚ ʢʦʣʦʥʪʠʪʫʣʘʭ ʠ ʜʨ.), ʩʣʝʜʫ-

ʝʪ ʨʘʟʙʠʪʴ ʜʦʢʫʤʝʥʪ ʥʘ ʨʘʟʜʝʣʳ. ʂʘʞʜʳʡ ʨʘʟʜʝʣ ʠʤʝʝʪ ʩʦʙʩʪʚʝʥʥʳʝ ʧʘʨʘʤʝʪʨʳ 

ʩʪʨʘʥʠʮ. 

ʂʦʤʘʥʜʘ ɺʩʪʘʚʢʘ / ʈʘʟʨʳʚ ʦʪʢʨʳʚʘʝʪ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʈʘʟʨʳʚ, ʚ ʢʦʪʦʨʦʤ ʥʘʜʦ 

ʚʢʣʶʯʠʪʴ ʦʜʠʥ ʠʟ ʧʝʨʝʢʣʶʯʘʪʝʣʝʡ ʛʨʫʧʧʳ ʅʦʚʳʡ ʨʘʟʜʝʣ, ʫʢʘʟʳʚʘʶʱʠʡ, ʩ ʢʘʢʦʡ 

ʩʪʨʘʥʠʮʳ ʥʘʯʠʥʘʝʪʩʷ ʥʦʚʳʡ ʨʘʟʜʝʣ. (ɺ Word 2010 ʘʥʘʣʦʛʠʯʥʘʷ ʢʦʤʘʥʜʘ ʥʘʭʦʜʠʪʩʷ 

ʥʘ ʚʢʣʘʜʢʝ ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ ʚ ʛʨʫʧʧʝ ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ ʢʥʦʧʢʘ ʈʘʟʨʳʚʳ.) 

ʉ ʧʦʤʦʱʴʶ ʧʝʨʝʢʣʶʯʘʪʝʣʝʡ ʛʨʫʧʧʳ ʅʦʚʳʡ ʨʘʟʜʝʣ ʤʦʞʥʦ ʟʘʜʘʪʴ ʪʠʧ ʨʘʟʙʠʚʢʠ ʥʘ 

ʨʘʟʜʝʣʳ. ʆʥʠ ʦʜʠʥʘʢʦʚʦ ʜʝʡʩʪʚʫʶʪ ʥʘ ʨʘʟʤʝʪʢʫ ʩʪʨʘʥʠʮʳ, ʥʦ ʠʭ ʦʪʣʠʯʠʝ ʚ ʪʦʤ, ʛʜʝ 

ʨʘʟʤʝʱʘʝʪʩʷ ʪʝʢʩʪ, ʚʚʝʜʝʥʥʳʡ ʧʦʩʣʝ ʨʘʟʙʠʚʢʠ.  

ʊʠʧ ʉʣʝʜʫʶʱʘʷ ʩʪʨʘʥʠʮʘ ʥʘʯʥʝʪ ʅʦʚʳʡ ʨʘʟʜʝʣ ʩ ʧʝʨʚʦʡ ʩʪʨʦʢʠ ʩʣʝʜʫʶʱʝʡ 

ʩʪʨʘʥʠʮʳ. ʕʪʦ ʧʦʜʭʦʜʠʪ ʜʣʷ ʨʘʟʜʝʣʦʚ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʭ ʙʦʣʴʰʠʤ ʯʘʩʪʷʤ ʜʦʢʫʤʝʥ-

ʪʘ, ʥʘʧʨʠʤʝʨ ʥʦʚʘʷ ʛʣʘʚʘ.  

ʊʠʧ ʅʝʧʨʝʨʳʚʥʳʡ ʟʘʜʘʩʪ ʥʦʚʳʡ ʨʘʟʜʝʣ ʥʘ ʪʦʡ ʞʝ ʩʪʨʘʥʠʮʝ, ʯʪʦ ʠ ʧʨʝʜʜrʫʱʠʡ. 

ʕʪʦ ʫʜʦʙʥʦ, ʝʩʣʠ ʚ ʜʘʥʥʦʤ ʨʘʟʜʝʣʝ ʥʝ ʪʘʢʦʝ ʢʦʣʠʯʝʩʪʚʦ ʢʦʣʦʥʦʢ, ʢʘʢ ʚ ʧʨʝʜʳʜʫʱʝʤ, 

ʥʦ ʦʙʘ ʦʥʠ ï ʯʘʩʪʠ ʦʜʥʦʡ ʠ ʪʦʡ ʞʝ ʩʪʨʘʥʠʮʳ. ʇʨʠʤʝʨʦʤ ʤʦʞʝʪ ʧʦʩʣʫʞʠʪʴ ʛʘʟʝʪʥʘʷ 

ʩʪʘʪʴʷ: ʝʝ ʟʘʛʦʣʦʚʦʢ ʚʚʝʨʭʫ ʩʪʨʘʥʠʮʳ ʨʘʩʧʦʣʦʞʝʥ ʚ ʦʜʥʦʡ ʢʦʣʦʥʢʝ, ʘ ʪʝʢʩʪ ʩʪʘʪʴʠ 

ʨʘʩʧʦʣʦʞʝʥ ʚ ʜʨʫʛʦʤ ʨʘʟʜʝʣʝ ʠ ʨʘʟʙʠʪ ʥʘ ʪʨʠ ʢʦʣʦʥʢʠ.  

ʊʠʧr ʏʝʪʥʘʷ ʠʣʠ ʅʝʯʝʪʥʘʷ ʩʪʨʘʥʠʮʘ ʥʘʯʥʫʪ ʥʦʚʳʡ ʨʘʟʜʝʣ ʥʘ ʩʣʝʜʫʶʱʝʡ ʯʝʪ-

ʥʦʡ ʠʣʠ ʥʝʯʝʪʥʦʡ ʩʪʨʘʥʠʮʝ. ʕʪʦ ʧʦʣʝʟʥʦ ʜʣʷ ʙʦʣʴʰʠʭ ʨʘʟʜʝʣʦʚ ʜʦʢʫʤʝʥʪʘ, ʪʘʢʠʭ 

ʢʘʢ ʛʣʘʚʳ ʢʥʠʛʠ, ʢʘʞʜʘʷ ʠʟ ʢʦʪʦʨʳʭ ʜʦʣʞʥʘ ʥʘʯʠʥʘʪʴʩʷ ʥʘ ʩʣʝʜʫʶʱʝʡ ʯʝʪʥʦʡ ʠʣʠ 

ʥʝʯʝʪʥʦʡ ʩʪʨʘʥʠʮʝ. 

ʋʜʘʣʠʪɹ ʟʥʘʢʠ ʨʘʟʨʳʚʦʚ ʨʘʟʜʝʣʘ ʠʣʠ ʩʪʨʘʥʠʮʳ, ʢʘʢ ʠ ʦʙʳʯʥʳʝ ʩʠʤʚʦʣʳ, ʤʦʞʥʦ 

ʢʣʘʚʠʰʝʡ [Delete] ʠʣʠ [Backspace]. ʇʨʠ ʫʜʘʣʝʥʠʠ ʟʥʘʢʘ ʨʘʟʨʳʚʘ ʨʘʟʜʝʣʘ, ʪʝʢʩʪ ʧʝʨʝʜ 

ʥʠʤ ʩʪʘʥʦʚʠʪʩʷ ʯʘʩʪʴʶ ʩʣʝʜʫʶʱʝʛʦ ʨʘʟʜʝʣʘ, ʠ ʵʪʦ ʦʟʥʘʯʘʝʪ, ʯʪʦ ʜʣʷ ʪʝʢʩʪʘ ʙʫʜʫʪ 

ʧʨʠʤʝʥʠʤʳ ʧʘʨʘʤʝʪʨʳ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʩʪʨʘʥʠʮʳ ʵʪʦʛʦ ʨʘʟʜʝʣʘ. 

2  ʂʦʣʦʥʪʠʪʫʣʳ 

ʂʦʣʦʥʪʠʪʫʣ ï ʵʪʦ ʪʝʢʩʪ (ʥʦʤʝʨ ʩʪʨʘʥʠʮʳ, ʥʘʟʚʘʥʠʝ ʜʦʢʫʤʝʥʪʘ, ʬʘʤʠʣʠʷ ʘʚʪʦ-

ʨʘ, ʜʘʪʘ ʧʝʯʘʪʠ ʜʦʢʫʤʝʥʪʘ ʠ ʪ. ʧ.), ʢʦʪʦʨʳʡ ʧʝʯʘʪʘʝʪʩʷ ʚʥʠʟʫ ʠʣʠ ʚʚʝʨʭʫ ʢʘʞʜʦʡ 

ʩʪʨʘʥʠʮʳ ʜʦʢʫʤʝʥʪʘ. ɺ ʟʘʚʠʩʠʤʦʩʪʠ ʦʪ ʤʝʩʪʘ ʨʘʩʧʦʣʦʞʝʥʠʷ (ʥʘ ʚʝʨʭʥʝʤ ʠʣʠ ʥʘ 

ʥʠʞʥʝʤ ʧʦʣʝ ʩʪʨʘʥʠʮʳ) ʢʦʣʦʥʪʠʪʫʣʳ ʙʳʚʘʶʪ ʚʝʨʭʥʠʤʠ ʠ ʥʠʞʥʠʤʠ. ɺ ʜʘʥʥʦʤ ʜʦ-

ʢʫʤʝʥʪʝ ʚ ʚʝʨʭʥʝʤ ʢʦʣʦʥʪʠʪʫʣʝ ʩʦʜʝʨʞʠʪʩʷ ʥʫʤʝʨʘʮʠʷ ʩʪʨʘʥʠʮ, ʪʝʢʩʪ ʩ ʥʘʟʚʘʥʠʤ̫ʠ 

ʨʘʙʦʪ ʠ ʥʠʞʥʷʷ ʛʨʘʥʠʮʘ. ɼʣʷ ʩʦʟʜʘʥʠʷ ʢʦʣʦʥʪʠʪʫʣʦʚ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʢʦʤʘʥ-

ʜʫ ɺʠʜ / ʂʦʣʦʥʪʠʪʫʣʳ, ʧʨʠ ʵʪʦʤ ʦʪʢʨʦʝʪʩʷ ʩʦʦʪʚʝʪʩʪʚʫʶʱʘʷ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ 

(ʚ Word 2010 ï ʚʢʣʘʜʢʘ ɺʩʪʘʚʢʘ, ʢʦʤʘʥʜʳ ʛʨʫʧʧʳ ʂʦʣʦʥʪʠʪʫʣʳ). 
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ʏʪʦʙʳ ʚʩʪʘʚʠʪʴ ʚ ʢʦʣʦʥʪʠʪʫʣʳ ʥʦʤʝʨ ʩʪʨʘʥʠʮʳ, ʜʘʪʫ ʠ/ʠʣʠ ʚʨʝʤʷ, ʥʘʜʦ ʥʘʞʘʪʴ 

ʩʦʦʪʚʝʪʩʪʚʫʶʱʫʶ ʢʥʦʧʢʫ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʂʦʣʦʥʪʠʪʫʣʳ.  

ʇʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʩʦʟʜʘʥʠʷ ʨʘʟʣʠʯʥʳʭ ʢʦʣʦʥʪʠʪʫʣʦʚ ʚ ʧʨʝʜʝʣʘʭ ʦʜʥʦʛʦ ʜʦ-

ʢʫʤʝʥʪʘ, ʥʘʧʨʠʤʝʨ ʩ ʥʘʠʤʝʥʦʚʘʥʠʷʤʠ ʨʘʟʥʳʭ ʣʘʙʦʨʘʪʦʨʥʳʭ ʨʘʙʦʪ ʚ ʦʙʱʝʤ ʦʪʯʝʪʝ, 

ʩʥʘʯʘʣʘ ʥʝʦʙʭʦʜʠʤʦ ʩʦʟʜʘʪʴ ʨʘʟʨʳʚʳ ʨʘʟʜʝʣʦʚ ʜʣʷ ʢʘʞʜʦʡ ʠʟ ʨʘʙʦʪ, ʘ ʟʘʪʝʤ ʚʦʩ-

ʧʦʣʴʟʦʚʘʪʴʩʷ ʢʥʦʧʢʦʡ  ʥʘ ʧʘʥʝʣʠ ʂʦʣʦʥʪʠʪʫʣʳ ʜʣʷ ʪʦ-

ʛʦ, ʯʪʦʙʳ ʦʪʢʘʟʘʪʴʩʷ ʦʪ ʚʠʜʘ ʢʦʣʦʥʪʠʪʫʣʘ ʧʨʝʜʳʜʫʱʝʛʦ ʨʘʟʜʝʣʘ, ʠ ʟʘʜʘʪʴ ʚʠʜ ʢʦʣʦʥ-

ʪʠʪʫʣʘ ʪʝʢʫʱʝʛʦ ʨʘʟʜʝʣʘ. 

ɺʩʪʘʚʢʘ ʥʦʤʝʨʘ ʩʪʨʘʥʠʮ 

ʂʨʦʤʝ ʵʪʦʛʦ ʜʣʷ ʚʩʪʘʚʢʠ ʥʦʤʝʨʦʚ ʩʪʨʘʥʠʮ ʤʦʞʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʢʦʤʘʥʜʦʡ 

ɺʩʪʘʚʢʘ / ʅʦʤʝʨʘ ʩʪʨʘʥʠʮ, ʧʦʩʣʝ ʯʝʛʦ ʧʦʷʚʠʪʩʷ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʝ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ. 

ɺ ʧʦʣʝ ʇʦʣʦʞʝʥʠʝ ʩʣʝʜʫʝʪ ʚʳʙʨʘʪʴ ʨʘʩʧʦʣʦʞʝʥʠʝ ʥʦʤʝʨʘ ʥʘ ʩʪʨʘʥʠʮʝ (ʥʘʧʨʠʤʝʨ 

ɺʚʝʨʭʫ ʩʪʨʘʥʠʮʳ ʠʣʠ ɺʥʠʟʫ ʩʪʨʘʥʠʮ )r. 

ɺ ʧʦʣʝ ɺʳʨʘʚʥʠʚʘʥʠʝ ʥʘʜʦ ʚʳʙʨʘʪʴ ʨʘʩʧʦʣʦʞʝʥʠʝ ʥʦʤʝʨʘ ʩʪʨʘʥʠʮʳ ʦʪʥʦʩʠ-

ʪʝʣʴʥʦ ʧʦʣʝʡ ʩʪʨʘʥʠʮʳ (ʥʘʧʨʠʤʝʨ: 

ʩʣʝʚʘ, ʦʪ ʮʝʥʪʨʘ, ʩʧʨʘʚʘ, ʚʥʫʪʨʠ, 

ʩʥʘʨʫʞʠ). ɽʩʣʠ ʩʥʷʪʴ ʬʣʘʞʦʢ ʅʦʤʝʨ 

ʥʘ ʧʝʨʚʦʡ ʩʪʨʘʥʠʮʝ, ʪʦ ʥʘ ʧʝʨʚʦʡ 

ʩʪʨʘʥʠʮʝ ʥʦʤʝʨ ʥʝ ʙʫʜʝʪ ʧʨʦʩʪʘʚʣʝʥ. 

ʂʥʦʧʢʘ ʌʦʨʤʘʪ ʵʪʦʛʦ ʦʢʥʘ ʧʦʟ-

ʚʦʣʷʝʪ ʟʘʜʘʪʴ ʬʦʨʤʘʪ ʠ ʥʘʯʘʣʴʥʦʝ ʟʥʘ-

ʯʝʥʠʝ ʥʦʤʝʨʘ ʩʪʨʘʥʠʮʳ. 

3  ʉʦʟʜʘʥʠʝ ʛʨʘʥʠʮ 

ɺ ʨʘʤʢʫ ʤʦʞʥʦ ʚʟʷʪʴ ʥʝ ʪʦʣʴʢʦ ʘʙʟʘʮ ʠʣʠ ʟʘʛʦʣʦʚʦʢ, ʥʦ ʠ ʢʘʞʜʫʶ ʩʪʨʘʥʠʮʫ ʜʦ-

ʢʫʤʝʥʪʘ. ʅʘ ʧʝʨʚʳʡ ʚʟʛʣʷʜ ʥʝʧʦʥʷʪʥʦ, ʜʣʷ ʯʝʛʦ ʵʪʦ ʤʦʞʝʪ ʧʦʪʨʝʙʦʚʘʪʴʩʷ, ʥʦ, ʝʩʣʠ 

ɺr  ʩʦʟʜʘʝʪʝ ʠʥʬʦʨʤʘʮʠʦʥʥʳʡ ʣʠʩʪ ʠʣʠ ʯʪʦ-ʪʦ ʚ ʵʪʦʤ ʨʦʜʝ, ʨʘʤʢʘ ʚʦʢʨʫʛ ʢʘʞʜʦʡ 

ʩʪʨʘʥʠʮʳ ʤʦʞʝʪ ʦʢʘʟʘʪʴʩʷ ʚʧʦʣʥʝ ʫʤʝʩʪʥʦʡ. 

ɻʨʘʥʠʮʳ ʩʪʨʘʥʠʮʳ 

ʀʪʘʢ, ʯʪʦʙʳ ʚʟʷʪʴ ʚ ʨʘʤʢʫ 

ʢʘʞʜʫʶ ʩʪʨʘʥʠʮʫ ʜʦʢʫʤʝʥʪʘ, ʥʘʜʦ 

ʚʳʧʦʣʥʠʪ ɹʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ. 

1) ʋʩʪʘʥʦʚʠʪ ɹʢʫʨʩʦʨ ʥʘ ʪʦʡ 

ʩʪʨʘʥʠʮʝ, ʢ ʢʦʪʦʨʦʡ ʩʣʝʜʫʝʪ ʜʦʙʘ-

ʚʠʪʴ ʨʘʤʢʫ.  

2) ɺʳʙʨʘʪɹ ʢʦʤʘʥʜʫ ʌʦʨʤʘʪ / 

ɻʨʘʥʠʮʳ ʠ ʟʘʣʠʚʢʘ ʠ ʧʝʨʝʡʪʠ ʥʘ 

ʚʢʣʘʜʢʫ ʉʪʨʘʥʠʮʘ.  

3) ɺʳʙʨʘʪɹ  ʥʝʦʙʭʦʜʠʤʳʡ ʪʠʧ 
ʛʨʘʥʠʮʳ, ʠʩʧʦʣʴʟʫ ̫ ʨʘʩʢʨʳʚʘʶ-

ʱʠʝʩʷ ʩʧʠʩʢʠ ʧʦʣʝʡ ʊʠʧ, ʎʚʝʪ, 

ʐʠʨʠʥʘ ʠʣʠ ʈʠʩʫʥʦʢ.  

4) ɺ ʙrʨʘʪʴ ʩʪʨʘʥʠʮʳ, ʢ ʢʦʪʦʨʳʤ ʥʘʜʦ ʧʨʠʤʝʥʠʪʴ ʦʙʨʘʤʣʝʥʠʝ, ʚ ʨʘʩʢʨʳʚʘʶ-

ʱʝʤʩʷ ʩʧʠʩʢʝ ʇʨʠʤʝʥʠʪʴ ʢ. ʇʦ ʫʤʦʣʯʘʥʠʶ ʚ ʵʪʦʤ ʩʧʠʩʢʝ ʫʩʪʘʥʦʚʣʝʥʦ ʟʥʘʯʝʥʠʝ, 
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ʧʦʟʚʦʣʷʶʱʝʝ ʧʨʠʤʝʥʠʪʴ ʟʘʜʘʥʥʳʡ ʪʠʧ ʛʨʘʥʠʮ ʢʦ ʚʩʝʤʫ ʜʦʢʫʤʝʥʪʫ. ɼʨʫʛʠʝ ʵʣʝʤʝʥ-

ʪʳ ʩʧʠʩʢʘ ʧʦʜʨʘʟʫʤʝʚʘʶʪ ʥʘʣʠʯʠʝ ʚ ʜʦʢʫʤʝʥʪʝ ʨʘʟʜʝʣʦʚ. ʅʘʧʨʠʤʝʨ, ʝʩʣʠ ʥʘʜʦ ʚʟʷʪʴ 

ʚ ʨʘʤʢʫ ʪʦʣʴʢʦ ʦʜʥʫ ʩʪʨʘʥʠʮʫ, ʪʦ ʵʪʘ ʩʪʨʘʥʠʮʘ ʜʦʣʞʥʘ ʙʳʪʴ ʚʳʜʝʣʝʥʘ ʚ ʨʘʟʜʝʣ. 

ʑʝʣʢʥʫʚ ʥʘ ʢʥʦʧʢʝ ʇʘʨʘʤʝʪʨʳ, ʤʦʞʥʦ ʚ ʦʪʢʨʳʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʇʘʨʘʤʝʪ-

ʨʳ ʛʨʘʥʠʮʳ ʠ ʟʘʣʠʚʢʠ ʟʘʜʘʪʴ ʦʪʩʪʫʧʳ ʛʨʘʥʠʮ ʦʪʥʦʩʠʪʝʣʴʥʦ ʢʨʘʷ ʩʪʨʘʥʠʮʳ ʠʣʠ ʦʪʥʦ-

ʩʠʪʝʣʴʥʦ ʪʝʢʩʪʘ.  

ʇʦʩʣʝ ʚʩʝʭ ʫʩʪʘʥʦʚʦʢ ʧʘʨʘʤʝʪʨʦʚ ʛʨʘʥʠʮ ʮʝʣʝʩʦʦʙʨʘʟʥʦ ʧʨʦʩʤʦʪʨʝʪʴ ʨʝʟʫʣʴʪʘʪ 

ʦʙʨʘʤʣʝʥʠ̫ ʩʪʨʘʥʠʮʳ ʩ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ ʌʘʡʣ / ʇʨʝʜʚʘʨʠʪʝʣʴʥʳʡ ʧʨʦʩʤʦʪʨ. 

ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʢʥʦʧʦʢ ʦʙʨʘʤʣʝʥʠʷ ʪʝʢʩʪʘ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ 

ɼʣʷ ʦʙʨʘʤʣʝʥʠʷ ʪʝʢʩʪʘ ʫʜʦʙʥʝʝ ʚʩʝʛʦ ʥʘʡʪʠ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʌʦʨʤʘʪʠ-

ʨʦʚʘʥʠʝ ʢʥʦʧʢʫ ɺʥʝʰʥʠʝ ʛʨʘʥʠʮʳ  ʠ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʝʝ ʤʥʦʛʦʯʠʩʣʝʥʥʳʤʠ ʧʘʨʘ-

ʤʝʪʨʘʤʠ. ʕʪʘ ʢʥʦʧʢʘ ʟʘʜʘʝʪ ʨʘʟʣʠʯʥʳʝ ʪʠʧʳ ʨʘʟʤʝʱʝʥʠ ̫ʣʠ-

ʥʠʡ (ʦʢʘʥʪʦʚʢʠ) ʥʘ ʛʨʘʥʠʮʝ ʚʳʜʝʣʝʥʥʦʛʦ ʪʝʢʩʪʘ ʠʣʠ ʘʙʟʘʮʝʚ. 

ʑʝʣʢʥʫʚ ʥʘ ʢʥʦʧʢʝ ʩ ʥʘʧʨʘʚʣʝʥʥʦʡ ʚʥʠʟ ʩʪʨʝʣʢʦʡ, ʨʘʩʧʦ-

ʣʦʞʝʥʥʦʡ ʚʦʟʣʝ ʢʥʦʧʢʠ ɺʥʝʰʥʠʝ ʛʨʘʥʠʮʳ, ʥʘ ʧʦʷʚʠʚʰʝʡʩʷ 

ʤʠʥʠ-ʧʘʥʝʣʠ ʩ ʧʠʢʪʦʛʨʘʤʤʘʤʠ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʥʫʞʥʳʡ ʪʠʧ ʨʘʤʢʠ: ʚʥʝʰʥʠʝ ʛʨʘʥʠ-

ʮr , ʚʩʝ ʛʨʘʥʠʮʳ, ʩʚʝʨʭʫ, ʩʥʠʟʫ ʠ ʜʨ. ʇʦʩʣʝ ʵʪʦʛʦ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʚʠʜ ʦʙʨʘʤʣʝʥʠʷ 

ʧʦʷʚʠʪʩʷ ʚ ʪʦʤ ʘʙʟʘʮʝ, ʚ ʢʦʪʦʨʦʤ ʫʩʪʘʥʦʚʣʝʥ ʢʫʨʩʦʨ.  

ʊʠʧ ʣʠʥʠʠ ʦʙʨʘʤʣʝʥʠʷ ʤʦʞʥʦ ʠʟʤʝʥʠʪʴ, ʫʩʪʘʥʦʚʠʚ ʝʛʦ ʩ ʧʦʤʦʱʴʶ ʜʠʘʣʦʛʦʚʦʛʦ 

ʦʢʥʘ ɻʨʘʥʠʮʳ ʠ ʟʘʣʠʚʢʘ.  

ʏʪʦʙʳ ʫʜʘʣʠʪʴ ʚʩʝ ʛʨʘʥʠʮʳ ʘʙʟʘʮʘ, ʥʘʜʦ ʱʝʣʢʥʫʪʴ ʥʘ ʢʥʦʧʢʝ ɺʥʝʰʥʠʝ ʛʨʘʥʠʮʳ 

ʠ ʚʳʙʨʘʪʴ ʪʠʧ  ɹʝʟ ʛʨʘʥʠʮ . 

ʂʥʦʧʢʘ ɺʥʝʰʥʠʝ ʛʨʘʥʠʮ rʨʘʙʦʪʘʝʪ ʪʦʣʴʢʦ ʩ ʬʨʘʛʤʝʥʪʘʤʠ ʪʝʢʩʪʘ (ʦʪʜʝʣʴʥʦʛʦ 

ʩʣʦʚʘ ʠʣʠ ʘʙʟʘʮʘ), ʘ ʥʝ ʩʦ ʩʪʨʘʥʠʮʝʡ ʮʝʣʠʢʦʤ. ʅʘʧʨʠʤʝʨ, ʤʦʞʥʦ ʚʟʷʪʴ ʚ ʨʘʤʢʫ ʟʘʛʦ-

ʣʦʚʦʢ, ʦʪʜʝʣʴʥʫʶ ʬʨʘʟʫ ʠ ʜʘʞʝ ʛʨʘʬʠʯʝʩʢʦʝ ʠʟʦʙʨʘʞʝʥʠʝ. 

ɸʥʘʣʦʛʠʯʥʳʝ ʬʫʥʢʮʠʠ ʦʙʨʘʤʣʝʥʠʷ ʤʦʞʥʦ ʚʳʧʦʣʥʷʪʴ ʠ ʩ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ 

ʌʦʨʤʘʪ / ɻʨʘʥʠʮʳ ʠ ʟʘʣʠʚʢʘ ʚ ʦʜʥʦʠʤʝʥʥʦʤ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʥʘ ʚʢʣʘʜʢʝ ɻʨʘʥʠʮʘ.  

4  ʉʧʠʩʢʠ  

ʄʘʨʢʠʨʦʚʘʥʥʳʝ ʠ ʥʫʤʝʨʦʚʘʥʥʳʝ ʩʧʠʩʢʠ 

ɼʣʷ ʫʧʦʨʷʜʦʯʠʚʘʥʠʷ ʠʥʬʦʨʤʘʮʠʠ Word ʧʦʜʜʝʨʞʠʚʘʝʪ ʜʚʘ ʚʠʜʘ ʩʧʠʩʢʦʚ ï 

ʤʘʨʢʠʨʦʚʘʥʥʳʝ ʩʧʠʩʢʠ, ʚ ʢʦʪʦʨʳʭ ʢʘʞʜʳʡ ʧʫʥʢʪ ʧʦʤʝʯʘʝʪʩʷ ʦʜʠʥʘʢʦʚʳʤ ʤʘʨʢʝʨʦʤ, 

ʠ ʥʫʤʝʨʦʚʘʥʥʳʝ ʩʧʠʩʢʠ, ʛʜʝ ʧʫʥʢʪʳ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦ ʥʫʤʝʨʫʶʪʩʷ.  

ʉʦʟʜʘʪʴ ʩʧʠʩʦʢ ʜʣʷ ʚʳʜʝʣʝʥʥʦʛʦ ʬʨʘʛʤʝʥʪʘ ʤʦʞʥʦ ʢʥʦʧʢʦʡ  ʜʣʷ ʥʫʤʝʨʦʚʘʥ-

ʥʦʛʦ ʩʧʠʩʢʘ ʠʣʠ ʢʥʦʧʢʦʡ  ï ʜʣʷ ʤʘʨʢʠʨʦʚʘʥʥʦʛʦ. ɹʦʣʝʝ ʰʠʨʦʢʠʝ ʥʘʩʪʨʦʡʢʠ 

ʬʦʨʤʘʪʦʚ ʩʧʠʩʢʦʚ ʤʦʞʥʦ ʟʘʜʘʪʴ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʉʧʠʩʦʢ, ʢʦʪʦʨʦʝ ʦʪʢʨʳʚʘʝʪʩʷ 

ʢʦʤʘʥʜʦʡ ʌʦʨʤʘʪ / ʉʧʠʩʦʢ ʠʣʠ ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʩ ʧʦʤʦʱʴʶ ʧʫʥʢʪʘ ʉʧʠʩʦʢ. 

ɺʢʣʘʜʢʠ ʄʘʨʢʠʨʦʚʘʥʥʳʡ ʠ ʅʫʤʝʨʦʚʘʥʥʳʡ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ ʧʦʟʚʦʣʷʶʪ ʚʳʙʨʘʪʴ ʚʠʜ 

ʤʘʨʢʝʨʘ ʠʣʠ ʩʧʦʩʦʙ ʥʫʤʝʨʘʮʠʠ ʩʧʠʩʢʘ. ɽʩʣʠ ʩʪʘʥʜʘʨʪʥʦʝ ʦʬʦʨʤʣʝʥʠʝ ʩʧʠʩʢʘ ʥʝ 

ʧʦʜʭʦʜʠʪ, ʤʦʞʥʦ ʱʝʣʢʥʫʪʴ ʥʘ ʢʥʦʧʢʝ ʀʟʤʝʥʠʪʴ ʠ ʟʘʜʘʪʴ ʢʘʢ ʚʠʜ, ʪʘʢ ʠ ʧʦʣʦʞʝʥʠʝ 

ʤʘʨʢʝʨʦʚ ʠʣʠ ʥʦʤʝʨʦʚ, ʘ ʪʘʢʞʝ ʧʫʥʢʪʦʚ ʩʧʠʩʢʘ. 

ʂʨʦʤʝ ʵʪʦʛʦ, ʚ Word ʧʨʝʜʫʩʤʦʪʨʝʥʦ ʘʚʪʦʤʘʪʠʯʝʩʢʦʝ ʧʨʝʦʙʨʘʟʦʚʘʥʠʝ ʥʦʚʦʛʦ 

ʘʙʟʘʮʘ ʚ ʵʣʝʤʝʥʪ ʥʫʤʝʨʦʚʘʥʥʦʛʦ ʩʧʠʩʢʘ, ʝʩʣʠ ʦʥ ʥʘʯʠʥʘʝʪʩʷ ʩ ʯʠʩʣʘ, ʟʘ ʢʦʪʦʨʳʤ 
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ʩʣʝʜʫʝʪ ʩʢʦʙʢʘ ʠʣʠ ʪʦʯʢʘ. ɽʩʣʠ ʘʙʟʘʮ ʥʘʯʠʥʘʝʪʩʷ ʩ ʩʠʤʚʦʣʘ ñʟʚʝʟʜʦʯʢʘò (*), ʪʦ ʦʥ 

ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʧʨʝʦʙʨʘʟʫʝʪʩʷ ʚ ʵʣʝʤʝʥʪ ʤʘʨʢʠʨʦʚʘʥʥʦʛʦ ʩʧʠʩʢʘ. ʇʦʩʣʝʜʫʶʱʠʝ 

ʘʙʟʘʮʳ ʪʘʢʞʝ ʨʘʩʩʤʘʪʨʠʚʘʶʪʩʷ ʢʘʢ ʵʣʝʤʝʥʪʳ ʥʘʯʘʚʰʝʛʦʩʷ ʩʧʠʩʢʘ. ʇʨʠ ʚʚʦʜʝ 

ʵʣʝʤʝʥʪʦʚ ʩʧʠʩʢʘ ʩʣʝʜʫʶʱʠʡ ʘʙʟʘʮ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʥʘʯʠʥʘʝʪʩʷ ʩ ʤʘʨʢʝʨʘ ʠʣʠ 

ʥʦʤʝʨʘ. ɿʘʢʘʥʯʠʚʘʶʪ ʩʧʠʩʦʢ ʜʚʫʢʨʘʪʥʳʤ ʥʘʞʘʪʠʝʤ [Enter] ʚ ʢʦʥʮʝ ʘʙʟʘʮʘ. 

ʄʥʦʛʦʫʨʦʚʥʝʚʳʡ ʩʧʠʩʦʢ 

ʄʥʦʛʦʫʨʦʚʥʝʚʳʡ ʩʧʠʩʦʢ ʤʦʞʝʪ ʩʦʜʝʨʞʘʪɹ ʜʦ ʜʝʚʷʪʠ ʫʨʦʚʥʝʡ 

ʤʘʨʢʠʨʦʚʘʥʥʦʛʦ ʠʣʠ ʥʫʤʝʨʦʚʘʥʥʦʛʦ ʩʧʠʩʢʘ ʩ ʨʘʟʥʳʤʠ ʫʨʦʚʥʷʤʠ ʦʪʩʪʫʧʘ 

ʚ ʧʨʝʜʝʣʘʭ ʦʜʥʦʛʦ ʦʙʱʝʛʦ ʩʧʠʩʢʘ. ɼʣʷ ʩʦʟʜʘʥʠ ̫ʩʧʠʩʢʘ ʩ ʤʥʦʛʦʫʨʦʚʥʝ-

ʚʦʡ ʥʫʤʝʨʘʮʠʝʡ ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ, ʢʦʪʦʨʦʝ ʦʪʢʨʳʚʘʝʪʩʷ ʢʦʤʘʥʜʦʡ 

ʌʦʨʤʘʪ / ʉʧʠʩʦʢ / ʄʥʦʛʦʫʨʦʚʥʝʚʳʡ (ʚ MS Word 2010 ï  ʥʘ ʟʘʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʥʘ ʧʘ-

ʥʝʣʠ ɸʙʟʘʮ, ʠʟ ʤʝʥʶ, ʦʪʢʨʳʚʘʶʱʝʛʦʩʷ ʢʥʦʧʢʦʡ , ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʆʧʨʝʜʝʣʠʪʴ 

ʥʦʚʳʡ ʤʥʦʛʦʫʨʦʚʥʝʚʳʡ ʩʧʠʩʦʢ). ɼʣʷ ʫʩʢʦʨʝʥʠʷ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʥʘʠʙʦʣʝʝ ʧʦʜʭʦʜʷ-

ʱʠʡ ʩʪʠʣʴ ʤʥʦʛʦʫʨʦʚʥʝʚʦʛʦ ʩʧʠʩʢʘ ʠʟ ʢʦʣʣʝʢʮʠʠ ʩʪʠʣʝʡ.  

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʦʥʠʟʠʪʴ ʫʨʦʚʝʥʴ ʚʣʦʞʝʥʥʦʩʪʠ ʤʥʦʛʦʫʨʦʚʥʝʚʦʛʦ ʩʧʠʩʢʘ 

(ʥʘʧʨʠʤʝʨ ʧʝʨʝʡʪʠ ʦʪ ʥʦʤʝʨʘ 1 ʢ ʥʦʤʝʨʫ 1.1 ʠʣʠ ʦʪ ʥʦʤʝʨʘ 1.1 ʢ ʥʦʤʝʨʫ 1.1.1), 

ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʥʘ ʢʥʦʧʢʫ  ʠʣʠ ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ ʥʘʯʘʣʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʡ 

ʩʪʨʦʢʠ ʠ ʥʘʞʘʪʴ ʥʘ ʢʣʘʚʠʰʫ [Tab]. ʏʪʦʙʳ ʧʦʚʳʩʠʪʴ ʫʨʦʚʝʥʴ ʚʣʦʞʝʥʥʦʩʪʠ (ʥʘʧʨʠʤʝʨ 

ʧʝʨʝʡʪʠ ʦʪ ʥʦʤʝʨʘ 1.1.2 ʢ ʥʦʤʝʨʫ 1.2), ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʥʘ ʢʥʦʧʢʫ  ʠʣʠ ʫʩʪʘ-

ʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ ʥʘʯʘʣʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʡ ʩʪʨʦʢʠ ʠ ʥʘʞʘʪʴ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ 

[Shift] + [Tab]. 

5  ʆʙʲʝʢʪ ʜʝʢʦʨʘʪʠʚʥʦʛʦ ʪʝʢʩʪʘ WordArt  

WordArt ʧʦʟʚʦʣʷʝʪ ʜʦʙʘʚʣʷʪʴ ʚ ʜʦʢʫʤʝʥʪʳ Word ʪʝʢʩʪ ʩ ʧʨʠʤʝʥʝʥʥʳʤʠ ʢ ʥʝʤʫ 

ʩʧʝʮʠʘʣʴʥʳʤʠ ʦʨʠʛʠʥʘʣʴʥʳʤʠ ʵʬʬʝʢʪʘʤʠ. ʏʪʦʙʳ ʚʩʪʘʚʠʪ ɹʦʙʲʝʢʪ WordArt ʚ ʜʦʢʫ-

ʤʝʥʪ, ʥʘʜʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʢʦʤʘʥʜʦʡ ɺʩʪʘʚʢʘ / ʈʠʩʫʥʦʢ / ʆʙʲʝʢʪ WordArt (ʚ Word 

2010 ʘʥʘʣʦʛʠʯʥʘʷ ʢʦʤʘʥʜʘ ʥʘʭʦʜʠʪʩʷ ʥʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ). ɺ ʦʪʢʨʳʚʰʝʤʩʷ ʜʠʘʣʦʛʦ-

ʚʦʤ ʦʢʥʝ ʩ ʢʦʣʣʝʢʮʠʝʡ ʩʪʠʣʝʡ WordArt ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʧʦʥʨʘʚʠʚh ʠʡʩʷ ʩʪʠʣʴ, ʧʦʩʣʝ 

ʯʝʛʦ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʀʟʤʝʥʝʥʠʝ ʪʝʢʩʪʘ WordArt ʚʚʝʩʪʠ ʥʫʞʥʳʡ ʪʝʢʩʪ ʠ ʟʘʜʘʪʴ 

ʝʛʦ ʰʨʠʬʪ ʠ ʨʘʟʤʝʨ.  

ʏʪʦʙʳ ʥʘʩʪʨʦʠʪʴ ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ ʧʘʨʘʤʝʪʨʳ ʦʙʲʝʢʪʘ WordArt (ʚrʨʦʚʥʷʪʴ ʙʫʢ-

ʚʳ WordArt ʧʦ ʚʳʩʦʪʝ, ʚʳʙʨʘʪʴ ʜʨʫʛʫʶ ʬʠʛʫʨʫ ʪʝʢʩʪʘ, ʩʪʠʣʴ ʦʙʪʝʢʘʥʠʷ ʦʙʲʝʢʪʘ ʠ 

ʜʨ.), ʦʪʢʨʦʡʪʝ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʌʦʨʤʘʪ ʦʙʲʝʢʪʘ WordArt, ʥʘʞʘʚ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫ-

ʤʝʥʪʦʚ WordArt ʢʥʦʧʢʫ ʌʦʨʤʘʪ ʦʙʝ̡ʢʪʘ WordArt. 

ʏʪʦʙʳ ʦʪʨʝʜʘʢʪʠʨʦʚʘʪʴ ʪʝʢʩʪ ʫʞʝ ʩʫʱʝʩʪʚʫʶʱʝʛʦ ʦʙʲʝʢʪʘ WordArt (ʠʟʤʝʥʠʪʴ 

ʪʝʢʩʪ, ʝʛʦ ʰʨʠʬʪ, ʩʪʠʣʴ ʠʣʠ ʨʘʟʤʝʨ ʠ ʜʨʫʛʠʝ ʧʘʨʘʤʝʪʨʳ) ʤʦʞʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ 

ʢʦʤʘʥʜʘʤʠ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ, ʢʦʪʦʨʦʝ ʚʳʟʳʚʘʝʪʩʷ ʥʘ ʚʳʜʝʣʝʥʥʦʤ ʦʙ̡ʝʢʪʝ. 

6  ʈʝʞʠʤr ʧʨʦʩʤʦʪʨʘ ʜʦʢʫʤʝʥʪʘ  

ɼʦʢʫʤʝʥʪ Word ʤʦʞʝʪ ʠʤʝʪʴ ʜʦʚʦʣʴʥʦ ʩʣʦʞʥʫʶ ʩʪʨʫʢʪʫʨʫ: ʢʘʞʜʘʷ ʩʪʨʘʥʠʮʘ, 

ʧʦʤʠʤʦ ʦʩʥʦʚʥʦʛʦ ʪʝʢʩʪʘ, ʤʦʞʝʪ ʩʦʜʝʨʞʘʪʴ ʚʝʨʭʥʠʝ ʠ ʥʠʞʥʠʝ ʢʦʣʦʥʪʠʪʫʣʳ, ʩʥʦʩʢʠ, 

ʨʠʩʫʥʢʠ, ʪʘʙʣʠʮʳ ʠ ʪ. ʧ. ɺ ʟʘʚʠʩʠʤʦʩʪʠ ʦʪ ʨʝʰʘʝʤʦʡ ʚ ʜʘʥʥʳʡ ʤʦʤʝʥʪ ʟʘʜʘʯʠ ʤʦʞ-

ʥʦ ʚʳʙʨʘʪʴ ʦʜʠʥ ʠʟ ʚʘʨʠʘʥʪʦʚ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʜʦʢʫʤʝʥʪʘ ʚ ʦʢʥʝ MS Word, ʢʦʪʦʨʳʝ 

ʚʳʙʠʨʘʶʪʩʷ ʠʟ ʤʝʥʶ ɺʠʜ ʠʣʠ ʟʘʜʘʶʪʩʷ ʢʥʦʧʢʘʤʠ ʚ ʥʠʞʥʝʤ ʣʝʚʦʤ ʫʛʣʫ ʦʢʥʘ (ʩʣʝʚʘ 

ʦʪ ʛʦʨʠʟʦʥʪʘʣʴʥʦʡ ʧʦʣʦʩʳ ʧʨʦʢʨʫʪʢʠ):  
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- ʨʝʞʠʤ ʆʙʳʯʥʳʡ (ɺʠʜ / ) ï 

ʫʩʪʘʥʦʚʣʝʥ ʧʦ ʫʤʦʣʯʘʥʠʶ ʠ ʧʨʠʤʝʥʝ̫ʪʩʷ ʧʨʠ 

ʯʝʨʥʦʚʦʤ ʥʘʙʦʨʝ ʙʦʣʴʰʠʭ ʫʯʘʩʪʢʦʚ ʪʝʢʩʪʘ, 

ʦʜʥʘʢʦ ʚ ʵʪʦʤ ʨʝʞʠʤʝ ʥʝ ʚʠʜʥ  rʢʦʣʦʥʪʠʪʫʣ,r 

ʩʥʦʩʢʠ, ʥʦʤʝʨʘ ʩʪʨʘʥʠʮ (ʛʨʘʥʠʮʝʡ ʨʘʟʜʝʣʘ 

ʤʝʞʜʫ ʩʪʨʘʥʠʮʘʤʠ ʩʣʫʞʠʪ ʧʫʥʢʪʠʨʥʘʷ ʯʝʨʪʘ);  

- ʨʝʞʠʤ ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ (ɺʠʜ / 

) ï ʥʘʠʙʦʣʝʝ ʫʥʠʚʝʨʩʘʣʴ-

ʥʡr ʨʝʞʠʤ, ʚ ʢʦʪʦʨʦʤ ʜʦʢʫʤʝʥʪ ʚʳʛʣʷʜʠʪ ʠʤʝʥʥʦ ʪʘʢʠʤ, ʢʘʢʠʤ ʦʥ ʧʦʷʚʠʪʩʷ ʥʘ ʙʫ-

ʤʘʛʝ ʧʦʩʣʝ ʨʘʩʧʝʯʘʪʢʠ. ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʮʝʣʝʩʦʦʙʨʘʟʥʦ ʚʝʩʪʠ ʠʤʝʥʥʦ ʚ ʨʝʞʠʤʝ ʨʘʟ-

ʤʝʪʢʠ ʩʪʨʘʥʠʮʳ; ʙʦʣʝʝ ʪʦʛʦ, ʥʝʢʦʪʦʨʳʝ ʵʣʝʤʝʥʪʳ ʜʦʢʫʤʝʥʪʘ, ʥʘʧʨʠʤʝʨ ʢʦʣʦʥʪʠʪʫ-

ʣʳ, ʙʫʢʚʠʮʳ, ʢʘʜʨʳ ʠ ʨʠʩʦʚʘʥʥʳʝ ʦʙʲʝʢʪʳ, ʤʦʞʥʦ ʚʩʪʘʚʣʷʪʴ ʪʦʣʴʢʦ ʚ ʵʪʦʤ ʨʝʞʠʤʝ; 

- ʨʝʞʠʤ ʕʣʝʢʪʨʦʥʥʳʡ (ɺʝʙ) ʜʦʢʫʤʝʥʪ (ʢʦʤʘʥʜʘ ɺʠʜ /  

ʠʣʠ ), ʚ ʢʦʪʦʨʦʤ ʨʘʟʤʝʪʢʘ ʜʦʢʫʤʝʥʪʘ ʠʟʦʙʨʘʞʝʥʘ ʫʧʨʦʱʝʥʥʦ, ʩʣʫʞʠʪ 

ʜʣʷ ʦʙʣʝʛʯʝʥʠʷ ʧʨʦʩʤʦʪʨʘ ʜʦʢʫʤʝʥʪʘ ʥʘ ʵʢʨʘʥʝ. ʊʝʢʩʪ ʠʟʦʙʨʘʞʘʝʪʩʷ ʩʠʤʚʦʣʘʤʠ 

ʙʦʣʴʰʝʛʦ ʨʘʟʤʝʨʘ, ʜʣʠʥʘ ʩʪʨʦʢ ʫʩʪʘʥʘʚʣʠʚʘʝʪʩʷ ʨʘʚʥʦʡ ʨʘʟʤʝʨʫ ʦʢʥʘ. ɺʠʜ ʪʝʢʩʪʘ ʚ 

ʵʪʦʤ ʨʝʞʠʤʝ ʥʝ ʩʦʦʪʚʝʪʩʪʚʫʝʪ ʪʦʤʫ, ʢʘʢ ʦʥ ʙʫʜʝʪ ʚʳʛʣʷʜʝʪʴ ʚ ʥʘʧʝʯʘʪʘʥʥʦʤ ʚʠʜʝ;  

- ʨʝʞʠʤ ʉʪʨʫʢʪʫʨʘ (ɺʠʜ / ) ʧʦʟʚʦʣʷʝʪ ʚʠʜʝʪʴ ʩʪʨʫʢʪʫʨʫ ʜʦʢʫ-

ʤʝʥʪʘ, ʘ ʪʘʢʞʝ ʧʝʨʝʤʝʱʘʪʴ, ʢʦʧʠʨʦʚʘʪʴ ʠ ʨʝʦʨʛʘʥʠʟʦʚʳʚʘʪʴ ʪʝʢʩʪ ʧʦʩʨʝʜʩʪʚʦʤ ʧʝʨʝ-

ʪʘʩʢʠʚʘʥʠʷ ʟʘʛʦʣʦʚʢʦʚ. ɺ ʨʝʞʠʤʝ ʩʪʨʫʢʪʫʨʳ ʤʦʞʥʦ ʩʚʝʨʥʫʪʴ ʜʦʢʫʤʝʥʪ, ʦʩʪʘʚʠʚ ʦʩ-

ʥʦʚʥʳʝ ʟʘʛʦʣʦʚʢʠ, ʠʣʠ ʨʘʟʚʝʨʥʫʪʴ ʝʛʦ, ʦʪʦʙʨʘʟʠʚ ʚʩʝ ʟʘʛʦʣʦʚʢʠ ʠ ʦʩʥʦʚʥʦʡ ʪʝʢʩʪ. 

ʂʨʦʤʝ ʪʦʛʦ, ʚ ʨʝʞʠʤʝ ʩʪʨʫʢʪʫʨʳ ʫʜʦʙʥʦ ʨʘʙʦʪʘʪʴ ʩ ʛʣʘʚʥʳʤʠ ʜʦʢʫʤʝʥʪʘʤʠ. ʀʩʧʦʣʴ-

ʟʦʚʘʥʠʝ ʛʣʘʚʥʳʭ ʜʦʢʫʤʝʥʪʦʚ ʫʧʨʦʱʘʝʪ ʩʦʟʜʘʥʠʝ ʠ ʦʙʥʦʚʣʝʥʠʝ ʙʦʣʴʰʠʭ ʜʦʢʫʤʝʥʪʦʚ, 

ʪʘʢʠʭ ʢʘʢ ʦʪʯʝʪʳ, ʩʦʩʪʦʷʱʠʝ ʠʟ ʥʝʩʢʦʣʴʢʠʭ ʨʘʟʜʝʣʦʚ, ʠʣʠ ʢʥʠʛʠ, ʩʦʩʪʦʷʱʠʝ ʠʟ ʥʝ-

ʩʢʦʣʴʢʠʭ ʛʣʘʚ. ɻʨʘʥʠʮʳ ʩʪʨʘʥʠʮ, ʢʦʣʦʥʪʠʪʫʣʳ, ʨʠʩʫʥʢʠ ʠ ʬʦʥ ʚ ʨʝʞʠʤʝ ʩʪʨʫʢʪʫʨʳ 

ʥʝ ʦʪʦʙʨʘʞʘʶʪʩʷ. 
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ɿʘʜʘʥʠʝ  

1) ʉʦʟʜʘʡʪʝ ʥʦʚʳʡ ʜʦʢʫʤʝʥʪ ʩ ʠʤʝʥʝʤ ʌʘʤʠʣʠʷ_4_ʧ.doc, ʚ ʥʘʯʘʣʝ ʢʦʪʦʨʦʛʦ ʩʦ-

ʟʜʘʡʪʝ ʟʘʛʦʣʦʚʦʢ ʩ ʥʦʤʝʨʦʤ ʠ ʪʝʤʦʡ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦʪʳ (ʥʘʧʦʜʦʙʠʝ ʧ. 7 ʧʨʝʜʳ-

ʜʫʱʝʡ ʨʘʙʦʪʳ). 

2) ʋʩʪʘʥʦʚʠʪʝ ʪʘʢʠʝ ʧʦʣʷ ʩʪʨʘʥʠʮ:  

ʚʝʨʭʥʝʝ ï 1,5 ʩʤ; ʥʠʞʥʝʝ ï 1,5 ʩʤ; ʣʝʚʦʝ ï 2 ʩʤ; ʧʨʘʚʦʝ ï 1 ʩʤ. 

3) ʂʦʤʘʥʜʦʡ ʊʘʙʣʠʮʘ / ɺʩʪʘʚʠʪʴ / ʊʘʙʣʠʮʘ ʩʦʟʜʘʡʪʝ ʪʘʙʣʠʮʫ ʠʟ ʰʝʩʪʠ ʩʪʦʣʙʮʦʚ 

ʠ ʩʝʤʠ ʩʪʨʦʢ.  

ɺʳʜʝʣʠʪʝ ʚʩʝ ʷʯʝʡʢʠ ʧʝʨʚʦʡ ʩʪʨʦʢʠ ʠ ʢʦʤʘʥʜʦʡ  ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ 

ʤʝʥʶ ʦʙʲʝʜʠʥʠʪʝ ʠʭ ʜʣʷ ʟʘʛʦʣʦʚʢʘ ʪʘʙʣʠʮʳ (ʩʤ. ʰʘʙʣʦʥ ʧʝʨʝʜ ʪʘʙʣ. 4.1). ɺʧʠʰʠʪʝ ʚ 

ʦʙʲʝʜʠʥʝʥʥʫʶ ʷʯʝʡʢʫ ʟʘʛʦʣʦʚʦʢ ʪʘʙʣʠʮʳ ʩʦʛʣʘʩʥʦ ʩʚʦʝʤʫ ʚʘʨʠʘʥʪʫ (ʩʤ. ʪʘʙʣ. 4.1).  

ɺ ʷʯʝʡʢʠ ʩʣʝʜʫʶʱʝʡ ʩʪʨʦʢʠ ʩʦʛʣʘʩʥʦ ʰʘʙʣʦʥʫ ʚʧʠʰʠʪʝ ʥʘʟʚʘʥʠʷ ʩʚʦʝʛʦ ʚʘʨʠ-

ʘʥʪʘ ʧʦʣʝʡ (ʩʤ. ʪʘʙʣ. 4.1).  

ʊʘʢʠʤ ʦʙʨʘʟʦʤ, ɺʳ ʩʦʟʜʘʣʠ ñʰʘʧʢʫò ʩʚʦʝʡ ʪʘʙʣʠʮʳ. 

ʐʘʙʣʦʥ ʩʦʟʜʘʚʘʝʤʦʡ ʪʘʙʣʠʮʳ 

ɿʘʛʦʣʦʚʦʢ ʪʘʙʣʠʮʳ 
 ̄ ʇʦʣʝ 1 ʇʦʣʝ 2 ʇʦʣʝ 3 ʇʦʣʝ 4 ʇʦʣʝ 5 

é é é é é é 

ʊʘʙʣʠʮʘ 4.1 ī ɺʘʨʠʘʥʪʳ ʠʥʜʠʚʠʜʫʘʣʴʥʭr ʟʘʜʘʥʠʡ ʜʣʷ ʩʦʜʝʨʞʠʤʦʛʦ ʪʘʙʣʠʮ 

ɺʘʨʠ-

ʘʥʪr  

ɿʘʛʦʣʦʚʦʢ  

ʪʘʙʣʠʮ  r
ʇʦʣʝ 1 ʇʦʣʝ 2 ʇʦʣʝ 3 ʇʦʣʝ 4 ʇʦʣʝ 5 

1...4 ʇʦʩʪʫʧʣʝʥʠʝ ʢʥʠʛ 

ʚ ʙʠʙʣʠʦʪʝʢʫ 

ɸʚʪʦʨ ʅʘʟʚʘʥʠʝ  

ʢʥʠʛʠ 

ʂʦʣʠʯʝʩʪʚʦ 

ʩʪʨʘʥʠʮ 

ɻʦʜ 

ʠʟʜʘʥʠ̫ 

ʎʝʥʘ 

5...8 ʅʘʢʣʘʜʥʘ ̫ʨʝʛʠ-

ʩʪʨʘʮʠʠ ʟʘʢʘʟʦʚ 

ʌʀʆ  

ʟʘʢʘʟʯʠʢʘ 

ʅʘʟʚʘʥʠʝ 

ʪʦʚʘʨʘ 

ʎʝʥʘ ɼʘʪʘ  

ʟʘʢʘʟʘ 

ʂʦʣʠʯʝʩʪʚʦ 

9...12 ʈʘʩʯʝʪʥʘʷ  

ʚʝʜʦʤʦʩʪʴ 

ɼʦʣʞʥʦʩʪʴ ʌʀʆ ɿʘʨʧʣʘʪʘ ʈʘʟʨʷʜ ʊʘʙʝʣʴʥʡr 

ʥʦʤʝʨ 

13...16 ɸʩʩʦʨʪʠʤʝʥʪ  

ʪʦʚʘʨʦʚ ʥʘ ʩʢʣʘʜʝ 

ɼʘʪʘ  

ʧʦʩʪʫʧʣʝʥʠʷ 

ʅʘʟʚʘʥʠʝ 

ʪʦʚʘʨʘ 

ʂʦʣʠʯʝʩʪʚʦ ʎʝʥʘ ɼʘʪʘ  

ʚrʜʘʯʠ 

17...20 ʉʧʠʩʦʢ ʘʙʦʥʝʥ-

ʪʦʚ ɸʊʉ 

ʅʦʤʝʨ  

ʪʝʣʝʬʦʥʘ 

ʌʀʆ ɿʘʜʦʣʞʝʥ-

ʥʦʩʪʴ 

ʂʦʜ ʣʴʛʦʪ  

(0-4) 

ɸʜʨʝʩ 

21...24 ʉʧʠʩʦʢ ʧʨʝʜʧʨʠʷ-

ʪʠʡ ʛʦʨʦʜʘ  

ʌʀʆ  

ʨʫʢʦʚʦʜʠʪʝʣʷ 

ʅʘʟʚʘʥʠʝ 

ʧʨʝʜʧʨʠ̫ ʪʠʷ 

ʇʨʠʙʳʣʴ 

ʟʘ ʛʦʜ  

ʊʝʣʝʬʦʥ 

(ʬʘʢʩ) 

ʆʙ̡ʝʤ 

ʧʨʦʜʫʢʮʠʠ 

ʟʘ ʛʦʜ 

25...28 ʉʧʠʩʦʢ ʜʠʩʢʦʚ 

ʟʚʫʢʦʟʘʧʠʩʠ 

ʂʦʜ ʅʘʟʚʘʥʠʝ  

ʜʠʩʢʘ 

ʂʦʣʠʯʝʩʪʚʦ 

ʧʝʩʝʥ 

ɺʨʝʤʷ 

ʟʚʫʯʘʥʠ̫ 

ʎʝʥʘ 

29...30 ɸʥʢʝʪʥr ʝ ʜʘʥʥʳʝ 

ʩʣʫʞʘʱʠʭ 

ɼʦʣʞʥʦʩʪʴ ʌʀʆ ʆʢʣʘʜ  ʈʝʡʪʠʥʛ 

(0 é 100) 

ɼʘʪʘ ʧʨʠʝʤʘ 

ʥʘ ʨʘʙʦʪʫ 
 

4) ʅʘʯʠʥʘʷ ʩʦ ʩʣʝʜʫʶʱʝʡ ʧʦʩʣʝ ñʰʘʧʢʠò ʩʪʨʦʢʠ, ʟʘʧʦʣʥʠʪʝ ʩʦʜʝʨʞʠʤʦʝ ʪʘʙʣʠ-

ʮʳ ʩʣʝʜʫʶʱʠʤ ʦʙʨʘʟʦʤ:  

- ʚ ʧʝʨʚʦʤ ʩʪʦʣʙʮʝ ʪʘʙʣʠʮʳ ʩ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ ʌʦʨʤʘʪ / ʉʧʠʩʦʢ ʟʘʜʘʡʪʝ 

ʥʫʤʝʨʘʮʠʶ ʩʪʨʦʢ ʧʦ ʧʦʨʷʜʢʫ;  
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- ʟʘʧʦʣʥʠʪʝ ʷʯʝʡʢʠ ʪʘʙʣʠʮʳ (ʥʝ ʤʝʥʝʝ ʧʷʪʠ ʩʪʨʦʢ) ʧʨʦʠʟʚʦʣʴʥʳʤ, ʧʦʜʭʦʜʷʱʠʤ 

ʧʦ ʩʤʳʩʣʫ ʩʦʜʝʨʞʠʤʳʤ ʩ ʠʥʬʦʨʤʘʮʠʝʡ ʩʦʛʣʘʩʥʦ ʚʘʨʠʘʥʪʫ (ʩʤ. ʪʘʙʣ. 4.1). ʊʘʙʣʠʮʘ 

ʦʙʷʟʘʪʝʣʴʥʦ ʜʦʣʞʥʘ ʩʦʜʝʨʞʘʪʴ ʯʠʩʣʦʚʳʝ ʩʪʦʣʙʮʳ (ʩʤ. ʧʦʣʝ 3 ʚ ʪʘʙʣ.).  

5) ʆʪʬʦʨʤʘʪʠʨʫʡʪʝ ʩʦʟʜʘʥʥʫʶ ʪʘʙʣʠʮʫ ʩʣʝʜʫʶʱʠʤ ʦʙʨʘʟʦʤ: 

- ʚʳʜʝʣʠʪʝ ʟʘʛʦʣʦʚʢʠ ʧʦʣʝʡ (ʩʪʦʣʙʮʦʚ) ʠ ʟʘʜʘʡʪʝ ʠʭ ʬʦʨʤʘʪ:  

ʰʨʠʬʪ ï ʧʦʣʫʞʠʨʥʳʡ, ʚʳʨʘʚʥʠʚʘʥʠʝ ï ʧʦʩʝʨʝʜʠʥʝ ʠ ʧʦ ʮʝʥʪʨʫ ʩ 

ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ-ʤʝʥʶ (ʩʤ. ʨʠʩ. ʩʧʨʘʚʘ); 

- ʚʳʨʘʚʥʠʚʘʥʠʝ ʪʝʢʩʪʦʚʳʭ ʧʦʣʝʡ ʪʘʙʣʠʮʳ ʟʘʜʘʡʪʝ ʧʦ ʣʝʚʦʤʫ 

ʢʨʘ,ʁ ʘ ʯʠʩʣʦʚʳʭ ʠ ʜʨʫʛʠʭ ʩʪʦʣʙʮʦʚ ï ʧʦ ʮʝʥʪʨʫ. 

ʇʨʠʤʝʨ 

ʩʦʟʜʘʥʥʦʡ ʠ ʦʪ-

ʬʦʨʤʘʪʠʨʦʚʘʥ-

ʥʦʡ ʪʘʙʣʠʮ  r 

 

 
 

6) ʀʟʤʝʥʠʪʝ ʰʠʨʠʥʫ ʩʪʦʣʙʮʦʚ ʪʘʙʣʠʮʳ ʩʥʘʯʘʣʘ ʚʨʫʯʥʫʶ, ʘ ʟʘʪʝʤ ʚʦʩʧʦʣʴʟʦ-

ʚʘʚʰʠʩʴ ʧʦ ʦʯʝʨʝʜʠ ʜʚʫʤʷ ʢʦʤʘʥʜʘʤʠ: 1) ʊʘʙʣʠʮʘ / ɸʚʪʦʧʦʜʙʦʨ / ɸʚʪʦʧʦʜʙʦʨ ʧʦ 

ʩʦʜʝʨʞʠʤʦʤʫ ʠ 2) ʊʘʙʣʠʮʘ / ɸʚʪʦʧʦʜʙʦʨ / ɸʚʪʦʧʦʜʙʦʨ ʧʦ ʰʠʨʠʥʝ ʦʢʥʘ.  

7) ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʚʳʩʦʪʳ ʩʪʨʦʢ ʪʘʙʣʠʮʳ ʦʪʢʨʦʡʪʝ ʤʝʥʶ ʊʘʙʣʠʮʘ ʠ ʚʳʙʝʨʠʪʝ 

ʢʦʤʘʥʜʫ ʉʚʦʡʩʪʚʘ ʪʘʙʣʠʮʳ, ʚ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʥʘ ʚʢʣʘʜʢʝ ʉʪʨʦʢʘ ʫʩʪʘʥʦʚʠʪʝ 

ʟʥʘʯʝʥʠʝ ʚʳʩʦʪʳ ï ʤʠʥʠʤʫʤ.  

8) ʉʢʦʧʠʨʫʡʪʝ ʪʘʙʣʠʮʫ, ʚʩʪʘʚʴʪʝ ʝʝ (ʥʠʞʝ ʠʩʭʦʜʥʦʡ) ʠ ʚʳʙʝʨʠʪʝ ʝʡ ʛʦʪʦʚʳʡ 
ʬʦʨʤʘʪ ʥʘ ʩʚʦʡ ʚʢʫʩ ʢʦʤʘʥʜʦʡ ʊʘʙʣʠʮʘ / ɸʚʪʦʬʦʨʤʘʪ ʪʘʙʣʠʮʳ. 

9) ɽʩʣʠ ʪʘʙʣʠʮʘ ʥʝ ʫʤʝʱʘʝʪʩʷ ʥʘ ʦʜʥʦʡ ʩʪʨʘʥʠʮʝ, ʜʣʷ ʜʫʙʣʠʨʦʚʘʥʠʷ ʟʘʛʦʣʦʚʢʘ 
ʪʘʙʣʠʮʳ ʥʘ ʥʦʚʦʡ ʩʪʨʘʥʠʮʝ ʩʣʝʜʫʝʪ ʚʳʜʝʣʠʪʴ ʟʘʛʦʣʦʚʦʢ ʪʘʙʣʠʮʳ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʊʘʙʣʠʮʘ / ɿʘʛʦʣʦʚʢʠ. (ɺ Word 2010 ʘʥʘʣʦʛʠʯʥʘʷ ʢʦʤʘʥʜʘ ʚʳʙʠʨʘʝʪʩʷ ʠʟ ʚʢʣʘʜʢʠ ʄʘ-

ʢʝʪ ʚ ʛʨʫʧʧʝ ɼʘʥʥʳʝ ʥʘʞʘʪʠʝʤ ʢʥʦʧʢʠ ʇʦʚʪʦʨʠʪʴ ʩʪʨʦʢʠ ʟʘʛʦʣʦʚʢʦʚ.) 

10) ʆʪʩʦʨʪʠʨʫʡʪʝ ʜʘʥʥʳʝ ʚ ʪʘʙʣʠʮʝ ʚ ʧʦʨʷʜʢʝ, ʫʢʘʟʘʥʥʦʤ ʚ ʠʥʜʠʚʠʜʫʘʣʴʥʦʤ 

ʟʘʜʘʥʠʠ (ʪʘʙʣ. 4.2). ʇʦʩʢʦʣʴʢʫ ʪʘʙʣʠʮʘ ʩʦʜʝʨʞʠʪ ʦʙʲʝʜʠʥʝʥʥʫʶ ʩʪʨʦʢʫ, ʜʣʷ ʩʦʨʪʠ-

ʨʦʚʢʠ ʥʘʜʦ ʧʨʠʤʝʥʠʪʴ ʦʜʥʫ ñʭʠʪʨʦʩʪʴò: ʚʜrʝʣʠʪʴ ʚʩʝ ʷʯʝʡʢʠ ʩʦʨʪʠʨʫʝʤʦʛʦ ʩʪʦʣʙʮʘ 

ʚʤʝʩʪʝ ʩ ʟʘʛʦʣʦʚʢʦʤ ʵʪʦʛʦ ʩʪʦʣʙʮʘ (ʥʝ ʥʘʜʦ ʚʳʜʝʣʷʪʴ ʚʩʶ ʪʘʙʣʠʮʫ ʠ ʥʝ ʥʘʜʦ ʚʢʣʶʯʘʪʴ 

ʚ ʚʳʜʝʣʝʥʠʝ ʦʙʲʝʜʠʥʝʥʥʫʶ ʩʨʦʢʫ), ʚʳʧʦʣʥʠʪʴ ʢʦʤʘʥʜʫ ʊʘʙʣʠʮʘ / ʉʦʨʪʠʨʦʚʢʘ ʠ ʚ ʦʪ-

ʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʟʘʜʘʪʴ ʥʘʧʨʘʚʣʝʥʠʝ ʩʦʨʪʠʨʦʚʢʠ: ʧʦ ʚʦʟʨʘʩʪʘʥʠʶ ʠʣʠ ʧʦ ʫʙʚrʘʥʠʶ. 

ʊʘʙʣʠʮʘ 4.2 ī ɺʘʨʠʘʥʪʳ ʟʘʜʘʥʠʡ ʜʣʷ ʩʦʨʪʠʨʦʚʢʠ 

ɺʘʨʠʘʥʪʳ ʅʦʤʝʨ ʧʦʣʷ ʜʣʷ ʩʦʨʪʠʨʦʚʢʠ ʇʦʨʷʜʦʢ ʩʦʨʪʠʨʦʚʢʠ 

1 é 4 4 ʧʦ ʫʙʳʚʘʥʠ ʁ

5 é 8 3 ʧʦ ʚʦʟʨʘʩʪʘʥʠʶ  

9 é 12 5 ʧʦ ʫʙʳʚʘʥʠ ʁ

13 ... 16 4 ʧʦ ʚʦʟʨʘʩʪʘʥʠʶ  

17 ... 20 2 ʧʦ ʫʙʳʚʘʥʠ ʁ

21 ... 24 4 ʧʦ ʚʦʟʨʘʩʪʘʥʠʶ  

25 ... 28 3 ʧʦ ʫʙʳʚʘʥʠ ʁ

29 ... 30 5 ʧʦ ʚʦʟʨʘʩʪʘʥʠʶ  

ʉʧʠʩʦʢ ʘʙʦʥʝʥʪʦʚ ɸʊʉ  

ˉ 
ʅʦʤʝʨ  

ʪʝʣʝʬʦʥʘ 
ʌʀʆ ɿʘʜʦʣʞʝʥʥʦʩʪʴ 

ʂʦʜ ʣʴʛʦʪ  

(0-4) 
ɸʜʨʝʩ 

1  733-12-13 ʀʚʘʥʦʚ ʀ.ʀ. 120,25 0 ʫʣ. ʂʫʟʥʝʯʥʘʷ, 7, ʢʚ. 23 

2  701-90-56 ʇʝʪʨʦʚ ʇ.ʇ. 52,56 0 ʧʨʦʩʧ. ɼʨʫʞʙʳ, 33, ʢʚ. 67 

3  720-67-09 ʉʠʜʦʨʦʚ ʉ.ʈ. 508,20 1 ʧʝʨ. ʊʦʧʦʣʴʩʢʦʛʦ, 3, ʢʚ. 33 

4  700-02-01 ʐʝʚʯʫʢ ʀ.ʇ. 10,00 3 ʫʣ. ʅʦʚʦʩʝʣʴʩʢʦʛʦ, 75, ʢʚ. 39 

5  720-68-90 ʗʰʢʠʥ ʀ.ʇ. 101,58 2 ʫʣ. ʉʘʜʦʚʘʷ, 101, ʢʚ. 12 
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11) ɼʦʙʘʚʴʪʝ ʩʪʨʦʢʫ ʚ ʢʦʥʮʝ ʪʘʙʣʠʮʳ ʠ ʚ ʷʯʝʡʢʝ ʧʦʜ ʯʠʩʣʦʚʳʤ (ʯʝʪʚʝʨʪʳʤ ʧʦ 

ʩʯʝʪʫ) ʩʪʦʣʙʮʦʤ ʢʦʤʘʥʜʦʡ ʊʘʙʣʠʮʘ / ʌʦʨʤʫʣʘ ʚʩʪʘʚʴʪʝ ʬʦʨʤʫʣʫ ʚʯrʠʩʣʝʥʠ ̫ʩʫʤʤʳ:  

=SUM(ABOVE) 

12) ɼʦʙʘʚʴʪʝ ʝʱʝ ʦʜʥʫ ʩʪʨʦʢʫ ʚ ʢʦʥʮʝ ʪʘʙʣʠʮʳ ʠ ʚ ʷʯʝʡʢʝ ʧʦʜ ʯʠʩʣʦʚʳʤ ʩʪʦʣʙ-

ʮʦʤ ʢʦʤʘʥʜʦʡ ʊʘʙʣʠʮʘ / ʌʦʨʤʫʣʘ ʚʩʪʘʚʴʪʝ ʬʦʨʤʫʣʫ ʚʳʯʠʩʣʝʥʠ ̫ʩʨʝʜʥʝʛʦ ʟʥʘʯʝʥʠʷ  

=AVERAGE(D3:D7) 

ʜʣ̫ ʧʝʨʚʳʭ ʧʷʪʠ ʯʠʩʣʦʚʳʭ ʟʥʘʯʝʥʠʡ ʯʝʪʚʝʨʪʦʛʦ ʩʪʦʣʙʮʘ. (ʉʪʦʣʙʮʳ ʥʫʤʝʨʫʶʪʩʷ ʣʘʪʠʥ-

ʩʢʠʤʠ ʙʫʢʚʘʤʠ: A, B, C, é, ʘ ʩʪʨʦʢʠ ï ʯʠʩʣʘʤʠ, ʧʦʜʦʙʥʦ ʥʫʤʝʨʘʮʠʠ ʷʯʝʝʢ ʚ MS Excel.) 

ʇʨʠʤʝʨ ʚʪʦʨʦʡ ʪʘʙʣʠʮʳ ʧʦʩʣʝ ʧʨʠʤʝʥʝʥʠʷ ʘʚʪʦʬʦʨʤʘʪʠʨʦʚʘʥʠʷ, ʩʦʨʪʠʨʦʚʢʠ ʧʦ 

ʯʝʪʚʝʨʪʦʤʫ ʩʪʦʣʙʮʫ ʩʦ 

ʟʥʘʯʝʥʠʷʤʠ ʟʘʜʦʣʞʝʥ-

ʥʦʩʪʝʡ ʠ ʚʩʪʘʚʢʠ ʜʚʫʭ 

ʬʦʨʤʫʣ   

 

 

 

13) ʀʟʤʝʥʠʪʝ ʥʘ ʧʨʦʠʟʚʦʣʴʥʦʝ ʟʥʘʯʝʥʠʝ ʦʜʥʦ ʠʟ ʯʠʩʣʦʚʳʭ ʟʥʘʯʝʥʠʡ ʯʝʪʚʝʨʪʦʛʦ 
ʩʪʦʣʙʮʘ ʪʘʙʣʠʮʳ. ʇʝʨʝʤʝʩʪʠʪʝʩʴ ʥʘ ʷʯʝʡʢʠ ʩ ʬʦʨʤʫʣʘʤʠ ʚʥʠʟʫ ʯʝʪʚʝʨʪʦʛʦ ʩʪʦʣʙʮʘ ʠ 

ʧʦʦʯʝʨʝʜʥʦ ʩ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʆʙʥʦʚʠʪʴ ʧʦʣʝ ʦʙʥʦʚʠʪʝ ʨʝ-

ʟʫʣʴʪʘʪʳ ʚʳʯʠʩʣʝʥʠʡ. 

14) ʉʦʭʨʘʥʠʪʝ ʠʟʤʝʥʝʥʠʷ ʚ ʬʘʡʣʝ ʌʘʤʠʣʠʷ_4_ʧ.doc. 

15) ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʬʦʨʤʠʨʦʚʘʪʴ ʨʘʟʨʳʚ ʨʘʟʜʝʣʘ ʩʦ ʩʣʝʜʫʶʱʝʡ ʩʪʨʘʥʠʮʳ, 
ʫʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ ʚ ʢʦʥʮʝ ʪʝʢʩʪʘ, ʥʘʞʤʠʪʝ [Enter] ʠ ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ɺʩʪʘʚʢʘ / 

ʈʘʟʨʳʚ / ʅʘʯʘʪʴ ʥʦʚʳʡ ʨʘʟʜʝʣ: ʩʦ ʩʣʝʜʫʁ ʱʝʡ ʩʪʨʘʥʠʮʳ ʠ ʥʘʞʘʪʴ ʆʂ.  

16) ʋʩʪʘʥʦʚʠʪʝ ʘʣʴʙʦʤʥʫʶ ʦʨʠʝʥʪʘʮʠʶ ʩʪʨʘʥʠʮʳ ʚ ʥʦʚʦʤ ʨʘʟʜʝʣʝ, ʜʚʘʞʜʳ 

ʱʝʣʢʥʫʚ ʥʘ ʣʠʥʝʡʢʝ ʠʣʠ ʚʦʩʧʦʣʴʟʦʚʘʚʰʠʩʴ ʢʦʤʘʥʜʦʡ ʌʘʡʣ / ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ. 

17) ɼʣʷ ʩʦʟʜʘʥʠʷ ʚ ʜʦʢʫʤʝʥʪʝ ʪʘʙʣʠʮ rʨʘʩʭʦʜʦʚ ʢʦʤʤʝʨʯʝʩʢʦʡ ʬʠʨʤʳ ʚʳʧʦʣ-

ʥʠʪʝ ʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ: 

ʘ) ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʊʘʙʣʠʮʘ / ɺʩʪʘʚʠʪʴ / ʊʘʙʣʠʮʘ;  

ʙ) ʚ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʜʠʘʣʦʛʘ ʫʩʪʘʥʦʚʠʪʝ ʨʘʟʤʝʨʳ ʪʘʙʣʠʮʳ:  

ʯʠʩʣʦ ʩʪʦʣʙʮʦʚ ï 10, ʯʠʩʣʦ ʩʪʨʦʢ ï 10. 

ʅʠʞʝ ʧʨʠʚʝʜʝʥ ʚʠʜ ʩʦʟʜʘʚʘʝʤʦʡ ʪʘʙʣʠʮʳ, ʚ ʢʦʪʦʨʦʤ ʜʣʷ ʫʜʦʙʩʪʚʘ ʚʩʝ 

ʩʪʨʦʢʠ ʧʨʦʥʫʤʝʨʦʚʘʥʳ ʯʠʩʣʘʤʠ, ʘ ʩʪʦʣʙʮʳ ï ʣʘʪʠʥʩʢʠʤʠ ʙʫʢʚʘʤʠ;  

 ȾɌɍɗɔɢɌ ɜɌɝɡɚɐɚɎ ɖɚɘɘɑɜɣɑɝɖɚɕ ɠɔɜɘɧ 

 ɸ B C D E F G H I J 

1 ʉʪʘʪʴʠ  

ʨʘʩʭʦʜʦʚ 

I  ʢʚʘʨʪʘʣ 
ɺʩʝʛʦ 

II  ʢʚʘʨʪʘʣ 
ɺʩʝʛʦ 

ɺʩʝʛʦ ʟʘ  

ʧʦʣʫʛʦʜʠʝ 2 ʷʥʚ. ʬʝʚʨ. ʤʘʨʪ ʷʥʚ. ʬʝʚʨ. ʤʘʨʪ 
3 ɿʘʢʫʧʢʘ 450,00 470,00 537,00  356,80 550,95 732,75   

4 ɿʘʨʧʣʘʪʘ 417,70 547,05 555,00  348,00 605,00 800,80   

5 ʈʝʢʣʘʤʘ 260,00 211,00 237,00  704,80 205,00 301,60   

6 ɸʨʝʥʜʘ 82,00 73,00 77,50  70,00 69,50 85,77   

7 ʂʦʤʘʥʜʠʨʦʚʢʠ 75,00 94,00 100,00  82,78 106,90 123,29   

8 ʂʦʤʤʫʥ. ʫʩʣʫʛʠ 17,00 19,00 20,80  15,33 19,89 20,44   
9 ʕʢʩʧʣ. ʨʘʩʭʦʜ  r 12,00 13,00 11,50  10,22 14,23 15,55   

10 ʀʪʦʛʦ          
 

ʉʧʠʩʦʢ ʘʙʦʥʝʥʪʦʚ ɸʊʉ  

ˉ 
ʅʦʤʝʨ  

ʪʝʣʝʬʦʥʘ 
ʌʀʆ ɿʘʜʦʣʞʝʥʥʦʩʪʴ 

ʂʦʜ ʣʴʛʦʪ  

(0-4) 
ɸʜʨʝʩ 

1  700-02-01 ʐʝʚʯʫʢ ʀ.ʇ. 10 3 ʫʣ. ʅʦʚʦʩʝʣʴʩʢʦʛʦ, 75, ʢʚ. 39 

2  701-90-56 ʇʝʪʨʦʚ ʇ.ʇ. 52,56 0 ʧʨʦʩʧ. ɼʨʫʞʙʳ, 33, ʢʚ. 67 

3  720-68-90 ʗʰʢʠʥ ʀ.ʇ. 101,58 2 ʫʣ. ʉʘʜʦʚʘʷ, 101, ʢʚ. 12 

4  733-12-13 ʀʚʘʥʦʚ ʀ.ʀ. 120,25 0 ʫʣ. ʂʫʟʥʝʯʥʘʷ, 7, ʢʚ. 23 

5  720-67-09 ʉʠʜʦʨʦʚ ʉ.ʈ. 508,20 1 ʧʝʨ. ʊʦʧʦʣʴʩʢʦʛʦ, 3, ʢʚ. 33 

ʉʫʤʤʘ: 792,59   

ʉʨʝʜʥʝʝ ʟʥʘʯʝʥʠʝ: 158,52   
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ʚ) ʚr ʜʝʣʠʪʝ ʜʚʝ ʷʯʝʡʢʠ A1 ʠ A2 ʠ ʩ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ 

 ʠʣʠ ʢʦʤʘʥʜʦʡ ʊʘʙʣʠʮʘ / ʆʙʲʝʜʠʥʠʪʴ ʷʯʝʡʢʠ ʦʙʲʝʜʠʥʠʪʝ 

ʠʭ ʜʣʷ ʟʘʛʦʣʦʚʢʘ ʧʝʨʚʦʛʦ ʩʪʦʣʙʮʘ ʪʘʙʣʠʮ ;r 

ʛ) ʧʦʦʯʝʨʝʜʥʦ ʦʙʲʝʜʠʥʠʪʝ ʷʯʝʡʢʠ: B1-C1-D1,  E1-E2,  F1-G1-H1,  I1-I2,  J1-J2;  

ʜ) ʚʧʠʰʠʪʝ ʥʘʟʚʘʥʠʝ ʪʘʙʣʠʮʳ ʠ ʟʘʧʦʣʥʠʪʝ ʩʦʜʝʨʞʠʤʦʝ ʷʯʝʝʢ ʪʘʙʣʠʮʳ. 

18) ʆʪʬʦʨʤʘʪʠʨʫʡʪʝ ʩʦʟʜʘʥʥʫʶ ʪʘʙʣʠʮʫ ʩʣʝʜʫʶʱʠʤ ʦʙʨʘʟʦʤ: 

ʘ) ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʝʨʚʦʛʦ ʩʪʦʣʙʮʘ "ʉʪʘʪʴʠ ʨʘʩʭʦʜʦʚ" ʟʘʜʘʡʪʝ ʧʦ ʣʝʚʦʤʫ ʢʨʘʶ, 

ʘ ʚʩʝʭ ʯʠʩʣʦʚʳʭ ʩʪʦʣʙʮʦʚ ï ʧʦ ʧʨʘʚʦʤʫ ʢʨʘʶ; 

ʙ) ʚʳʜʝʣʠʪʝ ʟʘʛʦʣʦʚʢʠ ʩʪʦʣʙʮʦʚ (ʩʪʨʦʢʠ 1 ʠ 2) ʠ ʟʘʜʘʡʪʝ ʬʦʨʤʘʪ ʜʣʷ ʥʠʭ: 

ʰʨʠʬʪ ï ʧʦʣʫʞʠʨʥʳʡ;  

ʚʳʨʘʚʥʠʚʘʥʠʝ ï ʧʦʩʝʨʝʜʠʥʝ ʠ ʧʦ ʮʝʥʪʨʫ, ʚʳʙʨʘʚ ʩ ʧʦʤʦʱʴʶ ʢʦʤʘʥ-

ʜ  rʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ɺʳʨʘʚʥʠʚʘʥʠʝ ʷʯʝʝʢ ʮʝʥʪʨʘʣʥɹʫʶ ʢʥʦʧʢʫ  

19) ɼʣʷ ʚʚʦʜʘ ʚ ʧʝʨʚʳʡ ʩʪʦʣʙʝʮ "ɺʩʝʛʦ" ʬʦʨʤʫʣʳ ʚʳʯʠʩʣʝʥʠʷ ʩʫʤʤr 

ʟʘ I ʢʚʘʨʪʘʣ, ʪʦ ʝʩʪʴ ʩʫʤʤʳ ʚʩʝʭ ʷʯʝʝʢ ʩʣʝʚʘ ʦʪ ʟʘʜʘʥʥʦʡ ʷʯʝʡʢʠ, ʚʳʧʦʣʥʠʪʝ ʜʝʡʩʪʚʠʷ: 

ʘ) ʫʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ ʚ ʷʯʝʡʢʫ E3 ʠ ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʊʘʙʣʠʮʘ / ʌʦʨʤʫʣʘ; 

ʙ) ʚ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʜʠʘʣʦʛʘ ʩ ʧʦʷʚʠʚʰʝʡʩʷ ʧʦ ʫʤʦʣʯʘʥʠʶ ʚ ʧʦʣʝ ʌʦʨʤʫʣʘ 

ʬʫʥʢʮʠʝʡ =SUM() ʟʘʤʝʥʠʪʝ ʝʝ ʘʨʛʫʤʝʥʪ ʥʘ ʟʥʘʯʝʥʠʝ (LEFT): 

=SUM(LEFT) 

ʚ) ʚ ʧʦʣʝ ʌʦʨʤʘʪ ʯʠʩʣʘ ʚʳʙʝʨʠʪʝ ʬʦʨʤʘʪ ʯʠʩʣʘ:  # ##0,00; 

ʛ) ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʂ. ʇʨʠ ʵʪʦʤ ʚ ʷʯʝʡʢʠ 

ʜʦʣʞʥʦ ʧʦʷʚʠʪʴʩʷ ʯʠʩʣʦʚʦʝ ʟʥʘʯʝʥʠʝ 

ʚʳʯʠʩʣʝʥʥʦʡ ʩʫʤʤʳ; 

ʜ) ʜʣʷ ʫʩʢʦʨʝʥʠʷ ʟʘʧʦʣʥʝʥʠʷ ʘʥʘʣʦʛʠʯʥʳ-

ʤʠ ʬʦʨʤʫʣʘʤʠ ʦʩʪʘʣʴʥʳʭ ʷʯʝʝʢ ʩʪʦʣʙ-

ʮʘ, ʩʢʦʧʠʨʫʡʪʝ ʩʦʜʝʨʞʠʤʦʝ ʷʯʝʡʢʠ E3 ʩ 

ʬʦʨʤʫʣʦʡ ʠ ʚʩʪʘʚʴʪʝ ʚ ʷʯʝʡʢʠ: ɽ4, ɽ5, 

ɽ6, ɽ7, ɽ8, ɽ9. ɺʳʜʝʣʠʪʝ ʚʩʝ ʵʪʠ ʷʯʝʡʢʠ 

ʠ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ [F9] ʜʣʷ ʦʙʥʦʚʣʝʥʠʷ ʨʝʟʫʣʴʪʘʪʦʚ ʚʩʝʭ ʬʦʨʤʫʣ. 

20) ɼʣʷ ʚʳʯʠʩʣʝʥʠʷ ʩʫʤʤ ʨʘʩʭʦʜʦʚ ʟʘ II  ʢʚʘʨʪʘʣ ʚʦ ʚʪʦʨʦʤ ʩʪʦʣʙʮʝ "ɺʩʝʛʦ":  

ʘ) ʫʞʝ ʠʟʚʝʩʪʥʳʤ ɺʘʤ ʩʧʦʩʦʙʦʤ ʚʚʝʜʠʪʝ ʚ ʷʯʝʡʢʫ I3 ʬʦʨʤʫʣʫ:  

=SUM(F3:H3) 

ʠ ʚʳʙʝʨʠʪʝ ʬʦʨʤʘʪ ʯʠʩʣʘ # ##0,00. 

ɸʨʛʫʤʝʥʪ (F3:H3) ʚ ʵʪʦʡ ʬʦʨʤʫʣʝ, ʚ ʦʪʣʠʯʠʝ ʦʪ ʧʨʝʜʳʜʫʱʝʛʦ ʘʨʛʫʤʝʥʪʘ (LEFT), 

ʫʢʘʟʳʚʘʝʪ ʥʘ ʪʦ, ʯʪʦ ʩʫʤʤʠʨʦʚʘʪʴ ʥʘʜʦ ʥʝ ʚʩʝ ʷʯʝʡʢʠ ʩʣʝʚʘ, ʘ ʪʦʣʴʢʦ ʪʨʠ ʷʯʝʡ-

ʢʠ ʫʢʘʟʘʥʥʦʛʦ ʜʠʘʧʘʟʦʥʘ. (ɺ Word ʩʪʦʣʙʮʳ ʥʫʤʝʨʫʶʪʩʷ ʣʘʪʠʥʩʢʠʤʠ ʙʫʢʚʘʤʠ: 

A, B, C, D, é, ʘ ʩʪʨʦʢʠ ï ʯʠʩʣʘʤʠ, ʧʦʜʦʙʥʦ ʥʫʤʝʨʘʮʠʠ ʷʯʝʝʢ ʚ MS Excel.); 

ʙ) ʧʦʦʯʝʨʝʜʥʦ ʟʘʧʦʣʥʠʪʝ ʪʘʢʠʤʠ ʬʦʨʤʫʣʘʤʠ ʚʝʩʴ ʩʪʦʣʙʝʮ I, ʠʟʤʝʥʷʷ ʚ ʘʨʛʫ-

ʤʝʥʪʘʭ ʥʦʤʝʨʘ ʩʪʨʦʢ: =SUM(F4:H4), =SUM(F5:H5), =SUM(F6:H6) ʠ ʪ. ʜ.  

21) ɼʣʷ ʚʳʯʠʩʣʝʥʠʷ ʩʫʤʤ ʟʘ ʦʙʘ ʢʚʘʨʪʘʣʘ ʚ ʩʪʦʣʙʮʝ "ɺʩʝʛʦ ʟʘ ʧʦʣʫʛʦʜʠʝ": 

ʘ) ʚʚʝʜʠʪʝ ʚ ʷʯʝʡʢʫ J3 ʬʦʨʤʫʣʫ:  

=SUM(E3; I3)  

ʠ ʚʳʙʝʨʠʪʝ ʬʦʨʤʘʪ ʯʠʩʣʘ # ##0,00. 

ɸʨʛʫʤʝʥʪ (E3;I3) ʚ ʵʪʦʡ ʬʦʨʤʫʣʝ, ʚ ʦʪʣʠʯʠʝ ʦʪ ʧʨʝʜʳʜʫʱʝʛʦ ʘʨʛʫʤʝʥʪʘ, ʫʢʘʟʳʚʘ-

ʝʪ ʥʘ ʪʦ, ʯʪʦ ʩʫʤʤʠʨʦʚʘʪʴ ʥʘʜʦ ʥʝ ʚʩʝ ʷʯʝʡʢʠ ʜʠʘʧʘʟʦʥʘ, ʘ ʪʦʣʴʢʦ ʜʚʝ ʫʢʘʟʘʥʥr ʝ; 

ʙ) ʧʦʦʯʝʨʝʜʥʦ ʟʘʧʦʣʥʠʪʝ ʪʘʢʠʤʠ ʬʦʨʤʫʣʘʤʠ ʚʝʩʴ ʩʪʦʣʙʝʮ J, ʠʟʤʝʥʷʷ ʚ ʘʨʛʫ-

ʤʝʥʪʘʭ ʥʦʤʝʨʘ ʩʪʨʦʢ: =SUM(E4; I4), =SUM(E5; I5), =SUM(E6; I6) ʠ ʪ. ʜ. 
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22) ɼʣʷ ʚʚʦʜʘ ʚ ʩʪʨʦʢʫ "ʀʪʦʛʦ" ʬʦʨʤʫʣ ʚʳʯʠʩʣʝʥʠʷ ʝʞʝʤʝʩʷʯʥʳʭ ʩʫʤʤ ʚʩʝʭ 

ʩʪʘʪʝʡ ʨʘʩʭʦʜʦʚ ʩʥʘʯʘʣʘ ʚ ʷʯʝʡʢʫ ɺ10, ʘ ʟʘʪʝʤ ʠ ʚ ʦʩʪʘʣʴʥʳʝ ʷʯʝʡʢʠ ʩʪʨʦʢʠ 10 

(ʩʤ. ʧ. 19ʜ), ʚʚʝʜʠʪʝ ʫʞʝ ʟʥʘʢʦʤʳʤ ʩʧʦʩʦʙʦʤ ʬʦʨʤʫʣʫ ʚʳʯʠʩʣʝʥʠ ̫ʩʫʤʤʳ ʚʩʝʭ ʷʯʝ-

ʝʢ, ʨʘʩʧʦʣʦʞʝʥʥʳʭ ʚʳʰʝ ʟʘʜʘʥʥʦʡ ʷʯʝʡʢʠ, ʩ ʘʨʛʫʤʝʥʪʦʤ (ABOVE): 

=SUM(ABOVE) 
ʠ ʚʳʙʝʨʠʪʝ ʬʦʨʤʘʪ ʯʠʩʣʘ # ##0,00. 

ʇʦʩʣʝ ʚʳʧʦʣʥʝʥʠʷ ʧʧ. 18 ï 22 ʪʘʙʣʠʮʘ ʧʨʠʦʙʨʝʪʝʪ ʚʠʜ:  

ȾɌɍɗɔɢɌ ɜɌɝɡɚɐɚɎ ɖɚɘɘɑɜɣɑɝɖɚɕ ɠɔɜɘɧ 

ʉʪʘʪʴʠ  

ʨʘʩʭʦʜʦʚ 

I  ʢʚʘʨʪʘʣ 
ɺʩʝʛʦ 

II  ʢʚʘʨʪʘʣ 
ɺʩʝʛʦ 

ɺʩʝʛʦ ʟʘ  

ʧʦʣʫʛʦʜʠʝ ʗʥʚ. ʌʝʚʨ. ʄʘʨʪ ʗʥʚ. ʌʝʚʨ. ʄʘʨʪ 

ɿʘʢʫʧʢʘ 450,00 470,00 537,00 1 457,00 356,80 550,95 732,75 1 640,50 3 097,50 

ɿʘʨʧʣʘʪʘ 417,70 547,05 555,00 1 519,75 348,00 605,00 800,80 1 753,80 3 273,55 

ʈʝʢʣʘʤʘ 260,00 211,00 237,00  708,00 704,80 205,00 301,60 1 211,40 1 919,40 

ɸʨʝʥʜʘ 82,00 73,00 77,50  232,50 70,00 69,50 85,77  225,27  457,77 

ʂʦʤʘʥʜʠʨʦʚʢʠ 75,00 94,00 100,00  269,00 82,78 106,90 123,29  312,97  581,97 

ʂʦʤʤʫʥ. ʫʩʣʫʛʠ 17,00 19,00 20,80   56,80 15,33 19,89 20,44   55,66  112,46 

ʕʢʩʧʣ.ʨʘʩʭʦʜʳ 12,00 13,00 11,50   36,50 10,22 14,23 15,55   40,00   76,50 

ɺʩʝʛʦ 1313,7 1427,05 1538,8 4 279,55 1587,93 1571,47 2080,2 5 239,6 9 519,15 
 

23) ɺʳʜʝʣʠʪʝ ʧʦʩʣʝʜʥʠʡ ʩʪʦʣʙʝʮ ʠ ʢʦʤʘʥʜʦʡ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ɺʩʪʘʚʠʪʴ / 

ɺʩʪʘʚʠʪʴ ʩʪʦʣʙʮʳ ʩʧʨʘʚʘ ʜʦʙʘʚʴʪʝ ʝʱʝ ʦʜʠʥ ʩʪʦʣʙʝʮ (ʝʛʦ ʥʦʤʝʨ ʂ).  

ɺʳʧʦʣʥʠʪʝ ʦʙʲʝʜʠʥʝʥʠʝ ʷʯʝʝʢ ʂ1 ʠ ʂ2. ɺʧʠʰʠʪʝ ʚ ʦʙʲʝʜʠʥʝʥʥʫʶ ʷʯʝʡʢʫ 

ʥʘʟʚʘʥʠʝ ʩʪʦʣʙʮʘ: "ɺ ʧʨʦʮʝʥʪʘʭ".  

ʋʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ ʚ ʷʯʝʡʢʫ ʂ3 ʠ ʢʦʤʘʥʜʦʡ 

ɺʩʪʘʚʢʘ / ʌʦʨʤʫʣʘ ʚʤʝʩʪʦ ʬʦʨʤʫʣʳ ʧʦ ʫʤʦʣʯʘʥʠʶ 

ʚʚʝʜʠʪʝ ʬʦʨʤʫʣʫ: 

=J3/J10*100% 

ʠ ʟʘʜʘʡʪʝ ʬʦʨʤʘʪ  0,0%. 

ʇʦʜʦʙʥʝr ʬʦʨʤʫʣʳ (=J4/J10*100%, =J5/J10*100% 

ʠ ʪ.ʜ.) ʚʚʝʜʠʪʝ ʚʦ ʚʩʝ ʷʯʝʡʢʠ ʩʪʦʣʙʮʘ ʂ). ʇʦʩʣʝ 

ʵʪʦʛʦ ʪʘʙʣʠʮʘ ʧʨʠʤʝʪ ʚʠʜ:  
 

 ȾɌɍɗɔɢɌ ɜɌɝɡɚɐɚɎ ɖɚɘɘɑɜɣɑɝɖɚɕ ɠɔɜɘɧ 

 ɸ B C D E F G H I J ʂ 

1 ʉʪʘʪʴʠ  

ʨʘʩʭʦʜʦʚ 

I  ʢʚʘʨʪʘʣ 
ɺʩʝʛʦ 

II  ʢʚʘʨʪʘʣ 
ɺʩʝʛʦ 

ɺʩʝʛʦ ʟʘ  

ʧʦʣʫʛʦʜʠʝ 

ɺ ʧʨʦ-

ʮʝʥʪʘʭ 2 ʗʥʚ. ʌʝʚʨ. ʄʘʨʪ ʗʥʚ. ʌʝʚʨ. ʄʘʨʪ 

3 ɿʘʢʫʧʢʘ 450,00 470,00 537,00 1 457,00 356,80 550,95 732,75 1 640,50 3 097,50 32,5% 
4 ɿʘʨʧʣʘʪʘ 417,70 547,05 555,00 1 519,75 348,00 605,00 800,80 1 753,80 3 273,55 34,4% 

5 ʈʝʢʣʘʤʘ 260,00 211,00 237,00  708,00 704,80 205,00 301,60 1 211,40 1 919,40 20,2% 
6 ɸʨʝʥʜʘ 82,00 73,00 77,50  232,50 70,00 69,50 85,77  225,27  457,77 4,8% 
7 ʂʦʤʘʥʜʠʨʦʚʢʠ 75,00 94,00 100,00  269,00 82,78 106,90 123,29  312,97  581,97 6,1% 
8 ʂʦʤʤʫʥ. ʫʩʣʫʛʠ 17,00 19,00 20,80   56,80 15,33 19,89 20,44   55,66  112,46 1,2% 
9 ʕʢʩʧʣ.ʨʘʩʭʦʜʳ 12,00 13,00 11,50   36,50 10,22 14,23 15,55   40,00   76,50 0,8% 
10 ɺʩʝʛʦ 1313,7 1427,05 1538,8 4 279,55 1587,93 1571,47 2080,2 5 239,6 9 519,15 100% 

  

24) ɺʳʧʦʣʥʠʪʝ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʘʙʣʠʮʳ: 

- ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʮʚʝʪʘ ʟʘʣʠʚʢʠ ʟʘʛʦʣʦʚʢʘ (ʰʘʧʢʠ) ʪʘʙʣʠʮʳ, ʚʳʜʝʣʠʪʝ ʷʯʝʡʢʠ 

ʩʪʨʦʢ 1 ʠ 2 ʠ ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌʦʨʤʘʪ / ɻʨʘʥʠʮʳ ʠ ʟʘʣʠʚʢʘ. ɺ ʨʘʩʢʨʳʚʰʝʤʩʷ 

ʦʢʥʝ ʜʠʘʣʦʛʘ ʥʘ ʚʢʣʘʜʢʝ ɿʘʣʠʚʢʘ ʚʳʙʝʨʠʪʝ ʞʝʣʘʝʤʳʡ ʮʚʝʪ ʠ ʱʝʣʢʥʠʪʝ ʆʂ; 

- ʠʟʤʝʥʠʪʝ ʮʚʝʪ ʩʪʨʦʢʠ "ʀʪʦʛʦ" ʠ ʜʚʫʭ ʩʪʦʣʙʮʦʚ "ɺʩʝʛʦ". ɼʣʷ ʵʪʦʛʦ ʚʳʜʝʣʠʪʝ 
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ʥʝʩʤʝʞʥʳʝ ʷʯʝʡʢʠ, ʫʜʝʨʞʠʚʘʷ ʢʣʘʚʠʰʫ [Ctrl], ʠ ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʤʝʥʶ ʌʦʨʤʘʪ / 

ɻʨʘʥʠʮʳ ʠ ʟʘʣʠʚʢʘ. ɺ ʨʘʩʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʜʠʘʣʦʛʘ ʥʘ ʚʢʣʘʜʢʝ ɿʘʣʠʚʢʘ ʚʳʙʝʨʠʪʝ 

ʥʫʞʥʡr ʮʚʝʪ ʠ ʱʝʣʢʥʠʪʝ ʆʂ.  

25) ɼʦʙʘʚʴʪʝ ʚ ʪʘʙʣʠʮʫ ʩʪʨʦʢʫ "ɼʦʧʦʣʥʠʪʝʣʴʥʳʝ ʨʘʩʭʦʜʳ" ʧʦʩʣʝ ʩʪʨʦʢʠ "ʕʢʩ-

ʧʣʫʘʪʘʮʠʦʥʥʳʝ ʨʘʩʭʦʜʳ", ʚʚʝʜʠʪʝ ʚ ʷʯʝʡʢʠ ʧʨʦʠʟʚʦʣʴʥʳʝ ʜʘʥʥʳʝ ʠ ʩʦʦʪʚʝʪʩʪʚʫʶ-

ʱʠʝ ʬʦʨʤʫʣʳ.  

ɼʣʷ ʜʦʙʘʚʣʝʥʠʷ ʩʪʨʦʢʠ ʚ ʩʝʨʝʜʠʥʫ ʪʘʙʣʠʮʳ ʤʝʞʜʫ ʫʞʝ ʩʫʱʝʩʪʚʫʶʱʠʤʠ ʩʪʨʦ-

ʢʘʤʠ ʜʦʩʪʘʪʦʯʥʦ ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ ʢʦʥʮʝ ʪʦʡ ʩʪʨʦʢʠ ʪʘʙʣʠʮʳ, ʧʦʩʣʝ ʢʦʪʦʨʦʡ ʥʘʜʦ 

ʜʦʙʘʚʠʪʴ ʥʦʚʫʶ ʩʪʨʦʢʫ, ʠ ʥʘʞʘʪʴ [Enter]. ɸʥʘʣʦʛʠʯʥʳʡ ʨʝʟʫʣʴʪʘʪ ʤʦʞʥʦ ʧʦʣʫʯʠʪʴ, 

ʚʦʩʧʦʣʴʟʦʚʘʚʰʠʩʴ ʢʦʤʘʥʜʘʤʠ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʠʣʠ ʢʦʤʘʥʜʘʤʠ ʤʝʥʶ ʊʘʙʣʠʮʘ.  

26) ʇʝʨʝʩʯʠʪʘʡʪʝ ʚʩʝ ʨʘʩʯʝʪʥʳʝ ʧʦʣʷ ʪʘʙʣʠʮʳ. ɼʣʷ ʵʪʦʛʦ ʚʳʜʝʣʠʪʝ ʚʩʶ ʪʘʙʣʠʮʫ 

ʠ ʥʘʞʤʠʪʝ ʬʫʥʢʮʠʦʥʘʣʴʥʫʶ ʢʣʘʚʠʰʫ [F9]. 

27) ʋʜʘʣʠʪʝ ʩʪʨʦʢʫ "ʂʦʤʘʥʜʠʨʦʚʢʠ" ʠ ʦʙʥʦʚʠʪʝ ʧʦʣʷ.  

28) ɽʱʝ ʨʘʟ ʩʬʦʨʤʠʨʫʡʪʝ ʨʘʟʨʳʚ ʨʘʟʜʝʣʘ ʩʦ ʩʣʝʜʫʶʱʝʡ ʩʪʨʘʥʠʮʳ (ʧʦʩʣʝʜʦʚʘ-

ʪʝʣʴʥʦʩʪʴ ʜʝʡʩʪʚʠʡ ʩʤ. ʧ. 15). ʉʦʭʨʘʥʠʪʝ ʠʟʤʝʥʝʥʠʷ ʚ ʬʘʡʣʝ. 

29) ʋʩʪʘʥʦʚʠʪʝ ʢʥʠʞʥʫʶ ʦʨʠʝʥʪʘʮʠʶ ʩʪʨʘʥʠʮʳ ʚ ʥʦʚʦʩʦʟʜʘʥʥʦʤ ʨʘʟʜʝʣʝ. 

30) ʉʦʟʜʘʡʪʝ ʦʙʲʷʚʣʝʥʠʝ ʩ ʥʘʣʠʯʠʝʤ ʦʪʨʳʚʥʳʭ ʪʘʣʦʥʦʚ. ʊʝʢʩʪ ʦʙʲʷʚʣʝʥʠʷ ʤʦ-

ʞʝʪ ʙʳʪʴ ʧʨʦʠʟʚʦʣʥɹʳʤ, ʥʘʧʨʠʤʝʨ ʪʘʢʠʤ:  

ʂʫʨʩʳ Excel ʜʣʷ ʵʢʦʥʦʤʠʩʪʦʚ  

(Excel ʜʣʷ ʵʢʦʥʦʤʠʯʝʩʢʠʭ ʨʘʩʯʝʪʦʚ) 
ʆʙʲʷʚʣʷʝʪʩʷ ʥʘʙʦʨ ʥʘ ʦʙʫʯʘʶʱʠʝ ʢʫʨʩʳ ʨʘʙʦʪʳ ʚ Excel, ʯʪʦ ʧʦʟʚʦʣʠʪ ɺʘʤ ʚ ʩʦ-

ʚʝʨʰʝʥʩʪʚʝ ʦʩʚʦʠʪʴ ʨʘʙʦʪʫ ʩ ʵʣʝʢʪʨʦʥʥʳʤʠ ʪʘʙʣʠʮʘʤʠ ʠ ʩʦʚʨʝʤʝʥʥʳʤʠ ʙʘʟʘʤʠ ʜʘʥ-

ʥʳʭ ʠ ʧʨʠʥʝʩʝʪ ʧʨʘʢʪʠʯʝʩʢʫʶ ʧʦʣʴʟʫ ʚ ʚʘʰʝʡ ʪʨʫʜʦʚʦʡ ʜʝʷʪʝʣʴʥʦʩʪʠ, ʪʘʢ ʢʘʢ ʧʦʟʚʦ-

ʣʠʪ ʦʧʪʠʤʠʟʠʨʦʚʘʪʴ ʧʨʦʮʝʩʩʳ, ʥʘ ʢʦʪʦʨʳʝ ʨʘʥʴʰʝ ʫʭʦʜʠʣʠ ʯʘʩʳ ʨʫʪʠʥʦʡ ʨʘʙʦʪʳ. 

ʅʘ ʨʳʥʢʝ ʪʨʫʜʘ ʩʫʱʝʩʪʚʫʝʪ ʟʥʘʯʠʪʝʣʴʥʳʡ ʩʧʨʦʩ ʥʘ ʩʧʝʮʠʘʣʠʩʪʦʚ, ʚ ʩʦʚʝʨʰʝʥ-

ʩʪʚʝ ʚʣʘʜʝʶʱʠʭ ʧʨʦʛʨʘʤʤʦʡ Excel. ʂʨʦʤʝ ʪʦʛʦ, ʯʪʦ ʟʥʘʥʠʷ ʧʦʜʦʙʥʦʛʦ ʨʦʜʘ ʮʝʥʷʪʩʷ 

ʥʘ ʨʳʥʢʝ, ʦʥʠ ʪʘʢʞʝ ʧʦʟʚʦʣʷʶʪ ʩʚʦʝʤʫ ʦʙʣʘʜʘʪʝʣʶ ʚʳʧʦʣʥʷʪʴ ʜʦʩʪʘʪʦʯʥʦ ʠʥʪʝʨʝʩ-

ʥʫʶ ʨʘʙʦʪʫ, ʩʚʷʟʘʥʥʫʶ ʩ ʚʝʜʝʥʠʝʤ ʫʯʝʪʦʚ ʠ ʩʦʩʪʘʚʣʝʥʠʝʤ ʦʪʯʝʪʥʦʩʪʠ ʩ ʧʦʤʦʱʴʶ 

ʢʦʤʧʴʶʪʝʨʘ.  

ʉʪʦʠʤʦʩʪʴ ʠʥʜʠʚʠʜʫʘʣʴʥʦʛʦ ʦʙʫʯʝʥʠʷ:  

ʚ ʦʬʠʩʝ ʫʯʝʙʥʦʛʦ ʮʝʥʪʨʘ ï 100 ʛʨʥ./ʯʘʩ,  ʥʘ ʪʝʨʨʠʪʦʨʠʠ ʟʘʢʘʟʯʠʢʘ ï 130 ʛʨʥ./ʯʘʩ.  

ʉʪʦʠʤʦʩʪʴ ʦʙʫʯʝʥʠʷ ʚ ʛʨʫʧʧʝ 1000 ʛʨʥ./ʢʫʨʩ  (18 ʯʘʩ.). 

ʇʝʨʚʦʝ ʧʨʦʙʥʦʝ ʟʘʥʷʪʠʝ ʧʨʦʚʦʜʠʪʩʷ ʙʝʩʧʣʘʪʥʦ.  

ʇʦ ʦʢʦʥʯʘʥʠʠ ʦʙʫʯʝʥʠʷ ʚʳʜʘʝʪʩʷ ʩʝʨʪʠʬʠʢʘʪ. 

ʅʘʰʠ ʢʦʥʪʘʢʪʳ 

 *: ʫʣ. ʃʝʩʥʘʷ, 34, '  (048) 700-70-70,  è (067) 232-60-48  

 º info@kurs.excel.ua  
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ʇʨʦʨʠʩʦʚʢʫ ʛʨʘʥʠʮ ʠ ʦʪʨʳʚʥʳʭ ʪʘʣʦʥʦʚ ʦʩʫʱʝʩʪʚʠʪʴ ʩ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ ʊʘʙ-

ʣʠʮʘ / ʅʘʨʠʩʦʚʘʪʴ ʪʘʙʣʠʮʫ.  

ʊʠʧ ʠ ʪʦʣʱʠʥʫ ʣʠʥʠʠ ʟʘʜʘʡʪʝ ʩ ʧʦʤʦʱʴʶ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʊʘʙʣʠʮʳ ʠ ʛʨʘ-

ʥʠʮ,r ʚʢʣʶʯʝʥʠʝ ʢʦʪʦʨʦʡ ʤʦʞʥʦ ʦʩʫʱʝʩʪʚʠʪʴ ʯʝʨʝʟ ʤʝʥʶ ɺʠʜ / ʇʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥ-

ʪʦʚ ʠʣʠ ʢʥʦʧʢʦʡ  ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʉʪʘʥʜʘʨʪʥʘʷ.  

ʉʠʤʚʦʣʳ: * , ' , è, º ʠ ʜʨʫʛʠʝ ʧʦʜʦʙʥʳʝ ʤʦʞʥʦ ʚʩʪʘʚʠʪʴ ʢʦʤʘʥʜʦʡ ɺʩʪʘʚ-

ʢʘ / ʉʠʤʚʦʣ, ʚʳʙʨʘʚ ʰʨʠʬʪʳ Webdings, Wingdings ʠʣʠ Wingdings 2. 

ʀʟʤʝʥʝʥʠʝ ʥʘʧʨʘʚʣʝʥʠʷ ʪʝʢʩʪʘ ʟʘʜʘʡʪʝ ʢʦʤʘʥʜʦʡ ʌʦʨʤʘʪ / ʅʘʧʨʘʚʣʝʥʠʝ ʪʝʢ-

ʩʪʘ ʠʣʠ ʢʥʦʧʢʦʡ  ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʊʘʙʣʠʮʳ ʠ ʛʨʘʥʠʮʳ. 

31) ɺʩʪʘʚʴʪʝ ʥʫʤʝʨʘʮʠʶ ʩʪʨʘʥʠʮ ʢʦʤʘʥʜʦʡ ɺʩʪʘʚʢʘ / ʅʦʤʝʨʘ ʩʪʨʘʥʠʮ.  

32) ɺ ʨʝʞʠʤʝ ʧʨʝʜʚʘʨʠʪʝʣʴʥʦʛʦ ʧʨʦʩʤʦʪʨʘ ʱʝʣʢʥʠʪʝ ʢʥʦʧʢʫ ʅʝʩʢʦʣʴʢʦ ʩʪʨʘ-

ʥʠʮ, ʯʪʦʙʳ ʚʳʚʝʩʪʠ ʥʘ ʵʢʨʘʥ ʩʨʘʟʫ ʥʝʩʢʦʣʴʢʦ ʩʪʨʘʥʠʮ ʜʦʢʫʤʝʥʪʘ. ʊʦ ʝʩʪʴ ʤʦʞʥʦ ʙʫ-

ʜʝʪ ʫʚʠʜʝʪʴ, ʢʘʢ ʙʫʜʝʪ ʚʳʛʣʷʜʝʪʴ ʚʝʩʴ ɺʘʰ ʜʦʢʫʤʝʥʪ ʥʘ ʙʫʤʘʛʝ, ʝʱʝ ʜʦ ʪʦʛʦ, ʢʘʢ ʜʦ-

ʢʫʤʝʥʪ ʙʫʜʝʪ ʥʘʧʝʯʘʪʘʥ. ʏʪʦʙʳ ʚʝʨʥʫʪʴʩʷ ʢ ʜʦʢʫʤʝʥʪʫ ʠ ʧʨʦʜʦʣʞʠʪʴ ʨʝʜʘʢʪʠʨʦʚʘ-

ʥʠʝ, ʱʝʣʢʥʠʪʝ ʥʘ ʢʥʦʧʢʝ ɿʘʢʨʳʪʴ. ʇʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʢʦʨʨʝʢʪʠʨʦʚʢʠ ʨʘʩʧʦʣʦʞʝ-

ʥʠʷ ʜʘʥʥʭr ʥʘ ʩʪʨʘʥʠʮʘʭ ʜʦʢʫʤʝʥʪʘ ʚʥʝʩʠʪʝ ʵʪʠ ʠʟʤʝʥʝʥʠʷ. 

33) ʉʦʭʨʘʥʠʪʝ ʠʟʤʝʥʝʥʠʷ ʚ ʜʦʢʫʤʝʥʪʝ ʌʘʤʠʣʠʷ_4_n.doc ʠ ʟʘʢʨʦʡʪʝ ʬʘʡʣ. 

34) ʋʩʪʥʦ ʧʨʦʨʘʙʦʪʘʡʪʝ ʦʪʚʝʪʳ ʥʘ ʚʩʝ ʢʦʥʪʨʦʣʴʥʳʝ ʚʦʧʨʦʩʳ, ʠʩʧʦʣʴʟʫʷ ʜʣʷ 

ʵʪʦʛʦ ʪʝʦʨʝʪʠʯʝʩʢʠʝ ʩʚʝʜʝʥʠʷ, ʨʘʩʧʦʣʦʞʝʥʥʳʝ ʚ ʵʪʦʡ ʨʘʙʦʪʝ ʧʦʩʣʝ ʧʝʨʝʯʥʷ ʢʦʥ-

ʪʨʦʣʴʥʳʭ ʚʦʧʨʦʩʦʚ, ʠʣʠ ʜʨʫʛʠʝ ʩʧʨʘʚʦʯʥʳʝ ʤʘʪʝʨʠʘʣʳ. ʇʨʝʧʦʜʘʚʘʪʝʣʴ ʧʨʦʚʝʨʠʪ 

ʟʥʘʥʠʝ ʦʪʚʝʪʦʚ ʧʨʠ ʦʮʝʥʠʚʘʥʠʠ ʚʳʧʦʣʥʝʥʥʦʡ ʨʘʙʦʪr. 

35) ɿʘʧʠʰʠʪʝ ʦʪʚʝʪ ʥʘ ʢʦʥʪʨʦʣʴʥʳʡ ʚʦʧʨʦʩ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʥʦʤʝʨʫ ɺʘʰʝʛʦ 

ʚʘʨʠʘʥʪʘ, ʚ ʩʚʦʡ ʧʨʦʪʦʢʦʣ ʠ ʧʨʝʜʦʩʪʘʚʴʪʝ ʚʳʧʦʣʥʝʥʥʫʶ ʨʘʙʦʪʫ ʥʘ ʧʨʦʚʝʨʢʫ ʧʨʝʧʦ-

ʜʘʚʘʪʝʣʶ. 

 

ʂʦʥʪʨʦʣʴʥʳʝ ʚʦʧʨʦʩʳ 

1) ʅʘʟʦʚʠʪʝ ʥʝ ʤʝʥʝʝ 3 ʩʧʦʩʦʙʦʚ ʩʦʟʜʘʥʠʷ ʪʘʙʣʠʮ?r 

2) ʂʘʢ ʚʳʛʣʷʜʠʪ ʧʠʢʪʦʛʨʘʤʤʘ ʢʥʦʧʢʠ ʆʙʲʝʜʠʥʠʪʴ ʷʯʝʡʢʠ? ɺ ʢʘʢʠʭ ʩʣʫʯʘʷʭ ʥʫʞʥʦ 

ʦʙʲʝʜʠʥʷʪʴ ʷʯʝʡʢʠ ʪʘʙʣʠʮʳ? ʆʧʠʰʠʪʝ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʝʡʩʪʚʠʡ ʜʣʷ ʦʙʲ-

ʝʜʠʥʝʥʠʷ ʷʯʝʝʢ. 

3) ʂʘʢʦʡ ʢʦʤʘʥʜʦʡ ʤʦʞʥʦ ʟʘʜʘʪʴ ʘʚʪʦʤʘʪʠʯʝʩʢʦʝ ʜʫʙʣʠʨʦʚʘʥʠʝ ʟʘʛʦʣʦʚʢʘ ʪʘʙʣʠʮʳ 

ʥʘ ʥʘʯʘʣʦ ʢʘʞʜʦʡ ʩʪʨʘʥʠʮʳ, ʢʦʛʜʘ ʪʘʙʣʠʮʘ ʨʘʩʧʦʣʦʞʝʥʘ ʥʘ ʥʝʩʢʦʣʴʢʠʭ ʩʪʨʘʥʠ-

ʮʘʭ ʠʣʠ ʥʘ ʠʭ ʩʪʢrʝ? 

4) ʂʘʢ ʫʜʘʣʠʪʴ ʩʦʜʝʨʞʠʤʦʝ ʷʯʝʝʢ, ʩʪʨʦʢ, ʩʪʦʣʙʮʦʚ, ʚʩʝʡ ʪʘʙʣʠʮʳ? 

5) ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʘʜʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʪʦʛʦ, ʯʪʦʙʳ ʩʦʨʪʠʨʦʚʘʣʠʩʴ ʟʥʘʯʝʥʠʷ: 

ʘ) ʚ ʢʦʥʢʨʝʪʥʦʤ ʩʪʦʣʙʮʝ ʪʘʙʣʠʮʳ ʩ ʠʟʤʝʥʝʥʠʷʤʠ (ʧʝʨʝʩʪʘʥʦʚʢʘʤʠ) ʚ ʦʩʪʘʣʴʥʳʭ 

ʩʪʦʣʙʮʘʭ ʪʘʙʣʠʮʳ? 

ʙ) ʪʦʣʴʢʦ ʚ ʦʜʥʦʤ ʩʪʦʣʙʮʝ ʪʘʙʣʠʮʳ ʙʝʟ ʠʟʤʝʥʝʥʠʡ (ʧʝʨʝʩʪʘʥʦʚʦʢ) ʚ ʦʩʪʘʣʴʥʳʭ 

ʩʪʦʣʙʮʘʭ? 

6) ʂʘʢ ʚʩʪʘʚʠʪʴ ʬʦʨʤʫʣʫ ʚʳʯʠʩʣʝʥʠ ̫ʠʪʦʛʦʚʦʡ ʩʫʤʤʳ ʩʪʦʣʙʮʘ? ɿʘʧʠʰʠʪʝ ʚʠʜ 

ʬʦʨʤʫʣʳ. 

7) ʂʘʢ ʚʩʪʘʚʠʪʴ ʬʦʨʤʫʣʫ ʚʳʯʠʩʣʝʥʠʷ ʩʨʝʜʥʝʛʦ ʟʥʘʯʝʥʠʷ ʯʠʩʝʣ ʩʪʨʦʢʠ? ɿʘʧʠʰʠʪʝ 

ʚʠʜ ʬʦʨʤʫʣ.r 

8) ʂʘʢ ʚʩʪʘʚʠʪʴ ʚʳʯʠʩʣʝʥʠʝ ʠʪʦʛʦʚʦʡ ʩʫʤʤʳ ʩʪʨʦʢʠ? ɿʘʧʠʰʠʪʝ ʚʠʜ ʬʦʨʤʫʣʳ. 
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9) ʂʘʢ ʚʩʪʘʚʠʪʴ ʬʦʨʤʫʣʫ ʚʳʯʠʩʣʝʥʠʷ ʩʨʝʜʥʝʛʦ ʟʥʘʯʝʥʠʷ ʯʠʩʝʣ ʩʪʦʣʙʮʘ? ɿʘʧʠʰʠʪʝ 

ʚʠʜ ʬʦʨʤʫʣʳ. 

10) ʂʘʢ ʚʳʜʝʣʠʪʴ: ʘ) ʷʯʝʡʢʫ; ʙ) ʩʪʨʦʢʫ; ʚ) ʩʪʦʣʙʝʮ; ʛ) ʛʨʫʧʧʫ ʨʘʟʨʦʟʥʝʥʥʳʭ ʷʯʝʝʢ 

ʪʘʙʣʠʮʳ; ʜ) ʚʩʶ ʪʘʙʣʠʮʫ? 

11) ʆʧʠʰʠʪʝ, ʢʘʢ ʤʦʞʥʦ ʨʘʟʙʠʪʴ ʷʯʝʡʢʠ ʪʘʙʣʠʮʳ? ʋʢʘʞʠʪʝ ʥʝʩʢʦʣʴʢʦ ʩʧʦʩʦʙʦʚ. 

12) ʂʘʢʠʝ ʚʠʜʳ ʚʳʨʘʚʥʠʚʘʥʠʷ ʩʦʜʝʨʞʠʤʦʛʦ ʷʯʝʝʢ ʩʫʱʝʩʪʚʫʶʪ? ʂʘʢʦʡ ʚʠʜ ʚʳʨʘʚ-

ʥʠʚʘʥʠʷ, ʢʘʢ ʧʨʘʚʠʣʦ, ʧʨʠʤʝʥʷʶʪ:  

ʘ) ʢ ʯʠʩʣʦʚʳʤ ʩʪʦʣʙʮʘʤ;   

ʙ) ʢ ʪʝʢʩʪʦʚʳʤ? 

13) ʂʘʢ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʦʙʨʘʤʣʝʥʠʝ ʷʯʝʝʢ, ʪʘʙʣʠʮʳ; ʟʘʣʠʚʢʘ ʷʯʝʝʢ, ʪʘʙʣʠʮʳ? 

14) ʂʘʢ ʠʟʤʝʥʠʪʴ ʨʘʟʤʝʨʳ ʩʪʦʣʙʮʘ/ʩʪʨʦʢʠ? ʋʢʘʞʠʪʝ ʥʝʩʢʦʣʴʢʦ ʩʧʦʩʦʙʦʚ. 

15) ʆʭʘʨʘʢʪʝʨʠʟʫʡʪʝ ʩʫʱʝʩʪʚʫʶʱʠʝ ʚʠʜʳ ʘʚʪʦʧʦʜʙʦʨʘ ʰʠʨʠʥʳ ʩʪʦʣʙʮʦʚ ʪʘʙʣʠʮ?r 

ʂʘʢʠʤʠ ʢʦʤʘʥʜʘʤʠ ʠʭ ʟʘʜʘʶʪ? 

16) ʂʘʢ ʜʦʙʘʚʠʪʴ/ʫʜʘʣʠʪʴ ʩʨʘʟʫ ʥʝʩʢʦʣʴʢʦ ʩʪʨʦʢ/ʩʪʦʣʙʮʦʚ? 

17) ʂʘʢ ʜʦʙʘʚʠʪʴ ʩʪʨʦʢʫ ʧʦʩʣʝ ʧʦʩʣʝʜʥʝʡ? ʋʢʘʞʠʪʝ ʥʝʩʢʦʣʴʢʦ ʩʧʦʩʦʙʦʚ. 

18) ʉʧʦʩʦʙʳ ʧʝʨʝʭʦʜʘ ʧʦ ʷʯʝʡʢʘʤ ʪʘʙʣʠʮʳ. 

19) ʂʘʢ ʚʚʝʩʪʠ ʚ ʷʯʝʡʢʫ ʚʝʨʪʠʢʘʣʴʥʳʡ ʪʝʢʩʪ? 

20) ʏʪʦ ʦʙʦʟʥʘʯʘʝʪ ʟʘʧʠʩʴ =SUM(ABOVE) ʚ ʬʦʨʤʫʣʝ ʷʯʝʡʢʠ ʪʘʙʣʠʮʳ? ʏʝʤ ʵʪʘ ʟʘ-

ʧʠʩʴ, ʧʦ ʩʫʪʠ, ʦʪʣʠʯʘʝʪʩʷ ʦʪ ʬʦʨʤʫʣʳ =SUM(LEFT)? ʉʫʱʝʩʪʚʫʝʪ ʣʠ ʬʦʨʤʫʣʘ 

=SUM(RIGHT) (ʝʩʣʠ ʩʫʱʝʩʪʚʫʝʪ, ʦʙʲʷʩʥʠʪʝ, ʢʘʢ ʦʥʘ ʨʘʙʦʪʘʝʪ)? 

21) ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʜʣʷ ʪʘʙʣʠʮʳ ʚʳʧʦʣʥʷʶʪʩʷ ʧʨʠ ʥʘʞʘʪʠʠ ʢʣʘʚʠʰ:  

        ʘ) [Tab];             

        ʙ) [Shift]+[Tab]? 

22) ʂʘʢ ʧʝʨʝʩʪʘʚʠʪʴ ʩʪʦʣʙʮʳ ʠʣʠ ʩʪʨʦʢʠ ʚ ʜʨʫʛʦʝ ʤʝʩʪʦ ʪʘʙʣʠʮʳ? 

23) ʆʧʠʰʠʪʝ ʚʦʟʤʦʞʥʳʝ ʜʝʡʩʪʚʠʷ ʜʣʷ ʩʦʨʪʠʨʦʚʢʠ ʜʘʥʥʳʭ ʪʘʙʣʠʮ rʧʦ ʦʜʥʦʤʫ 

ʩʪʦʣʙʮʫ. 

24) ʆʧʠʰʠʪʝ ʚʦʟʤʦʞʥʳʝ ʜʝʡʩʪʚʠʷ ʜʣʷ ʩʦʨʪʠʨʦʚʢʠ ʜʘʥʥʳʭ ʪʘʙʣʠʮʳ ʧʦ ʥʝʩʢʦʣʴʢʠʤ 

ʩʪʦʣʙʮʘʤ. 

25) ʂʘʢʠʝ ʧʘʨʘʤʝʪʨʳ ʤʦʞʥʦ ʟʘʜʘʚʘʪʴ ʧʨʠ ʩʦʨʪʠʨʦʚʢʝ ʜʘʥʥʳʭ ʪʘʙʣʠʮʳ? 

26) ʄʦʞʥʦ ʣʠ ʩʦʨʪʠʨʦʚʘʪʴ ʪʝʢʩʪʦʚʳʝ ʷʯʝʡʢʠ ʪʘʙʣʠʮʳ? ɽʩʣʠ ʜʘ, ʢʘʢʠʤ ʦʙʨʘʟʦʤ ʤʦ-

ʛʫʪ ʫʧʦʨʷʜʦʯʠʚʘʪʴʩʷ ʪʘʢʠʝ ʜʘʥʥʳʝ? 

27) ʂʘʢʠʤ ʦʙʨʘʟʦʤ ʤʦʞʥʦ ʟʘʜʘʪʴ ʚʦʟʨʘʩʪʘʶʱʫʶ ʥʫʤʝʨʘʮʠʶ: ʘ) ʚ ʷʯʝʡʢʘʭ ʩʪʦʣʙʮʘ; 

ʙ) ʚ ʷʯʝʡʢʘʭ ʩʪʨʦʢʠ? ʋʢʘʞʠʪʝ, ʢʘʢʠʤ ʦʙʨʘʟʦʤ ʙʫʜʫʪ ʨʘʟʤʝʱʝʥʳ ʯʠʩʣʘ ʧʨʠ ʥʫ-

ʤʝʨʘʮʠʠ ʚʩʝʭ ʷʯʝʝʢ ʪʘʙʣʠʮʳ ʨʘʟʤʝʨʥʦʩʪʴʶ 3Ĭ4? 

28) ʆʧʠʰʠʪʝ ʜʝʡʩʪʚʠʷ ʜʣʷ ʧʨʝʦʙʨʘʟʦʚʘʥʠʷ ʪʘʙʣʠʮ rʚ ʪʝʢʩʪ. 

29) ɼʣʷ ʯʝʛʦ ʩʣʫʞʠʪ ʢʦʤʘʥʜʘ ʊʘʙʣʠʮʘ / ɿʘʛʦʣʦʚʢʠ? 

30) ʅʘʟʦʚʠʪʝ ʥʝʢʦʪʦʨʳʝ ʬʫʥʢʮʠʠ ʠʟ ʩʧʠʩʢʘ ʊʘʙʣʠʮʘ / ʌʦʨʤʫʣʘ / ɺʩʪʘʚʠʪʴ ʬʫʥʢ-

ʮʠ.ʁ ʏʪʦ ʦʙʦʟʥʘʯʘʶʪ ʵʪʠ ʬʫʥʢʮʠʠ? 
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ʊʝʦʨʝʪʠʯʝʩʢʠʝ ʩʚʝʜʝʥʠʷ 

1  ʉʪʨʫʢʪʫʨʘ ʪʘʙʣʠʮʳ ʚ MS Word 

ʊʘʙʣʠʮʘ ʩʦʩʪʦʠʪ ʠʟ ʩʪʨʦʢ ʠ ʩʪʦʣʙʮʦʚ ʷʯʝʝʢ, ʢʦʪʦʨʳʝ ʤʦʛʫʪ ʩʦʜʝʨʞʘʪʴ ʮʠʬʨʳ, 

ʪʝʢʩʪ, ʨʠʩʫʥʢʠ ʠ ʠʩʧʦʣʴʟʫʶʪʩʷ ʜʣʷ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʠ ʫʧʦʨʷʜʦʯʠʚʘʥʠʷ ʜʘʥʥʳʭ, ʘ ʪʘʢ-

ʞʝ ʧʦʟʚʦʣʷʶʪ ʚʳʧʦʣʥʪ̫ʴ ʨʘʟʣʠʯʥʳʝ ʚʳʯʠʩʣʝʥʠʷ. 

ʇʦʣʷ ʷʯʝʝʢ ï ʵʪʦ ʨʘʩʩʪʦʷʥʠʝ ʤʝʞʜʫ ʛʨʘʥʠʮʝʡ ʷʯʝʡʢʠ ʠ ʪʝʢʩʪʦʤ ʚʥʫʪʨʠ ʷʯʝʡʢʠ. 

ʀʥʪʝʨʚʘʣʳ ʤʝʞʜʫ ʷʯʝʡʢʘʤʠ ʠ ʧʦʣʷ ʷʯʝʝʢ ʤʦʞʥʦ ʠʟʤʝʥʠʪʴ ʚ ʦʢʥʝ ʇʘʨʘʤʝʪʨʳ ʪʘʙ-

ʣʠʮʳ, ʢʦʪʦʨʦʝ ʤʦʞʥʦ ʚʳʟʚʘʪʴ ʢʦʤʘʥʜʦʡ ʊʘʙʣʠʮʘ / ʉʚʦʡʩʪʚʘ ʪʘʙʣʠʮʳ, ʥʘʞʘʚ ʢʥʦʧʢʫ 

ʇʘʨʘʤʝʪʨʳ. ʂʨʦʤʝ ʵʪʦʛʦ, ʚ ʦʢʥʝ ʉʚʦʡʩʪʚʘ ʪʘʙʣʠʮʳ, ʢʦʪʦʨʦʝ ʪʘʢʞʝ ʤʦʞʥʦ ʚʳʟʚʘʪʴ 

ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ, ʤʦʞʥʦ ʟʘʜʘʚʘʪʴ ʨʘʟʤʝʨʳ ʩʪʨʦʢ, ʩʪʦʣʙʮʦʚ, ʚʳʨʘʚʥʠʚʘʥʠʝ ʩʦ-

ʜʝʨʞʠʤʦʛʦ ʠ ʜʨ. 

ʂʘʞʜʘʷ ʪʘʙʣʠʮʘ ʧʦ ʫʤʦʣʯʘʥʠʶ 

ʠʤʝʝʪ ʛʨʘʥʠʮʫ ʚ ʚʠʜʝ ʪʦʥʢʦʡ ʩʧʣʦʰ-

ʥʦʡ ʣʠʥʠʠ ʯʝʨʥʦʛʦ ʮʚʝʪʘ, ʢʦʪʦʨʘʷ ʩʦ-

ʭʨʘʥʷʝʪʩʷ ʧʨʠ ʧʝʯʘʪʠ, ʠ ʣʠʥʠʠ ʩʝʪʢʠ, 

ʢʦʪʦʨʳʝ ʦʪʦʙʨʘʞʘʶʪʩʷ ʥʘ ʵʢʨʘʥʝ ʚ 

ʩʣʫʯʘʝ ʫʜʘʣʝʥʠʷ ʛʨʘʥʠʮʳ. ʋʜʘʣʝʥʠʝ 

(ʚʦʩʩʪʘʥʦʚʣʝʥʠʝ) ʛʨʘʥʠʮʳ ʦʩʫʱʝʩʪʚ-

ʣʷʝʪʩʷ ʢʦʤʘʥʜʦʡ ʌʦʨʤʘʪ / ɻʨʘʥʠʮʳ 

ʠ ʟʘʣʠʚʢʘ ʥʘ ʚʢʣʘʜʢʝ ɻʨʘʥʠʮʳ ʠʣʠ 

ʢʥʦʧʢʦʡ ɺʥʝʰʥʠʝ ʛʨʘʥʠʮʳ ʥʘ ʧʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ.  
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2  ʉʦʟʜʘʥʠʝ ʪʘʙʣʠʮ r 

ʉʦʟʜʘʥʠʝ ʥʦʚʦʡ ʪʘʙʣʠʮʳ ʤʦʞʥʦ ʦʩʫʱʝʩʪʚʠʪʴ ʪʨʝʤʷ ʩʧʦʩʦʙʘʤʠ:  

1) ʅʘʨʠʩʦʚʘʪʴ ʪʘʙʣʠʮʫ ï ʢʦʤʘʥʜʘ ʚ ʤʝʥʶ ʊʘʙʣʠʮʘ (ʚ Word 2010 ï ʚʢʣʘʜʢʘ 

ɺʩʪʘʚʢʘ, ʛʨʫʧʧʘ ʊʘʙʣʠʮʘ) ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʩʦʟʜʘʥʠʷ ʪʘʙʣʠʮʳ ʩʦ ʩʣʦʞʥʳʤ ʟʘʛʦ-

ʣʦʚʢʦʤ ʠ ʥʝʦʜʥʦʨʦʜʥʦʡ ʩʪʨʫʢʪʫʨʦʡ ʷʯʝʝʢ. ʇʦʷʚʠʪʩʷ ʧʣʘʚʘʶʱʘʷ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥ-

ʪʦʚ ʊʘʙʣʠʮʳ ʠ ʛʨʘʥʠʮʳ, ʩ ʧʦʤʦʱʴʶ ʢʦʪʦʨʦʡ ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʪʘʙʣʠʮʫ ʠ ʦʩʫʱʝʩʪʚʠʪʴ 

ʝʝ ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ.  
 

 
 
 

 

 
 

2) ɺʩʪʘʚʠʪʴ ʪʘʙʣʠʮʫ ï ʢʦʤʘʥʜʘ ʚ ʤʝʥʶ 

ʊʘʙʣʠʮʘ (ʚ Word 2010 ï ʚʢʣʘʜʢʘ ɺʩʪʘʚʢʘ, 

ʛʨʫʧʧʘ ʊʘʙʣʠʮʘ) ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʩʦʟʜʘʥʠʷ 

ʪʘʙʣʠʮʳ ʩ ʦʜʥʦʪʠʧʥʦʡ ʩʪʨʫʢʪʫʨʦʡ ʷʯʝʝʢ. ɼʝʡ-

ʩʪʚʠʝ ʢʦʤʘʥʜʳ ʪʘʢʞʝ ʜʫʙʣʠʨʫʝʪ ʢʥʦʧʢʘ . 

ɺ ʦʪʢʨʳʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ɺʩʪʘʚʢʘ 

ʪʘʙʣʠʮʳ ʤʦʞʥʦ ʟʘʜʘʪʴ ʢʦʣʠʯʝʩʪʚʦ ʩʪʦʣʙʮʦʚ ʠ 

ʩʪʨʦʢ, ʫʩʪʘʥʦʚʠʪʴ ʦʜʠʥ ʠʟ ʚʘʨʠʘʥʪʦʚ ʘʚʪʦʧʦʜ-

ʙʦʨʘ ʰʠʨʠʥʳ ʩʪʦʣʙʮʦʚ. ɽʩʣʠ ʟʘʜʘʪʴ ʘʚʪʦʧʦʜ-

ʙʦʨ ʰʠʨʠʥʳ ʩʪʦʣʙʮʦʚ ʧʦ ʩʦʜʝʨʞʠʤʦʤʫ, Word 

ʙʫʜʝʪ ʩʘʤ ʚʳʯʠʩʣʷʪʴ ʰʠʨʠʥʫ ʩʪʦʣʙʮʦʚ ʚ ʟʘʚʠ-

ʩʠʤʦʩʪʠ ʦʪ ʥʘʧʦʣʥʝʥʠʷ ʷʯʝʝʢ. ʋʩʪʘʥʦʚʠʚ ʬʣʘ-

ʞʦʢ ʇʦ ʫʤʦʣʯʘʥʠʶ ʜʣʷ ʥʦʚʳʭ ʪʘʙʣʠʮ, ʤʦʞʥʦ 

ʩʦʭʨʘʥʠʪʴ ʚʳʙʨʘʥʥʳʡ ʬʦʨʤʘʪ ʠ ʚ ʜʘʣʴʥʝʡʰʝʤ 

ʠʩʧʦʣʴʟʦʚʘʪʴ ʝʛʦ ʧʦ ʫʤʦʣʯʘʥʠʶ.  

3) ʇʨʝʦʙʨʘʟʦʚʘʪʴ ʚ ʪʘʙʣʠʮʫ ï ʢʦʤʘʥʜʘ ʚ 

ʤʝʥʶ ʊʘʙʣʠʮʘ (ʚ Word 2010 ï ʚʢʣʘʜʢʘ ɺʩʪʘʚ-

ʢʘ, ʛʨʫʧʧʘ ʊʘʙʣʠʮʘ) ʜʣʷ ʧʨʝʦʙʨʘʟʦʚʘʥʠ ̫ʩʫʝɦ-

ʩʪʚʫʶʱʠʭ ʜʘʥʥʳʭ (ʪʝʢʩʪʘ, ʯʠʩʝʣ) ʚ ʪʘʙʣʠʮʫ. ɺ 

ʦʪʢʨʳʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʥʘʜʦ ʫʪʦʯʥʠʪʴ 

ʟʥʘʢ ʨʘʟʜʝʣʠʪʝʣʷ ʷʯʝʝʢ (ʟʥʘʢ ʘʙʟʘʮʘ, ʟʥʘʢ ʪʘʙʫ-

ʣʷʮʠʠ, ʪʦʯʢʘ ʩ ʟʘʧʷʪʦʡ ʠʣʠ ʜʨʫʛʦʡ ʧʨʦʠʟʚʦʣʴ-

ʥʳʡ ʩʠʤʚʦʣ). ʇʦʩʣʝ ʚʳʙʦʨʘ ʨʘʟʜʝʣʠʪʝʣʷ ʩʠ-

ʩʪʝʤʘ ʩʘʤʘ ʦʧʨʝʜʝʣʠʪ ʯʠʩʣʦ ʩʪʦʣʙʮʦʚ ʠ ʩʪʨʦʢ, 

ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʦʪʢʦʨʨʝʢʪʠʨʦʚʘʪʴ. ʊʫʪ ʞʝ ʤʦʞ-

ʥʦ ʟʘʜʘʪʴ ʚʠʜ ʘʚʪʦʧʦʜʙʦʨʘ ʰʠʨʠʥʳ ʩʪʦʣʙʮʦʚ.  

ɺ Word ʧʨʝʜʫʩʤʦʪʨʝʥʦ ʠ ʦʙʨʘʪʥʦʝ ʧʨʝʦʙʨʘʟʦʚʘʥʠʝ ʪʘʙʣʠʮʳ ʚ ʪʝʢʩʪ.  

ʉʦʟʜʘʪʴ  

ʪʘʙʣʠʮʫ 

ɺʥʝʰʥʠʝ 

ʛʨʘʥʠʮʳ 

ʎʚʝʪ  

ʟʘʣʠʚʢʠ 

ɺʩʪʘʚʠʪʴ 

ʪʘʙʣʠʮʫ 

ʆʙʲʝʜʠʥʠʪʴ 

ʷʯʝʡʢʠ 

ɸʚʪʦʩʫʤʤʘ 

ɺʳʨʦʚʥʷʪʴ 

ʚʳʩʦʪʫ 

ʩʪʨʦʢ 

ʉʪʠʣʴ  

ʘʚʪʦʬʦʨʤʘʪʘ 

ʪʘʙʣʠʮʳ 

ʉʦʨʪʠʨʦʚʢʘ 

ʧʦ  

ʫʙʳʚʘʥʠ ʁ

ʅʘʧʨʘʚʣʝʥʠʝ 

ʪʝʢʩʪʘ 

ʉʦʨʪʠʨʦʚʢʘ 

ʧʦ  

ʚʦʟʨʘʩʪʘʥʠ ʁ

ʎʚʝʪ 

ʛʨʘʥʠʮʳ 

ʊʦʣʱʠʥʘ 

ʣʠʥʠʠ 

ɺʳʨʦʚʥʷʪʴ  

ʰʠʨʠʥʫ ʩʪʦʣʙʮʦʚ 

 

ɺʳʨʘʚʥʠ-

ʚʘʥʠʝ 

 

ʈʘʟʙʠʪʴ 

ʷʯʝʡʢʠ 

ʊʠʧ  

ʣʠʥʠʠ 
ʃʘʩʪʠʢ 
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3  ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ ʪʘʙʣʠʮ  

ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʝʢʩʪʘ ʚ ʷʯʝʡʢʘʭ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʤʝʪʦʜʘʤʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ 

ʦʙʳʯʥʦʛʦ ʪʝʢʩʪʘ. ɼʦʙʘʚʠʪʴ ʪʝʢʩʪ ʧʝʨʝʜ ʪʘʙʣʠʮʝʡ ʚ ʥʘʯʘʣʝ ʩʪʨʘʥʠʮʳ ʤʦʞʥʦ, ʝʩʣʠ 

ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ ʥʘʯʘʣʝ ʧʝʨʚʦʡ ʩʪʨʦʢʠ ʠ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ [Enter].  

ɼʣʷ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʵʣʝʤʝʥʪʦʚ (ʷʯʝʝʢ, ʩʪʨʦʢ, ʩʪʦʣʙʮʦʚ) ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ 

ʵʪʠ ʵʣʝʤʝʥʪʳ, ʘ ʟʘʪʝʤ ʠʩʧʦʣʴʟʦʚʘʪʴ ʤʝʥʶ ʊʘʙʣʠʮʘ ʠʣʠ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ. 

ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʘʮʠʠ ʪʝʢʩʪʘ ʚ ʷʯʝʡʢʝ ʥʝʦʙʭʦʜʠʤʦ ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ ʷʯʝʡʢʫ 

ʠ ʚ ʤʝʥʶ ʌʦʨʤʘʪ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʅʘʧʨʘʚʣʝʥʠʝ ʪʝʢʩʪʘ. ɸʥʘʣʦʛʠʯʥʘʷ ʢʦʤʘʥʜʘ 

ʪʘʢʞʝ ʝʩʪʴ ʠ ʚ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ. 

ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʚʳʨʘʚʥʠʚʘʥʠʷ ʪʝʢʩʪʘ ʢʨʦʤʝ ʦʙʳʯʥʳʭ ʢʥʦʧʦʢ ʛʦ-

ʨʠʟʦʥʪʘʣʴʥʦʛʦ ʚrʨʘʚʥʠʚʘʥʠʷ ʪʝʢʩʪʘ, ʩʫʱʝʩʪʚʫʝʪ ʩʧʝʮʠʘʣʴʥʘʷ ʢʦʤʘʥʜʘ 

ɺʳʨʘʚʥʠʚʘʥʠʝ ʪʝʢʩʪʘ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʊʘʙʣʠʮʳ ʠ ʛʨʘʥʠʮʳ ʠ ʚ 

ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ, ʧʦʟʚʦʣʷʶʱʘʷ ʚʳʙʨʘʪʴ ʦʜʠʥ ʠʟ ʜʝʚʷʪʠ ʨʝʞʠʤʦʚ ʚr -

ʨʘʚʥʠʚʘʥʠʷ (ʧʦ ʚʝʨʭʥʝʤʫ ʣʝʚʦʤʫ ʫʛʣʫ ʷʯʝʡʢʠ, ʩʚʝʨʭʫ ʧʦ ʮʝʥʪʨʫ, ʧʦ ʚʝʨʭʥʝʤʫ ʧʨʘ-

ʚʦʤʫ ʫʛʣʫ ʷʯʝʡʢʠ, ʧʦ ʮʝʥʪʨʫ ʧʦ ʣʝʚʦʤʫ ʢʨʘʶ ʠ ʜʨ.). ʆʜʥʘʢʦ, ʝʩʣʠ ʥʝʦʙʭʦʜʠʤʦ ʠʟʤʝ-

ʥʠʪʴ ʪʦʣʴʢʦ ʨʝʞʠʤ ʚʝʨʪʠʢʘʣʴʥʦʛʦ ʚʳʨʘʚʥʠʚʘʥʠʷ, ʤʦʞʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʚʢʣʘʜʢʦʡ 

ʗʯʝʡʢʘ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ ʉʚʦʡʩʪʚʘ ʪʘʙʣʠʮʳ. ɼʣʷ ʵʪʦʛʦ ʜʦʩʪʘʪʦʯʥʦ ʚʳʙʨʘʪʴ ʟʥʘʯʦʢ, 

ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʥʝʦʙʭʦʜʠʤʦʤʫ ʨʝʞʠʤʫ, ʚ ʛʨʫʧʧʝ ɺʝʨʪʠʢʘʣʴʥʦʝ ʚʳʨʘʚʥʠʚʘʥʠʝ.  

Word ʧʦʟʚʦʣʷʝʪ ʫʧʨʦʩʪʠʪʴ ʧʦʣʴʟʦʚʘʪʝʣʶ ʧʦʜʙʦʨ ʨʘʟʤʝʨʘ ʷʯʝʝʢ ʪʘʙʣʠʮʳ ʧʦ ʨʘʟ-

ʤʝʨʫ ʜʘʥʥʳʭ, ʩʦʜʝʨʞʘʱʠʭʩʷ ʚ ʷʯʝʡʢʘʭ. 

ʂʦʤʘʥʜʘ ʊʘʙʣʠʮʘ / ɸʚʪʦʧʦʜʙʦʨ ʧʦʟʚʦ-

ʣʷʝʪ ʚʧrʦʣʥʠʪʴ ʧʦʜʙʦʨ ʨʘʟʤʝʨʘ ʷʯʝʝʢ 

ʪʘʙʣʠʮʳ ʦʜʥʠʤ ʱʝʣʯʢʦʤ ʢʥʦʧʢʠ ʤʳʰʠ 

ʧʦ ʨʘʟʤʝʨʫ ʪʝʢʩʪʘ, ʩʦʜʝʨʞʘʱʝʛʦʩʷ ʚ 

ʷʯʝʡʢʘʭ, ʠʣʠ ʧʦ ʰʠʨʠʥʝ ʩʪʨʘʥʠʮʳ. 

Word ʧʦʟʚʦʣʷʝʪ ʜʦʙʘʚʣʷʪʴ ʩʪʨʦʢʠ ʠ ʩʪʦʣʙʮʳ ʚ ʣʶʙʦʝ ʤʝʩʪʦ ʪʘʙʣʠʮʳ. 

ʕʪʘ ʦʧʝʨʘʮʠʷ ʤʦʞʝʪ ʙʳʪʴ ʚʳʧʦʣʥʝʥʘ ʩʣʝʜʫʶ-

ʱʠʤ ʦʙʨʘʟʦʤ. ʅʘʜʦ ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ ʪʦʪ 

ʩʪʦʣʙʝʮ (ʠʣʠ ʩʪʨʦʢʫ), ʧʝʨʝʜ ʢʦʪʦʨʳʤ ʠʣʠ ʧʦʩʣʝ 

ʢʦʪʦʨʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʚʩʪʘʚʠʪʴ ʥʦʚʳʡ ʩʪʦʣʙʝʮ 

(ʠʣʠ ʩʪʨʦʢʫ). ɺʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʊʘʙʣʠ-

ʮʘ / ɺʩʪʘʚʠʪʴ. ʇʨʠ ʵʪʦʤ ʨʘʩʢʨʦʝʪʩʷ ʧʦʜʤʝʥʶ, ʚ 

ʢʦʪʦʨʦʤ ʥʘʜʦ ʚʳʙʨʘʪʴ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʧʫʥʢʪ 

ʜʣʷ ʚʩʪʘʚʢʠ ʥʝʦʙʭʦʜʠʤʦʛʦ ʦʙʲʝʢʪʘ. ʇʨʠ ʚʩʪʘʚʢʝ 

ʷʯʝʝʢ ʚ ʪʘʙʣʠʮʫ ʦʩʪʘʣʴʥʳʝ ʷʯʝʡʢʠ, ʨʘʩʧʦʣʦʞʝʥ-

ʥʳʝ ʩʧʨʘʚʘ ʠʣʠ ʩʥʠʟʫ ʦʪ ʤʝʩʪʘ ʚʩʪʘʚʢʠ, ʧʝʨʝʤʝ-

ʱʘʶʪʩʷ, ʦʩʚʦʙʦʞʜʘʷ ʤʝʩʪʦ ʜʣʷ ʥʦʚʦʡ ʷʯʝʡʢʠ. 

ʈʝʞʠʤ ʜʦʙʘʚʣʝʥʠʷ ʷʯʝʝʢ ʚʳʙʠʨʘʝʪʩʷ ʚ ʦʪʢʨʳʚ-

ʰʝʤʩʷ  ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ɼʦʙʘʚʣʝʥʠʝ ʷʯʝʝʢ.  

ʇʦʜʦʙʥʳʤ ʦʙʨʘʟʦʤ ʨʘʙʦʪʘʝʪ ʢʦʤʘʥʜʘ ʋʜʘ-

ʣʠʪʴ, ʥʘʭʦʜʷʱʘʷʩʷ ʚ ʤʝʥʶ ʨʷʜʦʤ ʩ ʢʦʤʘʥʜʦʡ 

ɺʩʪʘʚʠʪʴ. ʇʨʠ ʵʪʦʤ ʧʨʠʣʝʞʘʱʠʝ ʷʯʝʡʢʠ ʩʤʝʱʘʶʪʩʷ, ʟʘʥʠʤʘʷ ʦʩʚʦʙʦʜʠʚʰʝʝʩʷ ʧʨʦ-

ʩʪʨʘʥʩʪʚʦ.  

ɽʩʣʠ ʧʨʠ ʫʜʘʣʝʥʠʠ ʠʣʠ ʜʦʙʘʚʣʝʥʠʠ ʷʯʝʝʢ ʥʘʜʦ ʠʟʙʝʞʘʪʴ ʠʟʤʝʥʝʥʠʡ ʨʘʟʤʝʨʦʚ 

ʪʘʙʣʠʮʳ, ʩʣʝʜʫʝʪ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʬʫʥʢʮʠʷʤʠ ʨʘʟʙʠʝʥʠʷ ʠʣʠ ʦʙʲʝʜʠʥʝʥʠʷ ʷʯʝʝʢ. 
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ʉʫʱʝʩʪʚʫʝʪ ʜʚʘ ʩʧʦʩʦʙʘ ʨʘʟʙʠʝʥʠʷ ʷʯʝʝʢ: 

1) ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʩʧʝʮʠʘʣʴʥʦʡ ʢʦʤʘʥʜʦʡ ʤʝʥʶ ʠʣʠ ʢʥʦʧʢʦʡ ʅʘʨʠʩʦʚʘʪʴ ʪʘʙ-

ʣʠʮʫ , ʨʘʩʧʦʣʦʞʝʥʥʦʡ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʊʘʙʣʠʮʳ ʠ ʛʨʘʥʠʮʳ. ɼʦʩʪʘʪʦʯʥʦ 

ʱʝʣʢʥʫʪʴ ʧʦ ʵʪʦʡ ʢʥʦʧʢʝ (ʧʨʠ ʵʪʦʤ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʧʨʝʚʨʘʪʠʪʩʷ ʚ ʢʘʨʘʥʜʘʰ ) ʠ 

ʧʨʦʚʝʩʪʠ ʣʠʥʠʶ, ʨʘʟʜʝʣʷʁ ʱʫʶ ʷʯʝʡʢʫ; 

2) ʚʳʜʝʣʠʪʴ ʦʜʥʫ ʠʣʠ ʥʝʩʢʦʣʴʢʦ ʷʯʝʝʢ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʊʘʙʣʠʮʘ / ʈʘʟʙʠʪʴ 

ʷʯʝʡʢʠ (ʘʥʘʣʦʛʠʯʥʘʷ ʢʦʤʘʥʜʘ ʝʩʪʴ ʠ ʚ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ). ʇʨʠ ʵʪʦʤ ʥʘ ʵʢʨʘʥ ʚʳʚʝ-

ʜʝʪʩʷ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʈʘʟʙʠʝʥʠʝ ʷʯʝʝʢ.  

ɼʣʷ ʦʙʲʝʜʠʥʝʥʠʷ ʥʝʩʢʦʣʴʢʠʭ ʷʯʝʝʢ ʚ ʦʜʥʫ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʦʙʲʝʜʠʥʷʝ-

ʤʳʝ ʷʯʝʡʢʠ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʊʘʙʣʠʮʘ / ʆʙʲʝʜʠʥʠʪʴ ʷʯʝʡʢʠ (ʘʥʘʣʦʛʠʯʥʘʷ ʢʦʤʘʥʜʘ 

ʝʩʪʴ ʠ ʚ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ). ɺ ʨʝʟʫʣʴʪʘʪʝ ʚʳʜʝʣʝʥʥʳʝ ʷʯʝʡʢʠ ʙʫʜʫʪ ʦʙʲʝʜʠʥʝʥʳ ʚ 

ʦʜʥʫ. ʄʦʞʥʦ ʪʘʢʞʝ ʚʳʧʦʣʥʠʪʴ ʦʙʲʝʜʠʥʝʥʠʝ ʷʯʝʝʢ, ʫʜʘʣʷʷ ʨʘʟʜʝʣʠʪʝʣʴʥʳʝ ʣʠʥʠʠ 

ʤʝʞʜʫ ʷʯʝʡʢʘʤʠ ʩ ʧʦʤʦʱʴʶ ʠʥʩʪʨʫʤʝʥʪʘ ʃʘʩʪʠʢ. 

ɺ ʪʘʙʣʠʮʫ, ʢʘʢ ʠ ʚ ʣʶʙʦʡ ʜʨʫʛʦʡ ʪʝʢʩʪ, ʤʦʞʥʦ ʚʩʪʘʚʠʪʴ ʧʨʠʥʫʜʠʪʝʣʴʥʳʡ ʨʘʟ-

ʨʳʚ ʩʪʨʘʥʠʮʳ, ʯʪʦʙʳ ʦʙʝʩʧʝʯʠʪʴ ʧʝʨʝʥʦʩ ʦʧʨʝʜʝʣʝʥʥʦʡ ʯʘʩʪʠ ʪʘʙʣʠʮʳ ʥʘ ʩʣʝʜʫʶ-

ʱʫʶ ʩʪʨʘʥʠʮʫ. ʂʨʦʤʝ ʵʪʦʛʦ, ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʨʘʟʙʠʚʢʫ ʪʘʙʣʠʮ,r ʢʦʛʜʘ ʥʘʜʦ 

ʨʘʟʜʝʣʠʪʴ ʦʜʥʫ ʪʘʙʣʠʮʫ ʥʘ ʜʚʝ ʠʣʠ ʚʩʪʘʚʠʪʴ ʪʝʢʩʪ ʧʝʨʝʜ ʪʘʙʣʠʮʝʡ, ʥʘʭʦʜʷʱʝʡʩʷ ʚ 

ʥʘʯʘʣʝ ʜʦʢʫʤʝʥʪʘ. ʊʦʛʜʘ ʜʣʷ ʚʩʪʘʚʢʠ ʨʘʟʨʳʚʘ ʩʪʨʘʥʠʮʳ ʥʘʜʦ ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ 

ʩʪʨʦʢʝ, ʢʦʪʦʨʘʷ ʜʦʣʞʥʘ ʦʪʦʙʨʘʞʘʪʴʩʷ ʚʥʘʯʘʣʝ ʩʣʝʜʫʶʱʝʡ ʩʪʨʘʥʠʮʳ, ʠ ʥʘʞʘʪʴ ʢʣʘ-

ʚʠʰʠ [Ctrl] + [Enter] ʠʣʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɺʩʪʘʚʢʘ / ʈʘʟʨʳʚ. ʏʪʦʙʳ ʨʘʟʙʠʪʴ ʪʘʙʣʠʮʫ 

ʥʘ ʜʚʝ ʯʘʩʪʠ, ʥʘʜʦ ʫʩʪʘʥʦʚʠʪ ɹʢʫʨʩʦʨ ʚ ʩʪʨʦʢʝ, ʢʦʪʦʨʘʷ ʜʦʣʞʥʘ ʩʪʘʪʴ ʧʝʨʚʦʡ ʩʪʨʦʢʦʡ 

ʚʦ ʚʪʦʨʦʡ ʯʘʩʪʠ ʪʘʙʣʠʮʳ, ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʊʘʙʣʠʮʘ / ʈʘʟʙʠʪʴ ʪʘʙʣʠʮʫ. 

ɽʩʣʠ ʪʘʙʣʠʮʘ ʨʘʩʧʦʣʦʞʝʥʘ ʥʘ ʥʝʩʢʦʣʴʢʠʭ ʩʪʨʘʥʠʮʘʭ, Word ʤʦʞʝʪ ʘʚʪʦʤʘʪʠʯʝ-

ʩʢʠ ʜʫʙʣʠʨʦʚʘʪʴ ʠʩʭʦʜʥʳʡ ʟʘʛʦʣʦʚʦʢ ʪʘʙʣʠʮʳ ʥʘ ʥʘʯʘʣʦ ʢʘʞʜʦʡ ʩʪʨʘʥʠʮʳ. ɼʣʷ 

ʵʪʦʛʦ ʩʣʝʜʫʝʪ ʚʳʜʝʣʠʪʴ ʟʘʛʦʣʦʚʦʢ ʪʘʙʣʠʮʳ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʊʘʙʣʠʮʘ / ɿʘʛʦʣʦʚʢʠ. 

ɺ Word 2010 ʘʥʘʣʦʛʠʯʥʘʷ ʢʦʤʘʥʜʘ ʚʳʙʠʨʘʝʪʩʷ ʠʟ ʚʢʣʘʜʢʠ ʄʘʢʝʪ ʚ ʛʨʫʧʧʝ ɼʘʥʥʳʝ 

ʥʘʞʘʪʠʝʤ ʢʥʦʧʢʠ ʇʦʚʪʦʨʠʪʴ ʩʪʨʦʢʠ ʟʘʛʦʣʦʚʢʦʚ.  

4  ʉʦʨʪʠʨʦʚʢʘ ʪʘʙʣʠʮ 

ʉʦʨʪʠʨʦʚʢʘ ï ʨʘʩʧʦʣʦʞʝʥʠʝ ʩʪʨʦʢ ʚ ʪʘʙʣʠʮʝ ʚ ʦʧʨʝʜʝʣʝʥʥʦʤ ʧʦʨʷʜʢʝ. ʏʘʱʝ 

ʚʩʝʛʦ ʥʝʦʙʭʦʜʠʤʦ ʩʦʨʪʠʨʦʚʘʪʴ ʩʪʨʦʢʠ ʧʦ ʜʘʥʥʳʤ ʦʜʥʦʛʦ ʠʣʠ ʥʝʩʢʦʣʴʢʠʭ ʩʪʦʣʙʮʦʚ. 

ʉʦʨʪʠʨʦʚʢʫ ʤʦʞʥʦ ʧʨʦʠʟʚʦʜʠʪʴ ʢʘʢ ʧʦ ʚʦʟʨʘʩʪʘʥʠʶ, ʪʘʢ ʠ ʧʦ ʫʙʚrʘʥʠʶ. 

ʇʨʠ ʩʦʨʪʠʨʦʚʢʝ ʧʦ ʚʦʟʨʘʩʪʘʥʠʶ ʠʩʧʦʣʴʟʫʝʪʩʷ ʩʣʝʜʫʶʱʠʡ ʧʦʨʷʜʦʢ: ʩʥʘʯʘʣʘ 

ʨʘʩʧʦʣʘʛʘʶʪʩʷ ʯʠʩʣʘ ʦʪ ʥʘʠʤʝʥʴʰʝʛʦ ʦʪʨʠʮʘʪʝʣʴʥʦʛʦ ʜʦ ʥʘʠʙʦʣʴʰʝʛʦ ʧʦʣʦʞʠʪʝʣʴ-

ʥʦʛʦ, ʟʘʪʝʤ ï ʨʘʟʣʠʯʥʳʝ ʟʥʘʢʠ (+, -, ! ʠ ʜʨ.), ʘʥʛʣʠʡʩʢʠʝ ʙʫʢʚʳ ʠ ʙʫʢʚʳ ʢʠʨʠʣʣʠʮʳ. 

ʇʨʠ ʩʦʨʪʠʨʦʚʢʝ ʧʦ ʫʙʳʚʘʥʠʶ ʧʦʨʷʜʦʢ ʠʟʤʝʥʷʝʪʩʷ ʥʘ ʦʙʨʘʪʥʳʡ. 

ʇʨʠ ʩʦʨʪʠʨʦʚʢʝ ʩʪʨʦʢʘ ʟʘʛʦʣʦʚʢʦʚ ʩʪʦʣʙʮʦʚ ʦʙʳʯʥʦ ʥʝ ʫʯʘʩʪʚʫʝʪ ʚ ʩʦʨʪʠʨʦʚʢʝ 

ʚʤʝʩʪʝ ʩ ʦʩʪʘʣʴʥʳʤʠ ʩʪʨʦʢʘʤʠ, ʥʦ ʩʦʨʪʠʨʫʝʤʘʷ ʪʘʙʣʠʮʘ ʤʦʞʝʪ ʠ ʥʝ ʠʤʝʪʴ ʟʘʛʦʣʦʚ-

ʢʦʚ ʩʪʦʣʙʮʦʚ. ʇʦʩʣʝʜʥʷʷ ʩʪʨʦʢʘ ʚʢʣʶʯʘʝʪʩʷ ʚ ʜʠʘʧʘʟʦʥ ʩʦʨʪʠʨʦʚʢʠ, ʧʦʵʪʦʤʫ ʥʝʞʝ-

ʣʘʪʝʣʴʥʦ ʩʦʨʪʠʨʦʚʘʪʴ ʪʘʙʣʠʮʳ, ʩʦʜʝʨʞʘʱʠʝ ʠʪʦʛʦʚʳʝ ʩʪʨʦʢʠ. 

ʂʘʢ ʧʨʘʚʠʣʦ, ʧʨʠ ʩʦʨʪʠʨʦʚʢʝ ʫʧʦʨʷʜʦʯʠʚʘʶʪʩʷ ʮʝʣʠʢʦʤ ʩʪʨʦʢʠ, ʥʦ ʤʦʞʥʦ ʩʦʨ-

ʪʠʨʦʚʘʪʴ ʠ ʦʪʜʝʣʥɹʳʝ ʷʯʝʡʢʠ ʩʪʦʣʙʮʘ. 

ɼʣʷ ʩʦʨʪʠʨʦʚʢʠ ʧʦʣʝʡ ʪʘʙʣʠʮʳ ʥʘʜʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʢʦʤʘʥʜʦʡ ʉʦʨʪʠʨʦʚʢʘ ʚ 

ʤʝʥʶ ʊʘʙʣʠʮʘ. ɺ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʉʦʨʪʠʨʦʚʢʘ ʚ ʩʧʠʩʢʝ ʧʦʣʷ ʉʥʘʯʘʣʘ ʧʦ ʥʘʜʦ ʚr -

ʙʨʘʪɹ ʩʪʦʣʙʝʮ, ʧʦ ʜʘʥʥʳʤ ʢʦʪʦʨʦʛʦ ʙʫʜʝʪ ʚʳʧʦʣʥʷʪʴʩʷ ʩʦʨʪʠʨʦʚʢʘ ʪʘʙʣʠʮʳ. ɺ ʩʧʠʩ-

ʢʝ ʧʦʣʷ ʪʠʧ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʪʠʧ ʜʘʥʥʳʭ, ʧʦ ʢʦʪʦʨʳʤ ʩʦʨʪʠʨʫʝʪʩʷ ʪʘʙʣʠʮʘ, ʥʦ ʦʙʳʯ-
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ʥʦ Word ʵʪʦ ʜʝʣʘʝʪ ʘʚʪʦʤʘʪʠʯʝʩʢʠ. ʋʩʪʘʥʦʚʠʪ ɹʥʘʧʨʘʚʣʝʥʠʝ ʩʦʨʪʠʨʦʚʢʠ (ʧʦ ʚʦʟʨʘʩ-

ʪʘʥʠʶ ʠʣʠ ʧʦ ʫʙʳʚʘʥʠʶ) ʤʦʞʥʦ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʤ ʧʝʨʝʢʣʶʯʘʪʝʣʝʤ. 

ɽʩʣʠ ʩʪʦʣʙʝʮ, ʧʦ ʢʦʪʦʨʦʤʫ ʚʳʧʦʣʥʷʝʪʩʷ ʩʦʨʪʠʨʦʚʢʘ, ʩʦʜʝʨʞʠʪ ʧʦʚʪʦʨʷʶʱʠʝʩʷ 

ʟʘʧʠʩʠ, ʤʦʞʥʦ ʚʳʧʦʣʥʠʪʴ ʤʥʦʛʦʫʨʦʚʥʝʚʫʶ 

ʩʦʨʪʠʨʦʚʢʫ. ɼʣʷ ʵʪʦʛʦ ʩʣʝʜʫʝʪ ʚ ʦʢʥʝ ʉʦʨ-

ʪʠʨʦʚʢʘ ʚ ʩʧʠʩʢʝ ʧʦʣʷ ɿʘʪʝʤ ʧʦ ʚʳʙʨʘʪʴ 

ʩʪʦʣʙʝʮ, ʧʦ ʜʘʥʥʳʤ ʢʦʪʦʨʦʛʦ ʩʣʝʜʫʝʪ ʩʦʨʪʠ-

ʨʦʚʘʪʴ ʩʪʨʦʢʠ ʪʘʙʣʠʮʳ ʧʦʩʣʝ ʩʦʨʪʠʨʦʚʢʠ ʧʦ 

ʜʘʥʥʳʤ ʧʝʨʚʦʛʦ ʩʪʦʣʙʮʘ. ʇʨʠ ʥʘʣʠʯʠʠ ʧʦʚʪʦ-

ʨʷʶʱʠʭʩʷ ʟʘʧʠʩʝʡ ʚ ʧʝʨʚʦʤ ʠ ʚʪʦʨʦʤ ʩʪʦʣʙ-

ʮʘʭ ʤʦʞʥʦ ʧʨʦʠʟʚʝʩʪʠ ʝʱʝ ʦʜʥʫ ʩʦʨʪʠʨʦʚʢʫ.  

ʂʥʦʧʢʘ  ʉʦʨʪʠʨʦʚʢʘ ʥʘ ʧʘʥʝʣʠ ʠʥ-

ʩʪʨʫʤʝʥʪʦʚ ʟʘʜʘʝʪ ʚʳʧʦʣʥʝʥʠʝ ʩʦʨʪʠʨʦʚʢʠ 

ʪʦʣʴʢʦ ʧʦ ʚʦʟʨʘʩʪʘʥʠʶ, ʙʝʟ ʦʪʢʨʳʪʠʷ ʜʠʘʣʦʛʦ-

ʚʦʛʦ ʦʢʥʘ ʩʦʨʪʠʨʦʚʢʠ (ʚ Word 2010 ʵʪʘ ʢʥʦʧʢʘ 

ʨʘʩʧʦʣʦʞʝʥʘ ʚ ʛʨʫʧʧʝ ɸʙʟʘʮ ʚʢʣʘʜʢʠ ɻʣʘʚʥʘʷ ʠʣʠ ʚ ʛʨʫʧʧʝ ɼʘʥʥʳʝ ʚʢʣʘʜʢʠ ʄʘʢʝʪ). 

5  ɺʳʯʠʩʣʝʥʠʷ ʚ ʪʘʙʣʠʮʝ 

ɺ ʪʘʙʣʠʮʘʭ Word ʤʦʞʥʦ ʚʳʧʦʣʥʷʪʴ ʥʝʩʣʦʞʥʳʝ ʚʳʯʠʩʣʝʥʠʷ ʩ ʠʩʧʦʣʴʟʦʚʘʥʠʝʤ 

ʬʦʨʤʫʣ. ʈʘʩʩʤʦʪʨʠʤ ʧʦʨʷʜʦʢ ʦʨʛʘʥʠʟʘʮʠʠ ʚʳʯʠʩʣʝʥʠʷ ʩʫʤʤʳ ʯʠʩʝʣ ʚ ʩʪʦʣʙʮʝ ʠʣʠ 

ʩʪʨʦʢʝ: 

1) ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ ʷʯʝʡʢʫ, ʚ ʢʦʪʦʨʦʡ ʥʘʜʦ ʧʦʣʫʯʠʪʴ ʨʝʟʫʣʴʪʘʪ ʚʳʯʠʩʣʝʥʠʷ; 

2) ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʊʘʙʣʠʮʘ / ʌʦʨʤʫʣʘ (ʚ Word 2010 ʢʦʤʘʥʜʘ ʥʘʭʦʜʠʪʩʷ ʥʘ 

ʚʢʣʘʜʢʝ ʄʘʢʝʪ ʚ ʛʨʫʧʧʝ ɼʘʥʥʳʝ); 

3) ʚ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʌʦʨʤʫʣʘ ʚ ʧʦʣʝ ʌʦʨʤʫ-

ʣʘ ʥʘʜʦ ʚʚʝʩʪʠ ʬʦʨʤʫʣʫ.  

ɼʣʷ ʚʳʙʦʨʘ ʬʫʥʢʮʠʠ ʤʦʞʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ 

ʩʧʠʩʢʦʤ ʧʦʣʷ ɺʩʪʘʚʠʪʴ ʬʫʥʢʮʠʶ. ɽʩʣʠ ʚʳʜʝʣʝʥʥʘʷ 

ʷʯʝʡʢʘ ʥʘʭʦʜʠʪʩʷ ʥʠʞʝ ʷʯʝʝʢ ʩ ʯʠʩʣʘʤʠ, Word ʩʨʘʟʫ 

ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʩʬʦʨʤʠʨʫʝʪ ʬʦʨʤʫʣʫ =SUM(ABOVE) 

ʚ ʧʦʣʝ ʌʦʨʤʫʣʘ ʵʪʦʛʦ ʦʢʥʘ, ʯʪʦ ʦʟʥʘʯʘʝʪ ʩʫʤʤʠʨʦ-

ʚʘʥʠʝ ʚʩʝʭ ʚʳʰʝʨʘʩʧʦʣʦʞʝʥʥʳʭ ʷʯʝʝʢ. ɽʩʣʠ ʚʳʜʝ-

ʣʝʥʥʘʷ ʷʯʝʡʢʘ ʥʘʭʦʜʠʪʩʷ ʧʨʘʚʝʝ ʷʯʝʝʢ ʩ ʯʠʩʣʘʤʠ, ʙʫʜʝʪ ʟʘʧʠʩʘʥʘ ʬʦʨʤʫʣʘ 

=SUM(LEFT), ʯʪʦ ʦʟʥʘʯʘʝʪ ʩʫʤʤʠʨʦʚʘʥʠʝ ʚʩʝʭ ʩʣʝʚʘ ʨʘʩʧʦʣʦʞʝʥʥʳʭ ʷʯʝʝʢ. ɽʩʣʠ 

Word ʧʨʝʜʣʘʛʘʝʪ ʬʦʨʤʫʣʫ, ʢʦʪʦʨʘʷ ʥʝ ʧʦʜʭʦʜʠʪ ʜʣʷ ɺʘʰʠʭ ʚʳʯʠʩʣʝʥʠʡ, ʪʦ ʝʝ ʤʦʞ-

ʥʦ ʠʟʤʝʥʠʪʴ, ʚʳʙʨʘʚ ʠʟ ʩʧʠʩʢʘ ʬʫʥʢʮʠʡ ʧʦʜʭʦʜʷʱʫʶ.  

ʉʪʦʣʙʮʳ ʪʘʙʣʠʮʳ ʥʫʤʝʨʫʶʪʩʷ ʣʘʪʠʥʩʢʠʤʠ ʙʫʢʚʘʤʠ: A, B, C, D, E, é, ʘ ʩʪʨʦʢʠ ï 

ʯʠʩʣʘʤʠ, ʧʦʜʦʙʥʦ ʥʫʤʝʨʘʮʠʠ ʷʯʝʝʢ ʚ MS Excel. ʇʦʵʪʦʤʫ ʜʣʷ ʚʳʯʠʩʣʝʥʠʷ ʩʫʤʤʳ 

ʧʝʨʚʳʭ ʧʷʪʠ ʯʠʩʣʦʚʳʭ ʟʥʘʯʝʥʠʡ ʯʝʪʚʝʨʪʦʛʦ ʩʪʦʣʙʮʘ ʪʘʙʣʠʮʳ (ʟʘ ʠʩʢʣʶʯʝʥʠʝʤ ʷʯʝʡ-

ʢʠ ʩʪʨʦʢʠ ʟʘʛʦʣʦʚʢʘ) ʬʦʨʤʫʣʘ ʤʦʞʝʪ ʠʤʝʪʴ ʚʠʜ: = SUM(D2:D6). 

ʉʧʠʩʦʢ ʬʫʥʢʮʠʡ, ʚʭʦʜʷʱʠʭ ʚ ʩʦʩʪʘʚ Word:  

=ABS(ʭ) ï ʘʙʩʦʣʶʪʥʦʝ ʟʥʘʯʝʥʠʝ ʦʜʥʦʛʦ ʯʠʩʣʘ ʭ (ʤʦʜʫʣʴ);  

=AVERAGE( ) ï ʩʨʝʜʥʝʝ ʟʥʘʯʝʥʠʝ ʯʠʩʣʦʚʳʭ ʵʣʝʤʝʥʪʦʚ; 

=AND(ʭ, y) ï ʣʦʛʠʯʝʩʢʦʝ ñʀò, ʨʝʟʫʣʴʪʘʪ ï 1 (ʠʩʪʠʥʘ), ʝʩʣʠ ʦʙʘ ʣʦʛʠʯʝʩʢʠʝ ʚʳ-

ʨʘʞʝʥʠʷ x ʠ y ʠʩʪʠʥʥʳ, ʠʣʠ 0 (ʣʦʞʴ), ʝʩʣʠ ʭʦʪʷ ʙʳ ʦʜʥʦ ʠʟ ʥʠʭ ʣʦʞʥʦ; 

=COUNT( ) ï ʢʦʣʠʯʝʩʪʚʦ ʯʠʩʣʦʚʳʭ ʵʣʝʤʝʥʪʦʚ; 
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=DEFINED(x) ï ʜʦʧʫʩʪʠʤʦʩʪʴ ʟʥʘʯʝʥʠʷ, ʨʝʟʫʣʴʪʘʪ ï 1 (ʠʩʪʠʥʘ), ʝʩʣʠ ʚʳʨʘʞʝʥʠʝ 

x ʜʦʧʫʩʪʠʤʦ, ʠʣʠ 0 (ʣʦʞʴ), ʝʩʣʠ ʦʥʦ ʥʝ ʤʦʞʝʪ ʙʳʪʴ ʚʳʯʠʩʣʝʥʦ; 

=FALSE ï 0 (ʥʫʣʴ, ʣʦʞʴ); 

=IF(x, y, z) ï ʧʨʦʚʝʨʢʘ ʫʩʣʦʚʠʷ x, ʨʝʟʫʣʴʪʘʪ ï y, ʝʩʣʠ ʫʩʣʦʚʠʝ x ʠʩʪʠʥʥʦ, ʠʣʠ z, 

ʝʩʣʠ ʦʥʦ ʣʦʞʥʦ. ɿʥʘʯʝʥʠʷ ʫ ʠ z ʤʦʛʫʪ ʙʳʪʴ ʯʠʩʣʘʤʠ ʠʣʠ ʩʪʨʦʢʘʤʠ;  

=INT(x) ï ʮʝʣʘʷ ʯʘʩʪʴ ʯʠʩʣʘ ʠʣʠ ʟʥʘʯʝʥʠʷ ʬʦʨʤʫʣʳ x; 

=MAX( ) ï ʥʘʠʙʦʣʴʰʝʝ ʟʥʘʯʝʥʠʝ ʚ ʩʧʠʩʢʝ; 

=MIN( ) ï ʥʘʠʤʝʥʴʰʝʝ ʟʥʘʯʝʥʠʝ ʚ ʩʧʠʩʢʝ; 

=MOD(x, y) ï ʦʩʪʘʪʦʢ ʦʪ ʜʝʣʝʥʠʷ ʯʠʩʣʘ x ʥʘ y; 

=NOT(x) ï ʣʦʛʠʯʝʩʢʦʝ ñʅɽò (ʠʥʚʝʨʩʠʷ), ʨʝʟʫʣʴ-

ʪʘʪ ï 0 (ʣʦʞʴ), ʝʩʣʠ ʣʦʛʠʯʝʩʢʦʝ ʚʳʨʘʞʝʥʠʝ x ʠʩʪʠʥʥʦ, 

ʠʣʠ 1 (ʠʩʪʠʥʘ), ʝʩʣʠ ʦʥʦ ʣʦʞʥʦ; 

=OR(x, y) ï ʣʦʛʠʯʝʩʢʦʝ ñʀʃʀò, ʨʝʟʫʣʴʪʘʪ ï 1 (ʠʩ-

ʪʠʥʘ), ʝʩʣʠ ʭʦʪʷ ʙʳ ʦʜʥʦ ʠʟ ʜʚʫʭ ʣʦʛʠʯʝʩʢʠʭ ʚʳʨʘʞʝ-

ʥʠʡ x ʠ y ʠʩʪʠʥʥʦ, ʠʣʠ 0 (ʣʦʞʴ), ʝʩʣʠ ʦʙʘ ʦʥʠ ʣʦʞʥʳ; 

=PRODUCT( ) ï ʧʨʦʠʟʚʝʜʝʥʠʝ ʯʠʩʣʦʚʳʭ ʟʥʘʯʝ-

ʥʠʡ, ʚʢʣʶʯʝʥʥʳʭ ʚ ʩʧʠʩʦʢ. ʅʘʧʨʠʤʝʨ, ʬʫʥʢʮʠʷ 

{  = PRODUCT (1;3;7;9) } ʚʦʟʚʨʘʱʘʝʪ ʟʥʘʯʝʥʠʝ 189; 

=ROUND(x, y) ï ʦʢʨʫʛʣʝʥʠʝ ʟʥʘʯʝʥʠʷ x ʜʦ ʫʢʘʟʘʥʥʦʛʦ ʜʝʩʷʪʠʯʥʦʛʦ ʨʘʟʨʷʜʘ y 

(x ʤʦʞʝʪ ʙʳʪʴ ʯʠʩʣʦʤ ʠʣʠ ʟʥʘʯʝʥʠʝʤ ʬʦʨʤʫʣ )r; 

=SIGN(x) ï ʟʥʘʢ ʯʠʩʣʘ: 1 (ʝʩʣʠ x > 0) ʠʣʠ ï1 (ʝʩʣʠ x < 0); 

=SUM( ) ï ʩʫʤʤʘ ʟʥʘʯʝʥʠʡ ʠʣʠ ʬʦʨʤʫʣ, ʚʢʣʶʯʝʥʥʳʭ ʚ ʩʧʠʩʦʢ; 

=TRUE ï 1 (ʝʜʠʥʠʮʘ, ʠʩʪʠʥʥʘ). 

ʇʨʠ ʞʝʣʘʥʠʠ ʚ ʩʧʠʩʢʝ ʧʦʣʷ ʌʦʨʤʘʪ ʯʠʩʣʘ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʬʦʨʤʘʪ ʯʠʩʣʦʚʦʛʦ 

ʨʝʟʫʣʴʪʘʪʘ ʚʳʯʠʩʣʝʥʠʷ (ʯʠʩʣʦʚʦʡ ʩ ʨʘʟʜʝʣʠʪʝʣʝʤ ʨʘʟʨʷʜʦʚ, ʜʝʥʝʞʥʳʡ, ʧʨʦʮʝʥʪʥʳʡ). 

ʉʣʝʜʫʝʪ ʠʤʝʪʴ ʚ ʚʠʜʫ, ʯʪʦ ʚ ʦʪʣʠʯʠʝ ʦʪ Excel, Word ʥʝ ʦʙʥʦʚʣʷʝʪ ʨʝʟʫʣʴʪʘʪʳ 

ʚʳʯʠʩʣʝʥʠʡ ʘʚʪʦʤʘʪʠʯʝʩʢʠ. ɼʣʷ ʧʝʨʝʩʯʝʪʘ ʩʣʝʜʫʝʪ ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʫ ʠ ʥʘʞʘʪʴ ʢʣʘ-

ʚʠʫh [F9] ʠʣʠ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʡ ʢʦʤʘʥʜʦʡ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ.  

6  ʈʘʟʤʝʱʝʥʠʝ ʪʘʙʣʠʮʳ ʚ ʜʦʢʫʤʝʥʪʝ 

ɺʩʪʘʚʣʝʥʥʘʷ ʚ ʜʦʢʫʤʝʥʪ ʪʘʙʣʠʮʘ ʧʦ ʫʤʦʣʯʘʥʠʶ ʨʘʟʤʝʱʘʝʪʩʷ ʙʝʟ ʦʙʪʝʢʘʥʠʷ ʪʝʢ-

ʩʪʦʤ ʩ ʚʳʨʘʚʥʠʚʘʥʠʝʤ ʧʦ ʣʝʚʦʤʫ ʧʦʣʶ ʩʪʨʘʥʠʮʳ. 

ʀʟʤʝʥʠʪʴ ʧʦʣʦʞʝʥʠʝ ʪʘʙʣʠʮʳ ʤʦʞʥʦ, ʧʝʨʝʪʘʱʠʚ ʝʝ ʤʳʰʴʶ. ɼʣʷ ʵʪʦʛʦ ʥʘʜʦ 

ʥʘʚʝʩʪʠ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʤʘʨʢʝʨ ʧʝʨʝʤʝʱʝʥʠʷ ʪʘʙʣʠʮʳ, ʨʘʩʧʦʣʦʞʝʥʥʳʡ ʦʢʦʣʦ ʝʝ 

ʚʝʨʭʥʝʛʦ ʣʝʚʦʛʦ ʫʛʣʘ ʪʘʢ, ʯʪʦʙʳ ʦʢʦʣʦ ʥʝʛʦ ʦʪʦʙʨʘʟʠʣʘʩʴ ʯʝʪʳʨʝʭʥʘʧʨʘʚʣʝʥʥʘʷ 

ʩʪʨʝʣʢʘ, ʠ ʧʝʨʝʪʘʱʠʪʴ ʪʘʙʣʠʮʫ ʤʳʰʴʶ, ʫʜʝʨʞʠʚʘʷ ʤʘʨʢʝʨ. ɺ ʧʨʦʮʝʩʩʝ ʧʝʨʝʪʘʩʢʠʚʘ-

ʥʠʷ ʛʨʘʥʠʮʘ ʪʘʙʣʠʮʳ ʙʫʜʝʪ ʦʪʦʙʨʘʞʘʪʴʩʷ ʧʫʥʢʪʠʨʦʤ. 

ʏʪʦʙʳ ʥʘʩʪʨʦʠʪʴ ʧʦʣʦʞʝʥʠʝ ʪʘʙʣʠʮʳ ʥʘ ʩʪʨʘʥʠʮʝ ʜʦʢʫʤʝʥʪʘ ʥʘʜʦ ʟʘʜʘʪʴ ʨʝʞʠ-

ʤʳ ʚʳʨʘʚʥʠʚʘʥʠʷ ʠ ʦʙʪʝʢʘʥʠʷ ʪʝʢʩʪʦʤ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʉʚʦʡʩʪʚʘ ʪʘʙʣʠʮʳ, ʢʦʪʦ-

ʨʦʝ ʦʪʢʨʳʚʘʝʪʩʷ ʢʦʤʘʥʜʦʡ ʊʘʙʣʠʮʘ / ʉʚʦʡʩʪʚʘ ʪʘʙʣʠʮʳ ʠʣʠ ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ. 

(ɺ Word 2010 ʢʥʦʧʢʘ ʉʚʦʡʩʪʚʘ ʥʘʭʦʜʠʪʩʷ ʚʦ ʚʢʣʘʜʢʝ ʄʘʢʝʪ ʚ ʛʨʫʧʧʝ ʊʘʙʣʠʮʘ.) 

ɼʣʷ ʦʪʢʘʟʘ ʦʪ ʨʝʞʠʤʘ ʦʙʪʝʢʘʥʠʷ ʪʘʙʣʠʮʳ ʥʘʜʦ ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ ʣʶʙʦʡ ʷʯʝʡ-

ʢʝ ʪʘʙʣʠʮʳ, ʚ ʦʢʥʝ ʉʚʦʡʩʪʚʘ ʪʘʙʣʠʮʳ ʚ ʨʘʟʜʝʣʝ ʆʙʪʝʢʘʥʠʝ ʚʳʙʨʘʪʴ ʨʝʞʠʤ ï ʥʝʪ. 
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ɿʘʜʘʥʠʝ 

1) ʉʦʟʜʘʡʪʝ ʥʦʚrʡ ʜʦʢʫʤʝʥʪ ʩ ʠʤʝʥʝʤ ʌʘʤʠʣʠʷ_5_ʧ.doc, ʚ ʥʘʯʘʣʝ ʢʦʪʦʨʦʛʦ ʩʦ-

ʟʜʘʡʪʝ ʟʘʛʦʣʦʚʦʢ ʩ ʥʦʤʝʨʦʤ ʠ ʪʝʤʦʡ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦʪʳ (ʢʘʢ ʚ ʧʨʝʜʳʜʫʱʠʭ ʨʘʙʦ-

ʪʘʭ). 

2) ʆʪʢʨʦʡʪʝ ʬʘʡʣ ʌʘʤʠʣʠʷ_4_ʧ.doc ʠ ʧʝʨʝʤʝʩʪʠʪʝʩʴ ʢ ʧʝʨʚʦʡ, ʩʦʟʜʘʥʥʦʡ ʥʘ 

ʧʨʝʜʳʜʫʱʝʡ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦʪʝ ʪʘʙʣʠʮʝ. ʉʢʦʧʠʨʫʡʪʝ ʪʘʙʣʠʮʫ (ʤʦʞʥʦ ʙʝʟ ʧʝʨʚʦʡ 

ʩʪʨʦʢʠ ʟʘʛʦʣʦʚʢʘ) ʠ ʚʩʪʘʚʴʪʝ ʝʝ ʚ ʬʘʡʣ ʌʘʤʠʣʠʷ_5_ʧ.doc ʥʠʞʝ ʟʘʛʦʣʦʚʢʘ. 

3) ʅʠʞʝ ʚʩʪʘʚʣʝʥʥʦʡ ʪʘʙʣʠʮʳ ʩʦʟʜʘʡʪʝ ʜʠʘʛʨʘʤʤʫ ʦʜʥʠʤ ʠʟ ʪʨʝʭ ʩʧʦʩʦʙʦʚ:  

- ʢʦʤʘʥʜʦʡ ɺʩʪʘʚʢʘ / ʈʠʩʫʥʦʢ / ɼʠʘʛʨʘʤʤʘ;  

- ʢʦʤʘʥʜʦʡ ɺʩʪʘʚʢʘ / ʆʙʲʝʢʪ / ɼʠʘʛʨʘʤʤʘ Microsoft Graph;  

- ʱʝʣʯʢʦʤ ʥʘ ʢʥʦʧʢʝ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʩ ʠʟʦʙʨʘʞʝʥʠʝʤ ʜʠʘʛʨʘʤʤʳ .  

(ɺ Word 2010 ʢʥʦʧʢʘ ɼʠʘʛʨʘʤʤʘ ʥʘʭʦʜʠʪʩʷ ʚʦ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ ʚ ʛʨʫʧʧʝ ʀʣʣʶʩʪʨʘʮʠʠ.)  

ɺʳʧʦʣʥʝʥʠʝ ʢʦʤʘʥʜʳ ʧʨʠʚʝʜʝʪ ʢ ʧʦʷʚʣʝʥʠʶ ʜʚʫʭ ʦʢʦʥ: ʦʢʥʦ ʩ ʦʙʨʘʟʮʦʤ ʜʘʥ-

ʥʳʭ ʠ ʦʢʥʦ ʩ ʦʙʨʘʟʮʦʤ ʛʨʘʬʠʢʘ, ʢʘʢ ʵʪʦ ʧʦʢʘʟʘʥʦ ʥʘ ʨʠʩʫʥʢʝ ʚ ʨʘʟʜʝʣʝ ʩ ʪʝʦʨʝʪʠʯʝ-

ʩʢʠʤʠ ʩʚʝʜʝʥʠ̫ ʤʠ ʵʪʦʡ ʨʘʙʦʪʳ. 

4) ʇʝʨʝʡʜʠʪʝ ʚ ʩʢʦʧʠʨʦʚʘʥʥʫʶ ʪʘʙʣʠʮʫ, ʚʳʜʝʣʠʪʝ ʠ ʩʢʦʧʠʨʫʡʪʝ ʩʪʦʣʙʮʳ 3 ʠ 4 

ʚʤʝʩʪʝ ʩ ʟʘʛʦʣʦʚʢʘʤʠ (ʧʨʠ ʵʪʦʤ ʠʟ ʪʝʢʩʪʦʚʳʭ ʜʘʥʥʳʭ ʩʪʦʣʙʮʘ 3 ʙʫʜʝʪ ʩʬʦʨʤʠʨʦʚʘʥʘ 

ʣʝʛʝʥʜʘ ʜʠʘʛʨʘʤʤʳ). ɺʝʨʥʠʪʝʩʴ ʚ ʦʢʥʦ ʜʠʘʛʨʘʤʤʳ, ʜʚʘʞʜʳ ʱʝʣʢʥʫʚ ʧʦ ʥʝʡ, ʠ, ʜʣʷ 

ʦʜʥʦʚʨʝʤʝʥʥʦʛʦ ʚʳʜʝʣʝʥʠʷ ʚʩʝʡ ʪʘʙʣʠʮʳ ʜʘʥʥʳʭ, ʥʘʞʤʠʪʝ ʥʘ ʫʛʣʦʚʦʡ ʚʝʨʭʥʝʡ ʣʝ-

ʚʦʡ ʷʯʝʡʢʝ ʟʘʛʦʣʦʚʢʘ. ɺ ʧrʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʚʩʪʘʚʢʠ (ʧʨʠ ʵʪʦʤ ʚ ʩʪʦʣʙʝʮ ɸ ʜʠʘʛʨʘʤ-

ʤʳ ʙʫʜʫʪ ʚʩʪʘʚʣʝʥʳ ʯʠʩʣʦʚʳʝ ʜʘʥʥʳʝ ʚʪʦʨʦʛʦ ʠʟ ʩʢʦʧʠʨʦʚʘʥʥʳʭ ʩʪʦʣʙʮʦʚ).  

ʆʩʪʘʚʰʠʝʩʷ ʦʪ ʠʩʭʦʜʥʦʡ ʪʘʙʣʠʮʳ ʩʪʦʣʙʮʳ B, C ʠ D ʩ ʜʘʥʥʳʤʠ ʥʘʜʦ ʫʜʘʣʠʪʴ. 

ʇʨʠ ʵʪʦʤ ʟʘʯʘʩʪʫʶ ʚʦʟʥʠʢʘʝʪ ʦʜʠʥ ʥʶʘʥʩ. ʅʝ ʜʦʩʪʘʪʦʯʥʦ ʫʜʘʣʠʪʴ ʪʦʣʴʢʦ ʩʦʜʝʨʞʠ-

ʤʦʝ ʵʪʠʭ ʩʪʦʣʙʮʦʚ, ʪʘʢ ʢʘʢ ʦʩʪʘʥʫʪʩʷ ñʚʢʣʶʯʝʥʥʳʤʠò ʵʪʠ ʩʪʦʣʙʮʳ, ʘ ʥʘ ʩʘʤʦʡ ʜʠʘ-

ʛʨʘʤʤʝ ʦʩʪʘʥʝʪʩʷ ʧʫʩʪʦʝ ʤʝʩʪʦ, ʟʘʨʝʟʝʨʚʠʨʦʚʘʥʥʦʝ ʵʪʠʤʠ ʩʪʦʣʙʮʘʤʠ (ʩʤ. ʜʠʘʛʨʘʤʤʫ 

ʩʣʝʚʘ). ɼʣʷ ʠʩʧʨʘʚʣʝʥʠʷ ʠʣʠ ʥʝʜʦʧʫʱʝʥʠʷ ʵʪʦʡ ʦʰʠʙʢʠ ʧʝʨʝʜ ʫʜʘʣʝʥʠʝʤ ʥʘʜʦ ʚʳ-

ʜʝʣʠʪʴ ʩʪʦʣʙʮʳ B, C ʠ D, ʥʘʞʘʪʠʝʤ ʥʝʧʦʩʨʝʜʩʪʚʝʥʥʦ ʥʘ ʟʘʛʦʣʦʚʢʠ ʵʪʠʭ ʩʪʦʣʙʮʦʚ 

(ʷʯʝʡʢʠ ʩʝʨʦʛʦ ʮʚʝʪʘ ʩ ʙʫʢʚʘʤʠ B, C ʠ D). ʇʦʩʣʝ ʫʜʘʣʝʥʠʷ, ʚʳʧʦʣʥʝʥʥʦʛʦ ʪʘʢʠʤ ʦʙ-

ʨʘʟʦʤ, ʜʠʘʛʨʘʤʤʘ ʧʨʠʦʙʨʝʪʝʪ ʙʦʣʝʝ ñʛʨʘʤʦʪʥʳʡò ʚʠʜ, ʧʦʢʘʟʘʥʥʳʡ ʩʧʨʘʚʘ. 
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5) ʉʢʦʧʠʨʫʡʪʝ ʧʦʣʫʯʝʥʥʫʶ ʜʠʘʛʨʘʤʤʫ ʠ ʚʩʪʘʚʴʪʝ ʝʝ ʝʱʝ ʨʘʟ ʥʠʞʝ. ɼʣʷ ʚʪʦʨʦʡ 

ʜʠʘʛʨʘʤʤʳ, ʠʩʧʦʣʟɹʫʷ ʢʦʤʘʥʜʳ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ, ʠʟʤʝʥʠʪʝ ʧʦ ʩʚʦʝʤʫ ʚʢʫʩʫ ʪʠʧ 

ʜʠʘʛʨʘʤʤʳ ʠ ʜʨʫʛʠʝ ʝʝ ʧʘʨʘʤʝʪʨʳ, ʚʢʣʶʯʘʷ ʩʧʦʩʦʙ rʟʘʣʠʚʢʠ ʮʚʝʪʦʤ ʨʷʜʦʚ ʜʘʥʥʳʭ 

ʠ ʩʪʝʥʦʢ.  



ʉʦʟʜʘʥʠʝ ʜʠʘʛʨʘʤʤ ʠ ʤʘʪʝʤʘʪʠʯʝʩʢʠʭ ʬʦʨʤʫʣ ʚ MS Word 55 

ʇʨʠʤʝʨr ʜʠʘʛʨʘʤʤ ʧʦʩʣʝ ʧʦʜʦʙʥʳʭ ʧʨʝʦʙʨʘʟʦʚʘʥʠʡ:  
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6)  ʉʦʟʜʘʡʪʝ ʝʱʝ ʦʜʥʫ ʜʠʘʛʨʘʤʤʫ ñɿʘʚʠʩʠʤʦʩʪʴ ʠʟʥʦʩʘ ʦʪ ʧʨʦʡʜʝʥʥʦʛʦ ʧʫʪʠò 

ʩ ʪʠʧʦʤ ï ʊʦʯʝʯʥʘʷ (ʩʦ ʩʛʣʘʞʠʚʘʶʱʠʤʠ ʣʠʥʠʷʤʠ).  

ɿʘʚʠʩʠʤʦʩʪʴ ʠʟʥʦʩʘ ʦʪ ʧʨʦʡʜʝʥʥʦʛʦ ʧʫʪʠ
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ɼʣʷ ʩʦʟʜʘʥʠʷ ʪɻʦʡ ʜʠʘʛʨʘʤʤʳ ʥʘʜʦ ʚʳʧʦʣʥʠʪʴ ʪʘʢʫʶ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʝʡ-

ʩʪʚʠʡ:  

ʘ) ʚʩʪʘʚʴʪʝ ʥʦʚʫʶ ʜʠʘʛʨʘʤʤʫ ʦʜʥʠʤ ʠʟ ʪʨʝʭ ʩʧʦʩʦʙʦʚ (ʩʤ. ʧ. 3); 

ʙ) ʠʟʤʝʥʠʪʝ ʪʠʧ ʜʠʘʛʨʘʤʤʳ ʥʘ ʊʦʯʝʯʥʘʷ (ʩʦ ʩʛʣʘʞʠʚʘʶʱʠʤʠ ʣʠʥʠʤ̫ʠ); 

ʚ) ʦʯʠʩʪʠʪʝ ʚ ʪʘʙʣʠʮʝ ʦʢʥʦ ʜʘʥʥʳʭ; 

ʛ) ʟʘʧʦʣʥʠʪʝ ʚʝʨʭʥʠʝ ʜʚʝ ʩʪʨʦʢʠ ʪʘʙʣʠʮʳ ʩʣʝʜʫʶʱʠʤ ʦʙʨʘʟʦʤ: 

 

ʜ) ʜʦʙʘʚʪɹʝ ʥʘʟʚʘʥʠʷ ʢ ʦʩʷʤ ʍ ʠ Y. ɼʣʷ ʵʪʦʛʦ ʚ ʛʣʘʚʥʦʤ ʤʝʥʶ ʨʝʜʘʢʪʦʨʘ ʜʠʘ-

ʛʨʘʤʤ ʥʘʜʦ ʚʳʧʦʣʥʠʪʴ ʢʦʤʘʥʜʫ ɼʠʘʛʨʘʤʤʘ / ʇʘʨʘʤʝʪʨʳ ʜʠʘʛʨʘʤʤʳ ʠʣʠ ʚʳʙʨʘʪʴ ʝʝ 

ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ. ɺ ʦʪʢʨʳʚʰʝʤʩʷ 

ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʥʘ ʟʘʢʣʘʜʢʝ ɿʘʛʦʣʦʚʢʠ 

ʚʚʝʩʪʠ ʥʘʟʚʘʥʠʝ ʜʠʘʛʨʘʤʤʳ ʠ ʦʩʝʡ; 

ʝ) ʯʪʦʙʳ ʦʪʨʝʜʘʢʪʠʨʦʚʘʪʴ ʠʟʦʙʨʘ-

ʞʝʥʠʝ ʛʨʘʬʠʢʘ (ʧʦʤʝʥʷʪʴ ʪʠʧ, ʮʚʝʪ ʠ 

ʪʦʣʱʠʥʫ ʣʠʥʠʠ, ʬʦʥʘ, ʪʝʢʩʪʘ, ʜʦʙʘʚʠʪʴ 

ʠ ʫʙʨʘʪʴ ʟʘʩʝʯʢʠ ʠ ʤʝʪʢʠ ʜʘʥʥʳʭ ʠ ʪ.ʜ.), 

ʥʘʜʦ ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʧʦ ʠʥʪʝʨʝʩʫʶ-

ʱʝʤʫ ʵʣʝʤʝʥʪʫ ʛʨʘʬʠʢʘ. ʕʪʦ ʧʨʠʚʝʜʝʪ ʢ 

ʦʪʢʨʳʪʠʶ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ ʩʦʦʪʚʝʪ-

ʩʪʚʫʶʱʝʛʦ ʦʙʲʝʢʪʘ, ʚ ʢʦʪʦʨʦʤ ʤʦʞʥʦ 

ʟʘʜʘʪʴ ʥʫʞʥʳʝ ʧʘʨʘʤʝʪʨʳ ʨʝʜʘʢʪʠʨʦʚʘ-
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ʥʠʷ. ʊʘʢ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʧʘʨʘʤʝʪʨʦʚ ʦʩʠ ʍ, ʥʘʜʦ ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʠʤʝʥʥʦ ʧʦ ʥʝʡ ʠ ʚ 

ʦʪʢʨʳʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʌʦʨʤʘʪ ʦʩʠ ʥʘ ʟʘʢʣʘʜʢʝ ʐʢʘʣʘ ʟʘʜʘʪʴ ʥʦʚʳʝ ʟʥʘʯʝ-

ʥʠʷ: ʚ ʧʦʣʝ ʤʘʢʩʠʤʘʣʴʥʦʝ ʟʥʘʯʝʥʠʝ ï 160, ʚ ʧʦʣʝ ʮʝʥʘ ʦʩʥʦʚʥʳʭ ʜʝʣʝʥʠʡ ï 20. 

7) ʅʘʯʠʥʘʷ ʩ ʥʦʚʦʡ ʩʪʨʘʥʠʮʳ ʜʦʢʫʤʝʥʪʘ (ʩʦʯʝʪʘʥʠʝ [Ctrl]+[Enter]), ʢʦʤʘʥʜʦʡ 

ɺʩʪʘʚʢʘ / ʉʠʤʚʦʣ ʦʪʢʨʦʡʪʝ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʉʠʤʚʦʣ ʠ ʥʘ ʚʢʣʘʜʢʝ ʉʠʤʚʦʣʳ ʚʳʙʝʨʠ-

ʪʝ ʪʠʧ ʰʨʠʬʪʘ Wingdings. ʅʘʡʜʠʪʝ ʠ ʚʩʪʘʚʴʪʝ ʩʠʤʚʦʣ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʟʥʘʢʫ ɺʘ-

ʰʝʛʦ ʛʦʨʦʩʢʦʧʘ, ʠ ʥʘʙʝʨʠʪʝ, ʧʨʝʜʩʪʘʚʣʝʥʥʳʡ ʥʠʞʝ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʟʥʘʢʫ ʛʦʨʦ-

ʩʢʦʧʘ, ʘʙʟʘʮ ʪʝʢʩʪʘ:  

b  ʆʚʝʥ (21 ʤʘʨʪʘ ï 20 ʘʧʨʝʣʷ) ï ʚʧʝʯʘʪʣʠʪʝʣʴʥʘʷ ʣʠʯʥʦʩʪʴ ʩ ʩʠʣʴʥʦʡ ʚʦʣʝʡ. 
ʅʘ ʥʝʛʦ ʤʦʞʥʦ ʧʦʣʦʞʠʪʴʩʷ. 

c ʊʝʣʝʮ (21 ʘʧʨʝʣʷ ï 20 ʤʘʷ) ï ʵʪʦ ʩʦʣʴ ʟʝʤʣʠ. ɻʦʣʦʚʘ ʫ ʥʝʛʦ ʚ "ʧʦʨʷʜʢʝ". 

d ɹʣʠʟʥʝʮʳ (21 ʤʘʷ ï 21 ʠʶʥʷ) ï ʜʚʦʡʩʪʚʝʥʥʳʝ ʥʘʪʫʨʳ. ʉ ʦʜʥʦʡ ʩʪʦʨʦʥʳ ï ʚʝʩʝ-
ʣʴʝ, ʩ ʜʨʫʛʦʡ ï ʮʠʥʠʟʤ. 

e  ʈʘʢ (22 ʠʶʥʷ ï 22 ʠʶʣʴ) ï ʥʘʪʫʨʳ ʣʶʙʷʱʠʝ ʠ ʯʠʩʪʦʩʝʨʜʝʯʥʳʝ. 

f ʃʝʚ (23 ʠʶʣʴ ï 23 ʘʚʛʫʩʪʘ) ï ʧʨʠʟʚʘʥ ʥʝ ʪʦʣʴʢʦ ʫʧʨʘʚʣʷʪʴ, ʥʦ ʠ ʣʶʙʠʪʴ. 

g ɼʝʚʘ (24 ʘʚʛʫʩʪʘ ï 23 ʩʝʥʪʷʙʨʷ) ï ʵʪʦ ʫʧʦʨʥʳʝ ʪʨʫʞʝʥʠʢʠ. 

h ɺʝʩʳ (24 ʩʝʥʪʷʙʨʷ ï 23 ʦʢʪʷʙʨʷ) ï ʦʙʳʯʥʦ ʭʦʨʦʰʦ ʨʘʟʙʠʨʘʶʪʩʷ ʚ ʣʶʜʷʭ, ʧʨʘʢ-
ʪʠʯʥʳ ʠ ʤʫʜʨʳ, ʢʘʢ ʉʦʣʦʤʦʥ. 

i ʉʢʦʨʧʠʦʥ (24 ʦʢʪʷʙʨʷ ï 22 ʥʦʷʙʨʷ) ï ʧʨʦʜʫʢʪ ʠʥʪʝʣʣʝʢʪʘ ʠ ʩʪʨʘʩʪʠ ʦʜʥʦʚʨʝʤʝʥʥʦ. 

j ʉʪʨʝʣʝʮ (23 ʥʦʷʙʨʷ ï 21 ʜʝʢʘʙʨʷ) ï ʦʪʣʠʯʘʶʪʩʷ ʧʨʷʤʦʪʦʡ ʚ ʦʪʥʦʰʝʥʠʠ ʩ ʜʨʫʛʠʤʠ. 

k  ʂʦʟʝʨʦʛ (22 ʜʝʢʘʙʨʷ ï 20 ʷʥʚʘʨʷ) ï ʙʦʣʴʰʝ ʜʘʶʪ, ʯʝʤ ʙʝʨʫʪ, ʣʶʙʷʪ ʪʚʦʨʠʪʴ ʜʦʙʨʦ. 

l ɺʦʜʦʣʝʡ (21 ʷʥʚʘʨʷ ï 20 ʬʝʚʨʘʣʷ) ï ʩʪʨʝʤʠʪʩʷ ʩʣʫʞʠʪʴ ʧʨʘʚʜʝ ʠ ʧʨʦʛʨʝʩʩʫ. 

m ʈʳʙ r(21 ʬʝʚʨʘʣʷ ï 20 ʤʘʨʪʘ) ï ʣʁ ʙʷʪ ʝʛʦ ʟʘ ʤʫʜʨʦʩʪʴ ʠ ʜʦʙʨʦʪʫ. 

8) ʋʩʪʘʥʦʚʠʪʝ ʰʨʠʬʪ ʵʪʦʛʦ ʘʙʟʘʮʘ ï Arial, 14 (ʢʦʤʘʥʜʘ ʌʦʨʤʘʪ / ʐʨʠʬʪ). 

9) ʉʦʟʜʘʡʪʝ ʬʦʨʤʫʣʫ ʩʦʛʣʘʩʥʦ ʩʚʦʝʤʫ ʚʘʨʠʘʥʪʫ ʚ ʪʘʙʣ. 5.1, ʠʩʧʦʣʴʟʫʷ ʩʣʝʜʫʶ-

ʱʠʝ ʠʥʩʪʨʫʤʝʥʪʳ: 

ʘ) ʐʨʠʬʪ Symbol ʢʦʤʘʥʜʳ ɺʩʪʘʚʢʘ / ʉʠʤʚʦʣ ʧʦʟʚʦʣʷʝʪ ʚʚʝʩʪʠ ʙʦʣʴʰʠʝ ʠ ʤʘ-

ʣʝʥʴʢʠʝ ʛʨʝʯʝʩʢʠʝ ʩʠʤʚʦʣʳ (Q, W, S, a, b, t, p, x ʠ ʜʨ.) ʠ ʤʥʦʞʝʩʪʚʦ ʜʨʫʛʠʭ ʤʘʪʝʤʘ-

ʪʠʯʝʩʢʠʭ ʩʠʤʚʦʣʦʚ: , ª, ¬, ¤, ², º, ̧ , Í, Ý, Õ ʠ ʜʨ.  

ʙ) ʐʨʠʬʪ ʆʙʳʯʥʳʡ ʪʝʢʩʪ ʢʦʤʘʥʜʳ ɺʩʪʘʚʢʘ / ʉʠʤʚʦʣ (ʩ ʧʝʨʝʢʣʶʯʝʥʠʝʤ ʥʘ 

ʖʥʠʢʦʜ) ʜʘʝʪ ʚʦʟʤʦʞʥʦʩʪʴ ʚʩʪʘʚʢʠ ʥʘʠʙʦʣʝʝ ʯʘʩʪʦ ʠʩʧʦʣʴʟʫʝʤʳʭ ʜʨʦʙʝʡ, ʪʘʢʠʭ 

ʢʘʢ: ı, İ ʠ Ĳ. ɸ ʪʘʢʞʝ ʜʨʦʙʠ: ӎ, ӏ, ȧ, Ȩ, ȩ, Ȫ. ʕʪʠ ʠ ʜʨʫʛʠʝ ʩʠʤʚʦʣʳ ʜʨʦʙʝʡ ʤʦʞ-

ʥʦ ʚʩʪʘʚʠʪʴ ʪʘʢʞʝ ʩʦʯʝʪʘʥʠʝʤ ʢʣʘʚʠʰ (ʧʨʠʯʝʤ ʮʠʬʨʳ ʜʦʣʞʥʳ ʥʘʙʠʨʘʪʴʩʷ ʥʘ ʜʦ-

ʧʦʣʥʠʪʝʣʴʥʦʡ ʮʠʬʨʦʚʦʡ ʢʣʘʚʠʘʪʫʨʝ ʩ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʝʡ NUM LOCK): 

ӎ ï [Alt ]+[8531], Ǟï [Alt ]+[8535], ȧ ï [Alt ]+[8539], 

ӏ ï [Alt ]+[8532], ǟ ï [Alt ]+[8536], Ȩ ï [Alt ]+[8540], 

ǜ ï [Alt ]+[8533], Ǡ ï [Alt ]+[8537], ȩ ï [Alt ]+[8541], 

ǝ ï [Alt ]+[8534], ǡ ï [Alt ]+[8538], Ȫ ï [Alt ]+[8542]. 

ʚ) ʂʨʦʤʝ ʵʪʦʛʦ, ʤʦʞʥʦ ʩʘʤʦʩʪʦʷʪʝʣʴʥʦ ʟʘʜʘʪʴ ʧʨʘʚʠʣʴʥʦ ʦʬʦʨʤʣʝʥʥʳʝ ʜʨʦʙʠ 

ʩ ʧʦʤʦʱʴʶ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʰʨʠʬʪʘ, ʫʩʪʘʥʦʚʠʚ ʧʘʨʘʤʝʪʨʳ ʅʘʜʩʪʨʦʯʥʳʡ ʰʨʠʬʪ ʠ 

ʇʦʜʩʪʨʦʯʥʳʡ ʰʨʠʬʪ (ʢʦʤʘʥʜʘ ʌʦʨʤʘʪ / ʐʨʠʬʪ) ʠʣʠ ʢʥʦʧʢʘʤʠ  ɺʝʨʭʥʠʡ ʠʥ-
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ʜʝʢʩ ʠ  ʅʠʞʥʠʡ ʠʥʜʝʢʩ. ʅʦ ʙʦʣʝʝ ʙʳʩʪʨʳʡ ʩʧʦʩʦʙ ʬʦʨʤʠʨʦʚʘʥʠʷ ʜʨʦʙʝʡ, ʥʘʧʨʠ-

ʤʝʨ  
4
/11, ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʠʩʧʦʣʴʟʦʚʘʥʠʝ "ʛʦʨʷʯʠʭ" ʢʣʘʚʠ:h 

- ʥʘʞʘʪʠʝ ʢʦʤʙʠʥʘʮʠʠ ʢʣʘʚʠʰ [ʉtrl]+[Shift]+[=] ʧʨʝʚʨʘʪʠʪ ʢʫʨʩʦʨ ʠʣʠ ʚʳʜʝ-

ʣʝʥʥʳʡ ʪʝʢʩʪ ʚ ʥʘʜʩʪʨʦʯʥʳʡ ʬʦʨʤʘʪ ʰʨʠʬʪʘ. ʇʦʩʣʝ ʵʪʦʛʦ ʤʦʞʥʦ ʥʘʙʨʘʪʴ ʚ ʵʪʦʤ 

ʬʦʨʤʘʪʝ ʯʠʩʣʠʪʝʣʴ ʜʨʦʙʠ ï ʯʠʩʣʦ 4; 

- ʧʦʚʪʦʨʥʦʝ ʥʘʞʘʪʠʝ ʢʣʘʚʠʰ [ʉtrl]+[Shift]+[=] ʦʪʤʝʥʠʪ ʥʘʜʩʪʨʦʯʥʳʡ ʬʦʨʤʘʪ 

ʰʨʠʬʪʘ ʚ ʢʦʪʦʨʦʤ ʥʘʜʦ ʥʘʙʨʘʪʴ ʧʨʷʤʦʡ ʩʣʝʰ "/" ʩ ʢʣʘʚʠʘʪʫʨ ;r 

- ʧʨʠ ʥʘʞʘʪʠʠ "ʛʦʨʷʯʠʭ" ʢʣʘʚʠʰ [ʉtrl]+[=] ʧʨʦʠʟʦʡʜʝʪ ʧʝʨʝʢʣʶʯʝʥʠʝ ʚ ʧʦʜ-

ʩʪʨʦʯʥʳʡ ʨʝʞʠʤ ʰʨʠʬʪʘ, ʚ ʢʦʪʦʨʦʤ ʥʘʜʦ ʚʚʝʩʪʠ ʟʥʘʤʝʥʘʪʝʣʴ ʜʨʦʙʠ ï ʯʠʩʣʦ 11; 

- ʧʦʚʪʦʨʥʦʝ ʥʘʞʘʪʠʝ ʢʣʘʚʠʰ [ʉtrl]+[=] ʦʪʤʝʥʠʪ ʧʦʜʩʪʨʦʯʥʳʡ ʨʝʞʠʤ. ʊʝʧʝʨʴ 

ʚ ʪʝʢʩʪʝ ʙʫʜʝʪ ʦʪʦʙʨʘʞʝʥʘ ʧʨʘʚʠʣʴʥʦ ʦʬʦʨʤʣʝʥʥʘʷ ʜʨʦʙʴ. 

ʊʘʙʣʠʮʘ 5.1 ï ɿʘʜʘʥʠʷ ʢ ʩʦʟʜʘʥʠʶ ʤʘʪʝʤʘʪʠʯʝʩʢʠʭ ʚʨrʘʞʝʥʠʡ 

ɺʘʨʠʘʥʪ ʄʘʪʝʤʘʪʠʯʝʩʢʦʝ ʚʨrʘʞʝʥʠʝ ɺʘʨʠʘʥʪ ʄʘʪʝʤʘʪʠʯʝʩʢʦʝ ʚʳʨʘʞʝʥʠʝ  

1  tg(3x
2 
ï 
p
/2) ʧʨʠ x Í [ïİ, 

3
/23] 2  lim x0 [sin(x + 

p
/3)]/[x ln(Ĳ

 
ï

 
x

2
)] 

3  lim x¤ (
3
/11b + cos

5
 x) 

xïӎa
 4  ctg

2
(2x

 
+ 
p
/3) ʧʨʠ x Í [

4
/15, Ĳ] 

5  cos(x
2 
ï 
p
/4) ʧʨʠ x Í [ïǟ, 

3
/7] 6  lim x  3  [x

a/2
ï x cos

3
(Ǟb +

p
/4)] 

7  lim x  1 [Ǟb + x
3
 cos (x ï 

p
/4)]
İ
 8  sin

3
(x

 
+ 
p
/6) ʧʨʠ x Í [ï

3
/17, ı] 

9  Dxy = y(x0 ïDx, y0), x Í [ïĲ,] 10  lim x0 (W+sin
3
x)/(x

ӎ
 ï

5
/7) º ¤ 

11  ln(1ï x
2
) = ïxǞ+ 

2
/17 + Q(x

2 
ï Ȩ) 12  y' = 2 cos(x

2
) sin

2
(xï

3p
/4) ï 2

x 
ï İ 

13  arctg(x ï p)  ̧x + xǝ + 
4
/15 x

5
 14  lim x¤ (sin

3
(x + 

p
/3) ï İx) 

15  µu/µx = lim x0 
 
(x0 ïDx, y0)

İ
 16  Dxj = j(x0 +Dx, y0), x Í [

2
/11, Ĳ] 

17  sin x ï bx
3
 + Ȩx  ʧʨʠ x Í [0,

 3
/7] 18  µf /µx = lim x0 yǞ

 
(x0 ïDx, y0) 

19  lim x¤ (cos
5
(x ï 

p
/4) ï İt) 20  arcctg(x ï 

p
/4) º x + xǝ + ı x

5
 

21  Dxq = q(x0 ïDx, y0), x Í [ȩ, 
12

/13] 22  y''= x
2 
ï sinǞ(x+

p
/4) ï 5

x 
 

23  arccos(x +
 p
/4) º x

ı 
+ 

1
/15x

2
+Q(x) 24  µx/µy = lim x¤ x

İ
ï 

1
/9 ° x(y) 

25  µt/µx = lim x0 tǟ
 
(x0 ïDx, ȧt) 26  Dxx = x (x0 ïDx, y0), x Î [ïӏ, 

2
/17] 

27  cos x
ӏ
 ï ax

3
+ Ȩ ʧʨʠ xÍ[ï

p
/4, p] 28  lim x0 (sin

3
(x + 

2p
/3) + İ x

ӎ
) 

29  DxW = W(x0+Dx, y0), x Í [ï¤, Ĳ] 30  ln(İ+ x
ı
)  ̧x

Ĳ
+ D(x

2 
ï Ȩ) 

 

10) ʂʦʤʘʥʜʦʡ ɺʩʪʘʚʢʘ / ʆʙʲʝʢʪ ʦʪʢʨʦʡʪʝ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ɺʩʪʘʚʢʘ ʦʙʲʝʢʪʘ ʠ 

ʚʳʙʝʨʠʪʝ ʪʠʧ ʦʙʲʝʢʪʘ Microsoft Equation 3.0. (ɺ Word 2010 ʢʥʦʧʢʘ ʆʙʲʝʢʪ ʨʘʩʧʦʣʦ-

ʞʝʥʘ ʥʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ ʚ ʛʨʫʧʧʝ ʊʝʢʩʪ.) ʇʦʩʣʝ ʵʪʦʛʦ ʟʘʧʫʩʪʠʪʩʷ ʨʝʜʘʢʪʦʨ ʬʦʨʤʫʣ 

ʠ ʚ ʝʛʦ ʦʢʥʝ ʧʦʷʚʠʪʩʷ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʌʦʨʤʫʣʘ. ɼʣʷ ʙʳʩʪʨʦʛʦ ʟʘʧʫʩʢʘ ʨʝʜʘʢ-

ʪʦʨʘ ʬʦʨʤʫʣ ʤʦʞʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʩʧʝʮʠʘʣʴʥʦ ʥʘʩʪʨʦʝʥʥʦʡ ʢʥʦʧʢʦʡ  ʥʘ ʧʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ. 

11) ʇʦʦʯʝʨʝʜʥʦ ʦʪʢʨʳʚʘʷ ʧʫʥʢʪʳ ʤʝʥʶ, ʠʟʫʯʠʪʝ ʩʦʜʝʨʞʠʤʦʝ ʛʣʘʚʥʦʡ ʧʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ ʦʢʥʘ ʠ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʌʦʨʤʫʣʘ. 

12) ʉ ʧʦʤʦʱʴʶ ʨʝʜʘʢʪʦʨʘ ʬʦʨʤʫʣ ʩʦʟʜʘʡʪʝ ʬʦʨʤʫʣʫ ʩʦʛʣʘʩʥʦ ʩʚʦʝʤʫ ʚʘʨʠʘʥʪʫ ʚ 

ʪʘʙʣ. 5.2. 
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ʊʘʙʣʠʮʘ 5.2 ï ɿʘʜʘʥʠʷ ʢ ʩʦʟʜʘʥʠʶ ʬʦʨʤʫʣ 

ɺʘʨʠʘʥʪ  r ʌʦʨʤʫʣʘ ɺʘʨʠʘʥʪ  r ʌʦʨʤʫʣʘ 
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9, 10 Ô
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ö
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i
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1  11, 12 
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1

1
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ä
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=

b
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=
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i
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k

k
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n
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1

1
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15, 16 
Ô
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=

=
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=
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k
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x
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1
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25, 26 

Ô
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13) ʉ ʧʦʤʦʱʴʶ ʨʝʜʘʢʪʦʨʘ ʬʦʨʤʫʣ ʩʦʟʜʘʡʪʝ ʬʦʨʤʫʣʫ ʚ ʜʦʢʫʤʝʥʪʝ: 

  ʘ) ʜʣʷ ʥʝʯʝʪʥʳʭ ʚʘʨʠʘʥʪʦʚ:
()

ñ=
x

dt
t

t
x

0

;
sh 

)(shi   

  ʙ) ʜʣʷ ʯʝʪʥʳʭ ʚʘʨʠʘʥʪʦʚ:   
()

ñ
-

++g=

x

dt
t

t
xx

0

.
1ch  

)ln()(chi  

14) ʉʦʟʜʘʡʪʝ ʬʦʨʤʫʣʫ ʚ ʜʦʢʫʤʝʥʪʝ: 

ù
ù
ù
ù
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ø
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=
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ɼʣʷ ʵʪʦʛʦ ʚʦʩʧʦʣʴʟʫʡʪʝʩʴ ʛʨʫʧʧʦʡ ʰʘʙʣʦʥʦʚ ʐʘʙʣʦʥʳ ʤʘʪʨʠʮ ʚ ʨʝʜʘʢʪʦʨʝ 

ʬʦʨʤʫʣ, ʟʘʜʘʚ ʢʦʣʠʯʝʩʪʚʦ ʩʪʨʦʢ ʠ 

ʩʪʦʣʙʮʦʚ ʜʣʷ ʤʘʪʨʠʮʳ ʠ ʚʝʢʪʦʨʦʚ.  
 

 

 

 

 

 

 

 

 

 
 

15) ʇʦʩʣʝ ʬʦʨʤʠʨʦʚʘʥʠʷ ʬʦʨʤʫʣ ʠ ʚʳʭʦʜʘ ʠʟ ʨʝʜʘʢʪʦʨʘ ʬʦʨʤʫʣ ʚʩʪʘʚʴʪʝ ʥʫʤʝ-

ʨʘʮʠʶ ʩʪʨʘʥʠʮ ʢʦʤʘʥʜʦʡ ɺʩʪʘʚʢʘ / ʅʦʤʝʨʘ ʩʪʨʘʥʠʮ.  

16) ɺ ʨʝʞʠʤʝ ʧʨʝʜʚʘʨʠʪʝʣʴʥʦʛʦ ʧʨʦʩʤʦʪʨʘ, ʢʦʪʦʨʳʡ ʚʢʣʶʯʘʝʪʩʷ ʢʦʤʘʥʜʦʡ 

ʌʘʡʣ / ʇʨʝʜʚʘʨʠʪʝʣʴʥʳʡ ʧʨʦʩʤʦʪʨ ʠʣʠ ʥʘʞʘʪʠʝʤ ʢʥʦʧʢʠ  ʥʘ ʩʪʘʥʜʘʨʪʥʦʡ ʧʘʥʝ-

ʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʱʝʣʢʥʠʪʝ ʥʘ ʢʥʦʧʢʝ  ʅʝʩʢʦʣʴʢʦ ʩʪʨʘʥʠʮ, ʯʪʦʙʳ ʚʳʚʝʩʪʠ ʥʘ 

ʵʢʨʘʥ ʩʨʘʟʫ ʥʝʩʢʦʣʴʢʦ ʩʪʨʘʥʠʮ ʜʦʢʫʤʝʥʪʘ. ʊʦ ʝʩʪʴ ʤʦʞʥʦ ʙʫʜʝʪ ʫʚʠʜʝʪʴ, ʢʘʢ ʙʫʜʝʪ 

ʚʳʛʣʷʜʝʪʴ ʚʝʩʴ ɺʘʰ ʜʦʢʫʤʝʥʪ ʥʘ ʙʫʤʘʛʝ, ʝʱʝ ʜʦ ʪʦʛʦ, ʢʘʢ ʜʦʢʫʤʝʥʪ ʙʫʜʝʪ ʥʘʧʝʯʘ-

ʪʘʥ. ʏʪʦʙʳ ʚʝʨʥʫʪʴʩʷ ʢ ʜʦʢʫʤʝʥʪʫ ʠ ʧʨʦʜʦʣʞʠʪʴ ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ, ʱʝʣʢʥʠʪʝ ʥʘ 

ʢʥʦʧʢʝ ɿʘʢʨʳʪʴ. ʇʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʢʦʨʨʝʢʪʠʨʦʚʢʠ ʨʘʩʧʦʣʦʞʝʥʠʷ ʜʘʥʥʭr ʥʘ ʩʪʨʘ-

ʥʠʮʘʭ ʜʦʢʫʤʝʥʪʘ ʚʥʝʩʠʪʝ ʵʪʠ ʠʟʤʝʥʝʥʠʷ. 

17) ʉʦʭʨʘʥʠʪʝ ʠʟʤʝʥʝʥʠʷ ʚ ʜʦʢʫʤʝʥʪʝ ʌʘʤʠʣʠʷ_5_n.doc ʠ ʟʘʢʨʦʡʪʝ ʬʘʡʣ. 

18) ʋʩʪʥʦ ʧʨʦʨʘʙʦʪʘʡʪʝ ʦʪʚʝʪʳ ʥʘ ʚʩʝ ʢʦʥʪʨʦʣʴʥʳʝ ʚʦʧʨʦʩʳ, ʠʩʧʦʣʴʟʫʷ ʜʣʷ 

ʵʪʦʛʦ ʪʝʦʨʝʪʠʯʝʩʢʠʝ ʩʚʝʜʝʥʠʷ, ʨʘʩʧʦʣʦʞʝʥʥʳʝ ʚ ʵʪʦʡ ʨʘʙʦʪʝ ʧʦʩʣʝ ʧʝʨʝʯʥʷ ʢʦʥ-

ʪʨʦʣʴʥʳʭ ʚʦʧʨʦʩʦʚ, ʠʣʠ ʜʨʫʛʠʝ ʩʧʨʘʚʦʯʥʳʝ ʤʘʪʝʨʠʘʣʳ. ʇʨʝʧʦʜʘʚʘʪʝʣʴ ʧʨʦʚʝʨʠʪ 

ʟʥʘʥʠʝ ʦʪʚʝʪʦʚ ʧʨʠ ʦʮʝʥʠʚʘʥʠʠ ʚʳʧʦʣʥʝʥʥʦʡ ʨʘʙʦʪr. 

19) ɿʘʧʠʰʠʪʝ ʦʪʚʝʪ ʥʘ ʢʦʥʪʨʦʣʴʥʳʡ ʚʦʧʨʦʩ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʥʦʤʝʨʫ ɺʘʰʝʛʦ 
ʚʘʨʠʘʥʪʘ, ʚ ʩʚʦʡ ʧʨʦʪʦʢʦʣ ʠ ʧʨʝʜʦʩʪʘʚʴʪʝ ʚʳʧʦʣʥʝʥʥʫʶ ʨʘʙʦʪʫ ʥʘ ʧʨʦʚʝʨʢʫ ʧʨʝʧʦ-

ʜʘʚʘʪʝʣʶ. 
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ʂʦʥʪʨʦʣʴʥʳʝ ʚʦʧʨʦʩʳ 

1) ʂʘʢʠʤʠ ʢʦʤʘʥʜʘʤʠ ʤʦʞʥʦ ʚʩʪʘʚʠʪʴ ʜʠʘʛʨʘʤʤʫ ʚ ʜʦʢʫʤʝʥʪ Word? 

2) ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʘʜʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʪʦʛʦ, ʯʪʦʙʳ ʠʟʤʝʥʠʪʴ ʪʠʧ ʜʠʘʛʨʘʤʤʳ? 

3) ʂʘʢ ʠʟʤʝʥʠʪʴ ʯʠʩʣʦʚʳʝ ʜʘʥʥʳʝ ʪʘʙʣʠʮʳ ʚ ʫʞʝ ʩʦʟʜʘʥʥʦʡ ʜʠʘʛʨʘʤʤʝ? 

4) ʏʪʦ ʪʘʢʦʝ ʣʝʛʝʥʜʘ ʜʠʘʛʨʘʤʤʳ? ʇʝʨʝʯʠʩʣʠʪʝ ʚʠʜʳ ʨʘʟʤʝʝɦʥʠʷ ʣʝʛʝʥʜʳ. 

5) ʅʘʟʦʚʠʪʝ ʧʷʪʴ ʩʧʦʩʦʙʦʚ ʟʘʤʝʥʳ ʜʘʥʥʳʭ ʚ ʪʘʙʣʠʮʝ-ʦʙʨʘʟʮʝ ʜʘʥʥʳʭ ʜʠʘʛʨʘʤʤʳ. 

6) ʆʧʠʰʠʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʦʙʲʝʢʪʘ Microsoft Graph? ʂʘʢ ʚʳʛʣʷʜʠʪ ʧʠʢʪʦʛʨʘʤʤʘ 

ʢʥʦʧʢʠ Microsoft Graph?  

7) ʂʘʢʠʝ ʦʧʮʠʠ ʤʦʞʥʦ ʟʘʜʘʚʘʪʴ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʌʦʨʤʘʪ ʨʷʜʦʚ ʜʘʥʥʳʭ ʜʠʘ-

ʛʨʘʤʤʳ? ʆʧʠʰʠʪʝ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʝʡʩʪʚʠʡ ʜʣʷ ʦʪʢʨʳʪʠʷ ʵʪʦʛʦ ʦʢʥʘ. 

8) ʇʦʯʝʤʫ ʥʘ ʥʝʢʦʪʦʨʳʭ ʪʠʧʘʭ ʜʠʘʛʨʘʤʤ ʦʪʩʫʪʩʪʚʫʶʪ ʦʩʠ? ʅʘʟʦʚʠʪʝ ʵʪʠ ʪʠʧʳ. 

9) ʆʧʠʰʠʪʝ ʜʝʡʩʪʚʠ ̫ʜʣʷ ʩʦʟʜʘʥʠʷ ʟʘʛʦʣʦʚʢʦʚ ʜʠʘʛʨʘʤʤʳ ʠ ʝʝ ʦʩʝʡ. 

10) ʆʧʠʰʠʪʝ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʝʡʩʪʚʠʡ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʟʘʣʠʚʢʠ ʨʷʜʦʚ ʜʘʥʥʳʭ 

ʜʠʘʛʨʘʤʤʳ. ʅʘʟʦʚʠʪʝ ʚʦʟʤʦʞʥʳʝ ʩʧʦʩʦʙʳ ʟʘʣʠʚʢʠ. 

11) ʅʘʟʦʚʠʪʝ ʦʧʮʠʠ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʟʘʜʘʚʘʪʴ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʇʘʨʘʤʝʪʨʳ ʜʠʘ-

ʛʨʘʤʤʳ. ʆʧʠʰʠʪʝ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʝʡʩʪʚʠʡ ʜʣʷ ʦʪʢʨʳʪʠʷ ʵʪʦʛʦ ʦʢʥʘ. 

12) ʂʘʢʠʝ ʚʦʟʤʦʞʥʳ ʚʠʜʳ ʬʠʛʫʨ ʜʣʷ ʛʠʩʪʦʛʨʘʤʤ? ʆʧʠʰʠʪʝ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ 

ʜʝʡʩʪʚʠʡ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʚʠʜʘ ʬʠʛʫʨʳ ʛʠʩʪʦʛʨʘʤʤ .r 

13) ʆʙʲʷʩʥʠʪʝ, ʜʣʷ ʢʘʢʠʭ ʠʩʭʦʜʥʳʭ ʜʘʥʥʳʭ ʥʝʜʦʧʫʩʪʠʤʦ (ʥʝ ʠʤʝʝʪ ʩʤʳʩʣʘ) ʧʦ-

ʩʪʨʦʝʥʠʝ ʢʦʣʴʮʝʚʳʭ ʠ ʢʨʫʛʦʚʳʭ ʪʠʧʦʚ ʜʠʘʛʨʘʤʤ, ʠ ʧʦʯʝʤʫ? 

14) ɿʘʧʠʰʠʪʝ ʚʦʟʤʦʞʥʳʝ ʩʧʦʩʦʙʳ ʩʦʟʜʘʥʠʷ ʬʦʨʤʫʣ ʚ ʜʦʢʫʤʝʥʪʝ Word. 

15) ʆʧʠʰʠʪʝ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʦʙʲʝʢʪʘ Microsoft Equation. ʂʘʢ ʚʳʛʣʷʜʠʪ ʧʠʢʪʦʛʨʘʤ-

ʤʘ ʢʥʦʧʢʠ ɼʦʙʘʚʠʪʴ ʦʙʲʝʢʪ Microsoft Equation ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ? 

16) ʆʧʠʰʠʪʝ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʝʡʩʪʚʠʡ ʜʣʷ ʩʦʟʜʘʥʠʷ ʚ ʬʦʨʤʫʣʝ ʤʘʪʨʠʮʳ 6Ĭ6. 

17) ʂʘʢʠʝ ʧʘʨʘʤʝʪʨʳ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʬʦʨʤʫʣ ʤʦʞʥʦ ʟʘʜʘʚʘʪʴ ʠʟ ʤʝʥʶ ʦʩʥʦʚʥʦʡ 

ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚ ʦʢʥʝ ʨʝʜʘʢʪʦʨʘ ʬʦʨʤʫʣ? 

18) ʇʨʠʚʝʜʠʪʝ ʧʨʠʤʝʨʳ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʚʩʝʭ ʩʫʱʝʩʪʚʫʶʱʠʭ ʰʘʙʣʦʥʦʚ ʜʨʦʙʝʡ ʠ ʨʘ-

ʜʠʢʘʣʦʚ ʚ ʨʝʜʘʢʪʦʨʝ ʬʦʨʤʫʣ. 

19) ʂʘʢʠʝ ʧʘʨʘʤʝʪʨʳ ʤʦʞʥʦ ʟʘʜʘʚʘʪʴ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʨʝʜʘʢʪʦʨʘ ʬʦʨʤʫʣ, ʢʦʪʦ-

ʨʦʝ ʦʪʢʨʳʚʘʝʪʩʷ ʢʦʤʘʥʜʦʡ ʌʦʨʤʘʪ / ʀʥʪʝʨʚʘʣ? 

20) ʇʝʨʝʯʠʩʣʠʪʝ ʩʫʱʝʩʪʚʫʶʱʠʝ ʰʘʙʣʦʥʳ ʩʢʦʙʦʢ ʠ ʩʠʤʚʦʣʦʚ ʦʪʥʦʰʝʥʠʡ ʚ ʨʝʜʘʢ-

ʪʦʨʝ ʬʦʨʤʫʣ. 

21) ʅʘʟʦʚʠʪʝ ʢʦʤʘʥʜʳ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʌʦʨʤʫʣʘ ʦʢʥʘ ʨʝʜʘʢʪʦʨʘ ʬʦʨʤʫʣ. 

22) ʂʘʢʠʝ ʰʘʙʣʦʥʳ ʜʨʦʙʝʡ ʠ ʨʘʜʠʢʘʣʦʚ ʩʫʱʝʩʪʚʫʶʪ ʚ ʨʝʜʘʢʪʦʨʝ ʬʦʨʤʫʣ? 

23) ʂʘʢ ʤʦʞʥʦ ʚʩʪʘʚʠʪʴ ʚ ʪʝʢʩʪ: ʛʨʝʯʝʩʢʠʝ ʩʠʤʚʦʣʳ;  ʜʨʦʙʠ İ, Ǟ ?  

24) ʆʧʠʰʠʪʝ ʧʘʨʘʤʝʪʨʳ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʟʘʜʘʚʘʪʴ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ, ʢʦʪʦʨʦʝ ʦʪ-

ʢʨʳʚʘʝʪʩʷ ʢʦʤʘʥʜʦʡ ʈʘʟʤʝʨ / ʆʧʨʝʜʝʣʠʪʴ ʚ ʨʝʜʘʢʪʦʨʝ ʬʦʨʤʫʣ. 

25) ʂʘʢʠʝ ʰʘʙʣʦʥʳ ʩʫʤʤ ʠ ʧʨʦʠʟʚʝʜʝʥʠʡ ʩʫʱʝʩʪʚʫʶʪ ʚ ʨʝʜʘʢʪʦʨʝ ʬʦʨʤʫʣ? 

26) ʇʨʠʚʝʜʠʪʝ ʧʨʠʤʝʨʳ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʚʩʝʭ ʩʫʱʝʩʪʚʫʶʱʠʭ ʰʘʙʣʦʥʦʚ ʚʝʨʭʥʠʭ ʠ 

ʥʠʞʥʠʭ ʠʥʜʝʢʩʦʚ ʚ ʨʝʜʘʢʪʦʨʝ ʬʦʨʤʫʣ. 

27) ʅʘʟʦʚʠʪʝ ʩʧʦʩʦʙʳ ʠʟʤʝʥʝʥʠʷ ʨʘʟʤʝʨʦʚ ʩʠʤʚʦʣʦʚ ʬʦʨʤʫʣʳ. 

28) ʂʘʢʠʝ ʧʘʨʘʤʝʪʨʳ ʤʦʞʥʦ ʟʘʜʘʚʘʪʴ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʨʝʜʘʢʪʦʨʘ ʬʦʨʤʫʣ, ʢʦʪʦ-

ʨʦʝ ʦʪʢʨʳʚʘʝʪʩʷ ʢʦʤʘʥʜʦʡ ʉʪʠʣʴ / ʆʧʨʝʜʝʣʠʪʴ? 
 

29) ʂʘʢʠʝ ʩʪʘʥʜʘʨʪʥʳʝ ʪʠʧʳ ʜʠʘʛʨʘʤʤ ʩʫɦ ʝʩʪʚʫʶʪ? 

30) ʇʝʨʝʯʠʩʣʠʪʝ ʩʫʱʝʩʪʚʫʶʱʠʝ ʥʝʩʪʘʥʜʘʨʪʥʳʝ ʪʠʧʳ ʜʠʘʛʨʘʤʤ. 



ʉʦʟʜʘʥʠʝ ʜʠʘʛʨʘʤʤ ʠ ʤʘʪʝʤʘʪʠʯʝʩʢʠʭ ʬʦʨʤʫʣ ʚ MS Word 61 

ʊʝʦʨʝʪʠʯʝʩʢʠʝ ʩʚʝʜʝʥʠʷ 

1  ʉʦʟʜʘʥʠʝ ʜʠʘʛʨʘʤʤ ʚ Word 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʜʠʘʛʨʘʤʤʳ ʚ ʜʦʢʫʤʝʥʪʝ Word ʥʫʞʥʦ ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ ʤʝʩʪʦ ʝʝ 

ʚʩʪʘʚʢʠ ʠ ʚʳʧʦʣʥʠʪʴ ʢʦʤʘʥʜʫ ɺʩʪʘʚʢʘ / ʈʠʩʫʥʦʢ / ɼʠʘʛʨʘʤʤʘ ʠʣʠ ɺʩʪʘʚʢʘ / ʆʙ̡ʝʢʪ / 

ɼʠʘʛʨʘʤʤʘ Microsoft Graph. ɼʣʷ ʙʳʩʪʨʦʛʦ ʚʳʧʦʣʥʝʥʠʷ ʵʪʦʡ ʢʦʤʘʥʜʳ ʤʦʞʥʦ  ʱʝʣʢ-

ʥʫʪʴ ʥʘ ʢʥʦʧʢʝ ʩ ʠʟʦʙʨʘʞʝʥʠʝʤ ʜʠʘʛʨʘʤʤʳ: . ɺʳʟʦʚ ʧʨʦʛʨʘʤʤʳ MS Graph ʧʨʠʚʦ-

ʜʠʪ ʢ ʪʦʤʫ, ʯʪʦ ʚ ʦʢʥʝ ʧʨʦʛʨʘʤʤʳ Word ʠʟʤʝʥʷʝʪʩʷ ʩʪʨʦʢʘ ʛʦʨʠʟʦʥʪʘʣʴʥʦʛʦ ʤʝʥʶ, 

ʧʦʷʚʣʷʶʪʩʷ ʥʦʚʳʝ ʢʥʦʧʢʠ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʘ ʚ ʨʘʙʦʯʝʤ ʧʦʣʝ ʦʢʥʘ ʧʦʷʚʣʷʶʪʩʷ 

ʜʠʘʛʨʘʤʤʘ ʠ ʪʘʙʣʠʮʘ-ʦʙʨʘʟʝʮ, ʩʦʜʝʨʞʘʱʘʷ ʩʚʷʟʘʥʥʳʝ ʩ ʵʪʦʡ ʜʠʘʛʨʘʤʤʦʡ ʜʘʥʥʳʝ. 

ɿʘʤʝʥʠʪʴ ʜʘʥʥʳʝ ʚ ʪʘʙʣʠʮʝ-ʦʙʨʘʟʮʝ ʜʘʥʥʳʭ 

ʚ ʦʢʥʝ MS Graph ʤʦʞʥʦ ʩʣʝʜʫʶʱʠʤ ʦʙʨʘʟʦʤ:  

- ʥʝʧʦʩʨʝʜʩʪʚʝʥʥʳʤ ʚʚʦʜʦʤ ʟʥʘʯʝʥʠʡ; 

- ʧʫʪʝʤ ʢʦʧʠʨʦʚʘʥʠʷ ʜʘʥʥʳʭ ʠʟ ʜʨʫʛʦʡ 
ʪʘʙʣʠʮʳ;  

- ʧʫʪʝʤ ʚʩʪʘʚʢʠ ʩʦʟʜʘʥʥʦʡ ʨʘʥʝʝ ʠ ʧʨʝʜ-

ʚʘʨʠʪʝʣʴʥʦ ʧʦʤʝʱʝʥʥʦʡ ʚ ʙʫʬʝʨ ʦʙʤʝʥʘ (ʩʢʦ-

ʧʠʨʦʚʘʥʥʦʡ ʠʣʠ ʚʳʨʝʟʘʥʥʦʡ) ʛʦʪʦʚʦʡ ʪʘʙʣʠʮʳ; 

- ʧʫʪʝʤ ʚʩʪʘʚʢʠ ʩ ʫʩʪʘʥʦʚʣʝʥʠʝʤ ʩʚʷʟʠ ʩ 

ʩʦʟʜʘʥʥʦʡ ʨʘʥʝʝ ʛʦʪʦʚʦʡ ʪʘʙʣʠʮʝʡ (ʩ ʧʦʤʦʱʴʶ 

ʢʦʤʘʥʜʳ ʇʨʘʚʢʘ / ɺʩʪʘʚʠʪʴ ʩʚʷʟʴ);  

- ʧʫʪʝʤ ʠʤʧʦʨʪʘ ʣʠʩʪʘ ʠʣʠ ʜʠʘʛʨʘʤʤʳ 
Microsoft Excel ʠ ʥʝʢʦʪʦʨʳʭ ʜʨʫʛʠʭ ʬʘʡʣʦʚ 

(ʩ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ ʇʨʘʚʢʘ / ʀʤʧʦʨʪ).  

ɺ ʣʶʙʦʤ ʩʣʫʯʘʝ, ʜʠʘʛʨʘʤʤʘ ʩʦʦʪʚʝʪʩʪʚʫʝʪ ʜʘʥʥʳʤ ʠʤʝʥʥʦ ʪʘʙʣʠʮʳ ʜʘʥʥʳʭ. 

ʇʦ ʩʚʦʝʤʫ ʞʝʣʘʥʠʶ ʧʦʣʴʟʦʚʘʪʝʣʴ 

ʤʦʞʝʪ ʠʟʤʝʥʠʪʴ ʪʠʧ ʜʠʘʛʨʘʤʤʳ. ɼʣʷ 

ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ɼʠʘʛʨʘʤʤʘ / ʊʠʧ ʜʠʘʛʨʘʤʤʳ ʠʣʠ ʚʦʩ-

ʧʦʣʴʟʦʚʘʪʴʩʷ ʘʥʘʣʦʛʠʯʥʦʡ ʢʦʤʘʥʜʦʡ 

ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ. ɺ ʦʪʢʨʳʚʰʝʤʩʷ 

ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʊʠʧ ʜʠʘʛʨʘʤʤʳ ʥʘʜʦ 

ʚʳʙʨʘʪʴ ʧʦʜʭʦʜʷʱʠʡ ʪʠʧ ʩʪʘʥʜʘʨʪʥʦʡ 

ʠʣʠ ʥʝʩʪʘʥʜʘʨʪʥʦʡ ʜʠʘʛʨʘʤʤʳ (ʛʠʩʪʦ-

ʛʨʘʤʤʘ, ʪʦʯʝʯʥʘʷ, ʣʠʥʝʡʯʘʪʘʷ, ʢʨʫʛʦʚʘʷ 

ʠ ʪ. ʜ.) ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʆʂ.  

ɼʣʷ ʨʝʜʘʢʪʠʨʦʚʘʥʠ ̫ʠ ʬʦʨʤʘʪʠʨʦ-

ʚʘʥʠ ̫ ʵʣʝʤʝʥʪʦʚ ʜʠʘʛʨʘʤʤʳ (ʬʦʨʤʘʪʘ 

ʨʷʜʦʚ ʜʘʥʥʳʭ, ʦʩʝʡ, ʣʝʛʝʥʜʳ, ʣʠʥʠʡ 

ʩʝʪʢʠ, ʰʨʠʬʪʘ ʠ ʜʨ.) ʥʘʜʦ ʜʚʘʞʜʳ 

ʱʝʣʢʥʫʪʴ ʧʦ ʜʠʘʛʨʘʤʤʝ ʠ ʜʘʣʝʝ ʠʩʧʦʣʴʟʦʚʘʪʴ ʢʦʤʘʥʜʳ ʤʝʥʶ ʠ ʢʥʦʧʢʠ ʧʘʥʝʣʠ ʠʥ-

ʩʪʨʫʤʝʥʪʦʚ ʦʢʥʘ ʧʨʦʛʨʘʤʤʳ Microsoft Graph. ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʣʶʙʦʛʦ ʵʣʝʤʝʥʪʘ ʜʠʘ-

ʛʨʘʤʤʳ ʚ ʦʢʥʝ ʧʨʦʛʨʘʤʤʳ Microsoft Graph ʩʣʝʜʫʝʪ ʚʳʜʝʣʠʪʴ ʵʪʦʪ ʵʣʝʤʝʥʪ, ʱʝʣʢʥʫʚ 

ʧʦ ʥʝʤʫ ʤʳʰʴʶ, ʘ ʟʘʪʝʤ ʠʩʧʦʣʴʟʦʚʘʪʴ ʢʦʤʘʥʜʳ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʠʣʠ ʩʦʦʪʚʝʪ-

ʩʪʚʫʶʱʠʝ ʢʦʤʘʥʜʳ ʤʝʥʶ ʌʦʨʤʘʪ. ʂʨʦʤʝ ʪʦʛʦ, ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ 


