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1. IACIIOPT ®OHJA OINEHOYHbBIX CPEJACTB

1.1. Ob6sacTh NpUMEeHeHUs

®onx omeHounblx cpeAcTB (POC) — HeoThemieMas dYacTh pabdboueit
IporpamMmbl AUCHUTLUTHHBI « MHPOpMAIIMOHHBIE TEXHOJIOTUNY» U MPEIHA3HAYCH /IS
KOHTPOJISI W OIIEHKHM O0Opa30BaTEIbHBIX JOCTH)KCHUN CTYAEHTOB, OCBOMBIIHMX
pOrpaMMy JTUCHUIUIHHBL.

1.2. lleau u 3aga4um (poHIA OLIEHOYHBIX CPEACTB

Hene @®OC — yCTaHOBUTh COOTBETCTBUE YPOBHSA  IOJTOTOBKH
oOyuvartomierocsi TpeboBanusm OI'OC BO OakanaBpuar 1O HampaBiICHUIO
noaroroBkn  05.03.02 I'eorpadus, yTBEpKIEHHBIM NpHUKa3oM MUHHCTEPCTBA
HayKH U BbIcIero oopasoBanus Poccutickoit ®enepamuu ot 7 aBrycra 2020 r. mo
Ne 889 (c uszmeHeHusiMu u JonoiaHeHusiMH), IIpodeccroHanbHBIM CTaHIAPTOM,
yTBepkAeHHbIM [Ipukazom MwuHucTepcTBA Tpylda W COUHAIBHOM  3aIlUThI
Poccuiickoit ®enepanun «OO0 yTBEpX)ACHUM MPOPECCUOHAIBHOIO CTaHJapTa
«Ilenaror (memaroruyeckas JEATENbHOCTh B cepe MOMIKOIBHOTO, HAYalIbHOTO
o0111ero, OCHOBHOTO OOIIEero, cpeaHero ooéimero oOpa3oBaHus) (BOCIHUTATEIb,
yuutenb)» or 18.10.2013 r. Ne 544n (¢ W3MEHEHHMSIMH U JIOTIOJHEHUSMM),
[TpodeccuonabHBIM CTaHAAPTOM, YTBEpkKACHHBIM [Iprkazom MuHuCTEpCTBA
TpyAa W comuaiabHOM 3amuThl Poccuiickoit ®enepanuu «O0 yTBEpKICHUU
npodeccuoHanbHoro cranjapra «I'eorpad (Crnenuaiuct mo BBIIOJIHEHUIO padoT U
OKa3aHHIO yciyr reorpaduueckoil HampaBieHHOCTH)» OT 24.12.2020 r. Ne 954H,
[IpodeccuonanbHbIM CTaHAAPTOM, YTBepkAeHHbIM [Ipukazom MuHucTepcTBa
Tpyla © comuanbHOW 3amuThl Poccuiickoit ®eneparuun «O0 yTBEpKICHUH
npodeCCUOHANIBHOTO cTaHaapTa «KckypcoBod (rum)» oT 24.12.2021 r. Ne 913H,
[TpodeccuonanbHbIM CTAaHAAPTOM, YTBEepkAcHHBIM [Ipukazom MuHHCcTEpCcTBA
TpyAa W comuaidbHOM 3ammuThl Poccuiickoit ®eneparun «O0 yTBEpKICHUH
npodeccuoHanbHoro cranjgapra «I'pamocrpoutens» ot 17.03.2016 . Ne 110,
[TpodeccuonanbHbIM CTaHAAPTOM, YTBEepkAeHHBIM [Ipukazom MuHucTepcTBa
Tpyla u couuanbHOW 3amuThl Poccuiickoit ®enepanun «O0 yTBEpKIEHUU
npodeccuonansHoro crangapra «CrenuaaucT Mo OpraHu3alud U YIPaBICHUIO
HAy4YHO-UCCJIEIOBATEILCKUMU M OINBITHO-KOHCTPYKTOPCKUMHU — paboTaMu»  OT
11.02.2014 r. Ne 86H.

1.3. Ilepeyenr kommeTeHIUii, GopMUpPYeMBIX B Mpolecce OCBOEHMUSs
OCHOBHOM 00pa30BaTeJIbHON POrPaMMbI

[Ipomiecc  ocBOeHMsI NUCHMIUIMHBI ~ HampaBliieH Ha  (QOpMUpOBaHUE
CIIEIYIONINX KOMIIETEHITUN U MHANKATOPOB UX JOCTHIKEHUS:

Koa mo ®1'OC BO \ NuankaTop 10CTHKEHUS

YHuBepcalbHbIE

ObmenpodeccuoHanbHbIe

OIIK-4. CriocobeH noHuMAaTh MPUHIHUITBI 3HaTh NPUHLHUIIBI PAOOTHI COBPEMEHHBIX
paboThl COBPEMEHHBIX HH()OPMALIMOHHBIX MH(OPMALIMOHHBIX TEXHOJIOTUH U
TEXHOJIOTMI U MUCIOJIb30BATh UX Il PEIICHUs] | IPOIPaMMHBIX CPEJCTB, B TOM UHCIIE




3a/1a4 IpoeCCHOHATILHOM JIeATEIbHOCTH OTEYECTBEHHOTO MIPOU3BOICTBA,
HCIIOJIb3YyEeMbIX ITPU PEIICHUH 3319
npodecCHOHANBHON e TeTbHOCTH

YMeTh BHIOUPATh COBPEMEHHbIC
WHGPOPMAIIMOHHBIC TEXHOJIOTHHU H
MPOrpaMMHBIE CPEICTBA, B TOM YHCIIE
OTEYECTBEHHOT'O IPOU3BOJICTBA IIPH PEIICHUN
337124 MPopeCCUOHALHOMN eI TeTbHOCTH
BJIa,Z[eTB HaBbIKaMU ITPUMCHCHU
COBPEMEHHBIX HH(POPMAITHOHHBIX TEXHOIOTHIA
U IIPOIPAMMHBIX CPEACTB, B TOM YUCIIE
OTEUECTBEHHOT'O MPOU3BOJICTBA, IPH PEIICHHH
3a/1a4 MpoQeCcCUOHATBHON NeITeIbHOCTH

[TpodeccronabHbIE

1.4. Dranbl GopMHUpPOBAHMS KOMIIETEHUMH M CPeACTBA OLEHUBAHUSA
YPOBHS UX ¢)OPMHUPOBAHHOCTH

Oransl popMupoBanusa komnereHuuii | KomnereHuuu KoHTpPOJIbHO-0LIEHOYHBIE
cpeacTsa / cnocod
OlleHHBAHUS

OIIK-4 Y CTHBIN ONPOC, TECTOBBIN
Tema 1. Undopmatuka, Kak HayKa. KOHTPOJIb, BBITIOJTHEHHE
MIPAKTHUYECKUX 3aJaHUI

OIIK-4 Y CTHBIN onpoc, TECTOBBIN
Tema 2. YcTpoilcTBO KOMIIBIOTEPA. KOHTPOJIb, BBIIIOJIHEHUE
MIPAKTUYECKHUX 3aJIaHUI

OIIK-4 Y CTHBIN onpoc, TECTOBBIN
KOHTPOJIb, BBITIOJIHEHHE
MIPAKTUYECKHUX 3aJIlaHUI

Tema 3. [IporpammHoe obecrieueHue
KOMITBFOTEPOB.

OIIK-4 Y CTHBIN ONIPOC, TECTOBBIN
Tema 4. KomnproTepHbIE CETH. KOHTPOJIb, BBIIIOJIHEHUE
IIPAKTUYECKUX 3aJaHUI

OIIK-4 [ToaroroBka MyJIbTUMEIUUHBIX
Tema 5. MynbTUMe AUHHBIE TEXHOJIOTHH. MPE3EHTAaIM, BBIIIOJIHEHUE
MPAKTUYECKUX 3aJIaHU I

OIIK-4 VY CTHBIN ONIPOC, TECTOBBIN

Tema 6. OcHOBBI HHPOPMAIIMOHHOM
KOHTPOJIb, BBITIOJTHEHNE

0e30MacHOCTH. .
MPAKTUYECKUX 3aJaHUI

Texkyuias arrecrauus OIIK-4 Kontposbnas padota

IIpoMexxyTOYHAsI ATTECTALUA OIIK-4 3auer

1.5. Onucanue nokasaresei GopMupoBaHUS KOMIIETEHIU

Kon xomnerenuun Pe3yabTaThl chopMHpPOBAHHOCTH

OIIK-4. Cnocoben | OIIK-4.1. 3HaeT npUHLIUIIBI PAOOTHI COBPEMEHHBIX HHPOPMALIMOHHBIX
MMOHUMATh MPUHIUIBI | TEXHOJOTUH U MPOTPaMMHBIX CPE/ICTB, B TOM YHCIIE OT€YECTBEHHOTO

paboThI MIPOM3BOJICTBA, UCIOJIB3YEMBIX MPHU PEIICHUH 33]1a4 MPOPECCUOHATBHOMN
COBPEMEHHBIX NeSITEIbHOCTH
MH(POPMALIMOHHBIX OIIK-4.2. YMeeT BbIOMpaTh COBpEMEHHbIE HHPOPMALIMOHHBIE

TEXHOIOTHI 1 | TCXHOJIOTUH U ITPOTPaMMHBIC CPEACTBA, B TOM YHCJIC OTCUCCTBCHHOI'O




HUCIIOJIB30BaTh UX IJIA

pelieHus 3a/1a4
npodeccruoHaIbHOM
JeSITEIIbHOCTH

IMPONU3BOACTBA IIPU PCUICHUU 3aaa4 HpO(I)CCCHOHaHLHOﬁ ACATCIIBHOCTHU

OIIK-4.3. Brnageer  HaBbIKaMH ~ NPUMEHEHUST  COBPEMEHHBIX
MH(POPMALMOHHBIX TEXHOJIOTUN M MPOTPAaMMHBIX CPEZICTB, B TOM YHCIIE
OTEYECTBEHHOI'O IIPOU3BO/ICTBA, npu pelieHun 3a/1a4

podecCHOHABHOM e TETbHOCTH

1.6. KpnTeplm OLICHUBAHUA KOMHeTeHHl/Iﬁ Ha Ppa3sHbIX 3Tamnax Hx

¢popmupoBanus

KoaunuectBo

Bup y4eoHoi padoTsl 0aJ10B

00 | 0300 300

VY cTHBIC OTBETHI HA CEMUHAPCKUX 3aHATUAX

BrinonHenue 1 3amyra NpakTHYecKuX / 1a00paToOpHbIX paboT 60 30

CamocTtodrenpHas pabota 30 60

WHbie BUaBI yueOHOM paObOoTHI (MTOAT0TOBKA MPE3EHTAINH, 10 10

Hamucanue pedepara, pemeHue 3aaad u ap.)

Bcero

100

HaxonureabHas cucrteMa oneHuBanug mo 100-0ajabHOM mIKaJae

YerpipexOaiibHAA
cHCTeMa OLeHUBAHMS
JK3aMeHa

Cucrema
OLIeHUBaHUA
3a4era

100-6annpnasn | BykBenHas mikaJia, coorBercTByomas 100-
mKaJjaa 0aJJbHONM IIKATe

OTnnyHo

90-100 A — OTITUYHO — TEOPETUIECKOE COMIePIKAHHE
Kypca OCBOCHO IOJIHOCTHIO, 0e3 TPo0OeoB;
HE00XO0IMMBIE TIPAKTHUECKUE HaBBIKH PaOOTHI
C OCBOCHHBIM MaTepHajioM c(hOpMHUPOBAHBL;
BCE MPEAyCMOTPEHHBIE TPOrPaMMOii
0o0ydeHus yaeOHbIe 3aJaHNS BHITTOIHEHFI,
Ka4yeCTBO MX BBIITOJHEHHsI OLIEHEHO YMCIIOM
0aJ10B, OJIM3KMM K MaKCUMAaJIEHOMY

Xopomio

83-89 B — oueHb XOpOIIO — TEOpETHIECKOE
coJiep’KaHne Kypca OCBOCHO ITOJIHOCTHIO, 0e3
po6esIoB; HeOOXOIUMBIE TPAKTHUECKUE
HaBBIKU PabOTHI C OCBOCHHBIM MAaTEPHAIIOM B
OCHOBHOM C(hOpMHPOBaHEI; BCe
MPEeyCMOTPEHHBIE TPOrPaMMOit 00ydIeHHsI
yueOHbIE 3aJaHusl BBIOIHEHBI, KAYECTBO
BBIMOJTHEHHsI OOJILIINHCTBA U3 HUX OLIEHEHO
4KCIIOM 0aoB, OIU3KUM K MAKCHMAILHOMY

Xopouo

75-82 C — XOpOILIO — TEOPETHYECKOE COAEPIKAHNE 3auTeHo
Kypca OCBOCHO HOJIHOCThIO; HEKOTOPbIE
NpPaKTUYeCKUE HABBIKU PabOTHI C OCBOCHHBIM
MarepuaioM cOpMUPOBaHBI HEJIOCTATOYHO;
BCE IPEIyCMOTPEHHBIE IPOrPaMMOii
o0y4eHust yueOHbIe 3aaHusI BBITTOJIHEHDI,
KaueCTBO BBIIOJHEHUS HU OJJHOTO U3 HUX HE
OLIEHEHO MUHUMAaJILHBIM YHCIJIOM 0aJlIoB,
HEKOTOPbIEC BU/IbI 331aHH BBITIOJHEHBI C
omnOKamMu

Y,I[OBJ'ICTBOpI/ITeJ'ILHO

63-74 D — yIoBIeTBOPUTETHHO — TEOPETHIECKOE
Coziep>KaHue Kypca OCBOEHO YaCTHYHO, HO
npo0OeNbl He HOCAT CYIIECTBEHHOTO
XapakTepa; He0OXOAUMBIE TPAKTUUECKHE
HaBBIKH pabOTHI C OCBOCHHBIM MaTepHAIOM B
OCHOBHOM C(hOpMHPOBAHBI; OOJNBIINHCTBO
MPEeyCMOTPEHHBIX TPOrpaMMoi 00yUeHHUs
y4eOHBIX 33IaHUI1 BBIIOJIHEHO, HEKOTOPBIE M3




BBINIOJTHEHHBIX 3aTaHUH coacpxar OIHOKH

Y I0BIETBOPUTETHHO 50-62 E — mocpencTBeHHO — TEOpETHUECKOE
coJiepKaHUe Kypca OCBOSHO YaCTHYHO;
HEKOTOPBIC MTPAKTUICCKUEC HABBIKU PAOOTHI HE
c(hOopMHIPOBAHEI, MHOTHE TIPEIYCMOTPEHHBIC
y4eOHOIl mporpaMmoii 00y4YeHuUs yucOHbIC
3aJaHNs HE BBHIIOJTHEHBI JTHO0 Ka4eCTBO
BBITIOJTHEHHBIX HEKOTOPBIX M3 HUAX OIICHCHO
YHCIOM 0aIoB, OJM3KUM K MHHUMAJIEHOMY

HeynosnetBopuTenbHO 21-49 FX — HeynoBIEeTBOPUTEIHEHO — TEOPETUUECKOE
coJiepKaHne Kypca OCBOCHO YaCTHYHO;
HE00XO0IUMBIE TIPAKTHUECKUE HAaBBIKH PaOOTHI
C OCBOCHHBIM MaTEpHaJioM HE
c(hopMHUPOBaHBI; OOJBITUHCTBO
MPEeIyCMOTPEHHBIX Y4eOHOH mporpaMMont
o0ydeHust yueOHBIX 3a/laHUH HE BHITIOJHEHO
100 KauyecTBO MX BBHIITOJIHEHHUS OLEHEHO
9UCIIOM 0aJUIOB, OJIM3KAM K MUHHMAJIHHOMY;
P JIOTIOJTHUTENHHO CaMOCTOSTENILHOM
paboTe Hax MaTepraIoM Kypca BOZMOKHO
IIOBBIIICHHWEC KaYCCTBA BBIIIOJIHCHU S y‘Ie6HbIX
3aJaHuN

He 3auteno

HeynosnerBopurensHO 0-20 F — HeynOBIETBOPUTETBHO — TEOPETHIECKOE
coJiep)KaHue Kypca He OCBOEHO;
HE0OXOIMMBIE TPAKTUIECKHE HABBIKH PAaOOTHI
He c()OPMUPOBAHBL; BCE BHIIIOJTHEHHBIE
yueOHbIe 3aJJaHusl coJlepKaT rpyOble OIMOKY;
JOTIOJTHUTEIIbHAS CaMOCTOsATeIbHAs paboTa
HaJl MaTeprajoM Kypca He PUBEIET K
KaKOMY-JTH00 3HAYMMOMY ITOBBILICHHIO
KauecTBa BBINOJIHEHHS YUEOHBIX 3aJaHUM

2. KOHTPOJIBHO-OLHEHOYHBIE CPEJICTBA

2.1. OneHo4YHbIE CPEICTBA TEKYLEro KOHTPOJIA (THIIOBbIE)
Bonpocsl Aj1s1 YCTHOIO onpoca:
1. B uyem 3akito4arOTCsi OCHOBHBIE TPEOOBAHMS TEXHUKH OE30MACHOCTH MIpU
BBITIOJTHEHUHU J1TA00PATOPHBIX paboT?
Ha3oBuTe OCHOBHBIE TEXHHUUYECKHE CPEICTBA IEPCOHAIIBHOIO KOMITBIOTEPA?
VYKaxkute MopsA0K BKIFOUEHHUS U BBIKIIIOUEHHUS YCTPOUCTB KOMIbIOTEpa?
Kakwue tunel knaBuatyp Bel 3Haere?
Yro takoe QWERTY ?
VYerpoiictBo kinaBuaTypbl IBM-coBMECTUMBIX KOMITBIOTEPOB?
YKaxuTe Ha3HAUYEHHE OCHOBHBIX KJIABHUII KJIABUATypbl MEPCOHAIBHBIX
KOMIIBIOTEPOB?
8. Kakum o6pazom ocymecTBisieTcs paboTa ¢ KUPUIUIUAIIEH B KOMITbIOTEpax?
9. Uro takoe cienoii meton nuckMa? B yem coctouT npodeccuonanbHas pabora
Ha KJIABUATYpPE MEePCOHAIBHOT0 KOMIbIOTEpa?
10. B kakoii mocien0BaTeIbHOCTH JTOJKHA U3Y4YaThCsl KJIaBUATypa MEPCOHATBLHOIO
KOMIblOTEpa?
11. Kak mepeiiTh B peXuM PYCCKOro (aHIVIMICKOro) wmpu(Ta Ha KiIaBUAType
KOMIblOTEpa?
12. Hasznauenue nanenu 3amaq?
13. Kak BbI3BaTh Ha 3KpaH TIJIABHOE CUCTEMHOE MEHI0? (OCHOBHBIE ITYHKTBI
IJIABHOTO CUCTEMHOTO MEHIO.

Nk LD




14. Kakoil cMbICII BJIIOKEH B MIOHSTUE Narka?

15. KakoBo Ha3HaueHue nanku Mol KOMIIbIOTEP?

16. B dem 3akimtovaeTcs Ha3HaueHue nanku Kop3una?

17. Ha3zoBuTE OCHOBHBIE 3JIEMEHTHI OKHA MPUIIOKESHHUSL.

18. Kakue BO3MOXXHOCTH MO JIEHCTBUIO C OKHAMU Ha pabouem ctoiie Brl 3Haere?
19. HazoBuTte u3BectHbie Bam crmocoObl 3amycka mpuiiosKeHUH.

20. [ns yero ucnosib3yercs aeBast kiaasuia mbimn? [IpaBas kinasuma?

21. Kak M0OHO co3/1aTh SIpJbIK Ha PaGodem crose?

22. Yem oTamn4aeTcs crenralibHOE IEpeTacCKuBaHue OT OOBIYHOT0?

23. Yro nonumarot noa 0ypepom oomena? KakoBo ero HazHaueHHUE?

24. Tlosicaute oTinune koMan 1 Beipesats u KonupoBars.

25. C xako#i uenpto coznana nporpamma [IpoBogHuk?

26. CKOJIBKO CYIIECTBYET CIIOCOOOB BX0/1a B iporpammy [IpoBogHuk?

27. Ilepeuncinute OCHOBHBIEC 3JIEMEHTHI OKHA MPOBOIHHUK.

28. Jlns yero npegHa3Hau€Ha MEKIaHeIbHas IPaHuLa’?

29. Kakas wunHbpopmanus BbeBoguTcss B CTpOKE COCTOSHUS —MPOTPAMMBbI
[IpoBOgHUK?

30. Kakoii a;meMeHT (haitsToBOM CHCTEMBI HAXOIUTCS HA JIEBOU TTaHEH ?

31. C momoIb0 KaKoro 3Hauka MOKHO CBEpHYTH JlepeBo narok?

32. Jlng yero npeAHa3HayeHbl 3HAKU + U — IpU paboTe ¢ AEPEBOM MAIOK?

33. OnumuTe NopsIA0K CO3JaHMsI HOBOM MarKH.

34. Ilepeuncinure crnocoObl yaaneHusi 00bEKTOB.

35. OnummuTe TOPSAAOK IepeMMeHOBaHUsS oO0bekTa. Kakoe mocnenHee aelcTBHE
HAJI0 BBIIOJIHUTH MPU OTIEPAIMU TEPEUMEHOBaHUs (aiiia Uiy nanku?

36. [lepeuncnure cnocoObl KOMUPOBAHUS U MIEPEMENIECHUSI OOBEKTOB.

37. C kakou uenpto ucnonsdyercs kinaBuma CTRL mpu BblOEIE€HUN TPYMIIBI
00BEKTOB?

38. C kakoil nenpro ucnons3dyercs knasuma SHIFT npu BeineneHun rpynmsl
00BEKTOB?

39. llepeuncnure ¢Gopmbl TpeAcTaBieHUs WHOOpPMAMK Ha TMPaBOM MaHEIU
[IpoBoHMKA.

40. B yem oTauyMe orneparuy KOnupoBaHus (METOI0M NepeTacKuBaHus) Qaiiina Ha
JIPYro¥ AUCK OT KOMMPOBAHUS B IPYTYIO MANKY TO K€ AUCKa?

41. B ueM oriuuMe mnepeMenieHus: Qaitna Ha JIpyrol TUCK OT MEepeMElIeHHs B
JIPYTYIO MAnKy TO e JucKa’?

42. Kakue CUCTEMHBIE ONEpalii MOXHO IMPOBOJUTH IIPU UCIIOIB30BAaHUU MPABOU
KHOTIKM MBIIIN?

43. Yto moHuMaeTcs noj apxupanueit ¢ainos?

44. Kak BBIYUCIUTH CTEIEHb CKATHS?

45. Ilepeuncnure Ha3BaHUs HaMOOJEE MOMYJISIPHBIX APXUBATOPOB?

46. Ilepeuncnure Turbl haia apxuBoB?

4’7. Kakoil apXyuB Ha3bIBalOT CAMOPACIIAKOBBIBAIOIIUMCS?

48. B Kakux cinydasx NpUMEHSIOT pacipeieIEHHbIE apXUBbI?

49. Onumure npaBuia apxuBaiuu Qaitsios B (aitn apxusa?

50. Kakue BblI 3HaeTe criocoObl pacnakoBKU (aiiiioB U marnok u3 (aitn apxusa?

51. Kak ycTaHOBUTH 3alIUTy apXuBa?

52. Kakue npunoxenus Windows SBISIFOTCS CTaHAAPTHBIMU ?



53. Kakum 06pa3om 3amycKaroTcs CTaHJapTHBIC TPHIIOKEHUS?

54. B ueM cOCTOUT pa3nuyre MeX1y OOBIYHBIM U MHKEHEPHBIM KAJIbKYJIATOPOM?
55. Uto HYXHO clieNiaTh, YTOOBI B bIOKHOTE aBTOMAaTUYECKHU BCTABIISIACH TEKYILAS
nara?

56. Kak MoxHO niepeMecTuTh (hparmeHT ogHoro nokymenta WordPad B npyroi?
57. Kakum 006pa3oM MOXXHO HAMTH HEOOXOAUMBINA (PparMEHT TEKCTa B JJOKYMEHTE
Y 3aMEHUTH €r0 Ha Ipyroi?

58. Kak MoxHO oT(hopMaTHpoBaTh ab3all ¢ ITOMOIILI0 TOPHU30HTAIBHON JTMHECHKHN ?
59. KakoBbl oTiinuusi TekcToBoro npoieccopa WordPad ot TekcToBoro pemakropa
bnokuot?

60. Kakue Bunbl rpaduueckux pe1akTopoB Bbl 3HaeTe?

61. Urto Takoe nukcenn?

62. lns yero cioyxut [lamurpa unctpymentoB? LlBeroBas nanurpa? Kak BbI3BaTh
WX Ha dKpaH win yopaTh ¢ skpaHa? Kak BKIIIOUHUTHh B pUCYHOK TekcT? Kak 3amarb
mpudt?

63. Kak HapucoBaTh KpuBYyto JuHUi0? [Ipsimyro TuHUIO?

64. Kakue purypbl MOKHO HapUCOBATh C MOMOIIbIO HHCTPYMEHTOB?

65. Onumure ABa crioco0a BelIETIeHUs (hparMeHTa pUCyHKA.

66. UTo MOXXHO JIeJIaTh C BbIJEJIEHHBIM (hparMeHTOM?

67. Kak oTKOppEeKTUPOBATH MEJIKUE ACTaIN PUCYHKA?

68. B KakoM ciiy4yae MOKHO OTMEHUTH BBITIOJTHEHHOE JeHCTBUE?

69. Kak oTMEHUTH HE3aBEepIIEHHOE IEUCTBHE?

70. ITouemy okHo Paint Hy’)KHO pacmaxuBaTh Ha BECh IKpaH?

71. Yro takoe ¢opmarupoBanue? Kak 3amyckaercss mporpamma (opMaTupoBaHUS
JcKa?

72. Yro Takoe npoBepka aucka? Kak 3amyckaercst mporpaMmMa poBEpKU AUCKa?

73. Yro Takoe nedparmentauusa’? Kak 3amyckaercss mporpamma jaedparmeHranuu
cka?

74. KakoBbI MyTH TPOHUKHOBEHUSI BUPYCOB B KOMITBIOTEP M MPU3HAKH 3apPaKEHUS
KOMIIBIOTE€pA BUPYCOM?

75. KakoBbl criocoObl 00HApPYKEHHUSI BUPYCOB U aHTUBUPYCHOM MPOPUITAKTUKH ?
76. IlepeunicnuTte OCHOBHBIE MEPBI 10 3AIIUTE OT KOMIIBIOTEPHBIX BUPYCOB.

77. OnuuuTe Ha3HAYEHUE aHTUBUPYCHBIX TPOTPAMM Pa3IMYHBIX THUIIOB.

78. HazoBuTe mpuMepbsl COBPEMEHHBIX aHTUBUPYCHBIX MPOrPAMM U OIMUIIUTE HX
OCOOEHHOCTH.

79. Urto Takoe hainoBsiii MEHEKEP?

80. Onumnte unTepderic TotalCommander.

81. Kak BbLIETUTH HECKONBKO (hailioB, pacloiOKEHHBIX HE PAJIOM JIPYT C ApyromM?
82. Kakum 00pazoM MOXKHO BBIICIIUTH ONpeieNIeHHbIE TUIIbI (hailioB?

83. Kakasg koMaH1a MO3BOJISIET BEHIIECIUTE BCE U CHATH BBIIEIICHUE?

84. B KakOM peakTope OTKPBIBAETCS TEKCTOBBIA JOKYMEHT MO YMOJYAHHUIO TIPU
peIaKTUPOBAHUU TEKCTOBOTO (paiina?

85. Kak co3nars sipnwik s daitna? Kakoe y Hero pacmmpenue?

86. Kak M0OkHO OBICTpO TIepeMMeHOBaTh (haiin?

87. Kak ynamuts ¢aiin, munys Kopzuny?

88. Kakue aBa crocoba KonupoBaHus CylecTBYOT? Kakue KoMaHbI MO3BOJISIOT
3TO caenarh?



89.
90.
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.

Kaxkas koMaH/1a 0CyIIeCTBIIET ONEPALNIO IEPEMEILICHUS ?

Kak MOXHO c03/1aTh apXUBbI U UX PACTIAKOBATh?

Kak MoxHO pa30uTh ¢aiia u codpaTh ero BOSAUHO?

Uto takoe MS WORD?

Kaxk 3anyctute MS WORD?

N3 xakux 3:memMeHToB cocToUT okHO MS WORD?

Kak 3akpbiTe o0kHO MS WORD?

Kakoe crannaptHoe Ha3BaHHE UMEET OKHO IOKYMEHTA?

Kakoiil crangapTHbIN BUJI UMEET TEKCTOBBIN Kypcop?

Kak MUHUMH3UPOBATH OKHO JOKyMEHTA?

Kakum 00pa3oM MOKHO OTKa3aTbCsl OT TOJIBKO YTO BHECEHHBIX U3MEHEHUIT?
Kak oTo06pa3uTh (CKpBITH) NAHETN HHCTPYMEHTOB?

Kakue cyimecTByroT criocoObl 0TOOpaKeHUs TOKYMEHTa Ha dKpaHe?
Kak co3garh HOBBIN a03all B TEKCTOBOM JJOKyMEHTE?

Kakue cyiiecTByroT maHeim UHCTPYMEHTOB?

Kakoe Ha3HaueHne MacITaOHBIX JIMHEEK?

Kak 3akpbiTe 0kHO MS WORD?

Kak co3gaTh HOBBIN TEKCTOBBINA JOKYMEHT?

Kak OTKpBITh TOKYMEHT, YK€ COXPaHECHHbI paHee?

Kak coxpaHuTh CO3/1aHHBIA TOKYMEHT Ha JUCKE?

Kak u kakue napameTpbl MOKHO YCTAHOBUTD JIJI1 CTPAHUILIBI?

Kak onpenenutb KOJIMYECTBO CJIOB, CHMBOJIOB, a03a1leB B JOKyMEHTE?
Kak BbienuTh ab3an?

Kak BbI€IUTh NpeasioxKkeHue?

Kak nepemecTuTh )parmMeHT Tekcra?

Kak ckonmupoBaTh pparMeHT B 3aJaHHOE MECTO TeKcTa?

Kak oTMEeHHUTBH HEBEpHOE NENCTBUE?

Kak BbIJI€TUTH BECH TEKCT?

Kak mnpousBecT BbIpaBHUBaHHME (parMeHTa TEKCTa OTHOCUTEIBHO

CTpaHuLbI?

118.
119.
120.
121.
122.
123.
124.
125.
126.

Kak ynanute ¢pparment u3 texcra?

Kakas pazHuiia Mexy KOMMpOBaHUEM, TIEPEMEIICHIEM, TTePETACKUBAHUEM ?
Kak 3ameHuTh )parMeHT TeKCcTa BO BCeM JIOKyMeHTe?

KakuMm 00pa3oM npoBepUTh NPaBUILHOCTh HAOPAHHOTO TEKCTa?

Kak m3mMeHuTh pazmMep CUMBOJIOB B OTHOM CJIOBE?

Kakue cymectBytot apdextsl anumaruu mpudra?

Kakum 00pazoM (pparmeHT TeKcTa 3aJuTh BETHBIM (OHOM?

Kak 3amate B ab3arie »KupHbId mpuQT?

KakuMu KHOMKaMM TOJIB3YIOTCS U1l YMEHbIIEHUS (yBEIUYEHUs!) OTCTyma?

[Tpu paboTte ¢ yeM 3TO UCHONB3yeTCs?

127
128
129
130

. Uto Takoe OyKBHUIIA, KaK €10 BOCIIOIb30BATHCA?

. UTo Takoe MapKUpOBaHHBIN CIIUCOK?

. Kak u3MeHuTh MEKCUMBOJIBLHBIM HHTEPBAI B CJI0BE?

. Kak ycraHoBuTh OTCTymn TiepBOM CTpOkKM ab3ana Ha OmnpecIeHHOe

paccrosinue?

131

. Kakum o0pa3zoM MOXKHO M3MEHUTHb MEXyCTPOUYHBIM MHTEPBAI B OTIEIHHOM

a03are?



132. Kak ObICTpO HalTH BCE BXOXKICHHUSI ONPE/ICTICHHOTO CJIOBA B TEKCT?

133. Kakum 006pa3oM MOKHO MOJHATH (OMYCTHUTb) CUMBOJI (CJIOBO) OTHOCHUTEIHHO
6a30B0i1 TMHUN?

134. Kak 13MEHUTH HHTEPBAJI MKy ab3amamu’?

135. Kak co3garb HyMepOBaHHBII CIIMCOK?

136. Kak n3MeHUTh BET CUMBOJIA?

137. KakuM 00pa3oM MOXHO H3MEHUTh 3HAYOK MapKepa MpH HCIOIb30BAHUU
MapKHPOBAHHOTO CIIKUCKa?

138. Kakum 06pa3om ucnpaBUTh HEBEPHO HAOPAHHBIM CUMBOJ B TEKCTE?

139. Kak coxpaHuTbh CO34aHHBIN JOKYMEHT?

140. Yem oTanyaeTcs MHOTOYPOBHEBBIM CIHCOK OT MAapKUPOBAaHHOIO WIIH
HYMEPOBAaHHOT'O CIIUCKOB?

141. Kakum 0o0pa3oM MOKHO TTOCMOTPETh, KaK OyJET BBITVISACTh JOKYMEHT IMpHU
pacneyaTtke?

142. Kak pa30ouTh TEKCT Ha JIB€ KOJIOHKH?

143. Kak BCTaBUTh B TEKCT IprUMeUYaHue?

144. Kakue naHHbIe MOKHO aBTOMATUYECKU BCTABJISITH B KOJOHTUTYJ?

145. Yro takoe 3aknagka?

146. Kak u3aMeHUTH (hopMaT HyMepaluu CTpaHuIl?

147. KakuM 00pa30oM MOKHO MEPEUTH OT BEPXHETO KOJIOHTUTYJIA K HUKHEMY (WA
HaobopoT)?

148. Kak BCTaBUTh B TEKCT CHOCKY?

149. Kakue cyiiecTByIOT BUbl CHOCOK? B ueMm paznuuue?

150. Kak pa3outs hparMeHT TeKCTa Ha TPU KOJIOHKH?

151. Kak yCTaHOBHTBH pa3lIMYHbIE KOJOHTUTYJBI JUISI TUTYJBHOM CTpaHMIBI U
NOCJIEAYOIIMNX?

152. I'nie BHOCUTCSI aBTOP TOKyMeHTa?

153. Kak BCTaBUTh KOJIOHTUTYJI?

154. Kak ocymiecTBUTh NEPEXO] MEXKIY 3aKIaJKaMU B TEKCTE?

155. KakuM 00pa3oM YCTaHOBUTH PA3JIMYHbIE MapaMEeTpbl [JIsl HECKOJIbKHUX
CTpaHULl OJHOTO U TOTO K€ JOKyMEHTa?

156. Kak pa30ouTh 1OKYMEHT Ha pa3ziesibl?

157. Kak BCTaBUTh HyMEPALUIO CTPAHUILL?

158. Kak co3gaTh B HOBOM pa3jieiie KOJOHTUTYJI, TAKOM K€, KaK B MPEIbIAYILIEM?
159. qns yero npeaHa3HayeHa NaHelb UHCTPYMEHTOB PucoBanue?

160. Kakue 00beKThl MOTYT OBITh B JOKyMEHTE?

161. Yro Takoe o0bexkT WordArt?

162. Kakue aeiicTBUsI MOKHO IPOU3BOAUTD € TpauuecKUMU 00BEKTaMu ?

163. Kakue cymiecTByIoT crioco0bl 00TekaHus rpaduueckux 00beKTOB TEKCTOM?
164. YTo MOXHO BCTaBUTh B IOKYMEHT KOMaH0i1 BcTaBuTh?

165. Kakue neiicTBuS MOKHO MTPOU3BOIUTH C aBTOPUTYpamMu?

166. KakuM 00pazoM MOKHO MPOU3BECTU (pOpMaTUPOBAHKUE HAITUCH?

167. Kak n3o0pakeHne sKkpaHa IEPEHECTH B TEKCT B BUJE Tpadiaeckoro oonexra?
168. Kak BcTtaBuTh KapTUHKY 13 ranepen kosuiekiuu ClipGallary?

169. Kak u3MeHHuTh pazmepbl 00beKTa?

170. Kak oOBecTH CTpaHUILy XyA0KECTBEHHON pamMKOi?

171. Kak co3gaTth aHuMaIimoHHbIN 3G hexT co mpudTom?



172.
173.
174.

Urto Takoe aBTOOUTYpHI?
Kak BcTaBuTh HAaAIINCEH?
Kakum o00pa3zoM u3MEHSAETCS TMOPSAJOK  B3aUMHOTO  PACIOIOKEHUS

rpaduyeckux 0ObEeKTOB?

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.

Kakune Tvnsl TMHAN €CTh B UHCTPYMEHTE pucoBanus Jlunnn?

Kakue ects mapameTpbl HaCTpOHKH rpapuyeckux 00bEeKTOB (M300paskeHus)?
Kakwue cyiiecTBytoT KaTeropuu aBTopuryp?

Kak Beiienuth rpaduieckuii 00beKT, yAaInuTh?

Kak u3mMeHuTh crnocod o0Tekanust 00beKTa TEKCTOM?

Kak u3mMeHuTs cnoco6 3anuBKU aBTOGUTYpPbI?

Kak ucnpaButh TekcT B 00bexTe WordArt?

Kakum 00pazoM MOKHO NpuaaTh OOBEMHBIN BUI OOBEKTY?

Kak 3arpy3uTh pucyHOK B BU/JI€ 3aJIMBKU aBTOPUTYPHI?

Urto Takoe Tabimna?

Kak BcTaBUTH CTpOKY B TaOIHILYy?

Kak 3amennth mpudT TEKCTa B OTACTBHON sSUeiike?

Kakum o0pazom MOKHO MepeMeIaTbcs mo Tadauie?

Kak no6aButh Tabiuily B TEKCT?

Kak ynopsiiounTs CTpoKH B TaOJIMIIE 110 HEKOTOPOMY MPU3HAKY?

Kak 00beAMHUTD SUeiKy B TaOIUIIE B OJIHY?

Kak u3MeHUTH pacIionoKeHne IpaHull sueeK?

Kak co3nars Tabiuity MeTo1oM npeoOpa3oBaHus TEKCTA B TAOJIHILY?

Kak BBIpOBHSITH JaHHBIE B sTuehKe?

KakoBo Haznauenue nanenu TaOauilbl U TpaHULIbI?

MO>KHO 71 BCTaBJSATh PUCYHKH B STYEHKU TaOINLIBI?

M3 Kakux 371€MEHTOB COCTOUT Tabaua?

Yro Takoe 3akiajika, €€ Ha3HaueHue?

Kak co3znate Tabauiry ¢ momomisio koMan sl Haprcosats Tabmuiry?

Kak u3mMeHuTsh mupuny crondua (Bce crnocoobl)?

Kakue ocHOBHBIE (DYHKIIMM MOYKHO MCIOJIb30BaTh Npu pacuyerax B Word?
Kaxkue cnocoOsl npeodpazoBanus TaOIUI] CYIIECTBYIOT?

Kak npousBecty 3aJIMBKY A4EUKN?

Kakum 00pa3oM MOXKHO HCHOJB30BaTh JaHHBIE U3 OJHOM TaOIUIBI MPU

POBEJICHUH PACUYETOB B JIPYTroif?

204.
205.
206.
207.
208.
209.
210.
211.
212.
213.

Kakum 06pa3oM MoxkHO mpeoOpa3oBaTh TAOIHILY B TEKCT?

Kak BBOJSITCA TaHHBIE B SUYEHKY?

Kak 3agaTh KOJTUYECTBO CTPOK U CTOJIOLIOB B TabJHIIe?

Kak yganute cronben u3 Tabauisi?

KakuMm 006pazoM MOKHO pa3feiuTh sSYeUKy B TaOJIUIE HA HECKOJIBKO?

Kakue Tumnel tuarpamMm BeI 3HaeTe?

Kak BcTaBUTH B TEKCT MaTeMaTH4eCKyto popmyy?

Kak BCTaBUTH B TEKCT AMArpaMMmy JjIsl 3aIaHHON TaOIUIIbI?

Kak BbI3BaTh MacTepa quarpamm?

Kak oTKpwITh OKHO penaktopa (Gopmys, YTOObI OTPEAAKTUPOBATh T'OTOBYIO

popmyiy?

214.
215.

Kak BcTtaBuTh B popMyity 1m1absioH 1poOu UM paaukana?
KakuMm 00pa3oM MOKHO U3MEHUTH IIBET psja TaHHBIX?



216. [Ilpy wu3MEHEHWM [aHHBIX B TaOiWile, MO KOTOpPOW OblJa MOCTPOEHA
auarpaMma, U3MEHHUTCS JI cama AuarpamMma?

217. Kak u3MEeHUTH pa3Mephl JUarpamMmbl?

218. Kak ynanuth nuarpammy?

219. MOXHO JI1 U KaK U3BMEHHUTH (POH 00JIaCTU MOCTPOEHUS JUarpaMMbl?
220. U3 kakux obyacteit cocTout auarpamma?

221. Kak BcTaBUTh B popMyIty 11abJIOH CyMMBI WJIM MPOU3BEACHUS psiga’?
222. Kakum 00pazoM MOKHO U3MEHHUTH pa3Mepbl CO3aHHON PopMyIThI?

223. Yto Takoe nerenja’? Kakue 1ecTBUS C JEreH0M MOKHO MPOU3BOIUTH?
224. Yto Takoe noJie B TEKCTOBOM JOKYMEHTE?

225. Kakue Tumbl mojen CymecTByoT?

226. UTto Takoe KO U 3HAYECHHUE I10JIEN?

227. Kak BCTaBUTh B JJOKYMEHT M0J€e?

228. Kak nepexsro4aroT Koj U 3Ha4Y€HUE MoJisi?

229. Kak 0OHOBIISIFOTCS] 3HAUEHUS TTOJICH?

230. Yro Ttakoe mons ¢hopmbl? Kakue cymecTBytoT TpHu o Gopmbi?

231. Kakue 10KyMeHTbl Ha3bIBAIOT 11a0J0HaMU?

232. C KakuM pacUIMpEeHUEM COXpaHsAroTcs madmoHsl B WORD?

233. Kakumu cnocod0aMu MOKHO CO3/1aTh COOCTBEHHBIN 11a0JI0OH?

234. Yto 03Ha4YaeT TEPMUH «3JEKTPOHHAS popMar?

235. Kak HacTpouTh apameTphl MOoJIeH AMEKTPOHHON (HOpMbI?

236. Jlis yero 3auuaoT Co3JaHHbIe AJIEKTPOHHbIE (HOPMbI?

237. Kak 3aimTiTh 3JIeKTPOHHYI0 (hopmy?

238. Kak BHeCTH U3MEHEHHS B CYIIECTBYIONIYIO JIEKTPOHHYIO (hopMy?

239. Yto takoe ctuiim (hopMaTUpOBaAHUS?

240. Kak nepeiitu B pexuM oToOpaxkenus qokymenta Ctpykrypa?

241. Yo Takoe 3arojIoBOK U €ro ypOBEHb?

242. Kak nepemecTuThb ab3al] TEKCTa B PEKUME CTPYKTYPhI?

243. Kak U3MEHUTh YPOBEHb 3ar0JIOBKa?

244. Ha3HauyeHUE CXEMbI JOKYMEHTA?

245. Kak o0ecreynTh aBTOMaTHYECKOE TIOCTPOCHHE OTJIaBIICHUS?

246. Kak BCTaBUTh B JOKYMEHT OIJIaBIeHUE?

247. YTo HY>KHO AJis1 aBTOMAaTUYECKOT0 MOCTPOCHUS CIIUCKA UILTHOCTPALIUAiA?
248. Kak 106aBUTh B JOKYMEHT CIUCOK MJUTFOCTpaIuii?

249. Yro Takoe MpeaIMETHBIN yKa3aTeab U KaK OH BCTABJIAETCS B IOKYMEHT?
250. Kak mepememniathbcsi Mo OONBIIOMY TEKCTY C MOMOIIBIO OTJIABIICHHUS, CIIHCKA
WUTIOCTPALIUMA U IPEAMETHOTO yKa3aTes?

251. Kakue 10KyMeHTbl HEOOXOIUMBI JJIs IIPOLIECCa CIUSHUS?

252. B kakoMm BUJE JOHKEH ObITh MOJATOTOBJICH UCTOYHUK JTAHHBIX ISl CIIUSHUS?
Urto siBRsieTCs MOJISIMU M 3aMMUCSIMUA B UICTOUHUKE JTAHHBIX ?

253. B xakoil MOMEHT MOXHO PacCTaBUTh MOJIS CIUSHUSA?

254. Kak BBINOJHAIOTCS (PUIBTPALIUAS U COPTUPOBKA?

255. Kak omnpenenutb KOJMYECTBO TMOJYYEHHBIX B PE3yJbTaTe€ CIHUSHUSA
JTOKYMEHTOB, HE BBITIOJIHSS CaMO CIHSIHUE?

256. Kyna MOeT BBINMOJHATHCS CAUSHUE (IIPOCMOTP BCEX 3amuceit)?

257. Kakwue anmemenTsl Word MOKHO HaCTpOUTD?

258. Kak HacTpouTth nmaHesab ObICTPOro JocTymna’?



259. MO0>XHO JIM HACTPOUTH BKJIAIKU?

260. Kak BOCCTaHOBUTH HACTPOMKH MO YMOJIYAHUIO?

261. MoxHO 1 pa3MeCTUTh Ha AHETU OBICTPOTO JIOCTYNa KHOIKU CTUJIEH?

262. Kak co3gatoTcs Makpochl?

263. Kak HazHauuTh MaKpocCy: OBICTPOE COUYETAHHWE KJIABUII, KHOMKY Ha IMaHENH
ObIcTpOro mocrymna?

264. I'te MOXKHO COXpaHSTh Makpochl? Pa3nuuusi B X JTOCTYNMHOCTH MPHU Pa3HbIX
MECTaX COXPAHEHMUSI.

265. Yto Ttakoe ouudpoBka?

266. Kakue 3Tanbl BKIIIOYAET B ce0sl mporecc ouu(poBKu?

267. 3aueM HyKHbI IPOrpaMMBbl PaCIIO3HABAHUS TEKCTA?

268. Kak nponcxoauT pacno3HaBaHUE TEKCTa?

269. Kakue nporpaMMbl paclio3HaHMS TEKCTA BbI 3HaeTe? KakuMu 1moiap30Banuch?
270. Kakoe pa3pelieHue SIBISIETCS ONTUMAJIBbHBIM JUIsi CKAaHMPOBAHUS TEKCTA,
U300paKeHnn?

271. Kak MOXHO OCYIIIECTBUTh MPEIBAPUTEIIbHBIA TPOCMOTP TOIBKO MEPBBIX JABYX
CTpaHUIl JOKYMEHTa B OMPEACIEHHOM MacITabe oToOpaxeHus ?

272. Kak MOXHO BBIBECTH Ha IIe4aTb S DJK3EMIULIPOB IIEPBOM CTpPaHHUIIBI
JIOKYMEHTA?

273. Kakas undopmanus 3a1a€tcsi B JMAIOr0OBOM OkHe [lapamempul cmparuybl?
274. Yto Takoe KOJOHTUTYJI?

275. Kak co31aTh KOJOHTUTYJBI HA MEPBOM CTpaHULE TOKYMEHTa OTJIIUYHBIE OT
KOJIOHTUTYJIOB OCTAJIbHBIX CTPaHUIL?

276. Kakas uadopMaius MOXET HaXOJUTHCS B KOJIOHTUTYJIaX ?

2777. Kak HanleyaTaTh 4acTh JOKYMEHTA?

278. Cnoco06sl 3anycka Excel. Ctpykrypa oxkna Excel.

2779. Haznauenne kHonok CBepHyTh, BoccTaHoBUTH, 3aKkpbITh, PacriaxHyTh Ha Bce
okHO. OTnuyue KHOMoK CBEPHYTh U 3aKPHITh.

280. Pabora ¢ aeMeHTaMu MEHIO: CIIOCOOBI JOCTYIA K 3JIEMEHTaM TJIaBHOTO MEHIO
U TOAMEHI0. BuIbl 3arojloBKOB MeEHIO. BbIxon u3 MeHI0 0€3 BBINOJHEHUS
KOMAaH/Ibl.

281. HazHaueHne mnaHenel HMHCTPYMEHTOB. Pa3MmelieHue mnaHeneld Ha DJKpaHe.
Bxomtouenue/oTkmouenue nanenei. Kakue manenm pekoMeHAyeTcst 0TOOpakaTh Ha
JKpaHE.

282. Haznauenue cTpoku BBoAa Gpopmyir. Ee cocTtaBHbIe yacTu.

283. Uro Takoe kuura B Excel? U3 yero cocrout kuura? Kak mnepexitoyaThcs
Mexay kuuramu? CTpyKTypa OKHa paboueil KHUTH.

284. Slpnabluku JMCTOB M paboTa C HUMHU: MEPEKIIOYEHUE MEXKIY JIMCTaMH,
noOaBlieHHE JuCTa, yaaneHue JUCTA, NIEpPEUMEHOBAHUE JuCTa,
nepeMeIIeHe/KONMUPOBAHKE JIMCTA. Y TIPABICHUE BUIUMOCTBIO SIPJIBIYKOB JIUCTOB.
285. BBoag B s4eiiky Tekcra. UTO sABISETCS TEKCTOBOM KOHCTAaHTOM, KaKue
CUMBOJIBI MOKHO HCIIOJIb30BaTh npu ee Habope? K kakoil rpanHuie syeilku
MPUKUMAETCS TEKCT?

286. BBog B sAueliky umucna. Buabl unciioBbIXx KOHCTaHT. Kakue cUMBOJIBI MOKHO
UCIIOJIB30BaTh NpH BBOAE unciia? K kakoi rpaHule SYEHKU NPUKUMAETCA YUCIIO?
Kax uncno npeo6pazoBath B TeKCT?



287. BBog B sueiiky natel U BpemMeHu. K kakoMy THIy TaHHBIX OTHOCSITCSA 3TH
KOHCTAHTBI?
288. UTO MpOoUCXOAUT, €CJIH 10 HIUPUHE CTOJIOIa HE BXOISIT:

a) TEKCTOBBIC TaHHBIE?

0) uncna, 1aThI?
289. Bon B siueiiky dopmynsl. C kakoro cumBojia HaumHaercss popmyna? Uto
oToOpaxxaeTcs mociie BBojaa GopMyJibl B siueiike? B cTpoke popmyin?
290. Bon B stueiiky dopmynsl. C kakoro cuMBoja HaumHaeTcs popmyna? Urto
otoOpakaeTrcs mocie BBoaa GopmyIibl B siueiike? B cTrpoke hopmy?
291. Kakue 3Haku omepanuil ynorpedisaiorcs B (opmynax? UTo MOXKET ObITh
onepaniom? HazHaueHnue cKoOOK.
292. Anpec sueliku, kak OoH ¢opmupyercs? JBa cmocoba BBoAa B (opMyiry
anpeca. [loHsiTHe OTHOCUTENBHOTO a/ipeca.
293. Uto Takoe aOCOJIOTHBIN ajnpec? 4deMm aOCOMIOTHBIA ajpec OTIMYACTCS OT
OTHOCUTEIHHOI0?
294. CMelIaHHbIN apec, €ro OTIMYHE OT OTHOCUTENHHOTO M abcomtoTHoro. C
MTOMOIIIBIO0 KAKOU KJIaBUILIKM MOYKHO OBICTPO U3MEHSThH THIT ajipeca B hopmyiie?
295. Kak BBINIOJIHSIETCS CChUIKA HA AYEHKY IPYroro JucTta Tekyuied kauru? Kakoi
BU/JI TPUHUMAET UICHTUPHUKATOP STUCHKH MOCTIE BHIMOTHEHUS CCHUIKH?
296. Kak BBINOJIHAETCS CChUIKA HA SYEMKY APYroro jgucrta Apyrod kauru? Kakoi
BU/JI TPUHUMAET UICHTUPHUKATOP SUEHKH MOCTIE BHIMOTHEHUS CCHUIKHU?
297. Ilpenmy1iecTBO MCIOJIB30BAHUSI UMEH siueeK nepen anpecamu. Kak nate ums
sTYetKe, UCTIONB3Ys CTPOKY hopmyi?
298. Kak nath M4 sitYeiiKe, UCIOJb3ys IUaIoroBoe okHO «IIprucBoeHre nuMeHn»?
299. Haznauenune Macrtepa QpyHKIUI.
300. CriocoOsbI Be130Ba Mactepa pyHKITHiA.
301. Iopsnok BBoJa (PyHKLIMHU C UCTIONB30BaHUEM Mactepa.
302. BBox aprymentoB pynkuuu. B kakux ciydasx y1o0HO BBOAUTH apryMEHTHI €
KJIaBHATyPbl, a B KAKUX C UCIIOJIB30BAaHUEM MbIIIHN?
303. BBOJ BIOKEHHBIX (PYHKIMI U CIIOKHBIX (OPMYI.
304. PegaktupoBanue GyHKIMN ¢ UCTOIb30BaHUEM MacTtepa.
305. Beimenenue OOBEKTOB (sS4€iikM, CTOOIA, CTPOKW, HHTEpBaja, JIHMCTA).
Brinenenne HECKOIBKUX OOBEKTOB.
306. CiocoObl U3BMEHEHUs MUPUHBI CTOIOA? BBICOTHI CTpOKH?
307. Kak ckpbITh cTosber/cTpoky? Kak packpbITh cTOI0CT/CTPOKY?
308. Kakumu crioco6aMu MOKHO BBITIOJHUTE (hopMaTUpOBaHUE 0ObEKTa?
309. Kakue BO3MOXXHOCTH (opMaTuUpoBaHus mpenocTasiser Bkiaaka Hlpudr
JUAJIOroBOro okHa @opmart sueku?
310. Kakue  BO3MOXXHOCTH  (OpMaTUpPOBAHUS  NPEIOCTABISET  BKJIAJKa
BripaBHuBanue?
311. Kakue Bo3MOkHOCTH (DOpMATUPOBAHUS PEIOCTABISIET BKIaAKa [ paHuIib1?
312. Kakue BO3MOXKHOCTH (hOpMaTUPOBAHUS TTPEAOCTABISAET BKiIaaka Bua?
313. Kakue craHgapTHbIE YHCIOBBIE (OpMaThl TPEAYCMOTPEHBI HA BKJIAJIKE
Yucno? YeMm xapakrepusyercs Kaxabiid popmar?
314. Korna ucnomnb3yercs nojib3oBatenbckuit popmar? Ilopsinok ero coznanus.
315. Ynpasnsroniyie CMMBOJIBI MMOJIH30BATEIBCKOTO (opMaTa JjIsl Yuclia, TeKCTa U
JaThI.



316. Kak BeimonHsieTcs: KonupoBaHue ¢popmara?
317. Ha3nauenue aBroopmaTupoBanus. Kak oHO BbITTOTHSIETCS?
318. Bosamoxnoctu koManHnbl [[PABKA—OUUCTUTH npumeHuTensHo K
dbopmaTam
319. CriocoObl BBINOJIHEHUS OIepauuu KomupoBaHUsA. CrHocoObl BBITOTHEHHS
olepanuy rnepeMenieHus. YeM oTiIinyaeTcsi KONMPOBaHUE OT NEpEMELICHU ?
320. KonupoBanue/ mepeMmelleHne sueek, coiepkamux ¢gopmynsl. Kak Biauser
aJipecallys Ha KOIMpoBaHUe? Ha TIepeMelleHre?
321. Kak pabotaer komanaa mMeHO OuucTuTh? UTO MPOUCXOIUT NPHU OUYHUCTKE
coaepxkumoro? mnpu ouucTtke (opmara? mpu ouuctke Bcero? Kakoilt komanpe
COOTBETCTBYET HaxkaTue Ha Kiasuiry Delete?
322. Komanzaa Y nanuTh NIpUMEHUTENBHO K CTOJNOILY, CTPOKE, SUehKe, UHTEpBaIY.
323. Komanga BcTaBuTh IpUMEHUTENBHO K CTOJNOITY, CTPOKE, SYCKe, HHTEPBAIY.
Kyna BcraBnsercsa crpoka/cronden?
324. Ina 4yero IIPUMEHSETCS KOMaH/1a CrneunanpHas BCTaBKa?
[TocnenoBaTenIbHOCTD €€ BBIIOJHEHUS.
325. Kak BeinonHsieTcs: konupoBanue ¢popmara? /s yero ono HeoOXoaumo?
326. 3anonHeHne HHTEpBana syeek ¢ ¢opmynamu. Kak Biuser aapecanus B
dbopmyIie Ha 3anoyiHeHHE?
327. 3anoJIHEHNE NHTEPBAJIA YUCIAMU C 33JaHHBIM [IarOM.
328. 3anoyiHEHUE UHTEpBAJIA:

O OJAMHAKOBBIM TEKCTOM

O OJAMHAKOBBIMH YHCJIAMU

O OJJMHAKOBBIMU JJaTaMH

O YHCJIaMH C marom |

O JlaTamH C 1marom 17?
329. Haznauenue ¢ynkuuun ECJIN. KonudecTBo mapaMeTpoB U UX Ha3HAYEHUE.
[Ipumepsr.
330. Ctpykrypa ycnoBus Gpynkuuu ECJIA. Uto siBrsieTcst 3HaUEHUEM yCIIOBHS?
331. BelpakeHHsI OTHOLLEHHUS: ONIEPALNH, ONIEPAHIBL, TIPUMEPHI.
332. Jloruueckue onepauuu: Ha3BaHUE, Ha3HAYEHUE TapaMeTpoB. [Ipumepsl.
333. Kak BBIUMCIAIOTCA 3HAYEHUS JJOTHUECKUX onepanuii? [Ipumepsl.
334. BrnoxeHHble yciaoBusi. BapuanTel Bioxkenus. [Ipumepsl.
335. Oro6pakenue TekcToBbIX coodmenuit B pynkiuu ECJIN. ITpumepsi.
336. [loncuer konuyecTBa SYEEK BHYTPU JHMANA30HA, YIOBJIETBOPSIOIIMX
3aaHHOMY Kputeputo. [Ipumepsl.
337. CymmupoBaHUE A4€EK, 3aJaHHbIX Kputepuem. [Ipumepsi.
338. Otanuure ycnoBHOTO (hOPMaTUPOBAHUS OT MPSMOTO.
339. Ilops10K BBITIOJIHEHUSI YCIOBHOTO (pOpMaTHPOBAHMUSI.
340. 3aganue ycnoBus. B yeM pazHuna npu GopMaTupoBaHUM M0 3HAUYEHUIO OT I10
dbopmye?
341. ®opmartupoBaHue 1o 3HaueHuro. [Ipumep.
342. ®opmatupoBanue o dpopmyre. s Kakoil SYSHKH WHTEPBaJia 3alChIBACTCS
ycinoBue? IlpaBuna gopMupoBaHusi TUIa ajgpecaluu Uil SYEEeK, yYKa3aHHBIX B
dbopmyie.
343. Kak ¢opmupyercst pe3yiabTaT, €Cld B BBIACICHHOM JIUaIla30HE OJHA WIIU
HECKOJIBKO SYEEK YAOBIETBOPSIOT HECKOJIBKUM YCIOBHUSM?



344. PepaktupoBaHue YCIOBHOTO opMara.

345. Y nanenue yciaoBHBIX (OpMaTOB.

346. Ilouck siueek, UMEIONIUX YCIOBHBIN opmar.

347. OCHOBHBIE TOHATHS AUArPAMM: PAIbl TaHHBIX, KaTETOPUHU, THII, JIEMEHTHI
arpamm.

348. OcHOBHBIE MpaBUiia MOCTPOEHUS Auarpamm B cucteme Excel.

349. Co3znanue nuarpamm ¢ UCnojiab30BaHrueM MacTtepa quarpamm.

350. Coznanue tpadukoB ¢dynkmmii. Kakolt Tunm pmarpamMmMbl HEOOXOIUMO
UCIOJIB30BATh JIJIs TOCTPOEHUs rpauKoB?

351. [locTpoeHue MOBEpXHOCTEM.

352. [locTpoeHue ceuyeHnii MOBEPXHOCTEN.

353. PegaktupoBaHue AMarpaMM U UX 3JIE€MEHTOB.

354. ®opmaTupOBaHUE IUATPAMM M UX SJIEMEHTOB.

355. ®opmaTupoBaHUE TPEXMEPHBIX UArPAMM.

356. [lonsaTue JIUHUU TPEH/Ia, OCHOBHBIC MMapaMeTpbl JUHUU TPEH]IA, TUIIbI TUHUN
TpeHJa

357. IlocTpoeHue TMHUU TPEH/IA.

358. Anmpokcumariusi TabJIMYHOM 3aBUCUMOCTH C UCIIOJIb30BAaHUEM JIMHUH TPEH/IA.
359. [IporHo3upoBaHUE C UCHOJb30BAHUEM JIMHUU TPEHAA.

360. dopmaTupoBaHHE U pEAAKTUPOBAHUE JINHUM TPEHAA.

361. Jlns kakux 3a71a4 UCTIONB3YETCs T0A00p mapamerpa’?

362. [lopsimok  BBIMOJIHEHUST Toa0Opa MmapameTpa. 3anoJIHEHUE DJIEMEHTOB
nuanoroBoro okHa [log6op mapamerpa.

363. 3ajanue NOrpenHOCTH BEIYMCIICHUM.

364. PenieHne HEIMHEWHBIX YPAaBHEHUN.

365. Ha3zHaueHue novcka penieHusl.

366. BeinosiHeHNE TOMCKA PELICHHUSL.

367. Ucnonb30BaHUE CLICHAPUEB JIJIsi MHOTOBapHUAHTHBIX PACUETOB.

368. O0mas mnocTaHOBKa 3aja4 OINTUMHU3aLMKA. Buabl 3ajad  ONTUMU3ALMU:
JIUHEMHAas1, HeJIMHEeHAas.

369. Peuienue 3a/1a4y ONTUMU3ALUHN C UCIIOJIb30BAHUEM OUCKA PEUICHUS.

370. ns uero npeaHazHavyeHo npuiioxxeHue PowerPoint? Kak ero 3anyctuth?
371. Yro Takoe npe3entanusi? Yro Takoe cnaia?

372. HazoBuTe criocoObl CO3aHus MTPE3CHTAIUH.

373. Yro takoe mabnon? Kakue cymectByioT BusI mabaonoB B PowerPoint?

374. Kakoe pacimpenue uMeeT (paitsn mpe3eHTaluu, mabioH mpe3eHTauu?

375. O0bsacHUTE HazHaueHue PexxuMa ciiaigoB.

376. Ha3zBaTh OCHOBHBIE XapaKTepUCTUKU Pexrma cOpTHpOBIIMKA CIIA0B.

377. Kak BBIOJHUTH MMOKa3 npe3eHTanun? HazpaTe criocoObI mokasza
MpEe3CHTAIUU.

378. Uto Takoe anumanusa’?

379. Uro Takoe nepexon cnaios? [Ipumepsl nepexoa ciaiios.

380. [losicHuTE MOHSATUE MYJIbTUMEINA.

2.2. OueHoYHbIE CPEACTBA JJIA POMEKYTOYHOM aTTecTaluu (3a4er)
Bomnpocsl Aj1s1 NpoBeaeHNUs 3a49eTa
1. Tlonstue undopmaruku. [Ipenmer u 3amaun HHOOPMATUKHY.



2. HNudopmaruzaims oOuiecTBa 1 MECTO MHPOPMATUKH B COBPEMEHHOM MHUpE.

3. Ilonsitue wuHpoOpMalMK, €€ OCOOEHHOCTM U BHJIbBL. DKOHOMHYECKas
uH(dOopMaIus, ee CBOMCTBA, CTPYKTYpa.

4. HUcropus OBM. Ilokonenus D9BM. PazBuTtue nporpaMMHOro o0ecreyeHusl.

5. Tlpunmune! pon Helimana. OcoO€HHOCTH COBPEMEHHBIX KOMITHIOTEPOB.

6. Apxutekrypa [I3BM. MarucrpanbHo-MoaynbHbIN npuHImn. [lepudepuitabie
Y BHYTPEHHUE YCTPOUCTBA, CXEMa B3aUMOICHCTBUS.

7. PazButue komnbroTepoB IBM PC. Ilpuumnbl ycnexa nepcoHanbHbix DBM.
[IpuHIMIT OTKPBITOM apXUTEKTyphl. OrpaHUYEHHOCTh O0JACTH MPUMEHEHUs
nepcoHanbHbIX OBM.

8. HasHaueHue OCHOBHBIX YCTpoilcTB OBM: wneHTpallbHOrO Mpoleccopa,
BHYTPEHHEW MaMsTH.

9. Kmaccudpukamuss 3SBM. OcHOBHBIE XapaKTEPUCTHUKHA  BBIYUCIUTEIILHON
TEXHUKHU.

10. Knaccudukarysi mporpaMMHOT0 00€CTIeUeHHUS.

11. Opranuszanust (aiioBOM CUCTEMBI U OOCITyXuBaHUE (HaNIOBONM CTPYKTYpPHI
NEPCOHAILHOTO KOMITbIOTEPA.

12. BeraucauTenbHbIe CHCTEMBI, Ha3HAYCHHUE, KIacCUPUKAIIHS, apXUTEKTYA.

13. HaznaueHue nporpaMMHBIX CPEJICTB, UX KIacCU(UKALINS, COCTaB.

14. Onepanmonnsie cucremsl (OC), ux pynkunu, Bugst OC.

15. Onepanmonnas cucrema MS DOS. Untepdeiic komanaHoi ctpoku. DaiinoBas
cucrema.

16. Onepanmonnas cuctemMa Windows: XxapakTepUCTHKA U apXUTEKTypa.

17. Unrepdeiic u 3amyck nporpamm B OC Windows.

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

19. Ucnionp30BaHne CEPBUCHBIX MPOrpaMM: paboTa ¢ apXWBaMH, aHTUBHUPYCHAas
0oprba, oocimyxkuBanue auckoB B OC Windows.

20. ®yHKIUHA TECTUPYIOIIUX MPOrpaMM, YTUIIUT, JpPalBEpOB, ONEPAIMOHHBIX
000JI04€K U JP. CHCTEMHBIX IPOTPaMM.

21. [IpukiiagHoe NOpPOrpaMMHOE OOecrneYeHue KaK WHCTPYMEHTApuil peuieHus
dbyHkunoHanbHBIX 3an1a4. Knaccuduxaius, ocoOEHHOCTH TMOCTPOEHUS U 00JIacTh
IPUMEHCHMUSI.

22. [TakeTsl TPUKIAAHBIX TPOTPAMM OOIIETO, O(QUCHOTO HA3HAYEHUS TEKCTOBBIE U
rpaduueckue peJakTopbl, TabJIUYHBIE TPOLIECCOPBI, CUCTEMBI YIpaBlieHUs 0azaMu
JAHHBIX, U3JIATEILCKUE U MYJIbTUMEIUITHBIE CUCTEMBI, Opay3epbl U Ap.)

23. [IpodeccuonanbHble MAaKEThl MPUKIATHBIX MPOTpaMM ISl pPEIIeHUs 3aaad
yIpaBJE€HUsI.

24. TexctoBbie (aitnpl. CTaHmapTHBIE TPONEAYPbl U (DYHKIIUU JUIsi TEKCTOBBIX
dbaiinos.

25. Microsoft Word. OcHoOBHBIE BO3MOXXHOCTH MpOrpaMmbl. Buji OkHa, MEHIO.
DJIEMEHThI TEKCTOBOTO TOKyMeHTa. OCHOBHBIE ONEpald C TEKCTOM (BBIJECIECHUE,
yAaJleHue, IepeMelleHe, KOMUPOBaHUE).

26. Microsoft Word. ®opmatupoBanue TekcTta (CHMBOJIOB M ab3arieB), CTPAHHUIL.
Tpu cnocoba coszmanusa tabmun B Word. PepaktupoBanue u ¢gopmMaTtupoBaHue
tabaui. OdopmieHue CTpaHUIBI JOKyMEHTa (pa3MeTKa CTpaHMIIbl, BCTaBKa
HOMEPOB CTPAHUIL U CHOCOK, pa3pbIB CTPAHHUIIBI).



27. Microsoft Word. ®aiinoBsie omnepanuu (CO3laHHE€ HOBOTO JOKYMEHTa,
OTKPBITHE U 3aKPbITUE JOKYMEHTA, COXpAaHEHUE U MeYaTh JOKYMEHTA).

28. Tabmmunbiii mporeccop Excel, ero HasHadeHne m BO3MOXKHOCTH. 3arpy3ka u
3aBepIleHne padoThl MPOrPaMMBbI.

29. CnpaBounas cucteMa Excel. CiocoObl mostydeHus cripaBouHoM HHGOPMAIUH.
30. OcHoBHbIe 251eMeHThl OkHa Excel u nx HazHauenue.

31. CtpykTypa paboueit kuuru B Excel. DnemenThsl okHa paboueil KHUTH.

32. Tunsl manabix B Excel. BBox u oroOpakenne Ha pabodem JHCTE JaHHBIX TUTIA
TEKCT, YUCIIa, 1aTa/BpeMsi.

33. ®opmynbl u (yHkuuu B Excel, ux o0o3HaueHue, MOpSAOK UX BBOAA U
peIaKTUPOBAHUS.

34. PenaktupoBaHue U yajieHue JaHHBIX B siueiikax padoueit kauru Excel.

35. bypep oOMeHa, ero Ha3HaueHHWE U HCIONB30BaHHE. KommpoBanue u
nepeMelleHre IaHHbIX B siueiikax padoueit kuuru Excel.

36. ®opmaTupoBaHue JaHHBIX padoueit kHuUrM Excel. Buabl u cnocoOs
dbopMaTupoBaHU.

37. BcTaBka u yaaneHue siueek B paboueM jgucrte padoueit kuuru Excel.

38. BcTaBka u ypalieHHE CTPOK M CTOJOIOB B padoueM JncTe paboyeil KHUTU
Excel.

39. CnocoObl 1 TOPAIOK CO3aHus U coxpaHeHus: paboyeil kauru Excel.

40. CnocoObl M TOPSAIOK OTKPBITUA U 3akpbiTHs paboueit kuurum Excel.
[TepemenieHue MeXy OTKPBITHIMUA PA0OYMMU KHUTAMHU.

41. Pabora ¢ mucramu paboueii kauru B Excel. Boinenenne, BcTaBka u yaajieHue
JUCTOB B paboyeil KHUTE.

42. KonmupoBaHue u TepeMelleHue JHUCTOB B pabodeit kHure Excel.
[IepenmeHOBaHME JTUCTOB.

43. YcraHoBKka MmapaMeTpoOB  CTPaHUIIbl, MPEABAPUTEIBHBIA MOPOCMOTP U
MOJITOTOBKA K reuaTu padoyeit kaurn Excel.

44. IlporpaMmMmHBIe  cpefcTBa  mpe3eHTanuil. [loHsITHE O  KOMIIBIOTEPHBIX
NpE3CHTAIUMAX M MPOTPAMMHBIX CpPEACTBaX sl pa3pabOTKHM KOMIBIOTEPHBIX

IIPE3EHTALUH.

45. IlporpamMmmHble  cpenctBa  mpe3eHTanuii.  [lonstue o  mporpammax
IIPE3EHTALMOHHOU rpaduky. Kparkas XapaKTEPUCTHUKA porpaMm
PEe3eHTAMOHHON rpaduKH.

46. ITporpamMmmHbie cpeacTna MIPE3EHTALU M. HNutepdeiic porpaMm

pe3eHTalMoHHoM rpaduku. PaboTta ¢ MeHIO U MaHeIsIMH HHCTPYMEHTOB, padoTa C
JTAAJIOTOBBIMU OKHAMM.

477. IlporpaMMHBIE CpeICTBA Mpe3eHTAIuid. TeXHOIOTHs CO3/JaHUsI KOMITBIOTEPHOM
npe3eHTanuu. Pabora ¢ MakeTamu cliaiiioB u 1mabdioHaMu oOpMIICHHS CIIalI0B.
Buenpenue TEKCTOBBIX OJOKOB M TpaUUECKUX JJIEMEHTOB B  CHaNbI
KOMIIBIOTEPHOU NPE3EHTALNH.

48. [IporpaMMHbIE CpeAcTBa mMpe3eHTaunil. MyJnbTUMEIUUHBIE BO3MOKHOCTH
IpOrpaMM MPe3eHTAITHOHHON TPaPUKH.

49. IIporpamMmmMHBbI€ CcpencTBa mpe3eHTauuid. OTiaaka MNpe3eHTaluH, HacTpoMKa
aHUMALMOHHBIX 3(PdpexkToB U 3PPexkToB cmeHbl crnaigoB. [loaroroska
KOMIIBIOTEPHOW MPE3CHTALIUU K €€ IEMOHCTPALIMH.



50. [lonsaTne 0 COBpEeMEHHBIX HWH(OPMAIMOHHBIX  TEXHOJOTHAX. Bumabl
COBPEMEHHBIX MH()OPMAIMOHHBIX TEXHOJIOTUH U UX KpaTKas XapaKTepUCTUKA.

51. I[lonsaTre o MyIbTUMEINA TEXHOJOTHAX. MylbTUMeIMA KaK BUJ WH(POPMAIIHH,
TEXHUYECKUN KOMIUJIEKC U IPOrPaMMHBIN KOMIUIEKC.



