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*Mpese

AHMMaUMA 06DbeKTa
Co3zpgaHne guarpamm
NpuMeHeHne wabaioHOB
BcTtaBka kKnunos
3ByKO3anucb
KonupoBsaHue cnanaa
NMpocmoTp npeseHTaumumn

CoxpaHeHue NnneleHTalvuu

HTaUMA CBOMMM

PYKaMM

DTanbl paboTol



3aronoBoK cnampa

Moa3aronoBoK cnanpa

3aneTin K Cnaay
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* nycK - Bce nporpamMmbl - Mikrosoft Office - Power
Point.
OTKpoOeTCA NepBoe OKHO B KOTOpOe neyatatot
HasBaHWe HayaJbHOro caanja U cogepaHue

npe3eHTaumm
OTKPbITb POWER POINT




*Bbl6op hoHa ClaigoB - ABa crnocoba:

*-BKNagKa AVBAMH -TEMA. Bui6pats BapuanT.
*_grnagra JAM3AMH - ®OH - CTU/IN ®OHA. Buspars

BapMaHT
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*Bbi6op oHa cnangos



“BcTaBKa TEKCTa - TpM BapuaHTa:

*_HabypaeM TeKCT MPAMO Ha BblaeNeHHY 061acTb
HOBOIoO MM NpeablayLero ciamia

*_Bknagka BCTABKA -TEKCT - HAZAMUCb. B JOKyMeHT

c/laujia Uav K BbleNeHHoOU hurype Habmupaem CBOM
TEKCT.

*_BCTaB/IIeM paHee CKOMMPOBAHHbBINA FOTOBbIM TEKCT M3
6ydepa o6MeHa B BblAe/IEHHYIO0 06/1aCTb clamaa.
Pa3mep BblaeIeHHOM 061aCTM MOYKHO M3MEHMTD
NyTEM NepemeLLeHNA BOKOBbIX MApPKEPOB JIEBOM
KHOMKOWM MbILLN.

“BcTaBKa TeKCTa



* Ina bopmaTUpoBaHMA HEOBXOAUMO BbIAEIUTD TEKCT.

*.Bknagka MABHASA -LLUPUDT no3sondAtoT BbIGpaTh
pasmep, LUBEeT, HayepTaHue WpudTa, MEX3HAKOBbIN
MHTEPBaJl, 3aMEHUTb LLIPUDPT.

*.Bknagka MABHAS - AB3AL, no3BonseT BbiGUpaThH

MEKCTPOYHbIM MHTEPBAJI, BbIPAaBHUMBATb TEKCT
OTHOCMTE/IbHO KpasA OKHA, U3MEHMTb OTCTY,
MapKMpOBaTb UJIM HYMEPOBATb CMUCKM.

*“®opmaTUpoBaHMe TEKCTOB Ha C/aije He OT/IMYaeTcA
oT dopmaTmpoBaHmsa Tekctos WORD.

*®opmaTMpoBaHUe TEKCTa



“BapuaHTbl BCTaBKM M306parKeHUM:

*_Bknagka BCTABKA - U3OBPAXKEHUA (1nu
MAOCTPAUMM). B rpynne U3OBPAXKEHMA

TABJ/INLbI,

BbIOpaTh

PUCYHOK (KAPTHUHKH, CHUMOK, ®OTOA/IbBOM). Ha
COOTBETCTBYIOLLYIO OMNLMIO HaXKaTb JIEBYIO KHOMKY MbILLN U
HaMTU HYXKHbIM dann nsobpaxkeHms. CKonupoBaTtb an/ B
6ydep obMeHa. 3aTeM B BblAeNEHHYIO 06/1aCTb C/lamaa

BCTaBUTb pamn 13 bydepa obMeHa.

“.Bknagka BCTABKA -UJIIOCTPALMM no3sonseT BbiGpaTh

OUTYPbI, AMATPAMMA, ocobbin WwpndpT SmartArt nytem
HayXaTMsa NEBOM KHOMKMU MbILLM Ha OMNLMIO U 3aTEM BCTaBUTb

B BblE€/IEHHY0 06/1aCTb CAanaa.

E KAPTMHI{y MOYKHO nepeTawmTb Ha cama 1 ABa LeYKa.

*BcTaBKa rpaduryeck

IASAARAIWALIILIA I4A UACTA
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* JINA HaCTPOMKM M306paXKEHUS LEeIKaeM Ha Hero
MPaBOM KHOMKOM MbILLUX M B KOHTEKCTHOM MEHIO
BblOMpaeM pa3/IMYHbIE BapMaHTbl paboThbl C
n3oopaxkeHnem B pexxmme GOPMAT.

*PUCYHOK MOXHO NMOBOpayMBaTh, UIMEHATb pa3Mep,
obpe3aTb, U3MEHATb LUBET, APKOCTb, KOHTPACTHOCTb,
BHOCUTb B HEIO HAZNMMUCU U XYAOXKECTBEHHbIE
3 dEKTbI, €0 MOXKHO MOCTAaBMTb HA NepeaHUN MU
3aJHMU NJ1aH, KONMpPOBaTb, COXPaHSTb, Bbipe3aThb,
caenaTtb rMNepcchbiiKy, BCTaBUTb 3BYKOBOE
COMPOBOXAEHUE U aHUMALMIO.
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Pasmep

*HacTporKa nsobpaxkeHus



* JInA NonyYeHUsa COBCTBEHHbIX YepTeXKel U PUCYHKOB
MOXHO MPUMEHUTb MHCTPYMEHTbI BK/1aaku OUTYPDI.

*-Bknagka BCTABKA - WAAKOCTPALIMN - OUTYPHI.
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BbiGpaTh HY>KHYO(blE) @Urypsl M3 Tabamupl. LLlenkHyTb
MBbILLKOM B BblAE/IEHHOM QOAACTH Cnamza U HaYHUTE
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rypb! Ans Gopmyn

HaxkaTou KHonKe SHIFE-Hony4YeHHbIM pUCYHOK MOXKHO
CDAONKSD X ¢ AVED
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*PaboTa c purypamm(asTodurypamm)



* lo6aBMTb HOBbIM Ciang B Bepcuin OFFICE 2010:

* Bknagka - MJIABHAA - CO34ATb CNAMA. MossutcA

OKHO C/lanaa. pa3feneHHoro Ha o6a1acTb AN
3anosHeHus ¢ HasBaHuem TEKCT CJIAUAA, v BHU3Y
cnaiaa pamka ana HA3BAHUA CIAMJAA. WenkHyB
NpaBoM KHOMKOW MO MUHM-U300parKeHM0 cnamaa (Ha
JIEBOM MAHEJIN - CNamAbl/ CTPYKTYpa) MOXKHO BblGpaThb
onuuM: co3aaTthb ele oauH cnama, 406aBUTb pasaen,
dopMaTt poHa, KonmpoBaTb, Bbipe3aTb, OMy6/IMKOBaTb
chauvg.

* no6aBsieHMe HOBOro cJslalaa



*Tunepccblika No3BoaseT NepeiT oT canaa K cnanay, K

JIt06oMy pamny, K MECTY JOKYMEHTA, K pecypcy
MHTEPHETA.

*CHayvana BblAeNTb (LLENKHYTb MbILUKOM) 31eMeHT
AOKYMEeHTa(TeKCT, C/I0BO, PUCYHOK U T.M.).

*.BknaaKa - BCTABKA - CCbI/JIKU - TUMEPCCBIJIKA.

*B okHe BCTABKA TMMEPCCbINIKU HaxkaTb

cooTBeTCcTBYOLWYO KHONKY CBA3ATDb C daniom, B6
CTPaHMLIEN, MECTOM B JOKYMEHTE, HOBbIM JOKYMEHTOM,
3/IEKTPOHHOM MOYTOM.

*3aTem B OKHe BbIGOp MecTa B JOKYMEHTE LUEKHYTb B
HY»KHOWM CTPOKE CnMucKa Ha3BaHuM cnamaos. OK.

*B uTore paHee BbleNIEHHOE C/I0BO M3MEHMT LIBET U
CTAHEeT r'MNEepCCbIJIKOM ANS Bbi30Ba cnania uam damna.

*Co3aaHue rmnepccbi/IKU



*,[l,nﬂ CO3/JaHUA AMarpamMmbl UCNOJIb3YIOTCA pa3Hble
LLIAOJIOHDI.

*_BknagKa -BCTABKA - AMATPAMMA. Lenkaem
MbILLKOM. MoaBuTCcA okHo - BCTABKA IMATPAMMDI, B
KOTOPOM cieZlyeT BblopaTb HYXHbIM BApUAHT
Waba0Ha AMarpamMmbl(FrMCTOrpammbl, rpaduUKH,
KpyroBbie, IMHeENYaTble 1 Ap.). B 1eBoM OKHe 3KpaHa
noasutca okHo EXCEL ana BBeaeHMS co6CTBEHHOM

MHPOpMaLMK, KOTOpaa byaeT oTooparkaTbCA Ha
AMarpaMme B Crlanje.

*B Bepcun OFFICE 2010 BbI3oB 0KkHa BCTABKA

ANATPAMMbBI MoXXHO caenatb NpAMO B cepeanHe
OKHa HOBOFO cnanaa.

*Co3paHue aMarpamm



* AHUMaLMA MOXKET NPUMEHATLCA K 3/IeMeHTaM Cnanza,
COMpOBOXKAATb CMEHY CNAaU0B, HANpPUMeEP, 3MPEKTOM
PaACTBOPEHMA, NybCaumna, NOABJIEHMA C BPALLEHUEM,
BbICKaKMBaHMEM. MOXKET NPOMCXOANTb aBTOMATUYECKMU

(3a4aeTcAa BpemMAa) Uan no WenyKy Mblillim(3agaeTca Ha
BK/1aAKe aHMMaumA).

*

le/IkaemM KypcopoMm Mo BbIGpAaHHOMY Chamay Ha

NaHe/ibke cnamapl/ cTpyKTypa(cneBa 3kpaHa). Chama
NOABUTCA B LEHTpe 3KpaHa.

*Nepep f06aBNAEHMEM aHUMALMK CaA AN OOBEKT
JI0/13KHbl ObITb BblAE/1€HbI LWE/TYKOM MbILLU.

*_Bknagka - AHUMALUMA - AOBABUTb AHUMALIMIO.

*IdeKTbl aHMMaLMM MOTYT MPUMEHATLCA K OZHOMY

06bEKTY(Cnanay) Uam cpasy Ko BCEM(YEpPE3 NapaMeTpbl
3(P(PEKTOB), NN K HECKONIbKMM(YEpe3 aHMMaLMs No
obpasLy). lpv 3ToM cneBa OT MaKeTa ciaamia NoABUTCA

3HAYEK aHU
"®AfiMmauma o6beKTa



*Tpn co3aaHMM Npe3eHTauMmu 1 CNaiaoB MOXKHO
NMPUMEHATb Wab0HbI NporpamMmbl Power Point.

*_.Bknagka - MIABHAA - CNAUADI - MAKET. B okHe
NOSIBATCA BapMaHTbl LWAB/I0HOB AJ1S CO34aHMS CNauoB.

*_Bknagka - ®AM (OFFICE gna 2007) - CO3/ATb.

[Moasutca okHo ¢ onumamm AOCTYIHbIE LLUABJ/IOHbI U
TEMbI, B KOTOPOM MMEIKTCA rOTOBbIE LWIAO/I0OHbI: HOBaA
npeseHTaumsa, oopasubl LWAGJ0HOB, TEMbI, MOU
labN0oHbI. TaKXe Yyepe3 3T0O OKHO MOXKHO MOJIly4YMTb B
MHTEPHETE Waba0Hbl 0DOPM/IEHUA U Chanipbl,

AMarpamMmbl, Npe3eHTaumm u ap., UCNoJib3ys Onumio
LLHUABJIOHbI OFFICE.com.

*MprMeHeHue WwaboHOoB



*B nporpamme MS OFFICE MOHO HalTM MHOXECTBO KapTMHOK,

PUCYHKOB, poTorpacdmm, BUAEO M 3BYKOBbIX pan/ioB, T.€.
KAMNoB. X MOXKHO BCTaBMTb B Npe3eHTaumio.

*_.BriagKka - BCTABKA - MYJIbTUMEAMA - BUAEO/3BYK

* JleBOM KHOMKOM MbILWM LLEeNKHYTb no onumm BUAEO mnm 3BYK.
[Moasutca okHo BCTABKA BUAEO3SAINMNCU (BCTABKA 3BYKA) B
KOTOPOM CJielyeT OTbICKaTb HYKHbIM ban B nankax
KOMMblOTEpPA MJIM B UHTEpPHETE. HeCKO/IbKO pa3 NnoATBEPAUTD

kKHonko BCTABUTb noka nporpamma nocsieaoBaTesibHO ULLET

HYHbIM para, Mo KOTOPOMY caeayeT WeEeNKHYTb. HeMHoro
NoA0XAATb U Ha BblAE/IEHHOM Chamae AU BblAeIEHHOU
061acTM 06BbEKTA NOABUTCA BUAEOK/IMM CO 3BYKOM UM 6e3. B
CJlydae 3BYKOBOro Kaumna nosABUTCA MakeT AMHAMMKaA C
KHOMKamu AJ19 BOCMPOM3BEAEHMS.

* 119 OMKAYEHUA MYy/IbMUMEOUr i-‘famamb Gliltlose.30p

*BcTaBKa K/IMMOB



*OTKpbITb BbIGPaHHbIN cnang. NpoBeprTb MUKPOMOH.
*_BKkNagKa - BCTABKA - MYJIbTUMEAUA - 3BYK.

*OTbICKaTb HY}XHbIM (ain B Nankax, Jla3epHOM JMCKE,
deLKe 1 caenatb ABa Wea4vka no uMenu gamna. B
BblA€/IEHHOM 06/1aCTM Cnamaa noBUTCA MAaKeT AMHAMMKA.
3BYK NMOSABMTCA MOC/E€ HaXKaTMUS KHOMKM BOCNPOM3BEAEHUA.
OcTaHOBUTb 3BYK - CA€/1aTb LLENYOK MbILLKOM B CTOPOHE.
Yb6paTb AMHAMMUK - BblAENTb ero u HaopaTtb Ctrli+Z.

* JInA 3ByKO3anncu peyeBoro CONpoBOXKAEHMA BbI6paTh C
NepBOro UM TEKYLEro cianaa.

*_.BKnagka - NMOKA3 CZTAMAO0B - 3AMMUCH NMOKA3A CZIAMAOB
- HAYATDb 3ATMNCb. 3anucb MOXXHO NPUOCTAHOBUTb
COOTBETCTBYHOLLEN KHOMKOM. Y6paTh peyeBoe

COMPOBOX/JEHME CO C/laZa MOXKHO Yepe3 KOHTEKCTHOE
MEHIO KHOMKM - 3A.QI/ICb [MTOKA3A CJIAUAO0B.

3BVYKO3arinCb



*Tlpy HE06XOAMMOCTM MMETb B Npe3eHTaumMu ABa U
6o/1ee 0JMHAKOBbIX C/lanaa:

*BHayane co3gamTe NycToM MMHUCIAMA Ha NaHe
CIAM/CTPYKTYPA(cneBa 3KpaHa), HaxKaB KHOMKY -
CO3AATb C/IAU/A. 3aTeMm LEeNKHYTb NpaBOM KHOMKOM
Mo BbIBPAHHOMY CNnamMAay M HaxKaTb B KOHTEKCTHOM
meHto - KOMMPOBATDb. Tenepb HaZ0 LENKHYTb 1EBOU
KHOMKOM B NMYCTOM MMHUCNAUJE U HaXKaTb KHOMKY -
BCTABUTb(BEpXHMWU NEBBLIM Yo 3KpaHa).

*/1na yaaneHua cnanga Hazao LWenKHYTb NpaBoi

KHOMKOW MbILLM Ha HYXXHbIM CNan U B KOHTEKCTHOM
MeHIo BblopaTb - YAA/IUTb CTAUA.

*KonuboBaHue u vaaaeHue caanaa



*Bksiagka - MOKA3 C/IAM/I0B - HACTPOMKA
AEMOHCTPALUMMWN. B okHe HacTpouKa AeMOHCTpaLum
BbI6paTh HEO6XOAUMbIE BapMaHTbl MPOCMOTPa C/1aM/0B:
aBTOMAaTUYECKMU, BPYYHYIO, MO BPEMEHU, HENPEPbLIBHbIN
/10 HaXKaTmA, 6e3 pe4YeBoro ConpoBoXAeHMA, 6e3
aHUMaLuK. I'Iocnep,osaTeanbM nepexoz ot cnanga K
C/lanJy MOXHO JenaTb, LWenKasa no TeKyLemy ciamay
NNEBOW KHOMKOM MbILLIN.

*-Bknagka - MOKA3 CJIAMAOB - C HAYAJIA nam Bbibpathb C
TEKYLLIELO C/IAMZIA - NPOM3BO/IbHbIN MOKAS3 -
HACTPOMKA BPEMEHU - CKPbITb C/IAUA.

*.BKknagka - MEPEXO/bI nossonseT Bbi6paTh BapUaHT
aHMMaLMM NMpU CMEHE CnamaoB: BblUBEeTaHUE, CABUI,
nosB/IEHME, NaHopama, purypa.

*MNepexof K Hayany npeseHTauum Yyepes KHonky ESC.

*NpocMOTp Npe3seHTauum



“Tak Kak paboTa Haj npeseHTauMer NpoBoAMaCh B
3apaHee ornpejesieHHOM ManKke, To COXpaHEHUE
OTAE/IbHbIX C/TAaUA0B U BCEM NpPEe3eHTaLUM
NPOBOAMTCA MYTEM HaXKaTMS N1EBOU KHOMKOWU MbILLIM
BKAaaKM - ®AUJI, a B €ro oKHe BbIOpaTb OMNUMIO -
COXPAHUTD man - COXPAHUTDb KAK, ecin AOKYMEHT
COXpaHAEeTCcA B JIVO60U APYroM narke.

*PaboTas Haj JOKYMEHTOM c/iefyeT Nepuoamnyecku

COXPaHATb OTAE/IbHble HApaboTaHHbIE €ero YacTu AJif
npeAoTBpaLleHMs noTepb MHDOPMaLMK MO Pa3HbIM
MPUYMHAM.

*CoxpaHeHue npeseHTaL MM



