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1. NACHIOPT ®OHJAA OINEHOYHBIX CPEACTB

1.1. ObdsacTh NpUMeEHEHUA

®onpa oneHouHblx cpeactB (POC) — HeoThemieMas dYacTh pabouei
nporpaMmbl  AUCHUIUIMHBL ~ «TexHonmorun  1uu@poBoro  00pa3oBaHUS» U
NpeJHa3HaueH Jii KOHTPOJST U OLCHKH O00pa30BaTENIbHBIX JOCTHUKEHUM
CTYJICHTOB, OCBOMBIIUX MPOrpaMMy JUCIUTUIAHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB

Henp @OC — yCTaHOBHTH COOTBETCTBHE YPOBHS  MOJITOTOBKH
oOyuarorierocsi TpedboBanusim PI'OC BO - 0OakanaBpuaT 1O HaIpaBJICHUIO
noarotoBku  44.03.05 Ilegaroruueckoe oOpa3zoBaHue (¢ JIByMs HpodUIsIMU
HOJITOTOBKU), YTBEP)KIEHHBIM IpHUKa3oM MuHucTepcTBa 00pa3oBaHUs U HAYKU
Poccuiickoit ®eneparuun ot 22 deppans 2018 r. Ne 125 (¢ u3MeHEHUsIMU U
nomnonHeHussMu) u [lpodeccrnonanbHbIM cTaHAapTOM, yTBEpXAeHHBIM [Ipukazom
MunucrepcTBa Tpyaa W couuanbHOM 3amuThl Poccuiickoit ®denepanuun «O0
YTBEPKJIECHUH MPOPECCUOHAIBHOTO cTanaapTa» oT 18 okTsa0ps 2013 r. Ne 5441 (c
WU3MEHEHUSMU U JIOTIOJIHEHHUSIMHU ).

1.3. Ilepeyenb kommereHUMii, (popMHpPYyeMBbIX B HpoLecce OCBOCHHS
OCHOBHOI1 00pa30BaTe/IbHOI POrPaMMBbI

[Ipouiecc  ocBOeHMS IUCUMIUIMHBI  HampaBieH Ha (QopMupoBaHHe
CJIEIIOLUX KOMIETEHIINI U MHIUKATOPOB UX JOCTHIKEHHUS:

Kox mo ®I'OC BO \ NHaukaTop 10CTHKEHUS

YHUBEpcalbHbIE

VYK-1.1. JleMoHCTpUpYyET 3HaHUE
0COOEHHOCTEHN CUCTEMHOT0 U KPUTHYECKOIO
MBIILUIEHHS] U TOTOBHOCTB K HEMY.

VK-1.2. Ilpumensier noruyeckue GopMbl U
IpOLEAYPBl, CIOCOOEH K pedIeKCUH MO
MIOBOJly COOCTBEHHOM U Uy’KOI MBICIUTEIbHOM
JESATEBHOCTH.

VK-1.3. Aranin3upyer HCTOYHHK
nH(pOpMAIIUU C TOUYKU 3PEHUS BPEMEHHBIX U
MIPOCTPAHCTBEHHBIX YCIOBUH €ro

YK-1. CnocobeH ocymiecTBIsATh TIOUCK, BO3HUKHOBEHHSI.

KPUTHYECKHUI aHaIM3 U CUHTE3 HH(pOpMaIuH, VK-1.4. Ananinsupyer paHee CII0KUBIINECS B
IPUMEHSATh CUCTEMHBIN TIOJXO/ JAJIS PEIIeHUsT | HayKe OLEeHKH MH(OpMAIIH.

IIOCTaBJICHHBIX 3a7a4 VK-1.5. Conocrasisier pa3Hble HCTOYHUKA

MH(OPMAIINY C TIeNTBIO BBISBICHUS HX
MPOTUBOPEUYNNA U TIOUCKA TOCTOBEPHBIX
CYXKIECHUU.

VYK-1.6. ApryMeHTHpOBaHHO (hOpMUPYET
COOCTBEHHOE CYX/IEHUE U OLICHKY
nHpOpMauu, TPUHUMAET 000CHOBAHHOE
pelIeHue.

VYK-1.7. Onpenenser npakTUUYECKUE
NOCICACTBUA NPCAJIOKCHHOT'O PCIHICHUA
3aJ1a4H.




Ob6menpodeccnoHanbHbIC

OIIK-2. CiocobeH yuacTBOBaTh B pa3pabOTKe
OCHOBHBIX U JIOMOJHUTEIIbHBIX
00pa3oBaTeNbHBIX MPOTPaMM, Pa3padaThiBaTh
OTJICTbHBIC UX KOMITOHEHTHI (B TOM YHUCIIE C
UCIIOJIb30BaHUEM HH(OPMAIIHOHHO-
KOMMYHHKAITHOHHBIX TEXHOJIOTHIA)

OIIK-2.1. Pa3zpabarpiBaeT mporpaMMbl
y4eOHBIX PEAMETOB, KyPCOB, TUCIUTUINH
(Mopyneit), mporpaMMBbl TOIOTHUTEIBHOTO
00pa3oBaHUs B COOTBETCTBUU C HOPMATHBHO-
IIPaBOBBIMU aKTaMH B cpepe oOpa3zoBaHUsl.
OIIK-2.2. IIpoekTupyeT UHIMBUyaJIbHbIE
o0Opa3oBaTeNbHbIe MapIIPYThl OCBOCHHS
porpamMM y4eOHBIX PEAMETOB, KypCOB,
JTUCIUTIINH (MOJIYJICH), TporpamMm
JIOTIOJTHUTEIHHOTO 00pa30BaHUs B
COOTBETCTBUH C 00pa30BaTEIbHBIMU
NOTPeOHOCTAMH 00YYaIOLTHXCSI.

OIIK-2.3. OcymecTisieT 0TOOp
NeIarOTMYECKUX M JPYTUX TEXHOJIOTHI, B TOM
yuciie "HHOPMaIMOHHO-KOMMYHHUKAIIMOHHBIX,
UCTIOJIb3YEMBIX IIPH Pa3padO0TKe OCHOBHBIX U
JIOTIOTHUTEILHBIX 00pa30BaTEIbHBIX
IPOTPaMM M MX 3JIEMEHTOB.

OIIK-9. Cnoco6eH MOHUMATh MPUHIIHAITHI
paboTHI COBpeMEHHBIX WH(OPMAITMOHHBIX
TEXHOJIOTHI U UCTIONIb30BaTh UX ISl PEIICHUS
3a/1a4 PoPECCHOHATILHOMN ACATEIHbHOCTH

OIIK-9.1. Xapaktepu3yeT OCHOBHbIE
IPUHIIAIIBEI pA0OTHI COBPEMEHHBIX
UH(GOPMALIMOHHBIX TEXHOJIOT U

OIIK-9.2. CriocoOeH ucIoib30BaTh
COBpeMEHHbIE HH()OPMALIMOHHBIE TEXHOJIOTUU
JUTSL pEeIIeHus 3a1a4 podeccrnoHalbHON
JeSTeNIbHOCTH

OIIK-9.3. Cnoco0eH uCIoyib30BaTh HaBBIKU
BJIQJICHUSI COBPEMEHHBIMU
MH()OPMATMOHHBIMU TEXHOJIOTHSIMHE IS
peleHus 3aaa4d npodeccruoHanbHON
JeSTSIIbHOCTH

[IpodeccuonaabHble

1.4. Dranbl ¢gopMupoBaHNsl KOMIIETEHUUI M CpPeICTBA OLEHUBAHUS

YPOBHs UX ¢OPMHPOBAHHOCTH

Jranbl popMupoBanus komnereHuuii | KomnereHuun KoHTpo/1bHO-011€eHOYHbIE
cpeacTsa / cmocoo
OlleHUBAHMS
VK-1, OIIK-2, YCTHBINM ONpOC, TECTOBBIN
Tema 1. Undopmaruka, kak Hayka. OIIK-9 KOHTPOJIb, BBIIIOJIHEHUE
MPAKTUYECKUX 3aJaHUI
VK-1, OIIK-2, Y CTHBIN 0npoc, TECTOBBIN
Tema 2. YcTpoilCTBO KOMIIBIOTEpA. OIIK-9 KOHTPOJIb, BBIIIOJHEHUE
MPAKTUYECKUX 3aJTaHHI
VK-1, OIIK-2, YCTHBIN Onpoc, TECTOBBIN
Tema 3. IIporpamMmmHoe o0OecrieueHue
OIIK-9 KOHTPOJIb, BHINTOJHEHUE
KOMITBIOTEPOB. .
MPAKTUYECKUX 3aJaHUI
VK-1, OIIK-2, YCTHBIN Onpoc, TECTOBBIN
Tema 4. KoMObIOTEpHBIE CETH. OIIK-9 KOHTPOJIb, BHINIOJIHEHUE
MPAKTUYECKUX 3aJaHUI
o VK-1, OIIK-2, [ToaroroBka MyJIbTUMEIUMHBIX
Tema 5. MynbTUMEIMIAHBIE TEXHOJIOTUU. .
OIIK-9 NIPE3CHTALMM, BBIIIOJTHECHUE




MPAKTUYECKUX 3aJaHUI
o VK-1, OIIK-2, YCTHBIN onpoc, TECTOBBIN
Tema 6. OcHOBBI HHGOPMALTMOHHOMH
OIIK-9 KOHTPOJIb, BBIITOJIHCHHE
0e30MacHOCTH. N
PaKTUYECKHUX 3a1aHUM
Texkyuias arrecranus VYK-1, OIIK-2, Konrtponbnas padora
OIIK-9
IIpome:kyTouyHas aTTecTanus YK-1, OIIK-2, 3auer
OIIK-9

1.5. Onucanue nokasaresneil GopMUpPOBAHUS KOMIIETEHIIUI

Koax xoMmnerenuun

PesysbTaThl C(POPMUPOBAHHOCTH

YK-1. Cnocoben
OCYIIECTBIISATH TIOUCK,
KPUTUYECKHI aHAIN3 U
CHHTE3 HH(pOpMaINH,
HNPUMEHATh CUCTEMHBIH
MOJXO/ JUIsl PELICHUS
NIOCTABJICHHBIX 337134

3HaTh TPUHIUIBI TOMCKA HHPOPMAIIMH, KPUTHUECKOTO aHaJIN3a U
CUHTEe3a MH(POPMAIIMH, METOAUKH CUCTEMHOTO ITOAXO0a JIJIs PEIICHUS
MOCTaBJICHHBIX 3a4a4.

YMeTh OCylIEeCTBIATh IOUCK, KpUTUUECKUI aHAIN3 U CUHTE3
nH(OPMALIHU, TPUMEHSATH CUCTEMHBIN TIOIXO/ ISl PEIICHUS
MOCTaBJICHHBIX 3a]1a4.

BrnaneTs HaBbIKaMM MOMCKA, KPUTUYECKOTO aHAJIM3a U CUHTE3a
HH(pOpPMAIIUH; CTIOCOOHOCTHIO TPUMEHSATH CUCTEMHBIN TIOIXO0JT TS
pELIECHHS TOCTABJICHHBIX 3a1a4

OIIK-2. Cnocoben
y4acTBOBAaTh B
pa3paboTKe OCHOBHBIX
U JIOTIOJTHUTEITBHBIX
00pa3oBaTeNbHbIX
porpamm,
pa3pabaThiBaTh
OTJICTbHBIC UX
KOMITOHCHTHI (B TOM
qrcie ¢

3HaTh BO3MOXKHOCTH MCITOJIb30BaHNS HCTOYHHKOB, HEOOXOJUMBIX IS
IJIAHUPOBAHUSI OCHOBHBIX M JIOMTOJIHUTEIILHBIX 00pa30BaTEIbHBIX
MPOrpaMM B paMKax MCUXOJIOT0-NIEJarornueckon AesTeTbHOCTH.
YMeTb BBIABISITH HHTEPECHI IETEH, UX POAUTENECH U 3aKOHHBIX
MpeACTaBUTENCH B OCBaBaeMO# 00J1aCTH OCHOBHOTO U
JIOTIOTHUTEIFHOTO 00pa30BaHUs M HHTEPIPETUPOBATH TOTyUEHHBIE
JTAHHBIE C UCTIOJIB30BAHUEM CPEJCTB MH(POPMAITMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHUM.

BnaneTs HaBbIKaMH OLICHKH JIMYHOCTHOW M METAIIPEAMETHOM
COCTABJISIFOLIUX PE3YJIbTaTOB OCBOCHHSI OCHOBHBIX M JIOMOJHUTEIIbHBIX

HCII0JIb30BaHUEM
00pa30BaTeNbHBIX IPOrPaMM Ha OCHOBE AEATEIBHOCTHOIO MOAX0/a U
MH(OpPMaILMOHHO-
UCIOJIb30BAHUS CPEACTB MHPOPMALIMOHHO-KOMMYHUKAIIMOHHBIX
KOMMYHHKAIIMOHHBIX .
. TEXHOJIOTH.
TEXHOJIOTHH)

OIIK-9. Cniocoben
MOHUMATb TTPUHIIUITHI
paboThl COBPEMEHHBIX
UH(OPMAIITMOHHBIX
TEXHOJIOTHI 1
MCTIONb30BATh UX IS
peIIeHus 3a1a9
npohecCHOHATBLHOM
JEeSITEIbHOCTH

3HaTh COBpeMEHHbIE HH(OPMAIIMOHHBIE TEXHOJIOTUU U ITPOrpaMMHBIE
CPEICTBa, B TOM YHCJIE OTEYECTBEHHOTO MPOU3BO/ICTBA IIPU PEIICHUN
3a7a4 NpoQecCuoHaIbHOM eI TeNbHOCTH Ha 6a30BOM YPOBHE,
COBpeMEHHbIE HH()OPMALIMOHHBIE TEXHOJIOTUH U POTPaMMHbIE
CPEICTBA, B TOM YHCJIE OTEYECTBEHHOTO MPOU3BO/ICTBA IIPU PELICHNUN
3a/1a4 NpoQeccuOHANbHOM 1eATeIbHOCTH Ha MPOJIBUHYTOM YPOBHE.
YMeTb BBIOMpPATh COBpEeMEHHbIE HHPOPMAILIMOHHBIE TEXHOJIOTUU U
MPOrpaMMHBIE CPEICTBA, B TOM YHCIIE OT€YECTBEHHOTO MTPOU3BOJICTBA
IIPU peLIeHNnH 3a1a4 Npo(hecCHOHAIBHOM JesITeIbHOCTH Ha 0a30BOM
YPOBHE, BRIOUPATh COBPEMEHHbIE HH(POPMAIIMOHHBIE TEXHOJIOTUH U
IIPOrpaMMHBIE CPEICTBA, B TOM YHMCIIE OTEYECTBEHHOIO ITPOU3BOJICTBA
MIpH pelIeHUH 3a]1a4 MpodeccnoHalbHOM 1eATeIbHOCTH Ha
IIPOJBUHYTOM YPOBHE.

Brnagets HaBbIKaMU IPUMEHEHHUS COBPEMEHHBIX HH(OPMALIMOHHBIX
TEXHOJIOTMI U IPOrpaMMHBIX CPEJCTB, B TOM YHCJIE OTEYECTBEHHOTO
MIPOU3BOJICTBA, PU PEUICHUH 3a/1a4 MPOPeCCUOHATBHON
NesITeIbHOCTH Ha 0230BOM YPOBHE, HABBIKAMH ITPUMEHEHUS
COBpEMEHHBIX NH(GOPMAIIMOHHBIX TEXHOJIOTHI U IPOrpaMMHBIX




CPEIICTB, B TOM YHCJI€ OTEYECTBEHHOTO TPOU3BOACTBA, IPU PEIICHUN
3a/1a4 npodeccuoHaNbHOM IeATeIbHOCTH Ha MPOJIBUHYTOM YPOBHE.

1.6. KpnTepnn OIICHUBAHUSA KOMHeTeHHI/Iﬁ Ha PpasHbIX I3Tanmax Hx

(¢popMupoBanusn

Bupa yueOHoii padoThl

KoanuecTBO
0aJ1710B

(01010

0-300

390

YcTHBIC OTBETHI Ha CCMHUHAPCKUX 3aHATUAX

BrlimonHeHue ¥ 3auTa NpakTHYECKUX / Tab0paTopHBIX paboT 60

30

CamocTosTenbHas paborta

30

60

Wubie Buab yueOHOM paboThl (IIOArOTOBKA MPE3eHTalUH, 10
HanucaHue pedepara, perieHue 3a1ad u Jp.)

10

Bcero

100

HaxkonureanHasa cucreMa oneHuBanud nmo 100-0a1bH0H mkaJie

Yerpipex0ajiibHaS
CHCTeMa OLleHHBAHUSA
JK3aMeHa

100-6anabHas
IKAaJIa

BykBenHas mkaJa, coorBercryromas 100-
0aJJILHOH HIKaJIe

Cucrema
OLIEHHBAHUA
3ayera

OTIN4YHO

90-100

A — OTJINYHO — TEOPETUYECKOE COJCPIKAHIE
Kypca 0CBOCHO IOJIHOCTBIO, 0e3 Ipo0eroB;
HEe0o0XO0IMMBIC TIPAKTHYECKUE HaBBIKH PabOThI
C OCBOCHHBIM MaTepHaioM c(h)OPMHUPOBAHBI;
BCE IIPElyCMOTPEHHBIE IIPOTPaMMOi
00yueHHs yueOHbIC 3aaHMUs BBITOJHEHBI,
Ka4yeCTBO X BBITIOJHEHHS OLEHEHO YUCIOM
6aJIoB, GJIM3KUM K MaKCUMAJIBHOMY

Xopowo

83-89

B — oueHb X0Opo1IO — TEOPETUIECKOE
CoZiepKaHHe Kypca OCBOCHO MOJHOCTEIO, 0e3
npo0OenoB; HeOOXOAUMBIE TPAKTHYCCKHE
HaBBIKU Pa0OTHI C OCBOCHHBIM MaTEPHAIOM B
OCHOBHOM c(h)OPMHUPOBAHBI; BCE
NpeIyCMOTPEHHBIE IPOrPaMMOii 00ydeHUS
yueOHBIe 3aJ]aHHs1 BBINIOJIHEHBI, KAYeCTBO
BBITIOJTHEHHS OOJIBIINHCTBA U3 HUX OLCHEHO
9HCIOM 0aiIoB, OJIM3KUM K MAKCHMAJIbHOMY

Xopo1io

75-82

C — XOpOIII0 — TEOPETUIECKOE COICPIKAHKE
Kypca OCBOCHO MMOJHOCTHIO; HEKOTOPBIS
MPAaKTUYIECKHUE HABBIKU PAOOTHI C OCBOCHHBIM
MaTepuasoM c(hOPMHUPOBAHBI HEIOCTATOYHO;
BCE MPEIyCMOTPEHHBIE TPOrpaMMOit
00yueHMs yueOHbIC 3aJaHUsT BHITOJHEHBI,
Ka4yeCTBO BBLIIIOJIHEHHS HU OJHOIO U3 HUX HE
OLICHEHO MHHUMAJILHBIM YKCIIOM 0OaJllioB,
HEKOTOPBIC BUJIBI 3aJJAHHI BBITTOIHCHEI C
OoHIMOKaMu

yﬂOBJ’IeTBOpI/ITCHLHO

63-74

D — yIOBIIETBOPHUTENBHO — TEOPETHYESCKOE
CoJIepXKaHUe Kypca OCBOSHO YaCTHYHO, HO
poOesbl He HOCST CYIECTBEHHOTO
XapakTepa; HeOOXOUMbIC TPAKTHICCKHE
HaBBIKH Pa0OTHI C OCBOCHHBIM MaTEPHAIOM B
OCHOBHOM C()OPMHUPOBAHEI; OOJIBLITHHCTBO
MPeyCMOTPEHHBIX TPOrPaMMOi 00yUYeHHUS
yueOHBIX 33/IaHU BBITIOJIHEHO, HEKOTOPBIE 3
BBINOJIHEHHBIX 33JaHUH COCPIKAT OIHOKHU

YHOBHCTBOPI/ITGHLHO

50-62

E- NOCPEACTBEHHO — TCOPETUUCCKOC
COACPIKAaHUEC Kypca OCBOCHO YaCTUYHO,
HCKOTOPLIC MMPAKTUYCCKHUC HABBIKU pa6OTLI HC

3aureHo




c(OpMHUPOBAHBI, MHOTHE MTPEIYCMOTPEHHBIE
y4eOHOI mporpaMmoii 00y4eHus: yueOHbIe
3aJ]aHHsl HE BBITIOJIHCHBI JIN0O Ka4eCTBO
BBIMOJIHEHHBIX HEKOTOPBIX M3 HUX OLICHCHO
YHCIIOM 0aJIJIOB, OJM3KUM K MHHUMAJIBHOMY

HeynosnerBopurebsHo 21-49 FX — Hey10BNETBOPUTENBHO — TEOPETUUECKOE
coJiepxKaHue Kypca OCBOGHO YaCTUYHO;
HE0OX0ANMBIE MPAKTHYECKUE HABBIKK pabOThI
C OCBOCHHBIM MaTEpHaJIOM HE
c(hOpMHUPOBAHEL;, OOJTBITITHCTBO
MIPEIyCMOTPEHHBIX Y4eOHOH mporpaMMont
0o0ydeHHs ydeOHBIX 3a/IaHUH HE BHITIOJTHEHO
00 KaueCTBO MX BBIIIOJIHEHNUS OIICHECHO
YHCIIOM OaNJIOB, OJIM3KUM K MHHUMAJIBHOMY
NP JOTIOJHUTEIBHO CaMOCTOSATENbHOM
paboTe HaJl MaTepUaIoM Kypca BO3MOXKHO
MOBBILIEHHE KaueCTBA BBITTIOJIHEHUS YUEOHBIX
3alaHui

He 3auteno

HeynosnetBoputenbHo 0-20 F — Hey10BIETBOPUTENHHO — TEOPETHUECKOE
coJIepKaHue Kypca He OCBOCHO;
HEeo0XO0IMMBbIe IIPAKTHYCCKUE HaBBIKH PaOOThI
He c)opMHUPOBaHEL; BCE BBINOJIHCHHBIC
y4eOHbIC 3aJaHus COJepKAT ITPyOBIe OIIHOKH;
JOTIOJTHUTENNBHAs CAMOCTOSTENIbHAS paboTa
HaJl MaTepHaIoM Kypca He IIPUBEIET K
KaKOMY-JIH0O0 3HAYMMOMY MOBBIIICHUIO
KauyecTBa BBIIOJIHEHHUS YUEeOHBIX 33aJaHUi

2. KOHTPOJIBHO-OLHEHOYHBIE CPE/ICTBA

2.1. OueHo4YHbIE CPEACTBA TEKYLIEro KOHTPOJIs (THIIOBBIE)
Bonpocel 1151 yCTHOr0 onpoca:
1. B 4yem 3akioyarOTCsi OCHOBHbIE TPEOOBAHMSI TEXHUKH O€30MACHOCTH MpH
BBITIOJIHEHUU JTA00OPaTOPHBIX paboT?
Ha3oBuTe OCHOBHBIE TEXHUYECKHE CPEACTBA IEPCOHAIBHOTO KOMITBIOTEPA?
VYkaxuTe NOpsSA0K BKIKOUYEHHUS U BBIKIIFOUEHUS! YCTPOUCTB KOMITbIOTEpa?
Kakue tunsl knaBuatyp Bel 3Haete?
Yto Takoe QWERTY ?
VYcerpoiictBo kinaBuatypsl IBM-coOBMECTUMBIX KOMITBIOTEPOB?
VKkaxure Ha3HAYECHUE OCHOBHBIX KJIABUII KJIABHATYpPhl TEPCOHAIBHBIX
KOMIIBIOTEPOB?
8. Kakum oOpazom ocyiecTBiseTcs: paboTa ¢ KUPUUIUIICH B KOMIIbIOTEpax?
9. Yo Takoe cnemnoi metoa nucbma? B uem coctout npodeccuonanbHas pabora
Ha KJIABUAType MepCOHATBHOTO KOMIIbIoTEpa?
10. B kaxoii mociie10BaTeIbHOCTH TOKHA U3y4aThCsl KJIaBHAaTypa MepCOHAIbHOTO
KOMIIbIOTEpa?
11. Kak mepeiiTu B pexuM pyccKoro (aHTIMKCKOro) mipudTa Ha KIaBUATYpe
KOMITbIOTEpa?
12. Ha3HaueHue nanenu 3aaay?
13. Kak BbI3BaTh Ha 3KpaH TIJaBHOE CHCTEMHOE€ MEHIO? (OCHOBHBIE ITyHKTBI
[JIABHOT'O CUCTEMHOT'O MEHIO.
14. Kakoii cMbICIT BIIOXEH B MOHATHE Manka?
15. KakoBo Ha3HaueHue nanku Mo KOMIbIOTEpP?
16. B uem 3akmovaercs Ha3HaueHue nanku Kop3una?

Nk WD




17. HazoBruTE OCHOBHBIE DJIEMEHTBI OKHA ITPUIIOKECHUS.

18. Kakne BO3MOXKHOCTH IO ACHCTBUIO C OKHaMH Ha paboueM ctoiie Bol 3HaeTe?
19. HazoBuTe u3BecTHhIe BaM criocoObl 3amycka mpuiioKeHuH.

20. [1ns gyero ucnoib3yeTcs jeBas kiapuia Meimn? [IpaBas kinaBuma?

21. Kak M0HO co3aaTh sipiblk Ha Pabodem crosne?

22. Yem oTau4aETCs CEHUAIBHOE NEPETACKUBAHUE OT OOBIYHOIO?

23. YUto monumarot mnoj 6ydepom oomena? KakoBo ero HazHaueHue?

24. Iloscaute oTiinune koman] Beipezats u KonnpoBats.

25. C kakoil 1enpto co3aana nporpamma IIpoBogHuk?

26. CKoJIbKO CYIIECTBYET c1I0cOO0B BXoAa B porpamMmy [IpoBoiHUK?

277. Ilepeunciute OCHOBHBIE AJIEMEHTBI OKHA MPOBOHUK.

28. [Ins yero npegHa3HaueHa MEKITaHEIbHAs TpaHua’?

29. Kakas wunHpopManus BeiBogutrcs B CTpoke COCTOSHHUS —MPOrpPaMMBbI
[IpoBOgHUK?

30. Kakoii aneMeHT (paiisioBON CUCTEMbI HAXOAUTCS HA JIEBOU MaHEH?

31. C nomMomIBbI0 KaKOro 3Ha4ykKa MOKHO CBEPHYTH JlepeBo mamnok?

32. Jlns yero npeaHa3HaYeHbl 3HaKU + U — IIpU padboTe ¢ AEPEBOM MaIoK?

33. OnuimmTe MOpsI0K CO3JaHUsI HOBOU MAIIKH.

34. Ilepeuncnure cnocoObl yaaneHus 00bEKTOB.

35. OnuiuTe NOpsAOK NepeuMeHoBaHus oObekTa. Kakoe mocnenHee nencTBue
HAJI0 BBITIOJIHUTH MPU OTIEPALMH ITEPEUMEHOBaHUs (ailia uiau nanku?

36. Ilepeuncinure ciocoObl KOMMPOBAHUS U IEPEMEIIEHUSI OOBEKTOB.

37.C kakou uenvto ucnonbzyercs kinaBuima CTRL mpu BblaeneHuUd Trpynimbl
00BEKTOB?

38. C kakoil nenbto ucnonbdyercs kinaBuma SHIFT npu BblaeneHuu rpymnbl
00BEKTOB?

39. llepeuncnure ¢Gopmbl TpeAcTaBieHUs HWHOOpPMalMK Ha TMPABOM TaHEIu
IIpoBonHuKa.

40. B uem oTauuMe onepanuu KONMpoBaHus (METOIOM NepeTacKuBaHus) (aiina Ha
JIPYroi TUCK OT KOMMPOBAHUS B APYTYIO MANKy TO e AucKa?

41. B yeM otriauuue nepemenieHus (aitna Ha Apyrol AUCK OT MEPEMEIICHHS B
JOPYTYIO MANKy TO K€ AnucKa’?

42. Kakue cHUCTEeMHBIE Omnepalui MOXXHO MPOBOAUTH MPU UCIOJIb30BAaHUU MPABOU
KHOIIKW MBIIITHU?

43. Uto moHMUMaeTCs o1 apxuBaiuei (hanaon?

44. Kak BBIYUCIIUTD CTEIECHb CKATUSA?

45. Tlepeuncnute Ha3BaHUS HauOOJIEE MOMYJIAPHBIX APXUBATOPOB?

46. Ilepeuncnure TUIBI (haiiia apXUBOB?

47. Kakoil apXuB Ha3bIBalOT CaMOPACIIAKOBBIBAIOIIIUMCSI ?

48. B Kakux cirydasx NpUMEHSIOT pACIPEICIICHHbIE apXUBbI?

49. Onuure npaBuia apxuBauuu (aitsios B aitn apxusa?

50. Kakwue BbI 3HaeTe criocoObl pacliakoBKH (aiiioB U marok u3 ¢aiis apxupa?

51. Kak yCTaHOBUTH 3aIIUTy apXuBa?

52. Kakue npunoxenuss Windows sSIBISIFOTCS CTaHAAPTHBIMH ?

53. KakuM 00pa3oM 3ammyCKarOTCsl CTaHIapTHBIE TPUIIOKECHUS ?

54. B 4em cOCTOUT pa3inyre MeKIy OOBIYHBIM U UHKEHEPHBIM KAJIbKYISITOPOM?



55. Yto HyXHO caenaTh, 4TOObI B BIOKHOTE aBTOMaTH4ECKH BCTABIISIACH TEKYILast
nara?

56. Kak M0oxHO niepeMecTuTh ¢pparmeHT ogHoro qokymenta WordPad B npyroii?
57. Kakum 006pa3oM MOKHO HaWTH HEOOXOAMMBINA ()parMeHT TEKCTa B TOKyMEHTE
Y 3aMEHUTH €T0 Ha JpYyrou?

58. Kak M0oxHO 0ThopMaTHpOBaTh a03all C TOMOIIBIO TOPU30HTATBHON JTUHEHKN?
59. KakoBbl oTiinuus TekctoBoro nporeccopa WordPad ot TekcToBoro peaakropa
biiokHOT?

60. Kakue BubI Tpaduyeckux peaakTopoB Bbl 3HaeTe?

61. UTto Takoe nuKcenb?

62. Jlist yero cioyxut Ilanutpa nunctpymentoB? I{BeToBas nanutpa? Kak BeI3BaTh
UX Ha dKpaH win yopaTh ¢ skpaHa? Kak BKIIOUUTH B pucyHOK TekcT? Kak 3amath
mpudT?

63. Kak HapucoBath KpuByto JuHHIO? [Ipsmyto nuHu0?

64. Kakue (purypbsl MOKHO HApUCOBATH C MOMOIIBIO HHCTPYMEHTOB?

65. OnuiuTe ABa criocoda BeleIeHUs (hparMeHTa pUCyHKa.

66. UTo MOKHO J1eN1aTh C BBIACICHHBIM (hparMeHTOM?

67. Kak OTKOppEeKTUPOBAaTh MEJKHUE JACTAIN PUCYHKA?

68. B kakoM ciyyae MOKHO OTMEHHUTh BBIIIOJIHEHHOE JIEHCTBHE?

69. Kak 0OTMEHUTH HE3aBEPILIEHHOE JECTBUE?

70. [Touemy okHo Paint Hy>)kKHO pacniaxuBaTh Ha BECh IKpaH?

71. Yro takoe cdopmarupoBanue? Kak 3amyckaercss mporpamma (hopMaTupoBaHUs
McKa’?

72. Yo takoe npoBepka aucka? Kak 3amyckaercst mporpaMMa NpoBEpKH AUCKA?

73. YUro Takoe nedparmentammsa’? Kak 3amyckaercs mporpamma jgedparMeHTaIuu
McKa’?

74. KakoBbl yTH MPOHUKHOBEHUSI BUPYCOB B KOMITBIOTEP U MPU3HAKU 3apa’KEHUS
KOMITBIOTEpA BUPYCOM?

75. KakoBbl criocoObl 00HapyKEHUSI BUPYCOB U aHTUBUPYCHOU MPOPUIAKTUKU?
76. Ilepeuncinnre OCHOBHBIE MEPHI MO 3aIIUTE OT KOMIIBIOTEPHBIX BUPYCOB.

7°7. OnummTe Ha3HAYEHNE aHTUBUPYCHBIX ITPOTPAMM PA3JIUYHBIX TUIIOB.

78. HazoBuTe mpuMepbl COBPEMEHHBIX aHTUBUPYCHBIX MPOTPAMM U OIMHUIIUTE HX
OCOOEHHOCTH.

79. Urto Takoe haiaoBbiii MEHETKEDP?

80. Onummte naTepdeiic TotalCommander.

81. Kak BbIIeTUTh HECKOIBKO (halJIOB, PACIIONIOKEHHBIX HE PSIZIOM JAPYT C IPyrom?
82. KakuM 00pa3oM MO>KHO BBIJICIUTH ONPEICIICHHbIE TUIHI (HaTOB?

83. Kakas xoMaHa mo3BOJISET BBIIEINTH BCE U CHATH BBIJAEIICHUE?

84. B KakoM peIaKTOpe OTKPBIBAETCA TEKCTOBBIM JOKYMEHT IO YMOJIYAHUIO IPU
pelakTUPOBaHUU TEKCTOBOTO (haitna?

85. Kak coznmats sipibik aiis paiina? Kakoe y Hero pacmmpeHue?

86. Kak M0OkHO OBICTpO TIeperMeHOBaTh (aitn?

87. Kak ynanute daitn, munys Kopsuny?

88. Kakue nBa criocoba konupoBaHus CymiecTBYyrOT? Kakue KOMaHIbl MO3BOJISIOT
9TO cenaTh?

89. Kakast koMaHJa OCYLIECTBIISIET ONEPALUIO TEpEMEILIEHUs?

90. Kak M0O>XHO €c0371aTh apXMBbI U UX PACIAKOBAThH?



91.
92.
93.
94.
95.
96.
97.
98.
99.

100.
101.
102.
103.
104.
105.
106.
107.
108.
109.
110.
111.
112.
113.
114.
115.
116.
117.

Kak moxHO pa3outs (aiin u codpats ero BOeIuHO?

UYro takoe MS WORD?

Kak 3amyctute MS WORD?

N3 kakux 3meMeHToB cocToUT 0KHO MS WORD?

Kak 3akpbiTh 0kHO MS WORD?

Kakoe craniapTHOe Ha3BaHHE UMEET OKHO JTOKYMEHTA?

Kakoil cTaH1apTHBIN BUJT UMEET TEKCTOBBIN Kypcop?

Kak MUHUMH3UPOBATH OKHO JOKyMEHTA?

Kakum 00pa3oM MOKHO OTKa3aThCSl OT TOJIBKO YTO BHECEHHBIX U3MEHEHUMN ?
Kak 0T0Opa3uth (CKpbITh) NaHEIU HHCTPYMEHTOB?

Kakue cyiiecTBy0T crnocoObl 0TOOpakeHUs TOKyMEHTa Ha dKpaHe?
Kak co3gaTh HOBBIN a03all B TEKCTOBOM JJOKyMEHTE?

Kakue cyiiecTByroT naHejiu HHCTPYMEHTOB?

Kakoe Ha3HaueHne MacIITAOHBIX JTUHEEK?

Kak 3akppeiTe o0kHO MS WORD?

Kak co3math HOBBIY TEKCTOBBIN JOKYMEHT?

Kak OTKpBITh TOKYMEHT, YK€ COXpPaHECHHBIN paHee?

Kak coxpaHuTp CO3/1aHHBIA JOKYMEHT Ha JUCKE?

Kak u kakue napameTpbl MOKHO YCTAaHOBUTD JIJIsi CTPAHUIIBI?

Kak onpenenuts KOJIMYECTBO CJIOB, CHMBOJIOB, a03a1leB B JJOKyMEHTE?
Kak Beienuts ab3ai?

Kak BbIIennTh npeanoxeHue?

Kak nepemecTuth parmMeHT tekcra?

Kak ckonupoBaTh )parMeHT B 3aJaHHOE MECTO TeKCTa?

Kak oTMeHHUTHh HEBEpHOE ACHCTBUE?

Kak BbIIEIUTE BECh TEKCT?

Kak mpousBecTu BbIpaBHUBaHUE (¢parMeHTa TEKCTa OTHOCUTEIIBHO

CTpaHULbI?

118.
119.
120.

121

122.
123.
124.
125.
126.

Kak ynanute ¢pparment u3 texcra?

Kakas pa3zHuiia Mexay KONMMpOBaHUEM, ITEpEMEIIEHUEM, IEPETACKUBAHUEM ?
Kak 3aMeHUTh parMeHT TeKCcTa BO BCEM JIOKyMEHTE?

. Kakum 00pa3om npoBepUTh NpaBUIBHOCTh HAOPAHHOTO TEKCTA?

Kak n3mMeHuTh pasmep CHMBOJIOB B OJTHOM CJIOBE?

Kakwue cymectBytoT 3 dexTsl aHnMaruu mpudra?

Kakum 06pazom (pparmeHT TeKcTa 3aIuTh IIBETHBIM (HOHOM?

Kak 3amate B ab3aiie KupHbIA mpuQT?

KakuMy KHOMKaMH TOJIB3YIOTCS ISl YMEHbLIEHUS (yBEIUYEHMs) OTCTyIa?

[Ipu paGoTe ¢ ueM ITO UCTIOTH3YETCS?

127

. Uro Takoe OykBHIla, KaK €10 BOCIOJIb30BAThHCS?

128. Yto Takoe MapKUpPOBAHHBIM CIIUCOK?

129. Kak n3MEHUTh MEKCUMBOJIbHBIN UHTEPBAJ B CIOBE?

130. Kak ycTaHOBUTH OTCTYH TEpPBOM CTpPOKHM ab3ala Ha OINpeleJICHHOE
paccrosinue?

131. Kakum 00pa3zoM MOXKHO M3MEHUTHh MEXKIYCTPOUHBI MHTEPBAI B OTJCILHOM
a03are?

132. Kak ObICTpO HalTH BCE BXOXKACHUS OMPEIEIIEHHOTO CJIOBA B TEKCT?



133. Kakum 00pa3oM MOKHO MOAHATH (OMYCTUTh) CUMBOJI (CJIOBO) OTHOCUTEIIBHO
0a30BOM TUHUU?

134. Kak u3MEHUTh UHTEPBAJ MEXAy ad3anaMu?

135. Kak co3aaTh HyMEpOBaHHBII CIHCOK?

136. Kak u3MeHUTh IBET CUMBOJIA?

137. Kakum 00pa3oM MOXKHO M3MEHUTH 3HAUYOK MapKepa IMPHU HCIOJIb30BAHUU
MapKUPOBAHHOTO CIUCKa?

138. Kakum o0pa3om uctipaBUTh HEBEPHO HAOPaHHBIM CUMBOJI B TeKCTE?

139. Kak coxpaHUTh CO31aHHBINA JOKYMEHT?

140. Yem oTnuyYaeTcs MHOTOYPOBHEBBIM CHMCOK OT MApKUPOBAHHOTO WJIU
HYMEPOBAHHOI'O CIUCKOB?

141. KakuM o0Opa3oM MOXKHO MOCMOTPETh, Kak OyAeT BBINVISIAETh JOKYMEHT MpU
pacriedarke?

142. Kak pa30uUTh TEKCT Ha IBE KOJIOHKU?

143. Kak BCTaBUTh B TEKCT IpUMeYaHue?

144. Kakue naHHbIe MOKHO aBTOMAaTUYECKU BCTABIIATh B KOJIOHTUTY?

145. Yro Takoe 3akiiagka?

146. Kak u3MeHuTh popMaT HyMepaluKl CTpaHUL?

147. KakuM 00pa3oM MOKHO MEPENUTH OT BEPXHETO KOJIOHTUTYJIA K HUKHEMY (HIIN
HaobopoT)?

148. Kak BCTaBUTb B TEKCT CHOCKY?

149. Kakue cymecTByIOT BUAbl CHOCOK? B uem paznuuue?

150. Kak pa3outh parMeHT TeKCTa Ha TPU KOJOHKU?

151. Kak ycTaHOBUTH pa3M4YHbIC KOJOHTUTYJBI JIsI TUTYJIBHOW CTpPaHULbI H
MOCIICTYIOIINX ?

152. I'te BHOCUTCS aBTOp TOKYMEHTA?

153. Kak BCTaBUTh KOJIOHTUTYJI?

154. Kak ocymecTBUTh NIEPEXO] MEKIY 3aKIaJKAMH B TEKCTE?

155. Kakum 00pa3oM YCTaHOBUTH pa3iMYHbIC MapaMeTphbl IS HECKOJIbKHUX
CTPaHMI] OJHOTO U TOTO k€ TOKyMeHTa?

156. Kak pa30ouTh TOKYMEHT Ha pa3zesbl?

157. Kak BCTaBUTh HyMEpalUiO CTPAHUIL?

158. Kak co3aaTh B HOBOM pa3jielie KOJIOHTUTYJ, TAKON ke, KaK B MPEIbIAYIIEM?
159. ns yero npegHa3HaueHa NaHeIb HHCTPYMEHTOB PucoBanue?

160. Kakue 00beKThI MOTYT OBITh B TIOKyMEHTE?

161. Yrto Takoe o6bexT WordArt?

162. Kakue neiicTBuSI MOKHO TPOU3BOIUTH C TPAaPUIECKUMU 0ObEKTaMuU?

163. Kakue cymiecTBytOT criocoObl o0TekaHus rpaduuecknx 00beKTOB TEKCTOM?
164. YUTo MOKHO BCTaBUTH B IOKYMEHT KOMaH101 BcTaBUTh?

165. Kakue neiicTBusi MOKHO TPOU3BOAUTH C aBTOGUTYypamu?

166. KakuMm 00pazoM MO>KHO ITpou3BecTd (hopMaTUPOBAHUE HAMUCH?

167. Kak n3o0pakeHue 3KpaHa MepeHEeCTH B TEKCT B BUJI€ rpad)MuecKOro oobekTa?
168. Kak BcTaBUTh KapTUHKY U3 rajepeu kowiekuuu ClipGallary?

169. Kak nu3MeHuTh pazmepbl o0bekTa?

170. Kak o6BecTH CTpaHUILy XYI0KECTBEHHOM paMKOi?

171. Kak co3nath aHuManuoHHbIi 3G hekT co mpudrtom?

172. Yto takoe aBTOouUryps1?



173.
174.

Kak BctaButh Haammcey?
Kakum oOpazom wu3MeHSeTCS TOPSOOK  B3aWUMHOTO  PACIIOJIOKCHHUS

rpaduueckux 0ObeKTOB?

175.
176.
177.
178.
179.
180.
181.
182.
183.
184.
185.
186.
187.
188.
189.
190.
191.
192.
193.
194.
195.
196.
197.
198.
199.
200.
201.
202.
203.

Kakue Tunel TMHUN €CTh B UHCTPYMEHTE pucoBaHus JInHumn?

Kakwue ectb mapaMeTpsl HACTPOIKHU rpaduueckux 00beKTOB (M300paskeHus)?
Kakwue cymiecTBytoT kareropuu aBTopuryp?

Kak Bbienuth rpadguueckuii 00bEKT, yAanuTh?

Kak u3amMeHuTs cnocod o0Tekanust 00beKTa TEKCTOM?

Kak u3amMeHuTs cnocod 3anuBKu aBTOQUTYpbI?

Kaxk ucnpaButh TekcT B 00bekTe WordArt?

Kakum 00pazoM MOXKHO MpugaTh 0OBEMHBIN BU O0BEKTY?

Kak 3arpy3uTh pucyHOK B BUJIE 3aJIUBKU aBTOGUTYPHI?

Yro Takoe Tabnuua’?

Kak BcTaBUTH CTPOKY B TaOIUILy?

Kak 3amMeHuTh HIpUQT TEKCTA B OTACIBHON sSUeiike?

Kakum 00pa3oM MOKHO IepeMeniaThes o Tadnuie?

Kak n06aBuUTh TaONMILy B TEKCT?

Kak ynopsiiounTh CTpOKH B TaOJIHIIE IO HEKOTOPOMY MPHU3HAKY?

Kak 00beAMHUTD ueliKu B TaOJIUIIE B OJHY ?

Kak u3MeHHUTBH pacIionoKeHue IpaHull TueeK?

Kak co3znate Tabauiy MeTojoM npeodpa3oBaHusl TEKCTA B TaOIUILy?

Kak BBIpOBHSTH JAaHHBIC B sSTYCUKE?

KakoBo Haznauenue nanenu TaOauIlbl ¥ TPaHUIIBI?

MO>KHO 1 BCTaBJISATh PUCYHKH B STYEUKH TAOIUIIBI?

M3 KakuXx 3JI€MEHTOB COCTOUT Tabauua?

Uro Takoe 3aknazika, €€ Ha3HaueHUe?

Kaxk co3nats Tabnuiry ¢ moMmoristo koman bl Hapucosats Tabmnuiry?

Kak u3amenuTts mupuny crondua (Bce crnocoObr)?

Kakue ocHOBHbBIE (DYHKIIMM MOYHO MCIOJIb30BATh MpHU pacuerax B Word?
Kaxkue cnocoObl mpeoOpazoBaHus TaOIUIL CyIIECTBYIOT?

Kak npousBecty 3aJIMBKY A4EUKN?

Kakum 00pa3oM MOXXHO HMCHOJIb30BaTh JIaHHbIE W3 OJHOM TaOJMLBI MpU

MPOBEJICHUN PACUETOB B JIPyTrOn?

204.
205.
206.
207.
208.
200.
210.
211.
212.
213.

Kakum 006pazom MOkHO TTpeoOpa3oBaTh TAOIHUITY B TEKCT?

Kaxk BBOASITCSL JTaHHBIE B SUECUKY?

Kak 3agaTh KOJTUYECTBO CTPOK U CTOJIOIOB B TaOIuIlEe?

Kak ynanute cTonber u3 Tadbiuiib1?

Kakum 006pa3oM MOKHO pa3/ieuTh STYCHKy B TaOJIMIIe Ha HECKOIBKO?

Kakue tumnel quarpamMm Bbl 3HaeTe?

Kak BCTaBHTH B TEKCT MaTeMaTHICCKYIO (hopmyTy?

Kak BCcTaBHTh B TEKCT AMArpaMMy JJIs 3aIaHHON TaOJIHIIbI?

Kak BbI3BaTh Mactepa nuarpamm?

Kak oTKpbITh OKHO penaktopa (opmyJti, YTOObI OTPEAaKTUPOBATh T'OTOBYIO

Gopmyiy?

214.
215.

Kak BcTaButh B hopmyity 1mabiioH 1poOu uiv pagukana?
Kakum 00pa3oM MOKHO U3MEHUTH LBET psia TaHHBIX?



216. IIlpn w3MeHEHWW JaHHBIX B TaONMIe, TO KOTOpOW ObLIa TOCTPOCHA
Jyarpamma, U3MEHHUTCS JIh cama Auarpamma’?

217. Kak U3MEHHUTH pa3Mepbl AUarpaMMmsbl?

218. Kak ynanuthk quarpammy?

219. MoHO 11 ¥ KaK U3MEHHUTH (POH 00J1aCTH OCTPOCHUS AUArPAMMBbI?
220. 13 xakux obiacTeil COCTOUT nuarpamma’?

221. Kak BcTaBUTh B (hopMyITy IIA0JIOH CYMMBI WJTH TIPOU3BEACHUS psija’?
222. Kakum 00pa3oM MOKHO U3MEHUTh pa3Mephl CO3aHHON (HOpMYIIbI?

223. Yto Takoe nerenaa? Kakue nelicTBUs C JIET€HI0M MOXKHO MPOU3BOIUTH?
224. Yo Takoe mojie B TEKCTOBOM JOKYMEHTE?

225. Kakue TuIbl ojiel CylmecTByoT?

226. YTo Takoe Ko ¥ 3HAUEHHUE T10JIen?

227. Kak BCTaBUTh B JOKYMEHT Mo0Jje?

228. Kak nepexaovaroT KOJ U 3HAYEHHUE TOJIs?

229. Kak 0OHOBJSIOTCS 3HAUEHUS TOJIECH ?

230. Yto takoe noiust popmbl? Kakue cymecTByoT Tpu nodist Gopmbi?

231. Kakue JOKyMEHTbI Ha3bIBaIOT [Ia0JI0HAMHU?

232. C KakuM paclpeHueM coxpansaroTcs madiaonsl B WORD?

233. Kakumu cnocob0aMu MOKHO €O371aTh COOCTBEHHBIN 11a0I0H?

234. Yto 03Ha4aeT TEPMUH «AJIEKTPOHHAS (hopMar?

235. Kak HacTpouTh mapameTphl MOJIeH AMEKTPOHHON (HOpMbI?

236. {5 yero 3aIuinarT CO3IaHHbIC dJIEKTPOHHBIE (POpMBI?

237. Kak 3aluTuTh 3JIEKTPOHHYIO (hopmy?

238. Kak BHECTH U3MEHEHHS B CYIIECTBYIOIIYIO JICKTPOHHYIO (hopmMy?

239. Yto Ttakoe ctuiiu opMaTUpoOBaHUs?

240. Kak nepeiitu B pexuM oToOpakeHus nokymenta Ctpykrypa?

241. Yo Takoe 3arojIoOBOK U €r0 ypOBEHb?

242. Kak nepemMecTuTh ad3al] TEKCTa B PEXKUME CTPYKTYPbI?

243. Kak N3MEHUTh YPOBEHb 3ar0JIOBKa?

244. Ha3HauyeHUE CXEMbI JOKYMEHTA?

245. Kak obecreunTh aBTOMaTUYECKOE MOCTPOEHUE OTJIaBIeHUs?

246. Kak BCTaBUTbH B IOKYMEHT OTJIaBJICHUE?

247. YTO HYy»KHO AJis1 aBTOMAaTUYECKOT0 TOCTPOCHUS CIIMCKA WUTKOCTPALIAA?
248. Kak 100aBUTh B JOKyMEHT CIUCOK HILTIOCTPAITUi?

249. Yto Takoe NpeAMETHBIN yKa3aTeslb U KaK OH BCTABIISIETCS B JOKYMEHT?
250. Kak nepememarbes Mo OOJIBIIOMY TEKCTY € MOMOIIBIO OTIJIaBIICHUS, CIIUCKA
WJUTIOCTPALUNA U MPEIMETHOTO yKa3aTes?

251. Kakue 10KyMeHThl HEOOXOIUMBI TSI TPOTIECCa CIIUSTHUS?

252. B xakoM BHIEe TOJDKEH OBITH ITOATOTOBJIEH MCTOYHUK HAHHBIX IS CIHUSHUA?
Yto sBisieTCs MOISIMHU U 3aMUCSIMU B UCTOYHUKE JAHHBIX ?

253. B Kakoil MOMEHT MOHO PACCTaBUTh MOJIS CIUSIHUSA?

254. Kak BBIMOJHAIOTCA (PUIBTpAIUS U COPTHUPOBKA?

255. Kak omnpenenuTh KOJWYECTBO IMOJYYEHHBIX B PE3yJbTaTe CIUSHUS
JOKYMEHTOB, HE BBITIOJIHSS CaMO CIUsIHUE?

256. Kyia MOXeT BBITIOJHATHCS CIHUSHUE (IIPOCMOTP BCEX 3aIrKCeit)?

257. Kakue snementsl Word MO>KHO HACTPOUTH?

258. Kak HacTpouTh MaHenb ObICTPOro qoctyna?



259. MOXHO I HACTPOUTH BKJIAJIKH ?

260. Kak BOCCTaHOBUTbh HACTPOMKHU 110 YMOJTYAHHIO?

261. MoOXHO T pa3MECTHUTh Ha IMAHEIN OBICTPOTO JTOCTyTa KHOTIKA CTUJICH?

262. Kak co3matorcst MakpoChl?

263. Kak Ha3HAuuTh MakpoCy: OBICTPOE COYETAHUE KJIABHUII, KHOMKY Ha TMaHENH
OBICTPOrO JTOCTyMa?

264. 'ne MOXXHO COXpaHATh MakpocChl? Pa3nuuus B UX JOCTYHNHOCTH IPU Pa3HbIX
MECTaX COXPAHEHUSI.

265. Yto Takoe ouudpoBka?

266. Kakue 3tanbl BKIOYaeT B ce0s mporiecc onuppoBKu?

267. 3aueM HY>KHbI IPOrPAMMBbI pacliO3HABAHUS TEKCTA?

268. Kak nmpoucxoauT pacrno3HaBaHUe TEKCTa?

269. Kakue nporpaMmsbl pacrio3HaHUs TEKCTa Bbl 3HaeTe? KakuMu moJib30BaInuch?
270. Kakoe paspelnieHue SBISETCS ONTUMAIbHBIM JJIsi CKaHUPOBAHUA TEKCTAa,
U300paKeHUn?

271. Kak MOKHO OCYILECTBUTH NPEIBAPUTEIBHBIA IPOCMOTP TOJIBKO MEPBBIX IBYX
CTpaHUIl JOKYMEHTA B ONPEIeIEHHOM MacIiTabe oToOpaxkeHus?

272. Kak MOXHO BBIBECTH Ha IIe4aTh S DJK3EMIUISIPOB IEPBOM CTPaHHUIIBI
JTOKyMEHTa?

273. Kakas undopmarius 3a1a€Tcsi B JUaI0roBoM okue Ilapamempul cmpanuywl?
274. Yto Takoe KOJOHTUTYJI?

275. Kak co3naTh KOJIOHTUTYJIBI Ha MEPBOW CTPAHUIE JOKYMEHTA OTJIMYHBIE OT
KOJIOHTUTYJIOB OCTAJIbHBIX CTPaHULL?

276. Kakast uH(bopMaIiis MOKET HaXOJIUThCS B KOJIOHTUTYJIaX ?

277. Kak HaneyaTaTh 4acTh JOKYMEHTA?

278. Cnoco6sl 3anycka Excel. CtpykTypa okHa Excel.

279. Haznauenne kHonok CBepHyTh, BoccTaHoBHUTH, 3aKkpbITh, PaciaxHyTh Ha Bce
OKkHO. OTinune KHONOK CBEPHYTh U 3aKpPbITh.

280. Pabota ¢ anemMeHTaMu MEHIO: CIOCOObI JJOCTYIA K 3JIEMEHTaM TJIaBHOTO MEHIO
U noaMeHro. Bupawl 3arojioBkoB MeHIO. BbIXoq u3 MeHIO 0e€3 BBHINIOJHEHUS
KOMAaH/Ibl.

281. HazHaueHne mnaHenei HMHCTPYMEHTOB. Pa3MmemieHue mnaHened Ha DKpaHe.
Brrouenue/oTkroueHue naneneil. Kakue nanenm pekoMeHayeTcss 0ToOpaxaTh Ha
JKpaHe.

282. Haznauenue cTpoku BBoja ¢popmyi. Ee cocraBubie yacTu.

283. Yro Takoe kuura B Excel? U3 wero cocrout kumra? Kak mepeximrouaThcs
mexay kauramu? CTpykTypa okHa paboueil KHUTH.

284. Slpnapuku TUCTOB W paboTa C HUMHU: TEPEKITIOYEHUE MEXAY JINCTaMH,
nobOaBieHHe JIUCTA, yaajaeHue JUCTA, MepEMMEHOBaHUE JIUCTA,
nepeMenieHre/KOnupoBaHKe JIMCTa. Y IPABICHUE BUAUMOCTBIO SIPJIBIYKOB JINCTOB.
285. BBoxg B dueiiky TekcTa. UTO SBISIETCA TEKCTOBOM KOHCTAHTOM, KakKue
CUMBOJIBI MOKHO HCIIOJIb30BaTh INpu ee Habope? K kakoil rpaHuue sdeilku
MPUKUMAETCS TEKCT?

286. BBoa B siueiiky uuciia. Buapl ynMciioBbIX KOHCTaHT. Kakue CHMBOJIBI MOKHO
MCIIOJIB30BaTh NpH BBoAE unciia? K kakol rpaHule sYeHKU NPUKUMAETCA YUCIO0?
Kak uucno npeobpazoBaTh B TEKCT?



287. BBoa B siueiiKy natbl M BpeMeHU. K KakoMy THIy JaHHBIX OTHOCSITCS 3TH
KOHCTAHTHI?
288. UTo mpOouCXOIUT, €CIIU IO IUPHUHE CTOJIOIA HE BXOIST:

a) TEKCTOBbIC JJAHHbIE?

0) uncna, 1aThi?
289. Brox B sueiiky ¢opmynsl. C kakoro cumBojia HaunHaetcs (opmyna? Uto
oToOpakaeTcs mocie BBojaa (popmyiibl B siueiike? B cTpoke hopmy?
290. Box B sueiiky ¢opmynbl. C Kakoro cumBosia HauuHaeTcs dopmyna? Yrto
oToOpakaercs mocie BBojaa (popmyiibl B siueiike? B crpoke hopmy?
291. Kakue 3Haku omepanuii ynotpebisitorcss B dopmyrnax? Uto moxkeT ObITh
onepangom? HazHaueHnue ckoOOK.
292. Anpec sueiiku, kak oH (opmupyercs? [IBa crocoba BBoma B (dopmyiy
anpeca. [ToHsiTHE OTHOCUTENBHOTO a/Ipeca.
293. Yto Takoe aOCONIOTHBIM aapec? yeM aOCOJIOTHBIM aJpec OTIMYAETCS OT
OTHOCHUTEJIBHOTO?
294. CMmelaHHbIi apec, €ro OTJIMYUE OT OTHOCHUTENBHOTO M abcomtoTHoro. C
MTOMOII[BIO0 KAKOW KJIaBUILKA MOXKHO OBICTPO U3MEHSTh THUM ajipeca B hopmyiie?
295. Kak BBINIOJIHAETCS CChUIKA HA AYEHKY JIPYroro JucTa TeKylend kauru? Kakoun
BU/JI MPUHUMAET UJAECHTUPUKATOP STYEHKH TIOCIJIC BHIMIOJHEHUS CCHUIKU?
296. Kak BBINOJIHSIETCS CChUIKA Ha SYEUKY APyroro jucra apyrod kHuru? Kakoii
BU/JI TPUHUMAET UJACHTUPUKATOP SUECHKH MOCTIE BHIMOTHEHUS CCHUIKH?
297. llpenmy11ecTBO UCIOIB30BAHUS UMEH siUEEK mepen aapecamu. Kak gaTe ums
STUCHKe, UCTIONB3YS CTPOKY hopMyn?
298. Kak nath uMs si9eike, UCIoJib3ys UaioroBoe okHo «IIpucBoeHrne nMeHn»?
299. Haznauenue Macrepa QpyHKITUH.
300. CriocoOsbI Be130Ba Mactepa pyHKITHi.
301. Iopsnok BBoJa (hyHKLIMHU C UCIIOJIb30BaHUEM Macrepa.
302. Bog aprymenToB (pyHKIMH. B Kakux ciiydasx yJoOHO BBOJUTH apTyYMEHTHI C
KJIABUATYPBI, @ B KAKUX C UCIOJIb30BAHUEM MBI ?
303. BBOJ BIOKEHHBIX (PYHKIMI U CIIOKHBIX (POPMYJI.
304. PenaktupoBanue PyHKIHMA ¢ UCTIOJIb30BaHUEM Mactepa.
305. Beimenenue OOBEKTOB (siU€iikM, CTOJIOLIA, CTPOKH, HHTEpBaja, JIMCTA).
Brienenue HECKOIBKUX OOBEKTOB.
306. CriocoObI M3MEHEHUsI MUPUHBI ¢TOI011a? BBICOTHI CTpOKH?
307. Kak ckpbITh cTosioer/cTpoky? Kak packpbITh cTOI6€11/CTpOKY?
308. Kakumu criocobamu MOKHO BBITIOJIHUTH (popMaTUpOBaHKe 00bheKTa?
309. Kakue BO3MOXXHOCTH (opMaTHpOBaHus TMpeaocTaBiser Biiaaka [pudt
nuranoroBoro okHa @opmar sueku?
310. Kakue  BO3MOXXHOCTH  (popMaTUpOBaHHUS  MPEJOCTABISICT  BKJIAJIKa
BripaBHUBaHME?
311. Kakue Bo3MOXHOCTH (hOpMATUPOBAHUS PEJOCTABIISIET BKIaAKa [ paHuLib1?
312. Kakue B03MOXHOCTH (hOpMATUPOBAHUS MIPEIOCTABISIET BKiIaaka Bua?
313. Kakue craHmapTHbIe 4YHCIOBBIE (opMaThl TPEAYCMOTPEHBI Ha BKIIQJKE
Uucno? Yem xapakrepusyeTcs: Kaxabid popmar?
314. Koraa ucnomnb3yercs noJjib3oBarenbekuid popmar? Tlopsinok ero coznanus.
315. Ympasnsromue CUMBOJIBI MOJIb30BAaTEILCKOr0 (hopMaTa AJis YUCla, TEKCTa U
JaThI.



316. Kak BeimosHsieTcst KonupoBaHue ¢popmara?
317. Ha3nauenue aBToopmarupoBanus. Kak oHo BbimosnHseTcs?
318. BoamoxHoctn  komaHasl [I[PABKA—OUYUCTUTDH npuMeHUTENbHO K
dbopmatam
319. CocoObl BBIMONHEHUS omnepanuu KomupoBaHus. CrnocoObl BBITIOJHEHUS
onepauuu nepemenieHus. Yem otnuyaeTcsi KONUPOBAHKUE OT NEPEMEILIECHUS?
320. KonmpoBanue/ mnepemMelieHue sueek, cojaepkamux dopmynsl. Kak Biuser
ajJipecalids Ha KonupoBaHue? Ha nepeMeleHme?
321. Kak paboraer komanna MeH0 Ouuctuth? UTO MPOMCXOAMT IMPU OUUCTKE
collep)kuMoro? mpu ouucTtke Qopmara? mnpu ouucTke Bcero? Kakoil komanze
COOTBETCTBYET HaxkaTue Ha kiasuiry Delete?
322. Komanjga Y nanuTh NIPpUMEHUTENBHO K CTOJNOILY, CTPOKE, SueiKe, UHTEpBaIy.
323. Komanga BeraBuTh NpUMEHUTENBHO K CTONOILY, CTPOKE, slUEHKE, HHTEpBaIy.
Kyna BcraBisiercsa ctpoka/cronoen?
324. na 4yero IIPUMEHSETCS KOMaH/1a CnenuanpHas BCTaBKa?
[TocnenoBaTeabHOCTD €€ BHIITOJTHEHHUS.
325. Kak BeInoiHseTcss konupoBaHue popmara? /[t uero oHo He0OX0UMO?
326. 3anonHeHne MHTEpBaia A4deek c (opmynamu. Kak Biauser aapecauust B
dbopmyie Ha 3anoaHeHue?
327. 3anonHeHre UHTEPBAJIa YUCIAMHU C 3aJaHHBIM [IArOM.
328. 3anoyHEeHUE UHTEpBAJIA:

O OJMHAKOBBIM TEKCTOM

O OJMHAKOBBIMU YHCIIAMU

O OJMHAKOBBIMU JAATaAMU

O YHCJIaMH C 1arom 1

O Jlatamu ¢ marom 17
329. Haznauenue ¢ynkuun ECJIN. KonaumdecTBo mapaMeTpoB M HMX Ha3HAUYEHUE.
[Ipumepsr.
330. Ctpykrypa ycnoBus pynkuuu ECJIN. Uto siBiisieTcs: 3HAaYECHUEM YCIOBUS?
331. BelpakeHHsI OTHOLIEHHUS: OTIEPALINH, OTIEPAH/IbI, TPUMEPHI.
332. Jlornueckue onepanuu: Ha3BaHUE, Ha3HAYEHUE TapaMeTpoB. [Ipumepsr.
333. Kak BBIUMCIAIOTCS 3HAYEHUS JOTHUeCKuX onepanuii? [Ipumepsr.
334. BrnoxenHble ycinoBusi. BapuanTsl Binoxenus. [Ipumepsi.
335. OToOpakenue TeKCcTOBbIX cooOmieHuit B hynkuun ECJIN. [Tpumepsr.
336. Iloncuer konuuecTBa SYEEK BHYTPH JIMANA30HA, YAOBJIETBOPSIOIMX
3aJaHHOMY Kputepuro. [Ipumepsr.
337. CymmupoBaHue I4€€K, 3a/IaHHbIX KputepueMm. [Ipumepsi.
338. OTnuuune ycioBHOTO (hOPMATUPOBAHUS OT TIPSIMOTO.
339. Ilopsaaok BBITIOJHEHUS YCIOBHOTO (POPMATUPOBAHUS.
340. 3apanue ycnoBus. B yeMm pa3zHuia npu GopMaTupOBaHUM MO 3HAYEHUIO OT IO
bopmye?
341. ®opmaTtupoBanue no 3HaueHuto. [Ipumep.
342. ®opmaTtupoBanue 1o ¢popmyie. s Kakol sTYeMKH UHTEpBalia 3alMuChIBACTCS
ycinoBue? IlpaBuna gopMupoBaHus TuIa ajgpecaluu s SYEeK, YKa3aHHBIX B
dbopmyiie.
343. Kak ¢opmupyeTcsi pe3ysbTar, €CId B BBIICICHHOM [WAIla30HE OJHA WIIH
HECKOJIBKO SYEEK YJAOBIETBOPSIOT HECKOJIBKUM YCIOBHUSIM?



344. PegaktupoBaHue YCIOBHOTO hopMarta.

345. Y nanenue ycinoBHbBIX (popMaToB.

346. [Touck siueex, UMEIOIINX YCIOBHBIN (opmart.

347. OCHOBHBIE TIOHSITUSI AUATPAMM: Psibl TAHHBIX, KATETOPUM, THUI, SJIEMEHTbI
Jiarpamm.

348. OcHOBHBIE ITpaBUjIa MOCTPOEHUS Auarpamm B cucreme Excel.

349. Co3znanue quarpamMm ¢ UCIIOJIb30BaHHEM MacTepa aquarpaMm.

350. Coznanue rpaduxoB ¢ynkumit. Kakolt Tun amarpamMMbl HEOO0XOIUMO
UCITI0JIb30BATh JJI MOCTPOCHUS rpapuKOB?

351. IlocTpoeHre MOBEPXHOCTEM.

352. TlocTpoeHure ceueHU MOBEPXHOCTEH.

353. PegakTupoBaHuE JUarpaMM M UX 3JIEMEHTOB.

354. ®opmaTUpOBAaHUE TUATPAMM U MX JIEMEHTOB.

355. ®opmMaTupOBaHKUE TPEXMEPHBIX IUATPAMM.

356. [lonatue JTUHUM TPEHAA, OCHOBHBIC MapaMeTpbl JUHUU TPEH]IA, TUIIbI JTUHUN
TpeHaa

357. [locTpoeHue TMHUU TPEHA.

358. AnnpokcuManus TabJIMYHON 3aBUCUMOCTH C UCII0JIb30BAHUEM JIMHUY TPEH/IA.
359. [Iporuo3upoBaHue ¢ UCTOJIb30BAHUEM JIMHUU TPEHAA.

360. @opmaTupoBaHUE U PEAAKTUPOBAHUE JIMHUU TPEHAA.

361. Jlns kakux 3a7a4 UCIIOJIB3YETCs Mo100p mapameTpa?

362. [lopsimok  BBIMOJIHEHUS TMoAOOpa TmapameTpa. 3arojHEHUE DJIEMEHTOB
nuanorooro okHa [log6op mapameTpa.

363. 3agaHue MOrPeIIHOCTH BBIYUCIICHUN.

364. PellieHre HEMMHENHBIX YPABHEHUM.

365. Ha3zHaueHue novcka pemneHusl.

366. BeinosiHeHrE TOUCKA PEIICHMS.

367. Mcnonb30BaHue ClIEHAPHUEB JI1 MHOTOBAPUAHTHBIX PACUYETOB.

368. O0miass mocTaHOBKa 3aJady ONTUMM3AlUMM. Buabl 3amady  ONTUMHU3AIMM:
JIMHEMHAs1, HeJIMHEeHAs.

369. Pemienue 3a1a4 ONTUMU3AIMN C UCTIOI30BAHUEM MOUCKA PEIICHUS.

370. ns uero npeaHazHaueHo npuiiosxkeHue PowerPoint? Kak ero 3anmyctuts?
371. YUto Takoe npe3eHTanusi? Uro Takoe ciaiia?

372. HazoBuTe criocoObI CO3/1aHUSI PE3CHTAIIHN.

373. Yro takoe mabnon? Kakue cymiectByroT Bubl m1adiaoHoB B PowerPoint?
374. Kakoe pacmmpenre umeeT (aiist mpe3eHTaIuu, adaoH Mpe3eHTaInn ?

375. O0bscHUTE Ha3HaueHne PexnuMa ciiaiaos.

376. Ha3zBath OCHOBHBIE XapaKTEPUCTUKH PexnmMa cOpTUPOBIIMKA CIIAii/I0B.

377. Kak BBIMOTHUTH TIOKa3 mipe3eHTanuu? Ha3sate criocoObl mokasa
MIpEe3CHTAIUH.

378. Uto Takoe aHuManusa?

379. Uto Takoe nepexon ciaiios? [IpumMepsl nepexoja ciaiiios.

380. ITosicHuTE MOHATHE MYJBTUMEINA.

2.2. OueHo4YHbIE CPEACTBA JAJIA MPOMEKYTOYHOH aTTeCTAUM (3a4€T)
Bomnpoce! AJis1 mpoBeieHUs 3a4eTa
1. Tlonsarue undopmatuku. [Ipeamer u 3anaun nHGOpMaTUKH.



2. Hndopmaruzamms olriecTBa 1 MECTO HH(POPMATHKHA B COBPEMEHHOM MHPE.

3. llouatue wuHdOpMaMK, €€ OCOOEHHOCTH H BHUABL. DKOHOMHUYECKas
uHOpMalus, ee CBOMCTBA, CTPYKTYpa.

4. HUctopus DBM. Ilokonenus 9BM. Pazputre nmporpaMMHOIo 00eCreYeHHUs.

5. Tlpunnumner por Heiimana. OcCoOOEHHOCTH COBPEMEHHBIX KOMITBIOTEPOB.

6. Apxutektypa [I9BM. MaructpansHo-moaynbHblil npunnui. [lepudepuitasie
U BHYTPEHHHE YCTPOUCTBA, CXEMa B3aUMOJICUCTBUS.

7. PazButue komnbroTepoB IBM PC. IlpuuuHbl ycnexa nepcoHaibHbIX DBM.
[IpyHIMNT OTKPBITOW apXUTEKTyphl. OrpaHUYEHHOCTh O00JACTH MPUMEHEHUS
nepcoHanbHbIX OBM.

8. HasHaueHne OCHOBHBIX yCTpoiicTB OBM: mNeHTpallbHOrO Mpoueccopa,
BHYTPEHHEH MamsTH.

9. Kinaccudpukanus 3BM. OcHOBHBIE XapaKTEPUCTUKUA  BBIYUCIUTEIHHON
TEXHUKHU.

10. Knnaccuduxkaryst mporpaMMHOT0 00€CIIeUeHHMS.

11. Opranuzanus (aitaoBoil cuctemMbl W 0oOCTyXMBaHHE (DaAlIOBOM CTPYKTYpbI
NEPCOHAILHOTO KOMITBIOTEPA.

12. BeruncnuTeabHbIe CUCTEMBI, HA3HaYCHUE, KiIacCu(pUKaLMS, apXUTEeKTypa.

13. Ha3znaueHue nporpaMMHBIX CPEJCTB, UX KIIACCHU(PUKALIHS, COCTaB.

14. Onepanmonnsie cuctembl (OC), ux gynkimu, Buast OC.

15. Onepanmonnas cucrema MS DOS. Untepdeiic komangHo ctpoku. DaiinoBas
CUCTEMA.

16. Onepanmonnas cuctema Windows: xapakTepuCTHKa U apXUTEKTypa.

17. Unrepdetic u 3amyck nporpamm B OC Windows.

18. Pabota c ¢aitnamu u mankamu B OC Windows.

19. Ucnionp30BaHne CEpPBUCHBIX MporpamMMm: paboTa ¢ apXWBaMu, aHTUBUPYCHas
0opb0a, oociyxuBanue auckoB B OC Windows.

20. ®yHKIMHA TECTUPYIOIIMX MPOTPaMM, YTWIIUT, JIPAWBEPOB, ONEPALMOHHBIX
000JI0YEK U Ap. CUCTEMHBIX ITPOTrpamM.

21. [IpukinagHoe NOporpaMMHOE OOEecrneyeHUue KaK HHCTPYMEHTapUidl peleHus
dbyHkunoHanbHBIX 3anad. Kiaccudukanus, ocoOEHHOCTH MOCTPOEHUSI U 00JACTh
MIPUMEHECHUS.

22. [TakeTsl TPUKIAAHBIX TTPOTPaMM 00IIeT0, O(UCHOTO Ha3HAYEHUSI TEKCTOBBIC U
rpadudeckue peaakTophl, TAOJIUYHBIC TPOIECCOPHI, CUCTEMbI YIIpaBieHuUs: 6azaMu
JAHHBIX, U3/IATEIHLCKUE U MYJIbTUMEIUINHBIC CUCTEMBI, Opay3ephl U Jp.)

23. [IpodeccnonanbHble MaKEThl MPUKIATHBIX MPOTpaMM JUIsl peIIeHUs 3aaad
yIIpaBJICHHUSI.

24. TexctoBbie (aitnbl. CTaHmapTHBIE TPONEAYPhl U (DYHKIMHM IJIT TEKCTOBBIX
¢aitnos.

25. Microsoft Word. OcHOBHbIE BO3MOKHOCTH Iporpammbl. Buj okHa, MEHIO.
DJIEMEHTBI TEKCTOBOTO AOKyMeHTa. OCHOBHbBIE OMEpPAlUd C TEKCTOM (BBIIECICHHE,
yAalieHue, epeMelleHe, KOMUPOBaHUE).

26. Microsoft Word. ®opmatupoBanne TekcTa (CMMBOJIOB U ab3alleB), CTpPaHHUIL.
Tpu cnocoba cozmanus tabiaui, B Word. PemaktupoBanue u QgopmarupoBaHue
tabnui. OdopmiileHre CTpaHMIbl JOKYMEHTa (pa3MeTKa CTpaHHWIIbl, BCTaBKa
HOMEPOB CTPAHULl U CHOCOK, Pa3pbIB CTPAHULIBI).



27. Microsoft Word. ®aiinoBele omepanuu (CO3JaHUE HOBOTO JOKYMEHTA,
OTKPBITHE U 3aKPBITHE IOKYMEHTA, COXPAHEHHE U MIeYaTh JOKYMEHTA).

28. Tabmmunbiii mporeccop Excel, ero Ha3HaueHWe W BO3MOXKHOCTH. 3arpy3ka d
3aBepIIeHre paboThl MPOTPAMMEI.

29. CnpaBounas cuctema Excel. CriocoObI mosTydeHus CripaBOYHON WH(GOpMAITUH.
30. OcHoBHBIE 251eMeHTHI OkHa Excel n nx HazHaueHue.

31. Crpykrypa paboueit kuuru B Excel. DnemeHTsl 0kHA paboyeil KHUTH.

32. Tunsl nanabix B Excel. BBoa u otoOpakenue Ha pabodyeM JUCTe JaHHBIX TUIIA
TEKCT, YUCJIa, JaTa/BpeMsi.

33. ®opmynsl u ¢ynkuuu B Excel, ux oOo3HaueHue, MOpPAIOK HMX BBOAA H
peIaKTUPOBAHUS.

34. PenakTupoBaHHE U YJIaJICHUE JIaHHBIX B siUeikax padoueit kauru Excel.

35. bydbep oOmena, ero Ha3HaueHHEe U HUCMOJb30BaHue. KomupoBaHue u
nepeMeIleHne TaHHbIX B siueiikax padbouei kauru Excel.

36. ®opmaTupoBaHue JaHHBIX padodeit kHuUTH Excel. Buasl u cmocoObl
dbopmaTupoBaHusl.

37. BcTaBka u yaajneHue siueek B paboueM aucte padoueit kuuru Excel.

38. BcTtaBka u ynaineHue CTPOK M CTOJIOIIOB B pabodem JIMCTe pabodeil KHUTH
Excel.

39. Crioco0bl ¥ IOPAZIOK CO3/IaHus U coXpaHeHus paboueit kuuru Excel.

40. CriocoObl ¥ TOPSAIOK OTKPBITUS U 3aKpbhITHs paboueit kuurum Excel.
[Tepemernienne Mex 1y OTKPBITHIMU pa0OYUMH KHUTAMH.

41. Pabora ¢ nmucramu paboueit kauru B Excel. Beigenenue, BcTaBka U yJajieHue
JUCTOB B paboyeil KHUTE.

42. KonupoBaHue ¥ TIEpeMeElIeHHe JHUCTOB B paboueir kuure Excel.
IIepenMeHOBaHKE JIUCTOB.

43. YcTraHOBKa TmapaMeTpOB  CTpPaHULBI, NPEABAPUTEIBHBIA  MPOCMOTP H
MOJrOTOBKA K revyaTu padoueil knuru Excel.

44. IIporpaMMHbIEe  cpeacTBa mpe3eHTanui. lloHATHE O  KOMIBIOTEPHBIX
MPE3CHTAIMAX M MPOTPAMMHBIX CpPEACTBaxX Il pa3pabOTKU KOMITbIOTEPHBIX

MIpE3EHTALUN.

45. IlporpamMmmubie  cpefnctBa  mpeseHtanuii.  [loHsitue o mporpammax
MPE3EHTAIMOHHOMN rpaduKy. Kparkas XapaKTepUCTUKA porpamMmm
MPE3EHTAIMOHHON TpaduKH.

46. ITporpamMmmHbie cpencTna MIPE3EHTALUH. Wnrepdetic porpaMm

pe3eHTalnoHHOM rpaduku. Pabota ¢ MeHIO U TTaHEeIsIMU HHCTPYMEHTOB, paboTa ¢
JTNAJIOTOBBIMH OKHAMH.

47. IIporpaMMHBIE CpeICTBa Mpe3eHTAIMi. TEeXHOIOTHS CO3/ITaHUsI KOMITLIOTEPHOM
npe3eHTanuu. Pabora ¢ MakeTamMu CllaiiloB U 1madjJoHaMu 0()OPMIICHHS CIIAIOB.
BHenpenne TEKCTOBBIX OJIOKOB H TpadUUeCKHX JJICMEHTOB B  ClaWbBI
KOMITBIOTEPHOM MTPE3CHTAIINH.

48. [IporpaMMHBIE CpeACTBA Mpe3eHTauui. MyJbTUMEIUIHBIE BO3MOXHOCTH
porpamMM Npe3eHTAMOHHON IpaUKH.

49. IlporpamMmmMHubie cpeacTBa mpe3eHTauuid. OTiagka MpPE3eHTalMM, HACTpOilKa
aHUMalMoOHHBIX 3¢pdexkToB U 3hdekToB cMmeHbl cnaigoB. Iloaroroska
KOMITBIOTEPHOU MTPE3CHTAIIUN K €€ IEMOHCTPAIIHH.



50. [lonsaTue 0 COBpeMEHHBIX WH()OPMAIMOHHBIX  TEXHOJOTHSX. Bumbl
COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTUNA U UX KpaTKasi XapaKTepPUCTUKA.

51. IlonsiTue 0 MyIbTHUMEIUA TEXHOJOTUSAX. MynbTUMeIUA KaK BUJ UH(OpMAIIHH,
TEXHUYECKUN KOMIUIEKC ¥ ITPOTPAMMHBIN KOMILIEKC.



