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1. TACHIOPT ®OHJA OIIEHOYHBIX CPEJACTB

1.1. ObsacTh NpUMEHEHUA

®onpa oneHouHblx cpeacTB (POC) — HeoThemieMas dYacTh pabouei
IPOrpaMMBbl TUCIUIUTHHB « MHPOpMAITMOHHBIE TEXHOJIOTUN» U TIPEIHA3HAYCH IS
KOHTpPOJISI U OIEHKM OOpa30BaTEIbHBIX JOCTHXKEHUM CTYJEHTOB, OCBOUBIINX
porpaMMy JTUCHUILIHHBL.

1.2. lesan u 3a5a4u GoHAA OLIEHOYHBIX CPEACTB

Henp @OC — yCTaHOBHTH COOTBETCTBHE YPOBHS  MOJTOTOBKH
oOyuatomierocsi TpeboBanusim PI'OC BO — OakanaBpuaT 1O HamnpaBICHUIO
noaroroBku  04.03.01 Xumusi, yTBEpKICHHBIM MpUKa3oM MUHHCTEPCTBA
oOpa3zoBanust U Hayku Poccuiickoit @eneparuu ot 17 utons 2017 r. Ne 671 (c
U3MEHEHUSIMU M JIomojHeHusMH),  lIpodeccuoHanmbHBIM  CTaHIAPTOM,
yTBepKIeHHbIM [IpukazoM MuHHCTEpCTBA TpyJa M COLMAJIBHON  3alUThI
Poccuiickoii ®enepanun «O0 yTBepkKIeHUM NPO(ECCHOHATBLHOTO CTaHIApTa»
ot 18 okTsa0pss 2013 .  Ne544n (¢ U3MEHEHUSIMH U JOMOJHEHUSIMHU),
[IpodeccnoHanbHbIM CTaHAAPTOM, YTBEpKAE€HHbIM IIpukazom MuHucrepcTa
Tpyla W couuaibHON 3amuThl Poccuiickoit ®enepamuun «O0 yTBEpKIEHUU
po¢heCCUOHAIBHOTO CTaHzapra» oT 22 mag 2017 1. No 431w u
[IpodeccnoHanbHbIM CTaHAAPTOM, YyTBepKAeHHbIM IIpukazom MunucTepcTBa
Tpyla u couuaibHOW 3amuThl Poccuiickoit ®enepanun «O0 yTBepKIEeHUU
npodeccuoHanbHOro cTanaaptTa» ot 22 mast 2017 r. Ne 432H.

1.3. Ilepeyenbr KoMIeTeHUMid, (OpPMHPYEeMbIX B MpoLecce OCBOCHHS
OCHOBHOI1 00pa30BaTeIbHOI MPOrpaMMBblI

[Ipomiecc  ocBOeHMS NUCHIMIUIMHBI ~ HampaBlieH Ha (QopmMupoBaHHe
CJIEAYIOIINX KOMIIETCHIINI U UHAUKATOPOB UX JOCTHKCHUS:

Koa mo ®I'OC BO ‘ NHauKaTop 10CTHKEHUS

YHUBEpcaIbHbIE

VK-1.1. Amanusupyer 3aady, BbIIAECIAA €€
6a30Bble COCTaBIISIONINE

VK-1.2. Onpenensier, MHTEpIPETUPYET U
pamxupyeT nHpopMaluio, TpedyeMyto s
pelIeHMs TOCTABICHHOM 3a/1a4u;

VYK-1.3. OcymiecTBiseT NOUCK HHPOPMALIUU
JUTSL PEIICHUS TIOCTaBICHHON 3aauH 110

YK-1. CriocobeH ocyiecTBIsATh MOKCK, Pa3IUYHBIM TUIIaM 3alPOCOB;

KPUTHYECKHUI aHaIU3 U CUHTE3 HH(pOpMaIuH, VYK-1.4. Ilpu o6paboTke nHpopMauu
IPUMEHATh CUCTEMHBIN TOJXO/ JAJIS pEIeHUsT | OTJIMYaeT akThl OT MHEHUH, HHTEpIpETaLHid,
MTOCTaBJIEHHBIX 3a/1a4 OLIEHOK, (hOpMHUPYET COOCTBEHHbIE MHEHUS U

CYXJICHUS1, apTYMEHTUPYET CBOU BBIBOJBI U
TOYKY 3pCHUS, B TOM YHCIIE C IPHMEHEHHEM
¢unocohckoro NOHATUHHOTO anmapara
VK-1.5. PaccmatpuBaet u nipejjiaraet
BO3MO)KHBIC BAPHAHTHI PEIICHHS
MIOCTaBJICHHOM 3a/1a4M, OLICHHBAs HX
JOCTOMHCTBA U HEAOCTATKH




Ob6menpodeccnoHanbHbIC

OIIK-3. Cnoco0GeH NprUMeHsATh pacueTHO-
TEOPETUYECKHUE METOJIBI JUTS M3Y4YCHHSI CBOWCTB
BEIIECTB U ITPOLIECCOB C UX YYACTHEM C
YICTIIOJIb30BaHHEM COBPEMEHHOM
BBIYHCITUTEIILHON TEXHUKH

OIIK-3.1. IlpumeHseT TeoOpeTUYEeCKUE 1
MMOJIYOMIIMPUICCKUEC MOACIIN ITPU PCIHICHUN
3a/1a4 XUMUYECKOW HAIIPaBIEHHOCTH
OIIK-3.2. Ucnons3yer cTaHgapTHOE
porpaMMHoOe oOecriedeHue MpU PerieHUH
3a1a4 XUMHYECKOU HAIpaBJICHHOCTH

OIIK-5. CiocobeH ucnob30BaTh
CYIIECTBYOIINE MTPOTPAMMHEBIE POTYKTHI U
UH(POPMALMOHHBIC 0a3bl TaHHBIX JUIS PEUIICHHUS
3a/1a4 MpoPeCCHOHATBHOMN JAEITETLHOCTHU C
YYETOM OCHOBHBIX TPEOOBaHHIA
UH(POPMALIMOHHOM 0€30MaCHOCTH

OIIK-5.1. Ucnonb3yetr coBpemenHbie IT-
TEXHOJIOTHH IpHU cOope, aHamuse, 00paboTKe u
IpeJICTaBICHUN HH(OPMALIUU XUMUYECKOTO
npodus

OIIK-5.2. Cobmro1aeT HOpMBI
nH()OPMAIIMOHHON OE30MaCHOCTH B
npohecCuOHAILHOM eI TeIbHO

[IpodeccuonanbHble

ITK-2. CrrocoOeH oKka3bIBaTh
UH(POPMALMOHHYIO TOJICPKKY CHEIIHATINCTaM,
OCYIICCTBIISIONUM HAyYHO-
HCCIIeIOBATEIbCKHE PAOOTHI

[TIK-2.1. I[IpoBoaut MePBUYHBII MOMCK
UH(POPMALIMHU TI0 3aJaHHON TemMaTuke (B T.4., C
UCIOJIb30BaHMEM MATEHTHBIX 0a3 JaHHBIX)
[1K-2.2. CocraBnsier 0030p IUTEPATYPHBIX
UCTOYHUKOB 10 33JJaHHOU TeMe, 0(OpMIISIET
OTYETHI O BBIIIOJHEHHOU paboTe 1o 3aJaHHON

hopme

1.4. Jranbl GpopMUPOBAHMS KOMIIETCHUMHA W CPeICTBA OLCEHMBAHUS

YPOBHS UX ¢GOPMHPOBAHHOCTH

Jrtansl popmupoBanusa komnereHunii | Kommerenuun KonTpoabHOo-011eHOYHBIE
cpeacTBa / cnocoo
OLICHUBAHMS
VK-1, OIIK-3, Y CTHBIN 0npoc, TECTOBBIN
Tema 1. MadopmaTuka, Kak HayKa. OIIK-5, IIK-2 KOHTPOJIb, BBITIOJIHEHHE
MPAKTUYECKUX 3aJaHHI
VK-1, OIIK-3, YCTHBIN OpoC, TECTOBBIN
Tema 2. YcTpoiCTBO KOMIIBIOTEPA. OIIK-5, TIK-2 KOHTPOJIb, BHINOJHEHUE
PaKTUYECKHX 33a/IaHUM
VK-1, OIIK-3, YCTHBIN OnpoC, TECTOBBIN
Tewma 3. [IporpammHoe obOecrieueHune
KOMITHIOTEPOB. OIIK-5, [IK-2 KOHTPOJIE, BEIIOJHEHHE
MPAKTUYECKUX 3aJaHUI
VK-1, OIIK-3, VY CTHBIN onpoc, TECTOBBIN
Tema 4. KomnbroTepHble ceTH. OIIK-5, IIK-2 KOHTPOJIb, BBIITOJIHEHUE
MPAKTUYECKUX 3aIaHUI
VK-1, OIIK-3, [ToaroroBka MyJIbTUMEIUMHBIX
Tema 5. MynbTUMeTUIAHBIE TEXHOJIOTHH. OIIK-5, TIK-2 MPE3EHTAINH, BEIITOJTHEHUE
MPAKTUYECKUX 3aJaHUI
Tewma 6. OCHOBE HHGOPMAFOHHOR VK-1, OIIK-3, VY CTHBIN onpoc, TECTOBBIN
OIIK-5, IIK-2 KOHTPOJIb, BBIITOJIHEHUE
0e30ITacHOCTH. N
MPAKTHYECKUX 3aaHUI
Tekymas arrecrauus VYK-1, OIIK-3, KonTtponsHas padora
OIIK-5, [IK-2
IIpomeskyTOoUHAsA aTTEeCTALMS VK-1, OIIK-3, 3aueTr
OIIK-5, [1IK-2

1.5. Onucanue nokasareseit GopmMupoBaHusi KOMIIETEHIIUIA




Koa koMneTeHumu

Pe3yabTarsl choOpMUPOBAHHOCTH

YK-1. Cnocoben
OCYLIECTBIIATH IIOUCK,
KpPUTUYECKUM aHaIM3 U
CUHTE3 uHpopMaLuy,
IPUMEHSTh  CUCTEMHBII
NOAXON Ul pELICHUs
IIOCTaBJICHHBIX 3a]1a4

3HaeT METO/Ibl aHAIN3a M COITOCTABIICHHUS NICTOYHUKOB
nHGOPMAIMY C TOUYKH 3PEHUS BPEMEHHBIX U IPOCTPAHCTBEHHBIX
YCJIOBUI NX BO3HUKHOBEHUS, aHATM3UPYET 3aj1ady, BBIIEISS ee
0a30BbIe COCTABIIAIOLIHE.

YMeeT NCToIb30BaTh JIOTHUECKUI aHaIN3 MOJEIH IS TIONCKa
peleHw s, TeHepUPOBAHUS HOBBIX MJICH 1 MX ouleHKU. Onpenenser
U pamKHupyeT HHPOPMaIHIo, TpeOyeMyo IS peleHus
IIOCTaBJICHHOM 3aJa4H.

Bnageer  (umeeTr  OmBIT  JNEATENBHOCTH)  COBPEMEHHBIMU
WHCTPYMEHTAMH M TEXHOJOTUAMHU 0OpaboTKH HHMOPMAIIHH.
OcymecTBisieT TOUCK MH(GOPMALUK U PEUICHUS] ITOCTABICHHOM
3aJ]a4M 10 Pa3JIMYHBIM THIIAM 3aIIPOCOB.

OIIK-3. CoocobeHn
PUMCHSITh pacueTHo-
TEOPETUYECKHE  METOJIbI

UL U3Y4YEHUS CBOMCTB
BEILLECTB M IMPOIECCOB C

3HaTh CTaHIAPTHOE MPOTPaMMHOE 00ECTIeYeHUE H
CIIeMaTM3UPOBAaHHbIC 0A3bl TAaHHBIX, UCIIOJIL3yEMbIC ITPH PEIICHUH
3a/1a4 MpoeCCHOHAITBHON IeATeIHHOCTH.

YMeTh BBIOpATh U UCIIONIL30BATh COOTBETCTBYIOIIEE TPOTPAMMHOE
oOecnieueHure AJis peleHus 3a1ad npodeccuoHaabHOM

179 y4acTHeM C

IEATeIILHOCTH
UCIIOJIb30BaHNEM
COBDEMEHHO Bnaneres HaBblKamMu pabOTBI CO CTAaHAAPTHBIM IPOTPAMMHBIM

p . o0ecrieueHHEeM W CHEeNUAIM3UPOBAHHBIME 0a3aMH JaHHBIX JUIS

BBIYHCITUTEIILHON N

pelieHus 3a1a4 Npo(ecCUOHATBHON AEATEIbHOCTH
TEXHUKHU
OIIK-5. CriocobeH | 3HaeT COBpEMEHHBbIE METObl HCIOJIb30BaHUS HH()OPMALMOHHBIX
UCTIOJIb30BaTh TEXHOJIOTHH W TIPOTPAMMHBIX CPENCTB, BKIIOYas YIpPaBICHUE
CYLIECTBYIOIINE KPYIHBIMHA MacCUBaMU JIaHHBIX U MX UHTEJUICKTYaIbHbIN aHAIN3.

IPOTPaMMHBIE TTPOIYKTHI
U UH(OpMaIMOHHBIE 0a3bl
JMAHHBIX JUIS  peIICHUs
3aja4 npodeccuoHaIbHON
NEeSITETPHOCTH C  y4ETOM

YMeeT HuCnoib30BaTh MHpPU pEIIEHUH NpOo(ecCHOHATIBHBIX 3a]1ad
COBpEMEHHbIe HH(pOPMALMOHHbIE TEXHOJOTUU M IPOrpaMMHBbIE
CpEICTBa, BKJIOYasl YIpaBJlIeHUE KPYIMHBIMU MacCHUBaMH JAHHBIX U
UX UHTEJUIEKTyaJIbHbIN aHaJIN3.

Bnageer HaBbIKaMu UCHOIb30BaHUS IIPU PELLICHUU

OCHOBHBIX  TpeOoBaHUH | MpodecCHOHATBHBIX 331a4 COBPEMEHHBIX HH(POPMAIIMOHHBIX
nH(pOpMaITMOHHOM TEXHOJIOTHI U MPOTPAMMHBIX CPEJICTB, BKJIFOYAsl YIIpaBIICHNE
0e30MacHOCTH KPYIIHBIMU MacCCHMBAMH JIAHHBIX M UX MHTEJUICKTYaJbHbII aHAJIN3.
3HaeT WCTOYHUKKA HMHQPOPMAIUU MO XHWMHH, TIOHSTHS HAy4YHBIN
OTYeT, HAY4YHBIA MAOKIaa, mnyOmukamus mo xumud. [IpoBoaut
MEePBUYHBIN MOUCK MHPOpMAIMK MO 33]aHHOW TeMaTuke (B T.4., C
ITK-2. CnocobeH p (bopwar g ( ’
OKASLIBATE WCIONIb30BaHWEM  TATEHTHBIX  0a3  nmaHHBIX.  Mcmombsyer
CIeIMaTu3UPOBAHHOE TTPOrpaMMHOE oOecredeHnue U 0a3bl JaHHBIX
UH(POPMALOHHYIO .
JUIST TIONy4YeHUs] U TEPBUYHONW OOpabOTKH IKCHEPUMEHTATHHBIX
MOIJICPKKY
JTAHHBIX.
CIIELUATTUCTaM,
YMeeT  OpHEeHTUpPOBATbCI B MHOTOOOpa3sMH  HCTOYHHMKOB
OCYIIECTBIISIOIINM
HaVaHO nHpopmarun o XUMUH, MIPEACTABISITH pe3yIbTaThI
Y MH(OPMAIIMOHHOTO TIOMCKA B BHJIE MyOJIMYHOTO BBICTYIUICHHS Ha
HCCIIEI0BATEILCKIE
ceMHUHape.
paboThI

Brnaneer HaBbIKaMM IEPBUYHOTO MOMCKA MH(OPMAIIMH IO XUMHUU C
UCIOJIb30BAHNEM MTATEHTHBIX 0a3 JaHHBIX, HABBIKAMM ITyOJIMYHOTO
MPEJCTABICHUS PE3YIbTATOB HH(OPMAIIMOHHOTO MIOMCKA

1.6. Kpurepuu
¢GopmupoBanus

OICHUBAHHUS KOMIIETEHIMHA Ha PAa3HBIX I3Talmax HXx

Buna yueOHoii padoThl

‘ KoanuyecTBO




0aJ110B

00 | 0-390

3900

VY cTHBIC OTBETHI HA CCMHWHAPCKUX 3aHATHUAX

BrlimotHeHME | 3auTa MPaKTHYECKUX / Ta0OpaTOPHBIX padoT 60

CamocTosrenbHas paborta

30

Wuble BUbI yueOHOM paboThl (ITOArOTOBKA MTPE3CHTAINH, 10
HanucaHue pedepara, peleHue 3agad u ap.)

Bcero

100

HaxonurenapHas cucrteMa oneHuBanus mo 100-0ayibH0M mKaJje

YerpipexdanaabHas
cHUCTEeMAa OLleHNMBAHMSA
JK3aMeHa

100-0annbHas
IKaJja

BykBeHHas mkaJja, coorsercTByomas 100-
0aJJILHOM mIKaJIe

Cucrema
OLICHUBaHHSA
3ayera

OTIn4YHO

90-100

A — OTJIMYHO — TEOPETUUECKOE COMICPIKAHKE
Kypca OCBOCHO IOJHOCThIO, O3 po0eIioB;
HEOOXOAUMBIE MPAKTHYECKUE HABBIKU PabOTHI
C OCBOCHHBIM MaTepHaioM C(OPMUPOBAHBI;
BCE MPEAyCMOTPEHHBIC POTrPaMMOit
o0y4eHust yueOHbIC 3aaHusI BBITOIHEHBI,
Ka4yeCTBO UX BBLIIIOJIHEHHS OLIEHEHO YUCIOM
0aJIJIOB, OJIM3KUM K MAaKCHUMaJIbHOMY

Xopomwio

83-89

B — o4eHB XOPOLIO — TEOPETHYECKOES
CoZiepKaHHe Kypca OCBOCHO IOJHOCTHIO, 0e3
npo0enoB; He0OX0IUMbIE IPAaKTHYECKUE
HaBbIKHU pa6OTI)I C OCBOCHHBIM MaT€pHajioM B
OCHOBHOM C(hOPMHPOBAHBI; BCE
MpeyCMOTPEHHBIE TIPOrpaMMoi 00y4eHHs
y‘le6HI)Ie 3alaHus BBIIIOJITHCHBI, KAUCCTBO
BBITIOJTHEHHS OOJIBIINHCTBA U3 HUX OLCHEHO
YHCIIOM 0aJJIOB, OJIM3KUM K MAaKCHMaJIbHOMY

Xopouio

75-82

C — XOpOIIIo — TEOPETHIECKOE COICPKaHHe
Kypca OCBOCHO ITOTHOCTHIO; HEKOTOPEIE
MPaKTUYEeCKHE HABBIKK PAOOTHI C OCBOCHHBIM
MaTepHajioM C(OPMHPOBAHBI HETOCTATOTHO;
BCE MPEIyCMOTPEHHBIEC ITPOrpaMMOi
00yueHMs yueOHbIC 3aaHUs BBITOJHEHBI,
Ka4eCTBO BBITIOJHEHHUS HA OJTHOTO U3 HUX HE
OIICHEHO MHUHUMAJIbHBIM YHCJIOM OaJIIOB,
HEKOTOPBIC BUJIbI 3aIaHHIA BHITIOJIHCHBI C
omuOKaMu

Y 10BIETBOPUTEIIHHO

63-74

D — ynoBieTBOpHUTENEHO — TEOPETHYECKOE
COJIep’KaHNE Kypca OCBOCHO YaCTHIHO, HO
poOesTbl He HOCST CYIECTBEHHOTO
XapakTepa; He0OXO0JMMbIe PaKTHIECKHe
HaBBIKH Pa0OTHI ¢ OCBOEHHBIM MaTepuajioM B
OCHOBHOM c(hOPMHPOBAHBI; OOJIBIINHCTBO
MPeyCMOTPEHHBIX TPOrpaMMoii 00ydeHns
yqe6HHx 3a}13HHﬁ BBITIOJTHEHO, HEKOTOPBIE U3
BBITTOJTHCHHBIX 3allaHI/Iﬁ coaepKar OIINOKHU

Y 10BIETBOPUTEIIHHO

50-62

E — nocpencTBeHHO — TeOpETHUECKOE
COJIepKaHNE Kypca OCBOCHO YaCTHYHO;
HEKOTOPHIE PAKTUUECKNE HaBBIKU paboThHI HE
c(hOopMHUPOBAHBI, MHOTHE TIPEAYCMOTPEHHBIE
y4eOHOi1 mporpamMmoii 00y4eHus yaeOHble
3aJlaHusI HE BBIIIOJIHEHBI JIM0O KauecTBO
BBINOJIHEHHBIX HEKOTOPBIX U3 HUX OLIEHEHO
YHCJIOM 0aJIJIOB, OJIM3KUM K MUHUMAJIBHOMY

3auTeHo

HeynosneTBopurensHO

21-49

FX — Hey10BIETBOPUTENBHO — TEOPETUUECKOE
coJiepxaHue Kypca OCBOEHO YaCTUYHO;
HE0OX0ANMbIE MPAKTHYECKUE HABBIKK PabOTHI
C OCBOCHHBIM MaTEpUaIOM He

He 3auteno




chopMHpOBaHbI; OOIBITHHCTBO
MPEIyCMOTPEHHBIX YY€OHOH MporpaMmMoin
00yueHHs y4eOHBIX 3a/IaHUI HE BBHITIOJIHECHO
00 KaYeCTBO MX BBITIOJHECHUS OICHEHO
YHCIIOM OaJIOB, OJM3KUM K MHHUMAJILHOMY
MIPY JOTIOJHUTEIIEHO CAMOCTOSATEIFHON
paboTe HaJl MaTepHuaIoM Kypca BO3MOKHO
TIOBEIIIICHIE Ka9eCTBA BHITTOJHEHUS YICOHBIX
3aJaHuN

HeynoBnerBopurensHO 0-20 F — Hey1OBIIETBOPHUTENEHO — TEOPETHYECKOE
coziepKaHNe Kypca He OCBOCHO;
HEOOXOIUMBIE TIPAKTHYECKUE HABBIKA PaOOTHI
He chopMUPOBAHEL; BCE BBINOJIHCHHBIE
yueOHbIe 3aJ]aHusl CoJiepKaT rpyOble OIIHOKHY;
JIOTIOJTHUTENbHAs CAMOCTOSATENIbHAs paboTa
HaJl MaTepHajIoM Kypca He IpUBEIET K
KaKOMY-JI100 3HaYUMOMY HOBBIIICHHIO
Ka4yCCTBaA BBINNOJIHCHUS yqe6H1>1x 3a)1aH1/1171

2. KOHTPOJIBHO-OIHEHOYHBIE CPEACTBA

2.1. OneHoYHbIE CPEACTBA TEKYLIEro KOHTPOJIs (THIIOBBIE)
Bomnpoce! AJis1 yCTHOTO onpoca:
1. B 4em 3akito4arOTCs OCHOBHBIE TPEOOBAHMS TEXHHKM O€30MAaCHOCTH MpHU
BBITIOJTHEHUHU JTA00PATOPHBIX paboT?
HazoBuTe 0CHOBHBIE TEXHUUYECKUE CPEACTBA MEPCOHATBLHOIO KOMITbIOTEPA?
VYkaxuTe NopsA0K BKIKOYEHHS U BBIKJIFOUEHHS YCTPOKWCTB KOMITbIOTEpA?
Kakune tunsl knaBuatyp Bel 3Haere?
Yto Takoe QWERTY ?
YcerpoiictBo kinaBuatypsl IBM-coOBMECTUMBIX KOMIIBIOTEPOB?
VYKaxuTe Ha3HAUYCHHE OCHOBHBIX KIIABUII KJIABUATYpbl MEPCOHAIBHBIX
KOMITbIOTEPOB?
8. Kakum oOpa3zoM ocyriecTBisieTcs: paboTa ¢ KUPUUIUIEH B KOMITbIOTEpax?
9. Uro takoe cienoii meton nuchkma? B ueM coctouT npodeccruoHanbHas pabora
Ha KJIABUATYpPE NMEePCOHATBHOT0 KOMIbIOTEpa?
10. B xakoii mocnenoBaTeIbHOCTH JOJKHA U3Y4YaThCsl KJIaBUATypa MEPCOHATIBHOTO
KOMIIbIOTEpa?
11. Kak mepeiiTu B pexuM pPYyCCKOro (aHriaumickoro) mpudra Ha KiIaBHAType
KOMITbIOTEpA?
12. Hasnauenue nanenu 3axa4q?
13. Kak BbI3BaTh Ha 3KpaH TJIABHOE CUCTEMHOE MEHI0? OCHOBHBIC ITYHKTHI
IJIaBHOTO CUCTEMHOTO MEHIO.
14. Kakoil cMBICII BJIOKEH B MOHSTUE TMarka?
15. KakoBo Ha3HaueHue nanku Mo KoMIbIoTep?
16. B uem 3akmrouaercs Ha3HaueHUe nanku Kop3una?
17. Ha3zoBHUTE OCHOBHBIE 3JIEMEHTHI OKHA MPUIIOKECHMUS.
18. Kakne BO3MOXKHOCTH IO ACHCTBUIO ¢ OKHaMH Ha paboueM ctoiie Bol 3HaeTe?
19. HazoBuTte u3BectHbie Bam criocoObl 3ammycka MpuIoKeHU.
20. Jlnst yero ucnosib3yeTcs jeBas kiaBuiia Meimu? [IpaBas knaBuma?
21. Kak MOHO co3/1aTh spJiblk Ha Pabodem ctosie?
22. Yem oTiMUaeTCA CreNUAbHOE MePEeTaCKMBAHUE OT OOBIYHOTO?

Nonkwd




23. Yro monumarot noxa Oydepom oomena? Kakoso ero HazHaueHue?

24. llosicaute oTiinune koMan Beipe3ats u KonupoBaTs.

25. C kako# 1enpto co3aana nporpamma IIpoBoanuk?

26. CKOJBKO CyIIeCTBYeT cioco00B Bxoja B mporpammy [IpoBogHuk?

27. IlepeuncnuTe OCHOBHBIE 3JIEMEHTBI OKHA IIPOBOIHHUK.

28. J1ns dero npegHa3Hay€Ha MEXKIaHEeIbHas TPaHnuLa?

29. Kakas wuHdopmanus BbeiBoguTCI B CTpoke COCTOSHHUS MPOrpPaMMBbl
[TpoBOHUK?

30. Kakoii aneMeHT (aiijioBOl CHCTEMbl HAXOAUTCS Ha JIEBOU IMaHEH?

31. C noMomIbI0 KaKOro 3HaYyKa MOKHO CBEPHYTH JlepeBo mamnok?

32. Jlyig gero npeaHa3HauCHBI 3HAKK + U — IIpH paboTe ¢ ACPEBOM IaIoK?

33. OnuimmTe MopsAI0K CO3/JaHKsI HOBOU MAIIKH.

34. Ilepeunciure cnocoObl yaaneHus 00beKTOB.

35. OnummTe MOpSAOK NMEepeMMeHOBaHusA 00bekTa. Kakoe mocienHee neucTBue
HaJI0 BBITIOJIHUTH IIPU OTIEpAlK TIEpeUMEeHOBaHus (paitina wim manku?

36. Ilepeuncnure cnocoObl KOMUPOBAHUS U TIEPEMENIEHUS] OOBEKTOB.

37.C xakou uenpro ucnonsdyercda kinapuima CTRL mpu BelgeneHuM rpymmbl
00BEKTOB?

38. C kakou wnenbro ucnonszyercs knasuma SHIFT nmpu BelaeneHnn rpymisl
00BEKTOB?

39. [lepeunciure (opmbl mpeacTaBieHUus HHPOpPMAIlMM Ha TMPABOW IMaHENU
IIpoBonHUKA.

40. B uem oTiuume ornepanuu KOnupoBaHusi (METOIOM NiepeTacKMBaHusl) (aiiina Ha
JIPYroi AUCK OT KOMMMPOBAHUS B IPYTYIO MNaNKy TO XKe AUCKA?

41. B ueM otrnuume mepemernieHus (aitiia Ha ApYrol AUCK OT TMEPEMEIICHUS B
JIPYTYIO MANKy TO K€ aucKa’?

42. Kakye CHCTEMHBIE ONEPALMM MOXKHO IMPOBOJWUTH IIPU MCIIOJB30BAaHUU MPABOU
KHOTIKM MBIIIN?

43. Uto noHuMaeTcs noj apxuBanuen ¢aiaon?

44. Kak BBIYUCIIUTH CTENEHD CKATUSA?

45. Ilepeuncnute Ha3BaHUs HAMOOJIEE MOIMYJISIPHBIX apXUBATOPOB?

46. Ilepeuncnure TUIbI (aiiia apxXuBOB?

47. Kakoil apX1uB Ha3bIBAIOT CAMOPACIIAKOBBIBAIOIITUMCSI?

48. B Kakux ciydasx NpUMEHSIOT paclpe/ieICHHbIC apXUBbI?

49. Onumute npaBuia apxuBanuu (aitsios B Baiis apxusa?

50. Kakue BbI 3HaeTe CrocoObl pacrakoBKy (HaiiyioB U manok u3 (aitn apxusa?

51. Kak yCTaHOBHTH 3alUTy apXuBa?

52. Kakue npunoxenuss Windows sSIBISIOTCSI CTaHAAPTHBIMU ?

53. Kakum 006pa3om 3amycKaroTcs CTaHapTHBIC TPUIIOKEHUS?

54. B yeM cOCTOUT pa3andue MeXy OOBIYHBIM U MHKEHEPHBIM KAJIbKYISATOPOM?
55. Yro HyXHO caenarb, 4ToObl B BIIOKHOTE aBTOMaTUYECKH BCTABIISIACH TEKYILAs
nara’?

56. Kak MoxHO niepeMecTuTh (pparmMeHT ogHoro nokymenta WordPad B npyroii?
57. Kakum 00pa3oM MOXHO HAMTH HEOOXOAUMBIN (parMeHT TEKCTa B IOKYMEHTE
Y 3aMEHUTb €T0 Ha JIPYroi?

58. Kak MoxHO 0ThopMaTUpOBaTh a03all C TOMOIIBI0 TOPU3OHTAIBHON JTHHEHKN ?



59. KakoBbl oTiimuuns TekcToBoro nporeccopa WordPad ot tekcToBoro pegakropa
biokHoT?

60. Kakue BupI rpaduueckux peakTopoB Bbl 3HaeTe?

61. Yro Takoe nukcens?

62. Jlins yero ciyxut [lamutpa nuactpymentoB? LiBeroBas nanurpa? Kak BbhI3BaTh
UX Ha 9KpaH wiu yopath ¢ skpana? Kak BKIOYNTh B pucyHOK Tekct? Kak 3amathb
mpudT?

63. Kak HapucoBaTh KpUBYIO JUHUIO? [IpsAMyt0 TUHUIO?

64. Kakue ¢purypbl MOXXKHO HAPUCOBATH C MOMOIIBI0 HHCTPYMEHTOB?

65. OnuiuTe ABa crocoda BelieeHus (hparMeHTa pUCyHKa.

66. UTo MOXKHO JieaTh C BbIJEICHHBIM (hparMeHTOM?

67. Kak OTKOppEKTUPOBATh MEJIKUAE ICTATI PUCYHKA?

68. B kakoM ciy4dae MOKHO OTMEHUTH BBINIOJIHEHHOE JIEMCTBUE?

69. Kak oTMEHHUTH HE3aBEpUIEHHOE JIeUCTBHE?

70. [Touemy okHo Paint Hy>)KHO pacnaxuBaTh Ha BECh KpaH?

71. Yro takoe ¢opmarupoBanue? Kak 3amyckaercss mporpamMma (HhopMaTUpOBaHHS
nucka?

72. Yto Takoe npoBepka nucka? Kak 3amyckaercs nporpamma nmpoBEPKH TUCKa?

73. YUro Takoe nedpparmentanmsa’? Kak 3amyckaercss mporpamma AedparMeHTaluu
JMcKa’?

74. KakoBbl IyTH TPOHUKHOBEHUSI BUPYCOB B KOMIIBIOTEP UM MPU3HAKU 3aPAXKEHUS
KOMIIBIOTEPA BUPYCOM?

75. KakoBbl criocoObl 00HAPYKEHUSI BUPYCOB U aHTUBUPYCHOM MPODUITAKTUKH?
76. IlepeuriciniTe OCHOBHBIE MEPBI IO 3AIIUTE OT KOMIBIOTEPHBIX BUPYCOB.

77. OnuummTe Ha3HAYEHUE AaHTUBUPYCHBIX TPOTPAMM Pa3JIMYHbBIX THUIIOB.

78. HazoBuTe mpuMepbl COBPEMEHHBIX aHTUBHPYCHBIX MPOTPaMM M OMUIIUTE MX
OCOOEHHOCTH.

79. Uto Takoe (aityioBblii MEHEIKEP?

80. Onummmte unTepderic Total Commander.

81. Kak BbII€TUTh HECKOJIBKO (haiiyioB, paclolOKEHHBIX HE PSAOM JAPYT C Ipyrom?
82. Kakum 00pa3oM MOKHO BBIJICTUTh ONPEACICHHbIE TUIIBI (PaiisioB?

83. Kakag koMmaH1a TO3BOJISIET BEIIEINUTE BCE U CHATH BBIIEIICHUE?

84. B kakoM peaakTope OTKpPBIBAETCS TEKCTOBBIM JOKYMEHT MO YMOIYAHUIO MPHU
pETaKTUPOBAHUH TEKCTOBOTO haiina?

85. Kak co3mats sipawik s (aitna? Kakoe y Hero pacmmpenue?

86. Kak M0xHO OBICTpO MepenMeHoBaTh (haiin?

87. Kak ynanuts Qaiin, munys Kop3uny?

88. Kakue aBa crocoba KonmupoBaHus CymiecTBYOT? Kakue KOMaHIbI TTO3BOJISIOT
9TO caenaTh?

89. Kakas koMaHaa OCyIIECTBIISIET OMEPALNIO IEPEMEILICHUSA?

90. Kak M0>KHO cO3/1aTh apXHBBI U UX PACIIAKOBATH?

91. Kak MoxHO pa30uTh (aiist u coopaTh €ro BOeAUHO?

92. Yto takoe MS WORD?

93. Kak 3annyctutb MS WORD?

94. N3 kakux 31eMeHTOB cocTouT 0OKHO MS WORD?

95. Kak 3akpsitTh 0kHO MS WORD?

96. Kakoe crangapTHOE Ha3BaHUE UMEET OKHO JIOKYMEHTa?



97. Kako#l cTaHAapTHBII BUJ UMEET TEKCTOBBIN Kypcop?

98. Kakx MUHUMH3UPOBATh OKHO JOKyMEHTA?

99. Kakum 00pa3oM MOXHO OTKa3aThCs OT TOJIBKO YTO BHECEHHBIX U3MEHEHUN?
100. Kak oTo6pa3uth (CKpbITh) MAHETH HHCTPYMEHTOB?

101. Kakue cyiiecTByIOT CiOCOOBI OTOOpAXKEHUSI JOKYMEHTA Ha dKpaHe?

102. Kak co3aaTh HOBBIN a03a1] B TEKCTOBOM JIOKyMEHTE?

103. Kakue CymecTBYIOT MaHEIHU HHCTPYMEHTOB?

104. Kakoe Ha3HaueHHE MACIITA0OHBIX JTUHEEK?

105. Kak 3akpbiTh 0kHO MS WORD?

106. Kak co3aaTh HOBBII TEKCTOBBIA IOKYMEHT?

107. Kak OTKpBITh JOKYMEHT, y>KE€ COXpAaHEHHBbIN paHee?

108. Kak coxpaHUTh CO3/IaHHBIN JOKYMEHT Ha IUCKE?

109. Kak u kakue napaMeTpbl MOKHO YCTaHOBUTH JJISI CTPAHUIIBI?

110. Kak onpenenuTs KOJIWYECTBO CJIOB, CHMBOJIOB, a03alleB B IOKyMEHTE?

111. Kak BergenuTs ad3ar?

112. Kak BbIIECIHUTH MPEIITI0KEHUE?

113. Kak nepemMecTuTh ()parMeHT TeKcTa?

114. Kak ckonupoBaTh ()parMeHT B 33JaHHOE MECTO TeKcTa?

115. Kak oTMEHHUTh HEBEPHOE AeiicTBUE?

116. Kak BpI1eIUTh BECHh TEKCT?

117. Kak mpou3BecTH BbIpaBHUBaHUE (parMeHTa TEKCTa OTHOCUTEIHHO
CTpaHULbI?

118. Kak ynanuts ¢hparMeHt u3 Texcra’?

119. Kakas pa3Huiia Mexay KOMUPOBAaHUEM, [TEPEMEIICHUEM, IEPETACKUBAHUEM ?
120. Kak 3aMeHUTh (parMeHT TEKCTa BO BCEM JIOKyMEHTE?

121. Kakum oOpa3oM mpoBepUTh MPaBUILHOCTh HAOPAHHOTO TEKCTA?

122. Kak n3MEeHUTh pa3Mep CUMBOJIOB B OJTHOM CJIOBE?

123. Kakue cymectBytoT 3 QexThl aHumanuu mpugdra?

124. KakuMm o0pa3zoM (pparMeHT TeKCTa 3aJIUTh UBETHBIM (DOHOM?

125. Kak 3agaTh B a03atie KUpHbIA IpUuQT?

126. KakumMu KHOMKaMu MOJIb3YIOTCS JUIsl YMEHbIIEHUs (YBEIUYEHUsI) OTCTyma?
[Ipu paboTe ¢ yeM 3TO UCTIONIB3YETCs?

127. Yto Takoe OykBuUIla, KaK €10 BOCIOJIb30BaTHCS?

128. Uto Takoe MapKUPOBAHHBIN CLIMCOK?

129. Kak u3MeHUTh MEKCUMBOJIbHBII UHTEPBAJ B CIIOBE?

130. Kak ycraHOBUTH OTCTyHn TE€pBOM CTpOKM ab3ama Ha OIpeaeseHHOe
paccrosinue?

131. KakuM 00pa3oM MOXKHO U3MEHHTH MEXKTYCTPOUHBIM MHTEPBA B OTACIHHOM
ab3arie?

132. Kak ObICTpO HalTH BCE BXOXKIEHUS ONPECICHHOTO CJI0BA B TEKCT?

133. Kakum 00pa3oM MOKHO MOJHATH (OMYyCTUTH) CUMBOJI (CJIOBO) OTHOCUTEIIBHO
0a30Boi TMHUN?

134. Kak n3MEeHUTh HHTEPBAJI MKy a03aramu’?

135. Kak co3aaTh HyMEpPOBaHHbBIN CIIUCOK?

136. Kak n3mMeHuTh IBET CUMBOJIA?

137. Kakum 00pa3oM MOXHO H3MEHUTh 3HAUYOK MapKepa IMPH HCHOJb30BAHUU
MapKHUpPOBAaHHOT'O CIUCKA?



138. KakuMm oOpa3om uCIpaBUTh HEBEPHO HAOPAHHBII CUMBOJ B TEKCTE?

139. Kak coXpaHHUTb CO31aHHBINA JOKYMEHT?

140. Yem oTnuyaeTcs MHOTOYPOBHEBBIM CIMCOK OT MAapKUPOBAHHOIO WJIU
HYMEPOBAHHOI'O CIIUCKOB?

141. KakuM 0o0pa3oM MOKHO NOCMOTPETh, Kak OyJeT BBIIVIAJETh JOKYMEHT MpHU
pacneyaTtke?

142. Kak pa30uTh TEKCT Ha JIBE KOJOHKH?

143. Kak BCTaBUTh B TEKCT IIpUMeYaHue?

144. Kakue nanHble MOKHO aBTOMaTUYECKH BCTABIIATh B KOJIOHTUTYJI?

145. Yto Takoe 3aknagka?

146. Kak u3aMeHuTh (hopMaT HyMepaluu CTpaHuIl?

147. KakuM 00pa3oM MOKHO TIEPEUTH OT BEPXHEr0 KOJIOHTUTYJIA K HUKHEMY (HIIH
HaobopoT)?

148. Kak BCTaBUTh B TEKCT CHOCKY?

149. Kakue cymecTBy10oT BUABI CHOCOK? B yeM paznnuue?

150. Kak pa3ouTts pparMeHT TEKCTa Ha TPU KOJOHKU?

151. Kak yCTaHOBHUTH pa3/IMYHbIE KOJOHTUTYJBI I THUTYJIBHOW CTpaHMIBI WU
MOCIIETYFOIINX ?

152. I'ne BHOCUTCS aBTOP IOKYMeHTa?

153. Kak BCTaBUTbh KOJOHTUTYJI?

154. Kak ocymiecTBUTh IEPEXO] MEKIY 3aKIaJKAMH B TEKCTE?

155. KakuM 00pa3oM YCTaHOBUTH pa3JIMUHbIE TapamMeTpbl JUIsl HECKOJbKHUX
CTPaHHMI] OJHOTO U TOTO XK€ TOKyMEHTa?

156. Kak pa3ouTh TOKYMEHT Ha pa3fesibl?

157. Kak BCTaBUTh HyMEPAIUIO CTPAHMUIL?

158. Kak co3aaTh B HOBOM pa3jielie KOJIOHTUTYJI, TAKOW ke, KaK B MPEIbIAYIIEM?
159. Jlns yero npenHa3HavyeHa MaHEIb MHCTPYMEHTOB PrcoBanue?

160. Kakue o0beKTbl MOTYT OBITH B JOKyMEHTE?

161. Yrto Takoe oobexkT WordArt?

162. Kakue 1eiicTBUS MOKHO IPOU3BOJIUTH C rpaPuiyecKuMu 00beKTaMu?

163. Kakue cymiecTBytOT crnocoObl 00TeKaHUs rpaduuecKnX 0ObEKTOB TEKCTOM?
164. YUTo MOKHO BCTaBUTH B JIOKYMEHT KOMaH 101 BcTaBUTh?

165. Kakue neiicTBus MOKHO TPOU3BOINTH C aBTOGUTYypamu?

166. Kakum 00pazoM MOKHO TTpou3BecTd (hopMaTUPOBAHUE HATUCH?

167. Kak nzo0pakeHne sKpaHa IEPEHECTH B TEKCT B BUJE Tpaduueckoro oohexra?
168. Kak BcTaBuTh KapTUHKY 13 Tanepen kosueknuu ClipGallary?

169. Kak n3MeHuTh pasmepbl o0bekTa?

170. Kak oOBecTH CTpaHUIy Xy105KECTBEHHOM paMKOii?

171. Kak co3nath anumarmoHsbii 3¢ dext co mpudrom?

172. Yto Takoe aBTODUTYpPHI?

173. Kak BcTaBUTb HaANUCH?

174. KakuM  00pa3oM U3MEHSIETCS TMOPSAOK  B3aUMHOIO  PAaCIOJIOKEHUS
rpaduyecKkux 00bEKTOB?

175. Kakue TuIbl JMHUN €CTh B MHCTPYMEHTE pucoBaHus JInnun?

176. Kakue ecTs mapaMeTpbl HACTPOUKHU rpaduueckux 00bEeKTOB (M300pakeHus)?
177. Kakue cymiecTByIOT Kareropuu aBTouryp?

178. Kax BbinenuTs rpaduueckuii 00beKT, yIanuTh?



179. Kak u3amenuth cnocod o0Tekanus 00beKTa TeKCTOM?

180. Kak n3amMeHuTs cioco0 3amuBKU aBTOQUTYPHI?

181. Kak ucnpaButhb TekcT B 00bekTe WordArt?

182. Kakum 00pa3omM MOXKHO IPpUIATh OOBEMHBIN BUJ 00BEKTY?

183. Kak 3arpy3uth pUCYHOK B BUJI€ 3JIUBKH aBTOUTYPHI?

184. Yo Takoe Tabauna’?

185. Kak BcTaBUTh CTPOKY B TaOIUITYy?

186. Kak 3aMeHHUTH MIpUQPT TEKCTA B OT/ICIBHON sueiike?

187. Kakum 00pa3om MOKHO MepeMeniaThes 1o Tadauie?

188. Kak no6aButh TabIMIly B TEKCT?

189. Kak ynopsiiouuTh CTPOKH B TaOJIUIE IO HEKOTOPOMY MIPU3HAKY?

190. Kak 00beIuHUTD STYCHKU B TAOJIUIIE B OJIHY?

191. Kak n3MEeHUTH PacnoIOKEHHUE TPAHULL STYECK?

192. Kak co3aaTh TabaMIly METOIOM NMPEeoOpa30BaHUs TEKCTA B TAOIUILY?
193. Kak BBIpOBHSTH JaHHBIE B TUEHKE?

194. KakoBo Ha3HaueHHe MaHeau TaOnuibl U TpaHULbI?

195. MOKHO 11 BCTaBJISTh PUCYHKH B STYEUKHU TaOINLIBI?

196. 13 kakux 3JIEMEHTOB COCTOMUT Tadnuma?

197. Yro Takoe 3akjagka, €¢¢ Ha3HaueHue?

198. Kak co3aath Tabauiry ¢ nomoiibio koManasl Haprucosats Tabnuiry?
199. Kak u3MeHUTh MUpUHY cToJIO1a (BCE CrIOCOOBI)?

200. Kakue ocHOBHbIE (DYHKIIUHA MOKHO HUCIIOIB30BaTh MpH pacuerax B Word?
201. Kakue cnioco6sI mpeoOpa3oBanust TaOJIUI] CYIIECTBYIOT?

202. Kak npou3BecTH 3a1UBKY STYCHKH?

203. Kakum 00pa3oM MOXKHO HCIIOJb30BaTh JaHHBIC W3 OJHON TaOIHUIBI MPH
MPOBEJCHUU PACUETOB B IPyTron?

204. Kakum o0pa3om MOKHO MpeoOpa3zoBaTh TaOJIUILY B TEKCT?

205. Kak BBOOATCS JaHHBIC B STYEUKY ?

206. Kak 3a1aTh KOJIMYECTBO CTPOK U CTOJIOIOB B TabuIie?

207. Kak ynanuTh cTon0er] u3 Ta0auib?

208. Kakum 00pa3om MOKHO pa3e/IuTh STYEHKY B TaOJIMIIE HA HECKOJIBKO?
209. Kakue Tunel 1uarpaMm Bbl 3HaeTe?

210. Kak BCTaBUTh B TEKCT MaTeMaTUIECKyI0 (hopmyTy?

211. Kak BcTaBUTh B TEKCT AUarpaMMy JUIs 3aaHHOM TaOIHIIbI?

212. Kak BbI3BaTh MacTepa quarpamm?

213. Kak OTKpBITb OKHO pefakTtopa ¢Ghopmyli, YTOOBI OTPEAAKTUPOBATH TOTOBYIO
bopmyiy?

214. Kak BcTaBUTh B popMyity 1m1abJoH IpoOU MiTH pagukana’?

215. Kakum 00pa3oM MOKHO U3MEHHTH IBET PsiJa JaHHBIX ?

216. [Ipy wu3MeHEeHUM JaHHBIX B Tabiuile, IO KOTOPOW ObLIa TMOCTpOEHA
JIyarpaMmMma, U3MEHUTCS JIM cama guarpamma’?

217. Kak U3MEHUTh pa3Mepbl JuarpaMmbl?

218. Kak yganuth nuarpammy?

219. MOHO JI1 ¥ KaK U3MEHUTh (POH 00JIaCTU MOCTPOEHUS JUArPaMMBbI?
220. U3 xakux objacTei COCTOUT auarpamma?

221. Kak BcTtaBUTh B (hOpMYyITy I1a0JI0OH CYMMBI WU TIPOU3BEACHUS psia?
222. KakuM 00pa3oM MOKHO U3MEHUTH pa3Mephl CO3MaHHON (PopMyIbi?



223. Yro takoe nerenna? Kakue neiicTBUs C JIET€HI0M MOXHO IPOU3BOJIUTH?

224. Yto Takoe moJie B TEKCTOBOM JIOKYMEHTE?

225. Kakue TUIbI noJiel CyniecTBYIOT?

226. Yto Takoe KOJ ¥ 3HAYECHUE TOJICH?

227. Kak BCTaBUTh B JJOKYMEHT MoJje?

228. Kak nepexiovaroT Ko U 3HaYeHHUE Mo ?

229. Kak 0OHOBIISIIOTCS 3HAUEHUSI MOJICH?

230. Yro Takoe nojis popmbl? Kakue cyecTByOT TpH 1oJist Gopmbl?

231. Kakue 10KyMEHThI Ha3bIBAIOT I1a0JIOHAMU ?

232. C kakuM pacimpeHueM coxpansroTcs madaonsl B WORD?

233. KakuMu criocobaMu MOKHO CO31aTh COOCTBEHHBIN 11a010H?

234. Yto 03HaYaeT TEPMHH «IJICKTPOHHAS (hopmay?

235. Kak HacTpouTh apaMmeTphl MOJIeH AIEKTPOHHON (HOpMbI?

236. Jlng yero 3amuuiaroT Co3JaHHbIe 3JIEKTPOHHbIE (DOPMBI?

237. Kak 3a1uTUTh SJEKTPOHHYIO hopMy?

238. Kak BHECTH U3MEHEHHUS B CYIIECTBYIONIYIO MIEKTPOHHYIO (hopmy?

239. Yto takoe ctunu HopMaTUpOBaHUA?

240. Kak nepeiitu B pexxum otoOpaxeHus nokymeHTa Ctpykrypa?

241. Yo Takoe 3arojIoBOK U €r0 ypOBEHb?

242. Kak mepemMecTuTh ab3al] TEKCTa B PEKUME CTPYKTYPHhI?

243. Kak U3MEHHUTh YPOBEHb 3ar0JIOBKa?

244. Ha3zHaueHHE CXEMbI JOKYMEHTA?

245. Kak o0ecreyuTh aBTOMaTHYECKOE MOCTPOCHUE OTJIABIICHUS?

246. Kak BCTaBUTh B JJOKYMEHT OTIJIaBJeHUE?

247. YTO Hy»KHO AJIsl aBTOMAaTUYECKOT0 TOCTPOCHUS! CIIMCKA UIUTKOCTPALAA?

248. Kak 100aBUTh B JOKYMEHT CITMCOK MJUTFOCTpAIii?

249. Yto Takoe NpeAMETHBIN YKa3aTellb U KaK OH BCTABIIAETCS B TOKYMEHT?

250. Kak mepeMemiatbcsi Mo OOJBIIOMY TEKCTY C MOMOIIBIO OTJIaBJICHUS, CIIHCKA
WJUTKOCTPALAN U MPEIMETHOTO yYKa3aTens?

251. Kakue n1oKkyMeHTbl HEOOXOAUMBI JJIsI Ipoliecca CIUsTHUSA?

252. B KakoM BHJIE€ JOJDKEH OBITH ITOATOTOBJIEH MCTOYHUK JAHHBIX JJIS CIHUSHUSA?
Yto sBisieTCs MOISIMU U 3aMUCSIMU B UCTOYHUKE JAHHBIX?

253. B xakoil MOMEHT MOXHO PacCTaBUTh MOJIS CIUSHUSA?

254. Kak BBIMOJTHSIOTCS PYIIBTPAIINS U COPTUPOBKA?

255. Kak onpenenuTs KOJIMYECTBO IMOJIYYEHHBIX B pe3yJIbTaTe CIUSHUSA
JTOKYMEHTOB, HE BBIMIOJIHSISI CAMO CIUSIHUAE?

256. Kyna MoeT BBINOJIHATHCS CAUSHUAE (IIPOCMOTP BCEX 3amuceit)?

257. Kakue smemenTsl Word MOKHO HAaCTPOUTH?

258. Kak HacTpouTh aHe b ObICTPOTOo J0CTyTa?

259. MOXHO JI1 HACTPOUTD BKJIIAJKH?

260. Kak BOCCTAHOBUTH HACTPONKHU MO YMOTYAHHIO?

261. MoxHO JI1 pa3MeCTUTh Ha MaHEeIU OBICTPOTO JIOCTYNa KHOIKHU CTUJIEH?

262. Kak co3natoTcsi MaKpochl?

263. Kak HazHAa4YUTh MakpocCy: ObICTpPOE COUETaHHE KJIaBHII, KHOIKY Ha IMaHeIu
ObICTpOro JTOCTyMma?

264. I'me MOXHO COXpaHATh MAakpochl? Pa3nuuus B MX JOCTYIHOCTH HPH Pa3HBIX
MeCTaX COXpaHEHHUSI.



265. Uto Takoe onudpoBka?
266. Kakue sTanbl BKIIOYAET B ce0s mporiecc OuQppoBKu?
267. 3aueM Hy>KHbI [IPOTPAMMBbI PAaCIIO3HABAHMS TEKCTa?
268. Kak npoucxouT pacro3HaBaHue TeKcTa?
269. Kakue nporpaMMbl pacio3HaHus TekcTa Bbl 3HaeTe? Kakumu monb3oBanuce?
270. Kakoe paspenieHue SBISECTCS ONTHUMAJbHBIM [IJII CKAHUPOBAHUS TEKCTA,
H300paKeHU?
271. Kak MOKHO OCYIIECTBUTH MPEABAPUTEIBHBIA IPOCMOTP TOJIBKO MEPBBIX IBYX
CTpaHHUII IOKyMEHTa B ONpe/IeIEHHOM MaciliTabe 0TOOpakeHus?
272. Kak MOXHO BBIBECTM Ha M€4aTh S OHK3EMIUISIPOB I[E€PBOM CTPaHULBI
JIOKyMEHTA?
273. Kakas undopmarnus 3a1aéTcs B AMATOTOBOM OKHE [lapamempul cmparuybl?
274. Yto Takoe KOJOHTUTYJI?
275. Kak co31aTh KOJOHTUTYJBI Ha MEPBOM CTPAHULE JOKYMEHTA OTJIUYHBIE OT
KOJIOHTUTYJIOB OCTaJIbHBIX CTPAHMIL?
276. Kakas undopMaiusi MOXET HaXOJIUThCSI B KOJIOHTUTYJIaX?
2777. Kak HanewaTath 4acTh JJOKYMEHTA?
278. Cnoco0s1 3ammycka Excel. CtpykTypa okHa Excel.
279. Haznauenne kHonok CBepHyTh, BoccTaHoBUTSH, 3aKkphITh, PacnaxHyTh Ha Bce
okHO. OTinune KHONOK CBEPHYTh U 3aKPHITh.
280. PaboTa ¢ aneMeHTaMu MEHIO: CLIOCOOBI I0CTYTIA K 3JIEMEHTaM INIABHOT'O MEHIO
U ToaMeHIo. Buabl 3aronoBkoB MeHIO. BbIxoag u3 MeHIO 0€3 BBINOJHEHUS
KOMaH/Ibl.
281. HaznaueHune mnaHenell HMHCTPYMEHTOB. Pa3menieHue naHenel Ha HKpaHe.
Brrouenue/oTkimoueHue nanesneil. Kakue nanenm pekoMeHayeTcs 0ToOpaxaTh Ha
DKpaHe.
282. Haznauenue ctpoku BBojia hopmyi. Ee cocTaBHbIe YacTu.
283. Yro Takoe kHura B Excel? U3 vero cocrout kuura? Kak mepexiatoyaThcs
Mexay kauramu? CTpyKTypa OKHa paboudeld KHUTH.
284. Slpabluku JUCTOB M paboTa C HUMHU: MEPEKIIOYEHUE MEXKIYy JIMCTaMH,
no0aBieHue JMCTAa, yAaJIeHue JIUCTA, eperMEHOBaHUE JUCTA,
nepeMenieHre/KONMPOBaHKe JIMCTA. Y IPABICHHE BUAUMOCTBIO SIPJIBIYKOB JINCTOB.
285. BBog B sdAueliky Tekcta. UTO SBISIETCS TEKCTOBOW KOHCTAHTOM, KakKue
CUMBOJIBI MOXKHO HCIIOJIb30BaTh mpu ee Habope? K kakoil rpanuie sdeiiku
MPUKUMAETCS TEKCT?
286. Boa B siueliky uucia. Buabl 4uciioBbIX KOHCTaHT. Kakue CMMBOJIBI MOKHO
MCIIOJIB30BaTh NpH BBoAE uncia? K kakol rpaHune ssYeiku NpUuKUMaeTcss YUcCio?
Kak uuncno npeobpazoBaTh B TEKCT?
287. BBoa B siueliKy natbl M BpeMeHU. K KakoMy THIy JaHHBIX OTHOCSTCS 3TH
KOHCTaHTbI?
288. UTO MpOUCXOIUT, €CIH TI0 IIUPUHE CTOJIONA HE BXOIAT:

a) TeKCTOBBIC JaHHBIE?

0) uncna, 1aThl?
289. BBoa B sueiiky ¢opmynbl. C kakoro cumBoia HauuHaetcs ¢opmyrna? Uro
oToOpakaercd rnocie BBoAa popMyibl B siueiike? B cTpoke hopmya?
290. Brox B sueiiky ¢opmynsl. C kakoro cumBojia HaunHaetcs (opmyna? Uto
oToOpakaeTcs mociie BBoaa (GopMmyibl B sUeiike? B cTpoke popmyn?



291. Kakue 3Haku omepamuii ynotpeOnsiorcs B (opmynax? Uto mMoxeT ObITH
onepannom? HazHaueHue cKOOOK.

292. Anpec saueiiku, kak oH (opmupyetcs? JIBa cmocoba BBoga B (opmyiy
anpeca. [ToHsiTHE OTHOCUTENBHOTO aJIpeca.

293. Uro Takoe aOCOMIOTHBIA ajapec? deM aOCOJIIOTHBIN aApec OTIWYaeTcs OT
OTHOCUTEIBHOTO?

294. CmemaHHBIA aJpec, €ro OTJIMYHME OT OTHOCHUTEIbHOro M abcomtoTHoro. C
MOMOIIBIO KaKOW KJIABUIIIA MOKHO OBICTPO U3MEHSTH THII ajipeca B hopmyJie?

295. Kak BBINOJIHSETCS CChUIKA Ha SYEMKY IPYroro JIMCTa TeKyuen kuuru? Kakon
BU/JI TPUHUMAET UACHTUPUKATOP SUYECHKH MOCTIE BBIMOTHEHUS CCHUIKH?

296. Kak BBINOJIHSETCS CChUIKA Ha SYEHKY APyroro jucrta apyrod kHuru? Kakoi
BU/JI TPUHUMAET UJACHTU(PUKATOP STUCUKH TOCIIE BBITIOJHEHUS CCHUIKHU?

297. IIpeumMy1eCTBO MCIOJIB30BAHUS UMEH sUeeK nepen aapecaMu. Kak nate ums
sUeiKe, UCTIOIb3ys CTPOKY hopmMyn?

298. Kak natp nms siuerKe, UCIONIb3Ys AUajJoroBoe okHo «IIpucBoenune nmenn»?
299. Haznauenue Macrtepa pyHKIUH.

300. CriocoOsbI BeI30Ba MacTtepa QpyHKIui.

301. [Topsimox BBoAa PyHKIIMH C UCIIOJIb30BaHUEM Mactepa.

302. Bog aprymenToB (pyHKIMH. B Kakux citydasx yJoOHO BBOJUTH apTYMEHTHI C
KJIaBUATYyPBbl, @ B KAKUX C UCIIOJIb30BAHUEM MBbIIIN?

303. BBOJ BIOKEHHBIX (PYHKIUI U CIIOKHBIX (HOPMYI.

304. PenaktupoBanue GyHKIUH C UCioNb30BaHEeM Mactepa.

305. Beiienienue OOBEKTOB (sU€WKHM, CTOJIOIA, CTPOKH, HWHTEpBaja, JIHCTA).
Brienenue HeCKOJIbKUX OOBEKTOB.

306. CriocoObl M3MEHEHUsI IUPUHBI cTOI011a? BBICOTHI CTpOKH?

307. Kak ckpbITh cTosber/cTpoky? Kak packpbITh cTOI0€11/CTPOKY?

308. Kakumu cnocobamMu MOKHO BBITIOJHUTH (hOpMaTUpOBAaHKHE 00bEKTa?

309. Kakue BO3MOXXHOCTH (OpMaTHpOBaHUs TMpeAocTaBiger Bkiaaka lpudt
JIAIoOroBOro 0kHa Popmat STYEHKu?

310. Kakue  BO3MOXXHOCTM  (OpMaTUpOBaHUS  MPEJOCTABISIET  BKJIaJKa
BripaBHuBanue?

311. Kakue Bo3MOXHOCTH (hOpMATUPOBAHUS PEJOCTABIISIET BKIaAKa [ paHuLbI?
312. Kakue Bo3MOXHOCTH (hOpMATHUPOBAHUSI MPEOCTABISIET BKIaaKa Bun?

313. Kakue crangapTHble YHCIOBBIE (OpPMAThl MPEAyCMOTPEHBl Ha BKIIAAKE
Uucno? Yem xapakTepu3yeTcs Kaxapid popmat?

314. Korna ucrnosb3yeTcs moiib3oBarenbekuit hopmar? [Topsigok ero co3ganus.
315. Ympasnsiomue cUMBOJIBI MOJIb30BATEILCKOr0 (hopMata i Yucia, TeKCTa U
JIATHI.

316. Kak BeimosnHsieTcs: KonupoBaHue ¢popmara?

317. Haznauenue aBrodopmarupoBanus. Kak oHO BeIoSIHAETCS?

318. Bosmoxnoctn komaHael [IPABKA—OUUCTUTDL npumeHuTensHo K
dbopmaram

319. CriocoObl BBINIOJIHEHUS oOlepanuu  KonupoBaHusi. CrnocoObl BBINOJIHEHUS
orepanuu nepemenieHus. YeM oTiiMyaeTcsi KOMMPOBaHUE OT MepeMenieHus ?

320. KonnupoBanue/ nepemernieHue s4ueek, coaepkamux dopmynsl. Kak Biuser
aapecanus Ha KonupoBaHue? Ha nepeMernieHue?



321. Kak pabortaer xomanna meHto Ounctuth? UTO MPOUCXOTUT MPH OYHCTKE
conmepxxumoro? mpu ounctke (Gopmara? mpu ouuctke Bcero? Kakoit komanme
COOTBETCTBYET HaxaTue Ha Kiasuiry Delete?
322. Komanzaa Y nanuTh NIpUMEHUTENBHO K CTONOLY, CTPOKE, STYEHKE, UHTEPBATY.
323. Komanaa BcraBuTh NpUMEHUTENBHO K CTOJOIY, CTPOKE, SUEHKE, UHTEpBAIY.
Kyna BcraBnsiercst ctpoka/cronoer?
324. lns yero IIPUMEHSIETCS KOMaHJ1a CnenmanbsHas BCTaBKa?
[TocnenoBaTeTbHOCTH €€ BHIOTHEHHUS.
325. Kak BeInosHseTcs konupoBanue ¢opmata? JJis uero oHoO HEOOX0IUMO?
326. 3anonHeHue MHTEpBasia sueek c Qopmynamu. Kak BiuseT aapecanus B
dbopmye Ha 3anonHeHue?
327. 3anoJHEHUE UHTEPBAJIA YUCTIAMU C 3aJaHHBIM IIaroM.
328. 3anoyHEHUE UHTEpBAJIA:

O OJMHAKOBBIM TEKCTOM

O OAVMHAKOBBIMU YHCIAMU

O OJMHAKOBBIMU JaTaMH

O YHMCJIaMH C marom 1|

O JaTaMu ¢ 1marom 1?
329. Haznauenue ¢ynkuuun ECJIM. KonaudecTBO mapaMeTpoB M UX Ha3HAa4YEHUE.
[Ipumepsl.
330. Ctpykrypa ycnoBus pyukiuun ECJIN. Yto sBisieTcst 3HaueHUEM yCIIOBUS?
331. BelpakeHHsI OTHOLLEHHUS: OTIEPALINH, OTIEPAHbI, IPUMEPHI.
332. Jloruueckue onepanuu: Ha3BaHUe, Ha3HAUYCHUE napameTpoB. [Ipumepsl.
333. Kak BbIUMCIAIOTCSA 3HAYEHUS JIOTHUeCKUX oneparuii? [Ipumepsl.
334. BrnoxeHHble ycinoBusi. BapuanTsl Binoxenus. [Ipumepsi.
335. OtoOpaxkenue TekcToBbIX coobmenuit B pynkuuu ECJIN. [Tpumepsi.
336. [loncuer konuuyecTBa SYEEK BHYTPU JHMANA30HA, YIOBJIETBOPSIOMIMX
3amaHHOMY KpuTeputo. [Ipumepsr.
337. CymmupoBaHue A4€€EK, 3aJaHHbIX KputeprueM. [Ipumepsr.
338. Otnuuue ycinoBHOTo (hOpMaTUPOBAHUS OT MPSIMOTO.
339. Ilopsi1oK BBINOJIHEHUS YCIOBHOTO (POPMATUPOBAHUS.
340. 3apanue ycnoBus. B yeM pazHuia npu GopMaTupoBaHUM MO 3HAYEHUIO OT T10
dbopmye?
341. ®opmaTupoBaHue 1o 3HaueHuto. [Ipumep.
342. ®opmatupoBanue 1o dopmyre. s kakor sTUeKu WHTEpBaja 3amuChIBaCTCS
ycnoBue? IlpaBmna gopMupoBaHus TuIa ajgpecaruu s SYEeK, yKa3aHHBIX B
dbopmyre.
343. Kak dopmupyeTcsi pe3ysbTar, €Cld B BBIJICICHHOM JMAla30HE OJIHA WITU
HECKOJIBKO SYEEK yJAOBIETBOPSIOT HECKOJIBKUM YCIOBHAM?
344. PenakTupoBaHu€ yCI0BHOTO (popmara.
345. Y nanenue ycloBHbIX (pOpMaTOB.
346. [louck sYeek, UMEIONIUX YCIOBHBIM opmar.
347. OcHOBHBIE MOHSATHS AUArPAMM: PSIbl JAHHBIX, KATETOPUH, THUI, AJIEMEHTHI
JUarpaMm.
348. OcHOBHBIE MpaBuUiIa MOCTPOCHUS AUarpamMm B cucteme Excel.
349. Cozmanue auarpaMM ¢ UCIOJIb30BaHMEM MacTepa quarpamm.



350. Coznanue tpadukoB dynknmit. Kakoit Tunm puarpamMmbl HEOOXOIUMO
WCITOJIB30BATh JJIS IOCTPOCHUS TPaPUKOB?

351. [locTpoeHue MOBEPXHOCTEM.

352. [locTpoeHue ceueHuil MOBEPXHOCTEH.

353. PegaktupoBaHue AUarpaMM U UX 3J€MEHTOB.

354. ®opmMaTUpOBaHKE TUArPAMM U HX JIEMEHTOB.

355. ®opmaTupoOBaHUE TPEXMEPHBIX TUATPAMM.

356. IlonsiTvie TMHUM TPEH/IA, OCHOBHBIC MapaMeTpPhl JUHUM TPEH]IA, TUIIbI JTUHUN
TpeHaa

357. IlocTpoeHure JIUHUU TPEHIA.

358. Annpokcumaius TabJIMYHON 3aBUCUMOCTH C UCIIOJIb30BAaHUEM JIMHUM TPEHIA.
359. IlporHo3upoBaHue ¢ UCMOIB30BAHUEM JTUHUU TPEHIA.

360. @opmaTupOoBaHUE U PEAAKTUPOBAHUE JIMHUU TPEHAA.

361. lns kakux 3a/1a4 UCIOIb3yeTCs Mo100p mapameTpa?

362. [lopssnok BhIMOJIHEHUS MoAOOpa IMapaMerpa. 3arojHEHUE BJIEMEHTOB
nuanorooro okHa [lonbop napamerpa.

363. 3agaHue MOrpeIIHOCTH BHIYUCICHUN.

364. PenieHne HEIMHEWHBIX YPaBHEHUN.

365. HazHaueHue noucka peieHus.

366. BeinogHeHHE OUCKA PEIIEHUS.

367. Ucnonb30BaHuE CLICHAPUEB IS MHOTOBAapHUAHTHBIX PACUETOB.

368. O0mas mocTaHOBKa 3a/ad ONTUMHU3AIMU. BuIbl 3amay  onTuMU3AIMM:
JIMHEHHAs, HeJIMHEHHAS.

369. Peuienue 3a1a4 ONTUMU3AIUHU C UCTIOJIb30BAHUEM MOUCKA PEIICHUS.

370. Ins gero npennasHadeHo npuioxenue PowerPoint? Kak ero 3amyctuts?
371. Yro Takoe npe3eHtauus? Yto Takoe ciaia?

372. HazoBuTe crocoObl CO3/1aHus TPE3CHTAIUH.

373. Yto takoe mabdnon? Kakue cymectBytoT Buabl madaonos B PowerPoint?

374. Kakoe pacuiupeHue uMeeT (aiia mpe3eHTaluu, madioH mpe3eHTanuu?

375. O0bsicHuTe Ha3HAUeHUE Pexuma ciaiiios.

376. Ha3zBaTh OCHOBHBIE XapaKTepUCTUKU Pexxrma cOpTUpOBIIMKA CIIAI0B.

377. Kak BBINOJHUTH MOKa3 npe3eHTanun? HazpaTh criocoObl mokasa
MpE3CHTAIUU.

378. Uto Takoe aHuManusa?

379. Uro Takoe nepexoy ciaiinos? [Ipumepsl nepexoaa ciaiios.

380. [TosicHUTE NOHATUE MYJIbTUMEIHA.

2.2. OueHO4YHBIE CPeCTBA IJIsl IPOMEKYTOYHOM aTTecTalum (3a4er)
Bomnpocs! AJisi mpoBeieHUs 3a4eTa

1. Tlousarue undopmatuku. [Ipeamer u 3agaun nHGOPMATHKH.

2. HudopmaTtuzauus obiiecTBa 1 MECTO HH(POPMATUKH B COBPEMEHHOM MUPE.

3. Ilonsitue wuHpOpMalLMK, €€ OCOOEHHOCTM W BHUIbL. IJKOHOMHUYECKAs
uH(dopmaIus, ee CBOICTBA, CTPYKTYpa.

4. Hcropus D9BM. [lokonenuss 9BM. Pa3Butue nporpaMMHOIo 00ecrieueHus.

5. Ilpunuunel pon Heiimana. OCOOEHHOCTH COBPEMEHHBIX KOMITBIOTEPOB.

6. Apxurektypa [I9BM. Marucrpanbao-MoayasHbIi npunnwmmn. [lepudepuiinbie
Y BHYTPEHHHE YCTPOMCTBA, CX€Ma B3aUMOJACHCTBHS.



7. PazButue komnbroTepoB IBM PC. Ilpuuunbl ycnexa nepcoHaibHbIX DBM.
[IpuHIIMTT OTKPBITOW apXUTEKTYphl. OTrpaHUYEHHOCTh O00JACTH TPUMEHEHUS
nepcoHaIbHBIX DBM.

8. Ha3snaueHwe OCHOBHBIX yCTpoiicTB OBM: 1eHTpalbHOTO IIpolieccopa,
BHYTPEHHEW MaMSATH.

9. Knaccudpukamus OBM. OcHOBHbIE XapaKTEPUCTHKH BBIYUCIUTEIHHON
TEXHUKHU.

10. Knaccuduxkarus mporpaMMHOT0o o0ecTieUeHUsI.

11. Opranuzanust ¢aigoBoil cuUcTEMbl U OOCITyKuMBaHHE (HAUJIOBOM CTPYKTYpPHI
MEPCOHAILHOTO KOMITbIOTEPA.

12. BeiuuciauTenbHble CUCTEMBI, HA3HAYCHHE, KIIACCU(PUKALINS, apXUTEKTYpa.

13. HaznaueHue nporpaMMHBIX CPEJCTB, UX KJIaCCU(UKALINS, COCTAB.

14. Oneparmonnsie cuctemsl (OC), ux pynkimu, suast OC.

15. Onepanmonnas cucreMa MS DOS. UnTepdeiic koManaHou ctpoku. DaiinoBas
cUCTEMA.

16. OneparmonHas cucrema Windows: xapakTepHUCTHKA U apXUTEKTypa.

17. UnTepdeiic u 3amyck nporpamm B OC Windows.

18. Pabora ¢ ¢aiinamu u nankamu B OC Windows.

19. Ucnonp30BaHHE CEPBUCHBIX MporpamMMm: padoTa ¢ apXWBaMH, aHTUBUPYCHas
0opb0a, obciyxuBanue quckoB B OC Windows.

20. ®yHKUMHA TECTUPYIOUIUMX MPOTPaMM, YTUIUT, JpParlBEPOB, OMNEPALMOHHBIX
000JI0YEK U JApP. CUCTEMHBIX ITPOTPaMM.

21. [IpuknagHoe nporpaMMHOE oOecredeHrue KaK WHCTPYMEHTApUi perieHus
dbyHkunoHanpHBIX 3anad. Kinaccudukainms, 0COOEHHOCTH MOCTPOCHHS U 00JIaCTh
MIPUMEHEHUS.

22. [TakeTsl TPUKIAAHBIX TTPOTpaMM O0IIIeT0, 0(MCHOTO Ha3HAYEHUSI TEKCTOBBIE U
rpaduueckue peaakTopbl, TAOJIMUYHbIE MPOLECCOPHI, CUCTEMBI YIIpaBieHUs: 0azaMu
JTAHHBIX, U3/IaTeIbCKUE U MYJIbTUMEIUMHBIE CUCTEMBI, Opay3ephl U Ap.)

23. [IpodeccuonanbHble MAKEThl MPUKIAIHBIX MpOrpamMM [Uisl pelIeHus 3aaad
yIpaBJICHHUS.

24. TekcroBble (aitnbl. CTaHmapTHele NpoUEAYpbl U (PYHKIMH i TEKCTOBBIX
Gbaiinos.

25. Microsoft Word. OcHOBHBIE BO3MOXHOCTH TMpOTrpaMMbl. Bui okHa, MeEHIO.
DneMeHThl TEKCTOBOTIO TOKyMeHTa. OCHOBHBIE OIEpalid C TEKCTOM (BbIJEICHUE,
yaajneHue, nepeMenieHrue, KomupoBaHue).

26. Microsoft Word. ®opmatupoBanue TekcTta (CHMBOJIOB M a03aIieB), CTPAHHUIL.
Tpu cnocoba co3manuss Tabiaui, B Word. PemaktupoBanue u (popmarupoBaHue
tabmun. OdopmiieHHe CTpaHWIlBl JOKYMEHTa (pa3MeTKa CTpPaHHUIIbI, BCTaBKa
HOMEPOB CTPAHUIL U CHOCOK, Pa3pbIB CTPAHUIIBI).

27. Microsoft Word. ®aitnioBeie omepauuu (co3gaHMe HOBOTO JIOKYMEHTA,
OTKPBITHE U 3aKPBITUE IOKYMEHTA, COXPAaHEHUE U MeYaTh JOKYMEHTA).

28. Tabnuunsblii nporeccop Excel, ero HazHaueHue m BO3MOKHOCTU. 3arpys3ka u
3aBeplleHrne padboThl MPOTPaMMBI.

29. CnpaBoynas cucteMa Excel. CriocoObl noyueHus cripaBo4HoM HHOpMaIuu.
30. OcHoBHbIE 351eMeHThI OkHa Excel u nx Haznauenue.

31. Crpykrypa paboueii kauru B Excel. DnemeHTs OKkHA pabodeit KHUTH.



32. Tune manabix B Excel. BBox u otoOpakenne Ha pabodyem JHCTE TaHHBIX TUTIA
TEKCT, YHCIIa, 1aTa/BpeMsl.

33. ®opmynel u (yHKnum B Excel, ux o0o3HaueHHWe, MOPSJAOK HX BBOJA WU
pEeIaKTUPOBAHUSI.

34. PenaktrpoBaHue U yajeHUE JaHHBIX B siUciikax padoueit kauru Excel.

35. bydbep obOmena, ero Ha3HaueHHME U HCHONb30BaHuWe. KommpoBanue u
nepeMeIIeHre IaHHbIX B siueiikax padouei kuuru Excel.

36. ®opmaTtupoBaHue JaHHBIX pabodedt kHuru Excel. Buabl u crnocoOs
dbopmaTupoBaHus.

37. BcraBka u yaaneHue siueek B paboueM jucte padboueit kauru Excel.

38. BcraBka u yjajneHue CTPOK M CTOJIOLOB B pabodeM JHUCTe pabouyed KHHUTU
Excel.

39. Crioco0bl 1 IOPSAZIOK CO3/IaHUs U coOXpaHeHus paboueit kuuru Excel.

40. CiocoObl ¥ TOPSAOK OTKPBITUS M 3aKpeITHs padoueit kuuru Excel.
[lepemerieHre MeXIy OTKPBHITHIMUA PA0OOYMMU KHUTAMHU.

41. Pabora ¢ nuctamu pabodeit kuuru B Excel. Beigenenue, BcTaBka U yaajaeHUe
JMCTOB B paboyeii KHUTE.

42. KonmupoBaHue © TepeMelleHne JHUCTOB B  paboueit kHure Excel.
[IepenMeHOBaHNE JTMCTOB.

43. YcTtaHOBKAa TapaMETpOB  CTPAHUILIbl, MPEABAPUTEIBHBIA IMPOCMOTP H
MOJTOTOBKA K MeyaTu padoueii kauru Excel.

44. ITporpamMmmHble  cpenacTtBa npe3eHTanuil. [loHsTHE O  KOMIIBIOTEPHBIX
MPE3EHTAllUAX U TMPOTPAMMHBIX CPEICTBAX [Jisi pPa3pabOTKH KOMIIBIOTEPHBIX

IIPE3EHTALUH.

45. IlporpamMmmHble  cpenctBa — mpe3eHtanuii.  IloHstne o  mporpammax
IIPE3EHTAllMOHHOM rpaduku. Kpatkas XapaKTEepHUCTHKA IporpamMmm
MPE3eHTAlMOHHOMN rpaduKH.

46. IIporpaMMHbIe CpencTBa IIpE3EHTALUN. Wurepdetic IpOTpaMm

Mpe3eHTAMOHHOM rpaduku. PaboTa ¢ MEHIO U MaHeIsIMU UHCTPYMEHTOB, paboTa ¢
JIMaJIOTOBBIMU OKHAMHU.

477. IIporpaMMHBIE CPEICTBA MPE3EHTAMN. TEXHONIOTHUS CO3JaHNSI KOMITBIOTEPHOMN
npe3eHTanuu. Paborta ¢ MakeTaMu claifioB U madaoHaMu 0OpMIICHUS CIalI0B.
Brenpenue TEKCTOBBIX OJIOKOB H rpadUyYecKUX JJIEMEHTOB B  CIaWbI
KOMITBIOTEPHOW MPE3EHTALINH.

48. IIporpaMMHbIE CpeACcTBa Mpe3eHTalu. MylbTHUMEIUNHHBIE BO3MOXKHOCTH
IporpamMM MPe3eHTAITMOHHON TPAPUKH.

49. ITporpamMmmHbie cpencTtBa mnpe3eHTanuid. OTiaaka Mpe3eHTaluH, HacTpoika
aHUMaIMOHHBIX d(pdexkroB u d>PpdexktoB cmeHsl cnaigoB. I[loaroroska
KOMIIBIOTEPHOW MPE3EHTAUU K €€ JEMOHCTPAIUU.

50. IlonsitTue 0 COBpPEMEHHBIX HWH(POPMAIIMOHHBIX  TEXHOJOTHAX. Buabl
COBPEMEHHBIX MH(DOPMAIIMOHHBIX TEXHOJIOTUH U UX KpaTKas XapaKTepPUCTHKA.

51. [lonsATHe 0 MyJIbTUMEIMA TEXHOJOTHAX. MybTUMEIUA Kak BUJ MH(pOpMaLuu,
TEXHUYECKUN KOMILJIEKC U MTPOTrPaMMHBII KOMILIEKC.



