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BCTYII

Ha cydacHoMy erami pO3BHTKY CYCHUIBCTBA HIII0O HE PO3BUBAETHCS TAaK IHTEHCHBHO, SK
iH(popMaTHKa Ta KOMIT I0OTEpPHA TexHika. Baxkko 3HaiTH cdepy AISUTBHOCTI, Ae¢ O He 3aCTOCOBYBAJIH-
Csl KOMIT FOTE€PH, TIPU I[bOMY 00JIaCTh IXHBOTO BUKOPHCTAHHSI CTAE BCE IUPIIOKO.

Po3pobOka mporpaMHUX KOMIUIEKCIB, IHTEPHET, €JEKTpOHHA IOIITa, CIeliaNi3oBaHi IMpo-
IpaMHi 3aC00M B PI3HOMAHITHUX TATy3IX HAYKH, TEXHIKHA, CKOHOMIKH, CHEPTeTHKHU, IPOMHUCIOBOCTI
Ta CUIBCBKOTO TOCIOAApPCTBA, MYJIbTHMEIiMHI 3aco0M, HapeIITi, BOHH TPOCTO BHUTICHWIN
JPyKapChKi MAIIMHKU — OCh JaJICKO HETIOBHUH TEPEIliK BUKOPUCTAHHS CyYaCHUX KOMIT FOTEPIB.

OpHak crioyaTKy BOHHM TMpPHU3HAYAIUCS JJIi BUKOHAHHA 00 €MHHX 1 TPOMI3AKHX OOYHCIIO-
BaJILHUX POOIT, K1 OyJIM HE MiJ CHITY JIFOAMHI, paXiBHHIN Ta KaabKyasaTopy. ToMy i 3apa3 onaHyBa-
HHS KOMIT FOTEPHOI TEXHIKH y By3aX HEMOJJIMBE HE TUTHKM 0€3 HAaBUYOK OBOJIO/IIHHS KOMIT IOTEPOM
Ha piBHI KOpUCTyBaya, ajie i 0e3 BUBUCHHsI OCHOB aJITOPUTMI3aIlii Ta MporpaMyBaHHS.

3aB1aHHAMH BUBYEHHS HABYAJIbHOI AUCUHUILTIHHU €:

- O3zHalfoMIIeHHS 3 anapaTHOIO peasizalli€lo MepCOHaIbHUX KOMIT IOTEPIB Ta MpaBUIaMU
TeXHIKM Oe3neKH Mpu poOOTi Ha MEPCOHATLHUX KOMIT I0TEpax.

—  BuBdYeHHs 0cHOB po0OTH 3 omneparniifHo cucteMoro Windows.

—  BuBYeHHs OCHOB POOOTH 3 MPHUKJIAAHUMHU MPOrpaMaMiy 3arajibHOro NMpu3HaueHHsS MS
Office.

- BuBueHHS OCHOB KOMIT IOTEpHOI rpadiky.
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TEMM JJI1 CAMOCTIMHOT'O BUBYEHHS

Tema 1. 3aranbHi M0JI0KeHHSI TA NOHATTSA NPo iHGoOpMATHKY

Indopmaruka: npenmet Ta 3apnanus. Pons iHpopMaTuky y cydacHoMy cycrinbeTBi. [IoHSATTS Tpo
iH(dopmartito; i BracTuBocTi. [HGopMarliiiHi cuCTeMU: 3arajabHE YSIBJICHHS, CTPYKTypa Ta Kiaacudi-
Kailis. EKCKypc B ICTOpi0 CTBOpEHHsI KOMII ‘OTepiB. ApXiTekTypa cydyacHoi EOM, ocHOBHI OJ0KH
Ta BY3JIM MIEPCOHATIBHOTO KOMII‘IOTEpa: MPUCTPOT BBEACHHS, MPUCTPOI BUBEICHHS, CUCTEMHI MPHU-
CTpOi, MPHUCTPOI MaM ‘ATi, IPUCTPOI 11t poOOTH B Mepexi. OcHOBHI moHATTS. IlinroToBka 10 podo-
TH, BMHKAHHS Ta BAMUKaHHS KOMII FOTepa, MiTPUMKa B pOO0OYOMY CTaHi, 3armo0iraHHs MOIIKOIKE -
HHSIM.

Tema 2. OcnoBu poooru 3 OC Windows

Knacudikamis nporpamHoro 3abe3neueHHs. CrucremMHe mporpaMHe 3a0e3MedYeHHs: OomepalliiHi cu-
CTeMH, CHCTEMH TPOrpaMyBaHHs, cepBicHI mporpamu. [Ipukinamane nmporpamue 3a0e3MeYeHHs: TEKC-
TOBI TPOIIECOPU Ta BUAABHUYI CHCTEMH, TpOrpaMu rpadikd i mpe3eHTamii, eJIeKTPOHHI TabIuIi,
CUCTEMH YIIpaBJIiHHSA 0a3aMW JTaHWX, IHTETPOBAaHI CHCTEMH, IHTCIICKTyallbHI CHUCTEMH, 1H(pOpMa-
[[IHHO-TIONITYKOBI CUCTEMH.

Tema 3. OcHoBu po00TH 3 TeKCcTOBUM npouecopom MS WORD

Crocobu 3amycky Word. Enementn BikHa Word. Ilo3umii Ta nupektuBu MeHro. I[lanemi
IHCTPYMEHTIB, KOOpPJAMHATHA JIiHINKA, PSIJOK CTaHy, NEPEKIIOUYCHHS PEKHUMIB BCTaBKa/3aMIIICHHS,
KOJIOHKa MapKyBaHHs. BikHO pokymeHTa. EnemeHTH cTopiHKM. Pexxumu meperisity TOKYMEHTY.
Cniocobu BuaineHHs ¢parMeHTiB TekcTy. KormiroBaHHS Ta mepeHoc. BUBUEHHS CTPYKTypH BiKHA
MS Word. Beenenns ta pegaryBaHHsl TEKCTY, poOoTa 3 pparmMeHTaMu TEKCTY (BUALICHHS, BUIAJIE-
HHA y Oydep, KOmiroBaHHs, BCTaBKa, BHUJajcHHs). DopMaTyBaHHS CTOPIHKH, a03aily, CHMBOJIIB.
BcranoBienHst napameTpiB cTopinku Ta mpudrty. Po3ainenus/3mutTs psakiB. 30epexenHs ¢airy B
ocoOucTiii maniii. BctaHoBICHHST mapaMeTpiB 30epeKeHHs. 3aBepIIeHHs POOOTH MPOTpaMu 3 BHU-
KOPHCTaHHSIM MUIII Ta /a00 KIaBiaTypH.

Tema 4. JlonatkoBi mo:xxauBocti MS WORD

[labnonu. CTBOpEeHHsSI THUIIOBUX TOKyMEHTIB. PenmaryBaHHs maOJjoHIB Ta CTBOPEHHS BIIACHHUX.
[TonsaTTs ipo ctumi. Buau ctuiiB. bidmioteka ctuiiB. OcobauBocTi hopMaTyBaHHS TOKYMEHTY 3a
nonoMororo  Oiomiorekn ctuiniB. @DopMaTyBaHHS CTOpiHKM, a03amy, cumBoidiB. Poborta 3
¢dparmenTamu TekcTy. PoboTa 3 tokyMeHTamMu Bearkoro 00‘emy. ABropedepat. CTBOPEHHS 3MiCTy
JIOKYMEHTIB. 3HOCKH Ta MpUMiTKH. PoOoTa 3 aekinpkoma qokymMeHTaMu. 3nutTs. [IpusHadenHs ta
0COOMBOCTI BUKOPHUCTaHHS. 3axXHUCT JOKyMeHTY. OcoOJMBOCTI CTBOpeHHs MakpociB B Word.
3aKmaiku Ta TiMepTeKCTOBI MOCUIIAHHS.

Tema 5. OcnoBu poooTH 3 TadamuHuUM npouecopom MS EXCEL

[Tpu3HayeHHs, OCHOBHI TEXHIUHI XapaKTepPUCTUKHU Ta QyHKIiIOHaTbHI MoxiuBocTi Excel. Ocobmu-
BoCTi (haiiniB, mo reHepyroThes Excel. Bapiantu 3anmycky Excel. Enementu BikHa. Psamok dopmyn
Ta psAgok crtany. PobGounit nmuct. CTpykTypa, KUTBKICHI XapakTepucTukd. Moaudikamis mmcra.
Kowmipka. Xapakrepuctrka xomipku. OmepaHau Ta omepaTopd, THIH omnepaTtopiB. Hasiramis mo
po0OYOMY JTHCTY 3 BUKOPHUCTaHHSM MHIII Ta KiaBiaTypu. BcraBka, BUmaieHHs, nepeiiMeHyBaHHS
pobounx nucTiB. BBeneHHs nanux ta popmyi B KOMipKd. PenaryBaHHs BMiCTy KOMIPKH.

Tema 6. Po6oTa 3 popmysiamu Ta giarpamamu

Jianazonu komipok. Buznauenns, tunu. PoboTa 3 miamazoHamMu KOMipoK (HaitMeHYBaHHs, BUIAJIC-
HHS B Oydep, KomitoBaHHS, BcTaBka). PopmaTyBaHHs KOMIpOK, (opmaT uncen Ta aar. OdncTka
koMipok. [Iporpecii. Po6oTa 3 nmpoctumu dopmynamu. KomiroBanHs ¢hopmyi. AOGCOMIOTHI Ta Bij-
HOCHI azapecu. [IpucBoroBaHHS iMEH KOMipkaM Ta fiama3oHam koMipok. Ilocmmanus. BOynoBawni
¢yskmii. [Ipu3HadeHHs, CUHTaKcuC, Kareropii, Tunu. [lpukinanm BUKOpPUCTaHHS BOYIOBaHUX
MaTeMaTHYHUX, CTATHCTUYHUX Ta JOTiYyHMX (yHKUid. Brmageni ¢yskmii. ®opMynu MacHBiB.
CtBopeHHs QyHKIIINH KopucTyBaya. DyHKINIT MEpEeBIPKH BJIACTUBOCTEN Ta 3Ha4eHb. I padiuna mija-
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TpuMKa Tabmuik. Pobota 3 mMaiictpom miarpam. @opmatyBanHs miarpam. IlIBuake cTBopeHHs nia-
rpaM. 3alaBaHHS THUITy CTBOPIOBAHOI 3a yMOBYaHHSAM Jiarpamu. 30epekeHHS poOouY0i KHUTH.
ABTO30epexeHHs. BcraHOBIIEHHS piBHS AOCTYIY 10 KHUTH, 110 30epiraeTscs. BuBeaenus po6oyo-
ro JIKCTa Ha JApyK. Jlucneruep 3BITiB.

Tema 7. lonatkoBi mo:xxauBocti MS EXCEL

Cuenapii. BuxopuctanHs 3BiTy O CLEHapisM JJIs aHaNi3y AiSIIBHOCTI MiJIPUEMCTBA BIPOJIOBK
nesikoro 4yacy. Maxkpocu. [Ipu3HaueHHs Ta ocobauBocCTi cTBopeHHs. CrocoOu 3amycKy MakpociB.
CTBOpEHHS aKTHUBHOI KHOMKH. 3B‘S3yBaHHS MaKpOCy 3 aKTHBHOIO KHOIKOIO. [lepermsan TekcTy
MakpocCiB Ta 00‘eTHaHHs (parMeHTIB PI3HUX MAaKpOCiB B 0JHOMY. PenaryBanns makpociB. Oco0im-
BocTi cuHTakcucy Excel Basic. Ilpocrimn xonctpykmii Excel Basic. HamaromkyBanHs maHemnei
ynpasininHsa Ta MeHio Excel. CTBopeHHS MiKTOrpaM Jyisi KHOTIOK MaHemnel ymnpaBiiHHs. IMmopt Ta
€KCIIOPT JAAHUX. 3aBEpILIECHHS pOOOTH IPOrpamMu.

Tema 8. Po6ora 3 npezenranismu B MS POWERPOINT

OcHoBu po6otu 3 pezeHTaisiMu. CTBOpEHHS CIaliB. 3aIyCcK JeMOHCTpAIii.

3ABJIAHHSI JJISI CAMOCTIMHOI POBOTH 3/I0BYBAYIB BUIIIOI OCBITA
CTBOpUTH TIPE3EHTAIIII0 Ha OJHY 13 3alPONIOHOBAHUX TEM

Icropist nepmmx npoektisB EOM.

IcTopis cynepkomm'toTepis.

IcTopist pO3BUTKY KOMITIOTEPHUX MEPEXK Ta MEPEKHUX O0UHCIICHb.

CraHOBIJIEHHS Ta PO3BUTOK Mepexki [HTepHeT.

IcTopist cydyacHUX TEXHOJOTiH MPOrpaMyBaHHs Ta MPOSKTYBAaHHSI.

IcTopis po3BUTKY MeTOIiB KoMI'toTepHOT Tpadiku. KoMi'roTepHi irpu.

OcHoBHi eTany iH(pOpMaTH3aIlil CyCIIbCTBA.

IcTopis cuctem momyky iHGopMmariii.

Icropist po3BuTKY oneparniitaux cucteM Windows.

ATnbTEepHATUBHI OMNeparliiHi CHCTEMH.

KonyBanns indopmartii.

IcTopis cucrem 30epexxeHHs iHpopMaIlii.

JlocnmipkeHHs B 0071aCTi IITYYHOTO IHTENEKTY.

IcTopis HelipoKiOepHETHKH.

Ictopist cucrem po3mizHaBaHHS 00pasiB.

IcTopis MammHHOTO MEepeKamy.

Icropist kpunrorpadii.

IcTopis koMn'toTepHUX BIPYCIB.

AHTHBIpYCHI TPOTPaMH.

IcTopis po3BUTKY KOMI'FOTEPHOTO MipaTCTBA Ta CUCTEM 3aXHUCTY iHPOpMAaIIii.

kigmuBuid BIUTMB KOMITIOTEPY Ta CIIOCOOU 3aXHCTY.

CrminkyBaHHS B Mepexi [HTepHeT.

ComianbHi Mepexi.

CuctemMu eNeKTPOHHUX TUTaTeKiB. EnekTpoHHi rporri.

CAIIP (cucremu aBTOMaTHU30BaHOIO TPOEKTYBAHHS)

[ndopmariiiina 6e3mexa

CyuacHi NIpUYUHH Ta KaHAJM BUTOKY iH(OpMaIlii B KOMI'TOTEpHUX MEpexkax

CyuyacHi MeTou 3axucTy iHpopmarrii

Indopmariiina BiitHa

YTUIITH A1arHOCTUKH KOMIT'IOTEepa

KBaHTOBI KOMI'TOTEpH

PactpoBa, BekTopHa Ta ¢paktanpHa rpadika. ['padiuni pegakTopu.
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CucteMu po3IiZHaBaHHS TEKCTY

Indopmariiini TexHonorii y kpunrorpadii
[Hdopmartiiini TeXHOJIOTT Y BIICHKOBIH crpaBi
Indopmariitni TexHOMOTIi B OCBITI
[Hdopmartifini TEXHOJIOTIT B MEAUITHHI
CucteMu aBTOMaTH30BaHOTO MEPEKIIATy TEKCTY
['eoirndopmarriitHi cuctemMu
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MACHB TECTOBHX 3ABJIAHb, AKA BUHOCSTHCSI HA 3AJIIK

Ne Texcm 3a60amnHs
3/n

OmuH GaliT e € ...

2. [TpucTpiit Ans BUBOAY Ha €KpaH TecTOBO1 Ta rpadiuHoi iHpopMaIllii Ha3uBa€eThCS:
BusHaueHHs1 3aifHSATOr0 Ta BUILHOTO 00CATY Tam’sTi Ha JOTIYHOMY AWCKY 3IiHCHIOE-
TBCS Uepes:

4. [lepepaxyiTe MOXKIIMBI CTAaHU aKTUBHOTO BikHa Windows:

5. KonrekctHe meHio 00’ekty Windows BUBOJIUTB:

6. Hatimenmia onuauts indopmarii 1ie € ...

7. BkaxiTh 30BHINIHIN 3amaM’ATOBYIOUMIA HPUCTPINl KOMIT'I0Tepa, sIKUKH Moxe 30epiratu
HaHOUILIINI OOCAT TaHUX:

8. BkaxiTh NpUCTPOi 30BHIIIHBOI 1AM’ SIT1 KOMIT I0TEpa:

9. BxaxiTh MpUCTPOi BHYTPIIITHLOT 1TaM’SITI.

10. BkaxiTh OCHOBHY BJIACTUBICTh MOJIEMA.

11. BxaxiTh HOCIH, IKUI € ONTUYHHM.

12. BkaxiThb OCHOBHUU MPUCTPii KOMIT'I0Tepa, MPU3HAYCHHUH IS KepyBaHHA BCIMa MOro
MPUCTPOSIMU Ta BUKOHAHHS apu()METUYHHX 1 JIOT1UHUX OMepaliil HaJ JaHUMHU.

13. BkaxiThb, e 1 konu OyJ10 CTBOPEHO MEPIIY B CBITI €EKTPOHHO-OOUUCIIIOBATIBHY Mallld -
HY.

14. BkaxiTh Ha3By KOMIUIEKCY TEXHIYHMX 3ac00iB, HEOOXIAHHUX Uil (YHKIIOHYBaHHS
iHbopMaIlifHOT cHuCcTeMHU:

15. BkaxiTh, e 1 Ko OyJ0 CTBOPEHO MEPINy BITYM3HSHY €JIEKTPOHHO-OOUYHCIIOBAIBHY
MalIuHYy:

16. BkaxiTh XapaKTepUCTHKU MOHITOPIB KOMIT IOTEpa.

17. BkaxiTh BUOM ONTHYHUX IUCKIB, 3 SIKMX HE MOJKHA BHIAIATH JAaHI Ta Ha AKI MOXKHA
3aIMcaTy JaHi KiJibKa pa3i..

18. BkaxiTh XapaKTepUCTUKH KOMII I0TEpa, SIKI BBAKAIOTHCS CYTTEBHUMH IIPH T000pi Horo
KOHirypartii.

19. BkaxiTh NpUCTPOI, sIKI HAJIEkKATh /10 MAHIITYJISITOPIB.

20. BkaxiTh cIiIbHI €JIEMEHTH, sIKi MICTSTh BikHa nporpam 3 nakera MS Office.

21. BxaxiTe MpUCTPOi, SKi POSMIIIYIOTHCS HA MAaTEPUHCHKIH TUIATI.

22. BxaxiTh BIaCTUBOCTI ITpoIiecopa.

23. 3a OJIMHUII0 BUMIPIOBAHHS KUIBKOCTI iH(MOpMaIlii MpUHHATHH ...

24. BxaxiTh KUl 3 MPUCTPOIB HE BITHOCUTHCS A0 NepudepiiHuX:

25. Bkaxith, 1110 3 IepepaxoBaHOro € “MO3KOM”~ KOMI K0Tepa:
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26. OnepatvBHa 1aM’sITh PU3HAYEHA!
27. Bineo kapra npu3HayeHa:
28. Tomnooris, By3/1 siK01 3’ €HaH1 JIIHISIMHU 3 IICHTPATLHUM BY3JIOM, HA3HBAETHCS:
29. DYHKIIS MPOIIEcopa MOJIATAE B:
30. BkaxiTh, 1110 HE BIAHOCUTHCS 10 OCHOBHOTO MapaMeTpy npolecopa:
31. I1lo € OCHOBHOIO XapaKTEPUCTUKOIO Mpoliiecopa?
32. Skuii MyHKT MEHIO JI03BOJISIE HACTPOITH MaHeh 1HCTPYMEHTIB TEKCTOBOTO MpoIlecopa
Word?
33. [Tpu Habopi TekcTy B penakropi Word knapima Enter BUKOPUCTOBY€ETHCS [UIS:
34. 11106 B MOTOYHOMY JOKYMEHTI MOYAaTH HACTYMHUN PO3/LI 3 HOBOI CTOPIHKH, HEOOXiTHO:
35. B skoMy MyHKTI MEHIO MOXHA HAJTAIITYBAaTH MapaMeTpPH CTOPIHKH MOTOYHOTO JOKY-
MeHTa?
36. Skux cnmckiB Hemae B pepakropi Word?
37. 3a 10moMOror0 SKOTro BOY10BaHOTO B peakTop Word 00’€kTa MOKHA BCTABUTHU B JIOKY-

MEHT MaTeMaTu4Hi popmymu?

38. B sikoMy IYHKTI MEHIO MO>KHA HAJIAIITYBATH ITApaMETPH MEPEBIPKU MPABONHUCY?

39. 11106 3anucaTu JOKYMEHT Ha MAarHiTHUM HOCI HEOOX1THO BUKOPUCTOBYBATH KOMaHIY:
40. SIke ocHOBHE po3uIMpeHHs (ailiiB, CTBOpeHUX B penakropi Word

41. [Ilo Take KoJOHTUTYT?

42. Slki mapametpu hopmMaTyBaHHSI MOYKHA HAJIAINTYBATH B A1aJIOTOBOMY BikHI A03ar?

43. [1lo He MOKHA HAJIAMTYBAaTH B JiasioroBoMy BikHi [pudt?

44. BubepiTh HenpaBWIbHMIA CIOCIO MEPEX0y BiJ OJHIET KOMIpKH TaOJIUIII B 1HIIY:

45. 1o BigOyBaeThcs MpH HAaTHCKaHHI KiaBimi Howme:

46. BkaxiTh Bci OCHOBHI npuiiomMu popMaTyBaHHS TEKCTY:

47. BkaxxiTh HalMEHIIHIA cTaHAAPTHUN MacIITad 3MEHIIIEHHS TEKCTY:

48. Komanpa jist BCTaBKH CHCiaTbHUX CHMBOJIIB:

49. JUist BUUJIEHHS YChOTO IOKYMEHTY HEOOXi/THO HATUCHYTH:

50. KomOiHartist KJaBinI Jyisi BCTaBKH (PparMeHTa TEKCTY:

51. BkaxiTh BCi TUIIM BUPIBHIOBAHHS TEKCTY:

52. Konu GyBae HegocTynHa koManaa Berasutu B MeHto [IpaBka:

53. BxaxiTh mapameTpy HaJIAIITyBaHHS a03aIly:

54. BxaxiTe npuiiomMu i 3aco0M aBTOMaTH3allii pO3POOKH JOKYMEHTIB:

55. Bxkaxith 00’ekT TekcToBoro nokymenta MS Word, sikuii Mae Taki mapameTpu: po3mip

TIOJTIB, OPIE€HTAITiS, PO3MIp Hanepy.

56. BkaxiTh 00’€KT TekcToBOrO oKymMeHTa MS Word, sikuii Mae Taki mapameTpH: BiACTYTI,

BHPIBHIOBAHHSI, IHTEPBAJL.

57. Bkaxith HaliMeHyBaHHs pefakTopa ¢dopmyn B mporpami Microsoft Word:
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58. Komanna 11t po30UTTS TOKYMEHTY Ha KOJIOHKH :
59. BkaxiTh nmpaBuiibHE 3aKIHYEHHS TBEpKEHHs: “BHpiBHIOBaHHS 3ac00aMU TEKCTOBOI'O

npoiiecopa 3ajae...”

60. BxaxiTh KOMaH]y 3alyCKy penakTopa hopmy:

61. Bxaxite 00’ekT TekcToBoro mokymenta MS Word, sikuii Mae Taki mapaMeTpH: CTHIIb

HaKpECJIEHHS, PO3MIp, KOJIIP TEKCTY.

62. BxaxiTe oneparii penaryBaHHsi CTPYKTYp TaOJIHIIb:

63. BkaxiTh KOMaHJy 3amycKy 3aco0y CTBOPEHHSI Jliarpam:

64. OcHOBHUMH (PYHKIIISIMH TEKCTOBUX PEIAKTOPIB €:

65. s 3aBanTaxkeHHs: nporpamu Microsoft Word Heo6xigHO

66. OcHoBHUMH (QYHKIISIMU (pOpMATYBaHHS TEKCTY €:

67. OcHoBHHMHY (DYHKIIISIMH pefaryBaHHs TEKCTY €:

68. Psi/10K MEHIO TEKCTOBOT'O IIPOIECOPa MICTHUTh:

69. @parMeHTOM Ha3UBAETHCSI:

70. AGzar — 1e:

71. BkaxiTe mpaBuiIbHE 3aKiHYCHHS TBEpKEHHA: “CTpyKTypa IOKYMEHTa TEKCTOBOTO

npouecopa Microsoft Word — ne...”.

72. Konu 3’siByisieThCcsl cMyra NpoKpyTKHU y BikHI Windows:

73. Jlnst BUOIPKOBOTO BHUIIICHHS JEKUTBKOX 00’€KTIB HEOOXITHO CKOPUCTATHUCS JIIBOIO

KHOITKOFO MUIIT 3 OJHOYACHO HATUCHYTOIO KJIABIIIEIO:

74. Bxaxite nii, siki Hayexxatb 10 (popmaTyBaHHS TEKCTY B CEPEIOBHIII TEKCTOBOTO IMPO-
ecopa MS Word.
75. BkaxiTh BiIOMOCTI, SIKi MOXXHa aBTOMAaTHUYHO JIOJIaBaTH /10 KOJOHTHUTYJIIB JOKYMEHTIB,

10 CTBOpeH1 3acobamu Microsoft Word.

76. BxaxiTh HeIPYKOBaHI CUMBOJIHN
77. BkaxiTth fii, SiKi MO>KHAa BUKOHYBATH JIJIsl 3MiHU CTPYKTypH Tabmauii MS Word.
78. BkaxiTh mapameTpu, 3HauU€HHS SKUX MOXHAa BCTAaHOBUTH y JiaJoroBoMy BikHi J[pyk

IiJ Yac MiJroTOBKH JI0 JPYKY JIOKYMEHTa B CEPEIOBHIII TEKCTOBOTO mporiecopa MS

Word.
79. Bupizanuii pparMeHT TEKCTY IEPEeMIIaeThCs B:
80. BkaxiTh mapaMeTpu, 3HaYCHHS SKMX MOXKHA BCTAHOBHUTH Y JialoroBomy BikHi [Ipyk

mij yac MiArOTOBKU A0 APYKYBaHHS JOKYMEHTa B CEPEIOBHIII TEKCTOBOTO Ipolecopa

MS Word.

81. BkaxiTh mpaBuiIbHE 3aKiHUCHHS TBEPIDKEHHS: “Y CepeOBHIII TEKCTOBOTO IMPOIecopa
MS Word moxHa...”.

82. BkaxiTh npaBuiibHe 3aKiHUeHHS TBepIUKEeHH: “CTHIIF 00’€KTa TEKCTOBOTO IpoIecopa

Microsoft Word — 1ie...”.
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83. Jl71s BCTAaHOBJIGHHS 3HAYEHB TOJIIB ISl HOBOTO JIOKyMEHTa B peiakropi Microsoft Word
HEOOXIIHO:

84. BxkaxiTh BIacTHBOCTI a03alliB y cepeloBUIlll TEKCTOBOro nporecopa MS Word.
85. BxaxiTe 00’€KTH TEKCTOBOTO JOKyMeHTa Microsoft Word, 10 SKuX MOKHA BCTAHOBUTH

13aCTOCYBaTH CTHIIh

86. MiHiMaJIbHEM 00’ €KTOM, BUKOPUCTOBYBAaHUM B TEKCTOBOMY PEIIAKTOPI, € ...

87. BkaxiTe pexxuMu Ieperiisy JTOKYMEHTa B CEPEOBHUIII TEKCTOBOTO TMpoliecopa MS
Word.

88. BkaxiTh mpuuuHH, Yepe3 SKi B cepeloBHUII TeKcToBoro mporecopa MS Word crnoBo

B1JIOOPAKAETHCS K TOMIJIKOBE.

89. Bkaxith omepariii, siki MO>KHAa BUKOHYBaTH HaJ 00’ €KkTamu, 110 30epiratoTecs B bydepi
oOMiHy.

90. BkaxiTh npaBuiibHE 3aKiHYEHHS TBEP/UKEHHS: “baraTopiBHEBHI CIIMCOK — II€ CITUCOK, Y
SIKOMY...” .

91. BkaxiTh mpaBUiIbHE 3aKiHUEHHS TBEP/UKECHHS: “MapKkepoBaHUil CIICOK — 1€ CITUCOK

9

AKOMY...”.

92. BkaxiTh npaBuiibHE 3aKiHUEeHHS TBepKeHHs: “Bbydep oOminy — 1e...”.

93. BkaxiTh npaBWIbHE 3aKIHYCHHSI TBEPKCHHS: “MIXpSIKOBUN IHTEpBAJ 33/1a€...” .

94. Jlist BuntieHHst psijaka B TekcTi Microsoft Word HeoOxiaHO:

95. BkaxiTh, mo HEOOXiTHO 3a3HAYUTH JUIS 30€pEeKEHHS TEKCTOBOTO JOKyMEHTa B

neBHOMY (hopMaTi B CepeIOBHIII TeKCTOBOTO mpouecopa MS Word.

96. [Tonepenniit meperisig fOKyMeHTa B penaktopi Microsoft Word MoskHa 3711iCHATH B Ta-
KM cr10cio:

97. SIKuMU KJIaBilIaMH [IPOBOJIUTHCS OCTOPIHKOBE NEPErOPTaHHSI TEKCTY Ha eKpaHi?

98. SKo10 KJIABIIIeI0 BUIAJTUTH CUMBOJI MPABOPYY BiJI MOTOYHOT NMO3UIIIi Kypcopa?

99. SIKOr0 KJIaBINICIO BUIAJIUTH MTONEPEIHIN CUMBOI?

100. SIkuii KIaBiler0 BMUKAEThCS 1 BAMHUKAETHCS JIOJATKOBA KiiaBiaTypa?

101. Slka knaBimma ¢ikcye BepxHiil perictp?

102. Slka kJaBilia mepeBoIUTh Kypcop Mo KOMipKax TabauIs?

103. “XKopcTKy” KO eKpaHy Ha MPUHTEPI MOKHA OTPUMATH MMiCIsl HATUCKAHHS KIIaBiIlIH:

104. Ha sixy xnaBimry moTpiOHO HATHCHYTH, 100 BUKOHYBaHY 10 OYJI0 MPU3YIHHEHO?

105. BigMmoBHUTHCS BiJT AKOi-HEOYIb /il MOYKHA HATUCHYBIIM Ha KJIABIIIY:

106. SIK mepe3aBaHTAXHUTH ONEpalliiHy CUCTEMY, HE BAMHKAIOUU KOMIT 10Tep?

107. BkaxiTh KOMaHIy 3aIycKy 3aco0y cTBOpeHHs rpadiyHIX 3ar0JIOBKIB:

108. s cTBOpeHHs Tabnuill 3 3aJaHUM YMCIIOM PSAIKIB 1 CTOBILIB B penakropi Microsoft

Word HEOOX1IHO:

109. Jlns goro mpusHadeHa nporpama Excel:
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110. BkaxiTh, SIK Mo3HaUeHI HAMEHYBaHHS pAAKIB Ha pododomy apkymri B MS Excel:
111. BkaxiTh, 3 40T0 CKIaAa€ThCs aipeca KIITHHA poO0YOro apKyIa:
112. BxkaxiTh npaBuIbHI MO3HAYEHHsI CTOBIILIB pOOOYOro JIMCTA:
113. BxaxiTh mpaBUIbHI MO3HAYEHHS PSAJIKIB pOO0OYOTo apKyIa:
114. BxaxiTh paBUIbHI MO3HAYECHHS KOMIPOK TaOJIHIII:
115. BxaxiTh paBUIbHI IO3HAYCHHSI /Tiama30HIB TaOIHII:
116. BkaxiTh sKi THIIU JaHUX HE MOXE MICTUTH OKPEMHUH 0CEpeIOK TaOJIHIII:
117. BkaxiTh HempaBuwibHE HOPMYIHHUI BUpa3:
118. BkaxiTh, KU 3aci0 BIZHOCUTHCS O aBTOMATH3allil BBEICHH OMHOTHITHUX JAaHHUX:
119. AoOconroTHa aapeca B peaakTopi Microsoft Excel, 1ie:
120. BkaxiTh pU3HaUYCHHS KHONKHU “Maiictep hyHKINN
121. BkaxiTs, o 3xaiiicHtoe ¢pynkuist MUH ():
122. BkaxiTh, sIKi OyBalOTh THIIH Jiarpam:
123. SIx Ha3MBaIOTHCS TIOKYMEHTH, 3 SIKUMU Mpalioe cuctema B porpami Excel:
124. Jst woro mpusHadeHa nporpama Excel?
125. BxaxiTh paBUIbHY apecy KOMIpKHU:
126. BxaxiTe HenpaBWIbHY aapecy komipku B MS Excel:
127. BkaxiTh, K Ha3uBaeThcsa BikHO Excel:
128. BkaxiTh HempaBWJIbHE TBEPIXKEHHS 11010 TEKCTY, BBEJIEHOTO B KOMIPKY:
129. BkaxiTh HeMpaBWJIbHI TBEPXKEHHS II0JI0 BBEJICHUX B KOMIPKY YHCJIOBHX JAHUX:
130. BkaxiTh MpaBWIbHI JIii IPH 3aBEpILICHH] BBEJCHHSI IAHUX B KOMIPKY:
131. [Ilo cTaHeThCs, SIKIIO TEKCT AOBIINI HI’K PO3MIpP KOMIPKH:
132. 11106 BcTaBuTH (HhOpMYJTy B KIITHHKY, TOTPIOHO BUILIUTH KOMIPKY i1 BBECTH 3HAK:
133. BkaxiTh, SIKi 3 HACTYITHUX JaHUX HE MOXYTh OyTH BBECHI K YHCIO:
134. [1{o aKTHBI3YETHCS, SIKIIO JBIYI KJIAITHYTH HA HEMOPOXKHINA KOMIpIIi:
135. Kax BuninuTyu giana3oH KOMipok?
136. SIK BUIUINTH HECYMIXKHI KOMIpKHU?
137. IIlo cTaneThCs, SIKIO KJIAHYTH Ha 3aroJ0BOK psaKa?
138. SIK BUAQJIUTH BMICT KOMIpPOK?
139. o moTpi6HO 3po0uUTH, OO OTpUMAaTH abCONIOTHY ajapecy B (hOPMYIbHOMY BUPaKEH-
Hi?
140. Bkaxith, 1110 03Ha4ae aapeca $C5:
141. Bxkaxith, 1110 03Ha4ae aapeca C$5:
142. Bxkaxitb, 1o BuzHauae @yukiiss CP3HAY (C5:C32):
143. CKUTbKY YHCTUX pOOOYHX apKYIIIiB Ma€ KOXKHA HOBAa poOoya KHUra?
144. EnexTpoHHa TabauIs — 11e:
145. BkaxiTh aii, ki MO’)KHa BUKOHYBaTH HaJl apKyIllaMd poOoY0i KHUTH €IEKTPOHHOI Ta-
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OuIi.

146. BxaxiTe 00’ €KkTH eleKTpoHHUX Tabiuib KHUTH MS Excel, siki MOHa IpyKyBaTHy.

147. Bkaxith mapameTpH, sIKi MOKHA BCTAaHOBJIIOBATH IMiA yac (opmaTyBaHHS KIITHHOK
enexkTpoHHoi Tabmwmii MS Excel.

148. BxaxiTe fii, siki BAKOHYIOTHCS TIPH 3aCTOCYBaHH1 (IIBTPIB y CEPEAOBHIII TAOITHMIHOTO
nporecopa MS Excel.

149. OCHOBHUMH (QYHKIISIMH TaOJUIHOTO TPOIIECOPA €:

150. BkaxiTh BIIHOCHI NMOCWJIAHHS Ha KIITUHKY €JIEKTPOHHOI TabiuIl B ceperoBuili MS
Excel:

151. TexcroBuii daitn, ctBopenuit B Microsoft Excel Mae po3mmpeHHs:

152. AJpeca KOMIPKH B €IEKTPOHHIM Ta0JIMIlI BU3HAYAETHCS:

153. brok KOMIpOK e1eKTPOHHOI TaOJIHUIIl 33JA€EThCSI:

154. TabnuuHuid polecop NpU3HAYCHUN IS

155. OCHOBHHUMH €JICMCHTAMH €JICKTPOHHOI TaOJIuIIi €:

156. Anpeca B JICKTPOHHIHM Ta0IHIIN BKA3ye KOOPJAUHATY:

157. JlaHi B eNIeKTpOHHIH TaOJIUI HE MOXKYTh OYTH:

158. MatematryHi QYHKII1 €JIEKTPOHHUX TaOJUIb BUKOPUCTOBYIOThCS IS

159. CraructnuHi QyHKII{ eIeKTPOHHUX TaOJIHIb BUKOPUCTOBYIOThCS JUISI:

160. TekcToBi QPyHKINT eTEKTPOHHUX TAOJIUIh BUKOPHUCTOBYIOTHCS IS

161. JloriuHi QyHKINT €JIEKTPOHHUX TAOIUI[b BUKOPUCTOBYIOTHCS JIJIS:

162. dinaHCOBI (DYHKIIIT €JICKTPOHHUX TAOIHIIh BUKOPHUCTOBYIOTHCS JIIS:

163. JI1st mepeHeceHHsI 1 KONitoBaHHS JaHUX B CJICKTPOHHINW TaOIUIlI BUKOPUCTOBYETHCS:

164. Komanau mist pobotu 3 MeHio «®Daiin» B eNeKTPOHHIN TaOJIUIll BUKOHYIOTh (DYHKITII:

165. Komanau pearyBaHHsl B €eKTPOHHIN TaOIUIIl BUKOHYIOTh (DYHKITIT:

166. Komanau dopmaryBaHHs B €IEKTPOHHIN TaONHIN BUKOHYIOTH (DYHKIIIT:

167. [TyakTn merro «Popmaty — «Komipkay — «Hucaoy» 103BOJISIFOTE:

168. [Tynkt menro «Paiim» ronoBHoro MmeHo MS Excel He BKiIrOUae onepariii:

169. [Tyt menro «lIpaBka» romoBaoro MeHo MS Excel Bkirouae oneparii:

170. [TynxT mento «@opmaT» rojgosHoro MmeHo MS Excel Bkitouae onepartii:

171. BkaxiTh HellpaBWJIbHY KOMaHAy 30epexXeHHsI TOKYMEHTa:

172. 1ITo moTpiOHO 3poOUTH J1JIs1 CTBOPEHHSI HOBO1 KHUTH?

173. I1lo Take 6a3za manux?

174. Slke 3 mepepaxoBaHUX BIACTHMBOCTEH HE € BJIACTUBICTIO PEJISAIIHHOT 0a3u?

175. [ITo Take SQL?

176. Slka 6a3a naHux OyAyeThCsl HA OCHOBI TAOJUIIb 1 TIIBKU TaOIHIIh?

177. Skuii 3 HIKYE MIepepaxoBaHuX eleMeHTIB He € 00’ ekToM MS Access?

178. B skiii Momeni 0a3 nmaHWUX ICHYIOTh TOPWU3OHTANIbHI 1 BEPTUKAJIbHI 3B’SI3KH MIXK
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eJIeMEHTaMu?
179. Skuii 3 HHXK4YE NepepaxoBaHUX 3alMTIB HE MOKHA OOyayBaTu?
180. 1o Take momue?
181. 1o Take 3anut?
182. VY yomy nosisirae hyHKIIISI KJIFOYOBOTO TOJIsA?
183. 3 40Oro CKJIaJa€eThesi Makpoc?
184. Slkoro po3iny He iCHY€ B KOHCTPYKTOPi opm?
185. BkaxiTh, Sk Ha3WBa€ThCS MPOTPAMHHMI KOMIUIEKC, MPHU3HAYEHUW /Il CTBOPEHHS 1

00cITyroByBaHHs 0a3H JIaHHX:

186. [TponoBxiTh (pazy: pensuiiina 6a3a — 1e Ta 6a3a AaHUX, B sAKiH iHPopMalis 30epirae-

ThCSI Y BUTJISII:

187. BkaxiTh iICHYI0UI Ha JaHUH MOMEHT MOJIC/I JaHUX:

188. BkaxiTh, K Ha3UBA€THCS CTPYKTypa JaHUX, JJIS SIKOi XapakTepHa MiINOpsSAKOBaHICT

00’€KTIB HUKHBOTO PiBHS 00’ €KTaM BEPXHBOTO PiBHS:

189. BkaxiTh, 10 BU3HAYAE CTPYKTYPY PEISIIIHHOT TaOIHILi:

190. BkaxiTh npaBuiibHE BU3HAYSHHS 3AITHCY:

191. BkaxiTb, B SKOMY BUIAJIKy IEPBUHHHUH KIIIOU € IIPOCTUM:

192. BxkaxiTtp, 3 IKUMU TUIIAMH JaHUX HE MOXYTb IpaitoBatu 6a3u ganux Microsoft Access
(FoxBASE):

193. BraxiTe cnemianpsHuil TN AaHuxX Oasm gaHux Microsoft Access (FoxBASE), npu-

3HAYCHUH JIJIs1 TOPSJIKOBOI HyMepallii 3amuciB;

194. BxaxiTh MOMJIMBE 3HAYEHHS OJISI YUCIIOBOTO THITY:

195. Slka BIacTHUBICTh HE € XapaKTEPUCTUKOIO MTPE3CHTALlIT:

196. CKIJTbKH KJIITHHOK €JIeKTPOHHOT TabuIll B miana3oni A2:B4

197. YKaXiTh BJACTUBOCTI CJIAMIOBUX MPE3CHTALIIH

198. Slka BIacTHUBICTh HE € XapaKTEPUCTUKOIO ClIaifja;

199. BkaxiTe mapamerpu cnaiiia, siki MOKHAa 3MIHHTH 3a JOIIOMOTOIO BKa3iBKA Po3MiTKH

ciaiia (Makera).

200. BkaxiTh MpaBWJIbHI TBEPPKCHHSI.

201. [Ta6y10H oopmiteHHS — 11€:

202. KomipHa cxema — 11e:

203. 11106 monaTu emOiIeMy KOMITaHii B ycCi cllaiiiu Bijipa3y HEOOX1THO:

204. 3a nonomoroio PowerPoint HeMOXKJIMBE CTBOPEHHH ...

205. PexxumMamMu Ha3WMBarOTHCS CIOCOOM BimOOpa)keHHS 1 poOOTHM HAJ TPE3CHTAIEl0, 3a-

3HAUTE SKUX PEKUMIB HE ICHYE.

206. 11{o6 cTBOpUTH HOBHI cllali HEOOX1THO:

207. Yy MO’KHaA BCTAaBUTHU BiZleo B ciaiin?
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208. Un MO’KHA BCTABUTH B CJIA]I TIIEPIIOCUIIAHHS?
209. [ITo Take Power Point?
210. Power Point moTpiOGeH a1t CTBOPEHHS ...
211. CkJ1a/10Ba yacTUHA MPE3eHTallli, IKka MICTUTh Pi3HI 00’ €KTH, HA3UBAETHCH ...
212. CyKyIIHICTh CJIaiiJIiB, 310paHKX B OAHOMY (haiiili, yTBOPIOIOTS ...
213. 3anyck nporpamu Power Point 31iiICHIOETBCS 32 IOMMOMOTOK KOMAHJ ...
214. B sixomy poszaini meHto BikHa nporpamu Power Point 3Haxoautbes komanna CTBOpUTH

(HoBwit) craiin?

215. Bubip makerta cnaiina B mporpami Power Point 31iliCHIOETbCS 32 JOTIOMOTOI0 KOMAHJ ...

216. KoncTpykrop i1 madnonu B mporpami Power Point npu3Haueni s ...

217. Slka xHomKa maneni MamoBaHHs B mporpami Power Point 3miHIOE KOITip KOHTYpY ¢iry-
pu?

218. Slxa xHOmKa maHeni MamtoBaHHs B nporpami Power Point 3MiHIO€ KOJIip BHYTPIIIHBOT

obuacti irypu?

219. Komana BcTaBKM KapTUHKHU B IIpe3eHTairo nporpamu Power Point ...

220. Komanam nonaBaHHs Jiarpamu B mpe3eHTanlio nporpamu Power Point — ...

221. Sk 3acrocyBatu (hoH 10 MEBHOTO ciaiay B npe3enTanii Power Point?

222. Binkpurts naneni WordArt y BikHI nporpamu Power Point 31ilicHIOETBCS 32 JOTIOMO-

OO KOMaHJI:

223. Bubip xonbopy ¢oHy, 3arojoBKiB, TEKCTY 1 JIIHIA B npe3eHTairii nporpamu Power Point

3MIACHIOETHCS 3a JOIIOMOTOF0 KOMAHI:

224, Slka xHOmKa BikHa mporpammu Power Point mpusHadena Oe3mocepeHbO IJISI BCTaBKH

TEKCTOBOTO OJIOKY Ha cllaij?

225. 3a TOMOMOror SKMX KOMaHJ MOXHa 3MIHUTH Kojiip o0’ekta WordArt B mporpami

Power Point?

226. Skoro kHOmMKOW TaHeni MamtoBanHsi B porpami Power Point Mo)kHa 3aMiHUTH CyIIi-

JIbHY JIIHIFO HA TYHKTUPHY?

227. BkaxiTh 3acib, 3a JONOMOrOI0 SKOTO Hai3pyuHimie BHOpaTH 3arajJibHUN CTHIIb

o opMIICHHS MPE3CHTAIIIT

228. VY sxoMy po3aini MeHIo BikHa mporpamu Power Point 3Haxonuthest komanaa Hana-

IITYBaHHS aHIMaIi?

229. EdexTn animariii okpemux o0’€KTiB ciaiina npe3eHTauii nporpamu Power Point 3anato-

ThC KOMAaHIOIO ...

230. Slka KOMaHAa HaNAIITyBaHHA 3MiHM ClaiAiB mpeseHTauii mporpamu Power Point mo

KITKY?

231. 11106 BuauTH TEKCT a00 PUCYHOK 3i CIIal Ty, HEOOX1/THO ...
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232. Komanma yis 3amycky nokasy claiiiB:
233. JU1s BUXOZly 3 peXUMY MEeperisily Npe3eHTalli BAKOPUCTOBYETHCS KJIABIIIA ...
234. Komn’roTepHi mpe3eHTallii 0yBaroTh:
235. Bawm notpi6HO, 1106 3MiHa ciiaiiIiB BimOyBasacs aBToMaTH4HO. Bu Bubepere B MEHIO:
236. I1{o BiHOCUTBCS 110 3aC00IB MyJIbTUME 1A ?
237. g nepexony o crnaiifa i3 3aganuM HomepoM B Power Point B pexxuMi 1okasy ciaifiiB
HEOOXITHO HATUCHYTH KJIaBIIIi:
238. [TpesenTaitisi, cTBOpeHa 3 BuUKopucTanusiM PowerPoint — e
239. Slkuii BUCHiB Bignosinae onucy iHrepdeiicy PowerPoint?
240. Ske po3mupeHHst Mae hai npe3eHTarii?
241. Komb6inaris kiagim Ctrl + O BUKOHY€E QYHKIIIIO ...
242. Komanma @aiin — 30epertu ik MOXe BUKOPUCTOBYBATHUCH ...
243, Jliist 30epeskeHHs 3MiH y daini HeoOXiTHO ...
244. VY nmpe3eHTanii Mo’KHa BUKOPHCTOBYBATH:
245. B po6Gouomy BikHi nporpamu PowerPoint Hemae enemenra:
246. BkaxiTh K1 ICHYIOTh pEKHMH POOOTH 3 MPE3EHTALEIO:
247. SAxoro edexTy animarii He icHye?
248. Bukonanus komanmu Iloyatm moka3 cnmaiimiB mpeseHtaiii mporpamu Power Point
3I1HCHIOE KJIaBIIIa ...
249. Knonka F5 B porpami Power Point BinnoBijiae koMmaH/i ...
250. Slka KnaBilia nepepuBae MoKas ClIaifJliB nmpe3eHTarlii nporpamu Power Point?
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