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MNakeT opucHbix npunoxexHun "MouOcduc" B npoceccuoHasbHOU AeATESIbHOCTH
Ko kypca: MO-O®

ONUTenbHOCTb 16 ak. yacos

dopmart O4Ho; AncTaHunoHHO

Pa3paboTumk Kypca MonOduc

Tun Y4yebHbI Kypc

Cnocob obyuyeHusn Mon pyKoBOACTBOM TpeHepa
O Kypce

Kypc obecrneynBaeT (hOpMUPOBAHME Y CNELMAIMCTOB MO OPraHN3aLNOHHOMY 1 LJOKYMEHTALVOHHOMY
obecneyeHuto ynpasaeHns opraHn3aumein KoMneTeHLMn no paboTe C NAaKeTOM 0(UNCHBLIX MPUI0XKEHWIA
«MonOduc» HeobxoaNMbIX AN5 OCYLLECTBIEHMS CBOEN NPOMECCHOHANIbHON AeSTENbHOCTYU MO PELLEHUIO
NPaKTNYECKMX 3aAa4 C UCNOb30BaHNEM MH(POPMALIMOHHBIX TEXHOIOMMIA B LLMGPOBOM NPOCTPAHCTBE.

MogpobHasa nHhopMaums

MNpodunb ayautopuu:

CnewLmanucTbl No opraH13aLoHHOMY 1 JOKYMEHTaLMOHHOMY obecrneyeHunto ynpaBaeHus opraHunsaumen.
MpepBapuTenbHbie TpeboBaHuA:

e YpoBeHb 0bpa3oBaHus - cpeaHee obuiee obpasoBaHue,;

e [poeccnoHanbHoe obyyeHme - nporpamMmmbl NPodeccnoHanbHON NOAFOTOBKM MO Npogheccnsam
paboynx, LOMKHOCTAM CAyXKaLlMX, MPorpaMmbl NOArOTOBKM paboymx, Clyxallmx, NporpamMmmel
NoBbILEHNS KBandukauum paboynx, cnyxawwmx. Cro. BMO;

e HanpassieHne NoAroTOBKW: OPraHM3aLnoHHOE N OKYMEHTaUMOoHHOoe obecneyeHne ynpaBaeHns
opraHusaumnsamMmn nobbix opraHn3aLMOHHO-NPaBOBbLIX (POPM.

Mo oKOHYaHUM Kypca cayliaTenm CMOryT:

* MPMMEHATb COBPEMEHHbIE NH(OPMALMOHHO-KOMMYHMKALMOHHbIE TEXHOIOMMN Ans paboTsl C
LOKYMEHTaMu;

e paboTaTb CO BCEN COBOKYMHOCTbIO LINGPOBbIX MHHOPMALMOHHO-A0KYMEHTALNOHHBIX PECYPCOB
opraHu3auuy, npeacTaB/ieHHbIX B pa3nnyHbIX LMMPOBLIX hopMaTax, NoaLepXKMBaeMblX
«MonOduc»;

® OTKPbIBaTb U COXPAHATb OOKYMEHTbI B «MonOdUC», KOMMEHTUPOBaTb COAEPXKaTesIbHbIEe 3/IEMEHTbI
AOKYMEHTOB U 3alMLaTbh UHOpMaLIMIO NPy NOMOLLM BBOAA NApPOJIA 4S8 AOCTYMNa K COAepXXUMOMY
hanna;

* pefaKTMpoBaTb N 0hOPMASATE MHOFOCTPAHUYHbIE CI0XKHbIE LOKYMEHTbI C peann3aunen CMCTeMb
KOMMYHUKaLWW MO HAM;



* aBTOMATU3NPOBATb AEATENbHOCTb MO CO34AHNI0 LOKYMEHTOB UMEIOLLNX TUMOBYIO CTPYKTYPY;

* BbIBOAMTb JOKYMEHTbI Ha NeYaTb;

e 0hOPMASATb INEKTPOHHbIE Tabanubl 419 NeYaT 1 pacneyaTbiBaTb B paMKax NPogeccuoHanbHoM
LeATeNbHOCTY;

* NpeacTaBnATb TabnnyHble JaHHbIE B BUAE rpauKoB 1 Anarpamm;

e 0(hOPMNATb CNanAbl;

e pa3MellaTb Ha Clangax cogep)xaTesibHy0 NH(OPMaLKIo, NPeacTaBNeHHYIO B BUE TeKCTa,
PUCYHKOB, Tabnnu;

e OTNPaBAATb N MPVHMMATb MOYTOBbLIE 3NIEKTPOHHbIE CO0BLLEHNS, OCYLLECTBASATL FPYNMNOBYIO PACChUIKY
3NEKTPOHHbIX MUCEM COTPYLAHMKAM OpraHM3aunm, CUCTEMaTU3MPOBaTb MNOJy4YaEMYH0 JIEKTPOHHYIO
KOPPECNOHAEHLMIO, MNIAHNPOBATbL MEPONPUATUA Ha OCHOBE 3JIEKTPOHHOI O KaJieHAaps, BECTU U
N0/b30BaTbCA 3/1IEKTPOHHOW aipeCHON KHUION.

[lporpamMmma Kypca

Monynb 1 «HasHaveHune, 061acTb UCMNOJIb30BAHUA 1 KOMMOHEHTLI MAaKeTa NPUKAa4HbIX MPOrpaMm
«MonOdpuc»»

e 06w 0630p NpoLyKTa, NpegHasHavyeHne, UCTOPUA pa3BUTHE U COBPEMEHHbIE 061acTu
NCMosb30BaHUA

e 0630p NogaepXMBaeMbIX MAKETOM NPUKNaAHbIX Nporpamm «MonOduc» hopMaToB XpaHEHUS
AaHHbIX B (hannax. MonOduc TekcT - nogaepxmeaemole popmaTtel XODT, ODT, DOC, DOCX, RTF,
TXT. MonOdgwmc Tabnuua - nogaepxnsaemole popmaTbl XODS, ODS, XLS, XLSX. MonOduc
Mpe3eHTaunsa noagepxueaemoie popmatsl ODP, PPT, PPTX, PDF

e OTKpbITME (harsia 1 co3LaHNe HOBOro AOKYMeHTa

e Cnocobbl coxpaHeHNs [OKYMEHTa, 3KCMOPT AaHHbIX U3 04HOr0 hopMaTa B APYron.

HdononHutenbHoble MaTepKnabl:

e 3awmTa naposem
» BcTaBka kommeHTapus (PaboTa ¢ KOMMeHTapmaMu)
e Co3LaHue 3aMeTKu.

Mogaynb 2 «Penaktop onsa paboTbl C TEKCTOBbIMU AOKYyMeHTamn «MonOdnc TekcT»

0630p nHTepenca

e dopMaTMpOBaHMe LOKYMEHTa M HacTpoWKa ab3aLes

e BcTaBka Tabany

e BcTaBka nsobpaxkeHun

e HacTponka napamMeTpoB CTPaHuLbl (BCTaBKa HOMepa CTPaHMLbI, N0, OpUeHTaLms)
 [le4yaTb AOKYMeHTa (MapaMeTpbl HACTPOMKK, NeYaTb BbliAENEHHON 06nacTu).
e BcTaBKa orsiaBneHuns

e BcTaBKa CChIIKK

e BcTaBKa CHOCKM

e 3anucb NcnpasneHnn

e [lonck n 3ameHa

e PaboTa ¢ WwWabnoHOM JOKYMEHTa

e PacwmpeHHbin bydep obmeHa Ctrl+shift+z



e CrincKu: BCTaBKa, MPOLO/IKEHME CMUCKA, YPOBHEBBIE CMUCKN
e CpaBHeHMe JOKYMEHTOB
e [Tonck pyHkumn Ctri+shift+\

JonosiHnTenbHble MaTepransl: BcTaBka pa3pbiBa CTpaHULUbl U UCTa (B 4eM pa3Huua).
Mogaynb 3 «PefakTop ons paboThl C 3/1eKTPOHHbIMK Tabanuamu «MonOdgumc Tabnuubi»

e 0630p nHTepeinca

OcobeHHOCTM OTKPLITUSA hansioB, NPeAcTaB/IEHHbIX B (hopMaTe CSV
e BcTaBKa rmnepcchbiiku

e BcTaBka gmnarpammol

e [pynnupoBKa faHHbIX

e [le4yaTb AOKYMEHTa, NevyaTb BblAENIEHHOr0 AMana3oHa
e CopTupoBka 1 pusbTpaymsa

e OYHKLUKN N BbIYUCIIEHNS

e CBOAHble Tabnauubl

e BCTaBKa CCbIJIKU Ha BHELIHWE OaHHble

e HacTponka napameTpoB CTPaHWLbI

e [lonck n 3ameHa

e PaclwmpeHHbin bythep obmeHa Ctrl+shift+z

e Nlonck yHKUmMIA 1 onepaumnin Ctri+shift+\

JonosiHuTenbHble MaTepuansl: BcTaBka nsobpaxkeHus
Mogaynb 4 «[punoxeHne ansa paboTel ¢ npe3eHTaunsamMm - «<MonOdguc MNpeseHTauma»»

e 0630p nHTepeinca

e [leyaTb ClangoB

BcTaBka n3obpaxkeHuin, Tabnuu, UHbIX 31€MEHTOB

[lobaBrieHne aHuMaLmUu

HacTponku oemMoHCcTpaumn cnangos (nepexodbl, TanmMep, nepektoyeHne no Wwenyky un T.m.)

Monynb 5 «MpunoxxeHne ans paboTbl C 31eKTPOHHON NoyTon «MonOduc MoyTa»»

e 0630p MHTepdenca

e HacTponKkmn NoYTOBOr0 K/IMEHTA: BMA OKHa, AobaBneHne nognmcy K coobuieHnto
e Co3aaHMe 31eKTPOHHOr0 coobLleHmns

e OTnpaBKa 3/IEKTPOHHOIr0 COODOLLEHNS: BNIOXKEHMNE 3/IEMEHTOB, NOAS KOMY (CK.KOMUS), Ba>XHOCTb
coobueHmns

Mony4yeHne 3n1eKTPOHHOro coobLeHmns

MOMCK MO 3N1EKTPOHHLIM CO0BLLIEHNAM

PaboTa c kaneHgapem

0630p nHTepdeinca

e Co3paHue BCTPeYN B KaneHaape, Co34aHne NOBTOPSIOLLENCS BCTPEYHN

e OTMeHa BCTpeYn, U3MeHeHe BPEMEHU, YHaCTHUKOB BCTPEYU

e PaboTa C afpecHON KHUIOMn

e 0630p uHTepdenca

e lobaBnieHNe KOHTaKTa B afpPECHYI0 KHUTY

e [1eNCTBMSA C KOHTAKTOM U3 afpeCHON KHUMK (HanucaTb NNUCbMO)



JonosHuTenbHble MaTepuansl: [poBepka 3aHATOCTU PeCcypCcoB KasleHAaps Npu niaHMpoBaHUN BCTPeYM
(Heobx0AMMO HaNU4YUN KOPNOPaTUBHOM NOYThI)

Mognynb 6. ITorosas aTtectaumns kKomneTeHUUn No paboTe C NakeToM nNpukiagHbIx nporpamMm «MonOguc»

e KOMMJIEKCHbIN aTTeCTaLNOHHbIN NPOEKT

[ NMocMoTpeTh pacnucaHue Kypca U 3anucatbca Ha obyvyeHue ]
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https://edu.softline.com:443/vendors/novye-oblachnye-tehnologii-mojofis-/paket-ofisnyh-prilozhenij-mojofis-v-professionalnoj-deyatelnosti/

MakeT ohnCHbIX NpusioXxeHun "MonOdcuc" B npoeccnoHaibHON feATeSIbHOCTHU

[Moyemy Y4yebHbin ueHTp Softline?

Jlnpep Ha pbiHke bonee 300 Tbicay M6k MHAMBUAYaNbHbIV
KoprniopaTMBHOro NOArOTOBAEHHbIX noaxop B 06yueHnn, CKUAKN
0byueHus. IT-cneumanmcros. M akumm.

BbicokoTexHonornuyHoe
LLinpokan ceTb NpeACTaBUTENbCTB 060pyAOBaHMe

B KpyrnHenwwux ropogax P® n CHT;
AVNCTAHUMOHHBIM dopmaT obyueHme Ha BaLLen
TEeppPUTOPUM AW B apeHA0BaHHOM Kaacce

- b 18 ner onbIT
B At0BOM TOuUKe Mmpa. onee ner o a

paboTbl
MexxayHapoaHble cepTuduKarbi CeprupnumnpoBaHHbie TpeHepbl
ana IT-cneynanncToB 1 Noab3oBaTeNen c boraTtbiM NPaKTUYECKUM
B LleHTpax TecTupoBaHus onbITOM paboThbl
ABTOpM3aLMKU OT MUPOBLIX
npoussoagutenen MO (Microsoft, Pazpabotka KypcoB u TectoB
Cisco, VMware, Citrix, Jlabopatopwus nog, 3akas, BHegpeHue
Kacnepckoro, Oracle, Autodesk, Kog, KOpnopaTuBHbIX cucTeM 0byyeHus.

H6e30nacHOCTN 1 ApyruXx).

MopnpobHee 06 YuebHOM LeHTpe Softline
Bbl MOXXeTe y3HaTb U3 npodanna.

8 (800) 505-05-07 | edusales@softline.com | edu.softline.com © Softline, 2024


https://edu.softline.com/media/edu-profile-2021.pdf

