1. HasBartu pi3HiI cCIOCOOM CTBOPEHHS HOBOTO JJOKYMEHTA TIPH BXKE BIAKPUTOMY BIKHI
Microsoft Word.

2. Sxi mapameTtpu (dopmaTyBaHHs J03BOJISIE 3a/aBaTH alaJioroBe BIKHO A03an? Ak
BHUKJIMKATH 1€ A1aJI0TOBE BIKHO?

3. Sxi Buam BUPIBHIOBaHHS TEKCTy ab3arliB icHyt0Th y Word?

4. Sk 3amatu MDKPSAKOBUN THTEpBaAN TEKCTy: 1,5 psAnka, moaBIAHUN, MHOKXWHHUAN
1,27

5. Sxi mapameTpu GopmaTyBaHHS T03BOJIsE 3aMaBaTy mianiorose BikHO [lpudt? Sk
BHUKJIMKATH 1€ A1aJI0TOBE BIKHO?

6. Sk 3amatv po3piHKEHUN YU TO YIIUTBHEHUH MI>KCUMBOJIBHUN IHTEPBAJI TEKCTY?

7. Omnmcaty MOCIII0BHICT A1i A1 3aCTOCYBaHH KoMaHIu Dopmar 3a 3pa3KoMm.

8. OxapakTepu3yBaTH PEKHMH BCTaBKM a00 3aMIHM IIpM BBEICHHI TeKCTy. Sk
MEPEMUKATHUCST MK IIMMH PeKUMaAMU?

9. o voro mpu3Beae oMMHAPHE, TIOIBIiTHE a00 MOTPIHE KJIallaHHSA MUIIEIO B ab3alll
abo miBOpPYY Bi ab3airy Ha CMy31 BUIUICHHS ?

10. k010 KOMaH/I0!0 3a/1aF0Th ABTOMAaTUYHE PO3CTABIICHHS MTEPEHOCIB y CIIOBaX?

11.dx ™MoxHa pemaryBaTH TOJs 1 3aJaBaTd OpPIEHTAII0 CTOPIHOK? Bkazatu
MTOCIIJOBHICTB J1i J1JI1 BCTAHOBJICHHS KHIDKKOBOT Opl€HTAIlll CTOPIHOK JJOKYMEHTA.

12.Ha3Batu mapameTpm, sSKi MOXHA 3agaBaTd y jalajoroBomy BikHI [lapamerpu
CTOPIHKH. SIK BUKJIMKATH 1€ J1aJI0TOBE BIKHO?

13.Ommcati MmoxuBoCT1 KomMau/ [lomryk Ta 3aMIHUTH 7151 TEKCTY.

14.JIns yoro mpu3HavueHe CTHIbOBE opmaryBanHs? fki € Buau ctunis y MS Word?
Yum BOHM BIAPIZHAIOTHCS ?

15.Ha3BaTtu nBa criocoOu J1si 3aCTOCYBAHHA CTHIIIO 3arojoBOK 1 10 ab3airy TEKCTy.

16. Ak 3MIHUTH TAapaMeTPH CTUITIO?

17.Ha ocHoB1 woro Oyayerbes 3micT y MS Word? OnmcaTy mocinigoBHICTD I s
BCTaBJICHHS 3MICTY.

18.Ha3BaTu crmocoOu OHOBJICHHSI BMICTY 3MICTY.



19.11lo Take mabmon noxkymenTa? Ha3BaTu 1, Mo MOKJIMBOCTI, OXapaKTepHU3yBaTH Pi3HI
noctynHi madmonu MS Word.

20.11lo Tpeba 3po0uTH, AKIIO MEpPEeBipKa MPABOMKUCY HAJAIITOBAHA HA 1HIIY MOBY 1
OUTBIIICTD CJIB MITKPECTIOIOTHCS YEPBOHOKO XBWIISICTOIO JIHIEID HABITh MPH iX
MPaBUILHOMY HaIlMCaHHI?

21 .51 pi3HOBUAM CTIMCKIB MOXkHA cTBOptoBaTy B MS Word?

22 .51k 3MIHUTH IMOYAaTKOBE 3HAUYCHHSI HyMEPOBAHOTO CITMCKY?

23.11lo Ha3MBA€ETHCA €NEKTPOHHOKO TaOIUIICIO?

24 Sk momatu HOBHMIA apkymn y kaury MS Excel?

25 5k nepemictutu apkym y kau3i MS Excel? Illo na3zuBaetbcst kauroro MS Excel?
3 4OT0 BOHA CKJIAAAETHCS?

26.]1i1s yoro mpu3HaueHUH psAI0K Gopmya?

27.5lky MakcuManbHy KUTBKICTh PSIIKIB 1 CTOBIIIIB Ma€ KoxeH apkym MS Excel? Ska
MaKCHUMAaJIbHO MPUITYCTHMA KITBKICTh aPKYIIB Y KHU31?

28 .5k HymepyroThes paaku 1 ctoBmml apkyma MS Excel? Bka3aru miama3zonu ixHIX
MO>KJIUBUX 3HAYCHbD.

29.0mumcatu cnocobu 00’ enHanHsA KMTHHOK y MS Excel.

30.4x HampyKyBaTH TEKCT y JIBa PSAAKHU (TIEPEHOC O clioBax) y kmiTuHIl Excel?

31.Ha3Batu MiHIMyM BICIM CTIOCO01B BUPIBHIOBAHHS JTaHUX y KJIITHHIT?

32.S5lke npu3HaUYeHHS KHONKHU Ha BKiIaAl OcHoBHE y rpymi bydep oominy?

33.5lk BUKOHATH aBTO3alOBHEHHS 3a JOTIOMOTO00 3aco0y IIporpecisa?

34 .5k CTBOPUTH HOBUIA CIIMCOK ABTO3AMIOBHEHHS?

35.4x omHOYAaCHO 3adaTH IIMPUHY JEKUTHPKOX 3alMOBHEHHWX CTOBIIIIB 32 PO3MIPOM
iXHBOTO BMICTY?

36. 4k 3aXUCTUTH KINITUHKY apKyIia BT 3MIH?

37 .4k 3HATH 3aXUCT apKyIa BiJ 3MIiH?

38 4k BBecTH pamionansuuii apid y xkaituaky MS Excel?

39.4x MokHa BUAUIMTA CTOBMEIb, JEKUIbKA CYMDKHHMX CTOBMIIB, JEKLIbKA

HECYMIXHUX CTOBIIIIIB?



40. 5k mBUAKO BUILUTUTH YBECH apKyIII?

41 .5k mepeliMeHyBaTH apKyIl 1 3SMIHATH KOJIIP HOTO BKJIAJKH?

42 1o Take npe3eHTamisn? ke npu3HaUCHHS MPE3CHTAII?

43.]le BUKOPUCTOBYIOTHCS MPE3SHTAIII1?

44 Sk 3anyctutu PowerPoint?

45 Slx1 cnmocobu cTBopeHHs npe3enTaiii B PowerPoint?

46.3 sxumu 00’ extamu mipairoe PowerPoint? I1lo take crmaiin?

47 .Sl cTBOpUTH MepIInii TOPOKHIN crnaia?

48 51k cTBOpUTH HOBI Cllakin?

49 Ski1 pexxumu niepernsananis ciaiiai B PowerPoint?

50.5xe mpu3HaueHHs pekuMy moka3y cnaiaiB PowerPoint. SIkuii Burnsm mae BIKHO
MpOrpamMu y bOMY PeKnuMi?

51.5x Bukonatu BuOIp qu3aiiny ciaiina PowerPoint?

52 .51k BukoHaTH BUOIp KOJHOPOBOi cxemu ciaiiga PowerPoint?

53.Sxuii mOPsIIOK HAJIAIITYBaHHS aHIMaIlli TekcTy cnaiiaiB PowerPoint?

54 SIx BUKOHATH HAJIAIITYBaHHSA Yacy nmokasy mpe3enTailii PowerPoint?

555k 3ynmuHATHA IEMOHCTPAIIIIO TIPEe3eHTAITli?

5651k BimMiHUTH HEOTP10H] 11i? Sk MOBEPHYTH MOMUIIKOBO BIIMIHEHI [T1i7?

57 .51k 3MIHUTH CHIBBIIHOIIEHHS €IeMeHTIB pobouoro moJis PowerPoint?

58 4k 30epertu npe3eHTario?

59 .5x1 hopmaTu daiiny MokHA 3a7aBaTH TP 30€pEKEHHI MPE3CHTAIIi?

60.51x BuOpaTu moTpiOHMI hopMat mpe3eHTalli mpu 30eperkeHH1?

61.51x 30epertu BIAKPUTY MPE3CHTALIIIO 3 HOBUM IM M ?

6251k CTBOPUTH HOBY TTPE3EHTAIIIIO?

63 .5k y mpe3eHTarlii CTBOPUTHA KOJIOHTHTYJI?

64 .5Ix1 mapaMeTpu MOJKHA 3a/1aBaTH Y KOJIOHTUTYJI Ha claigax?

6551k 3akpuTH (aitn npezeHTaii?

6651k 3aBepmmTy poboTy mporpamu PowerPoint?



