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MpumeHeHne MS Word n MS PowerPoint gna dopmMmupoBaHus
CNIOXKHbIX AOKYMEHTOB, OTYETOB M Npe3eHTauunm

B nporpamme Kypca Ha npakTuKe pasémupatoTcs Hauyywme cnocobbl U MHCTPYMeHTbI nporpamMm MS Word n MS PowerPoint,
NO3BOJIAIOLLME YCKOPUTb CO3[aHNe C/IOXHbIX OKYMEHTOB, OTYETOB M Mpe3eHTalMin. Bbl HayuymMTechb C y4eTOM HOPMaTUBHbIX
TpeboBaHwii co3faBaTb U pelakTUpoBaTb JOKYMEHTbI Pa3HOr0 YPOBHS CIIOXHOCTK, paboTaTb ¢ Tabnuuamu 1 rpadukamu, ysHaeTe,
KakK MCnosib30BaTb Npu NOArOTOBKE Mpe3eHTaLuin pasnmyHble addekTbl, 106aBNATb aHUMAaLMIO U cO3A4aBaTh MHTEPAKTUBHbIE
3/1IEMEHTbI.

Darta npoBegenus: 2 -4 nekabps 2024 ¢ 10:00 go 17:30
ApTtukyn: ClM11699

Bup o6yuenus: Kypc noBblilleHust KBanudukaumm

®dopmart obyueHus: OHNalH-TpaHCAAUMSA

Cpok obyyeHus: 3 fHsl

MpoponxutenbHocTb 06yyeHus: 24uaca

CtoumocTb yyactusi: 41 600 py6.

[ina yyacTHMKOB NpefycMoTpeHo: MeToanyeckuii MmaTepuann.

J[lOKyMeHT no oKoOH4YaHuM obyyeHus: o ntoram obyyeHus cnyLiaTenu, ycnewHo npoLleaLine UTOroByo aTTecTaumio No nporpaMme
o6yJyeHusi, nosyyatoT YL0CTOBEpEHNE O NOBbILEHWUUN KBanupukauum B o6beMe 24 yacos (B COOTBETCTBUM C JIMLIEH3UEI Ha NpaBo
BefieHusi o6pa3oBaTesibHOM AesATeIbHOCTH, BblAaHHON [lenapTaMeHTOM 06pa3oBaHus 1 Hayku ropoaa MocKBbl).

CtpaHuua: 1us 4
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Ina Koro npegHasHayeH

PyKOBOﬂ,MTeJ’IeIZ, NOMOLLUHUKOB pyKOBOAMTeJ’IeVI, TeXHUYECKMX NucaTenen, MeHeKepoB U apyrux OCbVICHbIX cneunannucTos, Yba
[EeATenbHOCTb CBA3aHa C NOArOTOBKOMN AOKYMEHTOB pPa3HOro YpoBHA CJIOXXHOCTU U HarnAaAaHbIX OTYETOB.

Llenb o6y4yeHus

HayuuTbcsa adpdekTuBHO paboTaTthb ¢ JokyMeHTamu MS Word 1 cospaBaTb npeseHTauumn B MS PowerPoint pasHOro ypoBHSI COXHOCTMU.

PesynbTaT 06y4YeHus

B pe3ynbTaTe 06yyeHus crywiaTenu:

¢ Y3HaloT cTaHAapTHbIe U-pacluMpeHHble BO3MOXHOCTM TekcToBoro pegaktopa Word ana ohopmMneHns fOKyMeHTOB-Pa3HOro
Ha3HayeHus.

e HayuaTcsi onepauusiM c-pasHbiMU O6beKTaMMU.

¢ O3HaKOMATCA C NpMeMamu Mo co3faHnio N 06paboTke AOKYMEHTOB. -

e Y3HaloT 0 AOCTYMHbIX BO3MOXHOCTSX NPU CO3AaHuN npeseHTaummn B PowerPoint.

e OTpaboTaloT Ha NpaKTHKe HaBblku paboTbl MS Word n MS PowerPoint.

9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpNopaTMBHOM opmaTe (06y4eHne COTPYAHUKOB OLHOM KOMMNaHuu).

[TporpamMmma oby4yeHus

JeHb-1.
CTaHpapTHble U-pacluMpeHHble BO3MOXHOCTU TeKCToBoro peaaktopa Word anst obopmieHus1 ,OKYMEHTOB pa3HOro Ha3HAYeHUs.

o QyHkummn Word, nossonstoLime onTUMU3MpOBaTh paboTy.
e Bbl6Op MHCTPYMEHTOB AJ1S1 peLleHns npodeccuoHanbHbIX 3aaay.
¢ HoBewwune HaaCTPONKK NporpamMmbl

Tpe6oBaHus K-0pOPMIEHUIO [LOKYMEHTOB.

o OdopmneHune gokyMmeHTOB B-cooTBeTCcTBMM C-[OCT.
e OCHOBHble TpeboBaHWA K-NapaMeTpaM CTpaHuLbl, pudTam, 3aroloBKaM n-nofsarosioBkam, abaaLam, MeXCTPOUHbIM
n-Mexab3aLMOHHbIM MHTEepBanam.

Co3paHue n-06paboTka JOKYMEHTOB.

Mopsiiok hopMUpOBaHUS CTPYKTYPUPOBaHHbIX JOKYMeHTOB. O6si3aTeNbHble U-A0MOSHUTENbHbIE CTPYKTYPHbIE 3/1IeMEHTbI TEKCTOBbIX
JOKYMeHTOB. Pa3melleHne OCHOBHON HaANUCKU U-AOMONMHUTENbHbIX rpad B-cooTBeTCcTBMM C-TOCT.
o CTpaHu4Has CTPyKTypa AOKYMeHTa.

o [IpuMeHeHVe, co3faHne -n3MeHeHne CTUNen.

o OpraHusauunsi MHOroypoBHEBOW HYMEPOBaHHOW CTPYKTYPbl fLOKYMEHTa.

e MHOroypoBHeBas HymepaLus 3arojloBKOB.

o BHefpeHWe 06bEeKTOB, UX-HyMepaLus.

o ®opMMpOBaHMe LWabioHa fOKYMEHTA.

e BcTaBka ornasneHus.

o CHOCKMW, 3aKnafKu, ykasaTenn, NepekpecTHble CCbIKM.

o [lOMCK n-3aMeHa 3N1eMEHTOB LOKYMEHTa.

o PelleH3npoBaHne JOKYMEHTa, UCMONb30BaHne NpuMeYaHui.

o CnusiHMe n-NoYToBas paccbiyika JOKYMEHTOB.

o CospgaHue Makpoca.

JAeHb-2.

Ta6nuubl.

CTpaHuua: 2 us 4



o OcdopmieHue Tabnuu,

e BcTaBka Ha3BaHWM K-Tabnvuam U-MaoCTpaLmsaMm.

e Tabnuua n-Tekcr.

o BblpaBHMBaHue, o6TeKaHue.

e VIHCTpPYMeHTbI Anst paboTbl c-Tabnnuamu.

e MHorocTpaHuyHble Tabnuubl.

o OTOGpaxeHne NepBoi CTPOKM TabnuLbl Ha-KaXKAoM CTPaHWULLE Ha-39KpaHe U-Npu nevarw.
e Pacyetbl B-Tabnuuax Word.

e Cnoco6bl U-BapuaHTbl BCTaBKMU TabnuL, B-TEKCT OKYMEHTA.

Onepauuu cTpaMyecKUMmn o6beKTaMu.

o Koppekuus, 06pesKa, cxxaTue n306paxKeHui.

» BbigeneHue o6bekToB.

e [pynnuposka.

o BbipaBHMBaHWE 06bEKTOB MO-OTHOLLEHUIO APYT K-APYrY U-OTHOCUTENBHO CTPaHULbI.

MocTpoenue popmyn. KoHcTpykTop popmyn.
CneuuanbHble Nons B-A0KYMeHTe.

o [IOKYMEHTbI C-MOCTOSIHHOW WU-NEPEMEHHOI COCTaBNAOLLEN: A0rOBOPbI, KOHBEPTbI, HaK/elKM, NUCbMa.
e dneMeHTbl ypaBeHus.

ABTO3anonHeHue 6naHka AOKYyMEHTa.

e McnonbsoBaHue npouecca CnmMaHnuAa ana onepaTtuBHOro 3anojiHeHnAa OAHOTUMHbBIX AOKYMEHTOB, J0roBOpOB NnepeMeHHbIMU JaHHbIMU

N3-Tabnuubl.
o 3anosiHeHue 6naHKa JOKYMeHTa AaHHbIMMW U3-Tabnuubl Excel.
e ABTOOpMaT, aBTO3aMeHa U-aBTOTEKCT-— CPEACTBO aBTOMaTU3aLuum Beoja GopmMaTMpOBaHHOIo TEKCTA.

CoBMecTHasi paboTa Hap, ;OKYMEHTOM.

e CpeacTBa peLeH3npoBaHus.
o [pMMeyvaHus n-ucnpaeseHus.
e CpaBHEeHWe JOKYMEHTOB.

3awmTa JOKYMEeHTa OT-HeXKenaTe/ibHbIX U3MEHEHUIA.

e OrpaHuyeHus Ha-oTKpbITUe, dopMaTUPOBaHWE N-peakTUPOBaHMe.
MpakTuKyMm.

OeHb-3.

OcHoBbl paboTbl B-PowerPoint.

o OCHOBHble NpaBwua Ku-aTanbl CoO34aHUsA Npe3eHTaunu.
e HacTpoika napaMmeTpoB NporpamMmbil.

e JneMeHTbl paboyero oKHa U-pexxMmbl paboTbl.

e PaboTa co-cnangamu.

Co3paHue npe3eHTauuu.

e Cnoco6bl cozaaHms npeseHTauuu. Mopsaaok co3aaHus npeseHTaLum c-4McToro aucTa.

o Llla6noH odopmneHns npeseHTauum: GoH, MakeTbl ClaigoB.

o CTpyKTypa npeseHTauuu.

o PepakTupoBaHuWe TeKkcTa U-rnobasibHasi KOPPeKTUPOBKa ClaifoB, 3aMETOK, Bbliay U-CTPYKTYPHOTO TeKCTa.
o [MapaMeTpbl CTpaHULbl ANS CNatgoB, 3aMEeTOK U-Bblgad. O6pasLbl.

o Co3piaHne CO6CTBEHHbIX 3/IEMEHTOB Mpe3eHTaLum.

¢ BcTaBka u-bopmaTMpoBaHWe pUCYHKOB, Auarpamm, fo6aBfieHve 3ByKa U-BUAEO, aHUMALMOHHbIX 3 hEKTbI K-3fIeMeHTaM crnanga.

SmartArt. [lo6aBneHue adpheKToB nepexoga.
o /IHTEpPaKTUMBHOCTb Npe3eHTaLun: rMnepcchlfiky, ynpaBnsioLme KHOMKKU, TpUrrepbl.
o [Npe3eHTauus c-BeTBIEHNEM.
e HacTpoiika, N(pOCMOTP U-XPOHOMETpPaX Npe3eHTaLuu.
e 3awmTa dannos.
e lNeyaTb cnaitfoBs, pasgaToyHOro MaTepuana u-3aMeTok oknaguuka.

MpakTuKyMm.

CtpaHuuya: 3us 4



[lpenogaBaTenu

BbIKOBA HaTtanba HukonaeBHa

Kangupat negarornyeckunx HayK C BbICLUMM TEXHNYECKNM O6pa3OBaHI/I8M. AkcnepT B o6yqu|/|M B3POC/bIX I/IHCbOpMaLl,I/IOHHbIM
TexHonoruam. 20 net NpaKTU4YeCKOoro onbiTa NpoBeaeHNA TPEHNHIOB A4 npenop,aBaTeneVl B o6nactu opraHusauum CUCTeMbl
ANCTAHUMNOHHOIO O6y‘-{EHVIF| B o6pasoBaTean017| opraHunsauuu.

MPEMOOABATE/b
JKCnepT-NpaKTUK B paboTe ¢ MHCTpyMeHTaMu Microsoft Office.

CtpaHuua: 4 us 4
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