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MHUHHCTEPCTBO HAYKH U BBICILIETO 00pa3oBanus PO

. N Dopma
VIbSHOBCKMII TOCYAapPCTBEHHBIH YHUBEPCUTET

®-Paboyast mporpamma JTUCHUIIIMHBI

1.HEJIN U 3AJAYN OCBOEHUSA JUCHHUIIJIMHBI

Ilean ocBOeHMST TUCIIUNTHHBI:

[lenpl0 MUCHMIUIMHBI SIBJISETCS W3YyYCHHE OCHOB COBPEMEHHBIX HH()OPMAIIMOHHBIX
TexHoyoruid. OCHOBHBIE TOHATHS WH(MOPMATHKHU; OOIIas XapaKTePUCTHKA IMPOIECCOB cOopa,
nepenadn, oOpabOTKM W HAKOIUICHHS WH(POPMAIMU TPH PEIICHHH 33734 MPOSKTHPOBAHUSI.
W3yueHne OCHOB OIEPAIlMOHHBIX CHUCTEM, (AIJIOBBIX CTPYKTYp U TIOJIb30BAaTEIbCKUX
unTepdeiicoB penakTopos u 6pay3epoB. OCHOBHBIE IPUHITUITBI pa0OTHI B UHTEPHETE.

3aga4yu 0CBOECHMS TUCIIUITHHBI:

B pesynbrare u3ydeHus: MTUCHHUIUIMHBI CTYACHTHI JOJIKHBI TPUOOPECTH HABBIKU PaOOTHI C
afnmnaparibIMM W IIPOrpaMMHBIMU  CPEACTBAMU W HWHCTPYMCHTAJIBHBIMH HWHTCTPUPOBAHHBIMU
cpenamu. Llenblo caMoOCTOATENEHOW PaOOTHI SBISETCS MPOBEPKA YPOBHS YCBOCHUS CTYIECHTOM
MIPUOOPETEHHBIX MPAKTUYECKUX HABBIKOB.

2.MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOI

Jucuunnuna «HpopMalinoHHBIE TEXHOIOTUN B TU3aliHE)» OTHOCHUTCS K 00s3aTENbHBIM
JUCLMIUIMHAM BapuUaTHUBHOMW 4YacTW OJ0Ka JUCHMIUIMH. JlucuuminHa sBisieTcs COCTaBHOM
4acThi0 MpoeCcCHOHANBHON MOATOTOBKM OakanaBpoB. JlaHHas MUCIUILUIMHA IO COACPKAHHIO,
CTPYKType, 00beMy y4eOHOro MaTepuajia YYUTHIBAET 00JIacTh W BHUABI MPOQEeCcCHOHATHHOU
JesITeNbHOCTH OyIyIux 0akamaBpoB.

JlanHast AMCLUMIUIMHA TOAJEKUT H3YYEHHMIO B TeueHHe 3 ceMecTpa BTOpPOro Kypca
O0y4eHHs.

3.JIEPEYEHD IITAHUPYEMBIX PE3VYJIBTATOB OBYUYEHMUJI 11O
JUCHUIINIMHE (MOAYJIIO), COOTHECEHHbBIX C IINTAHUPYEMBIMHU
PE3YJBTATAMUN OCBOEHMUS OIIOII
[Ipomtecc wW3y4eHHWs NUCIUIUIMHBI HamNpaBlieH Ha (OPMHUPOBAHHE  CIIEAYIONIUX
komnerenuuii: OK-7, OIIK-7.

Kox u HaumeHOBaHuE [lepeueHs TIaHUPYEMBIX PE3YIBTATOB OOYUEHUS IO
peanu3yeMoi KOMIETEHITUN JTUCIMILTAHE (MOIYJIIO), COOTHECECHHBIX ¢ MHIAMKATOPaAMH
JIOCTHIKCHMS] KOMIICTCHIIMI

OK —7 3HAaTE: OCHOBHEIE OHATHA u KJIaCCU(PUKAITUIO
WH(MOPMAIIMOHHBIX ~ TEXHOJOTUH U OCOOCHHOCTH  UX

CriocoOHOCTh K NMPUMECHECHHUST B JW3aiiHe; OCHOBHBIC alapaTHble |

caMOOpraHu3aluu U MPOrPpaMMHBIE  CPEICTBA; BO3MOXKHOCTH HCTIOJIH30BaHUS

caM000pa30BaHHIO MH()OPMAITMOHHBIX TEXHOJIOTUH B cepe nu3aitHa.

YMmeTh: paboraTh C pa3aMYHBIMM BHAAMU HHGOpPMAINY;
U3BJEKaTh WHGPOPMALMIO W3 PA3IMYHBIX HCTOYHHMKOB (OT
MEepPUOANYECKON TIeYaTH A0 DJICKTPOHHBIX KOMMYHHUKALUN);
CBOOOZHO paboTaTh Ha MEPCOHATBHOM KOMITBIOTEpE.

Bnaners: HaBbIKaMHM TOMCKa M aHalu3a MH(pOpMaIUY,
HEOOXOMUMOW  JUIsl  NPUHATUS  pEIleHUs;  HaBbIKaMU
IIOCTAaHOBKHU U PEILIEHUs 3a]ad, CBSA3aHHBIX C IPUMEHEHHEM
MH(OPMAIIMOHHBIX TEXHOJIOTUN B AU3aiiHe.

OIIK — 7 3HaTh: METO/ABI TIOMCKA, XpaHEHUs, OOpabOTKU W aHaIu3a
nHGOPMAIIMK U3 PA3IMYHBIX HICTOYHUKOB U 0a3 JaHHBIX.
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CrocoOHOCTh OCYLIECTBIISATD
IIOUCK, XpaHeHHue, 00paboTKy
U a”anu3 uHoOpManuMU U3
pa3IMYHBIX HCTOYHUKOB H
0a3 JaHHBIX, [IPE/ICTABIATH €€
B TpebyemoMm ¢opmare ¢
UCTIOJIb30BaHUEM
UH(POPMALMOHHBIX,

YMeTb: npeacTaBisaTh UH(OpMaIHio B TpeOyeMoM gopmare
C HCIOJb30BaHUEM HH(DOPMALMOHHBIX, KOMIIBIOTEPHBIX U
CETEBBIX TEXHOJIOTUH.

Brnanerts: MH(POPMALMOHHO-KOMMYHHUKAIIHOHHBIMU
TEXHOJIOTMSIMM W C Y4Ye€TOM OCHOBHBIX TpeOOBaHUU
MH(POPMALIMOHHOM O€30MaCHOCTH.

KOMIIBIOTEPHBIX H CETEBBIX
TEXHOJIOTUH

4. OBHAA TPYAOEMKOCTbD JNCIHUIIVINHBI

4.1. O0beM TMCHUIJIMHBI B 32a4€THBIX eIUHULAX (BCero) 2

4.2. O0beM IUCHUILINHBI 110 BUAAM y4eOHO# padoTsI (B 4acax)

KonuyecTBo vacoB (hopma oOydeHust OUHO-
Bun yuebHoi# paboThl 3804HaA)
B T.4. no cemecTpam
Bcero no miany 3

1 2 3
KonTakTHas pabora oOyuaromuxcs ¢ 18 18
npernojiaBaresaeM B cooTBeTcTBUH ¢ YII
AyaUTOpHBIE 3aHATHSA:
TEKIUU - -
CEMHMHAphl U MPAKTUYECKUE 3AHATHUS 18 18
71a060paTOpHBIC paOOTHI, TPAKTHKYMBI - -
CamocrosiTenbHas paboTa 54 54
dopMa TEeKylIero KOHTPOJIs 3HAHUN 1 KonTponbhas pabota -
KOHTPOJIS
CaMOCTOSITENILHOM pabOThI:
TECTUPOBAaHUE, KOHTP. paboTa,
KOJUTOKBUYM, pedepar u ap.(He menee 2
BHJIOB)
KypcoBas pabota - -
Buibl npoMeKyTOUHOM aTTecTaluu 3auer 3auet
(9K3aMeH, 3a4eT)
Bcero 4acoB 110 AMCLMILIMHE 72 72

4.3. Coaepxanue aucuunIuHbl. Pacnpenenenue 4acoB Mo

TeMaM M BHJAaM Y4eOHOM
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padoThI:

dopma 00yueHust

OYHO-3d04YHas

Ha3zsanue
pa3nesioB U TeM

Bcero

Bunbl yueOHBIX 3aHATHH

AyIMTOpHBIE 3aHATHS

Jleknuu

IIpakTHnue
CKHe
3aHATHSA,
CEeMHHAPbI

Jladopato
pHbIE
padoTHhI,
NPAKTUKY
MBI

3ans
THA B
HHTEp
AKTHUB
HOW

dopme

camo-
CTOATCJIBbH
asi padora

Dopma
TeKyIlero
KOHTPOJISI

3HAHHU

1

2

3

4

5

Paznea 1. llonssiTue uugo

MaTHKHU

1.Madopmanms
"

00IIECTBEHHOE
pa3BHUTHE.

2

2. llepBuunbie
MTOHATHUS
nH(OpMaTHKH.

Paznen 2. ApxurekTypa n

CPCOHAJBHOI0 KOMIIBIOTEPA

3.0cHOBBI
XpaHeHHUs
uHpOpPMaIUH B
KOMITBIOTEPE.

3

1

4.AnmnaparHble
cpeacTsa
KOMITBIOTEPHBIX
ceTel.

Pa3n

ej1 3. [lporpammHoe o0ecnieyeHne KOMIbIOTEPA

5.I1lonsarue
IPOrPaMMHOTO
oOecIeyeHus..

1

Paznea 4. OnepanuoHx

asg cucrema Windows

6.OCHOBEI
rpadguaeckoro
uHTepdeiica
ornepanoOHHON
CHCTEMBI
Windows.

1

7. bazoBrie
IOHSTUSA u
cpencTBa
OmnepanuoOHHON
CHCTEMBI
Windows.

8. CnopaBouHas
CHCTEMA
Windows.

. 9. dalinoBeIi
MEHEJDKED.

Paznen 5. CpeacrBa o0cay:KuBaHusl onepannmoHHoi cucreMbl Windows

10.AnTHBUpPYCH
b€ CPE/CTBA.

3

1

2
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11.ApxuBanus
(baiToBbIX
00OBEKTOB.

12.Yxopn 3a
JHUCKOBBIMU
YCTPOMCTBAMHU.

13.I1pocTetimme
HaCTPOWKHU
ONEepauMOHHOM
CUCTEMBI.

Pa3znen 6. TekcToBbIE pe1aKTOPbI

14.TexcToBbIit R 1 - -
R/e{:g[aKTop
icrosoft
Word.
15.AnTepdeiic - 1 - -

nporpaMMbel MS
Word.

16. PabGora ¢
TEKCTOM B MS
Word.

Pa3

nes 7. Pabora ¢ rpadgukoii

17. Pabora ¢
rpadukoit B
CUCTEME
Windows.

Pazne

J1 8. DJIeKTPpOHHbIE TA0JTHIIBI

18.
ONeKTpOHHbIE
Tabmuier MS
Excel.

1

19.
CranpapTHble
JIEHCTBYS B
nporpamMmme MS
Excel.

20. ®opmysl B
MS Excel.

Pa3zgen 9. Ba3bl JaHHBIX

21. ba3nl
ITaHHBIX MS
Access.

1

22.
IIpoexTupoBanu
€ U CO3JJaHHe

CTPYKTYPBI
0a3bl JaHHBIX.

Paznen 10. OcHoBbl padoThl B UHTEpHETE

23. OCHOBHEIE
IIOHATHUA U
onpeeIeHusI.

1

24,
O06o3peBareinb
Internet
Explorer.
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25. Ilporpamma 3 - 1 - - 2 -
Outlook
Express.
Htoro 72 - 18 - - 54 -

5.COAEP KAHME JUCHUIIJINHBI

Paznea 1. [lousiTue ungopmMaTukm.

Tema 1. Undopmanus u o01mecTBeHHOE pa3BUTHE.

Nudopmarus u xuas npupoaa Peus. [Tucemennocts. Kauroneuaranue. Mexanuzarus
u aBroMaruzauus oOpabotku wuHopmarmu, HWHpopmanuonnslii B3peB. [losiBieHue
KoMmmbioTepoB. JlanmpHeilmee pa3BUTHE CpeAcTB 00paboTkn wuHpopManuu. IlepcoHanbHbBIN
xomnbroTep u MuTepHert. [losiBinenne Hayku nHPOpMaTHKA.

Tema 2. IlepBuuHble NOHATUA UHPOPMATUKH.

WNndopmanus, Wupopmanmonnas mozpens. Anroput™m. Kommbrorep. Knaccudukarus
koMmnbroTepoB. Knaccugukanus koMnpoTepoB 1o nokojaeHusM. Knaccupukanus KoMIboTepoB
1o npuMeHeHuto. OCHOBHBIE 00JIaCTH MPUMEHEHHUSI KOMIBIOTEPOB. [ uneprekct. MynbrumMeaua.

Pa3ges 2. ApXuTeKTypa NepCcOHAJTbHOI0 KOMIIBIOTEPA.

Tema 3. OcHOBBI XpaHeHUs1 HHPOPMALIMH B KOMIIbIOTEPE.

TexctoBas nunpopmanus. Yucnosas nnpopmanus. ['padpudeckas uapopmarus. Ayauo- u
BugeonHopmarus. O6vem namsaTH. Buapl mamsat B kommbroTepe. OnepaTuBHas MaMsATh.
Bremnsas namsrte. [Ipoueccop. Marepunckas muara. Hluna. Cuctemusbiii 610k. YcTpoiicTBa
BBOZIa-BbIBOJA. Jlucruieit. KnaBuarypa. Manunynsatop «wmeiiby. [Ipuntep. pyrue yctpoiicTsa
BBOJIa-BbIBO/IA.

Tema 4. AnnapaTHble cpecTBa KOMIIBIOTEPHBIX CeTei.

Jluaum cBs3u. Kiaccudukaumss cereid mo ganpHOocTH mepenadd.  IIpomyckHas
crocoOHOcTh ceTH. DyHKUMOHAJIbHBIE CTPYKTYphl ceredl. CeMeicTBO MNepCcOoHaIbHbIX
xomnbroTepos IBM PC. [Ipyrue apxutextypsl. [IpaBuna 6e30macHoi paboThl Ha KOMIIBIOTEPE.

Pasnen 3. [IporpamMmmHoe ofecnieyeHne KOMIbIOTEPA.

Tema 5. IloHsiTHE NPOrPAMMHOIO 00ecIeYeHusl.

Crpyktypa mnporpamMMmHoro obtecneyeHus. CHCTEMHOE IPOrpaMMHOE OOeCleUeHHeE.
WNucTpymenranbHoe mnporpaMMHoe oOecriedenue. [lpuknanHoe mnporpamMmHoe oOecrieueHue.
Bepcun u Momudukauum mporpamMMm. PacnpocTpaHeHMEe — MPOrpaMMHBIX — MPOAYKTOB.
OnepaloOHHbIE CUCTEMBI U UX OCHOBHbIE (PyHKIMU. TUbl onepaoHHbIX cucteM. MHTepdeiic
nojb3oBaTens. TekcToBbll mHTepdeiic monbp3oBatens. TaOnuuHblii uHTEpdeEiic moab3oBaTens.
I'padmuecknit maTepdeiic monb3oBarens. [loustue daitma. [elictBusx dainamu. AtpulyTh
¢aitnos. I'pynnoBoe ums daitnos. Karanor. Haznauenue u crpykrypa karanora. I[lyTts k ¢ainy.
Crneundukanus Qaitna.

Pa3gen 4. Onepaunonnas cucrema Windows.

Tema 6. OcHoBbI rpadguyeckoro nurepgeiica onepaunoHHoii cucrembl Windows.

[Tonarue o6wvexta. OCHOBHBIE 37IeMEHTHI rpaduyeckoro untepgeiica. Pabounii cro.
Oxno. 3nadok u sApiabik. Knoomka. Ilanens. Mento. [lanka. [lpunoxeHue u JOKyMEHT.
Texuuueckue nmpuemsl padotel B Windows. Mento. PazHoBuaHOCTH MeHI0. OCHOBHBIE OIlEpaLluu
¢ MeHI0. Hekotopele 0co6eHHOCTH cTPYKTYpbl MeHI0. OkHa. PasHoBUIHOCTH OKOH. POpMa OKHa.
OOmast crpykrypa okHa. OCHOBHbBIE OIEpaluu C OKHamH. [lMamoroBble OKHA. DJIEMEHTBHI
yopaBJieHus B pabodeil 30He mporpaMMHOro okHa. CTuiib pabOThl C OKHAMU U SIPJIBbIKAMHU.

Tema 7. BazoBble NOHATHS U CPEICTBa ONEPAMOHHOM cucTeMbl Windows.
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OcCHOBHBIC TOHSTHS, CBOMCTBA W BO3MOXHOCTH Windows. VYcTaHOBKa MPOTpPaMM.
Acconmanuu ¢aiinos. Tun u Bragenen nanok. MHctpymenTansHble cpenctBa Windows. Bydep
obmena. MHoromporpaMMmHbie BO3MOXHOCTH Windows. MHOTOIOIB30BaTENILCKUE W CETEBBIE
Bo3MokHOCTH Windows XP. BxitoueHue u BBIKIIOUEHUE KOMITBIOTEpa. YIpaBlIEHHWE CEaHCaAMHU.
Bxmouenne kommbrorepa. Hauanmo ceanca IlepexitoueHune ceaHca. 3aBepllieHUE ceaHca.
Ilepe3arpy3ka omnepanMoHHONH cucTeMbl. 3aBeplieHue padorsl Windows U BBIKIIOUEHHE
KOMITbIOTEpA.

Tema 8. CnipaBounasi cucrema Windows.

CrmpaBounast cucrema Windows. OOmas CTpykTypa W BO3MOXHOCTH CIPAaBOYHOM
cucteMbl. Bp3oB crpaBounoit cuctembl. [lomydenune cnpaBku B Windows XP. Ilomyuenue
cnpaBku B Windows 98. Oco0eHHOCTH CIIpaBOYHON CHCTEMBI IUATOTOBBIX OKOH.

Tema 9. Dail10BbINH MeHeTKEP.

QaiinoBeiii MeHemkep [IpoBognuk. HMepapxuueckuil CHHCOK PecypcoB. 3aImyck
nporpamMmel [IpoBognuk. Crpykrypa okHa IIpoBognuk. IlpeacraBinenue cmnmcka pecypcoB B
paboueii 30He. [leiicTBus B AepeBe nanok. JlefcTBUsI B CIIUCKE PECYPCOB.

Pa3gen 5. CpeacrBa o0ciy:;kuBaHus onepanuoHHoi cucrembl Windows.

Tema 10. AHTMBHpYCHBIE CPEICTBA.

O6mme cBenenuss o Bupycax. IIpodunaktuka 3apaxkenuss Bupycamu. OCHOBHBIC
aHTUBUpYCHbIE cpezcTBa. [laker anTuBUpYyCcHBIX- Iporpamm Doctor Web. IlakeT aHTUBHPYCHBIX
nporpaMmm NOD32.

Tema 11. ApxuBauusi GpaiisioBbIX 00bEKTOB.

OcHoBHble TOHATH apxuBanuu IIporpammsi-apxuBartopbl. Tumbl apxuBoB. Cpencrtsa
apxuBupoanus B Windows. Apxusarop Windows.

Tema 12. Yxo/ 32 TUCKOBBIMU yCTPOHUCTBAMH.

OnpeneneHrue BeIUYMHBI CBOOOAHOrO yuacTka paucka. Oumctka aucka. IIpoBepka
pabounx moBepxHocTel aAuckoB. Jlepparmentanus aucka. KonupoBanue ruOKUX IUCKOB. YXO.X
3a MarHUTHBIM JUcKoM. DopMaTupoBaHUe T’MOKHUX TUCKOB.

Tema 13. [IpocTeiimne HACTPOHKHU ONEPAITUOHHON CHCTEMBI.

OcnoBHoe MeHI0 Windows. CTpykTypa OCHOBHOro MeHto. Omepanud B MEHIO.
Hacrpoiika mento. [lonydenue crpaBodHOi HHPOPMAUU O KOMIbIOTepe. MI3MeHeHne y4eTHBIX
nanHbiX. Hactpoiika gatel u Bpemenu. Hacrtpoiika odopmienuss PaGouero cronma. Hacrpoiika
BHEIIIHEr0 BUAAa OCHOBHOTO MeHI0. Hactpoiika cBolicTs manok. Hactpoiika Kop3uHbI

Pa3gen 6. TekcToBbIe pelaKTOPBI.

Tema 14. TekcroBblii penakrop Microsoft Word.

Haznauenne u ocHoBHBIE Bo3MokHOCTH MS Word. 3amyck u 3aBepmieHne padotsl MS
Word. CrpaBounas cucrema MS Word. Ilonyuenue cripaBku ¢ MOMOILBIO 1Mo, 3aaTh BOIPOC.
[Tomyyenue cnpaBku y noMoniHuka. Ilomydyenne cranmaprHoii cipaBku. KOHTEKCTHAs cripaBKa.

Tema 15. MuaTepdeiic nporpammer MS Word.

OneparnonHoe MeHro. PaGowast 30Ha. MHCTpymeHTanbHble manenu. OOmacTe 3amad.
I'opusonranpHas u BepTUKaibHasg JuHeWKkH. Crpoka cocrosHus. [Ipocreiimme HacTpoWKH
untepderica MS Word. Beibop MHCTpyMEHTaNbHBIX MaHENed. YNpaBjIeHUE BBIBOIOM JIMHEECK.
Oxno Ilapametpbl. Pexxumbl pabotbl ¢ nokymeHTamu. OOBIYHBIN pexuM. Pexxum pazMeTku
cTpaHullbl. PexuM npeaBaputTeabHoro npocMotpa. [lomHoskpaHHbI pekuM. PexxuM CTpyKTypbl
JIOKyMeHTa. PexxuM cxembl JOKyMmeHTa. Pexxum BeO-moxkymeHTa. PexuMm mpenBapuTenbHOTO
nmpocMoTpa BeO-cTpaHuiibl. MacmrabupoBanue padoueii 30Hb1. DaitnoBeie onepamnuu. Coznanue
nokymeHTa. OTKpbITHE NOKyMeHTa. IlepemelnieHuss Mexay OKHaMU OTKPBITBIX JIOKYMEHTOB.
Onepanuy coxpaHeHUs! JOKyMEHTA. 3aKpbITHE JOKYMEHTA.
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Tema 16. PaGora ¢ Tekctom B MS Word.

BBon HoBoroO TekcTa. PegaktupoBanue Tekcta. @parMeHThl U UX BbleneHue. JleiicTBus ¢
¢dparmentamu. [loBTOpeHHMe, OTMEHa H - BO3BpaT W3MCHEHHMU. [leyaThb JOKYMEHTOB.
[IpenBapurensubiii npocmotp. Hanpasnenne Ha mnedars. DopmarupoBaHUE JTOKYMEHTA.
®opmarupoBanue cuMBoiioB. @opmarupoBanue adzaueB. @opmarupoBanue crpaHull. CTuib.
Pa6ora ¢ tabnunamu. Co3zganue tabnuu. [lepememienus B tabnuie. BBonu penaktupoBaHue B
Tabnuie. Beigenenue siaeex, CTPOK M CTONIOIOB TaOmuibl. [ledcTBUS HaJ COMEPKUMBIM SYEEK,
CTpOK U cTonOuoB. PacronoxkeHnne Tabnuibl Ha cTpaHulile. PacmonoxkeHue MaHHBIX B sUeiike
Tabnuubl. M3MeHeHne cTpyKTypbl TaOnuibl. Pasnudaneie omepammu ¢ Tabmumamu. Jlpyrue
BO3MOKHOCTH MOATOTOBKM TEKCTOB. 3akyaiku M mnepexoabl. Ilouck m 3ameHa. ABTOTEKCT U
Apro3amena. Crnucku. byxBuna. BceraBku. IlpoBepka mnpaBomnucanuss. CuHOHMMBL. Pexum
HcnpaBieHUH. MakpOKOMaHIbl.

Pasnen 7. PaGora ¢ rpaduxoii.

Tema 17. Pabora c rpaduxoii B cucreme Windows.

Pa3zHoBunHOCTH KOMIBIOTEpHOU rpaduku. I'papuueckue popmarsl. CpenctBa paboThl C
rpaduxoil. I'paduueckuit pegakrop Paint. HazHaueHne n OCHOBHbBIE BO3MOXXHOCTH pPEIAKTOpa
Paint. 3amyck penakropa Paint u 3aBepuieHue ero pabotsl. CTpykTypa OkHa penaktopa Paint.
@aitnoBeie oneparuu. OOmMil mopsiok paboThl Haa puCyHKOM. OCOOEHHOCTH HMCTOIb30BAHUS
OT/I€TbHBIX MHCTPYMEHTOB. YJalleHHe 3JIeMEHTOB pUcyHKa. PaGora ¢ (parmMeHTaMu pHCYHKOB.
Hpyrue Bo3MokHOCTH penakropa Paint. Ilpunoxenus nakera MS Office gt pabotsl ¢
rpaduxoii. [Iporpamma Microsoft Photo Editor. ITporpamMer Document Scanning u Document
Imaging. DnemeHnTsl BeKTOpHOU rpaguku. OCHOBHBIE MOHATUSL BEKTOPHOU rpaduku. BexTopHas
rpaduka B TeKCTOBOM peaakrope MS Word.

Pasnen 8.2/1ekTpoHHbBIE TA0IMIBI.

Tema 18. danexkTponnsie Tabaunbl MS Excel.

Hasnauenne u ocHoBHble Bo3MoxHOcTH MS Excel. 3amyck u 3aBepiieHue padoThI
nporpamMbl MS Excel. CripaBounas noacuctema MS Excel. Marepdetic nporpammer MS Excel.
Pabouas kaura MS Excel. Texymas siaeiika. [Ipocreiimme Hactpoiiku nmporpammbel MS Excel.
Wuctpymenransubie nanenu. OxHo. [lapametpsl. Pexumbl paboTel ¢ qokymeHToM. DaiinoBbie
onepauuu. [TogroroBka k nevaru.

Tema 19. Crannaprasble aelictBus B nporpamme MS Excel.

[Tepemenienust mo padoueit kuure. Brog manHbIX B stueiiku Tabnumpl. [1lupuHa u BeicoTa
aueiiku. PemaktupoBanue comepkumoro syeiiku. JloGaenenue mnpumedanuil.Copepxumoro
sueiiku. Beigenenne ¢parMeHTOB. ABTO3anonHeHHe. KommpoBaHue U mepeMelieHue.
CoptupoBka. BcraBka M ynaneHue syeek, CTpoK U cTonOmoB. dopmartupoBaHHE TaHHBIX.
Omneparuu Haa OonpmMu Tabnuamu. Onepanuu ¢ paboYuMH JTHUCTaMHU.

Tema 20. ®opmyast B MS Excel.

ABTOMaru3anys BeIYUCIEHUH. ABTocymMMupoBaHue. Onepaunu u ¢yHkuuu. OmuoOKu B
dbopmynax. AstomepecdeT. OTHOCHTENbHass W aOCoONOTHas anpecanus. I[lpumep cos3maHus
tabmuiel B MS Excel. luarpammel B MS Excel. Obmue cBenenus o auarpammax Excel. OOmmmii
MOpSAIOK co3faHusi quarpammbl. Pabora ¢ mactepoM moctpoenust auarpamm. CraTucThyeckas
o0paboTka maHHBIX ¢ momotisio MS Excel.

Pasnen 9. ba3bl naHHBIX.

Tema 21. ba3el nanueix MS Access.

OCHOBHBIE IIOHATHS U OMpCACIICHUS. Haznauenue u HCKOTOPBIC BO3MOKHOCTU MS
Access. 3amycku 3aBepineHne padbotTel nmporpamMMmbl MS Access. CripaBouHas mojacucreMa MS
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Access. Uatepdeiic mporpammsl MS Access. [Ipocreiiime HacTpoiiku nmporpammbel MS Access.
QdaiioBbIE ONIEpPALIUH.

Tema 22. IIpoekTHpOBaHME U CO3AaHUE CTPYKTYPBbI 0a3bI JaHHBIX.

[TpoektupoBanue CTpyKTypbl 0Oa3pl. CozgaHue 0a3bl JAaHHBIX C IOMOUIbIO MacTepa.
Co3nanue Tabmuipl 0a3bl JAaHHBIX. BBOJ M pernakTupoBaHue AaHHBIX B Tabmumax. Pabora c
dbopmamu. Co3nanue dhopmbl. BBog u penaktupoBanue 3amuceit ¢ momomibio ¢hopmel. [louck u
3anpocsl. [louck B Tabnuue 6a3bl naHHbIX. Tumel 3ampocos B Access. Coznanue ot4eToB. Pexxum
aBTootyera. Co3/laHuE OTYETa C IOMOIBI0 MacTepa. [ledaTs oTuera.

Pasnen 10. OcnoBbl padorsl B UHTEpHETE.

Tema 23. OCHOBHbIEC NIOHATHS U ONpPeaeJIeHHs.

[P-ampec. Jlomennwiii ampec. Y3zen HMurepHera. Ilomyuenne noctyna k HMHTepHeTy.
Wndopmanmonnsie pecypchl  HutepHnera. BcemupHas mnayTuHa. DJIEKTpOHHas IOYTa.
OnekTpoHHBIE JOCKM o0ObsiBieHuil. Tenexondepenuuu. Ilepecbuika aitnos. MuTtepHert-
nekepel. Ynanenusiit qoctyn. [louck cepsepoB. basbl nannbsix B MuTepuere. [lonknouenue k
WNHurepHery.

Tema 24. O6o3peBares Internet Explorer.

Hasnauenue u ocHoBHble Bo3MoxHOCTU Internet Explorer. 3anmyck nmporpammel Internet
Explorer u 3aBepmienue ee pabotrel. CrpaBounas cucrtema Internet Explorer. Hurepdeiic
nporpammbl Internet Explorer. CraproBas ctpanuua. 3amnpoc pecypca. [lepememienue mno
runepccelikam. Ilepemerienuss mo paHee mpocMOTpeHHbIM cTpanuuam. Ilanka M36panHoe.
Pabora ¢ conepxkanuem crpanuubl. [louck B [layrune. 3arpyska daitnoB uz Cetu. ®opymsl u
00CYXICHUS.

Tema 25. [Iporpamma Outlook Express.

Hasnauenue u ocnoBuble ¢(ynkmum Outlook Express. 3amyck mporpammbr Outlook
Express. CnpaBounas mnojacucrema mnporpammbl. Outlook Express. MuaTepdeiic mporpammsl
Outlook Express. Anpecnas kuura. PaGora c obnactsmu ocHoBHOro okHa. Co3manue
coobmienuit B mporpamme Outlook Express. [Ipocmotp coobmienus. OTBET Ha COOOIIECHUE.

6. TEMbI IPAKTUYECKHUX U CEMUHAPCKHX 3AHATHAM

Pazgen 1. llonssTue nagopmarukm.
Tema 1. Hudopmanus u oOumecTtBeHHOe pa3ButHe (popma mnpoBereHUs —
PAKTUYECKHUE 3aHSITUS).
Bomnpocs! k Teme:
1. Kakyro ponb wurpaer uHbopmamus B kuBoM mnpupone? Kakue neilctBusi ¢
uHpOpMaIHeil, OCYIECTBISIIOT )KUBbIE OPraHU3MbI?
2. Yro mnoHuMmaercs mon HocuTeneM wuHpopmanmu? YKaKuUTe TPaaUuIOHHO
UCTIOJIb3yEeMbIE YEJIOBEKOM HOCHUTENIN UH(POPMAIIH.
3. VYkaxwure cpeicTBa, MIPUMEHSBIINECS YETIOBEKOM AJisi 00paboTKU MH(pOpMALIUU J10
HOSIBJICHUS KOMITbIOTEPOB. B uem nx ocobennoctu?
4. Kak ompenensiercss ObicTponeiicTBue kommblotepa? Yrto ompenenser 3t1a
BeJIMYMHA?
5. OxapaxTepu3yiTe 2JI€KTPOHHBIN 3Tal B pa3BUTHH HHPOPMATHKH.
6. IIpocnenute CBsI3p MEXAy M3MEHEHMSMHU B CPEICTBAX U CIOCO0AX XpaHEHUs U
00paboTku nHGOPMAIIMK U OOIIECTBEHHBIM Pa3BUTHEM.
7. VYkaxuTte OCHOBHBIE MPEANOCHUIKH Mepexosa K 0e30yMakHON HHPOpMaTHKe.
8. OnumuTe 0OCHOBHbIE 0COOCHHOCTH NEPCOHATBHBIX KOMIIBIOTEPOB.
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Tema 2. IlepBrnuHble MOHATUS HUHGPOpPMATHKHU (dopMa NMPOBEAEHUS - MPAKTUYECKUE
3QHSITHS).
Bomnpocs! k Teme:

1. Yto moHMMaeTcs Mol TEPMHUHOM «HH(OpMaIys»?

2.Yto naspiBaeTcs komom? Kakwme ObiBaroT komwi? I[loduemy JBOMYHBIN KO Ha3bIBACTCSA
MAaIITUHHBIM?

3. OxapakTepu3yiTe OCHOBHbIE ONEpalii, BHIIOIHIEMbIe HajJ HHpOpMaLuei.

4.Yro HaszbiBaeTcs arpulytoM, Mmojensio? B uem 3awitouaercss abcrparupoBanue? Urto
MMOHMMAETCS MOJ] a/IEKBATHOCTHIO MOZeNn?

5. [IpuBeauTe npumMepsl HHPOPMALMOHHBIX H MATEMaTUYECKUX MOJETICH.

6. Uto noHMMaeTcs oA TEPMUHOM «aJITOPUTM»?

7. lIpuBenute npuMepsl AIITOPUTMOB.

8. Ykaxxure BO3MOKHBIE CIIOCOOBI 3aJJaHUs AJITOPUTMOB.

9. JlaiiTe onpeneneHne TEPMUHAM «IIPOTPAMMa» U «IaHHbIE»

Pa3nen 2. ApXxuTeKTypa NepcoOHAJIbHOr0 KOMIbLIOTEPA.

Tema 3. OcHoBbI XpaHeHusi MHpopManuu B KoMmibioTepe (hopma mpoBeneHus -
IPAKTUYECKUE 3aHSITHS).

Bomnpocebl k Teme:

1.

Nk LD

8.
9.
10.
11.

12.
13.

Tema

Jaiite onpeneneHune NOHATHIO «ApPXUTEKTYPa KOMIIBIOTEPaY.

Yro HaspiBaeTcs uHTEpDeiicom?

Urto noHuMaeTcs Moy anmnapaTHbiM 00ecredeHNeM KOMITbIoTepa?

UYro naspiBaeTcs Ourom? Onummre ero pyHKIIHH.

Uro HazpiBaeTcs 6aiiToM? OnuImuTe ero GyHKIUH.

CpaBHuTE MEX Ty cCO00# OUT 1 OalT. UeM OHM TTOXOXKH M YeM OTIUYArOTCs?

Kakue pasHoBugHOCTH UWHGPOPMALUMU MOTYT OBITh 3allMCaHbl B TMAMATH
KOMITbroTEpa?

Uro HazbIBaeTcst GOPMATOM JTAHHBIX?

Kakue tekcToBble opMaThl BaM U3BECTHBI?

Kak B kommbroTepax koaupyercs rpapudeckas HHGopmarus?

Jaiite  ompeneneHus  MOHATUSIM — IHKCEID»,  «pacTp»,  «pa3pellaroinas
CHOCOOHOCTBY», «CKAHUPOBAHHUE

Oxapaktepusyiite rpadgudeckuii popmar BMP.

Kakue mynbrumenuiinbsie (opMaThl JAHHBIX BaM U3BECTHBI?

4. AnmaparHble cpeIcTBa KOMNBIOTEPHbIX ceTell (dopma mnpoBeneHus -

HPAaKTUYECKHUE 3aHATHS).
Bomnpocs! k Teme:

1.

2.

Kakue ycTpoiicTBa OTHOCATCS K amnmapaTHOMY OOECIICUEHHIO KOMITBIOTEPHBIX
ceTei?

Uto HazpIBaeTcsa JUHUEH CBI3U? UTO MOXKET HMCIONL30BAaThCS B KAUSCTBE JIMHHI
cBsA3u?

Kakue OwmBatoT cetn? Ilo kakuMm TpU3HAKaM CETh OTHOCAT K TOW WM HHOU
rpymnmne?

JlaliTe XapaKTepUCTUKY JIOKAJIbHBIM CETSIM.

Urto Ha3biBaeTcsi CerMeHToM ceTu? Jlins dYero HyXHbBI IOBTOPUTETH U
peTpaHCISITOPHI?

JlaiiTe XapaKTepUCTUKY TOPOACKUM CETSM.
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7.

8.
9.

Kakoe ycrpoiictBO HeoOXomuMo Il  TMOACOCAWHEHHS  KOMITbIOTEpPA K
uHbOpMAIIMOHHON ceTn uepe3 TenedoHHYI0 cerb? Kakyro ponb urpaer 3to
YCTPOUCTBO?

JlaiiTe xapakTepUCTUKY PETHOHAILHBIM CETSIM.

JaiiTe XapakTepuCTUKY TJ100aTbHBIM CETSIM.

10. Yro HazbIBaeTCs MPOIYCKHOM CHOCOOHOCTHIO ceTH? B kakux eguHHIIAX OHa

11.

usMepsiercsi? Ha3zoBuTe THUMNOBBIE 3HAYEHHUS MPOMYCKHOM  CIIOCOOHOCTH
COBPEMEHHBIX CETEH.
Urto oTHOCHTCS K pecypcaM KoMIbroTepa?

12. Kakue pecypchl CUMTAIOTCSI CETEBBIMU, @ KAKHE — JIOKAJIbHBIMU?
13. Yro HasbiBaercs cepBepom? Kakue ObiBatoT cepBepbl?
14. Kakne KOMIIBIOTEpPBI CYUTAIOTCS] IPOIPAMMHO-COBMECTUMBIMU?

Paznen 3. IIporpamMmHoe o0ecniedeHne KOMIbIOTEPA.

Tema 5. IlonsiTHEe MporpaMMHoOro odecnedeHus (Gpopma npoBereHUsI — MPAKTHUECKUE
3QHSITHS).

Bomnpocsl k Teme:

1.
2.
3.

Kakyto ponb urpatot mporpaMmmsl B paboTe KOMITbIoTepa?

JlaiiTe onpezenieHne MOHATHIO «IIPOrPpaMMHOE 00eCIIeYeHUE.

Kakum 00pa3oM MOKHO y3HATh Ha3HAUECHUE, OCHOBHBIC BO3MOXHOCTH U CITIOCOOBI
yIIpaBJICHUS POrpaMMamMu?

Uro nonumaercs noj repMuHaMu software u hardware?

YTO OTHOCHTCS K pecypcam KoMIbroTepa?

CpaBHuTEe Mexay coOOH conmepaHHE IOHATHH «amlapaTHOe oOecredeHue»,
«IPOTPaMMHOE 00eCIIEYCHUE» H «PECYPCHI KOMITBIOTEPA».

Jaiite onpeneneHue IMOHATHAM «IAKET MPOTrpaMM», «IIPOrpaMMHas CHCTEMay,
«IIPOTPAMMHBII TPOTYKT.

Pasnen 4.0nepannonnas cucrema Windows.

Tema 6. OcHoBbl rpaduueckoro uHrepdeiica onepannoHHoi cucrembl Windows
(opma . mpoBeseHUS — MPAKTHUECKHUE 3aHSITHS).

Bomnpocs! k Teme:

l.
2.

SN kW

Sl

10.
11.
12.
13.

[Touemy oneparmonnyto cuctemy Windows Ha3bIBarOT rpaduueckoil cpenoit?

B uem cymmocth o0ObekTHOro monxoma? OOBICHUTE TMOHATUS «OOBEKT,
«CBOMCTBO 00BEKTa», «moBefeHHe 00BbekTay. [IpuBenuTe nmpumepbl 0OBEKTOB U
ONUIIUTE UX CBOMCTBA U MTOBEJICHHUE.

[Tepeuncnute OCHOBHBIE AIeMEHTHI rpaduueckoro naTepdeiica Windows.

JHaiite onpenenenne moHaTusiMm «Pabounii cTom» U «OKHOY.

st uero HyxHbI OKHa Moii komnibtotep u Kop3una?

JaiiTe onpeneneHust MOHATUIM «3HAYOK» U «SIPIBIKY». YeM OHU OTIIMYAOTCS APYT
ot npyra?

. Kakue 3Hauku moryTt Haxonuthcsi Ha Pabouem ctone?

Urto Ha3biBaeTcs KHONKOM? Kak oHa BBINJISIANUT U JUISI YE€TO UCIIONIb3YeTCs?

Jaiite  ompeneneHus:  MOHATUSIM  «IAHENb»,  «UHIUKATOp»,  «OOJIACTh
YBEIIOMJICHUI».

J171s1 4ero UCToNb3yOTCS MEHIO?

JI71s1 4ero ucnonb3yroTcs Nanku?

Yewm omiuaeTcs CHCTEMHas Tarka oT Manku ¢ (aiimamu?

OnuiuTe uepapXuyecKyro CTpyKTypy Marnok.
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14. Yto Ha3biBaeTcs PailioBbIM 00BEKTOM?
15. Yto Ha3bIBaeTCs MPUIOKEHHEM, JOKYMEHTOM?

Tema 7. ba3oBble MOHATHUS U cpeAcTBa onepaunoHHoil cucrembl Windows (popma
MIPOBEACHUS — MPAKTUUYECKHUE 3aHITHS).
Bomnpocs! k Teme:

1. Jlms 4ero Hy»KHa M KaK BBITMOJHAETCS PETUCTPAIMSI POTPaMM B ONIEPALIMOHHON cucTeme?
UTo nporcXoauT BO BpeMsl perucTpauun’?

2. Jlaiite ompeneneHHe TOHIATHIO «JIOKyMEHT». UTO moapasymeBaeTcs MO acCOoIHarueit
¢aiinos?
Uro mnonpasymeBaercss moj TtunoM mnanku? Kakue Tumbel mamok cymectBytor? Kro
aBsieTcsl BrIagenbieM manku? Kakuwe manku cuurtarorcs AuuHbiMH? [ yero HykeH
oybep obmena? Kakue omepammu ¢ OydepoMm Bam u3BecTHBI? B yem 3akimrouaercs
MHOTronosnb30Bareiabckuit xapakrep Windows? UTo Takoe ydyeTHbIE JaHHBIE TOJIb30BaTENs
U KTO UX Ha3Ha4aeT?

8. Jlyist yero Hy>KHO BXOJHOE MMs TIOJIb30BaTeNs U Kak oHO (hopmupyetcs? J[s dero HykeH
napoib 1 Kak oH (hopMupyercs?

9. Yro nmoHUMAIOT MO pa3rpaHUYEHUEM A0CTyna?

10.Kakue ObiBaroT yueTHble 3anucu? B yem paznuuust Mexay HUMU?

11.Y1o monumaeTcs moj BXxoJoM B cuctemy? Uto mpoucxoaut .mpu Bxoae? UTo Takoe BBIXOM
u3 cuctemsbl? YTto Takoe ceaHnc?

12.Y1o Takoe MpOTOKONI U KaKOBa €ro POJib B UH(OOPMAIITMOHHBIX CETAX?

Tema 8. CnpaBounas cucrema Windows (¢dopma mpoBeneHUS - TNPaKTHUYECKHUE
3QHSITHS).
Bomnpocsl k Teme:

1. Jlns gero mpenHasHadeHa crpaBouyHas cuctema Windows? Omnummre ee CTpYKTypy U

OCHOBHBIE BO3MOXHOCTH.

OxapakTepu3yiTe OCHOBHBIE CIIOCOOBI MOTYYEHHs CIIPaBOYHOM HMH(OpMaluu B LEHTpE

crpaBku u noaaepxku Windows.

Onuire criocoObl 0OpameHus K LEHTPY CHPAaBKU U TOICPKKH.

OnuimTe NOpsI0K BBIOOpa TEMATUYECKOTO pa3/elia B LIEHTPE CIPABKH.

Onummre CTPYKTYpy U CIIOCOOBI pabOTHI C TEKCTOM TEMaTHYECKOTO pas/iena.

Kak 1 xorna MOXXHO MOTy4uTh HH(POPMALINIO, CBSI3aHHYIO C TUIIEPTEKCTOBOM CCBHITIKOM?

UYro Takoe BCIUIBIBAIOIIEE OKHO U KaK €T0 3aKpbIBAIOT?

OnuiumTe CTPYKTypy U BO3MOXKHOCTH TJIOCCAPHSL.

OmnumuTe crnocoObl paboTHI € TIIOCCAPUEM.

0. Kakue Buabl MOMCKA MPEAYCMOTPEHBI B LIEHTpe cipaBKu? UTO Takoe MOJIHOTEKCTOBBIN
ITOMCK?

. Onummre CTpyKTypy HaHEIH Pe3yJbTaTOB MOUCKA M CIIOCOOBI paboThI ¢ HEMl.

N

=00 N L AW

—
[a—

Tema 9. @aiisioBbIi MeHexKep (hopma PoBEeIEHUS - TPAKTHUECKUE 3aHATHSA)
Bomnpocsl k Teme:

Onumure Ha3HAUYEHUE ¥ OCHOBHBIC BO3MOXKHOCTH MPoBOoAHKUKAa Windows.

Urto moHuMaeTcs moj KOpHEM JIepeBa, POJUTENbCKUM U JJOYEPHUM OOBEKTOM?
Urto Takoe cucTeMHasi narnka?

Urto HaXOAUTCA HA BEPXHEM YPOBHE CIIMCKA PECYpPCOB?

Kakune 00beKThI SABISIOTCS TOYEPHUMU 110 OTHOIIeHHIO K Pabouemy ctomy?

N W -
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6.
7.

8.
9.

Ornumute cTpykTypy okHa [IpoBogHuKa.

Uto moHumaeTcsi moj jaepeBoM mnamnok? YeM oTiauvaeTrcs IepeBO MaroK OT CHHUCKa
pecypcoB?

Onumure NOpsSAOK BKIIOUEHUS U BBIKIIIOUCHHS peknuMa oToOpakeHus nanenu [lamku.
[lepeunciure BO3MOXKHBIE CHOCOOBI NPEACTABIEHUS CIHCKAa pecypcoB B OkHe Ilpo-
BOJIHUKA.

10. Oxapakrepusyiite croco0 mnpeactaBieHus cnucka pecypcoB luadumem. Korma moxet

MCTIOJIB30BaThCs ATOT crioco6? Kak oprann3oBars NpocMoTp (ailyioB ¢ H300paskeHUSIMU B
peKUMe ciaiaoB?

11. OnummTe BO3MOXKHBIC JIEHCTBHS B JepeBe-manok. OMUIIUTe CrocoObl MepeMeIeHUA

[98)

>

~

x>

9.

1.
2.
3.

4.
3.
6.
7.
8.

MEX/1y CTPOKaMHU JiepeBa Marok.

Pasnen 5. CpencrBa o0cay:kuBanusi onepanuonHoii cucrembl Windows.

Tema 10. AHTHBHpPYCHBIE cpeacTBa ((popma MpoBeCHUS - MPAKTUICCKUAC 3aHATHS ).
Bonpocs! k Teme:

OTtkpoiiTe KOoHTeKcTHOe MeHro 3Hauka SplDer Guard m BbeIOepuTE B HEM KOMaHIY
VYipasnenue. Ha Bkianke YnpasiieHHEe OKHA O3HAKOMBTECh C COCTOSHUEM U PEKUMaMHU
3arpy3KH CTOpO’Ka, 3aTeM 3aKPOUTE 3TO OKHO.

B xontekctHOM MeHro 3Hauka SplDer Guard Beioepute komanny [IpoBepku. Ha Bitagkax
[IpoBepka u JleiicTBUS OKHAa O3HAKOMBTECH C PEeXUMaMH MPOBEPKHU, 3aTEM 3aKPONTE 3TO
OKHO.

3anyctute nporpammy-noiudar Dr. Web. O3HakoMbTECh C €€ CIIPaBOYHON CUCTEMOM.

"4. OTKpoliTe OKHO HACTPOEK moudara U 03HAKOMBTECh C YCTAaHOBJICHHBIMH PEKUMAMU
MIPOBEPOK, 3aTE€M 3aKPOMTE ITO OKHO.

C nmomompto nporpammsl Dr.Web mpoBepbTe Ha Haiaumuue BUPYCOB Bce (hailiibl THOKOTO
nucka. [IpocmoTpuTte oT4eT 0 pe3ysbTarax IpOBEPKH.

C nmomornsto nporpammsl Dr. Web mpoBepbTe Ha Hanuuue BUPYCOB Bce ¢aiinbl nucka D:.
[IpocMoTpuTe OTYET O pe3yabTarax MPOBEPKH.

C nomomrsio cpaBoyHoil cuctemsl Dr. Web 03HakoMbTeCh ¢ UCIOJIB30BAaHHEM BKJIAIKH
Tunbel okna Hactpoiiku Dr. Web.

[TpoBepwre (aiinbl ¢ paciupenuem doc Ha muckax A: u C:. IIpocMmorpute oTUeT O pe-
3yJbTaTax MPOBEPKH.

[TpoBeprTe Bce mporpammubie (aiinsl Ha nucke C:. IIpocMoTpuTe OTUET O pe3yiabrarax
MIPOBEPKHU.

Tema 11. ApxuBanusi (ailioBbIX 00beKTOB ((hopMa TPOBEICHUS — IPAKTUUYCCKHE
3aHATHUSA).

Bomnpocsl k Teme:

Uewm oTrgaeTcst CKaThI Gaityt OT HCXOTHOTO?

Yem oTnuyaeTcst pe3epBHbIi (ailn oT apXxuBHOTO?

JlaiiTe onpeneneHuss TEPMUHAM «CXKATbIM (ailiny, «apXuB», «apXUBATOP», «KOIPPUIHEHT
COKaTHUA», «U3BJIeUeHUE (aiiiaa», «pacrakoBKa apXUBay.

Yem xapakTepu3yeTcsl Ka4eCTBO CKATHA?

Uro Takoe popmar apXUBUPOBAHUS?

OxapakTepu3yiTe T0CTOMHCTBA U HEJJOCTATKU Zip-Popmara apXuBUPOBAHUS.
OxapakrepusyiiTe JOCTOMHCTBA U HEJJOCTATKH rar-(popmara apXMBHPOBAHUSI.

Onuiure 0CHOBHBIE TUIIBI APXHBOB.
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OxapakTepu3yiTe JOCTOMHCTBA U HEJIOCTATKHA CaMOPaCIaKOBBIBAIOIINXCS apXHBOB.

10. Kak u3Bneus (aiiapl 1 Manku U3 apxuBa B onepanuoHHon cucteme Windows?

1.
1.
2.
3.
4.

5.

2.
3.
4.
S.
6.
7.

8.
9.

Tema 12. ¥Yxoa 3a AuCKOBbIMHU ycTpoiicTBaMu (hopma NMPOBEACHHUS - MPAKTHYECKUE
3aHATHUSA).
Bomnpocs! k Teme:

[Touemy nuckoBble HOCUTENN UHPOPMALIUH HYKAAIOTCS B TIOCTOSHHOM yXxo/ie?

VYKaxuTe BO3MOKHbIE HApYLIEHHs B CHCTEME XpaHEHHs] MH(POPMallUK Ha IUCKaX.

Kak onpenenuts 06beM CBOOOIHOTO yyacTKa Ha TUCKe?

[Touemy BO3HMKAaeT HEOOXOAUMOCTb B OUUCTKE JIUCKa?

Kak BBIOIHUTE OYMCTKY AMCKA?

Kak BbImoOmHUTH MpoOBEpKy (ailyioBol CHUCTEMBI M KaueCTBO pabO4YMX MOBEPXHOCTEH
nucka?

7. YUto takoe (hparmeHTtanus Qaiina, u moueMy oHa BO3HUKAET?

8. Kak BBINONHUTH iehparMeHTaluio 1ucKa?

9. Onumure NOpsAA0K CHATHSA TOYHON KOMUHU C THOKOTO JMCKA.

Tema 13. Ilpocreiiliue HACTPOMKU ONEPALMOHHOI cucTeMbl (popma mpoBeneHUs -
NPaKTUYECKHUE 3aHATHS).

Bomnpocs! k Teme:

Yro mpencraBnser co00M aIMHUHHUCTPUPOBAHUE ONEpPAlMOHHON cucTteMbl?  YTO
MIPEACTABISIET CO00M MPOGUITH TTOIB30BATENS?

Kak y3HaThb OCHOBHBIE XapaKTEPUCTUKU MPOrpPaMMHOIO M ammapaTrHoro oOecneyeHwus,
YCTaHOBJIEHHOTO Ha KOMIbIOTepe?

Kakue napameTpbl y4eTHOM 3allMCH MOXET U3MEHUTH I10J1b30BaTeIb C OTPaHUYECHHBIMU
npaBamu?

Kro mMoxer m3MeHATH BXogHOe MM monb3oBarens? Kak 3to cnenars? Kak n3MeHHTH
apoJib MoJIb30BaTeNs?

Kak u3mMeHuTh 3Ha40K nosib30Bareiisi? Kak BHIIOJTHUTH HACTPOUKY AAThl U BPEMEHU?
Kakue anemenTs! odopmienus Paboyero crona MOryT ObITh H3MEHEHBI II0Ib30BATEIEM?
Yro npencrasiseT coboit Tema padouero crona? Kak ee usmenuts? Kakue ¢aiinsr Mmoryt
OBITh MCIIOJIb30BAaHbI B KauecTBe (OHOBOTO pucyHka? Kak nusmMeHuTb (hOHOBBIN pUCYHOK?
Kak pasmectuts Ha Pabouem cTone HecTaHIapTHBIN (OHOBBIN PUCYHOK?

Kak u3amenuts 3actraBky? Kak um3aMeHuTh Bpems 3aJep>KKH MosBiIeHHs 3acTaBku? Kak
CO3/aTh CBOIO 3aCTaBKY?

10. Kakumu MoryT ObITh cTWiIM odopmiieHuss okoH U kHomok? Kak wmx BbiOparb? Kak

—

2.

5.

HU3MCHHUTDL pa3pClIICHUC 3KpaHa?

Pa3gen 6. TekcToBBIC peaKTOPBI.

Tema 14. TexcroBblii penakrop Microsoft Word (popma npoBeneHus - mpaKTUIECKHE
3aHATHUSA).

Bomnpocs! k Teme:

Knaccudumupyiite nporpammusie cpeicTtBa paboTel ¢ TekcToM. [IpuBenurte mpumepsl
MpOrpamMmM pa3IUYHbIX TPYIIIL.

Onummrre Ha3HAUYCHUE ¥ OCHOBHBIE 0COOCHHOCTH penakTopa Word.

Yro nmoHnmaercs noj popMarupoBaHHEM JOKYMEHTOB?

4. KakumMu 0COOCHHOCTSAMH OTAUYAIOTCS (HaliiIbl JOKYMEHTOB, CO3/1aBaeMbI€ PEIaKTOPOM
Word? Onummmre NopsiIoK 3ammycka U 3aBepieHus padotsl pegakropa Word.
OxapakTepu3yiTe 0COOCHHOCTH CIIPAaBOYHOM CUCTEMBI pefakTopa Word.



MHUHHCTEPCTBO HAYKH U BBICILIETO 00pa3oBanus PO

. N Dopma
VIbSHOBCKMII TOCYAapPCTBEHHBIH YHUBEPCUTET

®-Paboyast mporpamma JTUCHUIIIMHBI

9]

LRI

OxapakTepu3yiTe pasznyHble CMOCOObI OOpalieHus K OCHOBHOW CIPABOYHOW CHCTEME
penaktopa Word.

Kak nmoakmo4YnTh U OTKIIOYUTH MOMOIIIHHKA 110 paboTe co crpaBKoi B pegaktope Word?
OnuirTe BO3BMOXKHOCTH ITOMOIIHHUKA B penakrope Word.

Kak BbIOpaTh HOBOTO MOMOIITHUKA M KaK OCYIIECTBUTh €0 HACTPONKY?

OnummTe NopsI0K NOTYYESHUS] CTAaHAAPTHOM CIIPABKH.

Tema 15. Unrepdeiic nporpammbl MS Word (dhopma mnpoBefieHHss — MpakTUYECKUE
3QHSITHS).

Bomnpocs! k Teme:

1.0OnumuTe 00LIYI0 CTPYKTYpY OKHa - pepakropa Word. Ilepeuncnute obs3aTenbHble U
HeoOs13aTeNIbHbIE 3JIEMEHThI UHTEpdeiica.

1.OnummTe CTpyKTypy ONEPAallMOHHOIO MEHIO M Ha3HAYEHHUE OTIEJIBHBIX €r0 IIyHKTOB.

2. OnuiuTe Ha3HAYEHUE U CTPYKTYpy padoueii obmactu okHa penakropa Word.
3.0xapakrepusyiiTe OCHOBHbIE HHCTPYMEHTAJIbHbIE MTAaHEIU OKHA peaakropa Word.
2.0nummTe Ha3HAYeHUE U CTPYKTYPY TOPU3OHTAJIbHOW M BEPTHKAIbHOM JMHEEK OKHa
penakropa Word.

4. OnwumurTe Ha3HAYEHUE U CTPYKTYPY CTPOKH COCTOSAHUA B penakrope Word.
3.0Onumute cnocoObl BeI3oBa okHa Hactpoiika. Kakue BO3MOXXHOCTH MMEIOTCS B 3TOM
OKHe?

4.0numure cnocoObl 0TOOpakeHHUsI M yJaJIeHUs] MHCTPYMEHTAJIbHBIX IaHeNeH B OKHE
penakropa Word.

5.Kakue Qnaxxku BIUSIOT Ha COCTaB MEHIO M BHEIIHUN BHJ HHCTPYMEHTAJIbHBIX
naHeseit? I'ie onn HaxonsaTcs?

6.0Oxapakrepusyiite oObuHbIN pexkuM. B yem ero mocromnctBa u Hemoctatku? Kak ero
YCTaHOBUTH?

Tema 16. Padora ¢ Tekctom B MS Word (popma mpoBeneHuss - NpakTUYECKHUE
3aHSITHS).
Bonpocs! k Teme:
1. Omnummure Ha3Ha4YeHHE, 0COOEHHOCTH U (HOPMY TEKCTOBOTO Kypcopa B peldakTope
Word.
2. Kak ocymectisiercs BBo TekcTa" B pegakrope Word?
3. Kak ocymectBisiercs TNEPEKIIOYEHUE MEXKIY CTPOUYHBIMH M MPOMUCHBIMU
OykBamu?
Kak ocymecTBusieTcst mepekIItoueHre MEXTy PyCCKUM U JaTUHCKUM pudramu?
5. Onumute ocobeHHOcTH (QopMupoBaHusi CTpok B pemakrope Word. Kak
OCYIIECTBIISIETCA TepeHoc cloB B penakrope Word? Kak ycTaHOBUTH pexum
aBTornepeHoca?
6. Yewm ommmuaercs aeduc oT Tupe? UeM omIMUYAIOTCS APYT OT APyra U KaK BBOISATCS
KOPOTKO€ U JJIMHHOE TUpE?
. Kak co3marorcst aG3aiibl u cTpaHHIIBI IPU BBOJIE TEKCTa B peapakrope Word?
. Onumure crnocoObl ynaneHus: CAUMBOJIOB U CJIOB.
. Uto Takoe (parMeHT U KaK €ro MO>XKHO BBIICTHUTH?
10. OnummTe 00IIKE MPHUEMBI BBIICICHUS C TIOMOIIBIO MBIIIIH.
11. Kak Beigenuth Bech JokyMeHT? Kak cHATH Bbienenue ¢pparmeHTa?
12. Yem ominuaercsi BbIpe3ka OT KonupoBaHusi? Kak OCyHIECTBISIIOTCS ATH
onepanuu?

>

o 0
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Pasnen 7. PaGora ¢ rpaduxoii.
Tema 17. Pabdora c¢ rpaduxkoii B cucreme Windows (dpopma npoBencHUS-
NPaKTUYECKHUE 3aHATHS)
Bomnpocs! k Teme:
1. Jlns yero mpenHasHaveH peaakrop Paint? Onummre ero oCHOBHbIE BO3SMOXKHOCTH.
2. Jlns yero mpenHa3HaueHa 00JacTh PUCOBAHMS?
3. Jlns 9ero ciry’KUT NMaHeslb HHCTPYMEHTOB? OnUIIuTe €€ CTPYKTYpY.
4. Jlns gyero npuMensiercs nanurpa? Onumure e€ CTpyKTypy.
5. OnumuTte Ha3zHayeHHWE U TMOPAIOK paboOThl ¢ MHCTpyMeHTamu Jlactuk, JIunwus,
Kpusas, Ilpsmoyronbauk, Dmnurnc, MHoroyronbHuk, Pacnibuinrens, 3annBka.
. Kax BbImoNHSIOTCS CKaTHs, paCTSHKEHUS] U HAKJIOHBI (hparMeHTa?
7. UYro Takoe ororpadupoBanue 3xkpana? Kak ero BEITIOTHATE?

=)

Pasnen 8. DinekTpoHHbIE TAOIUIIBI.

Tema 18. Daexrponnbie Tadauubl MS Excel (dbopma npoBeneHus - npakTuiyeckue
3aHATHUSA).

Bomnpocsl k Teme:

1.Yto Takoe 3nmekTpoHHas Tabnuia? Yem oHa OTIIMYAETCS OT OOBIYHOM TAOIUIIBI?

2. Oxapaktepu3yiTe OCHOBHBIC BO3MOXKHOCTH TIporpammsbl Excel.

3.Kak ocymecTBisieTcsi 3amycKk W 3aBepuiaercs pabora mporpammbl Excel? Kakytio
CTPYKTYpY UMeeT paboyast 30Ha okHa nporpammsl Excel?

4.Kakyro cTpyKTypy umeeT ctpoka Gpopmyn? Uro moHumarot noj padodeit kauroit Excel?
Yro Takoe pabounii muct Excel?

5.Kak 3anmaercs agpec sdeiiku? Yro noHuMMaroT mnox koopauHaramu sueinku? Kax
BBIJICTISICTCS TEKyIlas stueiika? [l yero Hy»eH MapKep 3anoJIHEHUS TeKYIIeH STUYehHKu?
6.Yto moxet HaxoauThes B sueiike Excel? Uro monnmaeTcs non popmMaTom stueiku?

Tema 19. Cranaapthbie aeiicrBusi B nporpamme MS Excel (popma mposenenus -
NPAKTHYECKUE 3aHSITHS).

Bomnpocsl k Teme:

Onumure crnocoObl IEpeMeNIeHH MeXY Pa3TMUYHBIMH y9acTKaMu pabodero JucTa'.
Kak MOXHO niepexoauTh OT OAHOTO JIUCTA K IpyromMy?

Kak 3anmaercs agpec siueiiku, HaxoAsIIecs Ha IPYTroM JucTe?

Kak ocymiectisieTcst mepexoq MeX1y pa3iInuHbIMU KHUTaMu?

Kak co3narp Tabnuity Ha pabodem sucte?

Kaxkune criocoObl BBO/Ia TAaHHBIX B SIMEUKY MPEAyCMOTpEeHBI B mporpamme Excel?
Kakue Tunel 1aHHBIX MOXXHO BBOJUTH B SIY€HKH JIUcTa?

Kaxk npoucxoaut aBro3asepiieHue BBoja?

Kak u3MEeHUTh HIMPUHY U BBICOTY SYEHKN?

. OnmummTe crocoObl pelakTUpoBaHus JaHHBIX B Excel.

. Kax MoxHO 100aBUThH, H3MEHUTH U YAATUTh IPUMEUaHHE K s4eiike aucTta?

. Uto Takoe aBTO3anoIHECHNE?

. OHI/ILHI/ITG CHOCO6BI 3aIllOJJTHCHHUA OAHUM U TEM K€ 3HAYCHHUECM FPYHHBI SAYCCK.
. Kak BBINOJHUTE aBTO3aMoOJHEHUE C U3BMEHEHHUEM 3HAYEHUA?

15. Kak BbINONHSAETCS KOMMPOBaHHUE U TiepeMenieHre (pparMeHToB B mporpamme Excel?
Kak BemomnHsiercst coprupoBka B mporpamme Excel?

Kak MOXHO BCTaBUTh CTPOKH U CTONOLBI B TAOIHILY?

Kak ocymecTsisiercs: ynaneHue CTpoK U CTOJIOLOB U3 TaOIuIbl?

Kaxkue eme ¢popmarbl TaHHBIX BaM U3BECTHBI?
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21.
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23.

24.
25.
26.

NN AW -

Onumurte cnocoObl (hopMaTUpoOBaHUS TEKCTOBBIX 3HAUYCHMM B suelikax jucTta. Kak
Pa3MECTHUTh 3ar0JI0BOK M0 LIEHTPY TPYIIIbI TYeeK?

Kaxk cxonmpoBars Gopmar sueiku?

Kak MO>XHO CKpPBITh CTPOKY WJIH cTONOe1?

Jlnst yero mpuMmeHsieTcs 3akperuieHne ooOnmacteit? Kak ycTaHOBUTP M OTMEHHTH 3aK-
peruieHue odnacrteit?

Kak MmoxHO niepenmeHoBath pabouuii 1ucT?

Kak MO)XHO TiepeMecTUTh U CKOMUPOBaTh pabounii TucT?

Kak MO)XHO BCTaBUTh U KaK yaJdUTh padounii 1uct?

Tema 20. ®opmyasl B MS Excel (hopma nmpoBeneHus - MPAKTUICCKUE 3aHATHS).
Bomnpocsl k Teme:

Onwummte criocoObl aBTOMATU3AIMH MOACYETa CYMMBI YHCEIN B STYEHKAX JIUCTA.
Cdopmynupyiite npaBuia 3anucu popmyn B nporpamme Excel.

Kak BKTFOUNTE QYHKIHIO B POpPMYITY?

Onuire nopsiiok paboTsl ¢ MacTepoM ¢yHKIuil B Excel.

YeM OTIMUAIOTCS IPYT OT Apyra aOCONIOTHAS M OTHOCHTENbHAS aJipecanus saeek?
Jlist "ero 1enecoo0pa3Ho UCIOIb30BaTh A0COMIOTHYIO aJpecaliio ssueeK?

Jliist 9ero menecoo0pa3Ho HCIOIb30BATh OTHOCUTEIBHYIO aIPECAIIHIO TYeeK?

Paznen 9. ba3bl 1aHHBIX.

Tema 21. ba3bl ganabix MS Access (popma mpoBeneHHs - MPAKTHUECKUE 3AHITHSA).
Bomnpocsl k Teme:

Uro HazbiBaeTcs 0a3oil manHbix? IlpuBenute mpumepsl 0a3 JaHHBIX B MOBCEIHEBHOMN
KHU3HU.

B yem mpeumymecTBa WCIONB30BAaHHS AJIEKTPOHHBIX 0a3 NaHHBIX MEpel XpaHECHHEeM
JaHHBIX Ha Oymare?

3. OnuimuTe OCHOBHBIE ONEpalUy ¢ 6a3aMH TaHHBIX.

= 00N LA

Kakwue 6a3b1 nanubix 1 CYB/] oTHOCATCS K pensSIIUOHHBIM?

J11s1 4ero ucrnosb3yrTCsa. TabauIbl 0a3 TaHHBIX ?

J171g 9ero Hy>kHa COPTHPOBKA TabIHIIbI 6236l JAHHBIX?

Kakas TaOnuiia cuuraeTcst DIaBHOM, a Kakasi MOJUMHEHHON TaOIHIIEeH CBsI3U?
Kak coznarotcs cBsi3u Mexy Tabnuuamu? Yto Takoe BHEUTHHH KITHOY?

Urto Ha3pIBaeTCs 3aIIpOCOM B 0a3ze JaHHBIX?

. Uto Ha3wkIBaeTCS OTUETOM? HpI/IBe)II/ITe IMPpUMEPHI OTUCTOB, 0assl JaHHBIX.

Tema 22. IIpoekTHpOBaHHMe U CO3JaHUE CTPYKTYpPbl 0a3bl AaHHbIX ((dopma
IPOBEACHHUS - IPAKTUYECKUE 3aHATHUSA).
Bomnpocsl k Teme:

1. Uro npencrassier coboit popma B CYBJ] MS Access?

2.

Yro MoxeT HaxoAUuTcs B popme?

3. OxapakrepusyiTe BO3MOXKHBIE ClTOCOOBI co3manus popMbl B MS Access.

4. OnuiuTe BO3MOXHOCTH U TOPSIIOK CO3AaHUs (POPMBI C TOMOIIBIO aBTO(POPM.
5. OnummTe BO3MOXKHOCTH U MOPAIOK CO3aHUsI (OPMBI C IOMOIIBIO MacTepa.
6. OnumuTe BO3MOXHOCTH U MOPSIOK CO3/1aHUS (POPMBI € IOMOLIBIO (POPMBI.

7. OnumuTe CTPYKTypy MakeTa (OpMbI B peXKHME KOHCTPYKTOpA.

8. Kak MoxHO BHECTH U3MEHEHUS B MakeT (POpMBbI?

Pa3gen 10. OcHoBbl padorsl B UHTEpHETE.
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Tema 23 OcHoOBHbIC NOHATHS U omnpeaendeHus (Ppopma MpPOBENEHUS - MPAKTUUECKUE

3aHATHUSA).

Bomnpocs! k Teme:

JaiiTe XapakTepucTHKy T1o0anbHOM cetn MHTepHeT. Kak oHa oOpa3oBanachk?

Kak ¢opmupyercs u xto Bbiaenser [P-nomep kommnerorepa?

Yro mpencrasisier co0oii JoMeH BepxHero ypoBHaA? [IpuBeanTte npumepsl.

Uro mpencrasnser coboit Bcemupnas naytuna?

Kak MOXHO OIO3HATh TMIEPTEKCTOBYIO CCHUIKY B JOKYMEHTE?

Uro mpencrasiset coboii BeO-cTpaHuIla, CalT, HaYaIbHasl CTpaHuIla, BeO-ceppep?

Kakas cxema ucnone3yercs Ajs 3anpoca cTpaHul] BcemupHoil mayTHHbI?

Onuiure OCHOBHbIE BO3MOXKHOCTH 3JI€KTPOHHON MOYTBHI.

. Yto Takoe coobmenune? M3 4yero oHo MOXET COCTOATh?

O UYro Takoe IpUCOCAMHEHHBIN (ailil K YTO OH MOXKET COJePIKATH?
11. Ilepedncnure ¥ 0XapakTepusyiiTe OCHOBHBIE ONEpaLUU C BXOJAIUMHI U UCXOSAIIUMU
COOOILIEHUSIMHU.

12. /1511 4ero Hy>kHa Tema cooOIIeHus?

13.Kak ocymectisiercs noaxitouenue k urepuery? Kak orkimtountbest ot HTepHera?

*‘\090.\‘9\5":“.“’!\’.*‘

Tema 24. O0Oo3peBareanr Internet Explorer (popma mnpoBenenuss - mpakTHYECKHE
3aHATHUSA).
Bomnpocs! k Teme:
1. OmumuTe Ha3HAaYeHHE M OXapaKTepU3yWTe OCHOBHBIE  BO3MOXXHOCTH
o0o3pesarens Internet Explorer.

2. OnwumuTte CTPYyKTYpy OKHa oOo3peBarens. Kakas monesznas uHbopMaius
0TOOpaxkaeTcsi-B CTPOKE COCTOSIHUS OKHA?

3. Kak 3agath cTapToBylo cTpaHuIly 0003peBaTens?

4. Onumure MOPSIIOK 3ampoca pecypca B OKHE 0003peBaTets.

5. Kax MOXHO yCKOpHTB 3arpy3Ky BeO-CTpaHHIIbI?

6. Kak ocymiecTBisieTcs nepeMenieHue mo rurnepcchuikam?

7. Onumute CcHnocoObl COXpaHEHUS JaHHBIX O [OCEIIAaBIIUXCS BeO-y37ax,

ucnojib3yeMblie B o0o3peBatene Internet Explorer.
8. Kak coxpaHuTh Ha JHCKe TEKYIIyI0 BeO-CTpaHuIry?
9. Kak coxpaHUTh Ha TUCKE PUCYHOK, BKIFOUEHHBIH B BeO-CTpaHUILY?
10. OnuiunTe cpeacTsa noucka Bed-crpanui B iHTepHeTe.
11. Yem oTnm4aroTCs MOMCKOBBIE KaTajJoru OT MOUCKOBBIX MAILUH?
12. ChopmynupyiiTe nmpocTeifiiue npapuia Co3AaHus 3amnpoca.

Tema 25. IIporpamma Outlook Express (hopma npoBeeHus - NpakTUYECKUE 3aHATHS).
Bomnpocs! k Teme:
1. OxapaxTepu3yiiTe Ha3HauUE€HHE U OCHOBHBIE BOZMOXHOCTH nporpammsl Outlook
Express.
2. Kak ocymiecTpisieTcs J0CTaBKa BXOAHBIX U BBIXOJHBIX COOOLIEHUIN?
Kakwue mamku ucnonbs3yroTcst mporpammoit Outlook Express 1uist rpynmupoBKH co-
oOeHuin?
Onwumute cTpykTypy oKHa nporpammsl Outlook Express.
Jlnd yero HyxHa aapecHas kHAra? Kak nomecTtuTs anpec B KHUTY?
Kak 3anoanuth nosns 61aHka agpecaMu U3 aApeCHON KHIKKHU?
YeM OTIIMYAETCS CKPBITAsk KONUS OT OOBIYHON?
Jlns yero HyxHO-11071€ Tema?
Kak npoBepuTh rpaMMaTu4ecKyIo NpaBUIbHOCTb COOOIIEHUS?

(O8]

A A
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10. Kak Binoxxuth B coobmenue aiin? CkoabKo aityioB 0MHOBPEMEHHO MOYXXHO
BJIOJKUTH B COOOILIEHHE?

11. Kak ocymiecTBUTh OTHPaBKY MOJATOTOBIEHHOTO COOOLICHHUS?

12. Kak ocymiecTBUTh TOCTaBKY BXOJHBIX COOOIICHHIT?

7.JIABOPATOPHBIE PABOTBI, IIPAKTUKYMbI

Jlanubiii Bua padoTtsl He ipexycmoTper YII.

8. TEMATHUKA KYPCOBbBIX, KOHTPOJIBHBIX PABOT, PE®GEPATOB

JlanHbli BUA paboThl He npeaycMoTpeH YII.

9. INEPEYEHD BOITPOCOB K 3AYETY

1. Knnaccudunupyiite nporpaMMHbIe cpeacTBa paboThI ¢ TeKCTOM. [IpuBenuTe
IpPUMEPBI TPOrPaMM PA3TUYHBIX TPYIIIL.

2.OnummTe Ha3HAYECHUE ¥ OCHOBHBIE 0COOCHHOCTH pemrakTopa Word.

3.Yto nonumaercs oz hopMaTupoBaHueM A0KyMeHToB? Kakumu 0coOeHHOCTSIMH
oTIMYaroTCs (hailibl TOKYMEHTOB, co3aBaeMble penakropoM Word? Onumunre
MOPSZIOK 3aIycKa U 3aBeplieHus padboTsl penakropa Word.

4.0OxapakTepusyiTe 0COOCHHOCTH CITPABOYHOM CUCTEMBI penakropa Word.

5.OxapakTepusyiTe pa3nu4Hble criocoObl 0OpaleHusI K OCHOBHOW CITPaBOYHON
cucreme pepakropa Word.

6.Kak moaxirouuTh M OTKIIOYUTH MOMOIIHHKA MO paboTe CO CIpaBKOW B pelaKkTope
Word?

7.0nuimTe BO3MOXHOCTH TIOMOIIIHUKA B peaakTope Word.

8.Kak BpIOpaTh HOBOTO MOMOITHUKA U KaK OCYIIECTBUTH €r0 HACTPOUKY?

9. OnuiIuTe MOpPsIOK MOMYyUEHUS] CTAaHIAPTHOM CIIPaBKH.

10. Onumure oO11yI0 CTPYKTYpPY OKHa - penakropa Word. [lepeuncnure
o0si3aTenbHbIC U HeOOs3aTeNbHbIE 2JIEMEHTHI HHTep(elica.

11. Onummre CTpyKTypy ONEpPallMOHHOTO MEHIO U Ha3HAYEHHE OT/EIbHBIX €TO
IYHKTOB.

12. Onummte Ha3HauYEHHE U CTPYKTYpy paboueit obmactu okHa penaktopa Word.

13. Oxapaktepu3yiiTe OCHOBHbIE HHCTPYMEHTAIbHBIE MTAHETU OKHA peaakTopa Word.

14. Onumure Ha3HaYEHHUE U CTPYKTYPY TOPU30HTAIBHON M BEPTUKAIbHON JTMHEEK
okHa pemaktopa Word.

15. Onumre Ha3HAUEHHE U CTPYKTYPY CTPOKHU COCTOSIHUS B peakrope Word.

16. Onummre crocoOb! BbI30Ba okHa HacTtpoiika. Kakre BO3MOXHOCTH UMEIOTCS B
3TOM OKHE?

17. Onummre crnocoObl 0TOOpaKeHUSI U yAaICHUs] HHCTPYMEHTAIbHBIX MTaHeIe B OKHE
penakropa Word.

18. Kakue ¢uakky BAUSIOT Ha COCTaB MEHIO M BHELTHUI BUJI MHCTPYMEHTAIBHBIX
naHenei? I'ne onn Haxoxasrea?

19. OxapakrepusyiiTe 0OBIYHBIN pexxuM. B uem ero qocronHcTBa u HemoctaTku? Kak
€ro yCTaHOBUTH?

20. JlaiiTe xapakTepucTuky riiodanpHol cetn MHTepHeT. Kak ona obpaszoBanach?

21. Kak popmupyercs u xto Beienser [P-Homep kommnbroTepa?

22. Yro npencrasisier coboil 1omeH BepxHero ypoBHa? [IpuBeante npuMepsi.

23. Yro npencrasisier cobort Bcemupnas naytuna?



MHUHHCTEPCTBO HAYKH U BBICILIETO 00pa3oBanus PO

. N Dopma
VIbSHOBCKMII TOCYAapPCTBEHHBIH YHUBEPCUTET

®-Paboyast mporpamma JTUCHUIIIMHBI

24. Kak MO>KHO OITO3HATh TUIIEPTEKCTOBYIO CCHUIKY B IOKyMEHTE?

25. Yro mpencrasinseT co0oil BeO-cTpaHulla, caiiT, HaualbHas CTpaHuLa, BeO-cepBep?

26. Kakas cxema ucrosib3yercs AJisl 3arpoca cTpaHul BeceMupHoi nayTuHbl?

27. OnumuTe OCHOBHbIE BO3MOXHOCTH JIEKTPOHHOM MOYTHI.

28. Yro Takoe coodmerne? 13 uero oHo MOXKET COCTOSITh?

29. Yo Takoe MpUCOETUHEHHBIN (hailyl U UTO OH MOXKET coJlepKaTh?

30. [Tepeuncnure u 0XapaKTepU3yuTe OCHOBHBIC ONEPAIIUU C BXOAAIIUMHU U
UCXOJSAIIUMU COOOIIEHUSMHU.

31. /s yero Hy>kHa TeMa COOOICHUS?

32. Kak ocymectBisgercs noaxitouenue k Marepuery? Kak oTkimouuTsest ot
WuTepuera?

33. JInsa yero npenHasHayeH penakrop Paint? Onuimmre ero OCHOBHbIE BO3MOXHOCTH.

34. JIns yero npeqHa3HayeHa 0071acTh pUCOBAHUS?

35. JIns 9ero ciy>KUT MaHeNnb HHCTPYMEHTOB? OnuimTe e€ CTpyKTypy.

36. Jlns yero npumensiercs nanurpa? Onuiute e€ CTpyKTypy.

37. Onumure Ha3HaYeHUE U MOPAIOK paboThl ¢ MHCTpyMeHTaMu JlacTuk, JIunus,
Kpusas, IIpsimoyronbnuk, Dmaunc, MHoroyroinsHuk, Pacnbuinrens, 3anuBka.

38. Kax BBIMOJTHSAIOTCS CXKATUS, pAaCTSHXKEHUS U HAKJIOHbI (pparmMeHTa?

39. Uto Takoe pororpadupoBanue 3xpana? Kak ero BHITOIHUATE?

10. CAMOCTOSATEJIBHASA PABOTA OBYYAIOIIIUXCA

dopma 0OyueHUs OYHO-3304Has
Has3Banue Bun camocrositensHO# paboThbl O0bem B ®opma
pasenioB U TeM Jacax KOHTPOJIS
1.Mnpopmariis [IpopaboTka yueOHOrO MaTepuana 1 IIposepka
u
eIIeHus 3a1a4
00ILIIeCTBEHHOE p A
pa3BUTHE.
2. IlepBuymbie [IpopaboTka yueOHOTO MaTepuaia 1 [TpoBepka
MOHSTHSA
[ICHUS 3a/1a4
HHGOPMATHKH. pere 3an
3.0cHOBBI I[TpopaboTka yueGHOro MaTepHana 2 ITpoBepka
XpaHCHHA peleHus 3a1a4
UH(pOpPMaIUH B
KOMITIBIOTEPE.
4.AnnaparHeie [IpopaboTka yueOHOTO MaTeprata 2 [TpoBepka
CpeacTBa
KOMITBIOTEPHBIX pelicHuA 3ajad
ceren.
5.Ilonsrne [IpopaboTka yueOHOrO MaTepuana 2 IIposepka
IIPOrpPaMMHOTO
IIICHUS q
o0ecrieueHusl. pete 3ala
6-0(<13)HOBH [IpopaboTka yueOHOTO MaTepHaia 2 [IpoBepka
rpauyeckoro
" ICHUS q
uHTepdeiica petlicHuA 3ajia
OnepanoOHHON
CHUCTEMBI
Windows.
7. baszossie [IpopaboTka yueOHOTO MaTepuasa 2 [TpoBepka
TTOHSITHS "
elIeHHs 3aa4
CpeacTBa p Al
ONEpPaMOHHOM
CHCTEMBI
Windows.
8. CmpaBouHas [IpopaboTka yueOHOTO MaTepHaia 3 [Tposepka
cUCTEMA
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Windows. pelieHns 3a1a4
9. ®ainoBsIii IIpopaboTka yueOHOrO MaTepuana IIposepka
MEHEDKE. pelneHus 3a1a4
10. AnTnBHpYC [IpopaboTka yueOHOrO MaTepuana IIpoBepka
HBIE CPEJICTBA. pellIeHHs 38724
é)l .ApxuBarus [IpopaboTka yueOHOTO MaTepuana [TpoBepka
AIIOBBIX

OGLEKTOB. peuieHus 3a1a4y
12.Yxon 3a ITpopaboTka yueOGHOro MaTepuana ITposepka
ANCKOBBIMU peleHus 3a1a4
yCTPOMCTBAMHU.

13.IIpocTenm
€  HacCTpoMKu
ornepanoHHON
CUCTEMBI.

IIpopaboTka yueOHOrO MaTepuana

IIposepka
penieHus 3aaa4y

14.TekcTOBBIH
Kggaxrop

icrosoft
Word.

[IpopaboTka yuebHOro MmaTepuana

[IpoBepka
peuieHus 3a1a4y

15.AnTepdetic
IIPOTPaMMBI
MS Word.

[IpopaboTka yueOHOrO MaTepuana

IIposepka
penieHus 3a1a4y

16. PabGora c¢
TEKCTOM B MS
Word.

[IpopaboTka yueOHOTO MaTepuaa

IIpoBepka
peleHus 3a1a4d

172-1 @5%617?” g [IpopaboTka yueOHOrO MaTepuana IIposepka
EEICTGMG pelieHus 3aaau
Windows XP.

18. [IpopaboTka yueOHOTO MaTepuaia [TpoBepka
ONeKTpOHHbBIE pelieHus 3aaa4d
Tabmuier MS

Excel.

19. [IpopaboTka yueOHOTO MaTepuaia [IpoBepka
Crannaprusre peleHus 3anau
JIeNCTBUS B

nporpamMmme MS

Excel.

20. ®opmysl B [IpopaboTka yueOHOTO MaTepHuaa IIpoBepka
MS Excel. pelieHusd 3a1a4
21. bassl [IpopaboTka yueOHOTO MaTeprata [IpoBepka
AHHEX MS pereHus 3aa"
22. [IpopaboTka yuebHOrO MaTepuata [IpoBepka
IIpoexTupoBan peleHus 3a1a4
W€ U CO3aHue

CTPYKTYPBI

0a3bl JaHHBIX.

23. OCHOBHEBIE

[IpopaboTka yuebHOro maTepuana

[IpoBepka

HOHATHS U peleHus 3aaa4
OIpe/ICTICHHUSL.

24, [IpopaboTka yueOHOrO MaTepuana ITpoBepka
O6o3peBarenb pelieHus 3aaau
Internet

Explorer.

25. Ilporpamma

[TpopaboTka yueOHOro MaTepuana

[IpoBepka
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Outlook
Express.

perieHus 3aaaqd
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11. YYEBHO-METOANYECKOE U HWH®OPMAIIMOHHOE OBECIIEYEHUE
JUCIUITIMHbI

a) CnucoK pekoMeHayeMoil JTuTepaTypsbl
OCHOBHasi

1. XKypasnesa, T. FO. Madopmanmonnsie Texnomorun : yueoHoe nocodue / T. 0. XKypasnesa.
— Capatos : By3osckoe o6pa3zoBanue, 2018. — 72 ¢. — ISBN 978-5-4487-0218-1. — Tekcr :
ANIEKTPOHHBIN // DnektponHo-OmOnMmoTeunass cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/74552.html
2. HcaxoBa, A. 1. Undopmannonnsie TexHoioruu : yuedHoe mocobue / A. U. McakoBa. —
Tomck : ToMckuii rocynapCTBEHHBIH YHUBEPCUTET CHCTEM YIPABICHUS M PATUOIIEKTPOHUKH,
2013. — 206 c. — ISBN 2227-8397. — TekcT : 3MeKTPOHHBIH // DIEKTpOHHO-OMOIMOTEYHAs
cucrema IPR BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/72056.html
JAOTOJTHUTEIbHAS
3. HoBoxxunoB, O.II. HMudopmatuka: ydeOHMK i OpuKIagHoro OakanaBpuara /
O. I1. HoBoxwumnoB. — 3-e usn., nepepad. u pon. — Mocksa : U3gatensctBo FOpaiit, 2017. —
619 c.— (bakanaBp. Ilpuknmamnoit kypc). — ISBN 978-5-9916-4365-8. — Teker
anekrpornbii // OBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/406583
4. Kaiimun Buranuit AnonbdoBuy Mudpopmaruka:yueOnuk s By3os/Kaiimun Buranwmii
Anonsdposud.-M.:MTH®PA - M,2017.-285 c.
5. CrenanoB Amnaronmuit HukomaeBnu MudopmaTtuka:yuebHoe mocobue i By30B/CTenaHoB
Amnaronuit Hukomnaesuu.-CI16.:ITutep,2018.-764 c.
6. Yrpunosuu Huxkomait [ImutpueBuu IIpaktukym no uHpOpMaTuke U HH(POPMALMOHHBIM
TEXHOJIOTHSIM:TPaKTUKyM/ YrpuHosnd Hukomait Imutpuesny,bocosa JI. JI.,Muxaiinosa H. U..-
M.:bunowm : JlaGopartopus 3nanmii,2016.-394 c.
y4eOHO-MeTOoAuYecKas

CornacoBaHo:

/ / /

JIoIKHOCTB COTPYAHMKA HAYYHON OMOIHOTEKH [)5(0) TOAIHChH jata
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0) [IporpamMmmHoe obecnevyeHune

Microsoft Windows
Microsoft Word

Microsoft Exel

Microsoft Word Pad
Microsoft Paint

Microsoft Internet Explorer
Microsoft Outlook Express
Microsoft Access

B) IIpodeccuonanbubie 0a3bl JAHHBIX, HHGPOPMAIIHOHHO-CIIPABOYHbIE CHCTEMbI

1. DnexkTpoHHbIi Katanor oudnuoreku Yal'y.
2.Cucrema TAPAHT: 31€KTpOHHBINA NEPUOANYECKUNA CIIPABOYHUK [ DJIEKTPOHHBIN
pecypc]. — Onextp. nan.(7162 M6: 473 378 nokymenTtoB). — [b.u.,199-].

3. ConsultantPlus: cnpaBo4HO-OMCKOBast cucTeMa [DNEKTPOHHBIA pecypc]. — DiekTp.
nan.( 733 861 noxymentoB). — [b.u.,199-].

CorjacoBaHo:
/ / /

JomxHocts cotpyanuka YUTuT [)5(0) TMOJUTHCh nara

12. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JTUCHUIIJIMHBI:
AynuTtopuu 11 IpOBeIEHHs JIEKIUH, CEMUHAPCKHUX 3aHATHUH, 7S IPOBECHUS TEKYIIETO
KOHTPOJISl U IPOMEKYTOUHON aTTeCTAllUY, TPYIIIOBBIX U MHAUBUYaIbHBIX KOHCYJIbTALMH.
AynuTopuH yKOMIUIEKTOBAHbI CIEIHATU3UPOBAHHON MeOenbio, y4eOHOH JTOCKOH.
AymuTtopun JUIsl IPOBEAEHUS JEKIUH 00OpYyJOBaHbl MyJIbTUMEAUNHHBIM O0OPYAOBAaHHEM IS
npenocTaBieHuss MHPopMauuu Oonbumiol aymutopud.  [lomemeHus UIsi caMOCTOSITETIBHOM
pabOThl OCHAILIEHbl KOMIIBIOTEPHOW TEXHUKOW € BO3MOXHOCTBIO IOJKIIOYEHUS K CETH
«aTepHeT» M obecneueHHEM JOCTyNa K SJIEKTPOHHOH HMH(pOMAIMOHHO-00pa3oBaTeIbHON
cpene, AIEKTPOHHO-OMOINOTEUHON CUCTEME.

13. CHEIJMAJIBHBIE YCJIOBUA JJIS1 OBYYAIOIUXCS C
OI'PAHUYEHHBIMU BO3MOXKHOCTSAMMU 310POBbSI

B cmyuae HeoOXxomumocTh, OOydarOIIMMCS W3 4YHCIa JHIl C OTPAaHHYCHHBIMH
BO3MOXHOCTSIMH 37I0pOBbsI (IO 3asBJICHUIO OOYYaroIerocs) MOTYT MpeajiaraThCsi OJHU U3
CIeNyIONNX BAPHAHTOB BOCHPHUATUS HMHGOPMALMK C YYeTOM MX HHAMBHAYAIbHBIX
NCUXO(PU3MYECKUX 0COOEHHOCTEH:

— JUI JWIl C HapymEeHUSMH 3PEHHs: B MeYaTHOW (opMe yBEIWYEHHBIM HIPH(TOM; B
¢dopMe SIIEKTPOHHOTO JOKyMeHTa; B ¢opme aynuodaiina (mepeBoj] y4eOHBIX MaTepHajoB B
aynnodopmar); B medaTHoOil ¢opme Ha s3bIke bpaiinsd; WHAWBUAYaTbHbIE KOHCYJIBTallUU C
NpUBJICYEHHEM TH(HIOCYPIONEPEBOAYNKA; WHANBU Iy bHbIC 3a/IaHHS U KOHCYJIbTALIUH;

— JUId JMIl C HapyUOICHUSIMHM CIyXa: B TIe4aTHOH ¢opme; B (opMe >IEKTPOHHOTO
JOKYMEHTA; BUI€OMAaTepUalIbl C CyOTUTpaMH; HHIUBUyaJIbHbIE KOHCYJIBTAIIUU C TIPUBJICYCHUEM
CypIONepeBOAYNKA; HHANBHU Iy bHbIC 3a1aHHUS U KOHCYJIbTAllUH;

— IS JUI] ¢ HapyIIEHWSMH OIOPHO-JBUTATEeNIFHOIO amrmapara: B NedaTHOH Qopme; B
dbopMe DdIEKTPOHHOTO JOKyMeHTa; B ¢dopme ayauodaiina, HHIUBUAyaJIbHBIC 3aJaHHs H
KOHCYJIbTaIHH.
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Pa3pabotunk

MOANCH JTOJDKHOCTD [)5(0)



