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ʋʚʘʞʘʝʤʳʝ ʯʠʪʘʪʝʣʠ! 

 

ɺ ʩʚʷʟʠ ʩ ʧʦʩʪʦʷʥʥʦ ʨʘʩʰʠʨʷʶʱʠʤʩʷ ʫʨʦʚʥʝʤ ʠʥʬʦʨʤʘʪʠʟʘʮʠʠ ʚʩʝʭ ʩʬʝʨ 

ʩʦʚʨʝʤʝʥʥʦʛʦ ʦʙʱʝʩʪʚʘ ʚʦʟʥʠʢʘʝʪ ʥʝʦʙʭʦʜʠʤʦʩʪʴ ʦʚʣʘʜʝʥʠʷ ʥʘʚʳʢʘʤʠ ʠʩʧʦʣʴʟʦʚʘʥʠʷ 

ʧʝʨʝʜʦʚʳʭ ʚʦʟʤʦʞʥʦʩʪʝʡ ʢʦʤʧʴʶʪʝʨʥʳʭ ʪʝʭʥʦʣʦʛʠʡ ʠ ʧʨʦʛʨʘʤʤʥʦʛʦ ʦʙʝʩʧʝʯʝʥʠʷ. 

ʉʦʚʨʝʤʝʥʥʳʝ ʠʥʬʦʨʤʘʮʠʦʥʥʳʝ ʪʝʭʥʦʣʦʛʠʠ ʧʦʟʚʦʣʷʶʪ ʵʬʬʝʢʪʠʚʥʦ ʨʝʰʘʪʴ ʩʘʤʳʝ ʨʘʟʣʠʯʥʳʝ 

ʟʘʜʘʯʠ, ʚʦʟʥʠʢʘʶʱʠʝ ʧʝʨʝʜ ʥʘʤʠ ï ʵʪʦ ʠ ʦʨʛʘʥʠʟʘʮʠʷ ʧʣʘʥʠʨʦʚʘʥʠʷ ʩʪʦʷʱʠʭ ʧʝʨʝʜ ʥʘʤʠ 

ʟʘʜʘʯ, ʠ ʩʦʟʜʘʥʠʝ ʚʳʩʦʢʦʧʨʦʬʝʩʩʠʦʥʘʣʴʥʳʭ ʧʨʝʟʝʥʪʘʮʠʡ ʜʣʷ ʨʘʟʣʠʯʥʦʛʦ ʨʦʜʘ ʚʳʩʪʫʧʣʝʥʠʡ, 

ʠ ʫʜʦʙʥʦʝ ʫʧʨʘʚʣʝʥʠʝ ʵʣʝʢʪʨʦʥʥʳʤʠ ʧʦʯʪʦʚʳʤʠ ʦʪʧʨʘʚʣʝʥʠʷʤʠ, ʘ ʪʘʢʞʝ ʤʥʦʛʦʝ ʜʨʫʛʦʝ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʦʣʥʦʮʝʥʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʚʩʝ ʠʤʝʶʱʠʝ ʚʦʟʤʦʞʥʦʩʪʠ, ʢʦʪʦʨʳʝ 

ʧʨʝʜʣʘʛʘʶʪ ʥʘʤ ʩʦʚʨʝʤʝʥʥʳʝ ʪʝʭʥʦʣʦʛʠʠ, ʧʦʣʴʟʦʚʘʪʝʣʶ ʟʘʯʘʩʪʫʶ ʥʝ ʭʚʘʪʘʝʪ ʦʙʳʯʥʳʭ 

ʥʘʚʳʢʦʚ ʨʘʙʦʪʳ ʩ ʢʦʤʧʴʶʪʝʨʦʤ, ʯʪʦ ʥʝ ʧʦʟʚʦʣʷʝʪ ʠʩʧʦʣʴʟʦʚʘʪʴ ʚʝʩʴ ʧʦʪʝʥʮʠʘʣ, ʠʤʝʶʱʠʡʩʷ 

ʚ ʩʦʚʨʝʤʝʥʥʦʤ ʧʨʦʛʨʘʤʤʥʦʤ ʦʙʝʩʧʝʯʝʥʠʠ. 

ɼʘʥʥʳʡ ʫʯʝʙʥʦ-ʤʝʪʦʜʠʯʝʩʢʠʡ ʢʦʤʧʣʝʢʩ ʨʘʩʢʨʳʚʘʝʪ ʬʫʥʢʮʠʦʥʘʣ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʠʭ 

ʧʨʠʣʦʞʝʥʠʡ Microsoft Office: Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft 

Outlook, Microsoft Access. ʇʦʩʣʝ ʠʟʫʯʝʥʠʷ ʧʘʢʝʪʘ ʧʨʦʛʨʘʤʤ Microsoft Office ʟʥʘʯʠʪʝʣʴʥʦ 

ʧʦʚʳʰʘʝʪʩʷ ʵʬʬʝʢʪʠʚʥʦʩʪʴ ʨʘʙʦʪʳ. ʇʦʣʴʟʦʚʘʪʝʣʴ ʫʟʥʘʝʪ ʜʝʡʩʪʚʝʥʥʳʝ ʤʝʪʦʜʳ ʨʝʰʝʥʠʷ 

ʩʪʦʷʱʠʭ ʟʘʜʘʯ, ʘ ʪʘʢ ʞʝ ʧʦʚʳʩʠʪ ʫʨʦʚʝʥʴ ʟʥʘʥʠʡ ʦʙ ʵʬʬʝʢʪʠʚʥʳʭ ʩʧʦʩʦʙʘʭ ʠʩʧʦʣʴʟʦʚʘʥʠʷ 

ʪʝʭ ʬʫʥʢʮʠʡ, ʢʦʪʦʨʳʝ ʤʳ ʠʩʧʦʣʴʟʫʝʤ ʢʘʞʜʳʡ ʜʝʥʴ. 
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1. ʆɹʑʀɽ ʉɺɽɼɽʅʀʗ ʆ ʇʈʀʃʆɾɽʅʀʗʍ MICROSOFT OFFICE 2010 
 
ɿʘʧʫʩʢ ʧʨʠʣʦʞʝʥʠʡ 

ʂʦʤʧʣʝʢʪ Microsoft Office 2010 ʩʦʩʪʦʠʪ ʠʟ ʥʝʩʢʦʣʴʢʠʭ ʦʪʜʝʣʴʥʳʭ ʤʦʜʫʣʝʡ. ʕʪʠ ʧʨʦʛʨʘʤʤʳ ʚ ʟʥʘʯʠʪʝʣʴʥʦʡ 

ʩʪʝʧʝʥʠ ʚʟʘʠʤʦʩʚʷʟʘʥʳ, ʠʤʝʶʪ ʩʭʦʞʠʝ ʦʬʦʨʤʣʝʥʠʝ ʠ ʠʥʩʪʨʫʤʝʥʪʳ, ʥʦ ʚʩʝ ʞʝ ʢʘʞʜʘʷ ʠʟ ʥʠʭ ʷʚʣʷʝʪʩʷ 

ʩʘʤʦʩʪʦʷʪʝʣʴʥʳʤ ʧʨʠʣʦʞʝʥʠʝʤ. ʂʦʤʧʦʥʝʥʪʳ Microsoft Office 2010 ʨʘʙʦʪʘʶʪ ʪʦʣʴʢʦ ʧʦʜ ʫʧʨʘʚʣʝʥʠʝʤ 

ʦʧʝʨʘʮʠʦʥʥʳʭ ʩʠʩʪʝʤ ʩʝʤʝʡʩʪʚʘ Windows. 

ʏʪʦʙʳ ʥʘʯʘʪʴ ʨʘʙʦʪʫ ʩ Office 2010, ʥʫʞʥʦ ʚʢʣʶʯʠʪʴ ʢʦʤʧʴʶʪʝʨ ʠ ʧʦʜʦʞʜʘʪʴ, ʧʦʢʘ ʟʘʛʨʫʟʠʪʩʷ ʦʧʝʨʘʮʠʦʥʥʘʷ 

ʩʠʩʪʝʤʘ, ʪʦ ʝʩʪʴ ʥʘ ʵʢʨʘʥʝ ʧʦʷʚʠʪʩʷ ʨʘʙʦʯʠʡ ʩʪʦʣ ʩʦ ʟʥʘʯʢʘʤʠ ʠ ʧʘʥʝʣʴʶ ʟʘʜʘʯ, ʢʦʪʦʨʘʷ ʦʙʳʯʥʦ ʨʘʟʤʝʱʘʝʪʩʷ ʚ 

ʥʠʞʥʝʡ ʯʘʩʪʠ ʵʢʨʘʥʘ ʠ ʧʨʝʜʩʪʘʚʣʷʝʪ ʩʦʙʦʡ ʧʦʣʦʩʫ ʩ ʢʥʦʧʢʦʡ ʇʫʩʢ ʩʣʝʚʘ. 

 

ʆʪʢʨʳʪʠʝ ʧʨʦʛʨʘʤʤ ʧʘʢʝʪʘ Office 

¶ ʇʝʨʝʤʝʩʪʠʪʝ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʚ ʣʝʚʳʡ ʥʠʞʥʠʡ ʫʛʦʣ ʵʢʨʘʥʘ. 

¶ ʑʝʣʢʥʠʪʝ ʥʘ ʢʥʦʧʢʝ ʇʫʩʢ ʧʘʥʝʣʠ ʟʘʜʘʯ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʳ Windows. 

¶ ʇʝʨʝʤʝʩʪʠʪʝ ʫʢʘʟʘʪʝʣʴ ʥʘ ʧʫʥʢʪ ɺʩʝ ʧʨʦʛʨʘʤʤʳ (All Programs). ʇʝʨʝʡʜʠʪʝ ʚ ʧʦʜʤʝʥʶ Microsoft Office ʠ ʚʳ 

ʫʚʠʜʠʪʝ ʟʥʘʯʢʠ ʧʨʠʣʦʞʝʥʠʡ ʩʠʩʪʝʤʳ Microsoft Office 2010: 

-   Microsoft Office Access; 

-   Microsoft Office Excel; 

-   Microsoft Office Outlook; 

-   Microsoft Office PowerPoint; 

-   Microsoft Office Word. 

¶ ʑʝʣʢʥʠʪʝ ʥʘ ʩʪʨʦʢʝ ʩ ʧʨʠʣʦʞʝʥʠʝʤ Word. 

¶ ʊʝʤ ʞʝ ʩʧʦʩʦʙʦʤ ʦʪʢʨʦʡʪʝ ʧʨʠʣʦʞʝʥʠʝ Excel. 

¶ ʊʝʧʝʨʴ ʦʪʢʨʳʪʳ ʦʢʥʘ ʜʚʫʭ ʧʨʠʣʦʞʝʥʠʡ ð Microsoft Word ʠ Microsoft Excel.  

¶ Windows ʦʙʝʩʧʝʯʠʚʘʝʪ ʧʨʦʩʪʦʝ ʧʝʨʝʢʣʶʯʝʥʠʝ ʤʝʞʜʫ ʧʨʠʣʦʞʝʥʠʷʤʠ. ʏʪʦʙʳ ʘʢʪʠʚʠʟʠʨʦʚʘʪʴ ʦʢʥʦ Word, 

ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʠ Alt+Tab . 

¶ ʏʪʦʙʳ ʚʥʦʚʴ ʫʚʠʜʝʪʴ ʦʢʥʦ Excel, ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʠ Alt+Tab ʝʱʝ ʨʘʟ. 

 

ʃʶʙʦʡ ʬʘʡʣ Windows ʦʪʦʞʜʝʩʪʚʣʷʝʪʩʷ ʩ ʥʝʢʦʪʦʨʳʤ ʪʠʧʦʤ, ʢʦʪʦʨʳʡ ʠʜʝʥʪʠʬʠʮʠʨʫʝʪʩʷ ʨʘʩʰʠʨʝʥʠʝʤ 

ʠʤʝʥʠ ʬʘʡʣʘ. 

ʈʘʩʰʠʨʝʥʠʝ ð ʵʪʦ ʩʦʚʦʢʫʧʥʦʩʪʴ ʩʠʤʚʦʣʦʚ, ʨʘʩʧʦʣʦʞʝʥʥʳʭ ʚ ʠʤʝʥʠ ʬʘʡʣʘ ʧʨʘʚʝʝ ʧʦʩʣʝʜʥʝʡ ʪʦʯʢʠ. 

ɼʦʢʫʤʝʥʪʳ Microsoft Office Word ʠʤʝʶʪ ʨʘʩʰʠʨʝʥʠʝ docx, ʪʘʙʣʠʮʳ Excel ïxlsx, ʧʨʝʟʝʥʪʘʮʠʠ Power Point ð 

pptx ʠ ʪ.ʜ. ɺ ʦʙʳʯʥʦʡ ʥʘʩʪʨʦʡʢʝ ʵʪʘ ʯʘʩʪʴ ʠʤʝʥʠ ʥʝ ʦʪʦʙʨʘʞʘʝʪʩʷ ʥʘ ʵʢʨʘʥʝ, ʥʦ ʥʘ ʥʝʝ ʫʢʘʟʳʚʘʝʪ ʟʥʘʯʦʢ ʬʘʡʣʘ. 

ɼʣʷ ʟʘʧʫʩʢʘ ʧʨʠʣʦʞʝʥʠʡ Office ʩ ʦʜʥʦʚʨʝʤʝʥʥʳʤ ʦʪʢʨʳʪʠʝʤ ʥʫʞʥʦʛʦ ʜʦʢʫʤʝʥʪʘ ʥʝ ʦʙʷʟʘʪʝʣʴʥʦ ʦʪʳʩʢʠʚʘʪʴ 

ʟʥʘʯʢʠ ʧʨʠʣʦʞʝʥʠʡ ʚ ʤʝʥʶ ʇʫʩʢ, ʧʨʦʩʪʦ ʚʳʧʦʣʥʠʪʝ ʦʜʥʦ ʠʟ ʩʣʝʜʫʶʱʠʭ ʜʝʡʩʪʚʠʡ: 

 

¶ ʜʚʘʞʜʳ ʱʝʣʢʥʠʪʝ ʥʘ ʟʥʘʯʢʝ ʜʦʢʫʤʝʥʪʘ, ʨʘʩʧʦʣʦʞʝʥʥʦʤ ʚ ʦʢʥʝ ʧʘʧʢʠ ʠʣʠ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ; 

¶ ʝʩʣʠ ʥʫʞʥʦ ʦʪʢʨʳʪʴ ʜʦʢʫʤʝʥʪ, ʩ ʢʦʪʦʨʳʤ ʚʳ ʥʝʜʘʚʥʦ ʨʘʙʦʪʘʣʠ, ʚʳʙʝʨʠʪʝ ʝʛʦ ʠʤʷ ʚ ʧʦʜʤʝʥʶ ʅʝʜʘʚʥʠʝ 

ʜʦʢʫʤʝʥʪʳ ʤʝʥʶ ʇʫʩʢ. 

 

ɺʩʝ ʧʨʦʛʨʘʤʤʳ, ʢʦʪʦʨʳʝ ʚʭʦʜʷʪ ʚ ʧʘʢʝʪ Microsoft Office 2010, ʠʤʝʶʪ ʧʦʭʦʞʠʡ ʠʥʪʝʨʬʝʡʩ (ʨʠʩ.1.1). ɺʦ ʚʩʝʭ 

ʧʨʠʣʦʞʝʥʠʷʭ ʝʩʪʴ ʨʘʙʦʯʘʷ ʦʙʣʘʩʪʴ, ʣʝʥʪʘ, ʧʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ, ʚʢʣʘʜʢʠ.  

 

 
ʈʠʩ. 1.1 ɺʠʜ ʦʢʥʘ ʧʨʦʛʨʘʤʤʳ Word 

 

ʉʪʨʦʢʘ ʟʘʛʦʣʦʚʢʘ ʥʘʭʦʜʠʪʩʷ ʚ ʚʝʨʭʥʝʡ ʯʘʩʪʠ ʦʢʥʘ ʦʬʠʩʥʦʛʦ ʧʨʠʣʦʞʝʥʠʷ. ʆʥʘ ʧʦʢʘʟʳʚʘʝʪ ʥʘʟʚʘʥʠʝ 

ʧʨʦʛʨʘʤʤʳ, ʥʘ ʥʝʡ ʦʪʦʙʨʘʞʘʝʪʩʷ ʥʘʟʚʘʥʠʝ ʪʝʢʫʱʝʛʦ (ʜʦʢʫʤʝʥʪʘ) ʬʘʡʣʘ. ɽʩʣʠ ʜʦʢʫʤʝʥʪ, ʩ ʢʦʪʦʨʳʤ ʚʳ 

ʨʘʙʦʪʘʝʪʝ, ʧʦʢʘ ʥʝ ʩʦʭʨʘʥʝʥ, ʪʦ ʚʤʝʩʪʦ ʠʤʝʥʠ ʬʘʡʣʘ ʙʫʜʝʪ ʦʪʦʙʨʘʞʝʥʘ ʥʘʜʧʠʩʴ çɼʦʢʫʤʝʥʪ1è, çʂʥʠʛʘ1è ʠ ʪ.ʜ. 
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(ʥʦʤʝʨ ʤʦʞʝʪ ʙʳʪʴ ʜʨʫʛʠʤ). ʉʦʟʜʘʚʘʷ ʥʦʚʳʡ ʜʦʢʫʤʝʥʪ, ʣʫʯʰʝ ʩʨʘʟʫ ʞʝ ʩʦʭʨʘʥʷʪʴ ʝʛʦ ʠ ʜʘʚʘʪʴ ʝʤʫ ʠʤʷ. ʅʝ 

ʟʘʙʳʚʘʡʪʝ ʪʘʢʞʝ ʩʦʭʨʘʥʷʪʴ ʜʦʢʫʤʝʥʪ ʚ ʧʨʦʮʝʩʩʝ ʨʘʙʦʪʳ. ʅʝʩʦʭʨʘʥʝʥʥʳʝ ʜʘʥʥʳʝ ʙʫʜʫʪ ʫʪʝʨʷʥʳ ʧʦʩʣʝ ʟʘʢʨʳʪʠʷ 

ʧʨʦʛʨʘʤʤʳ, ʘ ʪʘʢʞʝ ʚ ʨʝʟʫʣʴʪʘʪʝ ʩʣʫʯʘʡʥʦʛʦ ʟʘʚʝʨʰʝʥʠʷ ʨʘʙʦʪʳ (ʥʘʧʨʠʤʝʨ, ʟʘʚʠʩʘʥʠʷ ʢʦʤʧʴʶʪʝʨʘ ʠʣʠ 

ʦʪʢʣʶʯʝʥʠʷ ʠʩʪʦʯʥʠʢʘ ʧʠʪʘʥʠʷ). 

ʉʪʨʦʢʘ ʟʘʛʦʣʦʚʢʘ ʪʘʢʞʝ ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʜʦʩʪʫʧ ʢ ʪʨʝʤ ʢʥʦʧʢʘʤ ʫʧʨʘʚʣʝʥʠʷ ʦʢʥʦʤ: ʩʚʝʨʥʫʪʴ (ʚ ʧʘʥʝʣʴ ʟʘʜʘʯ), 

ʨʘʟʚʝʨʥʫʪʴ (ʥʘ ʚʝʩʴ ʵʢʨʘʥ)/ʚʦʩʩʪʘʥʦʚʠʪʴ, ʟʘʢʨʳʪʴ (ʨʠʩ. 1.2). 

 

 
ʈʠʩ. 1.2 ʂʥʦʧʢʠ ʫʧʨʘʚʣʝʥʠʷ ʦʢʥʦʤ 1-ʩʚʝʨʥʫʪʴ, 2-ʨʘʟʚʝʨʥʫʪʴ/ʚʦʩʩʪʘʥʦʚʠʪʴ ʠ 3-ʟʘʢʨʳʪʴ 

 

ʂʥʦʧʢʘ ʌʘʡʣ (ʨʠʩ.1.1) ʦʪʢʨʳʚʘʝʪ ʜʦʩʪʫʧ ʢ ʢʦʤʘʥʜʘʤ, ʠʩʧʦʣʴʟʫʷ ʢʦʪʦʨʳʝ, ʤʦʞʥʦ ʩʦʟʜʘʚʘʪʴ, ʦʪʢʨʳʚʘʪʴ, 

ʩʦʭʨʘʥʷʪʴ ʠ ʨʘʩʧʝʯʘʪʳʚʘʪʴ ʜʦʢʫʤʝʥʪʳ, ʦʪʧʨʘʚʣʷʪʴ ʠʭ ʧʦ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʝ, ʧʨʦʩʤʘʪʨʠʚʘʪʴ ʩʚʦʡʩʪʚʘ ʠ 

ʚʳʧʦʣʥʷʪʴ ʜʨʫʛʠʝ ʜʝʡʩʪʚʠʷ. 

ʉʧʠʩʦʢ ʥʝʜʘʚʥʦ ʦʪʢʨʳʪʳʭ ʜʦʢʫʤʝʥʪʦʚ (ʨʠʩ.1.3). ʧʝʨʝʤʝʩʪʠʣʩʷ ʠʟ ʥʠʞʥʝʡ ʯʘʩʪʠ ʤʝʥʶ ʚ ʩʨʝʜʥʶʶ, ʘ ʢʨʦʤʝ 

ʵʪʦʛʦ, ʧʦʷʚʠʣʠʩʴ ʥʦʚʳʝ ʧʦʜʤʝʥʶ ï ʉʚʝʜʝʥʠʷ ʠ ʉʦʭʨʘʥʠʪʴ ʠ ʦʪʧʨʘʚʠʪʴ. ʇʝʨʚʦʝ ʩʦʜʝʨʞʠʪ ʥʝʩʢʦʣʴʢʦ ʚʘʞʥʳʭ 

ʠʥʩʪʨʫʤʝʥʪʦʚ, ʢʦʪʦʨʳʤʠ ʫʜʦʙʥʦ ʧʦʣʴʟʦʚʘʪʴʩʷ, ʢʦʛʜʘ ʚʳ ʟʘʚʝʨʰʘʝʪʝ ʨʘʙʦʪʫ ʥʘʜ ʜʦʢʫʤʝʥʪʦʤ: ʜʦʙʘʚʣʝʥʠʝ 

ʮʠʬʨʦʚʦʡ ʧʦʜʧʠʩʠ, ʧʨʦʚʝʨʢʘ ʜʦʢʫʤʝʥʪʘ ʥʘ ʥʘʣʠʯʠʝ ʩʦʚʤʝʩʪʠʤʦʩʪʠ ʩ ʧʨʝʜʳʜʫʱʠʤʠ ʚʝʨʩʠʷʤʠ ʧʨʠʣʦʞʝʥʠʷ, 

ʦʛʨʘʥʠʯʝʥʠʝ ʜʦʩʪʫʧʘ ʢ ʬʘʡʣʫ ʠ ʟʘʱʠʪʘ ʦʪ ʚʥʝʩʝʥʠʷ ʠʟʤʝʥʝʥʠʡ, ʧʨʦʩʤʦʪʨ ʩʚʦʡʩʪʚ ʜʦʢʫʤʝʥʪʘ. 

 

  
ʈʠʩ. 1.3 ʉʧʠʩʦʢ ʥʝʜʘʚʥʦ ʦʪʢʨʳʪʳʭ ʜʦʢʫʤʝʥʪʦʚ. ʈʠʩ. 1.4 ʆʢʥʦ ʤʘʩʪʝʨʘ ʀʥʩʧʝʢʪʦʨ ʜʦʢʫʤʝʥʪʦʚ 

 

ʆʜʥʘ ʠʟ ʥʦʚʠʥʦʢ, ʜʦʩʪʫʧʥʘʷ ʚ ʵʪʦʤ ʧʦʜʤʝʥʶ ï ʢʦʤʘʥʜʘ ʀʥʩʧʝʢʪʦʨ ʜʦʢʫʤʝʥʪʦʚ (ʨʠʩ. 1.4). C ʝʝ ʧʦʤʦʱʴʶ 

ʤʦʞʥʦ ʫʜʦʩʪʦʚʝʨʠʪʴʩʷ ʚ ʪʦʤ, ʯʪʦ ʜʦʢʫʤʝʥʪ ʥʝ ʩʦʜʝʨʞʠʪ ʥʠʢʘʢʦʡ ʩʢʨʳʪʦʡ ʠʥʬʦʨʤʘʮʠʠ, ʢʦʪʦʨʘʷ ʤʦʞʝʪ 

ʧʨʝʜʩʪʘʚʣʷʪʴ ʫʛʨʦʟʫ ʜʣʷ ʙʝʟʦʧʘʩʥʦʩʪʠ ʧʦʣʴʟʦʚʘʪʝʣʷ. ʇʦʩʣʝ ʝʝ ʟʘʧʫʩʢʘ ʙʫʜʝʪ ʟʘʧʫʱʝʥ ʤʘʩʪʝʨ, ʢʦʪʦʨʳʡ ʧʨʦʚʝʨʠʪ 

ʬʘʡʣ ʥʘ ʥʘʣʠʯʠʝ ʢʦʤʤʝʥʪʘʨʠʝʚ, ʩʢʨʳʪʦʛʦ ʪʝʢʩʪʘ, ʟʘʛʦʣʦʚʢʦʚ, ʠʥʬʦʨʤʘʮʠʠ ʦʙ ʘʚʪʦʨʝ ʠ ʪ.ʜ., ʧʦʩʣʝ ʯʝʛʦ 

ʧʨʝʜʣʦʞʠʪ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʫʜʘʣʠʪʴ ʥʘʡʜʝʥʥʫʶ ʠʥʬʦʨʤʘʮʠʶ. 

ɺ ʥʠʞʥʝʡ ʯʘʩʪʠ ʤʝʥʶ ʢʥʦʧʢʠ ʌʘʡʣ ʝʩʪʴ ʢʦʤʘʥʜʘ ʇʘʨʘʤʝʪʨʳ, ʚ ʢʦʪʦʨʦʡ ʤʦʞʥʦ ʥʘʡʪʠ ʤʥʦʞʝʩʪʚʦ 

ʧʘʨʘʤʝʪʨʦʚ ʥʘʩʪʨʦʡʢʠ ʧʨʦʛʨʘʤʤʳ (ʨʠʩ. 1.5).  

 

 
ʈʠʩ. 1.5 ʆʢʥʦ ʧʘʨʘʤʝʪʨʦʚ ʥʘʩʪʨʦʡʢʠ ʧʨʦʛʨʘʤʤʳ 
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ʃʝʥʪʘ 

ʃʝʥʪʘ ï ʦʜʠʥ ʠʟ ʛʣʘʚʥʳʭ ʵʣʝʤʝʥʪʦʚ ʦʢʦʥ ʦʬʠʩʥʳʭ ʧʨʠʣʦʞʝʥʠʡ. ʆʥʘ ʟʘʤʝʥʠʣʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠ 

ʩʪʨʦʢʫ ʤʝʥʶ, ʩʫʱʝʩʪʚʦʚʘʚʰʠʝ ʚ ʧʨʝʜʳʜʫʱʠʭ ʚʝʨʩʠʷʭ (ʨʠʩ.1. 6). 

 

 
ʈʠʩ. 1.6 ʃʝʥʪʘ ʢʦʤʘʥʜ ʦʢʥʘ Word. 

 

ʂʦʤʘʥʜʳ ʣʝʥʪʳ ʩʛʨʫʧʧʠʨʦʚʘʥʳ ʧʦ ʪʝʤʘʪʠʯʝʩʢʠʤ ʚʢʣʘʜʢʘʤ, ʙʣʘʛʦʜʘʨʷ ʯʝʤʫ ʤʦʞʥʦ ʣʝʛʢʦ ʥʘʡʪʠ ʪʦ, ʯʪʦ 

ʪʨʝʙʫʝʪʩʷ ʚ ʜʘʥʥʳʡ ʤʦʤʝʥʪ. ʅʘʧʨʠʤʝʨ, ʥʘ ʣʝʥʪʝ ɻʣʘʚʥʘʷ, ʢʦʪʦʨʘʷ ʧʦ ʫʤʦʣʯʘʥʠʶ ʘʢʪʠʚʠʟʠʨʫʝʪʩʷ ʧʦʩʣʝ ʟʘʧʫʩʢʘ 

Word, ʠʤʝʝʪʩʷ ʧʷʪʴ ʛʨʫʧʧ ï ɹʫʬʝʨ ʦʙʤʝʥʘ, ʐʨʠʬʪ (ʨʠʩ. 1.7), ɸʙʟʘʮ, ʉʪʠʣʠ ʠ ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ. ʅʘ ʢʘʞʜʦʡ 

ʩʦʙʨʘʥʳ ʢʦʤʘʥʜʳ, ʢʦʪʦʨʳʝ ʤʦʛʫʪ ʧʦʥʘʜʦʙʠʪʴʩʷ ʥʘ ʥʘʯʘʣʴʥʦʤ ʵʪʘʧʝ ʨʘʙʦʪʳ, ʢʦʛʜʘ ʥʝʦʙʭʦʜʠʤʦ ʥʘʙʨʘʪʴ, 

ʦʪʨʝʜʘʢʪʠʨʦʚʘʪʴ ʠ ʦʪʬʦʨʤʘʪʠʨʦʚʘʪʴ ʪʝʢʩʪ. 

 

 
ʈʠʩ. 1.7 ɻʨʫʧʧʘ ʐʨʠʬʪ, ʥʘ ʢʦʪʦʨʦʡ ʩʦʙʨʘʥʳ ʩʨʝʜʩʪʚʘ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʪʝʢʩʪʘ 

 

ʇʝʨʝʢʣʶʯʝʥʠʝ ʤʝʞʜʫ ʥʘʙʦʨʘʤʠ ʢʦʤʘʥʜ ʤʦʞʝʪ ʧʨʦʠʩʭʦʜʠʪʴ ʢʘʢ ʘʚʪʦʤʘʪʠʯʝʩʢʠ, ʚ ʦʪʚʝʪ ʥʘ ʜʝʡʩʪʚʠʷ 

ʧʦʣʴʟʦʚʘʪʝʣʷ, ʪʘʢ ʠ ʚʨʫʯʥʫʶ. ɼʣʷ ʧʝʨʝʭʦʜʘ ʢ ʜʨʫʛʦʤʫ ʥʘʙʦʨʫ ʢʦʤʘʥʜ ʜʦʩʪʘʪʦʯʥʦ ʱʝʣʢʥʫʪʴ ʧʦ ʥʘʟʚʘʥʠʶ 

ʚʢʣʘʜʢʠ ʤʳʰʴʶ. 

ɼʣʷ ʜʦʩʪʫʧʘ ʢ ʜʦʧʦʣʥʠʪʝʣʴʥʳʤ ʠʥʩʪʨʫʤʝʥʪʘʤ, ʥʫʞʥʦ ʱʝʣʢʥʫʪʴ ʧʦ ʢʥʦʧʢʝ ɼʦʧʦʣʥʠʪʝʣʴʥʳʝ ʧʘʨʘʤʝʪʨʳ, 

ʢʦʪʦʨʘʷ ʨʘʩʧʦʣʦʞʝʥʘ ʚ ʥʠʞʥʝʡ ʯʘʩʪʠ ʧʨʘʢʪʠʯʝʩʢʠ ʢʘʞʜʦʡ ʛʨʫʧʧʳ.  

ʈʘʟʦʙʨʘʪʴʩʷ, ʢʘʢʦʝ ʠʤʝʥʥʦ ʦʢʥʦ ʦʪʢʨʦʝʪʩʷ ʧʨʠ ʱʝʣʯʢʝ ʧʦ ʟʥʘʯʢʫ ʚ ʥʠʞʥʝʡ ʯʘʩʪʠ ʛʨʫʧʧʳ, ʩʦʚʩʝʤ ʥʝʩʣʦʞʥʦ, 

ʙʣʘʛʦʜʘʨʷ ʠʥʬʦʨʤʘʪʠʚʥʳʤ ʚʩʧʣʳʚʘʶʱʠʤ ʧʦʜʩʢʘʟʢʘʤ. ʄʥʦʛʠʝ ʠʟ ʥʠʭ ʧʦʤʠʤʦ ʪʝʢʩʪʦʚʳʭ ʧʦʷʩʥʝʥʠʡ ʩʦʜʝʨʞʘʪ 

ʪʘʢʞʝ ʛʨʘʬʠʯʝʩʢʠʝ ʵʣʝʤʝʥʪʳ, ʥʘʧʨʠʤʝʨ, ʵʩʢʠʟʳ ʦʢʦʥ ʠʣʠ ʧʘʥʝʣʝʡ (ʨʠʩ.1.8). 

 

 

 

ʈʠʩ. 1.8 ʇʨʠ ʧʦʜʚʝʜʝʥʠʠ ʢʫʨʩʦʨʘ ʢ ʢʥʦʧʢʝ ɼʦʧʦʣʥʠʪʝʣʴʥʳʝ 

ʧʘʨʘʤʝʪʨʳ ʧʦʷʚʣʷʝʪʩʷ ʧʦʜʩʢʘʟʢʘ ʠ ʵʩʢʠʟ ʧʘʥʝʣʠ, ʢʦʪʦʨʘʷ 

ʧʦʷʚʠʪʩʷ ʧʦʩʣʝ ʱʝʣʯʢʘ ʧʦ ʥʝʤʫ 

ʈʠʩ. 1.9 ɼʣʷ ʢʥʦʧʢʠ ʇʦʣʫʞʠʨʥʳʡ ʜʦʩʪʫʧʥʘ ʨʘʩʰʠʨʝʥʥʘʷ 

ʠʥʬʦʨʤʘʮʠʷ ʦ ʪʦʤ, ʯʪʦ ʜʝʣʘʝʪ ʵʪʘ ʢʦʤʘʥʜʘ, ʘ ʪʘʢʞʝ 

ʩʚʝʜʝʥʠʷ ʦ ʢʣʘʚʠʰʘʭ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ 

 

ɺʩʧʣʳʚʘʶʱʠʝ ʧʦʜʩʢʘʟʢʠ ʩʦʜʝʨʞʘʪ ʧʦʜʨʦʙʥʳʝ ʪʝʢʩʪʦʚʳʝ ʦʧʠʩʘʥʠʷ. ʅʘʧʨʠʤʝʨ, ʝʩʣʠ ʚ Word 2003 ʧʨʠ 

ʧʦʜʚʝʜʝʥʠʠ ʢʫʨʩʦʨʘ ʢ ʢʥʦʧʢʝ ʇʦʣʫʞʠʨʥʳʡ ʨʷʜʦʤ ʩ ʥʝʡ ʧʦʷʚʣʷʣʦʩʴ ʝʜʠʥʩʪʚʝʥʥʦʝ ʩʣʦʚʦ ï ʇʦʣʫʞʠʨʥʳʡ, ʪʝʧʝʨʴ 

ʢʨʦʤʝ ʥʝʛʦ ʚʳʚʦʜʠʪʩʷ ʧʦʷʩʥʝʥʠʝ ʇʨʠʤʝʥʝʥʠʝ ʧʦʣʫʞʠʨʥʦʛʦ ʥʘʯʝʨʪʘʥʠʷ ʢ ʚʳʜʝʣʝʥʥʦʤʫ ʪʝʢʩʪʫ ʠ ʫʢʘʟʳʚʘʝʪʩʷ 

ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ ʜʣʷ ʚʳʧʦʣʥʝʥʠʷ ʵʪʦʡ ʢʦʤʘʥʜʳ ʩ ʢʣʘʚʠʘʪʫʨʳ (ʨʠʩ.1. 9). 

 

ʇʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ 

ʇʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʨʘʩʧʦʣʘʛʘʝʪʩʷ ʚ ʚʝʨʭʥʝʡ ʯʘʩʪʠ ʦʢʥʘ ʦʬʠʩʥʦʛʦ ʧʨʠʣʦʞʝʥʠʷ, ʥʘʜ ʢʥʦʧʢʦʡ ʌʘʡʣ 

(ʨʠʩ. 1.10). ʅʘ ʵʪʫ ʧʘʥʝʣʴ ʚʳʥʝʩʝʥʳ ʢʦʤʘʥʜʳ, ʢʦʪʦʨʳʝ ʯʘʩʪʦ ʠʩʧʦʣʴʟʫʶʪʩʷ ʚʦ ʚʨʝʤʷ ʨʘʙʦʪʳ ʚ ʣʶʙʦʤ ʨʝʞʠʤʝ ï 

ʩʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ ʠ ʢʥʦʧʢʠ ʜʣʷ ʚʳʧʦʣʥʝʥʠʷ ʦʪʤʝʥʳ ʠ ʚʦʟʚʨʘʪʘ ʜʝʡʩʪʚʠʡ. 

 

 
ʈʠʩ. 1.10 ʇʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ 

 

ʇʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʤʦʞʥʦ ʣʝʛʢʦ ʠʟʤʝʥʷʪʴ ʠ ʜʦʧʦʣʥʷʪʴ ʥʦʚʳʤʠ ʢʦʤʘʥʜʘʤʠ. ɼʣʷ ʵʪʦʛʦ ʧʨʝʜʫʩʤʦʪʨʝʥʦ 

ʥʝʩʢʦʣʴʢʦ ʩʧʦʩʦʙʦʚ. 
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ʏʪʦʙʳ ʜʦʙʘʚʠʪʴ ʥʘ ʧʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʜʨʫʛʠʝ ʯʘʩʪʦ ʠʩʧʦʣʴʟʫʝʤʳʝ ʢʦʤʘʥʜʳ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ 

ʅʘʩʪʨʦʡʢʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ , ʢʦʪʦʨʘʷ ʥʘʭʦʜʠʪʩʷ ʚ ʝʝ ʧʨʘʚʦʡ ʯʘʩʪʠ ʠ ʧʨʝʜʩʪʘʚʣʝʥʘ ʚ ʚʠʜʝ ʩʪʨʝʣʢʠ, 

ʥʘʧʨʘʚʣʝʥʥʦʡ ʚʥʠʟ. 

ʀʩʧʦʣʴʟʫʷ ʤʝʥʶ (ʨʠʩ. 1.11), ʢʦʪʦʨʦʝ ʧʦʷʚʣʷʝʪʩʷ ʧʨʠ ʥʘʞʘʪʠʠ ʵʪʦʡ ʢʥʦʧʢʠ, ʤʦʞʥʦ ʜʦʙʘʚʣʷʪʴ ʥʘ ʧʘʥʝʣʴ 

ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʪʘʢʠʝ ʢʦʤʘʥʜʳ, ʢʘʢ ʩʦʟʜʘʥʠʝ, ʦʪʢʨʳʪʠʝ ʜʦʢʫʤʝʥʪʘ, ʧʨʝʜʚʘʨʠʪʝʣʴʥʳʡ ʧʨʦʩʤʦʪʨ ʧʝʨʝʜ 

ʧʝʯʘʪʴʶ, ʙʳʩʪʨʘʷ ʧʝʯʘʪʴ, ʧʨʦʚʝʨʢʘ ʧʨʘʚʦʧʠʩʘʥʠʷ, ʩʦʟʜʘʥʠʝ ʪʘʙʣʠʮʳ, ʜʦʩʪʫʧ ʢ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʝ. 

 

 
ʈʠʩ.1.11 ʄʝʥʶ ʢʥʦʧʢʠ ʅʘʩʪʨʦʡʢʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ 

 

ʂʨʦʤʝ ʵʪʦʛʦ, ʧʨʠ ʧʦʤʦʱʠ ʵʪʦʛʦ ʤʝʥʶ ʤʦʞʥʦ ʧʝʨʝʤʝʩʪʠʪʴ ʧʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʧʦʜ ʣʝʥʪʫ, ʩʚʝʨʥʫʪʴ 

ʣʝʥʪʫ ʠʣʠ ʞʝ ʦʪʢʨʳʪʴ ʩʧʠʩʦʢ ʜʨʫʛʠʭ ʢʦʤʘʥʜ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʜʦʙʘʚʠʪʴ ʥʘ ʵʪʫ ʧʘʥʝʣʴ.  

ɼʦʙʘʚʠʪʴ ʢʦʤʘʥʜʳ ʥʘ ʧʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʤʦʞʥʦ ʥʝʧʦʩʨʝʜʩʪʚʝʥʥʦ ʠʟ ʣʝʥʪʳ. ɼʣʷ ʵʪʦʛʦ ʱʝʣʢʥʠʪʝ ʧʦ 

ʣʶʙʦʡ ʢʦʤʘʥʜʝ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʠ ʚʳʙʝʨʠʪʝ ʧʫʥʢʪ ɼʦʙʘʚʠʪʴ ʥʘ ʧʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʚ 

ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ (ʨʠʩ. 1.12). 

 

 
ʈʠʩ. 1.12 ɼʦʙʘʚʣʝʥʠʝ ʢʦʤʘʥʜ ʥʘ ʧʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʠʟ ʣʝʥʪʳ 

 

ɺ ʵʪʦʤ ʞʝ ʤʝʥʶ ʜʦʩʪʫʧʥʳ ʢʦʤʘʥʜʳ ʜʣʷ ʧʝʨʝʥʦʩʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʧʦʜ ʣʝʥʪʫ, ʜʣʷ ʩʚʦʨʘʯʠʚʘʥʠʷ 

ʣʝʥʪʳ ʠ ʚʳʟʦʚʘ ʦʢʥʘ ʩʦ ʩʧʠʩʢʦʤ ʢʦʤʘʥʜ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʧʦʤʝʩʪʠʪʴ ʥʘ ʧʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ. 

 

ʆʢʥʦ ʅʘʩʪʨʦʡʢʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʠ ʩʦʯʝʪʘʥʠʡ ʢʣʘʚʠʰ 

ʅʘʠʙʦʣʝʝ ʛʠʙʢʠʤ ʩʨʝʜʩʪʚʦʤ ʜʣʷ ʧʦʧʦʣʥʝʥʠʷ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʷʚʣʷʝʪʩʷ ʩʧʝʮʠʘʣʴʥʦʝ ʦʢʥʦ 

ʅʘʩʪʨʦʡʢʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʠ ʩʦʯʝʪʘʥʠʡ ʢʣʘʚʠʰ. ɼʣʷ ʝʛʦ ʚʳʟʦʚʘ ʚʳʧʦʣʥʠʪʝ ʦʜʥʦ ʠʟ ʩʣʝʜʫʶʱʠʭ 

ʜʝʡʩʪʚʠʡ: 

¶ ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʅʘʩʪʨʦʡʢʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʠ ʚʳʙʝʨʠʪʝ ʧʫʥʢʪ ɼʨʫʛʠʝ ʢʦʤʘʥʜʳ ʚ ʤʝʥʶ  

¶ ʑʝʣʢʥʠʪʝ ʧʦ ʣʝʥʪʝ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʠ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʅʘʩʪʨʦʡʢʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʚ 

ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ  

¶ ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʌʘʡʣ, ʟʘʪʝʤ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʇʘʨʘʤʝʪʨʳ ʠ ʚʳʙʝʨʠʪʝ ʨʘʟʜʝʣ ʅʘʩʪʨʦʡʢʘ. 

 

ʆʢʥʦ ʅʘʩʪʨʦʡʢʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʠ ʩʦʯʝʪʘʥʠʡ ʢʣʘʚʠʰ (ʨʠʩ. 1.13) ʠʤʝʝʪ ʜʚʝ ʦʩʥʦʚʥʳʝ ʦʙʣʘʩʪʠ. ɺ 

ʣʝʚʦʡ ʨʘʟʤʝʱʝʥʳ ʢʦʤʘʥʜʳ, ʜʦʩʪʫʧʥʳʝ ʚ Word, ʘ ʚ ʧʨʘʚʦʡ ï ʢʦʤʘʥʜʳ, ʜʦʙʘʚʣʝʥʥʳʝ ʥʘ ʧʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʜʦʙʘʚʠʪʴ ʢʦʤʘʥʜʫ ʥʘ ʧʘʥʝʣʴ, ʚʳʙʝʨʠʪʝ ʝʝ ʚ ʦʙʣʘʩʪʠ ʩʣʝʚʘ ʠ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɼʦʙʘʚʠʪʴ. ʏʪʦʙʳ 

ʫʜʘʣʠʪʴ ʢʦʤʘʥʜʫ ʩ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ, ʚʳʙʝʨʠʪʝ ʝʝ ʚ ʦʙʣʘʩʪʠ ʩʧʨʘʚʘ ʠ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʋʜʘʣʠʪʴ. 
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ʈʠʩ. 1.13 ʆʢʥʦ ʅʘʩʪʨʦʡʢʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʠ ʩʦʯʝʪʘʥʠʡ ʢʣʘʚʠʰ 

 

ɼʣ̫ ʫʜʦʙʩʪʚʘ ʚʳʙʦʨʘ ʚ ʦʙʣʘʩʪʠ ʩʣʝʚʘ ʤʦʛʫʪ ʦʪʦʙʨʘʞʘʪʴʩʷ ʥʝ ʚʩʝ ʢʦʤʘʥʜʳ, ʜʦʩʪʫʧʥʳʝ ʚ ʧʨʠʣʦʞʝʥʠʠ, ʘ ʣʠʰʴ 

ʥʝʢʦʪʦʨʳʝ. ʇʦ ʫʤʦʣʯʘʥʠʶ ʦʪʦʙʨʘʞʘʶʪʩʷ ʥʘʠʙʦʣʝʝ ʯʘʩʪʦ ʠʩʧʦʣʴʟʫʝʤʳʝ ʢʦʤʘʥʜʳ. ɽʩʣʠ ʨʘʩʢʨʳʪʴ ʩʧʠʩʦʢ 

ɺʳʙʨʘʪʴ ʢʦʤʘʥʜʳ ʠʟ, ʤʦʞʥʦ ʦʪʦʙʨʘʟʠʪʴ ʢʦʤʘʥʜʳ ʤʝʥʶ ʌʘʡʣ, ʢʦʤʘʥʜʳ, ʨʘʟʤʝʱʝʥʥʳʝ ʥʘ ʢʘʞʜʦʡ ʠʟ ʚʢʣʘʜʦʢ, 

ʢʦʪʦʨʳʝ ʜʦʩʪʫʧʥʳ ʥʘ ʣʝʥʪʝ, ʢʦʤʘʥʜʳ, ʢʦʪʦʨʳʭ ʥʝʪ ʥʘ ʣʝʥʪʝ, ʤʘʢʨʦʩʳ. ʂʨʦʤʝ ʵʪʦʛʦ, ʤʦʞʥʦ ʚʳʙʨʘʪʴ 

ʦʪʦʙʨʘʞʝʥʠʝ ʚʩʝʭ ʢʦʤʘʥʜ, ʢʦʪʦʨʳʝ ʠʤʝʶʪʩʷ ʚ ʧʨʠʣʦʞʝʥʠʠ. 

ʅʘʩʪʨʦʠʪʴ ʧʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʤʦʞʥʦ ʢʘʢ ʜʣʷ ʚʩʝʭ ʜʦʢʫʤʝʥʪʦʚ, ʪʘʢ ʠ ʜʣʷ ʪʝʢʫʱʝʛʦ. ʇʦ ʫʤʦʣʯʘʥʠʶ 

ʧʘʥʝʣʴ ʥʘʩʪʨʘʠʚʘʝʪʩʷ ʜʣʷ ʚʩʝʭ ʜʦʢʫʤʝʥʪʦʚ. ʏʪʦʙʳ ʠʟʤʝʥʝʥʠʷ ʧʨʠʤʝʥʷʣʠʩʴ ʪʦʣʴʢʦ ʢ ʪʝʢʫʱʝʤʫ ʜʦʢʫʤʝʥʪʫ, 

ʚʳʙʝʨʠʪʝ ʚ ʩʧʠʩʢʝ ʅʘʩʪʨʦʡʢʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʧʫʥʢʪ ɼʣʷ ʚʘʰʝʛʦ ʜʦʢʫʤʝʥʪʘ (ʚ ʥʝʤ ʦʪʦʙʨʘʟʠʪʩʷ 

ʥʘʟʚʘʥʠʝ ʬʘʡʣʘ). 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʥʝʥʫʞʥʦʡ ʢʦʤʘʥʜʳ ʩ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʱʝʣʢʥʠʪʝ ʧʦ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʡ ʢʦʤʘʥʜʝ  ʧʨʘʚʦʡ 

ʢʥʦʧʢʦʡ ʤʳʰʠ ʠ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʋʜʘʣʠʪʴ ʩ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ (ʨʠʩ. 1.14). 

 

 
ʈʠʩ. 1.14 ʋʜʘʣʝʥʠʝ ʥʝʥʫʞʥʳʭ ʢʦʤʘʥʜ ʩ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ 

 

ʃʝʥʪʫ ʢʦʤʘʥʜ ʤʦʞʥʦ ʩʚʝʨʥʫʪʴ, ʯʪʦʙʳ ʫʚʝʣʠʯʠʪʴ ʨʘʙʦʯʫʶ ʦʙʣʘʩʪʴ ʦʢʥʘ. ɼʣʷ ʵʪʦʛʦ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ 

ʢʦʤʙʠʥʘʮʠʶ ʢʣʘʚʠʰ Ctrl +F1. ʇʦʚʪʦʨʥʳʤ ʥʘʞʘʪʠʝʤ ʵʪʠʭ ʢʣʘʚʠʰ ʣʝʥʪʘ ʦʧʷʪʴ ʨʘʟʚʝʨʥʝʪʩʷ. ʄʦʞʥʦ ʧʦʩʪʫʧʠʪʴ 

ʠʥʘʯʝ: 

1. ʑʝʣʢʥʠʪʝ ʚ ʣʶʙʦʤ ʤʝʩʪʝ ʣʝʥʪʳ ʠʣʠ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʠ ʚʳʙʝʨʠʪʝ 

ʢʦʤʘʥʜʫ ʉʚʝʨʥʫʪʴ ʣʝʥʪʫ (ʨʠʩ. 1.15). ɺʳ ʫʚʠʜʠʪʝ, ʯʪʦ ʚʩʝ ʢʦʤʘʥʜʳ ʠʩʯʝʟʣʠ, ʦʩʪʘʣʠʩʴ ʪʦʣʴʢʦ ʥʘʟʚʘʥʠʷ 

ʚʢʣʘʜʦʢ (ʨʠʩ.1.16).  

 

 
ʈʠʩ. 1.15 ɺʳʙʦʨ ʢʦʤʘʥʜʳ ʉʚʝʨʥʫʪʴ ʣʝʥʪʫ ʚ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ 

 

 

 

 

 

 

 
ʈʠʩ.1. 16 ɺʝʨʭʥʷʷ ʯʘʩʪʴ ʦʢʥʘ Word ʩʦ ʩʚʝʨʥʫʪʦʡ ʣʝʥʪʦʡ 

 

2. ɽʩʣʠ ʪʨʝʙʫʝʪʩʷ ʧʦʣʫʯʠʪʴ ʜʦʩʪʫʧ ʢ ʦʜʥʦʡ ʠʟ ʢʦʤʘʥʜ, ʚʳʥʝʩʝʥʥʳʭ ʥʘ ʣʝʥʪʫ, ʱʝʣʢʥʠʪʝ ʧʦ ʥʘʟʚʘʥʠʶ 

ʚʢʣʘʜʢʠ, ʘ ʟʘʪʝʤ ï ʧʦ ʥʘʟʚʘʥʠʶ ʠʥʩʪʨʫʤʝʥʪʘ. ʇʦʩʣʝ ʵʪʦʛʦ ʣʝʥʪʘ ʩʥʦʚʘ ʙʫʜʝʪ ʩʢʨʳʪʘ.  

˴ͤͦͨ͊͟ 
͍͔ͫͪͭ·͍͙͊ͤΎ 
͔ͤͭ͡· 

˴ͤͦͨ͊͟ 
͍·͍ͦ͊͘ 
͍͙ͫͨͪ͊͟ 
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ɺ ʦʬʠʩʥʳʭ ʧʨʠʣʦʞʝʥʠʷʭ ʚʝʨʩʠʠ 2010 ʚ ʧʨʘʚʦʤ ʢʦʥʮʝ ʣʝʥʪʳ ʠʤʝʝʪʩʷ ʢʥʦʧʢʘ ʜʣʷ ʩʚʝʨʪʳʚʘʥʠʷ ʨʘʟʚʝʨʪʳʚʘʥʠʷ 

ʣʝʥʪʳ (ʨʠʩ. 1.16). ʂʦʛʜʘ ʣʝʥʪʘ ʨʘʟʚʝʨʥʫʪʘ, ʥʘ ʵʪʦʤ ʞʝ ʤʝʩʪʝ ʥʘʭʦʜʠʪʩʷ ʢʥʦʧʢʘ ʜʣʷ ʝʝ ʩʚʝʨʪʳʚʘʥʠʷ. 

 

ʉʧʨʘʚʦʯʥʘʷ ʩʠʩʪʝʤʘ 

ʇʨʠ ʚʦʟʥʠʢʥʦʚʝʥʠʠ ʚʦʧʨʦʩʦʚ ʧʦ ʠʩʧʦʣʴʟʦʚʘʥʠʶ ʧʨʠʣʦʞʝʥʠʷ ʤʦʞʥʦ ʙʳʩʪʨʦ ʧʦʣʫʯʠʪʴ ʦʪʚʝʪ, 

ʚʦʩʧʦʣʴʟʦʚʘʚʰʠʩʴ ʩʧʨʘʚʦʯʥʦʡ ʩʠʩʪʝʤʦʡ, ʢʦʪʦʨʫʶ ʤʦʞʥʦ ʟʘʧʫʩʪʠʪʴ, ʥʘʞʘʚ ʥʘ ʢʥʦʧʢʫ ʩ ʚʦʧʨʦʩʠʪʝʣʴʥʳʤ ʟʥʘʢʦʤ 

(ʨʠʩ.1.16). ʇʦʠʩʢ ʥʫʞʥʦʡ ʪʝʤʳ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʩ ʧʦʤʦʱʴʶ ʦʛʣʘʚʣʝʥʠʷ, ʧʨʝʜʤʝʪʥʦʛʦ ʫʢʘʟʘʪʝʣʷ ʠʣʠ ʤʘʩʪʝʨʘ 

ʦʪʚʝʪʦʚ. ʄʦʞʥʦ ʪʘʢʞʝ ʧʦʩʝʪʠʪʴ Web-ʫʟʝʣ Microsoft, ʢʦʪʦʨʳʡ ʩʦʜʝʨʞʠʪ ʩʧʨʘʚʦʯʥʫʶ ʠʥʬʦʨʤʘʮʠʶ. 

 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. ɺʳʧʦʣʥʠʪʝ ʩʣʝʜʫʶʱʠʝ ʟʘʜʘʥʠʷ: 

¶ ɿʘʧʫʩʪʠʪʝ Microsoft Word. 

¶ ɿʘʧʫʩʪʠʪʝ ʩʧʨʘʚʦʯʥʫʶ ʩʠʩʪʝʤʫ, ʥʘʞʘʚ ʢʥʦʧʢʫ. 

¶ ɺ ʧʦʣʝ ʇʦʠʩʢ ʚʚʝʜʠʪʝ ʩʣʦʚʦ ɸʙʟʘʮ ʠ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ Enter. 

¶ ɺ ʧʨʘʚʦʡ ʯʘʩʪʠ ʦʢʥʘ ʚʳʙʝʨʠʪʝ ʣʶʙʦʡ ʧʦʥʨʘʚʠʚʰʠʡʩʷ ɺʘʤ ʧʫʥʢʪ ʠ ʱʝʣʢʥʠʪʝ ʧʦ ʥʝʤʫ.  

¶ ʇʦʩʣʝ ʧʨʦʯʪʝʥʠʷ ʩʧʨʘʚʦʯʥʦʡ ʠʥʬʦʨʤʘʮʠʠ ʟʘʢʨʦʡʪʝ ʦʢʥʦ ʩʧʨʘʚʢʠ. 

 

ʇʦʣʦʩʳ ʧʨʦʢʨʫʪʢʠ 

ɺʝʨʪʠʢʘʣʴʥʘʷ ʠ ʛʦʨʠʟʦʥʪʘʣʴʥʘʷ ʧʦʣʦʩʳ ʧʨʦʢʨʫʪʢʠ ʨʘʟʤʝʱʘʶʪʩʷ ʩʧʨʘʚʘ ʠ ʩʥʠʟʫ ʦʪ ʦʢʥʘ ʠ ʠʩʧʦʣʴʟʫʶʪʩʷ ʜʣʷ 

ʧʝʨʝʤʝʱʝʥʠʷ ʧʦ ʩʦʜʝʨʞʠʤʦʤʫ ʜʦʢʫʤʝʥʪʘ. ʏʝʤ ʙʦʣʴʰʝ ʚ ʜʦʢʫʤʝʥʪʝ ʩʪʨʘʥʠʮ, ʪʝʤ ʤʝʥʴʰʝ ʙʫʜʝʪ ʧʦʣʟʫʥʦʢ 

ʧʦʩʝʨʝʜʠʥʝ ʚʝʨʪʠʢʘʣʴʥʦʡ ʧʦʣʦʩʳ ʧʨʦʢʨʫʪʢʠ. ʇʦʟʠʮʠʷ ʧʦʣʟʫʥʢʘ ʧʦʟʚʦʣʷʝʪ ʦʧʨʝʜʝʣʠʪʴ, ʚ ʢʘʢʦʤ ʤʝʩʪʝ 

ʜʦʢʫʤʝʥʪʘ ʧʦʣʴʟʦʚʘʪʝʣʴ ʩʝʡʯʘʩ ʥʘʭʦʜʠʪʩʷ: ʚ ʥʘʯʘʣʝ, ʚ ʢʦʥʮʝ ʠʣʠ ʧʦʩʝʨʝʜʠʥʝ. 

ɺ ʧʨʘʚʦʡ ʯʘʩʪʠ ʛʦʨʠʟʦʥʪʘʣʴʥʦʡ ʧʦʣʦʩʳ ʧʨʦʢʨʫʪʢʠ ʥʘʭʦʜʷʪʩʷ ʢʥʦʧʢʠ ʙʳʩʪʨʦʛʦ ʧʝʨʝʢʣʶʯʝʥʠʷ ʤʝʞʜʫ 

ʨʝʞʠʤʘʤʠ ʦʪʦʙʨʘʞʝʥʠʷ ʜʦʢʫʤʝʥʪʘ (ʨʠʩ. 1.17). 

 

 
ʈʠʩ. 1.17 ʂʥʦʧʢʠ ʨʝʞʠʤʦʚ ʧʨʦʩʤʦʪʨʘ ʜʦʢʫʤʝʥʪʘ ʚ Microsoft Word. 

 

ʂʨʦʤʝ ʵʪʦʛʦ, ʪʫʪ ʨʘʩʧʦʣʦʞʝʥ ʧʦʣʟʫʥʦʢ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʤʘʩʰʪʘʙʘ ʜʦʢʫʤʝʥʪʘ ʥʘ ʵʢʨʘʥʝ (ʨʠʩ. 1.18). ʑʝʣʯʦʢ ʧʦ 

ʢʥʦʧʢʘʤ ï ʠ + ʫʤʝʥʴʰʘʝʪ ʠʣʠ ʫʚʝʣʠʯʠʚʘʝʪ ʤʘʩʰʪʘʙ ʥʘ 10 ʧʨʦʮʝʥʪʦʚ. ʇʝʨʝʜʚʠʛʘʷ ʧʦʣʟʫʥʦʢ, ʤʦʞʥʦ ʙʳʩʪʨʦ 

ʫʤʝʥʴʰʘʪʴ ʠʣʠ ʫʚʝʣʠʯʠʚʘʪʴ ʤʘʩʰʪʘʙ ʦʪ 10 ʜʦ 500 ʧʨʦʮʝʥʪʦʚ. ʑʝʣʯʦʢ ʧʦ ʮʠʬʨʝ, ʧʦʢʘʟʳʚʘʶʱʝʡ ʪʝʢʫʱʝʝ 

ʟʥʘʯʝʥʠʝ ʤʘʩʰʪʘʙʘ, ʧʨʠʚʝʜʝʪ ʢ ʦʪʢʨʳʪʠʶ ʦʢʥʘ ʄʘʩʰʪʘʙ.  

 

 
ʈʠʩ. 1.18. ʇʦʣʟʫʥʦʢ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʤʘʩʰʪʘʙʘ 

 

ɿʘʧʠʩʴ (ʩʦʭʨʘʥʝʥʠʝ) ʥʘ ʜʠʩʢ ʥʦʚʦʛʦ ʜʦʢʫʤʝʥʪʘ 

ʅʦʚʳʡ ʥʠ ʨʘʟʫ ʥʝ ʩʦʭʨʘʥʷʚʰʠʡʩʷ ʜʦʢʫʤʝʥʪ ʠʤʝʝʪ ʚʨʝʤʝʥʥʦʝ ʥʘʟʚʘʥʠʝ ʪʠʧʘ ɼʦʢʫʤʝʥʪ1 ʠʣʠ ʂʥʠʛʘ1 ʠ ʪ.ʜ. ʚ 

ʟʘʚʠʩʠʤʦʩʪʠ ʦʪ ʦʪʢʨʳʪʦʛʦ ʧʨʠʣʦʞʝʥʠʷ (ʮʠʬʨʘ ʦʙʦʟʥʘʯʘʝʪ ʧʦʨʷʜʢʦʚʳʡ ʥʦʤʝʨ ʚ ʨʷʜʫ ʜʦʢʫʤʝʥʪʦʚ, ʩʦʟʜʘʥʥʳʭ ʚ 

ʪʝʢʫʱʝʤ ʩʝʘʥʩʝ ʨʘʙʦʪʳ ʧʨʦʛʨʘʤʤʳ).  

 

ɼʣʷ ʩʦʭʨʘʥʝʥʠʷ ʥʦʚʦʛʦ ʜʦʢʫʤʝʥʪʘ ʚʳʧʦʣʥʠʪʝ ʩʣʝʜʫʶʱʠʝ ʰʘʛʠ: 

1. ʑʝʣʢʥʠʪʝ ʥʘ ʢʥʦʧʢʝ ʌʘʡʣ ʠ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʤʝʥʶ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʉʦʭʨʘʥʠʪʴ (Save) ʠʣʠ ʱʝʣʢʥʠʪʝ ʥʘ 

ʢʥʦʧʢʝ ʉʦʭʨʘʥʠʪʴ ʥʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ. ʆʪʢʨʦʝʪʩʷ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʉʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ (Save As). 

ʕʪʦ ʦʢʥʦ ʦʜʠʥʘʢʦʚʦ ʚʦ ʚʩʝʭ ʧʨʠʣʦʞʝʥʠʷʭ Microsoft Office 2010. 

2. ʆʪʢʨʦʡʪʝ ʧʘʧʢʫ, ʚ ʢʦʪʦʨʦʡ ʩʣʝʜʫʝʪ ʩʦʭʨʘʥʠʪʴ ʬʘʡʣ. 

3. ɺʚʝʜʠʪʝ ʚ ʧʦʣʝ ʀʤʷ ʬʘʡʣʘ ʠʤʷ ʙʫʜʫʱʝʛʦ ʜʦʢʫʤʝʥʪʘ.  

4. ɺ ʨʘʩʢʨʳʚʘʶʱʝʤʩʷ ʩʧʠʩʢʝ ʊʠʧ ʬʘʡʣʘ ʚʳʙʝʨʠʪʝ ʪʠʧ ʩʦʭʨʘʥʷʝʤʦʛʦ ʜʦʢʫʤʝʥʪʘ. ʆʙʳʯʥʦ ʪʠʧ ʜʦʢʫʤʝʥʪʘ 

ʠʟʤʝʥʷʪʴ ʥʝ ʪʨʝʙʫʝʪʩʷ. ʅʦ ʝʩʣʠ ʚʳ ʬʦʨʤʠʨʫʝʪʝ ʰʘʙʣʦʥ, ʩʦʙʠʨʘʝʪʝʩʴ ʩʦʭʨʘʥʠʪʴ ʜʦʢʫʤʝʥʪ ʚ ʬʦʨʤʘʪʝ HTML ʠʣʠ 

ʭʦʪʠʪʝ ʚ ʜʘʣʴʥʝʡʰʝʤ ʠʤʧʦʨʪʠʨʦʚʘʪʴ ʬʘʡʣ ʚ ʜʨʫʛʦʝ ʧʨʠʣʦʞʝʥʠʝ, ʚʦʩʧʦʣʴʟʫʡʪʝʩʴ ʩʧʠʩʢʦʤ ʊʠʧ ʬʘʡʣʘ ʠ ʫʢʘʞʠʪʝ 

ʥʫʞʥʳʡ ʚʘʨʠʘʥʪ. ʅʘʧʨʠʤʝʨ, ʜʣʷ ʧʦʩʣʝʜʫʶʱʝʛʦ ʠʤʧʦʨʪʘ ʜʦʢʫʤʝʥʪʘ ʚ ʜʨʫʛʦʡ ʪʝʢʩʪʦʚʳʡ ʨʝʜʘʢʪʦʨ ʦʙʳʯʥʦ 

ʧʦʜʭʦʜʠʪ ʚʘʨʠʘʥʪ ʊʝʢʩʪ ʚ ʬʦʨʤʘʪʝ RTF (Rich Text Format). 

5. ʑʝʣʢʥʠʪʝ ʥʘ ʢʥʦʧʢʝ ʉʦʭʨʘʥʠʪʴ. 
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ɿʘʢʨʳʪʠʝ ʬʘʡʣʘ ʠ ʧʨʠʣʦʞʝʥʠʷ 

ʇʦ ʦʢʦʥʯʘʥʠʠ ʨʘʙʦʪʳ ʩ ʜʦʢʫʤʝʥʪʦʤ ʚʳ ʤʦʞʝʪʝ ʟʘʢʨʳʪʴ ʵʪʦʪ ʢʦʥʢʨʝʪʥʳʡ ʜʦʢʫʤʝʥʪ ʠʣʠ 

ʟʘʚʝʨʰʠʪʴ ʨʘʙʦʪʫ ʩ ʧʨʦʛʨʘʤʤʦʡ. 

 

ɿʘʚʝʨʰʘʪʴ ʨʘʙʦʪʫ ʩ ʧʨʦʛʨʘʤʤʦʡ ʚʳ ʤʦʞʝʪʝ ʥʝʩʢʦʣʴʢʠʤʠ ʩʧʦʩʦʙʘʤʠ: 

1. ʅʘʞʘʪʴ ʢʥʦʧʢʫ ʌʘʡʣ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɺʳʭʦʜ (ʨʠʩ. 1.19); 

2. ɺʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʩʦʯʝʪʘʥʠʝʤ ʢʣʘʚʠʰ Alt+F4 ; 

3. ʅʘʞʘʪʴ ʢʥʦʧʢʫ ɿʘʢʨʳʪʴ ʚ ʧʨʘʚʦʤ ʚʝʨʭʥʝʤ ʫʛʣʫ ʦʢʥʘ ʧʨʦʛʨʘʤʤʳ; 

 

ɺʥʠʤʘʥʠʝ!. ɺʘʞʥʦ ʠʤʝʪʴ ʚ ʚʠʜʫ, ʯʪʦ ʧʨʠ ʚʳʙʦʨʝ ʢʦʤʘʥʜʳ ɺʳʭʦʜ ʙʫʜʫʪ ʟʘʢʨʳʪʳ ʚʩʝ 

ʜʦʢʫʤʝʥʪʳ, ʢʦʪʦʨʳʝ ʥʘ ʜʘʥʥʳʡ ʤʦʤʝʥʪ ʦʪʢʨʳʪʳ, ʘ ʧʨʠ ʠʩʧʦʣʴʟʦʚʘʥʠʠ ʜʨʫʛʠʭ ʩʧʦʩʦʙʦʚ ï 

ʪʦʣʴʢʦ ʪʝʢʫʱʠʡ ʜʦʢʫʤʝʥʪ. 

 

ɽʩʣʠ ʥʘ ʤʦʤʝʥʪ ʟʘʢʨʳʪʠʷ ʚ ʧʨʦʛʨʘʤʤʝ ʦʪʢʨʳʪʳ ʬʘʡʣʳ, ʠʟʤʝʥʝʥʠʷ ʚ ʢʦʪʦʨʳʭ ʥʝ ʙʳʣʠ 

ʩʦʭʨʘʥʝʥʳ, ʪʦ ʧʝʨʝʜ ʪʝʤ ʢʘʢ ʟʘʚʝʨʰʠʪʴ ʨʘʙʦʪʫ ʧʨʦʛʨʘʤʤʘ ʧʦʧʨʦʩʠʪ ʚʘʩ ʩʦʭʨʘʥʠʪʴ ʠʟʤʝʥʝʥʠʷ. 

ʇʨʠ ʚʳʧʦʣʥʝʥʠʠ ʦʜʥʦʡ ʠʟ ʦʧʝʨʘʮʠʡ ʟʘʢʨʳʪʠʷ ʥʘ ʵʢʨʘʥʝ ʧʦʷʚʠʪʩʷ ʦʢʥʦ ʩ ʚʦʧʨʦʩʦʤ ʉʦʭʨʘʥʠʪʴ 

ʠʟʤʝʥʝʥʠʷ ʚ ʜʦʢʫʤʝʥʪʝ? (ʨʠʩ.1.20). ɼʣʷ ʧʦʜʪʚʝʨʞʜʝʥʠʷ ʩʦʭʨʘʥʝʥʠʷ ʠʟʤʝʥʝʥʠʡ ʥʫʞʥʦ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘ, ʜʣʷ ʦʪʢʣʦʥʝʥʠʷ ð ʅʝʪ. ʏʪʦʙʳ ʚʝʨʥʫʪʴʩʷ ʢ ʜʦʢʫʤʝʥʪʫ ʠ ʧʨʦʜʦʣʞʠʪʴ 

ʨʘʙʦʪʫ ʩ ʥʠʤ, ʩʣʫʞʠʪ ʢʥʦʧʢʘ ʆʪʤʝʥʘ. 

 
ʈʠʩ.1.20 ʆʢʥʦ ʩ ʟʘʧʨʦʩʦʤ ʥʘ ʩʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ 

 

ɺʥʠʤʘʥʠʝ! ɽʩʣʠ ʧʨʠ ʟʘʢʨʳʪʠʠ ʧʨʦʛʨʘʤʤʳ ʦʪʨʠʮʘʪʝʣʴʥʦ ʦʪʚʝʪʠʪʴ ʥʘ ʚʦʧʨʦʩ ʦ ʩʦʭʨʘʥʝʥʠʠ, 

ʪʦ ʥʝʩʦʭʨʘʥʝʥʥʳʝ ʜʘʥʥʳʝ ʙʫʜʫʪ ʫʪʝʨʷʥʳ. 

 

ʇʝʯʘʪʴ ʜʦʢʫʤʝʥʪʘ 

ʏʘʩʪʦ ʮʝʣʴʶ ʨʘʙʦʪʳ ʩ ʧʨʦʛʨʘʤʤʘʤʠ Office ʷʚʣʷʝʪʩʷ ʩʦʟʜʘʥʠʝ ʪʚʝʨʜʦʡ ʢʦʧʠʠ ʜʦʢʫʤʝʥʪʘ. ʕʪʦ ʤʦʛʫʪ ʙʳʪʴ 

ʥʘʧʝʯʘʪʘʥʥʳʡ ʪʝʢʩʪ Word, ʪʘʙʣʠʮʘ Excel, ʟʘʧʠʩʢʠ ʜʦʢʣʘʜʯʠʢʘ Power Point ʠ ʜʨʫʛʠʝ ʤʘʪʝʨʠʘʣʳ. ʋʧʨʘʚʣʝʥʠʝ 

ʧʨʠʥʪʝʨʘʤʠ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʦʡ Windows, ʧʦʵʪʦʤʫ ʚʩʝ ʣʦʢʘʣʴʥʳʝ ʠ ʩʝʪʝʚʳʝ ʧʨʠʥʪʝʨʳ, 

ʫʩʪʘʥʦʚʣʝʥʥʳʝ ʥʘ ʢʦʤʧʴʶʪʝʨʝ, ʜʦʩʪʫʧʥʳ ʜʣʷ ʧʨʠʣʦʞʝʥʠʡ Office, ʘ ʧʨʠʝʤʳ ʧʝʯʘʪʠ ʜʦʢʫʤʝʥʪʦʚ ʠʟ ʨʘʟʥʳʭ 

ʧʨʦʛʨʘʤʤ Office ʧʦʭʦʞʠ. 

ɺʳʚʦʜ ʠʥʬʦʨʤʘʮʠʠ ʥʘ ʧʨʠʥʪʝʨ, ʦʩʦʙʝʥʥʦ ʚ ʩʣʫʯʘʝ ʤʥʦʛʦʩʪʨʘʥʠʯʥʳʭ ʜʦʢʫʤʝʥʪʦʚ, ʩʚʷʟʘʥ ʩ ʙʦʣʴʰʠʤʠ 

ʟʘʪʨʘʪʘʤʠ ʚʨʝʤʝʥʠ ʠ ʩʨʝʜʩʪʚ. ʏʪʦʙʳ ʥʝ ʧʦʨʪʠʪʴ ʙʫʤʘʛʫ ʧʦʧʫʩʪʫ, ʤʥʦʛʠʝ ʧʨʠʣʦʞʝʥʠʷ Office ʧʨʝʜʣʘʛʘʶʪ 

ʩʧʝʮʠʘʣʴʥʳʡ ʨʝʞʠʤ ʦʪʦʙʨʘʞʝʥʠʷ ʜʦʢʫʤʝʥʪʦʚ, ʢʦʪʦʨʳʡ ʥʘʟʳʚʘʝʪʩʷ ʧʨʝʜʚʘʨʠʪʝʣʴʥʳʤ ʧʨʦʩʤʦʪʨʦʤ. ɺ ʵʪʦʤ 

ʨʝʞʠʤʝ ʥʘ ʵʢʨʘʥʝ ʦʪʦʙʨʘʞʘʝʪʩʷ ʪʦʯʥʘʷ ʢʦʧʠʷ ʩʪʨʘʥʠʮ, ʢʦʪʦʨʳʝ ʙʫʜʫʪ ʚʳʚʝʜʝʥʳ ʥʘ ʧʨʠʥʪʝʨ, ʯʪʦ ʧʦʟʚʦʣʷʝʪ 

ʦʙʥʘʨʫʞʠʪʴ ʠ ʫʩʪʨʘʥʠʪʴ ʦʰʠʙʢʠ ʨʘʟʤʝʱʝʥʠʷ ʪʝʢʩʪʘ, ʥʝ ʜʝʣʘʷ ʧʨʦʙʥʳʭ ʦʪʧʝʯʘʪʢʦʚ. 

 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ 

¶ ɼʣʷ ʧʝʯʘʪʠ ʦʪʢʨʳʪʦʛʦ ʚ ʦʢʥʝ ʜʦʢʫʤʝʥʪʘ ʱʝʣʢʥʠʪʝ ʥʘ ʢʥʦʧʢʝ Office ʠ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʤʝʥʶ ʚʳʙʝʨʠʪʝ 
ʢʦʤʘʥʜʫ ʇʝʯʘʪʴ - ʇʨʝʜʚʘʨʠʪʝʣʴʥʳʡ ʧʨʦʩʤʦʪʨ. ʆʢʥʦ ʜʦʢʫʤʝʥʪʘ ʧʝʨʝʢʣʶʯʠʪʩʷ ʚ ʨʝʞʠʤ 

ʧʨʝʜʚʘʨʠʪʝʣʴʥʦʛʦ ʧʨʦʩʤʦʪʨʘ. 

¶ ʑʝʣʢʥʠʪʝ ʥʘ ʪʦʡ ʪʦʯʢʝ ʩʪʨʘʥʠʮʳ, ʢʦʪʦʨʫʶ ʭʦʯʝʪʩʷ ʠʟʫʯʠʪʴ ʚʥʠʤʘʪʝʣʴʥʝʝ. Word ʠʟʤʝʥʠʪ ʫʚʝʣʠʯʝʥʠʝ ʠ 
ʚʳʚʝʜʝʪ ʥʘ ʵʢʨʘʥ ʪʫ ʦʙʣʘʩʪʴ, ʚ ʢʦʪʦʨʦʡ ʙʳʣ ʚʳʧʦʣʥʝʥ ʱʝʣʯʦʢ.  

¶ ʇʦʚʪʦʨʥʳʤ ʱʝʣʯʢʦʤ ʚ ʦʢʥʝ ʜʦʢʫʤʝʥʪʘ ʚʝʨʥʠʪʝ ʧʨʝʞʥʝʝ ʫʚʝʣʠʯʝʥʠʝ. ʇʨʦʜʦʣʞʘʷ ʱʝʣʢʘʪʴ ʚ ʨʘʟʥʳʭ 

ʪʦʯʢʘʭ, ʚʥʠʤʘʪʝʣʴʥʦ ʠʩʩʣʝʜʫʡʪʝ ʚʩʶ ʩʪʨʘʥʠʮʫ. ʅʘʞʘʪʠʝʤ ʢʣʘʚʠʰʠ Page Down ʠ Page Up ʤʦʞʥʦ 

ʧʝʨʝʡʪʠ ʢ ʩʣʝʜʫʶʱʝʡ ʩʪʨʘʥʠʮʝ ʠʣʠ ʢ ʧʨʝʜʳʜʫʱʝʡ. 

¶ ʏʪʦʙʳ ʥʘʧʝʯʘʪʘʪʴ ʪʦʣʴʢʦ ʥʝʢʦʪʦʨʳʝ ʩʪʨʘʥʠʮʳ, ʫʩʪʘʥʦʚʠʪʝ ʧʝʨʝʢʣʶʯʘʪʝʣʴ ʅʦʤʝʨʘ (Pages) ʠ 

ʫʢʘʞʠʪʝ ʩʪʨʘʥʠʮʳ, ʢʦʪʦʨʳʝ ʩʣʝʜʫʝʪ ʨʘʩʧʝʯʘʪʘʪʴ.  

¶ ɺ ʧʦʣʝ ʏʠʩʣʦ ʢʦʧʠʡ ʫʢʘʞʠʪʝ ʥʝʦʙʭʦʜʠʤʦʝ ʯʠʩʣʦ ʵʢʟʝʤʧʣʷʨʦʚ. 

¶ ɺ ʨʘʩʢʨʳʚʘʶʱʝʤʩʷ ʩʧʠʩʢʝ ʀʤ ̫ʚʳʙʝʨʠʪʝ ʧʨʠʥʪʝʨ.  

¶ ʏʪʦʙʳ ʥʘʩʪʨʦʠʪʴ ʧʨʠʥʪʝʨ, ʱʝʣʢʥʠʪʝ ʥʘ ʢʥʦʧʢʝ ʉʚʦʡʩʪʚʘ ʠ ʫʢʘʞʠʪʝ ʥʝʦʙʭʦʜʠʤʳʝ ʚʝʣʠʯʠʥʳ ʚ 

ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʥʘʩʪʨʦʡʢʠ ʧʨʠʥʪʝʨʘ.  

¶ ɽʩʣʠ ʚ ʜʘʥʥʳʡ ʤʦʤʝʥʪ ʥʫʞʥʳʡ ʧʨʠʥʪʝʨ ʥʝʜʦʩʪʫʧʝʥ ʣʠʙʦ ʥʘʭʦʜʠʪʩʷ ʚ ʜʨʫʛʦʤ ʧʦʤʝʱʝʥʠʠ, 

ʫʩʪʘʥʦʚʠʪʝ ʬʣʘʞʦʢ ʇʝʯʘʪʴ ʚ ʬʘʡʣ. ʕʪʦ ʧʦʟʚʦʣʠʪ ʟʘʧʠʩʘʪʴ ʢʦʤʘʥʜʳ ʫʧʨʘʚʣʝʥʠʷ ʧʨʠʥʪʝʨʦʤ ʚ ʬʘʡʣ, 

ʢʦʪʦʨʳʡ ʟʘʪʝʤ ʤʦʞʥʦ ʩʢʦʧʠʨʦʚʘʪʴ ʥʘ ʛʠʙʢʠʡ ʜʠʩʢ ʠʣʠ ʬʣʝʰ-ʢʘʨʪʫ ʠ ʧʝʨʝʥʝʩʪʠ ʥʘ ʪʦʪ ʢʦʤʧʴʶʪʝʨ, 

ʢ ʢʦʪʦʨʦʤʫ ʧʦʜʢʣʶʯʝʥ ʧʨʠʥʪʝʨ ʥʫʞʥʦʡ ʤʦʜʝʣʠ. 

 
ʈʠʩ. 1.19. 

ɺʳʧʦʣʥʝʥʠʝ 

ʢʦʤʘʥʜʳ ɺʳʭʦʜ 

ʠʟ Word 



 11 

2. MS OFFICE WORD 2010 
 
ɺʚʝʜʝʥʠʝ. ʆʩʥʦʚʥʳʝ ʧʦʥʷʪʠʷ 
ʆʙʨʘʙʦʪʢʘ ʪʝʢʩʪʘ ʥʘ ʢʦʤʧʴʶʪʝʨʝ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʩ ʧʦʤʦʱʴʶ ʩʧʝʮʠʘʣʴʥʳʭ ʧʨʦʛʨʘʤʤ, ʥʘʟʳʚʘʝʤʳʭ 

ʪʝʢʩʪʦʚʳʤʠ ʧʨʦʮʝʩʩʦʨʘʤʠ. ʉ ʠʭ ʧʦʤʦʱʴʶ ʤʦʞʥʦ ʚʚʝʩʪʠ ʠ ʦʪʬʦʨʤʘʪʠʨʦʚʘʪʴ ʪʝʢʩʪ, ʠʩʧʨʘʚʠʪʴ ʦʰʠʙʢʠ ʠ 

ʧʨʦʩʤʦʪʨʝʪʴ ʜʦʢʫʤʝʥʪ ʧʝʨʝʜ ʧʝʯʘʪʴʶ. 

Microsoft Word ʧʨʝʜʩʪʘʚʣʷʝʪ ʩʦʙʦʡ ʪʝʢʩʪʦʚʳʡ ʧʨʦʮʝʩʩʦʨ, ʢʦʪʦʨʳʡ ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʧʦʜʛʦʪʦʚʢʠ ʣʠʯʥʦʡ ʠ 

ʜʝʣʦʚʦʡ ʜʦʢʫʤʝʥʪʘʮʠʠ. ʇʦʤʠʤʦ ʩʪʘʥʜʘʨʪʥʳʭ ʩʨʝʜʩʪʚ, Word ʚʢʣʶʯʘʝʪ ʤʥʦʛʠʝ ʬʫʥʢʮʠʠ ʥʘʩʪʦʣʴʥʳʭ 

ʠʟʜʘʪʝʣʴʩʢʠʭ ʩʠʩʪʝʤ, ʘ ʪʘʢʞʝ ʰʘʙʣʦʥʳ ʪʠʧʦʚʳʭ ʜʦʢʫʤʝʥʪʦʚ (ʧʠʩʝʤ, ʦʪʯʝʪʦʚ, ʙʶʣʣʝʪʝʥʝʡ, ʬʘʢʩʦʚ ʠ ʜʨ.), ʥʘ 

ʦʩʥʦʚʝ ʢʦʪʦʨʳʭ ʤʦʞʥʦ ʣʝʛʢʦ ʠ ʙʳʩʪʨʦ ʩʦʟʜʘʚʘʪʴ ʜʦʢʫʤʝʥʪʳ, ʠʤʝʶʱʠʝ ʧʨʦʬʝʩʩʠʦʥʘʣʴʥʳʡ ʚʠʜ. 

 

ʉʪʨʫʢʪʫʨʘ ʦʢʥʘ 

ʇʦʩʣʝ ʦʪʢʨʳʪʠʷ ʧʨʠʣʦʞʝʥʠʷ Word, ʧʝʨʝʜ ɺʘʤʠ ʧʦʷʚʣʷʝʪʩʷ ʧʫʩʪʦʡ ʜʦʢʫʤʝʥʪ. ʆʥ ʧʦʭʦʞ ʥʘ ʣʠʩʪ ʙʫʤʘʛʠ ʠ 

ʟʘʥʠʤʘʝʪ ʙʦʣʴʰʫʶ ʯʘʩʪʴ ʵʢʨʘʥʘ. 

ʄʠʛʘʶʱʘʷ ʚʝʨʪʠʢʘʣʴʥʘʷ ʯʝʨʪʘ (ʢʫʨʩʦʨ) ʚ ʚʝʨʭʥʝʤ ʣʝʚʦʤ ʫʛʣʫ ʦʢʥʘ ʷʚʣʷʝʪʩʷ ʪʦʯʢʦʡ ʚʚʦʜʘ ʪʝʢʩʪʘ ʠ ʦʪʤʝʯʘʝʪ 

ʤʝʩʪʦ, ʛʜʝ ʥʘʯʥʝʪ ʧʦʷʚʣʷʪʴʩʷ ʚʚʦʜʠʤʳʡ ʪʝʢʩʪ. ʇʫʩʪʦʝ ʧʨʦʩʪʨʘʥʩʪʚʦ ʩʣʝʚʘ ʠ ʩʚʝʨʭʫ ʦʪ ʪʦʯʢʠ ʚʚʦʜʘ ʧʨʝʜʩʪʘʚʣʷʝʪ 

ʩʦʙʦʡ ʧʦʣʷ, ʦ ʢʦʪʦʨʳʭ ʙʫʜʝʪ ʙʦʣʝʝ ʧʦʜʨʦʙʥʦ ʨʘʩʩʢʘʟʘʥʦ ʜʘʣʝʝ ʚ ʵʪʦʤ ʢʫʨʩʝ ʦʙʫʯʝʥʠʷ. ʇʨʠ ʚʚʦʜʝ ʪʝʢʩʪʘ 

ʩʪʨʘʥʠʮʘ ʙʫʜʝʪ ʟʘʧʦʣʥʷʪʴʩʷ, ʥʘʯʠʥʘʷ ʩ ʚʝʨʭʥʝʛʦ ʣʝʚʦʛʦ ʫʛʣʘ. 

ɽʩʣʠ ʥʫʞʥʦ ʥʘʯʘʪʴ ʚʚʦʜ ʪʝʢʩʪʘ ʥʝ ʩ ʩʘʤʦʛʦ ʚʝʨʭʘ ʩʪʨʘʥʠʮʳ, ʘ ʥʠʞʝ, ʚʳʧʦʣʥʠʪʝ ʜʚʦʡʥʦʡ ʱʝʣʯʦʢ  ʣʝʚʦʡ 

ʢʥʦʧʢʦʡ ʤʳʰʠ ʧʦ ʥʫʞʥʦʡ ʪʦʯʢʝ ʚ ʜʦʢʫʤʝʥʪʝ. 

 

ʃʠʥʝʡʢʠ 

ʆʜʥʠʤ ʠʟ ʛʣʘʚʥʳʭ ʵʣʝʤʝʥʪʦʚ ʠʥʪʝʨʬʝʡʩʘ Microsoft Word ʷʚʣʷʶʪʩʷ ʛʦʨʠʟʦʥʪʘʣʴʥʘʷ ʠ ʚʝʨʪʠʢʘʣʴʥʘʷ ʣʠʥʝʡʢʠ. 

ʉ ʠʭ ʧʦʤʦʱʴʶ ʧʦʣʴʟʦʚʘʪʝʣʴ ʤʦʞʝʪ ʦʨʠʝʥʪʠʨʦʚʘʪʴʩʷ ʚ ʨʘʟʤʝʨʘʭ ʪʝʢʩʪʦʚʳʭ ʧʦʣʝʡ ʠ ʠʟʤʝʥʷʪʴ ʠʭ. 

ɽʩʣʠ ʣʠʥʝʡʢʘ ʥʝ ʥʫʞʥʘ, ʝʝ ʤʦʞʥʦ ʫʙʨʘʪʴ. ɼʣʷ ʵʪʦʛʦ ʥʫʞʥʦ ʧʝʨʝʡʪʠ ʥʘ ʚʢʣʘʜʢʫ ɺʠʜ ʠ ʩʥʷʪʴ ʬʣʘʞʦʢ 

ʃʠʥʝʡʢʘ ʚ ʛʨʫʧʧʝ ʇʦʢʘʟʘʪʴ ʠʣʠ ʩʢʨʳʪʴ (ʨʠʩ. 2.1). ʊʘʢʞʝ ʤʦʞʥʦ ʱʝʣʢʥʫʪʴ ʧʦ ʤʘʣʝʥʴʢʦʡ ʢʥʦʧʢʝ ʃʠʥʝʡʢʘ, 

ʢʦʪʦʨʘʷ ʨʘʩʧʦʣʦʞʝʥʘ ʚ ʚʝʨʭʥʝʡ ʯʘʩʪʠ ʚʝʨʪʠʢʘʣʴʥʦʡ ʧʦʣʦʩʝ ʧʨʦʢʨʫʪʢʠ (ʨʠʩ. 2.2). 

 

  

ʈʠʩ. 2.1 ɻʨʫʧʧʘ ʇʦʢʘʟʘʪʴ ʠʣʠ ʩʢʨʳʪʴ ʥʘ ʚʢʣʘʜʢʝ ɺʠʜ ʈʠʩ.2.2 ʂʥʦʧʢʘ ʜʣʷ ʦʪʦʙʨʘʞʝʥʠʷ/ʩʢʨʳʪʠʷ ʣʠʥʝʡʢʠ ʥʘ 

ʚʝʨʪʠʢʘʣʴʥʦʡ ʧʦʣʦʩʝ ʧʨʦʢʨʫʪʢʠ 

 

ʉʪʨʦʢʘ ʩʦʩʪʦʷʥʠʷ 

ɺ ʥʠʞʥʝʡ ʯʘʩʪʠ ʦʢʥʘ ʥʘʭʦʜʠʪʩʷ ʩʪʨʦʢʘ ʩʦʩʪʦʷʥʠʷ, ʝʝ ʝʱʝ ʥʘʟʳʚʘʶʪ 

ʩʪʨʦʢʘ ʩʪʘʪʫʩʘ. ʅʘ ʥʝʡ ʦʪʦʙʨʘʞʘʶʪʩʷ ʨʘʟʣʠʯʥʳʝ ʜʘʥʥʳʝ ʦ ʜʦʢʫʤʝʥʪʝ. 

 

ɺ ʣʝʚʦʡ ʯʘʩʪʠ ʩʪʨʦʢʠ ʩʦʩʪʦʷʥʠʷ (ʨʠʩ. 2.3) ʤʦʞʥʦ ʫʚʠʜʝʪʴ: 

¶ ʦʙʱʝʝ ʢʦʣʠʯʝʩʪʚʦ ʩʪʨʘʥʠʮ ʚ ʜʦʢʫʤʝʥʪʝ ʠ ʥʦʤʝʨ ʪʝʢʫʱʝʡ 

ʩʪʨʘʥʠʮʳ; 

¶ ʯʠʩʣʦ ʩʣʦʚ ʚ ʜʦʢʫʤʝʥʪʝ; 

¶ ʷʟʳʢ, ʢʦʪʦʨʳʡ ʚʳʙʨʘʥ ʜʣʷ ʧʨʦʚʝʨʢʠ ʦʨʬʦʛʨʘʬʠʠ ʚ ʪʝʢʫʱʝʤ 

ʜʦʢʫʤʝʥʪʝ; 

¶ ʢʥʦʧʢʫ, ʫʢʘʟʳʚʘʶʱʫʶ ʥʘ ʥʘʣʠʯʠʝ ʦʨʬʦʛʨʘʬʠʯʝʩʢʠʭ 

ʦʰʠʙʦʢ. 

 

 
ʈʠʩ. 2.3 ʃʝʚʘʷ ʯʘʩʪʴ ʩʪʨʦʢʠ ʩʦʩʪʦʷʥʠʷ 

 

 

ʉʪʦʠʪ ʟʘʤʝʪʠʪʴ, ʯʪʦ ʚʩʝ ʵʪʠ ʠʥʬʦʨʤʘʮʠʦʥʥʳʝ ʙʣʦʢʠ ʷʚʣʷʶʪʩʷ ʢʥʦʧʢʘʤʠ, ʧʨʝʜʥʘʟʥʘʯʝʥʥʳʤʠ ʜʣʷ ʙʳʩʪʨʦʛʦ 

ʚʳʟʦʚʘ ʢʦʤʘʥʜ. ʊʘʢ, ʧʨʠ ʱʝʣʯʢʝ ʧʦ ʢʥʦʧʢʝ ʩ ʢʦʣʠʯʝʩʪʚʦʤ ʩʪʨʘʥʠʮ ʦʪʢʨʳʚʘʝʪʩʷ ʦʢʥʦ ʅʘʡʪʠ ʠ ʟʘʤʝʥʠʪʴ, 

ʧʦʟʚʦʣʷʶʱʝʝ ʙʳʩʪʨʦ ʧʝʨʝʡʪʠ ʢ ʜʨʫʛʦʡ ʩʪʨʘʥʠʮʝ ʜʦʢʫʤʝʥʪʘ. 

ɽʩʣʠ ʱʝʣʢʥʫʪʴ ʧʦ ʢʥʦʧʢʝ, ʥʘ ʢʦʪʦʨʦʡ ʧʦʢʘʟʳʚʘʝʪʩʷ ʷʟʳʢ, ʦʪʢʨʳʚʘʝʪʩʷ ʦʢʥʦ ʚʳʙʦʨʘ ʷʟʳʢʘ ʚ ʪʝʢʫʱʝʤ 

ʜʦʢʫʤʝʥʪʝ, ʜʣʷ ʢʦʪʦʨʦʛʦ ʙʫʜʝʪ ʧʨʦʚʝʨʷʪʴʩʷ ʦʨʬʦʛʨʘʬʠʷ. ʅʘʢʦʥʝʮ, ʱʝʣʯʦʢ ʧʦ ʢʥʦʧʢʝ, ʫʢʘʟʳʚʘʶʱʝʡ ʥʘ ʥʘʣʠʯʠʝ 

ʦʨʬʦʛʨʘʬʠʯʝʩʢʠʭ ʦʰʠʙʦʢ, ʧʨʠʚʝʜʝʪ ʢ ʪʦʤʫ, ʯʪʦ ʚ ʪʝʢʩʪʝ ʙʫʜʝʪ ʚʳʜʝʣʝʥʦ ʙʣʠʞʘʡʰʝʝ ʩʣʦʚʦ, ʚ ʢʦʪʦʨʦʤ ʠʤʝʝʪʩʷ 

ʦʰʠʙʢʘ. ʊʘʢʞʝ ʦʪʢʨʦʝʪʩʷ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ, ʚ ʢʦʪʦʨʦʤ ʤʦʞʥʦ ʙʫʜʝʪ ʚʳʙʨʘʪʴ ʚʘʨʠʘʥʪ ʟʘʤʝʥʳ ʩʣʦʚʘ ʠʣʠ 

ʠʩʢʣʶʯʠʪʴ ʝʛʦ ʠʟ ʧʨʦʚʝʨʢʠ ʦʨʬʦʛʨʘʬʠʠ (ʨʠʩ. 2.4). 

 

 
ʈʠʩ. 2.4 ʇʦʩʣʝ ʱʝʣʯʢʘ ʧʦ ʢʥʦʧʢʝ, 

ʫʢʘʟʳʚʘʶʱʝʡ ʥʘ ʥʘʣʠʯʠʝ 

ʦʨʬʦʛʨʘʬʠʯʝʩʢʠʭ ʦʰʠʙʦʢ, ʙʫʜʝʪ 

ʚʳʜʝʣʝʥʦ ʙʣʠʞʘʡʰʝʝ ʩʣʦʚʦ ʩ ʦʰʠʙʢʦʡ 
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ʉʦʟʜʘʥʠʝ ʜʦʢʫʤʝʥʪʘ 
ʉʦʟʜʘʥʠʝ ʜʦʢʫʤʝʥʪʘ ʟʘʢʣʶʯʘʝʪʩʷ ʚʦ ʚʚʦʜʝ ʪʝʢʩʪʘ, ʠʩʧʨʘʚʣʝʥʠʠ ʦʰʠʙʦʢ ʠ ʩʦʭʨʘʥʝʥʠʠ ʝʛʦ ʚ ʦʧʨʝʜʝʣʝʥʥʦʤ 

ʤʝʩʪʝ ʜʠʩʢʦʚʦʛʦ ʧʨʦʩʪʨʘʥʩʪʚʘ ʚ ʥʫʞʥʦʤ ʬʦʨʤʘʪʝ. 

 

ɺʚʦʜ ʪʝʢʩʪʘ 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ 

¶ ʋʩʪʘʥʦʚʠʪʝ ʦʪʩʪʫʧ ʜʣʷ ʧʝʨʚʦʡ ʚʚʦʜʠʤʦʡ ʩʪʨʦʢʠ, ʧʝʨʝʜ ʥʘʯʘʣʦʤ ʚʚʦʜʘ ʪʝʢʩʪʘ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ TAB. ɺ 

ʨʝʟʫʣʴʪʘʪʝ ʵʪʦʛʦ ʜʝʡʩʪʚʠʷ ʪʦʯʢʘ ʚʚʦʜʘ ʧʝʨʝʤʝʩʪʠʪʩʷ ʥʘ 1,27 ʩʤ (0,5 ʜʶʡʤʘ) ʚʧʨʘʚʦ. 

¶ ɺʚʝʜʠʪʝ ʩʣʝʜʫʶʱʠʡ ʪʝʢʩʪ: çʅʝʠʟʤʝʨʠʤʦ ʙʦʛʘʪʩʪʚʦ ʨʫʩʩʢʦʡ ʤʫʟʳʢʠ. ʅʘ ʧʨʦʪʷʞʝʥʠʠ ʩʚʳʰʝ ʜʝʩʷʪʠ 

ʩʪʦʣʝʪʠʡ ʩʢʣʘʜʳʚʘʣʠʩʴ ʠ ʨʘʟʚʠʚʘʣʠʩʴ ʝʝ ʪʨʘʜʠʮʠʠ ʚ ʪʝʩʥʦʤ ʩʦʧʨʠʢʦʩʥʦʚʝʥʠʠ ʩ ʤʫʟʳʢʘʣʴʥʦʡ ʢʫʣʴʪʫʨʦʡ 

ʜʨʫʛʠʭ ʩʪʨʘʥ ʠ ʚ ʧʦʩʪʦʷʥʥʦʤ ʚʟʘʠʤʦʜʝʡʩʪʚʠʠ ʩ ʜʨʫʛʠʤʠ ʚʠʜʘʤʠ ʭʫʜʦʞʝʩʪʚʝʥʥʦʛʦ ʪʚʦʨʯʝʩʪʚʘ. ʈʫʩʩʢʘʷ 

ʤʫʟʳʢʘ ï ʚʘʞʥʝʡʰʘʷ ʯʘʩʪʴ ʨʫʩʩʢʦʡ ʢʫʣʴʪʫʨʳè 

ʇʨʠʤʝʯʘʥʠʝ!: ʇʦ ʤʝʨʝ ʚʚʦʜʘ ʪʝʢʩʪʘ ʪʦʯʢʘ ʚʚʦʜʘ ʧʝʨʝʤʝʱʘʝʪʩʷ ʚʧʨʘʚʦ. ʇʨʠ ʜʦʩʪʠʞʝʥʠʠ ʢʦʥʮʘ ʩʪʨʦʢʠ 

ʩ ʧʨʘʚʦʛʦ ʢʨʘʷ ʩʪʨʘʥʠʮʳ ʧʨʦʩʪʦ ʧʨʦʜʦʣʞʠʪʝ ʧʝʯʘʪʴ. ɺʚʦʜʠʤʳʡ ʪʝʢʩʪ ʙʫʜʝʪ ʧʝʨʝʤʝʱʝʥ ʥʘ ʩʣʝʜʫʶʱʫʶ 

ʩʪʨʦʢʫ. 

¶ ʈʘʟʜʝʣʠʪʝ ʪʝʢʩʪ ʥʘ ʜʚʘ ʘʙʟʘʮʘ. ʇʦʩʪʘʚʴʪʝ ʢʫʨʩʦʨ ʧʝʨʝʜ ʧʨʝʜʣʦʞʝʥʠʝʤ çʈʫʩʩʢʘʷ ʤʫʟʳʢʘ ï ʚʘʞʥʝʡʰʘʷ 

ʯʘʩʪʴ ʨʫʩʩʢʦʡ ʢʫʣʴʪʫʨʳè. ʅʘʞʤʠʪʝ ʢʣʘʚʠʰʫ ɺɺʆɼ. ʊʝʢʩʪ ʨʘʟʜʝʣʠʪʴʩʷ ʥʘ ʜʚʘ ʘʙʟʘʮʘ. 

¶ ɺʢʣʶʯʠʪʝ ʥʝʧʝʯʘʪʘʝʤʳʝ ʟʥʘʢʠ. ʅʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ɸʙʟʘʮ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʪʦʙʨʘʟʠʪʴ ʚʩʝ 

ʟʥʘʢʠ. ʕʪʠ ʟʥʘʢʠ ʠʤʝʶʪ ʧʦʣʝʟʥʦʝ ʟʥʘʯʝʥʠʝ. ʅʘʧʨʠʤʝʨ, ʫʜʘʣʠʚ ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ ʟʥʘʢʠ ʧʨʦʙʝʣʘ, 

ʤʦʞʥʦ ʠʟʙʘʚʠʪʴʩʷ ʦʪ ʣʠʰʥʠʭ ʧʨʦʙʝʣʦʚ. ʆʥʠ ʧʨʠʩʫʪʩʪʚʫʶʪ ʚ ʜʦʢʫʤʝʥʪʘʭ ʚʩʝʛʜʘ, ʦʜʥʘʢʦ ʦʥʠ ʥʝʚʠʜʠʤʳ, 

ʧʦʢʘ ʥʝ ʚʳʚʝʜʝʥʳ ʥʘ ʵʢʨʘʥ. 

 

ʂʦʛʜʘ ʚʳ ʫʚʠʜʠʪʝ ʵʪʠ ʟʥʘʢʠ ʚ ʧʝʨʚʳʡ ʨʘʟ, ʚʦʟʤʦʞʥʦ, ʩʧʨʦʩʠʪʝ ʩʝʙʷ, ʯʪʦ ʦʥʠ ʦʟʥʘʯʘʶʪ ʠ ʙʫʜʫʪ ʣʠ ʦʥʠ ʚʠʜʥʳ 

ʚ ʨʘʩʧʝʯʘʪʘʥʥʳʭ ʜʦʢʫʤʝʥʪʘʭ. ʕʪʠ ʟʥʘʢʠ ʥʝ ʚʳʚʦʜʷʪʩʷ ʥʘ ʧʝʯʘʪʴ, ʜʘʞʝ ʝʩʣʠ ʦʥʠ ʦʪʦʙʨʘʞʘʶʪʩʷ ʥʘ ʵʢʨʘʥʝ. 

ʊʘʢ ʯʪʦ ʞʝ ʚʩʝ-ʪʘʢʠ ʦʟʥʘʯʘʶʪ ʟʥʘʢʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ? 

 

ɺʦʪ ʥʝʩʢʦʣʴʢʦ ʧʨʠʤʝʨʦʚ: 

ɿʥʘʢ ʘʙʟʘʮʘ ʚ ʧʨʠʣʦʞʝʥʠʠ Word   ʚʩʪʘʚʣʷʝʪʩʷ ʢʘʞʜʳʡ ʨʘʟ, ʢʦʛʜʘ ʚʳ ʥʘʞʠʤʘʝʪʝ ʢʣʘʚʠʰʫ ɺɺʆɼ (Enter), 

ʯʪʦʙʳ ʥʘʯʘʪʴ ʥʦʚʳʡ ʘʙʟʘʮ. ʅʘ ʨʠʩʫʥʢʝ ʤʝʞʜʫ ʜʚʫʤʷ ʘʙʟʘʮʘʤʠ ʚʩʪʘʚʣʝʥ ʜʦʧʦʣʥʠʪʝʣʴʥʳʡ ʟʥʘʢ ʘʙʟʘʮʘ, ʢʦʪʦʨʳʡ 

ʦʟʥʘʯʘʝʪ, ʯʪʦ ʢʣʘʚʠʰʘ ɺɺʆɼ ʙʳʣʘ ʥʘʞʘʪʘ ʜʚʘ ʨʘʟʘ. ɺ ʨʝʟʫʣʴʪʘʪʝ ʨʘʩʩʪʦʷʥʠʝ ʤʝʞʜʫ ʘʙʟʘʮʘʤʠ ʫʚʝʣʠʯʠʣʦʩʴ. ʇʨʠ 

ʫʜʘʣʝʥʠʠ ʟʥʘʢʘ ʘʙʟʘʮʘ ʨʘʩʩʪʦʷʥʠʝ ʤʝʞʜʫ ʘʙʟʘʮʘʤʠ ʩʦʢʨʘʪʠʪʩʷ. 

ʉʪʨʝʣʢʘ  ʚʩʪʘʚʣʷʝʪʩʷ ʢʘʞʜʳʡ ʨʘʟ ʧʨʠ ʥʘʞʘʪʠʠ ʢʣʘʚʠʰʠ TAB. ʅʘ ʨʠʩʫʥʢʝ ʚ ʧʝʨʚʦʤ ʘʙʟʘʮʝ ʚʩʪʘʚʣʝʥʘ ʦʜʥʘ 

ʩʪʨʝʣʢʘ, ʘ ʚʦ ʚʪʦʨʦʤ ð ʜʚʝ. ʕʪʦ ʦʟʥʘʯʘʝʪ, ʯʪʦ ʚʦ ʚʪʦʨʦʤ ʘʙʟʘʮʝ ʢʣʘʚʠʰʘ TAB  ʙʳʣʘ ʥʘʞʘʪʘ ʜʚʘʞʜʳ. 

ʊʦʯʢʠ ʚ ʩʝʨʝʜʠʥʝ ʩʪʨʦʢ ʧʦʢʘʟʳʚʘʶʪ, ʩʢʦʣʴʢʦ ʨʘʟ ʤʝʞʜʫ ʩʣʦʚʘʤʠ ʥʘʞʠʤʘʣʘʩʴ ʢʣʘʚʠʰʘ ʇʈʆɹɽʃ ʠ ʥʝ ʙʳʣʘ 

ʣʠ ʦʥʘ ʩʣʫʯʘʡʥʦ ʥʘʞʘʪʘ ʤʝʞʜʫ ʙʫʢʚʘʤʠ ʦʜʥʦʛʦ ʩʣʦʚʘ. ʆʜʥʘ ʪʦʯʢʘ ʦʟʥʘʯʘʝʪ ʦʜʠʥ ʧʨʦʙʝʣ, ʜʚʝ ʪʦʯʢʠ ð ʜʚʘ 

ʧʨʦʙʝʣʘ. ʆʙʳʯʥʦ ʤʝʞʜʫ ʩʣʦʚʘʤʠ ʩʪʘʚʠʪʩʷ ʦʜʠʥ ʧʨʦʙʝʣ. ʂ ʩʣʦʚʫ, ʵʪʠ ʪʦʯʢʠ ʦʪʣʠʯʘʶʪʩʷ ʦʪ ʪʦʯʝʢ, 

ʧʨʦʩʪʘʚʣʷʝʤʳʭ ʚ ʢʦʥʮʝ ʧʨʝʜʣʦʞʝʥʠʷ. ʊʦʯʢʠ, ʟʘʚʝʨʰʘʶʱʠʝ ʧʨʝʜʣʦʞʝʥʠʷ, ʦʪʦʙʨʘʞʘʶʪʩʷ ʚʩʝʛʜʘ ʠ ʥʘʭʦʜʷʪʩʷ 

ʚʥʠʟʫ ʩʪʨʦʢʠ. 

 

ʉʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ 

ʏʪʦʙʳ ʥʝ ʧʦʪʝʨʷʪʴ ʨʝʟʫʣʴʪʘʪʳ ʨʘʙʦʪʳ, ʪʨʝʙʫʝʪʩʷ ʩʦʭʨʘʥʷʪʴ ʠʭ, ʧʨʠʯʝʤ ʜʝʣʘʪʴ ʵʪʦ ʥʫʞʥʦ ʧʦʯʘʱʝ. ɼʣʷ ʵʪʦʛʦ 

ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʷʪʴ ʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ: 

1. ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʌʘʡʣ ʚ ʚʝʨʭʥʝʤ ʣʝʚʦʤ ʫʛʣʫ ʦʢʥʘ. ɿʘʪʝʤ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʉʦʭʨʘʥʠʪʴ. ʆʪʢʨʦʝʪʩʷ 

ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ.  

ʇʨʠʤʝʯʘʥʠʝ!: ɼʠʘʣʦʛʦʚʳʤ ʦʢʥʦʤ ʥʘʟʳʚʘʝʪʩʷ ʦʢʥʦ ʥʝʙʦʣʴʰʦʛʦ ʨʘʟʤʝʨʘ, ʛʜʝ ʚʳʧʦʣʥʷʶʪʩʷ ʦʧʨʝʜʝʣʝʥʥʳʝ 

ʜʝʡʩʪʚʠʷ. ʉ ʧʦʤʦʱʴʶ ʵʪʦʛʦ ʦʢʥʘ ʤʦʞʥʦ ʫʢʘʟʘʪʴ, ʛʜʝ ʥʘ ʢʦʤʧʴʶʪʝʨʝ ʥʝʦʙʭʦʜʠʤʦ ʩʦʭʨʘʥʠʪʴ ʜʦʢʫʤʝʥʪ 

ʠ ʢʘʢ ʦʥ ʙʫʜʝʪ ʥʘʟʳʚʘʪʴʩʷ.  

2. ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʌʘʡʣ, ʘ ʟʘʪʝʤ ð ʢʥʦʧʢʫ ɿʘʢʨʳʪʴ. ɼʦʢʫʤʝʥʪ, ʥʘʜ ʢʦʪʦʨʳʤ ɺʳ ʪʦʣʴʢʦ ʯʪʦ ʨʘʙʦʪʘʣʠ 

ʟʘʢʨʦʝʪʩʷ. 

3. ʏʪʦʙʳ ʥʘʡʪʠ ʜʦʢʫʤʝʥʪ ʧʦʩʣʝ ʪʦʛʦ ʢʘʢ ʦʥ ʙʳʣ ʟʘʢʨʳʪ, ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʌʘʡʣ ʥʘʡʜʠʪʝ ʩʧʠʩʦʢ ʇʦʩʣʝʜʥʠʝ. 

ʑʝʣʢʥʠʪʝ ʜʦʢʫʤʝʥʪ ʚ ʩʧʠʩʢʝ, ʯʪʦʙʳ ʦʪʢʨʳʪʴ ʝʛʦ. 

 

ʉʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ ʚ ʜʨʫʛʦʤ ʬʦʨʤʘʪʝ 

ɼʦʢʫʤʝʥʪ ʤʦʞʝʪ ʙʳʪʴ ʩʦʭʨʘʥʝʥ ʚ ʨʘʟʣʠʯʥʳʭ ʬʦʨʤʘʪʘʭ, ʯʪʦ ʧʦʟʚʦʣʷʝʪ ʦʪʢʨʳʪʴ ʝʛʦ ʚ ʜʨʫʛʦʡ ʧʨʦʛʨʘʤʤʝ ʠʣʠ 

ʚʝʨʩʠʠ Word. ʕʪʦ ʦʩʦʙʝʥʥʦ ʚʘʞʥʦ, ʢʦʛʜʘ ʧʨʝʜʧʦʣʘʛʘʝʪʩʷ ʨʘʙʦʪʘʪʴ ʩ ʦʜʥʠʤ ʠ ʪʝʤ ʞʝ ʬʘʡʣʦʤ ʚ ʨʘʟʥʳʭ ʬʦʨʤʘʪʘʭ. 

ʅʘʧʨʠʤʝʨ, ʝʩʣʠ ʫ ɺʘʩ ʜʦʤʘ ʫʩʪʘʥʦʚʣʝʥ Word 2003, ʪʦ ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʬʘʡʣ ʚ Word 2010, ʩʦʭʨʘʥʠʪʴ ʝʛʦ ʚ 

ʬʦʨʤʘʪʝ Word 2003, ʘ ʟʘʪʝʤ ʦʪʢʨʳʪʴ ʠ ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʥʘ ʜʦʤʘʰʥʝʤ ʢʦʤʧʴʶʪʝʨʝ. (ʢʥʦʧʢʘ ʌʘʡʣ-> ʉʦʭʨʘʥʠʪʴ 

ʢʘʢé-> ɼʦʢʫʤʝʥʪ Word 97-2003 ʠʣʠ ʌʘʡʣ -> ʉʦʭʨʘʥʠʪʴ ʢʘʢé ->ɼʨʫʛʠʝ ʬʦʨʤʘʪʳ  -> ɺ ʧʦʣʝ ʀʤʷ ʬʘʡʣʘ 

ʚʚʝʜʠʪʝ ʥʦʚʦʝ ʠʤʷ ʜʦʢʫʤʝʥʪʘ->ɺ ʧʦʣʝ ʊʠʧ ʬʘʡʣʘ -> ʚʳʙʠʨʘʝʤ ʥʫʞʥʳʡ ʬʦʨʤʘʪ->ʉʦʭʨʘʥʠʪʴ). 

 

ʈʘʙʦʪʘ ʩ ʩʫʱʝʩʪʚʫʶʱʠʤ ʜʦʢʫʤʝʥʪʦʤ 

ʉʦʭʨʘʥʠʚ ʜʦʢʫʤʝʥʪ ʚ ʬʘʡʣ, ɺʳ ʤʦʞʝʪʝ ʦʪʢʨʳʪʴ ʝʛʦ ʩʥʦʚʘ ʠ ʧʨʦʜʦʣʞʠʪʴ ʨʘʙʦʪʫ. ʇʦʩʣʝ ʪʦʛʦ ʢʘʢ ʪʝʢʩʪ 

ʜʦʢʫʤʝʥʪʘ ʚʚʝʜʝʥ, ʝʛʦ ʩʣʝʜʫʝʪ ʦʪʨʝʜʘʢʪʠʨʦʚʘʪʴ.  
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ʇʨʠʤʝʯʘʥʠʝ! ʇʨʦʜʦʣʞʘʷ ʨʘʙʦʪʫ ʧʦʩʣʝ ʩʦʭʨʘʥʝʥʠʷ ʜʦʢʫʤʝʥʪʘ, ʧʝʨʠʦʜʠʯʝʩʢʠ ʩʦʭʨʘʥʷʡʪʝ ʚʥʝʩʝʥʥʳʝ 

ʠʟʤʝʥʝʥʠʷ. ɼʣʷ ʵʪʦʛʦ ʚʨʝʤʷ ʦʪ ʚʨʝʤʝʥʠ ʥʘʞʠʤʘʡʪʝ ʢʥʦʧʢʫ ʉʦʭʨʘʥʠʪʴ ʥʘ ʇʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ 

(ʨʠʩ.1) ʚ ʚʝʨʭʥʝʤ ʣʝʚʦʤ ʫʛʣʫ ʦʢʥʘ. ɼʣʷ ʩʦʭʨʘʥʝʥʠʷ ʜʦʢʫʤʝʥʪʘ ʤʦʞʥʦ ʪʘʢʞʝ ʥʘʞʘʪʴ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ 

CTRL+S (ʫʜʝʨʞʠʚʘʷ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʫ CTRL, ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ S). 

 

ʆʪʢʨʳʪʠʝ ʜʦʢʫʤʝʥʪʘ 

ʉʫʱʝʩʪʚʫʶʱʠʡ ʜʦʢʫʤʝʥʪ ʤʦʞʥʦ ʦʪʢʨʳʪʴ ʥʝʩʢʦʣʴʢʠʤʠ ʩʧʦʩʦʙʘʤʠ: 

1. ʆʪʢʨʳʪʴ ʧʘʧʢʫ, ʛʜʝ ʣʝʞʠʪ ʜʦʢʫʤʝʥʪ, ʠ ʦʪʢʨʳʪʴ ʬʘʡʣ ʜʚʦʡʥʳʤ ʱʝʣʯʢʦʤ. 

2. ɿʘʧʫʩʪʠʪʴ ʧʨʦʛʨʘʤʤʫ Word-> ʥʘʞʘʪʴ ʥʘ ʢʥʦʧʢʫ ʌʘʡʣ -> ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʆʪʢʨʳʪʴ->ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ 

ʥʘʡʪʠ ʥʫʞʥʳʡ ʬʘʡʣ ʠ ʚʳʜʝʣʠʪʴ ʝʛʦ ->ʥʘʞʘʪʴ ʥʘ ʢʥʦʧʢʫ ʆʪʢʨʳʪʴ. 

 

ʇʝʨʝʤʝʱʝʥʠʝ ʧʦ ʪʝʢʩʪʫ 

ʇʦʩʪʘʚʴʪʝ ʢʫʨʩʦʨ ʧʝʨʝʜ ʪʝʢʩʪʦʤ çʅʘ ʧʨʦʪʷʞʝʥʠʠ ʩʚʳʰʝ ʜʝʩʷʪʠ..è. ɺʚʝʜʠʪʝ ʥʦʚʳʡ ʪʝʢʩʪ çʆʥʘ ʷʨʢʦ ʦʪʨʘʞʘʝʪ 

ʚʩʝ ʵʪʘʧʳ ʦʙʱʝʩʪʚʝʥʥʦʡ ʞʠʟʥʠ, ʩʪʘʥʦʚʣʝʥʠʝ ʨʫʩʩʢʦʡ ʬʠʣʦʩʦʬʩʢʦʡ ʠ ʵʩʪʝʪʠʯʝʩʢʦʡ ʤʳʩʣʠè. ɺʳʜʝʣʠʪʝ ʪʦʣʴʢʦ 

ʯʪʦ ʚʩʪʘʚʣʝʥʥʦʝ ʧʨʝʜʣʦʞʝʥʠʝ ʠ, ʫʜʝʨʞʠʚʘʷ ʧʨʘʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ, ʧʝʨʝʪʘʱʠʪʝ ʝʛʦ ʚ ʢʦʥʝʮ ʚʪʦʨʦʛʦ ʘʙʟʘʮʘ. 

ʇʨʠʤʝʯʘʥʠʝ! ʏʪʦʙʳ ʚʩʪʘʚʠʪʴ ʪʝʢʩʪ ʚ ʥʫʞʥʦʤ ʤʝʩʪʝ, ʩʣʝʜʫʝʪ ʧʝʨʝʤʝʩʪʠʪʴ ʢʫʨʩʦʨ. ʕʪʦ ʤʦʞʥʦ ʩʜʝʣʘʪʴ 

ʨʘʟʥʳʤʠ ʩʧʦʩʦʙʘʤʠ. ʅʘʧʨʠʤʝʨ, ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠʰ: ʩʦ ʩʪʨʝʣʢʦʡ ɺɺɽʈʍ, ʯʪʦʙʳ ʧʝʨʝʤʝʩʪʠʪʴ ʢʫʨʩʦʨ 

ʥʘ ʦʜʥʫ ʩʪʨʦʢʫ ʚʳʰʝ, ʢʣʘʚʠʰʠ ʩʦ ʩʪʨʝʣʢʦʡ ɺʃɽɺʆ, ʯʪʦʙʳ ʧʝʨʝʤʝʩʪʠʪʴ ʢʫʨʩʦʨ ʥʘ ʦʜʠʥ ʟʥʘʢ ʚʣʝʚʦ. 

ʏʪʦʙʳ ʧʝʨʝʤʝʩʪʠʪʴ ʢʫʨʩʦʨ ʚʣʝʚʦ ʥʘ ʮʝʣʦʝ ʩʣʦʚʦ, ʥʘʞʤʠʪʝ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ CTRL+ ɺʃɽɺʆ. 

ʇʨʠʤʝʯʘʥʠʝ! ʇʝʨʝʤʝʱʘʪʴ ʪʝʢʩʪ ʤʦʞʥʦ, ʪʘʢ ʞʝ, ʚʳʧʦʣʥʠʚ ʦʧʝʨʘʮʠʶ ʢʦʧʠʨʦʚʘʥʠʷ ʯʝʨʝʟ ʙʫʬʝʨ 

ʦʙʤʝʥʘ: ʚʳʨʝʞʴʪʝ ʧʨʝʜʣʦʞʝʥʠʝ, ʯʪʦʙʳ ʫʜʘʣʠʪʴ ʝʛʦ ʠʟ ʪʝʢʫʱʝʡ ʧʦʟʠʮʠʠ, ʘ ʟʘʪʝʤ ʚʩʪʘʚʴʪʝ ʵʪʦ 

ʧʨʝʜʣʦʞʝʥʠʝ ʚ ʥʦʚʦʝ ʤʝʩʪʦ.  

ʇʨʝʜʩʪʘʚʴʪʝ, ʯʪʦ ʚʳ ʨʘʙʦʪʘʝʪʝ ʩ ʜʣʠʥʥʳʤ ʜʦʢʫʤʝʥʪʦʤ ʠ ʭʦʪʠʪʝ ʧʨʦʩʤʦʪʨʝʪʴ ʝʛʦ ʚʝʩʴ, ʥʝ ʧʨʠʙʝʛʘʷ ʢ 

ʧʦʩʪʦʷʥʥʦʤʫ ʧʝʨʝʤʝʱʝʥʠʶ ʢʫʨʩʦʨʘ ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠʰ ʩʦ ʩʪʨʝʣʢʘʤʠ. ɼʣʷ ʵʪʦʛʦ 

ʚʳʧʦʣʥʠʪʝ ʧʨʦʢʨʫʪʢʫ ʜʦʢʫʤʝʥʪʘ, ʚʦʩʧʦʣʴʟʦʚʘʚʰʠʩʴ ʧʦʣʦʩʦʡ ʧʨʦʢʨʫʪʢʠ. 

ʇʦʣʦʩʘ ʧʨʦʢʨʫʪʢʠ ʨʘʩʧʦʣʦʞʝʥʘ ʚ ʧʨʘʚʦʡ ʯʘʩʪʠ ʦʢʥʘ, ʢʘʢ ʧʦʢʘʟʘʥʦ ʥʘ ʨʠʩʫʥʢʝ. ʏʪʦʙʳ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ 

ʧʦʣʦʩʦʡ ʧʨʦʢʨʫʪʢʠ ʜʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʧʦ ʜʦʢʫʤʝʥʪʫ, ʥʝ ʤʝʥʷʷ ʧʦʣʦʞʝʥʠʝ ʢʫʨʩʦʨʘ, ʱʝʣʢʥʠʪʝ ʧʦʣʝ ʧʨʦʢʨʫʪʢʠ ʠ 

ʧʝʨʝʪʘʱʠʪʝ ʝʛʦ ʚʚʝʨʭ ʠʣʠ ʚʥʠʟ. ɺ ʜʦʧʦʣʥʝʥʠʝ ʢ ʵʪʦʤʫ ʜʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʚʚʝʨʭ ʠʣʠ ʚʥʠʟ ʚʳ ʤʦʞʝʪʝ ʥʘʞʠʤʘʪʴ 

ʩʪʨʝʣʢʠ ʥʘ ʢʦʥʮʘʭ ʧʦʣʦʩʳ ʧʨʦʢʨʫʪʢʠ. 

ɼʣʷ ʙʳʩʪʨʦʛʦ ʧʝʨʝʤʝʱʝʥʠʷ ʧʦ ʜʦʢʫʤʝʥʪʫ ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠʘʪʫʨʳ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ PAGE UP , ʯʪʦʙʳ 

ʧʝʨʝʤʝʩʪʠʪʴʩʷ ʥʘ ʦʜʠʥ ʵʢʨʘʥ ʚʚʝʨʭ, ʠʣʠ ʢʥʦʧʢʫ PAGE DOWN , ʯʪʦʙʳ ʧʝʨʝʤʝʩʪʠʪʴʩʷ ʥʘ ʦʜʠʥ ʵʢʨʘʥ ʚʥʠʟ.  

 

ʉʧʦʩʦʙʳ ʚʳʜʝʣʝʥʠʷ.  

ɺʳʜʝʣʝʥʠʝ ʪʝʢʩʪʘ ʠ ʨʠʩʫʥʢʦʚ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ 

ʃʶʙʦʡ ʬʨʘʛʤʝʥʪ ʪʝʢʩʪʘ. ʀʩʧʦʣʴʟʫʡʪʝ ʧʨʠʝʤ ʧʨʦʪʘʩʢʠʚʘʥʠʷ ʤʳʰʠ ʩ ʥʘʞʘʪʦʡ ʣʝʚʦʡ ʢʣʘʚʠʰʝʡ 

ʉʣʦʚʦ ɼʚʘʞʜʳ ʱʝʣʢʥʠʪʝ ʩʣʦʚʦ 

ʉʪʨʦʢʠ ʪʝʢʩʪʘ 
ʇʝʨʝʤʝʩʪʠʪʝ ʫʢʘʟʘʪʝʣʴ ʢ ʣʝʚʦʤʫ ʢʨʘʶ ʩʪʨʦʢʠ ʪʘʢ, ʯʪʦʙʳ ʦʥ ʧʨʠʥʷʣ ʚʠʜ 

ʩʪʨʝʣʢʠ, ʥʘʧʨʘʚʣʝʥʥʦʡ ʚʧʨʘʚʦ, ʘ ʟʘʪʝʤ ʱʝʣʢʥʠʪʝ ʢʥʦʧʢʦʡ ʤʳʰʠ 

ʇʨʝʜʣʦʞʝʥʠʝ ʋʜʝʨʞʠʚʘʷ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʫ CTRL, ʱʝʣʢʥʠʪʝ ʧʨʝʜʣʦʞʝʥʠʝ. 

ɸʙʟʘʮ 

ʇʝʨʝʤʝʩʪʠʪʝ ʫʢʘʟʘʪʝʣʴ ʢ ʣʝʚʦʤʫ ʢʨʘʶ ʘʙʟʘʮʘ ʪʘʢ, ʯʪʦʙʳ ʦʥ ʧʨʠʥʷʣ ʚʠʜ 

ʩʪʨʝʣʢʠ, ʥʘʧʨʘʚʣʝʥʥʦʡ ʚʧʨʘʚʦ, ʘ ʟʘʪʝʤ ʜʚʘʞʜʳ ʱʝʣʢʥʠʪʝ ʢʥʦʧʢʦʡ ʤʳʰʠ. 

ɼʨʫʛʦʡ ʩʧʦʩʦʙ: ʪʨʠʞʜʳ ʱʝʣʢʥʠʪʝ ʘʙʟʘʮ. 

ʅʝʩʢʦʣʴʢʦ ʘʙʟʘʮʝʚ ʇʝʨʝʤʝʩʪʠʪʝ ʫʢʘʟʘʪʝʣʴ ʢ ʣʝʚʦʤʫ ʢʨʘʶ ʦʜʥʦʛʦ ʠʟ ʘʙʟʘʮʝʚ ʪʘʢ, ʯʪʦʙʳ ʦʥ ʧʨʠʥʷʣ 

ʚʠʜ ʩʪʨʝʣʢʠ, ʥʘʧʨʘʚʣʝʥʥʦʡ ʚʧʨʘʚʦ, ʘ ʟʘʪʝʤ ʧʝʨʝʪʘʱʠʪʝ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʩ 

ʥʘʞʘʪʦʡ ʣʝʚʦʡ ʢʣʘʚʠʰʝʡ ʚʚʝʨʭ ʠʣʠ ʚʥʠʟ. 

ɹʦʣʴʰʦʡ ʙʣʦʢ ʪʝʢʩʪʘ ʑʝʣʢʥʠʪʝ ʥʘʯʘʣʦ ʬʨʘʛʤʝʥʪʘ, ʧʨʦʢʨʫʪʠʪʝ ʜʦʢʫʤʝʥʪ ʜʦ ʢʦʥʮʘ ʥʫʞʥʦʛʦ 

ʬʨʘʛʤʝʥʪʘ, ʘ ʟʘʪʝʤ ʱʝʣʢʥʠʪʝ ʝʛʦ, ʫʜʝʨʞʠʚʘʷ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʫ SHIFT. 

ɺʝʩʴ ʜʦʢʫʤʝʥʪ ʇʝʨʝʤʝʩʪʠʪʝ ʫʢʘʟʘʪʝʣʴ ʢ ʣʝʚʦʤʫ ʢʨʘʶ ʪʝʢʩʪʘ ʜʦʢʫʤʝʥʪʘ ʪʘʢ, ʯʪʦʙʳ ʦʥ ʧʨʠʥʷʣ 

ʚʠʜ ʩʪʨʝʣʢʠ, ʥʘʧʨʘʚʣʝʥʥʦʡ ʚʧʨʘʚʦ, ʘ ʟʘʪʝʤ ʪʨʠʞʜʳ ʱʝʣʢʥʠʪʝ ʢʥʦʧʢʦʡ ʤʳʰʠ. 

ɺʳʜʝʣʝʥʠʝ ʪʝʢʩʪʘ ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠʘʪʫʨʳ 

ʊʝʢʩʪ ʚʳʜʝʣʷʶʪ ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠʰ ʧʝʨʝʤʝʱʝʥʠʷ ʢʫʨʩʦʨʘ, ʫʜʝʨʞʠʚʘʷ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʫ SHIFT. ʏʪʦʙʳ 

ʚʳʜʝʣʠʪʴ ʥʝʩʤʝʞʥʳʝ ʦʙʣʘʩʪʠ, ʚʳʜʝʣʠʪʝ ʧʝʨʚʳʡ ʦʙʲʝʢʪ ʠ, ʫʜʝʨʞʠʚʘʷ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʫ CTRL, ʚʳʜʝʣʠʪʝ 

ʦʩʪʘʣʴʥʳʝ ʦʙʲʝʢʪʳ. 

SHIFT+ʉʊʈɽʃʂɸ ɺʇʈɸɺʆ ʅʘ ʦʜʠʥ ʟʥʘʢ ʚʧʨʘʚʦ 

SHIFT+ʉʊʈɽʃʂɸ ɺʃɽɺʆ ʅʘ ʦʜʠʥ ʟʥʘʢ ʚʣʝʚʦ 

CTRL+SHIFT+ʉʊʈɽʃʂɸ 

ɺʇʈɸɺʆ 
ɼʦ ʢʦʥʮʘ ʩʣʦʚʘ 

TRL+SHIFT+ʉʊʈɽʃʂɸ 

ɺʃɽɺʆ 
C ɼʦ ʥʘʯʘʣʘ ʩʣʦʚʘ 
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SHIFT+END ɺ ʢʦʥʝʮ ʩʪʨʦʢʠ 

SHIFT+HOME ɺ ʥʘʯʘʣʦ ʩʪʨʦʢʠ 

SHIFT+ʉʊʈɽʃʂɸ ɺʅʀɿ ʅʘ ʦʜʥʫ ʩʪʨʦʢʫ ʚʥʠʟ 

SHIFT+ʉʊʈɽʃʂɸ ɺɺɽʈʍ ʅʘ ʦʜʥʫ ʩʪʨʦʢʫ ʚʚʝʨʭ 

CTRL+SHIFT+ʉʊʈɽʃʂɸ 

ɺʅʀɿ 
ɼʦ ʢʦʥʮʘ ʘʙʟʘʮʘ 

CTRL+SHIFT+ʉʊʈɽʃʂɸ 

ɺɺɽʈʍ 
ɼʦ ʥʘʯʘʣʘ ʘʙʟʘʮʘ 

SHIFT+PAGE DOWN ʅʘ ʦʜʠʥ ʵʢʨʘʥ ʚʥʠʟ 

SHIFT+PAGE UP ʅʘ ʦʜʠʥ ʵʢʨʘʥ ʚʚʝʨʭ  

CTRL+SHIFT+HOME ɺ ʥʘʯʘʣʦ ʜʦʢʫʤʝʥʪʘ 

CTRL+SHIFT+END ɺ ʢʦʥʝʮ ʜʦʢʫʤʝʥʪʘ 

ALT+CTRL+SHIFT+PAGE 

DOWN 
ɼʦ ʢʦʥʮʘ ʜʦʢʫʤʝʥʪʘ 

CTRL+A ɺʳʜʝʣʠʪʴ ʚʝʩʴ ʜʦʢʫʤʝʥʪ 

 

ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ (ʧʝʨʝʤʝʱʝʥʠʝ, ʢʦʧʠʨʦʚʘʥʠʝ, ʫʜʘʣʝʥʠʝ ʪʝʢʩʪʘ) 

ɼʦʢʫʤʝʥʪʳ ʧʦʩʪʦʷʥʥʦ ʠʟʤʝʥʷʶʪʩʷ. ʀʟʤʝʥʝʥʠʷ ʤʦʞʥʦ ʚʥʝʩʪʠ ʢʘʢ ʚʦ ʚʨʝʤʷ, ʪʘʢ ʠ ʧʦʩʣʝ ʚʚʦʜʘ ʪʝʢʩʪʘ. ʏʪʦʙʳ 

ʙʳʩʪʨʦ ʠ ʵʬʬʝʢʪʠʚʥʦ ʨʘʙʦʪʘʪʴ ʩ ʜʦʢʫʤʝʥʪʦʤ, ʥʫʞʥʦ ʟʥʘʪʴ, ʢʘʢ ʧʝʨʝʤʝʱʘʪʴ ʢʫʨʩʦʨ, ʢʦʪʦʨʳʡ ʦʪʤʝʯʘʝʪ ʪʦʯʢʫ 

ʚʩʪʘʚʢʠ ʚʚʦʜʠʤʦʛʦ ʪʝʢʩʪʘ. ɼʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʢʫʨʩʦʨʘ ʚ ʪʨʝʙʫʝʤʫʶ ʧʦʟʠʮʠʶ ʤʦʞʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʤʳʰʴʶ 

ʠʣʠ ʢʣʘʚʠʘʪʫʨʦʡ. 

 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ: 

¶ ɺʳʜʝʣʠʪʝ ʪʝʢʩʪ çʅʝʠʟʤʝʨʠʤʦ ʙʦʛʘʪʩʪʚʦ ʨʫʩʩʢʦʡ ʤʫʟʳʢʠè, ʟʘʪʝʤ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʣʝʥʪʳ, 

ʨʘʩʧʦʣʦʞʝʥʥʦʡ ʚ ʚʝʨʭʥʝʡ ʯʘʩʪʠ ʦʢʥʘ, ʚ ʛʨʫʧʧʝ ɹʫʬʝʨ ʦʙʤʝʥʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɺʳʨʝʟʘʪʴ. ʂʨʦʤʝ 

ʪʦʛʦ, ʚʳ ʤʦʞʝʪʝ ʜʦʩʪʠʯʴ ʪʦʛʦ ʞʝ ʨʝʟʫʣʴʪʘʪʘ, ʥʘʞʘʚ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ CTRL+X  (ʧʨʝʜʩʪʘʚʴʪʝ, ʯʪʦ ʙʫʢʚʘ 

çXè ð ʵʪʦ ʥʦʞʥʠʮʳ). ʅʘʯʘʚ ʧʦʩʪʦʷʥʥʦ ʨʘʙʦʪʘʪʴ ʩ ʜʦʢʫʤʝʥʪʘʤʠ, ʚʳ ʧʦʡʤʝʪʝ, ʥʘʩʢʦʣʴʢʦ ʫʜʦʙʥʦ ʠ 

ʵʬʬʝʢʪʠʚʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʵʪʦ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ. 

¶ ʇʝʨʝʤʝʩʪʠʪʝ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʚ ʢʦʥʝʮ ʚʪʦʨʦʛʦ ʘʙʟʘʮʘ, ʛʜʝ ʜʦʣʞʥʦ ʧʦʷʚʠʪʴʩʷ ʧʨʝʜʣʦʞʝʥʠʝ (ʧʦʩʣʝ 

ʪʦʯʢʠ).  

¶ ʅʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ɹʫʬʝʨ ʦʙʤʝʥʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɺʩʪʘʚʠʪʴʠʣʠ ʥʘʞʤʠʪʝ ʩʦʯʝʪʘʥʠʝ 

ʢʣʘʚʠʰ CTRL+V. ʇʨʝʜʣʦʞʝʥʠʝ ʙʫʜʝʪ ʚʩʪʘʚʣʝʥʦ ʚ ʥʫʞʥʦʝ ʤʝʩʪʦ.  

ʇʨʠʤʝʯʘʥʠʝ!: ʇʨʦʩʤʦʪʨʝʚ ʨʝʟʫʣʴʪʘʪʳ ʧʝʨʝʤʝʱʝʥʠʷ ʧʨʝʜʣʦʞʝʥʠʷ, ʚʳ ʦʩʪʘʣʠʩʴ ʥʝʜʦʚʦʣʴʥʳ ʚʥʝʩʝʥʥʳʤʠ 

ʠʟʤʝʥʝʥʠʷʤʠ. ʂ ʩʯʘʩʪʴʶ, ʚʘʤ ʥʝ ʥʫʞʥʦ ʩʥʦʚʘ ʧʦʚʪʦʨʷʪʴ ʚʩʶ ʧʨʦʮʝʜʫʨʫ, ʯʪʦʙʳ ʚʝʨʥʫʪʴ ʧʨʝʜʣʦʞʝʥʠʝ 

ʦʙʨʘʪʥʦ. ɺʤʝʩʪʦ ʵʪʦʛʦ ʚʦʩʧʦʣʴʟʫʡʪʝʩʴ ʢʦʤʘʥʜʦʡ ʆʪʤʝʥʘ. 

¶ ʅʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʚ ʚʝʨʭʥʝʡ ʯʘʩʪʠ ʦʢʥʘ ʱʝʣʢʥʠʪʝ ʩʪʨʝʣʢʫ ʢʥʦʧʢʠ ʆʪʤʝʥʘ. ʇʝʨʝʤʝʩʪʠʪʝ 

ʢʫʨʩʦʨ ʧʦ ʜʚʫʤ ʧʦʩʣʝʜʥʠʤ ʜʝʡʩʪʚʠʷʤ, ɺʩʪʘʚʠʪʴ ʠ ʂʦʧʠʨʦʚʘʪʴ, ʘ ʟʘʪʝʤ ʱʝʣʢʥʠʪʝ ʤʳʰʴʶ. ɺ ʨʝʟʫʣʴʪʘʪʝ 

ʵʪʠ ʜʝʡʩʪʚʠʷ ʙʫʜʫʪ ʦʪʤʝʥʝʥʳ ʠ ʧʨʝʜʣʦʞʝʥʠʝ ʟʘʡʤʝʪ ʩʚʦʝ ʧʝʨʚʦʥʘʯʘʣʴʥʦʝ ʤʝʩʪʦ.  

ʇʨʠʤʝʯʘʥʠʝ! ʏʪʦʙʳ ʧʦʣʫʯʠʪʴ ʵʪʦʪ ʨʝʟʫʣʴʪʘʪ, ʚʳ ʪʘʢʞʝ ʤʦʞʝʪʝ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʫʜʦʙʥʳʤ 

ʩʦʯʝʪʘʥʠʝʤ ʢʣʘʚʠʰ CTRL+Z, ʥʘʞʘʚ ʠʭ ʜʚʘʞʜʳ. 

 

ʇʦʠʩʢ ʠ ʟʘʤʝʥʘ ʜʘʥʥʳʭ 

ɽʩʣʠ ʥʫʞʥʦ ʥʘʡʪʠ ʚ ʜʦʢʫʤʝʥʪʝ ʢʘʢʦʝ-ʪʦ ʢʦʥʢʨʝʪʥʦʝ ʩʣʦʚʦ ʠʣʠ ʬʨʘʟʫ, ʘ ʤʦʞʝʪ ʙʳʪʴ ʟʘʤʝʥʠʪʴ 

ʦʧʨʝʜʝʣʝʥʥʳʡ ʪʝʢʩʪ ʯʝʤ-ʪʦ ʜʨʫʛʠʤ, ʜʣʷ ʵʪʦʛʦ ʜʦʩʪʘʪʦʯʥʦ ʦʪʢʨʳʪʴ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʅʘʡʪʠ ʠ ʟʘʤʝʥʠʪʴ ʠ 

ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʧʨʝʜʣʘʛʘʝʤʳʤ ʠʥʩʪʨʫʤʝʥʪʦʤ.  

 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ 

¶ ʅʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ, ʚ ʛʨʫʧʧʝ ʢʦʤʘʥʜ ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ, ʚʳʙʝʨʠʪʝ ɿʘʤʝʥʠʪʴ. 

¶ ɺ ʦʪʢʨʳʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʅʘʡʪʠ ʠ ɿʘʤʝʥʠʪʴ, ʥʘ ʚʢʣʘʜʢʝ ʟʘʤʝʥʠʪʴ ʚ ʧʦʣʝ ʅʘʡʪʠ: ʚʚʝʜʠʪʝ ʜʝʩʷʪʠ, ʚ 

ʧʦʣʝ ɿʘʤʝʥʠʪʴ ʥʘ ʚʚʝʜʠʪʝ 10. ʅʘʞʤʠʪʝ ɿʘʤʝʥʠʪʴ. 

 

ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʰʨʠʬʪʘ (ʪʠʧ, ʨʘʟʤʝʨ, ʥʘʯʝʨʪʘʥʠʝ) 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ 

¶ ɺʳʜʝʣʠʪʝ ʪʝʢʩʪ çʈʫʩʩʢʘʷ ʤʫʟʳʢʘ ï ʚʘʞʥʝʡʰʘʷ ʯʘʩʪʴ ʨʫʩʩʢʦʡ ʢʫʣʴʪʫʨʳè, ʟʘʪʝʤ ʥʘ ʣʝʥʪʝ ʥʘ 

ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ʐʨʠʬʪ  ʱʝʣʢʥʠʪʝ ʇʦʣʫʞʠʨʥʳʡ (ʚʳ ʪʘʢʞʝ ʤʦʞʝʪʝ ʥʘʞʘʪʴ ʩʦʯʝʪʘʥʠʝ 

ʢʣʘʚʠʰ CTRL+B). ʕʪʦʪ ʚʠʜ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʦʩʦʙʝʥʥʦ ʫʜʦʙʝʥ, ʝʩʣʠ ʥʫʞʥʦ ʠʟʤʝʥʠʪʴ ʬʦʨʤʘʪ ʚʩʝʛʦ ʣʠʰʴ 

ʥʝʩʢʦʣʴʢʠʭ ʟʥʘʢʦʚ ʠʣʠ ʩʣʦʚ ʚ ʪʝʢʩʪʝ ʜʦʢʫʤʝʥʪʘ. 

ʇʨʠʤʝʯʘʥʠʝ! ɽʩʣʠ ʚʳ ʨʝʰʠʪʝ, ʯʪʦ ʧʦʣʫʞʠʨʥʦʝ ʥʘʯʝʨʪʘʥʠʝ ʥʝ ʩʦʚʩʝʤ ʧʦʜʭʦʜʠʪ ʜʣʷ ʬʨʘʛʤʝʥʪʘ, ʝʛʦ 

ʣʝʛʢʦ ʦʪʤʝʥʠʪʴ. ʉʨʘʟʫ ʧʦʩʣʝ ʜʦʙʘʚʣʝʥʠʷ ʧʦʣʫʞʠʨʥʦʛʦ ʥʘʯʝʨʪʘʥʠʷ ʥʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʚ 
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ʚʝʨʭʥʝʡ ʯʘʩʪʠ ʦʢʥʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʪʤʝʥʘ. ɺʳ ʪʘʢʞʝ ʤʦʞʝʪʝ ʚʳʜʝʣʠʪʴ ʪʝʢʩʪ ʠ ʧʦʚʪʦʨʥʦ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʇʦʣʫʞʠʨʥʳʡ. 

¶ ɺʳʜʝʣʠʪʝ ʬʨʘʟʫ çʅʘ ʧʨʦʪʷʞʝʥʠʠ ʩʚʳʰʝ 10 ʩʪʦʣʝʪʠʡè ʠʟʤʝʥʠʪʝ ʮʚʝʪ ʰʨʠʬʪʘ. ɺʳʜʝʣʠʪʝ ʪʝʢʩʪ, ʘ ʟʘʪʝʤ ʥʘ 

ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ʐʨʠʬʪ ʥʘʚʝʜʠʪʝ ʫʢʘʟʘʪʝʣʴ ʥʘ ʢʥʦʧʢʫ ʎʚʝʪ ʰʨʠʬʪʘ. ʑʝʣʢʥʠʪʝ ʩʪʨʝʣʢʫ 

ʠ ʧʝʨʝʤʝʱʘʡʪʝ ʢʫʨʩʦʨ ʧʦ ʮʚʝʪʘʤ. ɺ ʜʦʢʫʤʝʥʪʝ ʩʨʘʟʫ ʧʦʢʘʟʳʚʘʝʪʩʷ, ʢʘʢ ʙʫʜʝʪ ʚʳʛʣʷʜʝʪʴ ʪʝʢʩʪ ʚ ʪʦʤ ʠʣʠ 

ʠʥʦʤ ʮʚʝʪʝ. ɺʳʙʝʨʠʪʝ ʧʦʥʨʘʚʠʚʰʠʡʩʷ ɺʘʤ ʮʚʝʪ ʠ ʱʝʣʢʥʠʪʝ ʝʛʦ. 

¶ ɺʳʜʝʣʠʪʝ ʚʝʩʴ ʪʝʢʩʪ (ʥʘʞʤʠʪʝ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ CTRL+ɸ). ɺ ʛʨʫʧʧʝ ʢʦʤʘʥʜ ʐʨʠʬʪ 

ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʈʘʟʤʝʨ ʰʨʠʬʪʘ, ʠʟʤʝʥʠʪʝ ʨʘʟʤʝʨ ʚʩʝʛʦ ʪʝʢʩʪʘ ʥʘ 16 ʧʪ.  

¶ ɺʳʜʝʣʠʪʝ ʪʝʢʩʪ çʈʫʩʩʢʘʷ ʤʫʟʳʢʘè. ʅʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ, ʚ ʛʨʫʧʧʝ ʢʦʤʘʥʜ ʐʨʠʬʪ ʱʝʣʢʥʠʪʝ ʧʦ ʩʪʨʝʣʢʝ 

ʢʦʤʘʥʜʳ ʰʨʠʬʪ, ʧʨʦʢʨʫʪʠʪʝ ʩʧʠʩʦʢ ʰʨʠʬʪʦʚ ʚʥʠʟ ʠ ʚʳʙʝʨʠʪʝ Monotype Corsiva. ɺʳʜʝʣʝʥʥʳʡ ʪʝʢʩʪ 

ʦʪʦʙʨʘʟʠʪʴʩʷ ʩ ʠʩʧʦʣʴʟʦʚʘʥʠʝʤ ʚʳʙʨʘʥʥʦʛʦ ʰʨʠʬʪʘ.  

¶ ɺ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ʐʨʠʬʪ (ʢʦʤʘʥʜʥʘʷ ʚʢʣʘʜʢʘ ɻʣʘʚʥʘʷ) ʱʝʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ ʐʨʠʬʪ, ʦʪʢʨʦʝʪʩʷ 

ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʐʨʠʬʪ. ɺ ʧʦʣʝ ɺʠʜʦʠʟʤʝʥʝʥʠʝ ʩʜʝʣʘʡʪʝ ʘʢʪʠʚʥʳʤ ʧʫʥʢʪ ʂʦʥʪʫʨ. ɺ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ 

ʐʨʠʬʪ ʥʘʞʤʠʪʝ ʆʂ.  

¶ ɺ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ʐʨʠʬʪ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʆʯʠʩʪʠʪʴ ʬʦʨʤʘʪ. ɺʳʜʝʣʝʥʥʳʡ ʪʝʢʩʪ ʚʝʨʥʝʪʩʷ ʢ ʠʩʭʦʜʥʦʤʫ 

ʩʦʩʪʦʷʥʠʶ. 

¶ ɺʳʜʝʣʠʪʝ ʪʝʢʩʪ çʚʘʞʥʝʡʰʘʷ ʯʘʩʪʴè, ʚ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ʐʨʠʬʪ, ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʅʘʜʩʪʨʦʯʥʳʡ ʟʥʘʢ. 

¶ ɺ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ʐʨʠʬʪ ʱʝʣʢʥʠʪʝ ʧʦ ʩʪʨʝʣʢʝ ʢʦʤʘʥʜʳ ʎʚʝʪ ʚʳʜʝʣʝʥʥʦʛʦ ʪʝʢʩʪʘ ʠ ʚ ʨʘʩʢʨʳʚʰʝʤʩʷ 

ʩʧʠʩʢʝ ʚʳʙʝʨʠʪʝ ʮʚʝʪ ɾʝʣʪʳʡ. 

¶ ɺʳʜʝʣʠʪʝ ʪʝʢʩʪ çʚʘʞʥʝʡʰʘʷ ʯʘʩʪʴè, ʚ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ɹʫʬʝʨ ʦʙʤʝʥʘ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʌʦʨʤʘʪ ʧʦ 

ʦʙʨʘʟʮʫ. ɺʳʜʝʣʠʪʝ ʬʨʘʟʫ çʅʘ ʧʨʦʪʷʞʝʥʠʠ ʩʚʳʰʝ 10 ʩʪʦʣʝʪʠʡè. ʂ ʚʳʜʝʣʝʥʥʦʤʫ ʪʝʢʩʪʫ ʧʨʠʤʝʥʠʪʩʷ 

ʢʦʧʠʨʫʝʤʳʡ ʬʦʨʤʘʪ. 

 

ʇʨʠʤʝʥʝʥʠʝ ʩʪʠʣʝʡ, ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʘʙʟʘʮʝʚ. 

ʄʦʞʥʦ ʚʳʜʝʣʠʪʴ ʥʫʞʥʳʝ ʬʨʘʟʳ ʧʦʣʫʞʠʨʥʳʤ ʥʘʯʝʨʪʘʥʠʝʤ ʠʣʠ ʢʫʨʩʠʚʦʤ, ʠʟʤʝʥʠʪʴ ʨʘʟʤʝʨ ʠ ʜʘʞʝ ʮʚʝʪ 

ʰʨʠʬʪʘ. ɺʤʝʩʪʦ ʪʦʛʦ, ʯʪʦʙʳ ʚʳʧʦʣʥʷʪʴ ʚʩʝ ʵʪʠ ʜʝʡʩʪʚʠʷ ʧʦ ʦʪʜʝʣʴʥʦʩʪʠ, ʚʳ ʠʤʝʝʪʝ ʚʦʟʤʦʞʥʦʩʪʴ ʧʨʠʤʝʥʠʪʴ 

ʕʢʩʧʨʝʩʩ-ʩʪʠʣʠ ð ʛʦʪʦʚʳʝ ʥʘʙʦʨʳ ʧʘʨʘʤʝʪʨʦʚ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʜʣʷ ʙʳʩʪʨʦʛʦ 

ʠʟʤʝʥʝʥʠʷ ʰʨʠʬʪʘ, ʨʘʟʤʝʨʘ ʠʣʠ ʮʚʝʪʘ ʰʨʠʬʪʘ. ʅʘʧʨʠʤʝʨ, ʵʢʩʧʨʝʩʩ-ʩʪʠʣʠ ʧʦʟʚʦʣʷʶʪ ʟʘʜʘʪʴ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ 

ʟʘʛʦʣʦʚʢʦʚ. 

 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ: 

¶ ɺʳʜʝʣʠʪʝ ʬʨʘʟʫ: çʅʝʠʟʤʝʨʠʤʦ ʙʦʛʘʪʩʪʚʦ ʨʫʩʩʢʦʡ ʤʫʟʳʢʠè. ɺ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ʉʪʠʣʠ ʱʝʣʢʥʠʪʝ ʧʦ 

ʢʥʦʧʢʝ ɼʦʧʦʣʥʠʪʝʣʴʥʳʝ ʧʘʨʘʤʝʪʨʳ. ʆʪʢʨʦʝʪʩʷ ɻʘʣʝʨʝʷ ʩʪʠʣʝʡ. 

¶ ɺ ʛʘʣʝʨʝʝ ʚʳʙʝʨʠʪʝ ʩʪʠʣʴ ʅʘʟʚʘʥʠʝ. ʂ ʚʳʜʝʣʝʥʥʦʤʫ ʪʝʢʩʪʫ ʧʨʠʤʝʥʠʪʩʷ ʚʳʜʝʣʝʥʥʳʡ ʩʪʠʣʴ. 

¶ ɺʳʜʝʣʠʪʝ ʧʝʨʚʳʡ ʘʙʟʘʮ. ɺ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ɸʙʟʘʮ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʇʦ ʮʝʥʪʨʫ. ɺʳʜʝʣʝʥʥʳʡ ʘʙʟʘʮ 

ʚʳʜʝʣʠʪʩʷ ʧʦ ʮʝʥʪʨʫ. 

¶ ɺʳʜʝʣʠʪʝ ʚʪʦʨʦʡ ʘʙʟʘʮ. ɺ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ɸʙʟʘʮ ʱʝʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ ɸʙʟʘʮ. ʆʪʢʨʦʝʪʩʷ ʜʠʘʣʦʛʦʚʦʝ 

ʦʢʥʦ ɸʙʟʘʮ. ɺ ʧʦʣʝ ʇʝʨʚʘʷ ʩʪʨʦʢʘ ʫʩʪʘʥʦʚʠʪʝ ʧʘʨʘʤʝʪʨ ʆʪʩʪʫʧ ʠ ʥʘʞʤʠʪʝ ʆʂ. ɼʠʘʣʦʛʦʚʦʝ ʦʢʥʦ 

ʟʘʢʨʦʝʪʩʷ ʠ ʫ ʚʳʜʝʣʝʥʥʦʛʦ ʘʙʟʘʮʘ ʧʦʷʚʠʪʩʷ çʢʨʘʩʥʘʷ ʩʪʨʦʢʘè. 

¶ ɺ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ɸʙʟʘʮ ʱʝʣʢʥʠʪʝ ʧʦ ʩʪʨʝʣʢʝ ʢʦʤʘʥʜʳ ʅʘʩʪʨʦʡʢʘ ʛʨʘʥʠʮ ʠ ʚʳʙʝʨʠʪʝ ʧʫʥʢʪ 

ɺʝʨʭʥʷʷ ʛʨʘʥʠʮʘ. ʅʘʜ ʪʝʩʪʦʤ ʧʦʷʚʠʪʩʷ ʛʦʨʠʟʦʥʪʘʣʴʥʘʷ ʣʠʥʠʷ. 

¶ ɺ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ɸʙʟʘʮ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʄʝʞʩʪʨʦʯʥʳʡ ʠʥʪʝʨʚʘʣ, ʟʘʪʝʤ ʚʳʙʝʨʠʪʝ ʧʫʥʢʪ 3,0. 

¶ ɺ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ɸʙʟʘʮ ʜʚʘʞʜʳ ʱʝʣʢʥʠʪʝ ʧʦ ʢʦʤʘʥʜʝ ʋʚʝʣʠʯʠʪʴ ʦʪʩʪʫʧ. ɼʘʥʥʳʡ ʘʙʟʘʮ ʩʤʝʩʪʠʪʩʷ 

ʚʧʨʘʚʦ. 

 

ɺʳʙʦʨ ʪʝʤʳ ʜʣʷ ʜʦʢʫʤʝʥʪʦʚ 

ʊʝʤʳ ʜʦʢʫʤʝʥʪʘ ʧʦʟʚʦʣʷʶʪ ʬʦʨʤʘʪʠʨʦʚʘʪʴ ʚʩʝ ʦʙʲʝʢʪʳ ʚ ʜʦʢʫʤʝʥʪʝ ʚ ʝʜʠʥʦʤ ʩʪʠʣʝ. ʊʝʤʘ ʦʧʨʝʜʝʣʷʝʪ 

ʰʨʠʬʪ, ʮʚʝʪʦʚʫʶ ʩʭʝʤʫ ʜʦʢʫʤʝʥʪʘ, ʛʨʘʥʠʮʳ ʦʙʲʝʢʪʦʚ, ʩʪʠʣʴ, ʠʥʪʝʨʚʘʣʳ, ʧʦʣʷ ʠ ʧʨʦʯʝʝ. ʊʝʤʳ ʜʦʢʫʤʝʥʪʘ 

ʤʦʞʥʦ ʥʘʡʪʠ ʥʘ ʚʢʣʘʜʢʝ ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ ʚ ʛʨʫʧʧʝ ʊʝʤʳ. 

 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ: 

¶ ʇʝʨʝʡʜʠʪʝ ʢ ʥʘʙʦʨʫ ʢʦʤʘʥʜ ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ. 

¶ ɺ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ʊʝʤʳ ʱʝʣʢʥʠʪʝ ʧʦ ʢʦʤʘʥʜʝ ʊʝʤ.r ʆʪʢʨʦʝʪʩʷ ʛʘʣʝʨʝʷ ʪʝʤ. 

¶ ɺ ʨʘʩʢʨʳʚʰʝʡʩʷ ʛʘʣʝʨʝʝ ʚʳʙʝʨʠʪʝ ʪʝʤʳ ʆʬʠʮʠʘʣʴʥʘʷ. ʊʝʤʘ ʦʬʦʨʤʣʝʥʠʷ ʜʦʢʫʤʝʥʪʘ ʩʤʝʥʠʪʩʷ ʥʘ 

ʚʳʙʨʘʥʥʫʶ ɺʘʤʠ. 

 

ɹʳʩʪʨʦʝ ʩʦʟʜʘʥʠʝ ʪʠʪʫʣʴʥʦʡ ʩʪʨʘʥʠʮʳ 

ɺ Office Word ʜʦʩʪʘʪʦʯʥʦ ʧʨʦʩʪʦ ʩʦʟʜʘʪʴ ʧʨʦʬʝʩʩʠʦʥʘʣʴʥʳʡ ʪʠʪʫʣʴʥʳʡ ʣʠʩʪ. ʏʪʦʙʳ ʦʪʦʙʨʘʟʠʪʴ ʛʘʣʝʨʝʶ 

ʩʪʠʣʝʡ ʪʠʪʫʣʴʥʳʭ ʣʠʩʪʦʚ, ʥʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ ʩʣʝʜʫʝʪ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʊʠʪʫʣʴʥʘʷ ʩʪʨʘʥʠʮʘ. ɿʘʪʝʤ ʥʫʞʥʦ 

ʱʸʣʢʥʫʪʴ ʤʳʰʴʶ ʥʘ ʧʦʥʨʘʚʠʚʰʝʡʩʷ ʩʪʨʘʥʠʮʝ ʠ ʦʥʘ ʧʦʷʚʠʪʩʷ ʚ ʜʦʢʫʤʝʥʪʝ. ʇʦʩʣʝ ʵʪʦʛʦ ʦʩʪʘʥʝʪʩʷ ʚʚʝʩʪʠ ʩʚʦʡ 

ʪʝʢʩʪ ʥʘ ʧʦʣʷʭ. 
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ʊʠʪʫʣʴʥʳʡ ʣʠʩʪ ʤʦʞʥʦ ʥʘʩʪʨʘʠʚʘʪʴ ʧʦ ʩʚʦʝʤʫ ʫʩʤʦʪʨʝʥʠʶ, ʥʘʧʨʠʤʝʨ, ʜʦʙʘʚʠʪʴ ʣʦʛʦʪʠʧ, ʬʦʪʦʛʨʘʬʠʶ, 

ʚʳʙʨʘʪʴ ʮʚʝʪʦʚʫʶ ʩʭʝʤʫ, ʰʨʠʬʪ ʠ ʪ.ʜ. ʇʦʩʣʝ ʵʪʦʪ ʪʠʪʫʣʴʥʳʡ ʣʠʩʪ ʤʦʞʥʦ ʩʦʭʨʘʥʠʪʴ ʢʘʢ ʵʣʝʤʝʥʪ, ʢʦʪʦʨʳʡ 

ʙʫʜʝʪ ʠʩʧʦʣʴʟʦʚʘʪʴʩʷ ʚ ʜʨʫʛʠʭ ʜʦʢʫʤʝʥʪʘʭ.  

 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ: 

¶ ʇʝʨʝʡʜʠʪʝ ʢ ʢʦʤʘʥʜʥʦʡ ʚʢʣʘʜʢʝ ʚʩʪʘʚʢʘ. ɺ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ʉʪʨʘʥʠʮʳ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʊʠʪʫʣʴʥʘʷ 

ʩʪʨʘʥʠʮʘ. ʆʪʢʨʦʝʪʩʷ ʛʘʣʝʨʝʷ ʪʠʪʫʣʴʥʳʭ ʩʪʨʘʥʠʮ.  

¶ ɺ ʨʘʩʢʨʳʚʰʝʤʩʷ ʩʧʠʩʢʝ ʚʳʙʝʨʠʪʝ ʩʪʨʘʥʠʮʫ ʂʫʙʠʢʠ. ɼʘʥʥʘʷ ʩʪʨʘʥʠʮʘ ʙʫʜʝʪ ʚʩʪʘʚʣʝʥʘ ʚ ʜʦʢʫʤʝʥʪ. 

¶ ɺ ʧʦʣʝ ɺʚʝʜʠʪʝ ʥʘʟʚʘʥʠʝ ʦʨʛʘʥʠʟʘʮʠʠ ʚʚʝʜʠʪʝ ʂʦʤʧʘʥʠʷ çʄʫʟʳʢʘè 

¶ ɺ ʧʦʣʝ ɺʚʝʜʠʪʝ ʥʘʟʚʘʥʠʝ ʜʦʢʫʤʝʥʪʘ ʚʚʝʜʠʪʝ çʄʫʟʳʢʘʣʴʥʦʝ ʠʩʢʫʩʩʪʚʦ ʚ ʈʦʩʩʠʡʩʢʦʡ ʀʤʧʝʨʠʠè. 

¶ ɺ ʧʦʣʝ ɺʚʝʜʠʪʝ ʧʦʜʟʘʛʦʣʦʚʦʢ ʜʦʢʫʤʝʥʪʘ ʚʚʝʜʠʪʝ ʆʙʟʦʨ. 

¶ ɺ ʧʦʣʝ ɺʚʝʜʠʪʝ ʘʚʪʦʨʘ ʜʦʢʫʤʝʥʪʘ ʚʚʝʜʠʪʝ ʩʚʦʶ ʬʘʤʠʣʠʶ ʠ ʠʤʷ. 

¶ ʑʝʣʢʥʠʪʝ ʧʦ ʩʪʨʝʣʢʝ ʧʦʣʷ ɻʦʜ. ɺ ʨʘʩʢʨʳʚʰʝʤʩʷ ʢʘʣʝʥʜʘʨʝ ʚʳʙʝʨʠʪʝ ʉʝʛʦʜʥʷ. 

 

ʉʦʟʜʘʥʠʝ ʠ ʤʦʜʠʬʠʢʘʮʠʷ ʩʧʠʩʢʘ (ʤʘʨʢʠʨʦʚʘʥʥʳʡ, ʥʫʤʝʨʦʚʘʥʥʳʡ) 

ɺʳ ʤʦʞʝʪʝ ʩʦʟʜʘʪʴ ʥʫʤʝʨʦʚʘʥʥʳʝ ʠʣʠ ʤʘʨʢʠʨʦʚʘʥʥʳʝ ʩʧʠʩʢʠ, ʯʪʦʙʳ ʧʨʠʚʣʝʯʴ ʚʥʠʤʘʥʠʝ ʢ ʦʧʨʝʜʝʣʝʥʥʳʤ 

ʧʫʥʢʪʘʤ ʠʣʠ ʧʨʦʜʝʤʦʥʩʪʨʠʨʦʚʘʪʴ ʧʦʰʘʛʦʚʳʝ ʠʥʩʪʨʫʢʮʠʠ. 

 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ: 

¶ ɺʚʝʜʠʪʝ ʪʝʢʩʪ çʂʦʤʧʴʶʪʝʨʥʘʷ ʩʠʩʪʝʤʘ ʩʦʩʪʦʠʪ ʠʟ:è  

¶ ɺʚʝʜʠʪʝ 1) ʠ ʥʘ ʢʣʘʚʠʘʪʫʨʝ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ ʇʨʦʙʝʣ. ɹʫʜʝʪ ʩʦʟʜʘʥ ʧʝʨʚʳʡ ʵʣʝʤʝʥʪ ʥʫʤʝʨʦʚʘʥʥʦʛʦ 
ʩʧʠʩʢʘ. 

¶ ɺʚʝʜʠʪʝ: çʘʧʧʘʨʘʪʥʳʝ ʢʦʤʧʦʥʝʥʪʳè ʠ ʥʘ ʢʣʘʚʠʘʪʫʨʝ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ Enter. ɸʚʪʦʤʘʪʠʯʝʩʢʠ ʙʫʜʝʪ 

ʩʦʟʜʘʥ ʚʪʦʨʦʡ ʵʣʝʤʝʥʪ ʥʫʤʝʨʦʚʘʥʥʦʛʦ ʩʧʠʩʢʘ. 

¶ ɺʚʝʜʠʪʝ: çʧʨʦʛʨʘʤʤʥʳʝ ʢʦʤʧʦʥʝʥʪʳè, ʟʘʪʝʤ ʫʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ ʧʦʩʣʝ ʪʝʢʩʪʘ ʧʝʨʚʦʛʦ ʵʣʝʤʝʥʪʘ ʩʧʠʩʢʘ  
ʠ ʥʘ ʢʣʘʚʠʘʪʫʨʝ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ Enter.  

¶ ɺʚʝʜʠʪʝ: çʢʦʨʧʫʩè ʠ ʥʘ ʢʣʘʚʠʘʪʫʨʝ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ Enter. 

¶ ɺʚʝʜʠʪʝ: çʢʘʙʝʣʠè ʠ ʥʘ ʢʣʘʚʠʘʪʫʨʝ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ Enter.  

¶ ɺʚʝʜʠʪʝ: çʤʦʥʠʪʦʨʳè ʠ ʥʘ ʢʣʘʚʠʘʪʫʨʝ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ Enter. 

¶ ɺʳʜʝʣʠʪʝ ʪʨʠ ʚʚʝʜʝʥʥʳʝ ʩʪʨʦʯʢʠ, ʟʘʪʝʤ ʚ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ɸʙʟʘʮ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʄʘʨʢʝʨʳ. 

¶ ʋʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ ʧʦʩʣʝ ʧʦʩʣʝʜʥʝʛʦ ʵʣʝʤʝʥʪʘ ʩʧʠʩʢʘ çʇʨʦʛʨʘʤʤʥʳʭ ʢʦʤʧʦʥʝʥʪʦʚè, ʟʘʪʝʤ ʥʘ 

ʢʣʘʚʠʘʪʫʨʝ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ Enter ʠ ʜʚʘʞʜʳ ʢʣʘʚʠʰʫ Backspace. 

¶ ɺʚʝʜʠʪʝ: çʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘè ʠ ʥʘ ʢʣʘʚʠʘʪʫʨʝ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ Enter. 

¶ ɺʚʝʜʠʪʝ: çʇʨʠʢʣʘʜʥʳʝ ʧʨʦʛʨʘʤʤʳè ʠ ʥʘ ʢʣʘʚʠʘʪʫʨʝ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ Enter. 

¶ ɺʳʜʝʣʠʪʝ ʜʚʝ ʚʚʝʜʝʥʥʳʝ ʩʪʨʦʯʢʠ, ʟʘʪʝʤ ʚ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ɸʙʟʘʮ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʄʘʨʢʝʨʳ. 

¶ ʅʝ ʩʥʠʤʘʷ ʚʳʜʝʣʝʥʠʷ ʚ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ɸʙʟʘʮ, ʱʝʣʢʥʠʪʝ ʧʦ ʩʪʨʝʣʢʝ ʢʦʤʘʥʜʳ ʄʘʨʢʝʨʳ. ʆʪʢʨʦʝʪʩʷ 

ʛʘʣʝʨʝʷ ʤʘʨʢʝʨʦʚ. 

¶ ɺ ʦʪʢʨʳʚʰʝʡʩʷ ʛʘʣʝʨʝʝ ʚʳʙʝʨʠʪʝ ʤʘʨʢʝʨ. ʄʘʨʢʝʨʳ ʚʳʜʝʣʝʥʥʳʭ ʵʣʝʤʝʥʪʦʚ ʠʟʤʝʥʷʪʩʷ. 

¶ ɺʳʜʝʣʠʪʝ ʪʨʠ ʵʣʝʤʝʥʪʘ ʧʝʨʚʦʛʦ ʤʘʨʢʠʨʦʚʘʥʥʦʛʦ ʩʧʠʩʢʘ. 

¶ ʅʝ ʩʥʠʤʘʷ ʚʳʜʝʣʝʥʠʷ ʚ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ɸʙʟʘʮ ʱʝʣʢʥʠʪʝ ʧʦ ʩʪʨʝʣʢʝ ʢʦʤʘʥʜʳ ʄʘʨʢʝʨʳ. 

¶ ɺ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʆʧʨʝʜʝʣʠʪʴ ʥʦʚʳʡ ʤʘʨʢʝʨ. ʑʝʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ ʈʠʩʫʥʦʢ ʠ ʚ 

ʦʪʢʨʳʚʰʝʡʩʷ ʛʘʣʝʨʝʝ ʚʳʙʝʨʠʪʝ ʣʶʙʦʡ ʧʦʥʨʘʚʠʚʰʠʡʩʷ ʤʘʨʢʝʨ ʠ ʜʚʘʞʜʳ ʱʝʣʢʥʠʪʝ ʧʦ ʥʝʤʫ ʤʳʰʢʦʡ. 

ʅʘʞʤʠʪʝ ʆʂ. ɼʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʟʘʢʨʦʝʪʩʷ. 

 

ʈʘʙʦʪʘ ʩ ʰʘʙʣʦʥʘʤʠ 
ʇʨʦʮʝʩʩ ʦʬʦʨʤʣʝʥʠʷ ʜʦʢʫʤʝʥʪʘ ʟʥʘʯʠʪʝʣʴʥʦ ʫʧʨʦʩʪʠʪʴʩʷ ʧʨʠ ʠʩʧʦʣʴʟʦʚʘʥʠʠ ʐʘʙʣʦʥʦʚ. ʐʘʙʣʦʥʳ 

ʧʨʝʜʩʪʘʚʣʷʶʪ ʩʦʙʦʡ ʦʙʨʘʟʮʳ ʪʠʧʦʚʳʭ ʜʦʢʫʤʝʥʪʦʚ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʤʦʜʠʬʠʮʠʨʦʚʘʪʴ ʚ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ 

ʢʦʥʢʨʝʪʥʳʤʠ ʥʫʞʜʘʤʠ. ʇʨʠ ʤʦʜʠʬʠʢʘʮʠʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʩʣʝʜʫʝʪ ʠʩʧʦʣʴʟʦʚʘʪʴ ʦʜʥʠ ʠ ʪʝ ʞʝ ʘʪʨʠʙʫʪʳ, ʯʪʦʙʳ 

ʚʳʜʝʨʞʘʪʴ ʜʦʢʫʤʝʥʪ ʚ ʝʜʠʥʦʤ ʩʪʠʣʝ. 

 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ: 

¶ ʑʝʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ çOfficeè, ʘ ʟʘʪʝʤ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʉʦʟʜʘʪʴ. ɺ ʦʙʣʘʩʪʠ ʐʘʙʣʦʥʳ ʚʳʙʝʨʠʪʝ ʧʫʥʢʪ 

ʋʩʪʘʥʦʚʣʝʥʥʳʝ ʰʘʙʣʦʥʳ. ɺ ʢʘʯʝʩʪʚʝ ʰʘʙʣʦʥʘ ʜʣʷ ʧʠʩʴʤʘ ʚʳʙʝʨʠʪʝ ʀʟʳʩʢʘʥʥʦʝ ʧʠʩʴʤʦ.  

¶ ʑʝʣʢʥʠʪʝ ʧʦ ʩʪʨʝʣʢʝ ʧʦʣʷ ɺʚʝʜʠʪʝ ʧʨʠʚʝʪʩʪʚʠʝ ʚʚʝʜʠʪʝ: çɼʦʨʦʛʦʡ ɼʝʜ ʄʦʨʦʟè.  

¶ ʉʦʪʨʠʪʝ ʪʝʢʩʪ ʂʦʣʣʝʢʮʠʠ ʥʘ ʚʢʣʘʜʢʝ.. ʠ ʚʚʝʜʠʪʝ:  

çʇʦʟʜʨʘʚʣʷʶ ʪʝʙʷ ʩ ʥʘʩʪʫʧʘʶʱʠʤ ʅʦʚʳʤ ʛʦʜʦʤ! ʊʳ ʠ ʉʥʝʛʫʨʦʯʢʘ, ʥʘʚʝʨʥʦʝ, ʟʘʥʷʪʳ ʧʨʠʛʦʪʦʚʣʝʥʠʷʤʠ ʢ 

ʧʨʘʟʜʥʠʢʫ? ʄʳ ʪʦʞʝ ʛʦʪʦʚʠʤʩʷ ʢ ʚʩʪʨʝʯʝ ʅʦʚʦʛʦ ʛʦʜʘ! 

ɺʝʩʴ ʵʪʦʪ ʛʦʜ ʷ ʚʝʜʫ ʩʝʙʷ ʭʦʨʦʰʦ. ʗ ʧʦʤʦʛʘʶ ʤʘʤʝ ʠ ʧʘʧʝ, ʫʙʠʨʘʶ ʩʚʦʶ ʢʦʤʥʘʪʫ ʠ ʤʦʶ ʧʦʩʫʜʫ. ɽʱʝ ʷ 

ʢʦʨʤʣʶ ʨʳʙʦʢ. 

ɺ ʵʪʦʪ ʧʨʘʟʜʥʠʢ ʷ ʥʘʜʝʶʩʴ, ʯʪʦ ʪʳ ʧʦʜʘʨʠʰʴ ʤʥʝ ʢʨʘʩʠʚʳʝ ʠʛʨʫʰʢʠ. ɺʦʪ ʦ ʢʘʢʠʭ ʧʦʜʘʨʢʘʭ ʷ ʤʝʯʪʘʶ ʚ ʵʪʦʤ 

ʛʦʜʫ: 

Õ ʅʦʚʳʡ ʚʝʣʦʩʠʧʝʜ 

Õ ɹʦʣʴʰʦʡ ʤʷʯ 
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Õ ʅʝʩʢʦʣʴʢʦ ʧʘʟʣʦʚè 

 

¶ ɺ ʧʦʣʝ ɺʚʝʜʠʪʝ ʟʘʢʣʶʯʝʥʠʝ ʚʚʝʜʠʪʝ: ʉ ʣʶʙʦʚʴʶ,  

¶ ɺ ʧʦʣʝ ɺʚʝʜʠʪʝ ʥʘʟʚʘʥʠʝ ʦʨʛʘʥʠʟʘʮʠʠ ʦʪʧʨʘʚʠʪʝʣʷ ʚʚʝʜʠʪʝ ʪʝʢʩʪ: ʪʚʦʡ ɼʠʤʘ. 

¶ ʉʦʭʨʘʥʠʪʝ ʧʠʩʴʤʦ ʧʦʜ ʠʤʝʥʝʤ Mail. 

 

ʇʨʦʚʝʨʢʘ ʧʨʘʚʦʧʠʩʘʥʠʷ 

 
ʇʨʦʚʝʨʢʘ ʦʨʬʦʛʨʘʬʠʠ, ʛʨʘʤʤʘʪʠʢʠ. 

ɺ ʧʨʦʮʝʩʩʝ ʚʚʦʜʘ ʪʝʢʩʪʘ ʚʨʝʤʷ ʦʪ ʚʨʝʤʝʥʠ ʧʦʜ ʩʣʦʚʘʤʠ ʤʦʞʝʪ ʧʦʷʚʣʷʪʴʩʷ ʚʦʣʥʠʩʪʘʷ ʯʝʨʪʘ ʢʨʘʩʥʦʛʦ, 

ʟʝʣʝʥʦʛʦ ʠʣʠ ʩʠʥʝʛʦ ʮʚʝʪʘ. 

¶ ʇʦʜʯʝʨʢʠʚʘʥʠʝ ʢʨʘʩʥʳʤ ʮʚʝʪʦʤ. ʕʪʦ ʧʦʜʯʝʨʢʠʚʘʥʠʝ ʫʢʘʟʳʚʘʝʪ ʥʘ ʚʦʟʤʦʞʥʫʶ ʦʨʬʦʛʨʘʬʠʯʝʩʢʫʶ ʦʰʠʙʢʫ 
ʠʣʠ ʥʘ ʪʦ, ʯʪʦ ʚ ʧʨʠʣʦʞʝʥʠʠ Word ʚʚʝʜʝʥʥʦʝ ʩʣʦʚʦ ʦʢʘʟʘʣʦʩʴ ʥʝ ʨʘʩʧʦʟʥʘʥʥʳʤ (ʥʘʧʨʠʤʝʨ, ʚ ʩʣʫʯʘʝ 

ʠʤʝʥʠ ʩʦʙʩʪʚʝʥʥʦʛʦ ʠʣʠ ʥʘʟʚʘʥʠʷ ʤʝʩʪʥʦʩʪʠ). ɽʩʣʠ ʩʣʦʚʦ ʚʚʝʜʝʥʦ ʚʝʨʥʦ, ʦʜʥʘʢʦ ʚ ʧʨʠʣʦʞʝʥʠʠ Word ʦʥʦ 

ʥʝ ʙʳʣʦ ʨʘʩʧʦʟʥʘʥʦ, ʵʪʦ ʩʣʦʚʦ ʤʦʞʥʦ ʜʦʙʘʚʠʪʴ ʚ ʩʣʦʚʘʨʴ Word, ʯʪʦʙʳ ʧʨʝʜʦʪʚʨʘʪʠʪʴ ʝʛʦ ʧʦʜʯʝʨʢʠʚʘʥʠʝ 

ʚ ʙʫʜʫʱʝʤ. ɺ ʭʦʜʝ ʧʨʘʢʪʠʯʝʩʢʦʛʦ ʟʘʥʷʪʠʷ ʙʫʜʝʪ ʧʦʢʘʟʘʥʦ, ʢʘʢ ʵʪʦ ʚʳʧʦʣʥʠʪʴ. 

¶ ʇʦʜʯʝʨʢʠʚʘʥʠʝ ʟʝʣʝʥʳʤ ʮʚʝʪʦʤ. ʕʪʦ ʧʦʜʯʝʨʢʠʚʘʥʠʝ ʫʢʘʟʳʚʘʝʪ ʥʘ ʪʦ, ʯʪʦ ʜʦʣʞʥʘ ʙʳʪʴ ʧʝʨʝʩʤʦʪʨʝʥʘ 

ʛʨʘʤʤʘʪʠʢʘ ʧʨʝʜʣʦʞʝʥʠʷ. 

¶ ʇʦʜʯʝʨʢʠʚʘʥʠʝ ʩʠʥʠʤ ʮʚʝʪʦʤ. ʕʪʦ ʦʟʥʘʯʘʝʪ, ʯʪʦ ʩʣʦʚʦ ʚʚʝʜʝʥʦ ʧʨʘʚʠʣʴʥʦ, ʦʜʥʘʢʦ ʦʥʦ ʥʝ ʩʦʦʪʚʝʪʩʪʚʫʝʪ 
ʧʨʝʜʣʦʞʝʥʠʶ. ʅʘʧʨʠʤʝʨ, ʚʤʝʩʪʦ ʩʣʦʚʘ çʥʝè ʫʢʘʟʘʥʦ ʩʣʦʚʦ çʥʝʪè. 

 

ʏʪʦ ʜʝʣʘʪʴ ʩ ʧʦʜʯʝʨʢʠʚʘʥʠʷʤʠ? ʑʝʣʢʥʠʪʝ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʧʦʜʯʝʨʢʥʫʪʦʝ ʩʣʦʚʦ, ʯʪʦʙʳ ʧʨʦʩʤʦʪʨʝʪʴ 

ʧʨʝʜʣʦʞʝʥʥʳʝ ʠʩʧʨʘʚʣʝʥʠʷ (ʠʥʦʛʜʘ ʦʥʠ ʦʪʩʫʪʩʪʚʫʶʪ). ʑʝʣʢʥʠʪʝ ʠʩʧʨʘʚʣʝʥʠʝ, ʯʪʦʙʳ ʟʘʤʝʥʠʪʴ ʠʤ ʩʣʦʚʦ ʚ 

ʜʦʢʫʤʝʥʪʝ ʠ ʫʙʨʘʪʴ ʧʦʜʯʝʨʢʠʚʘʥʠʝ. ʆʙʨʘʪʠʪʝ ʚʥʠʤʘʥʠʝ, ʯʪʦ ʧʨʠ ʧʝʯʘʪʠ ʜʦʢʫʤʝʥʪʘ ʩ ʧʦʜʯʝʨʢʠʚʘʥʠʷʤʠ ʦʥʠ ʥʝ 

ʦʪʦʙʨʘʞʘʶʪʩʷ ʚ ʨʘʩʧʝʯʘʪʘʥʥʦʤ ʜʦʢʫʤʝʥʪʝ. 

ʇʨʠʤʝʯʘʥʠʝ!: ʅʝʙʦʣʴʰʦʝ ʧʨʝʜʫʧʨʝʞʜʝʥʠʝ ʧʦ ʨʘʙʦʪʝ ʩ ʟʝʣʝʥʳʤʠ ʠ ʩʠʥʠʤʠ ʧʦʜʯʝʨʢʠʚʘʥʠʷʤʠ: ʚ ʧʨʠʣʦʞʝʥʠʠ 

Word ʭʦʨʦʰʦ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʧʨʦʚʝʨʢʘ ʦʨʬʦʛʨʘʬʠʠ, ʢʦʪʦʨʘʷ ʯʘʱʝ ʚʩʝʛʦ ʜʦʩʪʘʪʦʯʥʦ ʦʯʝʚʠʜʥʘ. ʆʜʥʘʢʦ 

ʧʨʦʚʝʨʢʘ ʛʨʘʤʤʘʪʠʢʠ ʠ ʧʨʘʚʠʣʴʥʦʛʦ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʩʣʦʚ ʚ ʧʨʝʜʣʦʞʝʥʠʠ ʥʝ ʩʪʦʣʴ ʧʨʦʩʪʘ. ɽʩʣʠ ʚʳ ʫʚʝʨʝʥʳ ʚ 

ʩʚʦʝʡ ʧʨʘʚʦʪʝ, ʤʦʞʥʦ ʧʨʦʠʛʥʦʨʠʨʦʚʘʪʴ ʧʨʝʜʣʦʞʝʥʥʳʝ ʠʩʧʨʘʚʣʝʥʠʷ ʠ ʫʙʨʘʪʴ ʟʥʘʢʠ ʧʦʜʯʝʨʢʠʚʘʥʠʷ. ɺ ʭʦʜʝ 

ʧʨʘʢʪʠʯʝʩʢʦʛʦ ʟʘʥʷʪʠʷ ʙʫʜʝʪ ʧʦʢʘʟʘʥʦ, ʢʘʢ ʵʪʦ ʚʳʧʦʣʥʠʪʴ. 

ʉʦʚʝʪ! ɽʩʣʠ ʥʝ ʫʜʦʙʥʦ ʧʨʝʨʳʚʘʪʴ ʨʘʙʦʪʫ ʧʨʠ ʧʦʷʚʣʝʥʠʠ ʧʦʜʯʝʨʢʠʚʘʥʠʷ, ʤʦʞʥʦ ʧʨʦʩʪʦ ʧʨʦʠʛʥʦʨʠʨʦʚʘʪʴ ʝʛʦ. 

ʇʦ ʟʘʚʝʨʰʝʥʠʠ ʨʘʙʦʪʳ ʚʳʧʦʣʥʠʪʝ ʦʜʥʦʚʨʝʤʝʥʥʫʶ ʧʨʦʚʝʨʢʫ ʛʨʘʤʤʘʪʠʢʠ ʠ ʦʨʬʦʛʨʘʬʠʠ.  

 

ʊʝʟʘʫʨʫʩ 
ʄʦʞʥʦ ʫʣʫʯʰʠʪʴ ʩʪʠʣʴ ʠʟʣʦʞʝʥʠʷ, ʦʙʨʘʪʠʚʰʠʩʴ ʢ ʪʝʟʘʫʨʫʩ, ʢʦʪʦʨʳʡ ʧʨʝʜʣʘʛʘʝʪ ʩʠʥʦʥʠʤʳ ʩʣʦʚ. ʏʪʦʙʳ 

ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʪʝʟʘʫʨʫʩʦʤ, ʚʳʜʝʣʠʪʝ ʩʣʦʚʦ, ʢʦʪʦʨʦʝ ʭʦʪʝʣʠ ʙʳ ʟʘʤʝʥʠʪʴ, ʘ ʟʘʪʝʤ ʥʘ ʚʢʣʘʜʢʝ ʨʝʮʝʥʟʠʨʦʚʘʥʠʝ 

ʫʢʘʞʠʪʝ ʢʦʤʘʥʜʫ ʊʝʟʘʫʨʫʩ, ʯʪʦʙʳ ʚ ʣʝʚʦʡ ʯʘʩʪʠ ʦʢʥʘ ʦʪʦʙʨʘʟʠʪʴ ʦʢʥʦ, ʩʦʜʝʨʞʘʱʝʝ ʩʧʠʩʦʢ ʩʠʥʦʥʠʤʦʚ 

ʚʳʜʝʣʝʥʥʦʛʦ ʩʣʦʚʘ. 

 

ʉʪʘʪʠʩʪʠʢʘ 
ʇʨʠ ʚʚʦʜʝ ʪʝʢʩʪʘ ʚ ʜʦʢʫʤʝʥʪ Word ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʧʦʜʩʯʠʪʳʚʘʝʪ ʯʠʩʣʦ ʩʪʨʘʥʠʮ ʠ ʩʣʦʚ ʚ ʜʦʢʫʤʝʥʪʝ ʠ 

ʦʪʦʙʨʘʞʘʝʪ ʵʪʠ ʜʘʥʥʳʝ ʚ ʩʪʨʦʢʝ ʩʦʩʪʦʷʥʠʷ ʚ ʥʠʞʥʝʡ ʯʘʩʪʠ ʨʘʙʦʯʝʡ ʦʙʣʘʩʪʠ (ʨʠʩ. 2.5). 

 

 
ʈʠʩ.2.5 ʌʨʘʛʤʝʥʪ ʩʪʨʦʢʠ ʩʦʩʪʦʷʥʠʷ (ʩʪʨʦʢʠ ʩʪʘʪʫʩʘ) Word. 

 

ɽʩʣʠ ʩʯʝʪʯʠʢ ʩʣʦʚ ʚ ʩʪʨʦʢʝ ʩʦʩʪʦʷʥʠʷ ʥʝ ʦʪʦʙʨʘʞʘʝʪʩʷ, ʱʝʣʢʥʠʪʝ ʩʪʨʦʢʫ ʩʦʩʪʦʷʥʠʷ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʠ 

ʚʳʙʝʨʠʪʝ ʧʫʥʢʪ ʉʪʘʪʠʩʪʠʢʘ. ʆʪʢʨʦʝʪʩʷ ʦʢʥʦ, ʩʦʜʝʨʞʘʱʝʝ ʠʥʬʦʨʤʘʮʠʶ ʦ ʢʦʣʠʯʝʩʪʚʝ ʩʪʨʦʢ, ʩʣʦʚ, ʟʥʘʢʦʚ ʠ ʪ.ʜ. 

(ʨʠʩ.2.6). 

 
ʈʠʩ. 2.6 ʆʢʥʦ ʉʪʘʪʠʩʪʠʢʘ 
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ʇʝʨʝʚʦʜ ʪʝʢʩʪʘ 

Word ʚʢʣʶʯʘʝʪ ʩʣʦʚʘʨʠ ʥʝʩʢʦʣʴʢʠʭ ʷʟʳʢʦʚ ʠ ʩʨʝʜʩʪʚʘ, ʧʦʟʚʦʣʷʶʱʠʝ ʧʝʨʝʚʦʜʠʪʴ ʧʨʦʩʪʳʝ ʬʨʘʟʳ ʩ ʦʜʥʦʛʦ 

ʷʟʳʢʘ ʥʘ ʜʨʫʛʦʡ ʠ ʚʩʪʘʚʣʷʪʴ ʧʝʨʝʚʝʜʝʥʥʳʝ ʩʣʦʚʘ ʚ ʜʦʢʫʤʝʥʪ. ɼʣʷ ʧʝʨʝʚʦʜʘ ʙʦʣʝʝ ʜʣʠʥʥʳʭ ʬʨʘʛʤʝʥʪʦʚ ʤʦʞʥʦ 

ʩʚʷʟʘʪʴʩʷ ʩʦ ʩʣʫʞʙʦʡ ʧʝʨʝʚʦʜʦʚ Web ʥʝʧʦʩʨʝʜʩʪʚʝʥʥʦ ʩ ʧʘʥʝʣʠ ʟʘʜʘʯ ʧʝʨʝʚʦʜ. ʕʪʠʭ ʩʨʝʜʩʪʚ ʚʧʦʣʥʝ 

ʜʦʩʪʘʪʦʯʥʦ, ʯʪʦʙʳ ʧʦʣʫʯʠʪʴ ʧʨʝʜʩʪʘʚʣʝʥʠʝ ʦ ʩʦʜʝʨʞʘʥʠʠ ʜʦʢʫʤʝʥʪʘ, ʥʘʧʠʩʘʥʥʦʛʦ ʥʘ ʠʥʦʩʪʨʘʥʥʦʤ ʷʟʳʢʝ. ɺ 

ʦʪʚʝʪʩʪʚʝʥʥʳʭ ʩʣʫʯʘʷʭ, ʦʜʥʘʢʦ, ʩʣʝʜʫʝʪ ʧʨʠʙʝʛʥʫʪʴ ʢ ʫʩʣʫʛʘʤ ʧʝʨʝʚʦʜʯʠʢʘ, ʧʦʩʢʦʣʴʢʫ ʢʦʤʧʴʶʪʝʨʥʳʡ ʧʝʨʝʚʦʜ 

ʥʝ ʤʦʞʝʪ ʧʝʨʝʜʘʪʴ ʚʩʝʭ ʥʶʘʥʩʦʚ ʠʩʭʦʜʥʦʛʦ ʪʝʢʩʪʘ. 

 

ʇʝʯʘʪʴ ʜʦʢʫʤʝʥʪʘ 
 

ʇʦʣʷ 
ʇʦʣʷ ʩʪʨʘʥʠʮʳ ʧʨʝʜʩʪʘʚʣʷʶʪ ʩʦʙʦʡ ʧʫʩʪʦʝ ʧʨʦʩʪʨʘʥʩʪʚʦ ʧʦ ʢʨʘʷʤ ʩʪʨʘʥʠʮʳ. ʐʠʨʠʥʘ ʧʦʣʝʡ ʚʚʝʨʭʫ, ʚʥʠʟʫ, 

ʩʣʝʚʘ ʠ ʩʧʨʘʚʘ ʩʪʨʘʥʠʮʳ ʨʘʚʥʘ 2,54 ʩʤ. ʕʪʦ ʩʘʤʘʷ ʨʘʩʧʨʦʩʪʨʘʥʝʥʥʘʷ ʰʠʨʠʥʘ ʧʦʣʷ, ʝʝ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʜʣʷ 

ʙʦʣʴʰʠʥʩʪʚʘ ʜʦʢʫʤʝʥʪʦʚ. ʆʜʥʘʢʦ, ʯʪʦʙʳ ʠʟʤʝʥʷʪʴ ʨʘʟʤʝʨ ʧʦʣʝʡ, ʥʝʦʙʭʦʜʠʤʦ ʥʘʫʯʠʪʴʩʷ ʵʪʦ ʜʝʣʘʪʴ ʚ ʣʶʙʦʝ 

ʚʨʝʤʷ. ʇʦʣʷ ʜʨʫʛʦʛʦ ʨʘʟʤʝʨʘ ʤʦʛʫʪ ʙʳʪʴ ʫʜʦʙʥʳ ʧʨʠ ʩʦʟʜʘʥʠʠ ʢʦʨʦʪʢʦʛʦ ʜʦʢʫʤʝʥʪʘ, ʥʘʧʨʠʤʝʨ ʧʠʩʴʤʘ, 

ʨʝʮʝʧʪʘ, ʧʨʠʛʣʘʰʝʥʠʷ ʠʣʠ ʩʪʠʭʦʪʚʦʨʝʥʠʷ. 

 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ: 

¶ ʀʟʤʝʥʠʪʝ ʧʦʣʷ, ʚʦʩʧʦʣʴʟʫʡʪʝʩʴ ʣʝʥʪʦʡ, ʨʘʩʧʦʣʦʞʝʥʥʦʡ ʚ ʚʝʨʭʥʝʡ ʯʘʩʪʠ ʦʢʥʘ. ʆʪʢʨʦʡʪʝ ʚʢʣʘʜʢʫ 
ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ. ɺ ʛʨʫʧʧʝ ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʇʦʣ.̫ ʇʦʷʚʷʪʩʷ ʠʟʦʙʨʘʞʝʥʠʷ 

ʧʦʣʝʡ ʨʘʟʥʦʛʦ ʨʘʟʤʝʨʘ, ʧʨʝʜʩʪʘʚʣʝʥʥʳʝ ʨʠʩʫʥʢʘʤʠ ʤʘʣʦʛʦ ʨʘʟʤʝʨʘ (ʟʥʘʯʢʘʤʠ) ʩ ʫʢʘʟʘʥʠʝʤ 

ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʭ ʨʘʟʤʝʨʦʚ ʧʦʣʝʡ. 

¶ ɺʳʙʝʨʠʪʝ ʟʥʘʯʝʥʠʝ ʚ ʩʧʠʩʢʝ ð ʧʦʣʝ ʋʟʢʦʝ. ʐʠʨʦʢʦʝ. ʀ ʧʦʩʤʦʪʨʠʪʝ, ʢʘʢʠʝ ʠʟʤʝʥʝʥʠʷ ʧʨʦʠʟʦʰʣʠ ʩ 

ʨʝʜʘʢʪʠʨʫʝʤʳʤ ʚʘʤʠ ʜʦʢʫʤʝʥʪʦʤ. 

ʇʨʠʤʝʯʘʥʠʝ!: ʇʨʠ ʚʳʙʦʨʝ ʥʫʞʥʦʛʦ ʪʠʧʘ ʧʦʣʷ ʵʪʦʪ ʪʠʧ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʧʨʠʤʝʥʷʝʪʩʷ ʜʣʷ ʚʩʝʛʦ 

ʜʦʢʫʤʝʥʪʘ. ʇʨʠ ʚʳʙʦʨʝ ʧʦʣʷ ʮʚʝʪ ʟʥʘʯʢʘ ʵʪʦʛʦ ʧʦʣʷ ʠʟʤʝʥʠʪʩʷ. ʇʨʠ ʧʦʚʪʦʨʥʦʤ ʥʘʞʘʪʠʠ ʢʥʦʧʢʠ ʇʦʣʷ 

ʪʘʢʦʝ ʚʳʜʝʣʝʥʠʝ ʮʚʝʪʦʤ ʧʦʟʚʦʣʠʪ ʧʦʥʷʪʴ, ʢʘʢʦʡ ʨʘʟʤʝʨ ʧʦʣʷ ʫʩʪʘʥʦʚʣʝʥ ʜʣʷ ʜʦʢʫʤʝʥʪʘ. 

¶ ɺʳʙʝʨʠʪʝ ʆʙʳʯʥʦʝ ʧʦʣʝ. 

 

ʂʦʣʦʥʪʠʪʫʣʳ, 

ʇʨʠ ʞʝʣʘʥʠʠ ʤʦʞʥʦ ʚʩʪʘʚʠʪʴ ʚ ʜʦʢʫʤʝʥʪ ʢʦʣʦʥʪʠʪʫʣʳ. ʂʦʣʦʥʪʠʪʫʣʳ ʩʦʜʝʨʞʘʪ ʦʜʠʥʘʢʦʚʳʝ ʜʣʷ ʚʩʝʭ 

ʩʪʨʘʥʠʮ ʜʦʢʫʤʝʥʪʘ ʪʝʢʩʪ, ʢʦʪʦʨʳʡ ʧʝʯʘʪʘʝʪʩʷ ʚʚʝʨʭʫ ʠ ʚʥʠʟʫ ʩʪʨʘʥʠʮʳ (ʥʘʧʨʠʤʝʨ, ʟʘʛʦʣʦʚʦʢ ʛʣʘʚʳ ʚ ʢʥʠʛʠ ʠʣʠ 

ʥʘʟʚʘʥʠʝ ʬʠʨʤʳ ʚ ʜʝʣʦʚʦʤ ʜʦʢʫʤʝʥʪʝ). 

ʏʪʦʙʳ ʚʝʩʪʠ ʪʝʢʩʪ ʚ ʢʦʣʦʥʪʠʪʫʣʳ, ʱʝʣʢʥʠʪʝ ʧʦ ʢʦʤʘʥʜʝ ɺʝʨʭʥʠʡ ʢʦʣʦʥʪʠʪʫʣ ʠʣʠ ʅʠʞʥʠʡ ʢʦʣʦʥʪʠʪʫʣ ʥʘ 

ʚʢʣʘʜʢʝ ʚʩʪʘʚʢʘ ʚ ʛʨʫʧʧʝ ʂʦʣʦʥʪʠʪʫʣʳ ʠ ʚʳʙʝʨʠʪʝ ʦʙʨʘʟʝʮ ʢʦʣʦʥʪʠʪʫʣʘ ʠʟ ʩʧʠʩʢʘ. ʆʪʢʨʦʝʪʩʷ  ʚʢʣʘʜʢʘ 

ʂʦʥʩʪʨʫʢʪʦʨ ʠʟ ʛʨʫʧʧʳ ʈʘʙʦʪʘ ʩ ʢʦʣʦʥʪʠʪʫʣʘʤʠ. ʂʦʤʘʥʜʳ ʵʪʦʡ ʛʨʫʧʧʳ ʦʙʣʝʛʯʘʶʪ  ʨʘʙʦʪʫ ʧʦ ʩʦʟʜʘʥʠʶ 

ʢʦʣʦʥʪʠʪʫʣʦʚ. ʂʦʤʘʥʜʘ ɼʘʪʘ ʚʨʝʤʷ ʧʦʟʚʦʣʷʝʪ ʚʩʪʘʚʣʷʪʴ ʪʝʢʫʱʠʝ ʜʘʪʫ ʠ ʚʨʝʤʷ ʚ ʨʘʟʥʳʭ ʬʦʨʤʘʪʘʭ 

ʬʠʢʩʠʨʦʚʘʥʦ ʠʣʠ ʦʙʥʦʚʣʷʝʤʳʝ ʘʚʪʦʤʘʪʠʯʝʩʢʠ. ʂʦʤʘʥʜʘ ʕʢʩʧʨʝʩʩ-ʙʣʦʢʠ ʧʦʟʚʦʣʷʝʪ ʚʩʪʘʚʣʷʪʴ ʘʚʪʦʨʘ, ʥʘʟʚʘʥʠʝ 

ʜʦʢʫʤʝʥʪʘ ʠ ʜʨ.  

ʇʦʩʣʝ ʚʚʦʜʘ ʪʝʢʩʪʘ ʠʣʠ ʨʠʩʫʥʢʘ ʚ ʧʦʣʷ ʢʦʣʦʥʪʠʪʫʣʘ ʟʘʢʨʦʡʪʝ ʚʢʣʘʜʢʫ ʂʦʣʦʥʪʠʪʫʣʳ. 

 

ʅʫʤʝʨʘʮʠʷ 
ɼʣʷ ʚʩʪʘʚʢʠ ʥʫʤʝʨʘʮʠʠ ʩʪʨʘʥʠʮ ʥʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ ʩʫʱʝʩʪʚʫʝʪ ʢʥʦʧʢʘ ʅʦʤʝʨ ʩʪʨʘʥʠʮʳ, ʛʜʝ ʤʦʞʥʦ 

ʚʳʙʠʨʘʪʴ ʨʘʩʧʦʣʦʞʝʥʠʝ ʥʦʤʝʨʘ ʠ ʝʛʦ ʬʦʨʤʘʪ. ʊʘʢʘʷ ʞʝ ʢʥʦʧʢʘ ʝʩʪʴ ʥʘ ʚʢʣʘʜʢʝ ʂʦʥʩʪʨʫʢʪʦʨ ʜʣʷ ʨʘʙʦʪʳ ʩ 

ʢʦʣʦʥʪʠʪʫʣʘʤʠ. 

ʏʪʦʙʳ ʥʘ ʧʝʨʚʦʡ ʩʪʨʘʥʠʮʝ ʥʝ ʦʪʦʙʨʘʞʘʣʩʷ ʥʦʤʝʨ ʠʣʠ ʢʦʣʦʥʪʠʪʫʣ ʥʘ ʚʢʣʘʜʢʝ ʂʦʥʩʪʨʫʢʪʦʨ ʜʣʷ ʨʘʙʦʪʳ 

ʩ ʢʦʣʦʥʪʠʪʫʣʘʤʠ ʥʫʞʥʦ ʚʢʣʶʯʠʪʴ ʨʝʞʠʤ ʆʩʦʙʳʡ ʢʦʣʦʥʪʠʪʫʣ ʜʣʷ ʧʝʨʚʦʡ ʩʪʨʘʥʠʮʳ. 

 

ʈʘʙʦʪʘ ʩ ʪʘʙʣʠʮʘʤʠ ʠ ʢʦʣʦʥʢʘʤʠ 
ʊʘʙʣʠʮʳ ʠ ʢʦʣʦʥʢʠ ʧʦʟʚʦʣʷʶʪ ʧʨʝʜʩʪʘʚʠʪʴ ʠʥʬʦʨʤʘʮʠʶ ʚ ʫʜʦʙʥʦʤ ʜʣʷ ʯʪʝʥʠʷ ʚʠʜʝ. ʊʘʙʣʠʮʳ ʩʦʩʪʦʷʪ 

ʠʟ ʩʪʨʦʢ ʠ ʩʪʦʣʙʮʦʚ, ʧʝʨʝʩʝʯʝʥʠʝ ʢʦʪʦʨʳʭ ʦʙʨʘʟʫʶʪ ʷʯʝʡʢʫ. ʗʯʝʡʢʠ ʤʦʛʫʪ ʩʦʜʝʨʞʘʪʴ ʣʶʙʳʝ ʜʘʥʥʳʝ, ʚʢʣʶʯʘʷ 

ʯʠʩʣʘ, ʪʝʢʩʪ ʠ ʨʠʩʫʥʢʠ. ʉʫʱʝʩʪʚʫʝʪ ʥʝʩʢʦʣʴʢʦ ʩʧʦʩʦʙʦʚ ʩʦʟʜʘʥʠʷ ʪʘʙʣʠʮʳ: ʤʦʞʥʦ ʚʩʪʘʚʠʪʴ ʪʘʙʣʠʮʫ ʚ 

ʜʦʢʫʤʝʥʪ, ʫʢʘʟʘʚ ʝʝ ʨʘʟʤʝʨʳ ʠ ʬʦʨʤʘʪ, ʥʘʨʠʩʦʚʘʪʴ ʧʨʦʠʟʚʦʣʴʥʫʶ ʪʘʙʣʠʮʫ ʠʣʠ ʧʨʝʦʙʨʘʟʦʚʘʪʴ ʚ ʪʘʙʣʠʮʫ 

ʩʫʱʝʩʪʚʫʶʱʠʡ ʪʝʢʩʪ. 

 

ɺʩʪʘʚʢʘ ʪʘʙʣʠʮʳ 

ʇʨʠʤʝʯʘʥʠʝ! ɼʣʷ ʩʦʟʜʘʥʠʷ ʪʘʙʣʠʮʳ, ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʕʢʩʧʨʝʩʩ-ʪʘʙʣʠʮʳ, ʵʪʦ ʪʘʙʣʠʮʳ, ʢʦʪʦʨʳʝ 

ʭʨʘʥʷʪʩʷ ʚ ʢʦʣʣʝʢʮʠʷʭ ʚ ʢʘʯʝʩʪʚʝ ʩʪʘʥʜʘʨʪʥʳʭ ʙʣʦʢʦʚ. ʇʦʣʫʯʠʪʴ ʜʦʩʪʫʧ ʢ ʥʠʤ ʠ ʧʦʚʪʦʨʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ 

ʠʤʠ ʤʦʞʥʦ ʚ ʣʶʙʦʝ ʚʨʝʤʷ. ɽʩʣʠ ʯʘʩʪʦ ʧʨʠʤʝʥʷʝʪʩʷ ʪʘʙʣʠʮʘ ʩ ʦʧʨʝʜʝʣʝʥʥʳʤ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝʤ, ʤʦʞʥʦ 

ʩʦʭʨʘʥʠʪʴ ʢʦʧʠʶ ʵʪʦʡ ʪʘʙʣʠʮʳ ʚ ʢʦʣʣʝʢʮʠʠ ʵʢʩʧʨʝʩʩ-ʪʘʙʣʠʮ, ʠ ʪʦʛʜʘ ʥʝ ʥʫʞʥʦ ʙʫʜʝʪ ʟʘʥʦʚʦ ʩʦʟʜʘʚʘʪʴ 

ʪʘʢʫʶ ʪʘʙʣʠʮʫ ʢʘʞʜʳʡ ʨʘʟ, ʢʦʛʜʘ ʚ ʥʝʡ ʚʦʟʥʠʢʥʝʪ ʥʝʦʙʭʦʜʠʤʦʩʪʴ.  

 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ: 

¶ ʑʝʣʢʥʠʪʝ ʚ ʪʦʤ ʤʝʩʪʝ, ʛʜʝ ʥʫʞʥʦ ʚʩʪʘʚʠʪʴ ʪʘʙʣʠʮʫ. 
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¶ ʅʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ ʚ ʛʨʫʧʧʝ ʊʘʙʣʠʮʳ ʱʝʣʢʥʠʪʝ ʊʘʙʣʠʮʘ. 

¶ ʋʢʘʞʠʪʝ ʕʢʩʧʨʝʩʩ-ʪʘʙʣʠʮʳ, ʘ ʟʘʪʝʤ ʱʝʣʢʥʠʪʝ ʪʨʝʙʫʝʤʫʶ ʪʘʙʣʠʮʫ. 

¶ ɽʩʣʠ ʥʝʦʙʭʦʜʠʤʦ, ʟʘʤʝʥʠʪʝ ʧʦʜʩʪʘʚʣʝʥʥʳʝ ʚ ʪʘʙʣʠʮʫ ʜʘʥʥʳʝ ʥʘ ʪʝ, ʯʪʦ ʪʨʝʙʫʶʪʩʷ. 

¶ ʋʢʘʞʠʪʝ ʤʝʩʪʦ ʜʣʷ ʥʦʚʦʡ ʪʘʙʣʠʮʳ ʢʫʨʩʦʨʦʤ. 

¶ ʇʝʨʝʡʜʠʪʝ ʢ ʢʦʤʘʥʜʥʦʡ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ, ʚ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ʊʘʙʣʠʮʳ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʊʘʙʣʠʮʘ. ɺ 

ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʚʳʙʝʨʠʪʝ ʨʘʟʤʝʨ ʪʘʙʣʠʮʳ 3Ĭ4. 

 

ɺʚʦʜ ʜʘʥʥʳʭ ʚ ʪʘʙʣʠʮʫ 

 
ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ: 

ʉʦʟʜʘʡʪʝ ʪʘʙʣʠʮʫ ʧʦ ʦʙʨʘʟʮʫ ʥʘ ʨʠʩ. 2.7.  

¶ ʑʝʣʢʥʠʪʝ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʢʠ ʧʦ ʧʝʨʚʦʡ ʷʯʝʡʢʝ ʧʝʨʚʦʛʦ ʩʪʦʣʙʮʘ ʠ ʚʚʝʜʠʪʝ ʗʥʚʘʨʴ; ʚʦ ʚʪʦʨʦʡ 

ʷʯʝʡʢʝ ʧʝʨʚʦʛʦ ʩʪʦʣʙʮʘ ʚʚʝʜʠʪʝ ʌʝʚʨʘʣʴ, ʚ ʪʨʝʪʴʝʡ - ɼʝʢʘʙʨʴ; ʚʦ ʚʪʦʨʦʤ ʩʪʦʣʙʮʝ ʚʚʝʜʠʪʝ 

ʘʥʘʣʦʛʠʯʥʦ ʄʘʨʪ, ɸʧʨʝʣʴ, ʄʘʡ; ʚ ʪʨʝʪʴʝʤ ï ʀʶʥʴ, ʀʶʣʴ, ɸʚʛʫʩʪ; ʚ ʯʝʪʚʝʨʪʦʤ ï ʉʝʥʪʷʙʨʴ, 

ʆʢʪʷʙʨʴ, ʅʦʷʙʨʴ. 

 

 
ʈʠʩ. 2.7 ʆʙʨʘʟʝʮ ʪʘʙʣʠʮʳ 

 

ɺʳʜʝʣʝʥʠʝ ʪʘʙʣʠʮʳ ʠ ʝʝ ʵʣʝʤʝʥʪʦʚ 

ʇʨʠʤʝʯʘʥʠʝ!: ɺ ʙʦʣʴʰʠʥʩʪʚʝ ʩʣʫʯʘʝʚ, ʯʪʦʙʳ ʠʟʤʝʥʠʪʴ ʪʘʙʣʠʮʫ, ʥʫʞʥʦ ʚʳʜʝʣʠʪʴ ʣʠʙʦ ʚʩʶ ʪʘʙʣʠʮʫ, ʣʠʙʦ ʝʝ 

ʯʘʩʪʴ. 

ʕʣʝʤʝʥʪ ʚʳʜʝʣʝʥʠʷ ɼʝʡʩʪʚʠʝ 

ʊʘʙʣʠʮʘ ʆʜʠʥʘʨʥʳʡ ʱʝʣʯʦʢ ʥʘ ʢʥʦʧʢʝ ɺʳʜʝʣʠʪʴ ʪʘʙʣʠʮʫ ʚ ʣʝʚʦʡ ʚʝʨʭʥʝʡ 

ʷʯʝʡʢʠ ʪʘʙʣʠʮʳ. 

ʉʪʦʣʙʝʮ ʠʣʠ ʩʪʨʦʢʘ 

ʇʦʤʝʩʪʠʪʴ ʫʢʘʟʘʪʝʣʴ ʥʘʜ ʩʪʦʣʙʮʦʤ ʠʣʠ ʩʣʝʚʘ ʦʪ ʩʪʨʦʢʠ ʠ, ʢʦʛʜʘ 

ʫʢʘʟʘʪʝʣʴ ʧʨʠʤʝʪ ʬʦʨʤʫ ʤʘʣʝʥʴʢʦʡ ʯʝʨʥʦʡ ʩʪʨʝʣʢʠ, ʩʜʝʣʘʡʪʝ 

ʦʜʠʥʘʨʥʳʡ ʱʝʣʯʦʢ. 

ʗʯʝʡʢʘ ʊʨʦʡʥʦʡ ʱʝʣʯʦʢ ʚʥʫʪʨʠ ʷʯʝʡʢʠ 

ʅʝʩʢʦʣʴʢʦ ʩʪʨʦʯʝʢ 

ʑʝʣʢʥʠʪʝ ʚ ʧʝʨʚʦʡ ʠʟ ʚʳʜʝʣʷʝʤʳʭ ʷʯʝʝʢ, ʥʘʞʤʠʪʝ ʥʘ ʢʣʘʚʠʰʫ Shift 

ʠ ʚʦʩʧʦʣʴʟʫʡʪʝʩʴ ʢʣʘʚʠʰʝʡ [Ÿ] ʠʣʠ [Ź], ʯʪʦʙʳ ʚʳʜʝʣʠʪʴ ʥʝʩʢʦʣʴʢʦ 

ʷʯʝʝʢ ʚ ʩʪʦʣʙʮʝ ʠʣʠ ʩʪʨʦʢʝ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ. 

 

ɼʦʙʘʚʣʝʥʠʝ, ʫʜʘʣʝʥʠʝ ʩʪʨʦʢ, ʩʪʦʣʙʮʦʚ ʚ ʪʘʙʣʠʮʝ 

¶ ʑʝʣʢʥʠʪʝ ʤʳʰʢʦʡ ʧʦ ʧʝʨʚʦʡ ʩʪʨʦʯʢʝ, ʧʝʨʝʡʜʠʪʝ ʚʦ ʚʢʣʘʜʢʫ ʄʘʢʝʪ ʠ ʚ ʛʨʫʧʧʝ ʢʦʤʘʥʜ ʉʪʨʦʢʠ ʠ ʩʪʦʣʙʮʳ 

ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ɺʩʪʘʚʠʪʴ ʩʚʝʨʭʫ. 

 

ʀʟʤʝʥʝʥʠʝ ʨʘʟʤʝʨʘ ʩʪʨʦʢ ʠ ʩʪʦʣʙʮʦʚ 

ɽʩʣʠ ʜʘʥʥʳʝ ʥʝ ʫʤʝʱʘʶʪʩʷ ʚ ʷʯʝʡʢʘʭ ʠʣʠ ʥʘʦʙʦʨʦʪ ï ʟʘʥʠʤʘʶʪ ʩʣʠʰʢʦʤ ʤʘʣʦ ʤʝʩʪʘ, ʤʦʞʥʦ ʠʟʤʝʥʠʪʴ 

ʨʘʟʤʝʨ ʩʪʦʣʙʮʦʚ ʠʣʠ ʩʪʨʦʢ, ʧʝʨʝʪʘʱʠʚ ʠʭ ʛʨʘʥʠʮʳ.  

¶ ɺʳʜʝʣʠʪʝ ʚʩʶ ʪʘʙʣʠʮʫ, ʚʦ ʚʢʣʘʜʢʝ ʄʘʢʝʪ, ʚ ʛʨʫʧʧʝ ʢʦʤʘʥʜ ʈʘʟʤʝʨ ʷʯʝʡʢʠ, ʱʝʣʢʥʠʪʝ ʧʦ ʢʦʤʘʥʜʝ 

ɸʚʪʦʧʦʜʙʦʨ ʠ ʠʟ ʨʘʩʢʨʳʚʰʝʛʦʩʷ ʩʧʠʩʢʘ ʚʳʙʝʨʝʪʝ ɸʚʪʦʧʦʜʙʦʨ ʧʦ ʩʦʜʝʨʞʠʤʦʤʫ. 

 

ʈʘʟʙʠʝʥʠʝ ʠ ʦʙʲʝʜʠʥʝʥʠʝ ʷʯʝʝʢ 

¶ ʇʦʤʝʩʪʠʪʝ ʫʢʘʟʘʪʝʣʴ ʤʳʰʢʠ ʩʣʝʚʘ ʦʪ ʧʝʨʚʦʡ ʩʪʨʦʢʠ ʪʘʙʣʠʮʝ ʠ ʱʝʣʢʥʠʪʝ ʣʝʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʢʠ, ʧʝʨʚʘʷ 
ʩʪʨʦʢʘ ʙʫʜʝʪ ʚʳʜʝʣʝʥʘ.  

¶ ɺʦ ʚʢʣʘʜʢʝ ʄʘʢʝʪ, ʚ ʛʨʫʧʧʝ ʢʦʤʘʥʜ ʦʙʲʝʜʠʥʠʪʴ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʆʙʲʝʜʠʥʠʪʴ ʷʯʝʡʢʠ. 

¶ ɺʚʝʜʠʪʝ ʪʝʢʩʪ: ɺʨʝʤʝʥʘ ʛʦʜʘ. 

ʇʨʠʤʝʯʘʥʠʝ! ʆʙʲʝʜʠʥʷʪʴ ʷʯʝʡʢʠ ʪʘʢ ʞʝ ʤʦʞʥʦ ʩ ʧʦʤʦʱʴʶ ʃʘʩʪʠʢʘ, ʩʪʠʨʘʷ ʛʨʘʥʠʮʳ ʤʝʞʜʫ ʷʯʝʡʢʘʤʠ. 

 

ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʘʙʣʠʮʳ. 

ʏʪʦʙʳ ʫʣʫʯʰʠʪʴ ʚʥʝʰʥʠʡ ʚʠʜ ʪʘʙʣʠʮʳ, ʤʦʞʥʦ ʜʦʙʘʚʠʪʴ ʢ ʥʝʡ ʦʙʨʘʤʣʝʥʠʝ ʠ ʬʦʥ ʠ ʦʪʬʦʨʤʘʪʠʨʦʚʘʪʴ ʪʝʢʩʪ ʚ 

ʷʯʝʡʢʘʭ. ʇʨʦʱʝ ʚʩʝʛʦ ʵʪʦ ʩʜʝʣʘʪʴ ʩ ʧʦʤʦʱʴʶ ʛʘʣʝʨʝʠ ʉʪʠʣʠ ʪʘʙʣʠʮ ʥʘ ʚʢʣʘʜʢʝ ʂʦʥʩʪʨʫʢʪʦʨ. ɼʣʷ ʵʪʦʛʦ 

ʚʳʧʦʣʥʠʪʝ ʩʣʝʜʫʶʱʝʝ: 

¶ ɺʳʜʝʣʠʪʝ ʪʘʙʣʠʮʫ, ʚʦ ʚʢʣʘʜʢʝ ʂʦʥʩʪʨʫʢʪʦʨ ʚ ʛʨʫʧʧʝ ʢʦʤʘʥʜ ʉʪʠʣʠ ʪʘʙʣʠʮ, ʱʝʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ 

ɼʦʧʦʣʥʠʪʝʣʴʥʳʝ ʧʘʨʘʤʝʪʨʳ ʠ ʧʨʠʤʝʥʠʪʝ ʧʦʥʨʘʚʠʚʰʠʡʩʷ ʚʘʤ ʩʪʠʣʴ. 

¶ ʏʪʦʙʳ ʠʟʤʝʥʠʪʴ ʦʙʨʘʤʣʝʥʠʝ ʪʘʙʣʠʮʳ ʠʣʠ ʷʯʝʝʢ, ʚʦʩʧʦʣʴʟʫʡʪʝʩʴ ʢʥʦʧʢʦʡ ɻʨʘʥʠʮʳ ʥʘ ʚʢʣʘʜʢʝ 

ʂʦʥʩʪʨʫʢʪʦʨ, ʧʨʝʞʜʝ ʚʳʜʝʣʠʚ ʪʦʪ ʵʣʝʤʝʥʪ ʪʘʙʣʠʮʳ, ʢʦʪʦʨʳʡ ʥʫʞʥʦ ʦʬʦʨʤʠʪʴ. 
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¶ ɺʳʜʝʣʠʪʝ ʧʝʨʚʫʶ ʩʪʨʦʢʫ ʪʘʙʣʠʮʳ, ʚ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ʉʪʠʣʠ ʪʘʙʣʠʮ ʱʝʣʢʥʠʪʝ ʧʦ ʩʪʨʝʣʢʝ ʢʦʤʘʥʜʳ 

ɻʨʘʥʠʮʳ ʠ ʟʘʣʠʚʢʘ. 

¶ ɺ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʚ ʧʦʣʝ ʎʚʝʪ ʫʩʪʘʥʦʚʠʪʝ ʮʚʝʪ ʜʣʷ ʛʨʘʥʠʮʳ ɿʝʣʝʥʳʡ ʠ ʥʘʞʤʠʪʝ ʆʂ. ɼʠʘʣʦʛʦʚʦʝ 

ʦʢʥʦ ʟʘʢʨʦʝʪʩʷ, ʘ ʮʚʝʪ ʛʨʘʥʠʮʳ ʷʯʝʡʢʠ ʩʪʘʥʝʪ ʟʝʣʝʥʳʤ. 

¶ ʋʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ ʚ ʷʯʝʡʢʫ ʩ ʥʘʜʧʠʩʴʶ ɼʝʢʘʙʨʴ. ɺ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ʉʪʠʣʠ ʪʘʙʣʠʮʳ ʱʝʣʢʥʠʪʝ ʧʦ ʷʯʝʡʢʝ 

ʢʦʤʘʥʜʳ ɿʘʣʠʚʢʘ. ʆʪʢʨʦʝʪʩʷ ʛʘʣʝʨʝʷ ʮʚʝʪʦʚ ʟʘʣʠʚʢʠ ʷʯʝʡʢʠ. ɺʳʙʝʨʠʪʝ ʩʚʝʪʣʦ-ʩʠʥʠʡ ʮʚʝʪ. ʎʚʝʪ ʷʯʝʡʢʠ 

ʠʟʤʝʥʠʪʩʷ ʥʘ ʩʚʝʪʣʦ-ʩʠʥʠʡ. 

 

ʇʨʝʜʩʪʘʚʣʝʥʠʝ ʪʝʢʩʪʘ ʚ ʢʦʣʦʥʢʘʭ 
ʈʘʟʙʠʝʥʠʝ ʪʝʢʩʪʘ ʥʘ ʢʦʣʦʥʢʠ ʭʘʨʘʢʪʝʨʥʦ ʜʣʷ ʪʘʢʠʭ ʜʦʢʫʤʝʥʪʦʚ, ʢʘʢ ʛʘʟʝʪʳ ʠ ʙʶʣʣʝʪʝʥʠ.  

ɺ Word, ʯʪʦʙʳ ʨʘʟʙʠʪʴ ʪʝʢʩʪ ʥʘ ʢʦʣʦʥʢʠ, ʜʦʩʪʘʪʦʯʥʦ ʚʳʜʝʣʠʪʴ ʥʫʞʥʳʡ ʬʨʘʛʤʝʥʪ ʠ ʫʢʘʟʘʪʴ ʯʠʩʣʦ ʢʦʣʦʥʦʢ ʩ 

ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ ʂʦʣʦʥʢʠ ʥʘ ʚʢʣʘʜʢʝ ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ. ʇʨʦʤʝʞʫʪʦʢ ʤʝʞʜʫ ʢʦʣʦʥʢʘʤʠ ʠ ʠʭ ʰʠʨʠʥʫ 

ʤʦʞʥʦ ʟʘʜʘʪʴ ʚ ʦʢʥʝ, ʢʦʪʦʨʦʝ ʦʪʢʨʳʚʘʝʪʩʷ, ʝʩʣʠ ʚ ʤʝʥʶ ʢʥʦʧʢʠ ʂʦʣʦʥʢʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɼʨʫʛʠʝ ʢʦʣʦʥʢʠ.  

ɽʩʣʠ ɺʘʩ ʥʝ ʫʩʪʨʘʠʚʘʝʪ ʘʚʪʦʤʘʪʠʯʝʩʢʦʝ ʨʘʟʙʠʝʥʠʝ ʪʝʢʩʪʘ, ʤʦʞʥʦ ʚʩʪʘʚʠʪʴ ʨʘʟʨʳʚ ʢʦʣʦʥʢʠ ʚʨʫʯʥʫʶ, ʯʪʦʙʳ 

ʜʦʙʠʪʴʩʷ ʦʧʨʝʜʝʣʝʥʥʦʛʦ ʵʬʬʝʢʪʘ, ʥʘʧʨʠʤʝʨ, ʨʘʟʤʝʩʪʠʪʴ ʟʘʛʦʣʦʚʦʢ ʚ ʥʘʯʘʣʝ ʢʦʣʦʥʢʠ. ɼʣʷ ʵʪʦʛʦ ʫʢʘʟʘʪʴ 

ʢʫʨʩʦʨʦʤ ʤʝʩʪʦ ʨʘʟʨʳʚʘ ʠ ʚʳʧʦʣʥʠʪʴ ʢʦʤʘʥʜʫ ʈʘʟʨʳʚʳ  ʂʦʣʦʥʢʘ ʠʟ ʛʨʫʧʧʳ ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ ʚʢʣʘʜʢʠ 

ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ. 

 

ʈʘʙʦʪʘ ʩ ʛʨʘʬʠʢʦʡ 
ʄʦʞʥʦ ʧʨʠʜʘʪʴ ʜʦʢʫʤʝʥʪʫ ʙʦʣʴʰʫʶ ʚʳʨʘʟʠʪʝʣʴʥʦʩʪʴ ʠ ʥʘʛʣʷʜʥʦʩʪʴ, ʚʩʪʘʚʠʚ ʚ ʥʝʛʦ ʛʨʘʬʠʯʝʩʢʠʝ ʦʙʲʝʢʪʳ. 

ʇʦʜ ʛʨʘʬʠʯʝʩʢʠʤʠ ʦʙʲʝʢʪʘʤʠ ʧʦʥʠʤʘʶʪʩʷ ʣʶʙʳʝ ʠʟʦʙʨʘʞʝʥʠʷ (ʬʦʪʦʛʨʘʬʠʠ, ʨʠʩʫʥʢʠ, ʜʠʘʛʨʘʤʤʳ, ʢʘʨʪʠʥʢʠ), 

ʩʦʟʜʘʥʥʳʝ ʨʘʟʣʠʯʥʳʤʠ ʧʨʦʛʨʘʤʤʘʤʠ ʠʣʠ ʧʦʣʫʯʝʥʥʳʝ ʩ ʧʦʤʦʱʴʶ ʩʢʘʥʝʨʘ ʠ ʜʨʫʛʠʭ ʫʩʪʨʦʡʩʪʚ. Word ʩʦʜʝʨʞʠʪ 

ʙʠʙʣʠʦʪʝʢʫ ʢʘʨʪʠʥʦʢ ʠ ʦʙʲʝʢʪʳ WordArt, ʢʦʪʦʨʳʝ ʜʝʣʘʶʪ ʜʦʢʫʤʝʥʪ ʙʦʣʝʝ ʚʳʨʘʟʠʪʝʣʴʥʳʤ. ʇʦʩʣʝ ʪʦʛʦ ʢʘʢ 

ʛʨʘʬʠʯʝʩʢʠʡ ʦʙʲʝʢʪ ʩʦʟʜʘʥ ʠʣʠ ʚʩʪʘʚʣʝʥ, ʝʛʦ ʤʦʞʥʦ ʤʦʜʠʬʠʮʠʨʦʚʘʪʴ, ʠʟʤʝʥʠʚ ʮʚʝʪ, ʨʘʟʤʝʨ ʠ ʜʨʫʛʠʝ 

ʭʘʨʘʢʪʝʨʠʩʪʠʢʠ, ʧʝʨʝʤʝʩʪʠʪʴ ʚ ʜʨʫʛʦʝ ʤʝʩʪʦ ʜʦʢʫʤʝʥʪʘ, ʘ ʪʘʢ ʞʝ ʠʟʤʝʥʠʪʴ ʚʟʘʠʤʥʦʝ ʨʘʩʧʦʣʦʞʝʥʠʝ, ʦʙʲʝʢʪʘ ʠ 

ʪʝʢʩʪʘ. 

 

ɺʩʪʘʚʢʘ ʨʠʩʫʥʢʦʚ ʠ ʢʘʨʪʠʥʦʢ ʠ ʠʭ  ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ: 

¶ ʆʪʢʨʦʡʪʝ ʣʶʙʦʡ ʜʦʢʫʤʝʥʪ ʩ ʪʝʢʩʪʦʤ. ʋʢʘʞʠʪʝ ʧʦʟʠʮʠʶ ʚʩʪʘʚʢʠ ʢʫʨʩʦʨʦʤ, ʥʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ ʚ ʛʨʫʧʧʝ 

ʀʣʣʶʩʪʨʘʮʠʠ ʥʘʞʤʠʪʝ ʈʠʩʫʥʦʢ. 

¶ ʇʝʨʝʡʜʠʪʝ ʢ ʧʘʧʢʝ ʩʦʜʝʨʞʘʱʝʡ ʬʘʡʣ ʩ ʨʠʩʫʥʢʦʤ ʠʣʠ ʬʦʪʦʛʨʘʬʠʝʡ, ʘ ʟʘʪʝʤ ʜʚʘʞʜʳ ʱʝʣʢʥʠʪʝ ʥʫʞʥʳʡ 

ʬʘʡʣ. ʈʠʩʫʥʦʢ ʜʦʙʘʚʠʪʩʷ ʚ ʜʦʢʫʤʝʥʪ. 

¶ ʀʟʤʝʥʠʪʝ ʨʘʟʤʝʨ ʢʘʨʪʠʥʢʠ, ʜʣʷ ʵʪʦʛʦ ʥʘʚʝʜʠʪʝ ʫʢʘʟʘʪʝʣʴ ʥʘ ʤʘʨʢʝʨ ʠʟʤʝʥʝʥʠʷ ʨʘʟʤʝʨʘ ʚ ʧʨʘʚʦʤ ʥʠʞʥʝʤ 

ʫʛʣʫ ʢʘʨʪʠʥʢʠ. ʂʦʛʜʘ ʫʢʘʟʘʪʝʣʴ ʧʨʠʤʝʪ ʬʦʨʤʫ ʜʚʫʩʪʦʨʦʥʥʝʡ ʩʪʨʝʣʢʠ, ʧʝʨʝʪʘʱʠʪʝ ʤʘʨʢʝʨ ʚʚʝʨʭ ʠ ʚʣʝʚʦ, 

ʧʦʢʘ ʪʝʥʝʚʘʷ ʨʘʤʢʘ ʢʘʨʪʠʥʢʠ ʥʝ ʦʢʘʞʝʪʩʷ ʧʨʠʤʝʨʥʦ ʥʘ 11-ʩʤ ʦʪʤʝʪʢʠ ʛʦʨʠʟʦʥʪʘʣʴʥʦʡ ʣʠʥʝʡʢʠ. 

¶ ʀʟʤʝʥʠʪʝ ʮʚʝʪ ʨʠʩʫʥʢʘ, ʜʣʷ ʵʪʦʛʦ ʥʘ ʚʢʣʘʜʢʝ ʌʦʨʤʘʪ ʚ ʛʨʫʧʧʝ ʀʟʤʝʥʝʥʠʝ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʎʚʝʪ, ʚ 

ʦʪʢʨʳʚʰʝʡʩʷ ʛʘʣʝʨʝʝ ʚʳʙʝʨʠʪʝ ʥʫʞʥʳʡ ʚʘʨʠʘʥʪ. 

¶ ʀʟʤʝʥʠʪʝ ʷʨʢʦʩʪʴ ʠ ʢʦʥʪʨʘʩʪʥʦʩʪʴ ʢʘʨʪʠʥʢʠ, ʜʣʷ ʵʪʦʛʦ ʥʘ ʚʢʣʘʜʢʝ ʌʦʨʤʘʪ ʚ ʛʨʫʧʧʝ ʀʟʤʝʥʝʥʠʝ ʥʘʞʤʠʪʝ 

ʢʥʦʧʢʫ ʂʦʨʨʝʢʮʠʷ, ʘ ʟʘʪʝʤ ʚʳʙʝʨʠʪʝ ʥʫʞʥʳʡ ʚʘʨʠʘʥʪ. 

¶ ʏʪʦʙʳ ʧʨʠʤʝʥʠʪʴ ʩʪʠʣʴ ʢ ʢʘʨʪʠʥʢʝ, ʥʘ ʚʢʣʘʜʢʝ ʌʦʨʤʘʪ ʚ ʛʨʫʧʧʝ ʉʪʠʣʠ ʨʠʩʫʥʢʦʚ ʱʝʣʢʥʠʪʝ ʢʥʦʧʢʫ 

ɼʦʧʦʣʥʠʪʝʣʴʥʳʝ ʧʘʨʘʤʝʪʨʳ ʩʧʨʘʚʘ ʦʪ ʢʦʣʣʝʢʮʠʠ ʉʪʠʣʠ ʨʠʩʫʥʢʦʚ, ʘ ʟʘʪʝʤ ʱʝʣʢʥʠʪʝ ʵʩʢʠʟ 

ʄʝʪʘʣʣʠʯʝʩʢʠʡ ʦʚʘʣ ʠʣʠ ʣʶʙʦʡ ʜʨʫʛʦʡ. 

 

ɺʩʪʘʚʢʘ ʢʘʨʪʠʥʦʢ 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ: 

¶ ʋʢʘʞʠʪʝ ʚ ʜʦʢʫʤʝʥʪʝ ʤʝʩʪʦ ʜʣʷ ʚʩʪʘʚʢʠ ʢʘʨʪʠʥʢʠ ʢʫʨʩʦʨʦʤ. 

¶ ʏʪʦʙʳ ʚʩʪʘʚʠʪʴ ʢʘʨʪʠʥʢʫ ʠʟ ʢʦʣʣʝʢʮʠʠ, ʥʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ ʚ ʛʨʫʧʧʝ ʀʣʣʶʩʪʨʘʮʠʠ ʱʝʣʢʥʠʪʝ 

ʂʘʨʪʠʥʢʘ. ʉʧʨʘʚʘ ʥʘ ʵʢʨʘʥʝ ʧʦʷʚʠʪʩʷ ʦʙʣʘʩʪʴ ʂʘʨʪʠʥʢʘ. 

¶ ɺ ʦʙʣʘʩʪʠ ʂʘʨʪʠʥʢʘ ʚ ʧʦʣʝ ʇʦʠʩʢ ʚʚʝʜʠʪʝ ʢʣʶʯʝʚʳʝ ʩʣʦʚʘ ʜʣʷ ʧʦʠʩʢʘ ʢʘʨʪʠʥʢʠ, ʥʘʧʨʠʤʝʨ 

çɸʚʪʦʤʦʙʠʣʴè, ʘ ʟʘʪʝʤ ʱʝʣʢʥʠʪʝ ʅʘʡʪʠ. ɽʩʣʠ ʚʘʤ ʙʫʜʝʪ ʧʨʝʜʣʦʞʝʥʦ ʚʳʧʦʣʥʠʪʴ ʧʦʠʩʢ ʢʘʨʪʠʥʦʢ ʥʘ ʚʝʙ-

ʫʟʣʝ Microsoft Office Online, ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʅʝʪ. 

¶ ɺ ʦʙʣʘʩʪʠ ʟʘʜʘʯ ʂʘʨʪʠʥʢʘ ʱʝʣʢʥʠʪʝ ʥʫʞʥʳʡ ʵʩʢʠʟ, ʢʘʨʪʠʥʢʘ ʧʦʷʚʠʪʩʷ ʚ ʜʦʢʫʤʝʥʪʝ. ʆʙʣʘʩʪʴ ʂʘʨʪʠʥʢʘ 

ʤʦʞʥʦ ʫʙʨʘʪʴ, ʥʘʞʘʚ ʢʥʦʧʢʫ ɿʘʢʨʳʪʴ ʚ ʧʨʘʚʦʡ ʯʘʩʪʠ ʩʪʨʦʢʠ ʟʘʛʦʣʦʚʢʘ ʦʙʣʘʩʪʠ. 

ʇʨʠʤʝʯʘʥʠʝ! ʂʨʫʛʣʳʝ ʤʘʨʢʝʨʳ, ʦʢʨʫʞʘʶʱʠʝ ʨʘʤʢʫ ʠʟʦʙʨʘʞʝʥʠʷ, ʫʢʘʟʳʚʘʶʪ ʥʘ ʪʦ, ʯʪʦ ʦʥʦ ʚʳʜʝʣʝʥʦ. 

¶ ʏʪʦʙʳ ʠʟʤʝʥʠʪʴ ʨʘʟʤʝʨ ʠʟʦʙʨʘʞʝʥʠʷ, ʥʘʚʝʜʠʪʝ ʫʢʘʟʘʪʝʣʴ ʥʘ ʤʘʨʢʝʨ ʠʟʤʝʥʝʥʠʷ ʨʘʟʤʝʨʘ ʚ ʧʨʘʚʦʤ ʥʠʞʥʝʤ 

ʫʛʣʫ ʠʟʦʙʨʘʞʝʥʠʷ. ʂʦʛʜʘ ʫʢʘʟʘʪʝʣʴ ʧʨʠʤʝʪ ʬʦʨʤʫ ʜʚʫʭʩʪʦʨʦʥʥʝʡ ʩʪʨʝʣʢʠ, ʧʝʨʝʪʘʱʠʪʝ ʤʘʨʢʝʨ ʚʚʝʨʭ ʠ 

ʚʣʝʚʦ, ʯʪʦʙʳ ʠʟʦʙʨʘʞʝʥʠʝ ʧʨʠʥʷʣʦ ʬʦʨʤʫ ʢʚʘʜʨʘʪʘ ʩʦ ʩʪʦʨʦʥʦʡ ʦʢʦʣʦ 0,6 ʩʤ. 

ʉʦʚʝʪ! ɺʳ ʤʦʞʝʪʝ ʪʘʢʞʝ ʠʟʤʝʥʠʪʴ ʨʘʟʤʝʨ ʢʘʨʪʠʥʢʠ, ʠʟʤʝʥʠʚ ʟʥʘʯʝʥʠʷ ʧʘʨʘʤʝʪʨʦʚ ɺʳʩʦʪʘ ʠ ʐʠʨʠʥʘ ʚ 

ʛʨʫʧʧʝ ʈʘʟʤʝʨ ʚʢʣʘʜʢʠ ʌʦʨʤʘʪ. 

¶ ɼʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʢʘʨʪʠʥʢʠ ʧʦ ʪʝʢʩʪʫ ʝʡ ʥʫʞʥʦ ʟʘʜʘʪʴ ʧʘʨʘʤʝʪʨ ʦʙʪʝʢʘʥʠʷ ʪʝʢʩʪʦʤ. ɼʣʷ ʵʪʦʛʦ ʱʝʣʯʢʦʤ 
ʤʳʰʠ ʚʳʜʝʣʠʪʴ ʢʘʨʪʠʥʢʫ ʠ ʥʘ ʚʢʣʘʜʢʝ ʌʦʨʤʘʪ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʆʙʪʝʢʘʥʠʝ ʪʝʢʩʪʦʤ, ʘ ʪʘʤ ʚʳʙʝʨʠʪʝ 

ʥʫʞʥʳʡ ʚʘʨʠʘʥʪ ʦʙʪʝʢʘʥʠʷ. 
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¶ ʏʪʦʙʳ ʠʟʤʝʥʠʪʴ ʧʦʣʦʞʝʥʠʝ ʢʘʨʪʠʥʢʠ, ʥʘʚʝʜʠʪʝ ʫʢʘʟʘʪʝʣʴ ʥʘ ʢʘʨʪʠʥʢʫ. ʂʦʛʜʘ ʥʘ ʫʢʘʟʘʪʝʣʝ ʤʳʰʠ 
ʧʦʷʚʠʪʩʷ  ʯʝʪʳʨʝʭʩʪʦʨʦʥʥʷʷ ʩʪʨʝʣʢʘ, ʧʝʨʝʪʘʱʠʪʝ ʠʟʦʙʨʘʞʝʥʠʝ ʩ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʝʡ ʤʳʰʠ. 

¶ ʏʪʦʙʳ ʩʜʝʣʘʪʴ ʢʦʧʠʶ ʠʟʦʙʨʘʞʝʥʠʷ, ʥʘʚʝʜʠʪʝ ʥʘ ʥʝʛʦ ʫʢʘʟʘʪʝʣʴ, ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʤʳʰʠ, ʥʘʞʤʠʪʝ 

ʢʣʘʚʠʰʫ CTRL  ʠ, ʫʜʝʨʞʠʚʘʷ ʝʝ ʥʘʞʘʪʦʡ, ʧʝʨʝʪʘʱʠʪʝ ʢʦʧʠʶ ʠʟʦʙʨʘʞʝʥʠʷ; ʧʦʩʣʝ ʵʪʦʛʦ ʦʪʧʫʩʪʠʪʝ ʢʥʦʧʢʫ 

ʤʳʰʠ, ʘ ʩʣʝʜʦʤ ʢʣʘʚʠʰʫ CTRL . 

ʉʦʚʝʪ! ɽʩʣʠ ʦʪʧʫʩʪʠʪʴ ʢʣʘʚʠʰʫ CTRL  ʜʦ ʦʪʧʫʩʢʘʥʠʷ ʢʥʦʧʢʠ ʤʳʰʠ, ʪʦ ʚʤʝʩʪʦ ʢʦʧʠʨʦʚʘʥʠʷ 

ʠʟʦʙʨʘʞʝʥʠʷ Word 2010 ʧʝʨʝʤʝʩʪʠʪ ʝʛʦ ʚ ʫʢʘʟʘʥʥʦʝ ʤʝʩʪʦ. 

¶ ʏʪʦʙʳ ʟʘʢʨʳʪʴ ʜʦʢʫʤʝʥʪ, ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɿʘʢʨʳʪʴ ʚ ʧʨʘʚʦʡ ʯʘʩʪʠ ʩʪʨʦʢʠ ʟʘʛʦʣʦʚʢʘ. ɽʩʣʠ ʚʘʤ ʙʫʜʝʪ 

ʧʨʝʜʣʦʞʝʥʦ ʩʦʭʨʘʥʠʪʴ ʠʟʤʝʥʝʥʠʷ, ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʧʦ ʩʦʙʩʪʚʝʥʥʦʤʫ ʞʝʣʘʥʠʶ. 

 

ʉʦʟʜʘʥʠʝ ʦʙʲʝʢʪʘ WordArt 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ: 

¶ ʆʪʢʨʦʡʪʝ ʣʶʙʦʡ ʜʦʢʫʤʝʥʪ, ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʥʦʚʳʡ. 

¶ ʋʢʘʞʠʪʝ ʢʫʨʩʦʨʦʤ ʤʝʩʪʦ ʚʩʪʘʚʢʠ ʠ ʚʩʪʘʚʴʪʝ ʦʙʲʝʢʪ WordArt, ʥʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ ʚ ʛʨʫʧʧʝ ʊʝʢʩʪ 

ʱʝʣʢʥʠʪʝ WordArt, ʟʘʪʝʤ ʱʝʣʢʥʠʪʝ ʯʝʪʚʝʨʪʳʡ ʵʩʢʠʟ ʚ ʪʨʝʪʴʝʡ ʩʪʨʦʢʝ. 

¶ ɺʤʝʩʪʦ ʩʣʦʚ çɺʚʝʜʠʪʝ ʟʜʝʩʴ ɺʘʰ ʪʝʢʩʪè ʚʚʝʜʠʪʝ çɼʦʙʨʦ ʧʦʞʘʣʦʚʘʪʴ!è ʠ ʱʝʣʢʥʠʪʝ ʤʳʰʴʶ ʚʥʝ ʨʘʤʢʠ ʩ 

ʥʘʜʧʠʩʴʶ. 

¶ ʏʪʦʙʳ ʠʟʤʝʥʠʪʴ ʩʪʠʣʴ ʥʘʜʧʠʩʠ, ʱʝʣʢʥʠʪʝ ʝʝ ʤʳʰʴʶ, ʚʦʢʨʫʛ ʧʦʷʚʠʪʩʷ ʨʘʤʢʘ. ʅʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ 

ʛʨʫʧʧʝ ʐʨʠʬʪ ʱʝʣʢʥʠʪʝ ʢʥʦʧʢʫ ʇʘʨʘʤʝʪʨʳ ʘʥʠʤʘʮʠʠ ʠ ʚʳʙʝʨʠʪʝ ɿʘʣʠʚʢʘ-ʥʝʪ, ʢʦʥʪʫʨ-ɸʢʮʝʥʪ 2. 

¶ ʏʪʦʙʳ ʟʘʣʠʪʴ ʮʚʝʪʦʤ ʦʙʲʝʢʪ WordArt, ʱʝʣʢʥʠʪʝ ʵʪʦʪ ʦʙʲʝʢʪ. ʅʘ ʚʢʣʘʜʢʝ ʌʦʨʤʘʪ ʚ ʛʨʫʧʧʝ ʉʪʠʣʠ ʬʠʛʫʨ 

ʱʝʣʢʥʠʪʝ ʩʪʨʝʣʢʫ ʥʘ ʢʥʦʧʢʝ ɿʘʣʠʚʢʘ ʬʠʛʫʨʳ, ʟʘʪʝʤ ʚ ʨʘʟʜʝʣʝ ʉʪʘʥʜʘʨʪʥʳʝ ʮʚʝʪʘ, ʱʝʣʢʥʠʪʝ ʮʚʝʪʥʦʡ 

ʧʨʷʤʦʫʛʦʣʴʥʠʢ ʆʨʘʥʞʝʚʳʡ. 

¶ ʏʪʦʙʳ ʠʟʤʝʥʠʪʴ ʢʦʥʪʫʨʳ ʪʝʢʩʪʘ ʦʙʲʝʢʪʘ WordArt, ʚ ʛʨʫʧʧʝ ʉʪʠʣʠ WordArt ʱʝʣʢʥʠʪʝ ʩʪʨʝʣʢʫ ʢʥʦʧʢʠ 

ʂʦʥʪʫʨ ʬʠʛʫʨʳ, ʘ ʟʘʪʝʤ ʚ ʨʘʟʜʝʣʝ ʉʪʘʥʜʘʨʪʥʳʝ ʮʚʝʪʘ ʱʝʣʢʥʠʪʝ ʮʚʝʪʥʦʡ ʧʨʷʤʦʫʛʦʣʴʥʠʢ ʂʨʘʩʥʳʡ. 

¶ ʏʪʦʙʳ ʫʚʝʣʠʯʠʪʴ ʰʠʨʠʥʫ ʦʙʲʝʢʪʘ WordArt, ʥʘʚʝʜʠʪʝ ʫʢʘʟʘʪʝʣʴ ʥʘ ʮʝʥʪʨʘʣʴʥʳʡ ʧʨʘʚʳʡ ʤʘʨʢʝʨ 
ʠʟʤʝʥʝʥʠʷ ʨʘʟʤʝʨʘ ʦʙʲʝʢʪʘ WordArt. ʂʦʛʜʘ ʫʢʘʟʘʪʝʣʴ ʧʨʠʤʝʪ ʬʦʨʤʫ ʜʚʫʩʪʦʨʦʥʥʝʡ ʩʪʨʝʣʢʠ, ʧʝʨʝʪʘʱʠʪʝ 

ʤʘʨʢʝʨ ʚʧʨʘʚʦ ʧʨʠʤʝʨʥʦ ʥʘ 2,5 ʩʤ. 

ʇʨʠʤʝʯʘʥʠʝ! ʆʙʨʘʪʠʪʝ ʚʥʠʤʘʥʠʝ, ʯʪʦ ʧʨʠ ʦʪʧʫʩʢʘʥʠʠ ʢʥʦʧʢʠ ʤʳʰʠ ʚ ʮʝʥʪʨʝ ʩʪʨʘʥʠʮʳ ʦʪʦʙʨʘʟʠʪʩʷ 

ʦʙʲʝʢʪ WordArt ʩ ʠʟʤʝʥʝʥʥʳʤ ʨʘʟʤʝʨʦʤ. 

¶ ʏʪʦʙʳ ʠʟʤʝʥʠʪʴ ʬʦʨʤʫ ʦʙʲʝʢʪʘ WordArt, ʚ ʛʨʫʧʧʝ ʉʪʠʣʠ WordArt ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɸʥʠʤʘʮʠʷ, ʘ ʟʘʪʝʤ 

ʢʦʤʘʥʜʫ ʇʨʝʦʙʨʘʟʦʚʘʪʴ ʠ ʚʳʙʝʨʠʪʝ ʬʦʨʤʫ ʥʘʜʧʠʩʠ. 

¶ ʏʪʦʙʳ ʩʥʘʙʜʠʪʴ ʪʝʢʩʪ ʦʙʲʝʢʪʘ WordArt ʪʝʥʴʶ, ʚ ʛʨʫʧʧʝ ʉʪʠʣʠ ʬʠʛʫʨ ʱʝʣʢʥʠʪʝ ʢʥʦʧʢʫ ʕʬʬʝʢʪʳ 

ʬʠʛʫʨ, ʚʳʙʝʨʠʪʝ ʊʝʥʴ ʠ ʚʳʙʝʨʠʪʝ ʥʫʞʥʳʡ ʵʬʬʝʢʪ ʪʝʥʠ. 

¶ ʏʪʦʙʳ ʧʨʠʜʘʪʴ ʦʙʲʝʤʥʳʡ ʚʠʜ ʦʙʲʝʢʪʫ WordArt, ʚ ʛʨʫʧʧʝ ʉʪʠʣʠ ʬʠʛʫʨ ʱʝʣʢʥʠʪʝ ʢʥʦʧʢʫ ʕʬʬʝʢʪʳ 

ʬʠʛʫʨ, ʚʳʙʝʨʠʪʝ ʇʦʚʦʨʦʪ ʦʙʲʝʤʥʦʡ ʬʠʛʫʨʳ, ʘ ʪʘʤ ʱʝʣʢʥʠʪʝ ʥʫʞʥʳʡ ʵʬʬʝʢʪ. 

¶ ʏʪʦʙʳ ʨʘʟʤʝʩʪʠʪʴ ʦʙʲʝʢʪ WordArt ʚ ʪʝʢʩʪʝ, ʝʤʫ ʟʘʜʘʶʪ ʧʘʨʘʤʝʪʨ ʦʙʪʝʢʘʥʠʷ ʪʝʢʩʪʦʤ. ɼʣʷ ʵʪʦʛʦ ʱʝʣʢʥʠʪʝ 

ʦʙʲʝʢʪ ʠ ʥʘ ʚʢʣʘʜʢʝ ʌʦʨʤʘʪ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʆʙʪʝʢʘʥʠʝ ʪʝʢʩʪʦʤ, ʘ ʪʘʤ ʚʳʙʝʨʠʪʝ ʥʫʞʥʳʡ ʚʘʨʠʘʥʪ. 

¶ ʏʪʦʙʳ ʟʘʢʨʳʪʴ ʜʦʢʫʤʝʥʪ, ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɿʘʢʨʳʪʴ ʚ ʧʨʘʚʦʡ ʯʘʩʪʠ ʩʪʨʦʢʠ ʟʘʛʦʣʦʚʢʘ. ɽʩʣʠ ʚʘʤ ʙʫʜʝʪ 

ʧʨʝʜʣʦʞʝʥʦ ʩʦʭʨʘʥʠʪʴ ʠʟʤʝʥʝʥʠʷ, ʩʦʭʨʘʥʠʪʝ ʠʭ. 

 

ʉʪʘʥʜʘʨʪʥʳʝ ʙʣʦʢʠ 

ʉʪʘʥʜʘʨʪʥʳʝ ʙʣʦʢʠ ï ʦʩʥʦʚʘʥʳ ʥʘ ʧʨʠʥʮʠʧʝ ʧʦʚʪʦʨʥʦʛʦ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʩʦʜʝʨʞʠʤʦʛʦ. ʂʦʤʧʦʥʝʥʪʦʤ 

ʩʪʘʥʜʘʨʪʥʳʭ ʙʣʦʢʦʚ ʤʦʞʥʦ ʩʜʝʣʘʪʴ ʣʶʙʳʝ ʩʚʝʜʝʥʠʷ, ʪʨʝʙʫʶʱʠʝ ʧʦʚʪʦʨʥʦʛʦ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʚ ʜʦʢʫʤʝʥʪʘʭ, 

ʥʘʧʨʠʤʝʨ, ʣʦʛʦʪʠʧ, ʙʣʘʥʢ, ʦʙʲʷʚʣʝʥʠʝ ʮʝʣʝʡ ʠ ʟʘʜʘʯ. ʉʪʘʥʜʘʨʪʥʳʝ ʙʣʦʢʠ ʧʦʟʚʦʣʷʶʪ ʵʢʦʥʦʤʠʪʴ ʚʨʝʤʷ ʠ 

ʠʩʢʣʶʯʘʶʪ ʥʝʦʙʭʦʜʠʤʦʩʪʴ ʧʦʚʪʦʨʥʦʛʦ ʚʚʦʜʘ ʩʦʜʝʨʞʠʤʦʛʦ. 

ʌʫʥʢʮʠʷ ʉʪʘʥʜʘʨʪʥʳʝ ʙʣʦʢʠ ʥʘʭʦʜʠʪʩʷ ʥʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ ʚ ʢʥʦʧʢʝ ʕʢʧʨʝʩʩ-ʙʣʦʢʠ. ʂʦʤʘʥʜʘ 

ʆʨʛʘʥʠʟʘʪʦʨ ʩʪʘʥʜʘʨʪʥʳʭ ʙʣʦʢʦʚ ʩʦʜʝʨʞʠʪ ʥʘʙʦʨ ʵʣʝʤʝʥʪʦʚ ʜʣʷ ʚʩʪʘʚʢʠ ʧʦʣʝʡ, ʥʦʤʝʨʦʚ ʩʪʨʘʥʠʮ, 

ʢʦʣʦʥʪʠʪʫʣʦʚ, ʪʘʙʣʠʮ ʠ ʜʨʫʛʠʭ ʢʦʤʧʦʥʝʥʪʦʚ. 

ʇʦʩʣʝ ʚʳʙʦʨʘ ʜʘʥʥʦʡ ʢʦʤʘʥʜʳ ʙʫʜʝʪ ʧʨʝʜʣʦʞʝʥ ʦʙʰʠʨʥʳʡ ʩʧʠʩʦʢ ʚʩʪʨʦʝʥʥʳʭ ʠʣʠ ʨʘʥʝʝ ʩʦʟʜʘʥʥʳʭ ʠ 

ʩʦʭʨʘʥʝʥʥʳʭ ʙʣʦʢʦʚ. ʕʪʠ ʢʦʤʧʦʥʝʥʪʳ ʤʦʞʥʦ ʜʦʙʘʚʣʷʪʴ ʚ ʚʠʜʝ, ʚ ʢʦʪʦʨʦʤ ʦʥʠ ʝʩʪʴ, ʣʠʙʦ ʦʪʨʝʜʘʢʪʠʨʦʚʘʪʴ ʧʦ 

ʩʚʦʝʤʫ ʚʢʫʩʫ. ʂʥʦʧʢʘ ʀʟʤʝʥʠʪʴ ʩʚʦʡʩʪʚʘ ʧʦʟʚʦʣʷʝʪ ʥʘʩʪʨʘʠʚʘʪʴ ʧʘʨʘʤʝʪʨʳ ʚʳʜʝʣʝʥʥʦʛʦ ʢʦʤʧʦʥʝʥʪʘ. ʂʥʦʧʢʘ 

ʋʜʘʣʠʪʴ ʜʘʝʪ ʚʦʟʤʦʞʥʦʩʪʴ ʫʜʘʣʷʪʴ ʵʣʝʤʝʥʪ ʠʟ ʩʧʠʩʢʘ ʢʦʤʧʦʥʝʥʪʦʚ, ʘ ʢʥʦʧʢʘ ɺʩʪʘʚʠʪʴ ʜʦʙʘʚʣʷʝʪ ʚʳʙʨʘʥʥʳʡ 

ʢʦʤʧʦʥʝʥʪ ʚ ʜʦʢʫʤʝʥʪ. 

 

ʉʦʟʜʘʥʠʝ ʠ ʤʦʜʠʬʠʢʘʮʠʷ ʬʠʛʫʨ 

Word ʚʢʣʶʯʘʝʪ ʩʨʝʜʩʪʚʘ, ʧʦʟʚʦʣʷʶʱʠʝ ʚʩʪʘʚʣʷʪʴ ʚ ʜʦʢʫʤʝʥʪ ʣʠʥʠʠ, ʦʚʘʣʳ, ʧʨʷʤʦʫʛʦʣʴʥʠʢʠ ʠ ʜʨʫʛʠʝ 

ʛʝʦʤʝʪʨʠʯʝʩʢʠʝ ʬʠʛʫʨʳ, ʢʦʪʦʨʳʝ ʠʩʧʦʣʴʟʫʶʪʩʷ ʧʨʠ ʦʬʦʨʤʣʝʥʠʠ ʜʦʢʫʤʝʥʪʦʚ ʠ ʩʦʟʜʘʥʠʷ ʥʝʩʣʦʞʥʳʭ ʯʝʨʪʝʞʝʡ. 

ʏʪʦʙʳ ʩʦʟʜʘʪʴ ʬʠʛʫʨʫ, ʥʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ ʱʝʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ ʌʠʛʫʨʳ, ʟʘʪʝʤ ʱʝʣʢʥʠʪʝ ʧʦ ʧʦʜʭʦʜʷʱʝʡ 

ʚʘʤ ʬʠʛʫʨʝ. ʇʦʩʪʘʚʴʪʝ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʚ ʥʫʞʥʦʤ ʤʝʩʪʝ ʜʦʢʫʤʝʥʪʘ ʠ ʥʘʨʠʩʫʡʪʝ ʬʠʛʫʨʫ, ʥʘʞʘʚ ʣʝʚʫʶ ʢʥʦʧʢʫ 

ʤʳʰʠ ʠ ʥʝ ʦʪʧʫʩʢʘʷ ʝʝ, ʧʨʦʪʷʥʠʪʝ ʚ ʥʫʞʥʦʤ ʥʘʧʨʘʚʣʝʥʠʠ, ʘ ʟʘʪʝʤ ʦʪʧʫʩʪʠʪʝ ʤʳʰʴ. 

ɺʩʪʘʚʣʝʥʥʫʶ ʬʠʛʫʨʫ ʤʦʞʥʦ ʤʦʜʠʬʠʮʠʨʦʚʘʪʴ, ʠʟʤʝʥʠʚ ʝʝ ʨʘʟʤʝʨ ʠ ʜʨʫʛʠʝ ʘʪʨʠʙʫʪʳ, ʥʘʧʨʠʤʝʨ, ʮʚʝʪ ʣʠʥʠʡ 

ʠ ʬʦʥ. ʇʨʠ ʚʳʜʝʣʝʥʥʦʡ ʬʠʛʫʨʝ ʧʦʷʚʣʷʝʪʩʷ ʚʢʣʘʜʢʘ ʌʦʨʤʘʪ, ʥʘ ʢʦʪʦʨʦʡ ʩʦʙʨʘʥʳ ʢʦʤʘʥʜʳ ʜʣʷ ʨʘʙʦʪʳ ʩ 

ʬʠʛʫʨʦʡ. 
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ʏʪʦʙʳ ʫʧʨʦʩʪʠʪʴ ʚʦʩʧʨʠʷʪʠʝ ʤʘʪʝʨʠʘʣʘ, ʤʦʞʥʦ ʚʩʪʘʚʠʪʴ ʚ ʜʦʢʫʤʝʥʪ ʜʠʘʛʨʘʤʤʫ. ɼʠʘʛʨʘʤʤʘ ʧʨʝʜʩʪʘʚʣʷʝʪ 

ʩʦʙʦʡ ʚʠʟʫʘʣʴʥʦʝ ʦʪʦʙʨʘʞʝʥʠʝ ʯʠʩʣʦʚʳʭ ʜʘʥʥʳʭ ʠ ʜʨʫʛʠʭ ʚʠʜʦʚ ʠʥʬʦʨʤʘʮʠʠ. 

 

SmartArt 
ʀʥʩʪʨʫʤʝʥʪ SmartArt ʧʨʝʜʥʘʟʥʘʯʝʥ ʜʣʷ ʩʦʟʜʘʥʠʷ ʨʠʩʫʥʢʦʚ ʠʣʠ ʛʨʘʬʠʢʦʚ, ʦʪʨʘʞʘʶʱʠʭ ʜʘʥʥʳʝ ʚ ʜʦʢʫʤʝʥʪʝ. 

ʉ ʧʦʤʦʱʴʶ ʜʘʥʥʦʛʦ ʠʥʩʪʨʫʤʝʥʪʘ ʤʦʞʥʦ ʩʦʟʜʘʚʘʪʴ ʩʣʦʞʥʳʝ ʜʠʘʛʨʘʤʤʳ, ʦʪʨʘʞʘʶʱʠʝ ʠʥʬʦʨʤʘʮʠʦʥʥʳʝ 

ʧʨʦʮʝʩʩʳ, ʠʝʨʘʨʭʠʠ, ʮʠʢʣʳ, ʦʪʥʦʰʝʥʠʷ ʠ ʜʨ. ʂʦʤʘʥʜʘ SmartArt  ʥʘʭʦʜʠʪʩʷ ʥʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ ʚ ʛʨʫʧʧʝ 

ʀʣʣʶʩʪʨʘʮʠʠ. 

ɼʣʷ ʥʘʯʘʣʘ ʨʘʙʦʪʳ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʦʜʠʥ ʠʟ ʪʠʧʦʚ ʉʧʠʩʦʢ, ʇʨʦʮʝʩʩ, ʎʠʢʣ, ʀʝʨʘʨʭʠʷ, ʉʚʷʟʴ, ʄʘʪʨʠʮʘ, 

ʇʠʨʘʤʠʜʘ ʠ ʱʝʣʢʥʫʪʴ ʤʳʰʴʶ ʥʫʞʥʳʡ ʦʙʨʘʟʝʮ. ʆʥ ʧʦʷʚʠʪʩʷ ʚ ʜʦʢʫʤʝʥʪʝ ʚ ʧʦʟʠʮʠʠ, ʫʢʘʟʘʥʥʦʡ ʢʫʨʩʦʨʦʤ. 

 

 
 

 

ʎʠʢʣ ï ʐʝʩʪʝʨʝʥʢʠ ʇʨʦʮʝʩʩ ï ʢʨʫʛʣʳʡ ʣʦʤʘʥʳʡ 

ʧʨʦʮʝʩʩ 

ʉʚʷʟʴ ï ʌʦʨʤʫʣʘ 

ʈʠʩ. 2.8 ʆʙʨʘʟʮʳ ʦʨʛʘʥʠʟʘʮʠʦʥʥʳʭ ʜʠʘʛʨʘʤʤ SmartArt 

 

ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ ʜʦʙʘʚʣʝʥʥʦʡ ʚ ʜʦʢʫʤʝʥʪ ʜʠʘʛʨʘʤʤʳ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʩ ʧʦʤʦʱʴʶ ʧʦʷʚʠʚʰʠʭʩʷ, ʩʚʷʟʘʥʥʳʭ ʩ 

ʦʙʲʝʢʪʦʤ, ʚʢʣʘʜʦʢ ɼʠʟʘʡʥ ʠ ʌʦʨʤʘʪ. ʅʘ ʚʢʣʘʜʢʝ ɼʠʟʘʡʥ ʤʦʞʥʦ ʜʦʙʘʚʣʷʪʴ ʠʣʠ ʫʜʘʣʷʪʴ ʵʣʝʤʝʥʪʳ ʜʠʘʛʨʘʤʤʳ, 

ʠʟʤʝʥʷʪʴ ʤʘʢʝʪ ʜʠʘʛʨʘʤʤʳ, ʚʳʙʠʨʘʪʴ ʝʝ ʮʚʝʪʦʚʦʝ ʦʬʦʨʤʣʝʥʠʝ. ʅʘ ʚʢʣʘʜʢʝ ʌʦʨʤʘʪ ʝʩʪʴ ʚʦʟʤʦʞʥʦʩʪʴ ʤʝʥʷʪʴ 

ʬʦʨʤʫ ʠ ʩʪʠʣʴ ʢʘʞʜʦʛʦ ʵʣʝʤʝʥʪʘ ʜʠʘʛʨʘʤʤʳ, ʩʪʠʣʴ ʥʘʜʧʠʩʠ. 

 

ɺʩʪʘʚʢʘ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʜʠʘʛʨʘʤʤʳ 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ: 

¶ ʆʪʢʨʳʪʴ ʣʶʙʦʡ ʜʦʢʫʤʝʥʪ. 

¶ ɼʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʢʫʨʩʦʨʘ ʚ ʢʦʥʝʮ ʜʦʢʫʤʝʥʪʘ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʠ CTRL+END . 

¶ ʏʪʦʙʳ ʚʩʪʘʚʠʪʴ ʜʠʘʛʨʘʤʤʫ, ʥʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ ʚ ʛʨʫʧʧʝ ʀʣʣʶʩʪʨʘʮʠʠ ʥʘʞʤʠʪʝ ɼʠʘʛʨʘʤʤʘ. 

¶ ɺ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ɺʩʪʘʚʢʘ ʜʠʘʛʨʘʤʤʳ ʚ ʨʘʟʜʝʣʝ ʉʪʦʣʙʝʮ ʧʨʘʚʦʡ ʦʙʣʘʩʪʠ ʜʚʘʞʜʳ ʱʝʣʢʥʠʪʝ ʯʝʪʚʝʨʪʳʡ 

ʚ ʧʝʨʚʦʡ ʩʪʨʦʢʝ ʵʩʢʠʟ. 

ʇʨʠʤʝʯʘʥʠʝ!: ʇʨʠ ʚʩʪʘʚʢʝ ʦʙʨʘʟʮʘ ʛʠʩʪʦʛʨʘʤʤʳ ʚ ʜʦʢʫʤʝʥʪ ʜʦʙʘʚʣʷʝʪʩʷ ʨʘʙʦʯʠʡ ʣʠʩʪ ʩ 

ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʤʠ ʜʘʥʥʳʤʠ, ʧʨʝʜʩʪʘʚʣʝʥʥʳʤʠ ʚ ʛʨʘʬʠʯʝʩʢʦʤ ʚʠʜʝ. 

¶ ʏʪʦʙʳ ʫʜʘʣʠʪʴ ʩ ʣʠʩʪʘ ʦʙʨʘʟʮʦʚʳʝ ʜʘʥʥʳʝ, ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɺʳʜʝʣʠʪ ɹʚʩʝ ʚ ʚʝʨʭʥʝʤ ʣʝʚʦʤ ʫʛʣʫ ʣʠʩʪʘ ʠ 

ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ DELETE . 

ʇʨʠʤʝʯʘʥʠʝ!: ʆʙʨʘʪʠʪʝ ʚʥʠʤʘʥʠʝ, ʯʪʦ ʧʨʠ ʫʜʘʣʝʥʠʠ ʚʩʝʭ ʜʘʥʥʳʭ ʩ ʣʠʩʪʘ ʧʨʦʠʩʭʦʜʠʪ ʦʯʠʩʪʢʘ 

ʜʠʘʛʨʘʤʤʳ ʚ ʜʦʢʫʤʝʥʪʝ. 

¶ ɺʚʝʜʠʪʝ ʢʘʞʜʦʝ ʟʥʘʯʝʥʠʝ ʚ ʩʦʦʪʚʝʪʩʪʚʫʶʱʫʶ ʷʯʝʡʢʫ, ʨʫʢʦʚʦʜʩʪʚʫʷʩʴ ʧʨʠʚʝʜʝʥʥʦʡ ʥʠʞʝ ʪʘʙʣʠʮʝʡ. 

ʗʯʝʡʢʘ ɿʥʘʯʝʥʠʝ 

A1 ʇʝʨʠʦʜ 

B1 ʂʥʠʞʥʳʝ ʤʘʛʘʟʠʥʳ 

C1 ʀʥʪʝʨʥʝʪ 

D1 ʊʦʨʛʦʚʳʝ ʪʦʯʢʠ ʚ ʤʝʩʪʘʭ ʤʘʩʩʦʚʦʛʦ ʦʪʜʳʭʘ 

ʉʦʚʝʪ! ɼʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʧʦ ʣʠʩʪʫ ʤʦʞʥʦ ʧʦʣʴʟʦʚʘʪʴʩʷ ʢʣʘʚʠʘʪʫʨʦʡ. ɼʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʧʦ ʩʪʦʣʙʮʫ ʚʥʠʟ 

ʥʘʞʠʤʘʡʪʝ ʢʣʘʚʠʰʫ ɺɺʆɼ, ʚʚʝʨʭ ð SHIFT+ɺɺʆɼ. ɼʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʧʦ ʩʪʨʦʢʝ ʚʧʨʘʚʦ ʥʘʞʠʤʘʡʪʝ 

ʢʣʘʚʠʰʫ TAB, ʚʣʝʚʦ ð SHIFT+TAB. ʄʦʞʥʦ ʪʘʢʞʝ ʧʝʨʝʤʝʱʘʪʴʩʷ ʥʘ ʦʜʥʫ ʷʯʝʡʢʫ ʚʚʝʨʭ, ʚʥʠʟ, ʚʣʝʚʦ ʠ 

ʚʧʨʘʚʦ ʩ ʧʦʤʦʱʴʶ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʭ ʢʣʘʚʠʰ ʩʦ ʩʪʨʝʣʢʘʤʠ. 

¶ ʏʪʦʙʳ ʥʘʩʪʨʦʠʪʴ ʰʠʨʠʥʫ ʩʪʦʣʙʮʦʚ ʧʦ ʰʠʨʠʥʝ ʠʭ ʩʦʜʝʨʞʠʤʦʛʦ, ʥʘʚʝʜʠʪʝ ʫʢʘʟʘʪʝʣʴ ʥʘ ʛʨʘʥʠʮʫ ʤʝʞʜʫ 

ʣʶʙʳʤʠ ʜʚʫʤʷ ʩʪʦʣʙʮʘʤʠ. ʂʦʛʜʘ ʫʢʘʟʘʪʝʣʴ ʧʨʝʚʨʘʪʠʪʩʷ ʚ ʜʚʫʭʩʪʦʨʦʥʥʶʶ ʩʪʨʝʣʢʫ, ʩʜʝʣʘʡʪʝ ʜʚʦʡʥʦʡ 

ʱʝʣʯʦʢ. 

¶ ɺʚʝʜʠʪʝ ʢʘʞʜʦʝ ʟʥʘʯʝʥʠʝ ʚ ʩʦʦʪʚʝʪʩʪʚʫʶʱʫʶ ʷʯʝʡʢʫ, ʨʫʢʦʚʦʜʩʪʚʫʷʩʴ ʧʨʠʚʝʜʝʥʥʦʡ ʥʠʞʝ ʪʘʙʣʠʮʝʡ. 

ʕʣʝʤʝʥʪ ʆʧʠʩʘʥʠʝ 

2 A2: ʉʝʥʪʷʙʨʴ 

B2: 10 

C2: 23 

3 A3: ʆʢʪʷʙʨʴ 

B3: 17 

C3: 69 

D3: 81 

4 

 

A4: ʅʦʷʙʨʴ 

B4: 62 
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C4: 102 

D4: 167 

5 A5: ɼʝʢʘʙʨʴ 

B5: 190 

C5: 321 

D5: 321 

6 A6: ʗʥʚʘʨʴ 

B6: 100 

C6: 232 

D6: 131 

ʇʨʠʤʝʯʘʥʠʝ! ʆʙʨʘʪʠʪʝ ʚʥʠʤʘʥʠʝ: ʭʦʪʷ ʚʳ ʚʚʝʣʠ ʜʘʥʥʳʝ ʟʘ ʷʥʚʘʨʴ, ʥʘ ʜʠʘʛʨʘʤʤʝ ʦʥʠ ʥʝ 

ʦʪʦʙʨʘʞʘʶʪʩʷ. ʅʘ ʠʩʭʦʜʥʦʤ ʦʙʨʘʟʮʝ ʜʠʘʛʨʘʤʤʳ ʙʳʣʠ ʦʪʦʙʨʘʞʝʥʳ ʪʦʣʴʢʦ ʷʯʝʡʢʠ ʦʪ A1 ʜʦ D5. 

ʇʦʵʪʦʤʫ, ʯʪʦʙʳ ʦʪʦʙʨʘʟʠʪʴ ʜʘʥʥʳʝ ʟʘ ʷʥʚʘʨʴ, ʥʝʦʙʭʦʜʠʤʦ ʟʘʜʘʪʴ ʥʦʚʳʡ ʜʠʘʧʘʟʦʥ. 

¶ ʏʪʦʙʳ ʟʘʜʘʪʴ ʥʦʚʳʡ ʜʠʘʧʘʟʦʥ, ʱʝʣʢʥʠʪʝ ʜʠʘʛʨʘʤʤʫ ʚ ʜʦʢʫʤʝʥʪʝ. 

¶ ʅʘ ʚʢʣʘʜʢʝ ʂʦʥʩʪʨʫʢʪʦʨ ʚ ʛʨʫʧʧʝ ɼʘʥʥʳʝ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɺʳʙʨʘʪʴ ʜʘʥʥʳʝ. 

ʉʦʚʝʪ! ʇʨʠ ʥʘʞʘʪʠʠ ʢʥʦʧʢʠ ɺʳʙʨʘʪʴ ʜʘʥʥʳʝ ʠʩʭʦʜʥʳʡ ʜʠʘʧʘʟʦʥ ʜʘʥʥʳʭ ʥʘ ʣʠʩʪʝ, ʧʦ ʢʦʪʦʨʳʤ 

ʩʪʨʦʠʪʩʷ ʜʠʘʛʨʘʤʤʘ, ʦʢʨʫʞʘʝʪʩʷ ʤʝʨʮʘʶʱʝʡ ʧʫʥʢʪʠʨʥʦʡ ʣʠʥʠʝʡ. 

¶ ʏʪʦʙʳ ʩʚʝʨʥʫʪʴ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ɺʳʙʦʨ ʠʩʪʦʯʥʠʢʘ ʜʘʥʥʳʭ, ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ɺʳʙʦʨ ʠʩʪʦʯʥʠʢʘ 

ʜʘʥʥʳʭ ʩʧʨʘʚʘ ʦʪ ʧʦʣʷ ɼʠʘʧʘʟʦʥ ʜʘʥʥʳʭ ʜʠʘʛʨʘʤʤʳ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʉʚʝʨʥʫʪʴ ʜʠʘʣʦʛ. 

¶ ʅʘ ʨʘʙʦʯʝʤ ʣʠʩʪʝ ʥʘʚʝʜʠʪʝ ʫʢʘʟʘʪʝʣʴ ʥʘ ʷʯʝʡʢʫ A1, ʧʝʨʝʪʘʱʠʪʝ ʝʛʦ ʢ ʷʯʝʡʢʝ D6, ʘ ʟʘʪʝʤ ʚ ʜʠʘʣʦʛʦʚʦʤ 
ʦʢʥʝ ɺʳʙʦʨ ʠʩʪʦʯʥʠʢʘ ʜʘʥʥʳʭ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʈʘʟʚʝʨʥʫʪʴ ʜʠʘʣʦʛ. 

ʇʨʠʤʝʯʘʥʠʝ! ʆʙʨʘʪʠʪʝ ʚʥʠʤʘʥʠʝ, ʯʪʦ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ɺʳʙʦʨ ʠʩʪʦʯʥʠʢʘ ʜʘʥʥʳʭ ʚ ʧʦʣʝ ɼʠʘʧʘʟʦʥ 

ʜʘʥʥʳʭ ʜʠʘʛʨʘʤʤʳ ʙʫʜʝʪ ʦʪʦʙʨʘʞʝʥ ʥʦʚʳʡ ʜʠʘʧʘʟʦʥ, ʘ ʚ ʩʧʠʩʢʝ ʇʦʜʧʠʩʠ ʛʦʨʠʟʦʥʪʘʣʴʥʦʡ ʦʩʠ 

(ʢʘʪʝʛʦʨʠʠ) ʧʦʷʚʠʪʩʷ ʧʦʜʧʠʩʴ çʗʥʚʘʨʴè. 

¶ ɺ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ɺʳʙʦʨ ʠʩʪʦʯʥʠʢʘ ʜʘʥʥʳʭ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ OK, ʘ ʟʘʪʝʤ ʚ ʧʨʘʚʦʤ ʚʝʨʭʥʝʤ ʫʛʣʫ ʦʢʥʘ 

Excel 2010 ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɿʘʢʨʳʪʴ. 

ʇʨʠʤʝʯʘʥʠʝ! ɿʘʤʝʪʴʪʝ, ʯʪʦ ʪʝʧʝʨʴ ʥʘ ʜʠʘʛʨʘʤʤʝ ʦʪʦʙʨʘʞʘʶʪʩʷ ʜʘʥʥʳʝ ʟʘ ʷʥʚʘʨʴ. 

ʉʦʚʝʪ! ʏʪʦʙʳ ʠʟʤʝʥʠʪʴ ʟʥʘʯʝʥʠʝ ʚ ʷʯʝʡʢʝ, ʤʦʞʥʦ ʦʪʢʨʳʪʴ ʣʠʩʪ Excel, ʥʘʞʘʚ ʢʥʦʧʢʫ ʀʟʤʝʥʠʪʴ 

ʜʘʥʥʳʝ ʚ ʛʨʫʧʧʝ ɼʘʥʥʳʝ ʚʢʣʘʜʢʠ ʂʦʥʩʪʨʫʢʪʦʨ. 

¶ ʏʪʦʙʳ ʟʘʢʨʳʪʴ ʜʦʢʫʤʝʥʪ, ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɿʘʢʨʳʪʴ ʚ ʧʨʘʚʦʡ ʯʘʩʪʠ ʩʪʨʦʢʠ ʟʘʛʦʣʦʚʢʘ. ɽʩʣʠ ʚʘʤ ʙʫʜʝʪ 
ʧʨʝʜʣʦʞʝʥʦ ʩʦʭʨʘʥʠʪʴ ʠʟʤʝʥʝʥʠʷ, ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɼɸ. 

 

ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ: 

ʇʦʩʪʨʦʡʪʝ ʜʠʘʛʨʘʤʤʫ ʧʦ ʦʙʨʘʟʮʫ ʥʘ ʨʠʩ. 2.9. 

 

 
ʈʠʩ. 2.9 ʆʙʨʘʟʝʮ ʪʘʙʣʠʮʳ ʠ ʜʠʘʛʨʘʤʤʳ. 

 

ʈʘʙʦʪʘ ʩ ʟʘʢʣʘʜʢʘʤʠ 
ʂʘʢ ʠ ʚ ʦʙʳʯʥʦʡ ʢʥʠʛʝ, ʚ ʜʦʢʫʤʝʥʪʝ ʚ ʥʫʞʥʳʭ ʤʝʩʪʘʭ ʤʦʞʥʦ ʩʦʟʜʘʚʘʪʴ ʟʘʢʣʘʜʢʠ, ʯʪʦʙʳ ʧʦʪʦʤ ʙʳʩʪʨʦ 

ʧʝʨʝʤʝʱʘʪʴʩʷ ʧʦ ʜʦʢʫʤʝʥʪʫ. ɼʣʷ ʵʪʦʛʦ ʚʳʧʦʣʥʠʪʝ ʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ: 

¶ ʋʢʘʞʠʪʝ ʢʫʨʩʦʨʦʤ ʤʝʩʪʦ ʚ ʜʦʢʫʤʝʥʪʝ, ʥʘ ʢʦʪʦʨʦʝ ʥʝʦʙʭʦʜʠʤʦ ʫʩʪʘʥʦʚʠʪʴ ʟʘʢʣʘʜʢʫ. 

¶ ʆʪʢʨʦʡʪʝ ʚʢʣʘʜʢʫ ɺʩʪʘʚʢʘ ʠ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ɿʘʢʣʘʜʢʘ. 

¶ ɺ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ  ʚʧʠʰʠʪʝ ʠʤʷ ʟʘʢʣʘʜʢʠ. ʀʤʷ ʜʦʣʞʥʦ ʥʘʯʠʥʘʪʴʩʷ ʩ ʙʫʢʚʳ, ʤʦʞʝʪ ʩʦʜʝʨʞʘʪʴ ʙʫʢʚʳ ʠ 
ʮʠʬʨʳ, ʥʦ ʥʝ ʜʦʣʞʥʦ ʩʦʜʝʨʞʘʪʴ ʪʦʯʝʢ ʠ ʧʨʦʙʝʣʦʚ. 

¶ ʑʝʣʢʥʠʪʝ ʢʥʦʧʢʫ ɼʦʙʘʚʠʪʴ ʚ ʦʢʥʝ, ʦʢʥʦ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʟʘʢʨʦʝʪʩʷ. 

 

ɼʣʷ ʧʝʨʝʭʦʜʘ ʢ ʥʫʞʥʦʡ ʟʘʢʣʘʜʢʝ ʥʫʞʥʦ ʚʳʧʦʣʥʠʪʴ ʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ: 

¶ ʆʪʢʨʦʡʪʝ ʦʢʥʦ ʅʘʡʪʠ ʠ ʟʘʤʝʥʠʪʴ, ʘ ʚ ʥʝʤ  ʚʢʣʘʜʢʫ ʇʝʨʝʡʪʠ.  

¶ ɺ ʧʦʣʝ ʆʙʲʝʢʪ ʧʝʨʝʭʦʜʘ ʚʳʙʨʘʪʴ ɿʘʢʣʘʜʢʘ. 

¶ ɺ ʨʘʩʢʨʳʚʘʶʱʝʤʩʷ ʩʧʠʩʢʝ ɺʚʝʜʠʪʝ ʠʤʷ ʟʘʢʣʘʜʢʠ ʚʳʙʝʨʠʪʝ ʥʫʞʥʫʶ ʟʘʢʣʘʜʢʫ. 

¶ ʑʝʣʢʥʠʪʝ ʢʥʦʧʢʫ ʇʝʨʝʡʪʠ. 

¶ ɿʘʢʨʦʡʪʝ ʦʢʥʦ. ʂʫʨʩʦʨ ʧʦʢʘʞʝʪ ʤʝʩʪʦ ʟʘʢʣʘʜʢʠ. 
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ʄʦʞʥʦ ʧʦʩʪʫʧʠʪʴ ʠʥʘʯʝ: 

¶ ʅʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɿʘʢʣʘʜʢʘ. 

¶ ɺ ʩʧʠʩʢʝ ʟʘʢʣʘʜʦʢ ʚʳʙʨʘʪʴ ʥʫʞʥʦʝ ʠʤʷ. 

¶ ʑʝʣʢʥʫʪʴ ʢʥʦʧʢʫ ʇʝʨʝʡʪʠ. 

 

ɺ ʵʪʦʤ ʞʝ ʦʢʥʝ ʤʦʞʥʦ ʫʜʘʣʠʪʴ ʩʪʘʚʰʫʶ ʥʝʥʫʞʥʦʡ ʟʘʢʣʘʜʢʫ: 

¶ ʅʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɿʘʢʣʘʜʢʘ. 

¶ ɺ ʩʧʠʩʢʝ ʟʘʢʣʘʜʦʢ ʚʳʙʨʘʪʴ ʥʫʞʥʦʝ ʠʤʷ. 

¶ ʑʝʣʢʥʫʪʴ ʢʥʦʧʢʫ ʋʜʘʣʠʪʴ. 

 

ɺʩʪʘʚʢʘ ʠ ʤʦʜʠʬʠʢʘʮʠʷ ʛʠʧʝʨʩʩʳʣʦʢ 
ɻʠʧʝʨʩʩʳʣʢʠ ʧʦʟʚʦʣʷʶʪ ʦʨʛʘʥʠʟʦʚʘʪʴ ʧʝʨʝʢʣʶʯʝʥʠʝ ʤʝʞʜʫ ʯʘʩʪʷʤʠ ʦʜʥʦʛʦ ʜʦʢʫʤʝʥʪʘ, ʤʝʞʜʫ ʨʘʟʥʳʤʠ 

ʜʦʢʫʤʝʥʪʘʤʠ ʦʜʥʦʛʦ ʢʦʤʧʴʶʪʝʨʘ ʠʣʠ ʩ ʜʦʢʫʤʝʥʪʘʤʠ, ʨʘʩʧʦʣʦʞʝʥʥʳʤʠ ʚ ʀʥʪʝʨʥʝʪʝ. 

 

 
ʈʠʩ. 2.10 ʆʢʥʦ ɺʩʪʘʚʢʘ ʛʠʧʝʨʩʩʳʣʢʠ 

 

ɺʳʧʦʣʥʠʪʝ ʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ: 

¶ ʆʪʢʨʦʡʪʝ ʣʶʙʦʡ ʜʦʢʫʤʝʥʪ. 

¶ ʉ ʧʦʤʦʱʴʶ ʩʦʯʝʪʘʥʠʷ ʢʣʘʚʠʰ Ctrl +End ʧʝʨʝʡʜʠʪʝ ʚ ʢʦʥʝʮ ʜʦʢʫʤʝʥʪʘ. 

¶ ɺʚʝʜʠʪʝ ʬʨʘʟʫ çʄʳ ʤʦʣʦʜʳ, ʪʘʣʘʥʪʣʠʚʳ ʠ ʩ ʥʘʤʠ ʧʨʠʷʪʥʦ ʨʘʙʦʪʘʪʴ!è ʠ ʚʳʜʝʣʠʪʝ ʝʝ. 

¶ ʇʝʨʝʡʜʠʪʝ ʚʦ ʚʢʣʘʜʢʫ ɺʩʪʘʚʢʘ, ʛʨʫʧʧʘ ʢʦʤʘʥʜ ʉʚʷʟʠ ʠ ʱʝʣʢʥʠʪʝ ʧʦ ʢʦʤʘʥʜʝ ɻʠʧʝʨʩʩʳʣʢʘ, ʦʪʢʨʦʝʪʩʷ 

ʦʢʥʦ ɺʩʪʘʚʢʘ ʛʠʧʝʨʩʩʳʣʢʠ (ʨʠʩ. 2.10), ʚ ʢʦʤʘʥʜʥʦʡ ʩʪʨʦʢʝ ɸʜʨʝʩ: ʚʚʝʜʠʪʝ çwww.vseobit.ruè. ʅʘʞʤʠʪʝ 

ʆʢ.  

ʊʝʢʩʪ ʚʳʜʝʣʠʪʩʷ ʮʚʝʪʦʤ ʠ ʧʦʜʯʝʨʢʥʝʪʩʷ, ʯʪʦ ʫʢʘʟʳʚʘʝʪ ʥʘ ʪʦ, ʯʪʦ ʵʪʦ ʛʠʧʝʨʩʩʳʣʢʘ. ɺ ʜʘʣʴʥʝʡʰʝʤ ʧʨʠ 

ʥʘʚʝʜʝʥʠʠ ʥʘ ʥʝʝ ʤʳʰʠ ʙʫʜʝʪ ʧʦʷʚʣʷʪʴʩʷ ʚʩʧʣʳʚʘʶʱʘʷ ʧʦʜʩʢʘʟʢʘ (ʨʠʩ.2.11) 

 

 
ʈʠʩ. 2.11 ɻʠʧʝʨʩʩʳʣʢʘ ʚ ʪʝʢʩʪʝ ʠ ʚʩʧʣʳʚʘʶʱʘʷ ʧʦʜʩʢʘʟʢʘ ʢ ʥʝʡ 

 

ɼʣʷ ʠʩʧʨʘʚʣʝʥʠʷ ʛʠʧʝʨʩʩʳʣʢʠ ʥʘʚʝʩʪʠ ʥʘ ʥʝʝ ʤʳʰʴ, ʱʝʣʢʥʫʪʴ ʧʨʘʚʦʡ ʢʣʘʚʠʰʝʡ ʤʳʰʠ ʠ ʚʳʙʨʘʪʴ ʚ ʤʝʥʶ 

ʢʦʤʘʥʜʫ ʀʟʤʝʥʠʪʴ ʛʠʧʝʨʩʩʳʣʢʫ. ɽʩʣʠ ʛʠʧʝʨʩʩʳʣʢʘ ʥʝ ʥʫʞʥʘ, ʝʝ ʤʦʞʥʦ ʫʜʘʣʠʪʴ, ʱʝʣʢʥʫʚ ʧʦ ʥʝʡ ʧʨʘʚʦʡ 

ʢʣʘʚʠʰʝʡ ʤʳʰʠ ʠ ʚʳʙʨʘʚ ʢʦʤʘʥʜʫ ʋʜʘʣʠʪʴ ʛʠʧʝʨʩʩʳʣʢʫ. ɻʠʧʝʨʩʩʳʣʢʠ ʤʦʞʥʦ ʢʦʧʠʨʦʚʘʪʴ, ʢʘʢ ʣʶʙʦʡ 

ʬʨʘʛʤʝʥʪ ʪʝʢʩʪʘ. 

 
ʆʪʩʣʝʞʠʚʘʥʠʝ ʠʩʧʨʘʚʣʝʥʠʡ 

 
ʆ ʟʘʧʠʩʷʭ ʠʩʧʨʘʚʣʝʥʠʡ 

ʇʨʠ ʨʘʙʦʪʝ ʩ ʜʦʢʫʤʝʥʪʦʤ ʚʦʟʥʠʢʘʶʪ ʩʠʪʫʘʮʠʠ, ʢʦʛʜʘ ʥʝʦʙʭʦʜʠʤʦ ʚʥʦʩʠʪʴ ʠʩʧʨʘʚʣʝʥʠʷ ʪʘʢ, ʯʪʦʙʳ ʦʩʪʘʚʘʣʩʷ 

ʠ ʩʪʘʨʳʡ ʚʘʨʠʘʥʪ ʜʦʢʫʤʝʥʪʘ. 

ɼʣʷ ʨʘʙʦʪʳ ʩ ʠʩʧʨʘʚʣʝʥʠʷʤʠ ʧʦʣʴʟʫʶʪʩʷ ʚʢʣʘʜʢʦʡ ʈʝʮʝʥʟʠʨʦʚʘʥʠʝ. 

ɽʩʣʠ ʩʨʝʜʩʪʚʦ ʟʘʧʠʩʠ ʠʩʧʨʘʚʣʝʥʠʡ ʚʢʣʶʯʝʥʦ, ʪʦ ʢʘʞʜʳʡ ʚʩʪʘʚʣʝʥʥʳʡ ʠʣʠ ʫʜʘʣʝʥʥʳʡ ʵʣʝʤʝʥʪ, 

ʧʝʨʝʤʝʱʝʥʠʝ ʘʙʟʘʮʝʚ ʠ ʠʟʤʝʥʝʥʠʝ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ, ʩʜʝʣʘʥʥʳʝ ʨʝʮʝʥʟʝʥʪʦʤ, ʟʘʧʠʩʳʚʘʶʪʩʷ. ʇʨʠ ʧʨʦʩʤʦʪʨʝ 

ʠʩʧʨʘʚʣʝʥʠʡ ʠʭ ʤʦʞʥʦ ʧʨʠʥʷʪʴ ʠʣʠ ʦʪʢʣʦʥʠʪʴ. 

 

ɺʢʣʶʯʝʥʠʝ ʠ ʚʳʢʣʶʯʝʥʠʝ ʨʝʞʠʤʘ ʟʘʧʠʩʠ ʠʩʧʨʘʚʣʝʥʠʡ 

ɼʣʷ ʚʢʣʶʯʝʥʠʷ ʨʝʞʠʤʘ ʟʘʧʠʩʠ ʠʩʧʨʘʚʣʝʥʠʡ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʀʩʧʨʘʚʣʝʥʠʷ ʛʨʫʧʧʳ ɿʘʧʠʩʴ ʠʩʧʨʘʚʣʝʥʠʡ 

ʚʢʣʘʜʢʠ ʈʝʮʝʥʟʠʨʦʚʘʥʠʝ ʠʣʠ ʱʝʣʢʥʠʪʝ ʤʳʰʴʶ ʧʦ ʪʝʢʩʪʫ ʠʥʜʠʢʘʪʦʨʘ ʟʘʧʠʩʠ ʠʩʧʨʘʚʣʝʥʠʡ ʚ ʩʪʨʦʢʝ ʩʦʩʪʦʷʥʠʷ - 

ʀʩʧʨʘʚʣʝʥʠʷ: ɺʳʢʣ. 

ʇʨʠʟʥʘʢʦʤ ʚʢʣʶʯʝʥʥʦʛʦ ʨʝʞʠʤʘ ʷʚʣʷʝʪʩʷ ʥʘʞʘʪʘʷ (ʷʨʢʘʷ) ʢʥʦʧʢʘ ʀʩʧʨʘʚʣʝʥʠʷ ʛʨʫʧʧʳ ɿʘʧʠʩʴ 

ʠʩʧʨʘʚʣʝʥʠʡ ʚʢʣʘʜʢʠ ʈʝʮʝʥʟʠʨʦʚʘʥʠʝ ʠ ʪʝʢʩʪ ʠʥʜʠʢʘʪʦʨʘ ʟʘʧʠʩʠ ʠʩʧʨʘʚʣʝʥʠʡ ʚ ʩʪʨʦʢʝ ʩʦʩʪʦʷʥʠʷ - 
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ʀʩʧʨʘʚʣʝʥʠʷ: ɺʢʣ. 

ɼʣʷ ʚʳʢʣʶʯʝʥʠʷ ʨʝʞʠʤʘ ʟʘʧʠʩʠ ʠʩʧʨʘʚʣʝʥʠʡ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʀʩʧʨʘʚʣʝʥʠʷ ʧʦʚʪʦʨʥʦ ʠʣʠ ʱʝʣʢʥʠʪʝ 

ʤʳʰʴʶ ʧʦ ʪʝʢʩʪʫ ʠʥʜʠʢʘʪʦʨʘ ʟʘʧʠʩʠ ʠʩʧʨʘʚʣʝʥʠʡ ʚ ʩʪʨʦʢʝ ʩʦʩʪʦʷʥʠʷ - ʀʩʧʨʘʚʣʝʥʠʷ. ɽʩʣʠ ʢʥʦʧʢʘ 

ʀʩʧʨʘʚʣʝʥʠʷ ʥʝʜʦʩʪʫʧʥʘ, ʘ ʱʝʣʯʦʢ ʧʦ ʠʥʜʠʢʘʪʦʨʫ ʚ ʩʪʨʦʢʝ ʩʦʩʪʦʷʥʠʷ ʥʝ ʚʳʢʣʶʯʘʝʪ ʨʝʞʠʤ, ʤʦʞʝʪ 

ʧʦʪʨʝʙʦʚʘʪʴʩʷ ʦʪʢʣʶʯʝʥʠʝ ʟʘʱʠʪʳ ʜʦʢʫʤʝʥʪʘ. 

 

ʇʨʦʩʤʦʪʨ ʠʩʧʨʘʚʣʝʥʠʡ 

ʇʨʦʩʤʦʪʨ ʠʩʧʨʘʚʣʝʥʠʡ ʦʪʜʝʣʴʥʳʭ ʘʚʪʦʨʦʚ: 

¶ ʆʪʢʨʦʡʪʝ ʬʘʡʣ ʩ ʣʶʙʳʤ ʜʦʢʫʤʝʥʪʦʤ. 

¶ ɺʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʀʩʧʨʘʚʣʝʥʠʷ ʥʘ ʚʢʣʘʜʢʝ ʈʝʮʝʥʟʠʨʦʚʘʥʠʝ (ʙʫʜʝʪ ʚʢʣʶʯʝʥ ʨʝʞʠʤ, ʧʦʟʚʦʣʷʶʱʠʡ 

ʦʪʩʣʝʞʠʚʘʪʴ ʠʩʧʨʘʚʣʝʥʠʷ, ʚʥʝʩʝʥʥʳʝ ʚ ʜʦʢʫʤʝʥʪ). 

¶ ʋʩʪʘʥʦʚʠʪʝ ʢʫʨʩʦʨ ʚ ʢʦʥʮʝ ʧʝʨʚʦʛʦ ʘʙʟʘʮʘ ʠ ʚʚʝʜʠʪʝ ʚ ʣʫʯʰʝʤ ʚʠʜʝ. 

¶ ɺʦ ʚʪʦʨʦʤ ʘʙʟʘʮʝ ʫʜʘʣʠʪʝ ʬʨʘʟʫ ʜʚʘ ʣʶʙʳʭ ʩʣʦʚʘ. (ʇʦʷʚʠʪʩʷ ʩʦʦʪʚʝʪʩʪʚʫʶʱʘʷ ʚʳʥʦʩʢʘ.) 

¶ ʆʪʦʙʨʘʟʠʪʝ ʚ ʜʦʢʫʤʝʥʪʝ ʠʩʧʨʘʚʣʝʥʠʷ ʥʝ ʚʩʝʭ, ʘ ʪʦʣʴʢʦ ʥʝʢʦʪʦʨʳʭ ʘʚʪʦʨʦʚ (ʨʝʮʝʥʟʝʥʪʦʚ), ʜʣʷ ʵʪʦʛʦ ʥʘ 

ʚʢʣʘʜʢʝ ʈʝʮʝʥʟʠʨʦʚʘʥʠʝ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʇʦʢʘʟʘʪʴ ʠʩʧʨʘʚʣʝʥʠʷ. ɺ ʧʦʜʯʠʥʝʥʥʦʤ ʤʝʥʶ ʈʝʮʝʥʟʝʥʪʳ 

ʚʳʙʝʨʠʪʝ ʠʤʝʥʘ ʨʝʮʝʥʟʝʥʪʦʚ, ʯʴʠ ʠʩʧʨʘʚʣʝʥʠʷ ʩʣʝʜʫʝʪ ʦʪʦʙʨʘʟʠʪʴ.  

¶ ʇʝʨʝʡʜʠʪʝ ʢ ʢʦʤʘʥʜʥʦʡ ʚʢʣʘʜʢʝ ʈʝʮʝʥʟʠʨʦʚʘʥʠʝ. ʑʝʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ ʇʦʢʘʟʘʪʴ ʠʩʧʨʘʚʣʝʥʠʷ ʠ 

ʚʢʣʶʯʠʪʝ ʚʩʝ ʧʘʨʘʤʝʪʨʳ (ʦʪʤʝʪʴʪʝ ʛʘʣʦʯʢʘʤʠ ʚʩʝ ʨʝʞʠʤʳ). ʅʘ ʵʢʨʘʥʝ ʦʪʦʙʨʘʟʷʪʩʷ ʚʩʝ ʠʩʧʨʘʚʣʝʥʠʷ 

ʚʥʝʩʝʥʥʳʝ ʚ ʜʦʢʫʤʝʥʪ. 

¶ ɺ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ʀʟʤʝʥʝʥʠʷ ʱʝʣʢʥʠʪʝ ʧʦ ʢʥʦʧʢʝ ɼʘʣʝʝ. (ɹʫʜʝʪ ʚʳʜʝʣʝʥʦ ʧʝʨʚʦʝ ʚʥʝʩʝʥʥʦʝ 

ʠʩʧʨʘʚʣʝʥʠʝ). 

¶ ɺ ʥʘʙʦʨʝ ʢʦʤʘʥʜ ʀʟʤʝʥʝʥʠʷ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʇʨʠʥʷʪʴ. (ɺʥʝʩʝʥʥʦʝ ʠʩʧʨʘʚʣʝʥʠʝ ʙʫʜʝʪ ʧʨʠʥʷʪʦ ʠ 

ʩʦʦʪʚʝʪʩʪʚʫʶʱʘʷ ʚʳʥʦʩʢʘ ʧʨʦʧʘʜʝʪ). 

¶ ʇʦʚʪʦʨʠʪʝ ʜʣʷ ʚʩʝʭ ʠʩʧʨʘʚʣʝʥʠʡ. 

 

ʅʘʩʪʨʦʡʢʘ ʧʦʤʝʪʢʠ ʠʩʧʨʘʚʣʝʥʠʡ 

ʇʦ ʫʤʦʣʯʘʥʠʶ ʫʜʘʣʝʥʥʳʡ ʬʨʘʛʤʝʥʪ ʚ ʜʦʢʫʤʝʥʪʝ 

ʧʦʤʝʯʘʝʪʩʷ ʟʘʯʝʨʢʠʚʘʥʠʝʤ, ʜʦʙʘʚʣʝʥʥʳʡ - 

ʧʦʜʯʝʨʢʠʚʘʥʠʝʤ, ʧʝʨʝʤʝʱʝʥʥʳʡ - ʜʚʦʡʥʳʤ 

ʟʘʯʝʨʢʠʚʘʥʠʝʤ, ʚʩʪʘʚʣʝʥʥʳʡ - ʜʚʦʡʥʳʤ 

ʧʦʜʯʝʨʢʠʚʘʥʠʝʤ. 

ɼʣʷ ʥʘʩʪʨʦʡʢʠ ʩʧʦʩʦʙʘ ʧʦʤʝʪʢʠ ʠʩʧʨʘʚʣʝʥʠʡ 

ʥʘʞʤʠʪʝ ʩʪʨʝʣʢʫ ʥʘ ʢʥʦʧʢʝ ʀʩʧʨʘʚʣʝʥʠʷ ʚ ʛʨʫʧʧʝ 

ɿʘʧʠʩʴ ʠʩʧʨʘʚʣʝʥʠʡ ʚʢʣʘʜʢʠ ʈʝʮʝʥʟʠʨʦʚʘʥʠʝ ʠ 

ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ ʠʩʧʨʘʚʣʝʥʠʡ. 

ɺ ʦʢʥʝ ʇʘʨʘʤʝʪʨʳ ʠʩʧʨʘʚʣʝʥʠʡ ʥʘʩʪʨʦʡʪʝ ʬʦʨʤʘʪ 

ʠ ʦʩʦʙʝʥʥʦʩʪʠ ʧʦʤʝʪʢʠ ʠʩʧʨʘʚʣʝʥʠʡ. 

ɼʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʚʳʥʦʩʦʢ ʠʩʧʨʘʚʣʝʥʠʡ ʥʘʞʤʠʪʝ 

ʢʥʦʧʢʫ ʇʦʢʘʟʘʪʴ ʠʩʧʨʘʚʣʝʥʠʷ, ʚʳʙʝʨʠʪʝ ʧʦʜʤʝʥʶ 

ɺʳʥʦʩʢʠ ʠ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʇʦʢʘʟʳʚʘʪʴ 

ʠʩʧʨʘʚʣʝʥʠʷ ʚ ʚʳʥʦʩʢʘʭ ʜʣʷ ʪʦʛʦ, ʯʪʦʙʳ ʚ ʚʳʥʦʩʢʘʭ 
ʦʪʦʙʨʘʞʘʣʠʩʴ ʚʩʝ ʠʩʧʨʘʚʣʝʥʠʷ, ʠʣʠ ʢʦʤʘʥʜʫ 

ʇʦʢʘʟʳʚʘʪʴ ʪʦʣʴʢʦ ʧʨʠʤʝʯʘʥʠʷ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ 
ʚ ʚʳʥʦʩʢʘʭ, ʯʪʦʙʳ ʦʪʦʙʨʘʞʘʣʠʩʴ ʪʦʣʴʢʦ ʚʳʥʦʩʢʠ ʩ 

ʠʟʤʝʥʝʥʠʷʤʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ. ʆʩʪʘʣʴʥʳʝ ʠʩʧʨʘʚʣʝʥʠʷ 

ʚ ʵʪʦʤ ʩʣʫʯʘʝ ʙʫʜʫʪ ʦʪʦʙʨʘʞʝʥʳ ʚ ʪʝʢʩʪʝ ʜʦʢʫʤʝʥʪʘ. 

 

 

ʉʨʘʚʥʝʥʠʝ ʠ ʦʙʲʝʜʠʥʝʥʠʝ ʜʦʢʫʤʝʥʪʦʚ 
ʉʨʘʚʥʝʥʠʝ ʜʦʢʫʤʝʥʪʦʚ ʠʩʧʦʣʴʟʫʶʪ ʜʣʷ ʥʘʭʦʞʜʝʥʠʷ ʚ ʥʠʭ ʦʪʣʠʯʠʡ, ʘ ʪʘʢʞʝ ʜʣʷ ʦʙʲʝʜʠʥʝʥʠʷ 

ʠʩʧʨʘʚʣʝʥʠʡ, ʚʥʝʩʝʥʥʳʭ ʥʝʩʢʦʣʴʢʠʤʠ ʨʝʮʝʥʟʝʥʪʘʤʠ (ʘʚʪʦʨʘʤʠ). 

 

ʉʨʘʚʥʝʥʠʝ ʜʦʢʫʤʝʥʪʦʚ ʜʣʷ ʥʘʭʦʞʜʝʥʠʷ ʦʪʣʠʯʠʡ 

ɼʘʥʥʘʷ ʧʨʦʮʝʜʫʨʘ ʧʦʟʚʦʣʷʝʪ ʩʨʘʚʥʠʪʴ ʜʚʘ ʜʦʢʫʤʝʥʪʘ ʠ ʚʳʚʝʩʪʠ ʥʘ ʵʢʨʘʥ ʪʦʣʴʢʦ ʥʝʩʦʚʧʘʜʘʶʱʠʝ 

ʬʨʘʛʤʝʥʪʳ. ʉʨʘʚʥʠʚʘʝʤʳʝ ʜʦʢʫʤʝʥʪʳ ʥʝ ʠʟʤʝʥʷʶʪʩʷ. ʇʨʠ ʪʘʢʦʤ ʩʧʦʩʦʙʝ ʩʨʘʚʥʝʥʠʷ ʨʘʟʣʠʯʠʷ ʤʝʞʜʫ 

ʜʦʢʫʤʝʥʪʘʤʠ ʚʩʝʛʜʘ ʦʪʦʙʨʘʞʘʶʪʩʷ ʚ ʥʦʚʦʤ, ʪʨʝʪʴʝʤ ʜʦʢʫʤʝʥʪʝ. 

 
ʈʠʩ. 2.12 ʅʘʩʪʨʦʡʢʘ ʧʘʨʘʤʝʪʨʦʚ ʠʩʧʨʘʚʣʝʥʠʡ 
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¶ ɺʦ ʚʢʣʘʜʢʝ ʈʝʮʝʥʟʠʨʦʚʘʥʠʝ ʚ ʛʨʫʧʧʝ ʉʨʘʚʥʠʪʴ ʥʘʞʤʠʪʝ 

ʢʥʦʧʢʫ ʉʨʘʚʥʠʪʴ ʠ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʉʨʘʚʥʠʪʴ 

ʦʪʢʨʦʝʪʩʷ ʦʢʥʦ ʉʨʘʚʥʝʥʠʝ ʚʝʨʩʠʡ (ʨʠʩ. 2.13). 

¶ ɺ ʦʢʥʝ ʉʨʘʚʥʝʥʠʝ ʚʝʨʩʠʡ ʚ ʧʦʣʝ ʀʩʭʦʜʥʳʡ ʜʦʢʫʤʝʥʪ 

ʫʢʘʞʠʪʝ ʠʩʭʦʜʥʳʡ ʜʦʢʫʤʝʥʪ. ɽʩʣʠ ʩʨʘʚʥʝʥʠʝ ʚʝʜʝʪʩʷ ʩ 

ʦʪʢʨʳʪʳʤ ʜʦʢʫʤʝʥʪʦʤ, ʢʘʢ ʵʪʦ ʦʙʳʯʥʦ ʜʝʣʘʝʪʩʷ, ʪʦ ʝʛʦ 

ʠʤʷ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʚ ʨʘʩʢʨʳʚʘʶʱʝʤʩʷ ʩʧʠʩʢʝ. 

¶ ɺ ʧʦʣʝ ʀʟʤʝʥʝʥʥʳʡ ʜʦʢʫʤʝʥʪ ʚʳʙʝʨʠʪʝ ʜʦʢʫʤʝʥʪ, 

ʢʦʪʦʨʳʡ ʥʫʞʥʦ ʩʨʘʚʥʠʪʴ ʩ ʫʞʝ ʦʪʢʨʳʪʳʤ ʜʦʢʫʤʝʥʪʦʤ.  

ʇʨʠʤʝʯʘʥʠʝ: ɽʩʣʠ ʬʘʡʣ ʜʦʢʫʤʝʥʪʘ ʥʘʭʦʜʠʪʩʷ ʚ ʩʧʠʩʢʝ 

ʧʦʩʣʝʜʥʠʭ ʬʘʡʣʦʚ, ʝʛʦ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʚ ʨʘʩʢʨʳʚʘʶʱʝʤʩʷ 

ʩʧʠʩʢʝ. ɺ ʜʨʫʛʠʭ ʩʣʫʯʘʷʭ ʚʳʙʝʨʠʪʝ ʚ ʨʘʩʢʨʳʚʘʶʱʝʤʩʷ ʩʧʠʩʢʝ 

ʧʘʨʘʤʝʪʨ ʆʙʟʦʨ ʠʣʠ ʥʘʞʤʠʪʝ ʨʷʜʦʤ ʨʘʩʧʦʣʦʞʝʥʥʫʶ ʢʥʦʧʢʫ. 

ɺ ʦʢʥʝ ʆʪʢʨʳʪʠʝ ʜʦʢʫʤʝʥʪʘ ʧʝʨʝʡʜʠʪʝ ʚ ʧʘʧʢʫ ʩ ʥʫʞʥʳʤ 

ʬʘʡʣʦʤ ʠ ʜʚʘʞʜʳ ʱʝʣʢʥʠʪʝ ʧʦ ʝʛʦ ʟʥʘʯʢʫ. 

ʉʦʚʝʪ! ɽʩʣʠ ʥʝ ʦʪʦʙʨʘʞʘʝʪʩʷ ʦʙʣʘʩʪʴ ʧʘʨʘʤʝʪʨʦʚ ʩʨʘʚʥʝʥʠʷ, 

ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɹʦʣʴʰʝ 

¶ ʋʢʘʞʠʪʝ ʧʘʨʘʤʝʪʨʳ ʩʨʘʚʥʝʥʠʷ ʜʦʢʫʤʝʥʪʦʚ (ʧʦʩʪʘʚʴʪʝ ʛʘʣʦʯʢʠ ʚʝʟʜʝ, ʢʘʢ ʥʘ ʨʠʩʫʥʢʝ ʚʳʰʝ). ʈʷʜʦʤ ʩ 

ʇʦʢʘʟʳʚʘʪʴ ʠʟʤʝʥʝʥʠʷ ʚʳʙʝʨʠʪʝ ʦʪʦʙʨʘʞʝʥʠʝ ʠʟʤʝʥʝʥʠʡ ʥʘ ʫʨʦʚʥʝ ʟʥʘʢʦʚ ʠʣʠ ʥʘ ʫʨʦʚʥʝ ʩʣʦʚ. 

ʉʦʚʝʪ! ɽʩʣʠ ʨʝʟʫʣʴʪʘʪʳ ʩʨʘʚʥʝʥʠʷ ʥʝ ʪʨʝʙʫʝʪʩʷ ʚʳʚʦʜʠʪʴ ʚ ʪʨʝʪʴʝʤ ʜʦʢʫʤʝʥʪʝ, ʫʢʘʞʠʪʝ ʜʦʢʫʤʝʥʪ, ʚ 

ʢʦʪʦʨʦʤ ʜʦʣʞʥʳ ʙʳʪʴ ʦʪʦʙʨʘʞʝʥʳ ʠʟʤʝʥʝʥʠʷ. 

ʇʨʠʤʝʯʘʥʠʝ! ʉʣʝʜʫʝʪ ʠʤʝʪʴ ʚ ʚʠʜʫ, ʯʪʦ ʧʘʨʘʤʝʪʨʳ, ʚʳʙʨʘʥʥʳʝ ʚ ʦʙʣʘʩʪʠ ɹʦʣʴʰʝ, ʙʫʜʫʪ 

ʠʩʧʦʣʴʟʦʚʘʪʴʩʷ ʧʦ ʫʤʦʣʯʘʥʠʶ ʚ ʩʣʝʜʫʶʱʠʡ ʨʘʟ. ʇʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʤʦʞʥʦ ʧʦʤʝʥʷʪʴ ʤʝʩʪʘʤʠ 

ʠʩʭʦʜʥʳʡ ʠ ʠʟʤʝʥʝʥʥʳʡ ʜʦʢʫʤʝʥʪ. ɼʣʷ ʵʪʦʛʦ ʚ ʦʢʥʝ ʉʨʘʚʥʝʥʠʝ ʚʝʨʩʠʡ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʇʦʤʝʥʷʪʴ 

ʜʦʢʫʤʝʥʪʳ ʤʝʩʪʘʤʠ. 

¶ ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʂ. 

ʇʨʠʤʝʯʘʥʠʝ! ɽʩʣʠ ʢʘʢʘʷ-ʣʠʙʦ ʠʟ ʚʝʨʩʠʡ ʜʦʢʫʤʝʥʪʘ ʩʦʜʝʨʞʠʪ ʟʘʧʠʩʘʥʥʳʝ ʠʩʧʨʘʚʣʝʥʠʷ, ʥʘ ʵʢʨʘʥ ʙʫʜʝʪ 

ʚʳʚʝʜʝʥʦ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʝ ʩʦʦʙʱʝʥʠʝ. ʏʪʦʙʳ ʧʨʠʥʷʪʴ ʠʩʧʨʘʚʣʝʥʠʷ ʠ ʩʨʘʚʥʠʪʴ ʜʦʢʫʤʝʥʪʳ, ʥʘʞʤʠʪʝ 

ʢʥʦʧʢʫ ɼʘ. 

¶ ʆʪʢʨʦʝʪʩʷ ʥʦʚʳʡ ʜʦʢʫʤʝʥʪ, ʚ ʢʦʪʦʨʦʤ ʙʫʜʫʪ ʧʨʠʥʷʪʳ ʠʩʧʨʘʚʣʝʥʠʷ, ʟʘʧʠʩʘʥʥʳʝ ʚ ʠʩʭʦʜʥʦʤ ʜʦʢʫʤʝʥʪʝ, ʘ 

ʠʟʤʝʥʝʥʠʷ, ʦʪʤʝʯʝʥʥʳʝ ʚʦ ʚʪʦʨʦʤ ʠʟ ʩʨʘʚʥʠʚʘʝʤʳʭ ʜʦʢʫʤʝʥʪʦʚ, ʦʪʦʙʨʘʟʷʪʩʷ ʚ ʚʠʜʝ ʠʩʧʨʘʚʣʝʥʠʡ. 

ʇʨʠʤʝʯʘʥʠʝ! ɼʣʷ ʫʜʦʙʩʪʚʘ ʩʨʘʚʥʝʥʠʷ ʜʦʢʫʤʝʥʪʦʚ ʚ ʦʢʥʝ, ʧʦʤʠʤʦ ʨʝʟʫʣʴʪʘʪʘ ʩʨʘʚʥʝʥʠʷ, ʤʦʞʥʦ 

ʦʪʦʙʨʘʟʠʪʴ ʠ ʩʨʘʚʥʠʚʘʝʤʳʝ ʜʦʢʫʤʝʥʪʳ. 

¶ ɺʦ ʚʢʣʘʜʢʝ ʈʝʮʝʥʟʠʨʦʚʘʥʠʝ ʚ ʛʨʫʧʧʝ ʉʨʘʚʥʠʪʴ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʀʩʭʦʜʥʳʝ ʜʦʢʫʤʝʥʪʳ ʠ ʚʳʙʝʨʠʪʝ 

ʦʪʦʙʨʘʞʘʝʤʳʝ ʜʦʢʫʤʝʥʪʳ: ʠʩʭʦʜʥʳʡ, ʠʟʤʝʥʝʥʥʳʡ ʠʣʠ ʦʙʘ ʩʨʘʟʫ 

ʇʨʠʤʝʯʘʥʠʝ! ɺ ʮʝʥʪʨʘʣʴʥʦʡ ʯʘʩʪʠ ʦʢʥʘ ʙʫʜʝʪ ʦʪʦʙʨʘʞʝʥ ʨʝʟʫʣʴʪʘʪ ʩʨʘʚʥʝʥʠʷ, ʩʣʝʚʘ - ʦʙʣʘʩʪʴ 

ʧʨʦʩʤʦʪʨʘ ʧʨʠʤʝʯʘʥʠʡ ʠ ʠʩʧʨʘʚʣʝʥʠʡ, ʘ ʩʧʨʘʚʘ - ʩʨʘʚʥʠʚʘʝʤʳʝ ʜʦʢʫʤʝʥʪʳ. 

ɺ ʵʪʦʤ ʨʝʞʠʤʝ ʤʦʞʥʦ ʨʘʙʦʪʘʪʴ ʪʦʣʴʢʦ ʩ ʨʝʟʫʣʴʪʘʪʦʤ ʩʨʘʚʥʝʥʠʷ. ʉʨʘʚʥʠʚʘʝʤʳʝ ʜʦʢʫʤʝʥʪʳ ʟʘʙʣʦʢʠʨʦʚʘʥʳ 

ʦʪ ʠʟʤʝʥʝʥʠʡ. 

ʇʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʜʦʢʫʤʝʥʪ, ʢʦʪʦʨʳʡ ʧʦʣʫʯʠʣʩʷ ʚ ʨʝʟʫʣʴʪʘʪʝ ʩʨʘʚʥʝʥʠʷ, ʤʦʞʥʦ ʩʦʭʨʘʥʠʪʴ ʢʘʢ ʦʙʳʯʥʳʡ 

ʬʘʡʣ. 

 

ʆʙʲʝʜʠʥʝʥʠʝ ʜʦʢʫʤʝʥʪʦʚ 

ɼʘʥʥʘʷ ʧʨʦʮʝʜʫʨʘ ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʦʙʲʝʜʠʥʝʥʠʷ ʠʩʧʨʘʚʣʝʥʠʡ ʥʝʩʢʦʣʴʢʠʭ ʨʝʮʝʥʟʝʥʪʦʚ ʚ ʦʜʠʥ ʜʦʢʫʤʝʥʪ: 

¶ ɺʦ ʚʢʣʘʜʢʝ ʈʝʮʝʥʟʠʨʦʚʘʥʠʝ ʚ ʛʨʫʧʧʝ ʉʨʘʚʥʠʪʴ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʉʨʘʚʥʠʪʴ ʠ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ 

ʆʙʲʝʜʠʥʠʪʴ. 

¶ ɺ ʦʢʥʝ ʆʙʲʝʜʠʥʝʥʠʝ ʜʦʢʫʤʝʥʪʦʚ ʚʝʨʩʠʡ ʚ ʧʦʣʝ ʀʩʭʦʜʥʳʡ ʜʦʢʫʤʝʥʪ ʫʢʘʞʠʪʝ ʠʩʭʦʜʥʳʡ ʜʦʢʫʤʝʥʪ. ɽʩʣʠ 

ʦʙʲʝʜʠʥʝʥʠʝ ʚʝʜʝʪʩʷ ʩ ʦʪʢʨʳʪʳʤ ʜʦʢʫʤʝʥʪʦʤ, ʢʘʢ ʵʪʦ ʦʙʳʯʥʦ ʜʝʣʘʝʪʩʷ, ʪʦ ʝʛʦ ʠʤʷ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʚ 

ʨʘʩʢʨʳʚʘʶʱʝʤʩʷ ʩʧʠʩʢʝ. 

¶ ɺ ʧʦʣʝ ʀʟʤʝʥʝʥʥʳʡ ʜʦʢʫʤʝʥʪ ʚʳʙʝʨʠʪʝ ʜʦʢʫʤʝʥʪ, ʠʩʧʨʘʚʣʝʥʠʷ ʢʦʪʦʨʦʛʦ ʥʫʞʥʦ ʦʙʲʝʜʠʥʠʪʴ ʩ ʫʞʝ 

ʦʪʢʨʳʪʳʤ ʜʦʢʫʤʝʥʪʦʤ.  

ʇʨʠʤʝʯʘʥʠʝ! ɽʩʣʠ ʬʘʡʣ ʜʦʢʫʤʝʥʪʘ ʥʘʭʦʜʠʪʩʷ ʚ ʩʧʠʩʢʝ ʧʦʩʣʝʜʥʠʭ ʬʘʡʣʦʚ, ʝʛʦ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʚ 

ʨʘʩʢʨʳʚʘʶʱʝʤʩʷ ʩʧʠʩʢʝ. ɺ ʜʨʫʛʠʭ ʩʣʫʯʘʷʭ ʚʳʙʝʨʠʪʝ ʚ ʨʘʩʢʨʳʚʘʶʱʝʤʩʷ ʩʧʠʩʢʝ ʧʘʨʘʤʝʪʨ ʆʙʟʦʨ ʠʣʠ 

ʥʘʞʤʠʪʝ ʨʷʜʦʤ ʨʘʩʧʦʣʦʞʝʥʥʫʶ ʢʥʦʧʢʫ. ɺ ʦʢʥʝ ʆʪʢʨʳʪʠʝ ʜʦʢʫʤʝʥʪʘ ʧʝʨʝʡʜʠʪʝ ʚ ʧʘʧʢʫ ʩ ʥʫʞʥʳʤ 
ʬʘʡʣʦʤ ʠ ʜʚʘʞʜʳ ʱʝʣʢʥʠʪʝ ʧʦ ʝʛʦ ʟʥʘʯʢʫ. 

ʉʦʚʝʪ! ɽʩʣʠ ʥʝ ʦʪʦʙʨʘʞʘʝʪʩʷ ʦʙʣʘʩʪʴ ʧʘʨʘʤʝʪʨʦʚ ʩʨʘʚʥʝʥʠʷ, ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɹʦʣʴʰʝ. 

¶ ʋʢʘʞʠʪʝ ʧʘʨʘʤʝʪʨʳ ʩʨʘʚʥʝʥʠʷ ʜʦʢʫʤʝʥʪʦʚ (ʧʦʩʪʘʚʴʪʝ ʛʘʣʦʯʢʠ ʚʝʟʜʝ, ʢʘʢ ʥʘ ʨʠʩʫʥʢʝ 2.13). ʈʷʜʦʤ ʩ 

ʇʦʢʘʟʳʚʘʪʴ ʠʟʤʝʥʝʥʠʷ ʚʳʙʝʨʠʪʝ ʦʪʦʙʨʘʞʝʥʠʝ ʠʟʤʝʥʝʥʠʡ ʥʘ ʫʨʦʚʥʝ ʟʥʘʢʦʚ ʠʣʠ ʥʘ ʫʨʦʚʥʝ ʩʣʦʚ.  

ʇʨʠʤʝʯʘʥʠʝ! ʇʦ ʫʤʦʣʯʘʥʠʶ ʧʨʠʣʦʞʝʥʠʝ Word ʦʪʦʙʨʘʞʘʝʪ ʠʩʧʨʘʚʣʝʥʠʷ ʮʝʣʳʤʠ ʩʣʦʚʘʤʠ. ʅʘʧʨʠʤʝʨ, 

ʝʩʣʠ ʩʣʦʚʦ "ʜʦʢʫʤʝʥʪ" ʙʳʣʦ ʟʘʤʝʥʝʥʦ ʩʣʦʚʦʤ "ʜʦʢʫʤʝʥʪʳ", ʪʦ ʚ ʢʘʯʝʩʪʚʝ ʚʥʝʩʝʥʥʦʛʦ ʠʩʧʨʘʚʣʝʥʠʷ ʙʫʜʝʪ 

ʧʦʢʘʟʘʥʦ ʚʩʝ ʩʣʦʚʦ, ʘ ʥʝ ʙʫʢʚʘ "ʳ". 

¶ ɺ ʛʨʫʧʧʝ ʇʦʢʘʟʘʪʴ ʠʟʤʝʥʝʥʠʷ ʫʩʪʘʥʦʚʠʪʝ ʧʝʨʝʢʣʶʯʘʪʝʣʴ ʚ ʠʩʭʦʜʥʦʤ ʜʦʢʫʤʝʥʪʝ. 

ʉʦʚʝʪ! ʉʣʝʜʫʝʪ ʠʤʝʪʴ ʚʚʠʜʫ, ʯʪʦ ʧʘʨʘʤʝʪʨʳ, ʚʳʙʨʘʥʥʳʝ ʚ ʦʙʣʘʩʪʠ ɹʦʣʴʰʝ, ʙʫʜʫʪ ʠʩʧʦʣʴʟʦʚʘʪʴʩʷ ʧʦ 

ʫʤʦʣʯʘʥʠʶ ʚ ʩʣʝʜʫʶʱʠʡ ʨʘʟ. 

 
ʈʠʩ. 2.13 ʆʢʥʦ ʉʨʘʚʥʝʥʠʝ ʚʝʨʩʠʡ 
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¶ ʇʦʤʝʥʷʡʪʝ ʤʝʩʪʘʤʠ ʠʩʭʦʜʥʳʡ ʠ ʠʟʤʝʥʝʥʥʳʡ ʜʦʢʫʤʝʥʪ. ɼʣʷ ʵʪʦʛʦ ʚ ʦʢʥʝ ʆʙʲʝʜʠʥʝʥʠʝ ʜʦʢʫʤʝʥʪʦʚ 

ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʇʦʤʝʥʷʪʴ ʜʦʢʫʤʝʥʪʳ ʤʝʩʪʘʤʠ. ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʂ. 

ʇʨʠʤʝʯʘʥʠʝ! ʍʨʘʥʠʪʴ ʤʦʞʥʦ ʪʦʣʴʢʦ ʦʜʠʥ ʥʘʙʦʨ ʠʟʤʝʥʝʥʠʡ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ, ʧʦʵʪʦʤʫ ʧʨʠ ʦʙʲʝʜʠʥʝʥʠʠ 

ʥʝʩʢʦʣʴʢʠʭ ʜʦʢʫʤʝʥʪʦʚ ʤʦʞʝʪ ʧʦʷʚʠʪʴʩʷ ʟʘʧʨʦʩ, ʭʨʘʥʠʪʴ ʣʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʠʩʭʦʜʥʦʛʦ ʜʦʢʫʤʝʥʪʘ 

ʠʣʠ ʠʩʧʦʣʴʟʦʚʘʪʴ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʠʟʤʝʥʝʥʥʦʛʦ ʜʦʢʫʤʝʥʪʘ (ʈʠʩ. 2.14).  

¶ ɺʳʙʝʨʠʪʝ ʥʫʞʥʳʡ ʚʘʨʠʘʥʪ ʠʩʧʦʣʴʟʦʚʘʪʴ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʠʟʤʝʥʝʥʥʦʛʦ ʜʦʢʫʤʝʥʪʘ ʠ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ 
ʇʨʦʜʦʣʞʠʪʴ ʩʣʠʷʥʠʝ. ɽʩʣʠ ʥʝʪ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʦʪʩʣʝʞʠʚʘʪʴ ʠʟʤʝʥʝʥʠʷ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ, ʪʦ ʚ ʜʠʘʣʦʛʦʚʦʤ 

ʦʢʥʝ ʆʙʲʝʜʠʥʝʥʠʝ ʜʦʢʫʤʝʥʪʦʚ ʩʥʠʤʠʪʝ ʬʣʘʞʦʢ ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ. 

 

 
ʈʠʩ. 2.14 ʆʢʥʦ ʟʘʧʨʦʩʘ ʥʘ ʩʦʭʨʘʥʝʥʠʝ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ 

 

ɺ ʦʢʥʝ ʙʫʜʝʪ ʦʪʦʙʨʘʞʝʥ ʠʩʭʦʜʥʳʡ ʜʦʢʫʤʝʥʪ ʩ ʠʩʧʨʘʚʣʝʥʠʷʤʠ ʠ ʧʨʠʤʝʯʘʥʠʷʤʠ ʠʟ ʦʙʦʠʭ ʜʦʢʫʤʝʥʪʦʚ. 

ʉ ʧʦʣʫʯʝʥʥʳʤ ʪʘʢʠʤ ʦʙʨʘʟʦʤ ʜʦʢʫʤʝʥʪʦʚ ʤʦʞʥʦ ʨʘʙʦʪʘʪʴ ʢʘʢ ʩ ʦʙʳʯʥʳʤ ʜʦʢʫʤʝʥʪʦʤ, ʩʦʜʝʨʞʘʱʠʤ 

ʠʩʧʨʘʚʣʝʥʠʷ. ʇʨʠʥʠʤʘʪʴ ʠ ʦʪʢʣʦʥʷʪʴ ʠʩʧʨʘʚʣʝʥʠʷ ʚ ʵʪʦʡ ʩʠʪʫʘʮʠʠ ʫʜʦʙʥʝʝ ʚ ʦʙʣʘʩʪʠ ʧʨʦʩʤʦʪʨʘ ʠʩʧʨʘʚʣʝʥʠʡ. 

ʌʘʡʣ ʩʦ ʚʩʝʤʠ ʠʩʧʨʘʚʣʝʥʠʷ ʤʦʞʥʦ ʩʦʭʨʘʥʠʪʴ ʠ ʚ ʧʦʩʣʝʜʫʶʱʝʤ ʧʨʦʜʦʣʞʠʪʴ ʧʨʠʥʠʤʘʪʴ ʠ ʦʪʢʣʦʥʷʪʴ 

ʠʩʧʨʘʚʣʝʥʠʷ. 

 

ʉʦʚʤʝʩʪʥʘʷ ʨʘʙʦʪʘ 

 
ʇʨʦʚʝʨʢʘ ʜʦʢʫʤʝʥʪʘ ʥʘ ʩʦʚʤʝʩʪʠʤʦʩʪʴ ʩ ʧʨʝʜʳʜʫʱʠʤʠ ʚʝʨʩʠʷʤʠ Word 

ɼʘʥʥʘʷ ʬʫʥʢʮʠʷ ʧʦʟʚʦʣʷʝʪ ʧʦʥʷʪʴ, ʯʪʦ ʤʳ ʧʦʪʝʨʷʝʤ ʧʨʠ ʩʦʭʨʘʥʝʥʠʠ ʜʦʢʫʤʝʥʪʘ ʚ ʬʦʨʤʘʪʝ ʧʨʝʜʳʜʫʱʠʭ 

ʚʝʨʩʠʡ Word ʠ ʩʪʦʠʪ ʣʠ ʵʪʦ ʜʝʣʘʪʴ (ʢʥʦʧʢʘ ʌʘʡʣŸʇʦʠʩʢ ʧʨʦʙʣʝʤŸʇʨʦʚʝʨʢʘ ʥʘ ʩʦʚʤʝʩʪʠʤʦʩʪʴ.) 

 

ʇʦʠʩʢ ʠ ʫʜʘʣʝʥʠʝ ʠʟ ʜʦʢʫʤʝʥʪʘ ʢʦʥʬʠʜʝʥʮʠʘʣʴʥʦʡ ʠʥʬʦʨʤʘʮʠʠ 

ʋʜʘʣʝʥʠʝ ʣʠʯʥʳʭ ʠ ʩʢʨʳʪʳʭ ʩʚʝʜʝʥʠʡ 

ʅʘʡʪʠ ʠ ʫʜʘʣʠʪʴ ʩʢʨʳʪʳʝ ʠʣʠ ʣʠʯʥʳʝ ʩʚʝʜʝʥʠʷ ʠʟ ʜʦʢʫʤʝʥʪʘ Microsoft Word 2010, ʘ ʪʘʢʞʝ ʜʦʢʫʤʝʥʪʦʚ 

ʙʦʣʝʝ ʨʘʥʥʠʭ ʚʝʨʩʠʡ ʤʦʞʥʦ ʧʨʠ ʧʦʤʦʱʠ ʠʥʩʧʝʢʪʦʨʘ ʜʦʢʫʤʝʥʪʦʚ. ʀʥʩʧʝʢʪʦʨ ʜʦʢʫʤʝʥʪʦʚ ʧʦʣʝʟʥʦ ʟʘʧʫʩʪʠʪʴ ʚ 

ʣʶʙʦʡ ʤʦʤʝʥʪ ʧʨʠ ʨʘʙʦʪʝ ʩ ʜʦʢʫʤʝʥʪʦʤ, ʥʦ ʦʙʳʯʥʦ ʵʪʦ ʜʝʣʘʝʪʩʷ ʧʝʨʝʜ ʦʪʢʨʳʪʠʝʤ ʦʙʱʝʛʦ ʜʦʩʪʫʧʘ ʢ 

ʵʣʝʢʪʨʦʥʥʦʡ ʢʦʧʠʠ ʜʦʢʫʤʝʥʪʘ, ʥʘʧʨʠʤʝʨ, ʧʝʨʝʜ ʚʣʦʞʝʥʠʝʤ ʚ ʩʦʦʙʱʝʥʠʝ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ. 

¶ ʆʪʢʨʦʡʪʝ ʣʶʙʦʡ ʬʘʡʣ ʬʦʨʤʘʪʘ *docx. 

¶ ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʌʘʡʣ  ʇʦʠʩʢ ʧʨʦʙʣʝʤ  ʀʥʩʧʝʢʪʦʨ ʜʦʢʫʤʝʥʪʦʚ  

ʇʨʠʤʝʯʘʥʠʝ! ɽʩʣʠ ʜʦʢʫʤʝʥʪ ʥʝ ʙʳʣ ʩʦʭʨʘʥʝʥ ʧʝʨʝʜ ʧʨʦʚʝʨʢʦʡ, ʚʳʡʜʝʪ ʧʨʝʜʣʦʞʝʥʠʝ ʩʦʭʨʘʥʠʪʴ 

ʠʟʤʝʥʝʥʠʷ, ʚ ʥʝʤ ʱʝʣʢʥʫʪʴ ʢʥʦʧʢʫ ʆʂ.  

¶ ɺ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʀʥʩʧʝʢʪʦʨ ʜʦʢʫʤʝʥʪʦʚ (ʨʠʩ. 1.4) ʫʩʪʘʥʦʚʠʪʝ ʬʣʘʞʢʠ ʜʣʷ ʚʳʙʦʨʘ ʪʠʧʦʚ ʩʢʨʳʪʦʛʦ 

ʩʦʜʝʨʞʠʤʦʛʦ, ʢʦʪʦʨʦʝ ʥʫʞʥʦ ʧʨʦʚʝʨʠʪʴ. ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʇʨʦʚʝʨʠʪʴ.  

ʅʘʟʚʘʥʠʷ ʠʥʩʧʝʢʪʦʨʦʚ, ʠ ʦʙʥʘʨʫʞʠʚʘʝʤʳʝ ʠʤʠ ʜʘʥʥʳʝ, ʧʨʠʚʝʜʝʥʳ ʚ ʪʘʙʣʠʮʝ.  

 

ʅʘʟʚʘʥʠʝ ʠʥʩʧʝʢʪʦʨʘ ʆʙʥʘʨʫʞʠʚʘʝʪ ʠ ʫʜʘʣʷʝʪ 

ʇʨʠʤʝʯʘʥʠʷ, ʠʩʧʨʘʚʣʝʥʠʷ, 

ʚʝʨʩʠʠ 

ʇʨʠʤʝʯʘʥʠʷ  

ʇʦʤʝʪʢʠ ʨʝʞʠʤʘ ʠʩʧʨʘʚʣʝʥʠʡ 

ʉʚʝʜʝʥʠʷ ʦ ʚʝʨʩʠʠ ʜʦʢʫʤʝʥʪʘ 

ʈʫʢʦʧʠʩʥʳʝ ʧʨʠʤʝʯʘʥʠʷ 

ʉʚʦʡʩʪʚʘ ʜʦʢʫʤʝʥʪʘ ʠ 

ʣʠʯʥʳʝ ʩʚʝʜʝʥʠʷ 

ʉʚʦʡʩʪʚʘ ʜʦʢʫʤʝʥʪʘ, ʚʢʣʶʯʘʶʱʠʝ ʩʚʝʜʝʥʠʷ ʩ ʚʢʣʘʜʦʢ ʆʙʱʠʝ, ʉʪʘʪʠʩʪʠʢʘ ʠ 

ʇʨʦʯʠʝ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ ʉʚʦʡʩʪʚʘ ʜʦʢʫʤʝʥʪʘ  

ɿʘʛʦʣʦʚʢʠ ʵʣʝʢʪʨʦʥʥʳʭ ʧʠʩʝʤ 

ʄʘʨʰʨʫʪʳ ʜʦʢʫʤʝʥʪʘ 

ʆʪʧʨʘʚʣʝʥʥʳʝ ʥʘ ʨʝʮʝʥʟʠʶ ʜʘʥʥʳʝ 

ʉʚʦʡʩʪʚʘ ʩʝʨʚʝʨʘ ʜʦʢʫʤʝʥʪʦʚ 

ʉʚʝʜʝʥʠʷ ʧʦʣʠʪʠʢʠ ʫʧʨʘʚʣʝʥʠʷ ʜʦʢʫʤʝʥʪʘʤʠ 

ʉʚʝʜʝʥʠʷ ʦ ʪʠʧʝ ʩʦʜʝʨʞʠʤʦʛʦ 

ʉʚʝʜʝʥʠʷ ʦ ʩʩʳʣʢʘʭ ʜʣʷ ʧʦʣʝʡ ʩ ʧʨʠʚʷʟʢʦʡ ʢ ʜʘʥʥʳʤ (ʧʦʩʣʝʜʥʝʝ ʟʥʘʯʝʥʠʝ 

ʧʨʝʦʙʨʘʟʫʝʪʩʷ ʚ ʪʝʢʩʪ) 

ʀʤʷ ʧʦʣʴʟʦʚʘʪʝʣʷ 

ʀʤʷ ʰʘʙʣʦʥʘ 

ʅʘʩʪʨʘʠʚʘʝʤʳʝ XML -ʜʘʥʥʳʝ ʇʦʣʴʟʦʚʘʪʝʣʴʩʢʠʝ XML-ʜʘʥʥʳʝ, ʢʦʪʦʨʳʝ ʤʦʛʫʪ ʭʨʘʥʠʪʴʩʷ ʚ ʜʦʢʫʤʝʥʪʝ  

ʂʦʣʦʥʪʠʪʫʣʳ ʠ ʧʦʜʣʦʞʢʠ ʃʶʙʦʝ ʩʦʜʝʨʞʘʥʠʝ ʚ ʢʦʣʦʥʪʠʪʫʣʘʭ ʜʦʢʫʤʝʥʪʘ, ʚʢʣʶʯʘʷ ʥʫʤʝʨʘʮʠʶ ʩʪʨʘʥʠʮ.  

ʃʶʙʳʝ ʧʦʜʣʦʞʢʠ, ʚʢʣʶʯʘʷ ʥʘʩʪʨʘʠʚʘʝʤʳʝ 
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ʉʢʨʳʪʳʡ ʪʝʢʩʪ ʊʝʢʩʪ, ʦʪʬʦʨʤʘʪʠʨʦʚʘʥʥʳʡ ʢʘʢ ʩʢʨʳʪʳʡ (ʧʘʨʘʤʝʪʨ ʰʨʠʬʪʘ, ʜʦʩʪʫʧʥʳʡ ʚ 

ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʐʨʠʬʪ)  

ɼʘʥʥʳʡ ʠʥʩʧʝʢʪʦʨ ʥʝ ʤʦʞʝʪ ʦʙʥʘʨʫʞʠʪʴ ʪʝʢʩʪ, ʩʢʨʳʪʳʡ ʜʨʫʛʠʤʠ ʤʝʪʦʜʘʤʠ 

(ʥʘʧʨʠʤʝʨ, ʙʝʣʳʡ ʪʝʢʩʪ ʥʘ ʙʝʣʦʤ ʬʦʥʝ). 

 

¶ ʇʨʦʩʤʦʪʨʠʪʝ ʨʝʟʫʣʴʪʘʪʳ ʧʨʦʚʝʨʢʠ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʀʥʩʧʝʢʪʦʨ ʜʦʢʫʤʝʥʪʦʚ. ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ 

ʋʜʘʣʠʪʴ ʚʩʝ ʨʷʜʦʤ ʩ ʨʝʟʫʣʴʪʘʪʘʤʠ ʧʨʦʚʝʨʢʠ ʜʣʷ ʪʠʧʦʚ ʩʢʨʳʪʳʭ ʜʘʥʥʳʭ, ʢʦʪʦʨʳʝ ʥʝʦʙʭʦʜʠʤʦ ʫʜʘʣʠʪʴ 

ʠʟ ʜʦʢʫʤʝʥʪʘ.  

¶ ʇʦʩʣʝ ʫʜʘʣʝʥʠʷ ʜʘʥʥʳʭ ʠʟ ʜʦʢʫʤʝʥʪʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɿʘʢʨʳʪʴ. 

ʉʦʚʝʪ! ʉʣʝʜʫʝʪ ʠʤʝʪʴ ʚ ʚʠʜʫ, ʯʪʦ ʥʝʢʦʪʦʨʳʝ ʜʘʥʥʳʝ, ʫʜʘʣʝʥʥʳʝ ʠʟ ʜʦʢʫʤʝʥʪʘ, ʥʝʚʦʟʤʦʞʥʦ 

ʚʦʩʩʪʘʥʦʚʠʪʴ ʩ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ ʆʪʤʝʥʠʪʴ. 

 

ʉʦʟʜʘʥʠʝ ʬʠʥʘʣʴʥʦʡ ʚʝʨʩʠʠ ʜʦʢʫʤʝʥʪʘ 

ʇʦʤʝʪʢʘ ʜʦʢʫʤʝʥʪʘ ʢʘʢ ʦʢʦʥʯʘʪʝʣʴʥʳʡ 

ʇʝʨʝʜ ʪʝʤ, ʢʘʢ ʨʘʟʨʝʰʠʪʴ ʩʦʚʤʝʩʪʥʳʡ ʜʦʩʪʫʧ ʢ ʵʣʝʢʪʨʦʥʥʦʡ ʢʦʧʠʠ ʜʦʢʫʤʝʥʪʘ ʜʨʫʛʠʤ ʧʦʣʴʟʦʚʘʪʝʣʷʤ, 

ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʢʦʤʘʥʜʫ ʇʦʤʝʪʠʪʴ ʢʘʢ ʦʢʦʥʯʘʪʝʣʴʥʳʡ, ʯʪʦʙʳ ʩʜʝʣʘʪʴ ʵʪʦʪ ʜʦʢʫʤʝʥʪ ʜʦʩʪʫʧʥʳʤ ʪʦʣʴʢʦ 

ʜʣʷ ʯʪʝʥʠʷ ʠ ʟʘʱʠʪʠʪʴ ʝʛʦ ʦʪ ʠʟʤʝʥʝʥʠʡ. ʂʦʛʜʘ ʜʦʢʫʤʝʥʪ ʧʦʤʝʯʝʥ ʢʘʢ ʦʢʦʥʯʘʪʝʣʴʥʳʡ, ʚ ʥʝʤ ʥʝʚʦʟʤʦʞʝʥ ʚʚʦʜ, 

ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʠ ʦʬʦʨʤʣʝʥʠʝ ʜʘʥʥʳʭ. ɺʦʟʤʦʞʥʦ ʪʦʣʴʢʦ ʚʳʜʝʣʝʥʠʝ ʪʝʢʩʪʘ ʠ ʢʦʧʠʨʦʚʘʥʠʝ ʝʛʦ ʚ ʙʫʬʝʨ ʦʙʤʝʥʘ. 

ʂʨʦʤʝ ʪʦʛʦ, ʩʚʦʡʩʪʚʦ ʜʦʢʫʤʝʥʪʘ ʉʦʩʪʦʷʥʠʝ ʧʨʠʥʠʤʘʝʪ ʟʥʘʯʝʥʠʝ ʆʢʦʥʯʘʪʝʣʴʥʳʡ. ʂʦʤʘʥʜʘ ʇʦʤʝʪʠʪʴ 

ʢʘʢ ʦʢʦʥʯʘʪʝʣʴʥʳʡ ʧʦʟʚʦʣʷʝʪ ʩʦʦʙʱʠʪʴ ʧʦʣʴʟʦʚʘʪʝʣʶ, ʯʪʦ ʦʥ ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʦʢʦʥʯʘʪʝʣʴʥʫʶ ʚʝʨʩʠʶ 

ʜʦʢʫʤʝʥʪʘ ʜʣʷ ʩʦʚʤʝʩʪʥʦʛʦ ʠʩʧʦʣʴʟʦʚʘʥʠʷ. ʊʘʢʞʝ ʵʪʦ ʧʦʟʚʦʣʷʝʪ ʧʨʝʜʦʪʚʨʘʪʠʪʴ ʚʥʝʩʝʥʠʝ ʨʝʮʝʥʟʝʥʪʘʤʠ ʠʣʠ 

ʯʠʪʘʪʝʣʷʤʠ ʥʝʧʨʝʜʥʘʤʝʨʝʥʥʳʭ ʠʟʤʝʥʝʥʠʡ ʚ ʜʦʢʫʤʝʥʪʝ. 

¶ ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʌʘʡʣ, ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʉʚʝʜʝʥʠʷ, ʱʝʣʢʥʠʪʝ ʩʪʨʝʣʢʫ ʢʥʦʧʢʠ ɿʘʱʠʪʠʪʴ ʜʦʢʫʤʝʥʪ ʠ 

ʚ ʧʦʜʯʠʥʝʥʥʦʤ ʤʝʥʶ ʚʳʙʝʨʠ ʪʝ ʢʦʤʘʥʜʫ ʇʦʤʝʪʠʪʴ ʢʘʢ ʦʢʦʥʯʘʪʝʣʴʥʳʡ.  

ʇʨʠʤʝʯʘʥʠʝ! ɽʩʣʠ ʜʦʢʫʤʝʥʪ ʧʝʨʝʜ ʵʪʠʤ ʥʝ ʙʳʣ ʩʦʭʨʘʥʝʥ, ʚʳʡʜʝʪ ʟʘʧʨʦʩ ʥʘ ʩʦʭʨʘʥʝʥʠʝ. ʅʘʞʤʠʪʝ 

ʢʥʦʧʢʫ ʆʂ.  

¶ ʇʦʩʣʝ ʧʦʤʝʪʢʠ ʚʳʡʜʝʪ ʠʥʬʦʨʤʘʮʠʦʥʥʦʝ ʦʢʥʦ. ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʂ.  

ʇʨʠʤʝʯʘʥʠʝ! ʂʦʤʘʥʜʘ ʇʦʤʝʪʠʪʴ ʢʘʢ ʦʢʦʥʯʘʪʝʣʴʥʳʡ ʥʝ ʷʚʣʷʝʪʩʷ ʩʨʝʜʩʪʚʦʤ ʦʙʝʩʧʝʯʝʥʠʷ 

ʙʝʟʦʧʘʩʥʦʩʪʠ. ʃʶʙʦʡ ʧʦʣʴʟʦʚʘʪʝʣʴ, ʧʦʣʫʯʠʚʰʠʡ ʵʣʝʢʪʨʦʥʥʫʶ ʢʦʧʠʶ ʜʦʢʫʤʝʥʪʘ, ʧʦʤʝʯʝʥʥʦʛʦ ʢʘʢ 

ʦʢʦʥʯʘʪʝʣʴʥʳʡ, ʤʦʞʝʪ ʦʪʨʝʜʘʢʪʠʨʦʚʘʪʴ ʵʪʦʪ ʜʦʢʫʤʝʥʪ, ʩʥʷʚ ʩ ʥʝʛʦ ʩʦʩʪʦʷʥʠʝ "ʇʦʤʝʯʝʥ ʢʘʢ 

ʦʢʦʥʯʘʪʝʣʴʥʳʡ". 

¶ ɼʣʷ ʩʥʷʪʠʷ ʧʦʤʝʪʢʠ ʧʦʚʪʦʨʥʦ ʚʳʧʦʣʥʠʪʝ ʜʝʡʩʪʚʠʷ ʧ.1. 

 

ʈʝʢʦʤʝʥʜʘʮʠʷ ʦʪʢʨʳʪʠʷ ʬʘʡʣʘ ʚ ʨʝʞʠʤʝ "ʪʦʣʴʢʦ ʜʣʷ ʯʪʝʥʠʷ" 

ʏʪʦʙʳ ʧʨʝʜʫʧʨʝʜʠʪʴ ʩʣʫʯʘʡʥʦʝ ʠʟʤʝʥʝʥʠʝ ʬʘʡʣʘ ʨʝʮʝʥʟʝʥʪʘʤʠ, ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʧʦʜʩʢʘʟʢʫ. ɺ ʵʪʦʤ ʩʣʫʯʘʝ 

ʧʨʠ ʦʪʢʨʳʪʠʠ ʬʘʡʣʘ ʨʝʮʝʥʟʝʥʪʫ ʙʫʜʝʪ ʧʨʝʜʣʦʞʝʥʦ ʦʪʢʨʳʪʴ ʬʘʡʣ ʚ ʨʝʞʠʤʝ "ʪʦʣʴʢʦ ʜʣʷ ʯʪʝʥʠʷ". ʌʘʡʣ, 

ʦʪʢʨʳʪʳʡ ʪʦʣʴʢʦ ʜʣʷ ʯʪʝʥʠʷ, ʤʦʞʝʪ ʙʳʪʴ ʧʨʦʯʠʪʘʥ ʠʣʠ ʩʢʦʧʠʨʦʚʘʥ. ɽʩʣʠ ʚʥʝʩʪʠ ʠʟʤʝʥʝʥʠʷ ʚ ʬʘʡʣ "ʪʦʣʴʢʦ ʜʣʷ 

ʯʪʝʥʠʷ", ʠʭ ʤʦʞʥʦ ʩʦʭʨʘʥʠʪʴ, ʧʨʠʩʚʦʠʚ ʬʘʡʣʫ ʥʦʚʦʝ ʠʤʷ. 

¶ ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʌʘʡʣ, ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʉʦʭʨʘʥʠʪʴ ʢʘʢ. 

¶ ɺ ʦʢʥʝ ʉʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʉʝʨʚʠʩ ʠ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʆʙʱʠʝ ʧʘʨʘʤʝʪʨʳ. 

¶ ɺ ʦʢʥʝ ʆʙʱʠʝ ʧʘʨʘʤʝʪʨʳ ʫʩʪʘʥʦʚʠʪʝ ʬʣʘʞʦʢ ʨʝʢʦʤʝʥʜʦʚʘʪʴ ʜʦʩʪʫʧ ʪʦʣʴʢʦ ʜʣʷ ʯʪʝʥʠʷ (ʨʠʩ. 2.15). 

ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʂ. 

 
ʈʠʩ. 2.15. ʋʩʪʘʥʦʚʢʘ ʨʝʞʠʤʘ çʪʦʣʴʢʦ ʯʪʝʥʠʝè ʧʨʠ ʩʦʭʨʘʥʝʥʠʠ ʜʦʢʫʤʝʥʪʘ 

 

ʉʦʚʝʪ! ʇʨʠ ʦʪʢʨʳʪʠʠ ʪʘʢʦʛʦ ʜʦʢʫʤʝʥʪʘ ʙʫʜʝʪ ʚʳʭʦʜʠʪʴ ʟʘʧʨʦʩ ʥʘ ʩʧʦʩʦʙ ʦʪʢʨʳʪʠʷ). ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ 

ɼʘ, ʯʪʦʙʳ ʦʪʢʨʳʪʴ ʬʘʡʣ ʚ ʨʝʞʠʤʝ ʪʦʣʴʢʦ ʜʣʷ ʯʪʝʥʠʷ. ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʅʝʪ, ʯʪʦʙʳ ʦʪʢʨʳʪʴ ʬʘʡʣ ʚ 
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ʧʦʣʥʦʬʫʥʢʮʠʦʥʘʣʴʥʦʤ ʨʝʞʠʤʝ. 

ʇʨʠʤʝʯʘʥʠʝ! ɺ ʟʘʛʦʣʦʚʢʝ ʦʢʥʘ ʦʪʢʨʳʪʦʛʦ ʜʦʢʫʤʝʥʪʘ ʧʦʩʣʝ ʠʤʝʥʠ ʬʘʡʣʘ ʙʫʜʝʪ ʦʪʦʙʨʘʞʝʥʘ ʥʘʜʧʠʩʴ 

ʪʦʣʴʢʦ ʯʪʝʥʠʝ. 

ʇʨʠʤʝʯʘʥʠʝ! ɼʣʷ ʩʥʷʪʠʷ ʜʘʥʥʦʛʦ ʨʝʞʠʤʘ ʦʪʢʨʳʪʠʷ ʬʘʡʣʘ ʩʣʝʜʫʝʪ ʚʳʧʦʣʥʠʪʴ ʪʝ ʞʝ ʜʝʡʩʪʚʠʷ, ʯʪʦ ʠ 

ʧʨʠ ʫʩʪʘʥʦʚʢʝ ʠ ʚ ʦʢʥʝ ʆʙʱʠʝ ʧʘʨʘʤʝʪʨʳ (ʨʠʩ. 2.15) ʩʥʷʪʴ ʬʣʘʞʦʢ ʨʝʢʦʤʝʥʜʦʚʘʪʴ ʜʦʩʪʫʧ ʪʦʣʴʢʦ 

ʜʣʷ ʯʪʝʥʠʷ. 

 

ʆʪʢʨʳʪʠʝ ʬʘʡʣʦʚ ʚ ʨʝʞʠʤʝ "ʪʦʣʴʢʦ ʜʣʷ ʯʪʝʥʠʷ" 

ɺʦ ʠʟʙʝʞʘʥʠʝ ʚʥʝʩʝʥʠʷ ʩʣʫʯʘʡʥʳʭ ʠʟʤʝʥʝʥʠʡ ʚ ʜʦʢʫʤʝʥʪ, ʝʛʦ ʤʦʞʥʦ ʦʪʢʨʳʪʴ ʚ ʨʝʞʠʤʝ "ʪʦʣʴʢʦ ʜʣʷ 

ʯʪʝʥʠʷ". 

ʇʨʠ ʦʪʢʨʳʪʠʠ ʬʘʡʣʘ ʚ ʦʢʥʝ ʆʪʢʨʳʪʠʝ ʜʦʢʫʤʝʥʪʘ ʱʝʣʢʥʠʪʝ ʧʦ ʩʪʨʝʣʢʝ ʨʷʜʦʤ ʩ ʢʥʦʧʢʦʡ ʆʪʢʨʳʪʴ ʠ 

ʚʳʙʝʨʠʪʝ ʨʝʞʠʤ ʦʪʢʨʳʪʠʷ (ʨʠʩ. 2.16). 

 
ʈʠʩ. 2.16 ʆʪʢʨʳʪʠʝ ʜʦʢʫʤʝʥʪʘ ʪʦʣʴʢʦ ʜʣʷ ʯʪʝʥʠʷ 

 

ɿʘʱʠʪʘ ʜʦʢʫʤʝʥʪʘ ʧʘʨʦʣʝʤ 

ɺ Microsoft Word ʧʨʝʜʫʩʤʦʪʨʝʥʦ ʥʝʩʢʦʣʴʢʦ ʫʨʦʚʥʝʡ ʟʘʱʠʪʳ, ʧʦʟʚʦʣʷʶʱʠʭ ʫʧʨʘʚʣʷʪʴ ʜʦʩʪʫʧʦʤ ʢ 

ʜʦʢʫʤʝʥʪʘʤ Microsoft Word. 

ʄʦʞʥʦ ʦʛʨʘʥʠʯʠʪʴ ʜʦʩʪʫʧ ʢ ʬʘʡʣʫ, ʥʘʧʨʠʤʝʨ ʥʝʩʘʥʢʮʠʦʥʠʨʦʚʘʥʥʦʝ ʦʪʢʨʳʪʠʝ ʬʘʡʣʘ ʠ/ʠʣʠ ʩʦʭʨʘʥʝʥʠʝ ʚ ʥʝʤ 

ʠʟʤʝʥʝʥʠʡ. 

ʄʦʞʥʦ ʧʦʣʥʦʩʪʴʶ ʟʘʱʠʪʠʪʴ ʜʦʢʫʤʝʥʪ ʦʪ ʠʟʤʝʥʝʥʠʡ ʩʦʜʝʨʞʠʤʦʛʦ ʠʣʠ ʪʦʣʴʢʦ ʝʛʦ ʯʘʩʪʴ. ʇʨʠ ʵʪʦʤ ʤʦʞʥʦ 

ʨʘʟʨʝʰʠʪʴ ʚʚʦʜ ʠʥʬʦʨʤʘʮʠʠ ʚ ʦʪʜʝʣʴʥʳʝ ʨʘʟʜʝʣʳ, ʬʨʘʛʤʝʥʪʳ ʠʣʠ ʚ ʩʧʝʮʠʘʣʴʥʳʝ ʧʦʣʷ ʜʦʢʫʤʝʥʪʘ. ʄʦʞʥʦ 

ʨʘʟʨʝʰʠʪʴ ʚʚʦʜ ʚ ʜʦʢʫʤʝʥʪ ʪʦʣʴʢʦ ʧʨʠʤʝʯʘʥʠʡ ʠʣʠ ʠʩʧʨʘʚʣʝʥʠʡ. ʄʦʞʥʦ ʦʛʨʘʥʠʯʠʪʴ ʚʦʟʤʦʞʥʦʩʪʠ ʠʟʤʝʥʝʥʠʷ 

ʦʬʦʨʤʣʝʥʠʷ ʜʦʢʫʤʝʥʪʘ. 

ɺʩʝ ʫʨʦʚʥʠ ʟʘʱʠʪʳ ʷʚʣʷʶʪʩʷ ʥʝ ʚʟʘʠʤʦʠʩʢʣʶʯʘʶʱʠʤʠ, ʘ ʩʢʦʨʝʝ ʚʟʘʠʤʦʜʦʧʦʣʥʷʶʱʠʤʠ ʜʨʫʛ ʜʨʫʛʘ. 

 

ʋʩʪʘʥʦʚʢʘ ʧʘʨʦʣʷ ʥʘ ʦʪʢʨʳʪʠʝ ʬʘʡʣʘ 

¶ ʇʘʨʦʣʴ ʥʘ ʦʪʢʨʳʪʠʝ ʬʘʡʣʘ ʤʦʞʥʦ ʫʩʪʘʥʦʚʠʪʴ ʚ ʧʨʦʮʝʩʩʝ ʨʘʙʦʪʳ ʩ ʜʦʢʫʤʝʥʪʦʤ. 

¶ ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʌʘʡʣ, ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʉʚʝʜʝʥʠʷ, ɿʘʱʠʪʠʪʴ ʜʦʢʫʤʝʥʪ, ʚ ʧʦʜʯʠʥʝʥʥʦʤ ʤʝʥʶ 

ʢʦʤʘʥʜʫ ɿʘʰʠʬʨʦʚʘʪʴ ʧʘʨʦʣʝʤ. 

¶ ɺ ʦʢʥʝ ʐʠʬʨʦʚʘʥʠʝ ʜʦʢʫʤʝʥʪʘ ʚʚʝʜʠʪʝ ʧʘʨʦʣʴ. ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʂ. 

¶ ɺ ʦʢʥʝ ʇʦʜʪʚʝʨʞʜʝʥʠʝ ʧʘʨʦʣʷ ʚʚʝʜʠʪʝ ʧʘʨʦʣʴ ʝʱʝ ʨʘʟ ʠ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʂ. 

ʇʨʠʤʝʯʘʥʠʝ! ʇʘʨʦʣʴ ʥʘʯʥʝʪ ʜʝʡʩʪʚʦʚʘʪʴ ʧʦʩʣʝ ʩʦʭʨʘʥʝʥʠʷ ʠ ʟʘʢʨʳʪʠʷ ʬʘʡʣʘ. 

 

ʊʘʢ ʞʝ ʧʘʨʦʣʴ ʥʘ ʦʪʢʨʳʪʠʝ ʤʦʞʥʦ ʫʩʪʘʥʦʚʠʪʴ ʚ ʧʨʦʮʝʩʩʝ ʩʦʭʨʘʥʝʥʠʷ ʜʦʢʫʤʝʥʪʘ ʚ ʚʠʜʝ ʬʘʡʣʘ. 

¶ ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʌʘʡʣ, ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʉʦʭʨʘʥʠʪʴ ʢʘʢ. 

¶ ɺ ʦʢʥʝ ʉʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʉʝʨʚʠʩ ʠ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʆʙʱʠʝ ʧʘʨʘʤʝʪʨʳ 

(ʨʠʩ.2.17). 

¶ ɺ ʦʢʥʝ ʆʙʱʠʝ ʧʘʨʘʤʝʪʨʳ ʚ ʧʦʣʝ ʧʘʨʦʣʴ ʜʣʷ ʦʪʢʨʳʪʠʷ ʬʘʡʣʘ ʚʚʝʜʠʪʝ ʧʘʨʦʣʴ. ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʂ.  

¶ ɺ ʦʢʥʝ ʇʦʜʪʚʝʨʞʜʝʥʠʝ ʧʘʨʦʣʷ ʚʚʝʜʠʪʝ ʧʘʨʦʣʴ ʝʱʝ ʨʘʟ ʠ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʂ. 

 


