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1. TACIIOPT ®OHJIA ONEHOYHbLIX CPEICTB

1.1. Ob6sacTh NpUMeHeHUs

®onx omeHouHblx cpeAcTB (POC) — HeoThemieMas YacTh paboueit
nporpaMmbl  aUCHMIUIMHBL  «TexHonmoruu  nu@poBoro  oOpa3oBaHUS» U
npeaHa3HayeH JJis KOHTPOJS M OIEHKM 00pa3oBaTeNIbHBIX  JIOCTHKEHUM
CTYyJ€HTOB, OCBOMBIIIUX MPOTPAMMY JTHUCIUIUINHBI.

1.2. Hesan u 3a1a4u (POHAA OLEHOYHBIX CPEACTB

[enp @OC — yCTaHOBHTH COOTBETCTBHE YPOBHS  MOJITOTOBKH
oOyuvartomierocsi TpeboBanusm OI'OC BO OakanaBpuar 1O HampaBiICHUIO
nonroroBku  44.03.05 «Ilemarormueckoe oOpa3oBanue (C ABYMS NPOQPHIAMU
MOJATOTOBKHM), YTBEPXACHHBIM MPUKa30M MMHHCTEpCTBA HAyKHM U BBICHIETO
obpazoBanus Poccuiickoit @enepanuu ot 22.02.2018 r. Ne 125 (¢ usMeHeHUAMH U
nononHeHusiMu) U [IpodeccruonanbHBIM CTaHIAPTOM, YTBEPKIEHHBIM [Ipukazom
MunucTepcTBa Tpyna W colanbHOM 3amuThl Poccuiickoit ®deneparuun  «O06
yTBepKIeHnn TnpodeccuonampbHoro crangapra «llemaror (memarormdeckas
JEATEeIIbHOCTh B cdepe JOIIKOIBHOr0, Ha4aJlbHOTO 0O0IIero, OCHOBHOTO OOIIIEro,
cpeaHero ooOimero oOpa3oBaHus) (BocmuTarenb, yuutenb)» oT 18.10.2013 r.
Ne. 544 u (c U3BMEHEHUSIMU U AOTIOTHEHUSIMHU ).

1.3. Ilepeyenb kKomMmereHuU#, GopMUpyeMBIX B Ipouecce OCBOCHHS
OCHOBHOI 00pa30BaTeJIbHON MPOrPaMMbI

[Ipoiecc  ocBOEHMs IHUCLUMIUIMHBI  HampaBleH Ha  (QopMUpOBaHUE
CIEAYIOUIUX KOMIIETCHIIUN U UHAUKATOPOB UX JOCTHUKECHUSA

Kox mo ®I'OC BO ‘ NHauKaTop 10CTHKEHUS

YHuUBepcalbHbIE

O6menpodeccnonanbHbIe

OIIK-9.1. JleMOHCTpHpOBaTh 3HAHUS
IU(PPOBBIX TEXHOJOTHIA U CBSI3aHHBIX C HUMHU
MPOAYKTOB M YyCIyr B MpodeccrnoHaIbHOM

JeSITETbHOCTH

OIIK-9.2. Hcnonbp3oBats [IOHVMAaHHE
OIIK-9. CnocoGeH MoHUMAaTh MPUHIIUIIBI

TIPUHIUIIOB paboThI COBPEMEHHBIX

paboThl COBpEMEHHBIX HH(DOPMAITMOHHBIX
TEXHOJIOTUH U UCIIOIb30BaTh UX AJI1 pCHICHU A
3a7a9 IpoQeCcCHOHATBHOMN e TEITLHOCTH

WHQPOPMAIIMOHHBIX TEXHOJIOTHH TPH aHAJIH3e
1 00paboTke mpodeccrnoHaIbHBIX 0a3 JaHHBIX
UPPOBON IKOHOMHKH

OIIK-9.3. IIpumMeHATh COBpEMEHHbBIE
TEXHUYECKHE CPEACTBa U MHDOPMAIIMOHHBIC
TEXHOJIOTUY ISl PEIICHHS 33124
poheCCHOHAIBHON ACATEIHHOCTH

ITpodeccroHaabHbIC

1.4. Jranbl GopMHUPOBAHHUS KOMIIETEHIIHII M CPeACTBA OLEHUBAHUS
YPOBHS X ¢)OPMHUPOBAHHOCTH




Jdranbl popMupoBanus komnerenuuidi | KomnereHuuu KoHTpO/ILHO-01IEHOYHBbIE
cpeacTsa / cnocod
OlleHMBAHUSA
OIIK-9 Y CTHBIN Oonpoc, TECTOBBIM
Tema 1. Madopmartuka, Kak HayKa. KOHTPOJIb, BBIIIOJTHEHUE
MPAKTUYECKUX 3aJaHUI
OIIK-9 Y CTHBIN Onpoc, TECTOBBIN
Tema 2. YcTpoiicTBO KOMIIBIOTEPA. KOHTPOJIb, BBITIOJTHEHUE
MPAKTUYECKUX 3aJaHUI
OIIK-9 Y cTHBIN Onpoc, TECTOBBIN
Tema 3. IIporpamMmmHOe obecrieueHme
KOHTPOJIb, BBITIOJTHEHHE
KOMITBIOTEPOB. .
MPAKTUYECKUX 3aJaHUI
OIIK-9 VY cTHBIN 0Onpoc, TECTOBBIN
Tema 4. KomneroTepHbIe CETH. KOHTPOJIb, BBIIIOJITHEHUE
MPAKTUYECKUX 3aJaHUI
OIIK-9 IlonroroBka MyJIbTUMEIUITHBIX
Tema 5. MynbTUMeuiiHbIE TEXHOIOTUU. MPE3EHTALIN, BHIITOJTHEHUE
MPAKTUYECKUX 3aJITaHHI
. OIIK-9 Y cTHBIN onpoc, TECTOBBII
Tema 6. OcHOBBI HH(DOPMAITMOHHON
KOHTPOJIb, BBIIIOJIHEHHE
0€3011aCHOCTH. N
MIPaKTUYECKUX 33JIJaHUI
Texkyuias arrecrauus OIIK-9 Kontposbnas pabota
IIpomexyTouHast aTTecTALMS OIIK-9 3auer

1.5. Onucanue noka3aresieid GOpMHUPOBAHUS KOMIIETEHIIH

Koa xomMnereHnuu

Pe3yabTarhl ¢)OPMUPOBAHHOCTH

OIIK-9.  Cnocoben
MMOHUMATh TPUHIIUAIIBI
paboThI
COBPEMEHHBIX
MH(pOPMaALIMOHHBIX
TEXHOJIOTHUI u
WCIIOJIb30BaTh UX JJIS
pericHus 3a/1a4
npodeccruoHaNbHON
NEATeITLHOCTH

JleMOHCTpHpyeT 3HaHUS HU(POBBIX TEXHOIOTHH U CBSI3aHHBIX C HUMH
MIPOJAYKTOB U YCIYT B IPO(eCCUOHATBHOM NesATeNbHOCTH
Hcnonp3yer  NOHUMaHME  NPUHIUIOB  PabOTHI
MHGOPMALIMOHHBIX ~ TEXHOJOTMM  HpH  aHaiu3e W
npodeccHOHaANBHBIX 0a3 TaHHBIX HUPPOBONH IKOHOMHUKH
[IpumeHsieT coBpeMeHHbIE TEXHUYECKHUE CPEICTBAa U UH(OpPMALIMOHHBIE
TEXHOJIOTUH JUIsl pellieHHs 3a1a4 IpoeCcCUOHaIbHOM 1eATeIbHOCTH

COBPEMEHHBIX
o0paboTke

1.6. Kpurtepun ouneHMBaHHMSI KOMIIETEHUHI Ha Pa3HbIX 3Tamax MX

¢popmupoBanus
KoummyecTBo
Buj yuedHoii paGoThl 0aJl10B
00 | 0300 | 390
VY cTHBIE OTBETHI HA CEMUHAPCKUX 3aHITHIIX
BrinonHenue 1 3amyra NpakTHYECKuX / 1a0opaTopHBIX paboT 60 30
CamocTtodrenpHas pabora 30 60
WNubie BuabI yueOHOM paboThl (MOATOTOBKA MTPE3EHTALNH, 10 10
HanucaHue pedepara, peleHue 3a1a4 1 ap.)
Bcero 100




HaxonureabHas cucrteMa oneHuBanug mo 100-0abHOM mIKaJae

YerpipexOaanbHas
cHcTeMa OLleHHBaHHS
JK3aMeHa

100-0anabHas
mKaJjaa

BykBennas mkaina, coorsercrpyromas 100-
0ajJabHON mIKaTe

Cucrema
OIlEHNBAHUA
3ayera

OTnnyHo

90-100

A — OTJIIMYHO — TEOPETUYECKOE COJICPIKaHUE
Kypca OCBOEHO HOJIHOCTHIO, 6e3 IpoOesoB;
HE00XO0IMMBbIE MMPAKTUIECKHE HaBBIKA PabOTHI
C OCBOCHHBIM MaTepuajoM ChopMUPOBAHEL;
BCE MPEAYCMOTPEHHbIE MPOTrPaMMOi
0o0ydeHHs yaeOHbIC 3aJaHNs BHITIOHEHEI,
Ka4ye€CTBO UX BBIIIOJHECHHUA OLICHCHO YHCIIOM
OayIoB, ONMM3KUM K MAKCHMAITLHOMY

Xopomio

83-89

B — oueHb XOpOoLIO — TEOPETHYECKOS
coziep>kaHKe Kypca OCBOEHO IIOJHOCTBIO, 0e3
po6eJIoB; HEOOXOIUMBIE TPAKTHUECKHE
HaBBIKK pabOThI C 0CBOCHHBIM MaTEPHAIOM B
OCHOBHOM C(hOpMHPOBaHBI; BCE
IpeNyCMOTPEHHBIE IPOrpaMMOil 00ydeHUs
yueOHbIE 3aJaHusl BBINOIHEHBI, KAYECTBO
BBITIOJTHEHHS OOJIBIINHCTBA M3 HUX OLEHCHO
YHCIIOM 0aIIOB, OJIM3KUM K MAKCHMAJILHOMY

Xoporo

75-82

C — XOpOIIIO — TEOPETHYECCKOE COMICPIKAHIE
Kypca OCBOCHO MOJIHOCThIO; HEKOTOPbIE
MPaKTHYECKUE HABBIKUA PaOOThI C OCBOCHHBIM
MaTepuaioM cHOPMHPOBAHBI HEIOCTATOYHO;
BCE MPEAYyCMOTPEHHBIE TPOTrPaMMOii
00yueHHs yUCOHBIC 3a]JaHUS BHIOJTHCHEI,
Ka4eCTBO BBIIOJHEHNS HA OJHOTO U3 HUX HE
OLIEHEHO MUHUMAJILHBEIM YHCJIOM 0aJlioB,
HEKOTOPBIC BUIBI 3a1aHHUI BBITIOITHEHBI C
omnOKkaMu

Y,ZLOBJ'IGTBOpI/ITGIILHO

63-74

D — yn0oBIeTBOPUTENBHO — TEOPETHUECKOE
COJIEpKaHME Kypca OCBOEHO YaCTUYHO, HO
po0eIBl He HOCST CYIECTBEHHOTO
Xapakrepa; He0OXOAUMbIE IPAKTUUECKHE
HaBBIKH pabOTHI C OCBOCHHBIM MAaTEpHAIOM B
OCHOBHOM C(hOpMHPOBAHBI; OOJIBIINHCTBO
MPEIYCMOTPEHHBIX MPOrPaMMOit 00ydIeHHUS
y4eOHBIX 33aHIH BBITIOJIHEHO, HEKOTOPBIE U3
BBINOJIHEHHBIX 3aJIaHUH COJIepKaT OIMOKU

Y I0BJIETBOPUTEIBHO

50-62

E — nocpeicTBeHHO — TEOpETHUECKOE
CoJIepKaHue Kypca OCBOCHO YaCTHYHO;
HEKOTOPBIC MPAKTUICCKUC HABBIKU PaOOTHI HE
c(OpPMHUPOBAHBI, MHOTHE MPEIYCMOTPEHHBIC
y4eOHOI mporpaMmoi 00y4YeHus yacOHbIC
3a/IaHKsI HE BBIMTOJHEHBI MO0 Ka4eCTBO
BBIMOJIHEHHBIX HEKOTOPBIX U3 HUX OL[CHEHO
YHCIIOM 0aJIOB, OJIM3KUM K MHHAMAJIEHOMY

3auTeHo

HeynosnerBopureibHo

21-49

FX — HeylOBIETBOPUTEIIBHO — TEOPETUYECKOE
coJIepKaHue Kypca OCBOCHO YaCTHYHO;
HEOOXOIUMBIC TIPAKTHUCCKUC HABBIKH PaOOTHI
C OCBOCHHBIM MaTepHaoM He
c(hopMHUpPOBaHEI; OOJIBITUHCTBO
MIPEeIyCMOTPEHHBIX Y4eOHOU mporpaMmont
00ydeHusl yueOHBIX 33laHUi HE BHITIOJIHEHO
JTU00 KaYeCTBO MX BBHIMTOJHCHHUS OLICHEHO
YUCIIOM 0aJuIOB, OJIM3KAM K MUHHMAJIbHOMY;
MIPU JOMIOJHUTEIEHO CaMOCTOSTEIbHON
paboTe HaJl MaTepHaIoM Kypca BO3MOXKHO
MOBBINICHUE KAYSCTBA BBIMOJIHECHHS YICOHBIX
3aJaHUN

HeynosnersopurenbsHo

0-20

F — HeyIOBIIETBOPUTEIIBHO — TEOPETUYECKOE
COJEpKaHUE Kypca HE OCBOECHO;
HEoO0XOIMMble MPAKTHUECKHUE HAaBBIKK paboThI

He 3auteno




He cpOpMUPOBAHBL; BCE BHINOIHEHHBIE
yueOHbIe 3aJJaHusl coJlep KaT rpyOble OmMOKY;
JOTIOJTHUTEIIbHAsA CaMOCTOosATeIbHas paboTa
HaJl MaTepHaIoM Kypca He IPHBEAET K
KaKOMY-JIM00 3HAYMMOMY MOBBILICHHIO
KauecTBa BHIIOJIHEHNS Y4eOHBIX 3aIaHui

2. KOHTPOJIBHO-OEHOYHBIE CPE/ICTBA

2.1. OueHoYHBIE CPEACTBA TEKYIIEr0 KOHTPOJIA (TUIIOBBIE)
Bomnpocs! AJ1s1 yeTHOTO ompoca:
1. B yem 3akmoyaroTCsi OCHOBHBIE TpPeOOBaHUS TEXHUKH O€30MaCHOCTH MpU
BBITIOJIHEHUU JTA00OPATOPHBIX padboT?
Ha3oBuTe 0CHOBHBIE TEXHUYECKHE CPEACTBA MEPCOHATIBHOIO KOMITbIOTEPA?
VYkaxuTe NOpsSA0K BKIIOUEHHUS U BBIKIIFOUEHHS] yCTPOUCTB KOMITbIOTEpa?
Kakwue tunel knaBuaryp Bel 3Haere?
Yto takoe QWERTY ?
YcerpoiictBo knaBuatypsl IBM-coBMECTUMBIX KOMITBIOTEPOB?
YkaxuTe Ha3HAUCHHE OCHOBHBIX KJIABHUINI KJIABUATypbl IEPCOHAIBHBIX
KOMITbIOTEPOB?
8. Kakum oOpa3zoM ocyiecTisieTcs paboTa ¢ KUPHWIUIMLEH B KOMIIbIOTEpax?
9. UYrto Takoe ciemnoit meton nuckMa? B uem coctout mpodeccuonanbHas pabora
Ha KJIaBUAType NEPCOHAIBHOT0 KOMITbIOTEpPA?
10. B kaxoii mociie10BaTeNbHOCTH JTOJKHA U3y4aThCsl KJIABUATYpa NEPCOHATBHOTO
KoMIbloTepa?
11. Kak mepeiiTh B pexuUM pPycCKOro (aHriauickoro) mpudra Ha KIaBHATYpPE
KOMIbIOTEpa?
12. Haznauenue nanenu 3agau?
13. Kak BbBI3BaTh Ha D3KpaH TJIABHOE CUCTEMHOE MEHI0? (OCHOBHBIE ITyHKTBI
[JIABHOT'O CUCTEMHOT'O MEHIO.
14. Kakoii cMBICII BIIOXEH B IMOHATHE Nanka?
15. KakoBo Ha3HaueHue nanku Moil kommbrorep?
16. B uewm 3akntouaercd HazHaueHue nanku Kop3una?
17. Ha30BUTE OCHOBHBIE JIEMEHTHI OKHA ITPUIIOKEHHUS.
18. Kakue BO3MOXXKHOCTH 10 JISHCTBHUIO ¢ OKHAMHU Ha pabodem cToiie Bel 3Haere?
19. HazoBute u3BectHble Bam criocoObl 3amycka npuiioKeHH.
20. Jlia gyero ucnonb3yercs jeBas Kiapuina Meimn? [IpaBas knasuma?
21. Kak M0kHO co31aTh sSpJiblk Ha Pabodem cTose?
22. YeM oTAM4aeTCs CIIEMAIBHOE MEPETACKUBAaHUE OT 0OBIYHOTO?
23. Uto monumatot oz Oydhepom oomena? KakoBo ero HazHaueHue?
24. Ilosicaure otnnune koMan1 Beipesats u KonnpoBars.
25. C kako# nenbto coznana nporpamma I[IpoBogHuk?
26. CKOJIBKO CYIIECTBYET CIIOCOOOB BXOja B mporpammy [IpoBogHuk?
27. TlepeuncinTe OCHOBHBIC DJIEMEHThI OKHA ITPOBOJIHHUK.
28. Jlns yero npenHa3zHaueHa MeKMaHeIbHas rpaHuia’?
29. Kakass wunHpopmaius BbBoguTcs B CTpPOKE COCTOSHUS — IPOTPAMMBbI
[IpoBoaHUK?
30. Kakoii ameMeHT (haiisioBoil CHCTEMBbI HAXOIUTCS Ha JIEBOM MaHenn?

NownkWLDD




31. C nomMo1IbI0 KaKoro 3Hauyka MOKHO CBEpHYTh JlepeBo mamok?

32. Jlyig yero mpeaHa3HaueHbI 3HAKU + U — IIpU paboTe ¢ AePEeBOM MaIoK?

33. OnummuTe NopsiA0K CO3JJaHUsI HOBOM ManKH.

34. Ilepeuncnure crocoObl yaanieHusi 00bEKTOB.

35. OnummuTe NOpsiAOK MepeuMeHoBaHus oObekTa. Kakoe mocnenHee aecTBue
Ha/10 BBINOJIHUTD [IPU ONEPALIMU TIEpEeMMEHOBaHUs (aiiyia win nanku?

36. [lepeuncnure cnocoObl KOMUPOBAHUS U IIEPEMEIIEHUsI OOBEKTOB.

37. C kakoi uensto ucnons3dyercs kinaBuma CTRL npu BelaeneHUM rpymnimbl
00BEKTOB?

38. C kakoil menbro ucnonsdyercs kmaBuma SHIFT mpu BblIeNeHHH TPYNIIBI
O00BEKTOB?

39. llepeuncnure ¢Gopmbl TpeAcTaBieHUs] WHPOpMalMM Ha MpaBOM TaHEIU
[IpoBonHuKa.

40. B yem oTnuyme orneparuy KonupoBaHusi (METOI0M IepeTackuBaHusl) daiiia Ha
JOPYroi TUCK OT KOIMPOBAHUS B APYTYIO MANKy TO e AUCKa?

41. B ueM ornuume mepeMenieHus: (Qaitiia Ha IPYrol TUCK OT MEpPEMEIICHHS B
OPYTYIO MAfKy TO K€ TUcKa?

42. Kakue CHCTEMHBIE ONEpAlMi MOXXHO IPOBOJWUTH IIPU MCIIOIB30BAHUHU NPABOU
KHOIIKM MBI ?

43. YUto moHuMaeTcs noj apxuBauuen (panaos?

44. Kak BBIYMCIUTH CTEIEHb CKATHUS?

45. Ilepeuncnure Ha3BaHUs HauOoOJIEE MOMYJISIPHBIX APXUBATOPOB?

46. Ilepeuncnure Turbl Ghaiia apxuBoB?

47. Kakoil apxvB Ha3bIBalOT CAMOPACIIAKOBBIBAKOIUMCS?

48. B Kakux ciy4asx NPUMEHSIOT PACIPEIEICHHBIE apXUBbI?

49. Onumure npaBuia apxuBaiuu Qaitnos B Qaitn apxusa?

50. Kakue BbI 3HaeTe crnocoObl pacnakoBKu (haidjioB U manok u3 ¢aiia apxusa?

51. Kak ycTaHOBHTb 3alUTy apXuBa?

52. Kakue npunoxenuss Windows sBIISIFOTCSI CTaHAQPTHBIMU ?

53. Kakum 00pa3om 3ammycKaroTcsi CTaHAapTHBIE MPUIIOKEHUS?

54. B ueM cOCTOUT paziuynue MeXAy OOBIYHBIM U MHKEHEPHBIM KaJIbKYJISATOPOM?
55. Uto HYyXHO cenaTh, YToObI B BJIOKHOTE aBTOMAaTUYECKH BCTaBIIsUIACh TEKyIIas
nara’?

56. Kak MoxxHO niepemMecTuTh (hparMeHT ogHoro qokymenta WordPad B apyroii?
57. Kakum 006pa3oM MOXKHO HAaWTH HEOOXOAMMBIN (parMeHT TEKCTa B JOKYMEHTE
Y 3aMEHUTH €T0 Ha JIpyroi?

58. Kak moxHO oTdhopmaTHpoBaTh ad3al] ¢ TOMOIIBI0 TOPU3OHTATILHON JTUHEHUKH ?
59. KakoBbl otnuunst TekctoBoro nporeccopa WordPad ot TekcroBoro pemakropa
biokHoT?

60. Kakue BuabI rpauyecKux peJakTOPOB Bbl 3HAETE?

61. Uto Takoe nukcenb?

62. [Insa yero cnyxur Ilamurpa uacrpymentos? L{BeToBas manurpa? Kak BbI3BaTh
UX Ha 3KpaH wim yopath ¢ skpana? Kak Bkmounth B pucyHok Tekct? Kak 3amarb
mpudT?

63. Kak HapucoBaTh kpuByto JuHUI0? IIpsamyro mnHU0O?

64. Kakue ¢urypbsl MOKHO HApUCOBATH C TTOMOIIbIO HHCTPYMEHTOB?

65. OnummuTe ABa criocoda BeIACICHUS (parMeHTa PUCYHKA.



66. UTo MOXHO Jie1aTh C BBIJIEICHHBIM (hparMeHTOM?

67. Kak OTKOppEKTUPOBATh MEJIKUE I€TaIN PUCYHKA?

68. B kakoM ciydae MOKHO OTMEHUThH BBIMIOJIHEHHOE JIECTBUE?

69. Kak oTMEHUTH HE3aBEPIIEHHOE AeHCTBUE?

70. ITouemy okHo Paint Hy>KHO pacraxuBaTh Ha BECh 3KpaH?

71. Yto Ttakoe ¢opmatupoBanue? Kak 3amyckaercss mporpamma (GopMaTHpOBAHUS
mcka?

72. Yro Takoe npoBepka nucka? Kak 3amyckaercs mporpaMma poBEpKU AUCKa?

73. Yto Takoe nedparmenranusi? Kak 3armyckaercst mporpamma jaedparMeHTaiyu
Mcka?

74. KakoBbl TyTH NPOHUKHOBEHUSI BUPYCOB B KOMIBIOTEP U MPU3HAKU 3aPAKECHUS
KOMIIbIOTEpa BUPYyCOM?

75. KakoBsI crtocoObl 00HAPYKEHHSI BUPYCOB U aHTUBUPYCHOU MTPOQPIIIAKTUKA?
76. IlepeunciuTe OCHOBHBIE MEPHI 110 3alTUTE OT KOMITBIOTEPHBIX BUPYCOB.

77. OnumuTe Ha3HAYEHUE aHTUBUPYCHBIX IIPOrPAMM Pa3JIMYHBIX THUITIOB.

78. HazoBute npumepbl COBPEMEHHBIX AHTUBHPYCHBIX MPOrpaMM U OIMUIIUTE HX
0COOEHHOCTH.

79. UYrto Takoe (paiaoBblii MEHEIKEDP?

80. Ommummmte unTepderic TotalCommander.

81. Kak BbIIETUTh HECKOJBKO (haiiyioB, pacloNOKEHHBIX HE PSAOM JIPYT C Ipyrom?
82. Kakum 00pazoM MOXKHO BBIICIIUTH ONIPEIeTICHHbIC TUIIBI (hailioB?

83. Kakasg koMaHga TO3BOISACT BBIIECIUTH BCE U CHSTH BhIJCICHHUE?

84. B KakoM pefakTope OTKPBIBAETCS TEKCTOBBIM JOKYMEHT MO YMOJIYAHUIO MPHU
pedaKTUPOBAHUU TEKCTOBOTO (haiina?

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

86. Kak M0oxxHO OBICTpO TepenMeHoBath (haiin?

87. Kak ynamuts ¢aiin, munys Kopzuny?

88. Kakue aBa cmocoba KonmupoBaHUs CymecTBYOT? Kakue KOMaHIbl MO3BOJISIOT
3TO caenarh?

89. Kakast koMaH/1a OCYHIECTBISIET ONEPALIAI0 IEPEMEILICHUS ?

90. Kak MOHO €cO3/1aTh apXUBBI U UX PACIaKOBaTh?

91. Kak M0xHO pa30ouTh ¢dailia u codparb €ero BOSIUHO?

92. Yro Takoe MS WORD?

93. Kak 3anycturs MS WORD?

94. 3 kakux 31eMeHTOB cocTOUT OkKHO MS WORD?

95. Kak 3akpbITh 0kHO MS WORD?

96. Kakoe crangapTHOE Ha3BaHUE UMEET OKHO JOKYMEHTa?

97. Kakoil cTaHIapTHBIN BUJ UMEET TEKCTOBBIA Kypcop?

98. Kak MUHUMU3UPOBATh OKHO JOKYMEHTa?

99. KakuM 00pa3oM MOKHO OTKa3aThCsl OT TOJIBKO YTO BHECEHHBIX U3MEHEHUM ?
100. Kak oTo6pa3uTh (CKpHITH) TAaHETN HHCTPYMEHTOB?

101. Kakue cyiiecTByIOT CriocoObl OTOOpaKeHUSI JOKYMEHTA Ha dKpaHe?

102. Kak co3aarh HOBBIN a03all B TEKCTOBOM JJOKyMEHTE?

103. Kakue CyiiecTByIOT TaHEIN HUHCTPYMEHTOB?

104. Kakoe Ha3HaueHHEe MacIITaOHBIX JTUHEEK?

105. Kak 3akpbiTh 0kHO MS WORD?

106. Kak co3gaTh HOBBIN TEKCTOBBIA TOKYMEHT?



107. Kak OTKpBITh TOKYMEHT, YK€ COXPaHECHHbII paHee?

108. Kak coxpaHUTh CO3IaHHBIN JOKYMEHT Ha AUCKE?

109. Kak u kakue napaMeTpbl MOKHO YCTAaHOBHUTD JIJII CTPAHUIIBI?

110. Kak onpeaenuTs KOJTUYECTBO CJI0B, CHMBOJIOB, a03a1ieB B IOKyMeHTE?

111. Kak BeinenuTh ab3an?

112. Kak BeienuTh npeasioxeHue?

113. Kak nepemecTuTh parMeHT Tekcra?

114. Kak ckonupoBaTh (pparMeHT B 33JJTaHHOE MECTO TeKCTa?

115. Kak oTMEHUTH HEBEPHOE JIeHiCTBUE?

116. Kak BeIgenUTh BECh TEKCT?

117. Kak mpou3BecT BBIpaBHHUBaHWE (parMeHTa TEKCTa OTHOCUTEIBHO
CTpaHuLbI?

118. Kak ynanuts ¢hparmMeHt u3 Texcra’?

119. Kakas pa3zHuiia Mexay KOIMpOBaHUEM, IEPEMEIICHUEM, IEPETACKUBAHUEM?
120. Kak 3amMeHUTH (hparMeHT TEKCTa BO BCEM JOKYMEHTE?

121. KakuMm 06pazoM MpoBEpUTH MPABUILHOCTH HAOPAHHOTO TEKCTa?

122. Kak u3MEHUTh pa3Mep CUMBOJIOB B OJTHOM CJIOBE?

123. Kakue cymectByoT 3¢ dexTs anumanuu mpudra?

124. Kakum o6pazom ¢parMeHT TEKCTa 3aJIUTh [IBETHBIM (POHOM?

125. Kak 3anath B ab3a1ie UpHBIM mpudt?

126. KakumMu KHOMKaMU TOJB3YIOTCS Uil YMEHBIIEHUS (yBEIMYECHMs) OTCTyra?
[Ipu paGoTte ¢ ueM 3TO UCTIOIB3YyETCS?

127. Uto Takoe OykBuUIla, KaK €0 BOCIIOIb30BaTHCS?

128. UTo Takoe MapKUPOBAHHBIN CIIUCOK?

129. Kak n3MEHUTh MEKCHUMBOJIbHBIM MHTEPBAI B CIIOBE?

130. Kak ycTaHOBUTH OTCTYNl TIEpBOM CTpOKM ab3ama Ha OIpeAeICHHOE
paccrosiHue?

131. Kakum 00pa3oM MOKHO U3MEHHUTH MEXKTYCTPOUYHBIA MHTEPBAI B OTIACIHHOM
a03are?

132. Kak ObICTpO HaliTH BCE BXOXKICHUS OMPEACICHHOIO CJI0Ba B TEKCT?

133. Kakum 00pa3oM MOKHO MOJHSTH (OMYCTHTh) CUMBOJI (CIIOBO) OTHOCHUTEIBHO
0a30BOM TUHUU?

134. Kak u3MEeHUTH HHTEPBAII MKy ab3amamu’?

135. Kak co3gaTh HyMEpOBaHHBIN CIIUCOK?

136. Kak u3MeHUTh BET CUMBOJIA?

137. Kakum 00pa3oM MOXKHO H3MEHHTHh 3HAYOK MapKepa IpHU HCIOJIb30BAHUU
MapKHpPOBAHHOTO CIHACKa?

138. Kakum 00pa3om ucrpaBuTh HEBEPHO HAOPaHHBIN CUMBOJ B TEKCTE?

139. Kak coxpaHuUTh CO3/IaHHBINA JOKYMEHT?

140. Yem oTamyaeTcs MHOTOYPOBHEBBIM CIIMCOK OT MAapKUPOBAaHHOIO WU
HYMEPOBAHHOI'O CIIUCKOB?

141. KakuM 00pa3oM MOKHO NOCMOTPETh, KaK OyAET BBIMVISIETh JOKYMEHT MpHU
pacreuatke?

142. Kak pa3ouTh TEKCT Ha JBE KOJOHKU?

143. Kak BCTaBUTh B TEKCT IpUMeYaHue?

144. Kakue 1aHHbIE MOYKHO aBTOMAaTHUYE€CKHU BCTABJIATh B KOJIOHTUTYJ?

145. Yro Takoe 3aknaaka?



146. Kak u3meHuTh (popmaT HyMepaluu CTpaHUIL?

147. KakuM 00pa3oM MOKHO MEPEUTH OT BEPXHETO KOJIOHTUTYJIA K HUKHEMY (WA
Hao0o0poT)?

148. Kak BCTaBUTh B TEKCT CHOCKY?

149. Kakue cymecTByroT BUIBI CHOCOK? B uem paznuuue?

150. Kak pa3outh (pparMeHT TeKCTa Ha TPU KOJIOHKH?

151. Kak ycTaHOBHUTH pa3iUYHbIE KOJOHTUTYJbI ISl TUTYJIBHOW CTpaHMIIBI U
MOCJIEAYIOIINX?

152. T'ne BHOCUTCS aBTOP IOKYMEHTA?

153. Kak BCTaBUTh KOJIOHTUTY?

154. Kak ocyniecTBUTh NEPEXO] MEKIY 3aKIAIKAMH B TEKCTE?

155. KakuMm 00pa3oM YCTaHOBUTH pA3JIMYHbIE NapaMeTpbl ISl HECKOJIbKHUX
CTPaHMI] OJJHOT'O U TOTO K€ JOKyMEHTa?

156. Kak pa3ouTh JOKyMEHT Ha pa3Jieiibl?

157. Kak BCTaBUTh HyMEpaIUIO CTPAHUIL?

158. Kak co3gaTh B HOBOM pa3jielie KOJIOHTUTYI, TAKOHN ke, KaK B MPeAbIay1eM?
159. Jlns yero npenHa3HayeHa MaHeIb UHCTPYMEHTOB PrucoBanue?

160. Kakue o0BbeKThl MOTYT OBITH B JOKYMEHTE?

161. Yro Takoe o0bekT WordArt?

162. Kakue neiicTBUSI MOKHO IPOU3BOAMUTH C rpaUUECKUMUA 00bEKTaMU?

163. Kakue cyiecTByIoT crnocoObl o0Tekanus rpadudecKux 00bEKTOB TEKCTOM?
164. YUTo MOKHO BCTaBUTh B JOKYMEHT KOMaHA0W BcraBuTh?

165. Kakue geicTBuS MOKHO TTPOU3BOANTH C aBTOPUTypamu?

166. Kakum 00pazoM MOKHO MPOU3BECTH (hopMaTUpOBAHKE HAATTUCU?

167. Kak n3o00pakeHue sKkpaHa IEPEHECTH B TEKCT B BUJE TpaduecKkoro oobexra?
168. Kak BcTaBuTh KapTUHKY 13 ranepeun kosuteknuu ClipGallary?

169. Kak u3MeHHuTh pazmepbl 00beKTa?

170. Kak oOBecTr cTpaHHUIly Xy/10)KECTBEHHON paMKOi?

171. Kak co3agarh aHuMaIimoHHbIN 3G dexT co mpudTom?

172. Yto Takoe aBTOPUTYPHI?

173. Kak BcTaBUTBH HaAIIUCE?

174. Kakum  00pa3oM U3MEHSIeTCS TMOPSAOK  B3aUMHOIO  pPacHoOJIOKEHUs
rpaguiecKkux 00BHEKTOB?

175. Kakue Tumbl JUHUN €CTh B UHCTPYMEHTE prcoBaHus JInHun?

176. Kakue ecth mapamMeTpbl HACTPOUKH rpaduuecKkux 00BEKTOB (M300paXkeHus)?
177. Kakue cyiecTByIOT Kareropuu aBropuryp?

178. Kak BbIaeuTh rpaduueckuii 00bEKT, yAaIuTh?

179. Kak nu3mMeHuTh criocod oo6Tekanusi 00beKTa TEKCTOM?

180. Kak u3MeHHuTh crioco0 3aIMBKH aBTOOUTYPHI?

181. Kak ucnpaButh TekcT B 00bekTe WordArt?

182. Kakum 06pazoM MOKHO MPpUAaTh OOBEMHBIN BU O0BEKTY?

183. Kak 3arpy3uTh puCyHOK B BUJI€ 3aJIUBKH aBTOPUTYPHI?

184. Yto Takoe Tabnuia’?

185. Kak BCTaBUTH CTPOKY B TaOIHITYy?

186. Kak 3aMeHUTH IPUQT TEKCTA B OTACIBHON siueike?

187. Kakum oOpa3zom MOKHO TiepeMeInaTbes 1o tadnumie?

188. Kak no6aBuTh TaOJIMITy B TEKCT?



189.
190.
191.
192.
193.
194.
195.
196.
197.
198.
199.
200.
201.
202.
203.

Kak ynops1ouuTh CTpoku B TaOJIHIIE 10 HEKOTOPOMY NPU3HAKY ?

Kak o0beuHuTh sSiueiiku B TaOIuIlEe B OJIHY?

Kak u3MeHHUTH paconoKeHne rpaHull s4eeK?

Kak co3gars Tabnuiry MeTo1oM Npeodpa3oBaHus TEKCTA B TAOIHILY?

Kak BBIpOBHSTH JaHHBIE B TUEHKE?

KakoBo Haznauenue nanenu TaOauIlbl ¥ TPaHUIIBI?

MO>KHO 71 BCTaBJSATh PUCYHKH B STYEHKU TaOIULIBI?

N3 kakux 371€eMEHTOB COCTOUT Tabiuia?

Urto Takoe 3akiajaka, ee Ha3HaueHue?

Kak co3nars Tabnuiry ¢ moMonisto komasibl Hapucosars Tabnuiry?

Kak u3amenuts mmpuny cronodua (Bce crocoObr)?

Kakue ocHOBHBIE (DYHKIIMM MOKHO MCIOJIb30BaTh Mpu pacuyerax B Word?
Kakue cnocoOs1 mpeobpazoBanusi TaOIUI] CYIIECTBYIOT?

Kak mpou3sBecTu 3a1uBKY SUCHKU?

Kakum 00pa3oM MOXHO HCHONB30BaTh JaHHBIE W3 OJHOM TaOIHIBI TPU

MPOBEJICHUH PACUETOB B IPYyTron?

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

Kakum 006pazoM MoxkHO mpeoOpa3oBaTh TAOIUIY B TEKCT?

Kaxk BBOASITCA TaHHBIE B STYCHKY?

Kak 3aaTh KOJIM4eCTBO CTPOK U CTOJIOIIOB B TaOIMIIE?

Kak ynamute ctonder u3 Tadbauibi?

Kakum 006pazoM MOKHO pa3feinTh sSYEUKy B TaOJIMIIE Ha HECKOJIBKO?

Kakue Tunel quarpamMm Bbl 3HaeTe?

Kak BcTaBUTH B TEKCT MaTeMaTH4YECKyIO (popmyiry?

Kak BcTaBUTH B TEKCT AMArpaMmy JJisi 3aJIaHHOM TaOIuIIbI?

Kak Bb13BaTh Mactepa nuarpamm?

Kak oTkpwITh OKHO pemakTopa (Gopmys, YTOOBI OTPEAaKTUPOBATH T'OTOBYIO

hopmyiy?

214.
215.
216.

Kak BcTaButh B hopMyity mabdiion npodu uimm paaukana?
Kakum 00pa3oM MOKHO U3MEHHUTH IIBET Psifa TaHHBIX?
[Ipy wu3MeHEeHMM [JaHHBIX B TaOJMIlE, MO KOTOPOM ObLIa MOCTpOEHA

AuarpamMma, UISMCHHUTCA JIM CaMa ,HHanaMMa?

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

Kak n3mMeHHuTH pasmepsl 1uarpaMmbl?

Kak yganute quarpammy?

MO3KHO 11 ¥ KaK U3MEHUTH (DOH 00JIACTH MOCTPOCHUSI IUArpaMMbl?
N3 xakux obmacTel COCTOMT Auarpamma’?

Kak BcTaBuTh B hopMyIty 1m1abJIOH CyMMBI UITU TIPOM3BEACHUS psina?
Kakum 00pazoM MOKHO U3MEHUTH pa3Mephl CO3AaHHON (HOpMYIIbI?
Yro takoe nerenna? Kakue neiicTBUs ¢ JIEreHI0M MOXHO MPOU3BOJIUTH?
Urto Takoe mosie B TEKCTOBOM JIOKYMEHTE?

Kakwue Tumnsl nmosiei cymecTByroT?

UYTto Takoe KOJ ¥ 3HaYEHUE MOJIeH ?

Kak BcTaBUTH B JOKYMEHT 110J€?

Kak nepexiatoyaroT Ko 1 3HaYeHHUEe Mo ?

Kax oOHOBIIsIFOTCS 3HAUEHUS TTOJIEH?

Yo takoe noiist popmbi? Kakue cyiiecTByOT Tpu 1oiast GopMbl?
Kakue 10KyMeHTHI Ha3bIBAIOT MI1a0JI0HAMU?

C kakuM pacuiMpeHrueM coxpaHsroTcs madaonsl B WORD?



233. Kakumu crrocodaMu MOKHO €O31aTh COOCTBEHHBIN 111a010H?

234. Yto o3HAYaEeT TEPMUH «DJICKTPOHHAS (hopMa?

235. Kak HacTpouTh TapaMeTphl TIOJIeH AIMEKTPOHHON (HOpMBI?

236. {5 yero 3aluinaT CO3IaHHbIC SJIEKTPOHHBIE (POpMBI?

237. Kak 3aiuTuTh 3JIEKTPOHHYIO hopmy?

238. Kak BHECTH U3MEHEHHS B CYIIESCTBYIONIYIO JICKTPOHHYIO (hopmMy?

239. Yto takoe ctuiii (hopMaTUpOBaAHUS?

240. Kak nepeiiTu B pexuM oToOpaxkenus fokymenta CTpykrypa?

241. Yto Takoe 3arojioBOK U €ro ypOBEHb?

242, Kak nepemMecTuTh ad3al] TEKCTa B PEXKUME CTPYKTYPHhI?

243. Kak U3MEHUTh YPOBEHb 3ar0JIOBKa?

244, Ha3zHaueHHE CXEMbI JOKYMEHTA?

245. Kak o0ecreunuTh aBTOMaTHIECKOE TIOCTPOCHHE OTJIABIICHUS?

246. Kak BCTaBUTh B JIOKYMEHT OrJlaBjieHuE?

247. YTo HY>KHO JIsl aBTOMAaTHUYE€CKOTO MMOCTPOCHUS CIIMCKA UILTIOCTPALINIA?

248. Kak 100aBUTh B JOKYMEHT CIIMCOK HMJUTFOCTPAIIHMA?

249. Yto Takoe NpeAMETHBIN YKa3aTelb U KaK OH BCTABIIAETCS B JOKYMEHT?

250. Kak nepememiatbcst o OONBIIOMY TEKCTY C IMOMOILBIO OTJIaBJICHHUS, CIIHCKA
WJUTFOCTPALUi U MPEIMETHOTO YKa3aTes ?

251. Kakue 70KyMEHTBI HEOOXOAUMBI JIsl MPOLEecca CIUSHUSA?

252. B kakoMm BuUJE J0HKEH ObITh MOATOTOBIIEH MCTOYHUK JAHHBIX JJIs CIAUSHUA?
Urto siBAsieTCS MOJISIMU U 3aIIUCSIMU B UCTOYHUKE JTAHHBIX ?

253. B xakoil MOMEHT MOXHO PacCTaBUTh MOJIS CIAUSHUS?

254. Kak BBIIOJHSIOTCS (DUIBTpAIUS U COPTUPOBKA?

255. Kak omnpenenutb KOJUYECTBO IIOJNYYEHHBIX B  PE3YyJbTaTe€ CIHSHUSA
JIOKYMEHTOB, HE BBITIOJIHSSL CAMO CIUSIHUE?

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

257. Kakmue amemenTsl Word MOKHO HAaCTPOUTH?

258. Kak HacTpouTth maHesab ObICTPOro JocTymna’?

259. MOXHO 1 HACTPOUTH BKJIAJIKH ?

260. Kak BocCTaHOBUTH HACTPOUKH MO YMOJIYAHUIO?

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

262. Kak co3garoTcs Makpochl?

263. Kak Ha3HauyuTh Makpocy: OBICTPOE COYETaHHME KJIABUII, KHOMKY Ha MaHEeNd
ObIcTporo nocryna’?

264. I'ne MOKHO COXpaHATh Makpochl? Pa3nuuusi B UX JTOCTYIHOCTH MPU Pa3HbIX
MECTaX COXPAHEHHUS.

265. Urto Takoe onudpoBka’?

266. Kakue aTansl BKIIIOYaeT B ce0s mporecc orudpoBKu?

2677. 3aueM Hy»XHbI IPOTPaMMBI PaCIIO3HABaHUs TEKCTa?

268. Kak npoucxoauT pacno3HaBaHUE TEKCTa?

269. Kakue nporpaMMbl pacliO3HaHMS TEKCTA Bbl 3HaeTe? Kakumu 1moiap30Banuch?
270. Kakoe pa3pellieHne SBISETCS ONTUMAIbHBIM [ CKAaHUPOBAHUS TEKCTA,
H300paKeHUM?

271. Kak MO>KHO OCYIIECTBUTH MPEIBAPUTEIBHBI IPOCMOTP TOJBKO MEPBBIX IABYX
CTpaHMI] JIOKYMEHTAa B ONpeIeIEHHOM MaciiTabe 0ToOpakeHus ?



272. Kak MOXHO BBIBECTM Ha IIe4aTh S5 BK3EMIULIPOB IEPBOM CTpPaHUIIbI
JIOKYMEHTA?
273. Kakas undopmarnius 3a1a€Tcst B 11ajJoroBoM okHe /lapamempol cmparuyvi?
274. YTo Takoe KOJOHTUTYJ?
275. Kak co3zarbh KOJOHTHUTYJIBI Ha IEPBOM CTpPaHULE NTOKYMEHTA OTJIMYHBIE OT
KOJIOHTUTYJIOB OCTAJIbHBIX CTPaHUIL?
276. Kakas undopmaiiyisi MOKET HAaXOUTHCS B KOJIOHTUTYJIaX ?
277. Kak HaneyaTaTh 4acTb JJOKYMEHTa?
278. Cnoco06sl 3anycka Excel. Ctpykrypa oxna Excel.
279. Haznauenne kHonok CBepHyTh, BoccTaHoBUTH, 3aKkpbITh, PacriaxHyTh Ha BCe
OoKHO. OTinyue KHOMOK CBEpPHYTh U 3aKPHITh.
280. Pabora ¢ aneMeHTaMu MEHIO: CIIOCOOBI TOCTYIA K 3JIEMEHTaM TJIaBHOT'O MEHIO
U ToaMeHio. Buabl 3aroioBkoB MeHIO. Bbixoax u3 MeHIO 0e3 BBIOJIHEHUS
KOMAaH/IbI.
281. Haznauenue mnaHened MHCTPYMEHTOB. Pa3MmelneHne IaHelnel Ha JSKpaHe.
Brxotouenue/oTkmouenue naneneit. Kakue nmanenm pekoMeHIyeTcst OTOOpakaTh Ha
JKpaHe.
282. Haznauenne ctpoku BBoja hopmyi. Ee coctaBHbIE acTy.
283. Yto Takoe kumra B Excel? M3 dvero cocrout kHura? Kak mepexirodarbcs
Mexay KHuramu? CTpyKTypa OKHa pabouell KHUTH.
284. Slpnapluku TUMCTOB W paboTa ¢ HUMHU: TEPEKIIOYEHUE MEXAY JIMCTaMH,
noOaBlieHHE JMCTA, yAalieHue JUCTA, neperMMeHOBaHUE JIUCTA,
nepeMenieHe/KOMMpoBaHKe JTUCTA. Y IPAaBJIEHUE BUAUMOCTBIO SIPJIBIYKOB JTUCTOB.
285. BBoag B s4eiiky Tekctra. UTO ABISETCS TEKCTOBOM KOHCTAaHTOM, KakKHUe
CUMBOJIBI MOKHO HCIIOJIb30BaTh npu ee HaOope? K kakoil rpaHuue syeilku
NPUKUMAETCS TEKCT?
286. BBoa B sAueiiky uncia. Buabl 4ncioBbIX KOHCTAaHT. Kakue CMMBOJIBI MOKHO
UCIIOJIB30BaTh IpH BBOJE unciia? K kakoil rpaHulle sYeHKU MPUKUMAETCA YUCIIO?
Kax yncno npeodpa3oBaTh B TEKCT?
287. BBog B s4eiky natbl U BpemMeHU. K kakoMy THIly JaHHBIX OTHOCSTCS 3TH
KOHCTAHTBI?
288. UTo MpOUCXOAUT, €CJIH 110 NIUPUHE CTOJIOA HE BXOISIT:

a) TEKCTOBBIE JJaHHbIE?

0) uncna, 7aThl?
289. Beox B siueiiky ¢gopmynsl. C kakoro cumBosia HaunmHaetcs (opmyrna? Yto
oToOpakaeTcs mocie BBoAa GopMyIibl B siueiike? B cTpoke hopmy?
290. Boa B siueiiky ¢opmynbl. C Kakoro cuMBoja HauumHaercs (opmyna? Urto
oToOpaxaetcs mocie BBoAa Gpopmybl B siueiike? B cTpoke popmyn?
291. Kakue 3Haku omeparuii ymnorpeossiorcs B dopmynax? Uro MoxkeT OBITh
onepaniom? HazHaueHue ckoOOK.
292. Anpec sueriku, kak oH dopmupyetcs? J[Ba cmocoba BBoga B (Qopmyiry
aapeca. [loHsiTHe OTHOCUTENBHOTO ajpeca.
293. Uto Takoe aOCONIOTHBIM aapec? 4yem aOCONMIOTHBIMA agpec OTIUYAETCS OT
OTHOCHUTEIBHOT0?
294. CMmelaHHbI apec, €ro OTJIMYUE OT OTHOCHUTENBbHOTro M abcomtotHoro. C
MOMOIIBIO KAKOW KJIABHIIIA MOXHO OBICTPO U3MEHSTH THUII ajipeca B popmyie?



295. Kak BBINIOJIHSIETCA CChUIKA HA STYEHKY APyroro Jucra texyuiei kauru? Kakoi
BUJI TPUHUMAET UICHTUPHUKATOP STUESHKH MOCTIE BHIMOTHEHUS CCHUIKH?

296. Kak BBIIOJIHSETCS CChUIKA Ha SYEHKYy Apyroro jucra Apyroi kHuru? Kakoit
BU/JI TPUHUMAET UICHTUPHUKATOP STUECHKH MOCTIE BHIMOTHEHUS CCHUIKH?

297. Ilpenmy1iecTBO UCIIOJIB30BAHNS UMEH SYEEK Iepel aapecamu. Kak mate nms
STYCHKe, UCTIONB3YsI CTPOKY popmyn?

298. Kak natp ums siuerKe, MCNOJIb3ys Auanorosoe okHo «IIpucBoenne numMenn»?
299. Haznauenne Macrtepa QyHKIIHIA.

300. CnocoObl BeI30Ba MacTepa GhyHKITHI.

301. ITopsnok BBoJa (hyHKLIMHU C UCTIONIb30BaHUEM Macrepa.

302. Bog aprymenToB (GyHKIHH. B kakux ciydasx y1o0HO BBOJUTH apryMEHTHI C
KJIABUATYPBI, @ B KAKUX C UCIIOIH30BAHUEM MBIIIH?

303. BBOJ BIOKEHHBIX (PYHKITHI U CIIOKHBIX (hOPMYII.

304. PegaktupoBaHue GyHKIUIA ¢ UCTIONIb30BaHWEM Mactepa.

305. Beirennenne OOBEKTOB (SUCHKH, CTOJIOIA, CTPOKH, WHTEpBaja, JHCTA).
Brigenenue HeCKOIBKUX OOBEKTOB.

306. CriocoObl U13MEHEHHUsI MPUHBI cTo01a? BhICOTHI cTpOKU?

307. Kak ckpbITh cTosber/cTpoky? Kak packpbeITh CTOIOCT/CTPOKY?

308. Kakumu crioco6amMu MOKHO BBITIOJIHUTE (hOpMaTHPOBaHUE 00BEKTa?

309. Kakue BO3MOXXHOCTH (hopMaTHpOBaHUs TMpeaocrasisger Bkiaaka Hlpudt
JIraioroBoro okHa @opmar sueku?

310. Kakue  BO3MOXHOCTM  (OpMaTUpPOBaHUS  NPEIOCTABISET  BKJIAJKa
BripaBHuBanue?

311. Kakue Bo3MOKHOCTH (pOpMaTUpOBaHUS TIPEAOCTaBIsAET BKIaaka ['panuiibl?
312. Kakue BO3MOXHOCTH (pOpMATUPOBAHMS IPEOCTABIISIET BKIaaka Bun?

313. Kakue craHgapTHbIe 4YHCIOBbIE (opMaThl TPEAYCMOTPEHBI Ha BKIIAJIKE
Uucno? Yem xapakrepusyercs Kaxablid popmat?

314. Korna ucnonb3yeTcs moib3oBarenbekuii popmar? [opsaok ero co3manus.
315. Ynpasinstoniye CMMBOJIBI MMOJIb30BATEIBCKOr0 (popMarta Jiisl YUCia, TEeKCTa U
JIaThI.

316. Kak BeinonHsieTcs: KonupoBaHue ¢popmara?

317. Ha3nauenue aBTroopmaTupoBanus. Kak oHO BbITTOTHSETCS?

318. Bosamoxknoctu koMaHael [[PABKA—OUUCTUTH npumeHuTensHo K
dbopmaTam

319. CriocoObl BBINIOJIHEHHS Ollepauuu KomupoBaHusA. CHocoObl BBITOIHEHUS
OIlepanuy rnepeMenieHus. YeM oTJINYaeTcsl KOMPOBAaHUE OT MepeMELICHUS ?

320. KonupoBanue/ mepeMmellleHue sueek, coaepkamux ¢gopmynsl. Kak Biauser
aJpecaiys Ha KOMUpoBaHUe? Ha nepeMelieHue?

321. Kak paboraer komanna MeHro Ouuctuth? UTO MPOMCXOIUT MPU OUYHUCTKE
coaepxkumoro? mpu ouuctke (opmara? mpu ouuctke Bcero? Kakoit komanne
COOTBETCTBYET HaxkaTtue Ha kiasuiry Delete?

322. Komanaa Y aanuTh TPpUMEHUTEIIBHO K CTOJIOIY, CTPOKE, STYEHKe, UHTEPBAIY.
323. Komanaa BcraBuTh NpUMEHUTENBHO K CTOJOIY, CTPOKE, sSTYEiKe, MHTEpBAIY.
Kyna BcraBnsercsa crpoka/cronden?

324. Ina 4ero IIPUMEHSETCS KOMaH/1a CnenumanpHas BCTaBKa?
ITocnenoBaTenbHOCTD €€ BBIIOJHEHUS.

325. Kak BeInosHsgeTcs konupoBanue ¢popmata? JIjis 4ero oHo HEOOX0AUMO?



326. 3anonHeHne MHTEpBana sueek ¢ ¢opmynamu. Kak BausieT azapecanus B
dbopMyIie Ha 3anoyiHeHue?
327. 3anosHEeHUE UHTEPBAJIA YUCIAMHU C 3aJaHHBIM [IarOM.
328. 3anosHEHUE UHTEpBAJIA:
O OJAMHAKOBBIM TEKCTOM
O OJJMHAKOBBIMHU YU CJIAMU
O OJIMHAKOBBIMU JaTaMU
O YHCJIaMU C marom 1
O JlaTaMH ¢ mIarom 1?
329. Haznauenue ¢ynkuuun ECJIN. KonudecTBo mapaMeTpoB U UX Ha3HAYEHUE.
[Ipumepsl.
330. Ctpykrypa ycnoBus Gynkiuu ECJIA. Uto siBisieTcs 3HaYeHUEM YCI0BUS?
331. BeipakeHHs1 OTHOILICHHUS: OTIEPAIH, OTIEPAHbI, TPUMEPHI.
332. Jloruueckue onepauuu: Ha3BaHUE, Ha3HAYEHUE TapaMeTpoB. [Ipumepsl.
333. Kak BbIUMCIAIOTCS 3HAUECHMS JIOTHUecKuX onepauuii? IIpumepsl.
334. BrnoxeHHble ycinoBusi. BapuanTel Bioxkenus. [Ipumepsl.
335. OTtoOpaxenue TekcToBbIX coobuienuii B pynkunu ECJIN. [Ipumepsr.
336. [logcyer KoauuecTBa S4YEEK BHYTPU JWAIla30HA, yAOBJIETBOPSIOLINX
3aaHHOMY KpuTeputo. [Ipumepsi.
337. CymmupoBaHue A4€€EK, 3aJaHHbIX Kputepuem. [Ipumepsr.
338. OTnnuune ycioBHOTO (hOPMATHUPOBAHUS OT MPSIMOTO.
339. Ilopsi 10K BBIOJIHEHUSI YCIAOBHOTO (POPMATUPOBAHUS.
340. 3aganue ycnoBus. B yem pazHuiia npu GopMaTUPOBAHUH IO 3HAYEHUIO OT TIO
dbopmymne?
341. ®opmartupoBaHue 10 3HaueHuo0. [Ipumep.
342. ®opmatupoBanue o dhopmyie. g Kakoil SYEHKU UHTEpBalia 3aliChIBACTCS
ycinoBue? IlpaBuna ¢gopMupoBaHusi TuIa ajapecanuu Uisl SYEeK, YKa3aHHBIX B
dbopmye.
343. Kak ¢opmupyercs pe3yibTaT, €Clid B BBIJACICHHOM JUara3oHe OJHa WJIU
HECKOJIbKO SYEEK YAOBJIETBOPSIOT HECKOJIBKUM YCIOBHUSAM?
344. PegaktupoBaHue yCIOBHOTO opMara.
345. Y nanenue ycioBHbBIX (OpPMATOB.
346. Ilouck siueek, UMEIOIIUX YCIOBHBIN (opmar.
347. OCHOBHBIE TOHATHS AUArpamMM: psiibl JAHHBIX, KaT€TOPHUH, THUII, SJIEMEHTHI
JUarpaMM.
348. OcHoBHBIE MpaBUiia TOCTPOEHUS Auarpamm B cucreme Excel.
349. Co3pnanue nuarpamm ¢ UCnojiab30BaHrueM MacTtepa quarpamm.
350. Coznanue tpadukoB ¢dynkmmit. Kakolt Tunm pmarpamMmMbl HEOOXOIUMO
UCIIOJIB30BATh JIJIS TOCTPOEHUs rpauKoB?
351. IlocTpoeHre MOBEPXHOCTEM.
352. TlocTpoeHure ceYeHN MOBEPXHOCTEH.
353. PenakTupoBaHue IuarpaMM U UX 3JIEMEHTOB.
354. ®opmaTupoBaHUE IUATPAMM U UX 3JIEMEHTOB.
355. ®opmaTupoBaHUE TPEXMEPHBIX JUArPAMM.
356. [loHATHE JIMHUM TPEHAA, OCHOBHBIE IMAPAMETPHI JUHUN TPEH/IA, TUIIBI JTUHUN
TpeHJa
357. TlocTpoeHue JIUHUY TPEHA.



358. AnmpokcuManus TabJIMYHON 3aBUCUMOCTH C HCIIOJIb30BAHUEM JIMHUHU TPEH/A.
359. [IporHo3upoBaHUE C UCHOJIB30BAHUEM JIMHUU TPEHAA.

360. ®opmaTupoBaHuE U PEAAKTUPOBAHUE JIMHUU TPEHA.

361. lis kakux 3a71a4d UCIIOIB3YyeTCsl Mo100p mapameTpa’?

362. Ilopssiok  BBIMOJIHEHUS MMOAOOpa MapamMeTpa. 3alojJHEHUE DSJIEMEHTOB
nuanoroBoro okHa [lon6op mapamerpa.

363. 3ajanue NOrpenIHOCTA BEIYUCIICHUN.

364. PenieHune HEIMHEWHBIX YPaBHEHUN.

365. HazHaueHue moucka penieHus.

366. BbINOJHEHNE IOUCKA PELIEHUS.

367. Ucnonp30BaHUE CLIEHAPUEB JJIs MHOTOBapHUAHTHBIX PACUYETOB.

368. O0Omras nocTaHOBKa 3aja4 OINTUMH3AIMU. BuIbl 3a7a4  ONTUMH3ALIUH:
JIMHEHHAs, HeJIMHEHHAs.

369. Peuienue 3aj1a4 ONTUMHU3AIUHU C UCIIOIb30BAHUEM IOUCKA PEUICHUS.

370. ns yero npeaHazHaueHo npuiioxenue PowerPoint? Kak ero 3anyctuth?
371. Yro Takoe npe3entanusi? Yto Takoe crnana?

372. HazoBute criocoObl CO3aHus TPE3CHTAIUH.

373. Yro takoe mabnon? Kakue cymecTByioT Busl madaonoB B PowerPoint?

374. Kakoe paciupenue nuMmeeT daii mpe3eHTaIuu, adioH Mpe3eHTalun?

375. O0bsicHuTe Ha3HAUeHUe Pexuma ciaiiios.

376. Ha3zBatb OCHOBHBIE XapaKTEPUCTUKU PexxnuMa cCOpTUPOBIIMKA CIIANI0B.

377. Kak BBINMOJHUTH 1MOKa3 npe3eHTanuu? Ha3Bath cmocoObl mokasa
MpE3CHTAIUU.

378. Uto Takoe aHUMAaIug?

379. Yro Takoe nepexon cnainos? [IpumMepsl nepexona caanIoB.

380. [TosicHUTE MOHATUE MYJIBTUMEINA.

2.2. OueHoOYHbIE CPeICTBA VISl POMEKYTOUYHOM aTTeCTAlMHU (324€T)

Bonpocsl AJ1s1 NpoBeieHusI 3a4eTa

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

2. HNudopmartuzaims oOiecTBa 1 MECTO HHPOPMATUKH B COBPEMEHHOM MHUpE.

3. Ilonsitue wuHboOpMaMK, €€ OCOOEHHOCTM U BHJIBL. DKOHOMHYECKAs
uH(dopmaIus, ee CBOMCTBA, CTPYKTYpa.

4. HWcropus DBM. Ilokonenuss DBM. Pa3Butne nporpaMMHOI0 o0ecreueHus.

5. Tlpunmuns pon Heitmana. OcoOEHHOCTH COBPEMEHHBIX KOMITHIOTEPOB.

6. Apxurekrypa [I9BM. MarucrpanbHo-MoayabHbIN mpuHimn. [lepudepuiinbie
Y BHYTPEHHUE YCTPOUCTBA, CXEMa B3aUMOICHCTBUS.

7. Pazputue kommnbiotepoB IBM PC. Ilpuumnbl ycnexa nepcoHaibHbIX DBM.
[IpuHIIUTT OTKPBITOM apXUTEKTyphl. OrpaHUYEHHOCTh O0JaCTH TPUMEHEHUS
nepcoHaIbHBIX DBM.

8. HasHaueHue OCHOBHBIX YyCTpoilcTB OBM: wHeHTpallbHOrO mpoleccopa,
BHYTPEHHEU MaMsTH.

9. Knaccudukammss SOBM. OcHOBHbIE XapaKTEPUCTUKU  BBIYUCIUTEIBLHOU
TEXHUKH.

10. Knaccudukarust mporpaMMHOro o0ecrieueHusl.

11. Opranuzamus ¢aitaoBoil CUCTEMBI U 00CIyXHBaHUE (PaIOBONH CTPYKTYpbI
NIEPCOHAJIBHOTO KOMIIBIOTEPA.



12. BeruncnurenbHble CUCTEMBI, Ha3HAYCHHE, KIIACCU(PHUKALIUS, aDXUTEKTYpa.

13. Ha3znayenue nporpaMMHBIX CPEJCTB, UX KIacCU(pUKALINS, COCTaB.

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

15. Onepanmonnas cucrema MS DOS. Unrepdeiic komanaHo crpoku. daiinopas
cucrema.

16. Onepannonnas cucteMa Windows: xapakTepUCTHKA U apXUTEKTYpa.

17. Nurepdeiic u 3amyck nporpamm B OC Windows.

18. Pabota c daitmamu u manmkamu B OC Windows.

19. Ucnionb30BaHue CEPBUCHBIX MpOrpaMm: paboTa ¢ apXUBaMH, aHTUBHpYCHas
6opb0a, oocmykuBanue quckoB B OC Windows.

20. OyHKIUHA TECTHPYIOUUX TMPOrpaMM, YTHIIUT, JpailBEpoB, OMEpPaIMOHHBIX
000JI04Y€EK U Jp. CHCTEMHBIX ITPOTrpamM.

21. [lpukinagHoe TporpaMMHOE oOOecrnedeHue KaK WHCTPYMEHTApUi perieHus
dbyHkunoHanbHBIX 3ana4. Kiaccudukaius, ocOOEHHOCTH MOCTPOCHUSI U 00JACTh
PUMEHCHMUSL.

22. [TakeTsl TPUKIAAHBIX TIPOTPaMM O0IIEer0, 0(MCHOTO HA3HAYEHHUS TEKCTOBBIE U
rpaduueckue peJakTopbl, TaOJUYHbIE TPOLIECCOPBI, CUCTEMBI YIpaBlIeHUs OazaMu
JAHHBIX, U3JIATEIbCKUE U MYJIbTUMEIUIHBIE CUCTEMBI, Opay3epbl U Ap.)

23. [IpodeccuonanbHble MaKeThl MPUKIATHBIX MpOrpaMM JUIsl pelieHus 3aaad
YIPABJICHHUSL.

24. TexcroBble (aitnbl. CTaHmapTHbIE TPOUEAYPbl U (PYHKIUU JUIsI TEKCTOBBIX
Gbaiinos.

25. Microsoft Word. OcHOBHBIE BO3MOXXHOCTH MpPOTpaMMbl. Bua okHa, MEHIO.
DNeMEeHTHI TEKCTOBOTO JOKyMeHTa. OCHOBHBIE OINEpallii ¢ TEKCTOM (BbICIICHUE,
yAaJleHHue, IepEMEIICHHE, KOMTUPOBAaHUE).

26. Microsoft Word. ®opmatupoBanue TekcTta (CHMBOJIOB M ab3alleB), CTPAHHUIL.
Tpu cmocoba co3manms Tadnuim B Word. PemaktupoBanue u ¢dopmaTUpOBaHUE
tabmmi. OdopmiieHne CTpaHWIBl JOKYMEHTa (pa3MeTKa CTpPaHWIIbI, BCTaBKa
HOMEPOB CTPAHUIL U CHOCOK, Pa3pbIB CTPAHUIIBI).

27. Microsoft Word. @aiinoBeie omnepanuu (Co3JaHUE€ HOBOTO JOKYMEHTA,
OTKPBITHE U 3aKPHITHE JOKYMEHTa, COXpAaHEHUE U TeYaTh JOKYMEHTA).

28. Tabnuunblii nponeccop Excel, ero Ha3HaueHHe W BO3MOXKHOCTH. 3arpy3ka u
3aBepIIeHne paboThl MPOTPaMMBI.

29. CnpaBounas cuctema Excel. CriocoObl monyueHus cripaBoYHON HH(pOpMaIuu.
30. OcHoBHEIE 251eMeHTHI OKHa Excel n nx HazHaueHue.

31. Ctpykrypa pabdoueit kauru B Excel. DnemeHTh 0KkHa pabodeil KHUTH.

32. Tunsl nanabix B Excel. BBoa u oroOpakeHne Ha pabodeMm JIMCTe JaHHBIX TUIIA
TEKCT, YHCIIa, 1aTa/BpeMsl.

33. ®opmynbel u ¢ynkuuu B Excel, ux oOo3HaueHue, MOPANIOK HMX BBOJAA H
pEIAKTUPOBAHMUS.

34. PenaktupoBanue U ynajieHue JaHHBIX B siueiikax padoueit kauru Excel.

35. bypep oOMena, ero Ha3HaueHHWe U HcCHoib30BaHue. KomupoBaHue u
NepeMeIIeHNE TAHHbBIX B siueiikax padouei kauru Excel.

36. ®opmaTupoBaHHe JaHHBIX pabodeil kHuru Excel. Buasl u  cmocoObl
(dbopMaTupoBaHUA.

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



38. BcraBka u ynaneHwe CTPOK M CTOJIOIOB B paboueM JHUCTe paboued KHHUTU
Excel.

39. Crioco0ObI 1 IOPSIIOK CO3MaHuUs U cOXpaHeHus padboueit kauru Excel.

40. CnocoObl M TOPSAIOK OTKPBITUA U 3akpeiThs padoueit kuuru Excel.
[Tepemenienue MeXy OTKPBITHIMUA PA0OYHMU KHUTAMHU.

41. Pabora ¢ mucramu paboueii kauru B Excel. Boinenenue, BcTaBka u yaajieHue
JIMCTOB B paboyell KHUTE.

42. KomupoBaHne © TIEpeMENICHWEe JHUCTOB B pabouerr kuure Excel.
[lepenmeHoBaHUE TUCTOB.

43. YcTraHOBKa napaMeTpOB  CTPAaHULBI, NPEABAPUTEIBHBIA  MPOCMOTP H
MOJTOTOBKA K revyaTu padoyeit kauru Excel.

44. IlporpammHble  cpefacTtBa npe3eHTanuid. [loHsATHE O  KOMIBIOTEPHBIX
MPE3EHTAlMAX W TMPOTPAMMHBIX CPEACTBaX MJis pa3pabOTKA KOMIBIOTEPHBIX
MIPE3CHTALNH.

45. IIporpammuble  cpeactBa  npeseHtamuid.  [lonsatue o  mporpammax

IPE3EHTAMOHHON rpaduku. Kpatkas XapaKTEepPHUCTHKA porpamm
PE3eHTALMOHHON rpaduKH.
46. IIporpamMmmMHubIe cpeacrsa IIPE3CHTALUH. WnuTepderic porpaMm

npe3eHTalnoHHOM rpaduku. Pabota ¢ MeHIO U TaHEIsIMU HHCTPYMEHTOB, padboTa ¢
JINaTIOTOBBIMU OKHAMH.

47. IIporpaMMHBbIE€ CpeACTBa Npe3eHTAMN. TeXHOIOrus CO3/1aHusI KOMITbIOTEPHOI
npe3eHTanuu. Pabora ¢ MakeTaMu claiijioB U 1madjoHaMu O0(OpMIICHUS CIIalI0B.
Buenpenue TeKCTOBBIX OJIOKOB ©  TpadUueCKWX DOJIEMEHTOB B  CIAbI
KOMITBIOTEPHOW MPE3EHTALNH.

48. IIporpamMmmHbIe cpeacTBa Ipe3eHTanuid. MynbTUMEIUNHBIE BO3MOYKHOCTH
IporpamMm Mpe3eHTAITMOHHON TpaduKH.

49. IIporpamMmMmHbIe cpeacTBa mpe3eHTanui. OTiagka NpPEe3eHTAIMd, HACTpOMKa
aHUManMOHHBIX 3(pdexkToB u dPdexkToB cmeHb cmainoB. [loarororka
KOMIIBIOTEPHOM MPE3CHTALUM K €€ IEMOHCTPALIH.

50. [lonsiThe 0  COBpPEMEHHBIX HMH(DOPMALMOHHBIX  TEXHOJIOTHAX. Buabl
COBPEMEHHBIX UH(DOPMAITMOHHBIX TEXHOJIOTUH U UX KpaTKasi XapaKTepUCTUKA.

51. IlonsTHE O MyJIbTUMEUA TEXHOJOTUAX. MybTUMEIMA KaK BUJ UH(POPMAIIUH,
TEXHUYECKUN KOMIUJIEKC U ITPOrPaMMHBIN KOMIUIEKC.



