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12. ʉʦʟʜʘʥʠʝ ʙʘʟʳ ʜʘʥʥʳʭ  ʚ ʧʨʦʛʨʘʤʤʝ Microsoft Access     57 

ʉʧʠʩʦʢ ʠʩʧʦʣʴʟʦʚʘʥʥʳʭ ʠʩʪʦʯʥʠʢʦʚ        72 
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ʇʨʘʢʪʠʯʝʩʢʘʷ ʨʘʙʦʪʘ ˉ1. ʉʦʟʜʘʥʠʝ, ʟʘʛʨʫʟʢʘ, ʩʦʭʨʘʥʝʥʠʝ ʬʘʡʣʦʚ-

ʜʦʢʫʤʝʥʪʦʚ. ʊʝʭʥʦʣʦʛʠʷ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ 

ʜʦʢʫʤʝʥʪʦʚ. 

ʎʝʣʴ: ʇʨʠʦʙʨʝʩʪʠ ʵʣʝʤʝʥʪʘʨʥʳʝ ʥʘʚʳʢʠ ʚʚʦʜʘ, ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʪʝʢʩʪʘ. 

ʇʦʣʫʯʠʪʴ ʧʝʨʚʦʝ ʧʨʝʜʩʪʘʚʣʝʥʠʝ ʦ ʢʦʤʘʥʜʘʭ ʬʦʨʤʘʪʠʨʦʚʘʥʠʠ ʨʘʟʣʠʯʥʳʭ ʦʙʲʝʢʪʦʚ ʜʦʢʫʤʝʥʪʘ. 

ʍʦʜ ʨʘʙʦʪʳ. 

1. ʆʪʢʨʦʡʪʝ ʪʝʢʩʪʦʚʳʡ ʨʝʜʘʢʪʦʨ Microsoft Office Word 2007, ʚʳʧʦʣʥʠʚ ʢʦʤʘʥʜʫ ʇʋʉʂ-ɺʉɽ 

ʇʈʆɻʈɸʄʄʓ-Microsoft Office-Microsoft Office Word 2007. 

2. ʇʨʦʚʝʨʪɹʝ ʥʘʣʠʯʠʝ ʈɽɾʀʄɸ ʇʆʉʊʈɸʅʀʏʅʆɻʆ ʦʪʦʙʨʘʞʝʥʠʷ ʜʦʢʫʤʝʥʪʘ ʥʘ ʵʢʨʘʥʝ, 

ʚʳʧʦʣʥʠʚ ʢʦʤʘʥʜʫ ɺʀɼ- ʈɸɿʄɽʊʂɸ ʉʊʈɸʅʀʎʓ (ʢʣʘʚʠʰʘ ʜʦʣʞʥʘ ʙʳʪʴ ʚʳʜʝʣʝʥʘ).  

 

3. ɼʦʙʘʚʴʪʝ ɻʆʈʀɿʆʅʊɸʃʔʅʋʖ ʃʀʅɽʁʂʋ, ʚʳʧʦʣʥʠʚ ʢʦʤʘʥʜʫ ɺʀɼ-ʃʀʅɽʁʂɸ. 

 
4. ɺʳʧʦʣʥʠʪʝ ʈɸɿʄɽʊʂɸ ʉʊʈɸʅʀʎʓ - ʇʆʃʗ - ʅɸʉʊʈɸʀɺɸɽʄʓɽ ʇʆʃʗ, 

ʫʩʪʘʥʦʚʠʪʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʧʦʣʷ: ɺʝʨʭʥʝʝ - 1 ʩʤ, ʅʠʞʥʝʝ - 1 ʩʤ, ʃʝʚʦʝ - 2 ʩʤ, ʇʨʘʚʦʝ - 1 ʩʤ. 

 

5. ɺʦ ʚʢʣʘʜʢʝ ɻʃɸɺʅɸʗ - ʐʈʀʌʊʓ ʚʳʩʪʘʚʠʪʝ: ʐʨʠʬʪ - Times New Roman, ʈʘʟʤʝʨ 

ʰʨʠʬʪʘ-12. ɺʦ ʚʢʣʘʜʢʝ ɸɹɿɸʎ: ɺʳʨʘʚʥʠʚʘʥʠʝ-ʇʆ ʐʀʈʀʅɽ. 
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6. ʋʩʪʘʥʦʚʠʪʝ ʈɸɿʄɽʊʂɸ ʉʊʈɸʅʀʎʓ-ʈɸʉʊɸʅʆɺʂɸ ʇɽʈɽʅʆʉʆɺ-ɸɺʊʆ. 

 

7. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ. 

 

8. ɺʳʜʝʣʠʪʝ ʥʘʧʝʯʘʪʘʥʥʳʡ ʪʝʢʩʪ, ʥʘʞʘʚ ʣʝʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ ʚ ʥʘʯʘʣʝ ʩʪʨʦʢʠ. 

 

9. ʅʘʞʤʠʪʝ ʧʨʘʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ ʠ ʚʳʙʝʨʝʪʝ ʂʆʇʀʈʆɺɸʊʔ. 
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10. ʉʥʠʤʠʪʝ ʚʳʜʝʣʝʥʠʝ, ʥʘʞʘʚ ʣʝʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ ʚ ʢʦʥʮʝ ʩʪʨʦʢʠ. 

 

11. ʅʘʞʤʠʪʝ ʢʣʘʚʠʰʫ ENTER. ʂʫʨʩʦʨ ʧʝʨʝʡʜʝʪ ʥʘ ʩʣʝʜʫʶʱʫʶ ʩʪʨʦʢʫ. 

 

12. ʅʘʞʤʠʪʝ ʧʨʘʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ ʠ 

ʚʳʙʝʨʠʪʝ ɺʉʊɸɺʀʊʔ. 
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13. ʇʦʚʪʦʨʠʪʝ ʚʩʪʘʚʢʫ ʪʨʠʞʜʳ, ʥʘʞʠʤʘʷ ʧʦʩʣʝ ʢʘʞʜʦʡ ʩʪʨʦʢʠ ʢʣʘʚʠʰʫ ENTER. 

 

14. ʀʟʤʝʥʠʪʝ ʩʦʜʝʨʞʘʥʠʝ ʪʝʢʩʪʘ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ. 

 

15. ɼʣʷ ʢʘʞʜʦʡ ʩʪʨʦʢʠ ʩʜʝʣʘʡʪʝ ʦʪʩʪʫʧ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʩʦʜʝʨʞʠʤʦʛʦ ʪʝʢʩʪʘ, ʧʝʨʝʪʘʩʢʠʚʘʷ ʥʘ 

ʛʦʨʠʟʦʥʪʘʣʴʥʦʡ ʣʠʥʝʡʢʝ ʤʘʨʢʝʨ. 

 

16. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ. 
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17. ɺʳʨʘʚʥʠʚʘʷ ʢʘʞʜʳʡ ʘʙʟʘʮ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʩʦʜʝʨʞʠʤʦʛʦ ʪʝʢʩʪʘ, ʚʳʜʝʣʷʷ ʥʫʞʥʫʶ ʩʪʨʦʢʫ ʠ 

ʥʘʞʠʤʘʷ ʥʘ ʧʘʥʝʣʠ ɸɹɿɸʎ ʢʥʦʧʢʠ ʇʆ ʃɽɺʆʄʋ ʂʈɸʖ , ʇʆ ʎɽʅʊʈʋ , ʇʆ ʇʈɸɺʆʄʋ 

ʂʈɸʖ . 

 

18. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ, ʠʩʧʦʣʴʟʫʷ ʚʦʟʤʦʞʥʦʩʪʠ ʨʘʙʦʪʳ ʩ ʙʣʦʢʘʤʠ ʪʝʢʩʪʘ 

ʂʆʇʀʈʆɺɸʅʀʗ ʀ ɺʉʊɸɺʂʀ, ʦʩʪʘʚʣʷʷ ʧʫʩʪʫʶ ʩʪʨʦʯʢʫ ʧʦʩʣʝ ʢʘʞʜʦʛʦ ʘʙʟʘʮʘ. 

 

19. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ, ʠʩʧʦʣʴʟʫʷ ʚʦʟʤʦʞʥʦʩʪʠ ʨʘʙʦʪʳ ʩ ʙʣʦʢʘʤʠ ʪʝʢʩʪʘ 

ʂʆʇʀʈʆɺɸʅʀʗ ʀ ɺʉʊɸɺʂʀ. 

  

20. ɺʳʜʝʣʠʪʝ ʥʘʙʨʘʥʥʳʡ ʪʝʢʩʪ, ʥʘʞʤʠʪʝ ʇʈɸɺʋʖ ʂʅʆʇʂʋ ʄʓʐʀ-ɸɹɿɸʎ, ɺ 

ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʚʳʙʝʨʠʪʝ ʠʥʪʝʨʚʘʣ ʄɽɾɼʋʉʊʈʆʏʅʓʁ-ʆɼʀʅɸʈʅʓʁ ʠ ʥʘʞʤʠʪʝ ʆʂ. 
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21. ʇʦʚʪʦʨʠʪʝ 19 ʠ 20 ʧʫʥʢʪ, ʜʦʙʘʚʠʚ ʩʪʨʦʯʢʫ ʩ ʧʦʣʫʪʦʨʥʳʤ(1,5 ʩʪʨʦʢʠ) ʠ ʜʚʦʡʥʳʤ 

ʤʝʞʜʫ ʩʪʨʦʯʥʳʤ ʠʥʪʝʨʚʘʣʦʤ. 

 

22. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ. 

 

 

23. ɺʳʜʝʣʠʚ ʥʘʙʨʘʥʥʳʡ ʪʝʢʩʪ, ʥʘʞʤʠʪʝ ʇʈɸɺʋʖ ʂʅʆʇʂʋ ʄʓʐʀ-ʐʈʀʌʊ, ʚ 

ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʐʈʀʌʊ ʚʳʙʝʨʠʪʝ ʚʢʣʘʜʢʫ ʀʅʊɽʈɺɸʃ, ʚ ʩʪʨʦʢʝ ʀʅʊɽʈɺɸʃ ʚʳʙʝʨʠʪʝ 

ʈɸɿʈɽɾɽʅʅʓʁ ʀʅʊɽʈɺɸʃ ʥʘ 5 ʧʪ. 

 

24. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ ʠ ʚʳʧʦʣʥʠʪʝ ʩʣʝʜʫʶʱʠʝ: ɺʳʜʝʣʠʚ ʥʘʙʨʘʥʥʳʡ 

ʪʝʢʩʪ, ʥʘʞʤʠʪʝ ʇʈɸɺʋʖ ʂʅʆʇʂʋ ʄʓʐʀ-ʐʈʀʌʊ, ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʐʈʀʌʊ 

ʚʳʙʝʨʠʪʝ ʚʢʣʘʜʢʫ ʀʅʊɽʈɺɸʃ, ʚ ʩʪʨʦʢʝ ʀʅʊɽʈɺɸʃ ʚʳʙʝʨʠʪʝ ʋʇʃʆʊʅɽʅʅʓʁ 

ʀʅʊɽʈɺɸʃ ʥʘ 1 ʧʪ. 
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25. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ. 

 

26. ɺʳʜʝʣʠʪʝ ʥʘʙʨʘʥʥʳʡ ʪʝʢʩʪ, ʱʝʣʢʥʫʚ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʚʳʙʨʘʚ ʐʈʀʌʊ. ɺ 

ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʐʈʀʌʊ-ʐʈʀʌʊ ʫʩʪʘʥʘʚʣʠʚʘʝʤ ʐʨʠʬʪ Arial , ʈʘʟʤʝʨ ï 16.  

 

27. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ. 

 

28. ʋʩʪʘʥʦʚʠʪʝ ʧʘʨʘʤʝʪʨʳ ʐʨʠʬʪ - Times New Roman, ʥʘʯʝʨʪʘʥʠʝ ï ʂʋʈʉʀɺ, ʈʘʟʤʝʨ-13. 

29. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ. 
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30. ʋʩʪʘʥʦʚʠʪʝ ʐʨʠʬʪ -Comic Sans MS, ʨʘʟʤʝʨ -18. 

31. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ. 

 

32. ʋʩʪʘʥʦʚʠʪʝ ʧʘʨʘʤʝʪʨʳ ʚʪʦʨʦʡ ʩʪʨʦʢʠ. ʅʘʯʝʨʪʘʥʠʝ ï ʂʋʈʉʀɺ, ɺʳʨʘʚʥʠʚʘʥʠʝ ï ʇʆ 

ʎɽʅʊʈʋ, ʧʦʩʣʝʜʥʝʡ ʩʪʨʦʢʠ: ʅʘʯʝʨʪʘʥʠʝ ï ʇʆɼʏɽʈʂʅʋʊʓʁ, ɺʳʨʘʚʥʠʚʘʥʠʝ ï ʇʆ 

ʇʈɸɺʆʄʋ ʂʈɸʖ. 

33. ɺʳʜʝʣʠʪʝ ʧʦʣʥʦʩʪʴʶ ʥʘʧʝʯʘʪʘʥʥʳʡ ʪʝʢʩʪ, ʧʝʨʝʡʜʠʪʝ ʚʦ ʚʢʣʘʜʢʫ ʈɸɿʄɽʊʂɸ 

ʉʊʈɸʅʀʎʓ-ɻʈɸʅʀʎʓ ʉʊʈɸʅʀʎʓ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ɻʈɸʅʀʎʓ ʀ 

ɿɸʃʀɺʂɸ-ɻʈɸʅʀʎɸ ʠ ʫʩʪʘʥʦʚʠʪʝ ʪʠʧ ïʈɸʄʂɸ ,ʮʚʝʪ ï ʉʀʅʀʁ, 

ʰʠʨʠʥʘ ï 2,25 ʇʊ. 
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34.  ʇʝʨʝʡʜʠʪʝ ʥʘ ʚʢʣʘʜʢʫ ɿɸʃʀɺʂɸ, ʫʩʪʘʥʦʚʠʪʝ ʮʚʝʪ ʟʘʣʠʚʢʠ ï ɹʃɽɼʅʆ-ɻʆʃʋɹʆʁ, 

ʪʠʧ ʫʟʦʨʘ ï 5%,ʮʚʝʪ ʬʦʥʘ -.ɸɺʊʆ. 

 

35. ʉʦʭʨʘʥʠʪʝ ʥʘʙʨʘʥʥʳʡ ʪʝʢʩʪ, ʚʳʧʦʣʥʠʚ ʢʦʤʘʥʜʫ ʌɸʁʃ ʉʆʍʈɸʅʀʊʔ ʢʘʢ. ʅʘ ʜʠʩʢ Z:/ 

ʉʦʟʜʘʚ ʧʘʧʢʫ Word. ʀʤʷ ʬʘʡʣʘ ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ. 
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36. ɺ ʨʝʟʫʣʴʪʘʪʝ ʜʦʣʞʥʦ ʧʦʣʫʯʠʪʩʷ. 

 

37. ɿʘʢʨʦʡʪʝ ʩʦʟʜʘʥʥʳʡ ʜʦʢʫʤʝʥʪ. 
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ʇʨʘʢʪʠʯʝʩʢʘʷ ʨʘʙʦʪʘ ˉ2. ʈʘʙʦʪʘ ʩ ʪʘʙʣʠʮʘʤʠ 

ʎʝʣʴ: ʆʩʚʦʠʪʴ ʪʝʭʥʦʣʦʛʠʶ ʩʦʟʜʘʥʠʷ ʪʘʙʣʠʮ. 

1. ʆʪʢʨʦʡʪʝ ʪʝʢʩʪʦʚʳʡ ʨʝʜʘʢʪʦʨ Microsoft Office Word 2007, ʚʳʧʦʣʥʠʚ ʢʦʤʘʥʜʫ ʇʋʉʂ-ɺʉɽ 

ʇʈʆɻʈɸʄʄʓ-Microsoft Office-Microsoft Office Word 2007. 

2. ɺʳʧʦʣʥʠʪʝ ʈɸɿʄɽʊʂɸ ʉʊʈɸʅʀʎʓ-ʇʆʃʗ-ʅɸʉʊʈɸʀɺɸɽʄʓɽ ʇʆʃʗ, ʫʩʪʘʥʦʚʠʪʝ 

ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʧʦʣʷ: ɺʝʨʭʥʝʝ-1,5 ʩʤ, ʅʠʞʥʝʝ-1,5 ʩʤ, ʃʝʚʦʝ-2 ʩʤ, ʇʨʘʚʦʝ-1,5 ʩʤ. 

3. ɺʩʪʘʚʴʪʝ ʪʘʙʣʠʮʫ ʚ 4 ʩʪʨʦʢʠ ʠ 5 ʩʪʦʣʙʮʦʚ ɺʉʊɸɺʂɸ-ʊɸɹʃʀʎɸ.  

 

4. ʋʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ ʚ ʇʈɸɺʋʖ ʅʀɾʅʖ ʗʏɽʁʂʋ ʪʘʙʣʠʮʳ ʠ ʥʘʞʤʠʪʝ TAB, ʧʦʷʚʠʪʩʷ ʝʱʸ 

ʦʜʥʘ ʩʪʨʦʢʘ. 

 

 

 

5. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʚ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ ʪʘʙʣʠʮʝʡ. 

ɼʘʪʘ ʊʝʤʧʝʨʘʪʫʨʘ ʆʩʘʜʢʠ ɺʝʪʝʨ ɼʘʚʣʝʥʠʝ 

1 ʤʘʷ +12 ʅʝʪ ʖʞʥʳʡ 756 

2 ʤʘʷ +10 ɼʦʞʜʴ ʖʛʦ-

ʚʦʩʪʦʯʥʳʡ 

751 

3 ʤʘʷ +11 ʅʝʪ ɺʦʩʪʦʯʥʳʡ 753 

4 ʤʘʷ +15 ʅʝʪ ʅʝʪ 756 

6. ʋʜʘʣʠʪʝ ʩʪʨʦʢʫ 4 ʤʘʷ, ʜʣʷ ʵʪʦʛʦ ʫʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ ʚ ʫʜʘʣʷʝʤʫʶ ʩʪʨʦʢʫ ʠ ʚʳʧʦʣʥʠʪʝ 

ʄɸʂɽʊ-ʋɼɸʃʀʊʔ-ʋɼɸʃʀʊʔ ʉʊʈʆʂʀ. 



14 
 

7. ʋʜʘʣʠʪʴ ʩʪʦʣʙʝʮ ʜʘʚʣʝʥʠʷ, ʜʣʷ ʵʪʦʛʦ ʫʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ ʚ ʫʜʘʣʷʝʤʳʡ ʩʪʦʣʙʝʮ ʠ ʚʳʧʦʣʥʠʪʝ 

ʄɸʂɽʊ-ʋɼɸʃʀʊʔ-ʋɼɸʃʀʊʔ ʉʊʆʃɹɽʎ. 

8. ʇʦʣʫʯʠʪʝ ʠʟʦʙʨʘʞʝʥʠʝ ʤʳʰʠ ʚ ʚʠʜʝ, ʫʩʪʘʥʦʚʠʚ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʤʝʞʜʫ ʧʝʨʚʳʤ ʠ 

ʚʪʦʨʳʤ ʩʪʦʣʙʮʦʤ, ʠ ʫʤʝʥʴʰʠʪʝ ʨʘʟʤʝʨ ʧʝʨʚʦʛʦ ʩʪʦʣʙʮʘ. 

 

9. ʉʘʤʦʩʪʦʷʪʝʣʴʥʦ ʠʟʤʝʥʠʪʝ ʰʠʨʠʥʫ ʩʪʨʦʢʠ. 

10. ɺʳʜʝʣʠʪʝ 2,3,4 ʩʪʦʣʙʝʮ, ʫʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ ʚʦ ʚʪʦʨʦʡ ʩʪʦʣʙʝʮ ʧʝʨʚʦʡ ʩʪʨʦʢʠ ʠ ʥʘʞʘʚ, 

ʧʨʦʚʝʩʪʠ ʤʳʰʴ ʜʦ ʧʦʩʣʝʜʥʝʛʦ ʩʪʦʣʙʮʘ ʧʦʩʣʝʜʥʝʡ ʩʪʨʦʢʠ. 

 

11. ɺʳʨʦʚʥʷʡʪʝ ʰʠʨʠʥʫ ʩʪʦʣʙʮʦʚ ʇʈɸɺɸʗ ʂʅʆʇʂɸ ʄʓʐʀ ï ɺʓʈʆɺʅʗʊʔ ʐʀʈʀʅʋ 

ʉʊʆʃɹʎʆɺ. 

 

12. ɺʳʨʦʚʥʷʡʪʝ ʚʳʩʦʪʫ ʚʩʝʭ ʩʪʨʦʢ  ʇʈɸɺɸʗ ʂʅʆʇʂɸ ʄʓʐʀ ïɺʓʈʆɺʅʗʊʔ ɺʓʉʆʊʋ 

ʉʊʈʆʂ. 

13. ɺʳʜʝʣʠʪʝ ʧʦ ʦʯʝʨʝʜʠ ʢʘʞʜʳʡ ʩʪʦʣʙʝʮ ʠ ʚʳʨʦʚʥʷʡʪʝ ʚʦ ʚʢʣʘʜʢʝ ʈɸɹʆʊɸ ʉ ʊɸɹʃʀʎɸʄʀ 

ï ʄɸʂɽʊ ʢʘʢ ʧʦʢʘʟʘʥʦ ʥʘ ʦʙʨʘʟʮʝ.  
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14. ɺʳʜʝʣʠʪʝ ʧʝʨʚʳʡ ʩʪʦʣʙʝʮ ʠ ʠʟʤʝʥʠʪʝ ʥʘʧʨʘʚʣʝʥʠʝ ʪʝʢʩʪʘ. 

 

15. ʇʨʠʤʝʥʷʷ ʚʦʟʤʦʞʥʦʩʪʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ, ʧʨʠʚʝʜʠʪʝ ʪʘʙʣʠʮʫ ʢ ʚʠʜʫ. 

ɼ
ʘ
ʪ
ʘ

 

ʊʝʤʧʝʨʘʪʫʨʘ 

ʆʩʘʜʢʠ 

ɺʝʪʝʨ 

1
  

ʤ
ʘ
ʷ 

+12 

ʅʝʪ 

ʖʞʥʳʡ 

2
 

ʄ
ʘ

 ̫

+10 

ɼʦʞʜʴ 

ʖʛʦ-ʚʦʩʪʦʯʥʳʡ 

3
 

ʄ
ʘ

 ̫

+11 

ʅʝʪ 

ɺʦʩʪʦʯʥʳʡ 

16. ʋʩʪʘʥʦʚʠʪʝ ʫʢʘʟʘʪʝʣʴ ʚ ʧʝʨʚʫʶ ʷʯʝʡʢʫ ʪʘʙʣʠʮʳ ʠ ʠʟʤʝʥʠʪʝ ʩʪʨʫʢʪʫʨʫ ʪʘʙʣʠʮʳ ʚʩʪʘʚʠʪɹ  

ʩʪʨʦʢʫ ʚʳʰʝ ʄɸʂɽʊ ï ɺʉʊɸɺʀʊʔ ʉɺɽʈʍʋ. 

17. ɺʳʜʝʣʠʪʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʷʯʝʡʢʠ ʧʝʨʚʦʡ ʩʪʨʦʢʠ, ʠ ʦʙʲʝʜʠʥʠʪʴ ʠʭ ʇʈɸɺɸʗ ʂʅʆʇʂɸ 

ʄʓʐʀ ï ʆɹʒɽɼʀʅʀʊʔ ʗʏɽʁʂʀ. 
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18. ɺʳʜʝʣʠʪʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʷʯʝʡʢʠ ʧʝʨʚʦʛʦ ʩʪʦʣʙʮʘ, ʠ ʦʙʲʝʜʠʥʠʪʴ ʠʭ ʇʈɸɺɸʗ ʂʅʆʇʂɸ 

ʄʓʐʀ ï ʆɹʒɽɼʀʅʀʊʔ ʗʏɽʁʂʀ.  

 

19. ʅʘʙʝʨʠʪʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʪʝʢʩʪ. 

 

20. ɺʳʜʝʣʠʪʝ ʧʝʨʚʫʶ ʩʪʨʦʢʫ. ʀʟʤʝʥʠʪʝ ʟʘʣʠʚʢʫ ʩ ʧʦʤʦʱʴʶ ʧʠʢʪʦʛʨʘʤʤʳ ï  ʚ ʣʶʙʦʡ ʮʚʝʪ, 

ʠ ʮʚʝʪ ʙʫʢʚ - ʩ ʧʦʤʦʱʴʶ ï . 

21. ɺʳʜʝʣʠʪʝ ʪʘʙʣʠʮʫ ʠ ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʄɸʂɽʊ- ʇʨʝʦʙʨʘʟʦʚʘʪ ɹʚ ʪʝʢʩʪ. 
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22. ʅʘʞʤʠʪʝ ʧʠʢʪʦʛʨʘʤʤʫ ʦʪʤʝʥʠʪʴ ï  ʚ ʚʝʨʭʥʝʤ ʣʝʚʦʤ ʫʛʣʫ. 

23. ʆʬʦʨʤʣʝʥʠʝ ʜʦʢʫʤʝʥʪʘ ʜʦʣʞʥʦ ʚʳʛʣʷʜʝʪʴ ʩʣʝʜʫʶʱʠʤ ʦʙʨʘʟʦʤ: 

ɼ
ʘ
ʪ
ʘ

 
ʗɺʃɽʅʀʗ 

ʊʝʤʧʝʨʘʪʫʨʘ 

ʆʩʘʜʢʠ 

ɺʝʪʝʨ 

1
  

ʤ
ʘ
ʷ 

+12 

ʅʝʪ 

ʖʞʥʳʡ 

2
 

ʄ
ʘ

 ̫

+10 

ɼʦʞʜʴ 

ʖʛʦ-ʚʦʩʪʦʯʥʳʡ 

3
 

ʄ
ʘ

 ̫

+11 

ʅʝʪ 

ɺʦʩʪʦʯʥʳʡ 

24. ʉʦʭʨʘʥʠʪʝ ʬʘʡʣ ʥʘ ʜʠʩʢ Z:\WORD ʧʦʜ ʠʤʝʥʝʤ ʊɸɹʃʀʎɸ. 
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ʇʨʘʢʪʠʯʝʩʢʘʷ ʨʘʙʦʪʘ ˉ 3. ʆʬʦʨʤʣʝʥʠʝ ʪʝʢʩʪʘ ʨʠʩʫʥʢʘʤʠ, ʬʠʛʫʨʘʤʠ 

ʠ ʪʝʢʩʪʦʚʳʤʠ ʵʬʬʝʢʪʘʤʠ. 

ʎʝʣʴ: ʦʩʚʦʠʪʴ ʪʝʭʥʦʣʦʛʠʶ ʩʦʟʜʘʥʠʷ ʜʦʢʫʤʝʥʪʦʚ, ʚ ʢʦʪʦʨʳʭ ʠʩʧʦʣʴʟʫʶʪʩʷ ʛʨʘʬʠʯʝʩʢʠʝ ʦʙʲʝʢʪʳ  

(ʩʪʘʥʜʘʨʪʥʳʝ ʨʠʩʫʥʢʠ, ʛʨʘʬʠʯʝʩʢʠʝ ʦʙʲʝʢʪʳ ʠʟ ʢʦʣʣʝʢʮʠʠ WordArt ʠ ʘʚʪʦʬʠʛʫʨʳ). 

ʍʦʜ ʨʘʙʦʪʳ: 

1. ʆʪʢʨʦʡʪʝ ʪʝʢʩʪʦʚʳʡ ʨʝʜʘʢʪʦʨ Microsoft Office Word 2007, ʚʳʧʦʣʥʠʚ ʢʦʤʘʥʜʫ ʇʋʉʂ-ɺʉɽ 

ʇʈʆɻʈɸʄʄʓ-Microsoft Office-Microsoft Office Word 2007. 

2. ɺʳʧʦʣʥʠʪʝ ʈɸɿʄɽʊʂɸ ʉʊʈɸʅʀʎʓ-ʇʆʃʗ-ʅɸʉʊʈɸʀɺɸɽʄʓɽ ʇʆʃʗ, ʫʩʪʘʥʦʚʠʪʝ 

ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʧʦʣʷ: ɺʝʨʭʥʝʝ-1,5 ʩʤ, ʅʠʞʥʝʝ-1,5 ʩʤ, ʃʝʚʦʝ-2 ʩʤ, ʇʨʘʚʦʝ-1,5 ʩʤ. 

3. ʋʩʪʘʥʦʚʠʪʝ ɸʚʪʦʤʘʪʠʯʝʩʢʠʡ ʧʝʨʝʥʦʩ  ʈɸɿʄɽʊʂɸ ʉʊʈɸʅʀʎ- ʈɸʉʊɸʅʆɺʂɸ 

ʇɽʈɽʅʆʉʆɺ-ɸɺʊʆ. 

 

4. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ. 
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5. ɺʳʜʝʣʠʪʝ ʪʝʢʩʪ ɸʅʖʊɸ ʠ ʧʝʨʝʡʜʠʪʝ ʚʦ ʚʢʣʘʜʢʫ ɺʉʊɸɺʂɸ ï Word art  ï ɺʓɹɽʈʀʊɽ 

ʅɸɼʇʀʉʔ ʂʆʊʆʈɸʗ ɺɸʄ ɹʆʃʔʐɽ ʅʈɸɺʀʊʉʗ.  ʇʦʷʚʠʪʩʷ ʦʢʥʦ, ʚ ʢʦʪʦʨʦʤ ʚʳ ʤʦʞʝʪʝ 

ʠʟʤʝʥʠʪʴ ʐʈʀʌʊ, ʈɸɿʄɽʈ ʊɽʂʉʊɸ, ʅɸʏɽʈʊɸʅʀɽ ʥʘ ʩʚʦʡ ʚʢʫʩ. 
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6. ɻʨʘʬʠʯʝʩʢʠʡ ʦʙʲʝʢʪ ʚʳʜʝʣʷʝʪʩʷ ʱʝʣʯʢʦʤ ʣʝʚʦʡ ʢʥʦʧʢʠ ʤʳʰʠ ʥʘ ʦʙʲʝʢʪʝ. ɺʳʜʝʣʝʥʠʝ 

ʦʙʲʝʢʪʘ ʠʩʯʝʟʘʝʪ, ʝʩʣʠ ʚʳʧʦʣʥʠʪʴ ʱʝʣʯʢʦʤ ʚʥʝ ʧʦʣʷ ʦʙʲʝʢʪʘ. 

ɺʅʀʄɸʅʀɽ! ʇʨʦʚʦʜʠʪʴ ʠʟʤʝʥʝʥʠʝ ʤʦʞʥʦ ʪʦʣʴʢʦ ʩ ʚʳʜʝʣʝʥʥʳʤ ʦʙʲʝʢʪʦʤ. 

 

7. ɺʳʜʝʣʠʪʝ ʦʙʲʝʢʪ, ʱʝʣʯʢʦʤ ʃɽɺʆʁ ʂʅʆʇʂʀ ʤʳʰʠ ʥʘ ʥʝʤ. 

8. ʉ ʟʘʞʘʪʦʡ ʃɽɺʆʁ ʂʅʆʇʂʆʁ ʄʓʐʀ  ʤʦʞʥʦ ʧʝʨʝʤʝʰʘʪʴ ʦʙʲʝʢʪ. 

9. ʅʘʞʠʤʘʷ ʥʘ ʢʚʘʜʨʘʪʠʢʠ ʃɽɺʆʁ ʂʅʆʇʂʆʁ ʄʓʐʀ ʀ ʇɽʈɽʊɸʉʂʀɺɸʗ ʀʍ ʚʳ 

ʤʦʞʝʪʝ ʤʝʥʷʪʴ ʨʘʟʤʝʨ ʦʙʲʝʢʪʘ.  

10. ɺʳʜʝʣʠʪʝ ʦʙʲʝʢʪ ʠ ʥʘʞʤʠʪʝ ʇʈɸɺɸʗ ʂʅʆʇʂɸ ʄʓʐʀ ï ʌʆʈʄɸʊ ʆɹʒɽʂʊɸ 

WORD ART. 

11. ɺʳʙʝʨʠʪʝ ʧʫʥʢʪ ʎɺɽʊɸ ʀ ʃʀʅʀʀ ï ʉʇʆʉʆɹ ɿɸʃʀɺʂʀ. 

 
12. ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʚʳ ʤʦʞʝʪʝ ʠʟʤʝʥʠʪʴ ʮʚʝʪ ʥʘʜʧʠʩʠ ʢʘʢ ʫʛʦʜʥʦ. 



21 
 

 

13. ʉʥʦʚʘ ʚʳʜʝʣʠʪʝ ʬʠʛʫʨʫ  ʃɽɺʆʁ ʂʅʆʇʂʆʁ ʄʓʐʀ ʟʘʪʝʤ ʥʘʞʤʠʪʝ ʇʈɸɺʆʁ 

ʂʅʆʇʂʆʁ ʧʦ ʚʳʜʝʣʝʥʥʦʤʫ ʦʙʲʝʢʪʫ ʠ ʚʳʙʝʨʠʪʝ ʌʆʈʄɸʊ ʌʀɻʋʈʓ. 

14. ɺʦ ʚʢʣʘʜʢʝ ʈɸɿʄʂʈ  ʚʳ ʤʦʞʝʪʝ ʤʝʥʷʪʴ ʈɸɿʄɽʈ, ʇʆɺʆʈʆʊ ʀ ʄɸʉʐʊɸɹ. 

15. ɺʦ ʚʢʣʘʜʢʝ ʧʦʣʦʞʝʥʠʝ ʚʳʙʝʨʠʪʝ ɺ ʊɽʂʉʊɽ. 

16. ʉʘʤʦʩʪʦʷʪʝʣʴʥʦ ʧʨʦʚʝʨʴʪʝ ʇʆʃʆɾɽʅʀɽ ï ʇʆ ʂʆʅʊʋʈʋ, ɿɸ ʊɽʂʉʊʆʄ ʠ ʜʨ. 

17. ɺʳʙʝʨʠʪʝ ʧʫʥʢʪ ɺʉʊɸɺʂɸ ï ʌʀɻʋʈʓ ï ɺɽʈʊʀʂɸʃʔʅʓʁ ʉɺʀʊʆʂ. 

 

18. ʅʘʞʤʠʪʝ ʃɽɺʋʖ ʂʅʆʇʂʋ ʄʓʐʀ  ʠ, ʫʜʝʨʞʠʚʘʷ ʝʸ, ʥʘʨʠʩʫʡʪʝ ʦʙʲʝʢʪ. 



22 
 

19. ʀʟʤʝʥʠʪʝ ʧʦʣʦʞʝʥʠʝ ʠ ʨʘʟʤʝʨ ʦʙʲʝʢʪʦʚ ʪʘʢ, ʯʪʦʙʳ ʟʘʢʨʳʪʴ ʥʘʧʝʯʘʪʘʥʥʳʡ ʪʝʢʩʪ. ɼʦʣʞʥʦ 

ʧʦʣʫʯʠʪʴʩʷ ʪʘʢ. 

 

20. ʅʘʞʤʠʪʝ ʥʘ ʩʚʠʪʦʢ ʇʈɸɺɸʗ ʂʅʆʇʂɸ ʄʓʐʀ ï  ʇʆʈʗɼʆʂ ï ʇʆʄɽʉʊʀʊʔ ɿɸ 

ʊɽʂʉʊʆʄ. 

21. ɺʩʪʘʚʴʪʝ ʢʘʨʪʠʥʢʫ ɺʉʊɸɺʂɸ ï ʂʃʀʇ ʠ ʚʩʪʘʚʴʪʝ ʣʶʙʫʶ ʢʘʨʪʠʥʢʫ ʥʘ ʩʚʦʡ ʚʢʫʩ. 
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22. ʆʬʦʨʤʣʝʥʠʝ ʩʪʨʘʥʠʮʳ ʜʦʣʞʥʦ ʚʳʛʣʷʜʝʪʴ ʩʣʝʜʫʶʱʠʤ ʦʙʨʘʟʦʤ:  

 

23. ʉʦʭʨʘʥʠʪʝ ʬʘʡʣ ʚ ʧʘʧʢʫ Z:\WORD\ ʧʦʜ ʠʤʝʥʝʤ "ɻʈɸʌʀʂɸ".                      
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ʇʨʘʢʪʠʯʝʩʢʘʷ ʨʘʙʦʪʘ ˉ4. ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʩʧʠʩʢʦʚ. 
ʎʝʣʴ: ʅʘʫʯʠʪʴʩʷ ʧʨʠʤʝʥʷʪʴ ʩʧʠʩʢʠ.  

ʍʦʜ ʨʘʙʦʪʳ. 

1. ɽʩʣʠ MS WORD ʟʘʢʨʳʪ, ʪʦ ʦʪʢʨʦʡʪʝ ʝʛʦ, ʚʳʧʦʣʥʠʚ ʢʦʤʘʥʜʫ ʇʋʉʂ ï ɺʉɽ  

ʇʈʆɻʈɸʄʄʓ ï MS OFFICE ï MS WORD. ɼʘʣʝʝ ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌɸʁʃ ï ʉʆɿɼɸʊʔ 

ï ʅʆɺʓʁ ɼʆʂʋʄɽʅʊ ʠʣʠ ʥʘʞʤʠʪʝ ʧʠʢʪʦʛʨʘʤʤʫ . 

2. ʇʨʦʚʝʨʴʪʝ ʥʘʣʠʯʠʝ ʈɽɾʀʄɸ ʇʆʉʊʈɸʅʀʏʅʆɻʆ ʦʪʦʙʨʘʞʝʥʠʷ ʜʦʢʫʤʝʥʪʘ ʥʘ ʵʢʨʘʥʝ ï ɺʀɼ ï 

ʈɸɿʄɽʊʂɸ ʉʊʈɸʅʀʎʓ (ʧʠʢʪʦʛʨʘʤʤʘ ʥʘ ʧʘʥʝʣʠ ʜʦʣʞʥʘ ʙʳʪʴ ʥʘʞʘʪʘ). 

3. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌɸʁʃ ï ʇɸʈɸʄɽʊʈʓ ʉʊʈɸʅʀʎʓ ʫʩʪʘʥʦʚʠʪʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ 

ʧʦʣʷ: ɺʝʨʭʥʝʝ ï 1,5 ʩʤ., ʅʠʞʥʝʝ ï 1,5 ʩʤ., ʃʝʚʦʝ ï 2 ʩʤ., ʇʨʘʚʦʝ ï 1,5 ʩʤ. 

4. ʅʘ ʧʘʥʝʣʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʫʩʪʘʥʦʚʠʪʝ ʧʘʨʘʤʝʪʨʳ  

 
5. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʧʦ ʦʙʨʘʟʮʫ 

 
 

6. ɺʳʜʝʣʠʪʝ ʩʪʨʦʢʠ  

7. ʇʨʠʤʝʥʠʪʝ ʧʠʢʪʦʛʨʘʤʤʫ . 
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8. ʅʝ ʫʙʠʨʘʷ ʚʳʜʝʣʝʥʠʝ, ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʉʇʀʉʆʂ ï ʄɸʈʂʀʈʆɺɸʅʅʓʁ.

 

9. ʅʘʞʤʠʪʝ ʧʠʢʪʦʛʨʘʤʤʫ . 

10. ʅʘʞʤʠʪʝ  ʠʣʠ  ʠʟʤʝʥʠʪʝ ʤʘʨʢʝʨ ʧʦ ʩʦʙʩʪʚʝʥʥʦʤʫ ʚʢʫʩʫ. 

11. ʑʝʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ OK. 

12. ʉʘʤʦʩʪʦʷʪʝʣʴʥʦ ʦʬʦʨʤʠʪʝ ʪʝʢʩʪ.

 
13. ɺʳʜʝʣʠʪʝ ʪʝʢʩʪ                          

 

14. ʇʨʠʤʝʥʠʪʝ ʧʠʢʪʦʛʨʘʤʤʫ . 

15. ʅʝ ʫʙʠʨʘʷ ʚʳʜʝʣʝʥʠʝ, ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʉʇʀʉʂʀ ï ʅʋʄɽʈʆɺɸʅʅʓʁ. 

16. ɺʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ . 
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17. ʋʩʪʘʥʦʚʠʪʝ ʧʘʨʘʤʝʪʨʳ ʌʆʈʄɸʊ ʅʆʄɽʈɸ (ʢ ʢʦʪʦʨʦʤʫ ʜʦʙʘʚʴʪʝ ʩʢʦʙʢʫ), 

ɺʓʈɸɺʅʀɺɸʅʀɽ. 

 
18. ʑʝʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ OK. 

 
19. ʉʘʤʦʩʪʦʷʪʝʣʴʥʦ ʦʬʦʨʤʠʪʝ ʪʝʢʩʪ. 
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20. ɺʳʜʝʣʠʪʝ ʪʝʢʩʪ                              

21. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʉʇʀʉʂʀ ï ʄʅʆɻʆʋʈʆɺʅɽɺʓʁ. 

22. ɺʳʙʝʨʠʪʝ ʚʠʜ  ʠ ʥʘʞʤʠʪʝ OK: 

 
23. ɺʳʜʝʣʠʪʝ ʩʪʨʦʢʠ  

 

24. ʅʘʞʤʠʪʝ ʥʘ ʧʠʢʪʦʛʨʘʤʤʫ ʋɺɽʃʀʏʀʊʔ ʆʊʉʊʋʇ - . 

25. ɺʳʜʝʣʠʪʝ ʩʪʨʦʢʠ 

 
26. ɸʥʘʣʦʛʠʯʥʦ ʠʟʤʝʥʠʪʝ ʦʪʩʪʫʧ ʜʣʷ ʜʘʥʥʳʭ ʩʪʨʦʢ. 

27. ɺʳʜʝʣʠʪʝ ʩʪʨʦʢʠ 

 
28. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʉʇʀʉʂʀ ï ʄʅʆɻʆʋʈʆɺʅɽɺʓʁ. 

29. ʅʘʞʤʠʪʝ ʧʠʢʪʦʛʨʘʤʤʫ . 
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30. ʋʩʪʘʥʦʚʠʪʝ ʧʘʨʘʤʝʪʨʳ ʜʣʷ ʇɽʈɺʆɻʆ ʋʈʆɺʅʗ. 

 
31. ʋʩʪʘʥʦʚʠʪʝ ʧʘʨʘʤʝʪʨʳ ʜʣʷ ɺʊʆʈʆɻʆ ʋʈʆɺʅʗ. 

 
32. ɺʳʡʜʠʪʝ ʠʟ ʜʠʘʣʦʛʦʚʳʭ ʦʢʦʥ ʩ ʧʦʤʦʱʴʶ ʧʠʢʪʦʛʨʘʤʤʳ OK. 
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33. ʆʬʦʨʤʣʝʥʥʘʷ ʩʪʨʘʥʠʮʘ ʜʦʣʞʥʘ ʚʳʛʣʷʜʝʪʴ ʩʣʝʜʫʶʱʠʤ ʦʙʨʘʟʦʤ  (ʤʘʨʢʝʨʳ ʤʦʛʫʪ ʠʤʝʪʴ ʜʨʫʛʦʡ 

ʚʠʜ): 

 
34. ʉʦʭʨʘʥʠʪʝ ʜʦʢʫʤʝʥʪ ʥʘ ʜʠʩʢ Z:\WORD\ ʧʦʜ ʠʤʝʥʝʤ ʉʇʀʉʂʀ. 
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ʇʨʘʢʪʠʯʝʩʢʘʷ ʨʘʙʦʪʘ ˉ5. ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʢʦʣʦʥʦʢ. 
ʎʝʣʴ: ʅʘʫʯʠʪʴʩʷ ʨʘʟʙʠʚʘʪʴ ʪʝʢʩʪ ʥʘ ʢʦʣʦʥʢʠ. 

ʍʦʜ ʨʘʙʦʪʳ. 

1. ɽʩʣʠ MS WORD ʟʘʢʨʳʪ, ʪʦ ʦʪʢʨʦʡʪʝ ʝʛʦ, ʚʳʧʦʣʥʠʚ ʢʦʤʘʥʜʫ ʇʋʉʂ ï ɺʉɽ  

ʇʈʆɻʈɸʄʄʓ ï MS OFFICE ï MS WORD, ʟʘʪʝʤ ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌɸʁʃ ï 

ʉʆɿɼɸʊʔ ï ʅʆɺʓʁ ɼʆʂʋʄɽʅʊ ʠʣʠ ʥʘʞʤʠʪʝ ʧʠʢʪʦʛʨʘʤʤʫ . 

2. ʇʨʦʚʝʨʴʪʝ ʥʘʣʠʯʠʝ ʨʝʞʠʤʘ ʇʆʉʊʈɸʅʀʏʅʆɻʆ ʦʪʦʙʨʘʞʝʥʠʷ ʜʦʢʫʤʝʥʪʘ ʥʘ ʵʢʨʘʥʝ ï ɺʀɼ ï 

ʈɸɿʄɽʊʂɸ ʉʊʈɸʅʀʎʓ (ʧʠʢʪʦʛʨʘʤʤʘ ʥʘ ʧʘʥʝʣʠ ʜʦʣʞʥʘ ʙʳʪʴ ʥʘʞʘʪʘ). 

3. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌɸʁʃ ï ʇɸʈɸʄɽʊʈʓ ʉʊʈɸʅʀʎʓ ʫʩʪʘʥʦʚʠʪʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ 

ʧʦʣʷ: ɺʝʨʭʥʝʝ ï 1,5 ʩʤ., ʅʠʞʥʝʝ ï 1,5 ʩʤ., ʃʝʚʦʝ ï 2 ʩʤ., ʇʨʘʚʦʝ ï 1,5 ʩʤ. 

4. ʋʩʪʘʥʦʚʠʪʝ ʈɸʉʉʊɸʅʆɺʂɸ ʇɽʈɽʅʆʉʆɺ ï ɸɺʊʆʄʆʊʀʏɽʉʂɸʗ. 

 
5. ʅʘ ʧʘʥʝʣʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʫʩʪʘʥʦʚʠʪʝ ʧʘʨʘʤʝʪʨʳ 

 
6. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʧʦ ʦʙʨʘʟʮʫ, ʫʩʪʘʥʦʚʠʚ ʢʫʨʩʦʨ ʩ ʥʘʯʘʣʘ ʥʦʚʦʡ ʩʪʨʦʢʠ. 

 
7. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʇʈɸɺʂɸ ï ɺʓɼɽʃʀʊʔ ɺʉɽ. 

8. ʉʢʦʧʠʨʫʡʪʝ ʚʳʜʝʣʝʥʥʳʡ ʬʨʘʛʤʝʥʪ ʚ ʙʫʬʝʨ ʦʙʤʝʥʘ, ʥʘʞʘʚ ʥʘ ʧʠʢʪʦʛʨʘʤʤʫ  

9. ʋʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ ʚ ʥʦʚʫʶ ʩʪʨʦʢʫ ʠ ʚʩʪʘʚʴʪʝ ʬʨʘʛʤʝʥʪ  - 2 ʨʘʟʘ. 
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10. ɺʳʜʝʣʠʪʝ ʪʝʢʩʪ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʧʝʨʚʦʡ ʢʦʧʠʠ. 

 

11. ʅʘʞʤʠʪʝ ʧʠʢʪʦʛʨʘʤʤʫ ʉʊʆʃɹʎʓ - , ʫʢʘʟʘʚ 2 ʂʆʃʆʅʂʀ -  

 
12. ʀʟʤʝʥʠʪʝ ʰʠʨʠʥʫ ʢʦʣʦʥʦʢ, ʠʟʤʝʥʷʷ ʧʦʣʷ ʥʘ ʃʀʅɽʁʂɽ. 
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13. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌʆʈʄɸʊ ï ʂʆʃʆʅʂʀ ʠ ʠʟʤʝʥʠʪʝ ʇɸʈɸʄɽʊʈʓ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ 

ʢʦʣʦʥʦʢ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ, ʥʘʞʤʠʪʝ ï OK . 

 
14. ʀʟʤʝʥʠʪʝ ʚʪʦʨʫʶ ʢʦʧʠʶ ʪʝʢʩʪʘ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ ʠ ʚʳʜʝʣʠʪʝ ʝʛʦ.  

 
15. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌʆʈʄɸʊ ï ʂʆʃʆʅʂʀ ʠ ʠʟʤʝʥʠʪʝ ʇɸʈɸʄɽʊʈʓ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ 

ʢʦʣʦʥʦʢ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ, ʥʘʞʤʠʪʝ - OK . 
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16. ɺ ʨʝʟʫʣʴʪʘʪʝ ʧʦʣʫʯʠʪʩʷ ʦʙʨʘʟʝʮ 

 
17. ʈʘʟʜʝʣʠʪʝ ʪʨʝʪʴʶ ʢʦʧʠʶ ʪʝʢʩʪʘ ʥʘ ʢʦʣʦʥʢʠ ʧʦ ʩʦʙʩʪʚʝʥʥʦʤʫ ʞʝʣʘʥʠʶ. 

18. ʇʨʠʤʝʥʠʪʝ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʝʢʩʪʘ ʧʦ ʩʦʙʩʪʚʝʥʥʦʤʫ ʞʝʣʘʥʠʶ. 

19. ʆʬʦʨʤʣʝʥʥʘʷ ʩʪʨʘʥʠʮʘ ʤʦʞʝʪ ʚʳʛʣʷʜʝʪʴ ʪʘʢ: 

 

20. ʉʦʭʨʘʥʠʪʝ ʬʘʡʣ ʙʳʩʪʨʳʤ ʩʦʭʨʘʥʝʥʠʝʤ  ʥʘ ʜʠʩʢ Z:\WORD\ ʧʦʜ ʠʤʝʥʝʤ ʂʆʃʆʅʂʀ. 
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ʇʨʘʢʪʠʯʝʩʢʘʷ ʨʘʙʦʪʘ ˉ6. ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʪʘʙʫʣʷʪʦʨʦʚ. 
ʎʝʣʴ: ʅʘʫʯʠʪʩʷ ʧʨʠʤʝʥʷʪʴ ʪʘʙʫʣʷʪʦʨʳ ʜʣʷ ʦʬʦʨʤʣʝʥʠʷ ʜʦʢʫʤʝʥʪʦʚ. 

ʍʦʜ ʨʘʙʦʪʳ: 

 

1. ʆʪʢʨʦʡʪʝ ʪʝʢʩʪʦʚʳʡ ʨʝʜʘʢʪʦʨ MS WORD, ʚʳʧʦʣʥʠʚ ʢʦʤʘʥʜʫ ʇʋʉʂ ï ɺʉɽ 

ʇʈʆɻʈɸʄʄʓ ï MS OFFICE ï MS WORD. 

2. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌɸʁʃ ï ʇɸʈɸʄɽʊʈʓ ʉʊʈɸʅʀʎʓ, ʫʩʪʘʥʦʚʠʪʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ 

ʧʦʣʷ: ɺʝʨʭʥʝʝ ï 1 ʩʤ, ʅʠʞʥʝʝ ï 1 ʩʤ, ʃʝʚʦʝ ï 2 ʩʤ, ʇʨʘʚʦʝ ï 1 ʩʤ. 

3. ʆʬʦʨʤʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ. 

 

4. ɺʳʜʝʣʠʚ ʪʝʢʩʪ, ʠʟʤʝʥʠʪʝ ʮʚʝʪ ʩ ʧʦʤʦʱʴʶ ʧʠʢʪʦʛʨʘʤʤʳ . 

5. ʋʩʪʘʥʦʚʠʪʝ ʟʥʘʢʠ ʪʘʙʫʣʷʪʦʨʦʚ , ʱʝʣʢʥʫʚ ʣʝʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʥʘ ʛʦʨʠʟʦʥʪʘʣʴʥʦʡ 

ʣʠʥʝʡʢʝ ʚ 2,5 ʩʤ, 7 ʩʤ, 11 ʩʤ, 14 ʩʤ. 

 
6. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ, ʠʩʧʦʣʴʟʫʶ ʢʣʘʚʠʰʫ TAB  ʜʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʢ 

ʩʣʝʜʫʶʱʝʡ ʧʦʟʠʮʠʠ. 

 

7. ʇʝʨʝʡʜʠʪʝ ʥʘ ʩʣʝʜʫʶʱʫʶ ʩʪʨʦʢʫ, ʱʝʣʢʥʫʚ ʧʦ ʢʥʦʧʢʝ ENTER. 

8. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʊɸɹʋʃʗʎʀʗ . 

9. ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʚ ʧʦʣʝ ʇʆɿʀʎʀʀ ʊɸɹʋʃʗʎʀʀ ʚʳʙʝʨʝʪʝ ʧʫʥʢʪ 2,5 ʩʤ. 
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10. ɺ ʧʦʣʝ ɺʓʈɸɺʅʀɺɸʅʀɽ ʫʩʪʘʥʦʚʠʪʝ ʧʘʨʘʤʝʪʨ ʇʆ ʃɽɺʆʄʋ ʂʈɸʖ, ʚ ʧʦʣʝ 

ɿɸʇʆʃʅʀʊɽʃʔ ï 2. 

 

11. ʑʝʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ . 

12. ʇʝʨʝʡʜʠʪʝ ʢ ʩʣʝʜʫʶʱʝʤʫ ʧʫʥʢʪʫ ʧʦʣʷ ʇʆɿʀʎʀʀ ʊɸɹʋʃʗʎʀʀ, ʥʘʧʨʠʤʝʨ 7 ʩʤ

 
13. ʋʩʪʘʥʦʚʠʪʝ ʧʘʨʘʤʝʪʨʳ ʚ ʧʦʣʝ ɺʓʈɸɺʅʀɺɸʅʀɽ ï ʧʦ ʣʝʚʦʤʫ ʢʨʘʶ, ɿɸʇʆʃʅʀʊɽʃʔ ï 

2 (...........). 

 

14. ʑʝʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ . 
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15. ɸʥʘʣʦʛʠʯʥʦ ʧ. 10-14 ʫʩʪʘʥʦʚʠʪʝ ʧʘʨʘʤʝʪʨʳ ʜʣʷ ʧʦʟʠʮʠʠ ʪʘʙʫʣʷʮʠʠ: 

a. 11 ʩʤ: ɺʓʈɸɺʅʀɺɸʅʀɽ ï ʧʦ ʣʝʚʦʤʫ ʢʨʘʶ, ɿɸʇʆʃʅʀʊɽʃʔ ï 4. 

b. 14,01 ʩʤ: ɺʓʈɸɺʅʀɺɸʅʀɽ ï ʧʦ ʧʨʘʚʦʤʫ ʢʨʘʶ, ɿɸʇʆʃʅʀʊɽʃʔ ï 4. 

 

16. ʋʩʪʘʥʦʚʠʚ ʚʩʝ ʧʘʨʘʤʝʪʨʳ, ʱʝʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ OK. 

17. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ, ʠʩʧʦʣʴʟʫʷ ʢʣʘʚʠʰʫ TAB ʜʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʢ 

ʩʣʝʜʫʶʱʝʡ ʧʦʟʠʮʠʠ. 

 

18. ʇʝʨʝʡʜʠʪʝ ʥʘ ʩʣʝʜʫʶʱʫʶ ʩʪʨʦʢʫ, ʱʝʣʢʥʫʚ ʧʦ ʢʥʦʧʢʝ ENTER. 

19. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ. 
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20. ɺ ʨʝʟʫʣʴʪʘʪʝ ʧʦʣʫʯʘʝʪʩʷ: 

 

21. ʉʦʭʨʘʥʠʪʝ ʬʘʡʣ ʙʳʩʪʨʳʤ ʩʦʭʨʘʥʝʥʠʝʤ  ʥʘ ʜʠʩʢ Z:\WORD\ ʧʦʜ ʠʤʝʥʝʤ ʊɸɹʋʃʗʎʀʗ. 
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ʇʨʘʢʪʠʯʝʩʢʘʷ ʨʘʙʦʪʘ ˉ7. ɺʠʜʦʠʟʤʝʥʸʥʥʳʝ ʠ ʩʧʝʮʠʘʣʴʥʳʝ ʩʠʤʚʦʣʳ. 

ʅʘʩʪʨʦʡʢʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ  

ʎʝʣʴ: ʥʘʫʯʠʪʴʩʷ ʧʨʠʤʝʥʷʪʴ ʪʘʙʣʠʮʳ ʩʠʤʚʦʣʦʚ, ʥʘʩʪʨʘʠʚʘʪʴ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʧʦʚʪʦʨʷʪʴ 

ʠʩʧʦʣʴʟʦʚʘʥʠʝ ʚʠʜʦʠʟʤʝʥʸʥʥʳʭ ʩʠʤʚʦʣʦʚ. 

ʍʦʜ ʨʘʙʦʪʳ: 

1. ɽʩʣʠ MSWORD ʟʘʢʨʳʪ, ʪʦ ʦʪʢʨʦʡʪʝ ʝʛʦ, ʚʳʧʦʣʥʠʚ ʢʦʤʘʥʜʫ ʇʋʉʂ ï ʇʈʆɻʈɸʄʄʓ ï 

MSWORD. ɽʩʣʠ MSWORD  ʦʪʢʨʳʪ, ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌɸʁʃ ï ʉʆɿɼɸʊʔ ï ʅʆɺʓʁ 

ɼʆʂʋʄɽʅʊ ʠʣʠ ʥʘʞʤʠʪʝ ʥʘ ʧʠʢʪʦʛʨʘʤʤʫ . 

2. ʇʨʦʚʝʨʴʪʝ ʥʘʣʠʯʠʝ ʈʝʞʠʤʘ ʧʦʩʪʨʘʥʠʯʥʦʛʦ ʦʪʦʙʨʘʞʝʥʠʷ ʜʦʢʫʤʝʥʪʘ ʥʘ ʵʢʨʘʥʝ ï ɺʀɼ ï 

ʈɸɿʄɽʊʂɸ ʉʊʈɸʅʀʎʓ (ʢʣʘʚʠʰʘ ʜʦʣʞʥʘ ʙʳʪʴ ʚʜʘʚʣʝʥʘ). 

3. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌɸʁʃ - ʇɸʈɸʄɽʊʈʓ ʉʊʈɸʅʀʎʓ, ʫʩʪʘʥʦʚʠʪʝ ʧʦʣʷ: ɺʝʨʭʥʝʝ ï 1,5 

ʩʤ., ʅʠʞʥʝʝ ï 1,5 ʩʤ., ʃʝʚʦʝ ï 2 ʩʤ., ʇʨʘʚʦʝ ï 1.5 ʩʤ. 

4. ʅʘ ʧʘʥʝʣʠ ʧʘʥʝʣʠ ʌʆʈʄɸʊʀʈʆɺɸʅʀɽ  ʫʩʪʘʥʦʚʠʪʝ ʧʘʨʘʤʝʪʨʳ 

 
5. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʠ ʚʳʜʝʣʠʪʝ ʮʠʬʨʫ 2.  

 

6. ʅʘʞʤʠʪʝ ʥʘ ʧʠʢʪʦʛʨʘʤʤʫ. 

7. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩ ʥʦʚʦʡ ʩʪʨʦʢʠ 

  

8. ɼʣʷ ʥʘʧʠʩʘʥʠʷ ʩʠʤʚʦʣʘ ˊ, ʚʦʩʧʦʣʴʟʫʡʪʝʩʴ ʢʦʤʘʥʜʦʡ ɺʉʊɸɺʂɸ - ʉʀʄɺʆʃ. ɺʳʙʝʨʠʪʝ 

ʜʘʥʥʳʡ ʩʠʤʚʦʣ ʠʟ ʩʠʤʚʦʣʴʥʦʡ ʪʘʙʣʠʮʳ. 

9. ʆʬʦʨʤʠʪʝ ʩʪʨʦʢʫ 

  
10. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩ ʥʦʚʦʡ ʩʪʨʦʢʠ ʠ ʜʣʷ ʚʚʦʜʘ ʩʠʤʚʦʣʘ (Ò) ʠʩʧʦʣʴʟʫʡʪʝ ʧʠʢʪʦʛʨʘʤʤʫ 

 (ʧʫʥʢʪ 8). 

  
11. ʉʘʤʦʩʪʦʷʪʝʣʴʥʦ ʧʨʠʜʫʤʘʡʪʝ ʪʝʢʩʪ, ʚ ʢʦʪʦʨʦʤ ʧʨʠʤʝʥʠʪʝ ʊɸɹʃʀʎʓ ʉʀʄɺʆʃʆɺ, 

ʥʘʧʨʠʤʝʨ, ʟʥʘʢ ʟʦʜʠʘʢʘ, ɺʝʨʭʥʠʡ ʠʣʠ ʅʀɾʅʀʁ ʀʅɼɽʂʉ, ʥʘʧʨʠʤʝʨ, ʬʦʨʤʫʣʘ 

ʜʠʩʢʨʠʤʠʥʘʥʪʘ. 

12. ʆʬʦʨʤʣʝʥʥʘʷ ʩʪʨʘʥʠʮʘ ʤʦʞʝʪ ʚʳʛʣʷʜʝʪʴ ʪʘʢ: 

 
13. ʉʦʭʨʘʥʠʪʝ ʜʦʢʫʤʝʥʪ ʥʘ ʜʠʩʢ Z:\WORD\ ʧʦʜ ʠʤʝʥʝʤ ï ʉʀʄɺʆʃʓ. 
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ʇʨʘʢʪʠʯʝʩʢʘʷ ʨʘʙʦʪʘ ˉ8. ɺʳʯʠʩʣʝʥʠʷ ʚ ʪʘʙʣʠʮʘʭ. ɺʩʪʨʦʝʥʥʳʝ 

ʬʫʥʢʮʠʠ WORD. 

ʎʝʣʴ: ʆʩʚʦʠʪʴ ʪʝʭʥʦʣʦʛʠʶ ʧʨʠʤʝʥʝʥʠʷ ʬʫʥʢʮʠʡ ʠ ʧʦʩʪʨʦʝʥʠʷ ʜʠʘʛʨʘʤʤ ʚ ʪʘʙʣʠʮʘʭ. 

ʍʦʜ ʨʘʙʦʪʳ: 

1. ɽʩʣʠ MS WORD ʟʘʢʨʳʪ, ʪʦ ʦʪʢʨʦʡʪʝ ʝʛʦ, ʚʳʧʦʣʥʠʚ ʢʦʤʘʥʜʫ ʇʋʉʂ ï ʇʈʆɻʈɸʄʄʓ ï 

MS WORD. ɽʩʣʠ MS WORD  ʦʪʢʨʳʪ, ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌɸʁʃ ï ʉʆɿɼɸʊʔ ï 

ʅʆɺʓʁ ɼʆʂʋʄɽʅʊ ʠʣʠ ʥʘʞʤʠʪʝ ʥʘ ʧʠʢʪʦʛʨʘʤʤʫ . 

2. ʋʩʪʘʥʦʚʠʪʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʧʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ: ɺʝʨʭʥʝʝ ï 1 ʩʤ, ʅʠʞʥʝʝ ï 1 ʩʤ, 

ʃʝʚʦʝ ï 2 ʩʤ, ʇʨʘʚʦʝ ï 1 ʩʤ. 

3. ʋʩʪʘʥʦʚʠʪʝ ʧʘʨʘʤʝʪʨʳ ʐʨʠʬʪ ï TIMES  NEW ROMAN, ʈʘʟʤʝʨ ʰʨʠʬʪʘ ï 14, 

ɺʳʨʘʚʥʠʚʘʥʠʝ ï ʇʆ ʎɽʅʊʈʋ. 

4. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʦʙʨʘʟʮʫ. 

ʉʚʝʜʝʥʠʷ ʦʙ ʫʩʧʝʚʘʝʤʦʩʪʠ ʩʪʫʜʝʥʪʦʚ ʟʘ 2016/2017 ʫʯʝʙʥʳʡ ʛʦʜ ʧʦ ʜʠʩʮʠʧʣʠʥʝ 

çɺʳʩʰʘʷ ʤʘʪʝʤʘʪʠʢʘè 

5. ʅʘʞʤʠʪʝ ʢʣʘʚʠʰʫ ENTER. 

6. ʀʟʤʝʥʠʪʝ ʨʘʟʤʝʨ ʰʨʠʬʪʘ ʥʘ 12. 

7. ɼʦʙʘʚʪɹʝ ʪʘʙʣʠʮʫ ʩʦʩʪʦʷʱʫʶ ʠʟ 9 ʩʪʦʣʙʮʦʚ ʠ 6 ʩʪʨʦʢ, ʟʘʧʦʣʥʠʚ ʜʘʥʥʳʤʠ ʧʨʠʚʝʜʸʥʥʳʤʠ 

ʚ ʪʘʙʣʠʮʝ. 

ˉ 

ʧ/ʧ 

ɻʨʫʧʧʘ ʉʨʝʜʥʠʡ 

ʙʘʣʣ 

ʂʦʣʠʯʝʩʪʚʦ 

ʩʪʫʜʝʥʪʦʚ 

ʆʪʣ. ʍʦʨ. ʋʜʦʚʣ. ʅʝʫʜ. ʅʝʷʚʢʘ 

1 51  32 12 10 6 3 1 

2 52  27 7 9 6 3 2 

3 53  28 9 8 3 5 3 

4 54  29 8 8 8 3 2 

 ʀʊʆɻʆ:  116      

 

ʇʈʀʄɽʏɸʅʀɽ: ʊʘʙʣʠʮʘ  ʤʦʞʝʪ ʩʦʜʝʨʞʘʪʴ ʤʘʢʩʠʤʫʤ 31 ʩʪʦʣʙʝʮ ʠ ʧʨʦʠʟʚʦʣʴʥʦʝ ʯʠʩʣʦ  

ʩʪʨʦʢ. ʗʯʝʡʢʠ ʪʘʙʣʠʮʳ ʠʤʝʶʪ ʘʜʨʝʩʘ, ʦʙʨʘʟʦʚʘʥʥʳʝ ʠʤʝʥʝʤ ʩʪʦʙʣʮʘ (A, B, Cé)  ʠ 

ʥʦʤʝʨʦʤ ʩʪʨʦʢʠ (1, 2, 3é), ʥʘʧʨʠʤʝʨ,  

A1, A2, B3, E6 ʠ ʪ.ʜ. 

 
8. ʈʘʩʩʯʠʪʘʡʪʝ ʯʠʩʣʦ ʩʪʫʜʝʥʪʦʚ, ʩʜʘʚʰʠʭ ʵʢʟʘʤʝʥ ʧʦ ʜʠʩʮʠʧʣʠʥʝ çɺʳʩʰʘʷ ʤʘʪʝʤʘʪʠʢʘè ʥʘ 

ʦʪʣʠʯʥʦ, ʜʣʷ ʵʪʦʛʦ: 

9. ʅʘʞʤʠʪʝ ʢʫʨʩʦʨʦʤ ʚ ʷʯʝʡʢʫ ɽ6 

10. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʄɸʂɽʊ ʠ ʧʠʢʪʦʛʨʘʤʤʘ . 
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11.  ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʚ ʩʪʨʦʝʥ ʧʠʢʪʦʛʨʘʤʤʘ ʌʆʈʄʋʃɸ, ʚ ʢʦʪʦʨʫʶ ʫʞʝ ʚʚʝʜʝʥʘ 

ʬʦʨʤʫʣʘ ʜʣʷ ʨʘʩʯʸʪʘ ʯʠʩʣʘ ʩʪʫʜʝʥʪʦʚ, ʩʜʘʚʰʠʭ ʵʢʟʘʤʝʥ ʥʘ ʦʪʣʠʯʥʦ. 

 

12. ʑʝʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ ʆʂ. 

13. ɸʥʘʣʦʛʠʯʥʦ ʧ.7-10 ʨʘʩʩʯʠʪʘʡʪʝ ʯʠʩʣʦ ʩʪʫʜʝʥʪʦʚ, ʩʜʘʚʰʠʭ ʵʢʟʘʤʝʥ ʥʘ ʦʮʝʥʢʠ: ʭʦʨʦʰʦ, 

ʫʜʦʚʣʝʪʚʦʨʠʪʝʣʴʥʦ, ʥʝʫʜʦʚʣʝʪʚʦʨʠʪʝʣʴʥʦ ʠ ʥʝ ʷʚʠʚʰʠʭʩʷ. 

14. ʈʘʩʩʯʠʪʘʡʪʝ ʢʦʣʠʯʝʩʪʚʦ ʩʪʫʜʝʥʪʦʚ 51-ʡ ʛʨʫʧʧʳ, ʩʜʘʚʰʠʭ ʵʢʟʘʤʝʥ ʧʦ ʜʠʩʮʠʧʣʠʥʝ 

çɺʳʩʰʘʷ ʤʘʪʝʤʘʪʠʢʘè. 

15. ʅʘʞʤʠʪʝ ʢʫʨʩʦʨʦʤ ʚ ʷʯʝʡʢʫ D2. 

16.  ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʄɸʂɽʊ ʠ ʧʠʢʪʦʛʨʘʤʤʘ . 

17. ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʚ ʩʪʨʦʢʝ ʬʦʨʤʫʣʘ ʟʘʤʝʥʠʪʝ ʩʣʦʚʦ LEFT ʥʘ RIGHT. 
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18. ʑʸʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ ʆʂ. 

19. ɸʥʘʣʦʛʠʯʥʦ ʧ.12-16 ʨʘʩʩʯʠʪʘʡʪʝ ʢʦʣʠʯʝʩʪʚʦ ʩʪʫʜʝʥʪʦʚ 52,53,54 ʛʨʫʧʧ, ʩʜʘʚʰʠʭ ʵʢʟʘʤʝʥʳ 

ʧʦ ʜʠʩʮʠʧʣʠʥʝ çɺʳʩʰʘʷ ʤʘʪʝʤʘʪʠʢʘè 

20. ʈʘʩʩʯʠʪʘʡʪʝ ʩʨʝʜʥʠʡ ʙʘʣʣ ʧʦ ʜʠʩʮʠʧʣʠʥʝ çɺʳʩʰʘʷ ʤʘʪʝʤʘʪʠʢʘè ʜʣʷ ʛʨʫʧʧʳ 51. 

21. ʅʘʞʤʠʪʝ ʢʫʨʩʦʨʦʤ ʚ ʷʯʝʡʢʫ ʉ2. 

22. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʄɸʂɽʊ ʠ ʧʠʢʪʦʛʨʘʤʤʘ . 

23. ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʚ ʩʪʨʦʢʝ ʌʆʈʄʋʃɸ ʚʚʝʜʠʪʝ ʬʦʨʤʫʣʫ ʜʣʷ ʨʘʩʯʸʪʘ ʩʨʝʜʥʝʛʦ ʙʘʣʣʘ.  

 

24.   ɺ ʜʘʥʥʦʤ ʦʢʥʝ ʚʳʙʝʨʠʪʝ ʠʟ ʩʧʠʩʢʘ ʩʪʨʦʢʠ ʌʆʈʄɸʊ ʏʀʉʃɸ ʧʫʥʢʪ 0,00. 

25.  ʑʝʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ ʆʂ. 

26.  ɸʥʘʣʦʛʠʯʥʦ ʧ.19-23 ʨʘʩʩʯʠʪʘʡʪʝ ʩʨʝʜʥʠʡ ʙʘʣʣ ʧʦ ʜʠʩʮʠʧʣʠʥʝ çɺʳʩʰʘʷ ʤʘʪʝʤʘʪʠʢʘè ʜʣʷ 

ʛʨʫʧʧ 52,53,54. ʉʦʦʪʚʝʪʩʪʚʝʥʥʦ ʚʚʝʜʠʪʝ ʩʣʝʜʫʶʱʠʝ ʬʦʨʤʫʣʳ: 

ɻʨʫʧʧʘ 52: = (E3*5+F3*4+G3*3+H3*2)/D3; 

ɻʨʫʧʧʘ 53: = (E4*5+F4*4+G4*4+H4*2)/D4; 

ɻʨʫʧʧʘ 54: = (E5*5+F5*4+G5*3+H5*2)/D5. 

27.  ʈʘʩʩʯʠʪʘʡʪʝ ʦʙʱʝʝ ʢʦʣʠʯʝʩʪʚʦ ʩʪʫʜʝʥʪʦʚ, ʩʜʘʚʰʠʭ ʵʢʟʘʤʝʥ. 

28.  ʅʘʞʤʠʪʝ ʢʫʨʩʦʨʦʤ ʚ ʷʯʝʡʢʫ D6. 

29. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʄɸʂɽʊ ʠ ʧʠʢʪʦʛʨʘʤʤʘ . 

30. ɿʘʧʦʣʥʠʪʝ ʩʪʨʦʢʫ ʌʦʨʤʫʣʘ  
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31. ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʂ. 

32. ʅʘʞʤʠʪʝ ʢʫʨʩʦʨʦʤ ʚ ʷʯʝʡʢʫ ʉ6. 

33. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʄɸʂɽʊ ʠ ʧʠʢʪʦʛʨʘʤʤʘ . 

34. ɺ ʩʪʨʦʢʫ ʌʦʨʤʫʣʘ ʚʚʝʜʠʪʝ ʙʣʦʢ ʷʯʝʝʢ =AVERAGE(C2:C5)/ 

35. ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʂ. 

36. ɿʘʧʦʣʥʝʥʥʘʷ ʪʘʙʣʠʮʘ ʜʦʣʞʥʘ ʚʳʛʣʷʜʝʪʴ ʪʘʢ.  

ˉ ʧ/ʧ ɻʨʫʧʧʘ ʉʨʝʜʥʠʡ 

ʙʘʣʣ 

ʂʦʣʠʯʝʩʪʚʦ 

ʩʪʫʜʝʥʪʦʚ 

ʆʪʣ. ʍʦʨ. ʋʜʦʚʣ. ʅʝʫʜ. ʅʝʷʚʢʘ 

1 51 3,88 32 12 10 6 3 1 

2 52 3,52 27 7 9 6 3 2 

3 53 3,43 28 9 8 3 5 3 

4 54 3,52 29 8 8 8 3 2 

 ʀʊʆɻʆ: 3,59 116 36 35 23 14 8 

37.  ʉʦʭʨʘʥʠʪʝ ʨʘʙʦʪʫ.  
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ʇʨʘʢʪʠʯʝʩʢʘʷ ʨʘʙʦʪʘ ˉ9. ʈʘʙʦʪʘ ʩ ʧʨʠʣʦʞʝʥʠʝʤ MS Equation. 

ʎʝʣʴ: ʥʘʫʯʠʪʴʩʷ ʥʘʙʠʨʘʪʴ ʤʘʪʝʤʘʪʠʯʝʩʢʠʝ ʬʦʨʤʫʣʳ ʩ ʧʦʤʦʱʴʶ ʨʝʜʘʢʪʦʨʘ ʬʦʨʤʫʣ. 

ʍʦʜ ʨʘʙʦʪʳ: 

1. ʉʇʈɸɺʂɸ. ʈɽɼɸʂʊʆʈ ʌʆʈʄʋʃ ï ʧʦʟʚʦʣʷʝʪ ʩʦʟʜʘʚʘʪʴ ʬʦʨʤʫʣʴʥʳʝ ʦʙʲʝʢʪʳ ʠ 

ʚʩʪʘʚʣʷʪʴ ʠʭ ʚ ʪʝʢʩʪʦʚʳʡ ʜʦʢʫʤʝʥʪ ʠ ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʚʩʪʘʚʣʝʥʥʳʡ ʦʙʲʝʢʪ ʤʦʞʥʦ 

ʥʝʧʦʩʨʝʜʩʪʚʝʥʥʦ ʚ ʧʦʣʝ ʜʦʢʫʤʝʥʪʘ. ɺʳʟʳʚʘʝʪʩʷ ʢʦʤʘʥʜʦʡ ɺʉʊɸɺʂɸ-ʆɹʒɽʂʊ-

MICROSOFT EQUATION 3.0 . 

 
ʇʨʠ ʵʪʦʤ ʩʪʨʦʢʘ ʤʝʥʶ ʪʝʢʩʪʦʚʦʛʦ ʧʨʦʮʝʩʩʦʨʘ ʟʘʤʝʱʘʝʪʩʷ ʩʪʨʦʢʦʡ ʤʝʥʶ ʨʝʜʘʢʪʦʨʘ 

ʬʦʨʤʫʣ. 

ʆʩʦʙʝʥʥʦʩʪʠ ʨʝʜʘʢʪʦʨʘ ʬʦʨʤʫʣ: 

V ʈʝʜʘʢʪʦʨ ʬʦʨʤʫʣ Microsoft Equation 3.0 ʧʨʝʜʩʪʘʚʣʷʝʪ ʩʦʙʦʡ ʦʪʜʝʣʴʥʳʡ ʢʦʤʧʦʥʝʥʪ, 

ʧʦʵʪʦʤʫ ʧʨʠ ʫʩʪʘʥʦʚʢʝ ʪʝʢʩʪʦʚʦʛʦ ʧʨʦʮʝʩʩʦʨʘ ʪʨʝʙʫʝʪʩʷ ʩʧʝʮʠʘʣʴʥʦ ʫʢʘʟʘʪʴ 

ʥʝʦʙʭʦʜʠʤʦʩʪʴ ʝʛʦ ʧʦʜʢʣʶʯʝʥʠʷ. 

V ʉʣʝʜʫʝʪ ʚʚʦʜʠʪʴ ʚʩʶ ʬʦʨʤʫʣʫ ʮʝʣʠʢʦʤ ʪʦʣʴʢʦ ʚ ʨʝʜʘʢʪʦʨʝ ʬʦʨʤʫʣ, ʥʝ ʠʩʧʦʣʴʟʫʷ 

ʠʥʳʝ ʩʨʝʜʩʪʚʘ. 

V ʇʨʠ ʚʚʦʜʝ ʬʦʨʤʫʣ ʠ ʚʳʨʘʞʝʥʠʡ ʥʝ ʨʝʢʦʤʝʥʜʫʝʪʩʷ ʠʩʧʦʣʴʟʦʚʘʪʴ ʩʠʤʚʦʣʳ ʨʫʩʩʢʦʛʦ 

ʘʣʬʘʚʠʪʘ. ɺ ʪʝʭ ʩʣʫʯʘʷʭ, ʢʦʛʜʘ ʦʥʠ ʥʝʦʙʭʦʜʠʤʳ, ʥʘʧʨʠʤʝʨ, ʚ ʢʘʯʝʩʪʚʝ ʦʧʠʩʘʪʝʣʴʥʳʭ 

ʠʥʜʝʢʩʦʚ ʧʝʨʝʤʝʥʥʳʭ, ʠʤ ʩʣʝʜʫʝʪ ʥʘʟʥʘʯʘʪʴ ʩʪʠʣʴ ʊʝʢʩʪ. 

V ɺ ʨʝʜʘʢʪʦʨʝ ʬʦʨʤʫʣ ʥʝ ʨʘʙʦʪʘʝʪ ʢʣʘʚʠʰʘ ʇʈʆɹɽʃ, ʧʦʩʢʦʣʴʢʫ ʥʝʦʙʭʦʜʠʤʳʝ 

ʠʥʪʝʨʚʘʣʳ ʤʝʞʜʫ ʩʠʤʚʦʣʘʤʠ ʩʦʟʜʘʶʪʩʷ ʘʚʪʦʤʘʪʠʯʝʩʢʠ. ʆʜʥʘʢʦ ʝʩʣʠ ʥʝʦʙʭʦʜʠʤʦʩʪʴ 

ʚʚʦʜʘ ʧʨʦʙʝʣʦʚ ʚʩʝ-ʪʘʢʠ ʚʦʟʥʠʢʘʝʪ, ʪʦ ʠʭ ʤʦʞʥʦ ʚʚʦʜʠʪʴ ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ 

ʇʈʆɹɽʃ ʠ ʤʥʦʛʦʪʦʯʠʷ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʌʦʨʤʫʣʘ. ɺʩʝʛʦ ʧʨʝʜʫʩʤʦʪʨʝʥʦ 5 

ʨʘʟʥʦʚʠʜʥʦʩʪʝʡ ʧʨʦʙʝʣʦʚ ʨʘʟʣʠʯʥʦʡ ʰʠʨʠʥʳ. 

2. ɽʩʣʠ  MSWORD ʟʘʢʨʳʪ, ʪʦ ʦʪʢʨʦʡʪʝ ʝʛʦ, ʚʳʧʦʣʥʠʚ ʢʦʤʘʥʜʫ ʇʋʉʂ-ʇʈʆɻʈɸʄʄʓ- 

MSWORD. ɽʩʣʠ MSWORD ʦʪʢʨʳʪ, ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌɸʁʃ-ʉʆɿɼɸʊʔ-ʅʆɺʓʁ 

ɼʆʂʋʄɽʅʊ ʠʣʠ ʥʘʞʤʠʪʝ ʧʠʢʪʦʛʨʘʤʤʫ . 

3.  ʋʩʪʘʥʦʚʠʪʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʧʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ: ɺʝʨʭʥʝʝ  ï 1,5 ʩʤ., ʅʠʞʥʝʝ ï 1,5 ʩʤ., 

ʃʝʚʦʝ ï 2 ʩʤ., ʇʨʘʚʦʝ ï 1,5 ʩʤ. 

4. ʅʘ ʧʘʥʝʣʠ ʌʆʈʄɸʊʀʈʆɺɸʅʀʗ ʫʩʪʘʥʦʚʠʪʝ ʧʘʨʘʤʝʪʨʳ: 

 
5. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ɺʉʊɸɺʂɸ-ʆɹʒɽʂʊ-MICROSOFT  EQUATION  3.0. 
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6. ʇʝʨʝʡʜʠʪʝ ʥʘ ʘʥʛʣʠʡʩʢʫʶ ʨʘʩʢʣʘʜʢʫ ʢʣʘʚʠʘʪʫʨʳ, ʥʘʞʘʚ ʢʣʘʚʠʰʠ SHIFT+CTRL . 

7. ʆʙʳʯʥʳʡ ʪʝʢʩʪ ʥʘʙʠʨʘʝʪʩʷ ʚ ʦʢʥʝ ɺʚʦʜʘ ʌʦʨʤʫʣ, ʪ.ʝ. x- ʥʘʙʝʨʠʪʝ ʥʘ ʢʣʘʚʠʘʪʫʨʝ. 

8. ʅʘ ʧʘʥʝʣʠ ʫʧʨʘʚʣʝʥʠʷ ʌʆʈʄʋʃɸ ʥʘʙʝʨʠʪʝ ʐɸɹʃʆʅʓ ɺɽʈʍʅʀʍ ʀ ʅʀɾʅʀʍ 

ʀʅɼɽʂʉʆɺ, ʥʘʞʘʪʠʝʤ  ʃɽɺʆʁ ʂʅʆʇʂʀ ʄʓʐʀ. 

 
9. ɺʳʙʝʨʠʪʝ ʅʀɾʅʀʁ ʀʅɼɽʂʉ, ʥʘʞʘʪʠʝʤ ʃɽɺʆʁ ʂʅʆʇʂʀ ʄʓʐʀ. 

10.  ɺʚʝʜʠʪʝ ʩʠʤʚʦʣ n ʚ ʦʢʥʝ ɺɺʆɼɸ ʌʆʈʄʋʃ. 

11.  ɼʣʷ ʚʳʭʦʜʘ ʠʟ ʨʝʞʠʤʘ ʥʘʙʦʨʘ ʅʀɾʅɽɻʆ ʀʅɼɽʂʉɸ ʥʘʞʤʠʪʝ ʩʪʨʝʣʢʫ ʚʧʨʘʚʦ ʥʘ 

ʢʣʘʚʠʘʪʫʨʝ- Ÿ. 

12.  ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ Xn=(-1) 

13.  ɺʳʙʝʨʠʪʝ ʰʘʙʣʦʥ ɺɽʈʍʅʀʁ ʀʅɼɽʂʉ. 

14.  ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ Xn=(-1)
n
 

15.  ɼʣʷ ʚʳʭʦʜʘ ʠʟ ʨʝʞʠʤʘ ʥʘʙʦʨʘ ʅʀɾʅɽɻʆ ʀʅɼɽʂʉɸ ʥʘʞʤʠʪʝ ʩʪʨʝʣʢʫ ʚʧʨʘʚʦ ʥʘ 

ʢʣʘʚʠʘʪʫʨʝ- - Ÿ. 

16.  ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ, ʛʜʝ ʟʥʘʢ ʧʨʠʥʘʜʣʝʞʥʦʩʪʠ ʚʳʙʝʨʠʪʝ ʚ ʧʫʥʢʪʝ ʉʀʄɺʆʃʓ ʊɽʆʈʀʀ 

ʄʅʆɾɽʉʊɺ: 

Xn=(-1)
n
,n Nɴ. 

17.  ɼʣʷ ʚʳʭʦʜʘ ʠʟ ʨʝʜʘʢʪʦʨʘ ʬʦʨʤʫʣ ʱʝʣʢʥʠʪʝ ʥʘ ʯʠʩʪʦʤ ʤʝʩʪʝ ʵʢʨʘʥʘ. 

18.  ɼʣʷ ʘʢʪʠʚʘʮʠʠ ʬʦʨʤʫʣʳ ʧʨʦʠʟʚʝʜʠʪʝ ʜʚʦʡʥʦʡ ʱʥʣʯʦʢ ʥʘ ʬʦʨʤʫʣʝ. 

19.  ʉʦʭʨʘʥʠʪʝ ʬʘʡʣ ʙʳʩʪʨʳʤ ʩʦʭʨʘʥʝʥʠʝʤ  ʥʘ ʜʠʩʢ Z:\WORD\ ʧʦʜ ʠʤʝʥʝʤ ʌʆʈʄʋʃʓ. 
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ʇʨʘʢʪʠʯʝʩʢʘʷ ʨʘʙʦʪʘ ˉ10. ʈʘʙʦʪʘ ʩʦ ʩʪʠʣʷʤʠ, ʪʝʢʩʪʦʚʳʤʠ 

ʵʬʬʝʢʪʘʤʠ. 

ʎʝʣ:ɹ ʆʚʣʘʜʝʪʴ ʧʨʠʝʤʘʤʠ ʩʦʟʜʘʥʠʷ ʩʦʙʩʪʚʝʥʥʳʭ ʩʪʠʣʝʡ, ʧʨʠʤʝʥʝʥʠʝ ʙʫʢʚʠʮ ʜʣʷ ʦʬʦʨʤʣʝʥʠʷ 

ʜʦʢʫʤʝʥʪʦʚ. 

ʍʦʜ ʨʘʙʦʪʳ: 

1. ɽʩʣʠ MS WORD ʟʘʢʨʳʪ, ʪʦ ʦʪʢʨʦʡʪʝ ʝʛʦ, ʚʳʧʦʣʥʠʚ ʢʦʤʘʥʜʫ ʇʋʉʂ-ʇʈʆɻʈɸʄʄʓ-MS 

WORD. ɽʩʣʠ MS WORD ʦʪʢʨʳʪ, ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌɸʁʃ-ʉʆɿɼɸʊʔ-ʅʆɺʓʁ ɼʆʂʋʄɽʅʊ 

ʠʣʠ ʥʘʞʤʠʪʝ ʧʠʢʪʦʛʨʘʤʤʫ . 

2. ʋʩʪʘʥʦʚʠʪʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʧʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ: ɺʝʨʭʥʝʝ-1,5 ʩʤ., ʅʠʞʥʝʝ-1,5 ʩʤ., ʃʝʚʦʝ-2 

ʩʤ., ʇʨʘʚʦʝ-1,5 ʩʤ. 

3.ʅʘ ʧʘʥʝʣʠ ʌʆʈʄɸʊʀʈʆɺɸʅʀʗ ʫʩʪʘʥʦʚʠʪʝ ʧʘʨʘʤʝʪʨʳ 

 

4. ʅʘʙʝʨʠʪʝ ʪʝʢʩʪ 

 

5. ɺʳʙʝʨʠʪʝ ʧʫʥʢʪ ʤʝʥʶ ʌʆʈʄɸʊ - ʉʊʀʃʀ ʀ ʌʆʈʄɸʊʀʈʆɺɸʅʀɽ. 

6. ɺ ʧʨʘʚʦʡ ʯʘʩʪʠ ʵʢʨʘʥʘ ʧʦʷʚʠʣʦʩʴ ʦʢʥʦ ʉʊʀʃɽʁ. ʋʩʪʘʥʦʚʠʪʝ ʌʆʈʄɸʊʀʈʆɺɸʅʀɽ ɼʃʗ 

ʇʈʀʄɽʅɽʅʀʗ. 

7. ɺʳʜʝʣʠʪʝ ʩʪʠʣʴ - ʆɹʓʏʅʓʁ, ʜʘʣʝʝ ʉʆɿɼɸʊʔ ʉʊʀʃʔ. 
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8. ɺ ʧʦʷʚʠʚʰʠʤʩʷ ʦʢʥʝ, ʟʘʧʠʰʠʪʝ ʀʄʗ, ʢʦʪʦʨʦʝ ʧʨʠʜʫʤʘʡʪʝ ʩʘʤʦʩʪʦʷʪʝʣʴʥʦ, ʥʘʧʨʠʤʝʨ ʄʆʁ 

ʉʊʀʃʔ. 
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9. ʋʩʪʘʥʦʚʠʪʝ ʛʘʣʦʯʢʫ ʚ ʧʦʣʝ ɼʆɹɸɺʀʊʔ ɺ ʐɸɹʃʆʅ ʠ ʚʳʙʝʨʠʪʝ ʧʫʥʢʪ ʌʆʈʄɸʊ-ʐʈʀʌʊ. 

10. ɺ ʧʫʥʢʪʝ ʐʈʀʌʊ ʠʟʤʝʥʠʪʝ ʐʈʀʌʊ, ʅɸʏɽʈʊɸʅʀɽ, ʈɸɿʄɽʈ, ʎɺɽʊ, 

ɺʀɼʆʀɿʄɽʅɽʅʀɽ, ʈɸɿʈʗɾɽʅʅʆʉʊʔ, ɸʅʀʄɸʎʀʖ ʧʦ ʩʦʙʩʪʚʝʥʥʦʤʫ ʞʝʣʘʥʠʶ. 

11. ʅʘʞʤʠʪʝ ʆʂ. 

12. ɺʳʙʝʨʠʪʝ ʧʫʥʢʪ ʌʆʈʄɸʊ-ɻʈɸʅʀʎɸ, ʧʦ ʩʦʙʩʪʚʝʥʥʦʤʫ ʞʝʣʘʥʠʶ ʫʩʪʘʥʦʚʠʪʝ ʪʠʧ ʛʨʘʥʠʮʳ, 

ʣʠʥʠʠ, ʮʚʝʪ. 

13. ʅʘʞʤʠʪʝ ʆʂ.  

14. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʇʈɸɺʂɸ-ɺʓɼɽʃʀʊʔ  ɺʉɪ. 

15. ʅʘ ʧʘʥʝʣʠ ʌʆʈʄɸʊʀʈʆɺɸʅʀɽ ʚ ʦʢʥʝ ʉʊʀʃʔ - ʥʘʡʜʠʪʝ ʩʦʟʜʘʥʥʳʡ ʚʘʤʠ ʩʪʠʣʴ ʠ 

ʧʨʠʤʝʥʠʪʝ ʝʛʦ. 

16. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʇʈɸɺʂɸ-ɺʓɼɽʃʔʊɽ ɺʉɽ ʠ ʧʨʠʤʝʥʠʪʝ ʉʊʀʃʔ . 

17. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌʆʈʄɸʊ - ʉʊʀʃʀ ʀ ʌʆʈʄɸʊʀʈʆɺɸʅʀɽ. 

18. ɺ ʦʢʥʝ ʚʳʜʝʣʠʪʝ ʩʦʟʜʘʥʥʳʡ ʚʘʤʠ ʩʪʠʣʴ. 

19. ʇʨʘʚʦʡ ʢʣʘʚʠʰʝʡ ʤʳʰʠ ʚʳʟʦʚʠʪʝ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ. ʅʘʞʤʠʪʝ ʀɿʄɽʅʀʊʔ. ɺʳʙʝʨʠʪʝ ʧʫʥʢʪ 

ʌʆʈʄɸʊ-ʉʆʏɽʊɸʅʀɽ ʂʃɸɺʀʐ. 

20. ɺ ʦʢʥʝ ʅʆɺʆɽ ʉʆʏɽʊɸʅʀɽ ʂʃɸɺʀʐ ʫʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ, ʥʘʞʤʠʪʝ ʥʘ ʢʣʘʚʠʘʪʫʨʝ 

ʦʜʥʦʚʨʝʤʝʥʥʦ ʢʣʘʚʠʰʠ CTRL  + Q, ʜʘʣʝʝ ï ʅɸɿʅɸʏʀʊʔ. ʅʘʞʤʠʪʝ ʆʂ. 

21. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʇʈɸɺʂɸ ï ɺʓɼɽʃʀʊɽ ɺʉɪ ʠ ʥʘʞʤʠʪʝ ʥʘ ʢʣʘʚʠʘʪʫʨʝ  ʦʜʥʦʚʨʝʤʝʥʥʦ 

ʢʣʘʚʠʰʠ CTRL  + Q. ʆʙʨʘʪʠʪʝ ʚʥʠʤʘʥʠʝ, ʯʪʦ ʧʨʠʤʝʥʠʣʩʷ ʚʘʰ ʩʪʠʣʴ. 

22. ɺʳʜʝʣʠʪʝ ʩʠʤʚʦʣ   

23. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌʆʈʄɸʊ ï ɹʋʂɺʀʎɸ. 

24. ʀʟʤʝʥʠʪʝ ʧʦ ʞʝʣʘʥʠʶ ʥʘʩʪʨʦʡʢʠ ʦʢʥʘ. 

25. ɼʘʣʝʝ ʥʘʞʤʠʪʝ ʆʂ. 

26. ʆʬʦʨʤʠʪʝ ʜʦʢʫʤʝʥʪ, ʧʦ ʩʦʙʩʪʚʝʥʥʦʤʫ ʚʢʫʩʫ ʧʨʠʤʝʥʷʷ ʩʦʟʜʘʥʥʳʡ ʩʪʠʣʴ, ʥʘʧʨʠʤʝʨ 



48 
 

 

27. ɼʦʙʘʚʴʪʝ ʚ ʜʦʢʫʤʝʥʪ ʩʪʨʦʢʫ ʄʆʁ ʉʊʀʃʔ ʅɸɿʓɺɸɽʊʉʗ ï ʠ ʥʘʧʠʰʠʪʝ ʥʘʟʚʘʥʠʝ. 

28. ʉʦʭʨʘʥʠʪʝ ʬʘʡʣ ʙʳʩʪʨʳʤ ʩʦʭʨʘʥʝʥʠʝʤ ʥʘ ʜʠʩʢ Z:\WORD\ ʧʦʜ ʠʤʝʥʝʤ ʉʊʀʃʔ. 
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ʇʨʘʢʪʠʯʝʩʢʘʷ ʨʘʙʦʪʘ ˉ11 ʉʦʟʜʘʥʠʝ ʧʨʝʟʝʥʪʘʮʠʠ ʚ ʧʨʦʛʨʘʤʤʝ 

Microsoft  PowerPoint 

1. ɿʘʧʫʩʪʠʪʝ ʧʨʦʛʨʘʤʤʫ Microsoft PowerPoint , ʚʳʧʦʣʥʠʚ ʇʋʉʂ ï ʇʈʆɻʈɸʄʄʓ - 

MICROSOFT  PowerPoint. 

2. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌɸʁʃ ï ʉʆɿɼɸʊʔ. ɺ ʧʨʘʚʦʡ ʯʘʩʪʠ ʵʢʨʘʥʘ ʧʦʷʚʠʪʩʷ ʦʢʥʦ 

ʉʆɿɼɸʅʀɽ ʇʈɽɿɽʅʊɸʎʀʀ, ʚʳʙʝʨʠʪʝ ʀɿ ʐɸɹʃʆʅɸ ʆʌʆʈʄʃɽʅʀʗ. 

3. ʅʘ ʵʢʨʘʥʝ ʧʦʷʚʠʪʩʷ ʜʠʘʣʦʛ, ʩ ʧʦʤʦʱʴʶ ʢʦʪʦʨʦʛʦ ʚʳ ʤʦʞʝʪʝ ʚʳʙʨʘʪʴ ʩʧʦʩʦʙ ʩʦʟʜʘʥʠʷ 

ʥʦʚʦʡ ʧʨʝʟʝʥʪʘʮʠʠ ï ʐɸɹʃʆʅ ʆʌʆʈʄʃɽʅʀʗ. 

4. ɺ ʥʦʚʦʡ ʧʨʝʟʝʥʪʘʮʠʠ ʚʳʙʝʨʠʪʝ ʮʚʝʪʥʫʶ ʩʭʝʤʫ- ʥʘʧʨʠʤʝʨ ʉʂʃʆʅ. ʉʜʝʣʘʡʪʝ ʧʦ ʥʝʤʫ 

ʱʝʣʯʦʢ.  

5. ɼʘʣʝʝ ʚʚʝʜʠʪʝ ʥʘ ʪʠʪʫʣʴʥʦʤ ʩʣʘʡʜʝ ʟʘʛʦʣʦʚʦʢ ʧʨʝʟʝʥʪʘʮʠʠ ʠ ʜʘʥʥʳʝ ʦ ʩʦʟʜʘʪʝʣʝ. 

 
6.ʃʝʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʚʳʜʝʣʠʪʝ ʪʝʢʩʪ ï ʏɽʃʆɺɽʂ ʀ ʀʅʌʆʈʄɸʎʀʗ ʠ ʚʳʧʦʣʥʠʪʝ 

ʢʦʤʘʥʜʫ ʌʆʈʄɸʊ ʐʈʀʌʊ ʠ ʫʩʪʘʥʦʚʠʪʝ ʈɸɿʄɽʈ ʑʈʀʌʊɸ -48, ʐʈʀʌʊ ï 

ARIAL ,ʂʋʈʉʀɺ ʊɽʅʔ ʊɽʂʉʊɸ, ʥʘʞʤʠʪʝ ʆʂ. 

7. ʃʝʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʚʳʜʝʣʠʪʝ ʩʚʦʠ ï ʌɸʄʀʃʀʗ, ʀʄʗ, ʆʊʏɽʉʊɺʆ. ʉ ʧʦʤʦʱʴʶ 

ʇɸʅɽʃʀ ʀʅʉʊʈʋʄɽʅʊʆɺ ï ʌʆʈʄɸʊʀʈʆɺɸʅʀɽ  

ʦʬʦʨʤʠʪʝ ʪʝʢʩʪ ʧʦ ʩʦʙʩʪʚʝʥʥʦʤʫ ʚʢʫʩʫ. 

8. ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʩʣʘʡʜʘ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ F5 ʠʣʠ ʚʳʧʦʣʥʠʪʝ ʇʆʂɸɿ ʉʃɸʁɼʆɺ ï 

ʅɸʏɸʊʔ ʇʆʂɸɿ. 

9. ʇʝʨʝʤʝʱʝʥʠʝ ʦʩʫʱʝʩʪʚʣʷʡʪʝ ʥʘʞʘʪʠʝʤ ʢʣʘʚʠʰʠ ENTER ʠʣʠ ʱʝʣʯʢʦʤ ʣʝʚʦʡ ʢʥʦʧʢʠ 

ʤʳʰʠ ʜʦ ʟʘʚʝʨʰʝʥʠʝ ʧʦʢʘʟʘ. 

10. ʃʝʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʚʳʜʝʣʠʪʝ ʪʝʢʩʪ ï ʏɽʃʆɺɽʂ ʀ ʀʅʌʆʈʄɸʎʀʗ. 

11. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ɸʅʀʄɸʎʀʗ ï ʅɸʉʊʈʆʁʂɸ ɸʅʀʄɸʎʀʀ. 

 
12. ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ɼʆɹɸɺʀʊʔ ʕʌʌɽʂʊ  ʠ ʚʳʙʝʨʠʪʝ ʚ ʚʳʧʣʳʚʘʶʱʝʤ ʤʝʥʶ ɺʍʆɼ ï 

ʇʈʆʄʆʋɻʆʃʔʅʀʂ. 

13. ʃʝʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʚʳʜʝʣʠʪʝ ʩʚʦʠ ï ʌɸʄʀʃʀʗ, ʀʄʗ, ʆʊʏɽʉʊɺʆ. 

14. ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʇʆʂɸɿ ʉʃɸʁɼʆɺ ï ʅɸʉʊʈʆʁʂɸ ɸʅʀʄɸʎʀʀ ï ɺʓʃɽʊ. 

15. ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʩʣʘʡʜʘ ʥʘʞʤʠʪʝ F5 ʠʣʠ ʚʳʧʦʣʥʠʪʝ ʇʆʂɸɿ ʉʃɸʁɼʆɺ ï ʅɸʏɸʊʔ 

ʇʆʂɸɿ. 

16. ʇʝʨʝʤʝʱʝʥʠʝ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʥʘʞʘʪʠʝʤ ʢʣʘʚʠʰʠ ENTER ʠʣʠ ʱʝʣʯʢʦʤ ʣʝʚʦʡ 

ʢʥʦʧʢʠ ʤʳʰʠ ʜʦ ʟʘʚʝʨʰʝʥʠʝ ʧʦʢʘʟʘ. 
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17. ʅʘʞʤʠʪʝ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʢʥʦʧʢʫ ʉʆɿɼɸʊʔ ʉʃɸʁɼ  

(ʧʦʜʦʙʥʦʛʦ ʵʬʬʝʢʪʘ ʤʦʞʥʦ ʜʦʩʪʠʯʴ, ʚʳʧʦʣʥʠʚ ʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ: ʚʳʙʝʨʠʪʝ ʚ ʤʝʥʶ ʧʫʥʢʪ 

ɺʉʊɸɺʂɸ ï ʉʆɿɼɸʊʔ ʉʃɸʁɼ ʠʣʠ ʦʜʥʦʚʨʝʤʝʥʥʦʝ ʥʘʞʘʪʠʝ ʢʣʘʚʠʰ CTRT+M ). 

18. ɺʳʙʝʨʠʪʝ ʜʣʷ ʩʣʝʜʫʶʱʝʛʦ ʩʣʘʡʜʘ ʨʘʟʤʝʪʢʫ ʊɽʂʉʊ ʀ ɻʈɸʌʀʂɸ. 

 

19. ʅʘ ʧʝʯʘʪʘʡʪʝ ʩʦʜʝʨʞʠʤʦʝ ʠ ʚʳʜʝʣʠʪʝ ʣʝʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʢʠ ʦʢʥʦ ʊɽʂʉʊɸ 

ʉʃɸʁɼɸ.  

 
20. ʋʜʘʨʠʪʝ ʦʢʥʦ ʊɽʂʉʊ ʉʃɸʁɼɸ ʢʣʘʚʠʰʝʡ DELETE . 

21. ɼʚʦʡʥʳʤ ʱʝʣʯʢʦʤ ʣʝʚʦʡ ʤʳʰʢʠ ʦʪʢʨʦʡʪʝ ʦʢʥʦ ɺʉʊɸɺʂɸ ʂɸʈʊʀʅʂʀ. 

22. ɺʳʙʝʨʠʪʝ ʨʠʩʫʥʦʢ ʠ ʚʩʪʘʚʴʪʝ ʝʛʦ ʥʘ ʣʠʩʪ ʧʨʝʟʝʥʪʘʮʠʠ. 

23. ɺʳʜʝʣʠʪʝ ʢʘʨʪʠʥʢʫ, ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ɸʅʀʄɸʎʀʗ ï ʅɸʉʊʈʆʁʂɸ 

ɸʅʀʄɸʎʀʀ ï ɺʓʃɽʊ ʉɺɽʈʍʋ. 

24. ʈʘʟʤʝʩʪʠʪʝ ʦʙʲʝʢʪʳ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʩʣʘʡʜʫ.  

 
25.ɼʣʷ ʧʦʢʘʟʘ ʩʣʘʡʜʦʚ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ F5. 

ɺʅʀʄɸʅʀɽ!!! ʇʨʠ ʩʦʟʜʘʥʠʠ ʧʨʝʟʝʥʪʘʮʠʠ ʨʝʢʦʤʝʥʜʫʝʤ ʥʝ ʤʝʥʷʪʴ ʨʘʟʤʝʨ ʰʨʠʬʪʘ, 

ʫʩʪʘʥʦʚʣʝʥʥʦʛʦ ʧʦ ʫʤʦʣʯʘʥʠʶ. ɺ ʧʨʦʪʠʚʥʦʤ ʩʣʫʯʘʝ, ʰʨʠʬʪ ʤʝʥʴʰʝʛʦ ʨʘʟʤʝʨʘ ʤʦʞʝʪ ʦʢʘʟʘʪʴʩʷ 

ʥʝʯʠʪʘʙʝʣʴʥʳʤ, ʘ ʙʦʣʴʰʝʛʦ ï ʥʝʢʦʤʧʘʢʪʥʳʤ. 

26.ɺʳʙʝʨʠʪʝ ʜʣʷ ʩʣʝʜʫʶʱʝʛʦ ʩʣʘʡʜʘ ʨʘʟʤʝʪʢʫ ɿɸɻʆʃʆɺʆʂ ʀ ʊɽʂʉʊ. 
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27.ʆʬʦʨʤʠʪʝ ʩʣʘʡʜ 

 
28.ɼʦʙʘʚʴʪʝ ʩʣʘʡʜ ï ɿɸɻʆʃʆɺʆʂ, ʊɽʂʉʊ ʀ ɻʈɸʌʀʂɸ ʠ ʦʬʦʨʤʠʪʝ. 

 

29.ʅʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʅɸɼʇʀʉʔ - , ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ, ʥʘʞʠʤʘʷ ʣʝʚʫʶ ʢʥʦʧʢʫ 

ʤʳʰʠ, ʥʘʨʠʩʫʡʪʝ ʦʙʲʝʢʪ. 

30.ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʄɸʈʂɽʈ -  ʠ ʥʘʧʠʰʠʪʝ ʪʝʢʩʪ ʇɽʈɽɼɸʏɸ. 

31.ɼʦʙʘʚʴʪʝ ʨʠʩʫʥʢʠ ʢʦʤʘʥʜʦʡ ɺʉʊɸɺʂɸ ʈʀʉʋʅʂɸ. 
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32.ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʇʆʂɸɿ ʉʃɸʁɼʆɺ ï ʅɸʉʊʈʆʁʂɸ ɸʅʀʄɸʎʀʀ. ʋʩʪʘʥʦʚʠʪʝ 

ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʆɹʒɽʂʊʆɺ ɼʃʗ ɸʅʀʄɸʎʀʀ ʠ ɺʓɹɽʈʀʊɽ ʕʌʌɽʂʊ. 

33.ʑʝʣʢʥʫʚ ʢʥʦʧʢʫ ʇʈʆʉʄʆʊʈ, ʧʨʦʚʝʨʴʪʝ ʜʝʡʩʪʚʠʝ ʚʳʙʨʘʥʥʦʛʦ ʚʘʨʠʘʥʪʘ ʘʥʠʤʘʮʠʠ. 

34.ɼʦʙʘʚʴʪʝ ʩʣʘʡʜ ï ɿɸɻʆʃʆɺʆʂ, ʊɽʂʉʊ ʀ ɻʈɸʌʀʂɸ ʠ ʦʬʦʨʤʠʪʝ. ʈʠʩʫʥʦʢ 

ʦʬʦʨʤʣʷʝʪʩʷ ʢʦʤʘʥʜʦʡ ɺʉʊɸɺʂɸ ï ʈʀʉʋʅʆʂ. 

 
ʋʉʊɸʅʆɺʀʊɽ ɸʅʀʄɸʎʀʖ ʇʆ ʋʉʄʆʊʈɽʅʀʖ. 

35.ɼʦʙʘʚʴʪʝ ʩʣʘʡʜ ï ɿɸɻʆʃʆɺʆʂ ʀ ʊɽʂʉʊ ɺ ɼɺɽ ʂʆʃʆʅʂʀ ʠ ʦʬʦʨʤʠʪʝ. ʈʠʩʫʥʦʢ 

ʦʬʦʨʤʣʷʝʪʩʷ ʢʦʤʘʥʜʦʡ ɺʉʊɸɺʂɸ ï ʈʀʉʋʅʆʂ. 

 
ʋʉʊɸʅʆɺʀʊɽ ɸʅʀʄɸʎʀʖ ʇʆ ʋʉʄʆʊʈɽʅʀʖ. 
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36. ɼʦʙʘʚʴʪʝ ʩʣʘʡʜ ï ɿɸɻʆʃʆɺʆʂ, ʊɽʂʉʊ ʀ ɻʈɸʌʀʂɸ ʠ ʦʬʦʨʤʠʪʝ. ʈʠʩʫʥʦʢ 

ʦʬʦʨʤʣʷʝʪʩʷ ʢʦʤʘʥʜʦʡ ɺʉʊɸɺʂɸ ï ʈʀʉʋʅʆʂ. 

 
ʋʉʊɸʅʆɺʀʊɽ ɸʅʀʄɸʎʀʖ ʇʆ ʋʉʄʆʊʈɽʅʀʖ. 

37.ɼʦʙʘʚʴʪʝ ʩʣʘʡʜ ï ɿɸɻʆʃʆɺʆʂ ʀ ʆɹʒɽʂʊ ʠ ʦʬʦʨʤʠʪʝ. 

 
38.ɼʦʙʘʚʴʪʝ ʩʣʘʡʜ ï ɿɸɻʆʃʆɺʆʂ, ʊɽʂʉʊ ʀ ɻʈɸʌʀʂɸ  ʦʬʦʨʤʠʪʝ. 

 
39.ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʇʆʂɸɿ ʉʃɸʁɼʆɺ ï ʋʇʈɸɺʃʗʖʑʀɽ ʂʅʆʇʂʀ, ʚʳʙʝʨʠʪʝ 

ʢʥʦʧʢʫ ï ʅɸɿɸɼ. 
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40.ʇʝʨʝʡʜʠʪʝ ʥʘ ʨʘʙʦʯʝʝ ʧʦʣʝ, ʠ ʥʘʞʠʤʘʷ ʣʝʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ, ʥʘʨʠʩʫʡʪʝ ʢʥʦʧʢʫ. 

 

 
42.ɼʚʦʡʥʳʤ ʱʝʣʯʢʦʤ ʣʝʚʦʡ ʢʥʦʧʢʠ ʤʳʰʠ ʥʘ ʫʧʨʘʚʣʷʶʱʝʡ ʢʥʦʧʫ ʦʪʢʨʦʡʪʝ ʦʢʥʦ 

ʌʆʈʄɸʊ ɸɺʊʆʌʀɻʋʈʓ, ʫʩʪʘʥʦʚʠʪʝ 

 
43.ʉʣʘʡʜ ʜʦʣʞʝʥ ʙʳʪʴ 

 
44.ɼʦʙʘʚʴʪʝ ʩʣʘʡʜ ï ɿɸɻʆʃʆɺʆʂ, ʊɽʂʉʊ ʀ ɻʈɸʌʀʂɸ ʠ ʩʘʤʦʩʪʦʷʪʝʣʴʥʦ ʦʬʦʨʤʠʪʝ 

ʨʠʩʫʥʦʢ (ɺʉʊɸɺʂɸ ï ʈʀʉʋʅʆʂ), ʇʆʂɸɿ ʉʃɸʁɼʆɺ ï ʋʇʈɸɺʃʗʖʑʀɽ ʂʅʆʇʂʀ ï 

ʅɸɿɸɼ, ʅɸʉʊʈʆʁʂɸ ɼɽʁʉʊɺʀʗ (ʢ ʩʣʘʡʜʫ ɿʥʘʥʠʷ ʙʳʚʘʶʪ), ʠʟʤʝʥʠʪʝ ʮʚʝʪ ʢʥʦʧʢʠ. 



55 
 

 
45.ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʇʆʂɸɿ ʉʃɸʁɼʆɺ ï ʅɸʉʊʈʆʁʂɸ ɸʅʀʄɸʎʀʀ. ʋʩʪʘʥʦʚʠʪʝ 

ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʆɹʒɽʂʊʆɺ ɼʃʗ ɸʅʀʄɸʎʀʀ ʠ ɺʓɹɽʈʀʊɽ ʕʌʌɽʂʊ. 

46. ɺʝʨʥʠʪʝʩʴ ʢ ʩʣʘʡʜʫˉ3 çɿʥʘʥʠʷ ʙʳʚʘʶʪè, ʥʘʞʘʚ ʣʝʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ 

 
47.ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʇʆʂɸɿ ʉʃɸʁɼʆɺ ï ʋʇʈɸɺʃʗʖʑʀɽ ʂʅʆʇʂʀ, ʚʳʙʝʨʠʪʝ 

ʢʥʦʧʢʫ ʋʇʈɸɺʃʗʖʑɸʗ ʂʅʆʇʂɸ: ʅɸʉʊʈɸʀɺɸɽʄɸʗ. 

 
48.ʇʝʨʝʡʜʠʪʝ ʥʘ ʨʘʙʦʯʝʝ ʧʦʣʝ ʠ, ʥʘʞʠʤʘʷ ʣʝʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ, ʥʘʨʠʩʫʡʪʝ ʢʥʦʧʢʫ. 

49.ʆʪʨʦʝʪʩʷ ʦʢʥʦ ʅɸʉʊʈʆʁʂɸ ɼɽʁʉʊɺʀʗ ï ʉʃɸʁɼ é 

 
50.ʑʝʣʢʥʠʪʝ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʢʠ ʥʘ ʫʧʨʘʚʣʷʶʱʝʡ ʢʥʦʧʢʝ, ʚʳʙʝʨʠʪʝ ʧʫʥʢʪ 

ɼʆɹɸɺʀʊʔ ʊɽʂʉʊʆɺʋʖ ʉʊʈʆʂʋ. 
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ʀɿʄɽʅʀʊɽ ʎɺɽʊ ʂʅʆʇʂʀ. 

51. ɺʳʜʝʣʠʪʝ ʢʥʦʧʢʫ ʅɸʇʈʀʄɽʈ, ʩʢʦʧʠʨʫʡʪʝ (ʫʜʝʨʞʠʚʘʷ ʢʣʘʚʠʰʫ Ctrl, ʧʝʨʝʥʝʩʠʪʝ 

ʚʳʜʝʣʝʥʥʳʡ ʦʙʲʝʢʪ). 

ɺʳʙʝʨʠʪʝ ʧʫʥʢʪ ʤʝʥʶ ʇʆʂɸɿ ʉʃɸʁɼʆɺ ï ʅɸʉʊʈʆʁʂɸ ɼɽʁʉʊɺʀʗ. 

52. ʆʪʢʨʦʝʪʩʷ ʦʢʥʦ ʅɸʉʊʈʆʁʂɸ ɼɽʁʉʊɺʀʗ, ʚʳʙʝʨʠʪʝ ʩʣʘʡʜ ï ɼɽʂʃɸʈɸʊʀɺʅʓɽ 

ɿʅɸʅʀʗ. 

53.ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʇʆʂɸɿ ʉʃɸʁɼʆɺ ï ʅɸʉʊʈʆʁʂɸ ɸʅʀʄɸʎʀʀ. ʋʩʪʘʥʦʚʠʪʝ 

ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʆɹʒɽʂʊʆɺ ɼʃʗ ɸʅʀʄɸʎʀʀ ʠ ɺʓɹɽʈʀʊɽ ʕʌʌɽʂʊ. 

ʇʦʣʫʯʝʥʥʳʡ ʩʣʘʡʜ: 

 
54.ɺʳʙʝʨʠʪʝ ʧʫʥʢʪ ʤʝʥʶ ʇʆʂɸɿ ʉʃɸʁɼʆɺ ï ʅɸʉʊʈʆʁʂɸ ʇʈɽɿɽʅʊɸʎʀʀ. 

 
55.ɺʳʙʝʨʠʪʝ ʧʫʥʢʪ ʤʝʥʶ ʇʆʂɸɿ ʉʃɸʁɼʆɺ ï ʉʄɽʅɸ ʉʃɸʁɼʆɺ, ʇʈʀʄɽʅʀʊʔ 

ʂʆ ɺʉɽʄ. 

56.ɺʳʧʦʣʥʠʪʝ ʧʦʢʘʟ ʧʨʝʟʝʥʪʘʮʠʠ, ʧʦʚʝʨʴʪʝ ʜʝʡʩʪʚʠʝ ʫʧʨʘʚʣʷʶʱʠʭ ʢʥʦʧʦʢ. 

57.ʉʦʭʨʘʥʠʪʝ ʧʨʝʟʝʥʪʘʮʠʶ ʢʘʢ ʥʘ ʜʠʩʢ Z:\ʏɽʃʆɺɽʂ ʀ ʀʅʌʆʈʄɸʎʀʗ 

58.ɺʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʌɸʁʃ ï ʉʆʍʈɸʅʀʊʔ ʂɸʂ ï ɺʝʙ ï ʩʪʨʘʥʠʮʫ ʥʘ ʜʠʩʢ 

Z:\ʏɽʃʆɺɽʂ ʀ ʀʅʌʆʈʄɸʎʀʗ. 

59.ɺʳʧʦʣʥʠʪʝ ʧʦʢʘʟ ʧʨʝʟʝʥʪʘʮʠʠ ʚ ʚʠʜʝ ɺʝʙ-ʩʪʨʘʥʠʮʳ 

60.ʇʦʢʘʞʠʪʝ ʚʳʧʦʣʥʝʥʥʫʶ ʨʘʙʦʪʫ ʧʨʝʧʦʜʘʚʘʪʝʣʶ. 

61.ɺʳʧʦʣʥʠʪʝ ʠʥʜʠʚʠʜʫʘʣʴʥʦʝ ʟʘʜʘʥʠʝ. 
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ʇʨʘʢʪʠʯʝʩʢʘʷ ʨʘʙʦʪʘ ˉ12 ʉʦʟʜʘʥʠʝ ʙʘʟʳ ʜʘʥʥʳʭ  ʚ ʧʨʦʛʨʘʤʤʝ 

Microsoft  Access 
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