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ʆʪ ʩʦʩʪʘʚʠʪʝʣʷ 

 

ʇʦʧʫʣʷʨʥʳʡ ʪʝʢʩʪʦʚʳʡ ʨʝʜʘʢʪʦʨ Microsoft Word ʧʦʣʴʟʫʝʪʩʷ 

ʙʦʣʴʰʦʡ ʧʦʧʫʣʷʨʥʦʩʪʴʶ ʫ ʧʦʣʴʟʦʚʘʪʝʣʝʡ ʚ ʤʠʨʝ. ʕʪʦ ʩʘʤʦʝ 

ʤʦʱʥʦʝ ʠ ʫʜʦʙʥʦʝ ʧʨʦʬʝʩʩʠʦʥʘʣʴʥʦʝ ʧʨʠʣʦʞʝʥʠʝ ʜʣʷ ʨʘʙʦʪʳ ʩ 

ʪʝʢʩʪʦʚʳʤʠ ʜʦʢʫʤʝʥʪʘʤʠ. 

ʇʨʦʛʨʘʤʤʘ Microsoft Word ʚʭʦʜʠʪ ʩ ʩʦʩʪʘʚ ʧʘʢʝʪʘ ʦʬʠʩʥʳʭ 

ʧʨʦʛʨʘʤʤ Microsoft Office. ʇʦ ʨʘʙʦʪʝ ʚ ʧʨʦʛʨʘʤʤʝ Word ʠʟʜʘʥʦ 

ʤʥʦʞʝʩʪʚʦ ʢʥʠʛ ʠ ʨʫʢʦʚʦʜʩʪʚ. ʄʥʦʛʠʝ ʧʦʣʴʟʦʚʘʪʝʣʠ ʫʯʠʣʠʩʴ 

ʧʦʣʴʟʦʚʘʪʴʩʷ ʧʨʦʛʨʘʤʤʘ ʩʘʤʦʩʪʦʷʪʝʣʴʥʦ, ʧʦʵʪʦʤʫ ʥʝʢʦʪʦʨʳʝ 

ʥʘʩʪʨʦʡʢʠ ʠ ʬʫʥʢʮʠʦʥʘʣʴʥʳʝ ʚʦʟʤʦʞʥʦʩʪʠ ʧʨʦʛʨʘʤʤʳ ʤʦʛʫʪ ʙʳʪʴ 

ʠʤ ʥʝʠʟʚʝʩʪʥʳ. 

ɺ ʜʘʥʥʦʤ ʤʘʪʝʨʠʘʣʝ ʧʨʝʜʣʘʛʘʶʪʩʷ ʥʝʢʦʪʦʨʳʝ ʧʨʦʩʪʳʝ ʩʦʚʝʪʳ 

ʧʦ ʨʘʙʦʪʝ ʩ ʧʨʦʛʨʘʤʤʦʡ Word, ʢʦʪʦʨʳʝ ʙʫʜʫʪ ʧʦʣʝʟʥʳ ʢʘʢ  

ʥʘʯʠʥʘʶʱʠʤ, ʪʘʢ ʠ ʦʧʳʪʥʳʤ ʧʦʣʴʟʦʚʘʪʝʣʷʤ. 

ɼʣʷ ʫʜʦʙʩʪʚʘ ʤʘʪʝʨʠʘʣ ʨʘʟʙʠʪ ʥʘ ʪʨʠ ʨʘʟʜʝʣʘ: ʨʘʙʦʪʘ ʩ 

ʪʝʢʩʪʦʤ ʚ Microsoft Word, ʨʘʙʦʪʘ ʩ ʨʠʩʫʥʢʘʤʠ ʚ Microsoft Word ʠ 

ʨʘʙʦʪʘ ʩ ʪʘʙʣʠʮʘʤʠ ʠ ʩʧʠʩʢʘʤʠ ʚ Microsoft Word.  
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ʈʘʙʦʪʘ ʩ ʪʝʢʩʪʦʤ ʚ Microsoft Word 
 

ɺʩʪʘʚʠʪʴ ʜʘʪʫ 

ʈʘʙʦʪʘʝʪʝ ʩ ʦʬʠʮʠʘʣʴʥʳʤʠ ʜʦʢʫʤʝʥʪʘʤʠ ʠʣʠ ʚʝʜʸʪʝ ʜʥʝʚʥʠʢ? 

ʂʦʤʙʠʥʘʮʠʷ Shift+Alt+D ʚʩʪʘʚʠʪ ʩʝʛʦʜʥʷʰʥʶʶ ʜʘʪʫ ʚ ʪʝʢʩʪ. ʊʘʢʫʶ 

ʞʝ ʦʧʝʨʘʮʠʶ ʤʦʞʥʦ ʧʨʦʜʝʣʘʪʴ ʠ ʩʦ ʚʨʝʤʝʥʝʤ ʧʨʠ ʧʦʤʦʱʠ 

ʢʦʤʙʠʥʘʮʠʠ Shift+Alt+T. 

 

ʂʘʢ ʚʳʜʝʣʠʪʴ ʚʝʩʴ ʜʦʢʫʤʝʥʪ 

ɺ ʦʢʥʝ ʦʪʢʨʳʪʦʛʦ ʜʦʢʫʤʝʥʪʘ Word ʥʘʞʤʠʪʝ ʥʘ ʩʦʯʝʪʘʥʠʝ 

ʢʣʘʚʠʰ çCtrlè + çAè. ʃʠʙʦ ʥʘ ʚʢʣʘʜʢʝ çɻʣʘʚʥʘʷè ʚ ʧʨʘʚʦʤ ʚʝʨʭʥʝʤ 

ʫʛʣʫ ʚʳʙʝʨʝʪʝ ʢʦʤʘʥʜʫ çɺʳʜʝʣʠʪʴè, ʟʘʪʝʤ çɺʳʜʝʣʠʪʴ ʚʩʝè.  
 

ʂʘʢ ʚʳʜʝʣʠʪʴ ʧʨʝʜʣʦʞʝʥʠʝ 

ʅʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ çCtrlè, ʘ ʟʘʪʝʤ ʢʣʠʢʥʠʪʝ ʢʫʨʩʦʨʦʤ ʤʳʰʠ 

ʧʦ ʣʶʙʦʤʫ ʩʣʦʚʫ ʠʟ ʧʨʝʜʣʦʞʝʥʠʷ. 
 

ʂʘʢ ʚʳʜʝʣʠʪʴ ʘʙʟʘʮ 

ɼʣʷ ʚʳʜʝʣʝʥʠʷ ʘʙʟʘʮʘ ʪʨʠ ʨʘʟʘ ʢʣʠʢʥʠʪʝ ʤʳʰʴʶ ʧʦ ʣʶʙʦʤʫ 

ʩʣʦʚʫ ʜʘʥʥʦʛʦ ʘʙʟʘʮʘ. 
 

ɺʳʜʝʣʝʥʠʝ ʦʪʜʝʣʴʥʳʭ ʩʣʦʚ, ʬʨʘʟ ʠʣʠ ʧʨʝʜʣʦʞʝʥʠʡ 

ʅʘʚʝʨʥʦʝ, ʤʥʦʛʠʝ ʟʥʘʶʪ, ʯʪʦ ʟʘʞʘʚ çCtrlè ʤʦʞʥʦ ʚʳʜʝʣʠʪʴ, 

ʥʘʧʨʠʤʝʨ, ʚ ʧʘʧʢʝ ʥʝʩʢʦʣʴʢʦ ʨʘʟʥʳʭ ʬʘʡʣʦʚ ʨʘʩʧʦʣʦʞʝʥʥʳʭ 

ʥʝʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦ.  

ʊʘʢʞʝ, ʚ ʜʦʢʫʤʝʥʪʝ Word ʤʦʞʥʦ ʚʳʜʝʣʠʪʴ ʣʶʙʳʤ ʫʜʦʙʥʳʤ 

ʩʧʦʩʦʙʦʤ ʧʝʨʚʳʡ ʥʫʞʥʳʡ ʬʨʘʛʤʝʥʪ ʪʝʢʩʪʘ  ʠ ʟʘʞʘʚ çCtrlè, ʪʘʢ ʞʝ 

ʚʳʜʝʣʠʪʴ ʜʨʫʛʠʝ ʥʝʦʙʭʦʜʠʤʳʝ ʢʫʩʢʠ ʪʝʢʩʪʘ ʨʘʩʧʦʣʦʞʝʥʥʳʝ ʥʘ 

ʩʪʨʘʥʠʮʝ ʠʣʠ ʚʦ ʚʩʝʤ ʜʦʢʫʤʝʥʪʝ ʚ ʥʝʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʤ ʧʦʨʷʜʢʝ ʠʣʠ 

ʥʝʩʢʦʣʴʢʦ ʦʪʜʝʣʴʥʳʭ ʬʨʘʟ ʠʣʠ ʩʣʦʚ. ʀ ʧʦʩʣʝ ʯʝʛʦ ʚʳʧʦʣʥʷʪʴ ʩ ʥʠʤ 

ʢʘʢʠʝ-ʣʠʙʦ ʜʝʡʩʪʚʠʷ, ʧʨʠʤʝʥʷʪʴ ʩʪʠʣʠ, ʢʦʧʠʨʦʚʘʪʴ ʠʣʠ ʫʜʘʣʷʪʴ. 
 

ʂʘʢ ʚʳʜʝʣʠʪʴ ʙʦʣʴʰʦʡ ʬʨʘʛʤʝʥʪ ʪʝʢʩʪʘ 

ʇʦʩʪʘʚʴʪʝ ʢʫʨʩʦʨ ʤʳʰʠ ʚ ʥʘʯʘʣʦ ʬʨʘʛʤʝʥʪʘ, ʘ ʟʘʪʝʤ, ʥʘʞʘʚ ʥʘ 

ʢʣʘʚʠʰʫ çShiftè, ʢʣʠʢʥʠʪʝ ʢʫʨʩʦʨʦʤ ʤʳʰʠ ʚ ʢʦʥʮʝ ʬʨʘʛʤʝʥʪʘ. 
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ʇʨʦʩʪʦʡ ʧʝʨʝʥʦʩ ʪʝʢʩʪʘ 

ʇʝʨʝʥʦʩ ʪʝʢʩʪʘ ʚ ʜʦʢʫʤʝʥʪʝ ʙʝʟ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʬʫʥʢʮʠʡ 

ʢʦʧʠʨʦʚʘʥʠʝ/ʚʩʪʘʚʢʘ. ɺʳʜʝʣʠʪʝ ʯʘʩʪʴ ʪʝʢʩʪʘ, ʘ ʟʘʪʝʤ ʥʘʞʤʠʪʝ ʥʘ 

çF2è, ʧʝʨʝʤʝʩʪʠʪʝ ʢʫʨʩʦʨ ʚ ʥʫʞʥʦʝ ʤʝʩʪʦ ʜʦʢʫʤʝʥʪʘ, ʘ ʧʦʪʦʤ 

ʥʘʞʤʠʪʝ ʥʘ ʢʣʘʚʠʰʫ çEnterè. 

ʊʝʢʩʪ ʙʫʜʝʪ ʧʝʨʝʥʝʩʝʥ ʚ ʥʦʚʦʝ ʤʝʩʪʦ ʜʦʢʫʤʝʥʪʘ. 
 

ɹʫʬʝʨ ʦʙʤʝʥʘ 

ɽʩʣʠ ʚʳ ʧʦʣʴʟʫʝʪʝʩʴ ʢʦʧʠʨʦʚʘʥʠʝʤ ʠ ʚʩʪʘʚʢʦʡ (ʘ ʚʳ 

ʥʘʚʝʨʥʷʢʘ ʠʤʠ ʧʦʣʴʟʫʝʪʝʩʴ), ʪʦ, ʩʢʦʨʝʝ ʚʩʝʛʦ, ʟʥʘʝʪʝ ʦ 

ʨʘʩʰʠʨʝʥʥʦʤ ʙʫʬʝʨʝ ʦʙʤʝʥʘ ʚ Word. ɽʩʣʠ ʥʝʪ, ʪʦ ʦʥ ʚʳʟʳʚʘʝʪʩʷ 

ʥʘʞʘʪʠʝʤ ʥʘ ʦʜʥʦʠʤʸʥʥʫʶ ʢʥʦʧʢʫ ʠ ʧʦʢʘʟʳʚʘʝʪ ʚʩʸ, ʯʪʦ ʚʳ 

ʢʦʧʠʨʦʚʘʣʠ ʚ ʙʫʬʝʨ ʟʘ ʚʨʝʤʷ ʨʘʙʦʪʳ. 

 
 

ʂʘʢ ʠʟʤʝʥʠʪʴ ʨʝʛʠʩʪʨ 

ɽʩʣʠ ʚʳ ʩʣʫʯʘʡʥʦ ʥʘʙʨʘʣʠ ʪʝʢʩʪ ʟʘʛʣʘʚʥʳʤʠ ʙʫʢʚʘʤʠ, ʪʦ 

ʤʦʞʥʦ ʚʝʨʥʫʪʴ ʨʝʛʠʩʪʨ ʙʫʢʚ ʚ ʦʙʳʯʥʳʡ ʚʠʜ, ʩʥʘʯʘʣʘ ʚʳʜʝʣʠʚ 

ʪʝʢʩʪ, ʘ ʟʘʪʝʤ ʥʘʞʘʚ ʥʘ ʢʣʘʚʠʰʠ çShiftè + çF3è. 
 

ʇʦʜʯʝʨʢʠʚʘʥʠʝ ʪʝʢʩʪʘ, ʧʨʦʧʫʩʢʘʷ ʧʨʦʙʝʣʳ 

ʇʦ ʫʤʦʣʯʘʥʠʶ, ʚ Word ʨʘʙʦʪʘʝʪ ʩʪʘʥʜʘʨʪʥʳʡ ʧʦʨʷʜʦʢ: ʧʨʠ 

ʧʦʜʯʝʨʢʠʚʘʥʠʠ ʪʝʢʩʪʘ ʟʘʪʨʘʛʠʚʘʶʪʩʷ ʩʣʦʚʘ ʠ ʧʨʦʙʝʣʳ (ʩʧʣʦʰʥʦʝ 

ʧʦʜʯʝʨʢʠʚʘʥʠʝ). ʂʘʢ ʙʳʪʴ, ʝʩʣʠ ʚ ʪʝʢʩʪʝ ʥʫʞʥʦ ʧʦʜʯʝʨʢʥʫʪʴ ʪʦʣʴʢʦ 

ʩʣʦʚʘ, ʧʨʦʧʫʩʢʘʷ ʧʨʦʙʝʣʳ? ɼʣʷ ʵʪʦʛʦ ʚʳʜʝʣʠʪʝ ʪʝʢʩʪ, ʘ ʟʘʪʝʤ 

ʥʘʞʤʠʪʝ ʥʘ ʢʣʘʚʠʰʠ çCtrlè + çShiftè + çWè. ɺ ʨʝʟʫʣʴʪʘʪʝ, ʚ ʪʝʢʩʪʝ 

ʜʦʢʫʤʝʥʪʘ ʙʫʜʫʪ ʧʦʜʯʝʨʢʥʫʪʳ ʪʦʣʴʢʦ ʩʣʦʚʘ, ʠ ʧʨʦʧʫʱʝʥʳ ʧʨʦʙʝʣʳ. 

ʇʦʚʪʦʨʥʦʝ ʥʘʞʘʪʠʝ ʵʪʠʭ ʢʣʘʚʠʰ ʦʪʤʝʥʷʝʪ ʧʦʜʯʝʨʢʠʚʘʥʠʝ. 

https://cdn.lifehacker.ru/wp-content/uploads/2014/06/17053521-5.png
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ʅʝʨʘʟʨʳʚʥʳʡ ʧʨʦʙʝʣ 

ʅʝʨʘʟʨʳʚʥʳʡ ʧʨʦʙʝʣ ï ʵʪʦ ʝʱʸ ʦʜʥʘ ʦʯʝʥʴ ʧʦʣʝʟʥʘʷ ʰʪʫʢʘ, 

ʧʦʟʚʦʣʷʶʱʘʷ ʩʦʭʨʘʥʠʪʴ ʥʘ ʦʜʥʦʡ ʩʪʨʦʢʝ ʩʣʦʚʘ, ʢʦʪʦʨʳʝ ʦʙʳʯʥʦ 

ʧʝʨʝʥʦʩʷʪʩʷ ʥʘ ʚʪʦʨʫʶ. ʅʘʧʨʠʤʝʨ, ʚʘʤ ʥʫʞʥʦ ʥʘʧʠʩʘʪʴ ʬʘʤʠʣʠʶ ʠ 

ʠʥʠʮʠʘʣʳ, ʚ ʨʝʟʫʣʴʪʘʪʳ ʬʘʤʠʣʠʷ ʦʩʪʘʸʪʩʷ ʥʘ ʧʝʨʚʦʡ ʩʪʨʦʯʢʝ, ʘ 

ʠʥʠʮʠʘʣʳ ʧʝʨʝʤʝʩʪʠʣʠʩʴ ʥʘ ʜʨʫʛʫʶ. ɺ ʪʘʢʦʤ ʩʣʫʯʘʝ ʫʩʪʘʥʘʚʣʠʚʘʝʤ 

ʤʝʞʜʫ ʥʠʤʠ ʢʫʨʩʦʨ ʠ ʟʘʞʘʚ çCtrl+Shift+ʇʨʦʙʝʣè ʩʪʘʚʠʤ 

ʥʝʨʘʟʨʳʚʥʳʡ ʧʨʦʙʝʣ, ʙʣʘʛʦʜʘʨʷ ʢʦʪʦʨʦʤʫ ʩʣʦʚʘ, ʥʘʭʦʜʷʱʠʝʩʷ 

ʤʝʞʜʫ ʥʠʤʠ, ʧʝʨʝʤʝʩʪʷʪʩʷ ʥʘ ʦʜʥʫ ʩʪʨʦʢʫ. 
 

ʂʘʢ ʠʩʢʣʶʯʠʪʴ ʣʠʰʥʠʝ ʧʨʦʙʝʣʳ? 

ʃʠʰʥʠʝ ʧʨʦʙʝʣʳ ï ʯʘʩʪʳʡ ʩʧʫʪʥʠʢ ʣʶʙʦʛʦ ʪʝʢʩʪʘ, ʦʩʦʙʝʥʥʦ 

ʢʦʛʜʘ ʨʘʙʦʪʘ ʜʝʣʘʝʪʩʷ ʚ ʩʧʝʰʢʝ. ʂ ʩʦʞʘʣʝʥʠʶ,  ʚ ʪʝʢʩʪʝ ʦʥʠ 

ʚʳʛʣʷʜʷʪ ʜʦʚʦʣʴʥʦ ʥʝʧʨʠʛʣʷʜʥʦ. ʏʪʦʙʳ ʠʭ ʠʩʢʣʶʯʠʪʴ, ʧʦʩʣʝ 

ʥʘʧʠʩʘʥʠʷ ʤʘʪʝʨʠʘʣʘ ʫʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ ʚ ʥʘʯʘʣʦ ʪʝʢʩʪʘ ʠ ʚʳʙʝʨʠʪʝ 

ʚ ʤʝʥʶ çʇʨʘʚʢʘè ʧʫʥʢʪ çʅʘʡʪʠè (ʝʛʦ ʤʦʞʥʦ ʚʳʟʳʚʘʪʴ ʪʘʢʞʝ 

ʧʦʩʨʝʜʩʪʚʦʤ ʢʦʤʙʠʥʘʮʠʠ ʢʣʘʚʠʰ Ctrl+F). ʅʘʤ ʥʫʞʥʘ ʚʢʣʘʜʢʘ 

çɿʘʤʝʥʠʪʴè (ʚ Wordʝ 2010 ʢʦʤʘʥʜʘ çɿʘʤʝʥʠʪʴè ʥʘʭʦʜʠʪʩʷ ʚ ʧʨʘʚʦʤ 

ʚʝʨʭʥʝʤ ʫʛʣʫ ʥʘ ʚʢʣʘʜʢʝ çɻʣʘʚʥʘʷè ʩʤ. ʥʠʞʝ çʇʦʠʩʢ ʠ ʟʘʤʝʥʘ 

ʪʝʢʩʪʘè). ʇʝʨʝʡʜʠʪʝ ʥʘ ʥʝʝ ʠ ʚʚʝʜʠʪʝ ʚ ʧʦʣʝ çʅʘʡʪʠè: ʩ 

ʢʣʘʚʠʘʪʫʨʳ ʜʚʘ ʧʨʦʙʝʣʘ, ʘ ʚ ʩʪʨʦʢʫ çɿʘʤʝʥʠʪʴ ʥʘè: - ʦʜʠʥ. ɿʘʪʝʤ 

ʫʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ ʚ ʥʘʯʘʣʦ ʪʝʢʩʪʘ ʠ ʥʘʞʤʠʪʝ çɿʘʤʝʥʠʪʴ ʚʩʝè. 

ɻʦʪʦʚʦ! ɼʣʷ ʥʘʠʣʫʯʰʝʛʦ ʵʬʬʝʢʪʘ ʧʦʚʪʦʨʠʪʝ ʦʧʝʨʘʮʠʶ, ʚʝʜʴ 

ʧʨʦʙʝʣʳ ʙʳʚʘʶʪ ʥʝ ʪʦʣʴʢʦ ʜʚʦʡʥʳʤʠ, ʥʦ ʠ ʪʨʦʡʥʳʤʠ ʠ ʪ.ʜ. 

ʊʘʢʞʝ ʤʦʞʥʦ ʥʘ ʚʢʣʘʜʢʝ çɻʣʘʚʥʘʷè  ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

çʆʪʦʙʨʘʟʠʪʴ ʚʩʝ ʟʥʘʢʠè, ʠ ʤʝʭʘʥʠʯʝʩʢʠ ʫʙʨʘʪʴ ʣʠʰʥʠʝ ʧʨʦʙʝʣʳ, 

ʢʦʪʦʨʳʝ ʙʫʜʫʪ ʧʨʝʜʩʪʘʚʣʝʥʳ ʚ ʚʠʜʝ ʣʠʰʥʠʭ ʪʦʯʝʢ ʤʝʞʜʫ ʩʣʦʚʘʤʠ. 
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ʇʝʨʝʭʦʜ ʢ ʥʘʯʘʣʫ ʠʣʠ ʢʦʥʮʫ ʜʦʢʫʤʝʥʪʘ 

ɺ ʦʢʥʝ ʦʪʢʨʳʪʦʛʦ ʜʦʢʫʤʝʥʪʘ Word ʥʘʞʤʠʪʝ ʥʘ ʩʦʯʝʪʘʥʠʷ 

ʢʣʘʚʠʰ: 

Á çCtrlè + çHomeè ð ʧʝʨʝʭʦʜ ʚ ʥʘʯʘʣʦ ʜʦʢʫʤʝʥʪʘ 

Á çCtrlè + çEndè ð ʧʝʨʝʭʦʜ ʚ ʢʦʥʝʮ ʜʦʢʫʤʝʥʪʘ 
 

ʋʩʢʦʨʝʥʠʝ ʢʫʨʩʦʨʘ 

ʆʙʳʯʥʦ, ʝʩʣʠ ʚʳ ʧʝʨʝʤʝʱʘʝʪʝ ʢʫʨʩʦʨ ʩ ʧʦʤʦʱʴʶ ʩʪʨʝʣʦʢ, ʦʥ 

ʜʚʠʞʝʪʩʷ ʧʦ ʦʜʥʦʡ ʙʫʢʚʝ. ʏʪʦʙʳ ʫʩʢʦʨʠʪʴ ʝʛʦ ʧʝʨʝʜʚʠʞʝʥʠʝ, 

ʟʘʞʤʠʪʝ ʚʤʝʩʪʝ ʩʦ ʩʪʨʝʣʢʦʡ ʢʣʘʚʠʰʫ ʉtrl. 
 

ʋʜʘʣʝʥʠʝ ʧʦ ʩʣʦʚʫ 

ʅʘʙʨʘʚ ʥʝ ʪʦ ʩʣʦʚʦ, ʢʦʪʦʨʦʝ ʚʳ ʭʦʪʝʣʠ, ʩʢʦʨʝʡ ʚʩʝʛʦ ʚʳ ʝʛʦ 

ʫʜʘʣʠʪʝ, ʥʘʧʨʠʤʝʨ, ʥʝʦʜʥʦʢʨʘʪʥʳʤ ʥʘʞʘʪʠʝʤ ʢʣʘʚʠʰʠ 

çBackspaceè. ʅʦ, ʝʩʪʴ ʥʘʤʥʦʛʦ ʵʬʬʝʢʪʥʳʡ ʩʧʦʩʦʙ, ʧʦʟʚʦʣʷʶʱʠʡ 

ʩʨʘʟʫ ʞʝ ʩʪʝʨʝʪʴ ʮʝʣʦʝ ʩʣʦʚʦ, ʚʦʩʧʦʣʴʟʦʚʘʚʰʠʩʴ ʢʦʤʙʠʥʘʮʠʝʡ 

ʢʣʘʚʠʰ çCtrl+Backspaceè. 

ʉʦʦʪʚʝʪʩʪʚʝʥʥʦ, ʧʨʠ ʠʩʧʦʣʴʟʦʚʘʥʠʠ çCtrl+Backspaceè ʙʫʜʫʪ 

ʫʜʘʣʷʪʴʩʷ ʩʣʦʚʘ, ʨʘʩʧʦʣʦʞʝʥʥʳʝ ʩ ʣʝʚʦʡ ʩʪʦʨʦʥʳ, ʥʫ ʘ ʧʨʠ ʥʘʞʘʪʠʠ 

ʥʘ çCtrl+Delè ʩ ʧʨʘʚʦʡ. 
 

ɼʦʙʘʚʣʝʥʠʝ ʧʝʨʝʥʦʩʦʚ 

ɺʢʣʶʯʝʥʠʝ ʧʝʨʝʥʦʩʦʚ ʤʦʞʝʪ ʫʣʫʯʰʠʪʴ ʯʠʪʘʝʤʦʩʪʴ ʪʝʢʩʪʘ, ʘ 

ʪʘʢʞʝ ʠʟʙʘʚʠʪ ʚʘʩ ʦʪ ʜʣʠʥʥʳʭ ʧʫʩʪʳʭ ʠʥʪʝʨʚʘʣʦʚ ʤʝʞʜʫ ʩʣʦʚʘʤʠ. 

ɺʳ ʤʦʞʝʪʝ ʨʘʩʩʪʘʚʠʪʴ ʠʭ ʩʘʤʠ ʠʣʠ ʜʦʚʝʨʠʪʴ ʵʪʦ ʢʦʤʧʴʶʪʝʨʫ. 

ʂʥʦʧʢʘ ʥʘʭʦʜʠʪʩʷ ʚ ʤʝʥʶ çʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳè ð çʈʘʩʩʪʘʥʦʚʢʘ 

ʧʝʨʝʥʦʩʦʚè. 

ɺʩʪʘʚʢʘ ʥʦʚʦʡ ʩʪʨʘʥʠʮʳ 

ʂʦʤʙʠʥʘʮʠʷ  ʢʣʘʚʠʰ Ctrl + Enter ʧʦʟʚʦʣʷʝʪ ʤʛʥʦʚʝʥʥʦ ʩʦʟʜʘʪʴ 

ʥʦʚʳʡ ʣʠʩʪ, ʘ ʥʝ ʫʜʝʨʞʠʚʘʪʴ Enter ʦʜʥʦʡ ʨʫʢʦʡ, ʘ ʜʨʫʛʦʡ ʚ ʵʪʦ 

ʚʨʝʤʷ ʟʘʚʘʨʠʚʘʪʴ ʯʘʡ. 
 

ʂʦʧʠʨʦʚʘʥʠʝ ʪʝʢʩʪʘ ʠʟ ʀʥʪʝʨʥʝʪʘ 

ʇʨʠ ʢʦʧʠʨʦʚʘʥʠʠ  ʪʝʢʩʪʘ ʠʟ ʠʥʪʝʨʥʝʪʘ ʠ ʚʩʪʘʚʢʝ ʝʛʦ  ʚ 

ʜʦʢʫʤʝʥʪ, ʦʥ ʯʘʱʝ ʚʩʝʛʦ ʠʤʝʝʪ ʮʚʝʪʥʦʝ ʚʳʜʝʣʝʥʠʝ, ʢʦʪʦʨʦʝ ʪʨʫʜʥʦ 
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ʧʦʪʦʤ ʫʙʨʘʪʴ.  ʏʪʦʙʳ ʵʪʦʛʦ ʠʟʙʝʞʘʪʴ, ʧʦʩʣʝ ʪʦʛʦ, ʢʘʢ ʚʳ ʚʩʪʘʚʠʣʠ 

ʥʝʦʙʭʦʜʠʤʳʡ ʪʝʢʩʪ ʚ ʜʦʢʫʤʝʥʪ Word, ʚ ʩʘʤʦʤ ʢʦʥʮʝ ʪʝʢʩʪʘ 

ʧʦʷʚʣʷʝʪʩʷ ʟʥʘʯʦʢ çʧʘʨʘʤʝʪʨʳ ʚʩʪʘʚʢʠè. 

 
ʅʘʞʠʤʘʝʤ ʥʘ ʵʪʦʪ ʟʥʘʯʦʢ ʠ ʚʳʙʠʨʘʝʤ çʠʩʧʦʣʴʟʦʚʘʪʴ 

ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʢʦʥʝʯʥʦʛʦ ʦʙʲʝʢʪʘè. 

 
ʇʦʩʣʝ ʚʳʙʦʨʘ ʵʪʦʛʦ ʧʘʨʘʤʝʪʨʘ ʫʙʝʨʝʪʩʷ ʥʝ ʪʦʣʴʢʦ ʬʦʥ, ʥʦ ʠ 

ʩʘʤ ʪʝʢʩʪ ʩʪʘʥʝʪ ʪʝʤ ʰʨʠʬʪʦʤ ʠ ʨʘʟʤʝʨʦʤ, ʢʦʪʦʨʳʤ ʚʳ 

ʧʦʣʴʟʦʚʘʣʠʩʴ ʚ ʧʦʩʣʝʜʥʠʡ ʨʘʟ, ʘ ʪʘʢʞʝ ʧʦʤʝʥʷʝʪʩʷ ʠʥʪʝʨʚʘʣ. ɺ 

ʦʙʱʝʤ ʚʩʝ ʧʘʨʘʤʝʪʨʳ, ʢʦʪʦʨʳʤʠ ʚʳ ʧʦʣʴʟʦʚʘʣʠʩʴ ʜʦ ʚʩʪʘʚʢʠ ʪʝʢʩʪʘ 

ʚ Word, ʙʫʜʫʪ ʧʨʠʤʝʥʝʥʳ ʚ ʥʦʚʦʤʫ ʩʢʦʧʠʨʦʚʘʥʥʦʤʫ ʪʝʢʩʪʫ.  

ʊʘʢʞʝ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ çʉʦʭʨʘʥʠʪʴ ʪʦʣʴʢʦ ʪʝʢʩʪè. 
 

ʂʘʢ ʧʦʚʪʦʨʠʪʴ ʩʚʦʠ ʜʝʡʩʪʚʠʷ ʥʝʩʢʦʣʴʢʦ ʨʘʟ ʧʦʜʨʷʜ 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʥʝ ʧʦʚʪʦʨʷʪʴ ʩʚʦʠ ʜʝʡʩʪʚʠʷ ʥʝʩʢʦʣʴʢʦ ʨʘʟ 

ʧʦʜʨʷʜ (ʚʚʦʜ ʪʝʢʩʪʘ, ʚʩʪʘʚʢʘ, ʫʜʘʣʝʥʠʝ ʠ ʪ. ʜ.), ʠʩʧʦʣʴʟʫʡʪʝ 

ʢʦʤʘʥʜʫ ʧʦʚʪʦʨʘ ʜʝʡʩʪʚʠʷ. ʇʦʩʣʝ ʜʝʡʩʪʚʠʷ, ʢʦʪʦʨʦʛʦ ʥʫʞʥʦ 

ʧʦʚʪʦʨʠʪʴ, ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʢʣʘʚʠʘʪʫʨʳ çF4è. 
 

ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʝʢʩʪʘ 

ɺ ʦʢʥʝ ɸʙʟʘʮ ʚʳ ʤʦʞʝʪʝ ʥʘʩʪʨʦʠʪʴ  ʚʩʝ ʧʘʨʘʤʝʪʨʳ ʘʙʟʘʮʝʚ. 

ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʧʘʨʘʤʝʪʨʦʚ ʚ ʢʘʢʦʤ-ʣʠʙʦ ʘʙʟʘʮʝ ʝʛʦ ʥʝ ʦʙʷʟʘʪʝʣʴʥʦ 
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ʚʳʜʝʣʷʪʴ, ʜʦʩʪʘʪʦʯʥʦ ʯʪʦʙʳ ʚ ʥʝʤ ʥʘʭʦʜʠʣʩʷ ʪʝʢʩʪʦʚʳʡ ʢʫʨʩʦʨ. 

ɽʩʣʠ ʞʝ ʥʫʞʥʦ ʠʟʤʝʥʠʪʴ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʥʝʩʢʦʣʴʢʠʭ ʘʙʟʘʮʝʚ, 

ʧʨʝʜʚʘʨʠʪʝʣʴʥʦ ʚʳʜʝʣʠʪʝ ʠʭ ʣʶʙʳʤ ʩʧʦʩʦʙʦʤ. 
 

 
 

ʈʝʟʝʨʚʥʘʷ ʢʦʧʠʷ 

ʉʢʦʨʝʝ ʚʩʝʛʦ, ʚʩʝ ʧʨʦʯʫʚʩʪʚʦʚʘʣʠ ʪʦ ʦʪʯʘʷʥʠʝ, ʢʦʪʦʨʦʝ 

ʥʘʩʪʫʧʘʝʪ ʧʦʩʣʝ ʧʦʪʝʨʠ ʪʘʢ ʜʦʣʛʦ ʠ ʢʨʦʧʦʪʣʠʚʦ ʩʦʟʜʘʚʘʝʤʦʛʦ 

ʜʦʢʫʤʝʥʪʘ, ʧʦʪʦʤʫ ʯʪʦ ʩʣʦʤʘʣʩʷ ʢʦʤʧʴʶʪʝʨ/ʦʪʢʣʶʯʠʣʠ 

ʵʣʝʢʪʨʠʯʝʩʪʚʦ, ʘ ɺʳ ʟʘʙʳʣʠ ʟʘʨʘʥʝʝ ʩʦʭʨʘʥʠʪʴ ʜʦʢʫʤʝʥʪ. ɺʝʨʥʫʪʴ 

ʫʪʝʨʷʥʥʦʝ ʫʞʝ, ʢ ʩʦʞʘʣʝʥʠʶ, ʥʝʣʴʟʷ, ʥʦ ʚʦʪ ʠʟʙʝʞʘʪʴ ʧʦʜʦʙʥʦʛʦ ʚ 

ʙʫʜʫʱʝʤ ʦʯʝʥʴ ʜʘʞʝ ʤʦʞʥʦ. ɼʣʷ ʵʪʦʛʦ ʩʫʱʝʩʪʚʫʝʪ ʬʫʥʢʮʠʷ 

ʩʦʟʜʘʥʠʷ ʨʝʟʝʨʚʥʦʡ ʢʦʧʠʠ. ʏʪʦʙʳ ʚʢʣʶʯʠʪʴ ʵʪʫ ʦʧʮʠʶ ʚʳʙʝʨʠʪʝ 

ʚʢʣʘʜʢʫ "ʌʘʡʣ" - "ʇʘʨʘʤʝʪʨʳ" - "ɼʦʧʦʣʥʠʪʝʣʴʥʦ" ʠ ʚʳʙʝʨʠʪʝ 

"ʉʦʭʨʘʥʝʥʠʝ". ʇʦʩʪʘʚʴʪʝ ʧʪʠʯʢʫ ʥʘʧʨʦʪʠʚ ʟʥʘʯʝʥʠʷ "ɺʩʝʛʜʘ 

ʩʦʭʨʘʥʷʪʴ ʨʝʟʝʨʚʥʫʶ ʢʦʧʠʶ" ʠ ʞʤʠʪʝ "ʆʢ". 
 

ɹʳʩʪʨʳʡ ʧʝʨʝʭʦʜ ʧʦ ʛʠʧʝʨʩʩʳʣʢʘʤ 

ʇʦ ʫʤʦʣʯʘʥʠʶ, ʚ Word ʜʣʷ ʧʝʨʝʭʦʜʘ ʧʦ ʩʩʳʣʢʝ (ʛʠʧʝʨʩʩʳʣʢʝ) 

ʥʫʞʥʦ ʩʥʘʯʘʣʘ ʥʘʞʘʪʴ ʥʘ ʢʣʘʚʠʰʫ çCtrlè, ʘ ʟʘʪʝʤ ʢʣʠʢʥʫʪʴ ʧʦ 

ʩʩʳʣʢʝ. ɻʠʧʝʨʩʩʳʣʢʠ ʤʦʛʫʪ ʠʜʪʠ ʥʘ ʩʘʡʪʳ ʚ ʠʥʪʝʨʥʝʪʝ, ʥʘ ʜʨʫʛʠʝ 

ʬʘʡʣʳ, ʠʣʠ ʚʥʫʪʨʠ ʩʘʤʦʛʦ ʜʦʢʫʤʝʥʪʘ, ʥʘ ʦʧʨʝʜʝʣʝʥʥʦʝ ʤʝʩʪʦ ʚ 
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ʪʝʢʩʪʝ ʜʦʢʫʤʝʥʪʘ. ɼʣʷ ʪʦʛʦ, ʯʪʦʙʳ ʧʝʨʝʡʪʠ ʧʦ ʩʩʳʣʢʝ ʦʜʥʠʤ 

ʢʣʠʢʦʤ ʤʳʰʠ, ʚʦʡʜʠʪʝ ʚ ʥʘʩʪʨʦʡʢʠ Word, ʚʳʙʝʨʠʪʝ çʇʘʨʘʤʝʪʨʳè, 

ʘ ʟʘʪʝʤ çɼʦʧʦʣʥʠʪʝʣʴʥʦè. ɺ ʨʘʟʜʝʣʝ çʇʘʨʘʤʝʪʨʳ ʧʨʘʚʢʠè ʩʥʠʤʠʪʝ 

ʛʘʣʢʫ ʥʘʧʨʦʪʠʚ ʧʫʥʢʪʘ çCTRL + ʱʝʣʯʦʢ ʜʣʷ ʚʳʙʦʨʘ ʛʠʧʝʨʩʩʳʣʢʠè. 

ʊʝʧʝʨʴ ʧʦʩʣʝ ʢʣʠʢʘ ʧʦ ʩʩʳʣʢʝ ʩʨʘʟʫ ʧʨʦʠʟʦʡʜʝʪ ʧʝʨʝʭʦʜ ʥʘ 

ʩʘʡʪ, ʠʣʠ ʥʘ ʜʨʫʛʦʝ ʤʝʩʪʦ ʚ ʜʦʢʫʤʝʥʪʝ. 
 

ʉʦʟʜʘʥʠʝ ʩʢʨʠʥʰʦʪʘ ʚ Word 

ʅʘʡʜʠʪʝ ʢʣʘʚʠʰʫ  Print  Screen. ʆʙʳʯʥʦ ʦʥʘ ʥʘʭʦʜʠʪʩʷ ʚ 

ʧʨʘʚʦʡ ʯʘʩʪʠ ʨʷʜʘ ʬʫʥʢʮʠʦʥʘʣʴʥʳʭ ʢʣʘʚʠʰ (ʬʫʥʢʮʠʦʥʘʣʴʥʦʡ 

ʢʣʘʚʠʰʝʡ ʷʚʣʷʝʪʩʷ, ʥʘʧʨʠʤʝʨ, F5), ʢʦʪʦʨʳʝ ʨʘʩʧʦʣʦʞʝʥʳ ʚ 

ʚʝʨʭʥʝʡ ʯʘʩʪʠ ʢʣʘʚʠʘʪʫʨʳ. ʂʘʢ ʧʨʘʚʠʣʦ, ʥʘ ʥʫʞʥʦʡ ʢʣʘʚʠʰʝ ʧʦʜ 

ʩʣʦʚʘʤʠ çPrint Screenè ʝʩʪʴ ʩʣʦʚʘ çSys Reqè. ʊʘʢʞʝ ʥʫʞʥʘʷ 

ʢʣʘʚʠʰʘ ʤʦʞʝʪ ʦʙʦʟʥʘʯʘʪʴʩʷ ʢʘʢ çPrt Scrè, çPnt Scrnè ʠʣʠ çPrt Scè. 

ɽʩʣʠ ʩʣʦʚʘ çPrint Screenè ʨʘʩʧʦʣʦʞʝʥʳ ʧʦʜ 

ʜʨʫʛʠʤʠ ʩʣʦʚʘʤʠ (ʥʘʧʨʠʤʝʨ, ʧʦʜ çSys Reqè), 

ʥʫʞʥʦ ʟʘʞʘʪʴ ʢʣʘʚʠʰʫ Fn, ʘ ʟʘʪʝʤ ʥʘʞʘʪʴ 

ʢʣʘʚʠʰʫ çPrint Screenè, ʯʪʦʙʳ ʩʜʝʣʘʪʴ 

ʩʢʨʠʥʰʦʪ. ɼʘʣʝʝ ʚʳ ʧʨʦʩʪʦ ʚ ʦʪʢʨʳʪʦʤ 

ʜʦʢʫʤʝʥʪʝ Word  ʚʳʙʠʨʘʝʪʝ ʢʦʤʘʥʜʫ çɺʩʪʘʚʠʪʴè ʠ ʩʢʨʠʥʰʦʪ ʫʞʝ ʚ 

ʚʘʰʝʤ ʜʦʢʫʤʝʥʪʝ. 

ʅʘʯʠʥʘʷ ʩ ʚʝʨʩʠʠ Word 2010, ʚ ʧʨʦʛʨʘʤʤʝ ʧʦʷʚʠʣʘʩʴ 

ʚʦʟʤʦʞʥʦʩʪʴ ʙʦʣʝʝ ʙʳʩʪʨʘʷ ʚʦʟʤʦʞʥʦʩʪʴ ʩʦʟʜʘʥʠʷ ʩʥʠʤʢʦʚ ʵʢʨʘʥʘ 

(ʩʢʨʠʥʰʦʪʦʚ). ʉʥʠʤʦʢ ʵʢʨʘʥʘ ʚʩʪʘʚʣʷʝʪʩʷ ʥʝʧʦʩʨʝʜʩʪʚʝʥʥʦ ʚ 

ʜʦʢʫʤʝʥʪ Word. ɺʦʡʜʠʪʝ ʚʦ ʚʢʣʘʜʢʫ çɺʩʪʘʚʢʘè, ʚ ʛʨʫʧʧʝ 

çʀʟʦʙʨʘʞʝʥʠʷè ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ çʉʥʠʤʦʢè. ɼʘʣʝʝ ʚʳʙʝʨʠʪʝ 

ʵʩʢʠʟ ʦʢʥʘ ʠʟ ʩʧʠʩʢʘ ʦʪʢʨʳʪʳʭ ʦʢʦʥ, ʠʣʠ ʥʘʞʤʠʪʝ ʥʘ çɺʳʨʝʟʢʘ 

ʵʢʨʘʥʘè, ʘ ʟʘʪʝʤ ʚʳʜʝʣʠʪʝ ʨʘʤʢʦʡ ʥʫʞʥʳʡ ʬʨʘʛʤʝʥʪ ʵʢʨʘʥʘ 

ʤʦʥʠʪʦʨʘ. 
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ɼʘʣʝʝ Word ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʚʩʪʘʚʠʪ ʩʢʨʠʥʰʦʪ ʚ ʦʪʢʨʳʪʳʡ 

ʜʦʢʫʤʝʥʪ. ʕʪʦ ʠʟʦʙʨʘʞʝʥʠʝ ʤʦʞʥʦ ʧʝʨʝʤʝʱʘʪʴ ʠʣʠ ʠʟʤʝʥʷʪʴ, ʢʘʢ 

ʣʶʙʦʝ ʜʨʫʛʦʝ ʠʟʦʙʨʘʞʝʥʠʝ ʚ ʜʦʢʫʤʝʥʪʝ Word. ʌʫʥʢʮʠʷ ʩʦʟʜʘʥʠʷ 

ʩʢʨʠʥʰʦʪʦʚ ʨʘʙʦʪʘʝʪ ʚ Word 2010, Word 2013, Word 2016. 
 

ʆʙʲʝʜʠʥʝʥʠʝ ʜʦʢʫʤʝʥʪʦʚ 

ɺ ʧʨʦʛʨʘʤʤʝ Word ʚʳ ʤʦʞʝʪʝ ʙʳʩʪʨʦ ʦʙʲʝʜʠʥʠʪʴ ʜʦʢʫʤʝʥʪʳ 

ʜʣʷ ʪʦʛʦ, ʯʪʦʙʳ ʦʙʦʡʪʠʩʴ ʙʝʟ ʚʳʜʝʣʝʥʠʷ, ʢʦʧʠʨʦʚʘʥʠʷ ʠ ʚʩʪʘʚʢʠ 

ʜʦʢʫʤʝʥʪʦʚ ʧʦ ʦʯʝʨʝʜʠ. 

ʉʥʘʯʘʣʘ ʦʪʢʨʦʡʪʝ ʥʦʚʳʡ ʜʦʢʫʤʝʥʪ Word, ʟʘʪʝʤ ʧʝʨʝʡʜʠʪʝ ʚʦ 

ʚʢʣʘʜʢʫ çɺʩʪʘʚʢʘè, ʥʘʞʤʠʪʝ ʥʘ ʩʪʨʝʣʢʫ ʨʷʜʦʤ ʩ ʢʥʦʧʢʦʡ çʆʙʲʝʢʪè, 

ʚ ʦʪʢʨʳʚʰʝʤʩʷ ʤʝʥʶ ʚʳʙʝʨʠʪʝ çʊʝʢʩʪ ʠʟ ʬʘʡʣʘéè. 

 
ɼʘʣʝʝ ʚ ʦʢʥʝ ʇʨʦʚʦʜʥʠʢʘ ʚʳʙʝʨʠʪʝ ʥʝʦʙʭʦʜʠʤʳʝ ʜʦʢʫʤʝʥʪʳ 

Word. ɼʣʷ ʵʪʦʛʦ, ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ çCtrlè, ʘ ʟʘʪʝʤ ʢʣʠʢʥʠʪʝ ʧʦ 

ʬʘʡʣʘʤ ʚ ʥʫʞʥʦʡ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʠ, ʘ ʧʦʪʦʤ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ 

çɺʩʪʘʚʠʪʴè. 

ʇʦʩʣʝ ʵʪʦʛʦ ʩʦʜʝʨʞʠʤʦʝ ʚʳʙʨʘʥʥʳʭ ʜʦʢʫʤʝʥʪʦʚ ʙʫʜʝʪ 

ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦ ʩʢʦʧʠʨʦʚʘʥʦ ʚ ʥʦʚʳʡ ʜʦʢʫʤʝʥʪ Word. 
 

ʉʨʘʚʥʝʥʠʝ ʜʦʢʫʤʝʥʪʦʚ 

ʇʨʝʜʧʦʣʦʞʠʤ, ʯʪʦ ʫ ʚʘʩ ʚʦʟʥʠʢʣʘ ʥʝʦʙʭʦʜʠʤʦʩʪʴ ʩʨʘʚʥʠʪʴ ʜʚʝ 

ʚʝʨʩʠʠ ʦʜʥʦʛʦ ʜʦʢʫʤʝʥʪʘ. ɺʳʙʝʨʠʪʝ ʜʦʢʫʤʝʥʪ, ʦʪʢʨʦʡʪʝ ʚʢʣʘʜʢʫ 

çʈʝʮʝʥʟʠʨʦʚʘʥʠʝè, ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ çʉʨʘʚʥʠʪʴè. ɺ ʤʝʥʶ 

ʦʪʢʨʦʝʪʩʷ ʜʚʘ ʚʘʨʠʘʥʪʘ: çʉʨʘʚʥʠʪʴéè ʠ çʆʙʲʝʜʠʥʠʪʴéè. ʅʘʞʤʠʪʝ 

ʥʘ ʚʘʨʠʘʥʪ çʉʨʘʚʥʠʪʴéè. 

ɼʘʣʝʝ ʦʪʢʨʦʝʪʩʷ ʦʢʥʦ çʉʨʘʚʥʝʥʠʝ ʚʝʨʩʠʡè. ʉʥʘʯʘʣʘ ʚʳʙʝʨʠʪʝ 

çʀʩʭʦʜʥʳʡ ʜʦʢʫʤʝʥʪè, ʘ ʟʘʪʝʤ çʀʟʤʝʥʝʥʥʳʡ ʜʦʢʫʤʝʥʪè, ʘ ʧʦʪʦʤ 

ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ çʆʂè. 
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ɺ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʚʳ ʫʚʠʜʠʪʝ ʨʘʟʣʠʯʠʷ ʤʝʞʜʫ ʚʝʨʩʠʷʤʠ 

ʜʦʢʫʤʝʥʪʘ, ʚʳʜʝʣʝʥʥʳʝ ʢʨʘʩʥʳʤ ʮʚʝʪʦʤ. 
 

ʇʦʠʩʢ ʠ ʟʘʤʝʥʘ ʪʝʢʩʪʘ 

ɼʦʧʫʩʪʠʤ ʚʦ ʚʨʝʤʷ ʧʦʩʣʝʜʥʝʛʦ ʧʨʦʩʤʦʪʨʘ ʜʦʢʫʤʝʥʪʘ ʚʳ 

ʟʘʤʝʪʠʣʠ  ʦʰʠʙʢʫ ʚ ʩʣʦʚʝ çʩʪʘʪʝʩʪʠʢʘè. ʆʥʦ ʜʦʣʞʥʦ ʧʠʩʘʪʴʩʷ           

çʩʪʘʪʠʩʪʠʢʘè. ʊʝʧʝʨʴ ʚʘʤ ʥʫʞʥʦ ʠʟʤʝʥʠʪʴ ʚʩʝ ʩʣʫʯʘʠ çʩʪʘʪʝʩʪʠʢʘè 

ʥʘ çʩʪʘʪʠʩʪʠʢʘè ʠ ʩʜʝʣʘʪʴ ʵʪʦ ʙʳʩʪʨʦ. ɺʳʜʝʣʷʝʪʝ ʵʪʦʪ ʵʣʝʤʝʥʪ 

(ʩʣʦʚʦ) ʠ ʠʩʧʦʣʴʟʫʝʪʝ  ʬʫʥʢʮʠʶ ʟʘʤʝʥʳ (ʥʘ ʛʣʘʚʥʦʡ ʚʢʣʘʜʢʝ 

ʥʘʞʤʠʪʝ çɿʘʤʝʥʠʪʴè (6) ʠʣʠ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ Ctrl + H). 

 
ɺʳʜʝʣʝʥʥʳʡ ʵʣʝʤʝʥʪ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʚʩʪʘʚʣʷʝʪʩʷ ʚ ʧʦʣʝ 

çʅʘʡʪʠè (7). ɺʘʤ ʥʫʞʥʦ ʟʘʤʝʥʠʪʴ ʝʛʦ ʥʘ çʩʪʘʪʠʩʪʠʢʘè (8). ʊʝʧʝʨʴ ʷ 

ʤʦʛʫ ʟʘʤʝʥʠʪʴ ʢʘʞʜʳʡ ʩʣʫʯʘʡ ʚ ʦʪʜʝʣʴʥʦʩʪʠ, ʦʜʥʘʢʦ ʷ ʥʝ ʟʥʘʶ, 

ʩʢʦʣʴʢʦ ʪʘʢʠʭ ʩʣʦʚ ʚʩʪʨʝʯʘʝʪʩʷ ʚ ʪʝʢʩʪʝ. ʊʘʢ ʢʘʢ ʥʫʞʥʦ ʟʘʤʝʥʠʪʴ 

ʚʩʝ ʵʪʠ ʩʣʦʚʘ,  ʥʦ ʚʳ ʥʝ ʟʥʘʝʪʝ, ʩʢʦʣʴʢʦ ʪʘʢʠʭ ʩʣʦʚ ʚʩʪʨʝʯʘʝʪʩʷ ʚ 

ʪʝʢʩʪʝ, ʧʦʵʪʦʤʫ ʚʳ ʥʘʞʠʤʘʝʪʝ ʢʥʦʧʢʫ çɿʘʤʝʥʠʪʴ ʚʩʝè(9). 

ʆʪʦʙʨʘʞʘʝʪʩʷ ʩʦʦʙʱʝʥʠʝ ʦ ʪʦʤ, ʯʪʦ ʧʨʦʠʟʚʝʜʝʥʦ 7 ʟʘʤʝʥ ʠ ʥʫʞʥʦ 

ʣʠ ʥʘʯʘʪʴ ʧʦʠʩʢ ʩʥʘʯʘʣʘ. ʇʦʩʢʦʣʴʢʫ ʚʳ ʥʝ ʟʥʘʝʪʝ ʪʦʯʥʦʛʦ 

ʢʦʣʠʯʝʩʪʚʘ ʩʣʦʚ ʩ ʦʰʠʙʢʦʡ ʚ ʪʝʢʩʪʝ, ʪʦ ʣʫʯʰʝ ʩʦʛʣʘʩʠʪʴʩʷ. ʏʪʦʙʳ 

ʪʦʯʥʦ ʧʨʦʠʟʚʝʩʪʠ ʚʩʝ ʟʘʤʝʥʳ, ʚʳ ʚʳʙʠʨʘʝʪʝ çɼʘè (10). ʇʦʟʞʝ ʫ 

ʤʝʥʷ ʦʪʦʙʨʘʟʠʣʦʩʴ ʩʦʦʙʱʝʥʠʝ ʦ ʪʦʤ, ʯʪʦ ʧʨʦʠʟʚʝʜʝʥʦ 10 ʟʘʤʝʥ. 

ɺʘʨʠʘʥʪ çɼʘè ʙʳʣ ʧʨʘʚʠʣʴʥʳʤ ʚʳʙʦʨʦʤ, ʪʝʧʝʨʴ ʤʦʞʥʦ ʥʘʞʘʪʴ 

çʆʢè. ɺʦʪ ʪʘʢ ʤʦʞʥʦ ʠʩʢʘʪʴ ʠ ʟʘʤʝʥʷʪʴ ʪʝʢʩʪ ʚ Microsoft Word. 
 

 

https://alpha-byte.ru/wp-content/uploads/2012/10/Poisk-i-zamena-teksta-v-Microsoft-Word.jpg
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ʅʘʩʪʨʦʡʢʘ ʣʝʥʪʳ 

ɺʝʨʭʥʶʶ ʣʝʥʪʫ ʩ ʢʥʦʧʢʘʤʠ ʤʦʞʥʦ ʦʯʝʥʴ ʛʠʙʢʦ ʥʘʩʪʨʦʠʪʴ. 

ɼʣʷ ɻʪʦʛʦ ʧʝʨʝʡʜʠʪʝ ʚ ʤʝʥʶ çʌʘʡʣè ð çʇʘʨʘʤʝʪʨʳè ð 

çʅʘʩʪʨʦʠʪʴ ʣʝʥʪʫè. ɿʜʝʩʴ ʤʦʞʥʦ ʜʦʙʘʚʠʪʴ ʬʫʥʢʮʠʠ, ʢʦʪʦʨʳʭ 

ʨʘʥʴʰʝ ʥʝ ʙʳʣʦ, ʠ ʫʜʘʣʠʪʴ ʪʝ, ʢʦʪʦʨʳʝ ʥʝ ʥʫʞʥʳ. ɹʦʣʝʝ ʪʦʛʦ, ʚʳ 

ʤʦʞʝʪʝ ʫʜʘʣʷʪʴ ʠʣʠ ʩʦʟʜʘʚʘʪʴ ʩʚʦʠ ʚʢʣʘʜʢʠ ʩ ʬʫʥʢʮʠʷʤʠ. 
 

ʆʪʦʙʨʘʞʝʥʠʝ ʠ ʩʢʨʳʪʠʝ ʣʝʥʪʳ 

ʀʥʦʛʜʘ, ʨʘʙʦʪʘʷ ʥʘʜ ʫʩʦʚʝʨʰʝʥʩʪʚʦʚʘʥʠʝʤ ʜʦʢʫʤʝʥʪʘ, 

ʥʝʦʙʭʦʜʠʤʦ ʤʘʢʩʠʤʘʣʴʥʦ ʨʘʩʰʠʨʠʪʴ ʨʘʙʦʯʝʝ ʧʨʦʩʪʨʘʥʩʪʚʦ. 

ɼʦʙʠʪʴʩʷ ʵʪʦʛʦ ʤʦʞʥʦ, ʩʢʨʳʚ ʣʝʥʪʫ. ʅʘʞʤʠʪʝ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ 

Ctrl + F1, ʯʪʦʙʳ ʩʢʨʳʪʴ ʣʝʥʪʫ. ʏʪʦʙʳ ʚʝʨʥʫʪʴ ʣʝʥʪʫ ʥʘ ʤʝʩʪʦ, 

ʥʘʞʤʠʪʝ Ctrl + F1 ʝʱʝ ʨʘʟ. ʉʢʨʳʪʴ ʣʝʥʪʫ ʪʘʢʞʝ ʤʦʞʥʦ, ʜʚʘʞʜʳ 

ʱʝʣʢʥʫʚ ʣʶʙʫʶ ʚʢʣʘʜʢʫ, ʢʨʦʤʝ ʚʢʣʘʜʢʠ çʌʘʡʣè. ʇʦʚʪʦʨʥʳʡ 

ʜʚʦʡʥʦʡ ʱʝʣʯʦʢ ʚʝʨʥʝʪ ʣʝʥʪʫ ʥʘ ʤʝʩʪʦ. ʂʦʛʜʘ ʣʝʥʪʘ ʩʢʨʳʪʘ, ʝʝ ʧʦ-

ʧʨʝʞʥʝʤʫ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ð ʧʨʦʩʪʦ ʱʝʣʢʥʠʪʝ ʦʜʥʫ ʠʟ 

ʚʢʣʘʜʦʢ. ʇʦʩʣʝ ʚʳʙʦʨʘ ʥʫʞʥʦʛʦ ʵʣʝʤʝʥʪʘ ʣʝʥʪʘ ʩʥʦʚʘ ʩʢʨʳʚʘʝʪʩʷ. 

ʏʪʦʙʳ ʦʥʘ ʦʪʦʙʨʘʞʘʣʘʩʴ ʧʦʩʪʦʷʥʥʦ, ʥʫʞʥʦ ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ 

ʚʢʣʘʜʢʫ (ʢʘʢ ʙʳʣʦ ʩʢʘʟʘʥʦ ʨʘʥʝʝ). ʊʘʢʠʤʠ ʧʨʦʩʪʳʤʠ ʜʝʡʩʪʚʠʷʤʠ 

ʤʦʞʥʦ ʦʪʦʙʨʘʞʘʪʴ ʠ ʩʢʨʳʚʘʪʴ ʣʝʥʪʫ ʚ Word. 
 

ɽʩʣʠ ʟʘʚʠʩ ʢʦʤʧʴʶʪʝʨ ʠʣʠ ʢʘʢʘʷ-ʪʦ ʧʨʦʛʨʘʤʤʘ 

ɽʩʣʠ ʚʜʨʫʛ ʫ ʚʘʩ ʥʝ ʦʪʚʝʯʘʝʪ (ʟʘʚʠʩʣʘ) ʢʘʢʘʷ-ʪʦ ʧʨʦʛʨʘʤʤʘ, ʪʦ 

ʥʫʞʥʦ ʦʜʥʦʚʨʝʤʝʥʥʦ ʥʘʞʘʪʴ ʪʨʠ ʢʣʘʚʠʰʠ: çCtrl+Alt+Delè, ʠ 

ʟʘʧʫʩʪʠʪʴ çɼʠʩʧʝʪʯʝʨ ʟʘʜʘʯè. ɺ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʚʳʙʨʘʪʴ 

(ʚʳʜʝʣʠʪʴ) ʵʪʫ ʧʨʦʛʨʘʤʤʫ, ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ çʉʥʷʪʴ ʟʘʜʘʯʫè.  
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ʈʘʙʦʪʘ ʩ ʨʠʩʫʥʢʘʤʠ ʚ Microsoft Word 
 

ʀʟʤʝʥʝʥʠʝ ʨʠʩʫʥʢʘ ʚ Word 2007, 2010, 2013. 

ʇʨʦʛʨʘʤʤʘ Word ʧʦʟʚʦʣʷʝʪ ʦʪʨʝʜʘʢʪʠʨʦʚʘʪʴ ʨʠʩʫʥʦʢ, ʥʝ 

ʭʫʞʝ, ʯʝʤ ʧʨʦʩʪʦʡ ʛʨʘʬʠʯʝʩʢʠʡ ʨʝʜʘʢʪʦʨ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʨʘʩʢʨʳʪʴ ʚʦʟʤʦʞʥʦʩʪʠ ʠʟʤʝʥʝʥʠʷ ʨʠʩʫʥʢʘ ʚ 

Word, ʜʣʷ ʥʘʯʘʣʘ ʦʪʢʨʦʝʤ ʜʦʢʫʤʝʥʪ, ʱʝʣʢʥʝʤ ʦʜʠʥ ʨʘʟ ʤʳʰʢʦʡ ʧʦ 

ʢʘʨʪʠʥʢʝ ʚ ʜʦʢʫʤʝʥʪʝ ʠ ʥʘ ʧʘʥʝʣʠ ʧʦʷʚʠʪʩʷ ʥʦʚʘʷ ʚʢʣʘʜʢʘ çʈʘʙʦʪʘ 

ʩ ʨʠʩʫʥʢʘʤʠè. 

 
ɼʘʣʝʝ ʥʘʞʤʠʪʝ ʥʘ ʚʢʣʘʜʢʫ çʌʦʨʤʘʪè, ʯʪʦ ʨʘʩʧʦʣʦʞʝʥʘ ʧʦʜ 

ʥʘʜʧʠʩʴʶ çʈʘʙʦʪʘ ʩ ʨʠʩʫʥʢʘʤʠè, ʠ Word ʦʪʢʨʦʝʪ ʧʘʥʝʣʴ ʜʣʷ 

ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʨʠʩʫʥʢʦʚ. 

 

ɼʘʚʘʡʪʝ ʨʘʩʩʤʦʪʨʠʤ, ʢʘʢʠʝ ʜʝʡʩʪʚʠʷ ʤʳ ʤʦʞʝʤ ʩʜʝʣʘʪʴ ʩ 

ʨʠʩʫʥʢʦʤ ʚ Word. 

1. ʆʙʨʝʟʘʪʴ ʨʠʩʫʥʦʢ ʠ/ʠʣʠ ʟʘʜʘʪʴ ʥʫʞʥʳʡ ʨʘʟʤʝʨ. 

ʏʪʦʙʳ ʦʙʨʝʟʘʪʴ ʨʠʩʫʥʦʢ, ʝʛʦ ʥʫʞʥʦ ʚʳʜʝʣʠʪʴ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ 

çʆʙʨʝʟʢʘè. ɺʦʢʨʫʛ ʨʠʩʫʥʢʘ ʧʦʷʚʷʪʩʷ ʚʦʩʝʤʴ ʯʝʨʥʳʭ ʤʘʨʢʝʨʦʚ, 

ʧʝʨʝʜʚʠʛʘʷ ʢʦʪʦʨʳʝ, ʥʝʦʙʭʦʜʠʤʦ ʦʧʨʝʜʝʣʠʪʴ ʥʦʚʳʝ ʛʨʘʥʠʮʳ 

ʢʘʨʪʠʥʢʠ. ʇʦʩʣʝ ʵʪʦʛʦ ʦʧʷʪʴ ʥʘʞʘʪʴ ʥʘ ʢʥʦʧʢʫ çʆʙʨʝʟʢʘè. ʈʷʜʦʤ 

ʨʘʩʧʦʣʦʞʝʥʳ ʢʥʦʧʢʠ, ʠʩʧʦʣʴʟʫʷ ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʟʘʜʘʪʴ ʰʠʨʠʥʫ ʠ 

ʚʳʩʦʪʫ ʨʠʩʫʥʢʘ (ʢʘʨʪʠʥʢʠ). 
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  1.1.ʆʙʨʝʟʢʘ ʨʠʩʫʥʢʘ ʧʦ ʬʠʛʫʨʝ 

ʏʪʦʙʳ ʧʨʠʚʣʝʯʴ ʚʥʠʤʘʥʠʝ ʢ ʠʟʦʙʨʘʞʝʥʠʶ, ʤʦʞʥʦ ʦʙʨʝʟʘʪʴ 

ʝʛʦ ʧʦ ʦʨʠʛʠʥʘʣʴʥʦʡ ʬʠʛʫʨʝ. ɼʣʷ ʵʪʦʛʦ ʚʳʜʝʣʠʪʝ ʠʟʦʙʨʘʞʝʥʠʝ, 

ʧʝʨʝʡʜʠʪʝ ʥʘ ʚʢʣʘʜʢʫ çʌʦʨʤʘʪè, ʥʘʞʤʠʪʝ ʩʪʨʝʣʢʫ ʥʘ ʢʥʦʧʢʝ 

çʆʙʨʝʟʢʘè ʠ ʚʳʙʝʨʠʪʝ ʧʫʥʢʪ çʆʙʨʝʟʘʪʴ ʧʦ ʬʠʛʫʨʝè. ɿʜʝʩʴ ʤʦʞʥʦ 

ʚʳʙʨʘʪʴ ʣʶʙʫʶ ʧʦʥʨʘʚʠʚʰʫʶʩʷ ʬʠʛʫʨʫ. ɺʦʪ ʪʘʢ ʤʦʞʥʦ ʧʨʠʚʣʝʯʴ 

ʚʥʠʤʘʥʠʝ ʢ ʠʟʦʙʨʘʞʝʥʠʶ, ʦʙʨʝʟʘʚ ʝʛʦ ʧʦ ʬʠʛʫʨʝ. 
 

2. ʂʥʦʧʢʘ çʋʜʘʣʠʪʴ ʬʦʥè (ʚ ʚʝʨʭʥʝʤ ʣʝʚʦʤ ʫʛʣʫ) - ʧʦʟʚʦʣʷʝʪ 

ʫʙʨʘʪʴ ʬʦʥ, ʦʩʪʘʚʠʚ ʪʦʣʴʢʦ ʛʣʘʚʥʦʝ ʠʟʦʙʨʘʞʝʥʠʝ ʢʘʨʪʠʥʢʠ. 

  

3. ɻʨʫʧʧʘ çʀʟʤʝʥʝʥʠʝè - ʧʦʟʚʦʣʷʝʪ ʦʩʫʱʝʩʪʚʠʪʴ 

ʭʫʜʦʞʝʩʪʚʝʥʥʫʶ ʢʦʨʨʝʢʮʠʶ ʨʠʩʫʥʢʘ (ʂʦʨʨʝʢʮʠʷ, ʎʚʝʪ, 
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ʍʫʜʦʞʝʩʪʚʝʥʥʳʝ ʵʬʬʝʢʪʳ), ʥʘʧʨʠʤʝʨ, ʠʟʤʝʥʠʪʴ ʧʘʨʘʤʝʪʨʳ ʮʚʝʪʘ 

ʢʘʨʪʠʥʢʠ ʤʦʞʥʦ ʩ ʧʦʤʦʱʴʶ ʦʜʥʦʠʤʝʥʥʦʡ ʢʥʦʧʢʠ (ʎʚʝʪ). 

ʇʘʨʘʤʝʪʨ çʋʩʪʘʥʦʚʠʪʴ ʧʨʦʟʨʘʯʥʳʡ ʮʚʝʪè ʠʟʤʝʥʷʝʪ ʮʚʝʪ ʥʝ 

ʚʩʝʛʦ ʠʟʦʙʨʘʞʝʥʠʷ ʮʝʣʠʢʦʤ, ʘ 

ʪʦʣʴʢʦ ʪʦʡ ʝʛʦ ʯʘʩʪʠ (ʮʚʝʪʘ), ʥʘ 

ʢʦʪʦʨʫʶ ʫʢʘʞʝʪ ʧʦʣʴʟʦʚʘʪʝʣʴ. 

ʇʦʩʣʝ ʪʦʛʦ, ʢʘʢ ʚʳ ʚʳʙʝʨʠʪʝ ʵʪʦʪ 

ʧʫʥʢʪ, ʫʢʘʟʘʪʝʣʴ ʢʫʨʩʦʨʘ 

ʠʟʤʝʥʠʪʩʷ ʥʘ ʢʠʩʪʦʯʢʫ. ʀʤʝʥʥʦ 

ʝʶ ʠ ʩʣʝʜʫʝʪ ʫʢʘʟʘʪʴ ʪʦ ʤʝʩʪʦ 

ʠʟʦʙʨʘʞʝʥʠʷ, ʢʦʪʦʨʦʝ ʜʦʣʞʥʦ 

ʩʪʘʪʴ ʧʨʦʟʨʘʯʥʳʤ. 

ʆʪʜʝʣʴʥʦʛʦ ʚʥʠʤʘʥʠʷ ʟʘʩʣʫʞʠʚʘʝʪ ʨʘʟʜʝʣ çʍʫʜʦʞʝʩʪʚʝʥʥʳʝ 

ʵʬʬʝʢʪʳè, ʚ ʢʦʪʦʨʦʤ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʦʜʠʥ ʠʟ ʰʘʙʣʦʥʥʳʭ ʩʪʠʣʝʡ 

ʠʟʦʙʨʘʞʝʥʠʷ. 

ɽʱʝ ʦʜʠʥ ʠʥʩʪʨʫʤʝʥʪ, ʨʘʩʧʦʣʦʞʝʥʥʳʡ ʚ ʛʨʫʧʧʝ 

çʀʟʤʝʥʝʥʠʝè, ʥʘʟʳʚʘʝʪʩʷ çʉʞʘʪʴ ʨʠʩʫʥʦʢè. ʉ ʝʛʦ ʧʦʤʦʱʴʶ 

ʤʦʞʥʦ ʫʤʝʥʴʰʠʪʴ ʠʩʭʦʜʥʳʡ ʨʘʟʤʝʨ ʠʟʦʙʨʘʞʝʥʠʷ, ʧʦʜʛʦʪʦʚʠʪʴ ʝʛʦ 

ʜʣʷ ʧʝʯʘʪʠ ʠʣʠ ʟʘʛʨʫʟʢʠ ʚ ʠʥʪʝʨʥʝʪ. ʅʝʦʙʭʦʜʠʤʳʝ ʟʥʘʯʝʥʠʷ ʤʦʞʥʦ 

ʚʚʝʩʪʠ ʚ ʦʢʥʝ çʉʞʘʪʠʝ ʨʠʩʫʥʢʦʚè. 

çɺʦʩʩʪʘʥʦʚʠʪʴ ʨʠʩʫʥʦʢè - ʦʪʤʝʥʷʝʪ ʚʩʝ ʚʥʝʩʝʥʥʳʝ ʚʘʤʠ 

ʠʟʤʝʥʝʥʠʷ, ʚʦʟʚʨʘʱʘʷ ʠʟʦʙʨʘʞʝʥʠʝ ʢ ʝʛʦ ʠʩʭʦʜʥʦʤʫ ʚʠʜʫ. 
 

4. ʉʣʝʜʫʶʱʘʷ ʛʨʫʧʧʘ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚʦ ʚʢʣʘʜʢʝ çʌʦʨʤʘʪè 

ʥʘʟʳʚʘʝʪʩʷ çʉʪʠʣʠ ʨʠʩʫʥʢʦʚè. ɿʜʝʩʴ ʩʦʜʝʨʞʠʪʩʷ ʩʘʤʳʡ ʙʦʣʴʰʦʡ 

ʥʘʙʦʨ ʠʥʩʪʨʫʤʝʥʪʦʚ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʠʟʦʙʨʘʞʝʥʠʡ, ʧʨʦʡʜʝʤʩʷ ʧʦ 

ʢʘʞʜʦʤʫ ʠʟ ʥʠʭ ʧʦ ʧʦʨʷʜʢʫ. 

 
çʕʢʩʧʨʝʩʩ-ʩʪʠʣʠè - ʥʘʙʦʨ ʰʘʙʣʦʥʥʳʭ ʩʪʠʣʝʡ ʩ ʧʦʤʦʱʴʶ 

ʢʦʪʦʨʳʭ ʤʦʞʥʦ ʩʜʝʣʘʪʴ ʨʠʩʫʥʦʢ ʦʙʲʝʤʥʳʤ ʠʣʠ ʜʦʙʘʚʠʪʴ ʢ ʥʝʤʫ 

ʧʨʦʩʪʫʶ ʨʘʤʢʫ. 
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çɻʨʘʥʠʮʳ ʨʠʩʫʥʢʘè -  ʧʦʟʚʦʣʷʝʪ ʚʳʙʨʘʪʴ ʮʚʝʪ, ʪʦʣʱʠʥʫ ʠ 

ʚʥʝʰʥʠʡ ʚʠʜ ʣʠʥʠʠ, ʦʙʨʘʤʣʷʶʱʝʡ ʠʟʦʙʨʘʞʝʥʠʷ, ʪʦ ʝʩʪʴ, ʧʦʣʷ, 

ʚʥʫʪʨʠ ʢʦʪʦʨʦʛʦ ʦʥʦ ʥʘʭʦʜʠʪʩʷ. ɻʨʘʥʠʮʘ ʚʩʝʛʜʘ ʠʤʝʝʪ ʬʦʨʤʫ 

ʧʨʷʤʦʫʛʦʣʴʥʠʢʘ, ʜʘʞʝ ʝʩʣʠ ʜʦʙʘʚʣʝʥʥʦʝ ʚʘʤʠ ʠʟʦʙʨʘʞʝʥʠʝ ʠʤʝʝʪ 

ʜʨʫʛʫʶ ʬʦʨʤʫ ʠʣʠ ʥʘʭʦʜʠʪʩʷ ʥʘ ʧʨʦʟʨʘʯʥʦʤ ʬʦʥʝ. 

çʕʬʬʝʢʪʳ ʜʣʷ ʨʠʩʫʥʢʘè - ʧʦʟʚʦʣʷʝʪ ʚʳʙʨʘʪʴ ʠ ʜʦʙʘʚʠʪʴ 

ʦʜʠʥ ʠʟ ʤʥʦʞʝʩʪʚʘ ʰʘʙʣʦʥʥʳʭ ʚʘʨʠʘʥʪʦʚ ʠʟʤʝʥʝʥʠʷ ʨʠʩʫʥʢʘ. ɺ 

ʵʪʦʤ ʧʦʜʨʘʟʜʝʣʝ ʩʦʜʝʨʞʘʪʩʷ ʩʣʝʜʫʶʱʠʝ ʠʥʩʪʨʫʤʝʥʪʳ: 

¶ ɿʘʛʦʪʦʚʢʘ; 

¶ ʊʝʥʴ; 

¶ ʆʪʨʘʞʝʥʠʝ; 

¶ ʇʦʜʩʚʝʪʢʘ; 

¶ ʉʛʣʘʞʠʚʘʥʠʝ; 

¶ ʈʝʣʴʝʬ; 

¶ ʇʦʚʦʨʦʪ ʦʙʲʝʤʥʦʡ ʬʠʛʫʨʳ. 

çʄʘʢʝʪ ʨʠʩʫʥʢʘè - ʵʪʦ ʠʥʩʪʨʫʤʝʥʪ, ʩ ʧʦʤʦʱʴʶ ʢʦʪʦʨʦʛʦ 

ʤʦʞʥʦ ʧʨʝʚʨʘʪʠʪʴ ʜʦʙʘʚʣʝʥʥʳʡ ʚʘʤʠ ʨʠʩʫʥʦʢ ʚ ʥʝʢʦʝ ʧʦʜʦʙʠʝ 

ʙʣʦʢ-ʩʭʝʤʳ. ɼʦʩʪʘʪʦʯʥʦ ʧʨʦʩʪʦ ʚʳʙʨʘʪʴ ʧʦʜʭʦʜʷʱʠʡ ʤʘʢʝʪ, 

ʥʘʩʪʨʦʠʪʴ ʝʛʦ ʨʘʟʤʝʨʳ ʠ/ʠʣʠ ʧʦʜʩʪʨʦʠʪʴ ʨʘʟʤʝʨʳ ʠʟʦʙʨʘʞʝʥʠʷ, ʠ, 

ʝʩʣʠ ʚʳʙʨʘʥʥʳʡ ʚʘʤʠ ʙʣʦʢ ʵʪʦ ʧʦʜʜʝʨʞʠʚʘʝʪ, ʜʦʙʘʚʠʪʴ ʪʝʢʩʪ. 
 

4. ɻʨʫʧʧʘ çʋʧʦʨʷʜʦʯʠʪʴè  - ʧʦʟʚʦʣʷʝʪ ʧʦʚʦʨʘʯʠʚʘʪʴ 

ʨʠʩʫʥʦʢ, ʧʝʨʝʤʝʱʘʪʴ  ʚʧʝʨʸʜ  ʠ ʥʘʟʘʜ, ʘ ʪʘʢ ʞʝ ʦʧʨʝʜʝʣʷʪʴ ʝʛʦ 

ʧʦʣʦʞʝʥʠʝ ʦʪʥʦʩʠʪʝʣʴʥʦ ʪʝʢʩʪʘ - ʢʥʦʧʢʠ çʇʦʣʦʞʝʥʠʝè ʠ 

çʆʙʪʝʢʘʥʠʝ ʪʝʢʩʪʦʤè. ɽʱʝ ʦʜʠʥ ʠʥʩʪʨʫʤʝʥʪ ʚ ʵʪʦʤ 

ʨʘʟʜʝʣʝ çʇʦʚʦʨʦʪè, ʝʛʦ ʥʘʟʚʘʥʠʝ ʛʦʚʦʨʠʪ ʩʘʤʦ ʟʘ ʩʝʙʷ. ʅʘʞʘʚ ʥʘ 

ʵʪʫ ʢʥʦʧʢʫ, ʚʳ ʤʦʞʝʪʝ ʚʳʙʨʘʪʴ ʩʪʘʥʜʘʨʪʥʦʝ (ʪʦʯʥʦʝ) ʟʥʘʯʝʥʠʝ ʜʣʷ 

ʧʦʚʦʨʦʪʘ ʠʣʠ ʞʝ ʟʘʜʘʪʴ ʩʦʙʩʪʚʝʥʥʦʝ. ʂʨʦʤʝ ʪʦʛʦ, ʢʘʨʪʠʥʢʫ ʪʘʢʞʝ 

ʤʦʞʥʦ ʧʦʚʝʨʥʫʪʴ ʪʘʢʞʝ  ʠ ʚʨʫʯʥʫʶ ʚ ʧʨʦʠʟʚʦʣʴʥʦʤ ʥʘʧʨʘʚʣʝʥʠʠ. 
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ʈʘʟʤʝʨ. ʕʪʘ ʛʨʫʧʧʘ ʠʥʩʪʨʫʤʝʥʪʦʚ ʧʦʟʚʦʣʷʝʪ ʟʘʜʘʪʴ ʪʦʯʥʳʝ 

ʨʘʟʤʝʨʳ ʚʳʩʦʪʳ ʠ ʰʠʨʠʥʳ ʜʦʙʘʚʣʝʥʥʦʛʦ ʚʘʤʠ ʠʟʦʙʨʘʞʝʥʠʷ, ʘ 

ʪʘʢʞʝ ʚʳʧʦʣʥʠʪʴ ʝʛʦ ʦʙʨʝʟʢʫ. 

 

 

ɼʦʙʘʚʣʝʥʠʝ ʥʘʜʧʠʩʠ ʥʘ ʢʘʨʪʠʥʢʫ 

ʆʙʳʯʥʦ ʜʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʩʪʘʚʠʪʴ ʪʝʢʩʪ ʚ ʢʘʨʪʠʥʢʫ 

ʧʦʣʴʟʦʚʘʪʝʣʠ ʠʩʧʦʣʴʟʫʶʪ ʨʘʩʪʨʦʚʳʝ ʛʨʘʬʠʯʝʩʢʠʝ ʨʝʜʘʢʪʦʨʳ. 

ʅʘʧʨʠʤʝʨ, Adobe Photoshop ʠʣʠ ʜʨʫʛʠʝ ʧʦʜʦʙʥʳʝ ʧʨʦʛʨʘʤʤʳ. ʅʦ, 

ʚʦ ʤʥʦʛʠʭ ʩʠʪʫʘʮʠʷʭ ʤʦʞʥʦ ʦʙʦʡʪʠʩʴ ʠ ʙʝʟ ʧʨʠʤʝʥʝʥʠʷ ʪʘʢʠʭ 

ʤʦʱʥʳʭ ʧʨʦʛʨʘʤʤ. ɺ ʵʪʦʤ ʤʘʪʝʨʠʘʣʝ ʚʳ ʫʟʥʘʝʪʝ ʩʨʘʟʫ ʜʚʘ ʩʧʦʩʦʙʘ, 

ʢʘʢ ʚʩʪʘʚʠʪʴ ʪʝʢʩʪ ʚ ʢʘʨʪʠʥʢʫ ʚ Word 2007, 2010, 2013 ʠʣʠ 2016. 

ʉʧʦʩʦʙ ˉ 1. ʇʨʦʩʪʘʷ ʥʘʜʧʠʩʴ. 

ʉʘʤʳʡ ʧʨʦʩʪʦʡ ʩʧʦʩʦʙ ʚʩʪʘʚʠʪʴ ʪʝʢʩʪ ʚ ʢʘʨʪʠʥʢʫ ʚ ʪʝʢʩʪʦʚʦʤ 

ʨʝʜʘʢʪʦʨʝ Word, ʵʪʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʬʫʥʢʮʠʝʡ çʅʘʜʧʠʩʴè. ɼʣʷ 

ʵʪʦʛʦ ʥʫʞʥʦ ʧʝʨʝʡʪʠ ʥʘ ʚʢʣʘʜʢʫ çɺʩʪʘʚʢʘè, ʥʘʞʘʪʴ ʥʘ ʢʥʦʧʢʫ 

çʅʘʜʧʠʩʴè ʠ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʤʝʥʶ ʚʳʙʨʘʪʴ ʚʘʨʠʘʥʪ çʇʨʦʩʪʘʷ 

ʥʘʜʧʠʩʴè. 

 
ʇʦʩʣʝ ʵʪʦʛʦ ʥʘ ʩʪʨʘʥʠʮʝ ʧʦʷʚʠʪʩʷ ʨʘʤʢʘ ʩ ʪʝʢʩʪʦʤ. 

ʆʩʦʙʝʥʥʦʩʪʴʶ ʜʘʥʥʦʡ ʨʘʤʢʠ ʷʚʣʷʝʪʩʷ, ʪʦ, ʯʪʦ ʦʥʘ ʧʦʟʚʦʣʷʝʪ 

ʨʘʟʤʝʩʪʠʪʴ ʪʝʢʩʪ ʚ ʣʶʙʦʡ ʪʦʯʢʝ ʜʦʢʫʤʝʥʪʘ Word. ʇʨʠ ʵʪʦʤ ʥʘʜ 
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ʪʝʢʩʪʦʤ ʚ ʵʪʦʡ ʨʘʤʢʝ ʤʦʞʥʦ ʚʳʧʦʣʥʷʪʴ ʨʘʟʣʠʯʥʳʝ ʤʘʥʠʧʫʣʷʮʠʠ. 

ʅʘʧʨʠʤʝʨ, ʚʳ ʤʦʞʝʪʝ ʧʦʚʦʨʘʯʠʚʘʪʴ ʪʝʢʩʪ ʧʦʜ ʫʛʣʦʤ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʩʪʘʚʠʪʴ ʪʝʢʩʪ ʚ ʢʘʨʪʠʥʢʫ ʚ Wordʝ ʚʘʤ ʥʫʞʥʦ 

ʧʝʨʝʤʝʩʪʠʪʴ ʨʘʤʢʫ ʩ ʪʝʢʩʪʦʤ ʥʘ ʚʘʰʫ ʢʘʨʪʠʥʢʫ. ɼʣʷ ʵʪʦʛʦ ʧʨʦʩʪʦ 

ʢʣʠʢʥʠʪʝ ʣʝʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʢʠ ʥʘ ʢʨʘʶ ʨʘʤʢʠ ʠ ʥʝ ʦʪʧʫʩʢʘʷ 

ʢʥʦʧʢʫ ʤʳʰʢʠ ʧʝʨʝʤʝʩʪʠʪʝ ʨʘʤʢʫ ʥʘ ʥʫʞʥʦʝ ʤʝʩʪʦ. ɺ ʨʝʟʫʣʴʪʘʪʝ ʫ 

ʚʘʩ ʜʦʣʞʝʥ ʧʦʣʫʯʠʪʩʷ ʧʨʠʤʝʨʥʦ ʪʘʢʦʡ ʨʝʟʫʣʴʪʘʪ, ʢʘʢ ʥʘ ʩʢʨʠʥʰʦʪʝ 

ʚʥʠʟʫ. 

 
ɼʘʣʴʰʝ ʥʫʞʥʦ ʚʳʜʝʣʠʪʴ ʤʳʰʢʦʡ ʪʝʢʩʪ ʚʥʫʪʨʠ ʨʘʤʢʠ ʠ 

ʠʟʤʝʥʠʪʴ ʝʛʦ. ʊʘʢʠʤ ʦʙʨʘʟʦʤ ʚʳ ʚʩʪʘʚʠʪʝ ʥʫʞʥʳʡ ʚʘʤ ʪʝʢʩʪ ʚ 

ʢʘʨʪʠʥʢʫ. 

ɽʩʣʠ ʭʦʪʠʪʝ ʫʙʨʘʪʴ ʙʝʣʳʡ ʬʦʥ ʧʦʜ ʪʝʢʩʪʦʤ, ʪʦ ʚʘʤ ʥʫʞʥʦ 

ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ ʨʘʤʢʫ ʩ ʪʝʢʩʪʦʤ ʠ ʧʝʨʝʡʪʠ ʥʘ ʚʢʣʘʜʢʫ 

çʌʦʨʤʘʪè. ɿʜʝʩʴ ʥʫʞʥʦ ʥʘʞʘʪʴ ʥʘ ʢʥʦʧʢʫ çɿʘʣʠʚʢʘ ʬʠʛʫʨʳè ʠ 

ʚʳʙʨʘʪʴ ʚʘʨʠʘʥʪ çʅʝʪ ʟʘʣʠʚʢʠè. 
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ʇʦʭʦʞʠʤ ʩʧʦʩʦʙʦʤ ʤʦʞʥʦ ʫʙʨʘʪʴ ʠ ʢʦʥʪʫʨ ʚʦʢʨʫʛ ʪʝʢʩʪʘ. ɼʣʷ 

ʵʪʦʛʦ ʥʫʞʥʦ ʥʘʞʘʪʴ ʥʘ ʢʥʦʧʢʫ çʂʦʥʪʫʨ ʬʠʛʫʨʳè ʥʘ ʚʢʣʘʜʢʝ 

çʌʦʨʤʘʪè ʠ ʚʳʙʨʘʪʴ ʚʘʨʠʘʥʪ çʅʝʪ ʢʦʥʪʫʨʘè. 

 
 

ʇʦʩʣʝ ʵʪʦʛʦ ʚʳ ʧʦʣʫʯʠʪʝ ʧʨʦʩʪʦ ʪʝʢʩʪ ʧʦʚʝʨʭ ʢʘʨʪʠʥʢʠ. 

ʅʦ, ʜʘʥʥʳʡ ʩʧʦʩʦʙ ʫʜʦʙʝʥ ʥʝ ʪʦʣʴʢʦ ʪʝʤ, ʯʪʦ ʧʦʟʚʦʣʷʝʪ 

ʚʩʪʘʚʠʪʴ ʪʝʢʩʪ ʚ ʣʶʙʦʤ ʤʝʩʪʝ ʢʘʨʪʠʥʢʠ. ʆʥ ʝʱʝ ʧʦʟʚʦʣʷʝʪ 

ʠʩʧʦʣʴʟʦʚʘʪʴ ʜʦʧʦʣʥʠʪʝʣʴʥʦʝ ʦʬʦʨʤʣʝʥʠʝ ʪʝʢʩʪʘ. ʏʪʦʙʳ 

ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʵʪʠʤʠ ʚʦʟʤʦʞʥʦʩʪʷʤʠ ʜʣʷ ʦʬʦʨʤʣʝʥʠʷ ʥʫʞʥʦ 

ʚʳʜʝʣʠʪʴ ʪʝʢʩʪ, ʧʝʨʝʡʪʠ ʥʘ ʚʢʣʘʜʢʫ çʌʦʨʤʘʪè ʠ ʚʳʙʨʘʪʴ ʦʜʠʥ ʠʟ 

ʧʨʝʜʣʦʞʝʥʥʳʭ ʩʪʠʣʝʡ ʪʝʢʩʪʘ. 

 
 

ɺ ʨʝʟʫʣʴʪʘʪʝ ʤʦʞʥʦ ʧʦʣʫʯʠʪʴ, ʥʘʧʨʠʤʝʨ, ʚʦʪ ʪʘʢʦʡ ʪʝʢʩʪ, 

ʚʩʪʘʚʣʝʥʥʳʡ ʧʦʚʝʨʭ ʢʘʨʪʠʥʢʠ. 

ʀ ʚʩʝ ʵʪʦ ʠʩʢʣʶʯʠʪʝʣʴʥʦ ʩ ʧʦʤʦʱʴʶ ʚʦʟʤʦʞʥʦʩʪʝʡ 

ʪʝʢʩʪʦʚʦʛʦ ʨʝʜʘʢʪʦʨʘ Word. 

ʉʧʦʩʦʙ  ̄2. ʆʙʪʝʢʘʥʠʝ ʪʝʢʩʪʦʤ. 

ɺʪʦʨʦʡ ʩʧʦʩʦʙ ʩʪʘʚʠʪʴ ʪʝʢʩʪ ʚ ʢʘʨʪʠʥʢʫ ʚ Wordʝ ʟʘʢʣʶʯʘʝʪʩʷ 

ʚ ʠʩʧʦʣʴʟʦʚʘʥʠʠ ʬʫʥʢʮʠʠ ʧʦʜ ʥʘʟʚʘʥʠʝʤ çʆʙʪʝʢʘʥʠʝ ʪʝʢʩʪʦʤè. ɼʣʷ 

ʵʪʦʛʦ ʥʫʞʥʦ ʢʣʠʢʥʫʪʴ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʢʠ ʧʦ ʚʩʪʘʚʣʝʥʥʦʡ ʚ 
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Word ʢʘʨʪʠʥʢʝ ʠ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ ʚʳʙʨʘʪʴ 

ʚʘʨʠʘʥʪ çʆʙʪʝʢʘʥʠʝ ʪʝʢʩʪʦʤ ï ɿʘ ʪʝʢʩʪʦʤè. 

 
ʇʦʩʣʝ ʵʪʦʛʦ ʢʘʨʪʠʥʢʫ ʤʦʞʥʦ ʩʚʦʙʦʜʥʦ ʧʝʨʝʤʝʱʘʪʴ ʧʦ 

ʜʦʢʫʤʝʥʪʫ Word ʠ ʧʨʠ ʵʪʦʤ ʦʥʘ ʚʩʝʛʜʘ ʙʫʜʝʪ ʧʦʜ ʪʝʢʩʪʦʤ. 

ɹʣʘʛʦʜʘʨʷ ʵʪʦʤʫ ʚʳ ʤʦʞʝʪʝ ʧʦʜʦʜʚʠʥʫʪʴ ʢʘʨʪʠʥʢʫ ʧʦʜ ʥʫʞʥʳʡ ʚʘʤ 

ʪʝʢʩʪ. ʊʘʢʠʤ ʦʙʨʘʟʦʤ ʤʦʞʥʦ ʚʩʪʘʚʠʪʴ ʪʝʢʩʪ ʚ ʢʘʨʪʠʥʢʫ ʚ ʥʫʞʥʦʤ 

ʤʝʩʪʝ ʜʦʢʫʤʝʥʪʘ Word. 

ɼʘʥʥʳʡ ʩʧʦʩʦʙ ʦʩʦʙʝʥʥʦ ʫʜʦʙʝʥ ʧʨʠ ʠʩʧʦʣʴʟʦʚʘʥʠʠ ʙʦʣʴʰʠʭ 

ʢʘʨʪʠʥʦʢ, ʢʦʪʦʨʳʡ ʟʘʥʠʤʘʶʪ ʚʩʝ ʧʨʦʩʪʨʘʥʩʪʚʦ ʣʠʩʪʘ Word. 
 

 ɽʩʪʴ ʝʱʝ ʥʝʩʢʦʣʴʢʦ ʩʧʦʩʦʙʦʚ ʨʘʟʤʝʱʝʥʠʷ ʪʝʢʩʪʘ ʧʦʚʝʨʭ 

ʢʘʨʪʠʥʢʠ ʚ Word. ɽʩʣʠ ʥʝʦʙʭʦʜʠʤʦ ʨʘʟʤʝʩʪʠʪʴ ʥʘ ʨʠʩʫʥʢʝ ʢʨʘʩʠʚʦ 

ʦʬʦʨʤʣʝʥʥʳʡ ʪʝʢʩʪ, ʪʦ ʣʫʯʰʝ ʚʩʝʛʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʥʘʜʧʠʩʠ 

WordArt. ɼʣʷ ʚʩʪʘʚʢʠ ʥʘʜʧʠʩʠ WordArt ʧʝʨʝʭʦʜʠʤ ʥʘ ʚʢʣʘʜʢʫ 

çɺʩʪʘʚʢʘè, ʥʘʭʦʜʠʤ ʦʙʲʝʢʪ WordArt ʠ ʚʳʙʠʨʘʝʤ ʧʦʥʨʘʚʠʚʰʠʡʩʷ 

ʩʪʠʣʴ ʦʬʦʨʤʣʝʥʠʷ. ʇʦʩʣʝ ʵʪʦʛʦ ʥʘ ʣʠʩʪʝ ʧʦʷʚʠʪʩʷ ʩʧʝʮʠʘʣʴʥʦʝ 

ʧʦʣʝ ʜʣʷ ʚʚʦʜʘ ʪʝʢʩʪʘ. ʉ ʧʦʤʦʱʴʶ ʤʝʥʶ ʥʘ ʧʦʷʚʠʚʰʝʡʩʷ ʚʢʣʘʜʢʝ 

çʌʦʨʤʘʪè ʤʦʞʥʦ ʧʨʦʠʟʚʝʩʪʠ ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ ʥʘʩʪʨʦʡʢʠ ʥʘʜʧʠʩʠ.  
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ʈʘʙʦʪʘ ʩ ʪʘʙʣʠʮʘʤʠ ʠ ʩʧʠʩʢʘʤʠ ʚ Microsoft Word 
 

 ɺʩʪʘʚʢʘ ʪʘʙʣʠʮʳ 

ɺ ʨʘʟʜʝʣʝ çɺʩʪʘʚʢʘè ʚ  rʥʘʡʜʝʪʝ ʧʫʥʢʪ çʊʘʙʣʠʮʳè. ʅʘʚʝʜʠʪʝ 

ʤʳʰʢʦʡ ʥʘ ʷʯʝʡʢʠ ʠ ʚʳʙʝʨʠʪʝ ʥʝʦʙʭʦʜʠʤʦʝ ʯʠʩʣʦ ʩʪʦʣʙʮʦʚ ʠ 

ʩʪʨʦʢ.  

 

 

 

 
 

ʀʩʧʦʣʴʟʫʡʪʝ ʰʘʙʣʦʥʳ 

ʂʣʠʢʥʠʪʝ ʧʦ ʟʘʢʣʘʜʢʝ çɺʩʪʘʚʢʘè, ʱʸʣʢʥʠʪʝ ʧʦ çʊʘʙʣʠʮʝè ʠ 

ʧʝʨʝʡʜʠʪʝ ʢ çʕʢʩʧʨʝʩʩ-ʪʘʙʣʠʮʘʤè. ʆʙʨʘʪʠʪʝ ʚʥʠʤʘʥʠʝ ʥʘ ʧʫʥʢʪ 

çʉʦʭʨʘʥʠʪʴ ʚʳʜʝʣʝʥʥʳʡ ʬʨʘʛʤʝʥʪ ʚ ʢʦʣʣʝʢʮʠʶè. 

 
ɿʜʝʩʴ ʚʳ ʥʘʡʜʸʪʝ ʥʝʩʢʦʣʴʢʦ ʚʧʦʣʥʝ ʧʦʣʝʟʥʳʭ ʚʘʨʠʘʥʪʦʚ ʠ, ʯʪʦ 

ʩʘʤʦʝ ʛʣʘʚʥʦʝ, ʩʤʦʞʝʪʝ ʩʦʭʨʘʥʠʪʴ ʚ ʢʘʯʝʩʪʚʝ ʰʘʙʣʦʥʘ ʣʶʙʫʶ 

ʜʨʫʛʫʶ ʪʘʙʣʠʮʫ ʠʣʠ ʝʸ ʬʨʘʛʤʝʥʪ, ʚ ʪʦʤ ʯʠʩʣʝ ʠ ʩʦʙʩʪʚʝʥʥʦʛʦ 

ʧʨʦʠʟʚʦʜʩʪʚʘ. 
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ʈʠʩʫʡʪʝ ʪʘʙʣʠʮʳ 

ʂʣʠʢʥʠʪʝ ʧʦ ʟʘʢʣʘʜʢʝ çɺʩʪʘʚʢʘè, ʱʸʣʢʥʠʪʝ ʧʦ çʊʘʙʣʠʮʝè ʠ 

ʧʝʨʝʡʜʠʪʝ ʢ ʧʫʥʢʪʫ çʅʘʨʠʩʦʚʘʪʴ ʪʘʙʣʠʮʫè. 

 
ʀ ʥʝ ʙʦʡʪʝʩʴ ʩʦʚʝʨʰʠʪʴ ʧʨʦʤʘʭ: ʧʦʜ ʨʫʢʦʡ ʚʩʝʛʜʘ ʥʘʡʜʸʪʩʷ 

ʣʘʩʪʠʢ. ʇʦʨʦʡ ʢʘʨʘʥʜʘʰ ʠ ʩʪʠʨʘʣʢʘ ʩʫʱʝʩʪʚʝʥʥʦ ʫʧʨʦʱʘʶʪ 

ʩʦʟʜʘʥʠʝ ʩʣʦʞʥʳʭ ʪʘʙʣʠʮ ʩ ʤʝʣʢʠʤʠ ʵʣʝʤʝʥʪʘʤʠ. 
 

ɺʩʪʘʚʣʷʡʪʝ ʩʪʨʦʢʠ ʠ ʩʪʦʣʙʮʳ ʙʳʩʪʨʦ 

ʅʘʯʠʥʘʷ ʩ Word 2013 ʜʦʙʘʚʣʝʥʠʝ ʩʪʨʦʢ ʠ ʩʪʦʣʙʮʦʚ 

ʩʫʱʝʩʪʚʝʥʥʦ ʫʧʨʦʩʪʠʣʦʩʴ. ʅʘʚʝʜʠʪʝ ʢʫʨʩʦʨ ʥʘ ʧʨʦʩʪʨʘʥʩʪʚʦ ʤʝʞʜʫ 

ʩʪʨʦʢʘʤʠ ʠʣʠ ʩʪʦʣʙʮʘʤʠ ʟʘ ʧʨʝʜʝʣʘʤʠ ʪʘʙʣʠʮʳ ʠ ʥʘʞʤʠʪʝ ʥʘ 

ʧʦʷʚʠʚʰʠʡʩʷ ʧʣʶʩ. 

 
 

ɺ ʙʦʣʝʝ ʨʘʥʥʠʭ ʚʝʨʩʠʷʭ Word 2007, 2010 ʨʘʙʦʪʘʝʤ ʩ ʚʢʣʘʜʢʦʡ 

çʄʘʢʝʪè: ɺʩʪʘʚʠʪʴ ʩʪʦʣʙʮʳ ʩʣʝʚʘ/ʩʧʨʘʚʘè ʠ çɺʩʪʘʚʠʪʴ ʩʪʨʦʢʠ 

ʩʚʝʨʭʫ/ʩʥʠʟʫè. ʅʝ ʟʘʙʳʚʘʝʤ, ʯʪʦ ʢʫʨʩʦʨ ʜʦʣʞʝʥ ʙʳʪʴ ʚ ʪʘʙʣʠʮʝ.  
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