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1. TACITIOPT ®OHJIA ONEHOYHbIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

@®onpg oueHouHelx cpeactB (POC) — HeoTbemiemas 4acTb pabouei
OporpaMMbl  TUCHMIUIMHBL  «TexHomoruu  nuppoBoro  oOpa3oBaHUA» |
npeHa3HayeH s KOHTPOJS W OIEHKH O0pa3oBaTeNbHBIX JIOCTHKCHHIA
CTY/ICHTOB, OCBOMBIIIHX NMPOTPaMMy JUCHIUTUINHBL.

1.2. Hesaun v 3aqa4u (pOHAA OLIEHOYHBIX CPEACTB

LHenp @®OC — yCTaHOBUTH COOTBETCTBUE YPOBHS  IOJTOTOBKH
oOyuatoierocst TpedoBanusiMm GI'OC— GakanaBpuaT MO HAMPABICHUIO MOATOTOBKU
44.03.04 TIpodeccrnonanpHOE 00ydeHHUE (TI0 OTPACISAM), YTBEPIKICHHBIM MTPUKA30M
MuHucrepcTBa Hayku W Beicimiero oOpa3zoBanusi Poccuiickoii ®denepauuu OT
22.02.2018 r. Ne 124 (c I3MECHEHUSMH | JIOITOJTHCHUSIMH ).

1.3. IlepeyeHb KoMmeTeHUMH, (GOpMHPYEMbIX B Ipolecce OCBOCHUA
OCHOBHOI1 00pa30BaTeIbHOI MPOrPaMMBbI

[Ipouecc ocCBOEHMS JHUCHUMIUIMHBI — HampaBieH Ha  (OpMHUPOBAHUE
CJIEAYIOIIUX KOMIIETEHIIMM U UHAUKATOPOB UX JOCTHKCHU:

Ko mo ®I'OC BO ‘ NHaukaTop J0CTHKEHHUS

Ob6menpodeccnonanbHble

OIIK-9.1 IlonumaeT npUHLHUIIBI paOOTHI COBPEMEHHBIX
MH(OPMALIMOHHBIX TEXHOJIOTUI

OIIK-9.2 Ymeer BbIOpaTh COBpeMEHHbIE HH()OPMAIIIOHHBIE
TEXHOJIOTHH, HEOOXOIMMBIE I PEIIEHUsI KOHKPETHBIX 3a/1a4
npodecCHOHAIBHOMN 1 TETbHOCTH

OIIK-9.3 Bnaneer HaBbIKaMH MCIIOJIb30BaHUS COBPEMEHHBIX
MH(POPMALIMOHHBIX TEXHOJIOTUH, HEOOXOJUMBIMHU 15
pelleHnss KOHKPETHBIX 3a/1a4 MpoQpeCcCHOHaTbHON
JESITEIIBHOCTH

OIIK-9 Cnocoben nmoHumaTh
HPHHIIMITB pAOOTHI
COBPEMEHHBIX
UH(POPMAIIMOHHBIX TEXHOJIOTUN
1 UCITIOJIB30BATh UX IJIS1
pelieHus 3a1a4
npodeCcCHOHAILHON
JIEATETLHOCTH

1.4. Dranbl ¢gopMupoBaHMs KOMIETEHUHH M CPeACTBa OLEHWBAHUA
YPOBHA UX C()OPMUPOBAHHOCTH

Oranbl popMupoBanus komnereHunii | KommereHmuu KoHTpoIbHO-01IeHOYHBIE
cpeacrsa / cnocod
OLICHUBaAHUA

OIIK-9 YCTHBIH OMpOC, TECTOBBII
Tema 1. Uudopmaruka, Kak Hayka. KOHTPOJIb, BHITIOJTHEHUE
MPAKTHUYECKUX 3aJaHUI

OIIK-9 Y CTHBIN ONPOC, TECTOBBIN
Tema 2. YcTpoiCcTBO KOMITBIOTEPA. KOHTPOJIb, BHINIOJIHEHUE
MIPaKTUYECKUX 3aJaHUI

OIIK-9 YCTHBIH OnpOC, TECTOBBIN
KOHTPOJIb, BHITIOJTHEHUE
MPAKTHYECKUX 3aJaHUI

Tema 3. IIporpamMmmHoe o0OecrieueHue
KOMITBIOTEPOB.

OIIK-9 Y CTHBIN ONPOC, TECTOBBIN
Tema 4. KomnbroTepHble CETH. KOHTPOJIb, BBIIIOJIHEHUE
MPAKTUYECKUX 3aJaHHUI




OIIK-9 [ToaroroBka MyabTUMEIUNHBIX

Tema 5. MynbTUMeIMIHHBIE TEXHOJIOTHH. MpPE3EHTAIM, BEIIIOJIHEHUE

MPAKTUYECKUX 3aJaHHI

Tema 6. OcHOBBI HH(GOPMALTMOHHOMH

OIIK-9 YCTHBIN onpoc, TECTOBbBIM
KOHTPOJIb, BBHITIOJIHCHHE

0e30MacHOCTH. N
NPaKTUYCCKUX 3aJIaHU

Texymas arrecranus OIIK-9 KonTposibHas padbora

IIpomeskyTOUHAS aTTecTAUMS OI1K-9 3auer

1.5. Onucanue nokasaresed (pOPMUPOBAHNS KOMIIECTECHIIM I

Koa xomMnereHmuu

Pe3yabTaThl ¢C()OPMUPOBAHHOCTH

OIIK-9 Cnocoben
MOHUMATh MTPUHITUTIBI
paboThI COBPEMEHHBIX
MH(}OPMaLMOHHBIX
TEXHOJIOTHH U
HCIOJIL30BaTh UX JIJIA
penieHus 3aaa4y
npodeCcCHOHAIbHON
JIeSITeIbHOCTH

3HaTh COBpeMEHHbIE HH(POPMAITMOHHBIE TEXHOJIOTHU U
pOrpaMMHBIE CPEZCTBA, B TOM UHUCIIE OTEUECTBEHHOIO
IIPOU3BOJICTBA, MEXAHU3M U METObl UCIIOJIb30BaHUS COBPEMEHHBIX
MH(POPMALIMOHHBIX TEXHOJIOTUH U IPOrPAMMHBIX CPECTB,
CYIIHOCTb, 3HaYEHHE CTAaHJAPTHBIX 3a]a4 U UHPOPMAILIMOHHOMN
KYJIBTYpBI.

YMeTh: pyKOBOJICTBOBAThHCS IPUHLIUIIAMU PA0OTHI COBPEMEHHBIX
MH(POPMALIMOHHBIX TEXHOJIOTUH, HAXOAUTh ONTUMAJIbHbIC BAPUAHTHI
MCII0JIb30BAaHUsl COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTHH,

3 GEKTUBHO ¥ ONTUMAIBHO IPUMEHSATh 3HAHUS U
MH(OPMALIMOHHYIO KYJIbTYPY IPU PELLIEHUU CTAHJAPTHBIX 3a/1a4.
Brnaners HaBbIKamMM peanu3aliy IPUHIUIIOB pabOThl COBPEMEHHBIX
MH(OPMALIMOHHBIX TEXHOJIOTHH B MPOPeCcCUOHAIBHON
JeSITeIbHOCTH, HaBbIKaMH 3(pPEKTUBHOTO UCIOIB30BAHUS
COBPEMEHHBIX HH(POPMAITMOHHBIX TEXHOJIOTH, TEXHOJIOTHEH 1
KYJIBTYpOi pabOThI C UCIIOIB30BAaHUEM COBPEMEHHBIX
MH(OPMaLMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUHN TIPU PEeLLICHUN
3a71a4 Npo(ecCHOHANBHOM NesITeIbHOCTH

1.6. Kputepuu oleHUBAHUS KOMIETEHHUI Ha Pa3HbIX 3Tamax HXx

(popmupoBanus

KoJunuecTBo

Buj yueOHoit padoThI 0aJ/I0B

00 | 0-390 300

YcTHBIC OTBETHI Ha CCMHUHAPCKUX 3aHATUAX

BeImoHeHNE | 3amuTa MpakTHYeCKuX / 1a00paTopHbIX padoT 60 - 60
CamocTosTenpHas padoTta 30 - 30
Wuble BUbI yueOHOI paboThI (ITOJrOTOBKA MTPE3EHTAINH, 10 - 10
HamucaHue pedepara, perieHne 3a1ad u ap.)
Bcero 100
HaxkonurenbHasi cucremMa oueHnBanus nmo 100-6anabHoi mkase
Herpipexbannnnas 100-6annpHasn | BykBennas mkana, coorBercTByromas 100- Cucrema
CHUCTEMa OLIECHUBAHUSA o OLlCHUBAHUA
HIKAJIa 0aIbHOM LIKaJIe
IK3aM€EHa 3a4yera
OTnu4HO 90-100 A — OTIIMYHO — TEOPETUYECKOE COAEPKAHNE
KypcCa OCBOCHO IMOJIHOCTLIO, oe3 np06en0B;
3auTeHo
HCO6XOI[I/IMI)I€ MPaKTUYCCKUEC HAaBbIKN pa6OTBI
C OCBOCHHBIM MaTepHaioM chOpMUPOBaHEI,




BCE MPEAYCMOTPEHHbIC POrPaMMOii
00yueHust yueOHbIC 3a1aHUsI BHITOIHEHBI,
Ka4eCTBO UX BBIMOJHEHHS OI[CHEHO YUCIOM
0aJIOB, OJIU3KUM K MAKCUMAJILHOMY

Xopowo

83-89

B — oueHb XOpOILIO — TEOpETHYECKOE
coJIepKaHue Kypca OCBOCHO MOJIHOCTHIO, 0e3
npo0enoB; He0OX0IUMbIEe IPAKTHIECKUE
HaBBIKH Pa0OTHI C OCBOGHHBIM MaTepHajioM B
OCHOBHOM c()OPMHPOBAHEI; BCe
IPEeIyCMOTPEHHBIE IPOrPaMMOH 00yUeHHS
y4eOHBIe 3aJaHHs BBIIIOJHEHbI, KAYeCTBO
BBITIOJIHEHHS OOJIBIINHCTBA U3 HUX OLICHEHO
YHCIOM 0aJI0B, ONMM3KUM K MaKCUMaJIbHOMY

Xopomwio

75-82

C — XOpOIIIO — TEOPETUIECKOE CO/IEPIKAHIE
Kypca OCBOCHO MOJHOCTBIO; HEKOTOPHIC
MPAaKTUYCCKUEC HABBIKK PAOOTHI C OCBOCHHBIM
MaTepUaioM C(OPMHUPOBAHBI HETOCTATOYHO;
BCE MPEIYCMOTPEHHBIC TPOrPaMMOit
00yueHHs yucOHBIC 3a]aHUs BBITOTHCHEI,
Ka4yeCTBO BBLIMOJIHEHUS HU OJHOTO U3 HUX HE
OLIEHEHO MUHUMAJIBHBIM YHCIIOM 0aJlIoB,
HEKOTOPBIC BH/IbI 33/JAHUI BBITIOIHEHBI C
OIIMOKaMHU

Y,I[OBJ'IGTBOpI/ITCJ'ILHO

63-74

D — ynoBneTBOpUTENHHO — TEOPETHUECKOE
COJIEpKaHNE Kypca OCBOEHO YaCTHYHO, HO
poOesbl He HOCAT CYIECTBCHHOTO
XapakxTepa; He0OXOJMbIE TIPAKTHIECKHE
HaBBIKH Pa0OTHI C OCBOGHHBIM MaTepUajioM B
OCHOBHOM Cc(hOPMHPOBAHBI; OOJIBIIMHCTBO
MIPEIYCMOTPEHHBIX IPOrpaMMOit 00ydeHuUs
y4eOHBIX 3aJaHUH BHIIIOJIHEHO, HEKOTOPHIE U3
BBITIOJTHEHHBIX 3a8JJaHUH coJiep)KaT OMIHOKU

Y I0BIIETBOPUTEIBHO

50-62

E — nocpencTBeHHO — TEOpETHYECKOE
CoZIepKaHUe Kypca OCBOCHO YaCTHYHO;
HEKOTOPbIE IPAKTHYECKHE HABBIKK PabOTHI He
c(opMHPOBaHbI, MHOTHE IPEIYCMOTPEHHBIC
y4e0HOI mporpaMMoit 00ydeHus yaeOHbIe
3a/IaHUs HE BBITIOJTHEHBI JTMOO Ka4eCTBO
BBITIOJTHEHHBIX HEKOTOPBIX U3 HUX OLIEHEHO
YHCJIOM 0aJJIOB, OJIM3KUM K MUHUMAJIBHOMY

HeynosnerBopuresbHo

21-49

FX — HEeynOBIETBOPUTEIHHO — TEOPETUIECKOE
COJZIEp>KaHUE Kypca OCBOCHO YaCTUYHO;
HE0OX0/IMMBbIE MPAKTHYECKUE HABBIKU PabOThI
C OCBOEHHBIM MaTepHUajIOM He
c(hOopMHUPOBAHBL;, OOJIBIITHHCTBO
MPEIyCMOTPEHHBIX y4eOHOH nmporpaMmont
00y4eHus y4eOHbIX 3a/JaHUi HE BBINOJHEHO
00 KauecTBO MX BHIIIOJIHEHHUS OIIEHEHO
YHCIIOM 0aJI0B, ONM3KUM K MUHAMAaIIbHOMY;
IPU AONOTHUTENIBHO CAMOCTOSATENBHON
paboTe HaJl MaTepHaIoM Kypca BO3MOXKHO
MOBBIIIIEHIE Ka9eCTBA BBHITIOJHEHUS YICOHBIX
3aJaHUH

HeynosnerBoputesbHo

0-20

F — Hey10BIETBOPUTEIHHO — TEOPETHUECKOE
CoJIep’KaHUE Kypca HE OCBOCHO;
HE00XOTUMBIC IPAKTHYECKIE HABBIKH PAOOTHI
He c(hOpMHUPOBAHBI; BCE BHIITOJHEHHEIC
ydeOHbIe 3aJaHus COAepKaT TpyObIe OMNOKHY;
JIOTIOJTHUTENbHAsI CaMOCTOsATeNIbHasl paboTa
HaJl MaTepHuajoM Kypca He MPUBEJET K
KaKOMY-JIH0O0 3HaYNMOMY TIOBBIIICHHIO
Ka4yecTBa BBIIIOJIHEHHUS YUE€OHBIX 3a1aHUH

He 3auteno




2. KOHTPOJIBHO-OHEHOYHBIE CPEJACTBA

2.1. OueHo4YHBIE CPEACTBA TEKYILIEr0 KOHTPOJIA (THIIOBbIE)
Bonpoce! AJ1s1 yCTHOTO onpoca:
1. B yem 3akiro4aroTCs OCHOBHBIE TpEOOBaHUS TEXHUKU OE€30MACHOCTU IMpH
BBITIOJIHEHUH JTA00OPATOPHBIX paboT?
HazoBuTe OCHOBHBIE TEXHUYECKHUE CPEACTBA EPCOHATBHOIO KOMIIbIOTEPaA?
VYKaxkuTe MOPSIIOK BKIOYEHUS U BBIKIIOUEHHUS YCTPOHUCTB KOMITbIOTEpA?
Kakue tunel knaBuatyp Bel 3Haere?
Yrto takoe QWERTY ?
YcerporictBo kitaBuatypsl IBM-coBMECTUMBIX KOMIIBIOTEPOB?
VKaxnTe Ha3HAYeHHE OCHOBHBIX KJIaBUII KJIABHUATYPbl IEPCOHAIBHBIX
KOMITBIOTEPOB?
8. Kaxkum o6pa3zom ocyiecTisiercs paboTa ¢ KUPUIUIUIIEH B KOMITbIOTEpax?
9. Yro Taxoe ciemnoit Mmetoq nuceMa? B yem coctout npodeccuonanbHas pabora
Ha KJIAaBUAType NEPCOHAIBHOIO KOMITbIOTEpPA?
10. B kako# mocienoBaTeaIbHOCTH JOJKHA U3Y4YaThCsl KIIaBUATypa MePCOHATBLHOTO
KOMITIbIOTEpa?
11. Kak mepedTd B pEeKUM PYCCKOro (aHMIMMCKOTo) mipudTa Ha KiIaBUATYpe
KOMITbIOTEpA?
12. Ha3nauenue manenu 3ama4’?
13. Kak BbI3BaTh Ha SKpaH TrjaBHOE cUCTeMHOE MeHI0? OCHOBHBIE ITYHKTHI
[JIABHOTO CUCTEMHOT'O MEHIO.
14. Kakoi cMBICJ BJIOKEH B TIOHSITHE Marnka?
15. KakoBo Ha3zHauyeHue nanku Mot komibrotep?
16. B dem 3akmouaercs Ha3HaueHHE rmanku Kop3uHa?
17. HazoBUTE OCHOBHBIE AJIEMEHTHI OKHA MTPUIIOKEHUS.
18. Kakue BO3MOXHOCTH TIO JIEUCTBUIO C OKHAMU Ha pabodeM ctosie Boi 3HaeTe?
19. HazoBute uzBectHbie Bam criocoObI 3amycka npuiiosKeHHM.
20. Jlnist wero ucrnonb3yeTcs JieBas kinaBuia Meimu? [IpaBast knaBuria?
21. Kak MOHO co31aTh spJibik Ha PaGouem crone?
22. Yem oTiMyaeTcs CreUalibHOE MePEeTaCKUBAHNUE OT OOBIYHOTO?
23. Uto nmormmarot o 6ydpepom oomena? KakoBo ero HasHaueHwue?
24. Tloscaute otnnune komana Beipesats u KonnpoBarts.
25. C xako# 1enpto cozaana nporpamma [IpoBogauk?
26. CKoJIbKO CyHIIECTBYET croco00B BXxoza B mporpammy [IpoBoaHuk?
27. Ilepeuncnute OCHOBHbBIC DJIEMEHTHI OKHA MPOBOTHUK.
28. Jlnsg yero npeaHa3zHayeHa MeXIaHeIbHas rpaHuia?
29. Kakas uHdopmanus BbiBoguTc B CTpOKE COCTOSHUS —MPOrPAMMBI
[IpoBoaHUK?
30. Kakoii aneMeHT (haiiioBOM CHCTEMbl HAXOIUTCS Ha JICBOU MaHen?
31. C moMotipIo Kakoro 3Hayka MOKHO CBEpHYTH JlepeBo mamnok?
32. Jlns yero npeaHa3HAYCHBI 3HAKW + U — TpU paboTe ¢ AePEeBOM Marok?
33. OnummTe NOPsI0K CO3aHUsI HOBOM IMAITKH.
34. Ilepeunciure cnocoObl yaaneHus oObEKTOB.
35. OnummuTe NOpsIAOK NepeuMeHoBaHus 00bekTa. Kakoe mocienHee neucTBue
HAJI0 BBIIIOJIHUTD MPHU OTNEPALIMU TIEPEUMMEHOBAaHMS (paiiia Uiy nanku?

No kWD



36. [lepeuncnure cnocoObl KOMUPOBAHUS U TIEpEMEITEHUs] OOBEKTOB.

37. C xakou uenbto ucrnoibdyercs kinaBuima CTRL mpu BbIAEIECHUU TPYMIIbI
00BEKTOB?

38. C kakoil nenvto ucrnonb3yercs kinaBuima SHIFT npu BeimeneHuu rpymnmbl
00BEKTOB?

39. [lepeuncnure ¢Gopmbl TpeAcTaBiIeHUsS HWHOOpPMAlMK Ha TMPaBON IaHENU
[IpoBoaHUKA.

40. B yem oTimame omneparuy KOMupoBaHus (METOIOM TepeTacKuBaHusl) (aitia Ha
JPYTroi IUCK OT KOTIMPOBAHMS B IPYTYIO MAIKy TO e AucKa?

41. B yem ornmume mepeMmenieHus (aiyia Ha APYrod AWCK OT MEPEMEIICHUS B
JIPYTYIO MafKy TO ke IUCcKa?

42. Kakue cuCTeMHBIC OTNEepalliid MOKHO MPOBOJUTH MPU MCHOJIB30BAHUU MPABOU
KHOTIKY MBIIIN?

43. Yto moHMMaETCs o1 apxuBaiueit ¢hanaon?

44. Kak BBIYMCIUTH CTEIICHb CXKATHUs?

45. [lepeuncnure Ha3BaHUs HauboJiee MOMYJISPHBIX ApPXUBATOPOB?

46. [lepeuncnure TUIIbI (aitia apXuBOB?

47. Kakolt apxuB Ha3bIBaIOT CAMOPACIIAKOBBIBAIOIITMCS?

48. B xakux ciayyasix IpUMEHSIOT paclpe/eIeHHbIC apXUBBI?

49. Onummure npaBuiia apxuBaruy QaitioB B ¢aiin apxusa?

50. Kakwue BbI 3HaeTe CrOCOOBI pacmakoBKy (ailioB U manok u3 (aiin apxusa?

51. Kak ycTaHOBUTB 3allIUTy apXuBa?

52. Kakue mpunoxxenuss Windows SBISIFOTCSI CTaHJapTHBIMHE?

53. Kakum 006pa3zom 3amycKaroTcsi CTaHJAPTHBIC PUITOKCHHS?

54. B yeM cOCTOUT pa3anure MEXy OOBIYHBIM U MH)KEHEPHBIM KaJbKYJIATOPOM?
55. Uto HYXHO cenaTh, 4TOOBI B BIIOKHOTE aBTOMaTHYECKH BCTABIISIIACH TEKYIIAs
narta?

56. Kak MoxHO miepemMecTuTh parMeHt ogHoro nokymenta WordPad B npyroit?
57. Kakum 00pa3oM MOXKHO HaWTH HEOOXOAMMBIM (PparMeHT TEKCTa B IOKYMEHTE
Y 3aMEHUTH €T0 Ha JIPyTou?

58. Kak MoxHO oTpopMaTupoBaTh ab3all C MTOMOIILI0 TOPU3OHTAILHON JIMHEHKHN?
59. KakoBsl otnnuust TekctoBoro mpoieccopa WordPad ot TekcToBoro pemakropa
bioknoT?

60. Kakue BuapI rpaduuecknx pegakTopoB Bbl 3HaeTe?

61. Uto Takoe muKkcens?

62. lns yero ciyxut [lanutpa uncrpymenTton? LBeroBas nanutpa? Kak BbhI3BaTh
UX Ha ’KpaH win yopaTh ¢ skpaHa? Kak BKIIOUUTH B pucyHOK TekcT? Kak 3anath
mpudT?

63. Kak napucoBats kpuByto uauto? [Ipsmytro nuHuio?

64. Kakue ¢urypbl MOKHO HApUCOBATH C IOMOIIBIO HHCTPYMEHTOB?

65. OnumuTe ABa criocoba BeieeHUs (hparMeHTa pucyHKa.

66. UTo MOKHO JeNaTh ¢ BBIJCICHHBIM (hparMeHTOM?

67. Kak oTKOppEeKTUPOBATH MEJIKHE JETAIH PUCYHKA?

68. B xakoM cityuae MO>KHO OTMEHUTh BBIITOJIHEHHOE JIEHCTBUE?

69. Kak otmMeHHUTH He3aBepIIEHHOE JIeHCcTBHE?

70. [Touemy okHo Paint Hy>KHO pacrnaxuBaTh Ha BECh 3KpaH?



71. YUro Takoe dopmatupoBanue? Kak 3amyckaercs mporpamma (hopMaTUPOBAHUS
nucka?

72. Yto Takoe mpoBepka aucka? Kak 3amyckaercs mporpamma MmpoBEpKU IUCKa?

73. Yto Takoe nedparmentaumsi? Kak 3amyckaercst mporpamma jaedparMeHTaiuu
nucka?

74. KakoBbI ITyTH MPOHUKHOBEHHUS BUPYCOB B KOMITBIOTEP U MPU3HAKU 3apaKEHUS
KOMIIBIOTEPA BUPYCOM?

75. KakoBbI c1iocoObl 0OHApY>KEHUSI BUPYCOB M aHTUBUPYCHOM MPOPHUIAKTUKH?
76. Ilepeuncriyute OCHOBHBIE MEPHI MO 3aLIUTE OT KOMITBIOTEPHBIX BUPYCOB.

77. OnumuTe Ha3HAYEHUE AHTUBUPYCHBIX MPOrPaMM Pa3JIMYHBIX TUIIOB.

78. HazoBuTe mpuMepbl COBPEMEHHBIX aHTUBHPYCHBIX MPOTPaMM M OMHUIINTE HX
OCOOEHHOCTH.

79. Uto Takoe ¢ailnoBslii MeHemKep?

80. Onumute unTepdeiic Total Commander.

81. Kak BbIAECINUTh HECKOJBKO (haIOB, PACIIONOKEHHBIX HE PSJIOM JIPYT ¢ ApyromM?
82. Kakum 00pa3oM MOXHO BBIJICIUTH OINPEACIICHHbIE TUIIBI (DailinoB?

83. Kakas koMaH/1a TO3BOJISIET BBIJICTTUTH BCE U CHSATH BbICICHHE?

84. B kakoM pelaKkTope OTKpBIBACTCSI TEKCTOBBIA JIOKYMEHT MO YMOJYaHHIO MPH
PEeAAKTUPOBAHUM TEKCTOBOTO (aiina?

85. Kak co3nats sapibik mis daitma? Kakoe y Hero pacmmpenue?

86. Kak M0O>XHO OBICTpO TepenMeHOBaTh (paiin?

87. Kak ynanuts Qaiin, munys Kop3uny?

88. Kakue nBa cnocoba komupoBaHus cymecTBytoT? Kakue KoMaHbl MO3BOJSIOT
9TO cenaTh?

89. Kakast koMaH/1a OCYIIIECTBIISIET OMEPAINIO IIEPEMEIIICHUS?

90. Kak MO>XHO CO3/1aTh apXUBBI M X PACIIaKOBATh?

91. Kak M0HO pa30ouTh ¢daiiia u coopath ero BOSIUHO?

92. Yro Takoe MS WORD?

93. Kak 3amyctute MS WORD?

94. U3 xakux anemeHToB coctout okno MS WORD?

95. Kak 3akpbITh 0kHO MS WORD?

96. Kakoe cranmapTHOE Ha3BaHUE UMEET OKHO JJOKYMEHTa?

97. Kakoit cTaHIapTHBIN BUJI HMEET TEKCTOBBIA Kypcop?

98. Kak MUHUMH3HPOBATh OKHO JTOKyMEHTa?

99. Kakum 006pa3omM MOXKHO OTKa3aThCsl OT TOJILKO YTO BHECEHHBIX M3MEHEHUI?
100. Kak oToOpa3uth (CKpBITh) MAHEIN UHCTPYMEHTOB?

101. Kakue cymecTByT cliocoObl 0TOOpakeHUsl JOKYMEHTa Ha YKpaHe?

102. Kak co3nath HOBBIN a03al] B TEKCTOBOM JOKyMeHTe?

103. Kakue cyiiecTByIOT MaHeJId UHCTPYMEHTOB?

104. Kakoe HazHaueHUE MaCIITAOHBIX JIMHEEK?

105. Kak 3akpsiTh okHO MS WORD?

106. Kak co3naTh HOBBIM TEKCTOBBINA JOKYMEHT?

107. Kak OTKpBITh JOKYMEHT, YK€ COXpaHEHHbIN paHee?

108. Kak coxpaHUTh CO3/JaHHBIA JOKYMEHT Ha UcKe?

109. Kak u kakue mapameTpbl MOKHO YCTAaHOBUTD JJIsI CTPAHUIIBI?

110. Kak onpenenuts KOJIMYECTBO CJIOB, CHMBOJIOB, a03a1leB B JOKYMEHTE?

111. Kak Bereauts ab3ar?



112. Kak BbIACIUTH IPEAJIOKEHNE?

113. Kak nepemecTuth parMeHT TeKCTa?

114. Kak ckonupoBath ¢pparMeHT B 3aJJaHHOE MECTO TeKCTa?

115. Kak oTMEHUTh HEBEpPHOE JIeHCTBUE?

116. Kak BeILIEIUTH BECH TEKCT?

117. Kakx npou3BecTH BbIpaBHHMBaHME (parMeHTa TEKCTa OTHOCUTEIHHO
CTpaHHLIbI?

118. Kak yganuts ¢pparMeHT u3 TekcTa?

119. Kakas pa3HuIia MeXIy KOMMUPOBAHUEM, TIEPEMEIIICHIEM, NTEPETACKUBAHUEM?
120. Kak 3aMeHHUTH (pparMeHT TEKCTa BO BCEM JOKyMEHTe?

121. Kakum 06pa3oM NpoBEpUTH MPABIUIBHOCTH HAOPAHHOTO TeKCTa?

122. Kak U3MEHHUTH pa3Mep CUMBOJIOB B OJIHOM CJIOBE?

123. Kakue cymecTBYIOT 3QPeKThl aHUMaIUH mpudTa?

124. Kakxum 006pa3oM QparMeHT TEKCTa 3JIUTh IBETHHIM (DOHOM?

125. Kak 3anathb B a03arie >kUpHbIi mpudt?

126. Kakumu KHONKaMH TOJIB3YIOTCSl Il YMEHbIIEHUs (yBETUYEHUs1) OTCTyma?
[Ipu paGoTe ¢ yeM ATO UCTIONB3YETCS?

127. Yto Takoe OyKBHIIa, KaK €10 BOCIOJIb30BATHCS?

128. Yto Takoe MapKUpOBaHHBINH CIIUCOK?

129. Kak u3MEHHUTHh MEKCUMBOJIbHBII HHTEPBAI B CI0BE?

130. Kak ycTaHOBUTH OTCTYNl TIEpBOM CTPOKH ab3alla Ha ONpeAeNICHHOE
pacctosiHue?

131. Kakum 00pa3oM MOXKHO M3MEHUTH MEXTYCTPOUHBIN MHTEPBal B OTACIHLHOM
a03are?

132. Kak ObICTpO HAaWTH BCE BXOXKIIEHHUS OTPEAEIECHHOTO CJI0BA B TEKCT?

133. Kakum 006pa3oM MOXHO MOAHSATH (OMYCTHTH) CUMBOJI (CIIOBO) OTHOCUTEIIEHO
6a30Boi1 TMHUN?

134. Kak u3mMeHUTh HHTEPBAII MEXKTy a03aramu?

135. Kak co3naTe HyMEpOBaHHbBIN CITUCOK?

136. Kak n3meHuTH 11BET CUMBOJIA?

137. Kakum 00pa3oM MOXHO HM3MEHUTh 3HAYOK MapKepa MpH HCIOJIb30BAHUH
MapKUpPOBAHHOTO CIKUCKa?

138. Kakum 06pa3oM ucipaBUTh HEBEPHO HAOpaHHBIN CUMBOJI B TEKCTE?

139. Kak coxpaHuTh CO3JaHHBIA JOKYMEHT?

140. Yem oTnaudaeTcss MHOTOYPOBHEBBI CIHCOK OT MAapKHPOBAHHOTO WU
HYMEPOBAaHHOT'O CIIUCKOB?

141. Kakum 00pa3oM MOXKHO MOCMOTPETh, KaK OyAET BBITJIANETh JTOKYMEHT IPHU
pacneyatke?

142. Kak pa30uTh TEKCT Ha JBE KOJOHKHU?

143. Kak BcTaBUTh B TEKCT NIpUMEYaHUE?

144. Kakue JaHHbIE MOKHO aBTOMAaTUYECKU BCTABJISITH B KOJIOHTUTYJ?

145. Yto Takoe 3akiagka?

146. Kak nu3meHuTh hopMat HyMeparyu CTpaHuil?

147. Kakum 06pa3omM MOKHO MEPEUTH OT BEPXHETO KOJIOHTUTYJIA K HUKHEMY (HIIH
Hao0o0poT)?

148. Kak BCTaBUTb B TEKCT CHOCKY?

149. Kakue cymiecTByOT BUIbI CHOCOK? B uem paznuune?



150.
151.

Kak pa3outs pparMeHT TekcTa Ha TpU KOJIOHKH?
Kak ycTaHOBUTH pa3nMyHbIE KOJOHTUTYJBI JUIsl TUTYJIBHOW CTpaHUIbl U

MOCIIETYIOMMX ?

152.
153.
154.
155.

['1e BHOCUTCS aBTOp JOKyMEHTa?

Kak BCTaBUTH KOJTOHTUTYJ?

Kak ocymiecTBUTh nepexo Mexay 3aKjiajikaMy B TEKCTe?

Kakum 00pa3oM yCTaHOBHUTH pa3JIMUHbIE MapaMeTpbl I HECKOJIbKUX

CTpaHull OAHOTO 1 TOI'O KC I[OKYMCHT&?

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

Kak pa3Oouts 1OKyMEHT Ha pa3/iesbl?

Kak BcTaBUTH HyMEpanuio CTpaHull?

Kak co3nath B HOBOM paszjiesie KOJOHTUTYJI, TAKOM ke, Kak B IPeAbIayeM?
Jns yero npegHa3HaueHa naHedb HHCTPYMEHTOB PucoBanue?

Kakue 00beKThl MOTYT OBITH B JOKYMEHTE?

Yro Takoe 00bekT WordArt?

Kakue neficTBUst MOKHO MPOU3BOJIUTH C TpapUuecKUMU 0ObEKTaMU?

Kakwue cymecTBytoT criocoobl 00TekaHus rpadpuueckux 00beKTOB TEKCTOM?
UYUTO MOXHO BCTaBUTh B JOKYMEHT KOMaH/10i BcTaBuTh?

Kakue neficTBust MOKHO MPOU3BOJUTH C aBTOGUTYypamMu?

Kakum 06pa3oM MOKHO POU3BECTH (POpMATUPOBAHUE HAJITUCHU?

Kak n3o00pakeHre 3kpaHa MEepeHeCcTH B TEKCT B BUJIE Tpauueckoro o0bekra?
Kak BcraBuTh KapTHHKY 13 ranepeu kosueknuu ClipGallary?

Kak u3menuts pazmepsl 00beKTa?

Kak oOBecTH cTpaHuUIly XyI0KECTBEHHON paMKO1?

Kak co3gats anumanmonssiii 3¢ dexT co mpudrom?

Yrto Takoe aBTOOUTYpHI?

Kak BcTaBuTh HAAUCH?

Kakum oOpazom wu3MeHSieTCS TOPSAAOK  B3aUMHOIO  PACIOJNOXKEHUS

rpaduueckux 0ObEKTOB?

175.
176.
177.
178.
179.
180.
181.
182.
183.
184.
185.
186.
187.
188.
189.
190.
191.
192.
193.

Kakue Tvnbl TMHUNM €CTh B UHCTPYMEHTE pucoBanus JInHum?

Kakue ects mapameTpbl HACTPONKH rpaPUIECKUX 00HEKTOB (M300pakeHus)?
Kakwue cyiecTBytoT kaTeropuu aBTopuryp?

Kak Bbienuth rpadguueckuii 00beKT, yaanuTh?

Kak u3menuts cnocod 00TekaHusi 00beKTa TEKCTOM?

Kak u3MeHuTs cnoco6 3a1uBKH aBTOPUTYpPBHI?

Kak ucnpaButh Tekct B 00bekTe WordArt?

Kakum 00pazoM MOKHO MPUAATh OOBEMHBIN BUI 00BEKTY?

Kak 3arpy3uTh pUCyHOK B BHJI€ 3aJTUBKH aBTO(PUTYPHI?

Yro Takoe Tabauna’?

Kak BcTaBUTH CTpOKY B TabOUIy?

Kak 3amenuth mipudT T€KCTa B OTACIBHON sueiike?

Kakum 006pa3oM MOKHO TepeMeniaThes o Ta0auIe?

Kak no6aButh Tabnuiry B TeKCT?

Kak ynopsigounTs CTpOKH B TaOIUIE TTO HEKOTOPOMY MPU3HAKY ?
Kak o0beuHUTh YKy B TAOIHIIE B OJHY?

Kak u3MeHHUTh pacrosioxeHue rpaHull sueek?

Kak co3nats Tabnuiry MeTo10M IpeoOpa3oBaHus TEKCTA B TAOJIUILY?
Kak BBIPDOBHSTH JaHHBIE B STYCUKE?



194.

KakoBo Ha3zHauenue nanenu TaOauilbl U TPaHUIIbI?

195. MOHO 71 BCTABJISATh PUCYHKH B STYEHKHU TaOJIUIIBI?

196. N3 kakux 371€MEHTOB COCTOUT Tadua?

197. Yro Takoe 3akinanaka, ee Ha3HaucHue?

198. Kak co3nath TabauIly ¢ momoibio koMmanasl HapucoBaTs Tabmuiry?
199. Kak u3MeHuTh MIUPUHY CTOJIOA (BCE CLIOCOObI)?

200. Kakue ocHOBHBIE (DYHKIIMH MOXKHO HCIIOJIb30BaTh MpH pacuerax B Word?
201. Kakwue ciocoObI mpeoOpa3oBaHus TaOIHI] CYIIIECTBYIOT?

202. Kak npou3sBecTu 3aJMBKY sTUCHKH?

203. KakuM 00pa3oM MOXKHO HCIIOJIb30BAaTh JAaHHBIE W3 OJHON TaONMIBI MPHU
MIPOBEICHUH PACUYECTOB B JIPYTOit?

204. Kakum 00pa3oM MOKHO TIpeoOpa3oBaTh TAOJIUITY B TEKCT?

205. Kak BBOISITCS TaHHBIC B STYCHKY?

206. Kak 3a7aTh KOJIMYECTBO CTPOK U CTOJIOLIOB B TaOHIle?

207. Kak yganuth ctonoer u3 Tadauisi?

208. Kakum 00pa3oM MOKHO Pa3JIeiUTh sYEUKY B TAOJIUIE HA HECKOIBKO?
209. Kakue tumbl guarpaMm Bbl 3HaeTe?

210. Kak BcTaBUTh B TEKCT MaTeMaTHIECKy10 hopMymy?

211. Kak BCTaBUTb B TEKCT IUarpamMmy JIsl 3aJJaHHOM TaOIuIbI?

212. Kak BbI3BaTh MacTepa auarpamMm?

213. Kak OTKpBITH OKHO pemakTopa ¢GopMyll, YTOOBI OTPEJAKTUPOBATH TOTOBYIO
bopmyiy?

214. Kak BcTaBuTh B opMyiTy mabIoH IpoOH Uiu pagukaia?

215. Kakum 06pa3oM MO>KHO U3MEHUTH IBET psifa TaHHBIX?

216. [lpy w3MEHEHWM JaHHBIX B TaONWIlE, MO KOTOPOW ObLIa MOCTpOEHA
auarpaMma, U3MEHUTCS JIM caMma Tuarpamma’?

217. Kak u3MEHUTH pa3Mephl TUarpamMmbi?

218. Kak yganuth nuarpammy?

219. MoO>HO JT1 ¥ KaK U3MEHUTH (POH 00JIACTH TOCTPOCHUS JUArPaMMBbl?
220. 13 kakux obnacTeit coOCTOUT nuarpamma?

221. Kak BcTaBUTh B (pOpMyITy 11a0JI0H CYMMBI WJIA TIPOU3BEICHUS psifa?
222. Kakum 00pa3oM MOKHO U3MEHUTH pa3Mephl CO3AaHHON (HhOPMYIIbI?

223. Yto takoe nerenma? Kakue neiicTBUs ¢ JereH10i MOKHO TIPOU3BOIUTH?
224. Yto TaKoe 1moje B TEKCTOBOM JIOKyMEHTe?

225. Kakue THIIBI TOJIeH CyIIeCTBYIOT?

226. Yto Takoe Ko4 U 3HAYCHUE TIOJICH?

227. Kak BCTaBUTbh B IOKYMEHT 10Jie?

228. Kak nepekiiio4aroT KOJ U 3HaU€HUE MOJIs?

229. Kak 0OHOBJISIFOTCSI 3HAUCHUS TTOJICH ?

230. Yto takoe monst popmbl? Kakue CymecTByOT TpH Mojst GOpMbI?

231. Kakue TOKyMEHThI Ha3bIBAIOT MIa0JI0HAMU?

232. C kakuM pacimmpeHueM coxpansroTcs madaonsl B WORD?

233. Kakumu cioco6amMu MOKHO CO3/1aTh COOCTBEHHBIH 111a0I0H?

234. YTto 03HauaeT TEPMHUH «IJEKTPOHHAS PopMay?

235. Kak HacTpOuTh MapaMeTphl MOJeH EKTPOHHOU POpPMBI?

236. Jlns yero 3auuiatoT Co3AaHHbIe 3EKTPOHHbBIE (OPMBbI?

237. Kak 3aluTUTh 2IEKTPOHHYIO (hopMy?



238. Kak BHECTH M3MEHEHHUS B CYIIECTBYIOIIYIO 3JIEKTPOHHYIO (hopMy?

239. Urto Takoe cTiiim hopMaTUPOBAHUSA?

240. Kak nepeiTu B pexxuM 0ToOpaxkeHus: nokymeHnTa Ctpykrypa?

241. Yto Takoe 3aroJioBOK M €ro ypoBeHb?

242. Kak nepeMecTuTh a0d3all TEKCTa B PEKUME CTPYKTYPhI?

243. Kak U3MEHUTHh YPOBEHb 3aroJIoBKa?

244, HaznaueHue cXxembl JOKyMeHTA?

245. Kak obecneynTh aBTOMAaTHYECKOE MMOCTPOSCHUE OTIIaBICHUS?

246. Kak BCTaBUTH B IOKYMEHT OTJIaBJeHHE?

247. YTo HYXHO Ui aBTOMaTHYECKOTO TIOCTPOCHUS CIIMCKA MILTIOCTPALINNA?

248. Kak 106aBUTH B TOKyMEHT CITUCOK MJUTFOCTPALIUi?

249. Yto Takoe MpeaMETHBINA yKa3aTellb U KaK OH BCTaBJISETCS B JJOKYMEHT?

250. Kak mepememarbcs 1Mo OOJIBIIOMY TEKCTY C MOMOIIBIO OTJIaBICHUS, CIHCKA
WUTIOCTPALIMIA U TIPEAMETHOTO YKa3aTes?

251. Kakue T0KyMEHTbl HEOOXO0IUMBI JIJIsl TTpoliecca CIUsTHUS?

252. B xakom BuU€ JOJDKEH OBITh MOJATOTOBJICH UCTOYHUK JAHHBIX IS CIUSHUS?
Uto sBIS€TCS MOJISIMHU U 3alMUCIMHU B UICTOYHUKE JTAHHBIX?

253. B kakoit MOMEHT MOKHO PaCCTaBUTD TOJISI CIUSHUSA?

254. Kak BBINOJIHSIOTCS (PUIBTpAIUs U COPTUPOBKA?

255. Kak ompenenuTh KOJIWYECTBO TOMYyYEHHBIX B pe3yiabTaTe CIUSHUSA
JIOKYMEHTOB, HE BBITIOJHSS CaMO CIUsSHUE?

256. Kyna MoXeT BBITTOHATHCS CIUSHUE (TIPOCMOTP BCEX 3aruceit)?

257. Kakue >nementsl Word MOKHO HACTPOUTH?

258. Kak HacTpouTh manenb OpICTpOro goctymna?

259. MOXHO JI1 HACTPOUTH BKJIAAKN?

260. Kak BocCTaHOBUTH HACTPOMKH 110 YMOTYAHUIO?

261. MoXHO JI1 pa3MECTUTh Ha MaHeTu OBICTPOrO TOCTYIa KHOMKHU CTHIICH?

262. Kak co3maroTcss MakpOoChI?

263. Kak Ha3HAYUTh MakKpocCy: OBICTpOE COuYeTaHWE KJIABUII, KHONKY Ha TMaHEIH
ObIcTpOro MoCTyMa?

264. I'ne MOXKHO COXpaHATh Makpochl? Paznuuusi B UX JOCTYMHOCTH MPU Pa3HBIX
MECTax COXpaHCHHUS.

265. Yto Takoe orudpoBka?

266. Kakwue sTambl BKIIIO4aeT B ce0s mporecc orudpoBKu?

267. 3aueM HY>KHBI IPOTPAMMBI PAaCIIO3HABAHUS TEKCTa?

268. Kak npoucxoauT pacrio3HaBaHHE TeKCTa?

269. Kakue nporpaMMbl pacro3HaHus TeKCTa Bbl 3HaeTe? KakuMu nosib30BaInuch?
270. Kakoe paszperieHye SBISETCS ONTHUMAIbHBIM IS CKAaHUPOBAHUS TEKCTA,
U300paKEeHUI?

271. Kak MOXXHO OCYIIIECTBHUTH MPEIBAPUTEIHHBIN MPOCMOTP TOIBKO MEPBBIX JIBYX
CTpaHHUII IOKYMEHTA B OMPEEIEHHOM MaciTade 0TOOpaskeHus?

272. Kak MOXHO BBIBECTH Ha TIe4aTh S OK3EMIUIIPOB IIEPBOM CTPaHHUIIBI
JIOKyMeHTa?

273. Kakas uadopmanus 3a1aéTcs B THAIOTOBOM OKHE [lapamempul cmparuybl?
274. Yto Takoe KOJOHTHUTYJ?

275. Kak co3aaTh KOJOHTUTYJIBI Ha MEPBOM CTpAaHMIE JOKYMEHTA OTIMYHBIE OT
KOJIOHTUTYJIOB OCTaJIbHBIX CTPAHUIL?



276. Kakast uadopmaIiust MOKET HaXOJUThCS B KOJJOHTUTYJIax ?
277. Kak HaneyataTh 4acTh JOKyMEHTa?
278. CniocoOsr1 3amycka Excel. Ctpyktypa okna Excel.
279. Haznauenue kHonok CBepHyTh, BoccTranoBuTh, 3akpbITh, PacmaxHyTs Ha Bce
oKkHO. OTinune KHONoK CBEpHYTh U 3aKPbITh.
280. Pabora ¢ anemMeHTaMu MEHIO: CIIOCOOBI I0CTYMa K JIEMEHTaM IJIaBHOT'O MEHIO
U ToaMeHIo. Buawl 3aronoBkoB MeHIO. Bbpixox u3 MeHIO 0e3 BBIMIOJHEHUS
KOMaH/IbI.
281. Haznauenue mnaHeneid MHCTpYMEHTOB. Pa3melneHue maHeneil Ha SKpaHe.
Brrouenue/oTkmroueHue nanesneil. Kakue nanenn pekoMeHayercs oToopaxaTh Ha
JKpaHe.
282. Haznauenue ctpoku BBoza ¢hopMyil. Ee cocTaBHbIE YacTu.
283. Uto Taxoe kuura B Excel? W13 dwero cocrout xuura? Kak mepexmrouaThcs
Mexay kauramu? CTpykTypa OKHa pabouell KHUTH.
284. Slpnbluykd TUCTOB M paboTa C HHUMH: TEPEKIIOYCHUE MEXIY JIHCTaMH,
no0aBiieHNe JUCTA, ylnajieHue JIUCTA, NepeuMEHOBAHUE JIUCTA,
nepeMenieHre/KOMMPOBaHHE JIUCTA. Y IPABICHUE BUAUMOCTBIO SIPJILIYKOB JINCTOB.
285. BBog B sueliky TekcTa. UTO SBISETCS TEKCTOBOM KOHCTAHTOM, KaKue
CUMBOJIBI MOKHO HCIIOJIb30BaTh Ipu ee Habope? K kakoW rpaHune syenku
MIPUKUMAETCS TEKCT?
286. BBox B s4eiiky ymcia. Buasl 9ncimoBeiX KOHCTaHT. Kakue CUMBOJIBI MOYKHO
MCIIOJIB30BaTh NpH BBOAE uncia? K KakoW rpaHuie sSsYeiky NPrKUMAaeTCs YUCio?
Kak uncio npeobpa3oBaTh B TEKCT?
287. BBon B sueiiky natel u BpeMeHH. K KakoMy THITy JaHHBIX OTHOCATCS ITH
KOHCTaHTbI?
288. UTo mpoMCXOAUT, €CITU TI0 IIIUPUHE CTOIOIA HE BXO/ISIT:

a) TeKCTOBBIC JJaHHBIE?

0) uucna, naTei?
289. Beon B sueiiky ¢gopmynbl. C kakoro cumBosia HaunHaetcs: dopmyrna? Urto
oToOpakaeTcs mocie BBoaa (popmyiel B siueiike? B cTpoke hopmy?
290. Beox B sueiiky ¢opmynbl. C kKakoro cumBosia HaumHaetcs: dopmyna? Urto
oToOpakaeTcs mocie BBoaa (popmyiel B siueiike? B cTpoke hopmy?
291. Kakue 3Haku omepamnuii ynorpeodnstorcs B ¢dopmynax? UTo MoxkeT OBITh
onepanom? HazHaueHue ckoOOK.
292. Anpec sueiikn, kak oH Qopmupyercs? J[Ba cmocoba BBoma B (opmyiry
anpeca. [ToHsTHE OTHOCUTENHHOTO ajpeca.
293. Uto Takoe aOCOMIOTHBIM agpec? 4deM aOCONIOTHBIA aJpec OTJIUYaeTCs OT
OTHOCHUTEJIBHOTO?
294. CMelaHHbIi azipec, ero OTIUYHME OT OTHOCUTEIBHOTro M abcomtoTHOro. C
MTOMOIIIBIO KaKOW KJIABUIIIA MOKHO OBICTPO M3MEHATH THUII ajjpeca B popmyie?
295. Kax BBIIOJHSETCS CChUIKA HA SUYEHKY APYyroro jucra Tekymen kauru? Kakoit
BU/JI TPUHUMAET UICHTU(PUKATOP STUCUKH TOCIIE BBITIOJHEHUS CCHUIKH?
296. Kak BbIMOJHSETCS CChbUIKAa Ha slUEHKY APYroro jucra apyroi kauru? Kakoi
BU/JI TPUHUMAET UICHTU(PUKATOP STUCUKH TOCIIE BBITIOJHEHUS CCHUIKHU?
297. Ilpenumy1iecTBO UCTIOIB30BaHUS UMEH sUeeK mepen aapecamu. Kak gath ums
siUeHKe, UCTIONb3Ys CTPOKY hopmyn?
298. Kak natb uMs siueiike, UCTOb3ys AuanoroBoe okHo «IIpucBoenrne nMeHn»?



299. Haznauenue Mactepa QpyHKIIHIA.
300. CniocoOnI BbI30oBa MacTepa hyHKITUH.
301. ITopsimok BBoAA (yHKIIMH C UCIIOJIB30BaHHEM Mactepa.
302. Broa aprymeHTOB GyHKIMHU. B Kakux ciydasx yaoOHO BBOAUTH apIyMEHTHI C
KJIABUATYPBI, @ B KAKUX C UCIIOIH30BAHUEM MBI ?
303. Broj BI0KEHHBIX (DYHKIIUN U CIIOKHBIX (POopMyI.
304. PenaktupoBanue GyHKIUI ¢ UCIIONIb30BaHHEeM MacTtepa.
305. Beitenenne OOBEKTOB (sUEHKH, CTOJOIA, CTPOKH, HWHTEpBaya, JIMCTA).
Brigenenue HECKOIBKUX OOBEKTOB.
306. CiocoObI n3MeHEeHHsI IIUPUHBI cTONI0a? BBICOTHI cTpOKn?
307. Kak ckpbITh cTosioer/cTpoky? Kak packpbITh cTOI0ET/CTPOKY?
308. Kakumu cioco6aMu MOKHO BBITIOJTHUTE (POpMATUPOBAHUE 0OBEKTA?
309. Kakue BO3MOXHOCTH (opMaTHUpOBaHUsl mpefocTaBiseT Bkimanka Lpudt
JTUaJIoroBoro okHa @opmart sueku?
310. Kakue  BO3MOXXHOCTHM  (OpMAaTUpPOBaHUS  MPEIOCTABISET  BKJIAJKa
BripaBHUBaHME?
311. Kakue Bo3MOXKHOCTH (hOpMaTHUPOBAHUS MPEAOCTABISIET BKIaAKa [ paHuIib1?
312. Kakue BoO3MOXXHOCTH (hOpMATHUPOBAHUS MPEJOCTABIISIET BKIaaKa Bun?
313. Kakue craHgapTHble YHUCIOBBIE (opMaThl TPETyCMOTPEHBI Ha BKIIAJIKE
Yucno? YeMm xapakTepusyercs Kaxablid popmat?
314. Korma ucmosb3yeTcst mob30BaTebekuii popmat? Ilopsimok ero co3manus.
315. Ympasnsromue CHMBOJIBI TOJB30BaTENbCKOTO (hopMaTa AJisl Yucia, TeKCTa U
JaThl.
316. Kak BwImoTHSAETCS KOMUpoBaHue ¢popmara’?
317. Haznauenue aBToopmarupoBanus. Kak oHO BBITIOTHSAETCS?
318. Bosmoxnoctn  komauasl [[PABKA—OUUCTUTL mnpumeHUTENHsHO K
dbopmaram
319. CriocoObl  BBHITIOJIHEHUS oOfepanuu  KonupoBaHus. CrocoObl BBIMOTHEHUS
orepaluy rnepeMerieHus. Yem oTinyaeTcsi KOMMpOBaHHUE OT MepeMeIleHus?
320. KonmupoBanue/ mepemMelieHrne sueek, coaepkammx (opmynsl. Kak Bausier
azipecaliyisi Ha KOnupoBaHue? Ha rnepeMeleHue?
321. Kak paboraer komanna MeH Ounctuth? UTO MPOUCXOAMUT MPU OUYUCTKE
coaepkumoro? mpu ouuctke dopmara? mpu ouucTke Bcero? Kakoil komanje
COOTBETCTBYET HaxxaTue Ha kiaBuy Delete?
322. Komanaa Y manuTh IPUMEHUTENBHO K CTONOIY, CTPOKE, sTYeHKe, MHTEPBAY.
323. Komanaa BcraBuTh NpUMEHUTENBHO K CTOJIOIY, CTPOKE, siUEKe, HHTEpBaIy.
Kyna BcTaBnsiercs crpoka/cronden?
324. Jlnsa Yero IIPUMEHSETCS KOMaH/aa CnenuanpHas BCTaBKa?
[TocneaoBaTeTbHOCTD €€ BHITTOJTHECHUS.
325. Kak BrimomnHsieTcst konupoanue ¢popmara? s uero oHo He0OX0UMO?
326. 3anonHeHne WHTEpBaia sueek ¢ Qopmymnamu. Kak BimsieT aapecanus B
dbopmyIie Ha 3amoHeHHE?
327. 3anoyiHEHUE UHTEpBAJIa YUCIIaMHU C 3aJaHHBIM I1arOM.
328. 3anonHeHne HHTEpBAA;

O OJIMHAKOBBIM TEKCTOM

O OJIMHAKOBBIMU YHCIIAMH

O OJMHAKOBBIMU JaTaMHU



O YHCIIaMH C marom |
O JaTaMu ¢ 1marom 1?
329. Haznauenue ¢ynkuuu ECJIM. KoaudyecTBo mapamMeTpoB M WX Ha3HAUYCHUE.
[Tpumepsl.
330. Crpykrypa ycnoBus pyukiuu ECJIN. Yto sBisieTcst 3HaueHUEM yclnoBus?
331. BelpaskeHus: OTHOIICHHUS: OTICPAIlH, ONICPAHIbI, TPUMEPHI.
332. Jloruueckue onepanuu: Ha3BaHue, Ha3HaueHue napameTpos. [Ipumepsr.
333. Kak BeIUuCHSIOTCS 3HAUCHUA JOrHUecKux oneparuii? [Ipumepsr.
334. Brnioxxennele ycnoBus. Bapuantel Binoxenus. [Ipumepsr.
335. Orobpaxenue TekcToBbIx coodmenunit B pynkunn ECJIN. TIpumepsr.
336. [logcuer KommyecTBa sA4YEEK BHYTPU JAHMANA30HA, YIOBIECTBOPSIOIMIUX
3amaHHOMY KpuTeputo. [Ipumepsr.
337. CymMupoBaHHue sueeK, 3aJaHHbIX KpuTepueM. [Ipumepsi.
338. Otnnuue ycnoBHOTO (hOpMATHPOBAHUS OT MPSIMOTO.
339. IlopsaaoK BHITIOJHEHUS YCIOBHOTO (JOPMATUPOBAHUSI.
340. 3ananue ycnoBus. B uem pasnuia npu GopMaTupoBaHUU 10 3HAYEHUIO OT I10
bopmye?
341. dopmaTtupoBanue no 3HaueHuro. [Ipumep.
342. ®opmaTtupoBanue 1o ¢popmyse. s kakon sTUeKu WHTEpBaja 3aMuChIBACTCS
ycnoBue? IlpaBuna dopMupoBaHus Tuma aapecaruu s sYeeK, YKa3aHHBIX B
dbopmyie.
343. Kak ¢opmupyercsi pe3ynpTaT, €CId B BBIICICHHOM TUANa30HE OJHA WIIH
HECKOJIBKO STYEEK YIOBJIETBOPSIIOT HECKOJIBKUM yCIOBHUSIM?
344. PenaktupoBaHHe YCIOBHOTO hopMarta.
345. Y nanenue ycIoBHBIX (OpMaTOB.
346. [Touck sueex, UMEIOIINX YCIOBHBIN (opmar.
347. OCHOBHBIC TOHSATHS AWArpaMM: PSAJbl JaHHBIX, KaTETOPUU, THUII, DJIEMEHTHI
JUarpaMm.
348. OcHoBHBIE MTpaBUiIa MOCTPOCHUS nuarpamm B cucteme Excel.
349. Coznanue auarpaMM ¢ UCIOJIb30BaHUEM MacTepa nquarpamm.
350. Coznanue rpadukoB ¢yHkumit. Kakoit Tunm amarpamMMbl HEOOXOIUMO
UCIIOJIb30BAaTh JJIsl HOCTPOEHUS IrpaduKoB?
351. [TocTpoeHue MOBEPXHOCTEH.
352. [locTpoeHue cedeHmii MOBEPXHOCTEH.
353. PenaktupoBanue quarpamMm U Ux 3J€MEHTOB.
354. ®opmaTupOBaHKE UArpaMM U UX JIIEMEHTOB.
355. ®opmaTupOBaHKE TPEXMEPHBIX AUATPAMM.
356. [lonsTie TUHUM TPEH/Ia, OCHOBHBIC MApaMeTPhl JIMHUU TPEHA, TUTIbI JTUHHUHA
TpeHa
357. IlocTpoeHue IMHUU TPEHA.
358. AnmpokcuManus TabJIMYHON 3aBUCUMOCTH C MCIIOJIb30BAHUEM JIMHUN TPEH/IA.
359. IIporHo3upoBanue ¢ UCMOIH30BAHNEM JTMHUHU TPEH/IA.
360. dopmaTupoBaHKE U PEAAKTUPOBAHUE JIMHUU TPEH/IA.
361. Jlms kakux 3a7a4 UCIIONIB3yeTCs Mo100p mapameTpa?
362. [lopsimok  BBIMOJIHEHUS MOA0Opa TMapamerpa. 3armojHEHUE DJIEMEHTOB
nuanorosoro okaa [logbop mapamerpa.
363. 3aganue MOrpenHOCTH BBIYHMCICHUM.



364. Pelienre HeMMHEHHBIX YPAaBHEHUH.

365. Ha3naueHue rnovcka pemieHusl.

366. BrinmosHeHne MOUCKa peIieHusl.

367. Mcnonb30BaHue CIIeHApPUEB /111 MHOTOBAPUAHTHBIX PACYETOB.

368. O0mias nocTaHOBKa 3a7a4 ONTUMH3ALMK. BHAbl 3agad  ONTHMHU3ALMU:
JIMHEMHasl, HeJIMHEeHHasl.

369. Pemienue 3a1a4 ONTUMU3ALNHN C UCTIOIH30BAHUEM MTOMCKA PEIICHHUS.

370. Jlns gero npenHasHadeHo nmpmioxkeHue PowerPoint? Kak ero 3amyctuts?
371. Yro Takoe mpe3enTanus? Uto Takoe craiin?

372. HazoBute criocoObl cO3/1aHus TPE3CHTALIUA.

373. Uto Takoe mabion? Kakue cyniecTByroT Bk mabioHoB B PowerPoint?
374. Kaxoe pacmupenue nmeeT ¢aiin nmpe3eHTauu, madaoH npe3eHTaumn?
375. O6bsicuuTe Ha3HaYeHHe Pexxnma cinaioB.

376. Ha3zBath OCHOBHBIE XapaKTepUCTUKU Pexxnma copTUpOBIIUKA CIAlI0B.
377. Kak BBINMOJIHUTH TIOKa3 npe3enTanun? Ha3satek criocoObl mokasza
MPE3EHTAlIUU.

378. Uto Takoe aHumarus’?

379. Uto takoe nepexo cnaitnos? [Ipumepsl epexoja ciaiios.

380. [TosicHuTE MOHATHE MYJIbTUMEIHA.

2.2. OueHoO4YHBbIE CPEACTBA VIS IPOMEKYTOYHOM aTTecTauuu (3a4er)
Bomnpoce! AJis1 npoBeieHUs 3a4eTa

1. Tlonstue unpopmaruku. [Ipeamer u 3agaun HHPOPMATHUKH.

2. HWudopmaTtuzanms o01mecTBa 1 MECTO HHOOPMATHKHA B COBPEMEHHOM MUDE.

3. llonatue wuHpOpManK, ee OCOOCHHOCTH W BHUABL. JKOHOMHYECKAs
uH(popManus, ee CBOICTBa, CTPYKTypa.

4. Ucropus OBM. Ilokonenuss 9BM. Pazputue nporpaMMHOTO 00€CTICUEHHS.

5. Tpunmune pon Helimana. OcoOEHHOCTH COBPEMEHHBIX KOMITHIOTEPOB.

6. Apxurektypa [I9BM. MarucrpaibHo-MoayabHbii npunnun. [lepudepuiinbie
Y BHYTPEHHHE YCTPOUCTBA, CXEMa B3AUMOICHUCTBHSL.

7. Pa3zButue xommbiotepoB IBM PC. Ilpuunbbl ycrexa mepcoHaidbHbix DOBM.
[TpuHIIMTT OTKpBITONW apXUTEKTYphl. OTpaHUYEHHOCTh O00JIACTU TPUMEHEHUS
nepcoHaIbHBIX DBM.

8. HasnaueHme OCHOBHBIX yCTpoWcTB OBM: meHTpaapHOTO MpoIieccopa,
BHYTPEHHEW MAMSTH.

9. Knaccudukaums 3SOBM. OcHOBHbIE XapaKTEPUCTHUKU  BBIYMCIUTEILHON
TEXHUKHU.

10. Knaccudukaiust nporpaMMHOTo 00ecreyeHusl.

11. Opranuzanust ¢GaiaoBONH CUCTEMBI U 00CIyXuUBaHUE (PaNHIOBON CTPYKTYPHI
NIEPCOHAIBHOTO KOMITBIOTEPA.

12. BerancnurenbHbIe CUCTEMbI, HA3HaYEHUE, KJIacCU(pUKAIUs, apXUTEKTypa.

13. HazHauenue mporpaMMHBIX CPENICTB, UX KJIacCU(pUKAIUs, COCTaB.

14. Onepammonnsie cuctemsbl (OC), ux ¢pynkiuu, Buas OC.

15. Onepammonnas cuctema MS DOS. Untepdeiic komananoit ctpoku. daitnoBas
CUCTEMA.

16. Onepaunonnas cucreMa Windows: xapakTepUCTHKA U apXUTEKTYpa.

17. Nutepdeiic u 3anmyck nporpamm B OC Windows.



18. Pabota c ¢aitnamu u nankamu B OC Windows.

19. Mcnonb30BaHME CEPBUCHBIX MpoOrpaMm: paboTa C apXuBaMu, aHTUBUPYCHas
0oprba, oociyxuBanue quckoB B OC Windows.

20. OyHKIIMKM TECTUPYIOIIMX TMPOrpaMM, YTUIIUT, ApPaiiBEepOB, OMNEPAIIMOHHBIX
000JI0YEK U ApP. CUCTEMHBIX ITPOTPamMM.

21. [lpuknagHoe NpOrpaMMHOE OOECedYeHHe KaK WHCTPYMEHTapUi pelIeHHUs
dbyHkImoHanpHBIX 3ana4. Kiaccudukanus, 0cCoOOEHHOCTH MOCTPOCHUS U 00J1acTh
IPUMEHEHUSI.

22. IlakeTsl NPUKIAIHBIX TPOrpaMM 00IIero, 0(h)UCHOTO HA3HAYEHHS] TEKCTOBBIC U
rpaduyueckue pegakTopsl, TaOJMUHBIE MTPOILECCOPBI, CHCTEMBI YIPaBIIeHUs 0a3amu
TAHHBIX, U3/IATEIBCKAE U MYJIBTUMEIUIUHBIC CUCTEMBI, Opay3ephl U Jp.)

23. IlpodeccuonanbHbple TaKeThl MPHUKIAAHBIX MPOrpaMM JUIsl PEIICHUs 3ajad
yIpaBICHUS.

24. TexcroBble (aitnbl. CTaHgapTHBIE MPOUEAypbl U (YHKIMU JUJIST TEKCTOBBIX
¢aiinos.

25. Microsoft Word. OcHOBHbIE BO3MOKHOCTH TMporpammbl. Buj oOkHa, MEHIO.
DneMeHThI TEKCTOBOTO JTOKyMeHTa. OCHOBHBIE OIEpaluy ¢ TEKCTOM (BbIIENICHUE,
ylajeHue, epeMeleHue, KOMpoBaHue).

26. Microsoft Word. ®opmatupoBaHue TekcTa (CMMBOJIOB U a03alleB), CTPaHUII.
Tpu cnocoba cozmanusi tabiaui, B Word. PenaktupoBanue u QopmarupoBaHue
tabmui. OdopmieHne CTpaHWIBI JOKyMeHTa (pa3MeTka CTpaHHWIbI, BCTaBKa
HOMEPOB CTPAHUI] U CHOCOK, Pa3pbIB CTPAHUIIBI).

27. Microsoft Word. ®aitioBeie omepanuy (Co3gaHHME HOBOTO JOKYMEHTA,
OTKPBITHE U 3aKPBITHE TOKYMEHTA, COXpaHCHHUE U TIeYaTh JOKYMEHTA).

28. Tabnuunsbnii mporeccop Excel, ero HazHaueHrne M BO3MOXKHOCTH. 3arpy3ka H
3aBepIleHrue PadboThl MPOTPAMMBI.

29. CrpaBounas cuctema Excel. CriocoObl mosrydeHus CripaBouyHON HH(pOpMaIum.
30. OcHoBHbIE 251eMeHThI OkHa Excel u nx HazHayeHue.

31. Crpykrypa paboueit kauru B Excel. DnemeHTs OKkHA paboyeil KHUTH.

32. Tunel nanHbIX B Excel. BBog 1 oTroOpakeHue Ha paboyeM JIMCTE JaHHBIX THIIA
TEKCT, YHCIIa, 1aTa/BpeMs.

33. ®opmynsl u ¢yskiuu B Excel, ux oOo3HaueHue, MOPAIOK HMX BBOJA H
peIaKTUPOBAHMSI.

34. PenaktrpoBaHue U yajcHUE JaHHBIX B sUciikax padoueil kaurn Excel.

35. bydep oOmena, ero Ha3HaueHHWE | UCIONb30BaHWEe. KommpoBanue w
nepeMeIleHe TaHHBIX B siueiikax pabouei kHuru Excel.

36. ®opmatupoBaHue JaHHbIX paboueir kHuru Excel. Buasl u crnocoOsb
dbopmaTupoBaHUs.

37. BcraBka u ynaneHue siueek B paboueM jucre padoueit kuuru Excel.

38. BcraBka u ynaneHwe CTPOK M CTOJIOIOB B paboueM jucTe paboyell KHUTH
Excel.

39. CriocoObl ¥ IOPSIOK CO3/IaHus U coXpaHeHus paboueit kauuru Excel.

40. CniocoObl ¥ TOPSAOK OTKPBITUS W 3aKpeiThs paboueld kHuru Excel.
[lepemerienre MeX Ty OTKPBITHIMU Pa0OYUMH KHUTAMH.

41. Pabota c nmucramu paboueit kauru B Excel. Beigenenue, BctaBka u ynaaeHue
JIUCTOB B paOoyelt KHUTE.



42. KonmupoBaHue U TMepeMelieHue JHUCTOB B paboueit kHure Excel.
[lepeumeHoBaHUE JTHUCTOB.

43. YcraHOBKa MMapaMETpPOB  CTPAHUIbI, MPEABAPUTEIBHBI  MPOCMOTP W
MOJTOTOBKA K MeyaTu padouei kuuru Excel.

44. [IporpamMHble  cpeiactBa mpe3eHTanui. [loHsTHE 0  KOMIBIOTEPHBIX
MpE3EHTAlMAX U MPOrPaMMHBIX CPEACTBaX i pa3pabOTKU KOMIIBIOTEPHBIX
IIPE3CHTALUN.

45. Ilporpammuble  cpeactBa  npe3eHtauuil.  [lonsitue o mporpammax

IIPE3EHTAMOHHON rpadukm. Kparkas XapaKTepUCTUKa [porpaMm
PE3eHTALIMOHHON TpadUKH.
46. [IporpamMmMHBbIe cpencTBa pe3eHTaluu. WuTepdeiic porpamMm

NpEe3eHTalnOHHON rpaduku. PaboTa ¢ MEHIO U TaHEISIMU UHCTPYMEHTOB, padboTa ¢
JTAAJIOTOBBIMA OKHAMU.

47. IlporpaMMHBIe cpeacTBa Mpe3eHTaluid. TexHoIorus co3nanusi KOMIbIOTEPHON
npe3eHTauuu. Pabora ¢ Makeramu ciaifoB v madbioHaMu 0POPMIIEHUS CaI0B.
BHenpenuve TEKCTOBBIX OJIOKOB M TrpapUuecKMX JJIEMEHTOB B  CIAW[bl
KOMIIBIOTEPHOU IPE3CHTALUH.

48. IIlporpaMMHBIe CcpeAcTBa Ipe3eHTauuid. MyJbTUMEIUITHBIE BO3MOXHOCTH
IporpaMM Npe3eHTAlMOHHON IpaduKH.

49. IlporpamMmMHbIe cpeacTBa mpeseHTanuil. OTnaaka Tpe3eHTalud, HACTpoiiKa
aHUMalMOHHBIX 3(pdexkToB u 3pdexkroB cmennl cnaiaoB. Iloaroroska
KOMITBIOTEPHOU MPE3EHTALNN K €€ JEMOHCTPALUK.

50. Ilonatne o0 COBpeMEHHBIX HWH(GOPMAIMOHHBIX  TEXHOJOTHUAX. Bubl
COBPEMEHHBIX MH(OPMALIMOHHBIX TEXHOJIOTHI U UX KpaTKas XapaKTepUCTHKA.

51. [loHsiTHE O MyJIbTUMEIUA TEXHOJOTHUIX. MynbTUMEMA KaK BUA MH(MOpMALUH,
TEXHUYECKUN KOMIUIEKC YU MTPOTPAMMHBIN KOMIIJIEKC.



