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EJIGKT[)OHHC JUCTYBaAHHS

MOHATTA NPO NOWTOBY CNYXBY IHTEPHETY

JIrogn mocTiiigo cOMIHIOOTECA MOBIAOMISHHAMH, CHIIKYVIOWHCE i Yac oco-
dmecrol 3yeTpidi, BMKOPHCTOEYVIOUH IOIITOBE JHCTYEBAHHA, CMC-TIOEIIOMIEHHA,
TenethonHmil 38'Az0Kk Ta iHmm sacofm. Komno'worepui mepesi Taxosm cTBOpIO-
BATHCHA AIA HASIWHOTO Ta INEMAKOTO HNepelaBaHHA noeigomneHb. OgHiew 2
HalcTapimux cny:xi leTepaery, IpHaHAYeHOKD 1A 00MIiHY DOBiZOMIeHHAMH,
€ eIeKTPOHHA ITOIITA.

EnexrponHa momrra — e cayvx#ia IHTepHery, IpHaHaYeHa A DepecHIaHHA
KOMII HITEDHIMH MepesaMH I0BIIoMIeHE (eIeKTPOHHNX JIHCTIB) Bil IeAworo
KOPHCTVEAYA OMHOMY YA TPVl agpecarie. YacTo mo cay:xiy HasHEAOTE e-mail
{agrn. electronic mail — eleETpOHHA TOITTA).

O0cIyroBYIOTE BHKOPHCTAHEA el cay:x0H cepEepH eleKTPOHHOL IIOIITH — I10-
mwToEl cepeepi. KomH HOpHCTYEAY pPeecTPVETECH HA NOINTOBOMY Cepeepl, EBiH
OTPHMYE MOMUIHEBICTE 20epiraTi, HAACHIATH Ta OTPHMYEATH e1eKTPOHHI I0El10M-
aeHHA. Ha HoclAX gaHHX cepBepie nomToBol cay:x0H BHALIAETRCA Micle OIA
z0epiraHHA eNEKTPOHHHX IOBIJOMIeHE HopHceTyEada. 1Ipn OoroMy KadKyTE, 0
I KOPHCTYBAYA CTEODEHO eJIeKTPOHHY NMOINTOEY cHpHHBEY. Ha cepeepax Bera-
HOBJMETHECH TAKOM IporpaMHe 3afealedeHHd 114 Nepeciladia IO J0MIeHb.

EnerTpoHHY NOIITOEY CHPHHBEY MOMHA CTEODHTH, HAIPHEIAL, HA ITONTTOEHNX
cepeepax cayi#Ed FREEMAIL (freemail.ukr.net), L.Ua (i.ua), Meta.na (meta.
ua), Gmail (gmail.com) Ta immmax.

KoxHa enekTpoHHA NOIITORA CHPHUHBKA MAE CBOK VHIKANLHY ajJpecy.

Anpeca eTeKTPOHHOI NOIITOBOL CHPHHBEH CHJIATASTHCH 3 IMeHI KOpHCTVEA-
ua, Mg AKHM I0T0 3apeecTPOBAHO HA CEPEEpl elMeKTpOHHOI TOINTH, Ta AIpecH
cepeepa, pPosfileHHX cHMBoioM (@ (auri. xomepuiiine at — Ha). Im’ g, SHe Ko-
pPHCTVEAY BEHOHpae Aud cede mig uac peecTpanil Ha DOITTORBOMY CepBepi, HazH-
BANOTE JOTIH (aHr. log in — 3aHOCHTH B MVDHAI).

Hanpuxnan, agpeca pupil@school.region.ua osnauae, mo 118 KopHcTyBada
3 JoriHoM pupil cTEOpeHO eIeKTPOHHY HOIITOEY CKPHHBEKY Ha CepEepi 8 agpecoio
school.region.na.

CTBOPEHHSA ENEKTPOHHOI NOLWTOBOI CKPUHBKK

Ha pizaux cepeepax momrroiol cnyiE0H CTEOPEHHA NOINTOROI CHPHHBKH Ta
poboTa 3 eMAHTPOHHHMH JHCTAMH SI1HCHIOETECA IeITO0 HO-plZHOMY, anle 3a-
TadbHi TigxomH omHAKOE.

Jlna KopHCTYVBAHHA MOCTYVIAME eleKTPOHHOI IOINTH TOoTpifHO 2apeecTpyEAa-
THCH HA cepeepl nomrroeol cay:xOH — CTEOPHTH OOIIKOBHI 3ANMC HOPHCTYEA-
ua. Jlma nsoro Ha TOMoBHIA cTopiHIl cafiTa KoxHOI DoIoToBol cay0Hd e rinep-
nocunanada Peecrpania. Ilicna fioro embopy BlgKpHEBaeTRCA cTOpiHKA i3 sanm-
TAHHAMH, HA AHK]l IOBHHeH BignoeicTHd HopHceTyead. Ha pucyury 1.3 HaBemeno
BHIIAL cTopinok 3 dopMaMmn gia peecTpatil ofnikoenx sanucie KopHoTYEAYA
Ha cepeepax momrroeux cayxi FREEMAIL i Gmail.

ILig uac peecTpanil xopHeTyEaY EROHpas 11 cede JOMH 1 napoik, VEOIATE 1HII
OaHi, ToTpidH]l ATA CTEOpeHHA Ta 2aXMCTY IOIOTOBROl CKPHHBEH. ¥YBedeHl JoriH i
Iapoib V IoJaNRIIoMY OVIVTE EHKOPHCTOEVEATHCA BIACHAKOM CHKDHHEKH LIA O0-
cTyry go Hel, Ilapoas coyryve ona 3axXHcTy HDOIOTOBO CEPHHBKHM Bif JOCTYIOY CTO-
POHHLX 0ciD, ToMy fioro omg TpMaTH B TaeMHAIG. Ha GaraTrox cepeepax gogaTHO-
EHMH JAHHIMH € CIPABXKHE iM" 4 T4 IpisEHINe KOPHCTYEAYA, CTATh, JATA HAPOIHEH-
HA, HOMep MoDineHoro Tenethory abo agpeca iHIIO! eTEKTPOHHOL IOITTOROT CHPHHE-
ki, Ocrauni gani norpifnl gna Toro, mod HopHCTVEAY MIT BITHOEMTH IOCTVII IO
ceoel eneKTpoHHO DOIITOEDI CHPHMHBKH, AKIND Big sabyae celil moriy abo napomis.

Iz oqux gagwx cKIATAEThCHA OONIKOBHII 3anHdc HOPHCTYEAUA — CYHVIIHICTE
ODAHWY ATd POSIiZHABAHHA KOPHCTYEAYA i Uac 3BEPTAHHA J0 pecVpclie cepee-
pa. O0MKoBHH 3almic iHAKINe HAZHEAKTE eKAYHTOM (iHOoAl BXHHEBAKOTE TepMiH
AKAVHT) (aHTI. account — oDIiKOBHI 3amHc).



3aBepuIyeTbca peecTpamis BubopoM kHonkH Peecrpania abo mogitHoi.

Ilicis 3aBepieHHA peecTpallii 6yae CTROPEHO eJe KTPOHHY IOIITOBY CKPUHE-
KY 3 aJpecor TAKOTO BHAY: NOZIH xopucmyoaw@a&peca cepeepa. Hanpn-
KJIaJ, AKINO KOPHCTYBa4Y BHOpaB JIOTiH pupil7class, TO Iig 4ac peectparnii B
nommrosiit cayx6i FREEMAIL agpeca momrroBoi cKpuHbKH Oyae pupil7class@
ukr.net, a B nomrosiit cay:x6i Gmail — pupil7class@gmail.com. o agpecy
KOPHCTYBa4 IIOBMHEH HajJaTH ocobaM, Bif AKHX ILIAHYE OJEpPrKYBATH JHCTH.

BMICT ENIEKTPOHHOI NOLITOBOI CKPUHBbKU

11106 mepermAHYTH BMIiCT eJIeKTPOHHOI IOINTOBOI CKPUHBKH, ITOTPiOHO:

1. Bigkputu cropiHKyY Beb-caiiTa cepeepa IIOINTOBOLI cJyk0H, Ha AKOMY
CTBOPEHO IOINTORY CKPHHBKY.

2. VBecTH JOTiH i mapoibk KOpHCTYBava Y BiATOBIAHI mOMA.

3. Bubparu kHonky ¥BilTi abo nogioHy.

Burnan BikHa eleKTPOHHOI MOINTOBOI CKPMHBKH BiIPIBHAETHCA HA PIBHHUX
cepeBepax IOINTOBOI cay:x0H, ane Bci BOHM MaoTh nogibHi 06’exTu (puc. 1.4).
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1. Crmcok nanok ans 36epiraHHs eneKkTPoHHUX NUCTIB
2. lNnepnocunaHHa abo kHonKa AN CTBOPEHHS HOBOID NUCTa
3. Crnucok nucTie BubpaHoi nanku

HAx npaenno, ¥ mMeiid yacTHH] BiKHA posMimieHo TiNepHocAIaAHHA, EHKOPHC-
TOEYVHOUH AKl, MOMHa BIAKPHATH NalkKH, 00 IpH3HavYeH] 414 30epiraHHA JHCTIE.
Basenuail v moUrToBlil cHpPHHEBI ABTOMATHYHO CTEOPIIOTECH TAK] IATTKIM:

Bxigmi — nna s0epiramdsa JTHCTIE, OJEPMAHHX BIACHHEOM IIOIITOBOT
CEPHHEBHKH;

* YepHeTKH — 01A 30epiraHHA HezABepPIIeHHX JHUCTIE, AKI KOpHCTYEAY IL1a-
HYE DOIHCATH Ta BIIIPABHTH ajpecaTaM IIizHIIIe;

+ Bigmpaeneni (Hagicnawmi) — gna sfepiranna romniifi nuerie, elagnpaenennx
aapecaTan;

¢ Cmam (aurm. spam — KOHCEPEH, perRIaMa AKHXY Oyia 3aHAgTO HAB A3MH-
BOI) — ANfA THMYacoeoro 20epiranHA nHcTiE, Al nomrroea cay:ba ado
KOPHCTVEAY BBAMHANOTE HeDaaHHMH: PeEIaMHHMH ab0 BHIATHKOBHMHA,

* Bupaneni (Kommk) — noa Tumuacosoro 3depiraHHa BHIATEHHX JHCTIE.



¥ neHTpanbHiINH 4YacTHHI BikHa BigoOparkaeTbcA CHMCOK JIMCTIiBE BUOpaHOI
manku. Ilig yac BiAKPUTTA IMOINTOBOI CKPHUHBKH ABTOMATHYHO BHBOJUTHCHA
CIHMCOK JIMCTIB manku Bxigni. Bubpasmu miBopyu y cnucKy iM’a iHIol nanku,
MOyKHa rmobaunTy i1 BmicT. JaHi npo HenmpouudTaHi JMCTH BigodpajKaroThCA Ha-
I B}KU PHUM HAKPECJIeHHAM.

IIpo KOMKHUIT 3 JIMCTIB V BiAIOBIAHOMY PAAKY CIIMCKY HABEAEHO, AK IIPaBWJIO,
Taki gaHi:

s JIoTiH, iM’a abo molmToBa ajpeca BiAIIPABHHKA;

* TEeMa JICTa, AKa CTHCIO XapaKTepHaye Horo BMICT;

* JaTa Ta 4ac BiAIpaBJIeHHA JIICTa

Ta iHIme.

CTBOPEHHA, HAACUNAHHA, BIAKPUBAHHA ENEKTPOHHUX JNIUCTIB

Jlna cTBOpeHHA HOBOTO JHCTa NOTpibHO BUOparu BiANOBigHe rineprnocuiaaH-
HA a00 KHOIKY V BiKHIi eJIeKTPOHHOI IMOINTOBOI CKPUHBKH (gHUB. puc. 1.4, 2).
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1. Knonka Hagicnartu @@ @@@

2. [one Komy

3. KHonka ans Bknagaxys daiinis

4. None Tema Puc. 1.5. CreopeHHs eneKTpoHHOI NCTa Ha

5. ObnacTs Ans BBEAEHHS TEKCTY NMCTa  ceppepax nowosmx cryx® FREEMAIL (a) | Gmail (6)

¥ Bikui abo Ha maneni, mo Bigkpunauca (puc. 1.5), moTpidHO 3aMOBHHTH

II0JIA, PO3MIIIIEHI B 3arOJIOBKY JHCTA:

« Komy — yBecTH ajgpecy €JeKTPOHHOI IOIITOBOI CKPHMHBKH OfEp’KyBavda

JIHCTA;

» Tema — yBecT: cJ0BO a00 KiJbKa CJiB, II0 KOPOTKO IOACHIIOTH 3MiCT

BaIIoro JucrTa.

YacruHa BikHa abo maHeni, 0 po3MilieHa HU)KYe 3aroJIOBKa, IIpPU3HAYeHa

AJIA BBeJeHHA TeKCTV JIHCTa.

ITicna 3amoBHeHHA BCiX ITOJNIB 1 HAMHMCAHHA TEKCTY JIMCTA NOTPibHO BHOpaTH
kHonKy HamicnaTn. Bam micr 6yae HagicmaHo A0 IIOIITOBOI CKPHHBEKH aipecara.
IIo6 mpourTari OTPUMAHOTO JIHCTA, CJIJ CIIOYATKY BHOpaTH iM'a manku, v
AKii MicTHTBCA JMCT, HANPHKJIAR nmanku Bxiawi, micnsa woro Bubparu pagoK
JIMCTA V CIHMCKY JUCTIB. BifKpueThsca BiKHO 3 yMicTOM BHOPAHOrO €JI€KTPOHHO-

ro ymcra (puc. 1.6).
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1. JloriH BignpasHuKa

2. Tema nucra

3. TekcT nucra

4. EneMeHT KepyBaHHS AN CTBOPEHHN BiANOB(di Ha nUCT

5. EnemeHT KepyBaHHA AN NepecunaHHa NUCTa iHWoMy agpecary
6. EnemeHT KepyBaHHS ANs NepeMiLLieHHs NUCTA B iHLLY nanky

7. EnemeHT KepyBaHHA AN ApYKYBaHHA BMICTY nucTa

8. [lata Ta Yac OTpUMaHHA nucTa

Puc. 1.6. BikHo Bpay3epa 3 yMICTOM eNeKTpOHHOIO NUCTa Ha cepBepax NoLToBux cnyxo
FREEMAIL (a)i Gmail (6)

BKNAOAHHA ©®AWNIB

Ilig "ac zEAYaiiHOrC JTHCTYEAHHA BH MOMETEe BHJIACTH A0 KOHEEDTa, HpiM
APHVIIA 3 TEKCTOM JHCTA, e i BiTansHY THCTiBHRY, (hoTorpadiito Ta inme. o
eNeHTPOHHOTO JTHCTA, AKHI BH ILTAHVETE BIANDABWTH, TAKOM MOM(HA BHJIACTH
thaiinu pizanx Taoie. e moxyre Oyria MamoEKHE, hoTorpadil, Texern mTepa-
TYPHHX TEOPLE, IpeseHTAI] Ta 1HIIe, AKAMH EH X0UeTe HOIIIHTHCA 3 agpeca-

TOM.
Ja Toro mobd BEKJIACTH A0 eMeKTPoHHOTO JHcTa duaiin, mo 20epiraeTeca Ha

Hocll ganux, noTpifHo Oig Yac cTEOPEHHA JTHCTA EHOpATH KHOIKY, IPHIHAYEHY
onfa gomagaHHA (aiinie. Hanpuwnan, v oomroriil coy:Gl FREEMAIL ne

raonea Maitn Paln | e ofnacri JomaTH 2aroi0BEa JmeTa, a B ooyl Gmail —

KHoIKA Braactu daiinn @j ¥ HIDHHIA YacTHHI IaHeNIl CTEOPEHHA HOBOO JIHC-
Ta. Ilicna uworo Gvae sigkpuro eikmo Bigkpurra daiiny, v AKOMY MOMHA BH-
OpaTH 418 BEKJIAJAHHA 00 JHCTA OfHH ado rpyny daiinie.

Ilicna prnagaHHA (paiinie gaHl Opo HAX Bigodpa)aloTeCA B 00JACTI ITHCTa
(pmc. 1.8).
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Puc. 1.8. BipobpaxeHHs aaHUX Npo BKNageri ¢hainu Ha CTOPIHLI NUCTA, LU roTYETHLCA
Ao BignpaeneHHs, y nowrosux cnyxbax FREEMAIL (a) | Gmail (6)

Daii1, TOMIIKOBO BKJIAAEHWHA 0 eJIeKTPOHHOTO JINCTA, MOXKHA BUAAJMTH 3
HBOI'0, TIOKH Jicra He Oyno Hagicrnano. LA meoro ciijg BuOpaTH rinmepnocu-
naHHA BugamuTu abo KHONKY « IIOPYY 3 JaHMMH IIPO BKJIageHHH (aiinl.

ITicna saBepineHHA HiATOTOBKH JIMCTA Ta BKJIAZAHHA (ailliB micTa MOXHA
HaJCHJIATH.

SIKIp BM OTPHMATH JIMCTA, A0 AKOr0 BKJIAAeHO (ailru, To mobavynre 3HAUOK Y
BHTJIAA1 CKPiTKH y B PAAKY 3 JaHUMH IIpo Ieit nuer v namii Bxigsi (puc. 1.9).
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Puc. 1.9. MNo3HaveHHN NUCTIB, L0 MICTATL BKNaaeHi hainu, y paakax oTpUMaHux nucTis

Ha cTopiHii oTpuMaHOro JI1CTa, 110 MiCTHTH BKJIaAeH] (paiinu, BifodparkaoTs-

cA JaHi Ipo BKJIageHi (aitnm: 3HauoK ado eckis 3obpaykeHHdA, iM'A Ta posMmip
thaitny (puc. 1.10).

Fomm~—

PO e ————— .
b — W — T — R . ———— ——- - —
.
(e -
PPy e e se——y oty mawie
B Th e - * - C 0y el grogeoon s
[y ,- . - +
= 3 Go. g BN s - @
— Tt v W v v —
. LT ol + - e o & - s B AR » - o
———
O
: [ R “x n
o RTINS B l.l s B e
o ™~ & B A - vy -~
e & ’
T N
. - A Gl i S e S b [—
P .
_— | & L]
K o - -~ .
R -— e . - ‘ - ——
a) NPP=SPPN e, T
e
-
6) s —
Puc.

1.10. BigobpaxeHHs AaHux Npo BKNaaeHi hainu Ha CTopiHLI OTPUMAaHOro NucTa



Brrnagemiiii g0 eneKTPOHHOTO THCTa (hailn MoxHa 30eperti Ha Hocll gaHMx
Barmorn KoM orepa. g nsoro norpidno udpaTH rimeprnocHnamEg ado KHOI-

Ky 3aBaHTARHTH n, [0 MICTHTBCH HOPVY 3 GaHuMH Opo daiin. 3amemHo

Bl HamamrryeaHb Opayaepa, haiin Moxe OVTH 38BAHTAMEHO B MATTKY, IpH3HAYE-
HY ana sbepescenHda daiinis, orpumannx 3 larepuery, abo lgepHeThCA BiKHO
ghepexxenna ¢aiinie, ¥ AKOMY EH caMocTiiiHo sMmoieTe BHOpATH MATHKY A8
a0epexeHHA BRIATEHOTO (paiiny.
BolpaxkeHHda, TEKCTOBL JOKVMeHTH Ta dailin geAxKHX IHIDHX THIIE, o
BHEJIAAEH] A0 eleKTPOHHHAX JIHCTIE, MOMHA HeperaaaaTi Des Ix sdepereHHA Ha
Bam KoM orep. Jlna nporo nmorpibHo BudOpaTH rinepnocuianaa JAuBHTHES 400
3HAYOK (hailry.

BIANOBIAb HA JIUCT

Ha nucT, 1o B OTpUMAaIi, MOYKHA BiAOBiCTH, BUOpABIIN riNIeprnocuIaHHA
Bignoeictn, 1o poamimneHe Ha CcTOpiHII orpumanoro jmcra. Ilicna ioro Bu-
00py BiAKpPHBaETLCA CTOPiHKA CTBOpPeHHA HOBOrO Jmicra (puc. 1.11).
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Puc. 1.11. CropiHka nucTa-Bignosigi

¥ moxi Komy snucra-BigmoBifi aBTOMATHYHO BKa3yETLCA agpeca BiApaBHH-
Ka TOro JIUCTa, Ha AKUHA roTyeThcA Bignorigs. Tema mOBTOPIOE TEMY OTpHMAaHO-
ro Jmicra, JHIIe Ha IIOYaTKy gojamThea cuMBonu Re: (aHrn. reply — Bigmo-
Bigb). ¥ Texcri /micra Oyiae IIOBTOPEHO BMICT OTPHMAHOTO JIMCTA, Ilepej AKHM
BCTaBJEHO JaHI IPo HOro BiATpaBHMKA Ta AaTy BiAIpaBlIeHHA.

Teker BignoBigi MoKHA BBOAHTH B OVAb-AKOMY MiCIIi JHCTa, ajle, AK IIpa-
BIJIO, I poOJATE Ilepej TeKCTOM, Ha AKUi BianorigaroTe. Ilicna subopy KHOI-
kn Hamicmatu nuer-ianmosiges Oyae HagiciaHo. SIKINO y JmCeT, Ha AKWHIT BH
Bigmosigaere, Oyso BKIageHo (ailmd, TO BOHH He OVAVTH HAJICIaHI pasoM 3
TEeKCTOM JIHCTA-BiAIIOBiAl.

NMEPEHAMNPABJIEHHA NMNOBIAOMJIEHb

OTrpuMaHUIT JIICT MOYKHA TIe PECJIATH 1HIIUM ajpecaraM, BHOpaBIIH Tillepro-
cunanea I[lepeciaTy, 1110 po3MileHe Ha CTOPIHII OTpUMAaHOrOo JucTa. fK 1 mig
Yac CTBOPEHHA JHMCTAa-BiAMMOBRiAlL, BIAKPHUBAETHCA CTOPIHKA CTBOPeHHA HOBOIO
JIHCTA.

V¥ 3aroJIoBRy JmicTa, 10 NepecIaeTbCsa, aBTOMATHYHO 3allOBHIOETHECA IIOJE
Tema. Ilepexg TemMo0 OTPHMAaHOTO JHCTa JgojalTbed cuMmBonu Fw: (aHri.
forward — ynepen, gani). Ak i mig yac Bigmorigi, y TeKcTi nucTa, 10 IIepecH-
naeTbesA, Oyje IMOBTOPEHO BMICT OTPHMMAHOTO JIHCTA, Iepej AKHM BCTABJIEHO
JAaHi IIpo oTo BiATpaBHUKA Ta AaTy BignparieHHA. TeKcT, 10 IepeciyaeTbed,
MOXKHA pejaryBaTH, AOIOBHIOBATH BJIacCHHMH KoMeHTapamu. Ilicna BuGopy
kHonkH HagiciaTh pasoM 3 TEKCTOM JIMCTA IIePeCcIIaloTheA 1 BRIageHi daitnm.



OPYKYBAHHA TEKCTY JINCTA

Texer orpumMaHOro JHCTa MOJKHaA posapykyearu. Ha cepeepax pisHHX IIO-
INTOBHX CJOY:K0 ICHYIOTH Pi3HI eleMeHTH KepyBaHHA 1A BUKOHAHHA IIi€l ome-
pamii. Ile moxxe GyTi OKpema KHONKa JpykyBaTH 6 abo moxibua uu Bigmo-
BijJlHa KOMaHJa B MEHIO JOAATKOBHX il Ha CTOpiHII orpumaHoro jmcra. Ilicaa
BUOOpPY BiANOBIZHOTO eJleMeHTa KepyBaHHA BiAKPHBAETHCA BIKHO, ¥ AKOMY Bi-
nobpaxkeHO jJaHi PO JIMCT, HOI0 BMICT, ITPO BKJIAJeHI (haiinmu, AKIO BOHH €, a
TAKOXK PO3MilmeHO KHONKY JlpykyBatH abo moaibry. BubpaBmm ii, moxxHa
BCTAHOBHUTH 3HAUEHHS IIapaMeTpiB APYKVBAHHA Ta PO3NOUaTH APYK (puc. 1.12).
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Puc. 1.12. BikHo 3 yMICTOM NKCTA, NIAMOTOBNEHOIO ANA APYKYBaHHSA

ETUKET ENEKTPOHHOIO JINCTYBAHHA

EnexrponHa momra — 3acif coinKyBaHHA Jnojeii, ToMy BoHa mepegbauae
JAOTPUMAHHA BigMOBIAHHUX IIPABMI YBiWIMBOCTI, AKi BiANOBiZalmTh 3araJibHO-
MPUHATAM HOPMAaM JIOACBKOrO CILIKYVBAHHA:

* TOYMHANTE TEeKCT JINCTA 3 IPHBITAHHA, 3aBepIIViiTe ITiAIIHCOM;

* AKINO 3BEPTAETecH A0 JIOAHUHH, 3 AK0I BH 0COOMCTO He 3HAMOMI, Ha3BiTh cebe;

» He 3a0yapTe BIKUTH CJI0Ba Oydv iacka, AKINO 3BepTaETeca A0 KOro-HeOyab

i3 IPOXaHHAM;

* MOAAKYTe, AKINO XTOCH AOIOMATAE
BaM;

¢ Hamaraiiteca VyHHUKaTH ¢pas, 10
MOKYTh CIIPHYMHNATH KOH(JLKT;

Eruxér (ppaunn. atiquette —
€THKEeTKa, HAIHC) — HOPMH

i mpaBMJIa PifHOI MOBEJIHKH JIOfAeH
¥V CYCIIiJIBCTBI.



* He HajJCHJaiiTe B JIMCTaX HellepeBipeHUX JaHHX;

e HaMaraiiTecsa He IPHIYCKATHCA IPAMATHYHHUX MOMILIOK.

Oxpemi npaBuiIa OB’ A3aHI 3 0COOIMBOCTAMHM CIILJIKVBAHHA B MEperi:

s 3a3HavYaiTe TeMy CBOIO JIICTa — YACTO KOPHCTYBAY OPiI€EHTYETHCA caMe Ha
TeMy, KOJIH IepemNIAfae IMOMITY Ta 00Hpae JUCTU AIA YHTAHHA;

® He NHUIITH YBeCh TEKCT JHCTA BEJIMKHMH JiTepaMH — foro BaXKKO YHTa-
TH, IIe COIPHUIIMAETECA AK KPHK;

e BRJIOUANTE M0 IMOBIAOMJEHHA IUTATH 3 JIMCTA, HA AKWI BiAIOBigacTe,
SAKINO BH IIOCHJIAETECA Ha AeAKi CJIOBA CIIBPO3MOBHHKA;

* He jgojaBaiiTe 6e3 nmoTpedu BKJIAAEHHA J0 JIHCTA; HOBiJOMIANTE agpecaTo-
Bi, AKi (haiinu gomaeTe A0 JHCTA, OCKUIBKH YacTO Yepes BKJIajeHi (aiinu
POBIOBCIOIXKYVIOTECA KOMII'IOTEPHI BipycH.

EnexTpoHHa nomra no3bdaBleHa MOMKJIMBOCTI IIepeaBaTH MIMIKY Ta JKecTH,
AKI mg yac ocoOMCTOIO CILIKYBAHHA BHPAKalOTh Ballle CTABJIEHHA A0 Ipej-
mera obroBopeHHA. 1A mepegaBaHHA eMolliif B IHTepHeTi BHKOPHCTOBYIOTH
CMAWIMKH (aHTJI. smile — MOCMIIIKa) — MOCQIIZOBHOCTI CHMBOJIIB, IIJ0 HAragy-
10Th 00amyua. Hanmpukiang, nocaigoBHICTE CHMBOJIB :-) HATAAVE 00IMYYA, AKe
IOCMiXa€eThCA, a MOCTAOBHICTE :-( — cyMHe obnuuua. [I[paBunsHe BUKOpHCTaH-
HA CMaiJIHKIB J0AA€E JHUCTY HACTPOK, POOMUTH HOTO € MOILiITHIIIIHM.

Jlo TeKCTy JmCTa MOYKHA BCTABJATH i rpadiuni cmaiinuku. [lna mporo mo-

o
TpiGHO BuOpaTi KHONKY CMaiimKkn @ abo moAidHyY Y BiKHI CTBOPEHHA HOBO-

ro JucTa Ta obpaTH noTpibHMIi 3 Koneknii (puc. 1.13).
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Puc. 1.13. Konekuis rpagivunux cmaiinukis cepeepa nowwropoi cryxtu FREEMAIL

MPABWUIIA BE3MNEYHOIo KOPUCTYBAHHA
ENNEKTPOHHOIO NOWTOBOK CKPUHBKOKO

Croinkyrouncs B IHTepHeTi, moTpidHO maM’ATaTH IPO MOXMINBI HeOe3neKH, 1o
1moB’sA3aHi 3 0cOOMMBOCTAMHE po0OTH B Mepeski. SIK 1 mig wac NmoImyKy JaHuX B
IrrepreTi, y X0l eNeKTPOHHOTO JHCTYBaHHA NOTPiGHO AGATH IPO 3aXHCT OCO-
OHCTHX JAHHX, yOeanedyeHH Bijf IIKIUTHBUX OPOrpaM i Bif 3arpo3IHBOrO BMICTY.

Sxkmo BigmpaBHUK JIMCTa BaM HEBiIOMHII, TO BH HEe MOMKeTe NepeBipHTH
IIpaBAMBICTE OT0 CJiB i cpaB’kHi HaMipd. YacTo JHMCTH HAACHIAIOTE 3 METOH



pPerIAMH — TAK ZBAHHI CIIAM, 3 HAMATAHHAM OPHEEPHYTH BAINY VBATV A0 IIEE-
HOol npogvenil ado mocnoyr. |HoOl EHKOPHCTOBYIOTEH IIEIZMHE] ODporpaM# A0S
ABTOMATHYHOTO POZCHIAHHA JIHCTIE peEJaMHOMO xapakTepy abo HaeiTe Oes-
TIVEA0Te 3MicTy. A TOMY BAPTO EPHTHYHO CTABWUTHCH 10 JHCTIE, AHI MOMVTH
HAMIHTH Big cTOpOHHIX ocid.

ITig yac THCTVEAHHA £IEHTPOHHON IIOIITON PEKOMEHIVETBCA 0T PUMYVEATH-

cf TAKHX IpaBHI:

# HIKOJIH HE HABOALTE B JTHCTAX IPHBATHI gaHi npo cebe Ta CEOXO POSHHY,
AKIOO 0codHCTO He 3HalioMi 3 agpecaTon;

* HIKOIH He HOTMOIMyVHATecA Ha oco0HCTY 3ycTpid 3 ocodamu, Akl sHaiiomi
BAM TiNBKH 3 eMIeKTPOHHOTO JHCTVBAHHA, — BOHH MOMYVTE BHABHTHCA He
THMH, 332 Koro cefe BHMIABAITH;

* He NOBigoMIAiiTe Daponk Bl eTeKTPOHHOI IIOIOTTOBRC] CHPHHBKH CTOPOH-
HiM ocobam, 1100 Ballle MTMCTYEAHHA He TOTPATINI0 IO YVEHY PYVK Ta 100
HixTo He Mir eignparwTH mcTa Big Bamoro imeni;

* CTABTECH KPHTHYHO A0 BMICTY OTPHMAHHMX eIeKTDOHHHMX JIMCTIE; HE EBCe,
o E HUX HABeIeHO, € IPABI0HD;

* He BigmoeigaiiTe Ha THCTH, 0 OIPHXOIATE Big Heeigommx ocid; Blgnoei-
JAaldd Ha I JHCTH, BH HATEepIMYyETe ICHYBAHHA ajpecH, OO0 JacTk
BMOIY HagcHIaTH i Hajganl JucTH 31 cmamon;

* HIHOJIH He Bl pHEBATe OIpHEpinneHi calind, oTpuMaH] B mHceTax Big He-
Bigonmmx ocif: ¥ HUX MOMVTE MICTHTHCA IMKIATHE] TporpaMu; Tagki THCTH
PEROMEHIVETECA BHIATATH.

BUKOPUCTAHHA AQPECHOI KHUIMM

Ina abepiraHHA NOIITOBHX ajpec, Ha AK1 HAACHIAIOTH 3BHYAIHI mameposi
JIMCTH Ta BiTANBHI JHCTIiBKH, BHKOPHCTOBVIOTH cIleljianbHi sammucHuKH. I[lifg
Yac eJIEKTPOHHOTO JHCTYBAHHA TAKOXK 3PpYUHO 30epiraTu ajgpecu A1 JTHUCTYBaH-
HA B CHEI[iATBHOMY €JeKTPOHHOMY 3anucHUKY. Takuii 3aniCcHUK HAa3UBAlOTh
aJpPecHO) KHHIOIO.

AnpecHa KHHra IpH3HaveHa A 30epiraHHA KOHTAKTIB — JaHHX Ipo ocib,
3 AKHUMH JIHCTYETHCA KOPHCTYBAY: iMeH, aJpec eJeKTPOHHOI HOINTH, HOJATKO-
BHX OCOOMCTHX JAaHHUX aJpecaris.

BHKOpPHCTOBYIOUH ajpecHY KHHIY, MOXKHA IIBHAKO BBOAMTH ajJpecH Ofep-
JKVBAYiB IIif Yac CTBOPEHHA eJeKTPOHHMX JucTiB. [lna mporo morpibHo B 3a-
TOJIOBKY €JIEKTPOHHOTO JincTa BHOparu rineprnocunanasa Komy. Bigkpuerscsa
BIKHO aipecHOl KHHUTH 3i CIIMCKOM KOHTakKTiB (puc. 1.14).
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Puc. 1.14. Bikno [lonatv koHTaKTH B nowrosii cnyx6i FREEMAIL



¥ npomy BixH] DoTpiDHO BCTAHOEWTH I0ZHAYKY IPAIOPLA B PAIKY 3 JaHH-
MH oco0H, AKIH BHA nnanyeTe HagicnaTd aucTa. [licna enbopy kponkn JomaTtn
KOoHTAKTH ado nogidnol enGpana agpeca Gyae eeegena B noge Komy zaromoera
eNeKTPOHHOTO JIHCTA.

Armo v ikl 31 cOMCKOM HOHTAKTIE TOZHAYWTH HiThKA pAIHIE, TO Bel BH-
Gpani agpecu OyvavTe posmimeni B moai Komy i nmer 3 ogmum 1 THM cammm
BMicTOM BH HAZIIeTE BCIiM 3a3HAYEHHM AJTDEcATAM.

KEpiv Toro, sammen 3 agpecHol KHATH MOoMHA 00HpATH T Yac VBeIeHHA
enerTpoHHol agpecd B moge Komy. Ilicna epegedua mepiniX CHMBOJIE BigrpH-
BAETLCHA COHCOK KOHTAKTIE, ¥V AKHX B iMeH] KopHcTyeada ado B eleKTPOHHINA
agpeci MicTATECA Il CHMBOIH.

o mofaunTH cOMCOK KOHTAKTIE Bamol agpecHol HHHTH Oe3 CTEOpeHHHA
HOBOIO JIHCTA, TOTpifHo BuOpaTH BRIAIKY UM KHonoky Kowraxkm abo signosim-
HY HOMAHIY B MeHH) BikHA momrroeol cKpHHBEH. Burnan cropioku agpecHOI
KHHATH B nomrroeifi coy:xibl FREEMAIL zo6paxeno va pucyHEY 1.15.
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Puc. 1.15. CropiHka agpecHol kHuru nowwrosoi cnyx6u FREEMAIL

Ha cropinni agpecHOl KHUTH iCHYE MOMKJIMBICTE JOZATH AaHI PO HOBI KOH-
TAKTH, Bigpegaryearu abo BUAAIUTH icHYIOUi 3amicu. s qogaBaHHA KOHTAK-
Ty norpi6Ho BubpaTi KHONKY JdomaTu KoHTAKT ab0 NMoAiOHY, 3AaIIOBHUTH IIOJIA
sanponoHoBaHol ¢opmu (puc. 1.16) Ta 30epertu amiHum BuOOpOM BigmoBimgHOI
KHOIIKH.
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Puc. 1.16. ®opma HoBuit KOHTaKT agpecHOi kHuru nowrosol cnyx6u FREEMAIL



KEpim Toro, v geARHX DOIDTOBMX COV:EOAX g0 agpecHO] KHHATH ABTOMATHIHO
IOIAETHCH Afpeca elIeKTPOHHO IOINTOBOI CHPUHBKH OJEPIKVEAUA, KOIH BH
HAICHIAETE KOMYCE JTHCTA.

Jlna peparyveanad ado BHAATeHHA KOHTAKTY 2 agpecH0o] KHATH CIig T03HaY |-
TH NOTpidHWI zanmc 1 eMOpaTH BigNOBITHWII eleMeHT KepVEAHHA Ha CTOPiHIN
agpecHO] KHATH.

CMACKHW PO3CUNAHHA

KouTakTi B agpecHiii xumal MoHa 06'€qHATH B TPVIH 11 MIBHAKOT -
FOTOBEH JHCTIE 0JHAKOBOTO 3MicTy rpyil agpecarie. I'pyni HOHTAKTIE TaxkoH
HAZHBAKTE CIIHCKAMH PO3CHIAHHA.

JeArl IpyIHM CTEOPHIOTECA ABTOMATHYHO IIiJ 4Yac CTEBOPEHHA NOIITOROI
cepuHEKHA. Hanpuwnan, v nmomroeiii coyxxdl FREEMAIL apromarwuso cTEO-
protoThes rpyvod Civm'a ta Jdpysi. Sa famaHdaM KOpHCTYBAY MOMKE CTEOPHBATH
immi rpynom.

Jna cTeEOpeHHA HOBOI IPYVIH € BIATOBIAH] eneMeHTH KEDYVEAHHSA HA CTOPIHIIL
agpecHol HEETH. e moxe OyvTH rinepnocunanas PegaryvBaT rpyms, KoMaHIa
MeHD afo KHONKA, AKA 3"ABIACTRCA Oicaa BUdopY HeAHOTD 3AMHCY B agpecHiii
kHuzl. Ha pucyary 1.17 HapegeHo BHMIA] CTOPiHEH CTEOPEHHA HOBOL IDYVIH
KOHTAKTIE Vv Dolrroeiil coyxaxdi FREEMAIL.

- C B riips [ Sredemael Uk it i 3

m T ¢ bt 10 ARSI ELALK WA ETATMINAT T HMAGT b Sl

£ Hammcwre mmcrs FORPYDRSSE IRy
1 iy M
L T S |
Wl TR
[Ty ]
Loy
+ Ve

+ T

Agrapu

- = &

Fuc. 1.17. CTopiHka cTBOPEHHA HOBOI MPYNK KOHTaKTIB y NoWToRIA cmyxbi FREEMAIL

Omua abo Kineka BHOpaHHX KOHTAKTIE MOMHHA BEJIIYHTH B OVIE-AKY icHy-
WY TPYIY abo cTEOPHTH I8 HHX HOEY.
¥ meAKHX DOIITOBHXY cAVHOAX oZHH 1 ToH caMHi KOHTAKT MoXe OVTH BHJIHO-
UeHO 00 KiNBHOX TPVIL.
Bufipagmu iv’a rpyne B cOMCKY B JIiEH YacTHH] cTOpiHKH agpecHol KHHTH,
MOXCHA T00auWTH COHCOE HOHTAKTIE, 3APEeCcTPORAHUY V I rpyi.
Jna creoperas nucta B nomnroii coy:xdl FREEMAIL ma agpecn Beix wie-
HiE rpynu noTpibao:
1. Bufiparu im'a moTpifHol rpynd B cOHCKY TPV B agpecHiil kHmal.
2. ¥eTaHOBWTH [OZHAYKY OpanopliA, M0 PO3TAINOBAHHWI BHINE Bl COHCKY
KOHTAKTIE. flK pezyaeTaT Oyie BCTAHOEIEHO IOZHAUKH IPATOPIIE HOpyd
3 iMeHAMH BClX KOHTAKTIE TPYIIH.
3. Bufiparu eneMeHT KepyBaAHHA, IPH3HAUSHHI 418 CTEOPEHHA HOBOTO JIHC-
Ta. e mome Oyra rinepnocunaddaa HamucaTn obpaaum abo kHonka Ha-
MHCATH JHCTA YH To0Ji0H:.



Ilicna usoro BiAKPHETLCA CTOPIHEA CTEOPEHHA HOBOTO eJIeKTPOHHODMO JIHC-
Ta. ¥ moai Komy 6yavre veenexi agpeci Boix WieHiB rpyIiM.

ONMEPAUIT HAQ MAMKAMW TA TUCTAMU

fx Bu Bie 3HAETE, I YaC CTEOPEHHA eIfKTPOHHOI IOIMITOBRO] CKPHHBKH B
Hifl AaBTOMATHYHO CTBOPHIOTECHA mankid Bxigni, Yepuerkn, Hagicoami, Comam i
Bupameni. ¥ei muerH, ARl HagxXooATE, z0epiratorked v naniy Bxigmi. Hxmpo v
nanii JdcTie faraTo, To Take 0epiraHHAa MoXe OVTH HeEDYVUHHM, OCHINBHH
CHEIagHO 3HATH moTpibHmil 1ucT.

Jna BOOpAZKVEAHHA JTHCTIE ¥V eIeKTPOHHIH TOINTOBIH CHPHHEBIL MOMHA
CTEOPIOBATH BIacHI Dankd. [lna oporo B plaauy DOIOTOEHX CIV##0ax EHHOpHC-
TOBVIOTE PiSHI eJeMeHTH KepYBaHHA, HAPHEKIAM Tinepnocinaddad KepyeaHHA
manmkamMy ado momifui. ITig wac cTEOpeHHA TATKH DOTPifHO BBeCcTH i1 iM'a Ta
MATEEpIHTH BHKOHAHHA onepanii sufopom xuHonku CTeopHTH afo momiGmoi.

Int’st moeol manku Gyge pigodpaxeHo B CIHICKY HAlOR ¥ JIieiil uacTHHl cTO-
piHEH.

Jna Toro moed mepeMicTHTH JHCTA B TOTPIOHY DalOKy, CJIif YCTAHOEHTH NIO-
BHAYKY Opanopld B pAIKY 1HcTa Ta B caucKy llepenectnn mo abo nmomibroMy
BHOparTH iM'a mankd, 1o Axkol moTpidHo nepeMicTHTH aHeTa. AKIIo TosHAYMATH
KinbKa JHCTIE, To Bcl Ix Oyae nepeHeceHO A0 BHOpaHO] MATTKH.

EnexTpoHHWil THCT, AKHI BH He XodeTe 30epiraTi, mMoxHA BHIanwTH. 18
OLOTD TOTPIOHO BCTAHOBHTH IOSHAYKY NPANOPIA B PAJKY JdHcTa i1 eulparn
rimeponocinadaa abo kHonky Bugamwma. Jluer norpanute 1o nankn Bugamesni
(Kommk), me siu Gvmoe sbepiratiea winnka gif, Axmo iforo He sigmoBuTe abo He
BHAAATe ocTaTouHO. [I1A BlAHOBTeHHA JTHCTa 3 Dankid Bumameni fforo moTpid-
HO NepeMicTHTH B O¥Ib-AKY nDanky. 1A ocTaTouHOTO BHOANleHHA BHOpaHOoro
JHcTa DoTpidHe EMOpaTH rineprnocinaggd BuganwTn Hazaexau ado mogibHe.

¥el muern @ nankd Bugameni MoyEHA SHHIQHTH OCTATOYHO, BEMOpABIOH Ti-
nepnocinanad QuuerwTy manky afo mogite.

¥ meAHHN DOIOTOBHX COy:0ax 3aMicTk HanoK EHKOPHCTOBYHOTE MITHH JIHC-
Tig. MiTtkn, Ax 1 mankn, MaoTe iMerna. Mox#aa rpyoveaTi THCTH, 0 ToMide-
Hi ogHaKOBMMH MitHamu. Ha simgminy Big nanor, ogWH ITHCT MoXe OyTH T0-
MiueHWH KiTEHOMA MITHAMM.

BITPABU JJIAA HEPEBIPKU OTPUMAHUX 3HAHD:

1. I"TepakTUBHUI KPOCBODII.

TpasunbHol Monoaui.
Bawa ouinka: 100%.

Mo ropuaoHTani: 12: Mone & 3aronosiy nCTa, y SKoMY anpecy onepxy KoMy | Bianosiae

I'Ipasm!w.ol Monoaui.

Bawa ouitka: 100%.

Tepesiput |

2. TecryBaHHS:
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