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MNpeBpaTnTE NPOCTO XOPOLLUMeEe Npe3eHTauun B HacTosALw e LeaeBpsbl. bbicTpo 1 nerko co3pasai-
Te npe3eHTaumu, JobumBasce 6onee BreyaTastowmx pesyabtatoB. Microsoft® PowerPoint® 2010
npeanaraeT cpeacTBa, HeObXoANMble AN TOTO, YTOObI NPEBPATUTL NMPOCTbIE CNalAbl B AMHA-
MWYHble TBOPYECKME LLEeAEBPbI, CNOCOOHbIE BbIAENTD BalLW UAEN U3 MHOXECTBA APYruX.

Pa3paboTaHHbIV C y4eTOM BaLUMX PacTyLLMX NOTPEOHOCTEN N U3MEHSAOLWMNXCA METOAOB PaboThl,
npoaykT PowerPoint 2010 no3BonseT nerko co3gaBaTb BReyataarowme npeseHtaunm npodec-

CMOHaJIbHOTO KayecTBa.

e HoBble cpeactBa And paboThbl C BUAEO, @ TakKe MHOXECTBO HOBbIX M YNyULLEHHbIX GYHK-
LM (TaknX Kak nepexosbl, aHMMaLma 1 pacluMpeHHOe pefakTupoBaHme n30bpaxkeHuni)
MO3BO/IAKOT AOHECTM O CayllaTesnent CBOU UAeN MakCUMasIbHO Nerko 1 MHTepecHO.

e CpegcTBa, ynpoularoLme n onTMmMusmpyroLme paboTy, MO3BOAAIOT AOCTUMATh Pe3y/ibTa-
TOB bosee 3ddeKTMBHO HE3aBUCUMO OT TOro, paboTaeTe M Bbl CAMOCTOATENIHO AN B

cocTaBe KOMaHJpbl.
¢ HoBble TexHOMOrMN NO3BOAAIOT paboTaTb B 1H0OOM MecTe 1 B 1r0boe Bpems.

MpunoxeHne PowerPoint 2010 npeanaraeT 6bICTPbIA U TMBKMIA cNOcob co3aHMA BNeYaTasato-

WX Mpe3eHTaLui.
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BHe 3aBMCMMOCTM OT TOTO, HY>XXHbl I BaM HECKOJ/IbKO CNanAoB, YTOObl MOoKasaTb UX KOAeram,
OAHOKNACCHMKAM 1 APY3bAM, UK e NPopeccMoHaibHas Npe3eHTaLms, Bawn Naen AONXKHbI
3aABAATb O cebe ¢ akpaHa. K cuactbro, PowerPoint 2010 npeanaraet dyHKUUN, HEOBXOANMbIE
AN5 CO34aHMA BNEeYaTAAoWMX ANHAMUYHBIX MPe3eHTaLMUN, MO3BOAIOLLMX MOJHOCTbLIO 3aB/ajeTh

BHUMaHWEM ayanTopun 1 3GPeKTBHO JOHECTN CBOKO MbIC/b.

AyYLLME MBICAM B AOCTOMHOM OBPAMAEHMM

HoBble 1 ynyulleHHble NPOCTble B UCMONb30BaHUN MHCTPYMEHTbI MO3BOSKOT HacTpamMBaTb MyJlb-
TVMeAMWIHbIe CpeacTBa NpPe3eHTaLun 1 HEM3MEHHO A061BaTbCA pe3ynbTaToB NPodeccMoHasb-
HOro Ka4yecTBa.

BcTpamBaiiTe B npe3eHTaLMv BUAEO3aNNCK N peAaKTUPYTe VX HEMOCPEACTBEHHO B
PowerPoint. Tenepb BaM A0CTynHbI NpodeccnoHanbHble cpeacTea 06paboTku: K BUAEO
MOXHO A06aBuTb 3pdeKTbl ncuesaHuns, GopmaTmpoBaHme 1 3aknagkun. Kpome toro,
MOXHO BbIMONHATE MOHTaX BUAEO, YTOObI MPEBPATUTL CBOKO MPE3eHTaL M0 B YHUKab-
HbI MYNbTUMEANNHBINA NPOAYKT. NOCKObKY BCTPOEHHOE BUAEO CTAHOBUTCA YaCTbHO
npeseHTauum PowerPoint, ncuesaet HeO6x0AMMOCTb B 06paboTke A0NONHUTENbHbIX

dalinoB Npu oTNpaBke Npe3eHTaLui ApyruM NoAb30BaTENAM.

Ncnonb3yite cpeactea Ckatme ¢paiinoB mynbtumeama 1 OnTumMmnsanma COBMecTu-
MOCTU My/IbTUMeAMa, UTOObI YMeHbLUMTL pa3mep daiia Npe3eHTaunm 1 NoBbICUTb Ka-

4yecTBO BOCnpom3sBeaeHNA.

icnonb3yiTte HOBbIE M yayUlleHHbIE cpeacTBa 06paboTkmn M3obparkeHui, BKItOYas
npodeccMoHanbHble XyA0XKeCTBEHHbIE 3PPEKTbI, yaaneHne poHa N pacLlUMPEHHbIe UH-
CTPYMEHTbI KOPPEKTUPOBKM, U3IMEHEHMA LiBETA N 06pe3ky, No3BoasAtowme obpabaTbiBaTb
n306paxkeHuns B Npe3eHTaunn, He npuberas K AONOJHUTEIbHBIM MPOrpaMMam pesakTu-

poBaHua poTorpadun.
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CO3A0BAUTE BLIAQIOLLIMECH MPE3IEHTALLMM

[Awv3aniH, makeT, rpaduka 1 adpdekTbl, BCe 3TO BMeCTe NMO3BOAET YCNELHO AOHECTN CBOU UAEN
40 ayauTopun. Bel He npodeccnoHanbHbIN aAn3ariHep? Huyero ctpawlHOro. HeckobKo Wwenukos
KHOMKOW MbILWWN — W Bbl CO3aAunTe Claiibl, NO3BONAIOLLME MaKCVMaNbHO NOBbICUTL BO3AeN-
CTBME BaLLEro NOCAaHUA Ha ayAUTOPUIO.

[lobaBnsiite guHaMmyeckme TpexMepHble 3¢ ¢eKTbl nepexoaoB Mexay crangamm n 6o-
Jlee peanncTUYHble aHMMaLUOHHble 3¢ ¢eKTbl /15 NPVBAEYEHNS BHUMaHNS BaLLEN
ayauTopuun.

MO>HO Takxe 1MCcnoib3oBaTb HOBYHO QyHKLMIO AHMMaLUK no o6pasuy, 4Tobbl Konu-
poBaTb HaCTPOMKM aHMMAaLLMM TaK Xe Ierko, Kak GopmaTmpoBaHme TekcTa N 0OBEKTOB C
nomoLubto GyHKUMKM popmaTa no obpasuy. Bocnonb3yntecs HacTpanBaeMbiMM TEMaMK
Office npodeccnoHanbHOro kavecTBa, YTobbl HBLICTPO CO34aBaTh BEMKONEMHbIE NPE3€eH-
Taumn. Tembl TakXXe MO3BONAKOT JIerkKO coYeTatsb LBeTa, wpudThl 1 3ddekTsl bopmaTnpo-
BaHWA rpadmyecknx ob6veKToB BO BCex fokyMeHTax Microsoft Office 2010 ans 6e3-

yrnpeyHou n npodeccmoHanbHOM Nojaum MaTepmana.

O3HaKOMbTECh C LUMPOKMM HabOPOM AOMONAHUTENbHBIX FPadUUecKux 31eMeHTOB
SmartArt, B UnC/10 KOTOPbIX BXOAUT MHOXECTBO HOBbIX MakeToB AJ/1 OpraHn3aLMOHHbIX
AnarpaMm 1 rpaduryeckmnx cxeMm, a Takxke UCMoNb3ynTe yayudlleHHble CpeacTBa, NO3BOASA-
toLLMe co3saBaTb BreyaTaftowme NaaCTpaLmm Ha OCHoBe 06bIUHOrO MapKMPOBAHHOTO
cnmcka.

[MpooCTOM M BBICTPbIM AOCTYN K HEODXOAMMbBIM AOYHKLIMAM

HoBble v ynyulieHHble GyHKLUM NO3BOAAIOT co34aTb 6osee adpdekTMBHOE Cofep>KMMOe, Npuna-
ras MeHbllUe ycuamn. Ho Ans 3Toro Hy>xHble GyHKLMKM BCerga JoKHbl 6b1Tb Nog pykou. K cya-
CTblO, YNlyYLLeHHas HacTpanBaemas JieHTa B npuaoxeHun PowerPoint 2010 ynpoluaet nounck
HY>XHbIX KOMaHZ, baarogapa YemMy MOXHO yaenntb 60blue BpeMeHN HenmocpeaCcTBEHHO TBOP-
YeckoMmy npotieccy.
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XoTuTe, uTobBbI Balla Npe3eHTauua Hblia BOBpeMs rotoea k nokasy? Mete 6osee 6bICTpbIN U
npocToi cnocob nevatn gokymeHToB? HoBoe npeacraBneHune Microsoft Office Backstage™
AenaeT BO3MOXHbIM BCe 3TO M MHOTOe Apyroe. Tenepb ropasfo npolue neyataTb Npe3eHTaumm,
nepesaBaTb VX APYTMM MONb30BaTENAM, YNPABAATb MPE3EHTALUAMMN U UX COAEPXKMMBIM, @ Takxe
HacTpamBaTb nHTepdenc PowerPoint 2010 13 eanHOro NpeacTaBAEHMA.

C3KOHOMbBTE BPEMS 1 YNPOCTUTE CBOIO PADOTY

Mpouecc co3saHmsa Npe3eHTaLni U ynpaBaeHNs MU 3HaUNTENBbHO YMPOCTUACSA, MOCKONbKY Te-
nepb Bbl MOXeTe paboTaTb Tak, Kak y406HO Bam.

MNpocmaTpuBanTe U pefakTUPYNTe HECKOIbKO NpPe3eHTaL i HE3aBMCUMO, PacMONOXNB
NX PAAOM Ha 3KpaHe WK JaxKe Ha Pa3HbIX MOHUTOpPAaX C MOMOLLbHO HOBOM BO3MOXHOCTU
paboTbl C HECKONIBKUMMN OKHaAMM.

cnonb3yite HOBYHO GYHKLIMIO CO34aHVsA pasAenioB Npe3eHTaumm, YTobbl ynopsasountb
cnanabl, ynpocTUTb K HAM AOCTYN UM Ha3HayaTb CNaizbl CBOMM KO/eram.

BoccraHaBamBarite dainibl, KOTOpble 3a0bINN COXPaHUTL NMPW 3aKPbITUN.

MpaBuabHO. Tenepb MOXXHO BOCCTaHOBUTb NMpe3eHTaLuK, C1y4aliHO 3aKpbiTble 6e3 co-
XpaHeHWs, Aaxe eCciun Bbl HW pa3y He COXPaHAAM 3TOT Gais. JIKOHOMbTe Bpems 1 Jo6u-
BaWTECh NyYLLNX pe3ynbTaToB baarogapa HOBOW UHTYUTUBHO NMOHATHOW QYHKL MW BCTaB-
KW € AMHaMMYeCKUM NpocMoTpoM. Bcerga npotle npaBnabHO 0POPMUTb JOKYMEHT C
nepBOro pasa, YeM nepesesbiBaTb BMOCAEACTBUN.

CBOMO Npe3eHTaLMo MOXHO Noka3aTb KONEram 1 Apy3bsiM UAK paboTaTb COBMECTHO C APYTUMU
Nnosib30BaTENIMU HaZ OOLWMM NPoeKTOM. Tak Uan nHaude, Hen3bexkHble NPO6aeMbI U 3a4ePXKKK,
BO3HMKaAIOLLME NPN COBMECTHOM AOCTYyNe K COAEPXUMOMY MU NPU COBMECTHOW paboTe Haj
HWM, MOTYT, Kak MMHUMYM, pa3o4yapoBbiBaTb. HoO Bce 310 B npowaoM. C npuioxKeHnem
PowerPoint 2010 MOXHO 3abbITb O BEYHOM HEOHXOAMMOCTH XXAaTb CBOEW OYepean — ero Ho-
Bbl€ W YNyULLEHHble MHCTPYMEHTbI NPeBPaLLatoT COBMECTHYHO paboTy B camoe NpocToe 1 npu-
ATHOE 3aHATHe.
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HOBbIM MOAXOA K COBMECTHOM pO6OTe HOA MPe3eHTAUMAMM

PowerPoint 2010 npegnaraet npoctoun cnocob pabortate coobuia. HoBble 1 yayulleHHbIE TEXHO-
JIOTMM MOMOTatoT NPeoAoeTh Ntobble Hapbepsbl, NO3BONsAA paboTaTb BMecTe Honee 3GpdeKTUBHO
W yCreLHo.

OpraHu3yiiTe LLIMPOKOBELLLATEIbHbIW NOKa3 C/1IalAoB B PeaslbHOM BPEMEHU A1 NtO-
Ael, HaXoAALWMXCA B APYTUX MeCTax, Jaxe eC/iv Y HUX He YCTaHOB/IEHO MPUIOXKEHMe
PowerPoint."MoxHo Takxe co3patb us npe3eHTauun BUAEOPOAMK, COLEeP>KALLNA YKa-
3aHHble BaMW Nepexosbl, aHUMALMIO, ANKTOPCKUIA TEKCT, BPEMSA MokKasa. Takon poank
MOXXHO MoKa3aTb NpakTuyeckn BceM 1 B ntoboe Bpemsa. Tenepb MOXHO peaaKTupoBaThb
OAHY M Ty )Ke npe3eHTaLmio OLHOBPEMEHHO C APYTMMU NOJ/Ib30BATENAMM, AaXKe eCn
OHW HaxoAATCA Aaneko oT Bac.! Bo BpeMs paboThl MOXHO Takxke o61WaThcs B peasibHOM

BpeMeHU HernocpesCTBEHHO B NpUoxeHnn PowerPoint.?

Ob6wantecb cBO6OAHO Barofapsa HOBbIM, YyULLEHHbIM U YNPOLLEHHbIM CpeAcTBaM
6e3onacHocTW. HanpumMep, HOBbIV PEXMM 3aLULLLEHHOFO MPOCMOTPA MO3BOASAET CHU-

3UTb PUCK 3apaXkeHns KOMMbroTepa Npu OTKPbITUN HEU3BECTHbIX $alinoB.

MNpeoponeBanTe A3blkoBble Hapbepbl 61arogapsa HOBbIM U YAyYLLEHHbIM CPeACTBaM ne-

peBoba N A3bIKOBbIM NapaMeTpam.

' Tpebyetca Microsoft SharePoint® Foundation 2010 (g9 KOMMaHUM) UM 6eCrnnaTHbIN UAEHTUGMKATOP

Windows Live™ ID (a5 IMUHOTO MCMO/Ib30BaHUS).

20119 MCNONb30BaHMS CUCTEMbI OBMEHA MIHOBEHHbLIMW COOBLLEHNAMU TPEByeTC OAHA U3 CEAYHOLLMX
TexHonorui: Microsoft Office Communications Server 2007 R2 ¢ Microsoft Office Communicator 2007 R2,
Windows Live Messenger niun gpyroe npuaoxeHue 4as obmMeHa MrHOBEHHbIMW COOBLLEHNAMM C NOA-
aepxkoin IMessenger. [lns ronocosbix Bbi3oBoB Tpebyetcs Office Communications Server 2007 R2 ¢ Office
Communicator 2007 R2 nan ntobbiM gpyrm npuaoxennem ¢ nogaep>xkon IMessengerAdvanced.

Microsoft 5
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Naew, kpariHne cpoku n cpoyHas pabota He ByayT xaaTb, Noka Bbl YA0OHO pacnosoxutecs 3a
cBouM pabounm ctonom. K cuacteto, npunoxkeHne PowerPoint 2010 no3sonseT cnpaBadaTbca ¢

NMOoCTaBA€HHbIMW 3aj4a4aMU B N06ON MOMEHT 1 HE3AaBUCUMO OT OBCTOATENBLCTB.

He no3BoAdmTE OOCTOITEABCTBAM BOM MOMELLIATH

Mpe3eHTaumm PowerPoint 2010 MOXHO Nerko B3sTb ¢ COBOM U KOHTPOANPOBATb XO4 AEN, AdXKe

Haxo4ACb B MyTWU.

Be6-npunoxkeHne Microsoft PowerPoint Web App no3sosiseT npocmatpusath Bep-
CUIO NpPEe3€eHTaLMM B BbICOKOM KayeCcTBe, BHOCUTb MPOCTENLLME U3MEHEHMWA U UCMO/b30-

BaTb NMoOKa3 C1anjoB.

Ncnonb3yinte HekoTopble cpeacTBa GOpMaTMPOBaHUA U peAaKTUPOBaHMA, JOCTYMHbIE B
PowerPoint 2010 n paboTaiTe B 3HAKOMOW Cpeae PesakTMPOBaHWSA NPAKTUUECKN Ha k-
60M KOMMbIOTEPE, Ha KOTOPOM yCTaHOB/EeH Be6-6paysep.’Mpunoxenne Microsoft
PowerPoint Mobile 2010 npeanaraet cpegy pesakTMpoBaHua npeseHTauunin ¢ 6a3oBbl-
MU GYHKLMAMUN 1 NpeHa3HayYeHo cneunanbHo ans TenedoHOB Noj ynpaBaeHUem
Windows. Ha TenedoHe MOXHO 3anycTuTb aaxe nokas ¢paiinos.’

*Nlna ncnonb3osaHus Be6-npunoxennii Office Web Apps TpebyeTca cooTBeTCTBYHOLLLEE YCTPOICTBO, NOA-
KatoueHue k HTepHeTy, noaaepsxxunsaemolin Beb-6pay3sep Internet Explorer, Firefox nan Safari, a Takxe
SharePoint Foundation 2010 (ana komnaHum) nan 6ecnnatHbln naeHtndumkatop Windows Live ID (ans
INYHOrO ncnonb3oBaHus). PyHkuun Beb-npunoxeHuii Office Web Apps n npunoxenunii Office 2010 mo-

ryT OTANYaThbCA.

“TpebyeTca cooTBeTCTBYyIOLLEE YCTPOIACTBO. [N peannsaLm HeKOTOPbIX BO3MOXHOCTE, CBA3aHHbIX C
MOBWIBHBIMY TEXHONOTMAMM, TpebyeTca noakntoueHme kK MiHTepHety. Office Mobile 2010 He BxoauT B cO-
CTaB NpuaoXeHWI, Habopos npunoxeHui Office 2010 nan Be6-npunoxeHunin Office Web Apps. 3tot
Habop MPWNOXKEHWI CTaHET JOCTYNeEH Ana TenepoHoB nog ynpasaeHnem Windows (Windows Mobile 6.5
nnun 6onee NO3HAA BepCKa) OAHOBPEMEHHO C OdULMaNbHBIM BbIXOAOM NpuioxeHui Microsoft Office
2010. ®yHkumm Office Mobile 2010 v npunosxenuin Office 2010 moryT oTanyaThCs.

Microsoft 6
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PowerPoint 2010: noApOOHble CBEAEHMS

AyYLLME MbBICAM B AOCTOMHOM OBOPAMAEHMMU
BcTpausainTe, peAAKTUPYITE U chbopMaTUpyiTe BUAeosanucuHosuHka!

BctpavBanTte n pesaktupyiTe Buaeo HenocpeactBeHHo B PowerPoint 2010, He nosb3ysck A0-
NONHUTENIbHBIM NPOrpaMMHbIM 0becneyeHneM. Bugeoponvky, BctaBasemble 13 Gpainnos, Tenepb
Mo yMOAYaHW0 BHeApsatoTCs B dalin npeseHTauun. Tenepb HET HEOBXOANMMOCTM NepesaBaTb A0-
NONHUTENbHbIE Galibl MPY OTNPaBKe NpPe3eHTaLun 4pYrMm Nnoib30BaTeNsiM.

C nerkocTbio pefakTVpyinTe BUAEO3anuncy, BCTaBaeHHble 13 Gpanaos, 1 ynpaBasmiTte UMK,

¢ 3aknagku ana eupeo. lobasbTe 3aKNaaKN AN BaXXKHbIX MOMEHTOB BUAEO3aNUCK ANs
6bICTPOro nepexosa K HAM UM aBTOMAaTMUYECKOrO 3anycka aHMMaL M BO BPems BOCMNPO-
N3BeAeHUS.

¢ MoHTtax Bugeo. C 1erkoCTbo MOHTUPYITE BCTPOEHHbIE BUAEO03aNNCK, YTOObI BaLLM
CnyliaTesv BUAEAW TONbKO TO, UTO Bbl XOTUTE MM MOKa3aTb.

Bd9-0 Npesentaupnd - Microsoft PowerPoint [T — S8 ®”
[ o Ao Mocs cudsos  Peutsm

e - R e - e R

+
JEB| wm i

Cosiainsl | Basoswit | D pycoonh B@BW T 105% -

Puc. 1: MmOoHTaXx BMAeo HenocpeactBeHHO B PowerPoint 2010.

Microsoft 7
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¢ CpepctBa pabotbl ¢ Bugeo. lNMpumeHanTe addekTbl MCHe3aHMS, a TakKe Apyrue BUAeO
apdekTbl M cTnan. PopmaTnposaHme 1 3pdexTbl, NPUMEHEHHbIE K BUAEO3anucaM, BCTaB-
NeHHbIM 13 dalina, COXPaHATCA BO BPpeMS BOCMPON3BEeAEHWS BUAEO.

¢ 3acraBka ana Buaeo. icnonb3ynte obnacte cnavga 6onee adpdekTneHO, n3bexas no-
SBNEHUS Ha Hel YepHbIX MPAMOYroibHbIX 0bacTel BUAEO, KOTOpble TPYAHO neyaTtaTs. B
KauecTBe n306paxeHns Bbibepute Kagp BUAEO3aNmnCcK Nan KapTMHKY 13 ceomx ¢aiiios.
3710 n3obpaxkeHne byaeT 3anonHATb 06aacTb 06bEKTa, KOrAa BUAEO HE BOCMPOU3BOAMNT-
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Mpocwotp Hacrpoiika CTUAY BUAE0 ) YNopaAoUMTS Pazmep

Puc. 2: npumeHeHne dopmaTtnpoBanms 1 3¢deKkToB K BUAEO Ha BkIasake «PaboTa ¢ BUAEO |
®opmat». Ha Bknagke «Pabota ¢ Bugeo | BocnpounssegeHne» MOXHO HalT Takme GyHKLUN
KakK 3akiagku, 3pdekT ncuesaHma 1 MoHTax.

¢ MWcnonb3oBaHue Bnaeosanucu B kauectse poHa: pasmMellalrite 06bekTbl BUAEO 3a 3a-
NONHUTENAMWN UAN APYTUM COAEPXUMbBIM Ha obpasLie nan makeTe cnanga nam xe Ha ca-
MOM cnarifie 3a Apyrumun obbekTamu. BctaBneHHble 13 paitna BUAeOo3anmncu cCoxpaHaroT
nopAzoK, B KOTOPOM OHWM 6bIn pa3MeLLeHbl, YTO NMO3BOJIAET BO BPeMA Mpe3eHTauun nc-
MOAb30BaTbh BOCNPOM3BOAALLMECH BUAECO3AMNCK B KayecTBe AVHaMMyeckoro poHa cnam-
Aia MK KaK YacTb CPeXecCMpOBaHHOM NOCeA0BaTENbHOCTM aHMMaLLWIA.
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CoBeTbl.

e [lpu BHegpeHWN BUAEO U ayamno $alinoB B Npe3eHTaumio, NCMOoNb3YOTCA TONbKO KOMUK 3TuX daii-
nog. Moatomy ntoboe popmaTMpoBaHme 1 peAakTMpPOBaHWE 3TUX MyAbTUMEANHBIX O6BEKTOB Ha
cnange BANAET TONbKO Ha KOMUW 3TUX OO6BEKTOB, HaXOAALLMXCA B MPE3eHTaL MK, U He 3aTparvBaeT nc-
XOfHble MynbTUMeANAHbIE dalibl.

e B npeseHTauumn MOXHO TakXe pejakTMpoBaTb BHEAPEHHbIE 3BYKOBble dhaliibl. VX Takke MOXHO MOH-
TUPOBaTb, ,06aBAATL IPPEKT NCUE3aHUS UAN BCTaBAATb 3aKNaAKN Ha KOYEBbIE MOMEHTbI.

e Bbl XOTUTE BCTaBWTb TOJIbKO CCbIJIKY Ha 3BYKOBOW WAN BUAEO daiia, a He BCTpamBaTb 3TOT daiin B npe-
3eHTauuo? B ananorosom okHe BecraBka Bugeosanucu nin BeraBka 3Byka BbibepuTe My/ibTvMe-
AWMHBINA Galn, KOTOPBIN ClefyeT BCTaBUTh, LLENKHUTE CTPENOUKY PSAOM C KHOMKOW BcTaBuUTh, a 3a-
TeM LWenkHUTe CBA3b ¢ dpainom. Npu BCTaBKe BUAEO WAN 3BYKa B BUAE CCbUIKMU MO-MPEXHEMY MOX-
HO MCMO/Ib30BaTb CPEACTBA PEAAKTUPOBaHMSA U GOPMaTUPOBAHUSA AJ/is HACTPOWKM 3TOFO MyAbTUME-
AMMHOro o6bekTa Ha cnaizie, He 3aTparnsas MCXOAHbIV daiin.

e PowerPoint 2010 npegnaraet 6onee rnbkme cpeactsa GopmMaTMpoBaHUA MyAbTUMELNNHbBIX OO BEKTOB.
WNcnonb3yinte ocHOBHblE 3BYKOBbIE U BUAeo dopmatbl (Hanpumep, WMV, WMA n MP3). Habop oc-
HOBHbIX POPMaTOB, NOAAEPXKMBAEMBIX MO YMOAUYAHWIO, 3aBUCUT OT ONEPALIMOHHON CUCTEMBI.
PowerPoint 2010 Takxxe nogaep>xvBaeT A0ONOAHUTENbHblEe dopMaTbl, Takme Kak DivX, MOV n H. 264,
OZHaKO A/1A 3TOro HeobXoAMMO YCTaHOBUTb Kogekun DirectShow, koTopble MOXHO NpruobpecTu y cTo-
POHHMX NMOCTaBLLMKOB (MOXET NOoTpeboBaTbCA AONOJAHUTENbHAA NaTa).

¢ Oxatme ¢pannoB mynbTumeama. BoamMoXXHOCTb BCTpavBaHMs BUAEO W 3BYKOBbIX pali-
NIOB B Npe3eHTau Mo NO3BOSET CO34aBaTb BNeYaTAfolWme AMHaMnyeckme npokasbl
cnanpoB. Ho gobaBneHmne Taknx MynbTUMEANNHBIX GariaoB TakxKe MOXET 3HaUYUTEIbHO
YyBENNUNTL pa3Mep palina, UTo 3aTPyAHUT NpesoCcTaBaeHMe JOCTyNa K Npe3eHTauumn apy-
rMM nosb3oBaTensMm. s BbICOKOKaYeCTBEHHOrO BOCNPOU3BEAEHNS OUEHb BObLLNX
MY/bTUMeANHbIX Ppannos TpebyeTcsa HosbLue CUCTEMHBIX PECYPCOB.

Ans peweHwna aton npobaembl PowerPoint 2010 npeanaraet cpeactso Cxartme ¢aiinos
My/NbTUMeAMa, MO3BONAOLWEE YMEHbLINTb pa3mep danna 1 NoBbICUTb Ka4eCTBO BOC-
npowussegeHus. LLilenukom Mol BeibepuTte TpebyemMoe KauecTBO CKaTus, Kak NokasaHo
Ha . Ecm kauecTBO BOCNpoun3BeseHNs nocsie cxaTtma Gana Bac He yCTpanBaeT, OTMe-
HUTb NOC/NIEAHIOK OMepaLMo CKaTUS MOXHO eLle OAHUM LLLEIYKOM MbILLW.
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¢ OntMmMusaumsa pannos MysbTUMeana ANA COBMECTUMOCTU. Bam TpebyeTca 3anyctuts

Mnokas q>a|7|nos Ha ApPyromMm KoOMnbkoTEPE NN OTNPaBUTb €ro Apyrum noab3oBaTtenam ana
BOCnpouB3eaeHnAa Ha nx KOMI'IbI-OTean? MHCprMeHTaJ'IbHOG cpeactso <<OI'ITMMM3aLI,VIﬂ

bannoB MynbTUMEAMA AN COBMECTUMOCTU» afanTUpPyeT KOAMPOBKY BHEAPEHHbIX MyJ/lb-
TMMeAMIHBIX GannoB n obecneunBaeT KaueCcTBEHHOE BOCMPOU3BEAEHME NPK 3anycke
nokasa Cc/1ajoB Ha APYroM KOMMbOTEpE.

Cseaenua: MNpeseHTtaumal

] Cxatme dait
b

‘ = Pasiep $ainon MyALTHMEANI W NPOKIBOANTEALHOCTL

Lo

CoxparuTs u cpasuTs
Copavea

) Nspamerpas Jaitny weotxommo
3 swon Mo

Puc. 3: poctyn K
napameTpam
oKaTusa 1 onTu-
MM3aLMN B Npea-
cTaBneHun Back-
stage Ha BKnhagke
«CBeaeHma».

Coget. CM. JONONHNTENbHbIE CBEAEHMA 06 NCMOAb30BaHMMN TakKUX GYHKLIMKA, Kak MOHTaX BUAEO WAN CKa-
TVE MYJbTUMEANIHBIX GaliNioB, ANA BCTPOEHHBIX MybTUMEANHbIX Gainnios, B pasgene «CoBeTbl /15

ONMbITHOrO NOJIb30OBaTe/IA» 3TOr0 PyKOBOACTBA.
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BcTaBka Buaeo ¢ Be6-canta HosuHka!

C nerkocTbto BCTaBAANTE CBA3aHHbIE BUAEO3aMNunCK, 3arpy>XeHHble Ha Be6-calnTbl, YTOObI BOC-
NPOV3BOANTBL MX HEMOCPEACTBEHHO B Npe3eHTaunn.’

MpocTo ckonMpynTe KOA BHEAPEHUS, KOTOPbI OTObpaXxkaeTcs Ha Beb-cTpaHuLe, rae pa3mMelle-
HO Balle BMAEO, N BCTaBbTE €ro B AMaN0oroBoe OkHo, n3obpaxeHHoe puc. 4. PowerPoint BcTaB-
NAeT 3TO BMAEO Ha CNaig, MO3TOMY ero MOXHO BOCMPOV3BOAWTL BO BPEMSA MPe3eHTauun, He
BbIXOAA M3 NpuaoxeHna PowerPoint.

"

Brraeka enaeo c eeb-cakita M

Urolbl ECTABWMTE CCEINKY HE BMAE0, OTMNPABNEHHDE Ha EED-CAIMT, CKONMPYMTE KOA BHEAPEHWA C
eef-CaliTa M BCTABLTE £ro B PACNONOHEHHOE HUHE TEKCTOBOE None:

CNpaska 1 NpMMEeDbl

Puc. 4: uTo6bl BCTaBUTbL Ha CBOW CNaig BUAEO, pa3MelleHHoe B VIHTepHerTe,
NPOCTO CKOMUPYNTE N BCTaBbTE KOZ BHEAPEHWS.

SOAEMEeHThI ynpaBA€HUs BUAEO U 3BYKOBbIMU 3ANMUCAMU HosuHka!

Bo Bpems npe3eHTauuy BUAEO MOXHO NPUOCTaHABANBATb, NepeMaTbiBaTh BNiepes 1 Ha3aa, ne-

PexoAuTb K 3aK/1ajKaM, a TakKe U3MEHSATb FPOMKOCTb 3BYKa. DTW HOBbIE 3/IeMEHTbI YNpPaBAeHUs

MO3BOJIAKOT KOHTPOAMPOBATh NPOLLECC BOCMPOU3BEAEHUNS BUAEO U 3BYKOBbIX OOBEKTOB Ha CNaii-
AaX, He BbIXOASA M3 CO3aHHOro nokasa Gpannos.

*[lna BOCMpOW3BeAeHNA BUAeO3anucK C Beb-caiiTa TpebyeTca noakatoueHme k VHTepHery.

Microsoft 11
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Puc. 5: npocro
HaBeAuTe yKa-
3aTe/lb MbILLK
Ha BUZAEO UK
3BYKOBOW 06b-
€KT BO Bpems
nokasa cnam-
J10B, UTOOBbI
oTO6pasnTb U
MCNosb30BaTh
3N1E€MEHTbI
yrnpaBaeHus.

CoBerTbl.

e BO3MOXHO, Bbl y>Ke 3HaeTe, UTO B pexunme nokasa GpanioB MOXHO HaxaTb kaasuwy F1 ans npocMoT-
pa pacnpocTpaHeHHbIX COUYEeTaHUI KaBULL, KOTOPblE MOXHO MCMOAb30BaTb BO BPeMs Npe3eHTalmu. B
PowerPoint 2010 so6aBaeHO MHOXECTBO HOBbIX COYETAHWI KNaBuLL, B TOM YNC€ COUETaHUSA KaaBULL
4151 3/IeMEHTOB YNPaB/ieHUs MyAbTUMEANINHBIMU 06 bEKTaMU, KOTOPbIE MOXHO BUAETb HA PUCYHKE.

- .
e T —— | |

Ofume | Hacrpoiia Bpemeru i sanucs | MynsTimeava | Pyxonuaroii ssoa

COYETAHNA KNABHW AN YNPABNEHHA MYNbTHHEQNA

[Ins BKNICHEHIMS HABEANTE YKA3ATENb Ha MYIbTANEANE MV NEPERGUTE K HEMY, MENONG3YA Knasuwy TAB

ALT+P MynsTHMEAMa - BOCTPOVEBEACHHE WM NEY3a

ALT+Q MySIbTUMEAME - OCTAHOBKA BOCTPOM3EEAEHIS

ALT+HOME unu END MyneTHMEAME - NEPEXOA K NPEAbIAYILER MW CREAYIOWEH SaKNaaKe
ALT+CTPEMKA BHIA3 i BBEPY MyNETHMEAA - YMEHSLIEHINE NN YBEMMHEHIE FPOMKOCTA
ALT+SHIFT +CTPEMKA BNEBO 1w BIPABO MynbTHMEAMA - NEPEMOTKA Ha3aa MM Brnepea

ALT+HU MynbTHMEAME - OTKIKOHEHHE MM BKIKYEHHE 35YKa

® HoBble aneMeHThbI ynpaBaeHnAa BHEAPEHHBIM 3BYKOM 1 BUAEO AOCTYMNHbI ANA MyﬂbTMMEAMVIHbIX 06b-
€KTOB, BCTaB/IEHHbIX N3 ¢aﬁnos. [nsa Bnaeo, BCTaBAEHHOrO € Beb-caliTa, MCNONb3YHOTCA SN1E€MEHTbI
ynpaBieHUa, npejoctaBademMble 3TUM Beb-caliTom.

Microsoft 12
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CpeACTBA PeAGKTUPOBAHUS M30OpaXKeHU HoBble U yAyYLLUEeHHbIe oyHKLUMM!

PowerPoint 2010 obecneunBaeT cBO6OAY XyAOXKECTBEHHOIO TBOPYECTBA, Npeanaras pasinyHble
HOBbIE M y/yYLLEHHble CpeacTBa A1 06paboTkm n30bpaxkeHun.

® anMeHﬂVITe coBepLEeHHO HOBbIE XyA0>XXeCTBEHHbIe 3(|)¢eKTbI, Takne Kak Ma3kn KNUCTbHO,
yepTex, CTeEKNO, Ha6poc0|< KapaH4alwoMm U nactenb.

¢ McnbiTarite B A€NCTBMN HOBbIE CPEACTBA KOPPEKLWW, B TOM UYNCIE U3MEHEHNE Pe3KOCTH
N YNYYLLEHHYH HacTPOWKY APKOCTU N KOHTPACTHOCTM.

o [lo3akcnepvMeHTUPYNTe C HOBbIMU CpeAcTBamMM 06paboTku LBETa, TakKMMU Kak N3MeHe-

HVE HaCbILWEHHOCTU UBeTa U OTTEHKOB, a Tak>XXe yayylleHHOe CPpeACTBO NepeKpacKkn.

e bnarogapsa ncnonb3oBaHMO HOBOTO CpeacTBa yaaneHusa GoHa MOXHO chOoKycnpoBaTb
BHMMaHMe 3putenen ToNbko HeobxoanMbIxX dparMeHTax n3obpaxeHuns, oTbpocmB Bce

HeHy>Hoe.

Puc. 6: cBepxy MOKa3aHO NCXOAHOE M306paXkeHne, a Aanblie MO YacOBOW CTPEKe 3TO Xe
n3obpakeHne C NPUMEHEHNEM XYA0XKeCTBEHHbIX 3PHEKTOB (CBEeUEHME KPaeB, Bbipe3ka n
CTeKN0), a 3aTeM nocne yaaneHmsa anemeHToB doHa nsobpaxeHusa. Cpeacrsa 0bpaboTkm LBe-
Ta 1 KOPPEKLMNN NMO3BOAIOT MPEBPATUTbL 3TO Xe n3obpaxeHne B GoH cranga. Kpome Toro,
3eCb NPUMEHEHbI CTUAN PUCYHKOB 1 3ddeKTbl, N03BOANBLLME 06aBUTb FPaHULLY, TEHb, pe-

Nbed, BpalleHWe, CrnaxvBaHve n urypsi.

Microsoft 13
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e bbicTpo goBegunTe cBOM M306paXkeHNa 4O COBEPLUEHCTBA, MPUMEHAS YyULLEHHbIe Cpes-
cTBa 06pe3ku, NO3BONAOLLMNE CABUIaTb N YBEIMUYMBATb N306paxeHne, YTobbl 3puTenu
YBUAENN UMEHHO TO, UTO Bbl XOTUTE MM MOKa3aTb.

Puc. 7: 3aecb nc-
noJib30BaHa
ynyJlleHHas
byHKUMA obpe3kun.
MNMonHoe nsobpa-
>XXEeHWe BO BpeMs
obpazkn oTobpa-
XaeTcs 3aTeHeH-
HbIM, MPY 3TOM
MOXXHO BbIMNOJI-
HUTb 06pe3Ky No
KOHTYpY durypsl
(Kak Ha puCyHKe)
NV NPUMEHUTb

NPAMOYrONbHYHO

obnactb 06pesku ¢

BbIOPaHHbIMK

NPONopPLMAMMN.

Cogert. 15 5KOHOMUW BpeMEHU NpU pegakTupoBaHum dotorpadunii ucnonbsyrte GyHKLUIO JMHaAMMUY e-
CKOro npesBapuTesbHOro npocmMoTpa. Ytobbl nocMoTpeTb, kKakum obpasom ByaeT BbirnsAeTb BbibpaHHOe
n3obpaxkeHune nocse npuMeHeHns sdpdexTa, HaBOANTE yKasaTeslb MbILLIM Ha COOTBETCTBYHOLLME 31EMEHTHI
B kosnekumax Koppekuus, LiBeT nan XygoxectseHHble 3¢pdekTbl. ECv Xe B koanekumax He otobpaxatoT-
€A HeobxoanMble BaM 3ddekTbl, BbibepuTe KOMaHAy MNapameTpbl B H/XKHEN YacTU 3TUX KOANEKLMIA, YTODbI
0TO6Pa3nTL AManoroBoe OKHO, B KOTOPOM Mpe//iaratoTca pacluMpeHHble BO3MOXHOCTM popMaTnpoBsa-
HYA.

MpumeuaHume. Takre e HOBbIE U YyULLEHHbIE CPEACTBA PeakTMPOBaHUA N3006paxxeHU Ao-
CTynHbl B npuaoxeruax Microsoft Word 2010, Microsoft Excel® 2010 n Microsoft Outlook®
2010.

Microsoft 14
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BcTaBka CHUMKOB 3KpaHa HoBuHka!

Bam Bce elLe He xBaTaeT cnocob0B yNyULLNTb CBOH NPE3EHTaLIMIO C MOMOLLbIO M306paxeHNin?
Tenepb MOXHO cAenatb CHUMOK 3KpaHa B APYroM OTKPbITOM OKHE W BCTaBUTb €ro Henocpes-
ctBeHHO B PowerPoint 2010. MoxHO Tak>ke BbIO6paTb 13 KONNEKLMW JOCTYMHbIX CHUMKOB 3Kpa-
Ha, B KOTOPYHO aBTOMaTMYeCkn J06aBAAOTCA OTKPbITble OKHa.

MpumeuaHme. Bo3MOXHOCTb AenaTb CHUMKWN 3KpaHa HeNnocpeacTBEHHO 13 npuaoxeHunin Office
2010 Takxe aoctynHa 8 Word, Excel, Outlook, Microsoft Publisher u Microsoft OneNote®.

CO03A0BAUTE BLIAQIOLLIMECS NPE3EHTALLUM

Mepexoabl AA cAaA0B HoBuHKA!

Bnarogaps ncnonb3oBaHMIO MepexosoB MexXay cnangammn npeseHtauumn 6yayT BbIrNAAeTb U3ALL -
Hee, ecTeCTBEHHee 1 NoAYepKMBaTb OCHOBHble MOMeHTbI gokaaga. PowerPoint 2010 no3sonser
MONHOCTBIO 3aXBaTWUTb BHUMaHWe CBOeW ayanTopun baarogapa HOBbIM M yyULLEeHHbIM Nepexo-
AaM MexJay cnarifiamu, BKaoUas nepexoibl C TpexmMepHbIMU 3ddekTamm, He yCTynaroLyme no Ka-
yecTBy rpapuyecknm adpdekram, KOTopble Bbl YACTO BUAMUTE Ha dKpaHe TeseBm3opa.

Microsoft 15
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BbibupaiiTe n3 MHOXeCTBa HOBbIX U y/ydLlleHHbIX 3GdeKTOB nepexosa, AOCTYMHbIX Ha BKAAJKe

«[epexogbl». ITa BKNaAKa COAEPXNUT UHTYUTUBHO NMOHATHYHO KOANEKLMNIO NEPEXOAOB W AOMO-
HWUTE/IbHblE NapamMeTpbl AN MHOTMX 3PHeKToB (CM. puc. 9).

Eld92-6 9= Mpesertaunsl - Microsoft PawerPoint =]
m_rﬂam—mn Beraska Anzaiin Mepexoast AHWUMELMA Mokas cangos PeueH3IMpOEaHNE Bug @
@ - - - - . = @ 3eye [Het3syka]  ~ Cmena craiiga

|—¢=—|| \‘J'ZJI @ |ﬁ ‘:ﬁ ‘ |ﬂ @ - @ AnurensHocTs: 0139 Mo wenuky
MpoMoTe | | oreprisarine Hanneis Benuiwka  PactsopeHue LWawkn Kaniosn Yace Cotal = E;gi‘:;gf I 1) T — ] Mocre: 00:00,00 =

©

Mpocmotp Mepexoa K 3ToMy Charigy | Bpewa nokasa ciaigos

B uentp

= €l
B coorcaeee

% Ceepyy cnesa
<]

Bt 7.1 B1-Q-

Puc. 9: HoBas Bknagka «Mepexoabl» B PowerPoint 2010. Beibepute nepexos 13 koanekuuuy,

Kak MokKas3aHo 34ecCb, a 3aTeM NpuUMeHuTe HeobxoamMble 3ddekTbl, HABOP KOTOPbIX 3aBUCUT
OT BblbpaHHOro nepexosa.

Cogert. YT06bI 6bICTPO YBUAETD, Kak ByaeT BbirnageTb 3bdekT Ha cranje, NPoCTo HaBeauTe yKasaTenb
MbILLW Ha nepexog B ranepee Mepexoabl.

AHumaumu YaydweHo!

AHUMMPOBaHVE COAEPXXMMOrO Cnaraa AenaeT cnangbl 6onee AMHaAMUYHBIMU U NMO3BOJIAET NPU-
B/JIeYb BHUMaHWe ayautopumn K Hambosee BaxkHbIM MOMeHTam. B PowerPoint 2010 nonynapHble
aHVMaLMW OTINYAKOTCA PeaMCTUUYHOCTBIO ABUXKEHWM, a TakxKe npegaaratotcs yaobHble cpes-
CTBa A/19 YNPOLLEHHOro AOCTyMa K aHMMaLWK, ee HaCTPOWKN U MPUMEHEHWS.

CoBget. AKTMBM3aLMSA ONPeseNeHHbIX 3/IEMEHTOB Ha C/laififie MO3BOAAET 3aMyCTUTb aHMMaLMIO MO AOCTU-
>KEeHWU 3aKNagku Npu BOCMPOU3BEAEHMM 3BYKa WM BUAEO Ha cnalife. Mocne fobaBneHns 3aknafok B
MYAbTUMEANAHBIA 06BEKT K HUM MOXHO JIErKO NEPEXOAUTL Ha BKAagKe AHMMaLMA, KOTopas n3obpaxe-
Ha Ha puc. 10, nog komaHzgov Tpurrep. MNpocTo NpYMeHUTE XeNaeMyr aHUMaLWIO Ha BbiIBpaHHbIN 06b-
€KT, a 3aTeM MPUMEHUTE TPUITEP 3aKNALKMU.

Microsoft 16
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Puc. 10: c nerkocTbto nepexoaute kK apdpektam aHMMaL My, NpocMaTpmBanTe u

npvMeHanTe nx B PowerPoint 2010.

AHumaums no ob6pasuy HosuHka!

Bbl moTpatuam Bpemsa Ha HacTpOWKy NOCNeA0BaTENIbHOCTM aHUMaLMK U JOBUANCE HY>KHOTO 3¢-
dekTa ana cBoen nNpeseHTaunn. Heyxxenn Bam NnpuaeTca HauMHaTb BCe 3aHOBO, KOraa notpeby-
eTCs MPVMEHUTb Te Xe caMble NapaMeTpbl aHUMaLUK K ApYrMM obbekTam npeseHTauun? Te-
nepb HeT.

HoBas dyHKLMA «AHMMaLMK No obpasLy» oUeHb Noxoxa Ha nonyaspHoe cpeactso «dopmart no
ob6pa3sLy», JOCTyNHOe B HECKONbKUX NpunoxeHusx Microsoft Office, koTopoe nossonset konupo-
BaTb pOopMaTUpOBaHMe TekcTa U 06BbeKTOB. [oTpaTnB BpeMs Ha co3gaHue A obbekTa cobCTBEH-
HOM aHUMaLWK, BaM 6obLLe He NoTpebyeTcs AenaThb 3TO ele pas. MpocTo BbigennTe 06BbEKT, CO-
Aep>Kallmin Habop aHMMaLMOHHbIX 3GdEKTOB, KOTOPbIN TPEBYETCA KONMPOBATb, LLESKHUTE KHOMKY
«AHUMaUWs No obpasLy», a 3aTeM LEeIKHUTE 06BEKT, K KOTOPOMY TpebyeTcs MPUMEHNUTb CKOMU-
POBaHHY aHUMaLMO. MOXHO TakxKe ABaXAbl LLENKHYTb KOMaHAy «AHMMaLMs No obpasLy»,
yTOObI 326/10KMPOBATH €€ BO BK/IFOUEHHOM MOJIOXKEHWUW, a 3aTeM NPUMEHUTb BbIGPaHHY aHUMa-
L0 KO BCEM HEOHBXOAMMbIM O6beKTaM Ha ApYrux clanjax U B APYrux npeseHTauumsx.
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Cosert. KomaHza «AHMMaLMa No obpasuy» HaxoaMTCsA Ha Bkagke AHMMaUMa B rpynne PaclumpeHHas

aHumMauma. MoxHo Takxe HaxaTb ALT+SHIFT+C, uto6bl ckonvpoBaTh Habop aHUMaLMOHHBIX 3ddeKToB
13 BbIOpaHHOro 06bEKTA, a 3aTeM LUENKHUTE APYro 06beKT, YTOObI MPUMEHUTL K HEMY 3TOT Habop.

AonoAHuTeAbHble TemMbl Office

JononHutenbHble BCTpoeHHbIe Tembl B PowerPoint 2010 npeanaratoT LUMPOKNIN aCCOPTUMEHT
MaKeToOB 1 NnapamMeTpoB GpopMaTMpPOBaHMS, MO3BONAIOLLMX CO3aBaTb eAnHOObpa3HbI Nnpodec-
CWMOHaNbHbIV AN3aH ANS BCEX Npe3eHTaunin n ntobbix gokymeHtos Office 2010.

MpoCTO WenkHUTe ANs NpMMeHeHus BbibpaHHOW TeMbl, a PowerPoint 2010 caenaet Bce ocTanb-
Hoe. MNpn popmaTMpoBaHMM Npe3eHTaLMi C UCNOb30BaHWEM TeM MaKeTbl CI1alngoB, GOHbI,
WwpndThl, LBeTa N 3ddekTbl PopMaTUPOBaHUA N306paKEHNI OOHOBAAIOTCA HE3aMEANNTENbHO,
6narogapa Yemy BCe 3n1eMeHTbl Mpe3eHTaunmn JOMOAHAIOT APYr Apyra. A npu co3gaHun B npe-
3eHTaumm nsobpaxeHunin Office Art (Takmx kak gvarpammbl SmartArt n rpadukn Excel 2010)
bopmaTnpoBaHMe aBTOMaTUUECKN COrnacyeTcs C NPUMEHEHHOW TEMOW.

CMeLLvBaiiTe 1 coueTaTe WpndThI, LBETa U rpaduryeckmne 3dPekTbl CyLLECTBYHOLMX TeM, YTODbI
6bICTPO co3zaBaTh COBCTBEHHbIE TEMbl. MOXHO Tak>e cOo34aTb COOCTBEHHbIE HacTpanBaeMble
TEMbI, HAaNpUMep, YTOObI IEFKO MPUMEHUTb IMYHYH UAN GUPMEHHYIO CUMBOAMKY. OZHW 1 Te Xe
Tembl gocTynHbl B Word 2010, Excel 2010, Outlook 2010 1 Microsoft Access® 2010, uto no3so-
nseT nerko Mapkupoatb Bce gokyMeHTbl Office 2010.

CoBerTbl.

e Wcnonb3yite 40 BCTPOEHHbIX TEM U3 KOJEKUUN TeM Ha BKaske KoHcTrpykTop B PowerPoint 2010.
13 3TOl KOANEKLMM MOXKHO TakxKe NIErko Noy4YmnTb AOCTYN KO MHOTUM APYTMM TeMaM, JOCTYMHbIM Ha
Beb-calite Office.com. PerynspHo nposepsiite kateroputo Office.com B Konnekumn TeM: BbibpaHHble
TeMbl OTOGPaXKarOTCA aBTOMaTUYECKN, KOTAa OHW CTAHOBATCA JOCTYMHbIMM.

e Yr0obbI 6bICTPO CO3AaTb HacTpanMBaeMyto TeMy, CMeLLIMBas U coyeTas 3NeMeHTbl TeM, Bbibepute oT-
JeNbHble LBeTa TeMbl, LWPUPTLI TeMbl 1 3D PeKkTbl POPMaTUPOBAHNA TEMbI U3 COOTBETCTBYIOLLMX KO-
nekumi Ha Bknagke KoHcrpykrop B rpynne Tembl. 3ateM ucnonbsyite napametp CoxpaHUTb TeKy-
YO TEeMY B HVDKHEW YacTu KOANeKLUK TeM, YTobbl COXpaHUTb BbibpaHHble 3 deKkTbl B KadecTBe
HacTpanBaemMon TeMbl. [locne coxpaHeHWs TeMbl, OHa aBTOMaTUYeCKM CTAHOBUTCA AOCTYMHOMW ANs CO-
aepxumoro B PowerPoint, Word, Excel, Outlook n gaxe B Access 2010.
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e Vicnonb3ylite GYHKUMIO AMHAMUYECKOTO NPeABapUTeNbHOrO NMPOCMOTPa, YUTODbI NMOHATL, KaknM obpa-
30M pa3Hble Tembl OyAyT BbIFSAAETh B Ballen npe3eHTauun. MpocTo HaBeanTe KypCop MbIlLMW Ha dJie-
MEHTbI B KOAIEKLUN TEM N MOCMOTPUTE, KakK OHW ByayT BbIrNSAETb Ha BalleM cnalije.

e Cwm. cBegeHna o crnocobax CO34aHunA COBCTBEHHbIX, MOJAHOCTbIO HacTpamBaeMbIX TEM B pa3sjene «Co-
BETbl A4J14 OMNbITHOIO NOJib30BaTenda» Aajaee B 3STOM pyKOBOACTBE.

BHd9-0 06+ Mpesentaumal - Microsoft PowerPaint (=t
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4 Pa3peWnTs OBHOBNEHNE KOHTEHT ¢ caiita Office.com..

[ Domckrem

oo [y Coxpanue Tekywyio Temy..,

AONOAHUTEABHbIE Frpachudeckme anemeHnTbol SmartArt YayyweHro!

Bbl 3HaeTe, uTo rpadumka 3avactyto no3sosset 6osee 3GpHEeKTUBHO NOACHUTb BaXKHblE MOMEHTBI,
Yyem MpOoCTo TeKcT. [103TOMY Tak BaxKHO BblbpaTh NpaBWbHbIV BUA rpadpryeckmx o6bekToB Ans
CBOEr0 COAEP>XKMMOrO 1 0bUTLCA TOro, YTOOLI OHM BbITIAAEAN Hanay4wmmM obpasom. K cya-

ctbro, B Office 2010 npeanararoTcs AeCATKN LOMONHUTENBHBIX MakeToB SmartArt ans 6onee 130

pasnnyHbIX gnarpamMmmM, Co34atb KOTOPbIE HE CJIOXKHEE YEM ObbIYHbIN MapKMpOBaHHbIVI CMNNCOK.

Bnarogaps nonynspHbimM rpaduryecknm obbekTam, kotopble nossuance ele B Office 2007, nto-
601 Nonb3oBaTeNb CMOXET CO3/aBaTb NO-HACTOALLEMY BneyaTastoLme guarpaMmbl. MoOXHO
BblbpaTb caMble pa3inyHble MakeTbl SmartArt, Ha4MHas Co CMUCKOB, K 3aKaH4YMBasa AnarpaMMma-
MW NPOLLECCOB, LIMK/IOB 1 OTHOLLEHMWI, KOTOPble MO3BOIAT MakCUManbHO 3PPEKTUBHO UANKO-
CTPUPOBaTb B3aNMOCBA3aHHbIE NAEN VN HEJIHEVHbIE KOHLLeNUUu.

HoBble MakeTbl, gobaBneHHble B Office 2010, BkAtOUatOT OpraHM3aLMOHHbIE AnarpamMmmbl, ava-
rPaMMbl Ha OCHOBE PUCYHKOB 1 MHOTOe Apyroe. 34ecb TakXKe AOCTYMHbI YayYlleHHble NHCTPY-
MeHTbl paboTbl C AMarpamMamun Ha OCHOBE PUCYHKOB, HaNpUMepP, BO3MOXHOCTb C IEFKOCTbHO

£,06aBNATb AN 3aMEHATb PUCYHKM NPAMO B 061aCTV 411 BBOAA TEKCTa, @ TakXKe 3aMeHATb Bbl-
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HpaHHble B AnarpammMe pUCyHKW, NCMOAb3YA KOMaHAy «/I3MeHUTb pUCyHOK» Ha BKaagke «Pabo-

Ta € pucyHkamu | dopmar».

i ™
BeiSop pucyHka SmartArt M
-
B b . me. 3
8= Crmcok y B
=32 [Mpouecc
2::? — % |
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HECKOMEKUMA YPOBHSAMM TEKCTA.
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S é || offbem TekTa ypoBHA 11 cpeaHWii ofiben
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Puc. 12: pnanoroBoe okHO «Bbibop pucyHka SmartArt», 4ocTynHOe Ha BKaagke

«BctaBka» B rpynne «/antoctpaummn».

CoBerTtbl.

e [lpwu BcTaBke rpaduueckoro anemeHTa SmartArt Ha neHTe nossasatoTcs Bkaagku PaboTta ¢ pucyHkamm
SmartArt | Konctpykrop v ®opmar. Ha Bknazke Pabota ¢ pucyHkamu SmartArt | KoHcTpykrop
BAOCTYMHbI KoAnekummn 3dppekToB GpopmMaTUPOBaHNA, CTUAM U MapaMeTpbl U3MeHeHWA LiBETOB, KOTOpble
aBTOMaTUYECKMN MOAFOHAOTCA NOA BblibpaHHyto TeMy. Kpome TOro, Ha 3ToN BkAaAKe Haxo4MTCa KO-
nekums MakeTbl, U3 KOTOPOIM MOXHO BblIbpaTh APYrov MakeT U MPUMEHUTL ero K BbIbpaHHOM Ana-
rpamme, NPocTo LWenkHyB ero. OdopmMaeHmne CoaepKMMOro, yxe fobaBneHHOro B rpadunyecknin obb-

€KT, aBTOMaTn4ecku obHoBAseTCA C y4eTOM HOBOro MakeTa.

e [loMHWTe, UTO, ecI BCTaBUTb B HEHGONLLLON 3anoNHNUTENb KapTUHKK B rpaduryeckom obbekTe
SmartArt 6onbLuoi dalin n3obpaxeHus, TO paspeLleHne HaBepHAKa byaeT Bbille, Yem TpebyeTca Ana
oTObpaXeHUs HebobLIOro N306paxeHNs. YTobbl yMeHbLUUTL pa3Mep daiiaa U yNpocTUTb peaakTu-
poBaHwue rpaduyeckoro anemeHta SmartArt, KapTUHKM, BCTaBaseMble B rpapuyeckme ob6bekTbl, MOX-
HO OKMMaTb. 114 3TOro BbigennTe KapTUHKY B rpaduryeckoM obbekTe, a 3aTem WwenkHuTe CKaTb pu-

CyHKw B rpynne MsmeHeHue Bknazkn Pabota ¢ pucyHkamm | ®opmar.
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e Y706bI M3BNEUb CoAepXXMMOe U3 rpadmyeckoro obbekTa SmartArt, ncnonb3yriTe HOBOE CPeACTBO

Mpeo6pa3zoBatb Ha Bknagke Pabota ¢ pucyHkamu SmartArt | KoHcTpykTop, utobbl npeobpaso-
BaTb rpaduueckmii anemMmeHT SmartArt B TeKCT Uam ourypei.

e B ananorosBom okHe SmartArt, npvBeseHHOM Ha puc. 12, obpaTtnTe BHMMaHWe Ha HOBYHO KaTeEroputo
Office.com. MakeTbl SmartArt, pasmeLeHHble Ha cainTe Office.com, aBTOMaTUUeCKkn NOSABAAIOTCA B
3TON KaTeropmu, No Mepe TOro Kak OHW CTaHOBATCS JOCTYMHbIMU.

e Paspabotumkm Office 2010 MoryT BOCnonb30BaThCA HOBOW OBBEKTHON MOAENBIO ANS FpaduuecKmx
3nemMeHTOB SmartArt.

MpumeuaHume. Npadpurueckme anemeHTbl SmartArt Takke goctynHbsl B Word 2010, Excel 2010 n
Outlook 2010.

PopMyAbl HoBuHka!

PowerPoint 2010 ynpoLiaeT co3gaHne MaTemMaTUyecknx BblpaXKeHU 1 X oTobpaxeHne Ha
cnavigax. ns Hayana BbibepuTe OANH N3 HECKONbKMX NPeAonpeseneHHbiX TMNoBs Gpopmy, ot
caMblIX MPOCTbIX (Hanpumep, a® + b* = ¢*) 10 6onee CNOXHbIX MaTeEMaTAUECKMX KOHCTPYKLUK,
NpVBeAEeHHbIX Ha puc. 13, nnmn Bocnonb3ynTecb 06WNPHBIM HABOPOM MHTYUTUBHO MOHATHBIX
WHCTPYMEHTOB, YTO6bI Co3aaTb CBOKO GOPMYyAy C HyAS.

5
Cpe/iCcTEa pUCOBaHNA Gopmy =

m TnasHaa Beraska Awsaitn Mepexoapl AHumauma Mokas cnaigos PeLigH3MpoBaHne Bug Qopmat KoHcTpykTOp [~ e

=0 n2c0

Giroeot (o)) (=] L) e )= § oeF g £2 5 rwe G gm A [

Dopuyna B ~ E lz‘ — || Opo6s Wngeke Pagukan Whrerpan Kpynuwii  Ckoka ynkums Juakpuadeckne Mpegenw  Onepatop Matpuua
- abe DBEIYHEIA TEKCT M ~ ~ 4 4 onepatop~r T < IHEKM ™ norapuom T "2 =
Cepenc [F} CHMEDABI CTpyETYpBI
[v] [*v s v & v 3 @10 K102 30 & 05 B 171§+ 911G 11+ 1 f2e 1 15+ 1 34 1 15 1 dp | 17c 1 18 1 19|
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- I 5] :
- } nmwx . NITXy, |
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- I L L :
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el
- O m————————— re)

Puc. 13: nepengute Ha Bknagky «Pabota ¢ dopmynamm | KOHCTpykTOp», 4TOBbI HLICTPO U IETKO CO-
34aTb Ha CBOMX Cangax NpodeccnMoHanbHO Bbirnaaalimne Gopmynbl.
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Cogert. YT06bI BCTaBUTL GopMyny, Ha Bkiagke BeraBka B rpynne CMMBoAbI WenkHTe Dopmyna a5
BCTaBKM MycTon GopMysibl U Mepexoja Ha Bkaagky «Pabota ¢ dopmynamm | KoHcTpykTop». MOXHO Takxke
LLLeNKHYTb CTPesiKy Noj kHonkol dopmyna, 4Tobbl BbibpaTh GOpMYYy U3 KOANEKLUN.

Ecan npm BcTaBke GOpMybl TOUKa BCTaBKM HaxOAWUTCA He B 3aMOJIHUTeNe AN TEKCTOBOM NoJie, TO
PowerPoint BcTaBisgeT HOBOE TEKCTOBOE MoJe.

PykonuCHbIK BBOA YAyyLueHo!

Mpw NCNoAb30BaHUK YCTPOWUCTBA, MOAJEPXKMBAOLLErO PYKOMUCHBIA BBOZ (HanpyMep, NaaHLLeT-
Horo MK nan nnaHweta Wacom), PowerPoint 2010 npeanaraet 4ONOAHUTENbHbIE BO3MOXHOCTY,
MO3BONAIOLLME MPUMEHATb PYKOMUCHBIV BBOA A8 A0DaBAeHNA cOaep>XMMOoro B cnangsl. Npe-

o0b6pa3oBbIBaiiTe HaprcoBaHHble Gpurypbl B durypbl Office Art, coxpaHsaiite n3bpaHHble TUNbI Ne-
pbeB A1 BbICTPOro AOCTyNa U UCMOAb3YINTe MHCTPYMEHTBI PUCOBaHWMSA, YpoLLatoLLMe pa3Melle-

HVE PYKOMUCHbIX 06beKkToB " ynpaBaeHne nmun.

MHTeAAeKTyaAbHble HanpasAsiiowme HosuHka!

HoBble NHTeNNeKTyaNbHble HanpaBAsOLLME NO3BOAAIOT HbICTPO U TOYHO pa3melLaTb GUrypbl,
n306paxeHns N MynbTUMeUIHble 06BbeKTbI. [Tpy NepeTackmBaHN Ha Cnaing, paspeLUeHHbIX TU-
MOB COAEPXXMMOrO 3TV HanpaBAsftoLMe OTObpaXKatoTCA aBTOMAaTUUYECKN 1 MO3BONAIOT BbIMOA-

HUTb TOYHOE BblpaBHUBaHWME.

Puc. 14: nepetawute
burypbl, n3obpaxe-
HUSA UM MyJbTUME-
ANNHbIE O6BEKTDI Ha
cnang. Mpw atom 6y-
AyT aBTOMaTNyeCcKm
oTOBpaxkeHbl MyHK-
TVPHbIE MHTENNEKTY-

aJibHbl€ HarnpaeaAko-

Line, NoKasblBatoLLne,
4YTO 0HBEKT pasmMeLLeH

TOYHO.
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CoBerTbl. |/|HTeJ'IJ'IeKTyaJ'IbeIe Hanpasaawowmne OTO6pa)KaI-OTCF| no ymMmoJa4aHuto, Korga MyJ'IbTVIMeAVI[/lIHbIe

06beKTbI, M306paxeHs, NoJb30BaTeNbCKMNE TEKCTOBbIE NMOA WN GUIYPbI, BCTaBASEMbIE U3 KOIEKL MM
duryp, BeIpoBHeHbI. VIHTennekTyanbHble HanpaBastoLme npegHasHaveHbl Ans 60ee NpoCToro BblpaBHU-
BaHVA COAEPXMMOro, pa3MeLLlaeMoro HenocpeACTBEHHO Ha cnaige. OHU He CNoAb3YHTCA 419 n3obpa-

SKEHUI U APYroro cogep>XmnmMoro, npejHasHa4eHHOoro ansa OTO6pa)KeHV|ﬂ B 3anonHUTenax.

MpoussoAbHble dourypbl HoBuHka!

PaclwumpbTe BO3MOXHOCTM A5t TBOPYECTBa Npu paboTe ¢ purypamu. [1ecTBus ¢ NpOn3BOJIbHbI-
MU GUrypamm no3BosAOT 06beAMHATL ABE UAN HECKONbKO BblAeNEeHHbIX GUryp ¢ COBMeLLeHN-
eM, nepecevyeHeM Wan BblUMTaHWEM, KaK MOKa3aHo Ha puc. 15.

Puc. 15: cneBa
OpHrvHanbHbIA O6veguHuTe Mepeceyexne BblunTanme O6bepuHenme NPpUBEAEHDI iBE
Purypei uryp uryp oy NCXOAHbIE GUTypbl,

a 3aTeM pe3yJibTaTt

‘/‘r \‘.I ‘/,f ™, /,’ \\\\IL
& \ NPUMEHEHWNS pa3-
JNYHBIX BapuaH-

TOB UX 06beanHe-

HWA.

Cogerbl. [lns ncnonb3oBaHWa AeUCTBUI C NPOMN3BOIbHBIMU GUrypammn obaBbTe MX Ha JIEHTY WM Ha Na-
Hesb BbicTporo goctyna. Meperiaute Ha Bkaaaky Pain, oTkporiTe npeacTtaBieHue Backstage v wenkHuTe
pa3gen Mapametpsbl. Ha Bknagke HacTpoiika neHtbl 1y HacTpolika naHenu 6bicTporo gocryna Bbi-
6epute 13 cnncka BelbpaTb komaHAbl U3 NyHKT Bce KOMaHAbI, a 3aTeM HalianTe KOMaHabl O6beaUHUTL
¢urypsbl, Mepeceuenne ¢puryp, BoiuutaHue purypol 1 O6beanHeHne GuUryp.

MpodeccMoHaAbHbIE COBETbI MO CO3AAHMUIO Npe3eHTauun HosuHka!

Hy>eH coBeT MO CO3AaHNIO MHTePeCcHOW Npe3eHTaumn? MNoayunte LeHHble COBETbI OT OCKapo-
HocHown komnaHum Duarte Design, koTopeble cogep>katca B wabaoHe ana PowerPoint 2010. Yro-
6bl OTKPbLITb 3TOT WabaAoH, NepenanTe Ha BKaagKy ®ain, oTkponTe npeactaBaeHne Backstage n
wenkHuTe pasgen Cosparb. LLenkHnte O6pa3suybl wabnoHoB v BbibepuTe wabnoH Five Rules

(MaTtb npaswun).
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Hy>KHble dOYHKLLMKM BCETAQ MOA PYKOM

AeHTa YAy4weHo!

Pacnonaraite HeobxoaMMble KOMaHZAbl TaMm, rae BaM YA0OHO, YTO6bl HAXOAUTb MX MakCUManabHO
6bICTPO. BMECTO TpaANLMOHHBIX MEHIO U NaHenen MHCTPYMEHTOB BO Bcex npunoxeHusx Office
2010 pocTynHa yaydlleHHas HacTpavBaeMas JeHTa, No3BosiAroLas paboTaTb Tak, kak ya0bHO
BaM. OHa npeaHasHayeHa A1a 6osee NPOCTOro Noncka 1 Bbi3oBa BCeX PYHKLMIA, MpeanaraeMbix
npunoxeHnem PowerPoint — genalite 60/blUE 3a MEHbLLEE BPEMS.

o Co3paBanTe COBCTBEHHbIE BKNAAKM MM HAacTpanBanTe BCTPOEHHbIE BKAAAKM Ha JeHTe
ANA nepcoHanmnsauumn ceoero ctuns pabotel B PowerPoint 2010.

L4 CTaHAapTHbIe BKJ1aAKW Ha JIeHTE coaep>KaT CrpynnmnpoBaHHblie KOMaHAbl A1 BbIMOJHE-
HVA KOHKPETHbIX 3a4a4, NO3TOMY HaXo4uTb HYy>XHble CI)yHKLI,I/IVI MO>XHO ropasao 6bICTpee.

e Ha neHte Takke oTobpakatoTCs KOHTEKCTHbIE BKAAAKW, NpeAnaratome noaxoAaLme nH-
CTPYMEHTbI MIMEHHO TOrAa, Korja OHW Hy>Hbl. HanprmMep, npu BbligeneHnn obbekTa Bu-
[,e0 Ha fieHTe oTobparkaeTCs KOHTEKCTHasA BKAajKa CO BCEMU CPeACTBaMU, HEOH6XO4MMbI-
MK ana 06paboTkm 3TOro BMAEO CM. puc. 16.

it | Temonw | oo | TS O]

Puc. 16: KOHTEKCTHbIE CpeAcTBa OTOBpaXaroTCA aBTOMaTUYeCKK, KOrAa B HUX MNOAB-
naeTcs HeobxoAMMOCTb.
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NMpeacTasaeHune Microsoft Office Backstage HosuHka!

Ha npaBom Kpato neHTbl HaxoauTcs Bkaagka «dann». Ha 3Tol Bkiagke HaxoaaTcs Bce HeObxo-

AVIMble CPeACTBA ANS yNpaBAeHUs GalinaMm U HaCTPonKkn nHtepderica PowerPoint.

HoBoe npegacraBneHne Backstage 3ameHsieT coboli TpagnUMOHHOE MeHto «Palin» 1 aBaseTca

e4VHbIM MecToM, rae cobpaHbl Bce KOMaHAbl ynpasaeHusa dannamu. Hanpumep,

* Npwv NepBOM nepexoze B NpeicTaBieHue Backstage nonb3oBatenb nonajaeT Ha BKAaAKy
«CBegeHns». 3eCb MOXHO HaWTX KOMaHAbl AN CKaTUA Y ONTUMU3aLMN BHEAPEHHbIX B
npe3eHTaLu o0 MyIbTUMEANINHBIX OOBEKTOB, MPOCMOTPETb U U3MEHUTL CBOMCTBA $alninos,
NPOBEPUTb NPE3eHTaLMI0 Ha Haanumne NMYHOM MHDOPMaLLMKY, KOTOPYHO HeXenaTenbHo

NOKa3biBaTb APYTM NMOb30BaTE/IAM, a TakKXKe MHOroe gpyroe.

e Ha Bknaake «CoxpaHUTb 1 OTNPaBUTb» B NpeAcTaBaeHMn Backstage MoxHO co3aath BU-
AE€03anncb CBOEN Npe3eHTaLunn, ONpaBnTb CBO MPe3eHTaLMIo B BUAE BAOXEHHOTO
darina B popmate PowerPoint 2010, PDF naun XPS. MoXHO TakXe COXpPaHWUTb KOMWIO
npeseHTauuu B Ganne gpyroro Tmna (Hanpumep, B HOBOM GopmMaTe HepesaKTUPyeEMbIX
npeseHTaumn PowerPoint, B KOTOPOM CO3ZaeTCa KONMUA NPe3eHTaumm, rae Kaxabli chamng,
COXpPaHAETCA B BUAE KapTMHKM). MOXHO Tak>Ke COXpaHWUTb Npe3eHTaLmio Ha Beb-canTe,
YTO6bI MONYUNTL AOCTYMN K HOBbIM BO3MOXHOCTAM COBMECTHOW paboTbl, KOTOpble pac-

CMaTpuBarOTCA fasiee B 3TOM PYKOBOACTBE.

e Ha Bknagke «leyaTb», Noka3aHHOM Ha puc. 17, coaep>kaTcs HOBble MHTErPUPOBaHHbIE
BO3MOXHOCTW neyaTtu, obecneunsatoLe npeaBapuUTeNbHbI MPOCMOTP BCEro cnainga

Oo4HOBpPEMEHHO CO BCEMMU H€O6XOAVIMbIMVI napamMeTpamMmuy neyatw.
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Puc. 17: HO-
Bas MHTErpu-

poBaHHas

cpepa neva-
T, AOCTYyN-
Has B Npea-

CTaBJIEHNA

Backstage.

CoBerTtbl.

e Ternepb MOXHO C JIErKOCTbIO MeyYaTaTb HECKOJIbKO CTPaHUL, 3aMeTOK K cnaingy. B npeactaBneHnn
Backstage Ha Bknagke Meuatb, NpeacTaBneHHOM Ha puc. 17, WwenkHUTe napamMeTp, No yMOAYaHuIo
Ha3blBaembll Cnaliabl pa3Mepom BO BCHO CTpaHULY, a 3aTeM BbibepuTe CTpaHuULLbI 3ameToK. [eva-
TaloTCA BCe 3aMeTKM K CNaingy BHe 3aBUCMMOCTM OT YMCa CTPaHWL,.

e Ha Bknaake MocnepgHue B npesctaBneHnmn Backstage MOXHO 03HAKOMUTLCA CO CMUCKOM HeAaBHO
OTKPbIThIX GaNOB N HEAABHO MOCELLEHHbIX MECT. 3akpenuTe daisibl UM MecTa Ha 3TOM BKNAAKeE,
4TO6bI BLICTPO NEPEXOANTD K HAM BMOCNEACTBUN.

COKOHOMbBTE BpeEMS 1 YNPOCTUTE CBOKO PABOTY

Pa6oTa ¢ HeckoAbkMMKU OkHAMM (SDI) HosuHka!

PowerPoint 2010 obecneunBaeT AOMNONHUTE/IbHbIE BO3MOXHOCTH, KOrAa Heobxoanumo paboTaTb
Haj, HECKOIbKUMMW Npe3eHTaunaMn ogHOBpPEMEHHO. Tenepb, Kak MOXHO BUAETb Ha puc. 18,
KaXaaa npe3eHTauuns OTKPbIBaeTCA B MOAHOCTbHO HE3aBUCUMOM OKHE.

MO>HO HacTpamnBaTb NMapameTpbl O4HOW Npe3eHTaLun B NpeacTaBneHun Backstage, ogHoBpe-
MeHHO 3anyCTUB NoKas cravjoB ANA APYron npeseHTaummn. Ecam K komnbroTepy NoAKAHOYEHO
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HECKOJ1IbKO MOHUTOPOB, Npe3eHTaunn, OTKPbITbl€ B MONHOCTbHO HE3aBUCMMbIX OKHaX, MOXHO

OT06pa>KaTb Aa>Xe Ha pa3HbIX MOHUTOpPax.

B
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Puc. 18: ncnosb-
3yWhTe HOBYHO
byHKUMIO paboThbl

Mos TIpe3eHTal i :
{ vapr 200 B2 BI= e e L= C HECKONbKMMU

OKHaMWu ana He-
3aBUCMMOTIO

ynpaB/ieHus Bce-

——— ;‘ Hammu ¢oto ans60Mb1
©5 MW OTKPbITbIMU

Mapr 2010

npe3eHTaunamMn.

Cosert. OyHkuMsA paboTbl C HECKONBKMMW OKHaMW, AocTynHas B PowerPoint 2010, Takxe Ha3blBaeTCcA «0f-

HOJOKYMEHTHbIM MHTepdencom» (SDI).

PaszaeAbl B npeseHTauuax HosuHka!

MocKoNbKY B NPe3eHTaLMIO0 MOXET BXOANUTb AECATKN CaliZioB, yNopsAOUYMBaHNE 3TUX CNalifoB
ynpas/ieHVe UMW MOXET OKa3aTbCs cepbe3Hon npobaemoli. B PowerPoint 2010 Bce cnarigpl
MO>HO pa3fAenunTb Ha Iornmyeckme rpynmbl AN pasgenbl, YTO NO3BOAAET ferye nepemMeLLaTbcs
MeXay HUMK 1 ynopsagoumBathb ux. lNpuceaviBaiite pasgenam takime Ha3BaHWsA, YTOObI MOXHO
66110 Nerko HazHauMTb Habop CralZoB OAHOMY U3 KOMIET UAN MHBIM 06Pa3oM ynopsaoUnTb
pa3genbl cnangos. Kpome TOro, MOXHO CIKOHOMWUTL BPEMS, NMepemMellascb BO BPeMs Nnokasa
CnavfioB MexXay pasgenamu cralifioB AU neyatas craigel No pasgenam.
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Puc. 19: ynpoctuTe ynopsagoumBaHme ClalZoB U YNpaBaeHNEe UMK, UCMOJb3YA HOBYHO

bYHKLMIO CO34aHNA pa3aenoB Npe3eHTaLmm.

BoccTaQHOBAEHUE HECOXPAHEHHbIX BEPCUN AOKYMEHTOB HoBMHKA!

Takoe cnyyanocb co Bcemu. Bbl paboTaeTe HeKOTOpOe BpeMs, NMPVBOANTE COAEPKUMOE B HYX-

HbIN BUJA, a 3aTeM 3aKpbIiBaeTe rnpeseHtTaynto 6e3 COXpaHeHus. BO3MOXHO, Bbl noagymanu, 4to

3aMpoc Ha CoXpaHeHWe OTHOCWICA K APYroMy daiiny, KOTOpbI/ BaC COBCEM He MHTepecoBas, Win

Xe npw 3aKkpbITMK darina Bac NPOCTO YTO-TO 0TBAekN0. Kak 6bl TO HY BblO, pe3ynbTaT OANH —

noTepsH Bal TPy4 1 BpeMs, 3aTpavyeHHOe Ha co3jaHmne AokymeHTa. Ho 6onblue Takoro He cay-

yutcs!

PaCLIJI/IpﬂFI BO3MOXHOCTWN aBTOMAaTN4Y€CKOIro BOCCTaHOBJIEHWA, C KOTOPbIMUW, BO3MOXHO, Bbl yXXe

3HaKoMbl No npeaplaymm Bepcuam Microsoft Office, Tenepb Office 2010 no3sBosseT BocCTa-

HaBAMBaTb baiinbl, 3aKpbiThlie 6e3 coxpaHeHua.® C NerkocTbio OTKpbIBalTe BOCCTAHOBEHHbIE

6ﬂ|}'lﬂ BOCCTaHOBNE€HUA AOCTYMHbIX HECOXPAaHEHHbLIX JOKYMEHTOB U aBTOMaTU4YeCKN COXPaHeHHbIX BepCI/II‘/’I

HeO6XOAMMO BK/IOYNTb COXPaHEHME JaHHbIX aBTOMaTN4YeCKOro BOCCTaHOB/IEHUA. YTobbI COXpPaHATb aB-

TOMaTN4eCKn COXPaHEHHYHO BEPCUIO A0 ChelyHoLero ceaHca peaaktnpoBaHua, Takxe HeO6XO,£|,VIMO

BK/IOYNTb aBTOMAaTn4eCKoe CoOXpaHeHune I'IOC}]eAHEI‘;I Bepcnn AOKYyMEHTa npu Bbixoae 6e3 COXpaHeHunA.
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28



na.Office

npeseHTauyunm um ynpaBnm‘/'lTe MM HEMOCPEACTBEHHO Ha BK/ajKe «CBep,eva» npeacraBaeHmMA

Backstage, kak noka3aHO Ha puCyHKe.

f T i L] 0. [
wa (7]

Puc. 20: neperianTte K BOCCTAaHOBJIEHHOW BepCUM Npe3eHTauumn B pasgene «Bepcum» Ha

Bknagke «CeegeHua» npeactaBneHusa Backstage.

¢ MoXHO TakXe BOCCTaHaBAMBaATb YePHOBbIE BEPCUM NpPe3eHTaLNA, KOTOPble HUKOTAa He
COXPaHANNCh. ITY GYHKLMIO MOXHO HalTu B npeactaBaeHun Backstage Ha Bknagke

«CBe,u,eva», Ha>XaB KHOMKY <<yl'lpaBJ'IeHI/Ie BeEPCNAMU>.

L KpOMe TOro, Ha BK/1iagke «CBe,u,eva» B npeactaBaeHun Backstage MO>XHO MonyynTb 40-
CTyn K NATK nocnegHMM aBTOMaTn4eCkKn COXpaHEHHbIM BEPCUAMU paHee COXpaHeHHOl\/’I
aKTUBHOM npeseHTaunn. Mo YMO4aHUNKO NodiegHAA aBTOMaTUYeCKM COXpaHEHHaA BeEP-
ChnAa oCTtaeTca AOCTyFIHOVI B TeUeHNe HEKOTOPOro BpeMeHM nocne 3aKpbitna npeseHTaunm

6e3 coxpaHeHus.

YTtobbl HalTK 3T NapamMeTpsl, B NpeacTaBieHnmn Backstage wenkHute «MapameTpbi» 1 BbibepuTe pasgen

«CoxpaHeHue».
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CoBerTbl.

e TpebyeTcs HbICTPO NPOCMOTPETL NPOYEE COAEPXKMMOE NankKw, r4e XPaHUTCA akTUBHbIN JOKYMEHT?
MpocTo wenkHnTe OTKPBLITL pacnosio)xeHue ¢aiina B npescrasneHnmn Backstage Ha Bkiagke CBe-
AEeHUA. DTOT NapaMeTp MOXHO HaliTV NoJ 3arosioBkoM CBsi3aHHble AOKYMEeHTbl Ha naHesn CBoW-
cTBa, npusesaeHHo Puc. 20.

® Cm. AOMNMONHNTENbHDbIE CBEAEHNA O BOCCTaHOBJ/IEHHbIX BEPCUAX B pa3sjene «CoBeThl Ana onbITHOro
nosb30oBaTeNAa» B 3TOM PYKOBOACTBE.

BcTaBka ¢ AMHOMUYECKMM npocMoTpom HosuHka!

DKOHOMbTE BPeMS Npu NOBTOPHOM MCMO/b30BaHUKN cogep>kmmoro n3 PowerPoint 2010 van
APYrVX NpUAoXKeHNn. QyHKUMSA BCTaBKM C AMHAMUYECKUM NPOCMOTPOM MO3BO/IAET NpesaBapu-
TeNbHO NPOCMAaTPVBaTb pe3ynbTaT MPUMEHEHMNA Pa3ANYHbIX MapaMeTPOoB BCTaBKM, TaKMX KakK CO-
XpaHeHne NcxoAHoro GopmaTMpoBaHMA AM BCTaBKa TOIbKO TEKCTA. TakMM 06pa3oM, MOXKHO
MOHATb, Kak ByAeT BbIrNAAETb BCTaBNEHHOE COAEPXMMOE, Nepes ero GakTMyeckom BCTaBKOM.
Bosblie He HyXXHO ncnosnb3oBaTb KOMaHAY «OTMEHUTb» U NPeANPUHMMaTb MHOTOUNCAEHHbIE
MOBTOPHbIE MNOMNbITKWA. HoBas dyHKLMA NO3BOASET BbIOPATh HY>KHbIA BapuaHT C NepBOro pasa.

Tipesentauna2 - Microsoft PowerPoint (O3HakomMTenbHaR sepcHs) [ESol™ "]
Mepexoast AHUMBLUA Mokas caiiaos o @
Georgla e P AN (B EeEe Eee e
(X & 4 [@abe - Aa- | A-|[E|E == 8- ;J‘
OTYeT 0 COCTOAHHH IIPOEKTa Puc. 21: npocto
B HaBoAMTE KypCop
: e ZOmMRTEED. =
o Jlarrs mpescErTamIm | Ha napameTpsbl
BCTaBKW, YTOObI
NPOCMOTpETL pe-
i’ 3y/bTaT BCTaBKW, a
H 3aTeM BbibepuTe
NPeAnOoYTUTENbHbIN
BapUaHT.
;
(e 3
Caaiig1 w31l | “Oruer o cocroammm npoera” | <55 pyccxmii | |[Egs 0 2 105% (=) 0 O]
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CoBer. ,Cl,a>|<e nocne BCTaBkM COLAEPXKMMOIro MOXHO OMATb nepeVle K MapamMeTpam BCTaBKWU, HE OTMEHAA HU-

Kakux fehcTBUA. YTobbI pa3epHyTb MapameTpbl BCTaBKY, LLENKHNTE 3HAUOK, OTOOPa3UBLLMIACA PALOM CO
BCTaBJ/IEHHbIM COAEPXUMbIM. YTOObI pa3BepHYTb NapaMeTpbl BCTaBKM, MOXHO TakxKe HaxaTb knasuily CTRL,
a 3aTeM KJaBuMLLaMM CO CTpesikaMu BbibpaTb Hy>XHble NapameTpbl. Ecam BbiGpaTh napaMeTp, KOTOpbIA OTAK-

YaeTca OT nepBOHa4a/libHOIo Bbl60pa, pe3yabtat onepaynn BCTaBKM aBTOMaTUYECKN 3aMEHAETCA.

MpumeuaHme. PyHKLUNA BCTaBKM C JUHAMMYECKMM NPOCMOTPOM Takxke goctynHa B Word 2010,
Excel 2010, Outlook 2010 n ans Tekcta npu pabote B Publisher 2010.

Pexxum 4yTeHuna HosuHka!

Mpwn NpoBepKe Npe3eHTauumn MOXET NOTPeboBaThCA B3rAHYTh Ha APYryrO NPe3eHTaLmo Uan OT-
KpbITb APYryto nporpammy. baarogaps HoBomy pexunmy uteHns PowerPoint 2010 n3basnset Bac
OT HEOBXOAMMOCTM MOCTOAHHO MepektoYaTbca Mexxay dalrinamu. B 3ToM pexxrme MOXHO npo-
CMaTpMBaTb CBOO MpPe3eHTaLMIo Kak MoKas C1aAoB C UCMob30BaHNeM Bcex 3GdeKToB aHMa-
LMK N MYNbTUMEAMIMHBIX O6BEKTOB, HO BCE 3TO MPOUCXOAUT B 06bIYHOM OKHe, bnarogaps yemy

MOXHO JIerko OTKPbIBaTb ApYrie npeseHTaLmm 1 NnporpamMmmbl Yyepes naHesb 3agad Windows.

& Lpotx — Microzoft PowerPaint Web App - Windows Internet Explorer oo

B] etps /<o Sa16Rac Ive.com! Z féena T —— " 8l

KJIACCUYECKUU ®OTOAJIBBOM

hitps:

- ORI o) T 2

Puc. 22: ncnonb3ymnte HOBbIV PEXMM UTeHUSA, YTODbI, MpocMaTpuBas npe-

3€HTaUuno B peXXmnMe nokasa C}'IaIP'IAOB, COXPaHUTb BO3MO>XXHOCTb MPOCTOro

AOCTyMa K ApyrvMM nporpammMam u garinam.
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Coger. Mpu paboTe B pexxMmMe UTEHUSA B HUXHEN YacTu okHa PowerPoint oTobpaxkaeTca cTpoka cocTtos-
HWs. Vicnonib3yiiTe napaMeTpbl B MPaBOW YacTu CTPOKM COCTOSIHWSA A5 Mepexoa B MeH0 rnokasa CalifZioB,
nepemeLLeHns Mexay cranfammn nam Beibopa Apyroro pexmnma npocMoTpa.

CBsa3aHHble 3ameTkn OneNote HoBuHka!

Bo Bpems paboTbl Hag Npe3eHTaLmelr BaM NPULLAOCL MPOBECTU UCCNeaoBaHMA 1 cobpaTb Bce
Heobxoaumble cBegeHuA. Ho kak cobpaTb BMeCTe BCe pa3pO3HeHHble dparMeHTbl nHGopmauum
W HaWTW Hy>XXHble CBeAEeHWNS, KOrAa OHW BaM Heobxoanmbl?

HeT Huuero npoue ¢ npunoxeHnem OneNote 2010 — oHO cBA3bIBaeT CO34aHHble BaMW 3aMeT-
KW He TONbKO C Npe3eHTaumnen, Haj KOTOPOU Bbl paboTaeTe, HO U C KOHKPETHbIM CaiOM 3TOWM
npe3seHTaymmn. 3akpenute OneNote Ha pabouem CToNe N cOo3aaBaliTe 3aMeTKN BO BpeMs paboTbl
Haz npe3eHTaumnern PowerPoint 2010. Kak BuagHo Ha puc. 23, OneNote go6aBnseT 3HaUOK Ha Nno-
NAX PAJOM C 3aMeTKON. YTobbl OTKPbITb UCXOAHbIN Galin N HEMOCPEACTBEHHO NepenTu K Heob-
XOAMMOW MHbOPMaLIMK B AasbHENLWEM NPU NPOCMOTPE CBOUX 3aMETOK, MPOCTO LLEeNKHUTE 3TOT

- =@ = =
ccini goToansiom - Microsoft PowerPoint | % @1 @ 9 [ 0] 1= @orosnssom cosepieum ospssust crpasas, - Mictosoft Onehlore | = | [
G Mepexogs  Awmmaums Mokas cnaiigos | Peuenswposarue | Bug & G0 | teswas  Pucosamve  Bug  Crparwus v @

@ = e § =
= Poroansamcosep aBpasuei TR ) «CBH?’aH HbI€ 3a-

T i cnaiigoe.

Puc. 23: ¢pyHKUMA

meTkn OneNote»

Pre———— 40 6aBasieT 3HAYOK

Craiia Bes nassarnus

Ha rnoJie 'y KaXgoro

ab3aua, BCKUM

pas, Korja Bbl CO-
3faeTe 3aMeTKy.
JTOT 3HaYOK yKa-
3blBaeT Ha UCXOA-
HYHO NporpaMmmy v

COAEPKUT CCbIAKY
Ha MecCTO B UCXOA-
HOoM danine.
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Cogert. YT0b6bI CO3aBaTh CBA3aHHbIE 3ameTky Npu paboTte B PowerPoint, cHavana 3anycTuTe npeseHTa-

LMo, coxpaHeHHyto B popmaTte danna PowerPoint 2010, n genarite 3aMeTKN B 3aMMCHOMN KHUXKKE
OneNote 2010.

Mpumeuanume. 51a dyHkuma OneNote 2010 Takke goctynHa npu pabote ¢ gokymeHtamun Word
2010 v npmu paborte B NHTepHeTe ¢ ncnonbzosaHnem Windows®Internet Explorer® 6 nan 6onee
no3jHen Bepcum.

HOBbIM MOAXOA K COBMECTHOM PABOTE HAA NPE3EHTALMAMM
LUnpokoBeLw,aTeAbHbIM NOKA3 cAaMAOB HoBuHKA!

BbicTpee, ueM opraHv3oBaTb Be6-KOHPepeHUMto, MpoLLe, YeM cobmpaTb BCEX B OAHOW ayAnTO-
pWUW — BCEro HECKONBbKMMM LWeNYKamMmmn MblLL TeMepb MOXHO OPraH1M30BaTh LUMPOKOBELLATe b-
HbIl MOKa3 CNalifoB ANA yAaNeHHOM ayaMTopumn B peanbHoM BpemeHu.” Bce mpuraalleHHbie Mo-
ryT B peajbHOM BpeMeHM CMOTPeTb Npe3eHTaL Mo B BbICOKOM KayecTBe yepes Beb-6paysep,

AaxXe ecn y HUX Ha KOMMbIOTEPe He yCTaHOBAEHO npunoxeHne PowerPoint.

LLnpokoBelatenbHbI Nokas cnangos co3gaet URL-aspec, KOTOPbIN MOXHO nepecnatb ApyrMm
NOAb30BaTENAM MO 3NEKTPOHHOW NoYTe UM B MTHOBEHHOM coobLeHnu. LLienkHyB 3Ty ccbiaky,
MO>HO YBMAETb LUIMPOKOBELLATeNbHbIA NOKa3 C1aingoB C MOMOLLbIO HOBOTO Be6-NpuaoXKeHns
PowerPoint Web App, 0 koTopom pacckasbiBaeTcs ganee B 3TOM PYKOBOACTBE.

" Tpebyetca SharePoint® Foundation 2010 (ans komnaHum) uan 6ecnaatHblii naeHTndmkatop Windows
Live ID (gna amuHOro ncnonb3oBaHus). YTobbl opraHM3oBaTh LUMPOKOBELLATENbHbIN NOKa3 Yepe3
SharePoint 2010, Heobxoaumo ycTaHoBUTL Beb-npunoxenuns Office Web Apps.
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Puc. 24: npn ncnonbso-

BaHWW HOBOW byHKLMM

LLNPpOKOoBELLaTe/IbHOro

nokasa ciaufoB 3puTenu

MOTYT CMOTPETb MNOKas3

CNanfoB B peanbHOM

BpemeHu yepes Beb-
6payzep.

Click to add notes.

Side1ots | “Austin | EnglanUS) |

Cogert. Ecav B komnaHum ncnonbsyetcs Microsoft SharePoint®Foundation 2010 n yctaHoB/IeHbI BE6-
npunoxenus Office Web Apps, MOXHO BbINOJIHATL LWMPOKOBELLATE/bHbIA MOKa3 CailgoB B Npeenax
3alUMLLEHHON KOPrOpaTMBHOM CeTU. B NPOTMBHOM Cilyyae B KauecTBe LIMPOKOBELLEATENbHOW CYy>KObI MO
ymonuaHuto PowerPoint 2010 ncnonbsyet Windows Live™. LLinpokoBelyaTtensHbi nokas yepes Windows
Live — 370 BecnnaTHas cny>ba, KoTopas NO3BOAAET NpUraallaTh Ha nokas Ao 50 nonb3osaTenen.

CosaaHue Bnaeo HoBuHka!

PowerPoint 2010 no3sonseT nerko nepegasatb Npe3eHTaLUnn TeM, KTo NPONyCTUA BbICTyNAeHue
B peasibHOM BpeMeHMW, a Takxke co3jaBaTb BUeOo3anncy npeseHtaunm, Hanpumep, Ansa co3jaHus
cobcTBEHHOTO y4ebHOro Kypca unmn pasmeLLeHns npeseHTaunm Ha Beb-cante BUAEOXOCTUHTA.
YT0bbI CO3saTb BUAEO3aMMCh NPe3eHTaL M C BallUM roJ0COBbIM KOMMEHTap1eM, yHeTOM CKO-
POCTV NEPEeKNOYEHNA MeXAy Clangammn 1 aHMMaUMAMU, 1 Aaxe C 3anncbio ABUXKEHWI Ballen
Na3epHON yKaskK, JOCTaTOYHO MNapbl LLLeNYKOB KHOMKOW Mbiwn. PopmMurpoBaHue Bugeodarina B
PowerPoint nponcxoamT NnpsaMo BO Bpems Nnokasa npeseHTaunn, no3ToMy Bbl He TepseTe HU MU-
HYTbl.
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Puc. 25: ¢ nerkocTbro co3AaBaiTe BbICOKOKaYeCTBEHHbIE BUAE03annCu
CBOWX Mpe3eHTaumnm.

Cogert. B PowerPoint 2010 ynyuweHa ¢yHKLMS 3anmMcK nokasa C1ansoB, KOTOPYH MOXHO MCMONb30BaTh
ANS BKAKOYEHMA B BUAEO3annCb Npe3eHTauum ronocoBoro KOMMEHTapus 1 BpeMeHu nokasa. Tenepb B
BMZAE03aMnncb Npe3eHTaLnm MOXHO BKAKOUATb U ABUXKEHWA Na3epPHOW YKa3Ku.

Ytobbl BO Bpems nokasa ciainfoB oTobpaxanach nasepHas ykaska, yaep>KuBante Haxaton knasuwy CTRL
Ha KfaBMaType 1 LLeNKHUTE NeBOM KHOMKOWN MbILLM.

CoBMecTHoOe peAaKkTupoBaHue HoBuHka!

C3kOoHOMbTe Bpems ¥ NoBbicbTe 3GHEKTUBHOCTb KOMaHAHOW paboTbl. Bo3mMoXHOCTM coBMeCT-
Horo pesaktvpoBaHus B PowerPoint 2010 no3BoAsOT O4HOBPEMEHHO PEAAKTUPOBATb OAHY U Ty
Xe Npe3eHTaLmMIo BMecTe C koaneramu uan apysbamu.® Mpu 3ToM nonb3osaTenu, peaakTnpyto-

® ins coBMecTHOTO peaakTpoBanus Tpebyetcsa SharePoint Foundation 2010 (475 KoMAaHWW) MK UAEH-
Tnédukatop Windows Live ID (ans nmyHoro ncnonb3osaHus). COBMeCTHOe pesakTnpoBaHue vepes
Windows Live ctaHeT gocTynHbIM BO BTOpoi noaosuHe 2010 roga.
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WMe npe3eHTaumno OA4HOBPEMEHHO C BaMU, U C1aifbl, Haj KOTOPbIMUK OHW paboTatoT, oTobpa-
XaroTCs aBToMaTnyeckn. MoXHO faxe HemMeaeHHO HayaTb becesy C ApyrMMu pesakTopamu, He
BbIXoAs 13 PowerPoint 2010.°

‘s n - Microsoft PowerPoint sepcna) o | -
naswas | Beraska  JwsaWin  Mepexogs  Awwmauws  Mlokas craiigos  Peuewswposawme  Bug > @
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Puc. 26: MOXHO BUAETb, HaZ KakMM MMEHHO ClaijoM Npe3eHTaunn paboTaeTt apy-
rov pesakTop, 6bICTPO OTKPbITh €r0 KOHTAKTHbIE CBEAEHMWSA U CBA3ATLCSA C HUM, He

Bbixoas n3 PowerPoint.

°[lnA NCNONBL30BaHNA CUCTeMbl OBMeHa MIHOBEHHBIMU COOBLLEHNAMM TPeByeTCs OfHa W3 ClIeyHOLLIMX
TexHonorui: Microsoft Office Communications Server 2007 R2 ¢ Microsoft Office Communicator 2007 R2,
Windows Live Messenger nav gpyrum npuioxeHmem aaa obMeHa MrHOBEHHbIMY COODLLEHMNAMY C NOA-
aepxkoin IMessenger. [lns ronocosbix Bbi3oBoB Tpebyetcs Office Communications Server 2007 R2 ¢ Office
Communicator 2007 R2 nan apyrum npuaoxeHnem gna obmMeHa MrHOBEHHbIMU COOBLLLEHNAMM C NOA-
aepxkor IMessengerAdvanced.
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YT0bbI B NpoLiecce paboTbl MPOCMOTPETh UCNPABAEHUS APYTUX PEAAKTOPOB, MPOCTO CO-

XpaHUTE npe3eHTauunto. I'Ipm Ka>A0M COXpPaHEeHUN N3MEHEHUA, BHECEHHDbIE BaMU, TakKXe
CTaHOBATCA BUAHbI APYTUM MNOAb30BaTENAM.

MIMeHa Bcex TekyLLMX pesakTopoB MOXHO MPOCMOTPETh BO BCMJIbIBAtOLLLEM CMMCKE B
CTPOKE COCTOSIHWA B HUXHEN YacTu 3kpaHa. Kak BUAHO Ha puc. 27, MOXHO Takxe npo-
CMOTPETb APYruX PesakTopoB 1 HayaTb C HUMK Becesy, MPOBEPUTb COCTOSHNE CUHXPO-
HM3aLMKM N BbINOJHUTL ApYrue AencTBUs Ha Bkaagke «CBefeHWsA» B NPeACTaBNeHUM
Backstage.

Ecan gpyroi pesaktop BbIXOAWT U3 CETW, He 3aKPbIB peAakTMpyeMblii daiin, Bbl NO-
npexHemy MoxeTe paboTaTb C Npe3eHTaLmenl U BHOCUTb CBOU n3MeHeHus. Korga atot
nosb3oBaTeNb B CIEAYHOLLNIA pa3 BOMAET B CETb M COXPAHUT dalin, BHECEHHbIE UM M3Me-

HeHnA 06'beAI/IHFITCFI C BawWnMn n CTaHYT BUAHbI BaM oboum.

e m =@

Anmauns  Mokas ciaigos.

- Microsoft.

-~ @

Peuerznposanie

CBejfieHMA: 3HaKOMCTBO C

Puc. 27: Bo Bpem4

ABTOPbI, KOTOPbIE PEAIKTHPYIOT B HACTORLINI MOMEHT

B s 5] Mocneapee obHosnenme: ceroHn 15:40
p— P | oo [ svepnivunncs CceaHca COBMECTHO-
— e l] 3, Yoea Oxorua
Mocneanue
— o ro pesakTmpoBa-
q BATh 11 MIMEHATE NHOGYIO HACTS 3TO 20
-
HVA B NpeacTaBe-
COXpaHHTb W OTNPaBHTL
= : HuKn Backstage
MoaroToBuTs K o6uemy AocTyny
|2 NMapamerpst 06ulero A0CTyNa k 3ToMy paiiny HEOEXOAMMO. —

3 Bexoa

8T0p3 1t OBpEsaHHBIE A3HHBIE USOBPEXEHHA

MO>XHO NMPOCMOT-

HOTYT NPOYECTE MHOAH C OFPaHHHEHHEIMK

PE€Tb CNNCOK MNOJ1b-

3o0BaTesiel, pesak-

TUPYHOLLMX Mpe3eH-

]
7
£
g
E
2
2
-

TaLUMIO B HacToA-
LW MOMEHT, 1

HayaTb C HUMU De-
ceay.

OnNTUMU3IUPOBAHHbIE CPEACTBA obLLeHus HoBuHka!

O6ulaliTech CO CBOMMW KOHTaKTaMu, He Bbixoas 13 PowerPoint 2010.
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Kak BMAHO Ha puc. 26 1 puc. 27, BO BpeMsa ceaHCa COBMECTHOTO pejakTnpoBaHus B PowerPoint

1

} £
" 2 G
Lil

! O0TOBpaxkaroTcs B HECKONbKUNX

2010 3HayoK NpuCcyTCTBUA = v CTpOKa NpuUCyTCTBUA
mecTax. Kpome COBMECTHOro peAakTMpoBaHus, MOXHO BUAETb MPUCYTCTBME aBTOPOB, MEHe-
[>KEPOB Y NOCNEeAHNX PeAaKTOPOB Ha NaHesn CBOWCTB Ha BKaajke «CBefeHNA» npescTaBaeHns
Backstage.

Ecan ogHoBpemeHHo oTkpbITb Office Communicator uan nHoe npunoxkeHune ans obMeHa MrHo-
BEHHbIMYW COOBLLEHNAMMN, MOXHO NPOCMOTPETb CBEAEHNA 06 3TOM YenoBeke U HEMEeAIEHHO
HauaTb C HUM 6ecesy, MCMONb3ys KapTOUKY KOHTaKTa, kak nokasaHo Ha pwc. 28.%°

Omcymcmeyro & oguce 22.06 eeck dexb; docmyn K 3. noym . . .

Cepreu Knumos « 3 X
Ha cobpanumn
VICTIONHUTE/IbHbIV AVPEKTOP

. - ¥

Puc. 28: HaBeguTe KypCop MblLLM Ha UMSA NOAb30BaTeNd UM 3HAYOK NMPUCYTCTBUS, YTOObI
OTKPbITb KaPTOUKY KOHTaKTa N HemMeA/leHHO HayaTb obLueHne. MOXHO Takxe passep-

HYTb 3Ty KapTOUKY, UTOObI O3HAKOMMUTbLCS C AONOJIHNTE/IbHBbIMU CBEeAEeHUNAMKN O KOHTaKTe.

CoBerTbl.

e LlenkHUTe 3HAYOK KaHLENAPCKON KHOMKU B BEPXHEW YacTW KapTOUKM KOHTaKTa, UTobbl 3aKpenuThb ee
MoBepX APYrux OKOH W BCerfa MMeTb MOZ PyKOM.

e [onb3osatenn Microsoft Exchange MoryT BugeTb COCTOAHME KajieHaaps B BEPXHEN YacT KapTouku
KOHTaKTa v B JIOMOJHUTE/IbHBIX CBEAEHNSX.

°ns ncnonbzosaHMa cucTeMbl 06MeHa MrHOBEHHBIMI COOBLLEHUAMM U CBEAIEHNIA O MPUCYTCTBUM Tpeby-
eTcs OAHa u3 cnepyrolmx TexHosoruin: Microsoft Office Communications Server 2007 R2 ¢ Microsoft Of-
fice Communicator 2007 R2, Windows Live Messenger naun gpyrum npuioxeHnem as obmMeHa MrHoBeH-
HbIMK coobLeHuamMmU ¢ noaaep>kkor IMessenger. ins ronocosbix Bbi3oBoB Tpebyetca Office Communica-
tions Server 2007 R2 ¢ Office Communicator 2007 R2 wau gpyrum npunoxkeHvem ans obMeHa MrHOBEH-
HbIMUK coobLleHnamMu ¢ noaaep>kkon IMessengerAdvanced.
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Mpumeuanume. CBegeHVA O NPUCYTCTBUMN M KapTOUKa KOHTaKTa Tak>Ke AOCTYMHbI MPU UCMOb30-
BaHUM QYHKLMKN coBMeCTHOro pegaktnposanuns B Word 2010 n B obnactn «CBonctea» npes-
ctaBneHuns Backstage B Word n Excel 2010. B Outlook 2010 371 dyHKLMM JOCTYMHBI 415 3NEMEH-
ToB Outlook pa3nnuHbIX TMNOB, HaNpUMep, 415 3aNPOCOB Ha CObPaHMA N COOBLLEHUI ek~
TPOHHOM nouTbl. Kpome TOro, cBeeHWs 0 NPUCYTCTBUM U KapTouka KOHTaKTa AOCTYMHbl B
Microsoft SharePoint® Workspace 2010 B o61acTu yyacTH1KoB pabouein obnact Microsoft
Office Groove. Mpwn ncnonb3oBaHUN GYHKLUN NPUCYTCTBUSA B paboyemM npoctpaHcTBe Groove He
TpebyeTca oTaenbHas nporpamma obMeHa MrHOBEHHbBIMM COOBLLEHNAMMU.

3awmuLeHHbIM npocMoTp HoBuHKa!

BonbWwWHCTBO Nonb3oBaTener noayyatoT Ganibl B BUAE BAOXKEHNA K COOBLLEHNIO SNEKTPOHHOM
MouYTbl UK 3arpy>katoT ux n3 VIHTepHeTa. Kak xe B Takom cayyae obecneumnTb 3aLUmnTy KOMMbHO-

Tepa npum OoTKpPbITUA c|)a|7|nos M3 NOTEHUMaIbHO OMacCHbIX NCTOYHNKOB?

Office 2010 npeanaraet pexxMm 3aLUULLEHHOTO NPOCMOTPa ANs npuaoxeHnin PowerPoint, Word
n Excel, koTopbIli NOMOraeT NpuHUMaTh bosiee B3BELLEHHbIE PELLEHUS, He NojBepras KOMMbHO-
Tep NoTeHuManbHbIM yrpo3am. o ymonuaHuto daiinbl, 3arpy>keHHble n3 ViHTepHeTa (Mam koraa
€CTb ApYyrve OCHOBaHMA OTHOCUTb dali/ibl K MOTEHLMANbHO OMacHbIM), aBTOMAaTUUYECKN OTKPbI-
BarOTCA B PeXMME 3alULLEHHOrO NPOCMOTpa. B aTom cayuae Ha naHenun coobLieHunii otobpa-
XaeTcs npeaynpexzaeHne, MokasaHHoe Ha puc. 29, 1 KHomka «Pa3peLlunTtb pesakTMupoBaHme».

2ld |= 1 [Bawmwenneii npocmotp] - Microsoft PowerPoint (OsHakomnTensHas sepcis) | | ) et
m InasHas Beragka Avzaiin Mepexoa Annmauna Mokas maigos PeueHINpoBaHne Bua v @

o 3alUMUEHHBIA NPOCMOTP  3TOT haiin arPYKeH U3 HTEDHETA M MOXET EbiTh HeGEsONaceH, LLLEAKHUTE ANA MOAYUEHMA JOMONHWTENBHEIX CBEASHMA, | PASPEWNTS PEAAKTUPOBaHUE X

Puc. 29: dannbl, 3arpy>keHHble 13 VIHTepHeTa, aBTOMaTU4eCK/ OTKPbIBAKOTCA B peXnmMme 3a-

LLMLLLEHHOrO NPOCMOTpA.

Coger. [Tonb3oBaTeNb MOXET CAMOCTOATENbHO YKa3aTb MCTOYHUKK, dalisibl N3 KOTOPbLIX CledyeT OTKPbI-
BaTb B peXunmMe 3almiieHHOoro npocmMmoTpa. MoXHO Takxe 3ajaTb onpejeneHHble TUMbl anl‘/'moa, KOTOpble
6yAyT OTKPbIBaTbCA B peXnMMe 3alnLeHHOro npocMoTpa BHE 3aBUCMMOCTM OT TOTO, U3 KaKOro MCTOYHKKa
OHW MnoayyeHsbl. 11 yCTaHOBKM 3TVX NapaMeTpoB nepenante Ha Bknaaky ®Pain, 4tobbl OTKPbITh Npea-
ctaBneHune Backstage, v wenkHuTe pasgen Mapametpsol. B gnanorosom okHe Mapamerpbl PowerPoint
wenkHUTe LleHTp ynpaBneHusa 6esonacHocTbio, a 3ateM MapameTpbl LeHTpa ynpaBaeHusa 6esonac-
HOCTbIO. 3aTeM LLeNKHUTE PeXXnm 3awmieHHOro NpocMoTpa, YTobbl HacTPOWTL NapamMeTpbl pexrmMa
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3aumueHHoOro npocMoTpa. A uTObbI HaCTpOUTb Nepexos B PpeXnm 3allmnileHHOro npocMoTpa Ana onpe-

AeneHHbIX TunoB ¢anios, wenkHute MapameTpbl 610kMpoBKY ¢daiinos.

NpoBepka yutaemocTn HoBmHka!

HoBoe cpeactBo «lpoBepka YMTaeMoCT» UCMOb3yeTCA AN NPOBEPKN Npe3eHTauun Ha Hanu-
yre CoAEPXXMMOro, YUTEHNE KOTOPOro MOXET BbI3BaTb TPYAHOCTW Y NtOAEN C HapyLUeHAMM 3pe-
HuA. MNpun obHapyXeHnn NpobaemM CpeacTBO BbIBOAUT UX OOBACHEHME, a TakKe npeanaraeT no-
LIAroBY MHCTPYKLMIO MO X YCTPaHEHWHO.

2] Mposepea wwmaenocn - x

s Puc. 30: npwu 3a-
: Dupans ate nycke cpeacTea
-~ " TextBox 3 (Casita 5)
OT4er 0 COCTOAHUH IIPOEKTA aoman? s NpoBepKu YnTae-

Picture 3 (Craiia 8)
Content Pacenalder 3 (CRa#a9)

V63 RORARTTHES

Jlarrs rgeessesnranouos %
B

MOCTWV OTKPbIBAET-

ca obnacTtb, B KO-

TOPOM MOXHO
03HaKOMMUTBCA C
HanAeHHbIMU
npobaemamu un
BapvaHTamu mnx
yCTpaHeHws.

“n»

[T e —r——— e —) EERE e% U @

CogeT. YTO6bI HaBCKMAKY ONpeAenunTb, COAEPXKMT 1N Balla Npe3eHTauna npobaemsbl YTaeMoCTu, nepei-
AuTe Ha Bknagky Paiin, utobbl OTKPbLITL NpeAcTaBieHne Backstage, a 3aTem LenkHWTe pa3gen CBeaeHuUs.
Mog 3aronoskom MoaroToBUTbL K 0614EeMy AOCTYNY OTOOPaXaeTcs CMCOK BO3MOXHbIX Mpobaem akTuB-
HOW Npe3eHTaLMK, NPO KOTOpble HeOHXOAMMO 3HaTb, Nepes TeM Kak NpeAoCcTaBUTb 0bLWmMin focTyn K daii-
ny. Ecav npobaembl UATaeMOCTU HaliZeHbl, B 3TOM ClMCKe NoABUTCA anemMeHT «Coaep>KMMoe, KoTopoe He

CMOTYT NpoYvecTb AN C OrpaHNYeHHbIMN BO3MOXHOCTAMMK».
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HaaeXHble AOKyMeHTbl HoBuHKa!

Bce nonb3oBatesin XOTAT MakCUManbHO 3alLMTUTb CBOW KOMMbIOTEP U daliibl OT NOTEHLMaNbHbIX
yrpo3. Ho 3a4eM Hy>Hbl 3TV NMOCTOSIHHbIE MPOBEPKM 6€30MacHOCTM NOC/e TOro, Kak HaAEXHOCTb
danina yxe nposepeHa?

B Office 2010 npegnoxeHa dyHkLmsA «HagexHble 4OKyMeHTbI» Ana $GaliaoB, C KOTOPbIMU Bbl pa-
6oTaeTe, N KOTOPbIE COAEP>KaT aKTMUBHOE COAEeP>XKMMOe (HanpvMep, Makpochl). Tenepb oAHaX bl
NOATBEPAMB HAZEXHOCTb aKTUBHOIO COAEP>KMMOrO B Npe3eHTaumm, 3T0 AeNCTBUE MOXKHO
6osbLie He noBTOPATL. PowerPoint 2010 3anoMunHaeT HaZeXHble JOKYMEHTbI U 60/bLUe He Bbl-

BOAUT 3aNpPOChl MPU KaXXgoM nocnefyroulemM OTKPbIBaHUN 3TUX JOKYMEHTOB.

Cogert. A UTO NPOM3ONAET, EC/IN Bbl CJIyYaliHO 06BABUTE HafEXHON NpPe3eHTaL Mo, KOTOpas TakoBOW He
ABJIIETCA, W K PaHee HafeXHOoW npeseHTaumm byaet gobaBneHo HOBOe cogepxumoe? B LieHTpe ynpas-
NeHns 6e30NacHOCTbIO, B KOTOPbIA MOXHO MNepenTn 13 AManoroBoro okHa «Mapametpbl PowerPoint»,
MOXHO OAHWM LLEAYKOM MbILUN COPOCUTL HaZeXHble JOKYMEHTb! UM OTKJIKOUNTL BO3MOXHOCTb aBTOMa-

TUYECKN 0OBABNATD Cl)al\/lll'lbl Hade>XHbIMW.

CpasHeHHe U obbeAuHeHue YayywieHo!

PowerPoint 2010 3kOHOMUT Ballie BPeMs M NO3BOASET YNPOCTUTb BbINOJHEHWE TPYNMNOBbIX NPO-
eKToB bnarogapsa cpeAcTBaM 06beAVHEHNA N CPAaBHEHUA, KOTOPbIe AOCTYMHbI Ha Bknaske «Pe-
LleH3MpOoBaHMe», NokasaHHow Ha pwc. 31. CpaBHUTE HECKOIbKO BEPCUIA OAHOM U1 TOM Xe npe-
3eHTauuw, a 3aTeM NPOCMOTPUTE CMIUCOK NMOMPaBOK, YTOObI MPUHATL UAN OTKNOHUTb UX.

Ha Bknasgke «PeueH3npoBaHne» MOXHO NPOCMOTPETb CBeAEeHUs 06 M3MEHEHMAX ANS OTAENbHbIX
CNaf 0B W BbINONHEHHbIE ONpPeAeNeHHbIM aBTOPOM. MpUMUTE AN OTKIOHUTE OTAE/bHbIE N3Me-

HEHWNA, BCE NSMEHEHNA Ha cnaﬁ,a,e nnn BCe MUSMEHEHUA B Npe3eHTaunn.

Rld9-0 |= ip 2 - Mi int (O: sepcna) = | @ -
B nacian Boaeka  Awsadin Mepexogs  Awmmaums  Mokas ciafidos | Peuewswposakue | Bua @
2 3 s | ) 5 , D = N4
ij\ a %_ e = ﬂ & 3 il g y 7 Hazag 3 \N‘
( ¥ : Z ) | f A
v 1 % % 2 a # = B JE 5 e < B8
Opodorpadus CnpasoqHuKK Tesayp Mepesog Asbik Mokazate Cosgate Wsmenuts  Ypanute Hasap [Janee CpasHuTe MNpuHaTe OTkAOH -'—[szaxonumn Cea3aHHbie
- - - - [ A3CTb NPOBEPKM | nposepky | 3aMeTKu

P! P
Npasonucarme fA3biK Npumesarms CpasHuTs OneNote

Puc. 31: npocMoTpuTe M3MeHeHMA B Npe3eHTaLmmn Ha Bkaajke «PeLieH3npoBaHme» B HOBOW

rpynne «CpaBHUTb».
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CoBMmecTHasa paboTa yepes Communicator 14 HosuHka!

NHoraa Bam TpebyeTca BUpTyanbHOE NPOCTPaHCTBO A/1A BCTPeY, rae MOXHO paboTaTb Hag npo-
€KTOM COBMEeCTHO ¢ konneramu. Micnonbsya PowerPoint 2010 n Microsoft Communicator 14,
BMPTYa/IbHYHO BCTPeYy Ternepb MOXHO HayaTb, He Nokmaas ceoero pabouero mecta. COBMeCTHO
paboTaTb B OKHE NPUIOXKEHNA TeENEePb HNUYTb HE CIOXKHEE, YeM OTMPaBUTb MTHOBEHHOE CO06-
weHne. MoXHO Takxke B6bICTPO M 1erko OTNpPaBMTb NPe3eHTaL M0 B MTHOBEHHOM COObLLLeHMY, He
BbIxOAsA 13 PowerPoint.™

Coget. HauHuWTe ceaHC COBMECTHOW paboTbl BCEro HECKONbKMMM LLeYKaMM KHOMKM MbILW Ha BKAaAKe
CoxpaHuTb M OTNPaBUTb B NpeacTaBneHnn Backstage. MNpw 3TOM HeMegieHHO OoTOBpaXkatoTcs CBeAeHUs
O JOCTYMHOCTW KOJIJIET, U MOSIBASETCA BO3MOXHOCTb COBMECTHO MCMOJIb30BaTbh OKHO NMPUAOXKeHMWs. Bawwin
KOErn BUAST NPUIOXKEHME B BbICOKOM KAaYeCTBE WU MOTYT OTCNEXMUBATbL BCE BHOCUMbIE U3MEHEHWS B pe-

aJlbHOM BpPEMEHN.

Mpumeuanune. CoBmecTHas paboTta vepes Office Communicator Takxe goctyrnHa B Word 2010 u
Excel 2010.

"Tpebyetca Communicator 14 u Microsoft Communications Server “14". beta-sepcut Communicator 14 u
Communications Server 14 6yayTt 4OCTynHbl BO BTOpol nososuHe 2010 roga.
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fl3bIKOBble CPEACTBA YAyYLUEeHO!

Tenepb BCe€ Noab3oBaTen, KOTOPbIM NPUXOANTCA pa60TaTb Ha HECKOJIbKUX A3blKax, MOTYT 6onee

rmoeko OpraHmM3oBbiBaTb CBOKO AE€ATE/IbHOCTb. yI'IpOCTVITe n HepCOHaﬂMBMpyVITe CBOKO pa60Ty Ha

HECKONbKMX A3blKaX, 3a4aB OTAE/IbHbIE A3bIKOBbIE MapaMeTPbl ANA pefaKTUPOBaHUA, CNpaBKK,

OTOBPAXKEHMS N BCTJIbIBAIOLLMX MOACKA3OK.

Napamerpe PowerPoint [ ||
% % 3againe AzEIkoBLIX NapaneTpas Office.
BHIGOp ASbIKOB peaKTHPOBaHMS
ukos 3wk A3HIKOBIE QYHKLHH, TARINE k2K CT0E2PH,
NpPOBEPKa FPAMMATHKN W NOPAAOK COPTHP OBKK
Aomonmensio p— -
Hacrpoiika nemtel YpanuTe
Mawens Sncrpors gocryna
Haacrpoiikn
063BNTE
LieHTp ynpagnenita §ezonacHocrei ] [a
BhIGOp AsbikoB MHTEPpEiica U CpasKy
33aiTE NPHGPHTETH AEHIKOE 419 KHONIOK, BKASAQK U CTPAEKA ()
AsHiK WHTEPD Eilca A3bIK CNPaBKK
1. Mcnone3osate aseik Microsoft Windows =no ymonuanmio> - 1 “no -
2. pycoawi E] 2. pycorwit E]
Mo ywonuaryra Mo ymonsariv
- [1POGHOTP S3HKOR HHTEPEiics, YTaHOENEHHEK AR KEXAGIH PO RaMME MICrasaft Office
@, Kax nosyunte s iica u cnpasku ¢ seb-caiita Office.com?
BHIGOp ASbika BCMNLIEAMUMX NOACKASOK
ez [Weramsamr s [2]
noackasok ¢ canta Office.com?

Puc. 32: ¢ nerkoctbto
HacTpavBauTe OT-
AeNbHble A3bIKK ANA
pefakTMpPOBaHMS,
cnpaBku, otTobpa-
>XEHWS 1 BCMbIBa-

FOLLIMX MOACKA30K.

CoBerTtbl.

e [pu gobaBneHNm A3biKa, 418 KOTOPOrO He YCTaHOBJ/IEHbl CPEACTBA MPOBEPKU AN packnagka Knasma-

TYpbl, BBIBOAUTCS YBEAOMJIEHUNE CO CCbIIKAMU /15 peLleHns npobaemsl, Kak nokasaHo Ha puc. 32.

e [lpwv 3agaHun A3bIKOBbIX NapameTpoB B PowerPoint 2010 Bbl 3agaeTe vx A8 BCeX NPUMEHUMBbIX MPU-
noxenni Office 2010, Bkarouas Word 2010, Excel 2010, Outlook 2010, OneNote 2010, Publisher 2010
n (kpome BcrbIBatowmx noackasok) Access 2010, SharePoint Workspace 2010 n Microsoft InfoPath®

2010.

CpeacTBa nepeBoAd HoBbie U YAyYLLUEHHbIE PYHKLUMMU!

Office 2010 no3BonseT ferye, YeM Korga-1mbo paHblue, 06LLATLC B MHOTOS3bIKOBOW Cpeje.

[nsa 3TOro ncnonb3ywte cpeacTesa nepeBoja Ha Bknagke «PeueHsnposaHue» B PowerPoint 2010.
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MNepeBeauTe BblAENEHHbIN TEKCT WU NCMONb3YWTE HOBbIM MUHU-NEPEBOAYMK, YTOObI NoyYaTb

nepeBso HY>XHbIX C/10B, MPOCTOA HAaBOAA Ha HUX YKa3aTe/ib MblLUW.

= Puc. 33: BKAtOUMTE MUHU-MEPEBOAYUMK B NapameT-
Mcnonbsy pllol H
WorldLingo pax nepeBoja Ha BKiaske «PeLieH3npoBaHme». 3a-
pPaMoK K Lz HY
TeM NMPOCTO HaBeauTe yKa3aTeslb MbllUK Ha CI0BO U
R ||?||j|||§||6| HemMeZAJ/IeHHO NOoJlyYnTe ero NepeBos.

Cogert. Ha naHenun MHCTPYMEHTOB B HUXKHEN YacTW OKHa MUHWU-MepeBOAYMKa JOCTYMHbI MOMOLLHMK MO
aHrMCKOMY f3blKy 1 QYHKLMA Npeobpa3oBaHmsa aHMANNCKOro TekcTa B pedb Windows (a Takxxe 3arpyska

12
JAONONHUTENbHBIX CPEeACTB NpeobpasoBaHNs TEKCTa B peyb A5 APYrux s3blkos). Cm. puc. 33.

He no3BoAamTe OOCTOITEABCTBAM BOM MOMELLIATD

Be6-npuaoxenue PowerPoint Web App HosuHka!

NHorpaa Bbl He MoxeTe B3ATb € cOHOM KOMMNbOTEpP. ECN B TakmMx cUTyaLMsAX Y Bac HET MPOCTbIX
CPesCTB ANA COBMECTHOWN paboThbl, 0 KaKoM BbICTPOM 1 3GDEKTUBHOM peLLeHNN 3agay4 MOXHO

roBoputb? Tenepb 310 He Npobaema.

CoxpaHuTe cBOtO npeseHTaumto PowerPoint B IHTepHeTe, a 3aTeM OTKpbIBaiTe ee, peAakTUpym-
Te Y NpefoCTaBAANTE K HEWM COBMECTHbIV AOCTYN MPaKTU4ecky ¢ Ntoboro KOMnbroTepa, NOAKHO-
yeHHoro K MntepHery.” MpocmaTpuBaiite CBOW MyAbTUMEANIiHbIE NPE3eHTaLMM, CO34aHHbIe B

2lononHuTensHble cpeacTsa NpeobpazoBaHMa TeKCTa B peub ANA APYrux A3bIKOB NpeaoCcTaBnaroTcs bec-
nAaTHO, M MX MOXHO 3arpy3uTtb ¢ Beb-caliTa LleHTa 3arpy3ok MaiikpocodT:
http://www.microsoft.com/download.

¥ lna ncnonb3osaHua Be6-npunoxennin Office Web Apps Tpebyetcs cooTBeTCTBYHOLLEE YCTPOICTBO,
noakntoueHue K VIHTepHeTy, nogaep>xvmBaeMbli Be6-6pay3ep Internet Explorer, Firefox nau Safari, a Takke

Microsoft 44



3 ff' Microsoft®
5a.0ffice
PowerPoint 2010, B BbICOKOM KayecTBe, 3anyckaniTe MPOCMOTP CIaA0B U C IETKOCTbHO KOppeK-

TMpyI?ITe CBOU npe3eHTaunun, da>ke HaxoaAacCb B I'IyTl/'I.14

¢ [lpocmaTpumBanTe CBOM Craribl U 3aMeTKM K Clainfiam uauv 3anyckanTe nokas cnanijos B
Beb6-npunoxeHunn PowerPoint Web App.

e Wcnonb3ynte 3HakoMble GyHKLMK, N3BECTHbIE NO paboTte B PowerPoint, Bkitoyas BO3-
MOXHOCTb A06aBAeHNSA, KONMPOBaHWSA, YAaNeHUA U CKPbITUA CNalnAoB, NPUMEHEHWS
wpurdTOB N PopMaTMpOBaHUA ab3aLieB, a Takxke MHOroe Apyroe.

e BcraBnsaiite namn 3ameHsanTe pUCYHKM U gaxke NPUMEHANTE CTUAN PUCYHKOB.

o BcraBnsvite, pegaktupyinte n popmatmpynite rpadumyeckme anemeHTbl SmartArt®, Bkto-

yas U3MEHEHME UX CTUIEN N MAKETOB.

SharePoint Foundation 2010 (gna koMnaHwum) nan 6ecnnatHbln naeHtndukatop Windows Live ID (ans
JIMYHOTO 1CMnoab3oBaHus). PyHkUUK Beb-npunoxeHuii Office Web Apps n Habopa npunoxenuin Office
2010 moryT oTamyaTbcs.

' lna ncnonb3osaHma Kakux-nmbo dyHkuUmiA Microsoft Silverlight™ He TpebyeTcs, HO pekoMeHA0BaH AN
JAOCTUXKEHNS HaUNYULINX Pe3ybTaToB NpU NPOCMOTpe npeseHTaumii PowerPoint B Be6-npuaoxeHmsx
Office Web Apps.
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Puc. 34: ucnonbsyrite HoBoe Beb-npunoxerHne PowerPoint Web App, 4Tobbl MeTb BO3MOX-

HOCTb BbIMOJIHUTL CBOKO PabOoTy Ha BbICLLEM YPOBHE BCErAa 1 Be3ae.

Beb-npunoxenus Office Web Apps (Bkntouas Beb6-npunoxeHuns PowerPoint Web App, Mi-

crosoft Word Web App, Microsoft Excel Web App n Microsoft OneNote Web App) naeansHo

pononxstoT nporpammbl Office 2010. TnMbkKin 4ocTyn, NPUBLIYHAsA Cpesa PeAAKTUPOBaHUSA 1 psaj,

Y>Xe& 3HaKOMbIX q)yHKLI,VIVI MO3BOJIAKOT BbIMOJIHATL NMOCTAaBJ/IEHHbIE 3a4a4X Ha CcObCTBEHHBIX ycno-

BUNAX.

Cosgert. Vicnonb3yiite Beb-npunoxerHne PowerPoint Web App, utobbl erko nosyyatb octyn K ¢painam

COBMECTHO C ApYrMMu noJib3oBaTtensmu, paboTatoLmMmm B 6onee paHHUX Bepcusax Microsoft Office ans

Windows nan Mac, nam gaxe ¢ temu, y Kotopbix Habop Microsoft Office He ycTaHOBEH BoObLLE.
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PowerPoint Mobile 2010 YAy4yweHo!

MHoraa Bam npuxoantcsa paboTatb, nepemMeLlancb 13 Toukm A B Touky B. K cuacTbto, yayuwieH-
Hoe npunoxeHue PowerPoint Mobile 2010 ynpouiaeT paboTy A8 Tex, KTO HaXoAUTCs B nyTn.™

» Wcnonb3sywnte PowerPoint Mobile 2010 B kauecTBe BCMOMOraTe/IbHOrO CPeACTBa ANs pa-
60TbI ¢ Npe3eHTaumamn. Mogkntoumte ceor TenedoH Windows Phone k MK yepes
Bluetooth, utobbl nerko npocmatpusaTh 3aMeTkM K Npe3eHTaunn. TenepoH MOXHO nc-
MOAb30BaTh AaxXe A/ NepektoYeHNs ClakjoB.

o PepakTupyiTe 1 coxpaHanTe npeseHTaLmm (BKAtOYas 3ameTkm) Ha TenedoHe Windows
Phone.

o T[lpocMaTpuBanTe Npe3eHTaLun B MOJHOIKPAHHOM pexxrMe C pa3Hoobpa3HbiMu rpadu-
yecknmm addektamn. PowerPoint Mobile 2010 Ttakxke obecneumBaeT yayuLleHHYH NoA-
AepXKKy NepexofoB Mexay cnangamun n aHmMauuv (BKao4vasa nyTv nepemeLLeHums).

* Vcnonb3yriTe HOBbIN COPTUPOBLLMK CNAWAOB ANA NONyYeHUs obLero npeAcTaBaeHNa O

npeseHTaLmm, 6bICTPOro MPOCMOTPA, PeAaKTUPOBAHWS, YAANEHUA AW CKPbITUA CNaijoB.

TpebyeTtca cooTeeTCTBYHOLLEE YCTPOICTBO. 191 peann3aLm HeKoToPbIX BO3MOXHOCTEMN, CBA3aHHbIX C
MOBUNBHBIMU TEXHONOTUAMMU, TPebyeTCA NoakatoueHne K VIHTepHeTy. B cocTtaB Habopa npuaoxeHuii Of-
fice Mobile 2010 Bxoant PowerPoint Mobile 2010, Word Mobile 2010, Excel Mobile 2010, OneNote Mo-
bile 2010 v SharePoint Workspace Mobile 2010. Mpunoxexune Outlook Mobile 2010 npeayctaHOBAEHO Ha
TenedoHax Windows v sBASeTCA NOUTOBLIM KAMEHTOM Mo ymonuaHuto. Office Mobile 2010 He BxoauT B
cocTaB npuaoxeHun, Habopos Office 2010 nan Be6-npunoxenunin Office Web Apps. 31oT Habop npuno-
XEHWI CTaHeT AOCTyneH nocie odumLmanbHOro Bbixoda npuaoxeHui Microsoft Office 2010 ans tenedo-
HoB nog ynpasnaeHneMm Windows (Windows Mobile 6.5 nan 6onee nosgHss sepcus). PyHkummn Habopa
npunoxeHui Office Mobile 2010 n Habopa npunoxeHnii Office 2010 moryT oTanyaThCS.

Microsoft 47



=a.0ffice

PowerPoint Mobile o7 7

Puc. 35: npocmatpuBauiTe npe-

= 3eHTauum PowerPoint B Bbicokom

CekpeT Halero yonexal Ka4yecTBe Ha TenquOHe Windows

T Phone. Pegaktvpyiite 1 coxpa-

ﬂ 3 HANTE npe3eHTaunmn (BkAtOUasn

| —— 3aMEeTKM), UCNOJb3ys pacInpeH-
| _ . HY MOAZAEP>KKY NEPEXOA0B 1

aHVMaLU K.

MaowTab Meko

Cogert. C nerkoctbto pacnpocTpaHainTe npeseHTaumm npsmo ¢ tenedoHa Windows Phone. OtnpasnanTte
npeseHTtaumm PowerPoint no aneKTpoOHHOM NouTe AN COXpaHsTe UX HenocpeacTBeHHO B SharePoint
2010 npv nomowum HoBoro npuaoxeHus SharePoint Workspace Mobile 2010.
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Bbl nyuywwe Bcex B oduce, WKone nam ceMbe ymeete pabotate B PowerPoint? Bel nomoraete apy-
rMm nosb3oBatenam PowerPoint, yunte nx, co3gaete na HUX JOKYMEHTbI, lWabaoHbl A TeMbl?
Ecnv Bbl ABNsieTECH ONBITHBIM NOAb30BaTeneM PowerPoint nan xotnte M BbITb, MO3HaKOMbTECH
C HEKOTOPbIMW COBETaMU 1 NpuemMamu, elle 6obLle pacLUMPAOLLNMN BO3MOXHOCTU
PowerPoint 2010.

YNpaBAeHme PA3IMEPOM MYABTUMEAUMHOTO COAEPXKMMOTO
M OAMAOB

Bbl BCTpanBaeTe B npe3eHTaLMiO BUAEO NN 3BYK U NPUMeHseTe GyHKLUIO 0bpe3kn, YTobbI 3pu-
TeNn yBUAEAN TONBKO Te GparMeHTbl, KOTOPbIE Bbl XOTUTE MM MOKa3aTb. 3aTeM, UTOObI YNPOCTUTD
COBMECTHbIN JOCTYMN K NPe3eHTaLMn, Bbl UCMOb3yeTe CPeACTBO OKaTusa GannoB MyIbTUMESMNA,

YTOObI YMEHbLUNTL Pa3Mep My/bTUMEAUIMHBIX 0OBEKTOB. Vv Xe BCTaBAsieTe BUAEO UM 3BYK U3

dannoB B BUAE CCbINKN 1 0bpe3aeTe CBA3aHHbIE OOBEKTDI.

A uTo nponcxoanT C O6p€38HHbIMI/I nanm oKatbiMn q)parMeHTaMl/l MyﬂbTI/IMe,D,I/II\/’IHOFO coAep>xxXu-

MOFO W KaK BCe 3TV onepaLmy BAUSIOT Ha UCXOAHbIE MybTUMEANAHbIE Gainibl?

Bce fencTBMA Hag BHEAPEHHBIM UK CBA3AHHLIM MYAbTUMEANNHBIM COAEPXKMMBIM,
BCTaB/JIEHHbIM 13 $GanNoB, BAUAIOT TONIbKO Ha KOMUWN 3TOTO COAEPXKMMOTO, HaxoAsALLMeCs
B Npe3eHTaumu. MicxoaHble MyabTUMeANAHbIE Gaiibl, COXPAaHEHHbIE HAa KOMMbIOTEPE, He

3aTparmBaroTCA.

Mpwn obpe3zaHun Bugeo nam 3syka PowerPoint 2010 coxpaHseT obpe3saHHble obaacTu.
Mo3Tomy Bcerga MOXHO OTMEHUTb 06pe3Ky Nan Npy HeObXOAMMOCTM N3MEHUTL 0bpe-

3aHHble GparMeHTbI.

Ecan npu ncnonb3oBaHUKM CpeacTBa ckaTua Gpannos MyabTuMeana pasmep daina obpe-
3aHHOrO BUAEO MeHbLLE pa3Mepa CKaTol BEPCUN LIeNOV BUAELO3anuncK, TO CPesCTBO
oKaTus MynbTUMeAMa yaanseT obpesaHHble 06aacTv U3 Npe3eHTaLuu.
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e Ecam 3anyctutb MHCMEKTOpP AOKYMEHTOB 1 BbIOpaTh yAaneHne CBOMCTB AOKYMEHTa U
NNYHOU MHPOPMaL MK, obpe3aHHble 061acTV yAanatoTca U3 NH060ro MyibTUMEANNHOTO

COAEPXKMMOTO MPe3eHTaL M.

MpumeuaHume. Ecnn Bbl aBaseTecs paspaboTtumkom PowerPoint VBA v xotute aBTomMaTn3npoBaTb
yAaneHve obpesaHHbIx 0baacTen MyabTUMeANNHbIX O6BbEKTOB B Mpe3eHTaL MK, UCMOAb3yNTe Me-

104 Resample.

N3y4eHme dOYHKLIMM BOCCTAHOBAEHMS HECOXPAHEHHbIX NPE3EHTALMM
M ABTOMOTHMYECKOTO COXPAHEHMUS BEPCUM

Ecav Bbl HekoTOpOe BpemMsa paboTanun Haj npe3eHTalmel, a MoTOM 3aKpblin ee 6e3 coxpaHeHwus,
PowerPoint 2010 aBToMaTnyeckn coxpaHseT ee Konuto. Kak y>ke 06bACHANOCh B 3TOM PyKOBOA-
CTBE, 3TO 3aMevaTesIbHOe AOMONHEHME K BO3MOXHOCTAM aBTOMaTU4eCKOro BOCCTaHOBIEHWS
MO3BOJIAET JIerko BOCCTaHaB/IMBaTb NPe3eHTaLuy, Aaxke eC/iv Bbl HX pa3y He coxpaHanun dawn.
Bocnonb3ymnteck cnegyrolmmm cosetamu, 4tobbl 6onee 3peKTBHO NCMOb30BaTb 3TN IKOHO-

MALWKe Balle BpeMA CpeacTBa:

¢ [lpu paboTe Hag paHee COXpaHEHHOM Npe3eHTaLmeln MOXHO OTKPbIBaTb A0 NATA NO-
CNefHVUX aBTOMaTUYeCKM COXPaHEHHbIX BEPCUI, He 3aKpblBas MPE3eHTaLMI0 N He BbIXOASA
n3 PowerPoint. No3ToMy npu cayvyanHom yganeHnn nHpopmMaummn, KoTopas BaM Hy>XKHa,
MOXHO W3B/leUb ee 13 6o/ee paHHel aBTOMaTUUeCcku CoxpaHeHHoM Bepcum.'®

YT10ObI OTKPBITH JOCTYMHbIE aBTOMaTUYECKN COXPaHEHHbIE BepCUK, Nepennte Ha Bkaaaky dain,
yTOObI OTKPBITL NpegcTaBaeHne Backstage. [JocTynHble aBTOMaTUYeCKN COXPaHEHHbIE BEpCUU

HaXo4ATCA Noj 3aroJlOBKOM Bepcvm Ha BKnajke «CBe,quvm».

'® N3Bneub copepkMMoe MOXHO TOIbKO M3 NATW NOCAEAHMNX aBTOMATUUECKW COXPaHEHHbIX BEPCUIA AOKY-
MeHTa. [ln5 3Toro TakxKe TpebyeTcs BKAOUNTL GYHKLMIO COXPaHEeHMs AaHHbIX aBTOMaTUYeCcKoro BoccTa-
HOBJ/IeHUA, a TakKe PYHKLIMIO COXpaHeHUA NocneAHe aBTOMaTUYeCKN COXPaHEeHHOM BEPCUK AOKYMEeHTa
npw Bbixoge 6e3 coxpaHeHWs. YTobbl HaMTK 3TV NapameTpsl, B NpejcTaBaeHnn Backstage wenkHute «[Ma-
pameTpsbl», a 3aTeM BblbepuTe pasgen «CoxpaHeHue».
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Mo ymonuaHuto PowerPoint 2010 aBToMaTMueckn coxpaHaeT NocaeAHne aBTOMaTUYeCckm
COXpaHeHHble Bepcum daina, ecam 3akpbiTb NpeseHTauno 6e3 coxpaHeHus.

Y1obbl OTK/IOUMTL 3TOT NapameTp, wenkHuTe MapameTpsbl B npescTtaBieHnmn Backstage. B anano-
rosom okHe Mapametpsbl PowerPoint Ha Bkiaske CoxpaHUTb HaliauTe napameTp CoxpaHaTb
nocneAHIO aBTOCOXPaHEHHYO BepCUIo Npu 3aKpbiTUM 6e3 coxpaHeHUs.

MpumeuaHune. ABTOMaTMUECKN COXPaHeHHble Gaiibl XpaHATCA TaM Xe, rae u Gansibl aBTomaTu-
YecKoro BOCCTaHoBeHMA. MecTononoxeHns Gaina aBToMaTM4eCckoro BOCCTaHOB/IEHNA MOXKHO
HaliTv B Mapamertpax PowerPoint Ha Bknagke CoxpaHeHume.

BoccTaHaBanBaliTe BCe AOCTYMNHbIE HECOXPAHEHHbIE NMPe3eHTaLnn (paHee He COXpaHeH-
Hble daiiabl) U3 OAHOrO YA40H6HOrO MECTOMONOXKEHUS.

Ha Bknaske CBepeHmA B npeacTaBieHnn Backstage wenkHTe YnpaBneHue BepcuaMM, a 3aTeM
wenkHuTe BocctaHOBUTL HecoxpaHeHHble npe3eHTauun. Van B HUXHel yacty Bkaagkm Mo-
cnepHume B npeacraBneHmm Backstage wenkHute BocctaHOBUTL HecoOXpaHeHHbIe Mpe3eHTauun.
OTkpoeTcsa AnanoroBoe okHo, B KOTopom byaeT otobpaxeHa nanka UnsavedFiles. B atoli nanke

cojep>xaTtca AOCTYyNHbIe HECOXPaHEHHbIE Npe3eHTaunn.

®dalinbl, oTobpaxkaemble B nanke UnsavedFiles aBTomatnueckun yaansatoTcs yepes yetbipe
AHA.

Ecan Bam MHorza npuxoamTcs paboTaTtb Ha 0bLLeA0CTYNHOM MM COBMECTHO MUCMOJ/b3yEMOM
KOMMbIOTEPE, HanpuMep, B UHTEPHET-Kade Nan B LUKONBHOM KOMMbIOTEPHOM KAacce, MOXHO
Nerko caenatb TaK, YUTOObl HeCOXpaHeHHble Npe3eHTaL MM H6bl1 HEBO3MOXHO BOCCTaHOBUTb. [1po-
CTO co3gawTe HoByto npe3seHTaunto (CTRL+N), HO He coxpaHsiTe ee. Ha Bknagke CBegeHus B
npeacTtaBneHnn Backstage wenkHTe YnpaBneHue Bepcusamu, a 3aTeM LLENKHUTE YaanuTb Bce
HecoxXpaHeHHble Npe3eHTauun.

MpumeuaHue. MNapameTp «Yaanutb Bce HecoxpaHeHHbIe Npe3eHTaLMmn» 0TobpaxaeTca ToNbKO
npw pabote ¢ painnom, KOTOPbIV HI pa3y A0 3TOTO He coxpaHanca. Ecam oTkpbITb NapameTpsl
yrnpaBieHWs BepcMaMUN A1 paHee coxpaHeHHOro daina, napameTp «YAanuTb BCe HECOXPaHeH-
Hble Gainbl» ByaeT HefOCTYMEH.
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HacCTpomKa AeHTbI

Tenepb HacTporika PowerPoint 2010 ctana npolue, yem korga-ambo. lobaensanite co6CTBEHHbIE
FPynnbl KO BCEM BCTPOEHHBLIM BK/aAKaM JIEHTbl UK CO3AaBanTe COBCTBEHHbIE BKAAAKM.

¢ Yrobbl HacTPOUTb NEHTY, NepenamnTe Ha Bknaaky «®Pann». OTkpoeTca npeacTaBieHne
Backstage. LLenkHuTe «lNapameTpsbi», a 3aTeM «HacTpowka neHTbI». B OTKpbIBLLEMCA OKHe
MOXHO HaCTPOUTb BKNAAKMW, BKIOUMB B HUX M3BpaHHble KOMaHZAbl CO BCEX BCTPOEHHbIX
BKJAZOK, @ Tak’)ke MHOXECTBO KOMaHJ, KOTOpble He 0TOHpaXkaroTCa Ha NeHTe, Nan jaxe
COBCTBEHHbIE MaKpPOChI.

MO>HO HacTpanBaTb He TOJIbKO BKAAAKWN, KOTOPble MOCTOSHHO OTOBPaXkatoTCs Ha JIeHTe, HO U
KOHTEKCTHbIe BKJaAKW. DTO BKAAAKN CPeACTB, KOTOpble 0TObpayatoTca Npu paboTe ¢ coaepxm-
MOM OMpeZeNeHHbIX TUMOB (HanpuMep, C KapTUHKaMK 1 Tabanuamm). YTobbl MoayunTb 4OCTYN K
3TUM ZOMOJIHUTE/IbHBLIM BK/1aZKaM Mpu HaCTPOWKe eHThl, Bbibepute NyHKT Bkiagkn NMHCTpymeH-
TOB U3 cnNcka HacTpoiika IeHTbl, Kak NoKa3aHo Ha CAeAyHoLEM PUCYHKE.
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YT1obbl HauaTb HAaCTPOWKY NIEHTbI, MPOCTO BbiAeNNTe BKAAAKY, Mepes KOTOpou creayeT
BCTaBUTb COBCTBEHHYIO MO/Ib30BaTENbCKYHO BKAAAKY, a 3aTeM wenkHuTe Cospatb
BK/1aAKY. VInv pa3sepHuTe BKIaAKy A8 NpOCMOTpa rpynm, Bbibepute rpynny, nocie Ko-
TOpOW HEOBXOAMMO BCTaBUTb MOb30BaTENbCKYHO FPyMny, a NoTom wenkHute Co3partb
rpynmny. 3ateM MOXHO J06aBAATb KOMaHAbI, U3 061acTv B N1€BOW YacTu AVANOroBOro

OKHa.

YTtobbl Ballei NoNb30BaTE/IbCKOW BKAAAKON MOFAN NOJIb30BaTbCA APYyrve Nosib3oBaTenu
PowerPoint 2010, ncnone3yite napametrp UMNopT/3KCNOPT B HUXKHEN YaCTW 3TOrO AMNaN0roBOro
oKHa. [TpocTo 3KCNOPTUPYMTE HAaCTPOWKM NO/Ib30BaTENbCKOW NEHTbI U NepeLLInTe 3KCNOpPTUPO-
BaHHbIA dalin Apyrim noab3oBaTensm, KOTopble MOryT UMMOPTUPOBaTL BallW HAaCTPOWMKM Ha cOob-

cTBeHHbIN K.

Hactponka npe3eHTaumMm U 3KOHOMUA BPEMEHU C  MOMOLLLBIO
Office Open XML

Bnarogaps HoBbIM nosesHbiM dyHKLMAM PowerPoint 2010 n Office 2010 Bam 60sbLIe He Npu-
aetca BbixoauTb 13 nporpamm Office 2010, utobbl CO34aBaTh TakMe Npe3eHTaLuK, Kakme Bbl BCe-
raa xotenn. Ho eciv Bbl OMbITHBIM NMOJIb30BATE/b U XOTUTE MOHATb, KaK eLLe MOXHO YAyyLlnTb U
6e3 Toro Be/IMKONIENHOE COAEePXNMOe, co3aaHHoe ¢ nomoubio Office 2010, BO3MOXHO, BaM 3a-

Xo4eTcs NoApPOo6bHO pa3obpaThbCs B TOM, Kak GYHKLVNOHUPYHOT Npe3eHTaLum.

®opwmatbl Office Open XML — 310 popmatbl pannos ans gokymeHtos Office 2010 PowerPoint,
Word n Excel. Ix Bnepsble BBeAN ans 3tux npunoxeruii B Office 2007. bosblias yactb nones-
HbIX GyHKLMI, ncnonb3yembix B Office 2010, ocHoBaHa Ha ucnonb3oBaHum A3bika Office Open
XML, B ToM uncne tembl Office, 06bekTbl SmartArt 1 seHTa. OnbITHBIM Nosib3oBaTe b Microsoft
Office byaeT yanMBAEH, CKONbKO BPEMEHN MOXHO C3KOHOMUTb U A0 KaKOW CTENEHM MOXHO
HaCTPOUTb NPUNOXKEHWUSA, eCIM TPaMOTHO mcnoab3oBaTh Office Open XML.

YT06bI U3YyUNTb M NCNOB30BaTb OCHOBHbIE NpUHLMNbLI Office Open XML, He Hago 6bITb Npo-
deccnoHanbHbIM NporpaMMucToM. Hanpumep, obpatTte BHUMaHWe Ha cheayrolme GaKTbl:

Ecam Bbl y>xe HacTpanBaeTe Tembl Office 1 xoTenn 6bl y3HaTb, KakvuM 06pa3omM MOXHO Co-
34,aTb NONHOCTbLIO MOJIb30BATE/IbCKYH TEMY C HYAS, BKIOYas 3PdeKTbl TEMbI, MO3HAKOMb-

TeCb C UHCTPYMEHTOM <<|_|OCTpOI/ITe}1b TEM>»,
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KomaHga paszpabotumkos Office B komnaHum MankpocodT cozgana UHCTPYMeHT «[locTpountens

Tem», KOTOpPbIM B HacTosLLee BpeMs BbiMyLLEH B BuAe OTKpbITon 6eTa-Bepcun. MNoctpontens Tem,
no cytn, cosgaet ana Bac kog Office Open XML, npegocTtaenss nonb3osatensim nHtepdeic ans
Co3faHuns COBCTBEHHBIX NOJIb30BaTeNbCKUX 3PdekToB TeM. B MeHto «CnpaBka» [MocTponTens Tem
MOXHO TaK>e HalTV NoapOobHOe pyKOBOACTBO MO CO3AaHMIO TeM U AokymeHTaumo SDK no Te-
MaMm, rae cogepxatca 6onee NoAPOOHbIE MHCTPYKLMM N peKOMEHAAL MM MO CO3/aHUI0 NO/Ib30Ba-

TeNbCKUX TEM.

3arpy3uTe [loctpouTesb Tem ¢ Beb-canta Microsoft Connect.

¢ O3HaKOMMBLUMNCb BCETO AMNLWb ¢ ocHoBamu paboTsl ¢ Office Open XML, MOXHO HacTpo-
nTb GopMaTMpOBaHME N CIKOHOMUTbL BPEMSA MPW BbINOAHEHNN MHOTMX 3agay. PaccmoT-

pUM CneaytoLme npumepbl.

o OyHKUMA «VI3MeHUTb GUrypy» ncnonbsyerca Ana npeobpasoBaHna NPAMOYroObHUKOB B
rpadmueckmnx obbektax SmartArt B oBasbl. OHa o4eHb None3Ha B 6ONbLUMHCTBE CyYaes.
Ho npu gobaBneHnn HoBow durypel Bceraa gobasnserca npaMoyroabHUK. Moxer, ctont
N3MeHUTb 3Ty Gurypy B makete SmartArt, utobbl Npu peaakTMpoBaHUn rpadpukmn cpasy
fobaBnaTe Tpebyemyto durypy? [1na atoro Bcero nniib Tpebyerca BbIMONAHATL MPOCTYHO
onepaumto novcka n 3ameHbl B Office Open XML.

¢ Bbl cobupaetecb Mo 31eKTPOHHOWN NMOYTe OTMPaBUTb 3aKa3umKy ero peknamHyro 6poLuto-
py, HO 3a 10 MWHYT A0 HacTynaeHns cpoka cAaum paboTbl y3HAEeTe, YUTO OH Ha NPOLLIOW
Hezesie MOMEHAN IOroTUM. TOT IOrOTUM MOABAAETCA B MPe3eHTaLun JecaTku pas, a
BpemMs nogxxunmaet. Kak 6bl 66110 xopoLwo, ecam 6 Bbl MOrAM BCTaBUTb HOBbIW JIOTOTMM
BCero /b OAWNH pas, a PowerPoint aBTomaTtnueckun BctaBun Bbl ero Besge, rae Tpebyer-
s, coxpaHuB GopMaTUpoBaHue, U3MEHEHME pa3dMepa 1 nonoxeHue. Ecam Bbl noHMMae-
Te 6a3oByto cTpykTypy Office Open XML ans npeseHtaumii PowerPoint 2010, Bbl MoXeTe
3TO cAenatb, MPUYEM ANS 3TOrO HE MPUAETCA NUCaTb HX eANHOro onepaTopa Ha A3blke
Office Open XML.

e Bbl co3saeTe HOBbIV WabnoH PowerPoint 2010, koTopbIn ByaeT AOCTyNeH AN BCEX MOb-
30BaTeNen, 1 XOTUTe CO34aTb NOb30BaTENbCKYH NEHTY ANS 3TOro WabnoHa. Bl 3HaeTe,
yto Office 2010 no3BoaseT HacTpamBaTb NEHTY AN KaXKA0ro NPUAOXKEHMSA, HO KaK 3TO
caenatb ans otaenbHoro wabnoHa? C Office Open XML 310 He npobaema.
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http://connect.microsoft.com/themebuilder

caOffice

370 NWLIb HEKOTOPbIE M3 MHOXECTBA 33/jay, KOTOPble MOTYT IEFKO PELLaTh OMbITHbIE MOJb30BaTe-
s Office 2010, no3HakoMMBLUMCH € 0cHoBaMu fA3bika Office Open XML. Matepuanbl, pasmeLleH-
Hble Ha C/IedyHoLLIMX pecypcax, CogepkaT OCHOBHble cBegeHns 06 Office Open XML un onncaHus
npoLeayp, HeobXo0ANMbIX A/ BbINMOJHEHWUS 3TUX U APYTUX 3aaHUIA;

Mpumeuanue. Cnesytolime pecypcbl 6buin paspabotaHsl gis Office 2007, Ho B paBHOW Mepe
NpVYMeHnMbI K 3agadvam, onucarHHbim ana Office 2010.

Office Open XML I: cBeaenus o dopmaTax dannos Open XML (Ha aHTANNCKOM S3bIKe)

Office Open XML II: pegaktnpoBaHune 4okymeHToB B dopmaTte XML (Ha aHrAMIACKOM fA3bIKe)

PykoB0oACTBO NMo HacTtpounke nenTthbl Office 2007 (Ha aHrAMINCKOM A3blKe)

Ncnoab3osaHue Office Open XML ans HacTponkm dopmaTnmpoBaHma JOKYMEHTOB B CUCTEME

Office 2007 (Ha aHTANIACKOM f3bIKe)

HoBble BO3MOXHOCTY TeM AOKYMeHTOB 61arogapsa ncnosbsosaHunto Office Open XML B cu-

creme Office 2007 (Ha aHTNMNCKOM fA3blKe) (eciv Bbl He 3HakoMbl ¢ TemMamu 1 Office Open

XML, cHayana npoyuTuTe 3TY CTaTbtO, N TOJILKO MOTOM MEePEXOANTE K CeAyHoLLen)

Co3saHve Tem AOKYMEHTOB C ncnosb3oBaHrem dopmatos Office Open XML (Ha aHTIMACKOM

A3bIKE)

Vicnonb3osaHue Office Open XML ans skoHOMUK BpeMeHu 6e3 HanncaHus Koaa (Ha aHrani-

CKOM £13bIKE)
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http://office.microsoft.com/training/training.aspx?AssetID=RC102435331033
http://office.microsoft.com/training/training.aspx?AssetID=RC103570001033
http://technet.microsoft.com/en-us/magazine/2009.05.ribbon.aspx
http://msdn.microsoft.com/en-us/library/dd560821.aspx
http://msdn.microsoft.com/en-us/library/dd560821.aspx
http://msdn.microsoft.com/en-us/library/dd630117.aspx
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AOCTYMN K OYHKLMAM

DYyHKUMUN N Fpe Haxopgutca

npenmyuiecTsa
Hosas BcraBka Buaeo n3 darinos e YT106bI BCTABUTL BUAEO U3 daitna, Ha
byHkunsa! Bknagke Beraeka B rpynne MyabTn-

mMepama LenkHuTe Bnaeo, a 3atem Bu-
aeo u3 ¢aiina.

Hosas PepaktnposaHue n ¢opma- e Bbigenute Bnaeosannch B NpeseHTauunmn

¢yHkuma! TMpOBaHVe Bugeo3anmcei WNnn, utobbl BCTaBUTL BUAEO M3 daiina
Ha Bkiagke BeraBka B rpynne Mynb-
TMMeama LenkHuTe Bupgeo, a 3atem
wenkHuTe Bugeo us daina.

e [lpu BblAeneHnn BUAEOPONMKa aBTOMA-
Tnuyeckn oTobpaxatoTcsa Bknagku Pabo-
Ta c Bugeo | Popmar 1 Paborta c BU-
Aeo | BocnpousseaeHue.

e Ha Bknagke Pabora c Bugeo | Popmar
HaxOAATCA 3acTaBKW, BUAEOCTUAN, BU-
Aeo3pPeKTbl U MHOTUE ApYyrne PyHK-
L. PyHKLMM MOHTaxa, 3bdexTbl nc-
yesaHws, 3aKN1afKM U Apyrue cpescTaa
MO>HO HalTK Ha Bknagke PaboTa ¢
Bugeo | BocnpoussegeHue.
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DYyHKUMUN N Fpe HaxopguTtca

npenmyLiecTsa
HoBas PepaktnpoBaHue 3ByKOBbIX BbibepuTte 3ByKOBOW OOBEKT B NpPeE3eH-
byHkuna! 3anucen Tauuun. MNpu BoIBOpe 3BYyKOBOro obbekTa

aBTOMATUYECKM OTOBpPaXKatoTCs BKAAAKM
Pa6ora co 3Bykom | ®opmart 1 Boc-
npousBseaeHue.

®DyHKLMM MOHTaXa, 3aknagkun n spdpexr
McyesaHWs MOXHO HalTW Ha BKNajKe
Pa6orta co 3Bykom | BocnpousBepge-
Hue.

YI'Iyl-II.IJEHHaﬂ DNeMeHTbl yrnpasjieHna BU-

$yHkumna! A€0 U 3BYKOM

OTkpoWiTe Npe3eHTaLuto, CoAep>KaLllyto
CNaig C akTMBHbIM BUAEO WN 3BYKO-
BbIM O6BEKTOM, B peXMMe noKasa
cnainpoB. 3aTeM HaBeauTe yKasaTeNb
MbILIN Ha 0H6BEKT, YTOOLI OTOOPA3UTL U
MCNoJIb30BaTh 3EMEHTbI YrpaBAeHUs.

HoBas Cxatune ¢pannos MynbTume-
byHkymnsa! ana

MepenanTe Ha BKaaky ®Pain, yTobbl
OTKPbITb NpegacTaBaeHne Backstage.
LLlenkHnTe CBepeHuns, a 3aTtem COxatb
dainbl mynbTUMmegmna.

Mpumeuanme. 31a PyHKLMA NOABAAETCA, TONBKO ec-
NN Npe3eHTaLnsA COAePXUT NPUMEHUMble daiibl
MyAbTUMeANa.

HoBas OnTumm3saums dalinos
dyHKumsa! MyNbTUMEAMA 418 COBME-
CTUMOCTU

Mepengnte Ha Bknagky ®Pain, uTobbI
OTKpPbITb NpeAcTaBieHne Backstage.
LUenkHnte CBepgeHunaA, a 3aTem OnTu-
MM3aL A 418 COBMECTUMOCTM.

MpumeuaHmne. 31a PyHKUMA NOABASETCA, TONLKO eC-
/N Npe3eHTaLNsA COAePXUT NPUMEHUMbIe daiibl
MyAbTUMeANa.
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DYyHKUMUN N
npevmyuiecTsa

Fpe HaxopguTtca

YnyuweHHas
byHkuma!

JononHuTenbHble popmaThbl
My/abTUMezMa

e [lapameTpbl A/15 BCTaBKN BUAEO AN
ayAvo HaxoaaTcs Ha Bkiajke BcraBka B

rpynne MynabTtumepna.

MpumeuaHume. Vicnonb3yiiTe 0OCHOBHOWM Habop 3ByKO-
BbIX 1 BUAeo ¢popmaTos (Hanpumep, WMV, WMA 1
MP3). OcHoBHble popmaThl, NOAAEP>KMBAEMbIE MO
YMONYaHWUIO, 3aBUCAT OT OMNepaLMoOHHOW CUCTEMBI.
PowerPoint 2010 Takxxe noaaep>XunBaeT AOMONHMN-
Te/ibHble popmarsl, Takue kak DivX, MOV un H. 264,
OfHaKo ANA 3TOr0 HEOH6XOAMMO YCTaHOBUTb KOAEKM
DirectShow, koTopble MOXHO NPUOBPECTN Yy CTOPOH-
HMX MOCTaBLLUMKOB (MOXeT NoTpeboBaTbCa JOMONHN-
TenbHasa naata).

HoBas
byHkunsa!

BctaBka Buaeo ¢ Beb-calTta

e Ha Bknagke Becraska B rpynne Mynb-
TMMeamna WwenkHuTe Bugeo, a 3atem
wenkHnTe BctaBuTb BMAeo c Be6-
caiita.

Mpumeuanue. [1na Bocnpon3sBeseHna BUAEO3anmcK C
Beb-cainTa TpebyeTca nogkatoueHue K VIHTepHeTy.

HoBasa mn
yAayJylieHHas

dyHKuma!

PesaktnpoBaHue nsobpa-
XeHuns

e Bbigennte nsobpaxeHve B NpeseHTa-
umn. Man, utobbl BCTaBUTL HOBOE U306-
paxxeHue, Ha BKnazke BcraBka B rpynne
N306parkeHns wenkHnte PUCYHOK.

e [lpv BblAeneHn N306paxKeHNs aBToma-
TWYecKkn OTKpbIBaeTCs Bkaagka Pabora
¢ pucyHkamu | ®opmar.

e Ha Bknagke Pa6oTa c pucyHkamum |
®dopmar B rpynne V3meHumes MOXHO
HaWTN MHCTPYMeHTbl XyA0)KecTBeHHble
adp¢exTbl, Yaanutb ¢poH, Koppekuus
n LiBeT. YayuweHHoe cpeactso O6pes-
Ka HaxoauTcs B rpynne Pasmep Ha 3Toi
BKIajKe.
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DYyHKUMUN N Fpe HaxopguTtca

npeumyLiecTsa
YnyuweHHas Mepexoabl Mexay cnanga- e Ha Bknagke Mepexoapbi B rpynne Me-
byHkuna! MU pexoa K 3ToMy cnaigy HaBejuTe yKa-

3aTeslb MblLUK Ha NtoboW 13 NepexosoB
B KOIEKLMWN ANS ero NpesBapuTebHO-
ro NPOCMOTPa UMW LLESKHUTE NepPexoy,
YTOObI NPUMEHWTb €r0 K BblAENEHHbBIM

cnanaam.
YnyuweHHas AHnMaymn e Bbigennte obbekT AN CO34aHNA aHUN-
byHkuma! Mauunun. 3aTeM Ha Bklagke AHMMaUmA B

rpynne AHMMaLMA HaBejnTe Kypcop
MbILUW Ha NapamMeTp B KOAeKUuMn AHM-
Mauma 415 ero npeABapuUTeNbHoOro
NpPOCMOTPa WAN LLEeSIKHUTE ero, Utobsbl
npumenntb. Nan wenkHute lo6aBUTh
aHUMaumro, YTobbl NPOCMOTPETbL A0-
NOJIHUTE/IbHbIE BapWaHTbl aHUMaLUK U
NPUMEHUTb UX.

HoBas AHVMauwma no obpasuy e Bbigenute obbekT, cogepxallmin Habop
byHkunsa! 3G PeKTOB aHMMaL MK, KOTOPLIU creayeT
cKkonupoBsarTb.

e Ha Bknagke AHMMauumsa B rpynne Pac-
LWUMpEeHHasA aHUMaLmA LLLeKHUTe
AHuMauma no obpasuy. 3aTeM Bbije-
nunte obbEKT, K KOTOPOMY HeO6X0ANMO
NPVMEHNUTb CKOMMPOBAaHHYH aHUMa-

Luto.
HoBas Pa3zgenbl npeseHTaymm e Ha Bknagke MnaBHas B rpynne Cnaiigbl
byHkuma! wenkHute Pasgen.
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DYyHKUMUN N
npevmyuiecTsa

Fpe HaxopguTtca

HoBan
byHkuma!

Hosas
¢yHkuma!

MNMoasep>kka HEeCKOIbKMX
OKOH (SDI)

BctaBka ¢ AMHaMuU4ecknm
npesABapuUTENbHBIM NPO-
CMOTPOM

STa BO3MOXHOCTb AOCTYyMHa aBToMaTun-
yecku. Hanpumep, OTKpOTe HECKOIbKO
npeseHTauuni 1 WenkHUTe Ynopaao-
unTb Bee B rpynne OKHO Ha Bkiajke
Bug.

UT06bl BCTaBUTb COAEPXKMMOE, LLLENKHM-
Te B HY>XHOM MecCTe Mpe3eHTaLuu.

Ha Bknagke MnaBHasa B rpynne bydgep
obmeHa e KHUTE CTPesiKy Noj KHOrM-
ko BctaBUTB, UTOObLI MPOCMOTPETHL Na-
pameTpsbl BCTaBkW. v npasBoin kHon-
KOW MbILLN LWEeNKHNUTE B MECTe BCTaBKM,
YTOObI NPOCMOTPETL NapameTpbl BCTaB-
Kv. 3aTeM HaBeAWTe yKasaTe/lb MbILln
Ha OTAe/bHbIN NapaMeTp BCTaBKU AN
NpOCMOTpa pe3ynbTaToB 1 Bbibepute
Tpebyemblli napameTp.

| MapameTpbl BCTABKM:

'%Qi

Hosas
dyHKuma!

BoccraHoBneHMe Hecoxpa-
HEeHHbIX BEPCUIA

Mepengunte Ha Bknagky Paiin, 4uTobbl
OTKPbITb NpegcTaBneHne Backstage. Ha
Bkiagke CBeAeHUA Mo/ 3aroNoBKOM
Bepcum npocmoTpute fOCTyMNHbIe aB-
TOMaTUYeCKN COXPaHEHHble BEPCUN UK
WeNKHUTe YnpaBieHne BepcuamMm 14
JocTyna Kk komaHae BocctaHoBUTL He-
coXpaHeHHble NnpeseHTaLuun.
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DYyHKUMUN N
npevmyuiecTsa

Fpe HaxopguTtca

HoBan
byHkuma!

CBfA3aHHbIe 3aMeTKM

JlononHnTeNbHbIE TEMbI
Office

e  OTKpOWTe AN COXpaHUTe HOBYHO Mpe-
3eHTauuto PowerPoint 2010. 3atem Ha
BKJagke PeweH3upoBaHue B rpynne
OneNote wenkHUTe CBA3aHHbIE 3a-
MeTKM.

e Ha Bknagke AmzsaitH B rpynne Tembl
MO>HO HalTh BCTpoeHHble Tembl Office,
a Takke Habop TeMm, pasMeLLIEHHbIX Ha
Beb-cante Office.com.

YnyuweHHasn
byHkunsa!

JononHutenbHble rpadpuye-
cKme 3nemMeHTbl SmartArt

e Ha Bknagke BcraBka B rpynne Unnato-
CcTpaumm LLeKHUTe 31eMeHT SmartArt.

e Bknagkv PaboTa c pucyHkamm
SmartArt | KoHnctpykrop v ®opmar
oTobpaKaloTCcs aBTOMaTUYeCKH, eCu
TOUKa BCTaBKW HaxoAMTCA B PUCYHKe
SmartArt.

Hosas
dyHKuma!

BcraBka cHMMKa 3kpaHa

e Ha sknagke BeraBka B rpynne Unnro-
CcTpaumm LwenkHuTe snemMmeHT CHUMOK
3KpaHa.

Hosas
dyHKuma!

dopmynsbl

e Ha sknagke BeraBka B rpynne Unnro-
cTpaumm LenkHuTe snemeHT @opmyna.

Mpumeuanue. Eciv npu gobasneHnn dopmynbl no-
3VLMA BCTaBKM HAaXOAWUTCA B TEKCTOBOM MoJe, opMy-
Nna pgobaBnsetca B akTVBHOe TekCcToBOe nose. B npo-
TUBHOM cyyae dopmyna byaeT BCTaBneHa B COb-
CTBEHHOE TEKCTOBOE MoJie.
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DYyHKUMUN N
npevmyuiecTsa

Fpe HaxopguTtca

HoBasa VHTennekTyanbHble
¢byHkyua! HanpaesLLme

MepetawmTe durypy, nosb3oBaresb-
CKO€e TEKCTOBOE MoJie, n30bpaxkeHne
AN MYNbTUMEANNHBIA OBBbEKT Ha cnaig
B MJIOCKOCTW Apyroro obbekra. Mpu
TOYHOM BbIpaBHVBaHNM OOBEKTOB CO-
OTBETCTBYHOLLUX TUMOB (MCKIOYas 06b-
€KTbl BHYTPW 3aroJHUTENeN) MO LLeHTpY
WAW MPU CONPUKOCHOBEHUW KpaeB du-
ryp aBTOMaTMueckn oTobpakatoTcs
Hanpas/stoLLme.

Hosas MNMpownsBonbHble GUrypsbl
¢yHkuma!

[JencTBma ¢ Npom3BOAbHbIMK GUrypamu
MOXHO 06aBWTb Ha NaHeNb BbICTPOro
A0CTyNa, a Takxke B COBCTBEHHYHO rpyn-
My UAN Ha COBCTBEHHYIO BKNaAKY Ha
neHTe.

Mepengunte Ha Bknaaky Paiin v ot-
KpowTe npeacTaBneHne Backstage,
wenkHuTe MapameTpsbl, a 3aTeM LeNK-
HuTe HacTtpoiika neHTbl unn Hactpoi-
Ka naHenm 6bicTporo gocrtyna. B
cnvcke Bbi6paTb KOMaHAbI U3 BbiOe-
pvTe Bce komMaHAbl, a 3aTem HalanTe
KomaHzbl O6beanHUTL Purypsl, Me-
peceueHue ¢puryp, BoiuntaHue pury-
pbl 1 O6beguHeHue puryp.

YnyuweHHas MNMevatb 3ameTOK
dyHKuma!

Mepengunte Ha Bknagky Paiin, 4uTobbI
OTKPbITb NpeacTaBaeHne Backstage, a
3ateM wenkHuTe Meuatb. B pasgene
MapameTtpbl wenkHuTe Cnaigbl pas-
MepoM BO BCHO CTPaHMULY, a 3aTeM B
pa3zene PasmeTka cTpaHULbI LLEAKHWN-
Te CTpaHULbl 3aMeTOK.
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Fpe HaxopguTtca

HoBan
byHkuma!

Pexxum uteHus

Ha sxknagke Bug B rpynne lNMpeacrasne-
HWA Npe3eHTaunn WenkHuTe Pexvm

yTeHnA.

YnyuweHHas
byHkuma!

PykonuvcHbIn BBOS,

YT06bI HauaTb PYKOMUCHbIV BBOZA, Me-
pemellanTe nepo no pabouyer obnactu
NAaHLIEeTHOro YCTPoKcTBa (Hanpumep,
Ha naaHweTtHowm [1K). ian Ha Bknagke
PeueH3upoBaHue wenkHuTe Hauatb
PYKONUCHBI BBOA,. ABTOMaTNYECKU
oTobpaxaetcs Bknagka MHCTpyMeHTbI
ANA pykonucHoro Beoga | Mepbsa.

Hosas
¢yHkuma!

CoBeTbl MO CO34aHUIO Npe-
3eHTauun

Mepengunte Ha Bknagky Paiin, uTobbI
OTKpPbITb NpescTaBieHne Backstage, a
3atem wenkHuTe Cosparte. LenkHute
O6pasubl WabnoHOB 1 BbibepuTe
wabnoH Five Rules (Martb npaBun).

YnyuweHHas
dyHKuma!

JleHTa

JleHTa oTO6paxkaeTcs B BEPXHEN YacTu
3KpaHa.

YT10Obl HAaCTPOWTL NIEHTY, B NpeAcTaBae-
Hun Backstage wenkHuTte MapameTpbl,
a 3aTeM HacTpoiika neHTbl.

Hosas
byHkuma!

MpepacTaBneHve Backstage

Mepengunte Ha Bknaaky Pamin (Ha neHTe
cneBa OT BKAaAKWN «[naBHasa»), UTobbl
OTKpPbITb NpeacTaBneHne Backstage.
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Fpe Haxopgutca

Hosas LLinpokoBeLaTenbHbI Nokas Ha Bknagke Mokas cnangos B rpynmne

byHkuma! cnaiigoB HauaTb nokas cnarioB LenKHUTe
LLinpokoBelaTebHbIA NoKa3 cnam-
J0B.

HoBas Co3aaHwne Bnaeo MepenanTe Ha BKAaaky ®Pan, 4Tobsl

byHkuma! OTKpPbITb NpeacTaBieHne Backstage.
WenkHnte CoXpaHUTb U OTNPaBUTh,
a 3atem wenkHute Co3patb BUAEO.

HoBasa CoBMecCTHOe pegakTupoBaHue YT06bI MCMbITaTb 3TY GYHKLMIO, CO-

byHkunsa! XpaHuTe npeseHTauuto Ha Beb-calTe

SharePoint Foundation 2010 vau B
nanke Windows Live SkyDrive u, He
3aKpblBas MpPe3eHTaLuto, MonpocuTe

APYroro nosib3oBaTessi OTKPbITb €e.

B obnactn Cnainabl MOXHO YBUAETS,
Haj KaknMu cnainfamuv npeseHTaumnm
paboTatoT B HacTodLLee apyrue pe-
JakTopbl. Ha Bknagke CBepgeHus B
npeacTtaBneHunn Backstage nam B
CTPOKE COCTOAHMUA B HUXXHEN YacTu
3KpaHa MOXHO TakXXe MPOCMOTPETb
CMNCOK APYrnX pesakTopoB.

Mpumeuanue. CoBMeCTHOe pesakTMpoBaHve Ye-
pe3 Windows Live cTaHeT fOCTyMnHbIM BO BTOPOW
nonosuHe 2010 roga.
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Fpe HaxopguTtca

YnyuwenHaa  ONTMMU3MPOBaHHbIE CPeACTBa
¢byHkuna! 06LeHUs

e [lpun oTobpaxeHun cBeAEHWI O NpU-
CYTCTBUW APYTUX NOJib3OBaTeNei
MO>HO HaBecTu yKasaTe/b Ha UM
yenoseka, YTobbl OTKPbITE KAPTOUKY
KOHTaKTa v HauyaTb obLeHMe.

Mpumeuanue. 13 ncnonb3oBaHWsA CUCTEMbI 06-
MeHa MFHOBEHHbIMW COOBLLEHNAMU NN CBEAEHWI
O MPUCYTCTBUM TpebyeTcs OfHa U3 CeAyHOLLNX
TexHosornin: Office Communications Server 2007
R2 ¢ Office Communicator 2007 R2, Windows Live
Messenger uamv gpyroe npuioXxeHne 4as obmeHa
MIHOBEHHBIMW COOBLLIEHVAMY, NOAAEPXKMBaLOLLEE
IMessenger. Jns ronocoBbIX BbI3OBOB TpebyeTcs
Office Communications Server 2007 R2 ¢ Office
Communicator 2007 R2 nan nrobbiM g4pyrum npu-
noxeHveM ¢ nogaepxkoi IMessengerAdvanced.

HoBas CpaBHeHue 1 obbeanHeHne
$yHkuma!

e Ha Bknagke PeLieH3npoBaHve B
rpynne CpaBHUTL LWenkHUTe Cpas-
HUTb.

YnyuweHHas  3anucb nokasa cnanfos
$yHkuma!

e Ha Bknaake MNokas cnaigoB. B rpynne
Hactpoiika Bbibepute 3anmcb nokasa

cnanaos.
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Fpe HaxopguTtca

Hosas Pexwum 3aLymiieHHoro npocMorT-
byHkuna! pa

OTKpbITME B pexrMe 3aLUMLLEHHOTO
NPOCMOTpPa BbINOJHAETCA aBTOMaTu-
yecku Npu oTKpbITUK dainna, 3arpy-
KEHHOTo U3 VIHTepHeTa. MNoa neHTon
oTobpaxkaeTcs naHenb COOOLLEHW,
nHdopmMumpytowas 06 oTKpPbITUM
daina B pexvme 3aLMLLEHHOTO
NPOCMOTpPa W paspeLleHnn Ha pesak-
TMpOBaHwue.

[ns ynpaBneHuns napameTpamu pe-
>KMMa 3aLLMLLLEeHHOro NPoCcMoTpa ne-
penavTe Ha Bkaagky ®aian, utobbl
OTKPbITb NpegcTaBaeHne Backstage, a
3aTeM wenkHuTe MapameTpbl.
UlenkHuTe LieHTp ynpaBneHus 6e3-
onacHocTbio, a 3ateM MapameTpbl
LeHTpa ynpasseHus 6esonacHo-
cTblo. [TapameTpbl 48 paboTkl B pe-
XWUMe 3aLLUMLLEHHOTO NPOCMOTpPa
HaxoAAaTCs Ha BKaskax Pexxum 3a-
wuweHHoro npocmotpa v MNMapa-
MeTpbl 610KMpoBKU ¢aiinos B
AnanoroBom okHe LieHTp ynpaBne-
H1A 6e30nacHOCTbIO.

Hosas MNpoBepka untaemocTn
byHkuma!

MepenanTe Ha BKaaky ®Pain, yTobbl
OTKpPbITb NpeacTaBneHue Backstage.
Ha Bkiagke CBeaeHMA LWENKHUTE
Mowuck npo6newm, a 3atem Mposep-
Ka UNTaeMoCTM.
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® Microsoft®

Ice

DYHKLMN N NpenMyLLLecTBa Fpe Haxoautca

HoBan
byHkuma!

HaAe)KH bl€é AJOKYMEHTbI

YTobbl ynpaeaAaTb HaAeXHbIMU JOKYMEHTaMK:

Mepenante Ha Bknagky ®aun, 4tobbl
OTKpPbITb NpescTaBieHne Backstage, a
3aTem wWesnkHute Mapametpsbl. B
Avanorosom okHe MapameTpsbl
PowerPoint wenkHute LleHTp
ynpaBJsieHua 6e3onacHocTblo, a 3a-
Tem MapameTpbl LeHTpa ynpasne-
HnA 6e3onacHocTbiO. B Ananorosom
OKHe LieHTpa ynpaBsieHus 6e3-
onacHocTbio WenkHUTe HagexxHble
AOKYMEHTbI.

Uto6bl 406aBUTL HaLEXHbIV JOKYMEHT:

OTKpbIB NPe3eHTaLMIO, COAEepKalLyo
aKTMBHOE COAepPXMMOe (Hanpumep,
Makpochl), B MaHENN COOBLLEeHU
WenkHWUTe BkarounTb coaeprkumoe.

HoBas
byHkunsa!

CoxpaHeHve B BUAe HepesaKTu- .
pyemoi npeseHTaumm

MepenanTe Ha BKaaky ®Pain, yTobbl
OTKpPbITb NpescTaBieHme Backstage, a
3aTeM LenkHMTe COXpaHUTb U OT-
npaBuTb. LLlenkHnte M3ameHnTb TMN
daiina, a 3atem wenkHuTe Hepe-
AaKTupyemas npeseHtauus
PowerPoint.
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®YHKLMUM N NpenMyLLecTBa Fpe HaxoauTtca
HoBas O6wuin goctyn vepes e [epeitgnte Ha BKnagky Dain, utobbI
byHkuma! Communicator 14 OTKPbITb NpegacTaBneHne Backstage.

Ha Bknagke CoxpaHuTb 1 oTnpa-
BUTb HaxoAATCA NapameTpbl OTnpa-
BUTb MTHOBEHHOe coobuieHue 1
OKHO COBMECTHOro poctyna K Ao-

KYMEHTY.

Mpumeuanue. [Jna COBMECTHOro fOCTyna K AOKy-
MeHTy yepe3 Communicator 14 Tpebyetcs
Communicator 14 1 Communications Server 14.
Beta-Bepcun Communicator 14 u Communications
Server 14 6yayT BbinyLUeHbl B BO BTOPOI NOAO-
BuHe 2010 roaa.

YnyuweHHas A3bIKOBbIE CpeacTBa e Ha Bknagke PeweHsupoBaHue B
byHkunsa! rpynne A3bIK WwenkHUTe A3bIK, a 3a-
TeM fA3bIKOBbIe MapamMeTpbl.

Hosasa n CpeactBa nepeBoja * Hasknagke PeyeHsnposaHue s
yAnydiieHHasa rpynne AsbIK wenkHuTe MepeBecTn.
byHkuma!
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® Microsoft®

ICE

Pabotamnte adodeKTUBHO, rae Obl Bbl H HOXOAMAMCH

q)YHKU,VIVI n npevmMmyiiecrea

Fpe Haxopgutca

Hosas
$yHkuma!

PabotariTe ¢ npe3eHTaumsamMu B
NHTepHeTe

CMm. cBesieHUs 0 Havane paboTbl ¢ Be6-
npunoxeHunamm Office Ha Beb-canTe
http://office.com/web-apps

YnyuweHHas
$yHkuma!

PowerPoint Mobile 2010

Office Mobile 2010 He BXxoAWT B cOCTaB
npunoxeHunin, Habopos Office 2010
nnun se6-npunoxennin Office Web
Apps. 3TOT Habop NPUNOXKEHUI CTaHET
JocCTyneH nocie obULManbHOrO BbIXO-
Aa npunoxeHnii Microsoft Office 2010
AN TenedOHOB MoZ yrnpasieHeEM
Windows (Windows Mobile 6.5 nan
60s1ee NO3aHAs BEpCUS).
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CpaBHEHME BEPCUM

O ®yHKUMA\NPerMyLLECTBO BK/IOYEHbI BYnyJlweHHas GyHKUMA

CBODOOAQ BOMAOLLLEHUI MAEM

AyyLLIME MbBICAM B AOCTOMHOM OOPAMAEHMMU

M HoBasa ¢yHKumMA

BHeppeHHOe BUAeO

Buaeoponuku, BctaBasiemble 13 gpyrmx Gannos,
BHeapstoTcs B darin npeseHTauumn PowerPoint
2010 no ymonyaHuto, UTo NO3BOAAET 6€3 NMNLLHNX
XN0NOT NepPeHOCUTb NPEe3eHTaLM o C KOMMbOTEPa

Ha KOMMbHOTEP.

PepaktnpoBaHue u popmaTupoBaHue BUgeo0

PepakTupyiTte n dopmatnpyiite BCTaBNEHHblE U3
bannoB BMAEOPOANKY, He BbIxoasA U3 PowerPoint.
MOHTVpy#Te CBOW BUAEOPOANK, 3afaBanTe
n3obpaxeHne Ana npeABapUTENbHOTO NPOCMOT-
pa, fobaBnalnTe 3akNagky, 3PPeKT ncyesaHus,
3ppeKkTbl U T.4.

PepaktupoBaHue u ¢popmaTupoBaHue ayamo

Pesaktnpywite ayano obbekTbl Ha cnangax, He
nokugas PowerPoint. MOHTUpy1Te CBOW 3BYKO-
Bble 3anucn, fjobasnanTe 3GpdekT ncuesaHna u
3aKNaZKy Ha BaXHble MOMEHTbI.
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2003 2007 2010
dnemeHTbl ynpaB/ieHUs BUAE0 U 3BYKOM
Bo Bpems npe3eHTaLmy MrHOBEHHO NnepemeLLaii-
Tecb K tobomy bparmMeHTy BUAEO UK 3BYKOBOTO 7

061bekTa, BCTaBNEHHOro 13 dawnna, a Takxe pery-
NNpPYyITE TPOMKOCTb 3ByKa MpU BOCMPON3Bese-
HMW BUAEO3aMNNCHU.

Mcnonb3oBaHue BuAeo B kauecTBe poHa

MNomecTuTe BUAEO3anuCh No3aamn Apyrmx obbek-

TOB Ha cnange (Mam e Ha MakeTe Uan obpasue M
cnariga), 1 BO Bpems BOCNPOU3BeLeHMs BUAEO

OCTaHeTCs B 3TOM MecTe.

Cxartune Ppannos mynbTumeama

C nerkocTbto CKMMaKrTe BCTPOEHHbIE MybTMMeE-
AVViHble Galinbl, YTOObl yMEHbLINTb pa3mep dai-
na. BbibepuTe ypoBeHb KauecTBa A8 CKaTtua 1
OTMEHUTE NPeAblAyLWNA BapyaHT, eCn pesybTat
He COOTBETCTBYeT 3aMnNaHMPOBaHHOMY.

OnTtmusauma pannos MmynbTumeana ans
COBMECTUMOCTH

OnTMMmn3aumna COBMECTUMOCTU A8 BHEAPEHHbIX
3BYKOBbIX 1 BUAeOdanIoOB B Npe3eHTaLmn Bbl-
nonHsaetca Ana yaobcrea paboTbl Npu nokase
npe3eHTaLMmn Ha APYromMm KOMmnbtoTepe.

BcraBka Bugeo c Be6-caiita

BcTaBasiTe B Npe3eHTaL IO CBSA3aHHblE BUAEO- M
MaTepuasbl, 3arpy>eHHble Ha Beb-caliT.
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2003

2007

2010

PepakTnpoBaHue nsobpakeHus

HoBsble npodeccrnoHanbHble XyA0XKeCTBEHHbIE

3pdeKThl, a TaKXKe HOBble U Yay4lleHHble Cpes- 0
CTBa M3MEHEHMA LiBeTa, KOppeKLuun, obpeskm un

yAaneHua GoHa No3Bo/AT NOYyBCTBOBaTL cebs

HacToALLMM NpodeccMoHanoMm.

CO03A0BAUTE BbIAQIOLLIMECH NPE3EHTALLMM

2003

2007

my

2010

Mepexoabl MeXay cnangamm

3avHTepecyinTe ayAUTOPUIO 3aXBaTbIBatOLLMMMU
cneymanbHbiMK 3dpdekTamu, Hanpumep obbvem- O
HbIMU 3ddeKkTaMm BbICOKOrO KayecTBa, KOTopble

BbIFNAAAT He XyXe, Yem 3pPeKTbl Ha IKpaHe Te-

JieBn3opa.

AHnmauum

C NerkocTbio OTKPbIBaNTe N HaCcTpanBamTe aHu-
MaLMo. BAOXHWTE XU3Hb B CBOO MPE3eHTaLMto, O
fo06aBuMB B CTaTUYHbIE OOBEKTbI peanncTUYHble

ABVXKeHNA.

AHumaums no obpasuy

dopmaTrpoBaHMe HECKO/IbKMX aHUMaLLWIA Bbl-
MONHAETCSH aHaNOrTMYHO GOPMATUPOBAHUIO TEK-
CTa 1 06bEeKTOB C NOMOLLBIO cpeacTBa «Popmat
no obpasuy».
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JonoaHutenbHble Tembl Office

BbIbrpaiTe 13 LULMPOKOro acCoOPTUMEHTa JOMNO-
HUTenbHbIX Tem Office n ogHMMK WENUKOM Mbl-
WK MPUYMEeHANTE K CBOeWn npe3eHTaummn WwpndThl,
uBeTa 1 a3ddekTbl GopmaTMpoBaHMs, a TakxKe 06-
pasey, cnainga, MakeT 1 dopmatmpoBaHue GoHa.

AononHurtenbHble pucyHkn SmartArt

Mcnonb3yinte HeCKONIbKO HOBbIX MakeTOB
SmartArt, Bkitouas opraHmM3aLmMoOHHbIE CXeMbI U
Anarpammbl € pucyHkam, baarogaps KOTopbiM
co3gaHue rpapuryecknx o6vekToB Npodeccmo-
Ha/NbHOTO YPOBHSA HNYYTb HE CIOXKHEee CO3AaHWS
MapKMPOBaHHOrO Clucka.

BcraBKa cHUMKa 3KpaHa

[Jlenainte CHUMKM 3KpaHa APYr1X OTKPbITbIX OKOH
HenocpeacTeeHHO 13 PowerPoint. MoxHO Takxe
BbIOpPaTh HY>XXHbIN CHUMOK W3 KOANEKLIUW CHUM-
KOB, B KOTOPYIO aBTOMaTnyeckn gobasaatorca
OTKPbITbl€ OKHa.

®opmy bl

Co3paHue 1 oTobpaxkeHne MaTeMaTUyecKmnx
dopmyn ¢ WMpoknm Habopom CcpeacTB peaakTu-
poBaHuA.
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2003

2007

2010

n HTeJI/ZIeKTyaJ/ibHbl€ HarnpaBsdaouie

HoBble MHTeNNeKTyanbHble HampaBastoLLME NO-

SBNSIKOTCA aBTOMATUYECKM NPU NepeTackuBaHum
OAHOWN PUrypbl OTHOCUTENBHO APYrOM 1 CNOoCco6b-
CTBYHOT TOUHOMY BblpaBHUBaAHWUIO GUryp.

MpowusBonbHbIe pUrypsbl

C nerkocTbto co3gaBarite MPOM3BOJbHblE dUry-
Pbl, UCNONb3YH UHCTPYMEHTbI 06beANHEHNS, Ne-
peceyeHns 1 BblUMTaHWS BbIOPaHHbIX GUryp.

PykonucHbIV BBOJ,

MNpeobpa3oBbiBainTe HapMUCOBaHHble GUrypbl B
durypbl Office Art, coxpaHsainTe n3bpaHHble TMbI
nepbeB AnA BbICTPOro AOCTyNa 1 UCNONb3ynTe
WHCTPYMEHTbI PUCOBaHUA, ynpoLuatoLmne pasme-
LeHne PyKOMUCHbIX OOBEKTOB U ynpaBaeHne

M.

CoBeTbl N0 CO34aHUIO Npe3eHTauuin

MonyunTe TBOPYECKMNIA COBET OT OCKaPOHOCHOM
komnaHuu Duarte Design 1 y3HanTe, Kak ¢ no-
MOLLbtO NpunoxeHnsa PowerPoint 2010 co3aa-
BaTb Mpe3eHTaLunn BbICOKOrO KavecTBa.
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Hy>KHble dOYHKLLMM BCETAQ MOA PYKOM

2003

2007

2010

JleHTa

C nerkocTbto HaxoauTe BCe HEOBXOANMbIE KO-
MaHZbl 6aarogapa ycoBepLUIEHCTBOBAHHOMY WH-
Tepdency neHTbl. B PowerPoint 2010 Tenepb
MOXHO HacTpavBaTb AN CO3aaBaTb COOCTBEH-
Hble BKIaAKWN, YTODObI NepcoHann3npoBatb pabo-
Ty B PowerPoint c yuetom cob6cTBEHHOrO CTUAA.

MpepcraBnenne Backstage

Mcnonb3ynte MHTYMTUBHO NMOHATHOE UHTErpUPO-
BaHHOe MeCTO ANA BCeX 3ajad ynpasaeHus npe-
3eHTauuAMK.

C3KOHOMbBTE BPEMS M YNPOCTUTE CBOIO PABOTY

2003

2007

2010

Mopaeprxka HeckobkNX OKOH (SDI)

Bce npeseHTaumn OTKpbIBAOTCA B OTAENbHBIX OK-
Hax, UTO NO3BOAAET NPOCMaTpUBaThL U pejaKTu-
poBaTb HECKOIbKO Mpe3eHTaLuii He3aBUCMMO

APYT OT Apyra.

Pa3pennbl B npe3eHTauuax

Pa3zenunB nNpeseHTaLMIO Ha NOrMYeckne pasgens,
Bbl CMOXETe JIErKO YNopsAA0UUTb Claingbl u nepe-
XOAUTb OT OAHOTO Caiga K Apyromy.
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2003 2007 2010

BcraBka ¢ AMHaMWUYECKUM NpeABapuUTe/ibHbIM
NpPoCcMoTpoMm

3apaHee NOCMOTPUTe, Kak byAeT BbIraAeTb npe-
3eHTauMA Nocie NPUMEHEHNA onpeaeneHHbIX
napameTpoB A5 3KOHOMUW BPEMEHWN 1 MoayYe-
HUSA NTyYLINX Pe3ybTaToB.

MNMeuaTb 3amMeTOK

EbICTpO W JIETKO MeyaTtanTe MHOXECTBO CTpaHUL,
C 3aMeTKaMl K npe3eHTaunm n VICI'IOJ'Ib3yI7IT€ nx

COBMECTHO C APYyTMUK NOJib30BaTENAMMN.

Pe>xum uteHus

B HOBOM pexxvMe UTeHWsA npe3eHTaLnio MOXHO
npocMaTtpuBaTb B BUAe NOKa3a ClalijoB, He
ckpbiBas nNaHesb 3aga4 Windows.

CBasaHHble 3ameTkn OneNote

Mpu co3parnnm 3ametok OneNote 2010 aBTOMa-
TUYECKN FreHepupyeT CCbIIKY Ha akTUBHOe pacro-
noxeHue B npeseHtaumm PowerPoint 2010.

BoccraHOBNEeHNE HeCOXpaHEeHHbIX Bepcui

ABTOMAaTMUeCKM BOCCTaHaBAVBalTE 3aKpbITble
6e3 coxpaHeHus paiinbl. V'

" BoccTaHoBREHWe HecoxpaHeHHbIX BEPCUii CBSI3aHO C BOCCTAHOBIIEHMEM YEPHOBbIX BEpCUit. ATa dyHK-
uus npegHasHadeHa ans annos, KOTOpble eLe HY pasy He Obiny COXpaHeHb!, a Takke Ans aBToMaTu-
YeCKM CoXpaHeHHbIX BEPCUN, cOo3AaBaeMbIX S8 paHee COXpaHeHHbIX hannos. ABToMaTnyeckoe BocCcTa-
HoBreHWe hannoB Nocre HeOXMAAHHOIO 3aBepLUeHns ceaHca PowerPoint — 3To otaenbHas yHKUMs
aBTOMaTU4eCKOro BOCCTaHOBMEHUS, KOTOpas Obina AoCcTynHa B 6onee paHHUX BEPCUSIX NPUMOXEHNS 1

no-npexHemy cyuiecteyeTt B PowerPoint 2010.

Microsoft
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HOBbIM NOAXOA K COBMECTHOM DO6OTe HAA Npe3eHTAUuMIMM

2003

2007

2010

Lin pOKOBeu.l,aTeﬂbelﬁ nokKas CJia I7IAOB

®yHKLMA MFTHOBEHHOTO LIMPOKOBELLLATENbHOO
nokasa Ci1aijoB NO3BOUT YAANEHHOMW ayAnNTo-
pVUM NPOCMOTpPETH Ballly npe3eHTaumto B NHTep-
HeTe, He3aBUCMMO OT HAIMUMA Ha UX KOMMbLOTE-

pax yCTaHOBNEHHOTrO NpuaoxeHusa PowerPoint.

CospaHue Buageo

MNpegocTaBneHve AOCTyNa K BEPCUN Npe3eHTa-
LMW BbICOKOTO KayecTBa NpakTu4eckn ntobomy
NOJIb30BATENtO 3@ CYET CO34aHNsA BUAEO3anUCH

npeseHTauuw.

CoBMmecTHOe pepaKTMpoBaHue

OpHoBpeMeHHas paboTa ¢ ApyrMu nonab3oBare-
NAMK, pefakTUPYOLWUMU Ty XKe CaMyto Mpe3eH-
Tauuto.

OnTUMMU3NpoOBaHHble cpeacTBa obuieHus

He Bbixoaa n3 npunoxenuns PowerPoint, onepa-
TMBHO ObLWanTech C APYrMMu NoNb3oBaTeNAMMY,

KOTOpble pefakTUPYHOT JOKYMEHT O4HOBPEMEH-
HO C BaMW.

CpaBHeHue 1 06beguHeHMne

BbICTpO cpaBHMBaWTE pa3Hble BEPCUMM Mpe3eHTa-
U1 1 obbeanHANTe peaakunm B oanH dana.
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2003

2007

2010

OKHO COBMECTHOro AO0CTyna K npeseHTauuun

HaunHanTte ceaHc coBmecTHOWN paboTbl AByMSA
LienyKamu mblwn. Bawwm konnern noaydat go-
CTYN K NPUIOXKEHWIO U CMOTYT OTCIEXXMBATb BHO-
CVIMble BaMU M3MEHEHUs B peasbHOM BpemeHn.'®

OTnpaBkKa npe3eHTaLuili B MTHOBEHHbIX CO-
obuweHunax
OTnpaBnanTe npeseHTaLMm B MTHOBEHHOM CO-

obuweHnn HenocpeacTBeHHO 13 PowerPoint
2010."

3anuncb NnokKasa csaingoB

Bocnonb3yntech 31oi 3ddHekTUBHON GyHKLMEN
A1 3aMUCU PEYEBOTO COMPOBOXAEHWSA, ABUXKE-
HWI Na3epHOM yKasKM 1 Nokasa aHUMaLnn ans

BOCnpom3BeaeHNA Npun nokase CﬂaVIAOB.

Pe>xum 3awiueHHOro npocmoTpa

MNpe3eHTaumm, NOAyYeHHbIe MO 3IeKTPOHHOW MOo-
yTe UAW 3arpy>eHHble n3 IHTepHeTa, aBTomaTu-
YeCKn OTKPbIBAKOTCA B PeXMME 3aLMULLEHHOTO
MPOCMOTpPa, KOTOPbI MOMOraeT NPUHNMaTb 60-
Nee B3BeLLEHHbIe peLleHns, He NoABepras KoM-
NbloTep MNOTEHLMaAbHbIM Yrpo3am.

18 Tpebyetca Microsoft Communicator 14 n Microsoft Communications Server 14.

Microsoft
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MpoBepka uutaemocTu

MNpoBepbTe CBOKO MpPe3eHTaLMIo Ha Haanyme co-
AEPKMMOro, KOTOpOe MOXET Bbl3BaTb NpobaemMbl
YTeHWA y NtoAen C orpaHNYeHHbIMY BO3MOXHO-
CTAMM, Y3HaWTe NPUYMHY NpobaemMbl 1 noayumTe
noLlaroBble MHCTPYKLIMM MO ee YCTPaHEHMHO.

Mapametpbl 610kMpoBKM painioB

Bbibepute oAnH 13 pa3anyHbIX TUNOB Galios,
KOTOpble MOTYT COAep>KaTb aKTUBHOE COAEPXKM-
mMoe, 1 3anpetute PowerPoint oTkpbiBaTb Mau
COXpaHATb Garbl 3TOTO TUMA UN XKE YKaXnTe,
4TO 3TN Parnbl HEOBXOANMO OTKPbIBATb B PEXMU-

Me 3alLyLLeHHOro npocmotpe.t?

HaAE)KH bleé AOKYMEHTbI

Ykaxunte PowerPoint, uto Bbl cumTaeTe npeseH-
TaLMIo, CoAepXKallyro akTUBHOE COAePXNMOe
(HanpvMep, Makpoc), HagexHow. Toraa npeay-
npexgatollee cooblyeHre He oTobpakaeTca npu

Ka>XZAoM OTKPbITUX OAHOrO M TOro e danna.

CoxpaHeHue B BUae HepeaaKTupyemoi
npeseHTaLuu

Co3zaite KONUIO NpeseHTaLmm, rae Kaxabli
Cnanj, COXpaHsAeTcs Kak PUCYHOK.

lgBOfBMO)KHOCTb M3MEHATb NapamMeTpbl GJ'IOKI/IpOBKI/I d)aﬁﬂOB HenocpeacTtBeHHO B NPUITOXXeHNUW BNepBble

peanusoBaHa B PowerPoint 2010. BcTpoeHHble hyHKUMM BNOKMpOBKM dhannos Obinv goOaBneHbl B

PowerPoint 2007 v BkntodeHbl B cocTaB 00HoBneHus ansa PowerPoint 2003, HO Tam MX napamMeTpbl MOX-

HO U3MeHSATb ToNbKo Yepesd peectp Windows.

Microsoft
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2003 2007 2010
CpeactBa nepeBoja
Ncnonb3synte dyHKLMM NepeBoga Mo 3anpocy v 0 0 .
MWHUW-NEPEBOAYMK ANA YNpoLeHns paboTbl B
MHOrO53bIKOBOW Cpege.
fisbiKOBble CpeAcTBa
B PowerPoint 2010 MO>XHO 3aaaBaTb OTAENbHO 0 O .
A3bIKW ANS pejakTMPOBaHMs, CpaBKy, oTobpa-
KEHWNSA Y BCMbIBAOLWMNX NMOACKA3OK.

He no3BoAsdmTte 0BCTOATEABCTBAM BAM NMOMELLIATb

2003 2007 2010
Be6-npunoxkeHne PowerPoint Web App
MpocmatpuBaliTe cBoto Npe3eHTauuo PowerPoint
npakTu4eckn ¢ Ntoboro KOMMbIOTEPa, rae ycra-
HOBJeH Be6-Hpay3ep, N BHOCKTE B Hee NpocCTel- -
e n3MeHeHwus. 3anyckanTe nokas cnanaos, pe-
AAKTUPYITe 3aMeTKU K CrarifamM 1 UCnonb3yiTe
HeKoTopble cpescTBa GOpMaTUPOBaHUA U pesak-
TMPOBaHMA, 3HaKoMble no pabote B PowerPoint.
PowerPoint Mobile 2010 | [ ]
Wcnonb3yiite obaerueHHyto sepcmio PowerPoint, (Office (Office (Office
pa3paboTaHHyHO creLmanbHo Ans CMapTHOHOB. Mobile 5,0) Mobile 6.1) Mobile

2010)
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HOCTO 30AQBOEMbBIE BOMPOCHI

O Microsoft PowerPoint2010

1
2.
3.

YT1o Takoe PowerPoint20107?

[na yero Hy>xeH PowerPoint 20107?

Y710 HOoBOro B PowerPoint 2010 no cpaBHEHWIO C NpeablAYLIVMUN BEPCUAMU?

CucrtemHble Tpe6oBaHUs U COBMECTUMOCTb PowerPoint 2010

1
2.

4.
5.

Mpeabasaset an PowerPoint 2010 ocobbie TpeboBaHUsA K cucteme?

MoskHO M OTKPbIBaTb MPe3eHTaLun, Co34aHHble B Mpeablayinx sepcmax PowerPoint, B PowerPoint
20107

MO>XHO JIN OTKpBIBATE MPEe3eHTaLMK, co3gaHHble B PowerPoint 2010, B npeablAYLLMX BEPCUAX MPUIO-

XeHusa PowerPoint?

Hy>kHbl v Kakne-ambo apyrve npoayKTbl g MCNoab3oBaHua GyHKLMI PowerPoint 2010?

Kakune Beb6-6pay3epbl NoAAepXMBAOTCA AN HOBOro Beb-npunoxeHusa PowerPoint Web App?

Ucnoab3oBaHue PowerPoint 2010

1.

w

4
5.
6.
7

MpeaocTaBaser an kopnopauma MakpocodT kakme-n1bo becnaaTHble pecypchbl 1 obyyaroline ma-

Tepuranbl no PowerPoint 20107?

MoxHo in HacTpounTb PowerPoint 2010 B COOTBETCTBUU CO CBOUMM MPEANOYTEHUAMMN?

Mory an 4 noay4YMTb A4OCTYN K CBOVMM Npe3eHTaumam, Haxo4acb BAaAN OT CBOEro OCHOBHOIO KOMMbHO-

Tepa?

Kak MoXHO OTKpbITb Npe3eHTauuo PowerPoint 2010 yepes Be6-6pay3ep Ha yaaJieHHOM KOMMboTepe?

Y10 MOXHO AenaTb C npe3eHTaumamm PowerPoint 2010 B Beb6-npuaoxeHun PowerPoint Web App?

Kak MOXHO pegakTupoBaTh npe3eHTauum PowerPoint 2010 ¢ TenedoHa?

Y10 MOXHO AenaTb c npe3eHTaumamm PowerPoint 2010 B Beb6-npuaoxeHun PowerPoint Web App?

Mpuo6peTeHune PowerPoint 2010

1
2.

N o v AW

B kakue Bbinyckn Microsoft Office 2010 6yaer Bxoantb PowerPoint 2010?

Byaert v npeaycMoTpeHa BO3IMOXHOCTb nprobpectn PowerPoint 2010 otaenbHO OT Habopa ocTajib-

HbIX MPUJ0XEHUN?

Koraa moxHo 6yaet npunobpectu Office 20107

MoxHo in onpobosatb PowerPoint 2010 go nokynku?

CyuecteyeT i Bepcua PowerPoint 2010 ana KomnbroTepos MakmHTOL?

fABaderca n ncnoab3oBaHve Beb-npuaoxxeHnsa PowerPoint Web App nsiaTHOWM ycayrom?

Koraa 6byaet gocrtynHo npunoxenue Office Mobile 2010 v kak MHe ero npuobpectu?
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Bonpocbl No oTAeAbHbIM cbyHKLMUAM PowerPoint 2010

1.

2
3.
4

L o N o

Y10 Takoe dYyHKLIMA COBMECTHOro peaaktnpoanua B PowerPoint 2010 v B Yem ee npenmyLiectsa’?

Kakune npuaoxenusa Office 2010 gonyckatOT COBMECTHOE peAakTMpoBaHme?

Y10 HEOBXOAMMO AN UCMOAb30BaHNA GYHKLIMM COBMECTHOIO pejakTupoBaHmsa B PowerPoint 20107

Kaknm 06pasom npuv 1UCcrnoab3oBaHum GYHKLIMM COBMECTHOIO peaakTupoBaHua B PowerPoint 2010

MOXHO n3bexxatb KOHOANKTOB peAaKTUPOBaHNSA?

Kak apyrne nosib3oBartenv y3HatoT O MOEM NPUCYTCTBUW NP UCMOJb30BaHUN HOBOW QYHKLIMW LIMPO-

KOBELLLATEIbHOIO Mokasa c1anaos?

XpaHATCA I BOCCTAHOB/IEHHbIE YEPHOBbLIE BEPCUM MNPE3EHTaLMI Ha KOMMbloTepe?

Kakune 3BykoBble 1 BUAEO dopmatbl nogaepxmearorca B PowerPoint 20107

Y10 NpomncxoamuT ¢ UCXoAHbIM BUAeodanaoM Mocae ero BCTaBKM B NPe3eHTaLuM0?

Y710 NponNCxXoamnT C BHEAPEHHbIM BUAEO UAWN 3BYKOBbIM OBHbEKTOM B Mpe3eHTaLmnm Npu UCNoab30BaHUn

OYHKLUMM OKATUS MYJbTUMEANAHbBIX daliioB?
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1. Yrto Takoe PowerPoint2010?

PowerPoint 2010 — 370 Hanbonee AMHaMMUYHasA U MHTYUTUBHO MOHATHAsA Ha HACTOALLMMA
MOMEHT BEPCUS Y>KE N3BECTHOrO BaM MPUNOXKEHUSA A/1A CO3AaHNs npe3eHTaumin. PowerPoint
2010 npeanaraet MOLWHbIE U TMOKME CPeAcTBa, HEODXOANMbIE ANS CO34aHMA NPE3eHTaLNN 1
No3BO/IAET CO3ZaBaTh BreyvaTastoLLIne npe3eHTaumm. Hactpansante MyabTuMeaniiHble dain-
Nibl M yNpaBAanTe UMK Kak NpodeccrmoHan, BKAoYanTe 3axBaTtbiBatowme 3¢ ekTbl 1 nNerko
OTKpbIBaNTe JOCTYN K CBOEN Npe3eHTauum Ans Apyrux nonb3osatenei. bonee Toro, 3T0T BbI-
nyck PowerPoint HeBepOATHO ynpoLLaeT COBMECTHYHO paboTy Hag npe3eHTauunsamMu, rae obl

HW HaXxo4annncb Bbl NAWN Balln KOAnern.

2. [Ana uero Hy>eH PowerPoint 2010?

Wcnonb3ynte PowerPoint 2010 ans co3gaHusa npeseHTaunii, NO3BOAAIOLLMX MaKCUMabHO
YCMNeLIHO M3M0XMWTb CBOO TOUKY 3peHus. PaboTtaeTe an Bbl Hag NPOCTbIM HABOPOM CrarjoB
ANA NNaHepPKU UK co3jaeTe yULlyto B CBOEW Kapbepe Npe3eHTauuto, NCroab3ynte Bce
BCTPOEHHbIe CPeACTBa, Hanpumep nNpodeccnoHasnbHble CPEeACTBA PeAaKTMPOBaHWS BUeO3a-
nmncen n n3obpaxkeHnn, Nepexosbl N aHUMALMIO Ha YPOBHE rOANMBYACKMX B1okbacTepoB,
H6ecKoOHeUYHoe KOANYECTBO HacTpaMBaeMbIX AN3aVHEPCKUX TEM, KOTOPbIE MOXHO NPUMEHUTb
OAHWUM LLLEeYKOM MbILLK, @ TaKXKe BENNKONEMNHble rpadpuyeckne o6bekTbl, CO34aBaTb KOTO-
pble Tenepb He CIOXHEE, YeM MapkMpoBaHHble cnucku. PowerPoint 2010 MOXHO Takxe
nossosseT obecneuntb NPOCTOM COBMECTHBIN AOCTYN K Npe3eHTaunam (Hanpumep, onepa-
TUBHO OPraHM30BaThb LUMPOKOBELLLATENbHbIA MOKa3 CNalnAoB YAaNeHHOW ayaAnTopumn) AN Oa-
HOBPEMEHHO peAaKkTMpPOBaTb Npe3eHTaLuo COBMECTHO C KOANEramu.

3. Yro HoBoro B PowerPoint 2010 no cpaBHeHUIO € NpeAbIAYL MU BEpCUAMU?

Cwm. pazgen PowerPoint 2010: kpatkui 0630p.
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1. Mpepbasnsaer nm PowerPoint 2010 ocobblie TpeboBaHMA K cucteme?

Office 2010 6bin pa3paboTaH Ans oNTMManbHOW PaboTbl Ha CyLLecTByrOLLEM 0BOpPYAOBaHMM,
HO TaK>Xe y4MTbIBaeT MHHOBALMWM 060pyAOBaHNA, KOTOPbIe MOTYT CTaTb HOPMOW B Banxain-
weM byayuiem, Hanpumep 64-pa3psagHble MUKPOCXeMbI, YCOBEPLUEHCTBOBaHHbIE BUAEO-
afianTepbl, MHOroAepHble MPOLLeCCOPbl M CBEPXKOMMAKTHbIE YCTPOMUCTBA.

B cnegytoweli Tabave npyBeAeHbl MUHUMAa/bHbIE CUCTEMHble TpeboBaHua ana Microsoft
Office Professional Plus 2010:

Mpoueccop Mpoueccop vactoton 500 My, ans Outlook ¢ AncneTtyepom KoHTakTOB Tpebyetca 1 Tu,.

Mamartb 256 MB O3Y; anda ncnosnb3oBaHua rpaduyeckmx CpeacTts, GyHKLUN MIHOBEHHOIO Noucka
Outlook, Outlook ¢ [lncneTyepom KOHTAKTOB U HEKOTOPbIX PacCLUMPEHHbIX GYHKLIMIA peko-
meHgyeTcs 512 Mb.

Xectknit guck 3,0 Tb gocTynHOro mMecrta Ha amcke
MoHuTop MoHuTop ¢ pa3speweHem 1024x768 vau Bbile

OnepauuoHHas Windows XP ¢ naketom o6HoBAeHUs 3 (SP3) (Tonbko 32-pa3pagHas Bepcus OC) nan
cuctema Windows Vista ¢ naketom o6HoBneHusa 1 (SP1), Windows 7, Windows Server® 2003 R2 ¢
MSXML 6.0, Windows Server 2008 nan 6onee no3aHss 32- unum 64-paspsgHas OC.

Fpaduka [ns annapaTHOro yckopeHusi 06paboTkm n3obpaxkeHuin Tpebyetcs rpadudeckas naata ¢
nogaepxkoi DirectX®9.0c n BugeonamsaTtero 64 Mb uamn 6onblue.

MNpumeuaHus e [N HEKOTOPbIX AONOAHUTENBHbIX GYHKLWI TpebyeTcs noakatoyeHune K Microsoft®
Exchange Server 2010, Microsoft SharePoint Server 2010, Microsoft Office Communica-
tions Server 2007 R2 n/unn Microsoft SharePoint Foundation 2010.

o [lnsa HekoTOpbIX GyHKUMI TpebyeTca cnyxba Windows Search 4.0.
e [Ina HekoTOpbIX GYHKUUI TpebyeTcs JOCTyN B VIHTEPHET.
e [lna paboTbl HekoTOpbIX BEG-GYHKUWMI TpebyeTca Windows Live ID.

®  [ina paboTbl HekoTOPbIX PYHKLMA TpebyeTcs Beb-bpay3ep Internet Explorer 6 (IE 6) nan
6o/iee NO3AHEN BEPCUM (TONBKO 32-paspsgHas Bepcus).

e [lns WwWMpoKoBeLLaTebHOroO nokasa npeseHTauuii PowerPoint Tpebyetcsa oauH 13 cie-
ayrolimx Beb-6paysepos: Internet Explorer 7 nnv 6onee no3aHsas sepcus ana Windows,
Safari 4 nnn 6onee nosaHsas Bepcusa ana Mac, Firefox 3.5 unun 6onee nosgHas sepcus
ans Windows, Mac vau Linux.

®  [ins HekoTopbix dyHKUMI OneNote Tpebyetcs Windows Desktop Search 3.0, Windows
Media® Player 9, Microsoft Active Sync® 4.1, MUKPOdOH, BbIXOLHOE ayAMOyCTPONCTBO,
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yctpoincTteo 3anucu Bugeo, TWAIN-coBmecTnMas Lundposas kamepa nam ckaHep. Ans
paboTbl ApaiiBepa neyaTy, NO3BOAAIOLLErO OTNPaBAATb AOKyMeHTbl B OneNote, n nHTe-
rpauum co cayxxboin Business Connectivity Services Tpebyetca Microsoft .NET
Framework 3.5 n/van dyHkumm Windows XPS.

® [IpepocTaBasemMble NPOAYKTOM BO3MOXHOCTM 1 OTOBpaxaeMoe UM n3obpaxeHne Mo-
ryT pasnmyatbcs Ha pasHbix MK 1 3aBUCAT oT koHUrypauuii NK. Jna HeKOTOPbIX GyHK-
Luii MoxeT TpeboBaTbCA AOMNOAHUTENBHOE UK CnelnasbHoe 06opyAoBaHNe UK Noj-
KntoueHue k cepeepy (cM. http://www.office.com/products ).

CM. cuctemHble TpeboBaHus ana Bcex Habopos Microsoft Office 2010 1 oTaenbHbIX Npuao-

XeHun Ha Beb-cante Office.com.

2. Mo>xHO N1 OTKpbIBaTb NMpe3eHTaLum, co3aaHHble B Npeabiaywmnx sepcuax PowerPoint,
B PowerPoint 2010?

[a, B PowerPoint 2010 Mo>HO oTKpbIBaTb dalinbl, co3gaHHble B PowerPoint 97 nan B 6onee

No34HeN BEPCUM.

3. Mo>xHO nn oTKpbIBaTb Npe3eHTaLmu, cosgaHHblie B PowerPoint 2010, B npeabiaywmnx

Bepcuax npunoxkeHua PowerPoint?

[Ja. Nicnonb3ysa 6ecnaaTHbln NakeT obecnevyeHns COBMECTMMOCTH, MOXHO OTKpPbIBaTh npe-
3eHTauMK, COXPaHEHHbIE C UICMONb30BaHNEM CTaHAaPTHbIX opmaToB dainnos PowerPoint
2010, B PowerPoint 2002 nnn B 60see no3aHmx Bepcusax. Kpome toro, B PowerPoint 2010
€CTb BO3MOXHOCTb COXPaHUTb Npe3eHTauunto B popmatax Gpanios, KOTOpbIE UCMOIb30OBA-
ek B Bepcmax PowerPoint 97 — PowerPoint 2003.%°

% MNpu coxpaHeHnn npeseHTaLumn PowerPoint 2010 B popmate PowerPoint 97 — 2003 nan npu peaakTn-
poBaHun npe3eHTaumm PowerPoint 2010 B 60o1ee paHHWUX Bepcuax NpuioxeHns PowerPoint HekoTopkle
bYHKUMOHabHbBIE BO3MOXHOCTW Npe3eHTaLmm MoryT 6biTb orpaHmyeHsl. Kpome Toro, ecim oTkpbIiTh Ta-
Kyto npe3eHTauuto B 60nee paHHeli Bepcun PowerPoint, HekoTopble 3neMeHTbl Npe3eHTauunn (Hanpumep,
anemMeHTbl SmartArt) 6yayT aBTOMaTMYeCckn Npeobpa3oBaHbl B PUCYHKN, UTOObI MOAb30BaTENN MO-

NpeXHeMy MOoram nx BuaeTb.
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4. Hy>xHbl i Kakne-1nbo gpyrue npoayKTbl A4NA Ncnosib3oBaHuA pyHkuuin PowerPoint
2010?

Hwn ans ogHOro ns cpeacTs co3ganusa uam popmMatnpoBaHmns cogepxxnumoro B PowerPoint
2010 He TpebytoTcs apyrne nporpammbl. OgHaKO AONOAHUTENbHbIE TPEOOBAHMSA BCE Xe
MUMEeroTCA ANS CNeAyroLLMX HOBbIX CPEeACTB COBMECTHOW paboTbi:

CoBMecTHOe peAaKkTUpOBaHUe U LUMPOKOBeLaTe/IbHbI NOKas canaoB: TpebyeTcs
Microsoft SharePoint Foundation 2010 (ans koMnaHWn) nan 6ecnaaTHbIn naeHTUdMKa-
Top Windows Live™ ID (ans AMYHOro MCNOAb30BaHMA).

MpocMoTp cBeAeHMI O AOCTYNMHOCTU APYrUX PeAakTopoB, paboTarolmx B HacTosLLee
BpPEeMSs Haj npe3eHTaumvein, n onepatmBHoe obLLeHMEe C HUMUK, He Bbixoas n3 PowerPoint
2010. Ans obMeHa MIHOBEHHbIMU COOBLLEHNAMMU U MONYYEHNA CBEAEHUA O MPUCYTCTBUN
TpebyeTca ogHa 13 cneayrowwmx TexHonorum: Microsoft Office Communications Server
2007 R2 ¢ Microsoft Office Communicator 2007 R2, Windows Live Messenger nan gpyroe
npuaoXKeHne Ans obMeHa MrHOBEHHbIMU COObLLEeHMAMY ¢ Noaaep>kkon IMessenger. ns
ronocoBbix Bbi3oBoB Tpebyetca Office Communications Server 2007 R2 ¢ Office
Communicator 2007 R2 naun nto6biM ApyruM NpUAOXKeEHNEM C MOAAEPXKKOM
IMessengerAdvanced.

5. Kakune Be6-6pay3epbl nogaep>xmBaloTca AnA HOBoro Be6-npunoxxeHusa PowerPoint
Web App?

MNopaep>xunaemble 6pay3sepbl: Windows Internet Explorer 7 nan 6onee no3aHas Bepcua ans
Windows, Safari 4 nnn 6onee nosaHas Bepcua ans Mac, Firefox 3.5 nan 6onee nosgHss sep-
cua ana Windows, Mac nau Linux.

1. MpepocrtaBnser am kopnopauua Maiikpoco¢dpTt Kakme-nnbo 6ecnnaTHble pecypcbl U
obyuatowme matepuanbl no PowerPoint 2010?

MHoroumcieHHble 6ecnnaTHble pecypcbl AN CAMOCTOATENbHOMO U3yUYeHUs JOCTYMHbI Ha
Be6-cante Office.com. B uncno 3tnx pecypcoB BxoasaT obyyarolime matepmanbl U AEMOH-
cTpaumu, a Takxke coobuyectsa Microsoft Office, rae MOXHO NoayuMTb OTBETLI OT KOAJIET U
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He3aBWCUMbIX 3KCNepPTOB (HanprMep, OT CreLnanncToB, umeroLLmx ctatyc Microsoft Most
Valuable Professionals).

Mory nu s Hactpontb PowerPoint 2010 B cOoOTBETCTBMU CO CBOMMM NpeANOUYTEeHNAMIN?
B PowerPoint 2010 MOXHO HacTPOUTb MHOTME acnekTbl PaboThbl, BKIKOYAsA ClesyoLLne:

HacTpauBaiite BK1aAKu Ha eHTe UK co3paBaite cobcTBeHHble BKaaaKu. Nepeli-
AnTe Ha Bknaaky ®ann, utobbl OTKpbITh NpescTaBneHve Backstage. WenkHute «[Mapa-
MeTpbI», a 3aTeM «HacTpolika NeHTbI».

Aob6aBnainTe yacTo Ucnosib3yemble KOMaHAbl Ha NaHeNb 6bicTporo aocryna. Lllenk-
HWTe NPaBOM KHOMKOW MbILLW KOMaHAY Ha JIeHTe, a 3aTeM LenkHuTe «/lobaBuTb Ha na-
Henb HbICTPOro focTyna».

3asaBanTe OTAEeNbHbIE A3bIKOBbIE MapaMeTpbl A8 peAakTUpOBaHMA, CNpaBkn, oTobpa-
>KEHUA M BCMJIbIBAOLLMX MOACKA30K. Ha Bknaake «PeueH3npoBaHme» B rpynne «A3bik»
wenkHuTe «fA3bik», a 3aTeM «fA3bIKOBble NapaMeTpbl».

3asaBanTe COBCTBEHHbIE HACTPOMKM A8 PA3NINYHbIX TUMOB NOBEAEHWNS NPe3eHTaLumn 1
nporpaMmbl OT GYHKLWN NPOBEPKM 1M aBTO3aMeHbI A0 MOKasa CNalgoB, OTO6paXKeHns n
neyaTn COAEP>XMMOro Npe3eHTaL MM 1 3aLLnTbl CUCTEMBI U Mpe3eHTauunn. Bce 3T n MHo-
rme Apyrme HaCTPOMKN HaXOAATCA B ANANOroBOM OkHe «[lapameTpbl PowerPoint». Me-

peviaute Ha Bknaaky ®awnn, oTkponte npeactasneHve Backstage v wenkHute MapameT-
pbl.

3apaBauTe A3bIK NepeBoja No ymoavaHuto. B rpynne «A3bik» BkAagku «PeLieH3mnpo-
BaHve» WwenkHuTe «lepeBoa», a 3aTeM «BbibepuTe A3bIK A1 NepeBoAa».

HactpauBaiite u co3paBaiite cO6CcTBEHHbIE TeMbI, LWAa6/10HbI U KOHTEHT A1 NO-
BTOPHOro ucnosab3oBaHusa. [1pn pabote B PowerPoint 2010 MOXHO HacTpouTb popma-
TUPOBaHWE N MaKeT A/ MPe3eHTaLNi U COAEPXKMMOro. HaumHas ¢ HacTpoOWnKKn 1 co3aa-
HWMA TEM W1 3aKaHUYMBAA HAaCTPOWKOW BCTPOEHHbIX LIA6OHOB, TeNepb MOXHO C IETKOCTbIO
npeBpaTUTb NPE3EHTALMIO B YHUKANbHbIA NPOAYKT. YTO6bI NONYyYMTL CNpaBKy MO MC-
NOJIb30BaHUIO 3TUX GYHKLIMA MOXHO HaxkaTb KHOMKY «CnpaBka» cripaBa Ha eHTe B
PowerPoint 2010, nan nocetntb Beb-cant Office.com.
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3. Mory nm s nonyumnTtb A40CTYN K CBOMM Npe3eHTaLlMAM, HaXo4ACb BAA/IN OT CBOEro oc-
HOBHOro KomMmmnbroTepa?

Bnarosaps HoBomy Beb-npunoxeHuto Office Web App MOXHO coxpaHWTb Npe3eHTaLuto B
NHTepHeTe, a 3aTeM OTKPbITb e NPaKkTU4ecky ¢ NH060ro NOAKAHOUYEHHOTO K CETU KOMMbIOTE-
pa, uToHbI OTPEeAAKTMPOBATb U UCMONb30BaTb COBMECTHO C APYrMMu nosib3oBatensmu. Kpo-
Me TOro, MOXHO ncrnosb3oBatb PowerPoint Mobile 2010, 4Tobbl OTKpbIBaThL 1 peAakTUpPo-
BaTb Npe3eHTaLmu ¢ TenepoHa Windows Phone.”!

4. Kak MOXXHO OTKpbITb nNpe3eHTauuto PowerPoint 2010 uepe3 Be6-6paysep Ha yaaneH-
HOM KomnbloTepe?

CoxpaHuTe npeseHTaunro Ha Beb-cante SharePoint 2010 nan B nanke Windows Live
SkyDrive, a 3aTeM OTKpbIBalTe N peAakTUPYyMNTe ee C MOMOLLbIO BEH-MPUNOXKEH S
PowerPoint Web App.

5. UYto mo>XkHO aenatb ¢ npeseHTaumamm PowerPoint 2010 B Be6-npuno)keHnu
PowerPoint Web App?

MNpe3eHTaumto PowerPoint 2010 MOXHO 0TO6pa3nTb B BbICOKOM KayecTBe, MPOCMOTPETb U
CKOMMpPOBaTb COAEP>KMMOE 3aMeTOK WK 3anyCTUTb NOKa3 CNarvjoB HeNnoCpeaCTBEHHO B
cpeacTBe npocMoTpa Beb-npunoxeHusa PowerPoint Web App. B pegaktope PowerPoint Web
App “cnonb3ynte HekoTopble 13 QYHKLMI GOPMaTMPOBaHNA N PefakTUPOBaHUSA, K KOTOPbIM
Bbl NpuBbIKAM B PowerPoint 2010, Bkntouasa pegaktmpoBaHune 1 GopmMaTtMpoBaHmne TekcTa Ha
cnavigax v B obnactv 3aMeTok, Co3AaHue, yaaneHve v CKpbiTve ClafoB, BCTaBKa U pejak-
TUpoBaHue rpadpumyecknx snemeHTos SmartArt, a Takxe BCTaBKa 1 3aMeHa KapTUHOK.

2N1na goctyna uepes Be6-6paysep nan cMapTdoH TpebyeTca COOTBETCTBYHOLLEe YCTPOIICTBO, a AN WC-
NoJIb30BaHNA HEKOTOPbIX PYHKLMOHANbHbBIX BO3MOXHOCTER HeobxoanMo nogkatoveHne Kk IHTepHeTy.
[ns pabotbl ¢ Be6-npunoxerHusmn Microsoft Office Web Apps TpebyeTcs nogkntoueHme K VIHTepHeTy,
nogaep>xusaemMblli Beb-6pay3sep Internet Explorer, Firefox nnu Safari, a takoke Microsoft SharePoint®
Foundation 2010 nan naeHtnpurkatop Windows Live ID. Jns HEKOTOPbIX BO3MOXHOCTEW, CBA3AHHbIX C
MOBUNBHBIMW TEXHONOTMAMMU, TpebyeTca Habop npunoxeHun Office Mobile 2010, koTopbI He BXOAMT B
Habop npwunoxenuit Office 2010 n Beb-npunoxeruns Office Web Apps. DyHkumm Beb-npunoxennin Office
Web Apps, npunoxennin Habopa Office 2010 n Office Mobile 2010 moryT oTanyaTbcs.
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6. Kak mo>xxHO pegakTupoBatb npeseHTtaummn PowerPoint 2010 c tenedoHa?

WNcnonb3ynTte Ha cBoeMm TenedpoHe Windows Phone npunoxxeHune PowerPoint Mobile 2010,
KOoTopoe by/eT BbiNyLEeHO OAHOBPEeMeHHO ¢ Bbixogom Office 2010.%

7. Yrto MOXXHO AenaTb ¢ npe3eHTaumamm PowerPoint 2010 B Be6-npuaoXkeHmum
PowerPoint Mobile 2010?

PowerPoint Mobile 2010 — 370 yay4weHHas MobunbHas Bepcusa npunoxeHus PowerPoint,
pa3paboTaHHas crneunansHo ans tenepoHoB Windows Phone. MNpocmatpurBaiite cBou npe-
3eHTauumn PowerPoint 2010, BbINOAHANTE MOUCK MO HAM Y BHOCUTE MPOCTENLLNE U3MEHEHMS,
Jaxe HaxoasAcb B nyTn. Ha cMapTdoHe MOXHO Aaxke 3anycTuTb nokas $annos.

1. B kakwue Bbinycku Microsoft Office 2010 6yaet Bxoantb PowerPoint 20107?

MpunoxeHne PowerPoint 2010 goctynHo ana nprobpeTteHns B coctaBe naketos Office
2010. Ha Beb-carte Office.com. MOXHO cpaBHUTL pa3anyHble naketbl Microsoft Office 2010
N peLnTb, KaKoM 13 HUX Nlyylle BCEro BaM MOAXOAMT.

2. bypet nn npepycmoTpeHa BO3MOXXHOCTb npuobpectn PowerPoint 2010 otaenbHo ot
Habopa Apyrnx NpMaoXKeHnn?

Ja.

22B coctaB Habopa npwunoxeHunin Office Mobile 2010 Bxoant PowerPoint Mobile 2010, Word Mobile 2010,
Excel Mobile 2010, OneNote Mobile 2010 1 SharePoint Workspace Mobile 2010. MpunoxeHne Outlook
Mobile 2010 npeaycraHoBaeHo Ha TenedpoHax Windows Phone v aBnseTca MOYTOBbIM KJMEHTOM MO
ymondaHuto. Habop npunoxenuin Office Mobile 2010 He BxoauT B Habop npunoxennin Office 2010 nan
Beb-npunoxeHus Office Web Apps. 3ToT Habop NpUAOXKEHW CTaHET JOCTYMNeH ANs TenepoHOB Nog
ynpasneHvem Windows (Windows Mobile 6.5 nan 6onee nosgHss Bepcms) 04HOBPEMEHHO C obuLManb-
HbIM BbIXOAOM Mpunoxeruii Microsoft Office 2010.
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3. MoxxHo nm onpo6oBatb PowerPoint 2010 a0 nokynku?

[Ja. Nocne noctynneHms naketa Office 2010 B npogay MOXHO byzeT ckayaTtb ero NpobHyto

Bepcuto. CM. AOMONHUTENbHbIE CBeAeHUs Ha Beb-calTe Office.com.

4. CywectByet nu Bepcua PowerPoint 2010 ans komnbroTepoB MakuHTOW?

B HacToAWMIA MOMEHT Ana KOMMNboTepoB MaknHTOLW nNpeAHasHaveHa Bepcna PowerPoint
2008. Bepcus PowerPoint 2008 Bo MHorom coBmectumMa ¢ Bepcuein PowerPoint 2010 n nos-
BOJIIET COBMECTHO MCMOAb30BaTh NPe3eHTaL MM C NOb30BaTeNAMMN, paboTatoLLMMM Ha
nnatdpopme Mac. na OC Mac byaeT Takxe paspaboTaHa HOBas Bepcmna Habopa npuaoxe-
Huin Office, a umenHo Office for Mac 2011, koTtopbin 6yaeT BbinyLieH B koHLe 2010 ro-

aa. Office for Mac 2011 6yaet obecneunBaTh eLe 6oabwyto coBmectumocts ¢ Office 2010.
Cwm. cBeseHus o PowerPoint 2008 for Mac n cBegeHus o rpagyLiein Bepcum Ha Beb-canTte
Mactopia.

5. flBnserca nam ucnonbsoBaHue Be6-npunoxxeHns PowerPoint Web App nnatHoii ycny-

rom?

Joctyn k Be6-npunoxenunsam Office Web Apps MOXHO NOAyUnTb OAHUM 13 CAeAYyHOLLUX Cro-
coboB:

Ecam komnaHusa 3akaroumna cornalleHme KopnopaTMBHOro anueHsnpoBaHus Ha Office
2010, oHa moxeT ycTaHOBUTbL Beb-npunoxxeHns Office Web Apps Ha SharePoint 2010 y
ceba B opraHmsaymnm.

OTaenbHble MONb30BATENN MOTYT MNOAYUNTbL AOCTYN K Be6-npunoxerHunsam Office Web

Apps Ha Windows Live, ncnonesys 6ecnnatHbii ngeHtndukatop Windows Live ID.

1. Yro Takoe pyHKLMA COBMECTHOro pegaktupoBaHus B PowerPoint 2010 n B uem ee

npeumyuiecrea?

CoBMeCTHOe peaakTMpoBaHMe — 3TO 3aMeyaTeibHas HoBas BO3MOXHOCTb PowerPoint 2010,
NO3BOAAOLLAA O4HOBPEMEHHO PefakTUPOBaTh OAMH U TOT Xe AOKYMEHT HECKOAbKUM MOJb-
30BaTeNsM, HaxOAALWMNMCS B pa3HbIX MecTax. Tenepb, UToOObl NPUCTYNnUTL K paboTe Hag Ao-

KYMEHTOM, MO>XXHO HE A0>XNAaTbCA, MOKa ApyFOI‘/II NoNb30BaTe/lb 3aKOHYUT NNCaTb NN pejak-
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TMPOBAaTb CBOK YacCTb AOKyMeHTa. Kpome Toro, MOXHO BUAETb AOCTYMHOCTb APYrMX NOAb30-
BaTeNel, pefakTUPYHOLWMX AOKYMEHT B HACTOSALWMNIA MOMEHT, M OMepaTMBHO CBSA3aTbCA C HU-
MU, He BbIXOAs 13 NnpuaoxeHns PowerPoint.

2. Kakune npunoxxenus Office 2010 gonyckaroT coBMecTHOe peaakTupoBaHue?

B Habope npunoxeHunin Office 2010 coBMecTHOE pesakTMpoBaHme AocTynHo B PowerPoint
2010, Word 2010, n OneNote 2010.2 CoBMecTHOe peaaKkTVpoBaHue TakxKe AonyckaeTcs B
Beb6-npunoxerHnax OneNote Web App n Excel Web App.

3. Yrto Heo6x0aUMO ANA UCMONb30BaHNA PYHKLIMN COBMECTHOIO peAaKTUPOBaHUA B
PowerPoint 2010?

Ans ncnonb3oBaHna GyHKLIMM COBMECTHOTO pejakTMpoBaHna Heobxoamnm SharePoint
Foundation 2010 (gna komnaHwi) n 6ecnaatHbi naeHTndunkatop Windows Live ID (ans vH-
AVBUAYaNbHbIX NOJb30BaTeNeNn).

4. Kakum o6bpa3om npu ucnosib3oBaHMU GYHKLUM COBMECTHOIO peAaKTUpPOBaHNA B
PowerPoint 2010 mo>kHO u36eXxaTb KOHPIMKTOB NPU peAaKTUPOBaHNN?

®yHKUMM 06beANHEHNA BHECEHHBIX U3MEHEHWNI MPY COBECTHOM PefakTUPOBaHUN B
PowerPoint 2010 HaLieneHbl Ha MakCMManbHOE COKpalleHne Koanyectsa KOHPIMKTOB pe-
AaKTVpoBaHua. Ecin Bo3HMKaeT KOHPIMKT, oTobpakaeTca akpaH 06beAnHEHNs, B KOTOPOM
PowerPoint 2010 o603HauaeT KOHGAMKT 1 NO3BOISET BbI6pPaTh CNOCOH ero paspeLleHuns.

5. Kak gpyrve nosnb3oBaTtenu y3HaloT O MOeM NMPUCYTCTBUM NMPU UCMOJIb30BaHUN HOBOW
$pyHKUMM WMpoKoBellaTeIbHOro Nokasa cnanpos?

Mepea 3anyckom WMPOKOBELLATENBHOIO NoKasa C1aliZloB Bbl OTMPaB/seTe CCblKY, MO KOTO-
POV MOXHO MPOCMOTPETL NoKa3 crangos. LLnpokoBseLaTenbHbIM NoKas cnaigoB MOXKHO
MCNONb30BaTh TOrAa, KOraa TpebyeTcs «BXMBYH» NMOKa3aTb CBOH MPe3eHTaL Mo Noab30Ba-
TeNAIM, KOTOPble HaXOAATCA Janeko OT Bac. 3puUTenu CAbluaT Ball KOMMEHTaPUI K Npe3eHTa-
Lum no TenedoHy nam Yepes Apyroe BbIbpaHHOE BaMu 3BYKOBOE YCTPOMCTBO.

2 OyHKLMA COBMECTHOTO pefakTupoBaHua ans Word 2010, PowerPoint 2010 1 OneNote 2010 uepe3
Windows Live byget sgoctynHa Bo BTopow nonosuHe 2010 roga.
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XpaHATcA 1M BOCCTaHOBJ/IEHHbIE HECOXPaHEeHHble BepCcumn NpeseHTaumMn Ha KoMmnbloTepe?

BoccTaHOBNEHHbIE HECOXPAHEHHbIE BEPCUM XPAHATCA Ha KOMMbIOTEPE YeTbIpe AHSA, @ MOTOM
aBTOMaTMyeckmn yaanatoTcs. [py HeOBXOAMMOCTM MOXHO TakXXe YAaanTb BOCCTaHOB/IEHHbIE
BEPCUUN BPYUHYIO, Hanpumep, nNpu pabote Ha 0b6LLEeA0CTYNMHOM KOMMbIOTEpPE.

Kakune 3BykoBble n Buageo ¢popmartsl noaaeprxuatorca B PowerPoint 2010?

Vicnonb3yinte OCHOBHbIEe 3BYKOBbIE W BUAEO dopmaTbl (Hanpumep, WMV, WMA 1 MP3).
Habop ocHOBHbIX GOpMaTOB, NOAAEPXKMBAEMbIX MO YMOAYAHWMIO, 3aBUCUT OT ONepaLMoHHOM
cnctemsbl. PowerPoint 2010 Takke noasep>XunBaeTt A4ONOJHUTENbHble GOpPMaThl, Takme Kak
DivX, MOV u H. 264, ogHako ansa 3TOro HeobxoAnMOo ycTaHOBUTL koaeku DirectShow, koTo-
pble MOXHO NPUOBPECTM Y CTOPOHHMX NMOCTABLLMKOB (MOXET NoTpeboBaTbCa AOMNONHUTENb-
HaA naara).

YTo npomncxoamTt c UCXoAHbLIM BuAeodaii/iom nocsie ero BCTaBKMU B Npe3eHTauuio?

MNpw BcTaBKe BMAeO 13 danna B npeseHTtaumnto PowerPoint 2010 ncxoaHbl Bugeodann He
n3meHsetcs. PowerPoint no ymonuaHuto BHegpseT konuto Bugeodaina B daiin npeseHTa-
unn. Kpome Toro, BMecTo BHeapeHua obbekTa B Npe3eHTaLmio, MOXHO BCTaBUTb TOJIbKO
CCbINKY Ha Hero. BctaBneHHOe 13 daiia BUAEO MOXHO popmaTMpPOBaTh U pejakTMpoBaTh,
He 3aTparnsas OpuUriHa.

YTo NponcxoaunT ¢ BHeAPEHHbIM BUAEO0 NN 3BYKOBbIM 06beKTOM B NpeseHTauum npm
MCMoJIb30BaHNUN PYHKLUMN CKaTUA MY/IbTUMEAUAHbIX ¢paiinos?

Mpu ncnonb3oBaHum B npeseHTaunn PowerPoint 2010 dyHKLUMM COKaTUA MYAbTUMELNNHbBIX
balrinoB NPONCXOANT NEPMaHEHTHOE CKaTne BHeAPEHHbIX 3BYKOBbIX WA BUAEO OOBEKTOB,
BbI6paHHbIX Ana 06paboTku.
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e Office Mobile 2010 He BxoauT B Habop npunoxeHnit Office 2010 v Beb-
npunoxenusa Office Web Apps.

e Office Mobile 2010 craHeT goctyneH ana TenedoHoB nog ynpasneHnem Windows
(Windows Mobile 6.5 nan 6onee nosgHne Bepcrm) O4HOBPEMEHHO C BbIMyCKOM

Habopa npunoxenui Office 2010.

Beb6-npunoxenus Office Web Apps — 310 Habop BEOG-NPUNOKEHNA, OTAUYHO AOMOHAOLLNNA

BO3MOXHoCTK Microsoft Office. ns nx ncnonb3oBaHMs HEOHXOAMMbI CreayroL e KOMMOHEHTbI.

e [na komnaHWui n yupexxaeHumn: Tpebyetca SharePoint Foundation 2010.

e [lna nnuHoro ncnonb3oBaHUA: TpebyeTca becnnaTHbIN naeHTMdMKaTOp
Windows Live ID. Be6-npunoxerHne OneNote Web App 1 dyHKUUN peaakTnpo-
BaHuWA B BeH6-npunoxeHnn Word Web App cranyT goctynHbl Ha Windows Live Bo

BTOpou nonosuHe 2010 roga.

e Beb-npunoxerHuns Office Web Apps noaaep>xusatot Internet Explorer 7 namn 6o-
nee nosgHue sepcum Windows, Safari 4 nan 6onee nosgHue Bepcum ans Mac n

Firefox 3.5 nan 6onee nosgHue Bepcmm ans Windows, Mac nam Linux.

e Beb-npunoxenuna Word, Excel n PowerPoint Web App B SharePoint 2010 nog-
AEPKUBAIOT cneaytolime Beb-bpay3epbl AN MObUAbHBIX yCTPOUCTB: Internet
Explorer ans Windows Mobile 5 nan 6onee nosgHen Bepcum, Safari 4 pnsa iPhone
3G nam 3GS, BlackBerry 4.x n 6onee nosgHein Bepcmm, Nokia S60, NetFront 3.4,
3.5 n 6onee no3aHen Bepcun, Opera Mobile 8.65 n 6onee nosgHen Bepcum 1
Openwave 6.2, 7.0 n 6onee no3gHen Bepcun.
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Bo3moxxHOCTM coBMecTHOro pegaktnpoBaHusa B PowerPoint 2010 no3BoastoT peaakTnpoBaTb
OAHY 1 Ty Xe npe3eHTauuto PowerPoint 2010 ogHOBpeMEHHO C APYTrMMW NOAb30BaTENAMMU, KO-
TOpble HAaXOAATCA B APYrMX MecTax. s ncnoab3oBaHWa 3TON GYHKLMN HEOBXOAMMbI Clesyto-
e KOMMOHEHTbL:

e [na komnaHwuiA n yupexxaeHum: Tpebyetca SharePoint Foundation 2010.

e [lna nnuHoro ucnonb3oBaHuUA: TpebyeTca becnnaTHbIN naeHTUdUKaTOP
Windows Live ID. ®yHkumns coBMeCTHOro pegaktmpoBaHus ana PowerPoint 2010

6yaet goctynHa Ha Windows Live Bo BTopou nonosuHe 2010 roga.

OntnmunsmpoBaHHble cpeacTBa obeHms B Office 2010 No3BOAAIOT OTCAEXMBATD JOCTYMHOCTb
APYrVX pefakTopoB AOKYMeHTa 1 06bLwaTthca C HUMKW, He Bbixoasa u3 PowerPoint 2010. Ans vc-
NO/Ib30BaHWNA 3TUX PYHKLMIA HEOBXOAMMBI CleayroLe KOMMOHEHTbI.

e [lna ncnonb3oBaHUA CUCTeMbl OOMeHa MITHOBEHHBIMU COOBLLIEHNAMN NN CBeje-
HWI O NPUCYTCTBUM TpebyeTcs ofHa 13 creaytowmx TexHonorui: Office
Communications Server 2007 R2 ¢ Office Communicator 2007 R2, Windows Live
Messenger naun gpyroe npuaoxeHue ans obmMeHa MrHOBEHHbIMWU COOBLLIEHNAMM

¢ noaaep>xkon IMessenger.

e /105 ronoCoBbIX BbI3OBOB, @ TakXXe A5l HEKOTOPbIX GYHKLMA OOLLeHMs B Npes-
ctaBneHun Backstage, Tpebyetcs Office Communications Server 2007 R2 ¢ Office
Communicator 2007 R2 nan ntobbiM Apyrm NPUIOXKEHNEM C MOAAEPIKKOM

IMessengerAdvanced.
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®yHKUMA LIMPOKOBELLATENbHOIO NOKa3a C1alnZoB NO3BOAT NOKa3aTh CBOK MPe3eHTaLunto
PowerPoint 2010 nosb3oBaTensiM, KOTOpble HAaXOAATCA AaNeKo OT BacC. 3pUTean MOryT NpoCcMoT-
peTb NpeseHTaumto B VIHTEPHETE, faXKe eCln Ha UX KOMMbIOTEPAX He YCTAaHOBAEHO NPUIOXKEHNE
PowerPoint. s ncnonb3oBaHWs 3TON GyHKLMM HEOOXOAMMO BbINOAHEHME Cleaytowmx Tpebo-
BaHUI:

e Tpebyetca SharePoint® Foundation 2010 (ans koMnaHun) nam 6ecnnaTHbIN

naeHtnomkatop Windows Live ID (g4 aiMuHOro ncnonb3oBaHus).

e UYTOObI OpraHM30BaTh LIMPOKOBELLATebHbIN Noka3 yepe3 SharePoint 2010,

Heobxoanmo ycTtaHoBUTL Beb-npunoxeHuns Office Web Apps.

e LlnpokoseluartenbHbli nokas yepe3 Windows Live — 3to 6ecninatHas cnyx6a,

KOTOpas No3BOJIAET NpuraalaTth Ha nokas Ao 50 nosb3oBaTenen.

HekoTopble cCblikn, NpVBEAEHHbIE B 3TOM PYKOBOACTBE, ByAyT AOCTYMHbI TONLKO nocie obuum-
aNbHOrO BbiNycka B Npogaxy Habopa npunoxerHu Microsoft Office 2010.

DTOT JOKYMEHT NpesocTaBaseTcs «kak ecTb». CBefeHUs, coAepyKallmecs B 3TOM AOKYMEHTe,
Bkatouvas URL-agpeca, a Takke CCbIKW Ha Apyrne Be6-calThbl, MOTYT BbITb M3MeHeHbl 6e3 npea-
BapUTENbHOrO yBeAOM/IeHUs. Bbl 6epeTe Ha cebs pucku, CBA3aHHbIE C MCMO/Ib30BaHUEM 3TUX
CBeAEHUN.

MNpeacTaBaeHHblE NPUMEPBI UCMONb3YHOTCA UCKNKOUNTENBHO B MAIFOCTPATUBHbBIX LLENAx 1 ABASA-
FOTCA BbIMbILLIEHHBIMW. JTloboe coBnageHne ¢ KakuM-ambo peanbHbIM AMLOM CregyeT paccmaT-
pvBaTb KakK Cay4aniHoe.

DTOT AOKYMEHT He NPejOCTaBAAET HUKAKUX HOPUAMYECKMX NPaB Ha Kakyr-1Mbo NHTeANeKTyab-
HY0 COBCTBEHHOCTb B IFO6OM M3 MPOAYKTOB Kopropauum MankpocodT. ITOT OKYMEHT MOXHO
KOMMPOBATb 1 UCMONb30BaTh TOJbKO B MpPeAesiax OpraHM3aumm B CNPaBOYHbIX LLENsX.
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