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Co4yeTaHuna kKnasuw B P7

opuc

PaboTa c npe3eHTaumnen

OTKpbITb NaHenb 'Pann'

OTKpbITb OKHO ‘TTonck'

OTKpbITb NaHeNnb 'KommeHTapun'

OTKprTb nosne KOMMeHTapuna

OTKpbITb NaHenb 'YaT'

CoxpaHnTb Npe3eHTauuto

[MeyaTb NpeseHTauumn

Alt + F

Ctrl + F

Ctrl + Shift + H

Alt + H

Alt + Q

Ctrl + Shift

Ctrl + P

OTKpbITb NaHenb ®ann, 4Tobbl
COXpaHUTb, CKayaTb, pacneyaTaTb
TeKyLLylo NMpe3eHTaLmo, MPoCMOTPeTb
CBeLleHNs 0 Hel, co34aTb HOBYIO
npe3eHTaumno NN OTKPbITb
CyLLEeCTBYHOLLYI0, MONYYUTb AOCTYN K
CnipaBKe Mo OHJIaiH-pefakTopy
rnpeseHTaunin Nan [OMONHUTESNbHbIM
rnapamMeTpam.

OTKpbITb AManorosoe okHo Mounck,
4TObObI Ha4YaTb MOUCK
cuMmBOa/cnoBa/dpasbl B
penakTupyemMon npeseHTauuu.

OTKpbITb NaHes b KoMMeHTapuu,
4T106bI O6ABUTHL CBO KOMMEHTapuUi
WX OTBETUTb Ha KOMMEHTapuu
LpYyrux nosib3oBaTenei.

OTKprTb rnoJsie BBoAa AaHHbIX, B
KOTOPOM MOXXHO n0obaBnTb TEKCT
KOMMeHTapus.

OTKpbITb NaHesb YaT 1 OTNpPaBnUTb
coobuieHue.

CoxpaHuTb BCE N3MEHEHNS B
pefakTupyeMon npeseHTaunu.
AKTVBHbIN hain ByneT coxpaHeH ¢
TEeKYLWMM UMEHEM, B TOM Xe
MeCTOrMoJIoXKeHUN N hopMaTe.

PacneyaTaTb npe3eHTauuMio Ha OQHOM
M3 OOCTYMHbLIX MPUHTEPOB UK
COXpPaHUTb B han.



CkayvaTb KaK...

MOJTHO3KPAHHbBIA PEeXIUM

BbI30B cnpaBku

OTKpbITb CYLLECTBYOLWMNA dann

KOHTEKCTHOe MeHIo 3J1eMeHTa

3aKpbITb harnn

3aKpbITb OKHO (BKJ1AAKY)

HaBuraums

MepBbIn cnang

MocnepnHun cnang,

Cnepytownm cnang

Mpeablaywmn cnang

YBenn4nTb MacwTab

YMeHbLWUTb MacwTab

Ctrl + Shift + Shift

F11

F1

Ctrl + O

Shift + F10

Ctrl + W

Ctrl + F4

Home

End

Page Down

Page Up

Ctrl+3Hak «IMnwoc» (+)

Ctrl+3Hak «Munyc» (-)

OTKpbITb NaHenb CkavyaTb Kak...,
4YTOObl COXPaHUTbL pefakTUPyeMyto
rnpe3eHTaUnIo Ha XXeCTKOM AucKe
KOMMblOTEpa B 0A4HOM U3
nogaep>xmeaembix oopmaTos: PPTX,
PDF, ODP.

MepekNtoYnNTbCSA B MOSTHOIKPAHHBLIN
peXxunMm, 4Tobbl pa3BepHyYTb OHJIANH-
penakTop npe3eHTauui Ha BeCb
3KpaH.

OTKpbITb MeHto CrpaBKa OHNaMH-
pefakTopa npe3eHTauunn.

Ha Bknagke OTKpPbITb JIOKaJbHbIN
hann B A4ECKTOMHbIX pefakTopax
MO3BOJISET OTKPbITh CTaHAApPTHOE
O1afioroBoe OKHoO Ans Beibopa
cyliecTBytowlero cganna.

OTKpbITb KOHTEKCTHOE
MeHI0 BbIOBpaHHOIr 0 3/1eMeHTa.

3aKpbiTb BbIOPaHHYIO Npe3eHTaLuto.

3akpbITb BKAaaKy B 6paysepe.

MepenTn K NepBoMy cnangy
pefakTUpyeMon npe3eHTauunm.

MepenTn K NocaegHemMy cnangy
pefakTUpyeMon npe3eHTauunm.

MepenTn K cnepylowemy cnangy
penakTupyeMol npeseHTaLunm.

MepenTn K NpeablayLiemMy cnangy
penakTMpyeMOn npeseHTaumu.

YBennuutb MacwTab pegakTupyemon
npe3eHTaumnm.

YMeHbWUTb MacwTab
penakTUpyeMon npe3eHTaLum.



BbinoHeHne 0encTtBun CO

clangamMmwu

HoBbIlh cnang,

OybnunposaTb cnang
[MepemecTnTb Cnang BBepx
MepemecTnTb Cnang BHU3
MNepemecTuTb Cnanf B Ha4ano

MNepemecTuTb Claig B KOHeL,

BbiNnoJIHEHNE 0encTBUK

obbeKkTamMu

Co3pnaTb KONuto

CrpynnupoBaTb
Pa3rpynnupoBaTb
BblpennTb cnegytowmn obbekT

BbloennTb npeabiayLwinii o6bLexkT

Ctrl+M

Ctrl+D

Ctrl+CTtpenka BBepx

Ctrl+CTpenka BHU3

Ctrl+Shift+CTtpenka BBepx

Ctrl+Shift+CTtpenka BHu3

Ctrl+nepeTacknsaHue nau Ctrl+D

Ctrl+G

Ctrl+Shift+G

Tab

Shift+Tab

Co3paTb HOBbIV cnana n 0obaBuTb
ero rnocJie BblAesIeHHOro B Cnucke
C/llanpnoB..

OybnnpoBaThb BblAENEHHbIN B CANUCKe
cnang.

[ToMecTnTb BblAesIeHHbI clang Hag,
npenbIayLnM B CINCKE.

[MToMecTnTb BblaesIeHHbI cang rnog,
nocieayoLlwmM B Crimcke.

MepemecTuTh BblAENIEHHbIN Cnang B
caMoe Ha4daJ10 Crnuncka.

nepeMeCTI/ITb BblAENIEHHbIN Cnang B
CaMbI KOHeL, cnucka.

Yaepxusante knasuwy Ctrl npu
nepeTackMBaHUM BbIBPaHHOTO
obbekTa nnn Haxxmute Ctrl+D, 4T0bbI
co3paTb Konuto obbekTa.

CrpynnupoBaTb BblAENEHHbIE
00BbEeKTHI.

PasrpynnupoBaTb BbiOpaHHYyo rpynny
06BHEKTOB.

BbloennTb cnenyowmnin 06bekT nocne
BbIOPaHHOIr0 B laHHbI MOMEHT.

BbligenuTb npeablaywnm o6bekT
nepes BbIbpaHHbIM B AAHHbIN
MOMEHT.



HapucoBaTb NpsiMyt0 AUHUIO UK
CTpenky

Shift+nepeTtacknsanune (npu

PUCOBaHUN ANHUIA NN CTPESIOK)

HapwucoBaTb NMPAMYIO JIMHUIO NN
CTPeJsIKY: FOPU30HTasIbHYIO,
BEPTUKaJIbHYIO Uan nog yrsiom 45
rpagycos.

Moaonunkayumna obbeKkToB

OFpaHVHI/ITb OB>XXeHune

3afaTb yros nosopoTta B 15 rpagycos

CoxpaHsiTb Nponopumm

[MonnkcenbHoe nepemelleHne

PaboTa ¢ Tabnmuamwm

MepenTn K cnepyowen a4enke B
CTpoke

MepenTn K NpeablayLlen s4enke B
CTpokKe

MepenTn K cnepytowen cTpoke

MepenTn K NpegblayLLen cCTpoke

Ha4vaTb HOBbIN ab3al,

[o6aBUTbL HOBYIO CTPOKY

Shift+nepeTackneaHne

Shift+nepeTacknsaHune (npu
noBopaymBaHnmn)

Shift+nepeTacknaHue (rpwm
M3MeHeHun pasmepa)

Ctrl+Knasuwwn co cTpenkamm

Tab

Shift+Tab

CTpernka BHU3

CTpenka BBepx

Enter

Tab B NnpaBon HMKXHEN AYelnKe
Tabnanubl.

OrpaHnynTb NepemMeLleHmne
BblibpaHHOro obbekTa no
rOPU30HTaNN UKW BEPTUKASIN.

OrpaHmnynTb yroJj nosBopoTa LaromM B
15 rpapycos.

CoxpaHsTb Nponopummn BelbpaHHOro
obbekTa Npu N3MeHeHUN pasmMepa.

YoepxuBante knasuwy Ctrl n
NCNONb3ynTe CTPENKN Ha
KnaBuaType, 4ToObl NepemellaTb
BbIGpaHHLIN 06BLEKT Ha OAUNH NUKCENb
3a pas.

MepenTn K cnenyolen a4yenke B
cTpoke Tabnumubl.

MepenTn K NpeablayLen a4enke B
cTpoke Tabnumubl.

MepenTn K cnepytolen cTpoke
Tabnuusbl.

MepenTn K NpeablayLLen CTpoke
Tabnnubl.

Ha4vaTb HOBbIN ab3aL, BHYTPU SHENKN.

[006aBNTb HOBYO CTPOKY BHU3Y
Tabnuubl.

[TpOoCMOTP Npe3eHTaunmn



Ha4yaTb npocMOTp € Havana Ctrl+F5

MepenTn Bnepes Enter, Page Down, CTpesika Brnpaso,
Ctpenka BHU3 unu Mpoben

MepenTn Hasapg Page Up, Ctpenka Bneso, CTpenka
BBEPX
3aKpbITb MPOCMOTP Esc

OTMeHa 1 NoBTOP

OTMEHUTb Ctrl+Zz

MoBTOpPUTHL Ctrl+Y

3aHYCTVITb npeseHTayunto C Ha4vana.

MNMoka3aTb crnepyowmin ahdekT
nepexofa Wanm nepenTn K
cnepyowemy cnangy.

Moka3aTb npeablayLwmn sdeKkT
nepexona Ui BEPHYTbCA K
npegbigywemy cnanay.

3aKOHYUTb npoCMOTP Cnanpos.

OTMEeHUTb nocseaHee BbIMoSIHEHHOE
nencTeune.

MoBTOPUTL NociegHee OTMEeHEHHOoe
nencreue.

Bolipe3aHne, KonnpoBaHme u

BCTaBKa

BbipesaTb Ctrl+X, Shift+Delete
KonupoBaTb Ctrl+C, Ctrl+Insert
BcTaBuTb Ctrl+V, Shift+Insert

Bbipe3aTb BblAeNIEHHbIN 00BLEKT U1
oTnpaBuTb ero B bydep obMeHa
KoMnbloTepa. BolpesaHHbIn 06bekT
MO>XHO 3aTEeM BCTaBUTb B Apyroe
MeCTO 3TOW Xe npe3eHTauunn.

OTnpaBuTb BblAeNEHHbIN 06bEKT 1 B
bydep obmeHa KoMMnbloTepa.
CKOMMPOBaHHbI 06BEKT MOXKHO
3aTeM BCTaBUTb B Apyroe MecTo 3Tou
Xe npeseHTaunm.

BcTaBnTb paHee CKOMMPOBAHHbLIN
06bekT 13 bydepa obmeHa
KoMMbloTepa B TeKyLLeln No3numm
Kypcopa. O6bekT MoXeT bbITb paHee
CKOMUPOBaH U3 3TON Xe
npeseHTaymun.



BCTaBUTb rMNepCcCbisiky

KonupoBaTb (hopMaTupoBaHue

MpuMmeHnTbL hbopMaTMpOBaHME

Ctrl+K

Ctrl+Shift+C

Ctrl+Shift+V

BcTaBMTb rMNepccbiiKy, KOTOPYHO
MO>XHO UCMOJIb30BaTb A4 Nepexona
no Beb-agpecy uam ons nepexona Ha
onpeneneHHbIn cnang 3Ton
npeseHTauuu.

CkonupoBaTb hopMaTUpoBaHue 13
BblAENIEHHOr 0 (hparMeHTa
pefakTMpyeMoro TekcTa.
CkonupoBaHHoe hopMaTMpoBaHmne
MOXXHO 3aTeM NPUMEHUTb K APYroMy
TEKCTY B 3TOW e npe3eHTauum.

MPUMEHNTb paHee CKOMMPOBaHHOE
hopMaTMpoBaHuE K TEKCTY
penakTUpyemMoro TEKCTOBOIO Mosis.

BblioesieHne ¢ NoMOLL b MbILUN

[0o6aBUTb B BblAENIEHHbIV (hparMeHT

Shift

Ha4yHuTe BbloeneHne, yoep>xusante
knasuwy Shift u wenkHnTe Tam, roe
TpebyeTcs 3aKOHYNTb BblAesIeHMeE.

BbiaeneHme ¢ noMoLlblo
KNaBunaTypbl

BbloennTb BCe

BblpennTtb hparMeHT TekcTa

BblgennTb TEKCT C No3MLMn Kypcopa
[0 Hayasla CTPOoKM

BblgennTb TEKCT C MNo3MLMn Kypcopa
[0 KOHL,A CTPOKU

Ctrl+A

Shift+Ctpenka

Shift+Home

Shift+End

BbioenuTb BCe ciianabl (B Cnucke
cnlanpoB), Win Bce 06beKTbl Ha
cnange (B o6nacTn pegakTpoBaHUs
cnanga), Wam BeCb TEKCT (BHYTpU
TEeKCTOBOro noss) - B 3aBUCUMOCTUN OT
TOro, rge yCTaHoBJIEH KYPCOP MbILLN.

BbloennTb TEKCT MOCUMBOJIbHO.

BbloennTb bparMeHT TekcTa C
no3nummn Kypcopa Ao Ha4vana
TeKyLen CTPOKM.

BbloennTb (hbparMeHT TekcTa C
no3nummn Kypcopa A0 KOHLa TeKyLlen
CTPOKMU.



BblaennTbe 04UH CMMBOA CripaBa
BblgennTb o4UH CMMBOJ C/ieBa
BbigennTb 40 KOHUa C/l0Ba
BbioennTb 40 Havasa cnoBa

Bbioenutb OOHY CTPOKY BblLLE

Bbioenutb OOHY CTPOKY HUXe

Oc¢

XKUpHbIA WPpUGT

Kypcus

MoavepKHyTHIA WPUPT

[MoACTpOYHbIE 3HAKN

HafacTpoyHble 3Hakun

MapKnpoBaHHbIA CMINCOK

Y6paTb hopMaTupoBaHune

Shift+Ctpenka Bnpaso

Shift+Ctpenka Bneso

Ctrl+Shift+CTtpenka Bnpaso

Ctrl+Shift+CTtpenka sneso

Shift+CTpenka BBepx

Shift+CTtpenka BHU3

NOPMJIEHUE TEeKCTa

Ctrl+B

Ctrl+1

Ctrl+U

Ctrl+Touka (.)

Ctrl+3ansaTas (,)

Ctrl+Shift+L

Ctrl+MNpoben

BbloennTb OAUH CMMBOJ CpaBa oOT
no3nunm Kypcopa.

BbloenMTb 0OUH CMMBOJI CJieBa OT
no3nunm Kypcopa.

BboligennTb hparMeHT TeKcTa C
no3nummn Kypcopa A0 KOHLa CoBa.

BbloenuTb hparMeHT TeKcTa C
no3nummn Kypcopa A0 Havasa CJoBa.

BbloennTb 04HY CTPOKY Bbllle
(Kypcop HaxoauTCsa B Havane
CTPOKMN).

BbloenuTb 0AHY CTPOKY HUXe
(Kypcop HaxoamTCs B Havane
CTPOKMN).

CpenaTb WPUPT B BblAENEHHOM
hpparMeHTe TeKCTa XNPHbIM, NPUaaB
eMy 60/1bLUY0 HaCbILLEHHOCTb.

CoenaTtb WPUMT B BblAENIEHHOM
hparmMeHTe TeKCcTa KyPCUBHbIM,
npuaaBs eMy HaKJIOH BMPaBo.

MopoyYepKHYTb BblAEJSIEHHbIN
(hparMeHT TeKCTa 4yepTon,
nposegeHHon nog 6ykBamu.

CpoenaTb BblAeNEHHbIA hparMeHT
TeKCTa Mesib4ye 1N NOMeCTUThb ero B
HV>XKHEN YaCTn CTPOKMK, Hanpumep,
KaK B XMMUYeCKNX popmynax.

CpoenaTb BblAeNeHHbIN hparMeHT
TeKCTa Mesib4e 1 NoOMeCTUTb ero B
BEepXHen 4acTu CTPOKU, Harpumep,
Kak B opobsx.

Co3paTb U3 BblAeNIeHHOro hparMeHTa
TEeKCTa Heynopsaao4YeHHbIN
MapKWPOBaAHHbIN CMUCOK UK HaYaTb
HOBbI CMVCOK.

YbpaTb (hopMaTMpOBaHMe 13
Bble/IeHHOro hparMmeHTa TeKcTa.



YBeNN4nNTb WPUMPT

YMeHbWUTb WpngT

BbIPOBHATL MO LEHTPY/NEBOMY Kpato

BbIPOBHATH MO WMPUHE/IEBOMY Kpato

BbIPOBHATL MO NPaBOMY Kpato/eBoMy

Kpato

BbIPOBHSATbL MO J1IEBOMY Kpato

Yoanntbe oguH CUMBOJ C/ieBa

YoannuTe O4AVMH CMMBOJT CpaBa

Ctri+]

Ctri+[

Ctrl+E

Ctrl+)

Ctrl+R

Ctrl+L

Backspace

Delete

YBenu4nTb Ha 1 NyHKT pa3mep
wpudTa 418 BblAESIEHHOro
(hparmMeHTa TekcTa.

YMeHbWUTb Ha 1 NyHKT pa3mep
wpuiTa 4Ns BblAESIEHHOro
parmeHTa TekcTa.

MepekntoyaTb ab3ay mexay
BblpaBHMBaAHWEM MO LEHTPY U Mo
JIeBOMY Kpalo.

MepekntoyaTb ab3ay mexay
BbIpaBHMBAHWEM MO LUNPUHE 1 MO
JIeBOMY Kpalo.

MepekntoyaTb ab3al mexay
BbIpaBHMBaHWEM MO NPaBOMY Kpato u
no NIeBOMY Kpato.

BbIpOBHATL TEKCT MO JIEBOMY Kpato
TEKCTOBOro Mnoss (npasblin Kpanr
OCTaeTCst HEBbIPOBHEHHbIM).

yp,a)'II/ITb O4ONH CMMBOJT CfieBa OT
Kypcopa.

YOanuTb 04VH CUMBOJ CripaBa OT
Kypcopa.

[lepemMeLlleHne Nno TeKCTy

MepenTn Ha 0ANH CUMBOJ BJIEBO

MepelTn Ha OAUH CMMBOJI BNPaBo

MepenTn Ha ooHY CTPOKY BBEPX

MepelTn Ha OHY CTPOKY BHU3

I'Iepe|7|T|/| B Ha4ano CcJsioBa UJN Ha

OOHO CN10BO BJ1EBO

MepenTn Ha 04HO CI0BO BMPABO

MepenTn B Havano CTPOKK

[MepelTn B KOHEL, CTPOKM

CTpesika BNeBoO

CTpesika BnpaBso

CTpenka BBepx

CTpernka BHU3

Ctrl+CTpenka BneBo

Ctrl+CTpenka BnpaBso

Home

End

MepemMecTUTb Kypcop Ha OauH
CVMBOJ BJIEBO.

MepemMecTUTb Kypcop Ha 0auH
CUMBOJI BMPaBo.

MepemMecTuTb Kypcop Ha 0fHY CTPOKY
BBEPX.

MNepemMecTuTb Kypcop Ha OA4HY CTPOKY
BHU3.

MepemMecTUTb Kypcop B Ha4vaslo csioBa
WM Ha OHO CJIOBO BJIEBO.

MepemMecTuUTb Kypcop Ha 0f4HO C/I0BO
BMpaBo.

YCTaHOBUTbL KypCop B HavaJsle
peLaKkTUpyeMol CTPOKMU.

YCTaHOBUTb KYpPCOpP B KOHLE
pefakTMpyemMomn CTPOKM.



MepenTn B Havaso TEKCTOBOro MoJis Ctrl+Home YCTaHOBUTbL KYpCop B HavaJsie

penakTUpPyemMoro TEKCTOBOIO MoJis.

[MepeTn B KOHEL, TEKCTOBOIO Mos Ctrl+End YCTaHOBUTb KYpCoOp B KOHLE

penakTnpyemMmoro TeKCTtoBoro nonad.



