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1. IACIIOPT ®OHJA OLHEHOYHbBIX CPEJACTB

1.1. Ob6snacTh 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. Hesaun 1 3aqa4u (POHJAA OLEHOUYHBIX CPEACTB

Hene @®OC — yCTaHOBUTb COOTBETCTBUE YPOBHSA  IOJTOTOBKH
oOyuvartorierocsi TpeboBanusm OI'OC BO OakanaBpuar 1O HampaBICHUIO
noarotoBku  43.03.02 Typusm, yTBEpKIAEHHBIM NpPHUKa30oM MHHUCTEPCTBA
obpazoBanusi U Hayku Poccuiickoii denepanuu ot 8 utoHs 2017 r. mo Ne 516 (¢
U3MEHEHUSIMU W JomnojgHeHusiMu),  [lpodeccuoHanbHbIM  CTaHIAPTOM,
yTBepkAeHHbIM [Ipukazom MwuHucTepcTBa Tpylda W COUHAIBHOM  3aIlUThI
Poccuiickoit ®enepanun «OO0 yTBEepk)ACHUM MPOPECCUOHAIBHOIO CTaHIapTa
«9kckypcoBoa (tum)» ot 24.12.2021 1. Ne 913H, I[IpodeccnonanbHbIM
CTaHAapToM, yTBepkAeHHbIM [Ipukazom MuHuCTEpCcTBa TpyJa M COLIMAJIBHOU
3amuThl Poccuiickoir @enepauuu ot 07.05.2015 r. Ne 2810 «OO0 yTBepKIeHUH
npodeccuoHanbHOTO  cTaHfaapTa «PyKOBOAWMTENb MPEANPUATHS  MMHUTAHHUS,
[IpodeccuonanbHbIM  CTaHAAPTOM, YTBepkAeHHbIM [lpukazom MunucTepcTBa
Tpyna u comumanbHoM 3amuThl Poccmiickonn @epepamum ot 07.05.2015 Ne 282Hn
«O06  yrtBepxkaeHuu npodeccuoHalbHOrO  craHmapra  «PykoBogutens  /
YIPABJISIFOIIMN TOCTUHUYHOTO KOMILIEKCa / CETH TOCTUHUI, [IpodeccnonanbHbIM
CTaHAapTOM, yTBepkAeHHbIM [Ipukazom MuHuCTEpCcTBa TpyJa U COLMAIBHOU
3ammThl Poccuiickoit ®@eneparuu ot 24.12.2020 1. Ne 9541 «OO0 yTBepKIaeHUU
npodeccuonansHoro crangapta «l'eorpad (Crenuanuct 1Mo BBIOIHEHUIO paboT U
OKa3aHUIO yCIIyT reorpaduyecKkoil HapaBiICHHOCTH.

1.3. Ilepeyenbr koMmeTeHuUii, GopMHUPyeMbIX B Mpolecce OCBOCHUSA
OCHOBHOI1 00pa30BaTe/IbHOI MPOrPaMMBbI

[Ipoiecc  OoCBOEHMs IHUCUMIUIMHBI  HAmNpaBleH Ha  (QOpMUpOBaHUE
CJIEYIOIINX KOMIIETEHIUN U UHIUKATOPOB UX TOCTUKEHUS:

Koa mo ®I'OC BO \ NHauKkaTop 10CTHKEHUS

YHUBEpCAIBHbBIE

Oo6menpodeccrnoHaIbHbIC

OIIK-4.1. 3naTh npuHIUIBEI paOOTHI
COBPEMEHHBIX MH()OPMAITMOHHBIX TEXHOJIOTUI
U IPOrPaMMHBIX CPEJICTB, B TOM UHCJIE

OIIK-4. CriocobeH NoHUMAaTh IPUHIIHUITBI OTEYECTBEHHOI'O IIPOU3BOJICTBA,

paboThl COBPEMEHHBIX HH()OPMALIMOHHBIX WCIIOJIb3YEMBIX IIPU PELIEHUH 3a7a4
TEXHOJIOTUH U UCTOJIb30BaTh UX JUISl peIlieHHsT | TPOPeCCHOHATBHOM e TeIbHOCTH

3a1a4 poeCcCHOHATBHON ACATEIHPHOCTH OIIK-4.2. YMeTh BRIOUpaATh COBPEMEHHBIC

nH(GOPMAIIMOHHbIE TEXHOJIOTUHU U
MpOrpaMMHBIE CPEACTBA, B TOM YHCIIE
OTE€UYECTBEHHOIO ITPOU3BOJICTBA IPU PEILIEHUU




3a/1a4 npoQecCUOHANBHON 1eITeTbHOCTH
OIIK-4.3. BnageTp HaBbIKaMU TPUMEHEHUS
COBPEMEHHBIX HHPOPMAIIMOHHBIX TEXHOIOT Ui
Y TIPOTPaAaMMHBIX CPEJICTB, B TOM UHCIIE
OTEUECTBEHHOT' 0 IPOU3BOJICTBA, PU PEIICHUU
3a1a4 PoPEeCCUOHATBHON JEATEITbHOCTH

[TpodeccuonaabHbIC

1.4. Jranbl GopMHUPOBAHMSA KOMIIETEHIIHII W CPeJACTBA OLCHUBAHMS

YPOBHSA UX ¢OPMHUPOBAHHOCTH

Jransl popmupoBanusa komnerenuuii | Kommnerenunu KoHTpoILHO-01IeHOYHBbIE
cpeacTBa / cnocod
OLICHUBAHMS
OIIK-4 Y cTHBIN OnpocC, TECTOBBIN
Tema 1. UndpopmaTuka, Kak HayKa. KOHTPOJIb, BBIIIOJIHEHUE
MPAKTUYECKUX 3aJaHUI
OIIK-4 Y CTHBII ONPOC, TECTOBBIN
Tema 2. YcTpoHCTBO KOMITBIOTEPA. KOHTPOJIb, BBIIIOJTHEHUE
MPAKTUYECKUX 3aJaHHUI
OIIK-4 Y CTHBIN OIIPOC, TECTOBBIN
Tema 3. TIporpamMmmHOe obecTieueHme
KOHTPOJIb, BBIIIOJIHEHHE
KOMITBIOTEPOB. .
MPAKTUYECKUX 3aJaHUI
OIIK-4 VY CTHBIN ONPOC, TECTOBBIN
Tema 4. KomnbploTepHbIE CETH. KOHTPOJIb, BBITIOJIHEHHE
MPAKTUYECKUX 3aJIaHUI
OIIK-4 [ToaroroBka MyJabpTUMEIUNHBIX
Tema 5. MynpTUMeIUNAHBIE TEXHOJIOTHH. MPE3EHTALNM, BBIIIOJIHEHUE
MPAKTUYECKUX 3aTaHHI
. OIIK-4 VY CTHBIN ONpoC, TECTOBBIN
Tema 6. OcHOBBI HH(DOPMAITMOHHOM
KOHTPOJIb, BBITIOJIHEHHE
0e30MacHOCTH. N
MPAKTUYECKUX 3aJaHUI
Texkymias arrecrauus OIIK-4 KontposbHas pabora
IIpome:kyTOUHAs aTTeCTALMS OIIK-4 3ayer

1.5. Onucanue noka3aresieid GopMUpOBaAHUS KOMIIETEHIIU

Koa xkomMnerennuu

Pe3yabTaThl ¢()OPMUPOBAHHOCTH

OIIK-4.  Cnocoben
MMOHUMATh MPUHLIHUIIBI
paboThl
COBPEMEHHBIX
MH(pOPMAIIMOHHBIX
TEXHOJIOTHI u
WCIIONB30BaTh UX IS
peeHus 3a7a4
npodecCuoHaTBHON
JeATEeIbHOCTH

3HaeT MPUHIMIIBI padOThl COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOIOTUN
Y IPOTPaMMHBIX CPEJCTB, B TOM UUCJIE OTEYECTBEHHOT O MPOU3BO/ICTBA,
UCIOJIb3YEMBIX IIPU PEIIeHUH 3a7a4 MPO(HeCcCHOHANBHOM e TeTbHOCTH
VYMmeet BbIOMpATh COBpEMEHHBIE MH(POPMAIIHOHHBIE TEXHOJIOTUU U
MIPOrpaMMHBIE CPEJICTBA, B TOM YHCIIE OTEYECTBEHHOI O IPOU3BOICTBA
NIPY PEUICHNH 33134 MPo(ecCUOHAIBHON AEITEIbHOCTH

Brnageer HaBbIKaMU TPUMEHEHHUSI COBPEMEHHBIX HH()OPMAIIMOHHBIX
TEXHOJIOTUI U TNPOTrpaMMHBIX CPEICTB, B TOM YHUCIIE OTEYECTBEHHOI'O
MIPOU3BOJICTBA, MPU PEUICHUH 3a/1a4 MPOodeCCHOHATBHON ACSITENFHOCTU

1.6. KpnTeplm OLICHUBAHUA KOMIIeTeH]_lI/Iﬁ Ha Ppa3HbIX 3Tanax HX

(¢popmupoBaHus




KosaunyectBo
Bup yueOHoii padoThI 0aJ10B

0P0 | 0-390 300

YcTHBIE OTBETHI Ha CCMUHAPCKUX 3aHATUAX

BrImosHeHNE 1 3amuTa MPaKTHYECKUX / TabOpaTOpHBIX padoT 60
CamocrostenbHas pabora 30
Wuble BUbI yueOHOM pabOTHI (MTOATOTOBKA MPE3EHTALINH, 10

HanucaHnue pedepata, pelieHue 3a1ad u ap.)

Bceero 100

HakonureiabHaa cucremMa oneHuBanug mo 100-0aaanHoM HIKaJIe

YeroipexOa/uibHAA Cucrema
100-6annbHas | BykBenHas mkana, coorsercrByomas 100-
cucTeMa OlleHHBAHMA OLleHUBAHUS

HIKAaJIa 0AJIJILHOM IIKaJIe
JK3aMeHa 3ayera

OtinyHO 90-100 A — OTIIMYHO — TEOPETUYECKOE COEPIKAHUE
Kypca OCBOCHO TIOJTHOCTBIO, 0€3 TTPOOEIoB;
HEOOXOAMMBbIE MPAKTUUECKHUE HABBIKH PAOOTHI
C OCBOCHHBIM MaTepHAIOM C(OPMHUPOBAHBI;
BCE MPEyCMOTPEHHbIE MPOTPaMMOi
00yueHHs yUIeOHBIC 33]JaHUS BHITIOJHCHEI,
Ka4eCTBO MX BBIITOJHEHHSI OLIEHEHO YUCIOM
0aJuIoB, OJM3KUM K MAKCUMAIILHOMY

Xoporo 83-89 B — odeHB XOpOIIO — TEOPETHIECKOE
CoJIEpIKaHKE Kypca OCBOEHO MOJHOCTHIO, Oe3
npo0eIoB; HEOOXOMUMBIE MTPAKTHYECKUE
HaBbIKH pa6OTbI C OCBOCHHBIM MaT€prajioM B
OCHOBHOM C(hOpMHPOBaHBI; BCE
[PEyCMOTPEHHbIE TPOrPaMMO 00yJIeHHsI
yueOHbIE 3a/JaHUSI BBIMOIHEHBI, KAYECTBO
BBIMOJTHEHHsI OOJIBIIMHCTBA U3 HUX OLIEHEHO
YUCIIOM 0aJI0B, OJU3KIUM K MAaKCUMATBHOMY

XopoIto 75-82 C — XOpOIII0 — TEOPETHUECKOE COICpHKAHIE
Kypca OCBOCHO MOJIHOCThIO; HEKOTOPBIC
MPaKTHYECKUE HABBIKK pabOThI C OCBOCHHBIM
MarepuanoM chOpMUPOBAHBI HEOCTATOYHO;
BCE MPEAyCMOTPEHHbIE IPOTrPaMMOii
0o0ydeHHs yaeOHbIEe 3aJaHNS BHITIOHEHEI,
Ka4yeCTBO BBITIOJIHCHHUS] HU OTHOTO M3 HUX HE
OLIEHEHO MUHUMAJILHBIM YHCJIOM 0aJlIOB,
HEKOTOPbIC BUJIbI 33IaHH BBIIIOJIHEHBI C
OIIUOKaMHU

3aureHo

Y 10BIIETBOPHUTENEHO 63-74 D — yJI0oBIEeTBOPUTEIBHO — TEOPETHYECKOE
coJiepiKaHue Kypca OCBOCHO YaCTHYHO, HO
MpoOEIBl HE HOCAT CYIIECTBCHHOTO
xapakrepa; HeoOXOJUMbIE TPAKTUIECKUE
HABBIKH PabOTHI C OCBOCHHBIM MAaTEPHAJIOM B
OCHOBHOM C(OPMHUPOBAHBI; OOIBIIHHCTBO
MPEyCMOTPEHHBIX POrpaMMOi 00yUYeHHUs
y‘le6HI)IX 3a):[aH14171 BBIINTOJIHEHO, HCKOTOPLIC 13
BBINOJHEHHbIX 33/IaHUI COJIePIKAT OUIHMOKH

Y IOBIETBOPUTEITHHO 50-62 E — mocpencTBeHHO — TeOpeTHUECKOe
coJiepKaHue Kypca OCBOSHO YaCTHYHO;
HEKOTOPHIE MIPAKTUIECKHE HABBIKU paOOTHI HE
c(hOopMHUPOBAHBI, MHOTHE TIPEAYCMOTPEHHBIE
y4eOHO mporpamMmoit 00ydeHus yaeOHbIe
3aJJaHHs HE BBITIOJTHCHBI THOO Ka4eCTBO
BBITIOJTHEHHBIX HEKOTOPBIX M3 HUAX OIICHEHO
YUCIIOM 0aJUIOB, OJIM3KAM K MUHAMAJIHHOMY

HeynoBneTBopHuTeNbEHO 21-49 FX — HeyTOBIIETBOPUTETHHO — TEOPETHIECKOE He 3aureno




CoJiepKaHue Kypca OCBOCHO JaCTHUHO;
HEO0OXOANMBIE MTPAKTHUECKNE HAaBBIKKA pabOTHI
C OCBOCHHBIM MaTEpHaJIOM He
c(hopMHIPOBAHEI; OOIBITHHCTBO
MPEyCMOTPEHHBIX Y4eOHOM IIporpaMMoit
0o0ydeHHs yu9eOHBIX 3aJaHUil HE BHIITOTHEHO
100 KauecTBO UX BBIIIOJIHEHHS OLIEHEHO
9UCIIOM 0aI0B, OJTU3KUM K MUHUMAJILHOMY
TIPU JIOTIOJTHUTENBHO CaMOCTOSATEIIBHOM
paboTe HaJl MaTepraIoM Kypca BO3MOXKHO
TIOBBIIIICHUE Ka4eCTBA BHIIIOIHEHNS YI€OHBIX
3a/laHui

HeynosnerBopurensHo 0-20 F — Hey1OBNETBOPUTENBHO — TEOPETUUECKOE
COZIep )KaHue Kypca He OCBOCHO;
HEOOXOAMMBIE MTPAKTHUECKHUE HaBBIKA pabOTHI
He cpOpMUPOBAHBI; BCE BBITOIHEHHBIE
y4eOHBIC 3aJTaHusI COIEPKAT IPyObIe OUTHOKY;
JIOTIOJIHUTEJIbHASL CaMOCTOSITENIbHAs paboTa
HaJl MaTepHaioM Kypca He IPHBEIET K
KaKOMY-JIM00 3HAYMOMY MOBBILICHHIO
KauecTBa BHIIOJIHEHHS YUCOHBIX 3a1aHuil

2. KOHTPOJIBHO-ONEHOYHBIE CPE/ICTBA

2.1. OueHoYHBIE CPEACTBA TEKYIIEr0 KOHTPOJIsl (TUIIOBBIE)
Bomnpocsl Aj1s1 yCTHOTO onpoca:
1. B dyem 3akiro4arOTCsi OCHOBHBIE TPEOOBAHMS TEXHUKM OE€30MACHOCTH MpU
BBITIOJIHEHUU JTA0OPATOPHBIX padboT?
HazoBuTe OCHOBHBIE TEXHUYECKHE CPEACTBA IEPCOHATIBHOIO KOMITbIOTEPA?
VYkaxuTe NOpsA0K BKIIOUYEHHUS U BBIKIIOUECHHS YCTPOUCTB KOMITbIOTEpa?
Kakwue Tunel knaBuatyp Bel 3Haere?
Yto takoe QWERTY ?
VYcrpoiictBo knaBuaTypbl IBM-COBMECTUMBIX KOMIIBIOTEPOB?
YkaxuTe Ha3HAUYCHHE OCHOBHBIX KJIABUI KJaBHATypbl MEPCOHAIBHBIX
KOMITbIOTEPOB?
8. Kakum oOpa3zoMm ocyiecTsisiercs paboTa ¢ KUPHIUIKIIEH B KOMITbIOTEepax?
9. UYro Takoe cienoii Meron mucbma? B ueM coctouT npodeccronanbpHas padbora
Ha KJIaBUAType NEPCOHAIBHOTO KOMITbIOTEpPA?
10. B kakoii mocne10BaTeNbHOCTH JOJDKHA U3YYaThCsl KJIaBUaTypa MePCOHAIBLHOTO
KOMIIbloTEpa?
11. Kak mepeiiTu B peXuM pycckoro (aHrIviickoro) mpudTa Ha KiIaBUATYpe
KOMIbIOTEpa?
12. Haznauenue nanenu 3aaad?
13. Kak BbI3BaTh Ha 3KpaH TIJIABHOE CUCTEMHOE MEHI0? OCHOBHBIE ITYHKTBI
[JIABHOT'O CUCTEMHOT'O MEHIO.
14. Kakoii cMbICII BJIIOKEH B IOHSTHUE Narka?
15. KakoBo Ha3HaueHue nanku Moil kommbroTep?
16. B dem 3akitouaeTcs Ha3HaueHue nanku Kop3uHa?
1'7. Ha30BUTE OCHOBHBIE JIEMEHTHI OKHA MTPUIIOKEHHUS.
18. Kakue BO3MOXHOCTH 110 JICHCTBHUIO ¢ OKHAMHU Ha pabodem ctosie Bol 3Haere?
19. HazoBute u3BectHbie Bam crocoObl 3ammycka npuioKeHUM.
20. [ns gero ucnosb3yercs aeBast Kinasuma Meimn? [Ipasas knasuma?

NownAE WD




21. Kak MoxHO co3naTh sipyibik Ha Pabouem crone?

22. Yem oTan4aeTcs crenralibHOE IEpeTacCKuBaHue OT OOBIYHOT0?

23. Yro morumarot oa 0ydepom oomeHa? KakoBo ero HazHaueHue?

24. [losicaute otinune koMau Beipe3ats u Konuposars.

25. C kako# 1enpto co3aana nporpamma IIpoBoaHuk?

26. CKOJIBKO CYIIECTBYET CIIOCOOOB BXOja B Iporpammy [IpoBogHuk?

27. IlepeuncnuTe OCHOBHBIE 3JIEMEHTBI OKHA ITPOBO/IHHUK.

28. Jlns yero npeaHa3zHaueHa MEXITaHeIbHas TpaHulia?

29. Kakas wuHdpopmanust BbeiBoautrca B CTpoke COCTOSIHUSL  IPOrpPamMMbl
[IpoBOgHUK?

30. Kakoii ameMeHT (aiisioBoil CUCTEeMbl HAXOIUTCS Ha JIEBOM maHenn?

31. C noMomIbI0 KaKOro 3Hayka MOKHO CBEpHYTH JlepeBo mamnok?

32. [Ins 4ero npeaHa3HadeHbl 3HaKU + U — IpU paboTe ¢ JePEBOM Marok?

33. OnuiuTe nopsiI0K CO3JJaHKsI HOBOM MaIlKH.

34. Ilepeuncnure cnocoObl yJaaeHus 00ObEKTOB.

35. OnumuTe TOPAIOK TMepeuMeHoBaHusl oObekTa. Kakoe mocnemnee neiicTBue
HAJI0 BBIIOJIHUTH MPU OTNEPALINU [TEPEUMEHOBaHUS (Pailina uiu nanku?

36. [lepeunciure cnocoObl KOMUPOBAHUA U NTEpEMENIEHUST O0BEKTOB.

37. C kakoi uenbto ucnoipdyerca kinaBumia CTRL npu BeIIETCHUM TPYMIIBI
00BEKTOB?

38. C kakoil nenbto ucnonwsdyercs knaBuma SHIFT npu BblIENI€HHH TPYMIIBI
00BEKTOB?

39. [lepeunciure Qopmbl mpencTaBieHUs WHPOpPMAIMM Ha TMPABOW IaHETH
[IpoBogHMKA.

40. B yem oTauuMe onepanuy KonupoBaHus (METOI0M NepeTacKuBaHus) (aiina Ha
JIPYroi JUCK OT KOMMPOBAHUS B IPYTYIO MAaNKy TO K€ AUCKa?

41. B ueM ornuume nepemenieHus Qailia Ha JIPYrol TUCK OT NEpEeMEIICHHS B
JOPYTYIO HarKy TO e JAucKa?

42. Kakue cucTeMHbIe ONepali MOKHO IPOBOJIUTH NMPHU MCIOJIb30BAaHUU IIPABOM
KHOTIKM MBIIIN?

43. Uto moHuMaeTcs o apxuBaiueit ¢panaon?

44. Kak BBIYUCIIUTH CTENEHD CKATUSA?

45. Ilepeuncnure Ha3BaHUsI HAMOOJIEE MOMYJSIPHBIX APXHUBATOPOB?

46. Ilepeuncnute TUIBI Baiia apXUBOB?

47. Kakol apXvB Ha3bIBalOT CAMOPACIIAKOBBIBAIOLIIUMCS?

48. B Kakux ciaydasx NpUMEHSIOT paclpe/ieIEHHbIE apXUBbI?

49. Onuiure npaBuiia apxupauu Qaitios B Qaiin apxuna?

50. Kakwue BbI 3HaeTe criocoObl pacnakoBKu (hailIoB 1 manok u3 ¢aiin apxusa?

51. Kak ycTaHOBUTH 3alIUTy apXuBa?

52. Kakue npunoxenuss Windows SBIISIOTCS CTaHAAPTHBIMU ?

53. Kakum 06pa3om 3amycKaroTcs CTaHJapPTHBIC TPHIIOKEHUS?

54. B ueM cOCTOUT pazfnyue MeXay OObIYHBIM U UHKEHEPHBIM KaJIbKYJISITOPOM?
55. Yrto HyXHO caenarb, 4ToObl B BIIOKHOTE aBTOMaTUYECKH BCTABIISUIACH TEKYILAS
nara’?

56. Kak MoxHO niepeMecTuTh (hparmMeHT ogHoro nokymenta WordPad B npyroii?
57. Kakum 006pa3oM MOXXHO HAMUTH HEOOXOAUMBIA (PparMEHT TEKCTa B JJOKYMEHTE
Y 3aMEHUTH €T0 Ha Ipyroi?



58. Kak MmoxxHO 0ThopMaTHpOBaTh a03all C TOMOIIBIO TOPU3OHTAIBHON JTUHEHKN ?
59. KakoBbl oTiinuus TekcToBoro npoieccopa WordPad ot TekcToBoro pegakropa
biiokHOT?

60. Kakue Busbl rpaduueckux pe1akTopoB Bbl 3HaeTe?

61. Yro Takoe nukcenpb?

62. Ins yero cnyxut [lanmurpa nnctpymentoB? LlBeroBas nanurpa? Kak BbI3BaTh
UX Ha 9KpaH win yopaTh ¢ 3kpaHa? Kak BKIIIOUUTHh B pUCYHOK TekcT? Kak 3amarb
mpudT?

63. Kak HapucoBarh KpuBy0 JIUHUIO? [Ipamytro nuHUI0?

64. Kakue purypbl MO>KHO HApHCOBATh C MOMOIIbIO HHCTPYMEHTOB?

65. OnuiuTe ABa criocoda BeleNeHus (parMeHTa pUucyHKa.

66. UTo MOXKHO J€N1aTh € BBIACICHHBIM (hparMeHToM?

67. Kak OTKOppEKTUPOBATh MEJIKUE AETAIN PUCYHKA?

68. B kakoM ciyyae MO>KHO OTMEHUTH BBITIOJTHEHHOE JIeCTBUE?

69. Kak oTMeHUTh He3aBepIIEHHOE JeHCTBUE?

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

71. Yro takoe ¢opmarupoBanue? Kak 3amyckaercss mporpamma (hopMaTupoBaHUS
ucka’?

72. Yro Takoe npoBepka aucka? Kak 3amyckaercs mporpaMmma mpoBepKU IUcKa?

73. YUro Takoe nedpparmentauusa? Kak 3amyckaercss mporpamma jaedparMeHTaluu
ncka?

74. KakoBbI MyTH TPOHUKHOBEHUSI BUPYCOB B KOMITBIOTEP M MPU3HAKHU 3apaKEHUS
KOMITbIOTEpA BUPYCOM?

75. KakoBbl criocoObl 00HApYKEHUSI BUPYCOB U aHTUBUPYCHOM NMPOGUITAKTUKH?
76. Ilepeuncinure OCHOBHBIE MEPHI 110 3aIUTE OT KOMIIBIOTEPHBIX BUPYCOB.

77. OnuumTe Ha3HAYEHUE aHTUBUPYCHBIX TPOTPAMM Pa3IMYHBIX THUIIOB.

78. HazoBuTe mpumepbl COBPEMEHHBIX aHTUBHPYCHBIX MPOrpaMM U OMUIIHUTE HX
O0COOEHHOCTH.

79. Uto Takoe (aityioBbiii MEHEKEP?

80. Onummte unTepderic TotalCommander.

81. Kak BbII€TUTH HECKOJIBKO (haiiJIoB, PACIIONIOKEHHBIX HE PSIAOM JIPYT C IPYyrom?
82. Kakum 00pa3oM MOKHO BBIJICTUTh ONPEeICHHbIC TUIBI (haiiyioB?

83. Kakast koMaH/1a MO3BOJISIET BBIACIUTH BCE U CHSITh BblJETIEHUE?

84. B xakoM pelakTope OTKpPHIBAETCA TEKCTOBBIM JOKYMEHT MO YMOJYAHUIO TPH
pPENAKTUPOBAHUM TEKCTOBOIrO (paiina?

85. Kak co3nars sipnbik s aiina? Kakoe y Hero pacumpenue?

86. Kak M0O>kHO OBICTpO TIepeMMeHOBaTh (haiin?

87. Kak ynamuts daiin, munys Kop3uny?

88. Kakue aBa crocoba KonmupoBaHus CylecTBYOT? Kakue KOMaH[bl MO3BOJISIOT
9TO CAENATH?

89. Kakas koMaHa OCYIIECTBIISET ONEpaIIo MEPEMEIICHHUS?

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

91. Kak MoxHO pa30uTh (haiist u cooparh €ro BOSIUHO?

92. Yto takoe MS WORD?

93. Kak 3anyctute MS WORD?

94. 13 kakux 31eMeHTOB cocTouT 0kHO MS WORD?

95. Kak 3akpeitTh okHO MS WORD?



96. Kakoe crangapTHOE Ha3BaHUE UMEET OKHO JIOKyMEHTa?

97. Kakoil cTaHgapTHBIA BUJ UMEET TEKCTOBBIN Kypcop?

98. Kakx MUHUMH3UPOBATh OKHO JOKyMEHTa?

99. Kakum 006pa3oM MOXHO OTKa3aThCs OT TOJIBKO YTO BHECEHHBIX U3MEHEHU?
100. Kak oToOpa3uTh (CKpbITh) NAHEIH HHCTPYMEHTOB?

101. Kakue cymiecTByIOT crtocoObI OTOOpaKeHHUs JOKyMEHTa Ha YKpaHe?

102. Kak co3aaTh HOBbIN a03all B TEKCTOBOM JIOKYMEHTE?

103. Kakue cyiecTBYIOT NTaHEJId UHCTPYMEHTOB?

104. Kakoe Ha3HayeHHE MACIITAOHBIX JTUHEEK?

105. Kak 3akpbiTh 0kHO MS WORD?

106. Kak co3aaTh HOBBIN TEKCTOBBIM TOKYMEHT?

107. Kak OTKpBITh TOKYMEHT, YK€ COXpPaHEHHBIN paHee?

108. Kak coxpaHuTh CO31aHHBII JOKYMEHT Ha JUCKe?

109. Kak u kakue napaMeTpbl MOKHO YCTAHOBUTb JJISI CTPAHUIIBI?

110. Kak onpenenuth KOJIMYECTBO CJIOB, CHMBOJIOB, a03a1ieB B JOKyMEHTE?

111. Kak Beinenuth ab3an?

112. Kax BbIACIUTH NPEIJIOKEHHUE?

113. Kak nmepemecTtuTh (pparMeHT TeKcTa?

114. Kak ckonupoBaTh (pparMeHT B 3aITaHHOE MECTO TeKcTa?

115. Kak oTMeHHTH HEBEPHOE JeiCcTBUE?

116. Kak BbIAEIUTh BECH TEKCT?

117. Kak mpou3BecTH BbIpaBHUBAaHUE (PparMEeHTa TEKCTa OTHOCUTEIBHO
CTpaHULIbI?

118. Kak ynanuth parMeHT u3 Tekcra?

119. Kakas pazHnna Mexay KOMpPOBaHUEM, ITIEPEMEIICHUEM, TEPETACKUBAHUEM ?
120. Kak 3amMeHUTh ()parMeHT TEKCTa BO BCEM JIOKyMEHTE?

121. KakuM 00pazoM MpoBEpUTH MPABUILHOCTh HAOPAHHOT O TEKCTA?

122. Kak u3MEeHUTh pa3Mep CUMBOJIOB B OJIHOM CJIOBE?

123. Kakue cymiectBytoT 3pPexTsl anumaruu mpudra?

124. KakuMm o0pa3zoM (pparMeHT TeKCTa 3aJUTh UBETHBIM (hOHOM?

125. Kak 3anath B ab3a1ie KUpHBIA MpUPT?

126. KakuMu KHOMKaMU TOJIb3YIOTCSI JUIsl YMEHbBIIEHUS (YBEIMYEHUsI) OTCTyMa?
[Ipu paboTe ¢ yeM 3TO UCIIONB3YETCS?

127. Yto Takoe OyKBHUIIa, KaK €10 BOCTIOIB30BATHCS?

128. Yto Takoe MapKUPOBaHHBIN CIIUCOK?

129. Kak u3MEHUTh MEKCUMBOJIbHBII UHTEPBAJ B CJIOBE?

130. Kak ycTaHOBUTH OTCTYH TIEpPBOM CTpPOKM ab3alla Ha OMNpPEACIICHHOE
paccrosinue?

131. Kakum 00pa3oM MOKHO U3MEHHTH MEXKIYCTPOUHBIN MHTEPBAT B OTACIBHOM
ab3aue?

132. Kak ObICTpO HalTH BCE BXOKJICHUSI OMIPEICIIEHHOTO CI0BA B TEKCT?

133. KakuM 00pazoM MO>KHO MOAHSTH (OMYyCTUTh) CUMBOJI (CIIOBO) OTHOCUTEIBHO
6a30B0i1 TMHUN?

134. Kak u3MEHUTH HHTEPBAJI MKy ab3amamu?

135. Kak co3garh HyMEepOBaHHBII CIUCOK?

136. Kak n3MeHUTh UBET CUMBOJIA?



137. Kakum 00pa3oM MOXHO H3MEHUTh 3HAYOK MapKepa MpH HCIOIb30BAHUH
MapKHpPOBaHHOT'O CIIUCKa?

138. Kakum 06pazom ucrnpaBuTh HEBEpHO HAOpaHHBIN CUMBOJ B TEKCTE?

139. Kak coxpaHUTh CO31aHHBINA TOKYMEHT?

140. Yem oTnau4aeTcs MHOTOYPOBHEBBIM CIIMCOK OT MAapKUPOBAaHHOTO WU
HYMEPOBAHHOT'O CIIUCKOB?

141. KakuM 00pa3oM MOKHO IMOCMOTPETh, KaK OyAeT BBIIVISIETh JOKYMEHT MpHU
pacmedarke?

142. Kak pa30uTh TEKCT Ha JABE KOJOHKH?

143. Kak BCTaBUTh B TEKCT IpUMeYaHue?

144. Kakue naHHbIe MOKHO aBTOMAaTHYECKH BCTABIISITH B KOJTOHTUTYJI?

145. Yro Takoe 3akiagka?

146. Kak u3MeHHUTH (popMaT HyMepaIuu CTPaHUIL?

147. Kakum 00pa3oM MOKHO MEPEUTH OT BEPXHETO KOJIOHTUTYJIA K HUKHEMY (MK
HaobopoT)?

148. Kak BCTaBUTb B TEKCT CHOCKY?

149. Kakue cymecTByIOT BUALI CHOCOK? B uem paznuuune?

150. Kak pa3outh pparMeHT TEKCTa Ha TPU KOJIOHKH?

151. Kak ycTaHOBUTH pa3iM4YHbIE KOJOHTHUTYJIBI ISl TUTYJIBHOM CTpPaHULBI H
MOCTEYIOMINX ?

152. I'ne BHOCUTCS aBTOP TOKyMEHTA?

153. Kak BCTaBUTh KOJTOHTUTYJI?

154. Kak ocyniecTBUTh NEPEXO MEXTY 3aKJIaJIKaMH B TEKCTE?

155. KakuM 00pa3oM YCTaHOBUTH PA3JIMYHbIE MapaMeTpbl [JIsi HECKOJIbKHUX
CTPaHMI] OJJHOTO U TOTO K€ JOKyMEHTa?

156. Kak pa30ouTh TOKYMEHT Ha pa3zieiibl?

157. Kak BCTaBUTh HyMepaIuio CTPAHUIL?

158. Kak co3gaTh B HOBOM pa3jielie KOJIOHTUTYJI, TAKOM ke, KaK B MPEAbIAy1eM?
159. Jlns yero npenHa3HayeHa MaHejlIb UHCTPYMEHTOB PucoBanue?

160. Kakue 00beKTbl MOTYT OBITh B JOKYMEHTE?

161. Yro Takoe o6bexkT WordArt?

162. Kakue neficTBUS MOXKHO TPOU3BOAUTH C rpaPUUECKUMU 00beKTaMu?

163. Kakue cymiecTByIOT crioco0bl 00TekaHus TpaduuecKiuX 0ObEKTOB TEKCTOM?
164. YTo MOKHO BCTaBUTh B JOKYMEHT KOMaH10M BcTaBUThH?

165. Kakue neicTBUS MOKHO MTPOU3BOIUTH C aBTOPUTYpamMu?

166. Kakum 006pazoM MOKHO TTpou3BecTy (popMaTUpOBaHKE HATUCH?

167. Kak n3o0pakeHue sKkpaHa NEPEHECTH B TEKCT B BUJE Trpaduueckoro oobexra?
168. Kak BctaBuTh KapTHHKY U3 ranepeu koyiekiuu ClipGallary?

169. Kak u3aMeHuTh pazmepbl 00beKTa?

170. Kak oOBecTH cTpaHUIly XyA0KECTBEHHON paMKOM?

171. Kak co3ngars anumManmoHHbiid 3 dext co mpudrom?

172. Yto Takoe aBTOPUTYpHI?

173. Kak BcTaBUTh HAJUCH?

174. Kakum  00pa3oM U3MEHSIETCS TMOPSAOK  B3aUMHOTO  PaCHOJIOKEHUS
rpaguueckux 00ObEKTOB?

175. Kakue TUIBI JIMHKUI €CTh B UHCTPYMEHTE prcoBaHus JInnun?

176. Kakue ecTh napamMeTpbl HACTPONKU rpaduiecKux 00BEKTOB (M300pakeHus )?



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.

Kakwue cymecTBytoT kaTeropuu aBTopuryp?

Kak BbienuThb rpadguueckuii 00beKT, yAAIUTh?

Kak u3aMeHuTh crmocod 00TeKaHus 00bEKTa TEKCTOM?

Kak u3amMeHuTs cnoco6 3a1uBku aBTOGUrypb1?

Kak ucnpaButh Tekct B 00bekTe WordArt?

Kakum 006pazoM MOKHO MPpUAATh OOBEMHBIN BUI OOBEKTY?

Kak 3arpy3uth pucyHOK B BUJIE€ 3aJTUBKU aBTOPUTYPHI?

Yro Takoe Tabimna?

Kak BcTaBUTH CTpOKY B TaOIMITYy?

Kak 3ameHuTs mipu@t T€KCTa B OTACIBHON sTueike?

Kakum 006pazoM MOKHO miepemMeniaThes o Tadmuie?

Kak 1o6aBuTh TaOIUIlY B TEKCT?

Kak ynopsimounTs CTpoKH B TaOIUIIE TTO HEKOTOPOMY MPU3HAKY ?
Kak o0beuHuTh sSiueiiku B Ta0IuIle B OJIHY?

Kak u3MeHHUTh pacionoKeHrue rpaHull s4eeK?

Kak co3gats Tabnuiry MeTo1oM nmpeodpa3oBaHus TEKCTA B TAOIHITY?
Kak BBIDOBHATH JaHHBIE B TUEHKE?

KakoBo Ha3zHauenue nanenu TaOauibl U TpaHUIb?

MO3KHO 11 BCTaBJISATh PUCYHKH B STYSHKH TaOJIULIBI?

W3 KakHUX 3JI€MEHTOB COCTOMUT Tabnuia?

Urto Takoe 3aKknagkKa, €€ Ha3HaueHue?

Kak co3mars Tabnuily ¢ moMonisto komasibl HapucoBats Tabnuiry?
Kak u3amennts mmpuny ctoioia (Bce crmocoosl)?

Kakue ocHOBHBIE (DYHKIIMM MOYKHO MCIOJIB30BATh MpHU pacuerax B Word?
Kaxkue ciocoObI mpeoOpazoBaHus Ta0IUI CYIIECTBYIOT?

Kak npousBectu 3aJIMBKY S4E€UKN?

Kakum 00pa3oM MOKHO HUCHOJIb30BaTh JAaHHbIE U3 OJHOW TaOJNULBI TPH

MPOBEJICHUH PACUETOB B IPYyTron?

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

Kakum oOpazom MOKHO TTpeoOpa3oBaTh TabIUIlY B TEKCT?

Kak BBOISITCA TaHHBIE B A4YECUKY?

Kak 3agaTh KOJTUYECTBO CTPOK U CTOJIONIOB B TabyuIe?

Kak yganuts cTonben u3 Tabiauis?

KakuM 006pazoM MOKHO pa3feiuTh SYEHKy B TaOJIMIle HA HECKOIBKO?

Kakue Tunsl 1uarpamMm Bel 3HaeTe?

Kak BcTaBUTH B TEKCT MaTeMaTuueckyto popmyiy?

Kak BcTaBUTH B TEKCT AMArpaMmy Jjisl 3aJIaHHON TaOIUIIbI?

Kak BbI3BaTh Mactepa nuarpamm?

Kak oTkpwITh OKHO pemakTopa (HopMmys, YTOOBI OTPEAAKTUPOBATH T'OTOBYIO

popmyiy?

214.
215.
216.

Kak BcTaBuTh B popMyIty mabiIoH ApoOU UM paaukana?
Kakum 06pa3oM MOKHO U3MEHUTH LIBET psia TaHHBIX?
[Ipy w3MeHeHWW JaHHBIX B TaldWIe, MO KOTOpOW OblIa MOCTpOEHA

JuarpamMma, UIBMCHHUTCA JIM CaMa J:[HarpaMMa?

217.
218.
219.
220.

Kak u3amMeHuTs pa3zmepsl AuarpaMmbl?

Kak yganute nuarpammy?

Mo3KHO JI1 ¥ KaK M3MEHHUTH (DOH 00JIACTH MOCTPOCHUSI THarpaMMbI?
N3 xakux objacTei coCTOUT auarpamma’?



221. Kak BcTaBUTH B popMyITy 11aOJIOH CYMMBI WJIH IPOU3BEICHUS psija’?
222. Kakum 006pa3oM MOKHO U3MEHUTH pa3Mephl CO3aHHON (HOpMYIIbI?

223. Yto Takoe nerenaa? Kakue 1elcTBUs C JIEreHI0M MOKHO MPOU3BOIUTE?
224. Yto Takoe 1moje B TEKCTOBOM JOKYMEHTE?

225. Kakue TUIbI moJiei CyuecTByoT?

226. YUTo Takoe KO ¥ 3HAYECHHE MOJICH?

2277. Kak BCTaBUTh B TIOKYMEHT MOJIE?

228. Kak nepexiouaroT KO ¥ 3Ha4YCHUE MoJis?

229. Kak OOHOBJISIOTCS 3HAUECHUS MOJIEH?

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

231. Kakue moOKyMeHTHI Ha3bIBAIOT IIA0JIOHAMU ?

232. C kakuM pacuIMpeHUeM cOXpaHstoTcs madaonsl B WORD?

233. Kakumu criocodaMu MOKHO CO3/1aTh COOCTBEHHBIN 1MA0JIOH?

234. YTo 03HAYACT TEPMUH «DJICKTPOHHAS (hopMay?

235. Kak HacTpOHUTbH MapamMeTpsl MOJIeH AIEKTPOHHON (GOpMBI?

236. Jlns yero 3amuniaioT CO3JaHHbIe dJIEKTPOHHBIE (DOPMBI?

237. Kak 3a1uTuTh 3JEKTPOHHYIO hopmy?

238. Kak BHECTH U3MEHEHHUS B CYLIECTBYIONIYIO JIEKTPOHHYIO (hopmy?

239. Yto takoe ctuiim (hopMaTUpOBaHUS?

240. Kak nepeiit B pexxuM oToOpaxeHus nokymeHTa Ctpykrypa?

241. Yto Takoe 3aroJi0BOK U €ro ypoBEHb?

242. Kak nepemMecTuTh ad3al] TEKCTa B PEKUME CTPYKTYPhI?

243. Kak U13MEHHUTh YPOBEHb 3ar0J0BKa?

244, Ha3zHauyeHHE CXEMbl JJOKYMEHTA?

245. Kak o0ecrieuynTh aBTOMaTHUYECKOE MOCTPOECHUE OTJIABJICHUA?

246. Kak BCTaBUTh B JOKYMEHT OTIJIaBIeHUE?

2477. YTO HY>KHO JJ11 aBTOMAaTHYECKOT0 MTOCTPOEHUS CIMCKA UILTIOCTPAUiA?
248. Kak 100aBUTH B JOKYMEHT CIIUCOK WILTIOCTPAIINAiA?

249. Yto Takoe npeAMETHBIN YKa3aTelb U KaK OH BCTABIISIETCS B IOKYMEHT?
250. Kak nmepemMemiatbcsi Mo OOJBIIOMY TEKCTY C MOMOIIBIO OTJIABJICHUS, CIIMCKA
WJUTIOCTPALM U MPEIMETHOTO YKa3aTes?

251. Kakue nokymMeHThl HEOOXOAUMBI JJIs Mpoliecca CIusiHus?

252. B KakoM BuIle TOJDKEH OBITH ITOATOTOBJIEH MCTOYHUK NAHHBIX JUIST CIUSTHUS?
UYrto siBNsI€TCS MOJIAMU M 3alIUCSIMUA B UICTOUYHHUKE JAHHBIX ?

253. B Kakoil MOMEHT MOYKHO pacCTaBUTh MOJIS CIAUSHUSA?

254. Kak BBINOMHAIOTCS (GUIBTPALIUAS U COPTUPOBKA?

255. Kak omnpenenuth KOJMYECTBO TMOJYYEHHBIX B  pe3yJbTaTe CIMUSHUS
JIOKYMEHTOB, HE BBITIOJIHSISI CAMO CIIUSIHUE?

256. Kyna MoeT BBIMOJHATHCS CAUSHUE (IIPOCMOTP BCEX 3amucei)?

257. Kakue snemenTsl Word MOXHO HACTPOUTH?

258. Kak HacTpouTh maHeab ObICTPOro Joctymna?

259. MOHO JI1 HACTPOUTH BKIAIKU?

260. Kak BocCTaHOBUTH HACTPOUKHU MO YMOJTYAHUIO?

261. MoXHO 1 pa3MeCTHUTh Ha TTaHEJIM OBICTPOTO JIOCTYIa KHOIKA CTUJICH?
262. Kak co3garotcst MakpocChl?

263. Kak Ha3HAuuTh MakKpoCy: OBICTPOE COYETaHHE KJIABHUII, KHOMKY Ha MMaHEN!
OBICTpOro ocTyna’?



264. I'ne MOXHO COXpaHATh Makpochl? Pa3nuuusi B UX TOCTYIHOCTH MPU Pa3HbIX
MECTaxX COXPAHEHUSI.
265. Yto Takoe onudpoBKa?
266. Kakwue aTansl BKIIto4aeT B ce0s mporecc orudpoBKu?
267. 3aueM Hy>KHbI TPOTrpaMMBbl pacliO3HaBaHUS TEKCTa?
268. Kak npoucxoauT pacrno3HaBaHuE TEKCTa?
269. Kakue nporpaMMbl pacrio3HaHus TeKCTa Bbl 3HaeTe? KakuMu nmosib30Banuce?
270. Kakoe paspenieHrue SBISETCS ONTUMAIbHBIM i1 CKAaHUPOBAHUS TEKCTa,
M300paKeHUM?
271. Kak MOKHO OCYIIECTBUTH MPEIBAPUTENIBHBIA IPOCMOTP TOJIBKO MEPBBIX ABYX
CTpaHMI] JIOKYMEHTAa B ONPeIeIEHHOM MaciiTade 0ToOpakeHus ?
272. Kak MOXHO BBIBECTH Ha Ile4aTh S5 DOK3EMIULIPOB IIEPBOM CTpPaHHUILIbI
JIOKYMEHTa?
273. Kakas undopmanus 3a1aétcsi B JUATOTOBOM OKHE [lapamempur cmparuyol?
274. Yto Takoe KOJOHTUTYJI?
275. Kak co31aTh KOJIOHTUTYJIbI Ha MEPBOM CTpaHUIE JTOKYMEHTa OTJIMYHbIE OT
KOJIOHTUTYJIOB OCTaJIbHBIX CTPAHUIL?
276. Kakas undopmaiiyisi MOKET HAXOJAUTHCSI B KOJIOHTUTYJIaX?
277. Kak HanleyaTaTh 4acTh JOKYMEHTA?
278. Cnoco0sl 3ammycka Excel. Ctpykrypa okHa Excel.
2779. Haznauenue kHonok CBepHyTh, BoccTaHoBHTH, 3aKkpbITh, PaciaxHyTh Ha Bce
OKHO. OTimuune kHOMOoK CBEPHYTh U 3aKPbITh.
280. PaboTa ¢ aneMeHTaMu MEHIO: CLIOCOOBI IOCTYIIA K 3JIEMEHTaM TJIaBHOTO MEHIO
U TOAMEHI0. BuIbl 3arojloBKOB MeHIO. BbIxon u3 MeHI0 0e3 BBINOJHEHUS
KOMAaH/Ibl.
281. Haznauenne mnaHeneil MHCTPYMEHTOB. Pa3menieHue naHeneld Ha HKpaHe.
Bxitouenue/oTkimouenue naneneid. Kakue nanenu pekoMeHayeTcsl 0ToOpakaTh Ha
JKpaHe.
282. Haznauenue crpoku BBojia hopmyit. Ee coctaBHbie yacTu.
283. Yro Takoe kHura B Excel? M3 yero cocrout kuura? Kak mnepexioyaTbcs
Mmexay kauramu? CTpyKTypa OkHa pabouell KHUTH.
284. Slpnabluku JMCTOB W paboTa € HUMHU: MEPEKIIOYEHUE MEXKIYy JIMCTaMH,
no0aBjeHue JIUCTA, yAajaeHue JUCTA, NepEUMEHOBaHUE JuCTa,
nepeMelIeHe/KOMUPOBaHKe JIMCTA. Y TIPABICHUE BUAUMOCTBIO SIPJIBIYKOB JIMCTOB.
285. BBog B sdueliky Tekcta. UTo sBisieTCS TEKCTOBOM KOHCTaHTOM, Kakue
CUMBOJIBI MOKHO HCIIONIb30BaTh mnpu ee Habope? K kakoil rpanuie sueiiku
PUKUMAETCS TEKCT?
286. BBog B siueliky uucna. Buabl 4nciioBbix KOHCTaHT. Kakue cMMBOJIBI MOKHO
UCIIOJB30BaTh IpH BBoAE unciia? K kakoil rpaHulle SYEHKU MPUKUMAETCA YUCIIO?
Kax uncno npeo6pa3oBaTh B TEKCT?
287. BBog B siueiiky natel U BpemeHu. K kakoMy THIly JTaHHBIX OTHOCSITCSA 3TH
KOHCTaHTbI?
288. UTO MpOUCXOINT, €CIIU [0 HTUPUHE CTOJIONA HE BXOIAT:

a) TeKCTOBBIC JAHHBIE?

0) uncna, 1aThI?
289. Bon B siueiiky ¢dopmynsl. C kakoro cuMBojia HaumHaeTcs (opmyna? Urto
oToOpakaeTcs mociie BBoaa GopMmyJibl B siuerike? B cTpoke Gpopmyn?



290. Bon B siueiiky dopmynel. C kakoro cuMBojia HaumHaeTcss popmyna? Urto
oToOpakaercs mocie BBoaa Gopmyibl B siueiike? B cTpoke hopmy?

291. Kakue 3Haku omeparuii ynorpeOysrorcs B (opmynax? UTo MOXKeT OBITH
onepaniom? HazHaueHnue ckoOOK.

292. Anpec sueliku, kak oH ¢opmupyercs? J[Ba cmocoba BBoAa B (opMyiry
aapeca. [loHsATHE OTHOCHUTEIBHOTO ajapeca.

293. Uto Takoe aOCOJIIOTHBIM ajapec? 4yeM aOCONIOTHBIA aJpec OTIMYAETCS OT
OTHOCUTEIBHOT0?

294. CMemaHHBIA aJipec, ero OTJIMYHE OT OTHOCHUTENbHOro M abcomtoTHOro. C
MIOMOIIIBIO0 KAKOM KJIaBUIIIM MOXKHO OBICTPO U3MEHSATH TUII ajipeca B hopmyiie?

295. Kak BBINOJNHSETCA CChUIKA HA STYEHKY APYroro JucTta Tekyueil kauru? Kakoi
BU/JI IPUHUMAET UIACHTU(PUKATOP SYEHKH MOCIIC BHIMOJHEHUS CCHLUIKHU?

296. Kak BBINOJIHSETCA CChUIKA Ha SUEUKY Apyroro jgucra apyrod kauru? Kakoii
BU/JI TPUHUMAET UJACHTUPUKATOP STUSHKH MOCIIE BBIMOTHEHUS CCHUIKHU ?

297. Ilpenmy1iecTBO UCIOJB30BAHNSI HUMEH siUEEK nepes aapecaMu. Kak gate ums
STYCUKe, UCTIOIB3YsI CTPOKY (popmyn?

298. Kak nath M4 sitYeiKe, UCMOJb3Ys TUAIoroBoe OKHO «lIpucBoeHrne nuMeHn»?
299. Ha3nauenune Mactepa QyHKITHIA.

300. CnocoObl BhI30Ba MacTtepa (hyHKITUH.

301. ITopsnok BBosa (hyHKLIMH C UCIIONB30BaHUEM Macrepa.

302. Beog aprymenToB ¢yHKImu. B kakux ciydasix ya00HO BBOJUTH apTyMEHTHI C
KJIaBUATyPbl, a B KAKUX C UCIOJIB30BAaHUEM MbIIIN?

303. BBOJ BIOKEHHBIX (PYHKITHI U CIIOKHBIX (hOPMYII.

304. PenaktupoBanue GyHKIHUIA ¢ UCTONb30BaHueM Macrepa.

305. Beinenenue 0OBEKTOB (sUeiiku, CTOOIA, CTPOKU, HHTEpBaa, JIUCTA).
Brinenenne HECKOJIBKUX 0OBEKTOB.

306. CriocoObl U13MEHEHHUsI IMPUHBI cTo01a? BrICOTHI cTpOKU?

307. Kak ckpbITh cTosoer/cTpoky? Kak packpbITh CTOIOCT/CTPOKY?

308. Kakumu crioco6aMu MOKHO BBIIOJIHUTH (popMaTupoBaHue 00beKTa?

309. Kakue Bo3MOXXHOCTH (opMaTHUpoOBaHus mpenocTaBiser Bkiaaka Hlpudr
nuanoroBoro okHa @opmar sueku?

310. Kakue  BO3MOXXHOCTM  (OpMaTUpPOBaHUS  NPENOCTaBISET  BKJIAJAKA
BripaBHuBanue?

311. Kakue Bo3MOKHOCTH (popMaTUpOBaHUS TIPEAOCTaBIsAET BKIaaka ["paHutib1?
312. Kakue BO3MOKXHOCTH (pOpMATUPOBAHMS PEOCTABIISIET BKIaAKka Buna?

313. Kakue craHgapTHble 4YHCIOBbIE (opMaThl TPEAYyCMOTPEHBI Ha BKIIAJIKE
Uucno? Yem xapaktepusyercs Kaxablid popmat?

314. Korna ucnonb3yeTcs moiab3oBarenbekuii popmar? [opsaok ero co3manus.
315. Ynpasnstonye CUMBOJIBI MOJIb30BaTEIBCKOr0 opMarta Jjisi YUCia, TeKCTa U
JaThI.

316. Kak BeimonHsieTcs: KonupoBaHue ¢popmara?

317. Ha3nauenue aBTrodopmaTupoBanus. Kak oHO BbITOTHSETCS?

318. Bosamoxuoctu koManHael [[PABKA—OUUCTUTH npumeHuTensHo K
dbopmaTam

319. CriocoObl BBIIOJIHEHHS oOlepauuu KomupoBaHuA. CrocoObl BBINOJHEHUS
ornepanuu rnepeMeileHus. Yem OoTaIn4aeTcsi KOMMpPOBaHUE OT MEPEMEILEHUS?



320. KonupoBanue/ mepemeleHue sueek, cojaepxkamux dopmynsl. Kak Brouser
aZjpecalysi Ha KOMUpoBaHue? Ha TIepeMeleHue?
321. Kak paboraer komanaa meH0 OuuctuTh? UTO OPOUCXOIUT MPU OUUCTKE
conepxkumoro? mpu ouucTke dopmara? mpu ourctke Bcero? Kaxoit komanne
COOTBETCTBYET HaxkaTue Ha kinaBuury Delete?
322. Komanjga Y nanuTh TpUMEHUTENBHO K CTOJOIY, CTPOKE, siueiKe, UHTEpBaYy.
323. Komanga BcraBuTh NPUMEHUTENIBHO K CTOJIOIY, CTPOKE, SYeiKe, UHTEpBAIY.
Kyna BcraBnsercst ctpoka/cronder?
324, Jlns yero MPUMEHSETCS KOMaHJ1a CrenuasnpHas BcTaBKka?
[TocnenoBaTenbHOCTh €€ BBIMOJHEHUS.
325. Kak BeinosnHsieTcst konupoBanue ¢popmara? it uero oHo HEOOX0UMO?
326. 3anonHeHue uHTEpBaia sdyeek c dopmyinamu. Kak Biuser aapecanus B
dbopmyIe Ha 3anonHeHHE?
327. 3anonHeHne MHTEpBaJIa YUCIAMHU C 33IaHHBIM [T OM.
328. 3amnosHeHEe UHTEpPBAJIa:

O OJJMHAKOBBIM TEKCTOM

O OJIMHAKOBBIMHU YU CJIAMHU

O OJJMHAKOBBIMU JlaTaMHU

O YUCJIaMH C marom 1

O JlaTamH ¢ marom 17?
329. Haznauenue ¢ynkiuun ECJIN. KonudecTBo mapaMeTpoB M WX Ha3HA4YCHUE.
[Ipumepsr.
330. Ctpykrypa ycnoBus Gyukiuu ECJIN. Uto sBisieTcst 3Ha4eHUEM yCIIOBUS?
331. BelpaskeHus OTHOILICHUS: OTIEpaIH, OIlepaHIbl, TPUMEPHI.
332. Jlornueckue onepanuu: Ha3BaHUE, Ha3HAYEHUE apaMeTpoB. [Ipumepsl.
333. Kak BBIUMCIAIOTCA 3HAYEHUs JJoThueckux onepanuii? [Ipumepsr.
334. BrnoxeHHbIe ycnoBus. BapuanTel BiokeHus. [Ipumepsr.
335. OtobOpaxenue TeKcToBbIX coobmenuit B pynkunu ECJIN. [Ipumepsr.
336. [logcyer KoauMuyecTBa SYEEK BHYTPU JWAINA30HA, YAOBJIETBOPSIOLINX
3aJjaHHOMY Kputeputo. [Ipumepsr.
337. CymmupoBaHUeE I4€EK, 3aJIaHHbIX Kputepuem. [Ipumepsi.
338. Otnuuue yciaoBHOTO (hOpMaTUPOBAHUS OT MPSIMOTO.
339. IlopsamoK BBIIOJHEHUSI YCIOBHOTO (POPMATHPOBAHUS.
340. 3aganue ycioBus. B ueM pazHuiia npu popMaTUpOBaHUU 0 3HAUEHUIO OT I10
bopmyne?
341. ®opmaTtupoBaHue 1o 3HaueHuto. [Ipumep.
342. ®opmatupoBanue no Gopmysie. st kKako siueiiku MHTEpBalia 3aMriChIBACTCS
ycinoBue? [lpaBwma ¢GopMupoBaHusi THIA ajgpecanuu sl S9YEeK, yKa3aHHBIX B
dbopmyie.
343. Kak ¢opmupyercsi pe3yiabTaT, €Clid B BbIJCICHHOM Juana3oHe OJHA WJIU
HECKOJIBKO STYEEK YJIOBJIETBOPSAIOT HECKOIBKUM YCIOBUSIM?
344. PenaktupoBaHu€e yCI0BHOTO (popmara.
345. Y nanenue yCJIOBHBIX (JOPMATOB.
346. [louck siueek, UMEIOIINX YCIOBHBIM opMar.
347. OCHOBHBIE TIOHATUSI JAUArpaMM: Psiibl JAHHBIX, KaTETOPUH, THUII, SJIEMEHTHI
arpamm.
348. OcHOBHBIE MpaBUiia MOCTPOEHUs Auarpamm B cucreme Excel.



349. Co3ganue quarpamM ¢ MCIOJIb30BaHMEM MacTepa nuarpamm.

350. Co3nanue rpaduxoB (yHkuuid. Kakoil Ttum aumarpamMmbl HE0OXOIUMO
UCIIOJIB30BATh JJIS TOCTPOCHUS TpaduKoB?

351. TlocTpoeHre MOBEPXHOCTEM.

352. [locTpoeHue ceueHuii MOBEPXHOCTEH.

353. PenakTupoBaHue IUArpaMM U X 3JIEMEHTOB.

354. ®opmaTupoBaHUE AUArPaMM U UX FIEMEHTOB.

355. ®opMaTUpOBaHUE TPEXMEPHBIX JIMArPaAMM.

356. IlonsTie TMHUU TPEH/A, OCHOBHBIE MMapaMEeTPhl JUHUU TPEH/IA, TUIIbI JTUHUN
TpeHaa

357. [locTpoeHue IMHUU TPEHAA.

358. AnmnpokcuMaiius TabJIMYHON 3aBUCUMOCTH C UCIIOJIb30BAHUEM JIMHUM TPEH/IA.
359. [Iporuo3upoBaHue ¢ UCIOJIb30BAHUEM JINHUU TPEHA.

360. dopmaTupoBaHue U peAAKTUPOBAHUE JIMHUM TPEHA.

361. Jlns kakux 3a/1ad UCIONb3YyeTCsl Mo100p mapameTpa’?

362. [lopsimok ~ BBIMOJHEHUST MOAOOpa TMapaMerpa. 3arojHEHUE DSJIEMEHTOB
nuanorooro okHa [lon6op napamerpa.

363. 3agaHue MOrPeIHOCTYA BBIUYMCICHUN.

364. PenieHre HETMHENHBIX YPaBHCHUM.

365. HazHaueHue noucKa perieHus.

366. BoInojgHEeHNE IOUCKA PEUICHUS.

367. Vcnonb30oBaHuE ClIEHAPUEB J1JI1 MHOTOBAPUAHTHBIX PACUETOB.

368. O0Omas nocTaHOBKAa 3a7a4y OINTHUMH3ALMK. Buapl 3a7ad  ONTHUMH3ALINN:
JIMHEWHasl, HeJIMHeHHasl.

369. Pemenue 3a1a4 ONTUMU3AIMH C HCIIOIb30BAHUEM MOKUCKA PEILIEHUS.

370. Jns yero npennasHavyeno npuioxenue PowerPoint? Kak ero 3amycturs?
371. YUro Takoe npezenTanusa? Uto takoe cnaiia?

372. HazoBure crocoObl CO31aHUs ITPE3CHTAINN.

373. Yto takoe mabdsion? Kakue cymectBytor Buabl 1m1adaoHoB B PowerPoint?

374. Kakoe pacuiupenue uMmeeT Gaiii mpe3eHTaluu, maodJioH mpe3eHTalun?

375. O0bscHuTE Ha3HaueHue PexruMa ciiaiaoB.

376. Ha3BaTh OCHOBHBIE XapaKTEPUCTUKU PexxnMa cOpTUPOBIIMKA CIIAKIOB.

377. Kak BBIMOTHUTH MOKa3 npe3entanun? Ha3sath crmocoObl mokasa
pe3eHTalUH.

378. Uto Takoe aHUMaIus?

379. Yro Takoe nepexon ciaitgos? [IpuMepsl nepexo/ia caan10B.

380. [losscHUTE NOHATHE MYJIBTUMENNA.

2.2. OueHoYHBbIE CPEACTBA JJIS POMEKYTOYHON aTTecTalluu (3a4eT)
Bomnpocsl 1151 IpoBeieHUs 3a4eTa

1. Tlonsarue undopmaruku. [Ipeamer u 3agaun UHPOPMATUKH.

2. Wndopmaruzanus o0iiecTsa U MecTo MHGOPMATUKU B COBPEMEHHOM MUPE.

3. Ilonstme wHpOpMaMKM, €€ OCOOCHHOCTH W BHUIBL. JKOHOMHYECKAS
uHdopmalus, ee CBOMCTBA, CTPYKTYpa.

4. Wcropus DBM. [lokonenuss DBM. Pa3Burtue nporpaMMHOro 00ecredeHusl.

5. Tpunnuns! pon Heitmana. OcoOEHHOCTH COBPEMEHHBIX KOMIIBIOTEPOB.



6. Apxutekrypa [IDBM. MarucrpansHo-mMoaynbHbIN puHImI. [lepudepuiinbie
U BHYTPEHHHE YCTPOUCTBA, CXEMa B3aHMOJICHCTBHSL.

7. PazButue komnbroTepoB IBM PC. Ilpuuunbl ycnexa nepcoHaibHbX DBM.
[IpuHIUIT OTKPBITOM apXUTEKTyphl. OTrpaHUYEHHOCTH O0JACTH MPUMEHEHUS
nepcoHaIbHBIX DBM.

8. HasHaueHune OCHOBHBIX YycTpoiicTB OBM: wneHTpaibHOro mpoueccopa,
BHYTPEHHEU MaMsATH.

9. Knaccudukammss DBM. OcHOBHbIE XapaKTEPUCTUKU  BBIYUCIUTEIBLHOU
TEXHUKHU.

10. Knaccudukarust mporpaMMHOro o0ecrieueHusl.

11. Opranu3zanust (aiiaoBoil CUCTEMBI U OO0CITyXKuBaHUE (HANIOBOM CTPYKTYpPHI
MEePCOHAIBLHOTO KOMIIBIOTEPA.

12. BeruuciautenbHbIe CUCTEMBI, Ha3HAYCHHE, KITACCH(PUKAIINS, apXUTEKTYpa.

13. Ha3znayeHue nporpaMMHBIX CPEJICTB, UX KI1acCU(UKALINS, COCTaB.

14. Onepanmonnsie cuctemsl (OC), ux pynkiuu, Buast OC.

15. Onepanmonnas cucrema MS DOS. UnaTepdeiic komanauoi ctpoku. DaiinoBas
cucTema.

16. OnepanmonHas cuctema Windows: XapakTepUCTHKA U apXUTEKTypa.

17. UnTepdeiic u 3amyck nporpamm B OC Windows.

18. Pabota c daitnamu u nankamu B OC Windows.

19. Ucnionp30BaHMe CEPBUCHBIX MpOrpaMMm: paboTa ¢ apXUBaMH, aHTHUBUPYCHas
6opb0a, oocmykuBanue quckoB B OC Windows.

20. OyHKIMA TECTHPYIOMUX TMPOrpaMM, YTHIIUT, JpaiiBEpPOB, OIMEPAIMOHHBIX
000JI04Y€K U Jp. CHCTEMHBIX ITPOTpamMM.

21. IlpuknagHoe mporpaMMHOE OOECIeYeHWE KaK WHCTPYMEHTApUN pEIICHUS
dbyHkunoHanpHBIX 3anad. Kinaccudukanus, 0COOEHHOCTH MOCTPOCHHUS U 00J1aCTh
IPUMEHEHUSI.

22. [TakeTsl TPUKIAAHBIX TPOTPAMM OOIIETO, O(QUCHOTO HA3HAYCHUS TEKCTOBBIC U
rpaduyecKue peakTopbl, TaOJIUUYHbBIE MPOILIECCOPHI, CUCTEMBI YIIpaBlieHUs 0a3zaMu
JAHHBIX, U3JIaTETbCKUE U MYJIbTUMEIUIHBIE CUCTEMBI, Opay3epbl U Ap.)

23. [IpodeccuonanbHble MaKEThl MPUKIATHBIX MPOTpaMM JUIsl pPEIIeHUs 3aaad
yIpaBJeHHUSL.

24. TexcroBbie (aitnbl. CTaHmapTHBIE TPOIEAYPhl U (QYHKIMH ST TEKCTOBBIX
Gaiinos.

25. Microsoft Word. OcHOBHBIE BO3MOXXHOCTH MPOTpaMMbl. Bua oOkHa, MEHIO.
DJIeMEHThI TEKCTOBOTO TOKyMeHTa. OCHOBHBIE OIEpallUh C TEKCTOM (BBIIEIEHUE,
yAaJeHue, nepeMenieHue, KomupoBaHue).

26. Microsoft Word. ®opmatupoBanue TekcTta (CHMBOJIOB M ab3arieB), CTPAHHUIL.
Tpu cnocoba coszmanusa tabmun B Word. PepgaktupoBanue u ¢gopmMaTtupoBaHue
tabmui. OdopmieHue CTpaHUIBI JOKyMEHTa (pa3MeTKa CTpaHMIlbl, BCTaBKa
HOMEPOB CTPAHUIL U CHOCOK, pa3pblB CTPAHUIIBI).

27. Microsoft Word. ®aiinoBeie omneparuu (Co3JaHUE€ HOBOTO JOKYMEHTA,
OTKPBITUE U 3aKPBITHE TOKYMEHTA, COXPAHEHUE U NIeYaTh JOKYMEHTA).

28. Tabnuunbiii nponeccop Excel, ero HazHaueHne W BO3MOXKHOCTH. 3arpyska u
3aBepIleHUE padOThl NPOrPaMMBI.

29. CnpaBounas cucteMa Excel. CiocoObI mosryueHus crpaBouyHON HHGOPMAITUH.
30. OcHoBHbIe 251eMeHThI okHa Excel 1 ux Ha3HaueHue.



31. Crpykrypa paboueit kuuru B Excel. DnemeHTs 0kHa pabodeil KHUTH.

32. Tunsl nanasix B Excel. BBoa u oroOpakenue Ha pabodyem JUCTe JaHHBIX THIIA
TEKCT, YHCJIa, 1aTa/BpeMsl.

33. ®opmynsl u ¢ynkuuu B Excel, mx oOo3HaueHue, MOpSAOK MX BBOAA M
peaaKTUPOBAHUS.

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

35. bypep oOMena, ero Ha3HaueHHWe U HcHoib30BaHue. KomupoBaHue u
NepeMeIIeHNE TAaHHBIX B siueiikax padoueit kauru Excel.

36. ®opmaTupoBaHKe JaHHBIX paboueit kuHurm Excel. Buabr u crnocoOsl
(dopMaTupoBaHUA.

37. BcraBka u yianeHue siueek B pabouem sucte padoueit kauru Excel.

38. BcraBka u yJjaneHue CTpOK M CTOJIOLOB B paboueM JUCTe paboyed KHHUTU
Excel.

39. Crioco6bl 1 OPSIJIOK CO3/IaHUs U coXpaHeHus pabouelt kuuru Excel.

40. CiocoObl W TIOPSAIOK OTKPBITUS W 3akpbITHs pabodeit kuurm Excel.
[Tepemerienue Mex Iy OTKPHITHIMU pa0OYUMH KHUTAMHU.

41. Pabota c nuctamu paboueit kuuru B Excel. Breijenenue, BcTaBka v yajaeHue
JUCTOB B paboyveil KHUTE.

42. KonupoBaHnue © TNepeMelieHrue JUCTOB B  pabouedt kuure Excel.
[IepenmeHoBaHME JINCTOB.

43. YcTaHOBKAa TapaMeTpOB  CTPAHUIIbl, MPEABAPUTENbHBIA  MPOCMOTP H
NOJArOTOBKA K neyaTu padoueil knuru Excel.

44. IlporpamMmmHbIe  cpefcTBa mpe3eHTaruid. [loHATHE O  KOMIBIOTEPHBIX
MPEe3EHTAlMAX U MPOrPaMMHBIX CpPEICTBaX [Jisg pa3pabOTKH KOMIIBIOTEPHBIX

MIPE3EHTAIU .

45. IlporpamMmmHble  cpenctBa  mpe3eHtanuii.  Ilonstne o  mporpammax
IPE3EHTAIUOHHOMN rpaduku. Kparkas XapaKTepUCTHKA IPOrpaMMm
PE3eHTAMOHHON rpaduKH.

46. ITporpamMmmMHbIE cpencraa IIPE3EHTALUH. Hnrepdeiic porpamm

pe3eHTaMOHHOM rpaduku. PaboTa ¢ MEHIO U MaHEISIMU UHCTPYMEHTOB, paboTa ¢
JIMaJIOTOBBIMH OKHAMU.

47. IlporpaMMHBIE CpEACTBA MPe3EHTAMNA. TEXHOIOTUS CO3[JaHUsI KOMIIBIOTEPHOM
npe3eHTanuu. Pabora ¢ MakeTamu ciaiioB u mabioHaMu oOpMIICHHS CIIalI0B.
Buenpenue TeKCTOBBIX OJIOKOB H  TpadUuecKuX OSJIEMEHTOB B  CIIAW[bI
KOMIIBIOTEPHOU MPE3CHTALINH.

48. IIporpaMMHBIe CpeACTBAa TMpe3eHTaui. MylbTUMEIUWHBIE BO3MOKHOCTH
porpaMM MpPe3eHTAIMOHHON rpaduKHy.

49. [IporpaMmMmHBIe cpencTBa mpe3eHTanuii. OTiagka Ipe3eHTalluy, HacTpoiKa
aHUMaIMoOHHBIX 3hdexkToB U  dddexkToB cmeHsl ciaigoB. [loaroroska
KOMIBIOTEPHOW MPE3CHTALUU K €€ IEMOHCTPALUH.

50. [lonatTne 0 COBpEeMEHHBIX WH(OPMAIMOHHBIX  TEXHOJOTHAX. Buabl
COBPEMEHHBIX HH(POPMAIITMOHHBIX TEXHOJIOTUN U UX KpaTKas XapaKTepUCTUKA.

51. [lonsaTre 0 MyIbTUMEINA TEXHOJOTHAX. MylbTUMEIMA KaK BUJ WHPOPMAIIHH,
TEXHUYECKUI KOMILUIEKC U TPOTPAMMHBIN KOMILJIEKC.



