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BBEJEHUE

I[aHHBIe MCTOANYCCKHUEC PCKOMCHAANWN MTPECAHA3HAYCHBI AJI1 CTYACHTOB OYHOI'O U 3a04YHOI'O

oTzienennii, COCTaBiIeHbl B cooTBeTCTBUM C¢ TpedboBanusimu OI'OC CIIO (B yactu

CaMOCTOATENLHON padOThI).

BueaynuropHasi camocTosiTenbHas paboTa HampaBieHa Ha (OpMHpOBAHHE YCIOBUM ISt
MTOCTOSTHHOM 3aHATOCTH CTYJEHTa B MPOIECCe U3YYCHHS KOHKPETHON yuyeOHOU auciuruimabl, [TM.
BueaynuropHas camocTosiTellbHas padoTa MpenoaraeT caMoCTOATEIbHOE OCBOCHHUE COJIEpP KaHUs
OTJIEBHBIX TEM JUCIMILINHBI U BBIIIOJIHEHNUE JaHHBIX MPETIOaBaTeNIeM 3aIaHuH.

Llenbio JaHHBIX METOAMYECKHX PEKOMEHIAIUH SBISETCS Pa3BUTUE CIIOCOOHOCTHU CTYACHTOB
CaMOCTOSITENIbHO paboTaTh ¢ HMHPOpMAIMeil Mpu MOATOTOBKE K CEMHUHapaMm, IMpU HaMHCaHUU
KYPCOBBIX TIPOCKTOB, OTYETOB II0 MPAKTUKE M JUIUVIOMHBIX padOT; NPEACTABIATH €€ IS
OIIPEICIICHHON LIE€JIEBOM ayIUTOPUU C HCIOJB30BAaHUEM pPAa3HOOOPA3HBIX CPEACTB IPHUBICUEHUS
BHUMAaHUS U U3JI0KESHHS MaTepHaa.

[Ipe3eHTanust — 3T0 MpeAcTaBieHHe HWHMOPMAIMU s HEKOTOPOM IIeNIeBOM ayIuTOpHH,
C UCIOJIb30BAaHUEM Pa3HOOOPA3HBIX CPEJICTB MPUBJICUCHHS] BHUMAHUS M U3JI0’KEHUS MaTepHara.

[lpy momomm cllalijoB, CMEHSIONIMX JPyr Ipyra Ha DJKpaHe, yIep)KaTh BHHMAaHHE
ayIUTOPUHN TOpPA3A0 Jerde, 4yeM JBUTasCh C YKa3KOW MEXAYy pa3BEeIIaHHBIX 10 BCEMY 3ally
I1aKaToB. B oTnuune ke OT OOBIYHBIX CJAiIOB, MPOMYCKAaeMbIX Yepe3 AMAMPOCKTOP, IKPAHHbBIE
MPE3CHTAIMHN TIO3BOJISIIOT OBICTPO BEPHYTHCS K JIFOOOMY M3 YK€ PACCMOTPEHHBIX BOMPOCOB WU
BOBCE  M3MEHUTh  TIOCJIEIOBATEILHOCTh  M3JI0KEHHUS,  BO3MOXXHOCTH  BOCIIOJI30BaTHCSA
ouIHanTEHEIMU IIMapraikamu. [Ipe3eHTarnus - 3To He TOIBKO TO, YTO BUITUT U CIBIIIUT ayJAUTOPUS,
HO U 3aMETKH JIJISl BBICTYIIAIOIIETO: O YeM He 3a0BITh, KAK PACCTaBUThH AKIICHTHI.

Crnaiin mpe3eHTaluyd - He MPOCTO M300pakeHne. B HeM, Kak u B J1000M KOMITBIOTEPHOM
JIOKYMEHTE, MOTYT OBITh 3JIEMEHTHI aHHMAIlMW, ayauo - U BuaeodparmMeHTsl. OHM CIIOCOOHBI HE
TOJNILKO CYIIECTBEHHO YKPAaCHUTh TIPE3CHTAIMI0, HO U TIOBBICUTH €€ HH()OPMATUBHOCTS;
KOITUPYEMOCTb.

Jnst co3gaHusl Mpe3eHTalMil CyIIECTBYeT psii MPOTPAMMHBIX MPOIYKTOB, SBISIOLIUXCS
MPUIOKEHUSIMH COOTBETCTBYIOMIMX KoMIiutekcoB - Office - pa3paboTok Beaymmx MHPOBBIX
npousBoguteneit [10 s co3maHust W MPEACTaBICHUS KOMIUIEKCHBIX JTOKYMEHTOB. OCHOBHBIMHU
WHCTPYMEHTAMH JJisi TOATOTOBKM M TOKa3a TPE3CHTAMd B MHPOBOH MPAKTHKE SIBISIOTCS
nporpammbl  Power Point kommanum Microsoft, Corel Presentations ¢upmer Corel m maker

StarOffice kommauuu StarDivision GMBH.



1. OCHOBHBIE 3TAIIbI XU ITPUHIUIIBI INTAHUPOBAHMU S ITPESEHTAIIUN

Tepmun "mpe3eHTanus" OJHOBPEMEHHO O0O3HAYAeT IMPOLIECC MPEACTABICHUS MaTepHualia

AyaIuTOpUn M CaM IOOKYMCHT, B KOTOPOM COACPKHUTCA TCKCT U MYJIbTHMCAUA-MAaTCPpHAJIbI. Or

BBICTYITAOIICTO C Hpe3eHTaHI/IeI71 Tpe6yeTC$I HC TOJIbBKO YMCHHUC CO34aTb JOKYMCHT U I'paMOTHO

O(i)OpMI/ITI) €r0, HO U UICKYCCTBO TOHECTH €Iro COACPKAHUC 10 ayAUTOPUH.

[lepen co3zmanueM Mpe3eHTALUH HEOOXOIMMO YETKO OMPEICIUTHCS C LENbI0, CO3/1aBacMOit

MPE3eHTAllMH, TOCTPOUTh BCTYIUIEHHE U CHOpPMYIMpOBaTh 3akitoueHue. [lpuaepxuBarbes

OCHOBHBIM 3TanaM Y NPUHIMIIAM CO3JaHus "yIaqyHONU" Mpe3eHTaluu.

Dransl CO3/JaHusl TPE3EHTAIUH:
[TnanupoBanue BUa MPE3EHTAIIUN, BOBMOXKHO C UCTIOIB30BAHHUE MPOTOTHUIIOB.
PenaktupoBanue u oopmiieHne ClaiioB.
3ananue crend(HeKToB I JeMOHCTPALUU IPE3EHTALINH.
Pacnieuarats. [Ipornate nepen 1eMOHCTpALMEH.

[TpuHLMIIBI cO3/TaHUS TPE3EHTALIUU:
Ucnonwayiite 3¢ dextapie MaTepuanbl st 0QOpMIIEHUS CBOETO BBICTYIICHUS. B KakoM-TO
CMBICIIE TPOCTOTA HWCIOJB30BaHUs MporpaMMmbl PowerPoint siBisieTcs ee XyAIIMM Bparom.
Coznanue 3 GeKTHBIX CIal0B U KAPTUHOK MOKET OBITh MPOCTHIM U YBIIEKATEIbHBIM 3aHITHEM,
OJIHAaKO He cienyer 3abbiBaTh, uTO0 PowerPoint He mnpenHasHauyaeTcs A aBTOHOMHOTO
WCIIOJIB30BaHUA. AYIUTOpUsST XOYeT CIBIIIATh Balle BBICTYIUICHHE, a HE CMOTpPETh Ha
n300pakeHus1, MeIbKaroue Ha dkpane. Co3naiite yoenurenpHyto mpe3enTaruio PowerPoint, Ho
1m03a00ThTECH O TOM, YTOOBI Ballli COOCTBEHHBIE BBICKA3bIBaHUSI ObUIM HE MeHee spkumu. He
cienyer 3a0bIBaTh, YTO CIAIABI UTPAIOT POJIb BCIIOMOTATEIBHOIO CPEACTBA BO BPEMsI YCTHOTO

BBICTYILJICHUA.

. He ycnoxusiite mpezenTtanuto. Bel HaBepHsiKa BUAETHU Mpe3eHTaLnH, co3nannbie B PowerPoint u

IPYTUX MpOrpaMMax, KOTOPbIE SIBHO BBI3BIBAIOT Y JOKIAAYMKa OOJblliee BOOJYIIEBICHUE, YEM
cama Tema obcyxaenus. [lopoil BO3HHKaeT Takoe OIIYIIEHHE, YTO aBTOP MPE3EHTAIMH MPOCTO
BIIOOJIEH B KXY CO3JaHHYIO UM JIMHHUIO, 3aBUTYIIKY U crempddexr. OgHako Hambosee
s dextnrie mpe3eHtanmu PowerPoint mpoctel. Takue mnpe3eHTanuu cojaepKaT TOHSITHBIC
auarpaMmbel B rpaduKy, TOJYEPKHUBAIONIYIO peYb JOKIaguuka. HeKoTopble COBETYIOT
OTPAHUYUTHLCS MATHIO CJIOBAaMH B CTPOKE W MATHIO CTPOKaMM Ha KakioMm ciaiine. He ciemyet
Heperpyxath MPe3eHTAII0 TEKCTOM U TpaduKOi, HE HY’)KHO BBIBAJIUBATh BCE HA OJMH SKPaH.
CBenuTe KOJMIECTBO TU(PP U CTATUCTHKH K MUHAMYMY.

OnHuM W3 MPUBJICKATENBHBIX acnekToB PowerPoint siBisieTcss BO3MOXKHOCTH TMPEIACTABICHUS

Uaed W BBICKa3blBAaHUN [OKJIag4yHdKa B KpaTKOﬁ (I)OpMC. CnoxHo HAOHCCTH MBICJIIb YCPC3
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HarpoMoxaeHuss uudp u cratuctukd. DddextHas npeseHtauuss PowerPoint He comepkut
Oonpiiero konuuectBa uupp. Jlydime octaBUTh 3TH JAaHHBIE JUIsl MOCHEAYIOLIETro, Oomee
NOJIpOOHOT0 M3YyUEHUs, BKIIOYMB UX B Pa3/aTOYHbIE MaTEpUaIbl, MPEAJIaraéMble 10 OKOHUYAHUU
npe3eHTanuu. Ecium  HEoOXOAMMO TOJYEPKHYTh KaKWe-TO CTaTHUCTHYECKHUE JaHHBIE B
Mpe3eHTAINH, BOCTIOIB3YyHTECh PUCYHKOM MK oTorpaduei.

. He moBToOpsiiTe TO, uTO HanmucaHo Ha ciaigax PowerPoint.

OpnHolt m3 HamOojee pacnpoCTPaHEHHBIX W BPEAHBIX MPUBBIUEK CpPEeAU IOJIb30BaTeNeh
PowerPoint siBnsieTcst YTeHHE TEKCTa HA ClialijaX. DTO HE TOJIBKO M30BITOYHOCTD (HEYXKEJIH Ballia
POJIb COCTOMT JIMIIb B TOM, YTOOBI IIENKATh MBIIIbIO?), HO U BEPHBIN cOCO0 caenaTh CKYYHOU
T00yI0, Jake caMmylo SpKylo mnpeseHTtanuio. [loka3 mpe3eHTaluuu JOHKEH COMPOBOKIATHCS
YCTHOM PEUbI0, JOTOIHSIONMIECH M OMMCHIBAIONICH (HO HE MepecKa3bIBaroIeii) oToOpakaeMyro Ha
skpane wuHpopmammio. Jlaxke npu ucnonb3oBaHuM PowerPoint HeoOxomumo oOmieHne
MOKJIamIuKa C ayaurtopuedd. Jlomu TpHIUIM Ha TPE3SHTAMI0 HE [UII TOTro, YTOOBI
paccMaTpuBaTh Ballly CIHUHY.

. Jlenaiite cBoeBpeMeHHbIC 3aMeuanus. Enie ogHa pacnpoctpaHeHHas nmpobiieMa - COBMaJAeHUE 110
BPEMEHH 3aMEYaHMi JOKJIaTuhKa ¢ oToOpakeHHeM HoBoro cnaimaa PowerPoint. Oto mumib
pacceuBaeT BHUMaHHUE ayauTopud. [Ipy mpaBUiILHOM IUIAHUPOBAaHWU Tpe3eHTanuu PowerPoint
CHayvala JOJDKEH OTOOpa)kaThCsl HOBBIM CIIali] U ayJUTOPUHM JAeTCsl KaKoe-TO BpeMs Ha To,
YTOOBl MPOUYUTATh U YCBOUTH HMH(OpPMAIMIO, a 3aTeM CIEAYIOT KOMMEHTapHH JOKJIaJuuKa,
YTOYHSIOUINE U JOTOJHAIOIINE TOKAa3aHHOE Ha IKPaHE.

Henaiite nepepwiBel. Kak yxe Obuto ormeueHo, PowerPoint mydie Bcero HCIosib30BaTh B
KAueCTBE BU3YaJIbHOTO JIOMOJHEHUS K YCTHOMY BBICTYIUIEHHIO. OMNBITHBIE M0OJIb30BaTEIN
PowerPoint He cTecHsSIOTCS Bpemsl OT BpEMEHH MOKa3bIBaTh aAyAUTOPUU MYCTON dKpaH. ITO HE
TOJIKO MO3BOJIIET CIYHIATENsIM OTIOXHYTh, HO M TIOMOTaeT c(hOKycHpOBaTh BHUMaHUE BO BpeMs
YCTHOTO OOIIEHUS, HAIpUMEpP B XOJI¢ TPYNIIOBOTO OOCYXKACHHUS WU MPH OTBETE Ha BOIPOCHI
ayIUTOPHH.

. Ucronp3yiiTe sipkue nBeta. SApKuil KOHTpPACT MEXIYy TEKCTOM, Tpadukoit 1 poHOM MmomMoraer
JIOHECTH JI0 CIIyLIATENIeN MBICIU U SMOLIHH.

. UMmiopTupy#ite 10MOTHUTENBHBIE PUCYHKHU U oTOrpaduu.

He orpanunuuBaiitecs Tem, uro mnpemtaraer PowerPoint. Mcnonp3yliTe BHEUIHHE PHCYHKH U
dororpaduu, a Takke BUILO, YTOOBI YKPACUTH M PA3HOOOPA3UTH CBOIO MPE3ESHTAIHIO.

. [Ipennaraiite pa3maTouyHble MaTepUalbl B KOHIIE, & HE B CepelIrHe Mpe3eHTanuu. KTo-T1o Moxer
HE corjacutbca co MHOM. Ho HM 0MH OKIaJyuK HE 3aXO4YeT BBICTYNATh NEpPE]l ayIUTOpUEH,

KOTOpasi 3aHsATa YTEHHUEM €ro COOCTBEHHOHM peur B KpaTKOM M3JoxeHuu. Ecnu ciymarensm He
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14.

Tpe6yeTC5{ NpoCMATpUBATL PA3AATOYHBIC MATCpHAJIBLI BO BpPEMS BBICTYIUICHUS, JIy4IIC

MpEaAOCTaBUTh UX B KOHIEC MMPE3CHTAINN.

. OTpenakTupyite Mpe3eHTAINIO TIEPE BHICTYIUICHHEM.

Huxorna ne 3a0biBaiite 00 aynutopun. [lonrorosus cnaiinel PowerPoint B uepHoBoM BapuaHTe,
OTpEIaKTUPYHTE WX, MPEACTaBHB, YTO BBl - OJMH M3 ciymarenedl. Eciam 4To-TO mokakercs
HETIPUBJIEKATEIbHBIM, OTBJICKAIONIMM WIIM HETIOHATHBIM, IPaBbTe O€3KanocTHO. B GonmbimHCTBE

CJIy4acB TaKas IIpaBKa XOPOIIO OTPpaXXa€TCd Ha KAYCCTBC MPE3CHTAINU B LICJIOM.

2. PEKOMEHJAIIMA IO O®OPMJIEHUIO ITPE3SEHTALIMIA B POWERPOINT
[pudt - MUHUMATBEHBIN pa3Mep TEKCTa - 24 mT.

He nomxHO OBITH YepHBIX HaAMUCEN HA CUPEHEBOM (poHE (WIIKM IPYTUX MOJTOOHBIX COYETAHUM).
TekcT 10IKEH XOPOLIO YUTATHCS.

Heo6xonuMo uCmonb30BaTh MaKCUMallbHOE IPOCTPAHCTBO JKpaHa (ciaiiia), Hampumep,
pPacTsHYB PUCYHKH.

[To BO3MOXKHOCTH MCHOJIB3YITE BEpXHUE ¥4 IIIOLIAAM dKpaHa (craiaa), T.K. ¢ MOCIESAHUX PSAIO0B
HIDKHSISL 9aCTh 9KpaHa 00bIYHO HE BHUJIHA.

[lepBbIii crHaifi npe3eHTaMU JOJDKEH COJEepKaTh HAaUMEHOBaHHE IMpoekTa (paboTsl),
damMunnio, UMs, OTYECTBO HCTIOTHHUTENS, HOMEp y4eOHOW TpYMIBL, a Takke (GaMUIHIO, UM,
OTUYECTBO, JOJKHOCTb, YUEHYIO CTEIEHb PYKOBOIUTEIS.

Kaxnplii cnaiiq JOMKEH COAEpKaTh 3aroJiOBOK. B KOHIIE 3arojoBKOB TOYKa HE CTaBHUTCH.
3aroJIoBOK MOXKET pacIojlaraTtbCs ¢ Kparo WM CBEPXY ciaiiza.

B 3aronoBkax oTpakaiiTe BBIBOJ M3 MPEICTABICHHON Ha claiiie mHpopMaIuu.

Hcnonw3yiiTe cnoBa, HallMCaHHBIE 3arJaBHBIMU OYKBaMH, TOJIBKO JJI1 KOPOTKHUX 3ar0JIOBKOB.
He momemnaiite 6omee 5-6 CTpok Ha cnaiae u 5-7 cJIOB B CTPOKE.

Ilepen wucmonp30BaHMEM CKPHUHIIOTOB MPOBEPhTE TEKCT Ha HAJIWYME OMIMOOK, 4TOOBI Ha
u300pa)K€HUM HE OCTaJHCh KpacHble (3eJieHble) IOAYEPKUBAHUS OLIMOOK, CleayeT
UCIIOJIB30BaTh CKPUHILIOTHI IPEJ IPOCMOTPOM.

[Tpy ucnonab30BaHUM CKPUHIIOTOB JIUIIHKUE 3JIEMEHTHI (MTAHETU UHCTPYMEHTOB, MEHIO, ITyCTON
¢$oH U T.11.) HEOOX0IUMO 00pe3aTh.

He neperpyxaiite cnaiinpl aHUManMOHHBIMU 3¢ ¢dexTamu. [ CMEHBI ClIaiiIoB UCTIONb3YHTE
OJIMH U TOT K€ aHUMAIMOHHBIHN 3 PeKT.

Ecmu craiil COmepKUT eIUHHIBI M3MEPEHHs B M’ WM M°, HYKHO HCIIONb30BaTh BEPXHHE
unaekcel (Gopmar - Hlpudr - HancTpoUHBIN).

BMmecto cioB "reHepaibHbli IUIaH" JOJKHO OBITh HAIIMCAHO "'CXeMa IeHEepaJIbHOrO Iy1aHa'.



15.

16.

17.

18.

19.

20.

21.
22.

Hcnonb3oBanue ¢opmyn. MoxHO ocTaBUTh OOIIyl0 (GopMy 3alUCH W/WIM pe3yibTar, a
0TOOpa)kaTh BCIO LIETIOYKY PEIIEHUsI HE HaJlO.

HaumenoBanue nporpamm, B KOTOPbIX ObUIM CHIE€NIaHbl pacyeThl, Tpaduka U T.JI. JOJKHBI ObITH
yKa3aHbl B IMEHHUTEIILHOM mazexe (He "pucynok B Allplane”, a "pucynok B Allplan”).
HeoOxonuMo mpoBepsiTh MNPaBUIBHOCTh HAMUCAHUS Ha3BaHWM ynull, (aMuiIuii aBTOPOB
METOJMK U T.JI.

[To-BO3MOXHOCTH, HY’)KHO YMEHBIIIATh pa3psaHocTh yucen. Bmecto 40000 py6. mydine nucaTh
40 TbIC. pYO.

He ucnons3yiite Oosblie 2-3 1BETOB Ha claiijie.

KoHTpacTHBIE IBETAa MOMOTalOT IPUBJIEYb BHUMAHUE, TOTYEPKHYTh IJIaBHOE.

OpauH U TOT e 3JEMEHT Ha Pa3HbIX Cllaliax JA0JKEH ObITh OJJHOTO 1IBETa

Ha 3akmrounTenbHBId clai HYKHO BBIHECTH CaMO€ OCHOBHOE€, TIJIaBHOE, 4YTO OBUIO B

IpE3EHTALUH.



3. PEKOMEH/JALIVM TT0 CO3JIAHUIO TTIPE3EHTALIMI B POWER POINT

[Tpu 3amycke nporpamma, Power Point 2007, oTkpbIBaeTCsi B TaK Ha3bIBAEMOM OOBIYHBIM

PEKHMOM, KOTOPBIH IMTO3BOJISET CO3/1aBaTh CJIANWIBI U PA0OTATh C HAMH.
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Puc 1. O6srunbIif peskum okHa Power Point 2007
1 - B atoii obnactu Craiiia MOKHO paboTaTh HEITOCPEICTBEHHO C OTICIBHBIMH YaCTSIMU ClIalifa.
2 - IlynktupHble auHUAU 1OKa3biBatOT (Ilois ¢ MyHKTHPHBIMU TpaHUIAMH, SIBISIOIIUECS YacCThIO
MakeToB OOJIBIIMHCTBA CAiI0B. DTH MOJS COAEPKAT 3aroJIOBKM M OCHOBHOM TEKCT JIMOO Takue
00BEKTHI, KaK JUarpaMMbl, TaOJIUIBI U PUCYHKH.) , B KOTOPbIE MOXHO BBECTH TEKCT WJIM BCTAaBUTh
M300paKeHus1, JuarpaMmel U Apyrue o0bekThl (O0bekT. Tabnuia, ruarpaMmma, pucyHok, GopmMyiia
WM JTaHHbIe apyroro tuma. OObBEKThI, CO3aHHBIC B OJTHOM MPHIOKEHUH (HampuMep, dJICKTPOHHEIC
TaOJIMIIBI), @ 3aT€M CBS3aHHBIC WM BHEIPEHHBIC B IPYTOM MPHUIOKEHUH, SBISIOTCS OOBEKTaMH
OLE.).
3 - Briagka Cnaiiael comepXuT 3CKu3bl (DCKu3. MUHUATIOPHOE MPEJICTABICHUE PUCYHKA.) BCEX
MOJIHOPA3MEPHBIX CIIAiI0B, 0ToOpakaeMbIx B obnactu Crnaiiz. [Tociie modaBieHus Apyrux clanon
JUTSL TIOSIBJICHUSL HY>)KHOTO claiiia B oonactu Craiii MOKHO HISIKHYTh COOTBETCTBYIOIIHA 3CKU3 HA
Biiagke Crnaiapl. MOXHO TakKe MepeTacKUBaTh ICKU3bI, YTOOBI M3MEHHUTH MOPSAOK CIaiiIoB B
npe3enTanuu. Kpome toro, Bkianka Ciaiipl m0o3BOJISET J00ABIATh U yIAISATH CIAN/IbI.
4 - Ob6nacte 3ametku (OOmacTh 3ameTok. OOJIacTh B OOBIYHOM pPEXKUME JUISI BBOJA 3aMETOK K
CIaiily, pacmevaThblBAeMbIX B PEXKHUME CTPAaHUIl 3aMETOK WJIM OTOOpakaeMbIX Ha JKpaHe MpHU

COXpPAaHCHUU MPE3CHTAIUU B (I)opMaTe BC6'CTpaHI/ILILI.) MO3BOJIACT BBECTU 3aMCTKU O TCKYILICM
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ciange. MoxHO pa3gaTtb 3aMCTKU ayAUTOpHUU WA o6pau1aTbc;1 K HHM BO BpCMdA IIOKa3a

MIpe3eHTAlMH B pEKUME JOKIaTIuKa. (cM. puc 1)

3.1 [IpucBoeHHe IMEHH U COXPAHEHHE NMPe3eHTANU
Kak u npu pabote ¢ m000ii Jpyroii mporpaMmMoi, peKOMeHIyeTcs cpa3y ke MPUCBOUTH UM
MIPE3EeHTALUH, a 3aT€M BO BpeMsl pa0OThI YaCTO BBIIOJIHSTH €€ COXPaHEHUE.

"D |
a
1. Haxwmure knonky Microsoft Office , ykaxxute komany CoxpaHeHHe TOKYMEHTa, a 3aTeM
BBIIIOJIHATE OJTHO U3 CIEIYIOIINX JEHCTBHM.
= Jlna mpe3eHTanuu, KOTopas MOXKeT ObITh OTKpBITa ToJbKO B Office PowerPoint 2007, Bei6epure
[IpesenTanust PowerPoint.
= Jlna npe3eHTanuu, KoTopas MoxeT ObITh OTKpbITa 1160 B Office PowerPoint 2007, mubo B Gonee
panHux Bepcusix PowerPoint, Beioepure 3Hauenue Ilpesenrtanus PowerPoint 97-2003.
Ecnu BbiOpan »stoT BapuanT, HoBble ¢yHkiun Office PowerPoint 2007 cranoBsarcs
HEJIOCTYIHBIMH.
2. B cnucke Ilanmka nuanoroBoro okHa CoxpaHeHHE IOKyMEHTa BbIOEpHUTE MaIlKy WIM APYroe
MECTO, B KOTOPOM HY>KHO COXPAaHUTh IIPE3CHTALIUIO.
3. B mome Nms ¢aiina BBeaWTe MM MPE3CHTANMN WIH NMPUMHTE MM (aiiia, mpeaiaraeMoe Io

YMOJIYaHUIO, 1 HAXKMUTC KHOIIKY COXpaHI/ITL.

C »TOro MOMEHTa MOXXHO HakuMaTh coderanue kiaaBum CTRLA+S wmmm [ICJIKAaTh KHOIIKY

CoxpaHUTh iy BEpXHEH dYacTu »HKpaHa, YTOOBI B JOOOH MOMEHT OBICTPO COXpPAHHTH

NPE3CHTALNIO.

3.2 Jlo6aB/ieHMe, H3MEHEHHE MOPSAKA U yIAJIeHHe CJIANT0B

Cnaiin, KOTOpBIM aBTOMATHYECKH TIOSBISIETCA B  MPE3CHTAIMU, COJEPKHUT  JIBa
MECTO3aMOMHUTENS, OAMH W3 KOTOPBIX OT(POPMATHPOBAH [Jisi 3arojioBka, a BTOPOM - ISt
nojazaronoBka. Ilopsaok TpOTOTUIIOB Ha ciaiife HasbiBaeTcss MakeToMm (Maker. OdopmieHue
JJIEMEHTOB, TaKWX KaK 3aroJIOBKH, MOJ3aroJIOBKH, CIUCKH, PUCYHKH, TaOJIHIIBI, JUATPAMMBI,
aBTo(UTryphl U BuaeopparmMenTsl Ha cnaize.) . B Office PowerPoint 2007 takke mpeaycMOTpPEHBI
JpYTUe TUIIbI MECTO3aMOoJIHUTENEH, HApUMEP MECTO3AIMOJIHUTENH ISl U300paKeHU U PUCYHKOB
SmartArt.

YroObl OTHOBPEMEHHO C J00aBJICHHMEM ciaiila B MPE3CHTAIHI0 BHIOpaTh MakeT HOBOTO
ciaiiia, MOXHO BBIIIOJIHUTH CJIEIYIOIINE 1EHCTBUSA:
1. Ha Bknaake Cnaiiibl MIENTKHUTE HETIOCPEICTBEHHO MOJ] €IMHCTBEHHBIM COAEPIKAIIMMCS HA 3TON

BKJIQJIKE CJIAIOM.
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2. B rpynne Cnaiinel Bkinagku ['aBHast mENKHUTE CTPENKY psjioM ¢ kHonkoi Co3math crnaiia. (cMm.

Puc 2)

‘:' |:E—| MakeT =
|

'EE| BoccTaHOEWTE

cnaiig ., k- YaanuTe

Cnaigm

Puc 2. Co3nats ciain

[TosiBUTCS KOJIIEKLUS, B KOTOPOW OTOOPa)Kal0TCA 3CKU3bI Pa3IMUHBIX JOCTYIHBIX MaKETOB

CJIAiI0B.

N
5
]

TnagHas | Bcraeka Auzaiii AHUMALMA Mokas cnargoE

“"' .:E-I KET ™ _
D=8 ll

|2=| BoccraHoenTe

BCTaBHTE Co3pate & AV
| bt cnaiig [ 3 YaanuTe |}K b = A.a
Bydep o6.. M Tema Office
Cnafigsi L
1
3aronoEoK
oBBEKT 2 pazaena
A
[,ﬂ,sa 06BEKTA CpaBHEHHEi TONEKD ZaroN0EOK
MycToil cnaiig QEBEKT C PUCyHOK €
nognKCED NoAMHUCED

.:1 AvENWpOEaTE BIAENEHHEIE Cnaligbl

G5 Craiias us crpysType...

‘=] [MoETOpHOE UCNOABI0BAHKUE CIARADE...

Puc 3. Komnekims MakeToB ClIaiiioB

1. - ms onpenenser conepkuMoe, JIJisl KOTOPOTO CIPOEKTUPOBAH KaX /bl U3 MaKeTOB.
2. - MecTo3aroMHATEN ¢ [IBETHBIMU 3HAYKaMH MOTYT COJEP)KaTh TEKCT, HO B HUX TaKXKe

MOKHO MICJIKHYTH 3TH 3HAYKH, yTOObl aBTOMATHYECKH BCTaBUTDH O6T>CI(TLI, BKJIFOYasi PUCYHKH
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SmartArt u knun (Knun. ['oToBoe n3o0pakeHue, 4acTo MpeCTaBISIOIee TOYSUHbBIH PUCYHOK UITH
KOMOUHaIuo Guryp.) .

3. - lllenkaAUTE HYKHBIA MaKeT JJII HOBOTO ciaiaa. (cm. Puc 3)

Hogslit cnaiin nossisercss u Ha Bkiaake Crhaiifbl, T1e OH BBIIENSETCS KaK TEKYLIUH, U B
obnactu Cnaiin. [ToBTOpuTe 3Ty MpoLeaypy sl KaXKI0T0 100aBIIeMOro ciana.

Coser. Ecnu HYXHO, 9TOOBI JII1 HOBOTO ClIaii/ia MCIIOIBH30BAJICS TOT JK€ MAKET, YTO W JIs
MPEABIYIIECTO Cllaiia, MPOCTO HAXMUTE KHONKY Co30amb ciaild, BMECTO TOTO YTOOBI IICIKATh
CTPEJIKY PSZIOM C HEM.

OmnpeaeJieHne HY’KHOT0 KOJIMYECTBA CJIAi/10B

UToOBl MOACYMTATh HYXHOE YHCIO CIAWI0B, CO3/JalTe IUIaH NPE3CHTalluh, a 3aTeM
pazmenuTe MaTepuay Ha OTACIbHBIE Claiabpl. BeposiTHO, MOHAMOOATCA 1O KpaiiHeH wMepe
CIIEYIOLIUE CIANIbL:

v OCHOBHOU TUTYJIBHBIN ClIal]]

v' BBOJHBIH claiijl, copeprKaiiiuii OCHOBHBIE TEMbI HJIM 00JIACTH MPE3CHTAIINH

v OnuH cmaia Juist KaKI0W TeMbl WM 00J1acTH, IEPEUYHCIICHHONW Ha BBOJIHOM Ciaijie

v" VITOroBbIil cnaiij, MOBTOPSIOLINI CIIMCOK OCHOBHBIX TEM MJIM 00JacTel Mpe3eHTalun

Ecnu wcmonp3yercs 9Sra 0a3zoBas CTPYKTypa, TO TIPH HAIWYAH TPEX OCHOBHBIX
MPEICTABISEMBIX TEM UM 00JacTeil, MOXKHO IJIAHUPOBATh, YTO MPE3CHTAIUS OyIeT coAepKaTh HE
MEHEeEe IIECTH CIAW0B: TUTYJIbHBIA CIAW]l, BBOJAHBIA Claiijl, MO0 OJAHOMY CJHAWIy ISl KaKI0H U3

TPEX OCHOBHBIX TEM HJIU 00JIaCTEeH M UTOTOBBIN ciaiia. (cMm. Puc 4)

MoR npe3sHTayma

HTO MBI CEMDOHA DGCY)KILHEM

- of Ofnacte 1
« 0f
A O6nacts 2

e O6Gnacte 3

- Y7o Mbl carogHa obcyanne

Puc 4 OOBIYHBIN peKuM MPE3CHTALINH
Ecmu B m000#f M3 OCHOBHBIX TE€M WM OOJIACTEH HY)XHO MPEICTaBUTH OOJBIION 00BEM

MaTepualia, MOXeT IMOHAaI00UThCS CO3[aTh IPYIIY CIAiIoB A 3TOr0 MaTepuasa, HCIONb3Ys Ty

xKe 0a30BYIO CTPYKTYpY.
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Coger. [lonymaiiTe, CKOJIBKO BpEMEHH KaXKJbIi U3 CIIAlI0B JOJDKEH OBITh BUACH HA SKpaHe
B IIpOIIECCE MOKA3a NPe3eHTAalNN. XOpOIIeH OIEHKOM MOKET CIIYXKUTh OT ABYX JO IIATH MUHYT Ha
criang.

IIpumeHeHue K ciiaiily HOBOrO MaKeTa

UToOBI M3MEHUTH MAaKeT CYIIECTBYIOILIETO ClIalia, BHITOIHUTE CIEAYIOUINE IeHCTBUS:
1. Ha Bkmagke Caaiabl MIETKHUTE CJIai]l, K KOTOPOMY HY>KHO TIPUMEHHUTH HOBBIA MaKeT.
2. B rpynne Caaiiapl Bkinaaku [1aBHasi menkHuTe diieMeHT MakeT, a 3aTeM BBIOSPHTE HYKHBIN

HOBBIN MaKeT.

IIpumeuanue. Ilpm mnprMeHeHUM MakeTa, HE HMEIOIIEro JOCTaTOYHOIO KOJUYECTBA

MIPOTOTHUIIOB, COOTBETCTBYIOIIMX TEKYIIEMY COAEPKAHUIO CJlaija, aBTOMAaTHYECKH CO3JAITCA

HYXHBIC ITPOTOTUIIBI AJI PAa3MCIICHUA 3TOTO COACPIKaHMA.

3.3 KonupoBanue caaiiga
Ecnu HyXHO co3marh ABa ciaia, aHAJIOTHYHBIX IO COJACPNKAHUIO U MAaKETy, MOXHO

COKOHOMUTH YCHJIUS, CO37aBasi OJWH CJIaii] ¢ (OpMAaTUPOBAHUEM W COJCpKAHUEM, OOIIUMU IS

000HMX CJIaliIoB, a 3aT€M CO3/JaTh KOIIMIO ATOr0 cjiaiga M JO0OaBUTh Ha Ka)KIbIM M3 3THUX CJIaigoB

OKOHYATEJIbHbIEC UHAUBUYAJIbHBIE JCTAIH.

1. Ha Bkumagke Cuaaiiipl IIEJIKHUTE KOMUPYEMBIH CIali]] MpaBOM KHOMKOM MBIIIK, a 3aTeM
BeiOepuTe KomaHAy KomupoBars B koHTekcTHOM MeHIO (KoHTekcTtHOoe wMeHro. MeHto,
coJepKaiiee CIUCOK KOMAaHJ, OTHOCAIMUXCS K KOHKPEeTHOMY o0OBekry. [l BbI30Ba
KOHTEKCTHOT'O MEHIO IIEJIKHUTE 0OBEKT IpaBoi KHONKOM uiyn Haxmute kinasuimm SHIFT+F10.) .

2. Haxopsce Ha Briaake Caaiibl, METKHUTE MPaBOW KHOMKOM MBIIIM MECTO, B KOTOPOM HY>KHO
n00aBUTh HOBYIO KOIHUIO CJaii1a, M BBIOEpUTE B KOHTEKCTHOM MEHIO KOMaHAy BeTaBUTh.

MOXHO Takke BCTaBUTh KOIMIO ClIaiiia U3 OJHOM MPE3EHTAlMU B IPYTYIO IPE3CHTALUIO.

3.4 U3meHeHune NMOpPsAKA CJIali10B
Ha Bknagke Caaiabl IEIKHUTE CJIAiA, KOTOPBIM HYKHO TIEPEMECTHTh, a 3aTeM
MEpETALIUTE €T0 B HOBOE MECTO.
UTOoOBI BBIIETUTh HECKOJBKO CIANIOB, IMIEIKHUTE CJIaif]l, KOTOPBIA HYKHO NEPEMECTUTH, a
3aTeM HaxmuTe U ynaepkupaiite kinaBuily CTRL, oqHOBpeMEHHO LIenKas IO O4YEpPENH OCTAJIbHBIE

CJ'IB.IZI[BI, KOTOPBIC HY’)KHO IICPEMCCTUTD.

3.5 Yaanenmue cjaiiga
Ha Bxknagke Caaiabl LIETKHUTE MPAaBOM KHOMKOW MBIIIK ClIail, KOTOPBIM HEOOXOAMMO

YAAJINUTh, a 3aTEM BBI6epI/ITC B KOHTCKCTHOM MCHIO
12
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3.6 lob6aBienne u popMaTHPOBAHUE TEKCTA
CaMbIM 00IIMM coAepKaHUEM ClaiaoB B mpe3eHTanuu PowerPoint siBnsieTcss TekcT - B
3aroJI0BKax, HA3BaHMIX U MAPKHUPOBAHHBIX CITHCKaX.
Uto0b1 700aBUTHh TEKCT HA JIFOOOU CIIAl/I, MIEIKHUTE MECTO3AIMOIHUTENH, B KOTOPBIH HY>KHO

I[O6aBI/ITI) TCEKCT, a 3aTEM BBCINTC NI BCTAaBbTC HY)KHLIfl TCKCT.

3.7 ®opmaTupoBaHNe MAPKHUPOBAHHBIX CIIMCKOB
B onHuX MecTo3anogHUTENsIX TEKCT aBTOMAaTHYeCKU (GopMaTUPYeTCs KaK MapKUpPOBaHHBIHI
CIIMCOK, a B JIPYIMX MECTO3allOJIHUTENISIX - HEeT. B rpynne A63an Bkiajgku I'1aBHasi BbIOJIHUTE

OHO W3 CJEQYIOUMX JCWCTBUI: 4YTOOBl MEPEKIIOYUTHCS MEXAY MAapKUPOBAaHHBIM |

HEMapKUPOBAHHBIM TEKCTOM, BBIIEJTUTE TEKCT M HAXXKMUTE KHOMNKY Mapkepsbl ', YTOOBI

HU3MCHUTH CTWJIb 3HAYKOB MAPKCPOB B MAPKHPOBAHHOM CIIMCKE, MICIKHUTC CTPCIIKY pAIOM C

KHOIIKOM MapKkepsbl = , @ 3aTeM BbIOEpHTE HY>KHBIH CTHIIb MapKepa.

OTU U3MEHEHUS MOXHO TaKXe BBIIOJHUTh C MOMOLIbI0 MHUHHU-TIAHEIN UHCTPYMEHTOB -
y100HOM MUHHATIOPHOM MOIYIPO3pavyHOi TAaHETH MHCTPYMEHTOB, KOTOPasi CTAHOBUTCS JOCTYITHOM
rocje BbIJENIEHUs] TeKcTa. YToObl YeTKO YBHJIETh MUHHU-TIAaHEh MHCTPYMEHTOB, HaBEJAUTE Ha Hee
ykazaTenab. YToOBl BOCIOJB30BaTbCS MHHU-TIAHEIBIO MHCTPYMEHTOB, ILEJIKHHUTE JIIOOYIO U3
nocTynHbix kKoMaHna. CoBer. BeiBecTH Ha 3KpaH MHMHHM-TIAHENb WHCTPYMEHTOB MOJYKHO TaKXKe,

LIEJIKHYB HEBBIICIICHHBIN TEKCT NIPABOM KHOIIKOW MBIIIIH.

3.8 U3MeHeHHe BHEIIHEr0 BHA TEKCTA
CymiecTByeT MHOXKECTBO CIHOCOOOB HW3MEHUTh BHEIIHWW BHJA TEKCTa Ha Cllaijne, OT
OCHOBHBIX KHOTOK BKJaaku IJiaBHasi, peqHa3sHAYeHHBIX I (OPMATUPOBAHHS XapaKTEPUCTHK
mpudTa, CTUIA, pa3Mepa, IBeTa U ab3ala, 10 JOMOJIHUTEIbHBIX TAPaMETPOB, TAKUX KaK aHUMAaLUs
(Anumanus. Jlo6aBieHne K TEKCTy WIM OOBEKTY CHEHMaIbHOTO BHUJIEO - WM 3BYKOBOTrO 3¢ dekTa.
Hampumep, MOXXKHO €O3/1aTh AJIEMEHTBI TEKCTOBOTO CITHCKA, BJICTAIOIIME HAa CTPAHMILY ClieBa IO
OJIHOMY CJIOBY, WM J00aBUTh 3BYK aIUIOJUCMEHTOB TMpPU OTKPBITUM PHUCYHKA.) WA

npeoOpa3zoBaHKe B pUCYHKH SmartArt.
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3.9 Jlo0aBjieHHE 3aMeTOK JAOKJIATUNKA

CnumkoM OO0JIBIIIOE KOJIMYECTBO TEKCTA JINIAeT CJIaldJ] 3aIllyTAaHHBIM W HETIOHATHBIM JUIS
aymutopun. OpHAaKO, eclid yOpaTh C JKpaHa 4YacTh JAHHBIX, CJEIaB WX HEBUAWNMBIMHU IS
ayIUTOPUH, KAK MOKHO UX OTCJIECIUTH?

Pemennem 31Ol mpoOiIeMbl SBISIOTCS 3aMETKU JTOKJIAI4YMKa, KOTOPbIe MOXXHO BBECTH B
obsact 3aMeTKH ISl K&KI0To Cllaifia. 3aMEeTKU JTOKJIa9UKa MTOMOTAal0T B MIPOIIECCe MPe3eHTAIluN
n30aBUTh JKpaH OT H30BITOYHOTO COJACPIKAHHS, OJHOBPEMCHHO TIO3BOJISII OTCJICIKUBATH BCE
JTaHHBIC, HY)KHBIE BO BpEMs MTPE3CHTAIIHH.

CoBeTr. MOXHO Takke B JF000OW MOMEHT JIETKO BBIPE3aTh HM3JHIIHE MOAPOOHBIN TEKCT U3
obnmactu Caaiia, a 3aTeM BCTaBUTh ITOT TEKCT MPSAMO B 00J1aCTh 3aMeTKH, 4TOOBI MOXHO OBLIO
MTOJIB30BATHCS UM JIJIST CITPABKH.

3aMeTKHU JIOKJIIQJIYMKa MOXKHO HarleuaTaTh M 3arjisiplBaTh B HUX BO BpPEMs IPE3CHTAIIHH.
JIu6o, ecnu npesenranust Office PowerPoint 2007 3amyckaercst ¢ 0HOrO MOHHMTOpA (HalpuMep, Ha
TpuOyHE), a ayauTOpUs BUIUT €€ Ha JAPYroM MOHHMTOPE, TO JUIA BBIBOJA 3aMETOK BO BpeMs

MIpE3CHTAlMN TOJIBKO Ha MOHHUTOP JOKIaJYMKa MOXHO HMCITIOJIB30BATh PEKUM AOKIaAUMKa.

3.10 Ilpupanue npe3eHTANMH HY’KHOT0 BHEIIHET 0 BH/IA

Jlo cux mop B LieHTpe BHMMaHUs HaXOAWIMCh MOPSJIOK U 0a30BOE cCOAeprKaHHME CIaioB.
Tenepr paccMOTpUM OOIIMI BHEHNTHWUH BUJ Tpe3eHTanuu. Kakol BHU3yallbHBIH TOH HYKHO
ucronb3oBath? Kakoit BuA mpe3eHTalMu CIAETacT €€ TMOHSATHOW W TPHUBJICKATENbHON s
ayIUTOpUH?

Office PowerPoint 2007 npenocTasnser MHOkecTBO TeM (Tema. Habop yHHpHUIIMPOBaHHBIX
9JIEMEHTOB, OINpPEAEISIIOIMX BHEIIHUM BHJ JOKYMEHTa C IIOMOLIbIO I[BeTa, IIPU(PTOB U
rpaduueckux oOBEKTOB.) , YIpOIlas U3MEHEHUE OOLIero Buja IMpe3eHTauuu. Tema npeacTaBisieT
co0oit Habop A7IeMEHTOB O(hOPMIICHUS, PUIAIOIINNA 0COOBIN, e TMHOOOPAa3HbI BHEIIHUN BUI BCEM
nokymentam Office, ucronb3yst KOHKpeTHbIe coueTanus 1BeToB, mpudros (lpudrt. Habop O6yks,
uudp U ApYrux CUMBOJIOB OIpesiesieHHOro Buja. [IpuMepamu mpugTOB MOTYT CIYKUTh HIPUQPTHI
Arial wmu Courier New. Kak npaBwino, mpudT MOKET UMETh pa3IMuHbIe pa3Mepsl (Harpumep, 9 u
10 myHKTOB) ¥ HauepTaHue (Harnpumep, NOJyKUPHBIN WK KypcuB).) U 3Q(HEKTOB.

Office PowerPoint 2007 aBTOMaTu4yecku NPUMEHSET K MPE3CHTALMSIM, CO3JaHHBIM C
MOMOIIBIO 11abJIoHa HOBOHM mpe3eHTanuu, Temy Office, HO BHEIIHUI BUA NMpEe3eHTALUU MOKHO

JIETKO U3MEHHTH B JIFOOOH MOMEHT, MPUMEHHB JIPYTyI0 TeMy. (cM. Puc 5)
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Mos npeseHTaLHA
*Tema 1 *Tema 1
*Tema 2 * *Tema 2
*Tema 3 «Tema 3
*Tema 4 *Tema 4

Puc. 5. Ucnionp30oBanue T€M Mpe3eHTALMN

3.11 IIpumeHeHne K Npe3eHTalu APYTod TeMbl
B rpynne Temsl Bkiagku Odgopmiienue ciana MEIKHUTE HY)KHYIO TEMY JOKYMEHTA.
[Tpumeuanus. g npeaBapuTeIbHOTO MPOCMOTPA BHEIIHETO BHUJIA TEKYILETO Cllaiiia mocie
MIPUMEHEHHS] KOHKPETHOM TE€Mbl HaBEIUTE yKa3aTedb HA 3CKU3 ATON TeMbl. UTOOBI YBUJETH ICKU3BI

JIOTIOJTHUTENBHBIX TEM, IIEIKHUTE CTPEJIKHU PSAJIOM CO CTPOKOM 3CKU30B. (cM. Puc 6)

. n Ligeta =
L|J|:IIr1¢ITI:I e
3-:1::-:1::er.T|:| i

A4

4|

Puc. 6. Temsl

Ecim ne ykazano umnoe, Office PowerPoint 2007 npumensier TeMbl KO BCeit
npe3eHTanu. YToObl M3MEHUTh BHEIIHUN B TOJHKO BHIOpAHHBIX claiifioB, Ha Bkiagke Ciaiabl
HaxMmuTe W yaepxuBante kiaBuimy CTRL, ogHOBpeMEHHO mIenKas KaKIbld Cllaiil, KOTOPBI
HYXKHO M3MEHUTbH. BbIOpaB Bce Clai/ibl, MIEIKHUTE TPABON KHOMKOW MBIIIN TEMY, KOTOPYIO HYKHO
MPUMEHUTh K OTHM CJIaiijlaM, ¥ BBIOEPHTE B KOHTCKCTHOM MEHIO KomaHny I[IpuMeHUTH K
BbI/IEJICHHBIM CJIaii1aM.

Ecnu mo3nnee moHamoOUTCS MCMONB30BATh JIPYTyI0 TeMY, LIEIKHUTE 3Ty TEMY,

9TOOBI IPUMEHUTH €€.

3.12 lo0aByeHHe KIUNa, pUCYHKOB SmartArt u Apyrux o0beKToB
Co3naBaemMas mpe3eHTalMs JOJDKHA ObITh MAaKCUMaIbHO 3(DPEKTUBHOM BU3YyaJIbHO - U YACTO
cepusi CIIAlIOB, cozeprKallas TOIbKO MapKUPOBAaHHbIE CIIUCKU, HE SIBISETCA CaMbIM JTUHAMUYHBIM
BapuaHTOM. HenocTtarok BU3yallbHOTO pa3HOOOpa3usi MOXET MPUBECTH K MOTEpe BHHUMAHUSA
ayauTOpUu. KpOMe TOro, AJi1 MHOI'MX BHAOB JaHHBIX a63au NN MapKHpOBaHHBIﬁ CIIMCOK HC

ABJICTCA ONITUMAJIBHBIM IIPEACTABJICHUCM (CM. Puc 7)
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Mos npe3eHTauuns

*Hactb 1
A, B, C D E

*Yactb 2
1, 2,3

Mos npeseHTauus

F— LlacTe 1 HacTe 2

Puc. 7. Jlo6aBnenue KIMNOB, pUCyHKOB SmartArt

Office PowerPoint 2007 no3BosseT 100aBIsATh MHOXKECTBO BHJIOB ayAMO U BUJICO/JAHHBIX,
BKro4ass Tabmuibl, pucyHkum SmartArt, xmun  (Kmum  TotoBoe m300pakeHHe, dacTo
MIpPE/ICTABIAIONIEe TOUEYHBIH PUCYHOK WM KOMOUHAIUIO GuUryp.) , Gurypsl, 1uarpaMMbl, My3bIKY,
(GuIBMBI, 3BYKM W aHUMaluu. MoXHO Takxke no0aButTh rurnepcchutku (I'mmepccpuika. [{BeTHOM
MOTYEPKHYTHIA TEKCT WU Ipaduyeckuii 0OBEKT, MO LIEIYKY KOTOPOTO BBIMOJHSAETCS MEPEeXo] K
¢aitnny, pparmeHTy ¢aitna win Be6-cTpaHule B UHTpaceTu win VHTepHeTe. [ 'unepcchiku MOTyT
TaK)Ke yKa3blBaTh Ha Tpynnbl HoBocTed U y31bl Gopher, Telnet u FTP.) , 4T0oOBI MOBBICUTH
rMOKOCTh MEpEeMEIIEHUsI MO IMPE3EeHTAlMM U BHE €€, a TaK)Ke MpPUBJIEKAIOIIME Ija3 IMepeXoJbl
(ITepexon. Omun w3 Habopa 3(h(EKTOB CMEHBI U300paXKeHHsl, JJOCTYIMHBIX B HEKOTOPHIX
npunoxenusax Microsoft Office. Omnpenensier cnoco6 H3MEHEHUs H300pakeHUs (HarpuMmep,
IUTaBHOE yracaHue) IMpH CMEHE OJHOI0 3JIeMEeHTa (TaKoro Kak ClIaij] uiu BeO-CTpaHMIA) APYTUM.)
MEXY CIaniIaMH.

B sTom pa3nmene omuchIBaeTCs TOJNBKO HEOOJNbINAas YacTh OCHOBHBIX BHIOB OOBEKTOB,

KOTOPBIC MOKHO IlO6ElBJ'IHTB Ha CIIalJpl.

3.13 /lo6aBiieHUe KIUNa
1. llenkHUTE MPOTOTHII, B KOTOPBI HEOOXOIUMO JOOABUTH KIIHIL.
Ecnu mporoTun He BBIJENEH WIM €CIH BBIACIEH MPOTOTUI, B KOTOPBIM HENb3sl BCTABUTH
n300pakeHue, KJIUI BCTABISIETCS B LIEHTP Claiia.
2. Ha Bknaake BeraBka B rpynme MiutiocTpannu Haxmute KHONKY Korum.
Otkpoercst obmacTh 3aaa4 Koum.
3. B obnactu 3amau Kiun HaiinuTe U MENKHUTE HYKHBIA KITUIL.
Tenepsb KU MOKHO TIEPEMECTUTH, U3MEHHUTDH €€ pa3Mep, MOBEPHYTh, 100aBUTh K HEH TEKCT
Y BBITOJIHUTD UHBIE U3MEHEHHUS.
Coser. UToOBl HaWTH [OMONHUTENBHBIA KiIun Ha BeO-y3nme Microsoft Office Online,
mienkanTe cchutky Koum Ha y3ie Office Online B HukHeli yactu obnactu 3a1ay Koum.
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3.14 [IpeoOpa3oBaHMe TEeKCTA ¢JIai1a B pUCYHOK SmartArt
Pucynox SmartArt - 3TO BH3yaJlbHOE TIPEACTABICHHE CBEICHHM, KOTOpPOE MOXKHO
MOJIHOCTBhIO HacTpouThb. lIpeoOpazoBaHue TekcTa B pUCYHOK SmartArt - 3TO OBICTpBINA crOco0
npeodpa3oBaTh CYyLIECTBYIOIIME ClaiIbl B MPOPECCHOHATBHO O(GOPMIICHHBIC WILTIOCTPAIUH.

Hanpumep, MOXXHO OTHUM ILEITYKOM IIPEBPATUTh CJIAi]] TOBECTKH JHS B PUCYHOK SmartArt.

MNosecTka

* TeHSEHUHH PRIHKS

* Hayuenne notpebnreseH

* PesnaMaA KAEMNSHKA MoBecTka
* VBenHMesse 0fueaa NposEs

] YERANIEHHE
PiAaRIHEN ofvakin Apoaan

Fndiian e

Hirpsiing
noTpeduTanai

Teueangan
[T

Puc. 8. IlpeoOpa3oBaHue TeKcTa B pUCYHOK

YroObl HATJISTHO BBHIPA3UTh CBOM MBICIIM U HICH, MOKHO BOCIIOJIB30BaThCSI BCTPOCHHBIMHU
Maketamu (cm. Puc 8).

UroObl TpeoOpa3oBaTh CYyHMIECTBYIOIIMNA TEKCT B PHCYHOK SmartArt, BBIIOJTHHUTE
CIEAYIOLIME NECUCTBUA:
1. IllenKkHUTE MECTO3AMIOIHHUTENb, COJACPKALIHMIA TEKCT, KOTOPBIH HY)KHO ITpeoOpa3oBars.

2. B rpynne A63an Biranku I'maBHas Haxkmute KHONKY IIpeodpazoBarh B pucyHok SmartArt

3. UtoObl yBHAETh, KaK OyIeT BBITIAAETh PUCYHOK SmartArt ¢ HY)KHBIM TEKCTOM, HaBEAWTE B
KOJUIEKIIMM YyKa3aTellb Ha A3CKU3 3Toro pucyHka SmartArt. Komiekuusi CoaepKUT MakeTbl
pUCYHKOB SmartArt, KOTOpbIE€ JIydllle BCEro MOAXOAST JJIsi MapKUPOBAaHHBIX CIUCKOB. Jlis
IPOCMOTpa IMOJHONO HabOpa MAaKETOB HaXXMHUTE KHOIKY JlONOJIHUTEIbHBbIE PHCYHKH
SmartArt.

Hatins HyXHBIH pUCYHOK SmartArt, EIKHATE €ro, YTOOBI TPUMEHUTH K CBOEMY TEKCTY.
Tenepp pucyHok SmartArt MOXHO IE€PEMECTUTb, U3MEHUTh €ro pa3Mep, IMOBEPHYTb,

N00aBUTh K HEMY TEKCT, IPUMEHHTh K HeMy Apyrou skcrpecc-ctuib (bvicTpeie ctumm. Habop

napaMeTpoB (GopMaTupoBaHHs, oOJerdaroumii (GopMaTUpOBaHUE JTOKYMEHTOB M OOBEKTOB.) U

BBITIOJTHUTH WHBIE U3MEHECHHUS.

XoTa pUCYHOK SmartArt Jierye BCero co3aaTh JJisl CYIIECTBYIOIIETO TEKCTa, MOXKHO MONUTH

JpYTUM IyTEM U CHavajia BCTaBUTh HY)KHbIN pUCYHOK SmartArt, a 3aTeM 100aBUTh K HEMY TEKCT.

1. IlenkHUTE MECTO3aNIOIHUTEIb, B KOTOPBIA HYHO 100aBUTh pUCYHOK SmartArt.
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Ecin MecTo3anonHUTE b HE BBIACIEH WIM €CJIM BbIIEJICH MECTO3aNOJIHUTENb, B KOTOPbIM HEb3s
BCTaBUTh U300pakeHne, pUCYHOK SmartArt BCTaBlisieTcsl B LIEHTp cliaiija.
2. Ha Bknagke BeraBka B rpynne WotocTpanuu HaKMUTE KHOTIKY SmartArt.
3. B kpaiineii 1eBoit 061acTu 1uanoroBoro okHa BeiGop pucyHka SmartArt menkHUTe HYKHBIA
TUI pUCyYHKa SmartArt.
4. B nieHTpasibHON 00J1aCTH HAWIUTE U MISIKHUTE HY)KHBIM MakeT, a 3aTeM HaxMuTe KHonky OK.
Coser. [lns mpenBapuTENBbHOTO MPOCMOTpa JIOOOr0 MakeTa IIEJIKHUTE 3TOT MAaker.

[IpenBapuTenbHbI TPOCMOTP MOSBUTCS B KpaitHe# mpaBoii 061acTu.

3.15 lob6aBjieHue CMeHbI CJIaii/1I0B

CMeHbI ClaiiIoB MpenCTaBIsIOT coO0M aHMMaluUOHHbIE 3((EKThl, BO3HUKAIOIIWE IMpPU
Mepexo/ie OT OJTHOTO claina k cienyromemy. Office PowerPoint 2007 mpegocTaBisieT MHOXKECTBO
TUIIOB CMEHBI CIIaiiIoB, BKJIIOYAs CTaHAAPTHbIE YPQEKThl 3aTyXaHUs,, paCTBOPEHHs, 0Ope3aHus u
CTHpaHUs, a Takke OoJiee HEOOBIYHBIE MEPEXObl, HAIPUMED KoJieca U IaXMaTHBIE JOCKH.

B rpynne Ilepexoa k 3ToMy cjaiiay BKJIaJKu AHUMALMHU BBIOCPUTE HYKHBIH BapHaHT
nepexoa.

IIpumeyanus.

st mpeBapuTENFHOTO MPOCMOTPa BHEIIHETO BUAA TEKYILEro cliaiifia ¢ MCIOIb30BaHUEM
KOHKPETHOI'0 BapuaHTa Mepexo/ia HaBeIUTe yKazaTeab Ha 3CKU3 3TOT0 Mepexoa.

YroObl MPOCMOTPETh ACKU3BI JPYTrUX MEPEXO0JO0B, MICTKHUTE CTPEIKH PSAAOM CO CTPOKOH
3cku30B (cM. Puc 9).

il 3eyk nepexag

H'F‘ Q{ ‘ ]Q ‘D_—T‘_ Cr_-:np-:ncrbnep;

5_,]] MPUMEHNTE K

Mepexog k 3TOMY CAangy
Puc. 9. Ctpoka 3KkcKH130B
Ecnu mo3nHee moHamoOWUTCS HCMONB30BATh JPYrod BapUaHT IEepexoja Ciaiios,
MIETTKHUTE TOT MEPEXO/I, YTOOBI IPUMEHHTH €TO.
MoxHOo BBIOpaTh Apyrue BapuaHThl B rpymie [lepexoa k 3Tomy ciaaiiay, 4ToObl yIIpaBIsiTh
CKOPOCTBIO TIepexo/ia, 00aBUTh 3BYK M MPUMEHUTH ITOT KE BAPUAHT MEepexoaa KO BCEM Cliaiaam

IIpE3EHTALNH.
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3.16 lo6aBiieHue TAO MBI
1. Broibepure craiii, B KOTOPbI HYKHO 100aBUTh TaOJIUILY.

2. Ha Bknanke BeraBka B rpynme Tadauubl HaxxmuTe kHOnKy Tadauua (cMm. Puc 10).

[ AN —

Tt Grams | Doals  desnos Moo et Mussaskee bed =

Puc. 10. [Tanens nuHCTpyMEHTOB BKJIaaka "BeraBka"
3. BBIOTHUTE OJTHO U3 CIEAYIOUINX ECHCTBHIA:
* Brigenure KypcopoM HECKOJIBKO CTPOK U CTOJIOIIOB, a 3aTeM IIEIKHUTE JIEBOW KHOMKON MBIIIIH.
» Haxwmute BeraBuTh Tabamuy, a 3aTeM BBEAUTE 4yucia B cnuckd Yucsao croaduoB u Ymciio
CTPOK.
4. Jlnst moGaBlieHHs TEKCTA B STYEHKU TAOTUIIBI IIICJIKHUTE STYEHKY, a 3aTEM BBEIUTE TEKCT.
ITocne 3TOr0 IMEIKHUTE B 00JIACTH BHE TAOJIUIIBL.
CoBetr. UToOBI 100aBUTH CTPOKH B KOHEIl TaOJMIIBI, MIEIKHUTE TOCIEAHIOI SYEHKY B

MOCJIETHEN CTPOKE, a 3aTeM HaxMmuTte kinasuiny TAB.

3.17 Konuposanue tadauubl n3 Office Excel 2007 u Office Word 2007

1. BpInosHUTE OJTHO U3 CIEAYIOIUX JESHCTBUI:

* Yro0Os! ckonupoBath Tabnuily u3 jmcra Office Excel 2007, menkHUTE JIEBYIO BEPXHIOK SYCHKY
TaOIUIBI, KOTOPYIO HYXXHO CKOMHUPOBATh, a 3aTeM IMEPETAIIUTEe KypCOp, YTOOBI BBIIEIUTH
Ta0IuILy.

Urob6sl ckomupoBath Tabmuily u3 gokymenta Office Word 2007, menkauTe Tadnwuily,

KOTOPYIO HYKHO CKOIIMpOBaTh, a 3areM B rpynne Padora ¢ tadamumamm Ha Bkiagke Maker B

rpynme Tadauma MENKHUTE CTPENIKy PSAIOM C KHOMKON BbIIeauThb, 3aTeéM BBIOCpHUTE ITYHKT

Boiaeauts Tabmuny (cm. Puc 11).

N I RE A
- P

N
e
i

Puc. 11 BcraBuTh Tabnuiy.

2. Ha Bxnaake I'maBHas B rpynne bygep odmena naxxmute kHonky Konuposars.

[=CT

]

BcTagnTe

Eydep oGmeHa =
Puc. 12. Bydep oomena
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2. B mpesenrammun Office PowerPoint 2007 BeiOepute ciaii, B KOTOPBIA HYXHO CKOIHUPOBATH
TabyuLy, a 3aTeM Ha BKiaake I'maBHasi HaxxmuTe kHONKy BeraButhb (cM. Puc 12).
CoBer. MOXXHO Takke KONMHMPOBATh M BCTaBJIATH TAONMIy M3 MPE3EHTALUU B JHMCT HIU
JOKYMEHT.
Coznanne TadunbI
1. BriGepure crnaiin, B KOTOPbIH HYHO J0OABUTh TaOIHILY.
2. Ha Bknaake BeraBka B rpynne Taduauubl Haxvute kHonky Taduauuna, a 3atem BeIOEpUTE TYHKT

HapucoBarb Tabauny (cm. Puc 13).

gy T3 "
|
[ETTETY] o] P T EY P | Vi b [t} By e md S Sl w

Puc.13 Ilanens HHCTpYyMEHTOB

Kypcop npeBpatutcs B kapaHaam ff?
3. Jlns 0603HaYeHHsT BHEIIHUX TPaHHIl TAOJIHIIBI IEpEeTalIiTe Kypcop IO JUaroHalu J0 HYXKHOTO

pa3Mepa, a 3aTeM TepeTacKuBaiTe Kypcop, 94ToObI CO3/1aTh CTONOIBI M cTpokH (cM. Puc 14).

CHa4ana... saTeM...

\ —
+iF

KA. ..

L,

M T3k ganee...

—?
L

Puc. 14 OGo3HaueHne BHEIIHUX TPAHUI]
4. YtoObl cTepeTh JIMHUIO B SUEHKe, B CTPOKE MM cToJOLe, B rpynine Padora ¢ tabamuamm Ha
Bkianke Koncrpykrop B rpynne HapucoBaTs rpanmubl BboiOepute BapuaHT JlacTuk wiau

HaxMuTe U ynepxkuBaite kiaaumry SHIFT (cm. Puc 15).

(Al Bl : -

Puc. 15 Pexxum "Koncrpykrop"

5. lllenkHUTE JIMHUIO, KOTOPYIO HY>KHO CTE€PETh.

Kypcop npeBpaTtutcs B 1acTUK

6. Ilo okoHUaHMM CO3/TaHMsI TAOTUIIHI METKHUTE SYEHKY, a 3aTeM BBEAUTE HYKHBIA TEKCT.
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3.18 BceraBka Tadaunnl u3 Office Excel 2007

MoxHao co3nate HOBYRO Tabmuiy Office Excel 2007 B mporpamme Office PowerPoint 2007
win ckomupoBarh cymectBytomyo tabmuny u3 Office Excel 2007 unmu Office Word 2007 u
BCTaBUTb B IPE3CHTAIIHIO.

ITpu BcraBke HoBOM Tabmuubl Office Excel 2007 B mpe3eHTanMio MOXHO HCIIOJIb30BaTh
npeuMmyiecTBa (yHkuoHambHOCTH Tabiuiy Excel. Opnako ecnmu w3Mennth TeMy (Tema.
CoueraHue LIBETOB TeMbI, IPUPTOB TeMbl U 3P(HEeKTOB TeMbl. TeMy MOKHO NPUMEHUTH K (aility
KaK eIMHBIA HJIEMEHT.) TMpe3eHTallul, TeMa TaOJuilbl He OOHOBHUTCA, T.K. TaONMIA SBISETCS
BHeapeHHbIM OLE (OLE. TexHomorust cBa3u mporpamm, MO3BOJISIONIAS MPHIOKEHUSAM COBMECTHO
HCIIONB30BaTh JaHHble. Bee mporpammer Microsoft Office mopnepskuBarot Texnonoruto OLE, 4To
MO3BOJISIET COBMECTHO paboTaTh C TaHHBIMHU MTOCPEICTBOM BHEIPCHHUS U CBSI3BIBAHUS OOBEKTOB.) -
o0bexToM (BHenpennsiii 00bexT. [laHHbIe, copeprkamnmecs: B (haile-uCTOYHUKE U BCTaBICHHBIE B
¢daitn HasHaueHus B Bujae oObekra. [locne BHeApeHUs OOBEKT CTAHOBUTCS 4YacTbio (hailna
Ha3zHaueHus. MI3MeHeHus, BHOCUMBIE BO BHEJIPEHHBIH 00BEKT, OTpaxarorcs B (paiiine Ha3Ha4YeHus.) .
Takoke Henb3s pelaKTUPOBATh TaOIHILY, UCTIONIB3Ys Bo3MoxkHOCcTH Office PowerPoint 2007.

1. BriGepure crnaiiz, B KOTOpbIN HY’KHO BCTaBUTh TaOJIUILY.
2. Ha Bknaake BeraBka B rpynne Taduauubl Haxvute kHonky Taduauna, a 3atemM BEIOEpUTE TyHKT

Taboauua Excel. (cm. Puc 16)

P I U -~ ¥
d

bt Brass | isbe dessiisn Moo Rid Prtesapomieest el i

Puc. 16 [lanenb HHCTPYMEHTOB

3. Jlns noOaBieHus TeKCTa B s;YEHKy TaOJIUIIBI IEIKHUTE 3Ty SYEHKY, a 3aT€M BBEIUTE TEKCT.
[Tociie PTOTO MIEIKHUTE B 00JIACTH BHE TAOINILIEL.
Coser. [lns penaxtupoBanust Tabmuisl Excel nmocne memuka 3a ee mpenesnaMu MICTKHUTE

Ta6m/1uy ABaXXbI.

3.19 llpumeHeHnune U U3MEHEHUE CTUIIS TAOTHUIBI
Crunp TaOmuupl (MM DKCIPECC-CTWIIb) - 3TO KOMOMHALMSA Pa3IMYHbIX IapaMeTpoB
(hopMaTupoBaHus, BKIIOYAIOIIAsl COUYETAHHS IIBETOB, YHACIIeJJOBaHHBIE OT IBEeTOB Tembl (I[Bera
TeMbl. Habop 11BeTOB, KOTOpHIN ucnonbs3yeTcs B (aiine. LlBeta TeMbl, mipuThl TeMbI U 3(PPEKTHI
TEMBI COCTABJISIOT TeMy.) npe3eHTaiuu. JIrobas qodaBisemas TabInIa y)Ke HIMEET CTHIIb, KOTOPBIN
MPUMEHSIETCS] K HEH aBTOMATHYECKH. OCKH3bl CTHJIEH TaOauIbl OTOOpakaroTcsl B KOJUIEKLIMU
kcnpecc-ctuieii B rpynne Ctuiam tadauu. [Ipyn HaBeneHnu yka3aTtess MbIIIN Ha SKCIPECC-CTUIIS

MOKHO YBUACTb, KAKOC BIIMAHUC 3TOT IKCIIPECC-CTUIIb OKA3bIBACT HA Ta6J'II/II_[y.
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1. IlenkHuTe TabIMILy, K KOTOPOI HY>KHO IPUMEHUTH HOBBIN MJIU IPYTOM CTUIIb.
2. B rpymme PaGora ¢ Tadaumamu Ha BkiIaake KoHerpykrop B rpynmne CTuiam Tadaun

HICJIKHUTEC HY)KHBII\/JI cTuab. UTOOBI YBUACTb OCTAJIbHBIC CTHIIN Ta6J'II/III, HOXMHUTC KHOIIKY

JlonoiHuTeIbHbIE TapaMeTPhl
Ecnu nomecTuTs ykaszaTelb MBIIIM Ha 3CKU3 JKCIPECC-CTHIIA, MOYKHO YBHIETH, Kak
9KCIPECC-CTUIIb OTPA3UTCS HA TaOJInIE.
IIpumeyanus:

Urto0bl ynanuTh cTUIb Ta0uIbl, B ioje Padora ¢ Tabaunamu Ha Bkiagke Konerpykrop B

rpynre CTHIH TA0JIMI] HAKMHUTE KHOMKY JIOMOIHMTE/IbHBIE MapaMeTphl ~ , a 3aTeM BhIOepUTE
BapuaHT OYUCTUTH Tal/IHILy.

Ecnmu HeoOxomuMo penaktupoBath Tabnmiy B Oosiee panHeidt Bepcuum PowerPoint, mocie

Ha)XaTWs KHONKH JIONMOJHHTENbHbIE NapaMeTpbl ~ He TNpPHMEHSHTE CTHIM M3 pa3iena
OnTuMalbHBIN A1 JOKYMEHTA, 33 UCKIIOUEHHEM NepBbIX IBYX cieBa (Her cTuisi, HeT ceTkn u
Het cTnas, ceTka Tadauubl). boapmMHCTBO cTHIIEH U3 paziena OnTuMaabHbINA /ISl JOKYMEHTAa
MPEBpAIlaAOT TaOJIMIly B M300paKeHHE TMPU COXPAHEHUH IMpe3eHTaluH Kak (aiina B Gonee paHHEH
Bepcun Microsoft PowerPoint.

MoOXHO TakKe M3MEHHUTh KOHTYp TaOJIMLbl WIKM €€ I'PaHUIly WIN J00aBUTh 3aJIMBKY WU
3¢ (}eKT K sraelikaM TaOJIHIIBL.

Tekcr B Tabmmie He OoTOOpakaeTcss Ha BkIagke Maker (B camMoil JeBOW TMaHENIH OKHA
nporpaMMbl B 00bldHOM pexume). Ha Bkimagke Maker o0ToOpaxaeTcsi TOJBKO —TEKCT,
pacloJIOKEHHBIH B TEKCTOBbIX MecTo3anosnHuTensax (Pamku (mecrozanomnurenun). Ilosns ¢
MYHKTUPHBIMM T'PAaHULIAMH, SIBIISIFOIIMECS YacTbi0 MAaKETOB OOJBIIMHCTBA CIIal0B. DTH MO
COJIepKaT 3arojIOBKM W OCHOBHOM TEKCT JMOO Takue OOBEKThI, KaK IHarpamMmbl, TaOJIWLBI U
PHUCYHKH. ).

Coget. UTOOBI U3MEHUTDH BHEIIHUI B TEKCTA B A4YeiikaxX TaOJIMIIbI UM B TAOJIUIIE B LIEJIOM,
BbIOEepuTE MapameTphl Ha Bkiajake I'siaBHasa B rpynne pudrt nnm nmapameTpsl B KOHTEKCTHBIX

uHctpyMmentax Padora ¢ Tabaumunamu Ha Briiajnke Konerpykrop B rpynmne Ctuiau WordArt.

3.20 JoGaBiieHHe THIEPCCHIJIOK
Jns mepexonia ¢ 0qHOrO ciaiia Ha APYrou, K pecypcy B JIOKAIbHOUM ceTh uiu B MiHTepHeTe
100 naxe K Apyromy ¢aiily Win nporpaMMe MOKHO BOCIIOJIb30BaThCS TUIEPCCHUTKAMHU.
1. Boizenure TEKCT, KOTOPBIA HYKHO IIEAKHYTH JJIs1 aKTUBALUHU TUIIEPCCHUIKH.
JIn60 MOKHO BBIJICIUTH OOBEKT (HAIIpUMep, KIIUI WK PUCYHOK SmartArt).

2. B rpynne Cebliiku Bkiaakyu BeraBka menkaute sneMeHT ['unepcecebuika.
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3. B nuanoroBoMm okHe BeTaBka runepecblIKH HAOKMUTE COOTBETCTBYIOILYIO KHOIIKY B 1osie Mou
ajpeca, 4ToOBI 3371aTh HA3HAYEHHUE CCHUIKH (TO €CTh MECTO, Ha KOTOPOE YKA3bIBAET CCHUIKA).

Hanpumep, 4toObl mepedTH Ha Jpyrod criaili Npe3eHTaluu, HaXMHTe KHONKy Mecto B
AOKYMEHTe.

4. Haiigute W IIEIKHUTE MECTO HAa3HAYEHHWs, BHECUTE HYXHbIE HW3MEHEHHA B TIONSA

OTobOpakaemblii TeKCT U Ajipec, a 3aTeM HaxMuTe kKHonky OK.

3.21 IIpoBepka opdorpaduu 1 NPOCMOTP Npe3eHTALNH

Ilocne TOro Kak AOCTUTHYT HYXHBIH BHEIIHMM BHJ BCEX CJIAWIO0B, AJI 3aBEPLICHMS
Mpe3eHTaIi HeOOXOIMMBI elle JIBa I1ara.

IIpoBepka opdorpaduu B npe3eHTALNHU

Hecmotpss Ha 1o uto B mporpamme Office PowerPoint 2007 mposepka opdorpaduu
BKJIIOYCHAa aBTOMATUYECKH, 10 OKOHYAHMU pabOThl C Mpe3eHTalMel pPEeKOMEHIyeTCs elle pa3s
poBepUTH opdorpaduro.

1. Haxxmute coueranne kiaBuii CTRL+AHOME, uTo0s1 mepeMecTuThCs K Havyary Mpe3eHTaI|H.
2. B rpynne IIpaBonucanue Bkiaaku Penenzupoanue Beioepute Opdorpadus.

Ecimu Office PowerPoint 2007 o6uapyxuBaer opdorpaduueckue OMHMOKH, TMOSBISETCS
JTMAJIOTOBOE OKHO U BBIACISETCS MEPBOE CIOBO C OMIMOKOM, 0OHApY>KEHHOE CPEACTBOM MPOBEPKHU
opdorpaduu. ABTOp ornpeaensieT, Kak Hy>KHO UCIPAaBUTh HAlICHHYIO TporpaMMoii omnoky. [locne
WCTPABJICHUS HETIPABIUIIHOTO CJIOBA IPOrpaMMa HaXOAUT CIIEAYIOIIEEe CIIOBO C OMIMOKOM U T. 1.

IIpocMoTp mpe3eHTanuu B BUE 10Ka3a ClaiioB

Jnst mpocMoTpa Tpe3eHTallud Ha 9KpaHe KOMIBIOTEpa B TOM BHUJE, B KaKOM OHa Oyjaer
IPEICTABICHA AYAUTOPUH, BBIIIOJHUTE CIEAYIOLIUE AEHCTBUSA:

1. B rpynne Hauatb noka3 cjaaiiaoB Bxiagku [loka3s ciaaii0B BBITOJTHUTE OJHO W3 CIEAYIOIINX
JNEUCTBUH:

= Jlnd 3amycka mpe3eHTaliy ¢ mepBoro ciaiiia Beidoepure C Havada.

* YroObl HauaTh MMOKAa3 CO ciaiifa, B HACTOSIIMM MOMEHT Haxonsmierocs B obmactu Cliaiin,
BbIOepuTe C TeKylero cJjaiaa.
[Ipe3eHTanust OTKpbIBa€TCS B PEKUME TIOKa3a CIai/0B.

2. lllenkHUTE MBIIIBIO, YTOOBI MEPEUTH K CIEAYIONIEMY Claiimy.

CoBeT. UT00OBI BEpHYTbCSI B OOBIYHBIA PEKUM, B JIFOOOH MOMEHT MOKHO Ha)KaTh KJIABUIIY
ESC.

Koneuno, mpocMoTp BO3MOXEH B JI000 MOMEHT CO3/IaHUS IPE3EHTALlUU.
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Hpe3eHTauI/110 MOKHO pacrcyaTaTtb B (I)OpMe pa3aaTOYHbIX MAaTCPpUAIOB - C OOHUM, NBYM,
TpEMs, YETBIPbMS, HICCTHIO UJIN ACBATHIO CﬂaﬁﬂaMI/I Ha CTpaHHLC, - KOTOPBIMU CIIYIIATEIN CMOT'YT

B BOCIIOJIB30BATHCS JIJIs CripaBku. (cM. Puc 17)

kn-l-

Puc. 17 Pasmarounble MaTepuansl € TpeMms ClaiijaMd Ha CTPAaHULE BKIIOYAIOT

Pa3IMHOBAHHYIO 00JACTb AJIsl 3aMETOK.

3.22 [leyaTh pa3IaTOYHBIX MATEPHAJIOB

1. OtkpoiiTe npe3eHTaIuIO, Il KOTOPOH TpeOyeTcs HanevyaTaTh pa3aTOuYHble MaTepUalbl.

..'.__J_g\
) . a
2. Haxmute xHonky Microsoft Office , HICJIKHUTE CTpeiKy psijoM ¢ nyHkToM Ilewats u
BbIOepuTe MyHKT [IpeaBapuTeabHbINH MPOCMOTP.
3. B rpynme [lapameTpbl cTpaHUIBI IIEIKHUTE CTPENKy noj myHKToM [leyaTaTs cieayoulee u
BbIOEpUTE U3 CIIHMCKA HY)KHBIH MapamMeTp Ui MaKeTa BbIAauu.
Coger. B popmare Boinaum (3 caaiiga Ha cTpaHMIy) IIPETyCMOTPEHA THHOBAHHAS 00IaCTh IS
3aMETOK.
4. YtoObl 3a/1aTh OPUEHTAIIMIO CTPAHUIIBI, ETKHUTE CTPEIKY Mo MyHKToM QpHeHTalus, a 3aTeM
BBIOEpHTE MYHKT AJibOOMHast Wi KHukHas.
5. Haxxmure kHonky Iledars.
[lpumedanue. [l medaTH BbIaY B I[BETE BHIOGpPHTE IBETHOH mpuHTEp. HakmuTe KHONKY
"o
- - J
Microsoft Office , MEIKHATE CTPENKy psaaoM ¢ myHkToMm IledaTh, a 3aTemM BbiOepHTE

nyHkT IIpenBapurenbHbiii nmpocmorp. B rpynmne Iledyars Haxmure kHOnky Ilapamerpsi,

BeIOepuTe MyHKT LIBeT MIM 0TTEHKH ceporo, a 3atem menkaute LBer.
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3.23 TecTupoBaHHe-NIPOBEPKA, T0BOKA NPEe3eHTALINH
1) npoBepka Ha pabOTOCTIOCOOHOCTh BCEX IEMEHTOB NPE3EHTAINH;
2) npoBepKa BU3yaJbHOTO BOCIPHUATHS MPE3EHTAllMM CTOPOHHUMH HaOJIIOAaTeNsIMU, B TOM
4HCIIE C DKPAHA.

JloBoJKa mpe3eHTalMu 3aKIYaeTCs B HEOJHOKPATHOM IIPOCMOTPE CBOECH IIPE3CHTALMH,
OTIpeNIeJICHUN BPEMEHHBIX HHTEPBAJIOB, HEOOXOAMMBIX AayAMTOPUHM [UIS IMPOCMOTPA KaXKIAO0TO
ciaiifia, 1 BpeMeHHU MX cMeHbl. [IoMHUTE, 4TO clail JoKeH ObITh Ha HKpaHEe CTOJIBKO BPEMEHH,
YTOOBl ayJUTOPHUS MOIJIa PACCMOTPETh, 3allOMHUThH, OCO3HATh €ro cojepkumoe. Mexay Tem
O0JIBIION MHTEPBAJ MEXIYy CMEHAMH CJIaliJIOB CHIKAaeT MHTepec. Bo3MOXKHO, MPH OKOHYATEITLHOM
MIPOCMOTPE BaM MPHUAETCS IIOMEHATh MECTaMH HEKOTOPBIE CIAiIbl Ui CO31aHus 0oJiee TOrHUeCKOn

CTPYKTYpPHBI IPE3EHTAIIMHN UM BHECTH B HEE APYTUE KOPPEKTUBBL.
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TIIPUMEP CO3JIAHUS IPE3EHTALIAN

. Knaccugukayus modenel

Ilnan ypoka:
1) Kaaccudukauusa moaeaeii.

2) Kaaccnduraus MaTeMaTHYCCKIIX
Mojeaeii.

3) MMpumepsl.

Tema 1.2

Puc 1. TutynbpHbIN THCT

brInvecKue

1. Knaccugpukayus modenel

Moaenu

MaTepUanbHme peansHme

aHanoroese CYWHOCTHLE

CHMBONbHE J

Puc 2. Pa3HoBUIHOCTE CXEM

("

JuHaMuYeckoe npo2paMmMUpoaaHLe

NPoKAAAKA MATUCTRANER KPaTHAALWKM
NYyTEM W NEPERICNPEAEASHIA PANHYHLIX
BMAOE PECY PCOE.

Cemeaoe nAQHUpoBaHUE
BHNCAHEHWA paboT, pacnpeaeneHna

NPOMIBOACTEE HHbIX, GUHAHCOBbIX 1
ANHIACKMA PECYPCOB.

OPHEHTUPOBAHO HE PELEHMM 33434

PewasT npoBaemy NoOCTPOEHHA MpaduKs
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Puc 3. OnpegeneHune

X,= jﬂﬂ*xz,'
Al 20, H6x = H200— 1, T+ 20x, #0657 = wd — 1530, + 160000 = min;

10ked =1 580k, +160000= 0.

Boabmes nepeyio npoiiBoIHyKY:
205 —1580=10;
| 580
¥, ==
T
x,=200-79=121.
Omeem: X121, 79).

T

Puc 4. 3anucs popmyn

P . s /
',)\_j"'" "-:\.‘
N A I p ¥
L2N \\ | Wi

XAy
.;} N

Puc. 1. Asmovan Mua

Puc. 2. Asmonam Mypa.

Puc 5. Pucynku

.

X ] : " A=y g A
0 0 ° [3 0 1 o
0 [ T a 0 1 L]
0 1 3 3 I 1 @
0 ] v [ i 2
| " ® | 0" n

1 0o L 0 [ o 1
i 1 ° i I i e
L | L 0 [0 o 3

CPHD: [ = xyz v xyz v xps

CKHPA =CAHA = xyz v iz v avz=(xv yv 2l yv 2Hey v vz}]
Oueauduo, eno & peyyasman dey onocofos cosnadacm.
I ghapaeyant A0 noynt 83 (K | noteanaya cedysouse
" e 4 = cxHe Al

Puc 6. TaGnunel
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