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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 obyuyeHus: [JHeBHOW

Cpok obyueHus: 3 fHA

MpopomkuTenbHocTb obyyeHns: 244aca

MecTo npoeepeHus: . CaHkT-MeTepbypr, JIuroBckuidi npocnekT, 266¢1, BusHec LieHTp Mpembep Jlvra (3 ouepefnb), 4 aTax, us nudra
Hanpaso. CTaHLMu MeTpo «MOCKOBCKME BOPOTa», «TE€XHONOMMYECKUIA MHCTUTYT», «O6BOAHBIN KaHan».

[ns yyacTHUKOB NpefycMOTpeHo: MeToanyeckuii MaTepuarn, kode-naysbl.

,D,oxymeH'r MO OKOHYaHUn 06yquMﬂZ Mo utoram 06yqum| cnywaTtenu, ycnewHo npowejluimne UToroeyro atrectayuto no nporpamMme
o6yquvm, nosiydaroT yﬂ,OCTOBepeHVIe O NoBbIWEeHNN KBaJ'IVId)VIKaLI,VIVI B 06beMe 24 yacoB (B COOTBETCTBUM C NIULEH3NEN Ha npaeso
BeaeHuna o6pa303aTean017| [eATeNnbHOCTH, BblgaHHOWM LenapTtameHTOM 06pa3OBaHVIF| M HayKun ropoaa MOCKBbI).

Ina Koro npegHasHayeH

PyKOBOﬂ,MTeJ’IeIZ, NOMOLLUHUKOB pyKOBOAMTeJ’IeVI, TeXHUYECKMX NucaTenen, MeHe)KepoB U Apyrnux Od)I/ICHbIX cneunanunucTos, Yba
[EATeNbHOCTb CBA3aHa C NOAFOTOBKOMN AOKYMEHTOB pPa3HOro YpoBHA CJIOXXHOCTU U HarnAaAaHbIX OTYETOB.

Llenb o6y4yeHus

HayunTbes adpdekTuBHO paboTaTthb ¢ JokyMeHTamu MS Word n cospaBaTb npeseHTauumn B MS PowerPoint pasHOro ypoBHsSI COXHOCTMU.

PesynbraT 06y4yeHus

B pe3ynbTaTe 06yyeHus cywaTenu:

e Y3HaloT CTaHJapTHble U-pacluMpeHHble BO3MOXHOCTM TeKCToBOro peaaktopa Word anst ohopmMneHns fOKyMeHTOB-pa3HOro
HasHayeHus:.

e Hayuatcsi onepaumsiM c-pasHbiMU O6beKTaMMU.

o O3HaAKOMSATCH C NpMEMamMu Mo CO34aHMI0 U 06paboTKe LOKYMEHTOB. -

e Y3HatoT 0 AOCTYMNHbIX BO3MOXHOCTSIX MpW co3aaHuu npeseHTauumn B PowerPoint.

e OTpaboTatoT Ha NpakTuKe HaBbikun paboTbl MS Word n MS PowerPoint.

9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpNopaTMBHOM opmaTe (06yueHne COTPYAHUKOB OAHOM KOMMNaHuu).
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[TporpamMmma oby4yeHus

AeHb-1.
CTaHfapTHble n-paclumpeHHble BO3MOXXHOCTU TeKcToBoro pegakropa Word ansa odpopmMneHusa JOKYMEHTOB pa3HOro Ha3HauyeHus.

o ®yHkumm Word, nossonatoLLme onTUMU3MpoBaTb paboTy.
e Bbl6Op MHCTPYMEHTOB AJIs1 peLleHns npodeccuoHanbHbIX 3ajay.
o HoBewwune HagCTPONKM NporpamMmbl

Tpe6oBaHuA K-0POPMNEHUIO fLOKYMEHTOB.

e OdopmneHne fOKyMeHTOB B-cooTBeTCTBUM C-TOCT.
o OCHOBHble Tpe6oBaHWA K-NapaMeTpaM CTpaHuLbl, WpUdTam, 3arofioBkam n-nof3arosioBkam, abaaLam, MeXCTpOUHbIM
n-Mexxab3aLMOHHbIM MHTEpBanam.

Co3paHue n-06paboTKa OKYMEHTOB.

MopsfoK hopMMPOBaHNA CTPYKTYPUPOBAHHbIX AOKYMeHTOB. 06s3aTeNbHble U-LO0NOSIHUTENbHbIE CTPYKTYPHbIE 3/1eMEHTbl TEKCTOBbIX
JOKyMeHTOB. PasmelleHne 0CHOBHOM HaANNCK M-AONONHUTENbHbIX rpad B-cooTBeTCcTBMM C-TOCT.
o CTpaHW4YHasa CTPYKTypa AOKYMEHTa.

o [lpuMeHeHue, cozgaHne U-n3MeHeHne CTUen.

o OpraHusauunsi MHOroypoBHEBOW HYMepPOBaHHOW CTPYKTYPbl flOKYMEHTa.

o MHoroypoBHeBasi HyMepaLusi 3arosl0BKOB.

e BHegpeHue 06beKTOB, X-HYMepaLms.

o dopMupoBaHue WabnoHa fOKYMEHTa.

o BcTaBka ornasneHus.

o CHOCKMW, 3aKNnafKu, ykasaTenn, NnepekpecTHble CCbINKMK.

o [OMCK n-3amMeHa 3N1eMeHTOB JOKYMEHTa.

o PeueHsnpoBaHue fOKYMEHTa, MCMOIb30BaHne NpuMeYvaHui.

o CnusiHMe n-NoYToBas paccbiyika JOKYMEHTOB.

o CospgaHue Makpoca.

OeHb2.

Tabnuubl.

OdopmneHue Tabnuu,.

BcTaBka HasBaHWi K-Tabnuuam U-MnnocTpaumsaMm.

e Tabnuua u-Tekcr.

BblpaBHUBaHWe, 06TekaHue.

o /IHCTpYMeHTbI Ansa paboTbl c-Tabnuuamu.

e MHOrocTpaHuyHble Tabnuupl.

o OTO6paXxkeHWe NepBoi CTPOKM TabULbl Ha-KaXA0W CTPaHULEe Ha-3KpaHe U-Npuy nevyaTu.
e Pacuetbl B-Tabnumuax Word.

e Cnoco6bl U-BapuaHTbl BCTaBKM Tab/uL, B-TEKCT AOKYMEHTA.

Onepauuu cTpapuyecKuMmn o6beKTaMu.

o Koppekuus, o6peska, cxxaTue U3obpaxeHuu.

e BblgeneHve o6beKTOB.

e [pynnupoBka.

e BbipaBHMBaHWe 06EKTOB MO-OTHOLLEHUIO APYT K-APYrY U-OTHOCUTENBbHO CTPaHMULbI.

MocTpoeHue popmyn. KoHcTpykTop popmyn.
CneumanbHble NoNs B-A0KYMEHTe.

o J[IOKyMEeHTbI C-MOCTOSIHHON M-I'IepeMeHHOVI COCTaBNSOLLEN: A0roBopbl, KOHBEPTHI, HaKJ/enku, Nnucbma.
o ONeMeHTHI ynpasiieHUs.

ABTO3anonHeHue 6naHka AOKYMEeHTa.

e Mcrnonb3oBaHmWe npouecca CANSAHNUSA 4151 ONePaTUBHOMO 3aMOJIHEHUSI OJHOTUIMHBIX [JOKYMEHTOB, JOrOBOPOB NepeMeHHbIMU JaHHbIMM
M3-Tabnuubl.

¢ 3arnonHeHne 6r1aHKa AOKYMEHTa AaHHbIMU U3-Tabnuupbl Excel.

e ABTOOpPMaAT, aBTO3aMeHa U-aBTOTEKCT-— CPEACTBO aBTOMaTU3auuy BBoja GopMaTMpoOBaHHOro TEKCTA.

CoBmecTHas pa60Ta HaAa AOKYMEHTOM.

e CpencTBa peLeH3npoBaHus.
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o lpUMeYaHusa n-ucnpaBneHus.
e CpaBHEHWe JOKYMEHTOB.

3almTa fOKyMeHTa OT-HeXXenaTeNlbHbIX U3MEeHEeHUN.

e OrpaHuyeHus Ha-oTKpbITUe, hopMaTUPOBaHMUE N-peakTUPOBaHMe.
MpaKTukym.

AeHb-3.

OcHoBbl paboTbl B-PowerPoint.

e OCHOBHbIe npaBua n-atarbl CO34aHUA Npe3eHTauunn.
¢ HacTpoiika napamMeTpoB NporpamMmbl.

e 3nieMeHTbl paboyero OkKHa U-pexnMbl paboTbl.

e Pa6oTa co-cnaingamu.

CospgaHue npeseHTauum.

e Cnoco6bl co3paHus npeseHTauuu. Mopsaok co3faHus Npe3eHTaLum c-4McToro nmcTa.

o Llla6noH ohopMneHus npeseHTauuu: GoH, MakeTbl ClailfoB.

o CTpyKTypa npe3eHTauuu.

e PepakTupoBaHue TekcTa U-rnobanbHasi KOPPEKTMPOBKA CNaifioB, 3aMETOK, Bbllay U-CTPYKTYPHOro TeKcTa.

o MNapameTpbl CTpaHULUbl A5 CNnaifioB, 3aMeTOoK U-Bblgad. 06pasubl.

o Co3piaHVe COGCTBEHHbIX 3/IEMEHTOB Mpe3eHTaLum.

e BcTaBka n-hopMaTMpoBaHue pUCYHKOB, AnarpaMm, o6aBreHne 3ByKa U-BMAE0, aHUMaLMOHHbIX 3bbeKTbl K-aIeMeHTaM cnaiga.
SmartArt. [lo6aBneHue adphekToB nepexoaa.

o IHTEpPaKTUMBHOCTb Mpe3eHTalun: runepccblfiky, ynpaBnstowme KHOMKKU, TpUrrepbl.

e [peseHTaunsA C-BETBNEHNEM.

e HacTpoiika, N(pPOCMOTP U-XPOHOMETpPaX Npe3eHTaLuu.

e 3awuTa dbannos.

e lNeyaTb cnaitfoBs, pasgaToyHOro MaTepuasna u-3amMeTok JLoKnaguuka.

MpakTuKyMm.

[lpenopaBaTenu

BbIKOBA Hatanba HukonaeBHa

KaHguaat negarornyeckux Hayk c BbICLLUIMM TEXHUYECKUM 06pasoBaHueM. IKCrnepT B 06y4eHUn B3pocCbiX MHGOPMaLMOHHbIM
TexHonoruam. 20 f1eT NPaKTUYECKOro oMbiTa NPoBeAeHNA TPEHWHIOB A8 NpenoaBaTenei B 061acTM OpraH13aLmm cucTeMbl
AVCTaHLUMOHHOIo 06yyeHusi B 06pa3oBaTesibHOM opraHusaLlmm, 6a3oBoro v NPoABMHYTOro ypoBHs Excel.

MPEMOLABATE/b
9KcnepT-npakTUK B paboTe ¢ nHcTpyMeHTamu Microsoft Office.
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