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ɺɺɽɼɽʅʀɽ 
 

ʇʦʩʦʙʠʝ ʚʳʧʦʣʥʝʥʦ ʚ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ ʫʯʝʙʥʦʡ ʧʨʦʛʨʘʤʤʦʡ ʢʫʨʩʘ 

çʀʥʬʦʨʤʘʪʠʢʘ ʠ ʚʳʯʠʩʣʠʪʝʣʴʥʘʷ ʪʝʭʥʠʢʘè, ʩʦʦʪʚʝʪʩʪʚʫʝʪ ʛʦʩʫʜʘʨ-

ʩʪʚʝʥʥʦʤʫ ʩʪʘʥʜʘʨʪʫ ʠ ʤʝʪʦʜʠʯʝʩʢʠʤ ʪʨʝʙʦʚʘʥʠʷʤ ʧʨʝʧʦʜʘʚʘʥʠʷ 

ʜʠʩʮʠʧʣʠʥʳ. ʆʥʦ ʩʦʜʝʨʞʠʪ ʦʧʠʩʘʥʠʝ ʚʦʟʤʦʞʥʦʩʪʝʡ ʇʕɺʄ, ʠʭ 

ʫʩʪʨʦʡʩʪʚʘ, ʧʨʦʛʨʘʤʤʥʦʛʦ ʦʙʝʩʧʝʯʝʥʠʷ, ʛʣʦʙʘʣʴʥʳʭ ʩʝʪʝʡ. ɺ ʨʘʤʢʘʭ 

ʢʫʨʩʘ ʠʟʣʘʛʘʶʪʩʷ ʩʚʝʜʝʥʠʷ ʧʦ ʨʘʙʦʪʝ ʩ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʦʡ Win-

dows, ʧʘʢʝʪʘʤʠ ʧʨʠʢʣʘʜʥʳʭ ʧʨʦʛʨʘʤʤ Microsoft Office, Microsoft 

Internet Explorer, ʘʨʭʠʚʘʪʦʨʦʤ WinRar, ʛʨʘʬʠʯʝʩʢʠʤ ʨʝʜʘʢʪʦʨʦʤ Mi-

crosoft Paint. ʉʪʨʫʢʪʫʨʘ ʧʦʩʦʙʠʷ ʚʢʣʶʯʘʝʪ ʪʝʦʨʝʪʠʯʝʩʢʠʡ ʤʘʪʝʨʠʘʣ 

ʧʦ ʪʝʤʘʤ ʢʫʨʩʘ, ʚʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ ʠ ʧʨʘʢʪʠʯʝʩʢʠʝ ʟʘʜʘʥʠʷ. 

ʇʨʠ ʧʦʜʛʦʪʦʚʢʝ ʤʘʪʝʨʠʘʣʘ ʘʚʪʦʨʳ ʦʨʠʝʥʪʠʨʦʚʘʣʠʩʴ ʥʘ ʩʦʚʨʝʤʝʥ-

ʥʳʝ ʢʦʤʧʴʶʪʝʨʳ ʠ ʦʧʝʨʘʮʠʦʥʥʳʝ ʩʠʩʪʝʤʳ Windows 98, 2000, XP. 

ʈʘʩʩʤʦʪʨʝʥʳ, ʧʦ ʚʦʟʤʦʞʥʦʩʪʠ, ʧʦʩʣʝʜʥʠʝ ʚʝʨʩʠʠ ʧʨʦʛʨʘʤʤʥʦʛʦ 

ʦʙʝʩʧʝʯʝʥʠʷ, ʫʯʠʪʳʚʘʣʦʩʴ ʥʘʣʠʯʠʝ ʨʫʩʩʢʦʷʟʳʯʥʳʭ ʧʨʦʛʨʘʤʤ, ʧʘʢʝ-

ʪʦʚ ʠ ʩʠʩʪʝʤ. ɼʣʷ ʨʘʙʦʪʳ ʩ ʘʥʛʣʦʷʟʳʯʥʳʤʠ ʚʝʨʩʠʷʤʠ ʚ ʧʦʩʦʙʠʠ ʧʨʠ-

ʚʦʜʷʪʩʷ ʩʣʦʚʘʨʠ ʘʥʛʣʦʷʟʳʯʥʳʭ ʪʝʨʤʠʥʦʚ ʠ ʩʦʦʙʱʝʥʠʡ. 

ʇʦʩʢʦʣʴʢʫ ʦʙʲʝʤ ʧʦʩʦʙʠʷ ʥʝ ʧʦʟʚʦʣʷʝʪ ʧʨʠʚʝʩʪʠ ʦʧʠʩʘʥʠʝ ʚʩʝʭ 

ʚʦʟʤʦʞʥʦʩʪʝʡ ʧʘʢʝʪʘ ʧʨʠʢʣʘʜʥʳʭ ʧʨʦʛʨʘʤʤ Microsoft Office, ʪʦ ʜʣʷ 

ʙʦʣʝʝ ʧʦʣʥʦʛʦ ʦʩʚʦʝʥʠʷ ʇʕɺʄ ʯʠʪʘʪʝʣʷʤ ʧʨʝʜʣʘʛʘʝʪʩʷ ʩʘʤʦʩʪʦʷ-

ʪʝʣʴʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʣʠʪʝʨʘʪʫʨʦʡ, ʧʨʠʚʝʜʝʥʥʳʤʠ ʚ ʩʧʠʩʢʝ ʣʠʪʝ-

ʨʘʪʫʨʳ. 
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 ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ 1 
ʆʇɽʈɸʎʀʆʅʅɸʗ ʉʀʉʊɽʄɸ WINDOWS 

1. ɺʦʟʤʦʞʥʦʩʪʠ ʠ ʦʩʥʦʚʳ ʠʩʧʦʣʴʟʦʚʘʥʠʷ Windows. 

2. ʀʥʪʝʨʬʝʡʩ Windows. 

3. ʈʘʙʦʪʘ ʩ ʦʢʥʘʤʠ ʠ ʦʙʲʝʢʪʘʤʠ. 

4. ʅʘʩʪʨʦʡʢʘ ʨʘʙʦʯʝʡ ʩʨʝʜʳ Windows. 

5. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 

 

ʎʝʣʴ: ʧʨʠʦʙʨʝʪʝʥʠʝ ʥʘʚʳʢʦʚ ʨʘʙʦʪʘʪʴ ʩ ʦʢʥʘʤʠ ʠ ʦʙʲʝʢʪʘʤʠ Win-

dows; ʧʨʦʠʟʚʦʜʠʪʴ ʥʘʩʪʨʦʡʢʫ ʨʘʙʦʯʝʡ ʩʨʝʜʳ Windows. 

ɿʘʜʘʯʠ: 

ï ʫʤʝʪʴ ʧʝʨʝʤʝʱʘʪʴ ʦʢʥʘ, ʠʟʤʝʥʷʪʴ ʠʭ ʨʘʟʤʝʨʳ, ʧʨʦʩʤʘʪʨʠʚʘʪʴ 

ʩʦʜʝʨʞʠʤʦʝ ʦʢʥʘ, ʩʚʝʨʪʳʚʘʪʴ, ʨʘʟʚʝʨʪʳʚʘʪʴ ʠ ʟʘʢʨʳʚʘʪʴ ʦʢʥʘ, 

ʫʧʨʘʚʣʷʪʴ ʤʥʦʛʠʤʠ ʦʢʥʘʤʠ;  

ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʧʘʧʢʠ, ʷʨʣʳʢʠ ʢ ʦʙʲʝʢʪʘʤ; ʢʦʧʠʨʦʚʘʪʴ ʠ ʧʝʨʝ-

ʤʝʱʘʪʴ ʦʙʲʝʢʪʳ, ʧʝʨʝʠʤʝʥʦʚʳʚʘʪʴ ʠ ʫʜʘʣʷʪʴ ʦʙʲʝʢʪʳ; 

ï ʫʤʝʪʴ ʨʘʙʦʪʘʪʴ ʩ ʇʣʘʥʠʨʦʚʱʠʢʦʤ ʟʘʜʘʥʠʡ, ʇʨʦʚʦʜʥʠʢʦʤ, 

ʧʨʦʠʟʚʦʜʠʪʴ ʥʘʩʪʨʦʡʢʫ ʈʘʙʦʯʝʛʦ ʩʪʦʣʘ. 

 

1. ɺʦʟʤʦʞʥʦʩʪʠ ʠ ʦʩʥʦʚʳ ʠʩʧʦʣʴʟʦʚʘʥʠʷ Windows. Windows ï ʵʪʦ 

ʦʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ ʩ ʧʨʠʦʨʠʪʝʪʥʦʡ ʤʥʦʛʦʟʘʜʘʯʥʦʩʪʴʶ ʠ ʫʣʫʯ-

ʰʝʥʥʦʡ ʨʝʘʣʠʟʘʮʠʝʡ ʨʘʙʦʪʳ ʩ ʧʘʤʷʪʴʶ. 

ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ Windows ʠʩʧʦʣʴʟʫʝʪ ʝʜʠʥʳʡ ʫʥʠʬʠʮʠʨʦ-

ʚʘʥʥʳʡ ʛʨʘʬʠʯʝʩʢʠʡ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʠʡ ʠʥʪʝʨʬʝʡʩ, ʧʦʵʪʦʤʫ ʧʦʣʴʟʦ-

ʚʘʪʝʣʷʤ ʥʝ ʪʨʝʙʫʝʪʩʷ ʠʟʫʯʘʪʴ ʜʣʷ ʢʘʞʜʦʡ ʥʦʚʦʡ ʧʨʦʛʨʘʤʤʳ ʧʨʠʥʮʠ-

ʧʳ ʦʨʛʘʥʠʟʘʮʠʠ ʚʟʘʠʤʦʜʝʡʩʪʚʠʷ ʩ ʥʝʡ. 

ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ Windows ʦʙʝʩʧʝʯʠʚʘʝʪ ʚʦʟʤʦʞʥʦʩʪʴ ʦʜʥʦ-

ʚʨʝʤʝʥʥʦʛʦ ʚʳʧʦʣʥʝʥʠʷ ʥʝʩʢʦʣʴʢʠʭ ʟʘʜʘʯ ʠ ʧʝʨʝʢʣʶʯʝʥʠʷ ʩ ʦʜʥʦʡ 

ʧʨʦʛʨʘʤʤʳ ʥʘ ʜʨʫʛʫʶ. 

ɼʣʷ ʦʨʛʘʥʠʟʘʮʠʠ ʦʙʤʝʥʘ ʜʘʥʥʳʤʠ ʤʝʞʜʫ ʧʨʦʛʨʘʤʤʘʤʠ Windows 

ʠʩʧʦʣʴʟʫʶʪʩʷ: 

Å ʙʫʬʝʨ ʦʙʤʝʥʘ ʜʘʥʥʳʤʠ (ʦʜʥʘ ʧʨʦʛʨʘʤʤʘ ʧʦʤʝʱʘʝʪ ʜʘʥʥʳʝ ʚ 

ʙʫʬʝʨ ʦʙʤʝʥʘ, ʘ ʜʨʫʛʘʷ ʧʨʦʛʨʘʤʤʘ ʤʦʞʝʪ ʠʩʧʦʣʴʟʦʚʘʪʴ ʜʘʥʥʳʝ ʠʟ 

ʙʫʬʝʨʘ ʦʙʤʝʥʘ); 

Å ʤʝʭʘʥʠʟʤ ʩʚʷʟʠ ʠ ʚʥʝʜʨʝʥʠʷ ʦʙʲʝʢʪʦʚ (ʦʜʥʘ ʧʨʦʛʨʘʤʤʘ ʤʦʞʝʪ 

ʠʩʧʦʣʴʟʦʚʘʪʴ ʜʘʥʥʳʝ, ʩʦʟʜʘʥʥʳʝ ʜʨʫʛʦʡ ʧʨʦʛʨʘʤʤʦʡ; ʢʦʧʠʷ ʜʘʥʥʳʭ 

ʚ ʠʩʧʦʣʴʟʫʶʱʝʡ ʧʨʦʛʨʘʤʤʝ ʩʦʭʨʘʥʷʝʪ ʧʨʠʚʷʟʢʫ ʢ ʠʩʭʦʜʥʳʤ ʜʘʥʥʳʤ, 

ʯʪʦ ʧʦʟʚʦʣʷʝʪ ʧʨʦʛʨʘʤʤʝ ʚ ʣʶʙʦʡ ʤʦʤʝʥʪ ʦʙʥʦʚʠʪʴ ʚʥʝʜʨʝʥʥʳʝ ʜʘʥ-
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ʥʳʝ; ʧʨʠ ʵʪʦʤ ʧʨʦʛʨʘʤʤʘ, ʠʩʧʦʣʴʟʫʶʱʘʷ ʚʥʝʜʨʝʥʥʳʝ ʜʘʥʥʳʝ, ʤʦ-

ʞʝʪ ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʠʭ ʧʨʦʛʨʘʤʤʦʡ, ʩ ʧʦʤʦɦ ʴʶ ʢʦʪʦʨʦʡ ʵʪʠ ʜʘʥʥʳʝ 

ʙʳʣʠ ʩʦʟʜʘʥʳ). 

ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ Windows ʦʩʫʱʝʩʪʚʣʷʝʪ ʧʦʜʜʝʨʞʢʫ ʤʫʣʴ-

ʪʠʤʝʜʠʘ. ʇʨʠ ʧʦʜʢʣʶʯʝʥʠʠ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʭ ʫʩʪʨʦʡʩʪʚ Windows 

ʤʦʞʝʪ ʚʦʩʧʨʠʥʠʤʘʪʴ ʠ ʚʳʚʦʜʠʪʴ ʟʚʫʢʠ ʠ ʠʟʦʙʨʘʞʝʥʠʷ ʦʪ ʨʘʟʣʠʯʥʳʭ 

ʠʩʪʦʯʥʠʢʦʚ (ʤʠʢʨʦʬʦʥ, ʢʦʤʧʘʢʪ-ʜʠʩʢ, ʮʠʬʨʦʚʳʝ ʢʘʤʝʨʳ, MIDI -

ʩʠʥʪʝʟʘʪʦʨ, ʩʢʘʥʝʨ ʠ ʜʨ. ʫʞʝ ʫʩʪʨʦʡʩʪʚʘ). 

ʅʘ ʩʤʝʥʫ ʦʧʝʨʘʮʠʦʥʥʳʤ ʩʠʩʪʝʤʘʤ Windows 95/98 ʢʦʨʧʦʨʘʮʠʷ 

Microsoft ʚʳʧʫʩʪʠʣʘ ʦʧʝʨʘʮʠʦʥʥʳʝ ʩʠʩʪʝʤʳ ʥʦʚʦʛʦ ʧʦʢʦʣʝʥʠʷ ï 

Windows Millenium Edition (Windows Me), Windows 2000 Professional 

ʠ Windows XP. 

W i n d o w s  M e . ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ Windows Me ʦʙʣʘʜʘʝʪ 

ʚʦʟʤʦʞʥʦʩʪʷʤʠ, ʢʦʪʦʨʳʝ ʦʙʫʩʣʦʚʣʠʚʘʶʪ ʝʝ ʚʳʙʦʨ ʜʣʷ ʜʦʤʘʰʥʝʛʦ 

ʢʦʤʧʴʶʪʝʨʘ. ɽʝ ʧʦʣʴʟʦʚʘʪʝʣʷʤ ʜʦʩʪʫʧʥʳ ʚʩʝ ʚʦʟʤʦʞʥʦʩʪʠ ʨʘʙʦʪʳ ʩ 

ʤʫʣɹʪʠʤʝʜʠʘ ʠ ʦʨʛʘʥʠʟʘʮʠʠ ʜʦʤʘʰʥʝʡ ʩʝʪʠ. ʕʪʘ ʩʠʩʪʝʤʘ ʧʨʝʜʣʘʛʘʝʪ 

ʰʠʨʦʯʘʡʰʫʶ ʧʦʜʜʝʨʞʢʫ ʦʙʦʨʫʜʦʚʘʥʠʷ ʠ ʧʨʦʛʨʘʤʤʥʦʛʦ ʦʙʝʩʧʝʯʝʥʠʷ 

ʜʦʤʘʰʥʠʭ ʢʦʤʧʴʶʪʝʨʦʚ. ʆʥʘ ʷʚʣʷʝʪʩʷ ʮʝʥʪʨʦʤ ʜʦʤʘʰʥʠʭ ʤʫʣʴʪʠ-

ʤʝʜʠʡʥʳʭ ʨʘʟʚʣʝʯʝʥʠʡ. ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ Windows Me ʨʘʩʩʯʠ-

ʪʘʥʘ ʥʘ ʩʦʚʤʝʩʪʥʫʶ ʨʘʙʦʪʫ ʩ ʮʠʬʨʦʚʳʤʠ ʬʦʪʦʛʨʘʬʠʷʤʠ, ʚʠʜʝʦʤʘʪʝ-

ʨʠʘʣʘʤʠ ʠ ʤʫʟʳʢʦʡ. ɺ ʥʝʡ ʩʦʜʝʨʞʘʪʩʷ ʥʦʚʳʝ ʪʝʭʥʦʣʦʛʠʠ ʠ ʚʦʟʤʦʞ-

ʥʦʩʪʠ, ʧʦʟʚʦʣʷʶʱʠʝ ʨʘʙʦʪʘʪʴ ʩ ʤʫʣʴʪʠʤʝʜʠʡʥʳʤʠ ʤʘʪʝʨʠʘʣʘʤʠ.  

W i n d o w s  2 0 0 0  P r o f e s s i o n a l. ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ 

Windows 2000 Professional ʦʙʣʘʜʘʝʪ ʙʦʣʴʰʠʤ ʥʘʙʦʨʦʤ ʚʦʟʤʦʞʥʦ-

ʩʪʝʡ, ʙʣʘʛʦʜʘʨʷ ʢʦʪʦʨʳʤ ʦʥʘ ʩʦʦʪʚʝʪʩʪʚʫʝʪ ʪʨʝʙʦʚʘʥʠʷʤ ʧʨʝʜʧʨʠ̫ -

ʪʠʡ ʣʶʙʦʛʦ ʤʘʩʰʪʘʙʘ. ʆʥʘ ʧʦʩʪʨʦʝʥʘ ʪʘʢʠʤ ʦʙʨʘʟʦʤ, ʯʪʦ ʦʨʛʘʥʠʟʘ-

ʮʠʷ ʤʦʞʝʪ ʫʥʠʬʠʮʠʨʦʚʘʪʴ ʥʘʩʪʦʣʴʥʳʝ ʠ ʧʝʨʝʥʦʩʥʳʝ ʢʦʤʧʴʶʪʝʨʳ, 

ʫʩʪʘʥʦʚʠʚ ʦʜʥʫ ʠ ʪʫʞʝ ʦʧʝʨʘʮʠʦʥʥʫʶ ʩʠʩʪʝʤʫ, ʠ ʚ ʪʦ ʞʝ ʚʨʝʤʷ ʦʙʝʩ-

ʧʝʯʠʪʴ ʤʥʦʛʦʬʫʥʢʮʠʦʥʘʣʴʥʦʩʪʴ, ʥʝʦʙʭʦʜʠʤʫʶ ʩʦʚʨʝʤʝʥʥʦʤʫ ʧʨʝʜ-

ʧʨʠʷʪʠʶ. 

ʆʧʝʨʘʮʠʦʥʥʘʷ ʩʠʩʪʝʤʘ Microsoft Windows 2000 Professional ʩʦ-

ʟʜʘʚʘʣʘʩʴ ʜʣʷ ʙʠʟʥʝʩ-ʧʦʣʴʟʦʚʘʪʝʣʝʡ, ʧʦʵʪʦʤʫ ʦʥʘ ʥʝ ʦʧʪʠʤʠʟʠʨʦʚʘ-

ʣʘʩʴ ʜʣʷ ʧʦʣʴʟʦʚʘʪʝʣʝʡ ʜʦʤʘʰʥʠʭ ʢʦʤʧʴʶʪʝʨʦʚ, ʫ ʢʦʪʦʨʳʭ ʤʦʞʝʪ 

ʯʘʩʪʦ ʚʩʪʨʝʪʠʪʴʩʷ ʩʪʘʨʦʝ ʦʙʦʨʫʜʦʚʘʥʠʝ ʠ 16-ʨʘʟʨʷʜʥʳʝ ʧʨʠʣʦʞʝʥʠʷ 

(ʥʘʧʨʠʤʝʨ, ʠʛʨʳ) ʚ ʩʦʯʝʪʘʥʠʠ ʩ ʚʠʜʝʦ- ʠ ʟʚʫʢʦʚʳʤʠ ʧʣʘʪʘʤʠ ʧʦʩʣʝʜ-

ʥʠʭ ʤʦʜʝʣʝʡ. 

ɺ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʝ Windows 2000 Professional ʧʨʠʤʝʥʷʶʪʩʷ 
ʪʝʭʥʦʣʦʛʠʠ, ʧʦʚʳʰʘʶʱʠʝ ʝʝ ʥʘʜʝʞʥʦʩʪʴ, ʘ ʪʝʤ ʩʘʤʳʤ ʠ ʧʨʦʠʟʚʦʜʠ-

ʪʝʣʴʥʦʩʪʴ ʪʨʫʜʘ ʧʦʣʴʟʦʚʘʪʝʣʷ.  

W i n d o w s  X P. Windows XP ʦʙʣʘʜʘʝʪ ʫʣʫʯʰʝʥʥʳʤʠ ʚʦʟʤʦʞʥʦ-

ʩʪʷʤʠ ʜʣʷ ʨʘʙʦʪʳ ʧʨʦʛʨʘʤʤ ʚ ʬʦʥʦʚʦʤ ʨʝʞʠʤʝ. ʆʙʱʘʷ ʟʘʱʠʪʘ ʟʥʘ-
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ʯʠʪʝʣʴʥʦ ʫʣʫʯʰʝʥʘ, ʧʦʵʪʦʤʫ ʪʝʧʝʨʴ ʤʦʞʥʦ ʙʦʣʝʝ ʙʝʟʦʧʘʩʥʦ ʠʩ-

ʧʦʣɹʟʦʚʘʪʴ ʦʙʦʟʨʝʚʘʪʝʣʴ ʀʥʪʝʨʥʝʪʘ ʠ ʩʦʚʝʨʰʘʪʴ ʚ ʥʝʤ ʧʦʢʫʧʢʠ. 

ʄʦʞʥʦ ʪʘʢʞʝ ʦʙʱʘʪʴʩʷ ʩ ʜʨʫʛʠʤʠ ʧʦʣʴʟʦʚʘʪʝʣʷʤʠ ʧʦ ʩʝʪʷʤ, ʥʝ ʙʝʩ-

ʧʦʢʦʷʩʴ ʦ ʩʦʭʨʘʥʝʥʠʠ ʢʦʥʬʠʜʝʥʮʠʘʣʴʥʦʩʪʠ ʬʘʡʣʦʚ ʣʠʯʥʳʭ ʜʘʥʥʳʭ. 

ɹʳʩʪʨʦʜʝʡʩʪʚʠʝ ʧʦʟʚʦʣʷʝʪ ʟʘʧʫʩʢʘʪʴ ʙʦʣʴʰʦʝ ʢʦʣʠʯʝʩʪʚʦ ʧʨʦʛʨʘʤʤ 

ʦʜʥʦʚʨʝʤʝʥʥʦ, ʧʨʠ ʵʪʦʤ ʧʨʦʛʨʘʤʤʳ ʨʘʙʦʪʘʶʪ ʩ ʤʘʢʩʠʤʘʣʴʥʦʡ ʩʢʦ-

ʨʦʩʪʴʶ. Windows XP ï ʥʘʜʝʞʥʘ ʠ ʫʩʪʦʡʯʠʚʘ, ʧʦʵʪʦʤʫ ʚʩʝʛʜʘ ʤʦʞʥʦ 

ʨʘʩʩʯʠʪʳʚʘʪʴ ʥʘ ʙʳʩʪʨʦʜʝʡʩʪʚʠʝ ʠ ʵʬʬʝʢʪʠʚʥʫʶ ʨʘʙʦʪʫ ʢʦʤʧʴʶʪʝ-

ʨʘ. ʇʦʤʠʤʦ ʵʪʦʛʦ, ʜʦʩʪʠʛʥʫʪ ʤʘʢʩʠʤʘʣʴʥʦ ʚʦʟʤʦʞʥʳʡ ʫʨʦʚʝʥʴ ʩʦʚ-

ʤʝʩʪʠʤʦʩʪʠ ʩ ʜʨʫʛʠʤʠ ʧʨʦʛʨʘʤʤʘʤʠ. 

ʇʨʠ ʨʘʙʦʪʝ ʩ Windows XP ʜʦʩʪʫʧʥʳ ʤʥʦʛʠʝ ʥʦʚʳʝ ʙʦʣʝʝ ʵʬʬʝʢ-

ʪʠʚʥʳʝ ʩʨʝʜʩʪʚʘ ʠ ʪʝʭʥʦʣʦʛʠʠ: 

Å ʧʨʠ ʧʦʤʦʱʠ ʜʠʩʪʘʥʮʠʦʥʥʦʛʦ ʫʧʨʘʚʣʝʥʠʷ ʨʘʙʦʯʠʤ ʩʪʦʣʦʤ ʤʦʞ-

ʥʦ ʧʦʣʫʯʠʪʴ ʜʦʩʪʫʧ ʢ ʩʝʘʥʩʫ Windows ʩ ʜʨʫʛʦʛʦ ʢʦʤʧʴʶʪʝʨʘ, ʪʘʢʞʝ 

ʢʘʢ ʠ ʧʨʠ ʨʘʙʦʪʝ ʟʘ ʩʚʦʠʤ ʢʦʤʧʴʶʪʝʨʦʤ (ʥʘʧʨʠʤʝʨ, ʤʦʞʥʦ ʧʦʜʢʣʶ-

ʯʠʪʴʩʷ ʢ ʨʘʙʦʯʝʤʫ ʢʦʤʧʴʶʪʝʨʫ ʠʟ ʜʦʤʘ ʠ ʧʦʣʫʯʠʪʴ ʜʦʩʪʫʧ ʢʦ ʚʩʝʤ 

ʬʘʡʣʘʤ, ʧʨʠʣʦʞʝʥʠʷʤ ʠ ʩʝʪʝʚʳʤ ʨʝʩʫʨʩʘʤ, ʪʘʢʞʝ ʢʘʢ ʠ ʧʨʠ ʨʘʙʦʪʝ 

ʥʘ ʨʘʙʦʯʝʤ ʢʦʤʧʴʶʪʝʨʝ; ʤʦʞʥʦ ʪʘʢʞʝ ʧʨʦʩʤʘʪʨʠʚʘʪʴ ʬʘʡʣʳ ʠ ʜʦʢʫ-

ʤʝʥʪʳ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ ʩʚʦʝʛʦ ʢʦʤʧʴʶʪʝʨʘ, ʥʘʭʦʜʷʩʴ ʟʘ ʢʦʤʧʴʶʪʝ-

ʨʦʤ ʩʦʪʨʫʜʥʠʢʘ); 

Å ʩʨʝʜʩʪʚʦ çɿʘʱʠʪʘ ʬʘʡʣʦʚ Windowsè ʧʨʝʜʦʪʚʨʘʱʘʝʪ ʩʣʫʯʘʡʥʦʝ 

ʫʜʘʣʝʥʠʝ ʚʘʞʥʳʭ ʬʘʡʣʦʚ (ʟʘʱʠʪʘ ʬʘʡʣʦʚ Windows ʚʳʧʦʣʥʷʝʪʩʷ ʚ 

ʬʦʥʦʚʦʤ ʨʝʞʠʤʝ, ʚ ʨʝʟʫʣʴʪʘʪʝ ʯʝʛʦ ʟʘʱʠʱʘʶʪʩʷ ʚʩʝ ʬʘʡʣʳ, ʫʩʪʘ-

ʥʦʚʣʝʥʥʳʝ ʧʨʦʛʨʘʤʤʦʡ ʫʩʪʘʥʦʚʢʠ Windows); 

Å ʩʨʝʜʩʪʚʦ çɺʦʩʩʪʘʥʦʚʣʝʥʠʝ ʩʠʩʪʝʤʳè ʚʦʟʚʨʘʱʘʝʪ ʩʠʩʪʝʤʫ ʚ ʠʩ-

ʭʦʜʥʦʝ ʩʦʩʪʦʷʥʠʝ ʚ ʩʣʫʯʘʝ ʚʦʟʥʠʢʥʦʚʝʥʠʷ ʧʨʦʙʣʝʤ ʚ ʝʝ ʨʘʙʦʪʝ (ʩʨʝʜ-

ʩʪʚʦ çɺʦʩʩʪʘʥʦʚʣʝʥʠʝ ʩʠʩʪʝʤʳè ʚʝʜʝʪ ʥʘʙʣʶʜʝʥʠʝ ʟʘ ʠʟʤʝʥʝʥʠʷʤʠ ʚ 

ʢʦʤʧʁɹʪʝʨʝ ʠ ʧʝʨʠʦʜʠʯʝʩʢʠ ʩʦʟʜʘʝʪ ʣʝʛʢʦ ʠʜʝʥʪʠʬʠʮʠʨʫʝʤʳʝ ʪʦʯʢʠ 

ʚʦʩʩʪʘʥʦʚʣʝʥʠʷ, ʢʦʪʦʨʳʝ ʧʦʟʚʦʣʷʶʪ ʚʝʨʥʫʪʴ ʩʠʩʪʝʤʫ ʢ ʧʨʝʜʳʜʫʱʝ-

ʤʫ ʩʦʩʪʦʥ̫ʠʶ); 

Å ʧʨʠ ʨʘʙʦʪʝ ʥʘ ʢʦʤʧʴʶʪʝʨʝ ʩ ʧʣʦʩʢʦʵʢʨʘʥʥʳʤ ʤʦʥʠʪʦʨʦʤ ʤʦʞʥʦ 

ʠʩʧʦʣʴʟʦʚʘʪʴ ʪʝʭʥʦʣʦʛʠʶ Clear Type ʜʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʵʢʨʘʥʥʳʭ 

ʰʨʠʬʪʦʚ, ʢʦʪʦʨʘʷ ʧʦʟʚʦʣʷʝʪ ʜʦʙʠʪʴʩʷ ʪʘʢʦʛʦ ʞʝ ʯʝʪʢʦʛʦ ʦʪʦʙʨʘʞʝ-

ʥʠʷ ʩʣʦʚ ʥʘ ʵʢʨʘʥʝ ʢʦʤʧʴʶʪʝʨʘ, ʢʘʢ ʠ ʥʘ ʙʫʤʘʞʥʦʡ ʩʪʨʘʥʠʮʝ (ʠʩ-

ʧʦʣʴʟʦʚʘʥʠʝ ʵʪʦʡ ʪʝʭʥʦʣʦʛʠʠ ʧʦʟʚʦʣʷʝʪ ʟʥʘʯʠʪʝʣʴʥʦ ʫʣʫʯʰʠʪʴ ʨʘʟ-

ʨʝʰʝʥʠʝ ʦʪʦʙʨʘʞʝʥʠʷ ʰʨʠʬʪʦʚ, ʯʪʦ ʦʙʝʩʧʝʯʠʚʘʝʪ ʧʨʝʜʝʣʴʥʫʶ ʯʝʪ-

ʢʦʩʪʴ ʧʨʠ ʦʪʦʙʨʘʞʝʥʠʠ ʩʫʱʝʩʪʚʫʶʱʠʭ ʵʣʝʢʪʨʦʥʥʳʭ ʪʘʙʣʠʮ, ʪʝʢʩʪʦ-
ʚʳʭ ʜʦʢʫʤʝʥʪʦʚ ʠ ʚʝʙ-ʩʪʨʘʥʠʮ). 

ʊʨʝʙʫʝʤʳʝ ʪʝʭʥʠʯʝʩʢʠʝ ʨʝʩʫʨʩʳ ʜʣʷ Windows XP: ʧʨʦʮʝʩʩʦʨ Pen-

tium ʥʘ 233 ʄɻʮ ʠʣʠ ʙʦʣʝʝ ʤʦʱʥʳʡ; ʨʝʢʦʤʝʥʜʫʝʤʳʡ ʦʙʲʝʤ ʦʧʝʨʘ-

ʪʠʚʥʦʡ ʧʘʤʷʪʠ 128 ʄɹ; 1,5 ɻɹ ʩʚʦʙʦʜʥʦʛʦ ʤʝʩʪʘ ʥʘ ʞʝʩʪʢʦʤ ʜʠʩʢʝ; 
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ʤʦʥʠʪʦʨ VGA; ʢʣʘʚʠʘʪʫʨʘ; ʤʳʰʴ ʠʣʠ ʩʦʚʤʝʩʪʠʤʦʝ ʫʢʘʟʳʚʘʶʱʝʝ 

ʫʩʪʨʦʡʩʪʚʦ; ʜʠʩʢʦʚʦʜ ʢʦʤʧʘʢʪ-ʜʠʩʢʦʚ ʠʣʠ DVD-ʜʠʩʢʦʚ. 

ʌʘʡʣʳ ʠ ʧʘʧʢʠ. ʀʥʬʦʨʤʘʮʠʷ ʥʘ ʜʠʩʢʘʭ (ʞʝʩʪʢʠʭ ʜʠʩʢʘʭ, 

ʜʠʩʢʝʪʘʭ, ʢʦʤʧʘʢʪ-ʜʠʩʢʘʭ ʠ ʪ. ʧ.) ʭʨʘʥʠʪʩʷ ʚ ʬʘʡʣʘʭ. ʌʘʡʣʦʤ ʥʘʟr-

ʚʘʝʪʩʷ ʣʶʙʘʷ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʘʥʥʳʭ ʦʧʨʝʜʝʣʝʥʥʦʡ ʜʣʠʥʳ, 

ʠʤʝʶʱʘʷ ʠʤʷ. ɺ ʬʘʡʣʘʭ ʤʦʛʫʪ ʭʨʘʥʠʪʴʩʷ ʪʝʢʩʪʳ ʧʨʦʛʨʘʤʤ, ʜʦʢʫʤʝʥ-

ʪʳ, ʨʠʩʫʥʢʠ, ʪʘʙʣʠʮʳ, ʧʨʦʛʨʘʤʤʳ ʠ ʧʨʦʯʠʝ ʜʘʥʥʳʝ.  

ʀʤʷ ʬʘʡʣʘ ʩʦʩʪʦʠʪ ʠʟ ʠʤʝʥʠ ʠ ʨʘʩʰʠʨʝʥʠʷ. ʀʤʷ ʬʘʡʣʘ ʚ Windows 

2000 ï ʵʪʦ ʥʘʙʦʨ ʜʦ 255 ʜʦʧʫʩʪʠʤʳʭ ʩʠʤʚʦʣʦʚ, ʚʢʣʶʯʘʷ ʧʨʦʙʝʣʳ. 

ʅʝʜʦʧʫʩʪʠʤʳʝ ʩʠʤʚʦʣʳ: \ /: *? ç <> \. 

ʈʘʩʰʠʨʝʥʠʷ ʦʪʜʝʣʷʶʪʩʷ ʦʪ ʠʤʝʥʠ ʬʘʡʣʘ ʪʦʯʢʦʡ ʠ ʩʦʜʝʨʞʘʪ ʜʦ 

ʪʨʝʭ ʜʦʧʫʩʪʠʤʳʭ ʩʠʤʚʦʣʦʚ. 

ʇʨʠʤʝʨ. ʀʤʷ ʬʘʡʣʘ:  

ʆʪʯʝʪ ʧʦ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦʪʝ ˉ1.doc 

ʀʤʷ ʬʘʡʣʘ ʟʘʜʘʝʪ ʧʦʣʴʟʦʚʘʪʝʣʴ ʧʨʠ ʝʛʦ ʩʦʭʨʘʥʝʥʠʠ ʥʘ ʜʠʩʢʝ, ʘ 

ʨʘʩʰʠʨʝʥʠʝ ʟʘʜʘʝʪʩʷ ʧʨʦʛʨʘʤʤʦʡ, ʚ ʢʦʪʦʨʦʡ ʦʥ ʩʦʟʜʘʥ. ʀʤʷ ʬʘʡʣʘ 

ʩʦʩʪʘʚʣʷʝʪʩʷ ʪʘʢ, ʯʪʦʙʳ ʧʦʣʴʟʦʚʘʪʝʣʴ ʤʦʛ ʣʝʛʢʦ ʚʩʧʦʤʥʠʪʴ, ʯʪʦ ʚ ʥʝʤ 

ʭʨʘʥʠʪʩʷ. ʈʘʩʰʠʨʝʥʠʝ ʠʤʝʥʠ ʫʢʘʟʳʚʘʝʪ ʥʘ ʪʠʧ ʭʨʘʥʷʱʠʭʩʷ ʚ ʬʘʡʣʝ 

ʜʘʥʥʳʭ ʠ ʧʦ ʥʝʤʫ ʤʦʞʥʦ ʫʟʥʘʪʴ, ʢʘʢʘʷ ʧʨʦʛʨʘʤʤʘ ʩʦʟʜʘʣʘ ʬʘʡʣ. ʆʩ-

ʥʦʚʥʳʝ ʩʪʘʥʜʘʨʪʥʳʝ ʨʘʩʰʠʨʝʥʠʷ ʬʘʡʣʦʚ ʧʨʠʚʦʜʷʪʩʷ ʠʤʝʶʪ ʚʠʜ: 
.com, .exe ï ʀʩʧʦʣʥʷʝʤʳʝ ʬʘʡʣʳ 

.bat ï ʂʦʤʘʥʜʥʳʝ ʬʘʡʣʳ 

.txt  ï ʊʝʢʩʪʦʚʳʝ ʬʘʡʣʳ 

.doc ï ʌʘʡʣʳ, ʩʦʟʜʘʥʥʳʝ ʨʝʜʘʢʪʦʨʦʤ Word 

.xls ï ʌʘʡʣʳ, ʩʦʟʜʘʥʥʳʝ ʵʣʝʢʪʨʦʥʥʦʡ ʪʘʙʣʠʮʝʡ Excel 

. bmp, .gif, .jpg ï ʌʘʡʣʳ ʨʠʩʫʥʢʦʚ 

.zip, .rʘr , .arj  ï ɸʨʭʠʚʥʳʝ ʬʘʡʣʳ 

.htm, .html  ï ʌʘʡʣʳ, ʠʩʧʦʣʴʟʫʝʤʳʝ ʚ ʀʥʪʝʨʥʝʪ 

ɼʣʷ ʦʙʨʘʱʝʥʠʷ ʢ ʛʨʫʧʧʘʤ ʬʘʡʣʦʚ ʧʨʠʤʝʥʷʶʪʩʷ ʛʨʫʧʧʦʚʳʝ ʠʤʝʥʘ 

ʬʘʡʣʦʚ, ʦʙʨʘʟʫʝʤʳʝ ʩ ʠʩʧʦʣʴʟʦʚʘʥʠʝʤ ʩʠʤʚʦʣʦʚ * ʠ ?. ʉʠʤʚʦʣ *, 

ʚʩʪʨʝʯʘʶʠɦʡʩʷ ʚ ʠʤʝʥʠ ʬʘʡʣʘ, ʪʨʘʢʪʫʝʪʩʷ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʦʡ 

ʢʘʢ çʣʙʁʘʷ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʩʠʤʚʦʣʦʚè, ʩʠʤʚʦʣ ? ï ʢʘʢ çʣʶʙʦʡ 

ʦʜʠʥ ʩʠʤʚʦʣè. ɺ ʪʘʙʣʠʮʝ 1 ʧʨʠʚʦʜʷʪʩʷ ʧʨʠʤʝʨʳ ʪʘʢʠʭ ʬʘʡʣʦʚ. 

 
ʊʘʙʣʠʮʘ12. ʇʨʠʤʝʨʳ ʬʘʡʣʦʚ ʩ ʛʨʫʧʧʦʚʳʤʠ ʠʤʝʥʘʤʠ. 

*.ɽʍɽ ɺʩʝ ʬʘʡʣʳ ʩ ʨʘʩʰʠʨʝʥʠʝʤ ʠʤʝʥʠ ɽʍɽ 

ɸ*.ʉʆʄ ɺʩʝ ʬʘʡʣʳ ʪʠʧʘ ʉʆʄ, ʠʤʝʥʘ ʢʦʪʦʨʳʭ ʥʘʯʠʥʘʶʪʩʷ ʩ ɸ 

??B.BAS ɺʩʝ ʬʘʡʣʳ ʪʠʧʘ BAS, ʠʤʝʥʘ ʢʦʪʦʨʳʭ ʩʦʜʝʨʞʘʪ ʪʨʠ ʩʠʤ-

ʚʦʣʘ, ʠʟ ʢʦʪʦʨʳʭ ʧʦʩʣʝʜʥʠʡ ʙʫʢʚʘ 8 

*.*  ɺʩʝ ʬʘʡʣʳ 
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ʂʨʦʤʝ ʠʤʝʥʠ ʠ ʨʘʩʰʠʨʝʥʠʷ ʆʉ ʭʨʘʥʠʪ ʜʣʷ ʢʘʞʜʦʛʦ ʬʘʡʣʘ ʜʘʪʫ 

ʝʛʦ ʩʦʟʜʘʥʠʷ (ʠʟʤʝʥʝʥʠʷ) ʠ ʘʪʨʠʙʫʪʳ (ʩʚʦʡʩʪʚʘ, ʦʧʨʝʜʝʣʷʶʱʠʝ 

ʩʧʦʩʦʙʳ ʨʘʙʦʪʳ ʩ ʥʠʤ) ʬʘʡʣʘ.  

ɸʪʨʠʙʫʪʳ ʤʦʛʫʪ ʙʳʪʴ:  

Å ʪʦʣʴʢʦ ʜʣʷ ʯʪʝʥʠʷ [Read only] ï ʬʘʡʣ ʥʝʣʴʟʷ ʨʝʜʘʢʪʠʨʦʚʘʪʴ;  

Å ʩʢʨʳʪʳʡ [Hidden] ï ʧʨʠ ʧʨʦʩʤʦʪʨʝ ʩʦʜʝʨʞʠʤʦʛʦ ʢʘʪʘʣʦʛʘ ʵʪʦʪ 

ʬʘʡʣ ʥʝ ʚʠʜʝʥ;  

Å ʩʠʩʪʝʤʥʳʡ [System] ï ʬʘʡʣ ʦʪʥʦʩʠʪʩʷ ʢ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʝ ʠ 

ʥʝ ʤʦʞʝʪ ʙʳʪʴ ʦʪʨʝʜʘʢʪʠʨʦʚʘʥ;  

Å ʘʨʭʠʚʥʳʡ [Archive] ï ʠʩʧʦʣʴʟʫʝʪʩʷ ʧʨʠ ʨʝʟʝʨʚʥʦʤ ʢʦʧʠʨʦʚʘʥʠʠ 

ʬʘʡʣʦʚ ʫʪʠʣʠʪʦʡ BACKUP (ʠʣʠ ʘʥʘʣʦʛʠʯʥʦʡ) . 

ʉʪʨʫʢʪʫʨʠʨʦʚʘʪʴ, ʫʧʦʨʷʜʦʯʠʪʴ ʜʠʩʢʦʚʦʝ ʧʨʦʩʪʨʘʥʩʪʚʦ ʧʦʟʚʦʣʷʶʪ 

ʧʘʧʢʠ (ʢʘʪʘʣʦʛʠ). 

ʇʘʧʢʘ ï ʵʪʦ ʛʨʫʧʧʘ ʬʘʡʣʦʚ ʥʘ ʦʜʥʦʤ ʥʦʩʠʪʝʣʝ, ʦʙʲʝʜʠʥʝʥʥʳʭ ʧʦ 

ʢʘʢʦʤʫ-ʣʠʙʦ ʢʨʠʪʝʨʠʶ (ʦʙʳʯʥʦ ʣʦʛʠʯʝʩʢʠ ʚʟʘʠʤʦʩʚʷʟʘʥʥʳʭ). ɺ ʥʝʡ 

ʭʨʘʥʷʪʩʷ ʠʤʝʥʘ ʬʘʡʣʦʚ, ʩʚʝʜʝʥʠʷ ʦ ʨʘʟʤʝʨʝ ʬʘʡʣʦʚ, ʚʨʝʤʝʥʠ ʠʭ ʧʦ-

ʩʣʝʜʥʝʛʦ ʦʙʥʦʚʣʝʥʠʷ, ʘʪʨʠʙʫʪʳ ʬʘʡʣʦʚ ʠ ʪ. ʜ. ʇʘʧʢʘ ʠʤʝʝʪ ʠʤʷ (ʪʨʝ-

ʙʦʚʘʥʠʷ ʢ ʠʤʝʥʘʤ ʪʝ ʞʝ, ʯʪʦ ʠ ʢ ʠʤʝʥʘʤ ʬʘʡʣʦʚ). ʈʘʩʰʠʨʝʥʠʷ ʚ ʠʤʝ-

ʥʠ ʧʘʧʢʠ ʦʙʳʯʥʦ ʥʝ ʠʩʧʦʣʴʟʫʶʪʩʷ. ɺ ʧʘʧʢʝ ʤʦʞʝʪ ʙʳʪʴ ʤʥʦʛʦ ʬʘʡ-

ʣʦʚ ʠ ʚʣʦʞʝʥʥʳʭ ʧʘʧʦʢ. 

ʆʨʛʘʥʠʟʘʮʠʷ ʧʘʧʦʢ ʥʘ ʜʠʩʢʝ ʠʝʨʘʨʭʠʯʥʘ, ʪ.ʝ. ʫʨʦʚʥʠ ʧʘʧʦʢ ʚʳ-

ʨʘʩʪʘʶʪ ʠʟ ʦʜʥʦʡ ʢʦʨʥʝʚʦʡ ʧʘʧʢʠ, ʥʝ ʠʤʝʶʱʝʡ ʠʤʝʥʠ. ʇʨʠ ʩʣʦʞʥʦʡ, 

ʜʨʝʚʦʚʠʜʥʦʡ ʩʪʨʫʢʪʫʨʝ ʬʘʡʣʦʚ ʥʘ ʜʠʩʢʝ ʜʣʷ ʦʧʨʝʜʝʣʝʥʠʷ ʤʝʩʪʦʧʦ-

ʣʦʞʝʥʠʷ ʬʘʡʣʘ ʥʝʦʙʭʦʜʠʤʦ ʫʢʘʟʘʪʴ ʮʝʧʦʯʢʫ ʚʣʦʞʝʥʥʳʭ ʧʘʧʦʢ ʢʦʪʦ-

ʨʘʷ ʥʘʟʳʚʘʝʪʩʷ ʤʘʨʰʨʫʪʦʤ. ʇʝʨʝʯʠʩʣʷʝʤʳʝ ʚ ʤʘʨʰʨʫʪʝ ʠʤʝʥʘ ʧʘ-

ʧʦʢ ʨʘʟʜʝʣʷʶʪʩʷ ʩʠʤʚʦʣʦʤ \. 

ʇʨʠʤʝʨ. ʄʘʨʰʨʫʪ  

ʉ\ʄʦʠ ʜʦʢʫʤʝʥʪʳ\ʆʪʯʝʪʳ\ʆʪʯʝʪ ʧʦ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦʪʝ 

ˉ1.doc 
ɿʜʝʩʴ ʬʘʡʣ ʆʪʯʝʪ ʧʦ ʣʘʙʦʨʘʪʦʨʥʦʡ ʨʘʙʦʪʝ ˉ1 ʥʘʭʦʜʠʪʩʷ ʚ ʧʘʧʢʝ 

ʆʪʯʝʪʳ, ʢʦʪʦʨʘʷ ʚʣʦʞʝʥʘ ʚ ʧʘʧʢʫ ʄʦʠ ʜʦʢʫʤʝʥʪʳ ʥʘ ʜʠʩʢʝ ʉ:. 

ʊʘʢ ʢʘʢ Windows ʠʩʧʦʣʴʟʫʝʪ ʛʨʘʬʠʯʝʩʢʠʡ ʠʥʪʝʨʬʝʡʩ, ʜʣʷ ʥʘʛʣʷʜ-

ʥʦʩʪʠ ʚʩʝ ʦʙʲʝʢʪʳ (ʬʘʡʣʳ, ʧʘʧʢʠ ʠ ʪ. ʧ.) ʦʪʦʙʨʘʞʘʶʪʩʷ ʨʘʟʣʠʯʥʳʤʠ 

ʤʘʣʝʥʴʢʠʤʠ ʟʥʘʯʢʘʤʠ ï çʠʢʦʥʢʘʤʠè. ʆʩʥʦʚʥʦʝ ʧʨʘʚʠʣʦ ʦʧʝʨʘʮʠʦʥ-

ʥʦʡ ʩʠʩʪʝʤʳ Windows ï ʚʳʜʝʣʠʪʴ ʦʙʲʝʢʪ, ʘ ʟʘʪʝʤ ʧʨʠʤʝʥʠʪʴ ʢʦʤʘʥ-

ʜʫ, ʚʦʟʜʝʡʩʪʚʫʶʱʫʶ ʥʘ ʥʝʛʦ. 

ʄʘʩʢʦʡ ʠʤʝʥ ʬʘʡʣʦʚ ʥʘʟʳʚʘʝʪʩʷ ʥʝʢʦʪʦʨʳʡ ʰʘʙʣʦʥ, ʟʘʜʘʶʱʠʡ 
ʧʨʘʚʠʣʦ ʚʳʙʦʨʘ ʬʘʡʣʦʚ. ʆʜʥʘ ʤʘʩʢʘ ʤʦʞʝʪ ʦʧʨʝʜʝʣʷʪʴ ʩʨʘʟʫ ʥʝ-

ʩʢʦʣʴʢʦ ʨʘʟʣʠʯʥʳʭ ʠʤʝʥ ʬʘʡʣʦʚ, ʪ.ʝ. ʩʨʘʟʫ ʥʝʩʢʦʣʴʢʦ ʠʤʝʥ ʬʘʡʣʦʚ 

ʤʦʛʫʪ ʫʜʦʚʣʝʪʚʦʨʷʪʴ ʦʜʥʦʡ ʤʘʩʢʝ. ʇʨʠ ʟʘʜʘʥʠʠ ʤʘʩʢʠ ʠʩʧʦʣʴʟʫʶʪʩʷ 

ʩʠʤʚʦʣʳ, ʜʦʧʫʩʪʠʤʳʝ ʚ ʠʤʝʥʠ ʬʘʡʣʘ, ʠ ʜʚʘ ʩʧʝʮʠʘʣʴʥʳʭ ʩʠʤʚʦʣʘ ï 
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ç*è ʠ ç?è. ʉʠʤʚʦʣ ç?è ʦʙʦʟʥʘʯʘʝʪ ʣʶʙʦʡ ʩʠʤʚʦʣ ʠʤʝʥʠ ʬʘʡʣʘ, ʘ 

ç*è ï ʣʶʙʫʶ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʩʠʤʚʦʣʦʚ, ʚ ʪʦʤ ʯʠʩʣʝ ʠ ʧʫʩʪʫʶ 

(ʥʝ ʩʦʜʝʨʞʘʱʫʶ ʩʠʤʚʦʣʦʚ).  

ʅʘʧʨʠʤʝʨ,  

ï ʤʘʩʢʘ *.*  ʟʘʜʘʝʪ ʚʩʝ ʬʘʡʣʳ ʢʘʪʘʣʦʛʘ; 

ï ʤʘʩʢʘ *.txt  ʟʘʜʘʝʪ ʚʩʝ ʬʘʡʣʳ ʢʘʪʘʣʦʛʘ ʩ ʨʘʩʰʠʨʝʥʠʝʤ txt ; 

ï ʤʘʩʢʘ in*.*  ʟʘʜʘʝʪ ʚʩʝ ʬʘʡʣʳ ʢʘʪʘʣʦʛʘ ʩ ʣʶʙʳʤ ʨʘʩʰʠʨʝʥʠʝʤ, 

ʠʤʝʥʘ ʢʦʪʦʨʳʭ ʥʘʯʠʥʘʶʪʩʷ ʩ in. ʅʘʧʨʠʤʝʨ, ʬʘʡʣʳ ʩ ʠʤʝʥʘʤʠ int .txt , 

input . dat, in.rar  ʫʜʦʚʣʝʪʚʦʨʷʶʪ ʜʘʥʥʦʡ ʤʘʩʢʝ, ʘ ʬʘʡʣʳ id.dat, an-

ti .vir  ï ʥʝʪ; 

ï ʤʘʩʢʘ prog?.* ʟʘʜʘʝʪ ʬʘʡʣʳ ʢʘʪʘʣʦʛʘ ʩ ʣʶʙʳʤ ʨʘʩʰʠʨʝʥʠʝʤ, 

ʠʤʝʥʘ ʢʦʪʦʨʳʭ ʩʦʩʪʦʷʪ ʠʟ ʧʷʪʠ ʩʠʤʚʦʣʦʚ ʠ ʥʘʯʠʥʘʶʪʩʷ ʩ prog (ʪɻʦʡ 

ʤʘʩʢʝ ʫʜʦʚʣʝʪʚʦʨʷʶʪ ʬʘʡʣʳ progl.pas, prog2.pas, progs. txt , ʘ ʬʘʡʣʳ 

fff . dat, prolog. pas, prog. txt  ï ʥʝʪ); 

ï ʤʘʩʢʘ st*.?d? ʟʘʜʘʝʪ ʬʘʡʣʳ ʢʘʪʘʣʦʛʘ, ʠʤʝʥʘ ʢʦʪʦʨʳʭ ʥʘʯʠʥʘʶʪ-

ʩʷ ʩ st, ʘ ʨʘʩʰʠʨʝʥʠʝ ʩʦʩʪʦʠʪ ʠʟ ʪʨʝʭ ʩʠʤʚʦʣʦʚ, ʧʨʠʯʝʤ ʚʪʦʨʦʡ ʠʟ 

ʥʠʭ d (ʵʪʦʡ ʤʘʩʢʝ ʫʜʦʚʣʝʪʚʦʨʷʶʪ ʠʤʝʥʘ ʬʘʡʣʦʚ start.idx. st_l.ndi, 

st.ddd, ʘ ʠʤʝʥʘ ʬʘʡʣʦʚ sov.pas, test.idx, s.ndx, tst.ddd ï ʥʝʪ); 

ï ʤʘʩʢʘ win?*.?? ʟʘʜʘʝʪ ʬʘʡʣʳ ʢʘʪʘʣʦʛʘ, ʠʤʝʥʘ ʢʦʪʦʨʳʭ ʩʦʩʪʦʷʪ 

ʢʘʢ ʤʠʥʠʤʫʤ ʠʟ ʯʝʪʳʨʝʭ ʩʠʤʚʦʣʦʚ, ʧʨʠʯʝʤ ʧʝʨʚʳʝ ʪʨʠ ʠʟ ʥʠʭ ï win, 

ʘ ʨʘʩʰʠʨʝʥʠʝ ï ʠʟ ʣʶʙʳʭ ʜʚʫʭ ʩʠʤʚʦʣʦʚ (ʵʪʦʡ ʤʘʩʢʝ ʫʜʦʚʣʝʪʚʦʨʷʶʪ 

ʬʘʡʣʳ windows.in, winl .sa, win2000.98, ʘ ʬʘʡʣʳ win.com, win.ss, 

windows. dat ï ʥʝʪ). 

ʄʳʰʴ ʠ ʫʢʘʟʘʪʝʣʴ. ɺ Windows ʚʩʝ ʦʧʝʨʘʮʠʠ ʧʨʠ ʨʘʙʦʪʝ ʩ 

ʬʘʡʣʘʤʠ ʠ ʧʘʧʢʘʤʠ ʦʩʫʱʝʩʪʚʣʷʶʪʩʷ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ. ʇʦ ʫʤʦʣʯʘ-

ʥʠʶ ʣʝʚʘʷ ʢʥʦʧʢʘ ʤʳʰʠ ʩʯʠʪʘʝʪʩʷ ʦʩʥʦʚʥʦʡ, ʠʣʠ ʢʥʦʧʢʦʡ ʚʳʙʦʨʘ. 

ʇʨʘʚʘʷ ʢʥʦʧʢʘ ʥʘʟʳʚʘʝʪʩʷ ʜʦʧʦʣʥʠʪʝʣʴʥʦʡ, ʠʣʠ ʢʥʦʧʢʦʡ ʚʳʟʦʚʘ 

ʢʦʥʪʝʢʩʪʥʦʛʦ (ʜʠʥʘʤʠʯʝʩʢʦʛʦ) ʤʝʥʶ. 

ʆʩʥʦʚʥʳʝ ʜʝʡʩʪʚʠʷ, ʧʨʦʠʟʚʦʜʠʤʳʝ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ:  

ï ʚʳʜʝʣʝʥʠʝ ʦʙʲʝʢʪʦʚ,  

ï ʨʘʩʢʨʳʪʠʝ ʦʙʲʝʢʪʦʚ, 

ï ʟʘʧʫʩʢ ʧʨʦʛʨʘʤʤ, ʧʝʨʝʤʝʱʝʥʠʝ ʦʙʲʝʢʪʦʚ.  

ɼʣʷ ʚʳʧʦʣʥʝʥʠʷ ʜʘʥʥʳʭ ʦʧʝʨʘʮʠʡ ʧʨʠʤʝʥʷʶʪʩʷ ʱʝʣʯʦʢ, ʜʚʦʡʥʦʡ 

ʱʝʣʯʦʢ ʠ ʧʝʨʝʪʘʩʢʠʚʘʥʠʝ. 

ʑʝʣʯʦʢ ï ʥʘʞʘʪʴ ʠ ʙʳʩʪʨʦ ʦʪʧʫʩʪʠʪʴ ʣʝʚʫʶ (ʦʩʥʦʚʥʫʶ) ʢʥʦʧʢʫ 

ʤʳʰʠ. ʀʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʚʳʜʝʣʝʥʠʷ ʦʙʲʝʢʪʘ. ɽʩʣʠ ʥʝʦʙʭʦʜʠʤʦ ʚʳ-

ʜʝʣʠʪʴ ʩʤʝʞʥʳʝ ʦʙʲʝʢʪʳ (ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦ ʨʘʩʧʦʣʦʞʝʥʥʳʝ ʧʦ ʛʦʨʠ-
ʟʦʥʪʘʣʠ ʠʣʠ ʚʝʨʪʠʢʘʣʠ ʦʙʲʝʢʪʳ), ʪʦ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʧʝʨʚʳʡ 

ʦʙʲʝʢʪ, ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <Shift> ʠ ʚʳʜʝʣʠʪʴ ʧʦʩʣʝʜʥʠʡ ʦʙʲʝʢʪ ʩʧʠʩ-

ʢʘ. ɽʩʣʠ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʥʝʩʢʦʣʴʢʦ ʧʨʦʠʟʚʦʣʴʥʳʭ ʦʙʲʝʢʪʦʚ, ʪʦ 
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ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʥʘ ʢʣʘʚʠʰʫ <Ctrl > ʠ ʚʳʜʝʣʷʪʴ ʪʨʝʙʫʝʤʳʝ 

ʦʙʲʝʢʪʳ, ʧʦʩʣʝ ʯʝʛʦ ʦʪʧʫʩʪʠʪʴ ʢʣʘʚʠʰʫ <Ctrl >. 

ɼʚʦʡʥʦʡ ʱʝʣʯʦʢ ï ʜʚʘʞʜʳ ʙʳʩʪʨʦ ʥʘʞʘʪʴ ʠ ʦʪʧʫʩʪʠʪʴ ʣʝʚʫʶ 

ʢʥʦʧʢʫ ʤʳʰʠ. ʀʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʦʪʢʨʳʪʠʷ ʦʢʦʥ ʠ ʟʘʧʫʩʢʘ ʧʨʦʛʨʘʤʤ. 

ʏʪʦʙʳ ʦʪʢʨʳʪʴ ʥʝʩʢʦʣʴʢʦ ʦʙʲʝʢʪʦʚ ʦʜʥʦʚʨʝʤʝʥʥʦ, ʥʝʦʙʭʦʜʠʤʦ ʚʳ-

ʜʝʣʠʪʴ ʪʨʝʙʫʝʤʳʝ ʦʙʲʝʢʪʳ, ʘ ʟʘʪʝʤ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <Enter>; 

ʇʝʨʝʪʘʩʢʠʚʘʥʠʝ ï ʚʳʙʨʘʪʴ ʦʙʲʝʢʪ, ʥʘʞʘʪʴ ʣʝʚʫʶ (ʧʨʘʚʫʶ) ʢʥʦʧ-

ʢʫ ʤʳʰʠ ʠ, ʥʝ ʦʪʧʫʩʢʘʷ ʝʝ, ʧʝʨʝʤʝʩʪʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʚ ʜʨʫʛʦʝ 

ʤʝʩʪʦ, ʧʦʩʣʝ ʯʝʛʦ ʦʪʧʫʩʪʠʪʴ ʢʥʦʧʢʫ. 
ɿʘʤʝʯʘʥʠʝ. ɺ Windows ʤʦʞʥʦ ʧʝʨʝʥʘʟʥʘʯʠʪʴ ʥʘʟʥʘʯʝʥʠʝ ʢʣʘʚʠʰ 

ʤʳʰʠ, ʢʦʛʜʘ ʜʣʷ ʚʳʙʦʨʘ ʦʙʲʝʢʪʘ ʜʦʩʪʘʪʦʯʥʦ ʪʦʣʴʢʦ ʫʩʪʘʥʦʚʠʪʴ ʫʢʘ-

ʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʦʙʲʝʢʪ, ʘ ʱʝʣʯʦʢ ʠʩʧʦʣʴʟʦʚʘʪʴ ʜʣʷ ʦʪʢʨʳʪʠʷ ʦʢʦʥ ʠ 

ʟʘʧʫʩʢʘ ʧʨʦʛʨʘʤʤ. 

 

2. ʀʥʪʝʨʬʝʡʩ Windows. ɺ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʝ Windows ʵʢʨʘʥ 

ʤʦʥʠʪʦʨʘ ʥʘʟʳʚʘʝʪʩʷ ʨʘʙʦʯʠʤ ʩʪʦʣʦʤ. ʅʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ ʨʘʩʧʦʣʘ-

ʛʘʶʪʩʷ ʮʚʝʪʥʳʝ ɿʥʘʯʢʠ [Icons] ʩ ʪʝʢʩʪʦʚʳʤʠ ʧʦʜʧʠʩʷʤʠ ï ʧʠʢʪʦ-

ʛʨʘʤʤʳ ʠ ̫ʨʣʳʢʠ. ɿʥʘʯʢʦʤ ʚ Windows ʥʘʟʳʚʘʝʪʩʷ ʛʨʘʬʠʯʝʩʢʦʝ ʧʨʝʜ-

ʩʪʘʚʣʝʥʠʝ ʧʨʦʛʨʘʤʤ (ʧʨʠʣʦʞʝʥʠʡ), ʜʦʢʫʤʝʥʪʦʚ ʠʣʠ ʧʘʧʦʢ (ʢʦʥʪʝʡ-

ʥʝʨʦʚ, ʢʘʪʘʣʦʛʦʚ) ʜʣʷ ʭʨʘʥʝʥʠʷ ʦʙʲʝʢʪʦʚ. ʆʙʷʟʘʪʝʣʴʥʳʤʠ ʵʣʝʤʝʥʪʘ-

ʤʠ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ ʷʚʣʷʶʪʩʷ ʧʘʧʢʠ ʄʦʡ ʢʦʤʧʴʶʪʝʨ, ʂʦʨʟʠʥʘ, ʄʦʝ 

ʩʝʪʝʚʦʝ ʦʢʨʫʞʝʥʠʝ, Internet  ʠ ʇʘʥʝʣʴ ʟʘʜʘʯ, ʥʘ ʢʦʪʦʨʦʡ ʩʣʝʚʘ ʧʦ-

ʤʝʱʝʥʘ ʢʥʦʧʢʘ ʛʣʘʚʥʦʛʦ ʤʝʥʶ ï ʇʫʩʢ. 

Å ʇʘʧʢʘ ʄʦʡ ʢʦʤʧʴʶʪʝʨ ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʧʦʣʫʯʝʥʠʷ ʜʦʩʪʫʧʘ ʢ 

ʨʝʩʫʨʩʘʤ ʧʝʨʩʦʥʘʣʴʥʦʛʦ ʢʦʤʧʴʶʪʝʨʘ (ʛʠʙʢʠʤ ʠ ʞʝʩʪʢʠʤ ʜʠʩʢʘʤ, 

ʢʦʤʧʘʢʪ-ʜʠʩʢʘʤ). ʂʨʦʤʝ ʵʪʦʛʦ, ʧʘʧʢʘ ʄʦʡ ʢʦʤʧʴʶʪʝʨ ʩʦʜʝʨʞʠʪ 

ʧʘʧʢʫ ʇʘʥʝʣʴ ʫʧʨʘʚʣʝʥʠʷ, ʢʦʪʦʨʘʷ ʧʦʟʚʦʣʷʝʪ ʦʩʫʱʝʩʪʚʣʷʪʴ 

ʥʘʩʪʨʦʡʢʫ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʳ Windows. 

Å ʇʘʧʢʘ ʂʦʨʟʠʥʘ ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʭʨʘʥʝʥʠʷ ʫʜʘʣʝʥʥʳʭ ʦʙʲʝʢ-

ʪʦʚ. ʋʜʘʣʝʥʥʳʝ ʦʙʲʝʢʪʳ ʥʘʭʦʜʷʪʩʷ ʚ ʧʘʧʢʝ ʂʦʨʟʠʥʘ ʜʦ ʪʝʭ ʧʦʨ, ʧʦʢʘ 

ʦʥʘ ʥʝ ʙʫʜʝʪ ʦʯʠʱʝʥʘ. 

ɼʣʷ ʦʯʠʩʪʢʠ ʧʘʧʢʠ ʂʦʨʟʠʥʘ ʥʝʦʙʭʦʜʠʤʦ ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝ-

ʥʶ ʥʘ ʧʘʧʢʝ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʆʯʠʩʪʠʪʴ ʢʦʨʟʠʥʫ. ɽʩʣʠ ʧʘʧʢʘ ʂʦʨ-

ʟʠʥʘ ʦʪʢʨʳʪʘ, ʪʦ ʜʘʥʥʫʶ ʦʧʝʨʘʮʠʶ ʤʦʞʥʦ ʚʳʧʦʣʥʠʪʴ, ʚʳʙʨʘʚ ʠʟ ʤʝ-

ʥʶ ʌʘʡʣ ʢʦʤʘʥʜʫ ʆʯʠʩʪʠʪʴ ʢʦʨʟʠʥʫ. 

Å ʇʘʧʢʘ ʄʦʝ ʩʝʪʝʚʦʝ ʦʢʨʫʞʝʥʠʝ ï ʧʨʦʛʨʘʤʤʘ ʜʣʷ ʨʘʙʦʪʳ ʚ ʩʝʪʠ 

ʢʦʤʧʴʶʪʝʨʦʚ ʠ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʝʝ ʨʝʩʫʨʩʦʚ, ʘ ʪʘʢʞʝ ʜʣʷ ʫʩʪʘʥʦʚʢʠ ʠ 

ʫʧʨʘʚʣʝʥʠʷ ʩʝʪʝʚʳʤ ʦʙʦʨʫʜʦʚʘʥʠʝʤ. 

Å Internet  ï ʧʨʦʛʨʘʤʤʘ ʧʦʜʢʣʶʯʝʥʠʷ ʢ ʩʝʪʠ ʀʥʪʝʨʥʝʪ ʠ ʨʘʙʦʪʳ ʚ 

ʥʝʡ, ʩʪʘʚʰʘʷ ʩʪʘʥʜʘʨʪʥʳʤ ʢʦʤʧʦʥʝʥʪʦʤ Windows. 

ʇʘʥʝʣʴ ʟʘʜʘʯ ʠ ʢʥʦʧʢʘ ʇʫʩʢ 
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ʂʥʦʧʢʠ ʥʘ ʇʘʥʝʣʠ ʟʘʜʘʯ ʧʦʢʘʟʳʚʘʶʪ, ʢʘʢʠʝ ʦʢʥʘ ʠ ʧʨʦʛʨʘʤʤʳ 

ʷʚʣʷʶʪʩʷ ʦʪʢʨʳʪʳʤʠ ʚ ʜʘʥʥʳʡ ʤʦʤʝʥʪ. ɼʣʷ ʘʢʪʠʚʠʟʘʮʠʠ ʪʨʝʙʫʝʤʦʛʦ 

ʦʢʥʘ ʥʝʦʙʭʦʜʠʤʦ ʱʝʣʢʥʫʪʴ ʧʦ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʡ ʢʥʦʧʢʝ ʥʘ ʇʘʥʝʣʠ 

ʟʘʜʘʯ. 

ʗʨʣʳʢʠ [Shortcuts] ï ʵʪʦ ʟʥʘʯʢʠ, ʩʦʜʝʨʞʘʱʠʝ ʦʩʦʙʫʶ ʤʝʪʢʫ ʧʝʨʝ-

ʭʦʜʘ ʚ ʚʠʜʝ ʥʝʙʦʣʴʰʦʛʦ ʧʨʷʤʦʫʛʦʣʴʥʠʢʘ ʩ ʜʠʘʛʦʥʘʣʴʥʦʡ ʩʪʨʝʣʢʦʡ ʚ 

ʥʠʞʥʝʤ ʣʝʚʦʤ ʫʛʣʫ. ʆʥʠ ʧʨʝʜʥʘʟʥʘʯʝʥʳ ʜʣʷ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʢ ʢʘ-

ʢʦʤʫ-ʣʠʙʦ ʦʙʲʝʢʪʫ ï ʬʘʡʣʫ, ʧʨʦʛʨʘʤʤʝ (ʧʨʠʣʦʞʝʥʠʶ), ʧʘʧʢʝ, ʜʠʩʢʫ. 

ʗʨʣʳʢʠ ʠʤʝʶʪ ʥʝʢʦʪʦʨʳʝ ʦʩʦʙʝʥʥʦʩʪʠ: ʝʩʣʠ ʬʘʡʣʳ, ʦʪʥʦʩʷʱʠʝʩʷ ʢ 

ʷʨʣʳʢʫ, ʧʝʨʝʠʤʝʥʦʚʘʥʳ, ʪʦ ʠʭ ʩʚʷʟʴ ʩ ʥʠʤ ʩʦʭʨʘʥʷʝʪʩʷ, ʘ ʩʘʤ ʷʨʣʳʢ 

ʧʦ-ʧʨʝʞʥʝʤʫ ʩʦʦʪʚʝʪʩʪʚʫʝʪ ʠʤ. ʗʨʣʳʢ ʤʦʞʥʦ ʚ ʣʶʙʦʡ ʤʦʤʝʥʪ ʫʜʘ-

ʣʠʪʴ, ʥʦʛ ʧʨʠ ʵʪʦʤ ʩʚʷʟʘʥʥʳʝ ʩ ʥʠʤ ʬʘʡʣʳ ʩʦʭʨʘʥʷʶʪʩʷ. 

ʇʘʥʝʣʴ ʟʘʜʘʯ ʤʦʞʥʦ ʨʘʩʧʦʣʦʞʠʪʴ ʥʘ ʣʶʙʦʤ ʢʨʘʶ ʵʢʨʘʥʘ, ʧʝʨʝ-

ʪʘʱʠʚ ʝʝ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ. ɽʝ ʤʦʞʥʦ ʥʘʩʪʨʦʠʪʴ ʪʘʢʠʤ ʦʙʨʘʟʦʤ, 

ʯʪʦʙʳ ʦʥʘ ʠʩʯʝʟʘʣʘ, ʢʦʛʜʘ ʝʶ ʥʝ ʧʦʣʴʟʫʶʪʩʷ, ʚʩʝʛʜʘ ʙʳʣʘ ʩʚʝʨʭʫ 

ʚʩʝʭ ʦʪʢʨʳʪʳʭ ʦʢʦʥ ʠ ʪ. ʧ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʥʘʩʪʨʦʠʪʴ ʇʘʥʝʣʴ ʟʘʜʘʯ, 

ʥʝʦʙʭʦʜʠʤʦ ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʥʘ ʇʘʥʝʣʠ ʟʘʜʘʯ ʠ ʚʳʙʨʘʪʴ 

ʢʦʤʘʥʜʫ ʉʚʦʡʩʪʚʘ. ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʫʩʪʘʥʦʚʠʪʴ ʥʝ-

ʦʙʭʦʜʠʤʳʝ ʧʘʨʘʤʝʪʨʳ. 

ʅʘ ʇʘʥʝʣʠ ʟʘʜʘʯ ʚ ʣʝʚʦʤ ʫʛʣʫ ʥʘʭʦʜʠʪʩʷ ʢʥʦʧʢʘ ʇʫʩʢ. ʆʥʘ ʨʘʩ-

ʢʨʳʚʘʝʪ ʛʣʘʚʥʦʝ ʤʝʥʶ Windows, ʢʦʪʦʨʦʝ ʦʪʦʙʨʘʞʘʝʪ ʩʧʠʩʦʢ ʢʦʤʘʥʜ 

ʠ ʷʨʣʳʢʦʚ (ʫʢʘʟʘʪʝʣʝʡ ʬʘʡʣʦʚ). ʀʭ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ, ʯʪʦʙʳ ʚʳ-

ʧʦʣʥʠʪʴ ʧʦʯʪʠ ʣʶʙʫʶ ʟʘʜʘʯʫ. ɺʳʙʠʨʘʷ ʪʦʪ ʠʣʠ ʠʥʦʡ ʧʫʥʢʪ ʛʣʘʚʥʦʛʦ 

ʤʝʥʶ, ʤʦʞʥʦ ʟʘʧʫʩʢʘʪʴ ʧʨʦʛʨʘʤʤʳ, ʦʪʢʨʳʚʘʪʴ ʜʦʢʫʤʝʥʪʳ, ʥʘʩʪʨʘʠ-

ʚʘʪʴ ʦʧʝʨʘʮʠʦʥʥʫʶ ʩʠʩʪʝʤʫ, ʧʦʣʫʯʘʪʴ ʩʧʨʘʚʢʫ, ʠʩʢʘʪʴ ʦʙʲʝʢʪʳ ʥʘ 

ʢʦʤʧʴʶʪʝʨʝ ʠ ʪ. ʜ. ʅʝʢʦʪʦʨʳʝ ʧʫʥʢʪʳ ʛʣʘʚʥʦʛʦ ʤʝʥʶ ʠʤʝʶʪ ʩʪʦʷ-

ʱʫʶ ʩʧʨʘʚʘ ʩʪʨʝʣʢʫ, ʯʪʦ ʦʟʥʘʯʘʝʪ, ʯʪʦ ʵʪʦʪ ʧʫʥʢʪ ʤʝʥʶ ʩʦʜʝʨʞʠʪ 

ʚʣʦʞʝʥʥʦʝ ʤʝʥʶ. 

ʂʥʦʧʢʘ ʇʫʩʢ ʩʦʜʝʨʞʠʪ ʩʣʝʜʫʶʱʠʝ ʧʫʥʢʪʳ ʤʝʥʶ: 

ʇʨʦʛʨʘʤʤʳ ï ʦʙʝʩʧʝʯʠʚʘʝʪ ʙʳʩʪʨʳʡ ʜʦʩʪʫʧ ʢ ʫʩʪʘʥʦʚʣʝʥʥʳʤ ʥʘ 

ʢʦʤʧʴʶʪʝʨʝ ʧʨʦʛʨʘʤʤʘʤ; 

ɼʦʢʫʤʝʥʪʳ ï ʩʦʜʝʨʞʠʪ 15 ʧʦʩʣʝʜʥʠʭ ʨʝʜʘʢʪʠʨʫʝʤʳʭ ʜʦʢʫʤʝʥʪʦʚ 

ʠ ʷʨʣʳʢ ʜʣʷ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʢ ʧʘʧʢʝ ʄʦʠ ʜʦʢʫʤʝʥʪʳ; 

ʅʘʩʪʨʦʡʢʘ ï ʦʙʝʩʧʝʯʠʚʘʝʪ ʥʘʩʪʨʦʡʢʫ ʠ ʢʦʥʬʠʛʫʨʠʨʦʚʘʥʠʝ ʦʧʝ-

ʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʳ; 

ʅʘʡʪʠ ï ʦʙʝʩʧʝʯʠʚʘʝʪ ʧʦʠʩʢ ʥʝʦʙʭʦʜʠʤʳʭ ʨʝʩʫʨʩʦʚ;  

ʉʧʨʘʚʢʘ ʠ ʧʦʜʜʝʨʞʢʘ ï ʠʩʪʦʯʥʠʢ ʠʥʬʦʨʤʘʮʠʠ ʜʣʷ ʠʟʫʯʝʥʠʷ ʦʩ-
ʥʦʚ ʠʩʧʦʣʴʟʦʚʘʥʠʷ Windows ʠ ʩʧʦʩʦʙʦʚ ʚʳʧʦʣʥʝʥʠʷ ʨʘʟʣʠʯʥʳʭ ʟʘ-

ʜʘʯ ï ʦʪ ʫʩʪʘʥʦʚʢʠ ʧʨʠʥʪʝʨʘ ʜʦ ʩʦʝʜʠʥʝʥʠʷ ʩ ʀʥʪʝʨʥʝʪʦʤ; 

ɺʳʧʦʣʥʠʪʴ ï ʦʙʝʩʧʝʯʠʚʘʝʪ ʟʘʧʫʩʢ ʣʶʙʳʭ ʧʨʦʛʨʘʤʤ, ʥʘʭʦʜʷʱʠʭ-

ʩʷ ʥʘ ʢʦʤʧʴʶʪʝʨʝ. 
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ɿʘʚʝʨʰʝʥʠʝ ʩʝʘʥʩʘ/ɺʳʢʣʶʯʠʪʴ ʢʦʤʧʴʶʪʝʨ ï ʠʩʧʦʣʴʟʫʝʪʩʷ 

ʜʣʷ ʟʘʚʝʨʰʝʥʠʷ ʨʘʙʦʪʳ ʢʦʤʧʴʶʪʝʨʘ, ʧʝʨʝʟʘʛʨʫʟʢʠ ʦʧʝʨʘʮʠʦʥʥʦʡ 

ʩʠʩʪʝʤʳ.  

ʅʘ ʧʘʥʝʣʴ ʟʘʜʘʯ Windows ʤʦʞʥʦ ʧʦʤʝʱʘʪʴ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, 

ʯʪʦʙʳ ʝʱʝ ʙʦʣʝʝ ʫʧʨʦʩʪʠʪʴ ʜʦʩʪʫʧ ʢ ʧʨʦʛʨʘʤʤʘʤ, ʬʘʡʣʘʤ, ʧʘʧʢʘʤ, 

ʧʦʜʧʠʩʢʘʤ ʠ ʠʟʙʨʘʥʥʳʤ Web-ʩʪʨʘʥʠʮʘʤ. ʂʨʦʤʝ ʪʦʛʦ, ʤʦʞʥʦ ʨʘʟʤʝ-

ʩʪʠʪʴ ʇʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚ ʣʶʙʦʡ ʯʘʩʪʠ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ ʠ ʠʟʤʝ-

ʥʠʪʴ ʝʝ ʨʘʟʤʝʨʳ. ʉʫʱʝʩʪʚʫʶʪ ʯʝʪʳʨʝ ʩʪʘʥʜʘʨʪʥʳʝ ʧʘʥʝʣʠ ʠʥʩʪʨʫ-

ʤʝʥʪʦʚ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʧʦʤʝʱʘʪʴ ʥʘ ʇʘʥʝʣʠ ʟʘʜʘʯ: 

Å ʧʘʥʝʣʴ ɹʳʩʪʨʳʡ ʟʘʧʫʩʢ ʩʦʜʝʨʞʠʪ ʷʨʣʳʢʠ ʥʝʢʦʪʦʨʳʭ ʯʘʩʪʦ ʠʩ-

ʧʦʣʴʟʫʝʤʳʭ ʢʦʤʧʦʥʝʥʪʦʚ: ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ, ʦʙʦʟʨʝʚʘʪʝʣʷ Web, Out-

look Express ʠ ʢʘʥʘʣʦʚ; 

Å ʧʘʥʝʣʴ ɸʜʨʝʩ ʧʦʟʚʦʣʷʝʪ ʩʨʘʟʫ ʚʚʦʜʠʪʴ ʘʜʨʝʩʘ Web-ʩʪʨʘʥʠʮ, ʥʝ 

ʦʪʢʨʳʚʘʷ ʦʙʦʟʨʝʚʘʪʝʣʴ Internet  Explorer ; 

Å ʧʘʥʝʣʴ ʉʩʳʣʢʠ ʩʦʜʝʨʞʠʪ ʷʨʣʳʢʠ ʥʘʠʙʦʣʝʝ ʚʘʞʥʳʭ Web-ʫʟʣʦʚ 

(ʥʘʧʨʠʤʝʨ, www. microsoft. com), ʯʪʦ ʧʦʟʚʦʣʷʝʪ ʦʪʢʨʳʚʘʪʴ ʠʭ ʙʝʟ 

ʧʦʤʦʱʠ ʦʙʦʟʨʝʚʘʪʝʣʷ; 

Å ʧʘʥʝʣʴ ʈʘʙʦʯʠʡ ʩʪʦʣ ʩʦʜʝʨʞʠʪ ʚʩʝ ʷʨʣʳʢʠ ɺʘʰʝʛʦ ʨʘʙʦʯʝʛʦ 

ʩʪʦʣʘ, ʛʨʫʧʧʠʨʫʷ ʠʭ ʚ ʦʜʥʦʤ, ʫʜʦʙʥʦʤ ʜʣʷ ʜʦʩʪʫʧʘ ʤʝʩʪʝ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʦʤʝʩʪʠʪʴ ʇʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʥʘ ʇʘʥʝʣʴ ʟʘ-

ʜʘʯ, ʥʝʦʙʭʦʜʠʤʦ ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʥʘ ʧʫʩʪʦʤ ʤʝʩʪʝ ʇʘʥʝʣʠ 

ʟʘʜʘʯ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. ɿʘʪʝʤ ʱʝʣʢʥʫʪʴ 

ʤʳʰʴʶ ʧʦ ʇʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ɸʜʨʝʩ, ʉʩʳʣʢʠ, ʈʘʙʦʯʠʡ ʩʪʦʣ 

ʠʣʠ ɹʳʩʪʨʳʡ ʟʘʧʫʩʢ. 

ʇʦʤʠʤʦ ʩʪʘʥʜʘʨʪʥʳʭ ʧʘʥʝʣʝʡ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ 

ʩʚʦʠ ʩʦʙʩʪʚʝʥʥʳʝ, ʩʦʟʜʘʚʘʷ ʠʭ ʥʘ ʦʩʥʦʚʝ ʩʦʜʝʨʞʠʤʦʛʦ ʣʙʁʦʡ ʧʘʧʢʠ, 

ʜʠʩʢʘ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʥʦʚʫʶ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʥʝʦʙʭʦʜʠʤʦ 

ʚrʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʥʘ ʧʫʩʪʦʤ ʤʝʩʪʝ ʇʘʥʝʣʠ ʟʘʜʘʯ ʠ ʚʳʙʨʘʪʴ 

ʢʦʤʘʥʜʫ ʇʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. ɿʘʪʝʤ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʟʜʘʪʴ 

ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʚʳʙʨʘʪʴ 

ʦʙʲʝʢʪ, ʥʘ ʦʩʥʦʚʝ ʢʦʪʦʨʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʩʦʟʜʘʪʴ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥ-

ʪʦʚ. 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʝʨʝʤʝʩʪʠʪʴ ʇʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ 

ʥʘ ʨʘʙʦʯʠʡ ʩʪʦʣ, ʥʝʦʙʭʦʜʠʤʦ ʧʝʨʝʪʘʱʠʪʴ ʝʝ ʚ ʪʨʝʙʫʝʤʦʝ ʧʦʣʦʞʝʥʠʝ ʠ 

ʫʩʪʘʥʦʚʠʪʴ ʜʣʷ ʥʝʝ ʧʦʜʭʦʜʷʱʠʝ ʨʘʟʤʝʨʳ. 

 

3 ʈʘʙʦʪʘ ʩ ʦʢʥʘʤʠ ʠ ʦʙʲʝʢʪʘʤʠ. ʉʪʨʫʢʪʫʨʘ ʦʢʥʘ. ʂʘʞʜʳʡ 

ʦʪʢʨʳʚʘʝʤʳʡ ʦʙʲʝʢʪ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ ʧʨʝʜʩʪʘʚʣʷʝʪʩʷ ʚ ʦʪʜʝʣʴʥʦʤ 

ʦʢʥʝ. ʆʢʥʦ ʤʦʞʝʪ ʧʨʠʥʠʤʘʪʴ ʦʜʥʦ ʠʟ ʪʨʝʭ ʩʦʩʪʦʷʥʠʡ: 

Å ʥʦʨʤʘʣʴʥʦʝ ï ʦʢʥʦ ʟʘʥʠʤʘʝʪ ʯʘʩʪʴ ʵʢʨʘʥʘ;  
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Å ʨʘʟʚʝʨʥʫʪʦʝ ï ʦʢʥʦ ʟʘʥʠʤʘʝʪ ʚʝʩʴ ʵʢʨʘʥ; 

Å ʩʚʝʨʥʫʪʦʝ ï ʦʢʥʦ ʥʝ ʟʘʥʠʤʘʝʪ ʤʝʩʪʦ ʥʘ ʵʢʨʘʥʝ, ʘ ʩʚʝʨʥʫʪʦ ʚ ʟʥʘ-

ʯʦʢ (ʧʠʢʪʦʛʨʘʤʤʫ) ʥʘ ʧʘʥʝʣʠ ʟʘʜʘʯ. 

ɺʝʨʭʥʶʶ ʩʪʨʦʢʫ ʦʢʥʘ ʟʘʥʠʤʘʝʪ ʟʘʛʦʣʦʚʦʢ ï ʩʪʨʦʢʘ ʪʝʢʩʪʘ, ʢʦʪʦ-

ʨʘʷ ʫʢʘʟʳʚʘʝʪ ʧʨʝʜʥʘʟʥʘʯʝʥʠʝ ʦʢʥʘ. 

ʉʣʝʚʘ ʦʪ ʟʘʛʦʣʦʚʢʘ ʨʘʩʧʦʣʘʛʘʝʪʩʷ ʟʥʘʯʦʢ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʜʘʥ-

ʥʦʤʫ ʧʨʠʣʦʞʝʥʠʶ. ɽʩʣʠ ʱʝʣʢʥʫʪʴ ʥʘ ʥʝʤ ʣʝʚʦʡ ʢʥʦʧʢʦʡ ʤʳh ʠ, ʪʦ 

ʧʦʷʚʠʪʩʷ ʩʠc ʪʝʤʥʦʝ ʤʝʥʶ, ʧʦʟʚʦʣʷʶʱʝʝ ʚʳʧʦʣʥʷʪʴ ʥʘʜ ʦʢʥʦʤ 

ʩʪʘʥʜʘʨʪʥʳʝ ʦʧʝʨʘʮʠʠ: ʚʦʩʩʪʘʥʘʚʣʠʚʘʪʴ ʨʘʟʤʝʨʳ ʦʢʥʘ (ɺʦʩʩʪʘʥʦ-

ʚʠʪʴ), ʧʝʨʝʤʝʱʘʪʴ ʦʢʥʦ ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠʘʪʫʨʳ (ʇʝʨʝʤʝʩʪʠʪʴ), ʠʟ-

ʤʝʥʷʪʴ ʨʘʟʤʝʨʳ ʦʢʥʘ ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠʘʪʫʨʳ (ʈʘʟʤʝʨ), ʫʙʠʨʘʪʴ ʦʢʥʦ 

ʩ ʵʢʨʘʥʘ (ʉʚʝʨʥʫʪʴ), ʨʘʟʚʦʨʘʯʠʚʘʪʴ ʦʢʥʦ ʚʦ ʚʝʩʴ ʵʢʨʘʥ (ʈʘʟʚʝʨʥʫʪʴ) 

ʠ ʟʘʢʨʳʚʘʪʴ ʦʢʥʦ (ɿʘʢʨʳʪʴ). 

ʉʧʨʘʚʘ ʦʪ ʟʘʛʦʣʦʚʢʘ ʥʘʭʦʜʷʪʩʷ ʪʨʠ ʢʥʦʧʢʠ ʫʧʨʘʚʣʝʥʠʷ ʦʢʥʦʤ. 

ʇʝʨʚʘʷ ʢʥʦʧʢʘ ʩʦʦʪʚʝʪʩʪʚʫʝʪ ʢʦʤʘʥʜʝ ʩʚʝʨʪʳʚʘʥʠʷ ʦʢʥʘ, ʠ ʝʩʣʠ 

ʱʝʣʢʥʫʪʴ ʥʘ ʥʝʡ ʤʳʰʴʶ, ʪʦ ʦʢʥʦ ʩʚʝʨʥʝʪʩʷ ʜʦ ʤʠʥʠʤʘʣʴʥʳʭ ʨʘʟʤʝ-

ʨʦʚ: ʠʩʯʝʟʥʝʪ ʩ ʵʢʨʘʥʘ ʠ ʦʪ ʥʝʛʦ ʦʩʪʘʥʝʪʩʷ ʣʠʰʴ ʙʠʨʢʘ ʥʘ ʧʘʥʝʣʠ ʟʘ-

ʜʘʯ ʠʣʠ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ. ɺʪʦʨʘʷ ʢʥʦʧʢʘ ʘʥʘʣʦʛʠʯʥʘ ʢʦʤʘʥʜʝ ʨʘʟ-

ʚʝʨʪʳʚʘʥʠʷ ʦʢʥʘ: ʝʩʣʠ ʱʝʣʢʥʫʪʴ ʥʘ ʥʝʡ ʤʳʰʴʶ, ʪʦ ʦʢʥʦ ʨʘʟʚʝʨʥʝʪʩʷ 

ʚʦ ʚʝʩʴ ʵʢʨʘʥ. ʇʝʨʚʳʝ ʜʚʝ ʢʥʦʧʢʠ ʠʩʧʦʣʴʟʫʶʪʩʷ ʪʘʢʞʝ ʜʣʷ ʚʦʩʩʪʘ-

ʥʦʚʣʝʥʠʷ ʧʝʨʚʦʥʘʯʘʣʴʥʳʭ ʨʘʟʤʝʨʦʚ ʦʢʥʘ, ʝʩʣʠ ʦʥʦ ʫʞʝ ʙʳʣʦ ʩʚʝʨʥʫ-

ʪʦ ʠʣʠ ʨʘʟʚʝʨʥʫʪʦ ʚʦ ʚʝʩʴ ʵʢʨʘʥ. ʊʨʝʪʴʷ ʢʥʦʧʢʘ ʚ ʚʠʜʝ ʧʝʨʝʯʝʨʢʠʚʘ-

ʶʱʝʛʦ ʢʨʝʩʪʠʢʘ ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʟʘʢʨʳʪʠʷ ʦʢʥʘ. 

ʉʪʨʦʢʦʡ ʤʝʥʶ ʥʘʟʳʚʘʝʪʩʷ ʦʙʣʘʩʪʴ ʚ ʚʝʨʭʥʝʡ ʯʘʩʪʠ ʦʢʥʘ (ʥʝʧʦ-

ʩʨʝʜʩʪʚʝʥʥʦ ʧʦʜ ʟʘʛʦʣʦʚʢʦʤ). ɺ ʥʝʡ ʩʦʜʝʨʞʘʪʩʷ ʥʘʟʚʘʥʠʷ ʤʝʥʶ, ʦʙʲ-

ʝʜʠʥʷʶʱʠʝ ʦʙʱʠʝ ʢʦʤʘʥʜʳ. ʇʨʠ ʱʝʣʯʢʝ ʥʘ ʥʘʟʚʘʥʠʠ ʤʝʥʶ ʦʪʦʙʨʘ-

ʞʘʝʪʩʷ ʩʧʠʩʦʢ ʢʦʤʘʥʜ, ʢʦʪʦʨʳʝ ʤʦʛʫʪ ʙʳʪʴ ʧʨʠʤʝʥʝʥʳ ʜʣʷ ʚʳʧʦʣʥʝ-

ʥʠʷ ʨʘʟʣʠʯʥʳʭ ʬʫʥʢʮʠʡ ʧʨʦʛʨʘʤʤʳ. 

ʉʪʨʦʢʘ ʩʦʩʪʦʷʥʠʷ ʚ ʥʠʞʥʝʡ ʩʪʨʦʢʝ ʦʢʥʘ ʦʪʦʙʨʘʞʘʝʪ ʠʥʬʦʨʤʘ-

ʮʠʶ, ʦʪʥʦʩʷʱʫʶʩʷ ʢ ʚʳʜʝʣʝʥʥʦʤʫ ʦʙʲʝʢʪʫ ʠʣʠ ʧʨʦʠʟʚʦʜʠʤʦʤʫ ʜʝʡ-

ʩʪʚʠʶ. 

ʇʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʩʦʩʪʦʠʪ ʠʟ ʥʘʙʦʨʘ ʢʥʦʧʦʢ. ʂʘʞʜʘʷ ʢʥʦʧʢʘ 

ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʧʨʝʜʩʪʘʚʣʷʝʪ ʦʧʨʝʜʝʣʝʥʥʫʶ ʢʦʤʘʥʜʫ. ʅʝʢʦ-

ʪʦʨʳʝ ʠʟ ʥʠʭ ʜʫʙʣʠʨʫʶʪ ʢʦʤʘʥʜʳ ʩʪʨʦʢʠ ʤʝʥʶ, ʜʨʫʛʠʝ ʜʦʩʪʫʧʥʳ 

ʪʦʣʴʢʦ ʯʝʨʝʟ ʢʥʦʧʢʠ ʇʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ʉʧʨʘʚʘ ʠ ʚʥʠʟʫ ʤʦʛʫʪ ʙʳʪʴ ʨʘʩʧʦʣʦʞʝʥʳ ʩʧʝʮʠʘʣʴʥʳʝ ʵʣʝʤʝʥʪʳ ʚ 

ʚʠʜʝ ʧʦʣʦʩ ʩʦ ʩʪʨʝʣʢʘʤʠ ʥʘ ʢʦʥʮʘʭ ï ʧʦʣʦʩʳ ʧʨʦʢʨʫʪʢʠ, ʢʦʪʦʨʳʝ 
ʥʘʟʳʚʘʶʪʩʷ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ ʚʝʨʪʠʢʘʣʴʥʦʡ ʠ ʛʦʨʠʟʦʥʪʘʣʴʥʦʡ ʧʦʣʦʩʘ-

ʤʠ ʧʨʦʢʨʫʪʢʠ. ʕʪʠ ʵʣʝʤʝʥʪʳ ʠʩʧʦʣʴʟʫʶʪʩʷ ʜʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʠʟʦʙ-

ʨʘʞʝʥʠʷ ʚ ʦʢʥʝ, ʝʩʣʠ ʦʥʦ ʥʝ ʧʦʤʝʱʘʝʪʩʷ ʚʥʫʪʨʴ ʥʝʛʦ ʮʝʣʠʢʦʤ.  
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ɺʩʶ ʦʩʪʘʣʴʥʫʶ ʯʘʩʪʴ ʦʢʥʘ ʟʘʥʠʤʘʝʪ ʝʛʦ ʚʥʫʪʨʝʥʥʷʷ ʦʙʣʘʩʪʴ, 

ʢʦʪʦʨʘʷ ʤʦʞʝʪ ʩʦʜʝʨʞʘʪʴ ʟʥʘʯʢʠ, ʨʠʩʫʥʢʠ, ʪʝʢʩʪ ʠʣʠ ʚʩʝ ʵʪʦ ʚʤʝʩʪʝ. 

ʇʝʨʝʤʝʱʝʥʠʝ ʦʢʥʘ. ʆʢʥʦ ʚ ʥʦʨʤʘʣʴʥʦʤ ʩʦʩʪʦʷʥʠʠ ʤʦʞʝʪ 

ʟʘʥʠʤʘʪʴ ʣʶʙʦʝ ʧʦʣʦʞʝʥʠʝ ʥʘ ʵʢʨʘʥʝ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʝʨʝʤʝʩʪʠʪʴ 

ʦʢʥʦ ʚ ʜʨʫʛʦʝ ʤʝʩʪʦ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ, ʜʦʩʪʘʪʦʯʥʦ ʫʩʪʘʥʦʚʠʪʴ ʫʢʘʟʘ-

ʪʝʣʴ ʤʳʰʠ ʥʘ ʟʘʛʦʣʦʚʦʢ ʦʢʥʘ ʠ, ʥʘʞʘʚ ʣʝʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ, ʧʝʨʝʪʘ-

ʱʠʪʴ ʝʛʦ ʚ ʜʨʫʛʦʝ ʤʝʩʪʦ. 

ʀʟʤʝʥʝʥʠʝ ʨʘʟʤʝʨʦʚ ʦʢʥʘ. ʈʘʟʤʝʨʳ ʦʢʥʘ ʚ ʥʦʨʤʘʣʴʥʦʤ 

ʩʦʩʪʦʷʥʠʠ ʤʦʞʥʦ ʠʟʤʝʥʷʪʴ ʩ ʧʦʤʦʱʴʶ ʫʰʢʘ ʠ ʛʨʘʥʠʮ ʦʢʥʘ. ɼʣʷ ʪʦʛʦ 

ʯʪʦʙʳ ʠʟʤʝʥʠʪʴ ʨʘʟʤʝʨʳ ʦʢʥʘ ʦʜʥʦʚʨʝʤʝʥʥʦ ʧʦ ʛʦʨʠʟʦʥʪʘʣʠ ʠ ʚʝʨ-

ʪʠʢʘʣʠ, ʥʝʦʙʭʦʜʠʤʦ ʫʩʪʘʥʦʚʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʫʰʢʦ ʦʢʥʘ. ʂʦʛʜʘ 

ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʧʨʠʤʝʪ ʚʠʜ ʜʚʦʡʥʦʡ ʩʪʨʝʣʢʠ, ʥʘʞʘʪʴ ʣʝʚʫʶ ʢʥʦʧʢʫ 

ʤʳʰʠ ʠ ʧʝʨʝʪʘʱʠʪʴ ʫʛʦʣ ʦʢʥʘ ʜʦ ʥʝʦʙʭʦʜʠʤʳʭ ʨʘʟʤʝʨʦʚ. ɽʩʣʠ ʪʨʝ-

ʙʫʝʪʩʷ ʠʟʤʝʥʠʪʴ ʨʘʟʤʝʨ ʦʢʥʘ ʪʦʣʴʢʦ ʧʦ ʛʦʨʠʟʦʥʪʘʣʠ (ʚʝʨʪʠʢʘʣʠ), ʪʦ 

ʜʣʷ ʵʪʦʛʦ ʥʫʞʥʦ ʧʦʤʝʩʪʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʚʝʨʪʠʢʘʣʴʥʫʶ (ʛʦʨʠ-

ʟʦʥʪʘʣʴʥʫʶ) ʛʨʘʥʠʮʫ ʦʢʥʘ ʠ, ʥʘʞʘʚ ʣʝʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ, ʧʝʨʝʪʘʱʠʪʴ 

ʚʳʙʨʘʥʥʫʶ ʛʨʘʥʠʮʫ ʜʦ ʪʨʝʙʫʝʤʳʭ ʨʘʟʤʝʨʦʚ. 

ʇʨʦʩʤʦʪʨ ʩʦʜʝʨʞʠʤʦʛʦ ʚ ʦʢʥʝ. ʂʦʛʜʘ ʠʥʬʦʨʤʘʮʠʷ ʥʝ 

ʧʦʤʝʱʘʝʪʩʷ ʧʦʣʥʦʩʪʴʶ ʚ ʨʘʙʦʯʝʡ ʦʙʣʘʩʪʠ ʦʢʥʘ, ʦʢʦʣʦ ʧʨʘʚʦʡ ʝʛʦ 

ʛʨʘʥʠʮʳ ʧʦʷʚʣʷʝʪʩʷ ʚʝʨʪʠʢʘʣʴʥʘʷ ʣʠʥʝʡʢʘ ʧʨʦʢʨʫʪʢʠ, ʘ ʫ ʥʠʞʥʝʡ 

ʛʨʘʥʠʮʳ ï ʛʦʨʠʟʦʥʪʘʣʴʥʘʷ. ʉ ʧʦʤʦʱʴʶ ʜʘʥʥʳʭ ʣʠʥʝʝʢ ʚ ʨʘʙʦʯʝʡ 

ʦʙʣʘʩʪʠ ʤʦʞʥʦ ʦʪʦʙʨʘʞʘʪʴ ʠʥʬʦʨʤʘʮʠʶ, ʥʘʭʦʜʷʱʫʶʩʷ ʟʘ ʛʨʘʥʠʮʘʤʠ 

ʦʢʥʘ. 

ɼʣʷ ʥʝʙʦʣʴʰʦʛʦ ʧʝʨʝʤʝʱʝʥʠʷ ʩʦʜʝʨʞʠʤʦʛʦ ʦʢʥʘ ʥʝʦʙʭʦʜʠʤʦ ʠʩ-

ʧʦʣʴʟʦʚʘʪʴ ʢʥʦʧʢʠ ʩʦ ʩʪʨʝʣʢʘʤʠ, ʥʘʭʦʜʷʱʠʝʩʷ ʧʦ ʢʨʘʷʤ ʣʠʥʝʡʢʠ 

ʧʨʦʢʨʫʪʢʠ. 

ɽʩʣʠ ʥʝʦʙʭʦʜʠʤʦ ʧʝʨʝʤʝʩʪʠʪʴʩʷ ʥʘ ʙʦʣʴʰʦʡ ʠʥʪʝʨʚʘʣ ʚ ʦʢʥʝ, ʪʦ 

ʤʦʞʥʦ ʫʩʪʘʥʦʚʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʙʝʛʫʥʦʢ ʣʠʥʝʡʢʠ ʧʨʦʢʨʫʪʢʠ ʠ, 

ʥʘʞʘʚ ʣʝʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ, ʧʝʨʝʪʘʱʠʪʴ ʝʛʦ ʜʦ ʧʦʷʚʣʝʥʠʷ ʚ ʦʢʥʝ ʪʨʝ-

ʙʫʝʤʦʡ ʠʥʬʦʨʤʘʮʠʠ. 

ʉʚʝʨʪʳʚʘʥʠʝ ʦʢʦʥ. ɽʩʣʠ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ ʦʪʢʨʳʪʦ ʥʝ-

ʩʢʦʣʴʢʦ ʦʢʦʥ ʧʨʦʛʨʘʤʤ, ʧʘʧʦʢ, ʪʦ ʦʢʥʘ, ʩ ʢʦʪʦʨʳʤʠ ʥʝ ʨʘʙʦʪʘʶʪ ʚ 

ʜʘʥʥʳʡ ʤʦʤʝʥʪ, ʤʦʞʥʦ ʩʚʝʨʥʫʪʴ ʚ ʟʥʘʯʦʢ ʥʘ ʇʘʥʝʣʠ ʟʘʜʘʯ. ʉʚʝʨ-

ʥʫʪʴ ʣʶʙʦʝ ʦʪʢʨʳʪʦʝ ʦʢʥʦ ʤʦʞʥʦ ʥʝʩʢʦʣʴʢʠʤʠ ʩʧʦʩʦʙʘʤʠ.  

1-ʡ ʩʧʦʩʦʙ: ʱʝʣʢʥʫʪʴ ʧʦ ʢʥʦʧʢʝ   ʉʚʝʨʥʫʪʴ ʚ ʟʘʛʦʣʦʚʢʝ ʦʢʥʘ. 

2-ʡ ʩʧʦʩʦʙ: ʱʝʣʢʥʫʪʴ ʧʦ ʢʥʦʧʢʝ ʩʠʩʪʝʤʥʦʛʦ ʤʝʥʶ ʠ ʚʳʙʨʘʪʴ ʢʦ-

ʤʘʥʜʫ ʉʚʝʨʥʫʪʴ.  

3-ʡ ʩʧʦʩʦʙ: ʱʝʣʢʥʫʪʴ ʧʦ ʥʫʞʥʦʡ ʢʥʦʧʢʝ ʥʘ ʇʘʥʝʣʠ ʟʘʜʘʯ. 

ʈʘʟʚʝʨʪʳʚʘʥʠʝ ʦʢʦʥ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʨʘʟʚʝʨʥʫʪʴ ʦʢʥʦ, 

ʥʘʭʦʜʷʱʝʝʩʷ ʚ ʥʦʨʤʘʣʴʥʦʤ ʩʦʩʪʦʷʥʠʠ ʥʘ ʚʝʩʴ ʵʢʨʘʥ, ʥʝʦʙʭʦʜʠʤʦ 
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ʱʝʣʢʥʫʪʴ ʧʦ ʢʥʦʧʢʝ   ʈʘʟʚʝʨʥʫʪʴ ʚ ʟʘʛʦʣʦʚʢʝ ʦʢʥʘ ʠʣʠ ʜʚʘʞʜʳ 

ʱʝʣʢʥʫʪʴ ʧʦ ʟʘʛʦʣʦʚʢʫ ʦʢʥʘ. ʇʨʠ ʵʪʦʤ ʦʢʥʦ ʨʘʟʚʦʨʘʯʠʚʘʝʪʩʷ ʥʘ ʚʝʩʴ 

ʢɻʨʘʥ, ʘ ʢʥʦʧʢʘ ʈʘʟʚʝʨʥʫʪʴ ʧʨʝʚʨʘʱʘʝʪʩʷ ʚ ʢʥʦʧʢʫ ʉʚʝʨʥʫʪʴ ʚ ʦʢ-

ʥʦ. ʂʥʦʧʢʘ ʉʚʝʨʥʫʪʴ ʚ ʦʢʥʦ ʚʦʟʚʨʘʱʘʝʪ ʧʝʨʚʦʥʘʯʘʣʥɹʳʝ ʨʘʟʤʝʨʳ 

ʦʢʥʘ. 

ɽʩʣʠ ʦʢʥʦ ʥʘʭʦʜʠʪʩʷ ʚ ʩʚʝʨʥʫʪʦʤ ʩʦʩʪʦʷʥʠʠ, ʪʦ ʜʣʷ ʪʦʛʦ ʯʪʦʙʳ 

ʝʛʦ ʨʘʟʚʝʨʥʫʪʴ ʥʘ ʚʝʩʴ ʵʢʨʘʥ, ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʪʨʝ-

ʙʫʝʤʦʡ ʢʥʦʧʢʠ ʥʘ ʇʘʥʝʣʠ ʟʘʜʘʯ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʈʘʟʚʝʨʥʫʪʴ. 

ɿʘʢʨʳʪʠʝ ʦʢʦʥ. ɿʘʢʨʳʪʴ ʣʶʙʦʝ ʦʪʢʨʳʪʦʝ ʦʢʥʦ ʤʦʞʥʦ ʥʝ-

ʩʢʦʣʴʢʠʤʠ ʩʧʦʩʦʙʘʤʠ. 

1-ʡ ʩʧʦʩʦʙ: ʱʝʣʢʥʫʪʴ ʧʦ ʢʥʦʧʢʝ : ɿʘʢʨʳʪʴ ʚ ʟʘʛʦʣʦʚʢʝ ʦʢʥʘ. 

2-ʡ ʩʧʦʩʦʙ: ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʧʦ ʢʥʦʧʢʝ ʩʠʩʪʝʤʥʦʛʦ ʤʝʥʶ. 

3-ʡ ʩʧʦʩʦʙ: ʱʝʣʢʥʫʪʴ ʧʦ ʢʥʦʧʢʝ ʩʠʩʪʝʤʥʦʛʦ ʤʝʥʶ ʠ ʚʳʙʨʘʪʴ ʢʦ-

ʤʘʥʜʫ ɿʘʢʨʳʪʴ.  

4-ʡ ʩʧʦʩʦʙ: ʥʘʞʘʪʴ ʢʦʤʙʠʥʘʮʠʶ ʢʣʘʚʠʰ <Alt > + <F4>. 

ʇʝʨʝʢʣʶʯʝʥʠʝ ʤʝʞʜʫ ʦʢʥʘʤʠ. Windows ʷʚʣʷʝʪʩʷ ʤʥʦ-

ʛʦʟʘʜʘʯʥʦʡ ʩʠʩʪʝʤʦʡ, ʠ ʧʦʜ ʝʝ ʫʧʨʘʚʣʝʥʠʝʤ ʦʜʥʦʚʨʝʤʝʥʥʦ ʤʦʛʫʪ ʚʳ-

ʧʦʣʥʷʪʴʩʷ ʥʝʩʢʦʣʴʢʦ ʧʨʦʛʨʘʤʤ. ʅʘ ʵʢʨʘʥʝ ʤʦʛʫʪ ʦʜʥʦʚʨʝʤʝʥʥʦ 

ʦʪʦʙʨʘʞʘʪʴʩʷ ʥʝʩʢʦʣʴʢʦ ʦʢʦʥ, ʠ Windows ʜʦʣʞʥʘ ʟʥʘʪʴ, ʢ ʢʘʢʦʤʫ 

ʦʢʥʫ ʦʪʥʦʩʷʪʩʷ ʪʝ ʠʣʠ ʠʥʳʝ ʜʝʡʩʪʚʠʷ ʧʦʣʴʟʦʚʘʪʝʣʷ. ʇʦʵʪʦʤʫ ʚ ʢʘʞ-

ʜʳʡ ʤʦʤʝʥʪ ʚʨʝʤʝʥʠ ʪʦʣʴʢʦ ʦʜʥʦ ʦʢʥʦ ʷʚʣʷʝʪʩʷ ʘʢʪʠʚʥʳʤ, ʘ ʦʩʪʘʣʴ-

ʥʳʝ ʥʝʘʢʪʠʚʥʳʤʠ. ɸʢʪʠʚʥʦʝ ʦʢʥʦ ʚʩʝʛʜʘ ʨʘʩʧʦʣʦʞʝʥʦ ʧʦʚʝʨʭ 

ʦʩʪʘʣʴʥʳʭ ʦʢʦʥ, ʠ ʝʛʦ ʟʘʛʦʣʦʚʦʢ ʚʳʜʝʣʝʥ ʧʦʜʩʚʝʪʢʦʡ. ʇʝʨʝʢʣʶʯʠʪʴ-

ʩʷ ʥʘ ʣʶʙʦʝ ʦʪʢʨʳʪʦʝ ʦʢʥʦ ʠ ʩʜʝʣʘʪʴ ʝʛʦ ʘʢʪʠʚʥʳʤ ʤʦʞʥʦ ʩʣʝʜʫʶ-

ʱʠʤʠ ʩʧʦʩʦʙʘʤʠ. 

1-ʡ ʩʧʦʩʦʙ: ʀʩʧʦʣʴʟʦʚʘʪʴ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ <Alt >+<Tab>.  

2-ʡ ʩʧʦʩʦʙ: ʱʝʣʢʥʫʪʴ ʥʘ ʚʠʜʠʤʦʤ ʦʢʥʝ ʚ ʣʶʙʦʤ ʝʛʦ ʤʝʩʪʝ.  

3-ʡ ʩʧʦʩʦʙ: ʚʳʙʨʘʪʴ ʥʝʦʙʭʦʜʠʤʳʡ ʟʥʘʯʦʢ ʥʘ ʇʘʥʝʣʠ ʟʘʜʘʯ.  

ʋʧʦʨʷʜʦʯʠʚʘʥʠʝ ʦʢʦʥ. ʋʯʠʪʳʚʘʷ ʩʧʦʩʦʙʥʦʩʪʴ Windows 

ʨʘʙʦʪʘʪʴ ʚ ʤʥʦʛʦʟʘʜʘʯʥʦʤ ʨʝʞʠʤʝ, ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ ʤʦʞʝʪ ʦʢʘʟʘʪʴ-

ʩʷ ʤʥʦʛʦ ʦʪʢʨʳʪʳʭ ʦʢʦʥ. ɼʣʷ ʫʧʦʨʷʜʦʯʠʚʘʥʠʷ ʦʢʦʥ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ 

ʠʭ ʤʦʞʥʦ ʨʘʩʧʦʣʦʞʠʪʴ ʤʦʟʘʠʢʦʡ (ʦʢʥʘ ʨʘʩʧʦʣʦʞʝʥʳ ʨʷʜʦʤ) ʠʣʠ 

ʢʘʩʢʘʜʦʤ (ʦʢʥʘ ʧʝʨʝʢʨʳʚʘʶʪ ʜʨʫʛ ʜʨʫʛʘ). ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʨʘʩʧʦʣʦ-

ʞʠʪʴ ʦʢʥʘ ʢʘʩʢʘʜʦʤ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ, ʥʝʦʙʭʦʜʠʤʦ ʚʳʟʚʘʪʴ ʢʦʥ-

ʪʝʢʩʪʥʦʝ ʤʝʥʶ ʥʘ ʧʘʥʝʣʠ ʟʘʜʘʯ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʳ ʆʢʥʘ ʢʘʩʢʘʜʦʤ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʨʘʩʧʦʣʦʞʠʪʴ ʦʢʥʘ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ ʤʦʟʘʠʢʦʡ, 

ʥʝʦʙʭʦʜʠʤʦ ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʥʘ ʧʘʥʝʣʠ ʟʘʜʘʯ ʠ ʚʳʙʨʘʪʴ 

ʢʦʤʘʥʜʳ ʆʢʥʘ ʩʚʝʨʭʫ ʚʥʠʟ ʠʣʠ ʆʢʥʘ ʩʣʝʚʘ ʥʘʧʨʘʚʦ. 
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ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʚʝʨʥʫʪʴ ʚʩʝ ʦʪʢʨʳʪʳʝ ʦʢʥʘ, ʥʝʦʙʭʦʜʠʤʦ ʥʘ 

ʧʘʥʝʣʠ ʟʘʜʘʯ ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʦʢʘ-

ʟʘʪʴ ʨʘʙʦʯʠʡ ʩʪʦʣ. 
ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʝʨʥʫʪʴ ʚʩʝ ʦʢʥʘ ʥʘ ʵʢʨʘʥ, ʥʝʦʙʭʦʜʠʤʦ ʥʘ ʧʘʥʝʣʠ 

ʟʘʜʘʯ ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʦʢʘʟʘʪʴ ʚʩʝ 

ʦʢʥʘ. 

 

2. ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʜʠʘʣʦʛʦʚʳʭ ʦʢʦʥ ʠ ʣʠʩʪʦʚ ʩʚʦʡʩʪʚ. ʈʘʙʦʪʘ ʩ 

ʦʢʥʘʤʠ ʜʠʘʣʦʛʘ. ʅʘʨʷʜʫ ʩ ʦʢʥʘʤʠ ʧʨʦʛʨʘʤʤ ʠ ʧʘʧʦʢ Windows 

ʠʩʧʦʣʴʟʫʝʪ ʜʠʘʣʦʛʦʚʳʝ ʦʢʥʘ. ʆʥʠ ʷʚʣʷʶʪʩʷ ʦʢʥʘʤʠ ʩʧʝʮʠʘʣʴʥʦʛʦ 

ʪʠʧʘ ʠ ʩʣʫʞʘʪ ʜʣʷ ʟʘʧʨʦʩʘ ʠ ʚʚʦʜʘ ʪʝʭ ʠʣʠ ʠʥʳʭ ʧʘʨʘʤʝʪʨʦʚ, ʘ ʪʘʢʞʝ 

ʜʣʷ ʚʳʚʦʜʘ ʩʦʦʙʱʝʥʠʡ ʠ ʧʨʝʜʫʧʨʝʞʜʝʥʠʡ Windows. ɼʠʘʣʦʛʦʚʳʝ ʦʢ-

ʥʘ ʤʦʛʫʪ ʙʳʪʴ ʢʘʢ ʦʯʝʥʴ ʧʨʦʩʪʳʤʠ (ʩ ʥʝʢʦʪʦʨʳʤʠ ʩʦʦʙʱʝʥʠʷʤʠ ʠ 

ʦʜʥʦʡ ʠʣʠ ʜʚʫʤʷ ʢʥʦʧʢʘʤʠ ʜʣʷ ʦʪʚʝʪʘ), ʪʘʢ ʠ ʩʣʦʞʥʳʤʠ (ʩ ʜʝʩʷʪʢʘʤʠ 

ʧʦʣʝʡ ʨʘʟʣʠʯʥʳʭ ʪʠʧʦʚ). ɺ ʵʪʠʭ ʦʢʥʘʭ ʤʦʛʫʪ ʧʨʠʩʫʪʩʪʚʦʚʘʪʴ ʢʦ-

ʤʘʥʜʥʳʝ ʢʥʦʧʢʠ, ʧʦʣʝ ʌʣʘʞʦʢ, ʧʦʣʝ ʇʝʨʝʢʣʶʯʘʪʝʣʴ, ʧʦʣʝ ʩʧʠʩʢʘ, 

ʪʝʢʩʪʦʚʦʝ ʧʦʣʝ, ʨʘʩʢʨʳʚʘʶʱʠʡ ʩʧʠʩʦʢ. 

ʅʘʞʘʪʠʝʤ ʥʘ ʢʦʤʘʥʜʥʳʝ ʢʥʦʧʢʠ ʧʦʣʴʟʦʚʘʪʝʣʴ ʪʘʢ ʠʣʠ ʠʥʘʯʝ ʦʪʚʝ-

ʯʘʝʪ ʥʘ ʜʘʥʥʳʡ ʟʘʧʨʦʩ. ɽʩʣʠ ʢʥʦʧʢʘ ʠʤʝʝʪ ʙʣʝʢʣʫʶ ʥʘʜʧʠʩʴ, ʪʦ ʦʥʘ ʚ 

ʜʘʥʥʳʡ ʤʦʤʝʥʪ ʥʝʜʦʩʪʫʧʥʘ ʠ ʥʘʞʘʪʠʝ ʥʘ ʥʝʝ ʠʛʥʦʨʠʨʫʝʪʩʷ. 

ʇʦʣʝ ʌʣʘʞʦʢ ʠʩʧʦʣʴʟʫʝʪʩʷ ʧʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʦʜʥʦʚʨʝʤʝʥʥʦʛʦ 

ʚʳʙʦʨʘ ʥʝʩʢʦʣʴʢʠʭ ʧʘʨʘʤʝʪʨʦʚ. 

ʇʦʣʝ ʇʝʨʝʢʣʶʯʘʪʝʣʴ ʠʩʧʦʣʴʟʫʝʪʩʷ ʧʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʚʳʙʦʨʘ 

ʦʜʥʦʛʦ ʠʟ ʥʝʩʢʦʣʴʢʠʭ ʚʟʘʠʤʥʦ ʠʩʢʣʶʯʘʶʱʠʭ ʜʨʫʛ ʜʨʫʛʘ ʧʘʨʘʤʝʪʨʦʚ. 

ʇʦʣʝ ʉʧʠʩʢʘ ʧʨʝʜʩʪʘʚʣʷʝʪ ʧʝʨʝʯʝʥʴ ʚʦʟʤʦʞʥʳʭ ʟʥʘʯʝʥʠʡ ʚ ʚʠʜʝ 

ʚʝʨʪʠʢʘʣʴʥʦʛʦ ʩʧʠʩʢʘ ʩʪʨʦʢ. ɼʣʷ ʚʳʙʦʨʘ ʥʫʞʥʦʡ ʩʪʨʦʢʠ ʥʝʦʙʭʦʜʠʤʦ 

ʝʝ ʚʳʜʝʣʠʪʴ. ɽʩʣʠ ʚʩʝ ʚʦʟʤʦʞʥʳʝ ʟʥʘʯʝʥʠʷ ʥʝ ʧʦʤʝʱʘʶʪʩʷ ʥʘ 

ʵʢʨʘʥʝ, ʪʦ ʚ ʧʨʘʚʦʡ ʯʘʩʪʠ ʧʦʣʷ ʚʳʚʦʜʠʪʩʷ ʣʠʥʝʡʢʘ ʧʨʦʢʨʫʪʢʠ. 

ʊʝʢʩʪʦʚʦʝ ʧʦʣʝ ʧʨʝʜʥʘʟʥʘʯʝʥʦ ʜʣʷ ʚʚʦʜʘ ʩ ʢʣʘʚʠʘʪʫʨʳ ʥʝʦʙʭʦʜʠ-

ʤʦʛʦ ʟʥʘʯʝʥʠʷ. ɼʣʷ ʧʝʨʝʭʦʜʘ ʢ ʥʫʞʥʦʤʫ ʪʝʢʩʪʦʚʦʤʫ ʧʦʣʶ ʥʘʜʦ 

ʱʝʣʢʥʫʪʴ ʤʳʰʴʶ ʥʘ ʵʪʦʤ ʧʦʣʝ ʠʣʠ ʠʩʧʦʣʴʟʦʚʘʪʴ ʢʣʘʚʠʰʠ <ʊʘb> ʠ 

<Shift>+<Tab> ʜʣʷ ʧʝʨʝʭʦʜʘ ʢ ʩʣʝʜʫʶʱʝʤʫ ʠʣʠ ʧʨʝʜʜrʫʱʝʤʫ ʧʦʣʶ 

ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ. 

ʈʘʩʢʨʳʚʘʶʱʠʡʩʷ ʩʧʠʩʦʢ ʦʙʲʝʜʠʥʷʝʪ ʪʝʢʩʪʦʚʦʝ ʧʦʣʝ ʩ ʧʦʣʝʤ 

ʩʧʠʩʢʘ. ɺ ʪʘʢʦʤ ʩʧʠʩʢʝ ʚ ʪʝʢʩʪʦʚʦʤ ʧʦʣʝ ʚʠʜʝʥ ʪʦʣʴʢʦ ʦʜʠʥ ʵʣʝʤʝʥʪ, 

ʥʦ ʩʧʨʘʚʘ ʦʪ ʥʝʛʦ ʥʘʭʦʜʠʪʩʷ ʢʥʦʧʢʘ ʩʦ ʩʪʨʝʣʢʦʡ ʚʥʠʟ ʜʣʷ ʨʘʩʢʨʳʪʠʷ 

ʩʧʠʩʢʘ. 
ʃʠʩʪ ʩʚʦʡʩʪʚ. ʃʠʩʪ ʩʚʦʡʩʪʚ ʷʚʣʷʝʪʩʷ ʜʠʘʣʦʛʦʚʳʤ ʦʢʥʦʤ, ʢʦ-

ʪʦʨʦʝ ʧʦʟʚʦʣʷʝʪ ʫʩʪʘʥʘʚʣʠʚʘʪʴ ʩʚʦʡʩʪʚʘ ʚʳʙʨʘʥʥʦʛʦ ʦʙʲʝʢʪʘ. ʅʝʢʦ-

ʪʦʨʳʝ ʦʙʲʝʢʪʳ ʠʤʝʶʪ ʪʦʣʴʢʦ ʦʜʠʥ ʣʠʩʪ ʩʚʦʡʩʪʚ, ʘ ʜʨʫʛʠʝ ï ʥʝʩʢʦʣʴ-
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ʢʦ. ʏʪʦʙʳ ʚʳʟʚʘʪʴ ʣʠʩʪ ʩʚʦʡʩʪʚ, ʥʝʦʙʭʦʜʠʤʦ ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ 

ʤʝʥʶ ʥʘ ʦʙʲʝʢʪʝ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʚʦʡʩʪʚʘ. 

ʂʘʞʜʳʡ ʣʠʩʪ ʠʤʝʝʪ ʚʚʝʨʭʫ ʚʢʣʘʜʢʫ ʩ ʠʤʝʥʝʤ. ɼʣʷ ʧʝʨʝʭʦʜʘ ʤʝʞ-

ʜʫ ʣʠʩʪʘʤʠ ʜʦʩʪʘʪʦʯʥʦ ʱʝʣʢʥʫʪʴ ʧʦ ʥʫʞʥʦʡ ʚʢʣʘʜʢʝ. ʇʦʩʣʝ ʫʩʪʘʥʦʚ-

ʢʠ ʩʚʦʡʩʪʚ ʦʙʲʝʢʪʘ ʥʝʦʙʭʦʜʠʤʦ ʱʝʣʢʥʫʪʴ ʤʳʰʴʶ ʧʦ ʢʥʦʧʢʝ OK ʠʣʠ 

ʇʨʠʤʝʥʠʪʴ. ʂʥʦʧʢʘ Ok ʫʩʪʘʥʘʚʣʠʚʘʝʪ ʚʩʝ ʩʚʦʡʩʪʚʘ ʦʙʲʝʢʪʘ ʠ ʟʘ-

ʢʨʳʚʘʝʪ ʣʠʩʪ ʩʚʦʡʩʪʚ, ʘ ʢʥʦʧʢʘ ʇʨʠʤʝʥʠʪʴ ʪʦʣʴʢʦ ʫʩʪʘʥʘʚʣʠʚʘʝʪ 

ʩʚʦʡʩʪʚʘ, ʥʝ ʟʘʢʨʳʚʘʷ ʣʠʩʪʘ ʩʚʦʡʩʪʚ.  

ʉʦʟʜʘʥʠʝ ʧʘʧʦʢ. ʉʦʟʜʘʪʴ ʧʘʧʢʫ ʤʦʞʥʦ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ 

Windows ʠʣʠ ʚʥʫʪʨʠ ʜʨʫʛʦʡ ʧʘʧʢʠ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʧʘʧʢʫ ʥʘ 

ʨʘʙʦʯʝʤ ʩʪʦʣʝ, ʥʝʦʙʭʦʜʠʤʦ ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʨʘʙʦʯʝʛʦ ʩʪʦ-

ʣʘ ʠ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʤʝʥʶ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʟʜʘʪʴ, ʘ ʟʘʪʝʤ ï ʇʘʧ-

ʢʫ. Windows ʩʦʟʜʘʩʪ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ ʥʦʚʫʶ ʧʘʧʢʫ ʩ ʚʳʜʝʣʝʥʥʳʤ 

ʠʤʝʥʝʤ ʅʦʚʘʷ ʧʘʧʢʘ. ʇʦʩʣʝ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʚʚʝʩʪʠ ʠʤʷ ʧʘʧʢʠ ʠ 

ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <Enter> ʠʣʠ ʱʝʣʢʥʫʪʴ ʚ ʣʶʙʦʤ ʤʝʩʪʝ ʵʢʨʘʥʘ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʧʘʧʢʫ ʚʥʫʪʨʠ ʜʨʫʛʦʡ ʧʘʧʢʠ, ʥʝʦʙʭʦʜʠʤʦ 

ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʚ ʨʘʙʦʯʝʡ ʦʙʣʘʩʪʠ ʵʪʦʡ ʧʘʧʢʠ ʠ ʚ ʧʦ-

ʚ̫ʠʚʰʝʤʩʷ ʤʝʥʶ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʟʜʘʪʴ, ʘ ʟʘʪʝʤ ï ʇʘʧʢʫ. ʕʪʦʛʦ 

ʪʘʢʞʝ ʤʦʞʥʦ ʜʦʩʪʠʯʴ, ʚʳʙʨʘʚ ʠʟ ʤʝʥʶ ʌʘʡʣ ʘʥʘʣʦʛʠʯʥʫʶ ʢʦʤʘʥʜʫ. 

ʉʦʟʜʘʥʠʝ ʩʩʳʣʢʠ (ʷʨʣʳʢʘ) ʢ ʦʙʲʝʢʪʫ. ɺ ʜʦʧʦʣʥʝ-

ʥʠʝ ʢ ʧʨʦʛʨʘʤʤʘʤ, ʜʦʢʫʤʝʥʪʘʤ, ʧʘʧʢʘʤ ʨʘʙʦʯʠʡ ʩʪʦʣ Windows ʠ 

ʧʘʧʢʠ ʤʦʛʫʪ ʩʦʜʝʨʞʘʪʴ ʩʩʳʣʢʠ ʥʘ ʦʙʲʝʢʪʳ. ʉʩʳʣʢʘ ʥʘ ʦʙʲʝʢʪʫ (ʠʣʠ 

ʷʨʣʳʢ) ʝʩʪʴ ʧʫʪʴ ʢ ʢʦʥʢʨʝʪʥʦʤʫ ʦʙʲʝʢʪʫ. ʗʨʣʳʢʠ ʧʦʟʚʦʣʷʁ ʪ ʙʳʩʪʨʦ 

ʩʜʝʣʘʪʴ ʦʙʲʝʢʪ ʜʦʩʪʫʧʥʳʤ ʠʟ ʨʘʟʥʳʭ ʤʝʩʪ. ʅʘʧʨʠʤʝʨ, ʬʘʡʣ ʇʠʩʴʤʦ. 

doc ʭʨʘʥʠʪʩʷ ʥʘ ʜʠʩʢʝ D:\ʂʣʠʝʥʪʳ\ʇʝʨʝʧʠ ʩʢʘ\ʃʠʯʥʳʝ. ɼʣʷ ʙʳʩʪ-

ʨʦʛʦ ʜʦʩʪʫʧʘ ʢ ʵʪʦʤʫ ʬʘʡʣʫ ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʥʘ ʥʝʛʦ ʩʩʳʣʢʫ ʥʘ ʨʘʙʦ-

ʯʝʤ ʩʪʦʣʝ, ʚ ʧʘʧʢʝ, ʚ ʛʣʘʚʥʦʤ ʤʝʥʶ. ʇʨʠ ʵʪʦʤ ʩʘʤ ʬʘʡʣ ʬʠʟʠʯʝʩʢʠ 

ʦʩʪʘʝʪʩʷ ʥʘ ʧʨʝʞʥʝʤ ʤʝʩʪʝ. ʉʦʟʜʘʥʠʝ ʷʨʣʳʢʦʚ ʚʦʟʤʦʞʥʦ ʜʚʫʤʷ ʩʧʦ-

ʩʦʙʘʤʠ. 

1 ʩʧʦʩʦʙ: ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʚ ʪʦʤ ʤʝʩʪʝ, ʛʜʝ ʝʛʦ ʥʘʜʦ ʩʦ-

ʟʜʘʪʴ (ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ, ʧʘʧʢʝ), ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ ʢʦʤʘʥʜʫ ʉʦʟʜʘʪʴ, 

ʘ ʟʘʪʝʤ ʗʨʣʳʢ; ʧʦʩʣʝ ʵʪʦʛʦ ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ʆʙʟʦʨ ʥʘʡʪʠ ʦʙʲʝʢʪ, 

ʜʣʷ ʢʦʪʦʨʦʛʦ ʩʦʟʜʘʝʪʩʷ ʷʨʣʳʢ, ʠ ʧʨʠʩʚʦʠʪʴ ʠʤʷ.  

2 ʩʧʦʩʦʙ: ʧʝʨʝʪʘʱʠʪʴ ʪʨʝʙʫʝʤʳʡ ʦʙʲʝʢʪ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳh ʠ, ʠ 

ʠʟ ʧʦʷʚʠʚʰʝʛʦʩʷ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʟʜʘʪʴ ʷʨ-

ʣʳʢʠ. 
ʉʦʟʜʘʥʠʝ ʷʨʣʳʢʦʚ ʚ ʤʝʥʶ ʢʥʦʧʢʠ ʇʫʩʢ. ʉʦʟʜʘʚʘʪʴ 

ʷʨʣʳʢʠ ʢ ʦʙʲʝʢʪʘʤ ʤʦʞʥʦ ʥʝ ʪʦʣʴʢʦ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ, ʥʦ ʠ ʚ ʛʣʘʚ-

ʥʦʤ ʤʝʥʶ, ʚʳʟʳʚʘʝʤʦʤ ʧʨʠ ʥʘʞʘʪʠʠ ʥʘ ʢʥʦʧʢʫ ʇʫʩʢ. ʉʦʟʜʘʪʴ ʷʨʣʳʢ 

ʚ ʵʪʦʤ ʤʝʥʶ ʤʦʞʥʦ ʜʚʫʤʷ ʩʧʦʩʦʙʘʤʠ. 
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1-ʡ ʩʧʦʩʦʙ: ʧʝʨʝʪʘʱʠʪʴ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʪʨʝʙʫʝʤʳʡ ʦʙʲ-

ʝʢʪ ʥʘ ʢʥʦʧʢʠ ʇʫʩʢ ʠ ʧʦʩʣʝ ʨʘʩʢʨʳʪʠʷ ʤʝʥʶ ʦʧʨʝʜʝʣʠʪʴ ʤʝʩʪʦ ʨʘʩ-

ʧʦʣʦʞʝʥʠʷ ʷʨʣʳʢʘ. 
2-ʡ ʩʧʦʩʦʙ: ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʥʘ ʇʘʥʝʣʠ ʟʘʜʘʯ ʠ ʚr-

ʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʚʦʡʩʪʚʘ; ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʥʘʞʘʪʴ 

ʢʥʦʧʢʫ ʅʘʩʪʨʦʠʪʴ; ʥʘʞʘʪʴ ʥʘ ʢʥʦʧʢʫ ɼʦʙʘʚʠʪʴ ʠʣʠ ɺʨʫʯʥʫʶ. 
ɿʘʤʝʯʘʥʠʷ. 1. ɽʩʣʠ ʙʳʣʘ ʥʘʞʘʪʘ ʢʥʦʧʢʘ ɼʦʙʘʚʠʪʴ, ʪʦ ʥʝʦʙʭʦʜʠʤʦ 

ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ, ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ʆʙʟʦʨ ʥʘʡʪʠ ʥʝʦʙ-

ʭʦʜʠʤʳʡ ʦʙʲʝʢʪ ʠ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ ʆʂ. ʅʘ ʩʣʝʜʫʶʱʝʤ ʰʘʛʝ ʥʝʦʙʭʦʜʠ-

ʤʦ ʚʳʙʨʘʪʴ ʧʘʧʢʫ ʛʣʘʚʥʦʛʦ ʤʝʥʶ, ʢʫʜʘ ʙʫʜʝʪ ʧʦʤʝʱʝʥ ʷʨʣʳʢ. 

2. ɽʩʣʠ ʙʳʣʘ ʥʘʞʘʪʘ ʢʥʦʧʢʘ ɺʨʫʯʥʫʶ, ʪʦ ʥʝʦʙʭʦʜʠʤʦ ʚʦʩʧʦʣʴʟʦ-

ʚʘʪʴʩʷ ʩʨʝʜʩʪʚʘʤʠ ʧʨʦʛʨʘʤʤʳ ʇʨʦʚʦʜʥʠʢ. 

ʂʦʧʠʨʦʚʘʥʠʝ ʠ ʧʝʨʝʤʝʱʝʥʠʝ ʦʙʲʝʢʪʦʚ. ʂʦʧʠʨʦʚʘ-

ʥʠʝ ʠ ʧʝʨʝʤʝʱʝʥʠʝ ʦʙʲʝʢʪʦʚ ʚ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʝ Windows ʦʩʫ-

ʱʝʩʪʚʣʷʝʪʩʷ ʧʫʪʝʤ ʧʝʨʝʪʘʩʢʠʚʘʥʠʷ ʦʙʲʝʢʪʦʚ ʣʝʚʦʡ ʠʣʠ ʧʨʘʚʦʡ ʢʥʦʧ-

ʢʦʡ ʤʳʰʠ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʦʪʢʨʳʪʴ ʧʘʧʢʫ, ʚ ʢʦʪʦʨʦʡ ʥʘʭʦʜʷʪ-

ʩʷ ʦʙʲʝʢʪʳ, ʧʦʜʣʝʞʘʱʠʝ ʢʦʧʠʨʦʚʘʥʠʶ ʠʣʠ ʧʝʨʝʤʝʱʝʥʠʶ, ʠ ʧʘʧʢʫ, ʚ 

ʢʦʪʦʨʫʶ ʥʝʦʙʭʦʜʠʤʦ ʠʭ ʩʢʦʧʠʨʦʚʘʪʴ. 

ɼʣʷ ʢʦʧʠʨʦʚʘʥʠʷ ʠʣʠ ʧʝʨʝʤʝʱʝʥʠʷ ʦʙʲʝʢʪʦʚ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝ-

ʣʠʪʴ ʦʙʲʝʢʪʳ ʠ ʧʝʨʝʤʝʩʪʠʪʴ ʠʭ ʧʨʠ ʥʘʞʘʪʦʡ ʧʨʘʚʦʡ ʢʥʦʧʢʝ ʤʳʰʠ ʚ 

ʥʫʞʥʦʝ ʤʝʩʪʦ. ʅʘ ʵʢʨʘʥʝ ʧʦʷʚʠʪʩʷ ʤʝʥʶ, ʚ ʢʦʪʦʨʦʤ ʥʝʦʙʭʦʜʠʤʦ ʚʳ-

ʙʨʘʪʴ ʪʨʝʙʫʝʤʫʶ ʦʧʝʨʘʮʠʶ. 

ʇʨʠ ʢʦʧʠʨʦʚʘʥʠʠ ʠʣʠ ʧʝʨʝʤʝʱʝʥʠʠ ʦʙʲʝʢʪʦʚ ʣʝʚʦʡ ʢʥʦʧʢʦʡ ʤʳ-

ʰʠ ʩʣʝʜʫʝʪ ʧʦʤʥʠʪʴ, ʯʪʦ ʚ ʧʨʝʜʝʣʘʭ ʦʜʥʦʛʦ ʜʠʩʢʘ ʧʨʦʠʩʭʦʜʠʪ ʦʧʝʨʘ-

ʮʠʷ ʧʝʨʝʤʝʱʝʥʠʷ, ʘ ʢʦʧʠʨʦʚʘʥʠʝ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʧʨʠ ʧʝʨʝʪʘʩʢʠʚʘ-

ʥʠʠ ʦʙʲʝʢʪʘ ʥʘ ʜʨʫʛʦʡ ʜʠʩʢ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʝʨʝʤʝʩʪʠʪʴ ʦʙʲʝʢʪ ʥʘ 

ʜʨʫʛʦʡ ʜʠʩʢ, ʥʝʦʙʭʦʜʠʤʦ ʧʝʨʝʪʘʱʠʪʴ ʦʙʲʝʢʪ ʧʨʠ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʝ 

<Shift>. ɼʣʷ ʢʦʧʠʨʦʚʘʥʠʷ ʦʙʲʝʢʪʦʚ ʥʘ ʵʪʦʪ ʞʝ ʜʠʩʢ ʥʝʦʙʭʦʜʠʤʦ ʧʝ-

ʨʝʪʘʱʠʪʴ ʦʙʲʝʢʪ ʧʨʠ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʝ <Ctrl >. 

ʇʝʨʝʠʤʝʥʦʚʘʥʠʝ ʦʙʲʝʢʪʦʚ. ʃʶʙʦʡ ʦʙʲʝʢʪ ʤʦʞʥʦ ʧʝʨʝ-

ʠʤʝʥʦʚʘʪʴ ʦʜʥʠʤ ʠʟ ʧʨʠʚʝʜʝʥʥʳʭ ʥʠʞʝ ʩʧʦʩʦʙʦʚ. 

1-ʡ ʩʧʦʩʦʙ: ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʦʙʲʝʢʪʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʝ-

ʨʝʠʤʝʥʦʚʘʪʴ; ʚʚʝʩʪʠ ʥʦʚʦʝ ʠʤʷ ʠ ʱʝʣʢʥʫʪʴ ʤʳʰʴʶ ʚʥʝ ʦʙʝ̡ʢʪʘ. 

2-ʡ ʩʧʦʩʦʙ: ʚʳʜʝʣʠʪʴ ʦʙʲʝʢʪ, ʠʟ ʤʝʥʶ ʌʘʡʣ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʇʝʨʝʠʤʝʥʦʚʘʪʴ.  
3-ʡ ʩʧʦʩʦʙ: ʚʳʜʝʣʠʪʴ ʦʙʲʝʢʪ ʠ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <F2>. 

ʋʜʘʣʝʥʠʝ ʦʙʲʝʢʪʦʚ. ʃʶʙʦʡ ʦʙʲʝʢʪ ʤʦʞʥʦ ʫʜʘʣʠʪʴ. ɺ ʩʣʫ-
ʯʘʝ ʫʜʘʣʝʥʠʷ ʧʘʧʢʠ, ʦʥʘ ʫʜʘʣʷʝʪʩʷ ʩ ʜʠʩʢʘ ʚʤʝʩʪʝ ʩʦ ʚʩʝʤ ʝʝ ʩʦʜʝʨ-

ʞʠʤʳʤ. ʇʨʠ ʫʜʘʣʝʥʠʠ ʦʙʲʝʢʪʦʚ ʦʥʠ ʩʥʘʯʘʣʘ ʧʦʧʘʜʘʶʪ ʚ ʩʧʝʮʠʘʣɹ-

ʥʫʶ ʧʘʧʢʫ ʂʦʨʟʠʥʘ ʠ ʥʘʭʦʜʷʪʩʷ ʚ ʥʝʡ ʜʦ ʤʦʤʝʥʪʘ ʝʝ ʦʯʠʩʪʢʠ. ʋʜʘ-

ʣʝʥʠʝ ʦʙʲʝʢʪʦʚ ʤʦʞʥʦ ʦʩʫʱʝʩʪʚʠʪʴ ʦʜʥʠʤ ʠʟ ʩʧʦʩʦʙʦʚ. 
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1-ʡ ʩʧʦʩʦʙ: ʚʳʜʝʣʠʪʴ ʦʙʲʝʢʪ. ʅʘʞʘʪʴ ʢʣʘʚʠʰʫ <Delete>. 

2-ʡ ʩʧʦʩʦʙ: ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʦʙʲʝʢʪʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʋʜʘ-

ʣʠʪʴ. 
3-ʡ ʩʧʦʩʦʙ: ʚʳʜʝʣʠʪʴ ʦʙʲʝʢʪ; ʠʟ ʤʝʥʶ ʌʘʡʣ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʋʜʘʣʠʪʴ. 
4-ʡ ʩʧʦʩʦʙ: ʧʝʨʝʪʘʱʠʪʴ ʦʙʲʝʢʪ ʚ ʧʘʧʢʫ ʂʦʨʟʠʥʘ. 

5-ʡ ʩʧʦʩʦʙ: ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚʳʙʨʘʪʴ ʢʥʦʧʢʫ ʋʜʘʣʠʪʴ.  

ʇʨʠ ʦʰʠʙʦʯʥʦʤ ʫʜʘʣʝʥʠʠ ʢʘʢʠʝ-ʣʠʙʦ ʦʙʲʝʢʪʦʚ ʠʭ ʤʦʞʥʦ ʚʦʩʩʪʘ-

ʥʦʚʠʪʴ ʚ ʪʦʤ ʩʣʫʯʘʝ, ʝʩʣʠ ʧʘʧʢʘ ʂʦʨʟʠʥʘ ʥʝ ʙʳʣʘ ʧʨʝʜʚʘʨʠʪʝʣʴʥʦ 

ʦʯʠʱʝʥʘ. ʇʨʠ ʚʦʩʩʪʘʥʦʚʣʝʥʠʠ ʦʙʲʝʢʪʦʚ Windows ʧʝʨʝʤʝʩʪʠʪ ʦʙʝ̡ʢʪ 

ʦʙʨʘʪʥʦ ʚ ʠʩʭʦʜʥʫʶ ʧʘʧʢʫ. ɽʩʣʠ ʧʘʧʢʘ ʪʘʢʞʝ ʫʜʘʣʝʥʘ, ʪʦ ʦʥʘ ʙʫʜʝʪ 

ʚʦʩʩʪʘʥʦʚʣʝʥʘ. 

ɼʣʷ ʚʦʩʩʪʘʥʦʚʣʝʥʠʷ ʦʙʲʝʢʪʦʚ ʥʝʦʙʭʦʜʠʤʦ ʦʪʢʨʳʪʴ ʧʘʧʢʫ ʂʦʨʟʠ-

ʥʘ ʚʳʜʝʣʠʪʴ ʪʝ ʦʙʲʝʢʪʳ, ʢʦʪʦʨʳʝ ʙʳʣʠ ʦʰʠʙʦʯʥʦ ʫʜʘʣʝʥʳ, ʠ ʠʟ ʤʝ-

ʥʶ ʌʘʡʣ, ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɺʦʩʩʪʘʥʦʚʠʪʴ. 

ʇʘʧʢʘ ʄʦʡ ʢʦʤʧʴʶʪʝʨ. ʇʘʧʢʘ ʄʦʡ ʢʦʤʧʴʶʪʝʨ [My 

Computer] ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʧʦʣʴʟʦʚʘʪʝʣʶ ʚʦʟʤʦʞʥʦʩʪʴ ʥʘʩʪʨʘʠʚʘʪʴ 

ʧʘʨʘʤʝʪʨʳ ʢʦʤʧʴʶʪʝʨʘ ʠ ʫʧʨʘʚʣʷʪʴ ʝʛʦ ʬʘʡʣʦʚʦʡ ʩʠʩʪʝʤʦʡ. ɽʝ ʟʥʘ-

ʯʦʢ ʦʙʳʯʥʦ ʨʘʩʧʦʣʘʛʘʝʪʩʷ ʚ ʣʝʚʦʤ ʚʝʨʭʥʝʤ ʫʛʣʫ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ. ɼʣʷ 

ʪʦʛʦ ʯʪʦʙʳ ʦʪʢʨʳʪʴ ʧʘʧʢʫ ʄʦʡ ʢʦʤʧʴʶʪʝʨ, ʥʫʞʥʦ ʜʚʘʞʜʳ ʱʝʣʢʥʠ-

ʪʝ ʤʳʰʴʶ ʥʘ ʝʝ ʟʥʘʯʢʝ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ Windows. ɺ ʦʢʥʝ ʧʘʧʢʠ 

ʨʘʩʧʦʣʘʛʘʝʪʩʷ ʥʘʙʦʨ ʟʥʘʯʢʦʚ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʭ ʠʤʝʶʱʠʤʩʷ ʥʘ ʢʦʤ-

ʧʴʶʪʝʨʝ ʜʠʩʢʘʤ ɼʠʩʢ 3,5(ɸ:), System (ʉ:), ʟʥʘʯʦʢ ʇʘʥʝʣʴ ʫʧʨʘʚʣʝ-

ʥʠʷ ʜʣʷ ʫʧʨʘʚʣʝʥʠʷ ʢʦʤʧʴʶʪʝʨʦʤ ʠ ʟʥʘʯʦʢ ʧʘʧʢʠ ʇʨʠʥʪʝʨʳ ʜʣʷ 
ʥʘʩʪʨʦʡʢʠ ʧʘʨʘʤʝʪʨʦʚ ʧʝʯʘʪʘʶʱʠʭ ʫʩʪʨʦʡʩʪʚ, ʧʦʜʢʣʶʯʝʥʥʳʭ ʢ ʢʦʤ-

ʧʴʶʪʝʨʫ. 

ɻʣʘʚʥʦʝ ʤʝʥʶ ʧʘʧʢʠ ʄʦʡ ʢʦʤʧʴʶʪʝʨ ʩʦʜʝʨʞʠʪ ʨʷʜ ʧʫʥʢʪʦʚ ʜʣʷ 

ʫʧʨʘʚʣʝʥʠʷ ʝʝ ʦʙʲʝʢʪʘʤʠ (ʌʘʡʣ), ʚʳʧʦʣʥʝʥʠʷ ʦʧʝʨʘʮʠʡ ʨʝʜʘʢʪʠʨʦ-

ʚʘʥʠʷ (ʇʨʘʚʢʘ) ʠ ʥʘʩʪʨʦʡʢʠ ʚʥʝʰʥʝʛʦ ʚʠʜʘ ʝ ʦʢʥʘ (ɺʠʜ). ʇʫʥʢʪ ç?è 

ʧʨʝʜʥʘʟʥʘʯʝʥ ʜʣʷ ʚʳʟʦʚʘ ʩʧʨʘʚʦʯʥʦʡ ʠʥʬʦʨʤʘʮʠʠ. 

ʄʝʥʶ ʌʘʡʣ ʦʙʲʝʜʠʥʷʝʪ ʩʣʝʜʫʶʱʠʝ ʢʦʤʘʥʜʳ ʨʘʙʦʪʳ ʩ ʬʘʡʣʘʤʠ, 

ʧʘʧʢʘʤʠ, ʟʥʘʯʢʘʤʠ ʠ ʷʨʣʳʢʘʤʠ: 

Å ʉʦʟʜʘʪʴ ʷʨʣʳʢ ï ʩʦʟʜʘʝʪ ʜʣʷ ʚʳʜʝʣʝʥʥʳʭ ʦʙʲʝʢʪʦʚ ʥʦʚʳʡ ʷʨ-

ʣʳʢ; 

Å ʋʜʘʣʠʪʴ ï ʫʜʘʣʷʝʪ ʚʳʜʝʣʝʥʥʳʝ ʦʙʲʝʢʪʳ; 

Å ʇʝʨʝʠʤʝʥʦʚʘʪʴ ï ʥʘʟʥʘʯʘʝʪ ʦʙʲʝʢʪʫ ʜʨʫʛʦʝ ʠʤʷ; 

Å ʉʚʦʡʩʪʚʘ ï ʠʟʤʝʥʷʝʪ ʩʚʦʡʩʪʚ ʦʙʲʝʢʪʘ; 
Å ɿʘʢʨʳʪʴ ï ʟʘʚʝʨʰʘʝʪ ʨʘʙʦʪʫ ʧʘʧʢʦʡ ʠ ʟʘʢʨʳʚʘʝʪ ʝʝ ʦʢʥʦ. 

ɽʩʣʠ ʚ ʦʢʥʝ ʚʳʜʝʣʝʥ ʢʘʢʦʡ-ʣʠʙʦ ʦʙʲʝʢʪ, ʪʦ ʚ ʤʝʥʶ ʌʘʡʣ ʧʦʚ̫-
ʣʷʶʪʩʷ ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ ʧʫʥʢʪʳ: 
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Å ʆʪʢʨʳʪʴï ʟʘʧʫʩʢʘʝʪ ʧʨʦʛʨʘʤʤʫ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʫʶ ʚʳʜʝ-

ʣʝʥʥʦʤʫ ʦʙʲʝʢʪʫ.  

Å ʇʨʦʚʦʜʥʠʢ ï ʚʳʟʳʚʘʝʪ ʧʨʦʚʦʜʥʠʢ Windows ʜʣʷ ʧʨʦʩʤʦʪʨʘ ʚʳ-

ʙʨʘʥʥʦʛʦ ʦʙʲʝʢʪʘ; 

Å ʅʘʡʪʠ ï ʠʱʝʪ ʬʘʡʣʳ ʠ ʧʘʧʢʠ ʧʦ ʟʘʜʘʥʥʦʤʫ ʠʤʝʥʠ ʠ ʧʨʠʟʥʘʢʘʤ. 

ʄʝʥʶ ʌʘʡʣ ʤʦʞʝʪ ʩʦʜʝʨʞʘʪʴ ʠ ʥʝ ʢʦʪʦʨʳʝ ʜʨʫʛʠʝ ʧʫʥʢʪʳ ʚ ʟʘ-

ʚʠʩʠʤʦʩʪʠ ʦʪ ʦʙʲʝʢʪʘ, ʢʦʪʦʨʳʡ ʚʳʜʝʣʝʥ ʚ ʦʢʥʝ ʧʘʧʢʠ ʄʦʡ ʢʦʤʧʴʶ-

ʪʝʨ. 
ʄʝʥʶ ʇʨʘʚʢʘ ʩʦʜʝʨʞʠʪ ʦʧʝʨʘʮʠʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ, ʢʦʪʦʨʳʝ ʧʨʠ-

ʤʝʥʷʶʪʩʷ ʢ ʚʳʜʝʣʝʥʥʳʤ ʦʙʲʝʢʪʘʤ ʚ ʦʢʥʝ: 

Å ʆʪʤʝʥʘ ï ʩʣʫʞʠʪ ʜʣʷ ʦʪʤʝʥʳ ʧʦʩʣʝʜʥʝʡ ʚʳʧʦʣʥʝʥʥʦʡ ʦʧʝʨʘ-

ʮʠʠ; 

Å ɺʳʨʝʟʘʪʴ ï ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʧʝʨʝʥʦʩʘ ʚʳʜʝʣʝʥʥʳʭ ʦʙʲʝʢʪʦʚ ʚ 

ʙʫʬʝʨ ʩ ʫʜʘʣʝʥʠʝʤ ʠʭ ʚ ʠʩʭʦʜʥʦʤ ʤʝʩʪʝ; 

Å ʂʦʧʠʨʦʚʘʪʴ ï ʢʦʧʠʨʫʝʪ ʚʳʜʝʣʝʥʥʳʝ ʦʙʲʝʢʪʳ ʚ ʙʫʬʝʨ; 

Å ɺʩʪʘʚʠʪʴ ï ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʚʩʪʘʚʢʠ ʦʙʲʝʢʪʦʚ ʠʟ ʙʫʬʝʨʘ; 

Å ɺʩʪʘʚʠʪʴ ʷʨʣʳʢ ï ʩʣʫʞʠʪ ʜʣʷ ʚʩʪʘʚʢʠ ʷʨʣʳʢʘ; 

Å ɺʳʜʝʣʠʪʴ ʚʩʝ ï ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʚʳʜʝʣʝʥʠʷ ʚʩʝʭ ʦʙʲʝʢʪʦʚ ʚ 

ʦʢʥʝ; 

Å ʆʙʨʘʪʠʪʴ ʚʳʜʝʣʝʥʠʝ ï ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʚʳʜʝʣʝʥʠʷ ʦʙʲʝʢʪʦʚ, 

ʢʦʪʦʨʳʝ ʚ ʜʘʥʥʳʡ ʤʦʤʝʥʪ ʥʝ ʚʳʜʝʣʝʥʳ. ʆʙʲʝʢʪʳ, ʢʦʪʦʨʳʝ ʫʞʝ ʙʳʣʠ 

ʚʳʜʝʣʝʥʳ, ʩʪʘʥʦʚʷʪʩʷ ʥʝʚʳʜʝʣʝʥʥʳʤʠ. 

ʆʙʳʯʥʦ ʧʫʥʢʪ ʇʨʘʚʢʘ ʧʨʠʩʫʪʩʪʚʫʝʪ ʚ ʛʣʘʚʥʦʤ ʤʝʥʶ ʣʶʙʦʛʦ 

ʧʨʠʣʦʞʝʥʠʷ Windows. ɺʳʰʝʦʧʠʩʘʥʥʳʝ ʢʦʤʘʥʜʳ ʯʘʩʪʦ ʥʘʭʦʜʷʪʩʷ ʚ 

ʤʝʥʶ ʧʨʠʣʦʞʝʥʠʡ. 

ʄʝʥʶ ɺʠʜ ʩʦʜʝʨʞʠʪ ʦʧʝʨʘʮʠʠ ʥʘʩʪʨʦʡʢʠ ʚʥʝʰʥʝʛʦ ʚʠʜʘ ʦʢʥʘ. 
ʂʦʤʘʥʜʳ ʇʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠ ʉʪʨʦʢʘ ʩʦʩʪʦʷʥʠʷ ʠʩʧʦʣʴʟʫʁ ʪʩʷ 

ʜʣʷ ʚʢʣʶʯʝʥʠʷ/ʚʳʢʣʶʯʝʥʠʷ ʦʪʦʙʨʘʞʝʥʠʷ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠ 

ʩʪʨʦʢʠ ʩʦʩʪʦʷʥʠʷ ʩʦʦʪʚʝʪʩʪʚʝʥʥʦ. ɼʘʣʝʝ ʨʘʩʧʦʣʘʛʘʶʪʩʷ ʢʦʤʘʥʜʳ 

ʫʧʨʘʚʣʝʥʠʷ ʨʘʟʤʝʨʘʤʠ ʟʥʘʯʢʦʚ (ʂʨʫʧʥʳʝ ʟʥʘʯʢʠ, ʄʝʣʢʠʝ ʟʥʘʯʢʠ, 

ʉʧʠʩʦʢ, ʊʘʙʣʠʮʘ) ʠ ʢʦʤʘʥʜʳ ʫʧʦʨʷʜʦʯʝʥʠʷ ʟʥʘʯʢʦʚ ʚʥʫʪʨʠ ʦʢʥʘ 

(ʋʧʦʨʷʜʦʯʠʪʴ ʟʥʘʯʢʠ ʠ ɺʳʩʪʨʦʠʪʴ ʟʥʘʯʢʠ). ʂʦʤʘʥʜʘ ʆʙʥʦʚʠʪʴ ʠʩ-

ʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʧʝʨʝʨʠʩʦʚʢʠ ʦʢʥʘ ʠ ʚʩʝʭ ʟʥʘʯʢʦʚ ʚʥʫʪʨʠ ʥʝʛʦ, ʘ ʢʦ-

ʤʘʥʜʘ ʇʘʨʘʤʝʪʨʳ ï ʜʣʷ ʥʘʩʪʨʦʡʢʠ ʧʘʨʘʤʝʪʨʦʚ ʧʘʧʢʠ ʄʦʡ ʢʦʤʧʴʶ-

ʪʝʨ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ. 

ɽʩʣʠ ʚ ʦʢʥʝ ʧʘʧʢʠ ʄʦʡ ʢʦʤʧʴʶʪʝʨ ʱʝʣʢʥʫʪʴ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ 

ʤʳʰʠ, ʪʦ ʥʘ ʵʢʨʘʥʝ ʧʦʷʚʠʪʩʷ ʚʩʧʣʳʚʘʶʱʝʝ ʤʝʥʶ. ʆʥʦ ʩʦʜʝʨʞʠʪ ʢʦ-
ʤʘʥʜʳ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʧʨʠʤʝʥʠʪʴ ʢ ʚʳʜʝʣʝʥʥʳʤ ʦʙʝ̡ʢʪʘʤ (ʠʣʠ ʢʦ 

ʚʩʝʤʫ ʦʢʥʫ, ʝʩʣʠ ʚʳʜʝʣʝʥʥʳʭ ʦʙʲʝʢʪʦʚ ʥʝʪ). ɺ ʧʝʨʚʫʶ ʦʯʝʨʝʜʴ ʵʪʦ 

ʦʧʝʨʘʮʠʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ, ʧʦʵʪʦʤʫ ʢʦʧʠʨʦʚʘʪʴ ʠ ʧʝʨʝʤʝʱʘʪʴ ʬʘʡʣʳ 

ʠ ʧʘʧʢʠ ʤʦʞʥʦ ʙʳʩʪʨʝʝ, ʯʝʤ ʯʝʨʝʟ ʛʣʘʚʥʦʝ ʤʝʥʶ. 
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ʇʘʧʢʘ ʂʦʨʟʠʥʘ. ʇʘʧʢʘ ʂʦʨʟʠʥʘ [Recycle Bin] ʷʚʣʷʝʪʩʷ 

ʦʜʥʠʤ ʠʟ ʩʘʤʳʭ ʧʦʣʝʟʥʳʭ ʟʥʘʯʢʦʚ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ Windows, ʥʝʢʦ-

ʪʦʨʳʤ ʢʦʤʧʴʶʪʝʨʥʳʤ ʘʥʘʣʦʛʦʤ ʢʦʨʟʠʥʳ ʜʣʷ ʥʝʥʫʞʥʳʭ ʙʫʤʘʛ. ɺ 

ʧʘʧʢʫ ʂʦʨʟʠʥʘ ʤʦʞʥʦ çʟʘʢʠʥʫʪʴè ʢʘʢʦʡ-ʥʠʙʫʜʴ ʦʙʲʝʢʪ (ʷʨʣʳʢ, 

ʬʘʡʣ, ʧʘʧʢʫ ʩ ʬʘʡʣʘʤʠ), ʘ ʟʘʪʝʤ ʣʠʙʦ ʚʦʩʩʪʘʥʦʚʠʪʴ ʝʛʦ (çʠʟʚʣʝʯʴ ʠʟ 

ʢʦʨʟʠʥʳè), ʣʠʙʦ ʫʥʠʯʪʦʞʠʪʴ (çʚʳʙʨʦʩʠʪʴ ʤʫʩʦʨè). 

ʇʘʧʢʘ ʂʦʨʟʠʥʘ ʤʦʞʝʪ ʙʳʪʴ ʧʫʩʪʦʡ. ɺ ʵʪʦʤ ʩʣʫʯʘʝ ʝʝ ʟʥʘʯʦʢ ʥʘ 

ʨʘʙʦʯʝʤ ʩʪʦʣʝ ʠʤʝʝʪ ʚʠʜ ʧʫʩʪʦʡ ʢʦʨʟʠʥʳ. ʅʦ ʢʘʢ ʪʦʣʴʢʦ ʚ ʥʝʝ çʚʳ-

ʙʨʘʩʳʚʘʝʪʩʷè ʥʝʥʫʞʥʳʡ ʦʙʲʝʢʪ, ʟʥʘʯʦʢ ʢʦʨʟʠʥʳ ʠʟʤʝʥʷʝʪʩʷ ʠ ʧʨʠ-

ʥʠʤʘʝʪ ʚʠʜ ʢʦʨʟʠʥʳ, ʟʘʧʦʣʥʝʥʥʦʡ ʙʫʤʘʛʘʤʠ. ʆʙʘ ʟʥʘʯʢʘ ʧʦʢʘʟʘʥʳ ʥʘ 

ʨʠʩ. 2.12. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʨʦʩʤʦʪʨʝʪʴ ʩʦʜʝʨʞʠʤʦʝ ʧʘʧʢʠ ʂʦʨʟʠʥʘ, ʥʝʦʙ-

ʭʦʜʠʤʦ ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʤʳʰʴʶ ʥʘ ʝʝ ʟʥʘʯʢʝ ʣʠʙʦ ʚʦ ʚʩʧʣʳʚʘʶ-

ʱʝʤ ʤʝʥʶ ʚʳʙʨʘʪʴ ʧʫʥʢʪ ʆʪʢʨʳʪʴ. ʇʨʠ ʵʪʦʤ ʥʘ ʵʢʨʘʥʝ ʧʦʚ̫ʠʪʩʷ 

ʦʢʥʦ ʧʘʧʢʠ ʂʦʨʟʠʥʘ. ʆʥʦ ʠʤʝʝʪ ʚʠʜ ʪʘʙʣʠʮʳ, ʩʦʜʝʨʞʘʱʝʡ ʧʦʣʥʫʶ 

ʠʥʬʦʨʤʘʮʠʶ ʦ ʧʦʤʝʱʝʥʥʳʭ ʚ ʥʝʝ ʦʙʲʝʢʪʘʭ: ʠʤʝʥʠ, ʠʩʭʦʜʥʦʤ ʨʘʟ-

ʤʝʱʝʥʠʠ, ʜʘʪʝ ʫʜʘʣʝʥʠʷ, ʪʠʧʝ ʠ ʨʘʟʤʝʨʝ. ɺ ʩʪʨʦʢʝ ʩʦʩʪʦʷʥʠʷ ʚʳʚʦ-

ʜʠʪʩʷ ʢʦʣʠʯʝʩʪʚʦ ʧʦʤʝʱʝʥʥʳʭ ʚ ʢʦʨʟʠʥʫ ʦʙʲʝʢʪʦʚ ʠ ʩʫʤʤʘʨʥʳʡ 

ʦʙʲʝʤ ʚʩʝʭ ʚʳʜʝʣʝʥʥʳʭ ʚ ʥʝʡ ʦʙʲʝʢʪʦʚ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʦʤʝʩʪʠʪʴ ʦʙʲʝʢʪʳ ʚ ʢʦʨʟʠʥʫ, ʠʩʧʦʣʴʟʫʶʪ ʢʦʤʘʥ-

ʜʫ ʛʣʘʚʥʦʛʦ ʤʝʥʶ ʌʘʡʣ+ʋʜʘʣʠʪʲ ʚ ʧʘʧʢʝ ʄʦʡ ʢʦʤʧʴʪʁʝʨ ʠʣʠ ʚ 
ʧʨʦʚʦʜʥʠʢʝ Windows. ʄʦʞʥʦ ʧʨʠʤʝʥʠʪʴ ʪʘʢʞʝ ʤʝʪʦʜ ʧʝʨʝʪʘʩʢʠʚʘ-

ʥʠʷ: ʚʳʙʨʘʪʴ ʦʙʲʝʢʪʳ ʠ çʧʝʨʝʪʘʱʠʪʴè ʠʭ ʢʫʨʩʦʨʦʤ ʤʳʰʠ ʣʠʙʦ ʚ ʦʢ-

ʥʦ ʢʦʨʟʠʥʳ (ʝʩʣʠ ʦʥʦ ʦʪʢʨʳʪʦ ʥʘ ʵʢʨʘʥʝ), ʣʠʙʦ ʥʘ ʝʝ ʟʥʘʯʦʢ ʥʘ ʨʘʙʦ-

ʯʝʤ ʩʪʦʣʝ Windows (ʟʥʘʯʦʢ ʧʨʠ ʵʪʦʤ ʠʟʤʝʥʠʪ ʮʚʝʪ). 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʦʩʩʪʘʥʦʚʠʪʴ ʦʙʲʝʢʪʳ ʠʟ ʢʦʨʟʠʥʳ, ʚʳʙʝʨʠʪʝ ʠʭ ʚ 

ʝʝ ʦʢʥʝ, ʘ ʟʘʪʝʤ ʠʩʧʦʣʴʟʫʡʪʝ ʢʦʤʘʥʜʫ ʌʘʡʣ+ɺʦʩʩʪʘʥʦʚʠʪʴ ʚ ʛʣʘʚ-

ʥʦʤ ʠʣʠ ʚʩʧʣʳʚʘʶʱʝʤ ʤʝʥʶ ʧʘʧʢʠ ʂʦʨʟʠʥʘ. ɺʳʙʨʘʥʥʳʝ ʦʙʲʝʢʪʳ 

ʧʦʤʝɦ ʘʶʪʩʷ ʚ ʪʦ ʤʝʩʪʦ, ʦʪʢʫʜʘ ʦʥʠ ʙʳʣʠ ʫʜʘʣʝʥʳ. ʄʦʞʥʦ ʪʘʢʞʝ 

ʠʩʧʦʣʴʟʦʚʘʪʴ ʤʝʪʦʜ ʧʝʨʝʪʘʩʢʠʚʘʥʠʷ: ʚʳʙʨʘʪʴ ʦʙʲʝʢʪʳ ʠ çʧʝʨʝʪʘ-

ʱʠʪʴè ʠʭ ʥʘ ʥʦʚʦʝ ʤʝʩʪʦ (ʥʘ ʨʘʙʦʯʠʡ ʩʪʦʣ, ʚ ʥʫʞʥʦʝ ʦʢʥʦ ʠʣʠ ʧʘʧ-

ʢʫ). 

ʆʢʥʦ ʧʘʧʢʠ ʂʦʨʟʠʥʘ ʪʘʢʞʝ ʠʤʝʝʪ ʛʣʘʚʥʦʝ ʤʝʥʶ, ʧʦʣʥʦʩʪʴʶ ʩʦʚ-

ʧʘʜʘʶʱʝʝ ʩ ʛʣʘʚʥʳʤ ʤʝʥʶ ʧʘʧʢʠ ʄʦʡ ʢʦʤʧʴʶʪʝʨ, ʟʘ ʠʩʢʣʯʁʝʥʠʝʤ 

ʤʝʥʶ ʌʘʡʣ, ʩʦʜʝʨʞʘʱʝʛʦ ʚʘʞʥʫʶ ʢʦʤʘʥʜʫ ʆʯʠʩʪʠʪʴ ʢʦʨʟʠʥʫ. ʆʥʘ 

ʬʠʟʠʯʝʩʢʠ ʫʜʘʣʷʝʪ ʚʩʝ ʦʙʲʝʢʪʳ ʠʟ ʢʦʨʟʠʥʳ, ʧʦʩʣʝ ʯʝʛʦ ʠʭ ʚʦʩʩʪʘ-

ʥʦʚʣʝʥʠʝ ʫʞʝ ʥʝʚʦʟʤʦʞʥʦ. ʇʦʵʪʦʤʫ ʧʨʠ ʚʳʙʦʨʝ ʜʘʥʥʦʡ ʢʦʤʘʥʜʳ ʥʘ 
ʵʢʨʘʥ ʚʳʚʦʜʠʪʩʷ ʟʘʧʨʦʩ ʦ ʧʦʜʪʚʝʨʞʜʝʥʠʠ ʫʜʘʣʝʥʠʷ ʚʩʝʭ ʦʙʲʝʢʪʦʚ. 

ʇʘʧʢʘ ʂʦʨʟʠʥʘ ï ʤʦʱʥʦʝ ʠ ʚʘʞʥʦʝ ʩʨʝʜʩʪʚʦ ʜʣʷ ʙʝʟʦʧʘʩʥʦʡ ʨʘ-

ʙʦʪʳ ʩ ʬʘʡʣʘʤʠ, ʧʘʧʢʘʤʠ ʠ ʷʨʣʳʢʘʤʠ, ʧʦʟʚʦʣʷʶʱʝʝ ʙʝʟ ʨʠʩʢʘ ʧʦʪʝ-

ʨʠ ʜʘʥʥʳʭ ʟʘʙʨʘʩʳʚʘʪʴ ʚ ʥʝʝ ʚʩʝ, ʯʪʦ ʩʪʘʣʦ ʚʨʝʤʝʥʥʦ ʥʝʥʫʞʥʳʤ. 
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ɿʘʤʝʯʘʥʠʝ. ʉʦʜʝʨʞʠʤʦʝ ʧʘʧʢʠ ʂʦʨʟʠʥʘ ʟʘʥʠʤʘʝʪ ʤʝʩʪʦ ʥʘ ʜʠʩ-

ʢʝ, ʧʦʵʪʦʤʫ ʝʝ ʚʨʝʤʷ ʦʪ ʚʨʝʤʝʥʠ ʥʘʜʦ ʦʯʠʱʘʪʴ: ʫʜʘʣʷʪʴ ʪʦ, ʯʪʦ ʜʝʡ-

ʩʪʚʠʪʝʣʴʥʦ ʥʠʢʦʛʜʘ ʙʦʣʴʰʝ ʥʝ ʧʦʥʘʜʦʙʠʪʩʷ. ʆʜʥʘʢʦ ʧʦʤʥʠʪʝ, ʯʪʦ ʝʩʣʠ 

ʦʙʲʝʢʪ ʚ ʢʦʨʟʠʥʝ ʫʥʠʯʪʦʞʝʥ, ʪʦ ʚʦʩʩʪʘʥʦʚʠʪʴ ʝʛʦ ʧʨʘʢʪʠʯʝʩʢʠ ʥʝʚʦʟ-

ʤʦʞʥʦ. 

 

4. ʅʘʩʪʨʦʡʢʘ ʨʘʙʦʯʝʡ ʩʨʝʜʳ Windows. ʇʣʘʥʠʨʦʚʱʠʢ ʟʘʜʘ-

ʥʠʡ. Windows ʩʦʜʝʨʞʠʪ ʧʨʦʛʨʘʤʤʫ ʧʣʘʥʠʨʦʚʘʥʠʷ ʟʘʜʘʥʠʡ ï 

ʅʘʟʥʘʯʝʥʥʳʝ ʟʘʜʘʥʠʷ. ʆʥʘ ʷʚʣʷʝʪʩʷ ʩʨʝʜʩʪʚʦʤ ʥʘʟʥʘʯʝʥʠʷ ʟʘʜʘʥʠʡ 

(ʪʘʢʠʭ ʢʘʢ ʜʝʬʨʘʛʤʝʥʪʘʮʠʷ ʜʠʩʢʘ, ʧʨʦʚʝʨʢʘ ʜʠʩʢʘ ʠ ʧʨ.) ʜʣʷ ʠʭ ʘʚʪʦ-

ʤʘʪʠʯʝʩʢʦʛʦ ʚʳʧʦʣʥʝʥʠʷ ʚ ʥʘʠʙʦʣʝʝ ʫʜʦʙʥʦʝ ʚʨʝʤʷ. ʇʣʘʥʠʨʦʚʱʠʢ 

ʟʘʜʘʥʠʡ ʧʦʟʚʦʣʷʝʪ: 

Å ʥʘʟʥʘʯʠʪʴ ʛʨʘʬʠʢ ʘʚʪʦʤʘʪʠʯʝʩʢʦʛʦ ʚʳʧʦʣʥʝʥʠʷ ʢʘʢʠʭ-ʣʠʙʦ ʟʘ-

ʜʘʯ ʝʞʝʜʥʝʚʥʦ, ʝʞʝʥʝʜʝʣʴʥʦ, ʝʞʝʤʝʩʷʯʥʦ ʠʣʠ ʚ ʫʢʘʟʘʥʥʦʡ ʚʨʝʤʷ, 

ʥʘʧʨʠʤʝʨ ʧʨʠ ʟʘʧʫʩʢʝ ʠʣʠ ʚʦ ʚʨʝʤʷ ʧʨʦʩʪʦʷ ʢʦʤʧʴʶʪʝʨʘ; 

Å ʦʪʢʣʶʯʠʪʴ ʠʣʠ ʠʟʤʝʥʠʪʴ ʛʨʘʬʠʢ ʚʳʧʦʣʥʝʥʠʷ ʩʫʱʝʩʪʚʫʶʱʠʭ ʟʘ-

ʜʘʥʠʡ; 

Å ʥʘʟʥʘʯʠʪʴ ʧʘʨʘʤʝʪʨʳ ʚʳʧʦʣʥʝʥʠʷ ʟʘʜʘʥʠʷ ʚ ʫʢʘʟʘʥʥʦʝ ʚʨʝʤʷ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʥʘʟʥʘʯʠʪʴ ʥʦʚʦʝ ʟʘʜʘʥʠʝ, ʥʝʦʙʭʦʜʠʤʦ ʚ ʧʘʧʢʝ 

ʅʘʟʥʘʯʝʥʥʳʝ ʟʘʜʘʥʠʷ ʚ ʩʧʠʩʢʝ ʟʘʜʘʥʠʡ ʦʪʢʨʳʪʴ ʧʨʦʛʨʘʤʤʫ ɼʦʙʘ-

ʚʠʪʴ ʟʘʜʘʥʠʝ. 
ʇʦʣʫʯʠʪʴ ʜʦʩʪʫʧ ʢ ʧʘʧʢʝ ʅʘʟʥʘʯʝʥʥʳʝ ʟʘʜʘʥʠʷ ʤʦʞʥʦ ʩʣʝʜʫʶ-

ʱʠʤʠ ʩʧʦʩʦʙʘʤʠ: 

1-ʡ ʩʧʦʩʦʙ: ʀʟ ʤʝʥʶ ʇʫʩʢ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʨʦʛʨʘʤʤʳ, ʟʘʪʝʤ ï 

ʉʪʘʥʜʘʨʪʥʳʝ, ʉʣʫʞʝʙʥʳʝ ʠ ʅʘʟʥʘʯʝʥʥʳʝ ʟʘʜʘʥʠʷ. 

2-ʡ ʩʧʦʩʦʙ: ʆʪʢʨʳʪʴ ʧʘʧʢʫ ʄʦʡ ʢʦʤʧʴʶʪʝʨ, ʠʟ ʩʧʠʩʢʘ ɼʨʫʛʠʝ 
ʤʝʩʪʘ ʚʳʙʨʘʪʴ ʧʫʥʢʪ ʇʘʥʝʣʴ ʫʧʨʘʚʣʝʥʠʷ; ʚ ʧʘʧʢʝ ʇʘʥʝʣʴ ʫʧʨʘʚ-

ʣʝʥʠʷ ʦʪʢʨʳʪʴ ʧʘʧʢʫ ʅʘʟʥʘʯʝʥʥʳʝ ʟʘʜʘʥʠʷ. 
ɿʘʤʝʯʘʥʠʝ. ɺ ʩʣʫʯʘʝ ʦʪʩʫʪʩʪʚʠʷ ʩʧʠʩʢʘ ɼʨʫʛʠʝ ʤʝʩʪʘ ʥʝʦʙʭʦʜʠʤʦ 

ʫʚʝʣʠʯʠʪʴ ʨʘʟʤʝʨʳ ʦʢʥʘ. 

ʇʦʩʣʝ ʟʘʧʫʩʢʘ ʧʨʦʛʨʘʤʤʳ ɼʦʙʘʚʠʪʴ ʟʘʜʘʥʠʷ ʩʣʝʜʫʝʪ ʥʘʞʘʪʴ 

ʢʥʦʧʢʫ ɼʘʣʝʝ ʠ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʄʘʩʪʝʨ ʧʣʘʥʠʨʦʚʘʥʠʷ ʟʘʜʘ-

ʥʠʡ ʚʳʙʨʘʪʴ ʥʝʦʙʭʦʜʠʤʫʶ ʧʨʦʛʨʘʤʤʫ. ʅʘʞʘʚ ʢʥʦʧʢʫ ɼʘʣʝʝ, ʩʣʝʜʫʝʪ 

ʫʢʘʟʘʪʴ ʜʣʷ ʥʝʝ ʛʨʘʬʠʢ ʚʳʧʦʣʥʝʥʠʷ. 

ɽʩʣʠ ʪʨʝʙʫʝʪʩʷ ʫʩʪʘʥʦʚʠʪʴ ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ ʧʘʨʘʤʝʪʨʳ ʟʘʜʘʥʠʷ 

(ʧʦʚʪʦʨʥʳʡ ʟʘʧʫʩʢ, ʫʩʣʦʚʠʷ ʝʛʦ ʚʳʧʦʣʥʝʥʠʷ, ʫʩʣʦʚʠʷ ʟʘʚʝʨh ʝʥʠʷ 

ʟʘʜʘʥʠʷ ʠ ʪ. ʧ.), ʪʦ ʥʝʦʙʭʦʜʠʤʦ ʧʦʩʣʝ ʥʘʞʘʪʠʷ ʢʥʦʧʢʠ ɻʦʪʦʚʦ ʚ ʧʦ-

ʩʣʝʜʥʝʤ ʦʢʥʝ ʤʘʩʪʝʨʘ ʫʩʪʘʥʦʚʠʪʴ ʬʣʘʞʦʢ ʋʩʪʘʥʦʚʠʪʴ ʜʦʧʦʣʥʠ-

ʪʝʣʴʥʳʝ ʧʘʨʘʤʝʪʨʳ. 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʥʘʟʥʘʯʝʥʥʦʛʦ ʟʘʜʘʥʠʷ ʥʫʞʥʦ ʚ ʧʘʧʢʝ ʅʘʟʥʘʯʝʥʥʳʝ 

ʟʘʜʘʥʠʷ ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʥʘ ʟʘʜʘʥʠʠ, ʢʦʪʦʨʦʝ ʪʨʝʙʫʝʪʩʷ 
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ʫʜʘʣʠʪʴ, ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʋʜʘʣʠʪʴ ʠʣʠ ʫʜʘʣʠʪʴ ʟʘʜʘʥʠʝ ʩ ʧʦ-

ʤʦɦ ʴʶ ʢʣʘʚʠʰʠ <Delete>. ʇʦʩʣʝ ʫʜʘʣʝʥʠʷ ʥʘʟʥʘʯʝʥʥʦʛʦ ʟʘʜʘʥʠʷ ʝʛʦ 

ʟʥʘʯʦʢ ʫʜʘʣʷʝʪʩʷ ʠʟ ʩʧʠʩʢʘ ʟʘʜʘʥʠʡ. ʌʘʡʣ ʧʨʦʛʨʘʤʤʳ ʥʝ ʫʜʘʣʷʝʪʩʷ ʩ 

ʞʝʩʪʢʦʛʦ ʜʠʩʢʘ. ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʥʘʟʥʘʯʝʥʥʦʛʦ ʟʘʜʘʥʠʷ ʥʝʦʙʭʦʜʠʤʦ 

ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʟʘʜʘʥʠʷ, ʢʦʪʦʨʦʝ ʪʨʝʙʫʝʪʩʷ ʠʟʤʝʥʠʪʴ, ʚʳ-

ʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʚʦʡʩʪʚʘ ʠ ʫʩʪʘʥʦʚʠʪʴ ʪʨʝʙʫʝʤʳʝ ʧʘʨʘʤʝʪʨʳ. 

ʅʘʩʪʨʦʡʢʘ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ W i n d o w s. Windows ʧʦʟ-

ʚʦʣʷʝʪ ʠʟʤʝʥʠʪʴ ʬʦʥ ʠ ʨʠʩʫʥʦʢ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ, ʮʚʝʪʦʚʫʶ ʛʘʤʤʫ ʠ 

ʰʨʠʬʪʳ ʚʩʝʭ ʵʣʝʤʝʥʪʦʚ ʦʢʥʘ, ʫʩʪʘʥʦʚʠʪʴ ʟʘʩʪʘʚʢʫ ʵʢʨʘʥʘ, ʚʳʚʝʩʪʠ 

ʥʘ ʨʘʙʦʯʠʡ ʩʪʦʣ ʠʥʬʦʨʤʘʮʠʶ ʠʟ ʀʥʪʝʨʥʝʪʘ. 

ɼʣʷ ʥʘʩʪʨʦʡʢʠ ʚʥʝʰʥʝʛʦ ʚʠʜʘ Windows ʥʝʦʙʭʦʜʠʤʦ ʚʳʟʚʘʪʴ ʢʦʥ-

ʪʝʢʩʪʥʦʝ ʤʝʥʶ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʚʦʡʩʪʚʘ. ʅʘ 

ʚʢʣʘʜʢʝ ʊʝʤʳ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʪʝʤʫ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ. ʊʝʤʘ ʨʘʙʦʯʝʛʦ 

ʩʪʦʣʘ ï ʵʪʦ ʟʘʨʘʥʝʝ ʦʧʨʝʜʝʣʝʥʥʳʡ ʥʘʙʦʨ ʟʥʘʯʢʦʚ, ʰʨʠʬʪʦʚ, ʮʚʝʪʦʚ, 

ʟʚʫʢʦʚ ʠ ʜʨʫʛʠʭ ʵʣʝʤʝʥʪʦʚ ʠʥʪʝʨʬʝʡʩʘ Windows, ʧʨʠʜʘʶʱʠʭ ʨʘʙʦ-

ʯʝʤʫ ʩʪʦʣʫ ʮʝʣʦʩʪʥʳʡ ʠ ʦʨʠʛʠʥʘʣʴʥʳʡ ʚʠʜ. ʄʦʞʥʦ ʠʟʤʝʥʷʪʴ ʪʝʤʳ, 

ʩʦʟʜʘʚʘʪʴ ʩʦʙʩʪʚʝʥʥʳʝ ʠ ʠʩʧʦʣʴʟʦʚʘʪʴ ʪʨʘʜʠʮʠʦʥʥʳʝ ʪʝʤʳ Windows. 

ʅʘ ʚʢʣʘʜʢʝ ʈʘʙʦʯʠʡ ʩʪʦʣ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʚʳʙʦʨ ʫʟʦʨʦʚ ʠʣʠ ʨʠ-

ʩʫʥʢʦʚ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ. 

ʇʨʠ ʥʘʞʘʪʠʠ ʥʘ ʢʥʦʧʢʫ ʅʘʩʪʨʦʡʢʘ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ ʧʦʷʚʣʷʝʪʩʷ 

ʦʢʥʦ ʩ ʜʚʫʤʷ ʚʢʣʘʜʢʘʤʠ ʆʙʱʠʝ ʠ ɺʝʙ. ʅʘ ʚʢʣʘʜʢʝ ʆʙʱʠʝ ʤʦʞʥʦ 

ʠʟʤʝʥʠʪʴ ʩʪʘʥʜʘʨʪʥʳʝ ʟʥʘʯʢʠ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ ʠ ʧʘʨʘʤʝʪʨʳ ʠʭ ʦʪʦʙ-

ʨʘʞʝʥʠʷ. ɺʢʣʘʜʢʘ ɺʝʙ ʧʦʟʚʦʣʷʝʪ ʫʧʨʘʚʣʷʪʴ ʚʳʚʦʜʦʤ ʥʘ ʨʘʙʦʯʠʡ ʩʪʦʣ 

ʠʥʬʦʨʤʘʮʠʠ ʠʟ ʀʥʪʝʨʥʝʪʘ. ɺʢʣʘʜʢʘ ɿʘʩʪʘʚʢʘ ʷʚʣʷʝʪʩʷ ʩʨʝʜʩʪʚʦʤ 

ʜʣʷ ʧʨʝʜʦʪʚʨʘʱʝʥʠʷ ʠʟʥʦʩʘ ʵʢʨʘʥʘ. ɼʣʷ ʫʩʪʘʥʦʚʢʠ ʟʘʩʪʘʚʢʠ ʥʝʦʙʭʦ-

ʜʠʤʦ ʦʧʨʝʜʝʣʠʪʴ ʚʨʝʤʷ ʝʝ ʚʢʣʶʯʝʥʠʷ ʠ ʚʠʜ. ʅʘ ʚʢʣʘʜʢʝ ʆʬʦʨʤʣʝ-

ʥʠʝ ʤʦʞʥʦ ʫʩʪʘʥʦʚʠʪʴ ʮʚʝʪʦʚʫʶ ʛʘʤʤʫ ʠ ʰʨʠʬʪʳ ʚʩʝʭ ʵʣʝʤʝʥʪʦʚ 

ʦʢʥʘ. ʇʨʠ ʵʪʦʤ ʤʦʞʥʦ ʫʩʪʘʥʘʚʣʠʚʘʪʴ ʚʩʝ ʵʣʝʤʝʥʪʳ ʦʬʦʨʤʣʝʥʠʷ ʦʢʥʘ 

ʩʘʤʦʩʪʦʷʪʝʣʴʥʦ ʠʣʠ ʚʳʙʠʨʘʪʴ ʩʪʘʥʜʘʨʪʥʳʝ ʩʭʝʤʳ ʦʬʦʨʤʣʝ-

ʥʠʷ.ɺʢʣʘʜʢʘ ʇʘʨʘʤʝʪʨʳ ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʚʳʙʦʨʘ ʪʠʧʘ ʤʦʥʠʪʦʨʘ ʠ 

ʨʘʟʨʝʰʝʥʠʷ ʵʢʨʘʥʘ 

ʋʩʪʘʥʦʚʢʘ ʜʘʪʳ ʠ ʚʨʝʤʝʥʠ. ʇʨʠ ʩʦʭʨʘʥʝʥʠʠ ʜʦʢʫʤʝʥʪʘ 

Windows çʟʘʧʦʤʠʥʘʝʪè ʜʘʪʫ ʠ ʚʨʝʤʷ ʝʛʦ ʧʦʩʣʝʜʥʝʡ ʤʦʜʠʬʠʢʘʮʠʠ. 

ʉʣʝʜʦʚʘʪʝʣʴʥʦ, ʚʩʝʛʜʘ ʤʦʞʥʦ ʥʘʡʪʠ ʧʦʩʣʝʜʥʶʶ ʚʝʨʩʠʶ ʜʦʢʫʤʝʥʪʘ.  

ɼʣʷ ʫʩʪʘʥʦʚʢʠ ʜʘʪʳ ʠ ʚʨʝʤʝʥʠ ʢʦʤʧʴʶʪʝʨʥʳʭ ʯʘʩʦʚ ʥʝʦʙʭʦʜʠʤʦ 

ʚʳʧʦʣʥʠʪʴ ʢʦʤʘʥʜʳ:  

ʇʫʩʢ+ʅʘʩʪʨʦʡʢʠ+ ʇʘʥʝʣʴ ʫʧʨʘʚʣʝʥʠʷ. 
ɺ ʦʢʥʝ çʇʘʥʝʣʴ ʫʧʨʘʚʣʝʥʠʷè ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʥʘ ʟʥʘʯʢʝ ɼʘ-

ʪʘ+ɺʨʝʤʷ. ʇʨʠ ʵʪʦʤ ʦʪʢʨʦʝʪʩʷ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʉʚʦʡʩʪʚʘ: ɼʘʪʘ/ 

ɺʨʝʤʷ. ʑʝʣʢʥʫʪʴ ʚʢʣʘʜʢʫ ɼʘʪʘ ʠ ɺʨʝʤʷ. ɿʘʪʝʤ ʚ ʩʧʠʩʢʝ ʄʝʩʷʮ ʠ 

ʂʘʣʝʥʜʘʨʴ ʫʢʘʟʘʪʴ ʪʝʢʫʱʫʶ ʜʘʪʫ. ɺ ʧʦʣʝ ʚʚʦʜʘ ɺʨʝʤʷ ʫʩʪʘʥʦʚʠʪʴ 
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ʪʝʢʫʱʝʝ ʚʨʝʤʷ. ʑʝʣʢʥʫʪʴ ʢʥʦʧʢʫ ʆʂ. ʊʝʧʝʨʴ ʥʘ ʧʘʥʝʣʠ ʟʘʜʘʯ ʙʫ-

ʜʝʪ ʫʩʪʘʥʦʚʣʝʥʦ ʪʝʢʫʱʝʝ ʚʨʝʤʷ.  

ʋʩʪʘʥʦʚʠʪʴ ʵʪʠ ʞʝ ʧʘʨʘʤʝʪʨʳ ʤʦʞʥʦ, ʝʩʣʠ ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ 

ʤʝʥʶ ʥʘ ʟʥʘʯʢʘʭ ʚʨʝʤʝʥʠ ʠ ʜʘʪʳ ʥʘ ʇʘʥʝʣʠ ʟʘʜʘʯ. 

ʅʘʩʪʨʦʡʢʘ ʨʘʩʢʣʘʜʢʠ ʢʣʘʚʠʘʪʫʨʳ. ʀʥʜʠʢʘʪʦʨ ʢʣʘʚʠ-

ʘʪʫʨʳ ʧʦʢʘʟʳʚʘʝʪ ʪʝʢʫʱʠʡ ʷʟʳʢ, ʘ ʪʘʢʞʝ ʧʦʟʚʦʣʷʝʪ ʩʤʝʥʠʪʴ ʨʘʩ-

ʢʣʘʜʢʫ ʢʣʘʚʠʘʪʫʨʳ. ʉʤʝʥʠʪʴ ʷʟʳʢ ʤʦʞʥʦ ʱʝʣʯʢʦʤ ʤʳʰʠ ʣʠʙʦ ʩ ʧʦ-

ʤʦʱʴʶ ʢʣʘʚʠʘʪʫʨʳ. ʏʪʦʙʳ ʫʟʥʘʪʴ, ʢʘʢʘʷ ʨʘʩʢʣʘʜʢʘ ʢʣʘʚʠʘʪʫʨʳ ʠʩ-

ʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʧʝʨʝʢʣʶʯʝʥʠʷ ʷʟʳʢʘ, ʱʝʣʢʥʫʪʴ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳ-

ʰʠ ʧʦ ʠʥʜʠʢʘʪʦʨʫ. ɺʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʚʦʡʩʪʚʘ, ʟʘʪʝʤ ʚʢʣʘʜʢʫ 

ʗʟʳʢ. ɺ ʧʫʥʢʪʝ ʉʦʯʝʪʘʥʠʷ ʢʣʘʚʠʰ ʜʣʷ ʧʝʨʝʢʣʶʯʝʥʠʷ ʨʘʩʢʣʘʜʢʠ, 

ʦʪʤʝʪʠʪʴ ʪʦ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ, ʩ ʧʦʤʦʱʴʶ ʢʦʪʦʨʦʛʦ ʙʫʜʝʪ ʧʝʨʝʢʣʶ-

ʯʘʪʩʷ ʷʟʳʢ ʩ ʢʣʘʚʠʘʪʫʨʳ. ɽʩʣʠ ʦʪʤʝʪʠʪʴ ʢʥʦʧʢʫ ʆʪʩʫʪʩʪʚʫʝʪ, ʪʦ ʧʝ-

ʨʝʢʣʶʯʝʥʠʝ ʷʟʳʢʦʚ ʩ ʢʣʘʚʠʘʪʫʨʳ ʥʝ ʙʫʜʝʪ ʧʨʦʠʟʚʦʜʠʪʴʩʷ.  

ʅʘ ʪʦʡ ʞʝ ʩʪʨʘʥʠʮʝ (ʚʢʣʘʜʢʘ ʗʟʳʢ) ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ɼʦʙʘʚʠʪʴ 

ʤʦʞʥʦ ʧʦʜʢʣʶʯʠʪʴ ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ ʷʟʳʢʠ. ʇʦʩʣʝ ʥʝʦʙʭʦʜʠʤʦʛʦ 

ʧʦʜʢʣʶʯʝʥʠʷ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʇʨʠʤʝʥʠʪʴ ʠ ʆʂ.  

ɽʩʣʠ ʟʥʘʯʦʢ ʀʥʜʠʢʘʪʦʨ ʢʣʘʚʠʘʪʫʨʳ ʥʘ ʇʘʥʝʣʠ ʟʘʜʘʯ ʦʪʩʫʪ-

ʩʪʚʫʝʪ, ʪʦ ʝʛʦ ʤʦʞʥʦ ʚʳʚʝʩʪʠ ʥʘ ʇʘʥʝʣʴ ʟʘʜʘʯ: ʢʥʦʧʢʘ ʇʫʩʢ ʥʘ ʇʘ-

ʥʝʣʠ ʟʘʜʘʯ, ʚ ʢʦʤʘʥʜʝ ʅʘʩʪʨʦʡʢʘ ʱʝʣʢʥʫʪʴ ʚʢʣʘʜʢʫ ʇʘʥʝʣʴ 

ʫʧʨʘʚʣʝʥʠʷ. ɺ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʱʝʣʢʥʫʪʴ ʜʚʘʞʜʳ ʟʥʘʯʦʢ ʂʣʘʚʠ-

ʘʪʫʨʘ. ɿʘʪʝʤ ʧʝʨʝʡʪʠ ʥʘ ʚʢʣʘʜʢʫ ʗʟʳʢ ʠ ʦʪʤʝʪʠʪʴ ʧʫʥʢʪ ɺʳʚʝʩʪʠ 

ʠʥʜʠʢʘʪʦʨ. ʅʘʞʘʪʴ ʢʥʦʧʢʫ ʇʨʠʤʝʥʠʪʴ ʠ ʆʂ.  

 

3. ʇʨʦʛʨʘʤʤʘ ʇʨʦʚʦʜʥʠʢ Windows. ʇʨʦʚʦʜʥʠʢ Windows [Windows 

Explorer] ï ʵʪʦ ʩʪʘʥʜʘʨʪʥʘʷ ʧʨʦʛʨʘʤʤʘ, ʧʦʟʚʦʣʷʶʱʘʷ ʧʦʣʴʟʦʚʘʪʝʣʶ 

ʧʦʣʫʯʠʪʴ ʜʦʩʪʫʧ ʢʦ ʚʩʝʤʫ, ʯʪʦ ʫʩʪʘʥʦʚʣʝʥʦ ʥʘ ʝʛʦ ʢʦʤʧʴʶʪʝʨʝ: ʨʘ-

ʙʦʯʝʤʫ ʩʪʦʣʫ, ʬʘʡʣʦʚʦʡ ʩʠʩʪʝʤʝ, ʧʨʠʥʪʝʨʘʤ, ʧʘʥʝʣʠ ʋʧʨʘʚʣʝʥʠʷ, ʘ 

ʪʘʢʞʝ ʢ ʩʝʪʠ ʢʦʤʧʴʶʪʝʨʦʚ. ʀʤʝʥʥʦ ʵʪʘ ʧʨʦʛʨʘʤʤʘ ʟʘʧʫʩʢʘʝʪʩʷ, ʝʩʣʠ 

ʚ ʧʘʧʢʝ ʄʦʡ ʢʦʤʧʴʶʪʝʨ ʚʳʜʝʣʠʪʴ ʦʙʲʝʢʪ ʠ ʟʘʧʫʩʪʠʪʴ ʢʦʤʘʥʜʫ 

ʌʘʡʣ+ʇʨʦʚʦʜʥʠʢ ʠʟ ʛʣʘʚʥʦʛʦ ʠʣʠ ʚʩʧʣʳʚʘʶʱʝʛʦ ʤʝʥʶ. 

ʆʢʥʦ ʧʨʦʚʦʜʥʠʢʘ Windows ʩʦʜʝʨʞʠʪ ʩʪʘʥʜʘʨʪʥʳʝ ʵʣʝʤʝʥʪʳ: ʟʘ-

ʛʦʣʦʚʦʢ, ʨʘʤʢʫ, ʛʣʘʚʥʦʝ ʤʝʥʶ ʠ ʩʪʨʦʢʫ ʩʦʩʪʦʷʥʠʷ, ʘ ʪʘʢʞʝ ʧʘʥʝʣʴ 

ʠʥʩʪʨʫʤʝʥʪʦʚ (ʦʥʘ ʥʘʭʦʜʠʪʩʷ ʩʨʘʟʫ ʞʝ ʧʦʜ ʟʘʛʦʣʦʚʢʦʤ). 

ɺʥʫʪʨʝʥʥʷʷ ʯʘʩʪʴ ʦʢʥʘ ʨʘʟʙʠʪʘ ʥʘ ʜʚʝ ʧʘʥʝʣʠ. ɺ ʣʝʚʦʡ ʧʘʥʝʣʠ ʩ 

ʟʘʛʦʣʦʚʢʦʤ ɺʩʝ ʧʘʧʢʠ ʨʘʩʧʦʣʦʞʝʥʦ ʜʝʨʝʚʦ ʬʘʡʣʦʚʦʡ ʩʠʩʪʝʤʳ ʢʦʤ-

ʧʴʶʪʝʨʘ ʠ ʩʝʪʠ, ʘ ʧʨʘʚʘʷ ʦʪʦʙʨʘʞʘʝʪ ʩʦʜʝʨʞʠʤʦʝ ʚʳʜʝʣʝʥʥʦʡ ʧʘʧʢʠ 
ʚ ʣʝʚʦʡ ʧʘʥʝʣʠ: ʚʣʦʞʝʥʥʳʝ ʧʘʧʢʠ, ʧʨʦʛʨʘʤʤʳ (ʧʨʠʣʦʞʝʥʠʷ), ʬʘʡʣʳ, 

ʷʨʣʳʢʠ, ʧʨʠʯʝʤ ʟʘʛʦʣʦʚʢʦʤ ʧʨʘʚʦʡ ʧʘʥʝʣʠ ʷʚʣʷʝʪʩʷ ʪʝʢʩʪ ʉʦʜʝʨʞʠ-

ʤʦʝ ʠ ʧʦʣʥʦʝ ʠʤʷ ʚʳʜʝʣʝʥʥʦʡ ʧʘʧʢʠ ʚ ʣʝʚʦʡ ʧʘʥʝʣʠ. 
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ɺ ʣʝʚʦʡ ʧʘʥʝʣʠ ʧʝʨʝʜ ʥʝʢʦʪʦʨʳʤʠ ʟʥʘʯʢʘʤʠ (ʧʘʧʢʘʤʠ) ʤʦʞʝʪ 

ʩʪʦʷʪʴ ʧʨʷʤʦʫʛʦʣʴʥʠʢ ʩʦ ʟʥʘʢʦʤ *+è ʠʣʠ çïè. ʊʘʢʠʤ ʟʥʘʢʦʤ ʦʪʤʝʯʝ-

ʥʳ ʧʘʧʢʠ, ʚʥʫʪʨʠ ʢʦʪʦʨʳʭ ʝʩʪʴ ʚʣʦʞʝʥʥʳʝ ʧʘʧʢʠ. ʃʝʚʘʷ ʧʘʥʝʣʴ ʩʦ-

ʜʝʨʞʠʪ ʪʘʢʞʝ ʩʧʝʮʠʘʣʴʥʳʝ ʪʦʥʢʠʝ ʣʠʥʠʠ, ʧʦʢʘʟʳʚʘʶʱʠʝ, ʢʘʢʘʷ ʧʘʧ-

ʢʘ ʢʫʜʘ ʚʣʦʞʝʥʘ. ɺʣʦʞʝʥʥʳʝ ʧʘʧʢʠ ʠʟʦʙʨʘʞʘʶʪʩʷ ʧʨʘʚʝʝ ʪʦʡ ʧʘʧʢʠ, 

ʚ ʢʦʪʦʨʫʶ ʦʥʠ ʚʣʦʞʝʥʳ. ʇʨʷʤʦʫʛʦʣʴʥʠʢ ʩʦ ʟʥʘʢʦʤ ç + è ʠʣʠ *ïè ʠʩ-

ʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʚʳʚʦʜʘ ʚ ʣʝʚʦʡ ʧʘʥʝʣʠ ʚʣʦʞʝʥʥʳʭ ʧʘʧʦʢ. ɽʩʣʠ ʱʝʣʢ-

ʥʫʪʴ ʤʳʰʴʶ ʥʘ ʟʥʘʢʝ ç+è ʚʦʟʣʝ ʧʘʧʢʠ, ʪʦ ʦʥʘ ʨʘʩʢʨʦʝʪʩʷ, ʠ ʚ ʣʝʚʦʡ 

ʧʘʥʝʣʠ ʙʫʜʫʪ ʚʳʚʝʜʝʥʳ ʚʩʝ ʝʝ ʚʣʦʞʝʥʥʳʝ ʧʘʧʢʠ. ɽʩʣʠ ʱʝʣʢʥʫʪʴ 

ʤʳʰʴʶ ʥʘ ʟʥʘʢʝ çïè ʚʦʟʣʝ ʧʘʧʢʠ, ʪʦ ʚʩʝ ʝʝ ʚʣʦʞʝʥʥʳʝ ʧʘʧʢʠ ʠʩʯʝʟ-

ʥʫʪ ʠʟ ʣʝʚʦʡ ʧʘʥʝʣʠ. ʕʪʦ ʦʯʝʥʴ ʫʜʦʙʥʦ, ʧʦʪʦʤʫ ʯʪʦ ʦʪʦʙʨʘʞʘʶʪʩʷ 

ʚʣʦʞʝʥʥʳʝ ʧʘʧʢʠ ʪʦʣʢɹʦ ʪʝʭ ʧʘʧʦʢ, ʢʦʪʦʨʳʝ ʥʫʞʥʳ ʜʣʷ ʨʘʙʦʪʳ, ʘ 

ʦʩʪʘʣʴʥʳʝ ï ʩʢʨrʪʳ ʠ ʥʝ ʚʠʜʥʳ. 

ʃʝʚʘʷ ʧʘʥʝʣʴ ʦʪʢʨʳʚʘʝʪ ʜʦʩʪʫʧ ʥʝ ʪʦʣʴʢʦ ʢ ʢʦʤʧʴʶʪʝʨʫ ʧʦʣʴʟʦ-

ʚʘʪʝʣʷ, ʥʦ ʠ ʢʦ ʚʩʝʡ ʬʘʡʣʦʚʦʡ ʩʠʩʪʝʤʝ ʢʦʤʧʴʶʪʝʨʥʦʡ ʩʝʪʠ, ʢ ʢʦʪʦ-

ʨʦʡ ʦʥ ʧʦʜʢʣʶʯʝʥ. ɼʣʷ ʵʪʦʛʦ ʠʩʧʦʣʴʟʫʝʪʩʷ ʧʘʧʢʘ ʉʝʪʝʚʦʝ ʦʢʨʫʞʝ-

ʥʠʝ. ʈʘʩʢʨʳʚ ʝʝ, ʤʦʞʥʦ ʫʚʠʜʝʪʴ ʟʥʘʯʢʠ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʢʦʤʧʴʶ-

ʪʝʨʘʤ ʩʝʪʠ ʩ ʠʭ ʠʤʝʥʘʤʠ, ʯʪʦ ʧʦʟʚʦʣʷʝʪ ʨʘʙʦʪʘʪʴ ʩ ʬʘʡʣʘʤʠ ʥʘ ʜʨʫ-

ʛʠʭ ʢʦʤʧʴʶʪʝʨʘʭ, ʢʘʢ ʩʦ ʩʚʦʠʤʠ ʩʦʙʩʪʚʝʥʥʳʤʠ. 

ʇʨʘʚʘʷ ʧʘʥʝʣʴ ʧʨʦʚʦʜʥʠʢʘ Windows ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʚʳʚʦʜʘ 

ʩʦʜʝʨʞʠʤʦʛʦ ʧʘʧʢʠ, ʦʪʢʨʳʪʦʡ ʚ ʣʝʚʦʡ ʧʘʥʝʣʠ, ï ʵʪʦ ʬʘʡʣʳ ʠ ʚʣʦ-

ʞʝʥʥʳʝ ʚ ʥʝʝ ʧʘʧʢʠ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʫʚʠʜʝʪʴ ʩʦʜʝʨʞʠʤʦʝ ʧʘʧʢʠ ʠʟ 

ʣʝʚʦʡ ʧʘʥʝʣʠ, ʥʫʞʥʦ ʧʦʜʚʝʩʪʠ ʢʫʨʩʦʨ ʤʳʰʠ ʢ ʝʝ ʠʤʝʥʠ ʚ ʣʝʚʦʡ ʧʘ-

ʥʝʣʠ ʠ ʱʝʣʢʥʫʪʴ ʤʳʰʴʶ, ʧʦʩʣʝ ʯʝʛʦ ʚ ʧʨʘʚʦʡ ʧʘʥʝʣʠ ʙʫʜʝʪ ʚʳʚʝʜʝ-

ʥʦ ʩʦʜʝʨʞʠʤʦʝ ʧʘʧʢʠ. ʇʨʠ ʵʪʦʤ ʝʝ ʟʥʘʯʦʢ ʚ ʣʝʚʦʡ ʧʘʥʝʣʠ ʧʨʠʤʝʪ ʚʠʜ 

ʨʘʩʢʨʳʪʦʡ ʧʘʧʢʠ. ʆʪʢʨʳʪʴ ʚʣʦʞʝʥʥʫʶ ʧʘʧʢʫ ʤʦʞʥʦ ʠ ʠʟ ʧʨʘʚʦʡ ʧʘ-

ʥʝʣʠ ʜʚʦʡʥʳʤ ʱʝʣʯʢʦʤ ʤʳʰʴʶ, ʧʨʠ ʵʪʦʤ ʚ ʣʝʚʦʡ ʧʘʥʝʣʠ ʦʪʦʙʨʘʟʠʪ-

ʩʷ ʜʨʫʛʘʷ ʨʘʩʢʨʳʪʘʷ ʧʘʧʢʘ. 

ʆʜʥʘ ʠʟ ʧʘʥʝʣʝʡ ʚʩʝʛʜʘ ʘʢʪʠʚʥʘ. ɼʣʷ ʧʝʨʝʭʦʜʘ ʢ ʜʨʫʛʦʡ ʧʘʥʝʣʠ 

ʠʩʧʦʣʴʟʫʝʪʩʷ ʢʣʘʚʠʰʘ Tab ʠʣʠ ʱʝʣʯʦʢ ʤʳʰʴʶ. ɺ ʘʢʪʠʚʥʦʡ ʧʘʥʝʣʠ 

ʦʜʠʥ ʠʟ ʦʙʲʝʢʪʦʚ ʷʚʣʷʝʪʩʷ ʪʝʢʫʱʠʤ, ʪ. ʝ. ʝʛʦ ʠʤʷ ʧʦʜʩʚʝʯʝʥʦ ʠ ʠʤʝʝʪ 

ʜʨʫʛʦʡ ʮʚʝʪ. ʇʝʨʝʤʝʱʘʪʴʩʷ ʤʝʞʜʫ ʦʙʲʝʢʪʘʤʠ ʚ ʘʢʪʠʚʥʦʡ ʧʘʥʝʣʠ 

ʤʦʞʥʦ ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠʰ ʩʦ ʩʪʨʝʣʢʘʤʠ. 

ʇʨʦʚʦʜʥʠʢ Windows ʠʤʝʝʪ ʛʣʘʚʥʦʝ ʤʝʥʶ, ʧʨʘʢʪʠʯʝʩʢʠ ʩʦʚʧʘʜʘ-

ʶʱʝʝ ʩ ʛʣʘʚʥʳʤ ʤʝʥʶ ʧʘʧʢʠ ʄʦʡ ʢʦʤʧʴʶʪʝʨ. ʆʪʣʠʯʠʝ ʩʦʩʪʦʠʪ ʚ 

ʪʦʤ, ʯʪʦ ʛʣʘʚʥʦʝ ʤʝʥʶ ʚ ʧʨʦʚʦʜʥʠʢʝ ʜʦʧʦʣʥʝʥʦ ʥʦʚʳʤ ʧʫʥʢʪʦʤ 

ʉʝʨʚʠʩ ʩ ʯʝʪʳʨʴʤʷ ʢʦʤʘʥʜʘʤʠ: 
Å ʅʘʡʪʠ ï ʠʱʝʪ ʬʘʡʣ ʠʣʠ ʧʘʧʢʫ ʧʦ ʨʷʜʫ ʧʨʠʟʥʘʢʦʚ: ʠʤʷ, ʪʠʧ, ʨʘʟ-

ʤʝʨ, ʘʪʨʠʙʫʪʳ ʠ ʪ. ʜ.; 
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Å ʇʦʜʢʣʶʯʠʪʴ ʩʝʪʝʚʦʡ ʜʠʩʢ ï ʥʘʟʥʘʯʘʝʪ ʩʝʪʝʚʦʤʫ ʜʠʩʢʫ ʠʤʷ 

(ʙʫʢʚʫ), ʧʦʟʚʦʣʷʶʱʝʝ ʦʙʨʘʱʘʪʴʩʷ ʢ ʥʝʤʫ, ʢʘʢ ʢ ʜʠʩʢʫ ʩʦʙʩʪʚʝʥʥʦʛʦ 

ʢʦʤʧʴʶʪʝʨʘ; 

Å ʆʪʢʣʶʯʠʪʴ ʩʝʪʝʚʦʡ ʜʠʩʢ ï ʦʪʢʣʶʯʘʝʪ ʩʝʪʝʚʦʡ ʜʠʩʢ; 

Å ʇʝʨʝʡʪʠ ï ʦʩʫʱʝʩʪʚʣʷʝʪ ʧʝʨʝʭʦʜ ʢ ʟʘʜʘʥʥʦʡ ʧʘʧʢʝ ʧʦ ʧʦʣʥʦʤʫ 

ʧʫʪʠ, ʟʘʜʘʥʥʦʤʫ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ. 

ʇʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʧʨʦʚʦʜʥʠʢʘ Windows ʩʦʜʝʨʞʠʪ ʢʦʤʙʠʥʠʨʦ-

ʚʘʥʥʳʡ ʩʧʠʩʦʢ ʠ ʨʷʜ ʢʥʦʧʦʢ. ɺ ʢʦʤʙʠʥʠʨʦʚʘʥʥʦʤ ʩʧʠʩʢʝ ʤʦʞʥʦ ʚʳ-

ʙʨʘʪʴ ʠʤʷ ʧʘʧʢʠ, ʢʦʪʦʨʘʷ ʩʪʘʥʝʪ ʪʝʢʫʱʝʡ ʚ ʣʝʚʦʡ ʧʘʥʝʣʠ. ɼʘʣʝʝ ʨʘʩ-

ʧʦʣʦʞʝʥʳ ʢʥʦʧʢʘ ʧʝʨʝʭʦʜʘ ʠʟ ʚʣʦʞʝʥʥʦʡ ʧʘʧʢʠ ʢ ʧʘʧʢʝ ʚʝʨʭʥʝʛʦ 

ʫʨʦʚʥʷ, ʢʥʦʧʢʠ ʜʣʷ ʧʦʜʢʣʶʯʝʥʠʷ ʠ ʦʪʢʣʶʯʝʥʠʷ ʩʝʪʝʚʳʭ ʜʠʩʢʦʚ. ɿʘ-

ʪʝʤ ʩʣʝʜʫʝʪ ʛʨʫʧʧʘ ʢʥʦʧʦʢ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ, ʢʥʦʧʢʘ ʩʚʦʡʩʪʚ ʠ ʢʥʦʧʢʠ 

ʩʧʦʩʦʙʦʚ ʠʟʦʙʨʘʞʝʥʠʷ ʟʥʘʯʢʦʚ ʚ ʦʢʥʝ ʧʨʦʚʦʜʥʠʢʘ. ɼʣʷ ʢʘʞʜʦʡ ʠʟ 

ʢʥʦʧʦʢ ʠʤʝʝʪʩʷ ʚʩʧʣʳʚʘʶʱʘʷ ʧʦʜʩʢʘʟʢʘ
1
, ʢʦʪʦʨʘʷ ʧʦʷʚʣʷʝʪʩʷ, ʝʩʣʠ 

ʧʦʜʚʝʩʪʠ ʢ ʥʝʡ ʢʫʨʩʦʨ ʤʳʰʠ ʠ ʟʘʜʝʨʞʘʪʴ ʝʛʦ ʥʘ ʥʝʢʦʪʦʨʦʝ ʚʨʝʤʷ. 

ʇʨʠ ʨʘʙʦʪʝ ʩ ʧʨʦʚʦʜʥʠʢʦʤ Windows ʰʠʨʦʢʦ ʠʩʧʦʣʴʟʫʝʪʩʷ ʤʝʪʦʜ 
ʧʝʨʝʪʘʩʢʠʚʘʥʠʷ. ʃʶʙʦʡ ʦʙʲʝʢʪ ʚ ʧʨʘʚʦʡ ʧʘʥʝʣʠ (ʦʪʜʝʣʥɹʳʡ ʬʘʡʣ 

ʠʣʠ ʧʘʧʢʫ ʩ ʬʘʡʣʘʤʠ) ʤʦʞʥʦ çʟʘʭʚʘʪʠʪʴè ʠ çʧʝʨʝʪʘʱʠʪʴè ʤʳʰʴʶ ʚ 

ʣʝʚʫʶ ʧʘʥʝʣʴ. ʇʨʠ ʵʪʦʤ ʧʘʧʢʘ ʚ ʣʝʚʦʡ ʧʘʥʝʣʠ, ʥʘʜ ʢʦʪʦʨʦʡ ʧʦʣʴʟʦ-

ʚʘʪʝʣʴ ʧʝʨʝʤʝʱʘʝʪ ʦʙʲʝʢʪ, ʧʦʜʩʚʝʯʠʚʘʝʪʩʷ. ɽʩʣʠ ʪʝʧʝʨʴ ʥʘʜ ʦʜʥʦʡ ʠʟ 

ʧʘʧʦʢ ʦʪʧʫʩʪʠʪʴ ʣʝʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ, ʪʦ ʧʝʨʝʥʦʩʠʤʳʝ ʦʙʲʝʢʪʳ ʧʦ-

ʧʘʜʫʪ ʠʤʝʥʥʦ ʚ ʥʝʝ. ʇʝʨʝʥʦʩʠʪʴ ʦʙʝ̡ʢʪʳ ʤʦʞʥʦ ʥʝ ʪʦʣʴʢʦ ʠʟ ʧʨʘʚʦʡ 

ʧʘʥʝʣʠ ʚ ʣʝʚʫʶ, ʥʦ ʠ ʚ ʜʨʫʛʦʝ ʦʢʥʦ, ʥʘʧʨʠʤʝʨ ʚ ʧʘʧʢʫ ʂʦʨʟʠʥʘ ʠʣʠ 

ʥʘ ʈʘʙʦʯʠʡ ʩʪʦʣ. ʄʦʞʥʦ ʪʘʢʞʝ çʧʝʨʝʪʘʩʢʠʚʘʪʴè ʧʘʧʢʠ ʠʟ ʣʝʚʦʡ ʧʘ-

ʥʝʣʠ ʚ ʧʨʘʚʫʶ ʠʣʠ ʚ ʜʨʫʛʫʶ ʧʘʧʢʫ ʥʘ ʣʝʚʦʡ ʧʘʥʝʣʠ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 

1. ɺ ʯʝʤ ʦʩʦʙʝʥʥʦʩʪʠ ʆʉ Windows? 

2. ʇʝʨʝʯʠʩʣʠʪʝ ʚʦʟʤʦʞʥʦʩʪʠ Windows Me. 

3. ʇʝʨʝʯʠʩʣʠʪʝ ʚʦʟʤʦʞʥʦʩʪʠ Windows 2000 Professional. 

4. ʇʝʨʝʯʠʩʣʠʪʝ ʚʦʟʤʦʞʥʦʩʪʠ Windows XP. 

5. ʏʪʦ ʥʘʟʳʚʘʝʪʩʷ ʬʘʡʣʦʤ, ʢʘʢʠʤ ʪʨʝʙʦʚʘʥʠʷʤ ʜʦʣʞʥʦ ʫʜʦʚʣʝ-

ʪʚʦʨʷʪʴ ʠʤʷ ʬʘʡʣʘ? 

6. ʏʪʦ ʥʘʟʳʚʘʝʪʩʷ ʧʘʧʢʦʡ ʠ ʤʘʨʰʨʫʪʦʤ ʧʘʧʢʠ? 

7. ʂʘʢʠʝ ʬʫʥʢʮʠʠ ʚʳʧʦʣʥʷʶʪʩʷ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ? 

8. ʏʪʦ ʚʢʣʶʯʘʝʪ ʠʥʪʝʨʬʝʡʩ Windows? 

9. ʂʘʢʠʝ ʵʣʝʤʝʥʪʳ ʧʨʠʩʫʪʩʪʚʫʶʪ ʥʘ ʦʢʥʝ Windows? 

                                                 
1 ɺʩʧʣʳʚʘʶʱʠʝ ʧʦʜʩʢʘʟʢʠ ʧʨʠʩʫʪʩʪʚʫʶʪ ʧʨʘʢʪʠʯʝʩʢʠ ʚʦ ʚʩʝʭ ʧʨʦʛʨʘʤʤʘʭ. ʆʥʠ 

ʧʦʷʩʥʷʶʪ ʥʘʟʥʘʯʝʥʠʝ ʢʥʦʧʦʢ ʠ ʜʨʫʛʠʭ ʵʣʝʤʝʥʪʦʚ ʫʧʨʘʚʣʝʥʠʷ 
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10. ʂʘʢ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʧʝʨʝʤʝʱʝʥʠʝ ʦʢʥʘ, ʠʟʤʝʥʝʥʠʝ ʨʘʟʤʝ-

ʨʦʚ ʦʢʥʘ? 

11. ʂʘʢ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʧʨʦʩʤʦʪʨ ʩʦʜʝʨʞʠʤʦʛʦ ʚ ʦʢʥʝ? 

12. ʂʘʢ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʩʚʝʨʪʳʚʘʥʠʝ, ʨʘʟʚʝʨʪʳʚʘʥʠʝ ʠ ʟʘʢʨʳʪʠʝ 

ʦʢʦʥ? 

13. ʂʘʢ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʧʝʨʝʢʣʶʯʝʥʠʝ ʤʝʞʜʫ ʦʢʥʘʤʠ? 

14. ʂʘʢ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʫʧʦʨʷʜʦʯʠʚʘʥʠʝ ʦʢʦʥ? 

15. ʂʘʢʠʝ ʵʣʝʤʝʥʪʳ ʤʦʛʫʪ ʧʨʠʩʫʪʩʪʚʦʚʘʪʴ ʚ ʜʠʘʣʦʛʦʚʳʭ ʦʢʥʘʭ? 

16. ʂʘʢ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʩʦʟʜʘʥʠʝ ʧʘʧʦʢ ʠ ʷʨʣʳʢʦʚ? 

17. ʂʘʢ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʢʦʧʠʨʦʚʘʥʠʝ ʠ ʧʝʨʝʤʝʱʝʥʠʝ ʦʙʲʝʢʪʦʚ? 

18. ʂʘʢ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʧʝʨʝʠʤʝʥʦʚʘʥʠʝ ʦʙʲʝʢʪʦʚ? 

19. ʂʘʢ ʫʜʘʣʠʪʴ ʦʙʲʝʢʪ ʠ ʧʨʠ ʦʰʠʙʦʯʥʦʤ ʝʛʦ ʫʜʘʣʝʥʠʠ ï ʚʦʩʩʪʘ-

ʥʦʚʠʪʴ? 

20. ʏʪʦ ʥʘʭʦʜʠʪʩʷ  ʧʘʧʢʝ ʄʦʡ ʢʦʤʧʴʶʪʝʨ? 

21. ʂʘʢ ʨʘʙʦʪʘʪʴ ʩ ʧʘʧʢʦʡ ʂʦʨʟʠʥʘ? 

22. ɼʣʷ ʯʝʛʦ ʩʣʫʞʠʪ ʧʨʦʛʨʘʤʤʘ ʇʣʘʥʠʨʦʚʱʠʢ ʟʘʜʘʥʠʡ? 

23. ʂʘʢ ʨʘʙʦʪʘʪʴ ʩ ʧʨʦʛʨʘʤʤʦʡ ʇʣʘʥʠʨʦʚʱʠʢ ʟʘʜʘʥʠʡ? 

24. ʂʘʢ ʠʟʤʝʥʠʪʴ ʬʦʥ ʠ ʨʠʩʫʥʦʢ ʈʘʙʦʯʝʛʦ ʩʪʦʣʘ? 

25. ʂʘʢ ʫʩʪʘʥʦʚʠʪʴ ʜʘʪʫ ʠ ʚʨʝʤʷ? 

26. ʂʘʢ ʥʘʩʪʨʦʠʪʴ ʨʘʩʢʣʘʜʢʫ ʢʣʘʚʠʘʪʫʨʳ? 

27. ɼʣʷ ʯʝʛʦ ʩʣʫʞʠʪ ʧʨʦʛʨʘʤʤʘ ʇʨʦʚʦʜʥʠʢ? 

28. ʂʘʢ ʚʳʛʣʷʜʠʪ ʦʢʥʦ ʧʨʦʚʦʜʥʠʢʘ Windows? 

 
5. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ 

1. ʇʦʣʫʯʠʪʝ ʩʧʨʘʚʢʫ çʏʪʦ ʥʦʚʦʛʦ è ʚ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʝ 
Windows? 

2. ʈʘʙʦʪʘ ʩ ʦʢʥʘʤʠ.  

Å ʋʩʪʘʥʦʚʠʪʝ ʩʚʦʡʩʪʚʘ ʇʘʥʝʣʠ ʟʘʜʘʯ ʪʘʢ, ʯʪʦʙʳ ʦʥʘ ʘʚʪʦʤʘʪʠʯʝ-

ʩʢʠ ʫʙʠʨʘʣʘʩʴ ʩ ʵʢʨʘʥʘ. 

Å ʋʙʝʜʠʪʝʩʴ, ʯʪʦ ʧʘʥʝʣʴ ʧʦʷʚʣʷʝʪʩʷ ʥʘ ʵʢʨʘʥʝ ʧʨʠ ʧʝʨʝʤʝʱʝʥʠʠ 

ʫʢʘʟʘʪʝʣʷ ʤʳʰʠ ʥʘ ʇʘʥʝʣʠ ʟʘʜʘʯ ʠ ʠʩʯʝʟʘʝʪ ʧʨʠ ʧʝʨʝʤʝʱʝʥʠʠ ʫʢʘ-

ʟʘʪʝʣʷ ʟʘ ʧʨʝʜʝʣʳ. 

Å ʋʩʪʘʥʦʚʠʪʝ ʩʚʦʡʩʪʚʘ ʇʘʥʝʣʠ ʟʘʜʘʯ ʪʘʢ, ʯʪʦʙʳ ʦʥʘ ʚʩʝʛʜʘ ʙʳʣʘ 

ʚʠʜʥʘ ʥʘ ʵʢʨʘʥʝ, ʟʘʪʝʤ ʫʩʪʘʥʦʚʠʪʝ ʝʝ ʩʚʦʡʩʪʚʘ ʪʘʢ, ʯʪʦʙʳ ʦʪʢʨʳʪʳʝ 

ʦʢʥʘ ʧʝʨʝʢʨʳʚʘʣʠ ʇʘʥʝʣʴ ʟʘʜʘʯ. 

Å ʇʝʨʝʤʝʩʪʠʪʝ ʇʘʥʝʣʴ ʟʘʜʘʯ ʢ ʚʝʨʭʥʝʡ ʛʨʘʥʠʮʝ ʵʢʨʘʥʘ. 

Å ʆʪʦʙʨʘʟʠʪʝ ʥʘ ʇʘʥʝʣʠ ʟʘʜʘʯ ʚʩʝ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʟʘʪʝʤ 

ʟʘʢʨʦʡʪʝ ʚʩʝ ʇʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʢʨʦʤʝ ʧʘʥʝʣʠ ʈʘʙʦʯʠʡ ʩʪʦʣ. 

Å ʇʝʨʝʤʝʩʪʠʪʝ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʈʘʙʦʯʠʡ ʩʪʦʣ ʩ ʇʘʥʝʣʠ ʟʘ-

ʜʘʯ ʥʘ ʵʢʨʘʥ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ, ʟʘʪʝʤ ʧʝʨʝʤʝʩʪʠʪʝ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥ-

ʪʦʚ ʈʘʙʦʯʠʡ ʩʪʦʣ ʢ ʥʠʞʥʝʤʫ ʢʨʘʶ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ. 
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Å ʋʙʝʨʠʪʝ ʟʘʛʦʣʦʚʦʢ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʈʘʙʦʯʠʡ ʩʪʦʣ. 

Å ʆʪʦʙʨʘʟʠʪʝ ʟʥʘʯʢʠ ʥʘ ʧʘʥʝʣʠ ʈʘʙʦʯʠʡ ʩʪʦʣ ʢʨʫʧʥʳʤʠ ʟʥʘʯʢʘ-

ʤʠ, ʟʘʪʝʤ ʫʙʝʨʠʪʝ ʧʦʜʧʠʩʠ ʧʦʜ ʟʥʘʯʢʘʤʠ. 

Å ʉʦʟʜʘʡʪʝ ʥʘ ʇʘʥʝʣʴ ʟʘʜʘʯ ʩʦʙʩʪʚʝʥʥʫʶ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ, 

ʦʪʦʙʨʘʞʘʶʱʫʶ ʜʠʩʢ D, ʟʘʪʝʤ ʟʘʢʨʦʡʪʝ ʧʘʥʝʣʴ D: ʥʘ ʇʘʥʝʣʠ ʟʘʜʘʯ. 

Å ɿʘʢʨʦʡʪʝ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʈʘʙʦʯʠʡ ʩʪʦʣ. 

Å ʆʪʢʨʦʡʪʝ ʧʘʧʢʫ ʂʦʨʟʠʥʘ ʠ ʠʟʤʝʥʠʪʝ ʨʘʟʤʝʨʳ ʦʢʥʘ ʧʦ ʛʦʨʠʟʦʥ-

ʪʘʣʠ, ʧʦ ʚʝʨʪʠʢʘʣʠ, ʚ ʜʚʫʭ ʥʘʧʨʘʚʣʝʥʠʷʭ.  

Å ʆʪʢʨʦʡʪʝ ʧʘʧʢʫ ʄʦʡ ʢʦʤʧʴʶʪʝʨ ʠ ʫʩʪʘʥʦʚʠʪʝ ʝʝ ʦʢʥʘ ʨʝʞʠʤ 

ʚʚʦʜʘ ʢʨʫʧʥʳʭ ʟʥʘʯʢʦʚ. 

Å ɸʢʪʠʚʠʟʠʨʫʡʪʝ ʧʦʦʯʝʨʝʜʥʦ ʦʢʥʘ ʄʦʡ ʢʦʤʧʴʶʪʝʨ ʠ ʂʦʨʟʠʥʘ. 

Å ʈʘʩʧʦʣʦʞʠʪʝ ʦʢʥʘ ʂʘʩʢʘʜʦʤ ʠʣʠ ʄʦʟʘʠʢʦʡ. 

Å ʈʘʟʚʝʨʥʠʪʝ ʦʢʥʦ ʄʦʡ ʢʦʤʧʴʶʪʝʨ , ʟʘʪʝʤ ʚʦʩʩʪʘʥʦʚʠʪʝ ʧʨʝʞʥʠʝ 

ʨʘʟʤʝʨʳ ʦʢʥʘ . 

Å ɿʘʢʨʦʡʪʝ ʚʩʝ ʦʢʥʘ . 

Å ʇʨʝʜʩʪʘʚʴʪʝ ʈʘʙʦʯʠʡ ʩʪʦʣ ʩʦ ʟʥʘʯʢʘʤ ʥʘ ʥʝʤ. 

Å ʆʪʢʨʦʡʪʝ ʧʘʧʢʫ ʂʦʨʟʠʥʘ ʠ ʧʝʨʝʤʝʩʪʠʪʝ ʧʘʧʢʫ ʂʦʨʟʠʥʘ ʪʘʢ, ʯʪʦ-

ʙʳ ʦʥʘ ʧʝʨʝʢʨʳʚʘʣʘ ʇʘʥʝʣʴ ʟʘʜʘʯ. 

3. ʈʘʙʦʪʘ ʩ ʦʙʲʝʢʪʘʤʠ: 

Å ʉʦʟʜʘʡʪʝ ʧʘʧʢʫ ʩ ʠʤʝʥʝʤ ɺʨʝʤʝʥʥʘʷ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ. 

Å ɺ ʧʘʧʢʝ ɺʨʝʤʝʥʥʘʷ ʩʦʟʜʘʡʪʝ: 

ï ʷʨʣʳʢ ʢ ʧʨʦʛʨʘʤʤʝ Norton (C:\NC\nc.exe) ʩ ʠʤʝʥʝʤ ʅʦʨʪʦʥ; 

ï ʷʨʣʳʢ ʢ ʧʨʦʛʨʘʤʤʝ ʢʘʣʴʢʫʣʷʪʦʨ (C\Windows\system32\calc.exe); 

ï ʷʨʣʳʢ ʢ ʬʘʡʣʫ ɻʨʫʧʧʘ ɹʀ-11 ʧʘʧʢʠ ɹʠʦʣʦʛʠ ʜʠʩʢʘ F; 

ï ʫʩʪʘʥʦʚʠʪʝ ʟʥʘʯʦʢ ʢ ʷʨʣʳʢʫ ɻʨʫʧʧʘ ɹʀ-11, ʘ ʟʘʪʝʤ ʠʟʤʝʥʠʪʝ 

ʝʛʦ; 

ï ʠʟʤʝʥʠʪʴ ʠʤʷ ʧʨʦʛʨʘʤʤʳ Norton ʥʘ NC. 

Å ʉʦʟʜʘʡʪʝ ʥʘ ʨʘʙʦʯʝʤ ʩʪʦʣʝ ʧʘʧʢʫ ʃʠʯʥʘʷ  ʠ ʩʢʦʧʠʨʫʡʪʝ ʚ ʥʝʝ ʠʟ 

ʧʘʧʢʠ ɺʨʝʤʝʥʥʘʷ ʷʨʣʳʢ ʧʨʦʛʨʘʤʤʳ NC. 

Å ɿʘʢʨʦʡʪʝ ʧʘʧʢʠ ɹʠʦʣʦʛʠ, ʃʠʯʥʘʷ. 

Å ʋʜʘʣʠʪʝ ʚʩʝ ʟʥʘʯʢʠ ʚ ʧʘʧʢʝ ɺʨʝʤʝʥʥʘʷ. 

Å ʇʝʨʝʤʝʩʪʠʪʝ ʠʟ ʧʘʧʢʠ ʃʠʯʥʘʷ ʟʥʘʯʦʢ NC ʚ ʧʘʧʢʫ ɺʨʝʤʝʥʥʘʷ ʠ 

ʟʘʢʨʦʡʪʝ ʧʘʧʢʠ ʃʠʯʥʘʷ ʠ ɺʨʝʤʝʥʥʘʷ. 

Å ʋʜʘʣʠʪʝ ʧʘʧʢʠ ʃʠʯʥʘʷ ʠ ɺʨʝʤʝʥʥʘʷ ʠ ʟʘʢʨʦʡʪʝ ʚʩʝ ʦʪʢʨʳʪʳʝ 

ʦʢʥʘ. 

Å ʆʪʬʦʨʤʘʪʠʨʫʡʪʝ ʜʠʩʢ ɸ:. 

Å ʆʪʢʨʦʡʪʝ ʜʠʩʢ D: ʠ ʩʦʟʜʘʡʪʝ ʧʘʧʢʠ ʈʘʙʦʯʘʷ, ʃʠʯʥʘʷ.  
Å ʉʢʦʧʠʨʫʡʪʝ ʧʘʧʢʫ ʈʘʟʥʦʝ ʚ ʧʘʧʢʫ ʈʘʙʦʯʘʷ.  

Å ʉʦʟʜʘʡʪʝ ʬʘʡʣ ɹʠʦʛʨʘʬ, ʩʦʜʝʨʞʘʱʠʡ ɺʘʰʫ ʙʠʦʛʨʘʬʠʶ, ʩ ʧʦ-

ʤʦʱʴʶ ʪʝʢʩʪʦʚʦʛʦ ʨʝʜʘʢʪʦʨʘ ɹʣʦʢʥʦʪ ʠ ʩʦʭʨʘʥʠʪʝ ʝʛʦ ʥʘ ʜʠʩʢʝ D: ʚ 

ʧʘʧʢʝ ʈʘʙʦʯʘʷ. 
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Å ʉʢʦʧʠʨʫʡʪʝ ʧʘʧʢʫ ʈʘʙʦʯʘʷ ʥʘ ʜʠʩʢ ɸ:. 

Å ʋʜʘʣʠʪʝ ʚʩʝ ʩ ʜʠʩʢʘ ɸ:.  

Å ʇʝʨʝʠʤʝʥʫʡʪʝ ʬʘʡʣ ɹʠʦʛʨʘʬ ʚ ʧʘʧʢʝ ʈʘʙʦʯʘʷ ʜʠʩʢʘ D: ʚ ʄʦʷ 

ʙʠʦʛʨʘʬʠʷ. ʇʝʨʝʤʝʩʪʠʪʝ ʬʘʡʣ ʄʦʷ ʙʠʦʛʨʘʬʠʷ ʠʟ ʧʘʧʢʠ ʈʘʙʦʯʘʷ 

ʜʠʩʢʘ D: ʚ ʧʘʧʢʫ ʃʠʯʥʘʷ ʜʠʩʢʘ D:. 

Å ʆʪʢʨʦʡʪʝ ʩ ʧʦʤʦʱʴʶ ʪʝʢʩʪʦʚʦʛʦ ʨʝʜʘʢʪʦʨʘ Wordpad ʜʦʢʫʤʝʥʪ 

ʄʦʷ ʙʠʦʛʨʘʬʠʷ ʠʟ ʧʘʧʢʠ ʃʠʯʥʘʷ ʜʠʩʢʘ D: ʠ ʜʦʧʠʰʠʪʝ ʥʝʩʢʦʣʴʢʦ 

ʧʨʝʜʣʦʞʝʥʠʡ. 

Å ʉʦʭʨʘʥʠʪʝ ʜʦʢʫʤʝʥʪ ʄʦʷ ʙʠʦʛʨʘʬʠʷ ʥʘ ʜʠʩʢ ɸ:.   

Å ʅʘʡʜʠʪʝ ʚʩʝ ʪʝʢʩʪʦʚʳʝ ʬʘʡʣʳ, ʩʦʟʜʘʥʥʳʝ ʟʘ ʧʦʩʣʝʜʥʠʡ ʜʝʥʴ ʩ 

ʧʦʤʦʱʴʶ ʇʦʠʩʢ. 

4. ʅʘʩʪʨʦʡʢʘ Windows. 

Å ʀʟʤʝʥʠʪʝ ʮʚʝʪ ʨʘʟʣʠʯʥʳʭ ʵʣʝʤʝʥʪʦʚ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ ʠ ʦʢʦʥ. 

Å ʀʟʤʝʥʠʪʝ ʬʦʥ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ, ʧʦʤʝʩʪʠʪʝ ʨʠʩʫʥʦʢ ʥʘ ʨʘʙʦʯʠʡ 

ʩʪʦʣ. 

Å ʉʦʟʜʘʡʪʝ ʨʠʩʫʥʦʢ ʩ ʧʦʤʦʱʴʶ ʛʨʘʬʠʯʝʩʢʦʛʦ ʨʝʜʘʢʪʦʨʘ Paint ʠ 

ʧʦʤʝʩʪʠʪʝ ʝʛʦ ʚ ʮʝʥʪʨʝ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ. 

Å ɿʘʢʨʳʪʴ ʚʩʝ ʦʢʥʘ ʠ ʫʙʝʜʠʪʴʩʷ ʚ ʪʦʤ, ʯʪʦ ʚʩʝ ʚʳʧʦʣʥʝʥʦ ʧʨʘ-

ʚʠʣʴʥʦ. 

Å ʋʙʝʨʠʪʝ ʩʚʦʡ ʨʠʩʫʥʦʢ ʩ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ. 

Å ʋʜʘʣʠʪʝ ʚʩʝ ʬʘʡʣʳ ʠʟ ʧʘʧʢʠ ʂʦʨʟʠʥʘ. 

Å ʋʩʪʘʥʦʚʠʪʝ ʟʘʩʪʘʚʢʫ ʵʢʨʘʥʘ. 

Å ʋʩʪʘʥʦʚʠʪʝ ʟʘʩʪʘʚʢʫ ʵʢʨʘʥʘ ɹʝʛʫʱʘʷ ʩʪʨʦʢʘ. 

Å ʉʦʟʜʘʡʪʝ ʷʨʣʳʢ ʢ ʧʨʦʛʨʘʤʤʝ MS Word  ʚ ʛʣʘʚʥʦʤ ʤʝʥʶ. 

Å ʉʦʟʜʘʡʪʝ ʟʘʜʘʥʠʝ ʟʘʧʫʩʢʘ ʧʨʦʛʨʘʤʤʳ Paint ʝʞʝʜʥʝʚʥʦ ʚ 12
00

. 

Å ʉʦʟʜʘʡʪʝ ʟʘʜʘʥʠʝ ʟʘʧʫʩʢʘ ʯʝʨʝʟ 5 ʤʠʥʫʪ ʧʨʦʛʨʘʤʤʳ ʂʦʩʳʥʢʘ. 

5. ʆʙʤʝʥ ʜʘʥʥʳʤʠ. 

Å ʉʦʟʜʘʡʪʝ ʚ ʧʘʧʢʝ ʈʘʙʦʯʘʷ ʜʠʩʢʘ D: ʥʝʩʢʦʣʴʢʦ ʪʝʢʩʪʦʚʳʭ ʬʘʡʣʦʚ 

ʩ ʧʦʤʦʱʴʶ ʪʝʢʩʪʦʚʦʛʦ ʨʝʜʘʢʪʦʨʘ ɹʣʦʢʥʦʪ. 

Å ʆʪʩʦʨʪʠʨʫʝʪʝ ʬʘʡʣʳ ʚ ʧʘʧʢʝ ʈʘʙʦʯʘʷ  ʥʘ ʜʠʩʢʝ D: ʧʦ ʠʤʝʥʠ.  

Å ʉʢʦʧʠʨʫʡʪʝ ʜʚʘ ʣʶʙʳʭ ʬʘʡʣʘ ʠʟ ʧʘʧʢʠ ʈʘʙʦʯʘʷ ʜʠʩʢʘ D: ʚ ʧʘʧ-

ʢʫ ʃʠʯʥʘʷ ʜʠʩʢʘ D:  ʩ ʧʦʤʦʱʴʶ ʙʫʬʝʨʘ ʦʙʤʝʥʘ. 

Å ʇʝʨʝʤʝʩʪʠʪʝ ʜʚʘ ʣʶʙʳʭ ʬʘʡʣʘ ʠʟ ʧʘʧʢʠ ʈʘʙʦʯʘʷ ʜʠʩʢʘ D: ʚ 

ʧʘʧʢʫ ʃʠʯʥʘʷ ʜʠʩʢʘ D: ʩ ʧʦʤʦʱʴʶ ʙʫʬʝʨʘ ʦʙʤʝʥʘ. 

Å ʆʪʢʨʦʡʪʝ ʇʨʦʚʦʜʥʠʢ ʠ ʫʜʘʣʠʪʝ ʥʘ ʜʠʩʢʝ D: ʧʘʧʢʫ ʈʘʙʦʯʘʷ. 

Å ʆʯʠʩʪʠʪʝ ʂʦʨʟʠʥʫ. 

Å ʉʦʟʜʘʡʪʝ ʥʘ ʜʠʩʢʝ D: ʧʘʧʢʫ ʩ ɺʘʰʝʡ ʬʘʤʠʣʠʝʡ, ʠʩʧʦʣʴʟʫʷ ʧʨʦ-
ʛʨʘʤʤʫ ʇʨʦʚʦʜʥʠʢ. 

Å ʉʦʟʜʘʡʪʝ ʚ ʧʘʧʢʝ ʩ ɺʘʰʝʡ ʬʘʤʠʣʠʝʡ ʚʣʦʞʝʥʥʫʶ ʧʘʧʢʫ ɼʦʢʫ-

ʤʝʥʪʳ, ʠʩʧʦʣʴʟʫʷ ʧʨʦʛʨʘʤʤʫ ʇʨʦʚʦʜʥʠʢ. 
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Å ʉʢʦʧʠʨʫʡʪʝ ʠʟ ʧʘʧʢʠ ʃʠʯʥʘʷ ʜʠʩʢʘ D:  ʚ ʧʘʧʢʫ ɼʦʢʫʤʝʥʪʳ 

ʬʘʡʣ, ʠʩʧʦʣʴʟʫʷ ʧʨʦʛʨʘʤʤʫ ʇʨʦʚʦʜʥʠʢ. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ 2 

ʆɹʑɽʉʀʉʊɽʄʅʆɽ ʇʈʆɻʈɸʄʄʅʆɽ ʆɹɽʉʇɽʏɽʅʀɽ 

1. Norton Commander. 

2. ɸʨʭʠʚʘʮʠʷ ʜʘʥʥʳʭ. 

3. ɸʥʪʠʚʠʨʫʩʥʳʝ ʧʨʦʛʨʘʤʤʳ. 

4. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 

 

ʎʝʣʴ: ʧʨʠʦʙʨʝʪʝʥʠʝ ʥʘʚʳʢʦʚ ʨʘʙʦʪʘʪʴ ʩ ʧʨʦʛʨʘʤʤʦʡ-ʦʙʦʣʦʯʢʦʡ 

Norton Commander, ʘʨʭʠʚʘʪʦʨʦʤ WinRAR, ʘʥʪʠʚʠʨʫʩʥʦʡ ʧʨʦʛʨʘʤ-

ʤʦʡ Doctor Web. 

ɿʘʜʘʯʠ: 
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ï ʫʤʝʪʴ ʫʧʨʘʚʣʷʪʴ ʧʘʥʝʣʷʤʠ Norton Commander; ʥʘʭʦʜʠʪʴ ʬʘʡ-

ʣʳ ʠ ʢʘʪʘʣʦʛʠ; ʧʨʦʩʤʘʪʨʠʚʘʪʴ ʬʘʡʣʳ; ʨʝʜʘʢʪʠʨʦʚʘʪʴ, ʢʦʧʠʨʦʚʘʪʴ, 

ʧʝʨʝʤʝʱʘʪʴ ʬʘʡʣʳ ʠ ʢʘʪʘʣʦʛʠ; ʧʝʨʝʠʤʝʥʦʚʳʚʘʪʴ ʠ ʧʝʨʝʩʳʣʘʪʴ ʬʘʡ-

ʣʳ ʠ ʢʘʪʘʣʦʛʠ, ʩʦʟʜʘʚʘʪʴ ʢʘʪʘʣʦʛʠ; 

ï ʫʤʝʪʴ ʩ ʧʦʤʦʱʴʶ WinRAR ʘʨʭʠʚʠʨʦʚʘʪʴ ʠ ʨʘʟʘʨʭʠʚʠʨʦʚʘʪʴ 

ʬʘʡʣʳ, ʫʜʘʣʷʪʴ ʬʘʡʣʳ ʠʟ ʘʨʭʠʚʘ, ʧʨʦʩʤʘʪʨʠʚʘʪʴ ʬʘʡʣʳ ʚ ʘʨʭʠʚʝ ʥʘ 

ʨʘʩʧʘʢʦʚʚrʘʷ ʝʛʦ; ʫʤʝʪʴ ʨʘʙʦʪʘʪʴ ʩ ʫʧʨʘʚʣʷʶʱʠʤ ʤʝʥʶ; 

ï ʫʤʝʪʴ ʧʨʦʚʝʨʷʪʴ ʜʠʩʢʠ ʥʘ ʥʘʣʠʯʠʝ ʚʠʨʫʩʦʚ ʩ ʧʦʤʦʱʴʶ ʧʨʦ-

ʛʨʘʤʤʳ Doctor Web. 

 

1. Norton Commander. ɺ ʙʦʣʴʰʠʥʩʪʚʝ ʩʣʫʯʘʝʚ ʨʘʙʦʪʘʪʴ ʥʝʧʦʩʨʝʜ-

ʩʪʚʝʥʥʦ ʩ ʢʦʤʘʥʜʘʤʠ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʳ ʟʘʪʨʫʜʥʠʪʝʣʴʥʦ, ʪʘʢ ʢʘʢ 

ʦʪʩʫʪʩʪʚʫʝʪ ʠʥʬʦʨʤʘʮʠʷ ʦ ʪʦʤ, ʢʘʢʠʝ ʢʦʤʘʥʜʳ ʠʩʧʦʣʴʟʫʶʪʩʷ ʚ ʜʘʥ-

ʥʦʡ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʝ ʠʣʠ ʧʨʠ ʠʟʚʝʩʪʥʳʭ ʢʦʤʘʥʜʘʭ ʥʝʠʟʚʝʩʪʥʳ 

ʠʭ ʧʘʨʘʤʝʪʨʳ. ɼʣʷ ʫʩʪʨʘʥʝʥʠʷ ʵʪʦʛʦ ʥʝʜʦʩʪʘʪʢʘ ʩʦʟʜʘʥʳ ʩʧʝʮʠʘʣʴ-

ʥʳʝ ʧʨʦʛʨʘʤʤʳ, ʥʘʟʳʚʘʝʤʳʝ ʧʨʦʛʨʘʤʤʘʤʠ-ʦʙʦʣʦʯʢʘʤʠ. ʆʥʠ ʧʦʟʚʦ-

ʣʷʶʪ ʦʙʣʝʛʯʠʪʴ ʚʳʧʦʣʥʝʥʠʝ ʢʦʤʘʥʜ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʳ, ʩʦʜʝʨ-

ʞʘʪ ʩʧʨʘʚʦʯʥʫʶ ʩʠʩʪʝʤʫ, ʫʜʦʙʥʳ ʚ ʨʘʙʦʪʝ. 

ɺ ʥʘʩʪʦʷʱʝʝ ʚʨʝʤʷ ʩʫʱʝʩʪʚʫʝʪ ʤʥʦʞʝʩʪʚʦ ʧʨʦʛʨʘʤʤ-ʦʙʦʣʦʯʝʢ, 

ʥʘʠʙʦʣʝʝ ʨʘʩʧʨʦʩʪʨʘʥʝʥʥʳʤʠ ʠʟ ʢʦʪʦʨʳʭ ʷʚʣʷʶʪʩʷ Volkov Com-

mander, DOS Navigator, FAR Manager, Windows Commander, Total 

Commander. ɹʦʣʴʰʠʥʩʪʚʦ ʠʟ ʥʠʭ ʧʦʩʪʨʦʝʥʳ ʧʦ ʪʝʤ ʞʝ ʧʨʠʥʮʠʧʘʤ, 

ʯʪʦ ʠ Norton Commander: ʦʥʠ ʠʤʝʶʪ ʧʘʥʝʣʠ, ʩʦʜʝʨʞʘʱʠʝ ʩʧʠʩʦʢ 

ʬʘʡʣʦʚ ʠ ʧʦʜʢʘʪʘʣʦʛʦʚ. ʆʩʥʦʚʥʳʝ ʦʪʣʠʯʠʷ ʪʘʢʠʭ ʧʨʦʛʨʘʤʤ-ʦʙʦʣʦʯʝʢ 

ʦʪ Norton Commander ʩʚʦʜʷʪʩʷ ʢ ʫʚʝʣʠʯʝʥʠʶ ʢʦʣʠʯʝʩʪʚʘ ʚʳʧʦʣʥʷʝ-

ʤʳʭ ʜʝʡʩʪʚʠʡ, ʠʩʧʦʣʴʟʦʚʘʥʠʶ ʥʦʚʳʭ ʪʝʭʥʦʣʦʛʠʡ ʨʘʙʦʪʳ ʩ ʬʘʡʣʘʤʠ 

ʚ ʩʦʚʨʝʤʝʥʥʳʭ ʦʧʝʨʘʮʠʦʥʥʳʭ ʩʠʩʪʝʤʘʭ, ʫʜʦʙʩʪʚʫ ʥʘʩʪʨʦʡʢʠ ʧʦʜ 

ʦʧʨʝʜʝʣʝʥʥʦʛʦ ʧʦʣʴʟʦʚʘʪʝʣʷ. ʅʦ ʧʨʠʥʮʠʧʳ ʨʘʙʦʪʳ ʩ ʬʘʡʣʘʤʠ, ʠʩ-

ʧʦʣɹʟʫʝʤʳʝ ʚ Norton Commander, ʩʦʭʨʘʥʷʶʪʩʷ. 

ʇʨʦʛʨʘʤʤʘ-ʦʙʦʣʦʯʢʘ Norton Commander ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʦʙ-

ʣʝʛʯʝʥʠʷ ʨʘʙʦʪʳ ʩ ʜʠʩʢʘʤʠ, ʬʘʡʣʘʤʠ ʠ ʢʦʤʘʥʜʘʤʠ. ʉʫʱʝʩʪʚʫʝʪ ʨʷʜ 

ʚʝʨʩʠʡ Norton Commander, ʚ ʪʦʤ ʯʠʩʣʝ ʠ ʨʫʩʩʢʦʷʟʳʯʥʳʭ, ʦʜʥʘʢʦ ʠʭ 

ʚʥʝʰʥʠʡ ʚʠʜ (ʠʥʪʝʨʬʝʡʩ) ʩʦʚʝʨʰʝʥʥʦ ʦʜʠʥʘʢʦʚʳʡ. 

ʆʩʥʦʚʳ ʠʩʧʦʣʴʟʦʚʘʥʠʷ. ɿʘʧʠʩʴ ʪʠʧʘ: 

[ʜʠʩʢ:]\[ʢʘʪʘʣʦʛ 1]\[ʢʘʪʘʣʦʛ 2]...\[ʢʘʪʘʣʦʛ N] 
ʦʟʥʘʯʘʝʪ ʤʘʨʰʨʫʪ ʢ ʧʦʜʯʠʥʝʥʥʦʤʫ ʢʘʪʘʣʦʛʫ; 

[ʜʠʩʢ:]\[ʢʘʪʘʣʦʛ 1]\[ʢʘʪʘʣʦʛ 2]é\[ʢʘʪʘʣʦʛ N]\ʠʤʷ ʬʘʡʣʘ 
ʦʟʥʘʯʘʝʪ ʤʘʨʰʨʫʪ ʢ ʜʘʥʥʦʤʫ ʬʘʡʣʫ; 

<Alt >+<F1> 

ʦʟʥʘʯʘʝʪ ʦʜʥʦʚʨʝʤʝʥʥʦʝ ʥʘʞʘʪʠʝ ʫʢʘʟʘʥʥʳʭ ʢʣʘʚʠʰ. 
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ʅʠʞʝ ʧʨʠʚʦʜʠʪʩʷ ʧʝʨʝʯʝʥʴ ʦʩʥʦʚʥʳʭ ʬʫʥʢʮʠʦʥʘʣʴʥʳʭ ʢʣʘʚʠʰ 

Norton Commander. 
<F1> ï Help (ʇʦʤʦʱʴ);  

<F2> ï Menu (ɺʳʟʦʚ ʤʝʥʶ ʧʦʣʴʟʦʚʘʪʝʣʷ); 

<F3> ï View (ʇʨʦʩʤʦʪʨ ʬʘʡʣʘ);  

<F4> ï Edit  (ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ ʬʘʡʣʘ);  

<F5> ï Copy (ʂʦʧʠʨʦʚʘʥʠʝ ʬʘʡʣʦʚ ʠ ʢʘʪʘʣʦʛʦʚ);  

<F6> ï Renmov (ʇʝʨʝʤʝʱʝʥʠʝ ʬʘʡʣʦʚ ʠ ʢʘʪʘʣʦʛʦʚ);  

<F7> ï Mkdir  (ʉʦʟʜʘʥʠʝ ʢʘʪʘʣʦʛʘ);  

<F8> ï Delete (ʋʜʘʣʝʥʠʝ ʬʘʡʣʦʚ ʠ ʢʘʪʘʣʦʛʦʚ);  

<F9> ï PullDn (ɺʳʟʦʚ ʫʧʨʘʚʣʷʶʱʝʛʦ ʤʝʥʶ);  

<F10> ï Quit  (ɺʳʭʦʜ ʠʟ ʧʨʦʛʨʘʤʤʳ). 

ʋʧʨʘʚʣʝʥʠʝ ʧʘʥʝʣʷʤʠ. ɼʣʷ ʫʧʨʘʚʣʝʥʠʷ ʧʘʥʝʣʷʤʠ ʠʩʧʦʣʴ-

ʟʫʶʪʩʷ ʩʣʝʜʫʶʱʠʝ ʢʦʤʙʠʥʘʮʠʠ ʢʣʘʚʠʰ:  
<ʊʘb> ï ʉʜʝʣʘʪʴ ʘʢʪʠʚʥʦʡ ʜʨʫʛʫʶ ʧʘʥʝʣʴ; 

<Alt > + <F1> (<F2>) ï ɺʳʙʦʨ ʜʠʩʢʘ, ʠʟʦʙʨʘʞʘʝʤʦʛʦ ʥʘ ʣʝʚʦʡ (ʧʨʘʚʦʡ) 

ʧʘʥʝʣʠ; 

<Ctrl > + <F1> (<F2>) ï ʋʙʨʘʪʴ ʣʝʚʫʶ (ʧʨʘʚʫʶ) ʧʘʥʝʣʴ ʠkʠ ʚʳʚʝʩʪʠ ʝʝ 

ʥʘ ʵʢʨʘʥ; 

<Ctrl >+<O> ï ʋʙʨʘʪʴ ʧʘʥʝʣʠ ʩ ʵʢʨʘʥʘ ʠʣʠ ʚʳʚʝʩʪʠ ʠʭ ʥʘ ʵʢʨʘʥ; 

<Ctrl >+<L> ï ʀʥʬʦʨʤʘʮʠʦʥʥʘʷ ʧʘʥʝʣʴ; 

<Ctrl >+<U> ï ʇʦʤʝʥʷʪʴ ʧʘʥʝʣʠ ʤʝʩʪʘʤʠ. 

ɼʝʡʩʪʚʠʷ ʧʨʠ ʥʘʞʘʪʠʠ ʢʣʘʚʠʰʠ <Enter>. ɽʩʣʠ ʢʦ-

ʤʘʥʜʥʘʷ ʩʪʨʦʢʘ ʥʝ ʧʫʩʪʘ, ʪʦ ʙʫʜʝʪ ʚʧrʦʣʥʝʥʘ ʢʦʤʘʥʜʘ, ʟʘʧʠʩʘʥʥʘʷ ʚ 

ʢʦʤʘʥʜʥʦʡ ʩʪʨʦʢʝ. ɽʩʣʠ ʢʦʤʘʥʜʥʘʷ ʩʪʨʦʢʘ ʥʝ ʩʦʜʝʨʞʠʪ ʢʘʢʠʭ-ʣʠʙʦ 

ʩʠʤʚʦʣʦʚ, ʪʦ ʜʝʡʩʪʚʠʝ Norton Commander ʟʘʚʠʩʠʪ ʦʪ ʪʦʛʦ, ʯʪʦ ʚʳʜʝ-

ʣʝʥʦ ʥʘ ʧʘʥʝʣʠ: ʠʤʷ ʬʘʡʣʘ ʠʣʠ ʠʤʷ ʢʘʪʘʣʦʛʘ: 

Å ʝʩʣʠ ʚʳʜʝʣʝʥʦ ʠʤʷ ʢʘʪʘʣʦʛʘ, ʪʦ ʥʘ ʵʢʨʘʥ ʙʫʜʝʪ ʚʳʚʝʜʝʥʦ ʦʛʣʘʚ-

ʣʝʥʠʝ ʵʪʦʛʦ ʢʘʪʘʣʦʛʘ; 

Å ʝʩʣʠ ʚʳʜʝʣʝʥʦ ʠʤʷ ʬʘʡʣʘ, ʜʝʡʩʪʚʠʝ Norton Commander ʟʘʚʠʩʠʪ 

ʦʪ ʨʘʩʰʠʨʝʥʠʷ ʬʘʡʣʘ (.ʩʦʤ, .exe, .bat ï ʥʘʯʥʝʪʩʷ ʚʳʧʦʣʥʝʥʠʝ ʵʪʦʛʦ 

ʬʘʡʣʘ). 

ʈʝʘʢʮʠʷ ʧʨʦʛʨʘʤʤʳ ʥʘ ʜʨʫʛʠʝ ʨʘʩʰʠʨʝʥʠʷ ʬʘʡʣʦʚ ʟʘʚʠʩʠʪ ʦʪ 

ʢʦʥʢʨʝʪʥʦʡ ʥʘʩʪʨʦʡʢʠ ʧʦʣʴʟʦʚʘʪʝʣʷ. 

ɺʳʙʦʨ ʛʨʫʧʧʳ ʬʘʡʣʦʚ (ʢʘʪʘʣʦʛʦʚ). Norton ʧʦʟʚʦʣʷʝʪ 

ʚʳʙʨʘʪʴ ʛʨʫʧʧʫ ʬʘʡʣʦʚ ʠʣʠ ʢʘʪʘʣʦʛʦʚ, ʥʘʜ ʢʦʪʦʨʦʡ ʤʦʞʥʦ ʧʨʦʠʟʚʝ-

ʩʪʠ ʥʝʢʦʪʦʨʳʝ ʜʝʡʩʪʚʠʷ: ʩʢʦʧʠʨʦʚʘʪʴ, ʫʜʘʣʠʪʴ, ʧʝʨʝʤʝʩʪʠʪʴ ʠ ʪ. ʜ. 
ɺʳʙʨʘʥʥʳʝ ʬʘʡʣʳ ʠʟʦʙʨʘʞʘʶʪʩʷ ʞʝʣʪʳʤ ʮʚʝʪʦʤ. 

ɺʳʙʦʨ ʦʪʜʝʣʴʥʳʭ ʬʘʡʣʦʚ (ʢʘʪʘʣʦʛʦʚ) ʚ ʛʨʫʧʧʫ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ 

ʥʘʞʘʪʠʝʤ ʢʣʘʚʠʰʠ <lns>. ʇʦʚʪʦʨʥʦʝ ʥʘʞʘʪʠʝ ʢʣʘʚʠʰʠ <lns> ʥʘ ʧʦ-

ʤʝʯʝʥʥʦʤ ʬʘʡʣʝ (ʢʘʪʘʣʦʛʝ) ʦʪʤʝʥʷʝʪ ʝʛʦ ʚʳʙʦʨ. 
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ɼʣʷ ʚʳʙʦʨʘ ʛʨʫʧʧʳ ʬʘʡʣʦʚ ʧʦ ʤʘʩʢʝ
2
 ʠʩʧʦʣʴʟʫʝʪʩʷ ʢʣʘʚʠʰʘ 

<9> (ʥʘ ʜʦʧʦʣʥʠʪʝʣʴʥʦʡ ʢʣʘʚʠʘʪʫʨʝ). ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ Select 

ʟʘʜʘʝʪʩʷ ʤʘʩʢʘ (ʰʘʙʣʦʥ) ʜʣʷ ʚʳʙʦʨʘ. ɺ ʤʘʩʢʝ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ 

ʩʠʤʚʦʣʳ z ʠ ?. ɼʣʷ ʦʪʤʝʥʳ ʚʳʙʦʨʘ ʧʦ ʤʘʩʢʝ ʠʩʧʦʣʴʟʫʝʪʩʷ ʢʣʘʚʠʰʘ 

<ï> (ʥʘ ʜʦʧʦʣʥʠʪʝʣʴʥʦʡ ʯʘʩʪʠ ʢʣʘʚʠʘʪʫʨʳ) ʠ ʟʘʜʘʝʪʩʷ ʤʘʩʢʘ. ʅʘʧʨʠ-

ʤʝʨ, ʜʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʳʙʨʘʪʴ ʚʩʝ ʬʘʡʣʳ ʩ ʨʘʩʰʠʨʝʥʠʝʤ .txt , ʥʘʜʦ 

ʥʘʙʨʘʪʴ <*.txt>. 

ʇʦʠʩʢ ʬʘʡʣʦʚ ʠ ʢʘʪʘʣʦʛʦʚ ʚ ʪʝʢʫʱʝʤ ʢʘʪʘʣʦʛʝ. 

ʏʪʦʙʳ ʙʳʩʪʨʦ ʚʳʜʝʣʠʪʴ ʬʘʡʣ ʠʣʠ Search:  ʢʘʪʘʣʦʛ, ʥʫʞʥʦ ʥʘʞʘʪʴ 

ʢʣʘʚʠʰʫ <Alt > ʠ, ʥʝ ʦʪʧʫʩʢʘʷ ʝʝ, ʥʘʙʨʘʪʴ ʧʝʨʚʳʝ ʙʫʢʚʳ ʠʤʝʥʠ ʥʫʞ-

ʥʦʛʦ ʬʘʡʣʘ. ʅʘ ʵʢʨʘʥʝ ʧʦʷʚʠʪʩʷ ʦʢʥʦ, ʢʫʜʘ ʙʫʜʫʪ ʚʳʚʦʜʠʪʴʩʷ ʵʪʠ 

ʙʫʢʚʳ. ʂʘʢ ʪʦʣʴʢʦ ʙʫʜʝʪ ʚʚʝʜʝʥʦ ʜʦʩʪʘʪʦʯʥʦʝ ʢʦʣʠʯʝʩʪʚʦ ʙʫʢʚ ʠʤʝ-

ʥʠ ʬʘʡʣʘ ʠʣʠ ʢʘʪʘʣʦʛʘ, Norton Commander ʚʳʜʝʣʠʪ ʥʫʞʥʳʡ ʬʘʡʣ. 

ɼʣʷ ʚʳʜʝʣʝʥʠʷ ʜʨʫʛʦʛʦ ʬʘʡʣʘ, ʠʤʷ ʢʦʪʦʨʦʛʦ ʥʘʯʠʥʘʝʪʩʷ ʩ ʪʝʭ ʞʝ 

ʙʫʢʚ, ʥʫʞʥʦ ʥʘʞʘʪʴ <Ctrl >+<Enter>. ɽʩʣʠ ʥʝʦʙʭʦʜʠʤʦ ʦʪʤʝʥʠʪʴ 

ʚʳʜʝʣʝʥʠʝ ʬʘʡʣʘ, ʪʦ ʥʫʞʥʦ ʥʘʞʘʪʴ <Esc>. 

ʇʦʠʩʢ ʬʘʡʣʦʚ ʥʘ ʜʠʩʢʘʭ. ɼʣʷ ʧʦʠʩʢʘ ʬʘʡʣʘ ʥʘʜʦ ʥʘʞʘʪʴ 

<Alt >+<F7> ʠ ʥʘʙʨʘʪʴ ʚ ʧʦʣʝ File name ʠʤʷ ʬʘʡʣʘ, ʢʦʪʦʨʳʡ ʥʘʜʦ 

ʥʘʡʪʠ. ɺ ʠʤʝʥʠ ʬʘʡʣʘ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʩʠʤʚʦʣʳ ? ʠ z. ɼʣʷ 

ʥʘʭʦʞʜʝʥʠʷ ʬʘʡʣʦʚ ʩ ʥʫʞʥʳʤ ʪʝʢʩʪʦʤ ʤʦʞʥʦ ʧʝʨʝʤʝʩʪʠʪʴʩʷ ʚ ʧʦʣʝ 

Containing ʠ ʚʚʝʩʪʠ ʩʦʯʝʪʘʥʠʝ ʩʠʤʚʦʣʦʚ, ʢʦʪʦʨʦʝ ʜʦʣʞʥʦ ʥʘʭʦʜʠʪʴ-

ʩʷ ʚ ʠʩʢʦʤʳʭ ʬʘʡʣʘʭ. ɽʩʣʠ ʵʪʦʛʦ ʥʝ ʪʨʝʙʫʝʪʩʷ, ʧʦʣʝ ʜʦʣʞʥʦ ʦʩʪʘ-

ʚʘʪʴʩʷ ʧʫʩʪʳʤ. ɼʣʷ ʥʘʯʘʣʘ ʧʦʠʩʢʘ ʥʘʜʦ ʧʝʨʝʤʝʩʪʠʪʩɹʷ ʥʘ ʢʣʘʚʠʰʫ 

Ok ʠ ʥʘʞʘʪʴ <Enter>. 

ʇʦ ʦʢʦʥʯʘʥʠʠ ʧʦʠʩʢʘ ʥʘ ʵʢʨʘʥ ʙʫʜʝʪ ʚʳʚʝʜʝʥ ʩʧʠʩʦʢ ʥʘʡʜʝʥʥʳʭ 

ʬʘʡʣʦʚ. ʇʦʩʣʝ ʵʪʦʛʦ ʤʦʞʥʦ: 

Å ʟʘʜʘʪʴ ʧʘʨʘʤʝʪʨʳ ʥʦʚʦʛʦ ʧʦʠʩʢʘ ʬʘʡʣʦʚ ï New search; 

Å ʧʨʦʩʤʦʪʨʝʪʴ ʣʶʙʦʡ ʠʟ ʥʘʡʜʝʥʥʳʭ ʬʘʡʣʦʚ ï View; 

Å ʧʝʨʝʡʪʠ ʚ ʢʘʪʘʣʦʛ ʩ ʥʘʡʜʝʥʥʳʤ ʬʘʡʣʦʤ ï Goto; 

Å ʚʳʚʝʩʪʠ ʥʘʡʜʝʥʥʳʝ ʬʘʡʣʳ ʥʘ ʧʘʥʝʣʴ ï Send to panel; 

Å ʟʘʢʦʥʯʠʪʴ ʧʦʠʩʢ ï Quit , <Esc>. 

ʇʨʦʩʤʦʪʨ ʬʘʡʣʦʚ. ʇʨʠ ʥʘʞʘʪʠʠ ʥʘ ʢʣʘʚʠʰʫ <F3> ʤʦʞʥʦ 

ʧʨʦʩʤʦʪʨʝʪʴ ʚʳʜʝʣʝʥʥʳʡ ʢʫʨʩʦʨʦʤ ʬʘʡʣ, ʥʦ ʥʝ ʢʘʪʘʣʦʛ. ɼʣʷ ʧʝʨʝ-

ʤʝʱʝʥʠʷ ʧʦ ʬʘʡʣʫ ʠʩʧʦʣʴʟʫʶʪʩʷ ʩʪʘʥʜʘʨʪʥʳʝ ʢʣʘʚʠʰʠ ï ʩʪʨʝʣʢʠ, 

<PageUp>, <PageDown>, <End>, <Home>. 

                                                 
2
 ʄʘʩʢʘ ï ʵʪʦ ʰʘʙʣʦʥ, ʟʘʜʘʶʱʠʡ ʧʨʘʚʠʣʦ ʚʳʙʦʨʘ ʬʘʡʣʦʚ ʩ ʠʩʧʦʣʴʟʦʚʘʥʠʝʤ ʩʠʤʚʦʣʦʚ ç*è 

ʠ ç?è. ʅʘʧʨʠʤʝʨ, ʤʘʩʢʘ in*.*  ʟʘʜʘʝʪ ʚʩʝ ʬʘʡʣʳ ʢʘʪʘʣʦʛʘ ʩ ʣʶʙʳʤ ʨʘʩh ʠʨʝʥʠʝʤ, ʠʤʝʥʘ 

ʢʦʪʦʨʳʭ ʥʘʯʠʥʘʶʪʩʷ ʩ in. 



 

 

35  

 

ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ ʬʘʡʣʦʚ. ɼʣʷ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʚʳʜʝ-

ʣʝʥʥʦʛʦ ʬʘʡʣʘ ʩʣʝʜʫʝʪ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <F4>. ʆʩʥʦʚʥʳʝ ʢʣʘʚʠʰʠ 

ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʧʨʠʚʝʜʝʥʳ ʩʣʝʜʫʶʱʠʝ:  
<Ctrl >+<Y> ï ʋʜʘʣʝʥʠʝ ʩʪʨʦʢʠ;  

<F2> ï ʉʦʭʨʘʥʠʪʴ ʬʘʡʣ;  

<Shift>+<F2> ï ʉʦʭʨʘʥʠʪʴ ʬʘʡʣ ʧʦʜ ʜʨʫʛʠʤ ʠʤʝʥʝʤ;  

<F4> ï ʇʦʠʩʢ ʩʪʨʦʢʠ ʚ ʪʝʢʩʪʝ (ʦʪ ʢʫʨʩʦʨʘ ʜʦ ʢʦʥʮʘ ʪʝʢʩʪʘ) ʠ ʟʘʤʝʥʘ 

ʝʝ ʥʘ ʜʨʫʛʫʶ ʩʪʨʦʢʫ;  

<F7> ï ʇʦʠʩʢ ʩʪʨʦʢʠ ʚ ʪʝʢʩʪʝ ʦʪ ʢʫʨʩʦʨʘ ʜʦ ʢʦʥʮʘ ʪʝʢʩʪʘ;  

<Shift>+<F7> ï ʇʦʠʩʢ ʩʪʨʦʢʠ ʚ ʪʝʢʩʪʝ ʦʪ ʢʫʨʩʦʨʘ ʜʦ ʥʘʯʘʣʘ ʪʝʢʩʪʘ;  

<F10>, <Esc> ï ɺʳʡʪʠ ʠʟ ʨʝʞʠʤʘ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʬʘʡʣʘ;  

<F3> ï ɺʳʜʝʣʝʥʠʝ ʙʣʦʢʘ ʪʝʢʩʪʘ (ʧʨʠ ʧʝʨʚʦʤ ʥʘʞʘʪʠʠ ʵʪʦʡ ʢʣʘʚʠʰʠ 

ʧʨʦʠʩʭʦʜʠʪ ʟʘʧʦʤʠʥʘʥʠʝ ʥʘʯʘʣʘ ʚʜrʝʣʷʝʤʦʛʦ ʙʣʦʢʘ, ʧʨʠ ʝʝ ʧʦʚʪʦʨʥʦʤ 

ʥʘʞʘʪʠʠ ʫʩʪʘʥʘʚʣʠʚʘʝʪʩʷ ʢʦʥʝʯʥʘʷ ʤʝʪʢʘ ʙʣʦʢʘ);  

<Shift;>+<F3> ï ʆʪʤʝʥʠʪʴ ʚʳʜʝʣʝʥʠʝ ʙʣʦʢʘ ʪʝʢʩʪʘ. 

ʂʦʧʠʨʦʚʘʥʠʝ ʬʘʡʣʦʚ ʠ ʢʘʪʘʣʦʛʦʚ. ʇʦʩʣʝ ʥʘʞʘʪʠʷ 

<F5> ʧʦʷʚʣʷʝʪʩʷ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ, ʚ ʢʦʪʦʨʦʤ ʧʨʝʜʣʘʛʘʝʪʩʷ ʜʣʷ ʢʦʧʠ-

ʨʦʚʘʥʠʷ ʠʤʷ ʢʘʪʘʣʦʛʘ ʜʨʫʛʦʡ (ʥʝʘʢʪʠʚʥʦʡ) ʧʘʥʝʣʠ. ʇʦʵʪʦʤʫ ʧʝʨʝʜ 

ʢʦʧʠʨʦʚʘʥʠʝʤ ʬʘʡʣʦʚ ʮʝʣʝʩʦʦʙʨʘʟʥʦ ʥʘ ʥʝʘʢʪʠʚʥʫʶ ʧʘʥʝʣʴ ʚʳʚʝʩʪʠ 

ʢʘʪʘʣʦʛ, ʢʫʜʘ ʪʨʝʙʫʝʪʩʷ ʩʢʦʧʠʨʦʚʘʪʴ ʬʘʡʣʳ. ɼʣʷ ʦʪʤʝʥʳ ʦʧʝʨʘʮʠʠ 

ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ <Esc>. ʇʨʠ ʢʦʧʠʨʦʚʘʥʠʠ ʢʘʪʘʣʦʛʦʚ ʚ ʜʠʘʣʦʛʦʚʦʤ 

ʦʢʥʝ ʥʫʞʥʦ ʚʢʣʶʯʠʪʴ ʨʝʞʠʤ Include sub Directories ʥʘʞʘʪʠʝʤ ʢʣʘ-

ʚʠʰʠ ʧʨʦʙʝʣ ʩʣʝʚʘ ʦʪ ʵʪʦʡ ʥʘʜʧʠʩʠ. 

ʇʝʨʝʠʤʝʥʦʚʘʥʠʝ ʠ ʧʝʨʝʩʳʣʢʘ ʬʘʡʣʦʚ ʠ ʢʘʪʘ-

ʣʦʛʦʚ. ɼʣʷ ʧʝʨʝʠʤʝʥʦʚʳʚʘʥʠʷ ʬʘʡʣʦʚ ʠʣʠ ʢʘʪʘʣʦʛʦʚ ʥʝʦʙʭʦʜʠʤʦ 

ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <F6> ʠ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʚʚʝʩʪʠ ʥʦ-

ʚʦʝ ʠʤʷ. ʉ ʧʦʤʦʱʴʶ ʵʪʦʡ ʞʝ ʢʣʘʚʠʰʠ ʤʦʞʥʦ ʧʝʨʝʩʣʘʪʴ ʚ ʜʨʫʛʦʡ ʢʘ-

ʪʘʣʦʛ ʛʨʫʧʧʫ ʬʘʡʣʦʚ (ʢʘʪʘʣʦʛʦʚ). ʇʝʨʝʩʳʣʢʘ ʦʪʣʠʯʘʝʪʩʷ ʦʪ ʢʦʧʠʨʦ-

ʚʘʥʠʷ ʪʝʤ, ʯʪʦ ʧʦʩʣʝ ʫʩʧʝʰʥʦʛʦ ʟʘʚʝʨʰʝʥʠʷ ʧʝʨʝʩʳʣʢʠ ʠʩʭʦʜʥʳʝ 

ʬʘʡʣʳ ʫʜʘʣʷʶʪʩʷ. 

ʉʦʟʜʘʥʠʝ ʢʘʪʘʣʦʛʦʚ. ɼʣʷ ʩʦʟʜʘʥʠʷ ʢʘʪʘʣʦʛʘ ʩʣʝʜʫʝʪ 

ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <F7> ʠ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʚʚʝʩʪʠ ʠʤʷ ʩʦʟʜʘʚʘʝʤʦʛʦ 

ʢʘʪʘʣʦʛʘ. 

ʋʧʨʘʚʣʷʶʱʝʝ ʤʝʥʶ. ʇʫʥʢʪʳ ʤʝʥʶ Left , Right ʟʘʜʘʶʪ ʨʝ-

ʞʠʤʳ ʚʳʚʦʜʘ ʠʥʬʦʨʤʘʮʠʠ ʥʘ ʣʝʚʫʶ ʠʣʠ ʧʨʘʚʫʶ ʧʘʥʝʣʴ. ɼʝʡʩʪʚʫʶ-

ʱʠʝ ʨʝʞʠʤʳ, ʦʪʤʝʯʝʥʥʳʝ ʛʘʣʦʯʢʦʡ ʩʣʝʚʘ, ʫʩʪʘʥʘʚʣʠʚʘʶʪʩʷ ʠʣʠ ʦʪ-

ʤʝʥʷʶʪʩʷ ʧʫʪʝʤ ʚʳʜʝʣʝʥʠʷ ʠ ʥʘʞʘʪʠʷ <Enter>:  
Brief  ï ʆʪʦʙʨʘʞʘʝʪʩʷ ʢʨʘʪʢʘʷ ʠʥʬʦʨʤʘʮʠʷ ʦ ʬʘʡʣʘʭ (ʪʦʣʴʢʦ ʠʤʷ); 

Full  ï ʆʪʦʙʨʘʞʘʝʪʩʷ ʧʦʣʥʘʷ ʠʥʬʦʨʤʘʮʠʷ ʦ ʬʘʡʣʘʭ; 

Info  ï ʆʪʦʙʨʘʞʘʝʪʩʷ ʩʚʦʜʥʘʷ ʠʥʬʦʨʤʘʮʠʷ ʦ ʢʘʪʘʣʦʛʝ ʠ ʜʠʩʢʝ ʥʘ ʜʨʫ-

ʛʦʡ ʧʘʥʝʣʠ;  
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Tree ï ʆʪʦʙʨʘʞʘʝʪʩʷ ʜʝʨʝʚʦ ʢʘʪʘʣʦʛʦʚ ʥʘ ʜʠʩʢʝ; 

Quick view ï ʆʪʦʙʨʘʞʘʝʪʩʷ ʩʦʜʝʨʞʠʤʦʝ ʬʘʡʣʘ, ʫʢʘʟʘʥʥʦʛʦ ʢʫʨʩʦʨʦʤ 

ʥʘ ʜʨʫʛʦʡ ʧʘʥʝʣʠ; 

Compressed File ï ʆʪʦʙʨʘʞʘʝʪʩʷ ʦʛʣʘʚʣʝʥʠʝ ʘʨʭʠʚʥʦʛʦ ʬʘʡʣʘ; 

Find file panel ï ʆʪʦʙʨʘʞʘʶʪʩʷ ʥʘʡʜʝʥʥʳʝ ʬʘʡʣʳ; 

Directory  information  ï ʆʪʦʙʨʘʞʘʝʪʩʷ ʠʥʬʦʨʤʘʮʠʷ ʦ ʢʘʪʘʣʦʛʝ; 

Link  ï ʋʩʪʘʥʘʚʣʠʚʘʝʪʩʷ ʠʣʠ ʦʪʤʝʥʷʝʪʩʷ ʨʝʞʠʤ ʩʚʷʟʠ ʤʝʞʜʫ ʢʦʤʧʴʶ-

ʪʝʨʘʤʠ; 

On/Off  ï ɺʳʚʦʜʠʪʩʷ ʠʣʠ ʥʝ ʚʳʚʦʜʠʪʩʷ ʥʘ ʵʢʨʘʥ ʜʘʥʥʘʷ ʧʘʥʝʣʴ; 

Name ï ʌʘʡʣʳ ʚʳʚʦʜʷʪʩʷ ʚ ʘʣʬʘʚʠʪʥʦʤ ʧʦʨʷʜʢʝ; 

Extension ï ɺʳʚʦʜ ʬʘʡʣʦʚ ʩ ʨʘʩʰʠʨʝʥʠʝʤ ʚ ʘʣʬʘʚʠʪʥʦʤ ʧʦʨʷʜʢʝ; 

Time ï ʌʘʡʣʳ ʚʳʚʦʜʷʪʩʷ ʚ ʧʦʨʷʜʢʝ ʫʙʳʚʘʥʠʷ ʜʘʪʳ ʩʦʟʜʘʥʠʷ; 

Size ïʌʘʡʣʳ ʚʳʚʦʜʷʪʩʷ ʚ ʧʦʨʷʜʢʝ ʫʙʳʚʘʥʠʷ ʠʭ ʨʘʟʤʝʨʘ; 

Unsorted ï ʌʘʡʣʳ ʚʳʚʦʜʷʪʩʷ ʚ ʪʦʤ ʧʦʨʷʜʢʝ, ʚ ʢʘʢʦʤ ʦʥʠ ʟʘʧʠʩʘʥʳ ʥʘ 

ʜʠʩʢʝ; 

Re-read ï ʇʝʨʝʯʠʪʘʪʴ ʩʦʜʝʨʞʠʤʦʝ ʜʠʩʢʘ (ʠʩʧʦʣʴʟʫʶʪʩʷ, ʢʦʛʜʘ ʚ ʜʠʩ-

ʢʦʚʦʜ ʚʩʪʘʚʣʝʥ ʥʦʚʳʡ ʜʠʩʢ); 

Filter  ï ʋʩʪʘʥʦʚʢʘ ʬʠʣʴʪʨʘ ʥʘ ʦʪʦʙʨʘʞʘʝʤʳʝ ʬʘʡʣʳ; 

Drive ï ɸʥʘʣʦʛʠʯʥʦ ʬʫʥʢʮʠʷʤ, ʚʳʟʳʚʘʝʤʳʤ ʧʦ <Alt >+<F1>, 

<Alt >+<F2>. 

ʇʫʥʢʪʳ ʤʝʥʶ Files ʜʫʙʣʠʨʫʶʪ ʦʩʥʦʚʥʳʝ ʢʦʤʘʥʜʳ ʬʫʥʢʮʠʦʥʘʣʴ-

ʥʳʭ ʢʣʘʚʠʰ, ʧʝʨʝʯʠʩʣʝʥʥʳʭ ʚ ʥʠʞʥʝʡ ʩʪʨʦʢʝ ʵʢʨʘʥʘ (<F1>ï<F10>): 

Split/Merge ï ʈʘʟʙʠʝʥʠʝ ʠ ʩʣʠʷʥʠʝ ʜʣʠʥʥʳʭ ʬʘʡʣʦʚ; File attributes ï 

ʋʩʪʘʥʦʚʢʘ ʘʪʨʠʙʫʪʦʚ ʬʘʡʣʦʚ; Select group ï ɺʳʜʝʣʝʥʠʝ ʛʨʫʧʧʳ ʬʘʡ-

ʣʦʚ; Deselect group ï ʉʥʷʪʠʝ ʚʳʜʝʣʝʥʠʷ; Invert  selection ï ʀʥʚʝʨʩʠʷ 

ʚʳʜʝʣʝʥʠʷ ʛʨʫʧʧʳ ʬʘʡʣʦʚ; Restore selection ï ɺʦʩʩʪʘʥʦʚʣʝʥʠʝ ʚʳʜʝ-

ʣʝʥʠʷ ʬʘʡʣʦʚ. 

ʇʫʥʢʪʳ ʤʝʥʶ Disk ʨʝʘʣʠʟʫʶʪ ʩʝʨʚʠʩʥʳʝ ʬʫʥʢʮʠʠ ʧʦ ʨʘʙʦʪʝ ʩ 

ʜʠʩʢʘʤʠ: Copy diskette ï ʉʦʟʜʘʥʠʝ ʜʫʙʣʠʢʘʪʘ ʜʠʩʢʝʪ; Format disk-

ette ï ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʜʠʩʢʝʪ; Label disk ï ɿʘʜʘʥʠʝ ʤʝʪʢʠ ʜʠʩʢʝʪ; 

Network utilites ï ʈʘʙʦʪʘ ʩ ʩʝʪʴʶ; Disk cleanup ï ɿʘʜʘʥʠʝ ʨʝʞʠʤʘ 

ʦʯʠʩʪʢʠ ʜʠʩʢʦʚ ʦʪ ʥʝʥʫʞʥʦʡ ʠʥʬʦʨʤʘʮʠʠ. 

ʇʫʥʢʪʳ ʤʝʥʶ Commands ʩʣʫʞʘʪ ʜʣʷ ʚʳʧʦʣʥʝʥʠʷ ʨʷʜʘ ʩʝʨʚʠʩ-

ʥʳʭ ʬʫʥʢʮʠʡ: NCD tree ï ɺʳʜʘʯʘ ʚ ʮʝʥʪʨʝ ʵʢʨʘʥʘ ʜʝʨʝʚʘ ʢʘʪʘʣʦʛʘ 

ʜʠʩʢʘ ʜʣʷ ʝʛʦ ʧʨʦʩʤʦʪʨʘ ʠʣʠ ʧʝʨʝʭʦʜʘ ʠʟ ʧʦʜʢʘʪʘʣʦʛʘ ʚ ʧʦʜʢʘʪʘʣʦʛ; 

Find file ï ɸʥʘʣʦʛʠʯʥʦ <Alt > + <F7>; History  ï ʉʣʫʞʠʪ ʜʣʷ ʚʳʜʘʯʠ 

ʥʘ ʵʢʨʘʥ 15 ʧʦʩʣʝʜʥʠʭ ʢʦʤʘʥʜ MS DOS; EGA lines - ɼʣʷ ʧʝʨʝʢʣʶʯʝ-

ʥʠʷ ʵʢʨʘʥʘ ʤʝʞʜʫ ʨʝʞʠʤʘʤʠ 25 ʩʪʨʦʢ ʠ 43 ʩʪʨʦʢʠ; System infor-

mation ï ʀʥʬʦʨʤʘʮʠʷ ʦ ʩʠʩʪʝʤʝ; Swap panels ï ɸʥʘʣʦʛʠʯʥʦ 

<Ctrl >+<U>; Panels on/off ï ɸʥʘʣʦʛʠʯʥʦ <Ctrl >+<O>; Compare di-

rectories ï ʉʨʘʚʥʝʥʠʝ ʩʧʠʩʢʦʚ ʠʤʝʥ ʬʘʡʣʦʚ, ʭʨʘʥʷʱʠʭʩʷ ʚ ʜʚʫʭ ʨʘʟ-

ʥʳʭ ʧʦʜʢʘʪʘʣʦʛʘʭ; Synchronize directories ï ʉʠʥʭʨʦʥʠʟʘʮʠʷ ʢʘʪʘʣʦ-
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ʛʦʚ; Terminal  emulation ï ʈʘʙʦʪʘ ʩ ʜʨʫʛʠʤʠ ʢʦʤʧʴʶʪʝʨʘʤʠ; Menu 

file edit ï ʇʦʜʛʦʪʦʚʢʘ ʤʝʥʶ ʧʦʣʴʟʦʚʘʪʝʣʷ; Extension file edit ï ʋʩʪʘ-

ʥʦʚʢʘ ʨʝʘʢʮʠʠ ʥʘ ʥʘʞʘʪʠʝ ʢʣʘʚʠʰʠ <Enter>; Editors ï ʋʩʪʘʥʦʚʢʘ 

ʨʝʜʘʢʪʦʨʘ ʧʦ ʫʤʦʣʯʘʥʠʶ; Configuration ï ɿʘʜʘʥʠʝ ʧʘʨʘʤʝʪʨʦʚ ʧʨʦ-

ʛʨʘʤʤʳ. 

 

2. ɸʨʭʠʚʘʮʠʷ ʜʘʥʥʳʭ. ʉʫʱʝʩʪʚʫʶʪ ʩʧʝʮʠʘʣʴʥʳʝ ʧʨʦʛʨʘʤʤʳ-

ʫʧʘʢʦʚʱʠʢʠ, ʧʦʟʚʦʣʷʶʱʠʝ ʟʘ ʩʯʝʪ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʩʧʝʮʠʘʣʴʥʳʭ ʤʝ-

ʪʦʜʦʚ ʩʞʠʤʘʪʴ ʠʥʬʦʨʤʘʮʠʶ ʥʘ ʜʠʩʢʘʭ, ʪ. ʝ. ʩʦʟʜʘʚʘʪʴ ʢʦʧʠʠ ʬʘʡʣʦʚ 

ʤʝʥʴʰʝʛʦ ʨʘʟʤʝʨʘ, ʘ ʪʘʢʞʝ ʦʙʲʝʜʠʥʷʪʴ ʢʦʧʠʠ ʥʝʩʢʦʣʴʢʠʭ ʬʘʡʣʦʚ ʚ 

ʦʜʠʥ ʘʨʭʠʚʥʳʡ ʬʘʡʣ. ɺ ʦʩʥʦʚʥʦʤ ʦʥʠ ʧʨʠʤʝʥʷʶʪʩʷ ʧʨʠ ʧʝʨʝʜʘʯʝ 

ʠʥʬʦʨʤʘʮʠʠ ʯʝʨʝʟ ʤʦʜʝʤ ʠʣʠ ʜʠʩʢʝʪʳ, ʩʦʟʜʘʥʠʠ ʜʠʩʪʨʠʙʫʪʠʚʦʚ, ʩʦ-

ʟʜʘʥʠʠ ʘʨʭʠʚʘ ʬʘʡʣʦʚ. 

ɸʨʭʠʚʥʳʡ ʬʘʡʣ ʧʨʝʜʩʪʘʚʣʷʝʪ ʩʦʙʦʡ ʥʘʙʦʨ ʠʟ ʦʜʥʦʛʦ ʠʣʠ ʥʝ-

ʩʢʦʣʴʢʠʭ ʬʘʡʣʦʚ, ʧʦʤʝʱʝʥʥʳʭ ʚ ʩʞʘʪʦʤ ʚʠʜʝ ʚ ʝʜʠʥʳʡ ʬʘʡʣ, ʠʟ ʢʦ-

ʪʦʨʦʛʦ ʠʭ ʤʦʞʥʦ ʠʟʚʣʝʯʴ ʚ ʧʝʨʚʦʥʘʯʘʣʴʥʦʤ ʚʠʜʝ. 

ʂʘʢ ʧʨʘʚʠʣʦ, ʚʩʝ ʧʨʦʛʨʘʤʤʳ-ʫʧʘʢʦʚʱʠʢʠ ʠʤʝʶʪ ʧʨʠʙʣʠʟʠʪʝʣʴʥʦ 

ʦʜʠʥʘʢʦʚʳʝ ʚʦʟʤʦʞʥʦʩʪʠ ʠ ʦʪʣʠʯʘʶʪʩʷ ʬʦʨʤʘʪʦʤ ʘʨʭʠʚʥʳʭ ʬʘʡʣʦʚ, 

ʩʢʦʨʦʩʪʴʶ ʨʘʙʦʪʳ, ʩʪʝʧʝʥʴʶ ʩʞʘʪʠʷ ʠ ʫʜʦʙʩʪʚʦʤ ʚ ʨʘʙʦʪʝ. ɺ ʥʘʩʪʦ-

ʷʱʝʝ ʚʨʝʤʷ ʩʫʱʝʩʪʚʫʝʪ ʤʥʦʞʝʩʪʚʦ ʘʨʭʠʚʘʪʦʨʦʚ: ARJ, ARC, ZIP, 

RAR, AIN ʠ ʜʨ. ʉʘʤʳʤ ʨʘʩʧʨʦʩʪʨʘʥʝʥʥʳʤ (ʦʩʦʙʝʥʥʦ ʚ ʩʝʪʠ ʀʥʪʝʨ-

ʥʝʪ) ʷʚʣʷʝʪʩʷ ʘʨʭʠʚʘʪʦʨ ZIP, ʥʦ ʥʘʠʙʦʣʝʝ ʫʜʦʙʥʳʤ ʚ ʠʩʧʦʣʴʟʦʚʘʥʠʠ 

ʷʚʣʷʝʪʩʷ ʘʨʭʠʚʘʪʦʨ RAR, ʢʦʪʦʨʳʡ ʠʤʝʝʪ ʨʷʜ ʜʦʩʪʦʠʥʩʪʚ: ʫʜʦʙʥʘʷ 

ʦʙʦʣʦʯʢʘ ʜʣʷ ʨʘʙʦʪʳ ʬʘʡʣʘʤʠ ʠ ʘʨʭʠʚʘʤʠ, ʧʨʦʩʪʘʷ ʩʠʩʪʝʤʘ ʥʘʩʪʨʦʝʢ 

ʠ ʚʦʟʤʦʞʥʦʩʪʴ ʨʘʟʙʠʚʢʠ ʘʨʭʠʚʘ ʥʘ ʙʣʦʢʠ ʬʠʢʩʠʨʦʚʘʥʥʦʡ ʜʣʠʥʳ. 

ʂʨʦʤʝ ʪʦʛʦ, ʩʦʚʨʝʤʝʥʥʳʝ ʚʝʨʩʠʠ ʘʨʭʠʚʘʪʦʨʘ RAR ʧʦʜʜʝʨʞʠʚʘʶʪ 

ʜʣʠʥʥʳʝ (ʙʦʣʝʝ 8 ʩʠʤʚʦʣʦʚ), ʘ ʪʘʢʞʝ ʨʫʩʩʢʦʷʟʳʯʥʳʝ ʠʤʝʥʘ, ʯʪʦ ʜʝ-

ʣʘʝʪ ʝʛʦ ʫʜʦʙʥʳʤ ʜʣʷ ʨʘʙʦʪʳ ʚ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʝ Windows. 

ɸʨʭʠʚʘʪʦʨ R A R. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʟʘʧʫʩʪʠʪʴ ʘʨʭʠʚʘʪʦʨ, 

ʥʝʦʙʭʦʜʠʤʦ ʥʘʙʨʘʪʴ ʚ ʢʦʤʘʥʜʥʦʡ ʩʪʨʦʢʝ rar  ʠ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ Enter 

ʠʣʠ ʚ ʧʨʦʛʨʘʤʤʝ-ʦʙʦʣʦʯʢʝ ʧʝʨʝʡʪʠ ʚ ʢʘʪʘʣʦʛ, ʢʦʪʦʨʳʡ ʩʦʜʝʨʞʠʪ 

ʬʘʡʣ rar.ʝʭʝ, ʠ ʟʘʧʫʩʪʠʪʴ ʝʛʦ. ʇʦʩʣʝ ʵʪʦʛʦ ʥʘ ʵʢʨʘʥʝ ʧʦʚ̫ʠʪʩʷ ʦʢʥʦ 

ʘʨʭʠʚʘʪʦʨʘ RAR. 

ʆʢʥʦ RAR ʧʦʭʦʞʝ ʥʘ ʦʢʥʦ Norton Commander, ʥʦ ʚ ʦʪʣʠʯʠʝ ʦʪ 

ʥʝʛʦ ʠʤʝʝʪ ʪʦʣʴʢʦ ʦʜʥʫ ʬʘʡʣʦʚʫʶ ʧʘʥʝʣʴ. ɺ ʥʝʡ ʦʪʦʙʨʘʞʘʶʪʩʷ ʬʘʡ-

ʣʳ ʠ ʧʦʜʢʘʪʘʣʦʛʠ ʪʝʢʫʱʝʛʦ ʢʘʪʘʣʦʛʘ, ʧʨʠʯʝʤ ʜʣʷ ʢʘʞʜʦʛʦ ʬʘʡʣʘ ʠ 

ʧʦʜʢʘʪʘʣʦʛʘ ʦʪʦʙʨʘʞʘʝʪʩʷ ʠʤʷ (Name), ʜʘʪʘ (Date) ʠ ʚʨʝʤʷ (Time) 

ʩʦʟʜʘʥʠʷ. ɼʣʷ ʬʘʡʣʦʚ ʦʪʦʙʨʘʞʘʝʪʩʷ ʪʘʢʞʝ ʨʘʟʤʝʨ (ʢʦʣʦʥʢʘ Size) ʚ 

ʙʘʡʪʘʭ, ʘ ʜʣʷ ʧʦʜʢʘʪʘʣʦʛʦʚ ï ʩʣʦʚʦ SUB-DIR. 
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ɺ ʧʨʘʚʦʡ ʯʘʩʪʠ ʦʢʥʘ RAR ʦʪʦʙʨʘʞʘʝʪʩʷ ʥʦʤʝʨ ʚʝʨʩʠʠ ʘʨʭʠʚʘ-

ʪʦʨʘ, ʩʚʝʜʝʥʠʷ ʦ ʨʝʛʠʩʪʨʘʮʠʠ, ʠʥʬʦʨʤʘʮʠʷ ʦ ʧʘʤʷʪʠ (Memory) ʠ ʪʝ-

ʢʫʱʠʝ ʥʘʩʪʨʦʡʢʠ (Settings). 

ʆʜʥʘ ʠʟ ʩʪʨʦʢ ʚ ʬʘʡʣʦʚʦʡ ʧʘʥʝʣʠ ʧʦʜʩʚʝʯʝʥʘ ʠ ʠʤʝʝʪ ʜʨʫʛʦʡ ʬʦʥ. 

ʉʚʝʪʦʚʦʡ ʢʫʨʩʦʨ ʤʦʞʥʦ ʧʝʨʝʤʝʱʘʪʴ; ʜʣʷ ʵʪʦʛʦ ʠʩʧʦʣʴʟʫʶʪʩʷ ʢʣʘ-

ʚʠʰʠ ʩʦ ʩʪʨʝʣʢʘʤʠ. ɼʣʷ ʧʝʨʝʭʦʜʘ ʚ ʧʦʜʢʘʪʘʣʦʛ ʥʫʞʥʦ ʧʦʜʚʝʩʪʠ ʩʚʝ-

ʪʦʚʦʡ ʢʫʨʩʦʨ ʢ ʩʪʨʦʢʝ ʩʦ ʩʣʦʚʦʤ SUB-DIR ʠ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ Enter. 

ɼʣʷ ʚʳʭʦʜʘ ʠʟ ʧʦʜʢʘʪʘʣʦʛʘ ʚ ʢʘʪʘʣʦʛ ʚʝʨʭʥʝʛʦ ʫʨʦʚʥʷ ʥʝʦʙʭʦʜʠʤʦ 

ʧʦʜʚʝʩʪʠ ʩʚʝʪʦʚʦʡ ʢʫʨʩʦʨ ʢ ʩʪʨʦʢʝ ʩʦ ʩʣʦʚʦʤ UP-DIR (ʵʪʘ ʩʪʨʦʢʘ 

ʥʘʭʦʜʠʪʩʷ ʚ ʩʘʤʦʤ ʥʘʯʘʣʝ ʩʧʠʩʢʘ) ʠ ʪʘʢʞʝ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ Enter. 

ʅʘʞʘʪʠʝʤ ʢʦʤʙʠʥʘʮʠʠ ʢʣʘʚʠʰ Alt +D ʠʟʤʝʥʷʝʪʩʷ ʪʝʢʫʱʠʡ ʜʠʩʢ ʠ ʩ 

ʧʦʤʦʱʴʶ ʢʣʘʚʠʰ ʩʦ ʩʪʨʝʣʢʘʤʠ ʚʳʙʠʨʘʝʪʩʷ ʪʨʝʙʫʝʤʳʡ ʜʠʩʢ ʠ ʥʘʞʠ-

ʤʘʝʪʩʷ ʢʣʘʚʠʰʘ Enter. 

ɺ ʟʘʛʦʣʦʚʢʝ ʦʢʥʘ RAR ʦʪʦʙʨʘʞʘʝʪʩʷ ʧʦʣʥʳʡ ʧʫʪʴ ʢ ʪʝʢʫʱʝʤʫ ʢʘ-

ʪʘʣʦʛʫ, ʘ ʥʠʞʥʶʶ ʩʪʨʦʢʫ ʵʢʨʘʥʘ ʟʘʥʠʤʘʶʪ ʩʣʝʜʫʶʱʠʝ ʢʦʤʘʥʜʳ: 
F1 ï Help (ɺʳʚʦʜʠʪ ʩʧʨʘʚʦʯʥʫʶ ʠʥʬʦʨʤʘʮʠʶ ʦ ʢʦʤʘʥʜʘʭ); 

F2 ï Add (ɼʦʙʘʚʣʷʝʪ ʚʳʙʨʘʥʥʳʝ ʬʘʡʣʳ ʚ ʘʨʭʠʚ); 

F3 ï View (ʇʨʦʩʤʘʪʨʠʚʘʝʪ ʪʝʢʫʱʠʡ ʬʘʡʣ); 

F4 ï Fresh (ʆʙʥʦʚʣʷʝʪ ʚʳʙʨʘʥʥʳʝ ʬʘʡʣʳ); 

F5 ï Volume (ʋʧʘʢʦʚʳʚʘʝʪ ʚʳʙʨʘʥʥʳʝ ʬʘʡʣʳ ʩ ʨʘʟʙʠʚʢʦʡ ʥʘ ʙʣʦʢʠ 

ʬʠʢʩʠʨʦʚʘʥʥʦʛʦ ʨʘʟʤʝʨʘ); 

F6 ï Move (ʋʧʘʢʦʚʳʚʘʝʪ ʚʳʙʨʘʥʥʳʝ ʬʘʡʣʳ ʚ ʘʨʭʠʚ ʠ ʫʜʘʣʷʝʪ ʠʭ ʠʟ 

ʠʩʭʦʜʥʦʛʦ ʢʘʪʘʣʦʛʘ); 

F7 ï Update (ʆʙʥʦʚʣʷʝʪ ʚʳʙʨʘʥʥʳʝ ʬʘʡʣʳ (ʝʩʣʠ ʦʥʠ ʚ ʘʨʭʠʚʝ ʦʪʩʫʪ-

ʩʪʚʫʶʪ, ʪʦ ʜʦʙʘʚʣʷʝʪ ʠʭ ʚ ʘʨʭʠʚ)); 

F8 ï Repair (ɺʦʩʩʪʘʥʘʚʣʠʚʘʝʪ ʠʩʧʦʨʯʝʥʥʳʡ RAR-ʘʨʭʠʚ (ʚʦʩʩʪʘʥʦʚ-

ʣʝʥʥʳʡ ʘʨʭʠʚ ʠʤʝʝʪ ʠʤʷ $ recover. rar)); 

F9 ï Option (ʅʘʩʪʨʘʠʚʘʝʪ ʧʘʨʘʤʝʪʨʳ RAR); 

F10 ï Quit  (ɿʘʚʝʨʰʘʝʪ ʨʘʙʦʪʫ ʩ ʘʨʭʠʚʘʪʦʨʦʤ RAR). 

ɸʨʭʠʚʘʮʠʷ ʬʘʡʣʦʚ. ɸʨʭʠʚʘʪʦʨ RAR ʨʘʙʦʪʘʝʪ ʪʦʣʴʢʦ ʣʠʙʦ ʩ 

ʪʝʢʫʱʠʤ ʬʘʡʣʦʤ, ʣʠʙʦ ʩ ʪʝʤʠ, ʢʦʪʦʨʳʝ ʚʳʙʝʨʝʪ ʧʦʣʴʟʦʚʘʪʝʣʴ. ɺʳ-

ʙʦʨ ʬʘʡʣʦʚ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʢʣʘʚʠʰʝʡ Ins ʠʣʠ ʇʨʦʙʝʣ. ʇʨʠ ʵʪʦʤ 

ʬʘʡʣʳ ʚ ʧʘʥʝʣʠ ʠʟʤʝʥʷʶʪ ʩʚʦʡ ʮʚʝʪ, ʘ ʩʣʝʚʘ ʦʪ ʠʤʝʥʠ ʚʳʚʦʜʠʪʩʷ 

ʩʠʤʚʦʣ-ʤʝʪʢʘ. ɽʩʣʠ ʧʦʜʚʝʩʪʠ ʩʚʝʪʦʚʦʡ ʢʫʨʩʦʨ ʢ ʫʞʝ ʚʳʙʨʘʥʥʦʤʫ 

ʬʘʡʣʫ ʠ ʧʦʚʪʦʨʥʦ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ Ins ʠʣʠ ʇʨʦʙʝʣ, ʪʦ ʬʘʡʣ ʩʪʘʥʝʪ 

ʥʝʚʳʙʨʘʥʥʳʤ ʠ ʩʠʤʚʦʣ-ʤʝʪʢʘ ʠʩʯʝʟʥʝʪ. 

ʄʦʞʥʦ ʚʳʙʠʨʘʪʴ ʥʝ ʪʦʣʴʢʦ ʬʘʡʣʳ, ʥʦ ʠ ʢʘʪʘʣʦʛʠ, ʪʦʛʜʘ ʧʨʠ ʘʨʭʠ-
ʚʘʮʠʠ ʚ ʘʨʭʠʚ ʙʫʜʫʪ ʜʦʙʘʚʣʝʥʳ ʚʩʝ ʬʘʡʣʳ ʚʳʜʝʣʝʥʥʳʭ ʢʘʪʘʣʦʛʦʚ. 

ʇʨʠ ʩʦʟʜʘʥʠʠ ʘʨʭʠʚʦʚ RAR ʩʦʭʨʘʥʷʝʪ ʧʦʣʥʳʝ ʧʫʪʠ ʬʘʡʣʦʚ, ʯʪʦ ʧʦʟ-

ʚʦʣʷʝʪ ʧʨʠ ʨʘʩʧʘʢʦʚʢʝ ʘʨʭʠʚʦʚ ʩʦʭʨʘʥʠʪʴ ʩʪʨʫʢʪʫʨʫ ʢʘʪʘʣʦʛʦʚ. 
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ɿʘʤʝʯʘʥʠʝ. ʇʨʠ ʚʳʙʦʨʝ ʬʘʡʣʦʚ ʚ ʥʠʞʥʝʡ ʯʘʩʪʠ ʬʘʡʣʦʚʦʡ ʧʘʥʝʣʠ 

ʚʤʝʩʪʦ ʠʤʝʥʠ ʪʝʢʫʱʝʛʦ ʬʘʡʣʘ ʙʫʜʝʪ ʚʳʚʝʜʝʥʘ ʩʪʨʦʢʘ, ʩʦʜʝʨʞʘʱʘʷ 

ʦʙʱʠʡ ʦʙʲʝʤ ʚʳʙʨʘʥʥʳʭ ʬʘʡʣʦʚ ʠ ʠʭ ʢʦʣʠʯʝʩʪʚʦ, ʥʘʧʨʠʤʝʨ çSelected 

104,714 bytes in 5 filesè [ɺʳʙʨʘʥʦ 5 ʬʘʡʣʦʚ ʦʙʱʠʤ ʦʙʲʝʤʦʤ 104714 

ʙʘʡʪʦʚ]. 

ɼʣʷ ʚʳʙʦʨʘ ʬʘʡʣʦʚ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʤʘʩʢʫ (ʰʘʙʣʦʥ, ʟʘʜʘʶ-

ʱʠʡ ʧʨʘʚʠʣʦ ʚʳʙʦʨʘ ʬʘʡʣʦʚ). ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʢʣʘʚʠ-

ʰʫ ç+è ʥʘ ʮʠʬʨʦʚʦʡ ʯʘʩʪʠ ʢʣʘʚʠʘʪʫʨʳ, ʚ ʦʢʥʝ SELECT [ɺʳʙʦʨ] 
ʚʚʝʩʪʠ ʤʘʩʢʫ ʠ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ Enter (ʠʣʠ Esc ʜʣʷ ʦʪʤʝʥʳ). ɼʣʷ ʦʪ-

ʤʝʥʳ ʚʳʙʦʨʘ ʬʘʡʣʦʚ ʥʫʞʥʦ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ çïè ʥʘ ʮʠʬʨʦʚʦʡ ʯʘʩʪʠ 

ʢʣʘʚʠʘʪʫʨʳ, ʘ ʜʣʷ ʠʥʚʝʨʪʠʨʦʚʘʥʠʷ ʩʧʠʩʢʘ ʚʳʙʦʨʘ (ʩʜʝʣʘʪʴ ʫʞʝ ʚʳ-

ʙʨʘʥʥʳʝ ʬʘʡʣʳ ʥʝʚʳʙʨʘʥʥʳʤʠ, ʘ ʝʱʝ ʥʝ ʚʳʙʨʘʥʥʳʝ ʬʘʡʣʳ ï ʚr -

ʙʨʘʥʥʳʤʠ) ï ʢʣʘʚʠʰʫ ç*è ʠ ʚʚʝʩʪʠ ʤʘʩʢʫ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʘʨʭʠʚ, ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʬʘʡʣʳ ʠ 

ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ F2. RAR ʟʘʧʨʦʩʠʪ ʠʤʷ ʘʨʭʠʚʘ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ, 

ʢʦʪʦʨʦʝ ʥʫʞʥʦ ʚʚʝʩʪʠ, ʟʘʪʝʤ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ Enter. ɽʩʣʠ ʫʩʪʘʥʦʚ-

ʣʝʥ ʬʣʘʞʦʢ Move Files [ʇʝʨʝʤʝʩʠʪʴ ʬʘʡʣʳ], ʪʦ ʧʦʩʣʝ ʘʨʭʠʚʘʮʠʠ 

ʬʘʡʣʳ ʙʫʜʫʪ ʫʜʘʣʝʥʳ ʠʟ ʧʝʨʚʦʥʘʯʘʣʴʥʦʛʦ ʢʘʪʘʣʦʛʘ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ 

ʝʛʦ ʫʩʪʘʥʦʚʠʪʴ, ʥʫʞʥʦ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ Tab, ʧʨʠ ʵʪʦʤ ʪʝʢʩʪʦʚʳʡ 

ʢʫʨʩʦʨ ʧʝʨʝʤʝʩʪʠʪʩʷ ʤʝʞʜʫ ʢʚʘʜʨʘʪʥʳʤʠ ʩʢʦʙʢʘʤʠ, ʘ ʟʘʪʝʤ ʢʣʘʚʠʰʫ 

ï ʢʣʘʚʠʰʫ ʇʨʦʙʝʣ. ʏʪʦʙʳ ʩʥʷʪʴ ʬʣʘʞʦʢ, ʥʘʜʦ ʝʱʝ ʨʘʟ ʥʘʞʘʪʴ ʢʣʘ-

ʚʠʰʫ ʇʨʦʙʝʣ. ʋʩʪʘʥʦʚʠʚ ʠʣʠ ʩʥʷʚ ʬʣʘʞʦʢ, ʥʫʞʥʦ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ 

Enter, ʚ ʨʝʟʫʣʴʪʘʪʝ ʯʝʛʦ ʥʘ ʵʢʨʘʥʝ ʧʦʷʚʠʪʩʷ ʠʥʬʦʨʤʘʮʠʦʥʥʦʝ ʦʢʥʦ, 

ʦʪʦʙʨʘʞʘʶʱʝʝ ʧʨʦʮʝʩʩ ʘʨʭʠʚʘʮʠʠ. 
ɿʘʤʝʯʘʥʠʝ. ɸʨʭʠʚʘʪʦʨ RAR ʚʩʝʛʜʘ ʩʦʟʜʘʝʪ ʬʘʡʣʳ ʘʨʭʠʚʦʚ, ʠʤʝʶ-

ʱʠʝ ʨʘʩʰʠʨʝʥʠʝ rar . 

ʈʘʙʦʪʘ ʩ ʘʨʭʠʚʘʤʠ ʚ R A R. ʇʦʩʣʝ ʢʘʢ ʘʨʭʠʚ ʩʦʟʜʘʥ, ʠʤʷ 

ʬʘʡʣʘ ʘʨʭʠʚʘ ʧʦʷʚʠʪʩʷ ʚ ʬʘʡʣʦʚʦʡ ʧʘʥʝʣʠ ʦʢʥʘ (ʬʘʡʣ ʩ ʨʘʩh ʠʨʝʥʠʝʤ 

rar ). ʏʪʦʙʳ ʧʦʩʤʦʪʨʝʪʴ ʘʨʭʠʚ, ʥʝʦʙʭʦʜʠʤʦ ʧʦʜʚʝʩʪʠ ʩʚʝʪʦʚʦʡ ʢʫʨ-

ʩʦʨ ʢ ʠʤʝʥʠ ʬʘʡʣʘ ʠ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ Enter. ʇʨʠ ʵʪʦʤ ʦʢʥʦ ʘʨʭʠʚʘ-

ʪʦʨʘ RAR ʠʟʤʝʥʠʪʩʷ. ɺʤʝʩʪʦ ʩʧʠʩʢʘ ʬʘʡʣʦʚ ʪʝʢʫʱʝʛʦ ʢʘʪʘʣʦʛʘ ʚ ʧʘ-

ʥʝʣʠ ʚʳʚʦʜʠʪʩʷ ʩʧʠʩʦʢ ʬʘʡʣʦʚ, ʢʦʪʦʨʳʝ ʭʨʘʥʷʪʩʷ ʚ ʘʨʭʠʚʝ. ɺ ʟʘʛʦ-

ʣʦʚʢʝ ʦʢʥʘ ʦʪʦʙʨʘʞʘʝʪʩʷ ʠʤʷ ʘʨʭʠʚʘ, ʘ ʚ ʧʨʘʚʦʡ ʯʘʩʪʠ ʦʢʥʘ ï ʠʥʬʦʨ-

ʤʘʮʠʷ ʦʙ ʘʨʭʠʚʝ. ɼʣʷ ʢʘʞʜʦʛʦ ʬʘʡʣʘ ʚ ʘʨʭʠʚʝ ʚʳʚʦʜʠʪʩʷ ʠʤʷ 

(Name), ʜʘʪʘ (Date) ʠ ʚʨʝʤʷ (Time) ʩʦʟʜʘʥʠʷ, ʨʘʟʤʝʨ ʜʦ ʘʨʭʠʚʘʮʠʠ 

(Size) ʠ ʨʘʟʤʝʨ ʧʦʩʣʝ ʘʨʭʠʚʘʮʠʠ (Packed). 

ʈʘʙʦʪʘ ʩ ʦʢʥʦʤ ʘʨʭʠʚʘʪʦʨʘ RAR ʘʥʘʣʦʛʠʯʥʘ ʨʘʙʦʪʝ ʩ ʬʘʡʣʦʚʦʡ 

ʧʘʥʝʣʴʶ: ʦʜʥʘ ʠʟ ʩʪʨʦʢ ʚ ʦʢʥʝ ʧʦʜʩʚʝʯʝʥʘ, ʧʝʨʝʤʝʱʘʪʴ ʩʚʝʪʦʚʦʡ 

ʢʫʨʩʦʨ ʤʦʞʥʦ ʢʣʘʚʠʰʘʤʠ ʩʦ ʩʪʨʝʣʢʘʤʠ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʳʡʪʠ ʠʟ 

ʘʨʭʠʚʘ, ʥʫʞʥʦ ʧʦʜʚʝʩʪʠ ʩʚʝʪʦʚʦʡ ʢʫʨʩʦʨ ʢ ʩʪʨʦʢʝ ʩʦ ʩʣʦʚʦʤ RE-
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TURN ʠ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ Enter. ʇʨʠ ʚʭʦʜʝ ʚ ʘʨʭʠʚ ʠʟʤʝʥʷʶʪʩʷ 

ʢʦʤʘʥʜʳ ʚ ʥʠʞʥʝʡ ʩʪʨʦʢʝ ʦʢʥʘ ʩʣʝʜʫʶʱʠʤ ʦʙʨʘʟʦʤ:  
F1 ï Help (ɺʳʜʘʝʪ ʩʧʨʘʚʦʯʥʫʶ ʠʥʬʦʨʤʘʮʠʶ ʦ ʢʦʤʘʥʜʘʭ); 

F2 ï Test (ʇʨʦʚʝʨʷʝʪ ʮʝʣʦʩʪʥʦʩʪʴ ʚʳʙʨʘʥʥʳʭ ʬʘʡʣʦʚ ʚ ʘʨʭʠʚʝ) 

F3 ï View (ʇʨʦʩʤʘʪʨʠʚʘʝʪ ʪʝʢʫʱʠʡ ʬʘʡʣ); 

F4 - Extr  (ʈʘʩʧʘʢʦʚʳʚʘʝʪ ʚʳʙʨʘʥʥʳʝ ʬʘʡʣʳ ʩ ʫʯʝʪʦʤ ʧʦʣʥʳʭ ʧʫʪʝʡ); 

F5 ï Commen (ʉʦʟʜʘʝʪ ʜʣʷ ʘʨʭʠʚʘ ʢʦʤʤʝʥʪʘʨʠʡ ï ʥʝʢʦʪʦʨʳʡ ʪʝʢʩʪ, 

ʧʦʷʩʥʷʶʱʠʡ ʩʦʜʝʨʞʠʤʦʝ ʘʨʭʠʚʘ); 

F6 ï ExCurD (ʈʘʩʧʘʢʦʚʳʚʘʝʪ ʚʳʙʨʘʥʥʳʝ ʬʘʡʣʳ ʚ ʪʝʢʫʱʠʡ ʢʘʪʘʣʦʛ); 

F7 ï SFX (ʇʨʝʦʙʨʘʟʦʚʳʚʘʝʪ ʘʨʭʠʚ ʚ ʩʘʤʦʨʘʩʧʘʢʦʚʳʚʘʶʱʠʡʩʷ); 

F8 ï Delete (ʋʜʘʣʷʝʪ ʚʳʙʨʘʥʥʳʝ ʬʘʡʣʳ ʠʟ ʘʨʭʠʚʘ); 

F9 ï Option (ʅʘʩʪʨʘʠʚʘʝʪ ʧʘʨʘʤʝʪʨʳ RAR); 

F10 ï Quit  (ɿʘʚʝʨʰʘʝʪ ʨʘʙʦʪʫ ʩ ʘʨʭʠʚʘʪʦʨʦʤ RAR). 

ʈʘʟʘʨʭʠʚʘʮʠʷ ʬʘʡʣʦʚ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʠʟʚʣʝʯʴ ʬʘʡʣʳ ʠʟ 

ʘʨʭʠʚʘ, ʥʝʦʙʭʦʜʠʤʦ ʩʥʘʯʘʣʘ ʚʙrʨʘʪʴ ʠʭ ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠʰʠ Ins ʠʣʠ 

ʇʨʦʙʝʣ (ʠʣʠ ʠʩʧʦʣʴʟʦʚʘʪʴ ʤʘʩʢʫ). ʇʦʩʣʝ ʵʪʦʛʦ ʥʘʜʦ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ 

F4, ʯʪʦʙ ʠʟʚʣʝʯʴ ʬʘʡʣʳ ʩ ʧʦʣʥʳʤʠ ʧʫʪʷʤʠ (ʩʦ ʩʪʨʫʢʪʫʨʦʡ ʢʘʪʘʣʦʛʦʚ, 

ʭʨʘʥʷʱʝʡʩʷ ʚ ʘʨʭʠʚʝ), ʣʠʙʦ ʢʣʘʚʠʰʫ F6, ʯʪʦʙʳ ʠʟʚʣʝʯʴ ʠʭ ʚ ʪʝʢʫʱʠʡ 

ʢʘʪʘʣʦʛ ʙʝʟ ʫʯʝʪʘ ʧʫʪʝʡ. 

ʆʙʳʯʥʦ ʧʨʠ ʠʟʚʣʝʯʝʥʠʠ ʬʘʡʣʦʚ ʠʟ ʘʨʭʠʚʘ ʧʦʩʪʫʧʘʶʪ ʪʘʢ: ʩʦʟʜʘ-

ʶʪ ʢʘʪʘʣʦʛ, ʚ ʢʦʪʦʨʳʡ ʥʫʞʥʦ ʨʘʩʧʘʢʦʚʘʪʴ ʬʘʡʣʳ ʠʟ ʘʨʭʠʚʘ, ʠ ʢʦʧʠ-

ʨʫʶʪ ʚ ʥʝʛʦ ʚʝʩʴ ʘʨʭʠʚ. ʇʦʩʣʝ ʵʪʦʛʦ ʟʘʧʫʩʢʘʶʪ RAR ʠ ʨʘʩʧʘʢʦʚʳʚʘ-

ʶʪ ʥʫʞʥʳʝ ʬʘʡʣʳ ʚ ʪʝʢʫʱʠʡ ʢʘʪʘʣʦʛ. 

ʅʘʩʪʨʦʡʢʠ ʘʨʭʠʚʘʪʦʨʘ R A R. ɸʨʭʠʚʘʪʦʨ RAR ʠʤʝʝʪ 

ʥʝʢʦʪʦʨʳʝ ʥʘʩʪʨʦʝʯʥʳʝ ʧʘʨʘʤʝʪʨʳ, ʢʦʪʦʨʳʝ ʥʝʧʦʩʨʝʜʩʪʚʝʥʥʦ ʚʣʠʷ-

ʶʪ ʥʘ ʝʛʦ ʨʘʙʦʪʫ. ʏʪʦʙʳ ʫʚʠʜʝʪʴ ʠʭ, ʥʫʞʥʦ ʥʘʞʘʪʴ ʠ ʥʝ ʦʪʧʫʩʢʘʪʴ 

ʢʣʘʚʠʰʫ Alt . ʇʨʠ ʵʪʦʤ ʥʘ ʵʢʨʘʥʝ ʧʦʷʚʠʪʩʷ ʦʢʥʦ ʧʘʨʘʤʝʪʨʦʚ ʥʘʩʪʨʦʡ-

ʢʠ, ʩʦʜʝʨʞʘʱʝʝ ʩʣʝʜʫʶʱʠʝ ʰʝʩʪʴ ʢʦʤʘʥʜ: 
Alt +D ï Select drive (ɺʳʙʠʨʘʝʪ ʪʝʢʫʱʠʡ ʜʠʩʢ); 

Alt +C ï Toggle color (ʀʟʤʝʥʷʝʪ ʧʘʣʠʪʨʫ ʦʢʥʘ: ʩ ʮʚʝʪʥʦʡ ʥʘ ʯʝʨʥʦ-

ʙʝʣʫʶ ʠ ʥʘʦʙʦʨʦʪ); 

Alt +M ï Select compression (ʋʩʪʘʥʘʚʣʠʚʘʝʪʩʷ ʩʪʝʧʝʥʴ ʩʞʘʪʠʷ ʬʘʡ-

ʣʦʚ); 

Alt +P ï Set password (ʅʘʟʥʘʯʘʝʪʩʷ ʧʘʨʦʣʴ); 

Alt +W ï Set work directory (ɿʘʜʘʝʪʩʷ ʨʘʙʦʯʠʡ ʢʘʪʘʣʦʛ); 

Alt +S ï Save setup (ʉʦʭʨʘʥʷʶʪʩʷ ʥʘʩʪʨʦʡʢʠ ʚ ʠʜʝʝ ʢʦʥʬʠʛʫʨʘʮʠʠ). 

ʉʧʝʮʠʘʣʴʥʳʝ ʚʦʟʤʦʞʥʦʩʪʠ. ɸʨʭʠʚʘʪʦʨ RAR ʤʦʞʝʪ ʩʦ-

ʟʜʘʚʘʪʴ ʪʨʠ ʪʠʧʘ ʘʨʭʠʚʦʚ: ʧʨʦʩʪʳʝ, ʩʧʣʦʰʥʳʝ ʠ ʩʘʤʦʨʘʩʧʘʢʦʚʚrʘʁ-

ʱʠʝʩʷ. ʇʨʦʩʪʦʡ ʘʨʭʠʚ ʭʨʘʥʠʪʩʷ ʚ ʬʘʡʣʝ ʩ ʨʘʩʰʠʨʝʥʠʝʤ rar . ʉʧʣʦʰ-
ʥʦʡ ʘʨʭʠʚ (Solid) ʦʪʣʠʯʘʝʪʩʷ ʦʪ ʧʨʦʩʪʦʛʦ ʨʘʟʤʝʨʦʤ ʬʘʡʣʘ ʠ ʩʧʦʩʦʙʦʤ 

ʜʦʙʘʚʣʝʥʠʷ ʬʘʡʣʦʚ ʚ ʘʨʘʨʭʠʚ. ʉʘʤʦʨʘʩʧʘʢʦʚʳʚʘʶʱʠʡʩʷ ʘʨʭʠʚ (SelF-

eXtractorïSFX) ʧʨʝʜʩʪʘʚʣʷʝʪ ʩʦʙʦʡ ʠʩʧʦʣʥʷʝʤʳʡ ʝʭʝ-ʬʘʡʣ, ʢʦʪʦʨʳʡ 
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ʧʦʩʣʝ ʟʘʧʫʩʢʘ ʥʘ ʚʳʧʦʣʥʝʥʠʝ ʨʘʩʧʘʢʦʚʳʚʘʝʪ ʩʦʜʝʨʞʘʱʠʝʩʷ ʚʥʫʪ-

ʨʠ ʥʝʛʦ ʬʘʡʣʳ. ʉʧʣʦʰʥʳʝ ʠ ʩʘʤʦʨʘʩʧʘʢʦʚʳʚʘʶɦ ʠʝʩʷ ʘʨʭʠʚʳ ʤʦʞʥʦ 

ʨʘʟʙʠʚʘʪʴ ʥʘ ʙʣʦʢʠ ʬʠʢʩʠʨʦʚʘʥʥʦʛʦ ʨʘʟʤʝʨʘ (Volumes). ʂʦʤʘʥʜʳ 

ʩʦʟʜʘʥʠʷ ʘʨʭʠʚʦʚ ʧʨʠʚʝʜʝʥʳ ʩʣʝʜʫʶʱʠʝ: 
F2 ï Add (ʋʧʘʢʦʚʳʚʘʝʪ ʚʳʙʨʘʥʥʳʝ ʬʘʡʣʳ ʚ ʧʨʦʩʪʦʡ ʘʨʭʠʚ); 

AH+F2 ï Solid (ʋʧʘʢʦʚʳʚʘʝʪ ʚʳʙʨʘʥʥʳʝ ʬʘʡʣʳ ʚ ʩʧʣʦʥhʦʡ ʘʨʭʠʚ); 

F5 ï Volume (ïʋʧʘʢʦʚʳʚʘʝʪ ʚʳʙʨʘʥʥʳʝ ʬʘʡʣʳ ʚ ʧʨʦʩʪʦʡ ʘʨʭʠʚ ʩ 

ʨʘʟʙʠʚʢʦʡ ʥʘ ʬʠʢʩʠʨʦʚʘʥʥʳʝ ʙʣʦʢʠ); 

AH+F5 ï SFXVol (ʋʧʘʢʦʚʳʚʘʝʪ ʚʳʙʨʘʥʥʳʝ ʬʘʡʣʳ ʚ ʧʨʦʩʪʦʡ ʩʘʤʦ-

ʨʘʩʧʘʢʦʚʳʚʘʶʱʠʡʩʷ ʘʨʭʠʚ ʩ ʨʘʟʙʠʚʢʦʡ ʥʘ ʬʠʢʩʠʨʦʚʘʥʥʳʝ ʙʣʦʢʠ); 

Alt +F6 ï SolVol (ʋʧʘʢʦʚʳʚʘʝʪ ʚʳʙʨʘʥʥʳʝ ʬʘʡʣʳ ʚ ʩʧʣʦʰʥʦʡ ʘʨʭʠʚ ʩ 

ʨʘʟʙʠʚʢʦʡ ʥʘ ʬʠʢʩʠʨʦʚʘʥʥʳʝ ʙʣʦʢʠ); 

Alt +F7 ï SolSVl (ʋʧʘʢʦʚʳʚʘʝʪ ʚʳʙʨʘʥʥʳʝ ʬʘʡʣʳ ʚ ʩʧʣʦʰʥʦʡ ʩʘʤʦ-

ʨʘʩʧʘʢʦʚʳʚʘʶʱʠʡʩʷ ʘʨʭʠʚ ʩ ʨʘʟʙʠʚʢʦʡ ʥʘ ʬʠʢʩʠʨʦʚʘʥʥʳʝ ʙʣʦʢʠ). 

 

3. ɸʥʪʠʚʠʨʫʩʥʳʝ ʧʨʦʛʨʘʤʤʳ. ʇʨʠ ʨʘʙʦʪʝ ʩ ʩʦʚʨʝʤʝʥʥʳʤ ʧʝʨʩʦ-

ʥʘʣʴʥʳʤ ʢʦʤʧʴʶʪʝʨʦʤ ʧʦʣʴʟʦʚʘʪʝʣʷ ʤʦʞʝʪ ʧʦʜʩʪʝʨʝʛʘʪʴ ʤʥʦʞʝʩʪʚʦ 

ʥʝʧʨʠʷʪʥʦʩʪʝʡ: ʧʦʪʝʨʷ ʜʘʥʥʳʭ, ʩʙʦʡ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʳ ʠ ʜʨ. 

ʆʜʥʘ ʠʟ ʧʨʠʯʠʥ ʵʪʠʭ ʧʨʦʙʣʝʤ ï ʧʨʦʥʠʢʥʦʚʝʥʠʝ ʚ ʩʠʩʪʝʤʫ ʢʦʤʧʴʶ-

ʪʝʨʥʳʭ ʚʠʨʫʩʦʚ. 

ʂʦʤʧʴʶʪʝʨʥʳʡ ʚʠʨʫʩ ï ʵʪʦ ʧʨʦʛʨʘʤʤʘ, ʥʘʥʦʩʷʱʘʷ ʚʨʝʜ ʢʦʤʧʴʶ-

ʪʝʨʫ: ʟʘʨʘʞʘʶʱʘʷ ʬʘʡʣʳ, ʠʟʤʝʥʷʶʱʘʷ ʧʘʨʘʤʝʪʨʳ ʩʠʩʪʝʤʳ, ʫʜʘʣ̫ -

ʶʱʘʷ ʥʝʦʙʭʦʜʠʤʳʝ ʜʘʥʥʳʝ ʠ ʪ. ʜ. ɺʠʨʫʩʳ ʘʢʪʠʚʠʟʠʨʫʶʪʩʷ ʚ ʦʧʨʝʜʝ-

ʣʝʥʥʳʡ ʤʦʤʝʥʪ ʚʨʝʤʝʥʠ ʠ ʟʘʧʠʩʳʚʘʁ ʪʩʷ ʚ ʩʠʩʪʝʤʥʳʝ ʦʙʣʘʩʪʠ ʜʠʩʢʘ 

ʠʣʠ ʧʨʠʧʠʩʳʚʘʶʪʩʷ ʢ ʬʘʡʣʘʤ, ʯʪʦ ʯʘʩʪʦ ʠʤʝʝʪ ʢʘʪʘʩʪʨʦʬʠʯʝʩʢʠʝ 

ʧʦʩʣʝʜʩʪʚʠʷ. ʇʦʜʦʙʥʦ ʙʠʦʣʦʛʠʯʝʩʢʠʤ ʚʠʨʫʩʘʤ, ʦʥʠ ʨʘʟʤʥʦʞʘʁ ʪʩʷ 

ʧʨʠ ʟʘʧʫʩʢʝ ʟʘʨʘʞʝʥʥʳʭ ʬʘʡʣʦʚ ʠʣʠ ʧʨʠ ʠʭ ʢʦʧʠʨʦʚʘʥʠʠ. 

ɼʣʷ ʟʘʱʠʪʳ ʦʪ ʢʦʤʧʴʶʪʝʨʥʳʭ ʚʠʨʫʩʦʚ ʰʠʨʦʢʦ ʠʩʧʦʣʴʟʫʶʪʩʷ 

ʧʨʦʛʨʘʤʤʳ, ʥʘʟʳʚʘʝʤʳʝ ʘʥʪʠʚʠʨʫʩʘʤʠ. ʇʨʦʛʨʘʤʤʳ-ʘʥʪʠʚʠʨʫʩʳ 

ʤʦʛʫʪ ʙʳʪʴ ʯʝʪʳʨʝʭ ʪʠʧʦʚ: ʬʠʣʴʪʨʳ, ʜʝʪʝʢʪʦʨʳ, ʨʝʚʠʟʦʨʳ ʠ ʚʘʢʮʠ-

ʥʘʪʦʨʳ. 

ɸʥʪʠʚʠʨʫʩʳ-ʬʠʣʴʪʨʳ ï ʵʪʦ ʧʨʦʛʨʘʤʤʳ, ʢʦʪʦʨʳʝ ʦʧʦʚʝʱʘʶʪ 

ʧʦʣʴʟʦʚʘʪʝʣʷ ʦʙʦ ʚʩʝʭ ʧʦʧʳʪʢʘʭ ʢʘʢʦʡ-ʣʠʙʦ ʧʨʦʛʨʘʤʤʳ ʟʘʧʠʩʘʪʴʩʷ 

ʥʘ ʜʠʩʢ, ʘ ʪʘʢʞʝ ʦ ʜʨʫʛʠʭ ʧʦʜʦʟʨʠʪʝʣʴʥʳʭ ʜʝʡʩʪʚʠʷʭ. ʇʨʠ ʵʪʦʤ ʥʘ 

ʵʢʨʘʥ ʚʳʚʦʜʠʪʩʷ ʟʘʧʨʦʩ ʦ ʨʘʟʨʝʰʝʥʠʠ ʠʣʠ ʟʘʧʨʝʱʝʥʠʠ ʜʘʥʥʦʛʦ ʜʝʡ-

ʩʪʚʠʷ. 

ɸʥʪʠʚʠʨʫʩʳ-ʜʝʪʝʢʪʦʨʳ ʦʙʲʝʜʠʥʷʶʪ ʘʣʛʦʨʠʪʤ ʧʦʠʩʢʘ ʚʠʨʫʩʦʚ ʥʘ 
ʢʦʤʧʴʶʪʝʨʝ ʠ ʩʨʝʜʩʪʚʘ çʣʝʯʝʥʠʷè ʟʘʨʘʞʝʥʥʳʭ ʬʘʡʣʦʚ. ʀʭ ʨʘʙʦʪʘ 

ʦʩʥʦʚʘʥʘ ʥʘ ʩʨʘʚʥʝʥʠʠ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʠ ʢʦʜʦʚ, ʩʦʜʝʨʞʘɦ ʠʭʩʷ ʚ 

ʪʝʣʝ ʚʠʨʫʩʘ, ʩ ʢʦʜʘʤʠ ʚ ʧʨʦʚʝʨʷʝʤʳʭ ʧʨʦʛʨʘʤʤʘʭ, ʧʦʵʪʦʤʫ ʦʥʠ ʨʘʩ-



 

 

42  

 

ʩʯʠʪʘʥʳ ʥʘ ʢʦʥʢʨʝʪʥʳʝ ʚʠʨʫʩʳ. ʅʘʠʙʦʣʝʝ ʠʟʚʝʩʪʥʳʝ ʧʨʝʜʩʪʘʚʠʪʝ-

ʣʠ ʵʪʦʛʦ ʪʠʧʘ ʘʥʪʠʚʠʨʫʩʦʚ ï Aidstest, Doctor Web, Microsoft 

AntiVirus. 

ɸʥʪʠʚʠʨʫʩʳ-ʨʝʚʠʟʦʨʳ ï ʧʨʦʛʨʘʤʤʳ, ʢʦʪʦʨʳʝ ʘʥʘʣʠʟʠʨʫʶʪ ʪʝʢʫ-

ʱʝʝ ʩʦʩʪʦʷʥʠʝ ʬʘʡʣʦʚ (ʜʣʠʥʘ, ʚʨʝʤʷ ʩʦʟʜʘʥʠʷ, ʘʪʨʠʙʫʪʳ, ʢʦʥʪʨʦʣʴ-

ʥʘʷ ʩʫʤʤʘ) ʠ ʩʠʩʪʝʤʥʳʭ ʦʙʣʘʩʪʝʡ ʜʠʩʢʘ ʠ ʩʨʘʚʥʠʚʘʶʪ ʝʛʦ ʩ ʠʥʬʦʨ-

ʤʘʮʠʝʡ, ʩʦʭʨʘʥʝʥʥʦʡ ʨʘʥʝʝ ʚ ʦʜʥʦʤ ʠʟ ʬʘʡʣʦʚ ʜʘʥʥʳʭ ʨʝʚʠʟʦʨʘ. 

ɸʥʘʣʠʟʠʨʫʷ ʩʦʦʙʱʝʥʠʷ ʘʥʪʠʚʠʨʫʩʘ-ʨʝʚʠʟʦʨʘ ʦʙ ʠʟʤʝʥʝʥʠʷʭ ʬʘʡʣʦʚ, 

ʤʦʞʥʦ ʨʝʰʠʪʴ, ʚʳʟʚʘʥʳ ʦʥʠ ʚʠʨʫʩʦʤ ʠʣʠ ʥʝʪ. ʅʘʠʙʦʣʝʝ ʠʟʚʝʩʪʥʳʡ 

ʘʥʪʠʚʠʨʫʩ-ʨʝʚʠʟʦʨ ï ADINF  (Advanced DisklNFoscope).  

ɸʥʪʠʚʠʨʫʩʳ-ʚʘʢʮʠʥʘʪʦʨʳ ʟʘʧʠʚʘʶʪ ʚ ʧʨʦʛʨʘʤʤʫ ʧʨʠʟʥʘʢʠ ʢʦʥ-

ʢʨʝʪʥʦʛʦ ʚʠʨʫʩʘ ʪʘʢ, ʯʪʦ ʚʠʨʫʩ ʩʯʠʪʘʝʪ ʫʞʝ ʟʘʨʘʞʝʥʥʦʡ ʠ ʥʝ ʟʘʨʘʞʘ-

ʝʪ ʧʦʚʪʦʨʥʦ. ɸʥʪʠʚʠʨʫʩʳ ʵʪʦʛʦ ʪʠʧʘ ʩʘʤʳʝ ʥʝʵʬʬʝʢʪʠʚʥʳʝ ʩʨʝʜʠ 

ʚʩʝʭ ʜʨʫʛʠʭ. 

ɸʥʪʠʚʠʨʫʩ-ʜʝʪʝʢʪʦʨ D o c t o r W e b. ɸʥʪʠʚʠʨʫʩʥʘʷ ʧʨʦ-

ʛʨʘʤʤʘ Doctor Web (DrWeb), ʦʙʥʘʨʫʞʠʚʘʝʪ ʢʦʤʧʴʶʪʝʨʥʳʝ ʚʠʨʫʩʳ 

ʠ çʣʝʯʠʪè ʬʘʡʣʳ, ʧʨʠʯʝʤ ʢʦʣʠʯʝʩʪʚʦ ʦʙʥʘʨʫʞʠʚʘʝʤʳʭ ʚʠʨʫʩʦʚ ʧʦ-

ʩʪʦ̫ʥʥʦ ʫʚʝʣʠʯʠʚʘʝʪʩʷ ʩ ʢʘʞʜʦʡ ʥʦʚʦʡ ʚʝʨʩʠʝʡ. ʆʩʦʙʝʥʥʦʩʪʴʶ 

DrWeb ʷʚʣʷʝʪʩʷ ʵʚʨʠʩʪʠʯʝʩʢʠʡ ʘʥʘʣʠʟʘʪʦʨ, ʢʦʪʦʨʳʡ ʧʦʟʚʦʣʷʝʪ ʧʨʦ-

ʚʝʨʷʪʴ ʬʘʡʣʳ ʠ ʟʘʛʨʫʟʦʯʥʳʝ ʩʝʢʪʦʨʳ ʜʠʩʢʦʚ ʥʘ ʥʘʣʠʯʠʝ ʥʦʚʳʭ ʥʝʠʟ-

ʚʝʩʪʥʳʭ ʢʦʤʧʴʶʪʝʨʥʳʭ ʚʠʨʫʩʦʚ. ʂʨʦʤʝ ʪʦʛʦ, ʚ DrWeb ʝʩʪʴ ʨʝʞʠʤ 

ʧʨʦʚʝʨʢʠ ʬʘʡʣʦʚ ʚʥʫʪʨʠ ʘʨʭʠʚʦʚ: ʬʘʡʣʳ ʚ ʘʨʭʠʚʝ ʨʘʩʧʘʢʦʚʳʚʘʶʪʩʷ 

ʠ ʘʥʘʣʠʟʠʨʫʶʪʩʷ ʥʘ ʥʘʣʠʯʠʝ ʚʠʨʫʩʦʚ. ʇʦʩʣʝ ʦʢʦʥʯʘʥʠʷ ʨʘʙʦʪʳ 

DrWeb ʚʜrʘʝʪ ʬʘʡʣ ʦʪʯʝʪʘ ʦʙʦ ʚʩʝʭ ʨʝʟʫʣʴʪʘʪʘʭ ʪʝʩʪʠʨʦʚʘʥʠʷ. 

ɼʣʷ ʥʘʩʪʨʦʡʢʠ ʧʨʦʛʨʘʤʤʳ ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʅʘʩʪʨʦʡ-

ʢʘ. ʇʦʩʣʝ ʵʪʦʛʦ ʧʦʷʚʠʪʩʷ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʋʩʪʘʥʦʚʢʠ DrWeb ʩʦ 

ʩʣʝʜʫʶʱʠʤʠ ʚʢʣʘʜʢʘʤʠ. 

ɺʢʣʘʜʢʘ ʇʨʦʚʝʨʢʘ ʩʣʫʞʠʪ ʜʣʷ ʥʘʩʪʨʦʡʢʠ ʧʘʨʘʤʝʪʨʦʚ ʧʦʠʩʢʘ ʚʠ-

ʨʫʩʦʚ. 

ɺ ʛʨʫʧʧʝ ɼʠʩʢʠ ʧʦ ʫʤʦʣʯʘʥʠʶ ʤʦʞʥʦ ʚʳʩʪʘʚʠʪʴ ʦʧʮʠʠ ʥʘʧʨʦ-

ʪʠʚ ʪʝʭ ʜʠʩʢʦʚ, ʢʦʪʦʨʳʝ ʙʫʜʫʪ ʧʨʦʚʝʨʷʪʴʩʷ ʧʦ ʫʤʦʣʯʘʥʠʶ. 

ɽʩʣʠ ʧʦʩʪʘʚʣʝʥʘ ʦʧʮʠʷ ʕʚʨʠʩʪʠʯʝʩʢʠʡ ʘʥʘʣʠʟ, ʪʦ ʧʨʠ ʘʥʘʣʠʟʝ 

ʬʘʡʣʦʚ ʠʩʧʦʣʴʟʫʝʪʩʷ ʵʚʨʠʩʪʠʯʝʩʢʠʡ ʘʥʘʣʠʟʘʪʦʨ. ʕʪʦʪ ʨʝʞʠʤ ʧʦʟʚʦ-

ʣʷʝʪ ʥʘʭʦʜʠʪʴ ʥʦʚʳʝ ʚʠʨʫʩʳ ʠ çʧʦʜʦʟʨʠʪʝʣʴʥʳʝè ʬʘʡʣʳ. ʍʦʪʷ ʠʩ-

ʧʦʣʴʟʦʚʘʥʠʝ ʵʚʨʠʩʪʠʯʝʩʢʦʛʦ ʘʥʘʣʠʟʘʪʦʨʘ ʥʝʩʢʦʣʴʢʦ ʟʘʤʝʜʣʷʝʪ ʩʢʘ-

ʥʠʨʦʚʘʥʠʝ ʬʘʡʣʦʚ, ʨʝʢʦʤʝʥʜʫʝʪʩʷ ʠʩʧʦʣʟɹʦʚʘʪʴ ʝʛʦ. 

ɽʩʣʠ ʧʦʩʪʘʚʣʝʥʘ ʦʧʮʠʷ ʇʨʦʚʝʨʷʪʴ ʧʘʤʷʪʴ, ʪʦ ʧʨʦʛʨʘʤʤʘ Doctor 

Web ʧʨʠ ʟʘʧʫʩʢʝ ʧʨʦʚʝʨʷʝʪ ʥʘʣʠʯʠʝ ʚʠʨʫʩʦʚ ʚ ʦʧʝʨʘʪʠʚʥʦʡ ʧʘʤʷʪʠ. 

ɽʩʣʠ ʧʦʩʪʘʚʣʝʥʘ ʦʧʮʠʷ ʇʨʦʚʝʨʷʪʴ ʟʘʛʨʫʟʦʯʥʳʝ ʩʝʢʪʦʨʳ, ʪʦ ʥʘ 

ʚʳʙʨʘʥʥʳʭ ʜʠʩʢʘʭ ʧʨʦʚʝʨʷʶʪʩʷ ʥʝ ʪʦʣʴʢʦ ʬʘʡʣʳ, ʥʦ ʠ ʟʘʛʨʫʟʦʯʥʳʝ 

ʩʝʢʪʦʨʘ (ʥʘ ʬʣʦʧʧʠ-ʜʠʩʢʘʭ ʧʨʦʚʝʨʷʝʪʩʷ boot-ʩʝʢʪʦʨ, ʥʘ ʞʝʩʪʢʠʭ ʜʠʩ-
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ʢʘʭ ï MBR ʠ boot-ʩʝʢʪʦʨ ʘʢʪʠʚʥʦʛʦ ʨʘʟʜʝʣʘ, ʥʘ ʩʝʪʝʚʳʭ ʜʠʩʢʘʭ 

ʟʘʛʨʫʟʦʯʥʳʝ ʩʝʢʪʦʨʘ ʥʝ ʧʨʦʚʝʨʷʶʪʩʷ). 

ɽʩʣʠ ʧʦʩʪʘʚʣʝʥʘ ʦʧʮʠʷ ʇʨʦʚʝʨʷʪʴ ʧʦʜʢʘʪʘʣʦʛʠ, ʪʦ ʧʨʦʚʝʨʷʶʪʩʷ 

ʥʝ ʪʦʣʴʢʦ ʚʳʙʨʘʥʥʳʝ ʢʘʪʘʣʦʛʠ, ʥʦ ʠ ʚʩʝ ʠʭ ʧʦʜʢʘʪʘʣʦʛʠ. ʨʘʪʢʦʝ ʦʧʠ-

ʩʘʥʠʝ ʧʨʦʛʨʘʤʤʳ Doctor Web 

ɽʩʣʠ ʧʦʩʪʘʚʣʝʥʘ ʦʧʮʠʷ ʇʦʢʘʟʳʚʘʪʴ ʬʘʡʣʳ ʚ ʜʝʨʝʚʝ ʜʠʩʢʦʚ, ʪʦ 

ʚ ʜʝʨʝʚʝ ʢʘʪʘʣʦʛʦʚ ʧʨʠ ʚʳʙʦʨʝ ʧʨʦʚʝʨʷʝʤʳʭ ʦʙʲʝʢʪʦʚ ʧʦʢʘʟʚrʘʶʪʩʷ 

ʬʘʡʣʳ, ʚ ʧʨʦʪʠʚʥʦʤ ʩʣʫʯʘʝ ʧʦʢʘʟʳʚʘʶʪʩʷ ʪʦʣʴʢʦ ʩʘʤʠ ʢʘʪʘʣʦʛʠ. 

ɼʘʥʥʫʶ ʚʦʟʤʦʞʥʦʩʪʴ ʠʤʝʝʪ ʩʤʳʩʣ ʠʩʧʦʣʴʟʦʚʘʪʴ, ʝʩʣʠ ʥʝʦʙʭʦʜʠʤʦ 

ʧʨʦʚʝʨʠʪʴ ʢʦʥʢʨʝʪʥʳʡ ʬʘʡʣ (ʛʨʫʧʧʫ ʬʘʡʣʦʚ). 

ɺʢʣʘʜʢʘ ʊʠʧʳ ʩʣʫʞʠʪ ʜʣʷ ʟʘʜʘʥʠʷ ʨʝʞʠʤʦʚ ʧʨʦʚʝʨʢʠ. ɻʨʫʧʧʘ 

ʈʝʞʠʤ ʧʨʦʚʝʨʢʠ ʩʣʫʞʠʪ ʜʣʷ ʟʘʜʘʥʠʷ ʪʠʧʦʚ ʬʘʡʣʦʚ ʜʣʷ ʧʨʦʚʝʨʢʠ. 

ɽʩʣʠ ʧʦʩʪʘʚʣʝʥʘ ʦʧʮʠʷ ʌʘʡʣʳ ʚ ʘʨʭʠʚʘʭ, ʪʦ ʬʘʡʣʳ ʫʢʘʟʘʥʥʳʭ ʪʠ-

ʧʦʚ ʧʨʦʚʝʨʷʶʪʩʷ ʠ ʚ ʘʨʭʠʚʘʭ. ɼʣʷ ʧʨʦʚʝʨʢʠ ʘʨʭʠʚʦʚ ʦʥʠ ʨʘʩʧʘʢʦʚʳ-

ʚʘʶʪʩʷ ʚʦ ʚʨʝʤʝʥʥʳʝ ʬʘʡʣʳ. ɽʩʣʠ ʧʦʩʪʘʚʣʝʥʘ ʦʧʮʠʷ ʋʧʘʢʦʚʘʥʥʳʝ 

ʬʘʡʣʳ, ʪʦ ʧʨʦʚʝʨʷʶʪʩʷ çʩʞʘʪʳʝè ʠʩʧʦʣʥʷʝʤʳʝ ʬʘʡʣʳ. ʊʦʯʥʝʝ, ʧʨʦ-

ʚʝʨʷʝʪʩʷ ʪʦ, ʯʪʦ ʙʳʣʦ ʩʞʘʪʦ, ʪ. ʝ. ʬʘʡʣ ʜʦ ʩʞʘʪʠʷ. ʊʘʢʘʷ ʧʨʦʚʝʨʢʘ 

ʥʫʞʥʘ ʜʣʷ ʪʦʛʦ, ʯʪʦʙʳ ʦʙʥʘʨʫʞʠʪʴ ʚʠʨʫʩʳ, ʢʦʪʦʨʳʝ ʟʘʨʘʟʠʣʠ ʠʩʧʦʣ-

ʥʷʝʤʳʡ ʬʘʡʣ, ʘ ʧʦʪʦʤ ʙʳʣʠ çʩʞʘʪʳè ʠ, ʩʣʝʜʦʚʘʪʝʣʴʥʦ, ʠʟʤʝʥʝʥʳ. 

ɺʢʣʘʜʢʘ ɼʝʡʩʪʚʠʷ ʩʣʫʞʠʪ ʜʣʷ ʟʘʜʘʥʠʷ ʜʝʡʩʪʚʠʡ ʥʘʜ ʧʦʜʦʟʨʠ-

ʪʝʣʴʥʳʤʠ ʬʘʡʣʘʤʠ. 

ʄʦʞʥʦ ʟʘʜʘʚʘʪʴ ʨʘʟʣʠʯʥʳʝ ʜʝʡʩʪʚʠʷ ʜʣʷ ʪʨʝʭ ʪʠʧʦʚ ʬʘʡʣʦʚ: ʟʘ-

ʨʘʞʝʥʥʳʭ; ʥʝʠʟʣʝʯʠʤʳʭ; ʧʦʜʦʟʨʠʪʝʣʴʥʳʭ. 

ɺʢʣʘʜʢʘ ʆʪʯʝʪ ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʟʘʜʘʥʠʷ ʧʘʨʘʤʝʪʨʦʚ ʦʪʯʝʪʘ ʧʦ 

ʨʝʟʫʣʴʪʘʪʘʤ ʧʨʦʚʝʨʢʠ.  

ɺʢʣʘʜʢʘ ʇʫʪʠ ʩʣʫʞʠʪ ʜʣʷ ʟʘʜʘʥʠʷ ʧʫʪʠ ʢ ʚʠʨʫʩʥʳʤ ʙʘʟʘʤ ʜʘʥ-

ʥʳʭ. 

ɺʢʣʘʜʢʘ ʉʦʙʳʪʠʷ ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʥʘʟʥʘʯʝʥʠʷ ʨʘʟʣʠʯʥʳʤ ʩʦ-

ʙʳʪʠʷʤ ʟʚʫʢʦʚʦʛʦ ʧʨʝʜʫʧʨʝʞʜʝʥʠʷ. 

ɺʢʣʘʜʢʘ ʆʙʥʦʚʣʝʥʠʝ ʩʣʫʞʠʪ ʜʣʷ ʟʘʜʘʥʠʷ ʨʘʩʧʠʩʘʥʠʷ ʘʚʪʦʤʘʪʠ-

ʯʝʩʢʦʛʦ ʦʙʥʦʚʣʝʥʠʷ ʧʨʦʛʨʘʤʤʳ. 

ɺʢʣʘʜʢʘ ʆʙʱʠʝ ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʟʘʜʘʥʠʷ ʧʨʠʦʨʠʪʝʪʘ ʧʨʦʮʝʩʩʘ 

ʧʨʦʚʝʨʢʠ ʥʘ ʚʠʨʫʩ ʧʦ ʦʪʥʦʰʝʥʠʶ ʢ ʜʨʫʛʠʤ ʟʘʧʫʱʝʥʥʳʤ ʧʨʦʮʝʩʩʘʤ. 

ɼʣʷ ʧʨʦʚʝʨʢʠ ʜʠʩʢʦʚ ʥʘ ʚʠʨʫʩ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʪʨʝʙʫʝʤʳʝ 

ʜʠʩʢʠ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʅʘʯʘʪʴ ʧʨʦʚʝʨʢʫ.  

ɺʥʫʪʨʝʥʥʶʶ ʦʙʣʘʩʪʴ ʦʢʥʘ DrWeb ʟʘʥʠʤʘʝʪ ʦʢʥʦ ʪʝʩʪʠʨʦʚʘʥʠ,̫ ʚ 

ʢʦʪʦʨʦʤ ʚʳʚʦʜʠʪʩʷ ʠʥʬʦʨʤʘʮʠʷ ʦ ʧʨʦʮʝʩʩʝ ʧʨʦʚʝʨʢʠ ʦʧʝʨʘʪʠʚʥʦʡ 
ʧʘʤʷʪʠ ʠ ʬʘʡʣʦʚ ʥʘ ʥʘʣʠʯʠʝ ʚʠʨʫʩʦʚ. ʇʦʩʣʝ ʟʘʧʫʩʢʘ ʢʦʤʘʥʜʳ ʃʝʯʝ-

ʥʠʝ ʠʣʠ ʊʝʩʪʠʨʦʚʘʥʠʝ ʚ ʦʢʥʝ ʪʝʩʪʠʨʦʚʘʥʠʷ ʙʫʜʫʪ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦ 
ʚʳʚʦʜʠʪʴʩʷ ʠʤʝʥʘ ʬʘʡʣʦʚ (ʩ ʧʦʣʥʳʤʠ ʧʫʪʷʤʠ), ʢʦʪʦʨʳʝ ʧʨʦʛʨʘʤʤʘ 

DrWeb ʪʝʩʪʠʨʫʝʪ ʚ ʜʘʥʥʳʡ ʤʦʤʝʥʪ. ʉʧʨʘʚʘ ʦʪ ʠʤʝʥʠ ʬʘʡʣʘ ʚʳʚʦʜʠʪ-



 

 

44  

 

ʩʷ ʠʟʤʝʥʷʶʱʠʡʩʷ ʩʠʤʚʦʣ, ʢʦʪʦʨʳʡ ʧʦʢʘʟʳʚʘʝʪ, ʯʪʦ ʠʜʝʪ ʧʨʦʮʝʩʩ 

ʪʝʩʪʠʨʦʚʘʥʠʷ. ɽʩʣʠ ʬʘʡʣ ʫʩʧʝʰʥʦ ʧʨʦʰʝʣ ʧʨʦʚʝʨʢʫ ʥʘ ʥʘʣʠʯʠʝ ʚʠ-

ʨʫʩʦʚ, ʪʦ DrWeb ʧʝʨʝʭʦʜʠʪ ʢ ʪʝʩʪʠʨʦʚʘʥʠʶ ʩʣʝʜʫʶʱʝʛʦ ʬʘʡʣʘ. ɽʩʣʠ 

ʬʘʡʣ ʷʚʣʷʝʪʩʷ ʘʨʭʠʚʦʤ, ʪʦ ʨʷʜʦʤ ʩ ʝʛʦ ʠʤʝʥʝʤ ʚʳʚʦʜʠʪʩʷ ʠʥʬʦʨʤʘ-

ʮʠʷ ʦ ʪʦʤ, ʢʘʢʠʤ ʘʨʭʠʚʘʪʦʨʦʤ ʫʧʘʢʦʚʘʥ ʜʘʥʥʳʡ ʬʘʡʣ, ʘ ʟʘʪʝʤ DrWeb 

ʥʘʯʠʥʘʝʪ ʪʝʩʪʠʨʦʚʘʥʠʝ ʩʦʜʝʨʞʠʤʦʛʦ ʘʨʭʠʚʘ: ʩ ʥʦʚʦʡ ʩʪʨʦʢʠ ʙʫʜʫʪ 

ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦ ʚʳʚʦʜʠʪʴʩʷ ʠʤʝʥʘ ʬʘʡʣʦʚ ʠʟ ʘʨʭʠʚʘ.. 

ɽʩʣʠ ʬʘʡʣ ʟʘʨʘʞʝʥ ʚʠʨʫʩʦʤ, ʪʦ ʨʷʜʦʤ ʩ ʥʠʤ ʚʳʚʦʜʠʪʩʷ ʠʤʷ ʚʠʨʫ-

ʩʘ (ʯʘʩʪʦ ʪʘʢʞʝ ʧʦʜʘʝʪʩʷ ʟʚʫʢʦʚʦʡ ʩʠʛʥʘʣ). ɼʘʣʝʝ ʚ ʩʣʫʯʘʝ ʪʝʩʪʠʨʦ-

ʚʘʥʠʷ ʧʨʦʠʩʭʦʜʠʪ ʧʝʨʝʭʦʜ ʢ ʩʣʝʜʫʶʱʝʤʫ ʬʘʡʣʫ, ʘ ʚ ʩʣʫʯʘʝ ʣʝʯʝʥʠʷ 

DrWeb ʧʦʧʳʪʘʝʪʩʷ ʚʳʣʝʯʠʪʴ ʬʘʡʣ, ʧʦʩʣʝ ʣʝʯʝʥʠʷ ʚʳʚʝʜʝʪ ʩʦʦʙʱʝ-

ʥʠʝ çʀʩʮʝʣʝʥè ʠ ʧʝʨʝʡʜʝʪ ʢ ʩʣʝʜʫʶʱʝʤʫ ʬʘʡʣʫ. ɹʳʚʘʶʪ ʩʠʪʫʘʮʠʠ, 

ʢʦʛʜʘ DrWeb ʥʝ ʫʚʝʨʝʥ, ʟʘʨʘʞʝʥ ʣʠ ʬʘʡʣ. ʊʦʛʜʘ ʨʷʜʦʤ ʩ ʠʤʝʥʝʤ 

ʬʘʡʣʘ ʦʥ ʚʳʚʦʜʠʪ ʩʦʦʙʱʝʥʠʝ ɺʦʟʤʦʞʥʦ ʠʥʬʠʮʠʨʦʚʘʥ ʠ ʪʠʧ ʚʠʨʫ-

ʩʘ. ʂʨʦʤʝ ʪʦʛʦ, DrWeb ʧʨʦʚʝʨʷʝʪ ʦʰʠʙʢʠ ʜʘʪʳ ʠ ʚʨʝʤʝʥʠ ʩʦʟʜʘʥʠʷ 

ʬʘʡʣʦʚ. 

ʇʦʩʣʝ ʟʘʚʝʨʰʝʥʠʷ ʪʝʩʪʠʨʦʚʘʥʠʷ ʚ ʦʢʥʝ ʚʳʚʦʜʠʪʩʷ ʩʪʘʪʠʩʪʠʯʝʩʢʘʷ 

ʠʥʬʦʨʤʘʮʠʷ ʦ ʚʨʝʤʝʥʠ ʧʨʦʚʝʨʢʠ, ʢʦʣʠʯʝʩʪʚʝ ʧʨʦʚʝʨʝʥʥʳʭ ʬʘʡʣʦʚ ʠ 

ʟʘʛʨʫʟʦʯʥʳʭ ʩʝʢʪʦʨʦʚ ʜʠʩʢʦʚ, ʘ ʪʘʢʞʝ ʦʙʥʘʨʫʞʝʥʥʳʭ ʠ ʦʙʝʟʚʨʝʞʝʥ-

ʥʳʭ ʚʠʨʫʩʦʚ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 

1. ɺ ʯʝʤ ʩʦʩʪʦʠʪ ʥʘʟʥʘʯʝʥʠʝ ʧʨʦʛʨʘʤʤ-ʦʙʦʣʦʯʝʢ? 

2. ɼʣʷ ʯʝʛʦ ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʧʨʦʛʨʘʤʤʘ Norton Commander? 

3. ʇʝʨʝʯʠʩʣʠʪʝ ʥʘʟʥʘʯʝʥʠʷ ʦʩʥʦʚʥʳʭ ʬʫʥʢʮʠʦʥʘʣʴʥʳʭ ʢʣʘʚʠʰ. 

4. ʂʘʢ ʧʨʦʠʩʭʦʜʠʪ ʫʧʨʘʚʣʝʥʠʝ ʧʘʥʝʣʷʤʠ? 

5. ʂʘʢ ʧʨʦʠʩʭʦʜʠʪ ʚʳʙʦʨ ʬʘʡʣʦʚ? 

6. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʧʦʠʩʢʘ ʬʘʡʣʘ ʚ 
ʪʝʢʫʱʝʤ ʢʘʪʘʣʦʛʝ ʠ ʥʘ ʜʠʩʢʝ? 

7. ʂʘʢʠʝ ʢʣʘʚʠʰʠ ʷʚʣʷʶʪʩʷ ʢʣʘʚʠʰʘʤʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʚʳʜʝ-

ʣʝʥʥʦʛʦ ʬʘʡʣʘ? 

8. ʂʘʢ ʧʨʦʠʩʭʦʜʠʪ ʢʦʧʠʨʦʚʘʥʠʝ ʬʘʡʣʦʚ ʠ ʢʘʪʘʣʦʛʦʚ? 

9. ʂʦʛʜʘ ʠʩʧʦʣʴʟʫʝʪʩʷ ʘʨʭʠʚʘʮʠʷ ʬʘʡʣʦʚ? 

10. ɺ ʯʝʤ ʦʩʦʙʝʥʥʦʩʪʠ ʘʨʭʠʚʘʪʦʨʘ RAR? 

11. ʂʘʢ ʨʘʙʦʪʘʪʴ ʩ ʘʨʭʠʚʘʤʠ ʚ RAR? 

12. ʇʝʨʝʯʠʩʣʠʪʝ ʢʦʤʘʥʜʳ ʥʘʩʪʨʦʡʢʠ ʘʨʭʠʚʘʪʦʨʘ RAR. 

13. ʏʪʦ ʪʘʢʦʝ ʢʦʤʧʴʶʪʝʨʥʳʝ ʚʠʨʫʩʳ ʠ ʘʥʪʠʚʠʨʫʩʳ? 
14. ɺ ʯʝʤ ʧʨʠʥʮʠʧ ʨʘʙʦʪʳ ʘʥʪʠʚʠʨʫʩʘ-ʜʝʪʝʢʪʦʨʘ Doctor Web? 

 

4. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ 

1. ʈʘʙʦʪʘ ʩ Norton Commander. 
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ɺʳʚʦʜ ʥʘ ʵʢʨʘʥ ʦʛʣʘʚʣʝʥʠʷ ʜʠʩʢʦʚ: 

ï ʚʳʚʝʜʠʪʝ ʥʘ ʧʨʘʚʫʶ ʧʘʥʝʣʴ ʦʛʣʘʚʣʝʥʠʝ ʜʠʩʢʘ ʉ:, 

ï ʚʳʚʝʜʠʪʝ ʥʘ ʣʝʚʫʶ ʧʘʥʝʣʴ ʦʛʣʘʚʣʝʥʠʝ ʜʠʩʢʘ ɸ:.  

ɸʢʪʠʚʠʟʘʮʠʷ ʧʘʥʝʣʝʡ: 

ï ʩʜʝʣʘʡʪʝ ʧʦʦʯʝʨʝʜʥʦ ʘʢʪʠʚʥʦʡ ʣʝʚʫʶ ʠ ʧʨʘʚʫʶ ʧʘʥʝʣʠ ʥʝʩʢʦʣʴ-

ʢʦ ʨʘʟ; 

ï ʫʙʝʨʠʪʝ ʦʙʝ ʧʘʥʝʣʠ ʩ ʵʢʨʘʥʘ, ʘ ʟʘʪʝʤ ʚʳʚʝʜʠʪʝ ʠʭ ʥʘ ʵʢʨʘʥ; 

ï ʧʦʤʝʥʷʡʪʝ ʧʘʥʝʣʠ ʤʝʩʪʘʤʠ; 

ïʫʙʝʨʠʪʝ ʣʝʚʫʶ ʧʘʥʝʣʴ ʩ ʵʢʨʘʥʘ, ʟʘʪʝʤ ï ʧʨʘʚʫʶ ʠ ʚʳʚʝʜʠʪʝ ʠʭ ʥʘ 

ʵʢʨʘʥ. 

ʀʥʬʦʨʤʘʮʠʷ ʦ ʜʠʩʢʝ: 

ï ʚʳʚʝʜʠʪʝ ʠʥʬʦʨʤʘʮʠʶ ʦ ʜʠʩʢʝ ʠ ʢʘʪʘʣʦʛʝ ʣʝʚʦʡ ʧʘʥʝʣʠ; 

ï ʚʳʚʝʜʠʪʝ ʥʘ ʣʝʚʫʶ ʧʘʥʝʣʴ ʦʛʣʘʚʣʝʥʠʝ ʜʠʩʢʘ D:, ʘ ʥʘ ʧʨʘʚʫʶ 

ʦʛʣʘʚʣʝʥʠʝ ʜʠʩʢʘ ʉ:.  

ʇʝʨʝʭʦʜ ʚ ʜʨʫʛʦʡ ʢʘʪʘʣʦʛ: 

ï ʧʦʩʤʦʪʨʠʪʝ ʩʦʜʝʨʞʠʤʦʝ ʢʘʪʘʣʦʛʘ ʈʘʙʦʯʘʷ ʥʘ ʜʠʩʢʝ D:; 

ï ʚʳʡʜʠʪʝ ʚ ʢʦʨʥʝʚʦʡ ʢʘʪʘʣʦʛ ʜʠʩʢʘ D:. 

ʉʦʟʜʘʥʠʝ ʢʘʪʘʣʦʛʘ: 

ï ʩʦʟʜʘʡʪʝ ʢʘʪʘʣʦʛ Grup  ʥʘ ʜʠʩʢʝ F: ʚ ʢʘʪʘʣʦʛʝ ɹʀ-N ( ʛʜʝ N ï 

ʥʦʤʝʨ ɺʘʰʝʡ ʛʨʫʧʧʳ); 

ï ʩʦʟʜʘʡʪʝ ʢʘʪʘʣʦʛ Inform  ʚ ʢʘʪʘʣʦʛʝ Grup ; 

ï ʩʦʟʜʘʡʪʝ ʢʘʪʘʣʦʛ Otchet ʚ ʢʘʪʘʣʦʛʝ Grup . 

ʈʘʙʦʪʘ ʩ ʬʘʡʣʘʤʠ: 

ï ʧʦʩʤʦʪʨʠʪʝ ʩʦʜʝʨʞʠʤʦʝ ʬʘʡʣʘ ʄʦʷ ʙʠʦʛʨʘʬʠʷ ʠʟ ʧʘʧʢʠ ʈʘʙʦ-

ʯʘʷ ʜʠʩʢʘ D:; 

ï ʥʘʡʜʠʪʝ ʬʘʡʣ ɹʠʦʛʨʘʬ ʠʟ ʧʘʧʢʠ ʈʘʙʦʯʘʷ ʜʠʩʢʘ D:; 

ï ʥʘʡʜʠʪʝ ʬʘʡʣ ʄʦʷ ʙʠʦʛʨʘʬʠʷ ʩ ʧʦʤʦʱʴʶ ʬʫʥʢʮʠʠ ʧʦʠʩʢʘ 

ʬʘʡʣʦʚ ʥʘ ʜʠʩʢʘʭ. 

ï ʦʪʬʦʨʤʘʪʠʨʫʡʪʝ ʜʠʩʢʝʪʫ ʚ ʜʠʩʢʦʚʦʜʝ ɸ:; 

ï ʩʦʟʜʘʡʪʝ ʥʘ ʜʠʩʢʝ F: ʚ ʢʘʪʘʣʦʛʝ Inform  ʩ ʧʦʤʦʱʴʶ ʚʩʪʨʦʝʥʥʦʛʦ 

ʪʝʢʩʪʦʚʦʛʦ ʨʝʜʘʢʪʦʨʘ ʬʘʡʣ programma.txt  ʠ ʚʚʝʜʠʪʝ ʪʝʢʩʪ çʇʨʦ-

ʛʨʘʤʤʘ Norton Commander, ʨʘʟʨʘʙʦʪʘʥʥʘʷ ʬʠʨʤʦʡ Peter Norton Compu-

ting ʚ 1992 ʛʦʜʫ, ʷʚʣʷʝʪʩʷ ʦʜʥʦʡ ʠʟ ʥʘʠʙʦʣʝʝ ʧʦʧʫʣʷʨʥʳʭ ʧʨʦʛʨʘʤʤ-

ʦʙʦʣʦʯʝʢ ʜʣʷ ʨʘʙʦʪʳ ʩ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʦʡ DOS. ʂʘʢ ʧʨʘʚʠʣʦ, ʩ ʝʝ 

ʧʦʤʦʱʴʶ ʧʦʣʴʟʦʚʘʪʝʣʠ ʧʨʦʩʤʘʪʨʠʚʘʶʪ ʢʘʪʘʣʦʛʠ, ʢʦʧʠʨʫʶʪ, ʧʝʨʝʠʤʝʥʦ-

ʚʳʚʘʶʪ, ʫʜʘʣʷʶʪ ʬʘʡʣʳ, ʟʘʧʫʩʢʘʶʪ ʧʨʦʛʨʘʤʤʳ ʠ ʪ.ʜ.è; 

ï ʧʦʩʤʦʪʨʠʪʝ ʩʠʩʪʝʤʥʫʶ ʜʘʪʫ ʚ ʢʦʤʧʴʶʪʝʨʝ ʩ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ 

ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʳ; 

ï ʫʟʥʘʡʪʝ ʚʝʨʩʠʶ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʳ ʩ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ 

ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʳ; 
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ï ʧʦʩʤʦʪʨʠʪʝ ʠ ʦʪʨʝʜʘʢʪʠʨʫʡʪʝ (ʫʜʘʣʠʪʝ ʩʣʦʚʘ çʂʘʢ ʧʨʘʚʠʣʦè) 

ʩʦʜʝʨʞʘʥʠʝ ʩʦʟʜʘʥʥʦʛʦ ʬʘʡʣʘ programma.txt ; 

ï ʩʢʦʧʠʨʫʡʪʝ ʬʘʡʣ F:\Inform \programma.txt  ʚ ʢʘʪʘʣʦʛ 

F:\Inform \ɹʀ-N; 

ï ʩʢʦʧʠʨʫʡʪʝ ʬʘʡʣ F:\Inform \programma.txt  ʥʘ ʜʠʩʢ ɸ:; 

ï ʧʝʨʝʠʤʝʥʫʡʪʝ ʬʘʡʣ F:\Inform \ɹʀ-N\programma.txt  ʚ ʬʘʡʣ 

prog.doc; 

ï ʩʢʦʧʠʨʫʡʪʝ ʬʘʡʣ F:\Inform \ɹʀ-N\programma.doc ʚ ʪʦʪ ʞʝ ʢʘ-

ʪʘʣʦʛ, ʥʦ ʩ ʨʘʩʰʠʨʝʥʠʝʤ .bak; 

ï ʫʜʘʣʠʪʝ ʬʘʡʣ prog.doc ʠʟ ʢʘʪʘʣʦʛʘ F:\Inform \ɹʀ-N; 

ï ʧʝʨʝʤʝʩʪʠʪʝ ʚʩʝ ʬʘʡʣʳ ʩ ʨʘʩʰʠʨʝʥʠʝʤ .txt   ʠʟ ʢʘʪʘʣʦʛʘ 

F:\Inform \ɹʀ-N ʥʘ ʜʠʩʢ ɸ:; 

ï ʫʜʘʣʠʪʝ ʢʘʪʘʣʦʛ F:\Inform \ɹʀ-N\programma.txt ; 

ï ʩʦʟʜʘʡʪʝ ʥʘ ʜʠʩʢʝ ɸ: ʢʘʪʘʣʦʛ ɸ:\Text; 

ï ʩʢʦʧʠʨʫʡʪʝ ʚʩʝ ʬʘʡʣʳ ʩ ʨʘʩʰʠʨʝʥʠʝʤ .bak ʠʟ ʢʘʪʘʣʦʛʘ 

F:\Inform \ɹʀ-N\programma.doc ʚ ʢʘʪʘʣʦʛ ɸ:\Text. 

ʈʘʙʦʪʘ ʩ ʘʨʭʠʚʥʳʤʠ ʬʘʡʣʘʤʠ: 

ï ʟʘʘʨʭʠʚʠʨʫʡʪʝ ʚʩʝ ʬʘʡʣʳ ʢʘʪʘʣʦʛʘ ʥʘ ʜʠʩʢʝ ɸ: (ʫʢʘʟʘʥʠʝ: ʧʝʨʝʡ-

ʪʠ ʚ ʢʘʪʘʣʦʛ ɸ:ʠ ʥʘʙʨʘʪʴ ʚ ʢʦʤʘʥʜʥʦʡ ʩʪʨʦʢʝ arj  a mydoc ʠ ʥʘʞʘʪʴ <En-

ter>); 

ï ʧʝʨʝʤʝʩʪʠʪʝ ʬʘʡʣ mydoc.arj  ʩ ʜʠʩʢʘ ɸ: ʚ ʢʘʪʘʣʦʛ F:\Inform \ɹʀ-

N\Arhiv ; 

ï ʨʘʟʘʨʭʠʚʠʨʫʡʪʝ ʬʘʡʣʳ ʠʟ ʘʨʭʠʚʘ F:\Inform \ɹʀ-

N\Arhiv \mydoc.arj   ʚ ʢʘʪʘʣʦʛ F:\Inform \ɹʀ-N\Arhiv ; 

ï ʫʜʘʣʠʪʝ ʬʘʡʣ F:\Inform \ɹʀ-N\Arhiv \mydoc.arj ; 

ï ʟʘʘʨʭʠʚʠʨʫʡʪʝ ʚʩʝ ʬʘʡʣʳ ʢʘʪʘʣʦʛʘ ɸ:\Text  ʠ ʧʦʤʝʩʪʠʪʝ ʘʨʭʠʚ ʚ 

ʢʘʪʘʣʦʛ F:\Inform \ɹʀ-N ʧʦʜ ʠʤʝʥʝʤ Text.arj ; 

ï ʫʜʘʣʠʪʝ ʚʩʝ ʬʘʡʣʳ ʠʟ ʢʘʪʘʣʦʛʘ ɸ:\Text; 

ï ʚʦʩʩʪʘʥʦʚʠʪʝ ʬʘʡʣʳ ʚ ʢʘʪʘʣʦʛʝ ɸ:\Text ʠʟ ʘʨʭʠʚʘ Text.arj . 

ʋʧʨʘʚʣʷʶʱʝʝ ʤʝʥʶ: 

ï ʫʩʪʘʥʦʚʠʪʝ ʨʝʞʠʤ ʚʳʚʦʜʘ ʥʘ ʵʢʨʘʥ ʧʦʣʥʦʡ ʠʥʬʦʨʤʘʮʠʠ ʦ ʩʦ-

ʜʝʨʞʠʤʦʤ ʣʝʚʦʡ ʧʘʥʝʣʠ; 

ï ʫʩʪʘʥʦʚʠʪʝ ʨʝʞʠʤ ʚʳʚʦʜʘ ʥʘ ʵʢʨʘʥ ʢʨʘʪʢʦʡ ʠʥʬʦʨʤʘʮʠʠ ʦ ʩʦ-

ʜʝʨʞʠʤʦʤ ʧʨʘʚʦʡ ʧʘʥʝʣʠ; 

ï ʫʩʪʘʥʦʚʠʪʝ ʨʝʞʠʤ ʚʳʚʦʜʘ ʥʘ ʵʢʨʘʥ ʜʝʨʝʚʘ ʩʦʜʝʨʞʠʤʦʛʦ ʧʨʘʚʦʡ 

ʧʘʥʝʣʠ; 

ï ʫʩʪʘʥʦʚʠʪʝ ʨʝʞʠʤ ʩʦʨʪʠʨʦʚʢʠ ʬʘʡʣʦʚ ʥʘ ʣʝʚʦʡ ʧʘʥʝʣʠ ʧʦ ʠʤʝ-
ʥʠ; 

ï ʫʩʪʘʥʦʚʠʪʝ ʨʝʞʠʤ ʩʦʨʪʠʨʦʚʢʠ ʬʘʡʣʦʚ ʥʘ ʧʨʘʚʦʡ ʧʘʥʝʣʠ ʧʦ ʨʘʩ-

ʰʠʨʝʥʠʶ; 
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ï ʫʩʪʘʥʦʚʠʪʝ ʨʝʞʠʤ ʩʦʨʪʠʨʦʚʢʠ ʬʘʡʣʦʚ ʥʘ ʣʝʚʦʡ ʧʘʥʝʣʠ ʧʦ 

ʚʨʝʤʝʥʠ ʩʦʟʜʘʥʠʷ; 

ï ʫʩʪʘʥʦʚʠʪʝ ʨʝʞʠʤ ʩʦʨʪʠʨʦʚʢʠ ʬʘʡʣʦʚ ʥʘ ʧʨʘʚʦʡ ʧʘʥʝʣʠ ʧʦ ʨʘʟ-

ʤʝʨʫ ʬʘʡʣʘ; 

ï ʫʩʪʘʥʦʚʠʪʝ ʜʣʷ ʬʘʡʣʘ F:\Inform \ɹʀ-N\programma.doc ʘʪʨʠʙʫʪ 

çʪʦʣʴʢʦ ʯʪʝʥʠʝè; 

ï ʫʩʪʘʥʦʚʠʪʝ ʜʣʷ ʬʘʡʣʘ F:\Inform \ɹʀ-N\programma.doc ʘʪʨʠʙʫʪ 

çʩʢʨʳʪʳʡè; 

ï ʫʩʪʘʥʦʚʠʪʝ ʨʝʞʠʤ, ʢʦʛʜʘ ʥʘ ʵʢʨʘʥʝ ʥʝ ʦʪʦʙʨʘʞʘʶʪʩʷ ʩʢʨʳʪʳʝ 

ʬʘʡʣʳ; 

ïʩʙʨʦʩʴʪʝ ʜʣʷ ʬʘʡʣʘ F:\Inform \ɹʀ-N\programma.doc ʚʩʝ ʘʪʨʠʙʫ-

ʪʳ; 

ïʫʩʪʘʥʦʚʠʪʝ ʨʝʞʠʤ, ʢʦʛʜʘ ʥʘ ʵʢʨʘʥʝ ʦʪʦʙʨʘʞʘʶʪʠʩʷ ʩʢʨʳʪʳʝ 

ʬʘʡʣʳ. 

 

2. ʈʘʙʦʪʘ ʩ ʧʨʦʛʨʘʤʤʦʡ ʘʨʭʠʚʘʮʠʠ ʜʘʥʥʳʭ WinRar: 

ï cʢʦʧʠʨʫʡʪʝ ʠʟ ʢʘʪʘʣʦʛʘ F:\Inform \ɹʀ-N\ ʚʩʝ ʬʘʡʣʳ ʠ ʚʣʦʞʝʥ-

ʥʳʝ ʧʘʧʢʠ  ʥʘ ʜʠʩʢ ɸ:; 

ï ʟʘʘʨʭʠʚʠʨʫʡʪʝ ʚʩʝ ʬʘʡʣʳ ʥʘ ʜʠʩʢʝ ɸ: ʚ ʘʨʭʠʚ mydoc.rar ; 

ï ʩʦʟʜʘʡʪʝ ʧʘʧʢʫ ɸʨʭʠʚ ʥʘ ʜʠʩʢʝ F: ʚ ʢʘʪʘʣʦʛʝ Inform \ɹʀ-N; 

ï ʧʝʨʝʤʝʩʪʠʪʝ ʬʘʡʣ mydoc.rar  ʩ ʜʠʩʢʘ ɸ: ʚ ʧʘʧʢʫ F:\Inform \ɹʀ-

N\ɸʨʭʠʚ; 

ï ʨʘʟʘʨʭʠʚʠʨʫʡʪʝ ʬʘʡʣʳ ʠʟ ʘʨʭʠʚʘ F:\Inform \ɹʀ-

N\ɸʨʭʠʚ\mydoc.rar  ʚ ʧʘʧʢʫ F:\Inform \ɹʀ-N\ɸʨʭʠʚ; 

ï ʫʜʘʣʠʪʝ ʬʘʡʣ mydoc.rar  ʢʘʪʘʣʦʛʘ F:\Inform \ɹʀ-N\ɸʨʭʠʚ; 

ï ʚ ʧʘʧʢʝ ɸʨʭʠʚ ʢʘʪʘʣʦʛʘ F:\Inform \ɹʀ-N ʩʦʟʜʘʡʪʝ ʩ ʧʦʤʦʱʴʶ 

ʪʝʢʩʪʦʚʦʛʦ ʨʝʜʘʢʪʦʨʘ ɹʣʦʢʥʦʪ ʜʦʢʫʤʝʥʪ ʄʦʠ_ʫʚʣʝʯʝʥʠʷ, ʟʘʘʨʭʠ-

ʚʠʨʫʡʪʝ ʝʛʦ ʩ ʧʦʤʦʱʴʶ ʘʨʭʠʚʘʪʦʨʘ WinRar ʠ ʩʢʦʧʠʨʫʡʪʝ ʥʘ ʜʠʩʢ ɸ:. 

 

3. ʈʘʙʦʪʘ ʩ ʧʨʦʛʨʘʤʤʦʡ Doctor Web: 

ï ʧʨʦʚʝʨʴʪʝ ʜʠʩʢ ɸ: ʥʘ ʥʘʣʠʯʠʝ ʚʠʨʫʩʦʚ. 
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ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ 3 

ʉʆɿɼɸʅʀɽ ʀ ʈɽɼɸʂʊʀʈʆɺɸʅʀɽ ʊɽʂʉʊɸ ɺ MS WORD 2002 

1. ʆʩʥʦʚʳ ʠʩʧʦʣʴʟʦʚʘʥʠʷ Microsoft Word 2002. 

2. ʉʦʟʜʘʥʠʝ ʠ ʩʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʦʚ. 

3. ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ ʜʦʢʫʤʝʥʪʘ. 

4. ʉʨʝʜʩʪʚʘ ʧʨʦʚʝʨʢʠ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ. 

5. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 
 

ʎʝʣɹ: ʧʨʠʦʙʨʝʪʝʥʠʝ ʥʘʚʳʢʦʚ ʨʘʙʦʪʘʪʴ ʩ ʧʨʦʛʨʘʤʤʦʡ MS Word 

2002: ʩʦʟʜʘʚʘʪʴ ʠ ʩʦʭʨʘʥʷʪʴ ʜʦʢʫʤʝʥʪ, ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʜʦʢʫʤʝʥʪ, 

ʦʩʫʱʝʩʪʚʣʷʪʴ ʧʨʦʚʝʨʢʫ ʧʨʘʚʦʧʠʩʘʥʠʷ. 

ɿʘʜʘʯʠ: 

ï ʫʤʝʪʴ ʟʘʧʫʩʢʘʪʴ MS Word 2002; ʥʘʩʪʨʘʠʚʘʪʴ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥ-

ʪʦʚ; 

ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʜʦʢʫʤʝʥʪ ʠ ʰʘʙʣʦʥ ʜʦʢʫʤʝʥʪʘ; 

ï ʫʤʝʪʴ ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʜʦʢʫʤʝʥʪ: ʚʳʜʝʣʷʪʴ, ʢʦʧʠʨʦʚʘʪʴ ʠ ʧʝʨʝ-

ʤʝʱʘʪʴ ʬʨʘʛʤʝʥʪʦʚ ʪʝʢʩʪʘ, ʫʩʪʘʥʘʚʣʠʚʘʪʴ ʧʘʨʘʤʝʪʨʳ ʧʝʨʝʥʦʩʘ ʩʣʦʚ, 

ʠʩʧʦʣʴʟʦʚʘʪʴ ʩʨʝʜʩʪʚʘ ʧʦʠʩʢʘ ʠ ʟʘʤʝʥʳ; 

ï ʫʤʝʪʴ ʦʩʫʱʝʩʪʚʣʷʪʴ ʧʨʦʚʝʨʢʫ ʧʨʘʚʦʧʠʩʘʥʠʷ,  

ï ʫʤʝʪʴ ʧʨʝʜʚʘʨʠʪʝʣʴʥʦ ʧʨʦʩʤʘʪʨʠʚʘʪʴ ʜʦʢʫʤʝʥʪ ʠ ʦʪʧʨʘʚʣʷʪʴ ʥʘ 

ʧʝʯʘʪʴ. 
 

1. ʆʩʥʦʚʳ ʠʩʧʦʣʴʟʦʚʘʥʠʷ Microsoft  Word 2002. MS Word 2002 ʚ̫-

ʣʷʝʪʩʷ ʤʦʱʥʳʤ ʪʝʢʩʪʦʚʳʤ ʨʝʜʘʢʪʦʨʦʤ. ʆʥ ʦʙʣʘʜʘʝʪ ʩʨʝʜʩʪʚʘʤʠ (ʧʘ-

ʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʢʦʥʪʝʢʩʪʥʳʝ ʤʝʥʶ), ʢʦʪʦʨʳʝ ʜʝʣʘʶʪ ʝʛʦ ʧʨʦ-
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ʩʪʳʤ ʚ ʠʩʧʦʣʴʟʦʚʘʥʠʠ ʠ ʚ ʧʦʣʫʯʝʥʠʠ ʩʧʨʘʚʦʯʥʦʡ ʠʥʬʦʨʤʘʮʠʠ ʦ 

ʥʝʤ. ʀʩʧʦʣʴʟʫʷ ʨʘʩʢʨʳʚʘʶʱʠʝʩʷ ʤʝʥʶ ʠ ʨʘʟʥʦʦʙʨʘʟʥʳʝ ʜʠʘʣʦʛʦʚʳʝ 

ʦʢʥʘ, ʤʦʞʥʦ ʙʳʩʪʨʦ ʧʦʣʫʯʠʪʴ ʜʦʩʪʫʧ ʢ ʩʦʥʷʤ ʬʫʥʢʮʠʡ. ʆʜʥʘʢʦ ʥʝ-

ʢʦʪʦʨʳʝ ʠʟ ʥʠʭ ʠʩʧʦʣʴʟʫʶʪʩʷ ʯʘʱʝ ʜʨʫʛʠʭ ʠ ʧʦʵʪʦʤʫ ʤʦʞʥʦ ʥʘʩʪʨʘ-

ʠʚʘʪʴ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠ ʧʨʠʩʧʦʩʘʙʣʠʚʘʪʴ ʠʭ ʚ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ 

ʧʦʪʨʝʙʥʦʩʪʷʤʠ, ʫʜʘʣʷʷ ʠʣʠ ʜʦʙʘʚʣʷʷ ʢʥʦʧʢʠ ʩʧʝʮʠʘʣʠʟʠʨʦʚʘʥʥʳʭ 

ʢʦʤʘʥʜ. 

ɿʘʧʫʩʢ W o r d. ʇʨʦʛʨʘʤʤʫ ʤʦʞʥʦ ʟʘʧʫʩʪʠʪʴ ʩʣʝʜʫʶʱʠʤʠ ʩʧʦ-

ʩʦʙʘʤʠ: 

Å ʠʟ ʛʣʘʚʥʦʛʦ ʤʝʥʶ Windows, ʥʘʞʘʚ ʢʣʘʚʠʰʫ ʇʫʩʢ; 

Å ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʠʤʷ ʣʶʙʦʛʦ ʬʘʡʣʘ ʜʦʢʫʤʝʥʪʘ ʩ ʨʘʩʰʠʨʝʥʠʝʤ 

.doc. 

Word, ʢʘʢ ʠ ʜʨʫʛʠʝ ʧʨʦʛʨʘʤʤʳ ʜʣʷ Windows, ʧʦʩʪʨʦʝʥ ʧʦ ʤʦʜʝʣʠ 

çʦʙʲʝʢʪ ï ʦʧʝʨʘʮʠʷ (ʢʦʤʘʥʜʘ)è. ʂʦʤʘʥʜʳ ʤʦʞʥʦ ʚʙrʨʘʪʴ ʦʜʥʠʤ ʠʟ 

ʩʧʦʩʦʙʦʚ: 

Å ʨʘʩʢʨʳʪʴ ʤʝʥʶ ʚ ʩʪʨʦʢʝ ʤʝʥʶ; 

Å ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʥʘ ʚʳʙʨʘʥʥʦʤ ʦʙʲʝʢʪʝ; 

Å ʚʳʙʨʘʪʴ ʦʧʨʝʜʝʣʝʥʥʫʶ ʢʥʦʧʢʫ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ʇʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. ʇʦʟʚʦʣʷʶʪ ʫʧʦʨʷʜʦʯʠʪʴ ʢʦʤʘʥʜʳ 

Word ʪʘʢ, ʯʪʦʙʳ ʠʭ ʙʳʣʦ ʣʝʛʢʦ ʥʘʡʪʠ ʠ ʠʩʧʦʣʴʟʦʚʘʪʴ. ʇʘʥʝʣʠ ʠʥ-

ʩʪʨʫʤʝʥʪʦʚ ʤʦʞʥʦ ʥʘʩʪʨʘʠʚʘʪʴ, ʪ.ʝ. ʜʦʙʘʚʣʷʪʴ ʠ ʫʜʘʣʷʪʴ ʤʝʥʶ ʠ 

ʢʥʦʧʢʠ, ʩʦʟʜʘʚʘʪʴ ʥʦʚʳʝ, ʘ ʪʘʢʞʝ ʦʪʦʙʨʘʞʘʪʴ, ʩʢʨʳʚʘʪʴ ʠ ʧʝʨʝʤʝ-

ʱʘʪʴ ʩʫʱʝʩʪʚʫʶʱʠʝ. 

ʆʪʦʙʨʘʞʝʥʠʝ ʠ ʩʢʨʳʪʠʝ ʧʘʥʝʣʝʡ. ʄʦʞʥʦ ʦʩʫʱʝ-

ʩʪʚʠʪʴ ʢʦʤʘʥʜʦʡ ʇʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠʟ ʤʝʥʶ ɺʠʜ (ʚʳʟʚʘʪʴ ʢʦʥ-

ʪʝʢʩʪʥʦʝ ʤʝʥʶ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ). ɼʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʥʘ ʵʢʨʘʥʝ 

ʥʫʞʥʦʡ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʥʝʦʙʭʦʜʠʤʦ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʦʜʥʦ-

ʠʤʝʥʥʦʤ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʫʩʪʘʥʦʚʠʪʴ ʬʣʘʞʦʢ, ʘ ʜʣʷ ʩʢʨʳʪʠʷ ï ʩʥʷʪʴ 

ʬʣʘʞʦʢ. ʋʩʪʘʥʦʚʢʘ ʠ ʩʥʷʪʠʝ ʬʣʘʞʢʘ ʦʩʫʱʝʩʪʚʣʷʶʪʩʷ ʱʝʣʯʢʦʤ ʤʳ-

ʰʠ ʧʦ ʠʤʝʥʠ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ʈʘʟʤʝʱʝʥʠʝ ʧʘʥʝʣʝʡ. ʇʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʤʦʞʥʦ ʨʘʟʤʝ-

ʩʪʠʪʴ ʚ ʣʶʙʦʤ ʤʝʩʪʝ ʦʢʥʘ. ʏʪʦʙʳ ʧʝʨʝʤʝʩʪʠʪʴ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ, 

ʥʝʦʙʭʦʜʠʤʦ: 

Å ʫʩʪʘʥʦʚʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʤʘʨʢʝʨ ʧʝʨʝʤʝʱʝʥʠʷ ʚ ʣʝʚʦʡ ʯʘ-

ʩʪʠ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʫʜʝʨʞʠʚʘʷ ʣʝʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ ʥʘ ʤʘʨʢʝʨʝ, ʧʝʨʝʪʘʱʠʪʴ ʧʘʥʝʣʴ 

ʠʥʩʪʨʫʤʝʥʪʦʚ ʥʘ ʥʦʚʫʶ ʧʦʟʠʮʠʶ; 
Å ʦʪʧʫʩʪʠʪʴ ʢʥʦʧʢʫ ʤʳʰʠ. 

ʅʘʩʪʨʦʡʢʘ ʧʘʥʝʣʝʡ ʠʥʩʪʨʫʤʝʥʪʦʚ. ɼʃʗ ʩʦʟʜʘʥʠʷ 

ʥʦʚʦʡ ʧʘʥʝʣʠ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ɺʠʜ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ, ʘ ʟʘʪʝʤ ï ʅʘʩʪʨʦʡʢʘ (ʚʳʙʨʘʪʴ ʘʥʘʣʦʛʠʯʥʫʶ ʢʦʤʘʥʜʫ 
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ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʣʶʙʦʡ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ). ɺ ʜʠʘʣʦʛʦ-

ʚʦʤ ʦʢʥʝ ʅʘʩʪʨʦʡʢʘ ʥʘ ʚʢʣʘʜʢʝ ʇʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʥʘʞʘʪʴ 

ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ ʠ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʚ ʧʦʣʝ ʇʘʥʝʣʴ 

ʠʥʩʪʨʫʤʝʥʪʦʚ ʚʚʝʩʪʠ ʠʤʷ ʩʦʟʜʘʚʘʝʤʦʡ ʧʘʥʝʣʠ. ɼʣʷ ʫʜʘʣʝʥʠʷ ʩʦ-

ʟʜʘʥʥʦʡ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʥʘʜʦ ʠʟ ʤʝʥʶ ɺʠʜ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʇʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ï ʅʘʩʪʨʦʡʢʘ, ʟʘʪʝʤ ʥʘ ʚʢʣʘʜʢʝ ʇʘʥʝʣʠ ʠʥ-

ʩʪʨʫʤʝʥʪʦʚ ʚʳʜʝʣʠʪʴ ʇʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʋʜʘ-

ʣʠʪʴ, 
ʅʘʩʪʨʦʡʢʘ ʇʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʦʜʥʠʤ ʠʟ ʩʧʦ-

ʩʦʙʦʚ: 

 1-ʡ ʩʧʦʩʦʙ: ʦʪʢʨʳʪʴ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʅʘʩʪʨʦʡʢʘ ʠ ʚʳʙʨʘʪʴ 

ʚʢʣʘʜʢʫ ʂʦʤʘʥʜʘ, ʘ ʟʘʪʝʤ ʠʟ ʪʨʝʙʫʝʤʦʡ ʢʘʪʝʛʦʨʠʠ ʧʝʨʝʪʘʩʢʠʚʘʪʴ 

ʤʳʰʴʶ ʢʥʦʧʢʠ ʥʘ ʪʨʝʙʫʝʤʫʶ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠʣʠ ʥʘʦʙʦʨʦʪ; 

2-ʡ ʩʧʦʩʦʙ: ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʇʘʨʘʤʝʪʨʳ ʧʘʥʝʣʝʡ ʠʥʩʪʨʫʤʝʥʪʦʚ 

ʥʘ ʪʨʝʙʫʝʤʦʡ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɼʦʙʘʚʠʪʴ 

ʠʣʠ ʫʜʘʣʠʪʴ ʢʥʦʧʢʠ, ʘ ʟʘʪʝʤ ʚʳʙʨʘʪʴ ʠʤʷ ʧʘʥʝʣʠ ʠ ʫʩʪʘʥʦʚʠʪʴ ʠʣʠ 

ʩʙʨʦʩʠʪʴ ʬʣʘʞʦʢ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʢʥʦʧʢʝ, ʢʦʪʦʨʫʶ ʩʣʝʜʫʝʪ ʜʦʙʘ-

ʚʠʪʴ ʠʣʠ ʫʜʘʣʠʪʴ; 

3-ʡ ʩʧʦʩʦʙ: ʜʣʷ ʙʳʩʪʨʦʛʦ ʫʜʘʣʝʥʠʷ ʢʥʦʧʦʢ ʩ ʧʘʥʝʣʠ ʥʘʞʘʪʴ ʢʣʘ-

ʚʠʰʫ <Alt > ʠ, ʥʝ ʦʪʧʫʩʢʘʷ ʝʝ, ʧʝʨʝʪʘʱʠʪʴ ʤʳʰʴʶ ʢʥʦʧʢʫ ʟʘ ʧʨʝʜʝʣʳ 

ʜʘʥʥʦʡ ʧʘʥʝʣʠ. 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʚʦʟʚʨʘʪʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚ ʠʩʭʦʜʥʦʝ ʩʦʩʪʦʷ-

ʥʠʝ ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʇʘʨʘʤʝʪʨʳ ʧʘʥʝʣʝʡ ʠʥʩʪʨʫʤʝʥʪʦʚ ʥʘ 

ʵʪʦʡ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɼʦʙʘʚʠʪʴ ʠʣʠ ʋʜʘʣʠʪʴ 

ʢʥʦʧʢʠ. ɿʘʪʝʤ ʠʤʷ ʧʘʥʝʣʠ ʠ ʢʦʤʘʥʜʫ ʉʙʨʦʩ ʧʘʥʝʣʠ. 

 

2. ʉʦʟʜʘʥʠʝ ʠ ʩʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʦʚ. ʉʦʟʜʘʥʠʝ ʥʦʚʦʛʦ 

ʜʦʢʫʤʝʥʪʘ ʠ ʰʘʙʣʦʥʘ. ʇʨʠ ʩʦʟʜʘʥʠʠ ʥʦʚʦʛʦ ʜʦʢʫʤʝʥʪʘ Word 

ʚʩʝʛʜʘ ʦʧʠʨʘʝʪʩʷ ʥʘ ʰʘʙʣʦʥ. ʐʘʙʣʦʥ ï ʵʪʦ ʦʧʨʝʜʝʣʝʥʥʳʡ ʥʘʙʦʨ ʭʘ-

ʨʘʢʪʝʨʠʩʪʠʢ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ (ʩʪʠʣʴ, ʧʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ ʠ ʪ. ʜ.). 

ʐʘʙʣʦʥ ʤʦʞʝʪ ʩʦʜʝʨʞʘʪʴ ʠ ʩʪʘʥʜʘʨʪʥʳʡ ʪʝʢʩʪ, ʯʪʦ ʧʦʟʚʦʣʷʝʪ ʦʪʢʘ-

ʟʘʪʴʩʷ ʦʪ ʨʫʪʠʥʥʦʡ ʨʘʙʦʪʳ ʧʦ ʦʬʦʨʤʣʝʥʠʶ ʩʪʘʥʜʘʨʪʥʳʭ ʜʦʢʫʤʝʥʪʦʚ. 

ʇʨʠʤʝʨʘʤʠ ʰʘʙʣʦʥʦʚ ʷʚʣʷʶʪʩʷ ɼʦʛʦʚʦʨ, ɼʦʚʝʨʝʥʥʦʩʪʴ, ʉʯʝʪ 

ʠ ʪ. ʧ. ɺ ʧʦʩʪʘʚʢʫ Word ʚʭʦʜʠʪ ʙʦʣʴʰʦʝ ʢʦʣʠʯʝʩʪʚʦ ʩʪʘʥʜʘʨʪʥʳʭ 

ʰʘʙʣʦʥʦʚ. ʂʨʦʤʝ ʵʪʦʛʦ, ʤʦʞʥʦ ʩʦʟʜʘʚʘʪʴ ʩʦʙʩʪʚʝʥʥʳʝ ʰʘʙʣʦʥʳ ʜʦ-

ʢʫʤʝʥʪʦʚ. 

ʇʨʠ ʟʘʧʫʩʢʝ Word ʧʦ ʫʤʦʣʯʘʥʠʶ ʩʦʟʜʘʝʪʩʷ ʥʦʚʳʡ ʧʫʩʪʦʡ ʜʦʢʫ-

ʤʝʥʪ, ʦʩʥʦʚʘʥʥʳʡ ʥʘ ʰʘʙʣʦʥʝ ʆʙʳʯʥʳʡ. ɼʣʷ ʩʦʟʜʘʥʠʷ ʩʣʝʜʫʶʱʝʛʦ 

ʧʫʩʪʦʛʦ ʜʦʢʫʤʝʥʪʘ ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ ʥʘ ʩʪʘʥʜʘʨʪ-

ʥʦʡ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 
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ɽʩʣʠ ʥʝʦʙʭʦʜʠʤʦ ʩʦʟʜʘʪʴ ʜʦʢʫʤʝʥʪ ʥʘ ʦʩʥʦʚʝ ʢʘʢʦʛʦ-ʣʠʙʦ 

ʰʘʙʣʦʥʘ Word, ʪʦ ʥʫʞʥʦ ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ ʌʘʡʣ ʢʦʤʘʥʜʫ ʉʦʟʜʘʪʴ. 

ʉʧʨʘʚʘ ʧʦʷʚʠʪʩʷ ʧʘʥʝʣʴ ʉʦʟʜʘʥʠʝ ʜʦʢʫʤʝʥʪʘ. ɺʳʙʨʘʚ ʦʧʮʠʶ ʆʙ-

ʱʠʝ ʰʘʙʣʦʥʳ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʐʘʙʣʦʥʳ, ʤʦʞʥʦ 

ʧʨʝʜʚʘʨʠʪʝʣʴʥʦ ʧʨʦʩʤʦʪʨʝʪʴ ʚʥʝʰʥʠʡ ʚʠʜ ʚʩʝʭ ʰʘʙʣʦʥʦʚ. ɼʣʷ ʩʦ-

ʟʜʘʥʠʷ ʜʦʢʫʤʝʥʪʘ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʪʨʝʙʫʝʤʳʡ ʰʘʙʣʦʥ ʠʟ ʥʝʦʙ-

ʭʦʜʠʤʦʡ ʚʢʣʘʜʢʠ. 

ʆʪʢʨʳʪʠʝ ʜʦʢʫʤʝʥʪʘ. ʏʪʦʙʳ ʦʪʢʨʳʪʴ ʜʣʷ ʨʘʙʦʪʳ ʩʫʱʝ-

ʩʪʚʫʶʱʠʡ ʜʦʢʫʤʝʥʪ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ ʌʘʡʣ ʢʦʤʘʥʜʫ ʆʪʢʨʳʪʴ ʠʣʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ 

ʆʪʢʨʳʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʆʪʢʨʳʪʠʝ ʜʦʢʫʤʝʥʪʘ ʚ ʧʦʣʝ ʇʘʧʢʘ ʚrʙʨʘʪʴ 

ʥʫʞʥʳʡ ʜʠʩʢ ʠ ʚ ʨʘʙʦʯʝʡ ʦʙʣʘʩʪʠ ʦʢʥʘ ʚʳʙʨʘʪʴ ʥʫʞʥʫʶ ʧʘʧʢʫ; 

Å ʠʟ ʩʧʠʩʢʘ ʬʘʡʣʦʚ ʚʳʙʨʘʪʴ ʪʨʝʙʫʝʤʳʡ ʬʘʡʣ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʆʪʢʨʳʪʴ ʠʣʠ ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʥʘ ʠʤʝʥʠ ʬʘʡʣʘ.  

Word ʧʦʟʚʦʣʷʝʪ ʦʪʢʨʳʚʘʪʴ ʥʝ ʪʦʣʴʢʦ ʜʦʢʫʤʝʥʪ ʜʣʷ ʨʝʜʘʢʪʠʨʦʚʘ-

ʥʠʷ, ʥʦ ʠ ʝʛʦ ʢʦʧʠʶ ʠʣʠ ʜʦʢʫʤʝʥʪ ʪʦʣʴʢʦ ʜʣʷ ʯʪʝʥʠʷ. Word ʧʦʤʥʠʪ 

ʦʧʨʝʜʝʣʝʥʥʦʝ ʢʦʣʠʯʝʩʪʚʦ ʧʦʩʣʝʜʥʠʭ ʦʪʢʨʳʚʘʝʤʳʭ ʬʘʡʣʦʚ. ɼʣʷ 

ʙrʩʪʨʦʛʦ ʠʭ ʦʪʢʨʳʪʠʷ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʌʘʡʣ ʚʳʙʨʘʪʴ ʠʤʷ ʪʨʝ-

ʙʫʝʤʦʛʦ ʜʦʢʫʤʝʥʪʘ. 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʦʧʨʝʜʝʣʝʥʠʷ ʯʠʩʣʘ ʧʦʩʣʝʜʥʠʭ ʨʝʜʘʢʪʠʨʫʝʤʳʭ ʬʘʡʣʦʚ 

ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ ʠ ʥʘ ʚʢʣʘʜʢʝ 

ʆʙɦ ʠʝ ʫʩʪʘʥʦʚʠʪʴ ʬʣʘʞʦʢ ʇʦʤʥʠʪʴ ʩʧʠʩʦʢ ʠʟ... ʬʘʡʣʦʚ. ʇʦʩʣʝ ʯʝʛʦ 

ʫʢʘʟʘʪʴ ʢʦʣʠʯʝʩʪʚʦ ʬʘʡʣʦʚ. 

ʈʘʙʦʪʘ ʩ ʥʝʩʢʦʣʴʢʠʤʠ ʜʦʢʫʤʝʥʪʘʤʠ. Word ʧʦʟʚʦʣʷ-

ʝʪ ʦʪʢʨʚrʘʪʴ ʥʝʩʢʦʣʴʢʦ ʜʦʢʫʤʝʥʪʦʚ ʦʜʥʦʚʨʝʤʝʥʥʦ, ʧʨʠ ʵʪʦʤ ʢʘʞʜʳʡ 

ʜʦʢʫʤʝʥʪ ʦʪʢʨʳʚʘʝʪʩʷ ʚ ʩʦʙʩʪʚʝʥʥʦʤ ʦʢʥʝ. ɼʣʷ ʧʝʨʝʢʣʯʁʝʥʠʷ ʥʘ 

ʥʫʞʥʳʡ ʜʦʢʫʤʝʥʪ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ ʆʢʥʦ ʠʤʷ ʜʦʢʫʤʝʥ-

ʪʘ ʠʣʠ ʚʳʟʚʘʪʴ ʝʛʦ ʠʟ ʇʘʥʝʣʠ ʟʘʜʘʯ Windows. ɼʣʷ ʦʜʥʦʚʨʝʤʝʥʥʦʛʦ 

ʦʪʦʙʨʘʞʝʥʠʷ ʚʩʝʭ ʜʦʢʫʤʝʥʪʦʚ ʥʘʜʦ ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ ʆʢʥʦ ʢʦʤʘʥʜʫ 

ʋʧʦʨʷʜʦʯʠʪʴ ʚʩʝ. 
ʇʨʠ ʨʘʙʦʪʝ ʩ ʦʜʥʠʤ ʙʦʣʴʰʠʤ ʜʦʢʫʤʝʥʪʦʤ ʝʛʦ ʤʦʞʥʦ ʣʦʛʠʯʝʩʢʠ 

ʨʘʟʙʠʪʴ ʥʘ ʜʚʘ ʠ ʨʘʙʦʪʘʪʴ ʩ ʥʠʤʠ ʢʘʢ ʩ ʜʚʫʤʷ ʦʪʜʝʣʴʥʳʤʠ ʜʦʢʫʤʝʥ-

ʪʘʤʠ. ɼʣʷ ʵʪʦʛʦ ʠʟ ʤʝʥʶ ʆʢʥʦ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʈʘʟʜʝʣʠʪʴ ʠʣʠ ʚʦʩ-

ʧʦʣʴʟʦʚʘʪʴʩʷ ʚʝʰʢʦʡ ʨʘʟʙʠʚʢʠ, ʢʦʪʦʨʘʷ ʥʘʭʦʜʠʪʩʷ ʥʘʜ ʚʝʨʪʠʢʘʣʴʥʦʡ 

ʣʠʥʝʡʢʦʡ ʧʨʦʢʨʫʪʢʠ. ɼʣʷ ʚʦʟʚʨʘʪʘ ʢ ʦʜʥʦʤʫ ʜʦʢʫʤʝʥʪʫ ʥʝʦʙʭʦʜʠʤʦ 

ʠʟ ʄʝʥʶ ʆʢʥʦ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʥʷʪʴ ʨʘʟʜʝʣʝʥʠʝ ʠʣʠ ʚʝʨʥʫʪʴ 

ʚʝʰʢʫ ʨʘʟʙʠʚʢʠ ʚ ʠʩʭʦʜʥʦʝ ʩʦʩʪʦʥ̫ʠʝ. 

ʉʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ. ɼʣʷ ʩʦʭʨʘʥʝʥʠʷ ʜʦʢʫʤʝʥʪʘ ʚʳ-

ʙʨʘʪʴ ʠʟ ʤʝʥʶ ʌʘʡʣ ʢʦʤʘʥʜʫ ʉʦʭʨʘʥʠʪʴ ʠʣʠ ʱʝʣʢʥʫʪʴ ʤʳh ʴʶ 

ʢʥʦʧʢʫ ʉʦʭʨʘʥʠʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. ɿʘʪʝʤ ʚ ʜʠʘʣʦʛʦʚʦʤ 
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ʦʢʥʝ ʉʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ ʚ ʧʦʣʝ ʇʘʧʢʘ ʚʳʙʨʘʪʴ ʤʝʩʪʦ ʭʨʘʥʝ-

ʥʠʷ ʜʦʢʫʤʝʥʪʘ, ʘ ʚ ʧʦʣʝ ʌʘʡʣ ʚʚʝʩʪʠ ʠʤʷ ʬʘʡʣʘ ʠ ʱʝʣʢʥʫʪʴ ʢʥʦʧʢʫ 

ʉʦʭʨʘʥʠʪʴ. ɼʣʷ ʩʦʭʨʘʥʝʥʠʷ ʜʦʢʫʤʝʥʪʘ ʚ ʜʨʫʛʦʤ ʤʝʩʪʝ ʠʣʠ ʧʦʜ ʜʨʫ-

ʛʠʤ ʠʤʝʥʝʤ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʭʨʘʥʠʪʴ ʢʘʢ ʠʟ ʤʝʥʶ ʌʘʡʣ. 

 

3. ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ ʜʦʢʫʤʝʥʪʘ. Word ʧʦʟʚʦʣʷʝʪ ʦʪʦʙʨʘʞʘʪʴ ʜʦʢʫ-

ʤʝʥʪ ʥʘ ʵʢʨʘʥʝ ʚ ʨʘʟʣʠʯʥʳʭ ʨʝʞʠʤʘʭ. ʕʪʠ ʨʝʞʠʤʳ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʠʟ 

ʤʝʥʶ ɺʠʜ ʠʣʠ ʩ ʧʦʤʦʱʴʶ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʭ ʢʥʦʧʦʢ ʚ ʣʝʚʦʤ ʫʛʣʫ ʥʘ 

ʛʦʨʠʟʦʥʪʘʣʥɹʦʡ ʣʠʥʝʡʢʝ ʧʨʦʢʨʫʪʢʠ: 

Å ʦʙʳʯʥʳʡ ʨʝʞʠʤ  ï ʦʪʦʙʨʘʞʘʝʪʩʷ ʪʝʢʩʪ, ʥʦ ʥʝ ʦʪʦʙʨʘʞʘʶʪʩʷ ʢʦ-

ʣʦʥʪʠʪʫʣʳ, ʥʦʤʝʨʘ ʩʪʨʘʥʠʮ, ʛʨʘʥʠʮʳ ʣʠʩʪʘ; 

Å ʨʝʞʠʤ ʨʘʟʤʝʪʢʠ ï ʦʪʦʙʨʘʞʘʝʪʩʷ ʚʝʩʴ ʪʝʢʩʪ ʪʘʢ, ʢʘʢ ʦʥ ʙʫʜʝʪ ʚʳ-

ʛʣʷʜʝʪʴ ʧʨʠ ʧʝʯʘʪʠ, ʚʢʣʶʯʘʷ ʢʦʣʦʥʪʠʪʫʣʳ, ʥʦʤʝʨʘ ʩʪʨʘʥʠʮ, ʛʨʘʥʠʮʳ 

ʣʠʩʪʘ; 

Å ʨʝʞʠʤ ʩʪʨʫʢʪʫʨʳ ï ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʫʢʨʫʧʥʝʥʥʦʛʦ ʠʣʠ ʜʝʪʘʣʴ-

ʥʦʛʦ ʧʨʦʩʤʦʪʨʘ ʜʦʢʫʤʝʥʪʘ ʚ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ ʝʛʦ ʩʪʨʫʢʪʫʨʦʡ; 

Å ʨʝʞʠʤ ʚʝʙ-ʜʦʢʫʤʝʥʪʘ ï ʦʪʦʙʨʘʞʘʝʪʩʷ ʚʝʩʴ ʪʝʢʩʪ ʪʘʢ, ʢʘʢ ʦʥ ʙʫ-

ʜʝʪ ʚʳʛʣʷʜʝʪʴ ʧʨʠ ʧʨʦʩʤʦʪʨʝ ʝʛʦ ʩ ʧʦʤʦʱʴʶ ʀʥʪʝʨʥʝʪ-ʙʨʦʫʟʝʨʦʚ. 

ʇʨʠ ʨʘʙʦʪʝ ʩ ʙʦʣʴʰʠʤ ʜʦʢʫʤʝʥʪʦʤ Word ʧʦʟʚʦʣʷʝʪ ʥʘ ʵʢʨʘʥʝ, 

ʩʣʝʚʘ ʦʪ ʦʩʥʦʚʥʦʛʦ ʪʝʢʩʪʘ, ʦʪʦʙʨʘʞʘʪʴ ʩʭʝʤʫ ʜʦʢʫʤʝʥʪʘ. ʉ ʧʦʤʦɦ ʴʶ 

ʩʭʝʤʳ ʜʦʢʫʤʝʥʪʘ ʤʦʞʥʦ ʙʳʩʪʨʦ ʧʝʨʝʭʦʜʠʪʴ ʢ ʣʶʙʦʤʫ ʠʟ ʝʛʦ ʟʘʛʦ-

ʣʦʚʢʦʚ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʦʪʦʙʨʘʟʠʪʴ ʩʭʝʤʫ ʜʦʢʫʤʝʥʪʘ, ʥʝʦʙʭʦʜʠʤʦ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʭʝʤʘ ʜʦʢʫʤʝʥʪʘ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ (ʠʟ ʤʝʥʶ 

ɺʠʜ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʭʝʤʘ ʜʦʢʫʤʝʥʪʘ). 

ʀʟʤʝʥʝʥʠʝ ʤʘʩʰʪʘʙʘ ʦʪʦʙʨʘʞʝʥʠʷ ʜʦʢʫʤʝʥʪʘ 

ʥʘ ʵʢʨʘʥʝ. ʅʘ ʵʢʨʘʥʝ ʜʦʢʫʤʝʥʪ ʤʦʞʥʦ ʦʪʦʙʨʘʞʘʪʴ ʚ ʨʘʟʥʦʤ ʤʘʩ-

ʰʪʘʙʝ. ɼʣʷ ʵʪʦʛʦ ʠʟ ʤʝʥʶ ɺʠʜ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʄʘʩ-

ʰʪʘʙ ʣʠʙʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʡ ʢʥʦʧʢʦʡ ʥʘ ʧʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ, ʘ ʟʘʪʝʤ ʫʩʪʘʥʦʚʠʪʴ ʪʨʝʙʫʝʤʳʡ ʤʘʩʰʪʘʙ ʦʪʦʙʨʘʞʝʥʠʷ 

ʜʦʢʫʤʝʥʪʘ. 

ɺʳʜʝʣʝʥʠʝ ʪʝʢʩʪʘ. Word ʠʩʧʦʣʴʟʫʝʪ ʦʙʱʠʡ ʧʨʠʥʮʠʧ, ʭʘ-

ʨʘʢʪʝʨʥʳʡ ʜʣʷ ʧʨʠʣʦʞʝʥʠʡ Windows: ʩʥʘʯʘʣʘ ï ʚʳʜʝʣʝʥʠʝ, ʟʘʪʝʤ ï 

ʚʳʧʦʣʥʝʥʠʝ. ɼʣʷ ʚʳʧʦʣʥʝʥʠʷ ʢʘʢʠʭ-ʣʠʙʦ ʜʝʡʩʪʚʠʡ ʥʘʜ ʬʨʘʛʤʝʥʪʦʤ 

ʪʝʢʩʪʘ (ʫʜʘʣʝʥʠʝ, ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ, ʧʝʨʝʤʝʱʝʥʠʝ, ʢʦʧʠʨʦʚʘʥʠʝ) ʝʛʦ 

ʥʝʦʙʭʦʜʠʤʦ ʩʥʘʯʘʣʘ ʚʳʜʝʣʠʪʴ, ʘ ʟʘʪʝʤ ʧʨʦʠʟʚʝʩʪʠ ʪʨʝʙʫʝʤʦʝ ʜʝʡ-

ʩʪʚʠʝ. ɺʳʜʝʣʝʥʠʝ ʤʦʞʥʦ ʚʳʧʦʣʥʠʪʴ ʩ ʧʦʤʦʱʴʶ ʢʘʢ ʤʳʰʠ, ʪʘʢ ʠ 

ʢʣʘʚʠʘʪʫʨʳ. 
ɺʳʜʝʣʝʥʠʝ ʪʝʢʩʪʘ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ. ʇʨʠ ʚʳʜʝʣʝ-

ʥʠʠ ʬʨʘʛʤʝʥʪʘ ʪʝʢʩʪʘ ʥʘʜʦ ʩʪʘʪʴ ʫʢʘʟʘʪʝʣʝʤ ʤʳʰʠ ʚ ʥʘʯʘʣʦ ʚʳʜʝʣ̫ -

ʝʤʦʛʦ ʬʨʘʛʤʝʥʪʘ ʠ, ʫʜʝʨʞʠʚʘʷ ʥʘʞʘʪʦʡ ʣʝʚʫʶ ʢʥʦʧʢʫ, ʧʝʨʝʤʝʩʪʠʪʴ 

ʫʢʘʟʘʪʝʣʴ ʚ ʢʦʥʝʮ ʚʳʜʝʣʷʝʤʦʛʦ ʬʨʘʛʤʝʥʪʘ. 
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ʏʪʦʙʳ ʚʳʜʝʣʠʪʴ ʩʣʦʚʦ ʚ ʩʪʨʦʢʝ, ʥʘʜʦ ʥʘ ʥʝʤ ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ 

ʤʳʰʴʶ. ɼʣʷ ʚʳʜʝʣʝʥʠʷ ʚʩʝʛʦ ʘʙʟʘʮʘ ʥʘʜʦ ʱʝʣʢʥʫʪʴ ʪʨʠ ʨʘʟʘ ʚ ʣʶ-

ʙʦʤ ʤʝʩʪʝ ʘʙʟʘʮʘ. ʆʪʜʝʣʴʥʦʝ ʧʨʝʜʣʦʞʝʥʠʝ ʚʳʜʝʣʷʝʪʩʷ ʱʝʣʯʢʦʤ ʤʳ-

ʰʠ ʧʨʠ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʝ <Ctrl >. ɼʣʷ ʚʳʜʝʣʝʥʠʷ ʪʝʢʩʪʘ ʧʦ ʢʦʣʦʥʢʘʤ 

ʠʩʧʦʣʴʟʫʝʪʩʷ ʤʳʰʴ ʚ ʩʦʯʝʪʘʥʠʠ ʩ ʢʣʘʚʠʰʝʡ <Alt >. 

ʂʨʦʤʝ ʵʪʦʛʦ, ʤʦʞʥʦ ʚʳʜʝʣʷʪʴ ʪʝʢʩʪ, ʠʩʧʦʣʴʟʫʷ ʧʦʣʦʩʫ ʚʳʜʝʣʝʥʠʷ. 

ʇʦʣʦʩʘ ʚʳʜʝʣʝʥʠʷ ï ʵʪʦ ʥʝʚʠʜʠʤʳʡ ʩʪʦʣʙʝʮ ʫ ʣʝʚʦʛʦ ʢʨʘʷ ʜʦʢʫʤʝʥ-

ʪʘ. ɽʩʣʠ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʧʦʧʘʜʘʝʪ ʥʘ ʥʝʛʦ, ʦʥ ʠʟʤʝʥʷʝʪ ʩʚʦʶ ʬʦʨʤʫ 

ʥʘ ʩʪʨʝʣʢʫ. ʆʜʥʠʤ ʱʝʣʯʢʦʤ ʥʘ ʧʦʣʦʩʝ ʚʳʜʝʣʝʥʠʷ ʚʳʜʝʣʷʝʪʩʷ ʦʜʥʘ 

ʩʪʨʦʢʘ, ʜʚʦʡʥʳʤ ï ʘʙʟʘʮ, ʪʨʦʡʥʳʤ ï ʚʝʩʴ ʜʦʢʫʤʝʥʪ. ʇʝʨʝʤʝʱʘʷ ʧʨʠ 

ʥʘʞʘʪʦʡ ʣʝʚʦʡ ʢʥʦʧʢʝ ʤʳʰʠ ʫʢʘʟʘʪʝʣʴ ʧʦ ʧʦʣʦʩʝ ʚʳʜʝʣʝʥʠʷ, ʤʦʞʥʦ 

ʧʦʤʝʪʠʪʴ ʧʨʦʠʟʚʦʣʴʥʳʡ ʬʨʘʛʤʝʥʪ ʜʦʢʫʤʝʥʪʘ. 

ɺʳʜʝʣʝʥʠʝ ʪʝʢʩʪʘ ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠʘʪʫʨʳ. ʇʨʠ 

ʚʳʜʝʣʝʥʠʠ ʬʨʘʛʤʝʥʪʘ ʪʝʢʩʪʘ ʩʪʘʥʴʪʝ ʚ ʥʘʯʘʣʦ ʚʳʜʝʣʷʝʤʦʛʦ ʬʨʘʛʤʝʥ-

ʪʘ, ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ <Shift> ʠ, ʫʜʝʨʞʠʚʘʷ ʝʝ, ʧʝʨʝʤʝʱʘʡʪʝʩʴ ʧʦ 

ʪʝʢʩʪʫ ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʦʢ ʫʧʨʘʚʣʝʥʠʷ ʢʫʨʩʦʨʦʤ. ɼʣʷ ʚʳʜʝʣʝʥʠʷ 

ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʩʣʝʜʫʶʱʠʝ ʩʦʯʝʪʘʥʠʷ ʢʣʘʚʠʰ: 
ʥʘ ʦʜʠʥ ʩʠʤʚʦʣ ʚʧʨʘʚʦ <Shift> + <Ÿ> 

ʥʘ ʦʜʠʥ ʩʠʤʚʦʣ ʚʣʝʚʦ <Shift> + <Ŷ> 

ʜʦ ʢʦʥʮʘ ʩʣʦʚʘ <Ctrl > + <Shift> + <Ÿ> 

ʜʦ ʥʘʯʘʣʘ ʩʣʦʚʘ <Ctrl > + <Shift> + <Ŷ> 

ʜʦ ʢʦʥʮʘ ʩʪʨʦʢʠ <Shift> + <End> 

ʜʦ ʥʘʯʘʣʘ ʩʣʦʚʘ <Shift> + <Home> 

ʥʘ ʦʜʥʫ ʩʪʨʦʢʫ ʚʥʠʟ <Shift> + <Ź> 

ʥʘ ʦʜʥʫ ʩʪʨʦʢʫ ʚʚʝʨʭ <Shift> + <ŷ> 

ʜʦ ʢʦʥʮʘ ʘʙʟʘʮʘ <Ctrl > + <Shift> + <Ź> 

ʜʦ ʥʘʯʘʣʘ ʘʙʟʘʮʘ <Ctrl > + <Shift> + <ŷ> 

ʚʳʜʝʣʠʪʴ ʚʝʩʴ ʜʦʢʫʤʝʥʪ <Ctrl > + <A> 

ʆʪʤʝʥʘ ʜʝʡʩʪʚʠʷ. Word ʧʦʟʚʦʣʷʝʪ ʦʪʤʝʥʠʪʴ ʧʦʩʣʝʜʥʠʝ 

ʦʰʠʙʦʯʥʳʝ ʜʝʡʩʪʚʠʷ. ɼʣʷ ʦʪʤʝʥʳ ʦʜʥʦʛʦ ʧʦʩʣʝʜʥʝʛʦ ʜʝʡʩʪʚʠʷ ʥʝʦʙ-

ʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʚ ʤʝʥʶ ʇʨʘʚʢʘ ʢʦʤʘʥʜʫ ʆʪʤʝʥʠʪʴ ʠʣʠ ʥʘʞʘʪʴ 

ʢʥʦʧʢʫ ʆʪʤʝʥʠʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʠʣʠ ʥʘʞʘʪʴ çʛʦʨʷʯʠʝè 

ʢʣʘʚʠʰʠ <Ctrl > + <Z>. 

ʂʨʦʤʝ ʵʪʦʛʦ, ʤʦʞʥʦ ʦʪʤʝʥʠʪʴ ʮʝʣʫʶ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʦʧʝʨʘ-

ʮʠʡ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʨʘʩʢʨʳʪʴ ʩʧʠʩʦʢ ʧʦʩʣʝʜʥʠʭ ʜʝʡʩʪʚʠʡ ʥʘ 

ʢʥʦʧʢʝ ʆʪʤʝʥʠʪʴ (ʤʘʣʝʥʴʢʠʡ ʪʨʝʫʛʦʣʴʥʠʢ ʩʧʨʘʚʘ ʥʘ ʢʥʦʧʢʝ) ʠ, ʚʳ-

ʜʝʣʠʚ ʩʪʦʣʴʢʦ ʦʧʝʨʘʮʠʡ, ʩʢʦʣʴʢʦ ʥʝʦʙʭʦʜʠʤʦ, ʱʝʣʢʥʫʪʴ ʧʦ ʧʦʩʣʝʜ-

ʥʝʡ ʠʟ ʥʠʭ. 

ʇʝʨʝʥʦʩ ʩʣʦʚ. Word ʧʦʟʚʦʣʷʝʪ ʧʝʨʝʥʦʩʠʪʴ ʩʣʦʚʘ ʚ ʜʦʢʫʤʝʥʪʝ 

ʨʫʯʥʳʤ ʠʣʠ ʘʚʪʦʤʘʪʠʯʝʩʢʠʤ ʩʧʦʩʦʙʦʤ. ɺ ʨʝʞʠʤʝ ʨʫʯʥʦʛʦ ʫʧʨʘʚʣʝ-

ʥʠʷ ʧʝʨʝʥʦʩʘʤʠ Word ʦʪʦʙʨʘʞʘʝʪ ʢʘʞʜʳʡ ʩʣʫʯʘʡ ʧʝʨʝʥʦʩʘ ʠ ʟʘʧʨʘ-
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ʰʠʚʘʝʪ ʫ ʧʦʣʴʟʦʚʘʪʝʣʷ ʨʘʟʨʝʰʝʥʠʝ, ʧʨʝʞʜʝ ʯʝʤ ʚʩʪʘʚʠʪʴ ʧʝʨʝʥʦʩ 

(ʜʝʬʠʩ). ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚrʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʗʟʳʢ, ʟʘʪʝʤ ï ʈʘʩʩʪʘʥʦʚʢʘ ʧʝʨʝʥʦʩʦʚ. ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ 

ʦʢʥʝ ʩʙʨʦʩʠʪʴ ʬʣʘʞʦʢ ɸʚʪʦʤʘʪʠʯʝʩʢʘʷ ʨʘʩʩʪʘʥʦʚʢʘ ʧʝʨʝʥʦʩʦʚ ʠ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʇʨʠʥʫʜʠʪʝʣʴʥʦ. 

ɼʣʷ ʘʚʪʦʤʘʪʠʯʝʩʢʦʡ ʥʘʩʪʨʦʡʢʠ ʧʘʨʘʤʝʪʨʦʚ ʧʝʨʝʥʦʩʘ ʩʣʦʚ ʠʟ ʤʝ-

ʥʶ ʉʝʨʚʠʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʗʟʳʢ, ʟʘʪʝʤ ï ʈʘʩʩʪʘʥʦʚʢʘ ʧʝʨʝʥʦʩʦʚ. 

ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʫʩʪʘʥʦʚʠʪʴ ʬʣʘʞʦʢ ɸʚʪʦʤʘʪʠʯʝ-

ʩʢʘʷ ʨʘʩʩʪʘʥʦʚʢʘ ʧʝʨʝʥʦʩʦʚ. 
ɸʚʪʦʟʘʤʝʥʘ. ɼʘʥʥʳʡ ʨʝʞʠʤ ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʘʚʪʦʤʘʪʠʯʝ-

ʩʢʦʡ ʟʘʤʝʥʳ ʪʠʧʦʚʳʭ ʦʧʝʯʘʪʦʢ (ʜʷʣ ʥʘ ʜʣʷ) ʠʣʠ ʜʣʷ ʨʘʩʰʠʨʝʥʠʷ ʚʚʝ-

ʜʝʥʥʳʭ ʚ ʜʦʢʫʤʝʥʪ ʩʦʢʨʘʱʝʥʥʳʭ ʩʣʦʚ (ʅʀʀ ʥʘ ʅʘʫʯʥʦ-

ʠʩʩʣʝʜʦʚʘʪʝʣʴʩʢʠʡ ʠʥʩʪʠʪʫʪ). ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʠʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ ʘʚʪʦʟʘʤʝʥ ;r 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʚ ʧʦʣʝ ɿʘʤʝʥʠʪʴ ʫʢʘʟʘʪʴ ʩʦʢʨʘʱʝʥʥʦʝ ʩʣʦʚʦ 

(ʠʣʠ ʥʝʧʨʘʚʠʣʴʥʦʝ ʩʣʦʚʦ), ʘ ʚ ʧʦʣʝ ʅʘ ʫʢʘʟʘʪʴ ʨʘʩʰʠʨʝʥʥʦʝ ʩʣʦʚʦ 

(ʧʨʘʚʠʣʴʥʦʝ); 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʦʙʘʚʠʪʴ. 

ʂʦʧʠʨʦʚʘʥʠʝ ʠ ʧʝʨʝʤʝʱʝʥʠʝ ʬʨʘʛʤʝʥʪʘ ʪʝʢʩʪʘ. 

ʆʯʝʥʴ ʯʘʩʪʦ ʚʦʟʥʠʢʘʝʪ ʥʝʦʙʭʦʜʠʤʦʩʪʴ ʩʢʦʧʠʨʦʚʘʪʴ ʠʣʠ ʧʝʨʝʤʝʩʪʠʪʴ 

ʫʞʝ ʠʤʝʶʱʠʡʩʷ ʬʨʘʛʤʝʥʪ ʪʝʢʩʪʘ ʚ ʜʨʫʛʦʝ ʤʝʩʪʦ ʵʪʦʛʦ ʜʦʢʫʤʝʥʪʘ 

ʠʣʠ ʚ ʜʨʫʛʦʡ ʜʦʢʫʤʝʥʪ. ɺ Word ʢʦʧʠʨʦʚʘʥʠʝ ʧʦʜʦʙʥʦ ʧʝʨʝʤʝɦ ʝʥʠʶ. 

ʈʘʟʥʠʮʘ ʩʦʩʪʦʠʪ ʚ ʪʦʤ, ʯʪʦ ʠʩʭʦʜʥʳʡ ʬʨʘʛʤʝʥʪ ʦʩʪʘʝʪʩʷ ʥʘ ʤʝʩʪʝ, ʘ ʚ 

ʥʦʚʦʝ ʤʝʩʪʦ ʚʩʪʘʚʣʷʝʪʩʷ ʝʛʦ ʢʦʧʠʷ. ʆʧʝʨʘʮʠʶ ʢʦʧʠʨʦʚʘʥʠʝ (ʧʝʨʝ-

ʤʝʱʝʥʠʝ) ʤʦʞʥʦ ʧʨʦʠʟʚʝʩʪʠ ʩ ʧʦʤʦʱʴʶ ʙʫʬʝʨʘ ʦʙʤʝʥʘ ʠʣʠ ʤʳʰʴʶ. 

ʂʦʧʠʨʦʚʘʥʠʝ ʠ ʧʝʨʝʤʝʱʝʥʠʝ ʩ ʧʦʤʦʱʴʶ ɹʫʬʝ-

ʨʘ ʦʙʤʝʥʘ: 

Å ʚʳʜʝʣʠʪʴ ʦʙʲʝʢʪ; 

Å ʠʟ ʤʝʥʶ ʇʨʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɺʳʨʝʟʘʪʴ (ʧʨʠ ʧʝʨʝʤʝʱʝ-

ʥʠʠ) ʠʣʠ ʂʦʧʠʨʦʚʘʪʴ (ʧʨʠ ʢʦʧʠʨʦʚʘʥʠʠ); 

Å ʧʦʩʪʘʚʠʪʴ ʢʫʨʩʦʨ ʚ ʥʫʞʥʦʝ ʤʝʩʪʦ; 

Å ʠʟ ʤʝʥʶ ʇʨʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɺʩʪʘʚʠʪʴ. 
ɿʘʤʝʯʘʥʠʝ. ʉʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʢʦʤʘʥʜʳ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʚ ʢʦʥ-

ʪʝʢʩʪʥʦʤ ʤʝʥʶ ʠʣʠ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʤʠ ʢʥʦʧʢʘʤʠ ʥʘ 

ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ʂʦʧʠʨʦʚʘʥʠʝ ʠ ʧʝʨʝʤʝʱʝʥʠʝ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ: 
Å ʚʳʜʝʣʠʪʴ ʦʙʲʝʢʪ; 

Å ʫʩʪʘʥʦʚʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʚ ʧʨʝʜʝʣʘʭ ʚʳʜʝʣʝʥʥʦʛʦ ʦʙʲʝʢʪʘ ʠ 

ʧʨʠ ʥʘʞʘʪʦʡ ʣʝʚʦʡ (ʧʨʘʚʦʡ) ʢʥʦʧʢʝ ʧʝʨʝʤʝʩʪʠʪʴ ʤʘʨʢʝʨ ʚ ʥʫʞʥʦʝ 

ʤʝʩʪʦ.  
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ʂʦʧʠʨʦʚʘʥʠʝ ʚʳʧʦʣʥʷʝʪʩʷ ʘʥʘʣʦʛʠʯʥʦ ʧʝʨʝʤʝʱʝʥʠʶ, ʥʦ ʧʨʠ 

ʥʘʞʘʪʦʡ ʢʥʦʧʢʝ <Ctrl >; 

ʂʦʧʠʨʦʚʘʥʠʝ ʠ ʧʝʨʝʤʝʱʝʥʠʝ ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠ-
ʘʪʫʨʳ: 

Å ʚʳʜʝʣʠʪʴ ʦʙʲʝʢʪ; 

Å ʥʘʞʘʪʴ <Ctrl > + <lnsert> (ʜʣʷ ʢʦʧʠʨʦʚʘʥʠʷ) ʠʣʠ <Ctrl> + <ʍ> 

(ʜʣʷ ʧʝʨʝʤʝʱʝʥʠʷ); 

Å ʧʦʩʪʘʚʠʪʴ ʢʫʨʩʦʨ ʚ ʥʫʞʥʦʝ ʤʝʩʪʦ ʠ ʥʘʞʘʪʴ <Shift> + <lnsert>. 

 

4. ʉʨʝʜʩʪʚʘ ʧʨʦʚʝʨʢʠ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ. ʇʨʦʚʝʨʢʘ ʧʨʘʚʦ-

ʧʠʩʘʥʠʷ. Word ʧʦʟʚʦʣʷʝʪ ʧʨʦʚʝʨʷʪʴ ʜʦʢʫʤʝʥʪ ʥʘ ʧʨʘʚʦʧʠʩʘʥʠʝ: 

ʛʨʘʤʤʘʪʠʯʝʩʢʠʝ ʠ ʦʨʬʦʛʨʘʬʠʯʝʩʢʠʝ ʦʰʠʙʢʠ. ʉʫʱʝʩʪʚʫʶʪ ʜʚʘ ʩʧʦʩʦ-

ʙʘ ʧʨʦʚʝʨʢʠ ʧʨʘʚʦʧʠʩʘʥʠʷ: ʘʚʪʦʤʘʪʠʯʝʩʢʘʷ ʠ ʨʫʯʥʘʷ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʨʦʠʟʚʦʜʠʣʘʩʴ ʘʚʪʦʤʘʪʠʯʝʩʢʘʷ ʧʨʦʚʝʨʢʘ ʧʨʘʚʦ-

ʧʠʩʘʥʠʷ ʧʨʠ ʚʚʦʜʝ ʪʝʢʩʪʘ, ʥʘʜʦ: 

Å ʠʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ, ʘ ʟʘʪʝʤ ï ʚʢʣʘʜ-

ʢʫ ʇʨʘʚʦʧʠʩʘʥʠʝ; 

Å ʫʩʪʘʥʦʚʠʪʴ ʬʣʘʞʢʠ ɸʚʪʦʤʘʪʠʯʝʩʢʠ ʧʨʦʚʝʨʷʪʴ ʦʨʬʦʛʨʘʬʠʶ ʠ 

ɸʚʪʦʤʘʪʠʯʝʩʢʠ ʧʨʦʚʝʨʷʪʴ ʛʨʘʤʤʘʪʠʢʫ; 
Å ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ ʆʂ. 

ʇʨʠ ʚʚʦʜʝ ʪʝʢʩʪʘ ʦʨʬʦʛʨʘʬʠʯʝʩʢʠʝ ʦʰʠʙʢʠ Word ʚʳʜʝʣʷʝʪ ʢʨʘʩ-

ʥʦʡ ʚʦʣʥʠʩʪʦʡ ʣʠʥʠʝʡ, ʘ ʛʨʘʤʤʘʪʠʯʝʩʢʠʝ ï ʟʝʣʝʥʦʡ. ʏʪʦʙʳ ʠʩʧʨʘ-

ʚʠʪʴ ʜʦʧʫʱʝʥʥʫʶ ʦʰʠʙʢʫ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʟʚʘʪʴ ʥʘ ʚʳʜʝʣʝʥʥʦʤ ʪʝʢʩʪʝ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ; 

Å ʚʳʙʨʘʪʴ ʧʨʘʚʠʣʴʥʳʡ ʚʘʨʠʘʥʪ ʥʘʧʠʩʘʥʠʷ; 

Å ʚ ʩʣʫʯʘʝ ʦʪʩʫʪʩʪʚʠʷ ʩʣʦʚʘ ʚ ʩʣʦʚʘʨʝ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɼʦʙʘʚʠʪʴ 

ʚ ʩʣʦʚʘʨʴ ʜʣʷ ʜʦʙʘʚʣʝʥʠʷ ʩʣʦʚʘ ʚ ʩʣʦʚʘʨʴ. 

ʇʨʠ ʨʫʯʥʦʡ ʧʨʦʚʝʨʢʝ ʧʨʘʚʦʧʠʩʘʥʠʷ ʜʦʢʫʤʝʥʪʘ ʥʘʜʦ ʥʘʞʘʪʴ ʢʥʦʧ-

ʢʫ ʇʨʘʚʦʧʠʩʘʥʠʝ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠʣʠ ʠʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚr -

ʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʨʘʚʦʧʠʩʘʥʠʝ. 

ʇʨʠ ʥʘʭʦʞʜʝʥʠʠ ʚʦʟʤʦʞʥʳʭ ʦʰʠʙʦʢ ʧʨʘʚʦʧʠʩʘʥʠʷ ʥʝʦʙʭʦʜʠʤʦ 

ʚʥʝʩʪʠ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʠʩʧʨʘʚʣʝʥʠʷ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʇʨʘʚʦʧʠ-

ʩʘʥʠʝ. 
ɺʩʪʨʝʪʠʚ ʥʝʟʥʘʢʦʤʦʝ ʩʣʦʚʦ, Word ʦʪʢʨʳʚʘʝʪ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ 

ʇʨʘʚʦʧʠʩʘʥʠʝ, ʛʜʝ ʙʫʜʫʪ ʧʨʝʜʩʪʘʚʣʝʥʳ ʧʨʘʚʠʣʴʥʳʝ ʚʘʨʠʘʥʪʳ ʥʘʧʠ-

ʩʘʥʠʷ ʩʣʦʚ, ʙʣʠʟʢʠʭ ʧʦ ʩʦʩʪʘʚʫ. ʄʦʞʥʦ ʚʳʙʨʘʪʴ ʧʦʜʭʦʜʷʱʝʝ ʩʣʦʚʦ 

ʠʟ ʩʧʠʩʢʘ ʠʣʠ ʚʚʝʩʪʠ ʧʨʘʚʠʣʴʥʦʝ ʥʘʧʠʩʘʥʠʝ ʚ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʝ ʦʢʥʦ. 
ʇʦʩʣʝ ʵʪʦʛʦ ʤʦʞʥʦ ʜʘʪʴ ʢʦʤʘʥʜʫ ɿʘʤʝʥʠʪʴ ʠʣʠ ɿʘʤʝʥʠʪʴ ʚʩʝ ʜʣʷ 

ʠʩʧʨʘʚʣʝʥʠʷ ʦʰʠʙʢʠ. ʄʦʞʥʦ ʧʨʦʧʫʩʪʠʪʴ ʵʪʦ ʩʣʦʚʦ (ʦʩʪʘʚʠʪʴ ʙʝʟ 

ʠʟʤʝʥʝʥʠʷ), ʥʘʞʘʚ ʢʥʦʧʢʫ ʇʨʦʧʫʩʪʠʪʴ. ʂʨʦʤʝ ʵʪʦʛʦ, ʝʩʣʠ ʜʘʥʥʦʛʦ 
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ʩʣʦʚʘ ʥʝʪ ʚ ʩʣʦʚʘʨʝ, ʤʦʞʥʦ ʚʚʝʩʪʠ ʝʛʦ ʚ ʩʣʦʚʘʨʴ, ʥʘʞʘʚ ʢʥʦʧʢʫ 

ɼʦʙʘʚʠʪʴ. 

ʄʦʞʥʦ ʧʨʦʚʝʨʷʪʴ ʥʝ ʚʝʩʴ ʜʦʢʫʤʝʥʪ, ʘ ʯʘʩʪʴ ʝʛʦ. ɼʣʷ ʵʪʦʛʦ ʧʝʨʝʜ 

ʟʘʧʫʩʢʦʤ ʧʨʦʚʝʨʢʠ ʧʨʘʚʦʧʠʩʘʥʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʯʘʩʪʴ ʜʦʢʫ-

ʤʝʥʪʘ. 

ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʩʨʝʜʩʪʚ ʧʦʠʩʢʘ ʠ ʟʘʤʝʥʳ. Word  

ʧʦʟʚʦʣʷʝʪ ʙʳʩʪʨʦ ʥʘʭʦʜʠʪʴ ʢʦʥʢʨʝʪʥʦʝ ʩʣʦʚʦ ʠʣʠ ʩʣʦʚʦʩʦʯʝʪʘʥʠʝ, 

ʬʨʘʛʤʝʥʪ ʪʝʢʩʪʘ, ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ, ʩʧʝʮʠʘʣʴʥʳʝ ʩʠʤʚʦʣʳ ʚ ʜʦʢʫʤʝʥ-

ʪʝ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʥʘʡʪʠ ʪʨʝʙʫʝʤʳʡ ʵʣʝʤʝʥʪ ʪʝʢʩʪʘ ʚ ʜʦʢʫʤʝʥʪʝ, 

ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʇʨʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʅʘʡʪʠ ʠʣʠ ʥʘʞʘʪʴ 

ʢʦʤʙʠʥʘʮʠʶ ʢʣʘʚʠʰ <Ctrl > + <F>. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʥʝ ʪʦʣʴʢʦ ʥʘʡʪʠ ʩʣʦʚʦ ʠʣʠ ʥʘʙʦʨ ʩʠʤʚʦʣʦʚ, ʥʦ ʠ 

ʟʘʤʝʥʠʪʴ ʠʭ ʥʘ ʜʨʫʛʠʝ, ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɿʘʤʝʥʠʪʴ ʠʟ 

ʤʝʥʶ ʇʨʘʚʢʘ ʠʣʠ ʥʘʞʘʪʴ ʢʦʤʙʠʥʘʮʠʶ ʢʣʘʚʠʰ <Ctrl> + <ʅ>. ɺʩʷ 

ʥʝʦʙʭʦʜʠʤʘʷ ʠʥʬʦʨʤʘʮʠʷ ʜʣʷ ʧʦʠʩʢʘ ʠ ʟʘʤʝʥʳ ʚʚʦʜʠʪʩʷ ʚ ʩʦʦʪʚʝʪ-

ʩʪʚʫʶʱʠʝ ʧʦʣʷ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ ʅʘʡʪʠ ʠ ʟʘʤʝʥʠʪʴ. ʂʥʦʧʢʘ ɹʦʣɹ-

ʰʝ ʩʣʫʞʠʪ ʜʣʷ ʟʘʜʘʥʠʷ ʜʦʧʦʣʥʠʪʝʣʴʥʳʭ ʧʘʨʘʤʝʪʨʦʚ ʧʦʠʩʢʘ (ʟʘʤʝ-

ʥʳ). ʇʦʩʣʝ ʝʝ ʥʘʞʘʪʠʷ ʦʥʘ ʧʨʝʚʨʘʱʘʝʪʩʷ ʚ ʢʥʦʧʢʫ ʄʝʥʴʰʝ, ʠ ʚ ʜʠʘ-

ʣʦʛʦʚʦʤ ʦʢʥʝ ʧʦʷʚʣʷʶʪʩʷ ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ ʧʘʨʘʤʝʪʨʳ ʧʦʠʩʢʘ (ʟʘʤʝ-

ʥʳ). 

ʂʥʦʧʢʘ ʅʘʡʪʠ ʜʘʣʝʝ ʩʣʫʞʠʪ ʜʣʷ ʧʦʠʩʢʘ ʠʩʢʦʤʦʡ ʠʥʬʦʨʤʘʮʠʠ. 

ʉ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ʌʦʨʤʘʪ ʤʦʞʥʦ ʟʘʜʘʪʴ ʨʘʟʣʠʯʥʳʝ ʧʘʨʘʤʝʪʨʳ 

ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʪʝʢʩʪʘ ʜʣʷ ʧʦʠʩʢʘ (ʟʘʤʝʥʳ). 

ʂʥʦʧʢʘ ʉʧʝʮʠʘʣʴʥʳʡ ʧʦʟʚʦʣʷʝʪ ʧʨʦʠʟʚʦʜʠʪʴ ʧʦʠʩʢ (ʟʘʤʝʥʫ) 

ʩʧʝʮʠʘʣʴʥʳʭ ʩʠʤʚʦʣʦʚ (ʩʠʤʚʦʣ ʘʙʟʘʮʘ, ʪʘʙʫʣʷʮʠʠ, ʧʝʨʝʥʦʩʦʚ ʠ ʧʨ.). 

ʂʥʦʧʢʘ ʉʥʷʪʴ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʫʜʘʣʷʝʪ ʚʩʝ ʫʩʪʘʥʦʚʣʝʥʥʳʝ ʧʘ-

ʨʘʤʝʪʨʳ ʧʦʠʩʢʘ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ. 

ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ. ɼʣʷ ʣʶʙʦʛʦ ʩʦʟʜʘʚʘʝʤʦʛʦ ʜʦʢʫʤʝʥ-

ʪʘ Word ʫʩʪʘʥʘʚʣʠʚʘʝʪ ʧʦ ʫʤʦʣʯʘʥʠʶ ʦʧʨʝʜʝʣʝʥʥʳʝ ʧʘʨʘʤʝʪʨʳ 

ʩʪʨʘʥʠʮʳ (ʧʦʣʷ ʜʦʢʫʤʝʥʪʘ, ʦʨʠʝʥʪʘʮʠʶ ʩʪʨʘʥʠʮ, ʨʘʟʤʝʨ ʙʫʤʘʛʠ 

ʠ ʪ. ʜ.). 

ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʵʪʠʭ ʧʘʨʘʤʝʪʨʦʚ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʌʘʡʣ ʚr -

ʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ, ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʚʙrʨʘʪʴ 

ʥʫʞʥʫʶ ʚʢʣʘʜʢʫ ʠ ʫʢʘʟʘʪʴ ʪʨʝʙʫʝʤʳʝ ʟʥʘʯʝʥʠʷ ï ʧʦʣʷ (ʦʪʩʪʫʧ ʦʪ 

ʢʨʘʷ ʣʠʩʪʘ), ʨʘʟʤʝʨ ʙʫʤʘʛʠ, ʦʨʠʝʥʪʘʮʠʶ ʧʝʯʘʪʠ (ʢʥʠʞʥʘʷ, ʘʣʴʙʦʤ-

ʥʘʷ). 
ʇʨʝʜʚʘʨʠʪʝʣʴʥʳʡ ʧʨʦʩʤʦʪʨ ʜʦʢʫʤʝʥʪʘ ʧʝʨʝʜ 

ʧʝʯʘʪʴʶ. Word ʧʦʟʚʦʣʷʝʪ ʧʨʦʩʤʦʪʨʝʪʴ ʥʘ ʵʢʨʘʥʝ ʜʦʢʫʤʝʥʪ ʚ ʪʦʤ 

ʚʠʜʝ, ʢʘʢ ʦʥ ʙʫʜʝʪ ʚʳʛʣʷʜʝʪʴ ʧʨʠ ʧʝʯʘʪʠ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʚʳ-
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ʙʨʘʪʴ ʠʟ ʤʝʥʶ ʌʘʡʣ ʢʦʤʘʥʜʫ ʇʨʝʜʚʘʨʠʪʝʣʴʥʳʡ ʧʨʦʩʤʦʪʨ ʠʣʠ 

ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʡ ʢʥʦʧʢʦʡ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ɺ ʨʝʞʠʤʝ ʧʨʝʜʚʘʨʠʪʝʣʴʥʦʛʦ ʧʨʦʩʤʦʪʨʘ ʩ ʜʦʢʫʤʝʥʪʦʤ ʫʜʦʙʥʦ ʨʘ-

ʙʦʪʘʪʴ ʩ ʧʦʤʦʱʴʶ ʧʘʥʝʣʠ ʇʨʝʜʚʘʨʠʪʝʣʴʥʳʡ ʧʨʦʩʤʦʪʨ. ɼʘʥʥʘʷ 

ʧʘʥʝʣʴ ʧʦʟʚʦʣʷʝʪ ʫʚʝʣʠʯʠʚʘʪʴ ʠ ʫʤʝʥʴʰʘʪʴ ʨʘʟʤʝʨ ʠʟʦʙʨʘʞʝʥʠʷ 

ʩʪʨʘʥʠʮʳ, ʦʪʦʙʨʘʞʘʪʴ ʥʘ ʵʢʨʘʥʝ ʥʝʩʢʦʣʴʢʦ ʩʪʨʘʥʠʮ ʦʜʥʦʚʨʝʤʝʥʥʦ, 

ʦʩʫʱʝʩʪʚʣʷʪʴ ʠʭ ʧʦʜʛʦʥʢʫ. 

ɼʣʷ ʚʦʟʚʨʘʪʘ ʢ ʨʝʜʘʢʪʠʨʫʝʤʦʤʫ ʜʦʢʫʤʝʥʪʫ ʥʘʜʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ 

ɿʘʢʨʳʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʇʨʝʜʚʘʨʠʪʝʣʴʥʳʡ ʧʨʦʩʤʦʪʨ ʠʣʠ 

ʢʣʘʚʠʰʫ <Esc>. 

ʇʝʯʘʪʴ ʜʦʢʫʤʝʥʪʘ. ʏʪʦʙʳ ʥʘʧʝʯʘʪʘʪʴ ʜʦʢʫʤʝʥʪ, ʥʘʜʦ ʚʦʩ-

ʧʦʣʴʟʦʚʘʪʴʩʷ ʢʥʦʧʢʦʡ ʇʝʯʘʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ (ʧʝʯʘʪʘʝʪʩʷ 

ʚʝʩʴ ʜʦʢʫʤʝʥʪ) ʠʣʠ ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ ʌʘʡʣ ʢʦʤʘʥʜʫ ʇʝʯʘʪʴ, ʠʣʠ 

ʥʘʞʘʪʴ ʢʣʘʚʠʰʠ <Ctrl > + <P> (ʜʦʢʫʤʝʥʪ ʧʝʯʘʪʘʝʪʩʷ ʧʦ ʫʩʪʘʥʘʚʣʠʚʘ-

ʝʤʳʤ ʧʘʨʘʤʝʪʨʘʤ). 

ɺ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʇʝʯʘʪʴ ʤʦʞʥʦ ʟʘʜʘʪʴ ʢʦʣʠʯʝʩʪʚʦ ʧʝʯʘʪʘʝʤʳʭ 

ʢʦʧʠʡ ʜʦʢʫʤʝʥʪʘ, ʫʢʘʟʘʪʴ ʜʠʘʧʘʟʦʥ ʠ ʧʦʨʷʜʦʢ ʧʝʯʘʪʠ, ʚʙrʨʘʪʴ ʪʠʧ 

ʧʨʠʥʪʝʨʘ. ʉ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ʇʘʨʘʤʝʪʨʳ ʤʦʞʥʦ ʚʢʣʶʯʠʪʴ ʚ ʧʝʯʘ-

ʪʘʝʤʳʡ ʜʦʢʫʤʝʥʪ ʜʦʧʦʣʥʠʪʝʣʴʥʫʶ ʠʥʬʦʨʤʘʮʠʶ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 
1. ʂʘʢ ʦʩʫʱʝʩʪʚʠʪʴ ʟʘʧʫʩʢ Microsoft Word 2002? 

2. ʂʘʢʠʤ ʦʙʨʘʟʦʤ ʧʨʦʠʟʚʦʜʠʪʩʷ ʦʪʦʙʨʘʞʝʥʠʝ, ʩʢʨʳʪʠʝ, ʨʘʟʤʝ-

ʱʝʥʠʝ ʠ ʥʘʩʪʨʦʡʢʘ ʧʘʥʝʣʝʡ? 

3. ʂʘʢʠʤʠ ʩʧʦʩʦʙʘʤʠ ʤʦʞʥʦ ʦʪʢʨʳʪʴ ʥʦʚʳʡ ʜʦʢʫʤʝʥʪ? 

4. ʂʘʢ ʨʘʙʦʪʘʪʴ ʩ ʥʝʩʢʦʣʴʢʠʤʠ ʜʦʢʫʤʝʥʪʘʤʠ? 

5. ʂʘʢʠʝ ʢʦʤʘʥʜʳ ʥʫʞʥʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʩʦʭʨʘʥʠʪʴ ʜʦʢʫ-

ʤʝʥʪ? 

6. ʇʝʨʝʯʠʩʣʠʪʝ ʩʧʦʩʦʙʳ ʚʳʜʝʣʝʥʠʷ ʪʝʢʩʪʘ. 

7. ʂʘʢ ʦʪʤʝʥʠʪʴ ʧʦʩʣʝʜʥʝʝ ʜʝʡʩʪʚʠʝ? 

8. ʂʘʢ ʚ ʪʝʢʩʪʝ ʨʘʩʩʪʘʚʠʪʴ ʧʝʨʝʥʦʩʳ ʩʣʦʚ? 

9. ʇʝʨʝʯʠʩʣʠʪʝ ʩʧʦʩʦʙʳ ʢʦʧʠʨʦʚʘʥʠʷ ʠ ʧʝʨʝʤʝʱʝʥʠʷ ʬʨʘʛʤʝʥ-

ʪʦʚ ʪʝʢʩʪʘ. 

10. ʂʘʢ ʧʨʦʚʝʨʠʪʴ ʧʨʘʚʦʧʠʩʘʥʠʝ? 

11. ʏʪʦ ʧʦʟʚʦʣʷʶʪ ʦʩʫʱʝʩʪʚʠʪʴ ʩʨʝʜʩʪʚʘ ʧʦʠʩʢʘ ʠ ʟʘʤʝʥʳ? 

12. ʂʘʢ ʫʢʘʟʘʪʴ ʧʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ? 

13. ʂʘʢ ʦʩʫʱʝʩʪʚʠʪʴ ʧʝʯʘʪʴ ʜʦʢʫʤʝʥʪʘ? 
 

5. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ 
1. ɿʘʧʫʩʪʠʪʝ MS Word. 

2. ʆʩʥʦʚʳ ʠʩʧʦʣʴʟʦʚʘʥʠʷ MS Word: 
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ï ʫʩʪʘʥʦʚʠʪʴ ʨʝʞʠʤ ʧʨʦʩʤʦʪʨʘ ʜʦʢʫʤʝʥʪʘ çʆʙʳʯʥʳʡè; 

ï ʧʝʨʝʡʜʠʪʝ ʚ ʨʝʞʠʤ ʧʨʦʩʤʦʪʨʘ çʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳè; 

ï ʫʩʪʘʥʦʚʠʪʝ ʤʘʩhʪʘʙ ʦʪʦʙʨʘʞʝʥʠʷ ʜʦʢʫʤʝʥʪʘ 100%, ʟʘʪʝʤ 80%; 

ï ʫʩʪʘʥʦʚʠʪʴ ʤʘʩʰʪʘʙ ʦʪʦʙʨʘʞʝʥʠʷ ʜʦʢʫʤʝʥʪʘ çʇʦ ʰʠʨʠʥʝ ʩʪʨʘ-

ʥʠʮʳè; 

ï ʫʩʪʘʥʦʚʠʪʴ ʤʘʩʰʪʘʙ ʦʪʦʙʨʘʞʝʥʠʷ ʜʦʢʫʤʝʥʪʘ çʅʝʩʢʦʣʴʢʦ ʩʪʨʘ-

ʥʠʮè, ʠʩʧʦʣʴʟʫʷ ʩʦʦʪʚʝʪʩʪʚʫʶʱʫʶ ʢʦʤʘʥʜʫ ʛʣʘʚʥʦʛʦ ʤʝʥʶ. 

3. ʉʦʟʜʘʥʠʝ ʠ ʩʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ: 
ï ʩʦʭʨʘʥʠʪʴ ʯʠʩʪʳʡ ʜʦʢʫʤʝʥʪ ʧʦʜ ʠʤʝʥʝʤ çʇʨʠʤʝʨè ʚ ʧʘʧʢʝ ʩʦ 

ʩʚʦʠʤʠ ʜʦʢʫʤʝʥʪʘʤʠ.; 

ï ʟʘʢʨʳʪʴ ʵʪʦʪ ʜʦʢʫʤʝʥʪ; 

ï ʦʪʢʨʳʪʴ ʜʦʢʫʤʝʥʪ çʇʨʠʤʝʨè; 

ï ʩʦʭʨʘʥʠʪʴ ʵʪʦʪ ʜʦʢʫʤʝʥʪ ʧʦʜ ʠʤʝʥʝʤ çʇʨʠʤʝʨ2è; 

ï ʩʦʭʨʘʥʠʪʴ ʜʦʢʫʤʝʥʪ ʧʦʜ ʠʤʝʥʝʤ çʇʨʠʤʝʨè ʚ ʬʦʨʤʘʪʝ RTF; 

ï ʩʦʭʨʘʥʠʪʴ ʜʦʢʫʤʝʥʪ ʧʦʜ ʠʤʝʥʝʤ çʇʨʠʤʝʨè ʚ ʬʦʨʤʘʪʝ TXT; 

ï ʦʪʢʨʳʪʴ ʜʦʢʫʤʝʥʪ çʇʨʠʤʝʨ.rtfè ʯʝʨʝʟ ʩʧʠʩʦʢ ʜʦʢʫʤʝʥʪʦʚ ʚ 

ʢʥʦʧʢʝ çʇʫʩʢè; 

ï ʦʪʢʨʳʪʴ ʜʦʢʫʤʝʥʪ çʇʨʠʤʝʨ.txtè ʯʝʨʝʟ ʩʧʠʩʦʢ ʜʦʢʫʤʝʥʪʦʚ ʚ ʢʦ-

ʤʘʥʜʝ çʌʘʡʣè. 

4. ʂʦʧʠʨʦʚʘʥʠʝ ʠ ʧʝʨʝʤʝʱʝʥʠʝ ʪʝʢʩʪʘ: 

ï ʥʘʙʨʘʪʴ ʪʝʢʩʪ, ʩʦʩʪʦʷʱʠʡ ʠʟ ʟʘʛʦʣʦʚʢʘ ʠ ʯʝʪʳʨʝʭ ʘʙʟʘʮʝʚ; 

- ʚr ʜʝʣʠʪʴ ʪʝʢʩʪ ʯʝʪʚʝʨʪʦʛʦ ʘʙʟʘʮʘ, ʧʝʨʝʪʘʱʠʪʴ ʝʛʦ ʠ ʚʩʪʘʚʠʪʴ 

ʧʝʨʝʜ ʧʝʨʚʳʤ ʘʙʟʘʮʝʤ; 

ï ʚr ʜʝʣʠʪʴ ʪʨʠ ʘʙʟʘʮʘ ʪʝʢʩʪʘ, ʩʢʦʧʠʨʦʚʘʪʴ ʚ ʙʫʬʝʨ ʠ ʚʩʪʘʚʠʪʴ ʚ 

ʢʦʥʮʝ ʠʤʝʶʱʝʛʦʩʷ ʪʝʢʩʪʘ; 

ï ʚr ʜʝʣʠʪʴ ʚʝʩʴ ʜʦʢʫʤʝʥʪ, ʩʢʦʧʠʨʦʚʘʪʴ ʚ ʙʫʬʝʨ, ʚ ʢʦʥʮʝ ʠʤʝʶʱʝ-

ʛʦʩʷ ʪʝʢʩʪʘ ʚʩʪʘʚʠʪʴ ʠʟ ʙʫʬʝʨʘ ʩʢʦʧʠʨʦʚʘʥʥʳʡ ʬʨʘʛʤʝʥʪ; 

ï ʦʪʤʝʥʠʪʴ ʜʚʘ ʧʦʩʣʝʜʥʠʭ ʚʳʧʦʣʥʝʥʥʳʭ ʜʝʡʩʪʚʠʷ; 

ï ʚʝʨʥʫʪɹ  ʧʦʩʣʝʜʥʝʝ ʦʪʤʝʥʝʥʥʦʝ ʜʝʡʩʪʚʠʝ; 

ï ʫʜʘʣʠʪʴ ʚʩʝ ʯʝʪʥʳʝ ʩʣʦʚʘ ʚ ʪʝʢʩʪʝ ʟʘʛʦʣʦʚʢʘ4 

ï ʧʝʨʝʤʝʩʪʠʪʴ ʧʦʩʣʝʜʥʠʝ ʩʣʦʚʘ ʢʘʞʜʦʛʦ ʧʨʝʜʣʦʞʝʥʠʷ ʚ ʢʦʥʝʮ 

ʪʝʢʩʪʘ; 

ï ʧʝʨʝʤʝʩʪʠʪʴ ʧʝʨʚʳʝ ʩʣʦʚʘ ʢʘʞʜʦʛʦ ʧʨʝʜʣʦʞʝʥʠʷ ʥʘ ʤʝʩʪʦ ʚʪʦ-

ʨʳʭ; 

ï ʟʘʤʝʥʠʪʴ ʚʩʝ ʛʣʘʩʥʳʝ ʙʫʢʚʳ óʘô ʙʫʢʚʦʡ óʷô. 

5. ʇʨʦʚʝʨʴʪʝ ʜʦʢʫʤʝʥʪ ʥʘ ʧʨʘʚʦʧʠʩʘʥʠʝ. 
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ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ 4 

ʆʌʆʈʄʃɽʅʀɽ ʊɽʂʉʊɸ ɺ MS WORD 
1. ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ, ʩʧʠʩʢʠ, ʙʫʢʚʠʮʘ. 

2. ʉʦʟʜʘʥʠʝ ʢʦʣʦʥʪʠʪʫʣʦʚ.  

3. ʈʘʙʦʪʘ ʩ ʦʙʲʝʢʪʘʤʠ ʠ ʬʦʨʤʫʣʘʤʠ. 

4. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 

 
ʎʝʣʴ: ʧʨʠʦʙʨʝʪʝʥʠʝ ʥʘʚʳʢʦʚ ʬʦʨʤʘʪʠʨʦʚʘʪʴ ʪʝʢʩʪ ʚ MS Word. 

ɿʘʜʘʯʠ: 

ï ʫʤʝʪʴ ʚʳʙʠʨʘʪʴ ʰʨʠʬʪʳ ʜʣʷ ʦʬʦʨʤʣʝʥʠʷ ʪʝʢʩʪʘ; 
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ï ʫʤʝʪʴ ʬʦʨʤʘʪʠʨʦʚʘʪʴ ʪʝʢʩʪ ʚ ʥʝʩʢʦʣʴʢʦ ʢʦʣʦʥʦʢ; 

ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʤʘʨʢʠʨʦʚʘʥʥʳʝ ʠ ʥʫʤʝʨʦʚʘʥʥʳʝ ʩʧʠʩʢʠ; 

ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʙʫʢʚʠʮʫ ʚʥʘʯʘʣʝ ʘʙʟʘʮʘ; 

ï ʫʤʝʪʴ ʚʩʪʘʚʣʷʪʴ ʩʧʝʮʠʘʣʴʥʳʝ ʩʠʤʚʦʣʳ ʠ ʟʥʘʢʠ; 

ï ʫʤʝʪʴ ʚʩʪʘʚʣʷʪʴ ʥʦʤʝʨʘ ʩʪʨʘʥʠʮ ʠ ʜʨʫʛʠʝ ʢʦʣʦʥʪʠʪʫʣʳ; 

ï ʫʤʝʪʴ ʠʟʤʝʥʷʪʴ ʦʨʠʝʥʪʘʮʠʶ ʪʝʢʩʪʘ; 

ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʦʙʲʝʢʪʳ WordArt,  

ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʬʦʨʤʫʣʳ ʩ ʧʦʤʦʱʴʶ ʩʧʝʮʠʘʣʴʥʦʛʦ ʨʝʜʘʢʪʦʨʘ 

ʬʦʨʤʫʣ Microsoft Equation. 

 

1. ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ. ɺ ʪʝʢʩʪʦʚʦʤ ʨʝʜʘʢʪʦʨʝ Word ʧʨʠ ʥʘʙʦʨʝ ʪʝʢʩʪʘ 

ʚ ʢʦʥʮʝ ʢʘʞʜʦʡ ʩʪʨʦʢʠ ʥʝ ʥʫʞʥʦ ʥʘʞʠʤʘʪʴ ʢʣʘʚʠʰʫ <Enter>, ʨʝʜʘʢ-

ʪʦʨ ʩʘʤ ʩʣʝʜʠʪ ʟʘ ʧʨʘʚʦʡ ʛʨʘʥʠʮʝʡ ʜʦʢʫʤʝʥʪʘ ʠ ʧʝʨʝʚʦʜʠʪ ʢʫʨʩʦʨ 

ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʚ ʥʘʯʘʣʦ ʩʣʝʜʫʶʱʝʡ ʩʪʨʦʢʠ. ɽʩʣʠ ʩʣʦʚʦ ʥʝ ʧʦʤʝʱʘ-

ʝʪʩʷ ʥʘ ʪʝʢʫʱʝʡ ʩʪʨʦʢʝ, ʦʥʦ ʧʝʨʝʥʦʩʠʪʩʷ ʥʘ ʩʣʝʜʫʶʱʫʶ. ʂʣʘʚʠʰʘ 

<Enter> ʩʣʫʞʠʪ ʜʣʷ ʫʢʘʟʘʥʠʷ Word ʥʘ ʥʘʯʘʣʦ ʥʦʚʦʛʦ ʘʙʟʘʮʘ. 

ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʩʠʤʚʦʣʦʚ ʪʝʢʩʪʘ ʧʨʝʜʧʦʣʘʛʘʝʪ ʚʳʙʦʨ ʰʨʠʬʪʘ ʠ 

ʝʛʦ ʥʘʯʝʨʪʘʥʠʷ, ʘ ʪʘʢʞʝ ʨʘʟʤʝʨʘ ʠ ʮʚʝʪʘ, ʫʩʪʘʥʦʚʢʫ ʧʦʣʦʞʝʥʠʷ ʩʠʤ-

ʚʦʣʦʚ ʦʪʥʦʩʠʪʝʣʴʥʦ ʜʨʫʛʠʭ ʵʣʝʤʝʥʪʦʚ ʚ ʩʪʨʦʢʝ, ʟʘʜʘʥʠʝ ʚʝʣʠʯʠʥʫ 

ʠʥʪʝʨʚʘʣʘ ʤʝʞʜʫ ʩʠʤʚʦʣʘʤʠ ʠ ʪ. ʧ. ʌʦʨʤʘʪʠʨʦʚʘʪʴ ʩʠʤʚʦʣʳ ʤʦʞʥʦ 

ʜʦ ʠʣʠ ʧʦʩʣʝ ʚʚʦʜʘ ʪʝʢʩʪʘ. ɼʣʷ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ 

ʨʘʟʣʠʯʥʳʝ ʠʥʩʪʨʫʤʝʥʪʳ: ʢʦʤʘʥʜʳ ʤʝʥʶ, ʧʘʥʝʣʴ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ 

ʠʣʠ ʢʦʤʙʠʥʘʮʠʠ ʢʣʘʚʠʰ. 

ʀʩʧʦʣʴʟʫʷ ʤʝʥʶ ʌʦʨʤʘʪ ʚʳʟʳʚʘʝʪʩʷ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʐʨʠʬʪ, 

ʢʦʪʦʨʦʝ ʚʳʚʦʜʠʪ ʩʨʘʟʫ ʚʩʝ ʬʦʨʤʘʪʠʨʫʶʱʠʝ ʢʦʤʘʥʜʳ, ʯʪʦ ʧʦʟʚʦʣʷʝʪ 

ʧʨʠʤʝʥʠʪʴ ʥʝʩʢʦʣʴʢʦ ʪʠʧʦʚ ʬʦʨʤʘʪʦʚ ʦʜʥʦʚʨʝʤʝʥʥʦ. ʈʝʟʫʣʴʪʘʪ ʧʨʠ-

ʤʝʥʝʥʠʷ ʚʳʙʨʘʥʥʦʛʦ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʚʠʜʝʥ ʚ ʦʢʥʝ ʆʙʨʘʟʝʮ ʵʪʦʛʦ 

ʞʝ ʦʢʥʘ. 

ɼʣʷ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʩʠʤʚʦʣʦʚ ʩ ʧʦʤʦʱʴʶ ʤʝʥʶ ʥʝʦʙʭʦʜʠʤʦ:  

Å ʚʳʜʝʣʠʪʴ ʪʝʢʩʪ; 

Å ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʐʨʠʬʪ ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ ʠʣʠ ʢʦʥʪʝʢʩʪʥʦʛʦ 

ʤʝʥʶ. 

ɼʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʐʨʠʬʪ ʠʤʝʝʪ ʪʨʠ ʚʢʣʘʜʢʠ: 

Å hʨʠʬʪ ï ʧʦʟʚʦʣʷʝʪ ʚʳʙʨʘʪʴ ʰʨʠʬʪ, ʝʛʦ ʥʘʯʝʨʪʘʥʠʝ, ʨʘʟʤʝʨ 

ʩʠʤʚʦʣʦʚ, ʮʚʝʪ, ʧʦʜʯʝʨʢʠʚʘʥʠʝ, ʵʬʬʝʢʪʳ (ʠʥʜʝʢʩʳ, ʟʘʯʝʨʢʥʫʪʳʡ); 

Å ʠʥʪʝʨʚʘʣ ï ʫʩʪʘʥʘʚʣʠʚʘʝʪ ʠʥʪʝʨʚʘʣ ʤʝʞʜʫ ʩʠʤʚʦʣʘʤʠ; 

Å ʘʥʠʤʘʮʠʷ ï ʚʳʙʠʨʘʝʪʩʷ ʘʥʠʤʘʮʠʷ (ʦʞʠʚʣʝʥʠʝ) ʩʠʤʚʦʣʦʚ. 
ɼʣʷ ʙʳʩʪʨʦʛʦ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʪʝʢʩʪʘ ʠʩʧʦʣʴʟʫʝʪʩʷ ʧʘʥʝʣʴ ʠʥ-

ʩʪʨʫʤʝʥʪʦʚ ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ. 
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ʉ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ ɸʙʟʘʮ ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ ʤʦʞʥʦ ʫʩʪʘʥʦ-

ʚʠʪʴ ʚʠʜ ʚʳʨʘʚʥʠʚʘʥʠʷ ʪʝʢʩʪʘ, ʦʪʩʪʫʧʳ, ʤʝʞʩʪʨʦʯʥʳʝ ʠʥʪʝʨʚʘʣʳ, 

ʨʘʩʧʦʣʦʞʝʥʠʝ ʥʘ ʩʪʨʘʥʠʮʝ ʠ ʧʨʦʯʠʝ ʵʣʝʤʝʥʪʳ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʨʘʤʢʠ ʬʨʘʛʤʝʥʪʘ ʪʝʢʩʪʘ, ʦʙʨʘʤʣʝʥʠʷ ʣʠʩʪʘ ʤʦʞʥʦ 

ʠʩʧʦʣʴʟʦʚʘʪʴ ʢʦʤʘʥʜʫ ɻʨʘʥʠʮʳ ʠ ʟʘʣʠʚʢʘ ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ. ɺr -

ʙʨʘʚ ʩʦʦʪʚʝʪʩʪʚʫʶʱʫʶ ʚʢʣʘʜʢʫ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ ɻʨʘʥʠʮʳ ʠ ʟʘ-

ʣʠʚʢʘ, ʤʦʞʥʦ ʫʩʪʘʥʦʚʠʪʴ ʪʠʧ ʛʨʘʥʠʮʳ ʪʝʢʩʪʘ, ʪʠʧ ʣʠʥʠʠ ʦʙʨʘʤʣʝ-

ʥʠʷ ʠ ʝʝ ʮʚʝʪ, ʮʚʝʪ ʟʘʣʠʚʢʠ ʚʳʜʝʣʝʥʥʦʛʦ ʬʨʘʛʤʝʥʪʘ ʠʣʠ ʩʪʨʘʥʠʮʳ ʠ 

ʧʨʦʯʠʝ ʵʣʝʤʝʥʪʳ. 

ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʚ ʥʝʩʢʦʣʴʢʦ ʢʦʣʦʥʦʢ. ɼʣʷ ʪʦʛʦ 

ʯʪʦʙʳ ʨʘʩʧʦʣʦʞʠʪʴ ʪʝʢʩʪ ʥʘ ʣʠʩʪʝ ʚ ʥʝʩʢʦʣʴʢʦ ʢʦʣʦʥʦʢ, ʢʘʢ ʚ ʛʘʟʝʪʝ, 

ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʂʦʣʦʥʢʠ ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ ʠʣʠ ʚʦʩ-

ʧʦʣʴʟʦʚʘʪʴʩʷ ʢʥʦʧʢʦʡ ʉʪʦʣʙʮʳ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ɺ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʂʦʣʦʥʢʠ ʤʦʞʥʦ ʫʢʘʟʘʪʴ ʢʦʣʠʯʝʩʪʚʦ ʠ ʨʘʩʧʦ-

ʣʦʞʝʥʠʝ ʢʦʣʦʥʦʢ ʪʝʢʩʪʘ ʚ ʜʦʢʫʤʝʥʪʝ, ʘ ʪʘʢʞʝ ʰʠʨʠʥʫ ʢʘʞʜʦʡ ʠʭ 

ʥʠʭ. 

ʈʘʙʦʪʘ ʩʦ ʩʧʠʩʢʘʤʠ. Word ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʛʠʙʢʠʝ ʠ ʧʨʦ-

ʩʪʳʝ ʩʨʝʜʩʪʚʘ ʩʦʟʜʘʥʠʷ ʥʫʤʝʨʦʚʘʥʥʳʭ ʠ ʤʘʨʢʠʨʦʚʘʥʥʳʭ ʩʧʠʩʢʦʚ. ɺ 

ʤʘʨʢʠʨʦʚʘʥʥʳʭ ʩʧʠʩʢʘʭ ʩʣʝʚʘ ʚ ʧʝʨʚʦʡ ʩʪʨʦʢʝ ʘʙʟʘʮʘ ʩʪʦʠʪ ʦʩʦʙʳʡ 

ʩʠʤʚʦʣ, ʢʦʪʦʨʳʡ ʥʘʟʳʚʘʝʪʩʷ ʤʘʨʢʝʨʦʤ, ʘ ʚ ʥʫʤʝʨʦʚʘʥʥʳʭ ʩʧʠʩʢʘʭ ï 

ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʳʡ ʥʦʤʝʨ ʘʙʟʘʮʘ. ʆʙʳʯʥʦ ʤʘʨʢʠʨʦʚʘʥʥʳʝ ʩʧʠʩʢʠ 

ʠʩʧʦʣʴʟʫʶʪʩʷ ʜʣʷ ʪʦʛʦ, ʯʪʦʙʳ ʚʳʜʝʣʠʪʴ ʚ ʪʝʢʩʪʝ ʜʦʢʫʤʝʥʪʘ ʨʷʜ ʢʘ-

ʢʠʭ-ʪʦ ʚʘʞʥʳʭ ʧʫʥʢʪʦʚ. ʅʫʤʝʨʦʚʘʥʥʳʝ ʩʧʠʩʢʠ ʜʣʷ ʟʘʧʠʩʠ ʧʦʰʘʛʦ-

ʚʳʭ ʧʨʦʮʝʜʫʨ, ʩʪʨʫʢʪʫʨ ʠ ʩʧʠʩʢʦʚ, ʚ ʢʦʪʦʨʳʭ ʚʘʞʝʥ ʦʪʥʦʩʠʪʝʣʴʥʳʡ 

ʧʦʨʷʜʦʢ ʵʣʝʤʝʥʪʦʚ. ʇʨʠʤʝʥʠʪʴ ʬʦʨʤʘʪ ʥʫʤʝʨʦʚʘʥʥʦʛʦ ʠʣʠ ʤʘʨʢʠʨʦ-

ʚʘʥʥʦʛʦ ʩʧʠʩʢʘ ʤʦʞʥʦ ʜʦ ʩʦʟʜʘʥʠʷ ʪʝʢʩʪʘ ʠʣʠ ʧʦʩʣʝ ʝʛʦ ʚʚʦʜʘ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʤʘʨʢʠʨʦʚʘʥʥʳʡ ʠʣʠ ʥʫʤʝʨʦʚʘʥʥʳʡ ʩʧʠʩʦʢ 

ʜʦʢʫʤʝʥʪʘ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʩʧʠʩʦʢ ʵʣʝʤʝʥʪʦʚ; 

Å ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʧʠʩʦʢ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʨʘʩʢʨʳʪʴ ʪʨʝʙʫʝʤʫʶ ʚʢʣʘʜʢʫ ʠ ʚʳʜʝʣʠʪʴ 

ʥʫʞʥʳʡ ʬʦʨʤʘʪ ʠʟ ʧʨʝʜʦʩʪʘʚʣʝʥʥʳʭ; 

Å ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʬʦʨʤʘʪʘ ʥʫʤʝʨʦʚʘʥʥʦʛʦ ʠʣʠ ʤʘʨʢʠʨʦʚʘʥʥʦʛʦ 

ʩʧʠʩʢʘ ʠʩʧʦʣʴʟʫʝʪʩʷ ʢʥʦʧʢʘ ʀʟʤʝʥʠʪʴ. 

ʇʨʦʱʝ ʩʦʟʜʘʪʴ ʤʘʨʢʠʨʦʚʘʥʥʳʡ ʠʣʠ ʥʫʤʝʨʦʚʘʥʥʳʡ ʩʧʠʩʦʢ ʧʨʠ 

ʧʦʤʦʱʠ ʢʥʦʧʦʢ ʅʫʤʝʨʘʮʠʷ (ʄʘʨʢʝʨʳ) ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ʇʨʠ ʵʪʦʤ Word ʠʩʧʦʣʴʟʫʝʪ ʪʝ ʟʥʘʯʝʥʠʷ ʧʘʨʘʤʝʪʨʦʚ, ʢʦʪʦʨʳʝ ʙʳʣʠ 
ʫʩʪʘʥʦʚʣʝʥʳ ʚ ʧʦʩʣʝʜʥʠʡ ʨʘʟ. 
ɿʘʤʝʯʘʥʠʝ. ʋʜʘʣʠʪʴ ʥʦʤʝʨʘ ʠ ʤʘʨʢʝʨʳ ʠʟ ʩʧʠʩʢʘ ʤʦʞʥʦ ʩ ʧʦʤʦɦ ʴʶ 

ʢʦʤʘʥʜ ʤʝʥʶ ʣʠʙʦ ʢʥʦʧʦʢ ʅʫʤʝʨʘʮʠʷ (ʄʘʨʢʝʨʳ) ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫ-

ʤʝʥʪʦʚ. 
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Word ʧʦʟʚʦʣʷʝʪ ʩʦʟʜʘʚʘʪʴ ʤʥʦʛʦʫʨʦʚʥʝʚʳʝ ʩʧʠʩʢʠ. ʄʥʦʛʦ-

ʫʨʦʚʥʝʚʳʡ ʩʧʠʩʦʢ ï ʵʪʦ ʩʧʠʩʦʢ, ʧʦʟʚʦʣʷʶʱʠʡ ʧʨʠʜʘʪʴ ʠʝʨʘʨʭʠʯʝ-

ʩʢʫʶ ʩʪʨʫʢʪʫʨʫ ʣʶʙʦʤʫ ʩʧʠʩʢʫ ʠʣʠ ʜʦʢʫʤʝʥʪʫ, ʚ ʪʦʤ ʯʠʩʣʝ ʶʨʠʜʠ-

ʯʝʩʢʠʤ ʠ ʪʝʭʥʠʯʝʩʢʠʤ ʜʦʢʫʤʝʥʪʘʤ. ɼʣʷ ʩʦʟʜʘʥʠʷ ʤʥʦʛʦʫʨʦʚʥʝʚʦʛʦ 

ʩʧʠʩʢʘ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ ʢʦʤʘʥʜʫ ʉʧʠʩʦʢ. ɿʘ-

ʪʝʤ ʥʘ ʚʢʣʘʜʢʝ ʄʥʦʛʦʫʨʦʚʥʝʚʳʡ ʚʳʙʨʘʪʴ ʥʝʦʙʭʦʜʠʤʳʡ ʪʠʧ ʩʧʠʩʢʘ. 

ɼʦʢʫʤʝʥʪ ʤʦʞʝʪ ʠʤʝʪʴ ʥʝ ʙʦʣʝʝ ʜʝʚʷʪʠ ʫʨʦʚʥʝʡ ʠʝʨʘʨʭʠʠ, ʧʨʠʯʝʤ 

ʚʩʪʨʦʝʥʥʳʝ ʩʪʠʣʠ ʟʘʛʦʣʦʚʢʦʚ ʢ ʵʣʝʤʝʥʪʘʤ ʜʘʥʥʦʛʦ ʩʧʠʩʢʘ ʘʚʪʦʤʘʪʠ-

ʯʝʩʢʠ ʥʝ ʧʨʠʤʝʥʷʶʪʩʷ. 

ʏʪʦʙʳ ʟʘʜʘʪʴ ʩʦʙʩʪʚʝʥʥʳʝ ʩʧʝʮʠʬʠʢʘʮʠʠ ʬʦʨʤʘʪʘ ʥʫʤʝʨʘʮʠʠ ʟʘ-

ʛʦʣʦʚʢʦʚ, ʥʝʦʙʭʦʜʠʤʦ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʉʧʠʩʦʢ ʥʘʞʘʪʴ ʢʥʦʧʢʫ 

ʀʟʤʝʥʠʪʴ. 
ʉ ʧʦʤʦʱʴʶ ʩʧʠʩʢʘ ʋʨʦʚʝʥʴ ʚʳʙʠʨʘʝʪʩʷ ʫʨʦʚʝʥʴ ʥʘʩʪʨʘʠʚʘʝʤʦʛʦ 

ʟʘʛʦʣʦʚʢʘ. ʂʘʞʜʳʡ ʫʨʦʚʝʥʴ ʟʘʛʦʣʦʚʢʘ ʥʘʩʪʨʘʠʚʘʝʪʩʷ ʦʪʜʝʣʥɹʦ. 

ʉʦʟʜʘʥʠʝ ʙʫʢʚʠʮʳ ʚ ʥʘʯʘʣʝ ʘʙʟʘʮʘ. ɸʙʟʘʮ ʤʦʞʥʦ 

ʩʜʝʣʘʪʴ ʙʦʣʝʝ ʠʥʪʝʨʝʩʥʳʤ ʧʦ ʚʠʜʫ, ʥʘʯʘʚ ʝʛʦ ʩ ʙʫʢʚʠʮʳ, ʢʦʪʦʨʘʷ 

ʧʨʝʜʩʪʘʚʣʷʝʪ ʩʦʙʦʡ ʚʩʪʨʦʝʥʥʫʶ ʚ ʘʙʟʘʮ ʙʦʣʴʰʫʶ ʧʨʦʧʠʩʥʫʶ ʙʫʢʚʫ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʙʫʢʚʠʮʳ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʧʝʨʚʫʶ ʙʫʢʚʫ ʘʙʟʘʮʘ; 

Å ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɹʫʢʚʠʮʘ; 

Å ʚʳʙʨʘʪʴ ʧʦʣʦʞʝʥʠʝ ʙʫʢʚʠʮʳ, ʫʩʪʘʥʦʚʠʪʴ ʰʨʠʬʪ, ʚʳʩʦʪʫ ʙʫʢʚʠ-

ʮʳ (ʚ ʩʪʨʦʢʘʭ), ʨʘʩʩʪʦʷʥʠʝ ʜʦ ʪʝʢʩʪʘ. 

 

2. ʉʦʟʜʘʥʠʝ ʢʦʣʦʥʪʠʪʫʣʦʚ. ʂʦʣʦʥʪʠʪʫʣʳ ʩʦʜʝʨʞʘʪ ʠʥʬʦʨʤʘʮʠʶ, 

ʢʦʪʦʨʘʷ ʧʦʚʪʦʨʷʝʪʩʷ ʥʘ ʢʘʞʜʦʡ ʩʪʨʘʥʠʮʝ ʜʦʢʫʤʝʥʪʘ, ʠ ʤʦʛʫʪ ʨʘʩʧʦ-

ʣʘʛʘʪʴʩʷ ʩʚʝʨʭʫ ʠ ʩʥʠʟʫ ʩʪʨʘʥʠʮʳ. ʂʦʣʦʥʪʠʪʫʣ ʤʦʞʝʪ ʩʦʜʝʨʞʘʪʴ 

ʥʘʟʚʘʥʠʝ ʛʣʘʚʳ, ʥʦʤʝʨ ʩʪʨʘʥʠʮʳ, ʣʦʛʦʪʠʧ ʬʠʨʤʳ ʠ ʧʨ. ɼʣʷ ʪʦʛʦ ʯʪʦ-

ʙʳ ʩʦʟʜʘʪʴ ʢʦʣʦʥʪʠʪʫʣ, ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ɺʠʜ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʂʦʣʦʥʪʠʪʫʣʳ. ʅʘ ʵʢʨʘʥʝ ʧʦʷʚʠʪʩʷ ʦʙʣʘʩʪʴ ʚʚʦʜʘ ʚʝʨʭʥʝʛʦ ʢʦʣʦʥʪʠ-

ʪʫʣʘ ʠ ʧʘʥʝʣʴ ʂʦʣʦʥʪʠʪʫʣʳ. ʉ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ɺʝʨʭʥʠʡ/ʅʠʞʥʠʡ 

ʚrʙʠʨʘʝʪʩʷ ʪʨʝʙʫʝʤʳʡ ʢʦʣʦʥʪʠʪʫʣ ʜʣʷ ʝʛʦ ʩʦʟʜʘʥʠʷ. ʇʦʩʣʝ ʵʪʦʛʦ ʚ 

ʦʙʣʘʩʪʴ ʚʚʦʜʘ ʢʦʣʦʥʪʠʪʫʣʘ ʚʚʦʜʠʪʩʷ ʥʝʦʙʭʦʜʠʤʘʷ ʠʥʬʦʨʤʘʮʠʷ ʠ 

ʧʨʦʠʟʚʦʜʠʪʩʷ ʝʝ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ. 

ɺ ʢʦʣʦʥʪʠʪʫʣ ʤʦʞʥʦ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʚʢʣʶʯʠʪʴ ʜʘʪʫ ʩʦʟʜʘʥʠʷ, 

ʚʨʝʤʷ, ʯʠʩʣʦ ʠ ʥʦʤʝʨ ʩʪʨʘʥʠʮʳ ʠ ʘʚʪʦʪʝʢʩʪ, ʠʩʧʦʣʴʟʫʷ ʩʦʦʪʚʝʪʩʪʚʫ-

ʶʱʠʝ ʢʥʦʧʢʠ ʥʘ ʧʘʥʝʣʠ ʂʦʣʦʥʪʠʪʫʣʳ. ʇʨʠ ʩʦʟʜʘʥʠʠ ʢʦʣʦʥʪʠʪʫʣʘ 

ʝʛʦ ʤʦʞʥʦ ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʠ ʬʦʨʤʘʪʠʨʦʚʘʪʴ, ʢʘʢ ʦʙʳʯʥʳʡ ʪʝʢʩʪ. ʇʦ-
ʩʣʝ ʟʘʚʝʨʰʝʥʠʷ ʝʛʦ ʩʦʟʜʘʥʠʷ ʥʝʦʙʭʦʜʠʤʦ ʟʘʢʨʳʪʴ ʧʘʥʝʣʴ ʂʦʣʦʥʪʠ-

ʪʫʣʳ. ɼʣʷ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʥʝʦʙʭʦʜʠʤʦ ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʚʥʫʪʨʠ 

ʢʦʣʦʥʪʠʪʫʣʘ ʠ ʧʨʦʠʟʚʝʩʪʠ ʝʛʦ ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ. 
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ɺʩʪʘʚʢʘ ʩʧʝʮʠʘʣʴʥʳʭ ʩʠʤʚʦʣʦʚ ʠ ʟʥʘʢʦʚ. ɺ ʜʦ-

ʜʦʢʫʤʝʥʪ ʤʦʞʥʦ ʚʢʣʶʯʠʪʴ ʨʘʟʣʠʯʥʳʝ ʩʧʝʮʠʘʣʴʥʳʝ ʩʠʤʚʦʣʳ. ɽʩʪʴ 

ʜʚʘ ʩʧʦʩʦʙʘ ʜʦʩʪʫʧʘ ʢ ʩʧʝʮʠʘʣʴʥʳʤ ʩʠʤʚʦʣʘʤ: ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ 

ʦʧʨʝʜʝʣʝʥʥʳʝ ʢʦʤʙʠʥʘʮʠʠ ʢʣʘʚʠʰ ʠʣʠ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʉʠʤʚʦʣ, 

ʢʦʪʦʨʦʝ ʧʨʝʜʣʘʛʘʝʪ ʜʣʷ ʚʳʙʦʨʘ ʙʦʣʴʰʦʡ ʥʘʙʦʨ ʩʧʝʮʠʘʣʴʥʳʭ ʩʠʤʚʦ-

ʣʦʚ. 

ɼʣʷ ʚʩʪʘʚʢʠ ʩʧʝʮʠʘʣʴʥʳʭ ʩʠʤʚʦʣʦʚ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ ʤʝʩʪʦ ʚʩʪʘʚʢʠ ʩʠʤʚʦʣʘ; 

Å ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʠʤʚʦʣ; 

Å ʚ ʧʦʣʝ ʐʨʠʬʪ ʚʳʙʨʘʪʴ ʥʫʞʥʳʡ ʰʨʠʬʪ ʠ ʩʠʤʚʦʣ, ʟʘʪʝʤ ʥʘʞʘʪʴ 

ɺʩʪʘʚʠʪʴ. 

ɺʩʪʘʚʢʘ ʥʦʤʝʨʦʚ ʩʪʨʘʥʠʮ. Word ʧʦʟʚʦʣʷʝʪ ʘʚʪʦʤʘʪʠʯʝ-

ʩʢʠ ʥʫʤʝʨʦʚʘʪʴ ʩʪʨʘʥʠʮʳ ʜʦʢʫʤʝʥʪʘ. ʅʦʤʝʨʘ ʩʪʨʘʥʠʮ ʤʦʞʥʦ ʨʘʩʧʦ-

ʣʘʛʘʪʴ ʢʘʢ ʚ ʚʝʨʭʫ, ʪʘʢ ʠ ʚ ʥʠʟʫ ʩʪʨʘʥʠʮʳ, ʚʳʨʘʚʥʠʚʘʪʴ ʠʭ ʧʦ ʝʝ ʮʝʥ-

ʪʨʫ ʠʣʠ ʣʶʙʦʤʫ ʢʨʘʶ. ʅʦʤʝʨʘ ʩʪʨʘʥʠʮ ʚʩʪʘʚʣʷʶʪʩʷ ʚ ʢʦʣʦʥʪʠʪʫʣʳ. 

ɼʣʷ ʚʩʪʘʚʢʠ ʥʦʤʝʨʦʚ ʩʪʨʘʥʠʮ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʅʦʤʝʨʘ ʩʪʨʘʥʠʮ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʫʢʘʟʘʪʴ ʧʦʣʦʞʝʥʠʝ, ʚʳʨʘʚʥʠʚʘʥʠʝ ʥʦʤʝʨʘ ʠ 

ʝʛʦ ʬʦʨʤʘʪ. 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʥʦʤʝʨʦʚ ʩʪʨʘʥʠʮ ʜʦʢʫʤʝʥʪʘ ʥʝʦʙʭʦʜʠʤʦ ʘʢʪʠʚʠʟʠ-

ʨʦʚʘʪʴ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʢʦʣʦʥʪʠʪʫʣ, ʚʳʜʝʣʠʪʴ ʥʦʤʝʨ ʩʪʨʘʥʠʮʳ ʠ 

ʫʜʘʣʠʪʴ ʝʛʦ, ʥʘʞʘʚ ʥʘ ʢʣʘʚʠʰʫ <Delete>. 

ʀʟʤʝʥʝʥʠʝ ʦʨʠʝʥʪʘʮʠʠ ʪʝʢʩʪʘ. ɺ ʜʦʢʫʤʝʥʪʝ Word 

ʤʦʞʥʦ ʠʟʤʝʥʷʪʴ ʥʘʧʨʘʚʣʝʥʠʝ (ʦʨʠʝʥʪʘʮʠʶ) ʪʝʢʩʪʘ ʧʦ ʩʪʨʘʥʠʮʝ ʠ 

ʬʦʨʤʘʪʠʨʦʚʘʪʴ ʝʛʦ ʥʝʟʘʚʠʩʠʤʦ ʦʪ ʦʩʥʦʚʥʦʛʦ. ʅʘʜʧʠʩʴ ʤʦʞʥʦ ʠʩ-

ʧʦʣʴʟʦʚʘʪʴ ʜʣʷ ʚʢʣʶʯʝʥʠʷ ʚ ʜʦʢʫʤʝʥʪ ʮʠʪʘʪ ʠʣʠ ʚʳʜʝʣʝʥʠʷ ʬʨʘʛ-

ʤʝʥʪʘ ʪʝʢʩʪʘ ʚ ʥʝʤ. ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʦʨʠʝʥʪʘʮʠʠ ʪʝʢʩʪʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʬʨʘʛʤʝʥʪ ʪʝʢʩʪʘ; 

Å ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʅʘʜʧʠʩʴ ʠʣʠ ʥʘ ʧʘʥʝʣʠ ʈʠ-

ʩʦʚʘʥʠʝ ʚʳʙʨʘʪʴ ʢʥʦʧʢʫ ʅʘʜʧʠʩʴ, ʠʣʠ ʱʝʣʢʥʫʪʴ ʥʘ ʧʘʥʝʣʠ ʧʦ ʢʥʦʧ-

ʢʝ ɼʦʙʘʚʠʪʴ ʪʘʙʣʠʮʫ; 

Å ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʅʘʧʨʘʚʣʝʥʠʝ ʪʝʢʩʪʘ. 

ɺʩʪʘʚʠʪʴ ʥʘʜʧʠʩʴ ʚ ʜʦʢʫʤʝʥʪ ʤʦʞʥʦ ʠ ʜʨʫʛʠʤ ʩʧʦʩʦʙʦʤ: ʩʦʟʜʘʪʴ 

ʧʫʩʪʫʶ ʥʘʜʧʠʩʴ, ʘ ʟʘʪʝʤ ʚʚʝʩʪʠ ʚ ʥʝʝ ʪʝʢʩʪ. 

ʈʘʙʦʪʘ ʩ ʥʘʜʧʠʩʴʶ. ʅʘʜʧʠʩʴ ʷʚʣʷʝʪʩʷ ʩʘʤʦʩʪʦʷʪʝʣʴʥʳʤ 

ʦʙʲʝʢʪʦʤ ʚ ʜʦʢʫʤʝʥʪʝ, ʥʘʜ ʢʦʪʦʨʳʤ ʤʦʞʥʦ ʧʨʦʠʟʚʦʜʠʪʴ ʨʘʟʣʠʯʥʳʝ 

ʦʧʝʨʘʮʠʠ. ʆʜʥʠʤ ʠʟ ʩʚʦʡʩʪʚ ʥʘʜʧʠʩʠ ʷʚʣʷʝʪʩʷ ʪʦ, ʯʪʦ ʦʩʥʦʚʥʦʡ ʪʝʢʩʪ 
ʜʦʢʫʤʝʥʪʘ ʤʦʞʝʪ ʦʙʪʝʢʘʪʴ ʝʝ. ʏʪʦʙʳ ʥʘʩʪʨʦʠʪʴ ʧʘʨʘʤʝʪʨʳ ʦʙʪʝʢʘʥʠʷ 

ʥʘʜʧʠʩʠ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʥʘʜʧʠʩʴ ʱʝʣʯʢʦʤ ʤʳʰʠ ʥʘ ʛʨʘʥʠʮʝ ʨʘʤʢʠ; 

Å ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʅʘʜʧʠʩʴ; 
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Å ʨʘʩʢʨʳʚ ʚʢʣʘʜʢʫ ʇʦʣʦʞʝʥʠʝ, ʚʳʙʨʘʪʴ ʩʪʠʣʴ ʦʙʪʝʢʘʥʠʷ 

ʥʘʜʧʠʩʠ ʪʝʢʩʪʦʤ. 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʥʘʜʧʠʩʴ ʱʝʣʯʢʦʤ ʤʳʰʠ ʥʘ 

ʛʨʘʥʠʮʝ ʨʘʤʢʠ ʠ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <Delete>. ɺ ʵʪʦʤ ʩʣʫʯʘʝ ʫʜʘʣʷʝʪʩʷ 

ʚʩʷ ʥʘʜʧʠʩʴ. ɽʩʣʠ ʞʝ ʥʝʦʙʭʦʜʠʤʦ ʫʜʘʣʠʪʴ ʪʦʣʴʢʦ ʨʘʤʢʫ ʚʦʢʨʫʛ 

ʥʘʜʧʠʩʠ, ʪʦ ʜʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʥʘʜʧʠʩʴ ʠ ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʅʘʜʧʠʩʴ; 
Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʚʳʙʨʘʪʴ ʚʢʣʘʜʢʫ ʎʚʝʪʘ ʠ ʣʠʥʠʠ, ʚ ʧʦʣʝ 

ʎʚʝʪ ʣʠʥʠʠ ʚʳʙʨʘʪʴ ʅʝʪ ʣʠʥʠʠ. 

ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʨʘʟʤʝʨʘ ʥʘʜʧʠʩʠ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʝʝ, ʫʩʪʘʥʦ-

ʚʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʤʘʨʢʝʨ ʠʟʤʝʥʝʥʠʷ ʨʘʟʤʝʨʦʚ ʠ ʠʟʤʝʥʠʪʴ ʝʛʦ 

ʥʘ ʪʨʝʙʫʝʤʳʡ. ɼʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʥʘʜʧʠʩʠ ʚ ʜʨʫʛʦʝ ʤʝʩʪʦ ʜʦʢʫʤʝʥʪʘ 

ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʝʝ, ʫʩʪʘʥʦʚʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʨʘʤʢʫ 

ʥʘʜʧʠʩʠ ʠ, ʥʘʞʘʚ ʣʝʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ, ʧʝʨʝʤʝʩʪʠʪʴ ʝʝ ʚ ʪʨʝʙʫʝʤʦʝ 

ʤʝʩʪʦ. 

ʉʦʟʜʘʥʠʝ ʦʙʲʝʢʪʘ W o r d A r t. ʉ ʧʦʤʦʱʴʶ WordArt  ʤʦʞ-

ʥʦ ʩʜʝʣʘʪʴ ʪʝʢʩʪ ʬʠʛʫʨʥʳʤ ʠ ʧʨʠʜʘʪʴ ʝʤʫ ʦʙʲʝʤ. ɼʣʷ ʩʦʟʜʘʥʠʷ ʬʠ-

ʛʫʨʥʦʛʦ ʪʝʢʩʪʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʦʙʘʚʠʪʴ ʦʙʲʝʢʪ WordArt  ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫ-

ʤʝʥʪʦʚ ʈʠʩʦʚʘʥʠʝ ʠʣʠ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ WordArt ; 

Å ʚʳʙʨʘʪʴ ʪʨʝʙʫʝʤʳʡ ʩʪʠʣʴ ʬʠʛʫʨʥʦʛʦ ʪʝʢʩʪʘ; 

Å ʚʚʝʩʪʠ ʪʝʢʩʪ ʠ ʦʪʬʦʨʤʘʪʠʨʦʚʘʪʴ ʝʛʦ. 

ɼʣʷ ʨʘʙʦʪʳ ʩ ʦʙʲʝʢʪʘʤʠ Word Art ʠʤʝʝʪʩʷ ʩʧʝʮʠʘʣʴʥʘʷ ʧʘʥʝʣʴ 

ʠʥʩʪʨʫʤʝʥʪʦʚ, ʢʦʪʦʨʘʷ ʧʦʟʚʦʣʷʝʪ ʠʟʤʝʥʠʪʴ ʩʦʜʝʨʞʘʥʠʝ ʦʙʲʝʢʪʘ; ʠʟ-

ʤʝʥʠʪʴ ʚʘʨʠʘʥʪ ʛʨʘʬʠʯʝʩʢʦʛʦ ʦʬʦʨʤʣʝʥʠʷ ʠʟ ʢʦʣʣʝʢʮʠʠ WordArt; 

ʦʩʪʘʚʠʪʴ ʪʦ ʞʝ ʦʬʦʨʤʣʝʥʠʝ, ʥʦ ʠʟʤʝʥʠʪʴ ʮʚʝʪ ʟʘʣʠʚʢʠ; ʠʟʤʝʥʠʪʴ 

ʬʦʨʤʫ ʦʙʲʝʢʪʘ WordArt; ʧʦʚʝʨʥʫʪʴ ʦʙʲʝʢʪ; ʠʟʤʝʥʠʪʴ ʦʙʪʝʢʘʥʠʝ ʦʙʲ-

ʝʢʪʘ ʪʝʢʩʪʦʤ; ʠʟʤʝʥʠʪʴ ʧʘʨʘʤʝʪʨʳ ʨʘʟʤʝʱʝʥʠʷ ʪʝʢʩʪʘ ʦʙʲʝʢʪʘ. 

ʈʘʙʦʪʘ ʩ ʬʦʨʤʫʣʘʤʠ. ɺ ʩʦʩʪʘʚ Word  ʚʭʦʜʠʪ ʈʝʜʘʢʪʦʨ 

ʬʦʨʤʫʣ, ʢʦʪʦʨʳʡ ʧʦʟʚʦʣʷʝʪ ʚʩʪʘʚʣʷʪʴ ʚ ʜʦʢʫʤʝʥʪ ʨʘʟʣʠʯʥʳʝ ʭʠʤʠ-

ʯʝʩʢʠʝ ʠ ʤʘʪʝʤʘʪʠʯʝʩʢʠʝ ʬʦʨʤʫʣʳ. ʆʥʠ ʧʨʝʜʥʘʟʥʘʯʝʥʳ ʥʝ ʜʣʷ ʚʳ-

ʯʠʩʣʝʥʠʡ, ʘ ʜʣʷ ʧʨʠʜʘʥʠʷ ʜʦʢʫʤʝʥʪʫ ʥʘʛʣʷʜʥʦʩʪʠ. ʌʦʨʤʫʣʘ ʚʩʪʘʚʣʷ-

ʝʪʩʷ ʚ ʪʝʢʩʪ ʢʘʢ ʦʙʲʝʢʪ, ʧʦʵʪʦʤʫ ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʝʝ ʩʨʝʜʩʪʚʘʤʠ Word 

ʥʝʣʴʟʷ, ʘ ʤʦʞʥʦ ʠʟʤʝʥʠʪʴ ʪʦʣʴʢʦ ʨʘʩʧʦʣʦʞʝʥʠʝ ʠ ʨʘʟʤʝʨʳ ʬʦʨʤʫʣʳ. 

ɼʣʷ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʬʦʨʤʫʣ ʧʨʠʤʝʥʷʝʪʩʷ ʩʧʝʮʠʘʣʴʥʳʡ ʨʝʜʘʢʪʦʨ 

ʬʦʨʤʫʣ Microsoft Equation. 
ʇʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʨʝʜʘʢʪʦʨʘ ʬʦʨʤʫʣ ʩʦʩʪʦʠʪ ʠʟ ʧʘʣʠʪʨʳ ʩʠʤ-

ʚʦʣʦʚ ʠ ʧʘʣʠʪʨʳ ʰʘʙʣʦʥʦʚ. ʉ ʧʦʤʦʱʴʶ ʧʘʣʠʪʨʳ ʩʠʤʚʦʣʦʚ ʚʚʦʜʷʪʩʷ 

ʤʘʪʝʤʘʪʠʯʝʩʢʠʝ ʜʝʡʩʪʚʠʷ ʠ ʩʧʝʮʠʘʣʴʥʳʝ ʩʠʤʚʦʣʳ. ʉ ʧʦʤʦʱʴʶ ʧʘ-

ʣʠʪʨʳ ʰʘʙʣʦʥʦʚ ʚʳʙʠʨʘʝʪʩʷ ʚʠʜ ʤʘʪʝʤʘʪʠʯʝʩʢʦʡ ʬʦʨʤʫʣʳ. 
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ɼʣʷ ʩʦʟʜʘʥʠʷ ʬʦʨʤʫʣʳ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʧʦʤʝʩʪʠʪʴ ʢʫʨʩʦʨ ʚ ʤʝʩʪʦ ʜʦʢʫʤʝʥʪʘ, ʛʜʝ ʜʦʣʞʥʘ ʙʳʪʴ ʬʦʨʤʫʣʘ; 

Å ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʆʙʲʝʢʪ ʠ ʨʘʩʢʨʳʪʴ ʚʢʣʘʜʢʫ 

ʉʦʟʜʘʥʠʝ; 

Å ʚ ʩʧʠʩʢʝ ʊʠʧ ʦʙʲʝʢʪʘ ʦʪʢʨʳʪʴ ʵʣʝʤʝʥʪ Microsoft  Equation 3.0 

(ʥʘ ʵʢʨʘʥʝ ʧʦʷʚʠʪʩʷ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʌʦʨʤʫʣʘ); 

Å ʩ ʧʦʤʦʱʴʶ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʩʦʟʜʘʪʴ ʥʝʦʙʭʦʜʠʤʫʶ ʬʦʨʤʫ-

ʣʫ; 

Å ʧʦʩʣʝ ʩʦʟʜʘʥʠʷ ʬʦʨʤʫʣʳ ʱʝʣʢʥʫʪʴ ʟʘ ʝʝ ʧʨʝʜʝʣʘʤʠ. 

ɼʣʷ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʥʝʦʙʭʦʜʠʤʦ ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʧʦ ʩʦʟʜʘʥʥʦʡ 

ʬʦʨʤʫʣʝ. 
ɿʘʤʝʯʘʥʠʝ. ɽʩʣʠ ʚ ʩʧʠʩʢʝ ʊʠʧ ʦʙʲʝʢʪʘ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ ɺʩʪʘʚʢʘ 

ʦʙʲʝʢʪʘ ʦʪʩʫʪʩʪʚʫʝʪ ʵʣʝʤʝʥʪ Microsoft  Equation 3.0, ʪʦ ʵʪʦ ʦʟʥʘʯʘ-

ʝʪ ʯʪʦ ʨʝʜʘʢʪʦʨ ʬʦʨʤʫʣ ʥʝ ʙʳʣ ʫʩʪʘʥʦʚʣʝʥ. ɺ ʪʘʢʦʤ ʩʣʫʯʘʝ ʥʝʦʙʭʦʜʠ-

ʤʦ ʚʳʧʦʣʥʠʪʴ ʧʦʚʪʦʨʥʫʶ ʫʩʪʘʥʦʚʢʫ Word ʠ ʫʩʪʘʥʦʚʠʪʴ ʝʛʦ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 

1. ʏʪʦ ʧʨʝʜʧʦʣʘʛʘʝʪ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʩʠʤʚʦʣʦʚ? 

2. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʫʞʥʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʩʠʤʚʦ-

ʣʦʚ? 

3. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʫʞʥʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʥʫʤʝʨʦʚʘʥʥʦʛʦ 

ʠʣʠ ʤʘʨʢʠʨʦʚʘʥʥʦʛʦ ʩʧʠʩʢʘ? 

4. ʂʘʢ ʩʦʟʜʘʪʴ ʤʥʦʛʦʫʨʦʚʥʝʚʳʡ ʩʧʠʩʦʢ? 

5. ʏʪʦ ʪʘʢʦʝ ʙʫʢʚʠʮʘ ʠ ʢʘʢ ʝʝ ʩʦʟʜʘʪʴ? 

6. ʏʪʦ ʧʨʝʜʩʪʘʚʣʷʶʪ ʩʦʙʦʡ ʢʦʣʦʥʪʠʪʫʣʳ ʠ ʢʘʢ ʠʭ ʩʦʟʜʘʪʴ? 

7. ʂʘʢʠʤ ʦʙʨʘʟʦʤ ʚʩʪʘʚʣʷʶʪʩʷ ʩʧʝʮʠʘʣʴʥʳʝ ʩʠʤʚʦʣʳ? 

8. ʂʘʢ ʚʩʪʘʚʠʪʴ ʥʦʤʝʨʘ ʩʪʨʘʥʠʮ ʚ ʜʦʢʫʤʝʥʪʝ? 

9. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʦʨʠʝʥ-

ʪʘʮʠʠ ʜʦʢʫʤʝʥʪʘ? 

10. ʂʘʢ ʨʘʙʦʪʘʪʴ ʩ ʥʘʜʧʠʩʴʶ? 

11. ʂʘʢ ʩʦʟʜʘʪʴ ʦʙʲʝʢʪ WordArt ? 

12. ʂʘʢ ʩʦʟʜʘʪʴ ʠ ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʬʦʨʤʫʣʫ? 

 

4. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ 
1. ʅʘʙʝʨʠʪʝ ʠʟ ʫʯʝʙʥʠʢʘ ʧʦ ʙʠʦʣʦʛʠʠ ʥʝ ʤʝʥʝʝ ʯʝʤ 1 ʩʪʨʘʥʠʮʘ ʠ 

ʦʪʬʦʨʤʘʪʠʨʦʚʘʪʴ ʥʘʙʨʘʥʥʳʡ ʪʝʢʩʪ ʩʣʝʜʫʶʱʠʤ ʦʙʨʘʟʦʤ 
ï ɿʘʛʦʣʦʚʦʢ - 18ʧʪ, ʧʨʦʧʠʩʥʳʤʠ ʙʫʢʚʘʤʠ, ʨʘʟʨʝʞʝʥʥʳʡ ʥʘ 2,5ʧʪ. 

ɺʳʨʦʚʥʷʪʴ ʧʦ ʮʝʥʪʨʫ, ʧʝʨʝʜ ʠ ʧʦʩʣʝ ʟʘʛʦʣʦʚʢʘ ʘʙʟʘʮʥʳʝ ʦʪʩʪʫʧʳ 

12ʧʪ. 
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ï ʊʝʢʩʪ ʧʝʨʚʦʛʦ ʘʙʟʘʮʘ ʜʦʣʞʝʥ ʙʳʪʴ ʨʘʟʤʝʨʦʤ 14 ʧʪ, ʚʳʨʦʚʥʝʥ 

ʧʦ ʣʝʚʦʤʫ ʢʨʘʶ. ʆʪʩʪʫʧ ʧʝʨʚʦʡ ʩʪʨʦʢʠ 1,25 ʩʤ. ʄʝʞʜʫʩʪʨʦʯʥʳʡ ʠʥ-

ʪʝʨʚʘʣ ï ʦʜʠʥʘʨʥʳʡ. 

ï ʊʝʢʩʪ ʚʪʦʨʦʛʦ ʘʙʟʘʮʘ ʜʦʣʞʝʥ ʙʳʪʴ ʨʘʟʤʝʨʦʤ 13ʧʪ, ʢʫʨʩʠʚ, ʚʳ-

ʨʦʚʥʝʥ ʧʦ ʧʨʘʚʦʤʫ ʢʨʘʶ. ʆʪʩʪʫʧ ʧʝʨʚʦʡ ʩʪʨʦʢʠ ʦʪʩʫʪʩʪʚʫʝʪ. ʄʝʞʜʫ-

ʩʪʨʦʯʥʳʡ ʠʥʪʝʨʚʘʣ ï ʩ ʢʦʵʬʬʠʮʠʝʥʪʦʤ 1,3. 

ï ʊʝʢʩʪ ʪʨʝʪʴʝʛʦ ʘʙʟʘʮʘ ʜʦʣʞʝʥ ʙʳʪʴ ʨʘʟʤʝʨʦʤ 14 ʧʪ, ʫʧʣʦʪʥʝʥ-

ʥʳʡ, ʚʳʨʦʚʥʝʥ ʧʦ ʰʠʨʠʥʝ. ɺʳʩʪʫʧ ʧʝʨʚʦʡ ʩʪʨʦʢʠ 1,25 ʩʤ. ʄʝʞʜʫ-

ʩʪʨʦʯʥʳʡ ʠʥʪʝʨʚʘʣ ï 12 ʧʪ. ʉʣʝʚʘ ʠ ʩʧʨʘʚʘ ʘʙʟʘʮʘ ʦʪʩʪʫʧʳ ʧʦ 2ʩʤ. 

ï ʊʝʢʩʪ ʯʝʪʚʝʨʪʦʛʦ ʘʙʟʘʮʘ ʜʦʣʞʝʥ ʙʳʪʴ ʨʘʟʤʝʨʦʤ 14ʧʪ, ʚʳʨʦʚʥʝʥ 

ʧʦ ʰʠʨʠʥʝ. ʆʪʩʪʫʧ ʧʝʨʚʦʡ ʩʪʨʦʢʠ 1,25 ʩʤ. ʄʝʞʜʫʩʪʨʦʯʥʳʡ ʠʥʪʝʨʚʘʣ 

ʧʦʣʫʪʦʨʥʳʡ. ʇʝʨʝʜ ʠ ʧʦʩʣʝ ʘʙʟʘʮʘ ʦʪʩʪʫʧʳ 6 ʧʪ. 

2. ɺʳʧʦʣʥʠʪʴ ʥʘʜ ʥʘʙʨʘʥʥʳʤ ʪʝʢʩʪʦʤ ʩʣʝʜʫʶʱʠʝ ʧʨʦʮʝʜʫʨʳ. 
ï ʇʨʠʤʝʥʠʪʴ ʢ ʪʝʢʩʪʫ ʟʘʛʦʣʦʚʢʘ ʘʥʠʤʘʮʠʦʥʥʳʡ ʵʬʬʝʢʪ. 

ï ʆʬʦʨʤʠʪʴ ʪʝʢʩʪ ʧʝʨʚʦʛʦ ʘʙʟʘʮʘ ʛʨʘʬʠʯʝʩʢʠ: ʩʜʝʣʘʪʴ ʨʘʤʢʫ, ʜʦ-

ʙʘʚʠʪʴ ʬʦʥ 

ï ɿʘʤʝʥʠʪʴ ʚʩʝ ʩʦʛʣʘʩʥʳʝ ʙʫʢʚʳ óʤô ʙʫʢʚʦʡ óʚô 

ï ɺʢʣʶʯʠʪʴ ʦʪʦʙʨʘʞʝʥʠʝ ʥʝʧʝʯʘʪʘʝʤʳʭ ʩʠʤʚʦʣʦʚ. 

ï ʅʘʡʪʠ ʪʝʢʩʪ ʨʘʟʤʝʨʦʤ 14ʧʪ ʩ ʧʦʣʫʪʦʨʥʳʤ ʤʝʞʜʫʩʪʨʦʯʥʳʤ ʠʥ-

ʪʝʨʚʘʣʦʤ ʠ ʟʘʤʝʥʠʪʴ ʝʛʦ ʥʘ ʪʝʢʩʪ 13 ʧʪ ʩ ʠʥʪʝʨʚʘʣʦʤ 1,3 ʩ ʧʦʤʦʱʴʶ 

ʢʦʤʘʥʜʳ ʟʘʤʝʥʳ. 

ï ʅʘʡʪʠ ʟʥʘʢ ʘʙʟʘʮʘ ʠ ʟʘʤʝʥʠʪʴ ʝʛʦ ʥʘ ʟʥʘʢ ʘʙʟʘʮʘ ʩ ʧʨʦʙʝʣʦʤ ʩ 

ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ ʟʘʤʝʥʳ. 

ï ʉʜʝʣʘʡʪʝ ʧʝʨʚʫʶ ʙʫʢʚʫ ʢʘʞʜʦʛʦ ʘʙʟʘʮʘ ʚ ʚʠʜʝ ʙʫʢʚʠʮʳ. 

3. ʈʘʙʦʪʘ ʩʦ ʩʧʠʩʢʘʤʠ. 

ï ʉʦʟʜʘʪʴ ʤʘʨʢʠʨʦʚʘʥʥʳʡ ʩʧʠʩʦʢ. 

ï ʉʦʟʜʘʪʴ ʥʫʤʝʨʦʚʘʥʥʳʡ ʩʧʠʩʦʢ.  

ï ʉʦʟʜʘʪʴ ʤʥʦʛʦʫʨʦʚʥʝʚʳʡ ʩʧʠʩʦʢ, ʢʦʪʦʨʳʡ ʜʦʣʞʝʥ ʠʤʝʪʴ ʪʨʠ 

ʚʣʦʞʝʥʥʳʭ ʧʦʜʫʨʦʚʥʷ. 

ï ʀʩʧʦʣʴʟʫʷ ʢʦʤʘʥʜʫ çʌʦʨʤʘʪ-ʉʧʠʩʦʢè ʩʦʟʜʘʪʴ ʤʘʨʢʠʨʦʚʘʥʥʳʡ 

ʩʧʠʩʦʢ ʩʦ ʩʚʦʠʤ ʤʘʨʢʝʨʦʤ (ʥʘʧʨʠʤʝʨ )̈. 

ï ʀʩʧʦʣʴʟʫʷ ʢʦʤʘʥʜʫ çʌʦʨʤʘʪ-ʉʧʠʩʦʢè ʩʦʟʜʘʪʴ ʥʫʤʝʨʦʚʘʥʥʳʡ 

ʩʧʠʩʦʢ ʩʦ ʩʚʦʠʤ ʬʦʨʤʘʪʦʤ (ʥʘʧʨʠʤʝʨ, ʩʜʝʣʘʪʴ ʦʪʩʪʫʧ ʥʦʤʝʨʘ ʦʪ ʢʨʘʷ 

ʧʦʣʷ 0,2, ʘ ʦʪʩʪʫʧ ʪʝʢʩʪʘ ʦʪ ʥʦʤʝʨʘ 0,8). 

ï ʀʩʧʦʣʴʟʫʷ ʢʦʤʘʥʜʫ çʌʦʨʤʘʪ-ʉʧʠʩʦʢè ʩʦʟʜʘʪʴ ʥʫʤʝʨʦʚʘʥʥʳʡ 

ʩʧʠʩʦʢ ʩʦ ʩʚʦʝʡ ʥʫʤʝʨʘʮʠʝʡ (ʥʘʧʨʠʤʝʨ, ʐʘʛ1, ʐʘʛ2 é). 

4. ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʩʪʨʘʥʠʮʳ. 

ï ɿʘʜʘʪʴ ʜʣʷ ʩʪʨʘʥʠʮʳ ʩʣʝʜʫʶʱʠʝ ʧʦʣʷ: ʣʝʚʦʝ - 3 ʩʤ, ʦʩʪʘʣʴʥʳʝ - 

1,5 ʩʤ. 

ï ɺʩʪʘʚʠʪʴ ʥʦʤʝʨ ʩʪʨʘʥʠʮʳ ʚʥʠʟʫ ʚ ʮʝʥʪʨʝ. 

ï ʉʜʝʣʘʪʴ ʥʠʞʥʝʝ ʧʦʣʝ ʨʘʟʤʝʨʦʤ 2 ʩʤ. 



 

 

67  

 

ï ʋʚʝʣʠʯʠʪʴ ʨʘʟʤʝʨ ʚʝʨʭʥʝʛʦ ʧʦʣʷ ʩ ʧʦʤʦʱʴʶ ʣʠʥʝʡʢʠ. 

ï ɼʦʙʘʚʠʪʴ ʚʝʨʭʥʠʝ ʢʦʣʦʥʪʠʪʫʣʳ: ʩʣʝʚʘ ï ʠʤʷ ʜʦʢʫʤʝʥʪʘ, ʩʧʨʘʚʘ 

ï ʜʘʪʘ. 

ï ʆʙʨʘʪʠʪʴʩʷ ʩ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ çʂʦʣʦʥʪʠʪʫʣʳè ʢ ʧʘʨʘʤʝʪ-

ʨʘʤ ʩʪʨʘʥʠʮʳ ʠ ʠʟʤʝʥʠʪʴ ʨʘʟʤʝʨ ʧʨʘʚʦʛʦ ʧʦʣʷ. 

ï ʀʟʤʝʥʠʪʴ ʥʠʞʥʠʡ ʢʦʣʦʥʪʠʪʫʣ. 

ï ʉʜʝʣʘʪʴ ʚʩʝ ʩʪʨʘʥʠʮʳ ʘʣʴʙʦʤʥʳʤʠ. 

5. ʈʘʙʦʪʘ ʩ ʢʦʣʦʥʢʘʤʠ. 
ï ʉʦʟʜʘʪʴ ʜʚʝ ʢʦʣʦʥʢʠ ʦʜʠʥʘʢʦʚʦʡ ʰʠʨʠʥʳ. 

ï ʉʜʝʣʘʪʴ ʚʝʩʴ ʜʦʢʫʤʝʥʪ ʚ ʚʠʜʝ ʜʚʫʭ ʢʦʣʦʥʦʢ ʨʘʟʥʦʡ ʰʠʨʠʥʳ. 

ï ʇʨʠʤʝʥʠʪʴ ʚ ʢʦʥʮʝ ʜʦʢʫʤʝʥʪʘ ʙʘʣʘʥʩʠʨʦʚʢʫ ʢʦʣʦʥʦʢ, ʝʩʣʠ ʵʪʦ 

ʥʝʦʙʭʦʜʠʤʦ. 

ï ʀʟʙʘʚʠʪʴʩʷ ʦʪ ʢʦʣʦʥʦʢ. 

ï ʇʨʠʤʝʥʠʪʴ ʢ ʧʝʨʚʦʤʫ ʨʘʟʜʝʣʫ ʪʨʠ ʢʦʣʦʥʢʠ. 

ï ɺʦ ʚʪʦʨʦʤ ʨʘʟʜʝʣʝ ʩʦʟʜʘʪʴ ʜʚʝ ʢʦʣʦʥʢʠ. 

ï ɺ ʧʝʨʚʦʤ ʨʘʟʜʝʣʝ ʠʩʧʦʣʴʟʦʚʘʪʴ ʨʘʟʨʳʚ ʢʦʣʦʥʦʢ. 

ï ɺʦ ʚʪʦʨʦʤ ʨʘʟʜʝʣʝ ʟʘʜʘʪʴ ʨʘʟʜʝʣʠʪʝʣʴ ʤʝʞʜʫ ʢʦʣʦʥʢʘʤʠ. 

6. ʆʬʦʨʤʠʪʝ ʟʘʛʦʣʦʚʦʢ ʪʝʢʩʪʘ ʚ ʚʠʜʝ WordArt.  

7. ʅʘʙʝʨʠʪʝ ʥʝʩʢʦʣʴʢʦ ʭʠʤʠʯʝʩʢʠʭ ʬʦʨʤʫʣ ʚ ʨʝʜʘʢʪʦʨʝ ʨʝʜʘʢʪʦ-
ʨʘ ʬʦʨʤʫʣ Microsoft Equation, ʩʢʦʧʠʨʫʡʪʝ ʠ ʠʟʤʝʥʠʪʝ ʠʭ ʨʘʟʤʝʨ.  
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ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ 5 

ʈɸɹʆʊɸ ʉ ʊɸɹʃʀʎɸʄʀ ɺ MS WORD 

1. ʉʦʟʜʘʥʠʝ ʪʘʙʣʠʮ. 

2. ʈʘʙʦʪʘ ʩ ʷʯʝʡʢʘʤʠ. 

3. ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʘʙʣʠʮʳ. 

4. ʇʦʩʪʨʦʝʥʠʝ ʜʠʘʛʨʘʤʤ. 

5. ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʬʦʨʤʫʣ ʚ ʪʘʙʣʠʮʝ 

6. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 

 

ʎʝʣʴ: ʧʨʠʦʙʨʝʪʝʥʠʝ ʥʘʚʳʢʦʚ ʨʘʙʦʪʳ ʧʦ ʩʦʟʜʘʥʠʶ ʪʘʙʣʠʮ ʚ MS 

Word. 

ɿʘʜʘʯʠ:  

ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʪʘʙʣʠʮʳ; 

ï ʫʤʝʪʴ ʜʦʙʘʚʣʷʪʴ ʠ ʫʜʘʣʷʪʴ ʷʯʝʡʢʘ, ʩʪʨʦʢʠ ʠ ʩʪʦʣʙʮʳ; 

ï ʫʤʝʪʴ ʬʦʨʤʘʪʠʨʦʚʘʪʴ ʪʘʙʣʠʮʫ; 

ï ʫʤʝʪʴ ʫʧʦʨʷʜʦʯʠʚʘʪʴ ʵʣʝʤʝʥʪʳ ʚ ʪʘʙʣʠʮʝ; 

ï ʫʤʝʪʴ ʩʪʨʦʠʪʴ ʜʠʘʛʨʘʤʤʳ ʧʦ ʪʘʙʣʠʯʥʳʤ ʜʘʥʥʳʤ. 

 

1. ʉʦʟʜʘʥʠʝ ʪʘʙʣʠʮ. ɺ Word ʠʤʝʶʪʩʷ ʤʦʱʥʳʝ ʩʨʝʜʩʪʚʘ ʜʣʷ ʩʦʟʜʘ-

ʥʠʷ ʨʘʙʦʪʳ ʩ ʪʘʙʣʠʮʘʤʠ. ʗʯʝʡʢʠ ʪʘʙʣʠʮʳ ʤʦʛʫʪ ʩʦʜʝʨʞʘʪʴ ʪʝʢʩʪ, 

ʯʠʩʣʘ, ʨʠʩʫʥʢʠ ʠ ʪ. ʜ. 

ʊʘʙʣʠʮʫ ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʥʝʩʢʦʣʴʢʠʤʠ ʩʧʦʩʦʙʘʤʠ: ʣʠʙʦ ʩʥʘʯʘʣʘ 

ʩʦʟʜʘʪʴ ʧʫʩʪʫʶ ʪʘʙʣʠʮʫ, ʘ ʟʘʪʝʤ ʟʘʧʦʣʥʠʪʴ ʝʝ ʠʥʬʦʨʤʘʮʠʝʡ, ʣʠʙʦ 

ʩʥʘʯʘʣʘ ʚʚʝʩʪʠ ʠʥʬʦʨʤʘʮʠʶ, ʘ ʟʘʪʝʤ ʧʨʝʦʙʨʘʟʦʚʘʪʴ ʝʝ ʚ ʪʘʙʣʠʮʫ 

ɽʩʣʠ ʥʝʦʙʭʦʜʠʤʦ ʙʳʩʪʨʦ ʩʦʟʜʘʪʴ ʧʫʩʪʫʶ ʪʘʙʣʠʮʫ, ʪʦ ʤʦʞʥʦ ʚʦʩ-

ʧʦʣʴʟʦʚʘʪʴʩʷ ʢʥʦʧʢʦʡ ɼʦʙʘʚʠʪʴ ʪʘʙʣʠʮʫ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ʏʪʦʙʳ ʚʩʪʘʚʠʪʴ ʪʘʙʣʠʮʫ ʩ ʝʝ ʧʦʤʦʱʴʶ, ʥʝʦʙʭʦʜʠʤʦ ʧʦʤʝʩʪʠʪʴ ʫʢʘ-

ʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʧʦʷʚʠʚʰʫʶʩʷ ʩʝʪʢʫ ʠ, ʥʘʞʠʤʘʷ ʥʘ ʣʝʚʫʶ ʢʥʦʧʢʫ 

ʤʳʰʠ, ʚʳʜʝʣʠʪʴ ʥʫʞʥʦʝ ʢʦʣʠʯʝʩʪʚʦ ʩʪʨʦʢ ʠ ʩʪʦʣʙʮʦʚ. 

ʂʨʦʤʝ ʵʪʦʛʦ, ʤʦʞʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʢʦʤʘʥʜʦʡ ɺʩʪʘ-

ʚʠʪʴ/ʊʘʙʣʠʮʘ ʠʟ ʤʝʥʶ ʊʘʙʣʠʮʘ. ɺ ʵʪʦʤ ʩʣʫʯʘʝ ʚʩʝ ʧʘʨʘʤʝʪʨʳ ʪʘʙ-

ʣʠʮʳ ʚʚʦʜʷʪʩʷ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ. 

ʀʥʦʛʜʘ ʙʳʚʘʝʪ ʫʜʦʙʥʝʝ ʩʥʘʯʘʣʘ ʥʘʙʨʘʪʴ ʠʥʬʦʨʤʘʮʠʶ, ʘ ʟʘʪʝʤ 

ʧʦʤʝʩʪʠʪʴ ʝʝ ʚ ʪʘʙʣʠʮʫ. ʇʨʠ ʵʪʦʤ ʥʝʦʙʭʦʜʠʤʦ ʫʢʘʟʘʪʴ, ʚ ʢʘʢʦʤ ʤʝʩʪʝ 

ʜʦʣʞʝʥ ʥʘʯʠʥʘʪʴʩʷ ʢʘʞʜʳʡ ʩʪʦʣʙʝʮ. ɼʣʷ ʵʪʦʛʦ ʠʩʧʦʣʴʟʫʶʪ ʩʧʝʮʠ-

ʘʣʴʥʳʝ ʩʠʤʚʦʣʳ ï ʨʘʟʜʝʣʠʪʝʣʠ. 

ɺ ʢʘʯʝʩʪʚʝ ʨʘʟʜʝʣʠʪʝʣʷ ʤʦʞʝʪ ʙʳʪʴ ʚʳʙʨʘʥ ʟʥʘʢ ʘʙʟʘʮʘ, ʟʥʘʢ ʪʘ-
ʙʫʣʷʮʠʠ (ʫʩʪʘʥʘʚʣʠʚʘʝʪʩʷ ʢʣʘʚʠʰʝʡ <ʊʘb>), ʪʦʯʢʘ ʩ ʟʘʧʷʪʦʡ ʠʣʠ 

ʣʶʙʦʡ ʩʠʤʚʦʣ. ɼʣʷ ʧʨʝʦʙʨʘʟʦʚʘʥʠʷ ʪʝʢʩʪʘ ʚ ʪʘʙʣʠʮʫ ʥʝʦʙʭʦʜʠʤʦ 

ʚʳʜʝʣʠʪʴ ʪʝʢʩʪ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʨʝʦʙʨʘʟʦʚʘʪʴ/ʊʝʢʩʪ ʚ ʪʘʙʣʠʮʫ 
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ʠʟ ʤʝʥʶ ʊʘʙʣʠʮʘ. ʇʦʩʣʝ ʵʪʦʛʦ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ 

ʫʩʪʘʥʦʚʠʪʴ ʪʨʝʙʫʝʤʳʝ ʧʘʨʘʤʝʪʨʳ. 

ʇʝʨʝʤʝʱʝʥʠʝ ʧʦ ʪʘʙʣʠʮʝ ʠ ʚʳʜʝʣʝʥʠʝ ʵʣʝʤʝʥ-

ʪʦʚ. ʆʧʝʨʘʮʠʠ ʧʝʨʝʤʝʱʝʥʠʷ ʠ ʚʳʜʝʣʝʥʠʷ ʚ ʪʘʙʣʠʮʘʭ ʚʧrʦʣʥʷʶʪʩʷ 

ʪʘʢ ʞʝ, ʢʘʢ ʠ ʚ ʦʙʳʯʥʦʤ ʜʦʢʫʤʝʥʪʝ. ʂʨʦʤʝ ʵʪʦʛʦ, ʝʩʪʴ ʫʩʢʦʨʝʥʥʳʝ 

ʧʨʠʝʤʳ ʚʳʜʝʣʝʥʠʷ ʤʳʰʴʶ ʦʪʜʝʣʴʥʳʭ ʵʣʝʤʝʥʪʦʚ ʪʘʙʣʠʮʳ: 

Å ʩʦʜʝʨʞʠʤʦʝ ʷʯʝʡʢʠ ï ʚʳʜʝʣʷʝʪʩʷ ʱʝʣʯʢʦʤ ʤʳʰʠ ʥʘ ʧʦʣʦʩʝ ʚʳ-

ʜʝʣʝʥʠʷ ʷʯʝʡʢʠ (ʨʘʩʧʦʣʦʞʝʥʥʦʡ ʧʦʣʝʚʦʤʫ ʢʨʘʶ ʷʯʝʡʢʠ); 

Å ʩʪʨʦʢʘ ʪʘʙʣʠʮʳ ï ʚʳʜʝʣʷʝʪʩʷ ʱʝʣʯʢʦʤ ʥʘ ʧʦʣʦʩʝ ʚʳʜʝʣʝʥʠʷ 

ʩʪʨʦʢʠ ʠʣʠ ʜʚʦʡʥʳʤ ʱʝʣʯʢʦʤ ʥʘ ʧʦʣʦʩʝ ʚʳʜʝʣʝʥʠʷ ʣʶʙʦʡ ʷʯʝʡʢʠ; 

Å ʚʩʷ ʢʦʣʦʥʢʘ ï ʚʳʜʝʣʷʝʪʩʷ ʱʝʣʯʢʦʤ ʥʘ ʧʦʣʦʩʝ ʚʳʜʝʣʝʥʠʷ ʢʦʣʦʥ-

ʢʠ (ʨʘʩʧʦʣʦʞʝʥʘ ʚʜʦʣʴ ʚʝʨʭʥʝʡ ʛʨʘʥʠʮʳ ʪʘʙʣʠʮʳ, ʫʢʘʟʘʪʝʣʴ ʧʨʠʥʠ-

ʤʘʝʪ ʚʠʜ ʯʝʨʥʦʡ ʚʝʨʪʠʢʘʣʴʥʦʡ ʩʪʨʝʣʢʠ); 

Å ʚʩʷ ʪʘʙʣʠʮʘ ï ʫʩʪʘʥʦʚʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʪʘʙʣʠʮʫ ʠ ʜʦ-

ʞʜʘʪʴʩʷ ʧʦʷʚʣʝʥʠʷ ʤʘʨʢʝʨʘ ʧʝʨʝʤʝʱʝʥʠʷ ʪʘʙʣʠʮʳ (ʚ ʚʠʜʝ ʯʝʪʳʨʝʭ-

ʩʪʦʨʦʥʥʝʡ ʩʪʨʝʣʢʠ) ʚ ʚʝʨʭʥʝʤ ʣʝʚʦʤ ʫʛʣʫ ʪʘʙʣʠʮʳ ʠ ʚʳʧʦʣʥʠʪʴ 

ʱʝʣʯʦʢ ʥʘ ʤʘʨʢʝʨʝ. 

ɺʩʝ ʵʪʠ ʜʝʡʩʪʚʠʷ ʤʦʞʥʦ ʚʳʧʦʣʥʠʪʴ ʪʘʢʞʝ ʩ ʧʦʤʦʱʴʶ ʩʦʦʪʚʝʪ-

ʩʪʚʫʶʱʠʭ ʢʦʤʘʥʜ ʠʟ ʤʝʥʶ ʊʘʙʣʠʮʘ. 

 

2. ʈʘʙʦʪʘ ʩ ʷʯʝʡʢʘʤʠ. ɼʦʙʘʚʣʝʥʠʝ ʠ ʫʜʘʣʝʥʠʝ ʷʯʝʝʢ, 

ʩʪʨʦʢ ʠ ʩʪʦʣʙʮʦʚ ʚ ʪʘʙʣʠʮʝ. Word ʧʦʟʚʦʣʷʝʪ ʤʝʥʷʪʴ 

ʩʪʨʫʢʪʫʨʫ ʪʘʙʣʠʮʳ ʧʫʪʝʤ ʫʜʘʣʝʥʠʷ ʠ ʜʦʙʘʚʣʝʥʠʷ ʷʯʝʝʢ, ʩʪʨʦʢ ʠ 

ʩʪʦʣʙʮʦʚ. ʂʦʤʘʥʜʳ ɺʩʪʘʚʠʪʴ ʠ ʋʜʘʣʠʪʴ ʚ ʤʝʥʶ ʊʘʙʣʠʮʘ ʤʝʥʷʶʪʩʷ 

ʚ ʟʘʚʠʩʠʤʦʩʪʠ ʦʪ ʪʦʛʦ, ʯʪʦ ʚʳʜʝʣʝʥʦ ʚ ʜʘʥʥʳʡ ʤʦʤʝʥʪ ʚ ʪʘʙʣʠʮʝ. ɼʣʷ 

ʚʩʪʘʚʢʠ ʠʣʠ ʫʜʘʣʝʥʠʷ ʥʝʩʢʦʣʴʢʠʭ ʩʪʨʦʢ (ʩʪʦʣʙʮʦʚ) ʥʝʦʙʭʦʜʠʤʦ 

ʧʨʝʜʚʘʨʠʪʝʣʴʥʦ ʚʳʜʝʣʠʪʴ ʩʪʦʣʴʢʦ ʩʪʨʦʢ (ʩʪʦʣʙʮʦʚ), ʩʢʦʣʴʢʦ ʥʫʞʥʦ 

ʚʩʪʘʚʠʪʴ ʠʣʠ ʫʜʘʣʠʪʴ. ʏʪʦʙʳ ʜʦʙʘʚʠʪʴ ʠʣʠ ʫʜʘʣʠʪʴ ʥʫʞʥʳʝ ʵʣʝʤʝʥ-

ʪʳ ʪʘʙʣʠʮʳ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʫʩʪʘʥʦʚʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʚ ʷʯʝʡʢʫ ʪʘʙʣʠʮʳ; 

Å ʚʳʙʨʘʪʴ ʥʝʦʙʭʦʜʠʤʫʶ ʢʦʤʘʥʜʫ ʠʟ ʤʝʥʶ ʊʘʙʣʠʮʘ ʠʣʠ ʢʦʥ-

ʪʝʢʩʪʥʦʛʦ ʤʝʥʶ. 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʪʦʣʴʢʦ ʩʦʜʝʨʞʠʤʦʛʦ ʷʯʝʝʢ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ 

ʩʦʜʝʨʞʠʤʦʝ ʵʪʠʭ ʷʯʝʝʢ ʠ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <Delete>. 

ʆʙʲʝʜʠʥʝʥʠʝ ʠ ʨʘʟʙʠʝʥʠʝ ʷʯʝʝʢ. Word ʧʦʟʚʦʣʷʝʪ 

ʦʙʲʝʜʠʥʠʪʴ ʥʝʩʢʦʣʴʢʦ ʷʯʝʝʢ ʚ ʦʜʥʫ. ʕʪʦ ʙʳʚʘʝʪ ʥʝʦʙʭʦʜʠʤʦ, ʢʦʛʜʘ 

ʪʝʢʩʪ ʠʣʠ ʨʠʩʫʥʦʢ ʜʦʣʞʝʥ ʟʘʥʠʤʘʪʴ ʩʨʘʟʫ ʥʝʩʢʦʣʴʢʦ ʷʯʝʝʢ ʪʘʙʣʠʮʳ. 
ʏʪʦʙʳ ʦʙʲʝʜʠʥʠʪʴ ʥʝʩʢʦʣʴʢʦ ʷʯʝʝʢ ʚ ʦʜʥʫ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʠ, ʢʦʪʦʨʳʝ ʥʝʦʙʭʦʜʠʤʦ ʦʙʲʝʜʠʥʠʪʴ; 

Å ʠʟ ʤʝʥʶ ʊʘʙʣʠʮʘ ʠʣʠ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʆʙʲʝʜʠʥʠʪʴ ʷʯʝʡʢʠ.  
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ʆʙʲʝʜʠʥʝʥʥʳʝ ʷʯʝʡʢʠ ʤʦʞʥʦ ʚʝʨʥʫʪʴ ʚ ʠʩʭʦʜʥʦʝ ʧʦʣʦʞʝʥʠʝ. 

ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʠʭ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʈʘʟʙʠʪʴ 

ʷʯʝʡʢʠ ʠʟ ʤʝʥʶ ʊʘʙʣʠʮʘ ʠʣʠ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ. 

3. ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʘʙʣʠʮʳ. ʏʪʦʙʳ ʧʦʣʫʯʠʪʴ ʧʨʠʚʣʝʢʘʪʝʣʴʥʫʶ, 

ʧʨʦʬʝʩʩʠʦʥʘʣʴʥʦ ʦʬʦʨʤʣʝʥʥʫʶ ʪʘʙʣʠʮʫ, ʝʝ ʥʝʦʙʭʦʜʠʤʦ ʦʪʬʦʨʤʘʪʠ-

ʨʦʚʘʪʴ (ʫʩʪʘʥʦʚʠʪʴ ʬʦʥ ʷʯʝʝʢ, ʚʠʜ ʛʨʘʥʠʮ, ʰʨʠʬʪ ʪʝʢʩʪʘ ʠ ʪ. ʧ.). ɼʣʷ 

ʵʪʠʭ ʮʝʣʝʡ ʚ Word ʩʫʱʝʩʪʚʫʝʪ ʜʚʘ ʩʧʦʩʦʙʘ: ʘʚʪʦʤʘʪʠʯʝʩʢʠʡ ʠ ʨʫʯ-

ʥʦʡ. ɸʚʪʦʬʦʨʤʘʪ ʧʦʟʚʦʣʷʝʪ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʧʨʠʤʝʥʠʪʴ ʢ ʪʘʙʣʠʮʝ ʧʦ 

ʚʳʙʦʨʫ ʦʜʠʥ ʠʟ ʛʦʪʦʚʳʭ ʩʪʠʣʝʡ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ. ʏʪʦʙʳ ʦʪʬʦʨʤʘʪʠ-

ʨʦʚʘʪʴ ʪʘʙʣʠʮʫ ʩ ʧʦʤʦʱʴʶ ɸʚʪʦʬʦʨʤʘʪʘ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʧʦʤʝʩʪʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʚʥʫʪʨʴ ʪʘʙʣʠʮʳ; 

Å ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ ʊʘʙʣʠʮʘ ʢʦʤʘʥʜʫ ɸʚʪʦʬʦʨʤʘʪ ʪʘʙʣʠʮʳ; 

Å ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʚʳʙʨʘʪʴ ʥʝʦʙʭʦʜʠʤʳʡ ʩʪʠʣʴ 

ʦʬʦʨʤʣʝʥʠʷ ʪʘʙʣʠʮʳ ʠ ʫʩʪʘʥʦʚʠʪʴ ʪʨʝʙʫʝʤʳʝ ʧʘʨʘʤʝʪʨʳ ʦʬʦʨʤʣʝ-

ʥʠʷ. 

ʏʪʦʙʳ ʜʦʙʘʚʠʪʴ ʚ ʪʘʙʣʠʮʫ ʦʙʨʘʤʣʝʥʠʝ, ʟʘʣʠʚʢʫ ʠʣʠ ʚʳʜʝʣʝʥʠʝ 

ʮʚʝʪʦʤ ʧʨʠ ʨʫʯʥʦʤ ʬʦʨʤʘʪʠʨʦʚʘʥʠʠ, ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ 

(ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ) ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɻʨʘʥʠʮʳ ʠ ʟʘʣʠʚʢʘ. ɼʣʷ 

ʫʩʪʘʥʦʚʢʠ ʪʦʣʴʢʦ ʬʦʨʤʳ ʦʙʨʘʤʣʝʥʠʷ ʪʘʙʣʠʮʳ (ʷʯʝʡʢʠ) ʤʦʞʥʦ ʚʦʩ-

ʧʦʣʴʟʦʚʘʪʩɹʷ ʢʥʦʧʢʦʡ ɺʥʝʰʥʠʝ ʛʨʘʥʠʮʳ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ 

ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ. 
ɼʣʷ ʛʦʨʠʟʦʥʪʘʣʴʥʦʛʦ ʠ ʚʝʨʪʠʢʘʣʴʥʦʛʦ ʚʳʨʘʚʥʠʚʘʥʠʷ ʪʝʢʩʪʘ ʚ 

ʷʯʝʡʢʘʭ, ʫʩʪʘʥʦʚʢʠ ʦʙʪʝʢʘʥʠʷ ʪʘʙʣʠʮʳ ʚʥʝʰʥʠʤ ʪʝʢʩʪʦʤ ʠ ʧʦʣʦʞʝ-

ʥʠʷ ʪʘʙʣʠʮʳ ʦʪʥʦʩʠʪʝʣʴʥʦ ʩʪʨʘʥʠʮʳ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʊʘʙʣʠʮʘ 

ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʚʦʡʩʪʚʘ ʪʘʙʣʠʮʳ ʠ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ 

ʦʢʥʝ ʫʩʪʘʥʦʚʠʪʴ ʥʝʦʙʭʦʜʠʤʳʝ ʧʘʨʘʤʝʪʨʳ.  

ɼʣʷ ʨʘʙʦʪʳ ʩ ʪʘʙʣʠʮʝʡ ʠʤʝʝʪʩʷ ʩʧʝʮʠʘʣʴʥʘʷ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ 

ʊʘʙʣʠʮʳ ʠ ʛʨʘʥʠʮʳ. ʅʘ ʥʝʡ ʠʤʝʝʪʩʷ ʠʥʩʪʨʫʤʝʥʪ ʂʘʨʘʥʜʘʰ, ʢʦʪʦ-

ʨʳʡ ʧʦʟʚʦʣʷʝʪ ʜʦʙʘʚʣʷʪʴ ʣʠʥʠʠ ʩʝʪʢʠ (ʛʨʘʥʠʮʳ) ʚ ʪʘʙʣʠʮʝ ʠ ʠʟʤʝ-

ʥʷʪʴ ʠʤʝʶʱʠʝʩʷ ʣʠʥʠʠ. ɼʣʷ ʣʠʥʠʠ ʩʝʪʢʠ ʤʦʞʥʦ ʠʟʤʝʥʷʪʴ ʮʚʝʪ ʣʠ-

ʥʠʠ, ʪʠʧ ʣʠʥʠʠ, ʪʦʣʱʠʥʫ ʣʠʥʠʠ. ɼʣʷ ʫʜʘʣʝʥʠʷ ʣʠʥʠʡ ʩʝʪʢʠ ʠʩʧʦʣʴ-

ʟʫʝʪʩʷ ʠʥʩʪʨʫʤʝʥʪ ʃʘʩʪʠʢ. ɽʛʦ ʠʩʧʦʣʴʟʦʚʘʥʠʝ ʪʘʢʦʝ ʞʝ, ʢʘʢ ʠ ʫ ʂʘ-

ʨʘʥʜʘʰʘ, ʥʦ ʧʦʜʚʦʜʠʪʴ ʢʫʨʩʦʨ ʢ ʣʠʥʠʠ ʥʘʜʦ ʟʚʝʟʜʦʯʢʦʡ ʥʘ ʣʘʩʪʠʢʝ. 

ʀʟʤʝʥʝʥʠʝ ʰʠʨʠʥʳ ʩʪʦʣʙʮʘ (ʚʳʩʦʪʳ ʩʪʨʦʢ). 

ʀʟʤʝʥʠʪʴ ʰʠʨʠʥʫ ʣʶʙʦʡ ʷʯʝʡʢʠ, ʩʪʦʣʙʮʘ ʤʦʞʥʦ ʥʝʩʢʦʣʴʢʠʤʠ ʩʧʦ-

ʩʦʙʘʤʠ: 

Å ʧʦʤʝʩʪʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʛʨʘʥʠʮʫ ʷʯʝʡʢʠ (ʩʪʦʣʙʮʘ), ʘ ʟʘ< 

ʪʝʤ ʧʝʨʝʤʝʩʪʠʪʴ ʝʛʦ ʚ ʥʫʞʥʫʶ ʧʦʟʠʮʠʶ ʵʢʨʘʥʘ; 

Å ʧʝʨʝʪʘʱʠʪʴ ʤʘʨʢʝʨ ʩʪʦʣʙʮʘ ʥʘ ʣʠʥʝʡʢʝ; 

Å ʠʟ ʤʝʥʶ ʊʘʙʣʠʮʘ (ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ) ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʚʦʡ-

ʩʪʚʘ ʪʘʙʣʠʮʳ. 
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ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʨʘʟʤʝʨʘ ʚʩʝʡ ʪʘʙʣʠʮʳ ʥʝʦʙʭʦʜʠʤʦ ʫʩʪʘʥʦʚʠʪʴ 

ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʣʶʙʫʶ ʷʯʝʡʢʫ ʪʘʙʣʠʮʫ ʠ ʜʦʞʜʘʪʴʩʷ ʧʦʷʚʣʝʥʠʷ 

ʤʘʨʢʝʨʘ ʠʟʤʝʥʝʥʠʷ ʨʘʟʤʝʨʦʚ ʪʘʙʣʠʮʳ (ʚ ʚʠʜʝ ʤʘʣʝʥʴʢʦʛʦ ʢʚʘʜʨʘʪʠ-

ʢʘ) ʚ ʥʠʞʥʝʤ ʧʨʘʚʦʤ ʫʛʣʫ ʪʘʙʣʠʮʳ ʠ, ʥʘʞʘʚ ʣʝʚʫʶ ʢʥʦʧʢʫ ʤʳh ʠ ʥʘ 

ʤʘʨʢʝʨʝ, ʠʟʤʝʥʠʪʴ ʨʘʟʤʝʨʳ ʪʘʙʣʠʮʳ. 

ʉʦʟʜʘʥʠʝ ʟʘʛʦʣʦʚʢʘ ʪʘʙʣʠʮʳ. ʏʘʩʪʦ ʙʳʚʘʝʪ ʥʝʦʙʭʦʜʠ-

ʤʦ ʧʦʤʝʩʪʠʪʴ ʚ ʜʦʢʫʤʝʥʪ ʦʯʝʥʴ ʙʦʣʴʰʫʶ ʪʘʙʣʠʮʫ, ʢʦʪʦʨʘʷ ʨʘʟʤʝʱʘ-

ʝʪʩʷ ʥʘ ʥʝʩʢʦʣʴʢʠʭ ʩʪʨʘʥʠʮʘʭ. Word ʧʦʟʚʦʣʷʝʪ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʜʫʙ-

ʣʠʨʦʚʘʪʴ ʟʘʛʦʣʦʚʢʠ ʪʘʙʣʠʮʳ ʥʘ ʢʘʞʜʦʡ ʩʪʨʘʥʠʮʝ. ɼʣʷ ʚʳʧʦʣʥʝʥʠʷ 

ʪʘʢʦʡ ʦʧʝʨʘʮʠʠ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʩʪʨʦʢʠ ʪʘʙʣʠʮʳ, ʢʦʪʦʨʳʝ ʙʫʜʫʪ ʩʣʫʞʠʪʴ ʟʘʛʦʣʦʚʢʦʤ; 

Å ʠʟ ʤʝʥʶ ʊʘʙʣʠʮʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɿʘʛʦʣʦʚʢʠ. 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʟʘʛʦʣʦʚʢʘ ʪʘʙʣʠʮʳ ʥʝʦʙʭʦʜʠʤʦ ʧʦʚʪʦʨʠʪʴ ʜʘʥʥʫʶ 

ʦʧʝʨʘʮʠʶ. 

ʈʘʟʙʠʚʢʘ ʪʘʙʣʠʮʳ. ʀʥʦʛʜʘ ʙʳʚʘʝʪ ʥʝʦʙʭʦʜʠʤʦ ʚʩʪʘʚʠʪʴ 

ʘʙʟʘʮ ʠʣʠ ʟʘʛʦʣʦʚʦʢ ʤʝʞʜʫ ʩʪʨʦʢʘʤʠ ʪʘʙʣʠʮʳ. ʇʦʭʦʞʘʷ ʧʨʦʙʣʝʤʘ 

ʚʦʟʥʠʢʘʝʪ, ʢʦʛʜʘ ʜʦʢʫʤʝʥʪ ʥʘʯʠʥʘʝʪʩʷ ʧʨʷʤʦ ʩ ʪʘʙʣʠʮʳ, ʘ ʧʦʪʦʤ ʦʢʘ-

ʟʳʚʘʝʪʩʷ, ʯʪʦ ʧʝʨʝʜ ʪʘʙʣʠʮʝʡ ʥʫʞʥʦ ʚʩʪʘʚʠʪʴ ʢʘʢʦʡ-ʪʦ ʪʝʢʩʪ. ɼʣʷ 

ʚʳʧʦʣʥʝʥʠʷ ʜʘʥʥʦʡ ʦʧʝʨʘʮʠʠ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʧʦʩʪʘʚʠʪʴ ʢʫʨʩʦʨ ʚ ʩʪʨʦʢʫ ʪʘʙʣʠʮʳ ʥʠʞʝ ʪʦʛʦ ʤʝʩʪʘ, ʛʜʝ ʥʘʜʦ 

ʨʘʟʙʠʪʴ ʪʘʙʣʠʮʫ. ɽʩʣʠ ʪʝʢʩʪ ʥʫʞʥʦ ʚʩʪʘʚʠʪʴ ʧʝʨʝʜ ʪʘʙʣʠʮʝʡ, ʪʦ ʧʦ-

ʤʝʩʪʠʪʴ ʢʫʨʩʦʨ ʚ ʧʝʨʚʫʶ ʩʪʨʦʢʫ ʪʘʙʣʠʮʳ; 

Å ʠʟ ʤʝʥʶ ʊʘʙʣʠʮʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʈʘʟʙʠʪʴ ʪʘʙʣʠʮʫ.  

ʉʦʨʪʠʨʦʚʢʘ ʪʘʙʣʠʮ. ɼʣʷ ʫʧʦʨʷʜʦʯʝʥʠʷ ʜʘʥʥʳʝ ʚ ʪʘʙʣʠʮʝ 

ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʣʠʙʦ ʚʩʶ ʪʘʙʣʠʮʫ, ʣʠʙʦ ʝʝ ʯʘʩʪʴ ʚ ʟʘʚʠʩʠʤʦʩʪʠ ʦʪ ʪʦ-

ʛʦ, ʯʪʦ ʥʝʦʙʭʦʜʠʤʦ ʦʪʩʦʨʪʠʨʦʚʘʪʴ; 

Å ʠʟ ʤʝʥʶ ʊʘʙʣʠʮʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʨʪʠʨʦʚʢʘ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʚ ʧʦʣʝ ʉʥʘʯʘʣʘ ʧʦ ʚʳʙʨʘʪʴ ʧʝʨʚʳʡ ʩʪʦʣʙʝʮ 

(ʩʪʨʦʢʫ), ʧʦ ʢʦʪʦʨʦʤʫ ʥʝʦʙʭʦʜʠʤʦ ʦʪʩʦʨʪʠʨʦʚʘʪʴ ʪʘʙʣʠʮʫ; 

Å ʚʳʙʨʘʪʴ ʪʠʧ ʩʦʨʪʠʨʫʝʤʳʭ ʜʘʥʥʳʭ ʠ ʫʩʪʘʥʦʚʠʪʴ ʥʘʧʨʘʚʣʝʥʠʝ 

ʩʦʨʪʠʨʦʚʢʠ. 

ɽʩʣʠ ʚ ʪʘʙʣʠʮʝ ʝʩʪʴ ʟʘʛʦʣʦʚʦʢ, ʢʦʪʦʨʳʡ ʥʝ ʜʦʣʞʝʥ ʫʯʘʩʪʚʦʚʘʪʴ ʚ 

ʩʦʨʪʠʨʦʚʢʝ, ʪʦ ʚ ʛʨʫʧʧʝ ʉʧʠʩʦʢ ʫʩʪʘʥʦʚʠʪʴ ʧʝʨʝʢʣʶʯʘʪʝʣʴ ɹʝʟ 

ʩʪʨʦʢʠ ʟʘʛʦʣʦʚʢʘ.  

 

4. ʇʦʩʪʨʦʝʥʠʝ ʜʠʘʛʨʘʤʤ. Word ʧʦʟʚʦʣʷʝʪ ʩʦʟʜʘʚʘʪʴ ʥʘ ʦʩʥʦʚʝ ʜʘʥ-
ʥʳʭ, ʩʦʜʝʨʞʘʱʠʭʩʷ ʚ ʪʘʙʣʠʮʝ, ʙʦʣʴʰʦʝ ʨʘʟʥʦʦʙʨʘʟʠʝ ʜʠʘʛʨʘʤʤ. ɼʣʷ 

ʧʦʩʪʨʦʝʥʠʷ ʜʠʘʛʨʘʤʤʳ ʚ ʜʦʢʫʤʝʥʪʝ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʜʘʥʥʳʝ ʚ ʪʘʙʣʠʮʝ, ʥʘ ʦʩʥʦʚʝ ʢʦʪʦʨʳʭ ʪʨʝʙʫʝʪʩʷ ʧʦ-

ʩʪʨʦʠʪʴ ʜʠʘʛʨʘʤʤʫ; 
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Å ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʈʠʩʫʥʦʢ, ʘ ʟʘʪʝʤ ï ɼʠʘ-

ʛʨʘʤʤʘ; 
Å ʟʘʢʨʳʪʴ ʦʢʥʦ ʊʘʙʣʠʮʘ ʜʘʥʥʳʭ ʠʣʠ ʱʝʣʢʥʫʪʴ ʤʳʰʴʶ ʟʘ ʧʨʝʜʝ-

ʣʘʤʠ ʜʠʘʛʨʘʤʤʳ. 

ʇʦ ʫʤʦʣʯʘʥʠʶ ʙʫʜʝʪ ʩʦʟʜʘʥʘ ʦʙʲʝʤʥʘʷ ʛʠʩʪʦʛʨʘʤʤʘ. ʆʜʥʘʢʦ 

ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʠ ʜʨʫʛʦʡ ʪʠʧ ʜʠʘʛʨʘʤʤʳ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʘʢʪʠʚʠʟʠʨʦʚʘʪʴ ʜʠʘʛʨʘʤʤʫ, ʚʳʧʦʣʥʠʚ ʥʘ ʥʝʡ ʜʚʦʡʥʦʡ ʱʝʣʯʦʢ 

ʤʳʰʴʶ, ʠʣʠ ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʆʙ̡ʝʢʪ Chart, 

ʘ ʟʘʪʝʤ ï Edit ; 

Å ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʊʠʧ ʜʠʘʛʨʘʤʤʳ ʠʟ ʤʝʥʶ ɼʠʘʛʨʘʤʤʘ (ʢʦʥ-

ʪʝʢʩʪʥʦʛʦ ʤʝʥʶ) ʠʣʠ ʥʘʞʘʪʴ ʩʦʦʪʚʝʪʩʪʚʫʶʱʫʶ ʢʥʦʧʢʫ ʥʘ ʧʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʚʳʙʨʘʪʴ ʥʝʦʙʭʦʜʠʤʳʡ ʪʠʧ ʜʠʘ-

ʛʨʘʤʤʳ. 

ɼʦʙʘʚʣʝʥʠʝ ʵʣʝʤʝʥʪʦʚ ʚ ʜʠʘʛʨʘʤʤʫ. ʂ ʜʠʘʛʨʘʤʤʝ 

ʤʦʞʥʦ ʜʦʙʘʚʠʪʴ ʨʘʟʣʠʯʥʳʝ ʵʣʝʤʝʥʪʳ: ʣʝʛʝʥʜʫ, ʧʦʜʧʠʩʠ ʜʘʥʥʳʭ, ʟʘ-

ʛʦʣʦʚʦʢ, ʣʠʥʠʠ ʩʝʪʢʠ, ʯʪʦ ʜʝʣʘʝʪ ʝʝ ʣʝʛʢʦ ʯʠʪʘʝʤʦʡ ʠ ʙʦʣʝʝ ʠʥʬʦʨ-

ʤʘʪʠʚʥʦʡ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʘʢʪʠʚʠʟʠʨʦʚʘʪʴ ʜʠʘʛʨʘʤʤʫ; 

Å ʠʟ ʤʝʥʶ ɼʠʘʛʨʘʤʤʘ (ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ) ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘ-

ʨʘʤʝʪʨʳ ʜʠʘʛʨʘʤʤʳ; 
Å ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʨʘʩʢʨʳʪʴ ʪʨʝʙʫʝʤʫʶ ʚʢʣʘʜʢʫ ʠ 

ʫʩʪʘʥʦʚʠʪʴ ʥʝʦʙʭʦʜʠʤʳʝ ʧʘʨʘʤʝʪʨʳ. 

ʊʘʢʞʝ ʤʦʞʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʤʠ ʢʥʦʧʢʘʤʠ ʥʘ 

ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʧʨʝʜʚʘʨʠʪʝʣʴʥʦ ʚʳʜʝʣʠʚ ʥʝʦʙʭʦʜʠʤʳʡ ʵʣʝ-

ʤʝʥʪ ʜʠʘʛʨʘʤʤʳ. 

 

5. ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʬʦʨʤʫʣ ʚ ʪʘʙʣʠʮʝ. ɼʣʷ ʚʳʧʦʣʥʝʥʠʷ ʧʨʦʩʪʳʭ 

ʘʨʠʬʤʝʪʠʯʝʩʢʠʭ ʦʧʝʨʘʮʠʡ ʠ ʚʳʯʠʩʣʝʥʠʷ ʤʘʪʝʤʘʪʠʯʝʩʢʠʭ ʚʳʨʘʞʝʥʠʡ 

ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʬʦʨʤʫʣʳ. ɺ ʬʦʨʤʫʣʘʭ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʟʘ-

ʢʣʘʜʢʠ ʠ ʘʜʨʝʩʘ ʷʯʝʝʢ ʪʘʙʣʠʮʳ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʬʦʨʤʫʣʳ ʥʝʦʙʭʦʜʠʤʦ: 

ï ʚr ʜʝʣʠʪʝ ʷʯʝʡʢʫ, ʚ ʢʦʪʦʨʫʶ ʙʫʜʝʪ ʧʦʤʝʱʝʥ ʨʝʟʫʣʴʪʘʪ; 

 Ζ ʤʝʥʶ ʊʘʙʣʠʮʘ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ʌʦʨʤʫʣʘ; 

ï ʝʩʣʠ Word ʧʨʝʜʣʘʛʘʝʪ ʥʝʧʦʜʭʦʜʷʱʫʶ ʬʦʨʤʫʣʫ, ʫʜʘʣʠʪʝ ʝʝ ʠʟ 

ʧʦʣʷ ʌʦʨʤʫʣʘ; 
ï ʚ ʩʧʠʩʢʝ ɺʩʪʘʚʠʪʴ ʬʫʥʢʮʠʶ ʚʳʙʝʨʠʪʝ ʬʫʥʢʮʠʶ. (ʅʘʧʨʠʤʝʨ, 

ʜʣʷ ʩʫʤʤʠʨʦʚʘʥʠʷ ʯʠʩʝʣ ʚʳʙʝʨʠʪʝ SUM) 

ï ɼʣʷ ʩʩʳʣʢʠ ʥʘ ʷʯʝʡʢʠ ʪʘʙʣʠʮʳ ʚʚʝʜʠʪʝ ʚ ʬʦʨʤʫʣʫ ʘʜʨʝʩʘ ʵʪʠʭ 

ʷʯʝʝʢ ʚ ʩʢʦʙʢʘʭ. 
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ɽʩʣʠ ʚʳʜʝʣʝʥʥʘʷ ʷʯʝʡʢʘ ʥʘʭʦʜʠʪʩʷ ʚ ʩʘʤʦʤ ʥʠʟʫ ʩʪʦʣʙʮʘ ʯʠ-

ʩʝʣ, Word ʧʨʝʜʣʘʛʘʝʪ ʬʦʨʤʫʣʫ =SUM(ABOVE). ɽʩʣʠ ʚʳʜʝʣʝʥʥʘʷ 

ʷʯʝʡʢʘ ʥʘʭʦʜʠʪʩʷ ʩ ʧʨʘʚʦʛʦ ʢʨʘʷ ʩʪʨʦʢʠ ʯʠʩʝʣ, Word ʧʨʝʜʣʘʛʘʝʪ 

ʬʦʨʤʫʣʫ =SUM(LEFT). ʇʨʠ ʵʪʦʤ ʚʘʞʥʦ, ʯʪʦʙʳ ʚʩʝ ʷʯʝʡʢʠ ʩʚʝʨʭʫ 

ʠʣʠ ʩʣʝʚʘ ʙʣrʠ ʟʘʧʦʣʥʝʥʳ. 

ɼʨʫʛʠʝ ʩʩʳʣʢʠ ʥʘ ʷʯʝʡʢʠ ʪʘʙʣʠʮʳ ʠʤʝʶʪ ʚʠʜ A1, A2, B1, B2 ʠ ʪʘʢ 

ʜʘʣʝʝ, ʛʜʝ ʙʫʢʚʘ ʫʢʘʟʳʚʘʝʪ ʥʘ ʩʪʦʣʙʝʮ, ʘ ʥʦʤʝʨ ʧʨʝʜʩʪʘʚʣʷʝʪ ʩʪʨʦʢʫ. 

ʉʩʳʣʢʠ ʥʘ ʦʪʜʝʣʴʥʳʝ ʷʯʝʡʢʠ. ʏʪʦʙʳ ʩʩʳʣʘʪʴʩʷ ʥʘ 

ʷʯʝʡʢʠ ʚ ʬʦʨʤʫʣʘʭ, ʠʩʧʦʣʴʟʫʡʪʝ ʟʘʧʷʪʫʶ ʚ ʢʘʯʝʩʪʚʝ ʨʘʟʜʝʣʠʪʝʣʷ 

ʩʩʳʣʦʢ ʥʘ ʦʪʜʝʣʴʥʳʝ ʷʯʝʡʢʠ ʠ ʜʚʦʝʪʦʯʠʝ ʜʣʷ ʨʘʟʜʝʣʝʥʠʷ ʧʝʨʚʦʡ ʠ 

ʧʦʩʣʝʜʥʝʡ ʷʯʝʝʢ, ʦʧʨʝʜʝʣʷʶʱʠʭ ʜʠʘʧʘʟʦʥ. ʅʘʧʨʠʤʝʨ, ʜʣʷ ʩʫʤʤʠʨʦ-

ʚʘʥʠʷ ʩʦʜʝʨʞʠʤʦʛʦ ʷʯʝʝʢ A1 ʠ B4 ʚʚʝʜʠʪʝ ʬʦʨʤʫʣʫ =SUM(a1,b4). 

ɺ ʧʦʣʝ ʌʦʨʤʘʪ ʯʠʩʣʘ ʚʚʝʜʠʪʝ ʬʦʨʤʘʪ ʜʣʷ ʯʠʩʝʣ. ʅʘʧʨʠʤʝʨ, ʜʣʷ 

ʦʪʦʙʨʘʞʝʥʠʷ ʯʠʩʝʣ ʚ ʚʠʜʝ ʧʨʦʮʝʥʪʦʚ ʚʳʙʝʨʠʪʝ 0,00%.  

ʏʪʦʙʳ ʙʳʩʪʨʦ ʧʨʦʩʫʤʤʠʨʦʚʘʪʴ ʩʪʨʦʢʫ ʠʣʠ ʩʪʦʣʙʝʮ ʯʠʩʝʣ, ʚʳʜʝ-

ʣʠʪʝ ʷʯʝʡʢʫ, ʚ ʢʦʪʦʨʫʶ ʙʫʜʝʪ ʧʦʤʝʱʘʪʴʩʷ ʩʫʤʤʘ, ʘ ʟʘʪʝʤ ʥʘʞʤʠʪʝ 

ʢʥʦʧʢʫ ɸʚʪʦʩʫʤʤʘ  ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʊʘʙʣʠʮʳ ʠ ʛʨʘʥʠʮʳ. 

ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʬʦʨʤʫʣʳ ʥʘʜʦ ʚʳʜʝʣʠʪʴ ʝʝ, ʘ ʟʘʪʝʤ ʚʳʧʦʣʥʠʪʴ 

ʢʦʤʘʥʜʫ ʊʘʙʣʠʮʘ-ʌʦʨʤʫʣʘ. ɺ ʢʦʤʘʥʜʝ ʟʘʜʘʪʴ ʥʦʚʳʝ ʟʥʘʯʝʥʠʷ ʜʣʷ 

ʧʦʣʝʡ ʠ ʆʂ. 

ɸʥʘʣʦʛʠʯʥʳʝ ʜʝʡʩʪʚʠʷ ʥʘʜʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʦʙʥʦʚʠʪʴ ʟʥʘʯʝʥʠʷ 

ʬʦʨʤʫʣ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ. 
13. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʪʘʙ-

ʣʠʮʫ, ʜʦʙʘʚʠʪʴ ʠ ʫʜʘʣʠʪʴ ʷʯʝʡʢʫ, ʩʪʨʦʢʫ ʠʣʠ ʩʪʦʣʙʝʮ, ʦʙʲʝʜʠʥʠʪʴ 

ʠʣʠ ʨʘʟʙʠʪʴ ʷʯʝʡʢʫ? 

14. ʂʘʢ ʬʦʨʤʘʪʠʨʦʚʘʪʴ ʪʘʙʣʠʮʫ, ʠʟʤʝʥʠʪʴ ʰʠʨʠʥʫ ʩʪʦʣʙʮʘ ʠʣʠ 
ʚʳʩʦʪʫ ʩʪʨʦʢʠ? 

15. ʂʘʢ ʩʦʟʜʘʪʴ ʟʘʛʦʣʦʚʦʢ ʪʘʙʣʠʮʳ? 

16. ʂʘʢ ʩʦʨʪʠʨʦʚʘʪʴ ʜʘʥʥʳʝ ʚ ʪʘʙʣʠʮʝ? 

17. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʫʞʥʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʧʦʩʪʨʦʝʥʠʷ ʥʘ ʦʩʥʦʚʝ 
ʪʘʙʣʠʯʥʳʭ ʜʘʥʥʳʭ ʜʠʘʛʨʘʤʤʳ?  

18. ʂʘʢ ʠʩʧʦʣʴʟʦʚʘʪʴ ʬʦʨʤʫʣʳ ʜʣʷ ʚʳʧʦʣʥʝʥʠʷ ʚʳʯʠʩʣʝʥʠʡ ʥʘʜ 
ʜʘʥʥʳʤʠ ʪʘʙʣʠʮʳ? 

 

6. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ 

 

1. ʆʬʦʨʤʠʪʴ ʪʘʙʣʠʮʫ ʩʦ ʩʣʝʜʫʶʱʝʡ ʠʥʬʦʨʤʘʮʠʝʡ: 
|ʊʘʙʝʣʴʥʳʡ ʥʦʤʝʨ|ʌ.ʀ.ʆ.|ɼʦʣʞʥʦʩʪʴ|ʂʘʪʝʛʦʨʠʷ|ʆʢʣʘʜ| 

(ʪʘʙʣʠʮʘ ʜʦʣʞʥʘ ʩʦʜʝʨʞʘʪʴ ʥʝ ʤʝʥʝʝ ʜʝʩʷʪʠ ʟʘʧʠʩʝʡ). 

../../Ageenko/WORD/wohowPerformcalculationsinatable.htm
javascript:HelpPopup('wdtip9.hlp','IDH_wodefToolbar');
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2. ʆʪʩʦʨʪʠʨʦʚʘʪʴ ʧʦʣʫʯʝʥʥʫʶ ʪʘʙʣʠʮʫ ʧʦ ʜʦʣʞʥʦʩʪʷʤ, ʚʥʫʪʨʠ 

ʢʘʞʜʦʡ ʜʦʣʞʥʦʩʪʠ ʧʦ ʢʘʪʝʛʦʨʠʠ, ʚʥʫʪʨʠ ʢʘʪʝʛʦʨʠʠ ʧʦ ʦʢʣʘʜʫ. 

3. ʀʩʧʦʣʴʟʫʷ ʬʦʨʤʫʣʳ, ʧʦʜʩʯʠʪʘʪʴ ʩʫʤʤʫ ʧʦ ʦʢʣʘʜʘʤ. 
ʇʝʨʝʦʬʦʨʤʠʪʴ ʪʘʙʣʠʮʫ ʩʣʝʜʫʶʱʠʤ ʦʙʨʘʟʦʤ:  

ï ʚʦʢʨʫʛ ʪʘʙʣʠʮʳ ʞʠʨʥʘʷ ʨʘʤʢʘ,  

ï ʩʪʦʣʙʮʳ ʨʘʟʜʝʣʠʪʴ ʪʦʥʢʦʡ ʚʝʨʪʠʢʘʣʴʥʦʡ ʣʠʥʠʝʡ, ʩʪʨʦʢʠ ʨʘʟʜʝ-

ʣʠʪʴ ʧʫʥʢʪʠʨʦʤ; 

ï ʠʩʧʦʣʴʟʦʚʘʪʴ ʜʣʷ ʦʬʦʨʤʣʝʥʠʷ ʮʚʝʪʥʦʡ ʰʨʠʬʪ ʠ ʮʚʝʪ ʜʣʷ ʣʠʥʠʡ.  

ʅʘʧʨʠʤʝʨ, ʢʘʢ ʧʨʦʠʟʚʝʜʝʥʦ ʦʬʦʨʤʣʝʥʠʝ ʪʘʙʣʠʮʳ 1. 
 

ʊʘʙʣʠʮʘ 1. ʇʨʠʤʝʨ ʦʬʦʨʤʣʝʥʠʷ ʪʘʙʣʠʮʳ. 

ʊʘʙʝʣʥɹʳʡ 

ʥʦʤʝʨ 
ʌ.ʀ.ʆ. ɼʦʣʞʥʦʩʪʴ ʂʘʪʝʛʦʨʠʷ ʆʢʣʘʜ 

1325 ʀʚʘʥʦʚ ʀ.ʀ. ɼʠʨʝʢ-

ʪʦʨ 

7 120000

0 

1330 ʇʝʪʨʦʚ ʇ.ʇ. ʀʥʞʝʥʝʨ 2 325000 

1365 ʂʣʶʢʠʥ ɸ.ɸ. ʀʥʞʝʥʝʨ 2 270000 

1399 ʍʘʪʢʠʥ ɺ.ɸ. ʀʥʞʝʥʝʨ 4 245000 

1344 ɸʚʜʝʝʚ ʇ.ʈ. ʊʝʭʥʠʢ 3 150000 

1350 ʉʠʜʦʨʦʚ ʉ.ʉ ʊʝʭʥʠʢ 3 130000 

 

4. ʉʦʟʜʘʪʴ ʪʘʙʣʠʮʫ çʈʝʟʫʣʴʪʘʪʳ ʟʠʤʥʝʡ ʠ ʣʝʪʥʝʡ ʩʝʩʩʠʡè (ʪʘʙʣʠ-

ʮʘ 2) ʠ ʚʳʧʦʣʥʠʪʴ: 

ï ʦʬʦʨʤʠʪʴ ʪʘʙʣʠʮʫ ʩ ʠʩʧʦʣʴʟʦʚʘʥʠʝʤ ʘʚʪʦʤʘʪʠʯʝʩʢʦʛʦ ʬʦʨʤʘʪʠ-

ʨʦʚʘʥʠʷ ʪʘʙʣʠʮ; ʩʦʟʜʘʡʪʝ ʟʘʛʦʣʦʚʦʢ ʪʘʙʣʠʮʳ; 

ï ʜʣʷ ʩʧʠʩʢʘ ʩʪʫʜʝʥʪʦʚ ʠʩʧʦʣʴʟʦʚʘʪʴ ʘʚʪʦʤʘʪʠʯʝʩʢʫʶ ʥʫʤʝʨʘ-

ʮʠ;ʁ 

ï ʠʩʧʦʣʴʟʫʷ ʬʦʨʤʫʣʳ, ʧʦʜʩʯʠʪʘʪʴ ʩʨʝʜʥʠʡ ʙʘʣʣ ʧʦ ʟʠʤʥʝʡ ʠ ʣʝʪ-

ʥʝʡ ʩʝʩʩʠʷʤ; 

ï ʧʦʩʪʨʦʠʪʴ ʜʠʘʛʨʘʤʤʳ ʩʨʝʜʥʠʭ ʙʘʣʣʦʚ ʜʣʷ ʢʘʞʜʦʛʦ ʩʪʫʜʝʥʪʘ. 
ʊʘʙʣʠʮʘ 2. ʈʝʟʫʣʴʪʘʪʳ ʟʠʤʥʝʡ ʠ ʣʝʪʥʝʡ ʩʝʩʩʠʡ 

ˉ 

ʧʧ 

ʌ.ʀ.ʆ. 

ʩʪʫʜʝʥʪʘ 

ɿʠʤʥʷʷ ʩʝʩʩʠʷ ʃʝʪʥʷʷ ʩʝʩʩʠʷ 

ʌ
ʠ
ʟ
ʠ
ʢ
ʘ

 

ʄ
ʘʪ
ʝʤ
ʘʪ
ʠ
ʢ
ʘ 

ʇ
ʨ
ʦ
ʛ
ʨ
ʘ
ʤ
ʤ

ʠ
-

ʨ
ʦ
ʚ
ʘʥ
ʠ
ʝ

 

ʉ
ʨ
ʝʜ
ʥ
ʠ
ʡ
 

ʙ
ʘ
ʣ
ʣ

 

ʌ
ʠ
ʟ
ʠ
ʢ
ʘ

 

ʄ
ʘʪ
ʝʤ
ʘʪ
ʠ
ʢ
ʘ 

ʇ
ʨ
ʦ
ʛ
ʨ
ʘ
ʤ
ʤ

ʠ
-

ʨ
ʦ
ʚ
ʘʥ
ʠ
ʝ

 

ʉ
ʨ
ʝʜ
ʥ
ʠ
ʡ
 

ʙ
ʘ
ʣ
ʣ

 

1 ʀʚʘʥʦʚ 5 5 5 5 5 5 5 5 

2 ʇʝʪʨʦʚ 5 5 4 4,9 5 5 4 4,9 
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ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ 6 

ʈɸɹʆʊɸ ʉ ɻʈɸʌʀʏɽʉʂʀʄʀ ʆɹʒɽʂʊɸʄʀ 
1. ʉʦʟʜʘʥʠʝ ʨʠʩʫʥʢʦʚ ʚ MS Word. 

2. ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʨʠʩʫʥʢʦʚ. 

3. ʈʠʩʦʚʘʥʠʝ ʩʨʝʜʩʪʚʘʤʠ Word. 

4.ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ ʛʨʘʬʠʯʝʩʢʠʭ ʦʙʲʝʢʪʦʚ Word.  

5. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 

 

ʎʝʣʴ: ʧʨʠʦʙʨʝʪʝʥʠʝ ʥʘʚʳʢʦʚ ʨʠʩʦʚʘʥʠʷ ʚ MS Word. 

ɿʘʜʘʯʠ: 

ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʨʠʩʫʥʦʢ; 

ï ʫʤʝʪʴ ʠʩʧʦʣʴʟʦʚʘʪʴ ʚ ʪʝʢʩʪʝ ʠʤʝʶʱʠʝʩʷ ʚ Word ʨʠʩʫʥʢʠ; 

ï ʫʤʝʪʴ ʬʦʨʤʘʪʠʨʦʚʘʪʴ  

ï ʫʤʝʪʴ ʨʠʩʦʚʘʪʴ ʩʨʝʜʩʪʚʘʤʠ Word; 

ï ʫʤʝʪʴ ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʨʠʩʫʥʢʠ. 

 

1. ʉʦʟʜʘʥʠʝ ʨʠʩʫʥʢʦʚ ʚ MS Word. ʈʠʩʫʥʢʠ ʚ MS Word ʩʦʟʜʘʶʪʩʷ 

ʩʣʝʜʫʶʱʠʤʠ ʩʧʦʩʦʙʘʤʠ. 

1 ʩʧʦʩʦʙ. ɼʦʙʘʚʣʝʥʠʝ ʨʠʩʫʥʢʘ ʠʟ ʬʘʡʣʘ. ɼʣʷ ʵʪʦʛʦ ʠʩʧʦʣʴʟʫʝʪʩʷ 

ʢʦʤʘʥʜʘ ɺʩʪʘʚʢʘ ï ʈʠʩʫʥʦʢ ï ʀʟ ʬʘʡʣʘ. 

ɺ ʨʝʟʫʣʴʪʘʪʝ ʧʦʷʚʠʪʩʷ ʦʢʥʦ ʜʣʷ ʚʳʙʦʨʘ ʬʘʡʣʘ ʩ ʨʠʩʫʥʢʦʤ. ɺʳ-

ʙʨʘʥʥʳʡ ʨʠʩʫʥʦʢ ʚʩʪʘʚʣʷʝʪʩʷ ʚ ʪʝʢʫʱʫʶ ʧʦʟʠʮʠʶ ʢʫʨʩʦʨʘ ʚʚʦʜʘ. ʉ 

ʵʪʠʤ ʩʧʦʩʦʙʦʤ ʚʩʪʘʚʢʠ ʚʦʟʤʦʞʥʦ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʨʠʩʫʥʢʘ ʧʦʯʪʠ 

ʢʘʢ ʪʝʢʩʪʘ, ʪ.ʝ. ʤʦʞʥʦ ʟʘʜʘʚʘʪʴ ʚʳʨʘʚʥʠʚʘʥʠʝ, ʛʨʘʬʠʯʝʩʢʠʝ ʧʘʨʘʤʝʪ-

ʨʳ, ʦʪʩʪʫʧʳ ʠ ʧʨʦʯʝʝ. 

2 ʩʧʦʩʦʙ. ʉ ʧʦʤʦʱʴʶ ʙʫʬʝʨʘ ʦʙʤʝʥʘ. ɼʣʷ ʵʪʦʛʦ ʟʘʧʫʩʢʘʝʪʩʷ ʧʨʦ-

ʛʨʘʤʤʘ ʩ ʨʠʩʫʥʢʦʤ (ʥʘʧʨʠʤʝʨ, Paint). ɺʳʜʝʣʷʝʪʩʷ ʨʠʩʫʥʦʢ ʠʣʠ ʝʛʦ 

ʯʘʩʪʴ ʢʥʦʧʢʦʡ ʠ ʚʳʧʦʣʥʷʝʤ ʢʦʤʘʥʜʫ ʇʨʘʚʢʘ ï ʂʦʧʠʨʦʚʘʪʴ. ɿʘʪʝʤ 

ʧʝʨʝʭʦʜʠʤ ʚ ʧʨʦʛʨʘʤʤʫ Word ʠ ʢʦʤʘʥʜʘ ʇʨʘʚʢʘ ï ɺʩʪʘʚʠʪʴ. ɺ ʧʨʦ-

ʛʨʘʤʤʝ Word ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʢʦʤʘʥʜʫ ʇʨʘʚʢʘ ï ʉʧʝʮʠʘʣʴʥʘʷ 

ʚʩʪʘʚʢʘ, ʢʦʪʦʨʘʷ ʧʦʟʚʦʣʷʝʪ ʠʟʤʝʥʠʪʴ ʘʚʪʦʤʘʪʠʯʝʩʢʠʝ ʧʘʨʘʤʝʪʨʳ 

ʚʩʪʘʚʣʷʝʤʦʛʦ ʠʟʦʙʨʘʞʝʥʠʷ. 

3 ʩʧʦʩʦʙ. ɺʩʪʘʚʢʘ ʨʠʩʫʥʢʦʚ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʧʦʩʣʝ 

ʚʩʪʘʚʢʠ. ʊʘʢʦʝ ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʚʦʟʤʦʞʥʦ, ʝʩʣʠ ʥʘ ʢʦʤʧʴʶʪʝʨʝ ʫʩʪʘ-
ʥʦʚʣʝʥʘ ʩʦʦʪʚʝʪʩʪʚʫʶʱʘʷ ʧʨʦʛʨʘʤʤʘ. ɼʣʷ ʚʩʪʘʚʢʠ ʠʩʧʦʣʴʟʫʝʪʩʷ ʢʦ-

ʤʘʥʜʘ ɺʩʪʘʚʢʘ ï ʆʙʲʝʢʪ, ʢʦʪʦʨʘʷ ʠʤʝʝʪ 2 ʚʢʣʘʜʢʠ: 

1 ʚʢʣʘʜʢʘ ʉʦʟʜʘʥʠʝ ʠʩʧʦʣʴʟʫʝʪʩʷ ʚ ʪʝʭ ʩʣʫʯʘʷʭ, ʢʦʛʜʘ ʚʩʪʘʚʣʷʝ-

ʤʦʛʦ ʨʠʩʫʥʢʘ ʥʝ ʩʫʱʝʩʪʚʫʝʪ. ʉ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ ʚʩʪʘʚʣʷʝʪʩʷ ʚʥʦʚʴ 
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ʩʦʟʜʘʚʘʝʤʳʡ ʈʠʩʫʥʦʢ. ɺ ʦʢʥʝ ʢʦʤʘʥʜʳ ʚʳʙʠʨʘʝʤ ʪʠʧ ʚʩʪʘʚʣʷʝʤʦ-

ʛʦ ʛʨʘʬʠʯʝʩʢʦʛʦ ʦʙʲʝʢʪʘ (ʅʘʧʨʠʤʝʨ, ʈʠʩʫʥʦʢ  Paint Brush) ʠ ʥʘʞʠʤʘ-

ʝʪʩʷ ʆʂ. ɺ ʨʝʟʫʣʴʪʘʪʝ ʚ ʦʢʥʝ ʧʨʦʛʨʘʤʤʳ Word ʟʘʧʫʩʢʘʝʪʩʷ ʧʨʦʛʨʘʤ-

ʤʘ ʜʣʷ ʩʦʟʜʘʥʠʷ ʨʠʩʫʥʢʘ. ʏʪʦʙʳ ʟʘʚʝʨʰʠʪʴ ʚʩʪʘʚʢʫ ʠ ʟʘʢʨʳʪʴ ʧʨʦ-

ʛʨʘʤʤʫ ʩ ʨʠʩʫʥʢʦʤ, ʥʘʜʦ ʱʝʣʢʥʫʪʴ ʚ ʩʚʦʙʦʜʥʦʤ ʤʝʩʪʝ ʚʥʝ ʨʠʩʫʥʢʘ.  

2 ʚʢʣʘʜʢʘ ʉʦʟʜʘʥʠʝ ʠʟ ʬʘʡʣʘ ʠʩʧʦʣʴʟʫʝʪ ʛʦʪʦʚʳʡ ʨʠʩʫʥʦʢ. ɺ 

ʵʪʦʤ ʩʣʫʯʘʝ ʥʘʜʦ ʫʢʘʟʘʪʴ ʠʤʷ ʬʘʡʣʘ, ʩʦʜʝʨʞʘʱʝʛʦ ʛʦʪʦʚʳʡ ʈʠʩʫʥʦʢ. 

ɽʩʣʠ ʠʤʷ ʥʝʠʟʚʝʩʪʥʦ, ʪʦ ʥʘʜʦ ʥʘʞʘʪʴ ʥʘ ʢʥʦʧʢʫ ʆʙʟʦʨ. ɺ ʨʝʟʫʣʴʪʘʪʝ 

ʙʫʜʝʪ ʦʪʢʨʳʪʦ ʦʢʥʦ ʜʣʷ ʧʦʠʩʢʘ ʬʘʡʣʘ ʩ ʨʠʩʫʥʢʦʤ. ɼʣʷ ʧʦʩʣʝʜʫʶʱʝ-

ʛʦ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʪʘʢʠʭ ʨʠʩʫʥʢʦʚ ʜʦʩʪʘʪʦʯʥʦ ʧʨʦʠʟʚʝʩʪʠ ʜʚʦʡʥʦʡ 

ʱʝʣʯʦʢ ʥʘ ʨʠʩʫʥʢʝ. ɺ ʨʝʟʫʣʴʪʘʪʝ ʟʘʧʫʩʢʘʝʪʩʷ ʩʦʦʪʚʝʪʩʪʚʫʶʱʘʷ ʛʨʘ-

ʬʠʯʝʩʢʘʷ ʧʨʦʛʨʘʤʤʘ, ʚ ʢʦʪʦʨʦʡ ʦʪʢʨʳʚʘʝʪʩʷ ʬʘʡʣ ʩ ʨʠʩʫʥʢʦʤ ʜʣʷ 

ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ. 

4 ʩʧʦʩʦʙ. ɺʩʪʘʚʢʘ ʛʦʪʦʚʳʭ ʨʠʩʫʥʢʦʚ. ɼʣʷ ʵʪʦʛʦ ʠʩʧʦʣʴʟʫʝʪʩʷ ʢʦ-

ʤʘʥʜʘ ɺʩʪʘʚʢʘ ï ʈʠʩʫʥʦʢ ï ʂʘʨʪʠʥʢʠ. ɺ ʨʝʟʫʣʴʪʘʪʝ ʦʪʢʨʳʚʘʝʪʩʷ 

ʦʢʥʦ ʜʣʷ ʚʳʙʦʨʘ ʛʦʪʦʚʳʭ ʢʘʨʪʠʥʦʢ. ʏʪʦʙʳ ʚʩʪʘʚʠʪʴ ʚʳʙʨʘʥʥʳʡ ʨʠ-

ʩʫʥʦʢ, ʠʩʧʦʣʟɹʫʝʪʩʷ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ. 

5 ʩʧʦʩʦʙ. ɺʩʪʘʚʢʘ ʨʠʩʫʥʢʘ ʚ ʨʘʤʢʫ. ʕʪʦʪ ʩʧʦʩʦʙ ʧʦʟʚʦʣʷʝʪ ʨʘʟʤʝ-

ʱʘʪʴ ʨʠʩʫʥʦʢ ʚ ʧʨʦʠʟʚʦʣʴʥʦʤ ʤʝʩʪʝ ʩʪʨʘʥʠʮʳ. ʊʘʢʦʡ ʧʨʠʝʤ ʦʩʦʙʝʥ-

ʥʦ ʩʫʱʝʩʪʚʝʥʝʥ ʜʣʷ ʪʝʢʩʪʘ ʩ ʢʦʣʦʥʢʘʤʠ.  

ʏʪʦʙʳ ʚʩʪʘʚʠʪʴ ʨʠʩʫʥʦʢ ʚ ʨʘʤʢʫ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʩʦʟʜʘʪʴ ʨʘʤʢʫ ʢʦʤʘʥʜʦʡ ɺʩʪʘʚʢʘ ï ʅʘʜʧʠʩʴ. ʂʫʨʩʦʨ, ʧʨʠʥʷʚ-

ʰʠʡ ʚʠʜ çʧʣʶʩʘè, ʧʦʜʚʦʜʠʪʩʷ ʢ ʤʝʩʪʫ ʥʘʯʘʣʘ ʨʘʤʢʠ ʥʘʞʠʤʘʝʪʩʷ 

ʣʝʚʘʷ ʢʥʦʧʢʘ ʠ ʨʘʩʪʷʛʠʚʘʝʪʩʷ. ɺ ʨʝʟʫʣʴʪʘʪʝ ʧʦʷʚʠʪʩʷ ʨʘʤʢʘ, ʚʥʫʪʨʠ 

ʢʦʪʦʨʦʡ ʙʫʜʝʪ ʫʩʪʘʥʦʚʣʝʥ ʢʫʨʩʦʨ. 

Å ʚʳʧʦʣʥʠʪʴ ʚʩʪʘʚʢʫ ʨʠʩʫʥʢʘ ʣʶʙʳʤ ʩʧʦʩʦʙʦʤ. ʈʠʩʫʥʦʢ ʙʫʜʝʪ 

ʚʩʪʘʚʣʝʥ ʚʥʫʪʨʴ ʨʘʤʢʠ. ʈʠʩʫʥʦʢ ʨʘʩʪʷʥʝʪʩʷ ʧʦ ʰʠʨʠʥʝ ʨʘʤʢʠ, ʘ 

ʚʳʩʦʪʘ ʨʘʤʢʠ ʙʫʜʝʪ ʠʟʤʝʥʝʥʘ ʚ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ ʧʨʦʧʦʨʮʠʷʤʠ ʨʠ-

ʩʫʥʢʘ. ɼʘʣʝʝ ʨʘʤʢʫ ʩ ʨʠʩʫʥʢʦʤ ʤʦʞʥʦ ʧʝʨʝʪʘʩʢʠʚʘʪʴ ʚ ʣʶʙʦʝ ʤʝ-

ʩʪʦ.  

ɿʘʤʝʯʘʥʠʝ. ʇʨʠ ʵʪʦʤ ʥʫʞʥʦ ʩʤʦʪʨʝʪʴ, ʯʪʦʙʳ ʚʳʜʝʣʝʥʘ ʙʳʣʘ 

ʠʤʝʥʥʦ ʨʘʤʢʘ. ɺʳʜʝʣʝʥʥʘʷ ʨʘʤʢʘ ʦʙʣʘʜʘʝʪ ʭʘʨʘʢʪʝʨʥʦʡ ʰʪʨʠʭʦʚ-

ʢʦʡ. 

 

2. ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʨʠʩʫʥʢʦʚ. ɺʳʜʝʣʝʥʠʝ ʨʠʩʫʥʢʦʚ. ɺʳʜʝ-
ʣʷʝʪʩʷ ʨʠʩʫʥʦʢ ʦʜʥʠʤ ʱʝʣʯʢʦʤ. ɺ ʨʝʟʫʣʴʪʘʪʝ ʜʦʣʞʥʳ ʧʦʷʚʠʪʩɹʷ 

ʤʘʨʢʝʨʳ: 4 ʧʦ ʫʛʣʘʤ ʠ ʧʦ ʦʜʥʦʤʫ ʥʘ ʩʝʨʝʜʠʥʝ ʢʘʞʜʦʡ ʩʪʦʨʦʥʳ. ʇʦ-

ʩʣʝ ʧʦʜʚʝʜʝʥʠʷ ʢʫʨʩʦʨʘ ʢ ʤʘʨʢʝʨʫ, ʢʫʨʩʦʨ ʧʨʠʥʠʤʘʝʪ ʚʠʜ ʜʚʫʭʩʪʦ-
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ʨʦʥʥʝʡ ʩʪʨʝʣʢʠ. ʅʘʞʘʪʠʝʤ ʣʝʚʦʡ ʢʥʦʧʢʠ ʤʳʰʠ ʨʘʩʪʷʛʠʚʘʝʤ ʠʣʠ 

ʩʞʠʤʘʝʤ ʨʠʩʫʥʦʢ. 

ʇʝʨʝʤʝʱʝʥʠʝ. ʇʦʜʚʦʜʠʤ ʢʫʨʩʦʨ ʚ ʦʙʣʘʩʪʴ ʨʠʩʫʥʢʘ. ʂʫʨʩʦʨ 

ʜʦʣʞʝʥ ʧʨʠʥʷʪʴ ʚʠʜ ʢʨʝʩʪʠʢʘ ʩ ʩʪʨʝʣʢʘʤʠ . ʅʘʞʠʤʘʝʪʩʷ ʣʝʚʘ ̫

ʢʥʦʧʢʘ ʤʳʰʠ ʠ ʧʝʨʝʪʘʩʢʠʚʘʝʪʩʷ ʨʠʩʫʥʦʢ ʚ ʥʫʞʥʦʝ ʤʝʩʪʦ ʚ ʪʝʢʩʪʝ.  
ɿʘʤʝʯʘʥʠ.̫ 1. ʅʦʚʦʝ ʤʝʩʪʦʧʦʣʦʞʝʥʠʝ ʨʠʩʫʥʢʘ ʤʦʞʝʪ ʦʪʦʙʨʘ-

ʞʘʪʴʩʷ ʚ ʚʠʜʝ ʧʫʥʢʪʠʨʥʦʡ ʨʘʤʢʠ. 
2. ɽʩʣʠ ʧʝʨʝʪʘʩʢʠʚʘʪʴ ʩ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʝʡ Ctrl, ʨʠʩʫʥʦʢ ʙʫʜʝʪ 

ʩʢʦʧʠʨʦʚʘʥ. 

ʄʦʞʥʦ ʢʦʧʠʨʦʚʘʪʴ ʠ ʧʝʨʝʤʝʱʘʪʴ ʨʠʩʫʥʢʠ ʩ ʧʦʤʦʱʴʶ ʙʫʬʝʨʘ. 

ʀʟʤʝʥʝʥʠʝ ʧʘʨʘʤʝʪʨʦʚ ʨʠʩʫʥʢʘ. ɼʣʷ ʵʪʦʛʦ ʚʳʜʝʣʠʪʴ 

ʨʠʩʫʥʦʢ ʠ ʢʦʤʘʥʜʘ ʌʦʨʤʘʪ ï ʈʠʩʫʥʦʢ ʠʣʠ ʢʦʤʘʥʜʘ ʌʦʨʤʘʪ ʨʠʩʫʥ-

ʢʘ  ʚ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ. 

ʂʦʤʘʥʜʘ ʠʤʝʝʪ 6 ʚʢʣʘʜʦʢ, ʠʟ ʥʠʭ ʢ ʨʠʩʫʥʢʘʤ ʦʪʥʦʩʷʪʩʷ 4 ʩʣʝʜʫ-

ʶʱʠʭ:  

1. ʈʘʟʤʝʨ ï ʧʦʟʚʦʣʷʝʪ ʠʟʤʝʥʷʪʴ ʨʘʟʤʝʨ ʨʠʩʫʥʢʘ, ʧʨʠʯʝʤ ʤʦʞʥʦ 

ʠʟʤʝʥʷʪʴ ʨʘʟʤʝʨ ʚ ʩʘʥʪʠʤʝʪʨʘʭ ʠʣʠ ʚ %. ɽʩʣʠ ʧʨʠ ʠʟʤʝʥʝʥʠʠ ʨʘʟʤʝ-

ʨʦʚ ʥʘʜʦ ʩʦʭʨʘʥʠʪʴ ʧʨʦʧʦʨʮʠʠ, ʥʘʜʦ ʫʩʪʘʥʦʚʠʪʴ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ 

ʬʣʘʞʦʢ ʉʦʭʨʘʥʠʪʴ ʧʨʦʧʦʨʮʠʠ. 

2. ʎʚʝʪʘ ʠ ʣʠʥʠʠ, ʚ ʢʦʪʦʨʦʡ ʟʘʜʘʝʪʩʷ ʟʘʣʠʚʢʘ ʬʦʥʘ ʨʠʩʫʥʢʘ ʠ 

ʥʘʣʠʯʠʝ ʚ ʥʝʡ ʦʙʚʦʜʢʠ. ʌʦʥ ʤʝʥʷʝʪʩʷ ʪʦʣʴʢʦ ʜʣʷ ʨʠʩʫʥʢʦʚ ʥʘ ʧʨʦ-

ʟʨʘʯʥʦʤ ʬʦʥʝ. 

3. ʇʦʣʦʞʝʥʠʝ ï ʟʘʜʘʝʪ ʨʘʟʤʝʱʝʥʠʝ ʨʠʩʫʥʢʦʚ ʚ ʪʝʢʩʪʝ ʠ ʝʛʦ ʚʳ-

ʨʘʚʥʠʚʘʥʠʝ. ɼʣʷ ʵʪʦʛʦ ʥʘʜʦ ʱʝʣʢʥʫʪʴ ʥʘ ʥʫʞʥʦʤ ʚʘʨʠʘʥʪʝ. 

4. ʈʠʩʫʥʦʢ, ʚ ʢʦʪʦʨʦʡ ʟʘʜʘʝʪʩʷ: ʨʘʟʤʝʨ ʧʦʣʝʡ ʦʙʨʝʟʢʠ; ʷʨʢʦʩʪʴ ʠ 

ʢʦʥʪʨʘʩʪʥʦʩʪʴ; ʮʚʝʪ. ɽʩʣʠ ʚ ʩʧʠʩʢʝ ʎʚʝʪ ʚʳʙʨʘʪʴ ʚʘʨʠʘʥʪ ʇʦʜʣʦʞ-

ʢʘ, ʪʦ ʮʚʝʪ ʨʠʩʫʥʢʘ ʩʪʘʥʝʪ ʙʣʝʢʣʳʤ, ʠ ʧʦʚʝʨʭ ʥʝʛʦ ʭʦʨʦʰʦ ʯʠʪʘʝʪʩʷ 

ʪʝʢʩʪ. ʕʪʦʪ ʚʘʨʠʘʥʪ ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʩʦʟʜʘʥʠʷ ʬʦʥʘ ʜʦʢʫʤʝʥʪʘ. 

ʀʟʤʝʥʝʥʠʝ ʦʪʥʦʩʠʪʝʣʴʥʦʛʦ ʨʘʩʧʦʣʦʞʝʥʠʷ ʨʠ-

ʩʫʥʢʘ. ʄʦʞʥʦ ʠʟʤʝʥʷʪʴ ʨʘʩʧʦʣʦʞʝʥʠʝ ʨʠʩʫʥʢʦʚ ʠ ʛʨʘʬʠʯʝʩʢʠʭ 

ʦʙʲʝʢʪʦʚ ʜʨʫʛ ʦʪʥʦʩʠʪʝʣʴʥʦ ʜʨʫʛʘ, ʝʩʣʠ ʦʥʠ ʥʘʢʣʘʜʳʚʘʶʪʩʷ ʜʨʫʛ ʥʘ 

ʜʨʫʛʘ. ɼʣʷ ʵʪʦʛʦ ʠʩʧʦʣʴʟʫʝʪʩʷ ʢʦʤʘʥʜʘ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʇʦʨ̫ʜʦʢ. 

ɺ ʵʪʦʤ ʞʝ ʤʝʥʶ ʤʦʞʥʦ ʠʟʤʝʥʷʪʴ ʦʪʥʦʩʠʪʝʣʴʥʦʝ ʨʘʩʧʦʣʦʞʝʥʠʝ ʪʝʢ-

ʩʪʘ ʠ ʨʠʩʫʥʢʘ. 

 

3. ʈʠʩʦʚʘʥʠʝ ʩʨʝʜʩʪʚʘʤʠ Word. ɼʣʷ ʨʠʩʦʚʘʥʠʷ ʩʨʝʜʩʪʚʘʤʠ Word 

ʠʩʧʦʣʴʟʫʝʪʩʷ ʩʧʝʮʠʘʣʴʥʘʷ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʈʠʩʦʚʘʥʠʝ, ʥʘ ʢʦʪʦ-

ʨʦʡ ʨʘʩʧʦʣʦʞʝʥʳ ʩʣʝʜʫʶʱʠʝ ʢʥʦʧʢʠ:  

1) ʢʥʦʧʢʘ ɼʝʡʩʪʚʠʷ ʩʦʜʝʨʞʠʪ ʤʝʥʶ ʜʣʷ ʨʘʙʦʪʳ ʩ ʨʠʩʫʥʢʘʤʠ;  
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2) ʢʥʦʧʢʘ ɺʳʙʦʨ ʩʣʫʞʠʪ ʜʣʷ ʚʳʜʝʣʝʥʠʷ ʥʝʩʢʦʣʴʢʠʭ ʛʨʘʬʠʯʝ-

ʩʢʠʭ ʦʙʲʝʢʪʦʚ; 

3) ʢʥʦʧʢʘ  ʩʣʫʞʠʪ ʜʣʷ ʧʦʚʦʨʦʪʘ ʚʳʜʝʣʝʥʥʳʭ ʛʨʘʬʠʯʝʩʢʠʭ ʦʙ̡-

ʝʢʪʦʚ.  

ɼʣʷ ʩʦʟʜʘʥʠʷ ʨʘʟʣʠʯʥʳʭ ʛʨʘʬʠʯʝʩʢʠʭ ʦʙʲʝʢʪʦʚ ʩʣʫʞʘʪ ʢʥʦʧʢʠ: 

ʥʘʙʦʨ ʩʣʦʞʥʳʭ ʵʣʝʤʝʥʪʦʚ; ʣʠʥʠʠ ʧʨʷʤʳʝ; ʩʪʨʝʣʢʠ (ʧʦ ʫʤʦʣʯʘʥʠʶ 

ʧʨʝʜʣʘʛʘʝʪʩʷ ʦʜʥʘ ʩʪʨʝʣʢʘ ʚ ʢʦʥʮʝ); ʧʨʷʤʦʫʛʦʣʴʥʠʢʠ; ʵʣʣʠʧʩʳ; ʩʦ-

ʟʜʘʥʠʝ ʥʘʜʧʠʩʠ (ʨʘʤʢʠ ʜʣʷ ʚʚʦʜʘ ʪʝʢʩʪʘ ʠ/ʠʣʠ ʜʦʙʘʚʣʝʥʠʷ ʨʠʩʫʥʢʘ).  

ʈʘʙʦʪʘ ʩ ʥʘʜʧʠʩʷʤʠ. ʃʶʙʫʶ ʟʘʤʢʥʫʪʫʶ ʬʠʛʫʨʫ ʤʦʞʥʦ 

ʧʨʝʚʨʘʪʠʪʴ ʚ ʥʘʜʧʠʩʴ. ɼʣʷ ʵʪʦʛʦ ʚ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ ʟʘʜʘʝʪʩʷ ʢʦ-

ʤʘʥʜʘ ɼʦʙʘʚʠʪʴ ʪʝʢʩʪ. ɼʣʷ ʥʘʜʧʠʩʠ ʠʤʝʝʪʩʷ ʩʧʝʮʠʘʣʴʥʳʡ ʧʘʨʘʤʝʪʨ: 

ʨʘʩʩʪʦʷʥʠʝ ʤʝʞʜʫ ʪʝʢʩʪʦʤ ʠ ʨʘʤʢʦʡ. ʆʥ ʠʟʤʝʥʷʝʪʩʷ ʢʦʤʘʥʜʦʡ ʌʦʨ-

ʤʘʪ ï ʅʘʜʧʠʩʴ ʥʘ ʚʢʣʘʜʢʝ ʅʘʜʧʠʩʴ.  

ɺ ʵʪʦʡ ʞʝ ʢʦʤʘʥʜʝ ʥʘ ʚʢʣʘʜʢʝ ʎʚʝʪʘ ʠ ʣʠʥʠʠ ʤʦʞʥʦ ʫʙʨʘʪʴ ʣʠ-

ʥʠʶ ʨʘʤʢʠ. ɼʣʷ ʵʪʦʛʦ ʚʳʙʠʨʘʝʤ, ʅʝʪ ʣʠʥʠʡ ʚ ʧʦʣʝ ʣʠʥʠʠ. 

ɺ ʵʪʦʡ ʚʢʣʘʜʢʝ ʤʦʞʥʦ ʟʘʜʘʚʘʪʴ ʬʦʥ ʜʣʷ ʥʘʜʧʠʩʠ, ʧʨʠʯʝʤ ʚ ʢʘʯʝ-

ʩʪʚʝ, ʬʦʥʘ ʤʦʞʝʪ ʙʳʪʴ ʠʩʧʦʣʴʟʦʚʘʥ ʈʠʩʫʥʦʢ. ɼʣʷ ʵʪʦʛʦ ʚ ʧʦʣʝ ɿʘ-

ʣʠʚʢʘ ï ʮʚʝʪ ʥʘʜʦ ʚʳʙʨʘʪʴ ʉʧʦʩʦʙʳ ʟʘʣʠʚʢʠ.  

ʏʪʦʙʳ ʚ ʢʘʯʝʩʪʚʝ ʬʦʥʘ ʠʩʧʦʣʴʟʦʚʘʪʴ ʨʠʩʫʥʦʢ, ʪʨʝʙʫʝʪʩʷ ʚʢʣʘʜʢʘ 

ʈʠʩʫʥʦʢ. ʅʘ ʚʢʣʘʜʢʝ ʥʘʞʘʪʠʝ ʥʘ ʢʥʦʧʢʫ ʈʠʩʫʥʦʢ ʚʳʟʳʚʘʝʪ ʧʦʷʚʣʝ-

ʥʠʝ ʦʢʥʘ ʜʣʷ ʚʳʙʦʨʘ ʬʘʡʣʘ ʩ ʨʠʩʫʥʢʦʤ. 

 

4. ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ ʛʨʘʬʠʯʝʩʢʠʭ ʦʙʲʝʢʪʦʚ Word. ɼʣʷ ʵʪʦʛʦ ʚʳʜʝ-

ʣʷʝʪʩʷ ʦʙʲʝʢʪ ʠ ʥʘ ʧʘʥʝʣʠ ʈʠʩʦʚʘʥʠʝ ʟʘʜʘʶʪʩʷ ʩʣʝʜʫʶʱʠʝ ʧʘʨʘʤʝʪ-

ʨʳ: 

Å ʮʚʝʪ ʟʘʣʠʚʢʠ, ʣʠʥʠʠ ʟʘʣʠʚʢʠ ʠ ʰʨʠʬʪʘ;  

Å ʪʦʣʱʠʥʘ ʣʠʥʠʠ, ʪʠʧ ʰʪʨʠʭʘ ʠ ʪʠʧ ʩʪʨʝʣʢʠ;  
ɿʘʤʝʯʘʥʠʝ. ɽʩʣʠ ʩʦʟʜʘʝʪʩʷ ʦʙʲʝʢʪ ʃʠʥʠʷ, ʪʦ, ʟʘʜʘʚ ʧʘʨʘʤʝʪʨ ʊʠʧ 

ʩʪʨʝʣʢʠ, ʦʥ ʧʨʝʚʨʘʱʘʝʪʩʷ ʚ ʦʙʲʝʢʪ ʉʪʨʝʣʢʘ. 

Å ʪʝʥʴ, ʝʸ ʥʘʣʠʯʠʝ ʠ ʢʫʜʘ ʦʥʘ ʧʘʜʘʝʪ;  

Å ʦʙʲʸʤ.  

ʄʝʥʶ ʜʣʷ ʨʘʙʦʪʳ ʩ ʨʠʩʫʥʢʘʤʠ ɼʝʡʩʪʚʠʝ ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʩʣʝʜʫʶ-

ʱʠʝ ʚʦʟʤʦʞʥʦʩʪʠ. 

Å ɻʨʫʧʧʠʨʦʚʘʪʴ, ʨʘʟʛʨʫʧʧʠʨʦʚʘʪʴ, ʧʝʨʝʛʨʫʧʧʠʨʦʚʘʪʴ. 

ɻʨʫʧʧʠʨʦʚʢʘ ʧʦʟʚʦʣʷʝʪ ʦʙʲʝʜʠʥʷʪʴ ʥʝʩʢʦʣʴʢʦ ʛʨʘʬʠʯʝʩʢʠʭ ʦʙʲ-

ʝʢʪʦʚ ʚ ʝʜʠʥʦʝ ʮʝʣʦʝ. ʕʪʦ ʫʜʦʙʥʦ ʜʣʷ ʧʝʨʝʤʝʱʝʥʠʷ, ʢʦʧʠʨʦʚʘʥʠʷ, 

ʠʟʤʝʥʝʥʠʷ ʨʘʟʤʝʨʦʚ ʠ ʪ.ʧ. ʏʪʦʙʳ ʩʛʨʫʧʧʠʨʦʚʘʪʴ, ʚʳʜʝʣʷʝʝʪʩʷ ʥʝ-

ʩʢʦʣʴʢʦ ʦʙʲʝʢʪʦʚ ʠʥʩʪʨʫʤʝʥʪʦʤ çʚʳʙʦʨè, ʘ ʟʘʪʝʤ ʚʳʧʦʣʥʷʝʪʩʷ ʢʦ-

ʤʘʥʜʘ ɻʨʫʧʧʠʨʦʚʘʪʴ. 
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Å ʀʟʤʝʥʝʥʠʝ ʧʦʨʷʜʢʘ ʨʘʩʧʦʣʦʞʝʥʠʷ ʦʙʲʝʢʪʘ ʚʳʧʦʣʥʷʝʪ ʢʦʤʘʥ-

ʜʘ ʇʦʨʷʜʦʢ. ɸʥʘʣʦʛʠʯʥʦ ʨʘʙʦʪʘʝʪ ʢʦʤʘʥʜʘ ʇʦʨʷʜʦʢ ʠʟ ʢʦʥʪʝʢʩʪʥʦ-

ʛʦ ʤʝʥʶ. 

Å ʇʨʠʚʷʟʢʘ ʢ ʩʝʪʢʝ ʧʦʟʚʦʣʷʝʪ ʙʦʣʝʝ ʪʦʯʥʦ ʚʳʨʘʚʥʠʚʘʪʴ ʦʙʲʝʢʪʳ. ɺ 

ʵʪʦʤ ʩʣʫʯʘʝ ʧʨʠ ʧʝʨʝʤʝʱʝʥʠʠ ʦʙʲʝʢʪʳ ʩʤʝʱʘʶʪʩʷ ʬʠʢʩʠʨʦʚʘʥʥʳʤʠ 

ʰʘʛʘʤʠ. ɼʣʷ ʟʘʜʘʥʠʷ ʧʘʨʘʤʝʪʨʦʚ ʩʝʪʢʠ ʠʩʧʦʣʴʟʫʝʪʩʷ ʢʦʤʘʥʜʘ ʉʝʪʢʘ. 

Å ʂʦʤʘʥʜʳ: ɺʳʨʦʚʥʷʪʴ (ʚʳʨʘʚʥʠʚʘʝʪ ʦʙʲʝʢʪʳ ʜʨʫʛ ʦʪʥʦʩʠʪʝʣʴʥʦ 

ʜʨʫʛʘ ʠʣʠ ʦʪʥʦʩʠʪʝʣʴʥʦ ʟʘʜʘʥʥʦʡ ʛʨʘʥʠʮʳ) ʠ  ʈʘʩʧʨʝʜʝʣʠʪʴ (ʨʘʚʥʦ-

ʤʝʨʥʦ ʨʘʩʧʦʣʘʛʘʝʪ ʦʙʲʝʢʪʳ ʧʦ ʛʦʨʠʟʦʥʪʘʣʠ ʠʣʠ ʧʦ ʚʝʨʪʠʢʘʣʠ). 

Å ʂʦʤʘʥʜʳ ʇʦʚʝʨʥʫʪʴ ʠ ʦʪʨʘʟʠʪʴ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 

1. ʂʘʢʠʤʠ ʩʧʦʩʦʙʘʤʠ ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʨʠʩʫʥʦʢ ʚ ʚ MS Word? 

2. ʂʘʢ ʚʳʜʝʣʠʪʴ ʨʠʩʫʥʦʢ, ʧʝʨʝʤʝʩʪʠʪʴ ʝʛʦ, ʠʟʤʝʥʠʪʴ ʝʛʦ ʧʘʨʘ-

ʤʝʪʨʳ?  

3. ʂʘʢʠʝ ʚʦʟʤʦʞʥʦʩʪʠ ʨʠʩʦʚʘʥʠʷ ʚ Word ʩʫʱʝʩʪʚʫʶʪ? 

4. ʂʘʢ ʜʦʙʘʚʠʪʴ ʥʘʜʧʠʩʴ ʚ ʨʠʩʫʥʦʢ? 

5. ʂʘʢ ʚʦʟʤʦʞʥʦʩʪʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʨʠʩʫʥʢʦʚ ʩʫʱʝʩʪʚʫʶʪ ʚ 
Word ? 

 

5. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ 
 

1. ɺʩʪʘʚʠʪʴ ʨʠʩʫʥʦʢ ʚ ʪʘʙʣʠʮʫ. 

2. ɺʩʪʘʚʠʪʴ ʨʠʩʫʥʦʢ ʚ ʪʝʢʩʪ ʩ ʢʦʣʦʥʢʘʤʠ. 

3. ɺʩʪʘʚʠʪʴ ʢʘʨʪʠʥʢʫ, ʟʘʜʘʪʴ ʜʣʷ ʥʝʝ ʬʦʥ ʠ ʦʙʚʦʜʢʫ. 

4. ɺʩʪʘʚʠʪʴ ʨʠʩʫʥʦʢ ʠ ʟʘʜʘʪʴ ʧʘʨʘʤʝʪʨʳ, ʯʪʦʙʳ ʠʩʧʦʣʴʟʦʚʘʪʴ ʨʠ-

ʩʫʥʦʢ ʚ ʢʘʯʝʩʪʚʝ ʬʦʥʘ. 

5. ɺʩʪʘʚʠʪʴ ʨʠʩʫʥʦʢ, ʢʦʪʦʨʳʡ ʤʦʞʥʦ ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʧʦʩʣʝ ʚʩʪʘʚ-

ʢʠ. 

6. ʆʬʦʨʤʠʪʴ ʟʘʛʦʣʦʚʦʢ ʪʘʙʣʠʮʳ ʚ ʚʠʜʝ ʥʘʜʧʠʩʠ ʠʣʠ ʦʙʲʝʢʪʘ 

WordArt. 

7. ʅʘʨʠʩʦʚʘʪʴ ʩʭʝʤʫ, ʢʘʢ ʜʦʙʨʘʪʴʩʷ ʢʫʜʘ-ʣʠʙʦ. ʇʨʠ ʧʦʩʪʨʦʝʥʠʠ 

ʩʭʝʤʳ ʠʩʧʦʣʴʟʦʚʘʪʴ ʘʚʪʦʬʠʛʫʨʳ ʩ ʜʦʙʘʚʣʝʥʥʳʤ ʪʝʢʩʪʦʤ.  

8. ʅʘʨʠʩʦʚʘʥʥʫʶ ʩʭʝʤʫ ʩʛʨʫʧʧʠʨʦʚʘʪʴ ʚ ʝʜʠʥʳʡ ʦʙʲʝʢʪ. 

9. ʉʦʟʜʘʪʴ ʧʦʟʜʨʘʚʣʝʥʠʝ ʩ ʧʨʘʟʜʥʠʢʦʤ: ʣʶʙʘʷ ʟʘʤʢʥʫʪʘʷ ʬʠʛʫʨʘ, 

ʚ ʢʘʯʝʩʪʚʝ ʬʦʥʘ ï ʨʠʩʫʥʦʢ, ʧʦʚʝʨʭ ʨʠʩʫʥʢʘ ï ʪʝʢʩʪ. 

10. ʉʦʟʜʘʪʴ ʧʨʠʛʣʘʩʠʪʝʣʴʥʳʡ ʣʠʩʪ ʥʘ ʢʦʥʬʝʨʝʥʮʠʶ, ʚʳʩʪʘʚʢʫ, 
ʜʝʥʴ ʨʦʞʜʝʥʠʷ ʠ ʪ.ʜ., ʣʠʙʦ ʩʦʟʜʘʪʴ ʦʙʣʦʞʢʫ ʞʫʨʥʘʣʘ, ʛʘʟʝʪʳ. ʇʨʠ 

ʚʳʧʦʣʥʝʥʠʠ ʧʨʠʛʣʘʩʠʪʝʣʴʥʦʛʦ ʣʠʩʪʘ ʠʩʧʦʣʴʟʦʚʘʪʴ ʩʣʝʜʫʶʱʠʝ ʬʫʥʢ-

ʮʠʠ ʛʨʘʬʠʯʝʩʢʦʛʦ ʧʨʦʮʝʩʩʦʨʘ Word: 

ï ʤʘʩʰʪʘʙʠʨʦʚʘʥʠʝ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʛʨʘʬʠʯʝʩʢʠʭ ʦʙʲʝʢʪʦʚ; 
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ï ʚʩʪʘʚʢʘ ʦʙʲʝʢʪʦʚ WordArt; 

ï ʚʩʪʘʚʢʘ ʥʘʜʧʠʩʠ, ʘʚʪʦʬʠʛʫʨʳ, ʜʨʫʛʠʭ ʛʝʦʤʝʪʨʠʯʝʩʢʠʭ ʬʠʛʫʨ;  

ï ʩʦʟʜʘʥʠʝ ʙʫʢʚʠʮʳ; 

ïʧʝʨʝʤʝʱʝʥʠʝ  ʧʦ ʩʪʨʘʥʠʮʝ ʨʠʩʫʥʢʦʚ ʠ ʥʘʜʧʠʩʝʡ. 
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ʈɸɹʆʊɸ ɺ MS WORD ʉ ɹʆʃʔʐʀʄʀ ɼʆʂʋʄɽʅʊɸʄʀ 

1. ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʩʪʠʣʝʡ ʜʣʷ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʜʦʢʫʤʝʥʪʘ 

2. ɿʘʢʣʘʜʢʠ ʠ ʩʥʦʩʢʠ.  

3. ʆʛʣʘʚʣʝʥʠʝ. 

4. ʐʘʙʣʦʥʳ ʜʦʢʫʤʝʥʪʦʚ. 

5. ʉʪʨʫʢʪʫʨʘ ʜʦʢʫʤʝʥʪʘ. 

6. ʄʘʢʨʦʩʳ. 

7. ɺʩʪʘʚʢʘ ʨʘʟʨʳʚʦʚ. 

8. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 

 

ʎʝʣʴ: ʧʨʠʦʙʨʝʪʝʥʠʝ ʥʘʚʳʢʦʚ ʧʦ ʩʦʟʜʘʥʠʶ ʙʦʣʴʰʠʭ ʜʦʢʫʤʝʥʪʦʚ ʚ 

MS Word. 

ɿʘʜʘʯʠ: 

ï ʫʤʝʪʴ ʠʩʧʦʣʴʟʦʚʘʪʴ ʨʘʟʣʠʯʥʳʝ ʩʪʠʣʠ ʧʨʠ ʦʬʦʨʤʣʝʥʠʠ ʜʦʢʫʤʝʥ-

ʪʘ; 

ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʟʘʢʣʘʜʢʠ ʠ ʩʥʦʩʢʠ ʚ ʙʦʣʴʰʠʭ ʜʦʢʫʤʝʥʪʘʭ; 

ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʦʛʣʘʚʣʝʥʠʝ ʚ ʙʦʣʴʰʠʭ ʜʦʢʫʤʝʥʪʘʭ; 

ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʰʘʙʣʦʥʳ ʜʦʢʫʤʝʥʪʦʚ; 

ï ʫʤʝʪʴ ʧʨʦʩʤʘʪʨʠʚʘʪʴ ʩʪʨʫʢʪʫʨʫ ʜʦʢʫʤʝʥʪʘ; 

ï ʫʤʝʪʴ ʚʩʪʘʚʣʷʪʴ ʨʘʟʨʳʚʳ ʚ ʜʦʢʫʤʝʥʪʝ. 

 

 

1. ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʩʪʠʣʝʡ ʜʣʷ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʜʦʢʫʤʝʥʪʘ. ʉʪʠʣʴ 

ʦʧʨʝʜʝʣʷʝʪ ʚʥʝʰʥʠʡ ʚʠʜ ʜʦʢʫʤʝʥʪʘ: ʨʘʩʧʦʣʦʞʝʥʠʝ ʪʝʢʩʪʘ ʥʘ ʩʪʨʘʥʠ-
ʮʝ, ʬʦʨʤʫ ʘʙʟʘʮʘ, ʰʨʠʬʪ ʠ ʮʚʝʪ ʩʠʤʚʦʣʦʚ ʠ ʣʠʥʠʡ, ʦʙʨʘʤʣʝʥʠʷ ʜʣʷ 

ʚʳʜʝʣʝʥʠʷ ʥʝʢʦʪʦʨʳʭ ʤʝʩʪ ʚ ʜʦʢʫʤʝʥʪʝ, ʪ. ʝ. ʵʪʦ ʥʘʙʦʨ ʧʘʨʘʤʝʪʨʦʚ 

ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ, ʢʦʪʦʨʳʡ ʧʨʠʤʝʥʷʶʪ ʢ ʪʝʢʩʪʫ ʜʦʢʫʤʝʥʪʘ, ʯʪʦʙʳ 

ʙʳʩʪʨʦ ʠʟʤʝʥʠʪʴ ʝʛʦ ʚʥʝʰʥʠʡ ʚʠʜ. 
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ɺ ʧʨʦʛʨʘʤʤʝ Word ʩʪʠʣʴ ï ʵʪʦ ʥʘʙʦʨ ʬʦʨʤʘʪʠʨʫʶʱʠʭ ʢʦʤʘʥʜ, 

ʩʦʭʨʘʥʷʝʤʳʭ ʧʦʜ ʩʚʦʠʤ ʠʤʝʥʝʤ ʜʣʷ ʤʥʦʛʦʢʨʘʪʥʦʛʦ ʠʩʧʦʣʴʟʦʚʘʥʠʷ. 

ʉʪʠʣʠ ʧʦʟʚʦʣʷʶʪ ʩ ʧʦʤʦʱʴʶ ʦʜʥʦʛʦ ʜʝʡʩʪʚʠʷ ʧʨʠʤʝʥʠʪʴ ʩʨʘʟʫ ʚʩʶ 

ʛʨʫʧʧʫ ʘʪʨʠʙʫʪʦʚ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʢ ʪʝʢʩʪʫ. ɺʩʝ ʪʝʢʩʪʳ, ʬʦʨʤʘʪʠʨʦ-

ʚʘʥʥʳʝ ʩ ʧʦʤʦʱʴʶ ʦʜʥʦʛʦ ʠ ʪʦʛʦ ʞʝ ʩʪʠʣʷ, ʠʤʝʶʪ ʚ ʪʦʯʥʦʩʪʠ ʩʦʚʧʘ-

ʜʘʶʱʠʝ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ. 

ʇʨʠʤʝʥʝʥʠʝ ʩʪʘʥʜʘʨʪʥʳʭ ʩʪʠʣʝʡ. Word ʚʢʣʶʯʘʝʪ 

ʙʦʣʴʰʦʝ ʯʠʩʣʦ ʩʪʘʥʜʘʨʪʥʳʭ ʩʪʠʣʝʡ. ɼʣʷ ʙʳʩʪʨʦʛʦ ʧʨʠʤʝʥʝʥʠʷ ʩʪʘʥ-

ʜʘʨʪʥʳʭ ʩʪʠʣʝʡ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ ʤʝʩʪʦ ʥʘʯʘʣʘ ʥʦʚʦʛʦ ʩʪʠʣʷ, ʣʠʙʦ ʚʳʜʝʣʠʪʴ 

ʪʝʢʩʪ ʠʣʠ ʘʙʟʘʮʳ. ɼʣʷ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʦʜʥʦʛʦ ʘʙʟʘʮʘ ʜʦʩʪʘʪʦʯʥʦ 

ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ ʣʶʙʦʝ ʤʝʩʪʦ ʵʪʦʛʦ ʘʙʟʘʮʘ; 

Å ʨʘʩʢʨʳʪʴ ʩʧʠʩʦʢ ʉʪʠʣʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʌʦʨʤʘʪ; 

Å ʚʳʙʨʘʪʴ ʥʝʦʙʭʦʜʠʤʳʡ ʩʪʠʣʴ. 

ʀʟʤʝʥʝʥʠʝ ʩʪʘʥʜʘʨʪʥʳʭ ʩʪʠʣʝʡ. ʉʪʘʥʜʘʨʪʥʳʝ ʩʪʠʣʠ 

ʤʦʞʥʦ ʣʝʛʢʦ ʠʟʤʝʥʠʪʴ. ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʩʪʠʣʷ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʪʠʣʠ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ; 

Å ʫʩʪʘʥʦʚʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʥʝʦʙʭʦʜʠʤʳʡ ʩʪʠʣʴ ʠʟ ʩʧʠʩʢʘ 

ʩʪʠʣʝʡ ʥʘ ʧʘʥʝʣʠ ʟʘʜʘʯ ʠ ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʀʟʤʝʥʠʪʴ ʩʪʠʣʴ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʀʟʤʝʥʝʥʠʝ ʩʪʠʣʷ ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ʌʦʨ-

ʤʘʪ ʫʩʪʘʥʦʚʠʪʴ ʥʝʦʙʭʦʜʠʤʳʝ ʧʘʨʘʤʝʪʨʳ. 

ʉʦʟʜʘʥʠʝ ʥʦʚʳʭ ʩʪʠʣʝʡ. ɼʃʗ ʩʦʟʜʘʥʠʷ ʥʦʚʦʛʦ ʩʪʠʣʷ 

ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʩʣʝʜʫʶɦ ʠʝ ʜʝʡʩʪʚʠʷ: 

Å ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʪʠʣʠ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ; 

Å ʥʘ ʧʘʥʝʣʠ ʟʘʜʘʯ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ ʩʪʠʣʴ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʉʦʟʜʘʥʠʝ ʩʪʠʣʷ ʚ ʧʦʣʝ ʀʤʷ ʚʚʝʩʪʠ ʥʘʟʚʘʥʠʝ 

ʩʦʟʜʘʚʘʝʤʦʛʦ ʩʪʠʣʷ; 

Å ʚ ʧʦʣʝ ʆʩʥʦʚʘʥ ʥʘ ʩʪʠʣʝ ʚʳʙʨʘʪʴ ʩʪʠʣʴ, ʥʘ ʦʩʥʦʚʝ ʢʦʪʦʨʦʛʦ ʩʦ-

ʟʜʘʝʪʩʷ ʥʦʚʳʡ; 

Å ʚ ʧʦʣʝ ʉʪʠʣʴ ʩʣʝʜʫʶʱʝʛʦ ʘʙʟʘʮʘ ʚʳʙʨʘʪʴ ʩʪʠʣʴ, ʢʦʪʦʨʳʡ ʘʚ-

ʪʦʤʘʪʠʯʝʩʢʠ ʙʫʜʝʪ ʧʨʠʤʝʥʷʪʴʩʷ ʢ ʪʝʢʩʪʫ ʩʣʝʜʫʶʱʝʛʦ ʘʙʟʘʮʘ; 

Å ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ʌʦʨʤʘʪ ʫʩʪʘʥʦʚʠʪʴ ʥʝʦʙʭʦʜʠʤʳʝ ʧʘʨʘʤʝʪ-

ʨʳ ʩʦʟʜʘʚʘʝʤʦʛʦ ʩʪʠʣʷ. 

 

2. ɿʘʢʣʘʜʢʠ ʠ ʩʥʦʩʢʠ. ɿʘʢʣʘʜʢʘ ï ʵʪʦ ʥʝʢʦʪʦʨʳʡ ʵʣʝʤʝʥʪ ʜʦʢʫʤʝʥʪʘ, 

ʢʦʪʦʨʦʤʫ ʜʘʥʦ ʠʤʷ. ʊʘʢʠʤ ʵʣʝʤʝʥʪʦʤ ʤʦʞʝʪ ʙʳʪʴ ʯʘʩʪʴ ʜʦʢʫʤʝʥʪʘ, 
ʛʨʘʬʠʢʘ ʠʣʠ ʧʨʦʩʪʦ ʤʝʩʪʦ ʚ ʜʦʢʫʤʝʥʪʝ. ʀʤʷ ʟʘʢʣʘʜʢʠ ʜʦʣʞʥʦ ʥʘʯʠ-

ʥʘʪʴʩʷ ʩ ʙʫʢʚʳ ʠ ʥʝ ʩʦʜʝʨʞʘʪʴ ʧʨʦʙʝʣʦʚ. ɿʘʢʣʘʜʢʠ ʦʙʳʯʥʦ ʧʨʠʤʝʥʷ-

ʶʪʩʷ ʜʣʷ ʙʳʩʪʨʦʛʦ ʧʝʨʝʤʝʱʝʥʠʷ ʢ ʪʨʝʙʫʝʤʦʤʫ ʤʝʩʪʫ ʚ ʜʦʢʫʤʝʥʪʝ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʟʘʢʣʘʜʢʠ ʥʫʞʥʦ: 
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Å ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʚ ʤʝʩʪʦ ʬʦʨʤʠʨʦʚʘʥʠʷ ʟʘʢʣʘʜʢʠ ʠʣʠ ʚʳʜʝ-

ʣʠʪʴ ʪʝʢʩʪ ʠʣʠ ʛʨʘʬʠʢʫ; 

Å ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɿʘʢʣʘʜʢʘ; 

Å ʚ ʧʦʣʝ ʀʤʷ ʟʘʢʣʘʜʢʠ ʚʚʝʩʪʠ ʠʤʷ ʟʘʢʣʘʜʢʠ ʠ ʥʘʞʘʪʴ ʥʘ ʢʥʦʧʢʫ 

ɼʦʙʘʚʠʪʴ. 
ʇʝʨʝʭʦʜ ʢ ʥʫʞʥʦʡ ʟʘʢʣʘʜʢʝ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʩʧʦʩʦʙʘʤʠ: 

1-ʡ ʩʧʦʩʦʙ: ʀʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɿʘʢʣʘʜʢʘ, ʟʘʪʝʤ ï 

ʠʤ̫ ʪʨʝʙʫʝʤʦʡ ʟʘʢʣʘʜʢʠ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʇʝʨʝʡʪʠ. 

2-ʡ ʩʧʦʩʦʙ: ʀʟ ʤʝʥʶ ʇʨʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʝʨʝʡʪʠ, ʧʦʪʦʤ ï 

ʦʙʲʝʢʪ ʧʝʨʝʭʦʜʘ ɿʘʢʣʘʜʢʘ ʠ ʚ ʧʦʣʝ ɺʚʝʜʠʪʝ ʠʤʷ ʟʘʢʣʘʜʢʠ ʚʳʙʨʘʪʴ 

ʪʨʝʙʫʝʤʫʶ ʟʘʢʣʘʜʢʫ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʇʝʨʝʡʪʠ. 

ʉʥʦʩʢʘ ʧʨʝʜʩʪʘʚʣʷʝʪ ʵʪʦ ʜʦʧʦʣʥʠʪʝʣʴʥʳʡ ʪʝʢʩʪ, ʧʦʤʝʱʘʝʤʳʡ 

ʚʥʠʟʫ ʩʪʨʘʥʠʮʳ ʦʪʜʝʣʴʥʦ ʦʪ ʦʩʥʦʚʥʦʛʦ ʪʝʢʩʪʘ. ʆʥʘ ʩʣʫʞʠʪ ʜʣʷ 

ʚʢʣʶʯʝʥʠʷ ʚ ʜʦʢʫʤʝʥʪ ʦʙʲʷʩʥʝʥʠʡ ʠ ʢʦʤʤʝʥʪʘʨʠʝʚ. ʈʘʟʣʠʯʘʶʪ ʜʚʘ 

ʚʠʜʘ ʩʥʦʩʦʢ ï ʦʙʳʯʥʳʝ ʠ ʢʦʥʮʝʚʳʝ. ʆʙʳʯʥʘʷ ʩʥʦʩʢʘ ʨʘʩʧʦʣʘʛʘʝʪʩʷ 

ʚʥʠʟʫ ʩʪʨʘʥʠʮʳ, ʘ ʢʦʥʮʝʚʘʷ ï ʚ ʢʦʥʮʝ ʨʘʟʜʝʣʝ ʠʣʠ ʜʦʢʫʤʝʥʪʘ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʩʥʦʩʢʠ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʫʩʪʘʥʦʚʠʪʴ ʢʫʨʩʦʨ ʧʦʩʣʝ ʪʝʢʩʪʘ, ʢʦʪʦʨʳʡ ʜʦʣʞʝʥ ʙʳʪʴ ʦʪʤʝʯʝʥ 

ʩʥʦʩʢʦʡ; 

Å ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʥʦʩʢʘ, ʘ ʟʘʪʝʤ ʫʩʪʘʥʦʚʠʪʴ 

ʪʨʝʙʫʝʤʳʝ ʧʘʨʘʤʝʪʨʳ; 

Å ʚʚʝʩʪʠ ʪʝʢʩʪ ʩʥʦʩʢʠ. 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʩʥʦʩʢʠ ʚ ʪʝʢʩʪʝ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʩʠʤʚʦʣ ʩʥʦʩ-

ʢʠ ʠ ʫʜʘʣʠʪʴ ʝʛʦ. 

 

3. ʆʛʣʘʚʣʝʥʠʝ. ʆʛʣʘʚʣʝʥʠʝ ï ʵʪʦ ʩʧʠʩʦʢ ʟʘʛʦʣʦʚʢʦʚ ʜʦʢʫʤʝʥʪʘ ʚʤʝ-

ʩʪʝ ʩ ʥʦʤʝʨʘʤʠ ʩʪʨʘʥʠʮ, ʥʘ ʢʦʪʦʨʳʭ ʦʥʠ ʨʘʩʧʦʣʦʞʝʥʳ. ʆʛʣʘʚʣʝʥʠʝ 

ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʜʣʷ ʧʨʦʩʤʦʪʨʘ ʚʩʝʭ ʪʝʤ ʜʦʢʫʤʝʥʪʘ, ʘ ʪʘʢʞʝ ʜʣʷ 

ʙʳʩʪʨʦʛʦ ʧʝʨʝʭʦʜʘ ʢ ʥʫʞʥʦʤʫ ʨʘʟʜʝʣʫ ʜʦʢʫʤʝʥʪʘ. 

ʆʛʣʘʚʣʝʥʠʝ ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʠʩʧʦʣʴʟʫʷ ʚʩʪʨʦʝʥʥʳʝ ʩʪʠʣʠ ʟʘʛʦʣʦʚ-

ʢʦʚ ʠʣʠ ʩ ʧʦʤʦʱʴʶ ʩʧʝʮʠʘʣʴʥʳʭ ʢʦʜʦʚ ʧʦʣʝʡ ʝʛʦ ʵʣʝʤʝʥʪʦʚ. ʉʦʟʜʘ-

ʚʘʪʴ ʦʛʣʘʚʣʝʥʠʷ ʩ ʧʦʤʦʱʴʶ ʚʩʪʨʦʝʥʥʳʭ ʩʪʠʣʝʡ ʛʦʨʘʟʜʦ ʧʨʦʱʝ. ɼʣʷ 

ʵʪʦʛʦ ʟʘʛʦʣʦʚʢʠ ʜʦʢʫʤʝʥʪʘ ʜʦʣʞʥʳ ʙʳʪʴ ʦʪʬʦʨʤʘʪʠʨʦʚʘʥʳ ʚʩʪʨʦʝʥ-

ʥʳʤʠ ʩʪʠʣʷʤʠ 'ɿʘʛʦʣʦʚʦʢ1'...'ɿʘʛʦʣʦʚʦʢ9'. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʦʛʣʘʚʣʝʥʠʷ ʠʟ ʟʘʛʦʣʦʚʢʦʚ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʧʦʤʝʩʪʠʪʴ ʢʫʨʩʦʨ ʚ ʪʦ ʤʝʩʪʦ ʜʦʢʫʤʝʥʪʘ, ʛʜʝ ʜʦʣʞʥʦ ʨʘʩʧʦʣʘ-

ʛʘʪʴʩʷ ʦʛʣʘʚʣʝʥʠʝ; 
Å ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʩʳʣʢʘ, ʘ ʟʘʪʝʤ ï ʆʛʣʘʚ-

ʣʝʥʠʝ ʠ ʫʢʘʟʘʪʝʣʠ ʠ ʨʘʩʢʨʳʪʴ ʚʢʣʘʜʢʫ ʆʛʣʘʚʣʝʥʠʝ; 

Å ʚ ʧʦʣʝ ʌʦʨʤʘʪʳ ʚʳʙʨʘʪʴ ʦʜʠʥ ʠʟ ʩʪʠʣʝʡ ʦʬʦʨʤʣʝʥʠʷ ʦʛʣʘʚʣʝ-

ʥʠʷ; 
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Å ʚ ʧʦʣʝ ʋʨʦʚʥʠ ʫʢʘʟʘʪʴ ʥʝʦʙʭʦʜʠʤʦʝ ʢʦʣʠʯʝʩʪʚʦ ʫʨʦʚʥʝʡ ʟʘ-

ʛʦʣʦʚʢʦʚ, ʚʢʣʶʯʘʝʤʳʭ ʚ ʦʛʣʘʚʣʝʥʠʝ; 

Å ʜʣʷ ʧʨʠʩʫʪʩʪʚʠʷ ʥʦʤʝʨʦʚ ʩʪʨʘʥʠʮ ʚ ʦʛʣʘʚʣʝʥʠʠ ʫʩʪʘʥʦʚʠʪʴ 

ʬʣʘʞʦʢ ʇʦʢʘʟʘʪʴ ʥʦʤʝʨʘ ʩʪʨʘʥʠʮ; 

Å ʚ ʧʦʣʝ ɿʘʧʦʣʥʠʪʝʣʴ ʫʢʘʟʘʪʴ ʩʪʠʣʴ ʟʘʧʦʣʥʝʥʠʷ ʧʨʦʩʪʨʘʥʩʪʚʘ 

ʤʝʞʜʫ ʟʘʛʦʣʦʚʢʦʤ ʠ ʥʦʤʝʨʦʤ ʩʪʨʘʥʠʮʳ ʚ ʦʛʣʘʚʣʝʥʠʠ. 

ʇʦʩʣʝ ʚʥʝʩʝʥʠʷ ʚ ʜʦʢʫʤʝʥʪ ʠʟʤʝʥʝʥʠʡ ʤʦʛʫʪ ʠʟʤʝʥʠʪʴʩʷ ʥʦʤʝʨʘ 

ʩʪʨʘʥʠʮ ʠ ʟʘʛʦʣʦʚʢʠ ʜʦʢʫʤʝʥʪʘ, ʧʦʵʪʦʤʫ ʥʝʦʙʭʦʜʠʤʦ ʦʙʥʦʚʠʪʴ 

ʦʛʣʘʚʣʝʥʠʝ. 

ɼʣ̫ ʪʦʛʦ ʯʪʦʙʳ ʦʙʥʦʚʠʪʴ ʦʛʣʘʚʣʝʥʠʝ, ʥʘʜʦ: 

Å ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʥʘ ʦʛʣʘʚʣʝʥʠʠ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʆʙʥʦʚʠʪʴ ʧʦʣʝ; 

Å ʝʩʣʠ ʚ ʜʦʢʫʤʝʥʪʝ ʥʝ ʤʝʥʷʣʠʩʴ ʟʘʛʦʣʦʚʢʠ, ʪʦ ʫʩʪʘʥʦʚʠʪʴ ʧʝʨʝ-

ʢʣʶʯʘʪʝʣʴ ʆʙʥʦʚʠʪʴ ʪʦʣʴʢʦ ʥʦʤʝʨʘ ʩʪʨʘʥʠʮ, ʚ ʧʨʦʪʠʚʥʦʤ ʩʣʫʯʘʝ 

ʫʩʪʘʥʦʚʠʪʴ ʧʝʨʝʢʣʶʯʘʪʝʣʴ ʆʙʥʦʚʠʪʴ ʮʝʣʠʢʦʤ. 
ɿʘʤʝʯʘʥʠʝ. ʆʛʣʘʚʣʝʥʠʝ ʮʝʣʝʩʦʦʙʨʘʟʥʦ ʩʦʟʜʘʚʘʪʴ ʥʘ ʨʘʥʥʠʭ ʩʪʘʜʠʷʭ 

ʨʘʙʦʪʳ. ɽʛʦ ʥʘʣʠʯʠʝ ʧʦʟʚʦʣʷʝʪ ʙʳʩʪʨʦ ʧʝʨʝʡʪʠ ʢ ʥʫʞʥʦʤʫ ʤʝʩʪʫ ʚ 

ʜʦʢʫʤʝʥʪʝ. ɼʣʷ ʵʪʦʛʦ ʜʦʩʪʘʪʦʯʥʦ ʱʝʣʢʥʫʪʴ ʥʘ ʥʦʤʝʨʝ ʩʪʨʘʥʠʮʳ ʚ 

ʦʛʣʘʚʣʝʥʠʠ. 

 

4. ʐʘʙʣʦʥʳ ʜʦʢʫʤʝʥʪʦʚ. ʐʘʙʣʦʥʳ ʧʨʝʜʥʘʟʥʘʯʝʥʳ ʜʣʷ ʘʚʪʦʤʘʪʠʟʘ-

ʮʠʠ ʩʦʟʜʘʥʠʷ ʩʪʘʥʜʘʨʪʥʳʭ ʜʦʢʫʤʝʥʪʦʚ. ʆʥʠ ʧʨʝʜʩʪʘʚʣʷʶʪ ʩʦʙʦʡ ʜʦ-

ʢʫʤʝʥʪʳ, ʩʦʜʝʨʞʘʱʠʝ ʪʝʢʩʪ, ʨʠʩʫʥʢʠ, ʜʠʘʛʨʘʤʤʳ, ʧʦʣʷ ʜʣʷ ʟʘʧʦʣʥʝ-

ʥʠʷ, ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʠ ʪ. ʧ. ʊʠʧʠʯʥʳʤ ʧʨʠʤʝʨʦʤ ʰʘʙʣʦʥʘ ʷʚʣʷʝʪʩʷ 

ʜʦʚʝʨʝʥʥʦʩʪʴ, ʘʥʢʝʪʘ, ʩʯʝʪ ʠ ʧʨ. 

Word ʩʦʜʝʨʞʠʪ ʤʥʦʛʦ ʩʪʘʥʜʘʨʪʥʳʭ ʚʩʪʨʦʝʥʥʳʭ ʰʘʙʣʦʥʦʚ, ʢʦʪʦ-

ʨʳʝ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʧʨʠ ʩʦʟʜʘʥʠʠ ʪʠʧʠʯʥʳʭ ʜʦʢʫʤʝʥʪʦʚ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʜʦʢʫʤʝʥʪʘ ʧʦ ʰʘʙʣʦʥʫ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʠʟ ʤʝʥʶ ʌʘʡʣ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʟʜʘʪʴ; 

Å ʚ ʦʙʣʘʩʪʠ ʟʘʜʘʯ ʉʦʟʜʘʥʠʝ ʜʦʢʫʤʝʥʪʘ ʚʳʙʨʘʪʴ ʚ ʛʨʫʧʧʝ ʉʦʟʜʘ-

ʥʠʝ ʩ ʧʦʤʦʱʴʶ ʰʘʙʣʦʥʘ ʩʩʳʣʢʫ ʆʙʱʠʝ ʰʘʙʣʦʥʳ; 

Å ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʐʘʙʣʦʥʳ ʨʘʩʢʨʳʪʴ ʥʫʞʥʫʶ 

ʚʢʣʘʜʢʫ ʠ ʚʳʙʨʘʪʴ ʥʝʦʙʭʦʜʠʤʳʡ ʰʘʙʣʦʥ ʜʣʷ ʩʦʟʜʘʥʠʷ ʜʦʢʫʤʝʥʪʘ. 

ʄʦʞʥʦ ʩʦʟʜʘʪʴ ʥʦʚʳʡ ʰʘʙʣʦʥ ʥʘ ʦʩʥʦʚʝ ʫʞʝ ʩʫʱʝʩʪʚʫʶʱʝʛʦ 

ʰʘʙʣʦʥʘ ʠʣʠ ʜʦʢʫʤʝʥʪʘ. ɼʣʷ ʩʦʟʜʘʥʠʷ ʥʦʚʦʛʦ ʰʘʙʣʦʥʘ ʥʫʞʥʦ: 

Å ʠʟ ʤʝʥʶ ʌʘʡʣ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʟʜʘʪʴ; 

Å ʚ ʦʙʣʘʩʪʠ ʟʘʜʘʯ ʉʦʟʜʘʥʠʝ ʜʦʢʫʤʝʥʪʘ ʚʳʙʨʘʪʴ ʚ ʛʨʫʧʧʝ ʉʦʟʜʘ-

ʥʠʝ ʩ ʧʦʤʦʱʴʶ ʰʘʙʣʦʥʘ ʩʩʳʣʢʫ ʆʙʱʠʝ ʰʘʙʣʦʥʳ; 

Å ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʐʘʙʣʦʥʳ ʚʳʙʨʘʪʴ ʧʝʨʝʢʣʶʯʘ-

ʪʝʣʴ ʐʘʙʣʦʥ; 

Å ʥʘ ʚʢʣʘʜʢʝ ʆʙʱʠʝ ʚʳʙʨʘʪʴ ʰʘʙʣʦʥ ʅʦʚʳʡ ʜʦʢʫʤʝʥʪ. 
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Å ʩʦʟʜʘʪʴ ʥʦʚʳʡ ʰʘʙʣʦʥ ʜʦʢʫʤʝʥʪʘ. 
ɿʘʤʝʯʘʥʠʝ. ʄʦʞʥʦ ʣʶʙʦʡ ʩʫʱʝʩʪʚʫʶʱʠʡ ʜʦʢʫʤʝʥʪ ʠʩʧʦʣʴʟʦʚʘʪʴ 

ʢʘʢ ʰʘʙʣʦʥ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʩʦʭʨʘʥʠʪʴ ʜʦʢʫʤʝʥʪ ʢʘʢ ʰʘʙʣʦʥ: ʠʟ 

ʤʝʥʶ ʌʘʡʣ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʭʨʘʥʠʪʴ ʢʘʢ, ʫʢʘʟʘʪʴ ʠʤʷ ʰʘʙʣʦʥʘ ʠ ʚ 

ʧʦʣʝ ʊʠʧ ʬʘʡʣʘ ʚʳʙʨʘʪʴ ʐʘʙʣʦʥ ʜʦʢʫʤʝʥʪʘ. 

 

5. ʉʪʨʫʢʪʫʨʘ ʜʦʢʫʤʝʥʪʘ. ʉʪʨʫʢʪʫʨʘ ʜʦʢʫʤʝʥʪʘ ï ʵʪʦ ʩʧʝʮʠʘʣʴ-

ʥʦʝ ʧʨʝʜʩʪʘʚʣʝʥʠʝ ʜʦʢʫʤʝʥʪʘ, ʧʦʢʘʟʳʚʘʶʱʝʝ ʝʛʦ ʩʪʨʫʢʪʫʨʫ. ɿʘʛʦ-

ʣʦʚʢʠ ʚ ʨʝʞʠʤʝ ʩʪʨʫʢʪʫʨʳ ʩʥʘʙʞʘʶʪʩʷ ʦʪʩʪʫʧʘʤʠ, ʥʘʛʣʷʜʥʦ ʧʦʢʘʟʳ-

ʚʘʶʱʠʤʠ ʫʨʦʚʝʥʴ ʠʭ ʚʣʦʞʝʥʥʦʩʪʠ ʚ ʜʦʢʫʤʝʥʪʝ. ɺ ʨʝʞʠʤʝ ʩʪʨʫʢʪʫʨʳ 

ʤʦʞʥʦ ʣʝʛʢʦ ʧʨʦʩʤʘʪʨʠʚʘʪʴ ʩʪʨʫʢʪʫʨʫ ʚʩʝʛʦ ʜʦʢʫʤʝʥʪʘ, ʠʟʤʝʥʷʪʴ 

ʫʨʦʚʝʥʴ ʚʣʦʞʝʥʥʦʩʪʠ ʟʘʛʦʣʦʚʢʦʚ ʠ ʧʝʨʝʤʝɦ ʘʪʴ ʙʦʣʴʰʠʝ ʬʨʘʛʤʝʥʪʳ 

ʪʝʢʩʪʘ ʧʫʪʝʤ ʧʝʨʝʤʝʱʝʥʠʷ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʭ ʟʘʛʦʣʦʚʢʦʚ. ʂʨʦʤʝ ʪʦ-

ʛʦ, ʚ ʵʪʦʤ ʨʝʞʠʤʝ ʧʨʦʱʝ ʩʦʟʜʘʚʘʪʴ ʠ ʠʟʤʝʥʷʪʴ ʦʙʱʫʶ ʩʪʨʫʢʪʫʨʫ 

ʛʣʘʚʥʦʛʦ ʜʦʢʫʤʝʥʪʘ ʧʫʪʝʤ ʜʦʙʘʚʣʝʥʠʷ, ʧʝʨʝʩʪʘʥʦʚʢʠ ʠ ʫʜʘʣʝʥʠʷ 

ʚʣʦʞʝʥʥʳʭ ʜʦʢʫʤʝʥʪʦʚ. 

ɼʣʷ ʫʩʪʘʥʦʚʢʠ ʨʝʞʠʤʘ ʩʪʨʫʢʪʫʨʳ, ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ 

ɺʠʜ ʢʦʤʘʥʜʫ ʉʪʨʫʢʪʫʨʘ ʠʣʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʈʝʞʠʤ ʩʪʨʫʢʪʫʨʳ ʥʘ 

ʛʦʨʠʟʦʥʪʘʣʴʥʦʡ ʧʦʣʦʩʝ ʧʨʦʢʨʫʪʢʠ. 

ʅʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʉʪʨʫʢʪʫʨʘ ʥʘʭʦʜʷʪʩʷ ʢʥʦʧʢʠ, ʧʦʟʚʦʣ̫ -

ʶʱʠʝ ʥʘʟʥʘʯʠʪʴ ʘʙʟʘʮʫ ʦʧʨʝʜʝʣʝʥʥʳʡ ʫʨʦʚʝʥʴ ʟʘʛʦʣʦʚʢʘ, ʧʦʚʩrʠʪʴ 

ʠʣʠ ʧʦʥʠʟʠʪʴ ʝʛʦ ʫʨʦʚʝʥʴ, ʧʦʢʘʟʘʪʴ ʠʣʠ ʩʢʨʳʪʴ ʟʘʛʦʣʦʚʢʠ. 

ɼʣʷ ʧʦʚʳʰʝʥʠʷ (ʧʦʥʠʞʝʥʠʷ) ʫʨʦʚʝʥʷ ʟʘʛʦʣʦʚʢʘ ʠʣʠ ʦʙʳʯʥʦʛʦ 

ʪʝʢʩʪʘ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʟʘʛʦʣʦʚʦʢ ʠʣʠ ʦʙʳʯʥʳʡ ʪʝʢʩʪ; 

Å ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʢʥʦʧʢʘʤʠ ʇʦʚʳʩʠʪʴ (ʇʦʥʠʟʠʪʴ) ʫʨʦʚʝʥʴ ʥʘ 

ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʉʪʨʫʢʪʫʨʘ. 

ʏʪʦʙʳ ʦʪʦʙʨʘʟʠʪʴ ʪʦʣʴʢʦ ʟʘʛʦʣʦʚʢʠ ʦʧʨʝʜʝʣʝʥʥʦʛʦ ʫʨʦʚʥʷ, ʥʝʦʙ-

ʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʪʨʝʙʫʝʤʳʡ ʫʨʦʚʝʥʴ ʟʘʛʦʣʦʚʢʘ ʠʟ ʚʳʧʘʜʘʶʱʝʛʦ 

ʩʧʠʩʢʘ ʇʦʢʘʟʘʪʴ ʫʨʦʚʝʥʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʉʪʨʫʢʪʫʨʘ. 

ɼʣʷ ʨʘʟʚʦʨʘʯʠʚʘʥʠʷ ʠ ʩʚʦʨʘʯʠʚʘʥʠʷ ʟʘʛʦʣʦʚʢʦʚ ʜʦʢʫʤʝʥʪʘ ʧʦ ʦʪ-

ʜʝʣʴʥʦʩʪʠ ʠʩʧʦʣʴʟʫʶʪʩʷ ʢʥʦʧʢʠ ʈʘʟʚʝʨʥʫʪʴ ʠ ʉʚʝʨʥʫʪʴ ʥʘ ʧʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ ʉʪʨʫʢʪʫʨʘ. 

 

6. ʄʘʢʨʦʩʳ. ʄʘʢʨʦʩ ï ʵʪʦ ʩʝʨʠʷ ʢʦʤʘʥʜ, ʩʛʨʫʧʧʠʨʦʚʘʥʥʳʭ ʚʤʝʩʪʝ 

ʜʣʷ ʫʧʨʦʱʝʥʠʷ ʝʞʝʜʥʝʚʥʦʡ ʨʘʙʦʪʳ. ɺʤʝʩʪʦ ʪʦʛʦ ʯʪʦʙʳ ʚʨʫʯʥʫʶ ʜʝ-

ʣʘʪʴ ʦʪʥʠʤʘʶʱʠʝ ʤʥʦʛʦ ʚʨʝʤʝʥʠ ʠ ʧʦʚʪʦʨʷʶʱʠʝʩʷ ʜʝʡʩʪʚʠʷ, ʤʦʞʥʦ 

ʩʦʟʜʘʪʴ ʠ ʟʘʧʫʩʢʘʪʴ ʦʜʠʥ ʤʘʢʨʦʩ, ʢʦʪʦʨʳʡ ʙʫʜʝʪ ʚʳʧʦʣʥʷʪʴ ʵʪʫ ʟʘʜʘ-

ʯʫ. ʄʘʢʨʦʩʳ ʠʩʧʦʣʴʟʫʶʪʩʷ ʜʣʷ: 

Å ʫʩʢʦʨʝʥʠʷ ʯʘʩʪʦ ʚʳʧʦʣʥʷʝʤʳʭ ʦʧʝʨʘʮʠʡ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʠʣʠ 

ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ; 
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Å ʦʙʲʝʜʠʥʝʥʠʷ ʥʝʩʢʦʣʴʢʠʭ ʢʦʤʘʥʜ, ʥʘʧʨʠʤʝʨ ʜʣʷ ʚʩʪʘʚʢʠ ʪʘʙ-

ʣʠʮʳ ʩ ʫʢʘʟʘʥʥʳʤʠ ʨʘʟʤʝʨʘʤʠ ʠ ʛʨʘʥʠʮʘʤʠ ʠ ʦʧʨʝʜʝʣʝʥʥʳʤ ʯʠʩʣʦʤ 

ʩʪʨʦʢ ʠ ʩʪʦʣʙʮʦʚ; 

Å ʫʧʨʦʱʝʥʠʷ ʜʦʩʪʫʧʘ ʢ ʧʘʨʘʤʝʪʨʘʤ ʚ ʜʠʘʣʦʛʦʚʳʭ ʦʢʥʘʭ; 

Å ʘʚʪʦʤʘʪʠʟʘʮʠʠ ʦʙʨʘʙʦʪʢʠ ʩʣʦʞʥʳʭ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʳʭ ʜʝʡʩʪʚʠʡ 

ʚ ʟʘʜʘʯʘʭ; 

Å ʩʦʟʜʘʥʠʷ ʤʘʢʨʦʩʘ ʚ Word . ɺ ʵʪʦʤ ʩʣʫʯʘʝ ʤʦʞʥʦ ʧʨʠʤʝʥʷʪʴ ʜʚʘ 

ʤʝʪʦʜʘ: ʩ ʧʦʤʦʱʴʶ ʩʨʝʜʩʪʚʘ ʜʣʷ ʟʘʧʠʩʠ ʤʘʢʨʦʩʦʚ ʠʣʠ ʨʝʜʘʢʪʦʨʘ 

Visual Basic. 
ʉʨʝʜʩʪʚʦ ʟʘʧʠʩʠ ʤʘʢʨʦʩʦʚ ʧʦʟʚʦʣʷʝʪ ʙʳʩʪʨʦ ʩʦʟʜʘʚʘʪʴ ʠʭ ʩ ʤʠ-

ʥʠʤʘʣʴʥʳʤʠ ʫʩʠʣʠʷʤʠ. ɼʦʧʫʩʢʘʝʪʩʷ ʧʨʠʤʝʥʝʥʠʝ ʤʳʰʠ ʜʣʷ ʚʳʙʦʨʘ 

ʢʦʤʘʥʜ ʠ ʧʘʨʘʤʝʪʨʦʚ. ʆʜʥʘʢʦ ʜʝʡʩʪʚʠʷ, ʧʨʦʜʝʣʘʥʥʳʝ ʚ ʦʢʥʝ ʜʦʢʫ-

ʤʝʥʪʘ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ, ʥʝ ʟʘʧʠʩʳʚʘʶʪʩʷ. ʅʘʧʨʠʤʝʨ, ʩ ʧʦʤʦʱʴʶ 

ʤʳʰʠ ʥʝʣʴʟʷ ʧʝʨʝʤʝʱʘʪʴ ʢʫʨʩʦʨ, ʢʦʧʠʨʦʚʘʪʴ ʠ ʧʝʨʝʤʝʱʘʪʴ ʦʙʲʝʢʪʳ, 

ʚ ʪʦʤ ʯʠʩʣʝ ʧʝʨʝʪʘʩʢʠʚʘʥʠʝʤ. ɼʣʷ ʟʘʧʠʩʠ ʵʪʠʭ ʜʝʡʩʪʚʠʡ ʠʩʧʦʣʴʟʫʝʪ-

ʩʷ ʢʣʘʚʠʘʪʫʨʘ. ɿʘʧʠʩʴ ʤʘʢʨʦʩʘ ʤʦʞʥʦ ʚʨʝʤʝʥʥʦ ʧʨʠʦʩʪʘʥʘʚʣʠʚʘʪʴ ʠ 

ʟʘʪʝʤ ʚʦʟʦʙʥʦʚʣʷʪʴ ʩ ʪʦʛʦ ʤʝʩʪʘ, ʛʜʝ ʟʘʧʠʩʴ ʙʳʣʘ ʦʩʪʘʥʦʚʣʝʥʘ. 

ɼʣʷ ʙʳʩʪʨʦʛʦ ʟʘʧʫʩʢʘ ʤʘʢʨʦʩʘ ʤʦʞʥʦ ʥʘʟʥʘʯʠʪʴ ʝʤʫ ʢʥʦʧʢʫ ʧʘ-

ʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʢʦʤʘʥʜʫ ʤʝʥʶ ʠʣʠ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ. ʇʦʩʣʝ 

ʵʪʦʛʦ ʜʣʷ ʚʳʧʦʣʥʝʥʠʷ ʤʘʢʨʦʩʘ ʜʦʩʪʘʪʦʯʥʦ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʚ ʤʝʥʶ, 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠʣʠ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ. 

ɼʣʷ ʟʘʧʠʩʠ ʤʘʢʨʦʩʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʠʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʄʘʢʨʦʩ, ʘ ʟʘʪʝʤ ï ʢʦʤʘʥʜʫ 

ʅʘʯʘʪʴ ʟʘʧʠʩʴ; 
Å ʚ ʧʦʣʝ ʀʤʷ ʤʘʢʨʦʩʘ ʚʚʝʩʪʠ ʠʤʷ ʥʦʚʦʛʦ ʤʘʢʨʦʩʘ; 

Å ʚ ʩʧʠʩʢʝ ʄʘʢʨʦʩ ʜʦʩʪʫʧʝʥ ʜʣʷ ʚʳʙʨʘʪʴ ʰʘʙʣʦʥ ʠʣʠ ʜʦʢʫʤʝʥʪ, ʚ 

ʢʦʪʦʨʦʤ ʦʥ ʙʫʜʝʪ ʭʨʘʥʠʪʴʩʷ; 

Å ʚʚʝʩʪʠ ʦʧʠʩʘʥʠʝ ʤʘʢʨʦʩʘ ʚ ʧʦʣʝ ʆʧʠʩʘʥʠʝ; 

Å ʝʩʣʠ ʤʘʢʨʦʩʫ ʥʝ ʪʨʝʙʫʝʪʩʷ ʥʘʟʥʘʯʘʪʴ ʢʥʦʧʢʫ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥ-

ʪʦʚ, ʢʦʤʘʥʜʫ ʤʝʥʶ ʠʣʠ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ, ʪʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ OK , 

ʯʪʦʙʳ ʥʘʯʘʪʴ ʝʛʦ ʟʘʧʠʩʴ; 

Å ʚʳʧʦʣʥʠʪʴ ʜʝʡʩʪʚʠʷ, ʢʦʪʦʨʳʝ ʩʣʝʜʫʝʪ ʚʢʣʶʯʠʪʴ ʚ ʤʘʢʨʦʩ; 

Å ʜʣʷ ʟʘʚʝʨʰʝʥʠʷ ʟʘʧʠʩʠ ʤʘʢʨʦʩʘ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʆʩʪʘʥʦʚʠʪʴ ʟʘ-

ʧʠʩʴ. 
ɿʘʤʝʯʘʥʠʷ. 1. ʏʪʦʙʳ ʥʘʟʥʘʯʠʪʴ ʤʘʢʨʦʩʫ ʢʥʦʧʢʫ ʧʘʥʝʣʠ ʠʥʩʪʨʫ-

ʤʝʥʪʦʚ ʠʣʠ ʢʦʤʘʥʜʫ ʤʝʥʶ, ʥʫʞʥʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʇʘʥʝʣʠ, ʚr ʙʨʘʪʴ 

ʟʘʧʠʩʳʚʘʝʤʳʡ ʤʘʢʨʦʩ ʚ ʩʧʠʩʢʝ ʂʦʤʘʥʜʳ ʠ ʧʝʨʝʪʘʱʠʪʴ ʝʛʦ ʥʘ ʧʘʥʝʣʴ 

ʠʥʩʪʨʫʤʝʥʪʦʚ ʠʣʠ ʚ ʤʝʥʶ. ʏʪʦʙʳ ʥʘʯʘʪʴ ʟʘʧʠʩʴ ʤʘʢʨʦʩʘ, ʥʝʦʙʭʦʜʠʤʦ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɿʘʢʨʳʪʴ. 

2. ʏʪʦʙʳ ʥʘʟʥʘʯʠʪʴ ʤʘʢʨʦʩʫ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ, ʥʫʞʥʦ ʥʘʞʘʪʴ 

ʢʥʦʧʢʫ ʂʣʘʚʠʰʘʤ. ɺʳʙʨʘʪʴ ʟʘʧʠʩʳʚʘʝʤʳʡ ʤʘʢʨʦʩ ʚ ʩʧʠʩʢʝ ʂʦʤʘʥʜʳ, 
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ʚʚʝʩʪʠ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ ʚ ʧʦʣʝ ʅʦʚʦʝ ʩʦʯʝʪʘʥʠʝ ʢʣʘʚʠʰ ʠ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʅʘʟʥʘʯʠʪʴ. ʏʪʦʙʳ ʥʘʯʘʪʴ ʟʘʧʠʩʴ ʤʘʢʨʦʩʘ, ʥʝʦʙʭʦʜʠʤʦ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɿʘʢʨʳʪʴ. 

ɼʣʷ ʟʘʧʫʩʢʘ ʤʘʢʨʦʩʘ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ ʉʝʨʚʠʩ ʢʦ-

ʤʘʥʜʫ ʄʘʢʨʦʩ, ʟʘʪʝʤ, ʢʦʤʘʥʜʫ ʄʘʢʨʦʩʳ. ʇʦʩʣʝ ʵʪʦʛʦ ʠʟ ʩʧʠʩʢʘ 

ʤʘʢʨʦʩʦʚ ʚʳʙʨʘʪʴ ʠʤʷ ʤʘʢʨʦʩʘ, ʢʦʪʦʨʳʡ ʪʨʝʙʫʝʪʩʷ ʚʳʧʦʣʥʠʪʴ, ʠ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɺʳʧʦʣʥʠʪʴ. 

ʋʜʘʣʝʥʠʝ ʤʘʢʨʦʩʘ ʤʦʞʥʦ ʦʩʫʱʝʩʪʚʠʪʴ ʩʣʝʜʫʶʱʠʤ ʦʙʨʘʟʦʤ: 

Å ʠʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʄʘʢʨʦʩ, ʘ ʟʘʪʝʤ ï ʢʦʤʘʥʜʫ 

ʄʘʢʨʦʩʳ; 
Å ʚ ʩʧʠʩʢʝ ʀʤʷ ʚʳʙʨʘʪʴ ʠʤʷ ʤʘʢʨʦʩʘ, ʢʦʪʦʨʳʡ ʪʨʝʙʫʝʪʩʷ ʫʜʘʣʠʪʴ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʋʜʘʣʠʪʴ, 

 

7. ɺʩʪʘʚʢʘ ʨʘʟʨʳʚʦʚ. ʇʨʠ ʟʘʧʦʣʥʝʥʠʠ ʩʪʨʘʥʠʮʳ ʪʝʢʩʪʦʤ ʠʣʠ ʨʠ-

ʩʫʥʢʘʤʠ Microsoft Word ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʚʩʪʘʚʣʷʝʪ ʤʷʛʢʠʡ ʨʘʟʨʳʚ 

ʩʪʨʘʥʠʮʳ ʠ ʥʘʯʠʥʘʝʪ ʥʦʚʫʶ ʩʪʨʘʥʠʮʫ. ʄʦʞʥʦ ʨʘʟʦʨʚʘʪʴ ʩʪʨʘʥʠʮʫ ʚ 

ʧʨʦʠʟʚʦʣʴʥʦʤ ʤʝʩʪʝ ʜʦʢʫʤʝʥʪʘ, ʝʩʣʠ ʚʩʪʘʚʠʪʴ ʧʨʠʥʫʜʠʪʝʣʴʥʳʡ ʨʘʟ-

ʨʳʚ ʩʪʨʘʥʠʮʳ. ʊʝʢʩʪ, ʢʦʪʦʨʳʡ ʩʣʝʜʫʝʪ ʟʘ ʧʨʠʥʫʜʠʪʝʣʴʥʳʤ ʨʘʟʨʳʚʦʤ 

ʩʪʨʘʥʠʮʳ, ʚʩʝʛʜʘ ʥʘʯʠʥʘʝʪʩʷ ʩ ʚʝʨʭʫ ʩʣʝʜʫʶʱʝʡ ʩʪʨʘʥʠʮʳ. ɺ ʦʙʳʯ-

ʥʦʤ ʨʝʞʠʤʝ ʧʨʦʩʤʦʪʨʘ ʤʷʛʢʠʡ ʨʘʟʨʳʚ ʩʪʨʘʥʠʮʳ ʚʳʛʣʷʜʠʪ ʢʘʢ ʧʫʥʢ-

ʪʠʨʥʘʷ ʣʠʥʠʷ ʧʦʧʝʨʝʢ ʩʪʨʘʥʠʮʳ, ʚ ʨʝʞʠʤʝ ʨʘʟʤʝʪʢʠ ʩʪʨʘʥʠʮʳ ʦʥ ʥʝ 

ʦʪʦʙʨʘʞʘʝʪʩʷ. ʇʨʠʥʫʜʠʪʝʣʴʥʳʝ ʨʘʟʨʳʚʳ ʩʪʨʘʥʠʮ ʚ ʦʙʳʯʥʦʤ ʨʝʞʠʤʝ 

ʧʨʦʩʤʦʪʨʘ ʦʪʦʙʨʘʞʘʶʪʩʷ ʚ ʚʠʜʝ ʧʫʥʢʪʠʨʥʳʭ ʣʠʥʠʡ ʩʦ ʩʣʦʚʘʤʠ ʈʘʟ-

ʨʳʚ ʩʪʨʘʥʠʮʳ. ɺ ʨʝʞʠʤʝ ʨʘʟʤʝʪʢʠ ʩʪʨʘʥʠʮʳ ʧʨʠʥʫʜʠʪʝʣʴʥʳʡ ʨʘʟ-

ʨʳʚ ʦʪʦʙʨʘʞʘʝʪʩʷ, ʝʩʣʠ ʚʢʣʶʯʝʥ ʨʝʞʠʤ ʦʪʦʙʨʘʞʝʥʠʷ ʥʝʧʝʯʘʪʘʝʤʳʭ 

ʩʠʤʚʦʣʦʚ. ɼʣʷ ʧʨʠʥʫʜʠʪʝʣʴʥʦʡ ʨʘʟʙʠʚʢʠ ʜʦʢʫʤʝʥʪʘ ʥʘ ʩʪʨʘʥʠʮʳ 

ʥʝʦʙʭʦʜʠʤʦ: 

Å ʧʦʤʝʩʪʠʪʴ ʢʫʨʩʦʨ ʚ ʤʝʩʪʦ, ʛʜʝ ʥʝʦʙʭʦʜʠʤʦ ʚʩʪʘʚʠʪʴ ʨʘʟʨʳʚ 

ʩʪʨʘʥʠʮʳ; 

Å ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʈʘʟʨʳʚ ʠ ʫʩʪʘʥʦʚʠʪʴ ʧʝʨʝ-

ʢʣʶʯʘʪʝʣʴ ʅʦʚʫʶ ʩʪʨʘʥʠʮʫ ʠʣʠ ʥʘʞʘʪʴ ʢʣʘʚʠʰʠ <Ctrl > + <Enter>. 

Word  ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʚʦʟʤʦʞʥʦʩʪʴ ʨʘʟʜʝʣʠʪʴ ʜʦʢʫʤʝʥʪ ʥʘ ʨʘʟʜʝ-

ʣʳ. ʈʘʟʜʝʣ ï ʵʪʦ ʯʘʩʪʴ ʜʦʢʫʤʝʥʪʘ, ʠʤʝʶʱʘʷ ʟʘʜʘʥʥʳʝ ʧʘʨʘʤʝʪʨʳ 

ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʩʪʨʘʥʠʮ. ʈʘʟʜʝʣʳ ʦʩʦʙʝʥʥʦ ʧʦʣʝʟʥʳ ʧʨʠ ʩʦʟʜʘʥʠʠ 

ʜʦʢʫʤʝʥʪʦʚ, ʩʦʩʪʦʷʱʠʭ ʠʟ ʦʪʜʝʣʴʥʳʭ ʛʣʘʚ. ʈʘʟʜʝʣʳ ʧʦʟʚʦʣʷʶʪ 

ʥʘʯʘʪʴ ʢʘʞʜʫʶ ʛʣʘʚʫ ʩ ʥʦʚʦʡ ʩʪʨʘʥʠʮʳ, ʠʟʤʝʥʠʪʴ ʥʫʤʝʨʘʮʠʶ ʩʪʨʦʢ, 

ʯʠʩʣʦ ʩʪʦʣʙʮʦʚ ʥʘ ʩʪʨʘʥʠʮʝ ʠ ʢʦʣʦʥʪʠʪʫʣʳ. ʇʦ ʫʤʦʣʯʘʥʠʶ ʥʦʚʳʡ 

ʜʦʢʫʤʝʥʪ ʠʤʝʝʪ ʪʦʣʴʢʦ ʦʜʠʥ ʨʘʟʜʝʣ. 

ɼʣʷ ʚʩʪʘʚʢʠ ʨʘʟʨʳʚʘ ʨʘʟʜʝʣʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʧʦʤʝʩʪʠʪʴ ʢʫʨʩʦʨ ʚ ʪʦ ʤʝʩʪʦ ʜʦʢʫʤʝʥʪʘ, ʛʜʝ ʜʦʣʞʝʥ ʥʘʯʘʪʴʩʷ 

ʥʦʚʳʡ ʨʘʟʜʝʣ; 
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Å ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʈʘʟʨʳʚ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʤʝʥʶ ʚʳʙʨʘʪʴ ʤʝʩʪʦʨʘʩʧʦʣʦʞʝʥʠʝ ʥʦʚʦʛʦ ʨʘʟʜʝʣʘ. 

ʂʘʞʜʳʡ ʨʘʟʜʝʣ ʚ ʜʦʢʫʤʝʥʪʝ ʤʦʞʝʪ ʠʤʝʪʴ ʩʦʙʩʪʚʝʥʥʳʝ ʢʦʣʦʥʪʠ-

ʪʫʣʳ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʜʣʷ ʨʘʟʜʝʣʘ ʢʦʣʦʥʪʠʪʫʣ, ʦʪʣʠʯʘʶʱʠʡ-

ʩʷ ʦʪ ʧʨʝʜʳʜʫʱʝʛʦ ʨʘʟʜʝʣʘ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʧʝʨʝʡʪʠ ʚ ʵʪʦʪ ʨʘʟʜʝʣ; 

Å ʠʟ ʤʝʥʶ ɺʠʜ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʂʦʣʦʥʪʠʪʫʣʳ; 

Å ʦʪʤʝʥʠʪʴ ʩʚʷʟʴ ʢʦʣʦʥʪʠʪʫʣʘ ʵʪʦʛʦ ʨʘʟʜʝʣʘ ʩ ʢʦʣʦʥʪʠʪʫʣʦʤ 

ʧʨʝʜʳʜʫʱʝʛʦ ʨʘʟʜʝʣʘ, ʥʘʞʘʚ ʢʥʦʧʢʫ ʂʘʢ ʚ ʧʨʝʜʳʜʫʱʝʤ; 

Å ʩʦʟʜʘʪʴ ʥʦʚʳʡ ʢʦʣʦʥʪʠʪʫʣ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 

1. ɼʣʷ ʯʝʛʦ ʠʩʧʦʣʴʟʫʶʪʩʷ ʩʪʠʣʠ ʧʨʠ ʨʘʙʦʪʝ ʩ ʪʝʢʩʪʦʚʳʤ ʜʦʢʫ-

ʤʝʥʪʦʤ? 

2. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʫʞʥʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʙʳʩʪʨʦʛʦ ʧʨʠʤʝʥʝʥʠʷ 
ʩʪʘʥʜʘʨʪʥʳʭ ʩʪʠʣʝʡ? 

3. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʫʞʥʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʩʪʠʣʝʡ? 

4. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʫʞʥʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʥʦʚʦʛʦ  ʩʪʠ-

ʣʷ? 

5. ɼʣʷ ʯʝʛʦ ʩʣʫʞʠʪ ʟʘʢʣʘʜʢʘ ʚ ʜʦʢʫʤʝʥʪʝ ʠ ʢʘʢ ʝʝ ʩʦʟʜʘʪʴ? 

6. ʂʘʢ ʩʦʟʜʘʪʴ ʩʥʦʩʢʫ ʚ ʜʦʢʫʤʝʥʪʝ? 

7. ʂʘʢ ʩʦʟʜʘʪʴ ʦʛʣʘʚʣʝʥʠʝ ʚ ʙʦʣʴʰʦʤ ʜʦʢʫʤʝʥʪʝ? 

8. ɼʣʷ ʯʝʛʦ ʧʨʝʜʥʘʟʥʘʯʝʥʳ ʰʘʙʣʦʥʳ ʜʦʢʫʤʝʥʪʦʚ? ʂʘʢʠʤ ʦʙʨʘ-

ʟʦʤ ʦʥʠ ʩʦʟʜʘʶʪʩʷ? 

9. ʏʪʦ ʪʘʢʦʝ ʩʪʨʫʢʪʫʨʘ ʜʦʢʫʤʝʥʪʘ? 

10. ʂʘʢ ʫʩʪʘʥʦʚʠʪʴ ʨʝʞʠʤ ʩʪʨʫʢʪʫʨʳ? 

11. ɺ ʢʘʢʠʭ ʩʣʫʯʘʷʭ ʧʨʠ ʨʘʙʦʪʝ ʩ ʜʦʢʫʤʝʥʪʦʤ ʫʜʦʙʥʦ ʠʩʧʦʣʴʟʦ-

ʚʘʪʴ ʤʘʢʨʦʩʳ? ʂʘʢ ʩʦʟʜʘʪʴ ʤʘʢʨʦʩ ʠ ʟʘʧʫʩʪʠʪʴ ʝʛʦ? 

12. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʚʩʪʘʚʠʪʴ ʨʘʟ-

ʨʳʚ ʩʪʨʘʥʠʮʳ, ʨʘʟʜʝʣʘ? 

 

8. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ 

 

1. ʉʦʟʜʘʡʪʝ ʰʘʙʣʦʥ ʜʦʢʫʤʝʥʪʘ çɿʘʷʚʣʝʥʠʝè. ʅʘ ʦʩʥʦʚʝ ʩʦʟʜʘʥʥʦ-

ʛʦ ʰʘʙʣʦʥʘ ʩʦʟʜʘʡʪʝ ʜʦʢʫʤʝʥʪ çɿʘʷʚʣʝʥʠʝ1è, ʧʨʦʩʤʦʪʨʠʪʝ ʝʛʦ ʧʝʨʝʜ 

ʧʝʯʘʪʴʶ. 

2. ʀʩʧʦʣʴʟʫʷ ʚʦʟʤʦʞʥʦʩʪʠ Word, ʩʦʟʜʘʡʪʝ ʙʣʘʥʢ ʧʨʠʛʣʘʰʝʥʠʷ. 
3. ʀʩʧʦʣʴʟʫʷ ʚʦʟʤʦʞʥʦʩʪʠ Word, ʩʦʟʜʘʡʪʝ ʚʠʟʠʪʥʫʶ ʢʘʨʪʦʯʢʫ. 

4. ʀʩʧʦʣʴʟʫʷ ʚʦʟʤʦʞʥʦʩʪʠ Word, ʩʦʟʜʘʡʪʝ ʦʙʲʷʚʣʝʥʠʝ ʧʨʠʛʣʘʰʝ-

ʥʠʷ ʥʘ ʢʫʨʩʳ ʘʥʛʣʠʡʩʢʦʛʦ ʷʟʳʢʘ, ʩʦʜʝʨʞʘʱʝʛʦ ʥʦʤʝʨʘ ʪʝʣʝʬʦʥʦʚ. 

5. ʉʦʟʜʘʡʪʝ ʨʝʢʣʘʤʥʳʡ ʧʣʘʢʘʪ. 
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6. ʉʦʟʜʘʡʪʝ ʙʣʦʢ-ʩʭʝʤʫ ʬʦʨʤʠʨʦʚʘʥʠʷ ʧʘʢʝʪʘ ʜʘʥʥʳʭ ʊʉʈ: 

ɼʘʥʥʳʝ ï ʊʉʈ-ʧʘʢʝʪïIPïʧʘʢʝʪ. 

7. ʅʘʙʝʨʠʪʝ ʠʟ ʫʯʝʙʥʠʢʘ ʧʦ ʙʠʦʣʦʛʠʠ ʥʝ ʤʝʥʝʝ ʯʝʤ 1 ʩʪʨʘʥʠʮʘ 
ʨʘʟʙʝʡʪʝ ʪʝʢʩʪ ʥʘ ʨʘʟʜʝʣʳ ʪʘʢ, ʯʪʦʙʳ ʦʪʜʝʣʴʥʘʷ ʩʪʨʘʥʠʮʘ ʩʦʜʝʨʞʘʣʘ 

ʦʜʠʥ ʘʙʟʘʮ. 

8. ʉʦʟʜʘʡʪʝ ʚ ʪʝʢʩʪʝ ʩ ʧʦʤʦʱʴʶ ʩʪʠʣʝʡ ʟʘʛʦʣʦʚʢʠ  ʠ ʦʬʦʨʤʠʪʝ 

ʦʛʣʘʚʣʝʥʠʝ.  

9. ʉʦʟʜʘʡʪʝ ʚ ʪʝʢʩʪʝ ʥʝʩʢʦʣʴʢʦ ʩʥʦʩʦʢ ʠ ʫʢʘʟʘʪʝʣʝʡ. 

 

 

 

 

 

 

 

 

 

 

 

 

ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ 8 

ʆʈɻɸʅʀɿɸʎʀʗ ʀ ʌʆʈʄɸʊʀʈʆɺɸʅʀɽ ʃʀʉʊʆɺ ɺ EXCEL 

1. ʆʨʛʘʥʠʟʘʮʠʷ ʣʠʩʪʦʚ ʚ ʨʘʙʦʯʝʡ ʢʥʠʛʝ. 

2. ʈʘʙʦʪʘ ʩ ʷʯʝʡʢʘʤʠ. 

3. ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʨʘʙʦʯʠʭ ʣʠʩʪʦʚ. 

4. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 

 

ʎʝʣʴ: ʧʨʠʦʙʨʝʪʝʥʠʝ ʥʘʚʳʢʦʚ ʨʘʙʦʪʳ ʩ ʧʨʦʛʨʘʤʤʦʡ MS Excel. 

ɿʘʜʘʯʠ:  

ï ʫʤʝʪʴ ʟʘʧʫʩʢʘʪʴ Excel; 

ï ʫʤʝʪʴ ʜʦʙʘʚʣʷʪʴ, ʫʜʘʣʷʪʴ, ʧʝʨʝʠʤʝʥʦʚʳʚʘʪʴ, ʢʦʧʠʨʦʚʘʪʴ ʠ ʧʝ-

ʨʝʤʝʱʘʪʴ ʨʘʙʦʯʠʝ ʣʠʩʪʳ; 

ï ʫʤʝʪʴ ʨʘʙʦʪʘʪʴ ʩ ʷʯʝʡʢʘʤʠ: ʚʳʜʝʣʷʪʴ ʷʯʝʡʢʠ, ʚʚʦʜʠʪʴ ʠʥʬʦʨʤʘ-

ʮʠʶ, ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʠʥʬʦʨʤʘʮʠʶ, ʚʩʪʘʚʣʷʪʴ ʠ ʫʜʘʣʷʪʴ ʷʯʝʡʢʠ; 

ï ʫʤʝʪʴ ʬʦʨʤʘʪʠʨʦʚʘʪʴ ʨʘʙʦʯʠʝ ʣʠʩʪʳ. 

 

1. ʆʨʛʘʥʠʟʘʮʠʷ ʣʠʩʪʦʚ ʚ ʨʘʙʦʯʝʡ ʢʥʠʛʝ. ʇʨʦʛʨʘʤʤʘ Microsoft Ex-
cel ʷʚʣʷʝʪʩʷ ʩʘʤʦʡ ʧʨʦʩʪʦʡ ʚ ʵʢʩʧʣʫʘʪʘʮʠʠ ʠ ʚ ʪʦ ʞʝ ʚʨʝʤʷ ʤʦʱʥʦʡ 

ʩʠʩʪʝʤʦʡ ʵʣʝʢʪʨʦʥʥʳʭ ʪʘʙʣʠʮ. Excel ʠʤʝʝʪ ʙʦʣʴʰʝ ʩʨʝʜʩʪʚ ʜʣʷ ʘʥʘ-

ʣʠʟʘ ʜʘʥʥʳʭ, ʯʝʤ ʜʨʫʛʠʝ ʩʠʩʪʝʤʳ ʵʣʝʢʪʨʦʥʥʳʭ ʪʘʙʣʠʮ. Excel ʩʦʜʝʨ-

ʞʠʪ ʩʦʪʥʠ ʚʩʪʨʦʝʥʥʳʭ ʬʫʥʢʮʠʡ, ʯʪʦ ʧʦʟʚʦʣʷʝʪ ʨʝʰʘʪʴ ʩʘʤʳʝ ʩʣʦʞ-
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ʥʳʝ ʟʘʜʘʯʠ ʩʪʘʪʠʩʪʠʯʝʩʢʦʛʦ ʠ ʬʠʥʘʥʩʦʚʦʛʦ ʘʥʘʣʠʟʘ, ʩʪʨʦʠʪʴ ʙʦʣʝʝ 

ʩʦʪʥʠ ʪʠʧʦʚ ʨʘʟʣʠʯʥʳʭ ʜʠʘʛʨʘʤʤ. 

ɿʘʧʫʩʢ E x c e l. ʇʨʦʛʨʘʤʤʫ ʤʦʞʥʦ ʟʘʧʫʩʪʠʪʴ ʩʣʝʜʫʶʱʠʤʠ 

ʩʧʦʩʦʙʘʤʠ: 

Å ʠʟ ʛʣʘʚʥʦʛʦ ʤʝʥʶ Windows, ʥʘʞʘʚ ʢʣʘʚʠʰʫ ʇʫʩʢ; 

Å ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʠʤʷ ʣʶʙʦʛʦ ʬʘʡʣʘ ʜʦʢʫʤʝʥʪʘ ʩ ʨʘʩʰʠʨʝʥʠʝʤ 

* .xls. 
ʆʢʥʦ Excel. ʆʩʥʦʚʥʘʷ ʯʘʩʪʴ ʦʢʥʘ Excel ʟʘʥʷʪʘ ʯʠʩʪʳʤ ʨʘʙʦ-

ʯʠʤ ʣʠʩʪʦʤ (ʠʣʠ ʪʘʙʣʠʮʝʡ), ʨʘʟʜʝʣʝʥʥʳʤ ʥʘ ʦʪʜʝʣʴʥʳʝ ʷʯʝʡʢʠ. 

ʉʪʦʣʙʮʳ ʦʟʘʛʣʘʚʣʝʥʳ ʙʫʢʚʘʤʠ, ʩʪʨʦʢʠ ï ʮʠʬʨʘʤʠ. ʅʘ ʦʜʥʦʡ ʨʘʙʦʯʝʡ 

ʩʪʨʘʥʠʮʝ ʚ ʨʘʩʧʦʨʷʞʝʥʠʠ ʧʦʣʴʟʦʚʘʪʝʣʷ 256 ʩʪʦʣʙʮʦʚ ʠ 65 535 ʩʪʨʦʢ. 

ɽʩʣʠ ʱʝʣʢʥʫʪʴ ʤʳʰʴʶ ʥʘ ʣʶʙʦʡ ʷʯʝʡʢʝ, ʪʦ ʦʥʘ ʚʳʜʝʣʷʝʪʩʷ ʩʝʨʦʡ 

ʨʘʤʢʦʡ. ʉʣʝʚʘ ʥʘ ʩʪʨʦʢʝ ʬʦʨʤʫʣ ʚ ʧʦʣʝ ʀʤʷ ʧʦʢʘʟʘʥ ʘʜʨʝʩ ʪʝʢʫʱʝʡ 

ʷʯʝʡʢʠ, ʘ ʚ ʉʪʨʦʢʝ ʬʦʨʤʫʣ ï ʝʝ ʩʦʜʝʨʞʠʤʦʝ. 

ɺʥʠʟʫ ʦʢʥʘ ʥʘʭʦʜʷʪʩʷ ʷʨʣʳʢʠ ʨʘʙʦʯʠʭ ʣʠʩʪʦʚ, ʢʦʪʦʨʳʝ ʠʩʧʦʣʴ-

ʟʫʶʪʩʷ ʜʣʷ ʙʳʩʪʨʦʛʦ ʧʝʨʝʢʣʶʯʝʥʠʷ ʠ ʧʝʨʝʭʦʜʘ ʥʘ ʣʶʙʦʡ ʠʟ ʥʠʭ 

ɼʦʙʘʚʣʝʥʠʝ ʥʦʚʦʛʦ ʣʠʩʪʘ. ʇʦ ʫʤʦʣʯʘʥʠʶ ʨʘʙʦʯʘʷ ʢʥʠʛʘ 

ʩʦʜʝʨʞʠʪ ʪʨʠ ʨʘʙʦʯʠʭ ʣʠʩʪʘ. ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʯʠʩʣʘ ʣʠʩʪʦʚ ʚ ʥʦʚʦʡ 

ʨʘʙʦʯʝʡ ʢʥʠʛʝ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʠʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ ʠ ʨʘʩʢʨʳʪʴ 

ʚʢʣʘʜʢʫ ʆʙʱʠʝ; 

Å ʚ ʩʯʝʪʯʠʢʝ ʃʠʩʪʦʚ ʚ ʥʦʚʦʡ ʢʥʠʛʝ ʫʩʪʘʥʦʚʠʪʴ ʥʝʦʙʭʦʜʠʤʦʝ ʢʦ-

ʣʠʯʝʩʪʚʦ ʣʠʩʪʦʚ. 
ɿʘʤʝʯʘʥʠʝ. ʊʝʧʝʨʴ ʚʩʝ ʥʦʚʳʝ ʨʘʙʦʯʠʝ ʢʥʠʛʠ ʙʫʜʫʪ ʩʦʟʜʘʚʘʪʴʩʷ ʩ 

ʫʩʪʘʥʦʚʣʝʥʥʳʤ ʢʦʣʠʯʝʩʪʚʦʤ ʣʠʩʪʦʚ, ʧʦʢʘ ʩʥʦʚʘ ʥʝ ʠʟʤʝʥʠʪʩʷ ʧʘʨʘ-

ʤʝʪʨ ʃʠʩʪʦʚ ʚ ʥʦʚʦʡ ʢʥʠʛʝ. 

ʇʨʠ ʨʘʙʦʪʝ ʩ Excel ʤʦʞʝʪ ʧʦʥʘʜʦʙʠʪʴʩʷ ʫʚʝʣʠʯʠʪʴ ʢʦʣʠʯʝʩʪʚʦ 

ʣʠʩʪʦʚ ʨʘʙʦʯʝʡ ʢʥʠʛʠ, ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʩʪʘʚʠʪʴ ʥʦʚʳʡ ʣʠʩʪ ʚ ʨʘʙʦ-

ʯʫʶ ʢʥʠʛʫ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʘʢʪʠʚʠʟʠʨʦʚʘʪʴ ʣʠʩʪ, ʧʝʨʝʜ ʢʦʪʦʨʳʤ ʥʫʞʥʦ ʚʩʪʘʚʠʪʴ ʥʦʚʳʡ; 

Å ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʃʠʩʪ (ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ 

ʥʘ ʷʨʣʳʯʢʝ ʣʠʩʪʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɼʦʙʘʚʠʪʴ). 

ʋʜʘʣʝʥʠʝ ʣʠʩʪʘ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʫʜʘʣʠʪʴ ʣʠʩʪ ʠʟ ʨʘʙʦʯʝʡ 

ʢʥʠʛʠ ʥʝʦʙʭʦʜʠʤʦ ʘʢʪʠʚʠʟʠʨʦʚʘʪʴ ʫʜʘʣʷʝʤʳʡ ʣʠʩʪ, ʟʘʪʝʤ ʠʟ ʤʝʥʶ 

ʇʨʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʋʜʘʣʠʪʴ ʣʠʩʪ (ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʥʘ 

ʷʨʣʳʯʢʝ ʣʠʩʪʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʋʜʘʣʠʪʴ). 

ʇʝʨʝʠʤʝʥʦʚʘʥʠʝ ʣʠʩʪʘ. ʇʦ ʫʤʦʣʯʘʥʠʶ Excel ʧʨʠʩʚʘʠʚʘ-

ʝʪ ʣʠʩʪʘʤ ʨʘʙʦʯʝʡ ʢʥʠʛʠ ʩʪʘʥʜʘʨʪʥʳʝ ʠʤʝʥʘ (ʃʠʩʪ1, ʃʠʩʪ2...). ʀʤʝʷ 

ʜʝʣʦ ʩ ʪʘʢʠʤʠ ʠʤʝʥʘʤʠ, ʪʨʫʜʥʦ ʚʩʧʦʤʥʠʪʴ, ʯʪʦ ʨʘʩʧʦʣʘʛʘʝʪʩʷ ʥʘ ʣʠ-

ʩʪʝ. ʇʦʵʪʦʤʫ ʣʫʯʰʝ ʠʩʧʦʣʴʟʦʚʘʪʴ ʠʤʝʥʘ, ʧʦʟʚʦʣʷʶʱʠʝ ʙʳʩʪʨʦ ʦʧʨʝ-

ʜʝʣʷʪʴ ʩʦʜʝʨʞʘʥʠʝ ʣʠʩʪʘ. 
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ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʝʨʝʠʤʝʥʦʚʘʪʴ ʣʠʩʪ, ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ 

ʌʦʨʤʘʪ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʃʠʩʪ, ʘ ʟʘʪʝʤ, ʇʝʨʝʠʤʝʥʦʚʘʪʴ (ʠʟ ʢʦʥ-

ʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʥʘ ʷʨʣʳʯʢʝ ʣʠʩʪʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʝʨʝʠʤʝʥʦ-

ʚʘʪʴ). 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʧʝʨʝʠʤʝʥʦʚʘʥʠʷ ʤʦʞʥʦ ʪʘʢʞʝ ʚʳʧʦʣʥʠʪʴ ʜʚʦʡʥʦʡ 

ʱʝʣʯʦʢ ʥʘ ʷʨʣʳʯʢʝ ʣʠʩʪʘ ʠ ʚʚʝʩʪʠ ʥʦʚʦʝ ʠʤʷ. ʀʤʷ ʣʠʩʪʘ ʥʝ ʤʦʞʝʪ ʩʦ-

ʜʝʨʞʘʪʴ ʙʦʣʝʝ 31 ʩʠʤʚʦʣʘ, ʚʢʣʶʯʘʷ ʧʨʦʙʝʣʳ. 

ʂʦʧʠʨʦʚʘʥʠʝ ʠ ʧʝʨʝʤʝʱʝʥʠʝ ʣʠʩʪʦʚ. ʅʘʨʷʜʫ ʩ ʜʦ-

ʙʘʚʣʝʥʠʝʤ ʠ ʫʜʘʣʝʥʠʝʤ ʣʠʩʪʦʚ ʚ ʨʘʙʦʯʝʡ ʢʥʠʛʝ Excel ʧʦʟʚʦʣʷʝʪ ʧʝ-

ʨʝʤʝʱʘʪʴ ʠ ʢʦʧʠʨʦʚʘʪʴ ʨʘʙʦʯʠʝ ʣʠʩʪʳ ʚ ʧʨʝʜʝʣʘʭ ʨʘʙʦʯʝʡ ʢʥʠʛʠ ʠʣʠ 

ʚ ʜʨʫʛʫʶ ʨʘʙʦʯʫʶ ʢʥʠʛʫ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʝʨʝʤʝʩʪʠʪʴ ʠʣʠ ʩʢʦʧʠʨʦ-

ʚʘʪʴ ʣʠʩʪ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʘʢʪʠʚʠʟʠʨʦʚʘʪʴ ʣʠʩʪ, ʢʦʪʦʨʳʡ ʥʝʦʙʭʦʜʠʤʦ ʧʝʨʝʤʝʩʪʠʪʴ (ʩʢʦʧʠ-

ʨʦʚʘʪʴ); 

Å ʠʟ ʤʝʥʶ ʇʨʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʝʨʝʤʝʩʪʠʪʴ/ʩʢʦʧʠʨʦʚʘʪʴ 

ʣʠʩʪ (ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʥʘ ʷʨʣʳʯʢʝ ʣʠʩʪʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʝ-

ʨʝʤʝʩʪʠʪʴ/ʩʢʦʧʠʨʦʚʘʪʴ); 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʇʝʨʝʤʝʩʪʠʪʴ ʠʣʠ ʩʢʦʧʠʨʦʚʘʪʴ ʚ ʧʦʣʝ ʇʝ-

ʨʝʤʝʩʪʠʪʴ ʚʳʙʨʘʥʥʳʝ ʣʠʩʪʳ ʚʳʙʨʘʪʴ ʠʤʷ ʨʘʙʦʯʝʡ ʢʥʠʛʠ, ʚ ʢʦʪʦ-

ʨʫʶ ʪʨʝʙʫʝʪʩʷ ʧʝʨʝʤʝʩʪʠʪʴ ʣʠʩʪ; ʫʩʪʘʥʦʚʠʪʴ ʬʣʘʞʦʢ ʉʦʟʜʘʪʴ ʢʦ-

ʧʠʶ ʜʣʷ ʢʦʧʠʨʦʚʘʥʠʷ ʣʠʩʪʘ ʠʣʠ ʩʥʷʪʴ ï ʜʣʷ ʧʝʨʝʤʝʱʝʥʠʷ; 

Å ʚ ʩʧʠʩʢʝ ʇʝʨʝʜ ʣʠʩʪʦʤ ʚʳʜʝʣʠʪʴ ʠʤʷ ʣʠʩʪʘ, ʧʝʨʝʜ ʢʦʪʦʨʳʤ 

ʥʫʞʥʦ ʧʦʤʝʩʪʠʪʴ ʚʩʪʘʚʣʷʝʤʳʡ ʣʠʩʪ. 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʩʦʟʜʘʥʠʷ ʢʦʧʠʠ ʣʠʩʪʘ ʚ ʧʨʝʜʝʣʘʭ ʨʘʙʦʯʝʡ ʢʥʠʛʠ 

ʤʦʞʥʦ ʪʘʢʞʝ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <Ctrl > ʠ, ʥʝ ʦʪʧʫʩʢʘʷ ʝʝ, ʧʝʨʝʪʘʱʠʪʴ 

ʷʨʣʳʯʦʢ ʣʠʩʪʘ ʚ ʥʫʞʥʦʝ ʤʝʩʪʦ. ʂʦʧʠʷ ʧʨʠʥʠʤʘʝʪ ʠʤʷ ʠʩʭʦʜʥʦʛʦ ʣʠʩʪʘ. 

ɽʩʣʠ ʣʠʩʪ ʩ ʪʘʢʠʤ ʠʤʝʥʝʤ ʫʞʝ ʠʤʝʝʪʩʷ ʚ ʨʘʙʦʯʝʡ ʢʥʠʛʝ, ʪʦ ʢ ʥʝʤʫ ʜʦ-

ʙʘʚʣʷʝʪʩʷ ʯʠʩʣʦ ʚ ʩʢʦʙʢʘʭ, ʫʢʘʟʚrʘʶʱʝʝ ʥʘ ʥʦʤʝʨ ʢʦʧʠʠ. 

2. ʈʘʙʦʪʘ ʩ ʷʯʝʡʢʘʤʠ. ɺʳʜʝʣʝʥʠʝ ʷʯʝʝʢ. Excel ʠʩʧʦʣʟɹʫʝʪ 

ʦʙʱʠʡ ʧʨʠʥʮʠʧ, ʭʘʨʘʢʪʝʨʥʳʡ ʜʣʷ ʧʨʠʣʦʞʝʥʠʡ Windows: ʩʥʘʯʘʣʘ ï 

ʚʳʜʝʣʝʥʠʝ, ʟʘʪʝʤ ï ʚʳʧʦʣʥʝʥʠʝ. ɼʣʷ ʚʳʧʦʣʥʝʥʠʷ ʢʘʢʠʭ-ʣʠʙʦ ʜʝʡ-

ʩʪʚʠʡ ʥʘʜ ʷʯʝʡʢʘʤʠ (ʫʜʘʣʝʥʠʝ, ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ, ʧʝʨʝʤʝʱʝʥʠʝ, ʢʦ-

ʧʠʨʦʚʘʥʠʝ) ʠʭ ʥʝʦʙʭʦʜʠʤʦ ʩʥʘʯʘʣʘ ʚʳʜʝʣʠʪʴ, ʘ ʟʘʪʝʤ ʧʨʦʠʟʚʝʩʪʠ 

ʪʨʝʙʫʝʤʦʝ ʜʝʡʩʪʚʠʝ. ɺʳʜʝʣʝʥʠʝ ʤʦʞʥʦ ʚʳʧʦʣʥʠʪʴ ʢʘʢ ʤʳʰʠ, ʪʘʢ ʠ 

ʢʣʘʚʠʘʪʫʨʳ. 

ɼʣʷ ʚʳʜʝʣʝʥʠʷ ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠʘʪʫʨʳ ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʢʣʘ-

ʚʠʰʫ <Shift> ʠ, ʥʝ ʦʪʧʫʩʢʘʷ ʝʝ, ʠʩʧʦʣʴʟʫʷ ʢʣʘʚʠʰʠ ʫʧʨʘʚʣʝʥʠʷ ʢʫʨ-

ʩʦʨʦʤ, ʚʳʜʝʣʠʪʴ ʥʫʞʥʳʡ ʙʣʦʢ ʷʯʝʝʢ. 

ɼʣ̫ ʚʳʜʝʣʝʥʠʷ ʙʣʦʢʘ ʷʯʝʝʢ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ ʜʦʩʪʘʪʦʯʥʦ ʧʨʦʪʷ-

ʥʫʪʴ ʝʝ ʫʢʘʟʘʪʝʣʝʤ ʧʨʠ ʥʘʞʘʪʦʡ ʣʝʚʦʡ ʢʥʦʧʢʝ. ɼʣʷ ʚʳʜʝʣʝʥʠʷ ʩʪʨʦʢʠ 

(ʩʪʦʣʙʮʘ) ʥʝʦʙʭʦʜʠʤʦ ʱʝʣʢʥʫʪʴ ʤʳʰʴʶ ʥʘ ʥʦʤʝʨʝ ʩʪʨʦʢʠ (ʩʪʦʣʙʮʘ). 
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ɼʣʷ ʚʳʜʝʣʝʥʠʷ ʠʜʫʱʠʭ ʧʦʜʨʷʜ ʩʪʨʦʢ (ʩʪʦʣʙʮʦʚ) ʜʦʩʪʘʪʦʯʥʦ ʧʨʦ-

ʚʝʩʪʠ ʤʳʰʴʶ, ʥʝ ʦʪʧʫʩʢʘʷ ʢʥʦʧʢʠ, ʧʦ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʤ ʟʘʛʦʣʦʚʢʘʤ. 

ɼʣʷ ʚʳʙʦʨʦʯʥʦʛʦ ʚʳʜʝʣʝʥʠʷ ʩʪʨʦʢ, ʩʪʦʣʙʮʦʚ, ʙʣʦʢʦʚ ʷʯʝʝʢ ʨʘʩ-

ʧʦʣʦʞʝʥʥʳʭ ʚ ʨʘʟʥʳʭ ʤʝʩʪʘʭ ʨʘʙʦʯʝʛʦ ʣʠʩʪʘ, ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ 

ʢʣʘʚʠʰʫ <Ctrl > ʠ, ʥʝ ʦʪʧʫʩʢʘʷ ʝʝ, ʚʳʜʝʣʷʪʴ ʪʨʝʙʫʝʤʳʝ ʵʣʝʤʝʥʪʳ. 

ɼʣʷ ʚʳʜʝʣʝʥʠʷ ʚʩʝʛʦ ʨʘʙʦʯʝʛʦ ʣʠʩʪʘ ʥʘʜʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ, ʥʘʭʦ-

ʜʷʱʫʶʩʷ ʚ ʣʝʚʦʤ ʚʝʨʭʥʝʤ ʫʛʣʫ ʪʘʙʣʠʮʳ. ɼʣʷ ʚʳʧʦʣʥʝʥʠʷ ʵʪʦʡ ʧʨʦ-

ʮʝʜʫʨʳ ʩ ʢʣʘʚʠʘʪʫʨʳ ʜʦʩʪʘʪʦʯʥʦ ʥʘʞʘʪʴ ʢʣʘʚʠʰʠ <Ctrl >+<A>. 

ɺʚʦʜ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʠʥʬʦʨʤʘʮʠʠ. ʗʯʝʡʢʠ ʨʘʙʦ-

ʯʝʛʦ ʣʠʩʪʘ ʤʦʛʫʪ ʩʦʜʝʨʞʘʪʴ ʟʥʘʯʝʥʠʷ (ʯʠʩʣʘ, ʪʝʢʩʪ, ʜʘʪʫ ʠ ʪ. ʧ.) ʠʣʠ 

ʬʦʨʤʫʣʳ. ɺʚʦʜʠʪʴ ʠ ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʠʥʬʦʨʤʘʮʠʶ ʤʦʞʥʦ ʚ ʩʪʨʦʢʝ 

ʬʦʨʤʫʣ ʠʣʠ ʥʝʧʦʩʨʝʜʩʪʚʝʥʥʦ ʚ ʷʯʝʡʢʝ. ʏʪʦʙʳ ʚʚʝʩʪʠ ʜʘʥʥʳʝ ʩ ʧʦ-

ʤʦʱʴʶ ʩʪʨʦʢʠ ʬʦʨʤʫʣ, ʥʝʦʙʭʦʜʠʤʦ ʘʢʪʠʚʠʟʠʨʦʚʘʪʴ ʷʯʝʡʢʫ, ʱʝʣʢ-

ʥʫʪʴ ʧʦ ʩʪʨʦʢʝ ʬʦʨʤʫʣ ʠ ʚʚʝʩʪʠ ʜʘʥʥʳʝ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʚʝʩʪʠ ʠʥ-

ʬʦʨʤʘʮʠʶ ʥʝʧʦʩʨʝʜʩʪʚʝʥʥʦ ʚ ʷʯʝʡʢʫ, ʝʝ ʥʘʜʦ ʘʢʪʠʚʠʟʠʨʦʚʘʪʴ ʠ ʚʚʝ-

ʩʪʠ ʩ ʢʣʘʚʠʘʪʫʨʳ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʠʥʬʦʨʤʘʮʠʷ ʚʥʝʩʣʘʩʴ ʚ ʪʝʢʫʱʫʶ 

ʷʯʝʡʢʫ ʨʘʙʦʯʝʛʦ ʣʠʩʪʘ, ʦʥʘ ʜʦʣʞʥʘ ʙʳʪʴ ʧʦʜʪʚʝʨʞʜʝʥʘ. ʕʪʦ ʤʦʞʥʦ 

ʩʜʝʣʘʪʴ ʩʣʝʜʫʶʱʠʤʠ ʩʧʦʩʦʙʘʤʠ 

Å ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <Enter>; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɺʚʦʜ ʩʣʝʚʘ ʦʪ ʩʪʨʦʢʠ ʬʦʨʤʫʣ; 

Å ʱʝʣʢʥʫʪʴ ʤʳʰʴʶ ʧʦ ʜʨʫʛʦʡ ʷʯʝʡʢʝ; 

Å ʧʦʢʠʥʫʪʴ ʪʝʢʫʱʫʶ ʷʯʝʡʢʫ ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠʰ ʫʧʨʘʚʣʝʥʠʷ ʢʫʨ-

ʩʦʨʦʤ. 
ɿʘʤʝʯʘʥʠʝ. ɽʩʣʠ ʧʦʩʣʝ ʚʚʦʜʘ ʚʤʝʩʪʦ ʯʠʩʣʘ ʦʪʦʙʨʘʞʘʶʪʩʷ ʟʥʘʢ # 

ʠʣʠ ʯʠʩʣʦ ʚ ʩʪʝʧʝʥʥʦʡ ʬʦʨʤʝ (5.5ɽ+20), ʪʦ ʵʪʦ ʦʟʥʘʯʘʝʪ, ʯʪʦ ʰʠʨʠʥʘ 

ʷʯʝʡʢʠ ʥʝʜʦʩʪʘʪʦʯʥʘ ʜʣʷ ʝʛʦ ʦʪʦʙʨʘʞʝʥʠʷ. 

ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ ʠʥʬʦʨʤʘʮʠʠ. ʆʪʨʝʜʘʢʪʠʨʦʚʘʪʴ ʚʚʝ-

ʜʝʥʥʫʶ ʠʥʬʦʨʤʘʮʠʶ ʤʦʞʥʦ ʥʝʧʦʩʨʝʜʩʪʚʝʥʥʦ ʚ ʷʯʝʡʢʝ ʠʣʠ ʠʩʧʦʣʴ-

ʟʫʷ ʩʪʨʦʢʫ ʬʦʨʤʫʣ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʦʪʨʝʜʘʢʪʠʨʦʚʘʪʴ ʠʥʬʦʨʤʘʮʠʶ 

ʥʝʧʦʩʨʝʜʩʪʚʝʥʥʦ ʚ ʘʢʪʠʚʥʦʡ ʷʯʝʡʢʝ, ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ 

<F2>, ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʧʦ ʷʯʝʡʢʝ ʠʣʠ ʱʝʣʢʥʫʪʴ ʤʳh ʴʶ ʥʘ ʩʪʨʦʢʝ 

ʬʦʨʤʫʣ. 

ɿʘʤʝʥʠʪʴ ʚʩʶ ʠʥʬʦʨʤʘʮʠʶ ʚ ʷʯʝʡʢʝ ʥʘ ʥʦʚʫʶ ʤʦʞʥʦ, ʘʢʪʠʚʠʟʠ-

ʨʦʚʘʚ ʵʪʫ ʷʯʝʡʢʫ ʠ ʚʚʝʜʷ ʚ ʥʝʝ ʥʦʚʫʶ ʠʥʬʦʨʤʘʮʠʶ. ɼʣʷ ʫʜʘʣʝʥʠʷ 

ʚʩʝʡ ʠʥʬʦʨʤʘʮʠʠ ʚ ʘʢʪʠʚʥʦʡ ʷʯʝʡʢʝ ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ 

<Delete> ʠʣʠ ʚʳʙʨʘʪʴ ʚ ʤʝʥʶ ʇʨʘʚʢʘ ʢʦʤʘʥʜʫ ʆʯʠʩʪʠʪʴ, ʟʘʪʝʤ ï 

ʉʦʜʝʨʞʠʤʦʝ (ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʆʯʠʩʪʠʪʴ 

ʩʦʜʝʨʞʠʤʦʝ). 

ɺʚʦʜ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʝʡ ʯʠʩʝʣ, ʣʘʪ, ʪʝʢʩʪʦʚ. 

ʇʨʠ ʨʘʙʦʪʝ ʩ Excel ʯʘʩʪʦ ʚʦʟʥʠʢʘʝʪ ʥʝʦʙʭʦʜʠʤʦʩʪʴ ʫʧʦʨʷʜʦʯʠʪʴ ʧʦ-

ʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʘʪ, ʯʠʩʝʣ ʠʣʠ ʪʝʢʩʪʦʚ. ʉʦʟʜʘʪʴ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦ-
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ʩʪʠ ʯʠʩʝʣ, ʜʘʪ ʤʦʞʥʦ ʢʦʤʘʥʜʦʡ ɿʘʧʦʣʥʠʪʴ ʠʟ ʤʝʥʶ ʇʨʘʚʢʘ, ʚr -

ʙʨʘʚ ʟʘʪʝʤ ʢʦʤʘʥʜʫ ʇʨʦʛʨʝʩʩʠʷ, ʠʣʠ ʧʝʨʝʪʘʩʢʠʚʘʥʠʝʤ ʤʘʨʢʝʨʘ ʟʘ-

ʧʦʣʥʝʥʠʷ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʚʝʩʪʠ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʯʠʩʝʣ ʠʣʠ ʜʘʪ, ʥʝʦʙ-

ʭʦʜʠʤʦ: 

Å ʚʚʝʩʪʠ ʯʠʩʣʦ ʠʣʠ ʜʘʪʫ ʚ ʧʝʨʚʫʶ ʷʯʝʡʢʫ; 

Å ʚʳʜʝʣʠʪʴ ʜʠʘʧʘʟʦʥ ʷʯʝʝʢ, ʢʦʪʦʨʳʡ ʥʫʞʥʦ ʟʘʧʦʣʥʠʪʴ; 

Å ʠʟ ʤʝʥʶ ʇʨʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɿʘʧʦʣʥʠʪʴ, ʟʘʪʝʤ ï ʇʨʦ-

ʛʨʝʩʩʠʷ; 

Å ʫʜʦʩʪʦʚʝʨʠʪʩʷ, ʯʪʦ ʧʝʨʝʢʣʶʯʘʪʝʣʠ ʧʦ ʩʪʨʦʢʘʤ ʠʣʠ ʩʪʦʣʙʮʘʤ ʩʦ-

ʦʪʚʝʪʩʪʚʫʶʪ ʪʠʧʫ ʜʠʘʧʘʟʦʥʘ, ʢʦʪʦʨʳʡ ʥʫʞʥʦ ʟʘʧʦʣʥʠʪʴ, ʠ ʚ ʧʦʣʝ 

ʐʘʛ ʚʚʝʩʪʠ ʚʝʣʠʯʠʥʫ ʰʘʛʘ; 

Å ʚ ʛʨʫʧʧʝ ʊʠʧ ʚʳʙʨʘʪʴ ʥʫʞʥʳʡ ʧʝʨʝʢʣʶʯʘʪʝʣʴ; 

Å ʚ ʧʦʣʝ ʇʨʝʜʝʣʴʥʦʝ ʟʥʘʯʝʥʠʝ ʤʦʞʥʦ ʚʚʝʩʪʠ ʧʨʝʜʝʣʴʥʦʝ ʟʥʘʯʝ-

ʥʠʝ, ʝʩʣʠ ʜʫʤʘʝʤ, ʯʪʦ ʚʳʜʝʣʠʣʠ ʙʦʣʴʰʦʡ ʜʠʘʧʘʟʦʥ ʷʯʝʝʢ ʜʣʷ ʟʘʧʦʣ-

ʥʝʥʠʷ.  

ɺ ʪʘʙʣʠʮʝ 1 ʧʨʠʚʝʜʝʥʳ ʦʩʥʦʚʥʳʝ ʜʝʡʩʪʚʠʷ, ʢʦʪʦʨʳʝ ʚʳʧʦʣʥʷʝʪ 

Excel ʧʨʠ ʚʳʙʦʨʝ ʜʘʥʥʦʛʦ ʨʝʞʠʤʘ. 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʯʠʩʝʣ ʠʣʠ 

ʜʘʪ ʩ ʧʦʤʦʱʴʶ ʤʘʨʢʝʨʘ ʟʘʧʦʣʥʝʥʠʷ
3
, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʚʝʩʪʠ ʚ ʜʚʝ ʩʦʩʝʜʥʠʝ ʷʯʝʡʢʠ ʧʝʨʚʳʝ ʜʚʘ ʟʥʘʯʝʥʠʷ ʧʦʩʣʝʜʦʚʘʪʝʣʴ-

ʥʦʩʪʠ; 

Å ʚʳʜʝʣʠʪʴ ʵʪʠ ʜʚʝ ʷʯʝʡʢʠ; 

Å ʧʝʨʝʪʘʱʠʪʴ ʤʘʨʢʝʨ ʟʘʧʦʣʥʝʥʠʷ ʚʥʠʟ ʠʣʠ ʥʘʧʨʘʚʦ ʜʦ ʢʦʥʮʘ ʦʙʣʘ-

ʩʪʠ, ʢʦʪʦʨʫʶ ʥʫʞʥʦ ʟʘʧʦʣʥʠʪʴ. 

 
ʊʘʙʣʠʮʘ 1. ʈʝʞʠʤʳ ʢʦʤʘʥʜʳ ʇʨʦʛʨʝʩʩʠʷ 

ɸʨʠʬʤʝʪʠʯʝʩʢʘʷ ɼʦʙʘʚʣʷʝʪ ʐʘʛ ʢ ʧʨʝʜʳʜʫʱʝʤʫ ʯʠʩʣʫ ʚ ʧʦʩʣʝʜʦ-

ʚʘʪʝʣʴʥʦʩʪʠ 

ɻʝʦʤʝʪʨʠʯʝʩʢʘʷ ʋʤʥʦʞʘʝʪ ʥʘ ʐʘʛ ʧʨʝʜʳʜʫʱʝʝ ʯʠʩʣʦ 

ɼʘʪʳ ʉʦʟʜʘʝʪ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʘʪ, ʚ ʢʦʪʦʨʦʡ ʐʘʛ 

ʧʨʠʤʝʥʷʝʪʩʷ ʢ ʵʣʝʤʝʥʪʘʤ ɼʝʥʴ, ʈʘʙʦʯʠʡ ʜʝʥʴ, 

ʄʝʩʷʮ, ɻʦʜ 

ɸʚʪʦʟʘʧʦʣʥʝʥʠʝ ʉʦʟʜʘʝʪ ʘʚʪʦʤʘʪʠʯʝʩʢʫʶ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʪʝʢ-

ʩʪʦʚ, ʥʘʟʚʘʥʠʡ, ï ʟʘʛʦʣʦʚʢʦʚ 

 

                                                 
3
 ʄʘʨʢʝʨ ʟʘʧʦʣʥʝʥʠʷ ï ʵʪʦ ʤʘʣʝʥʴʢʠʡ ʢʚʘʜʨʘʪ ʚ ʧʨʘʚʦʤ ʥʠʞʝʤ ʫʛʣʫ 

ʷʯʝʡʢʠ. 
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ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʚʝʩʪʠ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʪʝʢʩʪʦʚ (ʥʘʧʨʠʤʝʨ: 

ʢʚʘʨʪʘʣ 1, ʢʚʘʨʪʘʣ 2,...), ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʚʝʩʪʠ ʪʝʢʩʪ ʚ ʧʝʨʚʫʶ ʷʯʝʡʢʫ; 

Å ʚʳʜʝʣʠʪʴ ʜʠʘʧʘʟʦʥ ʷʯʝʝʢ, ʢʦʪʦʨʳʝ ʥʫʞʥʦ ʟʘʧʦʣʥʠʪʴ; 

Å ʠʟ ʤʝʥʶ ʇʨʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɿʘʧʦʣʥʠʪʴ, ʟʘʪʝʤ ï ʇʨʦʬʝʩ-

ʩʠʷ; 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʪʝʢʩʪʦʚ 

ʩ ʧʦʤʦʱʴʶ ʤʘʨʢʝʨʘ ʟʘʧʦʣʥʝʥʠʷ, ʥʝʦʙʭʦʜʠʤʦ: ʚ 1-ʶ ʷʯʝʡʢʫ ʚʚʝʩʪʠ ʪʝʢʩʪ 

ʠ ʧʝʨʝʪʘʩʢʠʚʘʪʴ ʤʘʨʢʝʨ ʟʘʧʦʣʥʝʥʠʷ (Ctrl + ʧʝʨʝʪʘʩʢʠʚʘʥʠʝ ʥʝ ʠʟʤʝʥʷ-

ʝʪ ʩʦʜʝʨʞʠʤʦʝ 1-ʡ ʷʯʝʡʢʠ). 

Å ʚ ʛʨʫʧʧʝ ʊʠʧ ʚʳʙʨʘʪʴ ʧʝʨʝʢʣʶʯʘʪʝʣʴ ɸʚʪʦʟʘʧʦʣʥʝʥʠʝ. 

ɺʩʪʘʚʢʘ ʠ ʫʜʘʣʝʥʠʝ ʷʯʝʝʢ. Excel ʤʦʞʝʪ ʫʜʘʣʷʪʴ ʠʣʠ 

ʚʩʪʘʚʣʷʪʴ ʩʪʨʦʢʠ (ʩʪʦʣʙʮʳ) ʮʝʣʠʢʦʤ. ʄʦʞʥʦ ʣʝʛʢʦ ʫʜʘʣʷʪʴ ʠ ʚʩʪʘʚ-

ʣʷʪʴ ʷʯʝʡʢʠ, ʦʩʪʘʚʣʷʷ ʦʢʨʫʞʘʶʱʠʝ ʩʪʨʦʢʠ ʠ ʩʪʦʣʙʮʳ ʥʝ ʪʨʦʥʫʪʳʤʠ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʩʪʘʚʠʪʴ ʷʯʝʡʢʫ, ʩʪʨʦʢʫ ʠʣʠ ʩʪʦʣʙʝʮ, ʥʘʜʦ ʚʳ-

ʙʨʘʪʴ ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʥʝʦʙʭʦʜʠʤʫʶ ʢʦʤʘʥʜʫ. ɽʩʣʠ ʪʨʝʙʫʝʪʩʷ ʜʦʙʘ-

ʚʠʪɹ ʩʪʦʣʙʝʮ ʷʯʝʝʢ, ʪʦ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʩʪʦʣʙʝʮ, ʧʝʨʝʜ ʢʦʪʦʨʳʤ 

ʜʦʣʞʝʥ ʙʳʪʴ ʚʩʪʘʚʣʝʥ ʧʫʩʪʦʡ, ʠ ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʢʦʤʘʥʜʫ 

ʉʪʦʣʙʝʮ. ʊʦʯʥʦ ʪʘʢ ʞʝ ʤʦʞʥʦ ʚʩʪʘʚʠʪʴ ʥʝʩʢʦʣʴʢʦ ʩʪʦʣʙʮʦʚ ʠʣʠ 

ʩʪʨʦʢ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʩʪʦʣʴʢʦ ʩʪʦʣʙʮʦʚ ʠʣʠ ʩʪʨʦʢ, 

ʩʢʦʣʴʢʦ ʥʘʜʦ ʚʩʪʘʚʠʪʴ. ɺʩʝ ʵʪʠ ʜʝʡʩʪʚʠʷ ʤʦʞʥʦ ʚʳʧʦʣʥʠʪʴ, ʠʩʧʦʣʴ-

ʟʫʷ ʢʦʤʘʥʜʫ ɼʦʙʘʚʠʪʴ ʷʯʝʡʢʠ ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ. 
ɿʘʤʝʯʘʥʠʝ. ʉʪʦʣʙʝʮ (ʩʪʨʦʢʘ) ʚʩʪʘʚʣʷʝʪʩʷ ʣʝʚʝʝ ʩʪʦʣʙʮʘ (ʥʘʜ 

ʩʪʨʦʢʦʡ), ʚ ʢʦʪʦʨʦʡ ʥʘʭʦʜʠʪʩʷ ʢʫʨʩʦʨ. 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʚʩʝʡ ʩʪʨʦʢʠ (ʩʪʦʣʙʮʘ) ʠʣʠ ʷʯʝʝʢ ʥʘʜʦ, ʚʳʜʝʣʠʚ ʠʭ, 

ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ ʇʨʘʚʢʘ ʢʦʤʘʥʜʫ ʋʜʘʣʠʪʴ ʠʣʠ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ 

ʢʦʥʪʝʢʩʪʥʳʤ ʤʝʥʶ. 

ʂʦʧʠʨʦʚʘʥʠʝ, ʧʝʨʝʤʝʱʝʥʠʝ ʷʯʝʝʢ. ʆʯʝʥʴ ʯʘʩʪʦ ʚʦʟ-

ʥʠʢʘʝʪ ʥʝʦʙʭʦʜʠʤʦʩʪʴ ʩʢʦʧʠʨʦʚʘʪʴ ʠʣʠ ʧʝʨʝʤʝʩʪʠʪʴ ʩʦʜʝʨʞʠʤʦʝ 

ʷʯʝʝʢ ʚ ʜʨʫʛʦʝ ʤʝʩʪʦ ʵʪʦʛʦ ʜʦʢʫʤʝʥʪʘ ʠʣʠ ʚ ʜʨʫʛʦʡ ʜʦʢʫʤʝʥʪ. ɺ Ex-

cel ʢʦʧʠʨʦʚʘʥʠʝ ʧʦʜʦʙʥʦ ʧʝʨʝʤʝʱʝʥʠʶ. ʈʘʟʥʠʮʘ ʩʦʩʪʦʠʪ ʚ ʪʦʤ, ʯʪʦ 

ʠʩʭʦʜʥʳʡ ʬʨʘʛʤʝʥʪ ʦʩʪʘʝʪʩʷ ʥʘ ʤʝʩʪʝ, ʘ ʚ ʥʦʚʦʝ ʤʝʩʪʦ ʚʩʪʘʚʣʷʝʪʩʷ 

ʝʛʦ ʢʦʧʠʷ. ʆʧʝʨʘʮʠʶ ʢʦʧʠʨʦʚʘʥʠʝ (ʧʝʨʝʤʝɦ ʝʥʠʝ) ʤʦʞʥʦ ʧʨʦʠʟʚʝʩʪʠ 

ʩ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜ ʤʝʥʶ, ʢʥʦʧʦʢ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʤʳʰʴʶ ʠʣʠ 

ʢʦʤʙʠʥʘʮʠʡ ʢʣʘʚʠʰ. 

ʂʦʧʠʨʦʚʘʥʠʝ ʠ ʧʝʨʝʤʝʱʝʥʠʝ ʩ ʧʦʤʦʱʴʶ ɹʫʬʝʨʘ ʦʙʤʝʥʘ: 

Å ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʠ; 
Å ʠʟ ʤʝʥʶ ʇʨʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɺʳʨʝʟʘʪʴ (ʧʨʠ ʧʝʨʝʤʝʱʝ-

ʥʠʠ) ʠʣʠ ʂʦʧʠʨʦʚʘʪʴ (ʧʨʠ ʢʦʧʠʨʦʚʘʥʠʠ); 

Å ʧʦʩʪʘʚʠʪʴ ʢʫʨʩʦʨ ʚ ʥʫʞʥʦʝ ʤʝʩʪʦ; 

Å ʠʟ ʤʝʥʶ ʇʨʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɺʩʪʘʚʠʪʴ. 
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ʉʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʢʦʤʘʥʜʳ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʚ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝ-

ʥʶ ʠʣʠ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʥʫʞʥʳʤʠ ʢʥʦʧʢʘʤʠ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥ-

ʪʦʚ. 

ʂʦʧʠʨʦʚʘʥʠʝ ʠ ʧʝʨʝʤʝʱʝʥʠʝ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ: 

Å ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʠ; 

Å ʫʩʪʘʥʦʚʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʨʘʤʢʫ ʚʳʜʝʣʝʥʥʦʛʦ ʙʣʦʢʘ ʷʯʝʝʢ ʠ 

ʧʨʠ ʥʘʞʘʪʦʡ ʣʝʚʦʡ (ʧʨʘʚʦʡ) ʢʥʦʧʢʝ ʧʝʨʝʤʝʩʪʠʪʴ ʤʘʨʢʝʨ ʚ ʥʫʞʥʦʝ 

ʤʝʩʪʦ. ʂʦʧʠʨʦʚʘʥʠʝ ʚʳʧʦʣʥʷʝʪʩʷ ʘʥʘʣʦʛʠʯʥʦ ʧʝʨʝʤʝʱʝʥʠʶ, ʥʦ ʧʨʠ 

ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʝ <Ctrl >. 

ʂʦʧʠʨʦʚʘʥʠʝ ʠ ʧʝʨʝʤʝʱʝʥʠʝ ʩ ʧʦʤʦʱʴʶ ʢʣʘʚʠʘʪʫʨʳ: 

Å ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʠ; 

Å ʥʘʞʘʪʴ <Ctrl > + <lnsert> (ʜʣʷ ʢʦʧʠʨʦʚʘʥʠʷ) ʠʣʠ <Ctrl > + < (ʜʣʷ 

ʧʝʨʝʤʝʱʝʥʠʷ); 

Å ʧʦʩʪʘʚʠʪʴ ʢʫʨʩʦʨ ʚ ʥʫʞʥʦʝ ʤʝʩʪʦ ʠ ʥʘʞʘʪʴ <Shift> + <lnsert>. 

ʂʦʧʠʨʦʚʘʥʠʝ ʩ ʧʦʤʦʱʴʶ ʤʘʨʢʝʨʘ ʟʘʧʦʣʥʝʥʠʷ: 

Å ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʠ; 

Å ʧʨʦʪʘʱʠʪʴ ʤʘʨʢʝʨ ʟʘʧʦʣʥʝʥʠʷ ʧʦ ʩʤʝʞʥʳʤ ʷʯʝʡʢʘʤ. 

 

3. ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʨʘʙʦʯʠʭ ʣʠʩʪʦʚ. ʇʨʦʛʨʘʤʤʘ  Excel ʨʘʩʧʦʣʘʛʘʝʪ 

ʩʨʝʜʩʪʚʘʤʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ, ʢʦʪʦʨʳʝ ʧʦʟʚʦʣʷʶʪ ʧʨʠʜʘʪʴ ʜʦʢʫʤʝʥʪʫ 

ʯʝʪʢʦʩʪʴ ʠ ʚʳʨʘʟʠʪʝʣʴʥʦʩʪʴ. ɼʘʞʝ ʥʦʚʠʯʦʢ ʤʦʞʝʪ ʩʦʟʜʘʪʴ ʢʨʘʩʠʚʦ 

ʦʬʦʨʤʣʝʥʥʳʡ ʜʦʢʫʤʝʥʪ, ʠʩʧʦʣʴʟʫʷ ʚʦʟʤʦʞʥʦʩʪʠ ʘʚʪʦʤʘʪʠʯʝʩʢʦʛʦ 

ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ Excel. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʜʠʘʧʘʟʦʥ, ʩʦʜʝʨʞʘʱʠʡ ʪʘʙʣʠʮʫ; 

Å ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɸʚʪʦʬʦʨʤʘʪ; 

Å ʠʟ ʩʧʠʩʢʘ ʬʦʨʤʘʪʦʚ ʚʳʙʨʘʪʴ ʥʝʦʙʭʦʜʠʤʳʡ; 

Å ʜʣʷ ʫʢʘʟʘʥʠʷ ʜʦʧʦʣʥʠʪʝʣʴʥʳʭ ʧʘʨʘʤʝʪʨʦʚ ʘʚʪʦʬʦʨʤʘʪʠʨʦʚʘʥʠʷ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʇʘʨʘʤʝʪʨʳ. 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʫʜʘʣʠʪʴ ʘʚʪʦʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʘʙʣʠ-

ʮʳ, ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʝʝ, ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɸʚʪʦʬʦʨʤʘʪ ʠ ʠʟ ʩʧʠʩʢʘ 

ʬʦʨʤʘʪʦʚ ï ʬʦʨʤʘʪ ʅʝʪ. 

ɼʣʷ ʨʫʯʥʦʛʦ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʠʥʬʦʨʤʘʮʠʠ ʚ ʪʘʙʣʠʮʝ ʠʩʧʦʣʴʟʫ-

ʶʪʩʷ ʥʝʦʙʭʦʜʠʤʳʝ ʢʦʤʘʥʜʳ ʤʝʥʶ ʌʦʨʤʘʪ ʠʣʠ ʢʥʦʧʢʠ ʥʘ ʧʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ʇʨʠ ʚʚʦʜʝ ʠʥʬʦʨʤʘʮʠʠ Excel ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʚʳʨʘʚʥʠʚʘʝʪ ʪʝʢʩʪ 

ʧʦ ʣʝʚʦʡ ʛʨʘʥʠʮʝ, ʘ ʮʠʬʨʳ ï ʧʦ ʧʨʘʚʦʡ. ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʨʘʩʧʦʣʦʞʝ-

ʥʠʷ ʠʥʬʦʨʤʘʮʠʠ ʚ ʷʯʝʡʢʝ ʩʣʫʞʘʪ ʢʥʦʧʢʠ ʚʳʨʘʚʥʠʚʘʥʠʷ, ʩ ʧʦʤʦʱʴʶ 

ʢʦʪʦʨʳʭ ʤʦʞʥʦ ʚʳʨʦʚʥʷʪʴ ʠʥʬʦʨʤʘʮʠʶ ʧʦ ʣʝʚʦʡ, ʧʦ ʧʨʘʚʦʡ ʛʨʘʥʠ-

ʮʝ, ʧʦ ʮʝʥʪʨʫ ʠʣʠ ʰʠʨʠʥʝ ʷʯʝʡʢʠ. 

ʂʨʦʤʝ ʵʪʦʛʦ, Excel ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʥʦʚʫʶ ʚʦʟʤʦʞʥʦʩʪʴ ʦʨʛʘʥʠʟʘ-

ʮʠʠ ʪʝʢʩʪʘ ʚ ʷʯʝʡʢʘʭ. ʄʦʞʥʦ ʚʳʨʦʚʥʷʪʴ ʪʝʢʩʪ ʧʦ ʮʝʥʪʨʫ ʥʝ ʪʦʣʴʢʦ 
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ʧʦ ʛʦʨʠʟʦʥʪʘʣʠ, ʥʦ ʠ ʧʦ ʚʝʨʪʠʢʘʣʠ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝ-

ʣʠʪʴ ʙʣʦʢ ʷʯʝʝʢ ʠ ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ, ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʗʯʝʡʢʠ, ʟʘʪʝʤ 

ʥʘ ʚʢʣʘʜʢʝ ɺʳʨʘʚʥʠʚʘʥʠʝ ʫʩʪʘʥʦʚʠʪʴ ʪʠʧ ʚʳʨʘʚʥʠʚʘʥʠʷ ʪʝʢʩʪʘ ʠ 

ʝʛʦ ʦʨʠʝʥʪʘʮʠʶ (ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʌʦʨʤʘʪ 

ʷʯʝʝʢ). ʅʘ ʚʢʣʘʜʢʝ ɻʨʘʥʠʮʘ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʨʘʟʣʠʯʥʳʡ ʪʠʧ ʣʠʥʠʡ 

ʜʣʷ ʦʙʨʘʤʣʝʥʠʷ ʷʯʝʝʢ, ʘ ʥʘ ʚʢʣʘʜʢʝ ɺʠʜ ï ʠʭ ʮʚʝʪ ʟʘʣʠʚʢʠ. ʆʧʨʝʜʝ-

ʣʠʪʴ ʬʦʨʤʘʪ ʜʘʥʥʳʭ ʤʦʞʥʦ ʥʘ ʚʢʣʘʜʢʝ ʏʠʩʣʦ, ʚʳʙʨʘʚ ʥʝʦʙʭʦʜʠʤʳʡ 

ʬʦʨʤʘʪ ʠʟ ʧʨʝʜʣʦʞʝʥʥʦʛʦ ʩʧʠʩʢʘ. 

ɸʥʘʣʦʛʠʯʥʦʛʦ ʨʝʟʫʣʴʪʘʪʘ ʤʦʞʥʦ ʜʦʙʠʪʴʩʷ ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʦʢ ʥʘ 

ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ʇʦ ʫʤʦʣʯʘʥʠʶ ʚʩʝ ʷʯʝʡʢʠ ʠʤʝʶʪ ʦʜʠʥ ʠ ʪʦʪ ʞʝ ʨʘʟʤʝʨ, ʢʦʪʦʨʳʡ ʚ 

ʩʣʫʯʘʝ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʤʦʞʥʦ ʠʟʤʝʥʷʪʴ. ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʰʠʨʠʥʳ ʢʦ-

ʣʦʥʢʠ ʥʘʜʦ ʩʪʘʪʴ ʥʘ ʛʨʘʥʠʮʫ ʟʘʛʦʣʦʚʢʘ ʢʦʣʦʥʢʠ, ʢʦʪʦʨʫʶ ʥʘʜʦ ʠʟʤʝ-

ʥʠʪʴ, ʠ, ʥʘʞʘʚ ʣʝʚʫʶ ʢʣʘʚʠʰʫ ʤʳʰʠ, ʫʩʪʘʥʦʚʠʪʴ ʪʨʝʙʫʝʤʳʡ ʨʘʟʤʝʨ. 

ɸʥʘʣʦʛʠʯʥʦ ʤʦʞʥʦ ʠʟʤʝʥʠʪʴ ʠ ʚʳʩʦʪʫ ʩʪʨʦʢʠ. 

ʋʩʪʘʥʦʚʠʪʴ ʨʘʟʤʝʨ ʢʦʣʦʥʢʠ ʠʣʠ ʩʪʨʦʢʠ ʤʦʞʥʦ ʠ ʘʚʪʦʤʘʪʠʯʝʩʢʠ, 

ʜʚʘʞʜʳ ʱʝʣʢʥʫʚ ʧʦ ʧʨʘʚʦʡ ʛʨʘʥʠʮʝ ʢʦʣʦʥʢʠ ʠʣʠ ʥʠʞʥʝʡ ʛʨʘʥʠʮʝ 

ʩʪʨʦʢʠ. ɺ ʵʪʦʤ ʩʣʫʯʘʝ ʙʫʜʝʪ ʫʩʪʘʥʦʚʣʝʥ ʨʘʟʤʝʨ ʷʯʝʝʢ, ʠʩʭʦʜʷ ʠʟ ʤʘʢ-

ʩʠʤʘʣʴʥʦʛʦ ʨʘʟʤʝʨʘ ʟʘʧʠʩʘʥʥʦʡ ʠʥʬʦʨʤʘʮʠʠ. 

ʆʙʲʝʜʠʥʝʥʠʝ ʷʯʝʝʢ. Excel ʜʘʝʪ ʚʦʟʤʦʞʥʦʩʪʴ ʚʳʜʝʣʷʪʴ 

ʜʠʘʧʘʟʦʥ ʷʯʝʝʢ ʠ ʦʙʲʝʜʠʥʷʪʴ ʠʭ ʚ ʦʜʥʫ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʦʙʲʝʜʠʥʠʪʴ 

ʷʯʝʡʢʠ, ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʥʫʞʥʳʝ ʷʯʝʡʢʠ ʠ ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ 

ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʗʯʝʡʢʠ ʠ ʥʘ ʚʢʣʘʜʢʝ ɺʳʨʘʚʥʠʚʘʥʠʝ ʫʩʪʘʥʦʚʠʪʴ 

ʬʣʘʞʦʢ ʆʙʲʝʜʠʥʝʥʠʝ ʷʯʝʝʢ ʠʣʠ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʢʥʦʧʢʦʡ ʆʙʲʝʜʠ-

ʥʠʪʴ ʠ ʧʦʤʝʩʪʠʪʴ ʚ ʮʝʥʪʨʝ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ʇʝʨʝʥʦʩ ʧʦ ʩʣʦʚʘʤ. ɽʩʣʠ ɺ ̫ʯʝʡʢʫ ʚʚʝʜʝʥ ʩʣʠʰʢʦʤ ʜʣʠʥ-

ʥʳʡ ʪʝʢʩʪ, ʪʦ Excel ʤʦʞʝʪ ʧʝʨʝʥʝʩʪʠ ʪʝʢʩʪ ʪʘʢ, ʯʪʦʙʳ ʦʥ ʩʦʦʪʚʝʪ-

ʩʪʚʦʚʘʣ ʝʝ ʰʠʨʠʥʝ. ʇʨʠ ʵʪʦʤ ʚʳʩʦʪʘ ʷʯʝʡʢʠ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʫʚʝʣʠʯʠ-

ʚʘʝʪʩʷ ʜʦ ʥʝʦʙʭʦʜʠʤʦʛʦ ʨʘʟʤʝʨʘ. ɼʣʷ ʵʪʦʛʦ ʥʫʞʥʦ ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʫ, 

ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʗʯʝʡʢʠ ʠ ʥʘ ʚʢʣʘʜʢʝ ɺʳʨʘʚʥʠ-

ʚʘʥʠʝ ʫʩʪʘʥʦʚʠʪʴ ʬʣʘʞʦʢ ʇʝʨʝʥʦʩʠʪʴ ʧʦ ʩʣʦʚʘʤ. 

ʇʦʠʩʢ ʠ ʟʘʤʝʥʘ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʙʳʩʪʨʝʝ ʥʘʭʦʜʠʪʴ ʥʝʦʙʭʦ-

ʜʠʤʳʝ ʤʝʩʪʘ ʚ ʨʘʙʦʯʝʤ ʣʠʩʪʝ, ʚ ɺʘʰʝʤ ʨʘʩʧʦʨʷʞʝʥʠʠ ʝʩʪʴ ʬʫʥʢʮʠʷ 

ʧʦʠʩʢʘ. ɼʘʥʥʳʡ ʜʠʘʣʦʛ ʤʦʞʥʦ ʚʳʟʚʘʪʴ ʠʟ ʤʝʥʶ ʇʨʘʚʢʘ ʢʦʤʘʥʜʦʡ 

ʅʘʡʪʠ ʠʣʠ ʥʘʞʘʪʴ ʢʦʤʙʠʥʘʮʠʶ ʢʣʘʚʠʰ <Ctrl > + <F>. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʥʝ ʪʦʣʴʢʦ ʥʘʡʪʠ ʩʣʦʚʦ ʠʣʠ ʥʘʙʦʨ ʩʠʤʚʦʣʦʚ, ʥʦ ʠ 

ʟʘʤʝʥʠʪʴ ʠʭ ʥʘ ʜʨʫʛʠʝ, ʤʦʞʥʦ ʜʘʪʴ ʢʦʤʘʥʜʫ ɿʘʤʝʥʠʪʴ ʠʟ ʤʝʥʶ 
ʇʨʘʚʢʘ ʠʣʠ ʥʘʞʘʪʴ ʢʦʤʙʠʥʘʮʠʶ ʢʣʘʚʠʰ <Ctrl> + <ʅ>. 

ɺʩʷ ʥʝʦʙʭʦʜʠʤʘʷ ʠʥʬʦʨʤʘʮʠʷ ʜʣʷ ʧʦʠʩʢʘ ʠ ʟʘʤʝʥʳ ʚʚʦʜʠʪʩʷ ʚ 

ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʧʦʣʷ ʜʠʘʣʦʛʦʚʳʭ ʦʢʦʥ. 
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ʅʘʩʪʨʦʡʢʘ ʰʠʨʠʥʳ ʩʪʦʣʙʮʦʚ ʠ ʚʳʩʦʪʳ ʩʪʨʦʢ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʠʟʤʝʥʠʪʴ ʰʠʨʠʥʫ ʦʜʥʦʛʦ ʠʣʠ ʥʝʩʢʦʣʴʢʠʭ ʩʪʦʣʙʮʦʚ 

(ʚʳʩʦʪʫ ʩʪʨʦʢ), ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʥʫʞʥʦʝ ʢʦʣʠʯʝʩʪʚʦ ʩʪʦʣʙʮʦʚ (ʩʪʨʦʢ); 

Å ʫʩʪʘʥʦʚʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʧʨʘʚʫʶ ʛʨʘʥʠʮʫ ʟʘʛʦʣʦʚʢʘ 

ʩʪʦʣʙʮʘ (ʥʠʞʥʶʶ ʛʨʘʥʠʮʫ ʟʘʛʦʣʦʚʢʘ ʩʪʨʦʢʠ). ʋʢʘʟʘʪʝʣʴ ʤʳʰʠ ʜʦʣ-

ʞʝʥ ʧʨʠʥʷʪʴ ʚʠʜ ʜʚʫʩʪʦʨʦʥʥʝʡ ʩʪʨʝʣʢʠ; 

Å ʧʝʨʝʪʘʱʠʪʴ ʫʢʘʟʘʪʝʣʴ ʜʦ ʪʨʝʙʫʝʤʦʛʦ ʨʘʟʤʝʨʘ. 
ɿʘʤʝʯʘʥʠʝ. ɽʩʣʠ ʚʳʧʦʣʥʠʪʴ ʥʘ ʧʨʘʚʦʡ ʛʨʘʥʠʮʝ ʟʘʛʦʣʦʚʢʘ ʩʪʦʣʙʮʘ 

ʜʚʦʡʥʦʡ ʱʝʣʯʦʢ, ʪʦ ʜʣʷ ʢʘʞʜʦʛʦ ʠʟ ʚʳʜʝʣʝʥʥʳʭ ʩʪʦʣʙʮʦʚ ʘʚʪʦʤʘʪʠʯʝ-

ʩʢʠ ʫʩʪʘʥʦʚʠʪʩʷ ʰʠʨʠʥʘ ʧʦ ʩʘʤʦʤʫ ʰʠʨʦʢʦʤʫ ʩʦʜʝʨʞʠʤʦʤʫ ʷʯʝʡʢʠ 

ʜʘʥʥʦʛʦ ʩʪʦʣʙʮʘ. 

ʀʟʤʝʥʠʪʴ ʰʠʨʠʥʫ ʩʪʦʣʙʮʘ (ʚʳʩʦʪʫ ʩʪʨʦʢʠ) ʤʦʞʥʦ ʩ ʧʦʤʦʱʴʶ ʩʦ-

ʦʪʚʝʪʩʪʚʫʶʱʠʭ ʢʦʤʘʥʜ ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ. 

ʉʢʨʳʪʠʝ ʠ ʦʪʦʙʨʘʞʝʥʠʝ ʩʪʦʣʙʮʦʚ (ʩʪʨʦʢ). ɺ ʜʦ-

ʢʫʤʝʥʪʘʭ ʠʥʦʛʜʘ ʥʝʦʙʭʦʜʠʤʦ ʚʨʝʤʝʥʥʦ ʩʢʨʳʪʴ ʠʥʬʦʨʤʘʮʠʶ, ʯʪʦʙʳ 

ʦʥʘ ʥʝ ʦʪʨʘʞʘʣʘʩʴ ʥʘ ʵʢʨʘʥʝ ʠ ʧʨʠ ʧʝʯʘʪʠ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʢʨʳʪʴ 

ʩʪʦʣʙʝʮ (ʩʪʨʦʢʫ), ʥʝʦʙʭʦʜʠʤʦ ʧʝʨʝʤʝʩʪʠʪʴ ʫʢʘʟʘʪʝʣʴ ʩʪʦʣʙʮʘ (ʩʪʨʦ-

ʢʠ) ʚʣʝʚʦ ʜʦ ʪʝʭ ʧʦʨ, ʧʦʢʘ ʦʥ ʥʝ ʦʢʘʞʝʪʩʷ ʩʢʨʪrʳʤ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ 

ʦʪʦʙʨʘʟʠʪʴ ʩʢʨʳʪʳʡ ʩʪʦʣʙʝʮ (ʩʪʨʦʢʫ), ʥʝʦʙʭʦʜʠʤʦ ʧʝʨʝʤʝʩʪʠʪʴ ʫʢʘ-

ʟʘʪʝʣʴ ʩʪʦʣʙʮʘ (ʩʪʨʦʢʠ) ʚʧʨʘʚʦ ʜʦ ʧʦʷʚʣʝʥʠʷ ʩʢʨʪrʦʛʦ ʩʪʦʣʙʮʘ 

(ʩʪʨʦʢʠ). 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʢʨʳʪʴ ʥʝʩʢʦʣʴʢʦ ʩʪʦʣʙʮʦʚ (ʩʪʨʦʢ), ʥʝʦʙʭʦʜʠʤʦ 

ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʠ ʚ ʢʘʞʜʦʤ ʩʪʦʣʙʮʝ, ʢʦʪʦʨʳʝ ʥʫʞʥʦ ʩʢʨʳʪʴ, ʠ ʠʟ ʤʝ-

ʥʶ ʌʦʨʤʘʪ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʪʦʣʙʝʮ (ʉʪʨʦʢʘ), ʟʘʪʝʤ ï ʉʢʨʳʪʴ. 

ɼʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʩʢʨʳʪʳʭ ʩʪʦʣʙʮʦʚ (ʩʪʨʦʢ) ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ 

ʜʠʘʧʘʟʦʥ, ʚʢʣʶʯʘʶʱʠʡ ʩʢʨʳʪʳʝ ʷʯʝʡʢʠ ʧʦ ʦʙʝ ʩʪʦʨʦʥ,r ʠ ʠʟ ʤʝʥʶ 

ʌʦʨʤʘʪ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʪʦʣʙʝʮ (ʉʪʨʦʢʘ), ʟʘʪʝʤ ï ʆʪʦʙʨʘʟʠʪʴ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 

1. ʂʘʢ ʚʳʛʣʷʜʠʪ ʦʢʥʦ Excel? 

2. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʜʦʙʘʚʠʪʴ ʠʣʠ  
ʫʜʘʣʠʪʴ ʣʠʩʪ, ʧʝʨʝʠʤʝʥʦʚʘʪʴ ʣʠʩʪ? 

3. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʢʦʧʠʨʦʚʘʪʴ 

ʠʣʠ ʧʝʨʝʤʝʩʪʠʪʴ ʣʠʩʪ? 

4. ʂʘʢ ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʫ? 

5. ʂʘʢ ʚʚʦʜʠʪʩʷ ʠ ʨʝʜʘʢʪʠʨʫʝʪʩʷ ʠʥʬʦʨʤʘʮʠʷ ʚ ʷʯʝʡʢʝ? 

6. ʂʘʢ ʩʦʟʜʘʪʴ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʠ ʜʘʪ, ʯʠʩʝʣ ʠʣʠ ʪʝʢʩʪʦʚ? 

7. ʏʪʦ ʥʫʞʥʦ ʩʜʝʣʘʪʴ, ʯʪʦʙʳ ʚʩʪʘʚʠʪʴ ʠʣʠ ʫʜʘʣʠʪʴ ʷʯʝʡʢʫ? 

8. ʇʝʨʝʯʠʩʣʠʪʝ ʩʧʦʩʦʙʳ ʢʦʧʠʨʦʚʘʥʠʷ ʠ ʧʝʨʝʤʝʱʝʥʠʷ ʷʯʝʝʢ. 
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9. ʉ ʧʦʤʦʱʴʶ ʢʘʢʠʭ ʜʝʡʩʪʚʠʡ ʚʳʧʦʣʥʷʝʪʩʷ ʘʚʪʦʬʦʨʤʘʪʠʨʦ-

ʚʘʥʠʝ ʜʦʢʫʤʝʥʪʘ? 

10. ɺ ʯʝʤ ʦʩʦʙʝʥʥʦʩʪʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʷʯʝʝʢ? 

11. ʂʘʢ ʥʘʩʪʨʦʠʪʴ ʰʠʨʠʥʫ ʩʪʦʣʙʮʦʚ ʠ ʚʳʩʦʪʫ ʩʪʨʦʢ? 

12. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʚʨʝʤʝʥʥʦ 
ʩʢʨʳʪʴ ʠʥʬʦʨʤʘʮʠʶ, ʯʪʦʙʳ ʦʥʘ ʥʝ ʦʪʦʙʨʘʞʘʣʘʩʴ ʥʘ ʵʢʨʘʥʝ 

ʠʣʠ ʧʨʠ ʧʝʯʘʪʠ? 

 

4. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ 

1. ʉʦʟʜʘʡʪʝ ʙʘʟʫ ʜʘʥʥʳʭ, ʩʦʜʝʨʞʘʱʫʶ ʩʚʝʜʝʥʠʷ ʦʙ ʦʙʲʝʤʘʭ ʧʨʦ-

ʜʘʞ ʪʨʝʭ ʢʦʤʤʝʨʯʝʩʢʠʭ ʬʠʨʤ ʟʘ ʛʦʜ ʧʦ ʤʝʩʷʮʘʤ (ʟʘʧʦʣʥʠʪʴ ʪʘʙʣʠʮʫ) 

ʠ ʦʪʬʦʨʤʘʪʠʨʫʡʪʝ ʝʝ. 

 
ʊʘʙʣʠʮʘ 1. ʉʚʝʜʝʥʠʷ ʦʙ ʦʙʲʝʤʘʭ ʧʨʦʜʘʞ ʪʨʝʭ ʢʦʤʤʝʨʯʝʩʢʠʭ ʬʠʨʤ 

 ʌʠʨʤʘ 1 ʌʠʨʤʘ 2 ʌʠʨʤʘ 3 

ʗʥʚʘʨʴ ʆʙʲʝʤʳ ʧʨʦʜʘʞ ʆʙʲʝʤʳ ʧʨʦʜʘʞ ʆʙʲʝʤʳ ʧʨʦʜʘʞ 

ʌʝʚʨʘʣʴ    

é    

ɼʝʢʘʙʨʴ     

 

ʉʦʭʨʘʥʠʪʝ ʜʦʢʫʤʝʥʪ ʧʦʜ ʠʤʝʥʝʤ ʇʨʦʜʘʞʘ. 

 

2. ʉʦʟʜʘʡʪʝ ʙʘʟʫ ʜʘʥʥʳʭ, ʩʦʜʝʨʞʘʱʫʶ ʌʀʆ, ʤʝʩʪʦ ʠ ʜʘʪʳ ʨʦʞ-

ʜʝʥʠʷ ʜʝʩʷʪʠ ʘʙʠʪʫʨʠʝʥʪʦʚ ʠ ʦʪʬʦʨʤʘʪʠʨʫʡʪʝ ʝʝ. ʉʦʭʨʘʥʠʪʝ ʜʦʢʫ-

ʤʝʥʪ ʧʦʜ ʠʤʝʥʝʤ ɺʦʟʨʘʩʪ. 
ʊʘʙʣʠʮʘ 2. ʉʚʝʜʝʥʠʷ ʦʙ ʘʙʠʪʫʨʠʝʥʪʘʭ 

 ʉʧʠʩʦʢ ʘʙʠʪʫʨʠʝʥʪʦʚ 

 ʌʀʆ ʄʝʩʪʦ ʨʦʞʜʝʥʠʷ ɼʘʪʘ ʨʦʞʜʝʥʠʷ 

1. ʇʝʪʨʦʚ ʆʣʝʛ 

ʄʠʭʘʡʣʦʚʠʯ 

ɻʦʤʝʣʴ 23.09.1988 

é é  é 

ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ 9 

ʈɸɹʆʊɸ ʉ ʌʆʈʄʋʃɸʄʀ ʀ ʌʋʅʂʎʀʗʄʀ ɺ EXCEL  

1. ʈʘʙʦʪʘ ʩ ʬʦʨʤʫʣʘʤʠ.  

2. ʌʫʥʢʮʠʠ Excel. 

3. ʇʦʩʪʨʦʝʥʠʝ ʜʠʘʛʨʘʤʤ ʠ ʩʦʨʪʠʨʦʚʢʘ ʜʘʥʥʳʭ. 

4. ʇʝʯʘʪʴ ʜʦʢʫʤʝʥʪʘ. 

5. ʇʦʠʩʢ ʠ ʘʥʘʣʠʟ ʜʘʥʥʳʭ. 

6. ʇʨʘʢʪʠʯʝʩʢʘʷ ʨʘʙʦʪʘ. 
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ʎʝʣʴ: ʧʨʠʦʙʨʝʪʝʥʠʝ ʥʘʚʳʢʦʚ ʧʦ ʨʘʙʦʪʝ ʩ ʬʦʨʤʫʣʘʤʠ ʠ ʬʫʥʢʮʠ-

ʷʤʠ Excel. 

ɿʘʜʘʯʠ:  

ï ʫʤʝʪʴ ʨʘʙʦʪʘʪʴ ʩ ʬʦʨʤʫʣʘʤʠ Excel; 

ï ʫʤʝʪʴ ʨʘʙʦʪʘʪʴ ʩ ʬʫʥʢʮʠʷʤʠ Excel; 

ï ʫʤʝʪʴ ʩʪʨʦʠʪʴ ʜʠʘʛʨʘʤʤʳ; 

ï ʫʤʝʪʴ ʩʦʨʪʠʨʦʚʘʪʴ ʜʘʥʥʳʝ; 

ï ʫʤʝʪʴ ʦʩʫʱʝʩʪʚʣʷʪʴ ʧʦʠʩʢ ʠ ʘʥʘʣʠʟ ʜʘʥʥʳʭ. 

 

1. ʈʘʙʦʪʘ ʩ ʬʦʨʤʫʣʘʤʠ. ʌʦʨʤʫʣʳ ʩʦʩʪʘʚʣʷʶʪ ʦʩʥʦʚʫ ʚʳʯʠʩʣʝʥʠʡ ʚ 

Excel. ʆʥʠ ʤʦʛʫʪ ʚʳʧʦʣʥʷʪʴ ʢʘʢ ʧʨʦʩʪʳʝ ʜʝʡʩʪʚʠʷ (ʩʣʦʞʝʥʠʝ, ʚʳʯʠ-

ʪʘʥʠʝ, ʫʤʥʦʞʝʥʠʝ ʠ ʜʝʣʝʥʠʝ), ʪʘʢ ʠ ʩʣʦʞʥʳʝ ʚʳʯʠʩʣʝʥʠʷ. ʉ ʧʦʤʦ-

ʱʴʶ ʬʦʨʤʫʣ ʤʦʞʥʦ ʪʘʢʞʝ ʨʘʙʦʪʘʪʴ ʩ ʪʝʢʩʪʦʤ. ʇʦʩʣʝ ʚʚʦʜʘ ʬʦʨʤʫʣʳ 

ʚ ʷʯʝʡʢʫ ʥʘ ʨʘʙʦʯʝʤ ʣʠʩʪʝ ʩʨʘʟʫ ʧʦʷʚʣʷʝʪʩʷ ʨʝʟʫʣʴʪʘʪ ʚʯrʠʩʣʝʥʠʷ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʫʚʠʜʝʪʴ ʩʘʤʫ ʬʦʨʤʫʣʫ, ʥʝʦʙʭʦʜʠʤʦ ʚʜrʝʣʠʪʴ ʷʯʝʡʢʫ 

ʠ ʧʨʦʩʤʦʪʨʝʪʴ ʬʦʨʤʫʣʫ ʚ ʩʪʨʦʢʝ ʬʦʨʤʫʣ. 

ʌʦʨʤʫʣʳ ʚ Excel ʤʦʞʥʦ ʚʚʝʩʪʠ ʢʘʢ ʚ ʩʪʨʦʢʝ ʬʦʨʤʫʣ, ʪʘʢ ʠ ʥʝʧʦ-

ʩʨʝʜʩʪʚʝʥʥʦ ʚ ʷʯʝʡʢʝ. ʌʦʨʤʫʣʘ ʜʦʣʞʥʘ ʥʘʯʠʥʘʪʴʩʷ ʩʦ ʟʥʘʢʘ ʨʘʚʝʥ-

ʩʪʚʘ (=), ʟʘ ʢʦʪʦʨʳʤ ʩʣʝʜʫʝʪ ʥʘʙʦʨ ʚʳʯʠʩʣʷʝʤʳʭ ʚʝʣʠʯʠʥ. ʌʦʨʤʫʣʳ 

ʤʦʛʫʪ ʩʩʳʣʘʪʴʩʷ ʥʘ ʷʯʝʡʢʠ ʠʣʠ ʥʘ ʜʠʘʧʘʟʦʥʳ ʷʯʝʝʢ ʥʝ ʪʦʣʴʢʦ ʜʘʥʥʦ-

ʛʦ ʣʠʩʪʘ, ʥʦ ʠ ʜʨʫʛʦʡ ʢʥʠʛʠ. 

ɼʣʷ ʟʘʜʘʥʠʷ ʜʠʘʧʘʟʦʥʘ ʷʯʝʝʢ ʩʣʫʞʠʪ ʩʠʤʚʦʣ ç:è (ʜʚʦʝʪʦʯʠʝ). 

ʅʘʧʨʠʤʝʨ, ʜʣʷ ʪʦʛʦ ʯʪʦʙʳ ʫʢʘʟʘʪʴ ʜʠʘʧʘʟʦʥ ʷʯʝʝʢ ʦʪ A3 ʜʦ ɺ5, ʜʦ-

ʩʪʘʪʦʯʥʦ ʥʘʧʠʩʘʪʴ ɸɿ:ɺ5. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʫʢʘʟʘʪʴ ʚʩʝ ʩʪʨʦʢʠ ʜʘʥʥʦʡ 

ʢʦʣʦʥʢʠ, ʜʦʩʪʘʪʦʯʥʦ ʟʘʜʘʪʴ ʜʠʘʧʘʟʦʥ ʙʝʟ ʫʢʘʟʘʥʠʷ ʥʦʤʝʨʦʚ ʩʪʨʦʢ. 

ʅʘʧʨʠʤʝʨ, ʚʩʝ ʩʪʨʦʢʠ ʢʦʣʦʥʢʠ Fï(F:F). ɸʥʘʣʦʛʠʯʥʦ, ʝʩʣʠ ʥʘʜʦ ʫʢʘ-

ʟʘʪʴ ʚʩʝ ʢʦʣʦʥʢʠ ʜʘʥʥʦʡ ʩʪʨʦʢʠ; ʜʦʩʪʘʪʦʯʥʦ ʟʘʜʘʪʴ ʜʠʘʧʘʟʦʥ ʙʝʟ ʫʢʘ-

ʟʘʥʠʷ ʥʦʤʝʨʦʚ ʢʦʣʦʥʦʢ. ʅʘʧʨʠʤʝʨ, ʚʩʝ ʢʦʣʦʥʢʠ ʩʪʨʦʢʠ 5ï(5:5). ɼʣʷ 

ʦʙʨʘʱʝʥʠʷ ʢ ʷʯʝʡʢʘʤ ʜʨʫʛʦʛʦ ʣʠʩʪʘ ʥʝʦʙʭʦʜʠʤʦ ʫʢʘʟʘʪʴ ʠʤʷ ʣʠʩʪʘ ʠ 

ʚʦʩʢʣʠʮʘʪʝʣʴʥʳʡ ʟʥʘʢ (!), ʘ ʟʘʪʝʤ ï ʜʠʘʧʘʟʦʥ ʷʯʝʝʢ. ɼʣʷ ʦʙʨʘʱʝʥʠʷ ʢ 

ʷʯʝʡʢʘʤ ʜʨʫʛʦʡ ʢʥʠʛʠ ʥʝʦʙʭʦʜʠʤʦ ʩʥʘʯʘʣʘ ʫʢʘʟʘʪʴ ʠʤʷ ʢʥʠʛʠ ʚ 

ʢʚʘʜʨʘʪʥʳʭ ʩʢʦʙʢʘʭ, ʥʘʧʨʠʤʝʨ,  

=ʉʋʄʄ([ʂʥʠʛʘ2]ʃʠʩʪ2!ʌ1:ʠ5). 

ɸʜʨʝʩʘ ʷʯʝʝʢ. ɺ Excel ʫʢʘʟʘʪʴ ʧʦʣʦʞʝʥʠʝ ʷʯʝʡʢʠ ʤʦʞʥʦ ʩ 

ʧʦʤʦʱʴʶ ʦʪʥʦʩʠʪʝʣʴʥʦʡ ʠʣʠ ʘʙʩʦʣʶʪʥʦʡ ʩʩʳʣʢʠ. ʇʦ ʫʤʦʣʯʘʥʠʶ 

ʜʣʷ ʫʢʘʟʘʥʠʷ ʘʜʨʝʩʦʚ ʷʯʝʝʢ ʠʩʧʦʣʴʟʫʶʪʩʷ ʦʪʥʦʩʠʪʝʣʴʥʳʝ ʩʩʳʣʢʠ. 

ʕʪʦ ʦʟʥʘʯʘʝʪ, ʯʪʦ ʧʨʠ ʢʦʧʠʨʦʚʘʥʠʠ ʬʦʨʤʫʣʳ ʥʘ ʥʦʚʦʝ ʤʝʩʪʦ ʩʩʳʣʢʠ 
ʥʘ ʷʯʝʡʢʠ ʠʟʤʝʥʷʶʪʩʷ ʦʪʥʦʩʠʪʝʣʴʥʦ ʧʝʨʝʤʝʱʝʥʠʷ. 

ʇʨʠʤʝʨ. ʗʯʝʡʢʘ ɺ6 ʩʦʜʝʨʞʠʪ ʬʦʨʤʫʣʫ =ɸ5+ɸ6. 

 A B 

5 100  



 

 

99  

 

6 200 =A5+A6 

7 150  

ʇʨʠ ʢʦʧʠʨʦʚʘʥʠʠ ʬʦʨʤʫʣʳ ʠʟ ʷʯʝʡʢʠ ɺ6 ʚ ʷʯʝʡʢʫ ɺ7 ʧʦʩʣʝʜʥʝʡ 

ʙʫʜʝʪ ʩʦʜʝʨʞʘʪʴʩʷ ʬʦʨʤʫʣʘ =ɸ6+ɸ7. 

 

 A B 

5 100  

6 200 =A5+A6 

7 150 =A6+A7 

 

ɽʩʣʠ ʥʝʦʙʭʦʜʠʤʦ, ʯʪʦʙʳ ʩʩʳʣʢʠ ʥʝ ʠʟʤʝʥʷʣʠʩʴ ʧʨʠ ʢʦʧʠʨʦʚʘʥʠʠ 

ʬʦʨʤʫʣʳ ʚ ʜʨʫʛʫʶ ʷʯʝʡʢʫ, ʪʦ ʥʫʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʘʙʩʦʣʶʪʥʳʝ 

ʩʩʳʣʢʠ. ʕʪʦ ʦʟʥʘʯʘʝʪ, ʯʪʦ ʧʨʠ ʢʦʧʠʨʦʚʘʥʠʠ ʬʦʨʤʫʣʳ ʥʘ ʥʦʚʦʝ ʤʝʩʪʦ 

ʩʩʳʣʢʠ ʥʘ ʷʯʝʡʢʠ ʥʝ ʠʟʤʝʥʷʶʪʩʷ ʦʪʥʦʩʠʪʝʣʴʥʦ ʧʝʨʝʤʝʱʝʥʠʷ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʘʙʩʦʣʶʪʥʦʡ ʩʩʳʣʢʠ ʥʘ ʷʯʝʡʢʫ ʠʩʧʦʣʴʟʫʝʪʩʷ ʟʥʘʢ 

ʜʦʣʣʘʨʘ ($) ʧʝʨʝʜ ʪʦʡ ʯʘʩʪʴʶ, ʢʦʪʦʨʘʷ ʥʝ ʜʦʣʞʥʘ ʠʟʤʝʥʷʪʴʩʷ. 

ʅʘʧʨʠʤʝʨ, ʧʨʠ ʢʦʧʠʨʦʚʘʥʠʠ ʷʯʝʡʢʠ ɸ5 ʚʦʟʤʦʞʥʳ ʚʘʨʠʘʥʪʳ, ʧʨʠʚʝ-

ʜʝʥʥʳʝ ʚ ʪʘʙʣʠʮʝ 1.  
ʊʘʙʣʠʮʘ 1 .ʂʦʧʠʨʦʚʘʥʠʝ ʷʯʝʡʢʠ ɸ5 

$ɸ5 ʅʝ ʠʟʤʝʥʷʝʪʩʷ ʩʩʳʣʢʘ ʥʘ ʩʪʦʣʙʝʮ 

$ɸ$5 ʅʝ ʠʟʤʝʥʷʝʪʩʷ ʩʩʳʣʢʘ ʥʘ ʩʪʦʣʙʝʮ ʠ ʩʪʨʦʢʫ 

ɸ$5 ʅʝ ʠʟʤʝʥʷʝʪʩʷ ʩʩʳʣʢʘ ʥʘ ʩʪʨʦʢʫ 

 

ʅʘʧʨʠʤʝʨ, ʝʩʣʠ ʠʤʝʝʪʩʷ ʬʦʨʤʫʣʘ =ɸ5*ʉ1, ʛʜʝ ʩʦʜʝʨʞʠʤʦʝ ʷʯʝʡ-

ʢʠ ɸ5 ʫʤʥʦʞʘʝʪʩʷ ʥʘ ʩʦʜʝʨʞʠʤʦʝ ʷʯʝʡʢʠ ʉ1, ʪʦ ʧʨʠ ʢʦʧʠʨʦʚʘʥʠʠ 

ʬʦʨʤʫʣʳ ʚ ʜʨʫʛʫʶ ʷʯʝʡʢʫ ʠʟʤʝʥʷʪʩʷ ʦʙʝ ʩʩʳʣʢʠ. ɽʩʣʠ ʪʨʝʙʫʝʪʩʷ, 

ʯʪʦʙʳ ʧʨʠ ʢʦʧʠʨʦʚʘʥʠʠ ʬʦʨʤʫʣʳ ʩʩʳʣʢʘ ʥʘ ʷʯʝʡʢʫ ʉ1 ʥʝ ʠʟʤʝʥʷ-

ʣʘʩʴ, ʪʦ ʚ ʬʦʨʤʫʣʝ ʥʝʦʙʭʦʜʠʤʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʘʙʩʦʣʶʪʥʫʶ ʩʩʳʣʢʫ ʥʘ 

ʵʪʫ ʷʯʝʡʢʫ. ʏʪʦʙʳ ʩʦʟʜʘʪʴ ʘʙʩʦʣʶʪʥʫʶ ʩʩʳʣʢʫ ʥʘ ʷʯʝʡʢʫ ʉ1, ʥʝʦʙ-

ʭʦʜʠʤʦ ʧʦʩʪʘʚʠʪʴ ʟʥʘʢ ʜʦʣʣʘʨʘ ʪʘʢ, ʢʘʢ ʧʦʢʘʟʘʥʦ ʚ ʧʨʠʤʝʨʝ: 

=ɸ5*$ʉ$1. 

ɼʨʫʛʦʡ ʩʧʦʩʦʙ ʟʘʜʘʥʠʷ ʘʙʩʦʣʶʪʥʦʡ ʩʩʳʣʢʠ ʟʘʢʣʶʯʘʝʪʩʷ ʚ ʥʘʟʥʘ-

ʯʝʥʠʠ ʠʤʝʥ ʷʯʝʡʢʘʤ ʠ ʠʩʧʦʣʴʟʦʚʘʥʠʠ ʠʭ ʚ ʬʦʨʤʫʣʘʭ. ʀʤʷ ʷʯʝʡʢʠ 

ʜʦʣʞʥʦ ʥʘʯʠʥʘʪʴʩʷ ʩ ʙʫʢʚʳ ʠ ʥʝ ʜʦʣʞʥʦ ʩʦʜʝʨʞʘʪʴ ʧʨʦʙʝʣʦʚ. ɼʣʷ 

ʪʦʛʦ ʯʪʦʙʳ ʥʘʟʥʘʯʠʪʴ ʠʤʷ ʷʯʝʡʢʝ ʠʣʠ ʛʨʫʧʧʝ ʷʯʝʝʢ, ʥʝʦʙʭʦʜʠʤʦ ʚʳ-

ʧʦʣʥʠʪʴ ʩʣʝʜʫʁʱʠʝ ʜʝʡʩʪʚʠʷ: 

Å ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʫ ʠʣʠ ʛʨʫʧʧʫ ʷʯʝʝʢ; 

Å ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʢʦʤʘʥʜʫ ʀʤʷ, ʘ ʟʘʪʝʤ ï ʇʨʠʩʚʦʠʪʴ; 

Å ʚʚʝʩʪʠ ʠʤʷ ʚ ʧʦʣʝ ʀʤʷ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ. 

ʇʨʠʩʚʦʠʪʴ ʠʤʷ ʷʯʝʡʢʝ ʤʦʞʥʦ, ʠʩʧʦʣʴʟʫʷ ʧʦʣʝ ʀʤʷ ʚ ʩʪʨʦʢʝ ʬʦʨ-

ʤʫʣ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʫ, ʙʣʦʢ ʷʯʝʝʢ, ʩʪʨʦʢʫ 



 

 

100  

 

(ʩʪʦʣʙʝʮ) ʠ ʱʝʣʢʥʫʪʴ ʧʦ ʧʦʣʶ ʀʤʷ ʚ ʩʪʨʦʢʝ ʬʦʨʤʫʣ. ɺʚʝʩʪʠ ʚ 

ʧʦʣʝ ʀʤʷ ʥʝʦʙʭʦʜʠʤʦʝ ʠʤʷ ʠ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <Enter>. 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʫʜʘʣʠʪʴ ʠʤʝʥʘ ʷʯʝʝʢ, ʥʝʦʙʭʦʜʠʤʦ ʠʟ 

ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʀʤ,̫ ʘ ʟʘʪʝʤ ï ʇʨʠʩʚʦʠʪʴ. ɺ ʜʠʘʣʦ-

ʛʦʚʦʤ ʦʢʥʝ ʚ ʩʧʠʩʢʝ ʀʤ  ̫ʚʳʙʨʘʪʴ ʪʨʝʙʫʝʤʦʝ ʠʤʷ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ 

ʋʜʘʣʠʪʴ. 

 

2. ʌʫʥʢʮʠʠ Excel. ɺ ʧʨʦʛʨʘʤʤʝ Excel ʠʩʧʦʣʴʟʫʶʪʩʷ ʚʩʪʨʦʝʥʥʳʝ 

ʬʫʥʢʮʠʠ ʜʣʷ ʚʳʧʦʣʥʝʥʠʷ ʤʘʪʝʤʘʪʠʯʝʩʢʠʭ, ʪʝʢʩʪʦʚʳʭ ʠ ʣʦʛʠʯʝʩʢʠʭ 

ʦʧʝʨʘʮʠʡ, ʘ ʪʘʢʞʝ ʜʣʷ ʧʦʠʩʢʘ ʠʥʬʦʨʤʘʮʠʠ ʥʘ ʨʘʙʦʯʝʤ ʣʠʩʪʝ. ʌʫʥʢ-

ʮʠʠ ʧʦʣʫʯʘʶʪ ʠʥʬʦʨʤʘʮʠʶ, ʧʝʨʝʜʘʚʘʝʤʫʶ ʚ ʢʘʯʝʩʪʚʝ ʘʨʛʫʤʝʥʪʦʚ, ʠ 

ʚʦʟʚʨʘʱʘʶʪ ʨʝʟʫʣʴʪʘʪ. ɸʨʛʫʤʝʥʪʳ ʟʘʢʣʶʯʘʶʪʩʷ ʚ ʩʢʦʙʢʠ ʠ ʨʘʩʧʦʣʘ-

ʛʘʶʪʩʷ ʧʦʩʣʝ ʠʤʝʥʠ ʬʫʥʢʮʠʠ. 

ʌʫʥʢʮʠʠ ʤʦʞʥʦ ʚʚʝʩʪʠ ʣʠʙʦ ʚ ʩʪʨʦʢʫ ʬʦʨʤʫʣ, ʣʠʙʦ ʯʝʨʝʟ ʜʠʘʣʦʛ, 

ʥʘʟʳʚʘʝʤʳʡ ʄʘʩʪʝʨʦʤ ʬʫʥʢʮʠʡ. ɼʣʷ ʵʪʦʛʦ ʥʘʜʦ ʚʙrʨʘʪʴ ʠʟ ʤʝʥʶ 

ɺʩʪʘʚʢʘ ʢʦʤʘʥʜʫ ʌʫʥʢʮʠʷ ʠʣʠ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʢʥʦʧʢʦʡ ɺʩʪʘʚʢʘ 

ʬʫʥʢʮʠʠ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. ɺ ʧʨʦʩʪʝʡʰʝʤ ʩʣʫʯʘʝ ʚʩʝ ʩʚʦʜʠʪ-

ʩʷ ʢ ʜʚʫʤ ʰʘʛʘʤ. ʅʘ ʧʝʨʚʦʤ ʰʘʛʝ ʥʘʜʦ ʚʳʙʨʘʪʴ ʬʫʥʢʮʠʶ ʠʟ ʧʨʝʜʣʦ-

ʞʝʥʥʦʛʦ ʧʝʨʝʯʥʷ, ʘ ʥʘ ʚʪʦʨʦʤ ï ʚʚʝʩʪʠ ʥʝʦʙʭʦʜʠʤʳʝ ʘʨʛʫʤʝʥʪʳ. ʇʦ-

ʩʣʝ ʚʳʙʦʨʘ ʬʫʥʢʮʠʠ ʧʦʜ ʩʪʨʦʢʦʡ ʬʦʨʤʫʣ ʧʦʷʚʣʷʝʪʩʷ ʧʘʥʝʣʴ ʬʦʨʤʫʣ, 

ʚ ʢʦʪʦʨʦʡ ʥʝʦʙʭʦʜʠʤʦ ʟʘʧʦʣʥʠʪʴ ʚʩʝ ʧʦʣʷ ʘʨʛʫʤʝʥʪʦʚ. 

ɺ ʧʘʥʝʣʠ ʬʦʨʤʫʣ ʧʦʜ ʧʦʣʷʤʠ ʘʨʛʫʤʝʥʪʦʚ ʧʨʠʚʝʜʝʥʦ ʢʨʘʪʢʦʝ ʦʧʠ-

ʩʘʥʠʝ ʚʳʙʨʘʥʥʦʡ ʬʫʥʢʮʠʠ. ɼʣʷ ʧʦʜʨʦʙʥʦʛʦ ʟʥʘʢʦʤʩʪʚʘ ʩ ʜʘʥʥʦʡ 

ʬʫʥʢʮʠʝʡ ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʩʧʨʘʚʢʠ, ʢʦʪʦʨʘʷ ʥʘʭʦʜʠʪʩʷ ʚ 

ʣʝʚʦʤ ʥʠʞʥʝʤ ʫʛʣʫ ʜʘʥʥʦʡ ʧʘʥʝʣʠ. 

ɺ ʙʦʣʝʝ ʩʣʦʞʥʳʭ ʩʣʫʯʘʷʭ ʚ ʢʘʯʝʩʪʚʝ ʘʨʛʫʤʝʥʪʦʚ ʤʦʛʫʪ ʧʨʠʤʝ-

ʥʷʪʴʩʷ ʜʨʫʛʠʝ ʬʫʥʢʮʠʠ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʚʚʝʩʪʠ ʚʨʫʯʥʫʶ ʩ ʢʣʘʚʠʘʪʫ-

ʨʳ ʠʣʠ ʚʳʙʨʘʪʴ ʪʨʝʙʫʝʤʫʶ ʬʫʥʢʮʠʶ ʚ ʧʦʣʝ ʌʫʥʢʮʠʠ. Excel ʢʦʥ-

ʪʨʦʣʠʨʫʝʪ ʧʨʘʚʠʣʴʥʦʩʪʴ ʚʚʦʜʘ ʘʨʛʫʤʝʥʪʦʚ. 

ʅʘʠʙʦʣʝʝ ʯʘʩʪʦ ʧʨʠʭʦʜʠʪʩʷ ʧʨʠʤʝʥʷʪʴ ʬʫʥʢʮʠʶ ʩʫʤʤʠʨʦʚʘʥʠʷ 

ʟʥʘʯʝʥʠʡ, ʧʦʵʪʦʤʫ ʦʥʘ ʚʳʚʝʜʝʥʘ ʥʘ ʩʪʘʥʜʘʨʪʥʫʶ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥ-

ʪʦʚ ʢʘʢ ʢʥʦʧʢʘ ɸʚʪʦʩʫʤʤʘ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʦʜʩʯʠʪʘʪʴ ʩʫʤʤʫ ʟʥʘʯʝʥʠʡ ʷʯʝʝʢ ʨʘʙʦʯʝʛʦ ʣʠʩʪʘ 

ʥʝʦʙʭʦʜʠʤʦ: 

Å ʘʢʪʠʚʠʟʠʨʦʚʘʪʴ ʷʯʝʡʢʫ, ʢʫʜʘ ʥʫʞʥʦ ʧʦʤʝʩʪʠʪʴ ʨʝʟʫʣʪɹʘʪ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɸʚʪʦʩʫʤʤʘ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʚʳʜʝʣʠʪʴ ʜʠʘʧʘʟʦʥ ʷʯʝʝʢ, ʟʥʘʯʝʥʠʷ ʢʦʪʦʨʳʭ ʥʝʦʙʭʦʜʠʤʦ ʧʨʦ-

ʩʫʤʤʠʨʦʚʘʪʴ, ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɺʚʦʜ ʥʘ ʩʪʨʦʢʝ ʬʦʨʤʫʣ ʠʣʠ ʢʣʘʚʠʰʫ 

<Enter>. 
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3. ʇʦʩʪʨʦʝʥʠʝ ʜʠʘʛʨʘʤʤ ʠ ʩʦʨʪʠʨʦʚʢʘ ʜʘʥʥʳʭ. ʇʨʦʛʨʘʤʤʘ 

Excel ʧʦʟʚʦʣʷʝʪ ʫʣʫʯʰʠʪʴ ʥʘʛʣʷʜʥʦʩʪʴ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʜʘʥʥʳʭ ʩ ʧʦ-

ʤʦʱʴʶ ʨʘʟʣʠʯʥʳʭ ʜʠʘʛʨʘʤʤ. ʉʦʟʜʘʪʴ ʜʠʘʛʨʘʤʤʫ ʤʦʞʥʦ, ʠʩʧʦʣʴʟʫʷ 

ʄʘʩʪʝʨ ʜʠʘʛʨʘʤʤ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʠ, ʥʘ ʦʩ-

ʥʦʚʝ ʢʦʪʦʨʳʭ ʙʫʜʝʪ ʩʪʨʦʠʪʴʩʷ ʜʠʘʛʨʘʤʤʘ, ʘ ʟʘʪʝʤ ʥʘʞʘʪʴ ʢʥʦʧʢʫ 

ʄʘʩʪʝʨ ʜʠʘʛʨʘʤʤ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠʣʠ ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ 

ɺʩʪʘʚʢʘ ʢʦʤʘʥʜʫ ɼʠʘʛʨʘʤʤʘ. ʇʦʩʣʝ ʵʪʦʛʦ ʥʘ ʵʢʨʘʥʝ ʧʦʷʚʠʪʩʷ ʜʠʘ-

ʣʦʛ ʄʘʩʪʝʨʘ ʜʠʘʛʨʘʤʤ, ʩʦʩʪʦʷʱʠʡ ʠʟ ʯʝʪʨrʝʭ ʰʘʛʦʚ. ʅʘ ʧʝʨʚʦʤ 

ʰʘʛʝ ʤʦʞʥʦ ʚʙrʨʘʪʴ ʪʠʧ ʙʫʜʫʱʝʡ ʜʠʘʛʨʘʤʤʳ, ʥʘ ʚʪʦʨʦʤ ï ʫʢʘʟʘʪʴ 

ʠʣʠ ʠʟʤʝʥʠʪʴ ʦʙʣʘʩʪʴ ʚʳʜʝʣʝʥʥʳʭ ʷʯʝʝʢ, ʥʘ ʪʨʝʪʴʝʤ ï ʟʘʜʘʪʴ ʧʘʨʘ-

ʤʝʪʨʳ ʜʠʘʛʨʘʤʤʳ, ʥʘ ʯʝʪʚʝʨʪʦʤ ï ʤʝʩʪʦ ʝʝ ʨʘʩʧʦʣʦʞʝʥʠʷ. 

ʇʝʨʝʭʦʜ ʥʘ ʩʣʝʜʫʶʱʠʡ ʰʘʛ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʥʘʞʘʪʠʝʤ ʥʘ ʜʠʘʣʦ-

ʛʦʚʫʶ ʢʥʦʧʢʫ ɼʘʣʝʝ. ɺ ʣʶʙʦʡ ʤʦʤʝʥʪ ʤʦʞʥʦ ʚʝʨʥʫʪʴʩʷ ʥʘ ʧʨʝʜʳ-

ʜʫʱʠʡ ʰʘʛ, ʥʘʞʘʚ ʥʘ ʢʥʦʧʢʫ ʅʘʟʘʜ. ʂʨʦʤʝ ʵʪʦʛʦ, ʥʘ ʣʶʙʦʤ ʰʘʛʝ 

ʤʦʞʥʦ ʟʘʢʦʥʯʠʪʴ ʨʘʙʦʪʫ ʩ ʤʘʩʪʝʨʦʤ ʠ ʧʦʩʪʨʦʠʪʴ ʜʠʘʛʨʘʤʤʫ, ʥʘʞʘʚ 

ʢʥʦʧʢʫ ɻʦʪʦʚʦ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʦʪʨʝʜʘʢʪʠʨʦʚʘʪʴ ʣʶʙʦʡ ʵʣʝʤʝʥʪ ʜʠʘʛʨʘʤʤʳ, ʜʦ-

ʩʪʘʪʦʯʥʦ ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʧʦ ʥʝʤ ʤʳʰʴʶ (ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʥʘ 

ʪʨʝʙʫʝʤʦʤ ʵʣʝʤʝʥʪʝ). ʅʘ ʵʢʨʘʥʝ ʧʦʷʚʠʪʩʷ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ, ʚ ʢʦʪʦ-

ʨʦʤ ʤʦʞʥʦ ʟʘʜʘʪʴ ʨʘʤʢʫ ʜʠʘʛʨʘʤʤʳ, ʝʝ ʮʚʝʪ ʠ ʪʦʣʱʠʥʫ ʢʦʥʪʫʨʘ, ʪʠʧ 

ʠ ʨʘʟʤʝʨ ʰʨʠʬʪʘ, ʘ ʪʘʢʞʝ ʧʨʦʯʠʝ ʘʪʨʠʙʫʪʳ. 

ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʨʘʟʤʝʨʦʚ ʜʠʘʛʨʘʤʤʳ, ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʝʝ ʠ, 

ʧʝʨʝʤʝʱʘʷ ʤʘʨʢʝʨʳ ʠʟʤʝʥʝʥʠʷ ʨʘʟʤʝʨʦʚ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ, ʫʩʪʘʥʦ-

ʚʠʪʴ ʪʨʝʙʫʝʤʳʡ ʨʘʟʤʝʨ. ɽʩʣʠ ʧʝʨʝʪʘʩʢʠʚʘʪʴ ʤʘʨʢʝʨ ʠʟʤʝʥʝʥʠʷ ʨʘʟ-

ʤʝʨʘ ʥʘ ʦʜʥʦʡ ʠʟ ʩʪʦʨʦʥ ʜʠʘʛʨʘʤʤʳ ʧʨʠ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʝ <Ctrl>, ʪʦ 

ʨʘʟʤʝʨʳ ʜʠʘʛʨʘʤʤʳ ʠʟʤʝʥʷʶʪʩʷ ʩ ʵʪʦʡ ʠ ʧʨʦʪʠʚʦʧʦʣʦʞʥʦʡ ʩʪʦʨʦʥ 

ʜʠʘʛʨʘʤʤʳ ʦʜʥʦʚʨʝʤʝʥʥʦ. ʇʨʠ ʧʝʨʝʪʘʩʢʠʚʘʥʠʠ ʫʛʣʦʚʦʛʦ ʤʘʨʢʝʨʘ 

ʧʨʠ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʝ <Ctrl > ʨʘʟʤʝʨ ʜʠʘʛʨʘʤʤʳ ʠʟʤʝʥʷʝʪʩʷ ʩʨʘʟʫ ʚʦ 

ʚʩʝʭ ʥʘʧʨʘʚʣʝʥʠʷʭ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʫʜʘʣʠʪʴ ʜʠʘʛʨʘʤʤʫ, ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʝʝ ʠ 

ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <Delete> ʠʣʠ ʠʟ ʤʝʥʶ ʇʨʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʆʯʠʩʪʠʪʴ, ʘ ʟʘʪʝʤ ï ɺʩʝ. 

ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʤʘʩʪʝʨʘ ʜʠʘʛʨʘʤʤ ʷʚʣʷʝʪʩʷ ʩʘʤʳʤ ʧʨʦʩʪʳʤ ʠ 

ʥʘʜʝʞʥʳʤ ʩʧʦʩʦʙʦʤ ʩʦʟʜʘʥʠʷ ʜʠʘʛʨʘʤʤ. ʊʘʢʞʝ ʤʦʞʥʦ ʧʦʩʪʨʦʠʪʴ 

ʜʠʘʛʨʘʤʤʫ ʠ ʘʚʪʦʤʘʪʠʯʝʩʢʠ, ʝʩʣʠ ʚʳʜʝʣʠʪʴ ʦʙʣʘʩʪʴ ʜʘʥʥʳʭ ʠ ʥʘʞʘʪʴ 

ʢʣʘʚʠʰʫ <F11> (<Alt > + <F1>). 

ʅʘ ʩʫʱʝʩʪʚʫʶʱʫʶ ʜʠʘʛʨʘʤʤʫ ʤʦʞʥʦ ʜʦʙʘʚʣʷʪʴ ʜʘʥʥʳʝ. ɽʩʣʠ 
ʜʘʥʥʳʝ, ʢʦʪʦʨʳʝ ʥʝʦʙʭʦʜʠʤʦ ʜʦʙʘʚʠʪʴ, ʥʘʭʦʜʷʪʩʷ ʥʘ ʪʦʤ ʞʝ ʣʠʩʪʝ, 

ʛʜʝ ʠ ʜʠʘʛʨʘʤʤʘ, ʪʦ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʠʭ ʠ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ 

ʧʝʨʝʪʘɦ ʠʪʴ ʥʘ ʜʠʘʛʨʘʤʤʫ. ɽʩʣʠ ʜʘʥʥʳʝ ʠ ʜʠʘʛʨʘʤʤʘ ʥʘʭʦʜʷʪʩʷ ʥʘ 

ʨʘʟʥʳʭ ʣʠʩʪʘʭ, ʪʦ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʜʠʘʛʨʘʤʤʫ ʠ ʠʟ ʤʝʥʶ ɼʠʘ-
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ʛʨʘʤʤʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɼʦʙʘʚʠʪʴ ʜʘʥʥʳʝ. ʇʦʩʣʝ ʵʪʦʛʦ ʘʢʪʠ-

ʚʠʟʠʨʦʚʘʪʴ ʨʘʙʦʯʠʡ ʣʠʩʪ ʩ ʥʦʚʳʤʠ ʜʘʥʥʳʤʠ ʠ ʚʳʜʝʣʠʪʴ ʜʠʘʧʘʟʦʥ 

ʷʯʝʝʢ ʩ ʥʠʤʠ. 
ɿʘʤʝʯʘʥʠʝ. ɽʩʣʠ Excel ʥʝ ʦʙʥʦʚʣʷʝʪ ʜʠʘʛʨʘʤʤʳ ʧʦʩʣʝ ʠʟʤʝʥʝʥʠʷ 

ʜʘʥʥʳʭ ʥʘ ʨʘʙʦʯʝʤ ʣʠʩʪʝ, ʪʦ, ʚʦʟʤʦʞʥʦ, ʫʩʪʘʥʦʚʣʝʥ ʨʝʞʠʤ ʨʫʯʥʦʛʦ 

ʧʝʨʝʩʯʝʪʘ. ɼʣʷ ʫʩʪʘʥʦʚʢʠ ʘʚʪʦʤʘʪʠʯʝʩʢʦʛʦ ʧʝʨʝʩʯʝʪʘ ʥʝʦʙʭʦʜʠʤʦ ʠʟ 

ʤʝʥʶ ʉʝʨʚʠʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ ʠ ʥʘ ʚʢʣʘʜʢʝ ɺʳʯʠʩʣʝʥʠʷ 

ʫʩʪʘʥʦʚʠʪʴ ʧʝʨʝʢʣʶʯʘʪʝʣʴ ɸʚʪʦʤʘʪʠʯʝʩʢʠ. 

ʉʦʨʪʠʨʦʚʢʘ ʜʘʥʥʳʭ. ʉʦʨʪʠʨʦʚʢʘ ʧʦʟʚʦʣʷʝʪ ʚʳʩʪʨʘʠʚʘʪʴ 

ʜʘʥʥʳʝ ʚ ʘʣʬʘʚʠʪʥʦʤ ʠʣʠ ʮʠʬʨʦʚʦʤ ʧʦʨʷʜʢʝ ʧʦ ʚʦʟʨʘʩʪʘʥʠʶ ʠʣʠ 

ʫʙʳʚʘʥʠʶ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʦʪʩʦʨʪʠʨʦʚʘʪʴ ʜʘʥʥʳʝ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʜʠʘʧʘʟʦʥ ʷʯʝʝʢ, ʢʦʪʦʨʳʡ ʥʝʦʙʭʦʜʠʤʦ ʦʪʩʦʨʪʠʨʦʚʘʪʴ. 

ɽʩʣʠ ʦʥ ʩʦ ʚʩʝʭ ʩʪʦʨʦʥ ʦʛʨʘʥʠʯʝʥ ʧʫʩʪʳʤʠ ʷʯʝʡʢʘʤʠ, ʪʦ ʜʦʩʪʘʪʦʯʥʦ 

ʪʦʣʴʢʦ ʘʢʪʠʚʠʟʠʨʦʚʘʪʴ ʣʶʙʫʶ ʷʯʝʡʢʫ; 

Å ʠʟ ʤʝʥʶ ɼʘʥʥʳʝ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʨʪʠʨʦʚʢʘ; 

Å ʚ ʩʧʠʩʢʝ ʉʦʨʪʠʨʦʚʘʪʴ ʧʦ ʚʳʙʨʘʪʴ ʧʝʨʚʦʝ ʧʦʣʝ, ʧʦ ʢʦʪʦʨʦʤʫ 

ʩʣʝʜʫʝʪ ʫʧʦʨʷʜʦʯʠʪʴ ʜʘʥʥʳʝ; 

Å ʚʳʙʨʘʪʴ ʧʝʨʝʢʣʶʯʘʪʝʣʴ ʇʦ ʚʦʟʨʘʩʪʘʥʠʶ ʠʣʠ ʇʦ ʫʙʳʚʘʥʠ;ʁ 

Å ʚ ʩʧʠʩʢʝ ɿʘʪʝʤ ʧʦ ʚʳʙʨʘʪʴ ʚʪʦʨʦʝ ʧʦʣʝ ʩʦʨʪʠʨʦʚʢʠ, ʝʩʣʠ ʚʦʟʥʠ-

ʢʘʝʪ ʥʝʦʙʭʦʜʠʤʦʩʪʴ; 

Å ʫʩʪʘʥʦʚʠʪʴ ʧʝʨʝʢʣʶʯʘʪʝʣʴ ʇʦʜʧʠʩʷʤ, ʝʩʣʠ ʚʳʜʝʣʝʥʳ ʠ ʟʘʛʦ-

ʣʦʚʢʠ ʩʪʦʣʙʮʦʚ, ʠʣʠ ʧʝʨʝʢʣʶʯʘʪʝʣʴ ʆʙʦʟʥʘʯʝʥʠʷʤ ʩʪʦʣʙʮʦʚ ʣʠʩʪʘ, 

ʝʩʣʠ ʟʘʛʦʣʦʚʢʠ ʥʝ ʚʳʜʝʣʝʥʳ. 
ɿʘʤʝʯʘʥʠʝ. ʂʥʦʧʢʠ ʉʦʨʪʠʨʦʚʢʘ ʧʦ ʚʦʟʨʘʩʪʘʥʠʶ (ʫʙʳʚʘʥʠʶ) ʥʘ 

ʩʪʘʥʜʘʨʪʥʦʡ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʧʦʟʚʦʣʷʶʪ ʫʧʦʨʷʜʦʯʠʪʴ ʜʘʥʥʳʝ 

ʪʦʣʴʢʦ ʧʦ ʦʜʥʦʤʫ ʧʦʣʶ. ʏʪʦʙʳ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʠʤʠ, ʥʝʦʙʭʦʜʠʤʦ ʘʢ-

ʪʠʚʠʟʠʨʦʚʘʪʴ ʷʯʝʡʢʫ ʚ ʩʪʦʣʙʝ, ʢʦʪʦʨʳʡ ʩʣʝʜʫʝʪ ʦʪʩʦʨʪʠʨʦʚʘʪʴ, ʠ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʨʪʠʨʦʚʢʘ ʧʦ ʚʦʟʨʘʩʪʘʥʠʶ (ʫʙʳʚʘʥʠʶ) ʥʘ ʧʘʥʝʣʠ ʠʥ-

ʩʪʨʫʤʝʥʪʦʚ. 

 
4. ʇʝʯʘʪʴ ʜʦʢʫʤʝʥʪʘ. ʇʝʨʝʜ ʧʝʯʘʪʴʶ ʜʦʢʫʤʝʥʪʘ ʥʝʦʙʭʦʜʠʤʦ 

ʥʘʩʪʨʦʠʪʴ ʧʘʨʘʤʝʪʨʳ ʧʝʯʘʪʠ (ʦʨʠʝʥʪʘʮʠʶ ʙʫʤʘʛʠ, ʧʦʣʷ, ʨʘʟʤʝʱʝʥʠʝ 

ʥʘ ʩʪʨʘʥʠʮʝ, ʢʦʣʦʥʪʠʪʫʣʳ, ʣʠʥʠʠ ʩʝʪʢʠ ʠ ʧʨ.). ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʧʘʨʘ-

ʤʝʪʨʦʚ ʩʪʨʘʥʠʮʳ ʧʨʠ ʝʝ ʧʝʯʘʪʠ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʌʘʡʣ ʚʳʙʨʘʪʴ 

ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ. 

ɺʢʣʘʜʢʘ ʉʪʨʘʥʠʮʘ ʧʦʟʚʦʣʷʝʪ ʫʩʪʘʥʦʚʠʪʴ ʨʘʟʤʝʨ ʩʪʨʘʥʠʮʳ, ʢʘʯʝ-

ʩʪʚʦ ʧʝʯʘʪʠ, ʦʨʠʝʥʪʘʮʠʶ ʩʪʨʘʥʠʮʳ, ʘ ʪʘʢʞʝ ʫʚʝʣʠʯʠʪʴ ʠʣʠ ʫʤʝʥʴ-

ʰʠʪʴ ʝʝ ʨʘʟʤʝʨ. 

ʉ ʧʦʤʦʱʴʶ ɺʢʣʘʜʢʠ ʇʦʣʷ ʤʦʞʥʦ ʫʩʪʘʥʦʚʠʪʴ ʧʦʣʷ ʧʝʯʘʪʘʝʤʳʭ 

ʩʪʨʘʥʠʮ ʠ ʚʳʙʨʘʪʴ ʚʝʨʪʠʢʘʣʴʥʦʝ ʠʣʠ ʛʦʨʠʟʦʥʪʘʣʴʥʦʝ ʮʝʥʪʨʠʨʦʚʘʥʠʝ 
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ʧʝʯʘʪʘʝʤʦʡ ʠʥʬʦʨʤʘʮʠʠ, ʘ ʪʘʢʞʝ ʫʢʘʟʘʪʴ, ʥʘ ʢʘʢʦʤ ʨʘʩʩʪʦʷʥʠʠ 

ʦʪ ʢʨʘʷ ʩʪʨʘʥʠʮʳ ʙʫʜʫʪ ʧʝʯʘʪʘʪʴʩʷ ʢʦʣʦʥʪʠʪʫʣʳ. 

ɺʢʣʘʜʢʘ ʂʦʣʦʥʪʠʪʫʣʳ ʧʦʟʚʦʣʷʝʪ ʚʳʙʨʘʪʴ ʠʭ ʠʟ ʩʧʠʩʢʘ ʩʪʘʥʜʘʨʪ-

ʥʳʭ ʠʣʠ ʩʦʟʜʘʪʴ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʠʝ ʢʦʣʦʥʪʠʪʫʣʳ. ɺʢʣʘʜʢʘ ʃʠʩʪ ʜʘʝʪ 

ʚʦʟʤʦʞʥʦʩʪʴ ʫʩʪʘʥʦʚʠʪʴ ʦʙʣʘʩʪʴ ʧʝʯʘʪʠ, ʟʘʛʦʣʦʚʢʠ ʩʪʨʘʥʠʮ ʠ ʧʦʨʷ-

ʜʦʢ ʧʝʯʘʪʠ, ʘ ʪʘʢʞʝ ʦʧʨʝʜʝʣʠʪʴ, ʙʫʜʫʪ ʣʠ ʧʝʯʘʪʘʪʴʩʷ ʣʠʥʠʠ ʩʝʪʢʠ ʠ 

ʧʨʠʤʝʯʘʥʠʷ, ʟʘʛʦʣʦʚʢʠ ʩʪʨʦʢ ʠ ʩʪʦʣʙʮʦʚ. 

ʇʨʦʛʨʘʤʤʘ Excel ʧʨʦʠʟʚʦʜʠʪ ʘʚʪʦʤʘʪʠʯʝʩʢʫʶ ʨʘʟʙʠʚʢʫ ʨʘʙʦʯʝʛʦ 

ʣʠʩʪʘ ʥʘ ʩʪʨʘʥʠʮʳ ʧʨʠ ʧʝʯʘʪʠ. ʀʥʦʛʜʘ ʥʫʞʥʦ ʧʝʨʝʤʝʩʪʠʪʴ ʨʘʟʨʳʚʳ 

ʩʪʨʘʥʠʮ, ʯʪʦʙʳ ʩʚʷʟʘʥʥʳʝ ʜʘʥʥʳʝ ʥʘʭʦʜʠʣʠʩʴ ʨʷʜʦʤ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ 

ʚʩʪʘʚʠʪʴ ʨʘʟʨʳʚ ʩʪʨʘʥʠʮʳ ʚʨʫʯʥʫʶ, ʥʝʦʙʭʦʜʠʤʦ ʧʝʨʝʤʝʩʪʠʪʴ ʘʢʪʠʚ-

ʥʫʶ ʷʯʝʡʢʫ ʧʨʘʚʝʝ ʠ ʥʠʞʝ ʤʝʩʪʘ, ʛʜʝ ʥʫʞʥʦ ʩʜʝʣʘʪʴ ʨʘʟʨʳʚ, ʘ ʟʘʪʝʤ 

ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʈʘʟʨʳʚ ʩʪʨʘʥʠʮʳ. ɽʩʣʠ ʥʝʦʙ-

ʭʦʜʠʤʦ ʫʩʪʘʥʦʚʠʪʴ ʚʝʨʪʠʢʘʣʴʥʳʝ ʨʘʟʨʳʚʳ ʩʪʨʘʥʠʮ, ʪʦ ʥʫʞʥʦ ʩʜʝ-

ʣʘʪʴ ʘʢʪʠʚʥʦʡ ʷʯʝʡʢʫ ʚ ʧʝʨʚʦʡ ʩʪʨʦʢʝ. ɽʩʣʠ ʥʝʦʙʭʦʜʠʤʦ ʫʩʪʘʥʦʚʠʪʴ 

ʛʦʨʠʟʦʥʪʘʣʴʥʳʝ ʨʘʟʨʳʚʳ ʩʪʨʘʥʠʮ, ʪʦ ʥʫʞʥʦ ʩʜʝʣʘʪʴ ʘʢʪʠʚʥʦʡ ʷʯʝʡʢʫ 

ʚ ʩʪʦʣʙʮʝ ɸ. 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʚʳʙʦʨʦʯʥʦʛʦ ʨʫʯʥʦʛʦ ʨʘʟʨʳʚʘ ʩʪʨʘʥʠʮʳ ʥʝʦʙʭʦʜʠ-

ʤʦ ʩʜʝʣʘʪʴ ʘʢʪʠʚʥʦʡ ʷʯʝʡʢʫ ʧʦʜ ʨʫʯʥʳʤ ʨʘʟʨʳʚʦʤ ʩʪʨʘʥʠʮʳ ʠʣʠ 

ʩʧʨʘʚʘ ʦʪ ʥʝʛʦ ʠ ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʋʙʨʘʪʴ ʨʘʟʨʳʚ 

ʩʪʨʘʥʠʮʳ. ɽʩʣʠ ʥʝʦʙʭʦʜʠʤʦ ʫʜʘʣʠʪʴ ʚʩʝ ʨʘʟʨʳʚʳ ʩʪʨʘʥʠʮ, ʪʦ ʥʫʞʥʦ 

ʚʳʜʝʣʠʪʴ ʚʝʩʴ ʨʘʙʦʯʠʡ ʣʠʩʪ ʠ ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʉʙʨʦʩ ʨʘʟʨʳʚʦʚ ʩʪʨʘʥʠʮ. 
ɼʣʷ ʧʨʦʚʝʨʢʠ ʜʦʢʫʤʝʥʪʘ ʧʝʨʝʜ ʧʝʯʘʪʴʶ ʝʛʦ ʤʦʞʥʦ ʚʳʚʝʩʪʠ ʥʘ 

ʢɻʨʘʥ, ʠʩʧʦʣʴʟʫʷ ʢʥʦʧʢʫ ʇʨʝʜʚʘʨʠʪʝʣʴʥʳʡ ʧʨʦʩʤʦʪʨ ʥʘ ʧʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ ʠʣʠ ʚʳʙʨʘʚ ʵʪʫ ʞʝ ʢʦʤʘʥʜʫ ʠʟ ʤʝʥʶ ʌʘʡʣ. ʇʨʝʜʚʘʨʠ-

ʪʝʣʴʥʳʡ ʧʨʦʩʤʦʪʨ ʧʦʟʚʦʣʷʝʪ: 

Å ʫʚʝʣʠʯʠʚʘʪʴ ʠ ʫʤʝʥʴʰʘʪʴ ʤʘʩʰʪʘʙ ʦʪʦʙʨʘʞʝʥʠʷ ʠʥʬʦʨʤʘʮʠʠ ʥʘ 

ʵʢʨʘʥʝ ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ʄʘʩʰʪʘʙ ʠʣʠ, ʱʝʣʢʥʫʚ ʫʢʘʟʘʪʝʣʝʤ ʤʳʰʠ 

ʚ ʬʦʨʤʝ ʣʫʧʳ ʧʦ ʪʦʡ ʯʘʩʪʠ, ʢʦʪʦʨʫʶ ʥʫʞʥʦ ʫʚʝʣʠʯʠʪʴ (ʫʤʝʥʴʰʠʪʴ); 

Å ʧʝʨʝʤʝʱʘʪʴʩʷ ʧʦ ʩʪʨʘʥʠʮʘʤ ʜʦʢʫʤʝʥʪʘ ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʦʢ ɼʘ-

ʣʝʝ, ʅʘʟʘʜ ʠʣʠ ʢʣʘʚʠʰ ʫʧʨʘʚʣʝʥʠʷ ʢʫʨʩʦʨʦʤ; 

Å ʠʟʤʝʥʷʪʴ ʧʦʣʷ ʜʦʢʫʤʝʥʪʘ ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ʇʦʣʷ, ʠʣʠ ʧʝʨʝ-

ʤʝʱʘʷ ʤʘʨʢʝʨʳ ʧʦʣʝʡ ʜʦʢʫʤʝʥʪʘ; 

Å ʠʟʤʝʥʷʪʴ ʧʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ, ʥʘʞʘʚ ʢʥʦʧʢʫ ʉʪʨʘʥʠʮ ;r 

Å ʥʘʧʝʯʘʪʘʪʴ ʜʦʢʫʤʝʥʪ, ʥʘʞʘʚ ʢʥʦʧʢʫ ʇʝʯʘʪʴ. 

 
5. ʇʦʠʩʢ ʠ ʘʥʘʣʠʟ ʜʘʥʥʳʭ. ʇʦʠʩʢ ʠ ʘʥʘʣʠʟ ʜʘʥʥʳʭ ï ʵʪʦ ʥʘʠʙʦʣʝʝ 

ʯʘʩʪʳʝ ʜʝʡʩʪʚʠʷ, ʧʨʦʠʟʚʦʜʠʤʳʝ ʩʦ ʩʧʠʩʢʦʤ ʠʣʠ ʙʘʟʦʡ ʜʘʥʥʳʭ. ʇʦ-

ʠʩʢ ʧʨʦʠʟʚʦʜʠʪʩʷ ʥʘ ʦʩʥʦʚʝ ʟʘʜʘʚʘʝʤʳʭ ʧʦʣʴʟʦʚʘʪʝʣʝʤ ʢʨʠʪʝʨʠʝʚ 

(ʪʨʝʙʦʚʘʥʠʡ ʥʘ ʠʥʬʦʨʤʘʮʠʠ). 
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ɺ Excel ʤʦʞʥʦ ʪʘʢʞʝ ʧʨʦʠʟʚʦʜʠʪʴ ʬʠʣʴʪʨʘʮʠʶ ʩʧʠʩʢʦʚ. ʈʝ-

ʟʫʣɹʪʘʪʦʤ ʬʠʣʴʪʨʘʮʠʠ ʷʚʣʷʝʪʩʷ ʚʨʝʤʝʥʥʦʝ ʩʢʨʳʪʠʝ ʟʘʧʠʩʝʡ, ʥʝ ʫʜʦ-

ʚʣʝʪʚʦʨʷʶʱʠʭ ʟʘʜʘʥʥʳʤ ʢʨʠʪʝʨʠʷʤ. ʉʫʱʝʩʪʚʫʝʪ ʪʨʠ ʩʨʝʜʩʪʚʘ ʜʣʷ 

ʧʦʠʩʢʘ ʠ ʬʠʣʴʪʨʘʮʠʠ ʜʘʥʥʳʭ: ʬʦʨʤʘ ʜʘʥʥʳʭ, ʘʚʪʦʬʠʣʴʪʨ ʠ ʨʘʩhʠ-

ʨʝʥʥʳʡ ʬʠʣʴʪʨ. ʌʦʨʤʘ ʜʘʥʥʳʭ ʧʦʟʚʦʣʷʝʪ ʦʩʫʱʝʩʪʚʣʷʪʴ ʧʦʠʩʢ ʠ ʨʝ-

ʜʘʢʪʠʨʦʚʘʥʠʝ ʦʪʜʝʣʴʥʳʭ ʟʘʧʠʩʝʡ. ɸʚʪʦʬʠʣʴʪʨ ʦʙʝʩʧʝʯʠʚʘʝʪ ʧʨʦʩʪʦʡ 

ʠ ʙʳʩʪʨʳʡ ʩʧʦʩʦʙ ʩʢʨʳʪʠʷ ʣʠʰʥʠʭ ʟʘʧʠʩʝʡ, ʦʩʪʘʚʣʷʷ ʥʘ ʵʢʨʘʥʝ 

ʪʦʣʴʢʦ ʪʝ, ʯʪʦ ʫʜʦʚʣʝʪʚʦʨʷʶʪ ʢʨʠʪʝʨʠʷʤ. ʈʘʩʰʠʨʝʥʥʳʡ ʬʠʣʴʪʨ ʧʦʟ-

ʚʦʣʷʝʪ ʧʨʠʤʝʥʷʪʴ ʙʦʣʝʝ ʩʣʦʞʥʳʝ ʫʩʣʦʚʠʷ ʦʪʙʦʨʘ. 

ʇʦʠʩʢ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʜʘʥʥʳʭ ʩ ʧʦʤʦʱʴʶ 

ʬʦʨʤʳ ʜʘʥʥʳʭ. ʌʦʨʤʘ ʜʘʥʥʳʭ ʚ Excel ï ʵʪʦ ʩʨʝʜʩʪʚʦ ʜʣʷ ʧʦʠʩ-

ʢʘ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʟʘʧʠʩʝʡ, ʫʜʦʚʣʝʪʚʦʨʷʶʱʠʭ ʢʨʠʪʝʨʠʶ ʥʘ ʦʩʥʦʚʝ 

ʧʨʦʩʪʦʛʦ ʠʣʠ ʤʥʦʞʝʩʪʚʝʥʥʦʛʦ ʩʨʘʚʥʝʥʠʷ. ʇʦʩʣʝ ʚʚʦʜʘ ʢʨʠʪʝʨʠʷ ʚ 

ʧʫʩʪʦʡ ʬʦʨʤʝ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʳʡ ʧʨʦʩʤʦʪʨ ʟʘʧʠʩʝʡ, 

ʦʪʚʝʯʘʶʱʠʭ ʪʨʝʙʦʚʘʥʠʷʤ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʦʩʫʱʝʩʪʚʠʪʴ ʧʦʠʩʢ ʩ ʧʦ-

ʤʦʱʴʶ ʬʦʨʤʳ ʜʘʥʥʳʭ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʣʶʙʫʶ ʷʯʝʡʢʫ ʩʧʠʩʢʘ; 

Å ʠʟ ʤʝʥʶ ɼʘʥʥʳʝ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʌʦʨʤʘ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʂʨʠʪʝʨʠʠ; 

Å ʧʝʨʝʡʪʠ ʢ ʧʦʣʶ, ʢʦʪʦʨʦʝ ʙʫʜʝʪ ʫʯʘʩʪʚʦʚʘʪʴ ʚ ʦʧʨʝʜʝʣʝʥʠʠ ʢʨʠ-

ʪʝʨʠʷ ʠ ʚʚʝʩʪʠ ʢʨʠʪʝʨʠʡ ʧʦʠʩʢʘ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ ʠʣʠ ʅʘʟʘʜ, ʯʪʦʙʳ ʧʝʨʝʡʪʠ ʢ ʟʘʧʠʩʠ, ʫʜʦ-

ʚʣʝʪʚʦʨʷʶʱʝʡ ʚʚʝʜʝʥʥʦʤʫ ʢʨʠʪʝʨʠʶ; 

Å ʧʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʦʩʫʱʝʩʪʚʠʪʴ ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʟʘʧʠʩʠ. ʉ ʧʦ-

ʤʦʱʴʶ ʬʦʨʤʳ ʜʘʥʥʳʭ ʪʘʢʞʝ ʫʜʦʙʥʦ ʜʦʙʘʚʣʷʪʴ ʥʦʚʳʝ ʟʘʧʠʩʠ ʢ ʫʞʝ 

ʩʫʱʝʩʪʚʫʶʱʠʤ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʚʝʩʪʠ ʥʦʚʳʝ ʜʘʥʥʳʝ, ʥʝʦʙʭʦʜʠʤʦ ʚ 

ʬʦʨʤʝ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʦʙʘʚʠʪʴ ʠ ʚʚʝʩʪʠ ʥʦʚʳʝ ʜʘʥʥʳʝ, ʚ ʧʦʣʷ ʬʦʨ-

ʤʳ. ʇʨʠ ʵʪʦʤ ʥʦʚʳʝ ʜʘʥʥʳʝ ʙʫʜʫʪ ʧʦʤʝʱʝʥʳ ʚ ʢʦʥʝʮ ʩʫʱʝʩʪʚʫʶ-

ʱʠʭ. 
ɿʘʤʝʯʘʥʠʝ. ɺ ʬʦʨʤʝ ʜʘʥʥʳʭ ʜʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʧʦ ʟʘʧʠʩʷʤ ʠʩʧʦʣʴʟʫ-

ʝʪʩʷ ʧʦʣʦʩʘ ʧʨʦʢʨʫʪʢʠ. 

ʇʦʠʩʢ ʜʘʥʥʳʭ ʩ ʧʦʤʦʱʴʶ ʘʚʪʦʬʠʣʴʪʨʘ. ʇʨʠ ʨʘʙʦ-

ʪʝ ʩ ʘʚʪʦʬʠʣʴʪʨʦʤ ʠʤʝʶʪʩʷ ʪʨʠ ʤʝʪʦʜʘ ʬʠʣʴʪʨʘʮʠʠ ʜʘʥʥʳʭ. ɺ ʨʘʩ-

ʢʨʳʚʘʶʱʝʤʩʷ ʩʧʠʩʢʝ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʟʥʘʯʝʥʠʝ ʧʦʣʷ ʜʣʷ ʧʦʠʩʢʘ ʪʦʯ-

ʥʦʛʦ ʩʦʦʪʚʝʪʩʪʚʠʷ ʣʠʙʦ ʟʘʜʘʪʴ ʧʨʦʩʪʦʝ ʫʩʣʦʚʠʝ ʬʠʣʴʪʨʘʮʠʠ ʜʘʥʥʳʭ. 

ɼʣʷ ʧʦʠʩʢʘ ʜʘʥʥʳʭ ʩ ʧʦʤʦʱʴʶ ʘʚʪʦʬʠʣʴʪʨʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʫ ʚʥʫʪʨʠ ʩʧʠʩʢʘ ʠʣʠ ʝʛʦ ʮʝʣʠʢʦʤ; 

Å ʠʟ ʤʝʥʶ ɼʘʥʥʳʝ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʌʠʣʴʪʨ, ʟʘʪʝʤ ï ɸʚʪʦ-

ʬʠʣʴʪʨ; 
Å ʨʘʩʢʨʳʪʴ ʩʧʠʩʦʢ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʧʦʣʶ, ʢʦʪʦʨʦʝ ʩʣʝʜʫʝʪ 

ʚʢʣʁʯʠʪʴ ʚ ʢʨʠʪʝʨʠʡ;  
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Å ʚʳʙʨʘʪʴ ʞʝʣʘʝʤʳʡ ʢʨʠʪʝʨʠʡ: ɺʩʝ, ʇʝʨʚʳʝ 10, ʋʩʣʦʚʠʝ, 

ʊʦʯʥʦʝ ʟʥʘʯʝʥʠʝ. 

ʇʦʩʣʝ ʚʳʙʦʨʘ ʚ ʩʧʠʩʢʝ ʘʚʪʦʬʠʣʴʪʨʘ ʢʦʤʘʥʜʳ ʋʩʣʦʚʠʝ ʧʦʷʚʣʝ̫ʪʩʷ 

ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʇʦʣʴʟʦʚʘʪʝʣʴʩʢʠʡ ʘʚʪʦʬʠʣʴʪʨ. ɺ ʵʪʦʤ ʦʢʥʝ ʩʣʝʚʘ 

ʟʘʜʘʶʪʩʷ ʫʩʣʦʚʠʷ, ʘ ʩʧʨʘʚʘ ï ʟʥʘʯʝʥʠʷ ʦʪʙʦʨʘ ʜʘʥʥʳʭ. ɼʣʷ ʟʘʜʘʥʠʷ 

ʚʪʦʨʦʛʦ ʫʩʣʦʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʫʩʪʘʥʦʚʠʪʴ ʪʨʝʙʫʝʤʳʡ ʧʝʨʝʢʣʶʯʘʪʝʣʴ 

ʀ, ʀʃʀ ʠ ʟʘʜʘʪʴ ʚʪʦʨʦʝ ʫʩʣʦʚʠʝ ʦʪʙʦʨʘ ʠ ʝʛʦ ʟʥʘʯʝʥʠʝ. 

ʄʦʞʥʦ ʠʩʢʣʶʯʠʪʴ ʣʶʙʦʝ ʧʦʣʝ ʠʟ ʢʨʠʪʝʨʠʷ ʦʪʙʦʨʘ. ɼʣʷ ʵʪʦʛʦ 

ʥʝʦʙʭʦʜʠʤʦ ʨʘʩʢʨʳʪʴ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʩʧʠʩʦʢ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ɺʩʝ. ʏʪʦʙʳ ʩʥʷʪʴ ʢʨʠʪʝʨʠʡ ʮʝʣʠʢʦʤ, ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ɼʘʥʥʳʝ 

ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʌʠʣʴʪʨ, ʟʘʪʝʤ ʆʪʦʙʨʘʟʠʪʴ ʚʩʝ. ʏʪʦʙʳ ʦʪʤʝʥʠʪʴ 

ʨʝʞʠʤ ʘʚʪʦʬʠʣʴʪʨʘ, ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ɼʘʥʥʳʝ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʌʠʣʴʪʨ, ʟʘʪʝʤ ɸʚʪʦʬʠʣʴʪʨ. 
ɿʘʤʝʯʘʥʠʝ. ʌʠʣʴʪʨʘʮʠʷ ʜʘʥʥʳʭ ʚʦʟʤʦʞʥʘ ʩʨʘʟʫ ʧʦ ʥʝʩʢʦʣʴʢʠʤ ʨʷ-

ʜʦʤ ʩʪʦʷʱʠʤ ʧʦʣʷʤ ʪʘʙʣʠʮʳ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʥʘ ʧʝʨʚʦʤ ʰʘʛʝ 

ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʠ, ʫʯʘʩʪʚʫʶʱʠʝ ʚ ʬʠʣʴʪʨʘʮʠʠ ʜʘʥʥʳʭ. 

ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʨʘʩʰʠʨʝʥʥʦʛʦ ʘʚʪʦʬʠʣʴʪʨʘ. ʈʘʩ-

ʰʠʨʝʥʥʳʡ ʘʚʪʦʬʠʣʴʪʨ ʦʙʣʘʜʘʝʪ ʙʦʣʴʰʠʤʠ ʚʦʟʤʦʞʥʦʩʪʷʤʠ, ʯʝʤ ʨʘʩ-

ʩʤʦʪʨʝʥʥʳʝ ʚʳʰʝ ʩʧʦʩʦʙʳ ʦʪʙʦʨʘ ʜʘʥʥʳʭ. ʆʥ ʤʦʞʝʪ ʧʨʠʤʝʥʷʪʴ 

ʦʧʝʨʘʮʠʠ ʀ, ʀʃʀ, ʘ ʪʘʢʞʝ ʩʦʩʪʘʚʣʷʪʴ ʚʳʯʠʩʣʷʝʤʳʝ ʢʨʠʪʝʨʠʠ. ɼʣʷ 

ʧʦʠʩʢʘ ʜʘʥʥʳʭ ʩ ʧʦʤʦʱʴʶ ʨʘʩʰʠʨʝʥʥʦʛʦ ʬʠʣʴʪʨʘ ʥʝʦʙʭʦʜʠʤʦ ʩʥʘ-

ʯʘʣʘ ʧʦʜʛʦʪʦʚʠʪʴ ʜʘʥʥʳʝ ʩʣʝʜʫʶʱʠʤ ʦʙʨʘʟʦʤ: 

Å ʩʦʟʜʘʪʴ ɼʠʘʧʘʟʦʥ ʢʨʠʪʝʨʠʝʚ, ʢʦʪʦʨʳʡ ʟʘʜʘʝʪ ʫʩʣʦʚʠʷ ʧʦʠʩʢʘ 

ʜʘʥʥʳʭ. ɺʝʨʭʥʷʷ ʩʪʨʦʢʘ ʵʪʦʛʦ ʜʠʘʧʘʟʦʥʘ ʜʦʣʞʥʘ ʩʦʜʝʨʞʘʪʴ ʟʘʛʦʣʦʚ-

ʢʠ ʧʦʣʝʡ, ʢʦʪʦʨʳʝ ʚ ʪʦʯʥʦʩʪʠ ʧʦʚʪʦʨʷʶʪ ʟʘʛʦʣʦʚʢʠ ʧʦʣʝʡ ʚ ʦʙʣʘʩʪʠ 

ʜʘʥʥʭr. ɼʠʘʧʘʟʦʥ ʢʨʠʪʝʨʠʝʚ ʜʦʣʞʝʥ ʚʢʣʶʯʘʪʴ ʭʦʪʷ ʙʳ ʦʜʥʫ ʧʫʩʪʫʶ 

ʩʪʨʦʢʫ ʷʯʝʝʢ ʩʨʘʟʫ ʧʦʜ ʟʘʛʦʣʦʚʢʘʤʠ. ɺ ʵʪʦʡ ʩʪʨʦʢʝ ʠʣʠ ʩʪʨʦʢʘʭ ʟʘʧʠ-

ʩʳʚʘʶʪʩʷ ʫʩʣʦʚʠʷ, ʧʨʠʯʝʤ ʚʩʝ, ʯʪʦ ʟʘʧʠʩʘʥʦ ʚ ʩʪʦʣʙʮʝ ʧʦʜ ʟʘʛʦʣʦʚ-

ʢʦʤ ʧʦʣʷ, ʦʪʥʦʩʠʪʩʷ ʠʤʝʥʥʦ ʢ ʵʪʦʤʫ ʧʦʣʶ. ʋʩʣʦʚʠʷ ʚʩʝʭ ʩʪʦʣʙʮʦʚ 

ʢʘʞʜʦʡ ʩʪʨʦʢʠ ʩʦʝʜʠʥʷʶʪʩʷ ʣʦʛʠʯʝʩʢʦʡ ʦʧʝʨʘʮʠʝʡ çʀè, ʘ ʟʘʪʝʤ ʚʩʝ 

ʩʪʨʦʢʠ ï ʣʦʛʠʯʝʩʢʦʡ ʦʧʝʨʘʮʠʝʡ çʀʃʀè; 

Å ʩʦʟʜʘʪʴ ɼʠʘʧʘʟʦʥ ʜʘʥʥʳʭ (ʙʘʟʘ ʜʘʥʥʳʭ), ʢʦʪʦʨʳʡ ʩʦʜʝʨʞʠʪ ʚʩʝ 

ʜʘʥʥʳʝ; 

Å ʩʦʟʜʘʪʴ ɼʠʘʧʘʟʦʥ ʨʝʟʫʣʴʪʘʪʘ, ʢʦʪʦʨʳʡ ʦʧʨʝʜʝʣʷʝʪ ʤʝʩʪʦʨʘʩʧʦ-

ʣʦʞʝʥʠʝ ʨʝʟʫʣʴʪʘʪʘ ʬʠʣʴʪʨʘʮʠʠ ʜʘʥʥʳʭ. 

ʇʦʩʣʝ ʧʦʜʛʦʪʦʚʢʠ ʪʨʝʙʫʝʤʳʭ ʜʠʘʧʘʟʦʥʦʚ ʜʣʷ ʧʨʠʤʝʥʝʥʠʷ ʬʠʣʴ-

ʪʨʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʫ ʚ ʩʧʠʩʢʝ ʜʘʥʥʳʭ; 

Å ʠʟ ʤʝʥʶ ɼʘʥʥʳʝ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʌʠʣʴʪʨ, ʟʘʪʝʤ ï ʈʘʩʰʠʨʝʥ-

ʥʳʡ ʬʠʣʴʪʨ; 
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Å ʧʨʦʚʝʨʠʪʴ ʧʨʘʚʠʣʴʥʦʩʪʴ ʘʚʪʦʤʘʪʠʯʝʩʢʦʛʦ ʟʘʧʦʣʥʝʥʠʷ ʚʩʝʭ 

ʜʠʘʧʘʟʦʥʦʚ ʠ ʧʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʦʪʢʦʨʨʝʢʪʠʨʦʚʘʪʴ ʠʭ. 

ɺʳʚʦʜ ʧʨʦʤʝʞʫʪʦʯʥʳʭ ʠʪʦʛʦʚ. ʇʨʦʛʨʘʤʤʘ Microsoft 

Excel ʤʦʞʝʪ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʦʙʦʙʱʘʪʴ ʜʘʥʥʳʝ, ʚʳʯʠʩʣʷʷ ʧʨʦʤʝʞʫ-

ʪʦʯʥʳʝ ʠ ʦʙʱʠʝ ʠʪʦʛʠ ʚ ʩʧʠʩʢʝ. ɼʣʷ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʘʚʪʦʤʘʪʠʯʝʩʢʠʭ 

ʧʨʦʤʝʞʫʪʦʯʥʳʭ ʠʪʦʛʦʚ ʩʧʠʩʦʢ ʜʦʣʞʝʥ ʩʦʜʝʨʞʘʪʴ ʩʪʦʣʙʮʳ ʩ ʧʦʜʧʠ-

ʩʷʤʠ ʠ ʙʳʪʴ ʦʪʩʦʨʪʠʨʦʚʘʥʥʳʤ ʧʦ ʩʪʦʣʙʮʘʤ, ʜʣʷ ʢʦʪʦʨʳʭ ʪʨʝʙʫʶʪʩʷ 

ʧʨʦʤʝʞʫʪʦʯʥʳʝ ʠʪʦʛʠ. 

ʇʨʠ ʚʩʪʘʚʢʝ ʘʚʪʦʤʘʪʠʯʝʩʢʠʭ ʧʨʦʤʝʞʫʪʦʯʥʳʭ ʠʪʦʛʦʚ Excel ʠʟʤʝ-

ʥʷʝʪ ʨʘʟʤʝʪʢʫ ʩʧʠʩʢʘ, ʛʨʫʧʧʠʨʫʷ ʩʪʨʦʢʠ ʜʘʥʥʳʭ ʩ ʢʘʞʜʦʡ ʩʚʟ̫ʘʥʥʦʡ 

ʩʪʨʦʢʦʡ ʧʨʦʤʝʞʫʪʦʯʥʳʭ ʠʪʦʛʦʚ, ʘ ʩʪʨʦʢʠ ʧʨʦʤʝʞʫʪʦʯʥʳʭ ʠʪʦʛʦʚ ï 

ʩʦ ʩʪʨʦʢʦʡ ʦʙʱʠʭ ʠʪʦʛʦʚ. 

ʉʫʱʝʩʪʚʫʝʪ ʚʦʟʤʦʞʥʦʩʪʴ ʚʳʙʦʨʘ ʬʫʥʢʮʠʠ, ʠʩʧʦʣʴʟʫʝʤʦʡ ʚ Excel 

ʜʣʷ ʚʳʯʠʩʣʝʥʠʷ ʠʪʦʛʦʚ. ɺ ʜʘʥʥʦʤ ʧʨʠʤʝʨʝ ʜʣʷ ʚʳʯʠʩʣʝʥʠʷ ʧʨʦʤʝ-

ʞʫʪʦʯʥʳʭ ʠ ʦʙʱʠʭ ʠʪʦʛʦʚ ʧʦ ʚʩʝʤʫ ʣʠʩʪʫ ʠʩʧʦʣʴʟʫʝʪʩʷ ʬʫʥʢʮʠʷ 

ʉʋʄʄ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʧʨʦʤʝʞʫʪʦʯʥʳʭ ʠʪʦʛʦʚ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʜʝʣʠʪʴ ʷʯʝʡʢʫ ʩʧʠʩʢʘ ʜʘʥʥʳʭ; 

Å ʠʟ ʤʝʥʶ ɼʘʥʥʳʝ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʀʪʦʛʠ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʇʨʦʤʝʞʫʪʦʯʥʳʝ ʠʪʦʛʠ ʚ ʩʧʠʩʢʝ ʇʨʠ ʢʘʞ-

ʜʦʤ ʠʟʤʝʥʝʥʠʠ ʚ ʚʳʙʨʘʪʴ ʢʦʣʦʥʢʫ ʪʘʙʣʠʮʳ, ʩʦʜʝʨʞʘʱʫʶ ʦʪʩʦʨʪʠ-

ʨʦʚʘʥʥʳʝ ʜʘʥʥʳʝ. ʇʨʠ ʠʟʤʝʥʝʥʠʠ ʟʥʘʯʝʥʠʷ ʚ ʜʘʥʥʦʡ ʢʦʣʦʥʢʝ ʙʫʜʫʪ 

ʧʦʜʚʦʜʠʪʴʩʷ ʠʪʦʛʠ; 

Å ʚ ʩʧʠʩʢʝ ʆʧʝʨʘʮʠʷ ʚʳʙʨʘʪʴ ʦʧʝʨʘʮʠʶ, ʚʳʧʦʣʥʷʝʤʫʶ ʥʘʜ ʜʘʥ-

ʥʳʤʠ; 

Å ʚ ʩʧʠʩʢʝ ɼʦʙʘʚʠʪʴ ʠʪʦʛʠ ʧʦ ʚʳʙʨʘʪʴ ʜʘʥʥʳʝ, ʢʦʪʦʨʳʝ ʜʦʣʞʥʳ 

ʫʯʘʩʪʚʦʚʘʪʴ ʚ ʨʘʩʯʝʪʘʭ, ʫʩʪʘʥʦʚʠʚ ʬʣʘʞʢʠ ʪʨʝʙʫʝʤʳʭ ʩʪʦʣʙʮʦʚ ʜʘʥ-

ʥʳʭ; 

Å ʫʩʪʘʥʦʚʠʪʴ ʪʨʝʙʫʝʤʳʝ ʬʣʘʞʢʠ ʚ ʧʦʣʝ: 

ï ɿʘʤʝʥʠʪʴ ʪʝʢʫʱʠʝ ʠʪʦʛʠ, ʯʪʦʙʳ ʟʘʤʝʥʠʪʴ ʚʩʝ ʩʪʘʨʳʝ ʧʨʦʤʝ-

ʞʫʪʦʯʥʳʝ ʠʪʦʛʠ ʥʘ ʚʥʦʚʴʩʦʟʜʘʚʘʝʤʳʝ; 

ï ʂʦʥʝʮ ʩʪʨʘʥʠʮʳ ʤʝʞʜʫ ʛʨʫʧʧʘʤʠ, ʯʪʦʙʳ ʧʝʯʘʪʴ ʦʜʥʦʡ ʛʨʫʧ-

ʧʳ ʦʩʫʱʝʩʪʚʣʷʣʘʩʴ ʥʘ ʦʪʜʝʣʴʥʦʡ ʩʪʨʘʥʠʮʝ; 

ï ʀʪʦʛʠ ʧʦʜ ʜʘʥʥʳʤʠ, ʯʪʦʙʳ ʨʘʟʤʝʱʘʪʴ ʠʪʦʛʦʚʳʝ ʜʘʥʥʳʝ ʧʦʜ 

ʜʝʪʘʣʴʥʳʤʠ ʜʘʥʥʳʤʠ. 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʫʜʘʣʝʥʠʷ ʧʨʦʤʝʞʫʪʦʯʥʳʭ ʠʪʦʛʦʚ ʥʝʦʙʭʦʜʠʤʦ ʠʟ 

ʤʝʥʶ ɼʘʥʥʳʝ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʀʪʦʛʠ, ʘ ʟʘʪʝʤ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ 

ʇʨʦʤʝʞʫʪʦʯʥʳʝ ʠʪʦʛʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʋʙʨʘʪʴ ʚʩʝ. 

ʉʚʦʜʥʘʷ ʪʘʙʣʠʮʘ. ʉʚʦʜʥʘʷ ʪʘʙʣʠʮʘ ï ʵʪʦ ʩʨʝʜʩʪʚʦ, ʫʧʦʨʷ-

ʜʦʯʠʚʘʶʱʝʝ ʠʥʬʦʨʤʘʮʠʶ. ʈʘʩʧʨʝʜʝʣʝʥʠʝ ʠʥʬʦʨʤʘʮʠʠ ʚ ʩʚʦʜʥʦʡ 

ʪʘʙʣʠʮʝ ʟʘʜʘʝʪʩʷ ʧʦʣʴʟʦʚʘʪʝʣʝʤ, ʫʢʘʟʳʚʘʷ, ʢʘʢʠʝ ʧʦʣʷ ʠ ʵʣʝʤʝʥʪʳ 
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ʜʦʣʞʥʳ ʚ ʥʝʡ ʩʦʜʝʨʞʘʪʴʩʷ. ʇʦʣʝ ï ʵʪʦ ʥʝʢʦʪʦʨʘʷ ʦʙʱʘʷ ʢʘʪʝʛʦ-

ʨʠʷ, ʘ ʵʣʝʤʝʥʪ ï ʵʪʦ ʦʪʜʝʣʴʥʦʝ ʟʥʘʯʝʥʠʝ ʚʥʫʪʨʠ ʥʝʢʦʪʦʨʦʡ ʢʘʪʝʛʦʨʠʠ 

ʟʥʘʯʝʥʠʡ. 

ʅʝʧʦʩʨʝʜʩʪʚʝʥʥʦ ʚ ʩʚʦʜʥʦʡ ʪʘʙʣʠʮʝ ʥʝʣʴʟʷ ʠʟʤʝʥʷʪʴ ʠ ʚʚʦʜʠʪʴ 

ʜʘʥʥʳʝ, ʤʦʞʥʦ ʪʦʣʴʢʦ ʠʟʤʝʥʷʪʴ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʠ ʚʳʙʠʨʘʪʴ ʨʘʟ-

ʣʠʯʥʳʝ ʧʘʨʘʤʝʪʨʳ ʚʳʯʠʩʣʝʥʠʡ. 

ʉʚʦʜʥʳʝ ʪʘʙʣʠʮʳ ʩʦʟʜʘʶʪʩʷ ʩ ʧʦʤʦʱʴʶ ʄʘʩʪʝʨʘ ʩʚʦʜʥʳʭ ʪʘʙ-

ʣʠʮ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʩʚʦʜʥʫʶ ʪʘʙʣʠʮʫ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʠʟ ʤʝʥʶ ɼʘʥʥʳʝ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʚʦʜʥʘʷ ʪʘʙʣʠʮʘ; 

Å ʫʩʪʘʥʦʚʠʪʴ ʧʝʨʝʢʣʶʯʘʪʝʣʴ ɺ ʩʧʠʩʢʝ ʠʣʠ ɹʘʟʝ ʜʘʥʥʳʭ Microsoft 

Excel, ʟʘʪʝʤ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ; 

Å ʚʳʜʝʣʠʪʴ ʜʠʘʧʘʟʦʥ ʜʘʥʥʳʭ, ʧʦ ʢʦʪʦʨʳʤ ʙʫʜʝʪ ʩʪʨʦʠʪʴʩʷ ʩʚʦʜʥʘʷ 

ʪʘʙʣʠʮʘ, ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ; 

Å ʫʢʘʟʘʪʴ, ʛʜʝ ʨʘʟʤʝʱʘʪʴ ʩʚʦʜʥʫʶ ʪʘʙʣʠʮʫ ï ʥʘ ʥʦʚʦʤ ʠʣʠ ʩʫʱʝ-

ʩʪʚʫʶʱʝʤ ʣʠʩʪʝ; 

Å ʚʳʜʝʣʠʪʴ ʚ ʦʢʥʝ ʉʧʠʩʦʢ ʧʦʣʝʡ ʩʚʦʜʥʦʡ ʪʘʙʣʠʮʳ ʧʦʣʝ, ʩʦʜʝʨ-

ʞʘʱʝʝ ʜʘʥʥʳʝ, ʠ ʧʝʨʝʪʘʱʠʪʴ ʝʛʦ ʚ ʥʫʞʥʫʶ ʦʙʣʘʩʪʴ ʠʣʠ ʚʳʙʨʘʪʴ ʪʨʝ-

ʙʫʝʤʦʝ ʟʥʘʯʝʥʠʝ ʚ ʩʧʠʩʢʝ ʈʘʟʤʝʱʝʥʠʝ ʜʘʥʥʳʭ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ 

ʇʦʤʝʩʪʠʪʴ; 

Å ʚ ʩʚʦʜʥʫʶ ʪʘʙʣʠʮʫ ʤʦʞʥʦ ʜʦʙʘʚʠʪʴ ʦʧʨʝʜʝʣʝʥʥʳʡ ʬʠʣʴʪʨ ʜʘʥ-

ʥʳʭ. ɼʣʷ ʵʪʦʛʦ ʥʫʞʥʦ ʧʝʨʝʤʝʩʪʠʪʴ ʥʝʦʙʭʦʜʠʤʦʝ ʧʦʣʝ ʚ ʦʙʣʘʩʪʴ 

ʉʪʨʘʥʠʮʘ; 

Å ʚʳʙʨʘʪʴ ʚʠʜ ʩʚʦʜʥʦʡ ʪʘʙʣʠʮʳ ʤʦʞʥʦ, ʥʘʞʘʚ ʢʥʦʧʢʫ ʌʦʨʤʘʪ 

ʦʪʯʝʪʘ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʉʚʦʜʥʳʝ ʪʘʙʣʠʮʳ, ʠʣʠ ʠʟ ʤʝʥʶ 

ʌʦʨʤʘʪ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɸʚʪʦʬʦʨʤʘʪ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 

1. ʂʘʢ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʚʚʦʜ ʬʦʨʤʫʣ ʚ ʷʯʝʡʢʫ? 

2. ʂʘʢ ʫʢʘʟʳʚʘʶʪʩʷ ʘʜʨʝʩʘ ʷʯʝʝʢ? 

3. ʂʘʢʠʤ ʦʙʨʘʟʦʤ ʤʦʞʥʦ ʚʚʝʩʪʠ ʬʫʥʢʮʠʶ ʚ ʩʪʨʦʢʫ ʬʦʨʤʫʣ? 

4. ʉ ʧʦʤʦʱʴʶ ʯʝʛʦ ʤʦʞʥʦ ʧʦʩʪʨʦʠʪʴ ʜʠʘʛʨʘʤʤʫ ʜʘʥʥʳʭ? 

5. ʂʘʢ ʨʝʜʘʢʪʠʨʫʶʪʩʷ ʵʣʝʤʝʥʪʳ ʜʠʘʛʨʘʤʤʳ? 

6. ʂʘʢʠʤ ʦʙʨʘʟʦʤ ʜʦʙʘʚʣʷʶʪʩʷ ʚ ʜʠʘʛʨʘʤʤʫ ʜʘʥʥʳʝ? 

7. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʦʪʩʦʨʪʠʨʦʚʘʪʴ 

ʜʘʥʥʳʝ? 

8. ɺ ʯʝʤ ʦʩʦʙʝʥʥʦʩʪʠ ʧʝʯʘʪʠ ʜʦʢʫʤʝʥʪʦʚ ʚ Excel? 

9. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʦʩʫʱʝʩʪʚʠʪʴ 
ʧʦʠʩʢ ʩ ʧʦʤʦʱʴʶ ʬʦʨʤʳ ʜʘʥʥʳʭ? 

10. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʦʩʫʱʝʩʪʚʠʪʴ 

ʧʦʠʩʢ ʩ ʧʦʤʦʱʴʶ ʘʚʪʦʬʠʣʴʪʨʘ? 

11. ɺ ʢʘʢʠʭ ʩʣʫʯʘʷʭ ʠʩʧʦʣʴʟʫʝʪʩʷ ʨʘʩʰʠʨʝʥʥʳʡ ʘʚʪʦʬʠʣʴʪʨ? 
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12. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʚʳʯʠʩʣʠʪʴ 
ʧʨʦʤʝʞʫʪʦʯʥʳʝ ʠ ʦʙʱʠʝ ʪʦʛʠ ʚ ʩʧʠʩʢʘʭ? 

13. ʂʘʢ ʩʬʦʨʤʠʨʦʚʘʪʴ ʩʚʦʜʥʫʶ ʪʘʙʣʠʮʫ? 

 

6. ʇʨʘʢʪʠʯʝʩʢʘʷ ʨʘʙʦʪʘ 
1. ʀʤʝʝʪʩʷ ʙʘʟʘ ʜʘʥʥʳʭ, ʩʦʜʝʨʞʘʱʘʷ ʩʚʝʜʝʥʠʷ ʦʙ ʦʙʲʝʤʘʭ ʧʨʦʜʘʞ 

ʪʨʝʭ ʢʦʤʤʝʨʯʝʩʢʠʭ ʬʠʨʤ ʟʘ ʛʦʜ ʧʦ ʤʝʩʷʮʘʤ. 

 
ʊʘʙʣʠʮʘ 1. ʉʚʝʜʝʥʠʷ ʦʙ ʦʙʲʝʤʘʭ ʧʨʦʜʘʞ ʪʨʝʭ ʢʦʤʤʝʨʯʝʩʢʠʭ ʬʠʨʤ 

 ʌʠʨʤʘ 1 ʌʠʨʤʘ 2 ʌʠʨʤʘ 3 

ʗʥʚʘʨʴ ʆʙʲʝʤʳ ʧʨʦʜʘʞ ʆʙʲʝʤʳ ʧʨʦʜʘʞ ʆʙʲʝʤʳ ʧʨʦʜʘʞ 

ʌʝʚʨʘʣ ɹ    

é    

ɼʝʢʘʙʨʴ     

 

ʊʨʝʙʫʝʪʩʷ: 

ï ʩ ʧʦʤʦʱʴʶ ʬʦʨʤʫʣ ʧʦʜʩʯʠʪʘʪʴ ʛʦʜʦʚʦʡ ʦʙʲʝʤ ʧʨʦʜʘʞ ʜʣʷ ʢʘʞ-

ʜʦʡ ʬʠʨʤʳ; 

ï ʧʦʜʩʯʠʪʘʡʪʝ ʝʞʝʤʝʩʷʯʥʳʡ ʧʨʦʮʝʥʪ ʨʝʘʣʠʟʘʮʠʠ ʪʦʚʘʨʦʚ ʢʘʞʜʦʡ 

ʬʠʨʤʳ ʦʪʥʦʩʠʪʝʣʴʥʦ ʦʙʱʝʛʦʜʦʚʦʛʦ ʦʙʲʝʤʘ ʧʨʦʜʘʞʠ ʧʨʝʜʩʪʘʚʴʪʝ 

ʨʝʟʫʣʴʪʘʪʳ ʨʘʩʯʝʪʦʚ ʚ ʚʠʜʝ ʩʣʝʜʫʶʱʝʡ ʪʘʙʣʠʮʳ 2. 

 
ʊʘʙʣʠʮʘ 2. ɽʞʝʤʝʩʷʯʥʳʡ ʧʨʦʮʝʥʪ ʨʝʘʣʠʟʘʮʠʠ ʪʦʚʘʨʦʚ ʦʪʥʦʩʠʪʝʣʴʥʦ ʦʙ-

ʱʝʛʦʜʦʚʦʛʦ ʦʙʲʝʤʘ ʧʨʦʜʘʞʠ 

 ʌʠʨʤʘ 1 ʌʠʨʤʘ 2 ʌʠʨʤʘ 3 
ʆʙʲʝʤʳ 

ʧʨʦʜʘʞ 

% ʆʙʲʝʤʳ 

ʧʨʦʜʘʞ 

% ʆʙʲʝʤʳ 

ʧʨʦʜʘʞ 

% 

ʗʥʚʘʨʴ       

ʌʝʚʨʘʣʴ       

é       

ɼʝʢʘʙʨʴ        

ʀʪʦʛʦ ʟʘ ʛʦʜ       

 
2. ʀʤʝʝʪʩʷ ʙʘʟʘ ʜʘʥʥʳʭ, ʩʦʜʝʨʞʘʱʘʷ ʬʘʤʠʣʠʠ, ʤʝʩʪʦ ʨʦʞʜʝʥʠʷ ʠ 

ʜʘʪʳ ʨʦʞʜʝʥʠʷ ʘʙʠʪʫʨʠʝʥʪʦʚ. 

 
ʊʘʙʣʠʮʘ 3. ʉʚʝʜʝʥʠʷ ʦʙ ʘʙʠʪʫʨʠʝʥʪʘʭ 

 ʉʧʠʩʦʢ ʘʙʠʪʫʨʠʝʥʪʦʚ 

 ʌʀʆ ʄʝʩʪʦ ʨʦʞʜʝʥʠʷ ɼʘʪʘ ʨʦʞʜʝʥʠʷ 

1. ʇʝʪʨʦʚ ʆʣʝʛ ɻʦʤʝʣʴ 23.09.1988 
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ʄʠʭʘʡʣʦʚʠʯ 

é é  é 

ʊʨʝʙʫʝʪʩʷ ʚʳʯʠʩʣʠʪʴ ʚʦʟʨʘʩʪ ʥʘ 1 ʷʥʚʘʨʷ 2007 ʛʦʜʘ; 

 
3. ʉʦʟʜʘʪʴ ʙʘʟʫ ʜʘʥʥʳʭ, ʘʚʪʦʤʘʪʠʟʠʨʫʶʱʫʶ ʧʨʠʥʷʪʠʝ ʨʝʰʝʥʠʝ ʦ 

ʧʦʩʪʫʧʣʝʥʠʠ ʘʙʠʪʫʨʠʝʥʪʘ ʥʘ ʦʩʥʦʚʘʥʠʠ ʧʦʣʫʯʝʥʥʳʭ ʠʤ ʪʨʝʭ ʦʮʝʥʦʢ 

ʫʯʠʪʳʚʘʷ, ʯʪʦ ʧʨʦʭʦʜʥʦʡ ʙʘʣʣ 12.  

ʊʨʝʙʫʝʪʩʷ: 

ï ʩʦʩʪʘʚʠʪʴ ʪʘʙʣʠʮʫ 4; 

ï ʦʪʩʦʨʪʠʨʦʚʘʪʴ ʪʘʙʣʠʮʫ ʧʦ ʬʘʤʠʣʠʷʤ ʚ ʘʣʬʘʚʠʪʥʦʤ ʧʦʨʷʜʢʝ; 

ï ʦʪʩʦʨʪʠʨʦʚʘʪʴ ʜʘʥʥʳʝ ʧʦ ʨʝʟʫʣʴʪʘʪʘʤ ʘʥʘʣʠʟʘ ʪʘʢ, ʯʪʦʙʳ ʩʥʘʯʘ-

ʣʘ ʰʣʠ ʧʦʩʪʫʧʠʚʰʠʝ ʘʙʠʪʫʨʠʝʥʪʳ, ʟʘʪʝʤ ï ʥʝ ʧʨʦʰʝʜʰʠʝ ʧʦ ʢʦʥʢʫʨ-

ʩʫ, ʘ ʧʦʪʦʤ ï ʥʝ ʩʜʘʚʰʠʝ ʦʜʠʥ ʵʢʟʘʤʝʥ. 

ɺ ʢʦʥʮʝ ʪʘʙʣʠʮʳ ʚʳʚʝʜʠʪʝ ʠʪʦʛʦʚʳʝ ʟʥʘʯʝʥʠʷ:  

ɺʩʝʛʦ ʧʦʩʪʫʧʘʚʰʠʭ ï  

ʇʦʩʪʫʧʠʣʦ ï 

ʅʝ ʧʦʩʪʫʧʠʣʦ ï  

ɿʘʚʘʣʠʣʦ ï . 

 
ʊʘʙʣʠʮʘ 4. ʈʝʟʫʣʴʪʘʪʳ ʘʥʘʣʠʟʘ ʦ ʧʦʩʪʫʧʣʝʥʠʠ 

 ʌʀʆ ɼʘʪʘ 

ʨʦʞʜʝʥʠʷ 

ɺʦʟʨʘʩʪ ʆʮʝʥʢʠ ʉʫʤʤʘ 

ʙʘʣʣʦʚ 

ɸʥʘʣʠʟ 
ʤʘʪʝʤ ʬʠʟ ʨʫʩ 

1. ʇʝʪʨʦʚ ʆʣʝʛ 

ʄʠʭʘʡʣʦʚʠʯ  

23.09.1988 18 5 4 4 13 ʇʦʩʪʫʧʠʣ 

é é é é      

 
ʇʦ ʧʦʣʫʯʝʥʥʳʤ ʜʘʥʥʳʤ ʧʦʩʪʨʦʡʪʝ ʜʠʘʛʨʘʤʤʫ ʥʘ ʦʪʜʝʣʴʥʦʤ ʣʠʩʪʝ. 

 

4. ʆʧʨʝʜʝʣʠʪʝ, ʩʢʦʣʴʢʦ ʜʥʝʡ ʦʩʪʘʣʦʩʴ ʜʦ ʢʦʥʮʘ ʫʯʝʙʥʦʛʦ ʛʦʜʘ. 

5. ɼʣʷ ʢʚʘʜʨʘʪʥʦʛʦ ʫʨʘʚʥʝʥʠʷ 02 =++ cxbxa  ʟʘʜʘʡʪʝ ʢʦʵʬ-

ʬʠʮʠʝʥʪʳ ʠ ʥʘʡʜʠʪʝ ʢʦʨʥʠ, ʠʩʧʦʣʴʟʫʷ ʬʫʥʢʮʠʠ ʠ ʬʦʨʤʫʣʳ Excel.  

 

ɼʆɹɸɺʀʊʔ ʅɸ ʉɺʆɼʅʋʖ ʊɸɹʃʀʎʋ 
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ʇʈʆɽʂʊʀʈʆɺɸʅʀɽ ɹɸɿʓ ɼɸʅʅʓʍ ɺ MS ACCESS 

1. ɹʘʟʳ ʜʘʥʥʳʭ ï ʦʙʱʠʝ ʩʚʝʜʝʥʠʷ. 

2. ʊʠʧʳ ʜʘʥʥʳʭ ʠ ʨʘʟʤʝʨʳ ʧʦʣʝʡ. 

3. ʆʢʥʦ ʧʨʦʛʨʘʤʤʳ. 

4. ʈʘʟʨʘʙʦʪʢʘ ʠ ʩʦʟʜʘʥʠʝ ʙʘʟʳ ʜʘʥʥʳʭ. 

5. ʉʦʟʜʘʥʠʝ ʪʘʙʣʠʮ. 

6. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 

 

ʎʝʣʴ: ʧʨʠʦʙʨʝʪʝʥʠʝ ʥʘʚʳʢʦʚ ʨʘʙʦʪʳ ʧʦ ʩʦʟʜʘʥʠʶ ʙʘʟʳ ʜʘʥʥʳʭ ʚ 

MS Access. 

ɿʘʜʘʯʠ: 

ï ʫʤʝʪʴ ʚʳʙʠʨʘʪʴ ʪʠʧʳ ʜʘʥʥʳʭ ʠ ʨʘʟʤʝʨʳ ʧʦʣʝʡ; 

ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʙʘʟʳ ʜʘʥʥʳʭ ʩ ʧʦʤʦʱʴʶ ʤʘʩʪʝʨʘ ʠ ʙʝʟ ʤʘʩʪʝʨʘ; 

ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʪʘʙʣʠʮʳ ʩ ʧʦʤʦʱʴʶ ʤʘʩʪʝʨʘ, ʚ ʨʝʞʠʤʝ ʢʦʥ-

ʩʪʨʫʢʪʦʨʘ ʠ ʧʫʪʝʤ ʚʚʦʜʘ ʜʘʥʥʳʭ; 

ï ʫʤʝʪʴ ʜʦʙʘʚʣʷʪʴ, ʫʜʘʣʷʪʴ, ʠʟʤʝʥʷʪʴ ʧʦʣʷ ʠ ʜʘʥʥʳʝ ʚ ʪʘʙʣʠʮʘʭ. 

 

1. ɹʘʟʳ ʜʘʥʥʳʭ ï ʦʙʱʠʝ ʩʚʝʜʝʥʠʷ. ʇʨʦʛʨʘʤʤʘ Microsoft Access ï 

ʩʠʩʪʝʤʘ ʫʧʨʘʚʣʝʥʠʷ ʨʝʣʷʮʠʦʥʥʳʤʠ ʙʘʟʘʤʠ ʜʘʥʥʳʭ (ɹɼ). ʈʝʣʷʮʠʦʥ-

ʥʘʷ ɹɼ ï ʵʪʦ ʙʘʟʘ ʜʘʥʥʳʭ, ʚ ʢʦʪʦʨʦʡ ʠʥʬʦʨʤʘʮʠʷ ʭʨʘʥʠʪʩʷ ʚ ʦʜʥʦʡ 

ʠʣʠ ʥʝʩʢʦʣʴʢʠʭ ʪʘʙʣʠʮʘʭ ʠ ʩʚʷʟʴ ʤʝʞʜʫ ʥʠʤʠ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʧʦ-

ʩʨʝʜʩʪʚʦʤ ʟʥʘʯʝʥʠʡ ʦʜʥʦʛʦ ʠʣʠ ʥʝʩʢʦʣʴʢʠʭ ʩʦʚʧʘʜʘʶʱʠʭ ʧʦʣʝʡ. 

ɹʘʟʘ ʜʘʥʥʳʭ ï ʵʪʦ ʥʘʙʦʨ ʩʚʝʜʝʥʠʡ, ʦʪʥʦʩʷʱʠʭʩʷ ʢ ʦʧʨʝʜʝʣʝʥʥʦʡ 

ʪʝʤʝ ʠʣʠ ʟʘʜʘʯʝ, ʪʘʢʦʡ ʢʘʢ ʦʪʩʣʝʞʠʚʘʥʠʝ ʟʘʢʘʟʦʚ ʢʣʠʝʥʪʦʚ ʠʣʠ ʭʨʘ-

ʥʝʥʠʝ ʢʦʣʣʝʢʮʠʠ ʟʚʫʢʦʟʘʧʠʩʝʡ. ɽʩʣʠ ʙʘʟʘ ʜʘʥʥʳʭ ʭʨʘʥʠʪʩʷ ʥʝ ʥʘ 

ʢʦʤʧʴʶʪʝʨʝ ʠʣʠ ʥʘ ʢʦʤʧʴʶʪʝʨʝ ʭʨʘʥʷʪʩʷ ʪʦʣʴʢʦ ʝʝ ʯʘʩʪʠ, ʪʦ ʧʨʠʭʦ-

ʜʠʪʩʷ ʦʪʩʣʝʞʠʚʘʪʴ ʩʚʝʜʝʥʠʷ ʠʟ ʮʝʣʦʛʦ ʨʷʜʘ ʜʨʫʛʠʭ ʠʩʪʦʯʥʠʢʦʚ, ʢʦ-

ʪʦʨʳʝ ʧʦʣʴʟʦʚʘʪʝʣʴ ʜʦʣʞʝʥ ʩʢʦʦʨʜʠʥʠʨʦʚʘʪʴ ʠ ʦʨʛʘʥʠʟʦʚʘʪʴ ʩʘʤʦ-

ʩʪʦʷʪʝʣʴʥʦ. 

ʅʘʧʨʠʤʝʨ, ʪʝʣʝʬʦʥʳ ʧʦʩʪʘʚʱʠʢʦʚ ʩʦʭʨʘʥʷʶʪʩʷ ʚ ʨʘʟʥʳʭ ʤʝʩʪʘʭ: 

ʚ ʢʘʪʘʣʦʛʝ ʪʝʣʝʬʦʥʦʚ ʧʦʩʪʘʚʱʠʢʦʚ, ʢʘʨʪʦʪʝʢʝ ʩʚʝʜʝʥʠʡ ʦ ʪʦʚʘʨʘʭ ʠ 

ʵʣʝʢʪʨʦʥʥʦʡ ʪʘʙʣʠʮʝ, ʩʦʜʝʨʞʘʱʝʡ ʩʚʝʜʝʥʠʷ ʦ ʟʘʢʘʟʘʭ. ɽʩʣʠ ʪʝʣʝʬʦʥ 

ʧʦʩʪʘʚʱʠʢʘ ʠʟʤʝʥʠʣʩʷ, ʧʨʠʜʝʪʩʷ ʦʙʥʦʚʠʪʴ ʵʪʠ ʜʘʥʥʳʝ ʚ ʪʨʝʭ ʤʝʩʪʘʭ. 

ɺ ʙʘʟʝ ʜʘʥʥʳʭ ʜʦʩʪʘʪʦʯʥʦ ʦʙʥʦʚʠʪʴ ʠʥʬʦʨʤʘʮʠʶ ʪʦʣʴʢʦ ʚ ʦʜʥʦʤ 
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ʤʝʩʪʝ ï ʪʝʣʝʬʦʥ ʧʦʩʪʘʚʱʠʢʘ ʙʫʜʝʪ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʦʙʥʦʚʣʝʥ ʧʨʠ 

ʝʛʦ ʜʘʣʴʥʝʡʰʝʤ ʠʩʧʦʣʴʟʦʚʘʥʠʠ ʚ ʥʝʡ. 

ʌʘʡʣʳ ʙʘʟ ʜʘʥʥʳʭ M i c r o s o f t  A c c e s s. ʇʨʦʛʨʘʤʤʘ 

Microsoft Access ʧʦʟʚʦʣʷʝʪ ʫʧʨʘʚʣʷʪʴ ʚʩʝʤʠ ʩʚʝʜʝʥʠʷʤʠ ʠʟ ʦʜʥʦʛʦ 

ʬʘʡʣʘ ʙʘʟʳ ʜʘʥʥʳʭ. ɺ ʨʘʤʢʘʭ ʵʪʦʛʦ ʬʘʡʣʘ ʠʩʧʦʣʴʟʫʶʪʩʷ ʩʣʝʜʫʶɦ ʠʝ 

ʦʙ̡ʝʢʪʳ: 

Å ʪʘʙʣʠʮʳ ʜʣʷ ʩʦʭʨʘʥʝʥʠʷ ʜʘʥʥʳʭ; 

Å ʟʘʧʨʦʩʳ ʜʣʷ ʧʦʠʩʢʘ ʠ ʠʟʚʣʝʯʝʥʠʷ ʪʦʣʴʢʦ ʪʨʝʙʫʝʤʳʭ ʜʘʥʥʳʭ; 

Å ʬʦʨʤʳ ʜʣʷ ʧʨʦʩʤʦʪʨʘ, ʜʦʙʘʚʣʝʥʠʷ ʠ ʠʟʤʝʥʝʥʠʷ ʜʘʥʥʳʭ ʚ ʪʘʙʣʠ-

ʮʘʭ; 

Å ʦʪʯʝʪʳ ʜʣʷ ʘʥʘʣʠʟʘ ʠ ʧʝʯʘʪʠ ʜʘʥʥʳʭ ʚ ʦʧʨʝʜʝʣʝʥʥʦʤ ʬʦʨʤʘʪʝ; 

Å ʩʪʨʘʥʠʮʳ ʜʦʩʪʫʧʘ ʢ ʜʘʥʥʳʤ ʜʣʷ ʧʨʦʩʤʦʪʨʘ, ʦʙʥʦʚʣʝʥʠʷ ʠ ʘʥʘʣʠ-

ʟʘ ʜʘʥʥʳʭ ʠʟ ʙʘʟʳ ʜʘʥʥʳʭ ʯʝʨʝʟ ʀʥʪʝʨʥʝʪ ʠʣʠ ʠʥʪʨʘʩʝʪʴ. 

ɼʘʥʥʳʝ ʩʦʭʨʘʥʷʶʪʩʷ ʦʜʠʥ ʨʘʟ ʚ ʦʜʥʦʡ ʪʘʙʣʠʮʝ, ʥʦ ʧʨʦʩʤʘʪʨʠʚʘ-

ʶʪʩʷ ʠʟ ʨʘʟʣʠʯʥʳʭ ʨʘʩʧʦʣʦʞʝʥʠʡ. ʇʨʠ ʠʟʤʝʥʝʥʠʠ ʜʘʥʥʳʭ ʦʥʠ ʘʚʪʦ-

ʤʘʪʠʯʝʩʢʠ ʦʙʥʦʚʣʷʶʪʩʷ ʚʝʟʜʝ, ʛʜʝ ʧʦʷʚʣʷʶʪʩʷ. 

ʊʘʙʣʠʮʳ ʠ ʩʚʷʟʠ. ɼʣʷ ʭʨʘʥʝʥʠʷ ʜʘʥʥʳʭ ʩʦʟʜʘʶʪʩʷ ʪʘʙʣʠʮʳ 

(ʧʦ ʦʜʥʦʡ ʥʘ ʢʘʞʜʳʡ ʪʠʧ ʦʪʩʣʝʞʠʚʘʝʤʳʭ ʩʚʝʜʝʥʠʡ). ɼʣʷ ʦʙʲʝʜʠʥʝ-

ʥʠʷ ʜʘʥʥʳʭ ʠʟ ʥʝʩʢʦʣʴʢʠʭ ʪʘʙʣʠʮ ʚ ʟʘʧʨʦʩʝ, ʬʦʨʤʝ, ʦʪʯʝʪʝ ʠʣʠ ʥʘ 

ʩʪʨʘʥʠʮʝ ʜʦʩʪʫʧʘ ʢ ʜʘʥʥʳʤ ʦʧʨʝʜʝʣʷʶʪʩʷ ʩʚʷʟʠ ʤʝʞʜʫ ʪʘʙʣʠʮʘʤʠ. 

ɿʘʧʨʦʩʳ. ɼʣʷ ʧʦʠʩʢʘ ʠ ʚʳʚʦʜʘ ʜʘʥʥʳʭ, ʫʜʦʚʣʝʪʚʦʨʷʶʱʠʭ ʟʘ-

ʜʘʥʥʳʤ ʫʩʣʦʚʠʝʤ, ʚʢʣʶʯʘʷ ʜʘʥʥʳʝ ʠʟ ʥʝʩʢʦʣʴʢʠʭ ʪʘʙʣʠʮ, ʩʦʟʜʘʶʪʩʷ 

ʟʘʧʨʦʩʳ ʢ ʜʘʥʥʳʤ. ɿʘʧʨʦʩ ʪʘʢʞʝ ʤʦʞʝʪ ʦʙʥʦʚʣʷʪʴ ʠʣʠ ʫʜʘʣʷʪʴ ʥʝ-

ʩʢʦʣʴʢʦ ʟʘʧʠʩʝʡ ʦʜʥʦʚʨʝʤʝʥʥʦ ʠ ʧʨʦʠʟʚʦʜʠʪʴ ʩʪʘʥʜʘʨʪʥʳʝ ʠʣʠ ʧʦʣʴ-

ʟʦʚʘʪʝʣʴʩʢʠʝ ʚʳʯʠʩʣʝʥʠʷ ʩ ʜʘʥʥʳʤʠ. 

ɺ ʵʪʦʤ ʟʘʧʨʦʩʝ ʦʨʛʘʥʠʟʫʝʪʩʷ ʜʦʩʪʫʧ ʢ ʨʘʟʥʳʤ ʪʘʙʣʠʮʘʤ ʜʣʷ ʦʪʦʙ-

ʨʘʞʝʥʠʷ ʢʦʜʘ ʟʘʢʘʟʘ, ʥʘʟʚʘʥʠʷ ʢʦʤʧʘʥʠʠ, ʛʦʨʦʜʘ ʠ ʜʘʪʳ ʠʩʧʦʣʥʝʥʠʷ 

ʜʣʷ ʟʘʢʘʟʯʠʢʦʚ ʠʟ ʦʧʨʝʜʝʣʝʥʥʦʛʦ ʛʦʨʦʜʘ, ʩʜʝʣʘʚʰʠʭ ʟʘʢʘʟʳ, ʢʦʪʦʨʳʝ 

ʩʣʝʜʫʝʪ ʚʳʧʦʣʥʠʪʴ ʚ ʦʜʥʦʤ ʤʝʩʷʮʝ. 

ʌʦʨʤ.r ɼʣʷ ʧʨʦʩʪʦʪʳ ʧʨʦʩʤʦʪʨʘ, ʚʚʦʜʘ ʠ ʠʟʤʝʥʝʥʠʷ ʜʘʥʥʳʭ 

ʥʝʧʦʩʨʝʜʩʪʚʝʥʥʦ ʚ ʪʘʙʣʠʮʝ ʩʦʟʜʘʶʪʩʷ ʬʦʨʤʳ ʚʚʦʜʘ. ʇʨʠ ʦʪʢʨʪrʠʠ 

ʬʦʨʤʳ Microsoft Access ʦʪʙʠʨʘʝʪ ʜʘʥʥʳʝ ʠʟ ʦʜʥʦʡ ʠʣʠ ʙʦʣʝʝ ʪʘʙʣʠʮ 

ʠ ʚʳʚʦʜʠʪ ʠʭ ʥʘ ʵʢʨʘʥ ʩ ʠʩʧʦʣʴʟʦʚʘʥʠʝʤ ʤʘʢʝʪʘ, ʚʳʙʨʘʥʥʦʛʦ ʚ ʤʘ-

ʩʪʝʨʝ ʬʦʨʤ ʠʣʠ ʩʦʟʜʘʥʥʦʛʦ ʧʦʣʴʟʦʚʘʪʝʣʝʤ ʩʘʤʦʩʪʦʷʪʝʣʴʥʦ ʚ ʨʝʞʠʤʝ 

ʢʦʥʩʪʨʫʢʪʦʨʘ. 

ɺ ʬʦʨʤʝ ʚʥʠʤʘʥʠʝ ʩʦʩʨʝʜʦʪʦʯʝʥʦ ʥʘ ʦʜʥʦʡ ʟʘʧʠʩʠ ʠ ʤʦʛʫʪ ʦʪʦʙ-

ʨʘʞʘʪʴʩʷ ʧʦʣʷ ʠʟ ʥʝʩʢʦʣʴʢʠʭ ʪʘʙʣʠʮ. ʂʨʦʤʝ ʪʦʛʦ, ʬʦʨʤʘ ʧʦʟʚʦʣʷʝʪ 
ʦʪʦʙʨʘʞʘʪʴ ʨʠʩʫʥʢʠ ʠ ʜʨʫʛʠʝ ʦʙʲʝʢʪʳ. 

ʌʦʨʤʘ ʤʦʞʝʪ ʩʦʜʝʨʞʘʪʴ ʢʥʦʧʢʠ, ʚʳʧʦʣʥʷʶʱʠʝ ʧʝʯʘʪʴ, ʦʪʢʨʚrʘ-

ʶʱʠʝ ʜʨʫʛʠʝ ʦʙʲʝʢʪʳ ʠʣʠ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʧʨʦʠʟʚʦʜʠʚʰʠʝ ʨʘʟʣʠʯʥʳʝ 

ʟʘʜʘʯʠ. 
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ʆʪʯʝʪʳ. ɼʣʷ ʘʥʘʣʠʟʘ ʜʘʥʥʳʭ ʠʣʠ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʠʭ ʦʧʨʝ-

ʜʝʣʝʥʥʳʤ ʦʙʨʘʟʦʤ ʚ ʧʝʯʘʪʥʦʤ ʚʠʜʝ ʩʦʟʜʘʶʪʩʷ ʦʪʯʝʪʳ. ʅʘʧʨʠʤʝʨ, 

ʤʦʞʥʦ ʥʘʧʝʯʘʪʘʪʴ ʦʜʠʥ ʦʪʯʝʪ, ʛʨʫʧʧʠʨʫʶʱʠʡ ʜʘʥʥʳʝ ʠ ʚʳʯʠʩʣʷʶ-

ʱʠʡ ʠʪʦʛʦʚʳʝ ʟʥʘʯʝʥʠʷ, ʠ ʝʱʝ ʦʜʠʥ ʦʪʯʝʪ ʩ ʜʨʫʛʠʤʠ ʜʘʥʥʳʤʠ, ʦʪ-

ʬʦʨʤʘʪʠʨʦʚʘʥʥʳʤʠ ʜʣʷ ʧʝʯʘʪʠ ʧʦʯʪʦʚʳʭ ʥʘʢʣʝʝʢ. 

ʉʪʨʘʥʠʮʳ ʜʦʩʪʫʧʘ ʢ ʜʘʥʥʳʤ. ʏʪʦʙʳ ʩʜʝʣʘʪʴ ʜʘʥʥʳʝ 

ʜʦʩʪʫʧʥʳʤʠ ʯʝʨʝʟ ʀʥʪʝʨʥʝʪ ʠʣʠ ʠʥʪʨʘʩʝʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʦʪʯʝʪʦʚ ʚ 

ʠʥʪʝʨʘʢʪʠʚʥʦʤ ʨʝʞʠʤʝ, ʚʚʦʜʘ ʜʘʥʥʳʭ ʠʣʠ ʠʭ ʘʥʘʣʠʟʘ, ʠʩʧʦʣʴʟʫʶʪʩʷ 

ʩʪʨʘʥʠʮʳ ʜʦʩʪʫʧʘ ʢ ʜʘʥʥʳʤ. Microsoft Access ʠʟʚʣʝʢʘʝʪ ʜʘʥʥʳʝ ʠʟ 

ʦʜʥʦʡ ʠʣʠ ʥʝʩʢʦʣʴʢʠʭ ʪʘʙʣʠʮ ʠ ʦʪʦʙʨʘʞʘʝʪ ʠʭ ʥʘ ʵʢʨʘʥʝ ʩ ʠʩʧʦʣʴʟʦ-

ʚʘʥʠʝʤ ʤʘʢʝʪʘ, ʨʘʟʨʘʙʦʪʘʥʥʦʛʦ ʧʦʣʴʟʦʚʘʪʝʣʝʤ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦ-

ʨʘ ʠʣʠ ʩʦʟʜʘʥʥʦʛʦ ʩ ʧʦʤʦʱʴʶ ʤʘʩʪʝʨʘ ʩʪʨʘʥʠʮ. 

 
2. ʊʠʧʳ ʜʘʥʥʳʭ ʠ ʨʘʟʤʝʨʳ ʧʦʣʝʡ. ʊʠʧ ʜʘʥʥʳʭ ï ʭʘʨʘʢʪʝʨʠʩʪʠʢʘ 

ʧʦʣʷ, ʦʧʨʝʜʝʣʷʶʱʘʷ ʪʠʧ ʜʘʥʥʳʭ, ʢʦʪʦʨʳʡ ʤʦʞʝʪ ʩʦʜʝʨʞʘʪʴ ʵʪʦ ʧʦ-

ʣʝ. ʉʫʱʝʩʪʚʫʶʪ ʩʣʝʜʫʶɦ ʠʝ ʪʠʧʳ ʜʘʥʥʳʭ: Boolean; Integer; Long; 

Currency; Single; Double; Date; String; Variant. 

ʇʨʠ ʚʳʙʦʨʝ ʪʠʧʘ ʜʘʥʥʳʭ, ʠʩʧʦʣʴʟʫʝʤʳʭ ʚ ʧʦʣʝ, ʥʝʦʙʭʦʜʠʤʦ ʫʯʠ-

ʪʳʚʘʪʴ: 

Å ʢʘʢʠʝ ʟʥʘʯʝʥʠʷ ʜʦʣʞʥʳ ʦʪʦʙʨʘʞʘʪʴʩʷ ʚ ʧʦʣʝ (ʥʘʧʨʠʤʝʨ, ʥʝʣʴʟʷ 

ʭʨʘʥʠʪʴ ʪʝʢʩʪ ʚ ʧʦʣʝ, ʠʤʝʶʱʝʤ ʯʠʩʣʦʚʦʡ ʪʠʧ ʜʘʥʥʳʭ); 

Å ʩʢʦʣʴʢʦ ʤʝʩʪʘ ʥʝʦʙʭʦʜʠʤʦ ʜʣʷ ʭʨʘʥʝʥʠʷ ʟʥʘʯʝʥʠʡ ʚ ʧʦʣʝ; 

Å ʢʘʢʠʝ ʦʧʝʨʘʮʠʠ ʜʦʣʞʥʳ ʧʨʦʠʟʚʦʜʠʪʴʩʷ ʩʦ ʟʥʘʯʝʥʠʷʤʠ ʚ ʧʦʣʝ 

(ʥʘʧʨʠʤʝʨ, ʩʫʤʤʠʨʦʚʘʪʴ ʟʥʘʯʝʥʠʷ ʤʦʞʥʦ ʚ ʯʠʩʣʦʚʳʭ ʧʦʣʷʭ ʠ ʚ ʧʦ-

ʣʷʭ, ʠʤʝʶʱʠʭ ʜʝʥʝʞʥʳʡ ʬʦʨʤʘʪ, ʘ ʚ ʪʝʢʩʪʦʚʳʭ ʧʦʣʷʭ ʥʝʣʟɹʷ); 

Å ʥʫʞʥʘ ʣʠ ʩʦʨʪʠʨʦʚʢʘ ʠʣʠ ʠʥʜʝʢʩʠʨʦʚʘʥʠʝ ʧʦʣʷ; 

Å ʥʝʦʙʭʦʜʠʤʦ ʣʠ ʠʩʧʦʣʴʟʦʚʘʥʠʝ ʧʦʣʝʡ ʚ ʛʨʫʧʧʠʨʦʚʢʝ ʟʘʧʠʩʝʡ ʚ 

ʟʘʧʨʦʩʘʭ ʠʣʠ ʦʪʯʝʪʘʭ; 

Å ʢʘʢʠʤ ʦʙʨʘʟʦʤ ʜʦʣʞʥʳ ʙʳʪʴ ʦʪʩʦʨʪʠʨʦʚʘʥʳ ʟʥʘʯʝʥʠʷ ʚ ʧʦʣʝ. 

ʏʠʩʣʘ ʚ ʪʝʢʩʪʦʚʳʭ ʧʦʣʷʭ ʩʦʨʪʠʨʫʶʪʩʷ ʢʘʢ ʩʪʨʦʢʠ ʮʠʬʨ (1, 10, 100, 2, 

20, 200 ʠ ʪ. ʜ.), ʘ ʥʝ ʢʘʢ ʯʠʩʣʦʚʳʝ ʟʥʘʯʝʥʠʷ. ɼʣʷ ʩʦʨʪʠʨʦʚʢʠ ʯʠʩʝʣ 

ʢʘʢ ʯʠʩʣʦʚʳʭ ʟʥʘʯʝʥʠʡ ʠʩʧʦʣʴʟʫʡʪʝ ʯʠʩʣʦʚʳʝ ʧʦʣʷ ʠʣʠ ʧʦʣʷ, ʠʤʝʶ-

ʱʠʝ ʜʝʥʝʞʥʳʡ ʬʦʨʤʘʪ. ʊʘʢʞʝ ʤʥʦʛʠʝ ʬʦʨʤʘʪʳ ʜʘʪ ʥʝʚʦʟʤʦʞʥʦ ʦʪ-

ʩʦʨʪʠʨʦʚʘʪʴ ʥʘʜʣʝʞʘʱʠʤ ʦʙʨʘʟʦʤ, ʝʩʣʠ ʦʥʠ ʙʳʣʠ ʚʚʝʜʝʥʳ ʚ ʪʝʢʩʪʦ-

ʚʦʝ ʧʦʣʝ. ɼʣʷ ʦʙʝʩʧʝʯʝʥʠʷ ʩʦʨʪʠʨʦʚʢʠ ʜʘʪ ʠʩʧʦʣʴʟʫʡʪʝ ʧʦʣʝ ʪʠʧʘ 

çɼʘʪʘ/ʚʨʝʤʷè. 
ɺʳʙʦʨ ʪʝʢʩʪʦʚʦʛʦ ʧʦʣʷ ʠʣʠ ʧʦʣʷ M E M O . ɼʃʗ 

ʭʨʘʥʝʥʠʷ ʜʘʥʥʳʭ ʚ ʚʠʜʝ ʪʝʢʩʪʘ ʠʣʠ ʢʦʤʙʠʥʘʮʠʠ ʪʝʢʩʪʘ ʠ ʮʠʬʨ ʚ Mi-

crosoft Access ʩʫʱʝʩʪʚʫʶʪ ʜʚʘ ʪʠʧʘ ʜʘʥʥʳʭ ʜʣʷ ʧʦʣʝʡ: ʪʝʢʩʪʦʚʳʝ ʠ 

ʧʦʣʷ MEMO. 
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ʊʝʢʩʪʦʚʳʡ ʪʠʧ ʜʘʥʥʳʭ ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʭʨʘʥʝʥʠʷ ʪʘʢʠʭ ʜʘʥ-

ʥʳʭ, ʢʘʢ ʠʤʝʥʘ, ʘʜʨʝʩʘ, ʘ ʪʘʢʞʝ ʯʠʩʝʣ, ʥʝ ʪʨʝʙʫʶʱʠʭ ʚʳʯʠʩʣʝʥʠʡ, 

ʥʘʧʨʠʤʝʨ ʥʦʤʝʨʦʚ ʪʝʣʝʬʦʥʦʚ, ʠʥʚʝʥʪʘʨʥʳʭ ʥʦʤʝʨʦʚ ʠʣʠ ʧʦʯʪʦʚʳʭ 

ʠʥʜʝʢʩʦʚ. ɺ ʪʝʢʩʪʦʚʦʤ ʧʦʣʝ ʤʦʞʝʪ ʥʘʭʦʜʠʪʴʩʷ ʜʦ 255 ʟʥʘʢʦʚ. ʇʦ 

ʫʤʦʣʯʘʥʠʶ ʫʩʪʘʥʘʚʣʠʚʘʝʪʩʷ ʨʘʟʤʝʨ ʧʦʣʷ 50 ʟʥʘʢʦʚ. ʉʚʦʡʩʪʚʦ ʈʘʟ-

ʤʝʨ ʧʦʣʷ ʦʧʨʝʜʝʣʷʝʪ ʤʘʢʩʠʤʘʣʴʥʦʝ ʢʦʣʠʯʝʩʪʚʦ ʟʥʘʢʦʚ, ʢʦʪʦʨʳʝ 

ʤʦʞʥʦ ʚʚʝʩʪʠ ʚ ʪʝʢʩʪʦʚʦʝ ʧʦʣʝ. 

ʊʠʧ ʜʘʥʥʳʭ çʇʦʣʝ MEMOè ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʭʨʘʥʝʥʠʷ ʙʦʣʝʝ 255 

ʟʥʘʢʦʚ. ɺ ʧʦʣʝ MEMO ʤʦʞʝʪ ʥʘʭʦʜʠʪʩʷ ʜʦ 65536 ʟʥʘʢʦʚ. 

ɺ ʪʝʢʩʪʦʚʳʭ ʧʦʣʷʭ ʠ ʧʦʣʷʭ MEMO ʤʦʛʫʪ ʭʨʘʥʠʪʴʩʷ ʪʦʣʴʢʦ ʚʚʝ-

ʜʝʥʥʳʝ ʟʥʘʢʠ, ʟʥʘʢʠ ʧʨʦʙʝʣʦʚ ʜʣʷ ʥʝʠʩʧʦʣʴʟʦʚʘʥʥʳʭ ʧʦʟʠʮʠʡ ʚ ʧʦʣʝ 

ʭʨʘʥʠʪʴʩʷ ʥʝ ʙʫʜʫʪ. 

ʄʦʞʥʦ ʦʪʩʦʨʪʠʨʦʚʘʪʴ ʠʣʠ ʩʛʨʫʧʧʠʨʦʚʘʪʴ ʪʝʢʩʪʦʚʳʝ ʧʦʣʷ ʠ ʧʦʣʷ 

ʪʠʧʘ MEMO, ʥʦ Microsoft Access ʠʩʧʦʣʴʟʫʝʪ ʪʦʣʴʢʦ ʧʝʨʚʳʝ 255 ʟʥʘ-

ʢʦʚ ʧʨʠ ʩʦʨʪʠʨʦʚʢʝ ʠ ʛʨʫʧʧʠʨʦʚʢʝ ʧʦʣʷ MEMO. 

ɺʳʙʦʨ ʯʠʩʣʦʚʦʛʦ ʠʣʠ ʜʝʥʝʞʥʦʛʦ ʪʠʧʘ ʧʦʣʷ. ɼʃʗ 

ʭʨʘʥʝʥʠʷ ʯʠʩʣʦʚʳʭ ʜʘʥʥʳʭ ʚ Microsoft Access ʩʫʱʝʩʪʚʫʶʪ ʜʚʘ ʪʠʧʘ 

ʜʘʥʥʳʭ ʜʣʷ ʧʦʣʝʡ: ʯʠʩʣʦʚʦʡ ʠ ʜʝʥʝʞʥʳʡ. 

ʏʠʩʣʦʚʳʝ ʧʦʣʷ ʠʩʧʦʣʴʟʫʶʪʩʷ ʜʣʷ ʭʨʘʥʝʥʠʷ ʯʠʩʣʦʚʳʭ ʜʘʥʥʳʭ, ʢʦ-

ʪʦʨʳʝ ʜʦʣʞʥʳ ʧʨʠʤʝʥʷʪʴʩʷ ʚ ʤʘʪʝʤʘʪʠʯʝʩʢʠʭ ʚʳʯʠʩʣʝʥʠʷʭ, ʟʘ ʠʩ-

ʢʣʶʯʝʥʠʝʤ ʜʝʥʝʞʥʳʭ ʨʘʩʯʝʪʦʚ, ʘ ʪʘʢʞʝ ʚʳʯʠʩʣʝʥʠʡ, ʪʨʝʙʫʶʱʠʭ 

ʚʳʩʦʢʦʡ ʪʦʯʥʦʩʪʠ. ʊʠʧ ʠ ʨʘʟʤʝʨ ʟʥʘʯʝʥʠʡ, ʢʦʪʦʨʳʝ ʤʦʛʫʪ ʥʘʭʦʜʠʪʴ-

ʩʷ ʚ ʯʠʩʣʦʚʦʤ ʧʦʣʝ, ʤʦʞʥʦ ʠʟʤʝʥʠʪʴ ʚ ʩʚʦʡʩʪʚʝ ʈʘʟʤʝʨ ʧʦʣʷ. 

ʅʘʧʨʠʤʝʨ, ʚ ʟʘʥʠʤʘʶʱʝʝ 1 ʙʘʡʪ ʥʘ ʜʠʩʢʝ ʧʦʣʝ ʩ ʨʘʟʤʝʨʦʤ çɹʘʡʪè 

ʜʦʧʫʩʢʘʝʪʩʷ ʚʚʦʜ ʪʦʣʴʢʦ ʮʝʣʳʭ ʯʠʩʝʣ (ʙʝʟ ʜʝʩʷʪʠʯʥʳʭ ʟʥʘʢʦʚ) ʦʪ 0 

ʜʦ 255. 

ɼʝʥʝʞʥʳʡ ʪʠʧ ʧʦʣʷ ʠʩʧʦʣʴʟʫʶʪ ʜʣʷ ʧʨʝʜʦʪʚʨʘʱʝʥʠʷ ʦʢʨʫʛʣʝʥʠʷ 

ʚʦ ʚʨʝʤʷ ʚʳʯʠʩʣʝʥʠʡ. ɺ ʜʝʥʝʞʥʳʭ ʧʦʣʷʭ ʦʙʝʩʧʝʯʠʚʘʶʪʩʷ 15 ʟʥʘʢʦʚ 

ʩʣʝʚʘ ʦʪ ʜʝʩʷʪʠʯʥʦʡ ʟʘʧʷʪʦʡ ʠ 4 ʟʥʘʢʘ ʩʧʨʘʚʘ. ɼʝʥʝʞʥʦʝ ʧʦʣʝ ʟʘʥʠ-

ʤʘʝʪ 8 ʙʘʡʪ ʥʘ ʜʠʩʢʝ. 

ʏʠʩʣʦʚʳʝ ʠ ʜʝʥʝʞʥʳʝ ʧʦʣʷ ʠʤʝʶʪ ʩʪʘʥʜʘʨʪʥʳʡ ʬʦʨʤʘʪ ʦʪʦʙʨʘ-

ʞʝʥʠʷ, ʪʘʢʞʝ ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʩʦʙʩʪʚʝʥʥʳʡ ʬʦʨʤʘʪ. 

ɺʳʙʦʨ ʧʦʣʷ ʩʯʝʪʯʠʢʘ. ɼʣʷ ʩʦʟʜʘʥʠʷ ʧʦʣʝʡ, ʚ ʢʦʪʦʨʳʝ ʧʨʠ 

ʜʦʙʘʚʣʝʥʠʠ ʟʘʧʠʩʠ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʚʚʦʜʠʪʩʷ ʫʥʠʢʘʣʴʥʦʝ ʯʠʩʣʦ, ʚ Mi-

crosoft Access ʩʫʱʝʩʪʚʫʝʪ ʪʠʧ ʜʘʥʥʳʭ ʩʯʝʪʯʠʢʘ. ʉʦʟʜʘʥʥʳʡ ʜʣʷ ʟʘ-

ʧʠʩʠ ʥʦʤʝʨ ʫʞʝ ʥʝ ʤʦʞʝʪ ʙʳʪʴ ʫʜʘʣʝʥ ʠʣʠ ʠʟʤʝʥʝʥ. ʇʦʣʝ ʩʯʝʪʯʠʢʘ 

ʤʦʞʝʪ ʛʝʥʝʨʠʨʦʚʘʪʴ ʪʨʠ ʪʠʧʘ ʯʠʩʝʣ: ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦ ʚʦʟʨʘʩʪʘʶʱʠʝ 
ʥʘ ʝʜʠʥʠʮʫ, ʩʣʫʯʘʡʥʳʝ ʯʠʩʣʘ, ʘ ʪʘʢʞʝ ʢʦʜʳ ʨʝʧʣʠʢʘʮʠʠ (ʪʘʢʞʝ 

ʥʘʟʳʚʘʝʤʳʝ GUID ï ʛʣʦʙʘʣʴʥʳʝ ʫʥʠʢʘʣʴʥʳʝ ʠʜʝʥʪʠʬʠʢʘʪʦʨʳ). 
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ʅʘʠʙʦʣʝʝ ʯʘʩʪʦ ʠʩʧʦʣʴʟʫʝʪʩʷ ʩʯʝʪʯʠʢ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦ ʚʦʟ-

ʨʘʩʪʘʁ ʱʠʭ ʯʠʩʝʣ. ʊʘʢʦʡ ʪʠʧ ʩʯʝʪʯʠʢʘ ʫʜʦʙʥʦ ʧʨʠʤʝʥʷʪʴ ʢʘʢ ʧʝʨ-

ʚʠʯʥʳʡ ʢʣʶʯ ʪʘʙʣʠʮʳ. 

ʇʝʨʚʠʯʥʳʡ ʢʣʶʯ ï ʦʜʥʦ ʠʣʠ ʥʝʩʢʦʣʴʢʦ ʧʦʣʝʡ (ʩʪʦʣʙʮʦʚ), ʢʦʤ-

ʙʠʥʘʮʠʷ ʟʥʘʯʝʥʠʡ ʢʦʪʦʨʳʭ ʦʜʥʦʟʥʘʯʥʦ ʦʧʨʝʜʝʣʷʝʪ ʢʘʞʜʫʶ ʟʘʧʠʩʴ ʚ 

ʪʘʙʣʠʮʝ. ʇʝʨʚʠʯʥʳʡ ʢʣʶʯ ʥʝ ʜʦʧʫʩʢʘʝʪ ʟʥʘʯʝʥʠʡ Null ʠ ʚʩʝʛʜʘ ʜʦʣ-

ʞʝʥ ʠʤʝʪʴ ʫʥʠʢʘʣʴʥʳʡ ʠʥʜʝʢʩ. ʇʝʨʚʠʯʥʳʡ ʢʣʶʯ ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ 

ʩʚʷʟʳʚʘʥʠʷ ʪʘʙʣʠʮʳ ʩ ʚʥʝʰʥʠʤʠ ʢʣʶʯʘʤʠ ʚ ʜʨʫʛʠʭ ʪʘʙʣʠʮʘʭ. 

ʉʯʝʪʯʠʢ ʩʣʫʯʘʡʥʳʭ ʯʠʩʝʣ ʩʦʟʜʘʝʪ ʩʣʫʯʘʡʥʳʡ ʥʦʤʝʨ ʜʣʷ ʢʘʞʜʦʡ 

ʟʘʧʠʩʠ ʚ ʪʘʙʣʠʮʝ. 

ʂʦʜ ʨʝʧʣʠʢʘʮʠʠ ʠʩʧʦʣʴʟʫʝʪʩʷ ʧʨʠ ʨʝʧʣʠʢʘʮʠʠ ʙʘʟʳ ʜʘʥʥʳʭ ʜʣʷ 

ʩʦʟʜʘʥʠʷ ʫʥʠʢʘʣʴʥʳʭ ʠʜʝʥʪʠʬʠʢʘʪʦʨʦʚ, ʦʙʝʩʧʝʯʠʚʘʶʱʠʭ ʩʠʥʭʨʦʥʠ-

ʟʘʮʠʶ ʨʝʧʣʠʢ. 

ʈʝʧʣʠʢʘʮʠʷ ʙʘʟʳ ʜʘʥʥʳʭ - ʩʦʟʜʘʥʠʷ ʜʚʫʭ ʠʣʠ ʥʝʩʢʦʣʴʢʠʭ ʢʦʧʠʡ 

(ʨʝʧʣʠʢ) ʦʜʥʦʡ ʙʘʟʳ ʜʘʥʥʳʭ Access. ɺ ʨʝʧʣʠʢʘʭ ʚʦʟʤʦʞʥʘ ʩʠʥʭʨʦʥʠ-

ʟʘʮʠʷ ʠʟʤʝʥʝʥʠʡ, ʚʥʝʩʝʥʥʳʭ ʚ ʜʘʥʥʳʝ ʦʜʥʦʡ ʠʟ ʨʝʧʣʠʢ, ʠʣʠ ʩʠʥʭʨʦ-

ʥʠʟʘʮʠʷ ʠʟʤʝʥʝʥʠʡ ʤʘʢʝʪʳ, ʚʳʧʦʣʥʝʥʥʳʭ ʚ ʦʩʥʦʚʥʦʡ ʨʝʧʣʠʢʝ. 

 

3. ʆʢʥʦ ʧʨʦʛʨʘʤʤʳ. ʆʢʥʦ ʙʘʟʳ ʜʘʥʥʳʭ ʩʦʜʝʨʞʠʪ ʩʣʝʜʫʶʱʠʝ ʦʙʲ-

ʝʢʪʳ: 

Å ʊʘʙʣʠʮʳ ï ʭʨʘʥʠʪʩʷ ʚʩʷ ʠʥʬʦʨʤʘʮʠʷ ʙʘʟʳ ʜʘʥʥʳʭ; 

Å ɿʘʧʨʦʩʳ ï ʩʨʝʜʩʪʚʦ ʜʣʷ ʠʟʚʣʝʯʝʥʠʷ ʠʥʬʦʨʤʘʮʠʠ ʧʦ ʨʘʟʣʠʯʥʳʤ 

ʢʨʠʪʝʨʠʷʤ; 

Å ʌʦʨʤʳ ï ʠʩʧʦʣʴʟʫʶʪʩʷ ʜʣʷ ʚʚʦʜʘ ʠ ʧʨʦʩʤʦʪʨʘ ʪʘʙʣʠʮ ʚ ʦʢʥʝ 

ʬʦʨʤʳ; 

Å ʆʪʯʝʪʳ ï ʧʨʠʤʝʥʷʶʪʩʷ ʜʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʠʥʬʦʨʤʘʮʠʠ, ʩʦʜʝʨ-

ʞʘʱʝʡʩʷ ʚ ɹɼ ʠ ʚʳʚʦʜʝ ʝʝ ʥʘ ʧʝʯʘʪʴ; 

Å ʉʪʨʘʥʠʮʳ ï ʩʧʝʮʠʘʣʴʥʳʡ ʪʠʧ ʚʝʙ-ʩʪʨʘʥʠʮ, ʧʨʝʜʥʘʟʥʘʯʝʥʥʳʡ 

ʜʣʷ. ʧʨʦʩʤʦʪʨʘ ʠ ʨʘʙʦʪʳ ʯʝʨʝʟ ʀʥʪʝʨʥʝʪ ʠʣʠ ʠʥʪʨʘʩʝʪʴ ʩ ʜʘʥʥʳʤʠ, 

ʭʨʘʥʷʱʠʤʠʩʷ ʚ ʙʘʟʘʭ ʜʘʥʥʳʭ Microsoft Access ʠʣʠ ʚ ʙʘʟʘʭ ʜʘʥʥʳʭ 

Microsoft  SQL Server. ʉʪʨʘʥʠʮʘ ʜʦʩʪʫʧʘ ʢ ʜʘʥʥʳʤ ʤʦʞʝʪ ʪʘʢʞʝ 

ʚʢʣʶʯʘʪʴ ʜʘʥʥʳʝ ʠʟ ʜʨʫʛʠʭ ʠʩʪʦʯʥʠʢʦʚ, ʪʘʢʠʭ ʢʘʢ Microsoft Excel; 

Å ʄʘʢʨʦʩʳ ï ʧʨʝʜʥʘʟʥʘʯʝʥʳ ʜʣʷ ʘʚʪʦʤʘʪʠʟʘʮʠʠ ʯʘʩʪʦ ʚʳʧʦʣʥʷʝ-

ʤʳʭ ʦʧʝʨʘʮʠʡ; 

Å ʄʦʜʫʣʠ ï ʩʦʜʝʨʞʘʪ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʠʡ ʧʨʦʛʨʘʤʤʥʳʡ ʢʦʜ ʦʙʨʘ-

ʙʦʪʢʠ ʙʘʟʳ ʜʘʥʥʳʭ. 

 
4. ʈʘʟʨʘʙʦʪʢʘ ʠ ʩʦʟʜʘʥʠʝ ʙʘʟʳ ʜʘʥʥʳʭ. ʈʘʟʨʘʙʦʪʢʘ ʙʘʟʳ ʜʘʥʥʳʭ 

ʨʘʟʙʠʚʘʝʪʩʷ ʥʘ ʩʣʝʜʫʶʱʠʝ ʦʩʥʦʚʥʳʝ ʵʪʘʧʳ. 

Å ʦʧʨʝʜʝʣʝʥʠʝ ʮʝʣʠ ʩʦʟʜʘʥʠʷ ʙʘʟʳ ʜʘʥʥʳʭ; 

Å ʦʧʨʝʜʝʣʝʥʠʝ ʥʫʞʥʳʭ ʧʦʣʝʡ ʚ ʙʘʟʝ ʜʘʥʥʳʭ; 
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Å ʦʧʨʝʜʝʣʝʥʠʝ ʪʘʙʣʠʮ, ʢʦʪʦʨʳʝ ʜʦʣʞʥʘ ʩʦʜʝʨʞʘʪʴ ʙʘʟʘ ʜʘʥ-

ʥʳʭ; 

Å ʦʧʨʝʜʝʣʝʥʠʝ ʪʘʙʣʠʮ, ʢ ʢʦʪʦʨʳʤ ʦʪʥʦʩʷʪʩʷ ʧʦʣʷ; 

Å ʦʧʨʝʜʝʣʝʥʠʝ ʧʦʣʝʡ ʩ ʫʥʠʢʘʣʴʥʳʤʠ ʟʥʘʯʝʥʠʷʤʠ ʚ ʢʘʞʜʦʡ ʟʘʧʠʩʠ; 

Å ʦʧʨʝʜʝʣʝʥʠʝ ʩʚʷʟʝʡ ʤʝʞʜʫ ʪʘʙʣʠʮʘʤʠ; 

Å ʫʩʦʚʝʨʰʝʥʩʪʚʦʚʘʥʠʝ ʩʪʨʫʢʪʫʨʳ ʙʘʟʳ ʜʘʥʥʳʭ; 

Å ʚʚʦʜ ʜʘʥʥʳʭ ʠ ʩʦʟʜʘʥʠʝ ʜʨʫʛʠʭ ʦʙʲʝʢʪʦʚ ʙʘʟʳ ʜʘʥʥʳʭ;  

Å ʠʩʧʦʣʴʟʦʚʘʥʠʝ ʩʨʝʜʩʪʚ ʘʥʘʣʠʟʘ Microsoft Access (ʠʥʩʪʨʫʤʝʥʪʳ: 

ʄʘʩʪʝʨ ʘʥʘʣʠʟʘ ʪʘʙʣʠʮ, ʢʦʪʦʨʳʡ ʧʦʟʚʦʣʷʝʪ ʧʨʦʘʥʘʣʠʟʠʨʦʚʘʪʴ 

ʩʪʨʫʢʪʫʨʫ ʪʘʙʣʠʮʳ, ʧʨʝʜʣʦʞʠʪʴ ʧʦʜʭʦʜʷʱʠʝ ʥʦʚʳʝ ʩʪʨʫʢʪʫʨʳ ʠ ʩʚʷ-

ʟʠ, ʘ ʪʘʢʞʝ ʨʘʟʜʝʣʠʪʴ ʪʘʙʣʠʮʫ ʥʘ ʥʦʚʳʝ ʩʚʷʟʘʥʥʳʝ ʪʘʙʣʠʮʳ, ʝʩʣʠ ʵʪʦ 

ʠʤʝʝʪ ʩʤʳʩʣ; ʠ ɸʥʘʣʠʟʘʪʦʨ ʙʳʩʪʨʦʜʝʡʩʪʚʠʷ ʠʩʩʣʝʜʫʝʪ ʚʩʶ ʙʘʟʫ 

ʜʘʥʥʳʭ ʠ ʜʘʝʪ ʨʝʢʦʤʝʥʜʘʮʠʠ ʧʦ ʝʝ ʫʣʫʯʰʝʥʠʶ). 

ʉʦʟʜʘʥʠʝ ʙʘʟʳ ʜʘʥʥʳʭ. ɺ ʧʨʦʛʨʘʤʤʝ Microsoft Access 

ʧʦʜʜʝʨʞʠʚʘʶʪʩʷ ʜʚʘ ʩʧʦʩʦʙʘ ʩʦʟʜʘʥʠʷ ʙʘʟ ʜʘʥʥʳʭ. ʄʦʞʥʦ ʚʦʩʧʦʣʴ-

ʟʦʚʘʪʴʩʷ ʤʘʩʪʝʨʦʤ ʙʘʟ ʜʘʥʥʳʭ ʜʣʷ ʩʦʟʜʘʥʠʷ ʚʩʝʭ ʥʝʦʙʭʦʜʠʤʳʭ ʪʘʙ-

ʣʠʮ, ʬʦʨʤ ʠ ʦʪʯʝʪʦʚ ʜʣʷ ʙʘʟʳ ʜʘʥʥʳʭ ʚʳʙʨʘʥʥʦʛʦ ʪʠʧʘ ï ʵʪʦ ʧʨʦ-

ʩʪʝʡʰʠʡ ʩʧʦʩʦʙ ʥʘʯʘʣʴʥʦʛʦ ʩʦʟʜʘʥʠʷ ʙʘʟʳ ʜʘʥʥʳʭ. ʀʤʝʝʪʩʷ ʪʘʢʞʝ 

ʚʦʟʤʦʞʥʦʩʪʴ ʩʦʟʜʘʪʴ ʧʫʩʪʫʶ ʙʘʟʫ ʜʘʥʥʳʭ, ʘ ʟʘʪʝʤ ʜʦʙʘʚʠʪʴ ʚ ʥʝʝ 

ʪʘʙʣʠʮʳ, ʬʦʨʤʳ, ʦʪʯʝʪʳ ʠ ʜʨʫʛʠʝ ʦʙʲʝʢʪʳ ï ʵʪʦ ʥʘʠʙʦʣʝʝ ʛʠʙʢʠʡ 

ʩʧʦʩʦʙ, ʥʦ ʦʥ ʪʨʝʙʫʝʪ ʦʪʜʝʣʴʥʦʛʦ ʦʧʨʝʜʝʣʝʥʠʷ ʢʘʞʜʦʛʦ ʵʣʝʤʝʥʪʘ ʙʘ-

ʟʳ ʜʘʥʥʳʭ. ɺ ʦʙʦʠʭ ʩʣʫʯʘʷʭ ʩʦʟʜʘʥʥʫʶ ʙʘʟʫ ʜʘʥʥʳʭ ʤʦʞʥʦ ʚ ʣʶʙʦʝ 

ʚʨʝʤʷ ʠʟʤʝʥʠʪʴ ʠ ʨʘʩʰʠʨʠʪʴ. 

ʉʦʟʜʘʥʠʝ ʙʘʟʳ ʜʘʥʥʳʭ ʩ ʧʦʤʦʱʴʶ ʤʘʩʪʝʨʘ. ɼʣʷ 

ʪʦʛʦ ʯʪʦʙʳ ʩʦʟʜʘʪʴ ɹʘʟʫ ʜʘʥʥʳʭ ʩ ʧʦʤʦʱʴʶ ʤʘʩʪʝʨʘ, ʥʘʜʦ: 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʚ ʦʙʣʘʩʪʠ ʟʘʜʘʯ ʉʦʟʜʘʥʠʝ ʬʘʡʣʘ ʚʳʙʨʘʪʴ ʚ ʛʨʫʧʧʝ ʉʦʟʜʘʥʠʝ ʩ 

ʧʦʤʦʱʴʶ ʰʘʙʣʦʥʘ ʩʩʳʣʢʫ ʆʙʱʠʝ ʰʘʙʣʦʥʳ; 

Å ʚʳʙʨʘʪʴ ʟʥʘʯʦʢ ʧʦʜʭʦʜʷʱʝʛʦ ʰʘʙʣʦʥʘ ʙʘʟʳ ʜʘʥʥʳʭ ʥʘ ʚʢʣʘʜʢʝ 

ɹʘʟʳ ʜʘʥʥʳʭ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ OK ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʌʘʡʣ ʥʦʚʦʡ ʙʘʟʳ ʜʘʥʥʳʭ ʚʚʝʩʪʠ ʠʤʷ ʙʘʟʳ 

ʜʘʥʥʳʭ ʠ ʫʢʘʟʘʪʴ ʝʝ ʨʘʩʧʦʣʦʞʝʥʠʝ, ʘ ʟʘʪʝʤ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ; 

Å ʧʦʷʚʠʪʩʷ ʤʘʩʪʝʨ ʩʦʟʜʘʥʠʷ ʙʘʟʳ ʜʘʥʥʳʭ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ. ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʩʦʜʝʨ-

ʞʘʪʩʷ ʜʚʘ ʧʦʣʷ: ʊʘʙʣʠʮʳ ʙʘʟʳ ʜʘʥʥʳʭ ʠ ʇʦʣʷ ʪʘʙʣʠʮ ;r 

Å ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦ ʚʳʙʠʨʘʷ ʪʘʙʣʠʮʳ ʙʘʟʳ ʜʘʥʥʳʭ ʚ ʧʨʘʚʦʤ ʧʦʣʝ, 

ʫʩʪʘʥʦʚʠʪʴ ʜʣʷ ʢʘʞʜʦʡ ʠʟ ʥʠʭ ʪʨʝʙʫʝʤʳʝ ʧʦʣʷ ʚ ʣʝʚʦʤ ʧʦʣʝ ʠ ʥʘʞʘʪʴ 
ʢʥʦʧʢʫ ɼʘʣʝʝ; 

Å ʚʳʙʨʘʪʴ ʚʠʜ ʦʬʦʨʤʣʝʥʠʷ ʠʟ ʧʨʝʜʣʦʞʝʥʥʦʛʦ ʩʧʠʩʢʘ ʠ ʥʘʞʘʪʴ 
ʢʥʦʧʢʫ ɼʘʣʝʝ; 

Å ʚʳʙʨʘʪʴ ʚʠʜ ʩʦʟʜʘʚʘʝʤʳʭ ʦʪʯʝʪʦʚ ʜʣʷ ʙʘʟʳ ʜʘʥʥʳʭ;  
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Å ʟʘʜʘʪʴ ʥʘʟʚʘʥʠʝ ʜʣʷ ʙʘʟʳ ʜʘʥʥʳʭ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɻʦʪʦʚʦ. 
ɿʘʤʝʯʘʥʠʷ. 1. ʉ ʧʦʤʦʱʴʶ ʤʘʩʪʝʨʘ ʙʘʟ ʜʘʥʥʳʭ ʥʝʣʴʟʷ ʜʦʙʘʚʣʷʪʴ ʥʦ-

ʚʳʝ ʪʘʙʣʠʮʳ, ʬʦʨʤʳ ʠ ʦʪʯʝʪʳ ʚ ʩʫʱʝʩʪʚʫʶʱʫʶ ʙʘʟʫ ʜʘʥʥʳʭ. 

2. ʈʘʙʦʪʫ ʤʘʩʪʝʨʘ ʤʦʞʥʦ ʟʘʢʦʥʯʠʪʴ ʥʘ ʣʶʙʦʤ ʵʪʘʧʝ, ʥʘʞʘʚ ʢʥʦʧ-

ʢʫ ɻʦʪʦʚʦ. 

ʉʦʟʜʘʥʠʝ ʙʘʟʳ ʜʘʥʥʳʭ ʙʝʟ ʧʦʤʦʱʠ ʤʘʩʪʝʨʘ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʙʘʟʫ ʜʘʥʥʳʭ ʙʝʟ ʧʦʤʦʱʠ ʤʘʩʪʝʨʘ, ʥʝʦʙʭʦʜʠ-

ʤʦ: 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʚ ʦʙʣʘʩʪʠ ʟʘʜʘʯ ʉʦʟʜʘʥʠʝ ʬʘʡʣʘ ʚʳʙʨʘʪʴ ʚ ʛʨʫʧʧʝ ʉʦʟʜʘʥʠʝ 

ʩʩʳʣʢʫ ʅʦʚʘʷ ʙʘʟʘ ʜʘʥʥʳʭ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʌʘʡʣ ʥʦʚʦʡ ʙʘʟʳ ʜʘʥʥʳʭ ʚʚʝʩʪʠ ʠʤʷ ʙʘʟʳ 

ʜʘʥʥʳʭ ʠ ʫʢʘʟʘʪʴ ʝʝ ʨʘʩʧʦʣʦʞʝʥʠʝ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ; 

Å ʧʦʩʣʝ ʦʪʢʨʳʪʠʷ ʦʢʥʘ ʙʘʟʳ ʜʘʥʥʳʭ ʩʦʟʜʘʪʴ ʪʨʝʙʫʝʤʳʝ ʦʙʲʝʢʪʳ 

ʙʘʟʳ ʜʘʥʥʳʭ ʚ ʨʫʯʥʦʤ ʨʝʞʠʤʝ. 

 
5. ʉʦʟʜʘʥʠʝ ʪʘʙʣʠʮ ʙʘʟʳ ʜʘʥʥʳʭ. ʊʘʙʣʠʮʘ ʩʦʜʝʨʞʠʪ ʥʘʙʦʨ ʜʘʥʥʳʭ 

ʧʦ ʢʦʥʢʨʝʪʥʦʡ ʪʝʤʝ. ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʦʪʜʝʣʴʥʦʡ ʪʘʙʣʠʮʳ ʜʣʷ ʢʘʞʜʦʡ 

ʪʝʤʳ ʦʟʥʘʯʘʝʪ, ʯʪʦ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʜʘʥʥʳʝ ʩʦʭʨʘʥʝʥʳ ʪʦʣʴʢʦ ʦʜʠʥ 

ʨʘʟ. ʕʪʦ ʜʝʣʘʝʪ ʙʘʟʫ ʜʘʥʥʳʭ ʙʦʣʝʝ ʵʬʬʝʢʪʠʚʥʦʡ ʠ ʩʥʠʞʘʝʪ ʯʠʩʣʦ 

ʦʰʠʙʦʢ ʧʨʠ ʚʚʦʜʝ ʜʘʥʥʳʭ. 

ɺ ʪʘʙʣʠʮʘʭ ʜʘʥʥʳʝ ʨʘʩʧʨʝʜʝʣʷʶʪʩʷ ʧʦ ʩʪʦʣʙʮʘʤ, ʢʦʪʦʨʳʝ ʥʘʟʳ-

ʚʘʶʪ ʧʦʣʷʤʠ, ʠ ʩʪʨʦʢʘʤ, ʥʘʟʳʚʘʶʱʠʭʩʷ ʟʘʧʠʩʷʤʠ. ɼʣʷ ʠʜʝʥʪʠʬʠʢʘ-

ʮʠʠ ʢʘʞʜʦʡ ʟʘʧʠʩʠ ʚ ʪʘʙʣʠʮʝ ʠʩʧʦʣʴʟʫʝʪʩʷ ʫʥʠʢʘʣʴʥʳʡ ʤʘʨʢʝʨ, ʢʦ-

ʪʦʨʳʡ ʥʘʟʳʚʘʶʪ ʧʝʨʚʠʯʥʳʤ ʢʣʶʯʦʤ. 

ʉʚʦʡʩʪʚʘ ʧʦʣʝʡ ï ʵʪʦ ʥʘʙʦʨ ʭʘʨʘʢʪʝʨʠʩʪʠʢ, ʦʙʝʩʧʝʯʠʚʘʶʱʠʭ ʜʦ-

ʧʦʣʥʠʪʝʣʴʥʳʝ ʚʦʟʤʦʞʥʦʩʪʠ ʫʧʨʘʚʣʝʥʠʷ ʭʨʘʥʝʥʠʝʤ, ʚʚʦʜʦʤ ʠ ʦʪʦʙ-

ʨʘʞʝʥʠʝʤ ʜʘʥʥʳʭ ʚ ʧʦʣʝ. ʏʠʩʣʦ ʜʦʩʪʫʧʥʳʭ ʩʚʦʡʩʪʚ ʟʘʚʠʩʠʪ ʦʪ ʪʠʧʘ 

ʜʘʥʥʳʭ ʧʦʣʷ. 

ʆʙʱʝʝ ʧʦʣʝ ʩʚʷʟʳʚʘʝʪ ʜʚʝ ʪʘʙʣʠʮʳ ʪʘʢʠʤ ʦʙʨʘʟʦʤ, ʯʪʦ Microsoft 

Access ʤʦʞʝʪ ʦʙʲʝʜʠʥʠʪʴ ʜʘʥʥʳʝ ʠʟ ʜʚʫʭ ʪʘʙʣʠʮ ʜʣʷ ʧʨʦʩʤʦʪʨʘ, ʨʝ-

ʜʘʢʪʠʨʦʚʘʥʠʷ ʠʣʠ ʧʝʯʘʪʠ. ɺ ʦʜʥʦʡ ʪʘʙʣʠʮʝ ʧʦʣʝ ʷʚʣʷʝʪʩʷ ʧʦʣʝʤ ʧʝʨ-

ʚʠʯʥʦʛʦ ʢʣʶʯʘ, ʢʦʪʦʨʳʡ ʙʳʣ ʫʩʪʘʥʦʚʣʝʥ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ. 

ʕʪʦ ʞʝ ʧʦʣʝ ʩʫʱʝʩʪʚʫʝʪ ʚ ʩʚʷʟʘʥʥʦʡ ʪʘʙʣʠʮʝ ʢʘʢ ʧʦʣʝ ʚʥʝʰʥʝʛʦ 

ʢʣʶʯʘ. 

ɽʩʣʠ ʪʨʝʙʫʝʪʩʷ ʦʪʩʣʝʞʠʚʘʪʴ ʚ ʪʘʙʣʠʮʝ ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ ʜʘʥʥʳʝ, 

ʥʫʞʥʦ ʜʦʙʘʚʠʪʴ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʧʦʣʷ. ɽʩʣʠ ʩʫʱʝʩʪʚʫʶɦ ʝʝ ʠʤʷ 

ʧʦʣʷ ʥʝʜʦʩʪʘʪʦʯʥʦ ʧʦʥʷʪʥʦ, ʧʦʣʝ ʤʦʞʥʦ ʧʝʨʝʠʤʝʥʦʚʘʪʴ. 
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ʅʘʩʪʨʦʡʢʘ ʪʠʧʘ ʜʘʥʥʳʭ ʧʦʣʷ ʦʧʨʝʜʝʣʷʝʪ ʪʠʧ ʟʥʘʯʝʥʠʡ, ʢʦʪʦ-

ʨʳʝ ʤʦʞʥʦ ʚʚʦʜʠʪʴ ʚ ʵʪʦ ʧʦʣʝ. ʅʘʧʨʠʤʝʨ, ʝʩʣʠ ʥʫʞʥʦ, ʯʪʦʙʳ ʚ ʧʦʣʝ 

ʩʦʜʝʨʞʘʣʠʩʴ ʯʠʩʣʦʚʳʝ ʟʥʘʯʝʥʠʷ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʚ ʚʳ-

ʯʠʩʣʝʥʠʷʭ, ʪʦ ʥʘʜʦ ʟʘʜʘʪʴ ʏʠʩʣʦʚʦʡ ʠʣʠ ɼʝʥʝʞʥʳʡ ʪʠʧ ʜʘʥʥʳʭ. 

ʉʦʟʜʘʥʠʝ ʪʘʙʣʠʮ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ. ɺ ʨʝ-
ʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʥʦʚʫʶ ʪʘʙʣʠʮʫ ʣʠʙʦ ʜʦʙʘʚʠʪʴ, 

ʫʜʘʣʠʪʴ ʠʣʠ ʥʘʩʪʨʦʠʪʴ ʧʦʣʷ ʩʫʱʝʩʪʚʫʶʱʝʡ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʪʘʙʣʠʮʳ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʧʝʨʝʡʪʠ ʚ ʦʢʥʦ ʙʘʟʳ ʜʘʥʥʳʭ; 

Å ʚʳʙʨʘʪʴ ʧʫʥʢʪ ʊʘʙʣʠʮʳ ʚ ʩʧʠʩʢʝ ʆʙʲʝʢʪʳ; 

Å ʚʳʙʨʘʪʴ ʧʫʥʢʪ ʉʦʟʜʘʥʠʝ ʪʘʙʣʠʮʳ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ; 

Å ʱʝʣʢʥʫʪʴ ʥʘ ʷʯʝʡʢʝ ʚ ʩʪʦʣʙʮʝ ʀʤʷ ʧʦʣʷ ʠ ʚʚʝʩʪʠ ʫʥʠʢʘʣʴʥʦʝ 

ʠʤʷ ʧʦʣʷ; 

Å ʚ ʩʪʦʣʙʮʝ ʊʠʧ ʜʘʥʥʳʭ ʚʳʙʨʘʪʴ ʠʟ ʨʘʩʢʨʳʚʘʶʱʝʛʦʩʷ ʩʧʠʩʢʘ 

ʷʯʝʡʢʠ ʩʪʦʣʙʮʘ ʊʠʧ ʜʘʥʥʳʭ ʪʨʝʙʫʝʤʳʡ; 

Å ʚ ʩʪʦʣʙʮʝ ʆʧʠʩʘʥʠʝ ʚʚʝʩʪʠ ʦʧʠʩʘʥʠʝ ʜʘʥʥʳʭ, ʢʦʪʦʨʳʝ ʙʫʜʝʪ 

ʩʦʜʝʨʞʘʪʴ ʵʪʦ ʧʦʣʝ. ʊʝʢʩʪ ʦʧʠʩʘʥʠʷ ʙʫʜʝʪ ʚʳʚʦʜʠʪʴʩʷ ʚ ʩʪʨʦʢʝ ʩʦ-

ʩʪʦʷʥʠʷ ʧʨʠ ʜʦʙʘʚʣʝʥʠʠ ʜʘʥʥʳʭ ʚ ʧʦʣʝ, ʘ ʪʘʢʞʝ ʚʢʣʶʯʘʪʴʩʷ ʚ ʦʧʠʩʘ-

ʥʠʝ ʦʙʲʝʢʪʘ ʪʘʙʣʠʮʳ. ɺʚʦʜʠʪʴ ʦʧʠʩʘʥʠʝ ʥʝ ʦʙʷʟʘʪʝʣʴʥʦ; 

Å ʚʳʜʝʣʠʪʴ ʦʜʥʦ ʠʣʠ ʥʝʩʢʦʣʴʢʦ ʧʦʣʝʡ, ʢʦʪʦʨʳʝ ʪʨʝʙʫʝʪʩʷ ʦʧʨʝʜʝ-

ʣʠʪʴ ʢʘʢ ʧʦʣʷ ʧʝʨʚʠʯʥʦʛʦ ʢʣʶʯʘ; 
ɿʘʤʝʯʘʥʠʷ. 1. ɼʣʷ ʚʳʜʝʣʝʥʠʷ ʦʜʥʦʛʦ ʧʦʣʷ ʱʝʣʢʥʠʪʝ ʥʘ ʦʙʣʘʩʪʠ ʚʳ-

ʜʝʣʝʥʠʷ ʩʪʨʦʢʠ ʥʫʞʥʦʛʦ ʧʦʣʷ. 

2. ɼʣʷ ʚʳʜʝʣʝʥʠʷ ʥʝʩʢʦʣʴʢʠʭ ʧʦʣʝʡ ʱʝʣʢʥʠʪʝ ʦʙʣʘʩʪʴ ʚʳʜʝʣʝʥʠʷ ʜʣʷ 

ʢʘʞʜʦʛʦ ʧʦʣʷ, ʫʜʝʨʞʠʚʘʷ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʫ <Ctrl >. 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʂʣʶʯʝʚʦʝ ʧʦʣʝ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ; 
ɿʘʤʝʯʘʥʠʷ. 1. ɽʩʣʠ ʧʦʨʷʜʦʢ ʧʦʣʝʡ ʚ ʩʦʩʪʘʚʥʦʤ ʧʝʨʚʠʯʥʦʤ ʢʣʶʯʝ 

ʜʦʣʞʝʥ Ă ʦʪʣʠʯʘʪʴʩʷ ʦʪ ʧʦʨʷʜʢʘ ʧʦʣʝʡ ʚ ʪʘʙʣʠʮʝ, ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ 

ʢʥʦʧʢʫ ʀʥʜʝʢʩʳ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʯʪʦʙʳ ʦʪʢʨʳʪʴ ʦʢʥʦ çʀʥ-

ʜʝʢʩʳè, ʠ ʫʢʘʟʘʪʴ ʜʨʫʛʦʡ ʧʦʨʷʜʦʢ ʧʦʣʝʡ ʜʣʷ ʠʥʜʝʢʩʘ ʩ ʠʤʝʥʝʤ çPrima-

ryKeyè. 

2. ʇʦʣʝ ʧʝʨʚʠʯʥʦʛʦ ʢʣʶʯʘ ʦʧʨʝʜʝʣʷʪʴ ʥʝ ʦʙʷʟʘʪʝʣʴʥʦ, ʥʦ ʞʝʣʘʪʝʣʴ-

ʥʦ. ɽʩʣʠ ʧʝʨʚʠʯʥʳʡ ʢʣʶʯ ʥʝ ʙʳʣ ʦʧʨʝʜʝʣʝʥ, ʪʦ ʧʨʠ ʩʦʭʨʘʥʝʥʠʠ ʪʘʙʣʠʮʳ 

ʦʪʢʨʦʝʪʩʷ ʦʢʥʦ ʟʘʧʨʦʩʘ ʥʘ ʩʦʟʜʘʥʠʝ ʢʣʶʯʝʚʦʛʦ ʧʦʣʷ. 

Å ʜʣʷ ʩʦʭʨʘʥʝʥʠʷ ʪʘʙʣʠʮʳ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʭʨʘʥʠʪʴ ʥʘ ʧʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ, ʘ ʟʘʪʝʤ ʚʚʝʩʪʠ ʜʣʷ ʥʝʝ ʫʥʠʢʘʣʴʥʦʝ ʠʤʷ. 

ʉʦʟʜʘʥʠʝ ʪʘʙʣʠʮ ʩ ʧʦʤʦʱʴʶ ʤʘʩʪʝʨʘ. Access ʩʦ-

ʜʝʨʞʠʪ ʮʝʣʳʡ ʨʷʜ ʪʘʙʣʠʮ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʚ ʢʘʯʝʩʪʚʝ 

ʧʨʦʪʦʪʠʧʦʚ ʩʦʟʜʘʚʘʝʤʳʭ. ʄʘʩʪʝʨ ʪʘʙʣʠʮ ʧʦʟʚʦʣʷʝʪ ʥʝ ʪʦʣʴʢʦ ʵʢʦʥʦ-

ʤʠʪʴ ʚʨʝʤʷ ʥʘ ʩʦʟʜʘʥʠʠ ʪʘʙʣʠʮ, ʥʦ ʠ ʦʙʝʩʧʝʯʠʪʴ ʩʪʘʥʜʘʨʪʥʳʝ ʠʤʝʥʘ 

ʠ ʪʠʧʳ ʜʘʥʥʳʭ ʧʦʣʝʡ ʪʘʙʣʠʮ, 
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ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʳʟʚʘʪʴ ʤʘʩʪʝʨʘ ʜʣʷ ʧʦʩʪʨʦʝʥʠʷ ʪʘʙʣʠʮ, 

ʥʝʦʙʭʦʜʠʤʦ: 

Å ʧʝʨʝʡʪʠ ʚ ʦʢʥʦ ʙʘʟʳ ʜʘʥʥʳʭ, ʢʦʪʦʨʦʝ ʦʪʢʨʳʚʘʝʪʩʷ ʧʨʠ ʦʪʢʨʪrʠʠ 

ʙʘʟʳ ʜʘʥʥʳʭ Microsoft Access ʠʣʠ ʧʨʦʝʢʪʘ Microsoft Access; 

Å ʚʳʙʨʘʪʴ ʚ ʩʧʠʩʢʝ ʆʙʲʝʢʪʳ ʧʫʥʢʪ ʊʘʙʣʠʮʳ; 

Å ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʥʘ ʩʪʨʦʢʝ ʉʦʟʜʘʥʠʝ ʪʘʙʣʠʮʳ ʩ ʧʦʤʦʱʴʶ 

ʤʘʩʪʝʨʘ. 

Å ʚʳʙʨʘʪʴ ʚ ʩʧʠʩʢʝ ʆʙʨʘʟʮʳ ʪʘʙʣʠʮ ʧʨʦʪʦʪʠʧ ʪʘʙʣʠʮʳ, ʢʦʪʦʨʘʷ 

ʥʘʠʙʦʣʝʝ ʙʣʠʟʢʦ ʧʦʜʭʦʜʠʪ ʜʣʷ ʩʦʟʜʘʚʘʝʤʦʡ; 

Å ʚʳʙʨʘʪʴ ʚ ʩʧʠʩʢʝ ʆʙʨʘʟʮʳ ʧʦʣʝʡ ʧʦʣʷ ʪʘʙʣʠʮʳ ʠ ʧʝʨʝʥʝʩʪʠ ʠʭ 

ʚ ʩʧʠʩʦʢ ʇʦʣʷ ʥʦʚʦʡ ʪʘʙʣʠʮʳ; 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʧʝʨʝʥʦʩʘ ʧʦʣʝʡ ʠʩʧʦʣʴʟʫʶʪʩʷ ʢʥʦʧʢʠ ʩʦ ʩʪʨʝʣʢʘʤʠ: 

>  ï ʧʝʨʝʥʦʩ ʚʳʜʝʣʝʥʥʦʛʦ ʧʦʣʷ; >>  ï ʧʝʨʝʥʦʩ ʚʩʝʭ ʧʦʣʝʡ; <  ï ʫʜʘʣʝʥʠʝ ʠʟ 

ʩʧʠʩʢʘ ʧʦʣʝʡ ʚʳʜʝʣʝʥʥʦʛʦ ʧʦʣʷ;<<  ï ʫʜʘʣʝʥʠʝ ʠʟ ʩʧʠʩʢʘ ʧʦʣʝʡ ʚʩʝʭ ʧʦ-

ʣʝʡ. 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ; 

Å ʟʘʜʘʪʴ ʠʤʷ ʜʣʷ ʩʦʟʜʘʚʘʝʤʦʡ ʪʘʙʣʠʮʳ; 

Å ʫʢʘʟʘʪʴ ʩʧʦʩʦʙ ʦʧʨʝʜʝʣʝʥʠʷ ʢʣʶʯʘ ʪʘʙʣʠʮʳ: ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʠʣʠ 

ʚʨʫʯʥʫʶ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ; 

Å ʵʪʦʪ ʰʘʛ ʩʣʫʞʠʪ ʜʣʷ ʫʩʪʘʥʦʚʢʠ ʩʚʷʟʝʡ ʤʝʞʜʫ ʪʘʙʣʠʮʘʤʠ ʠ ʧʦʷʚ-

ʣʷʝʪʩʷ, ʝʩʣʠ ʚ ʙʘʟʝ ʜʘʥʥʳʭ ʫʞʝ ʝʩʪʴ ʩʦʟʜʘʥʥʳʝ ʪʘʙʣʠʮʳ. ɼʣʷ ʫʩʪʘ-

ʥʦʚʢʠ ʩʚʷʟʝʡ ʤʝʞʜʫ ʪʘʙʣʠʮʘʤʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʚ̫ʟʠ; 

Å ʫʩʪʘʥʦʚʠʪʴ ʦʜʠʥ ʠʟ ʪʠʧʦʚ ʩʚʷʟʝʡ, ʥʘʞʘʪʴ OK, ʘ ʟʘʪʝʤ ï ɼʘʣʝʝ; 

Å ʚʳʙʨʘʪʴ ʦʜʠʥ ʠʟ ʨʝʞʠʤʦʚ ʜʘʣʴʥʝʡʰʝʡ ʨʘʙʦʪʳ ʩ ʪʘʙʣʠʮʝʡ ʠ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɻʦʪʦʚʦ. 
ɿʘʤʝʯʘʥʠʝ. ɽʩʣʠ ʚ ʜʘʣʴʥʝʡʰʝʤ ʧʦʪʨʝʙʫʝʪʩʷ ʠʟʤʝʥʠʪʴ ʠʣʠ ʨʘʩʰʠ-

ʨʠʪʴ ʩʦʟʜʘʥʥʫʶ ʩ ʧʦʤʦʱʴʶ ʤʘʩʪʝʨʘ ʪʘʙʣʠʮʫ, ʵʪʦ ʤʦʞʥʦ ʩʜʝʣʘʪʴ ʚ 

ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ. 

ʉʦʟʜʘʥʠʝ ʪʘʙʣʠʮ ʧʫʪʝʤ ʚʚʦʜʘ ʜʘʥʥʳʭ. ʊʘʙʣʠʮʳ 

ʤʦʞʥʦ ʩʦʟʜʘʚʘʪʴ ʧʫʪʝʤ ʚʚʦʜʘ ʜʘʥʥʳʭ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʧʝʨʝʡʪʠ ʚ ʦʢʥʦ ʙʘʟʳ ʜʘʥʥʳʭ; 

Å ʚʳʙʨʘʪʴ ʚ ʩʧʠʩʢʝ ʆʙʲʝʢʪʳ ʧʫʥʢʪ ʊʘʙʣʠʮʳ; 

Å ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʥʘ ʩʪʨʦʢʝ ʉʦʟʜʘʥʠʝ ʪʘʙʣʠʮʳ ʧʫʪʝʤ ʚʚʦʜʘ 

ʜʘʥʥʳʭ; 

Å ʧʝʨʝʠʤʝʥʦʚʘʪʴ ʪʨʝʙʫʝʤʳʝ ʩʪʦʣʙʮʳ. ɼʣʷ ʵʪʦʛʦ ʜʦʩʪʘʪʦʯʥʦ ʜʚʘ-

ʞʜʳ ʱʝʣʢʥʫʪʴ ʥʘ ʠʤʝʥʠ ʩʪʦʣʙʮʘ, ʚʚʝʩʪʠ ʝʛʦ ʥʦʚʦʝ ʠʤʷ ʠ ʥʘʞʘʪʴ ʢʣʘ-

ʚʠʰʫ <Enter>; 
Å ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ ʩʪʦʣʙʮʳ ʤʦʞʥʦ ʜʦʙʘʚʣʷʪʴ ʚ ʣʶʙʦʝ ʚʨʝʤʷ: ʚʳ-

ʙʨʘʪʴ ʩʪʦʣʙʝʮ, ʩʣʝʚʘ ʦʪ ʢʦʪʦʨʦʛʦ ʥʫʞʥʦ ʜʦʙʘʚʠʪʴ ʥʦʚʳʡ, ʠ ʠʟ ʤʝʥʶ 

ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʪʦʣʙʝʮ. ʇʝʨʝʠʤʝʥʦʚʘʪʴ ʩʪʦʣʙʝʮ, ʢʘʢ 

ʦʧʠʩʘʥʦ ʚʳʰʝ; 
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Å ʚʚʝʩʪʠ ʥʝʩʢʦʣʴʢʦ ʩʪʨʦʢ ʜʘʥʥʳʭ ʚ ʪʘʙʣʠʮʫ; 
ɿʘʤʝʯʘʥʠʝ. ɺ ʢʘʞʜʳʡ ʩʪʦʣʙʝʮ ʚʚʦʜʷʪʩʷ ʜʘʥʥʳʝ ʦʧʨʝʜʝʣʝʥʥʦʛʦ ʪʠ-

ʧʘ (ʚ ʪʘʙʣʠʮʘʭ Microsoft Access ʢʘʞʜʳʡ ʩʪʦʣʙʝʮ ʥʘʟʳʚʘʝʪʩʷ ʧʦʣʝʤ). 

ʅʘʧʨʠʤʝʨ, ʚʚʦʜʠʪʩʷ ʚ ʦʜʠʥ ʩʪʦʣʙʝʮ ʬʘʤʠʣʠʠ, ʘ ʚ ʜʨʫʛʦʡ ï ʠʤʝʥʘ. ʇʨʠ 

ʚʚʦʜʝ ʯʠʩʝʣ, ʜʘʪ ʠ ʚʨʝʤʝʥʠ ʥʝʦʙʭʦʜʠʤʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʩʦʛʣʘʩʦʚʘʥʥʳʝ 

ʬʦʨʤʘʪʳ, ʯʪʦʙʳ Microsoft Access ʤʦʛ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʦʧʨʝʜʝʣʠʪʴ ʩʦ-

ʦʪʚʝʪʩʪʚʫʶʱʠʡ ʪʠʧ ʜʘʥʥʳʭ ʠ ʬʦʨʤʘʪ ʦʪʦʙʨʘʞʝʥʠʷ ʩʪʦʣʙʮʘ. ɺʩʝ 

ʩʪʦʣʙʮʳ ʩ ʥʝʠʟʤʝʥʝʥʥʳʤʠ ʠʤʝʥʘʤʠ, ʦʩʪʘʚʣʝʥʥʳʝ ʧʫʩʪʳʤʠ, ʙʫʜʫʪ ʫʜʘ-

ʣʝʥʳ ʧʨʠ ʩʦʭʨʘʥʝʥʠʠ ʪʘʙʣʠʮʳ. 

Å ʧʦʩʣʝ ʚʚʦʜʘ ʜʘʥʥʳʭ ʚʦ ʚʩʝ ʥʫʞʥʳʝ ʩʪʦʣʙʮʳ, ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦ-

ʭʨʘʥʠʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʯʪʦʙʳ ʩʦʭʨʘʥʠʪʴ ʪʘʙʣʠʮʫ. 
ɿʘʤʝʯʘʥʠʝ. ʇʨʦʛʨʘʤʤʘ Microsoft Access ʧʨʠʩʚʦʠʪ ʢʘʞʜʦʤʫ ʧʦʣʶ 

(ʩʪʦʣʙʮʫ) ʪʠʧ ʜʘʥʥʳʭ ʥʘ ʦʩʥʦʚʘʥʠʠ ʚʚʝʜʝʥʥʦʡ ʚ ʵʪʦ ʧʦʣʝ ʠʥʬʦʨʤʘʮʠʠ. 

ɽʩʣʠ ʚ ʜʘʣʴʥʝʡʰʝʤ ʥʫʞʥʦ ʙʫʜʝʪ ʠʟʤʝʥʠʪʴ ʦʧʠʩʘʥʠʝ ʧʦʣʷ (ʥʘʧʨʠʤʝʨ, 

ʠʟʤʝʥʠʪʴ ʪʠʧ ʜʘʥʥʳʭ ʠʣʠ ʥʘʣʦʞʠʪʴ ʫʩʣʦʚʠʝ ʥʘ ʟʥʘʯʝʥʠʝ), ʪʦ ʠʩʧʦʣʴ-

ʟʫʡʪʝ ʨʝʞʠʤ ʢʦʥʩʪʨʫʢʪʦʨʘ. 

ʄʦʜʠʬʠʢʘʮʠʷ ʩʪʨʫʢʪʫʨʳ ʪʘʙʣʠʮʳ. ʇʨʦʛʨʘʤʤʘ Ac-

cess ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʩʣʝʜʫʶʱʠʝ ʩʨʝʜʩʪʚʘ ʜʣʷ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʩʦʟʜʘʥ-

ʥʳʭ ʪʘʙʣʠʮ: ʜʦʙʘʚʣʝʥʠʝ ʧʦʣʝʡ; ʫʜʘʣʝʥʠʝ ʧʦʣʝʡ; ʠʟʤʝʥʝʥʠʝ ʥʘʠʤʝʥʦ-

ʚʘʥʠʷ ʧʦʣʷ ʠʣʠ ʝʛʦ ʪʠʧʘ; ʠʟʤʝʥʝʥʠʝ ʧʦʨʷʜʢʘ ʩʣʝʜʦʚʘʥʠʷ ʧʦʣʝʡ. 

ɼʣʷ ʜʦʙʘʚʣʝʥʠʷ ʧʦʣʝʡ ʚ ʪʘʙʣʠʮʫ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ ʥʝʦʙ-

ʭʦʜʠʤʦ: 

Å ʦʪʢʨʳʪʴ ʪʘʙʣʠʮʫ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ; 

Å ʱʝʣʢʥʫʪʴ ʥʘ ʩʪʨʦʢʝ, ʥʘʜ ʢʦʪʦʨʦʡ ʥʫʞʥʦ ʧʦʤʝʩʪʠʪʴ ʥʦʚʦʝ ʧʦʣʝ, ʠ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʦʙʘʚʠʪʴ ʩʪʨʦʢʠ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ; 
ɿʘʤʝʯʘʥʠʝ. ʏʪʦʙʳ ʜʦʙʘʚʠʪʴ ʧʦʣʝ ʚ ʢʦʥʝʮ ʪʘʙʣʠʮʳ, ʱʝʣʢʥʠʪʝ ʥʘ 

ʧʝʨʚʦʡ ʧʫʩʪʦʡ ʩʪʨʦʢʝ. 

Å ʱʝʣʢʥʫʪʴ ʥʘ ʷʯʝʡʢʝ ʚ ʩʪʦʣʙʮʝ ʀʤʷ ʧʦʣʷ ʠ ʚʚʝʩʪʠ ʫʥʠʢʘʣʴʥʦʝ 

ʠʤʷ ʧʦʣʷ; 

Å ʚ ʩʪʦʣʙʮʝ ʊʠʧ ʜʘʥʥʳʭ ʚʳʙʨʘʪʴ ʠʟ ʨʘʩʢʨʳʚʘʶʱʝʛʦʩʷ ʩʧʠʩʢʘ 

ʪʨʝʙʫʝʤʳʡ ʪʠʧ ʜʘʥʥʳʭ; 

Å ʚ ʩʪʦʣʙʮʝ ʆʧʠʩʘʥʠʝ ʚʚʝʩʪʠ ʦʧʠʩʘʥʠʝ ʜʘʥʥʳʭ, ʢʦʪʦʨʳʝ ʙʫʜʝʪ 

ʩʦʜʝʨʞʘʪʴ ʵʪʦ ʧʦʣʝ. ʊʝʢʩʪ ʦʧʠʩʘʥʠʷ ʙʫʜʝʪ ʚʳʚʦʜʠʪʴʩʷ ʚ ʩʪʨʦʢʝ ʩʦ-

ʩʪʦʷʥʠʷ ʧʨʠ ʜʦʙʘʚʣʝʥʠʠ ʜʘʥʥʳʭ ʚ ʧʦʣʝ, ʘ ʪʘʢʞʝ ʚʢʣʶʯʘʪʴʩʷ ʚ ʦʧʠʩʘ-

ʥʠʝ ʦʙʲʝʢʪʘ ʪʘʙʣʠʮʳ. ɺʚʦʜʠʪʴ ʦʧʠʩʘʥʠʝ ʥʝ ʦʙʷʟʘʪʝʣʴʥʦ. 

ɼʣʷ ʜʦʙʘʚʣʝʥʠʷ ʧʦʣʝʡ ʚ ʪʘʙʣʠʮʫ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʦʪʢʨʳʪʴ ʪʘʙʣʠʮʫ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ; 
Å ʱʝʣʢʥʫʪʴ ʥʘ ʩʪʦʣʙʮʝ, ʩʣʝʚʘ ʦʪ ʢʦʪʦʨʦʛʦ ʪʨʝʙʫʝʪʩʷ ʜʦʙʘʚʠʪʴ ʥʦ-

ʚʳʡ ʩʪʦʣʙʝʮ, ʠ ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʢʦʤʘʥʜʫ ʉʪʦʣʙʝʮ; 

Å ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʥʘ ʟʘʛʦʣʦʚʢʝ ʥʦʚʦʛʦ ʩʪʦʣʙʮʘ ʠ ʚʚʝʩʪʠ ʝʛʦ ʫʥʠ-

ʢʘʣʴʥʦʝ ʠʤʷ; 
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Å ʜʘʣʴʥʝʡʰʘʷ ʥʘʩʪʨʦʡʢʘ ʧʦʣʷ, ʥʘʧʨʠʤʝʨ ʠʟʤʝʥʝʥʠʝ ʪʠʧʘ ʜʘʥ-

ʥʳʭ ʠʣʠ ʟʘʜʘʥʠʝ ʫʩʣʦʚʠʷ ʥʘ ʟʥʘʯʝʥʠʝ, ʚʳʧʦʣʥʷʝʪʩʷ ʚ ʨʝʞʠʤʝ ʢʦʥ-

ʩʪʨʫʢʪʦʨʘ ʪʘʙʣʠʮʳ. 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʜʦʙʘʚʣʝʥʠʷ ʧʦʣʷ ʚ ʩʚʷʟʘʥʥʫʶ ʪʘʙʣʠʮʫ ʚ ʜʨʫʛʦʡ ʙʘʟʝ 

ʜʘʥʥʳʭ Microsoft Access, ʥʝʦʙʭʦʜʠʤʦ ʦʪʢʨʳʪʴ ʝʝ ʠʩʭʦʜʥʫʶ ʙʘʟʫ ʜʘʥ-

ʥʳʭ. ɽʩʣʠ ʩʚʷʟʘʥʥʘʷ ʪʘʙʣʠʮʘ ʷʚʣʷʝʪʩʷ ʪʘʙʣʠʮʝʡ ʜʨʫʛʦʛʦ ʧʨʠʣʦʞʝʥʠʷ, 

ʜʣʷ ʜʦʙʘʚʣʝʥʠʷ ʧʦʣʷ ʧʦʪʨʝʙʫʝʪʩʷ ʦʪʢʨʳʪʴ ʠʩʭʦʜʥʳʡ ʬʘʡʣ ʚ ʵʪʦʤ ʧʨʠ-

ʣʦʞʝʥʠʠ. 
ʇʨʠ ʫʜʘʣʝʥʠʠ ʧʦʣʷ ʥʝʦʙʭʦʜʠʤʦ ʧʦʤʥʠʪʴ, ʯʪʦ, ʝʩʣʠ ʜʨʫʛʠʝ ʦʙʲʝʢ-

ʪʳ ʙʘʟʳ ʜʘʥʥʳʭ ʩʦʜʝʨʞʘʪ ʩʩʳʣʢʠ ʥʘ ʥʝʛʦ, ʪʦ ʠʭ ʪʘʢʞʝ ʥʫʞʥʦ ʫʜʘ-

ʣʠʪʴ. ʅʘʧʨʠʤʝʨ, ʝʩʣʠ ʦʪʯʝʪ ʩʦʜʝʨʞʠʪ ʵʣʝʤʝʥʪ ʫʧʨʘʚʣʝʥʠʷ, ʧʨʠʩʦ-

ʝʜʠʥʝʥʥʳʡ ʢ ʫʜʘʣʝʥʥʦʤʫ ʧʦʣʶ, Microsoft Access ʥʝ ʩʤʦʞʝʪ ʧʦʣʫʯʠʪʴ 

ʜʘʥʥʳʝ ʵʪʦʛʦ ʧʦʣʷ ʠ ʚʳʜʘʩʪ ʩʦʦʙʱʝʥʠʝ ʦʙ ʦʰʠʙʢʝ. ʅʝʣʴʟʷ ʫʜʘʣʠʪʴ 

ʧʦʣʝ, ʢʦʪʦʨʦʝ ʠʩʧʦʣʴʟʫʝʪʩʷ ʚ ʩʚʷʟʠ ʤʝʞʜʫ ʪʘʙʣʠʮʘʤʠ. ʉʥʘʯʘʣʘ ʥʝʦʙ-

ʭʦʜʠʤʦ ʫʜʘʣʠʪʴ ʩʚʷʟʴ.  

ɼʣʷ ʫʜʘʣʝʥʠʷ ʧʦʣʝʡ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʦʪʢʨʳʪʴ ʪʘʙʣʠʮʫ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ; ʚʳʙʨʘʪʴ ʧʦʣʝ ʠʣʠ ʧʦ-

ʣʷ, ʢʦʪʦʨʳʝ ʥʫʞʥʦ ʫʜʘʣʠʪʴ; 

Å ʜʣʷ ʚʳʜʝʣʝʥʠʷ ʦʜʥʦʛʦ ʧʦʣʷ ʜʦʩʪʘʪʦʯʥʦ ʱʝʣʢʥʫʪʴ ʥʘ ʦʙʣʘʩʪʠ 

ʚʳʜʝʣʝʥʠʷ ʩʪʨʦʢʠ (ʧʨʷʤʦʫʛʦʣʴʥʠʢ ʩ ʣʝʚʦʛʦ ʢʨʘʷ ʩʪʨʦʢʠ ʠʣʠ ʧʦʣʦʩʘ 

ʥʘ ʣʝʚʦʤ ʢʨʘʝ ʦʢʥʘ, ʧʨʠ ʚʳʙʦʨʝ ʢʦʪʦʨʳʭ ʚʳʜʝʣʷʝʪʩʷ ʚʩʷ ʩʪʨʦʢʘ ʚ 

ʪʘʙʣʠʮʝ) ʵʪʦʛʦ ʧʦʣʷ; 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʚʳʜʝʣʝʥʠʷ ʥʝʩʢʦʣʴʢʠʭ ʧʦʣʝʡ ʥʝʦʙʭʦʜʠʤʦ ʧʨʦʪʘɦ ʠʪʴ 

ʫʢʘʟʘʪʝʣʴ ʧʦ ʦʙʣʘʩʪʷʤ ʚʳʜʝʣʝʥʠʷ ʩʪʨʦʢ ʵʪʠʭ ʧʦʣʝʡ. 

Å ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʋʜʘʣʠʪʴ ʩʪʨʦʢʠ. 

ɼʃʗ ʫʜʘʣʝʥʠʷ ʧʦʣʝʡ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʦʪʢʨʳʪʴ ʪʘʙʣʠʮʫ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ; 

Å ʱʝʣʢʥʫʪʴ ʥʘ ʦʙʣʘʩʪʠ ʚʳʜʝʣʝʥʠʷ ʧʦʣʷ, ʢʦʪʦʨʦʝ ʥʫʞʥʦ ʫʜʘʣʠʪʴ; 

Å ʠʟ ʤʝʥʶ ʇʨʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʋʜʘʣʠʪʴ ʩʪʦʣʙʝʮ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʝʨʝʠʤʝʥʦʚʘʪʴ ʧʦʣʝ ʚ ʪʘʙʣʠʮʝ, ʥʝʦʙʭʦʜʠʤʦ ʧʝ-

ʨʝʡʪʠ ʚ ʨʝʞʠʤ ʤʦʜʠʬʠʢʘʮʠʠ ʩʪʨʫʢʪʫʨʳ ʪʘʙʣʠʮʳ, ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ 

ʥʘ ʠʤʝʥʠ ʧʦʣʷ ʠ ʚʚʝʩʪʠ ʠʣʠ ʠʩʧʨʘʚʠʪʴ ʝʛʦ. 

ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʪʠʧʘ ʧʦʣʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʥʦʚʳʡ ʪʠʧ ʜʘʥʥʳʭ 

ʚ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʤ ʧʦʣʝ. 

ʇʨʠ ʠʟʤʝʥʝʥʠʠ ʧʦʨʷʜʢʘ ʧʦʣʝʡ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ ʠʟʤʝʥʷ-

ʝʪʩʷ ʧʦʨʷʜʦʢ, ʚ ʢʦʪʦʨʦʤ ʵʪʠ ʧʦʣʷ ʭʨʘʥʷʪʩʷ ʚ ʪʘʙʣʠʮʝ, ʘ ʪʘʢʞʝ ʠʭ ʧʦ-

ʨʷʜʦʢ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ. 
ɼʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʧʦʣʝʡ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʦʪʢʨʳʪʴ ʪʘʙʣʠʮʫ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ; 

Å ʚʳʜʝʣʠʪʴ ʧʝʨʝʤʝʱʘʝʤʳʝ ʧʦʣʷ; 
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ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʚʳʜʝʣʝʥʠʷ ʦʜʥʦʛʦ ʧʦʣʷ ʱʝʣʢʥʫʪʴ ʥʘ ʦʙʣʘʩʪʠ 

ʚʳʜʝʣʝʥʠʷ ʝʛʦ ʩʪʨʦʢʠ. ɼʣʷ ʚʳʜʝʣʝʥʠʷ ʥʝʩʢʦʣʴʢʠʭ ʧʦʣʝʡ ʥʝʦʙʭʦʜʠʤʦ 

ʧʨʦʪʘɦ ʠʪʴ ʫʢʘʟʘʪʝʣʴ ʧʦ ʦʙʣʘʩʪʷʤ ʚʳʜʝʣʝʥʠʷ ʩʪʨʦʢ ʵʪʠʭ ʧʦʣʝʡ. 

Å ʥʘʞʘʪʴ ʠ ʫʜʝʨʞʠʚʘʪʴ ʢʥʦʧʢʫ ʤʳʰʠ ʥʘʜ ʦʙʣʘʩʪʴʶ ʚʳʜʝʣʝʥʠʷ 

ʩʪʨʦʢʠ ʚʳʜʝʣʝʥʥʦʛʦ ʧʦʣʷ. Microsoft Access ʦʪʦʙʨʘʟʠʪ ʪʦʥʢʫʶ ʛʦʨʠ-

ʟʦʥʪʘʣʴʥʫʶ ʯʝʨʪʫ ʥʘʜ ʧʦʩʣʝʜʥʝʡ ʚʳʜʝʣʝʥʥʦʡ ʩʪʨʦʢʦʡ; 

Å ʧʝʨʝʪʘʱʠʪʴ ʵʪʫ ʛʦʨʠʟʦʥʪʘʣʴʥʫʶ ʯʝʨʪʫ ʥʘ ʩʪʨʦʢʫ, ʥʘʜ ʢʦʪʦʨʦʡ 

ʪʨʝʙʫʝʪʩʷ ʧʦʤʝʩʪʠʪʴ ʧʝʨʝʤʝʱʘʝʤʳʝ ʧʦʣʷ. 

ɼʣʷ ʧʝʨʝʤʝʱʝʥʠʷ ʧʦʣʝʡ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʦʪʢʨʳʪʴ ʪʘʙʣʠʮʫ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ; 

Å ʚʳʜʝʣʠʪʴ ʧʝʨʝʤʝʱʘʝʤʳʝ ʧʦʣʷ (ʩʪʦʣʙʮʳ); 

Å ʯʪʦʙʳ ʚʳʜʝʣʠʪʴ ʦʜʠʥ ʩʪʦʣʙʝʮ, ʜʦʩʪʘʪʦʯʥʦ ʱʝʣʢʥʫʪʴ ʥʘ ʦʙʣʘʩʪʠ 

ʚʳʜʝʣʝʥʠʷ ʧʦʣʷ ʚ ʵʪʦʤ ʩʪʦʣʙʮʝ; 

Å ʯʪʦʙʳ ʚʳʜʝʣʠʪʴ ʥʝʩʢʦʣʴʢʦ ʩʦʩʝʜʥʠʭ ʩʪʦʣʙʮʦʚ, ʪʨʝʙʫʝʪʩʷ ʱʝʣʢ-

ʥʫʪʴ ʥʘ ʦʙʣʘʩʪʠ ʚʳʜʝʣʝʥʠʷ ʧʦʣʷ ʚ ʢʨʘʡʥʝʤ ʩʪʦʣʙʮʝ ʠ, ʥʝ ʦʪʧʫʩʢʘʷ 

ʢʥʦʧʢʫ ʤʳʰʠ, ʧʝʨʝʪʘʱʠʪʴ ʫʢʘʟʘʪʝʣʴ ʧʦ ʩʦʩʝʜʥʠʤ ʩʪʦʣʙʮʘʤ, ʨʘʩʰʠ-

ʨʷʷ ʚʳʜʝʣʝʥʠʝ; 

Å ʩʥʦʚʘ ʥʘʞʘʪʴ ʠ ʫʜʝʨʞʠʚʘʪʴ ʢʥʦʧʢʫ ʤʳʰʠ ʚ ʦʙʣʘʩʪʠ ʚʳʜʝʣʝʥʠʷ 

ʧʦʣʷ; 

Å ʧʝʨʝʪʘʱʠʪʴ ʩʪʦʣʙʮʳ ʚ ʥʫʞʥʦʝ ʧʦʣʦʞʝʥʠʝ. 
ɿʘʤʝʯʘʥʠʝ. ɽʩʣʠ ʩʪʦʣʙʮʳ ʥʝ ʧʝʨʝʤʝʱʘʶʪʩʷ, ʚʦʟʤʦʞʥʦ, ʦʥʠ ʟʘʢʨʝʧ-

ʣʝʥʳ. ʅʫʞʥʦ ʩʥʷʪʴ ʟʘʢʨʝʧʣʝʥʠʝ. 

ɼʦʙʘʚʣʝʥʠʝ, ʠʟʤʝʥʝʥʠʝ ʠ ʫʜʘʣʝʥʠʝ ʜʘʥʥʳʭ ʚ 

ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʜʦʙʘʚʠʪʴ ʠʣʠ ʠʟʤʝʥʠʪʴ ʜʘʥ-

ʥʳʝ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʦʪʢʨʳʪʴ ʦʙʲʝʢʪ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ; 

Å ʚʳʧʦʣʥʠʪʴ ʦʜʥʦ ʠʟ ʩʣʝʜʫʶʱʠʭ ʜʝʡʩʪʚʠʡ: 

ʯʪʦʙʳ ʜʦʙʘʚʠʪʴ ʥʦʚʫʶ ʟʘʧʠʩʴ, ʩʣʝʜʫʝʪ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʅʦʚʘʷ ʟʘ-

ʧʠʩʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʚʚʝʩʪʠ ʜʘʥʥʳʝ ʠ ʥʘʞʘʪʴ ʢʣʘʚʠh ʫ 

<ʊʘb> ʜʣʷ ʧʝʨʝʭʦʜʘ ʚ ʩʣʝʜʫʶʱʝʝ ʧʦʣʝ. ɺ ʢʦʥʮʝ ʟʘʧʠʩʠ ʥʘʞʘʪʴ ʢʣʘ-

ʚʠʰʫ <ʊʘb> ʜʣʷ ʧʝʨʝʭʦʜʘ ʢ ʩʣʝʜʫʶʱʝʡ ʟʘʧʠʩʠ; 

Å ʯʪʦʙʳ ʠʟʤʝʥʠʪʴ ʩʫʱʝʩʪʚʫʶʱʠʝ ʜʘʥʥʳʝ ʚ ʧʦʣʝ, ʥʘʜʦ ʱʝʣʢʥʫʪʴ 

ʧʦ ʥʝʤ ʠ ʚʚʝʩʪʠ ʥʦʚʳʝ ʜʘʥʥʳʝ. 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʟʘʧʠʩʠ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʦʪʢʨʳʪʴ ʦʙʲʝʢʪ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ; 

Å ʚʳʙʨʘʪʴ ʫʜʘʣʷʝʤʫʶ ʟʘʧʠʩʴ; 

Å ʥʘʞʘʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʢʥʦʧʢʫ ʋʜʘʣʠʪʴ ʟʘʧʠʩʴ 
ɿʘʤʝʯʘʥʠʝ. ʇʨʠ ʫʜʘʣʝʥʠʠ ʜʘʥʥʳʭ ʠʥʦʛʜʘ ʪʨʝʙʫʝʪʩʷ ʫʜʘʣʠʪʴ ʩʚʷʟʘʥ-

ʥʳʝ ʩ ʥʠʤʠ ʜʘʥʥʳʝ ʠʟ ʜʨʫʛʠʭ ʪʘʙʣʠʮ. ʅʘʧʨʠʤʝʨ, ʧʨʠ ʫʜʘʣʝʥʠʠ ʧʦʩʪʘʚ-

ʱʠʢʘ ʩʣʝʜʫʝʪ ʫʜʘʣʠʪʴ ʠ ʧʦʩʪʘʚʣʷʝʤʳʝ ʠʤ ʪʦʚʘʨʳ. ɺ ʥʝʢʦʪʦʨʳʭ ʩʣʫʯʘ-

ʷʭ ʫʜʘʣʝʥʠʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʭ ʜʘʥʥʳʭ ʦʙʝʩʧʝʯʠʚʘʝʪʩʷ ʩ ʧʦʤʦʱʴʶ 
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ʫʩʣʦʚʠʡ ʮʝʣʦʩʪʥʦʩʪʠ ʜʘʥʥʳʭ ʠ ʚʢʣʶʯʝʥʠʝʤ ʨʝʞʠʤʘ ʢʘʩʢʘʜʥʦʛʦ 

ʫʜʘʣʝʥʠʷ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 

1. ɼʣʷ ʯʝʛʦ ʩʣʫʞʠʪ ʧʨʦʛʨʘʤʤʘ MS Access? 

2. ʏʪʦ ʥʘʟʳʚʘʝʪʩʷ ʙʘʟʦʡ ʜʘʥʥʳʭ? 

3. ʂʘʢʠʝ ʦʙʲʝʢʪʳ ʨʘʟʣʠʯʘʶʪ ʚ ʬʘʡʣʝ ʙʘʟʳ ʜʘʥʥʳʭ MS Access? 

4. ʢʘʢʠʝ ʪʠʧʳ ʜʘʥʥʳʭ ʩʫʱʝʩʪʚʫʶʪ ʚ MS Access? 

5. ʂʘʢʠʝ ʪʠʧʳ ʧʦʣʝʡ ʩʫʱʝʩʪʚʫʶʪ ʚ MS Access? 

6. ʢʘʢʠʝ ʦʙʲʝʢʪʳ ʩʦʜʝʨʞʠʪ ʦʢʥʦ ʧʨʦʛʨʘʤʤʳ MS Access? 

7. ʅʘ ʢʘʢʠʝ ʵʪʘʧʳ ʨʘʟʙʠʚʘʝʪʩʷ ʨʘʟʨʘʙʦʪʢʘ ʙʘʟʳ ʜʘʥʥʳʭ? 

8. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʫʞʥʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʙʘʟʫ ʜʘʥʥʳʭ 

ʩ ʧʦʤʦʱʴʶ ʤʘʩʪʝʨʘ? 

9. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʫʞʥʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʙʘʟʫ ʜʘʥʥʳʭ 

ʙʝʟ ʧʦʤʦʱʠ ʤʘʩʪʝʨʘ? 

10. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʫʞʥʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʪʘʙʣʠʮʫ ʙʘ-

ʟʳ ʜʘʥʥʳʭ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ? 

11. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʫʞʥʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʪʘʙʣʠʮʫ ʙʘ-

ʟʳ ʜʘʥʥʳʭ ʩ ʧʦʤʦʱʴʶ ʤʘʩʪʝʨ? 

12. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʫʞʥʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʪʘʙʣʠʮʫ ʙʘ-

ʟʳ ʜʘʥʥʳʭ ʧʫʪʝʤ ʚʚʦʜʘ ʜʘʥʥʳʭ? 

13. ʂʘʢʠʝ ʩʨʝʜʩʪʚʘ ʜʣʷ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʩʦʟʜʘʥʥʳʭ ʪʘʙʣʠʮ ʠʤʝ-

ʶʪʩʷ ʚ MS Access? 

14. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʫʞʥʦ ʚʳʧʦʣʥʠʪʴ, ʯʪʦʙʳ ʜʦʙʘʚʠʪʴ, ʠʟʤʝʥʠʪʴ 

ʠʣʠ ʫʜʘʣʠʪʴ ʜʘʥʥʳʝ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ? 

 

6. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ 
ʆʧʠʠhʪʝ ʩʪʨʫʢʪʫʨʳ ʟʘʧʠʩʝʡ, ʩʦʟʜʘʡʪʝ ʪʘʙʣʠʮʳ ʠ ʟʘʧʦʣʥʠʪʝ ʠʭ 

ʠʥʬʦʨʤʘʮʠʝʡ ʜʣʷ ʩʣʝʜʫʶʱʠʭ ʙʘʟ ʜʘʥʥʳʭ: 

ʘ) ʚʳʙʨʦʩʳ ʚʨʝʜʥʳʭ ʚʝʱʝʩʪʚ ʚ ʘʪʤʦʩʬʝʨʫ ʚ ʛʦʜ ʚ ʪʳʩ. ʪʦʥʥ (ʪʘʙ-

ʣʠʮʘ 1). 

 
ʊʘʙʣʠʮʘ 1. ɺʳʙʨʦʩʳ ʚʨʝʜʥʳʭ ʚʝʱʝʩʪʚ ʚ ʘʪʤʦʩʬʝʨʫ ʚ ʛʦʜ (ʚ ʪʳʩ. 

ʪʦʥʥ) 

ɻʦʨʦʜ ʊʚʝʨʜʳʝ ɻʘʟʦʦʙʨʘʟʥʝr ʠ 

ʞʠʜʢʠʝ 

ɺʩʝʛʦ 

ɹʨʝʩʪ 0,8 4,0 4,8 

ʇʠʥʩʢ 0,9 11,6 12,5 

ʅʦʚʦʧʦʣʦʮʢ 1,1 158,0 159,1 

ʄʠʥʩʢ 8.9 103,5 112,4 
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ʄʦʛʠʣʝʚ 2.9 88,3 91,2 

ɹʦʙʨʫʡʩʢ 2,5 50,2 52,7 

ʆʨʰʘ 0,6 9,1 9,7 

ɺʠʪʝʙʩʢ 9,5 27,0 36,5 

ʉʦʣʠʛʦʨʩʢ 1,2 20,0 21,2 

ʃʠʜʘ 0,5 5,7 6,2 

ʇʦʣʦʮʢ 1.9 12,0 13,9 

 

6) ʩʦʨʪʘ ʷʙʣʦʥʴ ʥʘ ɹʝʣʘʨʫʩʠ (ʪʘʙʣʠʮʘ 2); 
 

ʊʘʙʣʠʮʘ 2. ʉʦʨʪʘ ʷʙʣʦʥʴ ʥʘ ɹʝʣʘʨʫʩʠ 

ʉʦʨʪ ʄʘʩʩʘ 

ʧʣʦʜʘ (ʛ) 

ʃʝʪʥʠʡ ʆʩʝʥʥʠʡ ɿʠʤʥʠʡ 

ɹʝʣʳʡ ʥʘʣʠʚ 100 true false false 

ʉʪʘʨʠʢ ʕʨʣʠʩʪ 90 true false false 

ʈʘʥʥʠʡ ʩʣʘʜʢʠʡ 80 true false false 

ʐʪʨʝʡʬʣʠʥʛ 120 false true false 

ɸʥʪʦʥʦʚʢʘ 

ʦʙʳʢʥʦʚʝʥʥʘʷ 

150 false true false 

ʄʠʥʩʢʠʡ 200 false false true 

ɹʘʥʘʥʦʚʳʡ 120 false false true 

ʄʘʣʠʥʦʚʳʡ 120 false true false 

ʄʘʥʪʵʪ 130 true false false 

 

ʚ) ʢʘʨʪʘ ʨʘʜʠʘʮʠʦʥʥʦʡ ʦʙʩʪʘʥʦʚʢʠ ʚ ʥʝʢʦʪʦʨʳʭ ʧʫʥʢʪʘʭ ɹʝʣʘʨʫʩʠ 

(ʪʘʙʣʠʮʘ 3). 

 
ʊʘʙʣʠʮʘ 3. ʂʘʨʪʘ ʨʘʜʠʘʮʠʦʥʥʦʡ ʦʙʩʪʘʥʦʚʢʠ ʚ ʥʝʢʦʪʦʨʳʭ ʧʫʥʢʪʘʭ ɹʝʣʘ-

ʨʫʩʠ 

ʋʨʦʚʝʥʴ ʨʘʜʠʘʮʠʦʥʥʦʡ ʦʙʩʪʘʥʦʚʢʠ ʚ ʥʘʩʝʣʝʥʥʳʭ ʧʫʥʢʪʘʭ 

40 ku/ʢʤ
2 
ʥ 

ʙʦʣʝʝ 

15ð40 ku/ʢʤ
2
 5ð15 ku/ʢʤ

2
 1ð5 ku/ʢʤ

2
 

ɼʦʚʣʷʜʳ ʋʛʣʳ ʋʣʘʩʳ ʈʘʜʠʥ 

ʄʫʭʠʥʠʯʠ ʍʣʝʚʥʦ ʉʝʙʨʦʚʠʯʠ ɼʫʙʝʮʢʦʝ 

ɻʨʫʰʝʚʢʘ ʃʫʙʝʥʴ ʂʠʨʦʚ ʅʦʚʦʩʝʣʢʠ 

ɹʦʛʫʪʠʯʠ ɻʨʝʙʝʥʠ ʖʨʦʚʠʯʠ ɹʘʭʘʥʴ 

ɼʫʙʨʘʚʘ ɹʦʨʦʚʦʝ ʉʠʤʦʥʠʯʥ ɿʘʩʧʘ 

 



 

 

125  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ 11 

ʇʆʀʉʂ ʀ ɿɸʄɽʅɸ ɼɸʅʅʓʍ ɺ MS ACCESS 

1. ʆʙʱʠʝ ʩʚʝʜʝʥʠʷ.  

2. ʇʦʠʩʢ ʠ ʟʘʤʝʥʘ ʩ ʧʦʤʦʱʴʶ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ ʇʦʠʩʢ. 

3. ʈʘʙʦʪʘ ʩ ʟʘʧʨʦʩʘʤʠ. 

4. ʈʘʙʦʪʘ ʩ ʬʦʨʤʘʤʠ ʠ ʦʪʯʝʪʘʤʠ. 

5. ʀʥʜʝʢʩʳ. 

6. ʆʧʨʝʜʝʣʝʥʠʝ ʩʚʷʟʝʡ ʤʝʞʜʫ ʪʘʙʣʠʮʘʤʠ. 

7. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 

 

ʎʝʣʴ: ʧʨʠʦʙʨʝʪʝʥʠʝ ʥʘʚʳʢʦʚ ʨʘʙʦʪʳ ʩ ʟʘʧʨʦʩʘʤʠ, ʬʦʨʤʘʤʠ ʠ ʦʪ-

ʯʝʪʘʤʠ, ʥʘʚʳʢʦʚ ʦʧʨʝʜʝʣʝʥʠʷ ʩʚʷʟʝʡ ʤʝʞʜʫ ʪʘʙʣʠʮʘʤʠ.  

ɿʘʜʘʯʠ: 

ï ʫʤʝʪʴ ʦʩʫʱʝʩʪʚʣʷʪʴ ʧʦʠʩʢ ʠ ʟʘʤʝʥʫ ʢʦʥʢʨʝʪʥʳʭ ʟʥʘʯʝʥʠʡ ʚ ʧʦ-

ʣʝ; 

ï ʫʤʝʪʴ ʧʨʦʚʦʜʠʪʴ ʟʘʧʨʦʩʳ ʥʘ ʚʳʙʦʨʢʫ, ʟʘʧʨʦʩʳ ʩ ʧʘʨʘʤʝʪʨʘʤʠ, 

ʧʝʨʝʢʨʝʩʪʥʳʝ ʟʘʧʨʦʩʳ ʠ ʟʘʧʨʦʩʳ ʥʘ ʠʟʤʝʥʝʥʠʝ; 

ïʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʬʦʨʤʳ ʠ ʦʪʯʝʪʳ; 
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ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʠʥʜʝʢʩʳ; 

ï ʫʤʝʪʴ ʦʧʨʝʜʝʣʷʪʴ ʩʚʷʟʠ ʤʝʞʜʫ ʪʘʙʣʠʮʘʤʠ 

 
1. ʆʙʱʠʝ ʩʚʝʜʝʥʠʷ. ɺ ʧʨʦʛʨʘʤʤʝ Microsoft Access ʩʫʱʝʩʪʚʫʝʪ ʤʥʦ-

ʞʝʩʪʚʦ ʩʧʦʩʦʙʦʚ ʧʦʠʩʢʘ ʠ ʟʘʤʝʥʳ ʥʫʞʥʳʭ ʜʘʥʥʳʭ ʧʨʠ ʚʧrʦʣʥʝʥʠʠ 

ʧʦʠʩʢʘ ʢʦʥʢʨʝʪʥʦʛʦ ʟʥʘʯʝʥʠʷ, ʦʜʥʦʡ ʟʘʧʠʩʠ ʠʣʠ ʛʨʫʧʧʳ ʟʘʧʠʩʝʡ; 

ɼʣʷ ʧʦʠʩʢʘ ʟʘʧʠʩʠ ʤʦʞʥʦ ʧʨʦʢʨʫʪʠʪʴ ʬʦʨʤʫ ʠʣʠ ʦʙʲʝʢʪ ʚ ʨʝʞʠʤʝ 

ʪʘʙʣʠʮʳ ʣʠʙʦ ʚʚʝʩʪʠ ʥʦʤʝʨ ʥʫʞʥʦʡ ʟʘʧʠʩʠ ʚ ʧʦʣʝ ʥʦʤʝʨʘ ʟʘʧʠʩʠ ʚ 

ʣʝʚʦʤ ʥʠʞʥʝʤ ʫʛʣʫ ʦʢʥʘ ʪʘʙʣʠʮʳ. 

ɼʣʷ ʧʝʨʝʭʦʜʘ ʥʘ ʢʦʥʢʨʝʪʥʫʶ ʟʘʧʠʩʴ ʜʦʩʪʘʪʦʯʥʦ ʚʚʝʩʪʠ ʥʦʤʝʨ ʟʘ-

ʧʠʩʠ ʚ ʵʪʦ ʧʦʣʝ ʠ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <Enter>. 

ʉ ʧʦʤʦʱʴʶ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ ʇʦʠʩʢ ʤʦʞʥʦ ʥʘʡʪʠ ʢʦʥʢʨʝʪʥʳʝ 

ʟʘʧʠʩʠ ʠʣʠ ʦʧʨʝʜʝʣʝʥʥʳʝ ʟʥʘʯʝʥʠʷ ʚ ʧʦʣʷʭ. ʀʤʝʝʪʩʷ ʚʦʟʤʦʞʥʦʩʪʴ 

ʧʝʨʝʭʦʜʘ ʧʦ ʟʘʧʠʩʷʤ ʧʦ ʤʝʨʝ ʦʙʥʘʨʫʞʝʥʠʷ ʥʫʞʥʦʛʦ ʵʣʝʤʝʥʪʘ. ɽʩʣʠ 

ʪʨʝʙʫʝʪʩʷ ʟʘʤʝʥʠʪʴ ʢʦʥʢʨʝʪʥʳʝ ʦʙʥʘʨʫʞʝʥʥʳʝ ʧʨʠ ʧʦʠʩʢʝ ʟʥʘʯʝʥʠʷ, 

ʩʣʝʜʫʝʪ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʜʠʘʣʦʛʦʚʳʤ ʦʢʥʦʤ ɿʘʤʝʥʘ. 

ʉ ʧʦʤʦʱʴʶ ʬʠʣʴʪʨʘ
4
 ʤʦʞʥʦ ʚʨʝʤʝʥʥʦ ʠʟʦʣʠʨʦʚʘʪʴ ʠ ʧʨʦʩʤʦʪ-

ʨʝʪʴ ʢʦʥʢʨʝʪʥʳʡ ʥʘʙʦʨ ʟʘʧʠʩʝʡ ʜʣʷ ʨʘʙʦʪʳ ʩ ʥʠʤ ʧʨʠ ʦʪʦʙʨʘʞʝʥʠʠ 

ʥʘ ʵʢʨʘʥʝ ʦʪʢʨʳʪʦʡ ʬʦʨʤʳ ʠʣʠ ʪʘʙʣʠʮʳ. 

ʉ ʧʦʤʦʱʴʶ ʟʘʧʨʦʩʘ
5
 ʤʦʞʥʦ ʨʘʙʦʪʘʪʴ ʩ ʢʦʥʢʨʝʪʥʳʤ ʥʘʙʦʨʦʤ ʫʜʦ-

ʚʣʝʪʚʦʨʷʶʱʠʭ ʟʘʜʘʥʥʳʤ ʫʩʣʦʚʠʷʤ ʟʘʧʠʩʝʡ ʠʟ ʦʜʥʦʡ ʠʣʠ ʥʝʩʢʦʣʴʢʠʭ 

ʪʘʙʣʠʮ ʙʘʟʳ ʜʘʥʥʳʭ. ɺʳʧʦʣʥʝʥʠʝ ʟʘʧʨʦʩʘ ʜʘʝʪ ʚʦʟʤʦʞʥʦʩʪʴ ʨʘʙʦ-

ʪʘʪʴ ʩ ʥʘʙʦʨʦʤ ʟʘʧʠʩʝʡ ʥʝʟʘʚʠʩʠʤʦ ʦʪ ʢʦʥʢʨʝʪʥʦʡ ʬʦʨʤʳ ʠʣʠ ʪʘʙʣʠ-

ʮʳ. 

ɹʳʩʪʨʝʝ ʚʳʧʦʣʥʠʪʴ ʟʘʤʝʥʫ ʙʦʣʴʰʦʛʦ ʢʦʣʠʯʝʩʪʚʘ ʜʘʥʥʳʭ ʚ ʙʘʟʝ 

ʜʘʥʥʳʭ Microsoft  Access ʠʣʠ ʧʨʦʠʟʚʝʩʪʠ ʚʳʯʠʩʣʝʥʠʷ ʩ ʜʘʥʥʳʤʠ 

ʧʦʟʚʦʣʷʝʪ ʠʩʧʦʣʴʟʦʚʘʥʠʝ ʟʘʧʨʦʩʘ ʥʘ ʦʙʥʦʚʣʝʥʠʝ
6
 ʚʤʝʩʪʦ ʜʠʘʣʦʛʦʚʦʛʦ 

ʦʢʥʘ ɿʘʤʝʥʘ. ʆʜʥʘʢʦ ʩ ʧʦʤʦʱʴʶ ʟʘʧʨʦʩʘ ʥʘ ʦʙʥʦʚʣʝʥʠʝ ʥʝʚʦʟʤʦʞʥʦ 

ʚʳʧʦʣʥʷʪʴ ʟʘʤʝʥʫ ʦʪʜʝʣʴʥʳʭ ʚʭʦʞʜʝʥʠʡ ʩ ʧʦʜʪʚʝʨʞʜʝʥʠʝʤ. ʂʨʦʤʝ 

ʪʦʛʦ, ʟʘʧʨʦʩ ʥʘ ʦʙʥʦʚʣʝʥʠʝ ʩʪʘʥʦʚʠʪʩʷ ʜʦʩʪʘʪʦʯʥʦ ʛʨʦʤʦʟʜʢʠʤ ʧʨʠ 

ʚʳʧʦʣʥʝʥʠʠ ʧʦʠʩʢʘ ʠ ʟʘʤʝʥʳ ʜʘʥʥʳʭ ʚ ʥʝʩʢʦʣʴʢʠʭ ʧʦʣʷʭ. 

 

                                                 
4
 ʌʠʣʴʪʨ ï ʥʘʙʦʨ ʫʩʣʦʚʠʡ, ʧʨʠʤʝʥʷʝʤʳʭ ʜʣʷ ʦʪʙʦʨʘ ʧʦʜʤʥʦʞʝʩʪʚʘ ʠʣʠ ʩʦʨʪʠ-

ʨʦʚʢʠ ʜʘʥʥʳʭ. 
5 ɿʘʧʨʦʩ ï ʪʨʝʙʦʚʘʥʠʝ ʥʘ ʦʪʙʦʨ ʜʘʥʥʳʭ, ʭʨʘʥʷʱʠʭʩʷ ʚ ʪʘʙʣʠʮʘʭ, ʠʣʠ ʪʨʝʙʦʚʘʥʠʝ 

ʥʘ ʚʳʧʦʣʥʝʥʠʝ ʦʧʨʝʜʝʣʝʥʥʳʭ ʜʝʡʩʪʚʠʡ ʩʜʘʥʥʳʤʠ. ɿʘʧʨʦʩ ʧʦʟʚʦʣʷʝʪ ʩʦʟʜʘʪʴ 

ʦʙʱʠʡ ʥʘʙʦʨ ʟʘʧʠʩʝʡ ʠʟʜʘʥʥʳʭ, ʥʘʭʦʜʷʱʠʭʩʷ ʚ ʨʘʟʥʳʭ ʪʘʙʣʠʮʘʭ, ʢʦʪʦʨʳʡ ʙʫʜʝʪ 

ʩʣʫʞʠʪʴ ʠʩʪʦʯʥʠʢʦʤ ʜʘʥʥʳʭ ʜʣʷ ʬʦʨʤʳ, ʦʪʯʝʪʘ ʠʣʠ ʩʪʨʘʥʠʮʳ ʜʦʩʪʫʧʘ ʢ ʜʘʥ-

ʥʳʤ. 
6
 ɿʘʧʨʦʩ ʥʘ ʦʙʥʦʚʣʝʥʠʝ ï ʟʘʧʨʦʩ, ʚ ʢʦʪʦʨʦʤ ʠʟʤʝʥʷʝʪʩʷ ʥʘʙʦʨ ʟʘʧʠʩʝʡ, ʫʜʦʚʣʝ-

ʪʚʦʨʷʶʱʠʭ ʫʢʘʟʘʥʥʦʤʫ ʫʩʣʦʚʠʶ ʦʪʙʦʨʘ. 
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2. ʇʦʠʩʢ ʠ ʟʘʤʝʥʘ ʩ ʧʦʤʦʱʴʶ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ ʇʦʠʩʢ. ʇʦ-

ʠʩʢ ʠ ʟʘʤʝʥʘ ʢʦʥʢʨʝʪʥʳʭ ʟʥʘʯʝʥʠʡ ʚ ʧʦʣʝ. ʇʨʠ ʧʦ-

ʠʩʢʝ ʟʥʘʯʝʥʠʡ ʚ ʪʘʙʣʠʮʝ, ʠʤʝʶʱʝʡ ʧʦʜʪʘʙʣʠʮʫ, ʠʣʠ ʚ ʬʦʨʤʝ, ʧʦʜʯʠ-

ʥʝʥʥʘʷ ʬʦʨʤʘ ʢʦʪʦʨʦʡ ʦʪʦʙʨʘʞʘʝʪʩʷ ʢʘʢ ʪʘʙʣʠʮʘ, ʧʦʠʩʢ ʚʳʧʦʣʥʷʝʪʩʷ 

ʪʦʣʴʢʦ ʚ ʪʦʡ ʪʘʙʣʠʮʝ, ʧʦʜʪʘʙʣʠʮʝ ʠʣʠ ʬʦʨʤʝ, ʚ ʢʦʪʦʨʫʶ ʧʦʤʝʱʝʥ 

ʢʫʨʩʦʨ. ɼʣʷ ʧʦʠʩʢʘ ʢʦʥʢʨʝʪʥʳʭ ʟʥʘʯʝʥʠʡ ʚ ʧʦʣʝ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʨʝʞʠʤʝ ʬʦʨʤʳ ʠʣʠ ʪʘʙʣʠʮʳ, ʝʩʣʠ ʥʝ ʪʨʝʙʫʝʪʩʷ ʚʳʧʦʣʥʠʪʴ ʧʦ-

ʠʩʢ ʧʦ ʚʩʝʤ ʧʦʣʷʤ, ʚʳʙʨʘʪʴ ʧʦʣʝ (ʩʪʦʣʙʝʮ), ʧʦ ʢʦʪʦʨʦʤʫ ʪʨʝʙʫʝʪʩʷ 

ʚʳʧʦʣʥʠʪʴ ʧʦʠʩʢ. (ʇʦʠʩʢ ʚ ʦʜʥʦʤ ʧʦʣʝ ʚʳʧʦʣʥʷʝʪʩʷ ʙʳʩʪʨʝʝ, ʯʝʤ 

ʧʦʠʩʢ ʚʦ ʚʩʝʡ ʪʘʙʣʠʮʝ ʠʣʠ ʬʦʨʤʝ); 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʅʘʡʪʠ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʚʚʝʩʪʠ ʚ ʧʦʣʝ ʆʙʨʘʟʝʮ ʟʥʘʯʝʥʠʝ, ʢʦʪʦʨʦʝ ʥʫʞʥʦ ʥʘʡʪʠ; 

Å ʫʩʪʘʥʦʚʠʪʴ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʇʦʠʩʢ ʠ ʟʘʤʝʥʘ ʚʩʝ ʦʩʪʘʣʴʥʳʝ 

ʥʫʞʥʳʝ ʧʘʨʘʤʝʪʨʳ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʅʘʡʪʠ ʜʘʣʝʝ. 

ɿʘʤʝʥʘ ʢʦʥʢʨʝʪʥʳʭ ʟʥʘʯʝʥʠʡ ʚ ʧʦʣʝ. ʇʨʠ ʟʘʤʝʥʝ 

ʟʥʘʯʝʥʠʡ ʚ ʪʘʙʣʠʮʝ, ʠʤʝʶʱʝʡ ʧʦʜʪʘʙʣʠʮʫ, ʠʣʠ ʚ ʬʦʨʤʝ, ʧʦʜʯʠʥʝʥ-

ʥʘʷ ʬʦʨʤʘ ʢʦʪʦʨʦʡ ʦʪʦʙʨʘʞʘʝʪʩʷ ʢʘʢ ʪʘʙʣʠʮʘ, ʧʦʠʩʢ ʚʳʧʦʣʥʝ̫ʪʩʷ 

ʪʦʣʴʢʦ ʚ ʪʦʡ ʪʘʙʣʠʮʝ, ʧʦʜʪʘʙʣʠʮʝ ʠʣʠ ʬʦʨʤʝ, ʚ ʢʦʪʦʨʫʶ ʙʳʣ ʧʦʤʝ-

ʱʝʥ ʢʫʨʩʦʨ. ɼʣʷ ʟʘʤʝʥʳ ʢʦʥʢʨʝʪʥʳʭ ʟʥʘʯʝʥʠʡ ʚ ʧʦʣʝ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʙʨʘʪʴ ʚ ʤʝʥʶ ʇʨʘʚʢʘ ʢʦʤʘʥʜʫ ɿʘʤʝʥʠʪʴ; 

Å ʚʚʝʩʪʠ ʦʙʨʘʟʝʮ ʧʦʠʩʢʘ ʚ ʧʦʣʝ ʆʙʨʘʟʝʮ ʠ ʧʦʜʩʪʘʚʣʷʝʤʦʝ ʟʥʘʯʝ-

ʥʠʝ ʚ ʧʦʣʝ ɿʘʤʝʥʠʪʴ ʥʘ; 

Å ʫʩʪʘʥʦʚʠʪʴ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʇʦʠʩʢ ʠ ʟʘʤʝʥʘ ʚʩʝ ʦʩʪʘʣʴʥʳʝ 

ʥʫʞʥʳʝ ʧʘʨʘʤʝʪʨʳ; 

Å ʜʣʷ ʦʜʥʦʚʨʝʤʝʥʥʦʡ ʟʘʤʝʥʳ ʚʩʝʭ ʚʭʦʞʜʝʥʠʡ ʦʙʨʘʟʮʘ ʥʘʞʘʪʴ 

ʢʥʦʧʢʫ ɿʘʤʝʥʠʪʴ ʚʩʝ; 

Å ʜʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʳʧʦʣʥʷʪʴ ʟʘʤʝʥʫ ʢʘʞʜʦʛʦ ʚʭʦʞʜʝʥʠʷ ʦʪʜʝʣʴʥʦ, 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʅʘʡʪʠ ʜʘʣʝʝ, ʘ ʟʘʪʝʤ ï ʢʥʦʧʢʫ ɿʘʤʝʥʠʪʴ. ɼʣʷ ʧʨʦ-

ʧʫʩʢʘ ʪʝʢʫʱʝʛʦ ʚʭʦʞʜʝʥʠʷ ʠ ʧʦʠʩʢʘ ʩʣʝʜʫʶʱʝʛʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ 

ʅʘʡʪʠ ʜʘʣʝʝ. 

ʇʦʠʩʢ ʧʫʩʪʳʭ ʧʦʣʝʡ ʠ ʩʪʨʦʢ ʚ ʙʘʟʝ ʜʘʥʥʳʭ 

M i c r o s o f t A c c e ss. ɼʣʷ ʧʦʠʩʢʘ ʧʫʩʪʳʭ ʧʦʣʝʡ ʠ ʩʪʨʦʢ ʚ ʙʘʟʝ ʜʘʥ-

ʥʳʭ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʅʘʡʪʠ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʚʳʧʦʣʥʠʪʴ ʦʜʥʦ ʠʟ ʩʣʝʜʫʶʱʠʭ ʜʝʡʩʪʚʠʡ: 

ï ʝʩʣʠ ʧʫʩʪʳʝ ʧʦʣʷ ʦʪʬʦʨʤʘʪʠʨʦʚʘʥʳ, ʚʚʝʩʪʠ ʦʪʬʦʨʤʘʪʠʨʦʚʘʥ-
ʥʫʶ ʩʪʨʦʢʫ ʚ ʧʦʣʝ ʆʙʨʘʟʝʮ ʠ ʫʙʝʜʠʪʴʩʷ, ʯʪʦ ʬʣʘʞʦʢ ʉ ʫʯʝʪʦʤ ʬʦʨ-

ʤʘʪʘ ʧʦʣʝʡ ʫʩʪʘʥʦʚʣʝʥ; 
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ï ʯʪʦʙʳ ʥʘʡʪʠ ʥʝʦʪʬʦʨʤʘʪʠʨʦʚʘʥʥʳʝ ʧʫʩʪʳʝ ʧʦʣʷ, ʚʚʝʩʪʠ 

Null ʠʣʠ Is Null ʚ ʧʦʣʝ ʆʙʨʘʟʝʮ ʠ ʫʙʝʜʠʪʴʩʷ, ʯʪʦ ʬʣʘʞʦʢ ʉ ʫʯʝʪʦʤ 

ʬʦʨʤʘʪʘ ʧʦʣʝʡ ʩʥʷʪ; 

ï ʯʪʦʙʳ ʥʘʡʪʠ ʧʫʩʪʳʝ ʩʪʨʦʢʠ ʚ ʙʘʟʝ ʜʘʥʥʳʭ Microsoft Access, ʚʚʝ-

ʩʪʠ ʚ ʧʦʣʝ ʆʙʨʘʟʝʮ ʧʘʨʫ ʧʨʷʤʳʭ ʢʘʚʳʯʝʢ (çè) ʙʝʟ ʧʨʦʙʝʣʘ ʤʝʞʜʫ 

ʥʠʤʠ ʠ ʫʙʝʜʠʪʴʩʷ, ʯʪʦ ʬʣʘʞʦʢ ʉ ʫʯʝʪʦʤ ʬʦʨʤʘʪʘ ʧʦʣʝʡ ʩʥʷʪ; 

Å ʫʩʪʘʥʦʚʠʪʴ ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʇʦʠʩʢ ʠ ʟʘʤʝʥʘ ʚʩʝ ʦʩʪʘʣʴʥʳʝ 

ʥʫʞʥʳʝ ʧʘʨʘʤʝʪʨʳ; 

Å ʯʪʦʙʳ ʥʘʯʘʪʴ ʠʣʠ ʧʨʦʜʦʣʞʠʪʴ ʧʦʠʩʢ ʧʫʩʪʳʭ ʧʦʣʝʡ, ʥʘʞʘʪʴ 

ʢʥʦʧʢʫ ʅʘʡʪʠ ʜʘʣʝʝ. 

 

3. ʈʘʙʦʪʘ ʩ ʟʘʧʨʦʩʘʤʠ. ɿʘʧʨʦʩʳ ʠʩʧʦʣʴʟʫʶʪʩʷ ʜʣʷ ʧʨʦʩʤʦʪʨʘ, ʠʟʤʝ-

ʥʝʥʠʷ ʠ ʘʥʘʣʠʟʘ ʜʘʥʥʳʭ ʨʘʟʣʠʯʥʳʤʠ ʩʧʦʩʦʙʘʤʠ. ʀʭ ʤʦʞʥʦ ʪʘʢʞʝ 

ʧʨʠʤʝʥʷʪʴ ʚ ʢʘʯʝʩʪʚʝ ʠʩʪʦʯʥʠʢʦʚ ʟʘʧʠʩʝʡ ʜʣʷ ʬʦʨʤ, ʦʪʯʝʪʦʚ ʠ ʩʪʨʘ-

ʥʠʮ ʜʦʩʪʫʧʘ ʢ ʜʘʥʥʳʤ. ɺ Microsoft Access ʝʩʪʴ ʥʝʩʢʦʣʴʢʦ ʪʠʧʦʚ ʟʘ-

ʧʨʦʩʦʚ: ʟʘʧʨʦʩʳ ʥʘ ʚʳʙʦʨʢʫ; ʟʘʧʨʦʩʳ ʩ ʧʘʨʘʤʝʪʨʘʤʠ; ʧʝʨʝʢʨʝʩʪʥʳʝ 

ʟʘʧʨʦʩʳ; ʟʘʧʨʦʩʳ ʥʘ ʠʟʤʝʥʝʥʠʝ. 

ɿʘʧʨʦʩʳ ʥʘ ʚʳʙʦʨʢʫ. ɿʘʧʨʦʩ ʥʘ ʚʳʙʦʨʢʫ ʠʩʧʦʣʴʟʫʝʪʩʷ 

ʥʘʠʙʦʣʝʝ ʯʘʩʪʦ. ɿʘʧʨʦʩʳ ʵʪʦʛʦ ʪʠʧʘ ʚʦʟʚʨʘʱʘʶʪ ʜʘʥʥʳʝ ʠʟ ʦʜʥʦʡ 

ʠʣʠ ʥʝʩʢʦʣʴʢʠʭ ʪʘʙʣʠʮ ʠ ʦʪʦʙʨʘʞʘʶʪ ʠʭ ʚ ʚʠʜʝ ʪʘʙʣʠʮʳ, ʟʘʧʠʩʠ ʚ 

ʢʦʪʦʨʦʡ ʤʦʞʥʦ ʦʙʥʦʚʣʷʪʴ (ʩ ʥʝʢʦʪʦʨʳʤʠ ʦʛʨʘʥʠʯʝʥʠʷʤʠ). ɿʘʧʨʦʩʳ 

ʥʘ ʚʳʙʦʨʢʫ ʤʦʞʥʦ ʪʘʢʞʝ ʠʩʧʦʣʴʟʦʚʘʪʴ ʜʣʷ ʛʨʫʧʧʠʨʦʚʢʠ ʟʘʧʠʩʝʡ ʠ 

ʚʳʯʠʩʣʝʥʠʷ ʩʫʤʤ, ʩʨʝʜʥʠʭ ʟʥʘʯʝʥʠʡ, ʧʦʜʩʯʝʪʘ ʟʘʧʠʩʝʡ ʠ ʥʘʭʦʞʜʝʥʠʷ 

ʜʨʫʛʠʭ ʪʠʧʦʚ ʠʪʦʛʦʚʳʭ ʟʥʘʯʝʥʠʡ. 

ʄʘʩʪʝʨ ʧʨʦʩʪʦʛʦ ʟʘʧʨʦʩʘ ʥʘ ʚʳʙʦʨʢʫ ʩʦʟʜʘʝʪ ʟʘʧʨʦʩʳ ʜʣʷ ʧʦʣʫ-

ʯʝʥʠʷ ʜʘʥʥʳʭ ʠʟ ʧʦʣʝʡ, ʚʳʙʨʘʥʥʳʭ ʚ ʦʜʥʦʡ ʠʣʠ ʥʝʩʢʦʣʴʢʠʭ ʪʘʙʣʠ-

ʮʘʭ ʠʣʠ ʟʘʧʨʦʩʘʭ. ʉ ʧʦʤʦʱʴʶ ʤʘʩʪʝʨʘ ʤʦʞʥʦ ʪʘʢʞʝ ʚʳʯʠʩʣʷʪʴ ʩʫʤ-

ʤʳ, ʯʠʩʣʦ ʟʘʧʠʩʝʡ ʠ ʩʨʝʜʥʠʝ ʟʥʘʯʝʥʠʷ ʜʣʷ ʚʩʝʭ ʟʘʧʠʩʝʡ ʠʣʠ ʦʧʨʝʜʝ-

ʣʝʥʥʳʭ ʛʨʫʧʧ ʟʘʧʠʩʝʡ, ʘ ʪʘʢʞʝ ʥʘʭʦʜʠʪʴ ʤʘʢʩʠʤʘʣʴʥʦʝ ʠ ʤʠʥʠʤʘʣʴ-

ʥʦʝ ʢʘʯʝʥʠʷ ʚ ʧʦʣʝ. ʆʜʥʘʢʦ ʥʝʣʴʟʷ ʦʛʨʘʥʠʯʠʪʴ ʢʦʣʠʯʝʩʪʚʦ ʟʘʧʠʩʝʡ, 

ʚʦʟʚʨʘʱʘʝʤʳʭ ʵʪʠʤ ʟʘʧʨʦʩʦʤ, ʩ ʧʦʤʦʱʴʶ ʫʩʣʦʚʠʡ ʦʪʙʦʨʘ. 

ʏʪʦʙʳ ʩʦʟʜʘʪʴ ʧʨʦʩʪʦʡ ʟʘʧʨʦʩ ʥʘ ʚʳʙʦʨʢʫ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ ʚ ʩʧʠʩʢʝ ʆʙʲʝʢʪʳ ʚʳʙʨʘʪʴ ʧʫʥʢʪ ɿʘʧʨʦʩʳ, 

ʘ ʚ ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ ï ʢʦʤʘʥʜʫ ʉʦʟʜʘʥʠʝ ʟʘʧʨʦʩʘ ʩ ʧʦʤʦʱʴʶ ʤʘ-

ʩʪʝʨʘ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʉʦʟʜʘʥʠʝ ʧʨʦʩʪʳʭ ʟʘʧʨʦʩʦʚ ʚʳʙʨʘʪʴ ʠʟ 

ʩʧʠʩʢʘ ʚ ʧʦʣʝ ʊʘʙʣʠʮʳ ʠ ʟʘʧʨʦʩʳ ʪʨʝʙʫʝʤʫʶ ʪʘʙʣʠʮʫ; 
Å ʠʟ ʩʧʠʩʢʘ ʧʦʣʷ ɼʦʩʪʫʧʥʳʝ ʧʦʣʷ ʧʝʨʝʥʝʩʪʠ ʪʨʝʙʫʝʤʳʝ ʧʦʣʷ ʚ 

ʧʨʘʚʦʝ ʧʦʣʝ ɺʳʙʨʘʥʥʳʝ ʧʦʣʷ; 

Å ʧʦʚʪʦʨʠʪʴ ʧʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʫʢʘʟʘʥʥʳʝ ʜʝʡʩʪʚʠʷ ʠ ʥʘʞʘʪʴ 

ʢʥʦʧʢʫ ɼʘʣʝʝ; 



 

 

129  

 

Å ʟʘʜʘʪʴ ʠʤʷ ʟʘʧʨʦʩʘ ʠ ʚʳʙʨʘʪʴ ʜʘʣʴʥʝʡʰʠʝ ʜʝʡʩʪʚʠʷ ʩ ʟʘʧʨʦ-

ʩʦʤ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɻʦʪʦʚʦ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʟʘʧʨʦʩʘ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ ʚ ʩʧʠʩʢʝ ʆʙʲʝʢʪʳ ʚʳʙʨʘʪʴ ʧʫʥʢʪ ɿʘʧʨʦʩʳ, 

ʘ ʚ ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ ï ʢʦʤʘʥʜʫ ʉʦʟʜʘʥʠʝ ʟʘʧʨʦʩʘ ʚ ʨʝʞʠʤʝ ʢʦʥ-

ʩʪʨʫʢʪʦʨʘ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ɼʦʙʘʚʣʝʥʠʝ ʪʘʙʣʠʮʳ ʚʳʙʨʘʪʴ ʚʢʣʘʜʢʫ, ʩʦ-

ʜʝʨʞʘʱʫʶ ʦʙʲʝʢʪʳ, ʜʘʥʥʳʝ ʢʦʪʦʨʳʭ ʙʫʜʫʪ ʠʩʧʦʣʴʟʦʚʘʥʳ ʚ ʟʘʧʨʦʩʝ; 

Å ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʥʘ ʦʙʲʝʢʪʘʭ, ʢʦʪʦʨʳʝ ʥʫʞʥʦ ʜʦʙʘʚʠʪʴ ʚ ʟʘ-

ʧʨʦʩ, ʘ ʟʘʪʝʤ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɿʘʢʨʳʪʴ; 

Å ʜʦʙʘʚʠʪʴ ʧʦʣʷ ʚ ʩʪʨʦʢʫ ʇʦʣʝ ʚ ʙʣʘʥʢʝ ʟʘʧʨʦʩʘ ʠ, ʝʩʣʠ ʥʝʦʙʭʦ-

ʜʠʤʦ, ʫʢʘʟʘʪʴ ʫʩʣʦʚʠʷ ʠ ʧʦʨʷʜʦʢ ʩʦʨʪʠʨʦʚʢʠ; 

Å ʜʣʷ ʧʨʦʩʤʦʪʨʘ ʨʝʟʫʣʴʪʘʪʦʚ ʟʘʧʨʦʩʘ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɺʠʜ. 

ɿʘʧʨʦʩʳ ʩ ʧʘʨʘʤʝʪʨʘʤʠ. ɿʘʧʨʦʩ ʩ ʧʘʨʘʤʝʪʨʘʤʠ ï ʵʪʦ ʟʘ-

ʧʨʦʩ, ʧʨʠ ʚʳʧʦʣʥʝʥʠʠ ʦʪʦʙʨʘʞʘʶʱʠʡ ʚ ʩʦʙʩʪʚʝʥʥʦʤ ʜʠʘʣʦʛʦʚʦʤ 

ʦʢʥʝ ʧʨʠʛʣʘʰʝʥʠʝ ʚʚʝʩʪʠ ʜʘʥʥʳʝ, ʥʘʧʨʠʤʝʨ ʫʩʣʦʚʠʝ ʜʣʷ ʚʦʟʚʨʘʱʝ-

ʥʠʷ ʟʘʧʠʩʝʡ ʠʣʠ ʟʥʘʯʝʥʠʝ, ʢʦʪʦʨʦʝ ʪʨʝʙʫʝʪʩʷ ʚʩʪʘʚʠʪʴ ʚ ʧʦʣʝ. ʄʦʞʥʦ 

ʨʘʟʨʘʙʦʪʘʪʴ ʟʘʧʨʦʩ, ʚʳʚʦʜʷʱʠʡ ʧʨʠʛʣʘʰʝʥʠʝ ʥʘ ʚʚʦʜ ʥʝʩʢʦʣʴʢʠʭ 

ʝʜʠʥʠʮ ʜʘʥʥʳʭ, ʥʘʧʨʠʤʝʨ ʜʚʫʭ ʜʘʪ. ɿʘʪʝʤ Microsoft Access ʤʦʞʝʪ 

ʚʝʨʥʫʪʴ ʚʩʝ ʟʘʧʠʩʠ, ʧʨʠʭʦʜʷʱʠʝʩʷ ʥʘ ʠʥʪʝʨʚʘʣ ʚʨʝʤʝʥʠ ʤʝʞʜʫ ʵʪʠʤʠ 

ʜʘʪʘʤʠ. 

ɿʘʧʨʦʩʳ ʩ ʧʘʨʘʤʝʪʨʘʤʠ ʪʘʢʞʝ ʫʜʦʙʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʚ ʢʘʯʝʩʪʚʝ ʦʩ-

ʥʦʚʳ ʜʣʷ ʬʦʨʤ, ʦʪʯʝʪʦʚ ʠ ʩʪʨʘʥʠʮ ʜʦʩʪʫʧʘ ʢ ʜʘʥʥʳʤ. ɼʣʷ ʩʦʟʜʘʥʠʷ 

ʟʘʧʨʦʩʘ ʩ ʧʘʨʘʤʝʪʨʘʤʠ ʥʝʦʙʭʦʜʠʤʦ:  

Å ʩʦʟʜʘʪʴ ʟʘʧʨʦʩ ʥʘ ʚʳʙʦʨʢʫ; 

Å ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ ʧʝʨʝʪʘʱʠʪʴ ʧʦʣʷ ʠʟ ʩʧʠʩʢʘ ʧʦʣʝʡ ʚ 

ʙʣʘʥʢ ʟʘʧʨʦʩʘ; 

Å ʜʣʷ ʧʦʣʷ, ʢʦʪʦʨʦʝ ʧʨʝʜʧʦʣʘʛʘʝʪʩʷ ʠʩʧʦʣʴʟʦʚʘʪʴ ʢʘʢ ʧʘʨʘʤʝʪʨ, 

ʚʚʝʩʪʠ ʚ ʷʯʝʡʢʫ ʩʪʨʦʢʠ ʋʩʣʦʚʠʝ ʦʪʙʦʨʘ ʚʳʨʘʞʝʥʠʝ ʩ ʪʝʢʩʪʦʤ ʧʨʠ-

ʛʣʘʰʝʥʠʷ, ʟʘʢʣʶʯʝʥʥʳʤ ʚ ʢʚʘʜʨʘʪʥʳʝ ʩʢʦʙʢʠ; 

Å ʠʟ ʤʝʥʶ ɿʘʧʨʦʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ; 

Å ʚʚʝʩʪʠ ʚ ʧʝʨʚʫʶ ʷʯʝʡʢʫ ʚ ʩʪʦʣʙʮʝ ʇʘʨʘʤʝʪʨ ʧʝʨʚʦʝ ʧʨʠʛʣʘʰʝ-

ʥʠʝ, ʚʚʝʜʝʥʥʦʝ ʚ ʙʣʘʥʢ ʟʘʧʨʦʩʘ; 

Å ʚ ʷʯʝʡʢʝ ʩʪʦʣʙʮʘ ʊʠʧ ʜʘʥʥʳʭ ʩʧʨʘʚʘ ʚ ʵʪʦʡ ʩʪʨʦʢʝ ʚʳʙʨʘʪʴ ʪʨʝ-

ʙʫʝʤʳʡ ʪʠʧ ʜʘʥʥʳʭ; 

Å ʜʣʷ ʧʨʦʩʤʦʪʨʘ ʨʝʟʫʣʴʪʘʪʦʚ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɺʠʜ ʥʘ ʧʘʥʝʣʠ ʠʥ-
ʩʪʨʫʤʝʥʪʦʚ ʠ ʚʚʝʩʪʠ ʟʥʘʯʝʥʠʝ ʧʘʨʘʤʝʪʨʘ. 

ʇʝʨʝʢʨʝʩʪʥʳʝ ʟʘʧʨʦʩʳ. ʇʝʨʝʢʨʝʩʪʥʳʝ ʟʘʧʨʦʩʳ ʠʩʧʦʣʴ-

ʟʫʶʪ ʜʣʷ ʨʘʩʯʝʪʦʚ ʠ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʜʘʥʥʳʭ ʚ ʩʪʨʫʢʪʫʨʝ, ʦʙʣʝʛʯʘʶ-

ʱʝʡ ʠʭ ʘʥʘʣʠʟ. ʇʝʨʝʢʨʝʩʪʥʳʡ ʟʘʧʨʦʩ ʧʦʜʩʯʠʪʳʚʘʝʪ ʩʫʤʤʫ, ʩʨʝʜʥʝʝ 
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ʯʠʩʣʦ ʟʥʘʯʝʥʠʡ ʠʣʠ ʚʳʧʦʣʥʷʝʪ ʜʨʫʛʠʝ ʩʪʘʪʠʩʪʠʯʝʩʢʠʝ ʨʘʩʯʝʪʳ, 

ʧʦʩʣʝ ʯʝʛʦ ʨʝʟʫʣʴʪʘʪʳ ʛʨʫʧʧʠʨʫʶʪʩʷ ʚ ʚʠʜʝ ʪʘʙʣʠʮʳ ʧʦ ʜʚʫʤ ʥʘʙʦ-

ʨʘʤ ʜʘʥʥʳʭ, ʦʜʠʥ ʠʟ ʢʦʪʦʨʳʭ ʦʧʨʝʜʝʣʷʝʪ ʟʘʛʦʣʦʚʢʠ ʩʪʦʣʙʮʦʚ, ʘ ʜʨʫ-

ʛʦʡ ï ʟʘʛʦʣʦʚʢʠ ʩʪʨʦʢ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʧʝʨʝʢʨʝʩʪʥʦʛʦ ʟʘʧʨʦʩʘ ʩ ʧʦʤʦʱʴʶ ʤʘʩʪʝʨʘ ʥʝʦʙʭʦ-

ʜʠʤʦ: 

Å ʚ ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ ʚ ʩʧʠʩʢʝ ʆʙʲʝʢʪʳ ʚʳʙʨʘʪʴ ʧʫʥʢʪ ɿʘʧʨʦʩ ;r 

Å ʚ ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʅʦʚʳʡ ʟʘʧʨʦʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʝʨʝʢʨʝʩʪ-

ʥʳʡ ʟʘʧʨʦʩ; 

Å ʚʳʙʨʘʪʴ ʦʙʲʝʢʪʳ, ʧʦʣʷ ʢʦʪʦʨʳʭ ʪʨʝʙʫʝʪʩʷ ʧʝʨʝʥʝʩʪʠ ʚ ʟʘʧʨʦʩ, ʠ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ; 

Å ʚʳʙʨʘʪʴ ʧʦʣʷ, ʢʦʪʦʨʳʝ ʙʫʜʫʪ ʠʩʧʦʣʴʟʦʚʘʪʴʩʷ ʢʘʢ ʟʘʛʦʣʦʚʢʠ 

ʩʪʦʣʙʮʦʚ, ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ; 

Å ʚʳʙʨʘʪʴ ʪʠʧ ʚʳʯʠʩʣʝʥʠʷ ʥʘʜ ʜʘʥʥʳʤʠ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ; 

Å ʟʘʜʘʪʴ ʠʤʷ ʟʘʧʨʦʩʘ, ʚʳʙʨʘʪʴ ʜʝʡʩʪʚʠʷ ʧʦʩʣʝ ʩʦʟʜʘʥʠʷ ʟʘʧʨʦʩʘ ʠ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɻʦʪʦʚʦ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʧʝʨʝʢʨʝʩʪʥʦʛʦ ʟʘʧʨʦʩʘ ʩ ʧʦʤʦʱʴʶ ʢʦʥʩʪʨʫʢʪʦʨʘ 

ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ ʚ ʩʧʠʩʢʝ ʆʙʲʝʢʪʳ ʚʳʙʨʘʪʴ ʧʫʥʢʪ ɿʘʧʨʦʩ ;r 

Å ʚ ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʅʦʚʳʡ ʟʘʧʨʦʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʂʦʥʩʪʨʫʢ-

ʪʦʨ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ɼʦʙʘʚʣʝʥʠʝ ʪʘʙʣʠʮʳ ʚʳʙʨʘʪʴ ʚʢʣʘʜʢʫ, ʩʦ-

ʜʝʨʞʘʱʫʶ ʦʙʲʝʢʪʳ, ʜʘʥʥʳʝ ʢʦʪʦʨʳʭ ʙʫʜʫʪ ʠʩʧʦʣʴʟʦʚʘʥʳ ʚ ʟʘʧʨʦʩʝ; 

Å ʜʚʘʞʜʳ ʱʝʣʢʥʫʪʴ ʥʘ ʦʙʲʝʢʪʘʭ, ʢʦʪʦʨʳʝ ʥʫʞʥʦ ʜʦʙʘʚʠʪʴ ʚ ʟʘ-

ʧʨʦʩ, ʘ ʟʘʪʝʤ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɿʘʢʨʳʪʴ; 

Å ʜʦʙʘʚʠʪʴ ʧʦʣʷ ʚ ʩʪʨʦʢʫ ʇʦʣʝ ʚ ʙʣʘʥʢʝ ʟʘʧʨʦʩʘ ʠ ʟʘʜʘʪʴ ʫʩʣʦʚʠʷ 

ʦʪʙʦʨʘ; 

Å ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʊʠʧ ʟʘʧʨʦʩʘ ʠ ʚrʙʨʘʪʴ 

ʟʥʘʯʝʥʠʝ ʇʝʨʝʢʨʝʩʪʥʳʡ; 

Å ʜʣʷ ʧʦʣʷ ʠʣʠ ʧʦʣʝʡ, ʟʥʘʯʝʥʠʷ ʢʦʪʦʨʳʭ ʜʦʣʞʥʳ ʙʳʪʴ ʧʨʝʜʩʪʘʚ-

ʣʝʥʳ ʚ ʚʠʜʝ ʟʘʛʦʣʦʚʢʦʚ ʩʪʨʦʢ, ʱʝʣʢʥʫʪʴ ʥʘ ʷʯʝʡʢʝ ʩʪʨʦʢʠ ʇʝʨʝ-

ʢʨʝʩʪʥʘʷ ʪʘʙʣʠʮʘ ʠ ʚʳʙʨʘʪʴ ʟʥʘʯʝʥʠʝ ɿʘʛʦʣʦʚʢʠ ʩʪʨʦʢ; 

Å ʜʣʷ ʧʦʣʷ, ʟʥʘʯʝʥʠʷ ʢʦʪʦʨʦʛʦ ʜʦʣʞʥʳ ʙʳʪʴ ʧʨʝʜʩʪʘʚʣʝʥʳ ʚ ʚʠʜʝ 

ʟʘʛʦʣʦʚʢʦʚ ʩʪʦʣʙʮʦʚ, ʱʝʣʢʥʫʪʴ ʥʘ ʷʯʝʡʢʝ ʩʪʨʦʢʠ ʇʝʨʝʢʨʝʩʪʥʘʷ 

ʪʘʙʣʠʮʘ ʠ ʚʳʙʨʘʪʴ ʟʥʘʯʝʥʠʝ ɿʘʛʦʣʦʚʢʠ ʩʪʦʣʙʮʦʚ; 
Å ʚ ʩʪʨʦʢʝ ɻʨʫʧʧʦʚʘʷ ʦʧʝʨʘʮʠʷ ʚʳʙʨʘʪʴ ʩʪʘʪʠʩʪʠʯʝʩʢʫʶ ʬʫʥʢ-

ʮʠʶ, ʢʦʪʦʨʘʷ ʙʫʜʝʪ ʠʩʧʦʣʴʟʦʚʘʥʘ ʜʣʷ ʟʘʧʦʣʥʝʥʠʷ ʧʝʨʝʢʨʝʩʪʥʦʡ ʪʘʙ-

ʣʠʮʳ; 
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Å ʚʚʝʩʪʠ ʚʳʨʘʞʝʥʠʝ ʚ ʩʪʨʦʢʫ ʋʩʣʦʚʠʝ ʦʪʙʦʨʘ ʧʦʣʷ, ʜʣʷ ʢʦʪʦ-

ʨʦʛʦ ʚ ʷʯʝʡʢʝ ʩʪʨʦʢʠ ʇʝʨʝʢʨʝʩʪʥʘʷ ʪʘʙʣʠʮʘ ʚʳʙʨʘʥʦ ʟʥʘʯʝʥʠʝ ɿʘ-

ʛʦʣʦʚʢʠ ʩʪʨʦʢ; 

Å ʜʣʷ ʧʨʦʩʤʦʪʨʘ ʨʝʟʫʣʴʪʘʪʦʚ ʟʘʧʨʦʩʘ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɺʠʜ ʥʘ ʧʘʥʝ-

ʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ɿʘʧʨʦʩʳ ʥʘ ʠʟʤʝʥʝʥʠʝ. ɿʘʧʨʦʩʦʤ ʥʘ ʠʟʤʝʥʝʥʠʝ ʥʘʟʳʚʘʝʪ-

ʩ ̫ʟʘʧʨʦʩ, ʢʦʪʦʨʳʡ ʟʘ ʦʜʥʫ ʦʧʝʨʘʮʠʶ ʠʟʤʝʥʷʝʪ ʠʣʠ ʧʝʨʝʤʝʱʘʝʪ ʥʝ-

ʩʢʦʣʴʢʦ ʟʘʧʠʩʝʡ. ʈʘʟʣʠʯʘʶʪ ʪʠʧʳ ʟʘʧʨʦʩʦʚ ʥʘ ʠʟʤʝʥʝʥʠʝ: 

Å ʥʘ ʫʜʘʣʝʥʠʝ. ɿʘʧʨʦʩ ʥʘ ʫʜʘʣʝʥʠʝ ʫʜʘʣʷʝʪ ʛʨʫʧʧʫ ʟʘʧʠʩʝʡ ʠʟ ʦʜ-

ʥʦʡ ʠʣʠ ʥʝʩʢʦʣʴʢʠʭ. ʉ ʧʦʤʦʱʴʶ ʟʘʧʨʦʩʘ ʥʘ ʫʜʘʣʝʥʠʝ ʤʦʞʥʦ ʫʜʘʣʷʪʴ 

ʪʦʣʴʢʦ ʚʩʶ ʟʘʧʠʩʴ, ʘ ʥʝ ʦʪʜʝʣʴʥʳʝ ʧʦʣʷ ʚʥʫʪʨʠ ʥʝʝ; 

Å ʥʘ ʦʙʥʦʚʣʝʥʠʝ. ɿʘʧʨʦʩ ʥʘ ʦʙʥʦʚʣʝʥʠʝ ʚʥʦʩʠʪ ʦʙʱʠʝ ʠʟʤʝʥʝʥʠʷ 

ʚ ʛʨʫʧʧʫ ʟʘʧʠʩʝʡ ʦʜʥʦʡ ʠʣʠ ʥʝʩʢʦʣʴʢʠʭ. ɿʘʧʨʦʩ ʥʘ ʦʙʥʦʚʣʝʥʠʝ ʟʘʧʠ-

ʩʝʡ ʧʦʟʚʦʣʷʝʪ ʠʟʤʝʥʷʪʴ ʜʘʥʥʳʝ ʚ ʩʫʱʝʩʪʚʫʶʱʠʭ ʪʘʙʣʠʮʘʭ; 

Å ʥʘ ʜʦʙʘʚʣʝʥʠʝ. ɿʘʧʨʦʩ ʥʘ ʜʦʙʘʚʣʝʥʠʝ ʜʦʙʘʚʣʷʝʪ ʛʨʫʧʧʫ ʟʘʧʠʩʝʡ 

ʠʟ ʦʜʥʦʡ ʠʣʠ ʥʝʩʢʦʣʴʢʠʭ ʪʘʙʣʠʮ ʚ ʢʦʥʝʮ ʦʜʥʦʡ ʠʣʠ ʥʝʩʢʦʣʴʢʠʭ; 

Å ʥʘ ʩʦʟʜʘʥʠʝ ʪʘʙʣʠʮʳ. ɿʘʧʨʦʩ ʥʘ ʩʦʟʜʘʥʠʝ ʪʘʙʣʠʮʳ ʩʦʟʜʘʝʪ ʥʦ-

ʚʫʶ ʪʘʙʣʠʮʫ ʥʘ ʦʩʥʦʚʝ ʚʩʝʭ ʠʣʠ ʯʘʩʪʠ ʜʘʥʥʳʭ ʠʟ ʦʜʥʦʡ ʠʣʠ ʥʝʩʢʦʣʴ-

ʢʠʭ ʪʘʙʣʠʮ. ɿʘʧʨʦʩ ʥʘ ʩʦʟʜʘʥʠʝ ʪʘʙʣʠʮʳ ʧʦʣʝʟʝʥ ʧʨʠ ʩʦʟʜʘʥʠʠ ʪʘʙ-

ʣʠʮʳ ʜʣʷ ʵʢʩʧʦʨʪʘ ʚ ʜʨʫʛʠʝ ʙʘʟʳ ʜʘʥʥʳʭ Microsoft Access ʠʣʠ ʧʨʠ 

ʩʦʟʜʘʥʠʠ ʘʨʭʠʚʥʦʡ ʪʘʙʣʠʮʳ, ʩʦʜʝʨʞʘʱʝʡ ʩʪʘʨʳʝ ʟʘʧʠʩʠ. 

ɼʃʗ ʩʦʟʜʘʥʠʷ ʟʘʧʨʦʩʘ ʥʘ ʫʜʘʣʝʥʠʝ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʩʦʟʜʘʪʴ ʟʘʧʨʦʩ, ʩʦʜʝʨʞʘʱʠʡ ʪʘʙʣʠʮʫ, ʠʟ ʢʦʪʦʨʦʡ ʥʝʦʙʭʦʜʠʤʦ 

ʫʜʘʣʠʪʴ ʟʘʧʠʩʠ; 

Å ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ ʟʘʧʨʦʩʘ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʱʝʣʢ-

ʥʫʪʴ ʥʘ ʩʪʨʝʣʢʝ ʨʷʜʦʤ ʩ ʢʥʦʧʢʦʡ ʊʠʧ ʟʘʧʨʦʩʘ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʋʜʘʣʝʥʠʝ; 

Å ʧʝʨʝʪʘʱʠʪʴ ʟʥʘʢ çʟʚʝʟʜʦʯʢʘè (*) ʠʟ ʩʧʠʩʢʘ ʧʦʣʝʡ ʜʘʥʥʦʡ ʪʘʙʣʠ-

ʮʳ ʚ ʙʣʘʥʢ ʟʘʧʨʦʩʘ. ɺ ʷʯʝʡʢʝ ʋʜʘʣʝʥʠʝ ʚ ʵʪʦʤ ʧʦʣʝ ʧʦʷʚʠʪʩʷ ʟʥʘʯʝ-

ʥʠʝ ʀʟ; 

Å ʯʪʦʙʳ ʟʘʜʘʪʴ ʫʩʣʦʚʠʷ ʦʪʙʦʨʘ ʫʜʘʣʷʝʤʳʭ ʟʘʧʠʩʝʡ, ʧʝʨʝʪʘʱʠʪʴ 

ʧʦʣʷ, ʜʣʷ ʢʦʪʦʨʳʭ ʥʫʞʥʦ ʫʩʪʘʥʦʚʠʪʴ ʫʩʣʦʚʠʷ ʦʪʙʦʨʘ, ʚ ʙʣʘʥʢ ʟʘʧʨʦ-

ʩʘ. ɺ ʷʯʝʡʢʝ ʋʜʘʣʝʥʠʝ ʚ ʵʪʦʤ ʧʦʣʝ ʧʦʷʚʠʪʩʷ ʟʥʘʯʝʥʠʝ ʋʩʣʦʚʠʝ; 

Å ʜʣʷ ʧʦʣʝʡ, ʧʝʨʝʤʝʱʝʥʥʳʭ ʚ ʙʣʘʥʢ ʟʘʧʨʦʩʘ, ʚʚʝʩʪʠ ʫʩʣʦʚʠʝ ʚ 

ʷʯʝʡʢʫ ʋʩʣʦʚʠʝ ʦʪʙʦʨʘ; 

Å ʯʪʦʙʳ ʧʨʦʩʤʦʪʨʝʪʴ ʟʘʧʠʩʠ, ʢʦʪʦʨʦʝ ʙʫʜʫʪ ʫʜʘʣʝʥʳ, ʥʘʞʘʪʴ 

ʢʥʦʧʢʫ ɺʠʜ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. ʏʪʦʙʳ ʚʝʨʥʫʪʴʩʷ ʚ ʨʝʞʠʤ ʢʦʥ-
ʩʪʨʫʢʪʦʨʘ ʟʘʧʨʦʩʘ, ʩʥʦʚʘ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɺʠʜ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥ-

ʪʦʚ; 

Å ʜʣʷ ʫʜʘʣʝʥʠʷ ʟʘʧʠʩʝʡ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɿʘʧʫʩʢ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫ-

ʤʝʥʪʦʚ. 
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ɼʃʗ ʩʦʟʜʘʥʠʷ ʟʘʧʨʦʩʘ ʥʘ ʦʙʥʦʚʣʝʥʠʝ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʩʦʟʜʘʪʴ ʟʘʧʨʦʩ ʩ ʧʦʤʦʱʴʶ ʪʘʙʣʠʮ ʠʣʠ ʟʘʧʨʦʩʦʚ, ʩʦʜʝʨʞʘʱʠʭ 

ʦʙʥʦʚʣʷʝʤʳʝ ʟʘʧʠʩʠ; 

Å ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ ʟʘʧʨʦʩʘ ʥʘʞʘʪʴ ʩʪʨʝʣʢʫ ʨʷʜʦʤ ʩ ʢʥʦʧʢʦʡ 

ʊʠʧ ʟʘʧʨʦʩʘ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʆʙʥʦʚʣʝ-

ʥʠʝ; 

Å ʧʝʨʝʪʘʱʠʪʴ ʠʟ ʩʧʠʩʢʘ ʧʦʣʝʡ ʚ ʙʣʘʥʢ ʟʘʧʨʦʩʘ ʧʦʣʷ, ʢʦʪʦʨʳʝ ʥʫʞ-

ʥʦ ʦʙʥʦʚʠʪʴ ʠʣʠ ʜʣʷ ʢʦʪʦʨʳʭ ʩʣʝʜʫʝʪ ʫʢʘʟʘʪʴ ʫʩʣʦʚʠʷ ʦʪʙʦʨʘ; 

Å ʧʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʟʘʜʘʪʴ ʫʩʣʦʚʠʝ ʦʪʙʦʨʘ ʚ ʷʯʝʡʢʝ ʋʩʣʦʚʠʝ ʦʪ-

ʙʦʨʘ; 

Å ʜʣʷ ʧʦʣʝʡ, ʢʦʪʦʨʳʝ ʥʝʦʙʭʦʜʠʤʦ ʦʙʥʦʚʠʪʴ, ʚʚʝʩʪʠ ʚ ʷʯʝʡʢʫ ʆʙ-

ʥʦʚʣʝʥʠʝ ʚʳʨʘʞʝʥʠʝ ʠʣʠ ʟʥʘʯʝʥʠʝ, ʢʦʪʦʨʦʝ ʜʦʣʞʥʦ ʙʳʪʴ ʠʩʧʦʣʴʟʦ-

ʚʘʥʦ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʧʦʣʝʡ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɿʘʧʫʩʢ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʯʪʦʙʳ ʦʙʥʦʚʠʪʴ 

ʟʘʧʠʩʠ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʟʘʧʨʦʩʘ ʥʘ ʜʦʙʘʚʣʝʥʠʝ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʩʦʟʜʘʪʴ ʟʘʧʨʦʩ, ʩʦʜʝʨʞʘʱʠʡ ʪʘʙʣʠʮʫ, ʟʘʧʠʩʠ ʠʟ ʢʦʪʦʨʦʡ ʥʝʦʙʭʦ-

ʜʠʤʦ ʜʦʙʘʚʠʪʴ ʚ ʜʨʫʛʫʶ; 

Å ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ ʟʘʧʨʦʩʘ ʥʘʞʘʪʴ ʩʪʨʝʣʢʫ ʨʷʜʦʤ ʩ ʢʥʦʧʢʦʡ 

ʊʠʧ ʟʘʧʨʦʩʘ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɼʦʙʘʚʣʝ-

ʥʠʝ. ʅʘ ʵʢʨʘʥʝ ʧʦʷʚʠʪʩʷ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ɼʦʙʘʚʣʝʥʠʝ; 

Å ʚ ʧʦʣʝ ʀʤʷ ʪʘʙʣʠʮʳ ʚʚʝʩʪʠ ʠʤʷ ʪʘʙʣʠʮʳ, ʚ ʢʦʪʦʨʫʶ ʥʝʦʙʭʦʜʠ-

ʤʦ ʜʦʙʘʚʠʪʴ ʟʘʧʠʩʠ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ OK ; 

Å ʧʝʨʝʪʘʱʠʪʴ ʠʟ ʩʧʠʩʢʘ ʧʦʣʝʡ ʚ ʙʣʘʥʢ ʟʘʧʨʦʩʘ ʧʦʣʷ, ʢʦʪʦʨʳʝ 

ʥʝʦʙʭʦʜʠʤʦ ʜʦʙʘʚʠʪʴ ʠʣʠ ʢʦʪʦʨʳʝ ʙʫʜʫʪ ʠʩʧʦʣʴʟʦʚʘʪʴʩʷ ʧʨʠ ʦʧʨʝ-

ʜʝʣʝʥʠʠ ʫʩʣʦʚʠʷ ʦʪʙʦʨʘ; 

Å ʜʣʷ ʧʦʣʝʡ, ʧʝʨʝʤʝʱʝʥʥʳʭ ʚ ʙʣʘʥʢ ʟʘʧʨʦʩʘ, ʚʚʝʩʪʠ ʚ ʷʯʝʡʢʫ 

ʋʩʣʦʚʠʝ ʦʪʙʦʨʘ ʫʩʣʦʚʠʝ ʦʪʙʦʨʘ, ʧʦ ʢʦʪʦʨʦʤʫ ʙʫʜʝʪ ʦʩʫʱʝʩʪʚʣʷʪʴʩʷ 

ʜʦʙʘʚʣʝʥʠʝ; 

Å ʜʣʷ ʜʦʙʘʚʣʝʥʠʷ ʟʘʧʠʩʝʡ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɿʘʧʫʩʢ ʥʘ ʧʘʥʝʣʠ ʠʥ-

ʩʪʨʫʤʝʥʪʦʚ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʪʘʙʣʠʮʳ ʥʘ ʦʩʥʦʚʝ ʜʨʫʛʦʡ ʪʘʙʣʠʮʳ ʩ ʧʦʤʦʱʴʶ ʟʘ-

ʧʨʦʩʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʩʦʟʜʘʪʴ ʟʘʧʨʦʩ, ʚʳʙʨʘʚ ʪʘʙʣʠʮʳ ʠʣʠ ʟʘʧʨʦʩʳ, ʩʦʜʝʨʞʘʱʠʝ ʟʘʧʠ-

ʩʠ, ʢʦʪʦʨʳʝ ʩʣʝʜʫʝʪ ʧʦʤʝʩʪʠʪʴ ʚ ʥʦʚʫʶ ʪʘʙʣʠʮʫ; 

Å ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ ʟʘʧʨʦʩʘ ʱʝʣʢʥʫʪʴ ʥʘ ʩʪʨʝʣʢʝ ʨʷʜʦʤ ʩ 

ʢʥʦʧʢʦʡ ʊʠʧ ʟʘʧʨʦʩʘ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 
ʉʦʟʜʘʥʠʝ ʪʘʙʣʠʮʳ; 

Å ʚ ʧʦʣʝ ʀʤʷ ʪʘʙʣʠʮʳ ʚʚʝʩʪʠ ʠʤʷ ʪʘʙʣʠʮʳ, ʢʦʪʦʨʫʶ ʪʨʝʙʫʝʪʩʷ 

ʩʦʟʜʘʪʴ ʠʣʠ ʟʘʤʝʥʠʪʴ; 
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Å ʧʝʨʝʪʘʱʠʪʴ ʠʟ ʩʧʠʩʢʘ ʧʦʣʝʡ ʚ ʙʣʘʥʢ ʟʘʧʨʦʩʘ ʧʦʣʷ, ʢʦʪʦʨʳʝ 

ʥʫʞʥʦ ʜʦʙʘʚʠʪʴ ʚ ʥʦʚʫʶ ʪʘʙʣʠʮʫ; 

Å ʜʣʷ ʧʦʣʝʡ, ʧʝʨʝʤʝʱʝʥʥʳʭ ʚ ʙʣʘʥʢ ʟʘʧʨʦʩʘ, ʚʚʝʩʪʠ ʫʩʣʦʚʠʷ ʚ 

ʷʯʝʡʢʫ ʋʩʣʦʚʠʝ ʦʪʙʦʨʘ; 

Å ʜʣʷ ʩʦʟʜʘʥʠʷ ʥʦʚʦʡ ʪʘʙʣʠʮʳ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɿʘʧʫʩʢ ʥʘ ʧʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ. 
ɿʘʤʝʯʘʥʠʝ. ɼʘʥʥʳʝ ʚʦ ʚʥʦʚʴ ʩʦʟʜʘʥʥʦʡ ʪʘʙʣʠʮʝ ʥʝ ʥʘʩʣʝʜʫʶʪ ʩʚʦʡ-

ʩʪʚʘ ʧʦʣʝʡ ʠʣʠ ʥʘʩʪʨʦʡʢʠ ʢʣʶʯʝʚʳʭ ʧʦʣʝʡ ʠʩʭʦʜʥʦʡ ʪʘʙʣʠʮ .r 

 

4. ʈʘʙʦʪʘ ʩ ʬʦʨʤʘʤʠ ʠ ʦʪʯʝʪʘʤʠ. ʌʦʨʤʳ ʷʚʣʷʶʪʩʷ ʤʦʱʥʳʤ ʠ ʛʠʙ-

ʢʠʤ ʩʨʝʜʩʪʚʦʤ ʜʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʜʘʥʥʳʭ ʚ ʙʘʟʝ ʜʘʥʥʳʭ. ʌʦʨʤʫ ʤʦʞ-

ʥʦ ʪʘʢʞʝ ʠʩʧʦʣʴʟʦʚʘʪʴ ʢʘʢ ʢʥʦʧʦʯʥʫʶ ʬʦʨʤʫ, ʦʪʢʨʳʚʘʶʱʫʶ ʜʨʫʛʠʝ 

ʬʦʨʤʳ ʠʣʠ ʦʪʯʝʪʳ ʙʘʟʳ ʜʘʥʥʳʭ, ʘ ʪʘʢʞʝ ʢʘʢ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʦʝ ʜʠʘ-

ʣʦʛʦʚʦʝ ʦʢʥʦ ʜʣʷ ʚʚʦʜʘ ʜʘʥʥʳʭ ʠ ʚʳʧʦʣʥʝʥʠʷ ʜʝʡʩʪʚʠʡ, ʦʧʨʝʜʝʣʷʝ-

ʤʳʭ ʚʚʝʜʝʥʥʳʤʠ ʜʘʥʥʳʤʠ. 

ɹʦʣʴʰʠʥʩʪʚʦ ʬʦʨʤ ʧʨʠʩʦʝʜʠʥʝʥʳ ʢ ʦʜʥʦʡ ʠʣʠ ʥʝʩʢʦʣʴʢʠʤ ʪʘʙ-

ʣʠʮʘʤ ʠ ʟʘʧʨʦʩʘʤ ʠʟ ʙʘʟʳ ʜʘʥʥʳʭ. ʀʩʪʦʯʥʠʢʦʤ ʟʘʧʠʩʝʡ ʬʦʨʤʳ ʷʚ-

ʣʷʶʪʩʷ ʧʦʣʷ ʚ ʙʘʟʦʚʳʭ ʪʘʙʣʠʮʘʭ ʠ ʟʘʧʨʦʩʘʭ. ʌʦʨʤʘ ʥʝ ʜʦʣʞʥʘ ʚʢʣʶ-

ʯʘʪʴ ʚʩʝ ʧʦʣʷ ʠʟ ʢʘʞʜʦʡ ʪʘʙʣʠʮʳ ʠʣʠ ʟʘʧʨʦʩʘ, ʥʘ ʦʩʥʦʚʝ ʢʦʪʦʨʳʭ ʦʥʘ 

ʩʦʟʜʘʝʪʩʷ. 

ʇʨʠʩʦʝʜʠʥʝʥʥʘʷ ʬʦʨʤʘ ʧʦʣʫʯʘʝʪ ʜʘʥʥʳʝ ʠʟ ʙʘʟʦʚʦʛʦ ʠʩʪʦʯʥʠʢʘ 

ʟʘʧʠʩʝʡ. ɼʨʫʛʠʝ ʚʳʚʦʜʷʱʠʝʩʷ ʚ ʬʦʨʤʝ ʩʚʝʜʝʥʠʷ, ʪʘʢʠʝ ʢʘʢ ʟʘʛʦʣʦ-

ʚʦʢ, ʜʘʪʘ ʠ ʥʦʤʝʨʘ ʩʪʨʘʥʠʮ, ʩʦʭʨʘʥʷʶʪʩʷ ʚ ʤʘʢʝʪʝ ʬʦʨʤʳ. 

ʉʚʷʟʴ ʤʝʞʜʫ ʬʦʨʤʦʡ ʠ ʝʝ ʠʩʪʦʯʥʠʢʦʤ ʟʘʧʠʩʝʡ ʩʦʟʜʘʝʪʩʷ ʧʨʠ ʧʦ-

ʤʦʱʠ ʛʨʘʬʠʯʝʩʢʠʭ ʦʙʲʝʢʪʦʚ, ʢʦʪʦʨʳʝ ʥʘʟʳʚʘʶʪ ʵʣʝʤʝʥʪʘʤʠ ʫʧʨʘʚ-

ʣʝʥʠʷ. ʅʘʠʙʦʣʝʝ ʯʘʩʪʦ ʠʩʧʦʣʴʟʫʝʤʳʤ ʜʣʷ ʚʳʚʦʜʘ ʠ ʚʚʦʜʘ ʜʘʥʥʳʭ 

ʪʠʧʦʤ ʵʣʝʤʝʥʪʦʚ ʫʧʨʘʚʣʝʥʠʷ ʷʚʣʷʝʪʩʷ ʧʦʣʝ. 

ʌʦʨʤʳ ʤʦʞʥʦ ʪʘʢʞʝ ʦʪʢʨʳʚʘʪʴ ʚ ʨʝʞʠʤʝ ʩʚʦʜʥʦʡ ʪʘʙʣʠʮʳ ʠʣʠ ʚ 

ʨʝʞʠʤʝ ʜʠʘʛʨʘʤʤʳ ʜʣʷ ʘʥʘʣʠʟʘ ʜʘʥʥʳʭ. ɺ ʵʪʠʭ ʨʝʞʠʤʘʭ ʧʦʣʴʟʦʚʘʪʝ-

ʣʠ ʤʦʛʫʪ ʜʠʥʘʤʠʯʝʩʢʠ ʠʟʤʝʥʷʪʴ ʤʘʢʝʪ ʬʦʨʤʳ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʩʧʦʩʦʙʘ 

ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʜʘʥʥʳʭ. ʉʫʱʝʩʪʚʫʝʪ ʚʦʟʤʦʞʥʦʩʪʴ ʫʧʦʨʷʜʦʯʠʚʘʪʴ ʟʘ-

ʛʦʣʦʚʢʠ ʩʪʨʦʢ ʠ ʩʪʦʣʙʮʦʚ, ʘ ʪʘʢʞʝ ʧʨʠʤʝʥʷʪʴ ʬʠʣʴʪʨʳ ʢ ʧʦʣʷʤ. ʇʨʠ 

ʢʘʞʜʦʤ ʠʟʤʝʥʝʥʠʠ ʤʘʢʝʪʘ ʩʚʦʜʥʘʷ ʬʦʨʤʘ ʥʝʤʝʜʣʝʥʥʦ ʚʳʧʦʣʥʷʝʪ 

ʚʳʯʠʩʣʝʥʠʷ ʟʘʥʦʚʦ ʚ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ ʥʦʚʳʤ ʨʘʩʧʦʣʦʞʝʥʠʝʤ ʜʘʥʥʳʭ. 

ʌʦʨʤʫ ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʧʨʠ ʧʦʤʦʱʠ ʘʚʪʦʬʦʨʤʳ, ʧʨʠ ʧʦʤʦʱʠ ʤʘ-

ʩʪʝʨʘ, ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ. 

ʉ ʧʦʤʦʱʴʶ ʘʚʪʦʬʦʨʤ ʤʦʞʥʦ ʩʦʟʜʘʚʘʪʴ ʬʦʨʤʳ, ʚ ʢʦʪʦʨʳʭ ʚʳʚʦ-
ʜʷʪʩʷ ʚʩʝ ʧʦʣʷ ʠ ʟʘʧʠʩʠ ʙʘʟʦʚʦʡ ʪʘʙʣʠʮʳ ʠʣʠ ʟʘʧʨʦʩʘ. ɽʩʣʠ ʚʳʙʨʘʥ-

ʥʳʡ ʠʩʪʦʯʥʠʢ ʟʘʧʠʩʝʡ ʠʤʝʝʪ ʩʚʷʟʘʥʥʳʝ ʪʘʙʣʠʮʳ ʠʣʠ ʟʘʧʨʦʩ,r ʪʦ ʚ 

ʬʦʨʤʝ ʪʘʢʞʝ ʙʫʜʫʪ ʧʨʠʩʫʪʩʪʚʦʚʘʪʴ ʚʩʝ ʧʦʣʷ ʠ ʟʘʧʠʩʠ ʵʪʠʭ ʠʩʪʦʯʥʠ-

ʢʦʚ ʟʘʧʠʩʝʡ. ɼʣʷ ʩʦʟʜʘʥʠʷ ʬʦʨʤʳ ʥʝʦʙʭʦʜʠʤʦ: 
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Å ʚ ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ ʚ ʩʧʠʩʢʝ ʆʙʲʝʢʪʳ ʚʳʙʨʘʪʴ ʧʫʥʢʪ ʌʦʨ-

ʤ ;r 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʦʢʥʘ ʙʘʟʳ ʜʘʥ-

ʥʳʭ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʅʦʚʘʷ ʬʦʨʤʘ ʚʳʙʨʘʪʴ ʪʨʝʙʫʝʤʦʛʦ ʤʘʩʪʝʨʘ : 

ɸʚʪʦʬʦʨʤʘ: ʚ ʩʪʦʣʙʝʮ ï ʢʘʞʜʦʝ ʧʦʣʝ ʨʘʩʧʦʣʘʛʘʝʪʩʷ ʥʘ ʦʪʜʝʣʴ-

ʥʦʡ ʩʪʨʦʢʝ; ʧʦʜʧʠʩʴ ʥʘʭʦʜʠʪʩʷ ʩʣʝʚʘ ʦʪ ʧʦʣʷ;  

ɸʚʪʦʬʦʨʤʘ: ʣʝʥʪʦʯʥʘʷ ï ʧʦʣʷ, ʦʙʨʘʟʫʶʱʠʝ ʦʜʥʫ ʟʘʧʠʩʴ, ʨʘʩʧʦ-

ʣʦʞʝʥʳ ʚ ʦʜʥʦʡ ʩʪʨʦʢʝ; ʠʭ ʧʦʜʧʠʩʠ ʚʳʚʦʜʷʪʩʷ ʦʜʠʥ ʨʘʟ ʚ ʚʝʨʭʥʝʡ 

ʯʘʩʪʠ ʬʦʨʤʳ; 

ɸʚʪʦʬʦʨʤʘ: ʪʘʙʣʠʯʥʘʷ ï ʧʦʣʷ ʟʘʧʠʩʝʡ ʨʘʩʧʦʣʦʞʝʥʳ ʚ ʬʦʨʤʘʪʝ 

ʪʘʙʣʠʮʳ, ʛʜʝ ʢʘʞʜʦʡ ʟʘʧʠʩʠ ʩʦʦʪʚʝʪʩʪʚʫʝʪ ʦʜʥʘ ʩʪʨʦʢʘ, ʘ ʢʘʞʜʦʤʫ 

ʧʦʣʶ ï ʦʜʠʥ ʩʪʦʣʙʝʮ. ʀʤʝʥʘ ʧʦʣʝʡ ʩʣʫʞʘʪ ʟʘʛʦʣʦʚʢʘʤʠ ʩʪʦʣʙʮʦʚ; 

ɸʚʪʦʬʦʨʤʘ: ʩʚʦʜʥʘʷ ʪʘʙʣʠʮʘ ï ʬʦʨʤʘ ʦʪʢʨʳʚʘʝʪʩʷ ʚ ʨʝʞʠʤʝ 

ʩʚʦʜʥʦʡ ʪʘʙʣʠʮʳ. ʀʤʝʝʪʩʷ ʚʦʟʤʦʞʥʦʩʪʴ ʜʦʙʘʚʣʷʪʴ ʧʦʣʷ ʧʫʪʝʤ ʠʭ 

ʧʝʨʝʪʘʩʢʠʚʘʥʠʷ ʠʟ ʩʧʠʩʢʘ ʧʦʣʝʡ ʚ ʨʘʟʣʠʯʥʳʝ ʦʙʣʘʩʪʠ ʤʘʢʝʪʘ;  

ɸʚʪʦʬʦʨʤʘ: ʩʚʦʜʥʘʷ ʜʠʘʛʨʘʤʤʘ ï ʬʦʨʤʘ ʦʪʢʨʳʚʘʝʪʩʷ ʚ ʨʝʞʠʤʝ 

ʩʚʦʜʥʦʡ ʜʠʘʛʨʘʤʤʳ. ʀʤʝʝʪʩʷ ʚʦʟʤʦʞʥʦʩʪʴ ʜʦʙʘʚʣʷʪʴ ʧʦʣʷ ʧʫʪʝʤ ʠʭ 

ʧʝʨʝʪʘʩʢʠʚʘʥʠʷ ʠʟ ʩʧʠʩʢʘ ʧʦʣʝʡ ʚ ʨʘʟʣʠʯʥʳʝ ʦʙʣʘʩʪʠ ʤʘʢʝʪʘ; 

Å ʚʳʙʨʘʪʴ ʪʘʙʣʠʮʫ ʠʣʠ ʟʘʧʨʦʩ, ʩʦʜʝʨʞʘʱʠʝ ʜʘʥʥʳʝ, ʥʘ ʦʩʥʦʚʝ ʢʦ-

ʪʦʨʳʭ ʩʦʟʜʘʝʪʩʷ ʬʦʨʤʘ; 

Å ʥʘʞʘʪʴ ʆʂ. 

ʇʨʦʛʨʘʤʤʘ Microsoft Access ʧʨʠʤʝʥʷʝʪ ʢ ʬʦʨʤʝ ʘʚʪʦʬʦʨʤʘʪ, ʢʦ-

ʪʦʨʳʡ ʠʩʧʦʣʴʟʦʚʘʣʩʷ ʧʦʩʣʝʜʥʠʤ. ɽʩʣʠ ʜʦ ʵʪʦʛʦ ʬʦʨʤʳ ʩ ʧʦʤʦɦ ʴʶ 

ʤʘʩʪʝʨʘ ʥʝ ʩʦʟʜʘʚʘʣʠʩʴ ʠ ʥʝ ʠʩʧʦʣʴʟʦʚʘʣʘʩʴ ʢʦʤʘʥʜʘ ɸʚʪʦʬʦʨʤʘʪ ʚ 

ʤʝʥʶ ʌʦʨʤʘʪ, ʪʦ ʙʫʜʝʪ ʧʨʠʤʝʥʷʪʴʩʷ ʩʪʘʥʜʘʨʪʥʳʡ ʘʚʪʦʬʦʨʤʘʪ. 

ʄʦʞʥʦ ʪʘʢʞʝ ʩʦʟʜʘʪʴ ʘʚʪʦʬʦʨʤʫ ʚ ʩʪʦʣʙʝʮ ʥʘ ʦʩʥʦʚʝ ʦʪʢʨʳʪʦʛʦ ʠʩ-

ʪʦʯʥʠʢʘ ʟʘʧʠʩʝʡ ʠʣʠ ʥʘ ʦʩʥʦʚʝ ʠʩʪʦʯʥʠʢʘ ʟʘʧʠʩʝʡ, ʚʳʜʝʣʝʥʥʦʛʦ ʚ 

ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ. ɼʣʷ ʵʪʦʛʦ ʜʦʩʪʘʪʦʯʥʦ ʚ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ 

ʢʦʤʘʥʜʫ ɸʚʪʦʬʦʨʤʘ ʠʣʠ ʱʝʣʢʥʫʪʴ ʥʘ ʩʪʨʝʣʢʝ ʨʷʜʦʤ ʩ ʢʥʦʧʢʦʡ ʅʦ-

ʚʳʡ ʦʙʲʝʢʪ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɸʚʪʦʬʦʨ-

ʤʘ. ɽʩʣʠ ʚʳʙʨʘʥʥʳʡ ʠʩʪʦʯʥʠʢ ʟʘʧʠʩʝʡ ʠʤʝʝʪ ʩʚʷʟʘʥʥʳʝ ʪʘʙʣʠʮʳ, 

ʘʚʪʦʬʦʨʤʘ ʜʦʙʘʚʣʷʝʪ ʧʦʜʯʠʥʝʥʥʫʶ ʬʦʨʤʫ, ʢʦʪʦʨʘʷ ʩʦʜʝʨʞʠʪ ʩʚʷ-

ʟʘʥʥʳʝ ʪʘʙʣʠʮʳ, ʦʪʦʙʨʘʞʘʝʤʳʝ ʢʘʢ ʪʘʙʣʠʮʳ ʠ ʧʦʜʪʘʙʣʠʮʳ. 

ʇʨʠ ʩʦʟʜʘʥʠʠ ʘʚʪʦʬʦʨʤʳ ʩ ʧʦʤʦʱʴʶ ʤʘʩʪʝʨʘ ʄʘʩʪʝʨ ʟʘʜʘʝʪ ʧʦ-

ʜʨʦʙʥʳʝ ʚʦʧʨʦʩʳ ʦʙ ʠʩʪʦʯʥʠʢʘʭ ʟʘʧʠʩʝʡ, ʧʦʣʷʭ, ʤʘʢʝʪʝ, ʪʨʝʙʫʝʤʳʭ 

ʬʦʨʤʘʪʘʭ ʠ ʩʦʟʜʘʝʪ ʬʦʨʤʫ ʥʘ ʦʩʥʦʚʘʥʠʠ ʧʦʣʫʯʝʥʥʳʭ ʦʪʚʝʪʦʚ. ɼʣʷ 
ʧʦʩʪʨʦʝʥʠʷ ʬʦʨʤʳ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ ʚ ʩʧʠʩʢʝ ʆʙʲʝʢʪʳ ʚʳʙʨʘʪʴ ʧʫʥʢʪ ʌʦʨʤ ;r 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʦʢʥʘ ʙʘʟʳ ʜʘʥ-

ʥʳʭ; 
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Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʅʦʚʘʷ ʬʦʨʤʘ ʚʳʙʨʘʪʴ ʥʫʞʥʦʛʦ ʤʘʩʪʝʨʘ 

ï ʄʘʩʪʝʨ ʬʦʨʤ ʠʣʠ ʉʚʦʜʥʫʶ ʪʘʙʣʠʮʫ; 

Å ʥʘʞʘʪʴ OK ; 

Å ʩʣʝʜʦʚʘʪʴ ʠʥʩʪʨʫʢʮʠʷʤ ʤʘʩʪʝʨʘ. 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʜʦʙʘʚʣʝʥʠʷ ʧʦʣʝʡ ʠʟ ʥʝʩʢʦʣʴʢʠʭ ʪʘʙʣʠʮ ʠʣʠ ʟʘʧʨʦʩʦʚ 

ʚ ʬʦʨʤʫ ʥʝ ʥʘʞʠʤʘʡʪʝ ʢʥʦʧʢʠ ɼʘʣʝʝ ʠʣʠ ɻʦʪʦʚʦ ʧʦʩʣʝ ʚʳʙʦʨʘ  ʧʦʣʝʡ ʠʟ 

ʧʝʨʚʦʡ ʪʘʙʣʠʮʳ ʠʣʠ ʟʘʧʨʦʩʘ ʚ ʤʘʩʪʝʨʝ ʬʦʨʤ. ʅʫʞʥʦ ʧʦʚʪʦʨʠʪʴ ʰʘʛʠ, 

ʢʦʪʦʨʳʝ ʥʝʦʙʭʦʜʠʤʳ ʜʣʷ ʚʳʙʦʨʘ ʪʘʙʣʠʮʳ ʠʣʠ ʟʘʧʨʦʩʘ, ʠ ʫʢʘʟʘʥʠʷ ʧʦ-

ʣʝʡ, ʧʦʢʘ ʚ ʬʦʨʤʫ ʥʝ ʙʫʜʫʪ ʚʢʣʶʯʝʥʳ ʚʩʝ ʥʫʞʥʳʝ ʧʦʣʷ. 

ʇʨʠ ʩʦʟʜʘʥʠʠ ʬʦʨʤʳ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ ʩʦʟʜʘʝʪʩʷ ʙʘʟʦʚʘʷ 

ʬʦʨʤʘ, ʢʦʪʦʨʘʷ ʟʘʪʝʤ ʠʟʤʝʥʷʝʪʩʷ ʚ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ ʪʨʝʙʦʚʘʥʠʷʤʠ ʚ 

ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ. ɼʣʷ ʩʦʟʜʘʥʠʷ ʬʦʨʤʳ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ ʚ ʩʧʠʩʢʝ ʆʙʲʝʢʪʳ ʚʳʙʨʘʪʴ ʧʫʥʢʪ ʌʦʨʤʳ; 

Å ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʦʢʥʘ ʙʘʟʳ ʜʘʥʥʳʭ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦ-

ʟʜʘʪʴ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʅʦʚʘʷ ʬʦʨʤʘ ʚʳʙʨʘʪʴ ʩʪʨʦʢʫ ʂʦʥʩʪʨʫʢʪʦʨ; 

Å ʚʳʙʨʘʪʴ ʠʤʷ ʪʘʙʣʠʮʳ ʠʣʠ ʜʨʫʛʦʛʦ ʠʩʪʦʯʥʠʢʘ ʟʘʧʠʩʝʡ, ʩʦʜʝʨʞʘ-

ʱʝʛʦ ʜʘʥʥʳʝ, ʥʘ ʢʦʪʦʨʳʭ ʥʫʞʥʦ ʦʩʥʦʚʘʪʴ ʬʦʨʤʫ; 

Å ʥʘʞʘʪʴ ʆʂ. 

Å ʨʘʟʤʝʩʪʠʪʴ ʥʝʦʙʭʦʜʠʤʳʝ ʵʣʝʤʝʥʪʳ ʥʘ ʬʦʨʤʝ. 

ʈʘʙʦʪʘ ʩ ʦʪʯʝʪʘʤʠ. ʆʪʯʝʪ ʷʚʣʷʝʪʩʷ ʵʬʬʝʢʪʠʚʥʳʤ ʩʨʝʜ-

ʩʪʚʦʤ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʜʘʥʥʳʭ ʚ ʧʝʯʘʪʥʦʤ ʬʦʨʤʘʪʝ. ʀʤʝʷ ʚʦʟʤʦʞ-

ʥʦʩʪʴ ʫʧʨʘʚʣʷʪʴ ʨʘʟʤʝʨʦʤ ʠ ʚʥʝʰʥʠʤ ʚʠʜʦʤ ʚʩʝʭ ʵʣʝʤʝʥʪʦʚ ʦʪʯʝʪʘ, 

ʧʦʣɹʟʦʚʘʪʝʣʴ ʤʦʞʝʪ ʦʪʦʙʨʘʟʠʪʴ ʩʚʝʜʝʥʠʷ ʞʝʣʘʝʤʳʤ ʦʙʨʘʟʦʤ. ɹʦʣʴ-

ʰʠʥʩʪʚʦ ʦʪʯʝʪʦʚ ʧʨʠʩʦʝʜʠʥʝʥʳ ʢ ʦʜʥʦʡ ʠʣʠ ʥʝʩʢʦʣʴʢʠʤ ʪʘʙʣʠʮʘʤ ʠ 

ʟʘʧʨʦʩʘʤ ʠʟ ʙʘʟʳ ʜʘʥʥʳʭ. ʀʩʪʦʯʥʠʢʦʤ ʟʘʧʠʩʝʡ ʦʪʯʝʪʘ ʷʚʣʷʶʪʩʷ ʧʦʣʷ 

ʚ ʙʘʟʦʚʳʭ ʪʘʙʣʠʮʘʭ ʠ ʟʘʧʨʦʩʘʭ. ʆʪʯʝʪ ʥʝ ʜʦʣʞʝʥ ʚʢʣʶʯʘʪʴ ʚʩʝ ʧʦʣʷ 

ʠʟ ʢʘʞʜʦʡ ʪʘʙʣʠʮʳ ʠʣʠ ʟʘʧʨʦʩʘ, ʥʘ ʦʩʥʦʚʝ ʢʦʪʦʨʳʭ ʦʥ ʩʦʟʜʘʝʪʩʷ. 

ʇʨʠʩʦʝʜʠʥʝʥʥʳʡ ʦʪʯʝʪ ʧʦʣʫʯʘʝʪ ʜʘʥʥʳʝ ʠʟ ʙʘʟʦʚʦʛʦ ʠʩʪʦʯʥʠʢʘ 

ʟʘʧʠʩʝʡ. ɼʨʫʛʠʝ ʜʘʥʥʳʝ, ʪʘʢʠʝ ʢʘʢ ʟʘʛʦʣʦʚʦʢ, ʜʘʪʘ ʠ ʥʦʤʝʨʘ ʩʪʨʘʥʠʮ, 

ʩʦʭʨʘʥʷʶʪʩʷ ʚ ʤʘʢʝʪʝ ʦʪʯʝʪʘ. 

ʉʚʷʟʴ ʤʝʞʜʫ ʦʪʯʝʪʦʤ ʠ ʝʛʦ ʠʩʪʦʯʥʠʢʦʤ ʜʘʥʥʳʭ ʩʦʟʜʘʝʪʩʷ ʧʨʠ ʧʦ-

ʤʦʱʠ ʛʨʘʬʠʯʝʩʢʠʭ ʦʙʲʝʢʪʦʚ, ʥʘʟʳʚʘʝʤʳʭ ʵʣʝʤʝʥʪʘʤʠ ʫʧʨʘʚʣʝʥʠʷ. 

ʕʣʝʤʝʥʪʘʤʠ ʫʧʨʘʚʣʝʥʠʷ ʷʚʣʷʶʪʩʷ ʧʦʣʷ, ʚ ʢʦʪʦʨʳʭ ʦʪʦʙʨʘʞʘʶʪʩʷ 

ʠʤʝʥʘ ʠ ʯʠʩʣʘ, ʥʘʜʧʠʩʠ, ʚ ʢʦʪʦʨʳʭ ʦʪʦʙʨʘʞʘʶʪʩʷ ʟʘʛʦʣʦʚʢʠ, ʘ ʪʘʢʞʝ 

ʜʝʢʦʨʘʪʠʚʥʳʝ ʣʠʥʠʠ, ʛʨʘʬʠʯʝʩʢʠ ʩʪʨʫʢʪʫʨʠʨʫʶʱʠʝ ʜʘʥʥʳʝ ʠ ʫʣʫʯ-

ʰʘʶʱʠʝ ʚʥʝʥhʠʡ ʚʠʜ ʦʪʯʝʪʘ. 
ʄʘʩʪʝʨʘ ʧʦʤʦʛʘʶʪ ʙʳʩʪʨʦ ʩʦʟʜʘʚʘʪʴ ʦʪʯʝʪʳ ʨʘʟʣʠʯʥʳʭ ʪʠʧʦʚ. 

ʄʘʩʪʝʨ ʥʘʢʣʝʝʢ ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʩʦʟʜʘʥʠʷ ʧʦʯʪʦʚʳʭ ʥʘʢʣʝʝʢ, ʤʘʩʪʝʨ 

ʜʠʘʛʨʘʤʤ ʧʦʤʦʛʘʝʪ ʩʦʟʜʘʪʴ ʜʠʘʛʨʘʤʤʫ, ʘ ʤʘʩʪʝʨ ʦʪʯʝʪʦʚ ï ʩʦʟʜʘʚʘʪʴ 

ʩʪʘʥʜʘʨʪʥʳʝ ʦʪʯʝʪʳ. ʄʘʩʪʝʨ ʚʳʚʦʜʠʪ ʥʘ ʵʢʨʘʥ ʚʦʧʨʦʩʳ ʠ ʩʦʟʜʘʝʪ 
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ʦʪʯʝʪ ʥʘ ʦʩʥʦʚʘʥʠʠ ʦʪʚʝʪʦʚ ʧʦʣʴʟʦʚʘʪʝʣʷ. ʇʦʩʣʝ ʵʪʦʛʦ ʧʦʣʴʟʦʚʘ-

ʪʝʣʴ ʠʤʝʝʪ ʚʦʟʤʦʞʥʦʩʪʴ ʜʦʨʘʙʦʪʘʪʴ ʠ ʠʟʤʝʥʠʪʴ ʦʪʯʝʪ ʚ ʨʝʞʠʤʝ ʢʦʥ-

ʩʪʨʫʢʪʦʨʘ. ʆʪʯʝʪ ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʧʨʠ ʧʦʤʦʱʠ ʘʚʪʦʦʪʯʝʪʘ ʥʘ ʦʩʥʦʚʝ 

ʪʘʙʣʠʮʳ ʠʣʠ ʟʘʧʨʦʩʘ, ʧʨʠ ʧʦʤʦʱʠ ʤʘʩʪʝʨʘ ʥʘ ʦʩʥʦʚʝ ʦʜʥʦʡ ʠʣʠ ʥʝ-

ʩʢʦʣʢɹʠʭ ʪʘʙʣʠʮ ʠʣʠ ʟʘʧʨʦʩʦʚ, ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ. 

ɸʚʪʦʦʪʯʝʪ ʩʣʫʞʠʪ ʜʣʷ ʩʦʟʜʘʥʠʷ ʦʪʯʝʪʘ, ʚ ʢʦʪʦʨʦʤ ʚʳʚʦʜʷʪʩʷ ʚʩʝ 

ʧʦʣʷ ʠ ʟʘʧʠʩʠ ʙʘʟʦʚʦʡ ʪʘʙʣʠʮʳ ʠʣʠ ʟʘʧʨʦʩʘ. ɼʣʷ ʩʦʟʜʘʥʠʷ ʦʪʯʝʪʘ ʧʨʠ 

ʧʦʤʦʱʠ ʘʚʪʦʦʪʯʝʪʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ ʚ ʩʧʠʩʢʝ ʆʪʯʝʪʳ ʚʳʙʨʘʪʴ ʧʫʥʢʪ ʆʙʲʝʢʪ ;r 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʦʢʥʘ ʙʘʟʳ ʜʘʥ-

ʥʳʭ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʅʦʚʳʡ ʦʪʯʝʪ ʚʳʙʨʘʪʴ ʦʜʥʦʛʦ ʠʟ ʤʘʩʪʝʨʦʚ: 

ɸʚʪʦʦʪʯʝʪ: ʚ ʩʪʦʣʙʝʮ ï ʢʘʞʜʦʝ ʧʦʣʝ ʨʘʩʧʦʣʘʛʘʝʪʩʷ ʥʘ ʦʪʜʝʣʥɹʦʡ 

ʩʪʨʦʢʝ; ʧʦʜʧʠʩʴ ʥʘʭʦʜʠʪʩʷ ʩʣʝʚʘ ʦʪ ʧʦʣʷ; 

ɸʚʪʦʦʪʯʝʪ: ʣʝʥʪʦʯʥʳʡ ï ʧʦʣʷ ʢʘʞʜʦʡ ʟʘʧʠʩʠ ʥʘʭʦʜʷʪʩʷ ʥʘ ʦʪ-

ʜʝʣʴʥʦʡ ʩʪʨʦʢʝ; ʧʦʜʧʠʩʠ ʧʝʯʘʪʘʶʪʩʷ ʩʚʝʨʭʫ, ʦʜʠʥ ʨʘʟ ʜʣʷ ʢʘʞʜʦʡ 

ʩʪʨʘʥʠʮʳ; 

Å ʚʳʙʨʘʪʴ ʪʘʙʣʠʮʫ ʠʣʠ ʟʘʧʨʦʩ, ʩʦʜʝʨʞʘʱʠʝ ʜʘʥʥʳʝ, ʥʘ ʢʦʪʦʨʳʭ 

ʜʦʣʞʝʥ ʙʳʪʴ ʦʩʥʦʚʘʥ ʦʪʯʝʪ; 

Å ʥʘʞʘʪʴ ʆʂ. 
ɿʘʤʝʯʘʥʠʝ. ʇʨʦʛʨʘʤʤʘ Access ʧʨʠʤʝʥʷʝʪ ʧʦʩʣʝʜʥʠʡ ʘʚʪʦʬʦʨʤʘʪ, 

ʠʩʧʦʣʴʟʦʚʘʚʰʠʡʩʷ ʜʣʷ ʩʦʟʜʘʥʠʷ ʦʪʯʝʪʘ. ɽʩʣʠ ʜʦ ʵʪʦʛʦ ʦʪʯʝʪ ʩ ʧʦʤʦ-

ʱʴʶ ʤʘʩʪʝʨʘ ʥʝ ʩʦʟʜʘʚʘʣʩʷ ʠ ʥʝ ʠʩʧʦʣʴʟʦʚʘʣʘʩʴ ʢʦʤʘʥʜʘ ɸʚʪʦʬʦʨʤʘʪ ʚ 

ʤʝʥʶ ʌʦʨʤʘʪ, ʪʦ ʙʫʜʝʪ ʧʨʠʤʝʥʝʥ ʩʪʘʥʜʘʨʪʥʳʡ ʘʚʪʦʬʦʨʤʘʪ. 

ʄʦʞʥʦ ʪʘʢʞʝ ʩʦʟʜʘʪʴ ʦʪʯʝʪ ʩ ʧʦʣʷʤʠ, ʨʘʟʤʝʱʝʥʥʳʤʠ ʚ ʦʜʠʥ 

ʩʪʦʣʙʝʮ, ʙʘʟʦʚʳʤ ʠʩʪʦʯʥʠʢʦʤ ʜʘʥʥʳʭ ʢʦʪʦʨʦʛʦ ʷʚʣʷʶʪʩʷ ʣʠʙʦ ʦʪ-

ʢʨʳʪʳʝ ʪʘʙʣʠʮʘ ʠʣʠ ʟʘʧʨʦʩ, ʣʠʙʦ ʪʘʙʣʠʮʘ ʠʣʠ ʟʘʧʨʦʩ, ʚʳʜʝʣʝʥʥʳʝ ʚ 

ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ. 

ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɸʚʪʦʦʪʯʝʪ ʚ ʤʝʥʶ 
ɺʩʪʘʚʢʘ ʠʣʠ ʥʘʞʘʪʴ ʩʪʨʝʣʢʫ ʨʷʜʦʤ ʩ ʢʥʦʧʢʦʡ ʅʦʚʳʡ ʦʙʲʝʢʪ ʥʘ ʧʘ-

ʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʘ ʟʘʪʝʤ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɸʚʪʦʦʪʯʝʪ. ʆʪʯʝʪʳ, 

ʩʦʟʜʘʥʥʳʝ ʪʘʢʠʤ ʩʧʦʩʦʙʦʤ, ʥʝ ʠʤʝʶʪ ʟʘʛʦʣʦʚʢʘ ʠ ʢʦʣʦʥʪʠʪʫʣʘ ʠʣʠ 

ʧʨʠʤʝʯʘʥʠʷ ʠ ʢʦʣʦʥʪʠʪʫʣʘ. 

ʇʨʠ ʩʦʟʜʘʥʠʠ ʦʪʯʝʪʘ ʧʨʠ ʧʦʤʦʱʠ ʤʘʩʪʝʨʘ ʄʘʩʪʝʨ ʟʘʜʘʝʪ ʧʦʜʨʦʙ-

ʥʳʝ ʚʦʧʨʦʩʳ ʦʙ ʠʩʪʦʯʥʠʢʘʭ ʟʘʧʠʩʝʡ, ʧʦʣʷʭ, ʤʘʢʝʪʝ, ʪʨʝʙʫʝʤʳʭ ʬʦʨ-

ʤʘʪʘʭ ʠ ʩʦʟʜʘʝʪ ʦʪʯʝʪ ʥʘ ʦʩʥʦʚʘʥʠʠ ʧʦʣʫʯʝʥʥʳʭ ʦʪʚʝʪʦʚ. ɼʣʷ ʩʦʟʜʘ-

ʥʠʷ ʦʪʯʝʪʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ ʚ ʩʧʠʩʢʝ ʆʪʯʝʪʳ ʚʳʙʨʘʪʴ ʧʫʥʢʪ ʆʙʲʝʢʪ ;r 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʦʢʥʘ ʙʘʟʳ ʜʘʥ-

ʥʳʭ; 
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Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʅʦʚʳʡ ʦʪʯʝʪ ʚʳʙʨʘʪʴ ʥʫʞʥʦʛʦ ʤʘʩʪʝʨʘ. 

ʆʧʠʩʘʥʠʝ ʜʝʡʩʪʚʠʡ, ʚʳʧʦʣʥʷʝʤʳʭ ʤʘʩʪʝʨʦʤ, ʚʳʚʦʜʠʪʩʷ ʚ ʣʝʚʦʡ ʧʦ-

ʣʦʚʠʥʝ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ; 

Å ʥʘʞʘʪʴ OK ; 

Å ʚʳʙʨʘʪʴ ʧʦʣʷ, ʢʦʪʦʨʳʝ ʥʝʦʙʭʦʜʠʤʦ ʧʦʤʝʩʪʠʪʴ ʚ ʦʪʯʝʪ ʠ ʥʘʞʘʪʴ 

ʢʥʦʧʢʫ ɼʘʣʝʝ. 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʜʦʙʘʚʣʝʥʠʷ ʧʦʣʝʡ ʠʟ ʥʝʩʢʦʣʴʢʠʭ ʪʘʙʣʠʮ ʠʣʠ ʟʘʧʨʦʩʦʚ 

ʚ ʦʪʯʝʪ ʥʝ ʥʘʞʠʤʘʶʪʩʷ ʢʥʦʧʢʠ ɼʘʣʝʝ ʠʣʠ ɻʦʪʦʚʦ ʧʦʩʣʝ ʚʳʙʦʨʘ ʧʦʣʝʡ 

ʠʟ ʧʝʨʚʦʡ ʪʘʙʣʠʮʳ ʠʣʠ ʟʘʧʨʦʩʘ ʚ ʤʘʩʪʝʨʝ ʦʪʯʝʪʦʚ. ʅʫʞʥʦ ʧʦʚʪʦʨʷʪʴ 

ʰʘʛʠ, ʢʦʪʦʨʳʝ ʥʝʦʙʭʦʜʠʤʳ ʜʣʷ ʚʳʙʦʨʘ ʪʘʙʣʠʮʳ ʠʣʠ ʟʘʧʨʦʩʘ, ʠ ʫʢʘʟʘʥʠʷ 

ʧʦʣʝʡ, ʧʦʢʘ ʚ ʦʪʯʝʪ ʥʝ ʙʫʜʫʪ ʚʢʣʶʯʝʥʳ ʚʩʝ ʥʫʞʥʳʝ ʧʦʣʷ. 

Å ʚʳʙʨʘʪʴ ʚʠʜ ʛʨʫʧʧʠʨʦʚʢʠ ʜʘʥʥʳʭ ʚ ʦʪʯʝʪʝ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘ-

ʣʝʝ; 

Å ʧʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʜʦʙʘʚʠʪʴ ʫʨʦʚʥʠ ʛʨʫʧʧʠʨʦʚʢʠ ʚ ʦʪʯʝʪ ʠ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ; 

Å ʚʳʙʨʘʪʴ ʧʦʣʷ ʜʣʷ ʩʦʨʪʠʨʦʚʢʠ ʟʘʧʠʩʝʡ; 

Å ʝʩʣʠ ʥʝʦʙʭʦʜʠʤʦ ʧʦʜʚʦʜʠʪʴ ʠʪʦʛʠ ʧʦ ʧʦʣʷʤ, ʪʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ 

ʀʪʦʛʠ, ʠʥʘʯʝ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ. ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʀʪʦʛʠ ʚr -

ʙʨʘʪʴ ʜʣʷ ʥʝʦʙʭʦʜʠʤʳʭ ʧʦʣʝʡ ʪʨʝʙʫʝʤʳʝ ʟʥʘʯʝʥʠʷ ʠʪʦʛʦʚʳʭ ʚʝʣʠ-

ʯʠʥ: 
Sum ï ʚʳʯʠʩʣʷʝʪ ʩʫʤʤʫ ʧʦ ʚʳʙʨʘʥʥʦʤʫ ʧʦʣʶ; 

Avg ï ʚʳʯʠʩʣʷʝʪ ʩʨʝʜʥʝʝ ʟʥʘʯʝʥʠʝ ʧʦ ʚʳʙʨʘʥʥʦʤʫ ʧʦʣʶ;  

Min  ï ʚʳʯʠʩʣʷʝʪ ʤʠʥʠʤʘʣʴʥʦʝ ʟʥʘʯʝʥʠʝ ʧʦ ʚʳʙʨʘʥʥʦʤʫ ʧʦʣʶ;  

ʄʘʭ ï ʚʳʯʠʩʣʷʝʪ ʤʘʢʩʠʤʘʣʴʥʦʝ ʟʥʘʯʝʥʠʝ ʧʦ ʚʳʙʨʘʥʥʦʤʫ ʧʦʣʶ;  

Å ʚʳʙʨʘʪʴ ʚʠʜ ʦʪʯʝʪʘ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ; 

Å ʚʳʙʨʘʪʴ ʩʪʠʣʴ ʦʪʯʝʪʘ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ;  

Å ʟʘʜʘʪʴ ʠʤʷ ʦʪʯʝʪʘ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɻʦʪʦʚʦ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʦʪʯʝʪʘ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ ʥʝʦʙʭʦʜʠʤʦ ʩʥʘʯʘ-

ʣʘ ʩʦʟʜʘʪʴ ʙʘʟʦʚʳʡ ʦʪʯʝʪ, ʢʦʪʦʨʳʡ ʟʘʪʝʤ ʠʟʤʝʥʠʪʴ ʚ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ 

ʪʨʝʙʦʚʘʥʠʷʤʠ ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ. ɼʣʷ ʩʦʟʜʘʥʠʷ ʦʪʯʝʪʘ ʥʝʦʙʭʦ-

ʜʠʤʦ: 

Åʚ ʦʢʥʝ ʙʘʟʳ ʜʘʥʥʳʭ ʚ ʩʧʠʩʢʝ ʆʙʲʝʢʪʳ ʚʳʙʨʘʪʴ ʧʫʥʢʪ ʆʪʯʝʪ ;r 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʦʢʥʘ ʙʘʟʳ ʜʘʥ-

ʥʳʭ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʅʦʚʳʡ ʦʪʯʝʪ ʚʳʙʨʘʪʴ ʥʫʞʥʦʛʦ ʤʘʩʪʝʨʘ. 

ʆʧʠʩʘʥʠʝ ʜʝʡʩʪʚʠʡ, ʚʳʧʦʣʥʷʝʤʳʭ ʤʘʩʪʝʨʦʤ, ʚʳʚʦʜʠʪʩʷ ʚ ʣʝʚʦʡ 

ʧʦʣʦʚʠʥʝ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ; 

Å ʚʳʙʨʘʪʴ ʪʘʙʣʠʮʫ ʠʣʠ ʟʘʧʨʦʩ, ʩʦʜʝʨʞʘʱʠʝ ʜʘʥʥʳʝ, ʥʘ ʢʦʪʦʨʳʭ 

ʜʦʣʞʝʥ ʙʳʪʴ ʦʩʥʦʚʘʥ ʦʪʯʝʪ. ɽʩʣʠ ʥʫʞʥʦ ʩʦʟʜʘʪʴ ʩʚʦʙʦʜʥʳʡ ʦʪʯʝʪ, ʪʦ 

ʥʠʯʝʛʦ ʚʳʙʠʨʘʪʴ ʥʝ ʥʘʜʦ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ OK ; 
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Å ʧʝʨʝʪʘʩʢʠʚʘʷ ʧʦʣʷ ʠʟ ʚʳʙʨʘʥʥʦʡ ʪʘʙʣʠʮʳ ʚ ʦʙʣʘʩʪʴ ʜʘʥʥʳʭ, 

ʩʬʦʨʤʠʨʦʚʘʪʴ ʦʪʯʝʪ ʪʨʝʙʫʝʤʦʛʦ ʚʠʜʘ. 

 
5. ʀʥʜʝʢʩʳ. ʆʜʥʠʤ ʠʟ ʦʩʥʦʚʥʳʭ ʪʨʝʙʦʚʘʥʠʡ, ʧʨʝʜʲʷʚʣʷʝʤʳʭ ʢ ʙʘʟʝ 

ʜʘʥʥʳʭ, ʷʚʣʷʝʪʩʷ ʚʦʟʤʦʞʥʦʩʪʴ ʙʳʩʪʨʦʛʦ ʧʦʠʩʢʘ ʚ ʥʝʡ ʠʥʬʦʨʤʘʮʠʠ. 

ʀʥʜʝʢʩʳ ʧʨʝʜʩʪʘʚʣʷʶʪ ʩʦʙʦʡ ʥʘʠʙʦʣʝʝ ʵʬʬʝʢʪʠʚʥʦʝ ʩʨʝʜʩʪʚʦ, ʢʦʪʦ-

ʨʦʝ ʧʦʟʚʦʣʷʝʪ ʟʥʘʯʠʪʝʣʴʥʦ ʫʩʢʦʨʠʪʴ ʩʦʨʪʠʨʦʚʢʫ ʠ ʧʦʠʩʢ ʟʘʧʠʩʝʡ. 

ʀʥʜʝʢʩʳ ʪʘʙʣʠʮ Microsoft Access ʠʩʧʦʣʴʟʫʶʪʩʷ ʪʘʢ ʞʝ, ʢʘʢ ʠ ʧʨʝʜ-

ʤʝʪʥʳʝ ʫʢʘʟʘʪʝʣʠ ʚ ʢʥʠʛʘʭ: ʧʨʠ ʧʦʠʩʢʝ ʜʘʥʥʳʭ ʚʳʧʦʣʥʷʝʪʩʷ ʠʭ ʧʦ-

ʠʩʢ ʚ ʠʥʜʝʢʩʝ. ʀʥʜʝʢʩʳ ʤʦʞʥʦ ʩʦʟʜʘʚʘʪʴ ʧʦ ʦʜʥʦʤʫ ʠʣʠ ʥʝʩʢʦʣʴʢʠʤ 

ʧʦʣʷʤ. ʉʦʩʪʘʚʥʳʝ ʠʥʜʝʢʩʳ ʧʦʟʚʦʣʷʶʪ ʧʦʣʴʟʦʚʘʪʝʣʶ ʨʘʟʣʠʯʘʪʴ ʟʘʧʠ-

ʩʠ, ʚ ʢʦʪʦʨʳʭ ʧʝʨʚʳʝ ʧʦʣʷ ʤʦʛʫʪ ʠʤʝʪʴ ʦʜʠʥʘʢʦʚʳʝ ʟʥʘʯʝʥʠʷ. 

ɺ ʦʩʥʦʚʥʦʤ ʪʨʝʙʫʝʪʩʷ ʠʥʜʝʢʩʠʨʦʚʘʪʴ ʧʦʣʷ, ʚ ʢʦʪʦʨʳʭ ʯʘʩʪʦ ʦʩʫ-

ʱʝʩʪʚʣʷʝʪʩʷ ʧʦʠʩʢ, ʧʦʣʷ ʩʦʨʪʠʨʦʚʢʠ ʠʣʠ ʧʦʣʷ, ʦʙʲʝʜʠʥʝʥʥʳʝ ʩ ʧʦ-

ʣʷʤʠ ʠʟ ʜʨʫʛʠʭ ʪʘʙʣʠʮ ʚ ʟʘʧʨʦʩʘʭ. ʆʜʥʘʢʦ ʠʥʜʝʢʩʳ ʤʦʛʫʪ ʟʘʤʝʜʣʠʪʴ 

ʚʳʧʦʣʥʝʥʠʝ ʥʝʢʦʪʦʨʳʭ ʟʘʧʨʦʩʦʚ ʥʘ ʠʟʤʝʥʝʥʠʝ, ʥʘʧʨʠʤʝʨ ʟʘʧʨʦʩʦʚ 

ʥʘ ʜʦʙʘʚʣʝʥʠʝ, ʧʨʠ ʚʳʧʦʣʥʝʥʠʠ ʢʦʪʦʨʳʭ ʪʨʝʙʫʝʪʩʷ ʦʙʥʦʚʣʝʥʠʝ ʠʥ-

ʜʝʢʩʦʚ ʤʥʦʛʠʭ ʧʦʣʝʡ. 

ʇʦʣʷ ʧʝʨʚʠʯʥʦʛʦ ʢʣʶʯʘ ʪʘʙʣʠʮ ʠʥʜʝʢʩʠʨʫʶʪʩʷ ʘʚʪʦʤʘʪʠʯʝʩʢʠ. 

ɼʣʷ ʦʩʪʘʣʴʥʳʭ ʧʦʣʝʡ ʠʥʜʝʢʩʠʨʦʚʘʥʠʝ ʠʩʧʦʣʴʟʫʝʪʩʷ, ʝʩʣʠ ʚʳʧʦʣʥʷ-

ʶʪʩʷ ʩʣʝʜʫʶʱʠʝ ʫʩʣʦʚʠʷ: 

Å ʧʦʣʝ ʠʤʝʝʪ ʪʠʧ ʜʘʥʥʳʭ ʊʝʢʩʪʦʚʳʡ, ʏʠʩʣʦʚʦʡ, ɼʝʥʝʞʥʳʡ ʠʣʠ 

ɼʘʪʘ/ʚʨʝʤʷ; 

Å ʧʨʝʜʧʦʣʘʛʘʝʪʩʷ ʚʳʧʦʣʥʝʥʠʝ ʧʦʠʩʢʘ ʟʥʘʯʝʥʠʡ ʚ ʧʦʣʝ; 

Å ʧʨʝʜʧʦʣʘʛʘʝʪʩʷ ʚʳʧʦʣʥʝʥʠʝ ʩʦʨʪʠʨʦʚʢʠ ʟʥʘʯʝʥʠʡ ʚ ʧʦʣʝ; 

Å ʧʨʝʜʧʦʣʘʛʘʝʪʩʷ ʚʳʧʦʣʥʝʥʠʝ ʩʦʨʪʠʨʦʚʢʠ ʙʦʣʴʰʦʛʦ ʯʠʩʣʘ ʨʘʟ-

ʣʠʯʥʳʭ ʟʥʘʯʝʥʠʡ ʚ ʧʦʣʝ. ɽʩʣʠ ʧʦʣʝ ʩʦʜʝʨʞʠʪ ʤʥʦʛʦ ʦʜʠʥʘʢʦʚʳʭ 

ʟʥʘʯʝʥʠʡ, ʪʦ ʧʨʠʤʝʥʝʥʠʝ ʠʥʜʝʢʩʘ ʥʝʟʥʘʯʠʪʝʣʴʥʦ ʫʩʢʦʨʠʪ ʚʳʧʦʣʥʝ-

ʥʠʝ ʟʘʧʨʦʩʦʚ. 

ɼʣʷ ʟʘʜʘʥʠʷ ʠʥʜʝʢʩʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʧʝʨʝʡʪʠ ʚ ʨʝʞʠʤ ʢʦʥʩʪʨʫʢʪʦʨʘ; 

Å ʚʳʙʨʘʪʴ ʧʦʣʝ, ʜʣʷ ʢʦʪʦʨʦʛʦ ʩʦʟʜʘʝʪʩʷ ʠʥʜʝʢʩ; 

Å ʚ ʧʦʣʝ ʀʥʜʝʢʩʠʨʦʚʘʥʥʦʝ ʧʦʣʝ ʚʳʙʨʘʪʴ ʦʜʥʦ ʠʟ ʟʥʘʯʝʥʠʡ: ɼʘ 

(ɼʦʧʫʩʢʘʶʪʩʷ ʩʦʚʧʘʜʝʥʠʷ); ɼʘ (ʉʦʚʧʘʜʝʥʠʷ ʥʝ ʜʦʧʫʩʢʘʁ ʪʩʷ). 
ɿʘʤʝʯʘʥʠʝ. ɿʥʘʯʝʥʠʝ ɼʘ (ʉʦʚʧʘʜʝʥʠʷ ʥʝ ʜʦʧʫʩʢʘʶʪʩʷ) ʦʙʝʩʧʝʯʠʚʘ-

ʝʪ ʫʥʠʢʘʣʴʥʦʩʪʴ ʢʘʞʜʦʛʦ ʟʥʘʯʝʥʠʷ ʜʘʥʥʦʛʦ ʧʦʣʷ. 

ɽʩʣʠ ʧʨʝʜʧʦʣʘʛʘʝʪʩʷ ʯʘʩʪʦʝ ʚʳʧʦʣʥʝʥʠʝ ʦʜʥʦʚʨʝʤʝʥʥʦʡ ʩʦʨʪʠ-
ʨʦʚʢʠ ʠʣʠ ʧʦʠʩʢʘ ʚ ʥʝʩʢʦʣʴʢʠʭ ʧʦʣʷʭ, ʪʦ ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʜʣʷ ʵʪʠʭ 

ʧʦʣʝʡ ʩʦʩʪʘʚʥʦʡ ʠʥʜʝʢʩ. ʅʘʧʨʠʤʝʨ, ʝʩʣʠ ʚ ʦʜʥʦʤ ʠ ʪʦʤ ʞʝ ʟʘʧʨʦʩʝ 

ʯʘʩʪʦ ʟʘʜʘʶʪʩʷ ʫʩʣʦʚʠʷ ʜʣʷ ʧʦʣʝʡ ʀʤʷ ʠ ʌʘʤʠʣʠʷ, ʪʦ ʜʣʷ ʵʪʠʭ ʜʚʫʭ 

ʧʦʣʝʡ ʠʤʝʝʪ ʩʤʳʩʣ ʩʦʟʜʘʪʴ ʩʦʩʪʘʚʥʦʡ ʠʥʜʝʢʩ. 



 

 

139  

 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʩʦʩʪʘʚʥʦʛʦ ʠʥʜʝʢʩʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʧʝʨʝʡʪʠ ʚ ʨʝʞʠʤ ʢʦʥʩʪʨʫʢʪʦʨʘ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʀʥʜʝʢʩʳ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ;  

Å ʚʚʝʩʪʠ ʠʤʷ ʠʥʜʝʢʩʘ ʚ ʧʝʨʚʦʤ ʧʫʩʪʦʤ ʧʦʣʝ ʩʪʦʣʙʮʘ ʀʥʜʝʢʩ; 

Å ʚ ʧʦʣʝ ʀʤʷ ʧʦʣʷ ʵʪʦʡ ʞʝ ʩʪʨʦʢʠ ʚʳʙʨʘʪʴ ʠʟ ʩʧʠʩʢʘ ʧʝʨʚʦʝ ʧʦʣʝ 

ʩʦʩʪʘʚʥʦʛʦ ʠʥʜʝʢʩʘ; 

Å ʚ ʧʦʣʝ ʀʤʷ ʧʦʣʷ ʩʣʝʜʫʶʱʝʡ ʩʪʨʦʢʠ ʚʳʙʨʘʪʴ ʠʟ ʩʧʠʩʢʘ ʠʤʷ ʩʣʝ-

ʜʫʶʱʝʛʦ ʧʦʣʷ ʩʦʩʪʘʚʥʦʛʦ ʠʥʜʝʢʩʘ. 
ɿʘʤʝʯʘʥʠʝ. ɺ ʩʦʩʪʘʚʥʦʡ ʠʥʜʝʢʩ ʤʦʞʥʦ ʚʢʣʶʯʠʪʴ ʜʦ 10 ʧʦʣʝʡ. 

 

6. ʆʧʨʝʜʝʣʝʥʠʝ ʩʚʷʟʝʡ ʤʝʞʜʫ ʪʘʙʣʠʮʘʤʠ. ʊʠʧ ʦʪʥʦʰʝʥʠʷ ʚ ʩʦʟʜʘ-

ʚʘʝʤʦʡ Microsoft Access ʩʚʷʟʠ ʟʘʚʠʩʠʪ ʦʪ ʩʧʦʩʦʙʘ ʦʧʨʝʜʝʣʝʥʠʷ ʩʚʷ-

ʟʳʚʘʝʤʳʭ ʧʦʣʝʡ. 

ʆʪʥʦʰʝʥʠʝ çʦʜʠʥ-ʢʦ-ʤʥʦʛʠʤè ʩʦʟʜʘʝʪʩʷ ʚ ʪʦʤ ʩʣʫʯʘʝ, ʢʦʛʜʘ 

ʪʦʣʴʢʦ ʦʜʥʦ ʠʟ ʧʦʣʝʡ ʷʚʣʷʝʪʩʷ ʧʦʣʝʤ ʧʝʨʚʠʯʥʦʛʦ ʢʣʶʯʘ ʠʣʠ ʫʥʠ-

ʢʘʣʴʥʦʛʦ ʠʥʜʝʢʩʘ. 

ʆʪʥʦʰʝʥʠʝ çʦʜʠʥ-ʢ-ʦʜʥʦʤʫè ʩʦʟʜʘʝʪʩʷ ʚ ʪʦʤ ʩʣʫʯʘʝ, ʢʦʛʜʘ ʦʙʘ 

ʩʚʷʟʳʚʘʝʤʳʭ ʧʦʣʷ ʷʚʣʷʶʪʩʷ ʢʣʶʯʝʚʳʤʠ ʠʣʠ ʠʤʝʶʪ ʫʥʠʢʘʣʴʥʳʝ ʠʥ-

ʜʝʢʩʳ. 

ʆʪʥʦʰʝʥʠʝ çʤʥʦʛʠʝ-ʢʦ-ʤʥʦʛʠʤè ʬʘʢʪʠʯʝʩʢʠ ʷʚʣʷʝʪʩʷ ʜʚʫʤʷ ʦʪ-

ʥʦʰʝʥʠʷʤʠ çʦʜʠʥ-ʢʦ-ʤʥʦʛʠʤè ʩ ʪʨʝʪʴʝʡ ʪʘʙʣʠʮʝʡ, ʧʝʨʚʠʯʥʳʡ ʢʣʶʯ 

ʢʦʪʦʨʦʡ ʩʦʩʪʦʠʪ ʠʟ ʧʦʣʝʡ ʚʥʝʰʥʝʛʦ ʢʣʶʯʘ ʜʚʫʭ ʜʨʫʛʠʭ ʪʘʙʣʠʮ. 

ɼʣʷ ʦʧʨʝʜʝʣʝʥʠʝ ʩʚʷʟʠ ʩ ʦʪʥʦʰʝʥʠʝʤ çʦʜʠʥ-ʢ-ʦʜʥʦʤʫè ʠʣʠ 

çʦʜʠʥ-ʢʦ-ʤʥʦʛʠʤè ʥʝʦʙʭʦʜʠʤʦ: 

Å ʟʘʢʨʳʪʴ ʚʩʝ ʦʪʢʨʳʪʳʝ ʪʘʙʣʠʮʳ. ʉʦʟʜʘʚʘʪʴ ʠʣʠ ʠʟʤʝʥʷʪʴ ʩʚʷʟʠ 

ʤʝʞʜʫ ʦʪʢʨʳʪʳʤʠ ʪʘʙʣʠʮʘʤʠ ʥʝʣʴʟʷ; 

Å ʧʝʨʝʡʪʠ ʚ ʦʢʥʦ ʙʘʟʳ ʜʘʥʥʳʭ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʭʝʤʘ ʜʘʥʥʳʭ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʝʩʣʠ ʚ ʙʘʟʝ ʜʘʥʥʳʭ ʝʱʝ ʥʝ ʦʧʨʝʜʝʣʝʥʳ ʩʚʷʟʠ, ʪʦ ʘʚʪʦʤʘʪʠʯʝʩʢʠ 

ʦʪʢʨʳʚʘʝʪʩʷ ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ɼʦʙʘʚʣʝʥʠʝ ʪʘʙʣʠʮʳ. 
ɿʘʤʝʯʘʥʠʝ. ɽʩʣʠ ʥʫʞʥʦ ʜʦʙʘʚʠʪʴ ʪʘʙʣʠʮʳ ʜʣʷ ʩʦʟʜʘʥʠʷ ʩʚʷʟʝʡ, ʘ 

ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ ɼʦʙʘʚʣʝʥʠʝ ʪʘʙʣʠʮʳ ʥʘ ʵʢʨʘʥʝ ʥʝʪ, ʪʦ ʥʘʞʠʤʘʝʪʩ ̫

ʢʥʦʧʢʘ ʆʪʦʙʨʘʟʠʪʴ ʪʘʙʣʠʮʫ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

Å ʚʳʙʨʘʪʴ ʧʦʣʝ ʚ ʦʜʥʦʡ ʪʘʙʣʠʮʝ ʠ ʧʝʨʝʪʘʱʠʪʴ ʝʛʦ ʥʘ ʩʦʦʪʚʝʪʩʪʚʫ-

ʶʱʝʝ ʧʦʣʝ ʚʦ ʚʪʦʨʦʡ ʪʘʙʣʠʮʝ; 
ɿʘʤʝʯʘʥʠʷ. 1. ʏʪʦʙʳ ʧʝʨʝʪʘʱʠʪʴ ʩʨʘʟʫ ʥʝʩʢʦʣʴʢʦ ʧʦʣʝʡ, ʩʣʝʜʫʝʪ 

ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <Ctrl> ʠ, ʫʜʝʨʞʠʚʘʷ ʝʝ, ʚʳʙʨʘʪʴ ʢʘʞʜʦʝ ʧʦʣʝ. 

2. ɺ ʙʦʣʴʰʠʥʩʪʚʝ ʩʣʫʯʘʝʚ ʩʚʷʟʳʚʘʶʪ ʧʦʣʝ ʧʝʨʚʠʯʥʦʛʦ ʢʣʶʯʘ (ʧʨʝʜ-

ʩʪʘʚʣʝʥʥʦʝ ʚ ʩʧʠʩʢʝ ʧʦʣʝʡ ʧʦʣʫʞʠʨʥʳʤ ʰʨʠʬʪʦʤ) ʦʜʥʦʡ ʪʘʙʣʠʮʳ ʩ 

ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʤ ʝʤʫ ʧʦʣʝʤ (ʯʘʩʪʦ ʠʤʝʶʱʠʤ ʪʦ ʞʝ ʠʤʷ) ʚʪʦʨʦʡ 

ʪʘʙʣʠʮʳ, ʢʦʪʦʨʦʝ ʥʘʟʳʚʘʶʪ ʧʦʣʝʤ ʚʥʝʰʥʝʛʦ ʢʣʶʯʘ. 
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Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʀʟʤʝʥʝʥʠʝ ʩʚʷʟʝʡ ʧʨʦʚʝʨʠʪʴ ʧʨʘʚʠʣʴ-

ʥʦʩʪʴ ʠʤʝʥ ʧʦʣʝʡ, ʧʨʠʩʫʪʩʪʚʫʶʱʠʭ ʚ ʜʚʫʭ ʩʪʦʣʙʮʘʭ. ʇʨʠ ʥʝʦʙʭʦʜʠ-

ʤʦʩʪʠ ʠʭ ʤʦʞʥʦ ʠʟʤʝʥʠʪʴ; 

Å ʟʘʢʨʳʪʴ ʦʢʥʦ ʉʭʝʤʘ ʜʘʥʥʳʭ ʠ ʩʦʭʨʘʥʠʪʴ ʤʘʢʝʪ. ʅʝʟʘʚʠʩʠʤʦ ʦʪ 

ʚʳʙʨʘʥʥʦʛʦ ʦʪʚʝʪʘ ʩʦʟʜʘʥʥʳʝ ʩʚʷʟʠ ʙʫʜʫʪ ʩʦʭʨʘʥʝʥʳ ʚ ʙʘʟʝ ʜʘʥʥʳʭ. 

ɼʣʷ ʦʧʨʝʜʝʣʝʥʠʝ ʩʚʷʟʠ ʦʪʥʦʰʝʥʠʷ çʤʥʦʛʠʝ-ʢʦ-ʤʥʦʛʠʤè ʥʝʦʙʭʦ-

ʜʠʤʦ: 

Å ʩʦʟʜʘʪʴ ʜʚʝ ʪʘʙʣʠʮʳ, ʢʦʪʦʨʳʝ ʙʫʜʫʪ ʠʤʝʪʴ ʩʚʷʟʴ ʩ ʦʪʥʦʰʝʥʠʝʤ 

çʤʥʦʛʠʝ-ʢʦ-ʤʥʦʛʠʤè; 

Å ʩʦʟʜʘʪʴ ʪʨʝʪʴʶ ʩʚʷʟʫʶʱʫʶ ʪʘʙʣʠʮʫ ʠ ʜʦʙʘʚʠʪʴ ʚ ʥʝʝ ʧʦʣʷ, ʦʧʠ-

ʩʘʥʠʷ ʢʦʪʦʨʳʭ ʩʦʚʧʘʜʘʶʪ ʩ ʦʧʠʩʘʥʠʝʤ ʧʦʣʝʡ ʧʝʨʚʠʯʥʦʛʦ ʢʣʶʯʘ ʚ 

ʢʘʞʜʦʡ ʠʟ ʜʚʫʭ ʩʚʷʟʳʚʘʝʤʳʭ ʪʘʙʣʠʮ. ɺ ʩʚʷʟʫʶʱʝʡ ʪʘʙʣʠʮʝ ʢʣʶʯʝ-

ʚʳʝ ʧʦʣʷ ʚʳʧʦʣʥʷʶʪ ʨʦʣʴ ʚʥʝʰʥʠʭ ʢʣʶʯʝʡ. ɼʨʫʛʠʝ ʧʦʣʷ ʚ ʩʚʷʟʫʶ-

ʱʫʶ ʪʘʙʣʠʮʫ ʤʦʞʥʦ ʜʦʙʘʚʣʷʪʴ ʙʝʟ ʦʛʨʘʥʠʯʝʥʠʡ; 

Å ʦʧʨʝʜʝʣʠʪʴ ʚ ʩʚʷʟʫʶʱʝʡ ʪʘʙʣʠʮʝ ʧʝʨʚʠʯʥʳʡ ʢʣʶʯ, ʩʦʜʝʨʞʘɦ ʠʡ 

ʚʩʝ ʢʣʶʯʝʚʳʝ ʧʦʣʷ ʜʚʫʭ ʩʚʷʟʳʚʘʝʤʳʭ ʪʘʙʣʠʮ; 

Å ʤʝʞʜʫ ʢʘʞʜʦʡ ʠʟ ʜʚʫʭ ʛʣʘʚʥʳʭ ʪʘʙʣʠʮ ʠ ʩʚʷʟʫʶʱʝʡ ʪʘʙʣʠʮʝʡ 

ʦʧʨʝʜʝʣʠʪʴ ʩʚʷʟʴ ʩ ʦʪʥʦʰʝʥʠʝʤ çʦʜʠʥ-ʢʦ-ʤʥʦʛʠʤè. 

ʎʝʣʦʩʪʥʦʩʪʴ ʜʘʥʥʳʭ. ʎʝʣʦʩʪʥʦʩʪʴ ʜʘʥʥʳʭ ʦʟʥʘʯʘʝʪ ʩʠ-

ʩʪʝʤʫ ʧʨʘʚʠʣ, ʠʩʧʦʣʴʟʫʝʤʳʭ ʚ Microsoft Access ʜʣʷ ʧʦʜʜʝʨʞʘʥʠʷ 

ʩʚ̫ʟʝʡ ʤʝʞʜʫ ʟʘʧʠʩʷʤʠ ʚ ʩʚʷʟʘʥʥʳʭ ʪʘʙʣʠʮʘʭ, ʘ ʪʘʢʞʝ ʦʙʝʩʧʝʯʠʚʘ-

ʶʱʠʭ ʟʘʱʠʪʫ ʦʪ ʩʣʫʯʘʡʥʦʛʦ ʫʜʘʣʝʥʠʷ ʠʣʠ ʠʟʤʝʥʝʥʠʷ ʩʚʷʟʘʥʥʳʭ 

ʜʘʥʥʳʭ. ʋʩʪʘʥʦʚʠʪʴ ʮʝʣʦʩʪʥʦʩʪʴ ʜʘʥʥʳʭ ʤʦʞʥʦ, ʝʩʣʠ ʚʳʧʦʣʥʝʥʳ 

ʩʣʝʜʫʶʱʠʝ ʫʩʣʦʚʠʷ:  

Å ʩʚʷʟʘʥʥʦʝ ʧʦʣʝ ʛʣʘʚʥʦʡ ʪʘʙʣʠʮʳ ʷʚʣʷʝʪʩʷ ʢʣʶʯʝʚʳʤ ʧʦʣʝʤ ʠʣʠ 

ʠʤʝʝʪ ʫʥʠʢʘʣʴʥʳʡ ʠʥʜʝʢʩ; 

Å ʩʚʷʟʘʥʥʳʝ ʧʦʣʷ ʠʤʝʶʪ ʦʜʠʥ ʪʠʧ ʜʘʥʥʳʭ. ɿʜʝʩʴ ʩʫʱʝʩʪʚʫʶʪ ʜʚʘ 

ʠʩʢʣʶʯʝʥʠʷ: ʧʦʣʝ ʩʯʝʪʯʠʢʘ ʤʦʞʝʪ ʙʳʪʴ ʩʚʷʟʘʥʦ ʩ ʯʠʩʣʦʚʳʤ ʧʦʣʝʤ, 

ʩʚʦʡʩʪʚʦ ʢʦʪʦʨʦʛʦ ʈʘʟʤʝʨ ʧʦʣʷ ʠʤʝʝʪ ʟʥʘʯʝʥʠʝ ɼʣʠʥʥʦʝ ʮʝʣʦʝ, ʘ 

ʪʘʢʞʝ ʧʦʣʝ ʩʯʝʪʯʠʢʘ, ʩʚʦʡʩʪʚʦ ʢʦʪʦʨʦʛʦ ʈʘʟʤʝʨ ʧʦʣʷ ʠʤʝʝʪ ʟʥʘʯʝ-

ʥʠʝ ʂʦʜ ʨʝʧʣʠʢʘʮʠʠ, ʤʦʞʥʦ ʩʚʷʟʘʪʴ ʩ ʯʠʩʣʦʚʳʤ ʧʦʣʝʤ, ʫ ʢʦʪʦʨʦʛʦ 

ʩʚʦʡʩʪʚʦ ʈʘʟʤʝʨ ʧʦʣʷ ʠʤʝʝʪ ʟʥʘʯʝʥʠʝ ʂʦʜ ʨʝʧʣʠʢʘʮʠʠ; 

Å ʦʙʝ ʪʘʙʣʠʮʳ ʧʨʠʥʘʜʣʝʞʘʪ ʦʜʥʦʡ ʙʘʟʝ ʜʘʥʥʳʭ Microsoft Access. 

ɽʩʣʠ ʪʘʙʣʠʮʳ ʷʚʣʷʶʪʩʷ ʩʚʷʟʘʥʥʳʤʠ, ʪʦ ʦʥʠ ʜʦʣʞʥʳ ʙʳʪʴ ʪʘʙʣʠʮʘʤʠ 

ʬʦʨʤʘʪʘ Microsoft Access. ɼʣʷ ʫʩʪʘʥʦʚʢʠ ʮʝʣʦʩʪʥʦʩʪʠ ʜʘʥʥʳʭ ʙʘʟʘ 

ʜʘʥʥʳʭ, ʚ ʢʦʪʦʨʦʡ ʥʘʭʦʜʷʪʩʷ ʪʘʙʣʠʮʳ, ʜʦʣʞʥʘ ʙʳʪʴ ʦʪʢʨʳʪʘ. ɼʣʷ 

ʩʚʷʟʘʥʥʳʭ ʪʘʙʣʠʮ ʠʟ ʙʘʟ ʜʘʥʥʳʭ ʜʨʫʛʠʭ ʬʦʨʤʘʪʦʚ ʫʩʪʘʥʦʚʠʪʴ ʮʝ-
ʣʦʩʪʥʦʩʪʴ ʜʘʥʥʳʭ ʥʝʚʦʟʤʦʞʥʦ. 

ʇʨʠ ʠʩʧʦʣʴʟʦʚʘʥʠʠ ʫʩʣʦʚʠʡ ʮʝʣʦʩʪʥʦʩʪʠ ʜʘʥʥʳʭ ʜʝʡʩʪʚʫʶʪ ʩʣʝ-

ʜʫʶʱʠʝ ʧʨʘʚʠʣʘ: 
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Å ʥʝʚʦʟʤʦʞʥʦ ʚʚʝʩʪʠ ʚ ʧʦʣʝ ʚʥʝʰʥʝʛʦ ʢʣʶʯʘ ʩʚʷʟʘʥʥʦʡ ʪʘʙ-

ʣʠʮʳ ʟʥʘʯʝʥʠʝ, ʥʝ ʩʦʜʝʨʞʘʱʝʝʩʷ ʚ ʢʣʶʯʝʚʦʤ ʧʦʣʝ ʛʣʘʚʥʦʡ ʪʘʙʣʠʮʳ. 

ʆʜʥʘʢʦ ʚ ʧʦʣʝ ʚʥʝʰʥʝʛʦ ʢʣʶʯʘ ʚʦʟʤʦʞʝʥ ʚʚʦʜ ʟʥʘʯʝʥʠʡ Null, ʧʦʢʘ-

ʟrʚʘʶʱʠʭ, ʯʪʦ ʟʘʧʠʩʠ ʥʝ ʷʚʣʷʶʪʩʷ ʩʚʷʟʘʥʥʳʤʠ; 

Å ʥʝ ʜʦʧʫʩʢʘʝʪʩʷ ʫʜʘʣʝʥʠʝ ʟʘʧʠʩʠ ʠʟ ʛʣʘʚʥʦʡ ʪʘʙʣʠʮʳ, ʝʩʣʠ ʩʫʱʝ-

ʩʪʚʫʶʪ ʩʚʷʟʘʥʥʳʝ ʩ ʥʝʡ ʟʘʧʠʩʠ ʚ ʧʦʜʯʠʥʝʥʥʦʡ ʪʘʙʣʠʮʝ; 

Å ʥʝʚʦʟʤʦʞʥʦ ʠʟʤʝʥʠʪʴ ʟʥʘʯʝʥʠʝ ʧʝʨʚʠʯʥʦʛʦ ʢʣʶʯʘ ʚ ʛʣʘʚʥʦʡ 

ʪʘʙʣʠʮʝ, ʝʩʣʠ ʩʫʱʝʩʪʚʫʶʪ ʟʘʧʠʩʠ, ʩʚʷʟʘʥʥʳʝ ʩ ʜʘʥʥʦʡ ʟʘʧʠʩʴʶ. 

ʇʨʦʚʝʨʢʘ ʮʝʣʦʩʪʥʦʩʪʠ ʜʘʥʥʳʭ ʚ ʪʘʙʣʠʮʘʭ ʚʢʣʶʯʘʝʪʩʷ ʧʦ ʫʤʦʣʯʘ-

ʥʠʶ ʧʨʠ ʩʦʟʜʘʥʠʠ ʩʚʷʟʠ ʚ ʩʭʝʤʝ ʙʘʟʳ ʜʘʥʥʳʭ. ʉʚʷʟʴ ʩ ʚʢʣʶʯʝʥʥʳʤʠ 

ʫʩʣʦʚʠʷʤʠ ʮʝʣʦʩʪʥʦʩʪʠ ʜʘʥʥʳʭ ʦʙʝʩʧʝʯʠʚʘʝʪ ʩʦʦʪʚʝʪʩʪʚʠʝ ʢʘʞʜʦʛʦ 

ʟʥʘʯʝʥʠʷ, ʢʦʪʦʨʦʝ ʚʚʦʜʠʪʩʷ ʚ ʩʪʦʣʙʝʮ ʚʥʝʰʥʝʛʦ ʢʣʶʯʘ, ʩʫʱʝʩʪʚʫʶ-

ʱʝʤʫ ʟʥʘʯʝʥʠʶ ʚ ʩʚʷʟʘʥʥʦʤ ʩʪʦʣʙʮʝ ʧʝʨʚʠʯʥʦʛʦ ʢʣʶʯʘ. 

ɼʣʷ ʦʪʥʦʰʝʥʠʡ, ʚ ʢʦʪʦʨʳʭ ʧʨʦʚʝʨʷʝʪʩʷ ʮʝʣʦʩʪʥʦʩʪʴ ʜʘʥʥʳʭ, 

ʧʦʣɹʟʦʚʘʪʝʣʴ ʠʤʝʝʪ ʚʦʟʤʦʞʥʦʩʪʴ ʫʢʘʟʘʪʴ, ʩʣʝʜʫʝʪ ʣʠ ʘʚʪʦʤʘʪʠʯʝʩʢʠ 

ʚʳʧʦʣʥʷʪʴ ʜʣʷ ʩʚʷʟʘʥʥʳʭ ʟʘʧʠʩʝʡ ʦʧʝʨʘʮʠʠ ʢʘʩʢʘʜʥʦʛʦ ʦʙʥʦʚʣʝʥʠʷ 

ʠ ʢʘʩʢʘʜʥʦʛʦ ʫʜʘʣʝʥʠʷ. ɽʩʣʠ ʚʢʣʶʯʠʪʴ ʜʘʥʥʳʝ ʧʘʨʘʤʝʪʨʳ, ʩʪʘʥʫʪ 

ʚʦʟʤʦʞʥʳʤʠ ʦʧʝʨʘʮʠʠ ʫʜʘʣʝʥʠʷ ʠ ʦʙʥʦʚʣʝʥʠʷ, ʢʦʪʦʨʳʝ ʚ ʧʨʦʪʠʚʥʦʤ 

ʩʣʫʯʘʝ ʟʘʧʨʝʱʝʥʳ ʫʩʣʦʚʠʷʤʠ ʮʝʣʦʩʪʥʦʩʪʠ ʜʘʥʥʳʭ. ʏʪʦʙʳ ʦʙʝʩʧʝ-

ʯʠʪʴ ʮʝʣʦʩʪʥʦʩʪʴ ʜʘʥʥʳʭ ʧʨʠ ʫʜʘʣʝʥʠʠ ʟʘʧʠʩʝʡ ʠʣʠ ʠʟʤʝʥʝʥʠʠ ʟʥʘ-

ʯʝʥʠʷ ʧʝʨʚʠʯʥʦʛʦ ʢʣʶʯʘ ʚ ʛʣʘʚʥʦʡ ʪʘʙʣʠʮʝ, ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʚʥʦʩʷʪʩʷ 

ʥʝʦʙʭʦʜʠʤʳʝ ʠʟʤʝʥʝʥʠʷ ʚ ʩʚʷʟʘʥʥʳʝ ʪʘʙʣʠʮʳ. 

ɽʩʣʠ ʧʨʠ ʦʧʨʝʜʝʣʝʥʠʠ ʦʪʥʦʰʝʥʠʷ ʫʩʪʘʥʦʚʠʪʴ ʬʣʘʞʦʢ ʂʘʩʢʘʜʥʦʝ 

ʦʙʥʦʚʣʝʥʠʝ ʩʚʷʟʘʥʥʳʭ ʧʦʣʝʡ, ʪʦ ʣʶʙʦʝ ʠʟʤʝʥʝʥʠʝ ʟʥʘʯʝʥʠʷ ʧʝʨ-

ʚʠʯʥʦʛʦ ʢʣʶʯʘ ʛʣʘʚʥʦʡ ʪʘʙʣʠʮʳ ʧʨʠʚʝʜʝʪ ʢ ʘʚʪʦʤʘʪʠʯʝʩʢʦʤʫ ʦʙʥʦʚ-

ʣʝʥʠʶ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʭ ʟʥʘʯʝʥʠʡ ʚʦ ʚʩʝʭ ʩʚʷʟʘʥʥʳʭ ʟʘʧʠʩʷʭ.  
ɿʘʤʝʯʘʥʠʝ. ɽʩʣʠ ʚ ʛʣʘʚʥʦʡ ʪʘʙʣʠʮʝ ʢʣʶʯʝʚʳʤ ʧʦʣʝʤ ʷʚʣʷʝʪʩʷ ʧʦʣʝ 

ʩʯʝʪʯʠʢʘ, ʪʦ ʫʩʪʘʥʦʚʢʘ ʬʣʘʞʢʘ ʂʘʩʢʘʜʥʦʝ ʦʙʥʦʚʣʝʥʠʝ ʩʚʷʟʘʥʥʳʭ 

ʧʦʣʝʡ ʥʝ ʧʨʠʚʝʜʝʪ ʢ ʢʘʢʠʤ-ʣʠʙʦ ʨʝʟʫʣʴʪʘʪʘʤ, ʪʘʢ ʢʘʢ ʠʟʤʝʥʠʪʴ ʟʥʘʯʝ-

ʥʠʝ ʧʦʣʷ ʩʯʝʪʯʠʢʘ ʥʝʚʦʟʤʦʞʥʦ. 

ɽʩʣʠ ʧʨʠ ʦʧʨʝʜʝʣʝʥʠʠ ʦʪʥʦʰʝʥʠʷ ʫʩʪʘʥʦʚʠʪʴ ʬʣʘʞʦʢ ʂʘʩʢʘʜʥʦʝ 

ʫʜʘʣʝʥʠʝ ʩʚʷʟʘʥʥʳʭ ʟʘʧʠʩʝʡ, ʪʦ ʣʶʙʦʝ ʫʜʘʣʝʥʠʝ ʟʘʧʠʩʠ ʚ ʛʣʘʚʥʦʡ 

ʪʘʙʣʠʮʝ ʧʨʠʚʝʜʝʪ ʢ ʘʚʪʦʤʘʪʠʯʝʩʢʦʤʫ ʫʜʘʣʝʥʠʶ ʩʚʷʟʘʥʥʳʭ ʟʘʧʠʩʝʡ ʚ 

ʧʦʜʯʠʥʝʥʥʦʡ ʪʘʙʣʠʮʝ. ɽʩʣʠ ʟʘʧʠʩʠ ʫʜʘʣʷʶʪʩʷ ʠʟ ʬʦʨʤʳ ʠʣʠ ʪʘʙʣʠ-

ʮʳ ʧʨʠ ʫʩʪʘʥʦʚʣʝʥʥʦʤ ʬʣʘʞʢʝ ʂʘʩʢʘʜʥʦʝ ʫʜʘʣʝʥʠʝ ʩʚʷʟʘʥʥʳʭ ʟʘ-

ʧʠʩʝʡ, ʪʦ Microsoft Access ʚʳʚʦʜʠʪ ʧʨʝʜʫʧʨʝʞʜʝʥʠʝ ʦ ʚʦʟʤʦʞʥʦʩʪʠ 

ʫʜʘʣʝʥʠʷ ʩʚʷʟʘʥʥʳʭ ʟʘʧʠʩʝʡ. ɽʩʣʠ ʞʝ ʟʘʧʠʩʠ ʫʜʘʣʷʁ ʪʩʷ ʩ ʧʦʤʦʱʴʶ 

ʟʘʧʨʦʩʘ ʥʘ ʫʜʘʣʝʥʠʝ, ʪʦ Microsoft Access ʫʜʘʣʷʝʪ ʟʘʧʠʩʠ ʘʚʪʦʤʘʪʠʯʝ-

ʩʢʠ ʙʝʟ ʚʳʚʦʜʘ ʧʨʝʜʫʧʨʝʞʜʝʥʠʷ. 

ʀʤʝʝʪʩʷ ʚʦʟʤʦʞʥʦʩʪʴ ʠʟʤʝʥʠʪʴ ʫʩʣʦʚʠʷ ʧʨʦʚʝʨʢʠ ʮʝʣʦʩʪʥʦʩʪʠ 

ʜʘʥʥʳʭ ʩ ʧʦʤʦʱʴʶ ʩʚʦʡʩʪʚ ʩʚʷʟʠ. 
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ʀʟʤʝʥʝʥʠʝ ʧʘʨʘʤʝʪʨʦʚ ʮʝʣʦʩʪʥʦʩʪʠ ʜʘʥʥʳʭ 

ʜʣʷ ʥʦʚʦʡ ʩʚʷʟʠ. ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʧʘʨʘʤʝʪʨʦʚ ʮʝʣʦʩʪʥʦʩʪʠ ʜʘʥ-

ʥʳʭ ʜʣʷ ʥʦʚʦʡ ʩʚʷʟʠ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʧʝʨʝʡʪʠ ʚ ʦʢʥʦ ʙʘʟʳ ʜʘʥʥʳʭ; 

. ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʭʝʤʘ ʜʘʥʥʳʭ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʚ ʩʭʝʤʝ ʙʘʟʳ ʜʘʥʥʳʭ ʩʦʟʜʘʪʴ ʩʚʷʟʴ; 
ɿʘʤʝʯʘʥʠʝ. ʉʚʷʟʴ ʤʝʞʜʫ ʜʚʫʤʷ ʪʘʙʣʠʮʘʤʠ ʩʦʟʜʘʝʪʩʷ ʜʣʷ ʩʦʧʦʩʪʘʚ-

ʣʝʥʠʷ ʩʪʨʦʢ ʦʜʥʦʡ ʪʘʙʣʠʮʳ ʩʦ ʩʪʨʦʢʘʤʠ ʜʨʫʛʦʡ. 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʋʩʪʘʥʦʚʣʝʥʠʝ ʩʚʷʟʝʡ ʩʥʷʪʴ ʠʣʠ ʫʩʪʘʥʦʚʠʪʴ 

ʬʣʘʞʢʠ ʧʘʨʘʤʝʪʨʦʚ, ʦʪʚʝʯʘʶʱʠʝ ʟʘ ʮʝʣʦʩʪʥʦʩʪʴ ʜʘʥʥʳʭ. 

ʀʟʤʝʥʝʥʠʝ ʧʘʨʘʤʝʪʨʦʚ ʮʝʣʦʩʪʥʦʩʪʠ ʜʘʥʥʳʭ 

ʜʣʷ ʩʫʱʝʩʪʚʫʶʱʝʡ ʩʚʷʟʠ. ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʧʘʨʘʤʝʪʨʦʚ ʮʝ-

ʣʦʩʪʥʦʩʪʠ ʜʘʥʥʳʭ ʜʣʷ ʩʫʱʝʩʪʚʫʶʱʝʡ ʩʚʷʟʠ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʧʝʨʝʡʪʠ ʚ ʦʢʥʦ ʙʘʟʳ ʜʘʥʥʳʭ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʭʝʤʘ ʜʘʥʥʳʭ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʚ ʩʭʝʤʝ ʙʘʟʳ ʜʘʥʥʳʭ ʚʳʜʝʣʠʪʴ ʣʠʥʠʶ ʩʚʷʟʠ; 

Å ʱʝʣʢʥʫʪʴ ʣʠʥʠʶ ʩʚʷʟʠ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʀʟ-

ʤʝʥʠʪʴ ʩʚʷʟʴ; 

Å ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʋʩʪʘʥʦʚʣʝʥʠʝ ʩʚʷʟʝʡ ʩʥʷʪʴ ʠʣʠ ʫʩʪʘʥʦʚʠʪʴ 

ʬʣʘʞʢʠ ʧʘʨʘʤʝʪʨʦʚ, ʦʪʚʝʯʘʶʱʠʝ ʟʘ ʮʝʣʦʩʪʥʦʩʪʴ ʜʘʥʥʳʭ. 

ʋʜʘʣʝʥʠʝ ʩʚʷʟʠ. ɼʣʷ ʫʜʘʣʝʥʠʷ ʩʫʱʝʩʪʚʫʶʱʝʡ ʩʚʷʟʠ ʥʝʦʙ-

ʭʦʜʠʤʦ: 

Å ʟʘʢʨʳʪʴ ʚʩʝ ʦʪʢʨʳʪʳʝ ʪʘʙʣʠʮʳ. ʋʜʘʣʷʪʴ ʩʚʷʟʠ ʤʝʞʜʫ ʦʪʢʨʳʪʳ-

ʤʠ ʪʘʙʣʠʮʘʤʠ ʥʝʣʴʟʷ; 

Å ʧʝʨʝʡʪʠ ʚ ʦʢʥʦ ʙʘʟʳ ʜʘʥʥʳʭ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʭʝʤʘ ʜʘʥʥʳʭ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʚʳʜʝʣʠʪʴ ʣʠʥʠʶ ʩʚʷʟʠ, ʢʦʪʦʨʫʶ ʥʝʦʙʭʦʜʠʤʦ ʫʜʘʣʠʪʴ (ʚʳʜʝʣʝʥ-

ʥʘʷ ʣʠʥʠʷ ʩʪʘʥʦʚʠʪʩʷ ʞʠʨʥʦʡ), ʘ ʟʘʪʝʤ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <Delete>. 

ɼʦʙʘʚʣʝʥʠʝ ʠ ʠʟʤʝʥʝʥʠʝ ʜʘʥʥʳʭ ʚ ʨʝʞʠʤʝ 

ʪʘʙʣʠʮʳ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʜʦʙʘʚʠʪʴ ʠʣʠ ʠʟʤʝʥʠʪʴ ʜʘʥʥʳʝ ʚ ʨʝʞʠ-

ʤʝ ʪʘʙʣʠʮʳ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʦʪʢʨʳʪʴ ʦʙʲʝʢʪ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ; 

Å ʚʳʧʦʣʥʠʪʴ ʦʜʥʦ ʠʟ ʩʣʝʜʫʶʱʠʭ ʜʝʡʩʪʚʠʡ: 

ʯʪʦʙʳ ʜʦʙʘʚʠʪʴ ʥʦʚʫʶ ʟʘʧʠʩʴ, ʩʣʝʜʫʝʪ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʅʦʚʘʷ ʟʘ-

ʧʠʩʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʚʚʝʩʪʠ ʜʘʥʥʳʝ ʠ ʥʘʞʘʪʴ ʢʣʘʚʠh ʫ 

<ʊʘb> ʜʣʷ ʧʝʨʝʭʦʜʘ ʚ ʩʣʝʜʫʶʱʝʝ ʧʦʣʝ. ɺ ʢʦʥʮʝ ʟʘʧʠʩʠ ʥʘʞʘʪʴ ʢʣʘ-

ʚʠʰʫ <ʊʘb> ʜʣʷ ʧʝʨʝʭʦʜʘ ʢ ʩʣʝʜʫʶʱʝʡ ʟʘʧʠʩʠ; 

Å ʯʪʦʙʳ ʠʟʤʝʥʠʪʴ ʩʫʱʝʩʪʚʫʶʱʠʝ ʜʘʥʥʳʝ ʚ ʧʦʣʝ, ʥʘʜʦ ʱʝʣʢʥʫʪʴ 

ʧʦ ʥʝʤ ʠ ʚʚʝʩʪʠ ʥʦʚʳʝ ʜʘʥʥʳʝ. 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʟʘʧʠʩʠ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʦʪʢʨʳʪʴ ʦʙʲʝʢʪ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮʳ; 
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Å ʚʳʙʨʘʪʴ ʫʜʘʣʷʝʤʫʶ ʟʘʧʠʩʴ; 

Å ʥʘʞʘʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʢʥʦʧʢʫ ʋʜʘʣʠʪʴ ʟʘʧʠʩʴ 
ɿʘʤʝʯʘʥʠʝ. ʇʨʠ ʫʜʘʣʝʥʠʠ ʜʘʥʥʳʭ ʠʥʦʛʜʘ ʪʨʝʙʫʝʪʩʷ ʫʜʘʣʠʪʴ ʩʚʷʟʘʥ-

ʥʳʝ ʩ ʥʠʤʠ ʜʘʥʥʳʝ ʠʟ ʜʨʫʛʠʭ ʪʘʙʣʠʮ. ʅʘʧʨʠʤʝʨ, ʧʨʠ ʫʜʘʣʝʥʠʠ ʧʦʩʪʘʚ-

ʱʠʢʘ ʩʣʝʜʫʝʪ ʫʜʘʣʠʪʴ ʠ ʧʦʩʪʘʚʣʷʝʤʳʝ ʠʤ ʪʦʚʘʨʳ. ɺ ʥʝʢʦʪʦʨʳʭ ʩʣʫʯʘ-

ʷʭ ʫʜʘʣʝʥʠʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʭ ʜʘʥʥʳʭ ʦʙʝʩʧʝʯʠʚʘʝʪʩʷ ʩ ʧʦʤʦʱʴʶ 

ʫʩʣʦʚʠʡ ʮʝʣʦʩʪʥʦʩʪʠ ʜʘʥʥʳʭ ʠ ʚʢʣʶʯʝʥʠʝʤ ʨʝʞʠʤʘ ʢʘʩʢʘʜʥʦʛʦ ʫʜʘʣʝ-

ʥʠʷ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 

1. ʂʘʢʠʝ ʩʧʦʩʦʙʳ ʧʦʠʩʢʘ ʠ ʟʘʤʝʥʳ ʜʘʥʥʳʭ ʩʫʱʝʩʪʚʫʶʪ ʚ ʧʨʦ-

ʛʨʘʤʤʝ Microsoft Access? 

2. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʟʘʤʝʥʳ ʢʦʥʢʨʝʪ-

ʥʳʭ ʟʥʘʯʝʥʠʡ ʚ ʧʦʣʝ? 

3. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʧʨʦʩʪʦ-

ʛʦ ʟʘʧʨʦʩʘ ʥʘ ʚʳʙʦʨʢʫ? 

4. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʟʘʧʨʦʩʘ 
ʩ ʧʘʨʘʤʝʪʨʘʤʠ? 

5. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʧʝʨʝ-

ʢʨʝʩʪʥʦʛʦ ʟʘʧʨʦʩʘ? 

6. ʂʘʢʠʝ ʪʠʧʳ ʟʘʧʨʦʩʦʚ ʥʘ ʠʟʤʝʥʝʥʠʝ ʩʫʱʝʩʪʚʫʶʪ? 

7. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʟʘʧʨʦʩʘ 

ʥʘ ʫʜʘʣʝʥʠʝ? 

8. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʟʘʧʨʦʩʘ 
ʥʘ ʦʙʥʦʚʣʝʥʠʝ?  

9. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʟʘʧʨʦʩʘ 
ʥʘ ʜʦʙʘʚʣʝʥʠʝ?  

10. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʟʘʧʨʦʩʘ 
ʥʘ ʩʦʟʜʘʥʠʝ ʪʘʙʣʠʮʳ ʥʘ ʦʩʥʦʚʝ ʜʨʫʛʦʡ ʪʘʙʣʠʮʳ? 

11. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʬʦʨʤʳ 
ʧʨʠ ʧʦʤʦʱʠ ʘʚʪʦʬʦʨʤʳ? 

12. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʬʦʨʤʳ 
ʧʨʠ ʧʦʤʦʱʠ ʤʘʩʪʝʨʘ? 

13. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʬʦʨʤʳ 
ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ? 

14. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʦʪʯʝʪʘ 

ʧʨʠ ʧʦʤʦʱʠ ʘʚʪʦʦʪʯʝʪʘ? 
15. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʦʪʯʝʪʘ 
ʧʨʠ ʧʦʤʦʱʠ ʤʘʩʪʝʨʘ? 

16. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʩʦʟʜʘʥʠʷ ʦʪʯʝʪʘ 
ʚ ʨʝʞʠʤʝ ʢʦʥʩʪʨʫʢʪʦʨʘ? 
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17. ɼʣʷ ʯʝʛʦ ʠʩʧʦʣʴʟʫʶʪʩʷ ʠʥʜʝʢʩʳ ʪʘʙʣʠʮ MS Access? 

18. ʂʘʢ ʠʥʜʝʢʩʠʨʫʶʪʩʷ ʧʦʣʷ ʪʘʙʣʠʮʳ? 

19. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʟʘʜʘʥʠʷ ʠʥʜʝʢʩʘ? 

20. ʂʘʢʠʝ ʜʝʡʩʪʚʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʜʣʷ ʟʘʜʘʥʠʷ ʩʦʩʪʘʚ-

ʥʦʛʦ ʠʥʜʝʢʩʘ 

21. ʏʪʦ ʧʨʝʜʩʪʘʚʣʷʝʪ ʩʦʙʦʡ ʨʝʣʷʮʠʦʥʥʘʷ ʙʘʟʘ ʜʘʥʥʳʭ? 

22. ɺ ʢʘʢʠʭ ʩʣʫʯʘʷʭ ʩʦʟʜʘʝʪʩʷ ʦʪʥʦʰʝʥʠʝ çʦʜʠʥ-ʢʦ-ʤʥʦʛʠʤè? 

23. ɺ ʢʘʢʠʭ ʩʣʫʯʘʷʭ ʩʦʟʜʘʝʪʩʷ ʦʪʥʦʰʝʥʠʝ çʤʥʦʛʠʝ-ʢʦ-ʤʥʦʛʠʤè? 

24. ɺ ʢʘʢʠʭ ʩʣʫʯʘʷʭ ʩʦʟʜʘʝʪʩʷ ʦʪʥʦʰʝʥʠʝ çʦʜʠʥ-ʢʦ-ʦʜʥʦʤʫè? 

25. ʂʘʢ ʦʧʨʝʜʝʣʠʪʴ ʩʚʷʟʴ çʦʜʠʥ-ʢʦ-ʦʜʥʦʤʫè ʠ çʦʜʠʥ-ʢʦ-

ʤʥʦʛʠʤè? 

26. ʂʘʢ ʦʧʨʝʜʝʣʠʪʴ ʩʚʷʟʴ çʤʥʦʛʠʝ-ʢʦ-ʤʥʦʛʠʤè? 

27. ʏʪʦ ʦʟʥʘʯʘʝʪ ʮʝʣʦʩʪʥʦʩʪʴ ʜʘʥʥʳʭ? 

28. ʂʘʢ ʫʩʪʘʥʦʚʠʪʴ ʮʝʣʦʩʪʥʦʩʪʴ ʜʘʥʥʳʭ? 

29. ʢʘʢʠʝ ʧʨʘʚʠʣʘ ʫʩʣʦʚʠʡ ʮʝʣʦʩʪʥʦʩʪʠ ʜʘʥʥʳʭ ʠʩʧʦʣʴʟʫʶʪʩʷ ʚ 
MS Access? 

30. ʏʪʦ ʧʨʦʠʩʭʦʜʠʪ ʧʨʠ ʫʩʪʘʥʦʚʢʝ ʬʣʘʞʢʘ ʂʘʩʢʘʜʥʦʝ ʦʙʥʦʚʣʝ-

ʥʠʝ ʩʚʷʟʘʥʥʳʭ ʧʦʣʝʡ? 

31. ʏʪʦ ʧʨʦʠʩʭʦʜʠʪ ʧʨʠ ʫʩʪʘʥʦʚʢʝ ʬʣʘʞʢʘ ʂʘʩʢʘʜʥʦʝ ʫʜʘʣʝʥʠʝ  

ʩʚʷʟʘʥʥʳʭ ʧʦʣʝʡ? 

32. ʂʘʢ ʠʟʤʝʥʠʪʴ ʧʘʨʘʤʝʪʨʳ ʮʝʣʦʩʪʥʦʩʪʠ ʜʘʥʥʳʭ ʜʣʷ ʥʦʚʦʡ ʩʚʷ-

ʟʠ? 

33. ʂʘʢ ʠʟʤʝʥʠʪʴ ʧʘʨʘʤʝʪʨʳ ʮʝʣʦʩʪʥʦʩʪʠ ʜʘʥʥʳʭ ʜʣʷ ʩʫʱʝ-

ʩʪʚʫʶʱʝʡ ʩʚʷʟʠ? 

34. ʂʘʢ ʫʜʘʣʠʪʴ ʩʫʱʝʩʪʚʫʶʱʫʶ ʩʚʷʟʴ? 

35. ʂʘʢ ʜʦʙʘʚʠʪʴ ʠʣʠ ʠʟʤʝʥʠʪʴ ʜʘʥʥʳʝ ʚ ʨʝʞʠʤʝ ʪʘʙʣʠʮ ?r 

 

7. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 

 

1. ʆʧʠʰʠʪʝ ʩʪʨʫʢʪʫʨʳ ʟʘʧʠʩʝʡ, ʩʦʟʜʘʡʪʝ ʠ ʟʘʧʦʣʥʠʪʝ ʪʘʙʣʠʮʳ ʙʘ-

ʟʳ ʜʘʥʥʳʭ (ʪʘʙʣ. 1, 2, 3). ʉʚʷʞʠʪʝ ʪʘʙʣʠʮʳ ʤʝʞʜʫ ʩʦʙʦʡ ʠ ʩʬʦʨʤʠ-

ʨʫʡʪʝ ʩʣʝʜʫʶʱʠʝ ʟʘʧʨʦʩʳ:  

ï ʉʢʦʣʴʢʦ ʰʪʫʢ ʚʠʜʘ ʪʦʚʘʨʘ, ʢʦʜ ʢʦʪʦʨʦʛʦ ʨʘʚʝʥ 3, ʙʳʣʦ ʟʘʢʘʟʘ-

ʥʦ?  

ï ʉʢʦʣʴʢʦ ʰʪʫʢ ʵʪʦʛʦ ʚʠʜʘ ʪʦʚʘʨʘ ʧʨʦʜʘʥʦ?  

ï ʇʦ ʢʘʢʠʤ ʚʠʜʘʤ ʪʦʚʘʨʘ ʟʘʢʘʟʳ ʚʳʧʦʣʥʝʥʳ ʥʝ ʧʦʣʥʦʩʪʴʶ?  

ï ɺʳʚʝʜʠʪʝ ʬʘʤʠʣʠʠ ʠ ʠʥʠʮʠʘʣʳ ʟʘʢʘʟʯʠʢʦʚ, ʦʬʦʨʤʣʷʚʰʠʭ ʟʘʢʘ-
ʟʳ ʚ ʆʆʆ çʇʘʣʴʤʘè. 

 

ʊʘʙʣʠʮʘ 1.  

 ̄ʟʘʢʘʟʘ ʌʀʆ ʧʦʢʫʧʘʪʝʣʠ ʇʨʝʜʧʨʠʷʪʠʝ-ʟʘʢʘʟʯʠʢ 
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1 ɸʜʘʩʝʚ ʅ. ʊ. 000 çʇʘʣʴʤʘè 

2 ʄʘʢʦʤʦʚʘ ɸ. ʅ. 000 çʇʘʣʴʤʘè 

3 ɸʜʘʩʝʧ ʅ. ʊ. 000 çʀʚʦʣʛʘè 

4 ʃʦʤʞʘ ɽ. ʀ. 000 çʇʘʣʴʤʘè 

5 ɻʘʚʟʘʥʦʚ ʂ. ʃ. 000 çʇʘʣʴʤʘè 

6 ʄʘʨʪʳʩʝʚʠʯ ɸ. ɸ. 000 çʀʚʦʣʛʘè 

7 ʇʘʚʣʦʚʘ ɸ. ʂ- 000 çʀʚʦʣʛʘè 

8 ʄʝʜʚʝʜʝʚʘ ʅ. ʅ. 000 çʇʘʣʴʤʘè 

9 ɻʦʨʰʫʥʦʚ ɺ. ɼ. 000 çʇʘʣʴʤʘè 

10 ʈʦʜʠʦʥʦʚ ɸ. ʅ. ʆʆʆ çʇʘʣʴʤʘè 

11 ɸʥʪʦʥʠʥ ʉ. ɻ. 000 çʀʚʦʣʛʘè 

12 ʄʘʢʦʤʦʚʘ ɸ. ʅ. 000 çʇʘʣʴʤʘè 

13 ʈʦʜʠʦʥʦʚ ɸ. ʅ. 000 çʇʘʣʴʤʘè 

14 ʄʘʢʦʤʦʚʘ ɸ. ʅ. 000 çʀʚʦʣʛʘè 

15 ʈʦʜʠʦʥʦʚ ɸ. ʅ. 000 çʇʘʣʴʤʘè 

 
ʊʘʙʣʠʮʘ 2.  

ʅʦʤʝʨ ʟʘʢʘʟʘ ʂʦʣ ʪʦʚʘʨʘ ɼʘʪʘ ʟʘʢʘʟʘ ɿʘʢʘʟʘʥʦ (ʰʪʫʢ) 

1 3 11.10.99 ʛ. 13 

2 6 5.11.99 ʛ. 5 

3 3 12.11.99 ʛ. 6 

4 9 3.11.99 ʛ. 8 

5 3 3.11.99 ʛ. 25 

6 5 19.11.99 ʛ. 10 

7 25 21.11.99 ʛ. 12 

8 6 13.11.99 ʛ. 6 

9 3 4.11.99 ʛ. ʟ 

10 II  5.11.99 ʛ. 2 

11 6 18.11.99 ʛ. 3 

12 3 15.11.99 ʛ. 8 

13 9 17.11.99 ʛ. 5 

14 6 13.11.99 ʛ. 7 

15 11 20.11.99 ʛ. 1 

 
ʊʘʙʣʠʮʘ 3.  

ʅʦʤʝʨ ʟʘʢʘʟʘ ʂʦʜ ʪʦʚʘʨʘ ɼʘʪʘ ʧʨʦʜʘʞʠ ʇʨʦʜʘʥʦ (ʰʪʫʢ) 

1 3 21.12.99 ʛ. 11 
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2 6 24.12.99 ʛ. 5 

3 3 19.12.99 ʛ. 6 

4 9 10.12.99 ʛ. 6 

5 3 21.12.99 ʛ. 20 

6 5 11.12.99 ʛ. 10 

7 25 25.12.99 ʛ. II  

8 6 25.12.99 ʛ. 5 

9 3 21.12.99 ʛ. 3 

10 11 19.12.99 ʛ. 2 

13 9 39.12.99 ʛ. 4 

15 11 19.12.99 ʛ. 1 

 

 

2. ʇʦʜʛʦʪʦʚʴʪʝ ʪʘʙʣʠʮʳ ʠ ʩʦʟʜʘʡʪʝ ʧʦ ʥʠʤ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ 

ʬʦʨʤʳ:  

ï ʩʚʝʜʝʥʠʷ ʦʙ ʦʟʝʨʘʭ ɹʝʣʘʨʫʩʠ (ʪʘʙʣʠʮʘ 4); 

ï ʧʦʜʣʠʩʢʘ ʥʘ ʛʘʟʝʪʳ ʠ ʞʫʨʥʘʣʳ (ʪʘʙʣʠʮʘ 5); 

 
ʊʘʙʣʠʮʘ 4. 

ʆʟʝʨʦ ʇʣʦɦ ʘʜʴ 

(ʢʤ
2
) 

ɻʣʫʙʠʥʘ (ʤ) ɼʣʠʥʘ 

(ʢʤ) 

ʐʠʨʠʥʘ 

(ʢʤ) 

ʆʙʲʝʤ ʚʦʜʳ 

(ʤʣʥ ʤ) 

ʅʘʨʦʯʴ 79 24,8 12,8 9,8 710 

ʉʚʠʨʴ 22 8,7 14,1 2,27 104 

ʄ ʜ̫ʝʣʴ 16 24,6 6,3 4 102 

ɼʨʠʚ̫ʪ  r 36 12 9,86 4',5 223 

ʂʝʜʨʦʚʦ 4 12,2 3 2,23 18 

ʉʚʠʪʷʟʴ 2 15 1,7 1,6 8 

ɺʦʡʩʦ 5 9,1 3,75 1,6 14 

 
ʊʘʙʣʠʮʘ 5 

ʀʥʜʝʢʩ 

ʠʟʜʘʥʠʷ 

ʅʘʟʚʘʥʠʝ ʠʟʜʘʥʠʷ ʎʝʥʘ 

(ʈʫʙ.) 

ʌʀʆ ʧʦʜʧʠʩʯʠ-

ʢʘ 

ɸʜʨʝʩ ʧʦʜ-

ʧʠʩʯʠʢʘ 

63856 ʃʠʪʝʨʘʪʫʨʘ ʠ ʠʩ-

ʢʫʩʩʪʚʦ 

1500 ʉʠʜʦʨʦʚ ʉ. ʉ. ʫʣ. ʂʠʨʦʚʘ, 

ʜ. ɿ, ʢʚ.60 

63868 ʅʘʨʦʜʥʘʷ ʛʘʟʝʪʘ 3000 ʇʝʪʨʦʚ ɸ. ɽ. ʧʨ. ʇʨʘʚʜʳ, 

ʜ.13, ʢʚ.7 

50102 ʇʨʘʚʜʘ 3000 ʉʦʤʫʩ ʗ- ʂ. ʫʣ. ɹʝʜʳ, ʜ. 

15, ʢʚ.43 

74998 ʉʧʘʜʯʳʥʘ 2000 ʀʚʘʥʦʚ ʅ. ʇ. ʫʣ. ʂʨʘʩʥʘʷ, 

ɼ.67 
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70772 ʈʘʜʠʦ 3500 ʂʨʫʪʠʢ ɸ. ʇ. ʫʣ. ʇʘʚʣʦʚʘ, 

ʜ.13, ʢʚ.8 

50187 ɸʨʛʫʤʝʥʪʳ ʠ ʬʘʢʪ  r 3500 ʂʫʤ ʉ. ʋ. ʫʣ. ʅʘʨʦʜ-

ʥʘʷ, ʜ.5, ʢʚ. ɿ 

70188 ɿʥʘʤʷ 4000 ʂʨʦʪ ʅ. ʌ. ʫʣ. ʄʘʨʘʪʘ, 

ʜ.8, ʢʚ.11 

 

3. ʉʬʦʨʤʠʨʫʡʪʝ ʦʪʯʝʪ ʧʦ ʜʘʥʥʳʤ, ʩʦʜʝʨʞʘʱʠʤʩʷ ʚ ʪʘʙʣʠʮʝ. 

ï ʊʘʙʣʠʮʘ çʇʦʩʝʱʝʥʠʝ ʤʫʟʝʝʚ, ʪʝʘʪʨʦʚ ʠ ʢʠʥʦʪʝʘʪʨʦʚ ɹʝʣʘʨʫ-

ʩʠè (ʪʘʙʣʠʮʘ 6). 

ï ʊʘʙʣʠʮʘ çʉʚʝʜʝʥʠʷ ʦ ʩʦʪʨʫʜʥʠʢʘʭè (ʪʘʙʣʠʮʘ 7). 
 

ʊʘʙʣʠʮʘ 6. 

ʆʙʣʘʩʪʠ ʄʫʟʝʠ ʊʝʘʪʨʳ ʂʠʥʦʪʝʘʪʨʳ 

ɹʨʝʩʪʩʢʘʷ 890 314 15 

ɺʠʪʝʙʩʢʘʷ 356 175 12 

ɻʦʤʝʣʴʩʢʘʷ 286 338 16 

ɻʨʦʜʥʝʥʩʢʘʷ 392 385 11 

ʄʠʥʩʢʘʷ 1300 1565 29 

ʄʦʛʠʣ ʝʚʩʢʘʷ 229 497 11 

 

ʊʘʙʣʠʮʘ 7. 

ʊʘʙ. ʥʦ-

ʤʝʨ 

ʌʀʆ ɺʩʝʛʦ 

ʥʘʯʠʩʣʝʥʦ 

ɸʚʘʥʩ ʇʦʜ. 

ʥʘʣʦʛ 

ʉʫʤʤʘ ʢ 

ʚrʜʘʯʝ 

1272 ʉʠʤʦʥʦʚʘ ʅ. ɻ. 250000 80000 28000 142000 

1264 ɹʝʨʜʥʠʢ ʉ. ʆ. 227000 75000 24000 128000 

1276 ʉʫʰʢʦ ʃ. ɼ. 195000 60000 20000 115000 

1251 ɸʥʪʦʥʦʚʘ ɻ. ʅ. 330000 120000 37000 173000 

1295 ʐʘʫʨʢʦ ʆ. ʃ. 450000 200000 53000 197000 

 

 

 

ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ 12 

ɻʈɸʌʀʏɽʉʂʀʁ ʈɽɼɸʂʊʆʈ MS PAINT  ʀ  

ʕʃɽʂʊʈʆʅʅɸʗ ʇʈɽɿɽʅʊɸʎʀʗ MS POWERPOINT 
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1. ɻʨʘʬʠʯʝʩʢʠʡ ʨʝʜʘʢʪʦʨ Microsoft Paint: ʨʠʩʦʚʘʥʠʝ, ʚʚʦʜ ʠ 

ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʝʢʩʪʘ. 

2. ʕʣʝʢʪʨʦʥʥʘʷ ʧʨʝʟʝʥʪʘʮʠʷ Microsoft PowerPoint: ʦʩʥʦʚʳ ʠʩʧʦʣʴ-

ʟʦʚʘʥʠʷ, ʩʦʟʜʘʥʠʝ ʧʨʝʟʝʥʪʘʮʠʠ, ʜʦʙʘʚʣʝʥʠʝ ʛʠʧʝʨʩʩʳʣʦʢ ʠ ʫʧʨʘʚʣ̫ -

ʶʱʠʭ ʢʥʦʧʦʢ ʚ ʧʨʝʟʝʥʪʘʮʠʶ, ʘʚʪʦʤʘʪʠʯʝʩʢʠʡ ʟʘʧʫʩʢ ʧʨʝʟʝʥʪʘʮʠʠ. 

3. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 

 

ʎʝʣʴ: ʧʨʠʦʙʨʝʪʝʥʠʝ ʥʘʚʳʢʦʚ ʨʘʙʦʪʳ ʩ ʛʨʘʬʠʯʝʩʢʠʤ ʨʝʜʘʢʪʦʨʦʤ 

Microsoft Paint ʠ ʵʣʝʢʪʨʦʥʥʦʡ ʧʨʝʟʝʥʪʘʮʠʝʡ Microsoft PowerPoint. 

ɿʘʜʘʯʠ: 

ï ʫʤʝʪʴ ʨʠʩʦʚʘʪʴ, ʚʚʦʜʠʪʴ ʠ ʬʦʨʤʘʪʠʨʦʚʘʪʴ ʪʝʢʩʪ ʚ MS Paint; 

ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ ʧʨʝʟʝʥʪʘʮʠʠ, ʜʦʙʘʚʣʷʪʴ ʛʠʧʝʨʩʩʳʣʦʢ ʠ ʫʧʨʘʚ-

ʣʷʶʱʠʭ ʢʥʦʧʦʢ ʚ ʧʨʝʟʝʥʪʘʮʠʠ, ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʟʘʧʫʩʢʘʪʴ ʧʨʝʟʝʥʪʘ-

ʮʠʠ. 

 

1. ɻʨʘʬʠʯʝʩʢʠʡ ʨʝʜʘʢʪʦʨ Microsoft  Paint. ʅʘʟʥʘʯʝʥʠʝ P a i n t. 

ɻʨʘʬʠʯʝʩʢʠʡ ʨʝʜʘʢʪʦʨ Microsoft Paint ʧʨʝʜʩʪʘʚʣʷʝʪ ʩʦʙʦʡ ʩʨʝʜʩʪʚʦ 

ʜʣʷ ʨʠʩʦʚʘʥʠʷ, ʩ ʧʦʤʦʱʴʶ ʢʦʪʦʨʦʛʦ ʤʦʞʥʦ ʩʦʟʜʘʚʘʪʴ ʧʨʦʩʪʳʝ ʠ 

ʩʣʦʞʥʳʝ, ʯʝʨʥʦ-ʙʝʣʳʝ ʠ ʮʚʝʪʥʳʝ ʨʠʩʫʥʢʠ ʠ ʩʦʭʨʘʥʷʪʴ ʠʭ ʚ ʚʠʜʝ 

ʬʘʡʣʦʚ. ʉʦʟʜʘʥʥʳʝ ʨʠʩʫʥʢʠ ʤʦʞʥʦ ʚʳʚʦʜʠʪʴ ʥʘ ʧʝʯʘʪʴ, ʠʩʧʦʣʴʟʦ-

ʚʘʪʴ ʚ ʢʘʯʝʩʪʚʝ ʬʦʥʘ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ ʣʠʙʦ ʚʩʪʘʚʣʷʪʴ ʚ ʜʨʫʛʠʝ ʜʦʢʫ-

ʤʝʥʪʳ. Paint ʤʦʞʥʦ ʧʨʠʤʝʥʷʪʴ ʪʘʢʞʝ ʜʣʷ ʧʨʦʩʤʦʪʨʘ ʠ ʧʨʘʚʢʠ ʩʥʪ̫ʳʭ 

ʩ ʧʦʤʦʱʴʶ ʩʢʘʥʝʨʘ ʬʦʪʦʛʨʘʬʠʡ. 

ɻʨʘʬʠʯʝʩʢʠʡ ʨʝʜʘʢʪʦʨ Paint ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʨʘʙʦʪʳ ʩ ʪʦʯʝʯʥʳ-

ʤʠ ʨʠʩʫʥʢʘʤʠ ʬʦʨʤʘʪʘ JPG, GIF ʠʣʠ BMP. 

ʉʦʟʜʘʥʠʝ ʨʠʩʫʥʢʦʚ.  

ɼʃʗ ʨʠʩʦʚʘʥʠʷ ʧʨʷʤʳʭ ʣʠʥʠʡ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʥʘʙʦʨʝ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚʳʙʨʘʪʴ ʠʥʩʪʨʫʤʝʥʪ ʃʠʥʠʷ; 

Å ʫʢʘʟʘʪʴ ʰʠʨʠʥʫ ʣʠʥʠʠ; 

Å ʫʩʪʘʥʦʚʠʪʴ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʚ ʨʘʙʦʯʝʡ ʦʙʣʘʩʪʠ ʥʘ ʥʘʯʘʣʦ ʣʠʥʠʠ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʤʳʰʠ ʠ, ʥʝ ʦʪʧʫʩʢʘʷ ʝʝ, ʧʝʨʝʤʝʩʪʠʪʴ ʫʢʘʟʘʪʝʣʴ 

ʤʳʰʠ ʚ ʢʦʥʝʮ ʣʠʥʠʠ. 
ɿʘʤʝʯʘʥʠʷ. 1. ʏʪʦʙʳ ʥʘʨʠʩʦʚʘʪʴ ʛʦʨʠʟʦʥʪʘʣʴʥʫʶ ʠʣʠ ʚʝʨʪʠʢʘʣʴ-

ʥʫʶ ʣʠʥʠʶ, ʘ ʪʘʢʞʝ ʣʠʥʠʶ ʩ ʥʘʢʣʦʥʦʤ 45 ʛʨʘʜʫʩʦʚ, ʥʝʦʙʭʦʜʠʤʦ ʫʜʝʨ-

ʞʠʚʘʪʴ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʫ <SHIFT> ʧʨʠ ʧʝʨʝʪʘʩʢʠʚʘʥʠʠ ʫʢʘʟʘʪʝʣʷ 

ʤʳʰʠ. 

2. ʇʨʠ ʧʝʨʝʪʘʩʢʠʚʘʥʠʠ ʫʢʘʟʘʪʝʣʷ ʠʩʧʦʣʴʟʫʝʪʩʷ ʦʩʥʦʚʥʦʡ ʮʚʝʪ. 

ʏʪʦʙʳ ʧʨʠʤʝʥʷʪʴ ʮʚʝʪ ʬʦʥʘ, ʧʝʨʝʪʘʱʠʪʝ ʫʢʘʟʘʪʝʣʴ, ʫʜʝʨʞʠʚʘʷ 

ʥʘʞʘʪʦʡ ʧʨʘʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ. 

ɼʣʷ ʨʠʩʦʚʘʥʠʷ ʧʨʦʠʟʚʦʣʴʥʳʭ ʣʠʥʠʡ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʥʘʙʦʨʝ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚʳʙʨʘʪʴ ʠʥʩʪʨʫʤʝʥʪ ʂʘʨʘʥʜʘʰ; 
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Å ʥʘʨʠʩʦʚʘʪʴ ʣʠʥʠʶ, ʧʝʨʝʤʝʱʘʷ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʧʨʠ ʥʘʞʘʪʦʡ 

ʢʥʦʧʢʝ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʥʘʨʠʩʦʚʘʪʴ ʢʨʠʚʫʶ ʣʠʥʠʶ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʥʘʙʦʨʝ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚʳʙʨʘʪʴ ʠʥʩʪʨʫʤʝʥʪ ʂʨʠʚʘʷ; 

Å  ʚʳʙʨʘʪʴ ʰʠʨʠʥʫ ʣʠʥʠʠ ʧʦʜ ʥʘʙʦʨʦʤ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʥʘʨʠʩʦʚʘʪʴ ʧʨʷʤʫʶ ʣʠʥʠʶ, ʧʝʨʝʪʘʱʠʚ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ; 

Å ʱʝʣʢʥʫʪʴ ʚ ʪʦʤ ʤʝʩʪʝ, ʛʜʝ ʣʠʥʠʷ ʜʦʣʞʥʘ ʠʟʛʠʙʘʪʴʩʷ, ʠ ʧʝʨʝʪʘ-

ʱʠʪʴ ʫʢʘʟʘʪʝʣʴ ʜʦ ʟʘʜʘʥʠʷ ʥʫʞʥʦʡ ʢʨʠʚʠʟʥʳ. ʇʦʚʪʦʨʠʪʴ ʵʪʦʪ ʰʘʛ 

ʜʣʷ ʩʦʟʜʘʥʠʷ ʚʪʦʨʦʡ ʜʫʛʠ. ɼʣʷ ʦʜʥʦʡ ʢʨʠʚʦʡ ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʪʦʣʴʢʦ 

ʜʚʝ ʜʫʛʠ. 

ɼʣʷ ʨʠʩʦʚʘʥʠʷ ʵʣʣʠʧʩʘ (ʢʨʫʛʘ) ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʥʘʙʦʨʝ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚʳʙʨʘʪʴ ʠʥʩʪʨʫʤʝʥʪ ʕʣʣʠʧʩ; 

Å ʫʢʘʟʘʪʴ ʩʪʠʣʴ ʟʘʣʠʚʢʠ ʧʦʜ ʥʘʙʦʨʦʤ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʧʝʨʝʪʘʱʠʪʴ ʫʢʘʟʘʪʝʣʴ ʧʨʠ ʥʘʞʘʪʦʡ ʢʥʦʧʢʝ ʤʳʰʠ, ʯʪʦʙʳ ʥʘʨʠ-

ʩʦʚʘʪʴ ʵʣʣʠʧʩ ʠʣʠ ʢʨʫʛ.  
ɿʘʤʝʯʘʥʠʷ. 1. ʏʪʦʙʳ ʥʘʨʠʩʦʚʘʪʴ ʢʨʫʛ, ʥʝʦʙʭʦʜʠʤʦ ʫʜʝʨʞʠʚʘʪʴ 

ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʫ <Shift> ʧʨʠ ʧʝʨʝʪʘʩʢʠʚʘʥʠʠ ʫʢʘʟʘʪʝʣʷ. 

2. ʏʪʦʙʳ ʠʟʤʝʥʠʪʴ ʪʦʣʱʠʥʫ ʛʨʘʥʠʮʳ ʵʣʣʠʧʩʘ, ʥʝʦʙʭʦʜʠʤʦ ʚʙrʨʘʪʴ 

ʚ ʥʘʙʦʨʝ ʠʥʩʪʨʫʤʝʥʪʦʚ ʣʠʥʠʶ ʠʣʠ ʢʨʠʚʫʶ, ʘ ʟʘʪʝʤ ï ʪʦʣʱʠʥʫ ʣʠʥʠʠ 

ʧʦʜ ʥʘʙʦʨʦʤ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ɼʣʷ ʨʠʩʦʚʘʥʠʷ ʧʨʷʤʦʫʛʦʣʴʥʠʢʘ (ʢʚʘʜʨʘʪʘ) ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʥʘʙʦʨʝ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚʳʙʨʘʪʴ ʠʥʩʪʨʫʤʝʥʪ ʇʨʷʤʦʫʛʦʣʴʥʠʢ 

ʜʣʷ ʩʦʟʜʘʥʠʷ ʧʨʷʤʦʫʛʦʣʴʥʦʡ ʬʠʛʫʨʳ ʠʣʠ ʉʢʨʫʛʣʝʥʥʳʡ ʧʨʷʤʦ-

ʫʛʦʣʴʥʠʢ ʜʣʷ ʩʦʟʜʘʥʠʷ ʬʠʛʫʨʳ ʩʦ ʩʢʨʫʛʣʝʥʥʳʤʠ ʫʛʣʘʤʠ; 

Å ʚʳʙʨʘʪʴ ʩʪʠʣʴ ʟʘʣʠʚʢʠ ʧʦʜ ʥʘʙʦʨʦʤ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʜʣʷ ʩʦʟʜʘʥʠʷ ʧʨʷʤʦʫʛʦʣʴʥʠʢʘ ʧʝʨʝʪʘʱʠʪʴ ʫʢʘʟʘʪʝʣʴ ʧʦ ʜʠʘʛʦʥʘ-

ʣʠ ʚ ʥʫʞʥʦʤ ʥʘʧʨʘʚʣʝʥʠʠ; 

Å ʯʪʦʙʳ ʥʘʨʠʩʦʚʘʪʴ ʢʚʘʜʨʘʪ, ʥʝʦʙʭʦʜʠʤʦ ʫʜʝʨʞʠʚʘʪʴ ʥʘʞʘʪʦʡ 

ʢʣʘʚʠʰʫ <Shift>. 

ɼʣʷ ʨʠʩʦʚʘʥʠʷ ʤʥʦʛʦʫʛʦʣʴʥʠʢʘ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʥʘʙʦʨʝ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚʳʙʨʘʪʴ ʠʥʩʪʨʫʤʝʥʪ ʄʥʦʛʦʫʛʦʣʥɹʠʢ; 

Å ʚʳʙʨʘʪʴ ʩʪʠʣʴ ʟʘʣʠʚʢʠ ʧʦʜ ʥʘʙʦʨʦʤ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʥʘʨʠʩʦʚʘʪʴ ʦʜʥʦ ʨʝʙʨʦ ʤʥʦʛʦʫʛʦʣʴʥʠʢʘ; 

Å ʱʝʣʢʥʫʪʴ ʚ ʤʝʩʪʝ ʨʘʩʧʦʣʦʞʝʥʠʷ ʢʘʞʜʦʡ ʚʝʨʰʠʥʳ ʤʥʦʛʦʫʛʦʣʴ-

ʥʠʢʘ; 

Å ʜʣʷ ʟʘʚʝʨʰʝʥʠʷ ʤʥʦʛʦʫʛʦʣʴʥʠʢʘ ʚ ʧʦʩʣʝʜʥʝʡ ʚʝʨʰʠʥʝ ʱʝʣʢ-

ʥʠʪʴ ʜʚʘʞʜʳ. 
ɿʘʤʝʯʘʥʠʝ. ʏʪʦʙʳ ʤʥʦʛʦʫʛʦʣʴʥʠʢ ʩʦʜʝʨʞʘʣ ʪʦʣʴʢʦ ʫʛʣʳ ʧʦ 45 ʠ 90 

ʛʨʘʜʫʩʦʚ, ʥʫʞʥʦ ʫʜʝʨʞʠʚʘʪʴ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʝʡ <Shift> ʧʨʠ ʧʝʨʝʪʘʩ-

ʢʠʚʘʥʠʠ ʫʢʘʟʘʪʝʣʷ. 
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ɺʚʦʜ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʝʢʩʪʘ. ɺʚʦʜ ʪʝʢʩʪʘ ʚ ʨʠ-

ʩʫʥʦʢ ʚʦʟʤʦʞʝʥ ʪʦʣʴʢʦ ʚ ʦʙʳʯʥʦʤ ʨʝʞʠʤʝ. ɼʣʷ ʧʝʨʝʭʦʜʘ ʚ ʦʙʳʯʥʳʡ 

ʨʝʞʠʤ ʚʳʙʝʨʠʪʝ ʚ ʤʝʥʶ ɺʠʜ ʢʦʤʘʥʜʫ ʄʘʩʰʪʘʙ, ʘ ʟʘʪʝʤ ï ʢʦʤʘʥʜʫ 

ʆʙʳʯʥʳʡ. 
ɼʣʷ ʚʚʦʜʘ ʪʝʢʩʪʘ ʚ ʜʦʢʫʤʝʥʪ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʥʘʙʦʨʝ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚʳʙʨʘʪʴ ʠʥʩʪʨʫʤʝʥʪ ʅʘʜʧʠʩʴ; 

Å ʜʣʷ ʩʦʟʜʘʥʠʷ ʨʘʤʢʠ ʥʘʜʧʠʩʠ ʧʝʨʝʪʘʱʠʪʴ ʫʢʘʟʘʪʝʣʴ ʧʦ ʜʠʘʛʦʥʘʣʠ 

ʜʦ ʥʫʞʥʦʛʦ ʨʘʟʤʝʨʘ; 

Å ʥʘ ʧʘʥʝʣʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʚʳʙʨʘʪʴ ʠʤʷ, ʨʘʟʤʝʨ ʠ ʥʘʯʝʨʪʘʥʠʝ 

ʰʨʠʬʪʘ. ɽʩʣʠ ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʜʣʷ ʨʘʙʦʪʳ ʩ ʪʝʢʩʪʦʤ ʥʝ ʦʪʦʙʨʘ-

ʞʘʝʪʩʷ, ʪʦ ʚ ʤʝʥʶ ɺʠʜ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʥʝʣʴ ʘʪʨʠʙʫʪʦʚ ʪʝʢʩʪʘ. 

ʕʪʫ ʧʘʥʝʣʴ ʤʦʞʥʦ ʧʝʨʝʪʘʱʠʪʴ ʚ ʣʶʙʦʝ ʤʝʩʪʦ ʦʢʥʘ; 

Å ʚʚʝʩʪʠ ʥʫʞʥʳʡ ʪʝʢʩʪ; 

Å ʚ ʢʘʯʝʩʪʚʝ ʮʚʝʪʘ ʪʝʢʩʪʘ ʠʩʧʦʣʴʟʫʝʪʩʷ ʦʩʥʦʚʥʦʡ. ʏʪʦʙʳ ʩʜʝʣʘʪʴ 

ʬʦʥ ʥʘʜʧʠʩʠ ʧʨʦʟʨʘʯʥʳʤ, ʥʝʦʙʭʦʜʠʤʦ ʱʝʣʢʥʫʪʴ ʟʥʘʯʦʢ ʧʨʦʟʨʘʯʥʦʛʦ 

ʪʝʢʩʪʘ. 

ʆʯʠʩʪʢʘ ʦʙʣʘʩʪʠ. ɼʣʷ ʦʯʠʩʪʢʠ ʦʙʣʘʩʪʠ ʨʠʩʫʥʢʘ ʠʩʧʦʣʴʟʫ-

ʶʪʩʷ ʩʣʝʜʫʶʱʠʝ ʠʥʩʪʨʫʤʝʥʪʳ: ʃʘʩʪʠʢ, ɺʳʜʝʣʝʥʠʝ, ɺʳʜʝʣʝʥʠʝ 

ʧʨʦʠʟʚʦʣʥɹʦʡ ʦʙʣʘʩʪʠ. 

ʃʘʩʪʠʢ ʧʨʠʤʝʥʷʝʪʩʷ ʜʣʷ ʦʯʠʩʪʢʠ ʥʝʙʦʣʴʰʦʛʦ ʫʯʘʩʪʢʘ ʨʠʩʫʥʢʘ. 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʙʦʣʴʰʦʡ ʧʨʷʤʦʫʛʦʣʴʥʦʡ ʦʙʣʘʩʪʠ ʠʩʧʦʣʴʟʫʝʪʩʷ ʠʥ-

ʩʪʨʫʤʝʥʪ ɺʳʜʝʣʝʥʠʝ, ʘ ʜʣʷ ʫʜʘʣʝʥʠʷ ʧʨʦʠʟʚʦʣʴʥʦʡ ʦʙʣʘʩʪʠ ï ʠʥ-

ʩʪʨʫʤʝʥʪ ɺʳʜʝʣʝʥʠʝ ʧʨʦʠʟʚʦʣʴʥʦʡ ʦʙʣʘʩʪʠ. ʇʦʩʣʝ ʚʳʜʝʣʝʥʠʷ ʦʙ-

ʣʘʩʪʠ ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ <Delete>. 

ɼʣʷ ʦʯʠʩʪʢʠ ʚʩʝʛʦ ʨʠʩʫʥʢʘ ʥʝʦʙʭʦʜʠʤʦ ʚ ʤʝʥʶ ʈʠʩʫʥʦʢ ʚrʙʨʘʪʴ 

ʢʦʤʘʥʜʫ ʆʯʠʩʪʠʪʴ. 

ʈʘʩʪʷʞʝʥʠʝ ʠ ʥʘʢʣʦʥ ʦʙʲʝʢʪʦʚ. Paint ʧʦʟʚʦʣʷʝʪ ʚʳ-

ʧʦʣʥʷʪʴ ʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ ʥʘʜ ʚʳʜʝʣʝʥʥʳʤʠ ʦʙʣʘʩʪʷʤʠ ʨʠʩʫʥʢʘ: 

Å ʩʦʟʜʘʪʴ ʟʝʨʢʘʣʴʥʫʶ ʢʦʧʠʶ; 

Å ʧʦʚʝʨʥʫʪʴ ʥʘ ʟʘʜʘʥʥʳʡ ʫʛʦʣ; 

Å ʨʘʩʪʷʥʫʴ ʧʦ ʛʦʨʠʟʦʥʪʘʣʠ (ʚʝʨʪʠʢʘʣʠ); 

Å ʥʘʢʣʦʥʠʪʴ ʧʦ ʛʦʨʠʟʦʥʪʘʣʠ (ʚʝʨʪʠʢʘʣʠ). 

ɼʣʷ ʚʳʧʦʣʥʝʥʠʷ ʜʘʥʥʳʭ ʜʝʡʩʪʚʠʡ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʪʨʝʙʫʝ-

ʤʫʶ ʦʙʣʘʩʪʴ ʠ ʠʟ ʤʝʥʶ ʈʠʩʫʥʦʢ ʚʳʙʨʘʪʴ ʥʝʦʙʭʦʜʠʤʫʶ ʢʦʤʘʥʜʫ. 

ʈʘʙʦʪʘ ʩ ʮʚʝʪʦʤ. ɼʣʷ ʟʘʜʘʥʠʷ ʦʩʥʦʚʥʦʛʦ ʮʚʝʪʘ ʨʠʩʫʥʢʘ 

ʥʝʦʙʭʦʜʠʤʦ ʱʝʣʢʥʫʪʴ ʮʚʝʪ ʥʘ ʧʘʣʠʪʨʝ ʣʝʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ, ʘ ʜʣʷ 

ʟʘʜʘʥʠʷ ʮʚʝʪʘ ʬʦʥʘ ï ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ. 
ʏʪʦʙʳ ʟʘʣʠʪʴ ʦʙʣʘʩʪʴ ʠʣʠ ʦʙʲʝʢʪ ʮʚʝʪʦʤ, ʥʝʦʙʭʦʜʠʤʦ:  

1) ʚ ʥʘʙʦʨʝ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚʳʙʨʘʪʴ ʠʥʩʪʨʫʤʝʥʪ ɿʘʣʠʚʢʘ; 

2) ʱʝʣʢʥʫʪʴ ʣʝʚʦʡ ʠʣʠ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʥʘ ʦʙʣʘʩʪʠ ʠʣʠ 

ʦʙʲʝʢʪʝ, ʢʦʪʦʨʳʡ ʪʨʝʙʫʝʪʩʷ ʟʘʣʠʪʴ. 
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ɿʘʤʝʯʘʥʠʝ. ɽʩʣʠ ʛʨʘʥʠʮʘ ʬʠʛʫʨʳ ʥʝ ʷʚʣʷʝʪʩʷ ʥʝʧʨʝʨʳʚʥʦʡ, ʚʳ-

ʙʨʘʥʥʳʤ ʮʚʝʪʦʤ ʙʫʜʫʪ ʟʘʣʠʪʳ ʜʨʫʛʠʝ ʦʙʣʘʩʪʠ ʨʠʩʫʥʢʘ. ʏʪʦʙʳ ʥʘʡʪʠ 

ʨʘʟʨʳʚ, ʚʳʙʝʨʠʪʝ ʚ ʤʝʥʶ ɺʠʜ ʢʦʤʘʥʜʫ ʄʘʩʰʪʘʙ, ʘ ʟʘʪʝʤ ï ʢʦʤʘʥʜʫ 

ʂʨʫʧʥʳʡ ʠʣʠ ɼʨʫʛʦʡ. 

ʏʪʦʙʳ ʥʘʨʠʩʦʚʘʪʴ ʩ ʧʦʤʦʱʴʶ ʢʠʩʪʠ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʥʘʙʦʨʝ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚʳʙʨʘʪʴ ʠʥʩʪʨʫʤʝʥʪ ʂʠʩʪʴ; 

Å ʚʳʙʨʘʪʴ ʬʦʨʤʫ ʢʠʩʪʠ ʧʦʜ ʥʘʙʦʨʦʤ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʥʘʨʠʩʦʚʘʪʴ ʣʠʥʠʶ, ʧʝʨʝʤʝʱʘʷ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʧʨʠ ʥʘʞʘʪʦʡ 

ʢʣʘʚʠʰʝ. 

ʏʪʦʙʳ ʩʦʟʜʘʪʴ ʵʬʬʝʢʪ ʨʘʩʧʳʣʠʪʝʣʷ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚ ʥʘʙʦʨʝ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚʳʙʨʘʪʴ ʠʥʩʪʨʫʤʝʥʪ ʈʘʩʧʳʣʠʪʝʣʴ; 

Å ʚʳʙʨʘʪʴ ʨʘʟʤʝʨ ʨʘʩʧʳʣʠʪʝʣʷ ʧʦʜ ʥʘʙʦʨʦʤ ʠʥʩʪʨʫʤʝʥʪʦʚ; 

Å ʜʣʷ ʨʠʩʦʚʘʥʠʷ ʧʝʨʝʪʘʩʢʠʚʘʪʴ ʫʢʘʟʘʪʝʣʴ ʧʦ ʨʠʩʫʥʢʫ. 

ʏʪʦʙʳ ʠʟʤʝʥʠʪʴ ʧʘʣʠʪʨʫ ʮʚʝʪʦʚ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʙʨʘʪʴ ʥʘ ʧʘʣʠʪʨʝ ʮʚʝʪ, ʢʦʪʦʨʳʡ ʪʨʝʙʫʝʪʩʷ ʠʟʤʝʥʠʪʴ; 

Å ʚʳʧʦʣʥʠʪʴ ʜʚʦʡʥʦʡ ʱʝʣʯʦʢ ʥʘ ʚʳʙʨʘʥʥʦʤ ʮʚʝʪʝ ʠʣʠ ʚ ʤʝʥʶ 

ʇʘʣʠʪʨʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʀʟʤʝʥʠʪʴ ʧʘʣʠʪʨʫ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʆʧʨʝʜʝʣʠʪʴ ʮʚʝʪ; 

Å ʱʝʣʢʥʫʪʴ ʧʦʣʝ ʦʙʨʘʟʮʘ ʮʚʝʪʦʚ, ʯʪʦʙʳ ʠʟʤʝʥʠʪʴ ʟʥʘʯʝʥʠʷ ʧʘʨʘ-

ʤʝʪʨʦʚ ʆʪʪʝʥʦʢ ʠ ʂʦʥʪʨʘʩʪ, ʘ ʟʘʪʝʤ ʧʝʨʝʪʘʱʠʪʴ ʧʦʣʟʫʥʦʢ ʨʝʛʫʣʷ-

ʪʦʨʘ ʚ ʧʦʣʝ ʛʨʘʜʠʝʥʪʘ ʮʚʝʪʘ, ʯʪʦʙʳ ʠʟʤʝʥʠʪʴ ʟʥʘʯʝʥʠʝ ʗʨʢʦʩʪʴ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʦʙʘʚʠʪʴ ʚ ʥʘʙʦʨ. 

ʏʪʦʙʳ ʩʢʦʧʠʨʦʚʘʪʴ ʮʚʝʪ ʦʙʣʘʩʪʠ ʠʣʠ ʦʙʲʝʢʪʘ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʥʘʙʦʨʝ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚʳʙʨʘʪʴ ʠʥʩʪʨʫʤʝʥʪ ɺʳʙʦʨ ʮʚʝʪʦʚ; 

Å ʱʝʣʢʥʫʪʴ ʚ ʦʙʣʘʩʪʠ, ʮʚʝʪ ʢʦʪʦʨʦʡ ʪʨʝʙʫʝʪʩʷ ʩʢʦʧʠʨʦʚʘʪʴ; 

Å ʚ ʥʘʙʦʨʝ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚʳʙʨʘʪʴ ʠʥʩʪʨʫʤʝʥʪ ɿʘʣʠʚʢʘ; 

Å ʱʝʣʢʥʫʪʴ ʧʦ ʦʙʣʘʩʪʠ ʠʣʠ ʦʙʲʝʢʪʫ, ʜʣʷ ʢʦʪʦʨʳʭ ʪʨʝʙʫʝʪʩʷ ʟʘʜʘʪʴ 

ʥʦʚʳʡ ʮʚʝʪ. 

 

2. ʕʣʝʢʪʨʦʥʥʘʷ ʧʨʝʟʝʥʪʘʮʠʷ MS PowerPoint. ʆʩʥʦʚʳ ʠʩ-

ʧʦʣʴʟʦʚʘʥʠʷ. ʉ ʧʦʤʦʱʴʶ PowerPoint ʛʦʪʦʚʷʪʩʷ ʚʳʩʪʫʧʣʝʥʠʷ ʩ 

ʠʩʧʦʣʴʟʦʚʘʥʠʝʤ ʩʣʘʡʜʦʚ, ʢʦʪʦʨʳʝ ʧʦʪʦʤ ʤʦʞʥʦ ʨʘʩʧʝʯʘʪʘʪʴ ʥʘ ʙʫ-

ʤʘʛʝ (ʧʨʦʟʨʘʯʥʳʭ ʧʣʝʥʢʘʭ) ʠʣʠ ʜʝʤʦʥʩʪʨʠʨʦʚʘʪʴ ʥʘ ʵʢʨʘʥʝ ʢʦʤʧʴʶ-

ʪʝʨʘ. ʉ ʧʦʤʦʱʴʶ ʄʘʩʪʝʨʘ ʘʚʪʦʩʦʜʝʨʞʘʥʠʷ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʪʠʧ ʩʦ-

ʟʜʘʚʘʝʤʦʡ ʧʨʝʟʝʥʪʘʮʠʠ ʠ ʝʝ ʦʬʦʨʤʣʝʥʠʝ. 

ʇʨʦʛʨʘʤʤʘ ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʙʦʣʴʰʦʝ ʢʦʣʠʯʝʩʪʚʦ ʰʘʙʣʦʥʦʚ ʦʬʦʨʤ-

ʣʝʥʠʷ ʩʣʘʡʜʦʚ. 

ʇʨʠ ʩʦʟʜʘʥʠʠ ʧʫʩʪʦʡ ʧʨʝʟʝʥʪʘʮʠʠ ʢʘʞʜʳʡ ʩʣʘʡʜ ʦʬʦʨʤʣʷʝʪʩʷ 

ʩʘʤʦʩʪʦʷʪʝʣʴʥʦ ʥʘ ʦʩʥʦʚʝ ʦʜʥʦʛʦ ʠʟ ʰʘʙʣʦʥʦʚ ʘʚʪʦʨʘʟʤʝʪʢʠ. ɺ Pow-

erPoint ʜʣʷ ʫʜʦʙʩʪʚʘ ʨʘʙʦʪʳ ʥʘʜ ʧʨʝʟʝʥʪʘʮʠʷʤʠ ʩʫʱʝʩʪʚʫʶʪ ʨʘʟʥʳʝ 

ʨʝʞʠʤʳ. ɼʚʘ ʦʩʥʦʚʥʳʭ ʨʝʞʠʤʘ, ʠʩʧʦʣʴʟʫʝʤʳʭ ʚ PowerPoint, ï 
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ʆʙʳʯʥʳʡ ʨʝʞʠʤ ʠ ʈʝʞʠʤ ʩʦʨʪʠʨʦʚʱʠʢʘ ʩʣʘʡʜʦʚ, ɼʣʷ ʙʳʩʪ-

ʨʦʛʦ ʧʝʨʝʢʣʶʯʝʥʠʷ ʨʝʞʠʤʦʚ ʩʣʫʞʘʪ ʢʥʦʧʢʠ ʚ ʣʝʚʦʤ ʥʠʞʥʝʤ ʫʛʣʫ ʥʘ 

ʛʦʨʠʟʦʥʪʘʣʴʥʦʡ ʣʠʥʝʡʢʝ ʧʨʦʢʨʫʪʢʠ ʦʢʥʘ PowerPoint. 

ʆʙʳʯʥʳʡ ʨʝʞʠʤ. ɺ ʦʙʳʯʥʦʤ ʨʝʞʠʤʝ ʦʪʦʙʨʘʞʘʶʪʩʷ ʪʨʠ ʦʙ-

ʣʘʩʪʠ: ʉʧʠʩʦʢ ʩʣʘʡʜʦʚ, ʉʣʘʡʜ ʠ ʆʙʣʘʩʪʴ ʟʘʤʝʪʦʢ. ʆʥʠ ʧʦʟʚʦʣʷʶʪ 

ʦʜʥʦʚʨʝʤʝʥʥʦ ʨʘʙʦʪʘʪʴ ʥʘʜ ʚʩʝʤʠ ʘʩʧʝʢʪʘʤʠ ʧʨʝʟʝʥʪʘʮʠʠ. ʈʘʟʤʝʨʳ 

ʦʙʣʘʩʪʝʡ ʤʦʞʥʦ ʠʟʤʝʥʷʪʴ, ʧʝʨʝʪʘʩʢʠʚʘʷ ʠʭ ʛʨʘʥʠʮʳ. 

ʈʝʞʠʤ ʩʦʨʪʠʨʦʚʱʠʢʘ ʩʣʘʡʜʦʚ. ɺ ʨʝʞʠʤʝ ʩʦʨʪʠʨʦʚ-

ʱʠʢʘ ʩʣʘʡʜʦʚ ʥʘ ʵʢʨʘʥʝ ʚ ʤʠʥʠʘʪʶʨʝ ʦʪʦʙʨʘʞʘʶʪʩʷ ʩʨʘʟʫ ʚʩʝ ʩʣʘʡ-

ʜʳ ʧʨʝʟʝʥʪʘʮʠʠ. ʕʪʦ ʫʧʨʦʱʘʝʪ ʠʭ ʜʦʙʘʚʣʝʥʠʝ, ʫʜʘʣʝʥʠʝ ʠ ʧʝʨʝʤʝ-

ʱʝʥʠʝ, ʟʘʜʘʥʠʝ ʚʨʝʤʝʥʠ ʧʦʢʘʟʘ ʠ ʚʳʙʦʨ ʩʧʦʩʦʙʦʚ ʩʤʝʥʳ ʩʣʘʡʜʦʚ. 

ʂʨʦʤʝ ʪʦʛʦ, ʤʦʞʥʦ ʧʨʦʩʤʘʪʨʠʚʘʪʴ ʘʥʠʤʘʮʠʶ ʥʘ ʥʝʩʢʦʣʴʢʠʭ ʩʣʘʡʜʘʭ, 

ʚʳʜʝʣʠʚ ʠʭ ʠ ʚʳʙʨʘʚ ʢʦʤʘʥʜʫ ʇʨʦʩʤʦʪʨ ʘʥʠʤʘʮʠʠ ʚ ʤʝʥʶ ʇʦʢʘʟ 

ʩʣʘʡʜʦʚ. 
ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʨʦʩʤʦʪʨʝʪʴ ʩʣʘʡʜʳ ʚ ʨʝʞʠʤʝ ʩʦʨʪʠʨʦʚʱʠʢʘ 

ʩʣʘʡʜʦʚ, ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ɺʠʜ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʨʪʠʨʦʚɦ ʠʢ 

ʩʣʘʡʜʦʚ ʠʣʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʈʝʞʠʤ ʩʦʨʪʠʨʦʚʱʠʢʘ ʩʣʘʡʜʦʚ ʚ ʣʝʚʦʤ 

ʥʠʞʥʝʤ ʫʛʣʫ ʥʘ ʛʦʨʠʟʦʥʪʘʣʴʥʦʡ ʣʠʥʝʡʢʝ ʧʨʦʢʨʫʪʢʠ ʦʢʥʘ 

PowerPoint. 
ʈʝʞʠʤ ʇʦʢʘʟ ʩʣʘʡʜʦʚ. ʕʪʦʪ ʨʝʞʠʤ ʩʣʫʞʠʪ ʜʣʷ ʜʝʤʦʥ-

ʩʪʨʘʮʠʠ ʩʦʟʜʘʥʥʳʭ ʩʣʘʡʜʦʚ ʥʘ ʵʢʨʘʥʝ. ɺ ʧʨʦʮʝʩʩʝ ʠʭ ʜʝʤʦʥʩʪʨʘʮʠʠ 

ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʠʥʩʪʨʫʤʝʥʪ ʇʝʨʦ ʜʣʷ ʚʳʜʝʣʝʥʠʷ ʦʙʲʝʢʪʦʚ, ʥʘ 

ʢʦʪʦʨʳʭ ʥʝʦʙʭʦʜʠʤʦ ʘʢʮʝʥʪʠʨʦʚʘʪʴ ʚʥʠʤʘʥʠʝ ʩʣʫʰʘʪʝʣʝʡ, ɼʣʷ ʪʦʛʦ 

ʯʪʦʙʳ ʠʩʧʦʣʴʟʦʚʘʪʴ ʠʥʩʪʨʫʤʝʥʪ ʇʝʨʦ ʚʦ ʚʨʝʤʷ ʜʝʤʦʥʩʪʨʘʮʠʠ ʩʣʘʡ-

ʜʦʚ, ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʄʝʥʶ ʩʣʘʡʜʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʋʢʘʟʘʪʝʣʴ, ʘ ʟʘʪʝʤ ï ʇʝʨʦ. ɺ ʵʪʦʤ ʞʝ ʤʝʥʶ ʤʦʞʥʦ ʟʘʜʘʪʴ ʮʚʝʪ ʧʦ-

ʤʝʪʦʢ, ʚʳʙʨʘʚ ʥʝʦʙʭʦʜʠʤʳʡ ʢʦʤʘʥʜʦʡ ʎʚʝʪ ʨʠʩʫʥʢʘ.  

ʉʦʟʜʘʥʠʝ ʧʨʝʟʝʥʪʘʮʠʠ. ʇʨʦʮʝʩʩ ʩʦʟʜʘʥʠʷ ʧʨʝʟʝʥʪʘʮʠʠ ʚ 

Microsoft PowerPoint ʩʦʩʪʦʠʪ ʠʟ ʪʘʢʠʭ ʜʝʡʩʪʚʠʡ, ʢʘʢ ʚʳʙʦʨ ʦʙʱʝʛʦ 

ʦʬʦʨʤʣʝʥʠʷ, ʜʦʙʘʚʣʝʥʠʝ ʥʦʚʳʭ ʩʣʘʡʜʦʚ ʠ ʠʭ ʩʦʜʝʨʞʠʤʦʛʦ, ʚʙrʦʨ 

ʨʘʟʤʝʪʢʠ ʩʣʘʡʜʦʚ, ʠʟʤʝʥʝʥʠʝ ʧʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʦʬʦʨʤʣʝʥʠʷ ʩʣʘʡ-

ʜʦʚ, ʮʚʝʪʦʚʦʡ ʩʭʝʤʳ, ʧʨʠʤʝʥʝʥʠʝ ʨʘʟʣʠʯʥʳʭ ʰʘʙʣʦʥʦʚ ʦʬʦʨʤʣʝʥʠʷ 

ʠ ʩʦʟʜʘʥʠʝ ʪʘʢʠʭ ʵʬʬʝʢʪʦʚ, ʢʘʢ ʵʬʬʝʢʪʳ ʘʥʠʤʘʮʠʠ ʧʨʠ ʜʝʤʦʥʩʪʨʘ-

ʮʠʠ ʩʣʘʡʜʦʚ. ʇʘʥʝʣʴ ʟʘʜʘʯ PowerPoint ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʨʷʜ ʩʣʝʜʫʶ-

ʱʠʭ ʚʘʨʠʘʥʪʦʚ ʜʣʷ ʩʦʟʜʘʥʠʷ ʥʦʚʦʡ ʧʨʝʟʝʥʪʘʮʠʠ: 

Å ʉʦʟʜʘʪʴ ï ʩʣʘʡʜʳ ʠʤʝʶʪ ʤʠʥʠʤʫʤ ʵʣʝʤʝʥʪʦʚ ʦʬʦʨʤʣʝʥʠʷ ʠ 

ʮʚʝʪʘ ʢ ʥʠʤ ʥʝ ʧʨʠʤʝʥʝʥʳ; 
Å ʉʦʟʜʘʪʴ ʠʟ ʠʤʝʶʱʝʡʩʷ ʧʨʝʟʝʥʪʘʮʠʠ ï ʧʨʝʟʝʥʪʘʮʠʷ ʩʦʟʜʘʝʪʩʷ 

ʥʘ ʦʩʥʦʚʝ ʫʞʝ ʠʤʝʶʱʝʡʩʷ ʩ ʟʘʜʘʥʥʳʤ ʦʬʦʨʤʣʝʥʠʝʤ. ʉʦʟʜʘʝʪʩʷ ʢʦ-

ʧʠʷ ʠʤʝʶʱʝʡʩʷ ʧʨʝʟʝʥʪʘʮʠʠ, ʧʦʟʚʦʣʷʶʱʘʷ ʩʦʟʜʘʪʴ ʥʦʚʫʶ, ʚʥʝʩʷ 

ʠʟʤʝʥʝʥʠʷ ʚ ʦʬʦʨʤʣʝʥʠʝ ʠ ʩʦʜʝʨʞʠʤʦʝ ʠʩʭʦʜʥʦʡ; 
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Å ʉʦʟʜʘʪʴ ʩ ʧʦʤʦʱʴʶ ʰʘʙʣʦʥʘ ï ʧʨʝʟʝʥʪʘʮʠʷ ʩʦʟʜʘʝʪʩʷ ʥʘ 

ʦʩʥʦʚʝ ʠʤʝʶʱʝʛʦʩʷ ʰʘʙʣʦʥʘ Microsoft PowerPoint, ʩʦʜʝʨʞʘʱʝʛʦ ʦʩ-

ʥʦʚʥʳʝ ʵʣʝʤʝʥʪʳ ʦʬʦʨʤʣʝʥʠʷ, ʰʨʠʬʪʳ ʠ ʮʚʝʪʦʚʫʶ ʩʭʝʤʫ. ʂʨʦʤʝ 

ʩʪʘʥʜʘʨʪʥʳʭ ʰʘʙʣʦʥʦʚ Microsoft PowerPoint ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ 

ʩʘʤʦʩʪʦʷʪʝʣʴʥʦ ʩʦʟʜʘʥʥʳʝ ʰʘʙʣʦʥʳ; 

Å ʐʘʙʣʦʥʳ ʩ ʧʨʝʜʣʘʛʘʝʤʳʤ ʩʦʜʝʨʞʠʤʳʤ ï ʜʣʷ ʧʨʠʤʝʥʝʥʠʷ 

ʰʘʙʣʦʥʘ ʦʬʦʨʤʣʝʥʠʷ, ʚʢʣʶʯʘʶʱʝʛʦ ʧʨʝʜʣʘʛʘʝʤʳʡ ʪʝʢʩʪ ʜʣʷ ʩʣʘʡ-

ʜʦʚ, ʠʩʧʦʣʴʟʫʝʪʩʷ ʄʘʩʪʝʨ ʘʚʪʦʩʦʜʝʨʞʘʥʠʷ. ɿʘʪʝʤ ʚ ʧʨʝʜʣʦʞʝʥʥʳʡ 

ʪʝʢʩʪ ʚʥʦʩʷʪʩʷ ʥʝʦʙʭʦʜʠʤʳʝ ʠʟʤʝʥʝʥʠʷ; 

Å ʐʘʙʣʦʥ ʥʘ ʚʝʙ-ʩʝʨʚʝʨʝ ï ʩʦʟʜʘʥʠʝ ʧʨʝʟʝʥʪʘʮʠʠ ʩ ʧʦʤʦʱʴʶ 

ʰʘʙʣʦʥʘ, ʥʘʭʦʜʷʱʝʛʦʩʷ ʥʘ ʚʝʙ-ʫʟʣʝ; 

Å ʐʘʙʣʦʥʳ ʥʘ Microsoft . com ï ʩʦʟʜʘʥʠʝ ʧʨʝʟʝʥʪʘʮʠʠ ʥʘ ʦʩʥʦʚʝ 

ʜʦʧʦʣʥʠʪʝʣʴʥʳʭ ʰʘʙʣʦʥʦʚ Microsoft PowerPoint ʠʟ ʙʠʙʣʠʦʪʝʢʠ ʰʘʙ-

ʣʦʥʦʚ Microsoft Office. ʕʪʠ ʰʘʙʣʦʥʳ ʫʧʦʨʷʜʦʯʝʥʳ ʧʦ ʪʠʧʘʤ ʧʨʝʟʝʥ-

ʪʘʮʠʡ. 
ɿʘʤʝʯʘʥʠʝ. ɻʠʧʝʨʩʩʳʣʢʘ ʐʘʙʣʦʥʳ ʥʘ Microsoft . com ʚʝʜʝʪ ʚ ʀʥ-

ʪʝʨʥʝʪ. 

ʉʦʟʜʘʥʠʝ ʧʨʝʟʝʥʪʘʮʠʠ ʚʢʣʶʯʘʝʪ ʜʚʝ ʦʩʥʦʚʥʳʝ ʟʘʜʘʯʠ: ʠʟʣʦʞʝʥʠʝ 

ʩʦʜʝʨʞʘʥʠʷ ʠ ʝʛʦ ʦʬʦʨʤʣʝʥʠʝ ʚ ʥʘʜʣʝʞʘʱʝʤ ʚʠʜʝ. ʇʨʦʛʨʘʤʤʘ Pow-

erPoint ʧʦʟʚʦʣʷʝʪ ʩʦʟʜʘʚʘʪʴ ʧʨʝʟʝʥʪʘʮʠʶ ʜʚʫʤʷ ʩʧʦʩʦʙʘʤʠ:  

Å ʩ ʧʦʤʦʱʴʶ ʄʘʩʪʝʨʘ ʘʚʪʦʩʦʜʝʨʞʘʥʠʷ, ʢʦʪʦʨʳʡ ʧʦʤʦʛʘʝʪ ʚʳ-

ʙʨʘʪʴ ʩʦʜʝʨʞʘʥʠʝ ʧʨʝʟʝʥʪʘʮʠʠ ʠʟ ʛʦʪʦʚʳʭ ʦʙʨʘʟʮʦʚ. ʆʙʨʘʟʮʳ ʩʦ-

ʜʝʨʞʘʪ ʩʣʘʡʜʳ, ʦʬʦʨʤʣʝʥʥʳʝ ʦʧʨʝʜʝʣʝʥʥʳʤ ʦʙʨʘʟʦʤ. ɺ ʨʝʟʫʣʴʪʘʪʝ 

ʧʦʣʫʯʘʝʪʩʷ ʥʘʙʦʨ ʩʣʘʡʜʦʚ ʦʧʨʝʜʝʣʝʥʥʦʡ ʩʪʨʫʢʪʫʨʳ-ʇʨʠ ʚʳʙʦʨʝ ʵʪʦ-

ʛʦ ʩʧʦʩʦʙʘ ʧʦʣʴʟʦʚʘʪʝʣʶ ʦʩʪʘʝʪʩʷ ʘʜʘʧʪʠʨʦʚʘʪʴ ʪʝʢʩʪ, ʚʩʪʘʚʠʪʴ ʛʨʘ-

ʬʠʢʠ, ʜʠʘʛʨʘʤʤʳ, ʢʘʨʪʠʥʢʠ ʠ ʜʨʫʛʠʝ ʵʣʝʤʝʥʪʳ. ʇʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ 

ʤʦʞʥʦ ʠʟʤʝʥʠʪʴ ʜʠʟʘʡʥ ʩʣʘʡʜʦʚ; 

Å ʩʘʤʦʩʪʦʷʪʝʣʴʥʦ ʦʧʨʝʜʝʣʠʪʴ ʜʠʟʘʡʥ ʧʨʝʟʝʥʪʘʮʠʠ. ʇʨʠ ʚʳʙʦʨʝ 

ʵʪʦʛʦ ʩʧʦʩʦʙʘ ʧʦʣʴʟʦʚʘʪʝʣʴ ʩʘʤʦʩʪʦʷʪʝʣʴʥʦ ʥʘ ʦʩʥʦʚʝ ʰʘʙʣʦʥʦʚ ʘʚ-

ʪʦʨʘʟʤʝʪʢʠ ʩʣʘʡʜʦʚ ʦʧʨʝʜʝʣʷʝʪ ʚʥʝʰʥʠʡ ʚʠʜ, ʦʬʦʨʤʣʝʥʠʝ ʠ ʪʝʤʘʪʠ-

ʢʫ ʢʘʞʜʦʛʦ ʩʣʘʡʜʘ ʧʨʝʟʝʥʪʘʮʠʠ. 

ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʄʘʩʪʝʨʘ ʘʚʪʦʩʦʣʝʨʞʘʥʠʷ. ɼʣʷ 

ʟʘʧʫʩʢʘ ʄʘʩʪʝʨʘ ʘʚʪʦʩʦʜʝʨʞʘʥʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʥʘ ʇʘʥʝʣʠ 

ʟʘʜʘʯ ʢʦʤʘʥʜʫ ʀʟ ʤʘʩʪʝʨʘ ʘʚʪʦʩʦʜʝʨʞʘʥʠʷ. ʄʘʩʪʝʨ ʘʚʪʦʩʦʜʝʨʞʘ-

ʥʠʷ ʩʦʜʝʨʞʠʪ ʨʷʜ ʰʘʛʦʚ ʚ ʬʦʨʤʝ ʜʠʘʣʦʛʦʚʳʭ ʦʢʦʥ. ɺʥʠʟʫ ʢʘʞʜʦʛʦ 

ʦʢʥʘ ʨʘʩʧʦʣʘʛʘʶʪʩʷ ʢʥʦʧʢʠ ʧʝʨʝʤʝʱʝʥʠʷ (ʆʪʤʝʥʘ, ʅʘʟʘʜ, ɼʘʣʝʝ, 

ɻʦʪʦʚʦ). ʅʘ ʢʘʞʜʦʤ ʠʟ ʰʘʛʦʚ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦ ʦʧʨʝʜʝʣʷʝʪʩʷ ʚʠʜ 

ʧʨʝʟʝʥʪʘʮʠʠ, ʩʪʠʣʴ ʝʝ ʦʬʦʨʤʣʝʥʠʷ ʠ ʟʘʛʦʣʦʚʦʢ ʥʘ ʪʠʪʫʣʴʥʦʤ ʩʣʘʡʜʝ. 

ʇʦʩʣʝ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʦʪʨʝʜʘʢʪʠʨʦʚʘʪʴ ʪʝʢʩʪ ʥʘ ʢʘʞʜʦʤ ʩʣʘʡʜʝ ʚ 

ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ ʪʝʤʦʡ ʧʨʝʟʝʥʪʘʮʠʠ, ʘ ʪʘʢʞʝ ʜʦʧʦʣʥʠʪʴ ʝʝ ʨʘʟʣʠʯʥʦʡ 
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ʛʨʘʬʠʯʝʩʢʦʡ ʠʥʬʦʨʤʘʮʠʝʡ. ɺʳʙʦʨ ʩʣʘʡʜʦʚ ʜʣʷ ʢʦʨʨʝʢʪʠʨʦʚʢʠ 

ʦʩʫɦ ʝʩʪʚʣʷʝʪʩʷ ʚ ʦʙʣʘʩʪʠ ʩʪʨʫʢʪʫʨʳ. 

ʉʦʟʜʘʥʠʝ ʠ ʦʬʦʨʤʣʝʥʠʝ ʩʣʘʡʜʦʚ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʜʦ-

ʙʘʚʠʪʴ ʥʦʚʳʡ ʩʣʘʡʜ ʚ ʧʨʝʟʝʥʪʘʮʠʶ, ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ 

ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʟʜʘʪʴ ʩʣʘʡʜ (ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʡ 

ʢʥʦʧʢʦʡ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ). ʅʘ ʧʘʥʝʣʠ ʟʘʜʘʯ ʚ ʩʝʢʮʠʠ ʈʘʟ-

ʤʝʪʢʘ ʩʣʘʡʜʘ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʪʨʝʙʫʝʤʳʡ ʘʚʪʦʤʘʢʝʪ ʩʣʘʡʜʘ (ʘʚ-

ʪʦʨʘʟʤʝʪʢʫ) ʠ ʟʘʧʦʣʥʠʪʴ ʧʦʷʚʠʚh ʠʡʩʷ ʥʘ ʵʢʨʘʥʝ ʩʣʘʡʜ ʥʝʦʙʭʦʜʠʤʦʡ 

ʠʥʬʦʨʤʘʮʠʝʡ. 

ʃʶʙʘʷ ʠʥʬʦʨʤʘʮʠʷ, ʧʦʤʝʱʝʥʥʘʷ ʥʘ ʩʣʘʡʜ, ʷʚʣʷʝʪʩʷ ʦʙʲʝʢʪʦʤ, ʢ 

ʢʦʪʦʨʦʤʫ ʧʨʠʤʝʥʠʤʳ ʚʩʝ ʠʟʚʝʩʪʥʳʝ ʩʨʝʜʩʪʚʘ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ. ɼʣʷ 

ʚʳʙʦʨʘ ʦʙʲʝʢʪʘ ʥʝʦʙʭʦʜʠʤʦ ʝʛʦ ʘʢʪʠʚʠʟʠʨʦʚʘʪʴ (ʱʝʣʢʥʫʪʴ ʧʦ ʥʝʤʫ 

ʤʳʰʴʶ). ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʩʤʝʥʠʪʴ ʬʦʥ, ʥʘ ʢʦʪʦʨʦʤ ʨʘʩʧʦʣʘʛʘʶʪʩʷ 

ʦʙʲʝʢʪʳ, ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ ʢʦʤʘʥʜʫ ʌʦʥ (ʚʦʩ-

ʧʦʣʴʟʦʚʘʪʴʩʷ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʡ ʢʦʤʘʥʜʦʡ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ, ʚʳʟʳ-

ʚʘʝʤʦʛʦ ʥʘ ʧʫʩʪʦʤ ʤʝʩʪʝ ʩʣʘʡʜʘ). ɺ ʧʦʷʚʠʚh ʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ 

ʤʦʞʥʦ: 

Å ʚʳʙʠʨʘʪʴ ʩʪʘʥʜʘʨʪʥʳʝ ʮʚʝʪʘ; 

Å ʦʧʨʝʜʝʣʷʪʴ ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ ʮʚʝʪʘ ʬʦʥʘ; 

Å ʚʳʙʠʨʘʪʴ ʩʧʝʮʠʘʣʴʥʳʝ ʭʘʨʘʢʪʝʨʠʩʪʠʢʠ ʬʦʥʘ (ʫʟʦʨ, ʨʠʩʫʥʦʢ, ʪʦ-

ʥʠʨʦʚʘʥʠʝ, ʪʝʢʩʪʫʨʘ). 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʫʩʪʘʥʦʚʠʪʴ ʨʠʩʫʥʦʢ, ʪʦʥʠʨʦʚʘʥʠʝ ʠʣʠ ʫʟʦʨ ʬʦʥʘ, 

ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʠʟ ʨʘʩʢʨʳʚʘʶʱʝʛʦʩʷ ʤʝʥʶ ʢʦʤʘʥʜʫ ʉʧʦʩʦʙʳ 

ʟʘʣʠʚʢʠ. ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʥʫʞʥʦ ʚʳʙʨʘʪʴ ʪʨʝʙʫʝ-

ʤʫʶ ʚʢʣʘʜʢʫ ʠ ʫʢʘʟʘʪʴ ʥʫʞʥʳʝ ʧʘʨʘʤʝʪʨʳ. 

ɺʢʣʘʜʢʠ: 

Å ɻʨʘʜʠʝʥʪʥʘʷ ï ʧʦʟʚʦʣʷʝʪ ʩʦʟʜʘʪʴ ʬʦʥ ʠʟ ʦʜʥʦʛʦ ʠʣʠ ʜʚʫʭ ʮʚʝ-

ʪʦʚ, ʘ ʪʘʢʞʝ ʠʩʧʦʣʴʟʦʚʘʪʴ ʩʪʘʥʜʘʨʪʥʳʝ ʟʘʛʦʪʦʚʢʠ ʮʚʝʪʦʚ. ɻʨʫʧʧʘ ʧʝ-

ʨʝʢʣʶʯʘʪʝʣʝʡ ʊʠʧ ʰʪʨʠʭʦʚʢʠ ʧʦʟʚʦʣʷʝʪ ʚʳʙʨʘʪʴ ʥʘʧʨʘʚʣʝʥʠʝ 

ʰʪʨʠʭʦʚʢʠ; 

Å ʊʝʢʩʪʫʨʘ ï ʜʘʝʪ ʚʦʟʤʦʞʥʦʩʪʴ ʚʳʙʨʘʪʴ ʦʜʥʫ ʠʟ ʛʦʪʦʚʳʭ ʪʝʢʩʪʫʨ 

ʬʦʥʘ (ʛʨʘʥʠʪ, ʙʫʤʘʛʘ, ʩʪʝʢʣʦ, ʤʨʘʤʦʨ ʠ ʧʨ.); 

Å ʋʟʦʨ ï ʧʦʟʚʦʣʷʝʪ ʫʩʪʘʥʦʚʠʪʴ ʥʝʦʙʭʦʜʠʤʳʡ ʫʟʦʨ ʬʦʥʘ; 

Å ʈʠʩʫʥʦʢ ï ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʚʦʟʤʦʞʥʦʩʪʴ ʚʳʙʨʘʪʴ ʥʝʦʙʭʦʜʠʤʳʡ 

ʨʠʩʫʥʦʢ ʜʣʷ ʬʦʥʘ. 

ʆʪʦʙʨʘʞʝʥʠʝ ʠʥʬʦʨʤʘʮʠʠ ʠ ʦʙʲʝʢʪʦʚ ʥʘ ʩʣʘʡʜʝ ʤʦʞʥʦ ʩʜʝʣʘʪʴ 

ʙʦʣʝʝ ʚʳʨʘʟʠʪʝʣʴʥʳʤ, ʠʩʧʦʣʴʟʫʷ ʨʘʟʣʠʯʥʳʝ ʵʬʬʝʢʪʳ ʘʥʠʤʘʮʠʠ ʦʙʲ-
ʝʢʪʦʚ. 

ɸʥʠʤʘʮʠʷ ï ʜʦʙʘʚʣʝʥʠʝ ʢ ʪʝʢʩʪʫ ʠʣʠ ʦʙʲʝʢʪʫ ʩʧʝʮʠʘʣʴʥʦʛʦ ʚʠ-

ʜʝʦ-ʠʣʠ ʟʚʫʢʦʚʦʛʦ ʵʬʬʝʢʪʘ. ʅʘʧʨʠʤʝʨ, ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʵʣʝʤʝʥʪʳ ʪʝʢ-
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ʩʪʦʚʦʛʦ ʩʧʠʩʢʘ, ʚʣʝʪʘʶʱʠʝ ʥʘ ʩʪʨʘʥʠʮʫ ʩʣʝʚʘ ʧʦ ʦʜʥʦʤʫ ʩʣʦʚʫ, 

ʠʣʠ ʜʦʙʘʚʠʪʴ ʟʚʫʢ ʘʧʣʦʜʠʩʤʝʥʪʦʚ ʧʨʠ ʦʪʢʨʳʪʠʠ ʨʠʩʫʥʢʘ. 

ɼʣʷ ʫʩʪʘʥʦʚʢʠ ʵʬʬʝʢʪʦʚ ʘʥʠʤʘʮʠʠ ʦʙʲʝʢʪʦʚ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʙʨʘʪʴ ʦʙʲʝʢʪ ʜʣʷ ʘʥʠʤʘʮʠʠ; 

Å ʚ ʤʝʥʶ ʇʦʢʘʟ ʩʣʘʡʜʦʚ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʅʘʩʪʨʦʡʢʘ ʘʥʠʤʘ-

ʮʠʠ; 
Å ʚ ʦʙʣʘʩʪʠ ʟʘʜʘʯ ʅʘʩʪʨʦʡʢʘ ʘʥʠʤʘʮʠʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʠ ʚʳʧʦʣ-

ʥʠʪʴ ʦʜʥʦ ʠʣʠ ʥʝʩʢʦʣʴʢʦ ʩʣʝʜʫʶʱʠʭ ʜʝʡʩʪʚʠʡ: 

ï ʝʩʣʠ ʚʦ ʚʨʝʤʷ ʧʦʢʘʟʘ ʩʣʘʡʜʦʚ ʪʨʝʙʫʝʪʩʷ ʚʚʝʩʪʠ ʪʝʢʩʪ ʠʣʠ ʦʙʲʝʢʪ 

ʚ ʩʦʧʨʦʚʦʞʜʝʥʠʠ ʦʧʨʝʜʝʣʝʥʥʦʛʦ ʚʠʟʫʘʣʴʥʦʛʦ ʵʬʬʝʢʪʘ, ʪʦ ʥʫʞʥʦ 

ʫʢʘʟʘʪʴ ʟʥʘʯʦʢ ʩʦ ʩʣʦʚʦʤ ɺʭʦʜ, ʘ ʟʘʪʝʤ ʚʳʙʨʘʪʴ ʵʬʬʝʢʪ ʠʟ ʧʦʷʚʠʚ-

ʰʝʛʦʩʷ ʩʧʠʩʢʘ; 

ï ʝʩʣʠ ʪʨʝʙʫʝʪʩʷ ʜʦʙʘʚʠʪʴ ʦʧʨʝʜʝʣʝʥʥʳʡ ʚʠʟʫʘʣʴʥʳʡ ʵʬʬʝʢʪ ʚ 

ʪʝʢʩʪ ʠʣʠ ʦʙʲʝʢʪ, ʥʘʭʦʜʷʱʠʝʩʷ ʥʘ ʩʘʤʦʤ ʩʣʘʡʜʝ, ʪʦ ʥʝʦʙʭʦʜʠʤʦ ʫʢʘ-

ʟʘʪʴ ʟʥʘʯʦʢ ʩʦ ʩʣʦʚʦʤ ɺʳʜʝʣʝʥʠʝ, ʘ ʟʘʪʝʤ ʚʳʙʨʘʪʴ ʥʫʞʥʳʡ ʵʬʬʝʢʪ; 

ï ʝʩʣʠ ʥʘʜʦ ʜʦʙʘʚʠʪʴ ʦʧʨʝʜʝʣʝʥʥʳʡ ʚʠʟʫʘʣʴʥʳʡ ʵʬʬʝʢʪ ʚ ʪʝʢʩʪ 

ʠʣʠ ʦʙʲʝʢʪ, ʢʦʪʦʨʳʡ ʚʳʟʳʚʘʝʪ ʫʜʘʣʝʥʠʝ ʪʝʢʩʪʘ ʠʣʠ ʦʙʲʝʢʪʘ ʩʦ ʩʣʘʡ-

ʜʘ ʚ ʟʘʜʘʥʥʳʡ ʤʦʤʝʥʪ, ʪʦ ʩʣʝʜʫʝʪ ʚʳʙʨʘʪʴ ʟʥʘʯʦʢ ʩʦ ʩʣʦʚʦʤ ɺr ʭʦʜ, 

ʘ ʟʘʪʝʤ ï ʥʫʞʥʳʡ ʵʬʬʝʢʪ. 
ɿʘʤʝʯʘʥʠʝ. ʕʬʬʝʢʪʳ ʦʪʦʙʨʘʞʘʶʪʩʷ ʚ ʩʧʠʩʢʝ ʥʘʩʪʨʦʡʢʠ ʘʥʠʤʘ-

ʮʠʠ ʩʚʝʨʭʫ ʚʥʠʟ ʚ ʧʦʨʷʜʢʝ ʠʭ ʧʨʠʤʝʥʝʥʠʷ. ʆʙʲʝʢʪʳ ʩ ʵʬʬʝʢʪʘʤʠ ʘʥʠʤʘ-

ʮʠʠ ʦʪʤʝʯʘʶʪʩʷ ʥʘ ʩʣʘʡʜʘʭ ʥʝʧʝʯʘʪʘʝʤʳʤʠ ʧʨʦʥʫʤʝʨʦʚʘʥʥʳʤʠ ʤʘʨʢʝ-

ʨʘʤʠ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʤʠ ʵʬʬʝʢʪʘʤ ʚ ʩʧʠʩʢʝ. ʕʪʠ ʤʘʨʢʝʨʳ ʥʝ ʦʪʦʙ-

ʨʘʞʘʶʪʩʷ ʚ ʨʝʞʠʤʝ ʧʦʢʘʟʘ ʩʣʘʡʜʦʚ. 

ʇʨʠ ʧʨʝʜʚʘʨʠʪʝʣʴʥʦʤ ʧʨʦʩʤʦʪʨʝ ʵʬʬʝʢʪʦʚ ʘʥʠʤʘʮʠʠ ʩʣʘʡʜʘ ʩ 

ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ɺʦʩʧʨʦʠʟʚʝʜʝʥʠʝ ʚ ʦʙʣʘʩʪʠ ʟʘʜʘʯ ʅʘʩʪʨʦʡʢʘ 

ʘʥʠʤʘʮʠʠ ʜʣʷ ʟʘʧʫʩʢʘ ʚʦʩʧʨʦʠʟʚʝʜʝʥʠʷ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʠ ʵʬʬʝʢ-

ʪʦʚ ʘʥʠʤʘʮʠʠ ʥʠʢʘʢʠʭ ʜʦʧʦʣʥʠʪʝʣʴʥʳʭ ʱʝʣʯʢʦʚ ʥʝ ʪʨʝʙʫʝʪʩʷ. ɼʣʷ 

ʧʨʦʩʤʦʪʨʘ ʚʦʩʧʨʦʠʟʚʝʜʝʥʠʷ ʠʥʠʮʠʠʨʦʚʘʥʥʳʭ ʘʥʠʤʘʮʠʡ ʚʤʝʩʪʦ ʵʪʦʛʦ 

ʩʣʝʜʫʝʪ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʇʦʢʘʟ ʩʣʘʡʜʦʚ. 

ʄʦʞʥʦ ʧʨʝʜʚʘʨʠʪʝʣʴʥʦ ʧʨʦʩʤʦʪʨʝʪʴ ʘʥʠʤʘʮʠʶ ʚʩʝʭ ʦʙʲʝʢʪʦʚ 

ʩʣʘʡʜʘ ʚ ʦʢʥʝ ʤʠʥʠʘʪʶʨʳ ʩʣʘʡʜʘ, ʥʘʞʘʚ ʢʥʦʧʢʫ ʇʨʦʩʤʦʪʨ. 

ʉʤʝʥʫ ʩʣʘʡʜʦʚ ʥʘ ʵʢʨʘʥʝ ʤʦʛʫʪ ʩʦʧʨʦʚʦʞʜʘʪʴ ʨʘʟʣʠʯʥʳʝ ʩʧʝʮʠ-

ʘʣʴʥʳʝ ʵʬʬʝʢʪʳ. 

ʕʬʬʝʢʪʳ ʩʤʝʥʳ ʩʣʘʡʜʦʚ ʤʦʞʥʦ ʦʧʨʝʜʝʣʠʪʴ, ʚʳʙʨʘʚ ʚ ʤʝʥʶ ʇʦ-

ʢʘʟ ʩʣʘʡʜʦʚ ʢʦʤʘʥʜʫ ʉʤʝʥʘ ʩʣʘʡʜʦʚ ʠʣʠ ʚʳʟʚʘʚ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ 

ʨʘʟʜʝʣ ʥʘ ʧʘʥʝʣʠ ʟʘʜʘʯ. ʇʦʩʣʝ ʵʪʦʛʦ ʥʫʞʥʦ ʦʧʨʝʜʝʣʠʪʴ ʩʧʦʩʦʙ ʧʝʨʝ-
ʭʦʜʘ ʢ ʩʣʝʜʫʶʱʝʤʫ ʩʣʘʡʜʫ: ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʯʝʨʝʟ ʟʘʜʘʥʥʦʝ ʚʨʝʤʷ ʠʣʠ 

ʧʦ ʱʝʣʯʢʫ ʤʳʰʠ, ʘ ʪʘʢʞʝ ʵʬʬʝʢʪ ʧʝʨʝʭʦʜʘ ʦʜʥʦʛʦ ʩʣʘʡʜʘ ʚ ʜʨʫʛʦʡ 

(ʥʘʧʨʠʤʝʨ, ʥʘʧʣʳʚ ʚʥʠʟ, ʨʘʩʪʚʦʨʠʪʴ, ʞʘʣʶʟʠ ʠ ʪ, ʜ.), ʩʢʦʨʦʩʪʴ ʚʳ-

ʧʦʣʥʝʥʠʷ ʘʥʠʤʘʮʠʠ ʠ ʟʚʫʢʦʚʦʝ ʩʦʧʨʦʚʦʞʜʝʥʠʝ ʩʦʙʳʪʠʷ. 
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ʇʦʩʣʝ ʦʧʨʝʜʝʣʝʥʠʷ ʚʩʝʭ ʥʝʦʙʭʦʜʠʤʳʭ ʧʘʨʘʤʝʪʨʦʚ ʠʭ ʤʦʞʥʦ 

ʧʨʠʤʝʥʠʪʴ ʢ ʪʝʢʫʱʝʤʫ ʩʣʘʡʜʫ, ʥʘʞʘʚ ʢʥʦʧʢʫ ʇʨʠʤʝʥʠʪʴ. 

ʇʨʠ ʥʘʞʘʪʠʠ ʢʥʦʧʢʠ ʇʨʠʤʝʥʠʪʴ ʢʦ ʚʩʝʤ ʜʘʥʥʳʝ ʧʘʨʘʤʝʪʨʳ ʙʫ-

ʜʫʪ ʧʨʠʤʝʥʝʥʳ ʢʦ ʚʩʝʤ ʩʣʘʡʜʘʤ ʧʨʝʟʝʥʪʘʮʠʠ. 
ɿʘʤʝʯʘʥʠʝ. ʉʤʝʥʫ ʩʣʘʡʜʦʚ ʤʦʞʥʦ ʦʩʫʱʝʩʪʚʠʪʴ ʪʘʢʞʝ ʚ ʨʝʞʠʤʝ 

ʩʦʨʪʠʨʦʚʱʠʢʘ ʩʣʘʡʜʦʚ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ 

ʩʣʘʡʜʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʤʝʥʘ ʩʣʘʡʜʦʚ. 

ʇʝʨʝʜ ʜʝʤʦʥʩʪʨʘʮʠʝʡ ʬʠʣʴʤʘ ʤʦʞʥʦ ʧʨʝʜʚʘʨʠʪʝʣʴʥʦ ʥʘʩʪʨʦʠʪʴ 

ʧʘʨʘʤʝʪʨʳ ʪʝʢʫʱʝʛʦ ʧʦʢʘʟʘ ʧʨʝʟʝʥʪʘʮʠʠ. ɼʣʷ ʥʘʩʪʨʦʡʢʠ ʨʝʞʠʤʦʚ 

ʧʦʢʘʟʘ ʧʨʝʟʝʥʪʘʮʠʠ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʇʦʢʘʟ ʩʣʘʡʜʦʚ ʚʳʙʨʘʪʴ 

ʢʦʤʘʥʜʫ ʅʘʩʪʨʦʡʢʘ ʧʨʝʟʝʥʪʘʮʠʠ. 

ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʤʦʞʥʦ ʫʩʪʘʥʦʚʠʪʴ ʨʝʞʠʤ ʧʦʢʘʟʘ 

ʩʣʘʡʜʦʚ (ʨʫʯʥʦʡ, ʘʚʪʦʤʘʪʠʯʝʩʢʠʡ, ʩ ʘʥʠʤʘʮʠʝʡ ʠʣʠ ʙʝʟ ʥʝʝ), ʚʳʙʨʘʪʴ 

ʨʝʞʠʤ ʠʭ ʩʤʝʥʳ (ʨʫʯʥʦʡ ʠʣʠ ʧʦ ʚʨʝʤʝʥʠ), ʘ ʪʘʢʞʝ ʫʢʘʟʘʪʴ, ʢʘʢʠʝ 

ʩʣʘʡʜʳ ʥʝʦʙʭʦʜʠʤʦ ʧʦʢʘʟʳʚʘʪʴ (ʚʩʝ, ʠʥʪʝʨʚʘʣ ʩʣʘʡʜʦʚ ʠʣʠ ʚʳʙʦ-

ʨʦʯʥʦ). ɽʩʣʠ ʥʝʦʙʭʦʜʠʤʦ ʧʨʦʠʟʚʝʩʪʠ ʧʦʢʘʟ ʥʝ ʚʩʝʡ ʧʨʝʟʝʥʪʘʮʠʠ, ʘ 

ʪʦʣʴʢʦ ʝʝ ʯʘʩʪʠ, ʪʦ ʩʣʝʜʫʝʪ ʩʦʟʜʘʪʴ ʩʧʠʩʦʢ ʩʣʘʡʜʦʚ ʜʣʷ ʧʦʢʘʟʘ. ɼʣʷ 

ʵʪʦʛʦ ʠʟ ʤʝʥʶ ʇʦʢʘʟ ʩʣʘʡʜʦʚ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʨʦʠʟ-

ʚʦʣʴʥʳʡ ʧʦʢʘʟ ʠ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʥʘʞʘʪʴ ʢʥʦʧʢʫ 

ʉʦʟʜʘʪʴ. ʇʦʩʣʝ ʵʪʦʛʦ ʥʘʜʦ ʦʪʤʝʪʠʪʴ ʩʣʘʡʜʳ ʚ ʣʝʚʦʡ ʯʘʩʪʠ ʧʦʷʚʠʚ-

ʰʝʛʦʩʷ ʦʢʥʘ ʠ ʧʝʨʝʥʝʩʪʠ ʠʭ ʚ ʧʨʘʚʫʶ ʯʘʩʪʴ ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ɼʦ-

ʙʘʚʠʪʴ. 

ʇʦʩʣʝ ʥʘʩʪʨʦʡʢʠ ʧʘʨʘʤʝʪʨʦʚ ʧʨʝʟʝʥʪʘʮʠʠ ʤʦʞʥʦ ʧʨʠʩʪʫʧʠʪʴ ʢ 

ʜʝʤʦʥʩʪʨʘʮʠʠ ʧʨʝʟʝʥʪʘʮʠʠ ʥʘ ʵʢʨʘʥʝ. ɼʣʷ ʟʘʧʫʩʢʘ ʧʨʝʟʝʥʪʘʮʠʠ 

ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʇʦʢʘʟ ʩʣʘʡʜʦʚ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʅʘʯʘʪʴ ʧʦ-

ʢʘʟ. 

ɼʣʷ ʩʤʝʥʳ ʧʦʨʷʜʢʘ ʧʦʢʘʟʘ ʩʣʘʡʜʦʚ ʥʘʜʦ ʧʝʨʝʡʪʠ ʚ ʨʝʞʠʤ ʩʦʨʪʠ-

ʨʦʚʱʠʢʘ ʩʣʘʡʜʦʚ, ʚʳʙʨʘʚ ʚ ʤʝʥʶ ɺʠʜ ʢʦʤʘʥʜʫ ʉʦʨʪʠʨʦʚʱʠʢ ʩʣʘʡ-

ʜʦʚ, ʠ ʧʫʪʝʤ ʧʝʨʝʪʘʩʢʠʚʘʥʠʷ ʦʧʨʝʜʝʣʠʪʴ ʧʦʨʷʜʦʢ ʠʭ ʧʦʢʘʟʘ. 

ɼʦʙʘʚʣʝʥʠʝ ʛʠʧʝʨʩʩʳʣʦʢ ʠ ʫʧʨʘʚʣʷʶʱʠʭ ʢʥʦ-

ʧʦʢ ʚ ʧʨʝʟʝʥʪʘʮʠʶ. ɻʠʧʝʨʩʩʳʣʢʘ ï ʮʚʝʪʥʦʡ ʧʦʜʯʝʨʢʥʫʪʳʡ 

ʪʝʢʩʪ ʠʣʠ ʛʨʘʬʠʢʘ, ʚʳʙʦʨ ʢʦʪʦʨʳʭ ʧʦʟʚʦʣʷʝʪ ʚʳʧʦʣʥʠʪʴ ʧʝʨʝʭʦʜ ʢ 

ʜʨʫʛʦʤʫ ʤʝʩʪʫ ʜʦʢʫʤʝʥʪʘ ʠʣʠ ʜʨʫʛʦʤʫ ʬʘʡʣʫ. ɻʠʧʝʨʩʩʳʣʢʠ ʤʦʞʥʦ 

ʠʩʧʦʣʴʟʦʚʘʪʴ ʜʣʷ ʧʝʨʝʭʦʜʘ ʚ ʨʘʟʥʳʝ ʤʝʩʪʘ, ʥʘʧʨʠʤʝʨ ʢ ʦʧʨʝʜʝʣʝʥʥʦ-

ʤʫ ʩʣʘʡʜʫ ʚ ʜʘʥʥʦʡ ʧʨʝʟʝʥʪʘʮʠʠ, ʩʦʚʝʨh ʝʥʥʦ ʜʨʫʛʦʡ ʧʨʝʟʝʥʪʘʮʠʠ, 

ʜʦʢʫʤʝʥʪʫ Microsoft Word ʠʣʠ ʣʠʩʪʫ Microsoft Excel. ɻʠʧʝʨʩʩʳʣʢʫ 

ʤʦʞʥʦ ʧʨʝʜʩʪʘʚʠʪʴ ʣʶʙʳʤ ʦʙʲʝʢʪʦʤ, ʚʢʣʶʯʘʷ ʪʝʢʩʪ, ʬʠʛʫʨʳ, ʪʘʙʣʠ-

ʮʳ, ʛʨʘʬʠʢʠ ʠ ʨʠʩʫʥʢʠ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʜʦʙʘʚʠʪʴ ʛʠʧʝʨʩʩʳʣʢʫ ʚ ʧʨʝ-

ʟʝʥʪʘʮʠʶ, ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʪʨʝʙʫʝʤʳʡ ʦʙʲʝʢʪ ʠ ʠʟ ʤʝʥʶ 

ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɻʠʧʝʨʩʩʳʣʢʘ (ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʦʙʘʚʣʝ-

ʥʠʝ ʛʠʧʝʨʩʩʳʣʢʠ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ). 
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ɺ ʩʧʠʩʢʝ ʉʚʷʟʘʪʴ ʩ ʚʳʙʨʘʪʴ ʪʠʧ ʥʝʦʙʭʦʜʠʤʦʡ ʩʩʳʣʢʠ. ɽʩʣʠ 

ʚrʙʨʘʥ ʪʠʧ ʩʩʳʣʢʠ ʄʝʩʪʦʤ ʚ ʜʦʢʫʤʝʥʪʝ, ʪʦ ʩʣʝʜʫʝʪ ʚ ʧʨʝʜʣʘʛʘʝʤʦʤ 

ʩʧʠʩʢʝ ʚʳʙʨʘʪʴ ʩʣʘʡʜ ʜʣʷ ʧʝʨʝʭʦʜʘ ʧʦ ʟʘʜʘʥʥʦʡ ʩʩʳʣʢʝ. ʅʘʞʘʚ 

ʢʥʦʧʢʫ ʇʦʜʩʢʘʟʢʘ, ʤʦʞʥʦ ʚʥʝʩʪʠ ʪʝʢʩʪ ʧʦʜʩʢʘʟʢʠ, ʢʦʪʦʨʳʡ ʙʫʜʝʪ 

ʧʦʚ̫ʣʷʪʴʩʷ ʧʨʠ ʥʘʚʝʜʝʥʠʠ ʫʢʘʟʘʪʝʣʷ ʤʳʰʠ ʥʘ ʜʘʥʥʳʡ ʦʙʲʝʢʪ ʧʨʠ 

ʜʝʤʦʥʩʪʨʘʮʠʠ ʧʨʝʟʝʥʪʘʮʠʠ. 
ɿʘʤʝʯʘʥʠʝ. ʇʨʠ ʥʘʣʠʯʠʠ ʪʝʢʩʪʘ ʚ ʬʠʛʫʨʝ ʪʝʢʩʪʫ ʠ ʬʠʛʫʨʝ ʤʦʞʥʦ 

ʥʘʟʥʘʯʠʪʴ ʦʪʜʝʣʴʥʳʝ ʛʠʧʝʨʩʩʳʣʢʠ. 

ɺ PowerPoint ʪʘʢʞʝ ʚʢʣʶʯʝʥʳ ʥʝʢʦʪʦʨʳʝ ʛʦʪʦʚʳʝ ʢ ʠʩʧʦʣʴʟʦʚʘ-

ʥʠʶ ʫʧʨʘʚʣʷʶʱʠʝ ʢʥʦʧʢʠ (ʢʦʤʘʥʜʘ ʋʧʨʘʚʣʷʶʱʠʝ ʢʥʦʧʢʠ ʚ ʤʝʥʶ 

ʇʦʢʘʟ ʩʣʘʡʜʦʚ), ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʜʦʙʘʚʠʪʴ ʚ ʧʨʝʟʝʥʪʘʮʠʶ, ʥʘʟʥʘʯʠʚ 

ʠʤ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʜʝʡʩʪʚʠʷ. 

ʅʘ ʫʧʨʘʚʣʷʶʱʠʭ ʢʥʦʧʢʘʭ ʠʟʦʙʨʘʞʝʥʳ ʟʥʘʯʢʠ, ʪʘʢʠʝ ʢʘʢ ʩʪʨʝʣʢʠ 

ʚʣʝʚʦ ʠ ʚʧʨʘʚʦ. ʆʥʠ ʩʣʫʞʘʪ ʜʣʷ ʩʦʟʜʘʥʠʷ ʠʥʪʫʠʪʠʚʥʦ ʧʦʥʷʪʥʳʭ ʦʙʦ-

ʟʥʘʯʝʥʠʡ ʜʣʷ ʧʝʨʝʭʦʜʘ ʢ ʩʣʝʜʫʶʱʝʤʫ, ʧʨʝʜʳʜʫʱʝʤʫ, ʧʝʨʚʦʤʫ ʠ ʧʦ-

ʩʣʝʜʥʝʤʫ ʩʣʘʡʜʘʤ. ʕʪʠ ʢʥʦʧʢʠ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʚ ʘʚʪʦʤʘʪʠʯʝ-

ʩʢʦʡ ʧʨʝʟʝʥʪʘʮʠʠ. ɺ PowerPoint ʪʘʢʞʝ ʠʤʝʶʪʩʷ ʫʧʨʘʚʣʷʶʱʠʝ ʢʥʦʧʢʠ 

ʜʣʷ ʚʦʩʧʨʦʠʟʚʝʜʝʥʠʷ ʬʠʣʴʤʦʚ ʠ ʟʚʫʢʦʚ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʜʦʙʘʚʠʪʴ ʫʧʨʘʚʣʷʶʱʠʝ ʢʥʦʧʢʠ ʥʘ ʪʝʢʫʱʠʡ ʩʣʘʡʜ, 

ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʇʦʢʘʟ ʩʣʘʡʜʦʚ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʋʧʨʘʚʣʷʶ-

ʱʠʝ ʢʥʦʧʢʠ ʠ ʟʘʪʝʤ ï ʥʝʦʙʭʦʜʠʤʫʶ ʢʥʦʧʢʫ. ʇʦʩʣʝ ʵʪʦʛʦ ʱʝʣʢʥʫʪʴ 

ʤʳʰʴʶ ʚ ʪʦʤ ʤʝʩʪʝ, ʛʜʝ ʜʦʣʞʥʘ ʙʳʪʴ ʢʥʦʧʢʘ, ʠ ʫʩʪʘʥʦʚʠʪʴ ʥʝʦʙʭʦ-

ʜʠʤʳʝ ʧʘʨʘʤʝʪʨʳ ʨʘʙʦʪʳ ʢʥʦʧʢʠ (ɼʝʡʩʪʚʠʝ ʧʦ ʱʝʣʯʢʫ ʠ ɼʝʡʩʪʚʠʝ 

ʧʦ ʥʘʚʝʜʝʥʠʠ ʤʳʰʠ). 
ɸʚʪʦʤʘʪʠʯʝʩʢʠʡ ʟʘʧʫʩʢ ʧʨʝʟʝʥʪʘʮʠʠ. ʕʣʝʢʪʨʦʥʥʘʷ 

ʧʨʝʟʝʥʪʘʮʠʷ ʤʦʞʝʪ ʟʘʧʫʩʢʘʪʴʩʷ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʧʨʠ ʚʢʣʶʯʝʥʠʠ ʢʦʤ-

ʧʴʶʪʝʨʘ. ʕʪʦ ʙʳʚʘʝʪ ʥʝʦʙʭʦʜʠʤʦ ʚ ʨʘʟʣʠʯʥʳʭ ʩʣʫʯʘʷʭ (ʥʘʧʨʠʤʝʨ, 

ʧʦʟʜʨʘʚʣʝʥʠʝ ʩ ʜʥʝʤ ʨʦʞʜʝʥʠʷ, ʨʝʢʣʘʤʘ ʬʠʨʤʳ ʠ ʪ. ʧ.) ɼʣʷ ʪʦʛʦ ʯʪʦ-

ʙʳ ʧʨʝʟʝʥʪʘʮʠʷ ʟʘʧʫʩʢʘʣʘʩʴ ʘʚʪʦʤʘʪʠʯʝʩʢʠ, ʝʝ ʥʝʦʙʭʦʜʠʤʦ ʩʦʭʨʘ-

ʥʠʪʴ ʚ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʤ ʬʦʨʤʘʪʝ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ 

ʌʘʡʣ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʭʨʘʥʠʪʴ ʢʘʢ ʠ ʚ ʧʦʣʝ ʊʠʧ ʬʘʡʣʘ ʚʳʙʨʘʪʴ 

ɼʝʤʦʥʩʪʨʘʮʠʷ PowerPoint. 
ɼʣʷ ʟʘʧʫʩʢʘ ʜʘʥʥʦʛʦ ʬʘʡʣʘ ʧʨʠ ʚʢʣʶʯʝʥʠʠ ʢʦʤʧʴʶʪʝʨʘ ʥʝʦʙʭʦ-

ʜʠʤʦ ʚʚʝʩʪʠ ʝʛʦ ʚ ʩʧʠʩʦʢ ʧʨʦʛʨʘʤʤ ʜʣʷ ʘʚʪʦʤʘʪʠʯʝʩʢʦʛʦ ʟʘʧʫʩʢʘ. 

ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʢʥʦʧʢʠ ʇʫʩʢ Windows ʠ ʚʳʙʨʘʪʴ ʢʦ-

ʤʘʥʜʫ ʉʚʦʡʩʪʚʘ; 
Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʅʘʩʪʨʦʠʪʴ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʦʙʘʚʠʪʴ; 

Å ʩ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ʆʙʟʦʨ ʫʢʘʟʘʪʴ ʤʝʩʪʦʧʦʣʦʞʝʥʠʝ ʪʨʝʙʫʝʤʦʛʦ 

ʬʘʡʣʘ ʧʨʝʟʝʥʪʘʮʠʠ; 
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Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ ʠ ʚʳʜʝʣʠʪʴ ʧʘʧʢʫ ɸʚʪʦʟʘʛʨʫʟʢʘ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ ʠ ʫʢʘʟʘʪʴ, ʧʦʜ ʢʘʢʠʤ ʠʤʝʥʝʤ ʟʘʧʠʩʘʪʴ ʷʨ-

ʣʳʢ ʧʨʝʟʝʥʪʘʮʠʠ ʚ ʧʘʧʢʝ ɸʚʪʦʟʘʛʨʫʟʢʘ; 

Å ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɻʦʪʦʚʦ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 

1. ɼʣʷ ʯʝʛʦ ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʧʨʦʛʨʘʤʤʘ PowerPoint? 

2. ʂʘʢʠʝ ʦʙʣʘʩʪʠ ʦʪʦʙʨʘʞʘʶʪʩʷ ʚ ʦʙʳʯʥʦʤ ʨʝʞʠʤʝ? 

3. ʂʘʢ ʧʝʨʝʡʪʠ ʠʟ ʦʙʳʯʥʦʛʦ ʨʝʞʠʤʘ ʚ ʨʝʞʠʤ ʉʦʨʪʠʨʦʚʱʠʢʘ 

ʩʣʘʡʜʦʚ? 

4. ɼʣʷ ʯʝʛʦ ʩʣʫʞʠʪ ʨʝʞʠʤ ʇʦʢʘʟ ʩʣʘʡʜʦʚ? 

5. ʇʝʨʝʯʠʩʣʠʪʝ ʩʧʦʩʦʙʳ ʩʦʟʜʘʥʠʷ ʥʦʚʦʡ ʧʨʝʟʝʥʪʘʮʠʠ. 

6. ʂʘʢ ʟʘʧʫʩʪʠʪʴ ʄʘʩʪʝʨʘ ʘʚʪʦʩʦʜʝʨʞʘʥʠʷ? 

7. ʇʝʨʝʯʠʩʣʠʪʝ ʩʧʦʩʦʙʳ ʩʦʟʜʘʥʠʷ ʠ ʦʬʦʨʤʣʝʥʠʷ ʩʣʘʡʜʦʚ. 

8. ʂʘʢ ʜʦʙʘʚʠʪʴ ʛʠʧʝʨʩʩʳʣʢʠ ʠ ʫʧʨʘʚʣʷʶʱʠʝ ʢʥʦʧʢʠ? 

9. ʂʘʢʠʤ ʦʙʨʘʟʦʤ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʘʚʪʦʤʘʪʠʯʝʩʢʠʡ ʟʘʧʫʩʢ ʧʨʝ-

ʟʝʥʪʘʮʠʠ? 

 
3. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 

1. ʉʦʟʜʘʡʪʝ ʨʠʩʫʥʦʢ ʩ ʧʦʤʦʱʴʶ ʛʨʘʬʠʯʝʩʢʦʛʦ ʨʝʜʘʢʪʦʨʘ Paint 

ʠ ʩʦʭʨʘʥʷʝʪʝ ʨʠʩʫʥʦʢ ʚ ʩʚʦʝʡ ʧʘʧʢʝ. 

2. ʉʦʟʜʘʡʪʝ ʨʠʩʫʥʦʢ ʠ ʩʜʝʣʘʡʪʝ ʝʛʦ ʨʠʩʫʥʢʦʤ ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ 

Windows. 

3. ʉʦʟʜʘʡʪʝ ʩʣʘʡʜ çʂʫʨʩʳ ʢʦʤʧʴʶʪʝʨʥʦʡ ʛʨʘʤʦʪʥʦʩʪʠè, ʠʩ-

ʧʦʣʴʟʫʷ ʨʘʟʤʝʪʢʫ ʊʠʪʫʣʴʥʳʡ ʩʣʘʡʜ. 

4. ʋʩʪʘʥʦʚʠʪʝ ʘʚʪʦʤʘʪʠʯʝʩʢʫʶ ʘʥʠʤʘʮʠʶ ʜʣʷ ʦʙʲʝʢʪʦʚ ʩʣʘʡʜʘ 

çʂʫʨʩʳ ʢʦʤʧʴʶʪʝʨʥʦʡ ʛʨʘʤʦʪʥʦʩʪʠè. 

5. ʋʩʪʘʥʦʚʠʪʝ ʜʣʷ ʟʘʛʦʣʦʚʢʘ ʵʬʬʝʢʪ ɺʳʣʝʪ ʩʧʨʘʚʘ. 

6. ʋʩʪʘʥʦʚʠʪʝ ʜʣʷ ʧʦʜʟʘʛʦʣʦʚʢʘ (ʊʝʢʩʪ) ʵʬʬʝʢʪ ɺʳʣʝʪ ʩʥʠʟʫ. 

7. ʉʦʟʜʘʡʪʝ ʩʣʘʡʜ çʏʪʦ ʠʟʫʯʘʣʦʩʴè ʠʩʧʦʣʴʟʫʷ ʘʚʪʦʨʘʟʤʝʪʢʫ 

ʄʘʨʢʠʨʦʚʘʥʥʳʡ ʩʧʠʩʦʢ. 

8. ʉʦʟʜʘʡʪʝ ʩʣʘʡʜ çɸʧʧʘʨʘʪʥʳʝ ʩʨʝʜʩʪʚʘè, ʠʩʧʦʣʴʟʫʷ ʘʚʪʦʨʘʟ-

ʤʝʪʢʫ ɻʨʘʬʠʢʘ ʠ ʪʝʢʩʪ. 

9. ʉʦʟʜʘʡʪʝ ʩʣʘʡʜ çWindows XPè, ʠʩʧʦʣʴʟʫʷ ʘʚʪʦʨʘʟʤʝʪʢʫ 

ʊʝʢʩʪ ʠ ʛʨʘʬʠʢʘ. 
10. ʉʦʟʜʘʡʪʝ ʩʣʘʡʜ çWord 2002è, ʠʩʧʦʣʴʟʫʷ ʘʚʪʦʨʘʟʤʝʪʢʫ 

ʊʦʣɹʢʦ ʟʘʛʦʣʦʚʦʢ. 

11. ʉʦʟʜʘʡʪʝ ʩʣʘʡʜ çExcel 2002è, ʠʩʧʦʣʴʟʫʷ ʘʚʪʦʨʘʟʤʝʪʢʫ 

ʊʝʢʩʪ ʠ ʜʠʘʛʨʘʤʤʘ. 

12. ʋʩʪʘʥʦʚʠʪʝ ʩʣʝʜʫʶʱʠʡ ʧʦʨʷʜʦʢ ʩʣʘʡʜʦʚ: 
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ï ʂʫʨʩʳ ʢʦʤʧʴʶʪʝʨʥʦʡ ʛʨʘʤʦʪʥʦʩʪʠ, 

ï ʏʪʦ ʠʟʫʯʘʣʦʩʴ, 

ï ɸʧʧʘʨʘʪʥʳʝ ʩʨʝʜʩʪʚʘ, 

ï Windows XP, 

ï Word 2002, 

ï Excel 2002. 

13. ʅʘʩʪʨʦʡʪʝ ʜʝʤʦʥʩʪʨʘʮʠʶ ʥʘ ʘʚʪʦʤʘʪʠʯʝʩʢʠʡ ʧʦʢʘʟ ʩʣʘʡ-

ʜʦʚ. 

ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ 13 

ɻʃʆɹɸʃʔʅɸʗ ʂʆʄʇʔʖʊɽʈʅɸʗ ʉɽʊʔ ʀʅʊɽʈʅɽʊ 

1. ʇʨʦʛʨʘʤʤʘ Microsoft Internet Explorer 6.0. 

2. ʉʨʝʜʩʪʚʘ ʠ ʪʝʭʥʦʣʦʛʠʷ  ʧʦʠʩʢʘ ʠʥʬʦʨʤʘʮʠʠ ʚ ʀʥʪʝʨʥʝʪʝ. 

3. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 

 

ʎʝʣʴ: ʧʨʠʦʙʨʝʪʝʥʠʝ ʥʘʚʳʢʦʚ ʧʦʠʩʢʘ ʠʥʬʦʨʤʘʮʠʠ ʀʥʪʝʨʥʝʪʝ. 

ɿʘʜʘʯʠ: 

ï ʫʤʝʪʴ ʦʩʫʱʝʩʪʚʣʷʪʴ ʧʦʠʩʢ ʥʝʦʙʭʦʜʠʤʦʡ ʠʥʬʦʨʤʘʮʠʠ ʚ ʀʥʪʝʨ-

ʥʝʪʝ; 

ï ʫʤʝʪʴ ʦʪʧʨʘʚʣʷʪʴ ʠ ʧʨʠʥʠʤʘʪʴ ʵʣʝʢʪʨʦʥʥʳʝ ʩʦʦʙʱʝʥʠʷ. 

 

1. ʇʨʦʛʨʘʤʤʘ Microsoft  Internet  Explorer  6.0. ʆʙʱʠʝ ʩʚʝʜʝ-

ʥʠʷ. Internet ï ʵʪʦ ʦʙʲʝʜʠʥʝʥʠʝ ʪʨʘʥʩʥʘʮʠʦʥʘʣʥɹʳʭ ʢʦʤʧʴʶʪʝʨʥʳʭ 

ʩʝʪʝʡ, ʨʘʙʦʪʘʶʱʠʭ ʧʦ ʩʘʤʳʤ ʨʘʟʥʦʦʙʨʘʟʥʳʤ ʧʨʦʪʦʢʦʣʘʤ, ʩʚʷʟʚrʘ-

ʶʱʠʭ ʚʩʝʚʦʟʤʦʞʥʳʝ ʪʠʧʳ ʢʦʤʧʴʶʪʝʨʦʚ, ʬʠʟʠʯʝʩʢʠ ʧʝʨʝʜʘʶʱʠʭ 

ʜʘʥʥʳʝ ʧʦ ʪʝʣʝʬʦʥʥʳʤ ʧʨʦʚʦʜʘʤ, ʯʝʨʝʟ ʩʧʫʪʥʠʢʠ ʠ ʨʘʜʠʦʤʦʜʝʤʳ. 

ʇʨʝʠʤʫʱʝʩʪʚʘʤʠ Internet ʷʚʣʷʶʪʩʷ ʥʝʜʦʨʦʛʘʷ ʩʚʷʟʴ ʠ ʧʦʩʪʦʷʥʥʦʝ 

ʦʙʥʦʚʣʝʥʠʝ ʠʥʬʦʨʤʘʮʠʠ, 

ʇʦʜʘʚʣʷʶʱʝʝ ʙʦʣʴʰʠʥʩʪʚʦ ʢʦʤʧʴʶʪʝʨʦʚ ʚ ʀʥʪʝʨʥʝʪʝ ʩʚʷʟʘʥʦ ʧʦ 

ʧʨʦʪʦʢʦʣʘʤ tcp/ip. 

ʇʨʦʪʦʢʦʣ ip ï ʵʪʦ ʧʨʦʪʦʢʦʣ, ʦʧʠʩʳʚʘʶʱʠʡ ʬʦʨʤʘʪ ʧʘʢʝʪʘ ʜʘʥ-

ʥʳʭ, ʧʝʨʝʜʘʚʘʝʤʦʛʦ ʧʦ ʩʝʪʠ (ʦʧʨʝʜʝʣʷʝʪ, ʛʜʝ ʘʜʨʝʩ ʠ ʧʨʦʯʘʷ ʩʣʫʞʝʙ-

ʥʘʷ ʠʥʬʦʨʤʘʮʠʷ, ʘ ʛʜʝ ʩʘʤʠ ʧʝʨʝʜʘʚʘʝʤʳʝ ʜʘʥʥʳʝ). 

ʇʨʦʪʦʢʦʣ tcp ʧʨʝʜʥʘʟʥʘʯʝʥ ʜʣʷ ʢʦʥʪʨʦʣʷ ʧʝʨʝʜʘʯʠ, ʢʦʥʪʨʦʣʷ ʮʝ-

ʣʦʩʪʥʦʩʪʠ ʧʝʨʝʜʘʚʘʝʤʦʡ ʠʥʬʦʨʤʘʮʠʠ. 

ʊʠʧʳ ʩʝʨʚʠʩʦʚ ʀʥʪʝʨʥʝʪʘ. ʉʝʨʚʠʩʳ ʀʥʪʝʨʥʝʪʘ ʢʣʘʩ-

ʩʠʬʠʮʠʨʫʁ ʪʩʷ ʥʘ: 

Å ʦʪʣʦʞʝʥʥʦʛʦ ʯʪʝʥʠʷ ï ʟʘʧʨʦʩ ʠ ʧʦʣʫʯʝʥʠʝ ʠʥʬʦʨʤʘʮʠʠ ʤʦʛʫʪ 

ʙʳʪʴ ʜʦʩʪʘʪʦʯʥʦ ʩʠʣʴʥʦ ʨʘʟʜʝʣʝʥʳ ʧʦ ʚʨʝʤʝʥʠ (ʵʣʝʢʪʨʦʥʥʘʷ ʧʦʯʪʘ); 
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Å ʧʨʷʤʦʛʦ ʦʙʨʘʱʝʥʠ ̫ï ʠʥʬʦʨʤʘʮʠʷ ʧʦ ʟʘʧʨʦʩʫ ʚʦʟʚʨʘʱʘʝʪʩʷ 

ʥʝʤʝʜʣʝʥʥʦ. ʆʜʥʘʢʦ ʦʪ ʧʦʣʫʯʘʪʝʣʷ ʠʥʬʦʨʤʘʮʠʠ ʥʝ ʪʨʝʙʫʝʪʩʷ ʥʝʤʝʜ-

ʣʝʥʥʦʡ ʨʝʘʢʮʠʠ (ʬʘʢʩ); 

Å ʠʥʪʝʨʘʢʪʠʚʥʳʝ ï ʟʜʝʩʴ ʪʨʝʙʫʝʪʩʷ ʥʝʤʝʜʣʝʥʥʘʷ ʨʝʘʢʮʠʷ ʥʘ ʧʦ-

ʣʫʯʝʥʥʫʶ ʠʥʬʦʨʤʘʮʠʶ, ʪ. ʝ. ʧʦʣʫʯʘʝʤʘʷ ʠʥʬʦʨʤʘʮʠʷ ʷʚʣʷʝʪʩʷ, ʧʦ 

ʩʫʪʠ, ʟʘʧʨʦʩʦʤ (ʪʝʣʝʬʦʥ). 

ʕʣʝʢʪʨʦʥʥʘʷ ʧʦʯʪʘ ʦʯʝʥʴ ʧʦʭʦʞʘ ʥʘ ʦʙʳʯʥʫʶ ʙʫʤʘʞʥʫʶ ʧʦʯʪʫ, 

ʦʙʣʘʜʘʷ ʪʝʤʠ ʞʝ ʜʦʩʪʦʠʥʩʪʚʘʤʠ ʠ ʥʝʜʦʩʪʘʪʢʘʤʠ. 

ʉʝʪʝʚʳʝ ʥʦʚʦʩʪʠ (ʪʝʣʝʢʦʥʬʝʨʝʥʮʠʠ) ʧʝʨʝʜʘʶʪ ʩʦʦʙʱʝʥʠʷ ʦʪ ʦʜ-

ʥʦʛʦ ʤʥʦʛʠʤ. 

FTP ʉʝʨʚʠʩ ï ʧʝʨʝʜʘʯʘ ʬʘʡʣʦʚ ʤʝʞʜʫ ʨʘʟʥʳʤʠ ʢʦʤʧʴʶʪʝʨʘʤʠ, 

ʨʘʙʦʪʘʶʱʠʤʠ ʚ ʩʝʪʷʭ tcp/ip. 

WWW  (World  Wide Web ï ʚʩʝʤʠʨʥʘʷ ʧʘʫʪʠʥʘ) ï ʩʘʤʳʡ ʧʦʧʫ-

ʣʷʨʥʳʡ ʠ ʠʥʪʝʨʝʩʥʳʡ ʩʝʨʚʠʩ ʀʥʪʝʨʥʝʪʘ ʠ ʩʘʤʦʝ ʫʜʦʙʥʦʝ ʩʨʝʜʩʪʚʦ 

ʨʘʙʦʪʳ ʩ ʠʥʬʦʨʤʘʮʠʝʡ. ʏʘʩʪʦ ʠʩʧʦʣʴʟʫʝʤʳ ʪʝʨʤʠʥʳ, ʠʩʧʦʣʴʟʫʶɦ ʠ-

ʝʩʷ ʚ WWW, ʩʣʝʜʫʶɦ ʠʝ: 

Å Html (ʷʟʳʢ ʨʘʟʤʝʪʢʠ ʛʠʧʝʨʪʝʢʩʪʘ) ï ʵʪʦ ʬʦʨʤʘʪ ʛʠʧʝʨʤʝʜʠʡʥʳʭ 

ʜʦʢʫʤʝʥʪʦʚ, ʦʧʠʩʳʚʘʶʱʠʡ ʝʛʦ ʩʪʨʫʢʪʫʨʫ ʠ ʩʚʷʟʠ. ʀʤʝʥʘ ʬʘʡʣʦʚ ʚ 

ʬʦʨʤʘʪʝ html ʠʤʝʶʪ ʨʘʩʰʠʨʝʥʠʝ htm; 

Å URL (ʫʥʠʚʝʨʩʘʣʴʥʳʡ ʫʢʘʟʘʪʝʣʴ ʥʘ ʨʝʩʫʨʩ) ï ʥʘʟʚʘʥʠʝ ʩʩʳʣʦʢ ʥʘ 

ʠʥʬʦʨʤʘʮʠʦʥʥʳʝ ʨʝʩʫʨʩʳ ʀʥʪʝʨʥʝʪʘ; 

Å Http (ʧʨʦʪʦʢʦʣ ʧʝʨʝʜʘʯʠ ʛʠʧʝʨʪʝʢʩʪʘ) ï ʥʘʟʚʘʥʠʝ ʧʨʦʪʦʢʦʣʘ, ʧʦ 

ʢʦʪʦʨʦʤʫ ʚʟʘʠʤʦʜʝʡʩʪʚʫʶʪ ʢʣʠʝʥʪ ʠ ʩʝʨʚʝʨ WWW. 

ICQ , IRC ï ʧʨʦʛʨʘʤʤʳ, ʢʦʪʦʨʳʝ ʧʦʟʚʦʣʷʶʪ ʧʝʨʝʧʠʩʳʚʘʪʴʩʷ ʩ 

ʜʨʫʛʠʤʠ ʣʶʜʴʤʠ ʢʘʢ ʧʦ ʣʦʢʘʣʴʥʦʡ ʩʝʪʠ, ʪʘʢ ʠ ʯʝʨʝʟ ʀʥʪʝʨʥʝʪ. ʆʙ-

ʱʝʥʠʝ ʧʨʦʠʩʭʦʜʠʪ ʚ ʨʝʘʣʴʥʦʤ ʚʨʝʤʝʥʠ. 

MUD ï ʤʥʦʛʦʧʦʣʴʟʦʚʘʪʝʣʴʩʢʠʝ ʠʛʨʳ. 

ɸʜʨʝʩʘʮʠʷ ʚ ʀʥʪʝʨʥʝʪʝ. ɺ ʀʥʪʝʨʥʝʪʝ ʢʘʞʜʳʡ ʢʦʤʧʴʶ-

ʪʝʨ ʧʦʣʫʯʘʝʪ ʩʚʦʡ ʫʥʠʢʘʣʴʥʳʡ ʘʜʨʝʩ. ʇʨʠʥʷʪʘ ʜʦʤʝʥʥʘʷ ʩʠʩʪʝʤʘ 

ʠʤʝʥ. ʈʘʟʙʦʨ ʘʜʨʝʩʘ ʠʜʝʪ ʩʧʨʘʚʘ ʥʘʣʝʚʦ. 

ʅʘʧʨʠʤʝʨ, ʚ ʘʜʨʝʩʝ 

topsoft. minsk. by. 

by ï ʫʢʘʟʳʚʘʝʪ ʥʘ ɹʝʣʘʨʫʩʴ; 

minsk ï ʛʦʨʦʜ, ʛʜʝ ʥʘʭʦʜʠʪʩʷ ʦʨʛʘʥʠʟʘʮʠʷ; 

topsoft ï ʦʨʛʘʥʠʟʘʮʠʷ ʜʘʥʥʦʛʦ ʘʜʨʝʩʘ. 

ʂʘʞʜʘʷ ʛʨʫʧʧʘ, ʠʤʝʶʱʘʷ ʜʦʤʝʥ, ʤʦʞʝʪ ʩʦʟʜʘʚʘʪʴ ʠ ʠʟʤʝʥʷʪʴ ʘʜ-

ʨʝʩʘ, ʥʘʭʦʜʷʱʠʝʩʷ ʧʦʜ ʝʝ ʢʦʥʪʨʦʣʝʤ. ɼʦʩʪʘʪʦʯʥʦ ʜʦʙʘʚʠʪʴ ʥʦʚʦʝ 
ʠʤʷ, ʥʘʧʨʠʤʝʨ Petrov, ʚ ʦʧʠʩʘʥʠʝ ʘʜʨʝʩʦʚ ʩʚʦʝʛʦ ʜʦʤʝʥʘ. 

ɸʜʨʝʩ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ ʩʦʩʪʦʠʪ ʠʟ ʜʚʫʭ ʯʘʩʪʝʡ, ʨʘʟʜʝʣʝʥʥʳʭ 

ʩʠʤʚʦʣʦʤ @. ʉʧʨʘʚʘ ʀʥʪʝʨʥʝʪʘ ï ʘʜʨʝʩ ʢʦʤʧʴʶʪʝʨʘ, ʥʘ ʢʦʪʦʨʦʤ 
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ʨʘʩʧʦʣʘʛʘʝʪʩʷ ʧʦʯʪʦʚʦʝ ʦʪʜʝʣʝʥʠʝ ʘʙʦʥʝʥʪʘ, ʘ ʩʣʝʚʘ ʫʢʘʟʚrʘʝʪʩʷ 

ʠʤʷ ʘʙʦʥʝʥʪʘ, ʥʘʧʨʠʤʝʨ: Petrov@topsoft. minsk. by. 

ʆʩʥʦʚʳ ʠʩʧʦʣʴʟʦʚʘʥʠʷ M i c r o s o f t  I n t e r n e t  Ex -

p l o r e r 6 . 0.  Microsoft Internet Explorer ï ʩʨʝʜʩʪʚʦ ʧʦʜʩʦʝʜʠʥʝʥʠʷ ʢ 

ʀʥʪʝʨʥʝʪʫ ʜʣʷ ʧʦʣʫʯʝʥʠʷ ʜʦʩʪʫʧʘ ʢ ʛʠʛʘʥʪʩʢʦʤʫ ʭʨʘʥʠʣʠʱʫ ʜʘʥʥʳʭ. 

ʆʜʥʠʤ ʠʟ ʛʣʘʚʥʳʭ ʧʦʥʷʪʠʡ ʧʨʠ ʨʘʙʦʪʝ ʩ Internet Explorer ʷʚʣ̫ʝʪʩʷ 

ʧʦʥʷʪʠʝ Webïʩʪʨʘʥʠʮʳ. ʇʦʜ Webïʩʪʨʘʥʠʮʝʡ ʧʦʥʠʤʘʝʪʩʷ ʜʦʢʫʤʝʥʪ, 

ʢʦʪʦʨʳʡ ʩʦʜʝʨʞʠʪ ʢʨʦʤʝ ʪʝʢʩʪʘ ʝʱʝ ʠ ʛʨʘʬʠʯʝʩʢʠʝ ʠʟʦʙʨʘʞʝʥʠʷ, 

ʟʚʫʢʦʚʦʝ ʩʦʧʨʦʚʦʞʜʝʥʠʝ ʠ ʜʘʞʝ ʚʠʜʝʦʠʟʦʙʨʘʞʝʥʠʷ. ʂʨʦʤʝ ʪʦʛʦ, 

Webïʩʪʨʘʥʠʮʘ ʤʦʞʝʪ ʠʤʝʪʴ ʩʩʳʣʢʠ ʥʘ ʜʨʫʛʠʝ ʩʪʨʘʥʠʮʳ ʠʣʠ ʧʦʯʪʦ-

ʚʳʝ ʷʱʠʢʠ. ɺ ʟʘʚʠʩʠʤʦʩʪʠ ʦʪ ʥʘʩʪʨʦʡʢʠ ʧʨʦʛʨʘʤʤʳ ʪʘʢʠʝ ʩʩʳʣʢʠ 

ʦʙʳʯʥʦ ʚʳʜʝʣʷʶʪʩʷ ʚ ʜʦʢʫʤʝʥʪʝ ʮʚʝʪʦʤ ʠʣʠ ʧʦʜʯʝʨʢʠʚʘʥʠʝʤ. ʋʢʘ-

ʟʘʪʝʣʴ ʤʳʰʠ, ʧʨʦʭʦʜʷ ʥʘʜ ʩʩʳʣʢʦʡ, ʠʟʤʝʥʷʝʪ ʩʚʦʶ ʬʦʨʤʫ ʥʘ ʠʟʦʙ-

ʨʘʞʝʥʠʝ ʨʫʢʠ, ʘ ʚ ʩʪʨʦʢʝ ʩʦʩʪʦʷʥʠʷ ʦʪʦʙʨʘʞʘʝʪʩʷ ʘʜʨʝʩ ʧʝʨʝʭʦʜʘ, 

ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʩʩʳʣʢʝ. 

ʈʘʙʦʪʘ ʧʨʦʛʨʘʤʤʳ ʀʥʪʝʨʥʝʪ ʥʘʯʠʥʘʝʪʩʷ ʩ ʟʘʛʨʫʟʢʠ ʥʘ ʢʦʤʧʴʁ ʪʝʨ 

ʥʘʯʘʣʴʥʦʡ ʩʪʨʘʥʠʮʳ. ɺ ʢʘʯʝʩʪʚʝ ʥʘʯʘʣʴʥʦʡ ʩʪʨʘʥʠʮʳ ʤʦʞʥʦ ʟʘʜʘʪʴ 

ʣʶʙʫʶ Webïʩʪʨʘʥʠʮʫ. 

ɺ ʧʨʦʮʝʩʩʝ ʨʘʙʦʪʳ ʤʦʞʥʦ ʧʨʝʨʚʘʪʴ ʧʨʦʮʝʩʩ ʟʘʛʨʫʟʢʠ Webï

ʩʪʨʘʥʠʮʳ, ʥʘʞʘʚ ʢʥʦʧʢʫ ʆʩʪʘʥʦʚʠʪʴ. ɼʣʷ ʧʦʚʪʦʨʥʦʡ ʟʘʛʨʫʟʢʠ ʪʝ-

ʢʫʱʝʡ Webïʩʪʨʘʥʠʮʳ ʥʘʞʠʤʘʝʪʩʷ ʢʥʦʧʢʘ ʆʙʥʦʚʠʪʴ. ɼʣʷ ʦʙʣʝʛʯʝ-

ʥʠʷ ʧʝʨʝʤʝʱʝʥʠʷ ʧʦ ʙʝʩʢʦʥʝʯʥʦʡ ʧʘʫʪʠʥʝ ʩʩʳʣʦʢ ʥʘ ʨʘʟʣʠʯʥʳʝ 

Webïʩʪʨʘʥʠʮʳ ʤʦʞʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʢʥʦʧʢʘʤʠ ʅʘʟʘʜ ʠ ɺʧʝʨʝʜ. 

ɼʣʷ ʧʝʨʝʭʦʜʘ ʥʘ ʥʘʯʘʣʴʥʫʶ ʩʪʨʘʥʠʮʫ ʥʫʞʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʢʥʦʧ-

ʢʦʡ ɼʦʤʦʡ. ɼʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʜʨʫʛʠʭ Webïʩʪʨʘʥʠʮ ʥʫʞʥʦ ʚʚʝʩʪʠ ʚ 

ʧʦʣʝ ɸʜʨʝʩ ʥʦʚʳʡ ʘʜʨʝʩ ʠʣʠ ʫʢʘʟʘʪʝʣʝʤ ʤʳʰʠ ʚʳʙʨʘʪʴ ʠʥʪʝʨʝʩʫʶ-

ʱʫʶ ʩʩʳʣʢʫ ʚ ʪʝʢʫʱʝʡ Webïʩʪʨʘʥʠʮʝ. ʄʦʞʥʦ ʩʦʭʨʘʥʠʪʴ ʣʶʙʫʶ 

ʩʪʨʘʥʠʮʫ ʥʘ ʩʚʦʝʤ ʢʦʤʧʴʶʪʝʨʝ, ʚʳʙʨʘʚ ʠʟ ʤʝʥʶ ʌʘʡʣ ʢʦʤʘʥʜʫ ʉʦ-

ʭʨʘʥʠʪʴ ʢʘʢ. 
ʅʘʩʪʨʦʡʢʘ I n t e r n e t E x p l o r e r. ʅʘʩʪʨʦʡʢʘ ʧʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ. ʇʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʤʦʞʥʦ ʥʘʩʪʨʘʠʚʘʪʴ: 

ʦʪʦʙʨʘʞʘʪʴ ʠʣʠ ʩʢʨʚrʘʪʴ, ʫʜʘʣʷʪʴ ʠʣʠ ʜʦʙʘʚʣʷʪʴ ʥʘ ʥʝʡ ʢʥʦʧʢʠ 

ʠ ʪ. ʜ. 

ɼʣʷ ʥʘʩʪʨʦʡʢʠ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ɺʠʜ 

ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʟʘʪʝʤ ʅʘʩʪʨʦʡʢʘ ( 

ʇʦʣʝ ʊʝʢʩʪ ʢʥʦʧʢʠ ʩʣʫʞʠʪ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʥʘʜʧʠʩʝʡ ʥʘ ʧʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ. 
ʇʦʣʝ ʈʘʟʤʝʨ ʟʥʘʯʢʘ ʩʣʫʞʠʪ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʨʘʟʤʝʨʘ ʟʥʘʯʢʦʚ. ɼʣʷ 

ʜʦʙʘʚʣʝʥʠʷ ʠʣʠ ʫʜʘʣʝʥʠʷ ʢʘʢʦʡïʣʠʙʦ ʢʥʦʧʢʠ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʝʝ 

ʚ ʩʧʠʩʢʝ ʀʤʝʶʱʠʝʩʷ ʢʥʦʧʢʠ ʠ ʥʘʞʘʪʴ ɼʦʙʘʚʠʪʴ ʠʣʠ ʋʜʘʣʠʪʴ. ɼʣʷ 

mailto:Petrov@topsoft.minsk.by
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ʠʟʤʝʥʝʥʠʷ ʧʦʨʷʜʢʘ ʩʣʝʜʦʚʘʥʠʷ ʢʥʦʧʦʢ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ 

ʥʫʞʥʫʶ ʚ ʩʧʠʩʢʝ ʇʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɺʚʝʨʭ ʠʣʠ 

ɺʥʠʟ. 
ʋʩʢʦʨʝʥʠʝ ʟʘʛʨʫʟʢʠ W e bïʩʪʨʘʥʠʮʳ. ʆʯʝʥʴ ʤʥʦʛʠʝ 

Webïʩʪʨʘʥʠʮʳ ʜʣʷ ʙʦʣʴʰʝʡ ʥʘʛʣʷʜʥʦʩʪʠ ʠʩʧʦʣʴʟʫʶʪ ʛʨʘʬʠʯʝʩʢʠʝ 

ʠʟʦʙʨʘʞʝʥʠʷ, ʟʚʫʢʦʚʳʝ ʠ ʚʠʜʝʦʵʬʬʝʢʪʳ. ɿʘʛʨʫʟʢʘ ʪʘʢʦʡ Webï

ʩʪʨʘʥʠʮʳ ʦʩʦʙʝʥʥʦ ʧʨʠ ʧʣʦʭʦʡ ʩʚʷʟʠ ʤʦʞʝʪ ʟʘʥʷʪʴ ʜʣʠʪʝʣʴʥʦʝ ʚʨʝʤʷ 

(ʜʦ ʥʝʩʢʦʣʴʢʠʭ ʤʠʥʫʪ ʠʣʠ ʜʘʞʝ ʥʝʩʢʦʣʴʢʠʭ ʜʝʩʷʪʢʦʚ ʤʠʥʫʪ). ʋʩʢʦ-

ʨʠʪʴ ʦʪʦʙʨʘʞʝʥʠʝ ʠʥʪʝʨʝʩʫʶʱʝʡ Webïʩʪʨʘʥʠʮʳ ʤʦʞʥʦ ʟʘʧʨʝʪʠʚ 

ʟʘʛʨʫʟʢʫ ʥʘ ʧʝʨʩʦʥʘʣʴʥʳʡ ʢʦʤʧʴʶʪʝʨ ʠʟʦʙʨʘʞʝʥʠʡ, ʟʚʫʢʘ ʠʣʠ ʚʠʜʝʦ. 

ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʀʟ ʤʝʥʶ ɺʠʜ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʚʦʡʩʪʚʘ ʦʙʦʟʨʝʚʘʪʝʣʷ. 

Å ʈʘʩʢʨʳʪʴ ʚʢʣʘʜʢʫ ɼʦʧʦʣʥʠʪʝʣʴʥʦ. 

Å ɺ ʛʨʫʧʧʝ ʵʣʝʤʝʥʪʦʚ ʫʧʨʘʚʣʝʥʠʷ ʄʫʣʴʪʠʤʝʜʠʘ ʩʙʨʦʩʠʪʴ ʥʝʦʙ-

ʭʦʜʠʤʳʝ ʬʣʘʞʢʠ. 

ɺ ʟʘʛʨʫʞʝʥʥʦʡ Webïʩʪʨʘʥʠʮʝ ʚʤʝʩʪʦ ʨʠʩʫʥʢʦʚ ʙʫʜʫʪ ʥʘʭʦʜʠʪʴʩʷ 

ʧʫʩʪʳʝ ʤʝʩʪʘ, ʚʳʜʝʣʝʥʥʳʝ ʨʘʤʢʦʡ ʠ ʦʪʤʝʯʝʥʥʳʝ ʩʧʝʮʠʘʣʴʥʳʤ ʟʥʘ-

ʢʦʤ. ʆʜʥʘʢʦ ʩʫʱʝʩʪʚʫʝʪ ʚʦʟʤʦʞʥʦʩʪʴ ʟʘʛʨʫʞʘʪʴ ʢʘʞʜʳʡ ʨʠʩʫʥʦʢ 

ʦʪʜʝʣʴʥʦ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʥʘ ʠʥʪʝ-

ʨʝʩʫʶʱʝʤ ʟʥʘʯʢʝ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʦʢʘʟʘʪʴ ʨʠʩʫʥʦʢ. 

ʉʤʝʥʘ ʜʦʤʘʰʥʝʡ ʩʪʨʘʥʠʮʳ. ɼʦʤʘʰʥʷʷ ʩʪʨʘʥʠʮʘ ï 

ʵʪʦ ʪʘ ʩʪʨʘʥʠʮʘ, ʢʦʪʦʨʘʷ ʦʪʦʙʨʘʞʘʝʪʩʷ ʧʨʠ ʢʘʞʜʦʤ ʟʘʧʫʩʢʝ ʦʙʦʟʨʝʚʘ-

ʪʝʣʷ Internet Explorer. ʂʘʢ ʧʨʘʚʠʣʦ, ʵʪʦ ʪʘ ʩʪʨʘʥʠʮʘ, ʢʦʪʦʨʫʶ ʧʦʣʴʟʦ-

ʚʘʪʝʣʴ ʯʘʩʪʦ ʧʨʦʩʤʘʪʨʠʚʘʝʪ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ Webïʩʪʨʘʥʠʮʫ ʩʜʝʣʘʪʴ 

ʜʦʤʘʰʥʝʡ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʇʝʨʝʡʪʠ ʥʘ ʩʪʨʘʥʠʮʫ, ʢʦʪʦʨʫʶ ʩʣʝʜʫʝʪ ʦʪʢʨʳʚʘʪʴ ʧʨʠ ʢʘʞʜʦʤ 

ʟʘʧʫʩʢʝ Internet Explorer, 

Å ʀʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʚʦʡʩʪʚʘ ʦʙʦʟʨʝʚʘʪʝʣʷ. 

Å ʈʘʩʢʨʳʪʴ ʚʢʣʘʜʢʫ ʆʙʱʠʝ. 

Å ɺ ʛʨʫʧʧʝ ɼʦʤʘʰʥʷʷ ʩʪʨʘʥʠʮʘ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʩ ʊʝʢʫɦ ʝʡ. 

ɼʣʷ ʚʦʩʩʪʘʥʦʚʣʝʥʠʷ ʩʪʘʥʜʘʨʪʥʦʡ ʜʦʤʘʰʥʝʡ ʩʪʨʘʥʠʮʳ ʥʝʦʙʭʦʜʠ-

ʤʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʢʥʦʧʢʦʡ ʉ ʠʩʭʦʜʥʦʡ. 

ɼʦʙʘʚʣʝʥʠʝ ʩʪʨʘʥʠʮ ʥʘ ʧʘʥʝʣʴ ʉʩʳʣʢʠ ʠ ʚ 

ʧʘʧʢʫ ʀʟʙʨʘʥʥʦʝ. ʇʦʩʣʝ ʧʨʦʩʤʦʪʨʘ ʥʫʞʥʳʭ Webïʩʪʨʘʥʠʮ 

ʤʦʞʥʦ ʩʦʭʨʘʥʠʪʴ ʩʩʳʣʢʠ ʥʘ ʥʠʭ ʥʘ ʧʘʥʝʣʠ ʉʩʳʣʢʠ, ʯʪʦ ʧʦʟʚʦʣʠʪ 

ʣʝʛʢʦ ʦʪʢʨʳʪʴ ʠʭ ʚʧʦʩʣʝʜʩʪʚʠʠ. 

ɼʦʙʘʚʠʪʴ ʩʪʨʘʥʠʮʫ ʥʘ ʧʘʥʝʣʴ ʩʩʳʣʦʢ ʤʦʞʥʦ ʥʝʩʢʦʣʴʢʠʤʠ ʩʧʦʩʦ-
ʙʘʤʠ; 

Å ʧʝʨʝʪʘʱʠʪʴ ʟʥʘʯʦʢ ʚʳʙʨʘʥʥʦʡ ʩʪʨʘʥʠʮʳ ʠʟ ʘʜʨʝʩʥʦʡ ʩʪʨʦʢʠ ʥʘ 

ʧʘʥʝʣʴ ʩʩʳʣʦʢ; 

Å ʧʝʨʝʪʘʱʠʪʴ ʩʩʳʣʢʫ ʚ ʧʘʧʢʫ ʉʩʳʣʢʠ ʚ ʩʧʠʩʢʝ ʀʟʙʨʘʥʥʦʝ. 
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ɺ ʩʣʫʯʘʝ, ʝʩʣʠ ʯʠʩʣʦ ʧʦʩʪʦʷʥʥʦ ʠʩʧʦʣʴʟʫʝʤʳʭ ɺʘʤʠ ʘʜʨʝʩʦʚ 

ʚʝʣʠʢʦ, ʪʦ ʜʣʷ ʭʨʘʥʝʥʠʷ ʘʜʨʝʩʦʚ ʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʢ ʥʠʤ ʚ ʧʨʦ-

ʛʨʘʤʤʝ ʧʨʝʜʫʩʤʦʪʨʝʥʘ ʧʘʧʢʘ ʀʟʙʨʘʥʥʦʝ. ʏʪʦʙʳ ʜʦʙʘʚʠʪʴ ʩʩʳʣʢʫ ʚ 

ʧʘʧʢʫ ʀʟʙʨʘʥʥʦʝ, ʥʘʜʦ ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʚ ʣʶʙʦʤ ʤʝʩʪʝ 

ʟʘʛʨʫʞʝʥʥʦʡ ʩʪʨʘʥʠʮʳ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɼʦʙʘʚʠʪʴ ʚ ʠʟʙʨʘʥʥʦʝ. ɺ 

ʧʦ̫ʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ɼʦʙʘʚʣʝʥʠʝ ʚ ʠʟʙʨʘʥʥʦʝ ʚ ʧʦʣʝ ʀʤʷ 

ʚʚʝʩʪʠ ʣʶʙʦʝ ʥʘʟʚʘʥʠʝ ʜʣʷ ʜʘʥʥʦʡ ʩʩʳʣʢʠ ʠ ʥʘʞʘʪʴ ʆʂ. ɽʩʣʠ ʥʝʦʙ-

ʭʦʜʠʤʦ ʧʦʤʝʩʪʠʪʴ ʩʩʳʣʢʫ ʚ ʦʧʨʝʜʝʣʝʥʥʫʶ ʧʘʧʢʫ, ʪʦ ʚʤʝʩʪʦ Ok ʥʘʜʦ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɼʦʙʘʚʠʪʴ ʚ, ʘ ʟʘʪʝʤ ʣʠʙʦ ʚʙrʨʘʪʴ ʩʫʱʝʩʪʚʫʶʱʫʶ 

ʧʘʧʢʫ ʜʣʷ ʭʨʘʥʝʥʠʷ ʩʩʳʣʢʠ, ʣʠʙʦ ʩʦʟʜʘʪʴ ʥʦʚʫʶ ʧʘʧʢʫ, ʥʘʞʘʚ ʢʥʦʧ-

ʢʫ ʉʦʟʜʘʪʴ ʧʘʧʢʫ. 

ʀʟʤʝʥʝʥʠʝ ʢʦʜʠʨʦʚʢʠ ʨʫʩʩʢʠʭ ʩʠʤʚʦʣʦʚ. Internet 

Explorer ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʦʧʨʝʜʝʣʷʝʪ, ʢʘʢʫʶ ʢʦʜʠʨʦʚʢʫ ʠʩʧʦʣʴʟʫʝʪ 

ʪʝʢʫʱʘʷ Webïʩʪʨʘʥʠʮʘ. ɽʩʣʠ ʧʨʠ ʦʪʦʙʨʘʞʝʥʠʠ Webïʩʪʨʘʥʠʮʳ ʥʝʣʴ-

ʟʷ ʧʨʦʯʝʩʪʴ ʪʝʢʩʪ ʥʘ ʨʫʩʩʢʦʤ ʷʟʳʢʝ, ʪʦ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ɺʠʜ ʚr -

ʙʨʘʪʴ ʢʦʤʘʥʜʫ ʂʦʜʠʨʦʚʢʘ (ʠʣʠ ʚʳʟʚʘʪʴ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʥʘ ʪʝʢʫ-

ʱʝʡ ʩʪʨʘʥʠʮʝ ʠ ʚʳʙʨʘʪʴ ʂʦʜʠʨʦʚʢʘ). 

ʀʟʤʝʥʝʥʠʝ ʚʝʣʠʯʠʥʳ ʰʨʠʬʪʦʚ ʦʪʦʙʨʘʞʝʥʠʷ. 

ɽʩʣʠ ʥʘ ʵʢʨʘʥʝ ʦʪʦʙʨʘʞʘʝʪʩʷ ʩʣʠʰʢʦʤ ʤʝʣʢʠʡ ʰʨʠʬʪ, ʪʦ ʝʛʦ ʚʝʣʠ-

ʯʠʥʫ ʤʦʞʥʦ ʠʟʤʝʥʠʪʴ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ɺʠʜ ʚrʙʨʘʪʴ 

ʢʦʤʘʥʜʫ ʈʘʟʤʝʨ ʰʨʠʬʪʘ. ɺʦʟʤʦʞʥʦ ʧʷʪʴ ʪʠʧʦʨʘʟʤʝʨʦʚ ʰʨʠʬʪʘ ï ʦʪ 

ʩʘʤʦʛʦ ʢʨʫʧʥʦʛʦ ʜʦ ʩʘʤʦʛʦ ʤʝʣʢʦʛʦ. 

 

2. ʉʨʝʜʩʪʚʘ ʧʦʠʩʢʘ ʠʥʬʦʨʤʘʮʠʠ ʚ ʀʥʪʝʨʥʝʪʝ. ɺ ʥʘʩʪʦʷʱʝʝ ʚʨʝʤʷ 

ʨʦʩʪ ʠʥʬʦʨʤʘʮʠʦʥʥʳʭ ʨʝʩʫʨʩʦʚ ʀʥʪʝʨʥʝʪʘ ʧʨʦʠʩʭʦʜʠʪ ʚʳʩʦʢʠʤʠ 

ʪʝʤʧʘʤʠ. ɺʩʝʤʠʨʥʘʷ ʩʝʪʴ ʥʘʧʦʤʠʥʘʝʪ ʯʠʪʘʣʴʥʳʡ ʟʘʣ ʙʠʙʣʠʦʪʝʢʠ, ʛʜʝ 

ʭʨʘʥʷʪʩʷ ʛʠʛʘʥʪʩʢʠʝ ʦʙʲʝʤʳ ʪʝʢʩʪʦʚʳʭ, ʛʨʘʬʠʯʝʩʢʠʭ, ʤʫʣʴʪʠʤʝʜʠʡ-

ʥʳʭ, ʘʨʭʠʚʥʳʭ ʠ ʧʨʦʯʠʭ ʬʘʡʣʦʚ. ɿʜʝʩʴ ʚʩʝ ʝʞʝʯʘʩʥʦ ʤʝʥʷʝʪʩʷ, ʯʠʩʣʦ 

ʨʘʟʥʦʦʙʨʘʟʥʳʭ ʜʦʢʫʤʝʥʪʦʚ ʚʦʟʨʘʩʪʘʝʪ ʢʘʞʜʫʶ ʩʝʢʫʥʜʫ, ʠ ʥʘʡʪʠ ʥʝ-

ʦʙʭʦʜʠʤʫʶ ʠʥʬʦʨʤʘʮʠʶ ʩʪʘʥʦʚʠʪʩʷ ʚʩʝ ʪʨʫʜʥʝʝ. ɽʜʠʥʩʪʚʝʥʥʳʤ 

ʥʘʜʝʞʥʳʤ ʩʧʦʩʦʙʦʤ ʧʦʠʩʢʘ ʠʥʬʦʨʤʘʮʠʠ ʷʚʣʷʝʪʩʷ ʠʩʧʦʣʴʟʦʚʘʥʠʝ 

ʩʧʝʮʠʘʣʴʥʳʭ ʧʦʠʩʢʦʚʳʭ ʩʠʩʪʝʤ, ʢʦʪʦʨʳʝ ʧʦʩʪʦʷʥʥʦ ʦʪʩʣʝʞʠʚʘʶʪ 

ʠʟʤʝʥʝʥʠʷ ʠʥʬʦʨʤʘʮʠʠ ʚ ʩʝʪʠ. 

ʇʦʠʩʢʦʚʳʝ ʩʠʩʪʝʤʳ ï ʵʪʦ ʩʧʝʮʠʘʣʴʥʦʝ ʧʨʦʛʨʘʤʤʥʦʝ ʦʙʝʩʧʝʯʝ-

ʥʠʝ, ʦʩʥʦʚʥʘʷ ʟʘʜʘʯʘ ʢʦʪʦʨʦʛʦ ʟʘʢʣʶʯʘʝʪʩʷ ʚ ʦʨʛʘʥʠʟʘʮʠʠ ʥʘʠʙʦʣʝʝ 

ʦʧʪʠʤʘʣʴʥʦʛʦ ʧʦʠʩʢʘ ʠʥʬʦʨʤʘʮʠʠ ʚ ʀʥʪʝʨʥʝʪʝ. 

ʀʟʚʝʩʪʥʳʝ ʥʘ ʩʝʛʦʜʥʷʰʥʠʡ ʜʝʥʴ ʧʦʠʩʢʦʚʳʝ ʩʠʩʪʝʤʳ ʫʩʣʦʚʥʦ ʜʝ-
ʣʷʪʩʷ ʥʘ ʩʣʝʜʫʶʱʠʝ ʦʩʥʦʚʥʳʝ ʛʨʫʧʧʳ: 

Å ʧʦʠʩʢʦʚʳʝ ʩʠʩʪʝʤʳ ʦʙʱʝʛʦ ʥʘʟʥʘʯʝʥʠʷ (ʘʚʪʦʤʘʪʠʯʝʩʢʠʝ ʠʥʜʝʢ-

ʩʳ); 

Å ʪʝʤʘʪʠʯʝʩʢʠʝ ʢʘʪʘʣʦʛʠ (ʩʧʨʘʚʦʯʥʠʢʠ) ʀʥʪʝʨʥʝʪʘ; 
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Å ʩʧʝʮʠʘʣʠʟʠʨʦʚʘʥʥʳʝ ʧʦʠʩʢʦʚʳʝ ʩʠʩʪʝʤʳ; 

Å ʤʝʪʘʧʦʠʩʢʦʚʳʝ ʩʠʩʪʝʤʳ. 

ʇʦʠʩʢʦʚʳʝ ʩʠʩʪʝʤʳ ʦʙʱʝʛʦ ʥʘʟʥʘʯʝʥʠʷ. ʆʜʥʦ-

ʚʨʝʤʝʥʥʦ ʩ ʧʦʷʚʣʝʥʠʝʤ ʩʝʨʚʝʨʦʚ ɺʩʝʤʠʨʥʦʡ ʧʘʫʪʠʥʳ ʙʳʣʠ ʩʦʟʜʘʥʳ 

ʩʧʝʮʠʘʣʴʥʳʝ ʧʦʠʩʢʦʚʳʝ ʩʝʨʚʝʨʳ, ʦʩʥʦʚʥʘʷ ʬʫʥʢʮʠʷ ʢʦʪʦʨʳʭ ʩʦʩʪʦʠʪ 

ʚ ʧʦʠʩʢʝ ʠʥʬʦʨʤʘʮʠʠ ʩʨʝʜʠ ʨʘʟʣʠʯʥʳʭ ʠʥʬʦʨʤʘʮʠʦʥʥʳʭ ʨʝʩʫʨʩʦʚ 

ʀʥʪʝʨʥʝʪʘ, ʚʢʣʶʯʘʷ ʩʝʨʚʝʨʳ World Wide Web, FTP, Gopher, ʪʝʣʝ-

ʢʦʥʬʝʨʝʥʮʠʠ Usenet ʠ ʩʧʠʩʢʠ ʘʜʨʝʩʦʚ E-mail. 

ʉʪʨʘʪʝʛʠʷ ʨʘʙʦʪʳ ʩʦʚʨʝʤʝʥʥʳʭ ʧʦʠʩʢʦʚʳʭ ʩʝʨʚʝʨʦʚ ʙʘʟʠʨʫʝʪʩʷ 

ʥʘ ʜʚʫʭ ʧʦʜʭʦʜʘʭ. ɺ ʧʝʨʚʦʤ ʩʣʫʯʘʝ ʩʦʟʜʘʶʪʩʷ ʠ ʥʝʧʨʝʨʳʚʥʦ ʧʦʧʦʣ-

ʥʷʶʪʩʷ ʦʛʨʦʤʥʳʝ ʙʘʟʳ ʜʘʥʥʳʭ, ʭʨʘʥʷʱʠʝ ʠʥʬʦʨʤʘʮʠʶ ʦ ʤʠʣʣʠʦʥʘʭ 

ʜʦʢʫʤʝʥʪʦʚ, ʠʤʝʶʱʠʭʩʷ ʚ ʀʥʪʝʨʥʝʪʝ. ʉʙʦʨ ʠʥʬʦʨʤʘʮʠʠ ʘʚʪʦʤʘʪʠ-

ʯʝʩʢʠ ʚʳʧʦʣʥʷʝʪʩʷ ʩʧʝʮʠʘʣʴʥʳʤʠ ʧʨʦʛʨʘʤʤʘʤʠ (ʠʭ ʥʘʟʳʚʘʶʪ ʨʦʙʦ-

ʪʘʤʠ, ʧʘʫʢʘʤʠ ʠ ʪ. ʧ.), ʢʦʪʦʨʳʝ ʧʨʦʩʤʘʪʨʠʚʘʶʪ ʩʝʨʚʝʨʳ ʀʥʪʝʨʥʝʪʘ, 

ʢʦʧʠʨʫʶʪ ʜʦʢʫʤʝʥʪʳ, ʘʥʘʣʠʟʠʨʫʶʪ ʚʩʪʨʝʯʘʶʱʠʝʩʷ ʩʣʦʚʘ ʠ ʚʳʧʦʣ-

ʥʷʶʪ ʠʥʜʝʢʩʘʮʠʶ. ʀʥʜʝʢʩʘʮʠʷ ʟʘʢʣʶʯʘʝʪʩʷ ʚ ʚʳʙʦʨʝ ʚʩʝʭ ʟʥʘʯʘʱʠʭ 

ʩʣʦʚ, ʥʘʟʳʚʘʝʤʳʭ ʢʣʶʯʝʚʳʤʠ. ʆʜʥʠ ʧʦʠʩʢʦʚʳʝ ʩʠʩʪʝʤʳ ʦʙʨʘʙʘʪʳ-

ʚʘʶʪ ʚʝʩʴ ʜʦʢʫʤʝʥʪ, ʜʨʫʛʠʝ ʪʦʣʴʢʦ ʦʪʜʝʣʴʥʳʝ ʯʘʩʪʠ ʜʦʢʫʤʝʥʪʘ: 

ʥʘʟʚʘʥʠʷ, ʟʘʛʦʣʦʚʢʠ, ʥʘʯʘʣʴʥʳʝ ʩʣʦʚʘ ʨʘʟʜʝʣʦʚ. ʉʬʦʨʤʠʨʦʚʘʥʥʳʝ 

ʪʘʢʠʤ ʦʙʨʘʟʦʤ ʠʥʜʝʢʩʳ ʜʦʢʫʤʝʥʪʦʚ ï ʙʘʟʳ ʜʘʥʥʳʭ ʢʣʶʯʝʚʳʭ ʩʣʦʚ ï 

ʜʦʙʘʚʣʷʶʪʩʷ ʢ ʫʞʝ ʩʫʱʝʩʪʚʫʶʱʠʤ ʠ ʭʨʘʥʷʪʩʷ ʥʘ ʧʦʠʩʢʦʚʳʭ ʩʝʨʚʝ-

ʨʘʭ. ʆʙʳʯʥʦ ʵʪʦʪ ʧʨʦʮʝʩʩ ʥʝ ʪʨʝʙʫʝʪ ʥʠʢʘʢʠʭ ʫʩʠʣʠʡ ʩʦ ʩʪʦʨʦʥʳ 

ʯʝʣʦʚʝʢʘ, ʪʘʢ ʢʘʢ ʜʘʥʥʳʝ ʠʥʩʪʨʫʤʝʥʪʳ ʧʦʣʥʦʩʪʴʶ ʩʢʨʳʚʘʶʪ ʦʪ ʧʦʣʴ-

ʟʦʚʘʪʝʣʷ ʩʧʦʩʦʙ ʦʨʛʘʥʠʟʘʮʠʠ ʙʘʟʳ ʜʘʥʥʳʭ ʠ ʝʝ ʩʦʜʝʨʞʠʤʦʝ. ʇʦʠʩʢʦ-

ʚʳʝ ʩʠʩʪʝʤʳ ʪʘʢʦʛʦ ʨʦʜʘ ʥʘʟʳʚʘʶʪʩʷ ʧʦʠʩʢʦʚʳʤʠ ʩʠʩʪʝʤʘʤʠ ʦʙʱʝʛʦ 

ʥʘʟʥʘʯʝʥʠʷ ʠʣʠ ʘʚʪʦʤʘʪʠʯʝʩʢʠʤʠ ʠʥʜʝʢʩʘʤʠ. ɸʚʪʦʤʘʪʠʯʝʩʢʠʡ ʠʥ-

ʜʝʢʩ ʩʦʩʪʦʠʪ ʠʟ ʪʨʝʭ ʯʘʩʪʝʡ: 

Å ʧʨʦʛʨʘʤʤʳ-ʨʦʙʦʪʘ; 

Å ʙʘʟʳ ʜʘʥʥʳʭ, ʩʦʙʠʨʘʝʤʦʡ ʵʪʠʤ ʨʦʙʦʪʦʤ; 

Å ʠʥʪʝʨʬʝʡʩʘ ʜʣʷ ʦʩʫʱʝʩʪʚʣʝʥʠʷ ʧʦʠʩʢʘ ʚ ʙʘʟʝ ʜʘʥʥʳʭ. 

ʊʠʧʠʯʥʳʤʠ ʧʨʝʜʩʪʘʚʠʪʝʣʷʤʠ ʘʚʪʦʤʘʪʠʯʝʩʢʠʭ ʠʥʜʝʢʩʦʚ ʷʚʣʷʁ ʪʩʷ, 

ʥʘʧʨʠʤʝʨ, Alta Vista ʠ Lycos. ʉ ʪʦʯʢʠ ʟʨʝʥʠʷ ʧʦʣʴʟʦʚʘʪʝʣʷ ʘʚʪʦʤʘʪʠ-

ʯʝʩʢʠʝ ʠʥʜʝʢʩʳ ʨʘʙʦʪʘʶʪ ʜʦʩʪʘʪʦʯʥʦ ʧʨʦʩʪʦ: ʧʦʣʴʟʦʚʘʪʝʣʴ ʟʘʜʘʝʪ 

ʢʣʶʯʝʚʦʝ ʩʣʦʚʦ ʠʣʠ ʬʨʘʟʫ, ʧʦʩʪʨʦʝʥʥʫʶ ʠʟ ʢʣʶʯʝʚʳʭ ʩʣʦʚ ʧʦ ʦʧʨʝ-

ʜʝʣʝʥʥʳʤ ʧʨʘʚʠʣʘʤ, ʘ ʧʦʠʩʢʦʚʘʷ ʤʘʰʠʥʘ ʚ ʦʪʚʝʪ ʥʘ ʟʘʧʨʦʩ ʚʳʜʘʝʪ 

ʩʧʠʩʢʠ ʠ ʪʦʯʥʳʝ ʘʜʨʝʩʘ (URL) ʪʝʭ ʜʦʢʫʤʝʥʪʦʚ, ʢʦʪʦʨʳʝ ʩʦʦʪʚʝʪ-

ʩʪʚʫʶʪ ʵʪʦʤʫ ʟʘʧʨʦʩʫ. 
ʊʝʤʘʪʠʯʝʩʢʠʝ ʢʘʪʘʣʦʛʠ. ɼʨʫʛʦʡ ʧʦʜʭʦʜ ʧʨʝʜʧʦʣʘʛʘʝʪ 

ʦʨʛʘʥʠʟʘʮʠʶ ʧʦʠʩʢʦʚʦʛʦ ʩʝʨʚʝʨʘ ʢʘʢ ʧʨʝʜʤʝʪʥʦ-ʦʨʠʝʥʪʠʨʦʚʘʥʥʦʡ 

ʩʠʩʪʝʤʳ, ʛʜʝ ʠʥʬʦʨʤʘʮʠʷ ʧʦ ʦʪʜʝʣʴʥʳʤ ʪʝʤʘʤ ʩʦʙʨʘʥʘ ʚ ʩʦʦʪʚʝʪ-

ʩʪʚʫʶʱʠʭ ʢʘʪʘʣʦʛʘʭ. ʇʨʠʤʝʨʘʤʠ ʤʦʛʫʪ ʩʣʫʞʠʪʴ ʩʝʨʚʝʨʳ Yahoo ʠ 
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Galaxy. ʇʦʠʩʢʦʚʳʝ ʩʠʩʪʝʤʳ ʪʘʢʦʛʦ ʨʦʜʘ ʯʘʩʪʦ ʥʘʟʳʚʘʶʪʩʷ ʧʨʝʜ-

ʤʝʪʥʳʤʠ ʠʣʠ ʪʝʤʘʪʠʯʝʩʢʠʤʠ ʢʘʪʘʣʦʛʘʤʠ. ʊʝʤʘʪʠʯʝʩʢʠʝ ʢʘʪʘʣʦʛʠ 

ʠʩʧʦʣʴʟʫʶʪʩʷ ʚ ʪʝʭ ʩʣʫʯʘʷʭ, ʢʦʛʜʘ ʩʬʦʨʤʫʣʠʨʦʚʘʪʴ ʟʘʧʨʦʩ ʩ ʧʦʤʦ-

ʱʴʶ ʢʣʯʁʝʚʳʭ ʩʣʦʚ ʪʨʫʜʥʦ ʚ ʩʠʣʫ ʩʧʝʮʠʬʠʢʠ ʨʘʟʳʩʢʠʚʘʝʤʦʡ ʠʥ-

ʬʦʨʤʘʮʠʠ ʠʣʠ ʥʝʜʦʩʪʘʪʦʯʥʦʩʪʠ ʟʥʘʥʠʡ ʧʦ ʠʥʪʝʨʝʩʫʶʱʝʡ ʪʝʤʝ. 

ɺ ʢʘʪʘʣʦʛ ʠʥʬʦʨʤʘʮʠʷ ʟʘʥʦʩʠʪʩʷ ʧʦ ʠʥʠʮʠʘʪʠʚʝ ʧʦʣʴʟʦʚʘʪʝʣʷ. 

ɼʦʙʘʚʣʷʝʤʘʷ ʩʪʨʘʥʠʮʘ ʜʦʣʞʥʘ ʙʳʪʴ ʞʝʩʪʢʦ ʧʨʠʚʷʟʘʥʘ ʢ ʧʨʠʥʷʪʳʤ ʚ 

ʢʘʪʘʣʦʛʝ ʢʘʪʝʛʦʨʠʷʤ. ʈʝʟʫʣʴʪʘʪʦʤ ʷʚʣʷʝʪʩʷ ʧʦʩʪʦʷʥʥʦ ʦʙʥʦʚʣʷʶ-

ʱʠʡʩʷ ʜʨʝʚʦʚʠʜʥʳʡ ʢʘʪʘʣʦʛ, ʥʘ ʚʝʨʭʥʝʤ ʫʨʦʚʥʝ ʢʦʪʦʨʦʛʦ ʩʦʙʨʘʥʳ 

ʩʘʤʳʝ ʦʙʱʠʝ ʢʘʪʝʛʦʨʠʠ, ʪʘʢʠʝ, ʢʘʢ çʙʠʟʥʝʩè, çʥʘʫʢʘè, çʦʙʨʘʟʦʚʘʥʠʝè 

ʠ ʪ. ʧ., ʘ ʵʣʝʤʝʥʪʳ ʩʘʤʦʛʦ ʥʠʞʥʝʛʦ ʫʨʦʚʥʷ ʧʨʝʜʩʪʘʚʣʷʶʪ ʩʦʙʦʡ ʩʩʳʣ-

ʢʠ ʥʘ ʦʪʜʝʣʴʥʳʝ Web-ʩʪʨʘʥʠʮʳ ʠ Web-ʫʟʣʳ ʚʤʝʩʪʝ ʩ ʢʨʘʪʢʠʤ ʦʧʠʩʘ-

ʥʠʝʤ ʠʭ ʩʦʜʝʨʞʠʤʦʛʦ. 

ɺʳʙʨʘʚ ʥʫʞʥʳʡ ʨʘʟʜʝʣ, ʧʦʣʴʟʦʚʘʪʝʣʴ ʧʦʣʫʯʘʝʪ ʩʧʠʩʦʢ ʧʦʜʨʘʟʜʝ-

ʣʦʚ, ʩʫʞʘʶʱʠʡ ʢʨʫʛ, ʠ ʪʘʢ ʜʦ ʪʝʭ ʧʦʨ, ʧʦʢʘ ʥʝ ʧʦʧʘʜʝʪ ʥʘ ʩʪʨʘʥʠʮʫ, 

ʩʦʜʝʨʞʘʱʫʶ ʩʩʳʣʢʠ ʥʘ ʥʫʞʥʫʶ ʠʥʬʦʨʤʘʮʠʶ. ʊʝʤʘʪʠʯʝʩʢʠʝ ʢʘʪʘʣʦ-

ʛʠ ʥʝ ʤʦʛʫʪ ʢʦʥʢʫʨʠʨʦʚʘʪʴ ʩ ʧʦʠʩʢʦʚʳʤʠ ʤʘʰʠʥʘʤʠ ʧʦ ʰʠʨʦʪʝ 

ʦʭʚʘʪʘ ʠʥʬʦʨʤʘʮʠʠ. ʀʭ ʧʨʝʠʤʫʱʝʩʪʚʦ ʟʘʢʣʶʯʘʝʪʩʷ ʚ ʪʦʤ, ʯʪʦ ʚʝʨʦ-

ʪ̫ʥʦʩʪʴ ʦʙʨʘʱʝʥʠʷ ʢ ʠʥʬʦʨʤʘʮʠʠ, ʥʝ ʠʤʝʶʱʝʡ ʦʪʥʦʰʝʥʠʷ ʢ ʪʝʤʝ 

ʧʦʠʩʢʘ, ʦʯʝʥʴ ʤʘʣʘ. ɼʣʷ ʦʙʣʝʛʯʝʥʠʷ ʧʨʦʩʤʦʪʨʘ ʠʥʬʦʨʤʘʮʠʦʥʥʳʭ 

ʨʝʩʫʨʩʦʚ ʤʥʦʛʠʝ ʪʝʤʘʪʠʯʝʩʢʠʝ ʢʘʪʘʣʦʛʠ ʠʤʝʶʪ ʩʦʙʩʪʚʝʥʥʳʝ ʧʨʦʩʪʳʝ 

ʧʦʠʩʢʦʚʳʝ ʩʠʩʪʝʤʳ, ʧʦʟʚʦʣʷʶʱʠʝ ʧʨʦʚʦʜʠʪʴ ʧʦʠʩʢ ʧʦ ʢʣʶʯʝʚʳʤ 

ʩʣʦʚʘʤ ʚʥʫʪʨʠ ʩʘʤʦʛʦ ʢʘʪʘʣʦʛʘ. ʊʦʣʴʢʦ ʧʦʠʩʢ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʥʝ ʚ 

ʩʦʜʝʨʞʠʤʦʤ ʩʘʤʠʭ Web-ʩʝʨʚʝʨʦʚ ʧʦ ʚʩʝʤʫ ʤʠʨʫ, ʘ ʚ ʠʭ ʢʨʘʪʢʠʭ ʦʧʠ-

ʩʘʥʠʷʭ, ʭʨʘʥʷʱʠʭʩʷ ʚ ʙʘʟʝ ʜʘʥʥʳʭ ʢʘʪʘʣʦʛʘ. ʆʪʤʝʪʠʤ, ʯʪʦ ʩʪʘʨʝʡ-

ʰʠʡ ʢʘʪʘʣʦʛ Yahoo ʧʨʝʜʩʪʘʚʣʷʝʪ ʩʦʙʦʡ ʠʝʨʘʨʭʠʯʝʩʢʠ ʦʨʛʘʥʠʟʦʚʘʥ-

ʥʳʡ Web-ʢʘʪʘʣʦʛ, ʢʦʪʦʨʳʡ ʛʝʥʝʨʠʨʫʝʪʩʷ ʧʦʣʫʘʚʪʦʤʘʪʠʯʝʩʢʠ. ʉʩʳʣ-

ʢʠ ʥʘ ʨʘʟʣʠʯʥʳʝ ʨʝʩʫʨʩʳ ʩʦʙʠʨʘʶʪʩʷ ʜʚʫʤʷ ʩʧʦʩʦʙʘʤʠ: ʧʨʠʩʳʣʘʶʪ-

ʩʷ ʧʦʣʴʟʦʚʘʪʝʣʷʤʠ ʠ ʠʟʚʣʝʢʘʶʪʩʷ ʧʨʦʛʨʘʤʤʘʤʠ-ʨʦʙʦʪʘʤʠ. 

ʉʧʝʮʠʘʣʠʟʠʨʦʚʘʥʥʳʝ ʧʦʠʩʢʦʚʳʝ ʩʠʩʪʝʤʳ. ʇʦʠʩʢ 

ʠʥʬʦʨʤʘʮʠʠ ʚ ʛʣʦʙʘʣʴʥʦʡ ʩʝʪʠ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʩʧʝʮʠʘʣʠʟʠʨʦʚʘʥʥʳ-

ʤʠ ʧʦʠʩʢʦʚʳʤʠ ʩʠʩʪʝʤʘʤʠ. ʅʘʧʨʠʤʝʨ, ʜʣʷ ʥʘʭʦʞʜʝʥʠʷ ʬʘʡʣʦʚ ʧʦ ʠʭ 

ʠʤʝʥʘʤ ʥʘ FTP-ʩʝʨʚʝʨʘʭ ʧʨʠʤʝʥʷʝʪʩʷ ʩʠʩʪʝʤʘ Archie. ʇʨʦʛʨʘʤʤʘ 

Veronica ʦʩʫʱʝʩʪʚʣʷʝʪ ʘʥʘʣʦʛʠʯʥʫʶ ʬʫʥʢʮʠʶ ʩʨʝʜʠ ʩʝʨʚʝʨʦʚ, ʦʙ-

ʩʣʫʞʠʚʘʝʤʳʭ ʩʠʩʪʝʤʦʡ Gopher. 

ɺ ʩʧʝʮʠʘʣʠʟʠʨʦʚʘʥʥʳʭ ʧʦʠʩʢʦʚʳʭ ʩʠʩʪʝʤʘʭ ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʦʩʪʘ-

ʪʦʯʥʦ ʧʨʦʩʪʘʷ ʪʝʭʥʦʣʦʛʠʷ ʧʦʠʩʢʘ. ɻʣʘʚʥʦʝ ʠʭ ʜʦʩʪʦʠʥʩʪʚʦ ʟʘʢʣʶʯʘ-
ʝʪʩʷ ʚ ʚʳʩʦʢʦʡ ʩʪʝʧʝʥʠ ʩʦʦʪʚʝʪʩʪʚʠʷ ʥʘʡʜʝʥʥʦʡ ʠʥʬʦʨʤʘʮʠʠ ʟʘʧʨʦ-

ʩʘʤ ʧʦʣʴʟʦʚʘʪʝʣʷ. ʆʜʥʘʢʦ ʪʘʢʠʝ ʩʧʝʮʠʘʣʠʟʠʨʦʚʘʥʥʳʝ ʢʘʪʘʣʦʛʠ ʠ ʠʥ-

ʜʝʢʩʳ ʩʠʩʪʝʤʳ ʨʘʙʦʪʘʶʪ ʤʝʜʣʝʥʥʝʝ, ʯʝʤ ʧʦʧʫʣʷʨʥʳʝ ʧʦʠʩʢʦʚʳʝ ʩʠ-

ʩʪʝʤʳ ʦʙʱʝʛʦ ʥʘʟʥʘʯʝʥʠʷ. 
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ʄʝʪʘʧʦʠʩʢʦʚʳʝ ʩʠʩʪʝʤʳ. ɽʩʣʠ ʦʜʠʥ ʠ ʪʦʪ ʞʝ ʟʘʧʨʦʩ 

ʥʘʧʨʘʚʠʪʴ ʨʘʟʣʠʯʥʳʤ ʧʦʠʩʢʦʚʳʤ ʠʥʩʪʨʫʤʝʥʪʘʤ, ʪʦ ʨʝʟʫʣʴʪʘʪ ʧʦʠʩʢʘ 

ʙʫʜʝʪ ʨʘʟʥʳʤ ʠ ʧʦ ʢʦʣʠʯʝʩʪʚʫ ʥʘʡʜʝʥʥʳʭ ʜʦʢʫʤʝʥʪʦʚ, ʠ ʧʦ ʠʭ ʩʦʦʪ-

ʚʝʪʩʪʚʠʶ ʩʜʝʣʘʥʥʦʤʫ ʟʘʧʨʦʩʫ. ʄʝʪʘʧʦʠʩʢʦʚʳʝ ʩʠʩʪʝʤʳ, ʠʣʠ ʤʝʪʘ-

ʠʥʜʝʢʩʳ, ʧʦʟʚʦʣʷʶʪ ʫʩʦʚʝʨʰʝʥʩʪʚʦʚʘʪʴ ʧʦʠʩʢ ʧʫʪʝʤ ʧʝʨʝʜʘʯʠ ʟʘ-

ʧʨʦʩʘ ʦʜʥʦʚʨʝʤʝʥʥʦ ʥʝʩʢʦʣʴʢʠʤ ʧʦʠʩʢʦʚʳʤ ʩʠʩʪʝʤʘʤ. ʇʦʣʫʯʝʥʥʳʝ 

ʚ ʨʝʟʫʣʴʪʘʪʝ ʧʦʠʩʢʘ ʜʦʢʫʤʝʥʪʳ ʦʙʲʝʜʠʥʷʶʪʩʷ ʚ ʦʙʱʠʡ ʫʧʦʨʷʜʦʯʝʥ-

ʥʳʡ ʦʧʨʝʜʝʣʝʥʥʳʤ ʩʧʦʩʦʙʦʤ ʩʧʠʩʦʢ. 

ʄʝʪʘʧʦʠʩʢ ʵʢʦʥʦʤʠʪ ʚʨʝʤʷ, ʪʘʢ ʢʘʢ ʥʝʪ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʦʧʨʘʰʠ-

ʚʘʪʴ ʢʘʞʜʫʶ ʧʦʠʩʢʦʚʫʶ ʩʠʩʪʝʤʫ ʦʪʜʝʣʴʥʦ, ʠ ʫʚʝʣʠʯʠʚʘʝʪ ʚʝʨʦʷʪ-

ʥʦʩʪʴ ʧʦʣʫʯʝʥʠʷ ʥʫʞʥʦʡ ʧʦʣʴʟʦʚʘʪʝʣʶ ʠʥʬʦʨʤʘʮʠʠ. ʅʝʜʦʩʪʘʪʢʦʤ 

ʤʝʪʘʧʦʠʩʢʘ ʷʚʣʷʝʪʩʷ ʪʦ, ʯʪʦ ʧʨʠ ʦʙʨʘʱʝʥʠʠ ʢ ʨʘʟʥʳʤ ʧʦʠʩʢʦʚʳʤ 

ʤʘʠhʥʘʤ ʟʘʧʨʦʩ ʧʨʠʭʦʜʠʪʩʷ ʬʦʨʤʫʣʠʨʦʚʘʪʴ ʚ ʬʦʨʤʝ, ʧʦʥʷʪʥʦʡ ʚʩʝʤ 

ʤʘʰʠʥʘʤ. ʕʪʦ ʥʝ ʧʦʟʚʦʣʷʝʪ ʠʩʧʦʣʴʟʦʚʘʪʴ ʪʦʥʢʠʝ ʠʥʜʠʚʠʜʫʘʣʴʥʳʝ 

ʥʘʩʪʨʦʡʢʠ ʠ ʚʦʟʤʦʞʥʦʩʪʠ ʢʘʞʜʦʡ ʦʪʜʝʣʴʥʦʡ ʤʘʰʠʥʳ. 

 

ʊʝʭʥʦʣʦʛʠʷ ʧʦʠʩʢʘ ʠʥʬʦʨʤʘʮʠʠ ʚ ʀʥʪʝʨʥʝʪʝ. 

ʇʝʨʚʳʝ ʰʘʛʠ ʧʦ ʧʦʠʩʢʫ ʥʝʦʙʭʦʜʠʤʦʡ ʠʥʬʦʨʤʘʮʠʠ ʦʧʨʝʜʝʣʷʶʪʩʷ 

ʪʝʤ, ʚ ʢʘʢʦʡ ʤʝʨʝ ʧʦʣʴʟʦʚʘʪʝʣʴ ʚʣʘʜʝʝʪ ʠʟʫʯʘʝʤʦʡ ʪʝʤʦʡ. ɽʩʣʠ ʠʤʝ-

ʝʪʩʷ ʪʦʣʢɹʦ ʦʙʱʝʝ ʧʨʝʜʩʪʘʚʣʝʥʠʝ ʦ ʪʝʤʝ, ʪʦ ʝʩʪʝʩʪʚʝʥʥʦ ʥʘʯʠʥʘʪʴ 

ʧʦʠʩʢ ʩ ʪʝʤʘʪʠʯʝʩʢʠʭ ʢʘʪʘʣʦʛʦʚ. ɿʜʝʩʴ ʦʩʦʙʳʭ ʧʨʦʙʣʝʤ ʥʝ ʚʦʟʥʠʢʘʝʪ. 

ʇʦʣʴʟʦʚʘʪʝʣʴ ʦʙʷʟʘʪʝʣʴʥʦ ʥʘʡʜʝʪ ʩʩʳʣʢʠ ʥʘ ʠʥʬʦʨʤʘʮʠʦʥʥʳʝ ʙʘʟʳ 

ʜʘʥʥʳʭ ʠʣʠ ʦʪʜʝʣʥɹʳʝ ʜʦʢʫʤʝʥʪʳ. 

ɺ ʪʝʭ ʩʣʫʯʘʷʭ, ʢʦʛʜʘ ʧʦʣʴʟʦʚʘʪʝʣʴ ʚʣʘʜʝʝʪ ʪʝʨʤʠʥʦʣʦʛʠʝʡ ʠ ʠʱʝʪ 

ʦʨʠʛʠʥʘʣʴʥʳʝ, ʩʧʝʮʠʬʠʯʝʩʢʠʝ ʜʦʢʫʤʝʥʪʳ, ʫʜʦʙʥʝʝ ʧʨʦʚʦʜʠʪʴ ʧʦʠʩʢ 

ʩ ʧʦʤʦʱʴʶ ʧʦʠʩʢʦʚʳʭ ʩʠʩʪʝʤ ʦʙʱʝʛʦ ʥʘʟʥʘʯʝʥʠʷ. 

ʊʨʝʙʦʚʘʥʠʷ ʢ ʧʦʠʩʢʦʚʳʤ ʩʠʩʪʝʤʘʤ ʦʙʱʝʛʦ 

ʥʘʟʥʘʯʝʥʠʷ.  ʉ ʪʦʯʢʠ ʟʨʝʥʠʷ ʧʦʣʴʟʦʚʘʪʝʣʷ ʦʙʱʝʥʠʝ ʩ ʧʦʠʩʢʦʚr -

ʤʠ ʤʘʰʠʥʘʤʠ ʜʦʣʞʥʦ ʙʳʪʴ ʧʨʦʩʪʳʤ, ʥʝ ʪʨʝʙʫʶʱʠʤ ʧʦʜʛʦʪʦʚʢʠ ʠ 

ʩʧʝʮʠʘʣʴʥʳʭ ʥʘʚʳʢʦʚ. ʇʦʣʴʟʦʚʘʪʝʣʴ ʜʦʣʞʝʥ ʠʤʝʪʴ ʚʦʟʤʦʞʥʦʩʪʴ. 

Å ʉʜʝʣʘʪʴ ʟʘʧʨʦʩ ʥʘ ʨʦʜʥʦʤ ʷʟʳʢʝ ʚ ʝʩʪʝʩʪʚʝʥʥʦʡ ʬʦʨʤʝ. ʅʘʧʨʠ-

ʤʝʨ, çʀʩʧʦʣʴʟʦʚʘʥʠʝ ʢʦʤʧʴʶʪʝʨʦʚ ʧʨʠ ʠʟʫʯʝʥʠʠ ʚʳʩʰʝʡ ʤʘʪʝʤʘʪʠ-

ʢʠè. 

Å ʆʛʨʘʥʠʯʠʪʴ ʦʙʣʘʩʪʴ ʧʦʠʩʢʘ ʜʦʢʫʤʝʥʪʦʚ. ʕʪʦ ʦʛʨʘʥʠʯʝʥʠʝ ʤʦʞʝʪ 

ʦʧʨʝʜʝʣʷʪʴʩʷ ʤʝʩʪʦʤ ʠ ʚʨʝʤʝʥʝʤ ʩʦʟʜʘʥʠʷ ʜʦʢʫʤʝʥʪʘ, ʷʟʢrʦʤ, ʥʘ 

ʢʦʪʦʨʦʤ ʦʥ ʥʘʧʠʩʘʥ, ʪʝʤʘʪʠʢʦʡ ʨʘʟʳʩʢʠʚʘʝʤʦʡ ʠʥʬʦʨʤʘʮʠʠ. 

Å ɺ ʦʪʚʝʪ ʥʘ ʟʘʧʨʦʩ ʧʦʣʫʯʠʪʴ ʧʝʨʝʯʝʥʴ ʥʘʡʜʝʥʥʳʭ ʜʦʢʫʤʝʥʪʦʚ ʩ 
ʢʨʘʪʢʠʤ ʠʭ ʦʧʠʩʘʥʠʝʤ, ʜʦʢʫʤʝʥʪʳ ʜʦʣʞʥʳ ʤʘʢʩʠʤʘʣʴʥʦ ʩʦʦʪʚʝʪ-

ʩʪʚʦʚʘʪʴ ʟʘʧʨʦʩʫ. 

Å ʇʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʟʘʛʨʫʟʠʪʴ ʥʫʞʥʳʝ ʜʦʢʫʤʝʥʪʳ ʥʘ ʩʚʦʡ ʢʦʤ-

ʧʴʶʪʝʨ ʜʣʷ ʜʘʣʴʥʝʡʰʝʛʦ ʠʩʧʦʣʴʟʦʚʘʥʠʷ. 
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ɼʝʡʩʪʚʠʷ ʧʦʠʩʢʦʚʦʡ ʤʘʰʠʥʳ, ʩʢʨʳʪʳʝ ʦʪ ʧʦʣʴʟʦʚʘʪʝʣʷ, ʩʚʦ-

ʜʠʪɹʩʷ ʢ ʩʣʝʜʫʶʱʝʤʫ: 

Å ʇʝʨʝʚʦʜ ʢʣʶʯʝʚʳʭ ʩʣʦʚ ʥʘ ʟʘʜʘʥʥʳʡ ʷʟʳʢ. 

Å ʇʦʜʙʦʨ ʩʠʥʦʥʠʤʦʚ ʢ ʢʣʶʯʝʚʳʤ ʩʣʦʚʘʤ. 

Å ʋʯʝʪ ʤʦʨʬʦʣʦʛʠʯʝʩʢʠʭ ʚʘʨʠʘʥʪʦʚ ʩʣʦʚ. ʅʘʧʨʠʤʝʨ, ʠʩʢʘʪʴ ʜʦʢʫ-

ʤʝʥʪʳ, ʩʦʜʝʨʞʘʱʠʝ ʥʝ ʪʦʣʴʢʦ ʩʣʦʚʦ çʘʚʪʦʤʦʙʠʣʴè, ʥʦ ʠ çʘʚʪʦʤʦʙʠ-

ʣʠè, çʘʚʪʦʤʦʙʠʣʝʡè ʠ ʪ. ʜ. 

Å ʇʨʦʚʝʜʝʥʠʝ ʧʦʠʩʢʘ ʥʘ ʫʢʘʟʘʥʥʳʭ ʧʦʣʴʟʦʚʘʪʝʣʝʤ ʷʟʳʢʘʭ. 

Å ʉʤʳʩʣʦʚʦʡ ʦʪʙʦʨ ʥʘʡʜʝʥʥʳʭ ʜʦʢʫʤʝʥʪʦʚ ʧʦ ʩʦʦʪʚʝʪʩʪʚʠʶ ʠʭ 

ʪʝʤʘʪʠʢʝ ʟʘʧʨʦʩʘ. 

Å ʉʠʩʪʝʤʘʪʠʟʘʮʠʷ ʜʦʢʫʤʝʥʪʦʚ ʧʦ ʩʪʝʧʝʥʠ ʠʭ ʩʦʦʪʚʝʪʩʪʚʠʷ ʟʘʧʨʦ-

ʩʫ. 

Å ʇʨʝʜʩʪʘʚʣʝʥʠʝ ʥʘʡʜʝʥʥʳʭ ʜʦʢʫʤʝʥʪʦʚ ʚ ʫʜʦʙʥʦʤ ʠ ʧʦʥʷʪʥʦʤ 

ʜʣʷ ʧʦʣʴʟʦʚʘʪʝʣʷ ʚʠʜʝ. 

ʂʘʞʜʘʷ ʠʟ ʧʦʠʩʢʦʚʳʭ ʩʠʩʪʝʤ ʧʨʝʜʣʘʛʘʝʪ ʜʚʘ ʩʧʦʩʦʙʘ ʧʦʠʩʢʘ ï 

ʧʨʦʩʪʦʡ ʠ ʩʣʦʞʥʳʡ. 

ʇʨʦʩʪʦʡ ʧʦʠʩʢ ʟʘʢʣʶʯʘʝʪʩʷ ʚ ʪʦʤ, ʯʪʦ ʟʘʧʨʦʩ ʩʦʩʪʦʠʪ ʠʟ ʥʘʙʦʨʘ 

ʢʣʶʯʝʚʳʭ ʩʣʦʚ, ʘ ʧʦʠʩʢʦʚʘʷ ʤʘʰʠʥʘ ʚʦʟʚʨʘʱʘʝʪ ʜʦʢʫʤʝʥʪʳ, ʩʦʜʝʨ-

ʞʘʱʠʝ ʭʦʪʷ ʙʳ ʦʜʥʦ ʠʟ ʵʪʠʭ ʩʣʦʚ. ʇʨʠ ʪʘʢʦʤ ʧʦʠʩʢʝ ʙʫʜʝʪ ʥʘʡʜʝʥʦ 

ʤʥʦʞʝʩʪʚʦ ʣʠʰʥʠʭ ʜʦʢʫʤʝʥʪʦʚ, ʥʝ ʧʨʝʜʩʪʘʚʣʷʶʱʠʭ ʠʥʪʝʨʝʩ ʜʣʷ 

ʧʦʣʴʟʦʚʘʪʝʣʷ. 

ɼʣʷ ʧʦʚʳʰʝʥʠʷ ʵʬʬʝʢʪʠʚʥʦʩʪʠ ʧʦʠʩʢʘ ʠʩʧʦʣʴʟʫʶʪʩʷ ʩʨʝʜʩʪʚʘ 

ʧʦʠʩʢʘ, ʧʦʟʚʦʣʷʶʱʠʝ ʬʦʨʤʫʣʠʨʦʚʘʪʴ ʪʦʯʥʳʝ ʩʣʦʞʥʳʝ ʟʘʧʨʦʩʳ. 

ʇʨʘʚʠʣʘ ʧʦʩʪʨʦʝʥʠʷ ʩʣʦʞʥʳʭ ʟʘʧʨʦʩʦʚ ʥʘʭʦʜʷʪʩʷ ʚ ʩʧʨʘʚʦʯʥʳʭ 

ʬʘʡʣʘʭ ʢʘʞʜʦʡ ʧʦʠʩʢʦʚʦʡ ʩʠʩʪʝʤʳ. 

ʇʨʠʥʮʠʧʳ ʩʠʩʪʝʤʘʪʠʯʝʩʢʦʛʦ ʧʦʠʩʢʘ, ʠʩʧʦʣʴʟʫʝʤʳʝ 

ʚ ʪʦʡ ʠʣʠ ʠʥʦʡ ʩʪʝʧʝʥʠ ʧʨʘʢʪʠʯʝʩʢʠ ʚʩʝʤʠ ʩʦʚʨʝʤʝʥʥʳʤʠ ʧʦʠʩʢʦ-

ʚʳʤʠ ʤʘʰʠʥʘʤʠ ʩʣʝʜʫʶʱʠʝ. 

ʇʦʠʩʢ ʚʩʝʭ ʬʦʨʤ ʩʣʦʚʘ. ɼʣʷ ʧʦʠʩʢʘ ʚʩʝʭ ʩʣʦʚ, ʠʤʝʶɦ ʠʭ 

ʦʙʱʠʡ ʢʦʨʝʥʴ, ʠʩʧʦʣʴʟʫʝʪʩʷ ʟʥʘʢ *. ʅʘʧʨʠʤʝʨ, ʚ ʨʝʟʫʣʴʪʘʪʝ ʧʦʠʩʢʘ 

ʧʦ ʟʘʧʨʦʩʫ ʢʦʤʧʴʶʪʝʨ* ʙʫʜʫʪ ʥʘʡʜʝʥʳ ʜʦʢʫʤʝʥʪʳ, ʩʦʜʝʨʞʘʱʠʝ 

ʩʣʦʚʘ: ʢʦʤʧʴʶʪʝʨ, ʢʦʤʧʴʶʪʝʨʳ, ʢʦʤʧʴʶʪʝʨʦʤ, ʢʦʤʧʴʪʁʝʨʥʳʝ ʠ ʪ. ʜ. 

ʈʷʜ ʧʦʠʩʢʦʚʳʭ ʩʠʩʪʝʤ ʜʝʣʘʶʪ ʵʪʦ ʘʚʪʦʤʘʪʠʯʝʩʢʠ, ʨʘʟʳʩʢʠʚʘʷ ʜʦ-

ʢʫʤʝʥʪʳ, ʩʦʜʝʨʞʘʱʠʝ ʚʩʝ ʤʦʨʬʦʣʦʛʠʯʝʩʢʠʝ ʬʦʨʤʳ ʢʣʶʯʝʚʦʛʦ ʩʣʦʚʘ. 

ʇʦʠʩʢ ʬʨʘʟʳ. ɼʣʷ ʧʦʠʩʢʘ ʚ ʜʦʢʫʤʝʥʪʝ ʬʨʘʟʳ ʠʣʠ ʩʣʦʚʦʩʦʯʝ-

ʪʘʥʠʷ ʠʩʧʦʣʴʟʫʶʪʩʷ ʜʚʦʡʥʳʝ ʢʘʚʳʯʢʠ. ʅʘʧʨʠʤʝʨ, ʧʦ ʟʘʧʨʦʩʫ çʠʥ-

ʬʦʨʤʘʮʠʦʥʥʳʝ ʪʝʭʥʦʣʦʛʠʠè ʙʫʜʫʪ ʥʘʡʜʝʥʳ ʜʦʢʫʤʝʥʪʳ, ʩʦʜʝʨʞʘʱʠʝ 
ʵʪʦ ʩʣʦʚʦʩʦʯʝʪʘʥʠʝ ʙʝʟ ʚʘʨʠʘʥʪʦʚ. 

ɺʢʣʶʯʝʥʠʝ ʠ ʠʩʢʣʶʯʝʥʠʝ ʢʣʶʯʝʚʳʭ ʩʣʦʚ. ɿʥʘʢ 

ʧʣʶʩ, ʫʢʘʟʘʥʥʳʡ ʧʝʨʝʜ ʩʣʦʚʦʤ ʠʣʠ ʬʨʘʟʦʡ ʙʝʟ ʧʨʦʙʝʣʘ, ʪʨʝʙʫʝʪ 

ʚʢʣʶʯʝʥʠʷ ʵʪʦʛʦ ʩʣʦʚʘ (ʬʨʘʟʳ) ʚ ʜʦʢʫʤʝʥʪ, ʘ ʟʥʘʢ ʤʠʥʫʩ ï ʝʛʦ ʠʩ-



 

 

168  

 

ʢʣʶʯʝʥʠʷ. ʕʪʦ ʦʟʥʘʯʘʝʪ, ʯʪʦ ʧʦ ʟʘʧʨʦʩʫ çʇʦʠʩʢ ʚ ʀʥʪʝʨʥʝʪʝèï

çʧʦʠʩʢʦʚʳʝ ʤʘʰʠʥʳè ʠʟ ʩʧʠʩʢʘ ʜʦʢʫʤʝʥʪʦʚ, ʥʘʡʜʝʥʥʳʭ ʧʦ ʟʘʧʨʦʩʫ 

çʇʦʠʩʢ ʚ ʀʥʪʝʨʥʝʪʝè, ʙʫʜʫʪ ʠʩʢʣʶʯʝʥʳ ʜʦʢʫʤʝʥʪʳ, ʩʦʜʝʨʞʘʱʠʝ 

ʬʨʘʟʫ çʧʦʠʩʢʦʚʳʝ ʤʘʰʠʥʳè. 

ʃʦʛʠʯʝʩʢʠʝ ʟʘʧʨʦʩʳ. ɺ ʪʘʢʠʭ ʟʘʧʨʦʩʘʭ ʧʨʠʤʝʥʷʶʪʩʷ ʣʦ-

ʛʠʯʝʩʢʠʝ ʦʧʝʨʘʪʦʨʳ OR, AND, NOT ʠ NEAR, ʩʚʷʟʳʚʘʶʱʠʝ ʥʝʩʢʦʣʴ-

ʢʦ ʩʣʦʚ ʠʣʠ ʬʨʘʟ ʚ ʦʜʠʥ ʟʘʧʨʦʩ. ʆʧʠʩʘʥʠʝ ʥʘʟʥʘʯʝʥʠʷ ʵʪʠʭ ʦʧʝʨʘʪʦ-

ʨʦʚ ʧʨʠʚʦʜʷʪʩʷ ʚ ʪʘʙʣʠʮʝ 1.  

ʧʦ-ʨʘʟʥʦʤʫ ʧʨʝʜʩʪʘʚʣʷʝʪ ʧʦʣʴʟʦʚʘʪʝʣʷʤ ʨʝʟʫʣʴʪʘʪʳ ʧʦʠʩʢʘ. 

ʆʙʳʯʥʦ ʵʪʦ ʥʫʤʝʨʦʚʘʥʥʳʡ ʩʧʠʩʦʢ ʥʘʡʜʝʥʥʳʭ ʧʦ ʟʘʧʨʦʩʫ ʜʦʢʫʤʝʥ-

ʪʦʚ. ɼʣʷ ʢʘʞʜʦʛʦ ʜʦʢʫʤʝʥʪʘ, ʢʘʢ ʧʨʘʚʠʣʦ, ʩʦʦʙʱʘʝʪʩʷ ʝʛʦ ʥʘʟʚʘʥʠʝ, 

URL, ʨʘʟʤʝʨ, ʚʨʝʤʷ ʦʙʥʦʚʣʝʥʠʷ ʜʦʢʫʤʝʥʪʘ ʠ ʥʝʩʢʦʣʴʢʦ ʧʝʨʚʳʭ ʬʨʘʟ 

ʪʝʢʩʪʘ, ʧʦ ʢʦʪʦʨʳʤ ʤʦʞʥʦ ʩʫʜʠʪʴ ʦ ʝʛʦ ʩʦʜʝʨʞʘʥʠʠ. ʈʷʜ ʧʦʠʩʢʦʚʳʭ 

ʩʠʩʪʝʤ ʜʘʶʪ ʢʨʘʪʢʦʝ ʨʝʟʶʤʝ, ʠʟ ʢʦʪʦʨʦʛʦ ʤʦʞʥʦ ʧʦʣʫʯʠʪʴ ʧʨʝʜʩʪʘʚ-

ʣʝʥʠʝ ʦ ʪʦʤ, ʚ ʢʘʢʦʤ ʢʦʥʪʝʢʩʪʝ ʫʧʦʪʨʝʙʣʷʶʪʩʷ ʢʣʶʯʝʚʳʝ ʩʣʦʚʘ. 

ʅʘʟʚʘʥʠʝ ʜʦʢʫʤʝʥʪʘ ʠ ʝʛʦ URL ʦʬʦʨʤʣʷʶʪʩʷ ʚ ʚʠʜʝ ʛʠʧʝʨʩʩʳʣʢʠ, 

ʧʦ ʢʦʪʦʨʦʡ ʧʦʣʴʟʦʚʘʪʝʣʴ ʠʤʝʝʪ ʚʦʟʤʦʞʥʦʩʪʴ ʟʘʛʨʫʟʠʪʴ ʜʦʢʫʤʝʥʪ ʥʘ 

ʩʚʦʡ ʢʦʤʧʴʶʪʝʨ ʜʣʷ ʧʨʦʯʪʝʥʠʷ, ʩʦʭʨʘʥʝʥʠʷ ʠ ʧʝʯʘʪʠ. ʇʦʠʩʢʦʚʘʷ ʩʠ-

ʩʪʝʤʘ ʦʮʝʥʠʚʘʝʪ ʨʝʟʫʣʴʪʘʪʳ ʧʦʠʩʢʘ ʠ ʚʳʚʦʜʠʪ ʩʧʠʩʦʢ ʜʦʢʫʤʝʥʪʦʚ ʚ 

ʦʧʨʝʜʝʣʝʥʥʦʤ ʧʦʨʷʜʢʝ (ʨʘʥʞʠʨʫʝʪ ʜʦʢʫʤʝʥʪʳ). ʊʘʢʠʤ ʦʙʨʘʟʦʤ, ʚ 

ʥʘʯʘʣʝ ʩʧʠʩʢʘ ʙʫʜʫʪ ʥʘʭʦʜʠʪʴʩʷ ʜʦʢʫʤʝʥʪʳ, ʠʤʝʶʱʠʝ ʙʦʣʝʝ ʚʳʩʦ-

ʢʫʶ ʩʪʝʧʝʥʴ ʩʦʦʪʚʝʪʩʪʚʠʷ ʟʘʧʨʦʩʫ. 

ɺʳʚʦʜ ʨʝʟʫʣʴʪʘʪʦʚ ʧʦʠʩʢʘ. ʂʘʞʜʘʷ ʧʦʠʩʢʦʚʘʷ ʩʠʩʪʝʤʘ  

ʂʘʞʜʘʷ ʧʦʠʩʢʦʚʘʷ ʩʠʩʪʝʤʘ ʠʩʧʦʣʴʟʫʝʪ ʩʦʙʩʪʚʝʥʥʳʝ ʢʨʠʪʝʨʠʠ 

ʨʘʥʞʠʨʦʚʘʥʠʷ ʜʦʢʫʤʝʥʪʦʚ ʢʘʢ ʧʨʠ ʘʥʘʣʠʟʝ ʨʝʟʫʣʴʪʘʪʦʚ ʧʦʠʩʢʘ, ʪʘʢ ʠ 

ʧʨʠ ʬʦʨʤʠʨʦʚʘʥʠʠ ʠʥʜʝʢʩʘ. ɺʩʣʝʜʩʪʚʠʝ ʵʪʦʛʦ ʨʝʟʫʣʴʪʘʪ ʧʦʠʩʢʘ ʧʦ 

ʦʜʠʥʘʢʦʚʦʤʫ ʟʘʧʨʦʩʫ ʙʫʜʝʪ ʨʘʟʣʠʯʥʳʤ ʜʣʷ ʢʘʞʜʦʛʦ ʧʦʠʩʢʦʚʦʛʦ ʠʥ-

ʩʪʨʫʤʝʥʪʘ. 

 

ʊʘʙʣʠʮʘ 1. ʅʘʟʥʘʯʝʥʠʝ ʦʧʝʨʘʪʦʨʦʚ OR, AND, NOT ʠ NEAR 

OR (ʠʣʠ) ʂʦʛʜʘ ʵʣʝʤʝʥʪʳ ʟʘʧʨʦʩʘ ʩʚʷʟʘʥʳ ʦʧʝʨʘʪʦʨʦʤ OR, ʵʪʦ 

ʦʟʥʘʯʘʝʪ, ʯʪʦ ʚ ʣʶʙʦʤ ʠʟ ʥʘʡʜʝʥʥʳʭ ʜʦʢʫʤʝʥʪʦʚ ʜʦʣʞʝʥ 

ʧʨʠʩʫʪʩʪʚʦʚʘʪʴ ʭʦʪʷ ʙʳ ʦʜʠʥ ʠʟ ʥʠʭ. ʅʘʧʨʠʤʝʨ, ʧʦ ʟʘ-

ʧʨʦʩʫ ʩʳʱʠʢ OR ʜʝʪʝʢʪʠʚ. ʙʫʜʫʪ ʥʘʡʜʝʥʳ ʜʦʢʫʤʝʥʪʳ, 

ʩʦʜʝʨʞʘʱʠʝ ʢʘʢ ʦʙʘ ʩʣʦʚʘ, ʪʘʢ ʠ ʢʘʞʜʦʝ ʠʟ ʥʠʭ ʚ ʦʪʜʝʣʴ-

ʥʦʩʪʠ. 

AND (ʠ) ʕʪʦʪ ʣʦʛʠʯʝʩʢʠʡ ʦʧʝʨʘʪʦʨ ʫʧʦʪʨʝʙʣʷʝʪʩʷ ʚ ʪʦʤ ʩʣʫʯʘʝ, 

ʢʦʛʜʘ ʥʝʦʙʭʦʜʠʤʦ ʧʨʠʩʫʪʩʪʚʠʝ ʚʩʝʭ ʩʦʝʜʠʥʝʥʥʳʭ ʠʤ 

ʩʣʦʚ. ʅʘʧʨʠʤʝʨ, ʧʦ ʟʘʧʨʦʩʫ ʠʥʬʦʨʤʘʮʠʦʥʥʳʝ AND 

ʪʝʭʥʦʣʦʛʠʠ ʚ ʥʘʡʜʝʥʥʳʭ ʜʦʢʫʤʝʥʪʘʭ ʙʫʜʫʪ ʧʨʠʩʫʪʩʪʚʦ-

ʚʘʪʴ ʦʙʘ ʩʣʦʚʘ. ʆʜʥʘʢʦ, ʦʥʠ ʥʝ ʦʙʷʟʘʪʝʣʴʥʦ ʥʘʭʦʜʷʪʩʷ ʚ 
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ʪʝʢʩʪʝ ʙʣʠʟʢʦ ʜʨʫʛ ʦʪ ʜʨʫʛʘ ʠʣʠ ʩʚʷʟʘʥʳ ʧʦ ʩʤʳʩʣʫ. 

NOT 

(ʥʝ) 

ʉʣʦʚʘ ʠʣʠ ʬʨʘʟʳ, ʧʝʨʝʜ ʢʦʪʦʨʳʤʠ ʩʪʦʠʪ ʵʪʦʪ ʦʧʝʨʘʪʦʨ, 

ʙʫʜʫʪ ʠʩʢʣʶʯʝʥʳ ʠʟ ʨʝʟʫʣʴʪʘʪʦʚ ʧʦʠʩʢʘ. ʅʘʧʨʠʤʝʨ, ʟʘ-

ʧʨʦʩ çʧʦʠʩʢ ʚ ʀʥʪʝʨʥʝʪʝè NOT çʧʦʠʩʢʦʚʳʝ ʤʘʰʠʥʳè 

ʘʥʘʣʦʛʠʯʝʥ ʟʘʧʨʦʩʫ çʧʦʠʩʢ ʚ ʀʥʪʝʨʥʝʪʝèïçʧʦʠʩʢʦʚʳʝ 

ʤʘʠhʥʳè. 

NEAR ʆʧʝʨʘʪʦʨ ʫʢʘʟʳʚʘʝʪ ʥʘ ʪʦ, ʯʪʦ ʜʚʘ ʩʣʦʚʘ ʜʦʣʞʥʳ ʙʳʪʴ 

ʨʘʟʜʝʣʝʥʳ ʥʝ ʙʦʣʝʝ ʯʝʤ ʜʝʩʷʪʴʶ ʩʣʦʚʘʤʠ. ɺ ʨʷʜʝ ʧʦʠʩʢʦ-

ʚʳʭ ʩʠʩʪʝʤ ʜʣʷ ʟʘʧʨʦʩʘ ʥʘ ʧʦʠʩʢ ʩʣʦʚ, ʨʘʩʧʦʣʦʞʝʥʥʳʭ ʥʘ 

ʦʧʨʝʜʝʣʝʥʥʦʤ ʨʘʩʩʪʦʷʥʠʠ, ʧʨʠʤʝʥʷʶʪʩʷ ʬʠʛʫʨʥʳʝ {} ʠ 

ʢʚʘʜʨʘʪʥʳʝ [] ʩʢʦʙʢʠ. 

 

ʇʦʣʴʟʦʚʘʪʝʣʴ ʤʦʞʝʪ ʩʘʤ ʧʦʚʣʠʷʪʴ ʥʘ ʧʦʨʷʜʦʢ ʨʘʥʞʠʨʦʚʘʥʠʷ ʜʦ-

ʢʫʤʝʥʪʦʚ, ʫʢʘʟʘʚ ʚ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʤ ʦʢʥʝ ʥʘʠʙʦʣʝʝ ʟʥʘʯʠʤʳʝ ʩʣʦʚʘ 

ʠ ʬʨʘʟʳ. ɺ ʵʪʦʤ ʩʣʫʯʘʝ ʨʘʥʞʠʨʦʚʘʥʠʝ ʙʫʜʝʪ ʧʨʦʚʦʜʠʪʴʩʷ ʪʘʢʠʤ ʦʙ-

ʨʘʟʦʤ, ʯʪʦʙʳ ʚ ʥʘʯʘʣʝ ʩʧʠʩʢʘ ʦʢʘʟʘʣʠʩʴ ʜʦʢʫʤʝʥʪʳ, ʩʦʜʝʨʞʘʱʠʝ 

ʠʤʝʥʥʦ ʵʪʠ ʩʣʦʚʘ ʠ ʬʨʘʟʳ. ɽʩʣʠ ʩʩʳʣʦʢ ʤʥʦʛʦ ʠ ʦʥʠ ʥʝ ʧʦʤʝʱʘʶʪʩʷ 

ʥʘ ʩʪʨʘʥʠʮʝ, ʪʦ ʧʦʩʣʝ ʧʨʦʯʪʝʥʠʷ ʧʝʨʚʦʡ ʩʪʨʘʥʠʮʳ ʤʦʞʥʦ ʧʝʨʝʡʪʠ ʥʘ 

ʚʪʦʨʫʶ ʠ ʪ. ʜ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 
1. ʇʦʯʝʤʫ ʀʥʪʝʨʥʝʪ ʥʘʟʳʚʘʶʪ ʩʝʪʴʶ ʩʝʪʝʡ? 

2. ʂʘʢʠʝ ʚʦʟʤʦʞʥʦʩʪʠ ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʯʝʣʦʚʝʢʫ ʀʥʪʝʨʥʝʪ?  

3, ʂʘʢ ʢʣʘʩʩʠʬʠʮʠʨʫʶʪʩʷ ʩʝʨʚʝʨʳ ʀʥʪʝʨʥʝʪʘ? 

4. ʂʘʢʠʝ ʠʟ ʧʨʝʜʣʦʞʝʥʥʳʭ ʥʘʙʦʨʦʚ ʩʠʤʚʦʣʦʚ ʤʦʛʫʪ ʙʳʪʴ ʘʜʨʝʩʘ-

ʤʠ? 

305.38.131.217 

11.11.11.11 

123.1ɸʃ20.38 

131..21..61.255 

7.255.61.117 

5. ʂʘʢʦʚʳ ʥʘʟʥʘʯʝʥʠʝ ʠ ʩʪʨʫʢʪʫʨʘ IP-ʘʜʨʝʩʘ ʢʦʤʧʴʶʪʝʨʘ?  

6. ɼʣʷ ʯʝʛʦ ʙʳʣʘ ʨʘʟʨʘʙʦʪʘʥʘ ʜʦʤʝʥʥʘʷ ʩʠʩʪʝʤʘ ʠʤʝʥ?  

7. ʂʘʢʦʚʘ ʩʪʨʫʢʪʫʨʘ ʜʦʤʝʥʥʦʛʦ ʠʤʝʥʠ?  

8. ʂʘʢʠʝ ʪʠʧʳ ʜʦʤʝʥʦʚ ʚʝʨʭʥʝʛʦ ʫʨʦʚʥʷ ʚʳ ʟʥʘʝʪʝ? 

9. ɼʣʷ ʯʝʛʦ ʥʫʞʝʥ ʀʥʪʝʨʥʝʪ-ʧʨʦʚʘʡʜʝʨ? 

10. ʂʘʢʠʝ ʩʧʦʩʦʙʳ ʧʦʜʢʣʶʯʝʥʠʷ ʢ ʀʥʪʝʨʥʝʪʫ ʚʳ ʟʥʘʝʪʝ? 

11. ɺ ʯʝʤ ʟʘʢʣʶʯʘʶʪʩʷ ʥʝʜʦʩʪʘʪʢʠ ʠ ʧʨʝʠʤʫʱʝʩʪʚʘ ʚʨʝʤʝʥʥʦʛʦ 

IP-ʧʦʜʢʣʶʯʝʥʠʷ ʧʦ ʢʦʤʤʫʪʠʨʫʝʤʦʡ ʣʠʥʠʠ? 
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12. ʂʘʢʦʝ ʦʙʦʨʫʜʦʚʘʥʠʝ ʥʝʦʙʭʦʜʠʤʦ ʜʣʷ ʧʦʜʢʣʶʯʝʥʠʷ ʢ ʀʥ-

ʪʝʨʥʝʪʫ? 

13. ʂʘʢʫʶ ʬʫʥʢʮʠʶ ʚʳʧʦʣʥʷʝʪ ʤʦʜʝʤ? 

14. ʅʘʟʦʚʠʪʝ ʥʘʠʙʦʣʝʝ ʠʟʚʝʩʪʥʳʝ ʩʝʨʚʠʩʳ ʀʥʪʝʨʥʝʪʘ. 

15. ɺ ʯʝʤ ʩʫʪʴ ʪʝʭʥʦʣʦʛʠʠ ʢʣʠʝʥʪ-ʩʝʨʚʝʨ? 

16. ʄʦʛʫʪ ʣʠ ʢʣʠʝʥʪʳ ʙʳʪʴ ʦʜʥʦʚʨʝʤʝʥʥʦ ʠ ʘʧʧʘʨʘʪʫʨʦʡ, ʠ ʧʨʦ-

ʛʨʘʤʤʥʳʤ ʦʙʝʩʧʝʯʝʥʠʝʤ? 

17. ʂʘʢʦʡ ʩʝʨʚʠʩ ʀʥʪʝʨʥʝʪʘ ʷʚʣʷʝʪʩʷ ʥʘʠʙʦʣʝʝ ʤʘʩʩʦʚʳʤ ʩ ʚʘʰʝʡ 

ʪʦʯʢʠ ʟʨʝʥʠʷ? 

18. ɼʣʷ ʯʝʛʦ ʧʨʝʜʥʘʟʥʘʯʝʥ ʩʝʨʚʠʩ FTP? 

19. ʏʪʦ ʪʘʢʦʝ ʪʝʣʝʢʦʥʬʝʨʝʥʮʠʠ? 

20. ʂʘʢʦʝ ʠʟ ʦʧʨʝʜʝʣʝʥʠʡ ʀʥʪʝʨʥʝʪʘ ʚʳ ʩʯʠʪʘʝʪʝ ʙʦʣʝʝ ʧʦʜʭʦʜʷ-

ʱʠʤ?  

21. ʂʘʢʠʝ ʚʠʜʳ ʧʦʠʩʢʦʚʳʭ ʩʠʩʪʝʤ ʠʩʧʦʣʴʟʫʶʪʩʷ ʜʣʷ ʧʦʠʩʢʘ ʠʥ-

ʬʦʨʤʘʮʠʠ ʚ ʩʝʪʠ ʀʥʪʝʨʥʝʪ? 

22. ʆʧʠʰʠʪʝ ʧʨʠʥʮʠʧʳ ʨʘʙʦʪʳ ʘʚʪʦʤʘʪʠʯʝʩʢʠʭ ʠʥʜʝʢʩʦʚ. 

23. ʏʪʦ ʪʘʢʦʝ ʤʝʪʘʧʦʠʩʢʦʚʳʝ ʩʠʩʪʝʤʳ? 

24. ʂʘʢʦʚʳ ʜʦʩʪʦʠʥʩʪʚʘ ʠ ʥʝʜʦʩʪʘʪʢʠ ʤʝʪʘʧʦʠʩʢʦʚʳʭ ʩʠʩʪʝʤ? 

25. ɼʣʷ ʯʝʛʦ ʠʩʧʦʣʴʟʫʶʪʩʷ ʩʧʝʮʠʘʣʠʟʠʨʦʚʘʥʥʳʝ ʧʦʠʩʢʦʚʳʝ ʩʠ-

ʩʪʝʤʳ? 

26. ɺ ʢʘʢʠʭ ʩʣʫʯʘʷʭ ʮʝʣʝʩʦʦʙʨʘʟʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʪʝʤʘʪʠʯʝʩʢʠʝ 

ʢʘʪʘʣʦʛʠ ʜʣʷ ʧʦʠʩʢʘ ʠʥʬʦʨʤʘʮʠʠ ʚ ʩʝʪʠ ʀʥʪʝʨʥʝʪ? 

27. ʂʘʢʠʝ ʚʦʟʤʦʞʥʦʩʪʠ ʧʦʠʩʢʘ ʜʦʣʞʥʘ ʧʨʝʜʦʩʪʘʚʣʷʪʴ ʧʦʣʴʟʦʚʘʪʝ-

ʣʶ ʧʦʠʩʢʦʚʘʷ ʩʠʩʪʝʤʘ ʦʙʱʝʛʦ ʥʘʟʥʘʯʝʥʠʷ? 

 

3. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ 
1. ʈʘʙʦʪʘ ʩ ʧʨʦʛʨʘʤʤʦʡ . Microsoft Internet Explorer 6.0. 

ʆʩʥʦʚʳ ʠʩʧʦʣʴʟʦʚʘʥʠʷ. 

ï ɿʘʧʫʩʪʠʪʝ ʧʨʦʛʨʘʤʤʫ Microsoft Internet Explorer 6.0. 

ïɼʣʷ ʫʚʝʣʠʯʝʥʠʷ ʨʘʙʦʯʝʡ ʧʦʚʝʨʭʥʦʩʪʠ ʵʢʨʘʥʘ ʫʙʝʨʠʪʝ ʩ ʥʝʛʦ ʧʘ-

ʥʝʣʴ ʉʩʳʣʢʠ. 

ï ɼʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʚʩʝʭ ʢʥʦʧʦʢ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʫʙʝʨʠʪʝ 

ʧʦʜʧʠʩʠ ʢ ʢʥʦʧʢʘʤ. 

ï ʀʟʤʝʥʠʪʝ ʨʘʟʤʝʨ ʰʨʠʬʪʘ ʩʪʨʘʥʠʮʘ ʦʪ ʩʘʤʦʛʦ ʤʝʣʢʦʛʦ ʜʦ ʩʘʤʦʛʦ 

ʢʨʫʧʥʦʛʦ. 

ï ʇʦʩʤʦʪʨʠʪʝ, ʢʘʢ ʚʣʠʷʝʪ ʚʳʙʦʨ ʷʟʳʢʘ ʥʘ ʦʪʦʙʨʘʞʝʥʠʝ ʠʥʬʦʨʤʘ-

ʮʠʠ ʥʘ ʵʢʨʘʥʝ. 
ï ʋʩʪʘʥʦʚʠʪʝ ʷʟʳʢ ʂʠʨʠʣʣʠʮʘ ʧʦ ʫʤʦʣʯʘʥʠʶ ʜʣʷ ʚʩʝʭ ʩʪʨʘʥʠʮ. 

ï ɼʣʷ ʫʩʢʦʨʝʥʠʷ ʟʘʛʨʫʟʢʠ ʩʪʨʘʥʠʮ ʟʘʧʨʝʪʠʪʝ ʦʪʦʙʨʘʞʝʥʠʝ ʨʠʩʫʥ-

ʢʦʚ ʧʨʠ ʟʘʛʨʫʟʢʝ. 
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ï ʆʙʥʦʚʠʪʝ ʩʦʜʝʨʞʘʥʠʝ ʩʪʨʘʥʠʮʳ ʥʘ ʵʢʨʘʥʝ ʜʣʷ ʢʦʥʪʨʦʣʷ 

ʩʜʝʣʘʥʥʳʭ ʠʟʤʝʥʝʥʠʡ. 

ï-ɺʳʚʝʜʠʪʝ  ʣʶʙʦʡ ʠʟ ʩʢʨʳʪʳʭ ʨʠʩʫʥʢʦʚ ʥʘ ʵʢʨʘʥ. 

ʉʦʟʜʘʥʠʝ ʩʪʨʘʥʠʮ ʠ ʩʩʳʣʦʢ. 

ï ɿʘʛʨʫʟʠʪʝ ʥʘʯʘʣʴʥʫʶ ʩʪʨʘʥʠʮʫ ʩʝʨʚʝʨʘ ?????? 

ï ʇʝʨʝʡʜʠʪʝ ʥʘ ʩʪʨʘʥʠʮʫ ????? 

ï ɺʝʨʥʠʪʝʩʴ ʢ ʥʘʯʘʣʴʥʦʡ ʩʪʨʘʥʠʮʝ ʣʶʙʳʤ ʠʟ ʩʧʦʩʦʙʦʚ. 

ï ʇʦʩʤʦʪʨʠʪʝ ʩʧʠʩʦʢ ʧʦʩʝʱʘʝʤʳʭ ʚʘʤʠ ʩʪʨʘʥʠʮ ʀʥʪʝʨʥʝʪ. 

ï ʇʝʨʝʡʜʠʪʝ ʩ ʧʦʤʦʱʴʶ ʞʫʨʥʘʣʘ ʥʘ ʣʶʙʫʶ ʠʟ ʧʨʦʩʤʦʪʨʝʥʥʳʭ 

ʩʪʨʘʥʠʮ. 

ï ʋʙʝʨʠʪʝ ʧʘʥʝʣʴ ɾʫʨʥʘʣ ʩ ʵʢʨʘʥʘ ʦʜʥʠʤ ʠʟ ʩʧʦʩʦʙʦʚ. 

ï ʋʩʪʘʥʦʚʠʪʝ ʚ ʢʘʯʝʩʪʚʝ ʥʘʯʘʣʴʥʦʡ ʩʪʨʘʥʠʮʳ ʩʪʨʘʥʠʮʫ Microsoft 

(www.microsoft.com). 

ï ɼʦʙʘʚʴʪʝ ʪʝʢʫʱʫʶ ʩʪʨʘʥʠʮ ʚ ʧʘʧʢʫ ʃʠʯʥʘʷ ʧʘʧʢʠ ʀʟʙʨʘʥʥʦʝ 

ʧʦʜ ʠʤʝʥʝʤ Microsoft . 

ï ʇʝʨʝʠʤʝʥʫʡʪʝ ʩʦʟʜʘʥʥʫʶ ʩʩʳʣʢʫ ʚ ʂʦʨʧʦʨʘʮʠʷ Microsoft . 

ï ʇʝʨʝʡʜʠʪʝ ʥʘ ʩʪʨʘʥʠʮʫ (www.rambler.ru). 

ï ɼʦʙʘʚʴʪʝ ʪʝʢʫʱʫʶ ʩʪʨʘʥʠʮ ʚ ʧʘʧʢʫ ʃʠʯʥʘʷ ʧʘʧʢʠ ʀʟʙʨʘʥʥʦʝ 

ʧʦʜ ʠʤʝʥʝʤ Rambler, ʟʘʪʝʤ ʚʝʨʥʠʪʝʩʴ ʥʘ ʥʘʯʘʣʴʥʫʶ ʩʪʨʘʥʠʮʫ. 

ï ʇʦʣʴʟʫʷʩʴ ʩʩʳʣʢʦʡ ʥʘ ʪʝʢʫʱʝʡ ʩʪʨʘʥʠʮʝ ʀʥʪʝʨʝʩʥʳʝ ʩʩʳʣʢʠ, 

ʫʟʥʘʡʪʝ ʦ ʧʦʛʦʜʝ ʚ ʄʠʥʩʢʝ, ɻʦʤʝʣʝ ʠ ʄʦʩʢʚʝ. 

ï ʋʜʘʣʠʪʝ ʩʩʳʣʢʫ ʂʦʨʧʦʨʘʮʠʷ Microsoftʠʟ ʧʘʧʢʠ ʃʠʯʥʘʷ. 

ï ʉʦʭʨʘʥʠʪʝ ʣʶʙʦʡ ʠʟ ʨʠʩʫʥʢʦʚ ʩʪʨʘʥʠʮʳ ʥʘ ʜʠʩʢʝ F:. 

ï ʉʦʟʜʘʡʪʝ ʩʩʳʣʢʫ ʥʘ ʜʘʥʥʫʶ ʩʪʨʘʥʠʮʫ ʥʘ ʧʘʥʝʣʠ ʉʩʣr-

ʢʠ. 

ï ʇʝʨʝʡʜʠʪʝ ʥʘ ʜʦʤʘʰʥʶʶ ʩʪʨʘʥʠʮʫ. 

ï ʇʝʨʝʡʜʠʪʝ ʥʘ ʣʶʙʫʶ ʩʪʨʘʥʠʮʫ ʩ ʧʦʤʦʱʴʶ ʧʘʥʝʣʠ 

ʉʩʣrʢʠ. 

ï ʋʜʘʣʠʪʝ ʩʦʟʜʘʥʥʫʶ ʩʩʳʣʢʫ ʥʘ ʧʘʥʝʣʠ ʉʩʳʣʢʠ. 

ï ʉʦʟʜʘʡʪʝ ʚ Word ʩʚʦʶ ʩʪʨʘʥʠʯʢʫ ʠ ʩʦʭʨʘʥʠʪʝ ʝʝ ʥʘ 

ʜʠʩʢ F:. 

ï ʇʦʩʤʦʪʨʠʪʝ ʩʦʟʜʘʥʥʫʶ ʩʪʨʘʥʠʯʢʫ. 
ʇʦʠʩʢ ʠʥʬʦʨʤʘʮʠʠ. 

ï ʇʝʨʝʡʜʠʪʝ ʥʘ ʩʪʨʘʥʠʮʫ ʠʥʬʦʨʤʘʮʠʦʥʥʦ-ʧʦʠʩʢʦʚʦʛʦ ʩʝʨʚʝʨʘ 

Yandex (www.Ya.ru).  

ï ʅʘʡʜʠʪʝ ʜʦʢʫʤʝʥʪʳ, ʩʦʜʝʨʞʘʱʠʝ ʩʣʦʚʦ çʄʫʟʳʢʘè, çʄʫʟʳʢʠè, 

çʄʫʟʳʢʘʣʴʥʳʡè (ʦʜʥʦʢʦʨʝʥʥʳʝ ʩʣʦʚʘ). 

ï ʅʘʡʜʠʪʝ ʜʦʢʫʤʝʥʪʳ, ʩʦʜʝʨʞʘʱʠʝ ʦʜʥʦʢʦʨʝʥʥʳʝ ʩʣʦʚʘ ʩʦʩ ʣʦ-

ʚʦʤ çʄʫʟʳʢʘè, ʥʦ ʥʝ ʩʦʜʝʨʞʘʱʠʝ ʩʘʤʦ ʵʪʦ ʩʣʦʚʦ. 

http://www.microsoft.com/
http://www.ya.ru/
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ï ʅʘʡʜʠʪʝ ʜʦʢʫʤʝʥʪʳ, ʩʦʜʝʨʞʘʱʠʝ ʩʪʦʷʱʠʝ ʨʷʜʦʤ ʩʣʦʚʘ 

çʉʠʤʬʦʥʠʷè ʠ çʄʫʟʳʢʘè. 

ï ʅʘʡʜʠʪʝ ʜʦʢʫʤʝʥʪʳ, ʩʦʜʝʨʞʘʱʠʝ ʩʣʦʚʘ çʉʠʤʬʦʥʠʷè ʠ çʄʫʟʳ-

ʢʘè 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ʃʘʙʦʨʘʪʦʨʥʘʷ ʨʘʙʦʪʘ 14 

ʕʃɽʂʊʈʆʅʅɸʗ ʇʆʏʊɸ 

1. ʆʩʥʦʚʥʳʝ ʩʚʝʜʝʥʠʷ ʦʙ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʝ.  

2. ʇʦʣʴʟʦʚʘʪʝʣʴʩʢʠʡ ʠʥʪʝʨʬʝʡʩ ʧʨʦʛʨʘʤʤʳ Outlook Express. 

3. ʀʩʧʦʣʴʟʦʚʘʥʠʝ Outlook Express ʜʣʷ ʨʘʙʦʪʳ ʩ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯ-

ʪʦʡ ʀʥʪʝʨʥʝʪʘ. 

4. ɸʜʨʝʩʥʘʷ ʢʥʠʛʘ. 

5. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 

 
ʎʝʣʴ: ʧʨʠʦʙʨʝʪʝʥʠʝ ʥʘʚʳʢʦʚ ʨʘʙʦʪʳ ʩ Outlook Express. 

ɿʘʜʘʯʠ:  

ï ʫʤʝʪʴ ʩʦʟʜʘʚʘʪʴ, ʦʪʧʨʘʚʣʷʪʴ ʠ ʧʨʠʥʠʤʘʪʴ ʩʦʦʙʱʝʥʠʷ ʧʦ ʵʣʝʢ-

ʪʨʦʥʥʦʡ ʧʦʯʪʝ. 
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1. ʆʩʥʦʚʥʳʝ ʩʚʝʜʝʥʠʷ ʦʙ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʝ. ʉ ʧʦʤʦʱʴʶ ʀʥʪʝʨ-

ʥʝʪʘ ʤʦʞʥʦ ʙʳʩʪʨʦ ʦʙʤʝʥʠʚʘʪʴʩʷ ʠʥʬʦʨʤʘʮʠʝʡ, ʢʦʪʦʨʘʷ ʤʦʞʝʪ ʙʳʪʴ 

ʜʦʩʪʫʧʥʘ ʚʩʝʤ. ʀʤʝʥʥʦ ʪʘʢʦʛʦ ʨʦʜʘ ʩʚʝʜʝʥʠʷʤʠ ʟʘʧʦʣʥʝʥʳ ʩʪʨʘʥʠʮʳ 

ɺʩʝʤʠʨʥʦʡ ʧʘʫʪʠʥʳ. ʅʦ ʯʝʨʝʟ ʀʥʪʝʨʥʝʪ ʧʝʨʝʜʘʝʪʩʷ ʠ ʯʘʩʪʥʘʷ ʠʥ-

ʬʦʨʤʘʮʠʷ, ʢʦʪʦʨʫʶ ʜʦʩʪʘʚʣʷʝʪ ʵʣʝʢʪʨʦʥʥʘʷ ʧʦʯʪʘ (E-mail). 

ʕʣʝʢʪʨʦʥʥʘʷ ʧʦʯʪʘ ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʧʝʨʝʜʘʯʠ ʧʦʯʪʦʚʳʭ ʩʦ-

ʦʙʱʝʥʠʡ ʠ ʬʘʡʣʦʚ ʵʣʝʢʪʨʦʥʥʳʤ ʩʧʦʩʦʙʦʤ ʦʪ ʦʜʥʦʛʦ ʧʦʣʴʟʦʚʘʪʝʣʷ, 

ʠʤʝʶʱʝʛʦ ʦʧʨʝʜʝʣʝʥʥʳʡ ʢʦʤʧʴʶʪʝʨʥʳʡ ʘʜʨʝʩ, ʢ ʜʨʫʛʦʤʫ. 

ʕʣʝʢʪʨʦʥʥʘʷ ʧʦʯʪʘ ʠʤʝʝʪ ʨʷʜ ʧʨʝʠʤʫʱʝʩʪʚ ʚ ʩʨʘʚʥʝʥʠʠ ʩ ʦʙʳʯ-

ʥʦʡ ʧʦʯʪʦʡ. ʅʘʠʙʦʣʝʝ ʚʘʞʥʦʝ ʠʟ ʥʠʭ ï ʵʪʦ ʩʢʦʨʦʩʪʴ ʧʝʨʝʩʳʣʢʠ ʩʦ-

ʦʙʱʝʥʠʡ. ɼʨʫʛʦʝ ʧʨʝʠʤʫʱʝʩʪʚʦ ʩʦʩʪʦʠʪ ʚ ʪʦʤ, ʯʪʦ ʵʣʝʢʪʨʦʥʥʦʝ 

ʧʠʩʴʤʦ ʤʦʞʝʪ ʩʦʜʝʨʞʘʪʴ ʥʝ ʪʦʣʴʢʦ ʪʝʢʩʪʦʚʦʝ ʩʦʦʙʱʝʥʠʝ, ʥʦ ʠ ʚʣʦ-

ʞʝʥʥʳʝ ʬʘʡʣʳ (ʧʨʦʛʨʘʤʤʳ, ʛʨʘʬʠʢʠ, ʟʚʫʢ). 

ʕʣʝʢʪʨʦʥʥʦʝ ʧʦʩʣʘʥʠʝ ʧʝʨʝʧʨʘʚʣʷʝʪʩʷ ʧʦ ʀʥʪʝʨʥʝʪʫ ʪʘʢ ʞʝ, ʢʘʢ 

ʣʶʙʘʷ ʜʨʫʛʘʷ ʠʥʬʦʨʤʘʮʠʷ. ʉʦʦʙʱʝʥʠʝ ʜʝʣʠʪʩʷ ʥʘ ʥʝʙʦʣʴʰʠʝ ʯʘʩʪʠ, 

ʢʦʪʦʨʳʝ ʫʧʘʢʦʚʳʚʘʶʪʩʷ ʚ çʧʘʢʝʪʳè. ʇʦ ʧʨʠʙʳʪʠʠ ʥʘ ʤʝʩʪʦ ʨʘʟʨʦʟ-

ʥʝʥʥʳʝ ʯʘʩʪʠ ʧʠʩʴʤʘ ʩʦʙʠʨʘʶʪʩʷ ʚʦʝʜʠʥʦ. 

ʕʣʝʢʪʨʦʥʥʘʷ ʧʦʯʪʘ ʤʦʞʝʪ ʠʩʧʦʣʴʟʦʚʘʪʴʩʷ ʜʣʷ: 

Å ʚʝʜʝʥʠʝ ʣʠʯʥʦʡ ʧʝʨʝʧʠʩʢʠ; 

Å ʨʘʙʦʪʳ ʩʦ ʩʧʠʩʢʘʤʠ ʨʘʩʩʳʣʢʠ; 

Å ʫʯʘʩʪʠʷ ʚ ʪʝʣʝʢʦʥʬʝʨʝʥʮʠʷʭ Usenet; 

Å ʧʝʨʝʩʳʣʢʠ ʬʘʡʣʦʚ. 

ʂʘʞʜʳʡ ʧʦʣʴʟʦʚʘʪʝʣʴ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ ʜʦʣʞʝʥ ʠʤʝʪʴ ʩʚʦʡ ʩʝ-

ʪʝʚʦʡ ʘʜʨʝʩ, ʢʦʪʦʨʳʡ ʩʦʜʝʨʞʠʪ ʠʜʝʥʪʠʬʠʢʘʮʠʦʥʥʦʝ ʠʤʷ ʧʦʣʴʟʦʚʘʪʝ-

ʣʷ ï ID, ʟʥʘʢ ʨʘʟʜʝʣʠʪʝʣʴ @ ʠ ʜʦʤʝʥʥʦʝ ʠʤʷ, ʪ.ʝ. ʩʦʩʪʦʠʪ ʠʟ ʧʝʨʩʦ-

ʥʘʣʴʥʦʡ ʠ ʦʙɦ ʝʡ ʯʘʩʪʠ, ʢʦʪʦʨʳʝ ʨʘʟʜʝʣʝʥʳ ʟʥʘʢʦʤ @. ʇʨʠ ʵʪʦʤ ʚʩʝ 

ʩʣʦʚʘ ʧʠʰʫʪʩʷ ʣʘʪʠʥʩʢʠʤʠ ʙʫʢʚʘʤʠ.  

ʇʨʠʤʝʨʳ ʘʜʨʝʩʦʚ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ: 

Maria @bspu. unibei. by 

Onegin@usadba. ac. ru 

ʂʘʞʜʦʝ ʧʠʩʴʤʦ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ ʩʦʜʝʨʞʠʪ ʜʚʝ ʦʩʥʦʚʥʳʝ ʯʘʩʪʠ: 

ʟʘʛʦʣʦʚʦʢ ʧʠʩʴʤʘ ʠ ʪʝʣʦ ʧʠʩʴʤʘ. ʇʦʩʢʦʣʴʢʫ ʵʣʝʢʪʨʦʥʥʦʝ ʧʠʩʴʤʦ ʥʘ 

ʧʫʪʠ ʢ ʩʚʦʝʤʫ ʘʜʨʝʩʘʪʫ ʧʨʦʭʦʜʠʪ ʯʝʨʝʟ ʜʝʩʷʪʢʠ ʚʳʩʦʢʦʩʢʦʨʦʩʪʥʳʭ 

ʣʠʥʠʡ ʩʚʷʟʠ, ʝʛʦ ʟʘʛʦʣʦʚʦʢ ʠʤʝʝʪ ʙʦʣʝʝ ʩʣʦʞʥʫʶ ʬʦʨʤʫ, ʯʝʤ 

ʥʘʜʧʠʩʴ ʥʘ ʦʙʳʯʥʦʤ ʧʦʯʪʦʚʦʤ ʢʦʥʚʝʨʪʝ.  

ɿʥʘʢʠ ʵʤʦʮʠʡ ʚ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʝ. ɼʣʷ çʦʞʠʚʣʝ-
ʥʠʷè ʵʣʝʢʪʨʦʥʥʳʭ ʧʠʩʝʤ ʠʩʧʦʣʴʟʫʶʪʩʷ ʩʤʘʡʣʠʢʠ. ʉʤʘʡʣʠʢ ï ʵʪʦ 

ʧʨʦʩʪʦ ʢʦʤʙʠʥʘʮʠʷ ʠʟ ʥʝʩʢʦʣʴʢʠʭ ʪʝʢʩʪʦʚʳʭ ʩʠʤʚʦʣʦʚ, ʢʦʪʦʨʳʝ ʚ 

ʩʦʚʦʢʫʧʥʦʩʪʠ ʧʦʭʦʞʠ ʥʘ ʣʠʮʦ ʯʝʣʦʚʝʢʘ ï ʫʣʳʙʘʶʱʝʝʩʷ, ʧʦʜʤʠʛʠʚʘ-
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ʶʱʝʝ, ʦʛʦʨʯʝʥʥʦʝ ʠ ʪ. ʜ. ʏʘʱʝ ʚʩʝʛʦ ʠʩʧʦʣʴʟʫʶʪʩʷ, ʥʘʧʨʠʤʝʨ, 

ʪʘʢʠʝ ʩʤʘʡʣʠʢʠ: 

: - ) ï ʫʣʳʙʢʘ; 

*)))) ï ʩʤʝʭ; 

: - (ï ʛʨʫʩʪʴ, ʧʝʯʘʣʴ; 

; - )ï ʧʦʜʤʠʛʠʚʘʥʠʝ; 

: - 0ï ʢʨʘʡʥʝʝ ʫʜʠʚʣʝʥʠʝ. 

ʉʤʘʡʣʠʢʠ ʠʩʧʦʣʴʟʫʶʪʩʷ ʥʝ ʪʦʣʴʢʦ ʚ ʵʣʝʢʪʨʦʥʥʳʭ ʧʠʩʴʤʘʭ, ʥʦ ʠ 

ʚʦʦʙʱʝ ʧʨʠ ʦʙʱʝʥʠʠ ʚ ʩʝʪʠ ʀʥʪʝʨʥʝʪ. 

ʊʝʭʥʦʣʦʛʠʷ ʢʣʠʝʥʪ-ʩʝʨʚʝʨ ʜʣʷ E - m a i l. ʂʘʢ ʠ ʚʩʝ 

ʩʝʨʚʠʩʳ ʀʥʪʝʨʥʝʪʘ, ʵʣʝʢʪʨʦʥʥʘʷ ʧʦʯʪʘ ʧʦʩʪʨʦʝʥʘ ʚ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ 

ʪʝʭʥʦʣʦʛʠʝʡ ʢʣʠʝʥʪ-ʩʝʨʚʝʨ. ʇʦʯʪʦʚʳʡ ʩʝʨʚʝʨ ʥʘʭʦʜʠʪʩʷ ʥʘ ʢʦʤʧʴʶ-

ʪʝʨʝ ʧʨʦʚʘʡʜʝʨʘ ʠʣʠ ʚ ʣʦʢʘʣʴʥʦʡ ʩʝʪʠ. ʕʪʘ ʧʨʦʛʨʘʤʤʘ ʢʦʦʨʜʠʥʠʨʫʝʪ 

ʧʝʨʝʩʳʣʢʫ ʩʦʦʙʱʝʥʠʡ ʧʦ ʟʘʧʨʦʩʘʤ ʧʦʯʪʦʚʳʭ ʢʣʠʝʥʪʦʚ. ɼʣʷ ʪʦʛʦ 

ʯʪʦʙʳ ʧʦʣʴʟʦʚʘʪʴʩʷ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʦʡ, ʥʘ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʦʤ ʢʦʤ-

ʧʴʶʪʝʨʝ ʜʦʣʞʥʦ ʙʳʪʴ ʫʩʪʘʥʦʚʣʝʥʦ ʩʦʦʪʚʝʪʩʪʚʫʶʱʝʝ ʧʨʦʛʨʘʤʤʥʦʝ 

ʦʙʝʩʧʝʯʝʥʠʝ, ʢʦʪʦʨʦʝ ʥʘʟʳʚʘʶʪ ʧʦʯʪʦʚʳʤ ʢʣʠʝʥʪʦʤ. ʆʩʥʦʚʥʳʝ 

ʬʫʥʢʮʠʠ ʧʦʯʪʦʚʦʛʦ ʢʣʠʝʥʪʘ ï ʵʪʦ ʧʦʤʦʱʴ ʚ ʩʦʩʪʘʚʣʝʥʠʠ ʠ ʧʦʩʳʣʢʝ 

ʧʠʩʝʤ, ʘ ʪʘʢʞʝ ʚ ʧʦʣʫʯʝʥʠʠ ʠ ʦʪʦʙʨʘʞʝʥʠʠ ʩʦʦʙʱʝʥʠʷ ʥʘ ʢʦʤʧʴʶʪʝ-

ʨʝ ʧʦʣʴʟʦʚʘʪʝʣʷ. 

ʅʘ ʩʝʛʦʜʥʷʰʥʠʡ ʜʝʥʴ ʩʫʱʝʩʪʚʫʝʪ ʙʦʣʴʰʦʡ ʚʳʙʦʨ ʧʨʦʛʨʘʤʤ-

ʢʣʠʝʥʪʦʚ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ. ʅʘʧʨʠʤʝʨ, ʚ ʩʦʩʪʘʚ Windows 1998-

2000 ʠ Windows XP ʚʭʦʜʠʪ ʜʦʩʪʘʪʦʯʥʦ ʤʦʱʥʘʷ ʢʣʠʝʥʪʩʢʘʷ ʧʨʦʛʨʘʤ-

ʤʘ Outlook Express ʜʣʷ ʨʘʙʦʪʳ ʩ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʦʡ ʠ ʪʝʣʝʢʦʥʬʝ-

ʨʝʥʮʠʷʤʠ. 

 

2. ʇʦʣʴʟʦʚʘʪʝʣʴʩʢʠʡ ʠʥʪʝʨʬʝʡʩ ʧʨʦʛʨʘʤʤʳ Outlook Express. 

ʅʘʩʪʨʦʡʢʘ ʦʙʣʘʩʪʠ ʧʨʦʩʤʦʪʨʘ. ɺ Outlook Express, ʠʩ-

ʧʦʣʴʟʫʷ ʦʙʣʘʩʪʴ ʧʨʦʩʤʦʪʨʘ ʠ ʩʧʠʩʦʢ ʩʦʦʙʱʝʥʠʡ, ʤʦʞʥʦ ʦʜʥʦʚʨʝ-

ʤʝʥʥʦ ʯʠʪʘʪʴ ʦʪʜʝʣʴʥʳʝ ʩʦʦʙʱʝʥʠʷ ʠ ʧʨʦʩʤʘʪʨʠʚʘʪʴ ʩʧʠʩʦʢ ʩʦʦʙ-

ʱʝʥʠʡ. ɺ ʩʧʠʩʢʝ ʧʘʧʦʢ ʩʦʜʝʨʞʘʪʩʷ ʧʘʧʢʠ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ, ʩʝʨʚʝ-

ʨʳ ʠ ʛʨʫʧʧʳ ʥʦʚʦʩʪʝʡ, ʤʝʞʜʫ ʢʦʪʦʨʳʤʠ ʤʦʞʥʦ ʣʝʛʢʦ ʧʝʨʝʢʣʶʯʘʪʴ-

ʩʷ. ʄʦʞʥʦ ʪʘʢʞʝ ʩʦʟʜʘʚʘʪʴ ʧʘʧʢʠ ʠ ʧʨʘʚʠʣʘ, ʧʦ ʢʦʪʦʨʳʤ ʧʨʠʭʦʜʷ-

ʱʠʝ ʩʦʦʙʱʝʥʠʷ ʙʫʜʫʪ ʧʦʤʝʱʘʪʴʩʷ ʚ ʵʪʠ ʧʘʧʢʠ. ʆʙʣʘʩʪʴ ʧʨʦʩʤʦʪʨʘ 

ʤʦʞʥʦ ʨʘʩʧʦʣʦʞʠʪʴ ʢʘʢ ʧʦʜ ʩʧʠʩʢʦʤ ʩʦʦʙʱʝʥʠʡ, ʪʘʢ ʠ ʨʷʜʦʤ ʩ ʥʠʤ. 

ɼʣʷ ʦʙʣʘʩʪʠ ʧʨʦʩʤʦʪʨʘ ʤʦʞʥʦ ʟʘʜʘʪʴ ʦʪʦʙʨʘʞʝʥʠʝ ʠʣʠ ʩʢʨʳʪʠʝ ʟʘ-

ʛʦʣʦʚʢʦʚ ʩʦʦʙʱʝʥʠʡ, ʘ ʩʘʤʫ ʦʙʣʘʩʪʴ ʤʦʞʥʦ ʪʘʢʞʝ ʦʪʦʙʨʘʞʘʪʴ ʣʠʙʦ 
ʩʢʨʳʚʘʪʴ. ɼʣʷ ʥʘʩʪʨʦʡʢʠ ʠʥʪʝʨʬʝʡʩʘ Outlook Express ʥʝʦʙʭʦʜʠʤʦ ʠʟ 

ʤʝʥʶ ɺʠʜ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʈʘʩʢʣʘʜʢʘ ʠ ʫʩʪʘʥʦʚʠʪʴ ʥʫʞʥʳʝ ʧʘʨʘ-

ʤʝʪʨʳ ʚ ʨʘʟʜʝʣʝ ʆʙʣʘʩʪʴ ʧʨʦʩʤʦʪʨʘ. ʇʦʩʣʝ ʪʦʛʦ ʢʘʢ ʧʨʦʛʨʘʤʤʘ Out-

look Express ʟʘʛʨʫʟʠʪ ʩʦʦʙʱʝʥʠʷ ʠʣʠ ʧʦʩʣʝ ʥʘʞʘʪʠʷ ʢʥʦʧʢʠ ɼʦʩʪʘ-
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ʚʠʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ, ʩʦʦʙʱʝʥʠʷ ʤʦʞʥʦ ʯʠʪʘʪʴ ʣʠʙʦ ʚ 

ʦʙʣʘʩʪʠ ʧʨʦʩʤʦʪʨʘ, ʣʠʙʦ ʚ ʦʪʜʝʣʴʥʦʤ ʦʢʥʝ. ɼʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʩʦʦʙ-

ʝɦʥʠʷ ʚ ʦʙʣʘʩʪʠ ʧʨʦʩʤʦʪʨʘ ʥʝʦʙʭʦʜʠʤʦ ʱʝʣʢʥʫʪʴ ʧʦ ʥʝʤʫ ʦʜʠʥ ʨʘʟ 

ʚ ʩʧʠʩʢʝ ʩʦʦʙʱʝʥʠʡ, ʘ ʜʣʷ ʦʪʢʨʳʪʠʷ ʩʦʦʙʱʝʥʠʷ ʚ ʦʪʜʝʣʴʥʦʤ ʦʢʥʝ 

ʱʝʣʢʥʫʪʴ ʧʦ ʥʝʤʫ ʜʚʘʞʜʳ. ɼʣʷ ʩʦʭʨʘʥʝʥʠʷ ʩʦʦʙʱʝʥʠʷ ʥʘ ʩʚʦʝʤ ʜʠʩ-

ʢʝ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʌʘʡʣ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʭʨʘʥʠʪʴ ʢʘʢ, ʟʘ-

ʪʝʤ ʫʢʘʟʘʪʴ ʤʝʩʪʦ ʠ ʬʦʨʤʘʪ ʩʦʭʨʘʥʝʥʠʷ (ʧʦʯʪʦʚʦʝ ʩʦʦʙʱʝʥʠʝ, ʧʨʦ-

ʩʪʦʡ ʪʝʢʩʪ, ʛʠʧʝʨʪʝʢʩʪ). 

ʅʘʩʪʨʦʡʢʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. ɺ ʧʨʦʛʨʘʤʤʝ Out-

look Express ʧʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʤʦʞʥʦ ʥʘʩʪʨʘʠʚʘʪʴ: ʦʪʦʙʨʘʞʘʪʴ 

ʠʣʠ ʩʢʨʳʚʘʪʴ, ʫʜʘʣʷʪʴ ʠʣʠ ʜʦʙʘʚʣʷʪʴ ʥʘ ʥʝʡ ʢʥʦʧʢʠ ʠ ʪ. ʜ. 

ɼʣʷ ʥʘʩʪʨʦʡʢʠ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʧʨʠ ʥʘʭʦʞʜʝʥʠʠ ʚ ʦʩʥʦʚʥʦʤ 

ʦʢʥʝ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ɺʠʜ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʈʘʩʢʣʘʜʢʘ, ʟʘʪʝʤ ï 

ʅʘʩʪʨʦʡʢʘ. ʇʨʠ ʥʘʭʦʞʜʝʥʠʠ ʚ ʦʢʥʝ ʩʦʦʙʱʝʥʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʙrʨʘʪʴ 

ʠʟ ʤʝʥʶ ɺʠʜ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠ ʟʘʪʝʤ ï 

ʅʘʩʪʨʦʡʢʘ. 

ʇʦʣʝ ʊʝʢʩʪ ʢʥʦʧʢʠ ʩʣʫʞʠʪ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʥʘʜʧʠʩʝʡ ʥʘ ʧʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ.  

ʇʦʣʝ ʈʘʟʤʝʨ ʟʥʘʯʢʘ ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʨʘʟʤʝʨʘ ʟʥʘʯ-

ʢʦʚ. 

ɼʣ̫ ʜʦʙʘʚʣʝʥʠʷ ʠʣʠ ʫʜʘʣʝʥʠʷ ʢʘʢʦʡïʣʠʙʦ ʢʥʦʧʢʠ ʥʝʦʙʭʦʜʠʤʦ 

ʚʳʙʨʘʪʴ ʝʝ ʚ ʉʧʠʩʢʝ ʢʥʦʧʦʢ ʠ ʥʘʞʘʪʴ ɼʦʙʘʚʠʪʴ ʠʣʠ ʋʜʘʣʠʪʴ. 

ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʧʦʨʷʜʢʘ ʩʣʝʜʦʚʘʥʠʷ ʢʥʦʧʦʢ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ 

ʥʫʞʥʫʶ ʢʥʦʧʢʫ ʚ ʩʧʠʩʢʝ ʇʘʥʝʣʴ ʠʥʩʪʨʫʤʝʥʪʦʚ ʠ ʥʘʞʘʪʴ ɺʚʝʨʭ ʠʣʠ 

ɺʥʠʟ. 

ʉʦʟʜʘʥʠʝ ʠ ʦʪʧʨʘʚʢʘ ʩʦʦʙʱʝʥʠʷ. ʏʪʦʙʳ ʦʪʧʨʘʚʠʪʴ 

ʩʦʦʙʱʝʥʠʝ ʧʦ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʝ, ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʩʣʝʜʫʶ-

ʱʠʝ ʜʝʡʩʪʚʠʷ. 

Å ʅʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ. 

Å ɺ ʧʦʣʝ ʂʦʤʫ ʠ ʂʦʧʠʷ ʚʚʝʩʪʠ ʘʜʨʝʩʘ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ ʚʩʝʭ 

ʧʦʣʫʯʘʪʝʣʝʡ, ʨʘʟʜʝʣʷʷ ʠʭ ʟʘʧʷʪʳʤʠ ʠʣʠ ʪʦʯʢʘʤʠ ʩ ʟʘʧʷʪʦʡ. ʏʪʦʙʳ 

ʚʳʙʨʘʪʴ ʧʦʣʫʯʘʪʝʣʝʡ ʠʟ ʘʜʨʝʩʥʦʡ ʢʥʠʛʠ, ʥʝʦʙʭʦʜʠʤʦ ʱʝʣʢʥʫʪʴ ʥʘ 

ʟʥʘʯʢʝ ʩ ʢʥʠʛʦʡ, ʥʘʭʦʜʷʱʝʤʩʷ ʨʷʜʦʤ ʩ ʧʦʣʷʤʠ ʂʦʤʫ ʠ ʂʦʧʠʷ ʚ ʦʢʥʝ 

ʩʦʟʜʘʚʘʝʤʦʛʦ ʩʦʦʙʱʝʥʠʷ, ʠ ʚʳʙʨʘʪʴ ʪʨʝʙʫʝʤʳʝ ʘʜʨʝʩʘ. 

Å ɺ ʧʦʣʝ ʊʝʤʘ ʫʢʘʟʘʪʴ ʢʨʘʪʢʫʶ ʪʝʤʫ ʩʦʦʙʱʝʥʠʷ. 

Å ɺʚʝʩʪʠ ʪʝʢʩʪ ʩʦʦʙʱʝʥʠʷ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʆʪʧʨʘʚʠʪʴ ʥʘ ʧʘʥʝʣʠ 

ʠʥʩʪʨʫʤʝʥʪʦʚ ʩʦʟʜʘʚʘʝʤʦʛʦ ʩʦʦʙʱʝʥʠʷ. 
ɿʘʤʝʯʘʥʠʷ. 1.. ʇʨʠ ʦʪʧʨʘʚʢʝ ʩʦʦʙʱʝʥʠʷ ʚ ʘʚʪʦʥʦʤʥʦʤ ʨʝʞʠʤʝ ʦʥʦ 

ʩʦʭʨʘʥʷʝʪʩʷ ʚ ʧʘʧʢʝ ʀʩʭʦʜʷʱʠʝ ʠ ʦʪʧʨʘʚʣʷʝʪʩʷ ʧʨʠ ʧʝʨʚʦʤ ʧʦʜʢʣʶʯʝ-

ʥʠʠ ʢ ʩʝʪʠ. 
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2. ʏʪʦʙʳ ʩʦʭʨʘʥʠʪʴ ʥʝʟʘʚʝʨʰʝʥʥʦʝ ʩʦʦʙʱʝʥʠʝ, ʥʝʦʙʭʦʜʠʤʦ ʚʳ-

ʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʭʨʘʥʠʪʴ ʠʟ ʤʝʥʶ ʌʘʡʣ. ʄʦʞʥʦ ʪʘʢʞʝ ʚʳʙʨʘʪʴ ʉʦ-

ʭʨʘʥʠʪʴ ʢʘʢ, ʯʪʦʙʳ ʫʢʘʟʘʪʴ ʬʦʨʤʘʪ, ʚ ʢʦʪʦʨʦʤ ʩʣʝʜʫʝʪ ʩʦʭʨʘʥʠʪʴ 

ʩʦʦʙʱʝʥʠʝ. 

ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʙʣʘʥʢʦʚ ʧʨʠ ʩʦʩʪʘʚʣʝʥʠʠ ʩʦ-

ʦʙʱʝʥʠʡ. ʇʨʠʤʝʥʷʷ ʙʣʘʥʢʠ, ʠʤʝʶʱʠʝʩʷ ʚ ʧʨʦʛʨʘʤʤʝ Outlook Ex-

press, ʤʦʞʥʦ ʩʦʟʜʘʚʘʪʴ ʧʨʠʚʣʝʢʘʪʝʣʴʥʳʝ ʧʦʯʪʦʚʳʝ ʩʦʦʙʱʝʥʠʷ. ɹʣʘʥʢ 

ï ʵʪʦ ʰʘʙʣʦʥ, ʚ ʢʦʪʦʨʳʡ ʤʦʞʝʪ ʚʭʦʜʠʪʴ ʬʦʥʦʚʳʡ ʨʠʩʫʥʦʢ, ʦʨʠʛʠ-

ʥʘʣʴʥʳʝ ʮʚʝʪʘ ʜʣʷ ʪʝʢʩʪʘ ʩʦʦʙʱʝʥʠʷ, ʨʘʟʤʝʨ ʧʦʣʝʡ ʠ ʪ. ʧ. 

ʏʪʦʙʳ ʧʨʠʤʝʥʠʪʴ ʙʣʘʥʢ ʢʦ ʚʩʝʤ ʠʩʭʦʜʷʱʠʤ ʩʦʦʙʱʝʥʠʷʤ, ʥʝʦʙ-

ʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ ʠʟ ʤʝʥʶ ʉʝʨʚʠʩ. ʅʘ ʚʢʣʘʜʢʝ 

ʉʦʟʜʘʥʠʝ ʩʦʦʙʱʝʥʠʷ ʥʝʦʙʭʦʜʠʤʦ ʚʢʣʶʯʠʪʴ ʬʣʘʞʢʠ ʇʦʯʪʘ ʠʣʠ ʅʦ-

ʚʦʩʪʠ ʚ ʨʘʟʜʝʣʝ ɹʣʘʥʢ. ʇʦʩʣʝ ʥʘʞʘʪʠʷ ʥʘ ʢʥʦʧʢʫ ɺʙrʨʘʪʴ ʫʢʘʟʘʪʴ 

ʪʨʝʙʫʝʤʳʡ ʙʣʘʥʢ ʦʬʦʨʤʣʝʥʠʷ ʩʦʦʙʱʝʥʠʷ. 

ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʧʨʠʤʝʥʠʪʴ ʙʣʘʥʢ ʢ ʦʜʥʦʤʫ ʠʟ ʩʦʦʙʱʝʥʠʡ, ʥʝʦʙ-

ʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʉʦʦʙʱʝʥʠʝ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʟʜʘʪʴ ʩ ʠʩʧʦʣʴʟʦ-

ʚʘʥʠʝʤ. ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʩʧʠʩʢʝ ʥʝʦʙʭʦʜʠʤʦ ʫʢʘʟʘʪʴ ʪʨʝʙʫʝʤʳʡ ʰʘʙ-

ʣʦʥ ʦʬʦʨʤʣʝʥʠʷ. 

ɽʩʣʠ ʥʝʦʙʭʦʜʠʤʦ ʧʨʠʤʝʥʠʪʴ ʠʣʠ ʠʟʤʝʥʠʪʴ ʙʣʘʥʢ ʫʞʝ ʧʦʩʣʝ ʪʦʛʦ 

ʢʘʢ ʩʦʦʙʱʝʥʠʝ ʙʳʣʦ ʥʘʙʨʘʥʦ ʠʣʠ ʚ ʧʨʦʮʝʩʩʝ ʝʛʦ ʥʘʙʦʨʘ, ʥʝʦʙʭʦʜʠʤʦ 

ʚrʙʨʘʪʴ ʠʟ ʤʝʥʶ ʌʦʨʤʘʪ ʢʦʤʘʥʜʫ ʀʩʧʦʣʴʟʦʚʘʪʴ ʙʣʘʥʢ ʠ ʫʢʘʟʘʪʴ 

ʪʨʝʙʫʝʤʳʡ ʙʣʘʥʢ. 

ɺʩʪʘʚʢʘ ʵʣʝʤʝʥʪʦʚ ʚ ʩʦʦʙʱʝʥʠʷ. ɼʦʙʘʚʣʝʥʠʝ 
ʚʠʟʠʪʥʦʡ ʢʘʨʪʦʯʢʠ. ʆʙʳʯʥʦ ʚʠʟʠʪʥʫʶ ʢʘʨʪʦʯʢʫ ʜʦʙʘʚʣʷʶʪ 

ʚ ʩʦʦʙʱʝʥʠʷ, ʯʪʦʙʳ ʧʨʝʜʦʩʪʘʚʠʪʴ ʧʦʣʫʯʘʪʝʣʶ ʧʦʜʨʦʙʥʳʝ ʩʚʝʜʝʥʠʷ ʦ 

ʩʝʙʝ, ʥʦ ʤʦʞʥʦ ʜʦʙʘʚʣʷʪʴ ʚʠʟʠʪʥʫʶ ʢʘʨʪʦʯʢʫ ʣʶʙʦʛʦ ʢʦʥʪʘʢʪʘ ʠʟ 

ʘʜʨʝʩʥʦʡ ʢʥʠʛʠ. ɼʣʷ ʜʦʙʘʚʣʝʥʠʷ ʩʚʦʝʡ ʚʠʟʠʪʥʦʡ ʢʘʨʪʦʯʢʠ ʥʝʦʙʭʦ-

ʜʠʤʦ ʠʤʝʪʴ ʚ ʘʜʨʝʩʥʦʡ ʢʥʠʛʝ ʩʚʦʠ ʢʦʥʪʘʢʪʥʳʝ ʜʘʥʥʳʝ. ɼʣʷ ʪʦʛʦ ʯʪʦ-

ʙʳ ʩʦʟʜʘʪʴ ʚʠʟʠʪʥʫʶ ʢʘʨʪʦʯʢʫ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʀʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ ʠ ʨʘʩʢʨʳʪʴ 

ʚʢʣʘʜʢʫ ʉʦʟʜʘʥʠʝ ʩʦʦʙʱʝʥʠʷ. 

Å ɺʢʣʶʯʠʪʴ ʬʣʘʞʦʢ ʇʦʯʪʘ ʠʣʠ ʅʦʚʦʩʪʠ ʚ ʨʘʟʜʝʣʝ ɺʠʟʠʪʥʳʝ 

ʢʘʨʪʦʯʢʠ ʠ ʚʳʙʨʘʪʴ ʥʫʞʥʫʶ ʢʘʨʪʦʯʢʫ ʠʟ ʨʘʩʢʨʳʚʘʶʱʝʛʦʩʷ ʩʧʠʩʢʘ. 

ʏʪʦʙʳ ʜʦʙʘʚʠʪʴ ʚʠʟʠʪʥʫʶ ʢʘʨʪʦʯʢʫ ʢ ʦʪʜʝʣʴʥʦʤʫ ʩʦʦʙʱʝʥʠʶ, 

ʥʝʦʙʭʦʜʠʤʦ ʚ ʦʢʥʝ ʩʦʦʙʱʝʥʠʷ ʠʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ɺʠʟʠʪʥʘʷ ʢʘʨʪʦʯʢʘ. 
ɼʦʙʘʚʣʝʥʠʝ ʧʦʜʧʠʩʠ. ɺ ʩʦʦʙʱʝʥʠʝ ʢʨʦʤʝ ʚʠʟʠʪʥʦʡ ʢʘʨ-

ʪʦʯʢʠ ʤʦʞʥʦ ʜʦʙʘʚʣʷʪʴ ʧʦʜʧʠʩʴ. ɼʣʷ ʩʦʟʜʘʥʠʷ ʧʦʜʧʠʩʠ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʀʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ ʠ ʨʘʩʢʨʳʪʴ 

ʚʢʣʘʜʢʫ ʇʦʜʧʠʩʠ. 
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Å ʅʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ ʠ ʚ ʧʦʣʝ ʀʟʤʝʥʠʪʴ ʧʦʜʧʠʩʴ ʚʚʝʩʪʠ 

ʪʝʢʩʪ ʣʠʙʦ ʚʳʙʨʘʪʴ ʌʘʡʣ ʠ ʫʢʘʟʘʪʴ ʪʝʢʩʪʦʚʳʡ ʠʣʠ ʛʠʧʝʨʪʝʢʩʪʦʚʳʡ 

ʬʘʡʣ, ʢʦʪʦʨʳʡ ʩʣʝʜʫʝʪ ʠʩʧʦʣʴʟʦʚʘʪʴ ʜʣʷ ʧʦʜʧʠʩʠ. 

Å ɺʢʣʶʯʠʪʴ ʬʣʘʞʦʢ ɼʦʙʘʚʣʷʪʴ ʧʦʜʧʠʩʴ ʢʦ ʚʩʝʤ ʠʩʭʦʜʷʱʠʤ ʩʦ-

ʦʙʱʝʥʠʷʤ. 
ɼʣʷ ʜʦʙʘʚʣʝʥʠʷ ʧʦʜʧʠʩʠ ʪʦʣʴʢʦ ʚ ʦʪʜʝʣʴʥʳʝ ʩʦʦʙʱʝʥʠʷ ʥʝʦʙʭʦ-

ʜʠʤʦ ʚʳʢʣʶʯʠʪʴ ʬʣʘʞʦʢ ɼʦʙʘʚʣʷʪʴ ʧʦʜʧʠʩʴ ʢʦ ʚʩʝʤ ʠʩʭʦʜʷʱʠʤ 

ʩʦʦʙʱʝʥʠʷʤ. ʇʨʠ ʩʦʟʜʘʥʠʠ ʩʦʦʙʱʝʥʠʷ ʚʳʙʨʘʪʴ ʤʝʥʶ ɺʩʪʘʚʢʘ, ʫʢʘ-

ʟʘʪʴ ʥʘ ʇʦʜʧʠʩʴ ʠ ʚʳʙʨʘʪʴ ʥʫʞʥʫʶ ʧʦʜʧʠʩʴ. 
ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʨʘʟʥʳʭ ʧʦʜʧʠʩʝʡ ʩ ʨʘʟʥʳʤʠ ʫʯʝʪʥʳ-

ʤʠ ʟʘʧʠʩʷʤʠ ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ʧʦʜʧʠʩʴ ʚ ʨʘʟʜʝʣʝ ʇʦʜʧʠʩʴ, ʥʘʞʘʪʴ 

ʢʥʦʧʢʫ ɼʦʧʦʣʥʠʪʝʣʴʥʦ ʠ ʚʳʙʨʘʪʴ ʫʯʝʪʥʫʶ ʟʘʧʠʩʴ, ʢʦʪʦʨʫʶ ʩʣʝʜʫʝʪ 

ʠʩʧʦʣʴʟʦʚʘʪʴ ʩ ʜʘʥʥʦʡ ʧʦʜʧʠʩʴʶ. 

ɺʩʪʘʚʢʘ ʬʘʡʣʘ. ɺ ʩʦʟʜʘʚʘʝʤʦʝ ʩʦʦʙʱʝʥʠʝ ʤʦʞʥʦ ʚʩʪʘʚʠʪʴ 

ʣʶʙʦʡ ʧʨʦʠʟʚʦʣʴʥʳʡ ʬʘʡʣ, ʢʦʪʦʨʳʡ ʙʫʜʝʪ ʧʝʨʝʩʣʘʥ ʧʦʣʫʯʘʪʝʣʶ 

ʜʘʥʥʦʛʦ ʩʦʦʙʱʝʥʠʷ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʩʪʘʚʠʪʴ ʚ ʩʦʦʙʱʝʥʠʝ ʬʘʡʣ, 

ʥʝʦʙʭʦʜʠʤʦ: 

Å ʀʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ɺʣʦʞʝʥʠʝ ʬʘʡʣʘ ʠʣʠ 

ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɺʣʦʞʠʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

Å ʋʢʘʟʘʪʴ ʪʨʝʙʫʝʤʳʡ ʬʘʡʣ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɺʣʦʞʠʪʴ. 

ɺ ʩʦʦʙʱʝʥʠʝ ʤʦʞʥʦ ʜʦʙʘʚʣʷʪʴ ʪʝʢʩʪʦʚʳʝ ʬʘʡʣʳ (ʬʘʡʣʳ ʩ ʨʘʩ-

ʰʠʨʝʥʠʝʤ *. txt, *. htm, *. htmlj, ʚʳʙʨʘʚ ʚ ʤʝʥʶ ɺʩʪʘʚʢʘ ʢʦʤʘʥʜʫ 

ʊʝʢʩʪ ʠʟ ʬʘʡʣʘ. 
ɺʩʪʘʚʢʘ ʨʠʩʫʥʢʘ. ɺ ʩʦʟʜʘʚʘʝʤʦʝ ʩʦʦʙʱʝʥʠʝ ʤʦʞʥʦ ʚʩʪʘ-

ʚʠʪʴ ʣʙʁʦʡ ʨʠʩʫʥʦʢ. ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʚʩʪʘʚʠʪʴ ʨʠʩʫʥʦʢ, ʥʝʦʙʭʦʜʠʤʦ: 

Å  ʋʩʪʘʥʦʚʠʪʴ ʫʢʘʟʘʪʝʣʴ ʢʫʨʩʦʨʘ ʚ ʪʦ ʤʝʩʪʦ ʚ ʩʦʦʙʱʝʥʠʠ, ʚ ʢʦʪʦ-

ʨʦʝ ʪʨʝʙʫʝʪʩʷ ʚʩʪʘʚʠʪʴ ʨʠʩʫʥʦʢ. 

Å ʀʟ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʈʠʩʫʥʦʢ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ 

ʆʙʟʦʨ. 
ɽʩʣʠ ʥʝ ʫʜʘʝʪʩʷ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʈʠʩʫʥʦʢ, ʥʝʦʙʭʦʜʠʤʦ ʧʨʦʚʝ-

ʨʠʪʴ, ʚʢʣʶʯʝʥʦ ʣʠ ʠʩʧʦʣʴʟʦʚʘʥʠʝ ʬʦʨʤʘʪʘ HTML , ʢʦʪʦʨʳʡ ʚʢʣʶʯʘ-

ʝʪʩʷ ʠʟ ʄʝʥʶ ʌʦʨʤʘʪ. 

ɽʩʣʠ ʧʦʣʫʯʘʪʝʣʷʤ ʩʦʦʙʱʝʥʠʡ ʥʝ ʫʜʘʝʪʩʷ ʧʨʦʩʤʦʪʨʝʪʴ ʚʩʪʘʚʣʝʥ-

ʥʳʝ ʨʠʩʫʥʢʠ, ʥʝʦʙʭʦʜʠʤʦ ʧʨʦʚʝʨʠʪʴ, ʚʢʣʶʯʝʥ ʣʠ ʬʣʘʞʦʢ ʆʪʧʨʘʚ-

ʣʷʪʴ ʨʠʩʫʥʢʠ ʚʤʝʩʪʝ ʩ ʩʦʦʙʱʝʥʠʷʤʠ. ʇʦʩʣʝ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʧʦ-

ʚʪʦʨʠʪʴ ʦʪʧʨʘʚʢʫ ʩʦʦʙʱʝʥʠʷ. ɼʣʷ ʚʢʣʶʯʝʥʠʷ ʜʘʥʥʦʛʦ ʬʣʘʞʢʘ ʥʝʦʙ-

ʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ ʠ ʥʘ ʚʢʣʘʜʢʝ 

ʆʪʧʨʘʚʠʪʴ ʫʩʪʘʥʦʚʠʪʴ ʅʘʩʪʨʦʡʢʘ HTML . 

ʏʪʝʥʠʝ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ. ʏʪʝʥʠʝ ʩʦʦʙʱʝʥʠʡ. 

ʇʦʩʣʝ ʪʦʛʦ ʢʘʢ ʧʨʦʛʨʘʤʤʘ Outlook Express ʟʘʛʨʫʟʠʪ ʚʭʦʜʷʱʠʝ ʩʦʦʙ-

ʱʝʥʠʷ (ʠʣʠ ʧʦʩʣʝ ʥʘʞʘʪʠʷ ʢʥʦʧʢʠ ɼʦʩʪʘʚʠʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥ-
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ʪʦʚ), ʠʭ ʤʦʞʥʦ ʯʠʪʘʪʴ ʣʠʙʦ ʚ ʦʙʣʘʩʪʠ ʧʨʦʩʤʦʪʨʘ, ʣʠʙʦ ʚ ʦʪʜʝʣʴ-

ʥʦʤ ʦʢʥʝ. ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʚʩʝʭ ʚʭʦʜʷʱʠʭ ʩʦʦʙʱʝʥʠʡ ʥʝʦʙʭʦʜʠʤʦ 

ʱʝʣʢʥʫʪʴ ʥʘ ʟʥʘʯʢʝ ʧʘʧʢʠ ɺʭʦʜʷʱʠʝ ʚ ʩʧʠʩʢʝ ʧʘʧʦʢ. ɼʣʷ ʩʦʭʨʘʥʝ-

ʥʠʷ ʩʦʦʙʱʝʥʠʷ ʥʘ ʜʠʩʢʝ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʌʘʡʣ ʚʳʙʨʘʪʴ ʢʦʤʘʥ-

ʜʫ ʉʦʭʨʘʥʠʪʴ ʢʘʢ, ʟʘʪʝʤ ʫʢʘʟʘʪʴ ʤʝʩʪʦ ʠ ʬʦʨʤʘʪ ʩʦʭʨʘʥʝʥʠʷ (ʧʦʯ-

ʪʦʚʦʝ ʩʦʦʙʱʝʥʠʝ, ʧʨʦʩʪʦʡ ʪʝʢʩʪ, ʛʠʧʝʨʪʝʢʩʪ). ɽʩʣʠ ʚ ʩʦʦʙʱʝʥʠʠ 

ʠʤʝʶʪʩʷ ʚʣʦʞʝʥʠʷ, ʪʦ ʨʷʜʦʤ ʩ ʥʠʤ ʚ ʩʧʠʩʢʝ ʩʦʦʙʱʝʥʠʡ ʦʪʦʙʨʘʞʘʝʪ-

ʩʷ ʟʥʘʯʦʢ ʩʢʨʝʧʢʠ. ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʚʣʦʞʝʥʥʦʛʦ ʬʘʡʣʘ ʥʝʦʙʭʦʜʠʤʦ 

ʱʝʣʢʥʫʪʴ ʚ ʦʙʣʘʩʪʠ ʧʨʦʩʤʦʪʨʘ ʧʦ ʟʥʘʯʢʫ ʩʢʨʝʧʢʠ, ʥʘʭʦʜʷʱʝʤʫʩʷ ʚ 

ʟʘʛʦʣʦʚʢʝ ʩʦʦʙʱʝʥʠʷ ʠ ʚʳʙʨʘʪʴ ʠʤʷ ʚʣʦʞʝʥʥʦʛʦ ʬʘʡʣʘ, ʢʦʪʦʨʳʡ 

ʥʫʞʥʦ ʧʨʦʩʤʦʪʨʝʪʴ (ʠʣʠ, ʥʘʭʦʜʷʩʴ ʚ ʦʢʥʝ ʩʦʦʙʱʝʥʠʷ, ʜʚʘʞʜʳ ʱʝʣʢ-

ʥʫʪʴ ʧʦ ʟʥʘʯʢʫ ʚʣʦʞʝʥʠʷ ʚ ʟʘʛʦʣʦʚʢʝ ʩʦʦʙʱʝʥʠʷ). ɼʣʷ ʩʦʭʨʘʥʝʥʠʷ 

ʚʣʦʞʝʥʠʷ ʥʘ ʜʠʩʢʝ ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʌʘʡʣ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦ-

ʭʨʘʥʠʪʴ ʚʣʦʞʝʥʠʷ ʠ ʚʳʙʨʘʪʴ ʪʨʝʙʫʝʤʳʡ ʬʘʡʣ (ʠʣʠ ʚ ʦʙʣʘʩʪʠ ʧʨʦ-

ʩʤʦʪʨʘ ʱʝʣʢʥʫʪʴ ʧʦ ʟʥʘʯʢʫ ʩʢʨʝʧʢʠ ʚ ʟʘʛʦʣʦʚʢʝ ʠ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ 

ʉʦʭʨʘʥʠʪʴ ʚʣʦʞʝʥʠʷ). 
ʏʪʝʥʠʝ ʩʦʦʙʱʝʥʠʡ, ʥʘʧʠʩʘʥʥʳʭ ʥʘ ʨʘʟʥʳʭ 

ʷʟʳʢʘʭ. ʆʙʳʯʥʦ ʧʨʦʛʨʘʤʤʘ Outlook Express ʧʨʘʚʠʣʴʥʦ ʦʪʦʙʨʘʞʘʝʪ 

ʩʦʦʙʱʝʥʠʷ, ʥʘʧʠʩʘʥʥʳʝ ʥʘ ʨʘʟʥʳʭ ʷʟʳʢʘʭ. ʆʜʥʘʢʦ ʥʝʢʦʪʦʨʳʝ ʩʦʦʙ-

ʱʝʥʠʷ, ʦʩʦʙʝʥʥʦ ʠʟ ʛʨʫʧʧ ʥʦʚʦʩʪʝʡ, ʠʤʝʶʪ ʥʝʚʝʨʥʳʝ ʩʚʝʜʝʥʠʷ ʦ ʢʦ-

ʜʠʨʦʚʢʝ ʩʦʦʙʱʝʥʠʷ. ɺ ʪʘʢʦʤ ʩʣʫʯʘʝ ʚʦʟʤʦʞʥʦ ʥʝʚʝʨʥʦʝ ʦʪʦʙʨʘʞʝʥʠʝ 

ʩʦʦʙʱʝʥʠʷ. ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʢʦʜʠʨʦʚʢʠ ʯʠʪʘʝʤʦʛʦ ʩʦʦʙʱʝʥʠʷ ʥʝʦʙʭʦ-

ʜʠʤʦ ʠʟ ʤʝʥʶ ɺʠʜ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʂʦʜʠʨʦʚʢʘ ʠ ʟʘʪʝʤ ï ʥʫʞʥʫʶ 

ʢʦʜʠʨʦʚʢʫ. ʇʨʠ ʩʦʟʜʘʥʠʠ ʩʦʦʙʱʝʥʠʡ ʚʳʙʠʨʘʝʪʩʷ ʢʦʜʠʨʦʚʢʘ, ʧʨʠʤʝ-

ʥʷʝʤʘʷ ʧʦ ʫʤʦʣʯʘʥʠʶ. ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʢʦʜʠʨʦʚʢʠ, ʠʩʧʦʣʴʟʫʝʤʦʡ ʧʦ 

ʫʤʦʣʯʘʥʠʶ, ʥʝʦʙʭʦʜʠʤʦ: 

Å ʀʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ. 

Å ʈʘʩʢʨʳʪʴ ʚʢʣʘʜʢʫ ʆʪʧʨʘʚʢʘ ʩʦʦʙʱʝʥʠʡ. 

Å ʅʘʞʘʪʴ ʢʥʦʧʢʫ ɺʳʙʦʨ ʷʟʳʢʘ. 

Å ɺʳʙʨʘʪʴ ʪʨʝʙʫʝʤʫʶ ʢʦʜʠʨʦʚʢʫ. 

ɻʨʫʧʧʠʨʦʚʘʥʠʝ ʩʦʦʙʱʝʥʠʡ ʠ ʦʪʚʝʪʦʚ ʥʘ ʥʠʭ. 

ɽʩʣʠ ʚ ʦʙʩʫʞʜʝʥʠʷʭ ʫʯʘʩʪʚʫʝʪ ʤʥʦʛʦ ʣʶʜʝʡ, ʩʪʘʥʦʚʠʪʩʷ ʩʣʦʞʥʦ 

ʥʘʡʪʠ ʚʩʝ ʦʪʚʝʪʳ, ʦʪʥʦʩʷʱʠʝʩʷ ʢ ʦʧʨʝʜʝʣʝʥʥʦʤʫ ʩʦʦʙʱʝʥʠʶ. ʇʨʦ-

ʛʨʘʤʤʫ Outlook Express ʤʦʞʥʦ ʥʘʩʪʨʦʠʪʴ ʪʘʢʠʤ ʦʙʨʘʟʦʤ, ʯʪʦʙʳ ʦʪ-

ʚʝʪʳ ʥʘ ʩʦʦʙʱʝʥʠʷ ʛʨʫʧʧʠʨʦʚʘʣʠʩʴ ʧʦʜ ʩʦʦʙʱʝʥʠʝʤ. ʇʨʠ ʪʘʢʦʤ 

ʨʘʩʧʦʣʦʞʝʥʠʠ ʤʦʞʥʦ ʧʨʦʩʤʦʪʨʝʪʴ ʣʠʙʦ ʪʦʣʴʢʦ ʠʩʭʦʜʥʳʝ ʩʦʦʙʱʝ-

ʥʠʷ, ʣʠʙʦ ʠ ʩʦʦʙʱʝʥʠʷ, ʠ ʚʩʝ ʦʪʚʝʪʳ ʥʘ ʥʝʛʦ. 
ɼʣʷ ʩʦʟʜʘʥʠʷ ʛʨʫʧʧʠʨʦʚʢʠ ʩʦʦʙʱʝʥʠʡ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʆʪʢʨʳʪʴ ʧʘʧʢʫ ɺʭʦʜʷʱʠʝ. 

Å ʀʟ ʤʝʥʶ ɺʠʜ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʊʝʢʫʱʝʝ ʧʨʝʜʩʪʘʚʣʝʥʠʝ. 
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Å ɺʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʛʨʫʧʧʠʨʦʚʘʪʴ ʩʦʦʙʱʝʥʠʷ ʧʦ ʪʝʤʝ ʦʙ-

ʩʫʞʜʝʥʠʷ. 
ɼʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʨʘʟʚʝʨʥʫʪʳʭ ʦʙʩʫʞʜʝʥʠʡ ʜʣʷ ʚʩʝʭ ʩʦʦʙʱʝʥʠʡ 

ʥʝʦʙʭʦʜʠʤʦ ʠʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ ʠ ʥʘ 

ʚʢʣʘʜʢʝ ʏʪʝʥʠʝ ʫʩʪʘʥʦʚʠʪʴ ʬʣʘʞʦʢ ɸʚʪʦʤʘʪʠʯʝʩʢʠ ʨʘʟʚʦʨʘʯʠʚʘʪʴ 

ʩʛʨʫʧʧʠʨʦʚʘʥʥʳʝ ʩʦʦʙʱʝʥʠʷ. 
ɼʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʠʩʭʦʜʥʦʛʦ ʩʦʦʙʱʝʥʠʷ ʠ ʚʩʝʭ ʦʪʚʝʪʦʚ ʥʘ ʥʝʛʦ 

ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʟʥʘʯʦʢ çʧʣʶʩè (+) ʩʣʝʚʘ ʦʪ ʠʩʭʦʜʥʦʛʦ ʩʦʦʙʱʝ-

ʥʠʷ, ʘ ʜʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʪʦʣʴʢʦ ʠʩʭʦʜʥʦʛʦ ʩʦʦʙʱʝʥʠʷ ï ʟʥʘʯʦʢ çʤʠ-

ʥʫʩè (ï). 

ʇʝʨʝʩʳʣʢʘ ʧʦʯʪʦʚʳʭ ʩʦʦʙʱʝʥʠʡ. ʇʦʣʫʯʝʥʥʦʝ ʩʦʦʙ-

ʱʝʥʠʝ ʤʦʞʥʦ ʧʝʨʝʩʣʘʪʴ ʜʨʫʛʦʤʫ ʘʜʨʝʩʘʪʫ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʧʝʨʝʩʳʣʘʝʤʦʝ ʩʦʦʙʱʝʥʠʝ. 

Å  ʀʟ ʤʝʥʶ ʉʦʦʙʱʝʥʠʝ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʝʨʝʩʣʘʪʴ (ʠʣʠ ʥʘʞʘʪʴ 

ʢʥʦʧʢʫ ʇʝʨʝʩʣʘʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ). 

Å ɺʚʝʩʪʠ ʘʜʨʝʩʘ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ ʚʩʝʭ ʧʦʣʫʯʘʪʝʣʝʡ. 

Å ɼʦʙʘʚʠʪʴ ʧʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʚ ʧʝʨʝʩʳʣʘʝʤʦʝ ʩʦʦʙʱʝʥʠʝ ʢʦʤ-

ʤʝʥʪʘʨʠʠ. 

Å ʅʘʞʘʪʴ ʢʥʦʧʢʫ ʆʪʧʨʘʚʠʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ʋʜʘʣʝʥʠʝ ʧʦʯʪʦʚʳʭ ʩʦʦʙʱʝʥʠʡ. ʇʨʠ ʨʘʙʦʪʝ ʩ ʧʨʦ-

ʛʨʘʤʤʦʡ ʧʨʦʠʩʭʦʜʠʪ ʥʘʢʦʧʣʝʥʠʝ ʩʦʦʙʱʝʥʠʡ. ʃʠʰʥʠʝ ʩʦʦʙʱʝʥʠʷ 

ʤʦʞʥʦ ʫʜʘʣʠʪʴ ʠʟ ʦʙʣʘʩʪʠ ʧʨʦʩʤʦʪʨʘ. ʇʨʠ ʫʜʘʣʝʥʠʠ ʩʦʦʙʱʝʥʠʡ ʦʥʠ 

ʧʦʧʘʜʘʶʪ ʚ ʧʘʧʢʫ ʋʜʘʣʝʥʥʳʝ. 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʩʦʦʙʱʝʥʠʡ ʥʝʦʙʭʦʜʠʤʦ ʚ ʩʧʠʩʢʝ ʩʦʦʙʱʝʥʠʡ ʚʳʜʝ-

ʣʠʪʴ ʪʨʝʙʫʝʤʳʝ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʋʜʘʣʠʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ɼʣʷ ʚʦʩʩʪʘʥʦʚʣʝʥʠʷ ʫʜʘʣʝʥʥʦʛʦ ʩʦʦʙʱʝʥʠʷ ʥʝʦʙʭʦʜʠʤʦ ʦʪʢʨʳʪʴ 

ʧʘʧʢʫ ʋʜʘʣʝʥʥʳʝ ʠ ʧʝʨʝʪʘʱʠʪʴ ʪʨʝʙʫʝʤʳʝ ʩʦʦʙɦ ʝʥʠʷ ʚ ʣʶʙʫʶ 

ʧʘʧʢʫ. 
ɿʘʤʝʯʘʥʠʝ.. ɽʩʣʠ ʥʝʦʙʭʦʜʠʤʦ, ʯʪʦʙʳ ʧʦʩʣʝ ʦʢʦʥʯʘʥʠʷ ʨʘʙʦʪʳ ʩ 

ʧʨʦʛʨʘʤʤʦʡ Outlook Express ʫʜʘʣʝʥʥʳʝ ʩʦʦʙʱʝʥʠʷ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʫʜʘ-

ʣʷʣʠʩʴ ʠʟ ʥʝʝ, ʪʦ ʩʣʝʜʫʝʪ ʠʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪ-

ʨʳ ʠ ʥʘ ʚʢʣʘʜʢʝ ʆʙʩʣʫʞʠʚʘʥʠʝ ʫʩʪʘʥʦʚʠʪʴ ʬʣʘʞʦʢ ʆʯʠɦ ʘʪʴ ʧʘʧʢʫ 

çʋʜʘʣʝʥʥʳʝè ʧʝʨʝʜ ʚʳʭʦʜʦʤ. 
 

4. ɸʜʨʝʩʥʘʷ ʢʥʠʛʘ. ɸʜʨʝʩʥʘʷ ʢʥʠʛʘ ʦʙʝʩʧʝʯʠʚʘʝʪ ʭʨʘʥʝʥʠʝ ʢʦʥʪʘʢʪ-

ʥʳʭ ʩʚʝʜʝʥʠʡ ʠ ʜʦʩʪʫʧ ʢ ʥʠʤ ʠʟ ʜʨʫʛʠʭ ʧʨʦʛʨʘʤʤ. ʀʟ ʘʜʨʝʩʥʦʡ ʢʥʠ-

ʛʠ ʠʤʝʝʪʩʷ ʜʦʩʪʫʧ ʢ ʩʣʫʞʙʘʤ ʢʘʪʘʣʦʛʦʚ ʚ ʀʥʪʝʨʥʝʪʝ, ʧʨʠ ʧʦʤʦʱʠ 

ʢʦʪʦʨʳʭ ʤʦʞʥʦ ʦʪʳʩʢʠʚʘʪʴ ʠʥʪʝʨʝʩʫʶʱʠʝ ʧʦʣʴʟʦʚʘʪʝʣʷ ʬʠʨʤʳ ʠ 

ʣʠʮʘ. ɼʦʙʘʚʣʷʪʴ ʘʜʨʝʩʘ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ ʠ ʜʨʫʛʠʝ ʢʦʥʪʘʢʪʥʳʝ 

ʜʘʥʥʳʝ ʚ ʘʜʨʝʩʥʫʶ ʢʥʠʛʫ ʤʦʞʥʦ: ʠʟ ʧʦʯʪʦʚʳʭ ʩʦʦʙʱʝʥʠʡ ʠʣʠ ʚʨʫʯ-

ʥʫʶ. 
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ɼʦʙʘʚʣʝʥʠʝ ʠʤʝʥ ʠʟ ʧʦʯʪʦʚʳʭ ʩʦʦʙʱʝʥʠʡ. 

ʄʦʞʥʦ ʥʘʩʪʨʦʠʪʴ ʧʨʦʛʨʘʤʤʫ Outlook Express ʪʘʢʠʤ ʦʙʨʘʟʦʤ, ʯʪʦʙʳ 

ʧʨʠ ʩʦʟʜʘʥʠʠ ʦʪʚʝʪʘ, ʦʪʧʨʘʚʢʝ ʠʣʠ ʧʦʣʫʯʝʥʠʠ ʩʦʦʙʱʝʥʠʡ ʘʜʨʝʩʘ ʠ 

ʠʤʝʥʘ ʧʦʣʴʟʦʚʘʪʝʣʝʡ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʟʘʥʦʩʠʣʠʩʴ ʚ ʘʜʨʝʩʥʫʶ ʢʥʠʛʫ. 

ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ: 

Å ʀʟ ʤʝʥʶ ʉʝʨʚʠʩ ʚʙrʨʘʪʴ ʢʦʤʘʥʜʫ ʇʘʨʘʤʝʪʨʳ. 

Å ʅʘ ʚʢʣʘʜʢʝ ʆʪʧʨʘʚʢʘ ʩʦʦʙʱʝʥʠʡ ʚʢʣʶʯʠʪʴ ʬʣʘʞʦʢ ɸʚʪʦʤʘʪʠ-

ʯʝʩʢʠ ʟʘʥʦʩʠʪʴ ʚ ʘʜʨʝʩʥʫʶ ʢʥʠʛʫ ʧʦʣʫʯʘʪʝʣʝʡ, ʥʘ ʯʴʠ ʧʠʩʴʤʘ 

ʦʪʚʝʯʘʝʪ ʧʦʣʴʟʦʚʘʪʝʣʴ. 
ʇʨʠ ʧʨʦʩʤʦʪʨʝ ʩʦʦʙʱʝʥʠʷ ʠʣʠ ʩʦʩʪʘʚʣʝʥʠʠ ʦʪʚʝʪʘ ʥʘ ʥʝʛʦ ʤʦʞʥʦ 

ʪʘʢʞʝ ʜʦʙʘʚʠʪʴ ʧʦʣʴʟʦʚʘʪʝʣʷ ʚ ʘʜʨʝʩʥʫʶ ʢʥʠʛʫ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦ-

ʜʠʤʦ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʚʳʜʝʣʠʪʴ ʥʫʞʥʳʡ ʢʦʥʪʘʢʪ ʠ ʚʳʙʨʘʪʴ 

ʢʦʤʘʥʜʫ ɼʦʙʘʚʠʪʴ ʦʪʧʨʘʚʠʪʝʣʷ ʚ ʘʜʨʝʩʥʫʶ ʢʥʠʛʫ. 

ɼʦʙʘʚʣʝʥʠʝ ʢʦʥʪʘʢʪʘ ʚ ʘʜʨʝʩʥʫʶ ʢʥʠʛʫ. ʆʪʧʨʘʚ-

ʣʷʪʴ ʩʦʦʙʱʝʥʠʝ ʤʦʞʥʦ ʢʘʢ ʦʜʥʦʤʫ ʧʦʣʴʟʦʚʘʪʝʣʶ ʪʘʢ ʠ ʛʨʫʧʧʝ ʘʜʨʝ-

ʩʘʪʦʚ. ʇʨʠ ʦʪʧʨʘʚʣʝʥʠʠ ʩʦʦʙʱʝʥʠʷ ʜʦʩʪʘʪʦʯʥʦ ʙʫʜʝʪ ʚʚʝʩʪʠ ʚ ʧʦʣʝ 

ʂʦʤʫ ʥʘʟʚʘʥʠʝ ʛʨʫʧʧʳ ʠʣʠ ʘʜʨʝʩ ʧʦʣʴʟʦʚʘʪʝʣʷ. ʏʠʩʣʦ ʩʦʟʜʘʚʘʝʤʳʭ 

ʛʨʫʧʧ ʥʝ ʦʛʨʘʥʠʯʝʥʦ. ʆʜʥʠ ʢʦʥʪʘʢʪʳ ʤʦʛʫʪ ʚʭʦʜʠʪʴ ʚ ʨʘʟʥʳʝ ʛʨʫʧ-

ʧʳ. 

ɼʣʷ ʜʦʙʘʚʣʝʥʠʷ ʧʦʣʴʟʦʚʘʪʝʣʷ ʠʣʠ ʛʨʫʧʧʳ ʧʦʣʴʟʦʚʘʪʝʣʝʡ ʚ ʘʜʨʝʩ-

ʥʫʶ ʢʥʠʛʫ ʥʝʦʙʭʦʜʠʤʦ: 

Å  ʅʘʞʘʪʴ ʢʥʦʧʢʫ ɸʜʨʝʩʘ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

Å ɺʳʙʨʘʪʴ ʧʘʧʢʫ, ʚ ʢʦʪʦʨʫʶ ʥʫʞʥʦ ʜʦʙʘʚʠʪʴ ʢʦʥʪʘʢʪ. 

Å ʅʘʞʘʪʴ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ. 

Å  ɺʳʙʨʘʪʴ ʢʦʤʘʥʜʫ ʉʦʟʜʘʪʴ ʢʦʥʪʘʢʪ ʠʣʠ ʉʦʟʜʘʪʴ ʛʨʫʧʧʫ. 

Å ɺʚʝʩʪʠ ʥʝʦʙʭʦʜʠʤʳʝ ʩʚʝʜʝʥʠʷ ʥʘ ʚʢʣʘʜʢʝ ʀʤʷ (ʨʠʩ. 216). 
ɿʘʤʝʯʘʥʠʝ. ʇʨʠ ʚʥʝʩʝʥʠʠ ʩʚʝʜʝʥʠʡ ʦ ʧʦʣʴʟʦʚʘʪʝʣʝ ʚ ʘʜʨʝʩʥʫʶ ʢʥʠʛʫ 

ʥʝʦʙʭʦʜʠʤʦ ʦʙʷʟʘʪʝʣʴʥʦ ʟʘʧʦʣʥʷʪʴ ʧʦʣʝ ɸʜʨʝʩʘ ʵʣʝʢʪʨʦʥʥʦʡ 

ɺ ʪʘʙʣʠʮʝ 1 ʧʨʠʚʝʜʝʥʦ ʦʧʠʩʘʥʠʝ ʢʥʦʧʦʢ , ʨʘʩʧʦʣʦʞʝʥʥʳʭ ʥʘ ʧʘ-

ʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʦʢʥʘ ɸʜʨʝʩʥʘʷ ʢʥʠʛʘ.  
 

ʊʘʙʣʠʮʘ 1 ʆʧʠʩʘʥʠʝ ʢʥʦʧʦʢ, ʨʘʩʧʦʣʦʞʝʥʥʳʭ ʥʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ 

ʦʢʥʘ ɸʜʨʝʩʥʘʷ ʢʥʠʛʘ 

ʂʥʦʧʢʠ ʅʘʟʥʘʯʝʥʠʝ 

ʉʦʟʜʘʪʴ ʘʜʨʝʩ ɿʘʥʝʩʝʥʠʝ ʩʚʝʜʝʥʠʡ ʦʙ ʘʙʦʥʝʥʪʝ ʚ ʘʜʨʝʩʥʫʶ ʢʥʠʛʫ 

ʉʦʟʜʘʪʴ ʛʨʫʧʧʫ ʉʦʟʜʘʥʠʝ ʛʨʫʧʧʦʚʦʛʦ ʠʤʝʥʠ-ʣʠʯʥʦʛʦ ʩʧʠʩʢʘ ʨʘʩʩʳʣʢʠ 

ʉʚʦʡʩʪʚʘ  ʇʨʦʩʤʦʪʨ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʩʚʝʜʝʥʠʡ ʦʙ ʘʜʨʝʩʘʪʝ, 

ʚʥʝʩʝʥʥʦʤ ʚ ʘʜʨʝʩʥʫʶ ʢʥʠʛʫ 

ʅʘʡʪʠ ʇʦʠʩʢ ʘʜʨʝʩʘʪʦʚ 

 

ɼʣʷ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʟʘʧʠʩʝʡ ʚ ʘʜʨʝʩʥʦʡ ʢʥʠʛʝ ʥʝʦʙʭʦʜʠʤʦ: 
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Å ʆʪʢʨʳʪʴ ʘʜʨʝʩʥʫʶ ʢʥʠʛʫ ï ʥʘʞʘʪʴ ʢʥʦʧʢʫ ɸʜʨʝʩʥʘʷ ʢʥʠʛʘ 

ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ Outlook Express. 

Å ɺʳʙʨʘʪʴ ʥʫʞʥʦʝ ʠʤʷ ʚ ʩʧʠʩʢʝ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʉʚʦʡʩʪʚʘ ʥʘ 

ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʦʢʥʘ ʘʜʨʝʩʥʦʡ ʢʥʠʛʠ. 

Å ʀʟʤʝʥʠʪʴ ʜʘʥʥʳʝ ʥʘ ʚʢʣʘʜʢʘʭ. 

Å ʅʘʞʘʪʴ ʢʣʘʚʠʰʫ ʆʂ. 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʟʘʧʠʩʝʡ ʠʟ ʘʜʨʝʩʥʦʡ ʢʥʠʛʠ ʥʝʦʙʭʦʜʠʤʦ: 

ʆʪʢʨʳʪʴ ʘʜʨʝʩʥʫʶ ʢʥʠʛʫ. 

Å ɺʳʙʨʘʪʴ ʥʫʞʥʦʝ ʠʤʷ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʋʜʘʣʠʪʴ ʥʘ ʧʘʥʝʣʠ ʠʥ-

ʩʪʨʫʤʝʥʪʦʚ ʘʜʨʝʩʥʦʡ ʢʥʠʛʠ. 

Å ʌʦʨʤʠʨʦʚʘʥʠʝ ʥʦʚʳʭ ʧʠʩʝʤ ʩ ʠʩʧʦʣʴʟʦʚʘʥʠʝʤ ʘʜʨʝʩʥʦʡ ʢʥʠʛʠ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 
1. ʏʪʦ ʪʘʢʦʝ ʵʣʝʢʪʨʦʥʥʘʷ ʧʦʯʪʘ? 

2. ʂʪʦ ʩʯʠʪʘʝʪʩʷ ʩʦʟʜʘʪʝʣʝʤ E-mail? 

3. ʅʘʟʦʚʠʪʝ ʛʣʘʚʥʳʝ ʦʙʣʘʩʪʠ ʧʨʠʤʝʥʝʥʠʷ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ. 

4. ɺʳʧʦʣʥʷʝʪʩʷ ʣʠ ʧʨʠʥʮʠʧ ʢʦʤʤʫʪʘʮʠʠ ʧʘʢʝʪʦʚ ʧʨʠ ʧʝʨʝʩʳʣʢʝ 

ʵʣʝʢʪʨʦʥʥʳʭ ʩʦʦʙʱʝʥʠʡ ʚ ʀʥʪʝʨʥʝʪʝ?  

5. ʂʘʢʦʡ ʠʟ ʩʣʝʜʫʶʱʠʭ ʘʜʨʝʩʦʚ ʥʝʚʝʨʥʘ: 

ʘ) example. nol@another. world. com 

ʙ) 99%ckx!!%@uuunet. tiet 

ʚ) example3@anothcr. com 

ʛ) ostap@bender. mmm. by 

6. ʉ ʢʘʢʦʡ ʮʝʣʴʶ ʚ ʵʣʝʢʪʨʦʥʥʳʭ ʧʠʩʴʤʘʭ ʠʩʧʦʣʴʟʫʶʪʩʷ ʩʤʘʡʣʠ-

ʢʠ? 

7. ɺ ʯʝʤ ʩʫʪʴ ʪʝʭʥʦʣʦʛʠʠ ʢʣʠʝʥʪ-ʩʝʨʚʝʨ ʜʣʷ E-maij? 

8. ʀʟ ʢʘʢʠʭ ʦʩʥʦʚʥʳʭ ʵʣʝʤʝʥʪʦʚ ʩʦʩʪʦʠʪ ʦʢʥʦ ʧʨʦʛʨʘʤʤʳ Outlook 

Express? 

9. ʆ ʯʝʤ ʩʚʠʜʝʪʝʣʴʩʪʚʫʝʪ ʟʥʘʯʦʢ çè, ʨʘʩʧʦʣʦʞʝʥʥʳʡ ʨʷʜʦʤ ʩ ʟʘ-

ʛʦʣʦʚʢʦʤ ʧʠʩʴʤʘ ʚ ʦʙʣʘʩʪʠ ʧʨʦʩʤʦʪʨʘ Outlook Express? 

10. ɼʣʷ ʯʝʛʦ ʧʨʝʜʥʘʟʥʘʯʝʥʘ ʧʘʧʢʘ ɺʭʦʜʷʱʠʝ? 

11. ɺ ʢʘʢʠʭ ʩʣʫʯʘʷʭ ʫʜʦʙʥʦ ʧʦʣʴʟʦʚʘʪʴʩʷ ʧʘʧʢʦʡ ʏʝʨʥʦʚʠʢʠ? 

12. ʂʘʢʦʚʦ ʥʘʟʥʘʯʝʥʠʝ ʦʩʥʦʚʥʳʭ ʢʥʦʧʦʢ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ 

ʧʨʦʛʨʘʤʤʳ Outlook Express? 

13. ʂʘʢʦʚʘ ʩʪʨʫʢʪʫʨʘ ʦʢʥʘ ʉʦʟʜʘʪʴ ʩʦʦʙʱʝʥʠʝ? 

14. ʆʧʠʰʝʪʝ ʥʘʟʥʘʯʝʥʠʝ ʧʦʣʝʡ, ʩʦʩʪʘʚʣʷʶʱʠʭ ʟʘʛʦʣʦʚʦʢ ʵʣʝʢ-

ʪʨʦʥʥʦʛʦ ʧʠʩʴʤʘ. 
15. ʗʚʣʷʝʪʩʷ ʣʠ ʦʙʷʟʘʪʝʣʴʥʳʤ ʟʘʧʦʣʥʝʥʠʝ ʧʦʣʷ ʂʦʧʠʠ? 

16. ʂʘʢ ʧʦʜʛʦʪʦʚʠʪʴ ʠ ʦʪʧʨʘʚʠʪʴ ʵʣʝʢʪʨʦʥʥʦʝ ʩʦʦʙʱʝʥʠʝ? 

17. ɺ ʢʘʢʠʭ ʩʣʫʯʘʷʭ ʧʠʩʴʤʦ ʙʫʜʝʪ ʦʪʧʨʘʚʣʝʥʦ ʩʨʘʟʫ ʞʝ ʧʦʩʣʝ 

ʥʘʞʘʪʠʷ ʢʣʘʚʠʰʠ ʆʪʧʨʘʚʠʪʴ? 
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18. ʏʪʦ ʪʘʢʦʝ ʵʣʝʢʪʨʦʥʥʘʷ ʧʦʜʧʠʩʴ? 

19. ʂʘʢ ʩʦʟʜʘʪʴ ʠ ʚʩʪʘʚʠʪʴ ʚ ʪʝʢʩʪ ʩʦʦʙʱʝʥʠʷ ʵʣʝʢʪʨʦʥʥʫʶ ʧʦʜ-

ʧʠʩʴ? 

20. ʂʘʢʠʝ ʩʧʦʩʦʙʳ ʧʝʨʝʩʳʣʢʠ ʧʠʩʝʤ ʜʨʫʛʠʤ ʘʜʨʝʩʘʪʘʤ ʚʳ ʟʥʘʝʪʝ? 

21. ɼʣʷ ʯʝʛʦ ʠʩʧʦʣʴʟʫʶʪʩʷ ʩʠʤʚʦʣʳ çʦ ʚ ʪʝʢʩʪʝ ʵʣʝʢʪʨʦʥʥʦʛʦ 

ʧʠʩʴʤʘ? 

22. ʂʘʢ ʚʣʦʞʠʪʴ ʚ ʧʠʩʴʤʦ ʬʘʡʣ? 

23. ʆʧʠʰʠʪʝ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʫʜʘʣʝʥʠʷ ʵʣʝʢʪʨʦʥʥʳʭ ʩʦʦʙʱʝ-

ʥʠʡ ʠʟ ʧʦʯʪʦʚʦʛʦ ʷʱʠʢʘ. 

24. ʏʪʦ ʪʘʢʦʝ ʘʜʨʝʩʥʘʷ ʢʥʠʛʘ? 

25. ʂʘʢʠʤʠ ʩʧʦʩʦʙʘʤʠ ʤʦʞʥʦ ʟʘʧʦʣʥʷʪʴ ʘʜʨʝʩʥʫʶ ʢʥʠʛʫ? 

26. ɼʣʷ ʯʝʛʦ ʠʩʧʦʣʴʟʫʝʪʩʷ ʢʥʦʧʢʘ ʉʚʦʡʩʪʚʘ ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ 

ʦʢʥʘ ɸʜʨʝʩʥʘʷ ʢʥʠʛʘ?r  

27. ɼʣʷ ʯʝʛʦ ʠʩʧʦʣʴʟʫʝʪʩʷ ʘʜʨʝʩʥʘʷ ʢʥʠʛʘ? 

 

5. ʇʨʘʢʪʠʯʝʩʢʦʝ ʟʘʜʘʥʠʝ. 
ʊʨʝʙʫʝʪʩʷ: 

ï ʆʪʦʙʨʘʟʠʪʴ ʚ ʦʢʥʝ Outlook Express ʉʧʠʩʦʢ ʧʘʧʦʢ, ʇʘʥʝʣʴ Out-

look. 

ï ʅʘʩʪʨʦʠʪʴ Outlook Express ʥʘ ʧʨʦʚʝʨʢʫ ʥʦʚʳʭ ʩʦʦʙʱʝʥʠʡ. 

ï ʉʦʟʜʘʪʴ ʠ ʦʪʧʨʘʚʠʪʴ ʧʨʦʩʪʦʝ ʩʦʦʙʱʝʥʠʝ ʧʦ ʣʶʙʦʤʫ ʠʟ ʠʟʚʝʩʪ-

ʥʳʭ ɺʘʤ ʘʜʨʝʩʦʚ. 

ï ʇʨʦʚʝʨʠʪʴ ʥʘʣʠʯʠʝ ʥʦʚʳʭ ʩʦʦʙʱʝʥʠʡ ʚ ʜʘʥʥʳʡ ʤʦʤʝʥʪ ʚʨʝʤʝ-

ʥʠ. 

ï ʆʪʦʙʨʘʟʠʪʴ ʚ ʦʢʥʝ Outlook Express ʦʙʣʘʩʪʴ ʧʨʦʩʤʦʪʨʘ ʠʣʠ ʠʟʤʝ-

ʥʠʪʴ ʧʘʨʘʤʝʪʨʘ ʦʙʣʘʩʪʠ ʧʨʦʩʤʦʪʨʘ. 

ï ʇʨʦʯʠʪʘʪʴ ʧʦʣʫʯʝʥʥʦʝ ʩʦʦʙʱʝʥʠʝ ʚ ʦʙʣʘʩʪʠ ʧʨʦʩʤʦʪʨʘ. 

ï ʇʨʦʯʠʪʘʪʴ ʧʦʣʫʯʝʥʥʦʝ ʩʦʦʙʱʝʥʠʝ ʚ ʦʪʜʝʣʴʥʦʤ ʦʢʥʝ. 

ï ʉʦʟʜʘʪʴ ʘʜʨʝʩʥʫʶ ʢʥʠʛʫ ʠʟ ʥʝʩʢʦʣʴʢʠʭ ʘʜʨʝʩʦʚ. 

ï ʉʦʟʜʘʪʴ ʠ ʦʪʧʨʘʚʠʪʴ  ʧʨʦʩʪʦʝ ʩʦʦʙʱʝʥʠʝ, ʠʤʷ ʠʩʧʦʣʴʟʫʷ ʵʣʝʢ-

ʪʨʦʥʥʦʡ ʧʦʯʪʳ ʠʟ ʘʜʨʝʩʥʦʡ ʢʥʠʛʠ. 

ï ʉʦʟʜʘʪʴ ʙʣʘʥʢ ʠ ʣʠʯʥʫʶ ʧʦʜʧʠʩʴ, ʠʩʧʦʣʴʟʫʝʤʳʝ ʧʨʠ ʩʦʩʪʘʚʣʝ-

ʥʠʠ ʩʦʦʙʱʝʥʠʡ. 

ï ʉʦʟʜʘʡʪʝ ʩʦʦʙʱʝʥʠʝ ʩʦ ʩʚʦʝʡ ʧʦʜʧʠʩʴʶ, ʠʩʧʦʣʴʟʫʷ ʙʣʘʥʢ ʧʦ-

ʟʜʨʘʚʣʝʥʠʷ ʠ ʦʪʧʨʘʚʴʪʝ ʧʦ ʥʫʞʥʦʤʫ ʘʜʨʝʩʘʪʫ. 

ï ɺʩʪʘʚʠʪʴ ʚ ʩʦʦʙʱʝʥʠʝ ʬʘʡʣ F:\ʃʠʯʥʘʷ\ɹʠʦʛʨʘʬʠʷ.doc. 

ï ʇʨʦʩʤʦʪʨʠʪʝ ʩʦʜʝʨʞʠʤʦʝ ʚʣʦʞʝʥʥʦʛʦ ʬʘʡʣʘ ʚ ʧʦʣʫʯʝʥʥʦʤ ʩʦ-
ʦʙʱʝʥʠʠ. 

 

 

ʉʃʆɺɸʈʔ ɸʅɻʃʆʗɿʓʏʅʓʍ ʊɽʈʄʀʅʆɺ 




