Kak caenatb npeseHtauuro PowerPoint
nnu

10 waros Ha Nyt K Uenu.



CerogHst 4nga ycrnewHoro BbICTYNMEHNS YXXe He4O0CTaTO4YHO MPOCTOo
pacckasaTtb 0 cBoen ngee. Cnywarenm HenpeMeHHO XOTAT YBUOETb
conpoBoauTernbHble poTorpadun, YETKO BbIMOSTHEHHLIE CXEMbI, IPAMOTHbIE
YepTeXn U NPOCMOTPETL BNAeoKNun. Noatomy B Halle BpeMs yxxe TPpyaHo
npeacTaBUTb 4EMOHCTPaUUIO Yero-nmbo nnm obyyeHne 6e3 ncnosib3oBaHnsA
npeseHTaunun. 1 ato Hecny4amHo, Beab U3BECTHO, YTO YENoBEK CNOCODEH
yceamaTb npumepHo 10-70% ycnbiwaHHoro matepuana, 20-72% Toro, 4to
yBugen, n 65-85% ogHoOBpEMEHHO YBUAEHHOMO M YChbILLAHHOTIO.

[Mpe3eHTaummn ctann HesaMeHUMbl B pasHbiX cpepax AeaTenbHOCTU Noaen:
an3anHe, MapKeTuHre, negarornke, KoyunHre, SKOHOMUKE, NHXEHEPUN.
cnonb3oBaHue npeseHTauum — 3To B onpeaeneHHon Mepe 3arnor ycnexa, Tak
Kak nepen BCEMU ydacTHMKaMU Npouecca co3gaHnsa OTKPbIBAKOTCS HOBbIE MYTH
B pPa3BUTUM MbILLNEHWUS, TBOPYECKMUX CITOCODHOCTEN, NPEAOCTaBMATCS HOBbIE
BO3MOXXHOCTU Ana 06y4YeHust 1 TBOPHECKOro pocTa.



LLlar 1. NMpoaymatb BCcé oo menoyven!

Henb3sa 3abbiBaTh, YTO Npe3eHTaLus — 3TO CONPOBOXAEHWE AoKNaaa uUnm
BbICTYMNJIEHUS, @ HU B KOEM CIny4yae He ero 3ameHa. [loaTomy cHayana
HeobxoanmMo pa3paboTaTb KOHLIEMLUMIO BbICTYMNNEHUS, a 3aTeM y»xe OpaTbcs 3a
COCTaBneHue npeseHTauumn.

[na aToro nocrapamTecb OTBETUTL Cebe Ha cneaytoLume BOMNpPoChl:

KakoBa uenb ncrnonb3yemomn npeseHtaumum?
KakoBbl 0cOBeHHOCTU cnyLiatenen?

KakoBa NpogomKnTenbHOCTb NPe3eHTauum 1 NnaHupyemoe cogepkaHue?



Lar 2. N Tak, HaunHaem!

CospaHue npeseHTauum B PowerPoint HauMHaeTcs ¢ TpaanUMOHHOIO 3anycka
nporpammebl. 3aTemM ¢ NnomoLlbo dyHKUuK «Co3aaTtb cnang», pacrnonoXeHHOM B
NpaBOM BEPXHEM Yriy NaHenn Hasuraumn, BolbupaeTca makeT cnamnga. BelbpaHHbIn
MaKeT MOXHO NPUMEHUTb HE TOSMbKO AN BCEU Npe3eHTaunu, Ho U nogodpatb Ans
Ka)KQoro cnamnga B oTAeNIbHOCTMW.

NMone3HbLIN cOBeT:

He pa3smewante Ha ogHOM crnanae cpasy HECKOSIbKO DrOKOB 3pUTESTbHOW UM

TEKCTOBOM MHpopMauun. STo OTBNEKAET, paccemBaeT BHUMaHWe, yxyawaeT
KOHLEeHTpauuLo.
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LLlar 3. Bceé no wabnoHy!

[na HoBbIX Npe3eHTauun PowerPoint no ymonyaHumio ncnosb3yeT wabsioH
npeseHTauun. Ytobbl co3gaTtb HOBYIO MPe3eHTaUnio Ha OCHOBE LWabrioHa
PowerPoint, Hago HaxaTtb kHonky Office 1 B OTKpbIBLLEMCHA MEHIO BbIOpaTb KOMaHay
«Cosgartb». B nossusLuemcs okHe B rpynne «LLlabnoHb» Bbibepnte komaHay
«l'lyctble  nocnegHue» 1 gBaxabl WENKHUTE Mo KHomnke «HoBas npeseHTauusa».

LLlabnonbl anst PowerPoint MOXHO BblIOpaTb 1 C MOMOLLBIO KOMaHab!
«YCcTaHOoBreHHble WabnoHbl», rae HanaeTte wabnoHbl «Knaccmnyeckmnn
dotoanbbom», «CoBpeMeHHbIN doToanbbomy», «PekrnamMmHbin ByKeTy,
«BuktopuHa», «LLlnpokoakpaHHas npeseHTaumnsa».
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Llar 4. BbiTb B Teme!

YToObI Nnpuaath npeseHTaunn PowerPoint xxenaemsin BHELLHUW BUA, MO
Bknagke «dunsanH» Hago nepenTn B rpynny « TemMbl» N LWENKHYTb MO HY>KHOW
TemMe JOKyMeHTa. YTobbl N3MEHNTbL BHELWWHMIA B, CNangoB, Ha BKagke
«Cnangbl» BbIDEPUTE HYXHbIE cnanabl, LWENKHUTE NPaBon KHOMKOW MbILLW MO
TeMe, KOTOPYH HYXXHO MPUMEHUTb K 3TUM cnamngam, N B KOHTEKCTHOM MEHHO
Bblbepute KomaHay «MpuUMEHUTb K BblAENEHHbLIM criangamy.

Tembl ans PowerPoint, cobpaHHble B nporpamme, yHMBepcarbHbl Anst BCEX
BUOOB npe3eHTaumn. A ¢ NOMOLLLIO KHOMOK «LlBeTay, «3ddekTbl» n «Ctunm
dOHa» MOXXHO A0OUTBLCA U3MEHEHUS LIBETOBOIO peLleHUsi BIDPaHHOW TEMBI.
Tembl anga npeseHtaumn Microsoft PowerPoint Mo)kHO co3naTth U
CaMOCTOSATENBLHO, UCNOMNb3yss CODCTBEHHLIE PUCYHKU N dhoTorpadun.
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None3HbLIN COBeT:

TeKCT JomKeH KOHTpacTupoBaTb ¢ OOHOM, NHa4ve crang 6yaet nnoxo

YNTaAEM.

He cnenyet genartb crnianbl CAULLKOM NECTPbIMU N Pa3pO3HEHHBLIMU MO
LBETOBOMY peLUeHUt0. OTO BpeauT popMmnpOBaHUI0 HEYCTONYNBLIX

3puTenbHbIX 0Opas3oB.

Acnonb3oBaHWe Ha crangax TPEX-YeTbIPEX LBETOB ONnaronpmuaTHO BNUSET

Ha KOHUEHTpauuno BHAMaHNA U yny4dllaeT BOCNpUuAaTne.



LLar 5. A wpudt?

[MpeseHTauusa Microsoft Office PowerPoint no3sonseTt BulonpaTtb U NU3AMEHATb TUM,
pasmMep u UBeT WwpundTta. PaboTa ¢ TEKCTOM npe3eHTauum CTPOUTCA Ha TeX XKe
npuHumMnax, 4to n pabota B Microsoft Office Word.

UTobbl HanNncaTb TEKCT, HAaA40 NOCTaBUTb KYPCop B nore «3arofnoBoK crianga
nnn « TekcT cnangar», 3atem Ha Bknagke «lmasHas» nepentn B rpynny «LWpndoT»,
rae BblopaTh WpUT, ero pasmep 1 LBET.
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NMone3HbLIN COBET:

[Mpn pa3paboTke npeseHTaunm BaXKHO YYNTbIBaTb, YTO Martepuan Ha cnange
MOXXHO pa3faennTb Ha MaBHbIN U JONONHUTENBHbIN. [NaBHbIN HEOH6X0ANMMO
BblAENUTb, YTOObI NP AEMOHCTPaUnKM crnanga oH HEC OCHOBHYIO CMbICITOBYHO
Harpy3ky: pasmepom TekcTa unm obbvekTta, uBeToMm, cneudddektamu,
NOPAOKOM NOABMEHUSA HA 9KpaHe. [JonosHUTESNbHbLIN MaTtepuan npeaHasHa4vyeH

Ons nogyYepkMBaHns OCHOBHOM MbICNU criavga.

Yoenute ocoboe BHUMaHNE TaKOMY MOMEHTY, Kak «4MTaeMocCTb» cnanga. [Ons
pa3HbIX BUOOB OObEKTOB PEKOMEHAYIOTCA pa3Hble pa3Mepbl WwpudTa.
3aronoBoK cnanga nyduwe nucaTb pasMepom wpudta 22-28, noas3aronoBoK U
noanMcu gaHHbiX B gnarpammax — 20-24, TekCT, Nno4nncu 1 3arorfioBkM OCEN B

anarpammax, nHdgopmauuto B Tabnuuyax — 18-22.



[na BbioeneHns 3arofioBka, KnYeBbIX CIOB UCMNOMNb3YUTE MONYXUPHbLIA UNK
NOAYEPKHYTLIN WPNAT. Ons odopMneHnss BTOpocTeneHHON nHdopmMmauum u

KOMMEHTapUeB — KYPCUB.

UT06ObI NOBLICUTL 3PIEKTUBHOCTL BOCNPUATUA MaTepuana cryLliatensmu,
NOMHUTE O «MNPUHLKME LEeCTU»: B CTPOKE — LLUECTb CnoB, B crnange — wecTb

CTPOK.
cnonb3ynTe WwpndT 04HOro Ha3BaHMA Ha BCEX crangax npeseHTaunu.

[na xopoluen YynTaemMoCTn rnpeseHTaummn ¢ nobdoro paccTtosHUA B 3are TeKCT
nyywe HabupaTb MNOHATHBIM LWPUPTOM. 3TO MOryT 6bITb WPKUdTHI Arial,

Bookman Old Style, Calibri, Tahoma, Times New Roman, Verdana.

He BBIHOCUTE Ha cnana MHOIMo TekeToBoro matrenvana N3-3a atoro socnovatTue



LLar 6. Jly4ywe cTo pa3 yBuaeTb!

[Ona npnoanus npesenTtauum PowerPoint HarnsgHoCcTn 1, ecnmn 3To HE0Bxoanmo,
KpaCOYHOCTM Ha HEKOTOPLIX crnanagax MOXHO pa3MeCcTUTb pasfnyHbIE CXEMBb,
rpadpukn, potorpadpumn, pucyHku, Konnaxu. na atoro no sknagke «BctaBka»
Heobxoammo nepenTun B rpynny «nnicTtpauumy, WENKHYB No BblIbpaHHOW rpynne
nnncTpaunn. dotorpaduio UM pUCyHOK MOXKHO Ppa3MeCTUTb B NMpe3eHTauun,
NCNosnb3ys yXe nssecTHble KoMaHabl «Konnposatb» U «BcTaBUTbY.
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NMone3HbIN COBET:

Ctapauntecb nsderatb MCNOMNb30BaHMA crianga «KapTuHKa, obTekaemas
TekcToMm». nncTpaunto nyyile pasMecTuUTb Ha OTAEeSNIbHOM crnange,
noanucas Nogd HEW OCHOBHYIO MHpopMauUnto. TEKCT B 3TOM criyyae nydule

BOCMNPUHUMAETCA Ha CIyX.

BcTaBnsemble dpoTorpacdmm nnn KapTUHKM OOMKHbI OblTb XOPOLLUEro KayecTsa U
AoCcTaToYHO BonbLUOro pasmMepa, MHavye Npu pacTarMBaHUM OHU TEPSIOT

PE3KOCTb, YEM MOTYT TONbKO MCNOPTUTL 3 dEKT OT Npe3eHTaLnn.



LLlar 7. A my3blka 3BYy4UT!

[MpesenTaumsa Microsoft Office PowerPoint nmeet 6onee BbuIUrpbILWLHbBIM BUA, €CNU
B HEWN MCMNOSb3yEeTCs 3BYKOBOE conpoBoxaeHue. Kak xxe B PowerPoint BctaBuUTb
My3bIky? [lo Bknagke «BctaBka» nepengute B rpynny «Knunel mynstumegma» v
Bblbepute pyHKUMIO «3BYK». B crnncke komaHa, KOTOpPbIM NOSABUTCA, LWWENKHUTE
«3BYK U3 hannax». B nosiBnBLleMcst oManioroBOM OKHe yKaXkuTe nanky, U3 KOTOpoMu
OyneT BCTaBNATLCA MY3blka, U TUM 3BYKOBOro cdanna. 3atemMm yctaHoBuTe cnocob
BOCMNPOU3BEAEHMA 3BYKA: aBTOMATMYECKM NI Mo LWenyky. B nosasmBLlenca Bknagke
«PaboTta co 3Bykom» Hauaute rpynny «lapamMeTpbl 3ByKa» U yCTaHOBUTE
Xenaemble KoMaHabl.
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NMone3HbIN CcOBeT:

He nepebopLiuTte ¢ rpOMKOCTBLIO 3BYKa, MHA4Ye pedb OyaeT nNroxo CriblliHa.

[ns My3blKanbHOro COMPOBOXAEHUS Npe3eHTaLun ny4lle Bblbnpatb CNOKONHYHO
MHCTPYMEHTanNbHYI UMK KNacCU4Yeckyto My3blky. OTO He OyaeT oTBneKkaTb
crnywiartenemn oT CoaepKaHus Npe3eHTaummn, a Tornbko 4obaBuT

AMOLMNOHAJIIbHOCTN.



LLiar 8. Oun, kaK nHTepecHo!

[MpeseHTauunto PowerPoint MOXXHO 3Ha4YnTENbHO pasHOObpas3nTb, NCMONb3YS
A eKTbl aHMMaUUn, KOTopble MOXHO J06aBUTb K Ntobomy 0ObLEKTY Ha crange.
[1na aTtoro no Bknagke «AHMMauna» nepengute B rpynny «AHMMaUUS» U OTKpoUTe
obnacTtb 3agay «HacTponka aHumaunmny». 3aTem LLENKHUTE MO TEKCTY UM OOBEKTY,
KOTOPOMY HY>XHO npuaatb aHumaumto. B obnactu 3agay «Hactporka aHMmMauumy
HaXXMuUTe KHoMkKy «[Jo6aBnTtb adhdeKTy», a 3aTeM BbINOMHUTE OQHO UM HECKOSBbKO
OENCTBUN MO UCMONb30BaHUO 3pdeKkToB. OGP EKTLI MOABATCS B CMNCKE
«HacTtponka aHnmaumny B nopsake nx gobaenerHus. B none «/13meHeHne
adpdpeKkTa» MOXHO YCTAaHOBUTb Havano aHMmauum, eé HanpaBrieHne U CKOPOCTb.
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Mone3HbIN coBeT:

He cnepnyet nepeHacbiwarth npeseHTauunto cneusdpdekrtamun. HYpesmepHoe
obunune muraroLLmnx, BEPTALLMXCS U CKadyLLNMX 0O bEKTOB, MOCTOPOHHNX
3BYKOB, aHMMAaLUMOHHbIX KAPTMHOK OTBIIEKAET crnyLllaTtenen u Mewwaet Um

yoepxmBatb BHUMaHUE Ha OCHOBHOM Ccoaep>XaH BbICTYTMITEHUA.

[ToOMHUTE, YTO aHUMaUNS ncnosnb3dyeTcd no MMHMMyMY 1 JiMLLb TOrda, Korga Ha

HeWn NeXxnT PyHKUMOoHanbLHasa Harpyska.

C NOMOLLIbIO aHMMAaLMK XOPOLLO BbIAENATL KIHOYEBbIE CroBa, LUMdpsbI,
o6o3HavaTb BbiBOAbI. ByaeT nydywe, ecnu aHMmaums HacTpoeHa Ha

BblaereHne uBeTtomM, a He Ha pa3HOro poga aAsunxeHus 6yKB Ha 3KpaHe.



LLiar 9. Bce meHseTca!

[Mepexoabl Mexay crnangamun genarot npeseHTtauuto PowerPoint 6onee
adhdpekTHON. UTOBLI 406aBUTL OQMHAKOBbLIE Nepexoabl Mexay crangamu
npe3eHTaunun, Ha BKrnagke «AHMMaUMSay LWENKTHUTE NO 3CKMU3Yy cranaa v B rpynne
«lNepexoq k cneaytowemy crnangy» Bbloepute addeKT CMeHbI Crianaos.

UTOOblI YCTAHOBUTbL CKOPOCTb CMEHBI CrlanaoBs, B rpynne «llepexoq k cnegyrowemy
cnamay» packpownte KHornky « CKOpOCTb rnepexonay, a 3aTeM BbIDEPUTE HYXKHYIO
ckopocTb. B rpynne «CmeHa crnanga» ykaxumte nopsigok CMeHbI: No LWENYKy Unu
aBTOMaTNYECKM.

K cmeHe cnamngoB MoxHO gob6aBuTb U 3BYK. [N 9TOro Ha Bknagke « AHUMauns» B
rpynne «lepexoq Kk cnegyrowemy cranay» packpouTte KHOMKY «3BYK nepexoda» u,
4TOOBbI O06aBUTL 3BYK U3 CNKUCKa, BblibepnTe HYXHbIW 3BYK. UTOObI 406aBUTL 3BYK,
KOTOPOro HEeT B Cnuncke, Bbibepute komaHay «[pyron 3Byk». B OTKpbIBLLEMCSI OKHE
BblbepuTe 3BYKOBOW (hanrn, KOTOPbIN HY>XXHO 00aBuTb, a 3ateM HaxxmuTte KHorky OK.
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lNone3HbIn coBeT:

He ponyckainTe 4acToro 3BykOBOrO COMPOBOXAEHMS Nepexoaa cranaos.

CmeHy cnangos npeseHTaunn PowerPoint bonee yqobHo genaTb Mo Wwenyky

MbILLWN.

B TekcTe BbICTyNneHns caenante NOMETKN, yKasbiBaloLMe Ha CMEHY crania B

TOT NN UHOWN MOMEHT peyn.

Ny4ywe caenanTe gBa ak3eMnnsapa BbICTYMNIIEHMSI C MOMETKaMU CMEHbI
CnangoB: OANH 3Kk3eMnnsp — cebe, a BTOPOWN — TEXHUKY, PYKOBOOSALLEMY

NOKa3OoM MNnpe3eHTauunun.



LLlar 10. CMoTpuTe, 4TO NONYy4YnIoch!

PaboTta Hag cnangamu 3aBeplieHa. Ytobbl MpoOCMOTPETL NOSYyYMBLLYIOCH
Npe3eHTauunto, B MPaBoM HMXKHEM YIIy HaXMuUTe KHONKY «[lokas cnangos». Ecnu
KakoW-To crnawvg TpebyeT KOPPEKTUPOBKU, BEPHYTLCSA K Crlangam MOXHO, HaXkaB
KHOMKY KrnasuaTypbl «Escy». [Tocre npocMmoTpa OTKOPPEKTUPOBAHHOW Npe3eHTaumnm
crieqyeT ee COXpaHUTb.

NMone3HbLIN cOBeT:

CtapaunTtecb, YTOObI Npe3eHTaumsa cBoOUMU crieuddektTamm, SPKUMN KapTUHKaMM
n ooTorpapusamm, n3nuLLHe KpacovyHbIM OPOpPMIIEHMEM ClangoB He 3aTMuUna
BbiCTynatowiero. lNNoMHUTE, YTO Npe3eHTauns — 3TO He Lenb, a CPeacTBo B €€

OOCTUKEHUN.



Jlntepatypa:

http://antonkozlov.ru/kak-sdelat/kak-sdelat-prezentaciyu-na-kompyutere.html



