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1. TACHIOPT ®OHJIA OIIEHOYHBIX CPEJACTB

1.1. O61acTh NPpUMEHEHUSA

@®onpg oueHouHbslx cpeactB (POC) — HeoTbemiemas 4acTb pabouei
nporpaMMbl  TUCHUIUIMHBL  «TexHomoruu  nuppoBoro  oOpa3oBaHUA» |
npeHa3HaueH s KOHTPOJS W OIEHKH O0pa3oBaTENIbHBIX JAOCTHXKEHHI
CTY/ICHTOB, OCBOMBIINX IIPOrPaMMYy AUCHUIUIAHBL.

1.2. Hesaun u 3ax0a4u (pOHAA OLIEHOYHBIX CPEACTB

[enp @®OC — yCTaHOBUTH COOTBETCTBHUE YPOBHS  IOJATOTOBKU
oOyuartoierocst TpedoBanusiMm OI'OC— GakanaBpuaT O HAMPABICHUIO MOATOTOBKU
44.03.04 IlpodeccuonansHoe 00ydeHHE (IO OTPACISIM), YTBEPKACHHBIM IPUKA30M
MuHucrepcTBa Hayku W Beiciiero oOpa3zoBanus Poccuiickoir ®Penepauuu OT
22.02.2018 r. Ne 124 (c u3BMEHEHUAMH U JAOTOTHEHUSIMHU ).

1.3. Ilepeyenb koMmeTeHUMid, (opMHPyeMbIX B Ipolecce OCBOECHUSA
OCHOBHOI1 00pa30BaTeIbHOI MPOrPaAMMBbI

[Ipomiecc  ocBOeHMS JNUCHIMIUIMHBI  HampaBiieH Ha (QopMupoBaHHe
CJIEAYIOIINX KOMIIETCHIINI U UHAUKATOPOB UX JOCTHKCHUS:

Kox mo ®1T'OC BO \ HNHaukaTop 10CTHKEHUA

YHuBEpcaibHbIC

Ob6menpodeccroHalbHbIE

OI1K-9. CnocobeH MOHUMATH OIIK-9.1. [IpuoOperaer ¢ MTOMOIIBIO WHPOPMAITMOHHBIX
IPUHLHAIBI paGOTHI TEXHOJIOTHH M HCIOJb3YeT B MPAKTUYECKOH AEATEITBHOCTH HOBBIE
MOJIXOJIbI K PEUICHUIO MPO(ECCHOHANBHBIX 32/1a1;

OIIK-9.2. Cobntonaer OCHOBHbIE TpeOOBaHHMS HH(POPMAIMOHHOM
0e30macHOCTH, MOJIb3YETCS] COBPEMEHHBIMU TEXHOJIOTUSIMH TTOUCKA,
cbopa 1 00paboTKK HH(pOpMAIINY;

OIIK-9.3. YuuTsiBaeT COBpEMEHHbIE TEHAECHIIUN PA3BUTHUS

COBPEMEHHBIX
UH(POPMALIMOHHBIX TEXHOIOTUH
Y UCMOJIb30BaTh UX IS
peleHus 3a1a4

Npo)eCCHOHATBHON KOMIIBIOTEPHBIX MH(OPMAIIMOHHBIX TEXHOJIOTHIA B
ACATCIIBHOCTH npodecCHOHANTBEHON IS TENLHOCTH.
ITpodeccronanbHble

1.4. Dranbl ¢gopMupoBaHNsl KOMIIETEHIUI W CPeICTBA OLEHUBAHUS
YPOBHA UX C()OPMUPOBAHHOCTH

Jrtanbl popmupoBanusa komnerenunii | Kommerenuuu KonTpoabHo-oneHoYHbIE

cpeacrsa / cnocod
OlLleHUBAHMS

OIIK-9 Y CTHBIN 0npOC, TECTOBBIN
Tewma 1. UndopmaTtuka, Kak HayKa. KOHTpPOJIb, BHITIOJTHEHUE
MPAKTUYECKUX 3aJaHUI

OIIK-9 VY CeTHBIN OnpoC, TECTOBBIN
Tema 2. YcTpolicTBO KOMIBIOTEPA. KOHTPOJIb, BHITTOJTHEHUE
MPAKTUYECKUX 3aTaHHI

Tema 3. TIporpammHoe oOecrieueHue OIIK-9 YCTHBIN OnpoC, TECTOBBIN
KOMIIBIOTEPOB. KOHTPOJIb, BHIIOJTHEHHE




MPAKTUYECKUX 3aJaHU I

OIIK-9 VY CTHBIN onpocC, TECTOBBIN
Tema 4. KoMnblOTEpHBIE CETH. KOHTPOJIb, BHINIOJHEHUE
MIPAaKTUYECKUX 3a1aHUI

OIIK-9 [ToaroroBka MyJabTUMEIUUHBIX
Tema 5. MynbTUMEUIHBIE TEXHOJIOTUU. [IPE3EHTALMM, BBIIIOJTHEHUE
IPAKTUYECKUX 3aJaHUN

OIIK-9 YCTHBIN onpoc, TECTOBBIN

Tema 6. OcHOBBI HH(GOPMATMOHHOMH
KOHTPOJIb, BBITTOJIHEHNE

0€30IMaCHOCTH. N
MIPAKTUYCCKUX 3aJJaHUH

Texkymas arrecrauus OIIK-9 KonTponbnas pabora

IIpome:xkyTouHasi aTTecTanus OIIK-9 3auer

1.5. Onucanue nokasaresneid GopMUPOBAHUSA KOMIIETEHIIUI

Koa xomnereHuuu Pe3yabTaThl c(hOPMUPOBAHHOCTH

3HaTh COBPEMEHHbIE HH(POPMALIMOHHBIE TEXHOJIOTHH U
MIpOrpaMMHBIE CPEJICTBA, B TOM YHCJIE OT€UECTBEHHOTO
MPOU3BOJICTBA, MEXaHU3M U METObI UCIIOJIB30BaHUSI COBPEMEHHBIX
MH()OPMAIIMOHHBIX TEXHOJOTUNA U TPOTPAMMHBIX CPECTB,
CYIIIHOCTb, 3HaYCHHE CTAaHIAAPTHBIX 33724 U UHPOPMAITHOHHOMN
KYJIBTYPBI.

YMeTh: pyKOBOJICTBOBATHCS MPUHIIUIIAMU PabOThl COBPEMEHHBIX
WH()OPMAIIMOHHBIX TEXHOJIOTHUM, HAXOAUTh ONTUMAIBHBIC BAPUAHTHI
MCIOJIb30BaHUsI COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOIOTHHA,

3¢ (}HEeKTHBHO ¥ ONITUMAIBHO IPUMEHSATH 3HAHUS U
MH(OPMALIMOHHYIO KYJIbTYPY IIPU PEIIEHUU CTaHJAPTHBIX 3a]1a4.
BraneTs HaBbIKaMH peau3aiy MPUHIIMIIOB pa0OThl COBPEMEHHBIX
MH(OPMALIMOHHBIX TEXHOJIOTHI B MPOQecCHOHAIBHOMN
JIeATeTLHOCTH, HaBbIKaMU 3()(PEKTUBHOTO UCTIOIH30BAHMS
COBpPEMEHHBIX HH(HOPMAITMOHHBIX TEXHOJIOTHI, TEXHOJIOTHEH U
KYJIbTYpO# pabOTHI C UCIIOIH30BAHUEM COBPEMEHHBIX
MH(OPMALIMOHHO-KOMMYHHUKAIIHOHHBIX TEXHOJIOTUN TIPU PEIICHUN
3a/1a4 Tpo(heCCHOHAILHON A TEIHbHOCTH

OIIK-9 Cnocoben
MMOHUMATh ITPUHITUTIBI
paboThl COBPEMEHHBIX
UH(}pOpPMaAITMOHHBIX
TEXHOJIOTHH B
HCIIOIL30BaTh UX IS
pelieHus 3aaa4
npodeCCHOHAIbHON
JIeATEeIIbHOCTH

1.6. Kpurepuu ouneHUBAHUS KOMIIETEHUMH Ha Pa3HbIX IJTAamax HX
(popmupoBanus

KoanuecrBo
Buj yueOHoi1 padoThI 0aJ/I0B
O0®0 | 0-390 300
YCTHBIE OTBETHI HA CEMUHAPCKUX 3aHITHSX
BrimonHeHue u 3amuTa npakTuyeckux / 1abopaTtopHbIX padboT 60
CamocrosrenbHas paborta 30
Wuble BUBI yueOHOI paboThl (ITOrOTOBKA MTPE3EHTAINH, 10
HanucaHue pedepara, petieHue 3a1a4 u ap.)
Bcero 100

HaxonureabHas cucteMa ouneHuBanud nmo 100-0abH0M IKaJje

YeroipexOaiibHASA 100-6anabnas | BykBenHas mkana, coorsercrByomast 100- Cucrema
CHCTeMa OLleHHBAHUS HIKaJIa 0aNIbHON mKajIe OLICHMBAHUS




IK3aM¢Ha

3a4eTa

OTan4YHO

90-100

A — OTJINYHO — TEOPETUUECKOE COJIepKaHHE
Kypca OCBOEHO TIOJIHOCTBIO0, O3 IIpo0eroB;
HE0OXO0UMBIC TTPAKTUIECKIE HABBIKA PAabOTHI
C OCBOGHHBIM MaTepHaoM c(h)OPMHUPOBAHHI;
BCE IIPEIYCMOTPEHHBIE IPOrPaMMOi
o0yueHns ydeOHbIC 3aJaHUs BHITOJTHEHBL,
KA4eCTBO MX BBIIIOJHEHHS OIICHEHO YHCIIOM
0ayIoB, OJIM3KAM K MAaKCUMAIIBHOMY

Xopomio

83-89

B — oueHB XOpOLIO — TEOPETHYECKOES
coJIeprKaHue Kypca OCBOCHO MOJHOCThIO, 03
npo0enoB; He0OX0IUMbIEe IPAKTHIECKUE
HaBBIKH Pa0OTHI C OCBOGHHBIM MaTepuajioM B
OCHOBHOM c(hOpPMHPOBAHBI; BCE
MpeyCMOTPEHHBIE IPOrpaMMON 00ydeHHs
y4eOHBIe 3aJaHHs BBIIIOJIHEHbI, KAYeCTBO
BBITIOJIHEHHS OOJIBIINHCTBA U3 HUX OLICHEHO
YHCIOM 0aJI0B, ONMM3KUM K MAaKCHMAJIbHOMY

Xopomio

75-82

C — XOpoIIo — TEOPETHIECKOE COIepKaHHe
Kypca OCBOCHO ITOJTHOCTHI0; HEKOTOPEIE
MPaKTUIEeCKHE HABBIKU PAOOTHI C OCBOCHHBIM
MaTepHalioM C(OPMHUPOBAHBI HETOCTATOTHO;
BCE MPEIYCMOTPEHHBIC TPOrpaMMOit
00yueHMs yueOHBIC 3a]aHUs BBITOTHCHBI,
Ka4eCTBO BBITIOJIHCHUS HU OJTHOTO M3 HUX HE
OIICHEHO MHUHHUMAJIbHBIM YHCJIOM OaJljIoB,
HEKOTOPBIC BUJIbI 3aTAaHHI BHITIOJHCHEI C
omubKaMu

Y I0BIIETBOPUTEIIBHO

63-74

D — yoBneTBOPUTENBHO — TEOPETHYECKOE
coJiepkaHne Kypca OCBOCHO YaCTHIHO, HO
poOesbl He HOCAT CYIIECTBCHHOTO
XapakxTepa; He0OXOJMMBbIE TIPAKTHIECKHE
HaBBIKH PA0OTHI ¢ OCBOCHHBIM MaTEpHajioM B
OCHOBHOM C(hOPMHPOBAHBI; OOJIBIINHCTBO
MpeyCMOTPEHHBIX TPOrpaMMOi 00ydYeHuUs
yqe6H1>1x 3a[[aHHﬁ BBITIOJTHEHO, HEKOTOPBIC U3
BBITNIOJIHCHHBIX Sa}IaHI/Iﬁ COICpIKAT OIINOKU

VY 10BIIETBOPUTEIBHO

50-62

E — nmocpeacTBEeHHO — TEOpeTHYECKoe
CozlepKaHHe Kypca OCBOSHO YaCTHYHO;
HEKOTOpBIE NPAKTUYECKUE HABBIKK PaOOTHI HE
c(OpMHUPOBaHBI, MHOTHE MTPEAYCMOTPEHHbIE
y4eOHOI mporpaMMoit 00y4eHus yaeOHbIe
3a/IaHUs HE BBITIOJTHEHBI JTM0O KaueCcTBO
BBITIOJTHEHHBIX HEKOTOPBIX U3 HUX OLICHEHO
YHCIJIOM 0aJJIOB, OJIM3KUM K MUHHMaJIbHOMY

3ayTeHo

HeynosnerBopurensHo

21-49

FX — Hey10BIETBOPUTENLHO — TEOPETUUECKOE
coJiep KaHue Kypca OCBOEHO YaCTUUHO;
HEOOXOTUMBIC MPAKTHYECKUEC HABBIKH PaOOTHI
C OCBOCHHBIM MaTepHaIoM He
c(hOopMHUPOBaHBL, OOJIBITUHCTBO
MIPEIyCMOTPEHHBIX Y4eOHOI nporpaMmMoint
00y4eHus yueOHBIX 3aJaHUN HE BBIMOJTHEHO
7100 Ka4yeCTBO UX BBIIIOITHEHUS OIICHEHO
YHCIOM OAJIOB, OJM3KAM K MHHUMAIEHOMY
MIPU JOTIOTHUTEIBHO CAaMOCTOSITEIbHOM
paboTe HaJl MaTepuaIoM Kypca BO3MOKHO
MOBBIIIICHIE KaYeCTBA BBITOTHCHUS YUCOHBIX
3a/laHui

HeynosnerBopurensHo

0-20

F — Hey0BIEeTBOPUTENHHO — TEOPETUUECKOE
COJIEpXKaHUE Kypca HE OCBOEHO;
HEO0XOIUMBIE IPAKTHYECKUE HABBIKH PaOOTHI
He c(hOpMUPOBAHBI; BCE BHIITOJIHEHHEIE
y4eOHbIe 3aJaHus COJepKaT IpyObIe OIIHOKH;
JIOTIOTHUTENbHAs CAMOCTOSTENIbHAsA paboTa
HaJl MaTepHajoM Kypca He IPUBENET K
KaKOMY-JIH00 3HAYNMOMY ITOBBIIICHUIO

He 3auteno




KadyCCTBa BBINIOJIHCHUA y‘l€6HBIX 3a,I[aHPII>i

2. KOHTPOJIBHO-OEHOYHBIE CPEACTBA

2.1. OueHo4YHbIE CPEACTBA TEKYIEro KOHTPOJIs (THIIOBbIE)
Bomnpoce! AJis1 yCTHOTO onpoca:
1. B yem 3akioyaroTCsi OCHOBHBIE TpeOOBaHUS TEXHUKH O€30MacHOCTH TpU
BBITIOJTHEHUHU JTA00PATOPHBIX paboT?
HazoBuTe OCHOBHBIE TEXHUYECKHE CPEACTBA IEPCOHAIBHOTO KOMITbIOTEPA?
VYkaxkuTe nopsiiok BKIFOYEHUS U BBIKIIOUCHHS YCTPONUCTB KOMITbIOTEpa?
Kaxkue tune! knaBuatyp Bel 3Haere?
UYto Takoe QWERTY ?
YcrpoiicTBo knaBuaTypbl IBM-COBMECTUMBIX KOMIIBIOTEPOB?
VYKaxuTe Ha3HAYCHHE OCHOBHBIX KIIABHUII KJIABUATypbl IEPCOHAIBHBIX
KOMIIBIOTEPOB?
8. Kakum oOpazoMm ocyiecTBisieTcs: paboTa ¢ KUpWUIKIIEH B KOMITbIOTEpax?
9. Uro takoe cienoii Mmeton nuckMa? B ueM coctout npodeccuoHanbHas pabora
Ha KJIABUAType NEPCOHAIBHOTO KOMITbIOTEpPA?
10. B kakoil mociaen0BaTebHOCTH JOJKHA U3Yy4aThCsl KIaBUaTypa MEPCOHAIBHOIO
KOMITbIOTEpA?
11. Kak mepeiiTu B pexuUM PYyCCKOro (aHrinuickoro) mpudra Ha KIaBUAType
KOMITbEOTEpA?
12. Haznauenue nanenu 3amad?
13. Kak BBI3BaTh Ha DJKpaH TIJIABHOE CUCTEMHOE MEHI0? OCHOBHBIEC ITyHKTBI
[JIABHOTO CUCTEMHOT'O MEHIO.
14. Kakoil cMBICII BJIOKEH B MOHSTHE NaIKa?
15. KakoBo Ha3HaueHue nanku Mo KOMITbIOTep?
16. B yem 3akmrouaercs Ha3HaueHUE nanku Kop3uHa?
17. HazoBUTE OCHOBHBIE 3JIEMEHThI OKHA MTPUIIOKEHHUS.
18. Kakue BO3MOKHOCTH MO JEHCTBUIO C OKHAMH Ha paboueM ctoiie Bol 3Haete?
19. HazoBuTte u3BectHbie BaM crmocoObl 3amycka NpuiIoKeHUH.
20. dns gero ucnosip3yercs aeBas kinasuia Mbimn? [IpaBas kiraBuma?
21. Kak M0HO co3aTh sipJiblk Ha Pabouem crtosie?
22. Yem oTau4aeTcs cnelralbHOE NEPETACKUBAHUE OT OOBIYHOIO?
23. Yto nonumarot noj 0ydepom oomena? KakoBo ero HazHaueHue?
24. Ilosicaure oTnnune koManx BeipesaTs 1 KonnpoBats.
25. C xakoli uenbio coznana nporpamma IIpoBogHuk?
26. CKoJIbKO CYIIECTBYET cocoO0B BXxoja B mporpamMmy [IpoBoiHUK?
27. IlepeuricnuTe OCHOBHBIE 3JIEMEHThI OKHA ITPOBOIHHUK.
28. Jlns yero npenHa3HayeHa MeKMaHeIbHas rpaHuna’?
29. Kakas wnHpopManus BweiBogutcs B CTpoke COCTOSHHSI TPOTPAMMBI
[IpoBogHUK?
30. Kaxoii aneMeHT (haiiioBOi CHCTEMBbI HAXOIUTCS Ha JICBOU MaHen?
31. C noMoIIbI0 KaKOro 3HaYKa MOKHO CBEPHYTH JlepeBo mamok?
32. Jlns yero npeaHa3sHadeHbl 3HaKU + U — MIPU paboTe ¢ IePEBOM MarnokK?
33. OnuimmTe MOpsAI0K CO3JaHUsI HOBOM MAIlKH.

Nounkwd



34. [lepeuncnure cnocoObl yaaneHus: 00bEKTOB.

35. OnummTe NOPSIAOK NEepeuMeHOBaHus o0bekTa. Kakoe mocienHee nercTBUe
HAJI0 BBIIIOJIHUTDH MPHU OTIEPALIMH TIEPEUMMEHOBAHMS (paiiia Uiy nanku?

36. [lepeuncnure cnocoObl KOMMPOBAHUS U TTEpEMEIIEHUSI 0OBEKTOB.

37.C kakou uenpto ucnonbzyercs kinaBuima CTRL mpu BblaeneHUH Tpynmbl
00BEKTOB?

38. C kakoil nenpro ucnonb3dyercs knaBuma SHIFT npu BeizeneHun rpymnmbl
OOBEKTOB?

39. [lepeunciure (GopMbl TpeacTaBieHUs WHPOPMAIMA HA TIPABOW IMAHEIN
[IpoBogHUKA.

40. B yem oTnnune onepanuu KOMUPOBaHUS (METOIOM NepeTackuBanus) (aiiiaa Ha
JPYroM TUCK OT KOMMPOBAHUS B APYTYIO MANKY TO e AUCKa?

41. B dem ornuuue mepemelieHus Qailia Ha APYrol AUCK OT MEPEMELICHHUS B
JIPYTYIO MANKy TO K€ TUCKa?

42. Kakue CHUCTEMHBIE ONepalii MOXHO IMPOBOAUTH MIPU UCIOJIB30BAaHUU MPABOU
KHOIIKW MBI ?

43. Uto moHuMaeTcs o1 apxuBaiuei ¢hanaon?

44. Kak BBIYUCIUTD CTENECHb CKATUs?

45. Ilepeuncnute Ha3BaHUS HaUOOJIEE MOMYISAPHBIX APXUBATOPOB?

46. Ilepeuncnure TUIbI (aiia apxXuBOB?

4’7. Kaxo# apX#B Ha3bIBalOT CaMOPACIIAKOBBIBAKOLIIUMCS ?

48. B Kakux cirydasx NPUMEHSIOT PACIIPENCIICHHBIE APXUBBI?

49. Onuure npaBuia apxuBauuu QaitsioB B (aitn apxusa?

50. Kakue BbI 3HaeTe criocoObl pacliakoBKU (paiiiioB U nmanok u3 ¢aiin apxusa?

51. Kak ycTaHOBUTH 3allIUTy apxuBa?

52. Kakue npunoxenuss Windows SBIISIFOTCS CTaHIApPTHBIMU?

53. Kakum 00pa3oM 3amycKaroTcs CTaHJapTHBIC TPHIIOKEHUS?

54. B ueM COCTOUT pa3andre MEXTy OOBIYHBIM U MH)XCHEPHBIM KaJbKYISATOPOM?
55. Yto HYXHO cenath, 4TOObI B BIIOKHOTE aBTOMaTHYECKH BCTABIISIIACh TEKYIAs
narta?

56. Kak MoxxHO miepemecTuTh ¢hparmeHt ogHoro nokymenta WordPad B npyroit?
57. Kakum 00pa3oM MOXHO HAWTH HEOOXOIUMBIN ()parMEeHT TEKCTa B JIOKYMEHTE
Y 3aMEHUTH €T0 Ha JIPpyrou?

58. Kak MmoxxHO oThopMaTtupoBath ab3all ¢ MOMOIILI0 TOPU3OHTAIBHOM JIMHEUKN?
59. KakoBsl oTiinunsi TekcToBoro mpoieccopa WordPad ot TekcToBoro pemakropa
bioknoT?

60. Kakue BuabI rpadmyecKkux pe1akTopoB Bbl 3HaeTe?

61. Yro Takoe nukcenn?

62. lns yero cuyxut [lanutpa unctpymentoB? LiBeroBas nanurpa? Kak BbI3BaTh
UX Ha dKpaH win yopaTh ¢ skpaHa? Kak BKITtOunTh B pucyHOK TekcT? Kak 3amath
mpudT?

63. Kak HapucoBaTh KpuByt0 JUHUIO? [IpsiMyro TuHUIO?

64. Kakue ¢purypbl MOKHO HApHCOBATh C IOMOIIIHIO HHCTPYMEHTOB?

65. OnuiuTe ABa crocoda BeiIeNeHus (hparMeHTa pucyHKa.

66. UTo MOKHO JieNiaTh C BBIACICHHBIM (hparMeHTOM?

67. Kak OTKOppeKTUPOBaTh MEJIKUE ACTaIN PUCYHKA?

68. B kakoM ciyyae MOKHO OTMEHHUTH BBINIOJIHEHHOE JIeHCTBHE?



69. Kak 0TMEHUTH HE3aBEPIIEHHOE ACHCTBUE?

70. Tlouemy okHO Paint Hy>)kHO pacraxuBaTh Ha BeCh YKpaH?

71. Yro takoe ¢opmarupoBanue? Kak 3amyckaercss mporpamma (opMaTupoBaHUs
JUCKa?

72. Yro Takoe npoBepka aucka? Kak 3amyckaercst mporpaMmma MmpoBEpKU IUCKa?

73. YUro Takoe nedparmentanmsa’? Kak 3amyckaercss mporpamma jedparMeHTaluu
Jucka?

74. KakoBbI MyTH TPOHUKHOBEHUSI BUPYCOB B KOMITBIOTEP U MPU3HAKU 3aPAKEHUS
KOMIIBIOTEPA BUPYCOM?

75. KakoBbl ciocoObl 00Hapy>KEHUS BUPYCOB U AHTUBUPYCHON MPOPUITAKTHKHU?
76. Ilepeuncinure OCHOBHBIE MEPHI M0 3aIIUTE OT KOMIIBIOTEPHBIX BUPYCOB.

77. OnuimTe Ha3HAYE€HUE aHTUBUPYCHBIX TPOrPAMM PA3JIMYHBIX TUIIOB.

78. HazoBuTe mpumepsl COBPEMEHHBIX AHTUBUPYCHBIX IPOTPAaMM M ONMUIIUTE MX
OCOOEHHOCTH.

79. Urto Takoe haiaoBbiii MeHETKEP?

80. Onummute unrepdeiic TotalCommander.

81. Kak BbII€TUTh HECKOJIBKO (halioB, pacloIOKEHHBIX HE PSAAOM JIPYT C IPyrom?
82. KakuM 00pa3oM MO>KHO BBIJICIIUTH ONPEIEIICHHbIE TUIHI (DaiisIoB?

83. Kakas koMaH/1a MO3BOJISIET BBIAEIUTh BCE U CHATh BbIJETICHUE?

84. B KakOM peaakTope OTKpPBIBAETCS TEKCTOBBIM JOKYMEHT IO YMOJYAHUIO IIPU
pPEAAKTUPOBAHUM TEKCTOBOTrO (haiina?

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

86. Kak M0OkHO OBICTPO TIeperMeHOBaTh (aitn?

87. Kak ynanuts ¢aiin, munys Kopzuny?

88. Kakue nBa crocoba KonmupoBaHus CyliecTBYOT? Kakue KOMaH/bl MO3BOJISIIOT
9TO cenaTh?

89. Kakas koMaH/1a OCyIIECTBIISIET ONEPALIUI0 IEPEMEILICHHUS ?

90. Kak M0>KHO cO3/1aTh apXHUBBI U KX PACIIaKOBAThH?

91. Kak MmoxHO pa3ouTh (aiist u coOpaTh €ro BOeAUHO?

92. Yto takoe MS WORD?

93. Kak 3anmyctutb MS WORD?

94. 13 kakux 31eMeHTOB cocTouT OKHO MS WORD?

95. Kak 3akpbiTh 0kHO MS WORD?

96. Kakoe cTrangapTHOE Ha3BaHUE UMEET OKHO JIOKYMEHTa?

97. Kakoil ctTangapTHBIA BUJ UMEET TEKCTOBBIN Kypcop?

98. Kak MUHUMHM3HUPOBATH OKHO TOKYMEHTa?

99. KakuM 00pa3zoM MOKHO OTKA3aThCsl OT TOJILKO YTO BHECEHHBIX U3MEHEHUM ?
100. Kak oToOpa3uTh (CKpbITh) NAHETH HHCTPYMEHTOB?

101. Kakue cyiiecTByOT CIIOCOOBI OTOOpaKEHUS JOKYMEHTa Ha dKpaHe?

102. Kak co3nath HOBBIN a03all B TEKCTOBOM JJOKyMEHTE?

103. Kakue cymecTByIOT TaHEIu HUHCTPYMEHTOB?

104. Kakoe Ha3HaYeHNE MACIITA0OHBIX JTUHEEK?

105. Kak 3akpbiTh 0kHO MS WORD?

106. Kak co3aaTh HOBbIN TEKCTOBBIN TOKYMEHT?

107. Kak OTKpBITh JOKYMEHT, YK€ COXpPaHEHHBIN paHee?

108. Kak coxpaHUTh CO3/IaHHBIN JOKYMEHT Ha IUCKE?

109. Kak u kakue napaMeTpbl MOKHO YCTAaHOBUTBH JJISI CTPAHULBI?



110. Kak onpenenuTs KOJIWYECTBO CJIOB, CHMBOJIOB, a03aI1leB B JOKyMeHTe?

111. Kak Beigenuts adb3arn?

112. Kax BbLACIUTD NPEITIOKEHHUE?

113. Kak mepemectuTh pparMeHT TeKcTa?

114. Kak ckonupoBaTh (PparMeHT B 3aJJTaHHOE MECTO TeKcTa?

115. Kak oTMEHUTH HEBEPHOE JICHCTBUE?

116. Kak BbIIETUTH BECH TEKCT?

117. Kax mpousBecTn BbIpaBHMBaHHME (parMeHTa TEKCTa OTHOCHUTEIHHO
CTpPaHHULIbI?

118. Kak ymanuts pparMeHt u3 Texcra?

119. Kakas pa3Huna Mexay KOIMpPOBaHUEM, IEPEMEILICHUEM, ITEPETACKUBAHUEM ?
120. Kak 3amMeHuTH (hparMeHT TEKCTa BO BCEM JOKyMEHTE?

121. KakuMm 00pa3oM npoBEpUTH MPAaBUIBHOCTh HAOPAHHOTO TEKCTA?

122. Kak u3MEeHUTh pa3Mep CUMBOJIOB B OJJHOM CJIOBE?

123. Kakwue cymectBytoT 3pPexTsl aHumanuu mpudra?

124. KakuMm oOpazoM (pparMeHT TeKCTa 3aJUTh IBETHBIM (HOHOM?

125. Kak 3agaTh B ab3a1ie »KUPHBIA IpUQPT?

126. KakuMu KHOMKaMU TOJB3YIOTCS JUIsl YMEHBIIEHUs! (YBEIMYECHHS) OTCTyma?
[Ipu paGoTe ¢ yeM ATO UCTIONB3YETCS?

127. Yto Takoe OyKBHIIa, KaK €10 BOCIOJIb30BaTHCA?

128. YUTo Takoe MapKHUpPOBAHHBIN CIIUCOK?

129. Kak n3MEHUTh MEKCHUMBOJIBHBIN UHTEPBAJ B CIOBE?

130. Kak ycTaHOBUTH OTCTYN MEPBOM CTpPOKM ab3alla Ha ONPEECICHHOE
paccTtosiHue?

131. KakuM 00pa3oM MOKHO U3MEHHUTb MEXIYCTPOUHBI MHTEPBAI B OTAEIBHOM
a03are?

132. Kak ObICTpO HAWTH BCE BXOKICHUSI ONIPEACIICHHOTO CJI0Ba B TEKCT?

133. KakuM 00pa3oM MO>KHO TOJHSTH (OMYyCTUTh) CUMBOJI (CJIOBO) OTHOCUTEIHHO
6a30Boi1 TUHUN?

134. Kak n3MEeHHUTH HHTEPBAI MEXK 1y ab3amamu?

135. Kak co3naTh HyMEpOBaHHBIN CIIUCOK?

136. Kak n3MeHUTh UBET CUMBOJIA?

137. KakuM 00pa3oM MOXHO H3MEHUTh 3HAYOK MapKepa IpH HCIOJIb30BaHUU
MapKUpPOBAHHOTO CITUCKa?

138. KakuM 00pa3oM ucnpaBuTh HEBEPHO HAOPAHHBIN CUMBOJI B TEKCTE?

139. Kak coxpaHuTh CO31aHHBIA TOKYMEHT?

140. Yem oTnan4aeTcs MHOTOYPOBHEBBIM CIHCOK OT MAapKUPOBAHHOTO WA
HYMEPOBAHHOI'O CIIUCKOB?

141. Kakum o0pa3oM MOXKHO MOCMOTPETh, KaK OYyJAET BBITJSAAETh JOKYMEHT MpPU
pacrieuatke?

142. Kak pa30ouTh TEKCT Ha JIBE KOJIOHKH?

143. Kak BCTaBUTh B TEKCT IpUMEUYaHue?

144. Kakue nanHble MOKHO aBTOMaTUYECKHU BCTABIISTh B KOJIOHTUTY?

145. Yo Takoe 3axknagka?

146. Kak n3aMeHuTh popMaT HyMepaiuu CTPaHUIL?

147. KakuM 00pa3oM MOKHO NEPENTH OT BEPXHEr0 KOJIOHTUTYJIA K HUKHEMY (WU
Hao00poT)?



148.
149.
150.
151.

Kak BCcTaBUTH B TEKCT CHOCKY?

Kakue cymiectBytoT Buibl CHOCOK? B uem paznuune?

Kak pa3outs ¢pparMeHT TeKcTa Ha TPU KOJIOHKH?

Kak ycTaHOBUTH pa3nuyHbIE KOJIOHTUTYJBI JUIsI TUTYJIBHOW CTpaHUIBl U

MOCIIEYIOMIMNX ?

152.
153.
154.
155.

['ne BHOCUTCS aBTOp JOKYMEHTA?

Kak BcTaBUTH KOTOHTUTY?

Kak ocymiecTBUTh nepexoa MexAy 3aKiialkaMu B TEKCTE?

Kakum 00pa3oM yCTaHOBUTH pa3JIMUHbIE MapaMeTpbl I HECKOJIbKUX

CTpaHul OAHOT'O 1 TOT'O KC I[OKyMeHTa?

156.
157.
158.
159.
160.
161.
162.
163.
164.
165.
166.
167.
168.
169.
170.
171.
172.
173.
174.

Kak pa30ouTh TOKYMEHT Ha pa3aesbl?

Kak BcTaBUTH HyMepaluio cTpaHul?

Kak co3nath B HOBOM pa3zjiesie KOJJOHTUTYII, TAKOH K€, KaK B peAblayemM?
Jl1st yero npegHa3HayeHa MaHelb HHCTPYMEHTOB PucoBanue?

Kakue 00beKTbl MOTYT OBITH B JOKYMEHTE?

Yro Takoe 00bekT WordArt?

Kakue neficTBUsI MOKHO MPOU3BOJIUTH C TpaUueCKUMH 00beKTaMH?

Kakwue cymecTByIoT criocoobl 00TeKaHus rpadpuueckux 00ObEKTOB TEKCTOM?
UYUTO MOXHO BCTaBUTh B JOKYMEHT KOMaH/10i BcTaBuTh?

Kakue neiicTBrsS MOKHO TPOU3BOJIUTH C aBTOGUTypamMu?

Kakum o6pazom MOKHO Ipou3BecTd (hopMaTUpPOBAHKUE HAATTUCH?

Kak n3o0pakeHre 3KkpaHa MepeHeCcTH B TEKCT B BUJI€ rpapuueckoro oobekra?
Kak BcraBuTh KapTHHKY 13 Tanepeu kosueknuu ClipGallary?

Kak u3menuTs pazmepsl 00beKTa?

Kak oOBecTH cTpaHuIly XyI0KECTBEHHON PaMKOM?

Kak co3gats anumManmonHsiii 3¢ ekt co mpudrom?

Urto Takoe aBTOMUTYpHI?

Kak BcTaBUTHh HAAMKCH?

Kakum oOpazom wu3MeHSeTCSs NOPSAAOK B3aUMHOIO  PaclOJIOXKEHUS

rpaduueckux 0OHEKTOB?

175.
176.
177.
178.
179.
180.
181.
182.
183.
184.
185.
186.
187.
188.
189.
190.
191.

Kakue Tvnbl TMHUNA €CTh B UHCTPYMEHTE pucoBanus JInHum?
Kakue ects mapameTpbl HACTpONKH rpadudecKux 00BEKTOB (M300pakeHus)?
Kakue cyiecTByroT KaTeropuu aBTopuryp?

Kak Bb1ienuTh rpaguueckuii 0ObeKT, yIanuTh?

Kak u3menuts cnocod o0TekaHus 00beKTa TEKCTOM?

Kak u3mMeHuTs cnoco0 3anuBKHU aBTOPUTYPBHI?

Kak ucnpaButh Tekct B 00bekTe WordArt?

Kakum 00pa3oM MOXKHO NpuaaTh OOBEMHBIN BUI OOBEKTY?

Kak 3arpy3uTh pUCyHOK B BH/JIE 3aJIUBKU aBTO(PHUTYPHI?

Urto Takoe Tabimia?

Kak BcTaBUTH CTPOKY B TaOIUITY?

Kak 3amenuth mipudT T€KCTa B OTACIBHON sueiike?

Kakum 006pa3oM MOKHO mepeMeniaThes o Tadaure?

Kak no6aButh TabiuIly B TEKCT?

Kak ynopsnouuTh CTpoku B TaOJIHIIE 10 HEKOTOPOMY NMPU3HAKY ?
Kak 00beAMHUTD ssuelKu B TaOIUIE B OJHY?

Kak u3MeHuTh pacnosioxkeHue rpaHull ssueek?



192.
193.
194.
195.
196.
197.
198.
199.
200.
201.
202.
203.

Kak co3gaTh Tabnuiry MeTo oM NpeoOpa3zoBaHus TEKCTA B TAOIUILY?

Kak BBIpDOBHSTH JAaHHBIE B STYCUKE?

KakoBo Haznauenue naHenu TaOauilbl U TPaHULIBI?

MO>KHO 11 BCTaBJISATh PUCYHKH B STYEHKH TaOJIULIBI?

N3 kakux 3JI€MEHTOB COCTOUT Ta0IuIa?

Urto Takoe 3akiajika, ee Ha3HaueHue?

Kak co3gats Tabmuiry ¢ moMmoribpio koManasl HaprcoBats Tabmmiry?

Kak n3menuTts mupuny cronodua (Bce crnocoObl)?

Kakue ocHOBHBIE (DYHKITMH MOXKHO UCIIOJIB30BaTh Ipu pacuerax B Word?
Kakue criocoOw1 mpeobpazoBanws TaOIUI] CYIECTBYIOT?

Kaxk npounsBecTy 3aIuBKy S4EHKU?

Kakum 00pa3oM MOXHO HUCHOJB30BaTh JIaHHBIE W3 OJHOM TaONIHUIbBI TMPH

IIPOBEICHUH PACUYETOB B IPYroif?

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

Kakum o6pazom MOKHO ITpeodpa3oBaTh TabJIUILY B TEKCT?

Kak BBOJISITCSI TaHHBIE B AYEHKY?

Kak 3agaTh KOJTUYECTBO CTPOK U CTOJIOIOB B Ta0IHIIC?

Kaxk ynanmuts cTonben u3 Tabiuiib?

Kakum o6pa3oM MOXKHO pa3iesuTh SSYCHKY B TaOIUIIe HA HECKOJIBKO?

Kakue Tumnsl 1uarpamm Bbl 3HaeTe?

Kak BcTaBUTH B TEKCT MaTeMaTU4eCKyto popmymiy?

Kak BCTaBUTH B TEKCT AMArpaMMmy JJjisl 3aIaHHOM TaOJIALIbI?

Kak BeI3BaTh Mactepa nuarpamm?

Kak OTKpbITh OKHO penakTopa (opmys, YTOOBl OTPEIAKTUPOBATh TOTOBYIO

Gopmyiry?

214.
215.
216.

Kak BcTtaBuTh B popMyity 1m1abyioH ApoOH Uiy paaukana?
Kakum 00pa3oM MOKHO U3MEHUTH 1BET psiia TaHHBIX?
[Ipy wu3MeHeHUM JaHHBIX B TaOnMIle, MO KOTOpPOM OblIa MOCTpOeHa

AuarpamMma, UI3BMCHHUTCH JIK CaMa ,HHanaMMa?

217.
218.
219.
220.
221.
222.
223.
224.
225.
226.
227.
228.
229.
230.
231.
232.
233.
234.
235.

Kak u3MeHUTh pazMepsl 1uarpaMmbi?

Kak yganutes quarpammy?

MO>XHO 1 ¥ KaK U3MEHUTH (POH 00JIaCTH MOCTPOCHUSI TUArPaMMBbI?
N3 xakux objacTei cocToUT guarpamma?

Kaxk BcTaButh B hopmyity mabJIOH CyMMBbI UJTK TIPOU3BEACHUS psija’?
Kakum 00pa3oM MOKHO U3MEHUTH pa3Mephl CO3aHHON (HOpMYIIbI?
Uro Takoe nerenaa? Kakue AeicTBUA C JIETEHAON MOXKHO MTPOU3BOIUTD?
YTto Takoe 1moJie B TEKCTOBOM JIOKYMEHTE?

Kakune tvnsl noney cymecTByoT?

Yro Takoe KOJ U 3HAUEHUE MOJIeii?

Kak BcTaBUTh B JOKYMEHT I0JE?

Kak nepekitoyaroT Ko U 3HaYEHUE Mos?

Kak oOHOBIISIFOTCS 3HAYCHUS TIOJICH ?

Uro Takoe mosst popmel? Kakue cymecTByOT Tpu 1osist GopMbl?
Kakue 1oKkyMeHTHI Ha3bIBAIOT MIa0I0HAMHU?

C kakuM pacmmpeHueM coxpansroTcs mabdaoras B WORD?
Kakumu crioco6amMu MOKHO €O3/1aTh COOCTBEHHBIN 1MI1A0I0H?

UTo 03Ha4aeT TEPMUH «AJIEKTPOHHAsS (hopMay?

Kak HacTpouTh napameTpbl 1oJiel 31eKTPOHHON (HOpMbI?



236. Jly1s1 4ero 3almIlarT CO3/IJaHHbIe AJIEKTPOHHBIE (DOPMBI?

237. Kak 3aluTUTh 2IEKTPOHHYIO (hopMy?

238. Kak BHECTH M3MEHEHHUS B CYIIECTBYIOIIYIO AJICKTPOHHYIO (hopMy?

239. Yto Takoe ctunu GopMaTUpOBaHU?

240. Kak nepeltu B pexxuM oToOpaxkeHus qokymenta Ctpykrypa?

241. YTo Takoe 3arojoBOK U €ro ypoBEHb?

242. Kak nepemMecTuTh ad3al] TEKCTa B PEKUME CTPYKTYPbI?

243. Kak U3MEHHUTh YPOBEHb 3ar0JIOBKA?

244. HaznaueHue cxembl JOKyMEHTA?

245. Kak o0ecreynTs aBTOMaTHYECKOE OCTPOCHHE OTJIaBIICHHUS ?

246. Kak BCTaBUTh B IOKYMEHT OrJIaBJeHUE?

247. YTO HYXHO JJisl aBTOMAaTUYECKOT0 MOCTPOCHUS! CITUCKA UIUTIOCTPALIANA?

248. Kak 100aBUTh B JOKYMEHT CIIUCOK WILTIOCTpALUiA?

249. Y10 Takoe NpeIMETHBIN yYKa3aTellb U KaK OH BCTaBISIETCS B JOKYMEHT?

250. Kak nepememarbes Mo OOJIBIIOMY TEKCTY C IOMOILBIO OIJIABIICHUS, CIIUCKA
WJUTIOCTPALUNA U MPEIMETHOTO yYKa3aTes?

251. Kakue 10KyMeHTbl HE0OXOIUMBI ISl IPOIIecca CIUSHUS?

252. B kakoMm BUJE JOHKEH ObITh MOJITOTOBIECH UCTOYHUK JIAHHBIX VISl CIUSHUS?
Urto siBNsieTCS NOJISAMU U 3aMUCSIMUA B ICTOYHHUKE JTAHHBIX ?

253. B Kakoil MOMEHT MOYKHO pPacCTaBUTh MOJIS CIAUSHUSA?

254. Kak BBINOJHAIOTCS PUIbTpALUA U COPTUPOBKA?

255. Kak omnpenenuTth KOJMMYECTBO IMOJYYEHHBIX B pe3yJbTaTe CIUSHUSA
JIOKYMEHTOB, HE BBITIOJIHSS CaMO CIIUSIHUE?

256. Kyna MOeT BBINOJHATHCS CAUSHUE (IPOCMOTP BCEX 3amuceit)?

257. Kakue snemenTsl Word MOXHO HACTPOUTH?

258. Kak HacTpouth nmaHenb ObICTPOro J1ocTymna’?

259. MOHO I HACTPOUTh BKJIAAKU?

260. Kak BocCTaHOBUTHh HACTPOWKH MO YMOJTYAHUIO?

261. MoHO 1 pa3MECTUTh Ha IMaHEIX OBICTPOTO JAOCTYyMa KHOMKU CTUJICH?

262. Kak co3garoTcsi Makpochl?

263. Kak Ha3Ha4yuTh MaKpoCy: OBICTpOE COYETAaHHWE KJIABUII, KHOMKY Ha IMaHeNu
ObICTpOrO JTOCTYMAa?

264. I'me MOKHO COXpaHATh Makpochl? Pa3nuuus B MX JOCTYMHOCTH MPHU Pa3HBIX
MECTax COXpaHEHHUS.

265. Yto takoe onudpoBKa?

266. Kakue sTansl BKJIIOYaeT B ce0st mporecc ouu(poBKu?

267. 3aueM HY>XHbI IPOrpaMMbl pacliO3HaBaHUs TeKCTa?

268. Kak npoucxouT pacrno3HaBaHuE TeKcTa?

269. Kakue nporpaMMbl pacrio3HaHus TeKcTa Bbl 3HaeTe? KakuMu mosib30BaInuch?
270. Kakoe paspenieHue SBISIETCS ONTUMAIbHBIM JUIsl CKAHUPOBAHUSI TEKCTA,
U300paKeHMIA?

271. Kak MOXHO OCYIIECTBUTH MPEIBAPUTEIIbHBIA IPOCMOTP TOJIBKO MEPBBIX JIBYX
CTpaHMUII IOKYMEHTA B OTpeIeIEHHOM MaciiTabe 0TOOpakeHus?

272. Kak MOXHO BBIBECTM Ha TI€4aThb 5 OK3EeMIUIIPOB IEPBOMl CTpPaHUIIbI
JIOKyMeHTa?

273. Kakas undopmanust 3a1aéTcsi B AMAIOTOBOM OKHE [lapamempul cmparuyol’?
274. YTo Takoe KOJOHTUTYJI?



275. Kak co3gaTh KOJIOHTUTYJBI Ha INEPBOM CTPAHMIE JOKYMEHTA OTJIMYHBIE OT
KOJIOHTUTYJIOB OCTAJIBHBIX CTPaHULL?
276. Kakast uadopmaliusi MOKET HaXOJUThCS B KOJJOHTUTYJIax ?
277. Kak Hane4yaTaTh 4acTh JOKYMEHTA?
278. CnocoOsI 3amycka Excel. Ctpykrypa okna Excel.
2779. Ha3nauenue kHotnok CBepHyTh, BoccTaHOBUTH, 3aKphiTh, PaciaxHyTh Ha Bce
okHO. OTnnune KHONoK CBEpHYTh U 3aKPbITh.
280. PaboTa ¢ sneMeHTaMu MEHIO: CIIOCOOBI JOCTYTIA K 3JIEMEHTaM TJIaBHOTO MEHIO
U ToaMeHio. Buapl 3aronoBkoB MeHI0. Bbixog u3 MeHIO 0€3 BBINOJTHEHUSA
KOMaH/IbI.
281. HazHaueHne mnasHene HMHCTPYMEHTOB. Pa3MmemeHue mnaHenend Ha DKpaHe.
Brrouenue/oTkmroueHue naneneil. Kakue nmanenm pekoMeHayeTcss 0ToOpakaTh Ha
JKpaHe.
282. Haznauenue ctpoku BBoaa Gpopmyi. Ee cocraBHbie yacTu.
283. Yto Takoe kuHura B Excel? U3 wero cocroutr kuura? Kak mepekirouarbes
Mmexay kauramu? CTpykTypa okHa paboueil KHUTH.
284. Spnapluku JTUCTOB M paboTa € HUMH: MEPEKIIOYCHHE MEXAY JHCTaMH,
no0aBieHHE JIUCTA, yIaJICHHE JIUCTA, IIEPEMMEHOBAHNE JIUCTA,
nepeMeleHe/KOMMPOBaHUE JIUCTA. YIPaBIEHNE BUAUMOCTBIO SPJIBIYKOB JIUCTOB.
285. BBog B sueliky Tekcta. UTo sBISIETCS TEKCTOBOW KOHCTAHTOM, KakKue
CUMBOJIBI MOYKHO HCIIOJIb30BaTh INpu ee Habope? K kakoil rpaHuue s4eilku
IIPUKUMAETCS TEKCT?
286. Boa B siueliky umcia. Buasl uncioBbix KoHCTaHT. Kakue cUMBOJIBI MOKHO
MCIIOJIB30BaTh NpH BBOAE unciia? K Kkakol rpaHuie SYEHKU MPUKAMAETC YUCIIO0?
Kak uncio npeobpa3oBaTh B TEKCT?
287. BBox B siueiiky natel M BpeMeHH. K Kakomy TUIy AaHHBIX OTHOCSATCS 3TH
KOHCTAHTBI?
288. UTo mpouCX0ouT, €CIIM M0 MUPUHE CTOJIOIA HE BXOIST:

a) TeKCTOBBIC JJaHHBIE?

0) uncna, 1aTel?
289. Bon B sueiiky ¢dopmynsl. C kKakoro cuMBoja HauuHaeTcs hopmyna? Uro
oToOpakaercs mocie BBojaa (popmyiel B siueitke? B cTpoke hopmy?
290. BBon B siueiiky ¢opmynsl. C Kakoro cuMBoja HauumHaeTcs (opmyna? Uto
oToOpaxaeTcs rnocie BBojaa GopmyJsl B siueiike? B cTpoke Gpopmyn?
291. Kakue 3Haku omepainuii ynorpednstorcs B ¢opmynax? UTo MOXKeT ObITh
onepanaom? HazHaueHue ckoOOK.
292. Aapec saueliku, kak oH Qopmupyercs? JIBa cmocoba BBoma B (opmyiy
aapeca. [loHsiTHE OTHOCUTENBHOTO a/ipeca.
293. Yto Takoe aOCOJIOTHBIM ajapec? 4deM aOCONIOTHBIA aApec OTJIMYAETCS OT
OTHOCUTEIBHOI0?
294. CMmemianHbIl apec, €ro OTIWYUE OT OTHOCHUTEIBHOTO W abcomtorHoro. C
MOMOIIBbIO KaKOHM KJIaBHUIIKA MOKHO ObICTPO M3MEHSTH THUII ajipeca B popmyre?
295. Kak BBINIOJIHAETCS CChUIKA Ha SYEHKY JPYroro JucTa Tekyuieil kuuru? Kakou
BU/J] IPUHUMAET UJECHTU(PUKATOP STUEHKH ITOCIIE BHIIOTHEHUS CCHUIKH?
296. Kak BBINOJIHAETCS CChUIKA Ha SYEWKY JIPYroro jucTta Apyrod kHuru? Kakoi
BU/JI TPUHUMAET UACHTU(PUKATOP STUEUKH MOCIE BBIIOJHEHUS CCHUIKHU?



297. IIpenMy1IeCcTBO MCIOJIB30BaHUS UMEH s4eeK nepen aapecamu. Kak gate ums
sueiKe, UCTIONb3Ys CTPOKY hopmy?

298. Kak nath ums siueiike, UCIOab3ys Auanorooe okHo «IIpucBoeHue umeHm»?
299. Haznauenue Mactepa QyHKIHi.

300. CriocoOsbI BeI30Ba MacTepa pyHKITHi.

301. INopsnox BBoJa (GYHKIIMU C UCTIOJIb30BaHWEM Macrepa.

302. BBox aprymenToB (pyHkuuu. B kakux ciydasx yJoOHO BBOJAUTH apTyMEHTHI C
KJIaBUATYPBbl, @ B KAKUX C UCTIOJIb30BAHUEM MBIIIIN ?

303. BBox BIOXKEHHBIX (PYHKIMHI U CIOXKHBIX (GOPMYIL.

304. PenaktupoBanue PyHKIHMA ¢ UCTIOJIb30BaHUEM Mactepa.

305. Beizenenne OOBEKTOB (SUEHKHM, CTOJOIA, CTPOKH, HWHTEpBaja, JIHCTA).
Brigenenue HECKOTBKUX OOBEKTOB.

306. CiocoObl u3MEHEeHHsI IMUPUHBI cTOI0a? BBICOTHI cTpOoKn?

307. Kak ckpbITh cToa6ery/cTpoky? Kak packpbITh CTOI0EIY/CTPOKY ?

308. Kakumu criocobamMu MO>KHO BBITIOJIHUTH (popMaTUpOBaHUe 00beKTa?

309. Kakue BO3MOXXHOCTH GopMaThupoBaHus Tmpeaocrapiser Biiaaka Hpudt
JTUAJIOroBoro okHa @opmar a4eku?

310. Kakue  BO3MOXXHOCTHM  (OpMATUpPOBAHUSI  MPEIOCTABISET  BKJIAJKa
BripaBHUBaHME?

311. Kakue Bo3MOXHOCTH (hOPMATUPOBAHUS PEJOCTABIISIET BKIaAKa [ paHuLibI?
312. Kakue B0O3MOXHOCTU (hOpMATUPOBAHMSI PEOCTABIISIET BKIaaKa Bun?

313. Kakue craHgapTHble YHCIOBbIE (QOpMaThl MPEAYCMOTPEHBI Ha BKJIAIKE
Yucno? Uem xapaktepusyetcs: Kaxabiid popmar?

314. Korna ucnons3yercs nojib3oBarenbekuid popmart? [lopsinok ero coznanus.
315. Ynpasinsroniye cCMMBOJIBI M0JIb30BAaTEIBCKOrO (popMarta Il YUCla, TEKCTa U
JIaThI.

316. Kak BeinonHsieTcs: konupoaHue ¢popmara?

317. Haznauenue aBrodopmarrpoBanus. Kak oHO BBITIONHSIETCS?

318. Bosmoxnoctn komaHael [[PABKA—OUUCTUTDH npumeHuTEnsHO K
dbopmaram

319. CriocoObl BBITIOJIHEHUS Olepanuu  KonupoBaHusa. CrocoObl BBIMOTHEHUS
onepanuu nepemMereHus. YeM oTindaeTcsi KONUPOBAHUE OT MEPEMEIICHUS ?

320. KonupoBanue/ mepeMelleHne sueek, coiepkamux ¢gopmynsl. Kak Biuser
azpecalysi Ha KONMpoBaHue? Ha IepeMenieHne?

321. Kak paboraer komanna MeHio Ouuctuth? UTO MPOUCXOAUT MPU OUYHUCTKE
colepkuMoro? mpu oducTke ¢dopmara? mpu odyucTke Bcero? Kakoil komanje
COOTBETCTBYET HaxkaTue Ha kiasuury Delete?

322. Komanzaa Y aanuTh TPUMEHUTEIIBHO K CTOJIOIY, CTPOKE, STYEHKe, UHTEpBAIY.
323. Komanaa BcraBuTh NpUMEHUTENBHO K CTOJIOIY, CTPOKE, sSTUeiKe, UHTEpBaIYy.
Kyna BcTaBnsiercs ctpoka/crondert?

324, Jlns 4ero MIPUMEHSIECTCS KOMaHJa CnenuanbHas BCTaBKa?
[TocnenoBaTeNbHOCTD €€ BBIMOJHEHHUS.

325. Kak BeimosHsieTcst konupoanue ¢popmara? s uero oHo He0OX0uMO?

326. 3anonHeHne MHTEpBasia sueek c ¢opmyrnamu. Kak BaumseT aapecamnusi B
dbopmyse Ha 3amoiHeHHuE?

327. 3anoJIHEHME UHTEPBAJIA YUCIIAMHU C 3aJIaHHBIM 11aroM.

328. 3anoJiIHeHME UHTEPBAJIA:



O OJMHAKOBBIM TEKCTOM
O OJMHAKOBBIMU YHCIAMU
O OJMHAKOBBIMU JaTaMH
O YHCJIaMH C 1arom 1
O JJaTaMH ¢ marom 1?
329. Haznauenue ¢yukuun ECJIM. KonudecTBo mapaMeTpoB U UX Ha3HAYCHHUE.
[Ipumepsr.
330. Crpykrypa ycnoBust pynkuuu ECJIN. Yto siBisieTcs: 3HAYCHUEM YCIOBUS?
331. BelpakeHHsI OTHOLLIEHHUS: OTIEPALINH, OTIEPAH/IbI, IPUMEPBI.
332. Jlornueckue onepauuu: Ha3BaHUE, Ha3HAYEHUE nTapaMeTpoB. [Ipumepsr.
333. Kak BhIUMCIAIOTCSA 3HAUCHMS JIOTHYECKUX onepanuii? [Ipumepsl.
334. BnoxeHHble ycnoBus. Bapuantel Binoxenus. [Ipumepsr.
335. Orobpaxenue TekcToBbIx coobienuit B pynkunu ECJIN. [Tpumepsr.
336. [loncuer konMyecTBa sSYEEK BHYTPH JIMANA30HA, YAOBJIETBOPSIOIIMX
3aJlaHHOMY KpuTepuro. [Ipumepsl.
337. CymMupOBaHUE A4ECK, 3a/IaHHBIX KputepueMm. [Ipumepsi.
338. Otinnuune ycnoBHOTO (hOpMaTUPOBAHUS OT IIPSIMOTO.
339. [1opsi1oK BBIMOIHEHUS YCIOBHOTO (POPMATHPOBAHUSI.
340. 3ananue ycnoBusi. B uem pasnuia npu GopMaTupoBaHUU 10 3HAYEHUIO OT I10
dbopmyie?
341. ®opmatupoBanue 1o 3HaueHuro. [Ipumep.
342. ®opmatupoBanue no hopmye. st Kakoi siueiiku MHTEpBaJia 3aluChIBACTCS
ycnoBue? IlpaBuna dopMupoBanus Tuma aapecanuu s sYEeK, YKa3aHHBIX B
dbopmyie.
343. Kak Qopmupyercst pe3yibTaT, €CId B BbIJCICHHOM Juala3oHe OJHa WU
HECKOJIbKO SYEEK yIOBIETBOPSIIOT HECKOJIBKUM YCIOBHUSAM?
344. PegaktupoBaHUe YCIOBHOTO hopMarta.
345. Y nanenue ycinoBHBIX (opMaTOB.
346. Ilouck siueex, MEIOIIUX YCIOBHBIN opMar.
347. OCHOBHBIE TIOHSATHUSI AUArpPaMM: Psiibl TAHHBIX, KATETOPUM, THUI, JIEMEHTbI
Jarpamm.
348. OcHOBHBIE MpaBuUia NOCTPOEHHUS AuarpaMm B cucteme Excel.
349. Co3znanue quarpamm ¢ UCNOJIb30BaHHEM MacTepa quarpaMmm.
350. Co3nanue rpaduxoB Gysknuit. Kakoil Tunm guarpamMMmbl HEOOXOJIUMO
UCII0JIb30BAaTh AJIA MOCTPOEHUS rpapuKoB?
351. IlocTpoeHre MOBEPXHOCTEM.
352. IlocTpoeHue ceueHnid MOBEPXHOCTEM.
353. PenaktupoBaHuE IrarpaMM U UX DJIEMEHTOB.
354. ®opmaTUpOBaHUE TUATPAMM MU MX JIEMEHTOB.
355. ®opmaTUpOBAaHUE TPEXMEPHBIX TUATPAMM.
356. [lonaTre JTUHUM TPEHIAa, OCHOBHBIEC MMapaMeTphl JUHUKM TPEH/IA, TUIbl JTUHUN
TpeHaa
357. IlocTpoeHue JTMHUY TPEHIA.
358. AnmpokcuManus TabJIMYHON 3aBUCUMOCTH C MCIIOJIb30BAHUEM JIMHUN TPEH/IA.
359. [Iporuo3upoBaHue C UCMOJIb30BAHUEM JINHUU TPEHAA.
360. dopmaTupoBaHKE U PEAAKTUPOBAHUE JIMHUM TPEHAA.
361. Jlns kakux 3a7a4 UCIONIb3yeTCs To100p napameTpa?



362. [lopsimok  BBIOJIHEHUs ToAOOpa mapameTpa. 3alojHEHHE JJIEMEHTOB
nuanorooro okHa [log6op napamerpa.

363. 3aanue NOrpeuHOCTA BEIYUCIEHUM.

364. PenieHre HETMHEHMHBIX YPABHEHUH.

365. HazHaueHue moucka penieHus.

366. BrIlloJHEHUE TTIOMCKA PEILICHUS.

367. Mcnosnp30BaHue CLIEHAPHUEB 111 MHOTOBAPUAHTHBIX PACUYETOB.

368. O0mass mocTaHOBKAa 3ajady ONTUMH3alUMKM. Buabl 3amady  ONTUMHU3ALMM:
JIMHEMHAs, HeJIMHEHAS.

369. Pemenue 3aa4 ONTUMU3ALMH C UCIIOJIb30BAHUEM MOKUCKA PEIIEHUS.

370. Jlns gero npenHasHadeHo npuinoxenue PowerPoint? Kak ero 3amyctuts?
371. Yto takoe npe3eHtauus? Yto Takoe crany?

372. HazoBure crocoObl co3/1aHus PE3CHTALIUA.

373. Uro Takoe madiaoH? Kakue cymiecTByoT BU/IbI 111ab10H0B B PowerPoint?
374. Kakoe pacumpenue umeeT (aiist mpe3eHTaluu, madaoH Mpe3eHTaun?
375. O0bgcHuTE Ha3HaueHue PexnuMa ciiaiaoB.

376. Ha3BaTh OCHOBHBIE XapaKTEPUCTUKH PexnMa cOpTUpOBIIMKA CIIali/IOB.
377. Kak BBINMOJHUTH TIOKa3 npe3eHTanun? Ha3satek criocoObl mokasa
MpPE3CHTAIUU.

378. Uto Takoe aHMMaLus?

379. Yro Takoe nepexo ciaiinos? IIpumepsl nepexona caangos.

380. IlosicHuTE MOHATHE MYyJIbTUMEINA.

2.2. OueHo4YHbIE CPEACTBA VISl IPOMEKYTOYHOM aTTecTauuu (3a4er)
Bomnpocs! AJis1 NpoBeieHUs 3a4eTa

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

2. Hudopmaruzamms obiiecTBa 1 MECTO HHPOPMATUKHA B COBPEMEHHOM MHPE.

3. Ilonstue wuHbOpMaMK, €€ OCOOEHHOCTH U BHIBL. DKOHOMHYECKAs
uHpopMalus, ee CBOMCTBA, CTPYKTYpa.

4. Hcropus OBM. Ilokonenus 9BM. Pa3Butue nporpaMmmMHOro odecrneyeHusl.

5. Tpunmune pon Helimana. OcoO€HHOCTH COBPEMEHHBIX KOMITHIOTEPOB.

6. Apxurektypa [I9BM. MarucrpanbHo-MoayabHbIN ipuHIun. [lepudepuiinbie
Y BHYTPEHHHE YCTPOMCTBA, CX€Ma B3aUMOJECHCTBHUS.

7. PaszButme komnerotepoB IBM PC. IlpuumHbl ycnexa nepcoHanbHbIX OBM.
[IpuHIMNT OTKPBITOW apXUTEKTYphl. OrpaHHMYEHHOCTh OO0JACTH MPUMEHEHUS
nepcoHaIbHBIX DBM.

8. Ha3znaueHne OCHOBHBIX yCTpouCTB OBM: 1neHTpalbHOTO MpouLeccopa,
BHYTPEHHEW MAMSTH.

9. Knaccudpukauuss OBM. OcHOBHBIE XapaKTEPUCTUKU  BBIYUCIUTEIBHON
TEXHUKHU.

10. Knaccudukanusi mporpaMMHOTO 00€CTICUCHUS.

11. Opranuzanus ¢$aiaoBOM CUCTEMBI W OOCTyX)uUBaHHE (HalIOBOM CTPYKTYpPHI
NIEPCOHAIBHOTO KOMITBIOTEPA.

12. BeruncnuTenbHble CUCTEMbI, Ha3HaYeHHE, KJIacCU(UKALIUS, apXUTEKTYypa.

13. Ha3znaueHue nporpaMMHBIX CPEJCTB, UX KIaCCHU(UKAIINS, COCTAB.

14. Onepauunonnsie cucremsl (OC), ux @yukuu, Buasl OC.



15. Oneparnmonnas cucrema MS DOS. UnaTepdeiic koMmanaHoU cTpoku. DaiinoBas
cucTema.

16. Onepanmonnas cuctema Windows: xapakTepUCTHKA U apXUTEKTypa.

17. Uurepdeiic u 3anmyck nporpamm B OC Windows.

18. Pabota c daitnamu u nankamu B OC Windows.

19. Ucnonp30BaHnE CEPBUCHBIX MporpamMMm: paboTa ¢ apXUBaMu, aHTHUBUPYCHas
6oprba, oocyxuBanue auckoB B OC Windows.

20. ®yHKIMHA TECTUPYIOIIMX MPOrPaMM, YTHIIUT, JIPAaWBEPOB, ONEPALMOHHBIX
000JI0YEK U Jp. CACTEMHBIX TPOTPAMM.

21. [IpukiiagHoe NOPOrpaMMHOE OOECHeYeHHEe KaK WHCTPYMEHTapHidl peleHus
dbyHkimoHanpHbIX 3ana4. Kiaccudukanus, 0COOEHHOCTH MOCTPOCHUS U 00J1acTh
MIPUMEHEHUS.

22. [TakeTpl IpUKIAJAHBIX TPOrpamMM OOIIEro, OPUCHOTO Ha3HAYEHUSI TEKCTOBBIE U
rpaduyueckue peaakTopbl, TAOJUYHBIE TIPOLIECCOPHI, CUCTEMBI YIpaBlieHUs OazaMu
JAHHBIX, U3/IATEIbCKUE U MYJIbTUMEINNHBIC CUCTEMBI, Opay3ephl U Jp.)

23. [IpodeccuonanbHble MaKEThl MPUKIATHBIX IMpPOTrpaMM JUIsl pelIeHus 3aaad
yIpaBJICHHUS.

24. TexcroBble (aitibl. CTaHmapTHbIE OpOUEAYpPbl U (DYHKIMH JJI1 TEKCTOBBIX
¢aiinos.

25. Microsoft Word. OcHOBHBIE BO3MOXKHOCTH MpOrpaMMbl. Buj okHa, MEHIO.
DneMeHThl TEKCTOBOr0 JOKyMeHTa. OCHOBHBIE ONEpaluy ¢ TEKCTOM (BBIACIICHUE,
yaaJIeHue, IepeMEIICHIE, KOITMPOBAHUE).

26. Microsoft Word. ®opmatupoBanue TekcTa (CUMBOJIOB U ab3aleB), CTPAHUII.
Tpu cnocoba cozpanua tabnun B Word. PegaktupoBanue u (popMatupoBaHuE
tabnun. OdopmiieHne CTpaHMIBl JOKYMEHTa (pa3MeTKa CTpaHMIIbI, BCTaBKa
HOMEPOB CTPAHUIl U CHOCOK, Pa3pbiB CTPAHUILIbI).

27. Microsoft Word. @aiinoBble omepanuu (CO3JaHUE HOBOTO JOKYMEHTA,
OTKPBITUE U 3aKPBITUE JJOKYMEHTA, COXpAaHEHHUE U TIeYaTh JIOKYMEHTA).

28. Tabmmunbiit nporeccop Excel, ero HaszHaueHne U BO3MOXKHOCTH. 3arpy3ka u
3aBeplIeHHe paboThl IPOrPaMMBI.

29. CnpaBounas cucrtema Excel. CriocoObI mosyueHus CripaBOYHON HH(GOpMAITUH.
30. OcHoBHbIe 251eMeHThI OkHa Excel u nx HazHaueHue.

31. CtpykTypa paboueit kuuru B Excel. D1eMeHThl OKHA paboydeil KHUTH.

32. Tunsl nanabix B Excel. BBoa u otoOpaxkenne Ha pabodyeMm JKMCTe AJaHHBIX TUIA
TEKCT, YHCJIa, ]aTa/BpeMsi.

33. ®opmynsl u (yHkuuu B Excel, ux o0o3HaueHue, MOpSAIOK UX BBOJAA U
pEAAKTUPOBAHUS.

34. PepakTupoBaHUe U yJIaJICHUE TAaHHBIX B siueiikax pabouei kauru Excel.

35. bypep oOMena, ero Ha3HaueHHE U HCHoOJb30BaHue. KomupoBaHue u
nepeMeIeHIE TaHHbBIX B siUeiikax padoueii kauru Excel.

36. ®opmaTtupoBaHHe JaHHBIX pabouert kHuUru Excel. Buasr um cmocoObr
dbopmaTupoBaHUs.

37. BcraBka u ynaneHnue siueek B paboueM jucte padoueii kauru Excel.

38. BcraBka u ynaneHue CTPOK M CTOJIOIIOB B pabodeM JHMCTe pabodeil KHHUTH
Excel.

39. CriocoObl 1 MOPSIOK CO3/IaHUs U COXpaHeHus pabouei kHuru Excel.



40. CriocoObl ¥ TIOPSJOK OTKPBITHS M 3aKpbhITHS paboueid kuuru Excel.
[lepemernienne Mex1y OTKPBITBIMU pa0OUYUMK KHUTAMH.

41. Pabota c nmuctamu paboueit kuuru B Excel. Beigenenue, BctaBka U yJaajaeHue
JUCTOB B paboyeil KHUTE.

42. KonupoBaHue ¥ TEpeMelleHre JHUCTOB B  paboueir kuure Excel.
[IepenMeHOBaHUE JTUCTOB.

43. YcraHOBKa MapaMeTpOB  CTPaHULBI, MPEABAPUTENBHBIA  MPOCMOTP H
MOJITOTOBKA K revyaTtu pabouei kuuru Excel.

44. ITporpammubie  cpeactBa  npe3eHTauuil. [loHsSTHE O  KOMIBIOTEPHBIX
MPE3EHTAlUAX W TMPOTPAMMHBIX CPEACTBaX I pPa3pabOTKH KOMITBIOTEPHBIX
IIPE3ECHTALUN.

45. IlporpamMmmubie  cpenctBa — npeseHtanuil.  [lonsitue o mporpammax

IIPE3EHTAMOHHON rpaduku. Kparkas XapaKTEePUCTHUKA [porpaMm
MPE3EHTAMOHHON rpaduKH.
46. ITporpamMmmHbIe cpeacraa IIPE3EHTALUH. Nutepdetic [porpamMm

npe3eHTalnoHHoM rpaduku. Pabota ¢ MEHIO U TTaHEIsIMU HHCTPYMEHTOB, paboTa ¢
JINaJIOTOBBIMA OKHAMU.

47. IIporpaMMHBIE€ CPEACTBA Mpe3eHTAMN. TEeXHONIOTUs CO3/ITaHNs] KOMIIBIOTEPHOM
npe3eHTanuu. Paborta ¢ MakeTamu ciaiiioB U mabdioHaMu oQOpMIICHHS CIIAiJIOB.
BHenpenue TEKCTOBBIX OJIOKOB M rpaUyecKUx BJIEMEHTOB B  Clalbl
KOMITBIOTEPHOU MPE3EHTALIUH.

48. [IporpaMMHBIE CpeACTBA Mpe3eHTaUu. MyJTbTUMEININHBIE BO3MOXHOCTH
pOrpamMM NPe3eHTAUOHHON IPaPUKH.

49. IIporpamMmmHblie cpencTBa mpe3eHTanui. OTiagka MPE3eHTAMy, HACTPOMKa
aHUMAlMOHHBIX 3(pdexkroB u 3PpdexktoB cmensl cnaigoB. Iloaroroska
KOMITBIOTEPHOU MPE3EHTALUN K €€ JEMOHCTPALUN.

50. [lonsitTue O  COBpPEeMEHHBIX WH(GOPMAIIMOHHBIX  TEXHOJIOTHUSX. Bumisl
COBPEMEHHBIX MH(GOPMAIIMOHHBIX TEXHOJIOTHI 1 UX KpaTKasl XapaKTepUCTUKA.

51. TlonsiTue 0 MyabTUMENA TEXHOJOTUSIX. MynbTUMeANA Kak BUJ WH(OpMaIuy,
TEXHUYECKUN KOMIUJIEKC U MPOrPaMMHBIN KOMILIEKC.



