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1. MACIIOPT ®OHJA OINEHOYHbBIX CPEJACTB

1.1. Ob6saacTh NpUMEeHeHUs

®onx omeHouHblx cpeAcTB (POC) — HeoThemieMas dYacTh padbouei
IporpamMmbl AUCHUTUTHHBI « MHPOpMAIIMOHHBIE TEXHOJIOTUN» U MIPEIHA3HAYCH /IS
KOHTPOJISI W OIIEHKM O0Opa30oBaTEIbHBIX JOCTH)KCHUN CTYACHTOB, OCBOMWBIIHMX
IpOorpaMmy JUCHUTUIHHBIL.

1.2. Ileau 1 3aga4um (poHIA OLIEHOYHBIX CPEACTB

Hene @®OC — yCTaHOBUTb COOTBETCTBUE YPOBHSA  IOJTOTOBKH
oOyuvatomerocsi TpeboBanusm OI'OC BO OakanaBpuar 1O HampaBICHUIO
nonroroBkn 05.03.02 I'eorpadusi, yTBepKICHHBIM TNpUKazoM MUHUCTEPCTBA
HayKH U BbIcIIero oopazoBanus Poccutickoit denepanuu ot 7 aBrycra 2020 r. mo
Ne 889 (c uzmeHenusiMmu u JonoiaHeHusiMH), IIpodeccrnoHanbHBIM CTaHIAPTOM,
yTBepkAeHHbIM [Ipukazom MwuHucTepcTBa Tpylda W COUHAIBHOM  3aIlUThI
Poccuiickoit ®enepanun «OO0 yTBEepX)ACHUU MPOPECCUOHAIBHOIO CTaHJapTa
«Ilenaror (memaroruyeckas JEATENbHOCTh B cepe AOMIKOIBHOTO, HAYaJIbHOTO
o0111ero, OCHOBHOTO OOIIEro, cpeaHero oodmero oOpa3oBaHus) (BOCIHUTATEIb,
yuutenb)» ot 18.10.2013 1. Ne 544n (¢ U3MEHEHUSIMU M JIONOJIHEHHUSIMU),
[TpodeccuonabHBIM CTaHAAPTOM, YTBEpkKACHHBIM [Iprkazom MuHuCTEpCTBA
TpyAa W comuaiabHOM 3amuThl Poccuiickoit ®enepamuu «O0 yTBEpKICHUU
npodeccuoHanbHoro cranjapra «I'eorpad (Crnenuaiuct mo BBIIOJIHEHUIO padoT U
OKa3aHMIO ycIyr reorpaduueckoil HampaBieHHOCTH)» OT 24.12.2020 r. Ne 954H,
[IpodeccuonanbHbIM CTaHAAPTOM, YyTBepkAeHHbIM [Ipukazom MunucTepcTBa
Tpyla ©u comuanbHOW 3ammuThl Poccuiickoit ®eneparuun «O0 yTBEpKICHUH
npodeCCUOHANIBHOTO cTaHaapTa «KCKypcoBod (Tum)» oT 24.12.2021 r. Ne 913H,
[TpodeccuonanbHbIM CTAaHAAPTOM, YTBEepkAcHHBIM [Ipukazom MuHHCTEpCTBA
TpyAa W comuaidbHOM 3ammuThl Poccuiickoit ®enepanun «O0 yTBEpKICHUH
npodeccuoHanbHoro cranjgapra «I'pamgocrpoutens» ot 17.03.2016 . Ne 110,
[TpodeccuonanbHbIM CTaHAAPTOM, YTBEepXkAeHHBIM [Ipukazom MuHncTepcTBa
Tpyla u couuanbHOW 3amuThl Poccuiickoit ®enepannun «O0 yTBEpKIEHUU
npodeccuonansHoro crangapra «CrenuaaiucT Mo OpraHu3alydd M YIPaBICHUIO
HAy4YHO-UCCJIEIOBATEILCKUMU M OINBITHO-KOHCTPYKTOPCKUMHU — paboTaMu»  OT
11.02.2014 r. Ne 86H.

1.3. Ilepeyenb kommeTeHIUii, (opMUpPYeMBbIX B Hpolecce OCBOEHMUSs
OCHOBHOM 00pa30BaTeJIbHON POrPpaMMbI

[Ipomiecc  ocBOeHMsI NUCHMIUIMHBI  HampaBlieH Ha  (QOopMUpOBaHUE
CIIEIYIONMNX KOMIIETEHITUH U MHANKATOPOB UX JTOCTHKCHUS:

Koa mo ®1'OC BO \ NuankaTop 10CTHKEHUS

YHuBepcabHbIE

ObmenpodeccroHanbHbIe

OIIK-4. CriocobeH noHuMAaTh MPUHIHUITBI 3HaTh NPUHLHUIIBI PAOOTHI COBPEMEHHBIX
paboThl COBPEMEHHBIX HH(OPMALIMOHHBIX MH(OPMALIMOHHBIX TEXHOJIOTUH U
TEXHOJIOTMI U NCIOJIb30BATh MX JUIsl PEIICHUs] | IPOIPaMMHBIX CPEJCTB, B TOM UHCIIE




3a/1a4 IpoeCCHOHATILHOM JIeATEIbHOCTH OTEYECTBEHHOTO IIPOU3BOICTBA,
HCIIOJIb3YEeMBIX ITPU PEIICHUH 319
npoecCHOHAIBHON 1eATeTbHOCTH

YMeTh BHIOUPATh COBPEMEHHbIC
WH(POPMAIIMOHHBIC TEXHOJIOTHHU H
MPOrpaMMHEBIE CPEJICTBA, B TOM YHCIIE
OTEYECTBEHHOT'O IIPOM3BOJICTBA MIPH PEIICHUN
337124 MPoGeCCUOHAILHOM eI TebHOCTH
BJIa,Z[eTB HaBbIKaMU IIPUMCHCHU
COBPEMEHHBIX HH(POPMAITHOHHBIX TEXHOJIOTHI
U IIPOIPAMMHBIX CPEACTB, B TOM YUCIIE
OTEUECTBEHHOT'O MPOU3BOJICTBA, IPH PEIICHHH
3a/1a4 MpoQeCcCHOHATBHON IeITeIbHOCTH

[TpodeccronabHbBIE

1.4. Dranbl GopMHpPOBAHMS KOMIIETEHUMH M CPeACTBA OLEHUBAHUSA
YPOBHS X ¢)OPMHUPOBAHHOCTH

Oransl popMupoBanusa komnereHunii | KomnereHmuu KoHTpPOJIbHO-0LIEHOYHBIE
cpeacTsa / cnocod
Oll€HHUBAHUS

OIIK-4 VY CTHBIN ONPOC, TECTOBBIN
Tema 1. Undpopmartuka, Kak HayKa. KOHTPOJIb, BBITIOJTHEHHE
MIPAKTHYECKUX 3aJaHUI

OIIK-4 Y CTHBIN Onpoc, TECTOBBIN
Tema 2. YcTpoilcTBO KOMIIBIOTEPA. KOHTPOJIb, BBIIIOJIHEHUE
MIPAKTUYECKHUX 3aJIaHUI

OIIK-4 Y CTHBIN Onpoc, TECTOBBIM
KOHTPOJIb, BBITIOJIHEHHE
MIPAKTUYECKHUX 3aJIaHUI

Tema 3. [IporpammHoe obecrieueHue
KOMIIBIOTEPOB.

OIIK-4 Y CTHBIN ONIPOC, TECTOBBIN
Tema 4. KomnproTepHbIE CETH. KOHTPOJIb, BBIIIOJIHEHUE
IIPAKTUYECKUX 3aJaHUI

OIIK-4 [ToaroroBka MyJIbTUMEIUUHBIX
Tema 5. MynpTUMeAUAHBIE TEXHOJIOTHH. MPE3EHTAIN, BBIIIOJIHEHUE
MPAKTUYECKUX 3aJIaHU I

OIIK-4 VY CTHBIN ONIPOC, TECTOBBIN

Tema 6. OcHOBBI HHPOPMAIIMOHHOM
KOHTPOJIb, BBITIOJTHEHNE

0€30MacHOCTH. .
MPAKTUYECKUX 3aJaHUI

Texkyuias arrecrauus OIIK-4 Kontposbnas pabota

IIpoMexxyTOYHAsS aTTECTALUA OIIK-4 3auer

1.5. Onucanue nokasaresei GopMupoBaHUs KOMIIETEHIU

Kon xomnerenuun Pe3yabTaThbl chopMHPOBAHHOCTH

OIIK-4.  Cnocoben | OIIK-4.1. 3HaeT npUHLIUIIBI PAOOTHI COBPEMEHHBIX HHPOPMALIMOHHBIX
MMOHUMATh TPUHIIMITEI | TEXHOJIOTHUH ¥ MTPOTPAMMHBIX CPEACTB, B TOM YHUCIIE OTEYECTBEHHOTO

paboThI MIPOM3BOJICTBA, UCIOJIB3YEMBIX MPHU PEIICHUH 334 POPECCUOHATLHON
COBPEMEHHBIX JeSITeTbHOCTH
MH(POPMALIMOHHBIX OIIK-4.2. YMeeT BbIOMpaTh COBpEMEHHbIE HHPOPMALIMOHHBIE

TEXHOIOTHI M | TCXHOJIOTUH U TPOTPpaMMHBIC CPEACTBA, B TOM YHCJIC OTCUCCTBCHHOI'O




HUCIIOJIb30BaTh UX IJIA

pelieHus 3a/1a4
npodeccruoHaIbHOM
JeSITEIbHOCTH

IMPOU3BOACTBA IIPU PCUICHUU 3aaa4 HpO(I)CCCHOHaHBHOﬁ ACATCIIBHOCTHU

OIlK-4.3. Brnageer  HaBbIKaMH ~ TPUMEHEHUSI  COBPEMEHHBIX
MH(POPMALMOHHBIX TEXHOJIOTUN M MPOTPAaMMHBIX CPEJICTB, B TOM YHCIIE
OTEYECTBEHHOT'O IIPOU3BO/ICTBA, npu pelieHun 3a/1a4

po(eCCUOHATBHOU IEATESTLHOCTH

1.6. KpnTeplm OLICHUBAHUA KOMHeTeHHl/Iﬁ Ha Ppa3HbIX 3Tamnax Hx

¢popmupoBanus

KoauuectBo

Bup y4eoHoi padoTsl 0aJ10B

00 | 0300 300

VY cTHBIC OTBETHI HA CEMUHAPCKUX 3aHATUAX

BrinonHenue 1 3amyra NpakTHYecKUX / 1a00opaToOpHBIX paboT 60 30

CamocrositenbHas pabora 30 60

WHbie BUaBI yaeOHOM paboTHI (MTOAr0TOBKA MPE3EHTAIINH, 10 10

Hamucanue pedepara, pemeHne 3aaad u ap.)

Bcero

100

HaxonureabHas cucrteMa oneHuBanug mo 100-0ajaabHOM mIKaJjae

YerpipexOaiibHAA
cHCTeMa OLeHUBAHMS
JK3aMeHa

Cucrema
OLIeHUBaHHUA
3a4era

100-6annpHasn | BykBenHas mikaia, coorBercTByromas 100-
IKaJja 0aJIJILHOM IIKAJIe

OTnnyHo

90-100 A — OTJINYHO — TEOPETUYECKOE COJICPIKAHKE
Kypca OCBOCHO IMOJIHOCTHIO, 0e3 TpoOeioB;
HE00XO0IUMBIE TIPAKTHUECKUE HAaBBIKH PaOOTHI
C OCBOCHHBIM MaTepuajoM chopMUPOBAHEL;
BCE MTPEAyCMOTPEHHBIE TPOTrPaMMOii
0o0ydeHHs yaeOHbIe 3aJaHNS BHIITOIHEHEI,
Ka4yeCTBO MX BBIITOJHEHHsI OLIEHEHO YMCIIOM
0aJ10B, OJIM3KMM K MaKCHMAaJIEHOMY

Xopoio

83-89 B — oueHb XOPOIIIO — TEOPETHIECKOE
coJiep’KaHne Kypca OCBOCHO ITOJTHOCTHIO, 0e3
po6esIoB; He0OXOIUMBIE TPAKTHUECKUE
HaBBIKU PabOTHI C OCBOCHHBIM MAaTEPHAIIOM B
OCHOBHOM C(HOPMHPOBAHEIL; BCE
[PEeyCMOTPEHHbIE IPOrPaMMOit 00yUIeHHsI
y4eOHBIC 3aJaHHS BBIIOJHEHBI, KAYECTBO
BBIMOJTHEHHsI OOJIBIINHCTBA U3 HUX OLIEHEHO
YHCIIOM 0alioB, OJM3KUM K MAKCHMAILHOMY

Xopouo

75-82 C — XOpOILIO — TEOPETHYECKOE COAEPIKAHUE 3auTeHo
Kypca OCBOCHO HOJIHOCThIO; HEKOTOPbIE
MpPaKTUYECKUE HABBIKU PabOTHI C OCBOCHHBIM
MarepuaioM copMHUPOBaHBI HEJIOCTATOYHO;
BCE IPEIyCMOTPEHHBIC IPOrPaMMOii
o0y4eHust yueOHbIEe 3aaHusI BBITTOJIHEHDI,
KaueCTBO BBIIOJHEHUS HU OJJHOT'O U3 HUX HE
OLIEHEHO MUHUMAaJILHBIM YHCIJIOM 0aJlIoB,
HEKOTOPbIEC BU/IbI 331aHH BBITIOJHEHBI C
omnoOKamMu

Y,I[OBJ'ICTBOpI/ITeJ'ILHO

63-74 D — ynoBieTBOpUTETEHO — TEOPETHIECKOE
Cozlep>KaHue Kypca OCBOEHO YaCTHYHO, HO
npo0OeIBl He HOCAT CYIIECTBEHHOTO
XapakTepa; He0OXOANMBIE TPAKTHUECKHE
HaBBIKH pabOTHI C OCBOCHHBIM MaTepHAIOM B
OCHOBHOM C(hOpMHPOBAHBI; OOJIBIINHCTBO
MPEeyCMOTPEHHBIX TIPOrpaMMoi 00yUeHHUs
y4eOHBIX 33IaHUI1 BBIIOJIHEHO, HEKOTOPBIE 3




BBINIOJTHEHHBIX 3aIJaHUIH coacpxar OIHOKH

Y 10BIETBOPUTEIBEHO 50-62 E — nmocpencTBeHHO — TEOpETHYECKOe
coJiepKaHue Kypca OCBOSHO YaCTHYHO;
HEKOTOPBIC MTPAKTHICCKUEC HABBIKU PAaOOTHI HE
c(OpPMHUPOBAHBI, MHOTHE TPEyCMOTPEHHBIC
y4eOHOI mporpaMmoii 00y4YeHuUs yucOHbIC
3aj[aHusl HE BHIMOJIHEHbI JIH0O KauecTBO
BBITIOJTHEHHBIX HEKOTOPBIX M3 HUAX OIICHCHO
YHCIOM 0aIoB, OJIM3KUM K MHHUMAJIBHOMY

HeynosnerBoputenbHO 21-49 FX — Hey10BIETBOPUTEIHHO — TEOPETUIECKOE
coJIepKaHne Kypca OCBOCHO YaCTHYHO;
HE00XOIUMBIE TIPAKTHUECKUE HAaBBIKH PaOOTHI
C OCBOCHHBIM MaTepHaJioM He
chopMHUPOBaHBI; OOJBITUHCTBO
MPEeIyCMOTPEHHBIX Y4eOHOH mporpaMMoin
o0ydeHust yueOHBIX 33/laHUH HE BBHITIOJHEHO
7100 KauyecTBO MX BBHIITOJHEHHUS OLEHEHO
9UCIIOM 0aJUIOB, OJIM3KIM K MUHHMAJIHHOMY;
P JIOTIOJTHUTENIBHO CaMOCTOSTENILHOM
pabote Hazx MaTepraIoM Kypca BOZMOKHO
IIOBBIIICHHWEC KaYC€CTBA BBIIIOJIHCHUS y‘Ie6HbIX
3aJaHuN

He 3auteno

HeynosnerBopurensHO 0-20 F — HEyTOBNIETBOPHUTEIEHO — TEOPETHUECKOE
coJiepKaHue Kypca He OCBOEHO;
HE0OXO0IMMBIE TPAKTUIECKIE HaBBIKA PAaOOTHI
He c()OPMUPOBAHBL; BCE BHINIOJIHEHHBIE
yueOHbIe 3aJJaHusl CoJlepKaT rpyOble OIMOKY;
JOTIOJTHUTEIbHAS CaMOCTOsITEeIbHAs paboTa
HaJl MaTepHajoM Kypca He MPUBEET K
KaKOMY-JTH00 3HAYHMMOMY ITOBBILICHHIO
KauecTBa BBINOJIHEHHS YUeOHBIX 3aJaHUM

2. KOHTPOJIBHO-OHEHOYHBIE CPEJICTBA

2.1. OneHo4YHbIE CPEeICTBA TEKYLEro KOHTPOJIA (THIIOBbIE)
Bonpocsl Aj1s1 YCTHOIO omnpoca:
1. B ueMm 3akioyaroTcs OCHOBHBIE TpeOOBaHUS TEXHUKH O€30MACHOCTH IPH
BBITIOJTHEHUH J1TA00PATOPHBIX paboT?
Ha3oBuTe OCHOBHBIE TEXHHUUECKHUE CPEICTBA IEPCOHAIIBHOIO KOMITBIOTEPA?
YKaxxkute nopsAoK BKIIOUEHHUS U BBIKIIIOUEHHUS YCTPOUCTB KOMIbIOTEpa?
Kakwue tunel knaBuatyp Bel 3Haere?
Yto takoe QWERTY ?
VYerpoiictBo kinaBuaTypsl IBM-coBMECTHMBIX KOMITBIOTEPOB?
VYKaxuTe Ha3HAUYEHHE OCHOBHBIX KJIABHUII KJIABUATypbl MEPCOHAIBHBIX
KOMIIBIOTEPOB?
8. Kakum o6pazom ocymiecTBiseTcs paboTa ¢ KUPUIUIAIIEH B KOMITbIOTEpax?
9. Yro Takoe cienoi meton nuchma? B ueM cocrout nmpodeccuonanbHas padbora
Ha KJIABUATYpPE MEePCOHAIBHOT0 KOMIIbIOTEpa?
10. B kako# mocnea0BaTeIbHOCTH JOJKHA N3Y4YaThCs KIaBUATypa MEPCOHATBLHOTO
KOMIbIOTEpa?
11. Kax mepeiith B pexuM pycckoro (aHriauiickoro) mpudTa Ha KiIaBHAType
KOMIbloTEpa?
12. Ha3zuauenue maunenu 3axay?
13. Kak BbI3BaTh Ha DKpaH TIJIaBHOE CcUCTeMHOE MeHI0? OCHOBHBIE IMYHKTHI
IJIABHOTO CUCTEMHOTO MEHIO.

Noabkown




14. Kakoii cMbICT BJIOKEH B MOHSATUE Tanka?

15. KakoBo Ha3zHaueHue nmanku Moit kommnbsrotrep?

16. B dgem 3akimrodaeTcs HazHadeHue manku Kop3una?

17. HazoBHTE OCHOBHBIE 2JIEMEHTHI OKHA MPUIOKEHHUS.

18. Kakue BO3MOKXHOCTH T10 JICUCTBHUIO C OKHAMHU Ha pabodem ctojie Bl 3Haere?
19. HazoBure u3BecTHbIe BaM criocoOs! 3ammycka MpuiI0KEHUH.

20. Jlns gero ucnonb3yeTcs JieBas kiaBuina muimu? [IpaBas knasumma?

21. Kak MOXHO co37aTh sSpJibik Ha PaGouem crome?

22. Yem oTiMyaeTcs CrielUalIbHOE MEPETaCKUBaHNE OT OOBIYHOT0?

23. Urto monumaroT oz 0ydepom oomeHa? KakoBo ero HazHaueHue?

24. Tlosicaute otnnuue kKomauj Beipesats u Konuposars.

25. C kako# nenbto co3gana nporpamma I[IpoBogHuk?

26. CKOJIBKO CYIIECTBYET CIIOCOO0B BXOja B Iporpammy [IpoBomHuk?

27. Ilepeunciure OCHOBHBIE 3JIEMEHTHI OKHA MTPOBOJIHUK.

28. Jlns yero mpenHa3HaueHa MEKIIaHeIbHAas rpaHuiia’?

29. Kakas wundopMmanus BbeBoguTc B CTpOKE COCTOSHUS —MPOTPAMMBbI
[IpoBOgHUK?

30. Kaxoii anemeHT (paityioBoil CHCTEMBI HAXOAUTCS HA JIEBOM TTAHEH ?

31. C noMouIbpI0 Kakoro 3Hauyka MOXKHO CBepHYTh JlepeBo narok?

32. 1yt wero npeaHa3HAauYEHBI 3HAKK + U — TIPH pabOoTe ¢ JEPEBOM ITaroK?

33. OnumuTe NopSA0K CO3/IaHUsI HOBOM MaIKH.

34. [lepeuncnure cnocoObl yaneHus: 00bEKTOB.

35. Omumure TOPSIOK MEepEeuMEHOBaHUsS 00beKkTa. Kakoe mociemHee encTBHE
HAJI0 BBIMIOJIHUTH MPU OTIEPAIIMU NTEPEUMEHOBaHUS (aiiia uiu nanku?

36. [Tepeuncnure crmocoObl KOMUPOBAHUS M TIEPEMEIIICHUS OOHEKTOB.

37. C xakoii uenwpto ucnoibdyercs knaBuma CTRL mpu BeimeneHUu TPyMIIBI
00BEKTOB?

38. C xakoi wnenpio ucnoib3dyercs kinaBuina SHIFT mpu BblgeneHun Tpymiibl
00BEKTOB?

39. Ilepeuncnure Gopmbl TpeacTaBieHUs WHGOPMAMKM Ha TPaBOW MaHENH
[IpoBoHuKA.

40. B yem oTiuyMe orneparuy KOnupoBaHus (METOI0M NepeTacKuBaHus) Qaiina Ha
JPYTOM TUCK OT KOMMUPOBAHUS B APYTYIO MAMKY TO XKe AUCKa?

41. B ueM oriuuMe mnepeMenieHus: Qailna Ha JIpyrol TUCK OT NEpeMElICHHS B
JIPYTYIO MAnKy TO K€ JucKa’?

42. Kakue cucTeMHbIe ONepalii MOKHO TTPOBOJUTH MPHU MCIOJIb30BAaHUU TIPABOM
KHOITKWA MBIIIN?

43. Uto moHuMaeTcs 1o apxuBaruei Ghanaon?

44. Kak BBIYUCIIUTH CTETICHb COKATUS?

45. Ilepeuncnute Ha3BaHUSI HAMOOJIEE MOMYJISPHBIX APXUBATOPOB?

46. Ilepeuncnure Turbl haia apxuBoB?

47. Kakol apXvB Ha3bIBalOT CAMOPACIIAKOBBIBAIOUIUMCS?

48. B xakux ciaydasx IPUMEHSIOT pacipeieICHHbIC apXUBHI?

49. Onumure npapuia apxupaiuu (aiyios B (aiisn apxusa?

50. Kakue BbI 3HaeTe CrocoObl pacrakoBKH (haliIoB | Marnok u3 (aiia apxusa?

51. Kak ycTaHOBUTH 3alIUTy apXuBa?

52. Kakue npunoxenuss Windows sBISIOTCS CTaHAAPTHBIMU ?



53. KakuMm 00pa3oM 3ammycKaroTcs CTaHIapTHbIC TPHIIOKEHUS ?

54. B yeM cOCTOUT pa3andue MeX]y OOBIYHBIM U MHKEHEPHBIM KAJIbKYJIATOPOM?
95. UTo HYXHO cJlieNiaTh, YTOObI B bIOKHOTE aBTOMAaTUYECKHU BCTABIISIACH TEKYILAS
nara?

56. Kak MoxHO niepemMectuTh pparmeHT ogHoro qokymenta WordPad B npyroii?
57. Kakum 00pa3oM MOXXHO HATH HEOOXOIAUMBIM (PparMEHT TEKCTa B JJOKYMEHTE
Y 3aMEHUTH €r0 Ha Ipyroi?

58. Kak moxHO oT(hopMaTHpoBaTh ab3all ¢ ITIOMOIILI0 TOPHU30HTAIBHOM JTHHESHKHN ?
59. KakoBsl otnnuust TekctoBoro nporeccopa WordPad ot TekcToBoro pempakropa
bnokuot?

60. Kakue BubI rpadudecKux pelakTOPOB BbI 3HAETE?

61. Uto Takoe muKcenn?

62. lns gero cuyxut [lammutpa uactpymentoB? lBeroBas nanurpa? Kak BeI3BaTh
UX Ha dKpaH win yopaTh ¢ skpaHa? Kak BKIIIOUMTH B pUCYHOK TekcT? Kak 3amarb
mpudt?

63. Kak napucoBath kpuByto jauauio? [Ipsamyro nuHI0?

64. Kakue (urypbsl MOKHO HAPUCOBATH C MTOMOILbIO HHCTPYMEHTOB?

65. OnumuTe ABa criocoda BeIIeIEeHUs (hparMeHTa pUCYHKA.

66. UTo MOXXHO JieaTh ¢ BbIACICHHBIM parMeHTOM ?

67. Kak OTKOppEeKTUPOBATH MEJIKHE ETAIA PUCYHKA?

68. B xakoM ciydae MOKHO OTMEHHUTH BBIMIOJIHEHHOE JICHCTBHE?

69. Kak oTMeHUTH He3aBepIIEHHOE JeHCTBUE?

70. ITouemy oxHO Paint Hy>kHO pacriaxuBaTh Ha BECh dKpaH?

71. Yto Ttakoe ¢opmarupoBanue? Kak 3armyckaercss mporpamma (opMaTUpOBaHUSA
JcKa?

72. Yto Takoe mpoBepka naucka? Kak 3amyckaercs mporpaMmma mpoBepKU AUcKa?

73. Uro Takoe nedparmentanmsa? Kak 3amyckaercss mporpamma aedparMeHTaImu
ncka?

74. KakoBbI ITyTH MPOHUKHOBEHUSI BUPYCOB B KOMITBIOTEDP W MPU3HAKU 3aparKCHUS
KOMIIBIOTEpA BUPYCOM?

75. KakoBbI criocoObl 00HAPYKEHHSI BUPYCOB U aHTUBUPYCHOU MPOPUITAKTUKH ?
76. ITepeunciuTe OCHOBHBIC MEPHI 110 3alTUTE OT KOMITBIOTEPHBIX BUPYCOB.

/7. OnumuTe Ha3HAYEHUE aHTUBUPYCHBIX TPOrPaMM Pa3IMYHBIX THUIIOB.

/8. HazoBute mpuMepbl COBPEMEHHBIX aHTHUBUPYCHBIX MPOTpaMM M OMUIIUTE HUX
OCOOEHHOCTH.

79. Yto Takoe ¢aiaoBbiii MeHETKEP?

80. Onwmmute naTepdeiic TotalCommander.

81. Kak BbIIeUTH HECKOJBKO (DaIOB, pACIIOIOKEHHBIX HE PSAIOM JIPYT C APYyTroM?
82. Kakum 006pa3oM MOKHO BBIJICTIUTh ONPECICHHBIC TUIIBI (haiyioB?

83. Kakas koMaH/1a TT03BOJISIET BHIICIUTE BCE U CHATDH BBIJCIICHUE?

84. B kakoM peakTope OTKPHIBAETCA TEKCTOBBIM JOKYMEHT MO YMOJYAHHUIO TIPH
peaaKTUPOBAHUU TEKCTOBOTO (haiina?

85. Kak co3nats sipibik uist daitna? Kakoe y Hero pacumpenue?

86. Kak M0o>xHO OBICTpO NepenMeHoBaTh (aiin?

87. Kak ymamuts Qaiin, munys Kop3uny?

88. Kakue nBa crioco6a xomupoBaHus cymiecTBYOT? Kakne KOMaHIbI TTO3BOISIOT
3TO caenarh?



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.

Kaxkas koMaH/1a 0CyIIeCTBIIIET ONEPALNIO IEPEMEILICHUS ?

Kak MOXHO c03/1aTh apXMBBI U UX PACIIAKOBATh?

Kak MoxHO pa30uTh ¢aiia u codpaTh ero BOSAUHO?

Uto takoe MS WORD?

Kaxk 3anyctute MS WORD?

N3 kakux snemeHToB coctouT okHo MS WORD?

Kak 3akpbiTe o0kHO MS WORD?

Kakoe crannaptHoe Ha3BaHHE UMEET OKHO IOKYMEHTAa?

Kakoiil crangapTHbIN BUJI UMEET TEKCTOBBIN Kypcop?

Kakx MUHUMH3UPOBATh OKHO JJOKyMEHTa?

Kakum 06pa3oM MOKHO OTKa3aThbCsl OT TOJIBKO YTO BHECEHHBIX U3MEHEHUI?
Kak oTo0pa3uTh (CKpBITH) NAaHETN HHCTPYMEHTOB?

Kakue cyimecTBytoT criocoObl 0TOOpaKeHUs TOKYMEHTa Ha dKpaHe?
Kak co3garh HOBBIN a03all B TEKCTOBOM JJOKyMEHTE?

Kakue cyiiecTByroT aHejim UHCTPYMEHTOB?

Kakoe HazHaueHne MacITaOHBIX JIMHEEK?

Kak 3akpbiTe 0kHO MS WORD?

Kak co3gaTh HOBBIN TEKCTOBBINA JOKYMEHT?

Kak OTKpBITh TOKYMEHT, YK€ COXPaHECHHbII paHee?

Kak coxpaHuTh CO3/1aHHBIA TOKYMEHT Ha JUCKE?

Kak u kakue napameTpbl MOKHO YCTAHOBUTD JIJI1 CTPAHUILIBI?

Kak onpenenutb KOJIMYECTBO CJIOB, CHMBOJIOB, a03a1leB B JOKyMEHTE?
Kak BbiienuTh ab3an?

Kak BbII€IUTh NpeAsioKeHue?

Kak nepemecTuTh pparmMeHT Tekcra?

Kak ckonmupoBaTh parMeHT B 3aJJaHHOE MECTO TeKcTa?

Kak oTMeHHUTBH HEBEpHOE NENCTBUE?

Kak BbIJI€eTUTH BECH TEKCT?

Kak nmnpousBecT BbIpaBHUBaHME (parMeHTa TEKCTa OTHOCUTEIBHO

CTpaHuLbI?

118.
1109.
120.
121.
122.
123.
124.
125.
126.

Kak ynanute ¢pparment u3 texcra?

Kakas pazHuiia Mexy KOmMpOBaHUEM, TIEPEMEIICHIEM, TePETACKUBAHUEM ?
Kak 3ameHuTh )parMeHT TeKCTa BO BCEM JTIOKyMeHTe?

Kakum 006pa3oM npoBepUTh MPaBUILHOCTh HAOPAHHOTO TEKCTA?

Kak m3meHuTh pazmMep CUMBOJIOB B OTHOM CJIOBE?

Kakue cymectBytot apdextsl anumaruu mpudra?

Kakum 00pazoM (pparmMeHT TeKcTa 3aJuTh HBETHBIM (POHOM?

Kak 3agaTh B ab3arie sKupHbIA mpudT?

KakuMy KHOMKaMH TOJIb3YIOTCS U1l YMEHbIIEHUs (yBETWYEHUs) OTCTyma?

[Tpu paboTte ¢ yeM 3TO UCHONB3yeTCs?

127. Yto Takoe OyKBHUIIA, KaK €10 BOCIOIb30BATHCA?

128. UTo Takoe MapKUpOBaHHBII CIIUCOK?

129. Kak u3MEHUTh MEKCUMBOJIBHBIA HHTEPBAJ B CIOBE?

130. Kak ycTaHOBUTH OTCTYINl TI€pBOM CTPOKM ab3alla Ha OIpeaeTeHHOE
paccTostHue?

131. Kakum 00pazoM MOXHO U3MEHUTHh MEXIYCTPOUHBINM MHTEPBAT B OTACIHHOM

a03are?



132. Kak ObICTpO HaWTH BCE BXOXKACHUS ONPEACICHHOTO CJI0BA B TEKCT?

133. Kakum o6pazoM MOXKHO MOAHATH (OMYCTUThH) CUMBOJI (CJIOBO) OTHOCUTEIBHO
6a30Boi1 TMHUN?

134. Kak nu3mMeHUTh HHTEPBAT MEXIy ad3arammu?

135. Kak co3nate HyMepOBaHHBIN CIHCOK?

136. Kak u3meHuTh 1[BET CUMBOJIA?

137. Kakum 00pa3oM MOXHO M3MEHHMTh 3HAUYOK MapKepa IpHU HCIOJIb30BAaHUU
MapKHPOBAHHOTO CIIUCKA?

138. Kakum o6pa3oM UCIIpaBUTh HEBEPHO HAOpaHHBIA CUMBOJI B TEKCTE?

139. Kak coxpaHuTh CO3/IaHHBIA TOKYMEHT?

140. YUem otnuuaeTcs MHOTOYPOBHEBBIM CIIMCOK OT MAapKUPOBAHHOTO WJIU
HYMEPOBAHHOT'O CIIUCKOB?

141. Kakum 006pa3oM MOXKHO IMOCMOTPETh, KaK OyJeT BBITISAAETh HOKYMEHT IMPHU
pacneyaTtke?

142. Kak pa30uTh TEKCT Ha IBE KOJIOHKHU?

143. Kak BCTaBUTH B TEKCT IpUMEYaHHE?

144, Kakue naHHbIe MOYKHO aBTOMAaTHYE€CKH BCTaBJISATh B KOJIOHTUTYJ?

145. Yo Takoe 3aknaaka’?

146. Kak u3meHuTth opMaT HyMeparuu cTpaHuil?

147. Kakum o0pa3oM MOXKHO MEPENUTH OT BEPXHETO KOJOHTUTYJIA K HUKHEMY (WU
HaobopoT)?

148. Kak BCTaBUTbH B TEKCT CHOCKY?

149. Kakwue cymiecTByIoT BUJbl CHOCOK? B uem paznuune?

150. Kak pa3outh ¢parMeHT TeKCTa Ha TPU KOJIOHKU?

151. Kak ycTaHOBUTH pa3IW4YHBIC KOJOHTUTYJBI IS TUTYJIBHOW CTPAHUIBI M
NOCJIEAYIOIINX?

152. T'ne BHOCHUTCS aBTOp JOKyMEHTa?

153. Kak BCTaBUTH KOJIOHTUTYJI?

154. Kak ocy1iecTBUTb Mepexo MEX1y 3aKIagKkaMu B TeKCTe?

155. Kakum 00pa3oM YCTaHOBHTH pazlW4YHbIE MapaMmeTpbl ISl HECKOIbKHX
CTPaHMI] OJTHOTO U TOTO K€ JOKyMeHTa?

156. Kak pa3OuTh JOKyMEHT Ha pa3/ienbl?

157. Kak BCTaBUTh HyMEpALUIO CTPAHUIL?

158. Kak co3nath B HOBOM pasiesie KOJOHTHUTYJI, TAKOU K€, KaK B Ipeablay1emM?
159. lnsa yero npeaHa3HaveHa naHellb HHCTPyMEHTOB PrucoBanue?

160. Kakue 00beKThI MOTYT OBITh B IOKYMEHTE?

161. Yro takoe o0bexkT WordArt?

162. Kakue neficTBHUSI MOYKHO MPOU3BOIUTH C TpahUUECKUMHU O0BEKTaMU ?

163. Kakue cymiecTByOT criocoObl 00TeKaHHs TpapuIecKrX 00hEKTOB TEKCTOM?
164. Yto MOXHO BCTaBUTH B JOKYMEHT KOMaH 101 BcTaButh?

165. Kakue neficTBUsSI MOXKHO TPOU3BOJIUTH C aBTOGUTypaMu?

166. Kakum o0pazoM MOKHO TPOU3BECTH (DOpPMATUPOBAHUE HAATUCU?

167. Kak n3o0paxxeHue 3KpaHa MepeHecTH B TEKCT B BUAE rpaduuecKkoro o0ObexTa’?
168. Kak BcTaBuTh KapTUHKY U3 ranepen koyekuu ClipGallary?

169. Kak u3meHuTh pazmMeps 00bexTa?

170. Kak oO6BecTu CTpaHUILy XY/I0KECTBEHHON paMKOii?

171. Kak co3nath aHUMalMOHHBIN 3@ dekT co mpudrom?



172.
173.
174.

Urto Takoe aBTOQUTYpHI?
Kak BcTaBuTh HAaAIINCEH?
Kakum o0pa3zoM wu3MEHSAETCS TMOPSAJOK  B3aUMHOTO  PACIOI0KEHUS

rpaduyeckux 00beKTOB?

175.
176.
177.
178.
179.
180.
181.
182.
183.
184.
185.
186.
187.
188.
189.
190.
191.
192.
193.
194.
195.
196.
197.
198.
199.
200.
201.
202.
203.

Kakune Tvnsl TMHAN €CTh B UHCTPYMEHTE pucoBanus Jlunnn?

Kakue ects mapameTpbl HaCTpOHKU rpapuyeckux 00beKTOB (M300paskeHus)?
Kakwue cyiiecTBytoT KaTeropuu aBTopuryp?

Kak Beienuth rpaduieckuii 00beKT, yAAIUTh?

Kak u3MeHHuTh crnocod o0TeKkanust 00beKTa TEKCTOM?

Kak u3mMeHuTs cnoco6 3anuBKU aBTOGUTYpbI?

Kak ucnpaButh Tekct B 00bekTe WordArt?

Kakum 006pazoM MOKHO NMpuAaTh OOBEMHBIN BUI O0BEKTY?

Kak 3arpy3uTh pucyHOK B BU/JI€ 3aJIMBKU aBTOPUTYPHI?

Urto Takoe Tabimna?

Kak BcTaBUTH CTpOKY B TaOIHILYy?

Kak 3ameHuTh mpudT TEKCTa B OTACTBHON sSUeiike?

Kakum o0pazom MOKHO mepeMeniaThbcs mo Taduie?

Kak no6aButh Tabiuily B TEKCT?

Kak ynopsiiounTs cTpoKH B TabJIMIIE 110 HEKOTOPOMY MPU3HAKY?

Kak 00beAMHUTD sueiiky B TaOIUIIE B OJIHY?

Kak u3MeHUTh pacrnosiokeHue TpaHmIl sueeK?

Kak co3nars Tabiuity MeTo1oM nipeoOpa3oBaHus TEKCTA B TAOJIHILY?

Kak BBIpOBHSITH JaHHBIE B siuehKe?

KakoBo Haznauenue nanenu TaOnuilbl U TpaHULIbI?

MO>KHO 11 BCTaBJSATh PUCYHKH B STYEHKHU TAaOINLIBI?

N3 Kakux 371€MEHTOB COCTOUT Tabiaua?

Yro Takoe 3akiajika, €€ Ha3HaueHue?

Kak co3znatp Tabauiry ¢ momomipto koManasl Haprcosate Tabmuiry?

Kak u3MeHuTsh mupuny cronodua (Bce crnocoobl)?

Kakue ocHOBHBIE (DYHKIIMM MOYKHO MCIOJIb30BaTh Npu pacuyerax B Word?
Kakue cnnocoOsl npeodpazoBanus TaOIUI] CyIIECTBYIOT?

Kak npousBecty 3aJIMBKY A4EUKN?

Kakum 00pa3oM MOXKHO HCHOJB30BaTh JaHHbIE U3 OJHOM TaONIUIBI MPH

POBEJICHUH PACUYETOB B JIPYToif?

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

Kakum 06pazoM MoxHO mpeoOpa3oBaTh TAOIHILY B TEKCT?

Kak BBOJSITCA TaHHBIE B AYEHKY?

Kak 3agaTh KOJTUYECTBO CTPOK U CTOJIOLIOB B TabJuIle?

Kak yganute cronben u3 Tabauisi?

KakuMm 00pazoM MOKHO pa3feiuTh sSYeUKy B TaOJIUIE HA HECKOJIBKO?

Kakue Tumnel quarpamMm BeI 3HaeTe?

Kak BcTaBUTH B TEKCT MaTeMaTH4eCKyto popmyny?

Kak BCTaBUTH B TEKCT AMArpaMMmy JjIsl 3aIaHHON TaOIUIIbI?

Kak BbI3BaTh MacTepa quarpamm?

Kak oTKpwITh OKHO penaktopa (opmys, YTOObI OTPEAAKTUPOBATH T'OTOBYIO

popmyiy?

214.
215.

Kak BcTtaBuTh B popMyty 1m1abyioH 1poOu UM pagukana’?
KakuMm 00pa3oM MOKHO U3MEHUTH IIBET Psija TaHHBIX?



216. [lpy u3MeHeHMW [aHHBIX B TabiauIe, MO KOTOPOM ObUIAa TIOCTpOEHA
IUarpaMMa, U3MEHUTCS JIM caMma uarpamMma’?

217. Kak u3MEHUTH pa3Mephl TUarpaMmmbi?

218. Kak ynanuTs quarpammy?

219. MoXHO JTi ¥ KaK U3MEHHUTH (POH 00JIACTH TTOCTPOSHUS JUATPAMMBbI?
220. 3 xakux objacTei COCTOUT auarpamma’

221. Kak BcTaBUTh B (popMyity 11abJIOH CyMMBI WJIM MIPOU3BENCHUS psia’?
222. Kakum 00pa3oM MOKHO U3MEHHUTH pa3Mepbl CO3AaHHONn popMybI?

223. Yto takoe nerenna? Kakue neiicTBuUs ¢ JI€reHI0M MOXKHO MPOU3BOIUTH?
224. YTo Takoe 1ojie B TEKCTOBOM JIOKYMEHTE?

225. Kakue THIbI 1ojiei CyIecTByoT?

226. YTto Takoe Koa U 3HAYECHUE I10IeH?

227. Kak BCTaBUTh B JOKyYMEHT moJie?

228. Kak nepexiro4aroT Ko U 3HaYeHUE 101 ?

229. Kak 0OHOBJISIFOTCSI 3HAUCHUS TTOJICH?

230. Yro Takoe mois Gpopmbl? Kakue cymiecTBYIOT TpH 1ot hOpMBbI?

231. Kakue 10KyMEHTbI Ha3bIBaOT MabI0HaMu ?

232. C xakuM pacmmpenueM coxpansrorcs madiaonsl B WORD?

233. Kaknmu crmocobaMu MOKHO CO3/1aTh COOCTBEHHBIIN 11a0I0H?

234. Yto o3HauaeT TEPMUH «INEKTPOHHAS (popmar?

235. Kak HacTpouTh mapaMeTpsl MoJei AMEKTPOHHON POopMBbI?

236. Jlns yero 3amuuiatoT co3JaHHble 3JIEKTPOHHbIE (HOPMbI?

237. Kak 3aimTuTh 3JIeKTPOHHYIO (hopmy?

238. Kak BHECTH N3MEHEHHUSI B CYIIECTBYIOIIYIO 3JIEKTPOHHYIO hopmy?

239. Yro Ttakoe ctuiu popmatupoBanusi?

240. Kak nepeitu B pexxuM oToOpaxkeHus qokymenta Ctpykrypa?

241. YTo TaKoe 3aroj0BOK M €T0 YPOBEHB?

242. Kak mepeMecTuTh ad3all TeKCTa B PEKUME CTPYKTYPHI?

243. Kak U3MEHUTh YPOBEHb 3arojoBKa?

244, HazHaueHre CXeMbI JOKyMeHTa?

245. Kak o6ecneynTh aBTOMAaTHYECKOE MIOCTPOCHHE OTJIABIICHUS?

246. Kak BCTaBUTbh B JOKYMEHT OIJIaBJICHUE?

247. YTo HY»XHO JIJIi aBTOMaTHYECKOTO TTOCTPOCHUS CITUCKA MILTIOCTpAIUii?
248. Kak 106aBUTH B TOKYMEHT CITUCOK WILTFOCTPALTIi?

249. Yto Takoe MpeMETHBINA yKa3aTelbh U KaK OH BCTABIISCTCS B JOKYMEHT?
250. Kak mepememniarbcsi Mo OOJNBIIOMY TEKCTY C MOMOIIBIO OTJIABIICHUS, CIIHCKA
WJLTIOCTPAIMA U TPEIMETHOTO yKa3aTess?

251. Kakue noKkyMeHTbl HEOOXOAUMBI JJIsl TPOLIecca CIUSHUSA?

252. B kakoMm BUJE TOJKEH OBITh MOJATOTOBJICH UCTOYHUK JTAHHBIX ISl CIIUSHUS?
UTo ABIISETCS MOJSIMH U 3aIMUCSIMHU B ICTOYHUKE JTAHHBIX ?

253. B kakoit MOMEHT MOXHO PAaCCTaBUTD IO CIUSTHUS?

254. Kak BBINOJHAIOTCS PUIBTpALUs U COPTUPOBKA?

255. Kak ompenenuth KOJIWYECTBO TONYYEHHBIX B pe3yiabTaTe CIHSHUS
JIOKYMEHTOB, HE BBITIOJIHSISI CAMO CIIUsHUE?

256. Kyna MoXeT BBIOIHATHCS CIUSTHUAE (IPOCMOTP BCEX 3amuceit)?

257. Kakue snementsl Word MOKHO HACTPOUTH?

258. Kak HacTpouTh naHenb ObICTPOro gocrymna’?



259. M0XHO JIM HACTPOUTH BKJIAJIKH ?

260. Kak BocCcTaHOBUTH HACTPOUKH MO YMOJTYAHHUIO?

261. MoHO JI1 pa3MECTHUTh Ha MTaHEU OBICTPOTO JTOCTYIIA KHOIKHU CTHIICH?

262. Kak co3maroTcss MaKpochi?

263. Kax HazHaunTh Makpocy: OBICTpOE COUETaHHE KIIABWII, KHOMKY Ha MaHEIH
ObIcTpOro moctyna?

264. I'ne MOXKHO COXpaHATbh Makpochl? Paznuuus B UX JOCTYNMHOCTH MPU Pa3HBIX
MECTaX COXPAHEHUS.

265. Yrto Takoe onudpoBka?

266. Kakue sTamnsl BKIIO9aeT B ce0s mporecc oruppoBKu?

267. 3aueM HY>KHBI TPOTrPaMMbI PACIIO3HABAHUS TEKCTa?

268. Kak mpoucxouT pacrno3HaBaHue TeKcTa?

269. Kakue mporpaMMbl pacrio3HaHus TeKCTa BbI 3HaeTe? KakuMu mosib30Bainucs?
270. Kakoe paspellieHue SIBISETCS ONTHUMANbHBIM JJII CKAHMPOBAaHUSA TEKCTa,
U300paKeHNn?

271. Kak MOXHO OCYIIIECTBUTH MPEIBAPUTEIHHBIN MTPOCMOTP TOIBKO MEPBHIX JABYX
CTpaHUIl JOKYMEHTAa B OMPEACIEHHOM MacIiTabe oToOpaxeHus ?

272. Kak MOXHO BBIBECTM Ha TMe4yaTh S5 OK3EMIUIIPOB NIEPBOM CTPAHMIIBI
JIOKYMEHTA?

273. Kakas nadopmanms 3a7a€Tcs B JUATOTOBOM OKHE [lapamempul cmpanuyvl?
274. Yto Takoe KOJIOHTUTYJI?

275. Kak co3garb KOJOHTUTYJIBI Ha MEPBOMl CTpaHULE JOKYMEHTa OTJIUYHBIE OT
KOJIOHTUTYJIOB OCTaJIbHBIX CTPAHMIT?

276. Kakast uHdopmaIiusi MOKeT HaXOJIUThCS B KOJIOHTUTYIaxX?

277. Kak HamedaraTh 9acTh TOKyMeHTa?

278. Cnioco0Os1 3amycka Excel. CtpykTypa okHa Excel.

279. Haznauenue kHonok CBepHyTh, BoccTranoBuTh, 3aKpbiTh, PacnaxHyTh Ha Bce
okHO. OTnuyue KHOMoK CBEPHYTh U 3aKPHITh.

280. Paborta ¢ aeMeHTaMu MEHIO: CITIOCOOBI TOCTYTa K 2JIEMEHTaM TJIaBHOTO MEHIO
U ToaMeHI0. Buasl 3aronoBKOB MeHIO. Bbeixoag u3 MeH0 0e3 BBITOJHEHUS
KOMaH/IbI.

281. HazHaueHue mnaHeneil WHCTPYMEHTOB. Pa3meleHue naHedaeil Ha »KpaHe.
Brxotouenue/oTkmouenue nanenei. Kakue nmanenm pekoMeHAyeTcst 0TOOpakaTh Ha
JKpaHe.

282. Haznauenue ctpoku BBoAa Gopmyi. Ee cocraBHbie yacTu.

283. Uro Ttakoe xumra B Excel? M3 dero coctout kHura? Kak mepekimrodarhbes
Mexay kuuramu? CTpyKTypa OKHa padoueil KHUTH.

284. Slpnaplukn IMCTOB M paboTa ¢ HHUMH: TEPEKIIOYCHHE MEXAY JHCTaMH,
no0aBlieHHE JUCTA, yAaJieHue JUCTA, neperuMeHOBaHUE JIUCTA,
nepeMenieHrne/KOMMPOBaHKe JTUCTA. Y IPaBIIEHNE BUAMNMOCTBIO SPJIBIYKOB JTUCTOB.
285. BBog B sueiiky Tekcta. UTO SBISETCS TEKCTOBOM KOHCTAHTOW, KaKue
CHUMBOJII MOXKHO HCHOJb30BaTh Ipu ee Habope? K kakoil rpanuie sueiku
MPUKUMAETCS TEKCT?

286. BBoj B siueiiky umcna. Bujpl uncnoBbeix KoHCTaHT. Kakve CUMBOJIBI MOXKHO
UCIIOJB30BaTh NpH BBOJAE unciia? K kakol rpaHulle SYEHKU NPUKUMAETCA YUCIIO?
Kax uncno npeo6pazoBath B TeKCT?



287. BBon B siueliky naThl M BpeMeHH. K KakoMy THIy JaHHBIX OTHOCATCS 3TU
KOHCTAHTBI?
288. UTo mpoucxoauT, €CIIv M0 MUPUHE CTOIOIA HE BXOIT:

a) TEKCTOBBIC TaHHBIE?

0) uncna, 1aThI?
289. BBox B sueiiky dopmynbl. C kakoro cuMBoja HaduHaetcs dopmyrna? UYrto
oToOpakaeTcs mociie BBojaa GopMyJibl B siueiike? B cTpoke popmyn?
290. BBog B sueiiky ¢dopmynsl. C kKakoro cuMBoja HaumHaeTcs Gopmyna? Urto
oToOpakaeTcs mocie BBoaa popmyIibl B siueiike? B cTpoke hopmy?
291. Kakue 3Hakum omepamnuii ynotpedmstorcs B (dopmynax? UTo MoKeT OBITh
onepaniom? HazHaueHnue ckoOOK.
292. Anpec sueiiku, kak oH Qopmupyercs? JIBa cmocoba BBoAa B (popMyiry
anpeca. [ToHsATHE OTHOCUTEIBHOTO ajpeca.
293. Uto Takoe aOCOJMIOTHBIM ajpec? 4deMm aOCONIOTHBIA aApec OTIMYAETCS OT
OTHOCUTEIHHOI0?
294. CMemaHHbIi aipec, ero OTIMYHEe OT OTHOCHUTEIBHOTO M abcomoTHOro. C
MTOMOIIIBIO0 KAKOM KJIaBUILIM MOYKHO OBICTPO U3MEHSTh THIT ajipeca B hopmyiie?
295. Kak BBIIONTHSETCS CChUIKA HA SIUEHKY APYroro JucTa Tekymei kuuru? Kakoi
BUJI TPUHUMAET UICHTUPUKATOP SUECHKH MOCTIE BBIMOIHEHUS CCHUIKH?
296. Kak BbIMOJHSETCS CCBhUIKA Ha SYEWKY Apyroro jucta apyrod kauru? Kakoit
BU/JI TPUHUMAET UICHTUPHUKATOP SUEHKH MOCTIE BHIMOTHEHUS CCHUIKHU?
297. Ilpenmy1ecTBO UCIOIB30BAHMS UMEH sSiUeeKk nepen aapecamu. Kak nate ums
sTYetKe, UCTIONB3Ys CTPOKY hopmyi?
298. Kak nath uMs sueike, UCIOIb3ys AuaioroBoe okHo «lIpucBoeHne nMeHmn»?
299. Haznauenue Mactepa QyHKIHIA.
300. Cioco6sI BeI30Ba Mactepa (DyHKITUH.
301. IMopsimok BBOJA PYHKIIMH C UCTIOTB30BaHUEM MacTtepa.
302. Beox aprymeHToB QyHKIMH. B Kakux ciydasix y100HO BBOAUTH apryMEHTHI C
KJIABUATYPBI, @ B KAKUX C UCITOIH30BAHUEM MBIIIIH ?
303. BBox BNOKeHHBIX (YHKIHI U CIOXKHBIX (GOPMYIL.
304. PenaktupoBanue GyHKIHA ¢ UCoNb30BaHueM Macrepa.
305. Beinenenne 0O0BEKTOB (sSiuelkH, CTOJOIA, CTPOKH, HWHTEpBaJIa, JIKCTA).
Brinenenne HECKOJIBKUX OOBEKTOB.
306. CriocoObl M3MEHEHUS IUPUHBI CTOJI011a? BHICOTHI CTPOKHU?
307. Kak ckpwITh cTonber/cTpoky? Kak packpbITh CTOIOCI/CTPOKY?
308. Kakumu criocobaMu MO>KHO BBITIOJIHUTH (popMaTupoBaHue 00beKTa?
309. Kakue BO3MOxHOCTH (hopmaTupoBaHus mpenoctaniseT BkiIagka [Hpudr
JUAJIOroBoro okHa @opmart sueku?
310. Kakue  BOo3MOXHOCTH  (popMaTHpoBaHHS  TPEAOCTABISCT  BKJIaJKa
BripaBauBanue?
311. Kakue BO3MOXKHOCTH (POpMATHPOBAHUS TIPEIOCTABIsAET BKiIaaka ['panuiipr?
312. Kakue Bo3MOKHOCTU (popMaTUpOBaHUS MTPEOCTaBIsACT BKIaaka Bua?
313. Kakue craHmapTHbIE YHCIOBBIE (OpMAThl MPETYCMOTPEHBI Ha BKIIAIKE
Yucno? YeMm xapakrepusyercst Kaxabiid popmar?
314. Korpma nucmomnp3yeTcst mojib3oBaTelbekuit hopmat? [lopsmok ero co3ganmus.
315. Ynopasstomniyue CHMBOJIBI MOIB30BATEIBLCKOr0 hopMarta Jjisi YUCia, TEKCTa U
JaThl.



316. Kak BeinonHsieTcs KonupoBaHue popmara?
317. Haznauenue aBTodopmaTupoBanus. Kak oHO BBIMOTHSETCS?
318. Bosmoxuoctn komaHnael [IPABKA—OUUCTUTDH mnpumenutensHO K
dbopmaTam
319. Cnioco6bl  BHIMTOTHEHHS omepanuu KomupoBaHus. CrocoObl BBITONIHEHUS
orepaiuy rnepemeiieHus. YeM oranyaeTcss KONUpOBaHUE OT NepEeMEIECHUS ?
320. KonmupoBanue/ mepemelnieHue siueek, cojepxkamux ¢opmynsl. Kak Biuser
aJipecallys Ha KOIMpoBaHUe? Ha TIepeMeleHre?
321. Kak pabortaer komanaa MeHO OuuctuTh? UTO MPOUCXOTUT TPHU OUYUCTKE
coaepxkumoro? mnpu ouuctke (opmara? mpu ouuctke Bcero? Kakoit komange
COOTBETCTBYET Ha)kaTue Ha kiaBuury Delete?
322. Komanga Y gaauTh NIPUMEHUTENBHO K CTOJIOIY, CTPOKE, ssueiKe, HHTEepBay.
323. Komanga BcraButh mpuMEHUTENBHO K CTOJIOIY, CTPOKE, sTUeHKe, HHTEepPBATY.
Kyna BcraBnsercsa crpoka/cronden?
324. Ins 4ero MIPUMEHSETCA KOMaH/1a CrneunanbHas BCTaBKa?
[TocnenoBaTenbHOCTD €€ BBINOTHEHUS.
325. Kak BeInonHsieTcs KonupoBanue ¢popmara? s yero ono HeoOXoaumo?
326. 3anonHeHne uHTEpBaia sueek ¢ ¢opmynamu. Kak Bimser agpecanus B
dbopMmyIie Ha 3anoyiHeHHEe?
327. 3anonHeHne UHTEPBAIa YUCIaMH C 33IaHHBIM IIIarOM.
328. 3anonHeHue UHTEpBaa:

O OJIMHAKOBBIM TEKCTOM

O OJMHAKOBBIMU YHCIIAMU

O OJAMHAKOBBIMU JaTaMu

O YHCJIaMU C marom 1

O JlaTamH C marom 17?
329. Haznauenue ¢ynkiuun ECJIM. KonmdecTBo mapaMeTpoB W WX Ha3zHAuCHUE.
[Ipumepsr.
330. Crpykrypa ycnoBus ¢pynkuun ECJIN. Yto sBisieTcst 3HaUEHUEM yCIIOBHS ?
331. BripakeHust OTHOILICHHUSI: ONIEPALINH, OTIEPAHIbI, IPUMEPBHI.
332. Jloruyeckue onepanuu: Ha3BaHue, Ha3HauYeHue rnapameTpos. [IpumMepsi.
333. Kak BbIUUCIAIOTCS 3HAYEHUS JJorn4yeckux oneparuii? [pumepsl.
334. Bnoxxennbie ycnoBus. Bapuantsl Bnoxkenus. [Ipumepsi.
335. Orobpaxenue TekcToBbIX cooomieHuit B pynkunu ECJIN. [Tpumepsr.
336. [Togcuer KonuMyecTBa sU€EK BHYTPH JHAa3oHa, yJIOBJICTBOPSIOIIMX
3aaHHOMY Kputeputo. [Ipumepsl.
337. CymMupoBaHue siueeK, 3aJJaHHbIX KputepueM. [Ipumepsl.
338. OTnnuune ycinoBHOTO (hopMaTUPOBAHMS OT MIPSIMOTO.
339. [Tops10K BBIMOJHEHHS YCIIOBHOTO (hOpPMATHPOBAHUS.
340. 3aganne ycnoBus. B uem pasnuna npu GopmMaTUpOBaHUH MO 3HAYEHHUIO OT TIO
dbopmyie?
341. ®opmaTupoBaHue no 3HaueHuto. [Ipumep.
342. ®opmatupoBanue 1o popmyse. /[ kakoil ssueiiku HHTEpBaia 3aMUChIBACTCS
ycinoBue? IlpaBuna gopMupoBaHusi TuIa ajapecaluu Uil S4YEeK, yYKa3aHHBIX B
dbopmyie.
343. Kak ¢dopmupyeTcsi pe3yibTaT, €Clid B BBIICICHHOM JHAna3oHe OJHA WU
HECKOJIBKO STYEEK YTOBIECTBOPSIFOT HECKOJIBKUM yCIOBHUSIM?



344. PenaktupoBaHue yclIoBHOTO hopmara.

345. Y nanenue ycinoBHbIX (GOpMaTOB.

346. TTouck siueek, UMEIOIINX yCIOBHBIN (hopMar.

347. OcHOBHBIC TIOHSTHS JUArpaMM: PsIbl JAHHBIX, KaTETOPUM, THII, DJIEMEHTHI
JMarpaMM.

348. OcHoBHBIE MpaBUIia MOCTPOEHU quarpaMm B cucteme Excel.

349. Co3nanue nuarpaMM ¢ MCMOJIb30BaHHEM Macrtepa auarpamm.

350. Cozmanue rpadukoB ¢(yukmmii. Kakol Tunm awmarpaMMbl HEO0OXOIUMO
UCIIOJIB30BATh JIJIs TOCTPOEHUS rpaduKoB?

351. ITocTpoeHmne MOBEPXHOCTEH.

352. IlocTpoeHue ceueHuit MOBEPXHOCTEN.

353. PenaktupoBanue nuarpaMm M UX 3JIEMEHTOB.

354. ®opmaTupoBaHue AUArpaMM U UX DJIEMEHTOB.

355. ®opmaTHpOBaHKE TPEXMEPHBIX JHArPAMM.

356. [lonsTe MMHUM TPEHAA, OCHOBHBIC IMApAMETPhI JTUHUU TPEHA, TUIIBI JTUHUAN
TpeHaa

357. IlocTpoeHue TMHUM TPEHA.

358. AnmpokcuMariys TabJIMIHON 3aBUCHMOCTH C UCITOJIh30BAHUEM JIMHUW TPEHIA.
359. IIporuo3upoBaHue ¢ UCIOIB30BAHUEM JIMHUM TPEHA.

360. dopmaTupoBaHuE U peAaKTUPOBAHUE JIMHUU TPEHA.

361. Jlnsa kakux 3a7a4 UCTOIb3yeTCs oa00p mapamerpa’?

362. [Topsaiok  BBIMOJAHEHUs Moa0Opa MapaMerpa. 3arlojJHEHUE BJIEMEHTOB
nuanoroBoro okHa [lom6op mapamerpa.

363. 3aanure MOrpenrHOCTH BEIYUCIICHHH.

364. Pemenne HeMMHEHHBIX YpaBHEHUI.

365. Ha3znaueHnne moucka penieHus.

366. BrimonHeHne moncka penieHus.

367. Mcnonp30oBaHue CIIeHAPHUEB JIJIT MHOTOBAPHUAHTHBIX PACYETOB.

368. O0mias mocTaHOBKAa 3a1ay ONTHUMH3AIMU. BuIbl 3a7a4  ONTHUMH3ALUH:
JIUHEMHAas1, HeJIMHEeHAas.

369. Pemrenue 3a1a4 onTHMHU3AIIMK C UCTIOJb30BAHUEM TTOMCKA PEIICHHUS.

370. dns yero npeanazHadeHo npuiioxenue PowerPoint? Kak ero 3amyctuts?
371. Yro Takoe mpe3eHTarms? UYro Takoe crnai?

372. HazoBure crmocoObl Co31aHus MPE3EHTAILIUM.

373. Uro Takoe mabnon? Kakue cymecTBytoT Buabl mabdionos B PowerPoint?

374. Kakoe pacmmpenue uMmeet (aiisi mpe3eHTaluu, mabioH npe3eHTauu?

375. O0bsicHuTe Ha3HaYeHue Pexxrma criaiijos.

376. Ha3BaTh OCHOBHBIE XapaKTEPUCTUKH PexkrimMa COPTUPOBIIIUKA CITANIOB.

377. Kak BBIIIOJIHUTH MOKa3 npe3eHTanuu? Ha3Bath crmocoObl mokasa
IpEe3eHTAINH.

378. Uro Takoe aHumarms?

379. Yro takoe nepexon cnaitnos? IIpumepsl nepexona caaigos.

380. IosicHuTe MOHSTHE MYyJIbTUMETHA.

2.2. OueHoYHbIE CPEACTBA JJIA MPOMEKYTOYHON aTTecTaluu (3a4er)
Bonpocs! AJ1st NpoBeIeHust 3a4eTa
1. Tlonstue undopmaruxu. [Ipenmer u 3agaun HHGOPMATUKHY.



2. HWudopmaTtuzamms obiiecTBa 1 MECTO UHPOPMATUKH B COBPEMEHHOM MHUPE.

3. Ilonsatue wuHdopmanu, ee OCOOCHHOCTH M BHABL. OJKOHOMHUYECKas
uH(pOopMaIus, ee CBOMCTBA, CTPYKTYpa.

4. HUcropus OBM. Ilokonenus D9BM. PazBuTtue nporpaMMHOro o0ecredeHusl.

5. Ilpunmune! pon Helimana. OcoO€HHOCTH COBPEMEHHBIX KOMITHIOTEPOB.

6. Apxurektypa [I9BM. MarucrpanbHo-MoayabHbIN npuHiun. [lepudepuitabie
Y BHYTPEHHUE YCTPOUCTBA, CXEMa B3aUMOICHCTBUS.

7. Pazputue xkommnbiotepoB IBM PC. Ilpuumnbl ycnexa nepcoHaibHbiXx DBM.
[IpuHIUMIT  OTKPBITOM apXUTEKTyphl. OrpaHUYEHHOCTh O0JACTH MPUMEHEHUS
nepcoHanbHbIX DBM.

8. Hasnauenne oOCHOBHBIX ycTpodcTB OBM: meHTpanbHOTO MpoIeccopa,
BHYTPEHHEU MaMsTH.

9. Knaccudukamms DBM. OcHOBHbIE XapakTEPUCTUKH  BBIYHCIUTEIHHOM
TEXHUKHU.

10. Kimaccudukanusi mporpaMMHOTO 0OSCIICUCHHS.

11. Opranuzamust QaitioBoii cucTeMbl W OOCTyKUBaHHE (DAMITIOBON CTPYKTYPHI
NEPCOHAIBHOTO KOMITBIOTEPA.

12. BeranciurensHbIE CHCTEMBI, Ha3HAUEHUE, KilacCu(UKaIus, apXuTeKTypa.

13. HaznaueHue mporpaMMHBIX CPEJICTB, UX KIacCU(UKAIMs, COCTaB.

14. Onepammonnsie cucteMsl (OC), ux ¢pynkunn, Buas OC.

15. Onepammonnas cuctema MS DOS. UnTtepderic komananou crpoku. daitnopas
cucrTema.

16. Onepammmonnas cucrema Windows: XapakTepuCTHKa U apXUTEKTypa.

17. UnTepdeiic u 3amyck nporpamm B OC Windows.

18. Pab6ora ¢ ¢aitnamu n mankamu B OC Windows.

19. Wcnonb3oBanue CEpBUCHBIX MpOrpaMM: paboTa C apXuBaMu, aHTUBUPYCHas
06oproa, oocmyxkuBanue auckoB B OC Windows.

20. ®yHKIIUM TECTUPYIOUIUX MPOrpaMM, YTHIWT, IPABEPOB, OIMEPAIMOHHBIX
000JI04YEK U Jp. CHCTEMHBIX ITPOTPamMM.

21. IlpuknagHoe MPOTpaMMHOE OOECICUYCHHE KaK HWHCTPYMEHTApUU pEIICHUS
dbyHKuHOHANBHBIX 3a7a4. Knaccuduxaius, ocOOEHHOCTH MOCTPOEHUS U 00JIacTh
IPUMCHEHUS.

22. [1akeTsl MPUKIAIHBIX TPOTpaMM OO0IIEeT0, 0(OUCHOTO HA3HAYEHHUS TEKCTOBBIC U
rpaduueckue pefakTopbl, TabJIUYHbIE TPOLIECCOPBI, CUCTEMbI YIpaBlieHUs OazaMu
TAHHBIX, U3JIaTEIHCKAE U MYJIBTUMEINIHBIC CHCTEMBI, Opay3epsl U Ip.)

23. [IpodeccronanbHble TAKEeThl MPUKIAAHBIX TPOrpamMM IS peHIeHUs 3ajad
yIIPABJICHHS.

24. TexcroBbie (aitnbl. CTaHgapTHBIC MPONEAYPH M (QYHKIMH JJISI TEKCTOBBIX
Gbaiinos.

25. Microsoft Word. OcHOBHBIE BO3MOKHOCTH IpOTpaMMbl. Bua OKkHa, MEHIO.
DJIEMEHThI TEKCTOBOTO TOKYMEeHTa. OCHOBHBIE ONEpallid C TEKCTOM (BBIIECIECHUE,
ylnajaeHue, nepeMeIeHue, KomupoBaHue).

26. Microsoft Word. ®opmatupoBanue TekcTta (CUMBOJIOB M a03alleB), CTPAHHUII.
Tpu cnocoba cozmanusa tabmun B Word. PepgaktupoBanue u ¢gopmMaTtupoBaHue
tabmun. OdopmiieHHe CTpaHMIBI JOKYMEHTa (pa3MeTKa CTpPaHWIbI, BCTAaBKa
HOMEPOB CTPAHUI] M CHOCOK, Pa3pbIB CTPAHUIIBI).



27. Microsoft Word. ®aiinoBeie omnepanuu (CO3JaHUE€ HOBOTO JOKYMEHTA,
OTKPBITHE U 3aKPbITHE JOKYMEHTa, COXpAaHEHUE U MeYaTh JOKYMEHTA).

28. Tabmuunsbnii nporeccop Excel, ero Ha3zHaueHrne M BO3MOXKHOCTH. 3arpy3ka u
3aBepIleHre padoThl MPOrPaMMBbI.

29. CnpaBounas cuctema Excel. CriocoOsI momydeHust CipaBoYHO#N nH(pOpMaIum.
30. OcHoBHbIe 251eMeHThl OKHA Excel u nx HazHauenue.

31. Ctpykrypa paboueit kuuru B Excel. D1eMeHThl OKHA paboveil KHUTH.

32. Tunwl manabeix B Excel. BBoa n oTroOpaxkeHre Ha pabodeM JIMCTE JaHHBIX THIIA
TEKCT, YUCIIa, aTa/BpeMsi.

33. ®opmynel u ¢ynkmuu B Excel, mx oOo3HaueHue, MOPSAAOK WX BBOJA W
peIaKTUPOBAHUS.

34. PegaktupoBaHue U yIaJICHUE JaHHBIX B siueiikax padboueil kuuru Excel.

35. bypep oOmena, ero Ha3HaueHME€ U WUCMOJb30BaHue. KommpoBanue u
nepeMelleHre IaHHbIX B siueiikax padoueit kuuru Excel.

36. ®opmatupoBaHue MaHHBIX pabodeit kHurm Excel. Bumbli u cmocoOwr
dbopMaTupoBaHUS.

37. BcraBka u yaaneHnue sueek B paboueM naucte padoueit kauru Excel.

38. BcraBka W ynaneHue CTpOK MU CTOJNOLOB B pabodeMm jucTe pabouelt KHUTH
Excel.

39. CriocoOsI 1 OPSATOK CO3MaHMs U coxpaHeHus padoueit kauru Excel.

40. CriocoObl M TOPSIOK  OTKPBITHUSL M 3aKpbITUs paboyeid kuuru Excel.
[Tepemernienue Mex Iy OTKPBITHIMU paO0OYMMH KHUTAMHU.

41. Pabora ¢ mucramu paboueii kauru B Excel. Boinenenue, BcTaBka u yaajieHue
JUCTOB B paboyeil KHUTE.

42. KomupoBaHne © TIEpeMENICHWE JHCTOB B pabouedt kHure Excel.
[IepenmMeHOBaHUE JTUCTOB.

43. YcTaHOBKAa MapaMeTpOB  CTPAHUIIBI, MPEABAPUTEIBHBIA  MPOCMOTP H
MOJTOTOBKA K reuaTu padodeit kauru Excel.

44. TlporpamMmMHBIe  cpeiacTBa Tpe3eHTanuid. [loHSATHE O  KOMIBIOTEPHBIX
IMPE3CHTAlMAX W TPOTPAMMHBIX CPEICTBaX s pa3padOTKH KOMITHIOTEPHBIX

IIPE3EHTALUH.

45. IlporpamMmmuble  cpenctBa — mpeseHTauuid.  [lonsitue o mporpammax
PE3EHTAlMOHHOM rpadukH. Kpatkas XapaKTEPHUCTHKA porpamm
PEe3EeHTALMOHHON rpaduKH.

46. IIporpamMMHbIe cpeacTna MPE3EHTALU M. HNutepdeiic porpaMm

npe3eHTalMoHHoM rpaduku. PaboTta ¢ MeHIO U MaHeIsIMH HHCTPYMEHTOB, padoTa C
JTAAJIOTOBBIMU OKHAMM.

47. ITporpaMMHbI€ CpeACTBa Mpe3eHTaIui. TeXHOIorus Co3/1aHusl KOMIbIOTEPHOI
npe3eHTanuu. Pabora ¢ MakeTamu cliiaiiloB u 1mabdioHaMu oQOpMIICHHS CIIalI0B.
BHenpeHue TEKCTOBBIX OJIOKOB M TIpadUyecKHX 3JEMEHTOB B  Clalbl
KOMIIBIOTEPHOU MPE3EHTALINH.

48. IIporpaMMHBIe CpeACTBa Tpe3eHTalui. MylbTUMEIUWHBIE BO3MOXKHOCTU
IpOrpaMM MPe3eHTAITMOHHON TPaPUKH.

49. IlporpamMmmMHubie cpeacTBa mpe3eHTanuid. OTiajka Mpe3eHTAlMH, HAcTpOilka
aHUMAaLMOHHBIX 3(PdpexkToB U 3PPexkToB cmeHbl crnaigoB. [loaroroska
KOMITBIOTEPHOU NPE3EHTALNU K €€ JEMOHCTPALUU.



50. [lonsaTne 0 COBpeMEHHBIX HWH(MOPMAIMOHHBIX  TEXHOJOTHAX. Buabl
COBpEMEHHBIX MH(POPMAITMOHHBIX TEXHOJIOTHI U UX KPaTKasi XapaKTePUCTHKA.

51. [lonsaTre 0 MyJIbTUMEINA TEXHOJOTHAX. MylbTUMEIMA KaK BUJ WH(POPMAIIHH,
TEXHUUYECKUH KOMIUIEKC U TTPOTPaMMHBIA KOMITICKC.



