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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.

Jata npoBegeHus: 16 - 18 ceHTsa6psi 2024 ¢ 10:00 o 17:30

ApTtukyn: Cl11606

Bup, 06yuenus: Kypc noBbilleHus KBanudukaumm

dopmart obyyeHus: [1HeBHOM

Cpok obyyeHus: 3 fHsl

MpoponxutenbHocTb 06yyeHus: 24uaca

Mecto npoeepeHus: r. CaHkT-lNeTepbypr, yn. NeTtponaenoBckas, 4. 4, nutep A. CtaHuns meTpo «[leTporpagckas».
CtoumocTb yuacTtus: 41 600 py6.

[ins yyacTHUKOB NpefycMOTPeHo: MeToanuyeckunii MaTepumarn, Kode-naysbl.

J[I0KyMeHT no oKOH4YaHuU o6yyeHus: o nToram obyyeHus cnyliaTenu, yCnewHo npoLleaLine UTOroByo aTTecTaluto No NporpaMme
06y4eHus, MoJlyyatoT Y 4OCTOBEPEHME O NOBbILWEHUU KBanudukaumm B o6bemMe 24 4yacos (B COOTBETCTBUM C NIULIEH3UEN Ha NpaBo
BefleHVsi o6pa3oBaTesibHON AesTeNbHOCTH, BblAaHHOM [enapTaMeHTOM 06pa3oBaHusi U Hayku ropoga MockBbl).

Ina Koro npegHasHayeH

PyKOBO,D,MTeJ'IeVI, NOMOLLUHUKOB pyKOBO,U,MTeﬂeVI, TEXHUYECKUX NUcaTenen, MeHeo)Kepos U Apyrux OdJI/ICHbIX cneunannucTos, Yba
[eATeNbHOCTb CBA3aHa C NoAroToBKOWM AOKYMEHTOB pPa3HOro YpoBHA CJIOXXHOCTU U HarnAaAaHbIX OTYETOB.

Lienb o6y4yeHus

HayunTbcs adpdekTmBHO paboTaTthb ¢ JokyMeHTamu MS Word n cospaBaTb npeseHTauun B MS PowerPoint pasHoro ypoBHsSi COXHOCTM.

PesynbTaT 06y4yeHus

B pe3ynbTaTe 06yuYeHUs cnyluaTenu:

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

e HayuaTcsi onepauusiM c-pa3HbIMU O6beKTaMM.

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

e Y3HaloT 0 JOCTYMNHbIX BO3MOXHOCTSAX NpW cO3AaHnm npeseHtauun B PowerPoint.

e OTpaboTatoT Ha NpakTuKe HaBbikun paboTbl MS Word n MS PowerPoint.
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9TO MeponpuaTUe MOXHO 3aKa3aTb B KOpNopaTuBHOM opmaTe (06y4eHne COTPYAHUKOB OLHOM KOMMNaHuu).

[TporpamMmma oby4yeHus

AeHb-1.
CTaHfapTHble n-pacluMpeHHble BO3MOXXHOCTU TeKCTOoBOro pefakropa Word ansa opopmMneHus JOKYMEHTOB pa3HOro Ha3HavyeHus.

o OyHkuMn Word, nossonatoLme onTMMU3MpoBaTb paboTy.
e Bbl6Op MHCTPYMEHTOB AJ1S peLleHns NpodeccuoHanbHbIX 3a4ay.
o HoBewiwne HaACTPONKM NporpamMmbl

Tpe6oBaHus K-0pOPMIEHUIO [LOKYMEHTOB.

o OdopmeHne AOKYyMeHTOB B-cooTBeTCTBUM C-TOCT.
e OcHOBHble Tpe6oBaHMs K-NapameTpam CTpaHuLbl, LUpudTam, 3arosoBkam U-nof3arosoBkam, absaLam, MEXCTPOYHbIM
n-mexab3aLnoHHbIM MHTEpBanaMm.

Co3paHue n-06paboTka AOKYMEHTOB.

Mopsinok hopMUpOBaHUS CTPYKTYPUPOBaHHbIX JOKYMeHTOB. 065i3aTeNbHble U-A0MOSIHUTENbHbIE CTPYKTYPHbIE 3/1IEMEHTbI TEKCTOBbIX
JOKyMeHTOB. Pa3melleHne 0CHOBHON HaANUCKU M-AOMONHUTENbHbIX rpad B-cooTBeTCcTBUM C-TOCT.
e CTpaHu4yHasa CTPYKTypa AOKYMeEHTa.

o [lpyMeHeHne, co3faHne U-N3MEHEHNe CTUMEN.

o OpraHusauunsi MHOroypoBHEBOW HYMepPOBaHHOW CTPYKTYPbl flOKYMEHTa.

e MHoroypoBHeBasi HyMmepaL1si 3arosloBKOB.

e BHeZpeHWe 06bEeKTOB, MX-HyMepaLus.

o PopmupoBaHue WwabnoHa [OKYMEHTA.

e BcTaBka ornaBnieHus.

o CHOCKM, 3aKnafku, ykasatenn, NepekpecTHble CCbINKM.

e [Touck n-3aMeHa 3/1eMeHTOB JLOKYMEHTA.

e PelleH3npoBaHWe JOKYMEHTAa, UCM0b30BaHWe NpUMeYaHuii.

e CnusiHne n-noyToBas paccblyika LOKYMEHTOB.

e CosfaHve Makpoca.

AeHb-2.

Ta6nuubl.

OdopmneHune Tabnuu.

e BcTaBka Ha3BaHWM K-Tabnvuam U-MaoCTpaLmsaMm.

e Tabnuua n-Tekcr.

BblpaBHUBaHME, 0O6TEKaAHME.

e VIHCTPYMeHTbI Ansl paboTbl c-Tabnuuamu.

MHorocTpaHuyHble TabnuLbl.

o OTOGpaXeHne NepBoOi CTPOKM TabnuLbl Ha-KaXkAoM CTPaHWULLE Ha-39KpaHe K-Npu nevarw.
e Pacyetbl B-Tabnumuax Word.

Cnoco6bbl M-BapuaHTbl BCTaBKY TabnuL, B-TEKCT AOKYMEHTA.

Onepauuu cTpadMyecKuMmn o6beKTaMu.

o Koppekuus, 06pesKa, cxxaTue n306paxKeHui.

e BbigeneHue o6beKkToB.

e [pynnuposka.

o BblpaBHVIBaHVIe 06BbEKTOB MO-OTHOLLEHUIO APYr K-4pyry n-oTHOCUTESIbHO CTPaHUUbl.

MocTpoexne popmyn. KoHcTpykTop popmyn.
CnieuuanbHble Nonsl B-A0KYMeHTe.

o [1OKYMEHTbI C-MOCTOSIHHOW WU-NEPEMEHHOI COCTaBNAOLLEN: A0rOBOPbI, KOHBEPTbI, HaK/eKM, NUCbMa.
e dneMeHTbl ypaBeHus.

ABTO3anonHeHue 6naHKa AOKYyMEHTa.
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e licnonb3oBaHue npouecca cnmaHua ona onepatuBHONoO 3anojiHEHNA OAHOTUMHbIX OKYMEHTOB, OroBOPOB NepeMeHHbIMU AaHHbIMU

M3-Tabnuubl.
¢ 3arnonHeHune 651aHKa AOKYMEHTa AaHHbIMU U3-Tabnuupbl Excel.
o ABTOOpPMAT, aBTO3aMeHa U-aBTOTEKCT-— CPEACTBO aBTOMaTU3auunm BBoja GopmMaTMpoBaHHOro TeKCTa.

CoBmecTHas pa60Ta Hag AOKYMEHTOM.

e CpeacTBa peLeH3npoBaHus.
o [pMMeYaHus n-ucnpa.JieHus.
o CpaBHeHMe JOKYMEHTOB.

3awumTa JOKyMeHTa oT-HeXxenaTe/ibHbIX U3MEHEHUI.

e OrpaHuyeHus Ha-oTKpbITUe, bopMaTUpPOBaHME N-peakTUpoBaHue.
MpaKTukym.

JOeHb-3.

OcHoBbl pa6oTbl B-PowerPoint.

o OCHOBHble NpaBwua u-atanbl CO34aHUsi Npe3eHTaLuu.
e HacTpoika napaMmeTpoB nporpamMmbil.

e OnemeHTbl paboyero OKHa U-pexmnmbl paboTbl.

e Pa6oTa co-cnangamu.

CospaHue npeseHTauuu.

e Cnoco6bl cosfiaHus npeseHTaumu. MNMopsaok co3aaHus npeseHTauum c-4uCcToro nucTa.

o LllabnoH odopmneHus npeseHTaunu: GoH, MakeTbl CnangoB.

o CTpyKTypa npeseHTauuu.

e PeflakTMpoBaHUe TeKCTa U-TnobasibHasi KOPpeEKTUPOBKa CNanaoB, 3aMeTOoK, BblAay U-CTPYKTYPHOIO TEKCTA.
e [lapameTpbl CTpaHuWLbl A5 CNangoB, 3aMeTOK U-Bblgay. O6pasubl.

o Co3paHNe COGCTBEHHbIX 3/1IEMEHTOB Mpe3eHTaLuu.

e BcTaBka I/I-CbOpMaTMpOBaHMe PUCYHKOB, AnarpamMmm, ,D,O6aBJ'IeHMe 3BYyKa n-enaeo, aHmMauuoHHbIX 3d)d)eKTbI K-3/1eMeHTaM cnanga.

SmartArt. [lo6aBneHuve adpdekToB nepexopa.
e /IHTEpaKTUMBHOCTb Mpe3eHTaLun: rMnepccbliky, ynpaBastoLwme KHOMKKY, TpUrrepbl.
o [peseHTaLusi C-BETBNIEHUEM.
e HacTpoika, NpoOCMOTP U-XPOHOMETPaXX Npes3eHTauuu.
e 3awmTa dainos.
e [MeyaTb cnaigo., pa3faToyHOro MaTepuana u-3amMeToK foknagumka.

MpakTuKym.

[lpenogaBaTenu

BbIKOBA HaTanba HukonaeBHa

Kangupat negarornyeckunx HayK C BbICLUMM TEXHNYECKNM o6paaoBaH|/|eM. dkcnepT B o6yqu|/|M B3POC/bIX VIHCbOpMaLlI/IOHHbIM
TexHonorunam. 20 net NpaKTU4eCKOoro onbiTa NpoBeaeHNA TPEHNHIOB AN npenop,aBaTeneVl B 06nacTtu opraHusauum CUCTeMbl

ANCTAHLUMOHHOIoO O6yquVIF| B o6pasoBaTean017| opraHmnsauuu.

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