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1. TACITIOPT ®OHJA OIIEHOYHBIX CPEACTB

1.1. Ilepeyens KoMneTeH Ui, (POPMUPYEMBIX B MPOLeCCe OCBOCHUS OCHOBHOM
00pa3oBaTeIbHOI MPOTrPAMMBI

[Ipotiecc ocBoeHUs TUCHUTUIMHBI HAIIPABJICH Ha OBJIAJICHUE CIIEIYIOUUMU
KOMITCTCHIIUSIMH:

obwenpogheccuoHanvbHbvle KoOMnemeHyuu:

— Crnoco0eH y4dacTBOBaThb B pa3padOTKE OCHOBHBIX W JOMOJIHUTEIbHBIX
00pa30BaTENbHBIX MPOTPaMM, pa3pabaTbiBaTh OTACIbHBIE UX KOMIIOHEHTHI (B TOM
YHClie C HCIOJIb30BaHHEM HH()OPMAMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJOTHIN)
(OIIK-2);

— CriocobGeH  OCyIIeCTBIATh KOHTPOJIb U OLEHKY (opMHUpOBaHUS
pe3ynbTaToB  O0pa3oBaHUs OOYYAlOIIUXCS, BBIIBISATH W KOPPEKTHPOBATH
tpyaHoctu B o0yuerun (OITK-5).

1.2. Itanbl GopMUpPOBAHMS KOMIIETEHIIHI U CPeICTBA OLEHWBAHMS YPOBHS
UX C()OPMHUPOBAHHOCTH

Jransl popmupoBanusa komnereHuuii | KomnereHumnu KoHTpPOJILHO-01IeHOYHbIEe
cpeacTBa / cnocod
OlleHUBAHMS
OIIK-2, OIIK-5 | YcTHBIH 0mpoC, TECTOBBIH
Tema 1. Undopmaruka, kak HayKa. KOHTPOJIb, BBITIOJTHEHHE

MPAKTUYECKUX 3aJaHHI

OIIK-2, OIIK-5 | YcTHBIi onpoc, TECTOBbIH
Tema 2. YcTpoilCTBO KOMIIBIOTEPA. KOHTPOJIb, BHIIIOJHEHUE
NPaKTUYECKHX 3aJIaHUM

OIIK-2, OIIK-5 | YcTHBIN onpoc, TECTOBBIN
KOHTPOJIb, BBITIOJTHEHUE
MPAaKTUYECKUX 3aJaHUN

Tema 3. IIporpamMmHoe oOecrieueHue
KOMITBKOTEPOB.

OIIK-2, OIIK-5 | YcTHBIH OITpoc, TECTOBBIN
Tema 4. KomnbroTepHble ceTH. KOHTPOJIb, BBIIIOJIHEHUE
IPAKTUYECKUX 3aJaHUN

OIIK-2, OIIK-5 | [ToaroToBKa MYJIbTUMEIUITHBIX
Tema 5. MynbTUMeIUINHBIE TEXHOJIOTHH. IIPE3EHTALN, BBIIIOJIHEHUE
MPAaKTHYECKUX 3aJaHUI

OIIK-2, OIIK-5 | YcTHBIH OITpOC, TECTOBBIN
KOHTPOJIb, BHITIOJTHEHHE
MPaKTUYECKUX 3aJaHUI

Tema 6. OcHOBBI HH(OPMALIMOHHOM
0€30I1aCHOCTH.

B m—— OIIK-2, OIIK-5 | 3auer (ycTHBII)

1.3. Onucanue nokasaresei GopMupoBaHUs KOMIETEHIUMH

Kon IInanupyemble pe3yabTaThbl 00y4eHHs (MOKA3ATEJIN)

KOMHeTeHHHﬁ 3HAThb YMETH BJAaJ€Th




OIIK-2, OIIK-5

OIIK-2.1 3Haer:
METONIECKHE OCHOBBI
pa3paboTKK U peaTu3aliuu
OCHOBHBIX H
JIOTIONTHUTETbHBIX
00pa3oBaTeIbHBIX
mporpamm; crenuuky
ucnons3oBanus KT B
MeIaroru4eckomn
JIeSITeIIbHOCTH;

OIIK-5.1 3Haer:
COBPEMEHHBIE METOMBI U
TEXHOJIOTHH JUATrHOCTHUKU
KaueCTBa MOIYYECHHBIX
3HAHUM, METOAUUCCKHUC
MIPUEMBI BBISBICHUS U

OIIK-2.2 Ymeer:
paspabaThIBaTh COACPKAHUE,
OpraHU3aIMOHHO-
METOIUYCCKUN
WHCTPYMEHTapUl OCHOBHBIX
¥ JOTIOJTHUTEIIHLHBIX
00pa3oBaTeIbHBIX MPOTPaMM,
OTJEIIBHBIX X

KOMIIOHEHTOB, B TOM YHCIIC
¢ ucnonn3oBanueM MKT;

OIIK-5.2 YmMeer: onpenemnsTh
U pean30BbIBaTh (HOPMBI,
METO/BI U CPEICTBA
OCYILIECTBIICHUST KOHTPOIIS U
OIICHKH C(hOPMHUPOBAHHOCTHU
00pa3oBaTenbHBIX
pe3yJIbTaTOB 00yUYAIOITHXCH,

OIIK-2.3 Baageer:
METOANYECKUMU
MprUeMaMu
pa3paboTKu u
TEXHOJIOTHSIMH
peanu3anun
OCHOBHBIX U
JIOMOTHUTEILHEIX
00pazoBaTeIbHBIX
MporpaMM; IpueMamMu
ucrnoypzoBanusg UKT.

OIIK-5.3 Bnageer:
MprUeMaMu
00BEKTUBHON OLIEHKH
3HAaHUH 00yYarOIINXCS
Ha OCHOBE METOIOB
KOHTPOJIS B
COOTBETCTBHU C

KOPPEKTHPOBKH BBIABJICHUS U KOPPEKIUU pealbHBIMU
TpyAHOCTEH B 00y4YeHny; I'PYIIIOBBIX U y4e6HbIMH
VHIMBH/LYaIbHBIX BOSMVO)KHOCTHMI/I
TPYIAHOCTEHN B 00y4EHUH; JICTCH.
1.4. Kputepun oOueHMBAHUSI KOMIIETEHUMI HAa Ppa3HbBIX JTanmax Mux
(¢popmupoBanus
Bup Texymieit yaeOHON pabOTHI KonmuecTBo 6anos
1 cemectp (1-2 TprMeCTpbI)
BeinosiHeHHe 1 3al1MTa NpakTHIeCKUX padoT 80
3auer 20
Hroro 3a cemecTp: 100
HakonurenbHas cucrema oneHuBaHus no 100-6a1abHo#i mkaJie
Yerpipexodair- 100- BykBenHnas mkasna, coorsercreyromas 100- Cucrema
JbHas 0aJIbHA 0aJLUIbHOM HIKAJIe OLICHUBAHMS
cucremMa s KaJia 3ayera
OlleHUBAHUS
IK3aMeHa
OTan4HO 90-100 | A — OTJIIMYHO — TEOPETUUECKOE COJIEPKAHUE Kypca
OCBOEHO MOJHOCTHIO0, 6€3 MpoOeoB;
HEOOXOIUMBbIC TPAKTUYECKHUE HABBIKU PaOOTHI C
OCBOCHHBIM MaTepuaioM c(hOpMUPOBAHBI; BCE
IPeIyCMOTPEHHBIE IPOrpaMMOit 00yueHHs
y4eOHbIE 3aJaHHsI BBITIOTHEHBI, KAYeCTBO UX
BBITOJIHEHUS OLIEHEHO YHCIIOM 0aioB, OJU3KUM K
MaKCHUMaJIbHOMY
Xoporo 83-89 | B — 04eHb XOpOILIO — TEOPETHUUECKOE COACPKAHUE
Kypca OCBOCHO MOJIHOCTBIO, 0€3 MpoOeIioB;
HE00XO0/IMMBbIE MPAKTUUECKNE HABBIKU PaOOTHI C
OCBOEHHBIM MaTe€pHaioM B OCHOBHOM




c(OpPMHUPOBAHBIL; BCE MPEAYCMOTPEHHBIC
porpaMMoii o0yueHus: yueOHbIe 3a1aHUs
BBITIOJTHEHBI, KAYECTBO BBIITOJTHEHUS
OOJIBIIMHCTBA U3 HUX OLIEHEHO YUCIIOM OaJljioB,
OJM3KUM K MAaKCUMAJIbHOMY

Xopoio

75-82

C — X0po1110 — TEOpEeTUYECKOE COo/IepKaHue Kypca
OCBOCHO TIOJTHOCTBIO; HEKOTOPBIC TPAKTHYECKHE
HaBBIKM Pa0OTHI C OCBOCHHBIM MaTepHAIIOM
c(hOpMHUPOBaHBI HEAOCTATOYHO; BCE
IPEIyCMOTPEHHBIE IPOTPaMMOi 00yUeHUs
yueOHBIC 3a/JaHMsI BBITIOITHEHBI, KAYECTBO
BBITOJIHEHUS HA OJTHOTO M3 HUX HE OLIEHEHO
MUHHMAJIbHBIM YUCIIOM 0aJUIOB, HEKOTOPHIC BHIBI
3aJJaHUN BBITIOJIHEHBI C OMNOKaAMH

Y noBieTBo-
PUTEIBHO

63-74

D — y1oBneTBOPUTEIBHO — TEOPETUUECKOE
coJiep’KaHue AUCLUIIIIMHBI OCBOEHO YaCTUYHO, HO
po0esbl He HOCAT CYIIECTBEHHOI'O XapaKTepa;
HE00XO0IUMBbIE TPAKTUUECKUE HABbIKU PAOOTHI

C OCBOEHHBIM MaTe€pHaJIOM B OCHOBHOM
c(hOopMHUPOBAHBI; OOIBIIUHCTBO
IPEIYCMOTPEHHBIX IPOrpaMMOi 00y4YeHuUs
yueOHBIX 3aJJaHUI BBIIIOJHEHO, HEKOTOPBIE

U3 BBINOJIHEHHBIX 33JJaHUH, COIepKaT OIINOKU

Y nosnerBo-
PHUTEIBHO

50-62

E — mocpenctBenHoO — TeopeTnyeckoe
COJIepKaHUE Kypca OCBOCHO YaCTUYHO;
HCKOTOPBIC IMPAKTUYCCKHUEC HABBIKN pa6OTBI

He c)OPMUPOBAHBI, MHOTHE TIPETyCMOTPEHHBIE
mporpamMmoit oOydeHus yueOHbIe 3a1aHHs

HE BBIMOJHEHBI TN0O KaYeCTBO BHITIOJTHEHHUS
HEKOTOPBIX M3 HUX OIICHEHO YHCIIOM 0aJlIOB,
OIM3KUM K MUHHUMAIILHOMY

3autreHo

Heynosnerso-
PUTENBHO

21-49

FX — Hey10BIETBOPUTENBHO — TEOPETHUECKOE
CoJIep’KaHue Kypca OCBOEHO YaCTHYHO;
HE00XO0UMbIE€ TPAKTUUECKHNE HABBIKU paOOThI
HEe COPMUPOBAHBI; OOJIBITHHCTBO
MIPElyCMOTPEHHBIX TPOrpaMMOil 00yUeHHs
y4eOHBIX 3aJJaHU HE BBINOJIHEHO JU00 KayecTBO
UX BBIIIOJIHEHUS OLIEHEHO YHCIIOM 0aslioB,
OJM3KUM K MUHUMAJIbHOMY; TIPH
JIOTIOJTHUTEITLHOM CaMOCTOSTEILHOM padoTe Hall
MaTepUaIoM Kypca BO3MOXKHO IIOBBILIEHHE
KayecTBa BBIIIOJIHEHUS yU4EOHBIX 3a1aHui

Heynosnerso-
PHUTEIBHO

0-20

F — HeyIOBIETBOPUTENHHO — TEOPETUUECKOE
coJiepKaHue Kypca He OCBOCHO; HEOOXOMMBbIE
MPAKTUYECKHE HAaBBIKU PaOOTHI

He c(hOPMUPOBAHBI; BCE BBIMOJTHEHHBIC YICOHBIC
3aJJaHus COJEpIKAT rpyObIe OIIMOKH,
JIOTIOJTHATEbHASI CAMOCTOSITEIbHAS padoTa Ha/l
MaTepuaiIoM Kypca He IpUBeIeT K KaKoMYy-ITH00
3HAYUMOMY MOBBIIIEHUIO KaUeCTBA BHIMOTHEHUS
yueOHBIX 3aJaHHi

He 3aureno




2. KOHTPOJIBHO-OIEHOYHBIE CPEJCTBA

2.1. OueHo4YHBIE CPEACTBA TEKYILIEr0 KOHTPOJIA (THIIOBbIE)
Bomnpocsl AJis1 ycTHOrO0 onpoca:

1. B yem 3akiro4aroTCs OCHOBHBIE TpeOOBaHUSI TEXHUKU OE€30MACHOCTU IMpH
BBITIOJIHEHUH JTAOOPATOPHBIX paboT?

Ha3oBuTe OCHOBHBIE TEXHUYECKHE CPEACTBA IIEPCOHATIBHOTO KOMITBIOTEPA?
VYKaXuTe MOPSIIOK BKIIOYSHUS U BBIKITIOUEHHUS YCTPONUCTB KOMITbIOTEpa?
Kaxkue tunel knaBuatyp Bel 3Haere?

Yrto takoe QWERTY ?

YerporictBo kitaBuatypsl IBM-coBMECTHMBIX KOMIIBIOTEPOB?

YKaxnTe Ha3HAYCHHE OCHOBHBIX KJIABUII KJIABUATYPHl IEPCOHATBHBIX
KOMIIBIOTEPOB?

8. Kaxum 06pa3zom ocyiecTBisieTcs paboTa ¢ KUPUIUIHIIEH B KOMITBIOTEpax?

9. Yro Takoe cienoi meto nuchbma? B yem coctout mpodeccuonanbHas padbora
Ha KJIABUAType MEPCOHATBHOTO KOMITbIOTEpa?

10. B kako# mocienoBaTeabHOCTH JOJKHA U3Y4YaThCsl KIIaBUATypa MepCOHATBLHOTO
KOMIIbIOTEpa?

11. Kak mepedTd B pEKUM PYCCKOTO (aHMIHMICKOro) mpudTa Ha KiIaBUATYpe
KOMITbIOTEpA?

12. Ha3nauenue manenu 3ama4’?

13. Kak BbI3BaTh Ha OKpaH TjaBHOE CUCTeMHOE MeHI0? OCHOBHBIE IYHKTHI
IJIABHOTO CUCTEMHOI'O MEHIO.

14. Kako# CMBICT BJIOKEH B TIOHSITHE Marnka?

15. KakoBo Ha3zHavyeHue nanku Mot kommnbrotep?

16. B gem 3akitouaercsa Ha3HaueHue nanku Kop3una?

17. HazoBuTE OCHOBHBIE AJIEMEHTHI OKHA MTPUIIOKEHUS.

18. Kakue BO3MOXKHOCTH 110 ICHCTBUIO C OKHaMH Ha pabodeM crosie Bol 3HaeTe?
19. HazoBute uzBectHbie Bam criocoObI 3amycka NpuiiosKeHHM.

20. Jlns wero ucnonb3yeTcs JieBas kiaaBuia mbimu? [IpaBas kinapuima?

21. Kak MOHO co31aTh spJibik Ha PaGouem crose?

22. Yem oTiMyaeTcs CreUaibHOE MEPEeTaCKUBAHNUE OT OOBIYHOTO?

23. Yro nonumarot nox 6ydpepom oomena? KakoBo ero HazHaueHue?

24. Tlosicaute otnmuue Komanj Beipe3ats 1 KonupoBats.

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

26. CKoJIbKO CyHIECTBYET C0co00B BXoza B mporpammy [IpoBoaHuk?

27. Ilepeuncnute OCHOBHbBIC DJIEMEHTHI OKHA MPOBOTHUK.

28. Jlns yero npeaHa3zHayeHa MeXIaHeIbHas rpaHuia?

29. Kakas undopmarus BbeBoguTc B CTpPOKE COCTOSHUS — MPOTPAMMBI
[IpoBogHUK?

30. Kakoii aneMeHT (haiisioBOi CHCTEMbl HAXOIUTCS Ha JICBOU MaHen?

31. C moMotipIo Kakoro 3Hayka MOKHO CBEpHYTH JlepeBo mamnok?

32. Jlyis wero npeaHa3HAYSHBI 3HAKU + U — TIpH paboTe ¢ AEPEBOM MaIok?

33. OnumuTe NopsAI0K CO3aHUsI HOBOM MAIKH.

No koD



34. Ilepeuncnure cnocoOb! yaneHust 0ObEKTOB.

35. OnuiuTe NOpsAIOK neperuMeHoBaHusi oObekTa. Kakoe mocnennee aeiicTBue
HAJI0 BBITIOJIHUTH MPHU OTIEPALMU TIEPEUMEHOBAaHMS (paiiia Uiy nanku?

36. [lepeuncnure cmocoObl KOMUPOBAHUS M TIEPEMEITEHUs] OOBEKTOB.

37. C xakoi muenbto ucnonb3yercs kinaBuma CTRL mnpu BblIeNeHUM TPYMIbI
00BEKTOB?

38. C kakoil nenvto ucrnonb3dyercs kinaBuima SHIFT npu BeimeneHun rpymnmbl
O0OBEKTOB?

39. [lepeunciure Qopmel mpenacTaBieHus WHPOpMAMM HA TPABOW IMAHEIH
[IpoBoaHUKA.

40. B yem oTimuame omneparuy KOmupoBaHus (METOIOM TepeTacKuBaHusl) (aiiia Ha
JIPYTOM TUCK OT KOMMMPOBAHUS B APYTYIO MAIKY TO XKe AUCKa?

41. B dyem oTiuume nepemenieHus ¢aiiia HA APYrol JUCK OT MEepeMelnieHUus B
JIPYTYIO MAfKy TO ke aucka?

42. Kakue cucTeMHbIE OMepaliid MOXHO MPOBOJAUTH MPU UCIIOIB30BAHUH MPAaBOU
KHOIIKY MBI ?

43. Yto moHMMaeETCs 1101 apxuBaiuei ¢paiaon?

44. Kak BBIYMCIUTH CTEIICHb CXKATHUs?

45. [lepeuncnure Ha3BaHUs HauboJIee MOMYJSPHBIX APXUBATOPOB?

46. [lepeuncnure TUIIbI (aitia apXuBOB?

47. Kakol apXuB Ha3bIBalOT CAMOPACIIaKOBBIBAOIIUMCS?

48. B kakux ciaydasx IPUMEHSIOT PacTIpeIeICHHBIC apXUBBI?

49. Onummre mpaBuiia apxXuBaIuy QaitioB B ¢aiin apxusa?

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

51. Kak ycTaHOBUTBH 3allIUTy apxuBa?

52. Kakue mpunoxxenuss Windows SBISIFOTCSI CTaHJapTHBIME?

53. Kakum 00pa3om 3amyckaroTcs CTaHIapTHBIC TPUIIOKEHUS?

54. B ueM COCTOUT pa3andre MEXy OOBIYHBIM U HHKEHEPHBIM KaJbKYISITOPOM?
55. Uto HY)KHO cenaTh, 4ToObI B BJIOKHOTE aBTOMAaTHYECKH BCTABIISJIACh TEKYyIIas
narta?

56. Kak MoxHO miepemecTuTh pparMeHt ogHoro nokymenta WordPad B npyroit?
57. Kakum 00pa3oM MOXKHO HaWTH HEOOXOAMMBIM (PparMeHT TEKCTa B IOKYMEHTE
Y 3aMEHUTH €r0 Ha APYrou?

58. Kak moxxHO oThopmMaTHpoBaTh ad3al] ¢ TOMOIIBIO TOPU3OHTATLHON JTUHEUKHU ?
59. KakoBsl oTiinuusi TekcToBOTO mporeccopa WordPad ot TekcToBOro pemakropa
bioknoT?

60. Kakue BuabI rpadmyecKux pelakTOpOB Bbl 3HAETE?

61. Uto Takoe muKcennb?

62. lns yero ciyxut [lanutpa uncrpymenToB? LBetoBas nanurpa? Kak BrI3BaTh
WX Ha dKpaH win yopaTh ¢ skpana? Kak BKITIOUNTh B pucyHOK TekcT? Kak 3amath
mpudT?

63. Kak napucoBath kpuByto JuaHUIO? [Ipsmyto nuHIIO?

64. Kakue ¢urypbl MOKHO HApUCOBATH C TIOMOIIBIO HHCTPYMEHTOB?

65. OnumuTe ABa criocoba BeieaeHUs (hparMeHTa pucyHKa.

66. UTo MOXKHO J1e7aTh C BbIACIEHHBIM (hparMeHTOM?



67. Kak OTKOppEKTUPOBATh MEJIKUE AETATU PUCYHKA?

68. B kakoM ciryyae MOKHO OTMEHHTbH BBIMIOJHEHHOE JIeHCTBHE?

69. Kak orMeHHUTH He3aBepIIEHHOE JIeHCTBHE?

70. [Touemy okHoO Paint Hy>KHO pacraxuBaTh Ha BECh dKpaH?

71. Yto Ttakoe QopmarupoBanue? Kak 3armyckaercss mporpamma (GopMaTupOBaHUS
nucka?

72. Yto Takoe mpoBepka aucka? Kak 3amyckaeTcs mporpamma MmpoBEpKU AUCKa?

73. Uro Takoe nedparmentanmsa? Kak 3amyckaercss mporpamma jaedparMeHTaIyu
Jmcka?

74. KakoBbI ITyTH IPOHUKHOBEHUSI BUPYCOB B KOMIIBIOTEP M MPU3HAKU 3aparkeHUs
KOMIIBIOTEPA BUPYCOM?

75. KakoBbI c1iocoObl 00HApY>KEHUSI BUPYCOB M aHTUBUPYCHOM MPOPHUIAKTUKH?
76. Ilepeunciute OCHOBHBIC MEPHI IO 3aIUTE OT KOMIIBIOTEPHBIX BUPYCOB.

77. OnuiuTe Ha3HaYeHUE aHTUBUPYCHBIX MPOrPaMM PA3JIMYHBIX THUIIOB.

78. HazoBuTte mnpumepbl COBPEMEHHBIX aHTHUBUPYCHBIX MPOTpaMM M OMHUIIUTE HX
OCOOEHHOCTH.

79. Yrto Takoe ¢aiioBbiii MeHEKEP?

80. Onumute unTepdeiic Total Commander.

81. Kak BbIAECINUTh HECKOJBKO (haIOB, PACTIONOKEHHBIX HE PSIOM JIPYT C ApyroM?
82. Kakum 00pa3oM MOXHO BBIJICIUTH OINPEACIICHHbIE TUIIBI (DailioB?

83. Kakast koMaH/1a TO3BOJISIET BBIJCINTE BCE M CHSATDH BhICIICHUE?

84. B xakoM penakTope OTKPBIBACTCSI TEKCTOBBIA JTOKYMEHT MO YMOIYAHHIO MPH
pEAaKTUPOBAHUM TEKCTOBOTO (haiia?

85. Kak co3nats sapibik 1 daitna? Kakoe y Hero pacmmpenne?

86. Kak Mo>xHO OBICTpO TepenMeHoBaTh (paiin?

87. Kak ynanuts Qaiin, munys Kop3uny?

88. Kakue nBa croco0a KonmupoBaHus CylmecTByrOT? Kakue KOMaHbI MO3BOJISIOT
3TO CHEeaTh?

89. Kakast koMaH/1a OCYIIECTBIISIET OMEPaIUIO IepeMeIeHus?

90. Kak MOXHO cO3/71aTh apXMBHI U UX PACIaKOBaTh?

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

92. Yro Takoe MS WORD?

93. Kak 3anmyctuts MS WORD?

94. U3 xakux »1eMeHTOB cocTOouT okHo MS WORD?

95. Kak 3akpbITh 0kHO MS WORD?

96. Kakoe cranaapTHOE Ha3BaHUE UMEET OKHO JJOKYMEHTa?

97. Kakoii cTanaapTHBIN BU UMEET TEKCTOBBIN Kypcop?

98. Kak MUHUMM3UPOBATh OKHO JIOKYMEHTa?

99. KakuMm 00pa3oM MOKHO OTKa3aThCsl OT TOJIBKO YTO BHECEHHBIX U3MEHEHUN?
100. Kak oToOpa3uTh (CKpPBITH) MaHETH HHCTPYMEHTOB?

101. Kakue cymiecTBYIOT ciocoObI OTOOpakeHUsI JOKYMEHTa Ha SKpaHe?

102. Kak co3naTh HOBBIN a03a1l B TEKCTOBOM JIOKyMEHTE?

103. Kakue cy1iecTByIOT aHeIu HHCTPYMEHTOB?

104. Kakoe HazHaueHUE MACIITAOHBIX JIMHEEK?

105. Kak 3akpsiTh 0kHO MS WORD?



106. Kak co3naTh HOBBIN TEKCTOBBINA JOKYMEHT?

107. Kak OTKpBITh TIOKYMEHT, YK€ COXpaHEHHbIN paHee?

108. Kak coxpaHUTh CO3JJaHHBIN JOKYMEHT Ha JIUCKe?

109. Kak u kakue napameTpbl MO>KHO YCTAaHOBUTD JJIsl CTPAHULIBI?

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

111. Kak BereauTs ab3ar?

112. Kak BBIACIUTH TIPEeAJIOKEHUE?

113. Kak nepemecTuTth (pparMeHt Texcra?

114. Kak ckonupoBath (pparMeHT B 33JaHHOE MECTO TEKCTa?

115. Kak oTMEHUTH HEBEPHOE JIeHCTBHE?

116. Kak BBIAETHTH BECh TEKCT?

117. Kak mpou3BecTd BBIpaBHHBAHHE (parMeHTa TEKCTa OTHOCHUTEIHBHO
CTpaHULbI?

118. Kak ynanute hparmMeHT u3 Texcra’?

119. Kakas pa3Huiia MeXy KOMPOBAHUEM, ITIEPEMEIICHUEM, IEPETACKUBAHUEM?
120. Kak 3ameHUTH )parMeHT TEKCTa BO BCEM JIOKyMEHTE?

121. Kakum 06pa3oM npoBEpUTH MPABHIBHOCTh HAOPAHHOTO TEKCTA?

122. Kak u3MeHUTh pa3Mep CUMBOJIOB B OJJHOM CJIOBE?

123. Kakue cymiectByroT 3¢ heKTbl aHuManuu mpudra?

124. Kakum 006pa3oM parMeHT TEKCTa 3aJIUTh IBETHBIM (HOHOM?

125. Kak 3amate B a03arie >kupHbIi mpudT?

126. KakumMu KHOTIKAMU TOJIB3YIOTCS NIl YMEHbBIICHUS (yBEIMUYEHUs) oTcTyma?
[Ipu paboTe ¢ yeM ATO UCTIONB3YETCS?

127. Yto Takoe OyKBHIIa, KaK €10 BOCIIOJIb30BATHCS?

128. Yto Takoe MapKHUpOBaHHBIN CIICOK?

129. Kak u3MEHHUTHh MEKCUMBOJIbHBIN HHTEPBAJI B CIIOBE?

130. Kak ycTaHOBHTH OTCTYN TI€pBOM CTPOKM ab3alla Ha OIMpeJeICHHOE
paccrosiHue?

131. Kakum 006pa3zomM MOKHO U3MEHUTh MEKIYCTPOUYHBIA MHTEPBAT B OTIEIHHOM
ab3are?

132. Kak ObICTpO HaTH BCE BXOXKIACHUS OMPEICICHHOTO CJI0BA B TEKCT?

133. Kakum 006pa3oM MOXHO MOAHATH (OMYCTUTh) CUMBOJI (CJIOBO) OTHOCUTEIHHO
6a30Boi TUHUN?

134. Kak u3MeHuTh UHTEpBAJI MEX 1y ad3aramu’?

135. Kak co3naTh HyMEpOBaHHbBIN CITUCOK?

136. Kak u3mMeHuTh 1IBET CUMBOJIa?

137. Kakum 00pa3oM MOXXHO HW3MEHWUTh 3HAYOK MapKepa NpH HCIOJIb30BAHUHU
MapKHUpPOBAHHOTO CITACKa?

138. Kakum 006pa3om ucnpaBUTh HEBEPHO HAOPAHHBI CUMBOJ B TEKCTE?

139. Kak coxpaHuTh CO3JJaHHBIN TOKYMEHT?

140. Yem oTaugaeTcsi MHOTOYPOBHEBBIA CIIMCOK OT MapKHPOBAaHHOTO WM
HYMEPOBAHHOI'O CITUCKOB?

141. Kakum 00pa3oM MOXKHO MOCMOTPETh, Kak OyAeT BBIIJISIAETh JOKYMEHT TpH
pacrieyatke?

142. Kak pa30uTh TEKCT Ha JABE KOJOHKHU?



143. Kak BCTaBUTbH B TEKCT MIpUMedaHue?

144. Kakue naHHbIE MOYXXHO aBTOMATHUYECKH BCTABJISATh B KOJOHTHUTY?

145. Yro Takoe 3axiaaka?

146. Kak u3smeHuTh (opMat HyMeparu CTpaHuir?

147. KakuM 00pa3oM MOKHO MEPEUTH OT BEPXHET0 KOJOHTUTYJIA K HIDKHEMY (HIIH
Hao00poT)?

148. Kak BCTaBUTb B TEKCT CHOCKY?

149. Kakue cymiecTBYIOT BUAbI CHOCOK? B yem paznuuue?

150. Kak pa306uth (hparMeHT TEKCTa Ha TPU KOJIOHKH ?

151. Kak ycTaHOBHUTH pa3iMyYHbIE KOJOHTUTYJBI IJIsl TUTYJIbHON CTPaHULIBI H
MOCJEAYIOIIUX?

152. I'ne BHOCUTCS aBTOp AOKyMEHTa?

153. Kak BcTaBUTh KOJIOHTUTYJT?

154. Kak ocy1ecTBUTh NEPEXo] MEKIY 3aKJIaJKaMU B TEKCTE?

155. Kakum o00pa3oM yCTaHOBUTH pa3jMYHbIE MapaMEeTpbl [JI1 HECKOJIbKUX
CTpaHUI] OJJTHOTO U TOTO K€ TOKyMEHTa?

156. Kak pa30uTh JOKYMEHT Ha pa3/eibl?

157. Kak BcTaBUTh HyMepaIuio CTpaHuil?

158. Kak co3naTe B HOBOM paszjielie KOJIOHTUTYII, TAKOU ke, KaK B MPEIbIIyIeM?
159. [lns gyero npegHa3HayeHa MaHeIb HHCTPYMEHTOB PucoBanue?

160. Kakuie 00beKThl MOTYT OBITH B IOKyMEHTE?

161. Yto takoe o0bekT WordArt?

162. Kakue neiicTBUSI MOXKHO TTPOU3BOIUTH C TpadpuueckuMu o0beKTaMu?

163. Kakwue cyiiecTByIOT ciocoObl 00TeKaHus TpaduIecKinX 00bEKTOB TEKCTOM?
164. YTo MOXHO BCTAaBUTH B IOKYMEHT KOMaHI0M «BcTaBUTH)»?

165. Kakue neficTBUS MOXXHO MPOU3BOIUTH C aBTOPUTYpaMu?

166. Kakum 06pa3oM MOXKHO MPOU3BECTH (POpMaTUPOBAHUE HAATTUCH?

167. Kak nzo0pakeHne skpaHa MepeHecT: B TEKCT B BUJIE rpaduuecKkoro oobekra?
168. Kak BctaBuTh KapTHHKY U3 rasiepen kosuiekiuu ClipGallary?

169. Kak nu3meHuTs pasmepsl 00bekTa?

170. Kak o6BecTH CTpaHHUIly XyJ0KECTBEHHOU paMKO?

171. Kak co3naTe aHUManMoOHHBIN 3 ekt co mpudtom?

172. Yto Takoe aBTOGUTYPHI?

173. Kak BcTaBUTH HAITUCH?

174. Kakum 00pa3oM  M3MEHSETCS TOPSJAOK  B3aMMHOTO  PACIOJIOKCHUS
rpaduueckux 0ObEKTOB?

175. Kakue Turbl JIMHUNA €CTh B UHCTPYMEHTE pucoBaHus JIunun?

176. Kakue ectb mapameTpbl HACTPOUKH rpaduyeckux 0ObeKTOB (M300pakeHus)?
177. Kakue cymiecTBylOT KaTeropuu aBropuryp?

178. Kak Boigenuth rpadudeckuii 00bEKT, YAIUTH?

179. Kak n3meHuTh criocod o0Tekanusi 00bEKTa TEKCTOM?

180. Kak n3meHuTh Crioco0 3a1uBKH aBTOPUTYPHI?

181. Kak ucnipaButh TeKCT B 00bekTe WordArt?

182. Kakum 06pa3oM MOKHO MPUAATh 00BEMHBIN BUT O0BEKTY?

183. Kak 3arpy3uTb puCyHOK B BUJIE 3IMBKU aBTO(PUTYPHI?



184.
185.
186.
187.
188.
189.
190.
191.
192.
193.
194.
195.
196.
197.
198.
199.
200.
201.
202.
203.

Yro Takoe Tabnuma?

Kaxk BcTaBUTH CTpOKY B TabOHUITy?

Kak 3ameHuth mipudT TEKCTa B OTAEIBHOM sueiike?

Kakum 00pa3oM MOKHO repeMeniaThes o Tadauie?

Kak no6aButh TabmauIly B TEKCT?

Kak ynopsgounTh CTpOKH B TabJIUIIE IO HEKOTOPOMY MPU3HAKY ?

Kak oObeiuHuTh sSiueiiku B TaOyHIle B OJHY?

Kak u3MeHUTH pacrioioKeHNe rpaHull sueeK?

Kak co3gaTs Tabmuiry MeTo10M mpeoOpa3oBaHus TEKCTA B TAOTHUILy?

Kak BBIpOBHATH TaHHBIE B sSTU€iike?

KakoBo HazHaueHue naHenu TaOnuibl U TpaHULbI?

MOXHO JI1 BCTaBIATh PUCYHKH B STUCUKU TAOIUIBI?

W3 KakuX 3JI€MEHTOB COCTOUT Ta0IuIa?

Urto Takoe 3aKkiaaKa, ee Ha3HaueHue?

Kak co3gath Tabnuiry ¢ moMmoIibo koMau sl «HapucoBate Tabnuiry»?
Kak u3amenutsb mupuny cronodua (Bce crnocoObl)?

Kakue ocHOBHbBIE (DYHKIIMHM MOYKHO MCIOJIB30BaTh MpHU pacuerax B Word?
Kakue criocoOs1 nmpeobpazoBanus TabIUI CYIIECTBYIOT?

Kak npousBecTu 3aJIMBKY STYEHKU?

Kakum o00pa3oM MOKHO HCIOJIb30BaTh JIaHHBIE M3 OJIHOM TaOJUIBI TPHU

IIPOBEJCHUN PACUETOB B IPyron?

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

Kakum 00pa3oM MOxkHO 1peoOpa3oBaTh TAOIUILY B TEKCT?

Kak BBOZSITCS TaHHBIE B AYECHKY?

Kak 3agaTh KOJTUYECTBO CTPOK U CTOJIOIIOB B TAOIHIIE?

Kaxk yganuts cTosoen u3 Tabiuiibi?

KakuM 00pa3oM MOXKHO pa3JIeanTh STYEHKy B TaOJIUIIE HA HECKOJIBKO?

Kakue Tumnsl quarpamMm Bbl 3HaeTe?

Kak BcTaBUTH B TEKCT MaTeMaTHUECKy1O hopMyny?

Kak BcTaBUTH B TEKCT AMArpaMMy JJisi 3aJIaHHON TaOJIUIIbI?

Kak BbI3BaTh MacTepa quarpamMm?

Kak OTKpbITH OKHO penakropa (Gopmys, 4TOObl OTPEAAKTHPOBATH T'OTOBYIO

popmyiy?

214,
215.
216.

Kak BcTaBuTh B hopMyity 1m1abioH a1podu uinu paaukana?
Kakum 00pa3oM MOKHO U3MEHUTH 1BET psifa JaHHBIX?
[Ipy w3MeHEeHWW MaHHBIX B TaOJWIE, TIO KOTOpOH ObUTA TOCTPOCHA

AuarpaMmma, iSMCHHUTCA JIM CaMa )II/IanaMMa?

217.
218.
219.
220.
221.
222.
223.
224,
225.

Kak n3MeHnuTh pazMepsl 1HarpaMmbl?

Kak yganute guarpammy?

MoXHO JI1 1 KaK U3MEHUTH (DOH 00JIACTH OCTPOCHUSI TUArPAMMBI?

N3 xakux objacTel COCTOUT Auarpamma’?

Kak BctaBuTh B hopMyIty 1m1absioH CyMMBI WJIH TIPOU3BENCHUS psijia’?
Kakum 006pa3zoM MOKHO U3MEHUTH Pa3Mephl CO3/IaHHON (HOPMYITBI?

UYro Takoe nerenaa? Kakue neiicTBUs € JIET€HI0M MOXKHO MTPOU3BOINUTH?
YTo Takoe moJie B TEKCTOBOM JIOKYMEHTE?

Kakue tunbl nosneu cyiecTByoT?



226. Yto Takoe KO/ U 3HAYCHHE TOJIeH ?

227. Kak BCTaBUTh B JOKYMEHT I10JIe?

228. Kak nepexiro4aroT Ko U 3HaYeHUe Mo ?

229. Kak 0OHOBJISIFOTCS 3HAUEHUS MOJIeH?

230. Yro Takoe noiisa Gpopmbl? Kakue cyecTByOT TpH 10Jist GopMbI?

231. Kakue 10KyMEHTBI Ha3bIBAIOT I1a0JIOHAMM?

232. C kakuM pacimpeHueM coxpansroTcs madiaonsl B WORD?

233. Kakumu ciocob6aMu MOKHO cO371aTh COOCTBEHHBIH 111a0JI0H?

234. YTto 03HaYaeT TEPMUH «IJICKTPOHHAS (opMay?

235. Kak HacTpouTh mapameTpsl moJiel 3IeKTPOHHON (GOpMBbI?

236. [1y1s yero 3alMIaloT CO3/AaHHbIC 3JIEKTPOHHBIE (HOPMBI?

237. Kak 3aiuTiTh 3JIEKTPOHHYIO hopmy?

238. Kak BHECTH N3MEHEHHMSI B CYIIECTBYIONIYIO AJIEKTPOHHYIO (hopmy?

239. Yto Ttakoe ctuiu hopMaTUpOBaHUs?

240. Kak nepeitu B pexkuM oToOpaxkeHus qokymenta Ctpykrypa?

241. YTo TaKkoe 3aroj0BOK U €T0 YPOBEHbB?

242. Kak nepeMecTuTh ad3all TEKCTa B PEKUME CTPYKTYPhI?

243. Kak u3MEHUTh YPOBEHb 3arojoBKa’?

244, HaznaueHue cxembl JOKyMeHTa?

245. Kak obecneynTh aBTOMaTHUECKOE MMOCTPOCHUE OTJIaBICHUS?

246. Kax BCTaBUTH B IOKYMEHT OTJIaBJICHHUE?

247. YTo HYXHO JIJI1 aBTOMAaTHIECKOTO TIOCTPOCHUS CITUCKA WILTIOCTPAITHiA?

248. Kak 100aBUTh B JOKYMEHT CIIHCOK WJITFOCTPAITHii?

249. Yrto Takoe MpeIMEeTHBIN yKa3aTedh U KaK OH BCTABISETCS B IOKyMEHT?

250. Kak mepememarbcsi Mo OOJIBIIOMY TEKCTY C TOMOIIBIO OTJIaBJICHUS, CITHCKA
WJUTIOCTPAlU U MPEAMETHOTO yKa3aTens?

251. Kakue 1oKyMEeHTbI HEOOXOIUMBI JIJIsl TIpoliecca CIUSTHUS?

252. B xakoM BHI€ OOJDKEH OBITH MOATOTOBJIEH UCTOYHHUK JAHHBIX I CIUSIHUA?
UTo sBNIS€TCS MOJISIMHU U 3alMUCSIMH B UICTOYHUKE JIAHHBIX?

253. B kakoit MOMEHT MOKHO PaCCTaBUTD TOJISI CIUSHUS?

254. Kak BBIMOJIHSIOTCS (PUIIBTpAIUs U COPTUPOBKA?

255. Kak ompefenuth KOJUYECTBO TIOJYYCHHBIX B  PE3yibTaTe CIHUSHUS
JIOKyMEHTOB, HE BBITIOJTHSS CaMO CIIUSHUE?

256. Kya MOXeT BBINOJTHATHCS CIUSHUE (IPOCMOTP BCEX 3aruceit)?

257. Kakue snmemeHThl Word MOKHO HAaCTPOUTH?

258. Kak HacTpouTh MaHelb ObBICTPOTO AOCTYyIAa?

259. MO>XHO JI1 HaCTPOUTDH BKJIAAKU?

260. Kak BOCCTaHOBUTH HACTPOMKHU MO YMOITYAHUIO?

261. MoxHO JI1 pa3MeCTUTh Ha MaHeIu OBICTPOTO JOCTYIMa KHOMKU CTUICH?

262. Kak co3maroTcss MakpOoChl?

263. Kax HazHauuTh Makpocy: OBICTpOE COYETaHME KJIABMII, KHOIMKY Ha MaHeIu
OBICTpOTO HOCTYyMA?

264. I'ne MOXKHO COXpaHSATh MaKpochl? Pa3nmuuusi B UX JOCTYIMHOCTH MPU Pa3HBIX
MECTax COXPaHCHHUS.

265. Yto Ttakoe orudpoBka?



266. Kakwue stanpl BKiIrO9aeT B cebst mporecc oruppoBKu?
267. 3aueM HY>KHbI IPOrPAMMbI PaClIO3HABAHUS TEKCTA?
268. Kak npoucxoauT pacro3HaBaHHe TeKCTa?
269. Kakue nporpaMMbl pacro3HaHus TeKCTa Bbl 3HaeTe? KakumMu nmosib30BaInuch?
270. Kakoe paspelieHue SIBISETCS ONTUMAJIbHBIM JJIi CKaHUPOBAHUSI TEKCTa,
HU300paKeHU?
271. Kak MOXHO OCYIIIECTBUTh MPEIBAPUTEIBHBIN MPOCMOTP TOJIBKO MEPBBIX IBYX
CTpaHUI] IOKYMEHTAa B ONPECIEHHOM MaciTabe 0TOOpakeHus?
272. Kak MOXHO BBIBECTH Ha TIe4aTh 5 DOK3EMIUIIPOB IIEPBON CTPAHUIIBI
JTOKyMEHTa?
273. Kakas nadopmanus 3a1a€Tcsi B UAIOTOBOM OKHE [lapamempul cmpanuyvl?
274. Yto Takoe KOJOHTHUTYJ?
275. Kak co3aaTh KOJOHTUTYJIBI Ha TMEPBOM CTpAaHWIC JOKYMEHTAa OTIMYHBIC OT
KOJIOHTUTYJIOB OCTaJIbHBIX CTPAHUIL?
276. Kakas nndopmaiiysi MOKET HaXOJUTHCSA B KOJIOHTUTYJ1axX?
277. Kak HareyataTh 4acTh JOKyMEHTa?
278. Cnioco0Os1 3amycka Excel. Ctpykrypa okHa Excel.
279. Haznauenue kHonok CBepHyTh, BoccTanoBuTh, 3akpbiTh, PacmaxHyTs Ha Bce
okHO. OTinune KHONOK CBEpHYTh U 3aKpbITh.
280. Pabora ¢ aneMeHTaMu MEHIO: CIIOCOOBI I0CTYMa K JIEMEHTaM TJIaBHOTO MEHIO
W TIOJAMCHIO. BHIBI 3aroioBKOB MEHIO. BBIXom W3 MeHIO 03 BBITOJTHEHHS
KOMAaH/IbI.
281. Ha3nauenue mnaHeneii MHCTPYMEHTOB. Pa3melneHue maHeneil Ha SKpaHe.
Bxrouenne/oTkmouenne naneneid. Kakue nanenu peKoMeHIyeTcs: OTOOpakaTh Ha
JKpaHe.
282. Haznauenue ctpoku BBoza ¢hopMyil. Ee cocTaBHbIE HacTy.
283. Utro Ttakoe kumra B Excel? M3 dero cocrout kHura? Kak mepexiarodaTbes
Mexay kauramu? CTpykTypa OKHa pabouell KHUTH.
284. Slpnplykd TUCTOB M paboTa C HHUMH: TEPEKITIOYCHUE MEXIY JHCTaMH,
nobaBiieHHe JUCTA, ynajieHue JHCTA, NepeuMEHOBAHUE JUCTA,
nepeMeIeHre/KOMUPOBaHHUE JIUCTA. Y TIPABICHUE BUAUMOCTBIO SIPJILIYKOB JINCTOB.
285. BBog B sueliky Tekcta. UTO SBISETCS TEKCTOBOM KOHCTAHTOM, KaKue
CUMBOJIBI MOYKHO HCIIOJIb30BaTh Mpu ee Habope? K kakol rpaHune syuenku
MIPUKUMAETCS TEKCT?
286. Broa B siueiiky unciia. Bunibl 4ucioBbIX KOHCTAHT. Kakue CMMBOJIBI MOXHO
MCIIOJIB30BaTh NpH BBOAE uncia? K Kakol rpaHuIle SSYEHKH MPUKUMAECTCS YUCIIO?
Kak uncno npeobpa3oBaTh B TEKCT?
287. BBon B AueilKy naTel U BpeMeHH. K KakoMy THUIy JaHHBIX OTHOCSITCS 3TH
KOHCTaHTbI?
288. UTo mpouCXOaUT, €CIU IO MUPUHE CTOJIOIA HE BXOIIT:

a) TEKCTOBbIC JJAHHbIE?

0) uncna, 1aThi?
289. Beon B sueiiky ¢opmynbl. C kakoro cumBosia HaumHaetcs: dopmyna? Urto
oToOpakaeTcs mociie BBoAa (GopMyIibl B ssueiike? B cTpoke Gpopmyn?



290. Bon B sueiiky ¢opmynbl. C Kakoro cuMBoia HauumHaercs ¢opmyna? Urto
oToOpakaercs mocie BBojaa (popmyiiel B siueitke? B crpoke hopmy?

291. Kakue 3Haku omepanuii ynotpebisiorcs B popmynax? UTo MoXeT OBITh
onepanom? HazHaueHue ckoOOK.

292. Anpec sueliku, kak oH dopmupyercs? JlBa cmocob6a BBoaa B Gopmyiy
anpeca. [loHsiTHE OTHOCUTENBHOTO ajipeca.

293. Uto Takoe abOCOMIOTHBIM agpec? 4deM aOCOMIOTHBIA aapec OTIUYaeTCs OT
OTHOCHUTEJIHHOTO?

294. CMmemaHHbIi aJpec, ero OTIMYHE OT OTHOCUTENbHOTO U abcomoTHOro. C
MTOMOIIBIO KaKOW KJIABHIIIA MOKHO OBICTPO M3MEHATH THUII aapeca B popmyiie?

295. Kak BbIIONHSETCS CChIJIKA HA AUEHKY APYroro JucTa Tekymie kauru? Kakoi
BU/I TPUHUMAET WICHTH(PUKATOP STUCUKH TIOCIIE BBITIOJHEHUS CCHUTKH?

296. Kak BBIMONHSETCS CChUIKA Ha SUEHKY APYroro Jmcra Apyroil kauru? Kakoit
BU/JI TPUHUMAET UJACHTU(PUKATOP STUCUKH MOCIE BBITIOJHEHUS CCHUIKHU?

297. IlpenumyniecTBO UCIOIB30BaHUS UMEH siUeeK mepen aapecamu. Kak nate ums
STUCHKe, UCTIONb3Ys CTPOKY (hopMyn?

298. Kak natb uMs siuerike, UCTOJb3ys AuanoroBoe okHO «IIprucBoenrne nMeHn»?
299. Ha3nauenue Mactepa QpyHKIIHIA.

300. CriocoOnI BbI30Ba MacTepa hyHKITUH.

301. IMopsimok BBOJA (hYHKIIUU C UCTIOJIb30BaHUEM Macrepa.

302. BBox aprymenToB (yHKIMHA. B Kakux ciiydasx yao0HO BBOJUTH apTYMEHTHI C
KJIABHATYPHI, @ B KAKUX C UCIIOIH30BAHUEM MBITITH?

303. BBox BIOXEHHBIX (PYHKIIHHA U CIOKHBIX POPMYII.

304. PenaktupoBanue GyHKIUI ¢ HCIIONb30BaHHEeM MacTtepa.

305. Beigenenne OOBEKTOB (SYCHKH, CTOJOIA, CTPOKH, HMHTEpBaJa, JIHCTA).
Brinenenre HeCKOJIBKUX 0OBEKTOB.

306. CriocoObI n3MeHeHUsI IMUPUHBI cTosI01a? BhICOTHI CTpOKU?

307. Kak ckpbITh cTonoen/cTpoky? Kak packpbITh CTOIOCIY/CTPOKY?

308. Kakumu crioco6bamMu MOKHO BBITIOJTHUTE (hOpMaTHpOBaHUE 0ObEKTa?

309. Kakue Bo3MOXXHOCTH (opMaTHpoBaHus TmpeaoctaBiser Bkimanka [lpudt
JIraoroBoro okHa @opmar sueku?

310. Kakue  BO3MOXXHOCTHM  (OpMATUpPOBAHUS  MPEJOCTABISET  BKJIAJKa
BripaBHuBaHue?

311. Kakue B0O3MOXKXHOCTH (hOpMATUPOBAHUS TIPEAOCTABISAET BKIaaKa [ paHuIb?
312. Kakue B0O3MOXKHOCTH (hOpMAaTUPOBAHUS TIPEAOCTABISAET BKIaaKka Bua?

313. Kakue craHgapTHble YHCIOBbIE (OpMaThl MPEAYCMOTPEHbI Ha BKJIAJIKE
Yucno? Uem xapaktepusyercs Kaxabiid popmar?

314. Koraa ucnonb3yercs noJib3oBareibekuit popmar? Iopsgok ero co3nanus.
315. Ynpasinsroniye cCMMBOJIbI MOJIb30BATEIBCKOr0 opMara sl Yuciia, TeKCTa 1
JIATHI.

316. Kak BwImoHsIeTCS KOnupoBaHue ¢popmara’?

317. Haznauenue aBrodopmarupoBanus. Kak oHO BBITIOTHAETCS?

318. Bosmoxnoctn  komauHael [IPABKA—OUYUCTUTH npumeHUTENbHO K
dbopmaTam



319. CocoObl BBIMONHEHUS oOmepanuu KomupoBaHUsA. CrocoObl BBIMOTHEHUS
orepanuu nepemenieHus. Yem otnuyaeTcsi KONUPOBAHKUE OT MEPEMEILCHUs?
320. KonupoBanue/ mepeMelieHue sueek, coueprkamux dopmynsl. Kak Biuser
ajipecalids Ha KonupoBaHue? Ha nepeMelienue?
321. Kak paboraer komanna MeHr Ouuctuth? UTO MPOMCXOAMT IMPU OUUCTKE
coliep)kumoro? mpu ounctke (opmarta? npu ouucTke Bcero? Kakoi komanze
COOTBETCTBYET HaxxaTue Ha kiaBuiny Delete?
322. Komanaa Y manuTh IPUMEHUTENBHO K CTOJIOIY, CTPOKE, sTueiKe, MHTEPBAIYy.
323. Komanga BcTaBuTh IpUMEHUTENBHO K CTOJIOIY, CTPOKE, sSYCiKe, HHTEPBAITY.
Kyna BcraBnsiercst ctpoka/cronboer?
324. Ins 4ero IPUMEHSIETCS KOMaH/1a CrneunanpHas BCTaBKa?
[TocnenoBaTenbHOCTD €€ BHIOJIHEHUS.
325. Kak Beimonssiercs konupoBanue ¢popmara? J{ms uero oHo He0OX0auMO?
326. 3anonHeHne MHTEepBasia sueek ¢ Qopmynamu. Kak BiuseT aapecanus B
(dopMyIie Ha 3a1I0JIHEHUE?
327. 3anonHeHne UHTEpBaJla YUCIaMU C 3a/IaHHBIM IIaroMm.
328. 3anoyiHEHUE UHTEpBAJIa:

O OJIMHAKOBBIM TEKCTOM

O OJMHAKOBBIMU YHCIIAMU

O OJIMHAKOBBIMU JaTaMH

O YHMCJaMH C marom |

O JaTaMu ¢ 1marom 1?
329. Haznauenue ¢ynkiun ECJIM. KonmuecTBo mapaMeTpoB W MX Ha3HAuCHUE.
[Ipumepsr.
330. Crpykrypa ycnosus pyukmuu ECJIN. Uto sBisercst 3HaYCHUEM YCIOBUS ?
331. BelpaskeHUs OTHOIICHHUS: OTIepaIiy, OllepaHabl, TPHUMEPHI.
332. Jlornueckue onepaiyu: Ha3BaHUe, Ha3HAUYCHUE TTapamMeTpoB. [Ipumepsl.
333. Kak BBIUMCIIAIOTCS 3HAUCHUS JIOTHYECKUX oneparuii? [Ipumepsr.
334. Bnoxxennsle ycnoBus. Bapuantel Binoxenus. [Ipumepsr.
335. OtoOpakenue TekcToBbIx cooOmieHuit B pyakiuu ECJIN. [Ipumepsi.
336. [Togcyer KoauyecTBa S4YeeK BHYTPU JWalla3oHa, yJIOBJICTBOPSIONINX
3ajaHHOMY KpuTepuro. [Ipumepsl.
337. CymmupoBaHue SU€CK, 3aJJaHHBIX KpuTepuem. [Ipumepsl.
338. Otnnuune ycnoBHOTO (POpMATUPOBAHUS OT NPSIMOTO.
339. IlopsaoK BBINOJHEHUS YCIOBHOTO (POPMATHPOBAHMUSI.
340. 3apanue ycnous. B yeM pazHuia npu GopMaTupoBaHUM MO 3HAYEHUIO OT 10
bopmyie?
341. ®opmaTupoBanue no 3HaueHuro. [Ipumep.
342. ®opmaTtupoBanue no dhopmysie. g kakoi suekyu MHTEpBaja 3auChIBaCTCs
ycioBue? IlpaBmma ¢GopMupoBaHus TUIA ajgpecanuu s SYEeK, YKa3aHHBIX B
dbopmyre.
343. Kak ¢opmupyeTcsi pe3ylnbTar, €Ciad B BBIJICICHHOM IMAMAa30HE OJHA WM
HECKOJIBKO SYEEK yIOBIETBOPSIIOT HECKOJIBLKUM YCIOBHSIM?
344. PenaktupoBaHue ycIoBHOTO (popmara.
345. Y nanenue yciaoBHBIX (pOpMATOB.



346. [louck siueex, UMEIOIINX YCIOBHBIN (opMar.

347. OcHOBHBIC TOHATHS AWATPAMM: PSIbI JTaHHBIX, KaTETOPHH, THUII, JJIEMEHTHI
Jarpamm.

348. OcHoBHBIC TIpaBUIIa TOCTPOCHHMSI qUarpaMM B cucteme Excel.

349. Coznanue auarpaMM ¢ UCIoJib30BaHUEM MacTepa [uarpamm.

350. Coznanue rpaduxoB ¢yHkumit. Kakolt Tun amarpamMMmMbl HEOOXOIUMO
UCTIOJIb30BAaTh JIJISl IOCTPOCHUS TpaduKoB?

351. [TocTpoeHue MOBEPXHOCTEH.

352. [locTpoeHue cedeHuii MOBEPXHOCTEH.

353. PenaktupoBanue quarpamMm U Ux 3J€MEHTOB.

354. dopmaTupoBaHKE TUArPaMM U MX AJIEMEHTOB.

355. ®opMaTupoOBaHUE TPEXMEPHBIX JHArpaMM.

356. [lonsiTHE TUHWUW TPEH/Ia, OCHOBHBIC MTapaMETPhl JIMHUH TPEHA, THUIIBI JIMHAHA
TpeHaa

357. IlocTpoeHue JIMHUU TPEHA.

358. Anmnpokcumarusi TabJIMYHON 3aBUCUMOCTH C UCIIOJIb30BAaHUEM JIMHUM TPEH/A.
359. IIporHo3upoBaHue ¢ UCIOIH30BAHUEM JTUHUU TPEHIA.

360. dopmaTupoBaHKE U PEAAKTUPOBAHUE JIMHUU TPEH/IA.

361. Jlns kakux 3a7a4 UCIIONIb3yeTCs M0100p mapameTpa?

362. [lopsimok  BhIMOMHEHWS TMoAOOpa TmapameTpa. 3amojHEHHE JJIEMEHTOB
nuanorosoro okaa [logbop mapamerpa.

363. 3amanre MOTPEITHOCTH BEIYHCIICHUN.

364. Pemenne HeMMHEHHBIX YPaBHEHHUIA.

365. Haznauenue nmoucka pemieHusl.

366. BrimonHeHue morcka pemeHusl.

367. Ucnonb30Banue CrieHapueB JUIsi MHOTOBAPHAHTHBIX PACUETOB.

368. O0Omias mnocTaHOBKa 3ajad OINTHMH3ALMKA. BuAbl 3amgad  ONTUMH3ALAHN:
JIMHEHHAs, HeJIMHEHHAS.

369. Pemenne 3aa4 oNTUMHU3AIMN C UCIIOJIB30BAaHUEM ITOUCKA PEIICHUS.

370. JInst wero npennasHadeHo npuioxenue PowerPoint? Kak ero 3amyctutsh?
371. Yto takoe npe3enranus? Yto takoe cnaiia?

372. HazoBute criocoObl CO3/1aHUS PE3CHTAIIHN.

373. Uro takoe mabdnon? Kakue cyiecTByoT BubI m1ad10HOB B PowerPoint?
374. Kakoe pacuupeHue uMeeT (aiii npe3eHTaluu, 1adioH mpe3eHTanuu?

375. O0pacauTe HazHaueHue Pexxnma ciaiigos.

376. Ha3BaTh OCHOBHBIC XapaKTEPUCTUKU PexxnumMa COpTUPOBIIMKA CIIAlIOB.

377. Kak BbINOJIHUTH NOKa3 npe3eHTauun? Ha3BaTh criocoObl mokasza
IPE3CHTAIIHH.

378. Uto Takoe aHumarus?

379. Uto takoe nepexon ciaitnos? [Ipumeps! epexosa ciaiios.

380. INosicauTe MOHATHE MYJIBTHMEIHA.

2.2. OueHO4YHBIE CPeICTBA /IJIsl IPOMEKYTOYHOM aTTecTanum (3a4er)
Bomnpocsl 17151 IpoBeieHU 3a4eTa
1. Tloustue undopmaruxu. [Ipeamer u 3agaun nHGOPMATUKH.



2. Wudopmaruzarus obimecTBa u MecTo HHOOPMATUKH B COBPEMEHHOM MHPE.

3. Ilonsitue wuHpOpMaMK, €€ OCOOCHHOCTM W BHUIbL. IJKOHOMHUYECKAS
uHdopmaIus, ee CBOICTBA, CTPYKTYypa.

4. Ucropus OBM. Ilokonenuss 9BM. Pazputue nporpaMMHOT0 00ecCrieueHHUs.

5. Ipunmune pon Helimana. OcoO€HHOCTH COBPEMEHHBIX KOMITBIOTEPOB.

6. Apxurektypa [I19BM. MarucrpaibHo-MoayabHbIN npunnun. [lepudepuiinbie
U BHYTPEHHHE YCTPOUCTBA, CXeMa B3aUMOJICUCTBUS.

7. Pa3Butue xommnberotepoB IBM PC. IlpuunHbl ycnexa nepcoHaidbHbix OBM.
[TpuHIMIT OTKPBITOM apXuTeKTypbl. OTpaHMYEHHOCTh OOJACTH MPUMEHEHUS
nepcoHanbHbIX DBM.

8. Hasnauenme OCHOBHBIX yCTpoicTB OBM: meHTpanmpHOTO MpoIeccopa,
BHYTPEHHEU MAMSTH.

9. Knaccuduxammss OBM. OcHOBHBIE XapaKTEPUCTUKH  BBIYHCIUTEIHHON
TEXHUKHU.

10. Knaccuduxkarys nporpaMMHOT0 00ecCrieYeHusl.

11. Opranuzanus (aitioBoil cucteMbl U OOCHTy)uBaHHE (HaWJIOBOM CTPYKTYpPHI
NEPCOHAIBHOTO KOMIIBIOTEPA.

12. BeruncnuTeabHble CUCTEMBI, HA3HaUeHUE, KiacCuUKaIus, apXuTeKkTypa.

13. HazHaueHue nmporpaMMHBIX CPEJICTB, UX KJacCU(pUKAIUs, COCTaB.

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

15. Onepaunonnas cucrema MS DOS. UnTepdeiic komananoit ctpoku. daitnoas
cUcTeMa.

16. Onepanmonnas cuctreMa Windows: xapakTepuCTHKA U apXUTEKTypa.

17. UnTepdeiic u 3amyck nporpamm B OC Windows.

18. Pabota ¢ ¢aiinamu u nankamu B OC Windows.

19. Ucnonb30BaHMe CEPBHUCHBIX MporpamMM: paboTa ¢ apXWBaMH, aHTUBHUPYCHas
0opn0a, oociyxuBanue auckoB B OC Windows.

20. OyHKIIMM TECTUPYIOUIUX TNPOrpaMM, YTUIIUT, IpailBEpoOB, OIMEpPaAIMOHHBIX
000JI0YEK U JpP. CUCTEMHBIX ITPOTPaMM.

21. [lpuknagHoe MPOTpaMMHOE OOECTeYeHHE KaK WHCTPYMEHTApUN pEIICHHUS
byHkunoHambHBIX 3anad. Knaccudukaims, ocoOEHHOCTH MOCTPOEHUsI U 00J1acTh
MIPUMEHEHUS.

22. [lakeThl MPUKITAIHBIX TTPOTrpamMM 001IeT0, 0O(pUCHOTO Ha3HAYCHUS TEKCTOBBIC U
rpaduyueckue pegakTopbl, TAOJIUUYHbIE MPOLECCOPHI, CUCTEMBI YIIpaBieHus: 0azaMu
JaHHBIX, U3/1aTETHCKUE U MYJIbTUMEUIHBIE CUCTEMBI, Opay3epsl U Ap.)

23. [IpodeccrnonanbHble MaKeThl MPUKIAAHBIX NPOrpaMM [Jis pEIIeHHs 3ajad
yIpaBIeHUS.

24. TexcroBble (aitnbl. CtaHgapTHbIE NPOUEAYpPhl M (YHKIMH AJIi TEKCTOBBIX
Gbaiinos.

25. Microsoft Word. OcHOBHBIE BO3MOXKHOCTH TporpamMMbl. Buj OKHa, MEHIO.
DNeMEeHThl TEKCTOBOIO JIOKyMeHTa. OCHOBHBIE ONEpali C TEKCTOM (BBIICICHUE,
ynajeHue, nepeMeleHue, KonupoBaHue).

26. Microsoft Word. ®opmatupoBaHue TekcTa (CHMBOJIOB U ab3arleB), CTPAHHUIL.
Tpu cmocoba cozmanus tabmmin B Word. PemaktupoBanme u (popmaTtupoBaHue



tabmun. OdopmiieHHe CTpaHHIBI JOKYMEHTa (pa3MeTKa CTpPaHUIIbI, BCTaBKa
HOMEPOB CTPaHUI] U CHOCOK, Pa3pbiB CTPAHUIIBI).

27. Microsoft Word. ®aiinoBeie omnepanuu (Co3JaHWe HOBOIO JIOKYMEHTA,
OTKPBITUE U 3aKPBITHE TOKYMEHTa, COXpaHEHHUE U MeYaTh JTOKYMEHTA).

28. Tabnuunsblii nporneccop Excel, ero HazHaueHue u BO3MOXKHOCTH. 3arpyska H
3aBepIleHrue paboThl MPOTPAMMBI.

29. CnpaBoynas cucteMa Excel. CriocoOsI nosty4yeHus cripaBO4HON HHGOpMAaIUH.
30. OcHoBHEBIE 251eMeHTHI OkHa Excel n nx HazHaueHue.

31. Crpykrypa paboueii kauru B Excel. DnemeHTsI OKkHA paboyeii KHUTH.

32. Tunb gansabix B Excel. BBoa n oToOpakenue Ha paboueM JHCTE TaHHBIX TUIA
TEKCT, YUCJIa, JaTa/BpeMsl.

33. ®opmynel u ¢yskimu B Excel, mx oOo3HaueHWE, TOPAIOK HMX BBOAA H
pETaKTUPOBAHMS.

34. PenaktupoBaHue U yJajleHUE JaHHBIX B ssuekikax padoueit kauru Excel.

35. bydep oOmena, ero Ha3HaueHHe U ucIoib3oBaHue. KommpoBanue u
nepeMeIIeHre IaHHbIX B siuelikax padoueit kuuru Excel.

36. ®opmatupoBaHue JaHHbIX padoueit kHuru Excel. Buasl u cmocoOsl
dbopmaTupoBaHus.

37. BcraBka u ynaneHue siueek B pabouem jucre padoueit kauru Excel.

38. BcraBka u yjaneHwe CTpOK M CTOJIOIOB B paboueM JHcTe paboyell KHUTH
Excel.

39. CrtocoObI ¥ MOPSAOK CO3aHMs B coXpaHeHust pabodeit kauru Excel.

40. CiocoObl ¥ TOPSAOK OTKPBITHA W 3aKkpbITHs pabodeit kuuru Excel.
[TepemerieHre MEXTy OTKPBITHIMU pa0OYNMH KHUTAMH.

41. Pabota c nuctamu paboueit kuuru B Excel. Beigenenue, BctaBka u yjaajaeHue
JIUCTOB B paOoyelt KHUTE.

42. KomupoBanue © TepeMelieHue JMCcToB B paboueit kHure Excel.
IIepeuMeHOBaHKE JIUCTOB.

43. YcraHOBKa TMMapaMeTpPOB  CTPAHUIIbI, MPEABAPUTEIbHBIA  MPOCMOTP U
MOJTOTOBKA K revyaTu padouei kauru Excel.

44. [IporpamMHble  cpeacTBa mpe3eHTanui. [loHsTHE 0  KOMIBIOTEPHBIX
MPE3EHTAllUAX U TMPOTPAMMHBIX CPEACTBaX HJisi pa3pabOTKU KOMITbIOTEPHBIX
MIPE3EHTALUH.

45. Tlporpammuble  cpenactBa  npe3eHTaumil.  [lonstue o mporpammax

MPEe3EHTAMOHHOM rpauku. Kpatkas XapaKTEepPUCTHKA IpOrpamMm
MPE3EHTAMOHHON rpaduKH.
46. [IporpaMmMHbIe CpencTBa MIpE3EHTALUN. Nurepdetic IpOrpaMm

Mpe3eHTAIMOHHOM Tpaduku. PaboTa ¢ MEHIO U MaHEsIMU HHCTPYMEHTOB, padoTa ¢
JTAAJIOTOBBIMU OKHAMM.

47. IlporpaMMHbI€ CpelicTBa Mpe3eHTalul. TeXHOJIOTUs CO3/JaHUsI KOMIIbIOTEPHON
npeseHTanuu. Pabora ¢ MakeTaMu cllaifjioB U mabaoHaMu 0OPMIICHUS CIIalI0B.
Brenpenue TEKCTOBBIX OJIOKOB U rpadUyYecKUX JJIEMEHTOB B  CIAMIbI
KOMITBIOTEPHOW NPE3CHTALINH.

48. [IporpaMMHBIE CcpeACTBa Mpe3eHTanui. MyJTbTUMEIUUHBIE BO3MOXKHOCTH
IPOrpaMM MPE3EHTAITMOHHON Tpa(UKH.



49. IlporpamMmMHubie cpeacTBa mnpe3eHTanui. OTiaaka Npe3eHTalud, HACTpPOMKa
aHUMaMoOHHBIX 3¢dexkToB U 3ddekToB cMeHbl cmaiigoB. [loaroroska
KOMITBIOTEPHOM MPE3EHTAIIUU K €€ IEMOHCTPALIUH.

50. [lonsitTue O  COBpeMEHHBIX HMH(GOPMAIIMOHHBIX  TEXHOJOTHUSIX. Bumsl
COBPEMEHHBIX MH(GOPMAIIMOHHBIX TEXHOJIOTHI U UX KpaTKasi XapaKTepUCTHKA.

51. [lonsiTue 0 MyJIbTUMEIUA TEXHOJIOTUIX. MynbTUME A KaK BU MH(MOpMAIUH,
TEXHUYECKUN KOMILJIEKC U MTPOTPAaMMHBIN KOMILIEKC.



