


COILEPKAHHUE

Temamuueckuii nian 6CMynUmMenbHO20 UCHBIMAHUA
Tema 1. Obwue ceedenus 06 ungopmayuu u NePcoHAIbHBIX KOMAbIOMEPAX

- Apxurektypa I1K.

- Ilpunnune! u cTpyktypa nporpaMmmuoro ooecrneuenus [1K.

- Onepanunonnas cuctema MS Windows.

- IIporpamma IIpoBoaHUK.

- Ilanens 3amay.

- KoHTtekcTHOE MeH}0.

- Pabora ¢ (aiinooii cucremoit Windows.

- CrangapTHbIC IPOTPAMMBI.

- Tekcrossrit pexakrop WordPad.

- I'padwmueckwuii penaxtop Paint.

- ®opmaTUpPOBAaHUE JUCKOB.

- IIpoBepka uenoctHoctu uHpopMmanuu. CBoICTBa IUCKA, IMPOBEpKa
JTUCKaA.

- IIporpamma-apxuBatop WIinZip. ApXuBHOE KOIMHPOBAaHUE OOBEKTOB.
OCHOBHBIE ONEPALINH.

Tema 2. Cucmemvl obpabomxu mekcmosou un@opmayuu. Texcmogwiii
peoaxkmop MS Word

- YnaneHue v co3aHue JOKYMEHTA.

- OTKpBITHE CYLIECTBYIOIIETO JOKYMEHTA.

- PemaktupoBaHue JOKyMEHTA: yAaJICHUE, KOMMPOBAaHUE UTIEPEMEILICHHUE
TEKCTa.

- ®dopmaTUpOBaHUE TEKCTAa: U3MEHEHUE TUTIA, CTUJIS U pa3Mepa mpudra.

- @®opmarupoBaHue ab3aleB, YCTAHOBJIEHHE aO3alHbIX OTCTYNOB U
MEKTyCTPOUHBIX HHTEPBAJIOB.

- O0630p mapaMeTpoB CTPAHHUII.

- Pabora ¢ KonoHTUTYIaMu, HyMepaluel CTpaHull.

- Co3nanue nNepeKpeCcTHON CChUIKU, TUTIEPCCHIIKH.

- MapkupoBaHHbBI U HYMEPOBAaHHbBIN CIIUCKHU.

- Co3naHue aBTOMaTUYECKOTO OTJIABJICHUS, IPEAMETHOTO yKa3aTesl.

- Iledarp nOKymeEHTA.

Tema 3. Texnonoeuu cozoanus npezenmayuii cpeocmeamu npocpammovr MS
PowerPoint

Co3panue npe3eHTaluy Ipy MOMOIIY MacTepa aBTOCOAEPKAHUSL.
Coznanve npe3eHTalry Mpyu MOMOIIH 11a0JI0HA.
MeTtonbl BBOAa U (hopMaTUPOBAHUS BBOJIUMOIO TEKCTA MPE3EHTALIUU.

[TpaBuiia BCTaBKM B MpPE3€HTALMIO TaOIMII, TpadruuecKux u300paskeHui
Y PUCYHKOB.
- Cosznanue crieruanbHbIX 3P(HEKTOB U THIEPCCHIIOK.



Tema 4. Cucmemst mabauunoii obpabomku oanuwix. Tabauunsiii npoyeccop
MS Excel

3amyck Excel, co3nanue paboueit KHUTH.
Pabora ¢ pabouyum JmcTOM (CO3MaHHUE, YOalCHHE, IEPEMEIIEHHE II0

JCTaM).

ABTO3aII0THEHUE STUCEK.

Mactep ®yuxuunit MS Excel.

3amqura JIucTta oT Bcex moJIb30BaTeIei.
dopmart siueeK BBOJIUMBIX JaHHBIX.

Tuns! nanasix 8 MS Excel.

AOCOI0THAS M OTHOCUTEIIbHAS aJipecalusl.
Pabora co cmuckom B MS Excel.

[Ipoctoii u pacupeHHbIN (QUITBTPBHI.
[TocTpoeHue guarpamm.

[Teuath TaOIUIIBI, TUATPAMMBL.

Tema 5. Cucmemul ynpasnenus 6azamu oannvlx (CYB/]). CYB/] MS Access

OO NO O~ WN PR

Co3znanue tabnun B pexume Koncrpykropa.

Coznanue cBs3eit Mex 1y TabIuIaMu.

Co3znanue CBSI3U «OJUH K OTHOMY» MEXKIY TOJISIMU TaOJIHII.
Cosznianue CBSI3U «OJMH KO MHOTHMY MEXTy MOJISIMHU TaOJIuII.
Coznanue CBsI3U «KMHOTHE KO MHOTUM)» MEXK]TY MOJISIMHU TaOJIHII.
Hasnauenue u co3zganue popM B 6a3e JaHHbBIX.

N3menenue cBoiicTB popMbl B pexkume KoHncTpykTopa.
Hasnadenue u kinaccudukarus 3ampocoB B 6a3e JaHHBIX.
Ha3snauenue u kiaccudukaius oT4eToB B 0a3¢ JaHHBIX.

Bonpocw 6CMYynumelbHO20 UCRbBIMAHUA

. Kak pa6orats B porpamme IIpoBoaauk?

. Uro Takoe maHein 3amau?

. Urto Takoe Ilanka?

. Kak npoucxoaut usmeHnenre cBOMCTB (aiiia uiv nanku?

. CriocoOw1 co3nanus (aityioB U Manok?

. Kak ocymectBnsercs BoiienieHre 00beKTOB B OkHE [IpoBoaHmKA?

. Kak oprannzoBaTh Moruck 0ObEKTOB M0 33/IaHHBIM XapaKTePUCTUKAM?
. CrtocoObI cMeHbI aTprOyTOB (paitioB 1 Manok?

. Kak opranuzoBsiBaeTcs pabota ¢ 6ydepom oOMeHa.

10. Kak MO>KHO 3aITyCTUTh Ha BBITIOJIHEHUE CTAaHAAPTHBIE TIPOTPAMMBI?

11. Kak ocyniecTBUTh pacueThl C MOMOIIbIO TporpaMMbl «KanbKyIsaTop»?

12. Kakpue  BO3MOXXHOCTH  pEJaKTHPOBAHUS  TEKCTOBOTO  JOKYMEHTa
IPeI0CTaBIIsIET MoJab30BaTesIM mporpamma WordPad?

13. Kak BcTaBuTh rpaduueckuii 0OBEKT, CO3JaHHBIM B pemakrope Paint, B



JOKYMEHT, TIOJTr0TOBJICHHBIN B TeKcTOBOM penakrope WordPad?

14. KakoBbI BO3MOXHOCTH rpaduueckoro pemakropa Paint?

15. Kak otdopmatupoBaTh CBEMHBIA HOCUTEIh ((IemIKy) B pexuMe
OBICTPOTO U MOJIHOTO (OPMATUPOBAHUS?

16. Kak ocyIiecTBUTh BOCCTAHOBJICHUE CIy4yalHO YAQJICHHbIX (DHailyioB U
TMaroK?

17. Kak MOXXHO 100aBUTh B apxXuB pa3iu4Hble (alabl U3 OINpeeICHHON
nanku?

18. Kak co3maeTcsi caMmopacmyCKarOIUnCs apXuB?

19. Kakue BO3MOXKHOCTH MPEIOCTABISICT IOJIB30BATEsIM mporpamma  MS
Word?

20. Kak co3naTh TOKyMEHT?

21. Yto Takoe dopmaTupoBaHHE TOKyMEHTA?

22. Yto Takoe CTWiIb?

23. UTO Takoe KOJIOHTHUTYJIBI U JIJISl YeTO OHU IPUMEHSIOTCS?

24. Paznieinpl, BO3MOXKHOCTH 110 paboTe ¢ pa3aenamu’?

25. Kak coxpaHuTh JOKYMEHT B Oosiee panHe# Bepcun MS Word?

26. Kak ycTaHOBUTH pa3HyI0 OPUEHTAIUIO CTPAHUIIBI ?

27. Kak opranu3oBath IMOMCK TEKCTa B TOKYMEHTE?

28. Kak BCTaBUTH B TOKYMEHT CHOCKY, TUIIEPCCHUIKY?

29. Kakrie BO3MOXHOCTH TIPEIOCTABISET IOJIh30BaTENsIM mporpaMma MS
Excel mo pabote ¢ 31eKTpOHHBIMU TaOIUIIAMHU?

30. Kak co3maTe KHWTY W HOBBIE pabodyue JHCTHI B YK€ CYIICCTBYIOIICH
KHUre?

31. YUto o3HauaeT 3HaK #?

32. Uro o3nauaer 3Hak $?

33. Uto Ha3pIBaeTCs aOCONIOTHOM apecariei?

34. YUto Ha3pIBaCTCS OTHOCUTEILHOMN aapecarueii?

35. Kak BoiBecT (popmyIibl B siueiikax?

36. Uuciio BocmpruHUMAETCS KaK TEKCT?

37. Kakas siaeiika Ha3bIBa€TCs aKTHBHOM?

38. Uto aBnsercst aprymenToM pyukuun MOITPE?

39. Yro sBusiercsa aprymenToM ¢pyakimu MYMHOX?

40. Kakyro KOMOMHAIMIO KJIABUII HEOOXOIMMO HCIIOJIb30BaTh [JIsi BBOJA
dbopmyiibl MaccuBa?

41. Kakas ¢popmMmynna npuMEHsIETCs JIs1 BBIYUCICHUS] CYMMbl MaTpPHIL?

42. Kakas ¢popmynna NpUMEHsIETCs AJ11 YMHOKEHHSI MaCCUBOB?

43. Kak U3MEHUTh KPYTOBYIO TUAarpaMMy Ha CTOJIOMKOBYIO?

44. Kakas ¢pyHKIMS BO3BpAIllaeT TEKYUIYIO 1aTy?

45, daiin MS Excel umeer pacrmpenne?

46. OcHOBHOI 311eMeHT pabdouero smcta MS Excel?

47. brok siueexk B MS Excel umeer Bun?

48. C moMOIIIbIO YeTo BBIMOJIHAIOTCS pacyeThl B MS Excel?

49. Kakoil Bua umeer aOcoytoTHasg ajapecanus B (HOPMYJIbHBIX BBIPAKEHUAX



MS Excel?

50. Yrto ucnons3yrot ajisa nocrpoenus auarpamm B MS Excel?

51. Apryment @yukiuu ECJIN?

52. C yero HaunHAETCs POPMYIIBHOE BBhIpaKEHHE?

53. UTo MOXHO YCTaHOBUThH CBEpXY Ha JIUCTE?

54. 3nak & o3HavyaeT?

55. Kak Ha3bIBaeTcs repBasi AJIeKTpoHHas Tadauia?

56. Kakast ¢pyHKIMS cunTaeT cpeHee 3HaueHue?

57. Kakyro BbIOpaTh AuarpamMmy AJis MOCTpoeHus rpaduka QyHkumun?

58. Kak BeIOpaTh pazMepsl MOJEH IS TEKYIIETo JOKyMeHTa?

59. Kak BrIBecTH TUHEHKY?

60. Kax ymeHpmuTh Macmtad JoKyMeHTa?

61. /s gero HeoOXoauM MacTep PyHKITHI?

62. Kak ucrnosib3yercst pexuM aBTO3aMOJHEHUS TUYeeK?

63. OcHoBHBIe TUIIBI JaHHBIX B MS EXxcel?

64. Kak 3aUTuTh TUCT U KHUTY OT HECAaHKIIMOHUPOBAHHOTO JIOCTYTa?

65. Kak 100aBuTh mpuMeUyaHue K siaeiike?

66. Kak coxpanuTh pabouyro KHUTY i1 pabOThl ¢ Hell B Oosiee paHHUX
Bepcusix MS Excel?

67. Cunrakcuc ¢pynkiuii B MS Excel?

68. Kak 00beTMHUTH HECKOJIBKO SYEEK B DJICKTPOHHOW TAOJHIIE TTPHUIIOMOIIH
MS Excel?

69. Tunsl ccoiiok B MS Excel?

70. Kakre BO3MOXHOCTH TIPEIOCTaBISET IOJIb30BaTeIsIM TporpaMma MS
Excel o pabore co ciuckamu?

71. Kak co3naTh cicok?

72. Jlns yero HeoOXo1MMa COPTUPOBKA?

73. Kak ucrnonb3yercst mpoctoit puibtp?

74. TlpaBuiia paboTHI ¢ pacIMPEHHBIM GUIBTPOM?

75. Kakue paznuuus B paboTe pacIMpeHHOro (GUiIbTpa u MpocToro?

76. Kak moaBecTH UTOTH 1O yKe UMeroImmmMcs 1anabpiM B MS Excel?

77.Kakvue BO3MOXHOCTH TMPEJOCTABISACT IOJIb30BATEIsIM TIporpaMma
MSAccess o padote ¢ 0azaMu TaHHBIX ?

78. Kak co3nath 0a3y JaHHBIX?

79. Kakue pexxumsl co3ganus tadaun b/ cymectBytor B MS Access?

80. Kakue 6wiBatoT Tunsl nojei b/ 8 CYBJl MS Access?

81. Kak co3aTh nepBUYHBIN KITIOY?

82. Paznuuust MeX 1y IEPBUYHBIM U BTOPUYHBIM KitrouoM bJ[?

83. Kak nanonanth bJ[ mpon3BoIbHBIMU JaHHBIMU?

84. Uro takoe CBs3b B Ta0Oimuax bJ1?

85. Tunsl cBsazeit Tabmn B MS Access?

86. Tun cBsi3u OJUH K OJHOMY?

87. Tur ¢BsA3U OMH KO MHOTUM?

88. Tun cBs3u MHOTHE K OJHOMY?



89. Tum cBsi3u MHOTHE KO MHOTUM?

90. Yrto Takoe ®opma B bBJI 1 eé cBoiicTBa?

91. CroiicTtBa ®opMbl B KOHCTpYKTOpE BJ1?

92. 3ampocs! u ux cBoiictea B bJ1?

93. OtyeTsl 1 ux cBoicTBa B BJ1?

94. Kakue BO3MOXHOCTH TIPEIOCTABIISCT TOJIB30BATEIIAM TIporpamma
MSPower Point 1o pa6ote ¢ npe3eHTanusmMu?

95. Kak coznats [Ipe3enTaruio?

96. Kakue pexuMbl cO3AaHMs MPE3eHTAlUU CcyliecTByloT B MS Power
Point?

97. Opranuzanus BBoJa ¥ OpMATHPOBAHUS TEKCTA B MIPE3CHTAIIHIO?

98. Tunsl a3¢dekroB mpudroB B MS Access?

99. PexxuMbl 1oKaza cia1oB?

100. Co3pnanue runepcchlioK B IPE3CHTAIUN ?
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®OPMA INPOBEJIEHUA U KPUTEPUHN OHEHUBAHUA


http://www.ict.edu.ru/

BCTYIIUTEJIBHOI'O UCTIBITAHUA

BcerynuTenapHOE HCIBITaAHUE IO OCHOBaM MH()OPMATHUKH MPOBOJUTCS B opMe
TECTUPOBAHMS U BKJIIOYACT 25 TecToBBIX 3ananuii. Kaxmoe 3amanue onenuBaercs B 4
Oasuia.



