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COILEPKAHHUE

Temamuueckuii n1an 6CmynumenbH020 UCHbIMAHUA
Tema 1. Obwue ceedenust 06 ungopmayuu U NepCcoHAIbHLIX KOMNbIOMEPAX
- Apxwurekrtypa I1K.
- [TpuHumne U cTpyKTYypa nporpammuoro ooecneyenus I1K.
- Omnepanunonnas cucrema MS Windows.
- IIporpamma [IpoBoaHUK.
- Ilanens 3agay.
- KoHTekcTHOE MEHIO.
- Pabora ¢ (aitnopoii cucremoit Windows.
- CrangapTHbIC TPOTPAMMBI.
- TekctoBsiil penaktop WordPad.
- I'padpuueckuii penakrop Paint.
- PopmaTUpPOBaHUE TUCKOB.
- [TpoBepka nenoctHocTH HHpopManuu. CBOWCTBA JUCKA, POBEPKA TUCKA.
- [Tporpamma-apxuBatop WinZip. ApxuBHOE KOnMpoBaHHE 00BEKTOB. OCHOBHBIE
oTeparuH.

Tema 2. Cucmemwvt 06pabomku mexcmogou ungopmayuu. Texcmoswiil pedakmop MS Word
- Y nanenue u co3aHue JOKYMEHTA.
- OTKpBITHE CYIIECTBYIOIIETO JOKYMEHTA.
- PenaktupoBanue qoOKyMeHTa: yaajleHUE, KOMTMPOBAHUE U TIEPEMEIICHUE TEKCTA.
- dopMaTrpoBaHUE TEKCTA: U3MEHEHHUE THIIA, CTUJIS U pa3Mepa mpudra.
- dopMatupoBaHue  ab3aleB, yCTAaHOBJICHHME  a03alHBIX  OTCTYMOB |
MEXyCTPOUYHBIX UHTEPBAJIOB.
- O0630p mapaMeTpoOB CTPaHHUIL.
- Pabota ¢ KomoHTHTYIaMU, HyMepalfe CTpaHHIL.
- Co3maHne NepeKpeCcTHON CChUIKHU, TUTIEPCCHUIKHU.
- MapkupoBaHHBI U HYMEPOBAaHHBIN CITUCKH.
- Co3nanne aBTOMaTUYECKOTO OTJIABIICHUS, TPEAMETHOTO YKa3aTesl.
- Ileyats nOKyMeHTa.

Tema 3. Texnonoeuu cozoanus npezenmayuii cpeocmeamu npoecpammol MS PowerPoint
- Co3panue mpe3eHTanuy Ipy MOMOIIM MacTepa aBTOCOAEPKAHUS.
- Coznanue npe3eHTalnuy Npy NoMouy madaoHa.
- Mertonpl BBOJa 1 POpMATUPOBAHUS BBOJUMOTO TEKCTA MPE3CHTAIINH.
- [IpaBuna BCTaBKM B TpE3eHTAIMI0 TaONMIl, TpadUYECKUX H300paKEHUN W
PUCYHKOB.



- Cosznanue crienuaibHbIX 3()(PEKTOB U THIEPCCHIIOK.

Tema 4. Cucmemol mabauynot oopabomru oanuwix. Tabauynwii npoyeccop MS Excel
- 3anyck Excel, co3nanue paboueii KHUTH.
- PaboTa ¢ pabounm nucToMm (co3manue, yaajaeHue, mepeMenieHne o JUCcTam).
- ABTO3aII0JTHEHUE STYEEK.
- Macrep @ynkuniit MS Excel.
- 3amura JIucTta OT Bcex MOJIb30BaTEIEH.
- dopmMar siueeKk BBOJUMbIX TAHHBIX.
- Tune! nanaeix B MS Excel.
- AOGcoII0THas M1 OTHOCUTENbHAS aJpecalius.
- Pabota co criuckom B MS Excel.
- [IpocToii u pacpeHHbIN QUIBTPHI.
- ITocTpoenue quarpamm.
- [Teuats TabMUILIBI, AUATPAMMEI.

Tema 5. Cucmemuwl ynpaenenus oazamu oannwvix (CYB/]). CYBJ] MS Access
- Coznanue Tabnuil B pexxume Koncrpykropa.
- Co3zpnanue cBsizeil MeX1y TaOIUIaMH.
- Co3znmaHue CBsI3U «OJIUH K OAHOMY» MEXKTy TOJISIMA TAOJIHII.
- CozpnaHue CBsI3U «OJAWH KO MHOTHUM» MEXY MOJISIMH TaOJIUII.
- Coznanue CBSI3U «MHOTHE KO MHOTUMY MEXKy TOJISIMU TaOJIHII.
- Ha3nauenwue u coznanue Gopm B 6a3e JaHHBIX.
- N3menenue cBoiicTB hopmbl B peskume KoHCTpyKTOpa.
- Ha3nauenwne u kinaccudukaius 3arrpocoB B 0asze JaHHBIX.
- Hasznauenue u knaccudukanmsi oTueToB B 0a3e JaHHBIX.

Bonpocu
Kak paGotats B mporpamme IIpoBogHuk?
Urto Takoe naHenb 3aaa4’?
Urto takoe Ilanka?
Kax mpoucxonut n3meHeHue CBOMCTB ¢haiiia WIn Manku?
Crioco6sl co3ganust (hanaoB U mamnok?
Kaxk ocymiecTBisiercs BoienieHue 00beKTOB B OkHE [IpoBoaHmKa?
Kak opranuzoBath NouCK 0OBEKTOB 10 3aJaHHBIM XapaKTEPUCTUKAM ?
CnocoObl cMeHbI aTpuOyTOB (aitlsIoB U Manok?

©ooNOO O WNE

Kax opranuzoBrsiBaetcs pabora ¢ 6ypepom oOmeHa.

[EEY
o

Kak moxxHO 3aITyCTHUTDb HA BBIITOJIHCHUC CTAHAAPTHBIC HpOl”paMMBI?

[EEY
=

Kak ocymiecTBUTh pacueTsl ¢ TOMOIIbIO MporpaMmbl «Kanbkyastop»?



12.

Kakue BO3MOKHOCTHU pPEAAKTUPOBAHNA TCKCTOBOI'O JOKYMCHTA IIPCAOCTABIIACT

noJib3oBaTessiM nporpamma WordPad?

13.

Kaxk BcTtaBuTh rpadguueckuit 00bEKT, CO3JaHHbIN B peaakTope Paint, B TOKyMeHT,

MOJATOTOBJICHHBIN B TeKCTOBOM peaaktope WordPad?

14,
15.

KakoBbl Bo3MokHOCTH Tpauueckoro pegakropa Paint?
Kak otdopmarupoBaTh ChEMHBIM HOCUTENH ((IICHIKY) B PEKUME OBICTPOTO H

MOJIHOTO (pOpMaTUPOBAHUS?

16.
17.
18.
19.
20.
21,
22,
23.
24,
25,
26.
217,
28.
29.

Kax ocyIiecTBUTh BOCCTAHOBJICHUE CIIYIAtHO YAAICHHBIX (DailyioB 1 mamnox?
Kak M0>xHO 100aBUTH B apXUB pa3auvHble (Haiibl U3 ONPEACICHHON ManKu?
Kak co3maeTcst camopaciyckaromunics apxus?

Kaxue BO3BMOXXHOCTH MPEOCTABIISIET MOJIb30BaTesiM mporpamma MS Word?
Kak co3nats nokyMeHT?

Yro Takoe PopmaTUpOBaHUE JOKyMEHTA?

Uro Takoe cTuib?

UT0 Takoe KOJOHTHUTYJIBI U JUIsl YETO OHU IIPUMEHSAIOTCA?

Pa3nensl, BO3MOXKHOCTH 10 padboTe ¢ pazaenaMu’?

Kaxk coxpanuts g10okyMeHT B Oosiee panHei Bepcuu MS Word?

Kak ycTaHOBUTH pa3Hy0 OPUEHTALIMIO CTPAHULIBI 7

Kak oprannzoBars NOMCK TEKCTa B JOKYMEHTE?

Kak BCTaBUTB B JOKYMEHT CHOCKY, TUIIEPCCBUIKY ?

Kakue BO3MOXKHOCTH MPEIOCTaBISIET MOJIb30BaTesIM Iporpamma MS  Excel o

paboTe C PJIEKTPOHHBIMU TabJIHUIIAMU?

30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
MaccuBa?
41.
42.
43.
44,
45,

Kaxk co3gaTh KHUTY U HOBBbIE pab04Me JTUCTHI B YK€ CYIIECTBYIONIEH KHUTE?
Uto o3HayvaeT 3HaK #?

Yro o3Hauaer 3HaK $?

Urto HazpIBaeTcs aOCOMIOTHOM aapecarueii?

Uto Ha3bIBAE€TCS OTHOCUTEIILHOM ajgpecanuen?

Kak BeiBecTH (hOpMYJIBI B siueiikax?

YUucno BOCIpUHUMAETCS KaK TEKCT?

Kakas siueiika Ha3bIBa€TCSl aKTUBHOM?

Yro sBasercs aprymenToM ¢pyakiuu MOIIPE/]?

Yro sBasercs aprymenToM ¢pyakiua MYMHOX?

Kaxyro xomOuHaIuio kjiaBuil HE0OXOIMMO HCTIOIB30BaTh JIsl BBOAA (DOPMYIIBI

Kaxkas popmyna mpumeHseTcs 1Tl BBIYUCICHUS CyMMBI MaTpHIL?
Kaxkas popmyna mpumeHseTcs sl YMHOXKEHHUS MaCCUBOB?

Kak nu3MeHuTh KpyroByo AuarpaMMy Ha CTOJOMKOBYIO?

Kaxas yHkius Bo3BpamaeT TeKymyo aaty?

®aitn MS Excel umeer pacmmpenue?



46. OcHoBHOI 3emMeHT padouero nmucta MS Excel?

47. biaok ssueek B MS Excel nmeet Bun?

48. C nomolIpio 4ero BBIMOJHAIOTCSA pacyeTsl B MS Excel?

49. Kakoii Buj uMMeeT aOcCoitOTHas ajapecanuus B (OPMYNbHBIX BbIpakeHUsX MS
Excel?

50. Yto ucmonb3yroT uig nocTpoeHus nuarpamm B MS Excel?

51. Apryment ¢pynkuuu ECJIN?

52. Cygero HaunHaeTcs POpMyIbHOE BhIpaXeHHE?

53.  UTO0 MOKHO yCTaHOBUThH CBEPXY Ha JucTe?

54. 3nak & o3Hayaet?

55. Kak Ha3bIBaeTcs nepBasi dJIeKTpoHHas Tabauma?

56. Kaxkas ¢pyHKIUs cauTacT cpeaHee 3HaueHne?

57.  Kakyro BbIOpaTh 1uarpamMmy Juisi IOCTpoeHUs rpaduka GyHKIUU?

58. Kaxk BbIOpaTh pa3Mepsl MoJiei A1 TEKYIIEro JOKyMeHTa?

59. Kak BriBecTH JTUHEHKY?

60. Kak ymenpmuTh Macmrad qjoKkymeHTa?

61. Jlusg gero HeoOxoauM MacTep (PyHKITHA?

62. Kak ucnonb3yeTcst peKUuM aBTO3aNOIHEHUS TueeK?

63. OcHoBHbIE THIIBI JaHHBIX B MS Excel?

64. Kaxk 3ammTUTH JTUCT ¥ KHUTY OT HECAaHKIIMOHUPOBAHHOTO JIOCTYTa?

65. Kak no6aBuTh mpuMeyaHue K sUeike?

66. Kaxk coxpanuts pabouyro KHHUTY JJisi pabOThI C HEH B O0jiee paHHUX Bepcusix MS
Excel?

67. Cuntakcuc Qyukiuit B MS Excel?

68. Kak o0beIuHUTh HECKOJIBKO SYECK B AJICKTPOHHOM TabiuIie mpu moMom MS
Excel?

69. Twumsl cceutok B MS Excel?

70. Kakue BO3MOKHOCTH MPEIOCTABIIAET MOIB30BaTesM mporpamma MS  Excel mo
paboTe co cucKamu?

71. Kaxk coznatk ciucok?

72. Jlnsg gero HeoOXoauMa COPTUPOBKA?

73. Kaxk ucnons3yetcst mpoctoit GpuinbTp?

74. IlpaBuia paboThI ¢ pacIIMPEHHBIM HUIBLTPOM?

75.  Kakue paznuuus B paboTe pacliupeHHOro GUiIbTpa U IPOCTOro?

76. Kak moaBecT UTOTH 1O YK€ UMEIoIUMCs JaHHbIM B MS Excel?

77. Kakue BO3MOXHOCTH MPEIOCTABIISIET MOJIb30BaTENsIM Iporpamma MS Access 1o
paboTe ¢ 6a3aMu TaHHBIX ?

78. Kak coznath 6a3y gJaHHbBIX?

79. Kaxue pexxumsbl coznanus tabnui b/l cymectByror B MS Access?



80. Kakwue Orp1Baror Tunbl nosieii b/l 8 CYBJ] MS Access?

81. Kak co3narh nepBUYHBIN KIH0Y?

82. Paznuums Mexay MepBUYHBIM U BTOPUYHBIM Ki1rouoM BJ1?

83. Kak nanonuutk B/l npon3BoIbLHBIMU JaHHBIMU?

84. Uro Takoe Cs3b B Tabnmmax bJ1?

85. Twumsbl cBszeit Tabaui B MS Access?

86. Twurm cBsI3u OMH K OTHOMY?

87. Twun cBsI3HM OJIMH KO MHOTHM?

88. Twum cBsi3u MHOTHE K OJTHOMY?

89. Twun cBsI3M MHOTHE KO MHOTHUM?

90. UYro Takoe ®opma B B/l u e€ croiicTa?

91. CsoiictBa ®opMmbI B KOHCTpYKTOpe B/[?

92. 3ampocs! u ux corictsa B b/1?

93.  OrtueTsl U ux cBocTBa B BJ1?

94. Kakue BO3MOXHOCTH TIPEAOCTaBIISCT IMOJB30BaTENsIM Tporpamma MS Power
Point o pa6ore ¢ nmpe3eHTanusMu?

95. Kak cosnats [Ipe3enrtanmio?

96. Kakue pexxuMbl CO3/IaHMsI TIPEe3eHTaINH CyecTBY0T B MS Power Point?

97. Opranuzanus BBoAa U (HOPMATUPOBAHUS TEKCTA B IPE3CHTALIUIO?

98. Tumsl 3gdexroB mpudToB B MS Access?

99. Pexumsbl moKa3a ciiai1oB?

100. Coznmanue rUNIEPCCHIIOK B TIPE3CHTAITNHN ?
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