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¸ÇÙáõÙÇ ß³μÉáÝÇ ëï»ÕÍáõÙ 

 

êï»ÕÍ»ù ëïáñ¨ μ»ñí³Í ß³μÉáÝÁ: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ø³ÛÉ ³é ù³ÛÉ Ï³ï³ñ»ù Ñ»ï¨Û³É ·áñÍáÕáõÃÛáõÝÝ»ñÁ. 

 

1. Øï»ù Word 2007 ï»ùëï³ÛÇÝ ËÙμ³·ñÇãÇ ÙÇç³í³Ûñ: 

2.  (New Blank Document) ·áñÍÇùáí ëï»ÕÍ»ù  Word-Ç Ýáñ ÷³ëï³ÃáõÕÃ: 

3. ´³óí³Í å³ïáõÑ³ÝÇ Save as type ¹³ßïáõÙ ÁÝïñ»ù Document Template ïÇåÁ: 

4. File Name ¹³ßïáõÙ ëï»ÕÍíáÕ ß³μÉáÝÇ Ñ³Ù³ñ Ý»ñÙáõÍ»ù  Dimum ³Ýí³ÝáõÙÝ áõ 

ë»ÕÙ»ù Save Ïá×³ÏÁ: 

5. ÀÝïñ»ù Arial Armenian ï³é³ï»ë³ÏÝ áõ 12 ï³é³ã³÷Á: 

6. ÀÝïñ»ù ï»ùëïÇ Ñ³í³ë³ñ»óáõÙ Áëï ³ç »½ñÇ  ·áñÍÇùÁ: 

7. ºÃ» ·ÉË³íáñ å³ïáõÑ³ÝáõÙ óáõó³¹ñí³Í ã¿ Developer Ý»ñ¹ÇñÁ, ³å³ ³ÛÝ 

óáõó³¹ñ»Éáõ Ñ³Ù³ñ  (Office) Ïá×³ÏÇ íñ³ ÙÏÝÇÏÇ ³ç ë»ÕÙ³Ïáí μ³óíáÕ 

å³ïáõÑ³ÝáõÙ ÁÝïñ»ù Customize Quick Access Toolbar Ññ³Ù³ÝÁ, μ³óí³Í 

Word Options å³ïáõÑ³ÝÇ Ó³Ë Ù³ëáõÙ ÁÝïñ»ù Popular ï³ñμ»ñ³ÏÁ, Show 

Developer tab in the Ribbon Ññ³Ù³ÝÇ Ùáï ÝßáõÙ Ï³ï³ñ»ù áõ ë»ÕÙ»ù OK 

Ïá×³ÏÁ: 

“Ý»ñÙáõÍ»É ù³Õ³ùÇ Ï³Ù ·ÛáõÕÇ ³Ýí³ÝáõÙÁ”Ç ÃÇí “Ý»ñÙáõÍ»É ¹åñáóÇ Ñ³Ù³ñÁ”

¹åñáóÇ ïÝûñ»Ý ÁÝÏ»ñ “Ý»ñÙáõÍ»É ïÝûñ»ÝÇ  ³½·³ÝáõÝÁ”ÇÝ

 ÝáõÛÝ ¹åñáóÇ “Ý»ñÙáõÍ»É ¹³ë³ñ³ÝÇ Ñ³Ù³ñÁ” ¹³ë³ñ³ÝÇ 

“Ý»ñÙáõÍ»É ³ß³Ï»ñï Ï³Ù ³ß³Ï»ñïáõÑÇ”

“Ý»ñÙáõÍ»É ¹ÇÙáÕÇ ³ÝáõÝÁ ¨ ³½·³ÝáõÝÁ”Çó

 
 

¸ÇÙáõÙ 

 

ÊÝ¹ñáõÙ »Ù Ò»ñ ÃáõÛÉïíáõÃÛáõÝÁ Ù³ëÝ³Ïó»Éáõ §ÆÝ ý áñÙ³ïÇÏ³¦ ³é³ñÏ³ÛÇó 

Ï³½Ù³Ï»ñåí³Í Éñ³óáõóÇã å³ñ³åÙáõÝùÝ»ñÇÝ: 

 

Ð³ñ·³ÝùÝ»ñáí`   “Ý»ñÙáõÍ»É ¹ÇÙáÕÇ ³ÝáõÝÁ ¨ ³½·³ÝáõÝÁ” 
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8. Developer Ý»ñ¹ÇñÇ Controls ËÙμáõÙ ï»Õ³Ï³Ûí³Í Ï³é³í³ñÙ³Ý ï³ññ»ñÇó 

ÁÝïñ»ù  (Legacy Tools) Ïá×³ÏÁ, ³å³ μ³óí³Í å³ïáõÑ³ÝáõÙ`   (Text 

Form Field) Ïá×³ÏÁ:  

9. ´³óí³Í áõÕÕ³ÝÏÛáõÝ ¹³ßïáõÙ ÙÏÝÇÏÇ Ó³Ë ë»ÕÙ³ÏÇ ÏñÏÝ³ÏÇ ë»ÕÙáõÙ 

Ï³ï³ñ»ù, μ³óí³Í Text Form Field Options å³ïáõÑ³ÝÇ Default text ¹³ßïáõÙ 

Ý»ñÙáõÍ»ù Ý»ñÙáõÍ»É ù³Õ³ùÇ Ï³Ù ·ÛáõÕÇ ³Ýí³ÝáõÙÁ ï»ùëïÝ áõ ë»ÕÙ»ù OK 

Ïá×³ÏÁ: 

10. êï»ÕÍí³Í ¹³ßïÇÝ ÏÇó Ý³Ë Ý»ñÙáõÍ»ù Ç ï³éÁ, ³å³` μ³ó³ï³ÝÇß, ÇëÏ 

í»ñçáõÙ Ý»ñÙáõÍ»ù ÃÇí μ³éÁ: 

11. 8 ¨ 9 Ï»ï»ñáõÙ ÝÏ³ñ³·í³Í »Õ³Ý³Ïáí ëï»ÕÍ»ù Ñ³çáñ¹` ÷á÷áË³Ï³Ý 

ï»ùëïáí ¹³ßïÁ, áõñ Ý»ñÙáõÍ»ù Ý»ñÙáõÍ»É ¹åñáóÇ Ñ³Ù³ñÁ ï»ùëïÝ áõ ë»ÕÙ»ù 

OK Ïá×³ÏÁ: 

12. Enter ëï»ÕÝÇ ë»ÕÙáõÙáí ³Ýó»ù Ñ³çáñ¹ ïáÕÇÝ: 

13. Ü»ñÙáõÍ»ù ¹åñáóÇ ïÝûñ»Ý ÁÝÏ»ñ ï»ùëïÁ: 

14. ²Ûë ³Ý·³Ù ¨ë ëï»ÕÍ»ù ÷á÷áË³Ï³Ý ï»ùëïáí ¹³ßï, áõñ Ý»ñÙáõÍ»ù Ý»ñÙáõÍ»É 

ïÝûñ»ÝÇ ³½·³ÝáõÝÁ ï»ùëïÝ áõ ë»ÕÙ»ù OK Ïá×³ÏÁ: 

15. êï»ÕÍí³Í ¹³ßïÇÝ ÏÇó Ý»ñÙáõÍ»ù ÇÝ ï»ùëïÁ: 

16. Enter ëï»ÕÝÇ ë»ÕÙáõÙáí ³Ýó»ù Ñ³çáñ¹ ïáÕÇÝ: 

17. Ü»ñÙáõÍ»ù ÝáõÛÝ ¹åñáóÇ ï»ùëïÁ: 

18. ²Ûëï»Õ ¨ë ëï»ÕÍ»ù ÷á÷áË³Ï³Ý ï»ùëïáí ¹³ßï, áõñ Ý»ñÙáõÍ»ù Ý»ñÙáõÍ»É 

¹³ë³ñ³ÝÇ Ñ³Ù³ñÁ ï»ùëïÝ áõ ë»ÕÙ»ù OK Ïá×³ÏÁ: 

19. êï»ÕÍí³Í ¹³ßïÇÝ ÏÇó ³ÛÅÙ Ý»ñÙáõÍ»ù ¹³ë³ñ³ÝÇ ï»ùëïÁ: 

20. Enter ëï»ÕÝÇ ë»ÕÙáõÙáí ³Ýó»ù Ñ³çáñ¹ ïáÕÇÝ: 

21. Ø»Ï ³Ý·³Ù ¨ë ëï»ÕÍ»ù ÷á÷áË³Ï³Ý ï»ùëïáí ¹³ßï, áõñ Ý»ñÙáõÍ»ù Ý»ñÙáõÍ»É 

³ß³Ï»ñï Ï³Ù ³ß³Ï»ñïáõÑÇ ï»ùëïÝ áõ ë»ÕÙ»ù OK Ïá×³ÏÁ: 

22. Enter ëï»ÕÝÇ ë»ÕÙáõÙáí ³Ýó»ù Ñ³çáñ¹ ïáÕÇÝ: 

23. êï»ÕÍ»ù Ñ³çáñ¹` ÷á÷áË³Ï³Ý ï»ùëïáí ¹³ßïÁ, áõñ Ý»ñÙáõÍ»ù Ý»ñÙáõÍ»É 

¹ÇÙáÕÇ ³ÝáõÝÁ ¨ ³½·³ÝáõÝÁ ï»ùëïÝ áõ ë»ÕÙ»ù OK Ïá×³ÏÁ: 

24. Enter ëï»ÕÝÇ ë»ÕÙáõÙáí ³Ýó»ù Ñ³çáñ¹ ïáÕÇÝ: 

25. êï»ÕÍí³Í ¹³ßïÇÝ ÏÇó Ý»ñÙáõÍ»ù Çó ï»ùëïÁ: 

26. Ü»ñÙáõÍ»ù ¹ÇÙáõÙÇ μáõÝ μáí³Ý¹³ÏáõÃÛáõÝÁ: 

27. Enter  ëï»ÕÝÇ ë»ÕÙáõÙáí ³Ýó»ù Ñ³çáñ¹ ïáÕÇÝ: 

28. Ð³ñ·³ÝùÝ»ñáí ` μ³éÇó Ñ»ïá ëïáñ³·ñáõÃÛ³Ý Ñ³Ù³ñ ï»Õ ÃáÕ»ù, ³å³ Home 

Ý»ñ¹ÇñÇ Clipboard ËÙμÇ  (Copy) ¨  (Paste) Ïá×³ÏÝ»ñÇ û·ÝáõÃÛ³Ùμ 

Ý»ñÙáõÍ»É ¹ÇÙáÕÇ ³ÝáõÝÁ ¨ ³½·³ÝáõÝÁ ï»ùëïÁ å³ñáõÝ³ÏáÕ ¹³ßïÁ å³ï×»Ý»ù 

³Û¹ï»Õ: 
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29. ÀÝïñ»ù Insert Ý»ñ¹ÇñÇ Text ËÙμÇ Date and Time Ïá×³ÏÁ:  

30. ´³óí³Í å³ïáõÑ³ÝáõÙ ÁÝïñ»ù ³Ùë³ÃíÇ Ó»½ ³ÝÑñ³Å»ßï Ó¨³ã³÷Á: 

31. ²Ùë³ÃíÇ ³íïáÙ³ï Ã³ñÙ³óÙ³Ý Ýå³ï³Ïáí å³ïáõÑ³ÝÇ Update automatically 

¹³ßïáõÙ ÝßáõÙ Ï³ï³ñ»ù: 

32. ê»ÕÙ»ù OK Ïá×³ÏÁ: 

33. ²ñ³· Ñ³ë³Ý»ÉÇáõÃÛ³Ý  (Save) ·áñÍÇùáí å³Ñå³Ý»ù ëï»ÕÍí³Í ß³μÉáÝÁ: 

34. ²í³ñï»ù ³ßË³ï³ÝùÁ ï»ùëï³ÛÇÝ ËÙμ³·ñÇãÇ Ñ»ï` û·ïí»Éáí å³ïáõÑ³ÝÇ 

÷³ÏÙ³Ý  ë»ÕÙ³ÏÇó: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


