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1. MACHIOPT ®OHJA OHEHOYHbBIX CPEJACTB

1.1. Ob6saacTh NpUMEeHeHUs

®onx omeHouHblx cpeAcTB (POC) — HeoThemieMas dYacTh padbouei
nporpaMmbl  JUCHHMIUIMHBL  «TexHonmormu  mu@poBoro  oOpa3oBaHUS» U
npeaHa3Ha4yeH JJIs KOHTPOJS M OIEHKM 00pa3oBaTeNIbHBIX  JIOCTHXKEHUM
CTYyZI€HTOB, OCBOMBILIMX MPOrPaMMy JUCHUILIHHBIL.

1.2. Hesan 1 3a1a4u (POHAA OLEHOYHBIX CPEACTB

Hene @®OC — yCTaHOBUTb COOTBETCTBUE YPOBHSA  IOJTOTOBKH
oOyuvatomerocsi TpeboBanusm OI'OC BO OakanaBpuar 1O HampaBICHUIO
nonroroBku 44.03.05 «Ilemarormueckoe oOpa3oBanue (C ABYMS NPOQPHIAMU
MOJATOTOBKHM), YTBEPXKIACHHBIM MPUKa30M MMHHCTEpCTBA HAyKHM U BBICHIETO
obpazoBanus Poccuiickoit @enepanuu ot 22.02.2018 . Ne 125 (¢ usmMeHeHUsAMH U
nononHeHusiMu) U [IpodeccruoHanbHBIM CTaHIAPTOM, YTBEPKIEHHBIM [Ipukazom
MunucTepcTBa Tpyna W colanbHOM 3amuThl Poccuiickoit ®deneparuun  «O06
yTBepKIeHnn TnpodeccuonampbHoro crangapra «llemaror (memarorudeckas
JeATEeIIbHOCTh B cdepe JOIIKOJIBHOr0, Ha4aJIbHOTO 0O0IIero, OCHOBHOTO OOIIEero,
cpeaHero ooOimero oOpa3oBaHus) (BocmuTarenb, yuutenb)» oT 18.10.2013 r.
Ne. 544 u (c U3BMEHEHUSIMU U AOTIOTHEHUSIMHU ).

1.3. Ilepeyenb kommneTeHlUuii, (GopMupyeMbIX B Hpolecce OCBOEHUSI
OCHOBHOM 00pa30oBaTeJIbHON MPOrPaMMbI

[Ipouiecc  ocBOEHMS IHUCLUMIUIMHBI HampaBliieH Ha  (QopMUpOBaHUE
CIEAYIOIIUX KOMIIETCHIIMN U UHIUKATOPOB UX JOCTUKCHUS

Kox mo ®I'OC BO ‘ NHauKaTop 10CTHKEHUS

YHuUBepcalbHbIE

O6menpodeccrnonasbHbIe

OIIK-9.1. JleMoOHCTpHpOBAThH 3HAHUS
IU(PPOBBIX TEXHOJOTHIA U CBSI3aHHBIX C HUMHU
MPOAYKTOB M YCIyr B MPOdeCCHOHATBHON

EATEILHOCTHA

OI1K-9.2. Ucnonw3oBath MMOHUMAaHHE
OIIK-9. Cioco6eH moOHUMATh TTPUHIIUATIBI

MIPUHIIUIIOB paboTHhI COBPEMEHHBIX

paboThl COBpEMEHHBIX HH(DOPMAITMOHHBIX
TEXHOJIOTUH U UCIIOIb30BaTh UX AJI1 pCHICHU A
3a1a49 NpoQeCcCHOHATBHOMN e TEITLHOCTH

WH(POPMAIIMOHHBIX TEXHOJIOTHU TPH aHAJIH3e
1 00paboTke mpodeccrnoHabHBIX 0a3 JaHHBIX
U(PPOBON IKOHOMHKH

OIIK-9.3. IIpumeHATh COBpEMEHHbBIE
TEXHUYECKHE CPEACTBa U MH(DOPMAITOHHBIC
TEXHOJIOTUY ISl PEIICHHS 3314
poheCCHOHAIBHON JACATEIBHOCTH

ITpodeccroHaabHbIC

1.4. Jranbl GopMUPOBAHMS KOMIIETEHIIHII M CPeJACTBA OLEHUBAHUS
YPOBHS X ¢)OPMHUPOBAHHOCTH




Jdranbl popMupoBanus komnereHuudi | KomnereHuuu KoHTpO/ILHO-01IEeHOYHBbIE
cpeacrTsa / cnocod
OlleHMBAHUSA
OIIK-9 Y CTHBIN onpoc, TECTOBBIN
Tema 1. MadopmarTuka, Kak HayKa. KOHTPOJIb, BBIIIOJTHEHUE
MPAKTUYECKUX 3aJaHUI
OIIK-9 Y CTHBIN onpoc, TECTOBBIN
Tema 2. YcTpoilcTBO KOMIIBIOTEPA. KOHTPOJIb, BBITIOJTHEHUE
MPAKTUYECKUX 3aJaHUI
OIIK-9 Y CTHBIN ONIPOC, TECTOBBIN
Tema 3. IIporpamMmmHOe obecrieueHme
KOHTPOJIb, BBITIOJTHEHHE
KOMITBIOTEPOB. .
MPAKTUYECKUX 3aJaHUI
OIIK-9 Y CTHBIN ONIPOC, TECTOBBIN
Tema 4. KomnproTepHbIE CETH. KOHTPOJIb, BBIIIOJITHEHUE
MPAKTUYECKUX 3aJaHUI
OIIK-9 IlonroroBka MyJnbTUMEIUITHBIX
Tema 5. MynbTuMequiiHbIE TEXHOIOTUU. MIPE3EHTALIN, BHIITOJTHEHUE
MPAKTUYECKUX 3aJTaHHI
. OIIK-9 Y CTHBII onpoc, TECTOBBII
Tema 6. OcHOBBI HH(DOPMAITMOHHON
KOHTPOJIb, BBIIIOJIHEHHE
0€3011aCHOCTH. N
MIPAKTUYECKUX 33JIaHUI
Tekymas arrecTauus OIIK-9 Kontposbnas padora
IIpomexyTouHas aTTecTALMS OIIK-9 3auer

1.5. Onucanue noka3aresieid GOpMHUPOBAHUS KOMIIETEHIIH

Koa xomMnereHnuu

Pe3yabTarhl ¢)OPMUPOBAHHOCTH

OIIK-9.  Cnocoben
MMOHUMATh TPUHIIUAIIBI
paboThl
COBPEMEHHBIX
MH(pOPMAITMOHHBIX
TEXHOJIOTHUI1 u
WCIIOJIb30BaTh UX JIS
penieHus 3a/1a4
npodeccruoHanbHON
NEATCITLHOCTH

JleMOoHCTpHpyeT 3HaHUS LHU(POBBIX TEXHOJOTUH U CBSI3aHHBIX C HUMH
MIPOJYKTOB U YCIYT B IPO(eCCUOHATBHOM NeATEeNbHOCTH
Hcnonp3yer  NOHUMaHME  NPUHIUIOB  PabOTHI
MHGOPMALIMOHHBIX ~ TEXHOJOTMM  HpH  aHaiu3e W
npodeccHOHANBHBIX 0a3 TaHHBIX HUPPOBONH IKOHOMHUKH
[IpumeHsieT coBpeMEeHHbIE TEXHUYECKHUE CPEICTBA U UH(OpPMALIMOHHBIE
TEXHOJIOTUH JUIsl pellieHHs 3a1a4 IpoecCUOHaIbHOM 1eATeIbHOCTH

COBPEMEHHBIX
o0paboTke

1.6. Kpurepuu oneHMBAHUsI KOMIETEHUHMH HAa Ppa3HBIX 3Tamax MHX

¢popmupoBanus
KoummuecTBo
Buj yuedHoii padoThl 0aJu10B
00 | 0300 | 390
Y CTHBIE OTBETHI HA CEMUHAPCKHX 3aHATHAX
BrinonHeHue u 3amuTa npakTudeckux / 1abopaTopHbIX paboT 60 30
CamocrostenbHas pabora 30 60
WNubie Buab1 yueOHOM paboTh! (MOArOTOBKA MIPE3EHTALINH, 10 10
HanucaHue pedepara, peleHue 3a1ad u ap.)
Bceero 100




HaxonureabHas cucrteMa oneHuBanug mo 100-0ajabHOM mKkaJae

YerpipexOamnbHas
cHucTeMa OLleHHBaHHUS
JK3aMeHa

100-0anapHan
mKaJjaa

BykBennas mkasna, coorsercrByromas 100-
0ajJabHON mIKae

Cucrema
OllEHNBAHHUSA
3ayera

OTnnyHo

90-100

A — OTJIIMYHO — TEOPETUYECKOE COJIePIKaHUE
Kypca 0CBOEHO HOJIHOCTBIO, 6€3 IPoOeoB;
HE0OXO0IMMBbIE TPAKTUIECKHE HaBBIKA PabOTHI
C OCBOCHHBIM MaTepuajoM ChopMUPOBAHEL;
BCE MPEAYCMOTPEHHBIE MPOTrPaMMOi
0o0ydeHns yaeOHbIe 3aJaHNS BHITIOHEHEI,
Ka4e€CTBO UX BBIIIOJHCHHUA OLICHCHO YHUCIIOM
OayIoB, OM3KUM K MAKCHMAJTbHOMY

Xopomio

83-89

B — oueHb X0poLIO — TEOPETHYECKOES
coziep>kaHKe Kypca OCBOEHO IIOJHOCTBIO, Oe3
po6eIoB; HEOOXOIUMBIE TPAKTHUECKHE
HaBBIKK pabOThI C 0CBOCHHBIM MaTEPHAIOM B
OCHOBHOM C(hOpMHPOBaHBI; BCe
IpeIyCMOTPEHHBIE IPOrpaMMOil 00yUeHUs
yueOHbIE 3aJaHUsl BBIOIHEHBI, KAYECTBO
BBITIOJTHEHHS OOJIBIINHCTBA M3 HUX OLICHCHO
YHUCIIOM 0aIIOB, OJIM3KUM K MAKCHMAJIbHOMY

Xoporo

75-82

C — XOpOIIIO — TECOPETHYCCKOE COMICPIKAHIE
Kypca OCBOCHO HOJIHOCThIO; HEKOTOPBIE
MPaKTHYECKUE HABBIKUA PAOOThI C OCBOCHHBIM
MaTepuaioM cHOPMHPOBAHBI HEIOCTATOYHO;
BCE MPEAyCMOTPEHHBIE TPOTrPaMMOii
00yueHHs yUICOHBIC 33]JaHUS BHITOHCHEI,
Ka4eCTBO BBIIOJHEHUS HA OJHOTO U3 HUX HE
OLIEHEHO MUHUMAJILHBIM YHCJIOM 0alioB,
HEKOTOPBIC BUIBI 3aaHHUI BBITIOHEHBI C
omnoKkaMu

Y,ZLOBJ'IGTBOpI/ITGIILHO

63-74

D — ynoBieTBOpUTEIFHO — TEOPETHIECCKOE
coJiepyKaHue Kypca OCBOCHO YaCTHYHO, HO
poOesbl He HOCST CYIECTBEHHOTO
XapakTepa; He0OXOUMBbIC TPAKTUICCKUC
HaBBIKU PabOThl C OCBOCHHBIM MAaTEPUAIIOM B
OCHOBHOM C()OPMHUPOBAHBL; OOIBITHHCTBO
MPEIYCMOTPEHHBIX MPOrPaMMOi 00yICHHUS
yueOHBIX 3a[aHHi BBIIIOJIHEHO, HEKOTOPhIC U3
BBITIOJTHEHHBIX 33JJaHUI COJEPIKAT OLIMOKU

Y I0BJIETBOPUTEIBHO

50-62

E — mocpencTBeHHO — TEOpEeTHYECKOe
coJIepKaHue Kypca OCBOCHO YaCTHYHO;
HEKOTOPBIC MPAKTUICCKUC HABBIKU PAOOTHI HE
c(OpPMHUPOBAHBI, MHOTHE MPEIYCMOTPEHHBIC
y4eOHOI mporpaMmoi 00ydYeHus ydcOHbIC
3a/IaHKsI HE BBIMTOJHEHBI MO0 Ka4eCTBO
BBIMOJIHEHHBIX HEKOTOPBIX U3 HUX OLCHEHO
YHCIIOM 0aJIOB, OJM3KUM K MHHAMAJIEHOMY

3auTeHo

HeynosnersopuresbHo

21-49

FX — HEeyI0BIETBOPUTEIIEHO — TEOPETUUECKOE
coJiepKaHue Kypca OCBOCHO YaCTHYHO;
HEOOXOIUMBIC TIPAKTHUCCKUC HABBIKH PaOOTHI
C OCBOCHHBIM MaTepHaoM He
c(hopMHUPOBAHEI; OOJIBITUHCTBO
MIPEeTyCMOTPEHHBIX Y4eOHOU mporpaMmont
00ydeHusl yueOHbBIX 33IaHUi HE BHITIOJTHEHO
JTU00 KaYeCTBO MX BBHIMTOJHCHHUS OLCHEHO
YUCIIOM 0aJuTOB, OJIM3KAM K MUHHMAaJIbHOMY;
MIPU JOTIOJHUTEIIEHO CaMOCTOSTEIbHON
paboTe HaJl MaTepHaIoM Kypca BO3MOXKHO
MOBBINICHUE KAYSCTBA BBIMOJIHCHHS YICOHBIX
3aJaHUN

HeynosnersopurenbHo

0-20

F — Hey10BIETBOPHUTENILHO — TEOPETHUECKOE
COJIEp’KaHUE Kypca HE OCBOECHO;
HEoOX0IMMbIe NMPAKTHUECKHE HAaBBIKK paboThI

He 3auteno




He cpOpMUPOBAHBI; BCE BHINOIHEHHBIE
yueOHbIe 3aJJaHusl coJlep KaT rpyOble OmnoOKy;
JOTIOJIHUTEIIbHAsA CaMOCTOosTeIbHas paboTa
HaJl MaTepHaIoOM Kypca He IPHBEAET K
KaKoOMY-JIM00 3HAYMOMY MOBBILICHHIO
KauecTBa BBIIOJIHEHNS Y4eOHBIX 3aIaHui

2. KOHTPOJIBHO-ONEHOYHBIE CPE/ICTBA

2.1. OueHoYHBIE CPEACTBA TEKYIEr0 KOHTPOJIA (TUIOBBIE)
Bonpoce! aJ1s1 yeTHOT0 onpoca:
1. B ueM 3akimio4yaroTCs OCHOBHBIE TpPeOOBaHWS TEXHUKH O€30MacHOCTH TPHU
BBITIOJIHEHUU JTA00OPATOPHBIX padboT?
Ha3oBuTe 0OCHOBHBIE TEXHUYECKHE CPEACTBA EPCOHATIBHOIO KOMITbIOTEPA?
VYkaxuTe NOpsA0K BKIIOUYEHHUS U BBIKIIOUEHUS] yCTPOUCTB KOMITbIOTEpaA?
Kaxue tunsl knaBuatyp Bol 3Haere?
Yro Takoe QWERTY?
YcerpoiictBo knaBuatypsl IBM-coBMECTUMBIX KOMITBIOTEPOB?
YKaxuTe Ha3HAUCHHE OCHOBHBIX KJIABHUII KJABUATypbl IEPCOHAIBHBIX
KOMITbIOTEPOB?
8. Kakum 06pazoM ocymiecTBiseTcs padboTa ¢ KUPpUIUIMLIEH B KOMIIbIOTEpax?
9. Yro Takoe cienoi meton nmuchMa? B ueM coctout mpodeccnonanbHas padbora
Ha KJIaBUAType NEPCOHAIBHOIO KOMITbIOTEpPA?
10. B kaxoii mocienoBaTeIbHOCTH J0JDKHA U3YYaThCs KIaBHATypa MEPCOHATIBHOTO
KOMIIbloTepa?
11. Kak mepeitd B peXHUM PYCCKOro (aHriaumickoro) mpudra Ha KiIaBHaType
KOMIbIOTEpa?
12. Ha3nayenue nanenu 3amau?
13. Kak BbI3BaTh Ha DJKpaH TJaBHOE cUCTeMHOEe MeHI0? (OCHOBHBIC IYHKTHI
[JIABHOT'O CUCTEMHOT'O MEHIO.
14. Kakoii cMbICT BJIOKEH B MOHSATUE Tanka?
15. KakoBo Ha3HaueHue nanku Moii koMneroTep?
16. B uem 3akitouaercs HazHadeHue nmanku Kopsuna?
17. Ha3zoBUTE OCHOBHBIE 3JIEMEHTHI OKHA MPUITOKECHUS.
18. Kakue BO3MOKHOCTH I10 ACHCTBHIO C OKHaMH Ha pabouem ctojie Bel 3HaeTe?
19. HazoBure u3zBecTHbie BaM criocoObl 3amycka mpuiIoKEeHH.
20. Jlns gero ucnonb3yeTcs JieBas kiapuina muimu? [IpaBas knaBuma?
21. Kak MOHO co3/1aTh spJibIK Ha Pabouem cTose?
22. YUeM oTIMYAETCS CIIEUAIBHOE MePETaCKUBaHUE OT 0OBIYHOTO?
23. Yto nornmaroT o 0ypepom oomena? KakoBo ero HasHaueHue?
24. Tlosicaute otnnuue Koman Beipesats n Konupoats.
25. C xako#i 1enbio cosznana mporpamma I[IpoBoanuk?
26. CKOJIBKO CYIIECTBYET cII0c000B BXoja B mporpammy [IpoBomHuk?
27. Ilepeuncnure OCHOBHBIC 3JIEMEHTHI OKHA MPOBOTHUK.
28. Jlyis yero mpeHa3HaueHa MEXIaHEeIbHAs TpaHuIa’?
29. Kakass uH(opMmanus BbeiBoguTcss B CTpOKE COCTOSIHHUS — MPOrPaMMBbl
[IpoBonHUK?
30. Kakoit anemeHT (haitiioBoi CUCTEMBI HAXOAUTCS HA JIEBOW TTaHETH?

No ko




31. C noMoIipI0 Kakoro 3Hauka MOXKHO CBepHYTh JlepeBo marnok?

32. Jlns dyero npeaHa3HaueHbl 3HAKU + M — IIpU padoTe ¢ AepeBOM Marok?

33. OnumuTe TOPSA0K CO3IaHM HOBOM IaIKH.

34. Tlepeunciure criocoObl yialeHus 00bEKTOB.

35. Onumure NOpSAAOK MepeuMeHoBaHUsS oObekTa. Kakoe mocnemnee aeicTBue
HAJI0 BBITOJIHUTH MPU OTIEPAIIMH TEPEUMEHOBaHUS (ailia Uiy nanku?

36. Ilepeunciure crnocoObl KOMUPOBAHUS U TIEPEMEITEHUS] OOBEKTOB.

37. C kakoil uenpto ucnoip3dyercs kinaBuma CTRL mpu BbaeneHUM Trpymiibl
00BEKTOB?

38. C xakoi menpio ucmoin3yercs kiaBuima SHIFT mpu BblgeneHWn TPyMIIBI
O00BEKTOB?

39. Ilepeunciure GopMbl TpeAcTaBieHUs WHPOpMAIMKM Ha MpaBOM MaHEIU
[IpoBonHUKa.

40. B yem oTanumne oneparuy KOnupoBaHus (METOJIOM MepeTackuBanus) (aiiia Ha
JAPYTO# AUCK OT KOMMPOBAHMS B IPYTYIO MAIKy TO XKe AucKa?

41. B ueM ornuyme TepeMenieHust (Qaitia Ha IPYyrol JTUCK OT MEpPEMEIICHHS B
JOPYTYIO MAnKy TO K€ TUcKa?

42. Kakue cHCTeMHbIE ONepalyud MOKHO MPOBOAUTH MPHU HCIIOIB30BAaHUH MPABOM
KHOIIKM MBIIIH ?

43. Uto moHMMaeTCs o1 apXuBaiyei Ghaiaon?

44. Kak BBIYUCIIUTH CTETICHb COKATUS?

45. Tlepeuncnute Ha3BaHUS HAaMOOJIEE MOMYJISIPHBIX APXUBATOPOB?

46. Ilepeuncnure Turibl haiia apxuBoOB?

47. Kakol apXvB Ha3bIBalOT CaMOPACTIAKOBBIBAIOIIUMCS?

48. B kakux ciay4asx MPUMEHSIOT paclpeeICHHBIE ApXUBBI?

49. Onumure npaBuia apxuBaiuu (aitioB B Qaitn apxusa?

50. Kakue BbI 3HaeTe CrocoObl pacrakoBKH (haliIoB ¥ Mmarok u3 ¢aiia apxusa?

51. Kak ycTaHOBUTH 3a1IUTy apxuBa?

52. Kakue npunoxenuss Windows sBIISIFOTCSI CTaHAQPTHBIMU ?

53. Kakum 006pa3zom 3amycKaroTcsl CTaHJapTHBIE MIPHIIOKESHUS?

54. B ueM COCTOUT pa3andne MEeX]y OOBIYHBIM U MHKCHEPHBIM KAJIbKYJIATOPOM?
55. Uto HyXHO cienaTh, 4TOOBI B BIIOKHOTE aBTOMaTHYECKH BCTABIISLIACH TEKYIIAs
narta?

56. Kak moxHO nepemecTuTh (pparMeHT ojgHoro qokymenta WordPad B apyroii?
57. Kakum 00pa3oM MOKHO HaWTH HEOOXOAMMBIN (parMEHT TEKCTa B JOKYMEHTE
Y 3aMEHUTH €T0 Ha Ipyroi?

58. Kak moxxHO oThopmaTHpoBaTh ad3al] ¢ TOMOIIBIO TOPU3OHTAILHON JTUHEHUKH ?
59. KakoBsl oTiiums TekcToBoro mporeccopa WordPad ot TekcToBoro pemakropa
brnokHoT?

60. Kakue BuapI rpaduueckux peaakTopoB BbI 3HaETE?

61. Yto Takoe mukcemnn?

62. lng yero ciyxut [lanmurpa unctpymentoB? LiBeroBas nanutpa? Kak BbI3BaTh
UX Ha 3KpaH wim yopath ¢ skpana? Kak Bkmounth B pucyHok Tekct? Kak 3amarb
mpudT?

63. Kak HapucoBath kpuByto uHu0? [Ipsamyro nuxanio?

64. Kakue ¢urypbsl MOKHO HApUCOBATH C TTOMOIIbI0 HHCTPYMEHTOB?

65. OnummuTe ABa criocoda BeIACICHUS (parMeHTa PUCYHKA.



66. UTo MOXHO Jie1aTh C BBIJEICHHBIM (hparMeHTOM?

67. Kak oTKOppeKTUPOBATh MEJIKUE AETAIA PUCYHKA?

68. B xakoMm ciryuae MOKHO OTMEHHTH BBIITOJTHEHHOE JIeHcTBHE?

69. Kak orMeHHUTH He3aBepIIEHHOE JIeHCTBHE?

70. ITouemy okHo Paint Hy>kHO pacnaxuBaTh Ha BECh dKpaH?

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

72. Yro Takoe nmpoBepka aucka? Kak 3amyckaercst mporpamma MpoBepKy TUcka’?

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

74. KakoBbI ITyTH MPOHUKHOBEHHUSI BUPYCOB B KOMITBIOTEDP U MPU3HAKU 3apaKEHUS
KOMIIbIOTEpa BUPYyCOM?

75. KakoBsI crtocoObl 00HAPYKEHHS BUPYCOB U aHTUBUPYCHOU MTPOQPIIIAKTHKA?
76. [lepeunciuTe OCHOBHBIE MEPHI 110 3aLIUTE OT KOMITBIOTEPHBIX BUPYCOB.

/7. OnumuTe Ha3HAYEHNUE aHTUBUPYCHBIX IIPOrPAMM Pa3JIMYHBIX TUITOB.

78. HazoBute mpuMepbl COBPEMEHHBIX aHTHUBUPYCHBIX MPOTPaAaMM M OMUIIUTE UX
0COOEHHOCTH.

79. Uto Takoe ¢ailnoBblii MeHemKep?

80. Onumute untepdeiic TotalCommander.

81. Kak BbIIEUTH HECKOJIBKO (DAMITOB, pACIIONIOKEHHBIX HE PSAIOM JIPYT C IPYyTroM?
82. KakuM 00pa3oM MOKHO BBIJICIUTH OMPEACIICHHbIE TUIBI (PailioB?

83. Kakas koMaH/1a TT03BOJISIET BBIICIIUTH BCE U CHATDH BBIJICIICHUE?

84. B kakoM pefakTope OTKPHIBACTCS TEKCTOBBIN TOKYMEHT IO YMOIYAHUIO MPHU
peaaKTUPOBAHUU TEKCTOBOTO (haiina?

85. Kak co3nats sipibik 1uist ¢aitra? Kakoe y Hero pacummpenue?

86. Kak M0kHO OBICTpO MepenMeHoBaTh (haiin?

87. Kak ymamuts Qaitn, munys Kop3uny?

88. Kakue nBa cnocoba xomnupoBaHus cymiecTBytoT? Kakue KoMaHIbl MO3BOJSIOT
3TO caenarh?

89. Kakast koMaH/1a OCYyIIIECTBIISIET ONEepaInio epeMeIieHus?

90. Kak MOKHO cO371aTh apXMBbI U UX paclakoBaTh?

91. Kak M0xHO pa30ouTh daila u codparb €ero BOSIUHO?

92. Yto Takoe MS WORD?

93. Kak 3anmyctutb MS WORD?

94. U3 xakux snemMeHToB cocTouT okHo MS WORD?

95. Kak 3akpbiTh 0kHO MS WORD?

96. Kakoe cranmapTHOE Ha3BaHUE UMEET OKHO JIOKYMEHTa?

97. Kakoii cTaHIapTHBIA BU UMEET TEKCTOBBINA Kypcop?

98. Kak MUHUMH3UPOBATH OKHO JOKyMEHTa?

99. KakuM 006pa3zoM MOKHO OTKa3aThCs OT TOJIBKO YTO BHECEHHBIX U3MEHEHUH ?
100. Kak oToOpa3uth (CKpBITh) MMAHEIU UHCTPYMEHTOB?

101. Kakue cymiecTByIOT CliocOObl OTOOpaKeHHUs IOKYMEHTa Ha dKpaHe?

102. Kak co3math HOBBII ab3a1] B TEKCTOBOM JIOKYMEHTE?

103. Kakue cymiecTByIOT aHeJIu HHCTPYMEHTOB?

104. Kakoe Ha3Ha4YCHUE MACIITAOHBIX JIMHECK?

105. Kak 3akpeith okHO MS WORD?

106. Kak co3/1ath HOBBIM TEKCTOBBIN JOKYMEHT?



107. Kak OTKpBITh TOKYMEHT, y>K€ COXpaHEHHBII paHee?

108. Kak coxpaHuTh CO3/JaHHBIN JOKYMEHT Ha JIUCKE?

109. Kak u kakue mapamMeTpbl MOKHO YCTAHOBHTH JIJISI CTPAHUITHI?

110. Kak onpeeuTh KOJIMYECTBO CIIOB, CHMBOJIOB, a03alleB B JOKYMEHTE?

111. Kak BeiaenuTs ab3ar?

112. Kak BBIICTUTH MpEJIOKEeHNE?

113. Kak nepemectuth (pparmMeHT TEKcTa?

114. Kak ckonupoBaTh ()parMeHT B 33JJaHHOE MECTO TEKCTa?

115. Kak oTMEeHUTH HEBEpHOE JieHCTBHIE?

116. Kak BBIIEINTH BECh TEKCT?

117. Kak mpousBecTd BbIpaBHMBaHHE (parmMeHTa TEKCTa OTHOCHUTEIBHO
CTpaHuLbI?

118. Kak ygamuth parmMeHT u3 Tekcra?

119. Kakas pa3Huiia Mex1y KOupoBaHUEM, MEpEeMEIIeHUEM, TTepEeTaCKUBaAHUEM?
120. Kak 3aMeHUTH (parMeHT TeKCTa BO BCEM JIOKyMEHTE?

121. Kakum 06pa3om mpoBEepUThH MPABIIBHOCTh HAOPAHHOTO TEKCTa?

122. Kak u3MeHUTh pa3Mep CUMBOJIOB B OJHOM CIIOBE?

123. Kakwue cymiectBytoT 3¢ ¢dekTbl aHuManuu mpugra?

124, Kakum o6pa3zoM (pparMeHT TeKCTa 3aIUTh IIBETHBIM (hOHOM?

125. Kak 3agatpb B ab3arie >KUpHbIA pUPT?

126. Kakumu KHOIIKaAMU TOJB3YIOTCS I YMEHbIICHUs (YBEJIMUYEHHUS) OTCTymna?
[Tpu pabote ¢ ueM 3TO UCTIOIB3YeTCS?

127. Yro Takoe OyKBHIIa, KaK €10 BOCTIOIb30BATHCS?

128. Uto Takoe MapKUPOBAHHBIN CITUCOK?

129. Kak u3MEHUTHh MEKCUMBOJIBHBIN HHTEPBAJ B CIIOBE?

130. Kak ycTaHOBUTH OTCTyHn TeEpBOM CTpPOKH ab3ama Ha OMNpelesIeHHOe
paccTostHue?

131. Kakum 00pa3oM MOXHO M3MEHUTH MEXKIyCTPOUHBIN WHTEPBAT B OTACIHHOM
a03are?

132. Kak ObICTpO HaliTH BCE BXOXKACHUS OTMPEEICHHOTO CJIOBA B TEKCT?

133. Kakum 06pa3omM MOKHO MOJHATH (OMYCTUTH) CUMBOJ (CIIOBO) OTHOCUTEIILHO
0a30BOM TUHUU?

134. Kak u3MeHUTh UHTEPBAT MEX Ty ab3ariamu?

135. Kak co3nath HyMepOBaHHBIN CIIUCOK?

136. Kak u3mMeHUTH 1IBET CUMBOJIA?

137. Kakum 00pa3oM MOXHO HM3MEHHTh 3HAYOK MapKepa IpHU HCIOJIb30BAHUU
MapKHPOBAHHOTO CIIHACKa?

138. Kakum 06pa3om UCIpaBUTh HEBEPHO HAOPAHHBIM CUMBOJI B TEKCTE?

139. Kak coxpaHuTh CO3/ITaHHBINA JOKYMEHT?

140. Yem otnnyaeTcs MHOTOYPOBHEBBI CIIHCOK OT MAapKUPOBAHHOTO WIIH
HYMEPOBAHHOI'O CIIUCKOB?

141. Kakum 00pa3oM MOXKHO MOCMOTPETh, KaK OyJEeT BBITJSAAETh HOKYMEHT IPHU
pacnieyaTke?

142. Kak pa3OuTh TEKCT Ha JIBE KOJIOHKHU?

143. Kak BCTaBUTH B TEKCT IpUMeUaHue?

144. Kakue naHHbIE MOKHO aBTOMATUYECKHU BCTABJIATh B KOJIOHTUTYJI?

145. Yo Takoe 3akiaaka?



146. Kak usmenuts hopmaT HyMepaiuu CTpaHHIL?

147. Kakum 00pa3oM MOKHO TIEPEHTH OT BEPXHETO KOJOHTUTYIA K HIKHEMY (MU
Hao00poT)?

148. Kak BCTaBUTH B TEKCT CHOCKY?

149. Kakwue cymiecTBytoT BUIbI CHOCOK? B uem paznuune?

150. Kak pa30uth (pparmMeHT TeKCcTa HA TPU KOJIOHKU?

151. Kak ycTaHOBHUTH pa3IUYHbIC KOJOHTHUTYJBI I TUTYJIBHOW CTpaHHIBI U
MOCIEAYIOIINX?

152. I'ie BHOCUTCSI aBTOp JOKyMEHTa?

153. Kak BCTaBUTbH KOJIOHTUTYJ?

154. Kak ocy1iecTBUTh epexo MEXAY 3aKaJlKaMy B TEKCTE?

155. Kakum 00pa3oM YCTaHOBHTH pa3IUYHBIC TapaMeTpbl JUIsi HECKOIbKHX
CTpaHUIl OJTHOTO U TOTO K€ JOKyMEeHTa?

156. Kak pa3OuTh TOKYMEHT Ha pa3jieibl?

157. Kak BCcTaBUTh HyMEpALIUIO CTPAHULL?

158. Kak co3math B HOBOM pasjiesie KOJOHTHUTYJI, TAKOM K€, KaK B IPEAbLAYIIEM?
159. lnsa yero npeaHa3HaveHa MaHellb HHCTPyMEHTOB PrucoBanue?

160. Kakue 06beKTbl MOTYT OBITH B JOKYMEHTE?

161. Yto takoe 00bekT WordArt?

162. Kakue neicTBUSI MOKHO MPOU3BOIUTH C rpaduueckuMu 0ObeKTamMu?

163. Kakue cymiecTByI0T criocoObl 00TeKaHUs rpauIecKux 0OBEKTOB TEKCTOM?
164. UTo MOXHO BCTaBUTh B JOKYMEHT KoMaHA0i BcTaBuTh?

165. Kakwue neficTBHsI MOXKHO MPOU3BOIUTH C aBTOGUTYypaMu?

166. Kakum 06pazoM MOKHO ITPOU3BECTH (hOPMATUPOBAHKE HAATTUCU?

167. Kak n3o0pakeHne 3KpaHa MepeHecTy B TEKCT B BUAE rpadudeckoro oobexra?
168. Kak BcTaBuTh KapTHHKY 13 raiepen kosuiekimu ClipGallary?

169. Kak u3meHuTh pazmMepsl 00bekTa?

170. Kak o6BecTH cTpaHMILy XyAO0XKECTBEHHON PaMKOii?

171. Kak co3nath aHuMalMOHHBIN 3@ dekT co mpudrom?

172. Yto Ttakoe aBTOPUTYDPHI?

173. Kak BcTtaBUTh HaAIIUCH?

174. Kakum 00pa3oM M3MEHSIETCS MOPSIOK  B3aMMHOTO  PAaCHOJIOKEHUS
rpaguiecKkux 00BHEKTOB?

175. Kakue Turbl JMHUI €CTh B MHCTPYMEHTE prcoBaHus Jlunun?

176. Kakue ectb mapamMeTpsl HaCTPOIKU rpaduyecKkux 00beKTOB (M300paxenus)?
177. Kakue cymiecTByrOT KaTeropuu aBTohuryp?

178. Kak BbiaenuTh rpaduyeckuii 00beKT, YIaIUTh ?

179. Kak u3meHuTh crnocod o0TekaHus 00beKTa TEKCTOM?

180. Kak n3mMeHUTh crmocod 3aJIMBKH aBTOPUTYPHI?

181. Kak ucnpaBuTh TeKCT B 00bekTe WordArt?

182. Kakum 06pa3om MOKHO NpUiaTh 00bEMHBIN BUJT 00BEKTY?

183. Kak 3arpy3uTh pUCYHOK B BUJ€E 3aJIMBKH aBTO(PUTYPbI?

184. Yo takoe Tabmuma?

185. Kak BcTaBUTH CTPOKY B TaOIUITY?

186. Kak 3amMeHUTH MIpU(PT TEKCTa B OTACIHHON STUCHKE?

187. Kakum 06pa3omM MOKHO MepeMeniaTbes 1no Tabnuie?

188. Kak n100aBuTh TaOIUILy B TEKCT?



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

Kak ynopsimounTs CTpoKH B TaOJIMIIE 110 HEKOTOPOMY MPU3HAKY?

Kak o0bequHuTh sSiueiiku B Ta0iuIle B OJHY?

Kak u3MeHHUTh pacronoKeHre rpaHull s4eeK?

Kak co3gars Tabnuiry MeTo10M mpeodpa3oBaHus TEKCTA B TAOIHILY?

Kak BBIpOBHATH JaHHBIE B TUEHKE?

KakoBo Haznauenue nanenu TaOauIlsl U TpaHUIIbI?

MO3KHO JI1 BCTaBJIATh PUCYHKU B STUCHKU TAOIHIIbI?

N3 kakux 3J71€eMEHTOB COCTOUT Tabiuia?

Urto Takoe 3akiajaka, ee Ha3HaueHue?

Kak co3nars Tabnuiry ¢ moMonisto komasibl Hapucosars Tabnuiry?

Kak u3amenuts mmpuny cronodua (Bce crnocoObr)?

Kakue ocHOBHBIE (DYHKIIMM MOKHO MCIOJIb30BaTh Mpu pacuerax B Word?
Kakue cnocoOs1 mpeodpazoBanusi TaOIUI] CYIIECTBYIOT?

Kak mpou3sBecTy 3a1uBKY SUCHKU?

Kakum 00pa3oM MOXHO HCHOJB30BaTh JaHHBIE W3 OJHOM TaOIHIBI TPU

MPOBEJICHUH PACUETOB B IPYyTron?

204.
205.
206.
207.
208.
2009.
210.
211.
212.
213.

Kakum 006pazoM MokHO mpeoOpa3oBaTh TAOIUIY B TEKCT?

Kaxk BBOASITCA TaHHBIE B STYCHKY?

Kak 3aaTh KOJIM4eCTBO CTPOK U CTOJIOLIOB B TaOIHIIE?

Kak ynamute ctonber u3 Tadbauiibi?

Kakum 006pazoM MOKHO pa3feinTh sIMEUKy B TaOJIMIle Ha HECKOJIBKO?

Kakue Tumnel quarpamMm Bbl 3HaeTe?

Kak BcTaBUTH B TEKCT MaTeMaTHYECKyIO (popmyiry?

Kak BcTaBUTH B TEKCT AMArpaMmy JJisi 3aJIaHHOM TaOIuIIbI?

Kak Bb13BaTh Mactepa nuarpamm?

Kak oTKpwITh OKHO pemakTopa (GopMmys, YTOOBI OTPEAaKTUPOBATH T'OTOBYIO

popmyiy?

214.
215.
216.

Kak BcTaButh B hopMyity mabiion npodu uim paaukana?
Kakum 00pa3oM MOKHO U3MEHHUTH IIBET Psifa TaHHBIX?
[Ipy wu3MeHEeHMM [aHHBIX B TaOJMIlE, MO KOTOPOM OblIa MOCTpOEHA

AuarpamMma, UISMCHHUTCH JIM CaMa ,HHanaMMa?

217.
218.
2109.
220.
221.
222.
223.
224,
225.
226.
227.
228.
2209.
230.
231.
232.

Kak n3mMeHHuTh pasMepsl 1uarpaMmbl?

Kak yganutes quarpammy?

MOo3KHO 11 ¥ KaK U3MEHUTH (DOH 00JIACTH MOCTPOCHUSI TUArpaMMbl?
N3 xakux obmacTel COCTOMT Auarpamma’?

Kak BcTaBuTh B hopMyIty m1abJIoH CyMMBI UITU TIPOU3BEACHUS psina?
Kakum o0pazoM MOKHO U3MEHUTH pa3Mephl CO3AaHHON (HOpMYIIbI?
UYto Takoe neregaa? Kakue neidcTBUs € JIETEHA0M MOXKHO ITPOU3BOINUTH?
Urto Takoe moyie B TEKCTOBOM JIOKYMEHTE?

Kakue Tumnsl nmosieu cymecTByroT?

UTo Takoe KOJ U 3HAYCHHUE TOJICH?

Kak BcTaBUTB B JOKYMEHT 110J1€?

Kak nepexitoyaroT Ko U 3HaYEHHUE MoJs?

Kax oOHOBIIsItOTCS 3HAYEHUS TTOJIEH?

Yro takoe noinst opmbl? Kakue cymiecTByrOT TpH moiast GopMbI?
Kakue 10KkyMeHTHI Ha3bIBAIOT MI1a0JI0HAMU?

C xakuM pacmmpeHueM coxpansitores mabsons B WORD?



233. Kaknumu crioco0aMu MOKHO C031aTh COOCTBEHHBIN 111a010H?

234. Yto 03HAYaET TEPMHH «AJICKTPOHHAS (hopmar?

235. Kak HaCTpOUTh MapaMeTphl MOJIeH AMEKTPOHHOU POpPMBI?

236. Jly1s1 4ero 3aluInarT CO3/IaHHbIC AJICKTPOHHBIC (DOPMBI?

237. Kak 3anmTuTh 3JIEKTPOHHYI0 (hopmy?

238. Kak BHECTH U3MEHEHHUSI B CYIICCTBYIOIIYIO 3JICKTPOHHYIO (hopmy?

239. Yto Takoe ctunu GopMaTUpoBaHuUs?

240. Kak mepeiTy B pexxuM oToOpakeHus qokymeHnTa Ctpykrypa?

241. Yto Takoe 3arojioBOK M €ro ypoBeHb?

242. Kak mepeMecTUTh a03all TeKCTa B PEIKUME CTPYKTYPhI?

243. Kak U3MEHUTh YPOBEHb 3arojI0OBKa?

244. Ha3naueHue cXeMbl JOKyMeHTa?

245. Kak o6ecneynTh aBTOMaTHIECKOE TIOCTPOCHHE OTJIABIICHUS?

246. Kak BCTaBUTh B JOKYMEHT OTJIaBJICHUE?

247. YTo HY»XHO JIJIl aBTOMaTHIECKOTO TTOCTPOCHUS CITUCKA MILTIOCTPAIii?

248. Kak 1006aBUTH B JOKYMEHT CITHCOK MJLTFOCTpAIii?

249. Yto Takoe NMpeaMEeTHBIN yKa3aTelb U KaK OH BCTaBJISIETCS B JOKYMEHT?

250. Kak mepememarscsi Mo GOJBIIOMY TEKCTY C MOMOIIBIO OTJIaBIICHUS, CIUCKA
WUTIOCTPALIUMA U IPEAMETHOTO YKa3aTesi?

251. Kakue nokyMeHTHl HEOOXOAMMBI JJIsl TPOLIecca CIUSHUS?

252. B KakoM BH€ HOJDKEH OBITH ITOATOTOBJIEH MCTOYHHUK JAHHBIX IS CIUAHUA?
UTo sBIISETCS MOJISIMU U 3aMTUCSIMH B HCTOYHUKE JTAHHBIX ?

253. B Kakoit MOMEHT MOXHO PACCTAaBUTD IO CIASTHHS?

254. Kaxk BBIMOJHAIOTCSA (PUIBTpAIUS U COPTHPOBKA?

255. Kak ompenenuth KOJIWYECTBO TONYYEHHBIX B pe3yiabTaTe CIHSHUS
JIOKyMEHTOB, HE BBITIOJIHSS CaMO CIUSHUE?

256. Kyna MOXeT BBIOHATHCS CIUSTHUE (IPOCMOTP BCEX 3amucei)?

257. Kakue smemenTsl Word MOKHO HaCTPOUTH?

258. Kak HacTpouTh MaHenb ObICTPOro AocTyma?

259. MOXHO JI HACTPOUTH BKIAIKH?

260. Kak BOCCTaHOBUTH HACTPONKHU MO YMOJTYAHUIO?

261. MoxHO JI1 pa3MeCTUTh Ha MaHeIN OBICTPOTO JOCTYNa KHOIKU CTUIICH?

262. Kak co3maroTcss MakpocChI?

263. Kak HazHauuTh MakKpoCy: OBICTpPOE COYETaHME KIIABUII, KHOIMKY HA IMaHeld
ObIcTporo nocryna’?

264. I'me MOXKHO COXpaHATh Makpochl? Pa3nuuus B UX JOCTYMHOCTH MPU Pa3HBIX
MECTaX COXPaHCHHUSI.

265. Yro Takoe onudpoBka?

266. Kakue sTambl BKIItOYaeT B ce0s mporecc orudpoBKu?

267. 3aueM HY>XHBI IPOTPAMMBI PAaCIIO3HABAHUS TEKCTa?

268. Kak mpoucxouT pacro3HaBaHuE TeKCTa?

269. Kakue nporpaMMbl pacro3HaHus TeKcTa Bbl 3HaeTe? KakuMu mosib30Baiuch?
270. Kakoe paspelieHne SBISETCS ONTHUMANbHBIM JJII CKAHHPOBAHUS TEKCTA,
N300paKeHUM?

271. Kak MOKHO OCYIIECTBHUTH IPEABAPUTEIBHBIN TPOCMOTP TOJIBKO MEPBBIX JABYX
CTpaHMI] JIOKYMEHTAa B ONpeIeIEHHOM MaciiTabe 0ToOpakeHus?



272. Kak MOXHO BBIBECTH Ha TI€4aTh 5 DSK3EMIUIAPOB TEPBON CTPAHUIIBI
JIOKYMEHTA?
273. Kakas uadopmanus 3a1aétcsl B JUAIOTOBOM OKHe [lapamempul cmparuyvl?
274. Yto Takoe KOJOHTUTYJ?
275. Kak co3aarh KOJOHTUTYJIBI Ha TEPBOM CTpaHWIC JOKYMEHTAa OTJIMYHBIE OT
KOJIOHTUTYJIOB OCTaJIbHBIX CTPAHHUIL?
2176. Kakas uHdopMaiys MOKET HAXOAUThCA B KOJIOHTUTYJIax?
277. Kak HamedaraTth 9acTh JOKyMeHTa?
278. Cnoco0On1 3anycka Excel. Ctpykrypa oxkna Excel.
279. Haznauenue kaonok CBepHyTh, BoccTranoBuTh, 3aKpbiTh, PacnaxHyTh Ha Bce
OoKHO. OTimyue KHOMOK CBEPHYTh U 3aKPHITh.
280. Pabota ¢ ajeMeHTaMu MEHIO: CITIOCOOBI TOCTYTa K 2JIEMEHTaM TJIaBHOTO MEHIO
U TOAMEHIO. BHIbI 3arojloBKOB MEHIO. BbIXom w3 MeHI0 0e3 BBIMOJTHEHUS
KOMaH/IbI.
281. Ha3nauenue mnaHesneil WMHCTPyMEHTOB. Pa3Mmenienue maHened Ha SKpaHe.
Bxomtouenue/oTkmouenue naneneit. Kakue nmanenm pekoMeHIyeTcst OTOOpakaTh Ha
JKpaHe.
282. Haznauenue ctpoku BBoja ¢popmyi. Ee coctaBHbIEC YacTu.
283. Utro Ttakoe kuura B Excel? U3 dero coctoutr kaura? Kak mepexirodarbcs
Mexay kKHuramu? CTpyKTypa OKHa paboueil KHUTH.
284. Slpnblykd TUCTOB M pab0oTa C HHUMH: TEPEKIIOYEHHE MEXY JHCTaMH,
no0aBlieHHE JMCTA, yAalieHue JUCTA, neperMMeHOBaHUE JIUCTA,
nepeMeNIeHIe/KOMUPOBAHKE JINCTA. Y TIPABICHUE BUIUMOCTBIO SIPJIBIYKOB JINCTOB.
285. BBog B sueliky TekcTa. UTO SBIAETCS TEKCTOBOM KOHCTAHTOM, Kakue
CUMBOJIBI MOYKHO HCIIOJIb30BaTh Inpu ee HaOope? K kakoil rpaHuue syeilku
NPUKUMAETCS TEKCT?
286. BBox B sueiiky umcia. Buasl uncioBeIX KOHCTaHT. Kakwe CUMBOIBI MOXHO
UCIIOJB30BaTh IMpH BBOJE unciia? K kakoil rpaHulle ssYeMKu MpUKUMAETCS YUCIIO0?
Kax uncno npeoOpa3oBaTh B TEKCT?
287. BBon B siueliky naThl M BpeMeHH. K KakoMy THIy NaHHBIX OTHOCSITCS 3TH
KOHCTAHTBI?
288. UTo MpouCXOIUT, €CIU 10 IIUPUHE CTOJIONA HE BXOIAT:

a) TEKCTOBBIE JJaHHbIE?

0) uncna, 1aTel?
289. Bon B sueiiky ¢opmynsl. C kakoro cumBojia HaunHaercs ¢opmyna? Uro
otoOpakaercs mocie BBoAa GopMyIibl B siueiike? B cTpoke hopmy?
290. Bog B sueiiky ¢opmynbl. C kakoro cuMBoja HauumHaeTrcs (opmyna? Urto
oToOpakaeTcs mocie BBoaa GopmyIibl B siueiike? B cTpoke hopmy?
291. Kakue 3Haku omepanuii ynorpebisrorcs B dopmynax? Uro moxker OBITh
onepanyiom? HazHaueHue cKOOOK.
292. Anpec sueiiku, kak oH Qopmupyercs? JIBa cmocoba BBoma B (opmyiry
aapeca. [loHsiTHE OTHOCUTENBLHOTO ajpeca.
293. Uto Takoe aOCONIOTHBIA aapec? 4yeM aOCONIOTHBIM aapec OTINYAeTCs OT
OTHOCHUTEILHOTO?
294. CMmemaHHblid agpec, €ro OTIMYUE OT OTHOCHUTEIbHOro U abcomotHOro. C
MTOMOIIBIO KAaKOW KJIABHIIIA MOXKHO OBICTPO M3MEHSThH THUII ajpeca B popmyie?



295. Kak BBITIOJIHAETCS CChUIKA Ha SYEHKY ApYroro jucTa Texymieil kuuru? Kakoi
BU/JI TPUHUMAET UJACHTUPHUKATOP STUESHKH MOCTIE BHIMOTHEHUS CCHUIKH?

296. Kak BbIMOJHSETCS CChUIKA Ha SYEWKY Apyroro jucta apyroi kauru? Kakoi
BU/JI TPUHUMAET UICHTUPHUKATOP STUECHKH MOCTIE BHIMOTHEHUS CCHUIKH?

297. [Ipenmy1iecTBO UCIIOIB30BAaHUSI UMEH sUeeK mepen anpecamu. Kak gate ums
STYCHKe, UCTIONIB3YsI CTPOKY (popmMyn?

298. Kak nath uMs sueiike, UCNOb3ys AUaoroBoe okHo «IIpucBoeHne uMeHmn»?
299. Haznauenue Mactepa QyHKITUH.

300. Crioco6sI BeI30Ba Mactepa (hyHKITUH.

301. IMopsimok BBOJA PYHKIIMHU C UCTIOTIB30BaHUEM Mactepa.

302. Box aprymeHnToB pyHKIMH. B Kakux ciaydasx y100HO BBOJAUTH apTyMEHTHI C
KJIaBUATYPHI, @ B KAKUX C UCITOJIb30BAHUEM MBIIIIHN ?

303. BBoj BI0OKCHHBIX (PYHKIIUHA B CIIOKHBIX (GOPMYII.

304. PenaktupoBanue GyHKIUH ¢ UCIIOIb30BaHMEeM MacTtepa.

305. Beiiennienne  OOBEKTOB  (SYCWKH, CTOJOIA, CTPOKH, WHTEpBaja, JIHCTA).
Brigenenue HeCKOIBKUX OOBEKTOB.

306. CriocoObl n3MEHEeHUsI UPUHBI cToI01a? BricOTHI cTpoKU?

307. Kak ckpwITh cTonber/cTpoky? Kak packpbITh CTOIOEI/CTPOKY?

308. Kakumu crioco6amMu MOXKHO BBITIOJIHUTE (hOpMaTHPOBaHUE O0BEKTa?

309. Kakue Bo3MoOxHOCTH (hopMaTUpOBaHUA TpenocTaBinseT Bkiaagka [lpudr
JIraoroBoro okHa @opmar sueku?

310. Kakue  BO3MOXHOCTM  (OpPMATUpPOBAHUS  NPENOCTABISET  BKJIAJKa
BripaBHuBanue?

311. Kakue BO3MOXHOCTH (OpMAaTUPOBAHUS IIPEeIOCTaBIseT BKiIaaka ["paHuiipi?
312. Kakue BO3MOXXHOCTH (pOpMaTUpPOBaAHMS IPEAOCTABISIET BKiIaaka Bun?

313. Kakue craHmapTHbIe YHCIIOBBIE (OpMaThl MPEIYCMOTPEHBI Ha BKJIAIKE
Uucno? Yem xapakTepusyercs Kaxablid popmat?

314. Korna ucnomnp3yeTcst mojib3oBaTenbekuii hopmat? [lopsmok ero co3ganus.
315. Ympagsisonme cCUMBOJIBI MOIB30BATENBCKOTO (hopMarta il uncia, TeKCTa U
JaThl.

316. Kak BeinonHsieTcs KonupoBaHue ¢popmara?

317. Haznauenue aBroopmatupoBanus. Kak oHO BbionHsieTcs?

318. Bosmoxunoctn komaHnbel [IPABKA—OUUCTUTL npumeHUTENbHO K
dbopmaTam

319. Cnioco6Obl BBIMOJHEHHS oOmnepanud KomupoBaHusa. CrnocoObl BBITOJIHEHUS
orepaiuy rnepemMeieHus. Yem oTianyaeTcss KONMpOBaHUE OT MepeMereHus?

320. KonmupoBanue/ mepemelnieHue siueek, conepxkamux ¢opmynsl. Kak Biuser
aJipecallys Ha KOIMpoBaHUe? Ha TTepeMeleHue?

321. Kak pabotaer xomanHaa MeHi0 OuucTuUTh? UTO MPOUCXOIUT TPHU OYUCTKE
coaepxkumoro? mnpu ouuctke (opmara? mpu ouuctke Bcero? Kakoit komanne
COOTBETCTBYET Ha)kaTue Ha kiaBuiry Delete?

322. Komanjga Y naauTh NIPUMEHHUTENBHO K CTOJIOIY, CTPOKE, ssuelKe, MHTEepBay.
323. Komanga BcraButh mpuMEHUTENBHO K CTOJIOIY, CTPOKE, sTUEHKe, MHTEpPBATY.
Kyna BcraBnsercsa crpoka/cronden?

324. Ins 4ero IpUMEHSETCS KOMaH/1a CrneunanbHas BCTaBKa?
[TocnenoBaTenbHOCTD €€ BBINOJIHEHUS.

325. Kak BeinonHsieTcs KonupoBanue ¢popmara? s yero ono HeoOXonaumo?



326. 3anonHeHue wHTEpBaia siueek ¢ ¢dopmynamu. Kak Biuser agpecanus B
dbopmyIie Ha 3anoyiHeHue?
327. 3anonHeHne UHTEPBAIA YUCIaMU C 3aJJaHHBIM II1aroM.
328. 3anoaHeHue MHTEpBaa:
O OJIMHAKOBBIM TEKCTOM
O OJIMHAKOBBIMHU YHCIIAMU
O OJIMHAKOBBIMU JaTaMH
O YHCJIaMU C marom 1
O JlaTaMH ¢ mIarom 1?
329. Haznauenue ¢ynkiuu ECJIM. KonmdecTBo mapaMeTpoB W WX Ha3zHAuYEHUE.
[Ipumepsr.
330. Crpykrypa ycnous ¢pynkuuu ECJIN. Yto sBisieTcs 3HaYeHUEM YCI0BUS?
331. BeipakeHHs OTHOIIICHHMS: OTICPAIIH, OTICPAHIbI, TPUMEPHI.
332. Jloruyeckue onepaiuu: Ha3BaHue, Ha3HauYeHue rnapameTpos. [Ipumepsi.
333. Kaxk BbraucasioTcst 3Ha4eHHsI Torudeckux oneparuii? [Ipumepsr.
334. Bnoxxennblie ycioBus. Bapuantsl Bnoxkenus. [Ipumepsi.
335. OTobpaxenue TekcToBbix coolieHuit B pynkuuu ECJIN. IIpumepsi.
336. [Togcuer KonuMyecTBa slU€EK BHYTPU JHAMa30HAa, yIOBJICTBOPSIOIIMX
3alaHHOMY KpuTeputo. [Ipumepsr.
337. CymmupoBaHHe siueekK, 3aJaHHbIX Kputepuem. [Ipumepsr.
338. OTnnuure ycinoBHOTO (hopMaTUPOBAHUS OT MIPSIMOTO.
339. Iops/10K BBIOJIHEHHS YCIOBHOTO (POPMATUPOBAHUS.
340. 3amanue ycnoBusi. B ueM pasauia npu ¢GopMaTHpOBAHUU 10 3HAYECHUIO OT T10
dbopmye?
341. ®opmatupoBanue mo 3HaueHuto. [Ipumep.
342. ®opmatupoBanue 1o popmysne. s kakoil ssueiiku HHTEpBaia 3aMUChIBACTCS
ycrnoBue? IlpaBuna ¢opMupoBaHHMs THIa agpecaluy i S4eeK, yKa3aHHBIX B
dbopmye.
343. Kak dopmupyercs pe3yibTar, €Clid B BBIJICJIECHHOM JUana3oHe OJHA WIIU
HECKOJIBKO STYEEK YIOBIETBOPSIFOT HECKOJIBKUM yCIOBHUSIM?
344. PenaktupoBaHue yclIoBHOTO hopmara.
345. Y nanenue ycinoBHbIX (pOPMATOB.
346. ITouck sueek, UMEIOIINX YCIOBHBIN (opMar.
347. OCHOBHBIE TIOHSTHSl JUArpaMM: PsAbl JTAaHHBIX, KaTErOpPUH, THUI, AJIEMEHTHI
JIrarpamm.
348. OcHOBHBIE ITpaBUJIa MOCTPOCHUS nuarpamm B cucteme Excel.
349. Co3nanue quarpaMM ¢ UCMOJIb30BaHHEM Macrtepa guarpamm.
350. Cozmanue rpadukoB ¢(ynkmmii. Kakol Tunm awmarpaMMbl HE0OXOIUMO
UCIIOJIB30BATh JIJIS TOCTPOEHUs rpauKoB?
351. ITocTpoeHune MOBEPXHOCTEM.
352. IlocTpoeHue ce4eHut MOBEPXHOCTEH.
353. PegaktupoBaHue AuarpaMM U UX 3JE€MEHTOB.
354. ®opmaTHpOBaHKE THArPaMM M MX 3JICMEHTOB.
355. ®opmaTHpOBaHKE TPEXMEPHBIX JHATPAMM.
356. ITonsTHE TMHUM TPEHAA, OCHOBHBIC IMApaMETPhl JTUHUU TPEH/IA, TUIIBI JTUHAN
TpeHaa
357. [locTpoeHre TUHUM TPEHIA.



358. AnmpokcuManus TaOJIMYHOW 3aBUCUMOCTH C UCITOJIb30BaHUEM JIMHUU TPEH/IA.
359. IIporuo3upoBaHue C UCTIOIH30BAHUEM JTUHUH TPEH/IA.

360. dopmaTupoBaHue U peAAKTUPOBAHNE JIMHUHA TPEHA.

361. [{ns kakux 3a/1a4 UCIOIb3yeTcs moa00p napamerpa?

362. [Topsimok  BBITIOJIHEHUs 1MOAOOpa TMapameTpa. 3amlojJHEHHE DSJIEMEHTOB
nuanorooro okHa [lon6op mapamerpa.

363. 3aaHre NOrpeIHOCTH BIUMCICHUMN.

364. Pemienue HeMMHEHHBIX YpaBHEHHIA.

365. Ha3znauenue noucka pemnieHus.

366. BrimonHeHne moncka penieHus.

367. Mcnonb3oBaHue CIieHAPHUEB JIJI1 MHOTOBAPUAHTHBIX PACYETOB.

368. O0mas mnocTtaHOBKa 3aja4y ONTHMH3aIMU. Buabpl 3a7ad  ONTUMH3AILUHN:
JIMHEHHAs, HeJIMHEHHAas.

369. Pemienue 3a7a4 ONTUMHU3AINMH C UCTIOIH30BAHUEM TIOMCKA PEIICHUS.

370. Jlnsa wero mpeanasHadeHo npuioxkenne PowerPoint? Kak ero 3amycTuTs?
371. Yro takoe mpe3eHTarms? Uro Takoe crnai?

372. HazoBure crmocoObl Co3/jaHus MPE3EHTALIUM.

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

374. Kakoe pacuimpenre uMmeeT dhaiii mpe3eHTaIuu, adIoH Mpe3eHTalun?

375. O0BsicHuTe Ha3HaueHue Pexxnma ciaiios.

376. Ha3BaTh OCHOBHBIE XapaKTEPUCTUKH PexxrimMa COPTUPOBIIIMKA CIIA]IOB.

377. Kak BeINOJHUTH MOKa3 npe3eHTanuu? Ha3zBath cmocoObl mokasa
IpEe3eHTAIUH.

378. Uro takoe auumarmg?

379. Uro Takoe nepexox cnaitnos? [Ipumeps! nepexoaa ciaimos.

380. [TosicHuTe OHATHE MYJbTUMEAHA.

2.2. OueHoYHbIE CPeCTBA ISl MPOMEKYTOUYHOM ATTeCTAlMHU (324€T)

Bonpocs! AJ1s1 IpoBeieHus! 3a4eTa

1. Tlonstue unpopmaruku. [Ipenmer u 3anaum HHGOPMATHKU.

2. HWudopmaTtuzamms obiiecTBa 1 MECTO HH(POPMATUKH B COBPEMEHHOM MHUPE.

3. Ilonsartue wuHdopmanmu, ee OCOOCHHOCTH M BHABL. OJKOHOMHUYECKas
uH(dopMaIus, ee CBOMCTBA, CTPYKTYpa.

4. Vcropus OBM. [lokonenuss DBM. Pa3Burtne nporpaMMHOI0 o0ecrieueHus.

5. Tpunnumnst por Heitmana. OcCoOOEHHOCTH COBPEMEHHBIX KOMITBIOTEPOB.

6. Apxurekrypa [I9BM. MarucrpanbHo-MoayabHbIi npuHimn. [lepudepuiinbie
Y BHYTPEHHUE YCTPOUCTBA, CXEMa B3aUMOICHCTBUS.

7. Pazutue xkommnbrotepoB IBM PC. Ilpuumnbl ycnexa nepcoHaibHbiXx DBM.
[IpuHIIUTT OTKPBITOM apXUTEKTyphl. OrpaHUYEHHOCTh O0JaCTH MPUMEHEHUS
nepcoHaIbHBIX DBM.

8. Hasnauenme OCHOBHBIX YycTpodicTB DOBM: meHTpanpHOTO IIporeccopa,
BHYTPEHHEU MaMsATH.

9. Knaccudukamms DBM. OcCHOBHbIE XapaKTEPUCTHKU  BBIYUCIUTEIHLHON
TEXHUKH.

10. Knaccuduxarms mporpaMmMHOTO 00eCTIeYeHHS.

11. Opranuzamust QaitnoBoi cucteMbl H 0O0cTyXuBaHUE (DAMIIOBON CTPYKTYpHI
NEPCOHATILHOTO KOMITBIOTEPA.



12. BeruncnurenbHbIE CUCTEMbI, HA3HAUEHUE, KIlacCu(UKaIus, apXUTEeKTypa.

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

14. Onepammmonnsie cucteMbl (OC), ux ¢pynkmmnm, Buas OC.

15. Onepammonnas cuctema MS DOS. UnTtepderic komananoi crpoku. Paitnosas
CUCTEMaA.

16. Onepanmonnas cucrema Windows: XapakTepucTUKa H apXUTEKTypa.

17. Unrepodeiic u 3anmyck nporpamm B OC Windows.

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

19. Vcnonb3oBaHue CEpBUCHBIX MporpamMMm: paboTa ¢ apXxvBaMU, aHTUBUPYCHAs
6opb0a, oocimykuBanue quckoB B OC Windows.

20. OyHKIIUM TECTUPYIOUIUX MPOrpaMM, YTUIUT, JIpaiBEpOB, OIMEpPaIMOHHBIX
000JI04Y€EK U Jp. CHCTEMHBIX ITPOTrpamM.

21. IlpuknagHoe MPOrpaMMHOE OOECTCYeHHEe KaK WHCTPYMEHTApUN pelIeHUs
dbyHKunoHaNBHBIX 3a1a4. Kiaccudukaius, ocOOEHHOCTH MOCTPOCHUSI U 00JACTh
IPUMEHEHUSI.

22. [1akeTsl MPUKIAIHBIX TPOTpamMM 00IIer0, 0(MCHOTO HA3HAYEHUS TEKCTOBBIE U
rpaduueckue peJakTopbl, TabJUYHbIE TPOLIECCOPBI, CUCTEMBI yIpaBlieHUs 0azaMu
TAHHBIX, U3JIATEIHCKAE U MYJIBTUMEINIHBIC CUCTEMBI, Opay3epsl U p.)

23. [IpodeccruonasibHble MaKeThl MPUKIAIHBIX MpOrpaMM JUIsl pelieHus 3aaad
yIpaBICHUSL.

24. TexcroBbie (aitnbl. CraHgapTHbIE NPOUEAYPHl M (QYHKIMH I TEKCTOBBIX
Gbaiinos.

25. Microsoft Word. OcHOBHBIE BO3MOKHOCTH MpOTpaMMbl. Buj OkHa, MEHIO.
DneMEeHTBI TEKCTOBOTO JOKyMeHTa. OCHOBHBIE OINEpallii ¢ TEKCTOM (BbICIICHUE,
ynajaeHue, mepeMelieHue, KoupoBaHue).

26. Microsoft Word. ®opmatupoBanue Tekcra (CUMBOJIOB M ab3alleB), CTPAHHUIL.
Tpu cmocoba co3manms Tadaunm B Word. PemaktupoBanue u ¢GopmaTHUpOBaHUE
tabmmi. OdopmiieHne CTpaHWIbl JOKYMEHTa (pa3MeTKa CTpPaHWIIbI, BCTaBKa
HOMEPOB CTPAHUI] U CHOCOK, Pa3pbiB CTPAHUIIBI).

27. Microsoft Word. @aiinoBeie omepanuu (co3gaHUE HOBOTO JIOKYMEHTA,
OTKPBITHE U 3aKPHITHE JOKYMEHTa, COXpAHEHUE U TeYaTh JOKYMEHTA).

28. Tabmuuneli nporeccop Excel, ero Ha3HaueHne M BO3MOXHOCTH. 3arpy3ka u
3aBepIIeHne paboThl MPOTPaMMEI.

29. CrnpaBounas cuctema Excel. CriocoObI mosrydeHus CripaBOYHON MH(OpMaIin.
30. OcHoBHbIE 25IeMeHTHI OKHA Excel n nx HazHaueHue.

31. Ctpykrypa paboueii kuuru B Excel. DnemeHTs OkHa pabodeil KHUTH.

32. Tuns! ganHeix B Excel. BBog u oTroOpakeHue Ha paboyeM JUCTE JaHHBIX THIIA
TEKCT, YKCIIa, 1aTa/BpeMsl.

33. ®opmynel u pynkuum B Excel, ux o0o3HaueHue, MOPSJAOK WX BBOAA U
pEIaKTUPOBAHUSI.

34. PenakTupoBaHue U yaaJieHUE JaHHBIX B sueiikax paboueit kuuru Excel.

35. bydep oOmena, ero Ha3HaueHMEe U WuCHOJb30BaHue. KomupoBanue u
NepeMeIIeHIE TaHHbBIX B siueiikax padouei kauru Excel.

36. ®opmatupoBanue JaHHBIX pabodeit kHuru Excel. Buasl u cnocoOsl
(dbopMaTupoBaHUA.

37. BcraBka u ynaneHnue sueek B pabodem nucte padoueit kauru Excel.



38. BctaBka u ynaneHue CTpoK M CTONOIOB B pabodyem JucTe paboueid KHUTH
Excel.

39. Cioco0OsI 1 IOPSIIOK CO3/IaHUs U COXpaHeHus paboueit kauru Excel.

40. CriocoObl M TOPSIOK OTKPBITHS W 3aKphITUs paboueld kuuru Excel.
[Tepemernienne MeX Iy OTKPBITHIMU paOOYHMHU KHATAMHU.

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

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

43. YcTaHOBKa MapaMeTpOB  CTPAHWIBI, MPEABAPUTEIBHBIA  MPOCMOTP H
MOJITOTOBKA K revyaTu padoyeit kauru Excel.

44, TIporpaMMHBIE  cpefcTBa  mpe3eHTanuil. [loHsTHE O  KOMIIBIOTEPHBIX
MPE3EHTAlMAX U TPOTPAMMHBIX CPEACTBaX MJisi pa3pabOTKh KOMIBIOTEPHBIX

MIPE3CHTALIUH.

45. IlporpamMmmuble  cpenctBa — mpeseHrtanui.  [lonsitue o mporpammax
IPE3EHTAlMOHHOM rpaduku. Kpatkas XapaKTEePHUCTHKA porpamm
PEe3eHTALMOHHON rpaduKH.

46. [IporpaMMHBbIe CpeAcTBa IIPE3CHTALUH. HuTepdeiic IIPOTpaMm

npe3eHTalnoHHOM rpaduku. Pabota ¢ MEeHIO U TaHEIsIMU HHCTPYMEHTOB, padboTa ¢
JTMaIOTOBBIMH OKHAMH.

47. IlporpaMMHbI€ CpeJICTBA Mpe3eHTaIil. TeXHOIOrus Co3AaHusI KOMITbIOTEPHOM
npe3eHTanuu. Pabora ¢ MakeTaMu claiijioB U 1madgoHaMu 0(OpPMIICHUS CIalI0B.
Brenpenne TeKCTOBBIX OJIOKOB ©  TpaduUuecKwX OJIEMEHTOB B  CIAbI
KOMITBIOTEPHOW MPE3EHTALIUH.

48. IIporpaMMHBIC CpeACTBa IIpe3eHTAIUid. MyJIbTUMEIUWHBIE BO3MOKHOCTH
IpOrpamMm MPe3eHTAIMOHHON IPAPUKHU.

49. IlporpamMmmMHBIe cpeacTBa mpeseHTanuid. OTiagka MPE3CHTAINH, HACTPOIKa
aHUManMOHHBIX 3(PdexkToB u dPdekToB cmeHb cmaiinoB. [loarororka
KOMITBIOTEPHOM MPE3EHTALUM K €€ JEMOHCTPAIIUU.

50. [TonsiTHE O COBpPEeMEHHBIX HWH(MOPMAIIMOHHBIX  TEXHOJIOTHSAX. Bubl
COBPEMEHHBIX MH(DOPMAITMOHHBIX TEXHOJIOTUH U UX KpaTKasi XapaKTepUCTUKA.

51. l[lonsTHE O MyJIbTUMEUA TEXHOJOTUIX. MynbTUMEIMA KaK BU UH(POPMAIUH,
TEXHUYECKUN KOMIUJIEKC U ITPOrPaMMHBIN KOMIUIEKC.



