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lllo Take ABBYY FineReader

ABBYY FineReader — ue cucrtema ontnuyHoro po3nidHaBaHHS TekcTiB (OCR — Optical
Character Recognition). BoHa npu3HayeHa ANns KOHBEpPTYBaHHSA B peAaroBaHi ¢opmaTu
BiACKaHOBaHNX AOKYMeHTiB, PDF—aokyMeHTiB i danniB 306paxeHb AOKYMEHTIB, Y TOMY YuChi

undposi doTorpadii.

MNepesaru nporpamn ABBYY FineReader 12

LUBuAKICTb | BUCOKA TOUYHICTb po3ni3HaBaHHSA

BukopuctoBysaHa B ABBYY FineReader cucrema onTMYHOro po3ni3HaBaHHS WBMAKO | TOYHO
pO3ni3HaE i MakcMManbHO NOBHO 36epirae BuxigHe 0POPMIIEHHS AOKYMEHTa.

3aBasiku TeXHONOrii aganTMBHOro po3nidHaBaHHS AoKyMeHTiB ADRT® (Adaptive Document
Recognition Technology) ABBYY FineReader no3Bonsie aHanisysatu i 06pobnsat AOKYMEHT
NOBHICTIO, @ He MOCTOPIHKOBO. Y pe3y/nbTaTi BiAHOBIOETLCA BUXiAHA CTPYKTYpPa AOKYMEHTa,
BKJIIOYa0uN popMaTyBaHHS, pPiBHi 3arofioBKiB, rineprnocunaHHs, @ TaKoX KONOHTUTYN,
HOMEepW CTOPIHOK i BUHOCKM.

LLle oaHieto ocobnueicTio nporpamu ABBYY FineReader € Mana yyTnuBicTb A0 AedekTis
APYKY i 30aTHICTb po3ni3HaBaTh TeKCTU, HabpaHi NPakTUYHO 6yAb—AKMMK WpUdTaMK.

MporpaMa TakoxX A03BOJISIE PO3Mi3HaBaTN TEKCT, OTPUMaHUi 3 hoToanapata abo
BbyaoBaHoi kamMepn MobinbHOro TenedoHy. [loaaTKoBi HaNawWTyBaHHS NonepeaHboi
06p0obkn 306paxkeHb A03BOMAOTL ICTOTHO MONIMWUTY SKICTb 306paXkeHb | OTpuMaTu
AKICHILWI pe3ynbTaTh po3ri3HaBaHHS.

Mporpama echeKTMBHO BUKOPUCTOBYE Kiflbka saep KoMM'loTepa, Wwob 3abesneuntu
MaKcMMarnbHy WBKAKICTb 06pobku. KpiM Toro, MoxnmBea wemaka obpobka B cnewiasibHOMyY
YOPHO—6iNOMY peXxuMi.

NiaTpuMka 6inbwocTi MOB CBiTY*

ABBYY FineReader po3ni3Ha€e AOKYMEHTH, HanucaHi oaHielo abo aekinbkoma 3i 190 Mos, y
TOMY 4nCni apabCbkoto, B'ETHAMCBHKOI, KOPENCHKOK, KUTAaNCbKOK, SIMOHCLKOK, TalCbKO0
Ta MOBOIO iBpUT. Y nporpamy B6yA0BaHO (hyHKLIi0O aBTOMATUYHOIO BU3HAYEHHS MOBM
[OKYMEHTa.

MepesBipka pe3ynbTaTiB po3ni3HaBaHHA

3a gonomMoroto B6yaoBaHOro B Nporpamy peaaktopa Tekcty ABBYY FineReader no3sonsie
MOPIBHATW B OAHOMY BiKHi BUXiAHWIA JOKYMEHT i po3ni3HaHy Konito. Po3lmnpeHi dyHKLUii 3
peaaryBaHHs A03BONISIIOTb KOperyBaTu (hopMaTyBaHHS AOKYMEHTA.

KpiM Toro, KopuctyBad MoXe Bpy4dHY 3a4aTh 30HM A5 pO3ni3HaBaHHSA abo HaBUNTH
nporpamMy po3ni3HaBaHHIO cneundidHmX WpudTiB.

MpocTunit i 3po3yminunm intepdgeic

BOyaoBaHi 3aBaaHHS1 NpoOrpaMm OXOM/IioTb Nepenik HayacTile BUKOPUCTOBYBAHMX
3aBAaHb 3 KOHBEPTYBaHHS BiACKaHOBaHWX AOKYMeHTiB, PDF i dannis 306paxeHb y
dopmaTy, Wo peaaryoTbCs, | LO3BONSIOTb OTPUMATUN €IEKTPOHHWUI AOKYMEHT OAHVM
HaTUCKaHHSAM KHOMKW. 3aBasiku iHTerpauii ABBYY FineReader 3 Microsoft Office i
MposigHnkoM Windows, BM MoXeTe po3ni3HaTh AOKYMEHT 6e3nocepeaHbo nig Yac poboTtu 3
Microsoft Outlook, Microsoft Word, Microsoft Excel i MposigHnkom Windows.
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e Y nporpami niaTpuMyoTbcs 3BM4Hi ans Windows kKoMbiHauii rapsumx Knasiw, TUMOBI pyXxu
[NS1 CEHCOPHWUX eKpaHiB, HanpvKknaz Npokpy4vyBaHHs abo 3MiHa MaclTaby.

LBnake UUTYBaHHSA

e [lporpama A03BONSIE WBMAKO KONitoBaTN parMeHTH BiACKaHOBAHMX AOKYMEHTIB A0 iHLUMX
poaaTkis. 306paXkeHHs CTOPIHOK BiAKPMBAKOTLCS MUTTEBO | AOCTYNHI Ans nepernaay,
BMAINEHHS, KONiOBAHHS TEKCTY, Tabnuub 4m 306paXkeHb Lie A0 3aBepLUeHHS
pO3ni3HaBaHHS BCbOro AOKYMEHTa.

Po3nizHaBaHHSA cdoTorpadoBaHUX JOKYMEHTIB

e 3a HasBHOCTI LMdPOBOI KaMepu, BU MoxeTe choTorpadysati JOKYMEHTU B Byab—aKOMY
Micui i B 6yab—aKMI Yac i ni3Hile po3ni3HaTy ix 3a gonomoroto ABBYY FineReader 12.

CrBopeHHs PDF—apxiBiB

o [porpama [03BONISIE NEPETBOPIOBATU NanepoBi AOKYMEHTM abo BiackaHoBaHi PDF—daiinu y
¢dopmatu PDF i PDF/A 3 MOXAMBICTIO NOLUYKY.

e MorKHa 3MeHWKnTM po3Mip oTpuMaHoro PDF—oKyMeHTa, 3acTocyBaBLln Ao Hboro MRC—
CTUCHEHHS1. Lle 103BoNMTL edekTUBHO BUKOPMUCTOBYBATM AMCKOBMIM NPOCTIp KOMM'loTepa
[Ns apxiBHOro 36epiraHHs JOKyMEHTIB.

36epexxeHHs AOKYMEHTIB Yy pi3HuX popMaTax, a TaKoOXX HaACUJIaHHA B XMapHi
cxoBuuia.

e ABBYY FineReader 12 no3sonsie 36epiratv po3ni3HaHi 306paxeHHs A0KyMeHTiB i PDF-
dannis sik y dpopmatu Microsoft Office (Word, Excel, PowerPoint), Tak i B PDF/A Ta PDF i3
MO>XX/IUBICTIO MOLLYKY A5 AOBrOCTPOKOBOMO apxiByBaHHS, NONynsipHi popmatu
€/TEKTPOHHUX KHWUI Ta iH.

e [lpu ubOMYy, TENEP pe3yNbTaT PO3Mi3HaBaHHS MOXHA 36eperTy He TiNbKM Ha JIoKanbHOMY
KoMn'toTepi, ane i B xMapHoMy cxosuwi (Google Drive, Dropbox, Skydrive), wob otpumatu
[0 HWX JoCTyn 3 6yab—aKOro NpucTpoto. Takox, MiATPUMYETbCA ekcnopT 6e3nocepeaHbo B
SharePoint Online i Microsoft Office 365.

BboHycHi ponatku: ABBYY Business Card Reader i ABBYY Screenshot Reader

e ABBYY Business Card Reader (aoctynHo Tinbku B FineReader 12 Corporate) — 3py4Ha
nporpama, sika 3 BUCOKOK TOYHICTIO pO3Mi3HAE AaHi 3 Bi3UTOK | NEpeHOCUTb IX Biapasy B
Microsoft® Outlook®, Salesforce Ta iHLWi CMCTEMU KEPYBaHHSI KOHTaKTaMMU.

e ABBYY Screenshot Reader — npocta i 3py4yHa nporpama Ans CTBOPEHHS 3HiMKiB 6yab—aKoi
30HKM ekpaHa. BoHa gonomoxke 36epertn 306paxeHHs BCbOro ekpaHa, BikHa goaaTtka abo
BMAINEHOI BPyYHY 30HW. 3a HeobXiAHOCTI NporpaMa po3ni3Ha€E TEKCT 3 BU6paHOi 30HM
eKpaHa i 36epexe 1Moro B peaaroBaHuin opmar.

be3kowTOBHA TEXHIYHA NiATPMMKa ANA 3apeECTPOBAHUX KOPUCTYBaYiB

* Habip MOB po3ni3HaBaHHS MOXe BiApPI3HATUCS Y Pi3HUX BEPCisSIX NPOAYKTY.



MocibHnk kopuctyBada ABBYY FineReader 12

Hosi moxxnusocTi ABBYY FineReader

Hwx4ye nepeniyeHi OCHOBHI HOBi MOX/IMBOCTI Ta BAOCKOHaNneHHs nporpamMn ABBYY
FineReader.

TOYHICTb po3ni3HaBaHHA OOKYMEHTIB

Y HOBII Bepcii NnporpamMu 36inbleHa TOYHICTb po3ni3HaBaHHA i 36epexxeHHs 0hOpPMNEHHS 3a
aonomororo noninweHoi TexHonorii ADRT. MMokpalweHo BU3HAYEHHS CTUNIB AOKYMEHTa,
3aronoBKiB, @ TaKOX po3ni3HaBaHHS Tabnuub, WO A03BOMSE ICTOTHO 3MEHLWNTU Yac,
HeobXiAHWN Ansa peaaryBaHHS po3ni3HaHMX AOKYMEHTIB.

MoBM po3ni3HaBaHHA

Y FineReader 12 3’aBunacsi HoBa MOBa po3ni3HaBaHHS — POCiliCbka 3 Harosocamu. Takox
MOKpPALLEHO AKICTb PO3Mi3HaBaHHS KMTaNWCbKOI, KOPENCbKOi, AMOHCbKOI, apabCbkoi MOB Ta
iBpUTY.

LLIBMAKICTb BIATYKY Ta BAOCKOHANEHI MOXNMBOCTI AN
iHTepdency KopucTyBaya.

o ®oHoBa 06pobka
OnepaLii, siKi paHilie MOrIM BUKOHYBaTUCS AOCUTb TPUBANIUM Yac, 6110KYUM AOCTYN
KOpWCTyBaya A0 iHTepdeicy nporpamu, B HOBI Bepcii FineReader B1koHytoTbCS y
¢doHoBOMY pexnMi. Tenep BM MOXETE, HE YeKatoun 3aKiHYEHHS pO3Mni3HaBaHHS BCbOro
[AOKYMEHTA, KOpUryBaTu 30HN pO3Ni3HaBaHHS, NepernagaTy We He po3ri3HaHi CTOPiHKK,
pO3Mi3HaBaTU KOHKPETHY CTOPIHKY abo 30HY ANa UMTYBaHHS, 4OAABATN CTOPIHKM 3 iHLLMX
[kepen abo MiHATK IXHIO NOCNIAOBHICTb.

o LlliBMaKe BiaKpUBaHHA
306paXkeHHs1 CTOPIHOK A0KYMEHTa MUTTEBO 3'BNSOTLCA B iHTEPGENCI, LLO 103BOJISIE Pa30M
3 (hOHOBOIO 06POBKOKD NOBAUNTU pe3yNbTaTh CKaHyBaHHS, LLIOMHO iX OTPMMAHO 3i CKaHepa,
a TaKkoX nepernsaHyT i Bubpaty NOTPIOHI CTOPIHKK i 30HM Ans 06pobku.

e 3pYYHICTb UNTYBaHHS
Bbyab—aKy 30HY AOKyMeHTa (306paXkeHHs1, TekCT, Tabnuui) Moxe 6yTn po3ni3HaHo i
ckonioBaHo B 6ydep 06MiHy OAHMM KnauaHHSM MULLI.

o ba3osi onepadjii Tenep AOCTYMHi i HA NPUCTPOSX i3 CEHCOPHNM EKPAHOM, BKJTHOHAO4Un
onepauii Npokpy4vyBaHHs1 abo HabnmxeHHs/BiaaaneHHs.

NonepeaHsa ob6pobka 306paxkeHb i Camera OCR

BaockoHaneHi TexHonorii nonepeaHboi 06pobkn 306paxkeHb AoNoOMaralTb HE TibKK
NiABULMTKN AKICTb PO3Mi3HaBaHHS TEKCTIB i3 doTorpadii, a ¥ oTpUMyBaTU LOKYMEHTMU B
TaKil e XOpowWin SAKOCTi, Hade nig pykoto 6yB 6u ckaHep. [Ans NOKpalleHHs AKOCTi
306paxkeHb 40AaHO IHCTPYMeHTN ABTOO6pi3yBaHHS 306paXkeHb 3 BUNpPaBIEHHAM
reoOMeTPUYHUX CNOTBOPEHb, BUPIBHIOBAHHS SICKPABOCTi | KONbOpPY (OHY.

FineReader 12 Hapgae MOXNUBICTb HanawTyBaTU NOBHUWA CMIMCOK iIHCTPYMEHTIB NonepeaHboi
06p06bKKM, BUKOPUCTOBYBaHMX Nig Yac BiAKPUBAHHS, WO A03BONSE BUNPABAATU Npobnemun Ha
BCiX CTOpPiHKax OAHOYaCHO, a TaKOX EKOHOMMUTW Yac, BiAKIOYAKUYM HENOTPibHI iIHCTPYMEHTH.

[MoninweHHA 30BHIWHLOrO BUrNAAY apXiBOBaHUX AOKYMEHTIB
Y FineReader 12 oHoBneHO Habip iHCTpYMEHTIB ANS NOMINWeHHS SKOCTI apXiBOBaHUX
AOoKyMeHTiB. HoBa TexHonoris ABBYY PreciseScan nokpaluye 30BHilLIHiA BUrIaA
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BiICKAHOBAHOIro AOKYMEHTA, 3r1aaXyun CMMBONKU. Y pe3ynbTtaTi 3i 36inbweHHsIM MacwTtaby
CTOPIHKN He BUHUKAE edeKTy nikcenizauil.

IHCTPYMEHTU AN PYYHOro KOperyBaHHsS pe3ynbTaTiB

pO3ni3HaBaHHA

HoBa Bepcisi nporpamMy Haga€ poO3LWMPEHNIN CMUCOK IHCTPYMEHTIB ANS KOPeryBaHHs
pe3ynbTaTiB po3ni3HaBaHHS: BiKHO Bepudikauii 3 MOXIMBICTIO (hopMaTyBaHHSA TEKCTY,
IHCTPYMEHTOM AoAaBaHHS creuiasibHMX CMMBONIB. TakoxX npouec Bepudikauii Moxe 6yTn
nosnerweHo BUKOPUCTAHHAM rapsymx Knasiul.

Y NpoAyKTi 3'aBMnacs MOXNMBICTb BigKNIOYATU reHepauilo Takux efieMeHTIB CTPYKTYpH, SIK
KONMIOHTUTYNN, BUHOCKM, 3MICT, HYMepOoBaHi CNUCKN. MOXMBICTb BiATBOPIOBATU X K
3BUYANHUIN TEKCT A03BONINTb YHUKHYTKU NpobneM nig yac 06pobkn Aesikux eneMeHTiB
CTOPOHHIMW NpoayKTamu (Hanpuknaa, cuctemamun nepeknagy abo KOHBepTopamun B en.
KHUMW).

HoBi MOXNMBOCTI 36epexeHHs LOKYMEHTIB

o [lig yac koHBepTaUii AokyMeHTiB y dopMaT XLSX 3'9BUAMCA MOXIMBOCTI 36epexxeHHs
306paXkeHb, BUAANeHHs (popMaTyBaHHS TEKCTY, @ TAKOX 36epeXkeHHs! KOXXHOI CTOPIHKM
[JOKYMeHTa Ha OKpeMoMy apkyLi Excel.

e 3'aBuNnaca MOXIMBICTb CTBOpUTH thaninun EPub, siki BignosiaatoTh cTtaHaapTam cneumdikadii
2.0.1 a6o 3.0

3pyYHiwa iHTerpauis i3 30BHiWHIMM cepBicaMK Ta AoAaTKaMu
Y HOBIli Bepcii NpoayKTy NiaATpMMY€eTbLCS ekcnopT npsiMmo B SharePoint Online i Microsoft
Office 365. A TakoX 3 HOBUMMU Aiianoramu BiAKpMBaHHS i 36epexeHHs, A0CTyn A0 Nanok
XMapHuMX CcxoBuLl, Takux Kk Google Drive, Dropbox, SkyDrive, cTaB 3py4yHilinm.
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LLIBuaKMn ctapt

Mporpama ABBYY FineReader npusHayeHa ana KoHBepTauii B pegaroBaHi dopmaTu
BiACKaHOBaHNX AOKYMeHTIB, PDF—aokyMeHTiB i dannis 306paxeHb, B TOMY YMC/i UMDPOBUX

dboTorpadin.

Mpouec 06pobkn aokyMeHTIB 3a gonomoroto ABBYY FineReader cknaga€eTbCs 3 YOTUPbLOX
eTanis:

e OTpuMaHHs 306paXkeHHs;

e Po3ni3HaBaHHS AOKYMEHTa;

o [lepeBipka i pegaryBaHHs OTPMMAHOro TEKCTY;
o 3b6epexeHHs1 pe3ynbTaTiB po3ni3HaBaHHS.

YacTo ueln npouec CknafgaeTbCs 3 OAHIEI M Ti€l XX NocniAoBHOCTI Ai, Hanpuknaa,
CKaHyBaHHS, po3ni3HaBaHHA i 36epexeHHs po3ni3HaHOro TEeKCTYy B nNeBHoMy dopmaTi. Ans
BMKOHAHHSI HaMNOWMPEHIiWMX 3aBAaHb y nporpami nepeabayvyeHo BO6yaoBaHi 3aBAaHHS, aki
A03BONAIOTb OTPUMATU PO3Mi3HAHUIN TEKCT OAHUM HAaTUCKaHHSAM KHOMKW. Ans
po3ni3HaBaHHSA AOKYMEHTIB 3i CK/TaiHOK CTPYKTYPOIO BU MOXETE HaNalWTOBYBATH i
3anycKkaTu KOXeH eTan 06pobku caMOoCTilHO.

BbyaoBaHi 3aBAaHHS
3anyck BbyaoBaHMX 3aBAaHb BUKOHYETHCS 3 BikHA 3aBAaHHSA, SKe CTaHAApTHO

BiAKPUBAETbLCA MiA Yac CTapTy AoAdaTKa. AKWo BikHO 3aBAaHHA 3aKPUTO, HATUCHITb Ha
FOMIOBHIN NaHeni iHCTPYMEHTIB NporpamMmn KHOMKy 3aBAaHHA.

10
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1. Bubapite . .
- 2. BuBepite MoBY ] [ 3. Bubepite ]
3aKnaaky 3 noTpiGHMM : .
[ 33B03HHAN ] [ OOKYMEHTS KOMIPHMA PEXMM

MOBA AOKYMEHTA! Konsoposui

3aB/aHHS

——a OCHOBHI Ckanyeatu y Microsoft MNapametpy 30epexeHHA .
Word OfsOprNEHHA AOKYHEHTA!
Microsoft Word Terasa konia -
[+] 3epiraTi mamonKkH
e Microsoft Exce [+] 35epiratit monormiTy

HII"CI,:H‘I.T:! ACKYHEHT HIKCHAMANLHD SSL":JT-\.K

JOOHILI [T NIALD OPMCiHANY , WO RSN AT
ObHESEHHA HA MOKNMBOCTI PE0ar yBakHA,
KonoHTHTYNH | HoMepi CTOPEO 308piranTROR,

——e Adobe PDF

A _|u'

Bigrpermi noecymesT FineReader... [+ Noscamymam nia dYac sanyocy JaKpUTH

5. HaTMcHITs KHonky H;;ﬂ%ig:ﬁm
NoTRIBHOro 33803HHA 33BA3HHA

1. Y BikHi 3aBaaHHA BN6epiTb NOTPIGHY 3aKNajKy i3 3aBAaHHSAMM:

e LUBunakuin Crapt — MicTuTb BOyAoOBaHi 3aBaaHHs nporpamMu ABBYY FineReader, siki
BMKOPUCTOBYIOTbCS HalyacTille;

e Microsoft Word — 3aBaaHHs1 KOHBEPTYBaHHS Y AOKYMeHT Microsoft Word;

e Microsoft Excel — 3aBaaHHs1 KOHBEPTYBaHHS B eleKTPOHHI Tabnuui Microsoft Excel;
e Adobe PDF — 3aBaaHHsl KOHBepTyBaHHS Y PDF—0KyMeHT;

e IHWI — 3aBAaHHS KOHBEPTYBAHHS B iHWI dhopmaTy;

e Moi 3aBgaHHA — BW MOXKeTe CTBOPUTM CBOI 3aBAaHHSA KOPUCTYBaYa, Lo
CKNaJaTbCsa 3 KPOKiB, HeobXiagHMX came ans Bac (Tinbku ans sepcii ABBYY
FineReader Corporate).

2. Y cnagHoMy cnucky MoBa AOKYMEHTA BKaXiTb MOBW PO3ri3HaBaHHS.
3. Y cnagHoMy cnucky KosibOpoBUA peXXuM BUOEpiTb KOMIPHWUIA PEXUM:

o KonbopoBuit — KobopoBe 0POPMIEHHS AOKYMEHTA HE 3MIHUTLCS;

11
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¢ YopHo—6innin — CTOpiHKN AOKYMeHTa 6yayTb YOpHO—H6inMMu, WO A03BONUTD
3MEHLUNTN po3Mip AoKyMeHTa FineReader. Y nopiBHsIHHI 3 KONbOPOBUM peXyMOM
Y UbOMY peXuMi NOTPIGHO MeHLe Yacy Ha 06pobKy AOKYMeHTa.

yBara! licna sBubopy 4opHO—6inoro pexumy BiAHOBUTU KOMipHE OPOPMNEHHS AOKYMEHTA
He BAacTbCs. o6 oTpMMaTh KONbOpOBUIA AOKYMEHT, BiagKpuinTe ain, Wwo MicTuTb
KONIbOPOBi 306pakeHHs1 CTOpiHKK, abo BiACKaHyWTe NanepoBUN AOKYMEHT Yy KOJIbOPOBOMY
pexXumi.

4. Y pasi noTpebu 3apanTe A0AaTKOBI NapaMeTpu Ans 3aBAaHb KOHBEPTYBAHHS B JOKYMEHT
Microsoft Word, Microsoft Excel abo PDF y npaBii1 YacTuHi BikHa.

5. HaTucHIiTb KHONKY NOTPIGHOro BaM 3aBAaHHS.

3aBgaHHs ABBYY FineReader BUKOHYIOTbCS 3 YpaXyBaHHSIM HanawTyBaHb, 3a4aHUX Y
pianosi HanawryBaHHA (MeHi0o CepBic>HanawTtyBaHHS...).

Micna 3anycky Ha ekpaHi 3'aBNSETbCA NaHeNlb BAKOHAHHA 3aBAaHHA, sKa MiCTUTb
iHOMKATOP BUKOHAHHA 3aBAaHHS, nepesiik KPoKiB, a TaKoX MigKasKku Ta nonepen)XeHHs.

PoznizHaBaHHA

PO3NiZHABAHHA AOKYMEHTd...
PoznizHaHo cTopiHOK: 4 i3 8

MpH=0EaTH

I CropiHka 4. HneeHiTecA, wWo BUEpaHD NPEEMIEHY MOBY POSMIZHIEAHHA,
Bigkpumi gianor PegakTop mMog.

Y pe3ynbTaTi BUKOHAHHA 3aBAaHHS 6yae CTBOPEHO AOKYMeHT noTpibHoro ¢opmarty, a
306paxeHHsa 6yayTb AodaHi B AoKyMeHT FineReader. Y pasi notpebu B MoxeTte
BiapeaaryBaTu BUAINEHI HA 306paXKeHHAX 30HWU, NEPEBIPUTU PO3Mi3HAHUIN TEKCT i 36epertu
pe3ynbTaTu po3ni3HaBaHHA B iHWOMY dopMari.

[MoeTanHe KOHBEPTYBAHHSA JOKYMEHTA

[Ans caMOCTIMHOro HanawTyBaHHA i 3anMyCcKy KOXHOro etany o6pobku AOKYMEHTIB
BMKOPUCTOBYNTE ronoBHe BikHO nporpammn ABBYY FineReader.

12
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Ha ronoBHiit naHeni iHCTpyMeHTIB y cnagHoMy cnvicky MoBa OKYMEHTa BKaXiTb MOBU

po3ni3HaBaHHS.

BiackaHyiTe abo BigkpuiiTe 306paXKeHHs.
MpumMitka. CTaHAApPTHO aHani3 i po3ni3HaBaHHSA AOKYMEHTA 3anyCTAaTbCs aBTOMaTUYHO. Bu
MOXXeTe 3MIHWUTU Ui HanawTyBaHHS Ha 3aknaaui CkaHyBaTu/BigkpuTn gianory

HanawTtyBaHHs (MeHi0 CepBic>HanawTtyBaHHS...).

Y BikHi 306paeHHs nepeBipTe BUAINEHI 30HM Ta B pasi HEOBXiAHOCTI BiapeaarymTe ix.

SAKLIO BM 3MIHW/IN 30HM Ha rOSIOBHIN MaHeNi iIHCTPYMEHTIB, HATUCHITL KHOMNKY Po3ni3HaTy.

Y BikHi TeKCT nepesipTe Ta 3a HeobXiAHOCTI Biapeaaryte pe3ynbTaTi po3ni3HaBaHHS.

HaTucHITb CTpinky npaBopyY Big KHOMKM 36eperTy Ha rofoBHiM NaHeni iHCTPyMEHTIB i
BMOEpiTb NOTPIGHNI NYHKT abo ckopucTanTecs KoMaHaaMm MeHto dain, 1wob 36epertu
pO3ri3HaHMIM TEKCT Y NOTpibHOMY dhopMaTi.

13
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Sk cTBOpUTK AOKYMeHT Microsoft Word

3a gonomoroto 3aBAaHb Ha 3aknagui LBnakuini CtapT BikHa 3aBAAHHA BM MOXeETe JIerko
BiACKaHyBaTW NanepoBi JOKYMEHTUN i KOHBEPTYBaTK dalnim 306paXkeHb y 3py4HuUi ans
pefaryBaHHs ookyMeHT Microsoft Word. Y uboMy Bunaaky 6yae CTBOPeHO AOKYMEHT 3
MOTOYHUMW HaNAWTYBaHHAMMU NporpamMn. SKLWO Mif Yac CTBOPEHHs AoKyMeHTa Microsoft
Word BKM xoueTe 3agaTi NapaMeTpu KOHBepTaUii, BUKOPUCTOBYWTE 3aBAaHHA Ha 3akniaaui
Microsoft Word.

1. Y cnucky MoBa gOKYMEHTa Y BEPXHill YaCTUHI BikHa BMOEpiTb MOBM AOKYMEHTA.

2. Y cnnucky KonbopoBuii pexxuM BUOepiTb KONbOpoBUiA a0 YOPHO—BINuii pexmMm.
YBaral! llicna Bubopy YopHO—6inoro pexxmmy BigHOBUTU KOMipHE OOPMNIEHHS AOKYMEHTA
He BAACTbCH.

3. Y npaBili YacTuHi BikHa BMGeEPITb HEObXiAHI NapaMeTpu:
e PexunM 36epexkeHHs1 0POPMIEHHS AOKYMEHTA;

o [lo3HauTe 36epiraTn MasIlOHKM, SKLWO Xo4eTe, Wob y BUXiAHOMY AOKYMEHTI
36epernucs 306paxKeHHs;

e [lo3HauTe 36epiraTm KONOHTUTYJIU, SKLLO X0o4eTe, Wob y BUXIAHOMY AOKYMEHTI
36epernncs KONoHTUTY N,

4. HaTuCHITb KHONKY NOTPIGHOro Bam 3aBAaHHS:

o CkaHyBaTtm y Microsoft Word, w06 BigckaHyBaTV nanepoBuit AOKYMEHT i
KOHBepTyBaTV MOro B AOKyMeHT Microsoft Word;

o 3o06paxeHHs abo PDF—daiin B Microsoft Word, 106 koHBepTyBaTh PDF—
AOKYMEHTU i dhainmn 306paxkeHb y AokyMeHT Microsoft Word;

o ®oto B Microsoft Word, 1106 koHBepTyBaTh poTorpadii AOKYMEHTIB Y AOKYMEHT
Microsoft Word.

Y pe3ynbTaTi y nporpami Microsoft Word BiaKpMeETbCS HOBUM AOKYMEHT, WO MiCTUTb
pO3ni3HaHWM TEKCT.

YBara! B6yaoBaHi 3aBAaHHS BUKOHYIOTbCS 3 MOTOYHMMM HanawTyBaHHAMM Nporpamun. AKLo
B HE 3MIHWNM HaNawWTyBaHHA, 3anyCTiTb 3aBAaHHS Lie pas.

Sk ctBopuTn Tabnuuto Microsoft Excel
3a gonoMoroto 3aBAaHb Ha 3aknaaui Microsoft Excel BikHa 3aBaaHHSA BM MOXETE Nerko
KOHBEpTYBaTU 306pa)eHHs pi3HOro TUNy B eNekTpOoHHY Tabnuuio Microsoft Excel.

1. Y cnagHoMy cnicky MoBa OKYMeHTa Yy BEPXHiil YacTWHI BikHa BUMOepiTb MOBU
[OKYMeHTa.

2. Y cnagHoMy crincky KonbopoBuid pexuM BUGepiTb KONbopoBuid abo YopHO—6inui
PEXUM.
yearal! lMicnsa Bubopy YopHO—6inoro pexumy BigHOBUTU KONipHE 0(DOPMIEHHS AOKYMEHTa
He BOacCTbCS.

3. Y npaBiit YacTuHIi BikHa BMbepiTb HEOOXiaHI NapaMeTpu:

e Pexunm 36epexxeHHs 0hOpMIEHHSI LJOKYMEHTa;

14
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Mo3HauTe 36epiraTm MaNKOHKMU, SKLO Xo4eTe, WOob y BUXiAHOMY AOKYMEHTI
36epernucs 306paxkeHHs;

Mo3HauTe CTBOPIOBAaTH OKPEMMUI apKyLU A1 KOXKHOI CTOPIHKM, SIKLLIO X04eTe,
o6 CTOPIHKM BUXiAHOro AOKyMeHTa 36epiranncs B OKpeMi apKyLli JOKYMEHTa
Microsoft Excel.

4. HaTWUCHITb KHOMKY NOTPIGHOro BaM 3aBAaHHS:

CkaHyBaTh y Microsoft Excel, 1106 BiackaHyBaTV NanepoBuit AOKYMEHT i
KOHBEpTYBaTV MOro B IOKyMeHT Microsoft Excel;

3o06paxxeHHa a6o PDF—dain B Microsoft Excel, 106 koHBepTyBaT PDF—
JIOKYMEHTM i haiinu 306paxkeHb Y AoKyMeHT Microsoft Excel;

®doto B Microsoft Excel, 1106 koHBepTyBaTV hoTOrpadii AOKYMEHTIB Y AOKYMEHT
Microsoft Excel.

Y pe3ynbTaTi B nporpami Microsoft Excel BiaAKpneTbC HOBUM AOKYMEHT, WO MICTUTb
pO3ni3HaHMI TEKCT.

YBara! B6yaosaHi 3aBgaHHS BUKOHYIOTbCS 3 MOTOYHMMW HanawTyBaHHAMM NporpamMun. AKLWO
BW HEe 3MiHW/IN HanawTyBaHHSA, 3anyCTiTb 3aBAaHHS LWe pas.

Sk ctBopuTN PDF—A0OKYMEHT

3aBaaHHA Ha 3aknagui Adobe PDF BikHa 3aBAaHHA AOMNOMOXYTb BaM LWBUAKO
KOHBEPTYBaTK 300pa)eHHS Pi3HOro NoxoaXkeHHs (BiackaHoBaHi AokyMeHTU, PDF—dannu i
arinun 306paxxeHb) y PDF—0KYyMeEHTMW.

1. Y cnagHoMy cnnucky MoBa AOKYMeHTa Yy BEpXHili YaCTVHi BikHa BMOGepiTb MOBM
[IOKYMEHTa.

2. Y cnagHoMy cnvcky KonbopoBuid pexxuM B1OepiTb KOTbOPOBMIN ab0 YOpHO—6innii
PEXMNM.
yearal! Nicns sBubopy 4opHO—6inoro pexxmmy BiAHOBUTU KONIpHE OPOPMIIEHHS AOKYMEHTa
He BAACTbCS.

3. BubepiTb pexum 36epexxeHHs JOKYMeHTa.

Tinbkn TekcT i 306pakeHHsA

Y ubOMy pexxuMi 36epiraloTbCsl po3ni3HaHUM TEKCT Ta intocTpauii. PDF—ann Takoro
TUMY Ma€ BiAHOCHO HEBENNKMIA PO3MIp, | B HbOMY MOX/TMBUIA MOBHOTEKCTOBMUM
MOLUYK. 30BHILLHIM BUrNSiA AOKYMEHTa MOXE HECYTTEBO BifpI3HATUCA Big opuriHany.

TekcT noBepx 306paXkeHHs1 CTOPiHKKU

Y uboMy pexumi 36epiratoTbcst HOH Ta iNCTpauii BUXiAHOMO AOKYMEHTA, Ha HKX
HaKNaJa€eTbCa po3ni3HaHMIM TEKCT. 3a3Bmyan po3mip Takoro PDF—cariny 6inblumi,
Hi>X panny nicna 36epexxeHHst B pexkuMi TiNbKKU TEKCT i 306paxeHHs. Y PDF—
JIOKYMEHTIi LIbOro TUMy € MOX/MBICTb MOBHOTEKCTOBOMO MOLLYKY, OAHAK 30BHiLLHIl
BUMNSA AOKYMEHTA MOXE HECYTTEBO BiAPI3HATUCA BiA OpuUriHany.

TekcT nig 306pa)xeHHAM CTOPiHKKN

Y ubOMy pexuMi 36epiraeTbCst 306paXKeHHs1 CTOPIHKK, PO3Mi3HAHWUIN TEKCT
PO3MILLYETLCS HAa HEBMAMMMIA LWAP N 306paXXeHHAM. TakuM YMHOM, OTPUMYEMO
JIOKYMEHT 3 MOXX/IMBICTIO NMOLIYKY B TEKCTi, TOAI SIK 30BHilLHIM BUrnsg PDF—
[IOKYMEHTa MalXe He BiAPI3HSETLCS Big opuriHany.
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Jinwe 306pa)rkeHHs

Y uboMy pexuMmi 36epiraeTbca nuLie 306paXkeHHs1 CTOPiHKM. 30BHILWWLHIA BUrNaa
oTpuMaHoro PDF—gokymeHTa He 6yae Bigpi3HATUCA Big OpuriHany, OgHaK y TakoMy
JOKYMEHTI HEMOX/IMBMI MOLUYK Y TEKCTI.

4. Y cnagHoMy cnmcky AAKICTb 306paxeHHs BM6epiTb SKICTb, 3 KO0 306paXkeHHs byae
36epexxeHo B AOKYMEHTI.

5. Bubepitb dhopmaTt PDF abo PDF/A.

6. HaTUCHITb KHOMNKY NOTPIGHOro BaM 3aBAaHHS:

CkaHyBaTtu y PDF, 106 BiackaHyBaTV NanepoBuii IOKYMEHT i KOHBEPTYBAaTU MOro
y PDF—-nokymeHT;

®aiin 306paxxeHHs y PDF, 106 KoHBepTyBaTV painn 306paxeHb y PDF—
LOKYMEHT;

®doto B PDF, 1106 koHBepTyBaTK poTorpadii AOKyMeHTiB Yy PDF—A0KyMeHT.

Y pe3ynbTaTi cTBOpeHuii PDF—aokyMeHT Byae BiakpuTO Y AoAaTKy ans nepernsigy PDF-

OOKYMEHTIB.

YBara! B6yaoBaHi 3aBAaHHS BUKOHYIOTbCS 3 MOTOYHMMM HanawTyBaHHAMM Nporpamun. AKLo
B HE 3MIHWNM HanawWTyBaHHA, 3anycCTiTb 3aBAaHHS Lie pas.

Mopapaa. [ig yac 36epexeHHs OTpuMaHoro TekcTy y ¢opmati PDF BM MoxeTe 3agaTtu
naponi, AKi 3aXUCTATb AJOKYMEHT BiJi HECAaHKLiIOHOBAHOr O BiAKPUBAHHSA, APYKY i
penaryesaHHs. [loknagHiwe ame. y ctaTTi «lMapameTpu 3axucty PDF».

SIK CTBOPUTU AOKYMEHTM iHLWINX hopMaTiB
3aknagka IHwi BikHa 3aBAaHHA Haja€ AOCTYnN A0 iHWKX B6yAOBaHMX 3aBAaHb NporpaMu
ABBYY FineReader.

1. Y cnagHoMy cnnucky MoBa AOKYMeHTa Yy BEpXHili YacTVHi BikHa BUOGepiTb MOBM
[IOKYMEHTa.

2. Y cnagHoMy cnvcky KonbopoBuid pexxuM B1OepiTb KOTbOPOBMIN @60 YOpHO—6innii

PEXMM.

yearal! [Micng Bnbopy YopHO—6inoro pexuMy BigHOBUTU KONipHE 0(DOPMNEHHS JOKYMEHTa
He BAACTbCS.

3. HaTuCHIiTb KHOMKY NOTPIGHOro BaM 3aBAaHHS:

CkanyBaTm B HTML, w06 BiackaHyBaTu nanepoBuii AOKYMEHT i KOHBEPTYBaTH
noro y dopmat HTML;

3o06paxxeHHsa abo PDF—¢ann B HTML, w06 koHBepTyBaTM PDF—a0KymMeHTM abo
(annm 306paxeHsb y dopmaTt HTML;

CkaHyBaTtu B EPUB, w06 BiackaHyBaTV nanepoBuin JOKYMEHT i KOHBEPTYBaTK
noro y opmat EPUB;

306pakeHHs a6o PDF—daiin B EPUB, 106 koHBepTyBaT PDF—-0KyMeHTH abo
¢ainn 306paxeHb y dopmat EPUB;

CkaHyBaTy B iHLWIi popMaTy, W06 BiaCKaHyBaTN NANepoBUiA AOKYMEHT i
KOHBepTYBaTV 1Moro B 6yab—sKWI i3 NiaTpuMyBaHuUx opmaris;
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e 3o6paxeHHs a6o PDF—cann B iHwi popmaTy, Wwob koHBepTyBaT PDF—
JIOKyMeHTM abo chainm 306paxeHb y 6yab—sakuii i3 NiaTpuMyBaHMX opMarTiB.

Y pe3ynbTaTi BiAKPUETLCS HOBUA AOKYMEHT, WO MIiCTUTb pO3Mi3HaHMM TEKCT.

YBara! B6ynoBaHi 3aBAaHHS BUKOHYIOTbCS 3 MOTOYHUMM HANAWTYBaHHSAMU Nporpamu. SKLo
BW He 3MIHMNM HanalTyBaHHA, 3anyCTiTb 3aBAaHHSA e pas.

Sk goaatn 306pakeHHs 6e3 06pobku

3a 4onNoMOorol 3aBAaHb Ha 3aknagui WBnakuin CtapT BikHa 3aBAaHHSA BU MOXeTe
BiACKaHyBaTK abo BiakpuTK 306paxkeHHsa B nporpami ABBYY FineReader 6e3 06pobku
306paxeHb i 6€3 po3ni3HaBaHHS. Lle 403BONSIE WBNAKO BiAKPUTU BENUKUA AOKYMEHT, 3
SIKOro NoTpibHO ckonitoBaTU YaCTUHY TEKCTy abo 36epertu nuwe aeski CTOPIHKM.

1. Y cnagHoMy cnincky KosibopoBuMii pexxuM B16epiTb KONbopoBuii abo YopHO—6inumi
pexumM.,
yearal! lMicng Bnbopy YopHO—6inoro pexxuMmy BigHOBUTU KONipHE 0(DOPMIEHHS JOKYMEHTA
He BAACTbCS.

2. HaTWCHITb KHOMKY NOTPIGHOro BaM 3aBAaHHs:

o LlBMAake ckaHyBaHHA, W06 BiACKaHyBaTX NanepoBuii AOKYMEHT i BiAKpUTH
OTpuMaHi 306paxkeHHs1 B nporpami ABBYY FineReader 6e3 06pobku 306pakeHsb i 6e3
po3ni3HaBaHHS;

o LUBupake BigKpUTTA, WO6 BiakpuT PDF—a0oKyMeHTH i bannm 306paxkeHb 6e3
06pobkn 306paxkeHb i 6e3 po3niHaBaHHS;

o CkaHyBaTy i 36epertv 306paxeHHs, Wob6 BiACKaHYBaTV AOKYMEHT i 36epertu
OTpuMaHi 306paxkeHHs. icns 3aBepLUeHHs1 CKaHYBaHHSA BIAKPUETLCS Aianor
36epexxeHHs 306paXkeHb.

Y pe3ynbTaTi 306paxeHHs1 6yae goaaHo B HOBMIM fokyMeHT FineReader abo 36epexeHo y
BKa3aHiv nanui.

Ak CTBOPUTUN CBOE 3aBAaAHHA
(trinbkun pansa sepcii ABBYY FineReader Corporate)

3aBAaHHA KopUcTyBada HadalTb Hinblie po3MaiTTa KPOKiB y NOPiBHAHHI 3 BOyaOBaHUMMU
3aBAaHHAMU. MOCNiAOBHICTb KPOKiB 3aBAaHHS Ma€ BiANOBiAaTM eTanaM o6pobkn AOKyMeHTa
y nporpami ABBYY FineReader.

1. Ha 3aknagui Mol 3aBaaHHSA BikHa 3aBAaHHA HATUCHITb KHONMKY CTBOPUTU HOBE
3aBAaHHA.

2. Y pianosi, wo Biagkpuecs, B noni IM'A 3aBAaHHA BKaXIiTb iM'A 3aBAaHHS.

3. Ha niBi naHeni Bubepith, Sknih AokyMeHT FineReader 6yae BUKOpUCTAHO ANS BALIOro
3aBAaHHS:

e CTBOPUTH HOBUIT AOKYMEHT
Mia yac 3anycky 3aBaaHHsa 6yae CTBOpPeHO HOBMM AOKYMeHT FineReader. Bubepitb
AKi HanawTyBaHHS 6yAe BUKOPUCTAHO: HanalTyBaHHA AOKYMeHTa, BCTAaHOBEHI Y
nporpami Ha MOMEHT 3arnycKy 3aBAaHHa abo 3afaHi KOHKPETHO ANsl LbOro
3aBAaHHA.

17



MocibHnk kopuctyBada ABBYY FineReader 12

BubpaTtn HasBHMW QOKYMEHT
BkaxiTb AokyMeHT FineReader, 3 sakoro 6yayTtb 06pobnsatucs 306paxkeHHs nig yac
3anycKy 3aBAaHHS.

BuKOpUCTOBYBaTH BiAKPUTUIA AOKYMEHT
byayTtb 06pobnsaTuca 306paxkeHHs 3 BIAKPUTOro AOKyMeHTa FineReader.

4. BubepiTb, SKMM UMHOM Byae OTPUMAHO 306paXkeHHs ANsi pO3Mi3HABAHHS:

MpuMiTkn:

Biakpwutn 306paxeHHsn / PDF
BkaxiTb nanky, 3 skoi B nporpamy 6yayTb 4oAaBaTMUCA 306paXkeHHs Nig Yac 3anycky
3aBAaHHS.

CkaHyBaTH
CKaHyBaHH$! BUKOHYETbCS 3 MOTOYHMMM HaNALWTYBaHHAMM NPOrpamu.

a. Ller kpok € HEOBOB'I3KOBMM, SIKLLO Ha MonepeaHbOMY KpOLli BU BUbpanu
kKomaHay BubpaTtn HassBHMA AOKYMEHT abo BUkopucToByBaTh BigKpUTUA
AOKYMEHT.

SAKLO Mia Yac BUKOHAHHS 3aBAaHHS 306paXKeHHs A0JAI0TbCS B IOKYMEHT, IKUIN YXKe
MICTUTb 306paxkeHHs1, To 6yae BUKOHAHO 06pobKy TiNbkM A0AAHMX 306paXkeHb.

SKWO Nig Yac BUKOHaHHA 3aBAaHHS Mae 0bpobnsatnca aokymeHT ABBYY FineReader,
B SIKOMY € pO3ni3HaHi CTOPIHKMK, i CTOPIHKK, Ha SKKUX y>xe By/10 BUKOHAHO PO3MITKY
30H, TO pO3nNi3HaHi CTOPIHKM MOBTOPHO 06p0obnsATUCA He ByayTb, CTOPIHKK 3
po3MivyeHMMUK 30HaMKn Byae po3ni3HaHo.

[Jopante kpok AHani3, Wob BMAINUTM 30HM Ha 306paXkeHHi, | 3aaanTe HeobxiaHi
HanawTyBaHHS ANS LbOro KPOKY.

AHanisyBatn CTOpiHKM aBTOMaTU4YHO
Micna oTpuMaHHs 306paxkeHHs nporpama ABBYY FineReader BukoHae aHanis
306paXkeHb i pO3MITUTb HA HUX 30HM.

BuainaTn 30HU BpyUHY
Micns oTprMaHHA 306paxkeHHs BaM Byae 3anpornoHOBaHO PO3MITUTU 30HN BPYYHY.

BukopucrosyBatu LWWabs10OH 30H

BkaxiTb WwabnoH 30H, KM Byae BUKOPUCTAHO NPOrpamoto Anst aHani3y CTpyKTypu
[OKyMeHTa. [JoknagHiwe npo wabnoHu AvB. y CTaTTi «BukopucTaHHs wabnoHxis
30H>.

[Hopante kpok Po3ni3HaTy, Wo6 po3ni3HaTy AoAaHi 306paXkeHHsl. HanawTyBaHHsS, 3
AKUMWN BUKOHYETBLCS PO3Mi3HaBaHHS, 3anexaTb Big onuii, BU6paHux Ha Kpoui [JJOKyMeHT
FineReader.

MpumiTtka. Mig yac Bubopy Kpoky Po3nisHaTH Kpok AHanNI3 A04AETbCA aBTOMATUYHO.

[opavite kpok Po3nisHaTh, Skt A03BONSIE 36eperT po3ni3HaHUA TEKCT y ann pisHmMX
¢opmarTiB, nepeaaTv Koro y BUbpaHuii AOAATOK, HadicnaTM OTpMMaHe 306paxeHHs abo
pO3Mi3HaHMIN TEKCT €NEKTPOHHOK NOLLTOK abo CTBOPWUTK KONito AOKyMeHTa ABBYY
FineReader. Balle 3aBaaHHa MOXe MICTUTU AeKinbKa KPOKiB 36epexeHHs:

36epertv AOKYMEHT
Bu mMoxeTe BkazaTu iM'a danny, dhopmart, nanky, B siky 6yae nomiweHo cain i3
pO3Mi3HaHWM TEKCTOM, @ Takox onuii danny.
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MpumMitka. [Ansg Toro wob nig 4ac KOXXHOro BUKOHAHHS BaM He AOBOAMIIOCA 3a4aBaTu HOBY
nanky (To6To nepeHanawToByBaTU 3aBAaHHS), BiaMiTbTe onuito Mifg Yac KOXKHOro
3anycKy 3aBAaHHA 36epiraTtu ¢anam y HOBY nanky, Ao iMeHi AKoi gogaBaTn 4yac i

aary.

o [llepepgatv 4OKYMEHT
Bu MoxeTe BM6paTn A0AAaTOK, y SKOMy Byae BIAKPUTO AOKYMEHT.

 HapicnaTn AOKYMEHT e/IeKTPOHHOIO NOLWITOK
Bu MoxeTe BkaszaTtu iM's daniny, hopmaT, agpecy eneKkTpPOHHOI NOLWTH, Ha sKy Byae
HagicnaHo ann i3 po3nisHaHUM TEKCTOM, a TaKoX onuii daniny.

o 36epertu 306paxeHHn
Bu MoxeTe BkazaTu iM'a daiiny, dopmat, narnky, B siky 6yae nomiweHo daiin i3
3006paXkeHHAM, @ TakoX onuii danny.

MpumMiTka. nsa Toro wob 36epertu BCi 306paxxeHHs B oanH dain, BigMiTbTe onuito
36epertu B oauH 6ararocropiHnkoBui pann (ans dopmatis TIFF, PDF, JB2, JBIG2 i
DCX).

o HapicnaTtn 306paxxeHHs1 €N1eKTPOHHOIO MOLITO
Bu mMoxxeTe BkasaTu iM'a dainy, hopmMaT, aapecy enekTpoHHOI NowTK, Ha siKy byae
HagicnaHo an i3 306paXkeHHsAM, a TakoX onuii charny.

o 36epertu pokymeHT FineReader
BkaxiTb nanky, B siky byae 36epexxeHo aokymeHT ABBYY FineReader.

BnbepiTb, SKi HanawTyBaHHS 6yae BUKOPUCTAHO Mig Yac 36epexeHHs pe3ynbTaTiB:
BCTAHOB/EHI Y NporpaMi Ha MOMEHT 3anycKy 3aBAaHHA abo 3aaaHi KOHKPETHO ANs LbOoro
3aBAaHHA.

3a HeobxiaHOCTI BMAANiThb i3 3aBAaHHS HEMOTPIOHI KPOKM 32 AONOMOrOK KHOMKM X
MpumMmiTka. He BCi KPOKM MOXXHA BUAANUTU OKpeMo. Hanpuknag, y pasi BUAaneHHs Kpoky
AHanis 6yae BuganeHo  kpok Po3nisHaTw.

Micns Toro Sk BY Aoaanu A0 3aBAaHHSA BCi HEOOXiAHI KpOKK | BUOpanu iXHi HanawTyBaHHS,
HaTUCHITb KHOMNKY FoTOBO.

Y pe3ynbTaTi CTBOpEHEe 3aBAaHHS 3'aBUTbCS Ha 3aknagui Moi 3aBaaHHA BikHa 3aBAaHHA.
Bu MoxeTe 36epertu CTBOpeHe 3aBAaHHA 3a AOMNOMOroto Adianory MeHepxep 3aBaaHb
(CepBic>MeHepxep 3aBAaHb...).

By TakoXX MOXeTe 3aBaHTaXWUTW paHille CTBOpeHe 3aBAaHHSA. NS uboro Ha 3aknagui Moi
3aBAaHHA HAaTUCHITb KHOMKY 3aBaHTaXXUTKU 3 AUCKY i BU6epiTb dann noTpibHoro
3aBAaHHA.

ABBYY FineReader no3B0onsi€ 3MiHIOBATW, KONitOBATW, BMAANSATM 3aBAaHHA KOPUCTYBaya, a
Takox iMnopTyeaTn abo ekcnopTyBaTtu ix. [loknagHiwe anB. «ABToMaTM3auis 06pobkn B
ABBYY FineReader».

PoboTa 3 iHWKX aoaaTkis

Mig yac iHcTansuii nporpammn ABBYY FineReader 12 3ailcHIOETbCS Ti iHTErpadis i3
poapatkamm Microsoft Office i MposiaHnkoMm Windows. Y pe3ynbTari iHTerpadii Bu 3MoxeTe
po3ni3HaBaTN AOKYMeHTM 6e3nocepeaHbo Nig Yac poboTtum 3 Microsoft Outlook, Microsoft
Word, Microsoft Excel i lNMposiaHnkoM Windows.
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Sk po3ni3HaTU AOKYMEHT i3 goaaTtka Microsoft Word a6o Microsoft Excel:

1. HaTuCHITb KHOMNKY SC 3aknagui ABBYY FineReader 12.
2. Y pianosi, Wo BiAKpUBCS, BKaXiTb:

e Kepeno 306paxkeHHs: 3i ckaHepa abo 3 danny;

e MOBW [OKYMEHTa;

e rapameTpu 36epexxeHHs pe3ynbTaTiB.

3. HaTucHiTb KHONKy Start.

Y pe3ynbTaTi BiaKpueTbCS nporpama ABBYY FineReader, i po3ni3HaHuii TekcT byae
nepeaaHo y goaatok Microsoft Office.

Sk po3ni3HaTu AOKYMeHT i3 Microsoft Outlook:

1. Bigkpwuiite Microsoft Outlook.

2. BunbepiTb NnUCT, A0 SKOro A0AAHO AOKYMEHTU AN po3ni3HaBaHHS.
Mopapa. SKWo BM xo4eTe po3ni3HaT TiNbKK AesKi AoAaHI JOKYMEHTU, BUAINITH iX.

3. Bigkpwuiite 3aknagky ABBYY FineReader 12 i Ha naHeni iHCTpYMEHTIB HAaTUCHITb KHOMKY
KoHBepTyBaTh 306parkeHHst abo PDF.

4. Y pianosi, Wo BiAKPWUBCS, BKaXiTb:

e MOBMW [OKYMEHTa;

e HanawTyBaHHS 36epexeHHs pe3ynbTaTiB.
5. HaTtucHiTb KHoMKy Start.

Mopapa. SAKLWO 30BHIiWHIM BUrNsSA CTBOPEHOrO AOKYMEHTA CUMIbHO BiAPI3HAETHLCS BiA
BMXigHOro, cnpobyinTe po3ni3HaTK AOKYMEHT, 3MiHMBLUM HanawTyBaHHA po3ni3HaBaHHSA abo
BKa3aBLUM 30HWN 3 TEKCTOM, 306paxeHHsaMM | TabnuuamMmn B AOKYMEHTI BpyyHy. [JoknagHiwe
AMB. SK NONINWWTWN pe3ynbTaTn po3ni3HaBaHHA.

flk BigakpnTHn hainm i3 306paxeHHamu i PDF—daiinm 3 NposigHnka Windows:
1. Bwubepitb davin y MNposigHmky Windows.

2. Y KOHTEeKCTHOMY MeHIo dhaiiny BubepiTb komaHay ABBYY FineReader 12>Bigkputu B
ABBYY FineReader 12.

Mpumitka. Akwo dan BnbpaHoro opmaTty He NiaTpUMyeTbca B ABBYY FineReader 12, B
MOro KOHTEKCTHOMY MEHI0 BKa3aHOi KOMaHaM He byae.

Y pe3ynbTaTi 3anyctutbcsa nporpamMa ABBYY FineReader 12. 306paxeHHs1 3 obpaHoro ganny
6yne nogaHo B HOBMIM AOKYMeHT. SKwo x nporpamy ABBYY FineReader 12 Bxe 3anyuieHo,
To 306paxkeHHs 6yae AoaaHO A0 NOTOYHOrO AOKyMeHTa FineReader.

AAkwo Ha naHeni iHCTpyMeHTIiB AaoaaTka Microsoft Office BiacyTHs naHenb ABBYY
FineReader 12...

[ns BigobpaxeHHa naHeni ABBYY FineReader 12 Ha naHeni iHCTpyMeHTIiB AoaaTka Microsoft
Office:
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e Y KOHTEKCTHOMY MEHIO MaHeni iIHCTpyMeHTiB agodaTka Bubepitb nyHkT ABBYY FineReader
12.

SAKLWO B CNMUCKY NaHenew iHCTpyMeHTiB goaaTka nyHKT ABBYY FineReader 12 BiacyTHin,
Le o3Havae, Wwo nig 4yac BubipkoBoi iHcTanauii ABBYY FineReader 12 iHTerpauito 3
poaatkamu Microsoft Office 6yno BiaknioueHo.

[Ansa Toro wob6 BCTAHOBUTU L0 MOXMUBICTb:

1. Bubepitb NMporpamMmu Ta KOMNOHEHTHU (MeHo Myck>HanawTtyBaHHA>MaHenb
KepyBaHHS).

MpumiTka.

e B onepauinHux cucrtemax Microsoft Windows XP us koMaHAa Ha3MBa€ETbCS
IHCTansuin i BUaaseHHs nporpam.

e B onepauiiHin cuctemi Microsoft Windows 8 HaTucHite WIN + X i B
KOHTEKCTHOMY MeHI0, WO BigKpunocs, Bubepite NMporpaMmm i KOMNOHEHTMU.

2. 3i cnncky iHCTanboBaHux nporpaM BubepiTb nporpaMy ABBYY FineReader 12 i HaTuUCHITb
KHOMNKY 3MIHUTM.

3. Y pianosi BubipkoBa iHcTansuis Bubepitb NOTPibHI KOMMOHEHTH.
4. [ani 4OTpUMYMTECS IHCTPYKLIN nporpamu iHCcTansuii.

Ans Toro wob novatn poboTy, BaM HeobXigHO NepeaaTn B Nporpamy 306pakeHHs
foKkyMeHTa. OTpuMMaTK 306paXKkeHHs BU MOXeTe TakuMn cnocobamu:

e  BiACKaHyBaTMW ManepoBUi AOKYMEHT;
e cdoTorpadysaTn TEKCT;
e BiakpuTK ann 306paxkeHHs abo PDF—a0oKyMeHT.

SAKiCTb po3ni3HaBaHHA 3aNeXUTb BiA AKOCTI BUXiAHOro 306pa)keHHs i Big BUH6paHux
HanawTyBaHb CKaHyBaHHA. Y LbOMY pO3Aini MiCTUTbCS iHdOpMaUis Npo Te, SK NpaBUIbHO
BiACKaHyBaTh abo coTorpadyBaTtn AOKYMEHT, i YCYHYTU AedeKTu, NpuTaMaHHi
BiACKAQHOBAHNM 306paxeHHAM i UMPpPOBUM 3HIMKaM.

CKaHYBaHHFI NnanepoBunx ,EI,OKYMeHTiB
OTpumMaTy 306paxkeHHs ANns po3ni3HaBaHHA MOXHa 3a AOMOMOrol CKaHepa.

1. lMepekoHalTecs B TOMY, IO Ball CKaHEP NpaBMIbHO MiAKMOYEHO, | YBIMKHITbL MOro.
[ns Toro wob npasuibHO NIAKMIOYUTU CKAHEP, 3BEPHITLCA A0 AOKYMeHTauji, sKa
[0JA€EThCA A0 cKaHepa. He 3abyabTe iHCTanioBaTh HeobxigHe nporpamMHe 3abe3neyeHHs,
SIKe NMOCTAYaETbCS Pa3oM 3i ckaHepoM. CkaHepu AesKnx Moaenei noTpibHO BMUKATK A0
YBIMKHEHHS1 KOMM'toTepa.

2. TOMICTiTb y CKaHep CTOPIHKY, KKy BM Xo4eTe po3ni3HaTtn (abo CTOpiHKM —SKLO CKaHep
obnagHaHO aBTONOAABaYeM, i BaM HeobXiagHO po3ni3HaTV 6araToCTOPIHKOBUIM AOKYMEHT).
MpumMitka. MNig yac ckaHyBaHHA AOKYMEHTa PO3MilllyMTe CTOPIHKM SikoMora piBHille. SKLLO
KYT Haxuy TeKCTY Ha OTPUMaHOMY 306paxkeHHi byae HaATO BENUKUM, AOKYMEHT MOXe
6yTV KOHBEPTOBaHO HEKOPEKTHO.
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3. HatucHitb kHonky CkaHyBaTH, abo B MeHio ®aun B1bepiTb NyHKT CKaHyBaTn
CTOPiHKM....
BiakpueTbcs aianor ckaHyBaHHs. Bubepitb HeobXigHi NnapaMeTpu i 3anycCTiTb CKaHyBaHHS. Y
pe3ynbTaTi y BikHi CTopiHkM nporpammn ABBYY FineReader noaaayTtbcs BiaCKaHOBaHI
CTOpPIHKW.

MpumMmiTka. SJKWo Ha BawoMy KoMN'loTepi BXe BiAKpUTO AOKYMeHT FineReader, BiackaHOBaHi
306paxeHHsa 6yae A0AaHO Y MOro KiHeub, B iHAKLWOMY BMNaAKy 306paXxxeHHs1 CTopiHOK byae
[AOAaHO B HOBMI AOKyMeHT FineReader.

Mopapa. HagpykoBaHWi Ha NPUHTEpPI OKYMEHT PEKOMEHAYETLCA CKaHYBaTU B CipOMy
pexuMi 3 po3ginbHoto 3aaTHicTio 300 dpi.

SAKiCTb po3ni3HaBaHHSA 3aneXuTb Big AKOCTi BUXIAHOrO AOKYMeHTa i Bif TOro, 3 AKMMHU
HanawTyBaHHAMWN BiACKAHOBAHO AOKYMeHT. HM3bKa AKiCTb 306paXKeHHS MOXe HeraTMBHO
NMO3HAYNTUCSA Ha OTPMMAHOMY pe3ysnbTaTi. TOMY BaX/IMBO MPaBu/IbHO 3aZaTN HaNnawWTyBaHHSA
CKaHyBaHHS i BpaxyBaTu XapakTepUCTUKN BUXIAHOIO AOKYMEHTA.

HaJ'IaLIJTYBaHHFI SICKpaBOCTi CKaHYyBaHHHA

SKWo AcKpaBiCTb CKaHyBaHHA 6yna nigibpaHa HenpaBwubHO, Mg Yac po3ni3HaBaHHS
BMHWKHE MOBIAOM/IEHHS NPO HEO6XIAHICTb 3MIHUTU ACKPABICTb CKaHYBaHHA. [N CKaHyBaHHSA
AEAKNUX [IOKYMEHTIB Y YOPHO—6iloMy pexunMmi Moxxe 3HagobuTnucs AoAaTKOBE HanawTyBaHHA
ACKPaBOCTI.

5K 3MIHUTKN ACKPaBICTb:

1. HaTucHiTb kHoMKky CkaHyBaTH.

2. Y pianosi, Wo BiAKPUBCS, BKaXiTb SCKPaBiCTb.
MpumMiTka. Y 6inbwocCTi BUNaAKiB NiagxoanTb cepefHe 3HadYeHHs sickpaBocTi — 50 %.

3. BiackaHyiTe 306paXkeHHs.

SKLWO Ha OTpMMaHOMy 306paXkeHHi BM BUSIBUM BENUKY KiNbKicTb AedekTiB (po3puBis uu
CK/Iel0OBaHHS NiTep), TO 3BEPHITbLCA A0 Tabnuui, HaBeAeHOT HUXYE. Y Hill BKa3aHO MOXNMUBI
Crnocobu ix yCyHeHHS.

Ocob6nauBocTi BXigHOro

PexkomeHpauii
306pakeHHA ekomenaau

bl'ightﬂESS Mpuknag xopoworo (npuaaTHOro Ans

po3ni3HaBaHHA) 306paXKeHHs.

b IL{! (R EER o 3MeHLTe ScKpaBiCTb (LIO6 306pakeHHs!
CTano TEMHILLNM)

«po3ipBaHi»; CBiT/i, TOHKI NiTepun e BiackaHyvTe B cipoMy (y UbOMY BUMAAKy
3AINCHIOETBCA aBTOoNIAGIp SCKPaBOCTi)

22



MocibHnk kopuctyBada ABBYY FineReader 12

e 36inbwTe sAcKpaBicTb (3pobuTK 306parkeHHs

CBITNIWNM);
BUKPUBJIEHI Ta 3a/UTIi; CKNEEHI e BiackaHyviTe B cipoMy (Y LbOMY BUMNAAKY
CUMBOJIM; TEMHI, TOBCTI NiTepu 3MiNCHIOETbCA aBTONIAGIP ACKPABOCTi)

SAKWwo Bn 6aumnTe NOBIAOMIIEHHS MPO HEOBXIAHICTb 3MIHUTH

pO34iNnbHY 34aTHICTb

SAKiCTb po3ni3HaBaHHA 3aneXuTb Bif TOro, 3 AKOK PO3AiSIbHOK 3A4ATHICTIO BiACKAHOBAHO
AOKYMeHT. HaaTo Benuka po3ainbHa 3aaTHicTb (NnoHaa 600 dpi) npu3BoanTb A0 36inblIEHHS
TPUBANOCTI po3ni3HaBaHHA TeKCTY. [pn UbOMYy SKICTb PO3Mi3HABAHHS CYTTEBO He
nokpawnTbcs. HaaTo ManeHbka po3AinibHa 34aTHICTb (MeHWw Hix 150 dpi) Moxe npussectun
[0 NOripweHHs AKOCTi po3ri3HaBaHHA.

CuTtyauii, konn Moxe 3'9BNATUCA NOBIAOMAEHHS NPO KOPEKLUito pO34iNnbHOI 34aTHOCTI:

o SAKwWo 306paxkeHHs1 MeHLwe Hixk 250 dpi, abo 6inbLue Hixx 600 dpi.

e SKWO 306paXkeHHs1 Ma€e HeCTaHAAPTHY PO3A4iNnbHY 3A4aTHICTb. Hanpukniaa, akcn MoXyTb
MaTu po3AinbHy 34aTHICTb 204*96 dpi.
[nsa aKiCHOro po3ni3HaBaHHSA TEKCTY HeobXiaHo, Wwob 306paxkeHHs Mo BepTuKani i no
ropusoHTani 36iranocs.

K 3MIHUTW pO3AiNbHY 34aTHICTb:

1. HatucHiTb kHONKy CkaHyBaTHM.

2. Y pianosi ckaHyBaHHS BMOepiTb NOTPIOHY po3AinbHY 34aTHICTD.
MpumMmiTka. 3BnyaiHi TekcTv 3 po3MipoM WwpudTy 10 i 6inblue NyHKTIB pEKOMEHAYETLCS
CKaHyBaTW 3 PO3AiNbHOI 34aTHICTIO, sika aopiHOe 300 dpi. Tekctn, HabpaHi ApibHWUM
wpndToM (9 i MeHwWe NyHKTIB) — 3 po3aifibHOLO 3aaTHicTio 400—600 dpi.

3. BiackaHyiTe 306paXKeHHs.

Mopapa. TakoxX BM MOXeTe BUMNPaBUTU PO3AiNbHY 34aTHICTb Y peAakTopi 306paxeHb
(meHto CtopiHka>PepnakTop 306paxeHb).

CKaHYBaHHﬂ KHMXXKOBOIo po3BOpPOTY
Y pasi CKaHyBaHHS KHMXXKOBOIO PO3BOPOTY ABi CTOPIHKM NOTPAN/ISAOTb HA OAHEe
306paxkeHHs.

[nsa niagBvLWEHHSA SKOCTi po3ni3HaBaHHA HeobXigHO po34inuTn Take 306paxeHHs Ha ABa. Y
nporpami € cneuiafbHUN PeXunM, 3a IKOro KHUXXKOBMI pO3BOPOT aBTOMATUUYHO PO3AINSAETLCA
Ha ABi YaCTUHKM I NepeTBOPIOETLCA Ha ABi OKpeMi cTopiHkM aokyMmeHTa FineReader.
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Sk BiaCKaHyBaTM KHUXKOBUI pO3BOPOT ab0 3ABOEHI CTOPIHKMU:

1.

3.

BinkpwiiTe gianor HanawTyBaHHSA Ha 3aknaaui CkaHyBaTu/Bigakputun (MeHio
CepsBic>HanawrtyBaHHS...).

Y rpyni O6po6ka 306parkeHHs No3HauyTe onuito [liNNTN PO3BOPOT KHUIMN.
MpumMmiTka. 115 KOPEKTHOMO PO3MOAINY KHUXKOBOrO PO3BOPOTY NepeKoHanTecs, Wwo nia
yac CKaHyBaHHS 306pakeHHs1 OpiEHTOBaHe NpaBubHO, ab0 YBIMKHITL onuito BU3HauaTn
Oopi€eHTaLIil0 CTOPIHOK Ha 3aknagui CkaHyBaTu/BigkpwuTu gianory HanawTtyBaHHSA
(MeHlo CepBic>HanawTtyBaHHS...).

BiackaHywTe CTOPIHKMW.

Bu TakoXX MOXeTe 3aJaTu HanawTyBaHHS aBTOMATUYHOI 06pobkuM 306paxkeHb y Aiano3i
BiaKpUTTS 306paxxeHb (MeHio ®aun>Bigakputn PDF a6o 306pa)eHHs...) i B gianosi
ckaHyBaHHA ABBYY FineReader. Ins UbOro HaTUCHITL KHONKY HanawTyBaHHA....

SK po34inUTN CTOPIHKY Ha ABi BPYYHY:

1.

Biokpuiite penakTop 306paxeHb (MeHio CTopiHka>PenakTop 306pakeHb).

2. 3a ponomoroto onuin rpyn PO36MTH po3ainiTb CTOPIHKY.

3MOMKa TekCTy poToanapaTom

OTpuMaTK 306paxkeHHs Ana po3ni3HaBaHHS MOXHa He TiNlbKK 3a A40MNOMOro CKaHepa:
[OCUTb MaTu UundpoBuin dhotoanapat abo MobinbHUI TenedoH i3 B6yaoBaHO
oTokamepoto. ChoTorpadyiite TekcT, 36epexiTe hoTorpadito Ha AMCK KOMM'IOTEpPaA |
BiakpunTe y nporpami ABBYY FineReader.

Mig yac oTorpadyBaHHA AOKYMEHTIB BaXX/IMBO 3BEPHYTKM yBary Ha dakTopu, SKi
BMAMBAIOTb Ha AKICTb 3HIMKIB | NPMAATHICTb X A0 pO3ni3HaBaHHA.

Bumorun o ¢otoanapara
OcBIiTNEHHSA
TexHika 3MoMKU

Sk oTpMMaTK 3HIMOK KpaLloi AKOCTi

Bumorun no ¢potoanaparta
[na OTPUMaAHHA 3HIMKIB TEKCTY AN pO3ni3HaBaHHS TEXHIYHI XapakTepuCcTuku LndpoBoro
¢oToanapaTa NOBUHHI BiANOBIAATN NEBHUM BMMOraM.

PekomeHpaoBaHi napaMeTpu

Po3ainbHa 3AaTHICTb MaTpuLi: 06YMCIOETLCS NPOMNOPLIMHO popMaTy CTOPIHKK
306paXkeHHs, 3 po3paxyHKy 5 MnH. nikceniB ans gopmaty A4. BignosigHo, Ans 3oMKu
CTOPIHOK HeBenMKoro ¢bopMaTy, HanpuKnag, Bi3UTHUX KApTOK, PO3A4iNbHa 34aTHICTb
MaTpuui Moxe 6yTu MeHLOIO.

MOXXNMBICTb BiAKOYEHHS poTocnanaxy.

MOXXNMBICTb BCTAHOB/EHHS AiadparMu BpyUHy.
TO6TO HasIBHICTb pexxumy npiopuTeTy aiadpparmMm abo pyyHOro pexumy.

PexxuM pyuHoro oKycyBaHHS.
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o OyHKUia cTabinizauii 306pa>keHHs.
SKLWO HEeMaE Takoi yHKLUIi, pEKOMEHAYETLCS BUKOPUCTOBYBATU LUTATMB.
e ONTWUYHMK 3yM.

MiHiManbHi BUMOrun

o Po3Mip MaTpuLi: 064NCOETHCA NPONOPLIMHO hopMaTy CTOPIHKM 306paXkeHHs, 3
po3paxyHKy 2 M/H. nikcenis ans gopmaty A4.

e 3MiHHa POKYCHa BiACTaHb.

MpumMmiTKa. TexHiYHi XxapakTepuCcTuky Baworo otoanapaTa Ta iHCTpyKUii woao pobotu 3
HWUM MOAaHi B ONWCi BalOro NPUCTPOIO Ta iHWIM AOKYMeHTaUl, WO A0AAETLCS A0 HbOrO.

OcBIiTNEeHHS
Benukuin BNAMB Ha AKiCTb 3HIMKa Ma€ OCBIT/IEHHS JOKYMEHTa NiA Yac 3HiMaHHS.

3a MOX/IMBOCTi 3abe3neyTe xopolle piBHOMipHE OCBIT/IEHHS JOKYMEHTa, SIKUM
doTorpadyeTe, Halikpalle AeHHe. SKLWO 3I0MKa NPOBOAMTbLCS 3a SICKPaBOro AeHHOro
CBiTNa, AiadparMoBe YMCO MOXHA 36iNbWKNTK, WOO OTPUMATK YITKILIMI 3HIMOK.

BukopucTtaHHA nigcBivyyBaHHA Ta cnanaxy

e SKWWO NpMPOAHOro OCBITNIEHHA HEAOCTAaTHLO, TO A1 A0AATKOBOMO OCBIT/IEHHS AOKYMEHTA
Kpalle BMKOPWUCTOBYBaTW ABi aMnu 3 pi3HMX BOKIB, WO6 He AONYCTUTU YTBOPEHHS TiHEW i
Biabnuckis.

o (Cnanax Kpalle He BUKOPUCTOBYBATW, OCKiSIbKW BiH CTBOPIOE HAATO OCBIT/IEHI 30HM Ta Pi3Ki
TiHi. MpoTe AKLWO 30MKa BUKOHYETLCSA 3 AOCTaTHLOI BiacTaHi (~50 cM), MOXHa
BMKOPWUCTOBYBATKM Cnasnax, ane npu LuboMy 6a)kaHo NiACBITUTM AOKYMEHT NaMMoLo.

YBara! He pekoMeHAYETbLCS BUKOPUCTOBYBATK cnanax nig Yac 3MOMKN AOKYMEHTIB,
BiAAPYKOBaHMX Ha rNaHUEBOMY nanepi. Huxye nogaHo npuknag 3HiMKa 3 HagMipHO
OCBITNIEHOIO 30HOO Bif Crianaxy ¥ XOpoLwui Kaap:

SKWO OTPUMAHMI Kaap 3aHAaATO TEMHUMA
o BubepiTb MeHwWe piacdparmoBe uncno, To6To binblue BiakpuiTe diadparmy.
e Bubepitb 6inblly YyTAMBICTb MaTpuLi, To6TO binblie 3HayeHHs ISO.

e BukopuctoByiTe pyyHe POKyCyBaHHS, OCKiNIbKM aBTOMAaTUYHUI (OKYC MOXE
CNpaLboByBaTV NMOraHO Yepe3 HeOCTAaTHE OCBIT/IEHHSI.
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MopiBHANTE 3aHAATO TEMHUI 3HIMOK i XOpOLWWWA Kaap:

TexHika 3MOMKMU

[na oTpUMaHHSA AKICHOro 3HiIMKa Ba)X/IMBO NpaBUIbHO PO3MICTUTM oToanapar, a TakoxX
AOTPUMYBATUCS AESKUX MPaBU/ 3MOMKU.

o [Inga doTorpacdyBaHHS AOKYMEHTIB pEKOMEHAYETHCS BUKOPUCTOBYBATY LUTATMB.

e 0O6’eKTMB NOBMHEH PO3MiLLyBaTMUCS NapanesbHO A0 NOBEPXHi AOKYMEHTa, Lo
doTorpacdyeTbcs. GoToanapaT NOBUHEH 6yTW BiaAaneHWi Bif CTOPIHKM HACTiNbKK, Wo6 y
pa3i BUKOPUCTAHHSI ONTUYHOIO 36iNblUEHHS CTOpiHKA MOBHICTIO NoMiwanacs B Kaapi.
3a3Buyalt Le BiacTtaHb 61m3bko 50-60 cM.

e HepisHocTi nanepy (Hanpuknag, 6ina KOpiHUA KHUMM) NOTPIGHO NO MOXMBOCTI
po3npsaMnTu. KyT Haxuny TekCTy Ha doTorpadii He noBMHeH nepesuysaTy 20 rpagycis,
iHaKLe AOKYMEHT Moxe 6yTh KOHBEPTOBaHO HEKOPEKTHO.

e [1na OTpUMAHHS YiTKILWOro 3HiMKa HaBoabTe (HOKYC NPpUOANU3HO Ha LIEHTP 306paXkeHHs.

Wt

e BukopucToByiTe cTabinizaTop 306pa)keHHs1, OCKiNbKN B aBTOMaTUYHOMY peXmMi 3a
HeAOCTaTHbOrO OCBIT/IEHHSI BUKOPUCTOBYHOTLCS BESTMKI BUTPUMKW, WO HEraTMBHO
NMO3HAYAETLCSA HA YiTKOCTI OTPMMYBAHOIr0 306pakeHHs.

e BukopucToByiTe aBTOCnycK. Lle AONOMOXe YHUKHYTU 3MilLEeHHSI KaMepy nifg Yac
HaTUCKaHHSA Ha KHOMKY Cnycky. Taki npobaemMyn MoXyTb BUHUKATK HABITb 3@ HAsiBHOCTI
wTaTuea.
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SIK oTpuUMaTK 3HIMOK Kpallol SKOCTi, AKLLO:

e 3HIMOK 3aHaATO TEMHWUI | HEKOHTPACTHUIA.
PiweHHsA: CnpobynTe NOKpaLLMTK OCBITNEHHS. AKLIO TaKOi MOX/IMBOCTI HEMAE, BiAKpunTe
Aiapparmy, TO6TO BCTaHOBITb MeHLUe AiadpparMose 4ncno.

e 3HIMOK He pi3KuM.
PilwweHHs: MoXxnnBO, aBTO(OKYC NOraHo CrnpaLboBYE Yepe3 HeOCTAaTHE OCBITIEHHS.
CnpobyiTe NoKpawnTH OCBITNEHHS. LLI06 YHUKHYTM MUMOBINIbHOIO 3MilLEHHS KaMepu B
MOMEHT 3MOMKMW, BUKOPUCTOBYWMTE LUTATMB i aBTOCMYCK.
SKLIO HeYITKICTb 3HIMKa He3HayHa, TO BaM MOXe [IONOMOITH iIHCTPYMEHT BunpaBneHHA
¢oTorpadiin B6yasosaHoro peaaktopa 306paxeHb. JoknagHiwe ame. «06pobka
306paXkeHb».

e HeuiTka TinbkM YacTnHa 3HIMKa.
PiweHHs: CnpobywnTe BUCTaBUTY Ginblue aiadpparmose yncno. dotorpadynTte 3 6inbLuoi
BiICTaHi 3a 6inblIoro oNTUYHOro 36inblieHHs. HaBoabTe (hOKYC Ha TOUKY, pO3MilleHy
NpnbAnM3HO nocepeanHi MiXK LLeHTPOM i KpaeM 306paxkeHHs.

o Crnanax CTBOPIOE 3aHAATO OCBIT/IEHY 30HY.
PiweHHs: BMMKHITb cnanax. SKWo HeEMaE MOXX/IMBOCTI BUKOPUCTOBYBATYW iHLWI AXepena
CBiTNa, oTorpacdynTe 3 6iNbLLOI BiACTaHI.

5K BigKpnTN 306paxkeHHs1 abo PDF—aoKkyMeHT
ABBYY FineReader no3Bonsie Bigkpusatn PDF—-gokyMeHTH Ta rpadiyHi darnm
nigTpumyBaHux dopmaris.

Sk BigkpuTH hann 306paxeHHs abo PDF—dann:

1. Y nporpami ABBYY FineReader HaTuCHiTb kHOMKYy BigkpuThn abo B MeHio daiin BnbepiTb
nyHKT Biakputn PDF a60 306pakeHHs....

2. Y pianosi, wo BiaAKpuBCSH, BUbepiTb oaHe abo Aekinbka 306paxeHsb.
3. BkaxiTb Aiana3oH CTOPIHOK Ans 6araTOCTOPIHKOBOro AOKYMeHTa.

4. YBIMKHITb onuito ABTOMaTU4YHO 06po6asiTu AoaaHi CTOPIHKMK, o6 aBTOMATUYHO
06pobUTK 306parkeHHs.
Mopapa. Bu MoxeTe BubpaTh K came byae 0b6pobneHo 306paxeHHs: ki aedekTu
306paxkeHb Byae yCyHeHO, un NoTpibHO BMKOHYBATK aHani3 i po3nisHaBaHHS AOKyMEHTa.
LLlo6 3apat napameTpu 06pobkn 306paXkeHb, HATUCHITb KHONKY HanawTyBaHHA....
[JoknagHiwe ane. «apaMeTpu CKaHyBaHHS i BiAKPUBAHHS 306paxKeHb».

MpumMiTka. AKWo Ha BawoMy komn'toTepi Bxe BiakpuTo ABBYY FineReader, 306pa)keHHs
cTopiHOK 6yae aoaaHo B MOro KiHeub, B iHAKWOMY BUNaAKy 306pa)keHHs1 CTOpiHOK Byae
AOAAHO B HOBMI AOKyMeHT FineReader.

Mpumitka. ABTop PDF-chainy Moxe ob6MexunTn 4ocTyn Ao cBoro dainy, Hanpukiag,
3aXUCTUTU MOr0 NaponeM, BCTaHOBUTU 3ab0OpOHY Ha BiakpuBaHHA dana abo BUTAT 3 HbOMO
TekcTy Ta rpadiku. MNpu BiakpnBaHHi NnoaibHMx dannis ABBYY FineReader 3anutyBaTume
naposb, Wob 3abe3neunTn 3axncT aBTOPCbKUX NpaB TBopus danny.

[MapaMeTpu cKaHyBaHHS i BigKpnBaHHS 306pa)keHb
Y nporpami ABBYY FineReader Bu MoxeTe 3MiHIOBATM TaKi HanawTyBaHHA:
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e BMWKaTW/BMMMUKATVN aBTOMATMYHMIN aHani3 i aBToMaTMYHe po3ni3HaBaHHS Mig Yac
[AOAABAHHS CTOPIHOK Y IOKYMEHT;

e Habip onuin aBTOMaTMYHOI NonepeaHbOi 06pobKkM 306parkeHb;
e iHTepdeiic ckaHyBaHHS.

Bnbpatn noTpibHi napameTpu BU MoxeTe 6e3nocepefHbO B Aianorax BiAKpuBaHHSA abo
CKaHyBaHHS 306pakeHb (SKLO B BUKOPUCTOBYETE ANS CKaHyBaHHS iHTepdenc ABBYY
FineReader), a Takox Ha 3aknagui CkaHyBaTtu/Biakputu gianory HanawrtyBaHHSA
(MeHio CepBic>HanawTtyBaHHS...).

YBara! fKwo Bv 3MiHWMIN HanawTyBaHHA nNporpamu B Aianos3i HanawTyBaHHA, TO
HeobxigHO BiackaHyBaTh abo BiAKpMTU 306paxkeHHs 3aHOBO. TiNbKK NiCNS LbOro Balle
306paxeHHs 6yae 06pobneHo 3 HOBMMW HanawWTyBaHHAMMU.

Ha 3aknagui Ckanysatu/Biakputu gianory HanawrtyBaHHS BM MOXeTe 3a4aTu Taki
HanawTyBaHHSA:

ABTOMaTU4YHUIM aHani3 i po3nizHaBaHHS 306paXkeHb
AHani3 i po3ni3HaBaHHS AOKYMeHTa FineReader ctaHAapTHO BUKOHYIOTbCS aBTOMaTUYHO. 3a
HeobXiaHOCTi BU MOXeTe 3MIHUTK Lel pexuM. MoXxIuBi Taki BapiaHTu:

o Po3nisHaBaHHSA 306pakeHb (BKJIIOUaKOuM nonepeaHo o6pobky)
Micns ponaBaHHS B AOKYMeHT FineReader BUKOHYETLCA aBTOMATMYHa nonepeaHs 0bpobka
306pakeHb BIANOBIAHO A0 HanawTyBaHb, BU6paHux y rpyni MonepeaHs o6pobka
306paxkeHHs1. AHani3 i po3ni3HaBaHHSA AOKYMEHTA TaKoX BUKOHYKOTbCS aBTOMATUYHO.

e AHani3 306paxeHb (BKJIIOMAOUM nonepeaHto o6pobky)
BWKOHYIOTbCS aBTOMaTM4Ha nonepeaHst 06pobka 306paxkeHb i aHani3 AOKyMeHTa,
pO3ni3HaBaHHS NOTPIOHO 3anycKaTn BPYYHY.

o TonepenHs o6pobka 306paxkeHb
BUKOHYETLCA TiNbkM aBTOMaTU4YHa nornepeaHs 0bpobka 306paXkeHb. AHan3 i
pO3ri3HaBaHHA AOKyMeHTa NoTpibHO byae 3anyckaTy BpyYHY. Takuii pexxuM, sik npaBusio,
BMKOPUCTOBYETBLCS A1 AOKYMEHTIB, SIKi MaloTb CKNagHy CTPYKTYpY.

LUlo6 goaaTtun BiaCKaHOBaHi abo BiAKpUTI 306paxkeHHs B AokyMeHT FineReader 6e3 06pobku,
3HiIMiTb BMAiNeHHS 3 onuii ABTOMaTU4HO 06po6asaTn aoaaHi CTOPiHKKN. Taknin pexmm
[03BOJISIE WBMAKO BiAKPUTM BENNKUIN JOKYMEHT. BUKOPMUCTOBYMTE MOro, SKLO BM Xo4yeTe
po3ni3HaTK AesiKi CTOPiHKK, @ He Linun AOKYMEHT, abo 36epertn BUXigHi AOKYMEHTU K
306paxkeHHs.

NapameTpu nonepeaHboi 06pobkn 306parkeHb
ABBYY FineReader no3B0oNnsi€ aBTOMaTMYHO YCYHYTU AedeKTun, SKi BNacTUBi BiACKAHOBAHUM
306paxKeHHAM i LMPOBUM 3HIMKaM.

3aranbHi BUNpaBJ/IeHHA

e [inuTn po3BOPOT KHUIN
Mia yac ckaHyBaHHS KHUI abo BiaKpuBaHHS 306pa)keHb 3ABOEHNX CTOPIHOK, Nporpama
ABTOMATUYHO PO3AiNNTb 306paXKeHHs1 Ha OKPEMi CTOPIHKMN.

e Bu3HauyaTM opi€eHTaLIIO CTOPIHOK
MporpamMa BM3Ha4MTb OPIEHTALILO CTOPIHOK, WO A0AAKTLCA B AOKYMeHT FineReader, i 3a
HeobXiaHOCTI BUNPaBUTD .
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BunpaBuTu nepekic
Mporpama BM3Ha4UTb i 338 HEOBXiAHOCTI BUNPaBUTb Nepekic Ha oTorpadisix i
BiJICKAHOBaHMX PO3BOPOTAaX KHUT.

YcyHyTH TpanenienogibHi cnoTBOpeHHsA
Mporpama BM3HaunTb i 338 HEO6XiAHOCTI BUNpPaBWUTb TpanewienoibHi CnoTBOpPeHHS i
HepIiBHICTb pSAKIB TEKCTY Ha poTorpadisx i BiACKAHOBAHNX PO3BOPOTAX KHUT.

BunpaBuTu CNOTBOPEHHS pSAKIB
Mporpama aBTOMaTUYHO BU3HAUUTb | BUNPABUTb HEPIBHICTb PSAKIB TEKCTY HA 306paXkeHHsIX
6e3 BunpaBneHHs TpaneuienodibHMX CnoTBOPEHD.

InBepTyBaTH 306parKeHHS
3a HeobXiaHOCTI Nporpama iHBEPTYE KONMbOpKU Ha 306paXkeHHi, Wwob HaaaTh TekCTy
CTaHAapPTHOro BUMNAAY: TEMHWUIA TEKCT Ha CBIT/IOMY (hOHi.

Bupanutu KONboOpoBi €/1IeMEHTHU

Mporpama 3Halae Ha 306paXkeHHi i BUAANTb KONbOPOBI APYKKM, @ TaKOX MO3HAYKH,
3pobneHHi py4koto. Lle 403BONUTb MNONIMWUTK SKICTb pO3Ni3HABAHHS TEKCTY Nig HUMM.
Mpautoe Ha BiACKAHOBaHUX AOKYMeHTax i3 6innM ¢poHOM. He pekoMeHAy€eTbCs BUOMpaTH L0
onuito ans doTorpadii i AOKYMEHTIB 3 KOSIbOPOBUM (POHOM.

BunpaBuTu po3AisibHY 3A4aTHICTb 306pakeHb
MporpaMa BU3HauUNTbL ONTUManbHY A1s 306paXkeHHs1 po34iNbHYy 34aTHICTb i 32 HEObXiAHOCTI
BUMPaBUTb MOroO.

BunpaBneHHs ¢oTorpadiun

Bu3HauMTHM Kpai CTOPiHOK
Mporpama BM3HauMTb i 06pixke HEMOTPIOHI Kpai LuMbpoBux hoTorpadii.

OcsBiTAnT poH
Mporpama BuNpaBuTb POH AOKYMeHTa Ao 6inoro i ninbepe onTuMasnbHy SICKPaBiCTb, WO
[03BOSIMTb MONINWKNTKM SKICTb Undpomx doTorpadii.

3MEHLUUTH LIYyM
Mporpama BMaanuTh WyMn 3 UnMdpoBux doTtorpadin.

YCYHYTH PO3MUTTA
MporpaMa ycyHe HeuiTKiCTb uncdpoBux oTtorpadin.

MpumiTka. Bu MoXeTe He BUKOPUCTOBYBATK oNuii nonepeaHboi 06pobkun 306paxeHb nig
Yyac CKaHyBaHHS abo BiAKPMBAHHA CTOPIHOK AOKYMEHTA, @ BUKOHATK HeobxiagHy o6pobky B
y>Xe BiAKPUTOMY AOKYMEHTI 3a AONOMOro peaakTopa 306paxeHb. [loknaaHiwe AMB.
«06pobka 306paxKeHb>.

IHTepdenc ckaHepa, Skun byae BUKOPUCTOBYBATUCA ANS

CKaHYyBaHHA

[nsa 3apaHHS napaMeTpiB CKaHyBaHHS y nporpami ABBYY FineReader ctangapTHO
BMKOPUCTOBYETbLCA BOyaoBaHUN Aianor ckaHyBaHHs ABBYY FineReader, sk no3sonsie
BKa3aTu:

Po3inbHy 34aTHICTb, peXWM CKaHYBaHHS i AICKPaBICTb.
30Ha CKaHyBaHHS.

Yn nNoTpibHO aBTOMATUYHO 06POBNATU 306pAXKEHHS.
Mopapa. Bu MoxeTe B1bpaTun sk came byae 06pobneHo 306paxkeHHs: ki aedekTn
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306pakeHb byae yCcyHeHO, un NoTpPibHO BMKOHYBATK aHani3 i po3ni3HaBaHHS AOKYMEHTa.
[Nns uboro yBiMKHITb ONLjit0 ABTOMaTUYHO 06po6asaTn ooAaHi CTOPIHKM | HATUCHITb
KHOMky HanawTtyBaHHA....

e HanawTyBaHHs Ans ckaHyBaHHS 6araToOCTOPIHKOBUX AOKYMEHTIB:
a. BukopwuctosysaTtu aBTonogasay (ADF)

b. 3acTtocoByBaTV aBTOMaTMYHE ABOCTOPOHHE CKAHYBaHHS (SIKLLO Taka MOX/MBICTb
NiATPUMYETLCS CKAHEPOM)

C. BcTaHOBWUTK 3aTPUMKY MK CKaHYyBaHHAM CTOPIHOK Ha 3aaHy KislbKiCTb CeKyHA

Akwo B6ya0OBaHMI Aianor i3 SKoiCb NPUYMHU HECYMICHMI 3i CKAHEPOM, TO ANS
HanawTyBaHHA NapaMeTpiB CKaHYBaHHS BUKOPWUCTOBYETLCS Aianor ApanBepa ckaHepa.
Burnap BikHa Ta onuc MOro enemMeHTiB BU 3HANAETE B AOKYMeHTalii, aka A0AAETLCS A0
CKaHepa.

Obpobka 306parkeHb

Ha aKiCcTb po3ni3HaBaHHA MOXYTb HEraTUBHO BMJIMBATU CNOTBOPEHHSA PAAKiB, Nepekic,
HasiBHICTb WYMIB Ta iHWIi agedeKTun, aKi BNacTuBi BiaCKAHOBaHWM 306paXkeHHAM i undpoBmnM
3HiMKaM. [ns ycyHeHHs nofdibHux aedekTiB y nporpami nepeabayeHo aBTOMaTUYHY N py4YHy
06p0bKy 306paxKeHb.

ABTOMaTM4YHa nonepeaHs ob6pobka 30bpaxkeHb

3anexHo Bif Tuny BXigHOro 306paxxeHHs, NnporpaMa caMa BU3HAYUTb, SIKi BUNpPaBIEHHS
HeobXiaHi, i BUKOHAE iX. BUAanse wymu 3 undposux dotorpadii, BUPiBHIOE 306paXkeHHS B
pa3y nepekocy, BUPIBHIOE AOKYMEHT 3a NiHiSIMWN TEKCTY, BUNpPaBAsSiE CNOTBOPEHHS
nepcnekTusu.

MpumiTtka. [1ns BUKOHAHHA LMX onepauin Moxe 3HaaobuTncs 3Ha4YHMIM yac.

o6 nig yac ckaHyBaHHSA Ta BigKpMBaHHSA 306pa)keHb BUKOHYBanacs iXxHs aBToMaTU4Ha
nonepeaHsa obpobka:

1. BigkpuiTe gianor HanawTtyBaHHsa (MeHio CepBic>HanawTyBaHHS...).

2. TlepekoHanTecs, WO Ha 3aknaaui CkaHyBaTu/BigkpuTu B rpyni 3arasbHi BigMiyeHo
onuito ABTOMaTU4YHO 06po6bnsaTn noaaHi CTopiHkK, a B rpyni O6po6ka 306parkeHb
BMbpaHO HeobxiaHi onepadii.

MpumMitka! BMykaTn/BUMMKaTK ONUit0 aBTOMaTUYHOI nonepeaHboi 06pobKM MOXHA TakoX Y
Aiano3i BigkpuBaHHS 306paxeHb (MeHio ®ain>Bigkputn PDF a60 306pa)keHHa...) i B
Aiano3si ckaHyBaHHs ABBYY FineReader.

O6pobka 306pa)keHHS BPpYUYHY

AKWo onuii aBToMaTM4YHOI 06pobkun 6ynun Bigkno4veHi abo HeobxigHO 06pobUTKN He BCi
CTOpPiHKM OOKYMEHTA, a Tifibku BUOIpKOBI, BU MOXeTe Biapeaarysatu 306paxxeHHs BpY4YHy 3a
LOMOMOro peaakTopa 306paxeHsb.

Ak 06po6buTHN 306parKeHHS BPYYHY:

1. TMepenpitb y pexxuMm peaaryBaHHsi 306paxeHb (MeHio CTopiHka>PegaKkTop 306paeHb).
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Y BikHi PegakTop 306paxeHb BX nNobaunTe NOTOYHY CTOPIHKY BiAKPUTOro B LieN yac
AokyMeHTa ABBYY FineReader, a B npaBilt YaCTUHi po3MillleHi iIHCTPYMeHTM ans o6pobku
306paxeHb.

2. HaTuUCHIiTb KHOMKY NOTPI6GHOro iHCTPYMEHTa W BUKOHaWTe HeobXiaHi onepauii. Pesynbtat
MOXXHa Bigpa3y nobaunTu y BikHi 306paxeHHs. binbLiCTb IHCTPYMEHTIB BU MOXeTe
3aCTOCyBaTK A0 BCiX 306paXkeHb CTOPIHOK AOKyMeHTa abo Tinbku Ao BnbpaHux. Bubpatu
CTOPIHKM MOXHa y CragHOMy CMMCKY 3aCTOCyBaTHU A0 iHCTPYMEHTA, Lo
BMKOPWUCTOBYETbLCS, ab0 Y BikHi CTOPIHKM.

3. Tlicns BMKOHAHHA BCiX HEOBXiAHMX A HATUCHITL BUITH i3 peaakTopa 306pa)keHb.

PepakTop 306paxeHb MICTUTb TaKi iIHCTPYMEHTU:

o PekoMeHaoBaHa 06pobka — 3anexHo Big TNy BXiAHOMO 306paXkeHHs, NporpaMa cama
BM3HA4NUTb, SIKi BUNpaBneHHs HeobxiaHi, | BUKOHAE iX: YCyHe LYyMU i HEeYITKICTb 306pakeHHs!
3 undposux doTtorpadin, BUNpaBuTb OH AOKYMeHTa A0 6inoro, BUPIBHSE 306paXxeHHs1 B
pasi nepekocy, BUPIBHSIE AOKYMEHT 3a NiHiSIMU TEKCTY, BUMNPaBUTb CNOTBOPEHHS
nepcnekTUBM i BUAANUTb HEMOTPIOHI Kpai 306paXkeHHs.

o BunpaBuTu nepekic — J03BONSE BUPIBHATU NepPeKic 306paXkeHHs.
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e BunpaBuTK CNOTBOPEHHSA PAAKIB: A03BO/SE BUNPABUTU HEPIBHICTb pAAKIB TEKCTY Ha
306paXxKeHHAX.

e BunpaBneHHs poTorpadivn — A03BOSSIE YCYHYTU HEPIBHICTb PSAAKIB TEKCTY, WYMM i
HeUiTKICTb 306paXKeHHs1, a TakoX NpuBecTu (hoH AOKyMeHTa Ao 6inoro.

o Tpaneuienoni6Hi cCNOTBOPEHHA — [03BOJISIE BUNPaBUTN CNOTBOPEHHS NEPCNEKTUBY i
BMAAUTU HENOTPIOHI Kpai 306pakeHHs.
Konu obpaHo uel iHCTpYMEHT, Haf 300paXXeHHSM 3'IBNSIETLCA paMKa 3 MapkepaMmm Mo
KyTax. [epeTaryoun MuWero KyTu paMKu, CoNydiTh iX 3 KyTaMu 306paXkeHOi CTOPIHKM.
lopu30HTanNbHi HaNPSAMHI NpY LbOMY NMOBWHHI UTV B3A0BX pAAKiB TEKCTY. MMOTiM HAaTUCHITb
KHOMKy BunpaButu.

o [lMoBepHyTH i Bino6pa3nTn — 103BOSISIE NOBEPHYTU 306paXkeHHs 11 BinobpasnTH Moro
3ropu AoHu3y abo cnpasa Hanieo, Wob HaaaTK TEKCTY CTaHAAPTHOrO HaMNPSIMKY
(ropu3oHTanbHO, 3/iBa HaMpaso).

e P036UTH — 003BONISE pO3aiNnTH 306paXkeHHs1 Ha OKpeMi 306paXkeHHs, Hanpuknag,
pO34iNUTN 3ABOEHY CTOPIHKY.

o 0O6pizaTn — 003BONSE BUAANUTU HENOTPIOHI Kpai 306paXkeHHs.

o IHBepTyBaTM — [03BOSIE iIHBEPTYBATU KONbOPU HA 306paxkeHHi, Wwob HagaTn TekcTy
CTaHAapTHOro BUrNaay (TEMHUIN TEKCT Ha CBITNOMY (OHi).

o Po3pinbHa 3aaTHICTb 306paXkeHb — [03BOJISIE 3MIHUTU PO3AiSbHY 34aTHICTb
306paXkeHHs.

o SlckpaBicTb i KOHTPACTHICTb — [J03BOSISE NiAIGpaTM ONTUMAaNbHI ACKPaBICTD i
KOHTPACTHICTb ANs1 NOKPALLEHHS! SSKOCTi 306paXkeHHs.

o PiBHi — 003BONS€E BiAKOPUIyBaTU Aiana3oH TOHIB 306paXKeHHs, BCTAHOBUBLUM PiBHi
IHTEHCMBHOCTI TiHel, CBiTNa i HaniBTOHIB Ha ricTorpami.
LLlo6 3pobrTH 306parkeHHs1 KOHTPACTHILIMM, NEPEMICTITb NiBUM | NpaBui GiryHui Ha
ricTorpami BXigHUX piBHiB. TakMM YMHOM, 3@ abCONOTHO YOPHMUI Konip Byae NPUAHSATO TON
TOH, SIKWI BiZANOBIAAE NONOXEHH!O NiBoro 6iryHuUs, a 3a 6innii — NpaBoro. 3anuLeHi Mixx
6iryHusmu piBHi 6yae posnogineHo mixx pisHsMu 0 i 255. MNMepeMiweHHsa cepeaHboro 6iryHus
npasopy4 abo nisopy4y npmusseae A0 3aTeMHEHHS1 abo OCBIT/IEHHS 306pa)keHHs BiAMNOBIAHO.
LLIo6 3p0buTn 306parkeHHs MEHLI KOHTPACTHUM, 3MiHiTb MNOMOXeEHHS 6iryHUiB BUXIOHMX
PiBHIB.

e JlacTuk — [03BOJISE BUOANNTH YaCTUHy 306pa>|<eHH;|.

e BupaanuTn KONbLOPOBI €1IeMeHTU — J03BOJSIE BUAANUTU KONbOPOBI APYKKM, @ TaKoX
no3Hauku, 3pobneHi pydkoto. Lle noninwunTb SKIiCTb po3ni3HaBaHHSA TEKCTY Mig HAMM.
Mpu3HayeHo Ans BiACKAHOBaHWX AOKYMEHTIB 3 6iiMM poHOM. He pekoMeHaYyeTbCA
3aCTOCOBYBATH IHCTPYMEHT ansa doTtorpadii i AOKYMEHTIB 3 KONTbOPOBUM (DOHOM.
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Po3ni3HaBaHHA OOKYMEHTIB

MNepeanaHi B nporpamMy ABBYY FineReader 306pa)keHHs HE06XiAHO po3ni3HaTH, To6TO
nepeTBOPUTM y TEKCT. lMepLu HiXK po3no4vaTty po3ni3HaBaHHA, NporpaMa aHanisye CTpykTypy
BCbOr0 AOKYMEHTA i BUAINAE HA 306paXKeHHAX 30HM 3 TEKCTOM, WTPUX—KoAamu,
306paxkeHHaMU, TabnuusaMm. Ha aKiCTb OTpMMaHOro TEKCTY BMNAIMBAE NPaBu/IbHO BMbGpaHa
MOBa pO3Mi3HAaBaHHSA, PEXWUM pPO3MNi3HABaAHHA, @ TaKOX TUN APYKY pO3Mi3HaBaHOro TEKCTY.

Po3ni3HaBaHHA AoKyMeHTa FineReader cTaHAapTHO BUKOHYETbLCS B @BTOMATUYHOMY peXUMI.
Mpy UbOMY BMKOPUCTOBYIOTLCS MOTOYHI Ha/awWTyBaHHS MpoOrpamu.

Mopapa. By MoxeTe BiAKIOUYMTM aBTOMATUUYHUIN aHani3 i po3nisHaBaHHS A0AAHUX
306paxeHb Ha 3aknaaui CkaHyBaTu/BiakpuTu gianory HanawrtyBaHHA (MeHIO
CepBic>HanawTtyBaHHSA...).

Y pesikux Bunagkax noTpibHO 3anyCcTUTM po3ni3HaBaHHSA AOKYMeHTa Bpy4Hy. Hanpuknag,
AKLWO BU BiAKAOYMIM aBTOMaTUYHE pO3Mi3HaBaHHSA, BUAINWAM 30HN Ha 306paXKkeHHi Bpy4YHY
abo 3MiHMNKM Taki napameTpu B agianosi HanawTyBaHHA (MeHIO
CepBic>HanawTtyBaHHA...):

e MoBa po3ni3HaBaHHSA Ha 3aknagui [JOKyMeHT
e Twn gpyky Ha 3aknagui [lokyMeHT
e KonipHuii pexum Ha 3aknagui JJoKyMeHT
e HanawTyBaHHS po3ni3HaBaHHA Ha 3aknagui Po3nisHaTv
e BukopucToByBaHi WwWpudTK Ha 3aknagui PosnisHaTu
Sk 3anyCcTUTU po3ni3HAaBaHHSA BPYYHY:
e HaTucHiTb KHOMKY PO3Mi3HATH Ha roNOBHIN NaHeni iIHCTpyMeHTIB abo
e Y MeHo [IoKyMeHT BunbepiTb NyHKT PO3Ni3HaTU AOKYMEHT.

Mopapa. [ina po3nisHaBaHHSA BMAiINEHOI 30HN abo CTOPiIHKM BUKOPUCTOBYMTE BiAMNOBIAHI
NYHKTU MeH0 30HM | CTopiHKa, ab0 KOHTEKCTHE MEHIO.

[dokymeHT FineReader

Mig yac poboTn 3 Nporpamolo BN MoXxeTe 36eperTn NpOMiXKHI pe3ynbTaTh B JOKYMEHT
FineReader i noBepHyTUCa A0 pob0TU HaA AOKYMEHTOM ni3Hiwe. Y aokyMeHTi FineReader
36epiratloTbCs BUXiAHI 306pa)xeHHs, BiANOBIAHMI iM pO3Mi3HaHMMA TEKCT, HanalTyBaHHS
nporpaMu, a TakoXx CTBOPEHi B npoueci poboTn eTanoHn, MOBU i rpynn MOB.

PoboTta 3 pokymeHTOM ABBYY FineReader:
e Sk BigKpUTK paHille 36epexxeHnit AOKYMEHT
e Sk gopaty 306paXkeHHs1 B JOKYMEHT
e SIK BUOAQNUTW CTOPIHKY 3 AOKYMEHTa
e Sk 36eperti AOKYMeHT

o SIK 3aKpUTU JOKYMEHT
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e Sk po3ainnTn gokyMeHT FineReader Ha Kinbka OKpeMmUX AOKYMEHTIB
e 5K 3MIHWTM HyMepaUito CTOPIHOK AOKyMeHTa FineReader
e BnactmBoCTi AOKYMeHTa
e PoboTa 3 parinamm eTanoHis i MoB
SK BIOKPUTU OOKYMEHT

Mig yac 3anycky nporpaMu CTaHAapTHO BiAKPMBAETbLCS HOBMI AOKYMeHT FineReader. Bu
MOXKETE npautoBaTh 3 HAM abo BiAKpUTK paHille cTBOpeHui AokyMeHT FineReader.

o6 BiakpuTn AokymMeHT FineReader:

1. Y meHio ®ain Bnbepitb NyHKT Bigkputn gokymeHT FineReader...
2. Y pianosi, Wwo BiakpmBCs, BUGEPITL NOTPIGHWI JOKYMEHT.

MpumiTka. Nig yac BigKpMBaHHA AOKyMeHTiB FineReader, CTBOpeHUX y nonepeaHix Bepcisix
nporpamu, ABBYY FineReader cnpobye koHBepTyBaTh AOKYMEHT y (popMaT NOTOYHOI BepCii.
Llen npouec HeE3BOPOTHMIA, TOMY NporpaMa 3anponoHye 36epertn aokymeHT FineReader i3
HOBMM iM'AM. Y pe3ynbTaTi KOHBepTaUii paHiwe po3ni3HaHW TekCT 6yae BTpayeHo.

Mopapa. Akwo BM xo4yeTe, WO6 Nia Yac 3anycKy BiAKPMBABCS OCTAHHIN JOKYMEHT, 3 AKUM
BM MpautoBanu, nosHayTte onuito BigkpnBaTn OCTaHHIA AOKYMEHT niA 4yac 3anycKy
ABBYY FineReader Ha 3aknagui flopaaTkoBi gianory HanawTtyBaHHSA (MeHI0
CepBic>HanawTtyBaHHA...).

[okyMeHT FineReader Takox MoOXHa Biakputn 6e3nocepeaHbo 3 MposigHuka Windows (Taki

[AOKYMEHTW MO3HAYalTbCSA 3HAYKOM g ), BUObpaBLIN Y KOHTEKCTHOMY MEHIO JOKYMEHTa
nyHKT Biakputn B ABBYY FineReader 12.

Sk poaaTu 3o6pa>|<eHH;| B AOKYMEHT
1. Y menio ®ann Bubepite NyHKT BigkpnTn PDF a60 306pakeHHs...

2. Y pianosi, Wwo BiaKpuBCs, BUbepiTb oaHe abo aekinbka 306paxeHb i HATUCHITb KHOMKY
BiakpuTn. 306paxeHHs 6yae AoAaHO Y KiHeUb BiAKPUTOro AOKYMEHTa, i 1ioro konito byae
36epexxeHo y nanui AOKyMeHTa.

Bu MmoxeTe goaatun 306paxeHHs 3 MposigHuka Windows. 1ns uboro BuAiniTb y MNpoBiaHUKy
Windows oauH abo aekinbka dannis i3 306paxeHHAMU, NOTIM Y KOHTEKCTHOMY MEHIO
BMbepiTb NyHKT Bigakputn B ABBYY FineReader.

SAkwo Ha BawoMy koMn'toTepi Bxe BiakpuTo ABBYY FineReader, BuaineHi dannun byae
[0AaHO Yy NOTOYHUM AOKYMEHT, a SKWo Hi, To ABBYY FineReader 3anycTuTbCs aBTOMaTU4HO,
i darnum 6yae noaaHo y HOBUW AOKYMEHT.

Bu TakoX MoXeTe foAaTu BiACKaHOBaHi CTOpiHkKW. [oknagHiwe ane. «CKaHyBaHHSA
nanepoBmUX AOKYMEHTIB».

SK BUWAANMNUTU CTOPIHKY 3 AOKYMEHTa
e Y BikHi CTOpPIHKM BMAiNiTb CTOPIHKY 1 HAaTUCHITb knaBiwy Delete abo

e Y MeHio CtopiHKa BM1bepiTb NYHKT BUAANUTU CTOPIHKY 3 AOKYMEHTa, abo
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e Y KOHTEKCTHOMY MEHIO BUAINEHOI CTOPIHKK Y BikHi CTOpiHKM B1bepiTb Bupganutu
CTOpPIHKY 3 AAOKYMEHTA.

Llo6 BnaanuTu aekinbka CTOPiHOK, BUAINITb AEKiNbKa CTOPIHOK y BikHi CTOPiHKMWN.

Sk 36epertm gOKYMeHT
1. Y meHio ®ain Bnbepitb NyHKT 36epertu ookymeHT FineReader...

2. Y pianosi, WO BiAKPMBCS, BKaXIiTb Ha3BY AOKYMEHTa i nanky, Ae 36epiraTMMeTbCs Len
[IOKYMEHT.

yBara! lig yac 36epexeHHa aokymeHTa ABBYY FineReader 36epiratoTbCsl He TiflbKK BCi
Moro cTopiHku (306pa)keHHs i TEKCT), a ¥ A0AATKOBI ¢alnm, CTBOPEHi y npoueci poboTu 3
UMM JOKYMEHTOM: eTasioH, MOBU KOpPUCTyBaya.

SK 3aKpUTU OOKYMEHT

e LLo6 3akpuTn BMOpaHy CTOPiHKY AOKYMEHTA, B MeHIO JlOKYMEeHT BUOepiTb NyHKT 3aKpuUTun
NOTOUYHY CTOPIHKY.

e LLo6 3aKpuTH BeCb AOKYMEHT, B MeHI0 Pain BMOEpiTb MYHKT 3aKPUTU AOKYMEHT
FineReader.

Sk po3ainnTn gokymeHT FineReader

Mig yac 06pobKM YNCNEHHUX AOKYMEHTIB Ha AeKinbkKa CTOPIHOK YacTo byBa€ 3pyu4Hile
CroYaTKy BiACKaHyBaTW BCi JIOKYMEHTH i TiNbKM NOTIM NpoaHanisysaTu Ta po3ni3HaTH
CTOpiHKK. Ane ans Toro wob oopMaeHHs KOXHOro AoKyMeHTa 36epernocsa MakCMManbHO
TOYHO, HeobXiAHO 06pOBNATU AOKYMEHTU 3 Pi3HUM ODOPMNEHHAM B OKPEMUX AOKYMEHTax
FineReader. 3a nponomoroto ABBYY FineReader Bu nerko 3MoxeTte po3CoOpTyBaTH
BiAICKAHOBaHI 306paxkeHHs Yy pi3Hi AoKyMeHTM FineReader.

LWo6 po3ainntn gokymeHT FineReader:

1. Y meHio ®ain Bubepitb NyHKT Po3ginuTtn gokymeHT FineReader... abo B
KOHTEKCTHOMY MeHIo naHeni CTopiHkM BnbepiTb koMaHay MepeHecTn CTOPIiHKKU Y
HOBUWA AOKYMEHT...

2. Y pianosi, Wwo BiAKpMBCS, CTBOPITb HEOOXiAHY KiNbKiCTb AOKYMEHTIB 3@ AONOMOIO0 KHOMKK
[onatn AoOKYMEHT.

3. [epeMicTiTb CTOpiHKM 3 BikHa CTOPIHKM Yy NOTPIOHUIA AOKYMEHT OAHUM 3i CNOCObiB:

e Buainitb CTOPIHKK i NEPETArHITL iX MULLEIO;
TaknM caMMM YMHOM BU MOXKETE MEPEMICTUTU CTOPIHKN 3 OAHOMO AOKYMEHTA B
IHLLIWA.

e BukopuctoByiTe kHOMNKu MepeMicTUTH (CTOPIHKM NEPEMICTATLCS Y NOTOYHMN
BiAKPUTUIA AOKYMeHT) i MoBepHyTH;

e 3a pgonomoroto rapsyumx knasiw: Ctrl+Right Arrow, 106 nepeMicTUTK CTOpiHKK 3
BikHa CTOpiHKM Yy BiakpuTuii aokyMmeHT, i Ctri+Left Arrow a6o Delete, 1106
nepeMicTuTK iX Hazag.

4. Tlicna TOro K po3ainniamn AOKYMEHT, HAaTUCHITb KHONKY CTBOPUTY, W06 CTBOPUTH
AOKYMeHT, abo CTBOpPUTM BCi, W06 CTBOPUTM BCi AOKYMEHTM Biapasy.
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Mopapa. Bu TakoX MOXeTe NepeTsarHyTM MULE AeKislbKa CTOPIiHOK, BUAINEHUX Y BiKHI
CtopiHKM, B iHWwe BikHO ABBYY FineReader. Mpn uboMy 6yae CTBOpEHO HOBUI AOKYMEHT
FineReader, skuin MicTUTUME NepeTsArHeHi CTOPiHKW.

Sk 3MIHUTWM HyMepauito CTOPiHOK AoKyMeHTa FineReader
1. Y BikHi CTOpiHKM BUAiNiTb 0AHY abo AeKinibKa CTOPIHOK.
2. Y KOHTEKCTHOMY MeHI0 BikHa CTOpiHKM BUbepiTb NyHKT MepeHyMepyBaTh CTOPIHKM....
3. Y piano3i, wo BiakpuBcs, BU6EPiTb NOTPIOHMIN NYHKT:

o [epeHyMepyBaTH CTOpPiHKM (He MOXXHa CKacyBaTH)
SKLWO BM Xo4deTe noc/igoBHO 3MIHUTU HOMEPW BCiX CTOPIHOK, MOYMHAKOUN 3
BUAINEHOI.

o BiaHOBUTK HyMepauito Nic/A ABOCTOPOHHbLOIO0 CKaHYBaHHSA
[ns BiAHOBNEHHSA HyMepauii CTOPIHOK BUXIAHOIO AOKYMEHTa, SIKWO BY BiACKaHyBau
3a A0MNOMOror aBTornogasada CrnovaTky BCi HENapHi, a NoTiM YCi napHi CTOPiHKMN.
ABBYY FineReader no3B0ns€ BigHOBMTY BUXiAHY HyMepaUito Nicns ABOCTOPOHHBbOIO
CKaHYBaHHS SIK 3 NPSAMUM MOPSIAKOM MapHUX CTOPIHOK, TakK i 3i 3BOPOTHUM.

YBara! [1na 3acTtocyBaHHA Ui€i onepadii HeObXiAHO BUAINUTKN 9K MiHIMYM 3 CTOPIHKK 3
NOCNifOBHOK HyMepaui€lo.

o T[OMIHATK MiCLUSIMU CTOPIHKN PO3BOPOTY KHUMU
SIKLWLO BUW BiACKaHYBanu KHUry, HanncaHy MOBOIO 3 MMCbMOM Crnpasa Haniso, i
pO34iNnNnn 34BOEHI CTOPIHKWN, HE BKa3aBLUW NpaBuiibHY MOBY pPO3ri3HaBaHHS.

YBara! [1na 3actocyBaHHS Ui€i onepauii HeobXiAHO BUAINMNTU SK MiIHIMyM 2 CTOPIHKK 3
OAHOro po3BOPOTY.

4. MpumMitka. [ndg Toro wob ckacyBaTn BUKOHaHY onepauito, Bubepitb NyHKT CkacyBaTun
OCTaHHIO onepawito.

5. HatucHitb kKHonky OK.
PO3MilLeHHSA CTOPIHOK Y BikHi CTOPiIHKM 3MiHUTbCS BiANOBIAHO A0 HOBOI HyYMepauii.
MpumiTka.

1. LWWo6 3MiHUTK HOMEP OAHIEl CTOPIHKKM, AOCTAaTHLO KIALHYTU MULLEKO Ha ii HOMepi Y BiKHI
CTOpiHKM i BBECTU Y N0O/Ie HOMEpA HOBE 3HAYEHHS.

2. Y pexumi MikTorpaMm nepeHyMepawito CTOPiIHOK MOXXHa BUKOHATU NPOCTUM
nepeMileHHSM MULLEI0 BUAINEHNX CTOPIHOK i BMILLEHHSM iX y NOTpibHe Micue AOKyMeHTa.

BnacTtneBoCTi AOKYMEHTa

Mig yac po3nisHaBaHHSa PDF-pgokyMeHTiB | aeskunx tvunis dannie 306paxeHb ABBYY
FineReader ekcnopTye BNacTMBOCTI BUXiAHOro AOKYMeHTa. BnacTtnBoCTi AOKYMeHTa — ue
AOKnaaHi BigoMocTi npo dain, ki gonoMaratoTb BiApi3HATM Moro Bia iHWKux. Hanpuknaga,
ONMCOBY HasBY, iM'a aBTOpa, TEMY, K/OYOBI CfoBa. BnacTMBoCTi AOKYyMeHTa
BMKOPWUCTOBYIOTbHCS ANA nepernsay BiaoMocTen npo dann abo nia yac ynopsiakyBaHHS
annie. KpiMm TOoro, Mo>kHa BUKOHYBaTMK MOLWYK AOKYMEHTIB 3@ iXHIMW BNacTUBOCTSMU. 3a
HeobXigHOCTI BU MOXeTe iX BiapeaaryBaTy.

[ns 3apaHHs abo 3MiHIOBaHHSA B1aCTMBOCTEN ONOKYMEHTAa.
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1. Biakpuiite gianor Onuii (MeHio CepBic>HanawTyBaHHS...).

2. Mepenaitb Ha 3aknaaky [lOKyMeHT i B rpyni BflacTMBOCTi OKYMeHTa BKaXiTb Ha3By,
aBTOpa, TeMy Ta K/IKOYOBI ClI0Ba JOKYMEHTA.

Pob6oTta 3 painamMm eTasnoHiB i MOB
Bu MoxxeTe 36epertv HanawTyBaHHS €TaNIOHIB | MOB KOpMUCTyBaya abo 3aBaHTaXWUTU paHille
36epexeHi.

LLlo6 36epertu daitn eTanoHis i MoB:

1. Biakpuiite gianor HanawTyBaHHA (MeHio CepBic>HanawTyBaHHS...) Ha 3aknaaui
Po3ni3HaTh.

2. Y rpyni ETanoHn Ta MOBM KOPUCTYBaya HaTUCHITb KHOMKy 36epertu y dani....
3. Y pianosi, Wo BiAKpMBCS, BKaXIiTb iM' daiina M HaTUCHITb KHOMKY 36eperTw.

Y uen dann 6yae 36epexeHo WASX A0 Nanku, B sKil 36epiraloTbCa MOBM KOPUCTYBa4va Ta
iXHi ClTOBHWKMW, @ TaKOX rpynu MOB, C/IOBHUKW KOPUCTyBa4ya Ta eTasloHu.

LLlo6 3aBaHTaxuTu dain eTanoHis i MOB:

1. BigkpuiiTte gianor HanawTtyBaHHsa (MeHio CepBic>HanawTyBaHHA...) Ha 3aknaaui
Po3ni3HaTn.

2. Y rpyni ETanoHu Ta MOBM KOPUCTYBa4va HaTUCHITb KHOMKY 3aBaHTaXXUTH 3 canny....

3. Y pianosi 3aBaHTaXXMTU HanawTyBaHHSA B1bepiTb hainn dopmaty FBT i HaTUCHITL
KHOMKY Biakputn.

Ak BPpaXyBaT XapPaKTEPUCTUKHU BMXiD,HOI'O AOKYMEHTa
AkicTb po3nisHaBaHHA 6araTo B YOMY 3aNeXMUTb Bifl SKOCTi BUXiAHOTr0 306paXxeHHs. Y Uil
CTaTTi BU Ai3HAETECq Npo Te, Ha WO C/iA 3BEPHYTU yBary A0 po3ni3HaBaHHA JOKYMEHTa:

e MoBM fOKYMeHTa
o Tun Aapyky
e 4KiCTb ApyKy

o KonipHe odopMneHHs LOKYMeHTa

MoBM [OKYMEHTa

ABBYY FineReader niaTpuMye po3ni3HaBaHHSA K OAHOMOBHMUX, TaK i 6araToMOBHMX,
Hanpuknag, aHrnincbko—MpaHLUy3bKuX, AOKYMeHTIB. [na po3nisHaBaHHS 6araToOMOBHUX
[OKYMEHTIB HeobxiaHO BMbpaTH AeKinbKa MOB po3ni3HaBaHHS.

o6 Bubpatn MOBKM ANS po3ni3HaBaHHS, y cCnagHOMy CMcky MoOBM AlOKYMEHTa Ha
rONOBHIN NaHeni iHCTpyMeHTIB (abo y BikHi 3aBAAHHA — SKLO BU BUKOPUCTOBYETE ANS
po3ni3HaBaHHSA BOyAOBaHi 3aBAaHHA) BUb6epiTb OAMH i3 NYHKTIB:

e Autoselect
MoBa 6yae Bnbnpatncs aBTOMaTUYHO i3 3a4aHOr0 CNCKY CIIOBHUKOBUX MOB. Bu MoxeTe
3MiHUTK CKNaa uboro cnucky. ns uporo:
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1. HaTucHiTb nocunaHHs IHWIi MOBM... Y pe3ynbTaTi BiAKPUETLCS Aianor PepakTop
MOB.

2. TlepekoHanTecs, Wo onuito ABTOMaTUYHO BU6MpaTH MOBY po3ni3HaBaHHA 3i
CMUCKY YBIMKHEHO.

3. HaTucHiTb KHONKY BkasaTtu....
4. Y piano3i MoBM no3HayTe NOTPIOGHI MOBM.

e« MoBa abo noegHaHHA MOB
Bubepitb 0anH i3 3anponoHoBaHMX BapiaHTiB. CNMCOK MOB MICTUTb OCTaHHI BUKOPUCTaHi
MOBM PO3Mi3HABaHHS, @ TaKoX aHMMINCbKY, HIMELIbKY Ta (dpaHLIy3bKy MOBW.

e IHWIi MOBM...
BrbepiTb Lei NyHKT, SKWO BM Xo4eTe BUOpaTK iHLWWi MOBM A/t pO3Mi3HaBaHHS.

Y piano3i PepgakTop MOB, WO BiAKPUBCA NO3Ha4yTe onuito BkazaTn MOBU po3ni3HaBaHHS
BPYUHY i BKaXiTb 0gHy abo aekinbka MOB. /151 UbOro BiAMIiTbTE NMYHKTWU 3 BiANOBIAHUMMU
Ha3BaMM MOB. SKLIO BM 4YacTO BUKOPUCTOBYETE SAKYCb KOMOiHALilO MOB, TO CTBOPIiTb HOBY
rpyny, sika MiCTUTMME Ui MOBMU.

SAKWwo noTpibHOI MOBM HEMAE Y CMUCKY, MOXI/INBO:

1. Ugda moBa He niaTpuMyeTbcs cuctemoro ABBYY FineReader.

2. MoBa He NigTPMMYETbCA BaLIOK KOMIED NporpamMu.

MoBHWI Nepenik AOCTYNHMX BaM MOB HaBeAeHo Y Aianosi JliueHsii (floBigka > Mpo
nporpamy... > Incdopmauisa npo niueHsii).

Y npoueci po3ni3HaBaHHA MOXHa BUKOPUCTOBYBATU HE TiNIbKM ICHYOYi MOBU i rpynun MOB,
ane  CTBOpUTM HOBY MOBY abo 06’eaHaTV iCHYIOUi MOBWM B HOBY rpyny i nig yac
po3ni3HaBaHHA NIAKMOYNTY came iX. [loknagHiwe AMB. «SKLWO YaCTUHY CUMBONIB He
BAANOCA pO3Mi3HATU>.

Tvn apyky

[loOKyMeHT MoXe 6yTW HaapyKOBAHO Ha Pi3HMX MPUCTPOSIX, HaNnpukiaa, Ha ApyKapCbKin
MawwuHui abo ¢akcMMinbHOMY anapari. SKiCTb po3ni3HaBaHHS TaKMX AOKYMEHTIB MOxe 6yTu
pi3HOI. MOXHa AOMOITUCS BULLOI SIKOCTi po3ni3HaBaHHS, BCTaHOBMUBLUW BianoBiagHUN Tun
APYKY B Aiano3i HanawTtyBaHHA.

[nsa 6inblWOCTi TEKCTiB TMN APYKY BU3HAYAETLCA aBTOMATMYHO. LIbOMy BiANOBIiAa€E 3HaYeHHS
ABTO, BCTaHoBMeHe B rpyni Tun gOKyMeHTa B Jianosi HanawTtyBaHHS (MeHI0
Cepsic>HanawTtyBaHHS...>3aknagka fJokyMmeHT). [1pn uboMy BM MoxeTe 06pobnsaTu
LOKYMEHT Yy KONIbOPOBOMY abo YOpHO—6inioMy pexumi.

3a noTpebu BM MoXeTe BMO6paTH iHWWA TMN APYKY B Ui rpyni.

S oit ware | PparMeHT CTOpiHKM, HaapyKOBaHOI Ha APYKApChKil MalWmHUI.
LWwnpwrHa niTep oaHakoBa (NOpiBHANTE, HanNpuknaa, niTepu «w» i
«t»). [Ing TakmMx TeKCTiB BCTAHOBITb 3Ha4YeHHs [lpyKapcbka
MalUMHKa.
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g0 f ftware | ®parmMeHT CTOpiHKKM, BUAPYKYBAHOI Ha (hakCcMMinbHOMY anapari.
LLTpuxn niTep nogekyan He HaApPYKOBAHI, € WYMW | BUKPUBJIEHHS
nitep. [Ang Taknx TEKCTiB BCTAaHOBITb 3Ha4YeHHs dakc.

Micns po3ni3HaBaHHS TEKCTIB, HAAPYKOBAHMX Ha ApyKapcCbKin MalwuHuUi abo dakci, He
3abyabTe 3HOBY BMb6paTh 3HayeHHs ABTO Nig 4ac NOBEPHEHHS A0 APYKAPCbKOro TEKCTY.

SKIiCTb APYKY

[nsa ycniwHoro posnizHaBaHHA AOKYMEHTa, HaApPYKOBaAHOro 3 MoraHow SKiCTio, MOXe
3HaaobuTUCA 3MIHUTM HanawTyBaHHSA CKaHyBaHHS. TakMi AOKYMEHT MOXE MicTUTKU baraTo
«CMITTS», HEUITKI MeXi niTep, KyTacTi, HepiBHi niTepn 3 aedekTamun, nepekic psakis, 3CyB i
HesIBHi MeXi YOpHMX po3aintoBayis Tabnuub.

dakc [[@3eTHa CTOpiHKa

PLaLL IIHA
ied e

e

QRCAUR T ADTEL HESEWA LK SC}II‘

macher steers Ferrari to second

win

4 Peved b

mo loe macing

. mpagiem -
s

o Mkl Soenacm, b AP adt b Ty e e deed P olam's
e Ml b Pttt 30 S g o M i

MoaibHi AOKYMEHTN peKOMeHAYETbCS CKaHyBaTW Y BiATiHKaX Ciporo. Y TakoMy pasi Bam He
noTpibHo 6yae ninbupaTtu ACKpaBiCTb CKaHyBaHHS, NporpaMa 3pobuTb Ue 3a Bac
aBTOMaTMYHO.

CkaHyBaHHS y BiAgTiHKax ciporo 3abe3neyye BMILMIA CTyNiHb 36epexeHHs iHdopMauii npo
niTepn ckaHOBaHOro TekcTy. Lle npu3BoanTb A0 NOAIMWEeHHS AKOCTi po3ni3HaBaHH4
[IOKYMEHTIB cepefiHbOi Ta HU3bKOI SKOCTi APYKY. BU Takox MoOXeTe yCyHYyTu AesiKi aedeKTu
BPYYHY, BUKOPUCTOBYIOUMN IHCTPYMEHTU 3 06p0obKM 306paxkeHHs y BiKHI peaakTopa
306paxkeHb. [JoknagHiwe amB. y ctaTTi «O6pobka 306paxeHb».

KonipHe oopMeHHS AOKYMEHTa

AKWo nig Yyac po3nizHaBaHHA AOKYMEHTIB HeMae noTpebun 36epiraTv KONbOPOBI intCcTpauii
Ta KonipHe opOpMNEHHS AOKYMeHTa, BU MOXeTe 06pobnaTn AOKYMEHT y YOpHO—b6inomy
pexumi. Lle 103BONNTb CYTTEBO 3MEHLWNTM PO3Mip AOKYMeHTa FineReader Ta ckopoTuTh 4yac
Ha po3ni3HaBaHHA. O4HaK y AesiKMX BMnaakax Ans 306paxeHb i3 HU3bKOK KOHTPACTHICTIO
MOX/IMBE MOripWweHHs SKOCTi po3nidHaBaHHA. He pekoMeHAYeTbCs 06pobnsiT B HOPHO—
6inomy pexumi gotorpadii, >XypHanbHi CTOPIHKM i LOKYMEHTH, SKi HAanNMCcaHo
iepornigiyHMMn MoBamu.

Mopapa. Bu TakoxX MOXeTe CKOPOTUTU Yac 06pobKKM KOMbOPOBUX i YOPHO—b6innx
AOKyMeHTIB, BMbpaswun LLiIBuUAKe po3ni3zHaBaHHA Ha 3aknaaui Po3nisHaTwu gianory
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HanawTyBaHHA. [loknagHiwe npo peXXvMun po3ni3HaBaHHA AMB. Y CTaTTi «[lapameTpu
pO3ni3HaBaHHA».

Bu MoxxeTe 3aaaTh KONipHUIN peXuM AOKyMeHTa OAHMM 3i cnocobiB:

e Y cnagHoMy cnucky KonbopoBuii pe)xuM BikHa 3aBaaHHSA abo

e Y rpyni KonbopoBuit peXxnuM Ha 3aknaaui [lokyMeHT y aianosi HanawTtyBaHHA (MeHO
Cepsic>HanawTyBaHHS...).

yBara! licna Bubopy 4opHO—6inoro pexumy BiAHOBUTU KOMipHE OPOPMNIEHHS AOKYMEHTA
He BAacTbCs. o6 oTpMMaTh KONbOpOBUIA AOKYMEHT, BiagKkpuinTe ain, Wwo MicTuTb
KONIbOPOBi 306pakeHHS CTOPiHKM, abo 3aHOBO BiACKaHYMWTE NanepoBUIN JOKYMEHT y
KOJIbOPOBOMY PEXUMI.

[NapamMeTpu po3ni3HaBaHHA

MpaBMAbHO BCTAHOB/IEHI NapaMeTpu po3ni3HaBaHHSA AOMOMOXYTb BaM LWBUAKO OTPMMaTH
AKICHWMI AOKYMEHT, NpuAaTHUA ANS NoAanblioro peaaryBaHHs. Bubip napameTpiB 3anexuTb
He TiNnbku Biag 06cAary i cknagHoOCTi BUXiAHOrO AOKYMEHTa, ane W Bil TOro, ik BU NNaHyeTe
BMKOPUCTOBYBATMW PO3MNi3HaHMI AOKYMEHT Hajani. Bu MoxeTe BKa3aTu Taki napameTpu:

e PEeXuM po3nizHaBaHHSA

e eneMeHTU opopMNEHHS AOKYMEHTA, SKi BU3Ha4YaTMMe nporpaMa
e PEeXuM po3ni3HaBaHHS 3 HAaBYAHHSAM

e €TasIoHN Ta MOBM KOPUCTYBaya

e WpndTH, 9Ki 6yayTb BUKOPUCTOBYBATUCS

e YW WYKATK WITPUX—KOAM Ha 306paxKeHHi

BubpaTtn noTpibHi napameTpun BM MOXETe Ha 3aknaaui PosnisHaTtwu gianory
HanawTtyBaHHs (MeHio CepBic>HanawTtyBaHHS...).

YBara! Po3nisHaBaHHSA CTOPIHOK, AoAaHuX Yy AokyMeHT ABBYY FineReader, BUKOHYETLCS B
aBTOMATUYHOMY peXMUMi 3 NMOTOYHMMW HaNaAWTYBAHHAMW NporpaMu. Bu MoxeTe BigKNIOUYNTH
aBTOMATUYHMI aHani3 i po3nisHaBaHHA AoAaHMX 306paXkeHb Ha 3aknagui
CkaHyBatn/Biakputun gianory HanawrtyBaHHs (MeHio CepBic>HanawrtyBaHHSA...).

MpumMmiTKa. SJKWO BM 3MiHWAM MOBY pO3Mi3HaBaHHS, BUAINMUAN 30HN HA 306pa)KeHHi Bpy4HYy
a60 3MiHMNK iHWI HanawTyBaHHS NporpaMu, BUKOHaWTE po3ni3HaBaHHS 3aHOBO.

PeXX1UM po3ni3HaBaHHA
B ABBYY FineReader 12 nepeabadeHo ABa peXuMu po3ni3HaBaHHSA:

e PeTenbHe po3ni3HaBaHHA
Llei pexxnm npuaaTHuiA ans posni3HaBaHHA K NPOCTUX, TaK i CKIaAHUX AOKYMEHTIB.
Hanpuknaa, Anst AOKYMEHTIB, L0 MICTSTb TEKCT Ha KO/IbOPOBOMY ¢hoHi, abo ans
[OKYMEHTIB, WO MICTATb Tabnuui, y ToMy umcni Tabnuui 6e3 niHin citku i Tabnuui 3
KOIbOPOBUMU KNITUHKaMW.

Y nopiBHAHHI 3i LUBUAKKUM pEXUMOM po3ni3HaBaHHS, PeTenbHUM pexnm notpedbye binblue
yacy, npoTe 3abe3neyye Kpauly SKiCTb po3ni3HaBaHHS.
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o LliBuaKe po3nisHaBaHHS
Llei pexxnm pekoMeHAYETLCS Ans 06pobkn BENNKMX 06CAriB AOKYMEHTIB i3 MPOCTUM
O(POPMSIEHHSIM | XOPOLLIOKO SIKICTIO APYKY.

BM3Ha4YeHHs eneMeHTiB 0pOpMIIEHHS

BkaxiTb enemMeHT 0hOpPMNEHHA AOKYMEHTA, SKi BU3Ha4YaTUMe nporpaMa: KONOHTUTYN,
BMHOCKW, 3MIiCT, HyMepoBaHi cnuckn. BubpaHi enemeHTn opopMneHHs 6yae 36epexeHo y
BUrNaAi iIHTEpaKTUBHUX eNleMEHTIB, @ HE OCHOBHOIO TEKCTY.

HaB4yaHHA
Po3ni3HaBaHHSA 3 HABYaHHAM BUKOPUCTOBYETbCA ANA pO3I‘Ii3HaBaHHF| TAaKUX TEKCTIB:

e [1ns Habopy SKMX BUKOPUCTAHO AEKOPaTUBHI WPUPTH
e Y aKMX TPannsTbCs cneuianbHi cumBonu (Hanpukiag, okpemi MaTeMaTUyHi CUMBONA)
e Benukoro ob6cary (noHag 100 CTOpPIHOK) TEKCTY NOraHoi SKOCTi

CraHpapTHO pexuM Po3ni3HaBaHHA 3 HaABYaHHAM Bigkao4eHo. ng Toro wob y npoueci
po3ri3HaBaHHA NPOBOAMIOCA HAaBYaHHS HEBIAOMUX CUMBONIB, MO3HAYTe Onuito
Po3ni3HaBaHHSA 3 HaBYaHHAM.

i yac po3nisHaBaHHS BM MOXETe BUMKOPUCTOBYBATK BOyaOBaHi eTasnioHn abo cTBOpUTHU
BNACHMI eTanoH. nsa uboro BubepiTb NOTpibHy onuito B rpyni HaBYaHHS.

ETanoHn Ta MmoBuU KOPUCTYBa4a
Bu MoxeTe 36eperTv HanawTyBaHHS €TasIOHIB | MOB KOpPUCTyBaya abo 3aBaHTaXWUTK paHiwe
36epexeHi.

LLpndTu

BubepiTb wWpndTn, gki 6yae BUKOpUCTaAHO Nig vac 36epexxeHHs po3ni3HaHOro TeKCTy.
LWo6 Bnbpatun wpudtu:
1. HaTtucHiTb KHonky WpudTw...
2. Tlo3HauTe NoTpibHi WpndTH i HaTUCHITL OK.
LLITpnx—koau
SAKLWO Bal AOKYMEHT MICTUTb WUTPUX—KOA | BU XO4eTe nepeaatv Moro He 306paXKeHHsIM, a

nepeBecTn MOro y NocnigoBHICTb NiTep i undp, BubepiTh onuito Po3nisHaBaTH WITPUX—
koau. CTaHAaApPTHO L0 ONUil0 BUMKHEHO.

OcobnueocTi poboTK 3 MOBaMM 3i CKNagHMM MUCbMOM

3a ponomoroto ABBYY FineReader Bn MoxeTe po3nizHaBaT AOKYMEHTU MOBOIO iBpUT, iauL,
ANOHCbKOI, KUTANCbKOID, TaNCbKOI, KOPENCbKOI YM apabcbkoo MoBoto. MMig yac poboTu 3
LOKYMEHTaMu iepornidiyHoO0 MOBOID, @ TaKOX 3 AOKYMEHTaMW OAHIEI 3 iEpornidiyHMX MOB
Yy MOEAHAHHI 3 EBPONENCHLKOIO MOBOIO iCHYIOTb Aesiki 0COB6IMBOCTI.

e IHcTanauis cuctemMHol NiATPUMKN MOB
e PekoMmeHpoBaHi ans pobotn wpndTu

e SK BIAKNOUNTM aBTOMATU4YHY 06p0obKy 306paxkeHb
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o IHCTpPYyKUii 3 po3ni3HaBaHHS OOKYMEHTIB KiflbkOMa MOBaMu
e SKWO Yy BiKHi TeKCT He BigobpaxkatoTbCs iepornigu

e SK 3MiHUTK HanNpsMOK NMCbMa Y PO3Mi3HaHOMY TEKCTi

[HCcTanqauia cuctemMHol NiATPUMKM MOB

Ansa po3nisHaBaHHS AOKYMEHTIB apabCcbkoto, AMOHCbKOK, KUTAWCbKOK, TaWCbKOLO,
KOpPEencbKo MOBOO, MOBOIO iBpUT abo ianiu MoXxxe 3HaaAobuTUcs iHCTansLis CUCTEMHOI
NiATPUMKKN ANS UMX MOB.

B onepaduiinHux cuctemax Windows 8, Microsoft Windows Vista, Windows 7 niaTpumka uux
MOB BKJ/IlO4YEHa CTaHAapTHO.

Ak iHCTanoBaTN CUCTEMHY MIATPUMKY BKa3aHUX MOB Ha onepauiiHii cuctemi Microsoft
Windows XP:

1. HatucHiTb kHonky Myck Ha MaHeni 3aBAaHb.
2. BubepitTb MaHenb kepyBaHHA>MoBa i perioHasibHi CTaHAApPTH.
3. Ha 3aknagui MoBwM BigMITbTE NMYHKT:

o IHcTanoBaTH NiATPUMKY MOB 3 NMMCbMOM CrnipaBa HaJliBo i CKNagHUM
NUCbMOM
AN NigTPUMKKM iBpUTY, ianwLy, apabcbKoi i Talcbkoi MOB

o IHcTanroBaTH NiATPUMKY MOB 3 NMUCbMOM i€epornicpamm
ANS NiATPUMKM AMOHCHKOI, KUTANUCBKOI i KOpencbkoi MOB

4. HatucHitb OK.

PekomMeHaoBaHi ans pobotn wpudTn

[Ana po3nisHaBaHHA [JOKYMEHTIB apabCcbKOlo, SMOHCHKOM, KUTANCbKOK, TalCbKolo,
KOpPEencbKo MOBO, MOBOIO iBpMT abo ianLL MOXe 3HaA0buUTUCS iHCTansuia AoAaTKOBUX
wpudTie Windows. MNMoaaHa Huxye Tabnuus MiCTUTb peKOMeHAOBaHi Ang poboTtu wpudTwu:

MoBu po3ni3HaBaHHSA PekoMmeHpaoBaHui WwpudT
Apabcbka Arial™ Unicode™ MS*
IBpuT Arial™ Unicode™ MS*
Ianw Arial™ Unicode™ MS*
Talcbka Arial™ Unicode™ MS*
Aharoni
David
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Levenim mt
Miriam
Narkisim

Rod

KuTalcbka cripolleHa, Arial™ Unicode™ MS*
KUTalcbka TpaauuinHa, _
Kopelcbka, Kopeiicbka (xaHrumb), || WPUPTM POANHM SimSun

AMNOHCHKa Hanpuknaa: SimSun (Founder Extended),
SimSun-18030, NSimSun.

Simhei

YouYuan

PMingLiU

MingLiU

Ming(for—-ISO10646)

STSong

* IWpundT, 9KMA iIHCTANIOETLCSA pa3oM 3 onepauinHoto cuctemoto Microsoft Windows XP i
naketamu nporpam Microsoft Office 2000 abo ni3Hiwoi Bepcii.

Huxye MicTaTbCa nopaau i pekoMeHaauii, AOTPUMYIOUNCh SIKUX, BU OTPUMAETE PO3Mi3HaHWM
OOKYMEHT BULLOI SAKOCTI.

SK BiAKNIOYNTN aBTOMATUYHY 06pobKy 306paxkeHb
CTtaHpapTHO po3ni3HaBaHHSA CTOPIHOK, A0AAHMX Y AOKYMeHT FineReader, BUKOHYETbLCS B
ABTOMaTUYHOMY PEXMUMi.

OpHak aKWwo Baw AOKYMEHT MIiCTUTb TEKCT iEpOrniivyHO0 MOBOIO Y NOEAHAHHI 3 SKOKCb
€BPOMENCbKOK MOBO, TO PEKOMEHAYETLCA BiAKIOUMTU ONUi0 aBTOMATUYHOIO BU3HAYEHHS
OpieHTaUii CTOpIHOK, a onuito po36uBaHHS 3ABOEHUX CTOPIHOK BUKOPUCTOBYBATU, TiIbKK
AKLWO BCi 306pakeHHs CTOPIHOK MaloTb NpaBUbHY OpieEHTaUito (Hanpuknaa, He
BiACKaHOBAaHi y nepeBepHEHOMY BUMNA4I).

Onuii Bu3zHayaTtu opieHTauUito CTOPIHOK i JinnTn po3BOPOT KHUMM MOXHa BMUKATW | BUMUKATU
B Aiano3i HanawTyBaHHSA Ha 3aknagui CkaHyBaTwu/BigkpuTw.

MpumMmiTkKa. JKLWO AOKYMEHT HanncaHo apabCcbKOKO MOBOLO, iIBPUTOM abo MOBOIO QML i
NoTPibHO BUKOHATU po36MBaHHA 3ABOEHUX CTOPIHOK, TO ANS KOPEKTHOrO BiAHOBNEHHSA
NOpSIAKY CTOPIHOK AOKYMEHTa CrnoyaTKy BM6epiTb MOBY pO3ni3HaBaHHSA i TibKK NicNs LbOro
ckopucTauTecs onuieio [AinuTn po3BOpOT KHUIN. Bu Takox MoxeTe BiAHOBUTU NOYATKOBY
HyMepauitlo AOKYMEeHTa nicns po3bmMBaHHA CTOPIHOK, BUKOPUCTOBYOUM onuito MoMiHATH
MiCLUSIMM CTOPIiHKM PO3BOPOTY KHUIMK. [JoknagHiwe ane. «[JokyMeHT FineReader».

AKWO AOKYMEHT MA€ CKNajHy CTPYKTYpy, TO PEKOMEHAYETLCS BiAKMOUYMTM aBTOMaTUUYHUN
aHani3 i po3nizHaBaHHA 306paXxeHHs | BUKOHATW Ui onepawii Bpy4Hy.
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Ak BigKNIOUNTU aBTOMATUYHWUM aHani3 i po3ni3HaBaHHs 306paXKeHHS:

1. Bigkpwiite gianor HanawTtyBaHHA (MeHio CepBic>HanawTtyBaHHS...).

2. Ha 3aknagui CkaHyBaTu/BiaKpUTY 3HIMITb BUAINEHHS 3 onuii ABTOMaTU4YHO
06pobnaTn noaaHi CTOpiHKMK.

3. HaTtucHiTb kHONKy OK.

IHCTpYKUIT 3 po3ni3HaBaHHA LOKYMEHTIB KiJibkoOMa MOBaMW
Po3rnsiHeMo Ha I'IpMKﬂa,El,i npouec pO3I‘Ii3HaBaHH$| NOKYMEHTAa, AKUN MICTUTb TEKCT
AHININCbKOIO Ta KNTANCbKOIO MOBaMM.

1. Ha ronoBHii naHeni iHCTpyMeHTIB y nepeniky MoBu po3ni3HaBaHHA BUOEPiTb MYHKT
IHWIi MOBM.... Y fiano3i PegakTop MOB, LU0 BiAKPVBCS, NO3HAYTe NyHKT BKa3aTu MOBM
po3ni3HaBaHHA BPYYHY i BUOEPITb 3i CMMUCKY MOB KMTAMUCbKY Ta aHMMACbKY.

2. BiackaHyiTe abo BigKpuinTe 306paXkeHHs.
3. SKwo aesiki 30HM 6yno BUAINEHO HEMNpaBWbHO:

e BwuginiTb 30HM Ha 306paXKeHHSX BPyYHY, BUKOPUCTOBYIOUM IHCTPYMEHTU AN1S
peparyBaHHs ()OpMU i MOMOXEHHS 30H.

e SKWO Ha 306paxkeHHi € 30HW, B IKUX HEMAE 3MiLLAHOro TEeKCTY, BUAINITb iX. [10TiM
Ha naHeni MapameTpu 30HMU BNGePITL NOTPIGHY MOBY (KUTaNCbKy abo aHrMiNCbKY).
YBara! BkazaTi MOBYy MOXHa TiflbK1 AN 30H OQHOro TMny. SAKLWO BM O4HOYACHO
BMbpanu 30HM TekcT | Tabnunua, BkazaTi MOBY HE MOXHA.

e SKWO HeobXiaHO, BUGEpITb OpiEHTALitO NiTep TEKCTY y CNaAHOMY CrINCKY
OpieHTauina (anB. «SKLWO BepTUKanbHUA abo IHBEPTOBaHWI TEKCT He 6yno
pO3Mi3HAHO»).

e [ns iepornidiyHoro TekcTy nepeabaveHo Bmbip HanNpsiIMKy TEKCTY Y ClagHOMy
cnucky HanpsiMok iepornidpiyHoro Tekcry (ave. «SK BigpeaarysaTtu
BNACTUBOCTI TEKCTY»).

4. HaTucHiTb kHOMKy Po3ni3HaTy.

SAKWwo y BikHI TeKCT He Bigobpa)katoTbCs iepornicu
Skwo y BikHi TeKCT iepornicdu Bigobpa>kaloTbCA HEKOPEKTHO, MOXNBO, BU BUOBpanu pexum
ocopmneHHs MpoCTUA TeEKCT.

AK 3MIHUTU WPUPT, KM BUKOPUCTOBYETHLCA AN BiAO6paXKeHHs1 TEKCTY B pexuMmi MpocTuit
TEKCT:

1. BiakpwviTe gianor HanawTyBaHHA (MeHio CepBic>HanawTyBaHHS...).
2. MMepengitb Ha 3aknaaky Burnag.

3. Y cnagHoMmy cnncky WpndT, WO BUKOPUCTOBYETbCA B pexumMi MpocTui Tekct
BMbepiTb WpudT Arial Unicode MS.

4. HatucHiTb kHonky OK.

AKWo y BikHi TeKCT He Biabynocs XXOAHUX 3MiH, TO ANS BUPIWEHHS i€l npobnemu
3BEPHITbCS A0 CTaTTi «SAKLWO Yy po3Mni3HaHOMY TEKCTi HEKOPEKTHO BiA0bpaXkaeTbCs WpUPT».
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K 3MIHNTW HanNpAMOK NMUCbMa Yy PO3MNi3HAHOMY TEKCTI
Y npoueci po3nizHaBaHHA nporpamMa ABBYY FineReader aBToMaTU4YHO BM3HA4Ya€E HaMNpsiMoK
NMUCbMa y TEKCTi. AKLWO HeobXiaHO, BU MOXETE CKOperyBaTu MOro Bpy4YHY.

1. Mepenpitb y BikHO TEKCT.

2. Bwuginitb oanH abo kinbka ab3auiB.

3. Ha naHeni iHCTpyMeHTIB BikHa T@KCT HAaTUCHITb KHOMKY L |

MpumiTtka. ng iepornidiyHoro Tekcty nepeabayeHo cneuianbHy onuito HanpsaMok
iepornigivyHOro TekcTy, WO A03BONASE BUOpATH HaNpsSMOK NMCbMa A0 pPO3ni3HaBaHHS.
[oknagHiwe ame. «SK BigpeaaryBaTtn BAACTUBOCTI TEKCTY».
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AK noninwnTy pe3ynbTaTh po3ni3HaBaHHS

Y uboMy po3aini oNUCYETLCA, K HanawTyBaTK NapamMeTpu po3ni3HaBaHHSA, HaBOASTLCS
HeCcTaHAAPTHI CUTyauii, BUPILLEHHS AKMX MOXE BMMaraTu AesikMx AOAATKOBMX HanalTyBaHb.

e SIKLWO Y BMXiAHOMY JOKYMEHTI CKNagHa CTPYKTYpa i Nicng po3ni3HaBaHHA BOHA He
36epernacs

o Sk BigpenaryBaTu opMy 1 NONOXKEHHS 30H

e BukopucTaHHs WwabnoHiB 30H

e SKkwo Tabnmusa Ha CTOpiHUi BUAiNeHa HenpaBuIbHO

e SKWO 306paXkeHHs1 Ha CTOPIHLI BUAiNeHe HenpaBuILHO

e Sk BigpegarysaTtu BnacTUBOCTI TEKCTY

e SKWO B pO3Mi3HAaHOMY TEKCTi HEKOPEKTHO BiAobpaxaeTbCs WpnUdT

e SKWO Y BUXiAHOMY AOKYMEHTI € AeKOpPaTUBHI (HeCTaHAapTHI) wpndTn
e SKwo B TekCTi 6araTo cneuiasnbHUX TEPMIHIB

e SKLWO YacTMHa CMMBONIB He po3ri3Hanacs

e SKWO BepTMKanbHUIA abo iHBEPTOBAHMIN TEKCT HE PO3Mi3HABCS

e SKLWO WTPUX—KOA Ha CTOPIHLI He 3HaaeHo

SKLWO Yy BUXIQHOMY LOKYMEHTI CKlaAHa CTPYKTypa

lNepea po3nisHaBaHHAM nNporpaMa NpoBOAUTL aHani3 NIOriYHOI CTPYKTYPU AOKYMEHTA,
BUAINSE 30HN 3 TEKCTOM, 306pakeHHsaAMU, TabnnuusaMu i WTpmux—KoaaMu. 30HN BUAINSAOTHCS
AN Toro, Wob BKasaTh CUCTEMI, SKUM YMHOM CNiA po3Mni3HABaTK Ti UM iHLWI YACTUHK
306paxkeHHs i B IKOMY NopsAaKy. Tak BiATBOPIOETLCS BUXiAHE OPOPMIEHHS AOKYMEHTA.

3a 3aMOBYYBaHHSM aHani3 gokymeHTa y ABBYY FineReader BUKOHYETbCA aBTOMaTU4HO. Y
CKNAaAHUX AOKYMeHTax AesiKi 30HM MOXYTb 6yTu BMAiNEHi HenpaBuabHO. YacTo € 3pyyHiWnM
BUMPAaBUTU TiNIbKK iX, @ HE BUAINATN BCi 30HN 3aHOBO.

ans KOpUryBaHH4 pO3MiTKVI BN MOXETE CKOPUCTATUCA:

e IHCTpyMeHTaMu py4HOI PO3MITKM 30H, PO3TalLOBaHMX Ha MaHeni iHCTPYMEeHTIB BikHa
3o06paxeHHs

e KoOMaHaamMu KOHTEKCTHOrO MeHIO BMAINEHOI 30HM Y BikHi 306pa)keHHs abo KpynHui
naaH

o KoMaHgamu ronoBHOro MeHio 30HU
Micns BUKOHAHHSA HeobXiaHMX onepauii 3anycTiTb po3ni3HaBaHHS e pas.

Ha 36epexeHHs BUXiAHOro opOpMIEHHS AOKYMEHTa TaKOX BMN/MBAOTb HaNalWTyBaHHSA
pO3ni3HaBaHHS, BNACTMBOCTI 30H i onuii 36epexeHHsa AOKYMeHTiB. [JoknaaHiwe ans.
«HanawTtyBaHHA napaMeTpiB po3ni3HaBaHHA», «SK BiapenarysaTn BNaCTUBOCTI TEKCTY»,
«36epexeHHs pe3ynbTaTiB po3ni3HaBaHHS».
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Ak Biﬂ,peﬂ,aFYBaTM cbopMy N NONOXEHHS 30H

Mepen po3ni3HaBaHHSAM NporpaMa BUAINSE Ha 306paXK€HHAX CTOPIHOK 30HU Pi3HMX TUMIB:
TekcTt, 306paxeHHs, DoHoBe 306pakeHHs, Tabnuus i LUTpux—koa. 30HM pi3HUX
TUNIB MalOTb Pi3Hi KONbOPU paMoOK. BoHM BMAINAOTLCS ANa TOro, wob BKa3aTu CUCTEMI, SKi
AinsaHKN 306paxeHHs NoTpibHO po3ni3HaBaTu i B SKOMY NOPAAKY. Tak BiATBOPIOETLCS
BUXiagHEe 0DOPMNEHHS CTOPIHKM.

BuaineHa 30Ha € akTUBHOW. [n1a TOro wob 3pobuTn 30HY aKTUBHOK, AOCTATHbO KNAUHYTH
Ha Hin kypcopoM Muui. MepemiwaTnca 30HaMn MoXHa 3a AornoMorol knasiwi Tab.
MocnigoBHiCTb 06x0AYy 30H BM3HAYAETbLCSA iIXHIMM NOPAAKOBUMU HOMepaMn. CTaHAapTHO
nopsiAKOBIi HOMEpK 30H He BigobpaxkaloTbCs y BikHi 306paxeHHs, a BigobpaxkatoTbcs
TiNbKWM B TOMY pas3i, SKWOo KopucTyBayd Bubpas (yHKLUi0O NnepeHyMepaLii 30H.

IHCTpYMeHTM AN py4HOi pO3MIiTKM W peaaryBaHHS 30H pO3MilleHO Ha naHeni BikHa
306paxeHHs, a TakoX Ha CN/IMBHUX NMaHensx iHCTpyMeHTIB Ans 30H TekcT,
3o06paxeHHna, ®oHoBe 306paxceHHs | Tabnuua (cNnanBHaA NaHenb IHCTPYMEHTIB
3’9BNAETLCA 6ins aKTUBHOI 30HM).

Yearal! llicna Toro, sk BCi onepaduii 3 peagarysaHHsl 30H 6yae 3aBepLueHO, 3anycCTiTb
po3ni3HaBaHHSA LWe pas.

3a AOMOMOroK iHCTPYMEHTIB AN PYYHOI pO3MIiTKU BU MOXETE:
o CTBOPUTW HOBY 30HY
e [lepecyHyTu Mexy 30HM
e [lopatn/BuaanvT NPSMOKYTHY YaCTUHY 30HM
e Bupinutn ogHy abo aekinbka 30H
e [lepecyHyTu 30HY
e [lepeHymepyBaTu 30HU
e Buganutu 30HY
e 3MiHWUTKM OpIEHTALIO TEKCTY B 30Hi

e 3MiHMTKM KO/TIbOPU PaMOK 30H

SK CTBOPUTU HOBY 30HY

1. BunbepiTb 04MH 3 IHCTPYMEHTIB Ha NaHeni BikHa 306pa)ceHHs:

b4 — BUAINUTH 30HY pO3ni3HaBaHHS;

=l — BUAINUTY 30HY TeKcT;
— BUAINUTW 30HY 306paxeHHs;

&l — BuainMTK 30HY PoHOBeE 306paxeHHs;
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— BMAINNTY 30HY Tabnuus.
2. YTpuMyloum niBy KNasilly MWL, BUAINITb NPSMOKYTHY 30HY Ha 306paXkeHHi.

Mopapa. By MoxeTe BUAINUMTY HOBY 30HY, HE BUOMpPAOYM NOTPIOHUIN iIHCTPYMEHT Ha naHeni
BikHa 306paxeHHs. [JOCTaTHbO BUAINUTK 30HY Ha 306pa)keHHi KypCOpOM MULUI,
YTPUMYIOUM TaKi Knasilli:

e Ctrl+Shift — Bunainutn 30Hy TekcT

e Alt+Shift — BuainuTn 3oHy 306pa)keHHs

e Ctrl+Alt — Buginutn 3oHy Tabnuus

e Ctrl+Shift+Alt — Buainutn 30Hy LLITpnx—KOA.

Bu MoxeTe 3MiHUTK TUN BXe BUAINEHOI 30HN. [N UbOro B KOHTEKCTHOMY MeH0 BUbepiTb
3MiHUTHU TUN 30HMU, @ NOTIM — NOTPIOHUA TuUN.

AK NepecyHyTH MeXy 30HU

1. BCTaHOBITb KYpPCOpP MULLI HA MEXY 30HMU.
2. HaTUCHIiTb NiBY KHOMKY MULWLI 1 NOTAMHITbL Y NOTPIOHWI Bik.

MpumMiTka. AKLWO BM BCTaHOBMTE KYPCOP MWL Ha KyT 30HM, TO NiA Yac nepecyBaHHs MULLI
6yayTb OAHOYACHO 3MiHIOBATUCS BEpTUKaNbHA W FOPU30OHTaNIbHA MEXi 30HM.

Ak LI,O,EI,aTM/BMLI,aJ'IMTM NPAMOKYTHY 4aCTUHY 30HMU
1. Ha cnamBHii naHeni iHCTpyMeHTIB Ans 30H Tuny TekcT, 306paXkeHHA abo PoHOoBe
306paxeHHs BUOEpiTb iIHCTPYMEHT (] / i .

2. BcTaHOoBITb Kypcop MuLi BCcepeanHi 30HM i BUAINITb YaCTUHY 306paeHHs Y NPSIMOKYTHUK.
Llei npsiMmokyTHMK Byae AoaaHo Ao 30HM abo BUAANEHO 3 Hei.

3. 3a noTtpebu nepecyHbTe MEXY 30HM.
MpumiTka.

4. Bka3zaHi iHCTpYMEeHTM 3aCTOCOBYIOTLCS TifIbKM Ans 30H Tuny TekcT, 306paxeHHs i
®doHoBe 306paxeHHN. He MOXXHa AoAaT/BUAANNTM NPSIMOKYTHY YaCTUHY 30HM ANst
Tabnuui um wWTpmx—Koaa.

5. BM TakoX MOXeETe 3MiHIOBATW MeXi 30HU, AOAAK0YM HA HUX HOBI By3/M (TOYKKM po36uTTA).
OTpuMaHi Biagpi3Kn MOXHa nepemilaT Muweto y byab—akomy Hanpsimky. o6 goaatu
HOBU By30/, MiABeAiTb Kypcop, yTpuMytoun knasiwi Ctrl+Shift, no noTpibHoi ToukM mMexi
(Kypcop npu uboMy Habyae hopMu nepexpeLleHHs) | KnauHiTb Muweto. Ha Mexi 30HK
3'ABUTbLCS HOBUIA BY30J1.

Ak BUAINUTKM oaHy abo Aekinbka 30H
=t w1 o
e BubepiTb 0aWH i3 IHCTPYMEHTIB , =, cal , = EE abo '~ Ha naHeni BikHa

3o6paxeHHs i, yTpumytoun knasiwy Ctrl, KnauHiTb MULLIKOIO Ha NOTPIGHMX 30Hax. LLLo6
CKacyBaTV BUAINEHHS BXe BMOpaHOi 30HK, KNALHITb Ha Hill MOBTOPHO.
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SIK nepecyHyTU 30HY

e BubepiTb 30HY i, yTprMytoun knasiwy Ctrl, Mywelo nepeMicTiTb 30Hy.

K nepeHyMepyBaTu 30HU
1. Ha naHeni iHCTpyMeHTiB BUbEepiTb 4T 260 B MeHIO 30HM BMOEpITb NYHKT
NMepeHymepyBaTn 30HM.
2. Bwuginitb 30HM B TOMY NOpsiAKY, B SIKOMY BM Xo4eTe 6auntu iX BMICT y KiHUEBOMY AOKYMEHTI.

MpumiTka. ABTOMaTM4yHa HyMepauis 30H Nig Yyac aHanisy CTOpPiHOK BUKOHYETbCS 3/1iBa
HanpaBO He3anexHo BiJ HaMNPSIMKY TEKCTY Ha 306pakeHHi.

K BWAANUTU 30HY
e BwugainiTb 30HU, SKi BU Xo4eTe BUAANUTK, @ TOAI HAaTUCHITb KnaBiwy Delete.
e BwugainiTb 30HM, SKi BU X04eTe BUAANUTK, @ TOAI B KOHTEKCTHOMY MEHIO BUBEpITb MYHKT
Bupanutn.
e BubepiTb iIHCTpyMeEHT ol | KTAUHITb Ha 30HY, IKY BU XO4eTe BUAANNTU.
[ns Toro wob BnaanuTun BCi 30HK:

e BubepiTb NyHKT BUAanuUTn BCi 30HM i TEKCT Y KOHTEKCTHOMY MEHIO BikHa 306paXceHHs.

YBara! fKwo Bu BUAANseTe 30HY 3 y)Ke po3ni3HaHOro 306paxxeHHs, TO 0AHOYACHO 3 UUM y
BikHi T@KCT BMAANSAETLCA TEKCT, LLIO BiINOBIAAE Uil 30Hi.

SK 3MIHUTWU OpIEHTALO TEKCTY B 30HI

e Ha naHeni MapaMeTpu 30HM (KOHTEKCTHE MeHI0 30HM>BnacTuBocTi) Bubepitb
HanpsIMOK TEKCTY Y cnagHOMy Cnncky OpieHTauis.

[loknagHiwe nNpo pefaryBaHHs BNaCTMBOCTEN TEKCTY B TEKCTOBUX 30HaX AMB. Y CTaTTi «SK
BiApeaaryBaTu BNACTUBOCTI TEKCTY».

SAK 3MIHNTU KONbOPWU paMOK 30H

1. Biakpwiite gianor HanawTyBaHHA Ha 3aknagui Burnsag (MeHo
CepsBic>HanawtyBaHHS...).

2. Y rpyni O6’ekTn B1bepiTb NOTPiOHMI TN 30HM | B Noni Konip — noTpibHMI Konip.

BukopucTtaHHs wabnoHis 30H

Akwo BaM aoBoanTbCA 06pobNsATU BENUKY KiNbKiCTb AOKYMEHTIB, WO MalTb OAHAKOBY
CTPYKTYpY (Hanpuknaa, GopMn, aHKETK), aHani3 CTPYKTYPU KOXHOro AOKYMEHTa OKpeMOo
BMMara€ 4yacoBux 3aTpar. [/19 eKOHOMIT Yacy BM MOXeTe BMKOHATW aHasni3 TiNbKNW O4HOro
TakKoro AoKkyMeHTa i 36epertv oTpMMaHy po3MmiTKy sk wabnoH 30H. Hagani Bu 3moxeTe
BMKOPWUCTOBYBATW Liei WABMOH ANS NPUCKOPEHHS po3ni3HaBaHHS NoAiGHUX AOKYMEHTIB.

Sk CTBOPUTU LWABNOH 30H:

1. BiakpuiiTe 306paXkeHHs | BUAINITb HA HEOMY 30HM @aBTOMATUYHO abo Bpy4HY.
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2. Y MeHi0 30HM BMbepiTb NYHKT 36epertu Wwa6bsioH 30H... Y Aianosi, Wo BiaKpuBCs,
BKaXiTb iM'a WabnoHa 30H i HATUCHITb KHOMNKY 36eperTy.

YBara! CTBopeHuit WwabnoH 30H MOXHa BUKOPUCTOBYBATU TifIbKW AN AOKYMEHTIB,
OTPUMAHMX 3 TaKMM CaMUM [03BOJIOM, WO i IOKYMEHT, Ha SIKOMY el WwabnoH 30H
CTBOpPIOBABCS.

Sk HaknacTu WabnoH 30H:
1. Y BikHi CTOpPIHKM BUAINiTb CTOPIHKM, Ha SIKi BU XOUYETE HaKMaCTW iCHYIOYMIA LIABMOH.
2. Y MeHt0 30HM BM6epiTb NMYHKT 3aBaHTAXXUTH LWA6/10H 30H....

3. Y piano3i BigkpuTu Wa6n0H 30HM, O BiakpuBcs, BUbepiTh darnn (*.blk) 3 noTpibHUM
pO3TallyBaHHSIM 30H.

4. TepekoHanTecs, WO B rpyni 3acToCcyBaTHU A0 NeEpeMMKaY BCTAHOBIEHO Y MOMOXEHHS
Bu6bpaHuM cTopiHkaMm.

Mopapa. {KwWo BN xoveTe HaknacTn wabnoH Ha BCi CTOpiHKKM AoKyMeHTa ABBYY
FineReader, BCTaHOBITb NepeMuKay B NONOXEHHS YCIX CTOPIHOK.

5. HaTuUCHIiTb KHOMKY BigKpUTW.

Akwo Tabnuuto BUAINEHO HenpaBUbHO
3o0Ha Tabnuua BUKOPUCTOBYETHCS AN NO3HAYeHHs Tabnuub abo TekcTy, Wo Mae Tabnnyny
CTPYKTYpY. SKLO Y npoueci aBTOMaTUYHOro aHanisy tabnuu He 6yno BuAineHo y
BiAMOBIAHY 30HY, BUKOHAWTE L0 npoueaypy BpyYHY.
1. Ha naHeni iHCTpyMeHTiB BikHa 306paxxeHHs BMOEpiTb iIHCTpYMEHT I KypCOpOM MMULLI
BMAINITb Tabnmuo Ha 306paXxkeHHi B paMKy.

2. Y KOHTEKCTHOMY MeHI0 Tabnuui BubepiTb NyHKT AHasi3 CTPYKTYypu Tabnuui, abo

HATUCHITb KHOMKY "= Ha CNJIMBHIM NaHeni iHCTpyMeHTiB 30HM Tabnuusa.

3. Bigpeparyinte oTpuMMaHi pe3ynbTaTi, BUKOPUCTOBYHOUM CMZIMBHY MAHENb iHCTPYMEHTIB,
KOHTEKCTHE MeHto Tabnuui abo KoMaHAW roNOBHOrO MeHIO 30HM.

4. 3anycTiTb Npouec po3ni3HaBaHHA Lie pas.
Bu mMoxeTe npucBoiTh Tun Tabnuusa Bxxe BUAINEHIN 30Hi. 119 UbOro B KOHTEKCTHOMY MEHI0
30HM BMOEpPiITb NYHKT 3MiHUTK TUN 30HM > Tabnuus.

SAKWO B pe3ynbTaTi aBTOMAaTUYHOrO aHani3y CTOpPiHKM po36buBaHHS Tabnuui Ha psaKu i
CTOBMYMKM CTANOCs HeNpaBWbHO, CNPObyMTe BUMNPaBUTU PO3MITKY BPY4YHY i 3aMyCTiTb
po3ni3HaBaHHA e pas.

e 33 4OMNOMOrol KoMaHg MeHi0 30HM i KOHTEKCTHOroO MeHo BuaineHoi 30H1 Tabnuusa su
MOXeTe:

— AHani3 cTpykTypm Tabnuui — BUKOHATM aBTOMATUYHUI aHani3 CTPyKTypu Tabnuui,
wob He ManBaTN BEPTUKANbHI | FOPU3OHTANbHI po3dintoBadi B Tabnuui Bpy4Hy.

— Po36uTH KNiTUHKK, O6'eaHaTn KNiTUHKKN, O6'eaHaTN PAAKKU — CKOperysaTtm
po36uTTS Tabnuui Ha pAaKKU Ta KNITUHKW.

e 3a AOMOMOrOK CM/IMBHOI NaHeNi iIHCTPYMEHTIB ANns BuAineHoi Tabnuui Bu MoxeTe:
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[lopaTt ropusoHTanbHUI/BEPTMKaANbHUIA po3dinoBayd y Tabnuuo, BUAaANUTK po3dintoBadi
Tabnuui, aHanisyBaTu CTpyKTypy Tabnuui, po3butu knitTnHkn tTabnuui, 06’'egHaTH KNITUHKN
abo psaaku Tabnuui.

KnauHiTe Muweto Ha 3041 Tabnuua, i Ha naHeni, Wo 3'aBunacb Haa Heto, BMbepiTb

el ] FH I e | -
BiAMNOBIAHMI IHCTPYMEHT: B | e s [ B

Mopapa. LLo6 BiakNoUNTN peXMM AoAaBaHHS/BMAANEHHS PO3A4iNtoBaYiB, Ha CNUBHIN

naHeni Bn6epiTb iHCTPYMEHT % .
MpuMiTkn:

1. Onepauis po36UTTS KNITUHOK 3aCTOCOBYETLCA TifIbKM A0 paHile 06'eaHaHNX KNITUHOK
Tabnuui.

2. o6 o6’eaHaTi/po36uTn KNiTMHKK abo psaku Tabnuui, cnovaTky BUAINITh iX Ha
306paXkeHHi, a NoTiM BUOEpITb BiANOBIAHWI IHCTPYMEHT abo KOMaHAy MEH!O.

3. Skwo Tabnmusa MiCTUTb KNITUHKM 3 BEPTUKAIbHUM TEKCTOM, TO MOXe 3Haaobutucs
BigpeaaryesaTy BNacTMBOCTI TAKOro TEKCTY.

4. SKWwo KNiTMHKa Tabnuui MiCTUTb TiNbKKM 306pakeHHs, Ha naHeni MapamMeTpu 30HU
(KOHTEKCTHe MeHI0 30HM>BnacTMBOCTi) No3HayTe onuito BBaXaTtn KAITUHKY
306paKeHHAM.

SAKLLO X KpiM 306paXkeHHs1 Y KNITUHLI MICTUTBCSA TEKCT, TO BUAINITb 306paXeHHs! B OKpeMy
30HY BCepeauHi KIMiTUHKK.

HKLIJ,O 306pa)KeHHﬂ BMD,iJ'IeHO HEMNPaBWUJ1IbHO

30Ha 306paxeHHA BUKOPUCTOBYETLCS A5 MO3HAYEHHs intocTpauii um 6yab—saKoi iHWOi
YaCTUHW TEKCTY, SIKY BM XO4YeTe nepeaaTv y po3ni3HaHWUM TEKCT Yy BUMNSAI 300paXKeHHs.
SAKWo y npoueci aBTOMaTUYHOro aHanisy 30bpaxeHHs 6ynun BuaineHi HenpasubHO,
BMKOHaNTE L0 npoueaypy Bpy4YHY.

1. Ha naHeni iHCTpyMeHTiB BikHa 306paxeHHs BMOepiTb iHCTpYMEHT
BUAINITb 306paXkeHHs B paMKy.

I KypCOpOM MwLLi

2. 3anycTiTb npouec po3ni3HaBaHHSA Le pas.

SAKwWwo noBepx 306paXkeHHs pO3MilleHUA TEKCT, ANS NMOKPALLEHHS AKOCTi po3ni3HaBaHHS
BMAINITb MOro y 30Hy ®OHOBE 306paXkeHHS.

=
1. Ha naHeni iHCTpyMeHTiB BikHa 306paxeHHs B16epiTb iHCTPYMEHT IE_TE‘ i KypCOpOM MwuLLi
BMAINITb (POHOBE 306paXKeHHs Y paMKy.
MpumMiTka. SKLWO Ha NnaHeni iIHCTpyMeHTIB BikHa 306paXKeHHs1 HeMa€e NoTpibHOro
iHCTpyMeHTa, aoaanTe 1oro. JoknaaHiwe AvB. «laHeni iHCTpyMeHTIB».

2. 3anycTiTb Npouec po3ni3HaBaHHSA e pas.

Bu moxeTe npuceoiTM Tun 306paxkeHHsA abo PoHOBE 306paXKeHHA YXXe BUAINEHIN 30Hi.
[nsa uboro y KOHTEKCTHOMY MeHIO 30HM BN6epiTb 3MiIHUTKU TUN 30HM>306parxkeHHA abo
doHoBe 306paxxeHHs BianNoOBiAHO.
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SKLIO WTPUX—KOA, Ha CTOPIHLi HE 3HAWUAEHO

3oHa WUTpUx—KOA BUKOPUCTOBYETLCA AN PO3Mi3HaBaHHA WTPUX—KOAIB. SAKLWO BaLl
[AOKYMEHT MICTUTb WTPUX—KOA, i BU XOUeTe nepeaatv Moro He 306pa)keHHsIM, a NepeBECTH
Moro B NOCNIAOBHICTb NiTep i undp, BUAINITL MOro B OKPEMY 30HY i HagauTe i Tun
LUTpux—kop.

MpumMitka. CTaHAapTHO po3ni3HaBaHHS WTPUX—KOAIB BigkatoveHo. LLo6 yBiMKHYTH 1OrO,
Ha 3aknaaui Po3nisHaTtu gianory HanawTtyBaHHs (MeHio CepBic>HanawtyBaHHSA...)
no3HayTe onuito Po3nisaHaBaTU WTPUX—KOAM.

K BUAINMUTU WITPUX—KOA B OKPEMY 30HY i po3ni3HaTu NOro:

1. Y BikHi 306paxxeHHs abo KpynHui nnaH, ytpumytoum knasiwi Ctrl+Shift+Alt,
KYpCOPOM MULLi BUAINITb WTPUX—KOZA Y NPSAMOKYTHY 30HY.

2. 3anycTiTb npouec po3ni3HaBaHHS.

Tunn wTtpux—Koais, nigTpumysaHmx ABBYY FineReader 12:
e Code3of9
e Check Code 3 of 9

e Code 3 of 9 without asterisk

o Codabar

e Code 93

o Code 128

e« EANS

e EAN 13

e IATA20f5

e Interleaved 2 of 5

e Check Interleaved 2 of 5
e Matrix 2 of 5

e Postnet

e Industrial 2 of 5

e UCC-128
e UPC-A

o UPC-E

o PDF417

o Aztec Code
« Data Matrix
e QR code

e Patch code
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Mpumitka. CTaHAApPTHO TMN WTPUX—KOAA BCTAHOBMNEHO Y 3HAaYeHHS ABTOMaTUY4HO, WO
BiAMNOBiAA€E aBTOMAaTUYHOMY BM3HAYEHHIO TUMNY WTPUX—KOAA Nia Yac po3nidHaBaHHA. OagHak
He BCi TUNUW WTPUX—KOAIB MOXYTb BU3HAYATUCA aBTOMATUYHO, i, MOXINBO, AOBEeAEeTbCS
BM6paTK NOTPiIGHMI TUN Ha naHeni MapaMeTpu 30HM.

ABTOMaTUYHO BM3Ha4vatoTbes: Code 3 of 9, Code 93, Code 128, EAN 8, EAN 13, Postnet,
UCC-128, UPC-E, PDF417, UPC-A, QR code.

Sk BigpeaaryBaTu BNacTUBOCTI 30HM

Mig yac BUKOHAHHA aBTOMaTUYHOrO aHanily nporpamMa BUAINSE HA CTOPiHKaxX AOKYMeHTa
30HM Pi3HUX TUNiB(Tabnumui, 306paxxeHHs, TEKCT, WTPUX—KOAM), @ TAaKOX aHanisye
CTPYKTYpPY OOKYMEHTa, BUAINAIOUYM B TEKCTI 3arofI0BKN Pi3HOrO PiBHSA i Taki enemMeHTH
0(POPMNEHHS K KONOHTUTYNK, NigNUcK Ao 306paxeHb i giarpam ToLo.

SKWO BNACTUBOCTI TEKCTY B Aedaknx obnactax tuny Tekct abo Tabnuusa 6yno Bu3HaveHo
HenpaBWbHO, TO BU MOXETE CKOperyBaTu iX BPyUHY.

1. Y BikHi 306paxxeHHs a60 KpynHuii naaH BMAiNiTb 30Hy 1 BigpeaarymnTe ii BNacTmBOCTi
Ha naHeni MapameTpu 30HMU BikHa 306pakeHHs.

Ha naHeni MapameTpu 30HM 334al0TbCA TaKi BNAaCTUBOCTI:
e MoBa — pgoknagHiwe ane. «MoBW JOKyMEHTa»

o Tpu3HauyeHHs — BKA3ye posib TEKCTY, HANPUKIAA, KONOHTUTYN, BUHOCKA TOLLO
(Tinbkn Ans 30HK TeKcT)

o OpieHTauis — foknagHiwe aMB. «SAKIWO BePTMKaNbHMIN abo iHBEPTOBaAHMIN TEKCT He
6yno po3nizHaHO»

o Twun apyKy — AoknagHiwe ame. «Tun apyKy»

o IHBepcia — poknagHiwe amB. «SKLWO BEpTUKANbHUIA abo iIHBEPTOBaHWI TEKCT He
6yno po3nizHaHO»

o HanpsmMok iepornidiyHoro Tekcry — aoknagHiwe amse. «0cobnmeocTi poboTtu 3
MOBaM# 3i CKNagHUM NMUCbMOM>»

MpumiTka.

a. BukopucToByiiTe kHonku |/ *| ans nepeMilleHHst maHenso BNacTUBOCTel,
AKLLO WMPMHA BiKHa 306paKeHHs He A03BONSE 6a4nMT BCIO NaHeNb 3
B/TACTUBOCTSAMM Bipasy.

B. [esKi BNacTMBOCTI TEKCTY MOXHa 3MiHIOBATU 3 KOHTEKCTHOIO MEHIO 30HN TeKCT.

Micna BHeCeHHs1 HeO6XiAHMX 3MiH 3anyCTiTb PO3Mi3HaBaHHS Lie pas.

SIKLO B TEKCTi HEKOPEKTHO BiA0bpaXkaeTbCs WPUPT
AKWO y BikHIi TEKCT 3aMiCTb AesdKMX NiTep CTOATb 3Ha4YKKN «?» abo «o», nepesipTe
BMKOPWUCTOBYBaHi WPUPTU: BOHU MOBUHHI MICTUTK BCi CUMBOIN MOBW AOKYMEHTA.

Bu MoxeTe 3MiHUTK WpudT Yy BXE po3ni3HaHOMY AOKYMEHTI, HE 3anycKalun npouec
po3ri3HaBaHHA LWe pas.

AK 3MIHUTU WPKUDT, AKLIO Y BaC HEBENUKUIA AOKYMEHT:
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1. Buainitb ab3al, y SKOMy HEKOPEKTHO BiaobpaXkaeTbCs WpnaT.
2. Y MOro KOHTEKCTHOMY MEHI0 BUGEpiTb MYHKT BAacTuMBOCTI.

3. Ha naHeni MapaMeTpu TEKCTyY Yy CNMCKY WpUdTiB BU6EpPITb WPUQT.
Buainennit ab3au 6yae BinobpaxkaTncst BKa3aHWUM LIPUGTOM.

AK 3MIHUTU WPUDT Y BENNKOMY AOKYMEHTI, B IKOMY (pOopMaTyBaHHS TEKCTY BU3HAYEHO
CTUNAMHU:

1. Y meHio Cepsic B1bepiTb NyHKT PepakTop CTUiIB....
2. Y pianosi PepakTop CTUiiB, WO BiAKPUBCS, BU6EPITb CTW/b | 3MiHITb LWPUPT.

3. HaTtucHiTb kHONKy OK.
BnactusocTi ctunio 6yae 3MiHeHo. BeCb TeKCT, popMaTyBaHHS SIKOr0 BU3HAYEHO LM
ctuneM, 6yae Bigobpa)katncst BKa3aHUM LLUPUPTOM.

YBara! Y gokymeHTi ABBYY FineReader, po3nisHaHOMYy abo BiagpeaaroBaHOMY Ha iHLWOMY
KoMN'loTepi, MOXe HEKOPEKTHO BifobpaXkaTucs po3nisHaHui TekcT. [epekoHanTecs, Wo Ha
BalLOMY KOMM'tOTepi iHCTanboBaHO WPUGTH, SKi BUKOPUCTOBYIOTLCS B LbOMY [JOKYMEHTI.

SKWO Yy BUXIAHOMY IOKYMEHTI € AeKOopaTUBHI (HecTaHAapTHI)

LIpUPTH

SAKWO y BaWOMYy AOKYMEHTI BUKOPUCTOBYIOTLCS AEKOPATUBHI WpudTn abo TpannsiTbes
cneuianbHi cuMBonn (Hanpuknag, oKpeMi MaTeMaTUyHi CMMBONK), ANS NONINWEHHS SKOCTI
poO3ni3HaBaHHSI PEKOMEHAYETbCS BUKOPUCTOBYBATU pexvuM Po3ni3HaBaHHSA 3 HaBYaHHAM.

MpumMmiTka. B iHWKX BUNagKax po3ni3HaBaHHS 3 HABYAHHAM BUKOPUCTOBYBATU HeE
PEKOMEHAYETHLCS, OCKiIbKM BUTPATU Ha HaBYaHHS 6yayTb NepeBulLyBaT OTPUMaHUNI
BUrpaLl AKOCTi pO3Mi3HaBaHHS.

Y pe3ynbTaTi HaBYaHHSA CTBOPKOETLCS €TaNOH JiTep, WO 3yCTpivyaloTbCa B TeKCTi. Llew
€TaNoH Yy NoAasnblOMy BUKOPUCTOBYETLCS Nig Yac po3ni3HaBaHHS OCHOBHOro obc¢csry TeKcCTy.

e BukopuCTaHHSA eTanoHa KopucTyBaya
o CTBOpeHHS i HaBYaHHS eTanoHa
e Bubip etanoHa ana pobotu

o PeparyBaHHS eTanoHa

BUkopucTtaHHA eTanoHa KopucTyBaya
K po3ni3HaTN AOKYMEHT, BUKOPUCTOBYIOUM €TaNOH KOPUCTyBaya:

1. BiakpuiiTte gianor HanawTyBaHHA (MeHio CepBic>HanawTyBaHHS...) Ha 3aknaaui
Po3ni3sHaTh.

2. Y rpyni HaB4aHHA BCTaHOBITb NepemMukay y NofoxXeHHs BUKOPpUCTOBYBaTH TiJIbKK
€TaJ/IOHM KOpUCTyBaua.

MpumiTka. AKWo Ha uin 3aknaaui Big3HauMTK onuito BukopucroByBaTu B6yaoBaHi
€TaJIoOHU Ta eTaJIOHN KOpPUCTyBaua, TO B Npoueci po3ni3HaBaHHA nporpama byae
BMKOPUCTOBYBATMW SIK KOPUCTYBaUbKi, Tak i BOyaoBaHi eTanoHu.

3. HaTtucHiTb kHONKy PepakTop eTasoHiB....
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4. Y piano3i PegakTop eTanoHiB, L0 BiaKPUBCS, BUOEPITh €TANOH AN poboTw i 3akpuiiTe

Apianor.

5. Y ronosHoMy BikHi ABBYY FineReader HaTUCHiTb KHONKY Po3ni3HaTK.

CTBOpEHHA | HaBYaHHA eTanoHa
o6 HaBunTK eTanoH cumeonis abo niraTyp:

1. BigkpwuiiTte gianor HanawTtyBaHHA (MeHio CepBic>HanawTtyBaHHS...) Ha 3aknaaui

Po3nizHaTm.

2. Y rpyni HaB4aHHA BCTaHOBITb NEpEMMKAY Y NONOXEHHS BUKOpUCTOBYBaTU B6yAOBaHi

€TaJIOHM Ta eTAaJIOHM KOPUCTyBaua ab0 BUKOPUCTOBYBATH TIJIbKU ETAJIOHU
KOPUCTyBaua.

3. BigmMmiTbTe onuito Po3nisHaBaHHSA 3 HABYAHHAM.

4. HaTucHiTb KHOMKY PepakTop eTasioHiB...
MpumMiTka. [Ina a3iaTCbKMX MOB HaBYaHHS eTaloHiB KOPUCTYBada He MiATPUMYETbLCS.

5. Y pianosi PepakTop eTasnoHiB, LWO BiAKPWBCS, HAaTUCHITb KHOMKY HOBMM...
6. Y gpiano3i CTBOpUTH eTasIoH , LU0 BiAKPUBCS, BBEAITb iM'A eTanoHa v HaTucHiITL OK.

7. HatucHitb kHonky OK y giano3i PepakTop eTanoHiB, nNoTiM kHonky OK y aianosi
HanawTyBaHHS.

8. Y BikHi 306paxeHHs HaTUCHITb KHOMKY Po3ni3HaTw.
SAKLO B NPOLIECi po3ni3HaBaHHs 3yCTPIHETbCS HEBIAOMMIN CUMBOJI, BiAKPUETLCS Aianor
[AopaBaHHSA WAa6OHY i3 306paXKeHHsM LbOro CUMBOJTY.

JofaeaHHs WaBnoHy ?

LabnaH: Patterni

m

Axo B LA pamui MiICTHTECA YACTHHA CHMBOMY 00 YaCTHHK CyCi AHIX
CHMEOMNIE, TO 33 AOMNOMONOHD MHWI 00 KHOMOK << Ta >> NepeTArHITE T | <% FF
MEM TaK, Wof v parui BvE TinbKK 0AKH CHMEDN,

BES4iTE CHMEOMN, BHAINEHHH pamMKom; I'Il| Aoaath

EdherTH
[ ] #empriia [ |Haapsaxoeii
[ ] kvpove [ 1niaprakoemi

Hazan MponyCTHTH SaKkpHTH

9. HasuiTb eTanoH cuMmBoniB abo niraTtyp.

JliraTypy — ue NoeAHAHHS ABOX YN TPbOX CMMBOJIB, SIKi Yepe3 0cob6nBOCTI iXHbOrO
HaKpeCneHHs1 HEMOX/IMBO PO3A4INUTU Nif Yac HaBYaHHS i SKi o4pa3y HaB4yalTbCs 5K
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KOM6iHauia cumBonis. HaByaHHS niratyp BiAbyBa€eTbCA Tak CcaMo, 5K i AOAABAHHS OKPEMUX
CUMBONIB.

MpumMiTKa. SKWOo BaM BaX/IMBO Y po3ni3HaBaHOMY TeKCTi 36epertun 306paxeHHs WwpudTy,
BEPXHih ab0o HMXHIN iHaeKkcK, BUBepiTb BianoBiaHi onuii B rpyni EpekTn.

Y npoueci HaBYaHHSA BU MOXETEe MNOBEPHYTUCS A0 peAaryBaHHs nonepeaHboro CMMBONY.
[ns uboro HaTUCHITb kKHONKY Ha3aa. Y uboMy BMMNaAKy OXOMOBaNbHUIA NPSAMOKYTHUK
NOBEPHETbLCS Ha NonepeaHto NO3uLit0, a OCTAHHIO CTBOPEHY Napy «306paXKeHH — CUMMBO»
6yae BunyyeHo 3 etanoHa. KHonka Hasapa aie B Mexax O4HOro cnosa.

YBara!

o HaByaHHS MOXUIMBE TiNbKKN AN CUMBOSIB, WO BXOAATb A0 andasiTy MOBU. SKLIO BK
HaBYa€ETe NporpamMy CMMBONIB, SIKi He MOXXHa BBECTU 3 KNaBsiaTypu, TO ANS iXHbOro
No3HayYeHHS MOXXHA BUKOPUCTOBYBATU KOMbGiHaUIi 3 ABOX CMMBOIB, abo BN MoOXeTe
cKkonitoBaTH HeobXiaHWI cuMBON 3 BcTaBUTH CMMBON (BiAKPUBAETLCS NIC/IS HATUCKAHHS

KHOMKK ")),

e B ogHoMmy eTanoHi moxe Mictutuca o 1000 HoBux cumBoniB. OgHaK He cria CTBOPIOBaTH
3aHaaTo baraTo niraTyp, TOMy WO Lie MOXEe HEraTMBHO NMO3HAUUTUCA Ha SKOCTI
po3ni3HaBaHHS.

Bubip etanoHa ans pobotu
MNporpama ABBYY FineReader n03BONSIE BUKOPUCTOBYBATU €TaNOHM ANS AKICHIWOro
po3ni3HaBaHHA AOKYMEHTIB.

1. Y meHio Cepsic B1bepiTb NyHKT PepakTop eTasoHiB....

2. Y pianosi PepgakTop eTanoHiB, L0 BiAKPUBCS, 3i CMMCKY iCHYIOUMX eTanoHiB BUbepiTb
MOTPI6HWI | HATUCHITL KHOMKY BubpaTw.

Mig yac poboTn 3 eTanoHaMu iCHYIOTb Taki 0CO6NBOCTI:

1. 306pakeHHs1 AesaKnX CUMBOSIB HE PO3PI3HAIOTLCS CUCTEMOIO PO3Ni3HABAHHS |
3iCTaBNAOTLCS 3 SIKUMOCb OAHUM cuMBosIoM. Hanpuknag, npamuii ('), nisun () i npasuii ()
anoctpodu 36epiraloTbCs B €TaNOHi K 306paxeHHs NpsMoro anoctpoda. TaknuMm YMHOM,
nicns po3nisHaBaHHSA B TEKCTi HIKOMM He 3'ABUTbCS MpaBuiA Y NiBUIM anocTpod, xoya nia
Yyac HaB4YaHHS 6ynn BKasaHi came Ui CUMBONM.

2. [nsa pesikmx 306paxkeHb pilleHHS Npo Te, SIKMM CMMBOJIOM Y PO3Mi3HAaHOMY TEKCTi Moro
3iCTaBUTK, NPUIMAETLCS HAa OCHOBI 3arasibHOro aHanisy po3nisHaHoro TekcTy. Tak,
HanpuKnag, pilleHHs Mpo Te, YN € CUMBOJT, O NO3HAYAETLCS KPY>XXEUKOM>» , NiITEPOI0 «0>»
4n UMPPOIO HyIb, CUCTEMA NPUMMAE 3a/1IEXKHO Bif, TOrO, YN 3HAXOASTLCSA MOPYM iHWI uMdpu
abo nitepw.

3. CTBOpEHUI eTaNloH MOXHA BUKOPUCTOBYBATM TiflbKM AN1S PO3Mi3HaBaHHSA TEKCTIB, SiKi
BMKOPWUCTOBYIOTb Ti CaMi WPUT i po3Mmip WpndTY i SKi BiACKAHOBAHO 3 TIEK XX pO34iSIbHOK
30aTHICTIO, IO M AOKYMEHT, Ha SIKOMY Liel eTasloH CTBOPIOBABCSI.

4. Bu MoxeTe 36epert CTBOpEHWUI eTanoH ansa poboTu 3 iHWMMK aokyMeHTammn ABBYY
FineReader. 1ns uporo 36epexiTb hann eTanoHis i MoB. [loknagHiwe AnB. «[JOKyMeHT
FineReader».

5. Mg yac nepexoay A0 po3ni3HaBaHHS TEKCTIB, HAAPYKOBaHUX iHWKM LWpUdTOM, He 3abyabTe
BIAKNOUMTK eTanoH. [ns uboro Ha 3aknagui Po3nisHaTtv gianory HanawrtyBaHHA
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(MeHto CepBic>HanawTtyBaHHS...) BCTAHOBITb NepeMnKay y nosioXKeHHS
BukopucroByBaTH Tilbku B6yfOBaHi eTaNoHM.

PepnaryBaHHs eTanoHa

MepLl Hix 3anyckaTy po3ni3HaBaHHS i3 WONHO CTBOPEHUM €TasloHOM, PEKOMEHAYETLCS
nepernsiHyTW eTanoH i, akwo 6yae noTpibHO, BiapeaarysaTtu oro. LiuM BM 3BeaeTe Ao
MiHIMyMYy MOMWJIKM pO3ni3HaBaHHS, SKi MOXYTb BUHUKHYTU Yepe3 HenpaBuibHO HaBYEHWN
eTanoH. ETanoH Mae MicTUTK Tinbku wini cumBonu abo niratypu. Cumeonu, obpizaHi 3 Kpais,
i CUMBOIM 3 HENpaBW/IbHUMK NITEPHUMK BigNOBIAHUKAMW CNif BUAANNTW 3 eTasIoOHa.

1. Y meHio Cepsic B1bepiTb NyHKT PepakTop eTasnoHiB....

2. Y piano3i PepakTop eTanoHiB, WO BiaKPYBCS, BU6EPiTb NOTPIGHMI €TaNOH i HATUCHITb
KHonky PeparyBsarTwm....

3. Y pianosi LLa6noH kopucTyBaua, WO BiaKpMBCS, BUOEPiTb CUMBOS | HATUCHITb KHOMKY
MapameTpm.

Y pianosi, wo Bigkpuecs:
e Y noni CuMBOAN BBEAiTHL NiTEPY, AKa BiAMNOBIAAE CUMBOIY;

e Y noni EpekTn BKaXxiTb NpaBU/IbHE HAKPECNEHHSI: KYPCUB, HaMiBXUPHWI, BEPXHI
abo HWXHIN iHaeKkcw.

LLlo6 BMaanuTn HenpasBubHO HABYEHi CUMBO/IN HATUCHITb KHOMNKY BuaannuTun y gianosi
LLa6noH kopucryBsaua.

SKLWo B TeKCTi 6baraTto cneuianbHUX TEPMIHIB

lig yac po3ni3HaBaHHA CUCTEMaA NEpPEBIPAE C10BA 3@ C/IOBHMKOM. AKLWO B po3ni3HaHOMY
TekcTi 6araTo cneuianbHUX TEPMIHIB, CKOpoYeHb abo Ha3B, MOXHa NiABULLNTU AKICTb
po3ni3HaBaHHA, AOAABLK 1X A0 C/IOBHUKA.

1. Y meHio Cepsic B1bepiTb NyHKT Mepernsp C/I0OBHUKIB....

2. Y piano3i CIOBHMKM KOPUCTYBaua, LU0 BiAKPUBCS, BUOEPiTb MOBY M HATUCHITb KHOMKY
MNMepernsag....

3. Y pianosi CNoBHHUK, LU0 BiaKpuUBCS, HabepiTb CNOBO i HAaTUCHITL KHOMKY JloaaTn abo
BMAINITb CNOBO M HAaTUCHITb KHOMKY BuganuTtw.

SlKWo nogasaHe CNOBO BXe € y C/IOBHUKY, CUCTEMa nornepeanTb Bac npo Le.

Bu MoxxeTe iMNopTyBaTu CIOBHMKU KOPUCTYBaya, CTBOPEHI Yy nonepeaHix sepciax ABBYY
FineReader (9.0, 10 11). Ang uboro:

1. Y meHio Cepsic B1bepiTb NyHKT Mepernsp CNOBHUKIB.... [lani BnbepiTb MOBY CNOBHUKA i
HaTUCHITb KHONKy Mepernsag....

2. Y pianosi CNOBHHMK, LU0 BiAKPWBCS, HAaTUCHITbL KHOMKY IMNOPT... i BU6epiTh dannm 3
po3wWwunpeHHsaM *.pmd, *.txt abo *.dic.

SKLLO YaCTUHY CMMBOJIIB HE BAAN0CA PO3Mi3HATH
Y npoueci po60oTu nporpama CNMpaEeTbCA Ha 3HAaHHS NPO MOBY, 3a3HAYeHY SK MOBY
AOKYMEHTa. SKLO B AOKYMEHTI 6araTto HENpUMpOAHUX KOHCTPYKLUIN, Hanpuknag, apTuUKynis,
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MOXe BUSBUTUCS, LO MOBA pO3Mi3HaBaHHA HE MiCTUTb YaCTUHY CMMBOJIB, WO
BUKOPUCTOBYIOTHCS B TEKCTi. Y LbOMY BUNAAKY BUHUKAOTb NoMunku. MNepen
po3ni3HaBaHHSAM NOAIGHOro AOKyMeHTa HeobxigHO CTBOPUTM HOBY MOBY, sika byae MicTUTH
BCi BUKOPUCTOBYBAHI B TEKCTi cumBonn. Bu Tak caMo MoxeTte o6’egHaTh iCHyto4i MOBU B
HOBY rpyny i nig 4yac po3nisHaBaHHS MigKAIOUYMTU caMe iX.

Sk CTBOPUTU HOBY MOBY

1. Y meHio Cepsic B1bepiTb NyHKT PepakTop MOB...
2. Y pianosi PegakTop MOB HaTUCHITb KHONKY HOBMA...

3. Y gianosi, Wo BiAKpMBCS, BCTAHOBITb NepeMukad y rnonoxeHHss CTBOpUTU HOBY MOBY Ha
niacraBi HasABHOI, BN6epiTb MOBY, Ha OCHOBI SIKOi BU CTBOPIOETE HOBY, i HATUCHITb KHOMKY
OK.

4. BigkpuveTbca gianor BanactuBocTi MOBM. Y LbOMY [liano3i BU3HaYTe BCi HeOOXiaHi
napameTpu:

a. IM’q HoBOI MOBMW.

b. Y noni bazoBa MoBa Bka3aHO MOBY, Ha OCHOBI SIKOi BU CTBOPKETE HOBY MOBY. Y
LbOMY MoNi BigobpaXkaeTbCa MOBa, iKYy BM 0bpanu B Aianosi BnacruBocTti MOBU. Y
CNaiHOMy CMUCKY BU MOXeTe BUbpaTu iHWY MOBY.

Cc. A6eTka MOBM 3a3HayeHO andasiT MOBMW, HAa OCHOBI SIKOi BU CTBOPKOETE HOBY MOBY.

HaTucHiTb kHonky "/, wob BiapeaarysBaTh andasirt.

d. CnoBHMK, skuit 6yae BUKOPUCTOBYBATUCS CUCTEMOIO NSt PO3ri3HaBaHHS Ta
nepesipK1 po3ni3HAHOro TekCTy. MoXnuBi Taki BapiaHTu:

e Hi
He nigkntoyaT CNoBHUK A0 MOBMW.

« B6ynoBaHuK CNOBHUK
BMKOPUCTOBYETLCA CMOBHMK, O MNOCTABASETHCA 3 MPOrPaMolo.

o CnoBHMK KOpUCTYBaua
LL{o6 HanOBHMTM CMOBHUK ab0 MiAKMIOYMTN CTapuii CNIOBHMK KOPUCTYBaya
abo TekcToBuin dhann y ANSI-koayBaHHi (CnoBa NMoBWUHHI ByTy po3aineHi
npobinamun abo iHWKMMK CUMBONAMK, HE BKIKOYEHUMU A0 andasiTy),
HaTWUCHITb KHOMKY BniacTUBOCTi...

Mpumitka. Mig Yac nepesipkn opdorpadii CNOBHMKOBI CNOBa MOBM KOPUCTYBaya He
BUAINAKTBLCS, AKLWO B TEKCTi BOHU 3YCTPISINCA B TOMY BUMNG4i, B SKOMY BOHW 3aZaHi B
CNOBHUKKY, abo B CTaHAApPTHOMY BUrNS4i: BCiMa ManeHbKMMK, BCiMa BEIMKUMW NiTepamu, 3
BENINKOI niTepun.

Burnap cnosa y [AonycTuUMi BapiaHTU HanucaHHA
CJIOBHUKY C/NIOBa B TEKCTI
abc abc, Abc, ABC
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Abc abc, Abc, ABC
ABC abc, Abc, ABC
aBc aBc, abc, Abc, ABC

e Perynsipunit Bupas

Bn MoxeTe CTBOPUTU CITIOBHMK MOBU KOPUCTYBaya, BUKOPUCTOBYIOUM

perynspHi Bupasu.

e. Bu MoxeTe BKazaTn 0OAATKOBI BNACTUMBOCTI MOBW. NS LbOro HAaTUCHITb KHOMKY

JAonaTtkoBso...

Y piano3i [lopaTKoBi BTACTUBOCTi MOBM BU MOXETE BKa3aTU:

o CuMBONK, 9Ki MOXYTb 3yCTpivaTUCA Ha no4vaTky abo B KiHUi cnoBa

e HeniTepHi cumMBONM, AKi NULWYTLCS OKPEMO Bif CNiB

o BkazaTu irHopoBaHi CMMBOMN, SIKi MOXYTb 3YCTpiYaTUCA BCepeanHi cnoBa

o CuMBONYK, AKi HarNeBHE He MOXYTb 3YCTPIYaTUCA B TEKCTaX, AKi
PO3Mi3HaOTLCA 3 MiAKIOYEHHSM L€l MOBK (3ab0pOHEHI CMMBON)

e Onuito TeKCT MOXKe MICTUTHU apabcCbki Ta pUMCbKi Lndpm i

abpesiaTypu

5. Micng Toro, K MOBY CTBOPEHO, BMGEpITH ii ANs po3ni3HaBaHHS.

CraHpgapTHO MOBY KopucTyBaya byae 36epexeHo B nanky gokymeHTa FineReader. Bu Takox
MoXkeTe 36eperTn BCi MOBM Ta eTanoHn B oauH ¢dann y rpyni ETanoHm i MmoBu
KOpUCTyBaua Ha 3aknaaui Po3nisHaTtu gianory HanawTtyBaHHSA (MeHI0

Cepsic>HanawTtyBaHHS...).

K CTBOPUTU HOBY rpyny MoOB

AKwWwo nig vac pO3I'Ii3HaBaHH9| TEKCTiB BM 4acTo BMKOPUCTOBYETE AeAKE CNONy4YeEHHA MOB,

ANS 3pYYHOCTI MOXHa 06’egHaTh Ui MOBKU B rpyny.

1. Y meHio Cepsic BubepiTb NyHKT PegakTop MOB....

2. Y pianosi PepgakTop MOB, L0 BiAKPUBCS, HAaTUCHITL KHONKY HOBUM....

3. Y piano3i HoBa MoBa abo rpyna MoB, L0 BiAKpUBCS, BU6epiTb NyHKT CTBOPUTU HOBY

rpyny MoB i HaTuCHITb OK.

4. BigkpuveTbCcs gianor BnacTMBoCTi rpyny MOB.
Y uboMy aianosi 3agavite iM’a rpynu i BUGepiTb NiaKIHOYEHI MOBW.

MpumMiTka. Bu MoxeTe BKasaTu CMMBOJIN, SIKi HANEBHE HEe 3yCTpivaloTbCs B
po3ni3HaBaHOMY AOKYMEHTi. BKa3zaHHSA Taknx CUMBONIB MOXe CYTTEBO 36inbWNTUN WBUAKICTb
i HaAINHICTb po3ni3HaBaHHA. [ns Uboro y gianosi BNacTuBOCTi rpynu MOB HAaTUCHITb
KHOMKYy JlopaaTKoOBO... i B Aiano3i [loaaTKoOBi B/IAaCTUBOCTI rPynM MOB BBeZiTb
BianoBigHi cuMBoNM B Nofie Buny4veHi 3 po3nizHaBaHHA CUMBOJIN.

5. HaTtucHitb kHonky OK.
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CTBOpeHa rpyna 3'aBUTbCs Y cnagHoMy cnncky MoBu AOKYMEHTa Ha roJioBHil naHeni
iHCTPYMeHTIB.

CraHgapTHO rpyny MoB KopucTyBaya byae 36epexeHo B nanky AokymeHTa FineReader. Bu
TaKOX MoXeTe 36epertTu BCi MOBU Ta eTasioHM B oauH dann y rpyni ETasioHn i MOBM
KOopucTyBaua Ha 3aknagui Po3nisHaTtu gianory HanawTtyBaHHS (MeHI0
CepBic>HanawTtyBaHHSA...).

Mopapa. KombiHauiio MOB BM MOXeTe BKka3aTu 6e3anocepeaHbo y CragHOMYy CMUCKY MOB
BikHa CTOpPIHKM.

1. Y cnagHoMy cnncky MoBu foKyMeHTa BMOepiTb NyHKT IHWI MOBM....

2. Y piano3i PegakTop MOB, LU0 BigKpUBCS, NO3Ha4YTe NyHKT Bka3aTun MoBuU
po3ni3HaBaHHSA BPYU4HY.

3. BwubepiTb NOTPi6HI MOBM i HATUCHITL KHOMKY CKacyBaTM.

SAKLWO BEPTUKANbHUA abo iHBEPTOBAHUN TEKCT HE PO3Ni3HABCH
Po3ni3HaHMI TEKCT MOXe MiCTUTK BaraTo NOMUNIOK Yepe3 Te, Wo 6yno HenpaBuIbHO
BM3HAY€HO OpieHTaLit0 TekCTy abo TekcT 6yB iHBepTOBaHMM (CBITININ TEKCT HAa TEMHOMY

doHi).
Sk po3ni3HaTV BepTUKaNbHWUA abo iIHBEPTOBAHMUI TEKCT:

1. Y BikHi 306paxeHHs BMOepiTb 30HY abo KNITMHKY Tabnuui, sika MiCTUTb BEPTUKaSIbHUM
abo iHBepTOBaHWI TEKCT (CBITNIMM TEKCT HAa TEMHOMY (DOHI).

2. Ha naHeni MapaMeTpu 30HM LbOro X BikHa (KOHTEKCTHE MeHI0 30HU>BnacTmuBocTi)
BMbepITb:

e Y cnagHoMy cnvcky Hanpsimok ieporicgiyHOro Tekcry BMbepitb HanpsiMok
TekcTy abo

e Y cnagHoMy crnivcky IHBepcis Bubepitb NyHKT IHBEPTOBAHO.

3. 3anycTiTb Npouec po3ri3HaBaHHSA e pas.
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[epeBipka U pegaryBaHHS

Pe3ynbTaT po3ni3HaBaHHSA Big0bpaXKaeTbCs y BikHi TEKCT. Y LUbOMY BiKHi HEBMNEBHEHO
po3ni3HaHi CMMBOJIN BUAINAITLCA KONbOPOM. TOMY BM Nlerko NOMIiTUTE MOXJ/IMBI MOMWUIIKK, i
iXHE BUMNpaBNeHHs He 3aliMe 6araTto 4acy.

Bu MoxeTe peaaryBaTv OTPUMaHUIN AOKYMEHT ik 6e3nocepeaHbo Y BikHI TE@KCT, Tak i 3a
aonomoroto BbyaosaHoro aianory MNMepesipka (MeHioCepBic>TepeBipka...), Skui
[AO3BOJISIE NepernagaTv HeBneBHEHO PO3Mi3HaHi coBa, 3HaxoanTn opdorpadivyHi NOMUIIKHK,
A0oJaBaTu B CNNOBHUK HOBI C/OBaA.

ABBYY FineReader Takox ao3Bonsie peaaryBatv 0OpM/IEHHS OTPMMAHOro AOKYMEHTA.

Bu MoxeTe opMaTyBaTU OTpMMaHi pe3ynbTaTu y BikHi TEKCT 3a JONOMOroK KHOMOK,
pO3TalOBaHUX Ha rONOBHIN NaHeni iHCTpyMeHTiB i Ha naHeni MapaMeTpu TeKcTy
(KOHTEKCTHe MeHlo BikHa TekcT>BnacTtusocTi).

MpumMiTka. Y npoueci po3nisHaBaHHSA B AOKYMEHTI BUAINAOTbLCA CTUAI. YCi BUAINEeHi cTuni
BigobpaxatoTbcs Ha naHeni NMapameTpm TekcTy. Peaaryoun CTUi, BU MOXETE NIerko
3MiHOBaTK popMaTyBaHHS, WO 3aCTOCOBYETLCSA A0 TEKCTY. YCi BUKOPUCTOBYBaHI CTUI
MOXYTb 6yTu 36epexeHi y pasi 36epexeHHsa TekcTy y dopmat DOCX/ODT/RTF.

[lepeBipka po3ni3HAHOro TEKCTY

Bu MoxeTe pefaryBaTv OTpMMaHUI OKYMEHT sik 6e3nocepeaHbo Yy BikHi TEKCT, Tak i 3a
ponomoroto BbyaosaHoro aianory MNMepesipka (MeHioCepBic>TepeBipka...), Skui
[I03BOJISIE NepernaaaT HEBMEBHEHO pO3Mi3HaHi CnoBa, 3HaxoanTn opdorpadivyHi NOMUIKK,
floaBaTu B C/IOBHWUK HOBI C/0Ba.

[NepeBipKa Yy BikHi TeKCT
Y BikHi TeKCT BM MOXeTe nepeBipuTH, BigpeaarysaTtu 1 BiadopmaTyBaTh pe3ynbTaTu
po3ni3HaBaHHA.

MNaHenb iHCTpyMeHTiB BikHa TE@KCT MICTUTb KHOMNKK ANs nepesipku opdorpadii y BikHi

TekcT. CkopucTamTecs iHCTpyMeHTaMu » / & ANSA NepemilleHHsa 4o
HaCTynHoro/nonepeaHbOro HEBNEBHEHO PO3Mi3HAaHOro CNOBa YM CMMBOMY. AKLWO

.

HEBMEBHEHO PO3Mi3HaHi CUMBOJIN HE BUAINIEHO KOJIbOPOM, HAaTUCHITb KHOMKY - Ha naHeni
iHCTpyMeHTiB BikHa TeKcCT.

[na nepeBipkn HEBMEBHEHO PO3Mi3HAHOro C/10Ba Y BikHi TeKCT:

1. KnauHitb Ha cnoBi y BikHi TeKCT. Y BikHi 306pakeHHs 6yze BUAINEHO 30HY, B AKil
3HaX0AMTLCSA Le CI0BO, a Y BikHi KpynHuA nnaH MoxHa nobaunTy 36inbLlieHe
306paXkeHHs cro.a.

2. SKwo HeobxiaHo, BigpeaarymTe cnoBo Y BikHi TEKCT.
Q

Mopapa. [Jns BCTaB/IeHHS HeKIaBiaTypHUX CUMBOJTIB HATUCHITb KHOMKY Ha naHeni

iHCTpyMeHTiB BikHa TeKCT abo BukopucTtaiiTe gianor Mepesipka.

Llei MeToa 3pyYHMit Ansi NOPIBHAHHSA BUXiAHOTO i OTPUMAHOMO AOKYMEHTIB.

IHCTpyMeHTU Anst hopMaTyBaHHS TEKCTY pO3TallOBaHi Ha:
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o [laHeni iHCTpyMeHTIB BikHa TekcT

TEXT |Body text (24 v }'—“," Style || Microsoft Sans Serif w6 “« A A B I U X2 NIEIE = = =
o [laHeni MapaMeTpym TEKCTY (KOHTEKCTHE MeHIO BikHaTeKCT>BnacTuBOCTI).
MpumMiTka. BukopucTtosyiTe kHonkn |/ "l ans nepemilieHHs naHenno BNacTUBOCTEN,
AKWO WKPUHA BikHa TeKCT He A03BOMSE 6aunTh BCIO NaHenNb i3 BAACTMBOCTSMU MOBHICTIO.
[NepeBipka TeKCTy B Aianosi [epeBipka
MNMporpama ABBYY FineReader no3Bonsie nepeBipUTU HEBNEBHEHO pO3Mi3HaHi CoBa 3a
ponomoroto BéyaosaHoro gianory NMepesipka. LLlo6 BigkpuTh M0Oro, Ha rofloBHiM NaHeni
. . . Mn i . .
IHCTPYMEHTIB HAaTUCHITb KHOMKY £ Nepesipka abo B MeHio Cepsic B1bepiTb KOMaHAY
Mepesipka...
MNepesipka ?
L — R
HeMac y CNOBHUKY EaplaHTH SAMIHK:
This product includes software developed by the Open 550 Project
for use in the Open S50 Toolkit. open's
{hitp:fhaneewe openssl.orgd). This product includes cryptographic openSUSE
software written by Eric voung (eay@cryptsoft.com).
©1995-2011 The & | Project. All rights reserved.
Arial vi 85 v BT UXX:0 i .
MponyCTHTH BCE AoaaTH A0 CNOBHKES SAMIHHMTH SaMIHHTH BCE
125% v + — CKacyBEaTH onuit.. SaKkpHTH

BrvkopucToByloun gianor nepesipku, BU MOXETE:

e [lponyctuTtu BuaineHe cnoBo, He 3MiHIOKYM MOro. AN UbOro HaTUCHITb KHOMKY
MponycTuTun.
Mpw LbOMY 3i CNI0Ba 3HIMAETLCA BUAISIEHHSI KOJTbOPOM.

e 3aMiHUTW BMINEHE CNOBO OAHWM i3 3aMNpOrNoHOBAHWX BapiaHTiB. [ns UbOro HAaTUCHITb
KHOMKY 3aMiHUTK.

o [lopaTtu BuAineHe C/10BO A0 COBHUKA. NS LbOro HATUCHITb KHOMKY JlogaTty Ao
C/IOBHMKa.
Y ubOMy BMMNAAKY nig Yac noaanbLioi nepesipkn opdorpadii, SKWO Le CoBo 3yCTPiHETHCS
B TEKCTi, BOHO He bye BBaXaTucs NOMUIKOBUM.

e 3MiHUTK bOpMaTyBaHHS TEKCTY: WPKUMT, MOro Po3Mip i HAKPEC/IEHHS.
e Jlopatn HeknasiaTypHi cuMBOAW. [N LbOro HATUCHITb KHOMKY & i Bu6epiTb BcTaBUTH

CMMBOJIM... Y [ianosi, Wo BiaKpuBCS, 3i cnagHoro cnucky MigMHOMXKUHa B1bepiTb Habip,
B IKOMY MICTUTbCS NOTPIGHWIA BaM CUMBOJI, HANPUKNa, rpeLbknid andasiT abo no3HaveHHs
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rpowwoBMX oANHULb. 1OTIM ABiYi KNauHiTh Ha CMMBONI. B Takox MoXxeTe AoAaTu CUMBOI,
BKa3aBLUM B TeKCToBOMY nosi Kog cuMmBony koa cumeony B Unicode.

Mopapa. SKWo BN xouyeTe 3MIHUTM NapaMeTpu NepeBipKN TEKCTY, HaTUCHITb KHOMKY
onuii... Y aianosi, Wo BigKpMBCS, NO3HaYTe NOTPIGHI onuii.

Ans iepornipiyHMx MOB ANa HEBMNEBHEHO PO3Mi3HaHUX CMMBOJB BaM 6yae 3anponoHOBaHO
BiAMOBIAHI 3@ HAaNMCAHHAM BapiaHTu iepornidis.

Nepesipka ?
eI G g AN A LRl
HeeneeHeHo poznizHaHi CMMBONK BapiaHT posnizHagaHHA:

TEEE ! —HraEaELEN - B
EEEEE  BRNG R ﬁ_‘TtTuﬁTﬁn
R AE

BT B B RAESE tl: /FF

ingLi 0.5 : M
ffingLill w v B I UX X Q KHTaRckKa TPaaHLiAHa

MpomCTHTH MponyCTHTH BCE AoaaTH A0 CNOEHKES SAMIHHMTH SaMiHUTH BCE

175% v + — CKacvEaTH onuii. .. SaKkpHTH

BMKOpPUCTaHHA CNOBHUKIB KOPUCTYBaya

Mig yac po3ni3HaBaHHA CUCTEMa NepeBIPSE C10BA 3@ C/IOBHMKOM. SKWO B pO3ni3HaHOMY
TekcTi 6araTo cneuianbHUX TEPMIHIB, CKOpoYeHb abo Ha3B, MOXHa NiABULLNTM SKICTb
po3ni3HaBaHHA, AO4ABLWN IX A0 C/IOBHUKA.

MpumiTtka. Us QyHKUIOHANbHICTb NiATPUMYETLCS TiIbKW ANS MOB 3i C/TOBHUKOBOIO
NiATPUMKOIO.

LLlo6 nopaTt cnoBo A0 CNOBHUKA:

o Y pianosi Mepesipka (MeHio CepBic>TepeBipka...) HaTUCHITL KHOMKY [lopaTn A0
CNOBHMKaA, abo

e Y BikHi TeKcT BMbOEpIiTb Y KOHTEKCTHOMY MEHIO C/ll0Ba KOMaHay [loaaTu 4O C/IOBHUKA.

Mpumitka. Mig yac gogaBaHHA CnoBa NepekoHanTecs, Wo MOBY CNOBHMKA BUOpaHO
npaBu/bHO.

dopMaTyBaHHSA TEKCTY 3a AOMOMOIo CTUNIB

Mia yac posnizHaBaHHA TeKcTiB nporpama ABBYY FineReader BigHOBMIOE CTUNI Ta
¢dopmMaTyBaHHS BMXiAHOro AOKYMeHTa. s po3ni3HaHOro AOKYMeHTa CTBOPHOETHCSA
BianoBigHa iepapxia cTunie. Y pa3si notpebu B MOXeTe nepernsaaTtv i pegaryBatn CTui
[OKYMEHTa, a TaKoX CTBOPIOBATWU HOBI CTWUAI AN popMaTyBaHHS OTPMMAHOIO TEKCTY Y BiKHi
Tekcr.

Sk 3acTocyBaTu CTUb A0 BUAINEHOro pparMeHTa TEKCTY:
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1. Bwainite TekcToBMIN DparMeHT y BikHi TEKCT.
2. Y MOro KOHTEKCTHOMY MEHI0 BUGEpiTb MYHKT BAacTuMBOCTI.

3. Ha naHeni MapameTpwm TeKCTy, WO Biakpunacs, y cnucky CTuab BUGepiTb NOTPIGHMI
CTUNb.

Mpumitka. Mig yac 36epexeHHs TekcTy y ¢dopmat DOCX/ODT/RTF yci BUKOPUCTOBYBaHi
CTUNI MOXYTb 6yTn 36epexeHi. loknagHiwe ane. «36epexeHHs aAns noaanblioro
pefaryBaHHs».

K 3MiHUTK, cTBOpUTKN abo 06’egHaTn CTUNI:

1. Y meHio CepBic B1bepiTb NyHKT PepakTop CTuiiB...

2. Y piano3i PegakTop cTUIB, WO BiAKPUBCS, BUOEPiTb NOTPIGHWI CTUIb i 3MiHITb MOro
napameTpu (HasBy CTUAILO, WPUMPT, po3MIp WPUPTY, CTUb HANUCAHHS WPUPTY,
MiXKNITEPHUIA iHTepBan, MacwTab).

3. LLo6 cTBOpUTH HOBWUI CTWUMb, HATUCHITL kKHOMKY HoBMiA. CTBOpeHUn cTunb byae AodaHo 4o
CMUCKY HasiBHUX CTUAIB. 3aaaiiTe HEOOXiAHI NapaMeTpu ANisi HOBOMO CTUIILO.

4. LWob6 ob’egHaTtn cTuni, BubepiThb AeKinbKa CTUNIB i HATUCHITb KHOMKY 06'eagHaTU.... Y
Aianosi, Wo BiaKpMBCS, BUGEPITb CTUNb, Y SIKMIA NOTPIGHO 06'eaHaTN BUBpaHi cTui.

5. Micns Toro, SiK BU BHECNM HEOOXiAHI 3MiHM, HAaTUCHITL KHOMNKY 36eperTu.

Bu MoxeTe nepemiwysaTncs dparMeHTaMn TEKCTY 3 BKa3aHMM CcTuneMm. Ans uboro B Aianoasi
PepakTop cTuniB B16epiTb NOTPiOHMI CTUNL | BUKOPUCTOBYNTE KHOMKKN MonepeaHin
¢pparment/HactynHuit pparmeHnr.

PenaryBaHHs rinepnocuiaHb

MNporpama ABBYY FineReader po3ni3Hae TeKCT i BIAHOBOE agpecy rinepnocunaHHs B
KiHLEBOMY AOKYMEHTI. Yci 3HaWAeHi rinepnocmMnaHHa BUAINSOTLCS CUHIM KOJTbOPOM i
NigKpeCneHHaM.

Mig yac HaBeageHHS Kypcopa Ha rineprnocuiaHHg y BikHi T@KCT BUMHUKAE CrJIMBHA MigKaska 3
ii agpecoto. 1ns nepexoay 3a NOCUIAHHSIM CKOpUCTanTecs KoMaHao BigkpuTu
rinepnocunaHHA B ii KOHTEKCTHOMY MeHI0 abo HaTUCHITL knasiwy Ctrl i kKnauHiTb
NMOCU/IAHHS NiBOK0 KHOMKOIO MULLI.

Sk popatwn, Bigpeaarysatv abo BUAANUTU rinepnocuiaHHS:
1. Y BikHi T@KCT BMAINITb TEKCT rineprocuiaHHs.

2. LLo6 BMaanuTuK rinepnocunaHHsa 3 IOKyMeHTa, B MOro KOHTEKCTHOMY MEHI0 BUBEpITb
KOMaHay BupanuTtu rinepnocuiaHHs.

3. Lo6 nopatv abo BigpeaaryBaTy rineprnocuniaHHs, y Moro KOHTEKCTHOMY MeHI0 BUEepITb
komaHay FinepnocunaHHA... ab0 HaTUCHITb Ha NaHenNi IHCTPYMEHTIB BikHa TE@KCT KHOMKY

@ . Y piano3i PeparyBaHHS rineprnocusiaHHs, L0 BIAKPUBCS, BU MOXETE:
a. Y noni TeKcT rinepnocuiiaHHA BiApeaaryBaTh TEKCT rineprnocuiaHHs.
b. Y rpyni 3B’a3aTn 3 Bnubpatn/3aMiHUTK TUN riNepnOCUNAHHS:

o Beb—crTopiHka — W06 CTBOPUTY FiNeprocuniaHHs, sike BKa3lye Ha Beb—
CTOPIHKY.
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Y noni Appeca BBeAiTb agpecy Beb—CTopiHkM (Hanpuknag,
http.//www.abbyy.ru).

o ®dain — wob cTBOpUTH rineprocunaHHs, Ske BKasye Ha dann.
LLlo6 BnbpaTu ann, Ha sk BGyae BkazyBaTV MOCUIAHHS, HATUCHITb KHOMKY
Ornsaa... (Hanpuknag, file://D:/MyDocuments/ABBYY FineReaderGuide.pdf).

o EnekTpoHHa nowTta — W06 CTBOPUTY rinepnocunaHHs ANs HaACUIAHHS
€/1eKTPOHHOI0 SINCTa 3a BKa3aHOK aApecolo.
Y noni Appeca BBeAiTb aApecy eNeKTPOHHOI NowTu (Hanpuknaa,
mailto.office@abbyy.com).

PeparyBaHHs Tabnvub
MNporpama ABBYY FineReader no3Bonsie pegarysaTu po3nidHaHi Tabnuui y BikHi TekcT. Bu
MOXeTe BMKOHATW Taki Aii:

o 0O6’egHaTV KNITUHKK Tabnuui.

Kypcopom mMuwi BUAINITb KNITUHKK Tabnuui, sKki BM xoueTe 06’egHaTH, NOTIM Y MEHI0
PeparyBaHHA Bnb6epiTb koMaHay O6'eaHaTH KNITUHKKM Tabnuui.

e P0O36UTK KNITUHKM Tabnuui.

KnauHiTe KypcopoM Muui y KNiTUHUI Tabnudi, a noTiMm y meHio PeaaryBaHHsA Bnb6epiTb
KoMaHay Po36uTtn KNniTUHKK Tabnuui.

YBara! KoMaHaa 3acTOCOBYETLCS TiflbKM A0 paHiwe o6’egHaHmX KNiTMHOK Tabnuui.
e O6’egHaTtu pagkv Tabnuui.

KypcopoM mMuwi Buainite pagkn tabnuui, ski Bun xouete 06’egHati, NOTIiM y MEHIO
PeparyBaHHs BnbepiTb koMaHay O6'eaHaTn paaku Tabnuui.

e« Bupanutn BMICT KNITUHKWN.
Buainite KNiTUHKY (@60 Aekinbka KNiTUHOK), BMICT SIKOi BU XO4YeTe BMAANUTHU, | HATUCHITb

knasiwy Del.

MpumMitka. CTaHAapTHO Ha NaHeni iIHCTPYMEHTIB HEMAE IHCTPYMEHTIB ANa pefaryBaHHS
Tabnuub. Bn MoxeTe goaatn NOTpibHI KHOMKK Ha NaHeNb iHCTPYMEHTIB 3@ AONOMOro
pianory HanawTyBaHHS naHesied iHCTPYMEHTIB i rapsuux knasiw (MeHio
CepBic>HanawTtyBaHHA NaHeneu i rapsaumx Knasiul...).

Ak npuxoBaTh KOHMIAEHUINHY iHdopMaLito
3a ponomoroto ABBYY FineReader 12 BM nerko MoxeTte NpuMxXoBaT KOH@iAeHUINHY
iHbopMauito y po3ni3HaHOMY TeKCTi.

1. Y menio Cepsic B1bepiTb koMaHay PexxnmM LleH3ypa abo Ha ronoBHiin naHeni
IHCTPYMEHTIB HaTUCHITb KHOMKY =
2. Y BikHi TeKcT 3aapbyinTe MapkepoM iHpopMaUito, sIKy BU XO4YeTe NpUXoBaTH.

Mopapa. Skwo B NnomunkoBo 3adapbyBanu 3aliBi CUMBONKN, BM MOXETE CKacyBaTu
OCTaHHI0 Aito, HaTucHyBwK Ctrl+Z abo kHonky CkacyBaTM Ha roJIOBHIM naHeni
iHCTpYMeHTiB.

65



MocibHnk kopuctyBada ABBYY FineReader 12

3. 36epexiTb AOKYMEHT.

Y pe3ynbTaTi B AOKYMEHTI, SKMIN MICTUTb pO3Mi3HaHWWA TEKCT, Ha Micui 3adapboBaHmMX
cumBoniB 6yayTb Kpanku. SKwo BubpaHui popmaT 36epexxeHHs1 A03BOJISIE BU3HAYATH
KONbOPpW TEKCTY N OHY, TO Ue 6yayTb YOPHi MPSAMOKY THUKM.

LLlo6 BuinTK 3 pexumy LleH3ypa, BUKOHANTE OAHY 3 Aii:

e Y meHio Cepsic Bnbepitb kKoMmaHay Pexxum LleH3ypa uie pas;

e Ha ronoBHi naHeni iHCTPYMEHTIB HATUCHITb KHOMKY |
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LInTyBaHHA KOHTEHTY 3 LOKYMEHTIB

ABBYY FineReader n03BONSE KOMitOBaTK TEKCT, 306paXxeHHs1 1 Tabnuui 3 AOKYMEHTIB B iHLUI
AoAaTtku. MOXNUBICTb UMTYBaHHSA KOHTEHTY He 3aNeXuTb Bif TUMY AOKYMEHTa: BU MOXeTe
KonitoBaTu 6yab—aKy iHpOpMaUitlo 3 BiACKAHOBAHMX CTOPIHOK i 306pa)eHb 6e3
po3ni3HaBaHHS BCbOro AOKYMeHTa i KOHBepTauii B peaaroBaHi opmaTtu. BugineHa
iHpopmauis konitoeTbca B 6ycdep 06MiHy 11 MOXe 6yTn BUKOpUCTaHa B goAaTkax, Lo
NiATPMMYIOTb KOMaHAY «BCTaBUTU 3 Bydepa 0O6MiHy».

LLlo6 ckonitoBaTn TeKkCT, Tabnuuto abo 306paxeHHs:

3.

o . . i  |= il .-
Y BikHi 306pa)eHHsA 3a JONOMOIro iIHCTPYMEHTIB “—, , =\ abo -+ BWAINITb 30HY,
SIKYy XOo4eTe ckonitoBaTu B bydep 06MiHy.

Y KOHTEKCTHOMY MeHio B1bepiTb koMaHay Po3ni3HaTy i koniroBaTn TekcT B 6ycep

06MiHy ab0 HaTWUCHITb KHOMKY = Ha CM/IMBHIN NaHeni iHCTPyMEHTIB.

BcTaBTe ckoniioBaHMI TeKCT, Tabnuuto abo 306paxkeHHs B MOTPiOHWMIA A0AATOK.

LLlo6 36eperTu Kislbka CTOPIHOK:

1.
2.

Buainitb NOTPibHiI CTOpiHKK Y BikKHi CTOPIHKM!.

Y KOHTEKCTHOMY MeHI0 BMbepiTb NyHKT 36epertu BubpaHi ctopiHku sik abo Mepepatun
BM6GpaHi CTOPIHKM [O... | BUGEPiTb 40AATOK, Y KU NOTPIOHO BCTAaBUTK PO3Mi3HaHi
CTOPIHKW.
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36epexxeHHs pe3ynbTaTiB

Pe3ynbTaTu po3ni3HaBaHHSA MOXHa 36epertu y dain, nepeaaTty y 30BHiLWIHIA 40AATOK,
ckonitoBaTtn y 6ycdep 0bMiHy 6e3 36epexeHHs Ha AUCK abo HaaicnaTn enekTPOHHO
NnowToK. By TakoX MoXeTe HajicnaTu pe3ynbTaTu po3ni3HaBaHHSA Ha aApecy Ha cepBepi
Kindle.com, 3 sikoro nicns KOHBEPTYBAHHS BM 3MOXETE 3aBaHTaXXUTU JOKYMEHT Ha CBIlt
npuctpin Kindle. 36epertu MoXxHa BCi CTOpiHkK AokyMeHTa ABBYY FineReader abo Tinbku
BMbpaHi.

YBara! [1na Toro wob pe3synbTtaT MakCMManbHO BiAMNOBiAaB BalIMM O4YiKyBaHHSM, Chif
YyBa)XHO MOCTaBUTUCS A0 BMBOPY onuin 36epexeHHs.

Sk 36epertu po3ni3HaHWUW TEKCT:

1. Ha ronoBHili naHeni iHCTpyMeHTiB y cnucky OcopMNeHHs BOKYMEHTA BMOEpiTb peEXUM
36epexxeHHs opopMNIEHHS AOKYMEHTa 1 e/leMEHTU Ha CTOPIHUI, siki 6yae 36epexeHo.
MpumMiTka. N5 KOXHOro pexuMy 36epexeHHs opopMIeHHsS Bka3aHi opMaTy, B SKUX
IOro MOXXHa BUKOPUCTOBYBATM.

Pexxnmmn 36epexeHHs:

a. TouHa konisi
[lo3BoNSIE OTpUMATK AOKYMEHT, 0popMAeHHs SiKoro 6yae NOoBHICTIO BignosiaaTu
opuriHany. PekoMeHayeTbCA BUKOPUCTOBYBATU A1 LOKYMEHTIB 3i CKIagHUM
ocbopMeHHSM, HanNpuknaa, peknamHmx 6powyp. OaHak uei pexuM He nepeabayae
BHECEHHS 3HAYHWUX NPaBOK Y TEKCT i 0(hOpPMIIEHHS.

b. Konis, wo peaaryerbcs
[lo3BONSIE OTPUMATU AOKYMEHT, OPOPMIIEHHS IKOrO MOXE HECYTTEBO BiAPI3HATUCS
BiA opuriHany. [JokyMeHT, OTPMMaHWi 3a JOMOMOIOI LibOrO PEXWUMY, NErko
peaaryerbcs.

c. dopMaToBaHUM TEKCT
B oTpuMaHOMy AOKYMeHTi 36epexyTbCsl HanucaHHs Ta po3Mmip wpudTy, po3buska
Ha ab3aum, ane He 36epexyTbCa po3MilleHHS 06'eKTiB Ha CTOPIHLI Ta MiXXpAAKOBI
iHTepBanu. TakuM YnMHoM, Byae OTPMMaHO CyUiNbHUI TEKCT i3 BUPIBHIOBAHHSIM 3a
NiBUM KpaeM. [Ina TeKCTy, B IKOMY MOPSAAOK YNTaHHA CnpaBa Haniso, BUPIBHIOBAHHSA
6yne 3a NpaBuM KpaeM.

MpumiTka. byab—aKuii TEKCT i3 BEPTUKANIbHOK OPIiEHTAUIE B LbOMY pexuMi byae
BinobpaXkaTucs ropusoHTanbHO.

d. 3BuuYaiiHuit TekcT
Y UbOMY pexuMi hopMaTyBaHHS TEKCTY HE 36epeXeThbCs.

e. IHyuka konis
[o3sonse otpumatn HTML—A0KyMeHT, B KoMy 36epiraeTbcs npnbnunsHe
pO3MilLleHHs1 06’eKTiB Ha CTOpIHLI.

2. Ha 3aknapgui 36eperTtu gianory HanawtyBaHHS MOXHa BM6paTn napameTpu
36epexeHHsa ans BubpaHoro dopmarty. [o3HayuTe NoTpibHi NnapaMeTpy Ta HATUCHITb KHOMKY
OK OK.

3. HaTucHiTb CcTpinky npaBopyuy Big kHOMkM 36eperTy Ha ronoBHi NaHeni iHCTPYMEHTIB i
BMOEPiTb NOTPIBHMIM NYHKT abo cKopUCTanTecs KoMaHAaMu MeHio dain.
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Mpumitka. MNMporpama ABBYY FineReader no3sonsie 36epiratn 306pa)keHHsi CTOPIHOK.
[oknagHiwe amB. «36epexeHHs 306paXKeHHS CTOPIHKU»,

Cnucok nigTpMMyBaHUX AoAaTKiB
e Microsoft Word 2003 (11.0), 2007 (12.0), 2010 (14.0) i 2013 (15.0)
e Microsoft Excel 2003 (11.0), 2007 (12.0), 2010 (14.0) i 2013 (15.0)

e Microsoft PowerPoint 2003 (11.0) (3 nakeTom 3abe3neyeHHs1 cymicHocTi Microsoft Office
ans ¢opmartis dannis Word, Excel i PowerPoint 2007), 2007 (12.0), 2010 (14.0) i 2013
(15.0)

e Apache OpenOffice Writer 3.4, 4.0
o Corel WordPerfect X5, X6
o Adobe Acrobat/Reader (8.0 i Buwe)

MpumMiTtka. [na akHavkpalwoi cymicHocTi ABBYY FineReader 3 HazBaHMMM BuLLe AoAaTKaMM
PEKOMEHAYETbLCS IHCTaNoBaTK AN HUX BUNYLLEHI OHOBMIEHHS.

Mporpama ABBYY FineReader no3sonsie 36epertu pe3ynbTaTu po3ni3HaBaHHS B Pi3Hi
peaaroBaHi opmaTtu. Bubip popmaTy 1 napameTpiB 36epexeHHs, 3aNeXnTb Bif TOro, sk Bu
NNaHyeTe BUKOPUCTOBYBATM PO3Mi3HaHMIM AOKYMEHT Hazani.

o 3b6epexeHHs ookyMeHTIiB y popmatn DOCX/ODT/RTF
o 3b6epexeHHsi npe3eHTaUin y ¢dopmaT PPTX

e 36epexeHHs NpocToro TekcTy y dopmat TXT

®opmat DOCX/ODT/RTF
Sk 36epertun TekcT y ¢dopmat DOCX/ODT/RTF:

e HaTucHiTb Ha cTpinky 6ins KHonkn 36epexxeHHs pe3ynbTaTiB i BUbepiTh 3i cnucky dopmat
36epexxeHHs. AKwo NoTpibHOro opMaTty B CNMCKY HeMae, BUbepiTb NyHKT 36epertu B
iHwWi popMaTMm..., i B aianosi 36epexerHs, WO BiAKPUBCS, BUBEPiTb NOTPIGHMI dopMmaT.
Bu Takox MoxeTe 36epert JOKYMEHTU, BUKOPUCTOBYIOUM KOMAHAY MEHIO
®dain>36epertm AOKYMEHT sK i BUbpaBLiM NoTpibHMI dopmar.

Mopapa. Y pa3i noTpebun BN MOXETe HanawTyBaTn Ao0AATKOBI NnapamMeTpun 36epexeHHs Ha
3aknaaui 36epertn>DOCX/ODT/RTF gianory HanawTtyBaHHSA (MeHI0
CepBic>HanawtyBaHHA...).

Lisa 3aknagka MiCTUTb Taki rpynu HanawTyBaHb:

OcdopMneHHs AOKYMEHTa
Bubip pexunmy 36epexeHHs opopMIEHHS 3anNexXuTb Big Toro, sk Bu byaete
BMKOPWUCTOBYBATWU CTBOPEHUIN AOKYMEHT Haaani:

a. TouHa Konisi
[103BONSIE OTPUMATK AOKYMEHT, OPOPMNEHHS SKOro Byae NOBHICTIO BiANOBIiAaTH oOpuriHany.
PekoMeHAYETbCS BUKOPUCTOBYBATU AN AOKYMEHTIB 3i CKNagHWM O(DOPMIIEHHSIM,
Hanpuknaga, peknaMHux 6powyp. OaHaK Len pexxuM He nepeabdbavyae BHECEHHS 3HAYHMX
MpaBoOK y TEKCT i 0DOPMAEHHS.
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b. Konis, wo peparyerbcs
[l03BONSIE OTPUMATK AOKYMEHT, OPOPMNEHHS SIKOrO MOXE HECYTTEBO BiAPI3HATUCS BiA
opuriHany. [JOKyMeHT, OTPUMaHMI 3a AOMOMOIOIO LIbOr0 PEXMUMY, NIENKO peaaryeTbCs.

c. ®opMaTOBaHWUI TEKCT
B oTpvMaHOMY AOKYMeHTi 36epexyTbCs HanncaHHsa Ta po3Mmip wpudTy, po3brBka Ha
ab3aum, ane He 36epexyTbCs po3MilLeHHS 06'eKTiB Ha CTOPIHLI Ta MiXXPSAAKOBI iHTepBanu.
TakuM 4nHoM, Byae OTPMMaHO CyLiNTbHUIA TEKCT i3 BUPIBHIOBAHHAM 3a NiBUM KpaeM. Ans
TEKCTY, B SIKOMY MOPSIAOK YMTAHHS CnpaBa HaniBo, BUPiIBHIOBAHHS Byae 3a NpaBMM KpaeM.

MpumMiTkKa. byab—aKuii TEKCT i3 BEpTUKaNbHOK OpIEHTALIEI0 B LIbOMY pexuMmi byae
BinobpaxkaTucs ropusoHTanbLHO.

d. MpocTuin Tekcr
Y LbOMY peXxuMi MoXKHa 36eperTu TinbKn HaKpecneHHs WpudTy, SKWO BU6paHO Lo onuito
36epiraTv HaniBXXMPHUKA WIPUPT, KYPCUB i NiAKPECNIEHHSA B NPOCTOMY TEKCTI.

Po3Mip nanepy ctaHpapTHUM
Bu MoxeTe BkasaTu po3Mip nanepy, akui 6yae BUKOPUCTAHO Mig Yac 36epexeHHs
pe3ynbTaTiB po3ni3HaBaHHS.

TekcT

o 36epiratn nepeHoOCH Ta NOAIN Ha PAAKKN
Mig yac 36epexxeHHs1 po3Mi3HaHOro TEKCTY MOAIN Ha paaKku byae TakuM caMuMm, SIK Ha
BUXiAHOMY 306paXkeHHi.

o 36epiraTtu noain Ha CTOPiHKMK
Mig yac 36epexeHHs po3ni3HaHOro TEKCTY MOAIN Ha CTOPIHKKM Byae TakuM caMmM, SIK Ha
BMXIOHOMY 306paXkeHHi.

o 36epiratn HomMepu psakiB
Hymepauito psaakis y po3risHaHOMy TeKCTi byae 36epexeHo, aKWo BoHa byna y BUXigHoOMy
[IOKyMeHTi. HoMepu paakis 36epiraoTbCs Y BUNAAI BPi3KK, SKa He 3MIHIOETLCS Mif Yac
peaaryBaHHS TEKCTY.
MpumMiTtka. Lisa QyHKUIS 4OCTYynHA TiNbku B pexunMax 36epexxeHHst opopmMieHHs TouHa
konis i Konis, WwWo peparyerbcs.

o 36eperTtv KOIOHTUTYJIN | HOMEpPYU CTOPIHOK
Y pas3i 36epexeHHs1 po3ni3HAHOro TEKCTY byae 36epexxeH0 KONOHTUTYIM 1 HOMEpU
CTOPIHOK.

o 36epiraTv HaniB)XMPHUIA WIPUPT, KYPCUB i NiAKPECIEHHS B MPOCTOMY TEKCTI
Y pasi 36epexeHHsi B pexuMi MpocTrit TeKcT byae 36epexxeH0 HaKpeCneHHs WpndTy.

o 36epiraTtu konip QoHy i nitep
Y po3ni3HaHOMy TeKCTi byae 36epexxeHo BUXiaHWUI Konip 6yKB i (oHy.

MpumMitka. Akwo Ha 3aknagui PosnisHaTtu gianory HanawTtyBaHHA (MeEHI0
CepBic>HanawTtyBaHHA...) 6yno BiaKIOUYEHO BUSBNIEHHS €NeMeHTIiB 0(pOpPMIEHHS
AOKyMeHTa (KOMIOHTUTYNIB, BUHOCOK, 3MiCTy, HYMEpPOBAHUX CNUCKIB), TO Ui eneMeHTn byae
36epexeHo y BUrnsaai OCHOBHOMO TEKCTY.

AIKiCTb MasIlOHKIB

AKLLO pO3Ni3HaHWN TEKCT MICTUTb BENNKY KiNbKICTb iNOCTpaLUii, To po3Mip KiHueBoro ganny
MOXe ByTu ayxe BenuKUM. SAKicTb 306paXXeHb i po3Mip OTpMMaHoro ganny 3anexaTb Bia
BMOPAHOro 3Ha4yeHHs y CrnagHOMy CNUCKY rpynu SAKICTb 306paeHb.
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Mopapa.

e [1ns Toro wob 3agatv napameTpu 36epexeHHs 306paxkeHb, BU6epiTb NyHKT IHWe.... Y
AianorosoMy BikHi MapaMmeTpu 36epexeHHs, WO BiaKpunocs, BubepitTb NOTPiGHI
3HAYEHHS 1 HAaTUCHITb kKHoMKy OK.

e SKWO BM He xo4yeTe 36epirath intoCcTpaLii B po3ni3HaHOMY TEKCTi, NepeKkoHanTecs, Lo
onuito 36epiraTn MasItOHKM HE NO3HAYEHO.

AopaTKkoBO

Mo3HauTe onuito BuAinaTn HeBNeBHEHO po3ni3HaHi CUMBOJIU, SKLIO BM MA€ETE HaMip
pefaryBaTu po3ni3HaHui TekcT y Microsoft Word, a He y BikHi TekcT nporpamu ABBYY
FineReader. dkuwo us onuis BigMivyeHa, BCi HEBNEBHEHO poO3ni3HaHi cnmBonn byae BuaineHo
KONbOpOM Yy nporpami Microsoft Word.

Mopapa. Konip BUAiINEHHA HEBNEBHEHO PO3Mi3HAHMX CMMBOJIIB MOXHA 3MIHUTW Ha 3aknaaui
Burnsp s gianosi HanawTtyBaHHsA (MeHo CepBic>HanawTtyBaHHS...).

®opmat PPTX

Sk 36epertn TekcT y ¢opmat PPTX:

e HaTucHiTb Ha cTpinky 6ins KHonku 36epexxeHHst pe3ynbTaTiB Ha rofI0BHIM NaHeni
IHCTpyMeHTIB | BU6epiThb 3i cnncky dopmaT 36epexeHHs. Skwo noTpibHoro opmaTty B
CNUCKY HeMae, BMbepiTb NYHKT 36epertu B iHWI pOpMaTHU..., i B Aianosi 36epexxeHHs,
L0 BiAKPMBCS, BUOEPiTb NOTPiIOHMI popMaT. B Takox MoxeTe 36epert JOKYMEHTH,
BMKOPWCTOBYIOUM KOMaHAy MeHio dann>36epertu AoKyMeHT ak>lpe3eHTauis
Microsoft PowerPoint.

Mopapa. Y pa3i noTpebu BN MOXETE HanawTyBaTn A0AATKOBI onuii 36epexeHHs Ha
3aknaaui 36epertu>PPTX gianory HanawTtyBaHHs (MeHi0 CepBic>HanawTtyBaHHS...).
Lia 3aknagka MiCTUTb TaKi rpynu HanawTyBaHb:

TekcT

o 36epiraTti noain Ha papaku
Mig Yac 36epexxeHHs po3ni3HaHWI TeKCT byae po3buTo Ha psAKM Tak caMo, SIK | BUXiaHE

306pakeHHs. SKLO L0 ONLito HE MO3HAYeHO, TO BECb PO3Mi3HaHWUI TEKCT Byae 3anncaHo B
OOMH PSIOOK.

o [lepeHocuTH No cnosax
Po3ni3HaHMi TeKCT Hyae BMiLLEHO 3a LWMPMHOK TEKCTOBOro 6510Ky cnanga.

e 36epiraTvn KOJIOHTUTYNN
Mia yac 36epexxeHHs1 po3ni3HaHOro TEKCTY byae 36epexxeHo KONOHTUTYNN.

AKicTb 306pakeHb

SAKLWO po3ni3HaHMI TEKCT MICTUTb BENKY KiNbKIiCTb iNt0CTpauii, To po3Mip KiHueBoro danny
MOXe ByTu ayxxe BeNMKUM. SAKiCTb 306paXxxeHb i po3Mip oTpuMaHoro dainy 3anexarb Bia
BMOPaAHOro 3Ha4YeHHSs Yy cnagHOMy CNKUCKY rpynun AAKiCTb 306paeHb.

Mopapaa.
e [1ns TOro wob 3MiHUTM NnapameTpu 36epexeHHs 306paxkeHb, BUbepiTb NyHKT IHWe.... Y

AianorosoMy BikHi MapaMmeTpu 36epexeHHs, WO BiaKpunocs, BubepiTb NOTPIiGHI
3HAYeHHS | HaTUCHITb KHOMKY OK.
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e SKLWO BM He xo4eTe 36epiraTy intocTpadii B po3nisHaHOMY TEKCTi, MepeKkoHanTecs, Lo
onuito 36epiraT 306paxeHHs He NO3HA4YeHO.

®opmMmat TXT

Sk 36eperTtu TekcT y dopmat TXT:

e HaTucHiTb Ha cTpinky 6ins KHonku 36epexxeHHst pe3ynbTaTiB Ha rofI0BHIM NaHeni
IHCTPYMeHTIB i BUbepiTb 3i CNnCKy dopMaT 36epexxeHHs. AKwo noTpibHoro opmaTty B
CNUcKy HeMae, BubepiTb NyHKT 36epertu B iHWI popMaTHU..., i B Aianosi 36epexeHHs,
Lo BiAKpUBCA, BMOepiTb NOTPiOHNMI popMaT. Bu Takox MoxeTe 36eperti AOKyMEHTH,
BMKOPUCTOBYIOUM KOMaHAy MeHio Pdaun>36epertm QOKYMeHT sk>TeKCToBUM
AOKYMEHT.

Mopapa. Y pasi noTpebu BM MOXeTe HanawTyBaTh AOAATKOBI onuii 36epeXXeHHs Ha
3aknagui 36epertu>TXT gianory HanawTtyBaHHA (MeHio CepBic>HanawTtyBaHHS...)..
Lla 3aknagka MiCTUTb Taki rpynu HanawTyBaHb:

OcdopMneHHs AOKYMEHTa
Bubip pexnmy 36epexeHHss ohopMIeHHS 3anexuTb Big TOro, Sk Bu bygete
BMKOPUCTOBYBATM CTBOPEHUW AOKYMEHT Haaani:

a. dopMaTOoBaHMH TEKCT
B oTpuMaHOMy AOKyMeHTi 36epexeTbcs po3bueka Ha ab3aum, ane He 36epexeTbcs
pO3MiLLiEHHS 06'EKTIB Ha CTOPIHLI 1 MibXpsiaKoBi iHTepBanu. KpiM Toro, 36epexeTtbcs
30BHILLHIN BUrnsa Tabnuup i BiacTynu naparpadis 3aBasiku popmaTyBaHHIO Npobinamu.
TaknMM YMHOM, Byae OTPMMAHO CyLiNIbHWUI TEKCT i3 BUPIBHIOBAHHSIM 3a NiBUM KpaeM. [ns
TEKCTY, B IKOMY MOPSIAOK YMTAHHSA Crpasa Haniso, BUPiBHIOBaHHSA Oyae 3a NpaBUM KpPaeM.

MpumMiTka. byab—sKkniAi TEKCT i3 BEpTMKaNbHOK OpIEHTALIE B LbOMY pexumi byae
Bifobpa)kaTnca ropmsoHTanbHo.

b. MpocTui Tekcr
Y uboMy pexuMi hopMaTyBaHHSA TEKCTY He 36epexeTbCs.

TekcT

o 36epiraTtu noain Ha paAKu
Mig Yac 36epexxeHHs po3ni3HaHWI TeKCT byae po3buTo Ha psAKM Tak caMo, SIK | BUXiaHE
300paXkeHHs. SKLLIO Ler NYHKT He No3Ha4YeHo, TO KOXeH ab3al, po3nisHaHoro TekcTy byae
3anncaHo B OAWNH PSAAOK.

e Po3ainaTn CTOpiHKM CUMBOJIOM KiHUS CTOPIHKM (#12)
Min Yac 36epeXkeHHs po3ni3HaHWI TEKCT Bye NOAINEHO Ha CTOPIHKM Tak caMo, SIK i BUXiAHE
306paXkeHHs.

e Po3pinaTtn ab3aum nyctumm pagkamMm
Mig yac 36epexxeHHs ab3aum po3ni3HAHOro TeKCTy byae po3aineHo NOPOXHIMU psaKaMM.

e 36epiraTv KOJIOHTUTYNN
Mia yac 36epexxeHHs1 po3ni3HaHOro TEKCTY byae 36epexxeHo KONOHTUTYNN.

KoayBaHHA

Mporpama ABBYY FineReader aBTOMaTu4HO Niabupae KOAOBY CTOPIHKY. SAKLWO BU Xo4veTe
3MIHUTWU KOAOBY CTOPiHKY, BU6epiTb NOTpibHE 3HAUYEHHS Yy CcnagHOMY CMUCKY B cekuii
KoayBaHHSA.

ABBYY FineReder no3sonsie 36epertn enekTpoHHi Tabnuui B popmatax XLSX, XLS i CSV.
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®opmaTtn XLSX i XLS
Sk 36epertu TekcT y dopmat XLS/XLSX:

e HaTucHiTb Ha cTpinky 6ins KHonku 36epexxeHHs1 pe3ynbTaTiB Ha rofI0BHIMN NaHeni
IHCTPYMeHTIB i BUbepiTb 3i CNnCKy opMaT 36epexxkeHHs. AKWwo noTpibHoro opmaTty B
CNUCKY HeMae, BMbepiTb NYHKT 36epertu B iHWI popMaTMU..., i B Jianosi 36epexeHHs,
Lo BiAKpUBCA, BMOepiTb NOTPiOHNMI popMaT. Bu Takox MoxeTe 36eperti JOKYMEHTH,
BMKOPUCTOBYIOUM KOMaHAy MeHio daun>36epertm QOKyMeHT sk>Po6oua kHura
Microsoft Excel 97—-2003.

Mopapa. Y pasi noTpebu BM MOXeTe HanawTyBaTh AOAATKOBI onuii 36epeXXeHHs Ha
3aknagui 36epertn>XLSX agianory HanawTtyBaHHs (MeHio CepBic>HanawTtyBaHHS...).

Llg 3aknagka MIiCTUTb Taki rpynn HanawTyBaHb:

OcdopMneHHA AOKYMEHTa
Bubip pexunmy 36epexeHHss 0pOpMNEHHS 3anexuTb Big TOro, sk Bu byaete
BMKOPWUCTOBYBATN CTBOPEHMI JOKYMEHT Haaani:

a. dopMaToBaHMM TEKCT
B oTpuMaHOMy AOKYMEHTI 36epexyTbCs HaNMCaHHS Ta po3Mip WpKdTy, po3buBKa Ha
ab3aum, ane He 36epexyTbCs pO3MilleHHs1 06'EKTIB Ha CTOPIHUI Ta MKPAAKOBI iHTepBanu.
TaknMM YMHOM, Byae OTPMMAHO CyLiNIbHWUI TEKCT i3 BUPIBHIOBAHHSAM 3a JiBUM KpaeM. [ns
TEKCTY, B IKOMY MOPSIAOK YMTaHHS CrpaBa HasiBo, BUPIBHIOBaHHA byae 3a NpaBuM KpaeM.

MpumMiTka. byab—aKuii TEKCT i3 BepTUKaNbHOI OpIEHTALIEI0 B LIbOMY pexuMmi byae
BigobpakaTncs ropmsoHTanNbHO.

b. MpocTui Tekcr
Y uboMy pexuMi hopMaTyBaHHS TEKCTY He 36epexeTbes.

TekcT

o IrHopyBaTM TEKCT no3sa tabnuuero
Bkasye, Wwo y dann byae 36epexxeHo Tinbku Tabnumui.

o 36epiraTn uncnosi aaHi y cbopmari "Lincppn"
Bkasye, Wwo nig yac 36epexeHHs1 po3nizHaHoro TekcTy y dopmati XLS umcna byae
36epexeHo y opmaTi «Lnudpu». Liei popmaT B Excel BUKOPUCTOBYETLCS AN BUKOHAHHS
apudMETMYHMX onepaLlin Haa KNiTUHKAMK, SKi MICTATb YMcna.

e 36epiraTv KOJIOHTUTYNN
Mo3HauTe Lo onuito, SKLWO XoyeTe, Wob TEKCT KONOHTUTYNIB Byno 36epexeHo. SKWo us
onuis BiAK/OYEHa, TEKCT KOMOHTUTYNIB 36epiratucs He bye.

o CrBOprOBaTU OKpeMy Tabnuuto ANs KOXKHOI CTOPiHKM (Tinbku XLSX)
Mo3HauTe uto onuito, Wwob 36epertn CTOpiHKKM BUXIAHOIO AOKYMEHTa B OKpeMi apKyLUi
AokyMmeHTa Microsoft Excel.

AKicTb 306pakeHb

Mig yac 36epexeHHsa y popmaT XLSX BM Takox MoxeTe 36epertu intocTpadii. Akwo
pO3ni3HaHMM TEKCT MICTUTb BENMKY KiNbKIiCTb iNOCTpauii, TO po3Mip KiHUeBOro ganny moxe
6yTn ayxe BennKMM. AKicTb 306paxeHb i po3Mip oTpMMaHoro ganny 3anexaTtb Bif
BMOpPaAHOro 3Ha4YeHHs y cnagHoOMy ClUCKY rpynu AKICTb 306paxeHb.

Mopapa:
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e [1ns Toro wob 3agatv napameTpu 36epexeHHs 306paxkeHb, BU6epiTb NyHKT IHWe.... Y
AianorosoMy BikHi MapaMeTpu 36epexeHHs, WO BiaKpunocs, BubepiTb NOTPIiGHI
3HAYEHHS 1 HAaTUCHITb kKHoMKy OK.

e SKWWO BM He xo4yeTe 36epiraTh intocTpauii y po3nisHaHOMY TEKCTi, nepekoHanTecs, Wo
onuito 36epertn MantoHKM (Tinbkn XLSX) He no3HayeHo.

®opmat CSV

Sk 36eperTtu TekcT y dopmat CSV:

e HaTuCHIiTb Ha CTpinKy 6ins KHOMKM 36epexXeHHs1 pe3ynbTaTiB Ha FOMOBHIN NaHeni
IHCTPYMEHTIB i BUbepiTb 3i CNncKy opMaT 36epexxeHHs. AKWwo noTpibHoro ¢opmaTty B
CN1CcKy HeMag, BnbepiTb NyHKT 36epertu B iHWIi popMaTH..., i B Aianosi 36epexxeHHs,
Lo BiAKpUBCA, BMOEpiTb NOTPIOHNMI (popMaT. Bu Takox MoxeTe 36eperti AOKyMEHTH,
BMKOPUCTOBYIOUM KOMaHAy MeHio dann>36epertu AOKYMEHT ak>[lokyMmeHT CSV.

Mopapa. Y pa3i noTpebun BN MOXETe HanawTyBaTn Ao0AATKOBI onuii 36epexeHHs Ha
3aknagui 36epertn>CSV gianory HanawTtyBaHHsa (MeHio CepBic>HanawTtyBaHHS...).
s 3aknagka MiCTUTb Taki rpynu HanawTyBaHb:

MapameTpu 36epexeHHsI TEKCTY

o IrHopyBaTM TEKCT no3sa tabnuuero
Bka3sye, wo y dann 6yae 36epexeHo Tinbku Tabnuui.

o Po3ainaTy CTOPiHKM CUMBOJIOM KiHLS CTOPiHKM (#12)
Bkasye, Wwo nig vac 36epexxeHHs1 po3ni3HaHoro Tekcty y dopmati CSV nogin Ha CTOpiHKK
byne Takum camuMm, §K i y BUXiAHOMY JOKYMEHTI.
e JliHia
Bkasye cumBon, sikuii 6yae po3ainsaTv cToBnUMKK AaHux y daini chopmaty CSV.
KoayBaHHSA
MNporpama ABBYY FineReader aBToMaTM4HO niabupae KOAOBY CTOPIHKY. SKWO BM X0o4eTe

3MIHUTW KOAOBY CTOPiHKY, BU6epiTb NOTpibHEe 3HAaYeHHs y cnagHOMYy CMUCKY B CeKLii
KoayBaHHS.

PDF — ue Wwunpoko po3noBcioaxeHui dopmaT anst obMiHy aokyMeHTamMu. PDF—daitnm
O0AHaKOBO BigobpaxkatoTbCsA Ha BCiX KOMM'IOTepax, iX MOXHa 3axuwaTu naponsmu Bia
HecaHKUiOHOBaHMX 4il, ix 3py4Ho 36epiraTn B eNeKTPOHHMX apXiBax.

Sk 36epertun TekcT y ¢opmat PDF:

e HaTucHiTb Ha CTpinKy 6ins KHOMKK 36epeXXeHHs1 pe3yNbTaTiB Ha FOMOBHIN NaHeni
IHCTpyMeHTIB | BU6epiThb 3i cnncky dopmaT 36epexeHHs. Skwo noTpibHoro opmaTty B
CNUCKY HeMae, BMbepiTb NYHKT 36epertu B iHWI popMaTHU..., i B Aianosi 36epexeHHs,
Lo BiAKpUBCS, BMOEpiTb NOTPIOHWMI (popMaT. Bu Takox MoxeTe 36eperti AOKyMEHTH,
BMKOPUCTOBYIOUM KOMaHAy MeHio dann>36epertu AOKyMeHT aik>[lokymeHT PDF.

Mopapa. Y pa3i noTpebu BN MOXETE HanawTyBaTn A0AATKOBI onuii 36epexeHHs Ha
3aknagui 36epertu>PDF gianory HanawTtyBaHHA (MeHio CepBic>HanawTyBaHHS...).
s 3aknagka MiCTUTb Taki rpynu HanawTyBaHb:

Po3Mip nanepy ctTaHAapTHUMH
Bu MoxeTe BKasaTu po3Mip nanepy, skui 6yae BUKOPUCTAHO Nig Yac 36epexxeHHs
pe3ynbTaTiB po3ni3HaBaHHS Yy ¢opmaTt PDF.
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Pe)xxunm 36epexxeHHs
Bubip pexunmy 36epexeHHs 3anexuTb Big TOro, sik BU byaete BUKOPUCTOBYBATHU CTBOPEHUN
AOKYMEHT Hajani:

Tinbkn TekcT i 306paxkeHHs

Y UbOMy pexuMi 36epiratoTbCsl po3ni3HaHU TEKCT Ta intocTpauii. PDF—caiin Takoro Tuny
M€ BiHOCHO HEBENNKNIA PO3MIP, | B HBOMY MOX/IMBMI NMOBHOTEKCTOBMI MOLLYK. 30BHILLHIN
BUMNSA AOKYMEHTA MOXE HECYTTEBO BiApi3HATUCA Big OpuriHay.

TeKcT Ha 306paXkeHHi

Y uboMy pexuMmi 36epiratoTbcs hOH Ta iNCTpauii BUXiAHOMO AOKYMEHTA, Ha HUX
HaKaa€TbCA PO3Mi3HaHMI TEKCT. 3a3BMyait po3mip Takoro PDF—caiiny 6inblunii, Hix
ariny nicnsa 36epexeHHst B pexxuMi TiZIbkM TEKCT i 306paxeHHs. Y PDF—10KkyMeHTi
LbOro TUMY € MOX/IMBICTb MOBHOTEKCTOBOMO MOLLYKY, OZHAK 30BHILLHIN BUNS4 AOKYMEHTA
MOXe HeCyTTEBO BiApi3HATMCA Bigd opuriHany.

TekcT nig 306pa)ceHHAM

Y ubOMy pexxuMmi 36epiraeTbcs 306paXkeHHs1 CTOPIHKM, PO3Mi3HaHWI TEKCT PO3MILLYETbCS Ha
HEBUAMMMI Wap Nig 306paxkeHHsIM. TaKUM YUMHOM, OTPUMYEMO AOKYMEHT 3 MOXX/IMBICTIO
MOLUYKY B TEKCTi, ToAi SIK 30BHilLHiN BUrnaa PDF—aokyMeHTa Malixe He BiApi3HSETLCS Bif
opwuriHany.

Tinbku 306paxKeHHs1 CTOPIHKK

Y uboMy pexuMmi 36epiraeTbcs 306paXkeHHs1 CTOpPiHKM. 30BHIiLWLHI BUrNaa oTpuMaHoro PDF—
[IOKyMeHTa MpaKTUYHO He byae BiApi3HATUCA Bi4 OpuriHany, oAHaK y TakoMy AOKYMEHTI
HEMOX/IMBUI MOLLYK Y TEKCTi.

3anexHo Big BMbpaHOro pexunMy 36epexeHHs MOXYTb 6yTU AOCTYNHI Taki onuii:

36epiraTu konip ¢oHy i nitep
Mig yac 36epexxeHHsa TekcTy byae 36epexxeHo Konip nitep i ¢hoHy.

36epirat KONIOHTUTYIN
MNig yac 36epexkeHHs po3ni3HaHOro TeKCTy byae 36epexxeHO KONMOHTUTYIIN.

CTBOpMUTH 3MiCT
Mig yac 36epexkeHHs po3nizHaHoro TekcTy y PDF—aokymeHTi 6yae CTBOpPEeHO 3MICT Ha
OCHOBI CTPYKTYpPU AOKYMEHTa.

Ao3sonutn tern PDF
Mig yac 36epexxeHHa po3ni3HaHOro TekcTy y dopmati PDF 6yae aBToMaTUYHO 36epexeHo
Tern PDF.

OkpiM TekcTy Ta intocTpaui PDF—dannmn MoxyTb MiCTUTU iHOpMaUito Npo CTPYKTypy
AOKYMEHTA: JIOTiYHi YaCcTuHu, intocTpadii i Tabnuui. Lis iHpopMauia 36epiraeTbcsa y BUrnagi
TeriB PDF. Tern PDF 3a6e3neuytoTb 3py4HiCTb Nepernagy AOKYMeHTa Ha eKpaHax pi3HOro
pO3Mipy, Hanpuknag, Ha eKkpaHax KuUWeHbKOBUX KOMM'IOTepiB.

BukopucToByBaTH 3MiluaHMi pactposuii Bmict (MRC)

Y pa3i cbHOro CTUCHEHHS! AOKYMeHTa byae 36epe)xeHO BUCOKY SIKICTb TEKCTY i
306paXkeHb. Y pe3ynbTaTi po3Mip KiHUEeBOro ganny 6yae HeBEMKUM, a SIKICTb TEKCTY Ta
intoCTpaLin 6yae BUCOKOIO.

3acrocyBaTtu TexHosorito ABBYY PreciseScan ans BUpiBHIOBaHHSI CAMBOJIIB Ha
306paXkeHHaX
Mo3HauTe uto onuito, Wob 3actocyBaTn TexHonorito PreciseScan, po3pobneHy KOMMaHi€eto
ABBYY. ABBYY PreciseScan 3rnagxye CMMBOM AOKYMEHTa, B pe3ynbTaTi nicns 36inbweHHs
MacwTaby CTOpiHKM He BUHUKAE edeKTy nikcenisauii.
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AKicTb 306pakeHHs

SAKLWO po3ni3HAHUIN TEKCT MICTUTb BENNKY KiNbKICTb intocTpauin abo Bu obpanu pexuMm, y
AKOMY 36epiraeTbcsl 306pa)k€HHs CTOPIHKK, TO pO3Mip KiHLeBoro danny Moxe 6yTu ayxe
BENNKUM. SIKiCTb 306paxkeHb i po3Mip oTpuMaHoro ainy 3anexaTtb Big BU6paHoro
3HAYeHHS Y CNagHOMYy CNUCKY rpynun SAAKICTb 306pa)keHHsN:

e Bwucoka (po3ainbHa 34aTHICTb BUXiQHOI0o 306pakeHHn)
MosHauTe Lo OMLito, AKWIO BaM BaX/IMBO 36epertu AKiCTb 306paxxeHHsi CTOpiHkK abo
intocTpauin. Ix 6yae 36epexxeHo 3 po3aifbHOK 3AATHICTIO BUXIAHOTO 306pa)KeHHs.

o 36anaHcoBaHe
Mo3HauTe uto onuito, Wob 3MEHLWNTN PO3Mip AOKYMEHTa B NMOPIBHSHHI 3 BUXiAHMM, ane npu
LibOMY 36eperTv A0CTaTHbO BUCOKY SIKICTb 300paXXEHHS CTOPIHKM UM intocTpaLii.

o HeBenukuii po3mip
Mo3HauTe uto onuito, AKWO xo4yeTe oTpuMaT PDF—A0KYMEHT HEBENNKOro po3Mmipy.
Po3ainbHy 3aaTHICTb 306paXkeHHs1 CTOPIHKM Ta intocTpadin 6yae 3mMeHweHo ao 150 dpi, wo
BMJ/IMHE Ha IXHIO SAKICTb.

e IHwe...
BunbepiTb Len NyHKT, Wob 3a4aTh napaMeTpu 36epexxeHHs 306paXkeHHs Ta intocTpauin. Y
fianorosoMy BikHi MapaMeTpu 36epexeHHs, Lo BiaKpUIocs, BUbepiTe NOTPIOHI
3HaYeHHS i HaTUCHITb KHoNKy OK.

Mopapa. Akwo BM He xo4yeTe 36epiraTu intocTpauii B po3nisHaHOMY TEKCTi, NepeKkoHanTecs,
wo onuito 36epiratn 306paxeHHs He No3HayeHo.

WpudTtrn

Mia yac 36epexeHHa po3ni3HaHoro Tekcty y dopmaTt PDF MOXHa BUKOPUCTOBYBaTH LWpndTH
Adobe abo wpndTn Windows, iHCTanboBaHi Ha KOMN'lOTepi KopucTyBaya. Ans Toro wob
BKa3aTu, Skui Habip wpndTiB Mae 6yTM BUKOPUCTAHO, Yy cnagHoMy cnucky LpudT
BMbepiThb:

o BukopucroByBaTu BU3HaueHi Hanepep wWpuepTn
Y pasi Bubopy uiei onuii PDF—cbaiin MicTuTb nocunaHHs Ha wpndTm Adobe:
TimesNewRoman, Arial, CourierNew.

o Bukopucrosysatu wpudtn Windows
y pa3i Bubopy uiei onuii PDF—ain MicTuTb nocunaHHs Ha wpndTtn Windows, iHCTanboBaHi
Ha KoMN'loTepi KopUcTyBaya.

LLlo6 B6yayBaTU BUKOPUCTOBYBAHI WPUMOTU B CTBOPIOBAHUIN JOKYMEHT, NO3HaYTe Onuito
BéynosyBatu wpudTn. Y ubomy sunaaky PDF-gokymeHT 6yae ogHakoBo BigobpaxaTtucs
Ha BCiXx komn'toTepax. OaHak ue npusseae Ao 36iNblEeHHS po3Mipy danny.

MpumiTka. Onuis B6yaosyBatn wWpudTH NiaTPUMYETLCA B pexumax TiJIbKM TEKCT i
306pakeHHs | TeKCT Ha 306paKeHHi.

MapameTpu 3axucrty PDF

Bu MoxeTe 3agaTtu naponi, AKi 3axuctaTb Baw PDF-A0KyMEHT Big HECAHKLIOHOBAHOIO
BiAKPWBAHHA, APYKY i peAaryBaHHsa. [1ns UbOro HaTUCHITb KHONKy NMapaMeTpu 3axucTy
PDF.... Y gianosi, wo BiaAKpuBCS, BCTAHOBITb HEOOXiAHI NapamMeTpu 3axucTy.

o [Maponb Ha BiaKpMBaHHA AOKYMEHTa
Llei naponb 3axuiiae PDF—A0KYMEHT Bif HECAHKLIIOHOBAHOro BiAKpuBaHHS. Kopuctysay
3MOXE BiAKPUTU AOKYMEHT Ti/IbKM BKa3aBLUM Napo/ib, 3aaHMN aBTOPOM AOKYMEHTa.

1. TosHauTe onujto 3anUTyBaTHU Naposb ANA BiAKPMBaHHSA [OKYMEHTA.
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2. HaTUCHITb KHOMKY

3. Y gianosi Maposb BiaKpMBaHHA AOKYMEHTA, L0 BiAKPUBCS, BBEAiTb Naposib i

niaTBepAbTE MOroO.

3apaHui Bamu naposnb Biaobpa3nTbca kpankamu B noni Maponb BigKpMBaHHA
AOKyMeHTa Yy aianosi MNapamerpu 3axucrty PDF.

o [MMaponb Ha peparyBaHHS i APYK AOKYMEHTa
Llei naponb 3axuwae PDF-A0KYMEHT Bif HECAHKLIIOHOBAHOro pearyBaHHs i ApyKy, a
TaKOX BiZl KONitOBaHHS BMICTY haiina 3 ekpaHa koMmn'totepa. Yci Ui Aii cTaloTb MOXIMBUMM
TiNIbKM NiCNSA BKa3aHHSA Maposis, 3a4aHoro aBTOpoM AOKYMeEHTa.

1.

Mo3HauTe onuito O6MEXUTHU APYK Ta peAaryBaHHs AOKYMEHTa i napaMeTpiB
3aXMUCTy.

HaTUCHITb KHOMKY

Y pianosi Maponb Ansa 3MiHX NpaB AOCTYNY, WO BiAKPWBCS, BBEAITb Naponb i
niaTBEpAbLTE NOro.

3apgaHui Bamu naponb BigobpasuTbca kpankamu B noni Maponb ana 3MiHK npas
poctyny y giano3i Napamerpu 3axucty PDF.

Oani BnbepiTb Aii, AKi BU Xo4eTe A03BOSIUTU BUKOHYBATK 3 BMiCTOM PDF—pgokymeHTa. Li
obMexeHHs 3apaloTbes Y rpyni O6MexeHHs JOKYMEHTa.

MyHKTK cnagHoro cnucky [lo3BOIUTU APYK Aat0Tb 3MOry A03BONNUTU/3a60pOHUTH
BUBEAEHHSA OKYMEHTA Ha ApPYK.

MyHKTX cnagHoro cnucky Jl03BOAIMTU 3MiHM AaloTb 3MOry [A03BONNTN/3a60POHNUTU
pefaryBaHHs OKyMeHTa.

SKLWO No3Ha4veHo onuito [103BO/IMTY KOMiOBaHHSA TEKCTY, 306pa)keHb Ta
iHLWIOro BMICTY, TO KOpUCTYyBa4y 3MOXe KOMitoBaTh 3 ekpaHa B 6ydep obMiHy BMICT
PDF-pokyMeHTa (TeKCT, intocTpadii Ta iH.). SKWwo Bu xoveTe 3abOpoHUTHM Taki Aii,
nepekoHamnTecs, WO Lo OMLil0 HE MO3HAYeHO.

Bubip onuii [lo3B0sIMTK 3MiHY BMICTY AJ/1S cneliaZibHUX MOXX/IMBOCTEN
[A03BOJIFE CneuiaibHUMK NporpamMaMun YMTaTh 3 eKpaHa TekCT Bigkputoro PDF—
AOKYMeHTa. KO0 BU XoyeTe 3abOpOHUTU TaKi Ail, nepekoHanTecs, WO Lo onuiio He
No3Ha4yeHo. 3ayBaXcTe, WO BOHa AOCTYMHA Tinbkn Ans PDF—A0KYMEHTIB 3 piBHEM
wundpyBaHHA 128 6iT i BuLLe.

PiBeHb WindppyBaHHS
MyHKTK cnagHoro cnucky PiBeHb wndpyBaHHA 403BONSOTb 3a4aTh TUN WndpysBaHHa ans PDF-
[IOKYMEHTA, 3aXM1LLEHOro naponem.

MyHkT Hu3bkunii (40 6iTiB) — cyMicHumii 3 Acrobat 3.0 i ni3HilLuMMK Bepciamm
3aAa€ HM3bkn 40—-6iTHWMI piBeHb WKdPYBaHHS, WO H6a3yeTbca Ha cTaHaapTi RC4.

MyHkT Bucokui (128 6iTiB) — cyMicHumii 3 Acrobat 5.0 i nisHiluMMK Bepciamm
3a4a€ BUCOKMIM 128-6iTHUI piBeHb WndpyBaHHS, WO 6a3yeTbcs Ha cTaHaapTi RC4,
OfIHaK 3a TaKoro piBHS LWKhPYyBaHHA KOPUCTyBaYi 6iflbL paHHiX Bepcii nporpamm
Adobe Acrobat He 3MoxyTb BiakpuTH Lein PDF—A0KyMeHT.

MyHkT Bucokuni (128 6itiB AES) — cymicHmi 3 Acrobat 7.0 a6o nisHilumMn
BepCisiMM 33/1a€ BUCOKUIA 128—6iTHMI piBeHb WNdPYBaHHS, WO 6a3yeTbCs Ha
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cTaHaapTi AES, oaHak npu TakoMy piBHi WndpyBaHHSA KOpUCTyBaui Hinbll paHHIX
Bepcin nporpammn Adobe Acrobat He 3MoXyTb BiakpuTH Lieit PDF—a0KyMeHT.

Y cyyacHOMy CBITi BCe YacTiwe BUHUKAE npobnema opraHisauii BeIMKOro MacuBy AaHUX, WO
36epiratoTbCs Ha nanepi. PilweHHAM MoOXe CnyryBaTu CTBOPEHHS €N1eKTPOHHOro apxiBy
[AOKYMEHTIB. ENeKTPOHHUI apxiB 3abe3neyvye nerkuim AocTyn A0 AOKYMEHTIB, LWBUAKUN
nowyk iHgopMauii, TpuBane 36epiraHHs 6€3 BTpaTu SKOCTi, KOMNAKTHICTb i HaAiNHICTb
36epiraHHs. OCHOBHMM hopMaTOM ANnS AOBroCTPOKOBOro 36epiraHHs apXiBHUX AOKYMEHTIB €
PDF/A.

PDF/A — ue niaMHoXuHa dopmaTy PDF 3 akoro Buny4eHi gesiki ocobnmBocTi, Hanpuknag,
3ab0poHeHO WndpyBaHHS, ayaio— Ta BiAEOKOHTEHT, MOCUAAHHS Ha 30BHIWWHI Axepena
Towo. Lli obMexeHHs 3abe3neyvyoTb CaMOAOCTaTHICTb popMaTy, TO6TO BCS iHopMauis,
HeobxigHa ans Toro, Wwob KoXeH pa3 BigobpaxkaTu AOKYMEHT B HE3MIHHOMY BUrNsai,
MiCTUTbCS Y dalini.

MpumMitka. [nsa 36epiraHHa apxiBiB BU TaKOX MoOXeTe BUKopuctosysaTn dopmat DjVu.
3a3BuYalt BiH BUKOPUCTOBYETbCS AN AOKYMEHTIB, WO MICTATb 6araTo 306paxeHb, CXeM,
dopmyn. JoknagHiwe npo napameTpu 36epexeHHs B Len ¢popMaT AMB. Y CTaTTi
«36epexeHHs eleKTPOHHUX KHUI».

36epexeHHs y ¢dopmaT PDF/A

Bubepitb hopmat 36epexeHHs PDF/A, SKwo BM xo4veTe cTBOpUTU PDF—A0KYMEHT i3
MOX/IMBICTIO MOLWYKY Yy TEKCTi i 6e3 BTpaTh Bi3yanbHOI IKOCTi, @ TaKOX AKLIO LieN AOKYMEHT
Hapani 6yae 36epiratuca B apxisi.

Sk 36epertu TekcT y dopmat PDF/A:

e HaTuCHIiTb Ha CTpinKy 6inst KHOMKK 36epeXeHHst pe3ybTaTiB Ha rOMOBHIN NaHeni
IHCTpYMeHTIB | BU6epiThb 3i cnncKy dopmaT 36epexeHHs. Skwo noTpibHoro opmaTty B
CNUCKY HeMae, BMbepiTb NYHKT 36epertu B iHWI pOpMaTHU..., i B Aianosi 36epexeHHs,
Lo BiAKpUBCA, BMOEpiTb NOTPIOHNMIA (popMaT. Bu Takox MoxeTe 36eperti AOKYMEHTH,
BMKOPUCTOBYIOUM KOMaHAy MeHio dann>36epertu AOKyMeHT ak>[lokymeHT PDF/A.

Mopapa. Y pa3i noTpebu BN MOXETE HanawTyBaTn A0AATKOBI onuii 36epexeHHs Ha
3aknaaui 36epertu>PDF/A pianory HanawTtyBaHHS (MeHIO
Cepsic>HanawTtyBaHHS...).

Lia 3aknagka MiCTUTb TaKi rpynu HanawTyBaHb:

Po3Mip nanepy ctaHpapTHUM
Bu MoxeTe BkasaTu po3Mip nanepy, akui 6yae BUKOPUCTAHO Mig Yac 36epexeHHs
pe3ynbTaTiB po3ni3HaBaHHA y ¢dopmaT PDF.

Pexxunm 36epexxeHHs
Bubip pexunmy 36epexkeHHs1 3anexuTb Big TOro, sk Bu byaeTe BUKOPUCTOBYBATU CTBOPEHUN
AOKYMEHT Hajani:

e TiNIbKM TEKCT i 306pa)keHHA
Y uboMy pexuMi 36epiratoTbCs po3ni3HaHUM TEKCT Ta intocTpauii. PDF—gaiin Takoro tuny
Ma€ BiAHOCHO HEBENIMKWUIA PO3MIp, | B HBOMY MOX/IMBUIA MOBHOTEKCTOBUIA NOLLYK. 30BHILLHIl
BUMNSAA AOKYMEHTA MOXE HECYTTEBO BiAPi3HATUCA Big OpuriHay.

e TeKCT Ha 306parkeHHi
Y uboMy pexumi 36epiratoTbcs (hOH Ta iNtoCTpauii BUXiAHOMO AOKYMEHTA, Ha HKX
HaKaaaeTbCa Po3ni3HaHMM TeKCT. 3a3BMnyaK po3mip Takoro PDF—dainy 6inblumni, Hixx
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anny nicna 36epexeHHsi B pexxuMi TiNIbKN TEKCT i 306paxeHHsA. Y PDF-10KyMeHTi
LbOro TUMY € MOX/IMBICTb MOBHOTEKCTOBOMO MOLLYKY, OAHAK 30BHILLHIN BUrNS4 AOKYMEHTA
MOXXE HEeCYTTEBO BiAPI3HATUCA Bif OpuriHasy.

e TekcT nig 306paxKeHHAM
Y UbOMY peXxuMi 36epiraeTbCst 306paXKEHHS CTOPIHKKM, PO3Mi3HAHMI TEKCT PO3MILLYETHCS Ha
HEBUAMMMI Wap Nig 306paxkeHHsIM. TaKUM UMHOM, OTPUMYEMO AOKYMEHT 3 MOXX/IMBICTIO
MOLLYKY B TEKCTI, TOAi SIK 30BHILLHIN BUrnsa PDF—aokyMeHTa Maiike He Biapi3HAETLCS Bif
opuriHany.

e Tinbku 306paxeHHN CTOPIHKKN
Y UbOMy pexuMi 36epiraeTbCst 306paXKEHHS CTOPIHKKW. 30BHILLUHIA BUrNsSiA oTpuMaHoro PDF—
[IOKyMeHTa He 6yae BiApi3HATUCS Bif opuriHany, oaHaK Y TaKoMy AOKYMEHTI HEMOXX/IMBUM
NOLLYK Y TEKCTI.

3anexHo Big BMbpaHoro pexuMy 3b6epexeHHa 6yayTb AOCTYMNHI Taki onuii:

o 36epiraTtu konip ¢oHy i nitep
Bkasye, Wwo nig yac 36epexeHHs TekcTy y dopmaT PDF 6yae 36epexxeHo Konip nitep i
oHy.

o 36epiraTv KOJIOHTUTYNN
Mo3HauTe Lo onuito, SKLWO Xo4yeTe, Wwob TeKCT KOOHTUTYNIB 6yno 36epexeHo. SKLWO us
Onuis BIAKOYEHA, TEKCT KONOHTUTYNIB 36epiratncs He byae.

o CrBOpPMUTH 3MICT
[Mo3HauTe uto onuito, AKWOo xodeTe cTBOpUTHM B PDF—O0KYMEHTI 3MiCT Ha OCHOBI CTPYKTYpu
[OKYMeHTa.

e [Oo3sonuntn tern PDF
Bkaszye, Wo nig vac 36epexxeHHs po3ni3HaHOro TekcTy y dopmati PDF 6yayTb aBTOMaTU4HO
36epexeHi Tern PDF.

OkpiM TekcTy Ta intocTpauin PDF—dannn MoxyTb MicTUTU iHpopMauito Npo CTpyKTypy
AOKYMEHTA: JIOTiYHi YaCcTuHu, intocTpadii i Tabnuui. Lis iHpopmauia 36epiraeTbcsa y Burnggi
Terie PDF. Tern PDF 3abe3neuytoTb 3py4HiCTb nepernsaay AOKYMEHTa Ha ekpaHax pi3HOro
pO3Mipy, Hanpuknaa, Ha eKkpaHax KULEeHbKOBUX KOMN'IOTepiB.

o BukopucroByBaTM 3MiluaHui pacTpoBui BMicT (MRC)
Mo3HauTe Lo onuito, SKWO BM Xo4deTe, Wwob nig v4ac CUIbHOro CTUCHEHHS AOKYMEHTa
36epernacst BUCOKa SIKiCTb TEKCTY Ta 300paXkeHb. Y pe3ynbTaTi po3Mmip KiHueBoro danny
6yne HEBENMKUM, a SAKICTb TEKCTY Ta intocTpauivi 6yae BUCOKOLO.

e 3acrocyBatu TexHonorito ABBYY PreciseScan ansi BUpiBHIOBaHHSI CUMBOIB Ha
306pakeHHaAX
Mo3HauTe uto onuito, Wwob 3acTocyBaTn TeXHONOri0 PreciseScan, po3pobneHy KOMMaHiew
ABBYY. ABBYY PreciseScan 3rnagxXye CMMBOAM AOKYMEHTa, B pe3ynbTaTi nicns 36inblueHHs
MacwTaby CTOpiHKM He BUHUKAE edeKTy nikcenisauii.

AAKiCTb 306paKeHHs

SAKLWO po3ni3HaHMI TEKCT MICTUTb BENMKY KiNbKiCTb intocTpauii abo B obpanu pexuMm, y
SAKOMY 36epiraeTbCsl 306paXk€HHs1 CTOPiHKK, TO pO3Mip KiHUeBOro danny mMoxe 6yTu ayxe
BENMKUM. SKiCTb 306paxkeHb i po3Mip oTpuMaHoro ainy 3anexaTtb Big BU6paHoro
3HAYEHHS Y CnagHOMY CNUCKY rpynn SKICTb 306pa)XeHHN:
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o Bwucoka (po3ainbHa 34aTHICTb BUXiAHOI0 306pakeHHs)
MosHauTe Lo OMLito, KW BaM BaX/IMBO 36epertu AKiCTb 306paXkeHHsi CTOPiHKK abo
intocTpauin. Ix 6yae 36epexeHo 3 po3aiNbHOK 34aTHICTIO BUXIAHOMO 306paXeHHS.

o 36anaHcoBaHe
Mo3HauTe uto onuito, Wob 3MEeHLWMTM PO3Mip AOKYMEHTa B MOPIBHSAHHI 3 BUXiAHMM, ane npu
LbOMy 36eperTv A0CTaTHbO BUCOKY SIKICTb 306pa)KeHHsS1 CTOPIHKM Ym intocTpaLin.

o HeBenuknit po3mip
Mo3HauTe uto onuito, AKLWO xodeTe oTpuMaT PDF—00KYMEHT HEBENMKOro po3Mmipy.
Po3ainbHy 3aaTHICTb 306pa)keHHst CTOPIHKK Ta intocTpauin 6yae 3mMeHweHo Ao 150 dpi, wo
BMJIMHE Ha IXHIO SAKICTb.

e IHwe...
BnbepiTb Lei NyHKT, Wwob 3aaaT napaMeTpu 36epexxeHHs 306paXkeHHs Ta intcTpauin. Y
AianorosoMy BikHi MapameTpu 36epexmeHHs, WO BiaKpuiocs, BubepiTb NOTpibHI
3HAYeHHs | HAaTUCHITL KHorKy OK.

Mopapa. Skwo BM He xo4yeTe 36epiraTy iNCTpauii y po3nisHaHOMY TEKCTi, nepekoHanTecs,
Wwo onuito 36epiratn 306paxeHHA He NO3HAYEHO.

ABBYY FineReader 12 f03BONSIE CKaHyBaTK NanepoBi KHUMM 1 KOHBEPTYBaTK iX y popmaTu
EPUB, FB2 i DjVu, iKi WUNPOKO BMKOPUCTOBYIOTLCA AN CTBOPEHHSA €NeKTPOHHUX KHUXOK. Bu
3MOXeTe UYnTaTh iX Ha cBOEMY iPad, nnaHweTi abo iHWOMY NOpPTaTUBHOMY NPUCTpPOI abo
HadilWniTe pe3ynbTaTh po3ni3HaBaHHS Ha CBOK ajpecy Ha cepsepi Kindle.com.

MpumMiTka. Bu Takox MoxeTe 36epertu kHury y dopmati HTML. JoknagHiwe npo
napameTpu 36epexeHHs1 anB. y cTaTTi «36epexeHHs y popmat HTML».

36epexeHHs y ¢dopmaTtn FB2 i EPUB
Sk 36epertu TekcT y ¢opmat FB2 abo EPUB:

e HaTucHiTb Ha cTpinky 6ins KHonkn 36epexxeHHs pe3ynbTaTiB i BUbepiTh 3i cnncky dopmat
36epexeHHs. AKLWo noTpibHoro opmMaTy B CMCKY HeMae, BUbepiTe NyHKT 36epertu B
iHWi popMaTm..., i B aianosi 36epexerHs, WO BiAKPUBCS, BUGEPiTb NOTPIGHMI dopmar.
Bu Takox MoxeTe 36epert JOKYMEHTU, BUKOPUCTOBYIOUM KOMAHAY MEHIO
®dann>36epertn pokymeHT sik>FictionBook (FB2) a6o Electronic Publication
(EPUB).

Y pa3si noTpebu B MOXeTe HanawTyBaTM AOAATKOBI onuii 36epexeHHs Ha 3aknaaui
36epertu>FB2/EPUB pgianory HanawTtyBaHHsa (MeHlo CepBic>HanawTtyBaHHSA...).

s 3aknagka MiCTUTb TaKi rpynu HanawTyBaHb:

MapameTpm 36epexxeHHs incTpauin

AKWO pO3ni3HaHMIN TEKCT MiCTUTb BEMKY KiNbKiCTb intoCTpauin, To po3Mip KiHUueBoro ganny
MOXe ByTu ayxxe BeNMKUM. SAKiCTb 306paXxxeHb i po3Mip oTpuMaHoro dainy 3anexarb Bia
BMOpPaAHOro 3Ha4YeHHs y cnagHoOMy ClUCKY rpynu AKICTb 306paxeHb.

Mopapaa.

e [1ns TOro wob 3mMiHUTM NapameTpu 36epexxeHHs 306paxkeHb, BUbepiTb NyHKT IHWe.... Y
Aianorosomy BikHi MapaMmeTpu 36epexeHHs, WO BiaKpunocs, BubepitTb NOTPIiGHI
3HAYeHHS | HAaTUCHITL KHOMKY OK.

e SKuWO BM He xo4eTe 36epiraTy intocTpadii B po3nisHaHOMY TEKCTi, MepeKkoHanTecs, Lo
onuito 36epiraTtn 306paXxeHHs He NO3HA4YeHO.
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OdopMneHHs AOKYMeHTa
Bubip pexunmy ohopMneHHs 3anexuTb Bia TOro, ik Bu 6yaete BUKOPUCTOBYBATM CTBOPEHUM
OOKYMEHT Hagani:

e @dOpMaTOBaHUU TEKCT
B oTpMaHOMY AOKYMeHTi 36epexeTbcsl po3bmBka Ha ab3aum, ane He 36epexeTbecs
pO3MilLiEeHHS 06'EKTIB Ha CTOPIHLI 1 MiDXpsSiAKOBI iHTepBanu. TakuM 4nHoM, byae oTpuMaHo
CYUiNIbHUIA TEKCT i3 BUPIBHIOBAHHAM 3a JiBUM KpaeM. [nsi TEKCTY, B IKOMY NOPSiAOK
UMTaHHS CnpaBa HaniBo, BUPiIBHIOBAHHA Byae 3a NpaBuMM KPaeM.
MpumiTka. Byab—aKuin TEKCT i3 BEpTUKAIbHOIO OPIEHTALIEI0 B LIbOMY peXxuMi byae
BigobpaxkaTnCs ropusoHTasnbHO.

o MpocTtui Tekcr
Y uboMy pexunMi (popMaTyBaHHS TEKCTY He 36epexeTbCs.

BukopucrtoByBaTu nepLuy CTOpiHKY ik 06K1aguHKY
BubepiTb Ut onuito, Wwob BUKOPUCTATK NepLly CTOPIHKY AOKYMEHTa K 0O6KNaAnHKY KHUTW.

HanawTtyBaHHa ana ¢opmaty EPUB
Bu mMoxeTe BubpaTu Bepcito ctaHaapTy EPUB, B kit HeobxiaHoO 36epertv AOKYMEHT.

Y ¢opmaTi EPUB BM TakoX MoXeTe 36epert HanucaHHsa M po3mip wpudTy. Ans uboro
no3HauTe onuito 36epiratu po3Mmip i HanucaHHsa wpudrTis. LLlob6 B6yayBaTH
BMKOPUCTOBYBaHI WPU(TU B CTBOPIOBAHY €NEKTPOHHY KHUTY, NO3Ha4yTe Oonuito
B6bypnosyBatu wipndTH.

36epexeHHs y ¢dopmaT DjVu

Sk 36eperTtu TekcT y dopmat DjVu:

e HaTucHiTb Ha CTpinKy 6insi KHOMKKM 36epeXeHHs1 pe3ynbTaTiB Ha ro/IOBHIN NaHenN
IHCTpYMeHTIB i BUbepiTb 3i CnncKy gopmat 36epexxeHHs. AKWwo noTpibHoro opmaTty B
CNUCKY HeMae, BMbepiTb NYHKT 36epertu B iHWI pOpMaTHU..., i B Aianosi 36epexeHHs,
L0 BiAKPUBCS, BUGEPiTb NOTPiIGHMIA popmaT. Bu Takox MoxeTe 36eperti JOKYMEHTH,
BMKOPUCTOBYIOUM KOMaHAy MeHio dain>36epertu AOKYMeHT aK>[lokymeHT DjVu.

Mopapa. Y pa3i noTpebu BN MOXETE HanawTyBaTn A0AATKOBI onuii 36epexeHHs Ha
3aknaaui 36epertn>DjVu gianory HanawTtyBaHHs (MeHio CepBic>HanawtyBaHHSA...).
Lia 3aknagka MiCTUTb TaKi rpynu HanawTyBaHb:

Pexxum 36eperxxeHHs
Bubip pexumy 36epexxeHHs 3anexuTb Bif TOro, sik Bu byaete BUKOPUCTOBYBATU CTBOPEHWUM
LOKYMEHT Hajani:

o TeKcT nip 306paxeHHAM
Y ubOMy pexxuMmi 36epiraeTbcs 306paXkeHHs1 CTOPIHKM, PO3Mi3HaHWI TEKCT PO3MILLYETbCS Ha
HEBUAMMMI Wap nia 306paxkeHHsIM. TakUM YAHOM, OTPUMYEMO AOKYMEHT i3 MOX/MBICTIO
MOLUYKY B TEKCTi, TOAi SIK 30BHiWHIM BUrnaa DjVu—aokyMeHTa Maixe He Biapi3HSAETLCS BiA
opuriHany.

e TinNbkKK 306paxeHHN CTOPIHKKN
Y ubOMy pexuMi 36epiraeTbCst 306paXKeHHs1 CTOPIHKW. 30BHILWLHIM BUrnsa oTpuMaHoro DjVu—
[IOKYMeHTa He 6yae Biapi3HATMCA Bif OpuriHany, ogHaK y TakoMy AOKYMEHTI HEMOX/IMBUM
NOLLYK Y TeKCTi.

baraTowaposicTb
[Ong 3MeHLWweHHa po3Mipy foKyMeHTa DjVu 3acTOCOBYETLCA crieuiasibHa TEXHONOriA, gKa
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po3A4insie BuxiaHe 306paxkeHHs CTOPIHKM Ha Wapu, Wo CTUCKAOTbLCA 3a AOMNOMOrol pi3HMUX
anroputmie. CtaHaapTHo nporpama ABBYY FineReader cama Bupilwye, 4m AouinbHO
BMKOPUCTOBYBATK HaraTowapoBiCTb A5 KOXHOI KOHKPETHOI CTOpiHKKU. LibOMy Bignosigae
3Ha4yeHHs ABTO. By MoxeTe BKIIOUYMTK BaraTowapoBiCTb ANs BCiX CTOPIHOK AOKYMeHTa abo
BIAK/TIOUMNTH Ti.

MapameTpu 36epexxeHHs 306paxeHb

SAKLWO po3ni3HaHMI TEKCT MICTUTb BENUKY KiNbKIiCTb iMOCTpaUii, To po3Mip KiHUeBoro danny
MoXe ByTu ayxe BeNMKMM. AKicTb 306pa)keHb i po3Mip oTpMMaHoro dganny 3anexaTb Bia
BMOPAHOro 3Ha4YeHHs y CnagHoOMy CNUCKY rpynu SAAKICTb 306paeHHs .

Mopapa. [Ang Toro wob 3mMiHMTK napameTpu 36epexeHHsa 306paxeHb, BUHepiTb NYyHKT
IHwe.... Y gianorosomy BikHi MNapamMeTpu 36epexxeHHs, WO BigKpuiocs, smbepitb
NOTPiOGHI 3HAYEHHS | HATUCHITL KHONKY OK.

Sk 36epertu TekcT y dopmat HTML:

e HaTUCHITb Ha CTpiNKy 6ins KHOMKM 36epexxeHHs pe3ynbTaTiB i BUbepiThb 3i cnncky dopmar
36epexeHHs. AKWwo noTpibHOro opMaTty B CNMCKy HeMae, BUbepiTb NyHKT 36epertu B
iHWi popMaTm..., i B Aianosi 36epexeHHs, WO BiAKPMBCS, BUGEPiTb NOTPIGHMI hopmMaT.
Bu Takox MoxeTe 36epert AOKYMEHTU, BUKOPUCTOBYIOYM KOMAHAY MEHIO
®dain>36epertn fOKyMeHT Ak>[lokymeHT HTML.

Mopapa. Y pa3i noTpebun BN MOXETe HanawTyBaTn Ao0AATKOBI onuii 36epexeHHs Ha
3aknagui 36epertu>HTML gianory HanawTtyBaHHA (MeHKO
CepBic>HanawtyBaHHA...).

Llg 3aknagka MiCTUTb Taki rpynn HanawTyBaHb:

OdopMneHHs AOKYMeHTa
Bubip pexumy oopMneHHs 3anexuTb Bif TOro, Sk Bu 6yaeTe BUKOPUCTOBYBATU CTBOPEHWUIA
AOKYMEHT Hajani:

o THyuka Konisa
Y BMXiAHOMY AOKYMeHTi 36epiraetbcsl popMaTyBaHHSA Ta OPOPMIIEHHS OpuriHany.
OTpVMaHUI JOKYMEHT NErko peaaryBaTi.

e ®OpMaTOBaHUW TEKCT
B oTpvMaHOMY AOKYMeHTi 36epexxyTbCs HanncaHHA Ta po3Mmip wpudTy, po3bmBka Ha
ab3auu, ane He 36epexyTbCa po3MilleHHS 06'eKTiB Ha CTOPIHLI Ta MiXKPSAAKOBI iHTepBanu.
TaknM 4nHOM, 6yae OTPMMAHO CyLiNIbHWUIA TEKCT i3 BUPIBHIOBAHHSM 3a NiBUM KpaeM. [ns
TEKCTY, B SIKOMY MOPSAOK YMTAHHSA CNpaBa HasiBo, BUPiBHIOBAHHS Byae 3a NpaBuMM KPaeM.

MpumMiTka. byab—aKui TEKCT i3 BEPTUKANbHOK OpIEHTAUIEI0 B LbOMY pexuMmi byae
BifnobpaxkaTucs ropusoHTanbHO.

o [MpocTuii Tekcr
Y UbOMY pexuMi hopMaTyBaHHS TEKCTY HE 36epexeThbCs.

BukopucrosyBatun CSS

BubepiTb uto onuito ansa 3anucy damnny y dopmaTti HTML 4, wo A03BOAMTb TOYHO NepeaaTu
0(POpMNEHHS JOKYMEHTa, BUKOPUCTOBYOUN MpU LbOMY Tabnuuto CTuniBe, sika B6ya0OBY€ETbCA
B HTML-cbann.

TekcT
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o 36epiraTtu noain Ha paAKK
Mig Yac 36epexxeHHs po3ni3HaHWI TEKCT 6yae po3bMTo Ha psaaKK Tak camo, K | BUXigHe
306paXkeHHs. SAKLO Lo Onuito He No3HaveHo, To nig Yac 36epexeHHs y dopmat HTML Becb
pO3Mi3HaHMIN TeKCT Byae 3anMcaHnii B OAVH PSAOK.

e 36epiraTtu konip ¢oHy i nitep
Y po3ni3HaHoMy TekcTi byae 36epexxeHo BUXiaHUIA Konip 6yKB i (oHy.

e 36epiratv KONOHTUTYIN
Y pa3sy 36epexxeHHsi po3ni3HaHOro TeKCTy byae 36epeXxxeHo KONMOHTUTYIN.

MapameTpu 36epexxeHHN inCcTpalin

KO po3ni3HAHUIN TEKCT MICTUTb BENNKY KiNbKICTb iNOCTpauUiin, To po3Mip KiHueBoro ganny
MOXe ByTu Ayxxe BENUKUM. SAKiCTb 306paxxeHb i po3Mip oTpuMaHoro dainy 3anexartb Bia
BMOpPaHOro 3Ha4YeHHSs y cnagHoOMy CnUCKY rpynun AKICTb 306paxeHb.

Mopapa.

e [Ing Toro wob 3MiHTN napameTpu 36epexxeHHs1 306paxkeHb, BUbepiTb NYHKT IHWe.... Y
AianorosoMy BikHi MapamMmeTpu 36epexmeHHs, WO BiaKpuiocs, BubepiTb NOTpibHI
3HaYeHHs | HATUCHITL KHornKy OK.

e SKWO BM He xo4yeTe 36epiraTh intoCcTpaLii B po3ni3HaHOMY TEKCTi, NepeKkoHanTecs, Lo
onuito 36epiraTu 306paxeHHs He NO3HaYeHo.

KoayBaHHSA

Mporpama ABBYY FineReader aBToMaTM4HO Nigbupae KoAoBY CTOPIHKY. AKLWO BN Xo4eTe
3MiHUTU KOAOBY CTOPiHKY, BMb6epiTb NOTpibHe 3HAUYEeHHS y CNagHOMY CMUCKY B CeKUil
KoayBaHHS CUMBONIB.

HanawTyBaHHA KHMI

BubepiTtb onuito CTBOPUTHU 3MICT i 32 HUM PO3AINNTU KHUTY HA haWnun, AKLIO BY
nepeBoauTE NanepoBy KHUIY B eNeKTPOHHMI Burnaa. MporpamMa ABBYY FineReader
aBTOMATUYHO 36epexe po3ainu KHUrm B okpeMi HTML—daiinu i BiAHOBUTb Y 3MiCTi
NOCUNAHHSA Ha BiAMOBIAHI po3a4inv. By TakoX MOXeTe po34iiMTn AOKYMEHT Ha OKpeMi
HTML-cainu 3a 3aronoskamu neplioro abo Apyroro piBHs.

36epexxeHHs 306pakeHb
ABBYY FineReader no3Bonse 36epiratv He TiNbkK po3Mni3HaHWMA TEKCT, afie N 306paKeHHS
CTOPIHOK, Hanpuknaa, BiagCKaHOBaHMX.

Ak 36epertn ogHe abo Kinbka 306paxkeHb:

Buainite NOTpiGHI CTOPiHKM Y BikHi CTOPIHKMW.

Y MeHo ®ain BnbepiTb NyHKT 36eperTu CTOPiHKM K 306paKeHHs ...

won o=

Y pianosi, Wo BiaKpWBCS, BUOEPITb ANCK, NanKy ANs po3MilleHHs daiiny, Wwo 36epiraeTbes.
4. BunbepiTb rpacdiuHmin hopMarT, y SSIKOMy BM Xo4eTe 36eperti 306paxxeHHs.

YBara! {kwo Bu xo4yeTe 36epertv aekinbka CTOPIHOK B oAnH (ann, Bubepitb dpopmaT TIF i
no3HauyTte onuito 36eperTu CToOpiHku B oauH dann.

5. BkaxiTb iM'a daiiny 1 HaTUCHITL 36eperTu.
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Mopapa. Iig yac 36epexeHHs y ¢dopmaTt TIFF Bu MoxeTe BUOpaTn MeToa CTUCHEHHS
306paxeHHs. CTUCHEHHS 306paxeHb A03BOJISIE 3MEHLWUTH Po3Mip danny. Metoaw,
3aCTOCOBYBaHi A/151 CTUCHEHHS 306pa)keHb, PO3pPi3HAOTLCS 3a CTYNEHEM CTUCHEHHS i
HasIBHICTIO BTpaT AaHuX. Ha BMbip MeToay CTUCHEHHS BNAMBAKOTb ABa (PaKTOpU: SKICTb
oaepXXyBaHOro 3o06paxeHHs i po3mip danny.

ABBYY FineReader 003B0sSIE BAKOPUCTOBYBATW TaKi METOAN CTUCHEHHS:

e ZIP — He Npv3BOAUTb A0 BTPATU AaHMX i 3aCTOCOBYETLCA ANs 306paXkeHb, WO MICTATb
BENWKI AiNAHKM 0AHOro Konbopy. Hanpuknag, ans 3HiMkiB ekpaHa (CKpiHLOTIB). Takox Lel
METOA NiAXOAUTb ANs YHOpHO—-Hinnx 306paxkeHsb.

e JPEG — 3aCcTOCOBYETbCS ANs CipuX i KONbOPOBUX 306paXkeHb, HaNpuknaa, Ans
oTorpadin. Lien meToa A03BONSIE AOCAITU 3HAYHOMO CTUCHEHHS! 300paXXeHHs, ane
nNpu3BOANTb A0 BTPATU AAHUX i, IK HACNIAOK, 4O NOripweHHs SIKOCTi 306paXXeHHs
(pO3MMBaAHHS KOHTYpIB | BTpaTy BIATIHKIB KOMbOPIB).

e CCITT Group 4 — He Np13BOANTb A0 BTPATU AaHUX i 3aCTOCOBYETLCS AN1S YOPHO—6inmx
306paXkeHb, CTBOPEHNX Y rpadivHNX peaakTopax abo OTpuMaHuXx 3i ckaHepa. MeTog
cTucHeHHs1 CCITT Group 4 WMPOKO BUKOPUCTOBYETLCS ANSt CTUCHEHHS 1 3aCTOCOBYETHLCS
Malke A0 BCiX 306paXeHb.

o Packbits — He np13BOAMTbL A0 BTpATW AaHMX i NiAXoAUTb ANS BiACKAHOBAaHUX YOPHO—b6innx
306paXkeHb.

e LZW — He npu3BOAUTbL A0 BTPATW AaHWX i NigxoauTb Ans rpadikv i cipnx 306paxeHs.

Mpwn 36epexeHHi y ¢dopmaTt PDF (Tinbkn 306paxeHHs1) BUKOPUCTOBYIOTLCA NapaMeTpy,
3a4aHi Ha 3aknaaui 36epertu>PDF gianory HanawtyBaHHA (MeEHIO
Cepsic>HanawTtyBaHHS...).

HaacunaHHg pe3ynbTaTiB eeKTPOHHOK MOLUTOH
ABBYY FineReader no3Bonsi€ Hagicnaty pe3ynbTaTh po3ni3HaBaHHSA €l1eKTPOHHOK MOLTOK
y 6yab—sikoMy 3 nigTpuMmyBaHux dbopmarTiB 36epexeHHs kpim HTML.

LLlo6 HagicnaTu AOKYMEHT:
1. Y meHio ®ain BubepiTb NyHKT HagicnaTtn eneKTpoHHOK NOWTOH>[1J0KYMEHT...
2. Y pianosi, Wwo BiaKpuBCs, BUbEpITh:
o ®opmart, y sikoMy cnig 36epertv AOKYMeHT

e OawH i3 TPbOX BapiaHTiB 36epeXxeHHs: 36eperTu yCi CTOPIHKM B 0AWH ais, KOXHY
CTOPiHKY B OKpeMuii chaiini abo po3ainvTi AOKYMEHT Ha dannm 3a NOPOXHIMK
CTOpiHKaMW.

3. HatucHite OK. Y pe3ynbTtati 6yae CTBOPEHO NUCT i3 NpUKpinneHuM darnom (dannamm).
BaM 3anuwwmTbCAa TiNbKW BKa3aTu agpecarta i HagicnaTtu JIUCT.

By TakoXX MOXeTe HaAicnaTu eeKTPOHHO NOLWTOoK 306paXeHHS CTOPIHOK AOKYMEHTa.
LLlo6 HagicnaTu 306paxeHHs CTOPIHOK:
1. Y meHio ®@awnn BnbepitTb NyHKT HagicnaTtn enekTpoHHOK NOwWwTOor>306parKeHHs ...

2. Y pianosi, Wwo BiagKpuBCS:
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e Bubepitb hopmart, y sikomy cnig 36epertu 306paxkeHHs

e [lo3HauTe Hapicnatu BCi CTOpPiHKM B ogHOMY paini, SKLIO xo4eTe Hagicnatu
306paXkeHHs ik 6araToCTOPIHKOBMI harin

3. HatucHitb OK. Y pe3ynbTtaTi 6yae CTBOPEHO NUCT i3 NpUKpinieHuM darinom (darnamm).
BaM 3anuwmnMTbCA TiNIbKM BKa3aTu agpecaTa i HagicnaTtu JIUCT.

ABBYY FineReader no3Bonsie Hagicnatu pesynbTaTy po3ni3HaBaHHS €1eKTPOHHOK MOLUTO
Ha aapecy Ha cepBepi Kindle.com, 3 Sikoro Bu 3MoXeTe 3aBaHTaXXUTK iX Ha CBili NpUCTPIN

Kindle.

YBara! /119 BUKOHaHHS LbOro 3aBAaHHSA HeobXiaHo, Wob y Bac 6yB 06nikoBUI 3aNnC Ha
cepsepi Kindle.com.

1. HaTucHiTb CcTpinky cnpasa Big KHOMKM 36epertTu Ha rofoBHiN NaHeni iIHCTPYMEHTIB |
BMbepiTb NyHKT Mepepatu B Kindle...

2. Y pianosi, Wwo BigKpMBCS, BKaXIiTb:
o EnekTpoHHYy agpecy obnikosoro 3anucy Kindle;

e OpvH i3 TPbOX BapiaHTiB 36epexxeHHs: 36eperTu yCi CTOPIHKM B 0ANH (aiin, KOXHY
CTOpiHKY B OKpeMuii chaiinn abo po3ainvTi AOKYMEHT Ha dannm 3a NOPoXHIMK
CTOpiHKaMu;

e IM'a danny.

3. HatucHitb OK.
Y pe3ynbTaTi 6yae CTBOPEHO JIUCT i3 NpuKpinaeHnm dainnom (dhainamm). Bam 3anmwmTbes
TiNbKKW HaZicnaTy 1Moro i NoTiM 3aBaHTaXXMWTW KOHBEPTOBaHWI AOKYMEHT i3 cepBepa
Kindle.com Ha cBit npucTpin Kindle.
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Pob60Ta i3 30BHIWHIMN CXOBULLAMMU

®daiinosi IHTepHeT—Cx0BULA MalOTb 6baraTo nepesar, Hacamnepesa, AoNoMaralTb He
BMKOPWUCTOBYBaTM Nam’aTb KoMN'toTepa, 3abe3neunTtun 6e3neky AaHux, TakKoX HagaTu AOCTyn
A0 iHdopMauii 3 6yab—skoro micusi. 3 ABBYY FineReader Bn MoxeTe po3ni3HaBaTu
[AOKYMEHTW i 36epiraT po3ni3HaHUi TeKCT Biapa3y B IHTEpHET—CXOBMLIE, Hanpuknaza
Dropbox, SkyDrive, Google Drive. [ianoru BiakpnBaHHS Ta 36epexeHHs AOKYMEHTIB i3
3aknagkamun Bubpane (Favorites) Ta HepgasHi micusa (Recent places) HagatoTb
3pPYYHUIN JOCTYN A0 NAnoK 30BHILIHIX CXOBWULL,.

Takox ABBYY FineReader no3Bonsie 36epert posni3HaHUi TEKCT Y MEPEXIi: Ha CalTi, Ha
nopTani, B enNeKTpOoHHil 6ibnioTeui.

PoboTa 3 IHTepHeT-CxoBuLLaMM AaHUX

3a gonomoroto nporpamu ABBYY FineReader B# MoOXeTe po3ni3HaBaTN AOKYMEHTH i
36epiraTi po3ni3HaHui TeKCT Biapa3y B IHTepHeT—cxoBuLLe, Hanpuknaa Dropbox, SkyDrive,
Google Drive. [lianoru BiakpuBaHHSA Ta 36epexeHHa AOKYMEHTIB i3 3aknagkamy BubpaHe
(Favorites) Ta HepaBHi micusa (Recent places) HagaloTb 3pyyHUiA AOCTYN A0 Nanok
30BHILLHIX CXOBMULL.

Ak BiakpuTN dann 306paxxeHHs abo PDF—dain 3 IHTepHeT—CcxoBuLa:

1. Y nporpami ABBYY FineReader HaTuUCHiTb kHOMKY BigkpuTn abo B MeHio dann BMbepiTh
nyHKT Biakputn PDF a60 306pakeHHs....

2. Y pianosi, Wwo BiaKpuBCA, Ha 3aknaaui Favorites abo Recent places BnbepiTb cxoBuLUe, B
AKOMY 3HaXoAATbCA NOTPIOHI 306paxeHHs.

BiakpwuTK 306pakeHHs
(-I * T F termp b FineReader
Organize = Mew folder
Favari ~ Marne Date rmadified
{ Faworites
B Desktop 1] GettingStarted 4/22/2009 137
4 Dowenloads

‘| Recent places

= Libraries

3. BubepiTb ogHe abo Kinbka 306paxkeHb.
4. BkaxiTb Aiana3oH CTOPIHOK ANns 6araToCTOPIHKOBOro AOKYMEHTA.

5. 3a HeobXigHOCTi YBIMKHITb Onuito ABTOMaTU4HO 06po6nsTu aoaaHi CTOPIHKM.
Mopapa. Bu MoxeTe BMbpaTtun sk came byae 06pobneHo 306paxkeHHs: sKi aedekTn
306paxkeHb Byae yCyHeHO, un NOTpibHO BMKOHYBATK aHani3 i po3ni3HaBaHHS AOKyMeEHTa.
LLlo6 3apgat napameTpu 06pobkn 306paxkeHb, HATUCHITL KHOMKY HanawTyBaHHS....
[oknagHiwe avB. «HanawTyBaHHA NapaMeTpiB CKaHYBaHHS i BiAKPUBAHHS 306paXKeHb».

86



MocibHnk kopuctyBada ABBYY FineReader 12

MpumiTka. JKWo Ha BawoMy KoMmn'toTepi Bxe BiakpuTo ABBYY FineReader, 306paxeHHs
CcTopiHOK 6yae aoaaHo B MOro KiHeub, B iHAKLWOMY BMNaAaKy 306paXxeHHs CTOpiHOK byae
AOAaHO B HOBMI AOKyMeHT FineReader.

TaKknM e YMHOM BU MOXeTe 36epertu po3ni3HaHUN TEKCT B IHTEPHET—CXOBULLE .

36epexeHHs1 B Microsoft SharePoint
Mporpama ABBYY FineReader no3Bonsie 36epertv po3niaHaHW TEKCT Y Mepexi: Ha cauTi, Ha
nopTani, B eNeKTPOoHHil 6ibnioTedu,.

Sk 36epertu po3nisHaHuit TekcT y Microsoft SharePoint:

1.
2.

4.
5.

BnbepiTb KOMaHAy 36epexeHHs1 JOKyMeHTa B NOTPIGHUIA opmarT.

Y pianosi, Wo BiAKPUBCS, BKaXiTb iM'A hainy 11 aapecy A0 Nanku B Mepexi, y siky byae
noMileHo cawin.

Mopapa. By MoXeTe 3MIHUTW HanalTyBaHHs! 36epexxeHHs y BubpaHuii opmat. Ans uboro
HaTUCHITb KHOMKY MapameTpu 36epe)keHHs...

Y cnagHoMy cnivcky Onuii cpainy BM6epiTh HanalTyBaHHS 36epeXXeHHs
HaraTocTopiHkoBKX (baiinis.

3a HeobxiaHOCTI No3HayTe onuito BiAKPUTYM AOKYMEHT nicnn 36epexeHHs.

HaTucHiTb kKHONKY 36eperTu.

YBaral!

SAKLLO BM KOMItOETE aapecy A0 Manku B Mepexi 3 bpay3epa, NnepekoHanTecs, Wo BOHa Ma€E
Takui Burnaa: http://Server/share. LLIo6 oTpuMaTh npaBuibHE NOCUAHHS, KNIKHITh
MpaBoK0 KNagilLe MU Ha NOTPiIGHY Nanky Ta BUGEpITb Y KOHTEKCTHOMY MEHIO, LLO
Biakpunocs, komaHay Copy link address....

Bv MoXxeTe BMKOPMCTOBYBATM aApecy A0 Nanku B Mepexi, ckoniioBaHy i3 MposigHuka
Windows Takoro surnsay: \\Server\share.
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KonektuBHa poboTa B Mepexi

Y nporpami nepeabavyeHo MOX/MBICTb AN KONEKTUBHOI poboTn B Mepexi. ABBYY
FineReader no3B0oNsSiE BUKOPUCTOBYBATU OAHI M Ti caMi MOBM KOpPUCTYBava i NiaKNoYeHi oo
HUX CNOBHUKM KOPUCTYBa4ya AeKislbKOM KOpUCTyBayaM O4HO4YaCHO.

K 3po6bUTK MOBM KOPUCTYBaYa i MiAKIOYEHI A0 HUX CNIOBHUKM 3arasiibHOAOCTYMHUMMU:

1. CrBopiTb abo BigkpuiTe AOoKyMeHT FineReader i HanawTyMTe ANs HHOrO NapaMeTpu
CKaHyBaHHS Ta po3ri3HaBaHHS.

2. TlepL Hi>XX CTBOPUTU MOBY KOPUCTYBa4a, BKaXiTb Nnarnky 36epiraHHs CNIOBHUKIB
KopucTyBaya. Lle mae 6yTn nanka, AOCTYNHa BCIM KOPUCTYBa4yaM y Mepexi.

MpumMiTka. CTaHAaApTHO haiiv CNOBHMKIB KOPUCTYBaYva 36epiratoTbcsa B nanui
%Userprofile%\AppData\Roaming\ABBYY\FineReader\12.00\UserDictionaries.
(B onepauinHnx cuctemax Microsoft XP — y manui %Userprofile% \Application
Data\ABBYY\FineReader\12.00\UserDictionaries).

Slk BKa3zaTu nanky 36epiraHHs CNOBHMKIB KOpUCTyBaya:

1. Ha 3aknaaui floaaTkoBi gianory HanawtyBaHHS (MeHIO
Cepsic>HanawTyBaHHS...) HATUCHITb KHONKY C/IOBHMKM KOPUCTYBa4a....

2. Y pianosi, Wo BiagKpUBCS, HATUCHITb KHOMNKY OrnsiA... i BKaXiTb NOTPiIGHY nanky.
3. 36epexiTb eTanoHu i MoBU kopucTyBada B dann (*.fbt):

1. BigkpuiTe gianor HanawTtyBaHHsa (MeHio CepBic>HanawTyBaHHS...) Ha
3aknagui Po3nisHaTy.

2. Y rpyni ETanoHn Ta MOBM KOPUCTYBa4a HaTUCHITb KHOMKY 36epertu y
dann....

3. Y pianosi, Wo BiAKPMBCS, BKaXiTb iM'A Ta Nanky 36epiraHHs danna. Lie Mae 6yTu
narka, AOCTyrnHa BCiM KOPUCTyBayaM y Mepexi.

4. Lo6 pekinbka KOpUCTYBaYiB MOrAM NpauloBaTh 3i CTBOPEHMMN MOBaMM KOpUCTyBaYa i
NiAKNIOYEHNMN 10 HUX C/TOBHMKAMM KOPUCTYBaYa, KOXXEH KOPUCTYBaY, CTBOPIOOYM HOBUM
[OKYMeHT FineReader, NOBMHEH 3aBaHTaXWUTK aiin €TaOHIB i MOB i3 paHille 36epexxeHoro
FBT—anny Ta Bka3aTu LWNSx A0 nanky 36epiraHHsl COBHUKIB KOPUCTYBaya.

YBara! KoxeH KoOpucTyBay NOBUHEH MaTu NpaBa Ha YNTaHHS i 3anuc Ans nanku, B SKin
36epiraloTbCs MOBM KOPUCTYBa4ya Ta CNIOBHUKW KOpUCTYBaua.

Cnucok AOCTYNMHMX MOB KOPUCTYyBaya Ta iXHi NnapaMeTpu BU MOXETe NoaAuBUTUCS Y Aianosi
PepakTop MoB y rpyni BusHaueHi kopuctysaueMm moBu (MeHio CepBic>PepakTop
MOB...).

Mig yac cninbHOro BUKOPUCTaHHS MOBUW KOPUCTYBaya AOCTYMNHI B PEXUMI «YMTaAHHA», TOOTO
BN HE MOXeTe 3MIHUTU NapaMeTpu BXe HAasABHOI MOBW KOpUCTyBaya. [1pu LbOMYy BN MOXeTe
peaarysaTu CNOBHMK MOBM KOpPUCTYyBaya.

Y MOMEHT pefaaryBaHHS C/TIOBHMKA OAHWM KOPUCTYBa4yeM ANs iHWNX KOPUCTYBaYiB Liel
CNOBHWUK AOCTYMHUN Y PEXUMI «4UTaHHA>», TOBTO CNOBHUK BUKOPUCTOBYETLCS NMPOrpaMoto
ANS po3ni3HaBaHHSA i NepeBipkK, ane A4oAaBaTU UM BUAANSATM C/IOBA 3 HbOFO HE MOXHa.
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3MiHW, BHECEHi OQHUM KOPUCTYBA4yeM, CTaloTb AOCTYMHMMWU BCiM, XTO MpaLIOE 3 Nankow, B
AKin 36epiraloTbCs MOBU Ta CMIOBHUKM KOpPUCTYBaya. Ansa Toro wob 3MiHU y CNOBHUKY,
3pobneHi iHWKMM KopuctyBayeM, Habynm YMHHOCTI, nepe3anycTiTb nporpamy ABBYY

FineReader.
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ABTOMaTU3auUiss 06pobkKn Ta 3anyck 3a po3K1aaoM

e ABTOMaTM3aLUis 06p0obKN AOKYMEHTIB
Mpouec 06pobkn AOKYMEHTIB YaCTO CKNAAAETbCA 3 OAHIE i Tiel ) nocnigoBHOCTI ain. Ans
BMKOHaHHS HaWNOLUMPEHILLIMX 3aBAaHb Yy Nporpami nepeabayeHo BO6ya0BaHi 3aBAaHHS, SKi
[03BONAOTb OTPUMATK PO3Mi3HAHUMA TEKCT OAHUM HAaTUCKAHHAM KHOMKW. 3aBAaHHS
KOpUCTyBaya HafaloTb Hinblue po3MaiTTs KPOKIB y NOPIBHSIHHI 3 BOyAOBaHMMM 3aBAAHHSIMM.
I n03BONAIOTL AOAATM A0 HUX KPOKWM, HEOBXiAHI Ans po3B’a3aHHS CaMe BaluvX 3aBAaHb.

e 3anyck 06pobku 3a po3kiagom.
IHoai 6yBa€ 3py4HO po3ni3HaTN AOKYMEHTM B TOW Yac, KON KOMM'IoTep HaMMeHLue
3aBaHTaXeHWI, Hanpuknaa, BHodi. ABBYY FineReader MicTuTb JoAaTOK—NIaHYBanbHUK
ABBYY Hot Folder. 3 Iioro 10noMoroto MoXHa CTBOPUTU 3aBAaHHS, WO BKJIIOYAE B cebe
BCi HeobXigHi NapaMeTpu BiAKpMBAHHS 306paXkeHb, po3ni3HaBaHHS | 36epeXxeHHs, Ta
NpU3Ha4YMTN Yac 06pobKkM AOKYMEHTIB i3 BUOpaHOi nanku.

AsTOMaTu3auisa 0bpobkn B ABBYY FineReader
(Tinbkmu gna sBepcii ABBYY FineReader Corporate)

Mporpama ABBYY FineReader no3Bonsic aBToMaTU4YHO 06p0obnaTN AOKYMEHTU 3a AOMOMOro
BOyaoBaHMX 3aBAaHb i 3aBAaHb KOpUCTyBaya. KepyBaHHS 3aBAaHHSMM KOPUCTYBaYa
3AiNCHIOETBCA 3a AonoMoroto Aianory MeHeg)xep 3aBAaHb....

o Llo6 Bigkputn gianor MeHepxep 3aBaaHb y MeHio Cepsic BubepiTb NYyHKT MeHemxep
3aBAaHb... abo HaTucHiTL Ctri+T.

Ha naHeni iHCTpyMeHTIB Y BEPXHill YyacTuHi gianory MeHeg)xep 3aBAaHb PO3MilleHi
KHOMKM, SKi A03BONAOTb CTBOPUTH, 3MIHUTK, KONilOBAaTWN, BUAANUTK BMbpaHe 3aBAaHHS, a
TakoX iMnopTyeBaTn abo ekcnopTyBaTu 3aBAaHHS.

2
MeHempxep 3aB4aHb E
+ Hoee y 3MIHWUTI D—:l Konitosatw | Imnopt BB Ekcnopt | 3 Buganutn IE]:]rIepeﬁMEH}rEaTm
3aBAaHHA Kok
R | | 1: CroopumH HoBHit Ao ymeHT
POCF or Images to Microsoft Word 2: BinkpuTia 300pameqHA [ POF
Convert Foto to Microsoft Word 3: AHaniz
Scan to Microsoft Excel 4: PoanisHaTH
Scan to Microsoft Word 5: 36eperTu AokyMeHT (DOC)
Scan to PDF 6: Mepenatu gokymeHT B Amazon Kindle
Scan and save Image
AoknagHiwe Npo 3a84aHHA. .. 3anyCTHTH 3aKPUTH
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LLlo6 noyaTtn 06pobKy AOKYMEHTa BiANOBIAHO A0 BMOpaHOro 3aBAaHHS, 3anyCTiTb 3aBAAHHS
Ha 3aknagui Moi 3aBaaHHA BikHa 3aBAaHHA.

[opatok ABBYY Hot Folder

(Tinbkmn ana Bepcii ABBYY FineReader Corporate)

ABBYY FineReader mictutb nonatok ABBYY Hot Folder. Lleit nopatok—nnaHyBanbHUK, 33
LIOMOMOro0 SKOro MOXHa MpU3HaYMTH Yac 06pobkn AOKYMEHTIB i3 BUO6paHOi nanku.
BiakpuBaHHs dannisB i po3nisHaBaHHA 306paXkeHb MoXe 6yTM BUKOHAHO B TOW 4ac, KOMu
KOMN'loTep HaMeHLWe 3aBaHTaXXeHUM, Hanpukiaa, BHOUi.

[Ansa aBToMaTM4YHOI 06p06bkKn 306paxkeHb HEOOXiAHO HanawTyBaTK 3aBAAHHA AN BUOpaHOi
nanku. HanawTyBaHHA 3aBAaHHS BK/IOYalOTb B cebe BCi HeobXigHI NapameTpu BigKpMBaHHS
306paxkeHb, po3ni3HaBaHHA i 36epexXeHHs pO3MNi3HAHOro TEKCTY, PEXUM NepeBipKu nanku
(ogHopa3oBo abo NOCTiINHO), Yac no4YaTKy 06pobku nanku.

yBara! [1na Toro wob o6pobka nanku novyanacs y BkasaHMI 4ac, Ha koMn'toTepi Mae 6yTtu
BMKOHAHO BXif A0 CUCTEMM.

IHcTanauisa i 3anyck goaatky ABBYY Hot Folder

Jopatok ABBYY Hot Folder iHcTantoeTbcsa pa3om i3 nporpamoto ABBYY FineReader 12. {kwo
popatok ABBYY Hot Folder BiacyTHiM Ha BawoMy KoMn'toTepi, Le 03HayaE, Wo nia yac
BnbipkoBoi iHcTanauii ABBYY FineReader 12 komnoHeHT ABBYY Hot Folder 6yno
BiAKNOYEHO.

4k iHcTanwoBaTn ABBYY Hot Folder nisHiwe:

1. HatucHiTb kHornky Myck Ha MaHeni 3aBAaHb i BU6epiTb NyHKT MaHesib KepyBaHHA.

2. Bubepitb MporpamMmm i KOMMOHEHTM.
MpumiTka. B onepauiliHnx cuctemax Microsoft Windows XP Lsi koMaHAa Ha3MBaETLCS
IHCcTansuis i BUAaneHHs nporpam.

3. 3 cnucky iHCTanboBaHuX nporpam Bubepitb nporpamy ABBYY FineReader 12 i HaTUCHITb
KHOMKY 3MIHUTMH.

4. Y piano3si Bubipkosa iHcTansiuia subepitb komnoHeHT ABBYY Hot Folder.
5. [ani AoTpuMMyMTeCs iHCTPYKUI NporpaMm iHcTansuii.

3anyck noaatky ABBYY Hot Folder

3anyctutu gogatok ABBYY Hot Folder MoXxHa ogHMM 3 Takux crnocobis:

e Y MeHio Ctapt>Tporpamn>ABBYY FineReader 12 snbepitb nyHkT ABBYY Hot
Folder, a6o

e Y MeHio Cepsic nporpamv ABBYY FineReader 12 Bubepitb komaHay Hot Folder..., abo

e KnauHiTb Ha 3Ha4yOK AoaaTKa, KM po3TalloBaHMM Ha NaHeni 3aBaaHb Windows (uen
3HAYOK 3'ABNSETLCA NICNA TOro, K Ha KoMN'toTepi 6yno HanawToBaHO xo4a 6 ogHe
3aBAaHHSA).

Mig yac 3anycky aogatka ABBYY Hot Folder BigKpnBa€eTbCA rON0OBHE BiKHO.
Ha naHeni iHCTpyMeHTIiB po3TalloBaHi KHOMKK, AKi A403BONAKTbL HaNalwToOBYBATK, KOMiloBaTw,
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BMAANATW 3aBAAHHS ANS NanoK, a TakoX 3anyckaTu o6pobky nanok i nepernagaty 3BiT Npo
06p0obKy nanku.

ABBYY Hot Folder - O
Hoee saggania A~ | n JanycTuTk 2apas 3anycTuTH 33 po3knagom | " IMIHWTH D—] »
Ira's Cran HactynHwid wac emkoHanHs 36T

=] My Task(3) & 3annaHoeaHo 16.02.2014, 13:36

EBIMyTaskd) I@3ymmwero | |

B My Task w' JaBEpLUEHD w" & dafinie yeniwno obpobnedo

Y BikHi ABBYY Hot Folder 3HaxoamMTbCs CNMCOK HanalTOBaHMX 3aBAaHb. 19 KOXHOro
3aBJlaHHSA BKA3YETbCS MOBHUM LWINSAX A0 Nanku, Wo obpobnseTbCs, CTaTyCc 3aBAaHHs i Yac
HACTYMHOro ceaHcy 06pobku nanku.

Y npoueci BUKOHaHHA 3aBAaHHSA MOXE MaTW Taki CTaTycu:

CraTyc Onuc

BMKOHaHHSA... BukoHyeTbcs 06pobka 306paxeHb, sIKi 3HAaX0A4ATbCa Y nanui.

3annaHoBaHo Ans uiei nankn BubpaHo pexuM pa3oBoi 06pobkn, MOMeHT
noyaTky 06pobku BkasaHo y ctosnui HacTtynHuh yac
BUKOHAHHS.

3ynnHeHo O6pobKy nankn Npu3ynuHeEHO.

3aBeplieHo O6pobky nanku 3aBepLueHo.

Momunka (ame. || Y npoueci 06pobkm nanku ctanacs nomunka, i 06pobky
XypHan) 306paxeHb He 6yno 3aeeplweHo. ON1C NOMUNOK HaBeAEHO Y
3BiTi Npo 06pobkKy nanku. LLlo6 BCTaHOBUTU NPUYMHY
nomMunku, BubepiTb Nanky i HaTUCHITbL KHoMky Mepernsag
3BiTY, WO 3HAXOANTbLCSA Ha NaHeni IHCTPYMEHTIB.

Bu mMoxeTe 36epertv 6yab—sKke 3aBAaHHS AN8 NOAaNbLOro BUKOPUCTAHHS.
-~
1. Ha naHeni iIHCTpYMEHTIB HAaTUCHITb KHOMKY i BWbepiTb NyHKT EkCcnopTyBaTM...
2. Y pianoasi, Wo BiAKpUBCA, BKaXiTb HA3BY 3aBAaHHS i WWNAX, 3@ AKMM BOHO byae 36epiratucs.

3. HatucHiTb kHonky 36eperTu.

LLlo6 3aBaHTaXMTK paHille 36epexeHe 3aBAaHHS:
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A~

1. Ha naHeni iHCTpYMEeHTIB HAaTUCHITb KHOMKY i BUbepiTb NyHKT IMNOpTYBaTM...

2. Y pianosi, wo BiaKpuBCs, BUbepiTb NOTPibHE 3aBAaHHS | HATUCHITL KHOMKY BigkpuTy.

Ak CTBOPUTU HOBE 3aBAaHHA AJ14 NalK!

1.
2.

HaTucHiTb kHoNKy HoBa Ha naHeni iHCTpyMeHTiB goaaTka ABBYY Hot Folder.

Y none IM'a 3aBAaHHA BBEAiTh iM'a 3aBAaHHS.

Y pianosi Hot Folder, wo Biakpmecs, Bubepitb rpadik BUKOHaHHS 3aBAaHHS:

3anycTUTH OAUH pa3 — 3aBAaHHsA 6yae 3anyLeHo OAMH pas y BKasaHWi Yac.

MoBTOproBaTH 3anNyCcK — 3aB/aHHA 6ye 3anyckaTucs WOXBUANHM, pa3 Ha AeHb,
TUXAEHb abo MicsLb Y BKa3aHMIM Yac.

BkaxiTb Manky 4n AOKYMEHT, 3 IKOro 6paTUMyTbCSt 306paXKeHHS.

®dann i3 nankn — A03BONSE 06pOBNATN 306paKEHHS 3 NIOKAIbHUX Ta MEPEXEBUX
nanok.

®dain 3 FTP—nanku — 103B0oNsiE 06pobnaTH 306paXkeHHS 3 Marnok, po3MillleHnX
Ha FTP—cepsepi.

SAKWO Ans OTpMMaHHA AocTyny Ao FTP—nanku HeobXiaHO BKa3aTu iM'a KOpUCTyBaya
i naponb, BBediThb X y nonsg IM’a kopuctyBada Ta Maponb. AKLWO X 415 4oCTyny
Ao FTP—nankn He BMMaratTbCs iM'sl KOPUCTyBaya i Naposib, BiA3HauTe onuito
AHOHIMHe NiaK/IIOYEeHHS.

®ain i3 nankn Outlook — f03BONsIE 06pO6NATM 306paXkeHHs 3 nanok,
PO3MILLEHNX Y MNOLITOBIN CKPUHbLI.

AokymeHT FineReader — 103B0n1sI€ 06p0bnaTh 306paxkeHHs 3 JOKYMeHTa
FineReader.

AKWo nig Yyac po3nisHaBaHHA HEMAE NoTpebu 36epiratv KoNbopu 306paxkeHb, BU MOXeTe
06pobnaTN AOKYMEHT Yy YopHO—6inoMy pexwumi. ns uboro B rpyni KonipHuin pexxum
nosHaute onuito KoHBepTyBaTH 306paxeHHs y YOpHO—6ini.

Y rpyni MouyaTkoBi painmn BkaxiTb 36epiratv, BUAANATU YU NEPEHECTM NoYaTKOBI dhannm
y BKasaHy nanky.

5. Ha kpoui AHani3 i po3nisHaBaHHSA BMbepiTb HaNalWTyBaHHSA aHanidy i po3ni3HaBaHHS

JIOKyMEHTa.

a. Y cnagHoMy cnvcky MoBa gOKyMeHTa BMbepiTb MOBY, LLO BiAMNOBIAAE TEKCTY Ha

300paXkeHHsIX, siKi BU 36MpaeTecs po3ni3HaTw.

MpumiTka. Moxnmeuin BUBip AeKiNbKOX MOB pPO3Mi3HAaBaHHS.

B. Y rpyni MapamMmeTpn 06po6bkun AOKYMEeHTa BKaXiTb, UM CNig po3ni3HaBaTh
[IOKYMEHT, aHanisyBaTi abo BUKOHyBaTW Tiflbku nonepeaHio 06pobky 306paxkeHb.
3a HeobXigHOCTI 3aaanTe AOAATKOBI NapaMeTpy po3ni3HaBaHHS i nonepeaHboi
06pobkK 306paxkeHb, HAaTUCHYBLUW KHOMKY HanawTyBaHHA po3ni3HaBaHHA...
abo HanawTyBaHHA nonepeaHboi 06po6KMu... BiANOBIAHO.

BubepiTb, UM cnig aHanizysaTn po3MilLleHHs 30H aBTOMaTU4HO abo
BMKOPUCTOBYBaTH LWAGOH 30H.
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Y cnagHoMy cnncky 36epertu i noainuTucs snbepiTtb, B SKOMY BUMNSAI BU Xo4eTe
36epiraTv JOKYMeEHTH.

a. Y cnagHoMy crniucky 36epertu sik BubepiTb opmat daina.

Mopapa. LLo6 HanawTyBaTKM AOAATKOBI NapamMeTpu 36epiraHHs, HaTUCHITb KHOMKY Onuii...

B. Y noni Manka BKaxiTb Nanky, B Ky NoTpi6bHO 36epertn 06pobneHi
[OKYMEHTMW.

x. 3 cnagHoro cnucky PesynbTtaT BMbepiTb crnocib 36epiraHHs:

CTBOPUTU OKPEeMMUI1 AOKYMEHT A/ KOXKHOro ¢ainly — [03BOsIsE
36epert koxkeH aiin B OKPEMUI [JOKYMEHT;

CTBOpPUTH OKPEMUI AOKYMEHT JIS1 KOXKHOI NanKn — [J03BOJISIE
36epertu BCi haninm 3 OAHIEI Nanku B OANH JOKYMEHT;

CTBOpMTM OAMH QOKYMEHT AN BCix panniB — f03BoNsE 36epertu BCi

(ainnv B 0AMH AOKYMEHT.

5. Y noni Im'a dpanny BkaxiTb iM's, sike 6yae NpUCBOEHO 06pobIEHMM OKYMEHTAM.

Mopapa. Bn MoxeTe BK/IOUYNTK Y npouec 06pobkn nankum Aekinbka KpPokiB 36epexxeHHs i
CTBOPUTU KONIii AOKYMEHTIB y pi3HMX opmMaTax.

HaTucHiTb kKHonky OK.
HanawToBaHe 3aBaaHHs 6yae BinobpaxeHo y BikHi ABBYY Hot Folder.

MpumMiTka. ®annu 3aBaaHb 36epiratoTbCs B Nanky

%Userprofile%\AppData\Local\ABBYY\HotFolder\12.00. (B onepauiltHiin cuctemi Microsoft

Windows XP — y nanky %Userprofile%\Local Settings\Application
Data\ABBYY\HotFolder\12.00).

yBara! [1na Toro wob o6pobka nanku noyanacs y BkazaHW yac, Ha KoMn'toTepi Mae 6yTu

BMKOHAHO BXiA A0 CUCTEMMU.

Llo6 oTpuMyBaTV NOBIAOM/IEHHS NMPO 3aBepLUIEHHS 3aBAaHb, Ha NaHeni IHCTPYMEHTIB

HATUCHITb KHOMKY
MoBigoMneHHa Npo 3aBeplieHHs 3aBaaHHS byae BigobpaxaTuca Ha naHeni 3aBAaHb
pobouoro crony Windows.

AK 3MIHUTW NapaMeTpu 3aBAaHHA
Bu MoxeTe 3MiHUTW NapaMeTpu BXXe iCHYOYOro 3aBAaHHS.

1. 3ynuHiTb BUKOHAHHS 3aBOaHHS.
2. HaTtucHiTb KHOMKy 3MIHUTK Ha naHeni ABBYY Hot Folder.

3. BHeciTb NOTPi6Hi 3MiHN 1 HATUCHITL KHOMKY OK.

3BiT Nnpo 06pobKy nanku

O6pobka 306paxkeHb 3 nanku, Ans skoi 6yno HanawToBaHO 3aBAAHHSA, BUKOHYETbLCS
aBToMaTuyHo. MNig yac o6pobkun poaatok ABBYY Hot Folder ¢dikcye BCi nogii npouecy i
PEECTPYE iX Y 3BITI.

3BiT MiCTUTBb:
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o HasBy Ta nepenik HanawTyBaHb 3aBAaHHS
¢ Cnncok NoMUNOK Ta nonepemkeHb

e CTaTUCTUKY BUKOHAHHSA 3aBAaHHS (KiNbKiCTb 06po6neHnx CTOPIHOK, KiNbKiCTb MOMMUIIOK i
nonepemkeHb, BUSABIEHMX Nig Yac 06pobku, KinbKiCTb HEBNEBHEHO PO3Mi3HAHNX CUMBOJIIB)

5K YBIMKHYTK 36epeXxXeHHs 3BITY:

e Ha naHeni iHCTpYMEHTIB HAaTUCHITb KHOMKY

3BiT Npo 06po6bKy nanku 6yae 36epexeHo y dann ¢opmaty TXT y Tilt e nanui, wo u
hainn 3 po3nisHaHMM TEKCTOM.

Ak BiaKpUTU haln 3BiTYy:
1. Y cnncky 3aBaaHb ronosHoro BikHa ABBYY Hot Folder BubepiTh 3aBaaHHS.
2. Ha naHeni iHCTpyMEHTIB HAaTUCHITb KHOMKY 3BiT.

MpumiTka. nga Toro wob oTpumaTu iHbopMaLito Npo Xia BUKOHAHHSA 3aBAaHHS, HaBediTb
Kypcop MuwWi Ha ii cTaTyc.
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Mopaau woao poboTn 3 NporpaMoto

Mporpama ABBYY FineReader Mae npocTuit i iHTYiTUBHO 3p0O3yMinuit iHTepdeic, skun
A03BOJISIE MpautoBaTh 3 nNporpamoto 6e3 AoAaTKOBOI NiAroTOBKW, ONaHyBaBLUM OCHOBHI
onepadii B HaKOpOTILLi TEPMiHM.

ABBYY FineReader Mmae MOXNMBOCTI ANs iHAWBIAYanbHOro HanawTyBaHHA iHTepdeNncy.
KopucTyBau Moxe HanawTyBaT poboumnin NpocTip Ha CBiM po3cya:

e 3MiHMTK pO3TallyBaHHA Ta PO3Mip BiKOH

o HanawTyBaTi NaHenb WBMAKOro AOCTYMY, NPU3HAYeHy Ans AOCTYNy A0 HaWuacTile
BUKOPWCTOBYBAHMUX KOMaHA,

e HanawTyBaTn rapsdi knasiwi — MOXHa 9K 3aMiHUTK NonepeaHbO BCTAHOBEHI MOEAHAHHS,

TakK i 4oAaTV CBOI rapsadi Knasilwi ANs BUKOHAHHA KOMaHA nporpamMu.
e BwubpaTtu noTpibHy MoBY iHTepdeicy

Ta iH.

[(0n0BHE BiKHO Nporpamu

Mia yac 3anycky nporpamu ABBYY FineReader BiAKpMBa€ETbCS rosioBHe BiKHO NMporpamm,

a TaKOX BiKHO 3aBAaHHSA, NpU3HadeHe ANs BUKOHaHHS B6yaoBaHUX 3aBAaHb i 3aBAaHb
KOpUCTyBaua.

Y rofioBHOMY BiKkHi MporpamMu Biao6pa)aeTbCcs MOTOYHMIN BigKpUTUI AOoKYMeHT FineReader.
[oknagHiwe npo poboTy 3 AokyMeHTamMn FineReader amBiTbCa y cTaTTi «[AOKYMEHT
FineReader».
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NokymenT 6es naseu [4] - ABBYY FineReader 12 Professional = =
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= Working with ABBYY FineReader
4 To process a document with ABBYY FineReader, you need to complete the following four steps:
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CTopiHEM F.pynHuUE naaH [Monepen#aHHA

e Y BikHi CTOpIHKM Big06paXkaloTbCs CTOPIHKK, WO BXOAATb Y AOKYMeHT FineReader.
MoXnu1Bi ABa pexuMmn BiAobpaXKeHHs CTOPIHOK: MikTorpamu (AvB. ManioHOK) abo Tabnuus
3i CTOBNUAMM BiIOMOCTEN NPO CTOPIHKM AOKYMEHTA. PEXWUM MOXHa 3MiHIOBaTH 3
KOHTEKCTHOIrO MeHI0 LibOro BikKHa, 3 MeH0 Burnspg, 3 gianory HanawTtyBaHHSA (MeHI0
CepsBic>HanawtyBaHHS...).

e Y BikHi 306paxkeHHs BiA0OpaXKaETbCs 306paxeHHs MOTOYHOI CTOPIHKM. Lle BIKHO A03BONSIE
peaaryBaTy 30HM Ha 306pa)keHHi, 306paXkeHHs CTOPIHOK, BNacTUBOCTI TEKCTY.

e Y BikHi TeKCT BigobpaxaeTbCs po3ni3HaHWIM TEKCT. Y HbOMY MOXHa NepeBipaTh
opdorpadito, bopmaTyBaTh 1 peaaryBaTu TEKCT, OTPUMaHWUI Y pe3y/bTaTi po3ni3HaBaHHS.

e Y BikHi KpynHui1 nnaH Bigobpaxa€erbcs 36inblueHe 306paXKeHHs psiaKa, WO peaaryerbcs,
abo AinsHKkn 306paxkeHHs, sika 06pobnseTbcs. AKWO y BikHi 306paxkeHHs Bu Haunte
3ara/ibHuU BUrNsA CTOPIHKK, TO Y BikHi KpynHMIA nnaH 3pyyHo nepernsiHyTy 306paXxeHHs
[OKNagHilwe, CKOpUryBaTu TUNM i MOIOXXEHHS 30H ab0 MOPIBHATN HEBMEBHEHO PO3Ni3HaHWM
CUMBOJ i3 MOro 36inblueHnM 306paxkeHHsIM. MacluTab 306paxkeHHs y BikHi KpynHui nnaH

| — e v+

perynioeTbCs 3a A0MOMOro naHeni th1| i [T , PO3MILLEHOI Y HUXHIW

YaCTUHI LbOro BiKHA.

Mopapa. Bu MoxeTe nepemiwaTty 306paxeHHs y BikHax 306pa)xeHHa i KpynHui nnaH
3a AOMOMOrow MuLi, yTpumytoun knasiwy Mpo6in.

Knasiwi nepeksitoueHHA MiXK BiKkHaMu
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e [1ns nepekoYeHHs MixX BikHaMu HaTUCHITL Ctrl+Tab.

e Llo6 akTmMByBaTU BiKHO CTOPIHKM, HAaTUCHITL Alt+1.

e Lllob6 akTMBYyBaTU BiKHO 306paXeHHs, HaTUCHITb Alt+2.
e LLo6 akTnByBaTK BikHO TEKCT, HaTUCHITL Alt+3.

[oknagHiwe npo rapsdi knaeiwi gna pob6oTu 3 NnporpaMoto AMB. y po3aini «Fapsdi knasiwwi».

[laHeni iHCTpyMeHTIB

Y ronoBHoOMYy BikHi nporpamu ABBYY FineReader € aekinbka naHenemn iHCTpyMeHTiB. KHOMKM
Ha MaHensix — 3py4YHuii 3aci6 gocTyny Ao KkoMaHa nporpamu. Lli »x KoMaHAM MOXHa
BMKOHYBaTW 3 MeHIO nporpamu abo 3a 4OMNOMOIro rapsumx Knasiul.

FonoBHa — rosoBHa NaHesnb iIHCTPYMEHTIB. MicTUTb (ikcoBaHUIM Habip KHOMOK, SKi
[03BOJISIOTb BUKOHATU BCi OCHOBHI Aii: BiAKPUTU JOKYMEHT, BiACKAaHyBaTW CTOPIHKY,
BiAKpUTK 306paxkeHHs, po3ni3HaTK CTOPiHKK, 36epertu pe3ynbTaTu TOLWO.

L E BiakpuTh [T ] (L) Moka AoKyMeHTa: ﬁg DfopMAEHHA A,
\ = [ -
JaBgaHHA F E CraHysaTH g B T AHrAIACEKE ] 3Bepermi Konig, wo peg »

[ I|I gtig
LT}
mil

e

WBuAaKMA AOCTYN — NaHenb WBMAKOro AOCTYNY, BMICT SIKOi BU MOXETe HanawTyBaTH,
[OAaBLIM Ha HEl KHOMKKW ANsi BUKOHAHHSA Malike 6yab—sKOi KOMaHAM FOSIOBHOMO MEHI0.
CTaHaapTHO usl NaHenb He BiAO6paXaeTbCs B roflIOBHOMY BikHi. LLlo6 ii Bigobpa3sunTtn,
BM6epiTb NyHKT LLUIBMAKMKA gocTyn B MeHio Burnap>MaHeni iHcTpyMeHTIB abo B
KOHTEKCTHOMY MEHI0 FOJIOBHOI MaHesi iIHCTPYMEHTIB.

oD | = | AHEAICEES W @ E | TE

IHI

3]

MaHeni iHCTpyMeHTiB BikoH CTOpiHkKM, 306pa)keHHs, TeKCT 3HaxoAaTbCs B NiBil Ta
BEPXHill YaCcTMHaX UMX BiKOH. MaHenb iHCTpyMeHTiB BikHa CTOPiIHKM MiCTUTb (pikcoBaHUN
Habip kKHonok. MaHeni iHCTpYMEeHTIB y BEPXHil YacTuHi BikoH 306paxeHHs i TeKCT Bu
MOXeTe HanawTyBaTh Ha CBili po3cya.

EE|_ H= _|___{'3‘, il [ MaHenb IHCTPYMEHTIE j

BlkHa CTODIHKK

JobpaseHHA PosnizHatik cTopinky El AHanis cTopiHEKW E.—[ MaHene IHCTpYMEHTIS ]

BikHa 2o00pamaHHA

il
Il
Il
11
B

I—IEKET 3aronosok N23v | B Crani| verdanav | 11v A" A B T u X* Xz =l

|f MaHeni IHCTDYMeHTIE
|,\ BiKHa TeKcT

LLlo6 HanawTyBaTK NaHeNi iHCTPyMeHTiB, TO6TO A0AATU/BUAANUTM KHOMKU, AKi BUKOHYIOTb
AOCTYN A0 KOMaHZA NporpamMu:

1. Biakpuiite gianor HanawTyBaHHA NaHenen iHCTPYMEHTIB i rapAYMx Knasiw (MeHo
CepBic>HanawTtyBaHHS NaHeNeun i rapsaumx Knasill...).

2. Ha 3aknagui MaHeni iHcTpyMeHTiB y noni Kareropii Bubepitb NOTPibHY KaTeropito.
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MpumiTtka. Bubip kateropii 3MiHt0€ Habip koMaHA y cnucky KomMmaHam BignoBiaAHO A0
Habopy KOMaHA ro/I0BHOrO MEHIO NMporpamm.

3. Y noni MaHenb iHCTPYMEHTIB BMOEPiTb NaHeNb iHCTPYMEHTIB, Ha SKii NOTpibHO AoaaTh
abo BnaanuTu KoMaHay.

4. Y cnucky KoMmaHam B1bepiTb KOMaHAy M HAaTUCHITb KHOMKy >> (abo <<).
BubpaHa koMaHAaa 3'BUTbCS Y CNMCKY KOMaHA naHeni iHcTpyMeHTiB (abo 6yae BuaaneHa 3i
CMUCKY).

5. [nsa 36epexeHHs BHECEHMX 3MiH HAaTUCHITb KHOMKy OK.

6. [Ans HagaHHSA NaHeni WBMAKOro AOCTYMNY CTaHAAPTHOro BUrNSAY HAaTUCHITb KHOMKY
BiaHOBUTH Bce.

MaHenb nonepeaXXeHb — MaHesb, Ha KN BigobpaXxkatoTbCs NONEPEMKEHHS |
NOBiAOM/IEHHSA NPO MOMWUJIKK, SIKi BUHMKAIOTb Y npoueci poboTu nporpamu.

MonepeaseHHA & MNonepegHe =3 HacmynHe BraanuTi BCi Nonepes*eHHA

I CrnpoSyiiTe 36iNbWKMTH MECWTAE TEKCTY, WOS NOKPEWHTH TOYHICTE POSNIZHAEEaHHA ApIBHOMD TEKETY.

CKEaHyBaTH sHoOBY | | BiakpHTH sHOBY

Lo6 BiakpuTK naHenb nonepenxeHb, BubepiTb NYHKT NMoka3yBaTU nonepepXXxeHHs y
MeHio Burnsapg.
MomMunkun Ta nonepemxeHHs BinobpaxkaloTbCa ANS CTOPiHKU, BUAINEHOI Y BikHi CTOPIHKM.

Bu MOXKETe NpOropTaTi NoBIAOMAEHHS 3@ AONOMOrOK0 KHomok & T1PMePeane (3 Hacrynke
SK HanawTyBaTK pobounin NPoCTip Nporpamm

e Bu MOXeTe TMMYacoBO NPUXOBATK BiKHA, SIKi HE BUKOPUCTOBYHOTbLCS. LLI06
NpuXoBaTK/BiA0bpasnTK BikHa, CKOPUCTAUTECS KOMaHAaMKn MeHio Burnsap abo rapsummm
Kiasillamu

e F5 — ansa BikHa CTOpiHKM
e F6 — ansa BikHa 306paxeHHs
e F7 — ansa BikoH 306paxkeHHs | TekcT
e F8 — anga BikHa Tekcrt
e Ctrl+F5 — gnsa BikHa KpynHuii nnaH
e Bwu MoxeTe 3MiHIOBaTV pO3Mip BIKOH, NEPEMILLYOYM MULLEID PO3AiNtoBaYi BiKOH.

e Bu MOXxeTe 3MiHIOBaTK po3TallyBaHHS BikoH CTOpPiHKM i KpynHuii nnaH. [ns uboro
CKOpUCTaNTeCs KoMaHAaMu MeHio Burnsap abo KOHTEKCTHOrO MEHIO BikHa.

o Bwu MOxeTe HanawTyBaTu nepernag rnonepemkeHs i NoBigoM/IEHb MPO MOMUIIKHK, LIO
BMHUKAIOTb y npoueci pobotn nporpamun. KomaHaa Moka3syBaTn nonepemKeHHs B MEHIO
Burnsp sianosigae 3a Bigobpa)keHHs naHeni nonepemkeHb.
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e LLo6 BiakpuTH/NprxoBaTv NaHesnb BAacTMBOCTI Y BikHi 306paxeHHs abo TeKcT,
CKopuUcTanTecs MyHKTOM BNacTMBOCTI y KOHTEKCTHOMY MEHIO BikHa, ab0 B HWMXKHIM YacTuHI

. . F- Lo . .
BiKH@ HaTUCHITb KHOIMKY / BiAMNOBIAHO.
o [ledki HanawTyBaHHA BIKOH 334al0TbCs Y Aiano3i HanawTtyBaHHA Ha 3aknagui Burnapg.

YCi CTOpiHKM AOKyMeHTa Biaobpa)katoTbCs ¥ BikHi CTOpPiHKKW. BMurnag cTopiHOK y BiKHi
CTOpIiHKM 3anexuTb Big BU6paAHOro pexumy BigobpakeHHs.

LLlo6 3MiHUTK pexuM BifobpaxeHHS CTOPIHOK, CKOpUCTaUTecs OAHUM 3i cnocobiB:

» Ha naHeni iHCTpyMeHTiB BikHa CTOPIHKM HAaTUCHITb H abo &=,
e Y MeHio Burnaa>BikHo CtopiHku BubepiTh Mikrorpamm abo 3 BNaCTUBOCTAAMM.

e Y KOHTEKCTHOMY MeHIO BikHa CTOPIHKM BMOepiTb NYHKT BikHO CTOPIHKM i pexxum
BifobpaxkeHHs cTopiHOK: MikTorpamMmm abo 3 BNaCTUBOCTSAMM.

o Ha 3aknaaui Burnsap gianory HanawrtyBaHHsa (MeHio CepBic>HanawTtyBaHHS...) y
rpyni BikHO CTOpPiHKM BCTaHOBITb NepemMukay B 0AHe 3 nosoxeHb: Mikrorpammu abo
Ta6bnuus.

o6 nepernsiHyTV CTOPiHKY AOKYMEHTa, Y BikHi CTOPIHKM KNaLUHIiTb Ha i 3HAaYOK (Y pexumi
MikTorpamm), abo ABivi KNauHiTb Ha ii HoMep (Y peXuMi 3 BNAaCTUBOCTAMM). Y BiKHI
3o06paxeHHsa BM nobaunTte 306pakeHHs CTOPiHKK, @ Y BikHi T@KCT — pe3ynbTaTu
po3ni3HaBaHHA (SAKLWO po3Mi3HaBaHHS BXe BMKOHYBanocs).

Aianor HanawTtyBaHHS

[Oianor HanawTyBaHHA MICTUTb HanawTyBaHHSA, AKi 4O3BOMAIOTL peryaioBaTv napameTpu
BiAKPWUBAHHSA, CKAHYBaHHS, po3ni3HaBaHHS, 36epexeHHs AOKYMEHTIB Y pi3Hi popmaTu,
BUINAA4 BiKOH nporpamu, BU6MpaTn MOBY W TUN APYKY BXiAHOrO AOKYMeEHTa, MOBY
iHTepdeiicy nporpamu Towo.

yBaral! Llei agianor goctynHuin 3 meHio CepBic>HanawTyBaHHS..., @ TaKOX 3 NaHeni
IHCTpYMeHTIB, AianoriB 36epexeHHsa B pi3Hi dopmaTK, dianoris BiAKpMBaHHSA 306paxKeHb i
KOHTEKCTHOrO MEHI0 naHeni iHCTPYMEHTIB.

[ianor mMae 6 3akafoK, Ha KOXHIM i3 SKMX MICTATbCA HaNawTyBaHHS, Ki CTOCYOTbCS Ti€i
YK THLWOI YaCTMHWN PYHKLIOHANbHOCTI Nporpamu:

AoKyMeHT
TyT MOXHa HanawToBYyBaTU:

e MoBM AOKyMeHTa (MOBW, IKUMM HAMUCAHO BXiAHWIN JOKYMEHT)
e Twn OpyKy OOKYMeHTa

o KonipHuit pexum

e BnactusocTi gokyMeHTa (Ha3Ba, aBTop, K/KOYOBI CI0BA)

TakoX Ha Uil 3aknaaui BKa3aHo WAsx A0 BiAKpUTOro aokymeHTta FineReader.

CkaHyBaTtn/Bigkputn
TyT BU MOXeTe YBIMKHYTM\BMMKHYTU aBTOMaTU4Hy 06pobKy CTOPIHOK, SIKi A0oAal0TbCa B
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AOKYMEHT. SKLWOo aBToMaTM4YHy 06pobKy BUMKHEHO, BU MoXeTe Bubpatu, ak came byayTb
06p0obnaTUCSA HOBI CTOPIHKKN, @ TAaKOX HanawTyBaHHA nonepeaHboi 06pobku 306paxeHb:

o Po3nisHaBaHHSA 306pa)keHb
Mig yac foaaBaHHS B AOKYMeHT FineReader BUKOHYETLCA aBTOMATMYHa nonepeaHs
06pobka 306paxkeHb BiANOBIAHO A0 HanawTyBaHb, BUbpaHux y rpyni MonepeaHs
06po6ka 306parkeHHs. AHanNi3 i po3ni3HaBaHHSA AOKYMEHTA TaKOX BUKOHYOTHCS
aBTOMaTUYHO.

e AHani3 306paxeHb
BUKOHYIOTbCA aBTOMaTUYHaA nonepeaHst 06pobka 306paXkeHb 1 aHani3 I0KyMEHTa,
pO3ni3HaBaHHS NOTPIOHO 3aMycKaTn BPYUYHY.

o [MonepenHs 06po6ka 306paxkeHb
BWKOHYETLCA TiNbkM aBTOMaTU4YHa nonepeaHs 0b6pobka 306paXkeHb. AHaNI3 |
po3ni3HaBaHHS AOKYMeHTa NOTPibHO Byae 3anyckaTy Bpy4Hy.

TakoX TyT MOXHa BM6paTu ApaiBep ANa CkaHepa Ta iHTepdenc ckaHyBaHHS.

Po3ni3HaTu
TyT MICTATbCA HanawTyBaHHA pO3Mi3HaBaHHA:

o Cnig 3acTocoByBaTH WBMAKE YM AOKNAAHE pO3ni3HaBaHHS

o SKi eneMeHTM O0pOpMNEHHS AOKYMeHTa byae 36epexkeHo y BUrnsdi iHTepakTUBHUX
enemeHTiB Microsoft Word

e [lOTPIBHO HAaBUMTM UM BMKOPUCTATM Mif Yac po3ni3HaBaHHS €TasfioH KOpUCTyBaya
o ETanoHu Ta MOBM KOpUCTyBa4a

e SKi WpNMdTN BUKOPUCTOBYBATU A5 BiaobpaXKeHHS po3ni3HaHOro TEKCTY

e Yn noTpibHO po3ni3HaBaTH LWUTPUX—KOAN

36epertu
MicTuTb onuii 36epexeHHs BUXIAHOIMO AOKYMeHTa B pi3Hi opMmaTu. [loknaaHiwe ame. y
po3aini «36epexeHHs pe3ynbTaTiB po3ni3HaBaHHSA».

Burnag
MicTnTb:

e HanawTyBaHHSA ans BUrNSAY CTOPIHOK Yy BikHi CTopiHku (MikTtorpamn abo Tabnuus)

e HanawTyBaHHA BikHa TE€KCT — 4n BUAINATM KONIbOPOM HEBMEBHEHO PO3nMi3HaHi CUMBO/U Ta
CNOBa, YK BiaobpaXkaT HeAPYKOBaHI CMMBONM (HaNpuUKnaa, Nnepeknag psaka), Skui
LWpndT BUKOPUCTOBYBaTH ANs BiaobpaxeHHs npoctoro Tekcty (Plain text)

o [lapameTpwu 3afiaHHs KONbOPY Ta TOBLUMHM PaMOK, SIKi BUKOPUCTOBYIOTLCA AN BUAINIEHHS
Pi3HMUX TUNIB 30H Y BikHi 306paXxeHHS, KO/TbOpW HEBMEBHEHO PO3Mi3HAHMX CMMBONIB
ToLO.

AopnaTtkoBi
TyT BU MOXeTe BubpaTu:

e HanawTyBaHHs Bepudikauii HEBNEBHEHO PO3Mi3HaHUX CUMBONIB
e Yun kopuryeatu npobinv Ao Ta nicns po3A4inoBMX 3HAKIB

o [lepernsag i pegaryBaHHs ClIOBHUKIB KOPUCTYBaya
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e Yn NoTpibHO NepeBipsATU Ta aBTOMATUYHO iIHCTa/IlOBaTU OHOBMIEHHS NPOrpamu

e MoBa iHTepdeicy nporpamu

e Yu BigKpMBaTK Mia Yac 3anycKy AoAaTka OCTaHHIN BUKOPUCTaHWI AoKyMeHT FineReader
e Yun 6patn yyactb y nporpami 3 nokpaiueHHs akocTi ABBYY FineReader

Bn TakoX MoOXeTe BiAHOBUTU CTaHAAPTHI HanawTyBaHHA.

SAK 3MiHUTK MOBY iHTepdeNncy

MoBa iHTepdeicy nporpamun BU6MpaeTbCs Nia yac iHcTansuii ABBYY FineReader. Li€to
MOBOIO 6yayTb HanucaHi BCi NOBIAOMNEHHS], HAa3BW AianoriB, KHOMOK Ta NYHKTIB MeHI0. Bu
MOXKETe nepemMmnkaTn MoBy iHTepdelcy 6e3nocepeaHbo 3 Nporpamu.

1. BiakpwiiTte gianor HanawTyBaHHA Ha 3aknaaui [lopaTKoBi (MeHIo
Cepsic>HanawtyBaHHS...).

2. Y cnagHomy crincky MoBa iHTepdency Bnbepitb NoTpibHy mMoBy.
3. HatucHite kHonky OK.

4. Mepe3anycTitb ABBYY FineReader.
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IHCTanAauida, akTuBaLig, peecTpauis

3mMmicT po3ainy:
o IHcTansuia Ta 3anyck ABBYY FineReader
o AkTmBauia ABBYY FineReader
e Peectpauis ABBYY FineReader

o be3neka paHux

IHcTansuis Ta 3anyck ABBYY FineReader

e IHCTansuis nporpamMu Ha NoKanbHUA KOMM'lOTEp

e Po3sroptaHHsa nporpamu ABBYY FineReader 12 y mepexi

e 3anyck ABBYY FineReader

e BuKkopuCTaHHSI HanawTyBaHb nonepeaHix Bepcii nporpamMu ABBYY FineReader

e BwuMoru no cucrtemu

IHCTansuia NnporpaMn Ha NOKanbHUI KoMM'loTep

1. 3anycTiTb hann Setup.exe 3 iHCTaNAUIMHOrO KOMMNAKT—AMCKa abo 3 nanku ANCTpmbyTUBY
nporpamMu.

2. [ani potpumynTecs iHCTpykUin MaWcTpa iHcTansuii.

Po3roptaHHs nporpamu ABBYY FineReader 12 y mepexi

Mporpama ABBYY FineReader 12 Bonogie 3py4HUMN MOXIUBOCTAMU ANS iHCTanauii Ta
pob0oTn B Mepexi. ABTOMaTUYHI cnocobu iHCTansauii 4aloTb MOXAUBICTb WBUAKO i FTHY4YKO
po3ropHyTn ABBYY FineReader 12 Corporate Edition y kopnopaTusHii Mepexi Ta ycyBatoTb
HeOobXiAHICTb IHCTaNoBaTN NporpaMy BpPyYHY Ha KOXHY pobouy cTaHuito.

IHCTansuis nporpaMn BUKOHYETLCA Y ABa eTanun. CnoYvaTKy nporpama iHCTanloeETbCA Ha
cepsep. lNoTim i3 cepBepa Ha poboui cTaHuii. Ha poboyi cTaHuii nporpama iHCTantoETLCS B
OAMH i3 cnocobiB:

e BUKopuctosytoun Active Directory;

e 3a ponomoroto Microsoft System Center Configuration Manager (SCCM);
e i3 KOMAHAHOIO psAaKa;

e BPYYHY, B iIHTEPAKTUBHOMY PEXMMI.

[oknagHy iHdopMauito woao iHcTanauii nporpammn ABBYY FineReader Ha poboui cTaHuUii,
pob0Tn 3 MeHeaxepoMm nileH3il, a TakoX 0cobMBOCTEN poboTU 3 MPOrpamoio B
KOpPNopaTuBHI Mepexi BU MoxeTe 3HanuTh y "MocibHMKY CMCTEMHOro aaMiHictpaTopa".
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3anyck ABBYY FineReader

Ons Toro wob 3anyctutn nporpamy ABBYY FineReader 12:

e Bubepitb nyHkT ABBYY FineReader 12 (ABBYY FineReader 12 Corporate) y MeHi0
Myck>Tporpamm.
Mopapa. B onepauiiiHin cuctemi Microsoft Windows 8 HaTucHiTb WIN + Q, y psiaky
nowyky seediTb «<ABBYY FineReader».

e Y popatkax Microsoft Office HaTUCHITL KHOMNKY 3anycky ABBYY FineReader, po3MilieHy
Ha naHeni FineReader 12.

e Y Windows Explorer Buainitb ¢aiin i3 306paxxeHHsIM i BU6EpiTb Y MOro KOHTEKCTHOMY
meHto NyHKT ABBYY FineReader 12>Biakputn B ABBYY FineReader 12 a6o onuito
KOHBEPTYBaHHs1 B NOTPiGHMI hopmar.

BuKOpuUCTaHHSA HanawTyBaHb NONEpeAHixX BEPCi Nporpamu
ABBYY FineReader

ABBYY FineReader n03B0NISiE BUKOPUCTOBYBATU CIOBHMKN KOPUCTYBaya, a Takox gannu, o
MiCTATb NapaMeTpu aokyMmeHTa FineReader, cTBOpeHi B nonepeaHix BepcCiax nporpamu.

o6 nigknoumMT CNOBHMKKN KOpUCTYyBaYva, CTBOpeHi Bepciamn ABBYY FineReader 9.0, 10
abo 11:

1. 3anycTtiTb ABBYY FineReader 12.
2. Y MeHio Cepsic B1bepiTb koMaHay Mepernsg CNOBHMUKIB...

3. Y piano3i CNOBHMKM KOPUCTYBaua BKaXiTb C/IOBHUK, Y SIKUIA BM XO4eTe AoAATH C/I0Ba, i
HaTUCHITb KHONKy Mepernag....

4. Y BiKHi CNNOBHMKA HATUCHITb KHOMKY IMAOPT... i BKaXiTb LWAAX, 38 9KUM MICTUTbLCA
HeobXiaHWIN BaM CNOBHMUK.

5. Buainitb MULIEKD CNOBHUK | HATUCHITL KHOMKY BigKPUTW.

Mpo Te, Sk NiagkntounTh annm 3 HanawTyBaHHSMU fokyMeHTa FineReader, auB. y cTaTTi
«[lokyMmeHT FineReader».

BumMorn po cucremu

1. 32-po3psagHuii (x86) abo 64—po3psaaHuii (x64) NpoLecop i3 TaKTOBOK YacToTow 1 rirarepu
(Iu) abo Buwe.

2. OnepadinHa cuctema Microsoft® Windows® 10, Microsoft® Windows® 8, Microsoft®
Windows® 7, Microsoft Windows Vista, Microsoft Windows Server 2012, Microsoft
Windows Server 2008, Microsoft Windows Server 2008 R2, Microsoft Windows Server 2003,
Microsoft Windows XP.

[ns poboTu 3 nokanizoBaHMM iHTepdeNcoM onepauiiHa CMCTEMa NMOBMHHA 3abe3nevyBaTu
HeobxiaHy MOBHY NiATPUMKY.
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3. OnepaTtuBHa nam’atb — 1024 MBb.
MNig yac pob6oTn B GaraTtonpouecopHnx cuctemax HeobxigHi aoaatkoso 512 Mb
onepaTMBHOI NaM’aTi ANs KOXHOro A40AaTKOBOro npouecopa.

4. BinbHe Micue Ha aucky: 700 MB ang iHCTansauii BCiX KOMNoHeHTiB nporpamu, 700 Mb ans
pob0oTun nporpamu.

5. BipeonnaTa 1 MOHITOp i3 pO3AiNIbHOIO 34ATHICTIO HE MeHLL Hix 1024x768 TOYOK.
6. KnaBiaTypa, Muwia abo iHWKWI BKa3iBHUIA NPUCTPIN.

MpumiTka: [ns Toro wob Bun Mornu Biakpueath ¢annu 3o06paxeHb abo PDF—daiinu
6e3nocepeaHbo 3 Microsoft Word, Microsoft Excel Ta Microsoft Outlook, Ha BalwoMy
KoMn'toTepi NoBUHHI 6yTn iHCTanboBaHi BignosigHi aoaaTkn Microsoft Office.

AkTuBauis ABBYY FineReader

Micna Toro, sk BU iHCcTanoBaTu nporpamy ABBYY FineReader 12, ii HeobxigHO akTMBYyBaTH,
iHakwe nporpaMa 6yae npautoBaTu B 03HaloMyoMy pexumi. MNig yac poboTtu B
03HANOMYOMY peXuMi MOXNMBI pi3Hi 06MeXeHHs1 PyHKLIOHAaNbHOCTI 3aneXxHo Bia Bepcii
NpoAyKTY N TepuTOpIi MOro po3MOBCIOAXKEHHS.

Mpouec akTuBaUii 3alMMae HebaraTo Yacy Ta BUKOHYETbCS 3a AonoMoroo Maucrpa
akTuBauii. MaiicTep akTuBauii MaEe NpocTuii iHTepdeiic. 3a Moro 4oNoMoroto Bu
nepepacte HeobxiaHy aAnsa akTueauii iHdopMauito B komnaHito ABBYY, a noTiMm BBOAUTE Y
nporpaMy oTpuMaHuini AKTUBaUiiHUI KoA,.

YBara! [lesiki Bepcii NpoayKTy akTUBYIOTbCS Yepe3 IHTepHEeT CaMOCTiMHO 6e3 A0AaTKOBOro
niaTBEpAXeHHS 3 60Ky KOpUCTyBaya.

Sk akTneysaTn ABBYY FineReader:

1. BubepiTb y MeHIO loBiaka nyHKT AkTuByBaTtn ABBYY FineReader....
2. [ani potpumymnTecs iHCTpyKUin MalcTpa akTMBauii.

Mig wac akTueauii no TenedoHy abo eNneKTPOHHOK MOWTOK HeobXiaHO BBECTH
AxTMBaUiWHMK KOA, OTpMMaHUi Big ABBYY, abo wnsax go AKTuBauiHoro danny y
BiANOBIAHI Nons aianoroeoro BikHa MaWcTpa akTuBaduii.

Micns 3aBepLlIeHHS Npouecy akTMBaLii NpoAyKT roTOBWUIA 40 MOCTIMHOIO BUKOPUCTaHHS Ha
LbOMYy KOMM'tOTEpi.

OcobnusocTi pi3Hux cnocobis akTuBauii:

o AkTHMBaLUif yepe3 IHTepHeT
Mpouec akTMBaLii BUKOHYETLCS aBTOMAaTUYHO 1 3aiMaE AekKifbka cekyHa. [ns uboro
cnocoby akTmBauii NoTpibHa HasBHICTb 3'€aHaHHs 3 IHTepHETOM.

e AKTMBALisl €1eKTPOHHOIO MOLUTOO
Bam 6yae 3anpornoHoBaHO Hagicnati B koMnaHito ABBYY aBTOMaTM4HO ChOPMOBAHMM JIUCT.

YBara! He peparynTe TeKkcT i TeMy nucTa, Wob oTpuMaT WBKAKY BiANOBiIAb BiA NMOWTOBOrO
poboTa. OTpuMaHun Bia ABBYY akTuBauinHUi kog abo wnsax Ao akTuBauinHoro danny
HeobxigHo 6yae BBeCTU y BiANOBiAHI Nons AianoroBoro BikHa MancTpa akTuBalii.

o AKTMBaUia yepe3 Beb—canTt
Y BikHi MaWcTpa akTuBaLii 6yae Bka3aHO aapecy IHTEpHET—CTOPIHKK, CEPINHMI HOMED i
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napameTp Product ID (BM MOXeTe cKoMitoBaTH iX). 3aiAaiTb Ha BkasaHy IHTEpHET—CTOPIHKY
Ta BBegiTb cepinHmin Homep | Product ID y BignoBiaHi nons Ha cTopiHui. 36epexiTb
OTpUMaHui hain Ha ANCKY Ta y BikHIi MalcTpa akTuBaLii BKaXiTb LWSX A0 36epexxeHoro

danny.

Malictep akTuBauii ABBYY FineReader cTtBoptoe yHikanbHuii napameTtp Product ID. Lew
napaMeTp CTBOPKETLCA Ha OCHOBI AaHUX MPO KOH@irypauito KoMn’'totepa B MOMEHT
akTuBauii. NapameTp He MiCTUTb XXOAHOI NepcoHanbHOI iHHOopMaUii, @ TakoX XOAHOI
iHdbopMauii npo Moagenb KoMn'toTepa, NPo iHCTaNbOBaHi HA HbOMY MPOrpaMHi NPOAYKTH,
HanawTyBaHHSA KOPUCTyBa4va 4uM AaHi, wo 36epiratotbcs Ha komn'totepi. Okpim Product ID
y npoueci akTuBauii Ha cepBep koMnaHii ABBYY nepenaetbcs cepiliHuiA HOMep, Ha3Ba
NpoAyKTY, HOMep Bepcii, a TakoX MoBa iHTepdeicy ABBYY FineReader. Lia iHdopmMauis
BMKOPWUCTOBYETbLCS TiNbKN ANS Toro, wob npasusibHO BUOpaTM MOBY Ta 3MiCT NOBIAOMNEHHS
npo pe3ynbTaTu akTuBauii, i il He 6yae BUKOPUCTAHO 3 XXOAHOH iHLIOK METOL0.

o AkTHuBaUis TenedoHOM
Y pianoroBoMy BikHi MaiicTpa akTuBauii BUbepiTb kpaiHy. Bam 6yae 3anponoHoBaHoO
3aTenedoHyBaTh A0 Hanbamx4oro odica koMnaHii U1 napTHepa komnaHii ABBYY.
MpoaunKTyTe CniBPOBITHNKOBI CNY>X6M TEXHIYHOI NIATPUMKM cepinHuin Homep | Product ID
3 gianory Maictpa akTuBauii.
MNpumitka. ns aeskux Bepcin NpoayKTy akTuBalis No TenedoHy He NiagTPUMYETbCS.

ABBYY FineReader 12 MoXxHa nepeiHCTanboByBaTK Ha OAHOMY W TOMY X KOMM'loTepi 6e3
NOBTOPHOI aKTMBaUii CTiNbKK pasiB, CKilbkn 6yae noTpibHO KopucTyBaydeBi. OgHakK, AKLWO
nepea nepeiHcTansuielo nporpamMm 6yno cyTTeBO 3MiHEHO KOHirypauito koMn'totepa,
BiapopMaToBaHO XOPCTKUI ANCK abo nepeiHCTanboBaHO onepauiiHy cucTemMy, AOBEAETLCS
NMOBTOPHO aKTUBYBATW MpOrpamy 3 OTPUMaHHAM HOBOIrO akTUBALiMHOIO KOAY.

AktunsyBsaBwun ABBYY FineReader 12 Corporate, B OTpUMyETE MOXIMBICTb NpaLOBaTH 3
aonatkoM ABBYY Business Card Reader, Wwo A03BONASIE pO3Mi3HATU KOHTAKTHY iHdopMauito 3
Bi3UTHOI KapTKM Ta eKCnopTyBaTW OTPUMaHI AaHi y Pi3Hi eNeKTPoHHI opMaTu.

Peectpauis ABBYY FineReader
KomnaHia ABBYY npornoHye BaM CTaTn 3apeeCTpOBaHUM KOPUCTYBadYeM rnporpaMu
ABBYY FineReader 12.

Mpumitka. [ns gesknx 6e3KoWTOBHO PO3NOBCIOAXYBAHUX BEPCi peecTpalis €
060B'13K0BOIO, | IKLIO BM HE NPONLIAN npoueaypy peecTpauii, nporpaMa npautoBaTn He
6yae.

3apeecTpyBaTy Bally KOMit0 NporpaMu BM MOXETE OAHUM i3 TaKUX CNOCobiB:

e 3anoBHiTb PeECTpaUiiHy KapTKy Yy Npoueci akTuBaLii nporpamMu. SKLo BU He
3apeecTpyBany NporpaMy y NpoLeci akTuBaLii, BU MoXeTe 3pobuTu Lie NisHile, B iHWWNA
3py4YHUI Ans Bac 4yac.

e Y MeHio [loBiaka B1bepiTb NYHKT 3apeECTPYBATUCA... | 3aMOBHITb PEECTPALIiNHY KapTKy.
e 3apeecTpynTecs Ha caiTi koMnaHii ABBYY.
e 3BeEpHITbCS B Hanbnmxumii odic komnaHii ABBYY.

MepeBarun 3apeecTpoBaHOro KOpMUCTyBaya:

1. Be3kowTOoBHA TeXHiYHa NiATPUMKA.
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2. MoxnuBicTb OTpUMyBaTK iH(OPMAaLi0 NPO creuianbHi NPoNo3uLii Ha NPOAYKTN KOMMaHii
ABBYY.

3. MoXuBICTb BUKOPUCTOBYBATK AoaaTok ABBYY Screenshot Reader, npusHaueHuin ans
pO3ri3HaBaHHS TEKCTY 3i 3HIMKIB 30H ekpaHa (CKpiHWOoTIB)*

* KopuctyBadaM ABBYY FineReader 12 Professional HeobxiagHO 3ape€ecTpyBaTi CBOK KOMito
ABBYY FineReader 12, wo6 BukopuctosyBatn nporpamy ABBYY Screenshot Reader.

MoniTnka KOHiAEHUINHOCTI

KomnaHist ABBYY noBa)xa€ Balle NpaBo Ha 36epexeHHs1 KOHQIAEHUIMHOCTI Ta BXXMBAE BCiX
[OUiNbHUX 3aX0AiB AN 3aXUCTY BalIMX NEPCOHANIbHUX AaHWX. YCi NepCoHanbHi AaHi, HagaHi BaMu
nia Yac peectpadii, 6yayTb HaginMHo 36epiratucs komnaHieto ABBYY 3rigHo 3 i [NoniTukoio
KoHdiaeHUinHOCTiI.

KoMmnaHis ABBYY Moxe Hagcunatn BaM ef1eKTPOHHOK NOLUTOK JINCTK, WO MICTSTb HOBUHW Mo
NpoAayKTu, CneuianbHi Npono3uLii, a TaKoX HagaBaTu iHLWY iHOpMaLio WoAo NpoaykTiB abo
KOMMaHii TiZIbK1U B TOMY pa3i, SKLWo By norogunuce Ha oTpuMaHHs iHdopMadii Bia ABBYY Ta
BigMITMAM BIQMOBIAHY ONUiO Nig Yac peectpadii. B Mo)xeTe BMAannTN CBOIO agpecy 3i Crncky
NiANUCHWKIB Y ByAb-SIKMI Yac, 3BePHYBLUNCL A0 KOMNaHii ABBYY.
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ABBYY Screenshot Reader

ABBYY Screenshot Reader — npocTuit y BUKOPUCTAHHI A0AATOK ANS CTBOPEHHS 3HIMKIB
eKpaHa ABOX TUNIiB: «306paxKeHHa» i «TeKCT».

OCHOBHi MOXJ/1TMBOCTiI Nporpamu:

e CTBOPEHHS 3HIMKIB eKpaHa;
e KOHBepTaLis 3HIMKIB eKpaHa y TeKCT 3 MOX/IMBICTIO pefaryBaHHs;

e B OCHOBi NPOrpamMun NexuTb TEXHOMOriS ONTUYHOro po3nisHaBaHHA cuMBonis (OCR)
KomnaHii ABBYY.

ABBYY Screenshot Reader mae npocTtuit Ta 3po3yMinui iHTepdeiic, ToMy poboTa 3 HUM He
notpebye cneuianbHMX 3HaHb Ta 3ycunb. Ha ekpaHi Baworo koMn'totepa Moxe 6ytn
BiAKPUTUI Byab—aKMI foAaTOK, iHTepHeT—canTun, doTorpadii 3 Bawoi BianycTkn. ABBYY
Screenshot Reader gonomoxe BaM 3pobuTK 3HIMOK 6yab—SKOiI AiINSHKW eKpaHa, po3ni3HaTK
TeKCT i 36epertu 306paXKeHHs Ta TEeKCT.

MpumMitka. Ckopucratucsa gogatkom ABBYY Screenshot Reader MOXyTb 3apeecTpoBaHi
KOpUCTYBaui HU3KK rnporpam komnaHii ABBYY. [loknagHiwe npo Te, 9K cTatu
3apeecTpoBaHNUM KopuctyBayeM, auB. "PeecTpauis ABBYY FineReader".

o IHCTansuia Ta 3anyck gogaTtka
e SIK po3ni3HaTV TeKCT abo 3pobuTn 3HIMOK 3 eKpaHa Komn'toTepa
e JloaaTKOBi HanawTyBaHHS

e [lopagn Ta pekomMeHaauii

IHcTanauia apogaTtka ABBYY Screenshot Reader
[opatok ABBYY Screenshot Reader iHcTantoeTbcs pa3om i3 nporpamoto ABBYY FineReader
12 no 3aMOBYYyBaHHIO.

o6 3anyctntn gopatok ABBYY Screenshot Reader, Ha naHeni 3aBgaHb HaBefiTb Kypcop

MULWI Ha 3Ha4yok ABBYY Screenshot Reader E' i HATUCHITb NiBY KHOMKY MWL,

Sk po3ni3HaTh TekCT abo 3pobuTn 3HIMOK 3 eKpaHa KoMmn'toTepa
Hopatok ABBYY Screenshot Reader go3sonsie 3pobuti 3HiMOK BMBpaHOi 30HM ekpaHa Ta
36eperTtu noro y dann subpaHoro dopmarty, 6ydep obMiHy abo nepeaatu y nporpamy
ABBYY FineReader.

Micna 3anycky aoaatka ABBYY Screenshot Reader Ha ekpaHi 3'aBnseTbcs BikHo ABBYY
Screenshot Reader.

2 ABBYY Screenshot Reader ?

. [k
SHiMOK: i..i3oHK ™

Mosa: ABTO W - |

Mepenati: | Tekcr y Gydep obminy: v
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BikHo ABBYY Screenshot Reader MiCTUTb iHCTpYMEHTM A/19 pO3ni3HaBaHHA TEKCTY i
Tabnuub 3 ekpaHa KoMN'loTepa, OTPMMaHHS 3HiMKa BMH6paHOi 30HN ekpaHa i Bubopy MoBM
po3ni3HaBaHHSI.

LLlo6 po3ni3HaTh TeKCT 3 ekpaHa abo 3pobuTn 3HIMOK:

1. Y cnucky "3HimMok" BikHa ABBYY Screenshot Reader B1bepiTb, ik came 3pobuTu 3HIMOK
€eKpaHa.

e 30HM
o6 3pobuTK 3HIMOK AOBINbHOI 30HM eKpaHa.

o BikHa
o6 3pobUTK 3HIMOK YaCTMHW ekpaHa (HanpuKiaz BiKHa, YaCTUHM BiKHa, NaHeni
IHCTpYMeHTIB | TaK Aani).

o EkpaHa
o6 3pobUTK 3HIMOK BCLOMO eKpaHa.

o EkpaHa 3 BiACTPOYEHHSIM
Wo6 3pobUTK 3HIMOK BCLOMO eKpaHa i3 3aTPUMKOK 5 CeKkyHA.

2. Y cnucky "MoBa" B1Mb6epiTb MOBY po3ri3HaBaHHS.

3. Y cnucky "Mepepatn" BUGEPITb, Y KU 30BHILLHIN AOAATOK NepeaaTy po3ni3HaHUA TeKCT
abo 3HIMOK ekpaHa.
3anexHo Bia BUOpaHOro NyHKTY po3ni3HaHMi TEKCT abo 306paXkeHHs ekpaHa byae:

— nepepaHo y 6ydep 06MiHy (NyHKTU TekcT y 6ydep obmiHy, Tabnuuto y 6ydep obmiHy abo
3o06paxeHHs y 6ydep 06MiHy).

— CKOMiOBaHO y HOBMI AOKYMEHT (NYHKTW TekcT y Microsoft Word 1Y) abo Ta6iumywo y
Microsoft Excel 1?)).

— 36epexeHo y dhann (NYHKTU TekcT y gavin Tabmuyw y @avisi abo 306paxxeHHs y @ann).
Mpu ubOMY BIAKPUETBLCA Aianor 36eperTun K, y AKOMy Cnig BkasaTtu iM'a Ta opmat
daiina.

— nepepaaHo y nporpamy ABBYY FineReader 12 (3o06paxenHs B ABBYY FineReader [31),
BubepiTb LEeN NYHKT, SKWO NOTPibHa BaM 30Ha eKpaHa MiCTUTb intocTpauii Ta TEKCT.

— 36epexeHo y ¢ann dopmaty *.bmp Ta npueagHaHO A0 HOBOro NUcTa (NYHKT 306paxxeHHs
E/1EKTPOHHOK IMOLLITON).

YeBara!

LLlo6 ckopucTaTuca Ui€lo onui€n, Ha KoMn'toTepi Ma€ 6yTu iHCTanboBaHa nporpamMa:
[ Microsoft Word

[21 Microsoft Excel

31 ABBYY FineReader 12
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4. HaTuCHITb KHOMNKY
3anexHo Bia NyHKTY, BU6paHOro y cnucky "3HiMOK", 3HIMOK ekpaHa byae 3pobneHo
ABTOMATMYHO abo 3'ABUTLCS CrieLianbHUM iIHCTPYMEHT ANs 3aXOMJIEHHSI 306paXKeHHs:

e aKWO 6yno BMH6paHO NyHKT 30HM, TO HA eKpaHi byae BUAINEHO 30Hy.
Y pa3i noTpebu 3MiHiITb NOMOXKEHHS | MEXi 30HM Ta HATUCHITL 3pO6UTHN 3HIMOK.
LLlo6 3MiHUTK MeXi 30HM, BCTAHOBITb KypCOp MULLI Ha MEXY i, yTPUMYHOUN NiBy
KHOMKY MWLLi, NOTSArHITb Y NOTPiGHMI Gik. LLLo6 nepeMicTuTh 30HY, BUbepITh ii i,
YTPUMYOUM NiBY KHOMKY MULLI, MEPETArHITb 30HY.

#
e aKWO 6yno BMbpaHO NyHKT BikHa, TO Kypcop 3MiHUTbLCS Ha [% .
HaeegiTb Kypcop mMuwi Ha NOTPibHy 30HY ekpaHa (BMbpaHa 30Ha byae niacsivyeHa
KOJTIbOPOBOIO PaMKOI0) i HATUCHITB NiBY KHOMKY MULLU.

e dKwo 6yno snbpaHo nyHKT EkpaHa abo EkpaHa 3 BiACTPOYEHHSAM, 3HIMOK
ekpaHa 6yae 3pobneHo aBTOMaTMYHO.

MpuMiTKN.

1. LLlo6 ckacyBaTu 3axonneHHs 306paXKeHHsl, HaTUCHITb Knasiwy Esc abo HaTUCHITbL
NpaBy KHOMKY MULL.

2. Lo6 ckacyBaTu po3nizHaBaHHS, HATUCHITL KHOMKY CKacyBaTM Ha iHAMKATOpI Xoay
po3ni3HaBaHHs abo knasiwy Esc.

I,£|,O[l,E:1TKOBi HaJlallTyBaHHA
LUlo6 3apgatn goaaTKoBi HanawTyBaHHSA AoAaTKa, HaBediTb Kypcop MuWi Ha 3Ha4yok ABBYY

Screenshot Reader E' Ha naHeni 3aBAaHb, HATUCHITb MpaBy KHOMNKY MUWi Ta BUbepiTb
nyHKT HanawTtyBaHHSA. Y MeHI0, WO BiAKpunocs, BubepiTb onuito:

o MoHap iHWKMMKM BiKHaMMU
wo6 naHenb ABBYY Screenshot Reader po3TawoByBanacs Haj yciMa BikHamu nig 4ac
nepekNioYeHHs B iHWI 4OAATKW.

e 3anyckaTtu nig yac 3aBaHTa)KEHHS1 CUCTEMM
wo6 nporpama ABBYY Screenshot Reader 3anyckanacs aBToOMaTM4HO Nig vac
3aBaHTaXXEHHS! CUCTEMM.

e VYBIMKHYTU 3BYKMU
o6 BKIOYMTU 3BYKOBUI CUIHaN, k1 Buaae aoaatok ABBYY Screenshot Reader, konm
3aBepLUYE KonitoBaHHS y 6ydep 06MiHy.

o TMokasyBaTu nigkasku Big koMmnaHii ABBYY
Wo6 BiAKIOUUTM NOKA3 MiAKa30K, 3HIMITb ranoyky 6ins uiei onuii.

[Nopaan Ta pekoMeHAaauil
1. Bu npayroere 3 TeKCTaM1, HAaNMCaAaHMMMU Pi3HUMKU MOBaMMH?

Buainite Ans po3nisHaBaHHSA TEKCT, HANMCaHWIN OAHIE MOBOLO. lepw HixX 3anycTuTn
npouec BMaobyBaHHA TEKCTY, MepeKoHanTecs B TOMY, WO MOBa po3ni3HaBaHHS, BubpaHa y
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BMNagHoMy cnncky MoBa, BiAnoBigae MoBi NOTPIGHOro Bam TeKCTy. SAKWO NoTpibHo,
BM6EpIiTh iHWY MOBY pO3ni3HaBaHHS.

2. Bwu He 3HaWWM NOTPiI6GHOI MOBM Y CNMCKY MOB pPO3Mi3HaBaHHA?

Y BunagHoMy cnucky Mosa Bunbepitb NyHKT (BMbip i3 NOBHOro CNUCKy MOB...), Y
Aianosi, Wo BiaKpMBCS, No3HayTe NoTpibHy MoBYy.

AKWOo NoTpibHOI MOBM HEMAE i B NOBHOMY CMUCKY MOB pO3Mi3HaBaHHS, MOX/MBO:

a. Llsa MoBa po3ni3HaBaHHS He MiATPUMYETLCA A0AATKOM. [OBHUIA CNCOK MOB
po3ri3HaBaHHA AMBITbLCSA Ha canTi http://www.abbyy.ru. Ans pi3Hux goaaTkis
CMWCOK MOB PO3ri3HaBaHHA MOXE Pi3HUTUCS.

b. Mosa 6yna BiakntoyeHa nig yac BMbipkoBoi iHCTansuii. LLlo6 iHcTantoBaTn MoBU
po3ni3HaBaHHA:

1. Y MeHio Myck Ha MaHeni 3aBaaHb BMO6EPITb MYHKT
HanawTtyBaHHs/MaHenb KepyBaHHA.

2. Y pianosi NMaHenb KepyBaHHA BNbepiTb NyHKT IHCTansLUiA Ta
BUAAJIEHHA Nporpam.

3. 3i cnncky iHCTanboBaHUX Nporpam Bubepitb Nporpamy ABBYY
FineReader 12 i HAaTUCHITb KHONKY 3MIHUTH.

4. Y piano3si Bubipkosa iHcTansuis Bubepitb NOTpibHI MOBW.
5. [Jani potTpuMynTecs iHCTpyKLUi Nporpamu iHcTansuii.
3. 30Ha eKkpaHa MICTUTb i TEKCT, i intocTpauii?

Y BikHi ABBYY Screenshot Reader 3 BunagHoro cnucky NMepepaatun BubepiTb NyHKT
306paxeHHs B ABBYY FineReader. 306paxxeHHs BUbpaHOi 30HM ekpaHa byae nopaHe y
fokyMeHT ABBYY FineReader. lani 06po6iTb 306paxeHHsa y nporpami ABBYY FineReader.
SAkwo Ha BawoMy koMmn'toTepi Bxe BiakpuTun ABBYY FineReader, 306paxeHHsa 6yae aoaaHe
y NOTOYHWUIA AOKYMEHT, B iHWOMY pa3i 306pa)keHHs byae aoAaHe y HOBUM AOKYMEHT.
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[lonaTok

3MicT po3gainy:
e [nocapin
e [iaTpumyBaHi rpadivHi hopmaTtn
e [iaTpuMyBaHi TekcToBi hopMaTu

e LpndTK, HEObXiaHI ANs KOPEKTHOro BiAobpaXkeHHs1 CMMBOAIB MiATPUMYBAHUX MOB Y
penakTopi ABBYY FineReader

e AndaBiT, BUKOPUCTOBYBaHWI Y perynsipH1x Bupasax

o [apsdvi knasiwi
[nocapiu

ABBYY Business Card Reader — ue 3py4yHa nporpama, sika A03BO/IMTb BiACKaHYBaTu
Bi3WUTHI KapTKK, pO3Mi3HAaTM KOHTAKTHY iH(OpMaUilo 3 HUX Ta eKCnopTyBaTW OTPUMaHi AaHi B
Pi3Hi enekTpoHHi dopMaTn, a Takox 0b6pobuTtn noaibHNMM unHoMm umndposi doTtorpadii abo
paHille oTpuMaHi 306paKkeHHs BiI3UTHUX KapTOK.

ABBYY Hot Folder — goaatok—nnaHyBanbHUK, 3@ 4ONOMOIOK SKOr0 MOXHa NPU3HaYnTK
yac 06pobkM AOKYMEHTIB i3 BKa3aHOi nanku. BiakpuBaHHs dannis i po3nisHaBaHHS
306paxkeHb Moxe 6yTh BUKOHAHO B TOM Yac, KO/M KOMN'IOTEpP HalMeHLLEe 3aBaHTaXeHUN,
Hanpukniag, BHOUI.

ABBYY Screenshot Reader — goaaTok, WO A03BONSE 3p06MTH 3HIMOK BUMOPAHOI 30HM
€KpaHa Ta po3Mi3HaTH TEKCT, WO MIiCTUTbCA Ha 3HIMKY.

ADF (Automatic Document Feeder) — npucTpin aBToMaTU4HOI nogayi nanepy, Wo A03BOSE
BiACKaHyBaTM BEJIMKY KiNbKiCTb AOKYMEHTIB 6€3 py4yHoro BTpyyaHHsi. ABBYY FineReader
NiATPUMYE CKaHYBaHHSA 6araTOCTOPIHKOBUX AOKYMEHTIB.

ADRT® (Adaptive Document Recognition Technology) — TexHonoria aganTMBHOro
poO3ni3HaBaHHSA AOKYMEHTIB, KA MiABULLYE SKiCTb KOHBepTauii 6aratocTopiHKOBUX
AOKYMEHTIB. 30KpeMa, BOHa [03BOJISIE BU3HAYaTU TakKi efleMeHTU CTPYKTYpPU AOKYMEHTA, SK
3arosioBKU, KOJIOHTUTYIM, BUHOCKM, HYMepaLito CTOPIHOK, Mianucw.

dpi (dots per inch) — KinbKkicTb TOYOK Ha AKOWM; OAMHMLSA BUMIipY PO34inbHOI 34aTHOCTI.

Product ID — napameTp, KU CTBOPIOETLCA Ha OCHOBI AaHMX NPO KOHdIrypadito
KOMM'loTepa B MOMEHT aKTusauii.

Support ID — yHikanbHWi igeHTUdikaTop cepiMHOro HoMepa, KK MiCTUTb iHopMaUito
npo niyeHsito Ta koMn'toTep, 3abe3neyvye 4OAATKOBUA 3aXUCT CEPINHOro HoMepa M Ha
niacTasi AKOro BiAbYyBa€eTbCA HaAAHHS TEXHIYHOI MIATPUMKMN.

Unicode — ctaHaapT, po3pobneHuit koHuepHoM Unicode. Kepye npouecoM KoayBaHHS
CMMBO/IB i HAAA€E WICTHAAUATUBITHY MiXKHAapOAHY PO3LWNPIOBAHY CUCTEMY KOAYBaHHS
cMMBOiB ANnst 06pobku iHpopMaduii 6inbwicTio MoB Hapoais cBiTy. CtaHaapT Unicode

112



MocibHnk kopuctyBada ABBYY FineReader 12

BM3HAYa€ KoAyBaHHSA CMMBOJY, @ TakoX BNaCTUBOCTI M anropuMTMK, siKi BUKOPUCTOBYHOTbLCS
nig Yac peanisauii Uboro rnpoecy.

A

A6peBiaTypa — CKOpOYEHHS, YTBOpPEHE 3 NOYaTKOBMX NiTep cnis. Hanpuknaa, MIy, MS—
DOS Towo.

AKkTMBaULifa — npouec OTpUMaHHA KOpUCTyBadeM y KoMmnaHii ABBYY cneuianbHoro koay,
HeobxigHoro ans 3abesneyeHHs poboTH Nporpamu B NOBHOMYHKLUIOHANbHOMY peXuMi Ha
KOHKpeTHOMY KoMmn'loTepi.

AKTMBaULiIWHMIA KOQ — KO, AKUM BUAAETLCS KOPUCTYBAYEBi NiCNS NPOXOAXEHHS
npoueaypu aktueauii ABBYY FineReader 12. Mpu3HayeHunit Ans akTuBauii NpoayKTy Ha Tin
MallKHi, Ha skin 6yno oTpumaHo Product ID.

AKTMBHA 30Ha — BUAi/ieHa 30Ha, Haj KO BMKOHYIOTLCA TaKi Ail, AK BUAANEHHS, 3MiHa
TMNy Towo. [Ans Toro wob 3pobuTn 30HY aKTUBHOK, AOCUTb KNALHYTW Ha Hill KypCOpPOM
MUWi. TOBWMHA paMKM TakKOi 30HM — HaMiBXWPHA, a Ha 1l KyTax 3HaxoAAaTbCs
«KBaApaTUKM».

AHani3z poKkyMeHTa — npouec BUAINIEHHS e/leMeHTIB NI0riYHOi CTPYKTYpU Ta 30H Pi3HUX
TUNIB Y AOKYMEHTI. AHani3 JOKYMEHTa MOXe BMKOHYBATMUCS aBTOMATU4YHO abo BpYy4HY.

a
OpaiBep — nporpama, Wo Kepye NpUCTpPoeM (Hanpuknaa, CKaHepoM, MOHITOPOM TOLLO).

AokyMmeHT ABBYY FineReader — ue 06'ekT, KMl CTBOPIOETLCS Nporpamoto ABBYY
FineReader ansi po60T¥ 3 0AHUM BXiAHWUM AOKYMEHTOM 3 yYpaxXyBaHHSIM MOro LinicHOI
CTPYKTYpW. BiH MiCTUTb 306pakeHHS CTOPIHOK, BiANOBIAHUI iM po3Ni3HaHMIN TEKCT (SKLO €),
HanawTyBaHHS nporpamu (onuii ckaHyBaHHS, po3ni3HaBaHHS, 36epexeHHs TOLWO).

3

3aBaaHHa ABBYY FineReader — ue Habip nocnigoBHMX KPOKiB, KOXEH 3 SIKMX BiANOBiAae
opHOMy eTany obpobkun gokymeHTa. Y nporpami ABBYY FineReader 12 nepeabaueHi
BOyAOBaHi 3aBAaHHS, NOBHICTIO FOTOBI 0 BUKOPUCTAHHSA. TaKOX MOXHa CTBOPIOBATM BACHI
3aBAaHHA — 3aBAaHHA KOpUCTyBaya. 3anyck B6yaoBaHOro 3aBAaHHSA BUKOHYETbCS 3 BiKHa
3aBaaHHSA.

3abopoHeHi CMMBOJIN — SK 3aD0pOHEHI CUMBON AN NOTOYHOI MOBW BKa3ylOTbCA Ti, SAKi
HarneBHE He MOXYTb 3YCTpiYaTNCA B TEKCTax, WO PO3Ni3HAIOTbLCA 3 NiIAKIIOYEHHAM L€l MOBW.
BkasaHHSA TakuMx CMMBOIB MOXeE CYTTEBO 36iNblUMTM WBUAKICTb i HAAIMHICTL po3ni3HaBaHHS.

30Ha po3ni3HaBaHHSA — 30Ha, ka BUKOPUCTOBYETLCS ANS PO3Mi3HaBaHHSA M
ABTOMATUYHOIO aHanisy 4actuHu 306paxeHHs. Micng HaTUCKaHHS Ha KHOMKY Po3ni3HaTu
BMAineHa 30Ha aBTOMAaTMYHO aHaNi3yeTbCS Ta PO3MNi3HAETLCS.

I

IrHopoBaHi CUMBOJIM — SK ITHOPOBAHI CMMBOJSIN BKa3ylTbCA Ti, SKi MOXYTb 3yCTpivyaTuncs
BCepeauHi CnoBa, Hanpuknag, 3Haku po3rnoainy Ha CKnaAau Ym Haronocy B CNOBHUKaX. Mig
yac nepesipKkU 3a CIOBHUKOM MporpamMa He BpaxOBYE Li 3HaKW. Y po3ni3HAaHOMY TeKCTi ui
cMMBOM 36epiratoTbCsl, ane nig 4Yac nepesipkn opdorpadii He BpaxoByOTbCS.
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IHBepTOBaHe 306pa)xeHHsA — 3006paXxKeHHs, TEKCT IKOro HaApPYKOBAHO Ha TEMHOMY TAi
CBITNMMU NiTepamu.

K

306pa)keHHss — 30Ha, sIka BUKOPUCTOBYETLCS ANS BUAiNeHHs 306paxeHb. BoHa Moxe
MICTUTK 306paxkeHHss ab0 6yab—saKYy iHWY YaCTUHY TEKCTY, Ky BM XO4YeTe nepeaatv B
PO3Mi3HaHMI TEKCT SIK 306paXKeHHs.

KopoBa cTopiHka — Tabnuus, B K 3a1aHO BiAHOWEHHS MiXX KOJaMU CUMBOJIB i IXHIMK
HakpecneHHsMu. Y cucteMi ABBYY FineReader kogoBy CTOpiHKY npeacTaBneHo sk Habip
CMMBOJIIB, 3 IKOro MOXHa BMbpatn noTpibHi cumeonu.

n

JNliratrypa — napa abo Tpiiika nitep, ki Yepe3 0cob6/MBOCTI HAKPECNEHHSI CKNEITHLCS MiX
cobotw. Hanpuknag, re, ro, fe, ffi, tt Towo.

M

MeHep)xep niueHsin — 00AaTOK, Y SSKOMY 3AINCHIOETbCS KEpPYBaHHS MiLeH3isIMuK Ta
akTnsauis ABBYY FineReader 12 Corporate.

MeHep)kep 3aBAaHb — BOY0BaHMI MeEHeAXEP, KU AO3BONSIE 3aMyCKaTU BUKOHAHHS
3aBAaHb, CTBOPIOBATM 3aBAaHHSA i HaNalWTOBYBATH iX, @ TaKOX BUAANATU 3aBAaHHS
KOPUCTYyBaya, siki He BUKOPUCTOBYHOTbCSI.

MoHOWMNPUHHMKA WPpUDT — Oyab—aKnin WpUdT, NiTEPU AKOro MalOTb OAHAKOBY LLUMPUHY
(MoHO). Hanpuknaa, wpudTt Courier New. 15 nokpaweHHs SKOCTi po3ni3HaBaHHSA
MOHOLWNPUHHMX WpKUdTIB Ha 3aknaaui JokyMeHT aianory HanawrtysaHHS y NyHKTIi Tun
APYKY BCTaHOBITb NepeMuKay y nonoxeHHa [ipykapcbka MalUMHKa.

M’ssKkuMii nepeHoC — nepeHoc (—) Nokasye, y KoMy came Micui Mae 6yTu posipBaHe CNoBO
abo cnosocnony4veHHs (Hanpuknag, «ABTodopMaT»), AKWO BOHO NOTPAnsiE€ Ha KiHeub
psaka (Hanpuknaa, «AsTo—dopmaT»). YCi nepeHocn B COBHUKOBUX crioBax ABBYY
FineReader 3aMiHIOE Ha M'IKMi1 NepeHoC.

HanawTyBaHHA AOKYMEHTA — CYKYMHICTb 3Ha4YeHb OMuii, po3TallOBaHUX Ha 3akiagkax
pianory Onuii (MeHto CepBic>0nuii...). Y Habip onuii TakoX BXOAATb MOBU Ta €TaNIOHM
KopucTyBaya. Habip onui MoxxHa 36epertu 1 NOTiM BUKOPUCTOBYBATK (3aBaHTaXxyBaTu) B
iHWKMX aokymeHTax ABBYY FineReader.

HakpecneHHs wpudTy — cnocib BugineHHs B TeKCTi (HaNiBXUPHWUWA, NOXWUINKA, 3
NiAKpecneHHaM, nepekpecneHnin, BEPXHIN iHAEKC, HUXHIN iHAEKC, Mani NPOMNUCHI).

MouatkoBa popMma — opMa, B SKi C/IOBa NOAAIOTLCS B C/IOBHUKY. [1N15 iIMEHHUKIB Lie
¢opMa Ha3MBHOrO BiAMiHKA OAHWHWN; ANS NPUKMETHUKIB — (opMa YOM0BIYOro poay OAHUHM
Ha3MBHOro BiAMiIHKA; ANS AIECNiB, AIENPUKMETHUKIB i AIENPUCIIBHUKIB — Lie HEO3HAYeHa

dopma (iHiHiTUB).

HeBneBHEHO po3ni3HaHi CUMBOJIM — CUMBOJ/N, SIKi MOXINBO 6yNn po3ni3HaHi
HenpaBWUbHO.

HeBneBHEHO po3ni3HaHi c/I0OBa — C/I0Ba, AKi MICTATb HEBMNEBHEHO PO3Mi3HaHi CUMBONMK.
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(o)

30Ha — JingHka 306paxeHHs, yknageHa B pamky. lepen po3nizHaBaHHSAM nporpama
BUAINSE 30HN 3 TEKCTOM, 306pakeHHsaIMK, TabnuusaMm Ta WTPpUX—KoaaMn. 30HN BUAINSAOTLCS
Ans Toro, wob BKasaTtu cUCTeMi, aKi AinsHkyM 306paxkeHHs NoTpibHO po3ni3HaBaTh Ta B
SAKOMY MOPSAAKY.

HaBuyaHHSA — CTBOpPEHHS nap «pacTpoBe 306pa)kxeHHs — Ha3Ba CMMBONY». [loknaaHiwe
OWB. Y po34ini «Po3ni3HaBaHHA 3 HaBYaHHAM>»,

OcdopMNeHHNA CTOPIHKKN — pO3TallyBaHHA TEKCTY, Tabnuub i 306paxxeHb Y AOKYMEHTI,
po36buBka Ha ab3aumn, rapHiTypa i po3Mmip wWpudTy, KOOHKK, HAaNPSMOK TEKCTY, Konip 6ykB i
¢oH TekcTy.

OMHicpOHTOBA cMCTEeMa — CMCTeMa pOo3Mi3HaBaHHA, sika po3Mi3HaE CUMBON MPAKTUYHO
6yab—sKMX pO3MipiB i HAKpeCneHb.

n
Mapaaurma — CyKynHiCTb yCiX rpaMaTMyHuX opm crnosa.

MapameTpum 3axucty PDF — o6MexeHHs Ha BiAKpMBaHHSA, peAaryBaHHS KOMilOBaHHA Ta
Apyk PDF-gokymeHTa. Y Ui napaMeTpu BXOAATb MNaposib BiAKPUBAHHA AOKYMEHTa, naporsib
ANS 3MiHW NpaB AOCTYNYy Ta piBeHb WKUdpPYBaHHS.

Maponb Aana 3MiHM NpaB AOCTYNYy — Naposb, WO NPUCBOETbCA PDF—aoKyMeHTaM.
KopucTyBaui MOXyTb po3apyKyBaTu abo BHECTU 3MiHM y PDF—0KYMeHT Tiflbku nicns
BBEAEHHA Napond, 3a4aHOro aBTOpoM AOKyMeHTa. [1pn BUKOPUCTAHHI 3axucty PDF-
AOKYMEHTa KOPUCTYBaYi TaKoX MOBWUHHI ByayTb BKasaTu uen naposb, ANS TOro wob 3MiHUTK
napametpwu 3axucty PDF.

Maponb BiAKpUBaAHHA AOKYMEHTAa — MNaposb, WO NpUCBOETLCS PDF—A0KyMeHTaM.
KopucTtyBsaui MOXYTb BigKpUTU PDF—A0KYMEHT TifibKK NiC/s BBEAEHHSA Napons, 3a4aHoro
aBTOPOM [JOKYMEeHTa.

P

Po3pintoBaui — cMMBOMN, AKi MOXYTb pO34insTy CnoBa, Hanpuknag, /, \, TMpe ToWo i SKi
NULWYTbCA OKPEMO BiA ChiB.

Po3ainbHa 34aTHICTb — napaMeTp CKaHyBaHHS, WO NOKAa3yeE, SKa KiNbKiCTb TOYOK
npuvnaga€e Ha oanHuuio aosxuHu. Oa. 300 dpi Bianosigae po3mipy wpudTty 10 i 6inbwe
nyHkTiB, 400—600 dpi ans TekcTiB, HabpaHux Api6HMM WpndTOM (9 i MeHLe NYHKTIB).

Pe)XXMM CKaHyBaHHS — NapaMeTp CKaHYBaHHS; 306paxkeHHs Moxe 6yTu YopHO—6inum,
cipuM abo KONbOPOBUM.

C
CkaHep — NpuUCTpii, NpM3HAYEHUI ANS BBEAEHHS 306paxkeHb y kKoMn'loTep.

CkslafiHe CJI0BO — CJ/I0BO, YTBOPEHE LWAXOM CKIaAaHHA ABOX OCHOB (KOpPEHiB), BIACYTHE B
CNOBHWUKY. BOHO MOXe cknagatucs 3 HasiBHUX Y CIIOBHWUKY ChiB.

T
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Tabnuua — 30Ha, sika BUKOPUCTOBYETLCS A5 BUAINEHHA Tabnuub abo TEKCTy, Wo Mae
TabnunyHy cTpykTypy. Mpu po3nisHaBaHHi NporpamMa po3buBaE L0 30HY Ha pPSAKM i
CTOBMYMKM Ta HPOPMYE TabNNUHY CTPYKTYpY. Y BMXiAHOMY TEKCTi LS 30Ha NepeaaEeTbes
Tabnuueto.

Tern PDF — cneudianbHi Teru, ki BUKOPUCTOBYIOTbCS A/151 BUAINEHHS NOriYHMUX YaCTUH Ta
pPO3MiTKM Tabnumupb i 306paxeHb y PDF—-aokymeHTi. Tern, BbyaoByBaHi y PDF—A0KYMeHT,
3abe3neyyloTb 3pY4YHICTb Nepernsay AOKYMEHTa Ha eKpaHax pi3HOro po3Mmipy, Hanpuknag,
Ha eKpaHax KULWEeHbKOBMX KOMN'OTEpIB.

TeKcT — 30Ha, Sika BUKOPUCTOBYETLCS ANA BUAINEHHS TEKCTY. BOHa NoBMHHa MicTUTH
TiNbKW TEKCT B OAHY LUINASbTY.

Tun ApyKy BXiAHOro AOKYMeHTa — 0COb6AMBICTb Y HaKpeCneHHi CMMBONIB BXiAHOIO
TEKCTY 3a/1eXHO Bifl TOr0, IKUM YMHOM BiH HaapyKkoBaHWM (y ApyKapHi, Ha ApyKapCbKil
MawwuHUi Towo). Ansg TmnorpadCbKoro TEKCTY BapTO BCTAHOB/OBATK pexum ABTO, AN
MaLlWHOMUCHOIO — pexuM [ipyKapcbKa MalMHKa, 418 po34pYKOBAHOro PakCUMinbHOro
NoBiAOMNIEHHA — pexuM dakc.

>

®doHoBe 306paXKeHHA — 30Ha, Ika BUKOPUCTOBYETLCS ANS BUAINEHHS 306paXxeHb, NOBepX
AKUX 3HaNAEeHO TEeKCTOBUI BNOK.

1]

KonipHui pe)xxmm — napameTp, SIKMIN nokasye, un byae 36epexxeHo KonipHe oopMeHHS
AOKYMeHTa. YopHO—6innin pexxmm A03BONISE 3MEHILMTKM pO3Mip AoKyMeHTa FineReader i
NPUWBUALLINTM MOro 06pobKy.

11]

LWa6noH 30H — y WabnoHi 36epiraeTbCs NONOXKEHHS | pO3MipWN 30H Ha CTOpiHUI. Bu
MOXEeTe BUKOPUCTOBYBATU WABNOHN AN NPUCKOPEHHS PO3MNi3HAaBAHHSA AOKYMEHTIB, L0
MaloTb OHAKOBY CTPYKTYpy (Hanpuknag, popMu, aHKeTH).

LUTpMx—KOA — 30HA, SiKa BUKOPUCTOBYETLCA ANS1 BUAINEHHS AINAHOK 306pa)keHHs, Wwo
MICTATb WTPUX—KOA.

ETanoH — Habip nap «ycepeaHeHe TOYKOBE 306 paXXeHHS CUMBOJTY» — MOro HasBa, KU
CTBOPIKETLCSA B NpoLUEeCi HAaBYaHHS CUCTEMU HA KOHKPETHOMY TEeKCTi.

|

sickpaBiCTb — nNapaMeTp CKaHyBaHHS, SKMN BM3HAYaE KiNbKiCTb 6iNoro KonbLopy Ha
BalLOMYy 306pa)KeHHi. YnM BULLOK BN CTaBUTE SICKPaBiICTb, TUM CBITNILUNM BUNAE
BiACKaHOBaHe 306pa)keHHs. 3a NpaBUIbHOIO HanawTyBaHHS SCKPaBOCTI AKiCTb
po3ni3HaBaHHA 3pOCTaE.

[Apadyi Knasiwwi
Mporpama ABBYY FineReader Mae nonepeAHbO iHCTanbOBaHi rapsiyi Knasiwi Ans BUKOHAHHS
KOMaHf, CMUCOK AKMX MICTUTbCA HM4e. KpiM Uuboro, nporpaMa A03BOJISE HAaNALWITOBYBAaTH
rapsivi knasiuui.
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Sk HanawTyBaTK Knaeiwi gns poboTn 3 Nporpamoto:

1. Biakpuiite gianor HanawTyBaHHA NaHenen iHCTPYMEHTIB | rapAunx Knasiw (MeHo
CepBic>HanawTtyBaHHS NaHeNeMn i rapaumx Knasill...).

2. Ha 3aknaaui MoeaHaHHa knasiw y noni Kareropii Bubepitb NoTpibHy KaTteropito.
3. Y noni KomaHam snbepitb KOMaHAy, ANs SKOi BU Xo4eTe 3aaath abo 3MiHUTK KNaBilli.

4. BcTaHOBITb Kypcop Y nosi BkaiTb HOBE NOEAHAHHSA, MOTIM HATUCHITbL KNagilli Ha
KnasiaTypi, 3a AONOMOro AKNx byae BUKIMKATUCA BUbpaHa KoMaHzaa.

5. HaTucHiTb kHoNKy MpU3HaAUMTKU. 3a3HadeHi knasiwi 6yayTb AoaaHi B none NMoTouyHe

noeEAHaHHA.

6. HaTtucHiTb kHONKy OK, W06 36epertT BHECEHI 3MiHM.

7. [Ans NnpyBeAEHHS rapsiuMx Knasil A0 NonepeaHbo BCTAHOBNEHWUX 3HAY€Hb HATUCHITb

KHoOMKy BigHoBuTM (4N BMbpaHoi kaTeropii koMaHa) abo BigHOBUTHM Bce (47151 BCbOro

Habopy rapsumx Knasiw Bigpasy).
e MeHio ®ain
e MeHio MNMpaBka
e MeHio Burnap
e MeHio [lOKyMeHT
e MeHio CtopiHka
e MeHi0 30HM
e MeHio Cepsic

e MeHio floBigKa

e 3aranbHi
MeHto ®anin
MoeaHaHHA
KomaHpa .
Knasiw
CkaHyBaTW CTOPIHKM... Ctrl+K
BiakpuTtn PDF abo 306paxkeHHs... Ctrl+0
HoBuit pokymeHT FineReader Ctrl+N
BiakpnTtn pokymeHT FineReader... Ctrl+Shift+N
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36eperTn AOKYMEHT SIK Ctrl+S
36epertn CTOpiHKK K 306paXkeHHs... Ctrl+Alt+S
Haaicnatn gokymeHT FineReader enekTpoOHHOO Ctrl+M
nowTo
HagicnaTtu 306pakeHHs CTOPIHOK eN1eKTPOHHO Ctrl+Alt+M
MOLITOIO
[pyK 306paxkeHHs Ctrl+Alt+P
OpyK TekcTy Ctrl+P
MeHto NpaBka
KomaHpa I'Ioen_HaHHa
Knasiw
CkacyBsaTu Ctrl+Z
BigHoBMTH Ctrl+Enter
BupizaTtu Ctrl+X
KonitoBaTu Ctrl+C
Ctrl+Insert
BcraButun Ctrl+V
Shift+Insert
Bupanutu Delete
Buainnutu Bce Ctrl+A
3HanTu... Ctrl+F
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3HaNTN HaCTynHe F3
3aMiHUTMU... Ctrl+H
MeHto Burnsa
KomaHpa I'Ioen_HaHHﬂ
Knasiw
Moka3aTtu BikHO CTOpiHKMK F5
Moka3aTu TiNnbKK BikHO 306pa)keHHs F6
MNMoka3aTu BikHa 306paxkeHHs i TekcT F7
MNoka3aTu TiNbKK BiKHO TeKkcT F8
MNoka3zaTtu Ctrl+F5
HacTynHe BikHO Ctrl+Tab

lNonepenHe BiKHO

Ctrl+Shift+Tab

MeHio JokyMeHT

KoMmaHaa noen_HaHHn
K/asBiw
Po3nizHaT AOKYMeHT Ctrl+Shift+R

AHanis foOKyMeHTa

Ctrl+Shift+E

BigKpuUTU HACTYrMHY CTOPIHKY

Alt+Down Arrow
Page Up
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BiaKpuTn nonepenHto CTOPiHKY

Alt+Up Arrow

Page Down
BigKpuUTU CTOPIHKY 3 HOMEpPOM... Ctrl+G
3aKpUTN NOTOYHY CTOPIHKY Ctrl+F4
MeHto CTopiHKa
KoMmaHaa I'Ioen_HaHHa
Knasiw

Po3ni3zHaTtn CTOpiHKY Ctrl+R
AHanis CTopiHku Ctrl+E

PenakTop 306paxeHb

Ctrl+Shift+C

BupanuTn BCi 30HM | TEKCT

Ctrl+Delete

Bupanutn Tekcrt

Ctrl+Shift+Delete

BnacTnBOCTI CTOPIHKM... Alt+Enter
MeHt0 30HMK
KomaHpa HOGA.HaHHﬂ
Knasiw
Po3ni3zHaTu 30HY Ctrl+Shift+B
3MiHUTK TN 30HU Ha TN 30Ha po3ni3HaBaHHA Ctrl+1
3MiHUTK TUN 30HM Ha TMN TeKkcT Ctrl+2
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3MiHUTK TN 30HK Ha Tun Tabnuus Ctrl+3
3MiHUTK TN 30HN Ha TN 306pakeHHs Ctrl+4
3MiHMTK TN 30HK Ha Tun WTpux—kon Ctrl+5
3MiHUTK TN 30HU Ha TN POHOBE 306parkeHHs Ctrl+6
MeHto Cepsic
KomaHpa I'Ioen_HaHHa
Knasiw

MeHegxep 3aBAaHb... Ctrl+T

Hot Folder...

Ctrl+Shift+H

Mepernag CNOBHUKIB...

Ctrl+Alt+D

Pepaktop MOB...

Ctrl+Shift+L

PepnakTop eTanoHis...

Ctrl+Shift+A

MNepesipka... Ctrl+F7
HacTynHa nomMunka Shift+F4
MNMonepegHs noMunka Shift+F5
HanawTyBaHH4... Ctrl+Shift+0
MeHio [osigka

Komanpa MoepgHaHHA
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Knasiw
JosBiaka F1
3ararsnbHi
KomaHpa NMoeaHaHHA KnasiWw

3MiHUTK BuAiINeHU dparmeHT Ctrl+B
TEKCTY K HaNiBXXUPHUHA

3MiHUTK BUAiINeHU dparmeHT Ctrl+I
TEKCTY SIK KypcuB

Miapkpecnutn Buginenmn dparment || Ctrli+U

TeKCTy

MepenTn Ao KNITUHKKN Tabnuui

Ctpinku BniBo, BNpaBo, BHU3 i Bropy

MepenTn y BikHO CTOPiHKM Alt+1
MepenTu y BikHO 306paXKeHHnA Alt+2
MepeiTn y BikHO TeKCT Alt+3
MepenTn y BikHo KpynHuii nnaH Alt+4

MiaTpumyBaHi rpadiyHi popmaTu
Y Tabnuui npeactaeneHo rpadiyHi popmaTu, nigTpumyBsaHi nporpamoto ABBYY FineReader

12:

dopmaT

Po3wimnpeHHn

BiakpuBaHHSA

3anuc
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Bitmap bmp, dib, rle
Bitmap, YyopHo—b6inui bmp, dib, rle
Bitmap, cipun bmp, dib, rle
Bitmap, konbopoBui bmp, dib, rle

DCX dcx
DCX, 4yopHO—6inui dcx
DCX, cipuu dcx
DCX, KONbopoBui dcx

JPEG 2000 ip2, j2k
JPEG 2000, cipwii ip2, j2k
JPEG 2000, konbopoBuit jp2, j2k

JPEG ipg, jpeg
JPEG, cipuit JPg, jpeg
JPEG, k0nb0poBui jpg, jpeg

JBIG2 jb2, jbig2

PCX pcx
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PCX, 4yopHO—6inunn pCX
PCX, cipun pex
PCX, K0nbOpoBMiA pCX
PNG png
PNG, yopHo—6inui png
PNG, cipun png
PNG, konbopoBsui png
TIFF tif, tiff
TIFF, YopHO—6innin, HECTUCHEHUI tif, tiff
TIFF, yopHo—6innii, cTucHeHHsa: Packbits || tif, tiff
TIFF, yopHo—6inuii, ctucHenHs CCITT tif, tiff
Group 4
TIFF, YopHO—6inni, cTucHeHHs: ZIP tif, tiff
TIFF, yopHO—6innii, cTUCHeHHsa: LZW tif, tiff
TIFF, cipui, HECTUCHEHUN tif, tiff
TIFF, cipun, ctucHeHHs: Packbits tif, tiff
TIFF, cipun, cTucHeHHs: JPEG tif, tiff
TIFF, cipui, cTUCHeHHs: ZIP tif, tiff
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TIFF, cipun, cTucHeHHsa: LZW tif, tiff + +
TIFF, KONbOpPOBUI HECTUCHEHUN tif, tiff + +
TIFF, konbopoBwuiA, CTUCHEHHS: Packbits || tif, tiff + +
TIFF, konbopoBui, cTucHeHHs: JPEG tif, tiff + +
TIFF, KONbOpOBWUIA, CTUCHEHHS: ZIP tif, tiff + +
TIFF, KonbOpOBUI, CTUCHEHHS: LZW tif, tiff + +
PDF pdf + +

®aiinun y dopmati PDF Bepcii 1.7 abo

6inbl paHHLOI pdf + +
DjVu djvu, djv + +
GIF gif + _
XPS (Heo6xigHo Microsoft .NET
Framework 3.0) Xps + -
Windows Media Photo wdp + _

[iaTpnMyBaHi TEKCTOBI (bopMaTH
ABBYY FineReader 36epira€ pe3ynbTaTt po3ni3HaBaHHS B Takux opmaTtax:

e Microsoft Word Document (*.DOC)

e Microsoft Office Word 2007 Document (*.DOCX)
e Rich Text Format (*.RTF)

e OpenDocument Text (*.0DT)
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e Adobe Acrobat Document (*.PDF)
HTML Document (*.HTM)

e FB2 Document (*.FB2)

e EPUB Document (*.EPUB)

e Microsoft PowerPoint 2007 Presentation (*.PPTX)

e Microsoft Office Excel Comma Separated Values File (*.CSV)

e Text Document (*.TXT);
ABBYY FineReader nigTpnmMye pi3Hi kogosi ctopiHkn (Windows, DOS, Mac, ISO) i
koayBaHHs Unicode

e Microsoft Excel Worksheet (*.XLS)

e Microsoft Office Excel 2007 Workbook (*.XLSX)
« PDF/A (*.PDF)

e DjVu Document (*.DIVU)

LUpndT, HeobXigHi ANs KOPEKTHOro BiAObpaXeHHs CMMBONIB
niATpMyBaHnX MoB Y peaakTopi ABBYY FineReader

MoBu po3ni3HaBaHHS WpunoT
abxa3bka Arial Unicode MS®)
aBapcbka Arial Unicode MS®™), Lucida Sans Unicode
arynbCbKa Arial Unicode MS®™), Lucida Sans Unicode
aaureincbka Arial Unicode MS®™), Lucida Sans Unicode
anTancbka Arial Unicode MS®™, Lucida Sans Unicode
apabcbka Arial Unicode MS®™
BipMeHCbKa (CxifiHa, 3axiaHa, Arial Unicode MS(™
rpabap)
BallknpcbKa Arial Unicode MS®™), Palatino Linotype
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B’€THaMCbKa

Arial Unicode MS(™

raraysbka Arial Unicode MS®™
AAPrUHCbKa Arial Unicode MS®™, Lucida Sans Unicode
3yny Arial Unicode MS,®™), Lucida Sans Unicode
iBpUT Arial Unicode MS®™
ianw Arial Unicode MS™
iHrycbka Arial Unicode MS®™), Lucida Sans Unicode

kabapaMHo—4yepkecbka

Arial Unicode MS®™, Lucida Sans Unicode

KMTalCbKa CripolleHa, Kutanucbka
TpaauuiiHa

Arial Unicode MS®™), wpudTun cimeictea SimSun
Hanpuknaa: SimSun (Founder Extended), SimSun-
18030, NSimSun.

Simhei, YouYuan, PMingLiU, MingLiU, Ming(for—
1S010646), STSong

KOpelncbKa, Kopencbka (XaHrub)

Arial Unicode MS®™), wpudTu cimeiictea SimSun
Hanpuknaa: SimSun (Founder Extended), SimSun-
18030, NSimSun.

Simhei, YouYuan, PMingLiU, MingLiU, Ming(for—
1S010646), STSong

KopsLbKa Arial Unicode MS®™, Lucida Sans Unicode
NaKcbKa Arial Unicode MS®™, Lucida Sans Unicode
Ne3rmHcbKa Arial Unicode MS®™), Lucida Sans Unicode

MaHCcCincbKka

Arial Unicode MS®™, Lucida Sans Unicode

Mapicbka

Arial Unicode MS(™
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OCETUHCbKa

Arial Unicode MS(™

pocilicbka (cTapa opdorpadis)

Arial Unicode MS®™), Palatino Linotype

TabacapaHcbka Arial Unicode MS®™, Lucida Sans Unicode

TamXuLbka Arial Unicode MS®™), Palatino Linotype

Talcbka Arial Unicode MS®™), Aharoni, David, Levenim mt,
Miriam, Narkisim, Rod

yAMypTCbKa Arial Unicode MS®™

XaKacbka Arial Unicode MS®)

XaHTUMCbKa Arial Unicode MS®™)

xayca Arial Unicode MS®™, Lucida Sans Unicode

yeyeHcbka Arial Unicode MS®™), Lucida Sans Unicode

yyBacbka Arial Unicode MS®™

YyKOTCbKa Arial Unicode MS®™, Lucida Sans Unicode

SAKyTCbKa Arial Unicode MS®™

ANOHCbKa Arial Unicode MS®), wpudTu cimeictea SimSun

Hanpuknaa: SimSun (Founder Extended), SimSun-
18030, NSimSun.

Simhei, YouYuan, PMingLiU, MingLiU, Ming(for—
ISO10646), STSong

e 3HanTU/Nnocravya€eTbCca 3

*) Microsoft Office 2000 a60 6inbL Ni3HILLMMK BEPCIAMM
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AndaBiT, BUKOPUCTOBYBAHWUI Y PErYNSIPHMX BMpa3ax
PerynﬂpHi BuUpa3u, SAKi MOXHa BMKOPUCTOBYBATWN ANd CTBOPEHHA CZIOBHWMKAa MOBU

KOpuCTyBaua.
YMOBHe
HaszBa y
No3HaUeHHA B Mpuknaa BUKOPUCTAHHA
CNUCKY .
nosni
Byab—sikui . (kpanka) K.T — OOMYCKaE C/oBa TUMY «KUT», «KiT» TOLLO.
CMMBO/
CumMBon i3 [] [M—pJoT — pgonyckae cnoBa TUMY «UOT», <KUOT»,
rpynu «KOT», «IOT», «pOT» TOWO; [TM]OT — AONycCKaE
cnoBa TOT i MOT.
CumMBON He 3 [~ [AT]OoT — pgonyckae cnoBa «KOT», «/10T», ane He
rpynum [IONYCKA€E cnoBa «ToT»; [MM—K]OT — A0OnycKae
cnoBa «b60T», «BOT», «pOT», afie He AOMYCKaE
CNOBa «MOT», «KOT>».
Abo | nn(ola)T — QONyCKae CNoBa «NA0T» i «nnaT».
0 abo 6inbwe * 10* — ponyckae umicna 1, 10, 100, 1000 i 1. 4.
36iriB
1 abo 6inbwe + 10+ — ponyckae ymcna 10, 100, 1000 T. 4.

36iris

Nitepa abo [0-9a-zA-Za—aA- [0-9a-zA-Za-9A-f1] — ponyckae 6yab—aKui

undpa A] 0AMHOYHMI cnmBon; [0—-9a-zA-Za—aA-A]+ —
ponyckae 6yab—sike cnoBso

Benvka [A-Z]

NaTUHCbKa

nitepa

Mana [a-Z]

NaTUHCbKa

niTepa
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Benuka [A-A]

KUpUnnyHa

niTepa

Mana [a—4]

KUpUnnyHa

niTepa

Lindppa [0-9]

@ 3ape3epBoBaHoO K CnyxboBe CnoBo.

MpumMitka:

1. UWo6 BMkopucToByBaTh CNy>60Bi CUMBO/IM HE K CNY>X60BI, @ SIK MOBHOLHHI, CTaBTe nepea
HUMK «3BOPOTHUM cnew> (\), Hanpuknaa, [t—v]x+ Aonyckae Taki cnoBa, Ak tx, txx, txxx i T.
A., UX, UXX i T. 4, VX, VXX i T. A. Bupa3s \[t-v\]x+ gonyckae cnosa [t—v]x, [t=v]xXx, [t=v]xxx i
T. O.

2. [ngs Toro wob ob’egHaT B rpyny OKpeMi eneMeHTn perynsipHoro Bupasy, MoXHa
cKopucTaTucsa ayxkamn. Hanpuknag, supas (a|b)+|c gonyckae nitepy c i kombiHadii nitep
a Ta b 6yab—sikoi AoBXuHM i nocnigoBHocTi (abbbaaabbb, ababab i T. 4.), y Tol yac sik
BMpa3 a|b+|c gonyckae nuwe a, ¢ Ta b, a Takox kombiHauii bb, bbb i T. a.

Mpuknagu perynsspHux Bupasis

Bu po3nisHaeTe Tabnuuto, B OAHIN KONOHLI AKOT HaNncaHa AaTa HAPOAXEHHS, B iHWIA —
npissue, iMm’a Ta No 6aTbKOBI, @ B TPETbOMY MONi — agpeca e/IeKTPOHHOI NowWTKn. Bu
MOXeTe CTBOpUTU HOoBi MoBM: Data i Address — i 3agaTu ANs HUX perynspHi Bupasu.

Ans patu:

Yncno Micaus Moxe cknagaTtucs 3 ogHiei umdpu (Hanpuknag, 1, 2 i 7. 4.), 3 ABOX undp
(Hanpuknag, 02, 12) i He Moxe 6yTn HynboBuM (00 abo 0). Y LUbOMYy pasi OTPUMYEMO TaKui
perynsipumi Bupas ang yucna: ((J0)[1-91)[([1]2]1[0-9])|(30)|(31).

Ans micaus perynapHuii Bupas mae surnsaa: ((|0)[1-91)](10)[(11)](12).
Ans poky: ([19][0-9][0-9])[([0-9][0-9]).

36upatoumn BCi pa3oM i BpaxOBYO4N, WO NP BUKOPUCTAHHI CNy>XX60BMX CMMBONIB He AK
cnyx60BKX, @ K NOBHOLiIHHNX NOTPIGHO CTaBUTK Nepea HUMKU «3BOPOTHMMK cnew> (),
OTPUMAEMO:

((10)[1-9D([112][0-9D[(30)[(3\. ((10)[1-9D)[(10)[(11)](12)\.((19)[0-9][0-9])|([0-9][0~
El))

[na eneKkTpoHHOI NOLWTH:

[a—zA-Z0-9_\-\.]+\@[a-z0-9\.\-]+
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TexHiYyHa nigTpuMKa

AKWwo nig Yyac BukopuctaHHs nporpamn ABBYY FineReader y BaC BUHMKAM 3anuTaHHS, TO
nepL HiXK 3BepHYTUCA Y BigAin TEXHIYHOT NiIATPMMKN KOPUCTYBaYiB, NepernsHbTe BClO
HasiBHY y BacC AokyMeHTaUito («[MocibHMK KopucTyBava», B6yaoBaHy AOBIAKY), @ TaKOX
3aidiTb Ha Hal CalT y po34in TeXHIYHOI NiATpUMKM www.abbyy.ru/support. Moxnunso, Bu
3HauAeTe BiAMNOBiAb Ha CBOE 3anuTaHHS.

Ons Toro wob HapaTv BaM KBanidikoBaHi pekoMeHaauii, NpauiBHUKK BigAiny TEXHIYHOI
NiATPMMKN NOBWUHHI MaTKU Taky iHpopMauito:

Mpi3BuLe, iM'a, No 6aTbKOBI
Hasea opraHizauii
TenedoH (akc, agpeca eneKTPOHHOI NOoLTK)

CepinHnin Homep ancTpubyTuBy abo Support ID — yHikanbHWI ineHTUdIKaTOp CepiiHOro
HoMepa, KU MICTUTb iHopMaLito Npo niueH3ito Ta komn'totep. Moaneutuca Support ID
MOXHa Yy gianosi IndpopmMmauis npo niueHsii (MeHio JloBiaka>lipo
nporpamy...>IHdopmauis npo niueHsii)

Bunyck (avs. MeHio floBiaka>Mpo nporpamy...>Bunyck)

3aranbHuii onuc NpobsemMm 3 MOBHMM TEKCTOM MOBIZAOMMIEHHS MPO NMOMMUIIKY (3@ HAsIBHOCTI).
Tvn Baworo koMn'totepa, TN npouecopa

Bepcia cucremn Windows

IHWwa iHdopMaLis, Ky BU BBaXXaETe BaXX/IMBOIO

SIK NOAMBUTUCA YaCTUHY BKa3aHoi iHpopMauii:

1. BigkpwuiTe gianor Mpu cuctemy ABBYY FineReader (MeHio [loBigka>Tpo

nporpamy...).

2. HaTucHiTb KHOMKy Mpo cucremy....

Y pe3ynbTaTi BiAKPUETLCA Aianor, SKMn MiCTUTb 3a3HayeHy iHgopmMalito.

YBara! be3kowToBHa TeXHIYHa MiATPUMKA HAAAETLCA NULLe 3apeeCTPpOBaHNUM
KOpUCTyBayaM. Bu MoxeTe 3apeecTpyBaTUCS Ha HawoMy caiTi, abo BMOpaBLIN MYHKT MEHI0
[AoBiaka>3apeecTpyBaTUCH....
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