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1. MACHHOPT ®OHJAA ONEHOYHBIX CPEACTB

1.1. ObsacTb NpUMeEHEHUA

®onpa omeHouHblx cpeactB (POC) — HeoThemieMas dYacTh pabouei
nporpaMmbl  IUCHHMIUIMHBI  «TexHonmoruu  mmdpoBoro  oOpa3oBaHUsS» U
NpeHa3HaueH Jii KOHTPOJST U OLEHKH O00pa30BaTElIbHBIX JOCTHUKEHUM
CTYJICHTOB, OCBOMBIIUX MPOTrpaMMy JUCHUTLIAHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB

Henp @OC — yCTaHOBHTb COOTBETCTBHE YPOBHS  MOJTOTOBKH
oOyuatomerocsi TpeboBanusim PI'OC BO — OGakanaBpuaT Mo HampaBICHHUIO
noarotoBku  44.03.05 Ilegarornueckoe oOpa3oBanue (¢ JIByMsa MpodUIsSIMU
MOJTOTOBKH), YTBEPXIACHHBIM IMPUKa30M MHUHHCTEpCTBAa 00pa30BaHUS U HAyKU
Poccuiickoit ®enepauun ot 22 deBpans 2018 r. Ne 125 (¢ u3MeHEHUSIMHU U
nononHeHusiMu) U IIpodeccrnoHanbHbIM cTaHIApTOM, yTBEpKIEHHBIM [Iprnkazom
MunucrepcTBa TpyAa W couuaibHOM 3amuThl Poccuiickoir ®enepanuu «O0
yTBepKIeHun TnpodeccuoHambHoro crangapra «llemaror (memarormyeckas
JEATENIbHOCTh B cdepe JOIMIKOJIBHOT0, HA4aJIbHOTO OOIIEro, OCHOBHOIO OOIIEro,
cpenHero obmiero oopazoBanusi) (BOCIUTATENb, YUUTEIh)»» OT 18 okTsa0pst 2013 r.
Ne  544n (¢ wu3MeHeHHUAMHM ©  JomnojiHeHUsIMH), «OO0  yTBEpXKIEHUU
npodeccuoHanbHOro cranjapra «llegaror OMOIHUTENBHOIO 00pa3oBaHuUs AeTel
U B3pocibix»»  oT 22 ceHtsiOps 2021 r.  Ne 652H.,  COOTBETCTBYIOLIMX
po(ecCUOHANBHOM €SI TEIbHOCTH BIITY CKHUKOB.

1.3. Ilepeyennb komMmeTeHUHUil, GopMHPyeMbIX B Hpolecce OCBOEHHA
OCHOBHOI1 00pa30BaTe/IbHON MPOrPaAMMBI

[Ipouecc ocBOeHMsSI AMCLUMIUIMHBI — HampaBieH Ha  (OpMHUpPOBaHME
CJIEAYIOIIUX KOMIIETEHIIMM U UHAUKATOPOB UX JOCTHKECHUSA

Kox mo ®I'OC BO \ NHaukaTop 10CTHKEHUS

YHuBEpcalbHbIE

VYK-1.1. JleMoHCTpUpYET 3HAHUE
0COOEHHOCTEH CHCTEMHOT0 U KPUTHYECKOTO
MBIIIJIEHUS] U TOTOBHOCTH K HEMY.

VYK-1.2. Ilpumensier noruyeckue GopMbl U
MPOLETyPHl, CIIOCOOEH K pe(IeKCHH 110
MOBOY COOCTBEHHOM M 9yKOU MBICTUTEIIHHOU

JESATEBHOCTH.
VYK-1. CnocobeH ocymiecTBIsATh OUCK, VYK-1.3. Aranin3upyer HCTOYHHK
KPUTUYECKHI aHAJIN3 U CUHTE3 HH(pOopMaIu, nH(pOpMAaIIUU C TOUYKU 3PEHUS BPEMEHHBIX U
MMPUMCHATH CHUCTEMHBIH moAXOoa AJid pEeIICHUA IMPOCTPAHCTBCHHBIX yCJ'IOBI/Iﬁ €ro
MIOCTaBJIEHHBIX 3a7a4 BO3HUKHOBEHHSI.

VK-1.4. AHanu3upyer paHee CI0KUBIIHECS B
HayKe OLIEHKH WH(OpMAIIUU.

VK-1.5. ConocTtaBisieT pa3Hble UCTOYHUKHU
MH(OPMAIINY C TIENTbIO BBISBICHUS HX
MPOTUBOPEUYUI U TOMCKA JOCTOBEPHBIX
CYXICHUU.

YK-1.6. ApryMeHTHpOBaHHO (HhOpMUPYET




COOCTBEHHOE CYX/ICHUE U OLICHKY
nH(pOpMauu, TPUHUMAET 000CHOBAHHOE
pelieHue.

VYK-1.7. OnpenenseT npaKTHYECKUE
MIOCTIC/ICTBUS MPEIOKEHHOTO PEILICHHS
3aJ1a4u.

Oo6menpodeccnoHalbHbBIC

OIIK-2. CniocobeH yuacTBOBaTh B pa3paboTKe
OCHOBHBIX U JOTIOJHUTEIBHBIX
00pa3oBaTeNbHbIX IPOrpaMM, pa3padbaTbiBaTh
OT/IENIbHBIC UX KOMIIOHEHTHI (B TOM YHUCJIE C
UCIOJIb30BaHUEM HH(POPMAIIIOHHO-
KOMMYHUKAITMOHHBIX TEXHOJIOTHI)

OIIK-2.1. Pa3zpabaTbiBacT mporpaMmpl
y4e0HBIX MPEAMETOB, KyPCOB, TUCIUTUIHH
(MomyJieit), mporpamMMBbl JIOTIOTHUTEITEHOTO
00pa3oBaHUs B COOTBETCTBUU C HOPMAaTHBHO-
IPaBOBBIMHU aKTaMU B cpepe oOpa3oBaHusI.
OIIK-2.2. IIpoekTupyeT HHIUBUIYaTbHbIC
00pa3oBaTelbHbIC MAPIIPYThI OCBOCHHS
IporpaMM y4eOHBIX MPEAMETOB, KYpCOB,
JTUCIUILIMH (MOAYJIe), mporpamm
JIOTIOJTHUTEIHLHOTO 00pa30BaHUS B
COOTBETCTBUH C 00pa30BaTEeILHBIMU
HOTPEOHOCTIMH 00YYaIOIIUXCS.

OIIK-2.3. OcymectBusieT oT60p
NeArOTHICCKUX U APYTUX TEXHOJIOTUH, B TOM
qrcie nH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX,
UCTIOJIB3YEMBIX MPH pa3pad0TKe OCHOBHBIX U
JIOTIOJTHUTEIIBHBIX 00Pa30BaTEIbHBIX
IPOTPaMM M MX 3JIEMEHTOB.

OIIK-9. CiocobeH mOHUMATh TTPUHIIMITBI
paboThI COBPEMEHHBIX WH()OPMAIIMOHHBIX
TEXHOJIOTHI U UCTIONIb30BaTh UX IS PEIICHUS
3a/1a4 Po(PECCHOHATILHON A TEIHbHOCTH

OIIK-9.1. Xapakrepu3yeT OCHOBHbIE
MIPUHIUIIB paOOTHI COBPEMEHHBIX
MH(POPMALIMOHHBIX TEXHOJIOTUI

OIIK-9.2. CnocobeH ucmosbp30BaTh
COBpPEMEHHbIE HHPOPMALIMOHHBIE TEXHOJIOTHH
JUISL pellieHus 3a1a4 npodeccrnoHalbHON
JeSITebHOCTH

OIIK-9.3. CnocobeH nucnob30BaTh HaBBIKU
BJIaJICHUSI COBPEMEHHBIMU
MH(POPMAIIMOHHBIMH TEXHOJIOTUSIMH IS
peleHus 3a1a4d NpoQeccuoHaIbHON
JeSITeTbHOCTH

[IpodeccronaabHble

1.4. Dranbl GgopmMHpPOBaAHUS KOMIIETEHUUI M CPeICTBA OLCEHUBAHUS

YPOBHS UX ¢OPMHPOBAHHOCTH

Jdranbl popMupoBanus komnereHuuii | KomnereHuuun KoHTpo1bHO-011eHOYHBIE

cpeacTsa / cmocoo
OlleHUBAHMS

VYK-1, OIIK-2, Y CTHBIN 0npoC, TECTOBBIN
Tema 1. Undopmaruka, Kak HayKa. OIIK-9 KOHTPOJIb, BBITIOJITHCHHE
MIPAKTUYECKUX 3aJaHUM

VYK-1, OIIK-2, YcTHBIN onpoC, TECTOBBIN
Tewma 2. YcTpoilcTBO KOMIIBIOTEDA. OIIK-9 KOHTPOJIb, BBIIIOJIHEHUE
MPAKTUYECKUX 3aJaHUN

Tewma 3. [IporpammHoe obGecrieueHne VYK-1, OIIK-2, VYcTHBIN onpoC, TECTOBBIN
KOMIIBIOTEPOB. OIIK-9 KOHTPOJIb, BBIIIOJIHEHHE




MPAKTUYECKUX 3aJaHUI
VYK-1, OIIK-2, VYcTHBIN onpoC, TECTOBBIN
Tema 4. KomnbroTepHble ceTH. OIIK-9 KOHTPOJIb, BBIIIOJIHCHUE
MPAKTUYECKHUX 32 IaHUI
YK-1, OIIK-2, [ToaroroBka MyJIbTUMEIUMHBIX
Tema 5. MynbTUMeIUITHBIE TEXHOJIOTUH. OIIK-9 MPE3EHTALUM, BBITIOJIHEHUE
MPAKTUYECKUX 3aJaHUI
. YK-1, OIIK-2, YCcTHBIN onpocC, TECTOBBIN
Tema 6. OcHOBBI HH(DOPMAITMOHHON
OIIK-9 KOHTPOJIb, BBIIIOJTHEHUE
0E30I1aCHOCTH. N
MPAKTUYECKHUX 3aIaHUH
Texkyuias arrecranus YK-1, OIIK-2, KontponbHas padota
OI1IK-9
IIpomeskyTouHas aTTecTALMS YK-1, OIIK-2, 3auer
OIIK-9

1.5. Onucanue nokaszaresed (pOPpMHUPOBAHUS KOMIIETCHIM I

KO)I KOMIIETCHIIUHA

Pe3ynbTatel cpopmMupoBaHHOCTH

YK-1. Cnocoben
OCYIIECTBIISATH TIOUCK,
KPUTUYECKHI aHAIN3 U
CHHTE3 HH(pOpMaInH,
HIPUMEHSTh CUCTEMHBIN
MIOJIXO/T JUISI PEIICHUS
MIOCTaBJIEHHBIX 3a]1a4

3HaTh MPUHIUIIBI TIOMCKa HHPOPMAIIH, KPUTHUECKOTO aHaJIN3a U
CUHTEe3a HHPOPMAIIMH, METOAUKH CUCTEMHOTO ITOAXO0a JIJIs PEIICHUS
MOCTaBJICHHBIX 3a4a4.

YMeTh 0CylIeCTBIATh IOUCK, KpUTUUECKUI aHAIN3 U CUHTE3
nH(OPMAIHH, TPUMEHSATh CUCTEMHBIN TIOIXOJI ISl PEIICHUS
MOCTaBJICHHBIX 3aJa4.

BnaneTs HaBbIKaMM MOMCKA, KPUTUYECKOTO aHAIM3a U CUHTE3a
nH(}OpMALINY; CTOCOOHOCTHIO MTPUMEHSITh CUCTEMHBIN MOIXOT IS
pEIIeHMS TOCTABJICHHBIX 3a7a4

OIIK-2. Cniocoben
y4acTBOBAaTh B
pa3paboTKe OCHOBHBIX
U JIOTIOJTHUTEIIbHBIX
00pa3oBaTeNnbHbIX
porpamm,
pa3pabaThiBaTh
OTICNbHBIC UX
KOMITOHEHTHI (B TOM
qHCIIe C

3HAaTh BO3MOKHOCTH HCIIOIL30BaHUI HCTOYHUKOB, HEOOXOIUMBIX IS
TJIAHUPOBAHUSI OCHOBHBIX M JIOTIOJIHUTEIILHBIX 00pa30BaTeIbHbIX
IIPOrPaMM B paMKax ICUXOJIOT0-NIEAarOrHueCKOM AEATEIIbHOCTH.
YMeTh BBIABIATH HHTEPECHI IETEH, X POAUTEIEH U 3aKOHHBIX
MpeACTaBUTENCH B OCBaBaeMOi 00J1aCTH OCHOBHOTO U
JIOTIOTHUTEIFHOTO 00pa30BaHUs M HHTEPIPETUPOBATH TOTyUYEHHbBIE
JTAHHBIE C UCTIOJIB30BAHUEM CPEJICTB MHPOPMAIIUOHHO-
KOMMYHUKALIMOHHBIX TEXHOJIOTUH.

BrnaneTs HaBbIKaMM OLIEHKH JINYHOCTHOW U METANIPEAMETHOM
COCTABJIAIOLIMX PE3YIBTATOB OCBOCHUSI OCHOBHBIX U JONOJIHUTEIBHBIX

HCII0JIb30BaHUEM
00pa30oBaTeNbHBIX IPOIPAaMM Ha OCHOBE AEATEIbHOCTHOIO MOAX0/a U
MH(OpPMaLMOHHO-
UCTOJIb30BAHUS CPEICTB MHPOPMALMOHHO-KOMMYHHUKAITMOHHBIX
KOMMYHHKAIIMOHHBIX .
. TEXHOJIOTHH.
TEXHOJIOTHH)

OIIK-9. Cniocoben
MOHUMATb TTPUHIIUITHI
paboThl COBPEMEHHBIX
UH(OPMAITMOHHBIX
TEXHOJIOTUH 1
HUCIIOJIB30BaTh UX I
pelieHus 3a1aq
npodecCHOHATbHON
ACATCIIBHOCTHU

3HaTh COBpeMEHHbIE MH(OPMAIIMOHHBIE TEXHOJIOTUU U ITPOrpaMMHBIE
Cpe/CTBa, B TOM YHCIIE OTEUECTBEHHOTO MTPOU3BOJICTBA MPH PEIICHUH
3a7a4 NpoQecCuOoHaIbHOM JIeITeNbHOCTH Ha 6a30BOM YpPOBHE,
COBpEMEHHBIC HH(POPMAIIMOHHBIE TEXHOJIOTHH U TIPOTPaMMHBIE
CpEeZACTBa, B TOM YHCJIE OTEUECTBEHHOTO MTPOU3BOJICTBA MPH PEILICHUH
3ama4 MpogecCHOHATBLHOM eI TeIbHOCTH Ha IPOIBUHYTOM YPOBHE.
YMeTb BEIOMpPATh COBpEeMEHHbIE HHPOPMALIMOHHBIE TEXHOJIOTHU U
IPOTPaMMHBIE CPE/ICTBA, B TOM YHCIIE OTEYECTBEHHOTO MTPOM3BOACTBA
MU PEeUIeHNUH 3a7a4 Npo(hecCHOHAIBHOM JesITeIbHOCTH Ha 0a30BOM
YPOBHE, BEIOMpATh COBPEMEHHBIE HH()OPMALMOHHBIE TEXHOJIOTUH U
IIPOrpaMMHBIE CPEJICTBA, B TOM YHCJIE OTEYECTBEHHOTO IIPOU3BO/ICTBA
IIPU pEIICHNH 33/1a4 TPo()eCCHOHATBHON AEATeIbHOCTH Ha




MPOJIBUHYTOM YpPOBHE.
Brnagetrs HaBbIKaMU TPUMEHEHHUS COBPEMEHHBIX HH(OPMAaLIMOHHBIX

TEXHOJIOTHI U MPOTPAMMHBIX CPEJCTB, B TOM UHCJIE€ OT€UYECTBEHHOTO
MIPOU3BO/JICTBA, PU PEUICHUH 3a/1a4 MPOPECCHOHATBHON

NESTEIbHOCTH Ha 0a30BOM YPOBHE, HaBbIKAMU IPUMEHEHHUS

COBpPEMEHHBIX HH(POPMAITMOHHBIX TEXHOJIOTHI U TPOrPaMMHBIX
CPEJICTB, B TOM YHCJI€ OT€YECTBEHHOTO TPOU3BOCTBA, IPU PEIICHUU
3a/1a4 npodeccuOHANbHOM IeATeIbHOCTH Ha MPOJIBUHYTOM YPOBHE.

1.6. Kpl/ITele/l OIICHUBAHMUSA KOMHeTeHHI/Iﬁ Ha PpasHbIX I3Tanmax Hx

¢popMupoBanusn

Buj yueOHoit padoThI 0aJI0B

KoanuecTBO

O0P0 | 0-390

300

YcTHBIC OTBETHI Ha CCMUHAPCKUX 3aHATUAX

BrlmosiHeHUe ¥ 3aIKTa IPAKTHYECKUX / TaOOPATOPHBIX paboT 60

CamocrosrenbHas padoTta

30

Wubie BuabI yueOHOM paboThl (MOArOTOBKA MIPE3EHTALINH, 10
HamucaHue pedepara, perieHue 3aaa4 v Jp.)

Bcero

100

HaxkonureanHasa cucreMa oneHuBanud nmo 100-6aipH0M mkaJie

YerpipexdaiibHas
CHCTeMa OLleHMBAHUSA
JK3aMeHa

100-0anbHas
IKAaJIa

BykBennas mkaJja, coorsercryromas 100-
0aJJILHOH MIKaJIe

Cucrema
OLIEHHBaHUA
3ayera

OTIN4YHO

90-100

A — OTJINYHO — TEOPETUUECKOE COJICPIKAHIE
Kypca 0CBOEHO MOJHOCTBIO, 0€3 po0esoB;
HEeo0XO0/IMMbIE IIPAKTHYESCKUE HAaBBIKH PabOThI
C OCBOSHHBIM MaTepHaIoM C(OPMUPOBAHbI;
BCE IIPElyCMOTPEHHBIE IIPOTPaMMOi
00yueHUs yueOHbIC 3aJaHUsT BBITOJHEHBI,
Ka4eCTBO MX BBIIIOJHEHHS OLEHEHO YUCIOM
6aynoB, GJIM3KUM K MaKCUMAJIBHOMY

Xopowo

83-89

B — oueHb X0OpO1IO — TEOPETUIECKOE
CoZiepKaHHe Kypca OCBOCHO MOJHOCTEIO, 0e3
po06enoB; HeoOX0UMbIEe IPAKTHIECKUE
HaBBIKH Pa0OTHI ¢ OCBOEHHBIM MaTepUaioM B
OCHOBHOM c(hOpMHPOBaHBI; BCE
Ipe/lycCMOTPEHHBIE IIPOrpaMMON 00y4eHHs
yueOHbIe 3aJaHusl BBIITOJIHEHBI, KAYECTBO
BBITIOJTHEHHS OOJIBIIMHCTBA U3 HUX OLICHEHO
9HCIOM 0aIoB, OJIM3KUM K MAKCHMAJIbHOMY

Xopo1io

75-82

C — XOpOIIIO — TEOPETUIECKOE COICPIKAHME
Kypca OCBOCHO MMOJHOCTHI0; HEKOTOPBIS
MPAaKTUYIECKHUE HABBIKU PAOOTHI C OCBOCHHBIM
MaTepuasoM c(hOPMHUPOBAHBI HEIOCTATOYHO;
BCE MPEIyCMOTPEHHBIE TPOrPaMMOi
00yJeHHs yueOHbIC 3a]JaHUs BHIITOTHCHEI,
Ka4yeCTBO BBLIIIOJIHEHHS HU OJHOIO U3 HUX HE
OLICHEHO MHHUMAJILHEIM YKCIIOM 0alioB,
HEKOTOPBIC BUJIbI 3aJJAHHI BHITIOJHCHEI C
omnoKamMu

YHOBHCTBOPI/ITGHLHO

63-74

D — y10BiIE€TBOPUTENHHO — TEOPETHYECKOE
coJiepXKaHue Kypca OCBOEHO YaCTHYHO, HO
po0eIBl He HOCAT CYIIECTBEHHOTO
XapakTepa; HeoOXOJMMEbIe TPAKTHICCKHE
HaBBIKH Pa0OTHI C OCBOCHHBIM MATEPHAJIOM B

3aureHo




OCHOBHOM C()OPMHUPOBAHEI; OOJBLITHHCTBO
MPEIyCMOTPEHHBIX MPOrPaMMON 00yJICHUS
y4eOHBIX 3aJ]aHUH BBITIOJHEHO, HEKOTOPHIC U3
BBINOJIHCHHBIX 33J[aHUN COACPIKAT OIMOKHU

Y 10BIETBOPUTEIHHO 50-62 E — mocpezncTBeHHO — TeOpeTHYECKOE
CoJIepKaHne Kypca OCBOCHO YaCTHYHO;
HEKOTOPBIE NIPaKTUYECKUE HABBIKK PAOOTHI HE
c(hOpMHUPOBaHBI, MHOTHE MTPEIYCMOTPEHHBIE
y4eOHOi1 mporpamMmoii 00ydeHus yaeOHbIe
3a/IaHMs HE BBIIOJTHEHBI JTHOO KaueCTBO
BBITIOJIHEHHBIX HEKOTOPBIX M3 HUX OLIGHEHO
YUCIIOM 0aJUIOB, OJIM3KAM K MUHHMAJIEHOMY

HeynosnerBopurensHO 21-49 FX — HeyIOBIETBOPUTENBHO — TEOPETUIECKOE
CoJiepKaHNe Kypca OCBOCHO YaCTHYHO,
HE0OX0ANMBIE MPAKTHYECKUE HABBIKK paboThI
C OCBOCHHBIM MaTepHaioM He
c(hOopMUPOBAHBI;, OOJIBITHHCTBO
IIPEIyCMOTPEHHBIX Y4eOHOI nporpaMMoint
00y4eHust yueOHbIX 3a/laHUi HE BBITIOJIHEHO
7100 KayecTBO UX BBIIIOJTHEHUS OIICHEHO
YHCIIOM 0aJIOB, ONM3KNM K MUHUMAaJIbHOMY;
IIPY JOTIOJTHUTEIBHO CaMOCTOATEIHLHOM
paboTe HaJl MaTepHaIoM Kypca BO3MOXKHO
MIOBBIIIEHHNE KaU4€CTBA BBITIOJIHEHNUS YICOHBIX
3aJaHuN

He 3auteno

HeynosnerBopurensHO 0-20 F — HEYyTOBIIETBOPUTEIEHO — TEOPETHIECKOE
coZiepKaHue Kypca He OCBOCHO;
HEOOX0AUMBIE IPAKTHYECKNE HABBIKU PabOThI
He c(OPMHUPOBAHBI; BCE BBHITIOJIHEHHBIE
yueOHbIe 3aJaHusl COJiepIKaT rpyOble OIIMOKHY;
JOIIOJTHUTENbHAs CAMOCTOSATENbHAs paboTa
HaJl MaTepHajIoM Kypca He IPUBEIET K
KaKOMY-JIHM0O0 3HAYMMOMY MOBBIIICHUIO
KAuecTBa BBIIOJHEHHS YUeOHbIX 3a1aHHl

2. KOHTPOJIBHO-OEHOYHBIE CPEACTBA

2.1. OueHo4YHBbIE CPEACTBA TEKYILEro KOHTPOJIs (TUIOBbIE)
Bonpocsl 1J1s1 yCTHOT0 onpoca:
1. B dyem 3akiro4aroTCs OCHOBHBIE TpEOOBaHUS TEXHUKUA OE€30MAaCHOCTU TIPH
BBITIOJTHEHUHU JTA0OPATOPHBIX PabOT?
HazoBuTe 0OCHOBHBIC TEXHUYECKHUE CPEACTBA TIEPCOHATBLHOTO KOMITbIOTEpa?
YKaKHTe MOPSIOK BKIIOYEHUS U BBIKITFOUCHHUS YCTPONUCTB KOMIThbIOTEpa?
Kakue tunel kmaBuatyp Bel 3HaeTe?
Uto takoe QWERTY ?
VYerpoiictBo knaBuarypsl IBM-COBMECTUMBIX KOMITBIOTEPOB?
VKkakuTe Ha3HAYCHUE OCHOBHBIX KJIABUIN KJIABHATYPHI IEPCOHAIBHBIX
KOMITbIOTEPOB?
8. Kaxum o6pa3zom ocyiecTBisercs paboTa ¢ KUPUIUIALICH B KOMITbIOTEpax?
9. Yro Takoe cienoi meton nuchkma? B ueM cocrouT npodeccuonanbHas padbora
Ha KJIABHATYPE MEPCOHATHHOTO KOMIIbIOTEpa?
10. B kako# mocienoBaTeaIbHOCTH JOJKHA N3Y4YaThCs KIIaBUATypa MePCOHATHLHOTO
KOMIbIOTEpA?
11. Kak mepedTH B PEXKHUM PYCCKOro (aHTIMKUCKOro) mpudTa Ha KiIaBUATYype
KOMIIbIOTEpa?
12. Hasnauenue nanenu 3amaua?

No koD




13. Kak BbI3BaTh Ha SKpaH TIJaBHOE CUCTEMHOE MeHI0? OCHOBHBIE ITyHKTHI
TJIABHOTO CHCTEMHOTO MEHIO.

14. Kakoi cMBICT BJIOKEH B IOHSTHE Manka?

15. KakoBo Ha3HaueHue nanku Mo KoMrnbsroTep?

16. B gem 3akimouaercs Ha3HadeHue nanku Kop3una?

17. Ha3oBUTE OCHOBHBIE JIEMEHTHI OKHA MPUIT0KEHUS.

18. Kakue BO3MOXXHOCTH MO JIEUCTBUIO C OKHAMU Ha pabodem ctojie Brl 3Haere?
19. HazoBute u3zBecTHbie Bam crioco0OblI 3amycka NpuiiosKeHHM.

20. Jlns yero ucnonb3yeTcs JieBas kiaBuiina Meimu? [IpaBas kinauima?

21. Kak MOXHO c03/1aTh sIpJIbIK Ha PaGodem ctose?

22. Yem oTiMyYaeTCs CrielUalIbHOE MePEeTaCKUBAHUE OT OOBIYHOTO?

23. Uto monumarot mnoj 6ydepom oomena? KakoBo ero HazHaueHue?

24. Tlosicaute otnnuue komauj Beipe3ats u KonupoBats.

25. C xako# 1enbio coznana nporpamma [IpoBoaHuk?

26. CKOJIBKO CYIIECTBYET CIIOCO00B BXoAa B mporpammy [IpoBogHuk?

27. IlepeuncivuTe OCHOBHBIC AJIEMEHTHI OKHA ITPOBOTHUK.

28. Jlyis wero npeaHa3HadeHA MEXKIaHETbHAS TpaHuIa’?

29. Kakas wunHpopMmanus BbeBOAUTCI B CTpPOKE COCTOSHHS TPOTPAMMBI
[TIpoBOoaHUK?

30. Kakoii anmeMeHT (haiiioBoil CCTEeMbl HAXOIUTCS Ha JIEBOM MaHen?

31. C noMomipIo Kakoro 3Hayka MOXHO CBEpHYTh JlepeBo marok?

32. Jlns yero npeaHa3HaYeHbl 3HAKU + U — IpU paboTe ¢ AePEeBOM Marok?

33. OnumuTe NopsI0K CO3aHUsI HOBOM IMAIKH.

34. [lepeuncnure criocoObl yAaleHUs] 00HEKTOB.

35. OnumuTe MOpSAIOK TepeuMeHoBaHusA 00bekTa. Kakoe mocnemnee aeiicTBhe
HAJI0 BBITIOJIHUTH MPHU OTIEPAIINH TTEPEUMEHOBaHUS (aiiyia uiu nanku?

36. [lepeuncnure criocoObI KOMMPOBAHUS U TIEPEMEIIEHUS 00BEKTOB.

37. C xakou menpto wucnonb3yercs knaBumia CTRL mpu BbimeneHW# Trpymnimbl
00BEKTOB?

38. C kakoit nenpto mcmonb3yercs kiaBuima SHIFT mpu BeiaeneHum rpymnimsi
00BEKTOB?

39. [lepeuncnure ¢Gopmbl TpeaAcTaBieHUs HWHOOPMAMK HaA TMPABOM TaHEIn
[IpoBonHUKA.

40. B yem oTimuue oneparuy KOnmupoBaHus (METOIOM NiepeTacKuBanusl) (aiiina Ha
JPYTOM TUCK OT KOMUPOBAHUS B APYTYIO MAIKy TO e JAucKa?

41. B yem ornuume mepemernieHus (aitia Ha APyrol AUCK OT TMEPEMEIICHUS B
JIPYTYIO MKy TO e JAucKa’?

42. Kakue cucTeMHbIe OMepalii MOXXHO MPOBOAUTH MPH MCIOIB30BAHUH MPABON
KHOTIKM MBIIITH?

43. Yto moHUMaeTcs MoJi apXuBanuent ¢panaon?

44, Kak BBIYUCIIUTh CTENEHb COKATHS?

45. [lepeuncnure Ha3BaHUs HauboJiee MOMYJIIPHBIX apXUBATOPOB?

46. Tlepeurcnute TUIBI Paiia apXUBOB?

47. Kakolt apXuB Ha3bIBaIOT CAMOPACIIAKOBBIBAIOITUMCS?

48. B kakux ciayyasx NpUMEHSIOT pacipeeieHHbIe apXUBbI?

49. Onumure npaBuiia apxXuBauu Qaitnos B ¢aiin apxupa?

50. Kakue BbI 3HaeTe CriocoObl pacrakoBKy (HaiioB U manok u3 dain apxusa?



51. Kak ycTaHOBUTbH 3allIUTy apXuBa?

52. Kakue npwioxenuss Windows sBISIFOTCSI CTaHAAPTHBIMU ?

53. Kakum 00pa3zom 3amycKaroTcsi CTaHIapTHBIE MPUIOKEHUS?

54. B ueMm COCTOUT pa3iudre MEeXAY OObIYHBIM U HHKEHEPHBIM KAJIbKYISITOPOM?
55. Uto HyXHO cenaTh, 4TOOBI B BIIOKHOTE aBTOMaTHYECKH BCTABIISIACH TEKYIIast
nara?

56. Kak MoxxHO niepemecTuTh ¢pparmeHt ogHoro nokymenta WordPad B npyroit?
57. Kakum 06pa3omM MOKHO HalTH HEOOXOIUMBIA (PparMeHT TEKCTa B JOKYMEHTE
Y 3aMEHUTb €T0 Ha JIPYroi?

58. Kak M0xHO oT(opMaTupoBaTh ab3all C HOMOIUILI0 TOPU3OHTAIILHON JIMHEHKHN ?
59. KakoBsl oTiimuusi TekctoBoro mnpoieccopa WordPad ot TekcToBoro pemakropa
broknot?

60. Kakue Busbl rpadyecKux pelakTopoB BbI 3HaeTe?

61. Uto Takoe muKcens?

62. Inst gero cimyxut [lanutpa unctpymentoB? L[BeroBas manutpa? Kak BbI3BaTh
UX Ha ’KpaH win yopaTh ¢ skpaHa? Kak BKIIOYUTH B pUCYHOK TekcT? Kak 3amath
mpudT?

63. Kak HapucoBath kpuByto unuto? [Ipsmyro nuxnio?

64. Kakue purypsl MO>KHO HApUCOBATH C MTOMOIIBI0 HHCTPYMEHTOB?

65. OnuiuTe ABa crocoda BelieTeHUs (hparMeHTa pUCyHKa.

66. UTo MOKHO JieNiaTh C BBIACICHHBIM (hparMeHTOM?

67. Kak oTKOppEeKTUPOBATH MEJKUE JAeTAIN PUCYHKA?

68. B kakoM ciyyae MOKHO OTMEHHUTH BBITIOJTHEHHOE JIeHCTBHE?

69. Kak orMeHHUTH He3aBepIIEHHOE JIeHCTBHE?

70. [Touemy okHo Paint Hy>kHO pacmaxuBaTh Ha BECh dKpaH?

71. Yto Ttakoe ¢opmarupoBanue? Kak 3armyckaercst mporpamma (hopMaTupoBaHUS
nucka?

72. Yto Takoe mpoBepka aucka? Kak 3amyckaeTcs mporpaMmma MpoBEpKH TUCKa?

73. Uro Takoe nedparmentanmsa? Kak 3amyckaercss mporpamma aedparMeHTaIyu
nucka?

74. KakoBbI ITyTH MMPOHUKHOBEHUS BUPYCOB B KOMITBIOTEP W MPU3HAKU 3apayKCHUS
KOMITIbIOTEpA BUPYCOM?

75. KakoBsI ciocoObl 00HApYKEHHSI BUPYCOB U aHTUBUPYCHON MTPOPMITAKTUKNA?
76. Ilepeuncinure OCHOBHBIE MEPHI IO 3aIIUTE OT KOMIIBIOTEPHBIX BUPYCOB.

77. OnumuTe Ha3HAYEHUE AHTUBUPYCHBIX TPOTPAMM PA3JIMYHBIX THUIIOB.

78. HazoBuTte mnpumepsl COBPEMEHHBIX aHTHBUPYCHBIX MPOTPAMM M OIHUIIUTE HX
OCOOEHHOCTH.

79. Urto Takoe ¢haiaoBbIi MEHEKEDP?

80. Onumute uaTepdeiic Total Commander.

81. Kak BbIIeNIUTh HECKOJBKO (DAIOB, pACTIONIOKEHHBIX HE PSAAOM JIPYT C APYTOM?
82. Kakum 00pa3om MOKHO BBIJICIIUTD OIpeeIeHHbIE TUTIBI (haiisioB?

83. Kakas koMaH/1a TO3BOJISIET BBIJIETUTh BCE U CHATH BbIEJICHHE?

84. B xakoMm pelakTope OTKpPHIBAETCS TEKCTOBBIM JOKYMEHT MO YMOJYAHUIO TIPH
peaaKkTUPOBAaHUU TEKCTOBOTO (haiina?

85. Kak co3nats spasik 118 ¢aiina? Kakoe y Hero pacumipenue?

86. Kak M0>XHO OBICTpO mepenMeHOBaTh (aiin?

87. Kak ynanuts ¢aitn, munysa Kopsuny?



88.
3TO
89.
90.
91.
92.
93.
94,
95.
96.
97.
98.
99.

100.
101.
102.
103.
104.
105.
106.
107.
108.
109.
110.
111.
112.
113.
114.
115.
116.
117.

Kakue nBa croco6a xonupoBaHus CymiecTByloT? Kakne koMaHAbl TO3BOJIAIOT
caenarb?

Kakas xomMaH[1a OCyIECTBISAET ONEPALMIO IEPEMELICHUS?

Kak MO>KHO cO31aTh apXMBbI U UX PACIIAKOBAThH?

Kak moxHO pa3outs (aiin u codpats ero BoeIuHO?

Yto takoe MS WORD?

Kak 3anmyctute MS WORD?

N3 xakux snemeHToB coctouT okHO MS WORD?

Kax 3akpbiTe o0kHO MS WORD?

Kakoe cranapTHO€ Ha3BaHHE UMEET OKHO JOKyMEHTa?

Kakoii cTaH1apTHBIN BU]T UMEET TEKCTOBBIN Kypcop?

Kak MUHUMH3UPOBATh OKHO JOKYMEHTA?

Kakum 00pa3oM MOKHO OTKa3aThCS OT TOJIBKO YTO BHECEHHBIX M3MEHEHUMN ?
Kak 0T0Opa3uTh (CKpbITh) MaHEIU UHCTPYMEHTOB?

Kakue cyiecTByroT crnocoObl 0TOOpaXKeHUsI TOKYMEHTa Ha SKpaHe?
Kak co3nats HOBBIM ab3all B TEKCTOBOM JIOKYMEHTE?

Kakue cyiecTByroT nanejiu UHCTPYMEHTOB?

Kakoe HazHaueHHe MacIITaAOHbIX JTUHEEK?

Kak 3akppiTe 0o0kHO MS WORD?

Kak co31ath HOBBII TEKCTOBBIA TOKYMEHT?

Kak OTKpBITh TOKYMEHT, YK€ COXpPAaHEHHBI paHee?

Kak coxpaHuTh CO3/1aHHBIA JOKYMEHT Ha JAUCKE?

Kak u kakue napameTpbl MOKHO YCTAaHOBUTD JIJIsI CTPAHUIIBI?

Kak onpeaenuTs KOJIUYECTBO CI0B, CHMBOJIOB, a03a1leB B JIOKYMEHTE?
Kak Beiienutsb ab3ai?

Kak BbIIenuTh npeanoxeHue?

Kak nepemecTuTh )parMeHT tekcra?

Kak ckonupoBaTh (parMeHT B 33JaHHOE MECTO TeKCTa?

Kak ormMeHUTH HEBEPHOE NEHCTBUE?

Kak BBIIETUTH BECh TEKCT?

Kak mpousBecTu BbIpaBHHBaHUE (¢parMeHTa TEKCTa OTHOCUTEIIBHO

CTpaHULbI?

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

Kak ynanute ¢hparment u3 texcra?

Kakas pa3zHuiia Mexay KOMMpOBaHUEM, TIepEMEIICHUEM, TIepeTaCKUBaHuEeM?
Kak 3amMeHHuTh )parMeHT TEKCTa BO BCEM JIOKyMEHTE?

Kakum 06pa3omM mpoBepuTh NMpaBUILHOCTH HAOPAHHOTO TEKCTA?

Kak u3meHuTs pazmMep CUMBOJIOB B OJJHOM CJIOBE?

Kakwue cymectBytoT 3 dexTsl aHnMaiuu mpudra?

Kakum o6pazom (pparmeHT TeKcTa 3aUTh IIBETHHIM (HOHOM?

Kaxk 3agaTh B a03arie KupHbIi mpudt?

KakuMy KHOTIKaMH TIOJIB3YIOTCS JJISi YMEHBINICHUS (YBETWYCHHS) OTCTyIa?

[Ipu paboTe ¢ yeM ATO UCTIONB3YETCS?

127
128
129
130

. Uro Takoe OyKBHIIa, KaK €10 BOCIOJIb30BAThCS ?

. UTo Takoe MapKUPOBAHHBIN CITUCOK?

. Kak u3MeHUTh MEKCUMBOJIBHBIN UHTEPBAJ B CIOBE?

.Kak ycraHoBUTH OTCTYyn TmEpBOM CTpPOKM a03ala Ha ONPEAEJIEHHOE

paccTosiHue?



131. Kakum 006pa3zomM MOKHO W3MEHUTh MEXKIYCTPOYHBIA MHTEPBAT B OTIACIHHOM
ab3ane?

132. Kak ObICTpO HAWTH BCE BXOXKJICHUS ONPEACICHHOTO CJI0BA B TEKCT?

133. Kakum 006pa3oM MOXHO MOAHATH (OIMYCTUTH) CHMBOJI (CJIOBO) OTHOCHUTEIHHO
0a30BOM TUHUU?

134. Kak u3MeHHUTh UHTEPBAII MEX 1y ab3aramu?

135. Kak co3naTth HyMEepOBaHHBIN CITHCOK?

136. Kak u3MeHuTs 11BET cUMBOJIa?

137. Kakum 00pa3oM MOXHO HM3MEHUTHb 3HAYOK MapKepa IpU HCIOIb30BAHUU
MapKUPOBAHHOTO CIHUCKa?

138. Kakum 06pa3oM HCIpaBUTh HEBEPHO HaOpaHHBIN CHMBOJI B TEKCTE?

139. Kak coxpaHuTh CO3JJaHHBIN JOKYMEHT?

140. Yem oTnauyaeTcsi MHOTOYPOBHEBBIA CIIHUCOK OT MAapKHPOBAaHHOTO WM
HYMEPOBAaHHOI'O CIIUCKOB?

141. Kakum 00pa3oM MOXKHO MOCMOTPETh, KaK OYyJET BBIMISAECTh JOKYMEHT IpH
pacrevaTke?

142. Kak pa30uTh TEKCT Ha JABE KOJOHKHU?

143. Kak BCTaBHUTbH B TEKCT MpUMEUaHUE?

144. Kakue JaHHbIE MOKHO aBTOMATUYECKU BCTABJISTH B KOJIOHTUTYJI?

145. Yrto Takoe 3akiaaka?

146. Kak nu3menuts ¢hopmat HyMepalmu cTpaHuil?

147. Kakum 06pa3zomM MOKHO MEPEUTH OT BEPXHETO KOJOHTHUTYJIA K HIDKHEMY (WM
Hao0opoT)?

148. Kak BCTaBUTb B TEKCT CHOCKY?

149. Kakue cymiecTByrOT BU bl CHOCOK? B uem paznuuue?

150. Kak pa306uth (hparMeHT TEKCTa Ha TPU KOJOHKHU ?

151. Kak ycTaHOBUTH pa3idWYHbIC KOJOHTHUTYNBI JJII TUTYJBLHOW CTPAHUIBI H
MOCIIETYFOIINX ?

152. I'me BHOCHUTCS aBTOp TOKYMEHTA?

153. Kak BCcTaBUTbH KOJOHTUTYJI?

154. Kak oCyIecTBUTh MEePEX0i MEXTy 3aKIagKaMHu B TEKCTe?

155. Kakum 00pa3oM yCTaHOBUTH pa3jMYHbIE MapaMeTpbl [JIsl HECKOJIbKUX
CTpPaHUI] OJJTHOTO U TOTO K€ TOKyMEeHTa?

156. Kak pa30uTh JOKYMEHT Ha pa3ieibi?

157. Kak BCTaBUTh HyMEpalHIO CTpaHULL?

158. Kak co3naTh B HOBOM pazjiesie KOJOHTUTYJI, TAKOU e, KaK B TIPEIbLIyIIeM ?
159. Jlns yero nmpegHa3HaueHa aHEh HHCTPYMEHTOB PrucoBanue?

160. Kakue 00beKTbl MOTYT OBITH B JOKYMEHTE?

161. Yro Ttakoe oObekT WordArt?

162. Kakue neicTBUsS MOXKHO MPOU3BOAUTH C rpadMyECKUMHU 00BEKTaMU?

163. Kakue cymiecTByroT ciocoObl 00TeKaHus rpauueckux 0ObEKTOB TEKCTOM?
164. Yto MO>XHO BCTaBUTh B IOKYMEHT KOMaH 10l BcTtaBUTh?

165. Kakue neicTBust MOXKHO MPOU3BOAUTE C aBTOPuUrypamu?

166. Kakum 06pa3zoM MOXKHO IPOU3BECTH (hOpMATUPOBAHUE HAJIITUCH?

167. Kak uzo0paxkeHue skpaHa epeHeCTH B TEKCT B BUE Tpapuiyeckoro oobekra?
168. Kak BctaBuTh KapTuHKy U3 ranepeu kouiekuuu ClipGallary?

169. Kak usmenuts pazmepsl 00bexTa’?



170. Kak o6BecTH CTpaHMIly XyA0KECTBEHHON paMKOn?

171. Kak co3nath aHUManuoOHHBIHN 3P ekt co mpudTom?

172. Yto Takoe aBTOGUTYPHI?

173. Kak BcTaBUTh HAAMHCH?

174. Kakum 00pa3oM H3MEHSIETCA TMOPSAOK  B3aUMHOIO  PAaCIOJIOKEHUS
rpaduueckux 0ObEKTOB?

175. Kakue TuIibl JIMHUNA €CTh B UHCTpYMEHTE pucoBanus Jlunun?

176. Kakue ecTb mapameTpbl HACTPOUKH Ipapuieckux 00beKTOB (M300paXkeHus)?
177. Kakue cymniecTByIOT KaTeropuu aBTopuryp?

178. Kak BbIieuTh rpadudeckuii 0OBbEKT, YIaIUTh?

179. Kak u3meHuTh crioco6 o0TeKkaHusi 00beKTa TEKCTOM?

180. Kak u3MeHuTh Ccroco0 3ajuBKU aBTOPUTYPHI?

181. Kak ucrnpaButh TeKCcT B 00bekTe WordArt?

182. Kakum 06pa3oM MOKHO MPUAATH 0OBEMHBIN BUJT O0BEKTY?

183. Kak 3arpy3uTh pHCYHOK B BUJI€ 3QJIMBKU aBTO(UTYPHI?

184. Yto Takoe Tabnuma?

185. Kak BcTaBUTH CTPOKY B TaOIHILYy?

186. Kak 3ameHUTH mpU(PT TEKCTA B OTJCITHHON STUCHKE?

187. Kakum 06pa3oM MOKHO MepeMemaThes mo tadnuie?

188. Kak n106aBuTh TabIUIly B TEKCT?

189. Kak ynops/1o4uTh CTPOKH B TaOJIHIIE IO HEKOTOPOMY IIPU3HAKY?

190. Kak 00beTUHUTD STYCHKHU B TAOIUIE B OHY?

191. Kak u3mMeHUTh pacroI0KeHUE TPAHHUI] sTYCEK?

192. Kak co3nath Tabauily METOIOM IPe0Opa30BaHus TEKCTA B TAOIHUILY?

193. Kak BBIpOBHSTH JJaHHBIC B sueiKe?

194. KakoBo HazHaueHue naHenu TaOauIsl U TpaHUIIbl?

195. MO>KHO 71 BCTaBJIATh PUCYHKH B TYCHKN TaOIUIIBI?

196. 13 kakux dJIEMEHTOB COCTOUT Ta0UIa?

197. YUto Takoe 3akjajaKa, ee Ha3HaueHHUe?

198. Kak co3nate Tabiuiry ¢ moMorisio koMmanael HaprcoBats Tabauiry?

199. Kak u3mMeHHUTH MIUpUHY CTONOIA (BCE CITOCOOBI)?

200. Kakue ocHOBHbIE (DYHKIIMH MOKHO KCIIOJIb30BaTh MpH pacuetax B Word?
201. Kakwue ciocoObl mpeoOpa3zoBaHus TaOIHI] CYIIIECTBYIOT?

202. Kak npou3sBecTy 3aJUBKY STYEHKHU?

203. Kakum o0pa3oM MOKHO HCIIOJIb30BaTh JaHHBIE W3 OJXHON TaONMIBI TIpH
MIPOBEICHUH PACUYETOB B JIPYTOit?

204. Kakum 00pa3oM MOKHO TIpeoOpa3oBaTh TaOJIUIlY B TEKCT?

205. Kak BBOASITCSA JaHHBIE B STYEHKY?

206. Kak 3a71aTh KOJIMYECTBO CTPOK U CTOJIOIOB B TAOIHIIE?

207. Kak yganuts cTosoer u3 TaOauIsl?

208. Kakum 00pa3oM MOKHO pa3feuTh SiYEUKY B TAOIUIE HA HECKOIBKO?
209. Kakue Timbl 1uarpaMM Bbl 3HaeTe?

210. Kak BcTaBUTh B TEKCT MaTEMaTHUECKYIO popMmyy?

211. Kak BCTaBUTh B TEKCT AUarpaMmy JjIsl 3aIaHHOM TaOIUIIbI?

212. Kaxk BbI3BaTh MacTepa aAuarpamm’?

213. Kak OTKpBITH OKHO pemakTopa ¢GopMyi, YTOOBl OTPEIAKTUPOBATH TOTOBYIO

popmymy?



214. Kak BcTaBuTh B popMyITy mabJIOH IpOOH WK paguKaa?

215. Kakum 06pa3oM MOKHO U3MEHUTH LIBET Psifa TaHHBIX?

216. [lpy w3MeHEHWM [aHHBIX B TaOmWIe, MO KOTOPOM ObUIA TOCTpOEHA
TuarpaMMa, U3MEHUTCS JIM caMma rarpamma?

217. Kak u3MeHUTh pa3Mepbl TuarpaMMabl?

218. Kak ynanuth quarpammy?

219. MoXHO JI ¥ KaK U3MEHUTH (DOH 00JIACTH TOCTPOCHUSI THATPAMMBI?
220. 3 xakux objacTei COCTOUT Auarpamma?

221. Kak BcTaBUTH B (hOpPMYJTy IIA0JIOH CYMMBI UJTW TIPOU3BEACHUS psijga’?
222. Kakum 00pa3oM MOXKHO U3MEHUTh pa3Mephl CO3aHHON (HopMYyIIbI?

223. Yto takoe nerenna? Kakue neicTBUs ¢ JereH10ii MO>KHO TIPOU3BOIUTH?
224. Yto Takoe 1noJjie B TEKCTOBOM JIOKYMEHTE?

225. Kakue THIbI TIoJIeH CyIIeCTBYIOT?

226. Uto Takoe KO U 3HAYEHHUE HOIEH?

227. Kak BCTaBUTH B IOKYMEHT 10Jie?

228. Kak nepekitoyaroT Ko U 3HaYeHHE OIS ?

229. Kak 0OHOBIISIFOTCS 3HAYCHUS TTOJICH ?

230. Yro Taxoe moss popmbl? Kakue CymecTBYOT TpH MO GOPMBbI?

231. Kakue moKyMeHTHI Ha3bIBAIOT IMIa0JIOHAMU?

232. C xakuM paciupenueM coxpansitorces madiaonsl B WORD?

233. Kakumu crioco6aMu MOKHO CO371aTh COOCTBEHHBIN 11a0I0H?

234. YTto 03HaYaeT TEPMUH «AJEKTPOHHAS (hopMar?

235. Kak HacTpOuTh MapaMeTphl MOJeH IEKTPOHHON (GOpMBI?

236. Jly1s1 9ero 3aluInarT CO3/IaHHbIC AJIEKTPOHHBIE (hOPMBI?

237. Kak 3aluTuTh 2IEKTPOHHYI0 hopMy?

238. Kak BHECTH M3MEHEHHUSI B CYIIECTBYIOIIYIO JICKTPOHHYIO (hopmy?

239. Yro Takoe ctuim popMaTupoBaHus?

240. Kak mepeiiTu B peXuM 0ToOpakeHus qokymeHTa CTpykTypa?

241. YTo TaKoe 3arojOBOK M €T0 YPOBEHB?

242. Kak mepeMecTUTh a03all TeKCTa B PeKUME CTPYKTYPhI?

243. Kak n3MeHUTh YPOBEHb 3aroJioBKa?

244. Ha3naueHue cxeMbl JOKyMeHTa?

245. Kak obecneynTh aBTOMAaTHIYECKOE IIOCTPOCHUE OTJIABIICHHUS?

246. Kax BCcTaBUTh B IOKYMEHT OrJIaBJeHHE?

247. YTo Hy» HO JIJIi aBTOMAaTHYECKOTO TTOCTPOCHUS CITUCKA WILTIOCTPAITHii?
248. Kak 1006aBUTh B JOKYMEHT CIHCOK HILTIOCTPAITUi?

249. Yto Takoe MpeaMETHBIN yKa3aTeslb U KaK OH BCTaBJISIETCS B JOKYMEHT?
250. Kak mepememiarscsi Mo OOJBIIOMY TEKCTY C MOMOIIBIO OTJIaBJICHUS, CIUCKA
WJUTIOCTPAIIMIA U TIPEAMETHOTO yKa3aTess?

251. Kakue 10KyMEeHThI HEOOXOAUMBI JIJIS Mpolecca CIUsiHUs?

252. B xakoM BHJ€ NOJDKEH OBITH MOATOTOBJIEH UCTOYHHUK JAHHBIX IS CIUSIHUS?
Uro sBIISIeTCS MOJISMU U 3aIUCSIMU B UCTOYHUKE TAHHBIX ?

253. B kakoil MOMEHT MOKHO PacCTaBUTh MOJISI CIAUSHUS?

254. Kak BBINMOJHAIOTCA PUIBTpAIUS U COPTHUPOBKA?

255. Kak ompefenutb KOJUYECTBO TOJYYEHHBIX B pe3yJbTaTe CIMSHUS
JIOKyMEHTOB, HE BBITIOTHSS CAaMO CIIUSHHE?

256. Kyna MOXeT BBITIOJHATHCS CIUSIHUE (IPOCMOTP BCEX 3amucei)?



257. Kakwue smemenTsl Word MOXKHO HaCTPOUTH?

258. Kak HacTpouTh maHelb ObICTPOTO AOCTymHa?

259. MOHO JT1 HACTPOUTDH BKJIAJKN?

260. Kak BoccTaHOBUTH HACTPOUKH 110 YMOTYAHUIO?

261. MOXHO T pa3MeCTUTh Ha MaHeTu OBICTPOTO TOCTYIIa KHOIIKU CTHIICH?

262. Kak co3maroTcsi MaKpOChI?

263. Kak HazHayuTh MakKpocy: ObICTpOE COYETaHHWE KIJIABUII, KHOIMKY Ha IMaHENu
ObICTpOro JToCTyMma?

264. I'ne MOXKHO COXpaHATh Makpochl? Pa3nuuusi B UX JOCTYIHOCTH MPHU Pa3HBIX
MECTax COXpaHEeHHUS.

265. Yto Takoe onudpoBka?

266. Kakue 3tansl BKIOYaeT B ce0s mporiecc onuppoBKU?

267. 3aueM HY>KHBI TPOTrPAMMBI PACIIO3HABAHMSI TEKCTA?

268. Kak mpoucxoaut pacrno3HaBaHue TEKCTa?

269. Kakue mporpamMmbl pacro3HaHus TeKcTa Bbl 3HaeTe? Kakumu mosib30Baivch?
270. Kakoe pasperieHue SBISETCS ONTHUMAIBHBIM JJIsi CKAaHUPOBAHUS TEKCTa,
U300pakeHUun?

271. Kak MOKHO OCYIIECTBUTD MPEABAPUTENBHBIN IPOCMOTP TOJIBKO MEPBBIX JBYX
CTpaHUIl JOKYMEHTA B ONPEIeIEHHOM MacIiTabe oToOpaxkeHus?

272. Kak MOXHO BBIBECTH Ha Te€4aTh S5 SK3EMIUIIPOB IMEPBON CTPAHUIIBI
JIOKyMEHTa?

273. Kakas undopmanus 3a7a€Tcsi B UAIOTOBOM OKHE [lapamempul cmpanuyvl?
274. Yto Takoe KOJOHTUTYJI?

275. Kak co3aaTh KOJIOHTUTYJIBI Ha MEPBOM CTPAaHMIIE JOKYMEHTA OTJIMYHBIE OT
KOJIOHTUTYJIOB OCTaJIbHBIX CTPAHUIL?

276. Kakas uHbopmMaIusi MOKET HaXOJIUThCA B KOJIOHTUTYJIaX ?

277. Kak HamedataTh 4acTh JOKYMEHTa?

278. Croco0Osr1 3ammycka Excel. CtpykTypa okHa Excel.

279. Haznauenue knonok CBepHyTh, BoccTaHOBUTH, 3aKpbITh, PacmaxHyTh Ha Bce
OKkHO. OTnnune KHONOK CBEPHYTh U 3aKpPbITh.

280. Pabora ¢ aneMeHTaMu MEHIO: CIIOCOOBI TOCTYTIA K AJIEMEHTaM TJIaBHOTO MEHIO
U ToaMeHI0. Buabsl 3aroiioBkoB MeHIO. Bbeixom u3 MeHIO 0€3 BBIMOTHEHUS
KOMAaH/IbI.

281. Ha3znauenue mnaHeneil WMHCTpyMEeHTOB. Pa3merieHue maHeneil Ha SKpaHe.
Bxrouenue/oTkroueHue naneneil. Kakue nanenm pekoMeHayeTcs 0ToOpakaTh Ha
JKpaHe.

282. Haznauenue ctpoku BBoaa popmyi. Ee cocraBHbIe YacTH.

283. Uto Takoe kuura B Excel? U3 dwero cocroutr xuura? Kak mepexmrodarbcs
mexay kauramu? CTpykTypa okHa paboueil KHUTH.

284. Slpnblukd TUCTOB M paboTa C HHUMH: TNEPEKIIOYEHUE MEXIY JUCTaMH,
no0aBieHue JHCTA, yaaneHue JHCTA, NeperuMEHOBaHUE JHCTA,
nepeMenieHre/KOnupoBaHue JIMCTa. Y IPaBIeHUEe BUANMOCTBIO SIPJIBIYKOB JIMCTOB.
285. BBog B sueliky TekcTa. UTO SBISETCS TEKCTOBOW KOHCTAHTOM, Kakue
CUMBOJIBI MOYKHO HCIIOJIb30BaTh INpu ee Habope? K kakoil rpaHuue sdeilku
MPYKUMAETCS TEKCT?



286. BBo B sueiiky ymcia. Buasl uncimoBeix KOHCTaHT. Kakue CUMBOJIBI MOKHO
UCITI0JIb30BaTh Npu BBOJE unciaa? K kakoi rpaHule SSYeKd NpHKUMAETCS YUCIO0?
Kak uucio npeobpazoBaTh B TEKCT?
287. BBon B sAueiiky matel u BpeMeHH. K KakoMy THIy JaHHBIX OTHOCATCSA 3TU
KOHCTAHTHI?
288. UTo MpOoNCXOAUT, €CIIM TIO ITUPUHE CTOIO0LA HE BXOIST:

a) TeKCTOBBIC JJaHHBIE?

0) uncna, 1aThl?
289. Broa B sueiiky popmynsl. C kakoro cuMmBosia HauumHaetcs dopmyna? Urto
oToOpakaercs nocie BBojaa (popmyiibl B siueiike? B crpoke hopmy?
290. Broxa B sueiiky gopmynsl. C kakoro cuMmBoiia HaunHaetrcs dopmyna? Yrto
oToOpakaercs mocie BBojaa (popmyiibl B siueiike? B crpoke hopmy?
291. Kakue 3Haku omepanuii ynotpebisitorcss B dopmyrnax? UTto mMoxkeT ObITh
onepangom? HazHaueHue ckoOOK.
292. Anpec sueiiku, kak oH (opmupyerca? J[Ba cmocoba BBoma B GopMyiry
anpeca. [loHsiTHE OTHOCUTEIHHOTO ajpeca.
293. Uto Takoe aOCONIOTHBIA aapec? deM aOCOMIOTHBIN aapec OTIWYAETCS OT
OTHOCHUTEJIBHOTO?
294. CMmemaHHbIid afpec, ero OTIMYHE OT OTHOCUTEIbHOTO U abcomotHOro. C
MOMOIIBIO KaKOW KJIABUIIIA MOKHO OBICTPO U3MEHATH THII ajjpeca B popmyie?
295. Kak BBITIOJIHAETCS CChUIKA Ha SYEHKY apyroro jucta Tekymiei kauru? Kakoi
BU/JI TPUHUMAET UJACHTU(PUKATOP STUCUKH MOCIIE BBITIOJHEHUS CCHUTKHU ?
296. Kak BBIMONHSETCSA CChUIKA Ha SYEHKY IPYroro JucTa apyroiu kauuru? Kakoi
BU/JI TPUHUMAET UACHTUPUKATOP SUECHKH MOCTIE BHIMOTHEHUS CCHUIKH?
297. IIpenmMyI1eCTBO MCIIOIB30BAaHUS UMEH SUeeK mepena aapecamu. Kak gaTe ums
STYCHKe, UCTIONB3YS CTPOKY hopMyn?
298. Kak matb nMs siueiike, UCTOIb3ys JUanoroBoe okHo «lIpucBoeHre nMeHm»?
299. Haznauenue Mactepa QyHKIIHIA.
300. CriocoOs1 Be130Ba MacTepa (hyHKITUH.
301. [Mopsimox BBOAa PyHKIINHU C UCTIOIB30BaHMEM Mactepa.
302. Brox aprymenToB (pyHkunu. B kakux ciydasx yJo0OHO BBOJUTH apTyMEHTHI C
KJIaBUATYPBI, @ B KAKUX C UCIIOTIH30BAHUEM MBIIIIN?
303. BBoJ BI10KEHHBIX (DYHKITHI U CIIOKHBIX (hOPMYII.
304. PenaktupoBanue GyHKIUN ¢ UCIIOIb30BaHHEM Macrepa.
305. Beimenenne OOBEKTOB (siueiikd, CTONOI@, CTPOKH, HHTEpBaia, JIHCTA).
Briaenenue HeCKOJIBKUX OOBEKTOB.
306. CriocoObI M3MEeHEeHUsI MUPUHBI ¢TOI011a? BBICOTHI CTpOKH?
307. Kak ckpbITh cTosoer/cTpoky? Kak packpbITh cTOI0€11/CTPOKY?
308. Kakumu criocobamMu MO>KHO BBITIOJIHUTH (popMaTUpOBaHKe 00bheKTa?
309. Kakue Bo3MOXHOCTH (opMaTHUpOBaHUs TMpeaocTapiser Bkiaaka Hlpudt
aoroBoro okHa Gopmar ssuenku?
310. Kakue  BO3MOXHOCTH  (OpMAaTUpPOBAHMS  MPEAOCTABISIET  BKIJIAJKA
BripaBHuBanue?
311. Kakue B0O3MOXXHOCTH (hOpMATUPOBAHUS PEJOCTABIISIET BKIaAKa [ paHuLib1?
312. Kakue Bo3MOXHOCTH (hOpMaTUPOBAHUS MIPEIOCTABISIET BKiIaaka Bua?
313. Kakue crangapTHele 4YHCTIOBBIE (QOpMaTBHl NPEAYCMOTPEHBI Ha BKIIAJIKE
Yucno? Yem xapaktepusyercs Kaxapiid popmat?



314. Korna ucrnonb3yeTcs mojib3oBatenbekuit hopmart? [Topsaok ero co3ganus.
315. YmpaBnsomue CMMBOJIBI MOJIb30BAaTEILCKOTO (hopMaTa AJis YUCla, TEKCTa U
JaThl.
316. Kak BeImosHsIeTCS KOupoBaHue ¢popmara?
317. Ha3nauenue aBToopmarupoBanus. Kak oHo BbimosHsercs?
318. Bosmoxnoctn  komauasl [IPABKA—OUUCTUTL mnpumeHHTENsHO K
dbopmaram
319. CriocoObl  BBHITIOJIHEHUS Ollepanuu  KonupoBaHus. CrnocoObl BBITOTHEHUS
orepanuu nepemenieHus. Yem otnuyaeTcsi KOMUPOBAHKUE OT MEPEMEILCHUS?
320. KonupoBanue/ mnepemMelieHue sueek, cojaeprkamux dopmynsl. Kak Biuser
ajJipecalids Ha KonupoBaHue? Ha nepeMeleHme?
321. Kak pabotaer komaHna MeH0 Ouuctuth? YUTO MPOUCXOAMT MPU OUUCTKE
coJiepkumMoro? mpu ouuctke Qopmara? mnpu ouuctke Bcero? Kakoil komanze
COOTBETCTBYET Ha)kaTue Ha kiasuiry Delete?
322. Komanaa Y manuTh MIPUMEHUTENBHO K CTOJIOIY, CTPOKE, TYeiKe, MHTEPBATY.
323. Komanga BcTaBuTh IPUMEHUTENBHO K CTOJIOITY, CTPOKE, STUCHKe, HHTEPBAITY.
Kyna BcraBisiercs ctpoka/cronden?
324. Ins 4ero IPUMEHSIETCS KOMaH/1a CrneuunanpHas BCTaBKa?
[TocnenoBaTeTbHOCTD €€ BHITTOJHEHUS.
325. Kak BhrInoHsieTcs: kKonupoBaHue ¢popmara? [t uero oHo He0OX0UMO?
326. 3anonHeHne MHTEpBasia sueek ¢ ¢opmynamu. Kak Biauser aapecanust B
dbopmye Ha 3anmoHeHne?
327. 3anoyiHEHUE UHTEPBAJIa YNCIIaMHU C 3aJaHHBIM IIarOM.
328. 3anotHEHUE HHTEpBAJIa:

O OJIMHAKOBBIM TEKCTOM

O OJMHAKOBBIMU YHUCIIAMU

O OJMHAKOBBIMU JaTaMHu

O YKCJIaMH C marom 1|

O JaTaMu ¢ 1marom 1?
329. Haznauenue ¢ynkiun ECJIM. KonmdecTBo mapaMeTpoB M MX Ha3HAUYCHHE.
[Ipumepsr.
330. Crpykrypa ycioBus pynkiuu ECJIN. Yto siBisieTcss 3HaYCHUEM YCIOBUSA?
331. BeipaskeHUs OTHOIICHUS: OTIepaIliy, ONlepaHbl, TPUMEPHI.
332. Jlorudeckue oneparuu: Ha3BaHWe, Ha3HaueHue napameTpoB. [Ipumepsr.
333. Kak BeIUUCIAIOTCS 3HAUCHUS JIOTHUEeCKuX oneparuii? [Ipumepsr.
334. Bnoxxennble ycnoBus. Bapuantel Binoxenus. [Ipumepsr.
335. OTobpakenne TekcToBbIX coodmeHuit B hynakuuu ECJIN. [Tpumepsr.
336. [logcuer KonmmyecTBa sA4YEEK BHYTPU JAMANA30HA, YJOBJIECTBOPSIOIIMX
3aJaHHOMY Kputepuro. [Ipumepsr.
337. CymmupoBaHue siYeeK, 3aJaHHbIX KpuTepuem. [Ipumepsl.
338. OTinuue ycioBHOro (hopMaTUPOBAHUS OT IPSIMOTO.
339. [Tops10K BBITOTHEHUS YCIOBHOTO (pOpMaTHPOBAHUS.
340. 3aganue yciaoBus. B yeM paznuiia npu ¢popMaTUPOBAHUH 11O 3HAYEHUIO OT IO
dbopmye?
341. ®opmaTtupoBaHue 1o 3HaueHuto. [Ipumep.



342. ®opmaTtupoBanue 1o dhopmyre. JJis Kakoi sIMeMKH MHTEepBajia 3aIChIBACTCS
ycnoBue? [lpaBwma gopMupoBaHus TUIA ajgpecaruu Ui S9YEeK, yYKa3aHHBIX B
dbopmyre.

343. Kak ¢opmupyeTcsi pe3ysbTaT, €CIu B BBIICICHHOM IWAIla30HEC OJHA WIIH
HECKOJIBKO STYEEK yAOBIECTBOPSIIOT HECKOJIBLKUM YCIOBHUSIM?

344. PenaktupoBaHue YCIOBHOTO hopMarta.

345. Y nanenue yciaoBHBIX (popMaToB.

346. [Touck sYeek, UMEIONTUX YCIOBHBIM (popmar.

347. OCcHOBHBIE MOHATHS AWArpaMM: psiIbl JAHHBIX, KATETOPHUM, THI, 3JIEMEHTHI
Jarpamm.

348. OcHoBHBIC TIpaBUIIa TOCTPOCHHMS qUarpaMM B cucteme Excel.

349. Coznanue auarpaMM ¢ UCIOJIb30BaHWEM MacTepa nuarpamm.

350. Coznanue rpaduxoB ¢ynkuuit. Kakolt Tunm amarpamMmbl HEOO0XOIUMO
WCITOJIB30BaTh JJIS IOCTPOCHUS TPapuKOB?

351. [TocTpoeHne MOBEPXHOCTEH.

352. [locTpoenune cedeHnii MOBEPXHOCTEH.

353. PenaktupoBanue aAuarpamMm U UX 3JI€MEHTOB.

354. dopmaTupoBaHUE TUArpamMM M X SJIEMEHTOB.

355. ®opMaTupoBaHUE TPEXMEPHBIX JHArPaMM.

356. [lonsiTHe MTMHUK TpPEeH/A, OCHOBHBIEC MMapaMeTphl JMHUU TPEH]IA, TUIIBI JTUHUN
TpeHaa

357. IloctpoeHue JIMHUM TPEHA.

358. AnmpokcuManus TabJIUYHON 3aBUCUMOCTH C MCIIOJIb30BAHUEM JIMHUU TPEH/IA.
359. IIporHo3upoBaHue ¢ UCTOIH30BAHUEM JIMHUU TPEH/IA.

360. dopmaTupoBaHKE U PEAAKTUPOBAHUE JIMHUU TPEH/IA.

361. Jlns kakux 3a71a4 UCIIOIb3yeTCs Mo100p mapamMeTpa?

362. [Topsimox ~ BBIIOMTHEHUST TOM0Opa TapaMeTpa. 3aloJIHeHHWE JJIEMEHTOB
nuanorosoro okaa [logbop mapamerpa.

363. 3amanne MOTPEITHOCTH BEIYHCIICHUH.

364. Pemenne HeMMHEHHBIX YPaBHEHUIA.

365. Ha3znauenue nmoucka pemieHusl.

366. BrinosiHeHre MOUCKa PEIICHMS.

367. Vcnonb30BaHue CIICHAPHUEB /11 MHOTOBAPUAHTHBIX PACYECTOB.

368. O0mias mnocTaHOBKa 3a7ad OINTUMH3ALMU. BuAbl 3a7ad  ONTHMHU3ALMUA:
JIMHEHHAs, HeJIMHEHHAS.

369. Pemmenue 3a1a4 ONTUMHU3AINH C UCTIOJIB30BAHUEM TTOMCKA PEITECHUS.

370. ns yero npegHaszHaueHo npusoxenue PowerPoint? Kak ero 3anyctuts?
371. Yto takoe npe3eHtanus? Yto Takoe craij?

372. HazoBuTe CIocoObI CO3TaHUS ITPE3CHTAIUH.

373. YUro Takoe mabiaon? Kakue cyriecTByroT BubI 1abaoH0B B PowerPoint?

374. Kakoe pacumrpenue uMmeet (aiist mpe3eHTanuu, madaoH Npe3eHTauu?

375. O0bacauTe Ha3zHaueHue Pexxnma ciaiigos.

376. Ha3BaTh OCHOBHBIE XapaKTEepUCTUKH Pexuma COpTHPOBIIMKA CIIAI0B.

37°7. Kak BBIMOJHUTH MOKa3 npe3eHTanun? HazpaTe criocoObl okasza
MPE3CHTAIIHH.

378. Uto Takoe aHUMAIHs?

379. Uto takoe nepexo cnaitnoB? [IpumMeps! mepexosa ciaimos.



380. INosicanTe MOHATHE MYJIHTUMEHA.

2.2. OueHoO4YHbIE CPeACTBA IS IPOMEKYTOUHOI aTTecTalNu (3a4eT)

Bonpocel 1Jis1 npoBeieHUs 3a4eTa

1. Tlonstue mapopmatuku. [Ipenmer u 3amaun HHPOPMATHKHY.

2. WudopmaTtuzanms o0mmecTBa 1 MECTO HH(POPMATUKHA B COBPEMEHHOM MUPE.

3. Ilonsitue wuHpoOpMaMK, €€ OCOOEHHOCTM U BUJBIL. DKOHOMHYECKas
uH(popmaIus, ee CBOMCTBa, CTPYKTYypa.

4. Ucropus OBM. [Tokonenuss 9BM. Pa3Butie nporpaMMHOro 00ecrieueHusl.

5. Ipunnune pon Helimana. OcoOeHHOCTH COBPEMEHHBIX KOMITBIOTEPOB.

6. Apxurektypa [I9BM. MarucrpainbHo-MoayabHbIN npuHiun. [lepudepuiinbie
U BHYTPEHHHE YCTPOUCTBA, CXeMa B3aUMOJICUCTBUS.

7. Pa3zButue xommbiotepoB IBM PC. Ilpuuunbl ycnexa nepcoHainbHbix DBM.
[IpyHIMO OTKPBITON apXUTEKTypbl. OrpaHUYEHHOCTH OOJACTU TPUMEHEHUS
nepcoHaIbHBIX DOBM.

8. HasHaueHwme OCHOBHBIX YycTpoiicTB DOBM: 1eHTpanbHOTO IIpoIeccopa,
BHYTPEHHEW MaMSATH.

9. Knaccudukanmms OSOBM. OcCHOBHBIE XapaKTEPUCTHUKHA  BBIYUCIHTEIBHON
TEXHUKHU.

10. Knaccuduxkarys mporpaMMHOTO 00ecriedeHusl.

11. Opranuzanus (aitioBoit cucremMbl W OOCTy>KUBaHUE (DAMITIOBON CTPYKTYpPHI
MEPCOHAILHOTO KOMITBIOTEPA.

12. BeraucnureabHble CUCTEMbI, HA3HaYEHUE, KJIacCU(pUKaIUs, apXUTEKTypa.

13. HazHauenue nmporpaMMHBIX CPEJICTB, UX KiIacCU(pUKAIIUs, COCTaB.

14. Onepammonnsie cuctemsl (OC), ux ¢pynkiuu, Buasl OC.

15. Onepammonnas cuctema MS DOS. UnTtepdeiic komananoit ctpoku. daitnoBas
cucTema.

16. Onepanmonnas cuctreMa Windows: XxapakTepucTHKa H apXUTEKTYpa.

17. UnTepdeiic u 3amyck nporpamm B OC Windows.

18. Pabora ¢ ¢aitnamu n mankamu B OC Windows.

19. Vcnonb30BaHNE CEPBHUCHBIX TMporpaMM: paboTa ¢ apXWBaMu, aHTHBUPYCHAS
0opb0a, obciyxuBanue auckoB B OC Windows.

20. OyHKIIUKM TECTUPYIOMIMX TPOrpaMM, YTUIUT, IPaBEPOB, OIMEPAITMOHHBIX
000JI0YEK U JpP. CUCTEMHBIX ITPOTPaAMM.

21. [lpuknagHoe NpPOrpaMMHOE OOECIeYeHUE KaK WHCTPYMEHTApUl pelieHUs
dbyHkMoHaIbHBIX 3amad. Kiaccudukanus, ocOOEHHOCTH MOCTPOCHUS U 00JaCTh
MIPUMEHEHUS.

22. [1akeTsl MPUKITATHBIX TTPOTpaMM 001Iero, O(pUCHOTO Ha3HAYEHUSI TEKCTOBBIC U
rpadudeckue peaakTopbl, TAOJUYHBIC TPOIECCOPHI, CUCTEMbI YIIpaBieHUs: 6a3zaMu
TAHHBIX, U3/IaTEILCKAE U MYJIBTHMEIUHHBIC CUCTEMBI, Opay3ephl U Jp.)

23. [IpodeccuonanbHble TAKEeThl MPUKIAAHBIX MPOrpaMM Jid peuieHus 3ajady
yIpaBJIeHHUS.

24. TexcroBbie (aitnbel. CTaHmapTHbIE NpoUEAYypbl M (PYHKIMU I TEKCTOBBIX
(baiinos.

25. Microsoft Word. OcHOBHBIE BO3MOXKHOCTH TporpaMmbl. Buj okHa, MEHIO.
DNeMeHThl TEKCTOBOTO JTOKyMeHTa. OCHOBHbBIE OlEpalui C TEKCTOM (BBIIEJICHHE,
yAalieHHue, IepeMEIIeHIEe, KOTMPOBAHNUE).



26. Microsoft Word. ®opmatupoBanre TekcTa (CHMBOJIOB M a03areB), CTPaHHUII.
Tpu cnocoba co3manus tabaui, B Word. PemaktupoBanme m popmatupoBaHue
tabmun. OdopmiieHHe CTpaHWIBl JOKYMEHTa (pa3MeTKa CTpPaHHWIIBI, BCTaBKa
HOMEPOB CTPAHUI] M CHOCOK, Pa3pbIB CTPAHUIIHI).

27. Microsoft Word. ®aiinoBeie omepanuu (Co3JaHHEC HOBOTO JOKYMCHTA,
OTKPBITHE U 3aKPHITUE TOKYMEHTA, COXpAaHEHUE U TIeYaTh IOKYMEHTA).

28. Tabnuunsblii npoueccop Excel, ero HazHaueHne W BO3MOXKHOCTH. 3arpys3ka u
3aBepIIeHHe PadOThI IPOTPAMMBI.

29. CnpaBoynas cucteMa Excel. CriocoOsI nosyueHus cripaBO4HON HHGOpMAIUH.
30. OcHoBHbIe 251eMeHThI OkHa Excel 1 nx Ha3HaveHUeE.

31. Crpykrypa paboueit kuuru B Excel. DnemeHTsl 0kHA pabodeil KHUTH.

32. Tunel nanHbIX B Excel. BBoa 1 oToOpakeHne Ha paboueM JIMCTE JaHHBIX TUIIA
TEKCT, YUCJIa, JaTa/BpeMsl.

33. ®opmynel u (yHkmuu B Excel, mx o0Oo3HaducHUEe, MOPSAIOK HX BBOJA H
pETaKTHPOBAHUS.

34. PenakTupoBaHKE U YIaJICHHE TaHHBIX B SUcikax padoueil kauru Excel.

35. bydep oOMeHa, ero Ha3HaueHHE HW HCIONb30BaHHe. KomupoBaHume u
IepeMeleHne JaHHbBIX B sueiikax padoueit kuuru Excel.

36. ®opmartupoBanue nAaHHBIX paboueit kuHurm Excel. Bumst u cmocoOsl
dbopmaTupoBaHus.

37. BcraBka u ynaneHue siueek B paboueM jiucte padoueit kauru Excel.

38. BcraBka u ynaneHwe CTPOK M CTOJIONIOB B pabodeM JUCTE paboueld KHHUTU
Excel.

39. CriocoObl 1 IOPSAZIOK CO3/IaHUs U cOXpaHeHus paboueit kuuru Excel.

40. CriocoObl W TOPSIOK OTKPBITHSI W 3aKpbITHs pabGouedi kHurm Excel.
[Tepemerienre MeX 1y OTKPBITHIMU pa0OYUMH KHUTAMH.

41. Pabota c nuctamu paboueil kuuru B Excel. Boigenenue, BcTaBka U yajneHue
JIMCTOB B paboyelt KHUTE.

42. KonupoBanue U TiepeMelieHne JucToB B pabouerd kumre Excel.
[IepenMeHOBaHKE JTUCTOB.

43. YcTraHOBKA IMapaMETPOB  CTPAHUIIBI, TMPEABAPUTEIBHBIA  MPOCMOTP H
MOATOTOBKA K reyatu padoueit kuuru Excel.

44. TlporpammHble  cpeAcTBa  mnpe3eHTauuil. [loHsiTHE O  KOMITBIOTEPHBIX
MPE3EHTAlUAX W TMPOTPAMMHBIX CPEICTBaX [Jsi pPa3padOTKH KOMITBIOTEPHBIX

MIPE3EHTALUH.

45. Ilporpammuble  cpeactBa  npe3eHtaumil.  [lonsitue o mporpammax
MPE3EeHTAIMOHHOM rpaduKy. Kpatkas XapaKTePUCTHKA porpamMm
MPE3EHTAIMOHHON TpaduKH.

46. [IporpamMmMHbIe CpeacTBa MpEe3eHTaIUH. Wnrepdeiic MporpamMm

npe3eHTaMOHHOM rpaduku. PaboTa ¢ MeHIO U maHeIsIMU HHCTPYMEHTOB, paboTa ¢
JTAAJIOTOBBIMU OKHAMM.

47. TlporpaMMHBI€ CpeICTBA Mpe3eHTali. TeXHOIOTHs CO3/ITaHUsI KOMITBIOTEPHOM
npe3eHTanuu. Pabora ¢ MakeTaMu claifjioB U madiaoHaMu 0hOPMIICHUSI CJIaiI0B.
BHeapenue TEKCTOBBIX OJIOKOB U TpaUUEcCKUX OSJIEMEHTOB B  CJIAMIbI
KOMITBIOTEPHOM MPE3CHTALINH.

48. IlporpamMmMHBIC CpeAcTBAa Npe3eHTAUi. MyJIbTHMEAUNRHBIE BO3MOYKHOCTH
IPOrpaMM MPE3EHTAITMOHHON TPaPUKH.



49. [IporpamMHbIe cpencTBa mpe3eHTarui. OTiaaka Tpe3eHTalld, HaCTPOMKa
aHUMAIMOHHBIX d(pdexkToB u >PdexkToB cmeHsr cnaiigoB. I[loarotoska
KOMITBIOTEPHOU MTPE3CHTAIUN K €€ IEMOHCTPAIIHH.

50. [TonsiTME O COBpPEeMEHHBIX HWH(GOPMAIMOHHBIX  TEXHOJIOTHSX. BuIbI
COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTHI 1 X KpaTKas XapaKTePUCTHKA.

51. [TonsiTHE O MyJIBTUMENA TEXHOJOTHIX. MyIbTUMEIMA KaK BU WH(DOpMAITUH,
TEXHUYECKUN KOMIUJIEKC U TPOrPAMMHBIN KOMILIEKC.



