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Co4yeTaHuna kKnasuw B P7

opuc

PaboTa c npe3eHTaumnen

OTKpbITb NaHenb '®ann’

OTKpbITb OKHO 'TTonck'

OTKpbITb NaHeNb 'KoMmmeHTapun'

OTKpbITb NMoJsIe KOMMEHTapUs

OTKpbITb NaHenb 'YaT'

CoxpaH NTb Npe3eHTauyunto

MeyaTb npeseHTaunn

Alt + F

Ctrl + F

Ctrl + Shift + H

Alt + H

Alt + Q

Ctrl + Shift

Ctrl + P

OTKpbITb NaHenb ®ann, 4Tobbl
COXpPaHWTb, CKayaTb, pacneyaTaTb
TeKyLLylo Npe3eHTaLnto, NMpocMoTpeTb
CBeLeHNs 0 Hel, co34aTb HOBYIO
npe3eHTaumuio NN OTKPbIThb
CyLLEeCTBYIOLLYIO, MOSYYUTb AOCTYN K
CnpaBKe Mo OHJIaH-pefakTopy
rnpeseHTaunm nanm JONOJHUTESbHbIM
napameTpam.

OTKpbITb Ananorosoe okHo MNounck,
4TO0ObI Ha4YaTb NMNOMCK
cumMmBona/cnoBa/gpasbl B
penakTupyeMon npeseHTaunn.

OTKpbITb NaHeNb KoMMeHTapuu,
4TO6bI 0BABNTL CBOM KOMMEHTapPUNA
WM OTBETUTb Ha KOMMEHTapun
OpYyrvx nonb3oBaTesen.

OTKprTb rnosie BBoAda OaHHbIX, B
KOTOPOM MOXXHO nobaBUTb TEKCT
KOMMeEHTapusa.

OTKpbITb NMaHesb YaT 1 oTNpaBnTb
coobLieHmne.

CoxpaHuUTb BCE N3MEHEHNS B
penakTUpyeMol npeseHTaLum.
AKTVBHbIN hann 6ygeT coxpaHeH C
TeKyLLMM UMEHEM, B TOM Xe
MEeCTOMOJI0XKEHMN U (hopMaTe.

PacnevyaTaTb npe3eHTaumMio Ha 04HOM
M3 AOCTYMHbIX NPUHTEPOB UK
COXpaHUTb B (han.



CkayvaTb KaK...

MOJTHO3KPAHHbBIA PEeXIUM

BbI30B cnpaBku

OTKpbITb CYLLECTBYOLWMNA dann

KOHTEKCTHOe MeHIo 3J1eMeHTa

3aKpbITb harnn

3aKpbITb OKHO (BKJ1AAKY)

Ctrl + Shift + Shift

F11

F1

Ctrl + O

Shift + F10

Ctrl + W

Ctrl + F4

HaBuraums

MepBbIn cnang

MocnepgHuin cnang,

Cnepytwowmm cnang

MpeablayLwmn cnang

YBenm4nTb macwTab

YMeHbLWUTb MacwTab

Home

End

Page Down

Page Up

Ctrl+3Hak «Mntoc» (+)

Ctrl+3Hak «MuHyc» (-)

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 npeseHTaLunm.

MepelTn K NocnefHeMy cnanay
penakTUpyeMon npeseHTaunm.

MepelTn K cnepytowemy cnangy
penakTUpyeMon npeseHTaunm.

MepenTn K Npegbiaywemy cnangy
penakTupyemMon npeseHTaumu.

YBenuunTb MacwTab penakTmpyemon
npeseHTauuu.

YMeHbWUTb MacwTab
penakTupyemMonm npeseHTauuu.



BbinoHeHne 0encTteBun CO

clangamMmwu

HoBbIn cnanpg,

OybnupoBaTb cnang
[MepemecTuTb Cnang sBeepx
MepemecTnTb Cnang BHU3
MepemecTnTb Cnang B Havyasno

[MepemecTnTb Cnang B KOHeL,

Ctrl+M

Ctrl+D

Ctrl+CTtpenka BBepx

Ctrl+CTpenka BHU3

Ctrl+Shift+CTtpenka BBepx

Ctrl+Shift+CTtpenka BHM3

Co3paTb HOBbIV cnnang 1 0obaBuTb
€ero rnocJie BblAesIeHHOro B CNucke
cnanpos.

OybnnpoBaTb BblAeNEHHbIN B CNKUCKe
cnang.

MoMecTUTb BblAeNeHHbI cnang Ham,
npeabiayumm B Crincke.

MoMecTUTb BblAeNeHHbI cnang noa
nocieayoLnuM B Cricke.

nepEMECTI/ITb BblAENIEHHbIN Cnang B
CaMoe Ha4daJlo Crnuncka.

MepeMecTUTb BblAENIEHHbIN Clang B
CaMbIll KOHeL, CnucKa.

BbinosiHEeHne 0encTBun C

obbekTamMu

Co3aaTb KOnuto

CrpynnupoBaTb
Pa3rpynnupoBaTb

BblgenuTb cnepytowmii 06bekT

Ctrl+nepeTtackmBaHue nam Ctrl+D

Ctrl+G

Ctrl+Shift+G

Tab

Ypaepxusante knasuwy Ctrl npu
nepeTacknBaHUM BbIBpaHHOIrO
obbekTa nnam Haxxmute Ctrl+D, 4T0bbI
co3faTb Konuto obbekTa.

CrpynnupoBaTb BblAeJIEHHbIE
006BbEeKTHI.

Pa3zrpynnupoBaTb BbiIOpaHHYO rpynny
06BHEKTOB.

BbloennTb cnenyowmnin 06bekT nocne
BbIOPaHHOI0 B fl@aHHbI MOMEHT.



BbloennTb npeabigywinii o6bLexkT

HapucoBaTb NpsMyt0 JIMHUIO UK
CTpesky

Shift+Tab

Shift+nepeTtackneanune (npu
PUCOBaHUN INHUIA NN CTPESIOK)

BboligenuTb Npegblaywnm o6bekT
nepepn BbIbpaHHLIM B f@HHbIN
MOMEHT.

HapucoBaTb NMPAMYIO JINHUIO NN
CTPesIKy: FOPU30HTasIbHYIO,
BEPTUKaJIbHYIO Uan nog yrsiom 45
rpanycos.

Moaonunkayumna obbLeKkToB

OrpaHun4nTbh ABUXKEeHne

3ajaTbk yroj nosopoTta B 15 rpagycos

CoxpaHaTb nponopuumn

MonukcenbHoe nepemeLlleHne

PaboTa c Tabanyamm

MepenTn K cnepylowen a4ernke B
CTpoKe

MepenTn K NpeablayLLen s4enke B
CTpoke
MepenTn K cnepytowen cTpoke

MepenTn K NpegblayLen cTpoke

HavaTb HoBbIV ab3all

Shift+nepeTtacknsaHne

Shift+nepeTtacknsanune (npu
rMoBOpayMBaHmn)

Shift+nepeTtackneaHune (npu
M3MeHeHNN pa3mMepa)

Ctrl+KnaBuwu co cTpenkamu

Tab

Shift+Tab

CTpernka BHU3

CTpernka BBepx

Enter

OrpaHnyYnTb NepemMelleHne
BblIOpaHHOro obbekTa rno
rOPU30HTANN U BEPTUKAJIN.

OrpaHnynTb Yyroj rnoBopoTa LlaromM B
15 rpagycos.

CoxpaHsATb NPonopumnmn BbIbpaHHOro
obbekTa Npu N3MeHeHUn pasMepa.

YnepxunBante knasuwy Ctrl n
NCMOoNb3ynTe CTPENKM Ha
KnaBunaType, 4Tobbl NepemellaTb
BbIOpaHHbIN 00LEKT Ha OOVH MUKCeb
3a pas.

MepenTn K cnenylolen a4yenke B
CTpoke Tabanubl.

MepenTn K NpenblayLLEN a4enke B
cTpoke Tabnumubl.

MepenTn K cnepytowlen cTpoke
Tabnuubl.

MepenTn K NpefblayLLen CTpoke
Tabnunubl.

Ha4vaTb HOBbIN ab3aL BHYTPU SHENKU.



[No6aBnNTb HOBYIO CTPOKY

[TpoCcMOTP

Ha4yaTb npocMoOTp € Havana

MepenTtn Bnepen
MepenTn Hasang

3aKpbITb MPOCMOTP

Tab B NnpaBon HMKHEN A4elnke
Tabnuubl.

[0o6aBUTb HOBYO CTPOKY BHU3Y
Tabnuubl.

npe3eHTaunm

Ctrl+F5

Enter, Page Down, CTpesika Brnpaso,
Ctpenka BHM3 unu Mpoben

Page Up, Ctpenka Bneso, CTpenka
BBEpPX

Esc

OTMeHa 1 NoBTOP

OTMeHUTb

[MoBTOPUTHL

Ctrl+2z

Ctrl+Y

3aHYCTVITb npeseHTayunto C Ha4vana.

Moka3aTb cnepyowmin ahdekT
nepexofa Uam nepenTn K
cnepyowemy cnangy.

Moka3aTb npeablayLwmn sddekT
nepexona Wi BEPHYTbCA K
npepbiayLemy cnangy.

3aKOH4YUTb npoCcMOTpP Ccnanpos.

OTMEHUTb NocieaHee BbiNoJIHEHHOE
nencTeune.

MoBTOPUTL NocNiefHee OTMEHEHHOE
nencTeue.

Bbipe3aHune, KonmpoBaHMe u

BCTaBKa



Bbipe3saTb

KonupoBaTb

BcTtaBuThb

BCTaBUTb rMNepccbisiky

KonnpoBaTb hopmaTMpoBaHmne

MpMeHnTb (hopMaTMpoBaHne

Ctrl+X, Shift+Delete

Ctrl+C, Ctrl+Insert

Ctrl+V, Shift+Insert

Ctrl+K

Ctrl+Shift+C

Ctrl+Shift+V

Bblpe3aTb BblAe/IeHHbIN 06beKT 1
oTnpaBuTb ero B bydep obmeHa
KoMMbloTepa. Bbipe3aHHbIN 06beKT
MO>XHO 3aTeM BCTaBUTb B Apyroe
MEeCTO 3TOW »Ke npe3eHTaunn.

OTnpaBuUTb BbIAESIEHHbLIN 00BLEKT 1 B
byep obMeHa KoMnbloTEpa.
CKOMNMPOBaHHbI 06BEKT MOXKHO
3aTeM BCTaBUTb B Apyroe MecTo 3Tou
Ke npeseHTaunm.

BCcTaBUTb paHee CKOMMPOBaHHbINA
06beKkT 13 bygepa obMeHa
KOMMblOTEPA B TEKYLLEN MO3ULLUN
Kypcopa. O6bekT MoXXeT bbITb paHee
CKOMUPOBAH M3 3TON e
npeseHTaumu.

BCTaBUTb rMNepccbisikKy, KOTOPYHO
MO>XHO MCMOJIb30BaTh 414 Nepexona
no Beb-agpecy unn gns nepexona Ha
onpeneneHHbIn cnang 3Ton
rnpeseHTauunmn.

CkonupoBaTb (popMmaTMpoBaHue 13
BbleJIEHHOr o (pparMeHTa
pefakKTupyeMoro TekcTa.
CkonunpoBaHHoe (hopMaTupoBaHmne
MO>XHO 3aTeM MNPUMEHUTb K OpYromy
TEKCTY B 3TOW »Ke npe3eHTauuu.

MpPUMEeHNTL paHee CKONMPOBaHHOE
opMaTMpoBaHMe K TEKCTY
penakTUpyemMoro TEKCTOBOro Mosis.

BbilaeneHmne ¢ NnoMoLWbO MbILUW

[006aBnTb B BblAENEHHLIN (hparMeHT

Shift

HayHuTe BblaeneHne, yoepxmeanrte
knasuwy Shift n wWenkHNTe Tam, rae
TpebyeTcsi 3aKOHYUTL BblaeneHune.

BbioeneHuve ¢ NOMOLLUBIO
KJ1aBUaTypbl



BbigenuTb BCe

BbioennTb pparMeHT TeKCTa
BbloennTbe TEKCT C NO3ULMK Kypcopa

00 Ha4asla CTPOKN

BblAennTb TEKCT C NO3ULMK Kypcopa
[0 KOHL,a CTPOKU

Bbioenuts 0ANH CMMBOJI cripaBa

BbigenuTb 04AVH CMMBOJ C/ieBa

BbioennTb 00 KOHLa C/loBa

BbigennTb 00 Havasa cJioBa

BbloennTb 04HY CTPOKY BbIlLe

BblAennTb 0AHY CTPOKY HUXe

Ctrl+A

Shift+CTpenka

Shift+Home

Shift+End

Shift+Ctpenka Bnpaso

Shift+CTpenka Bneso

Ctrl+Shift+CTtpenka Bnpaso

Ctrl+Shift+Crpenka Bneso

Shift+CTpenka BBepx

Shift+CTpenka BHU3

OdopMyieHne TekCTa

XKNpHbIA WpngT

Kypcus

Ctrl+B

Ctrl+1

BblgenuTb BCe cnangbl (B cnncke
CcnanaoB), Unn Bce 06bekThbl Ha
cnanpe (B o6nacTu pefakTMpoBaHUA
cnanga), Wim BeCb TEKCT (BHYTpU
TEKCTOBOI0 NoJf) - B 3aBUCMMOCTU OT
TOro, rae yCTaHOBAEH KYpCOp MbILUN.

BblaennTb TEKCT MOCUMBOJIBHO.

BbloenuTtb hparMeHT TeKcTa C
nosnummn Kypcopa 40 Ha4vasa
TeKyLLEen CTPOKN.

BbloenuTtb hparMeHT TeKcTa C
no3nuum Kypcopa A0 KOHLa TeKyLlen
CTPOKMW.

BblAE€NUTb 04MH CMMBOJ CMpaBa OT
no3mumm Kypcopa.

BbloennTb 0AMH CMMBOJ CJiEBA OT
no3nunm Kypcopa.

BbloenuTb (pparMeHT TekcTa C
no3nummn Kypcopa A0 KOHLa CoBa.

BbloenuTb (pparMeHT TekcTa C
no3nummn Kypcopa A0 Havana cJioBa.

BblgenuTb 0QHY CTPOKY Bbille
(KypCcop HaxoamTCcsa B Havyane
CTPOKMU).

BbloennTb 0fQHY CTPOKY HUXE
(KypCcop HaxoamnTCsa B Havane
CTPOKMU).

CoenaTtb WPUMT B BblAESIEHHOM
hpparMeHTe TeKCTa XUPHbIM, NPUaaB
eMy 60/1bLUY0 HaCbILLEHHOCTb.

CoenaTtb WPUMT B BblAESIEHHOM
hparMeHTe TeKCcTa KyPCUBHbIM,
npuaaBs eMy HaKJIOH BMPaBo.



MooYepKHYThIA WpnUdT

[MoACTpOYHbIE 3HaKN

HaLI,CTpO‘-IHbIe 3HaKWn

MapKnpoBaHHbI CMINCOK

Y6paTb chopMaTupoBaHme

YBenn4nTb WpnUgT

YMeHbWUTb WpngT

BbIpOBHATL MO LEHTPY/1EBOMY Kpato

BbIpOBHATL MO LUNPUHE/IEBOMY Kpato

BbIpOBHATL MO NpaBoMy Kpato//ieBoMy

Kpato

BbIPOBHSTHL MO IEBOMY Kpato

YoannuTe O4AWH CUMBOJI CJieBa

YOanuTb ONH CUMBOJI CripaBa

Ctrl+U

Ctrl+Touka (.)

Ctrl+3ansaTas (,)

Ctrl+Shift+L

Ctrl+Mpoben

Ctrl+]

Ctrl+[

Ctrl+E

Ctrl+)

Ctrl+R

Ctrl+L

Backspace

Delete

MoLYepKHYTb BblAEeNIeHHbIN
(pparMeHT TeKCTa YepTon,
npoBefeHHo nog 6yksamu.

CpoenaTb BblAeNeHHbIN hparMeHT
TekCTa Mesib4e 1 NoOMeCTUTb ero B
HV>KHEWN 4acTu CTPOKU, Hanpumep,
KakK B XMUYeCKNX hopMynax.

CpoenaTb BblAeNeHHbIN hparMeHT
TeKCTa Mefibye U NOMeCTUTb ero B
BEepXHeW 4acTu CTPOKMU, Hanpumep,
Kak B opobsx.

Co3paTb U3 Bblge/IeHHOro hparMeHTa
TEeKCTa HeyrnopsaaoYeHHbIN
MapKWPOBAHHbLIN CMNCOK UM HaYaTb
HOBbIV CMUCOK.

Y6paTb hopMaTupoBaHmnE N3
BblleJIEHHOr0 (hparMeHTa TekcTa.

YBenn4nTb Ha 1 NyHKT pa3mep
wpudTa 415 BblAENEHHOr0
hparMeHTa TeKcTa.

YMeHbWUTb Ha 1 NYHKT pa3Mep
wpudTa 015 BblAENEHHOr0
hparMeHTa TeKcTa.

MepekntovaTb ab3ay mexnay
BblpaBHUBAHMEM MO LeHTPY 1 No
JNIeBOMY Kpato.

MepekntovaTb ab3ay Mexnay
BblpaBHUBAHMEM MO LLUMPUHE U MO
JNIeBOMY Kpato.

MepekntovaTb ab3ay mexnay
BblpaBHUBAHMEM MO NPaBOMY Kpato ”
no JIeBOMy Kpato.

BLIPOBHSTb TEKCT MO JIEBOMY Kpato
TEKCTOBOIr0 NoJs (Mpasbl Kpan
0CTaeTCst HEBbIPOBHEHHbIM).

YOanuTb O4VH CMMBOJI C/ieBa OT
Kypcopa.

YOanuTb OAUH CUMBOJI CripaBa OT
Kypcopa.

[lepemMelleHne no 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 CJsioBa WJN Ha

OOHO CNI0BO BJ/1EBO

MepenTn Ha 04HO CI0BO BMPABO

MepenTn B Havano CTPOKK

[MepelTn B KOHEL, CTPOKM

MepenTn B Ha4Yano TEKCTOBOrO MoJsist

I'Iepe|7|T|/| B KOHEL, TeEKCTOBOIo rnonsd

CTpesika BNeBO

CTpesika BnpaBso

CTpenka BBepx

CTpernka BHU3

Ctrl+CTpenka BneBo

Ctrl+CTpenka BnpaBso

Home

End

Ctrl+Home

Ctrl+End

MepemMecTuTb Kypcop Ha o0auH
CVMBOJ BJIEBO.

MepemMecTUTb Kypcop Ha 04uH
CUMBOJI BMPaBo.

MepeMecTuTb Kypcop Ha 0fHY CTPOKY
BBEpX.

MepemMecTUTb KYpcop Ha OA4HY CTPOKY
BHU3.

MepemMecTUTb Kypcop B Ha4vaslo csioBa
WJIN Ha 04HO CJIOBO BJIEBO.

MepemMecTuUTb Kypcop Ha 04HO C/I0BO
BMpaBso.

YCTaHOBUTbL KypCop B HavaJsle
penakTMpyemor CTPOKMU.

YCTaHOBUTb KYpPCOpP B KOHLE
pefakTupyemMoun CTPOKMU.

YCTaHOBUTb KypCcop B Ha4vane
pefakTupyemMoro TeKCTOBOro noss.

YCTaHOBUTb KYpPCOp B KOHLIE
penakTUpyeMoro TeKCTOBOrO MoJis.



