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Mopayn 3 — Tekctoo6paboTka

Moayn 4 — EnekTpoHHN Tabnmum
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MoAayn 1

oCcHOBU HA NHPOPMALUMOHHUTE TEXHONOT A

M3nckBaHMA KbM U3NUTBaAHUA:

N3nuTBaHMAT TpsabBa Aa uma oblia npeacrtaBa 3a OCHOBHUTE MOHATUA Ha
NHbOPMaLMOHHNTE TEXHO0TNN

N3nuTBaHMAT TpsibBa ga uma o6wa npeActaBa 3a anapaTtHOTO U
NMPOrpaMHOTO OCUrypsiBaHe Ha KOMMNIOTbpa

N3nuTBaHuAT TpsabBa fa pa3dbvpa TepMUHK, TakuBa Kato “CbXpaHeHne Ha
AaHHN” 1 “nameT”

N3nuTBaHuAT TpAGBa Aa 6bAe 3ano3HaT ¢ MHopMaLMOHHA Mpexa
N3nuTBaHMAT TpsbBa fa ymee pga 06fCHM W fa paje npuMmepu 3a
N3M0A3BAHETO Ha KOMMIOTHPA B XUBOTA

N3nuTBaHMAT TpsibBa fa Hayun TexXHuUkMTe 3a 6e30nacHOCT 1 dpaktopuTe,
B/INSIELLM OTPULATE/THO Ha YOBELLKOTO 34paBe

N3nuTBaHMAT TpsabBa fa Hayuu TeXHUKUTE 3a 6e30MacHOCT, CBbp3aHu C
KOMMIOTPUTE U MHOPMAaLMOHHUTE TEXHO/IOTUM

Mporpama:
1.1. OcHoBHM  1.1.1. lNporpamHo n 1.1.1.1. PasrnexaaHe noHATUATa 3a
MOHATUA anapaTtHoO anaparHo 1 NporpamMmHo ocurypsieaHe Ha
ocurypssaHe Ha T.
NHpopMaLNOHHUTE
TEexXHoorum
1.1.2. Bupgose 1.1.2.1. 3ano3HaBaHe N pa3sCHeHNe Ha
KOMMNIOTPU OTNIMYNUTESIHNTE OCOOBEHOCTUN Ha

YHUBEPCa/IHUTE KOMMKOTPU,
MUHUKOMMNIOTPUTE, paboTHUTE CTaHLmu,
nepcoHasIH1Te, NopTaTUBHUTE,
[HKOOHNTE KOMMIOTPU, a Taka CbLLo 1 Aa
CPaBHAT TEXHUTE OCHOBHUW NapameTpu —
o6emM Ha nameTTa, CKOPOCT Ha
o6paboTka Ha NHpopmauuaTa, BUgoBe
LeHn n cdpepa Ha U3nosi3BaHe.

1.1.3. KomnoHeHT Ha  1.1.3.1. 3ano3HaBaHe C OCHOBHUTE

KomnoTpuTe PyHKUMN HA KOMMKOTbPHUTE
KOMMOHEHTU — MpoLecop, TBbPA ANUCK,
yCTpOWCTBa 3a BXxop, / u3xos, BuaoBse
namet. [la pa3bepar
npefHasHayeHneTo Ha Te3u

yCTpoOWCTBa.
1.1.4. PaboTa Ha 1.1.4.1. PasrnexgaHe pakropure,
KOoMnoTbpa B/Msiel M Ha paboTaTa Ha KOMMTHLPA,

a IMEHHO MOLLIHOCTTa Ha npotecopa,
BbHLIHAaTa nameT, obema Ha
ornepartmBHaTa nameT, KO/IMYeCTBOTO
3a/1eicTBaHN NPUNIOXKEHUS.



1.2. AnapaTtHo
ocurypsiBaHe

1.3.
[MporpamHo
ocurypsBaHe

1.2.1. MNpouecop

1.2.2. NMameT

1.2.3. YcTpoiicTBa 3a
BbBeX/AaHe Ha AaHHM

1.2.4. YcTpolicTBa 3a
N3BeXAaHe Ha JaHHU

1.2.5. YcTpoiicTBa 3a
BbBeXaaHe U
n3BexaaHe Ha AaHHU

1.2.6. YcTpoiicTBa 3a
CbXpaHsBaHe Ha
NHdpopmauus

1.3.1. Bugose
nporpamHo
ocurypsisaHe

1.3.2. OnepayynoHHn
cuctemmn

1.3.3. OnepaymoHHn
nporpamu

1.2.1.1. Pa3dcHABaHe 3ajayaTta Ha
npouecopa (CPU — central processor
unit) U M3NbSIHABaHUTE onepaunn —
apuUTMETUYHN, NTIOTUYECKU, AOCTbN 40
nameTTa; 6bP304ENCTBMETO Ce ABSABa
Heropara TakToBa 4ecToTa, u3MmepBaHa
B Mmeraxepuu u ruraxepum (MHz, GHz).
1.2.2.1. PasdAcHABaHe BuAoBeTe namer
Ha KOMNIOTbpa: onepatvBHa nameT
(RAM) 1 noctosiHHa namet (ROM).
1.2.2.2. Pa3rnexpaHe eanHnumTe 3a
n3MepBaHe Ha nameTTa Ha KOMMTbpa:
6uT, 6aiT, KnNobalT, merabawr,
rurabainT, Tepabaiit; cbobpassBaHe
eAvH/LaTa n3MepeHa namMmeT Ha
KOMMNIOTbPa C KOHKPEeTeH CUMBO/,
thaiin, nanka n gUpekTopus.

1.2.3.1. PasrnexpaaHe
npegHasHayeHNeTo Ha OCHOBHUTE
YCTPONCTBA 3a BbBEXAaHE Ha
NHpopmaunsa — knasmaTypa, MuLLKa,
Tpekbos, CkeHep, CEH30peH naHen,
CBET/IMHEH MapKep, J)KONCTUK,
undopoBa Kamepa, MUKPOJIOH.

1.2.4.1. Pa3rnexpaaHe
npegHasHayeHMeTo Ha OCHOBHUTE
YCTPOICTBa 3a U3XO0A, Ha AaHHW —
MOHUTOP, eKpaH, NpUHTEp, nNaoTep,
TOHKOJ/IOHW.

1.2.5.1. PasrnexpaaHe
npefHa3Ha4YeHneTo Ha ycTpoicTBaTa,
CNnyXeLlu 1 3a BXOA 1 3a U3X0A Ha
AaHHNTE — CEH30PEH eKpaH.

1.2.6.1. lNpaBeHe Ha cpaBHEHUA MexXay
OCHOBHUTE NapameTpu Ha
yCTpoNCTBaTa 3a CbXpaHeHne Ha AaHHU
— ancketa, CD-ROM, USB, BBbHLWHa
namer.

1.2.6.2. PasscHABaHe Heob6xoaumMocTTa
OT chopmarmpaHe Ha Ancka.

1.3.1.1. PasrnexaaHe pasnvkute
MeXAy CUCTEMHO M NporpamHo
ocurypsisaHe.

1.3.2.1. PasrnexgaHe OCHOBHUTE
doyHKUMN Ha onepaLMOHHUTE CUCTEMU U
JaBaHe npumMepu 3a Takmsa.

1.3.3.1. N36posiBaHe BMAOBETE
nporpamMHO ocurypsiaHe; passiCHeHue
cfpepaTa 3a TAXHOTO M3MOosI3BaHe.



1.4.
KoMnoTbpHK
MPpEeXun

1.5.
KomntoTpute
B XXMBOTa

1.3.4. I'padonyeH
noTpebuTesckn
NHTepdelic

1.3.5. Pa3sutume Ha
KOMMIOTbPHUTE
cucTemm

1.4.1. lokasiHU U
rno6asiHn Mpexmu

1.4.2. KoprnopaTuBHU
NOKaJTHU MPEeXn
(MHTpaHeT) 1
KopropaTusHu
rnobGasiHn Mpexu
(ExkcTtpaHerT)

1.4.3. NHTepHeT

1.4.4. A3non3BaHe Ha
TenedoHHa IMHUA 3a
Bpb3Ka KbM VIHTEepHeT

1.5.1. KOMNIOTBLPBT U
paboTata

1.5.2. ENeKTpoHeH
CBAT

1.3.4.1. PasrnexaaHe NoHATNETO
“rpadpuyeH noTpeduTencku
NHTepdenc”.

1.3.5.1. MNpocnegasaHe pa3BUTUETO Ha
KOMMNIOTbPHUTE CUCTEMU; pasriiexsaHe
npoueca Ha aHasIM3 3a nporpamupaHe u
TecTupaHe B pas/IMyHUTE KOMMIOTbPHN
CUCTEMMU.

1.4.1.1. PassacHABaHe pasfnivkara
mexay nokanHu (LAN — local area
network) n rnoéanHun (WAN - wide area
network) mpexu.

1.4.2.1. Pa3rnexaaHe noHATUATa 3a
KOpnopaTnBHW JIOKaUTHU MPEXU
(MHTpaHeT) 1 passfcHABaHe pas/ivkuTe
Mexay VIHTepHeT u VIHTpaHeT.

1.4.2.2. Pa3rnexpaHe kopnopatmsHarta
NHTepHeT mpexa (EkcTpaHeT) n
pas/fivkaTta u C KopnopaTuBHN JIOKasTHN
Mpexun (NHTpaHerT).

1.4.3.1. PasrnexaaHe NoHATNETO
VHTEepHeT n ocHoBHUTE cdoepn Ha
NPUNOXEHNETO MY.

1.4.3.2. Pa3rnexgaHe NnoHATMETO
“CeTtoBHa nasbknHa” (WWW) n
pa3sfcHaBaHe pasnnknte ¢ IHTepHer.
1.4.4.1. Pa3dAcHABaHe NpuUHUMNUTE 3a
n3nos3BaHe Ha TenedoHHaTa Mpexa 3a
npegaBaHe Ha AaHHW; pasrnexpaHe
OCHOBHUTE MOHATUA: KOMYTUpyemMa
Tened)oHHa /IMHUA 3a 06LLLO No/3BaHe,
undopoBa Mpexa cBbp3aHa ¢ ISDN
(International Service Digital Network),
N acumMeTpuyHa unposa aboHaTHa
nmHuA (ADSL).

1.4.4.2. PasrnexpaHe yctpoicreaTa
dhakc, mozem, kakTo 1 Tesn 3a umdposa
Bpb3Ka; 06ACHEHME Ha eanHMLaTa 3a
n3MepBaHe Ha CKopocTTa 3a npegaBaHe
Ha gaHHuTe bps (bit per second).
1.5.1.1. PasrnexaaHe Ha
NPUIOXEHNATA HA KOMMIOTbPa Npu
N3BbPLUBaHE Ha fajeHa paboTa oT
yoBeKa.

1.5.2.1. PasrnexaaHe NOHATNETO
“eneKTpoHHa nowia” 1 OCHOBHUTE
coepun Ha NpUNoXeHne Ha
e/ieKTpoHHara notua.



1.6. 3ppaBe n
©6e3onacHocCT
B
OOKpbXaBala
Ta HU cpefa

1.7.
Be3onacHocT

1.6.1. OnTumMmn3npaHe

1.6.2. 3apaBse

1.6.3. TexHuKa Ha
oe3onacHoCT

1.6.4. Ob6kpbxaBaLla
cpepa

1.7.1. 3awmTa Ha
MHdhopmauuaTa

1.5.2.2. PasrnexaaHe NoHATNETO
“@NeKTpoHHa TbprosBua™ n
Bb3MOXHOCTUTE 3a NasapyBaHe Ha
CTOKWM 1 NMOpbYBaHE Ha yCyru npes
NHTepHeT.

1.5.2.3. PasrnexgaHe Bb3MOXHOCTUTE
3a nasapyBsaHe Ha CTOKM, niailaHe Ha
CMEeTKMN B yAOOHO 3a noTpebutens
BpeMe, KakTo 1 Bb3MOXHOCTTa 3a 6orar
n360p; pasrnexagaHe n Ha
HegocTaTbUUTE Ha “efieKTpoHHaTa
TbProBma”, TakMBa Kato imncara Ha
KOHTaKT C npojasay, pUCKOBETE Mpu
nnawaHe online u T.H.

1.6.1.1. Pa3rnexaaHe Bb3MOXHOCTUTE
3a Cb3aBaHeTo Ha KoMdpopTHa
paboTHa cpefa — HaCTPOWKM Ha ekpaHa,
€proHOMUYHOCT Ha KnaBuartypara u
mebennTe, U3Non3BaHe nar 3a MULLKa,
HeobxoA4MMOCTTa OT BeHTU1aLmsa npu
NpoAb/HKUTENHA paboTa C KOMMNIOTBLP U
T.H.

1.6.2.1. 3ano3HaBaHe C BNUAHMETO Ha
KOMMIOTbPa BbPXY 34paBeTo Ha YOBEKa
— 601K/ B cCTaBUTe, 3a4epBsABaHe Ha
ounTe, 605KM B rpbOHaKa u ap.,
NPUYMHEHN OT NPOABL/IKUTENHATA
paboTa c KOMNITbpa.

1.6.3.1. 3ano3HaBaHe ¢ 6e30MacHOTO
CbCTOSAHNE Ha Kabenute N KOHTaKTUTe,
N3M0N3BaHN 3a CbOTBETHOTO
3axpaHBaHe OT efl. Mpexa.

1.6.4.1. Pa3dAcHABaHe BpegHOTO
B/IMSIHME Ha TOHepa 3a NPUHTEP BbPXY
OKOJiHaTa cpeja.

1.6.4.2. Pa3dacHaBaHe nosisarta ot
06MeH Ha MHghopMauuaTa yYpes
€/1eKTPOHHUTE AOKYMEHTU 3a
HamMmasiABaHe KO/IMYeCTBOTO Ha
XapTuarta, u3non3saHa npu
oTneyarsaHe.

1.7.1.1. Pa3rnexaaHe NOHATNETO
“3almTa Ha nHdhopmaymaTa’, a cbLyo U
npeumyLecTeara npu HEroBoTo
n3non3BaHe.



1.7.2. KoMNOTBLPHU
BUpYyCH

1.8. 3awuTta 1.8.1. 3awmTa Ha
Ha aBTOPCKNTE aBTOPCKOTO Npaso
npasa v

cpoaHuTe My

npasa

1.7.1.2. PasrnexaaHe NoHATNETO
"KOH(hnaeHumanHocT" Ha
NHpopmaumATa - 13non3BaHeTo Ha
naposn 3a AOCTbM; pasrnexjaHe
pasnukara mexay naeHtudgukaropa
(ID) n naponara; pasrnexgaHe
NOHATNETO “nNpaBo Ha AoCTbN”.

1.7.1.3. PasscHsBaHe HeobxoaumocTTa
OT H&/IMYMETO Ha Komnue C JaHHUTe "
nporpammTe Ha BbHLUHM HOCUTE/IN Ha
NHpopMaums.

1.7.1.4. Pa3rnexaaHe Bb3MOXHUTE
nocneAcTBusa OT Kpaxba Ha nopTaTUBHU
KOMMIOTPU, MOOGUNHKU TenedoHn 1 ap.
KOMUTO Morar ga 6baar n3nosi3BaHn 3a
fobnBaHe Ha CEKPEeTHN faHHN U
TeniedpOHHU HoMepa.

1.7.2.1. Pa3rnexgaHe NoHATMETO
“KOMNIOTBLPEH BUPYC”; pasrnexaaHe
pa3/IMYHNTE OCHOBHU BUAOBE BUPYCU U
Ha4YMHUTE Ypes3 KOUTO NPOHUKBAT B
KOMMIOTbpPA.

1.7.2.2. Pa3acHaBaHe Bb3MOXHOCTUTE
3a 3aluTa oT BUpycuTe n
orpaHuyeHuATa Ha aHTUBUPYCHUTE
nporpamu; passicHaBaHe NoHATUETO
“o6e3BpexaaHe” Ha BUpYC.

1.7.2.3. Pa3rnexpgaHe onacHoctute ot
OTBapsHETO Ha Heno3HaTu CbobLEeHnA
N NpUKaYeHnTe KbM TAX doainnose.
1.8.1.1. Pa3srnexaaHe Bb3MOXHOCTUTE
3a “3aWmTa Ha aBTOPCKOTO NpasBo” n
N3TOYHULMTE Ha MHpopmauus,
CBbp3aHu C ToBa - rpacuyHuTe,
TEKCTOBUTE, ayAno 1N Buaeo
hannoseTe, kakTo 1 HammMpallara ce B
NHTepHeT nHopmauums.

1.8.1.2. PasrnexaaHe Ha
Bb3MOXHOCTUTE 3a HapyLlaBaHe
aBTOPCKOTO NMpaso, ype3
pasnpocTpaHeHNeTo Ha NHpopmauus,
3anncaHa BbpXy BbHLUHU HOCUTESIN,
TakvBa KaTo KOMMaKT ANCKOBE U
ancketn u ap.

1.8.1.3. Pa3dacHaBaHe NOHATMETO 3a
“naeHTurKkaLMoHeH” Homep Ha
nporpamMHus NPOAYKT 1 KbAe fa 6bae
OTKPUT; pasrnexaaHe nocseacrsuara
OT 3a06ukasisiHe Ha 3akoHa 3a
aBTOPCKOTO Npaso.



MOAYN 2

N3MON3BAHE HA KOMMIOTHP U PABOTA C ®ANNIOBE

M3nckBaHMA KbM U3NUTBaAHUA:

N3nutBaHMAaT TpsibBa Aa No3HaBa  OCHOBHUTE  (OYHKLMOHAa/THM
Bb3MOXHOCTM Ha KOMMOTbpa U HeroBaTta ornepauMoHHa cuctema v ga
ymee ga npeactaBs Te3n 3HaHWS Ha NpakTuka.

N3nuTBaHMAT TpsibBa Aa ymee Aa NPOMEHS OCHOBHUTE HacCTPOiiku 3a
nognomaraHe Ha pabortara My ¢ KOMNIOTbP U Aa 3Hae Kak fga pearnpa, ako
nporpamara He pearupa 3a paboTa.

N3nuTBaHMAT TpsibBa ga [OeMOHCTpMpa YMeHusiTa cu npu paboTta C
npo3opumnTe, MKOHUTE 1 ANaNOroBMUTE NPO30PLUM Ha Nporpamara.
N3nuTBaHMAT TpsibBa Aa AEMOHCTpUpa YMeHusiTa C/M 3a Cb3aaBaHe,
KonupaHe, U3TpMBaHe M NPeMecTBaHe Ha nankuy, a Taka CbL0o U Ha rpynu
dhainose.

N3nuTBaHMAT TpsibBa Aa umMa npeAcrtaBa 3a KOMNITbPHUTE BUPYCU U aa
OEMOHCTPUpa YMeHuUsiTa cu npu paboTta ¢ aHTUBUPYCHKW Nporpamu.
N3nuTBaHMAT TpsbBa Aa ymee aga paboTu C OOMKHOBEHUTE TEKCTOBU
pefakTopu 1 ga pasnedarBa CBOMTE AOKYMEHTU Ha NpUHTep.

Mporpama:

2.1. Npoctn 2.1.1. TTbpBU CTBIMKN 2.1.1.1. BknoyBaHe Ha KOMMNIOTbPA.

HaBuLM
(ymeHuns)

2.1.1.2. '3knoyBaHe Ha KOMNITbpA.
2.1.1.3. lNpepxoxaalmy nyckaHeTo Ha
KOMMNIOTbPa CThIKN.

2.1.1.4. OTmMsaHa Ha HepaboTeLo

NpuIoXeHne.
2.1.2. OcHoBHa 2.1.2.1. 3ano3HaBaHe CbC cUcCTemMHarta
NHdpopMaumsa un NHpopMauns (Tun Ha

onepauus NHbopMaunoHHaTa cuctema u Homep

Ha BepcusiTa, 06emM Ha nameTTa 1 ap.).
2.1.2.2. HacTpoliBaHe Ha napameTpute
Ha paboTHMSA eKpaH: TEKYLLO BpemMe U
pata’, HacTpoiika Ha 3ByKa, HacTpoiika
Ha paboTHMS ekpaH (Ka4ecTBOTO Ha
KapTuHata, pe3osiounaTta Ha ekpaHa u
ap.).

2.1.2.3. MpomMsHa Ha HacTpoWK1Te Ha
e3unKa Ha Knasuartypara.

2.1.2.4. dopmaTtmpaHe Ha JUCKETUTE.
2.1.2.5. Pa3rnexpaHe Bb3MOXHOCTUTE
3a 1u3xop, OT nporpama.

' N3nuTBaHnsa e AnbxeH fa pasbepe, KOMKO BaXKHO e BSPHOTO HAaCTpoliBaHe Ha Ha fataTta 1 yaca
KaK ToBa MOXe Jja Ce 0Tpasn HO CMHXPOHHATa paboTa Ha KOMMITbpHATA MpPeXa.



2.1.3. TekcToBu
pefakTopu

2.2. PaboTeH 2.2.1. PaboTac
ekpaH nUKTOrpamm

2.2.2. PaboTtac
npo3opuu

2.3. 2.3.1. OcHoBHU
YnpaBneHue NOHATUSA

Ha

CUCTEMHUTE

goannose

2.3.2. Nankn/
AnpexkTopum

2.1.2.6. lanon3esaHe Ha knasuartypara
3a BbBexXjaHe Ha nHdopmauusa n 3a
3a/laBaHe N3MNb/IHEHNETO Ha PasINYHN
KOMaHau.

2.1.2.7. \anon3esaHe Ha AgocTbnHarta
nomotuHara cuctema Help.

2.1.3.1. 3apexaaHe Ha TEKCTOBUA
pefakTop; OTBapsHe Ha Cbhb3faneHu
[OKYMEHTN.

2.1.3.2. CbxpaHsBaHe Ha thaiina Ha
3a/lajeHO MACTO.

2.1.3.3. MpukntoyeTte paboTa c
TEKCTOBUSA pefakTop.

2.2.1.1. Pa3no3HaBaHe Ha OCHOBHUTE
NKOHKN Ha paboTHMNS ekpaH — painoBe,
nanku, NPUNoXeHus, NPUHTEPU, Kowlye
n ap.

2.2.1.2. Pa3gensaHe 1 npeMecTBaHe Ha
MKOHKUTE Ha paboTHUS ekpaH.

2.2.1.3. OTBapsaHe Ha nporpamu, nanku
1 (halinoBe Ha paboOTHUA eKpaH.
2.2.1.4. Cb3paBaHe Ha eTUKeTU Ha
paboTHUA eKpaH.

2.2.2.1. Pa3rnexaaHe KOMMNOHEHTUTe
Ha npo3opeLa Ha nporpamara: obnact
Ha 3arsaBneTo, NIeHTa Ha rNaBHOTO
MEHI0, MaHeN Ha MHCTPYMEHTUTE, /IeHTa
3a CbCTOAHUETO.

2.2.2.2. poMsaHa Ha pasmMepuTe Ha
nposopeLa (ysesimyeHvne, HamaneHue,
BPpbLUaHe B NpeAuLHOTO CbCTOAHNE).
3aTBapsHe Ha nposopeLa.

2.2.2.3. PaboTa C HAKOJIKO npo3opeLa.
2.3.1.1. PasrnexpgaHe NOHATMETO
“‘anpektopua’. PasrnexagaHe v
pasfacHeHVe abpBOBMAHATA CTPYKTypa
Ha OMpeKTopuunTe.

2.3.1.2. PasrnexpaaHe ycTpoicTseara,
1n3non3Bally onepalmoHHaTa cuctema
3a CbxpaHsiBaHe Ha (paiisioBe 1 nanku
Ha TBbPANA AUCK, OUCKETMU,
KoMmnaktauckose, USB.

2.3.2.1. 3agaBaHe agpec Ha
thalinoseTte u agupekTopuute.

2.3.2.2. Cb3gaBaHe Ha gupektopus/
nanka v nogavpeKkTopus.

2.3.2.3. HabnwgaBaHe Ha napameTpuTe
Ha OMPEKTOPUUTE N NankuTe.



2.3.3. PaboTtac
hainnose

2.3.4. KonupaHe n
npemMmecTeaHe

2.3.5. Vi3TpuBaHe,
Bb3CTaHOBABaHe

2.3.6. TbpceHe

2.3.7. 3anncBaHe Ha
dain

2.3.3.1. Hali—pasnpocTpaHeHuTe
BMAOBe (haiifioBe: TEKCTOBM (haiiniose,
dhaiinioBe 3a eNeKTPOHHU Tabnuywm,
¢halinose 3a 6a3a fgaHHuW, daiinose 3a
npeseHTaymm, rpacuyeckn ainose,
ayavo v Buaeo goaiinose
KoMnpecupaHu thaiioBe 1 BpeMeHHN
dhainnose.

2.3.3.2. Konuyectso ¢haiinose,
dhaiinoBe c onpeaeneH Tun,
CbAbpXaLly ce B narku.

2.3.3.3. A3MeHeHNe Ha HaCcTPONKnTe Ha
(halina — yeTeHe, CKPUTU, aPXUBHN.
2.3.3.4. CopTupaHe Ha (hainoseTe rno
MMeHa, TUM, pasmep, gara Ha nocnegHo
pefakTupaHe u T.H.

2.3.3.5. 3aaBaHe Ha nNpaBuJTHO
paslwmpeHne Ha hanna npu
npevMeHyBaHe.

2.3.3.6. [poMAHa Ha MeHaTa Ha
avpekTopuuTe 1 goannoseTe.

2.3.4.1. 36upaHe Ha eaviH unu
HAKOJ/IKO paiina, nanku uin gupexkTopum
2.3.4.2. KonnpaHe Ha (haisioBe 1 narku
nnn nomoLlHu onepaumn Copy n Paste.
2.3.4.3. lNpemecTBaHe Ha haiinose,
narku.

2.3.4.4. BaxHO e Cb3aBaHeTO Ha
pe3epBHU KOMWS Ha BbHLUHN
3anameTsaBalim YC/10BUS.

2.3.4.5. MNpemecTBaHe Ha hainioBeTe
npv U3nosi3BaHe Ha onepauumte Cut un
Paste.

2.3.5.1. 3TpuBaHe Ha chaiisioBeTe n
narnkuTe B KOLUYETO.

2.3.5.2. Bb3cTaHOBABaHe Ha
chalinoseTte 1 nankuTe OT KoLlYeTa.
2.3.5.3. N3TpuBaHe Ha chaiinioseTe n
narnkuTe OT KOLUYeTO.

2.3.6.1. TbpceHe Ha (hannose 1 nanku
— ype3 KomaHgaTa Search.

2.3.6.2. TbpceHe (Search) Ha dhaitn no
HEroBoTO paslivpeHne, nme, aara,
pasmep U T.H.

2.3.6.3. lpocnepasaHe Ha crnncbKka ¢
HamMepeHuTe (paisioBe 1 narku.

2.3.7.1. lNoHATHeTO 3anMcBaHe Ha goain
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2.4. Bupycu 2.4.1. OCHOBHMN

NOHATUA
2.4.2. bopba c
BUpycuTe
2.5. 2.5.1. CBbp3BaHe
YnpaBreHue
Ha npuHTepa
2.5.2. MNevat

2.3.7.2. CBansiHe Ha HamepeHuTe
dhannoseTe nan NanknutTe Ha gucketa
NN AUCK.

2.3.7.3. 3anuceaHe Ha Beue
3anncaHuTe painnose Ha gucketa nnn
OVCK.

2.4.1.1. KakBO e TOBa BUPYC N KakBU
NnopaxkeHns Moxe Aa NpuunHU Ha
KOMMNIOTbpaA.

2.4.1.2. HAKONKO HaunHa 3a
NPOHNKBaHE Ha BMpYyca B KOMMNIOTbpPaA.
2.4.1.3. NpegumMcTBaTta aT U3non3sBaHe
Ha aHTUBUPYCHUTE Nporpamu.

2.4.1.4. TloHATNETO “NeyveHne” Ha
dhannosere.

2.4.2.1. \anonssaHe Ha aHTUBUPYCHU
nporpamMmu 1 NpoBepKa Ha onpeaesieHn
AVCKoBe, nanku v gainiose.

2.4.2.2. Heo6xoaAnNMOCT OT perynspHo
06HOBSIBaHe Ha aHTMBMpYyCHaTa
nporpama.

2.5.1.1. HacTpoiika Ha npuHTepa no
nogpaséupaHe.

2.5.1.2. IHcTanupaHe Ha NpuHTep.
2.5.2.1. NeyaTaHe Ha TEKCTOBU
OOKYMEHTN.

2.5.2.2. KOHTponupaHe Ha npoueca Ha
BbBeXxJaHe Ha JaHHUTe 3a nevar,
n3non3BaHe Ha AManoroBUAT NPo3opeL,
3a npuHTUpaHe.

2.5.2.3. nyckaHe 3a neyart, oTMsHa Ha
KomaHZara 3a rnedar, n3non3saHe Ha
AnanoroBuAT Npo3opeL, 3a
npocnegasaHe CbCTOAHNETO Ha
NPUHTUPAHUA OOKYMEHT.
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MOAYN 3

TEKCTOOBPABOTKA

N3nckBaHNS KbM N3NUTBaHUS:
e M3nuTBaHMAT TpAabBa Aa AEMOHCTpMpa yMeHUs npu paboTta ¢ TEKCTOBUS
pefakTop
e V3nuTBaHMAT TpsibBa fa ymee fa cb3fgasa, opmarvpa, Herosiemu
TEKCTOBM [LOKYMEHTMW.
e M3nutBaHmAT TpsbBa p[a ymee pga konvpa WM npemecTtBa AajeHa
NHGOPMaLNSA B paMKUTE Ha HAKOJSIKO JOKYMEHTA.
e M3nutBaHmAT TpsibBa Aa ymee Aa npeacrtasBs AaHHW B TabnunueH Bug, Aa
BK/IOYBA B CbCTaBa Ha TEKCTOBUS AOKYMEHT CHUMK/ U KapPTUHKK, a CbLL0
1 Aa nonssa PyHKUMUTE Ha eNleKTPoHHaTa nowa.

Mporpama:

3.1. OCHOBHU
HaBMun

3.1.1. MbpBU CTBNKK

3.1.2. I3ameHeHune Ha
OCHOBHUTE napameTpu

3.1.1.1. lNyckaHe Ha TEKCTOBUA
pefakTop.

3.1.1.2. OTBapsAHe Ha eguH nunu
HAKOJ/IKO JOKYMEHTA.

3.1.1.3. Cb3gaBaHe Ha HOB JOKYMEHT
(wabnoH no nogpasbupaHe n apyrun
OOCTBMHU Wab/10HN).

3.1.1.4. CbxpaHsaBaHe Ha JOKYMeHTa Ha
TBbPANA OUCK.

3.1.1.5. CbxpaHsaABaHe Ha JOKYMeHTa
nog Apyro ume.

3.1.1.6. CbxpaHsaBaHe Ha JOKYMeHTa B
Apyr popmar - OT TEKCTOBU OOKYMEHT
BbB doopmat RTF, yeb-cTpaHuua,
WwabsoH, 3a4a4eH0 pasLumpeHue,
HOMep Ha Bepcua.

3.1.1.7. PaboTa C HAKO/IKO OTBOPEHN
[OKyMeHTa eJHOBPEMEHHO.

3.1.1.8. l3anon3BaHe Ha nomoLyHarta
cuctema Help.

3.1.1.9. 3aTBapsAHe Ha AOKYMEHTA.
3.1.2.1. NpomaAHa Ha u3rnega Ha
[OKyMeHTa.

3.1.2.2. MNpomsHa Ha mawaba Ha
OOKyMeHTa.

3.1.2.3. NpomAHa Ha naHenuTe ¢
NHCTPYMEHTN.

3.1.2.4. BbBexaaHe Ha CKpuUTH,
Heneyaraemu 3Hauu.

3.1.2.5. lNpomsaHa Ha napameTpu,
TakuBa KaTo: MMe Ha nosi3sarens,
OTBOPEHWN ANpeKTopun / nanku no
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nogpasbupaHe, CbxpaHeHue Ha
[OKyMeHTa.
3.2. OcHoBHM  3.2.1. BbBexaaHe Ha 3.2.1.1. BbBexgaHe Ha TeKcT?
onepauun [aHHU
3.2.1.2. BbBexgaHe Ha cneyuaiHu
CUMBO/IN 1 3HAUM.
3.2.2. PasnnyaBaHe Ha 3.2.2.1. PasgeneHne Ha CUMBO/IN,
4yacTuTe Ha JOKYMEHTa  OyMu, u3peyeHus, absaum uiv uenuvs

OOKYMEHT.
3.2.3. lNpomsHa Ha 3.2.3.1. MHOrokpaTHO NpomMeHsHe Ha
JaHHuTe TEKCTa, BbBeXaHe Ha HOBU CUMBO/IN,

AyMW, convpaHe Ha CbLUeCcTBYyBalll
TEKCT B paMKUTE Ha JOKYMeHTa.
3.2.3.2. lanon3BaHe Ha komaHauTe
Undo “oTmeHun BbBeXaaHeTo” n Redo
“BbpHN BbBEXAaHETO".

3.2.4. ®yHKUNU 3.2.4.1. KonvlpaHe3 Ha 4yacTu OT TeKkcTa
KonupaHe, BbBexXJaHe, B paMKuTe Ha efH U HAKOJIKO
npemecTsaHe, [OKyMeHTa.

n3TpmBaHe

3.2.4.2. MpemecTBaHe* Ha uyacTn oT
TEeKCTa B paMKUTe Ha euH NN HAKOJIKO

[OKyMeHTa.

3.2.4.3. Pa3gensaHe Ha TeKCcTa Ha yacTu.
3.2.5. TvpceHe n 3.2.5.1. TbpceHe Ha aymun nnu ppasm
npomMmsHa ype3 komaHgara Find.

3.2.5.2. TbpceHe 1 nogmsaHa Ha oymu
nnu gopasu B TecTa upes kKomaHaa

“Replace”.
3.3. 3.3.1. dopmaTtunpaHe 3.3.1.1. NpomAHa Ha napameTpuTe Ha
dopmartvpaHe Ha TekCcT WwpudoTa: pasmep n Tum.

3.3.1.2. [pomAHa Ha napameTpuTe Ha
Wwpudpta: yaebeneH, Hak/IOHeH,
nogyepTaH.

3.3.1.3. TopeH n foneH nHaekxc.
3.3.1.4. CmsHa Ha perucrspa.

3.3.1.5. Pa3gensaHe Ha TekcTa
nocpeacTBOM pas/IMyHN LIBETOBE.
3.3.1.6. KonnpaHe Ha dpopmaTta Ha 4acT
OT TEKCTa 1 0TpassaBaHe Ha npomMsaHarta
B APpYr 4acT OT TeKCTa B JOKYMeHTa.
3.3.1.7. NpomsAHa Ha cbLlecTByBaLl,
CTW Ha Aymu, n3pasun n naparpadgwu.
3.3.1.8. M3nonsesaHe Ha kOMaHgarta 3a
aBTOMAaTMYHO NMpeHacsaHe Ha AyMu.

? Yye6HaTa nporpama 4.0 nogpas6rpa BbBeXAaHeTO Ha TEKCT [ja 03HauaBa BbBexXJaHe Ha
neyaraemm cumoau (6ykeu, ULMgIpW), MHTEPBA/I 1 3HALM 3a NMyHKTOoAUMS.

® KonupaHe o3Hauasa n3nonssaHe yHkumaTa Copy u Paste

* MNpemecTBaHe 03HauYaBa M3Nos3BaHe Ha yHKuuATa Cut n Paste

13



3.4. Ob6eKTHn

3.3.2. dopmatupaHe
Ha naparpada

3.3.3. dopmaTupaHe
Ha [AOKyMeHTa

3.4.1. Tabnuum

3.3.2.1. lJobaBsiHe 1 NpemaxBaHe Ha
CVYMBOJ/I B Kpas Ha naparpada.
3.3.2.2. lJobaBsiHe 1 NpemaxBaHe Ha
CYMBO/IN OT 6bp3uTE BYTOHM.

3.3.2.3. lNogpaBHABaHe Ha TeKCTa
CnpsIMo /1eBUA Kpal Ha ab3aua.
3.3.2.4. OTCTOAHME Ha TeKcTa: Nno
cpepara Ha 1McTa, B figBarta yacT Ha
NINCTa, B AsACHATa YyacT Ha nuncTa.
3.3.2.5. 3agaBaHe Ha eAHNYEH, ABOEH
MEeXAVHEH WaW Mo 136op MHTepBan Ha
MexaypeaunaTa.

3.3.2.6. NHTepBan mexay naparpadure
3.3.2.7. lNo3nynoHnpaHe, npemecTeaHe
1 N3Mnon3BaHe Ha Tabynauus.

3.3.2.8. lNo3nymoHmpaHe Ha Mapkepa 3a
npomMsHa Ha Homepa B Crnucbka.
3.3.2.9. MNo3nymoHmpaHe Ha Mapkepa 3a
npomMsHa Ha cTuiia Ha Homepa B
cnucbka oT onuunTe.

3.3.2.10. Job6aBsiHe Ha rpaHu1ua Ha
TEeKCTa; 3aTbMHABaHe Ha naparpad.
3.3.3.1. HacTpoiika Ha napameTpuTe Ha
cTpaHuuarta — Portrait/ Landscape.
[MpomsAHa pasmepuTe Ha cTpaHuuaTa.
3.3.3.2. [lpomAHa Ha NoneTo Ha
OOKyMeHTa.

3.3.3.3. [JobaBsiHe 1 npemMaxBaHe Ha
Pa3CTOSAHMETO Mexay CTpaHuumTe.
3.3.3.4. pomsAHa Ha ropH1Aa 1 A0STHUA
KOJTIOHTUYM.

3.3.3.5. BbBexgaHe Ha efleMeHTn B
TOPHUA N AONHUA KONOHTUYM — Aara,
HOMep Ha CTpaHuLa, MECTOMOIOXEHNe
Ha chbalina.

3.3.3.6. ABTOMaTn4yHa HoMepauuna Ha
CTpaHuuuTe Ha AOKyMeHTa.
3.4.1.1.TNoAroToBKa Ha AOKYMEHTa 3a
Aa 6bae nobaseHa Tabnuua.

3.4.1.2. Cb3gaBaHe unuv npomMsHa Ha
Tabnuua.

3.4.1.3. Pa3gensiHe Ha TabnuuaTa Ha
KOJIOHW, pefioBe U KNETKN.

3.4.1.4. obaBsiHe 1 U3TpUBaHe Ha
KOJIOHW 1 pefoBe.

3.4.1.5. NpomsAHa Ha BUco4nHaTa n
lMpuHaTa Ha pefloBeTe N KOIOHUTE.
3.4.1.6. PepgaktupaHe Ha KneTkuTe B
Tabnuuara: pasmep v TUM Ha WpngTa,
npomMsHa Ha uBerTa.
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3.4.2. KapTUHKMU,

n3o06paxeHuns,
rpacukm
3.5. 3.5.1. OcHoBWu,
CbCTaBsAHe Ha MNpakTnyecko
CTaHOapTHU NPUroTBsAAHE N
nmcma n3npatlaHe Ha
cTaHgapTHUA
OOKYMEHT
3.6. 3.6.1. lNoaroToBka Ha
MpuHTUpPaHe OOKyMeHTa 3a neyar

3.4.1.7.3aTbMHSIBAHE HA K/ETKW.
3.4.2.1. BbBexaaHe Ha KapT1HKa®,
n306paxeHne, rpadouka B AOKYMEHTA.

3.4.2.2. Pa3gensaHe Ha KapTUHKN,
N306paxeHnsa n guarpamu B
[OKyMeHTa.

3.4.2.3. KonupaHe Ha KapTUHKWN,
N306pakeHns 1 gnarpamm B pamkmTe
Ha [OKYMEHTa UM OTBOPEHUTE
OOKYMEHTN.

3.4.2.4. NpemecTBaHe Ha KapTUHKN,
N306paxkeHns n gnarpamv B pyr
OOKYMEHT.

3.4.2.5. lNpomsaHa Ha pa3mMepuTe Ha
rpachmyeckuTe 06eKkT 1 gnarpamu.
3.4.2.6. NpemaxBaHe Ha rpaduyeckute
06eKkTn N gnarpamu.

3.5.1.1. TloHATNA 3a CbCTaBsAHE Ha
CTaHA4apTHU NUCMa, a Taka CbLLo U
CNiMBaHe Ha U3TOYHMKA Ha AaHHUTE C
rNMaBHUA OOKYMEHT.

3.5.1.2. Cb3paBaHe Ha none 3a
n3npatlaHe Ha gobaBeHNTe AaHHW.B
rNaBHUA OOKYMEHT

3.5.1.3. Cb3gaBaHe Ha Habop AaHHU
(3a n3npatlaHe) Ha cTaHgapTu3npaHuTe
[OKYMEHTN.

3.5.1.4.06eHeHNE Ha CbAbpPXaHNETO
Ha OCHOBHMA AOKYMEHT C NPOMEHeHaTa
NHopMaums.

3.6.1.1. Pa3bupaHe Ha BaxxHOCTTa OT
npoBepKa npeaun neyar — opueHTaums,
nosieta, WpugTose, npasonuc.

3.6.1.2. lNpoBepka Ha npasonuca —
KOpeKLMN U TPELLKX, pa3fenisaHe Ha
nosTapaLwmTe ce ayMu.

3.6.1.3. JobaBsiHe Ha AyMM B peyHmKa
3a npasonuc 3a NpoBepka.

3.6.1.4. NpepBapuTeneH npernen Ha
OOKyMeHTa.

> TYK NOHATUETO “KapPTUHKA” O3HAYaBA rpatPUUHI PUCYHKM OT rasiepusita pUCcyHKU, “n3obpaxeHue”
O3HavaBa M36op Ha n3obpaxeHne oT haiin, “guarpama” o3HauyaBa 06eKT Cb3fafeH Ha ocHoBaTa Ha

TabNMYHN gaHHK
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3.6.2. Nevart 3.6.2.1. HacTpolika Ha |'|apa|v|eTp|/|Te6
Ha NpuHTEepa — neyart Ha BCUYKN
[OKYMEHTW, onpeaesieHn cTpaHuuu,
6poi1 Ha Konus 1 ap.
3.6.2.2. lNeyart Ha fOKyMeHTa C NpUHTEpP
no nogpasbupaHe.

6 BnapgeeHe Ha e/ieMeHTapH1 HaBuUK 3a neyataHe He B/in3a B CNNCbKa Ha HaBuUuuTe, obe3aTesiHo 3a
KaHongatunte O6yl-IeHI/IeTO Ha Te3n HaBuLM MOXe Aa 61:,qe BK/TOHEHO B Ta3u nporpama
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MOAYN 4

EJIEKTPOHHU TABINUW

M3nckBaHMA KbM U3NUTBaAHUA:

e V3nuTBaHUAT TpsAbBa Aa ymee ga obpaboTBa UMC/IOBUTE M TEKCTOBUTE
[aHHWN B €/1IeKTPOHHUTE Tabmum

e /I3nuTBaHUAT TpAbBa fa [LeMOHCTpMpa YMeHusiTa CUM 3a Cb3faBaHe,
thopmaTupaHe 1 ohopMSAHe Ha eNeKTPOHHUTE Tabnnum’ .

e /i3nuTBaHMAT e TpsibBa fa yMee [fAa M3non3Ba Hali-ynotpebsBaHuTe
(YHKUMN 1 apUTMETUYECKUN AEACTBUS.

® 13nuTBaHUAT TpAGBa Aa yMee [a cb3jaBa rpadyuuHn 06eKTn 1 gnarpamu.

Mporpama:

4.1. 4.1.1.HavanHun gaHHn  4.1.1.1. TlyckaHe u cnupaHe Ha
3non3saHe n nencreune nporpamMara 3a 06paboTka Ha
Ha eNeKTPOHHY Tabnunum.
nporpamara

4.1.1.2.0TBapsAHe Ha efiHa N HAKOMKO
eNeKTPOHHU Tabnunuu.
4.1.1.3.Cb3aaBaHe Ha HOBU
€/1eKTPOHHU Tabimum (LWab1oHn no
nogpasoupaHe).
4.1.1.4. CbxpaHsiBaHe Ha TeKyLim
eNeKTPOHHM Tabnnum Ha TBbPAUSA OUCK.
4.1.1.5. CbxpaHsaBaHe Ha
eNeKTPOHHUTE Tabnum nog apyro nme.
4.1.1.6. CbxpaHeHue Ha eNeKTPoOHHUTe
Tabnmum ¢ Apyro paswmpeHme —
TEeKCTOBW haiin, yeb-cTpaHuya,
lWwabnoH, 0CO6EHN pasLLMPEHUs, HOMEp
Ha BepcusaTa.
4.1.1.7. PaboTa C HAKOJIKO NncTa B
e[VH LOKYMEHT.
4.1.1.8. \3non3BaHe Ha nomoujHara
cuctema Help.
4.1.1.9. 3aBbpluBaHe (3akpuBaHe Ha
dhainna) npm paboTa C KOHKpeTHa
eNeKTpoHHa Tabnuua.

4.1.2. YcTaHOBABaHe 4.1.2.1. lNMpomsiHa Ha Mallaba Ha

Ha OCHOBHUTE BUAMMOCT Ha [JOKYMEHTa.

napameTpu n

n3o6paxeHne Ha

Tabnuuyata

" MOHATVETO “eNeKTPOHHA TabnmLa” ce U3non3sa 3a 0603HauaBaHe Ha (alifloBeTe B e/IeKTPOHHaTA
Tabnmua ¢ pasnmyHn PyHKLMOHAIHN Bb3MOXHOCTH.
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4.2. KneTtku 4.2.1. BbBexaaHe Ha

[aHHW

4.2.2. Pa3gensiHe Ha
KNeTkn

4.2.3. PepoBe n
KOJIOHN

4.2.4. [obaBsiHe Ha
OaHHU

4.2.5. KonnpaHe,
npemecTeaHe n
N3TpMBaHe Ha faHHU

4.2.6. TbpceHe u
3aMeHATe Ha AaHHU

4.1.2.2. HacTpoliika Ha naHenuTe ¢
NHCTPYMEHTW.

4.1.2.3. dukcmnpaHe, oTMsAHa Ha
domkcunpanuTe 3arnasusa Ha pega/
CTb/16a.

4.1.2.4. HacTpolika Ha OCHOBHUTE
napamMeTpu, TakMBa KaTo ume Ha
nosi3Baresnida, ctaHgaptHara
AnpekTopusa / nanka 3a HoBuUTe
[OKYMEHTU, CbXpaHsaBaHe Ha dpaina.
4.2.1.1. BbBexgaHe Ha uncna, gatu,
TEKCT B K/IeTKUTE Ha e/IeKTpoHHaTa
Tabnuua.

4.2.2.1. Pa3gensHe Ha OTAETHN KNEeTKU
NN TAXHOTO C/iMBaHe (He e
3ab/DKUTE/IHO Te [a ca CbCenHM) B
Tabnuuara.

4.2.2.2. Pa3gensaHe Ha pefoBse U
KOJIOHW C JaHHW - pefloBETE U KOJIOHUTE
mMoraT ga 6baaT pasnosioKeHn eguH 40
ApYyr Taka v B 0TAe/HM 06/1acTh Ha
TabnuunTe.

4.2.3.1. BbBexgaHe Ha pefoBe U
KOJIOHW.

4.2.3.2. \3TpuBaHe Ha pefoBse U
KOJIOHW.

4.2.3.3. [pomMaAHa Ha WwWupuHaTta Ha
KO/IOHUTE 1 BMUCOYMHATA Ha pefoBeTe.
4.2.4.1. Bb3MOXHOCT 3a NPOMeHN B
CbAbpXaHNEeTOo Ha KNeTKNTe, 3aMaHa Ha
CbAbPXaHNETO Ha K/eTKUTE.

4.2.4.2. /\3anon3BaHe Ha kKomaHauTe
Undo v Redo.

4.2.5.1. KonvnpaHe® cbabpxaHueTto Ha
knetkuTe (B NnpefesinTe Ha HAKOMKO
paboTHM NncTa).

4.2.5.2. i3non3BaHe (pyHKUMATa Ha
aBTOMaTMYHO 3anb/iBaHe.
4.2.5.3.I'IpeMeCTBaHe9 CbAbpXXaHNeTo
Ha KneTkuTe (B pamMmKuTe Ha HAKOJIKO
paboTHM NncTa).

4.2.5.4. 3TpuBaHe CbAbPXaHMETO Ha
KneTkuTe.

4.2.6.1.13non3saHe Ha KomaHgarta Find
3a TbpCEHE Ha [aHHMW.

4.2.6.2. \3nonsBaHe Ha kKomMaHaaTa
“Replace” 3a nogmsiHa Ha BbBeZeHn B
Tabnuuara gaHHW.

® KonupaHre o3HauaBa 13nonssaHe Ha metoga Copy Paste
° MpemecTBaHe 03HauaBa M3nonssaHe Ha metoga Cut Paste
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4.2.7. CopTupaHe Ha

[aHHU
4.3. PaboTHU 4.3.1. O6paboTka Ha
nncTtose nucrtute
4.4. dopmynn  4.4.1. ApUTMETUYHU
N PyHKLUN doopmynn
4.4.2. NpenpaTkn Ha
KNeTKn
4.4.3. N\sanon3BaHe Ha
JoyHKU MM
4.5. 4.5.1. Yucnosu n
dopmartvpaHe TEKCTOBU faHHU

4.5.2. CbAbpXaHue Ha
KNneTkute

4.2.7.1. CopTupaHe Ha 41Mc/oBu n
TEKCTOBU [aHHN.
4.3.1.1. Jo6baBsiHE Ha HOB JIACT.

4.3.1.2. lNpenmeHyBaHe Ha paboTeH
JINCT.

4.3.1.3. 3TpuBaHe Ha /INCT.

4.3.1.4. KonupaHe Ha paboTeH /INCT n
fobaBsaHeTo My B Apyra eNiekKTpoHHa
Tabnuua.

4.3.1.5. lNpemecTBaHe Ha paboTeH NncT
N [o6aBAHETO My B Apyra efieKTpoHHa
Tabnuua.

4.4.1.1. OCHOBHU (hyHKUUM M3MOA3BaLLM
apuTmeTuyecku onepaumm (Cbbupaxe,
n3BaxgaHe, yMHOXeHue, aeneHve).
4.4.1.2. Bngose rpeLlku npu cbCcTaBsHe
Ha popMy/iv 1 OTKPMBAHETO UM Ype3
cnpaBoYyHa MHdopmauus.

4.4.2.1. \3non3BaHe Ha OTHOCUTENEH U
abCo/TEH apec Ha KNeTk1Te ¢
dhopmynu.

4.4.3.1. i3non3BaHe Ha PyHKUmMATa
Sum, Avg, Min, Max.

4.4.3.2. \3non3BaHe Ha /I0TMYecKku
dyHKUMN (M360p Mexay ase
onepauvoHHN 3HaYeHNs).

4.5.1.1. ®opmaTupaHe Ha 4u1co B
KneTka nocpeAcTBoM geceTnyHata
3aneTasi — upes 3agaBaHe 6poi uncna
cnep geceTtnyHaTa 3aneTas.

4.5.1.2. dopmaTupaHe Ha K1eTKn npu
3a/laZleH0 KafleH4apHo Bpeme (4eH,
Mecey, MMe Ha meceLa).

4.5.1.3. dopmaTtnpaHe Ha K1eTku npu
3aja/leH napuyeH 3Hak.

4.5.1.4. dopmatnpaHe Ha AaHHU Npu
3ajaneH NpoLeHT.

4.5.2.1. lNMpomsiHa Ha BuAa Ha wpudta
n pasmepa.

4.5.2.2. [lpomMAHa Ha napameTpuTe Ha
wpnpta — yaebeneH, HakNMoHeH,
nogyepTaH.

4.5.2.3. lNpomsaHa Ha uBeTa Ha wpudrta
N KNeTkuTe.

4.5.2.4. KonupaHe Ha thopmaTupaHu
KNeTkKn, pefioBe 1 NpoMsAHa Ha
KOMMpaHUa CTUN KbM APYTU KNETKN.
4.5.2.5. ObxBallaHe Ha faHHUTE B
Knetkata Ha Tabnumuarta.
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4.5.3. lNoapaBHABaHe
Ha CbAbpXaHMeTo Ha
KneTkuTe

4.6. N'pachukn  4.6.1. N3non3saHe Ha
n aunarpammu rpadoukmn n guarpamu
4.7. Nevart 4.7.1. HacTpoiika Ha

napameTpute

4.7.2. NoarotoBka

4.5.3.1. 3paBHABaHe Ha
CbAbpPXaHNETOo Ha KneTku/ pefose oT
NSABO, OT AACHO, LeHTpupaHe unn no
BepTuKana u gp.

4.5.3.2. LleHTpunpaHe Ha 3arnaBsmaTa Ha
cTbnboBeTe.

4.5.3.3. lpomMAHa Ha CbAbpPXKaHNETO Ha
KNeTkuTe.

4.5.3.4. NpomaAHa Ha nogpaBHeHUTe
KNeTKW.

4.6.1.1. Cb3paBaHe Ha pas3/inyHu
BUAOBE rpadoukn 1 gnarpamMmm Bb3
OCHOBa Ha faHHuUTe B Tabnunte —
JNINHEHW, KPBroBKU, KOSTIOHHW 1 Op.
4.6.1.2. NpomMAHa N n3TpueBaHe Ha
3arnaBudaTa Ha rpaukm n cekTopu B
anarpamu.

4.6.1.3. lNpomsaHa Ha poHa Ha
Anarpamara.

4.6.1.4. lNpomMsaHa Ha LBEeTOBETE Ha
KOJIOHUTE B Auarpamara.

4.6.1.5. lNpomsaHa Ha Tuna Ha
Anarpamara.

4.6.1.6. KonupaHe 1 npemMecTBaHe Ha
AnarpamMara, B pamMKuTe Ha efHa uiu
HSAKOJIKO e/IeKTPOHHU Tabnunun.

4.6.1.7. NpomMsaAHa Ha pa3mepuTe Ha
rpadpuknTe n gnarpamure.

4.7.1.1. NpomMsaAHa Ha NnosieTo Ha imcTa
— 0T rope, OoT AoNy, OT NABO, OT AACHO.
4.7.1.2. NpomMAHa Ha opneHTaumnaTa Ha
nuncta: Landscape/ Portrait.

4.7.1.3. HacTpoiika Ha 6posi Ha
/INCTOBETE OT efleKTpoHHaTa Tabnuua
3a oTrnevyarsaHeTo UM.

4.7.1.4. TlpomMsAHa Ha ropHUa N A0NHUSA
KOJTIOHTUYM.

4.7.1.5. flobaBsHe Ha nosie 3a
KOJIOHTUYM: HOMEpP Ha cTpaHuua, aarta,
BpeMe, nme Ha paina, ume Ha fimcra.
4.7.2.1. HeobxoanmMocCT OT NpoBepka Ha
n3uncneHuaTa npean neyar.
4.7.2.2.NpensapuTtesiHo npernexaaHe
Ha nmcra.

4.7.2.3. lNMpomsHa Ha n306paxeHneTo
Ha pefoBeTe 1 CTb60BeTE Npu nevar
4.7.2.4. HacTpoiika Ha neyaTtaHeTo Ha
3arnaBus Ha BCsKa CTpaHuua.
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4.7.3. MNeyvar 4.7.3.1. Meuat™® JuanasoH Ha KneTkute
B INCTa, 3afaBaHe 6poii Ha konuaTa,
rneyaraHe Ha BCUYKWN NIMCTOBE UK
n36paHu rpadonku.

10 BnageeHeto Ha e/fleMeHTapHu HaBuUK 3a ne4yataHe He € BK/TIDYEHO B CNNCHKa Ha e/fieMeHTapHuTe
HaBULN, 3a4b/DKUTENTHO 3a KaHaAngaTtuTe, Te3un O6y‘-IeHI/IF| morart aa 6b,an BK/TKOYEHN B Nporpama.

21



MOAYN 5

BA3A JAHHW. NMPEABAPUTENHO NMPEACTABAHE 3A OCHOBHWA

KYPC

M3nckBaHMA KbM U3NUTBaAHUA:

N3nnTBaHmAT TpsibBa ga uma npefcraBa 3a OCHOBHATa KoHLUenumsa Ha 6asaTa
AaHHW.

N3nuTBaHMAT TpAbBa fa ymee fa MOKake HauvHUTe 3a paborta ¢ 6aszara
[aHHN.

N3nnTBaHMAT e TpsabBa fa ymee fa cb3jaBa W MpoMeHsA Tabnvuute,
3aaBkMTe, popmMuTE N fOKNAAMTE Ha 6a3aTa JaHHW.

N3nuTBaHMAT TpsabBa fga ymee fa Hanpasu Bpb3KUTe mexay Tabnvuute B
6asara fgaHHu.

N3nuTBaHMAT TpsAbBa fa ymee pJda CBbpxe Tabnvumte uM ga nonsea
nHopmauusTa B 6asara faHHW, Ype3 NOMOLHUTE MHCTPYMEHTUTE 3a 3asBKa
N copTupaHe.

Mporpama:
5.1.0CHOBHM 5.1.1. HavanHu 5.1.1.1. MNMoHATUA 3a 6a3a gaHHW.
HaBuumn cBefeHusa

5.1.1.2. NoHATMA 3a Cb3aBaHe Ha 6a3a
AaHHu: Tabnnuwn, 3anvcu, noneta, BUA
Ha JaHHWTe, CBOMCTBA Ha noneTtara.
5.1.1.3. TIOHATVETO NbPBUYEH KITHOY.
5.1.1.4. TIoHATVETO MHAEKCHPaHE.
5.1.1.5. lNoHATHEeTOo Lenin cBbp3aHn
Tabnmum B 6a3arta faHHu.
5.1.1.6. lNpaBunoTo 3a
Heob6XxoA4MMOCTTa OT BUHArN TOYHM
[aHHV 3a 3ana3BaHe Ha pedepeHTHaTa
LSMI0CT Ha 6a3aTta AaHHWN.

5.1.2. IMbpBU CTBNKN 5.1.2.1. lNyckaHe Ha nporpamarta 3a
ynpasneHue Ha 6asn gaHHMW.
5.1.2.2. 3ano3HaBaHe C BXo4a Ha Beue
cbllecTBYyBalla 6a3a gaHHW.
5.1.2.3. Cb3gaBaHe Ha HoBa 6a3a
OaHHW.
5.1.2.4. CbXxpaHdaBaHe Ha cb3gajeHarta
6a3a faHHN Ha TBbPAMSA AMUCK.
5.1.2.5. lanon3BaHe Ha nomoLyHarta
cuctema Help.
5.1.2.6. 3aBbpLUBaHe Ha paboTaTa C
6a3aTa gaHHW.

5.1.3. HacTpoiikn 5.1.3.1. NpomsaHa Ha napameTpuTe 3a
pasrnexgaHe Ha tabnuuute, popmuTe
N oTyeTuTe.
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5.2. Tabnuuu

5.3. Popmu

5.2.1. OCHOBHU
onepauyuu

5.2.2. OnpepensHe Ha
KnroyoseTe

5.2.3. lNpeacTaBsaHe Ha
Tabnuuurte

5.2.4. CBbp3BaHe Ha

Tabnuum

5.3.1. 3non3BaHe Ha
doopmun

5.1.3.2. lpoMsiHa Ha HaCTPONKNTE Ha
naHesnMTe 3a NHCTPYMEHTU Ha
nporpamMara.

5.2.1.1. Cb3gaBaHe 1 3ana3BaHe Ha
Tabnuum, HacTporka Ha Tuna gaHHW.
5.2.1.2. ob6aBsHe 1 npemMaxBaHe Ha
3anucu B Tabnuuarta.

5.2.1.3. BbBexaaHe Ha HOBW nosieTa B
Tabnuuara.

5.2.1.4. NpomAHa Ha 3anucuTe.

5.2.1.5. '3TpnBaHe Ha 3anucuTe.
5.2.1.6. lanon3esaHe Ha komaHgara
Undo.

5.2.1.7. NpemecTBaHe B paMKuUTe Ha
Tabnuuara — cnefsall, NpeauLLeH,
MbpBu, NOCNeAeH, onpeaesneH 3annc.
5.2.1.8. N3TpuBaHe Ha Tabsmun.
5.2.1.9. CbxpaHaBaHe Ha 3aBbpLUeHaTa
paboTa B Tabnuyute.

5.2.2.1. Cb3gaBaHe Ha MbPBUYEH KJTHOU.

5.2.2.2. Cb3gaBaHe Ha nHaekceH chaiin,
c/ 6e3 pa3pelueHne 3a KonupaHe.
5.2.3.1. dopmaTtnpaHe Ha napameTpuTe
(aTpmnbyTtuTe) Ha Tabnuuyata —
pasmepbT Ha nosietata, popmara Ha
yucnara, gaHHuTe.

5.2.3.2. Ocb3HaBaHe Ha
nocneacTeMaTa OT KbCHa MPOMSAHA Ha
napameTpuTe Ha nonetara.
5.2.3.3.Cb3gaBaHe Ha npaBuia 3a
Bepudmnkaumna Ha Tekcta, gaHHwu/
Bpeme, napuyHn eanHnLM.

5.2.3.4. poMAHa Ha WnpoymHaTta Ha
KO/IOHWTe B Tabsimuara.

5.2.3.5. pemecTBaHe Ha KOJIoOHUTE B
Tabnuuara.

5.2.4.1. Bpb3ku mexay Tabnvmumte 1:1 v
1:M, M:M.

5.2.4.2. NpemaxBaHe Ha BPbL3KUTE
mMexay Tabnuuure.

5.2.4.3. Cb3paBaHe Ha npasuna,
npegoTBpaTABaLLn U3TPMBAHETO Ha
pefioBe, KOUTO CBbP3BAaT AAaHHU OT
pasnuyHu Tabnunun.

5.3.1.1. OTBapsHe Ha hopma.

5.3.1.2. Cb3naBaHe 1 CbXpaHeHue Ha

dopma.
5.3.1.3. BbBexaaHe Ha 3anucu,
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5.4. TbpceHe
Ha JaHHW

5.5. Otyetn

5.4.1. OCHOBHU
onepauyuu

5.4.2. 3asBKu

5.4.3. CopTupaHe Ha
JaHHuTe

5.5.1. PaboTta c oTyeTu

npomMsHa, U3TpMBaHe Ha 3anncu c
rnomotura Ha oopmu.

5.3.1.4. NpemMnHaBaHe KbM crieaBall,
npeauLleH, Nbpsu UK NOCNeLeH pes
OT JaHHUTe B Tab/muara c nomouira Ha
dhopmara.

5.3.1.5. BbBexgaHe 1 NnpoMsaHa Ha
FOPHUA N OONHUA KONIOHTUYM Ha
dhopmara.

5.3.1.6. N3TpmBaHe Ha chopmu.
5.3.1.7.CbXxpaHaBaHe Ha HanpaBeHuTe
doopmu cnep npukYBaHe Ha
paboTara.

5.4.1.1. TbpceHe B 6a3arta AaHHU Ha
KOHKpPEeTHM 3anncu, Homepa, Aatu ¢
n3non3BaHe Ha koMaHgaTa 3a TbPCeHe.
5.4.1.2. Cb3gaBaHe Ha (uNTbp B
Tabnvua nnun dpopma.

5.4.1.3. N3TpMBaHe Ha thunTtbpa 3a
Tabnuuara n chopmara.

5.4.2.1. Cb3gaBaHe 1 3ana3BaHe Ha
3asBKka KbM efHa uiv ase tabnium
KaTo ce MU3nos3Bart KputepumnTe 3a
TbpCeHe.

5.4.2.2. Cb3gaBaHe Ha 3adBKU KaTo ce
n3nons3sar cnegHuTe onepaunn: <, >,
<=,>=, =, <> ", Wn.

5.4.2.3. NpomAHa Ha 3aaBKUTe 3a aa
6bae A06aBEH HOB KPUTEPWIA.

5.4.2.4. PepaktypaHe Ha 3asaBKUTe:
JonbnBaHe, npeMecTsaHe, U3TpuBaHe,
CKPUTU 1 ABHU NoneTa.

5.4.2.5. CtapTupaHe Ha 3aaBKaTa.
5.4.2.6. lNpekpaTaBaHe Ha 3aABKaTa.
5.4.2.7. CbXxpaHsBaHe Ha 3aBbpLUEHUTE
3a4BKMW.

5.4.3.1. CopTupaHe Ha AaHHUTE B
Tabnuuara, hopmarta, 3anvca no
HapacTBaHe 1 HamasisiBaHe.

5.5.1.1. Cb3paBaHe 1 CbXpaHeHue Ha
OTYeTM Bb3 OCHOBA Ha Tabsmuure.
5.5.1.2. NpomsAHa Ha pas3nosIoXeHNeTo
Ha nosietTara Ha JaHHUTe 1 3arnasuaTa
B OTYeTa.

5.5.1.3. 'pynupaHe Ha gaHHUTEe cropes
onpefeneHo 3arnaBne B OTYeTa.
5.5.1.4. MNpepgcTaBdaHe Ha nonetara B
rpynupaHunsa oTyer.

5.5.1.5. BbBexgaHe 1 NpoMsAHa Ha
KO/IOHTUYMa B OT4eTa.
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5.6. MNMeyvar

5.6.1. MNMoaroToBka 3a
neyar

5.6.2. HacTtpoiika Ha
npuHTEpa

5.5.1.6. 3TpnBaHe Ha OoTYeTn.

5.5.1.7. CbxpaHsiBaHe Ha 3aBbpLUeHuUTe
oTyeTwn.

5.6.1.1. lNpepgBapuTeneH npernen Ha
Tabnuuure.

5.6.1.2. NpomsAHa Ha pa3nosioXeHNeTo
Ha cTpaHuuaTa Landscape/ Portrait;
NnpoMsHa Ha pa3MepuTe Ha ncTa.
5.6.2.1. MeyaT? Ha cTpaHULM; neuaTt
Ha pa3geneHnTe 3anucy oT BCUYKN
Tabnuum.

5.6.2.2. NeyaT Ha BCcUYKKM 3anucu/
OTAENHN CTPaHULN Ypes3 N3nosi3BaHeTo
Ha MakeTa Ha popmuTe.

5.6.2.3. lNeyaTaHe Ha pe3syntaTute OT
3aaBKuTe.

5.6.2.4. lNeyaTaHe Ha oTAENTHN
CcTpaHuuu/ Ha BCUYKM OTYETU 3aeHO.

12 BnageeHeto Ha e/fleMeHTapHu HaBuUK 3a ne4yataHe He € BK/TIDYEHO B CNNCHKa Ha e/fieMeHTapHuTe
HaBULN, 3a4b/DKUTENTHO 3a KaHaAngaTtuTe, Te3un O6y‘-IeHI/IF| mMorart ga 6'b,an BK/TKOYEHN B Nporpama.
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MOAY/ 6

MPE3EHTALU

M3nckBaHMA KbM U3NUTBaAHUA:

e 3NUTBaHMAT TpsAbBa fJa uma npeacTaBa 3a Bb3MOXHOCTUTE, KOUTO
npeanarat nepcoHasiHMTe KOMMIOTPY 3a HanpaBaTta Ha npeseHTauun.

e 3nuTBaHMAT TPsIGBA Ja yMee Aa cb3AaBa, popmatmpa u ga npasu NPOMEHN
B Npe3eHTauunTe 3a Npe3eHTUpaHe ¢ MynTuMeaust unu neyart.

e /3NUTBaHMAT TpsbBa fda ymee [Aa Konvpa, M3psi3Ba M NPOMEHSI TEKCTa,
N306pakeHnsTa, KapTUHKUTE U rpadpukMTe B pamKuTe Ha efHa UM HSAKOJIKO

npeseHTaumu.

e /I3NUTBaHMAT € TpsbBa Aa ymMee Aa M3Mos3Ba aHMMauMoHHUTE 1 rpadnyHuTe
BBb3MOXHOCTV Ha NPOrPaMHOTO OCUTypsiBaHe.

Mporpama:

6.1. NyckaHe 6.1.1. HavyanHu
Ha cBefeHunsa n paborta
nporpamara

6.1.2. HacTpoiika Ha
napameTpute Ha
nporpamara

6.2. 6.2.1. Pexum Ha
O6paboTka Ha geMOHcTpauns

6.1.1.1. NyckaHe Ha nporpamara/
3aBbpliBaHe pabortara c nporpamMara.

6.1.1.2. OTBapsHe Ha efHa unn
HAKOJIKO npe3eHTauuu.

6.1.1.3. Cb3gaBaHe Ha HoBa
npeseHTaymsa (MakeT no nogpasbupaHe)
6.1.1.4. 3anasBaHe Ha npeseHTaunuTe
Ha TBbpAUA AUCK.

6.1.1.5. CbxpaHsaBaHe Ha
npeseHTaumaTa nog Apyro nme.

6.1.1.6. CbxpaHaBaHe Ha
npeseHTauuuTe B apyr goopmar:
mMeTadpain, wabnoH, pUcyHka, ¢ Apyro
paswmpeHne Ha ghainna, Homep Bepcus.
6.1.1.7. PaboTa C HAKOJIKO OTBOPEHU
npeseHTaymm.

6.1.1.8. Manoni3BaHe Ha nomolyHara
cuctema Help.

6.1.1.9. 3aBbpLuBaHe pabortara
npeseHTaymm.

6.1.2.1. Ianon3BaHe Ha MHCTPYMEHTUTE
3a yBennmyasaHe U HamansBaHe Ha
N306pakeHneTo.

6.1.2.2. loka3BaHe Ha cKpuTute
naHes i ¢ UHCTPYMEHTN.

6.1.2.3. NpomMsaHa Ha OCHOBHUTE
napameTpu: UMe Ha non3sarens,
AnpekTopua /narnka no nogpasbvpaHe
3a 3anassBaHe/ Ha OTBOPEHNSA LOKYMEHT.
6.2.1.1. lNoHATUA 3a pas3InyHUTe
PexnmMn 3a npeseHTrpaHe.
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npeseHTaymn

6.2.2. Cnanpgose

6.2.3. I3non3BaHe Ha
roToBuUTe WAaB0OHN

6.2.4. KOHCTpyKUMsa Ha
cnanposete

6.3. TekcT u
N306paxKeHns

6.3.1. BbBexaaHe Ha
TEKCT 1 popmMaTupaHe

6.2.1.2. lpomAHa Ha pexnma 3a
AeMOoHCTpaLms.

6.2.2.1. 360p Ha Tuna wabsIoH:
3arnaBseH NINCT, 3a guarpama,
HOMepupaH CNUCHK, CNNCHK — BHONIETUH,
CBbp3aH C gmarpama Tekcr.

6.2.2.2. [lpoMAHa Ha MakeTa Ha
cnainpgoserte.

6.2.2.3. NpomsHa Ha uBeTa Ha ooHa Ha
onpeesieHn crangose Uan Ha BCUYKU
cnanpose.

6.2.3.1. lNpomMaHa Ha A4OCTbNHUTE
WwabioHM B Npe3eHTaunaTa.

6.2.3.2. 3amsHa Ha wabnoHa n
npomMsaHa B 0pOpPMAHETO Ha
npeseHTaumaTa.

62.4.1. JobaBsiHe 1 U3TpUBaHe Ha
kapTUHKN®®, n306pakenns, rpachnyHm
06eKkTn OT obnacTTa Ha 3agaunTe 3a
Ccb3faBaHe Ha cnangose.

6.2.4.2. BbBexaHe Ha TeKCT B 40/THUA
KOJIOHTUYM Ha criainga nunm Ha BCUYKK
cnanpose.

6.2.4.3. NpomMaHa Ha aBTOMaTuyHaTa
HOMepauusa Ha cnaiga, noctaBsHe Ha
Aatn (0bHoBAEMM N HEOOBHOBAEMM).
6.3.1.1. BbBexaaHe Ha TEKCT B
npeseHTaumaTa B HOpMasieH pexnm 1 B
PEXMM COpTMPaHe Ha cnangoBseTe.
6.3.1.2. lNpomMsiHa Ha TekcTa B cnaiiaa,
BbBeXJaHe Ha HOBU CUMBOJIA U AYMW.
6.3.1.3. NpomMaHa Ha napameTpuTe Ha
TekcTa: TUn u pasmep Ha wpungra.
6.3.1.4. dopmaTMpaHe Ha TekcTa:
yaebeneH, Hak/mIoHeH, noavyepTaH.
6.3.1.5. lNpomsaHa Ha pasnmyHuTe
perncTpu B TeKcTa.

6.3.1.6. NpomMsaHa Ha LuBeTa Ha TekcTa.
6.3.1.7. 3aTbMHABaHe Ha TekcTa.
6.3.1.8. LleHTpupaHe Ha TekcTa B
nsABaTta, gfcHarta 1 LeHTpanHarta vyact
Ha cnaiiga.

6.3.1.9. NpomAHa Ha oTMecTBaHeTo
npegu v cnep Kypcopa ¢ TOYHO
onpepeneHo pasCToaHNe B TOUKMU.
6.3.1.10. NpomMsAHa Ha cTuna Ha

3 KapTuHka 03HauaBa rpadiuHO U306paxeHne OT BLHLUHA raslepus C KApTUHKN, U306paxeHie
03Ha4aBa Apyro M306paxeHne CbXxpaHeHo BbB (haiif, a rpadrka o3HayaBa 06eKT HanpaBeH

OTHa4daJs10.
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6.4. 'paconku
anarpamm u
rpadouyHm
06eKTn

6.3.2. KapTuHKM 1
n3o06paxeHuns

6.3.3. KonupaHe,
npemectsaHe u
n3TpusaHe

6.4.1. F'padorkun 1
anarpamm

6.4.2. OpraHusayma Ha
AuarpamuTte

6.4.3. HapucyBaHu
06ekTn

Mapkepa 1 HomepauuaTa.
6.3.1.11. I3non3BaHe Ha KomaHanTe
OTtmeHun (Undo) BbBeAEHOTO 1 BbpHHK
(Redo) BbBeAEHOTO.

6.3.2.1. BbBexaaHe Ha kapTuHkn' B
cnang,

6.3.2.2. BbBexgaHe Ha n306paxeHuns B
cnaug,

6.3.3.1.KonupaHe™ Ha TekcT, KapTUHKK,
N306paKeHNs B paMKnUTe Ha efHa Um
HSAKOJTKO Npe3eHTauuu.

6.3.3.2. NpemecTBaHe™® Ha TekcTa,
KapTUHKNTE, N3006paXeHns B pamMKuTe
Ha efHa NN HAKOJIKO Npe3eHTaunmn.
6.3.3.3. lNpomMsaHa Ha pa3mMepuTe Ha
KapTUHKaTa n n306paxeHneTo.

6.4.1.1. BbBexgaHe Ha JaHHU 3a
Cb3faBaHe Ha pas/INyHKN guarpamu:
KOJIOHHW, KPBIAW, TNHEAHN.

6.4.1.2. NpomsAHa Ha dpoHa Ha
rpadpukara.

6.4.1.3. NpomMsaHa Ha uBeTa Ha yacTtuTte
N NTNHUUTE Ha Aunarpamara.

6.1.4.4. NpomMaHa Ha TMna Ha
Anarpamara.

6.4.2.1. Cb3gaBaHe Ha opraHusaums Ha
Anarpamara.

6.4.2.2. [pomMaHa Ha TMna Ha
Anarpamarta

6.4.3.1. lo6baBsAHe Ha BCAKaKBU NTIUHUN U
rpacomyHn yHKUMM B cnanga.

6.4.3.2. lpomeHn Ha: uBeTa Ha (poHa,
LuBeTa Ha iMHu1Te, Tuna n gebenvHara
Ha NuHuuTE.

6.4.3.3. NpomMsaHa Ha Tuna Ha nocokarta.
6.4.3.4. 3aTbMHEHVE Ha HapucyBaHUTe
06eKTn.

6.4.3.5. BpblyaHe 1 npemecTBaHe Ha
HapucyBaHUTE 0OEKTW.

6.4.3.6. dopmaTmpaHe Ha
HapucyBaHUTe 06eKTu - ga 6baar
nogpaBHEHU OT/1IBO, OTAACHO UK Aa
ca LueHTpupaHu.

6.4.3.7. NpomsaHa Ha pa3smMepa Ha

1 KapTuHka o3Hauasa rpadpMuHoO N306pakeHne OT BbHLLIHA rafiepus C KapTUHKN, M306paxeHne
03HauaBa Apyro n306pakeHne CbXPaHEHO BB (Daiis, a rpadimka 03HauaBa 06EKT HanpaBeH

OTHa4daJs10.

% KonupaHne osHauaBa n3nonssaHe Ha metoga Copy Paste
% MpemecTBaHe o3Hauasa u3nonssaHe Ha metoga Cut Paste
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6.5.
AHVMaLNOHHN
edoekTn

6.6. MNMeuar

6.4.4. KonupaHe,
npemecteaHe u
n3TpusaHe

6.5.1. Hactpolika Ha
aHmauusTa

6.5.2. EchbekTu 3a
npexop

6.6.1. HacTpoiika Ha
napamMmeTpuTe 3a neyar

6.6.2. MNeuar

6.6.3.
Pa3npocTpaHeHue Ha
npeseHtayuurte

HapucyBaHUTe 06eKTu, Ha rpadukara u
Ha KpavliaTa Ha npeseHTayusara.
6.4.3.8.BbBexgaHe Ha 06eKTn Ha
npefeH u 3a4eH nnaHx.

6.4.4.1. KonupaHe n npemMecTBaHe Ha.:
rpadpukara, guarpamara, HapucyBaHu
06€eKTV B paMK1Te Ha efHa Uiu
HAKOJIKO Npe3eHTauuu.

6.4.4.2. \3TpMBaHe Ha: rpadukara,
anarpamara, HapucyBaH 00eKT.
6.5.1.1. HacTpoiika Ha aHuUMauusitTa B
cnanga c usnonssaHuTe eqoekTu.

6.5.2.1. BbBexaaHe 1 npomsaHa Ha
edpekTuTe 3a npexos,.

6.6.1.1. 1360p 3a CbOTBETHUS TUMN HA
cnarga (3abenexku Ha goknaguuka,
rotoBute marepuanu, 35-Mm Ha
cnainga, neMoHCcTpaunoHHa
nocnefoBaTeNIHOCT Ha cnanga).
6.6.1.2. lNpoBepka Ha npasonuca u
n3TpuBaHe Ha NOBTapPALIUTE Ce OYMU.
6.6.1.3. lo6aBsAHe Ha 3abenexkun B
cnanpa.

6.6.1.4. NpomMaHa Ha opneHTaumaTa Ha
cnanpa: Landscape/ Portrait.

6.6.1.5. KonupaHe n npemectBaHe Ha
cnangoBeTe B egHa N HAKOJIKO
npeseHTayun.

6.6.1.6. N3TpmBaHe Ha KOHKpeTeH
cnang unu Ha BCUYKK cnaingoBeTe.
6.6.2.1. MeyaT'’ Ha: npe3eHTaUuUTe, Ha
OoTAEeNHWTE cnaifoBe, Ha MapKMpaHu
efIeMeHTUn,onpeaensHe 6por Ha Konusi.
6.6.3.1. CKpUTU 1 HECKPUTW CraiigoBe.

6.6.3.2. Hayas10 Ha npe3eHTaunATa.

1 BnageeHeto Ha e/fleMeHTapHu HaBuUK 3a ne4yataHe He € BK/TIDYEHO B CNNCHKa Ha e/fieMeHTapHuTe
HaBULN, 3a4b/DKUTENTHO 3a KaHaAngaTtuTe, Te3un O6y‘-IeHI/IF| morart aa 6'b,an BK/TKOYEHN B Nporpama.

29



MOAYN 7

NHPOPMALNA N KOMYHUKALNA

MoaynbT ce pasfens Ha ABe YacTu:

| vacT - IHpopmaumsa

M3nckBaHMA KbM U3NUTBaAHUA:

e /I3nNUTBaHMAT TpsiGBa Ja No3HaBa OCHOBHUTE TEPMWHM, Kacaelm VIHTEpHeT,
a Taka CbLLo 1 OCHOBMTE Ha 6e30nacHoCT

e M3nuTBaHMAT TpsiGBa Aa yMee Aa OCbLECTBABA TbPCEHE Ha MH(dOpMaLus B
NHTepHET, Ypes3 M3Nos13BaHETO Ha TbpceLla cucTteMa 1 bpaysep

e I3nuTBaHMAT TPsiGBa Aa yMee [a cb3gasa v usnpalla cbobLeHums

e M3nuTBaHMAT Tpsi6Ba Aa ymee Aa pasnevyarsa ye6-CTpaHuum

e 3nuUTBaHMAT TPSIGBA Aa ymMee Aa usnpailia cbobLieHns B IHTepHeT

[l yacT - KomyHukauun

N3nckBaHMA KbM U3NNTBaAHUA:

e 3nuTBaHMAT TPsiGBa Aa ymee [a WU3MNos3Ba cpejcTBaTa Ha enekTpoHHaTa

nowia

e M3nuTBaHUAT TpaAbBa Aa uma obuia npeacrasa 3a Mepkute 3a 6e30nacHoOCT
Mpv NOSI3BaHETO Ha efIeKTPOHHA NoLLua.

e V3nuTBaHMAT TpsAbBa pJa ymee [a CbCTasBd, u3npaw@a u npoynta
CbOOLLEeHUATA Npe3 efIeKTpoHHaTa noLua.

e VI3nuTBaHMUAT TpAbBa Aa ymee ga CbCTass, uM3npaiia v npoymta cbobLieHns

C NPW/IOXEHN KbM TsIX chaiinoBe.

e M3nutBaHuAT Tpsib6Ba Aa ymee Aa nogpexaa no KyTun Cbo6LLeHMsTa Cu.

Mporpama:

7.1. NHTepHeT  7.1.1.0CHOBHHK
NOHATUA

7.1.2. Mepku 3a
6e3onacHoCT

7.1.1.1. Pa3bupaHe noHaTuATa "
pasfiukuTe Mexay pas/iMyHuTe Bugose
NHTepHeT B cBeTOBHaTa mpexa (Www).
7.1.1.2. OnpepgeneHn noHATua HTTP,
URL, ISP, FTP, xunepBpb3ka.

7.1.1.3. Pa3bupaHe Ha efleMeHTUTE Ha
Yeb-agpeca.

7.1.1.4. KakBO e 6pay3ep 1 Kak ce
n3nonssa?

7.1.1.5. KakBo e Tbpcelia cucrema u 3a
KakBo ce n3nonssa 1a?

7.1.1.6. MNMoHaTtuata Cookies n Keww.
7.1.2.1. MNMoHATHeTOo Yeb-cant n
Heobxoammara 3a Hero
naeHTUrKaumMsa Ha jaHHuTe
(M3non3BaHe Ha MMeHa Ha
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7.2. PaboTa B
NHTepHeT

7.1.3. MbpBU CTHLNKN

7.1.4. HacTtpoiika Ha
napameTpute

7.2.1.Yeb-cTpaHnym

7.2.2. Cnncsuum 3a
yeb-cTpaHium

nonssaresiute v naposnu).

7.1.2.2. Pa3bupaHe nNoHATNETO
“umdopos cepTudpmnkart”.

7.1.2.3. TloHATMETO “WndopoBaHe Ha
JaHHUTE” N uenTa Ha WwupoBaHeTo
My.

7.1.2.4. Pa3rnexpaHe Bb3MOXHOCTUTE
3a MPOHVKBaHe Ha BUpPYyCK Ype3
npukaveHu thainnose.

7.1.2.5. Pa3rnexgaHe onacHoctTa ot
TOBa fia CTaHEeM XepTBa Ha n3mama,
N3MoN3Balikn KpeanTHa kapTa npes
NHTEepHeT.

7.1.2.6. Pa3rnexaaHe NoHATNETO
“firewall”.

7.1.3.1. NyckaHe Ha 6pay3epa K
3aBbpliBaHe pabortara C Hero.
7.1.3.2. lNMpomMsiHa Ha foMeliHa Ha
cTapToBara cTpaHuua.

7.1.3.3. OTBapsiHe Ha yeb-cTpaHuLla B
HOB Npo30peL,

7.1.3.4. 3apexagaHe Ha yeb-
cTpaHuuara.

7.1.3.5. O6HOBsIBaHe Ha yeb-
cTpaHuuaTa.

7.1.3.6. Mlanon3BaHe Ha nomolyHara
cuctema Help.

7.1.4.1. HactpoliBaHe Buga Ha
naHennTe ¢ UHCTPYMEHTN.

7.1.4.2. BbBexaaHe 1 0OTMAHa Ha
pexuma Ha BbBexaaHe.

7.1.4.3. OTKpMBaHe Ha agpecu oT
npeguLwHN NoceLLeHns B NeHTaTa 3a
azpecu Ha bpay3sepa.

7.1.4.4. \3TpnBaHe Ha cnucbka C
agpecu.

7.2.1.1. OTBapsHe Ha yeb-cTpaHuua c
KOHKpeTeH agpec.

7.2.1.2. lpexopn KbM xunepcpeparta.
7.2.1.3. CbpdompaHe B NIHTepHET "
BpbLlaHe KbM npeguileH N3TOYHUK Ha
NHpopmauus.

7.2.1.4. 3anbnBaHe Ha yeb-thopmu 1
BbBeXaaHe Ha MHdhopmaunsa 3a
N3NbAHEHWE Ha 3ajayunTe.

7.2.2.1. Cb3gaBaHe Ha CnN1CbK 3a yeb-
cTpaHuuu.

7.2.2.2. /\3non3BaHe Ha najaliuns
CMUCBK CbC CTPaHNLM, KOUTO BeYye ca
61N oTBaPSAHN NO-paHo, 3a y/IeCHEHNE
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7.2.3. 'pynoBu
CnncbLUM

7.3. TbpceHe 7.3.1.13non3BaHe Ha

B IHTepHeT TbpceLla cucrema
(Tbpcauka)
7.3.2.TNogrotoBka
7.3.3. MNevat

7.4. 7.4.1. OCHOBHU

EnekTpoHHa NOHATUA

nowa

7.4.2. Mepku 3a

npwv NOBTOPHOTO UM M3MON3BaHE.
7.2.3.1. Cb3gaBaHe Ha nanku 3a Cnmucbk
Ha yeb-cTpaHuyMm.

7.2.3.2. Jo6aBsiHe Ha yeb-CTpaHuua B
narnka cbC CMUCHK.

7.2.3.3. \3TpMBaHe Ha cnucbLUW.
7.3.1.1. 360p Ha TbpceHaTa cuctema

7.3.1.2. \3anon3BaHe Ha K/1l040BU AYyMU,
dpasm.

7.3.1.3. KOMOGMHMpaHO TbpCeHe.
7.3.1.4. KonupaHe Ha TekcTa,
n3obpaxeHns, yeb-agpeca n yeo-
cTpaHvuaTa B JOKYMEHT.

7.3.1.5. 3anucBaHe Ha yeb-cTpaHuyaTa
B 3a4a/leHO MACTO Ha AMCKa BbB
dhopmartn txt, html n gp.

7.3.1.6. HaToBapBaHe OT TEKCTOBUTE,
rpachmyHuTe, BUAEO haiinoBeTe, BbpXy
nporpaMmHOTO obe3neyaBaHe C yeb-
CTpaHuLUa B 3aiHaTa YacT Ha Aucka.
7.3.2.1. lNpepBaputeneH npernen Ha
yeb-cTpaHuuumTe.

7.3.2.2. [lpoMaHa Ha opueHTaumaTa Ha
cTpaHuuarta Landscape/ Portrait.
7.3.2.3. [lpomMaHa Ha napamMeTpuTe Ha
yeb-cTpaHuuara: ropHa, fo/Ha, /1584,
npasa.

7.3.3.1. HacTpoiika Ha napameTpuTe 3a
rneyar: neyataHe Ha BCUYKM CTPaHULM,
Ha OTAE/IHN CTpaHuLW, Ha MapKupaHus
TEKCT, KOJIMYECTBO Ha KonuATa.

7.4.1.1. EnemMeHTn Ha eNneKkTpPoHHUA

azipec.

7.4.1.2. Pa3bupaHe Ha npegumcreara
Ha eNeKkTpoHHaTa nowa, Takmea Kato
6bp3vHa Ha JocTaBsHe Ha
CbOOLLEHNATA, HUCKA CTOMHOCT Ha
ycrnyrara, Bb3MOXHOCT 3a NoJsi3BaHe Ha
e/leKTPOHHa nowja B pas/inyHu
cuTyaumnn.

7.4.1.3. PasbupaHe 3a
Heob6xo4MMOCTTa OT MOACHUTEsIeH
eTUKET - BbBeXJaHe Ha TOYHO
onuvcaHne Ha 13nos3BaHe Ha
CbKpalleHus, NpoBepKa Ha npasonuca
N T.H.

7.4.2.1. PazbupaHe Ha Bb3MOXHOCTTa
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7.5. O6MeH Ha
CbOOLLEHNS

6e3onacHoCT

7.4.3. T1bPBU CTHNKN

7.4.4.TlpomMsiHa Ha
napameTpuTte

7.5.1. YeTeHe Ha
CbOoOLWEeHUnA

7.5.2. OTroBop Ha
CcbobLLeHne

7.5.3. l3npawaHe Ha
CbOOLLEHNSA

3a nony4yasaHe Ha CI1AM.

7.4.2.2. Ocb3HaBaHe Ha Bb3MOXHOCTTa
OT NPOHMKBAHE Ha KOMMIOTbLPEH BUPYC
ypes3 Heno3HaTU CbOOLLLEHNA N BNOXEHU
B TSIX NpukaveHu hainnose.

7.4.2.3. PasrnexpaHe NoOHATMETO
“umdopos nognuc’.

7.4.3.1. Pa3rnexpaaHe nbTA 3a AOCTbHIN
[0 efieKTpoHHaTa nowa 1 3aBbpLuBaHe
paboTaTa C Hes

7.4.3.2. OTBapsAHe Ha NOoLLLEeHCKa KyTuA.
7.4.3.3. OTBapsAHe Ha eHO Unn
HAAKOJTKO CbOOLLEHNS.

7.4.3.4. PaboTa C HAKOJIKO OTBOPEHU
CbOOLLEHNA.

7.4.3.5. 3aBbpLuBaHe paborara CbC
cbobuleHuaTa.

7.4.3.6. 1anon3saHe Ha nomolyHara
cuctemHa Help.

7.4.4.1. Jo6aBsiHe 1 NpemMaxBaHe Ha
pen Ha 3arnasveTo: Tema, garta Ha
nosiyyasaHe.

7.4.4.2. HacTpolika Ha naHenuTe ¢
NHCTPYMEHTN.

7.5.1.1. OTMeTKa Ha CbOoOLEeHMETO.
N3TpuBaHe.

7.5.1.2. OTMeTKa Ha CbOobLeHMETO, 3a
Aoknaj, ye e npoyYeTeHo un
Henpo4veTeHo.

7.5.1.3. OTBapsiHe N CbxpaHeHne Ha
CbOOLLEHNA.

7.5.2.1. \anon3esaHe Ha onuuure:
“OT1rosopwu”, “OTroBOpu Ha BCUYKIL”.

7.5.2.2. OTroBapsiHe Ha CbObLLEHNE
6e3 opurMHana Ha BXo4ALW0TO
cboOLleHue.

7.5.3.1. CbCTaBsiHe Ha CbOOLLEHME.

7.5.3.2. BbBexaaHe Ha agpeca Ha
nonyyarena B nosieto “To”.

7.5.3.3. N3npawaHe Ha Konuve oT
CbOOLLEHNETO Ha yKa3aH aZipecaHr;
n3npawaHe Ha Kornve oT CbOoOLEHNETO
HecbAbpXallo nHdopmaums 3a gpyru
agpecu.

7.5.3.4. BbBexjaHe Ha Tema Ha
CbOOLEHNETO.

7.5.3.5. pamaTtnyeckn KOHTPOJ1 Ha
n3npaLaHoTo CbobLLeHN e.

7.5.3.6. MpunaraHe Ha dhainn nnu
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7.5.4. KonupaHe,
npemecteaHe u

n3TpusaHe
7.6. 7.6.1. TexHonorusa
YnpaBrieHue

Ha

efleKTpoHHaTa

nowa

7.6.2. 13non3BaHe Ha
ajpecHara KHura

7.6.3. CopTupaHe Ha
CbOobLLEeHNA

7.6.4. Noarotoska 3a

dhaiifioBe KbM CBHOOLLEHMETO.

7.5.3.7. M3npawaHe Ha cboOLLEeHVETO C
OoKa3aH CpOK.

7.5.3.8. M3npalaHe Ha cbobLLeHns ¢
N3Mnon3BaHe Ha cnucbka C afpecu.
7.5.3.9. lNpenpauiaHe Ha cbobLLEeHME.
7.5.4.1. KonupaHe'®, npemectBane® Ha
TEKCT B pamMKuTe Ha CbOOLLEHNETO, B
npefenute Ha OTBOPEHO CbOOLLEHNME.
7.5.4.2. KonnpaHe Ha TEKCT OT apyr
N3TOYHWK B MUCMOTO.

7.5.4.3. N3TpyBaHe Ha TeKCT B
CcboOLLeHneTO.

7.5.4.4. I3TpnBaHe Ha npukavyeHute
¢halinose B NUCMOTO.

7.6.1.1. Pa3nnyHu HaunHU 3a
ynpasneHne Ha enekTpoHHaTa nowa,
TakuBa KaTo Cb3faBaHe n
npenmMeHyBaHe Ha nanku, npeMecTsaHe
Ha CbOOLLEHMETO B CbOTBETHATA Narnka,
N3TPMBAHE Ha HEHY)XHUTE CbOOLLEHNS,
N3non3BaHe Ha CNUCHK C aApecu.
7.6.2.1. Cb3gaBaHe Ha CNUCHK C
agpecu.

7.6.2.2. lo6aBsiHe Ha ajpec B
aZipecaHTa KHura.

7.6.2.3. I3TpnBaHe Ha agpec oT
ajipecHaTa KHura.

7.6.2.4. O6HOBsIBaHe Ha agpecHaTa
KHUra cnepg nosy4yaBaHe Ha
cbobLyeHue.

7.6.3.1. TbpceHe Ha CbOOLLEHNS MO
onpeaeneHn KpuTepum — nsnpatiad,
Tema, CbAbpXallo ce CbobLeHmne,
Aarta u T.H.

7.6.3.2. Cb3paBaHe Ha HoBa narnka 3a
CbOOLLEHNA.

7.6.3.3. lNMpemecTBaHe Ha cbobLeHUATA
B HOBa Marka B NnoLyeHckarta KyTus.
7.6.3.4. CopTupaHe Ha CbobLleHnsaTa
no ume n gaTa.

7.6.3.5. Mi3TpnBaHe Ha cbobLieHus.
7.6.3.6. Bb3cTaHoBABaHe Ha U3TPUTH
CbOOLLEHNS.

7.6.3.7. [louncTBaHe Ha Kow4eTo oT
CbAbpXalinTe ce B Hero N3TpuTn
CbOOLLEHNA.

7.6.4.1. NpepBapuTeneH npernen Ha

'8 KonupaHe osHauaBa n3nonssaHe Ha metoga Copy Paste
¥ MpemecTBaHe o3Hauasa usnonssaHe Ha metoga Cut Paste
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nevyar

cbobuleHnaTa.

7.6.4.2. TpoMsiHa Ha HacTpoWkK1Te 3a
neyar: neyaT Ha TeKyL,0TO CbObLLEHME,
Ha MapKnpaHusa TEeKCT OT CbOOLLEHNETO,
6poii Ha konusTa.
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