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[lepepmoBa

Bcro icmopiro yueinizayii aro0cmea MONCHG 6UPA3UMU WICMbOMA CAOBAMU:
yum binvwe 3Hae, mum Ginvuwe moxce. E.AGy

Berynaroun B XXI cromniTra, moacTtBo 6epe 3 co60i0 KOMIT'I0TEpP K IJI0-
OaNbHO 3IiMCHEHY Mpilo PO CTBOPEHHS IITYYHOTO iHTeNeKTy. BXe 3apa3 Ha-
VKOBIIi BChOTO CBiTY roBopsATh Ipo Internet, K mpo 3araAKoBH BOCHMUA
KOHTHHEHT 3¢MHOI KyJi. BuBuenHsa makery mporpaM Microsoft Office morme-
penHiX Bepciifi BXe TaBHO CTal0 OOOB’SI3KOBOIO YAaCTHHOIO MiATOTOBKH
CIIELiaJIiCTiB 32 Pi3HOMaHITHUMM CNEIiaIbBHOCTSAMHU B YCiX Tajly3sX HayKH Ta
KyabTypH. I1o Bcix mporpaMHUX MPONYKTaX, sKi BinHocsTes 1o MS Office’97,
B He3aJeXHi YKpaiHi BUZaHO YMMaJIO AOBITHUYOI pOCiHCHKOMOBHOI JIiTepa-
TYpH I pi3HUX KaTeropiil KopucrysauiB. OqHak cepel, HUX HEMa€ HaBYaib-
HOTO TOCiOHMKA 11 CUCTEMHOTO BUBYEHHS Ta OMAaHYBaHHA KypcCy, KU OyB
61 moOyZoBaHMII Ha BMKOHAHHI NMPAaKTHYHUX 3aBOaHb CTyJEHTaMH BY3iB
KYJbTYPH.

ToMy 0coBGHCTO MeHi 1ig KHUTa IyXe crnogobanack. Llei mociOHMK Haiick-
JINHIIII TUTaHHSA POOMTH TMPOCTUMH i 3po3yMiTMMH. BiH ckiamaeTbesl 3 OBOX
YaCTHH: 3aTaIbHOTO KypCY, SKHi TIPU3HAYEHO VISl CTYAEHTIB MEPILIOro Ta Apy-
Toro Kypcy BCiX creuiaaTbHOCTeH, 0 € 0a30BUMM y BHIIMX HABYAJIbHHUX 3a-
KJIanax Trajxy3i KyJabTypHd Ta MHUCTEUTB, Ta CIELKYPCY, SIKMii PEKOMEHIOBaHO
IUTS CTapIIOKYPCHMKIB OKPEMHUX CIlelliaTbHOCTei. [0N0BHA MeTa Li€i KHUTH —
JIOIIOMOTITH BHKJIaadeBi IMMPOBECTH MPAKTUYHi 3aHATTSA 3 iHPOPMATHKM Ta Cy-
YaCHHMX KOMIT'IOTEpHMX TE€XHOJIOTiii Ha HaWBHIIOMY OpraHizalliiHOMY Ta Hay-
KOBO-METOIMYHOMY PiBHi, @ CTyI€HTOBI — 3400YTH SIKiCHi 3HaHHS, PAaKTUYHI
HaBMYKHU Ta BMiHHA NpPaLIOBaTH 3 0a30BUM Ta MPUKJIATHUM MPOrpPaMHUM 3a-
OecIreYeHHSIM, 3a0LIa/KyI09M Ipolli, Yac Ta HEpBH.

Ileit HaBYaTbHO-METOAMYHUM MOCIOHUK MICTUTh B coOi MaTepian Ijis ona-
HYBaHH# CTyIeHTaMH po6oTH 3 nmporpamMamun MS Word 2000, MS Excel 2000,
MS Power Point 2000, AutoCAD2000 ta Internet Explorer Ha mpocTUx npa-
KTHYHMX TIpHUKIanax. PeKOMEHIYETbCS BMKOPMCTOBYBAaTHM OZHOYACHO TeOpe-
THYHI TIOpagM Ta MPaKTUYHI 3aBIAHHS [UISI CAMOCTiifHOI poOOTH CTYNEHTIB.

BukopucTaHHA 1IHOTO MOCIOHMKA B HABYATHBHOMY IPOIIECi HAIIIOTO YHiBep-
CUTETY JIa€ BEJIMKi MepeBaru:

e BHKJIaJayy NMPOAYKTUBHO MpAIIOBAaTH B OJHiM ayouTOpii 3i CTyAEHTaMH

pi3HOTrO CTyTNeHs MiArOTOBKH;



® CTBOPIOE YMOBH [UIsl UIBHAKOI Ta OO’€KTHBHOI OLHKM BHMKIaga4eM
3HaHb CTYNEHTIB;
® BUKIIIOYAE HEOOXiTHICTh CAMOCTIMHOro MOLIYKY CTYOEHTaMHU IOLNATKO-
BOi JIiTEpaTypH 3a MEBHUMH TEMaMH;
e 3BOIUTH A0 MiHIMyMy BHTpATH 4acy Ha ITOYaTKOBOMY €Tami i1 J00Opy
iH(dopMallil i 9ac MPOBEACHHS 3aHAThH;
® Hajac CTyIEHTaM MOXJIMBICTh OTPUMATH 3HAHHS TMPOrPaMHMX TMpO-
IYKTiB B 00Cs3i, IKMi € 000B’SI3KOBUM IJIsI Cy4acHOro (axiBisl BHCO-
KOTO piBHSI.
3BHYaifHO 3MIiCT 3aBIaHb NMOCIOHMKA OOYMOBIIOE MOIMEPEIHIO TEOPETUYHY
MIATOTOBKY CTYIEHTIB 1O KOXHOi po6oTH. Ilix yac BUKOHaHHS BCiX MPAaKTUY-
HHX pobiT MependayeHO 3BOPOTHHH 3B’SI30K CTYICHTA 3 BUKIanayeM. BiH 3a-
fecrneuyeThCca THM, IO PE3YILTATH CBOEI pOOOTH KOXHMI CTYIEHT Ma€ IMoKa-
3aTM BMKJIAfauyeBi Ta 3aXMCTHTH. B mpolieci BUKOHaHHS KOXHOIO 3aBIaHHS
HEOOXiIHO 11e poOHUTH MiHIMyM IBa-TpH pasd. Ha mpuxiani nboro HaB4ajib-
HOTO MOCIOHMKAa BHKJIaTauyaMH YHIBEPCHUTETY PO3po0JieHa KOHKpETHa CTpa-
Terisd i TaKTHMKaA, K caMe Kpaille HaBYUTH; a TAKOX Yy IMiJpaxOBaHUI 4Yac BHU-
KOHAHHSA 3aBIaHHA IIepPeCiYHUM CTYAEHTOM, WIO Ja€ MOXIHUBICTh
OpiEHTYBATHCS TIpU TUIAHYBaHHi 3aHSTTS.
3po3yMiIO 10 HABYAJIBHO-METOAMYHE Ta TEXHiYHE 3a0€CICYeHHS MOBUH-
HO OyTH HaMmoOTyXHimmM. [IJis BUKOHaHHSA pOO6IT MOTpiOHI KOMIT'IOTEpU TH-
ny Pentium II 3 omepauiitHoio cucreMoro Windows 98/2000. 3a koxHuMm
KOMIT'IOTEPOM IIiJl 9aC CaMOCTiifHOi poOOTH Ma€ MpailoBaTy JULIE OOUH CTY-
nenT. KoxeH CTyIeHT MOBMHHEH MAaTH BJIAacHY OUCKETY, 30LUMT Ta LEeH HaB-
qaJlbHUM MOCiOHMK. baxaro ycrmixiB!

Hapoonuii oenymam Bepxoenoi Padu Ykpainu, 3acayxwcenuii disy mucmeymse
Ykpainu, axademix Mixncnapoonoi kadpoeoi akademii, dokmop nedazoeitHux Ha-
YK, npogecop, pekmop Kuigcbkoeo HayionanbHoz2o yHieepcumenty Kyaomypu i mu-
cmeymeé Muxatino Muxatinoeuy Ilonaascokuii



Hogi dyHKLIOHanNbHI
MOXIUBOCTI

nakeTty nporpa
MS Office 2 00

ffice 2000 — 1e ocTaHHA Bepcisi MOMYJISPHOTO MakKeTy MporpaMm, SAKui

Mpawioe I yhnpaBliHHSAM omnepauiiHoi cucremMu Windows 95,
Windows 98 a6o Windows NT Ta MicTUTh B c00i IIICTh HOAATKiB. 3aCIyrOBYye
Ha yBary HoBa 6araTocKJanoBa po3ropHyTa CTpykTypa oydepy ooMiHy ¢aiitis,
sIKa O3BOJIIE OJHOYACHO BMiCTUTH A0 12 dparmeHTiB. HOBUM KOMIIOHEHTOM
Office 2000 € mporpama Front-Page 2000. Front-Page 2000 — me pemakrop
HTML-10KyMeHTiB, 3a JOIOMOIOI0 SIKOTO IIBHIKO CTBOpIOBaTH Liji Web-
BY3JIM Ta penaryBaTi Web-CTOpiHKH, TOTYIOUH iX IO omyOnikKyBaHHs B IHTEp-
HeTi. B mociOHMKY po3IIsnaloThesi 3acO0M oOpradisallii rinmeprocwiaHb Ha
pi3Hi 06’€KTH JIOKATBHOTO. IUCKY KOMIT'IoTepa Ta IHTepHery.

Puc. 1 Web-cTopinka, poboyuii MakeT



B maket Office 2000 cucreMa noctymy 1o Internet MoBHiCTIO iHTerpoBaHa:
poboTa 3 iHTpPaciThbOBUMHU NOKYMEHTAMU Ta JOKYMEHTaMU [HTEepHETy BHKO-
HYEThCA TaK CaMo, K 3 JIOKAIbHUMHU (haiijlaMUi KOMIT IoTepa.

B Office 2000 3’saBUBCSI HOBHUIA CMOCIO MEPEKITIOUYEHHST MiX KJIaBiaTypaMu
Ta nokymeHTamMH. Brepuie tekct HaOpanuit y Word 2000 3a mormomororo
AHTIJIIHCHKOI KJIaBiaTypu MPH MEPEKIIOYEHHI Ha YKPaiHChKY ab0 pOCiiChKY
KJIaBiaTypy 3MiHUTh HOr0 aBTOMaTUYHO Y BIiAMOBIAHOCTI 10 OCTaHHBOI. KpiM
LOTO TeMep KOXHUU NOKYMEHT 3’SIBJISIETbCSl Y BUIJISIAI MO3HA4YKu [laneni
3ana4y. BiKHO NOKYMEHTa aKTHUBI3yEThCSI MPOCTUM LIUTOJIEM Ha IMO3HAUKY.
[Nepexmioyatucs Mix nokyMeHTamu B Office 2000 MOXHa it 32 TOITOMOTOI0
KoM0OiHalii kmaBim Alt+Tab. Skuo B po3risiHyTOMY TNMpPUKJIAAi HATHUCHYTH
Alt+Tab, a motim Binmyctutu Tab, He BiamycKaiouu Kiaasiury Alt, Ha eKpaHi
3’IBUTHCSI BIKHO MEPEKIIOUEHHS MiX goxatkaMu. [locaiioBHUMU HaTUCKaH-
HsIMU KJaBili Tab MoXHa oOpaTu He TUTBKU iHIIWNA OONATOK, ajie M iHIIWA
00’exkt Access 2000. IlepecyHyBIIM KBaapaTHY paMKy Ha BiIMOBiIHY MO3-
HayKy Ta BiIMyCTHBIUM KiaBilly Alt cMcTemMa 3pa3y aKTHBi3ye€ BiKHO 0o0pa-
HOTro 00’€KTa.

B Office 2000 3HaiiieH KOMIPOMIC MiX MPOOJIEMOI0 €KOHOMil IMCKOBOIO
MPOCTOPY ¥ HEOOXIAHICTIO AOCTyMa OO0 AOJATKOBMX KOMIIOHEHTIB IONATKIiB.
[Tin gac incramsuii Office 2000 mepeBakHa YacTHHA IIMX KOMIIOHEHTIB HE
KOITIIOETBCSI Ha XOPCTKMHM MOUCK, ajie TOCWIAHHS Ha HUX 3 ABJISIOTHCS B
BiKHAaX Jliajiora I0AAaTKiB. SIKII0 KOMILIEKT YCTAHABIIOETHCS 3 cepBepa, TO MpHU
3BEpPTaHHIi 10 TaKOTO BiICYTHBOTO KOMMOHEHTa MOAyJb iHcTansamii Office aB-
TOMAaTUYHO 3aBaHTAXYE 3 CiThOBOTO AMCKAa HeIocTaTHi daitu i pobora mpo-
IIOBXYEThCSl O3 mepepBu Ha mpoueaypy nepeincransuii Office.



KHura npucesiveHa BuB4YeHH nakety nporpam MC
Office 2000, ocHoBam KOMM'IOTEPHOro apaHxXy
BaHHA B My3uUi, cydacHol Komn'loTepHol rpadiku,
BUKOPUCTaHHIO MoXnneocTen Internet.

BoHa npu3HaveHa B nepluy Hepry Ans KOPUCTY
Ba4iB, AKi MalTb TiNbKW 3arasibHy yABY Mpo one
pauinHy cuctemy Windows. OgHak Ti, XTOo BXe
3Hanom 3 Office, 3HangyTb B KHU3I BaraTto uikagol
iHchopmauii Npo AoAaTKOBI MOXNBOCTI, AKi 3'ABU
Nnucb B HOBIN BePCiIl.

Benuka KinbKicTb intocTpauin, npuknagie n ge-
TanbHUX IHCTPYKUIA A03BONAKTL CAMOCTINHO BUB-
4yuTn BaraTo onepauin, WO 4YacTo 3ycTpIiHarTbCs V
peanbHoMy Lwwoy-6i3Heci, MDKHapoAHOMY Typu3mi
Ta puAnYHIA cnpagBi. 3py4Ha opraHis3audia ma-

Tepiana y BUrnagi npakTu4HUX pobiT, MOKPOKOBI

IHCTPYKLUIl, iNOCcTpauil 1 Npuknaan KHArM 4onomo-
raloTb 3pO3YMIiTU CKNaAHI NUTaHHA HaBITb HENIAro—
TOBaHMM KoOpucTyBa1am NpuknagHux nporpam B
ranysi KynbTypu Ta MUCTELTB.




