8 (495) 698-63-64

d) (D I/I H KO HT 8 (800) 234-55-22

yuebHbI LeHTP . .
seminar@finkont.ru

www.finkont.ru

MpumeHeHne MS Word n MS PowerPoint gna dopmupoBaHus

CJ1OXXHbIX AOKYMEHTOB, OTHETOB U npe3eHTaL|,vu7|

B nporpamme Kypca Ha npakTuKe paséuparoTcs Haunydlmne cnocobbl U MHCTPYMeHTbI nporpamm MS Word n MS PowerPoint,
No3BONAIOLLNE YCKOPUTb CO3[aHNe CMOXHbIX JOKYMEHTOB, OTYETOB U Npe3eHTaumnin. Bbl HayunTechb C y4eTOM HOPMaTUBHbIX
TpeboBaHUI cosfaBaTh U pefaKTUpoBaTb LOKYMEHTbI Pa3HOro YPOBHS CIOXHOCTH, paboTaTb ¢ Tabnvuamu n rpapukamu, ysHaeTe,
Kak MCnosib30BaTh Npu NOAroTOBKE Mpe3eHTaL i pasnindHble addheKTbl, 106aBAATb aHUMALMIO U co3aaBaTh MHTEPAKTUBHbIE
9/1EMEHTbI.

[arta npoBepenus: OTKpbiTasa garta

Bup o6yuenus: Kypc noBblilleHusi kBanudukaumm

®dopmart obyueHuss: OHNalH-TpaHCAsAUMS

Cpok obyueHus: 3 fHA

MpopomkuTenbHocTb obyyeHns: 244aca

[Ans yyacTHMKOB npeflycMoTpeHo: MeToauueckuit matepuarn.

J[I0KyMeHT no oKoH4YaHUU o6yyeHus: o nToram obyyeHus cnyliaTenu, yCnewHo nNpoLleaLline UTOroByo aTTecTaLuto No NporpaMme
06y4eHUs, MolyyatoT Y 4OCTOBEPEHME O NOBbILWEHUN KBanudukaumm B o6bemMe 24 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NpaBo
BefleHVsi o6pa3oBaTesibHON AesTeNbHOCTH, BblAaHHOM [enapTaMeHTOM 06pa3oBaHusi U Hayku ropoga Mocksbl).

Ina Koro npegHasHayeH

PyKOBO,D,MTeJ'IeVI, NOMOLLUHUKOB pyKOBO}J,MTeJ'IeVI, TEXHUYECKUX NUucaTenen, MeHe)Kepos U Apyrux O¢0I/ICHbIX cneunannucTos, Yba
[eATeNbHOCTb CBA3aHa C NoAroToBKOWM AOKYMEHTOB pPa3HOro YpoBHA CJIOXXHOCTU U HarnAaaHbIX OTYETOB.

Lienb o6y4yeHus

HayunTbcs adpdekTmBHO paboTaTthb ¢ JokyMeHTamu MS Word n cospaBaTb npeseHTauumn B MS PowerPoint pasHOro ypoBHsSi COXHOCTMU.

PesynbTtaT 06y4yeHus

B pe3ynbTaTe 06yuYeHUs cyluaTenu:

e Y3HaloT CTaHAApTHbIE U-paCLUMPEHHbIE BO3MOXHOCTM TEKCTOBOro peAakTopa Word ana obopmMeHuss 4OKYMEHTOB-Pa3HOro
HasHayeHus.

e HayuaTcsi onepaumsiM c-pa3HbiMU O6beKTaMM.

e O3HaKOMATCS C NpYemMaMu No Co3aHuIo U 06paboTKe JOKYMEHTOB. -

e Y3HaloT 0 OCTYMNHbIX BO3MOXHOCTSAX NpW co3AaHnm npeseHtauun B PowerPoint.

e OTpaboTatoT Ha NpaKTuKe HaBbiku paboTbl MS Word n MS PowerPoint.

3TO MeponpuATMe MOXHO 3aKa3aTb B KOpnopaTMBHOM opmaTe (06yyeHne COTPYAHUKOB OGHOM KOMMNaHuu).

[TporpamMma o6y4yeHus
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AeHb-1.
CTaHfapTHble n-paclumpeHHble BO3MO)XXHOCTU TeKCToBOro pegakropa Word ansa odpopmMneHus JOKYMEHTOB pa3HOro Ha3HauyeHus.

o ®yHkumm Word, nossonatoLme onTUMU3MpoBaTb paboTy.
e Bbl6Op MHCTPYMEHTOB A1 pelleHns NpodeccuoHanbHbIX 3agay.
o HoBewwne HaACTPONKM NporpamMmbil

Tpe6oBaHus K-0(popMIEHUIO JOKYMEHTOB.

o OcdopmeHne fOKYyMeHTOB B-cooTBeTCTBUM C-TOCT.
o OCHOBHble TpeboBaHWA K-NapaMeTpam CTpaHuLbl, LpudTam, 3arosloBKam n-nofsarosoBkam, abaaLam, MeXCTPOUHbIM
n-Mexxab3aLMOHHbIM MHTEepBanam.

Co3paaHue n-06paboTka JOKYMEHTOB.

e [Mopspaok GopMUpoBaHUA CTPYKTYPUPOBAHHbIX AOKYMEHTOB. O6si3aTeNbHble U-AOMNONHUTENbHbIE CTPYKTYPHbIE 3/1IEMEHTbI TEKCTOBbIX
JOKyMeHTOB. PasmelleHne 0CHOBHON HaANMCKU M-AOMONHUTENbHbIX rpad B-cooTBeTCcTBMM C-TOCT.

o CTpaHu4YHasa CTPYKTypa AOKYMEHTa.

o [puMeHeHwne, cozgaHne U-n3MeHeHne CTUen.

o OpraHusauma MHOroypoBHeBON HYMePOBaHHON CTPYKTYPbl JOKYMEHTA.

o MHoroypoBHeBasi HyMepaLusi 3arosl0BKOB.

e BHeZpeHWe 06EKTOB, UX-HyMepaLusi.

o GdopmMupoBaHue WabnoHa fJOKYMEHTa.

e BcTaBka ornasneHus.

o CHOCKM, 3aKNnafKku, ykasatenn, NnepekpecTHble CCbIKM.

o [lOMCK n-3aMeHa 3N1eMEHTOB JLOKYMEHTa.

o PeueHsnpoBaHue fOKyMEHTa, MCMOIb30BaHNe NpuMeYaHui.

o CnnsiHue n-NoYToBas paccblfika JOKYMEHTOB.

o CospgaHue Makpoca.

AdeHb-2.
Ta6nuubl.

o OcdopmeHue Tabnuu,.

e BcTaBka Ha3BaHWI K-TabnvLaM U-UIIOCTPaLMAM.

e Tabnuua n-Tekcr.

e BbipaBHMBaHUWe, o6TekaHue.

o IHCTPYMeHTbI Anst paboTbl C-Tabnnuamu.

e MHorocTpaHuyHble Tabnuubl.

o OTOGpaXxkeHWe NepBoi CTPOKM TabMLbl Ha-KaXXA0W CTPaHMLE Ha-3KpaHe U-Npuv nevyaTu.
e Pacuetbl B-Tabnumuax Word.

e Cnoco6bl U-BapuaHTbl BCTaBKM TabNuL, B-TEKCT AOKYMEHTA.

Onepauuu cTpapMyecKuMmn o6beKTaMu.

o Koppekuus, o6peska, cxxaTue UsobpaxeHui.

e BblgeneHne o6bEKTOB.

e [pynnupoBkKa.

e BbipaBHMBaHWE 06bEKTOB MO-OTHOLLEHUIO APYT K-APYrY U-OTHOCUTENBHO CTPaHuULbI.

MNocTpoeHue dopmyn. KoHcTpykTop dopmyn.
CneumanbHble NoNs B-A0KYMEHTe.

o J[IOKYMEHTbI C-MOCTOSIHHOW W-NePEMEHHOI COCTaBNAOLLLEN: AOrOBOPbI, KOHBEPTbI, HaK/1ehKK, NCbMa.
e JNIeMeHTbI ynpaBieHus.

ABTO3anonHeHue 6naHka AOKYyMEHTa.

e Mcnonb3oBaHmWe NpoLecca CANAHNUA A1t ONePaTUBHOMO 3aM0JIHEHUSI OJHOTUIMHBIX [JOKYMEHTOB, JOrOBOPOB NepeMeHHbIMMU JaHHbIMM
n3-Tabnuubl.

o 3anonHeHue 6naHKa JOKYMeHTa AaHHbIMU U3-Tabnuubl Excel.

o ABTOOpPMaAT, aBTO3aMeHa U-aBTOTEKCT-— CPEACTBO aBTOMaTU3auuy BBoja GopmMaTMpoOBaHHOIo TEKCTA.

CoBmecTHasi pa6oTa Haf, AOKYMEHTOM.

e CpefcTBa peLeH3VpoBaHus.
o [pyMeyvaHus n-ucrnpa.neHus.
o CpaBHeHVe AOKYMEHTOB.
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3almTa JOKyMeHTa OT-HeXXenaTeNlbHbIX U3MEeHEeHUN.

e OrpaHuYeHus Ha-oTKpbITHe, hopMaTUPOBaHUE N-pefakTUpOBaHMe.
MpaKTukym.

AeHb-3.

OcHoBbl paboTbl B-PowerPoint.

e OCHOBHbIe npaBuia n-atarnbl CO34aHUA Npe3eHTauunn.
e HacTpoiika napaMeTpoB NporpamMmbl.

e 3nieMeHTbl paboyero OKHa U-pexnMbl paboTbl.

e Pa6oTa co-cnaingamu.

CospgaHue npeseHTauuu.

e Cnocobbl cos3faHus npeseHTaumm. Nopsaaok co3aaHns npeseHTauum C-4uCToro nncTa.

o Llla6noH opopmneHus npeseHTauuu: GoH, MakeTbl CnaifoB.

o CTpyKTypa npeseHTauuu.

e PeflakTMpoBaHMe TeKCTa u-rnobanbHast KOPpeKTMPOBKa CNanaoB, 3aMeTOK, BblAay U-CTPYKTYPHOIO TEKCTA.

e [MapameTpbl CTpaHULbl 415 CnaifioB, 3aMeTOK U-Bblgay. O6pasubl.

o Co3piaHVe COGCTBEHHbIX 3/IEMEHTOB Mpe3eHTaLum.

e BcTaBka n-hopmMaTvpoBaHMe pUCYHKOB, Auarpamm, fo6aBieHne 3ByKa U-BUAE0, aHUMaLMOHHbIX 3ddeKTbl K-oneMeHTam crnanga.
SmartArt. lo6aBneHue adphekToB nepexoaa.

e NHTEpaKTUBHOCTb NPe3eHTaLMm: FTMNEePCCbIIKY, yNpaBsatoLme KHOMKK, TPUITEpBI.

e [IpeseHTaLusi C-BETB/IEHUEM.

e HacTpoiika, NpocMOTp U-XpOHOMETpaX Npe3eHTaLum.

e 3awuTa dannos.

e [MeyaTb cnango., pa3faToyHOro MaTepuarna u-3amMeToK AoKnafguvKa.

MpakTuKyMm.

[lpenogaBaTenu

BbIKOBA Hatanba HukonaeBHa

KaHamaaT nefarornyeckux Hayk ¢ BbICLUIMM TEXHUYECKUM 06pa3oBaHmeM. IKCMepT B 06y4eHUN B3POCbIX MHDOPMALMOHHBIM
TexHonorusm. 20 neT NpakTUYECKOoro onbiTa NPOBEAEHUs TPEHWHIOB ANs NpenojaBaTeneil B 0611acTy opraHM3aLuy CUCTEMbI
OMCTaHUMOHHOro 06yYeHusi B 06pa3oBaTeNibHOM opraHu3aLmy, 6a3oBOro 1 NpoaBUHYTOro YpoBHs Excel.

MPEMNOOABATEJb
9KcnepT-NpakTUK B paboTe ¢ nHcTpyMeHTamu Microsoft Office.
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