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1. IACHIOPT ®OHJA OHEHOYHbBIX CPEJACTB

1.1. Ob6sacTh NpUMeHeHUs

®onx omeHouHblx cpeAcTB (POC) — HeoThemieMas YacTh pabouei
nporpaMmbl  JUCHHMIUIMHBL  «TexHomoruu  mu@poBoro  oOpa3oBaHUS» U
npeaHa3HayeH JJis KOHTPOJS M OIEHKM 00pa3oBaTelIbHBIX JTOCTHXKEHUM
CTYyJ€HTOB, OCBOMBIIIUX MPOTPAMMY JTHACHUIUINHBI.

1.2. Hesan 1 3a1a4u (POHAA OLEHOYHBIX CPEACTB

Hene @®OC — yCTaHOBUTh COOTBETCTBUE YPOBHSA  IOJTOTOBKH
oOyuvartomierocsi TpeboBanusasm OI'OC BO OakanaBpuar 1O HampaBiICHUIO
nonroroBku  44.03.05 «Ilemarormueckoe oOpa3oBanue (C ABYMS NPOPHIAMU
MOJATOTOBKHM), YTBEPXKACHHBIM MPUKa30M MMHHCTEpPCTBA HAayKHM U BBICHIETO
obpazoBanus Poccuiickoit @enepanuu ot 22.02.2018 r. Ne 125 (¢ uamMeHeHUAMH U
nononHeHusiMu) U [IpodeccruonanbHBIM CTaHIAPTOM, YTBEPKIEHHBIM [Ipukazom
MunucTepcTBa Tpyna W colainbHOM 3amuThl Poccuiickoit ®depeparuu  «O06
yTBepKIeHnn TnpodeccuonampbHoro crangapra «llemaror (memarorudeckas
JEATEeIIbHOCTh B cdepe JOIIKOJIBHOr0, Ha4aJlbHOTO OO0IIero, OCHOBHOTO OOIIEro,
cpeaHero ooOmero oOpa3oBaHus) (BocmuTarenb, yuutenb)» oT 18.10.2013 r.
Ne. 544 u (c U3BMEHEHUSIMU U AOTIOTHEHUSIMHU ).

1.3. Ilepeyenb kommeTeHIUii, opMUpYyeMBbIX B mpolecce OCBOEHUS
OCHOBHOM 00pa30BaTeJIbHON MPOrPaMMbI

[Iportecc  ocBOeHUsI IUCHUIUIMHBI —~ HampaBieH Ha  (HOpMUpOBaHUE
CIEAYIOIMNX KOMIIETCHIIMN U HHAUKATOPOB UX JOCTUKECHHUS:

Kox mo ®I'OC BO ‘ NHauKaTop 10CTHKEHUS

YHuUBepcalbHbIE

O6menpodeccrnonasbHbIe

OIIK-2.1. JleMOHCTpHpOBaThH 3HAHUS
TEXHOJOTHUM U METOJ0B ucnoiab3oBanus KT
B nearoruyeckoi JIeSATENbHOCTH,
MPUMEHSIEMbIE TIPU Pa3pabOTKe OCHOBHBIX U
JIOTIOTHUTEIbHBIX o0pa3oBaTeNIbHbIX
MPOrpaMM; METOJIUYECKUX OCHOB Pa3pabOTKH
U pealu3aliy OTHCJIbHBIX KOMIIOHEHTOB
OCHOBHBIX u JIOTIOTHATEITLHBIX
o0pa3oBaTeNbHBIX MpPOTrpamMM, B TOM 4YHCIIE
MIPOrPaMMHO-METOUYECKOTO  00eCIeYeHUs
00pa3oBaTeNIbHOTO MpoIiecca;

OIIK-2.2. Ompenenats  coaepkaHue U
CTPYKTYpY, MOPSIAOK U YCIOBUS OpPraHu3aliu
o0pa3oBaTeIbHON NESTSIIbHOCTH Ha
ocHoBanuu TpeboBanuit dI'OCos, IIC,
Enunoro  tapudHO-  KBAIM(DUKAIIMOHHOTO
CIIpaBOYHHMKA padboT W mpodeccuit padboumx,
MPUMEPHBIX  (TUMOBBIX) 00pa30BaTEIbHBIX
MporpaMM M 3ampocoB  paboTojaTteneii;

OIIK-2. CnocoGeH y4acTBOBaTh B pa3paboTke
OCHOBHBIX U JIONOJTHUTEIbHBIX
00pa30BaTeNIbHBIX IPOrpaMM, pa3padbaTbiBaTh
OTJIeJIbHbIE X KOMIIOHEHTHI (B TOM YHCIIE C
UCIIOJIb30BaHUEM HH(POPMAIIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTUI)




COOTHOCHT y4eOHO-METOINYECKYIO
JOKYMEHTAIIUIO ¢ HOPMaTUBHBIMHU IIPaBOBBIMHU
aKTaMHU, OCYHICCTBIIACT ACATCIIBHOCTL  I10
pa3paboTke (0OHOBIICHHUIO) OTACIBHBIX

KOMITOHEHTOB OCHOBHBIX M JIOMOJHHUTEIIBHBIX

o0pa3oBaTeNbHbIX porpaMm
npodhecCHoOHAIBHOTO o0yueHwus,
npo¢eCcCUoHaTBLHOTO oOpa3oBaHus,
JOIIOJIHUTEIBHOIO npo¢eCCHOHATBHOTO
o0pa3oBaHUsI C  Y4eTOM  HOPMATHBHO-
IIpaBOBLIX, IICUXOJIOTO-IIEAATr OTUYCCKHUX,

MIPOEKTHO-METOANYECKUX M OpraHU3allMOHHO-
yIpaBIeHYECKUX TpeOOBaHUH (B TOM YHUCIE C
ucnons3zoBannem MKT);

OIIK-2.3. IIpoBoauts ananuz GI'OCos, I1C,
KBanudukamoHHbIX XapakTepucTuK EnuHoro
Tapu(HO-KBATU(UKAIIMOHHOTO CIIPAaBOYHUKA
paboT u npodeccuii padbounx, MPUMEPHBIX
(TUTIOBBIX) 00pa30BATENBHBIX IPOTPAMM U
CHEIHANIbHBIX (OXpaHbl TPY/a, TEXHUKU
0€3011aCHOCTH, CAHUTAPHO-TUTUEHIUUECKUE U
1p.) TpeOOBaHMIA, 3aITPOCOB paboTomarenel u
00pa30BaTeNIbHBIX MOTPEOHOCTEH
00y4aroIuXxcs; BIageeT METOANUYECKUMU
OCHOBaMH Pa3pabOTKH U pean3aIiu
OTJEIbHBIX KOMIIOHEHTOB OCHOBHBIX U
JIOTIOTHATEITHHBIX 00pa30BaTEIbLHBIX
MporpaMm MmpodeccruoHanIbHOT0 00yUYeHHs
n(unm) npodecCuoHaILHOTO 00pa30BaHusl, U
(M1M) TOMOTHUTENBHBIX MPO(GECCHOHATBHBIX
porpaMm (B TOM YHCIIE C UCTIOIh30BAaHUEM
HKT)

OIIK-9. CnnocoOeH noHUMAaTh IPUHLIUIIBI
pabOTHI COBPEMEHHBIX HHPOPMAIIHOHHBIX
TEXHOJIOTUI U UCTIONB30BaTh UX JUISI PEIICHHS
3a7a4 MpoeCCHOHABHOMN e TeTbHOCTH

OIIK-9.1. JleMOHCTpUpOBaThH 3HAHUsA
U(POBBIX TEXHOJIOTHHA M CBS3aHHBIX C HAMH
NPOAYKTOB M YCIyr B MpodecCHOHATBHON
NEeSTEbHOCTH

OIIK-9.2. Hcnonb3oBars IIOHUMaHHE
MIPUHIIAIIOB paboThI COBPEMEHHBIX
MH(OPMAIIMOHHBIX TEXHOJOTHH TMPH aHalM3e
u 00paboTke nmpodeccuoHaATBHBIX 0a3 TaHHBIX
1U(pPOBON IKOHOMHKH

OIIK-9.3. [IpumMeHATh COBPEMEHHBIE
TEXHUYECKHE CPEACTBA U MH()OPMAITMOHHBIE
TEXHOJIOTHH JJIsl pEIICHUs 3a/1a4
npodecCHOHANIBHON IeATEThHOCTH

[TpodeccronabHbIC

1.4. Dranbl ¢gopMupoOBaHMS KOMIIETEHUMH M CPeACTBA OLECHUBAHUSA

YPOBHSI MX cOPMHUPOBAHHOCTH

Jranbl popMHUpPOBaAHUA KOMIIETEHIIUI

Komnerenuuun

KoHTpo/bHO-0LIeHOYHbIE
cpeAcTBa / c1ocod
OlleHMBAHUSA




OIIK-2, OIIK-9 | YcTHBl onpoc, TECTOBBIN
Tema 1. MadpopmaTuka, Kak HayKa. KOHTPOJIb, BHIIIOJTHEHHE
MPAKTUYECKUX 3aJJaHUI

OIIK-2, OIIK-9 | YcTHBI onpoc, TeCTOBBII
Tema 2. YcTpoHCTBO KOMITBIOTEPA. KOHTPOJIb, BBIIIOJTHEHUE
MPAKTUYECKUX 33 JaHHI

OIIK-2, OIIK-9 | YcTHBI o1poc, TeCTOBBII
KOHTPOJIb, BHITIOJTHEHUE
IIPAKTHUYECKUX 3aJaHUN

Tema 3. TIporpamMmmHOe obecrieueHme
KOMITBIOTEPOB.

OIIK-2, OIIK-9 | YcTHBI O1Ipoc, TECTOBBII
Tema 4. KomnbroTepHbIE cETH. KOHTPOJIb, BBITIOJTHEHHE
IIPAKTHYECKUX 3aJaHUN

OIIK-2, OIIK-9 | [ToaroToBKa MyJIbTHMEIUITHBIX
Tema 5. MynpTUMETUINHBIE TEXHOJIOTUH. MPE3EHTALUH, BBIIIOJIHEHUE
MIPAKTHUYECKUX 3aJaHUI

OIIK-2, OIIK-9 | YcTHBIH OnIpoc, TeCTOBBII

Tema 6. OcHOBBI HHPOPMAITMOHHOM
KOHTPOJIb, BBITIOJIHEHHE

0e30MacHOCTH. N
MIPAKTUYECKHUX 3aJIaHUI

Tekymas arrecrauus OIIK-2, OIIK-9 | KouTponbHas paboTta

IIpoMexkyTOYHASI ATTECTALUSA OIIK-2, OIIK-9 | 3auer

1.5. Onucanue noka3aresieid GopMrUpoOBaAHUS KOMIIETEHIIH

Koa xomnerenunn Pesynbratel cdopMupoBaHHOCTH

JleMOHCTpHpYyeT 3HaHUSI TEXHOJIOTUHU U MeTOA0B ncnoib3oBanus UKT B
MeJarornyeckoil  JesSTeNbHOCTH, TpPUMEHsSEeMble TMpu  pa3paboTke
OCHOBHBIX ¥  JOMOJHUTEIBHBIX  00pa30BATENBHBIX  MPOTPAMM;
METOJIMYECKUX OCHOB pa3padOTKH U  peanu3alid  OTIEIbHBIX
KOMITOHEHTOB OCHOBHBIX M  JIONIOJIHUTEIBHBIX  00pa30oBaTEIbHBIX
MporpaMM, B TOM YHCIE MPOTPAMMHO-METOIUYECKOTO OOECTIeUeHUs
00pa30BaTeNIbHOTO MpoIiecca;

OIIK-2. Crocoben
Omnpenensier copepkaHUe UM CTPYKTYpy, TOPSIOK U YCIOBHUS

y4acTBOBATh B .
OpraHu3anui  00pa30BaTEIbHONH  JIEATEIIFHOCTH HAa  OCHOBAaHUU
pa3paboTke .
OCHOBHDIX u tpeboBanuii ®I'OCos, IIC, Exunoro TtapupHo- KBanu(pUKanuOHHOTO
CIIpaBOYHHMKA paboT W mpodeccuid paboumx, MPUMEPHBIX (THUIIOBBIX)
JIOTIOTHUTETIbHBIX N
00pa30BaTeNIbHBIX MPOrpaMM M 3allpocoB paboToaareseif; COOTHOCHUT
00pa3zoBaTeIbHBIX
HDOIDAMM Y4e0HO-METOINYECKYIO JOKYMEHTAIIMIO C HOPMATHBHBIMU MPaBOBBIMHU
POTPaMM, aKTaMM; OCYIIECTBISET AEATENBHOCTh IO pa3paboTke (OOHOBJICHHUIO)
pa3pabaThIBaTh
OTHEIHHBIX
OT/ICIbHBIE ux
KOMIIOHEHTOB ~OCHOBHBIX M  JONOJHHUTENBHBIX 00pa30BaTEIbHBIX
KOMITOHEHTHI (B TOM
quce < | TPOrpavMm npoeCCHOHATBHOTO  00y4YeHUus, MPOPECCHOHATLHOTO
o0Opa3oBaHUs, MOMOTHUTEIHFHOTO MPOPECCHOHATHHOTO 00pa30BaHUS C
HCTIOJIh30BaHUEM
Y4eTOM HOPMAaTHBHO-TIPABOBBIX, TICHXOJIOTO-TIETar OTHUECKHUX,
UH(POPMAIIMOHHO-
MIPOEKTHO-METOINYECKIX U OpraHU3aIlMOHHO-YIIPABICHUECKUX
KOMMYHUKAITHOHHBIX .
. TpeboBaHuii (B TOM uncie ¢ ucrnonb3oBanuem UKT);
TEXHOJIOTHIA)

[TpoBomut ananu3z ®I'OCos, [1C, KBanupukamoHHBIX XapaKTEPHCTUK
Eaunoro TtapudHO-KBaMM(PHUKAIIMOHHOTO  CIpPaBOYHUKA paboT U
npodeccuid  paboumMx, NPUMEPHBIX (THMOBBIX) O00pa30BATEIBHBIX
IporpaMM M CHEIHANbHBIX (OXpaHbl TPyda, TEXHUKH O€30MacHOCTH,
CaHUTAPHO-TUTUEHUYECKHE u Ip.) TpeOOBaHUH, 3aIpoOCoOB
paboronareneii W 00pa3oBaTENbHBIX MOTPEOHOCTEH OO0YYAIOIIUXCS;
BJAJICET METOAMYECKHMH OCHOBAaMH pa3paboTKH W peasu3aliu




OTHENbHBIX  KOMIIOHEHTOB OCHOBHBIX u JIOTIOTHUTEIbHBIX
00pa3oBaTeNIbHBIX MporpamMM MpoGEeCCHOHAIBHOTO OOy4YeHUs W(WIn)
npodeccuoHaIbHOTO  OOpa3oBaHus, W  (WIKM)  JTOHMOJHUTEIBHBIX
npodecCHOHATBHBIX TPOrpamm (B ToM uucie ¢ ucnojb3opanuem MKT)

OIIK-9.  Cnocoben
MMOHUMATh TPUHIUTIBI
paboThl
COBPEMEHHBIX
MH(pOPMAITMOHHBIX
TEXHOJIOTUM u
WCIIOJIb30BaTh UX IS
perieHus 3aaq
npodeccroHaIbHOM
JeSITEIIbHOCTH

JleMoHCTpUpYyeT 3HAHUS MUMPOBBIX TEXHOJIOTUN M CBS3aHHBIX C HUMHU
MPOJYKTOB U YCIYT B IPO(ECCHOHATBLHOM NeSATETbHOCTH
Hcrnonme3yeT  NMOHWMMAaHHWE  NPUHIUIIOB  pabOTHI
WHGOPMALIMOHHBIX ~ TEXHOJOTMH TpH  aHaluu3e W
npodeccruoHaIbHBIX 0a3 JaHHBIX HU(GPOBON 3KOHOMUKHU
[TpumensieT coBpeMeHHbIE TEXHUUYECKHUE CPEeICTBA U MH(OpPMAIIMOHHBIC
TEXHOJIOTHH JIJIs PEIICHHS 3a7a4 MPOo(heCcCHOHATBHON eI TCIIbHOCTH

COBPEMEHHBIX
o0paboTke

1.6. Kpurepuu ouneHMBaHUSI KOMIETEHUMH HAa Pa3HbIX 3Tamax HX

(popmupoBaHus

Bup yueOHoii padoThl

KoaunuectBo
0aJ1710B

00 | 0300 300

VY cTHBIE OTBETHI HA CCMHUHAPCKUX 3aHATHUAX

BrinonHenue 1 3anyra NpakTHYeCKuX / 1a0opaTopHbIX paboT

60 30

CamocrositensHas padbora

30 60

WNubie BuabI yueOHOM paboThI (TOATOTOBKA MTPE3EHTAIIHH,
Hamucanue pedepara, pemeHue 3aaad 1 ap.)

10 10

Bcero

100

HaxonureabHas cucrteMa oneHuBanug mo 100-0ajabHOM mIKaJae

YerbipexOaanbHas
cucTeMa OleHNBaHHUS
JK3aMeHa

Cucrema
OLICHUBAHUHA
3a4era

100-0a1bpHAR
IKaJjaa

BykBenHas mkaJa, coorsercryomas 100-
0ajJabHON mKage

OTnnyHo

90-100 A — OTITUYHO — TEOPETUIECKOE COMIEPIKAHHE
Kypca OCBOEHO HOJIHOCThIO, 0€3 IPoOesoB;
HE0OXO0IMMBIE MPAKTUIECKHE HAaBBIKA PabOTHI
C OCBOCHHBIM MaTepuajioM c(hOpMHUPOBAHBL;
BCE MIPEAYCMOTPEHHbIE TPOTrPaMMOii
00yueHust yueOHbIC 33[aHusI BBITOIHEHbI,
Ka4eCTBO MX BBIITOJHEHHSI OLIEHEHO YMCIIOM

0aJuIoB, OMM3KIM K MAaKCHMAIIEHOMY

Xopomo

83-89 B — odeHB XOpOIIO — TEOPETHIECKOE
coziep>kaHKe Kypca OCBOCHO IIOJIHOCTBIO, Oe3
po0eIoB; HEOOXOIUMBIE TTPAKTHYECKIE
HaBBIKU pabOTHl C OCBOEHHBIM MaTepUaioM B
OCHOBHOM C(hOPMHUPOBAHEIL; BCE
NPEeIyCMOTPEHHBIC TPOrpaMMOil 00yUeHUS
yueOHbIe 3a]JaHusl BBINOIHEHBI, KAYECTBO
BBINIOJTHEHHS OOJIBIINHCTBA M3 HUX OLEHCHO
YHCIIOM 0aJIOB, OJIM3KUM K MAKCHMAJIbHOMY

3aureHo

Xopor11o

75-82 C — XOpOoI1I0 — TEOPETHUECKOE COACpKAHIE
Kypca OCBOEHO TTOJIHOCTHIO; HEKOTOPHIE
MPAKTUIECCKHAE HABBIKA PAOOTHI C OCBOCHHBIM
MarepuaaoM chopMUpOBaHbI HEAOCTATOTHO;
BC€ MPELyCMOTPEHHbBIE POrPaMMOi
00yueHHs yueOHbIC 33JaHUs BHIIOJHCHEI,

Ka4d€CTBO BBIIIOJTHCHHA HU OOJHOI'O U3 HUX HC




OLIEHEHO MUHHUMAJILHBIM YHCJIOM 0OalioB,
HEKOTOPHIC BUIBI 33/IaHUI BEITIOHEHBI C
oIInOKaMHu

Y 10BIETBOPUTENHHO

63-74

D — ynoBneTBOpUTEIHHO — TEOPETHUECKOE
coJiepKaHre Kypca OCBOSHO YaCTHIHO, HO
npo0esbl He HOCST CYIIECTBEHHOT'O
XapakTepa; HeoOXOqMMEBIEe TPAKTHYECKHE
HaBBIKK pabOTHl C OCBOEHHBIM MaTepuajioM B
OCHOBHOM C(OPMHUPOBAHBI; OOIBIIHHCTBO
IIPEyCMOTPEHHBIX IIPOrpaMMoii 00yUeHHUs
y‘le6HI)IX 3a):[aH14171 BBIINTOJIHEHO, HCKOTOPLIC 13
BEITIOJTHEHHBIX 33JJAaHAN COAEPIKAT OMIHOKU

y,Z[OBJ'IGTBOpI/ITGJ'ILHO

50-62

E — nocpeAcTBEHHO — TEOPETHYECKOE
coJiepKaHUe Kypca OCBOCHO YaCTHYHO;
HEKOTOPbIC IPAKTHYESCKUE HABBIKU PabOThI HE
c(hOopMHUPOBAHEI, MHOTHE IPEAYCMOTPEHHBIC
y4eOHOil mporpammoii 00ydeHus yueOHbIe
3a1aHKs HE BBIIOJIHEHE! JTM00 Ka4eCTBO
BBITIOJTHEHHBIX HEKOTOPBIX M3 HUX OIICHECHO
9UCIIOM 0aJUIOB, OJIM3KAM K MUHAMAJIHHOMY

HeynosnerBoputensHO

21-49

FX — HeyIOBIETBOPUTEIEHO — TEOPETHIECKOE
coJIep)KaHue Kypca OCBOCHO YaCTHYHO;
HEOOXOIMMBIE TIPAKTHYECKUE HaBBIKH PaOOTHI
C OCBOCHHBIM MaTepHajioM He
c(hopMHupOBaHBI; OOJTBITMHCTBO
IIPEyCMOTPEHHBIX Y4eOHOM IporpaMMoi
00y4eHns y4eOHBIX 3aJJaHUI HE BBITIOJTHEHO
00 KauyeCcTBO MX BBHIITOIHEHHUS OLICHEHO
YHUCIIOM OayIoB, OJIN3KUM K MUHUMAIIBHOMY;
TIPH JOTIOTHUTEIEHO CaMOCTOATEEHON
paboTe HaJl MaTepraIoM Kypca BO3MOXKHO
MTOBBIIIEHUE Ka4eCTBA BRIITOJIIHEHHUS YIeOHBIX
3alaHui

HeynosnerBopurensHo

0-20

F — Hey10BIETBOPHUTEIIFHO — TEOPETHUECKOE
COoZIep>KaHue Kypca HE OCBOEHO;
HEeo0XO0MMbIEe IPAKTHYECKUE HABBIKU PabOTHI
He chOPMHUPOBAHBI; BCE BHIMIOTHEHHBIC
y4eOHbIe 3aIaHHsI COZlepKAT IpyObIe OUTHOKY;
JIOTIOJTHUTEJIbHAS. CaMOCTOSITENbHAs paboTa
HaJl MaTepHajoM Kypca He IPUBEIeT K
KaKOMY-JTH00 3HaYNMOMY MOBBILIICHHIO
Ka4yCCTBaA BBINOJIHCHHUA y‘-Ie6HI)IX 3a}13HI/Iﬁ

He 3auteno

2. KOHTPOJIBHO-OHEHOYHBIE CPEJICTBA

2.1. OueHo4YHBbIE CPEACTBA TEKYILIEr0o KOHTPOJIA (TUIOBBIE)
Bonpocel 17151 yCTHOr0 onpoca:

1. B dem 3akiro4arOTCsi OCHOBHBIC TPEOOBAHMSI TEXHUKH OE30MaCHOCTH TpHU
BBITIOJIHEHUU JTAOOPATOPHBIX paboT?

VYcerpoiicTtBo knaBuatypsl IBM-coBMECTUMBIX KOMITBIOTEPOB?
VKaxXuTe Ha3HAYEHWE OCHOBHBIX KIIABUII KJIABUATYPHI

2.

3.

4. Kakwue Tunsl kiaBuatyp Bel 3Haere?
5. Urto takoe QWERTY ?

6.

7.

KOMIIbIOTEPOB?

HazoBuTe 0CHOBHBIC TEXHUUECKHE cpeacTtBa NCPCOHAIBHOTO KOMHBIOTepa?
Ykaxure MMOPAIOK BKIIFOUCHHUA U BBIKJIFOYCHUA YCTpOﬁCTB KOMHBI-OTCpa?

MEPCOHATBHBIX

8. Kakum oOpazom ocytiecTBisieTcs: paboTa ¢ KUPUIUIULIEH B KOMITbIOTEpax?




9. Uro takoe cienoii meton nuckMa? B uem coctouT npodeccuonanbHas pabora
Ha KJIABUAType NEPCOHAIBHOTO KOMITbIOTEPA?

10. B kakoi mocneoBareIbHOCTH JOJDKHA U3YyYaThCsl KIaBHaTypa MePCOHAIBHOTO
KOMIblOTEpa?

11. Kak mepeiiTu B pexuM pPycCKOro (aHrIuMHUCKOro) mpudra Ha KIaBUHATYpPE
KOMIIbIoTEpa?

12. Hasznauenue nanenu 3agaq?

13. Kak BbI3BaTh Ha 3KpaH TIJaBHOE CHCTEMHOE MEHIO? (OCHOBHBIE MYHKTHI
IJIABHOTO CUCTEMHOTO MEHIO.

14. Kakoi cMBICH BJIOKEH B OHATHE Tarka?

15. KakoBo Ha3HaueHue nanku Moil kommbrorep?

16. B yem 3axmrouaercs Ha3HaueHHe nanku Kop3una?

1'7. Ha3oBHUTE OCHOBHBIE 3JIEMEHTBI OKHA ITPUIIOKEHHS.

18. Kakre BO3MOKHOCTH MO JEHCTBUIO C OKHaMH Ha paboueM crosie Bol 3Haere?
19. HazoBute u3BectHble Bam criocoObl 3amycka NpuiioKeHHN.

20. ns yero ucnosib3yeTcs jeBas kiaBuia Mbimn? [IpaBas kinaBumma?

21. Kak M0HO co3/1aTh spJiblk Ha Pabodem ctose?

22. Yem oTan4aeTcs CrieHaIbHOE IEPETACKUBAHNE OT OOBIYHOIO?

23. Uro nonumarot noj 6ydepom oomena? KakoBo ero HazHaueHue?

24. Ilosicaure otnnune koManx Beipesats 1 KonmmpoBarts.

25. C kako# uenpto cozgana nporpamma IIpoBoaHuk?

26. CKOJIBbKO CYILIECTBYET CIOCOOOB BX0/a B nporpammy IIpoBoaHuk?

27. IlepeuncinnTe OCHOBHBIE 3JIEMEHThI OKHA TPOBOIHHUK.

28. Jlns yero npenHa3Hau€Ha MeKIaHelbHas rpaHuna?

29. Kakags wuHpopmauuss BbeiBoauTca B CTpoke COCTOSHHS  HPOrPAMMBbI
[IpoBOgHUK?

30. Kakoii asieMeHT (aiisioBON CUCTEMBbI HAXOAUTCS HA JIEBOU MaHEH?

31. C noMoIIbI0 KaKOro 3HauyKa MOKHO CBEpHYTh JlepeBo mamok?

32. Jlisg yero npeAHa3HayeHbl 3HAKU + U — IIpU paboTe ¢ AEPEBOM MaIoK?

33. OnummuTe NopsIAOK CO3JaHUSI HOBOM MaNKH.

34. Ilepeuncnure crocoObl yaanieHusi 00bEKTOB.

35. OnummuTe NOpsAOK NepeuMeHOoBaHUs oO0bekTa. Kakoe mocnienHee aeMcTBUE
HAJI0 BBITOJIHUTH MPU OTIEPAIMH TEPEUMEHOBaHUS (aiiia uiu nanku?

36. [lepeuncnure crnocoObl KOMUPOBAHUSA U MepeMeleHus: 00bEKTOB.

37. C kakou uenpro ucnonszyercs knasuma CTRL mpu BelaeneHun rpynimsl
O00BEKTOB?

38. C kakoil nenbro ucnonsdyercs kmaBuma SHIFT npu BblieleHHH TPYNIIBI
00BEKTOB?

39. [lepeunciure QopMbl MpencTaBieHUs HHPOpPMAIMM HA TMPABOW MaHETU
[IpoBoHUKA.

40. B yem otnuyme orneparuy KonupoBaHusi (METOIOM MepeTackuBaHus) daiiia Ha
JOPYTOM TMCK OT KOMMPOBAHUS B APYTYIO MANKy TO e AUcKa?

41. B ueM ornuume mepeMenieHus: (Qaila Ha IPYrol JUCK OT TEpPEMEIICHHS B
JIPYTYIO MankKy TO K€ IucKa?

42. Kakue CHCTEMHBIE ONEPAlU MOYXHO IPOBOJWUTH IIPU MCIIOIB30BAHUU MPABOU
KHOIIKM MBI ?

43. Yto nmoHuMaeTcs noJ1 apxuBaiueit ¢haiiion?



44. Kak BBIYMCIUTH CTEIEHb CKATHUS?

45. Ilepeuncnure Ha3BaHUs HanOoJEe MOMYJISIPHBIX APXUBATOPOB?

46. Ilepeuncnure TUIbl haiia apxXuBOB?

47. Kakoil apXxvB Ha3bIBalOT CAMOPACTIAKOBBIBAKOITUMCS?

48. B Kakux ciy4asx NPUMEHSIOT PACIPEICICHHBIE apXUBbI?

49. Onumure npaBuia apxuBamuu (aitnos B Qaitn apxusa?

50. Kakue Bbl 3HaeTe crocoObl paciakoBKu (aityioB u manok u3 aiis apxusa?

51. Kak ycTaHOBUTH 3a1IUTy apxuBa?

52. Kakue npunoxeruss Windows sIBJISIFOTCS CTaHIApTHBIMH?

53. KakuM 006pa3om 3ammycKaroTcsi CTaHAAPTHBIE TPUIIOKEHUS ?

54. B ueM cOCTOUT pa3nuyre MEX1y OOBIYHBIM U MHKEHEPHBIM KAJIbKYJIATOPOM?
55. Yrto HYXHO cenarb, 4ToObl B BIOKHOTE aBTOMaTHYE€CKU BCTaBIISUIaCh TEKYIAs
nara’?

56. Kak M0xHO mepemMecTuTh pparmMeHT ojiHoro nokymenta WordPad B npyroii?
57. Kakum 006pa3oM MOKHO HAaWTH HEOOXOAMMBIN (parMEHT TEKCTa B JOKYMEHTE
Y 3aMEHUTH €T0 Ha JIpyrou?

58. Kak MmoxHO oThopMaTtrpoBaTh ab3all ¢ MOMOIILI0 TOPU3OHTATHHOM JIMHEUKU?
59. KakoBbl oTinuns TekctoBoro mpoueccopa WordPad ot TekctoBoro penakropa
biiokHOT?

60. Kakue BunbI rpaduueckux pe1akTopoB Bbl 3HaeTe?

61. Urto Takoe nukcenb?

62. Ilns yero cayxut [lanurpa unctpymentoB? L{BeroBas nanurpa? Kak BbI3BaTh
UX Ha 3KpaH win yopathb ¢ skpaHa? Kak Bkimounth B pucyHok Tekct? Kak 3amarb
mpudT?

63. Kak HapucoBaTh KpuBy1o JuHHUI0? [Ipsimyto nuHu0?

64. Kakue purypbl MOKHO HAPUCOBATh C IIOMOIIBIO HHCTPYMEHTOB?

65. OnuiuTe ABa ciocoda BbleNeHus (hparMeHTa pUCyHKa.

66. UTo MOXXHO JIeN1aTh C BBIJCICHHBIM (hparMeHTOM?

67. Kak OTKOPpEKTUPOBATh MEJIKUE JAETAIN PUCYHKA?

68. B kakoM ciydyae MOKHO OTMEHUTh BBITIOJIHEHHOE JIeCTBUE?

69. Kak OTMEHUTH HE3aBEPIIEHHOE JICUCTBUEC?

70. [Touemy okHo Paint HYy>)KHO pacnaxuBaTh Ha BECh IKpaH?

71. Yro takoe dopmarupoBanue? Kak 3amyckaercss mporpamma (HopMaTupoOBaHUS
cka?

72. Yro Takoe npoBepka aucka? Kak 3amyckaercs nporpaMmma poBEpKU IUCKa?

73. Uro Takoe nedparmentanmsa? Kak 3amyckaercss mporpamma jaedparMeHTanuu
cka?

74. KakoBbl yTH MPOHUKHOBEHHSI BUPYCOB B KOMITBIOTEP W MPU3HAKU 3apaXKEHUS
KOMITBIOTEPA BUPYCOM?

75. KakoBbl ciocoObl 0OHApyKEHUSI BUPYCOB U aHTUBHPYCHOM MPOPUIAKTUKH ?
76. Ilepeuncinure OCHOBHBIE MEPHI M0 3AIUTE OT KOMIIBIOTEPHBIX BUPYCOB.

77. OnumuTe Ha3HaYEHNE aHTUBUPYCHBIX ITPOTPAMM PA3JIUYHBIX THUIIOB.

78. HazoBuTe mpuMepbl COBPEMEHHBIX AHTHUBUPYCHBIX MPOrPpaMM M OIHIIUTE WX
0COOEHHOCTH.

79. Uto Takoe (aitnoBsiii MEHEIKEp?

80. Onummute uaTepdeiic TotalCommander.

81. Kak BbII€TUTh HECKOJBKO (haiiyioB, pacloNOKEHHBIX HE PSAOM JIPYT C Ipyrom?



82. Kakum 00pazoM MOXKHO BBIICIIUTH ONIPEIeTICHHbIC TUTIBI (hailioB?

83. Kakast koMaH/1a MO3BOJISIET BBIAECIUTH BCE U CHATH BbIIEICHUE?

84. B kakoM pefakTope OTKPBIBAETCS TEKCTOBBIM JOKYMEHT MO YMOJIYAHUIO MPHU
peIaKTUPOBAHUU TEKCTOBOTO (haiina?

85. Kak coznars sipibik aiis ¢aitna? Kakoe y Hero pacumupenue?

86. Kak M0oxHO OBICTpO TepenMeHoBaTh (haiin?

87. Kak ynamuts ¢aiin, munys Kopzuny?

88. Kakue nBa cmocoba xomupoBaHus cymecTByoT? Kakue KOMaHbl MO3BOJISIOT
3TO caenarh?

89. Kakast koMaH/1a OCYIIECTBIISIET ONEPALIAI0 IEPEMEILICHUS ?

90. Kak M0>KHO cO3/1aTh apXHUBbI U KX PACIIaKOBaTh?

91. Kak MoxxHO pa30ouTh (aiist 1 coOparb ero BOSIUHO?

92. Uto takoe MS WORD?

93. Kak 3annyctutb MS WORD?

94. 13 kakux 31eMeHTOB cocTouT okHO MS WORD?

95. Kak 3akpbiTh o0kHO MS WORD?

96. Kakoe cTrangapTHOE Ha3BaHUE UMEET OKHO JIOKyMEeHTa?

97. Kako#l cTaHAapTHBIN BUJ UMEET TEKCTOBBIA Kypcop?

98. Kak MUHUMHU3HUPOBATH OKHO TOKyMEHTA?

99. Kakum 00pa3oM MOXHO OTKa3aThCs OT TOJIbKO YTO BHECEHHBIX U3MEHEHUN?
100. Kak oTo6pa3uTh (CKpbITh) TAaHETH HHCTPYMEHTOB?

101. Kakue cyiiecTByIOT CriocoObl OTOOpaKeHUSI JOKYMEHTA Ha dKpaHe?

102. Kak co3garh HOBBIN a03all B TEKCTOBOM JJOKyMEHTE?

103. Kakue cymecTByIOT MaHEIU HHCTPYMEHTOB?

104. Kakoe Ha3HaueHHEe MacIITaOHBIX JTUHEEK?

105. Kak 3akpbiTh 0kHO MS WORD?

106. Kak co3garh HOBBIN TEKCTOBBINA JOKYMEHT?

107. Kak OTKpBITh JOKYMEHT, YK€ COXPAHEHHBIN paHee?

108. Kak coxpaHUTh CO3IaHHBIN JOKYMEHT Ha AUCKE?

109. Kak n kakue napaMeTpbl MOKHO YCTAaHOBHUTB JIJIL CTPAHUILIBI?

110. Kak onpeneauTs KOJIMYECTBO CJIOB, CHMBOJIOB, a03aIleB B JIOKyMeHTe?
111. Kak BergennTs ad3arr?

112. Kax BbIACIUTH MPEISIOKEHUE?

113. Kak nepemectuTh (pparMeHT TeKcTa?

114. Kak ckonupoBarh ()parMeHT B 3alaHHOE MECTO TEKCTa?

115. Kak oTMEHUTH HEBEPHOE JIeHCTBUE?

116. Kak BbIAEIUTH BECH TEKCT?

117. Kak mpousBecTH BbIpaBHHBaHHE (PparMeHTa TEKCTa OTHOCHUTEIHHO
CTpaHUIIbI?

118. Kak ynanute ¢pparMeHt us texcra?

119. Kakas pa3Huiia Mexay KOMMPOBAaHUEM, [TIEPEMENICHUEM, TEPETACKUBAHUEM ?
120. Kak 3aMeHUTH (parMeHT TEKCTa BO BCEM JIOKyMEHTE?

121. KakuMm 06pazoM MpoBEpUTH MPABUILHOCTH HAOPAHHOTO TEKCTA?

122. Kak u3MEeHUTbh pa3Mep CUMBOJIOB B OJTHOM CJIOBE?

123. Kakue cymectBytoT 3 pexTsl anumanuu mpudra?

124. Kakum o0pa3zoM (pparMeHT TeKCTa 3aJIUTh IIBETHBIM (HOHOM?

125. Kak 3angath B ab3arie »KUpHBIN mpudt?



126. KakuMu KHOMKaMH TOJIb3YIOTCSl JUIsl YMEHbIIEHUs (yBEIWYEHUs) OTCTyma?
[Ipu paGoTe ¢ ueM 3TO UCTIOTIB3YyeTCs?

127. Yto Takoe OyKBuUIla, KaK €10 BOCIIOIb30BaTHCS?

128. Yto Takoe MapKHpOBaHHBIN CIIMCOK?

129. Kak n3MEHUTh MEKCHUMBOJIbHBIM HHTEPBAJ B CIOBE?

130. Kak ycTraHOBUTH OTCTYNl TIEpBOM CTpOKM ab3ama Ha OINpeAeICHHOE
paccrosinue?

131. Kakum 00pa3oM MOXKHO M3MEHUTH MEXIYCTPOUHBIA MHTEPBAT B OTAEIbHOM
a03are?

132. Kak ObICTpO HalTH BCE BXOXKICHHS OMPEACICHHOIO CJI0Ba B TEKCT?

133. KakuM 00pazoM MO>KHO TOJHSTH (OMYCTUTH) CUMBOJ (CJIOBO) OTHOCUTEIHHO
06a30BOM TUHUU?

134. Kak n3MeHHUTh UHTEPBAT MEXIy ab3araMu?

135. Kak co3gaTh HyMEpOBaHHBIN CITUCOK?

136. Kak u3MeHuUTh BET CUMBOJIA?

137. Kakum 00pa3oM MOXXHO H3MEHUTh 3HAYOK MapKepa MpH HCIOIb30BAHUH
MapKHPOBAHHOTO CIIHACKA?

138. Kakum 00pa3om ucripaBUTh HEBEpHO HAOPAHHBII CUMBOJ B TEKCTE?

139. Kak coxpaHUTh CO31aHHBIN JOKYMEHT?

140. Yem oTanyaeTcs MHOTOYpPOBHEBBIM CIIHCOK OT MAapKUPOBAaHHOIO WU
HYMEPOBAHHOI'O CIIUCKOB?

141. Kakum 00pa3oM MOKHO MOCMOTPETh, KaK OyAeT BBIMVISIETh JOKYMEHT IMpU
pacreuarke?

142. Kak pa30uTh TEKCT Ha ABE KOJOHKU?

143. Kak BCTaBUTh B TEKCT IpUMeYaHue?

144. Kakue naHHble MOKHO aBTOMAaTHYECKH BCTABJISITH B KOJTOHTUTYJI?

145. Yro Takoe 3akiagka?

146. Kak n3MeHHUTH (popMaT HyMEpaIUK CTPAHUIL?

147. KakuM 00pa30oM MOKHO MEPEUTH OT BEPXHETO KOJIOHTUTYJIA K HUKHEMY (HIIH
Hao00poT)?

148. Kak BCTaBUTb B TEKCT CHOCKY?

149. Kakue cymecTByIOT BUAbI CHOCOK? B uem paznuuune?

150. Kak pa3outh (pparMeHT TeKCTa Ha TPU KOJIOHKH?

151. Kak ycTaHOBUTH pa3iM4HbIE KOJOHTHUTYJIBI ISl TUTYJIBHOM CTpPaHULBI H
NOCJIEeAYIOIINX?

152. I'ne BHOCUTCS aBTOP TOKyMeHTa?

153. Kak BCTaBUTh KOJOHTUTYJI?

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

155. KakuMm 00pa3oM YCTaHOBUTH PA3IMYHbIE TapamMeTpbl I HECKOIbKHUX
CTPaHMI] OJJHOTO U TOTO K€ JOKyMEHTa?

156. Kak pa30ouTh TOKYMEHT Ha pa3zieiibl?

157. Kak BCTaBUTh HyMEpaIHo CTPaHUILL?

158. Kak co3gaTh B HOBOM pazjielie KOJIOHTUTYI, TAKOM ke, KaK B MPeAbIayeM?
159. Ins yero npeaHa3HayeHa NaHeb HHCTPYMEHTOB PucoBanue?

160. Kakuie 00beKThI MOTYT OBITh B JOKyMEHTE?

161. Yrto Takoe o6bexkT WordArt?

162. Kakue neficTBUSI MOXKHO TPOU3BOAUTH C IpapUUeCKUMU 00beKTaMu?



163.
164.
165.
166.
167.
168.
169.
170.
171.
172.
173.
174.

Kakue cymecTByroT crnocoosl 00TekaHus rpaduueckux 00beKTOB TEKCTOM?
UTO0 MOXHO BCTaBUTH B JJOKyMEHT KoMaH10i BcTaBuTh?

Kakue neiicTBus MOKHO TTPOU3BOANTH C aBTOPUTYypamu?

Kakum 006pazoM MOKHO Mpou3BecTd (popMaTUpOBAHKUE HAMTUCH?

Kak m3o0pakeHue 3xKpaHa mepeHecT: B TEKCT B BHIE TpaduuecKoro oobexTa?
Kak BcraButh KapTuHKy 13 rasnepeun kouiekiuu ClipGallary?

Kak u3amenuts pazmepsl o0bekTa?

Kak oO6BecTH cTpaHuily XyA0KECTBEHHON PaMKOii?

Kak co3mars anuManmonHsiid 3¢ ekt co mpudrtom?

Yrto Takoe aBTOUTYPHI?

Kak BcTaBUTH HAANUCH?

Kakum oOpa3omM  wu3MeHSETCS TOPSAJOK  B3aUMHOTO  PACIONOXKCHUS

rpaguiecKkux 00BEKTOB?

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 TuHUN €CTh B UHCTpYMEHTE pucoBanus JInnumn?

Kakwue ects mapaMeTpsl HACTPOMKHU TpadudecKknx 00beKTOB (M300paskeHus)?
Kakwue cymiecTByIoT kKareropuu aBTopuryp?

Kak BbienuTh rpadguueckuii 00beKT, yAAIUTh?

Kak u3mMeHuTh cmocod o0TeKkanust 00beKTa TEKCTOM?

Kak u3mMeHuTs cnoco6 3anuBKu aBTOGUTYpPbI?

Kak ucnpaButh Tekct B 00bekTe WordArt?

Kakum 006pazoM MOXKHO NMpuaaTh 0OBEMHBIN BU O0BEKTY?

Kak 3arpy3uth pucyHOK B BUJI€ 3aJIUBKU aBTOPUTYPHI?

Yro Takoe Tabimma?

Kaxk BcTaBUTH CTPOKY B TaOIMITYy?

Kak 3ameHuTh mpu@T TEKCTA B OTACIBHON sSTUeiike?

Kakum 006pazoM MOKHO TiepeMeniaThCs Mo Tadiauie?

Kak n06aBuTh Ta0IMUIy B TEKCT?

Kak ynopsaounTs CTpoku B TaOJIHIIE 10 HEKOTOPOMY MPU3HAKY ?

Kak 00bequHUTD sSUeiKy B TaOJIUIIE B OJIHY?

Kak u3MeHUTh pacronoKeHre rpaHull sueeK?

Kak co3mars Tabiuiy MeTo1oM IpeoOpa3oBaHus TEKCTA B TAOJIHITY ?

Kak BBIpOBHSATH JaHHBIE B TUEHKE?

KakoBo Ha3zHaueHnue manenu Tabauipl U TpaHuIlb?

MO3KHO 11 BCTaBJSATh PUCYHKH B STYEHKH TaOIULIBI?

W3 KakuX 3JIEMEHTOB COCTOMUT Tadnuua?

UTto Takoe 3aKknaaka, ee Ha3HaueHue?

Kak co3nars Tabnuily ¢ moMonisto komasibl Hapucosars Tabnuiry?

Kak u3menuts mupuny crosidua (Bce crnocoObr)?

Kakue ocHOBHBIE (DYHKIIMM MOKHO MCIOJIb30BaTh Mpu pacuyerax B Word?
Kakue ciocoObI mpeoOpazoBaHus TaOIUI CYIIECTBYIOT?

Kak npousBectu 3aJIMBKY S4EUKU?

Kakum 00pa3oM MOXKHO HMCIHOJIB30BaTh JAHHBIE W3 OAHOW TaONHIBI TpPU

MPOBEJICHUH PACUETOB B IPYyTron?

204.
205.
206.
207.

Kakum oOpazom MOKHO ITpeoOpa3oBaTh TabJIUIY B TEKCT?
Kak BBOISITCA TaHHBIE B A4YEUKY?

Kak 3agaTh KOJTUYECTBO CTPOK U CTOJIONIOB B TabyHIIC?
Kak yganuts cTonben u3 Tabiuis?



208. Kakum 00pazoM MOKHO pa3JeiuTh sUEUKy B TabJIMIle HA HECKOJIBKO?
209. Kakue tunbl guarpaMm Bbl 3HaeTe?

210. Kak BCTaBUTH B TEKCT MaTeMaTHIECKYyIO (hopMyy?

211. Kak BcTaBUTh B TEKCT AMArpaMmy JjIsl 3aaHHOM TaOJIUIIBI?

212. Kak BbI3BaTh MacTepa quarpamm’?

213. Kak OTKpBITh OKHO pefaktopa (opmys, 4TOObI OTPEAaKTUPOBATh T'OTOBYIO
bopmyiy?

214. Kak BcTaBUTH B popMyIty 11abJIOH TpoOH MM pagukaa?

215. Kakum 006pa3oM MOKHO U3MEHUTH IBET Psijia JaHHBIX ?

216. [Ipy wW3MEHEHMM JaHHBIX B TaOJMIlE, MO KOTOpPOM OblIa MOCTpOEHa
auarpaMma, U3MEHHUTCS JI cama AuarpaMmma?

217. Kak u3MEHUTH pa3Mepbl JUArpamMmbl?

218. Kak ynanute quarpammy?

219. MOHO JI1 U KaK U3BMEHHUTH (POH 00JIACTU MTOCTPOCHUS JUATPAMMBbI?
220. 13 xakux o0iacTeit COCTOUT nuarpamma’?

221. Kak BcTaBUTH B popMyITy IIaOJIOH CYMMBI WJIH MIPOU3BEACHUS psia’?
222. KakuM 00pa3oM MO>KHO U3MEHHUTH pa3Mepbl CO3AaHHON PopMyIIbl?
223. Yro takoe nerenna? Kakue neiicTBUs ¢ JIereH 0 MOXXHO MPOU3BOIUTH?
224. Yto Takoe moje B TEKCTOBOM JOKYMEHTE?

225. Kakue TUIbI 0JIe CynIecTBYIOT?

226. YTo Takoe KO ¥ 3HAYECHUE TOJICH?

2277. Kak BCTaBUTh B JOKYMEHT moJie?

228. Kak nepexioyaroT KO ¥ 3Ha4€HUE MoJs?

229. Kak OOHOBJISIOTCS 3HAUECHUS TOJIEH?

230. Yro takoe noius ¢popmbl? Kakue cymecTByoT Tpu ot popmbl?

231. Kakue TOKyMEHTHI Ha3bIBAIOT M1a0JI0HAMU?

232. C kakuM pacuIMpeHueM coxpansaroTcs madionsl B WORD?

233. Kakumu criocodaMu MOKHO CO3/1aTh COOCTBEHHBIN 1M1a0I0H?

234. Yto 03HAYaET TEPMUH «DJICKTPOHHAS (hopma?

235. Kak HacTpouTh napameTpbl MOJIeH ANEKTPOHHON (HOpMbI?

236. {5 yero 3aluInarT CO3IaHHbIC YJIEKTPOHHBIE (POpMBI?

237. Kak 3a1uTuTh 3JIeKTPOHHYIO hopmy?

238. Kak BHECTH U3MEHEHHS B CYIIESCTBYIONIYIO JIEKTPOHHYIO (hopmy?
239. Yto takoe ctusim opMaTUpoOBaHUs?

240. Kak nepeitu B pexuM oToOpaxkeHus qokymenta Ctpykrypa?

241. Yto Takoe 3aroJiOBOK U €ro ypoBEHb?

242. Kak nepemMecTuTh ad3al] TEKCTa B PEKUME CTPYKTYPbhI?

243. Kak U3MEHHUTh YPOBEHb 3ar0J0BKA?

244, Ha3zHaueHHE CXEeMbl JJOKYMEHTA?

245. Kak o0ecrieunTh aBTOMaTUYECKOE MOCTPOCHUE OTJIaBICHUSA?

246. Kak BCTaBUTh B JOKYMEHT OIJIaBJIeHHUE?

2477. YTO HY>KHO JJI1 aBTOMAaTHYECKOT0 MTOCTPOEHUS CIIMCKA UILTIOCTPALUiA?
248. Kak 1006aBUTh B TOKYMEHT CIIUCOK MILTIOCTPAINii?

249. Yto Takoe NpeAMETHBIN YKa3aTelb U KaK OH BCTABIIAECTCS B JOKYMEHT?
250. Kak mepemMemiatbcsi Mo OOJBIIOMY TEKCTY C MOMOIIBIO OTJIABJICHUS, CITMCKA
WJUTIOCTPALUNA U MPEIMETHOTO YKa3aTes?

251. Kakue nokymMeHTbl HEOOXOAUMBI JJIs Mpoliecca CIusiHus?



252. B xakoM BHIe JOJDKEH OBITH ITOATOTOBJIEH UCTOYHHK JAHHBIX JJIS CIHUSIHUA?
UYrto siBNsI€TCS MOJAMU U 3alUCSIMU B UICTOYHHUKE JAHHBIX ?

253. B xakoil MOMEHT MOXHO PacCTaBUTh MOJIS CIUSHUS?

254. Kak BBINIOJHSIOTCS (DUIBTpAIUs U COPTUPOBKA?

255. Kak omnpenenuTh KOJIMYECTBO IOJYYEHHBIX B pe3yJbTaTe CIHMSHUSA
JOKYMEHTOB, HE BBITIOJIHSISI CAMO CIUSIHUE?

256. Kyzaa MoOKeT BBIIOJIHATHCS CIIMSIHHUE (TPOCMOTP BCEX 3amuceit)?

257. Kakmue smemenTsl Word MOKHO HACTPOUTH?

258. Kak HacTpouTh maHes b ObICTPOro J0CcTymna?

259. MOHO JI1 HACTPOUTH BKIAIKU?

260. Kak BocCTaHOBUTH HACTPOUKHU MO YMOJIYAHUIO?

261. MoXxHO 1 pa3MeCTUTh Ha TTaHEJU OBICTPOTO JIOCTyIa KHOIKU CTUJICH?

262. Kak co3garoTcs MakpoChl?

263. Kak Ha3Ha4yuTh MaKpoCy: OBICTPOE COYETAHHME KJIABUII, KHOMKY HA IMaHEelu
ObIcTporo nocryna’?

264. 'ne MOKHO COXpaHATh Makpochl? Pa3nuuusi B X TOCTYIHOCTHU MPU Pa3HbIX
MECTaX COXPAHEHHUSI.

265. Uto Takoe onudpoBka?

266. Kakue aTansl BKIIOYaeT B ce0s mporecc orudpoBKu?

267. 3aueM Hy>KHbI TPOTrpaMMBbl PaCIIO3HABAHMS TEKCTa?

268. Kak npoucxoauT pacno3HaBaHUE TEKCTA?

269. Kakue nporpaMMbl pacrio3HaHus TeKCTa Bbl 3HaeTe? KakuMu nosib30Baauce?
270. Kakoe pa3pelieHue SBISIETCS ONTUMAIBHBIM JUISi CKaHMPOBAHUSI TEKCTA,
1300paKeHUM?

271. Kak MOKHO OCYIIECTBUTH MPEIBAPUTEIBHBIM IPOCMOTP TOJBKO MEPBBIX IABYX
CTpaHMI] IOKYMEHTAa B OIpeIeIEHHOM MacIiTabe 0ToOpakeHus ?

272. Kak MOXHO BBIBECTH Ha IIe4aTh S DOK3EMIULIPOB IIEPBOM CTpPaHHUIIbI
JTIOKyMeHTa?

273. Kakas undopmanus 3a1aétcst B JMAIOr0OBOM OkHe [lapamempul cmparuyol?
274. YTO Takoe€ KOJIOHTUTYJI?

275. Kak co31aTh KOJIOHTUTYJIbI HA MEPBOM CTPAHUIE JOKYMEHTA OTJIUYHBIE OT
KOJIOHTUTYJIOB OCTaJIbHBIX CTPAHMIL?

276. Kakas uH(bopMaIiis MOKET HaXOIUThCS B KOJIOHTUTYJIax?

277. Kak HanleyaTaTh 4acTh JOKYMEHTA?

278. Cnoco06sl 3ammycka Excel. Ctpykrypa okHa Excel.

279. Haznauenne kHonok CBepHyTh, BoccTaHoBUTH, 3akpbITh, PaciaxHyTh Ha Bce
OKHO. OTimuune KHONOK CBEPHYTh U 3AKPHITh.

280. PaboTa ¢ aneMeHTaMu MEHIO: CIIOCOOBI JOCTYIA K 3JIEMEHTaM TJIaBHOT'O MEHIO
U TOAMEHI0. BuIbI 3arojloBKOB MEHIO. BbIxon W3 MeHI0 0e3 BBINMOJHEHUS
KOMAaH/Ibl.

281. HaznaueHue mnaHeneil MHCTPYMEHTOB. Pa3menieHue naHeneld Ha JKpaHe.
Bxitouenue/oTkimouenue nanenei. Kakue nanenm pekoMeHAyeTcst 0ToOpaxaTh Ha
JKpaHe.

282. Haznauenue ctpoku BBoAa Gpopmyi. Ee cocTraBHbie yacTu.

283. Yro Takoe kuHura B Excel? M3 yero cocrout kuura? Kak mnepexitoyaTbcs
Mexay kauramu? CTpyKTypa OkHa paboueil KHUTH.



284. Slpnapluku TUMCTOB W paboTa ¢ HUMHU: TEPEKIIOYEHUE MEXAY JIMCTaMH,
noOaBlieHHE JUCTA, yAaleHue JUCTA, NIEpPEUMEHOBAHUE JUCTA,
NepeMeNIeHIe/KOMUPOBAHKE JINCTA. Y TIPABICHUE BUIUMOCTBIO SIPJIBIYKOB JIHCTOB.
285. BBoag B sueiiky Tekctra. UTO ABISETCS TEKCTOBOM KOHCTAHTOM, KakKHe
CUMBOJIBI MOYKHO HCIIONIb30BaTh npu ee HaOope? K kakoil rpaHuue syeilku
NPUKUMAETCS TEKCT?
286. BBog B sueliky uucia. Buasl unciioBbix KoHCTaHT. Kakue CUMBOJIBI MOKHO
UCIIOJB30BaTh pH BBOJAE unciia? K kakoil rpaHulle ssYeMKU MPUKUMAETCA YUCIIO?
Kaxk uncno nmpeoOpazoBaTh B TEKCT?
287. BBox B s4eiky natel M BpemMeHU. K KakoMy THIly JaHHBIX OTHOCSTCS 3TH
KOHCTAHTBI?
288. UTOo MpOMCXOAUT, €CJIH 110 NTUPUHE CTOJIOIA HE BXOISIT:

a) TEKCTOBBIC JJaHHbIE?

0) uncna, 1aThl?
289. Brox B siueiiky Qopmynsl. C kakoro cumBosia HaunHaercs (opmyrna? YUto
oToOpakaeTcs mocie BBoaa GopmyIibl B siueiike? B cTpoke hopmy?
290. Bon B siueiiky ¢dopmynsl. C Kakoro cuMBoja HauumHaeTcs (opmyna? Yrto
oToOpaxaercs mocie BBoAa Gpopmybl B siueiike? B cTpoke Gopmyn?
291. Kakue 3Haku omepanuii ynorpebnsiorcs B dopmynax? UTo MOxeT ObITh
onepanyioM? HazHaueHue cKoOOK.
292. Anpec sueriku, kak oH dopmupyetcs? J[Ba cmocoba BBoaa B Qopmyiry
aapeca. [loHsiTHe OTHOCUTENBHOTO ajpeca.
293. Yto Takoe aOCONIOTHBIM aapec? dem aOCONIOTHBIA aIpec OTIMYAeTCS OT
OTHOCUTEIBHOT0?
294. CMmelaHHbI apec, €ro OTJIMYUE OT OTHOCHUTEIBHOTro M abcomtotHoro. C
MTOMOIIBIO KaKOW KJIABHIIIA MOXHO OBICTPO U3MEHSTH THUII ajipeca B popmyie?
295. Kak BBINIOJIHSIETCS CChIIKA HA AYEHKY JIPYroro aucTa Tekyuied kauru? Kakoi
BUJI TPUHUMACT UACHTU(PUKATOP STUCHKH MTOCTIE BHIMOTHEHUS CCHUIKH?
296. Kak BBINOJIHAETCS CChLJIKA HA SYEHWKY APYroro jucta Apyroi kauru? Kakoi
BU/JI IPUHUMAET UJACHTU(PUKATOP SYEHKU MOCIIE BHIMOJHEHUS CCHUIKHU ?
297. IIpenmMy111eCTBO UCIIOJIb30BaHUS UMEH siueek nepen aapecamu. Kak gate ums
sTYCHKe, UCTIONB3YsI CTPOKY (popmyn?
298. Kak nath uMs siueiike, UCIoJb3ys 1uaioroBoe okHo «lIprucBoeHre nMeHn»?
299. Haznauenue Macrtepa GyHKIIUH.
300. Crioco6s1 BeI30Ba MacTepa (QyHKITHIA.
301. IMopsamok BBOMa (hyHKIIMU C UCTIONIB30BaHWEM Macrepa.
302. Broa aprymenToB (yHKIMU. B kakux ciaydasx y100HO BBOJIUTh apTyMEHTHI C
KJIaBUATYypbl, @ B KAKUX C UCIOJIb30BAHUEM MbIIIN?
303. BBoj BI0OKEHHBIX (PYHKIIUHA U CIIOKHBIX (GOPMYII.
304. PenaktupoBanue pyHKIHI ¢ UCTIOIb30BaHEM Mactepa.
305. Beimennenne OOBEKTOB (SUekM, CTOJIOIA, CTPOKH, HMHTEpBaja, JIHMCTA).
Brinenenre HeCKOJIbKUX OOBEKTOB.
306. CnocoObl U3BMEHEHUS MUPUHBI CTONIOA? BBICOTHI CTpOKH?
307. Kak ckpbITh cTonoer/cTpoky? Kak packpbITh CTOIOCI/CTPOKY?
308. Kakumu cnoco6aMu MO>KHO BBIIOJIHUTE (popMaTUpOBaHHe 00ObeKTa?
309. Kakue BO3MOXXHOCTH (hopMaTHpOBaHUs TMpeaoctabiuser Bkiaaka [lpudt
MaoroBoro okHa dopmar STYEHKu?



310. Kakue  BO3MOXXHOCTHM  (OpMaTUpPOBAHUS  TPEIOCTABISET  BKJIQJKa
BripaBHuBanue?
311. Kakue Bo3MOkHOCTH (DOpMATUPOBAHKS MPEIOCTABISIET BKIIaAKa [ paHuiip1?
312. Kakue BO3MOKHOCTH (hOpMaTUPOBAHMS MIPEAOCTABISACT BKiIaaka Bua?
313. Kakue craHgapTHbIe YHCIOBbIE (OpMaThl MPEAYCMOTPEHBI Ha BKJIAJIKE
Yucno? Yem xapakTepusyercst Kaxabiid popmat?
314. Korna ucnomns3yercs nojib3oBatenbckuit popmar? Ilopsinok ero co3znanus.
315. Ympasnsomuye CMMBOJIBI MOJIb30BATENBCKOTO (hopMaTa AJis YUCla, TEKCTa U
JaThI.
316. Kak BeinosHsaeTcs kKonupoBanue ¢popmara’?
317. Haznauenue aBroopmarupoBanus. Kak oHO BbIOTHSETCS?
318. Bosmoxnoctn komMaHael [[PABKA—OUUCTUTL npumenuTensHo K
dbopmaram
319. CriocoObl  BBITIOJIHEHUS Omepanuu  KonupoBaHus. CrocoObl BBIMTOTHEHUS
onepanuy rnepeMenieHus. YeM oTJInYaeTcsi KOMUPOBAaHUE OT MEepEMELICHUS ?
320. KonmupoBanue/ mepeMmeiieHue sueek, coaepkamux ¢opmynsl. Kak Biauser
aJpecals Ha KONMpOBaHWE? Ha TIepeMeIeHrE?
321. Kak paboraer komaHna MeHr0 OuncTuTh? UTO NMPOMCXOOUT MPU OUYHUCTKE
comepxkumoro? mnpu ouuctke ¢dopmara? mpu ourctke Bcero? Kakoil komanne
COOTBETCTBYET HaXkaTue Ha kiapuiny Delete?
322. Komanzaa Y nanuTh TpUMEHUTENBHO K CTOJNOIY, CTPOKE, SUehKe, UHTEPBaTY.
323. Komanaa BcraBuTh NPUMEHUTENIBHO K CTOJIOIY, CTPOKE, STYeiKe, UHTEpBAIYy.
Kyna BcraBnsercs crpoka/cronbert?
324. Jlns yero IIPUMEHSIETCS KOMaHJ1a CnenuainsHas BCTaBKa?
[TocnenoBaTenbHOCTD €€ BBIIOJHEHUS.
325. Kak BeinonHsieTcs: konupoBanue dopmara? /[ yero ono HeoOxoaumo?
326. 3anonHeHue MHTEpBana sueek c ¢opMmynamu. Kak Bauser aapecauus B
dbopmye Ha 3anoHeHHE?
327. 3anoJiIHeHME UHTEPBAJIAa YUCIIAMHU C 3aJIaHHBIM 1IaroM.
328. 3anoJiHeHuE UHTEPBAJIA:

O OJJMHAKOBBIM TEKCTOM

O OJIMHAKOBBIMHU YHUCJIAMHU

O OJJMHAKOBBIMU JlTaTaMHU

O YHCIIaMH C 1marom 1

O JaTaMu ¢ marom 1?
329. Haznauenue ¢yukiuun ECJIN. KonudecTBo mapaMeTpoB M WX Ha3HAa4YCHUE.
[Ipumepsr.
330. Ctpykrypa ycnoBus Gpyukiumu ECJIN. Uto sBisieTcs 3HaueHUEM yCIIOBUS?
331. BelpakeHHs] OTHOLLIEHHUS: OTIEPAINH, OTIEPAHIBI, TPUMEPHI.
332. Jlornueckue onepauuu: Ha3BaHUE, Ha3HAYEHUE TapaMeTpoB. [Ipumepsl.
333. Kak BbIUMCIIAIOTCA 3HAUEHUs JIorTnueckux onepanuii? [Ipumepsl.
334. BioxeHHbIe ycnoBusl. BapuanTel Bioxkenus. [Ipumepsl.
335. OTobOpaxkenne TeKCTOBBIX coobmenuit B ¢pynkiuuu ECJIN. [Tpumepsr.
336. [logcyer KoauMuyecTBa SYEEK BHYTPU JWalla3oHa, yAOBJIETBOPSIOLINX
3ajaHHOMY Kpurteputo. [Ipumepsl.
337. CymmupoBaHUE S4EEK, 3aJIaHHBIX Kputepuem. [Ipumepsi.
338. Otnuuue yciaoBHOTO (hOpMaTUPOBAHUS OT MPSIMOTO.



339. Ilopsa0K BBITIOJIHEHUSI YCIOBHOTO (DOpMATHPOBAHUS.

340. 3aganue ycioBus. B yem pazHuna npu GopMaTUpPOBaHUM MO 3HAYEHUIO OT IO
dbopmyne?

341. ®opmaTtupoBanue 1o 3HaueHuto. [Ipumep.

342. ®opmatupoBanue no popmyse. st kKakoi siueiiku MHTEpBalia 3aMruChIBACTCS
ycinoBue? I[lpaBuna ¢GopMupoBaHusi TUIAa ajapecanuu JUisl SYeeK, yKa3aHHBIX B
dbopmyie.

343. Kak dopMmupyeTcsi pe3yibTar, €Cili B BBIICICHHOM JWAMa30HE OJHA WM
HECKOJIBKO SYEEK YAOBIETBOPSIOT HECKOJIBKUM YCIOBUSIM?

344. PenaktupoBaHu€e yCI0BHOIo (popmara.

345. Y nanenue yCcioBHBIX (JOPMATOB.

346. Ilouck siueek, UMEIOLIUX YCIOBHBIN opmar.

347. OCHOBHBIE TIOHATUS AUArpamMM: psiibl JaHHBIX, KaT€TOPUH, THUI, SJIEMEHTHI
JUarpaMm.

348. OcHOBHBIE ITpaBUjIa IOCTPOEHUS Auarpamm B cucreme Excel.

349. Co3ganue quarpamm ¢ UCIOJIb30BaHWEM MacTepa nuarpamm.

350. Co3nanue rpaduxoB (ynkuuid. Kakoil Ttum aumarpamMmbl HE0OXOIUMO
WCIIOJIB30BATh JIJIS TOCTPOCHUS TpauKoB?

351. IlocTpoeHre MOBEPXHOCTEM.

352. [locTpoeHue ceueHunii MOBEPXHOCTEH.

353. PenakTupoBaHUE IUarpaMM U UX 3JIEMEHTOB.

354. ®opmaTupoBaHUE IUarpamMM U UX FJIEMEHTOB.

355. ®opMaTUpOBaHUE TPEXMEPHBIX JIMArPaAMM.

356. IlonsiTvie MTMHUU TPEH/A, OCHOBHBIE MMapaMeTPhl JTUHUU TPEHMA, TUIIbI JTUHUN
TpeHa

357. [locTpoeHue TMHUU TPEHA.

358. AnnpokcuManusi TabJIMYHON 3aBUCUMOCTH C UCIIOJIb30BAHUEM JIMHUU TPEH/A.
359. [Iporuo3upoBaHue ¢ UCMOJIb30BAHUEM JIMHUU TPEHA.

360. @opmaTupoBaHUE U PEJAKTUPOBAHUE JIMHUU TPEHAA.

361. Jlyns kakux 3a/1a4d UCIOIb3YyeTCsl Mo100p mapameTpa’?

362. Ilopsaiok ~ BBIMOJHEHUSI MMOJOOpa TMapameTpa. 3alojHEHUE DJIEMEHTOB
nuanorooro okHa [lon6op napamerpa.

363. 3agaHue NOrpeIHOCTY BbIUYUCICHUN.

364. PenieHre HETMHEMHBIX YPABHEHUH.

365. HazHaueHue noucka pereHus.

366. BoInogHEHNE TOUCKA PEUICHUS.

367. Vcnonb3oBaHuE CIIEHAPUEB /1JI1 MHOTOBAPUAHTHBIX PACUYETOB.

368. O0miasi mocTaHOBKA 3ajJad ONTUMHU3aUMUA. Bunubl 3agad  onTUMH3AIUH:
JIMHEMHas1, HeJIMHeHHasl.

369. Pemienue 3aa4 ONTUMU3ALMY C UCIIOIb30BAHUEM ITOMCKA PEIIEHUS.

370. Jns gero npennasHavyeno npuioxenue PowerPoint? Kak ero 3amycturs?
371. YUro Takoe npezentanusa? Uro takoe cnaiia?

372. HazoBute criocoObl cO31aHus TPE3CHTAUN.

373. Yro Takoe madaoH? Kakue cyiiecTByoT BU/IbI 111ab10H0B B PowerPoint?

374. Kakoe pacuiupenue uMmeeT ¢Gaii mpe3eHTaluu, madioH npe3eHTauun?

375. O0bpsacHUTE Ha3HaueHue PexnumMa ciiaiaosB.

376. Ha3BaTh OCHOBHBIC XapaKTEPUCTUKU PexknMa cOpTUPOBIIMKA CJIAl 10B.



377. Kak BbINMOJHUTH MOKa3 npe3eHTannn? Ha3zsath criocoObl mokasa
MIPE3EHTAIUH.

378. Uro Takoe aHUMAUs?

379. Uto Takoe nepexo ciaiaos? [IpuMepsl nepexoaa ciiaiijos.
380. IlosicHuTE MOHATHE MYJIBTUMEINA.

2.2. OueHoOYHBbIE CPEACTBA JJIM MPOMEKYTOYHON aTTecTaluu (3a4er)

Bomnpocs! 1J1s1 npoBeieHus 3aueTa

1. Tlousarue undopmaruku. [Ipeamer u 3agaun uHGOPMATHKH.

2. HNudopmaruzanus oOuiecTBa 1 MECTO HH(POPMATUKH B COBPEMEHHOM MHUpE.

3. Ilonstne wuHpopManuu, €€ OCOOCHHOCTH H BHABL. DKOHOMHYECKas
uHdopmalus, ee CBOMCTBa, CTPYKTYpa.

4. HUcropus OBM. Ilokonenus 9BM. PazBuTtue nporpaMMHOT0 0OeCrieYeHHS.

5. Ilpunuunst pon Heitmana. OCOOEHHOCTH COBPEMEHHBIX KOMIIBIOTEPOB.

6. Apxurektypa [T9BM. MaructpanbHo-moayiabHbIi npunnun. [lepudepuiinbie
Y BHYTPEHHHE YCTPOUCTBA, CXEMa B3aUMOICHCTBUSL.

7. PazButme kommeroTepoB IBM PC. Ilpuumnbl ycnexa nepcoHanbHbIX DOBM.
[IpuHIMI OTKPBITOM apXUTEKTyphl. OTpaHUYEHHOCTH O00JIACTH TNPUMEHEHUS
nepcoHabHbIX DBM.

8. Ha3znaueHne OCHOBHBIX yCTpouCTB OBM: neHTpalbHOTO Mpoleccopa,
BHYTPEHHEW MaMSITH.

9. Kiaccudpukauuss 3OBM. OcHOBHbIE XapaKTEPUCTHUKUA  BBIYUCIUTEIbHON
TEXHUKH.

10. Knaccudukarus mporpaMMHOTO 00eCTICUeHUSI.

11. Opranuzanus QaitoBoil cucrembl U oOcCHyKuUBaHHE (DaAlIOBOM CTPYKTYpHI
IEPCOHAIIBHOTO KOMITBIOTEPA.

12. BeiuucauTenbHble CUCTEMBI, HA3HAYEHHE, KIacCU(pUKALIMS, apXUTEKTYpa.

13. Ha3znayeHune mporpaMMHBIX CPEJICTB, UX KIacCU(UKAINS, COCTAB.

14. Onepauunonnsie cucremsl (OC), ux pynkiuu, Buast OC.

15. Onepaunonnas cucrema MS DOS. HUntepdeiic komanaHoit ctpoku. daiinosas
cucrema.

16. OnepanmonHnas cuctemMa Windows: XapakTepUCTHKA U apXUTEKTYpa.

17. Unrepdeiic u 3amyck mporpamm B OC Windows.

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

19. Vcnonb3oBaHUE CEPBUCHBIX MpOrpamm: padoTa ¢ apXuBaMH, aHTUBUPYCHAas
6oprOa, oocmykuBanue quckoB B OC Windows.

20. ®yHKIIUA TECTUPYIOUIUX MPOrpaMM, YTUIIUT, JpalBEpOB, OMEPaIMOHHBIX
000JI0Y€EK U Jp. CUCTEMHBIX ITPOTrPamMM.

21. [IpuknagHoe mnporpaMMHOE oOOecredeHrue Kak WHCTPYMEHTApui perieHus
dbyHkImoHanpHbIX 3aga4. Kinaccudukanus, 0COOEHHOCTH MOCTPOCHUSI U 00JIaCTh
PUMEHECHMUSI.

22. [TakeTsl IPUKIAAHBIX IPOrpaMM 00IIEero, 0()MCHOrO HA3HAYEHHUS TEKCTOBbIE U
rpaduyeckue pegakTopbl, TaOJMYHbBIE MTPOLECCOPHI, CUCTEMBI YIIpaBlieHUs1 0azamu
JAHHBIX, U3J1aTEIbCKUE U MYJIbTUMEINITHBIE CUCTEMBI, Opay3epsl U Jp.)

23. [IpodeccuonanbHble MAaKeThl MPUKIAIHBIX MpOrpaMM JUisl peleHus 3aaad
yIpaBJICHHUSL.



24. TexkcroBbie (aitnbl. CTaHmapTHBIE TPOUEAYPbl U (PYHKIUU JUIsI TEKCTOBBIX
Gbaiinos.

25. Microsoft Word. OcHOBHBIE BO3MOXXHOCTH MpPOTpaMMbl. Bua okHa, MEHIO.
DNeMEHThI TEKCTOBOTO JOKYMeHTa. OCHOBHBIE OIEpaluu ¢ TEKCTOM (BbIJIEIICHUE,
yAaJIeHHue, IepeMEICHHE, KOMTMPOBAaHUE).

26. Microsoft Word. ®opmarupoBanue TekcTta (CHMBOJIOB M ab3alleB), CTPAHHUIL.
Tpu cnocoba coznanusa tabmun B Word. PepgaktupoBanue u gopmMaTtupoBaHue
tabmun. OdopmieHne cTpaHulbl JOKyMeHTa (pa3MeTKa CTPaHUIbI, BCTaBKa
HOMEPOB CTPAHUI] U CHOCOK, Pa3pbiB CTPAHUILIBI).

27. Microsoft Word. @aiinoBeie omnepanuu (Co3JaHHE€ HOBOTO JOKYMEHTA,
OTKPBITHE U 3aKPHITHE JOKYMEHTa, COXpAHEHUE U TeYaTh JOKYMEHTA).

28. Tabnuunblii nponeccop Excel, ero Ha3HaueHHe W BO3MOXKHOCTH. 3arpyska u
3aBepIIeHue paboThl MPOTPaMMBI.

29. CnpaBounas cucrema Excel. CriocoObI mosyueHus cripaBo4HoON nH(popmaiuu.
30. OcHoBHEBIE 25IeMeHTHI OKHA Excel n nx HazHaueHue.

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

32. Tunsl nansubix B Excel. BBoa u oroOpakeHne Ha pabodeMm JIMCTe JaHHBIX TUIA
TEKCT, YUCJIa, 1aTa/BpeMsl.

33. ®opmynsl u ¢ynkumu B Excel, ux oOo3HaueHue, MOPAIOK HMX BBOJAA H
peaaKTUPOBAHUS.

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

35. bypep oOMmena, ero Ha3HaueHHWe U HcCHoib30BaHue. KomupoBaHue u
NepeMEIIeHNE TAHHBIX B siuelikax paboueit kauru Excel.

36. ®opmaTupoBaHHe JaHHBIX pabodel kHuru Excel. Buasl u  crocoObl
dbopmaTupoBaHus.

37. BcraBka u yjianenue siueek B paboueM jiucte paboueit kauru Excel.

38. BcTtaBka u ynanieHWe CTpOK U CTOJIOIIOB B pabodem JIMCTe pabodeil KHUTH
Excel.

39. CriocoObl 1 OPSIOK CO3JIaHus U coXpaHeHus pabouelt kuuru Excel.

40. CnocoObl M TOpSAJOK OTKPBITUA U 3akpbeiThs paboueit kHuru Excel.
[TepemernieHue Mex 1y OTKPHITHIMU pa0OYMMHU KHUTAMHU.

41. Pabota c nuctamu padboueit kuuru B Excel. Breijenenue, BcTaBka U yiajaeHue
JUCTOB B paboyeil KHUTE.

42. KonupoBaHue # TepeMellleHre JHUCTOB B pabouedt kHure Excel.
[IepenmMeHOBaHUE TUCTOB.

43. YcTtaHOBKAa TapaMETpOB  CTPAHULbL, NPEABAPUTEIbHBIA  MPOCMOTP H
NOJArOTOBKA K reyaTu padoyeit knuru Excel.

44. [lporpamMmMmHbIe  cpeficTBa mpe3eHTaruid. [loHATHE O  KOMIBIOTEPHBIX
MPE3EHTAlMAX U MPOrPaMMHBIX CpPEACTBaxX MJisi pa3pabOTKh KOMIBIOTEPHBIX

MIPE3EHTAIU .

45. IlporpamMmmHble  cpenctBa  mpe3eHtanui.  [lonsitue o mporpammax
MPE3EHTAIMOHHON rpaduKu. Kparkas XapaKTepUCTUKA porpaMmm
IPE3EHTAMOHHON rpaduKH.

46. [IporpaMMHBIE cpencTBa MIpE3CHTALUH. HNutepdeiic porpamMmm

npe3eHTaunoHHOoM rpaduku. Pabora ¢ MEHIO U aHeIsIMU UHCTPYMEHTOB, paboTa ¢
JMaJIOTOBBIMA OKHAMU.



47. ITporpaMMHBbIE€ CpeACTBA Npe3eHTAMN. TeXHOIOrus CO3/1aHusI KOMITbIOTEPHOI
npe3eHTanuu. Pabora ¢ MakeTamu ciaiioB U madioHaMu oQOpMIICHHS CIIalI0B.
Brenpenue TEKCTOBBIX OJIOKOB © TpadUuecKwxX DOJIEMEHTOB B  CIAbI
KOMITBIOTEPHOW MPE3EHTALINH.

48. IIporpamMmmHbIe cpeacTBa TMpe3eHTanui. MynbTUMEIUNHBIE BO3MOYKHOCTH
IpOrpamMm Mpe3eHTAITMOHHON TpadUKH.

49. IIporpammublie cpencTBa mnpeseHTauuil. OTiagka Mpe3eHTalluy, HacTpoMKa
aHUManOHHBIX 3(pdexkToB u dPpdexkToB cMmeHb cmaiinoB. [loarororka
KOMITBIOTEPHOW MPE3EHTALNH K €€ JEMOHCTPALUU.

50. IlonsitTue 0 COBpPEMEHHBIX HWH(POPMALMOHHBIX  TEXHOJOTHAX. Buabl
COBPEMEHHBIX MH()OPMAITMOHHBIX TEXHOJIOTUH U UX KpaTKasi XapaKTepUCTUKA.

51. TlonsiTue o MynbTUMEIUA TEXHOJIOTUAX. MyIbTUMEINA KaK BUJI HH(OpMAIIHH,
TEXHUYECKUN KOMIUJIEKC U MPOrPaMMHBIN KOMILIEKC.



