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1 O npoxykTe

«MoiiOduc YactHoe O6mako 3» — KOMIUIEKC Oe30macHbIX BeO-CepBUCOB M MPUIOXKEHUH
IUIsl OPTaHMU3AIMM XpaHeHHs, JOCTylla ¥ COBMEeCTHOW paboTel ¢ daiaaMu U AOKYMEHTaMH BHYTPU
KOMITaHHUH.

B cocraB npoaykTa BXOIST:

— Cucrema XpaHeHMsI JaHHBIX [IJIi 0e30MaCHOr0 XpaHeHWs KOPIOpPAaTHMBHBIX GaiioB U
obecrieyeHus: BO3MOXXHOCTeM aBTOpHM3allM{, ayTeHTUPHUKAIUU U pa3rpaHUyueHHs IIpaB
IOCTYyTIa T0JIb30BaTesIeH.

— CucreMa pelakTUpPOBaHUs U COBMECTHOM pabOThI [Jisi UHJMBUIyaJIbHOTO M COBMECTHOTO
peaKTUPOBaHUSI TEKCTOBBIX JIOKYMEHTOB, JJIEKTPOHHBIX TaOJIUI] ¥ ITpe3eHTalluii.

— AJIMUHUCTpaTHMBHasT IaHeJb CHUCTeMbl XpaHeHUWs [Jis YIpaBjeHUs I0JIb30BaTelIsIMH,
rpynmnamu, o0IMMH anKaMu, JOMeHaMH U TeHaHTaMHU.

B cocraB nponykTa BXOHST Clleflyloliie TMPUJIOXKeHUsl Jyisi paboTel B BebO-Opay3epax M Ha

MOOMIIBHBIX YCTPONCTBAX:

— «MoitOduc JlokymMeHTb» — BebO-TIpWIOXKEHWe [Jisi OpPraHU3allMM CTPYKTYPHPOBAHHOTO
xpaHeHUs] (ailyioB, BBIMOJIHEHUs oOmepanuii ¢ ¢aiylaMd Y TafnKaMd, HACTPOWKHU
COBMECTHOI'O JIOCTYTIa.

— «MoiiOduc Tekct» — Beb-ipwioXkeHHe [y ObICTPOTO M yIOOHOTO CO3[MaHUs U
¢$bopMaTHpPOBAHUS TEKCTOBBIX JOKYMEHTOB JII000M CJIOKHOCTH.

— «MoitOduc Tabnura» — BeO-IpUIOXKeHWe JJisi CO3/IaHus 3JIeKTPOHHBIX TaOJIMII, BeJleHus
pacyeToB, aHa/IM3a AAHHBIX U IPOCMOTPAa CBOAHBIX OTYETOB.

— «MoiiOduc IlpeseHTtamusi» — BeO-ipuioXeHUWe [Jisl CO3[0aHUs, OQOpPMIIeHUS U
JIIeMOHCTpAIUU [Ipe3eHTalvui.

— «MonOduc JlokymeHTbI» il MOOWIBHBIX IIATGOPM — IMPUJIOXKEeHHe IUIsl IPOCMOTpa U
peJaKTUpPOBaHUSI TEKCTOBBIX JIOKYMEHTOB, OJJIEKTPOHHBIX TaOJIMI] Y Ipe3eHTallui,
npocmotpa PDF-daitnos, a Takke gocTyna K 00JIauyHBIM XpaHWIMILAM Ha CMapTdOHAX U
IJIaHINeTaX C onepalnroHHbIMU ciucteMamu Android, iOS u iPadOS.

Crrcok TpeboBaHMM K TIPOTPaMMHOMY U alllapaTHOMy oO0eclieueHUI0 TIpUBe/ieH B

nokyMeHTe «MonOduc YactHoe Obnako 3. CucTeMHble TPeOOBAHUSNY.
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2 CucreMa XpaHeHHUSs TaHHBIX

2.1 OTKa30yCTOHYHUBOCTH H MACIITA0HMPyeMOCTh

— YcraHOBKa Ha HECKOJIbKO (U3NYECKUX W/ WIA BHUPTYAJIbHBIX Y370B (CepBepoB) C
paszesieHreM GYHKIIMOHATIBHBIX POJIeH.

— PesepBupoBanue ¢uznyecKUx W/WIM BUPTYAJIbHBIX y3/I0B (CEPBEPOB), UCIOIb3yeMbIX s
$YHKIIMOHUPOBAHUS TIOZICUCTEMBI B IIeJIsIX 0becriedeHrs 0TKa30yCTOMYHUBOCTH.

— ['opu3oHTasibHOe MaciITabupoBaHWe TOACUCTeMbl (yBelM4eHHe IIPOM3BOAUTEIbHOCTU
nyTeM 00aBJIeHHUs y3JI0B).

— BeprukanbHoe MacirrabupoBaHue y37I0B MOACUCTeMBI (YBeJIMueHHe MPOU3BOJUTEIbHOCTH
ITyTeM BbIJIeJIeHUs IOMOTHUTEIbHBIX BHIYUCITUTENILHBIX PECYPCOB).

— Pacnpenenenuie Harpy3ku Mexjly GU3NUECKUMH y3llaMH (CepBepaMM) WM BUPTYyalbHbIMA
y3J1IaMH C I1eJIbI0 ONITHMHU3AIMK HAarpy3KH Ha KaXXIbIH OTHeJIbHBIN y3ell.

- Ho,u,uep)KKa HCIIOJTHEHH A CJIY)K6 IMoACHUCTEMBI B Cpelie KOHTEﬁHepHOfI BUPTYAJIN3dIIUH.

2.2 XpaHeHHe TaHHBIX

— XpaHeHue nanok, GaiyioB ¥ UX MeTa/IaHHbIX.

— XpaHeHue 0a3bl IAHHBIX YYETHBIX 3aMTUCEN CUCTEMBI.

— Hcnonb3oBaHWe pa3nMYHbIX BapUaHTOB HU3KOypoBHeBoro xpaHenusi: DAS, NAS, S3-
COBMeCTUMOE XPaHWJIUIIIE.

— IIpocMOTp CTaTUCTHKM IO UCIIOJI30BAHUIO XPAHUIIMIIA.

— Ilopnepsxka TexHosoruu S3 Multipart Upload.

— Merton ouncTky 06BeKTOB B /media/storage, He MPUBSA3aHHBIX K OPTaHU3AIINH.

- HozmepncKa O6H_[I/IX IIaII0K, CoAep>XUMoOe KOTOPBIX He UCIIOJIb3yeT KBOThL M0JIb30BaTeJIe .

2.3 HacTpoiiky HHTerpanui

— CHHXpOHM3aIMs TOJIb30BaTesled co ciy>k6amu KartanoroB: Microsoft Active Directory,
FreelPA u OpenLDAP 7151 ieHTpaIM30BaHHOI'O yTIpaBJieHuUsl yYeTHbIMU 3alIACSMU.

— B3aumopeiicTBUe C IpyrMMU KOMIIOHEHTaMH CHCTeMbl [yisg obecliedeHHs] COBMeCTHOTO
pelakTUPOBaHUS IOKYMEHTOB.

— BsaumoieiicTBue C APyTUMHU KOMIIOHEHTaMU cUcTeMbl tocpeactBoM REST API.

— [lopktoueHre TOYTOBBIX CHCTeM, MOJjiepXuBarolMX npotokon SMTP, ans ornpaBku
IIOYTOBBIX YBENOMJIEHUH.

— BkJrouenue U OTKII0YeHHe BO3MOXKHOCTHU CO31dHUS YdTa 110 JOKYMEHTY.
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— ®dukcanus AeUCTBUM aAMUHUCTpaTOpa M IIO/Ib30BaTeslsl IpU UHTerpanuu c SIEM-
CUCTEMOH.
— Metoa ¢unbTpaiiM MO TPyIIaM I0JIb30BaTejiel M3 MOAKII0YEeHHOro KaTajora Active

Directory st BBIOOPOYHOM CUHXPOHHU3AIIUU [10JIb30BaTeIei.

2.4 Ilouck

— MHpekcarnys gaiiioB Jijisi obecriedeHrst BOSMOXXHOCTH MTOMCKA, B T. Y. TI0 COAAEPXKUMOMY .
— Ilouck ¢aitnos, B T. 4. IO COAEPKUMOMY, C YIETOM IIpaB JOCTYTIA.
— Ilouck 1o Ha3BaHHIO 1O TMapaMeTpaM: aBTOp, TUN OOBeKTa, JaTa H3MeHeHus U

pacIioyioXeHue.

2.5 IlpaBa gocryna

— HenervpoBaHue JOCTyma K OOIIMM IaIKaMm.
— YrpaBieHue mpaBaMu JIOCTyTa K daiiyiam.

- Hepenaqa 00BEKTOB OT HeaKTHUBHBIX MOJIb30BaTe/Iel aKTUBHBIM.

2.6 IlopcucreMa aAMUHUCTPUPOBAHMS

— Obecnieuenue Be6-nHTepderica NoICUCTEMbl aIMUHUCTPHUPOBAHMUSI.

— Y1paBieHue IOCTYIIHBIMU sI3bIKaMU HHTepdelica TeHaHTa.

— Ilopgnepkka MyJTbTUTEHAHTHOCTH.

— OrpaHudeHre MaKCHUMAaJIbHOTO KOJIMYecTBa I10JIb30BaTeslel, NOCTYIIHBIX /ISl CO3[aHUS B
BbIOpaHHOU opraHu3anuy (o ymondanuio — 1000).

— ABTOoMaTuyeckoe yjajieHue 0oJiee CTapbIX WIM PaHHHUX COOBITUM IIPU yMeHbIlIeHUHU
3Ha4YeHMs TTapaMeTpa 3alIMCH UCTOPUU COOBITHIA.

— Meton amnst oTobpakeHUs! ITpeIyTpeXx/iIeHus 0 IPUOIMKeHUH CPOKa UCTeueHus IapoJls.

— YmpasieHue 1oyib30BaTesIsIMUA U TPYIIIIaMH.

— YnpaBneHue HaCTpoOMKaMu 6e301MacCHOCTH U MTapPOJIbHOM TOJIUTUKOM.

— YrpagieHue NOJUTUKAMU XpaHeHHs 06 beKTOB U BepCHOHUPOBAHUSL.

— YnpasieHue 3anpeTaMy U paspelieHUs MU /1711 T0JIb30BaTesIei.

— Ynpagsnenue ob1MMU NankaMu (Co3aHye, Ha3HaUeHue BIlaJiesIbIeB).

— BoccraHoBeHue ynaneHHbIX 0ObEKTOB.
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2.7 IlybsmmyHbIe CCHIKH

— Co3snaHye MybIMYHBIX CCHUIOK Ha (aiiibl C yCTAaHOBKOW CpPOKa JIeWCTBUS U IIapOoJIsl.

— biiokupoBka my6aMYHON CCBUIKM IIPY HelIPpaBUJIbBHOM BBOJle 11apoJisl 3aJJaHHOe KOJIM4eCTBO
pas.

— [lopneprkka myOIMYHBIX CCHUIOK JIsS OTHOTO I10JIb30BaTelIsl (MHAMBUYaJIbHBIX CChUIOK).

— YnpaBieHue CIIMCKOM CChUIOK (IIPOCMOTP, TIOUCK, yAajieHue, 6II0OKUPOBKA JIOCTYTIA).

2.8 KBoTa nmosan3oBarejs

— IIpocMoTp ocTaTka JOCTYITHOI'O 3Ha4eHMs 10 BbIJIeJIeHHOM KBOTe Ha (pailioBble olleparuu
10JIb30BaTesiel ¥ OOIIe MalKH.

— ABTOMaTHYecKoe COKpallleHWe pa3Mepa KBOTbl HeaKTMBHOI'O II0/Ib30BaTessl /10
dakKTUUeCKOro pasMepa, 3aHUMaeMOro ero JaHHbIMU B CUCTeMe.

— Hasnauenue v n3MeHeHue (yBesrueHue/yMeHbIIIeHHe) JUCKOBBIX KBOT HAa YPOBHe YYeTHOM
3aIIMCH I10JIb30BaTeJIs.

— YnpaBneHue KBOTOH Ha 00IIue MaIKy.
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3 CucreMa peJaKTHPOBAHHS U COBMECTHOI PadoTHhI

3.1 BzaumopeiicTBHe C MOJICHCTEMOI XpaHEeHHUS JAaHHBIX

— BzaumogeiicTBre ¢ mojcUcTeMOM cepBepa GaMIOBOTO XPAaHWIMINA ISl BBINOJHEHUS
(aloBbIX Ollepalluii Haji XPaHUMBIMH OOBEKTaMH.

— Beb-unrepderic nonacucremsl GpaiyioBOro MeHepxepa.

3.2 ABTopu3anus U ayTeHTUPUKAIUSA

— Beb-unrtepdeiic 11 aBTOpU3anvy M0OJIB30BaTeNel B CUCTEME.
— lleHTpanu3oBaHHAs ABTOPU3AIIUS U ayTeHTH(UKAIIHS MTOJIb30BaTeIel CHCTeMBI.

— Pabora B posmu OAuth2 cepsepa.

3.3 CoBMecTHOe pefaKTHPOBaHHe

— Beb-unTepdelic nojcrucreM Beb-peJaKTOPOB.

— CoBMecTHOe peJlaKTUPOBaHMe TEeKCTOBBIX JOKYMEHTOB, OJJIGKTPOHHBIX TaOmuIl W
Ipe3eHTalMH [l OHOBPEeMeHHO Pab0TaIOIMX C OJJHUM JIOKYMEeHTOM I10JIb30BaTeslei.

— OrtobpakeHWe HW3MeHeHHWM [JOKYMeHTa IIpM COBMECTHOM pelaKTHUPOBAaHHWU B peXHMe
peasibHOr'0 BpeMeHH!.

— CrabunpHasi paboTa Npyd COBMECTHOM peJlakKTUpOBaHUM He MeHee 20 OJIHOBpPeMeHHO

pa6OTaI-OHlI/IX C OOHHM IOKYMEeHTOM [10JIb30BaTeJIeH.

3.4 KondpurypupoBanue

— lleHTpanu3oBaHHOE XpaHEHHWe HaCTpPOeK IOJICHCTeM Beb-pellakTOpOB U Beb-KJIMeHTa
$aityIoBOro XpaHWIHIIIA.

— Hacrpoiika MakcuManibHOTo pa3Mepa 3arpy»aemoro ¢damna.

— PexxuM aBTOMaTH4eCcKo KOHBepTaIlMU JIOKYMEHTOB BHeIlIHero ¢gpopmarta IpHy 3arpy3kKe.

— OrtkJTIoueHre AOCTYTIA [10JIb30BaTes el MHCTAJUISIIUY K QYHKIIUMKA CKaYUBaHUS GaiiyioB.

— OTkTtoueHre KOMMPOBAaHUS KOHTEHTA JIOKYMEHTOB JIJIsl BCeX M0JIb30BaTesiel MHCTAIISIUH.

— PexxuM OTKpbITHST JOKyMeHTa B pefakTope (Ha IPOCMOTP IO yMOJYaHUIO WIA B
COOTBETCTBUU C ITpaBaMH JIOCTYIIA).

— OrtkJTIoueHre AOCTYIAa K KOPIIOPAaTUBHOM aJipeCHOM KHUTe.

— ABTOMaTHYeCKOE OTKJIIOUeHHe HeaKTUBHOTO M0JIb30BaTeJIsl U3 CeCCUU pPeJlaKTUPOBAHMUS.

— OTobpakeHue OaHHepa Ha CTpaHUIle ABTOPU3AIMU C KACTOMHU3UPOBAHHBIM TEKCTOM U

HaCTPOMKaMU.
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— Hacrpoiika mapameTpoB oToOpakeHusi mjis OaHHepa «OO0 HCTeYeHHMM CpOKa JIeUCTBUS
[1apoJIsl TI0JIb30BATeNIs.

— Hactpoiika mapameTpoB oToOpakeHus jis OaHHepa ¢ WHpOpMamued O MPUOIKeHU!
OKOHYAHHS KBOTHI y T10JIb30BATEJISI.

— Hacrtpolika riaBHOM CTpaHHUIIBI CUCTEMbl U MeHIO OBICTPOrO 3alycKa MPWIOXKEeHUU vyepe3
6aname CDN.

— Hactporika cnimcka JOCTYIHBIX JIOKATU3aIUH.

— Hacrtporika paboTel IpO/IyKTa C HACTOJIBHBIMU pelakTopaMu « MorOducy.

— HacTtpoiiku A uHTerpamum.

— Paborta ¢ cucremoii Ha MobubHBIX ycTporcTBax (Android, i0S, ABpopa).

— M3MeHeHMe BUJla CTPAaHUITBI aBTOPU3AIlMH, IJIaBHOTO 3KpaHa MonOduc u mMeHio BbIOOpa
MIPWIOXKeHUH C TIOMOIIIbI0 HacTpauBaeMbix CSS ¥ KapTUHOK.

— M3MeHeHMe B paMKaxX UHCTAJUISIIMM [IBETOBOTO OpOpMIIeHHUs CTaHAAPTHBIX UHTePheCHbIX

2JIeMeHTOB U KHOIIOK.

3.5 OTKa30yCTONYUBOCTH U MAacHITa0MPyeMOCTh

— YcraHOBKa Ha HECKOJIbKO U3NYECKUX WIA BUPTyalbHBIX Y3/0B (CepBepoB) C
pasneneHreM QpyHKIMOHAJIBHBIX POJIeH.

— PesepBrpoBanue ¢U3MYeCKUX WIM BUPTYaJIbHBIX Y3JI0B (CepBepoOB), HMCIOJIb3yeMbIX s
(G YHKIIMOHUPOBAHUS MTOJCUCTEMBI B IeJIsIX 00ecrieyeHrs] OTKa30yCTOMYUBOCTH.

— ['opu3onTanbHOe MacmtabvpoBaHue TOACUCTeMBbl (yBelM4eHHe IIPOM3BOAUTEIbHOCTU
yTeM J100aBJIeHUS Y3JI0B).

— BeprukanbHOe MacirabupoBaHue y3/I0B MTOACUCTEMBI (YBeJIMdeHHe MPOU3BOUTENIbHOCTU
IIyTeM BblJleJIeHUs] IONIOJIHUTEJIbHBIX BbIYMCIIUTENIbHBIX PECYpPCOB).

— Pacnpenienenuie Harpysku Mexay ¢uU3NYecKUMU y3laMU (CepBepaMy) WIA BUPTyalbHbIMU
y3JIaMU C 11eJIbI0 OIITUMU3aIUU Harpy3KU Ha KaXk bl OTAEIbLHBIN y3ell.

— Ilopnepskka ucIosiHeHUsl CITY>K0 MOJCUCTeMBI B Cpejle KOHTeHHepHON BUPTyaIU3alii.

3.6 MOHUTOPHUHT H JIOTHPOBaHHe

— bazoBbili MOHUTOPHHT Ha 0cHOBe Prometheus.

— MeTpuky NpUIoXKeHusl ¥ 3KpaHbI JIsi MOHUTOPUHTA cucTeMbl B Grafana.

— CoxpaHeHue >XypHaja COOBITUM Ha JUCKe C BO3MOXXHOCTbIO BHU3yasiM3alluu UHGOPMAIUU
u3 jjoros B Kibana.

— AHanu3 mpoduis 3KCIUTyaTallUM CHCTEMBI C IIOMOINbIO BCTPOEHHOW BU3yasjM3allid B
Kibana.
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3.7 HacTpoiiky UHTerpanui

— OtnpaBka [TOYTOBBIX YBeOMJIEHUH B IOYTOBYIO CUCTeMy 110 Iipotokoiry SMTP.

— HaTerpanus c Mailion.

— Hurterpanust ¢ MonOduc Iloura.

— HMurerpanus co Squadus.

— Wurerpanus ¢ cucremamu cbopa W XpaHeHUsi cobbIThil Oe3omacHocTy (dukcainus u
oTIIpaBKa coObITHH ayauTa B popmarte CEF).

— HaTerpanus c ESIA (uepe3 ESIA-Bridge).

— HMurerpanus c cepsucom Sentry.
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4 AAMUHUCTPUPOBaHHe

4.1 SI3pIkOBas moaiepiKKa

Jlokanu3anusi Ha PyCCKOM, aAHIVIMMCKOM, ¢paHITy3CKOM, HCIIAHCKOM M IOPTYTajbCKOM

SI3bIKAX.

4.2 Cucremusble QyHKITUT

— Ilopnep>xka cucrtem Buptyanuzanuu KVM u VMware vSphere ESXi.

— Pabora ¢ cepBepom XpaHWIHII], MOJIKJII04eHHBIM kK ceTu (NAS).

— Pabora ¢ xpaHwmiieM ¢ npsmbiM nojikiaodenueM (DAS).

— Pabota ¢ xpanunuiamu, coBMecTuMbIMU ¢ Amazon Simple Storage Service (S3).

— Omnanounast ungopmarus Ak MOHUTOPHUHTA CUCTEMBI.

— Pabota B ky1acTepHOM pexxuMe.

— @ukcarus cobbiTuit 6e3omacHocTH B popmate CEF fyist mepeyiaum Bo BHEIIHUE CHUCTEMbl
aHAJIMTUKU COOBITHI 6e30MTaCHOCTH.

— BBop 1 peJlakTMPOBaHUS TapaMeTPOB OTIPABKHU JIOTOB MpH uHTerpanuu ¢ SIEM-cucremoii:

JOMeHHOe MMs NN IP—a)J;pec, IOPT U IIPOTOKOJI.

4.3 ABTOpHu3anus U ydeTHbIe 3alUCH

— CoBmectuMocTs ¢ Active Directory.

— ABTropu3anus mnosb3oBaTesner Active Directory, MCHNOIB3yIOUMX JOMEH, OTIMYHBIA OT
JIOMeHa cepBepa YCTaHOBKHU.

— ABTOpH3anus Yepe3 BHEITHUM UCTOYHUK 10 poTokoity LDAP.

— Ilonkitouenue yuetHbix 3anuceit ECUA myist mocieyroreit apTopusaliii B CUCTeMe yepe3
ECHA.

— BoccranoBnenue MapoJjid aAMUHUCTPATOPA.

4.4 be3ommacHOCTE

— Brixon u3 ydetHo#t 3anuvcu MoiOduc npu n3MeHeHUM/cOpoce Iaposis I10JIb30BaTels
AIMUHHUCTPATOPOM CHUCTEMbI UJIN IIPU U3MEHEeHHWH I1aPOJIsd CaMHM I10JIb30BdTEJIeM.

— Mexauuam CAPTCHA npu aBTOpHM3anuy aJIMUHHUCTPATOPA.
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— Bo3aMoXkHOCTE  BBIOpaTh Clle[lylolllie IapaMeTpbl MOJUTUKWA T[Apojied sl Bcex
MoJIb30BaTeJlel OpraHU3allMy: MHUHUMAaJbHOE KOJWYeCTBO CHUMBOJIOB, MHHUMaJIbHOE
KOJIM4eCTBO MPONUCHBIX OyKB, MUHUMAJIbHOE KOJIMYeCTBO CTPOYHBIX OYyKB, MUHHUMAJIbHOE
KOJIM4eCTBO MUGP, MUHHUMAJIbHOE KOJIMYeCTBO CIeI[MaIbHbIX CUMBOJIOB.

— Hactpoiika cpoka [eWCTBUSI Tapojii M KOJIMYeCTBA YHUKAJIbHBIX IapoJjied, IMocye
HCIIOJIb30BaHUSI KOTOPBIX MOXKHO BHOBb YCTAHOBUTH paHee UCI0JIb3yeMbld Mapoiib.

— Bxitiouenue WM BBIKJIIOUEeHMe 3alllMThl OT MOJ00pa Mapojisi B Ciydyae I0J03pUTebHOMN
aKTHBHOCTH IIPH TOIBITKE aBTOPU3AI[MU B CUCTEMe.

— B03MOXXHOCTh YCTAaHOBUTH MaKCHMaJlbHOe KOJMYeCTBO IIOMBITOK BBOJA Mapojs s
BKJIFOYEHHSI 3allIMThI OT 110/100pa MapoJisl.

— Bo3MoXHOCTh yCTaHOBUTb BpeMsi cbpoca KoJMYecTBa IIONBITOK BBOJA TMapoisl s
BBIKJTIOYEHMS 3aIIMThI OT MO/I00pa Maposl.

— Bribop MeToia 3amMThI OT 1MOJ00pa Maposisi: OJIOKMPOBKA YUeTHOM 3alMCH I10JIb30BaTess
nnmu Mmexanuam CAPTCHA.

— B03MOXHOCTb yCTAaHOBUTh MUHUMAJIbHBIA WHTEPBaJl MeXIy IONBITKAMU aBTOPU3AIlMU B
CHCTeMe, TIpY IIpeBhIIIeHUH KOTOporo O0yzeT BkitoueH Mexanusm CAPTCHA.

— B03MOXXHOCTb YCTaHOBUTH UIUTeNIbHOCTh MToKaza CAPTCHA, BbI3BaHHOTO TpeBbIllIeHueM
MaKCHMaJIbHOT'O KOJIMYeCTBa HEBEPHBIX BBOJIOB MTapOJIsl.

— B0o3MOXXHOCTh yCTaHOBUTH iuTebHOCTh TOKaza CAPTCHA, BbI3BaHHOTO TOIBITKON
aBTOpH3AIlMd B CHUCTeMe ObICTpee YCTaHOBJIEHHOTO MHWHHUMAJIbHOTO WHTepBaja MeXIy
MONBITKAMU aBTOPU3allUU B CUCTEME.

— Briitoyenve U OTKJIIOYeHME aBTOMATUYeCKOW OJIOKMPOBKM YYeTHBIX 3aluced Ipu
JUIATeIbHOM OTCYTCTBHMH aBTOPU3AllMU B CHCTEMe.

— Bo3MOXHOCTb yCTaHOBUTH NEpPUOJ, BpeMeHH, 10 HCTeYeHUI0 KOTOPOTO HeaKTUBHbIE
y4deTHbIe 3aMucH OyIyT 3a0/I0KUpOBaHbL: OT 1 /10 45 mHEl.

— YBenomiieHWe TpU TMONBITKE BBECTH HEJIONYCTUMOe 3HaueHWe B I0Jie «CPOK JIeMCTBUS
[IapoJIs».

— BcrubiBatoliyie yBeJJoMJieHHsI O COBepIIIeHHbIX AeUcTBUsIX B pasnese «[lapommy.

— JIByxdakTopHas ayTeHTUdHUKAIUS IJis 10JIb30BaTesiel: BbIOOP poJiel Mojib30BaTesleH, K
KOTOPBIM CJieJlyeT IPUMEeHUTh HaCTPOWKY (I10/Ib30BaTe/lb, aJIMUHUCTPATOP), BHIOOD THIIA U
JUIMHBI OJHOPA30BOI0 MApoJisi, BBIOOP aJIFTOPUTMA XeIMPOBAHUS, BO3MOXKHOCTh 33]1aTh CPOK
NeNCTBUS T1ApOJIs ¥ KOJIMYeCTBO MOMBITOK BBOJIA.

— OrpaHuueHMe IJIUTeIbHOCTH CEeCCHU M0JIb30BaTeJIsl IPU ero 6e3feliCTBUU B CUCTEMe.

— Ynpasienue yBejjoMmyieHreM 00 UCIIOJIb30BaHUU Mep 3alUThl UHPOPMaIIHH.

— JlonionHUTeIbHBIe TIPOBEPKU Ha COCTOSIHWE CeCCUM aIMUHUCTPATOPA.
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4.5 JloMeHBI

— Co3naHve TeHaHTa B COOCTBEHHOM JIOMEHHOM HMMeHH.

— OrpaHuyeHrie BOBMO>XHOCTH U3MEeHUTDb WM YIAJIUTh OCHOBHOM JIOMeH.

— IIpoBepka UMeHHU NONOJIHUTEIPHOTO JIOMEeHa Ha yXKe CYIIeCTBYIOIllee U Ha KOPPeKTHOCTb
BBOJIA.

— Ilouck 1o uMeHu JoMeHa.

— Pabota ¢ camonoinMcaHHbIMU CepTUQPHUKATAMMU.

— brokrpoBka U pa3bjI0KMpOBKA TeHAHTA.

— Bo3moxHOCTB yKa3aTh HacTporiku SMTP-cepBepa 11 0TIIpaBKM CUCTEMHBIX COOOIIeHUH.

— B03MOXHOCTb yCTaHOBUTh OTpaHMYeHHe Ha KOJMYeCTBO I0/Ib30BaTesiel IpU CO3[JaHUU
HOBOT'O TeHAHTAa.

— B0O3MOXXHOCTh YCTAaHOBUTH OrpaHHWYeHHMe Ha O00BeM IJUCKOBOTO IPOCTPAaHCTBA IpU
CO3/IaHWH HOBOT'O TEHAHTA.

— Ilopnep>xka 1ernoyku cepTudprKaToB JOMEHA.

— B0o3MOXXHOCTh BKJIFOUMTBH aBTOpH3amuio 4epe3 Active Directory B paHee CO34aHHOM
TeHaHTe.

— YBenomsieHrs 06 ommbkax paboTel B IPUIIOXKEHUH.

— OTobpakeHue U yrnpaBjieHue JaHHBIMU O TEHAHTe.

— MakcumanbHO AOIyCTUMOe JIJIsl CO3/1aHus KormdecTBo TeHaHToB — 100 e.

4.6 Opranusamnus

— PerucTpamusi HOBBIX OpraHH3aIUH.

— B03MOXHOCTb yKa3aTh MOYTOBBIM JIOMeH MJis CIIMCKa PAacChUIOK, OTJIMYHOTO OT JIOMeHa
WHCTAJUISIIHH.

— IlpocMOTp ¥ pefakTHpOBaHWE CIMCKA PAaCChUIOK OpraHU3aluM aJMAHUCTPATOPAMU 3TOMN
OpraHH3aI1H.

— OnwucaHue omMOKY BBOJ]a HeJJOYCTUMbIX CUMB0OJIOB B PH O nosib3oBaTesiei.

— B03MOXXHOCTh YKa3aTb CUCTEMHYIO POJIb MTOJIb30BaTeJIsl IPU ero CO3/IaHUH.

— B03MOXXHOCTh yKa3aTh KBOTYy XPaHHWJIMINA IOJIb30BaTeslel, MOJK/II0YeHHbIX 1Mo Active
Directory.

— Hacrtporika nadopManuu o ciyxkbe Mogiep>KKu.

— B03MOXXHOCTh yKa3aTh MOYTOBBLIN afipec U TejiepOoH CITy KObl TO/IJIEPIKKH.

— Bribop s3bika uHTepdeiica [jIsi BcexX TIOJIb30BaTesle CHUCTEMBI M I KaXKJI0TO
10JIb30BaTeJIs OTHEJILHO.

— BosMoxxHOCTB 3a1dTh 0T06pa)KEIEMOG HUMs OpTraHU3dllvU.
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4.7 Kirouu moctyna

— [IpocMOTp cBelleHMIi O KJtO4YaxX MAOCTyIa: KJIIOY, JIOMeH, KeM CO3/laH, CTaTyC W JiaTa
CO3/IaHUSl.

— Cospanue ot 1 go 100 xitrodeit nocTtymna 3a pas.

— Bribop tomeHa co3paHus Kiltouel AOCTYyIIa.

— Hacrpotika nnunb kittouda gocryna: ot 10 no 16 cuMBosioB.

— Bribop cpoka JieHcTBUS KJTF04a: OT 24 9acoB JIo 7 JHeM.

— YnaneHue paHee CO3[AaHHBIX KJIIOUe JJOCTyTIA.

— IIpocmortp crartyca kittodeit nocryma: «Hoblity, « CkonrpoBany.

— ABTOMaTHYeCcKoOe yJiajieHue UCII0JIb30BaHHBIX JIJIsl PeruCTpallvy Killouer JOCTyTIa.

— ABTOMaTHYecKoe yjajeHue KJIo4el I0CTyIa C UCTeKIINM CPOKOM JIeHCTBUS.

— DKCIOPT KJIt04ei focTyma co ctatycoM « HoBeliiy.

4.8 Hacrpoiiku xpaHuIuma

— IIpocMoTp 3HaYeHUSs BBIZIEJIEHHOW OpraHU3allMK KBOTHI, BKIItOYas $Galyibl MOTb30BaTe el 1
o0IIIMe TalKH.

— IIpocMOTp 3amoJIHeHHOCTH BbIJIeJIeHHOW OpraHW3allMy KBOTHI, BKJItOYAsi Galiibl aKTUBHBIX,
HEAaKTHBHBIX U 3a0JIOKMPOBAaHHBIX T0JTb30BATEJIEH.

— IIpocMOTp 3amIOJTHEHHOCTH MECTa, BhIIIEJIEHHOTO ISl OOIIUX TAallOK OpraHU3aIHH.

— Mupukanus mporecca BEIYUCTIEHUS 3aTI0JTHEeHUS XPaHUJTUIIA.

— HBETOBaH HWHOWUKAIIUs CTaTyca 3dIIOJIHEeHU XpaHI/IJII/IH_Ia OpFaHI/IBBHI/II/I.

— IIpocmoTp yBeoMIIeHHI 0 CKOPOM 3aTIOTHEHUH JIOCTYITHOTO MeCTa B OpraHU3all|H.

— Bo3M0OXXHOCTB pa3peniuTh WK 3alpeTuTh ABTOMAaTHYeCKOe CO3JJaHre BEPCHM TOKYMEHTa.

— B03MOXHOCTb yCTAaHOBUTH TEPUOIMYHOCTh ABTOMAaTHYECKOTO COXpaHEHWs BepCcui
JIOKYMeHTa.

— B03MOXXHOCTb YCTaHOBUTb MaKCHMaJIbHOE KOJIMYeCTBO aBTOMATUYECKMX BEepPCHH OJIHOTO
IOKYMEHTa.

— OrobpakeHre WHAWKAIMA JIOKYMEHTOB C JJIKTPDOHHOW TMOAMMCBHI0O B  pasfenax
«HY6JII/I'-IHI)IQ CCBIJIIKHU» H ((yJIaJIBHHI)Ie O6’b€KTbI>), eCJIn aJIMI/IHI/ICTpaTOp CUCTEeMBI
BKJTIOYHJT COOTBETCTBYIOIIIYIO BOBMOXXHOCTb.

— YnpaBneHwe yBeIOMJIEHHSMU O COOBITHSIX B ¢ailaX, Ha KOTOpble IOIMUCAJICS
MOJIb30BaTe/Ib: BKJIFOUeHHe/OTKIIIOUeHHe YBeJIOMJIeHHM, BBIOOD JIMMHTa OTOOpa’kaeMbIxX

YBeJIOMJIeHUH.
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4.9 HacTpoiiku 3anipeToB

— 3ampert 3arpy3Ku OmnpefieieHHbIX TUIOB GalsioB Jijisi TPYIIIbI MOJIb30BaTesiel, HeCKOIbKUX
TPy WM BCEeM OpraHU3alluM: HCIOJIHSeMbIXx GaiioB, BUAEO, aylIHdO, HU300pakeHui,
apxuBoB, PDF-daitioB, mnpe3eHTanuii, TeKCTOBbIX GaMIOB W 3JeKTPOHHBIX TabJIuIl,
kaTteropuu ¢aiios tumna «/pyrue»: JSON, HTML, XML.

— IIpocMoTp naThl co3MaHus U JJaThl K3MEeHEeHHUsI BBeJIeHHBIX 3alIPeTOB U UCKIIIOYeHUH.

— CopTUpOBKa CIMCKOB 3allpETOB U UCKJIIOYEHWM 0 Ha3BaHUIO TPYII W MOATPyII (Win
MMeHHU MoJib3oBaTessi) B nopsake «0-9, A-Z, A-5» u obpaTHOM.

— CopTHpOoBKa CIIMCKOB 3alIPETOB M UCKJIIOYEHUU 110 JaTe CO3[aHus WIH JaTe U3MeHeHUs OT
HOBBIX K 60Jlee paHHKMM U HA000pOT.

— BcruibiBaromye noJickasKy CO CBeJIeHHUSIMU O JOCTYIIHBIX ¢GopMaTax OrpaHUYEHUN KaXK/I0H
13 KaTeropuii Ghaiios.

— Co3maHve WCK/IIOYEHWW Ui T0/Ib30BaTessl U3 TPYIIbl, K KOTOPOM NpPUMeHeH 3arper
3arpy3Ku oIpejieieHHbIX TUTIOB GaisioB.

— IIpocMOTp ¥ pefakTHpOBaHYe NIPUHSTHIX 3alIPeTOB U UCKIIFOYeHHUH.

— BcruibiBaroiiye oACKa3Ky aBTO3a0JIHEeHUS TIPU IIOWCKe TPYIIIL.

— BcemibiBatoliliee OKHO C BO3MOXKHOCTBIO 3aMeHbI peJIbIIYIIero 3arnpeTa Wil BO3BpallleHus K
peaKTUPOBAHUIO 3allpeTa.

— B0O3MOXHOCTh pa3pelMTh WM 3alpeTUTb 3arpy3Ky H IPOCMOTP JOKYMEHTOB C
3JIeKTPOHHOM MOANMCHIO B BeO-nipusioxkeHnu «MonOduc JlokymMeHTbD».

— Bribop cpa3y Bcex rpyIil MeJMaTUIIOB B JMAJIOTOBOM OKHe TP CO3[IaHUM 3arpeTa [jisi
IPYIIILI HAa 3arpy3Ky $aiiios.

— 3ampeT Ha BBIBOJl JIAHHBIX Ul BCeM OpraHM3aluM, a TakXke sl OTHeJIbHbIX TpYyII
nosib30BaTesied. JlaHHBIM 3ampeT HpeArojaraeT OrpaHUYeHHe Olepalyid Ha CKaduBaHUe
JOKYMEHTOB, Te4aTb JAOKYMEHTOB, KONMpOBaHME KOHTEHTa B JJOKyMeHTax U OTIIPaBKY
KOIIMHU PaiiIoB I10 MOYTe.

— 3ampeT Ha THpeJoCTaBjeHUe JocTyma K ¢aiaaM Jyis BCed OpraHus3aliuu, a Takxe s

OTHEeJIbHbIX T'PYIIIT M10JIb30BaTeJIeH.

4.10 O01ue nanku

— Co3manue o0IUX MarokK.

— Haznauenue u cMeHa BajielibIia OOIIeH MamnKHy.

— PenakTrpoBaHue U yianeHue oOIMX MaToK.

— Bo3moxHOCTb yKa3aTh UMsi 00I1Ieit Marky U ee Bilajieiblia.

- HpOCMOTp CBeJleHUM 00 O6H_[I/IX MalKax, BjaZeJIblieM KOTOPbIX SBJIIETCA I10JIb30BATEJIb.

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024



MonOdounc

— H3MeHeHue cBOMCTB 00111el Nanky B poduJie mojib30BaTessl.
— Ynanenue ob1ieit manku B npodusie mojb30BaTersl.
— IIpocMoTp cBefieHuI 0 3aHITOM MecTe (KBOTe) ODIIMX MalloK BMeCTe U 110 OTHeJIbHOCTH.

— Ilounck 1o Ha3BaHMIO ITAIIKU K UMEHHU ee BilageJsibIia.

4.11 ITy6mm4yHBIEe CCHLIKU

— B03MOXXHOCTh pa3pemyTh CO3aHue MyOIMYHBIX CChIJIOK Ha (aiIbl ¥ TaIKH.

— BosmorkHOCTh cienath mose «Ilapomby 06s13aTeIbHBIM 171 BBOZA.

— B03MOXXHOCTh 3a7]laTh MaKCHUMaJIbHO JOIYyCTUMOE KOJIMYeCTBO HEeBEepHO BBeJIeHHBIX
rapoJsied Jijisi GJIOKUPOBKU JOCTyTIa K OOBEKTY 10 MyOJIMYHOM CChUIKe (110 YMOJTYaHHUIO 3TOT
napametp paBeH 50).

— IIpocMoTp crmcka MyOIUYHBIX CCHUIOK U UX CBeJIeHHWW: UM co3mateis, uMs daiia Wid
TManKy, HaJIMYue MapoJisi U CPOKa JIeUCTBUS TTapOoJIsl.

— BrnokupoBka ccbuiku Ha 60 MUHYT.

— Pa36mokmpoBKa 3a6;I0KMPOBAaHHOMW CCHUIKH.

— Ynanenue nybIuYHON CCBUIKH.

— Ilouck mo uvmeHu mnosb3oBartesis, ¢aiyia, Mankyd, HAa3BAaHUIO M CO3/ATENI0 IyOIMYHON
CCBIJIKH.

— CopTHpoBKa MO JOCTYITHBIM TTOJISIM.

— B03MOXHOCTb pa3pelivTh WIM 3alpeTUTh CO3/aHHe IyOJIMYHBIX CChUIOK Ha ailiibl U
MaIku, B T. 4. obOIIIHe.

— B03MOXXHOCTb BKJTIOUYHTH WM BBIKJIIOUUTH OOSI3aTEIbHYIO 3alllTy TMapojieM IS Bcex
MMyOJIMYHBIX CCBIIOK.

— Bribop BpeMeHH, B TeueHHe KOTOPOTrO He TpeOyeTcsl MOBTOPHBIM BBOJ| MAPOJIs i IOCTyIa
K MyOJIMYHOM CChIIKe.

— Ilopnepskka myOGIMYHBIX CCHIIOK, CO3[JaHHBIX B 110YTOBOM cructeMe (PSN).

— Ilone «Tun ccbulkuy»: MyOIUYHasT CChIIKA, CChITKA Ha BIIOXKEeHHWe, OJJHOKPATHBIM JIOCTYII.

— Muaukatopsl TrMa my6IMYHOM CChUTKU.

— Ilopneprxkka HECKOIBKUX MyOJIMYHBIX CChIJIOK Y OHOTO MOJIb30BaTeJIsl.

— IIpokpyTKa criircka myOIMYHBIX CCHUIOK.

— B03MOXXHOCTh YCTAHOBHUTb CPOK XpaHEHMS IyOJMYHBIX CCBUIOK C MCTEKIIUM CPOKOM
nevictBus: 1 Mecsi, 3 Mecsitia, 6 Mecsties, 1 rog, 2 roaa, 3 roga, 6eccpodHo.

— CBezleHMst 0 cosfaresie CCbUIKM C HUCTEKIIMM CPOKOM JeWCTBHUS, HAJIMYUU TapoJis, JaTe
CO37IaHUsI CCBUIKU U CPOKe ee JIeMCTBHUS, a TakKe Ha3BaHUe daiia WK MarKu, JOCTYITHbIX

110 3TOU CCBIJIKe.
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— CBemieHust 0 cosfaTelie MyOJWYHOM CCHUIKM MJIS OJIHOTO TOJIb30BaTesisi (OJHOKpPATHBIN
JOCTYII), HAJIMYUU T1apoJIsl, IaTe CO3[IaHUsI CChIJIKM U CPOKe ee JIeMCTBUS, a TaKXXe ee CTaTyC
Y Ha3BaHUe (paiiyia WK ManKy, AOCTYIIHbBIX 110 3TOW CChUIKe.

— IIpocMoOTp BpeMeHM UCTeueHHs CPOKa JIeUCTBHSI aKTUBUPOBAHHOM CCHUIKH.

— B03MOXHOCTb OrpaHMYXTh MaKCHUMAaJbHBIA CPOK IEHCTBUS MYOJIMYHBIX CCBUIOK s
OpraHUu3alrH.

— Co3snaHue My6IMYHOMN CCBIIKU ISl IOKYMEHTOB C 37IeKTPOHHOM MOATNUCHIO.

— MHaukanus [OKyMEHTOB C HEBHIMMOW BCTPOEHHOW U OTKPeIJIEHHOM 3JIeKTPOHHOM
MIOJIITUCHIO.

- CBE)IEHI/I}I O BpeMeHH dKTHBalluH HH}IHBH}Iy&HbHOﬁ CCBIJIKH.

4.12 I'pynnsbl

— [IpocmoTp ApeBa rpynn KOMIIaHUH.

— Ilonck 110 Ha3BaHUIO I'PYIIIIHL.

— Ilouck nosnb3oBateseil B rpyiire.

— Co3naHve, pelJaKTHpOBaHWe WIM yhajeHHWe TPYyNIbl C yKa3aHWeM Ha3BaHHUs TPYIIIIHL,
POIUTENIbCKOW IPYIIIBI U II0JIb30BaTeJled B IpyIIIle.

— Co3snaHue MOArpyIII I0JIb30BaTeJIeH.

— Brinesnienrie BIOpaHHOM T'PYIIBI B CIKCKe TPy,

— OrobpakeHue CO3MaHHBIX TOATPYIN B CIIMCKe TPYII.

— CopTHUpoBKa 110 a/ipecy 371eKTPOHHOU ITOYTHI.

— CoptupoBka rpynin B ajidpaBUTHOM U 06paTHOM ajipaBUTHOM TOPSIJIKE.

— BeckoHeuyHasi TpOKpyTKa CIIMCKA TPYIII MT0JIb30BaTesle.

— OrpaHnuyeHrve Ha MHHHMMAJIbHOE KOJIMYEeCTBO CHMMBOJIOB IPH BBOJIE 3arpoca IOMCKa I10

Ha3BdAHUIO I'PYIIIIbI IoJIb30BaTenen — 3.

4.13 ITonn3oBaTenn

— Cosmanue, MpoCcMOTp, peJlakKTUPOBaHUe U YJlaJieHHe M0JIb30BaTeslel.

— Ilouck 1o cnucky nosb30BaTesew.

— CUHXpOHM3AIMS C TI0JIb30BaTeJIIMU TTIOYTOBOM CUCTEeMBbI (eCITH TOJIKITI0UeHA).

— IlpocMoTp mporpecca 3amojiHeHWs] KBOTHI TIOJIb30BaTeliss B CIMCKe TOJIb30BaTesied u
npodusie moab30BaTeIsl.

— 3anosiHenue mnonert  «JomxkHocTh», «l'opom», «Opranuzanus», «llogpasnenenuey,
«OTtmeny.

— 3arpys3ka, U3MeHeHHe U yJjaJieHre aBaTapa M0JIb30BaTeIei.
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— Bo3aMoXxHOCTE 0TOOpa3UTh U CKPBITh CJIeJIyIOIHe I0Jsl B CIMCKe I0JIb30BaTesiel: CTaTyc,
POJIb, UCIIOJIb30BaHKE KBOTHI, JJaTa CO3/IaHUS, IOJKHOCTD.

— Bri6op si3pika uHTepdeiica cCUCTeMbl 10 YMOTYAHHUIO ISl BBIOPAaHHOT'O TI0JIb30BaTeJIsl.

— Buibop peiictBuil ¢ ailaMuM TpU  yJaJeHWd [I0JIb30BaTesisl: IiepeAaTb OPYroMy
[10JTb30BaTeII0, OCTABUTh Y HEAKTUBHOI'O BJIAJIeJIbla WU yIAJIUTh.

— IIpocMoOTp cBefieHUI O HEAKTUBHBIX 0JIb30BATEJISIX.

— 3ampeT TIOBTOPHOTO MCIIOJIb30BaHMUSI ajipeca 3JIeKTPOHHOM IOYThl HEaKTHBHOI'O
10JIb30BaTeISl.

— CoxpaHeHwue mpaB A0CTyNa K ¢aijiaM HeaKTUBHBIX I10JIb30BaTesIeH.

— Ilepeniaua npaB k ¢aiiaM HeaKTUBHBIX I10JIb30BaTEJIEN.

— Ilepenaua kaneHgaped B aJIMUHHUCTPAaTUBHOM UHTepdetice mouToBoi cuctembl (PSN) mipu
yAQJIeHUH T10J1b30BaTelIsl U3 CUCTEMBI.

— OTobpakeHre KOJIMYECTBA M 3aHMMAaeMOro MecCTa IlepefjaBaeMblx (paWJIOB MpU Iepejlaye
TpaB BiaJieHus ¢aiisiaMu Apyromy IMoJib30BaTel0 TeHaHTa.

— ABTOMaTH4eckoe YyBeJMYeHHEe KBOTHI II0JIb30BaTeslss Ha 3HAadeHHe, COOTBETCTBYIOIIee
pa3Mepy nepefaBaeMbIX GalsIoB, IIpY Mlepejlaye eMy IpaBa Bilajeliblia.

— CoxpaHeHue paHee BbIJJAHHBIX IIpaB OOIIero JOCTyNa K IepelaHHbIM ¢aiiaM Mpu
Nepejlaye IIpaBa Biajiesiblla APyroMy M0JIb30BaTeo.

— IlpepocraBinenre 1paB oOmiero JOCTyma II0OJIb30BaTesIM  OOHOW — HMHCTAJUISLHUY,
HaXOJSIIMMCS B pa3HbIX AoMeHax Active Directory.

— Ynanenue Bcex aiyioB, IpaB JIOCTyNa U MYyOJMYHBIX CCBUIOK IIPU IOJHOM YyAaJleHUU
10JIb30BaTeISI.

— CopTtrpoBKa Moyib30BaTesiel B ajihaBUTHOM U 0OpaTHOM ajihaBUTHOM IOPS/IKe 10 UMEHH,
¢amunmu, oTyecTBy, email ¥ JOIKHOCTH.

— CopTypoBKa 1O CTaTyCy (aKTHBeH, 3a0JIOKMPOBaH, HEAKTUBEH), poJid (I10JIb30BaTelb WU
aJIMUHUCTPATOP) U JlaTe CO3[JaHUsI YYEeTHOU 3aIHUCH.

— IlpumMeHeHre OTHOTO WM HECKOJbKUX (GWIBTPOB MO CTaTycy (aKTHBeH, 3abJIOKMpPOBaH,
HeaKTHBeH), poiiv (I10JIb30BaTellb WK a]IMUHUACTPATOP) U iaTe CO3[IaHUs YUYeTHOU 3aIHCH.

— BcemuibiBarolliee OKHO CO CBeJIeHHUSIMU OO YCTAHOBJIEHHBIX JUIsl OpraHU3allMy IapaMeTpax
MTOJIMTUKY 0e30MaCHOCTH MapoJiel pU peJlaKTUPOBAaHUM TOJTb30BaTeJIsl.

— OKHO TOJTBEpKJIeHWs JAeMCTBUS MPU yAaJIeHWH I0JIb30BaTelis, Y KOTOporo HeT ¢aiyioB
WJIY TIATIOK JIJIsl Iepea4y IPYTHUM I10JIb30BaTeIsIM.

— Ilepenaua mpaB BiafileHUsl SIpJIbIKAMU TNPU yJaJleHWU II0JIb30BaTelisl C Ilepefadyeil IpaB

IPyroMy I10J1b30BaTesIl0 OpraHUu3alvu.
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— CBeJlleHMsI O TeKYyIlleM KOJIMYeCTBe M0JIb30BaTelel 1 MaKCUMAJIbHO JIOCTYITHOM KOJIMYeCcTBe
I10JIb30BaTes el B OpraHu3aliviy.

— IIBeToBast MHOMKALMS NIPU TOCTWPXKEHUU CJIeAYIOUMX MOPOTOB KOJIMYeCTBa M0JIb30BaTesei
B opranuzanuu: ot 70% mo 99% (xentast) u 100% (kpacHasi).

— OKCIIOpT cIrcka nosb3oBaTesield B popmarte JSON win CSV.

— Bpibop mapameTpoB 3KCIOpTa CIIMCKAa II0JIb30BaTellel: TOJIBKO OTOOpakaemble WK BCe
cTosO1IbI, OTPUIBTPOBAHHBIN CIIMCOK I10JIb30BaTeJIel WJIM BCe I0JIb30BaTesI, pe3ysibTaThl
MIOMCKA WJTK BCe T0JIb30BaTeIH.

— YnpaBnenue rpynnaMd M TMOATPYIIIaMU  pedaKTHPyeMOro I0JIb30BaTesis: J00aBUTH,
yZ1aJIuTh, yIAJIUTh BCe.

— B0o3MOXHOCTb yKa3aTb OCHOBHOM U JIOTIOJIHUTEJIbHbIe TeslepOHHbIe HOMepa I10JIb30BaTells
Y YCTAaHOBUTb UX TUIL: «JIMYHBIN», «pab0UIMiD) WU «HEe BBIOPAHOY.

— B03MOXXHOCTh yKa3aTh AONOJIHUTEIbHBIM aJpeC 3JIeKTPOHHOM IMOYTHl U yCTAHOBUThH €ro
THUIL: «JIMYHBINY», «pabOUUN» WU «HE BHIOPAHOY.

— Ilepeqaua mpaB BiajieHUs] JOKyMeHTaMHd C JJIEKTPOHHOW IIOANKCHIO TIpU yAaJieHUuu
TI0JIb30BaTeJIs C Mepefayueli MpaB IPyroMy I0JIb30BaTelt0 OpraHU3alluu.

— B0O3MOXXHOCTh BKJIIOUATH WM OTKJIIOYUTh ABYX(MAKTOPHYIO ayTeHTUUKALUIO sl
KOHKPEeTHOT0 110J1b30BaTe’Isl, a TakKe COPOCUTh HAaCTPOMKH.

— CuHXpOHM3AIMs TapaMeTpPOB BajMJIallMKd MOYTOBOIO afipeca Mexay aJMUHUCTPaTUBHBIM
uHTtepdeiicom modtoBor cucteMbl (PSN) ¥ agMuHUCTpaTUBHBIM HHTEPDENCOM CHUCTeM
peNaKTUpOBaHUs U XxpaHeHus 1aHHBIX (PGS).

— 3anper Ha OJIOKMPOBKY W ylajleHHe II0JIb30BaTeJie MpU CUHXPOHU3auu C Active

Directory.

4.14 YnaneHusie 00LeKTEI

— Hacrpotika neprosa xpanenusi paiyioB U MaroK, yAajleHHbIX II0JIb30BaTesleM M3 KOP3UHbI
yepe3 APL.

— BoccraHoBnenve ¢aiyioB W MANoK, yAaJeHHBIX II0Jb30BaTejieM W3 KOP3WHBI, 10
YMOJTYaHUIO CPOK I BOCCTaHOBJIeHUs1 — 30 He.

— Bri6op HeckonbKyxX GanioB AJisi BOCCTAHOBJIEHUSI.

— Paspemienve KOHQJIMKTAa HWMeH TIPM BOCCTaHOBJIeHUM aijia B Tamky, TIAe yxe
[IPUCYTCTBYeT APYroi OOBEKT C TAKUM >Ke UMeHeM.

— be3Bo3BpaTHOe ynaneHue ¢panoB 10 UCTeYeHUs] CPOKA XpaHeHUsI.

— Ilouck ypaneHnHoro ¢aria Wiy Nanky 110 Ha3BaHHUIO.

— CopTupoBKa M0 HA3BaHUIO, pa3Mepy U JaTe yJaleHusl.
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— IIpoBepka HOCTyHOTO MecTa y MOJIb30BaTeJis AJisi BOCCTAHOBJIEHUSI HECKOJIbKUX (haitsioB.

— Mnaaukanus pasamepa AOCTYIHBIX JJIsi BOCCTAHOBJIEHUS TIATIOK.

— BoccraHoBnenune ¢aiiyioB yJajieHHOrO I0JIb30BaTesIsl C Iepejiauell MpaB BiaJieHUs] WMU
aKTHBHOMY IT0JIb30BaTEJII0 OPTaHU3AIIIH.

— BoccraHoBeHre SIpIbIKOB yIaJeHHOTO I0JIb30BaTelisl C Ilepejladeld IpaB BJIaJIeHUS] UMU
aKTUBHOMY I10J1b30BaTEJII0 OPTraHU3aIUH.

— BoccraHoBieHre IOKyMeHTOB C 3JIeKTPOHHOM TOJIIHUCHIO.

— MHgukanuu [TOKyMEHTOB C HEBHUIAUMOW BCTPOEHHOM U OTKPeIJIEHHOM 3JIeKTPOHHOM

IIOAIIMCBIO.

4.15 WypHanupoBaHue COOBITHI

— 3anrch UCTOPUHU COOBITUM Jisl GAMIOB U MAllOK.

— Hacrporika MaKCMMaJIbHOT'O KOJINYeCTBA COOBITHM.

— 3aMeHa CTapbiX COOBITUA HOBBIMM TIPHM JIOCTHDKEHHW MaKCHUMAJbHOTO KOJIMYecTBa
COOBITUH.

— Wurepdeiic ynpapieHus HaCTPOMKAMU 3aIIUCU UCTOPUM COOBITHIN ¢aliIoB U MAallOK BHYTPU
opraHu3aIuu B pasfene «HacTpoiiku 3arpy3kmy.

— BruttoyeHue 1 BBIKJIIOUeHHe 3alUCU UCTOPHUU COOBITHH.

— Bribop Tuma 3anmucu MCTOPUU COOBITHIN: GUKCUPOBAHHOE MaKCHMajbHOEe 3HadYeHHWe WU
BCe COOBITUSI 32 BHIOpAHHBIM [1epHO]T BpeMeHH.

— Ilpenynpexaenue o6 aBTOMAaTUYECKOM YJaJleHWW CTapblX WIA PaHHUX COOBITUH IpU

yMeHbIIIeHUY 3HaueHus lapamMeTpa 3allMCH UCTOPUU COOBITHH.

4.16 ITouck

— Ilowuck nmomb3oBaTes s o UMeHH, GaMWINH, aJipecy 3J1eKTPOHHOU MOYTHI.

— PenmaktipoBanue mouckoBoro 3ampoca B pasgenax «llomb3oBatenuy, «[pymmbiy,
«Y nanenHble 00beKTb» U «IlyOMyuHbIE CCHUIKNY.

— B03MOXXHOCTB BEpHYTHCS U3 TPOUIIS TIOSIb30BaTeJIsl K CIIUCKY pe3yJIbTaTOB ITOMCKa.

— BrIkiTloueHHMe TOMCKa M0 COJEPXKUMOMY JIOKYMEHTOB ISl BCeM MHCTAJUIAIIMK Ha YPOBHE
ETCD.

4.17 YBepomiaenusa

- yBeI[OMJ'IEHI/Ie O HEBO3MOXHOCTH HCIIOJIb30BAHHWSA CHMBOJIA «.» (TOLIKa) B IIOJIe <<Pa3Mep

XPpaHUTUIIa» IIPpHU CO3JaHHUN y‘-IETHOfI 3aIIMCH.
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— YBenomiieHMe NpU MOMBITKE CO3[IaTh IPYIITY M0JIb30BaTeJIel C yXe 3aHSITbIM UMEeHeM.

— YBeziomileHHe 0 HeBO3MOXXHOCTH 3a0JI0KUPOBAaTh COOCTBEHHYIO YUETHYIO 3aIIUCh.

— YBenomiieHre 0 HeBO3MOXKHOCTH CO3/IaTh OOIIIYIO MaMKYy C y>Ke 3aHSTHIM UMEHEM.

— YBenomiieHue 00 ycrnentHoM noaxiodeHnd k SIEM-cucreme.

— YBenomsieHre 00 UCTeYeHUM aKTUBHOW CECCUM UM HeOOXOJUMOCTH IMOBTOPHOTO BXOJAa B
MIPUJIOXKEeHHe.

— YBenomsieHe O HEBO3MOXXHOCTH YCTAaHOBUTb paHee WCIOJIb3yeMbld Iapoiib, eCJu
KOJIMYeCTBO YHUKAJIbHBIX M1apoJiel ellle He ObLJI0 JOCTUTHYTO.

— YBemomsieHWsi O pe3yjbTaTaX COBEpPIIeHHBbIX Olepaldii ¢ OOMMMM [alKaMu I[pU
peaKTUPOBAaHUU I10JTb30BaTEJIS.

— YBenomiieHre O TIOTBITKE JI00aBUTh HCKIIIOUEHHS JJIS TOJIb30BaTelNsl, Y KOTOPOTO TaKue
WCKJIIOUEHHS yKe eCTb.

— YBegoMjleHHe O HEBO3MOXXHOCTH CO3JaHHS HOBOI'O IIOJL30BATeNIdI C  KBOTOM,
TMIpeBbINIAIOIIEeHN OCTaBIlleecs JOCTyITHOe MeCTO B OPraHU3alluH.

— YBenmomsieHe O HEBO3MOXXHOCTH YCTAHOBKH KBOTBI, IIPEBBIMIAIONIEN OCTaBIeecs
IOCTYTIHOe MeCTO B OpraHU3allkH, CYIIeCTBYIOIIEMY 10JIb30BaTeIIO.

— YBenomiieHre 0 HEBO3MOXHOCTH CO3[JaHUSI M pefaKTUpPOBaHUs I0JIb30BaTeslel B Cilyvae,
eCJIY IOCTYITHOe B OpraHU3aIliy MeCTO 3aKOHYUJIOCh.

— YBenomiieHre 0 HEBO3MOXXHOCTH CO3/IaHHSl HOBOTO TIOJIb30BaTesisd B CiIydyae IOCTKEeHHS
MaKCHMaJIbHOTO KOJTMYeCTBa T0JIb30BaTeslei OpraHu3aIiuH.

— YBenomiieHue 00 yCIEIIHOM CO3[JaHWX HOBOTO MTOJIb30BATeJIS.

— YBenomsieHue 00 yCIeIHOM U3MeHeHHHU JJaHHbIX 110JTb30BaTeIsl.

— YBenmomiieHWe O TOTepe BHECEHHBIX HW3MeHEeHWH IpU IONBITKE IOKWUHYTb CTPaHUILY
penaKTUPOBaHUSI ITOJTb30BaTEJIs I0 COXPAaHEeHUHI.

— YBenomiieHre 06 UCTeUeHUM CPOKA AEMCTBUS Mapojisl aIMUHUCTpaTopa: oT 7 nHel 1o 1
ITHSL.

— Ilepexon u3 yBegoMyieHUs K TPOPHUITIO a]MUHHACTPATOpA sl U3MEHEeHUSs! TIapoJisl.

— YBenomsieHre 06 OTCYTCTBMU 3allpeTa IJisl 110JIb30BaTesIsl IIPU MOIbITKe J0OAaBUTh TaKOTO
MO/Ib30BaTeIsl B CIMCOK HCKJIIOYEHWW TIpM  PeJaKTUPOBAaHUU  CYIEeCTBYIOIIEro
WCKJIIOYeHUS.

— YBenomiieHre TIpU JIOCTHDKEHUH CJIeAYIOIMMX TIOPOTOB KOJMYecTBa IOJIb30BaTesield B
opranuzanuu: ot 70% 1m0 99% u 100%.

— YBenomiieHre 0 AOCTHXXeHUM MaKCHMAJIbHOTO KOJIMYecTBa I0JIb30BaTeslei MpH IOIBITKe
co37aTh HOBOI'O IOJIb30BaTejId II0C/Ie JOCTH)KeHHs JIMMUTA KOJIMYeCTBa II0JIb30BaTesield B

OpraHu3alvu.
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— YBenmomiieHHe O HEBO3MOXXHOCTH BBeCTH Iipobern [ | B momsi «IOruMH», «emaily,
«pe3epBHasi JIeKTPOHHAS TIOYTay.

— YBenomiieHue mpu OJI0OKMPOBKe/Pa30IOKUPOBKE YUeTHOM 3aIlMCH TOJTb30BaTeJIsl.

— YBenomsieHue o 106aBieHUH TIOJIb30BaTellell B KOPHEBYIO TPYIIIY.

— YBenomsieHre 0 BO3MOXXHOCTH Tlepe/iaTh JIPYTrOMY I10JIb30BaTeJIIo [paBa Ha KaJjleHJjapy Mpu

OJIOKUPOBKE T0JIb30BATEJISI.
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5 Beo-nmpunoxenne «MoitO¢uc [lokymMeHTbI»
5.1 Oouiee

5.1.1 SI3pIkoBas noanep:kKa

— Jlokanuzarusi Ha PYCCKOM, aHIVIMMCKOM, ¢paHITy3CKOM, HCIAHCKOM, IOPTYTalbCKOM,
HeMeIIKOM, UTaJIbsHCKOM, OeJIopyCcCKOM, Ka3aXCKOM, apMSHCKOM, KUPIM3CKOM, TaTapCKOM
Y OAIIKUPCKOM $I3bIKaX.

— IlepexkstoueHue si3bIKa Ha rilaBHOM 3KpaHe MonOduc.

— IlepekittoueHue s3biKa B Ipoduiie MOJIb30BATES.

- yBEI[OMJ'IEHI/Ie II0JIB30BATeJIdd O CMeHe s3bIKA.

5.1.2 Perucrpanus nojb3oBareJieit

Peructpanus nonb3oBaTenell C IOMOIIBIO KiIOYed jAocTyna (eciw JaHHas QyHKINS

BKJIIOUEHA aJ]IMUHUCTPATOPOM CHUCTEMBI).

5.1.3 ABTOopHu3anus U ayTeHTHQHUKATHS

— Bo3moxxHOCTB NPUHSATH TTOJIb30BaTesibckoe cornaiienve (EULA) npu nmepBoi aBTOpU3aIiuu
B CHCTEMe.

— CMmeHna naposis (mpu oTcyTCTBUM uHTerpanuu ¢ AD).

— Ilopnepskka CI0XXKHOCTU M CPOKA JIeWCTBUS IIapoJIsl I0JIb30BaTeJIsl.

— BoccraHnoBnenue napouis 1o pedepsHoMy email (mpu otcyTcTBuM uHTerpanuu ¢ AD).

— ABropuzanusi ¢ wucnonb3oBaHrneM ECHA, paHee mNpuBSi3ZaHHOW K Y4YeTHOM 3allMCHU
I10JIb30BaTeIsl.

— 3amuTa Bxojia B cuctemy ¢ nomoiibio CAPTCHA.

— B03MOXHOCTb CKPBITH/TIOKA3aTh MAPOJIb IIPH BBOJIE.

— ABTOMAaTHYECKUM BO3BpaT B CUCTEMY T1OCJIe TIOTEPU CBSI3U C CeThIO.

— 3aBepIlleHHe aKTUBHBIX CeCCHUH 110J1b30BaTe’Isl IPY yAaJleHUH ero aMUHUCTPAaTOPOM.

— ABTO3aBepllleHMe CecCMM HeaKTHBHOI'O II0JIb30BaTessl, €eCild  aJAMUHHUCTPAaTOPOM
yCTaHOBJIEH Tepyoji 6e3neicTBUs.

— YBenmomsieHre 06 MCIOJIb3yeMbIX Mepax 3allUThI IIPH TIepPBOi aBTOPU3aI[MU B CUCTEMe.

— JIByxdakTopHas ayTeHTU(}UKAIMs C UCIIOIb30BaHKEeM OJIHOPA30BOI0 11apoJis, eCild JaHHas

(QYHKIIHS BKJIIOYEHA aIMUHUCTPAaTOPOM CHUCTEMBI.

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024

28



MonOdounc

5.1.4 HaBuramus Mexay NpHIOKeHHUSIMHU

— 3anyck NpwiIoXXeHUH C riaBHOro skpaHa MoiOduc.

— [lepexon Mexzy NPUIOKEHHUSIMU dYepe3 IIepeKiroYaresib IPUIOXKEHUN (C OTKpPBITUEM
IIPWIOXKEHUS! B HOBOU BKJIQJIKE).

— [lopnepkka oTobpa’keHUs] CTOPDOHHUX NPWIOXKEHUH B IlepekJitodaTtesie IPUIOKeHUH U Ha

ry1aBHOM 3kpaHe MoinOduwuc.

5.1.5 Ilonnepixkka yCTpOICTB

— Ilopnepskka »ecToB IIpU paboTe Ha YCTPOMCTBAX C CEHCOPHBIM 3KPAHOM.

— Bo3moxHoCTb ckauaTh MobmiIbHOe npusioxenre «MoiOduc lokymenTsl» 11t Android u
iOS npu BKJIIOUEHUH COOTBETCTBYIOIIEH HACTPOMKU a]MUHUCTPATOPOM.

— [lopnepkka mpocMoTpa B MOOWIBHOM Opaysepe il CTpPaHHWII aBTOPU3AlUH, ¢aiIoBOrO
MeHeJpKepa, IPOCMOTpa JIOKyMeHTOB.

— B03M0OXXHOCTb OTKPBIBaTh IOKYMEHTHI U3 00Jlaka B HACTOJIbHOM pefakTope MoitOduc npu

BKJ/IFOYEeHUH COOTBETCTBYIOLHEﬁ HaCTpOﬁKH dIMUHHUCTPATOPOM.

5.1.6 Ilomomup 1 oamepKKa

— CnpaBka 0 NPUJIOXKeHUY Ha PyCCKOM M aHTJIMHCKOM SI3bIKaX.

— Mudopmarus 06 usameHeHUsIx B CUCTeMe Ha PYCCKOM Y aHTJIMMCKOM SI3bIKaX.
— MHdopmartiys o NpuiioKeHuu.

— ®opma 0b6paTHOM CBS3HU.

— Mudopmanmonnsiii 610k «O MOOHIBHOM ITPUIOXKEHUN.

5.1.7 HacTpoiiku

— HacTtporika pe3epBHOM MOYTHI.

— BxiroueHue M BBIKJIIOYEHHE peXXMMa aBTOMAaTUYeCKOM KOHBepTallMM BO BHYTPeHHMU
¢dopmar nipu 3arpyske ¢arina Bo BHemHeM ¢opmate (kpome DOCX, ODT, ODS, XLSX,
PPTX, ODP).

— BxutioueHue U BBIKJIIOUEHHEe pe)kMMa OTKPBITHS IOKYMEHTOB B pefjakTope (IIPOCMOTP WJIU B
COOTBETCTBUH C TIpaBaMH JIOCTYTIA).

— Hacrpotiika ¢popmara co3naBaeMbIX JOKYMEHTOB.
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5.1.8 IIpopuns

— Bo3MoxkHOCTh ycTaHOBUTH doTorpaduio mosb3oBaTens (aBatap) B dopmatax JPEG, GIF
nm PNG.

— PepaktrpoBanre ®HO nonb3oBaTesns (py OTCYTCTBUU UHTerpanuu ¢ AD).

— PenaktripoBanue nonen «Opranusanusy, «JlomxHocTby, «['opon» u «Tenedon».

— Bo3MOXHOCTb yKa3aTh [ONOJHUTENbHYI0 WHGOPMalMIO O I0JIb30BaTesie: JOJKHOCTS,
OpraHu3alys, 3aMeTKH, TelleOH, JlaTa POXKIeHUs], aJjpeC 3IeKTPOHHOU MTOYThI, 3aMeTKHU.

— IIpocmoTp nHboOpManyu 06 UMeHU yU4eTHOM 3a1CH 110JIh30BaTelIsl.

— Ilonkitouenue u otkitodeHre yaetHou 3anucu ECHA nms nonb3oBaTes.

— OxHO AoTnoMHUTEbHOU MHGOPMAIMK O MOJIb30BaTesie IIPU HaBeJIeHWW Kypcopa MBIIIN Ha
ero aBaTap C BO3MOXHOCTBIO Ilepexojila K Mpoduiio IO0Ib30BaTesisi B IPUIIOKeHHe
«MoitOduc KonrtakTte» (mpu uHTerpammu ¢ MouOduc [loyta) u mepexoma B yar C
nosb3oBaTesieM B Squadus (pu uHTerpainuu co Squadus).

— IIpocMoTp MHpOpPMaIUK O TMYHOU KBOTE U ee TeKyllleM OCTaTKe,

5.2 Paiasl 1 NanKH

5.2.1 IIpocMoTp aiinoB

— [lonnepxuBaeMble ¢opmaTbl Uil OTKPBITUS GalIoOB B peXXuMe IIpelBapUTeNIbHOTO
npocmotpa: XODT, XOTT, DOCX, DOCM, DOTX, DOC, DOT, ODT, OTT, RTF, TXT,
XODS, XOTS, XLSX, XLSM, XLTX, XLS, XLT, ODS, OTS, CSV, XODP, PPTX, PPTM,
POTX, PPT, POT, ODP, OTP, PPSX, PPS, PDF, BMP, GIF, JPG, JPEG, PNG, MP4, MOV,
MP3, OGG, FLAC, QT, MKV.

— [lepexop k HEOOXOIUMOMY MeCTy IPY BOCIIPOM3BeIeHUH ayJIuo- U BUeodanoB.

— IIprocTtaHoBka BOCITpOU3BeIeHUs ayu0- U BUjleodaityioB (mays3a).

— Brizesnienyie v KomMpoBaHKUe TeKCTa B peKrMe IpeJIBapUTeSIbHOTO TPOCMOTpa TeKCTOBBIX U
TaOMMuYHbIX A0KyMeHTOB BHemHux ¢dopmaroB (DOC, DOCX, ODT, ODS, TXT u wux
1abJIOHOB), TaOJMMYHBIX [OKYMeHTOB BHyTpeHHero ¢opmara (XODS), mnpeseHTanuii
(XODP, ODP, PPT, PPTX) u PDF-¢aiinoB (eciiv He yCTaHOBIIeH 3alpeT JaHHBIX Ollepanui
aJIMUHHACTPATOPOM CUCTEMBI).

— [lonmepxka BHEIIHUX CCBUIOK Ha IPOCMOTP aljoB M MAaNoK JAJs JIOCTyla K HUM 0e3
aBTOPH3AallMHU B CUCTEME.

— M3meHnenue macmraba okyMeHTa B peskrMe IIpefiBapyUTesIbHOIO IIPOCMOTPa.

— Ilepexon k crenyromeMy WM IpeibiylieMy ¢aily B pexxume IIpeIlIpocMOTpa

HAOKYMEHTOB.
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— MudopmupoBanue nosb3oBaTesiss 0 HAJIMYUU HEBUIUMOM BCTPOEHHOM WJIM OTKpeIlJIeHHON
3JIEKTPOHHOM MOJIMKCU Ha JIokyMeHTax B ¢opmatax DOCX, ODT, XODT, XLSX, ODS,
XODS.

— Ilouck o TEKCTY NOKYMeHTa B peXXume IIpocMoTpd.

OcobeHHOCTH peayM3aIuu:
®opmatel MP4, MOV, MP3, OGG, FLAC, QT 3zaBucsar ot 6pay3epHOii OJIePXKKU.

5.2.2 OTKpBITHE IOKYMEHTOB B pelaKTope

— IlopnepxxuBaemble dopMaThl Ji OTKPBITHS JOKyMeHTa B pemaktope: XODT, XOTT,
DOCX, ODT, XODS, XOTS, XLSX, ODS, XODP, PPTX, ODP.

— KonBepTupoBaHue JOKyMEHTOB BO BHYTpPeHHUN (opMar Jjisi BOBMOXXHOCTH OTKDBITHS B
penaktope: DOCM, DOTX, DOC, DOT, OTT, RTF, TXT. XLSM, XLTX, XLS, XLT,
OTS, CSV. PPTM, PPT, OTP, POTX, POT, PPSX.

— Hactporika mapameTpoB KoHBepTaiuu ¢daiia B ¢popmat CSV npu oTKpbITMH (PailyioB B
¢dopmarax TSV, TAB u SCSV.

— OTKpBITHE JOKYMEHTOB, MOJIepP>KUBAaeMbIX Ha peJlakKTUPOBaHUe B HACTOJILHOM peflaKTope.

— [lopep>xka MOJANMUCAHHBIX HEBUJIMUMOM BCTPOEHHOM WJIM OTKPEIJIeHHOW JJIeKTPOHHOMU
noanuckio 1okyMeHTOB B popmaTax DOCX, ODT, XODT, XLSX, ODS, XODS.

— YBenomiiennsi 06 0C0OeHHOCTSIX PabOThl C TOJIMCAHHBIMU 3JIEKTPOHHOW IOJIIHCHIO

JIOKYMeHTaMH.

5.2.3 Co3ganue JOKYMEHTOB H IANIOK

— Co3flaHMe HOBBIX MAIIOK C YyKazaHWeM UuMeHM (TOfJiepKKa YHUKaJIbHBIX HMeH
Manok/damnos).

— Co3laHye HOBBIX TAMOK B AMAJIOTOBBIX OKHAX NepeMelleHrs WIK KOMUPOBaHUs GalioB U
IPYTUX MamoK.

— Co3faHue JIOKyMeHTOB M IIAIIOK 4yepe3 KOHTEKCTHOe MeHIO B ITyCTOM 06JacTy CIHCKa
0OBEKTOB.

— Boibop ¢popmara nokymenra npu cozganuu: Microsoft Office, lokymenTst MoitOduc nmm

OpenDocument (LibreOffice, OpenOffice).

5.2.4 BepcuoHupoBaHue JOKYMEHTOB

— Cosnanue, yiajieHHe ¥ BOCCTaHOBJIEHHE Bepcuii paioB.

— IIpocMoTp kypHaia Bepcuii 1o JOKyMeHTY .
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— OKCIopT J11000M BepcuM JOKYMeHTa B HOBBIM JJOKYMEHT.

— IlepeumeHOBaHMe BepCUU JOKyMeEHTa.

— IIpocMoTp pasmepa Bcex BepCHii 110 JOKYMEHTY.

— I'pynmpoBka crnucka Bepcuil Ha OCHOBAaHMM HAThl CO3[AHUSI BEepCHUU: CErojiHs, BUepa,
nocjefgHue 7 THeW U 1o MecsiiaM roja.

— PexkvM aBTOMAaTH4YeCKOTO CO3[laHUsI BepCUM ijisi BbIOpaHHOTO (aiiia, MoAIepKUBAIOIIero
paboTy B peflakTope, eCJIM 3Ta BO3MOXXHOCTb pa3pellieHa a/IMUHUCTPATOPOM CHUCTEMBI.

— B03MOXHOCTb OTMETHUTh BEpPCHIO IOKYMeHTa W CHSATb OTMeTKY, eCiM aBTOMAaTUYecKoe
BepCUOHHUPOBaHKE IOKYMEHTOB pa3pelieH0 aIMUHUCTPATOPOM CHUCTEMBI.

— ABTOMaTHYeckasl yCTaHOBKA OTMETKU Ha BepCUsX, CO3[aHHBIX WM IeperMeHOBaHHBIX
10JIb30BaTesIeM.

— ABTOMaTHYeCcKoe yjajieHWe HeOTMeueHHBIX BepCHMM B COOTBETCTBHMM C HACTPOMKaMH,
YCTaHOBJIEHHBIMU a/IMUHUCTPATOPOM CUCTEMBI.

— JlobGaBeHre KOMMeHTapHUsl K BepCUSIM JIOKYMeHTa.

— ABTOMAaTHYeCcKoe CO3[JaHue BepCUM C MCXOOHBIM COJIEPXKUMBIM U IapaMeTpaMu
¢opMaTrpoBaHus IIPU NIEPBOM OTKPBITUM 3arPy>XKeHHBbIX JOKyMeHTOB B ¢popmatax DOCX,
XLSX, PPTX, ODT, ODS, ODP.

5.2.5 3arpyska ¢aiiyioB U anokK

— OkHoO 3arpy3ku (paijioB U MAallOK B KOMIIAKTHOM MJIM TIOJIHOM pexXuMe 0TOOpakeHUsl.

— Bo3MOXHOCTb B OKHe 3arpy3KM OCTAHOBUTb OIlepallvi0, OCTAaHOBUTb BCe OIlepalluy,
BO300HOBUTDH OTepaIyio, BO30OHOBUTh BCe OIepaliiui, OTMEHUTDb OIlepaIuio, OTMEHUTh BCe
orepauu.

— HaBuranuys 1o cofgep>xMoMy 3arpy>kaemMoi Ianky: IeperTH B NallKy 3arpy3Ky, IeperT B
MankKy 3arpy3kyd U CBEPHYTb OKHO, CBEPHYTb OKHO, pa3BepHYTb OKHO, U3MEHHUTb PEeXXUM
0TOOpa’keHMsl OKHa.

— B03MOXHOCTb OCTAaHOBUTH OIepaluio, BO30OHOBUTH OIEpalUio, OTMEHUTh Ollepalluio,
IlepelTy B MAIKy 3arPy3KHM U CBEPHYTb OKHO B KOMIIAKTHBIA pPeXHWM OTOOpakeHUs IJis
BJIO’)KEHHBIX B PACKPbITYIO TaIKy GaisioB U MaIoK.

— 3arpyska manok yisi Bcex 6pay3epoB, MojiepKyUBaroImx texHosioruto WebKit.

— 3arpyska Jito0bIX TUIIOB $aiioB pa3mMepom o 1 I'6auT.

— Mapavkanus Ha maHenu MOCJIeAHUX Olepalliii O KOHBepTaluW ¢ailyla BO BHYTPeHHUH
¢dopmar.

— OtMeHa, IPYOCTAHOBKA, 3aIyCK 3arPy3KU B OKHe «3arpyska ¢pansioBy.
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— 3arpyska ¢aina 6e3 KOHBepTalluM IIPYU BO3HMKHOBEHMM OIIMOKY KOHBepTaluu ¢aiiyia Bo
BpeMsl BBIIIOJIHeHUsI OIlepaliiy 3arpy3KHy.

— OnHoBpeMeHHast 3arpy3ka (paisioB: ¢ KOHBepTalliel BO BHyTpeHHUN ¢popMaT uiu 6e3 Hee.

— Pagpemenue koHIIMKTa MMeH Tpy 3arpy3ke ¢annoB: «CoxpaHUTb 00a», «3aMeHUTH» U
«IIponycTuTh» 11 OJIMHOYHBIX oOmNepanuid U «3aMeHUTb Bce», «CoXpaHUTb BCe» U
«IIponycTuTh BCE» /JIsl TPYNIIOBBIX Ollepaliyy.

— Ilognep>kka ~ orpaHuW4yeHusi  pasMepa  3arpykaemoro  ¢aiia,  yCTaHOBJIEHHOTO
aIMUHUCTPATOPOM CHUCTEMBI.

— Bo3obHoBiieHue 3arpy3ku ¢aiiia C yueToM paHee 3arpy»keHHOr0o ¢pparMeHTa 3TOro ¢annia.

— 3anpeT 3arpy3ku ollpefieJieHHbIX TUIIOB (HaiyIoB a/IMUHHACTPATOPOM CUCTEMBI.

— YBeJlomJileHHe O HEBO3MOXKHOCTH 3arpy3KH OIlpefleIeHHbIX THUIIOB (ailyioB, 3ampelleHHbIX
VIS 3aTPY3KH aJIMUHHACTPATOPOM CUCTEMBI.

— 3arpyska C 3aMeHO¥ IIpDU HaJIM4UU (paiiia C TaKUM e UMeHeM.

— CBepnenus 06 ommbkax, BO3HUKAIOIIMX IIPU 3arpy3ke ¢ainoB: « OTCyTCTByeT Mamka ajis
3arpy3ku», «Henmoctatouno mectay, «Ommbka 3arpysku», «OTCyTCTByeT coeJuHeHHe C
cepBepomy, «3arpyska 3ampeliieHa.

— [lopep)kka MOAIMCAHHBIX HEBUIUMOW BCTPOEHHOM WIM OTKPeIUIeHHON 3JIeKTPOHHOM
noanuckio 1okymeHToB B popmatax DOCX, ODT, XODT, XLSX, ODS, XODS.

— 3arpyska IokyMeHTOB B ucxogHoMm ¢popmate: DOCX, XLSX, PPTX, ODT, ODS, ODP.

5.2.6 OcranbHbIe onepanuu ¢ ¢aiyiaMu U MaKaMH

— KonupoBanue ¢aiiioB 1 narmoxk.

— Ilepemernienuve ¢aityioB U Marok.

— I[lepenmeHoBaHue ¢ailyioB U MATIOK.

— JlobaBnenue ¢ariina Wiy nanku B pasnen «OTMeyeHHbIe».

— B03MOXHOCTb OTMETUTh IPOCMATPUBaeMyI0 MaINKy U CHATb OTMETKY, UCII0JIb3Yysl KOMaHIy
Ha MaHeJIM UHCTPYMeHTOB.

— Bo3MoxHOCTb TOAMUCATBCS HAa yBeAOMJIeHHS 00 H3MeHeHUMsiX B (aiiax, JOCTYITHBIX
I10JIb30BaTeIO.

— OrobpakeHre TIOJCKA3KW C HaWJeHHbIMU KOHTAKTaMU IIPU BBOJle ajipecaTa B OKHe

«OTIpaBUTh CCHUIKY I10 TIOYTEY.

5.2.7 fIpabiku

— CosmaHue SpbIKOB JIjisl GAMIOB U TAIOK.

- COS}I&HI/IG SIPJIBIKOB U1 BE6-CTpaHI/III.
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— Bo3MoxxHOCTD KOIINpOBATb, IlepeMelldTb, YyHIadJidTb, BOCCTAHABJIMBATH W3 «KOpBI/IHbI»,
OTMe4aTb BdXHbIM W CHHUMATb OTMETKY, IIeperMMEHOBBIBATb APJIbIKK, IIPOCMATPUBATH

CBeJleHHs.

5.2.8 CBenenus o ¢aiiyiax v mankax

— OrobpakeHre 6OKOBOM ITaHesH, KOTOPasi COAEPXKUT CBe/ieHUs 0 ¢aiijie WK Nalke.,

— Ilepexon B mamky, B KOTOPOM pasMellieH BbIOpaHHBIA ¢aiin (13 pasmenioB «HemaBHuey,
«Otmeuennbie» «OTciiexxrBaeMbiey, «Kop3uHay, pe3yabTaThbl TOMCKA).

— OToOpakeHre KOJIMYEeCTBA BbIODAHHBIX J3JIEMEHTOB B CIIMCKe OOBEKTOB, a TaKXe
npefiocTaBieHre HHGOpMaUKu 06 UX 0011IeM pa3mMepe.

— JlaHHbIe 0 BpeMeHU CO3[aHUS U NT0CjIe/IHero u3MeHeHUs GpaityioB U MamoK.

— OTtobpakeHne HWHPOPMAIMM O IpaBax AOCTyna K ¢aily WIM Manke — B IIaHeIu
«CBoricTBa» oTobpakaeTcst mHGOpPMaIIUs O Biajiesiblle daiyia U MpaBax JI0CTyIa TeKYIIero
I10JIb30BaTeIsl.

— IlpocMoTp xypHasa Bepcuit u uHbOpMaIuu 06 ob1eM o6beMe BepCUH 10 JIOKYMEeHTY.

— [IpeampocMoTp U300paskeHUi.

— CBefieHus 0 HAJIMYXHU TyOIMYHOM CCBHUTKU.

— CBenienust 06 aBTope aiisia UM Manku Ha naHesd « CBOMCTBay.

— BcnubiBatoriiee okHO cBeJieHUEM 00 aBTOpe ¢aiiyia WK MarKu.

— CBepnenus 06 aBTOpe BepCHH JOKYMeHTa B CIIMCKe BepCHH.

— Muaukanus ams 0603HaueHust yiajJeHHbIX 110JIb30BaTesen.

5.2.9 WypHanmupoBaHue COOBITHI

— IIpocMmoTp naTel, aBTOpa COOBITHS U THIA COOBITUS B paszeiie «CobObITHs» Ha OOKOBOM
MaHeJd CBeJleHMH O dailie WM marnke Jyis Biafieblla U TOJIb30BaTeJiel C IMpaBaMH
pPeIaKTUPOBaHUSl W yIpaBieHUs 3TUM (ailyioM WIA ManKoW, eCciid 3Ta BO3MOXKHOCTh
BKJIFOYEHA aIMUHUCTPATOPOM CHUCTEMBI.

— I'pynnupoBka cobbiThi 110 Kateropusm « CeroiHsy», «3a 7 IHei», 10 MecsIly U Tofy.

— IlpocMoTp mcTOpUM COOBITHI, COBEpIIeHHBIX C daiioM: CO3aHue, 3arpy3Ka, U3MeHeHue,
repeMMeHOBaHMe, TepeMellleHre, 3aMeHa, yAajieHhe, BOCCTaHOBieHHe U3 «KopauHby,
BOCCTaHOBJIEHHE aIMUHUCTPATOPOM, CO3laHMe JOKyMeHTa U3 I1abJioHa.

— @ukcarus coObITUS U3MeHeHUsl JIOKYMeHTa pa3 B 2 MUHYTHI IIPU HAJIMYMU HU3MEeHeHU! B

TIOKyMEeHTe.
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— IlpocMoTp ucTOpUM COOBITHMH, COBepIIeHHBIX C IAIKOW: CO3/[aHue, IeperMeHOBaHUe,
nepeMellieHle,  yJajeHuhe, BoccTaHOBieHuMe U3  «Kop3uHbl»,  BOCCTAaHOBJIEHUE
aIMUHHACTPAaTOPOM.

— IIpocMoTp McTOpUM COOBITHM yIpaBieHusl MyOIUYHBIMU CChUIKAMH ISl M10JIb30BaTesei C
IIpaBOM « YTIpaB/IeHUe» U BIIajieliblia Manky wid ¢aiyia: co3aHue, yaajieHue, 6JI0KUpOBKa
Y y/iaJieHue af]MUHUCTPAaTOPOM.

— Ilepexon k OKHY yIipaBJieHHs TyOIUYHBIMUA CCHUIKAMU M3 CIIMCKAa COOBITHUM, CojiepKallero
COOBITHS yTIpaBiieHuUs MyOIMYHBIMU CChUTKAMHU.

— IIpocMoTp rcTopuM COOBITHIM yIIpaBieHUs ITpaBaMy OOIIero JOCTYyIIa AJis I0JIb30BaTeliei C
MpaBOM «YTpaBjieHUe» ¢ Biajiejiblla Manku Wik ¢aiyla: MpeiocTaBleHre IpaB
TI0JTh30BaTeJISIM, YaJleHre MoJIb30BaTeslel, H3MeHeHHe UX MPaB JIOCTYIIA.

— Ilepexon k OKHY YyHOpaBieHHs I@IpaBaMH OOIero MAOCTylla W3 CIKMCKa COOBITHH,
cofiep>Kalllero COOBITHS yIIpaBJIeHHUs IpaBaMu 00IIero AoCTyIa.

— @ukcanus coObITHsS 3aMeHbl daila B pe3ysbTaTe BBINOJHEHUS ONepariuy 3arpy3Kd C
3aMeHOM TPy HaIM4IuK (aijia C TAKUM Ke UMeHeM.

— 3anuch COOBITHSI aBTOMAaTUYECKOW OJIOKMPOBKH ITyOJIMYHOMN CCHUIKHU.

- HpOCMOTp CBeleHUH 00 YAdJIEHHbIX U3 CUCTEeMBI I10JIb30BATeJIAX.

5.2.10 ®aiisI ¥ nanku

— I'pynmupoBka 0OOBEKTOB B CIHHMCKe IO WMeHH, BIaJieiblly, pa3Mepy, aBTOpPYy, jaTe
V3MeHeHUs], JaTe OTKPBITHS, JlaTe CO3[aHus U pa3Mepy BceX Bepcui (110 OJHOMY CTOJIOIy).

— CopTupoBKa 06BEKTOB B CIIMCKe 10 UMeHH, BJlafielblly, pasMepy, aBTOpY, JjaTe U3MeHeHus],
JlaTe OTKPBITHS, JJaTe CO3IaHUs U pa3Mepy BceX Bepcui (110 OJHOMY CTOJIOIY).

— Hactpotika cTonb1oB ajist oTobpaskeHust ”HGOpMaIu Mo 00beKTaM B CITHCKe.

— [laHenb MHCTPYMEHTOB AJIsl AOCTYIIA K OCHOBHBIM OIlepalysIM.

— Hoctyn k omnepanysM depe3 KOHTEKCTHOE MeHIO.

— Bpi60p HECKOIBKUX 37IeMeHTOB B TeKylllel IankKe W/WId OTMeHa BbllleJIeHusI.

— KiaBuaTypHasi HaBUranusi 1o CImcky.

— Bo3MoxHOCTB OBICTPOro IIepexo/ia B BepXHeypPOBHeBbIe ITallKK HepapXuu.

— [lepemerienre/konvpoBaHye 3JIeMeHTOB C NOfJIepXkKKoM TexHosoruy Drag-and-drop.

— Ilognepkka rpynmoBBIX Ollepalldid, C BO3MOXXHOCTBIO BbIIEJIUTh Cpa3y BCe OOBEKTHI U3
CITHCKa.

— Hanmuuue BCIIIBIBAIOIIM X ITOJCKA30K.
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5.2.11 Paiinel 1 nanKy Ha MaHeJ M HABUTalluH

— HocTym K orneparysM 4epe3 KOHTEKCTHOE MeHIO.
— Ilepemerienne/konMpoBaHKe JIEMEHTOB C MOIepXKKOM TexHooruu Drag-and-drop.

— Hammuue BCIUIBIBAIOIIIMX ITOACKA30K.

5.2.12 dPaiinpl, 3amMIeHHbIE TApoJieM

— 3arpy3ka, KOIIMpOBaHHe, IlepeMellleHHe, CKauMBaHUe M IIpejlocTaBjieHHe IIpaB o0OIero
NOCTYTIA K 3aIIMIIeHHBbIM IIapojieM JIOKyMeHTaM.
— YBejomyieHHe O HEBO3MOXKHOCTH IIpOCMATpuBaTh, OTKpPbIBAaTb U KOHBEPTHPOBAThb

3dllIUIIEeHHbIE IIapOoJIEM JOKYMEHTHI.

5.2.13 Ypanenue nanok u ¢aiiion

— [lepemerrienue ynanseMbix ¢aiioB U MANOK B KOP3UHY BIaJiesIblia.
— BoccraHoBeHMe ynjanieHHbIX U3 KOP3UHBI (PalyIoB U MaIloK.
— OumcTKa KOp3uHBI (TpynnoBast GYHKIUS WIK 10 BHIOPaHHBIM 00beKTaM).

- HepeMemeHI/Ie 00BEKTOB U3 KOP3HWHEI B JII000e AOCTYIIHOe Hd XpaHW/INIIe MeCTO.

5.2.14 IIpocmoTp ucTopuu OTKpHITUA ¢aiijioB

Orobpaxkenue B pasgnene «HemaBHue» wuHdOpPManyy O MOCIAEHHUX IPOCMOTPEHHBIX U

penakTUpyeMbIx daiiax.

5.2.15 O0me manku

— Paborta ¢ ¢aitiamu ¥ nankamu o6111ero HazHaueHUs B OT/IeJIbHOM pasfiesie «O01ye nankm»
Ha MMaHeJM HaBUTaIy 6e3 pacxo/ia TUIHBIX KBOT ITOJIb30BaTeIeH.

— Hoctyn k pyHkuam «Co3patb», « OTKpbITHY, «O6mui goctyn», «I[logenurbest cChuikoi,
«IlepenmenoBaThy», «Co3nath konuio», «CkavaTby, « Y 1anuThy», «OTKa3aTbCsl OT AOCTYyTa»,

«IlepemecTuTb» IS IAIIOK U (PAMJIOB B COOTBETCTBUY C IIPeNOCTaBIeHHbIMU IIpaBaMH.
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Oco0eHHOCTH peaylM3aIuH:
s manok BepxHero ypoBHs foctyn K ¢yHkuusm Cosgarth, IlepermeHoBaTh, YaanurThb

TOJIbKO y aIMUHUCTPATOpa TeHaHTa.

5.2.16 ITIa06s0HBI

— Ilonnep>xka ma6sonoB B dpopmate XOTT, XOTS, XOTP.
— Co3maHre HOBOTO JIOKYMEHTAa Ha OCHOBe IMIA0JIoHa (B T. Y. OTKPBITOTO 10 BHYTpPEHHeH

CCBIIKE).

5.2.17 O6mmmii goctyn

— B03MOXHOCTb IIpe[IOCTaBUTh JOCTYIl K ¢aijgaM M IalkaM C IIpaBaMHd Ha IIPOCMOTP
(mpocMOTp, CKauMBaHUe U [1eYaTh).

— Bo3MOXHOCTb MpeJIoCTaBUTh JOCTYI K ¢dailyiaM U MarnkaM ¢ IpaBaMU Ha pelakKTUpOBaHHe
(mo3BosisieT MCHONB30BaTh Bce (YHKIMM IPOCMOTpPa, a TaKXe pedaKTHpOBaHHe
INOKYMEHTOB, CO3[jaHue U 3arpy3ka ¢aijioB W NalloK, pelleH3UpOoBaHMe, KOIMpPOBaHUE,
IepeMellleHye, yjajaeHue (IIpy yCJIOBUM aBTOPCTBA).

— [IpaBo obmero pocryna «YmpaBiaeHue» (TO3BOJISIET MCIIOJIb30BaTh BCe (PYHKIUHU
peIakTUPOBaHUs, a TaKXKe yIpaBieHHs] OOIMM JIOCTYIIOM K MankaM u ¢aiiaM, BKIIOYast
y6JIMYHbBIe CCHIIKH).

— 3ampert fgoctyna K ¢gaiiaM U Mankam.

— B0o3MOXHOCTD ITpeIoCcTaBUTh OOIIMH IOCTYII I0JIb30BATEJISIM CHCTEMBI.

— B03MOXHOCTD ITpeIoCTaBUTh OOIIHM TOCTYII JIJIsl TPYIII [10JIb30BaTesei.

— [louck no umenu, GpaMuIMy U NOYTOBOMY afjpecy IO0JIb30BaTeNsl B CIIMCKe KOHTAKTOB IIPU
[IpeIoCTaBJIeHUH JIOCTYTIA.

— CoxpaHeHue 1paB JOCTYTIA IPY U3MEHeHWH JJOMeHa ITOYTOBOI'0 ajipeca.

— Ortka3 noab30BaTe’is OT IPSIMbIX MIPaB IOCTYIIA K ¢aiily Wid marke.

— OrobpaxeHHe WHIMKAIMM OOIIero JOCTylla Ha Iankax U ¢aiiax, Iyl KOTOPbIX eCTb
Kakye-TMbo IpaBa (B CHMCKaX, HAa IaHeIW HaBUTallUM, B JUajorax KONHWPOBAaHUS U
repeMeleHus], B peXxruMe IIpocMOoTpa GaiioB, Ha TTaHe M CBeJieH!i o daisie U marke).

— YBeniomJieHHe TIOJIb30BaTesel 10 MouTe MPH Bbllaye UM NPSMbIX MIPaB JIOCTyIa K ¢ailyiaMm
Y TIalKaM.

— YBeniomsieHre moJib30BaTesleil yepe3 Squadus Ipu Bblaue UM IPSIMBIX IIpaB AOCTYyNA K
daiiyiam 1 mamnkam.

— ABTOMaTHYeCKOe yBeJIOMJIeHHe I0JIb30BaTesiel Mo MoYTe NMPU M3MEeHEeHUU MPSIMBIX IpaB

J0CTyMa K daiyiaM U MamnKam.
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— 3ampoc foctyna K daliay WM Manke MO0 BHYTPeHHeM CChbUIKe C BO3MOXKHOCTHIO BBOJA
COIIPOBOIUTENILHOTO COOOIIIeHUSI.

— MadopmupoBaHue mosib3oBaTeliel Mpy yaajieHuH GaiioB U ManoK C OOIIKUM JIOCTYIIOM O
BO3MOXXHOCTH BOCCTAHOBJIEHMSI MX TOJIbKO BiafiesiblleM (C yka3aHWeM WHGOPMAlUU O
BJIaJIeJIbIIe).

— Ilepexon k HacTporike oOIero J0CTyla M3 MMCbMa C 3allpOCOM Ha IMpefoCTaBlIeHUe
IOCTyTIA.

— Ilepemertienrie ¢ailyioB ¥ MamoK I0JIb30BaTeseM, KOTOPBIA SIBIISIeTCS UX aBTOPOM C
HacJieyeMbIM [PaBOM Ha peIaKTUPOBaHUe.

— ABTOMaTHYeckoe Mpeobpa3oBaHHe BCTaBJIEHHOI'O CITMCKA a/IpeCOB 3JIEKTPOHHOU IMOYTHI B
ydeTHbIe 3allMCH I10JIb30BaTesiell py 0OHApYKeHWH COBIIQ/IeHUN B OKHe INpefoCTaBIeHUs
ob11ero qocTyma.

— OtnpaBka 3ampoca o6miero joctyna K ¢aiily WM [ankKe I0JIb30BaTeNl0 C IpaBOM
«YT1paBieHue» MpU HAIMYUHU TaKUX MMOJTh30BaTeJIeH.

— Bri6op HeckoJIbKUX MOJIb30BaTesel Jyisi OTIPABKHU 3ampoca ob1iero aocTymna K ¢aity win
Tarke.

— Bo3MoXHOCTb OTKa3aThCs OT JOCTyNa K ¢ally WId Malke, MpefoCTaBIeHHOro 10
yHaCJieJIOBAaHHBIM ITpaBaM WX Yepe3 IPYIIy MM0Ib30BaTesIen.

— 3ampoc gocTtyna K ¢aiy wid rnamnke yepe3 Squadus.

— OrobpaxkeHue 1MoaHONM MHGOPMAIIMK O BBIAAHHBIX MpaBax JIOCTyMHa K ¢Gailily WM Mmarke B

JIHajore o0IIero HAOCTYyTIIA.

5.2.18 IIybu4yHbIe CChIIIKH

— CospaHue yOIMYHBIX CCBUIOK VIS JOCTYTA K $aiily U Namke [ ero IpocMoTpa.

— Co3spanye y6IMYHBIX CCBUIOK IS OTHOT'O I10JIb30BaTesIsl (OJHOKPATHBIM JOCTYII).

— [IpocMoTp crivcka myGIMYHBIX CChIIOK, CO3[J@HHBIX /711 BBIOpAaHHOTO ¢aiiyia WiId MarkKH.

— OnpefiesieHre cpoKa AeUCTBUS yOJIMYHON CCHUIKY IIPU ee CO3JaHMH.

— 3ammra yOJIMYHOM CCBIIKY [TapoJIeM IIPY ee CO31aHUH.

— B03MOXHOCTb IIPOCMOTpPETb WJIM CKPBIThb IApOjib B CIUCKe IyOJIMYHBIX CCBHUIOK I10
HakaTuo Ha KHOIKY «Iloka3aTh naposb» win « CKphITh IapOJIb.

— Y nanenvie my0JIMYHON CCHUIKH.

— ABTOMaTHYeCcKoOe yJiajeHue HeaKTUBHBIX ITyOJIMYHBIX CCHUIOK.

— KonnpoBanue napameTpoB 1y6iM4HOM CCHIIKU B 6ydep obMeHa.

— Mudopmuposanre o BpeMeHHOM OJ10KMPOBKe ITyOIMYHOM CcChUIKU B quanore «llogenuTtbes

CCBUTKOM» U TPH TIOMBITKE TTeperTH 0 3a0JIOKMPOBAaHHOM CCHIIKE.
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— Maaukanus njis BpeMeHHO 3a0JI0KMPOBAHHBIX CCHIJIOK CO CBeJEHUSIMU O BpeMeHU CHSITHS
BJIOKMPOBKU.

— IIpocmoTp v HaBUramnus (B nojaepxruBaeMbix GpopMartax) 1o ¢ansiam v nankam, OTKPBITbIM
T10 MyOJIMYHBIM CCHUTKAM.

— CkauyuBaHue QaisioB U MANOK, OTKPBITHIX MO0 MYOIMYHBIM CChIIIKAM.

— Bribop ¢opmara darina npu ckauuBaHuM AoKyMeHTa B ¢opmatax XODT, XODS, XODP
(DOCX, ODT, XLSX, ODS, PPTX, ODP, PDF).

— [levatp (B momjiep>kuBaeMbix ¢opmaTax) (paiyioB, OTKPBITHIX B peXHMe POCMOTpa IO
MyOJIMYHOM CCBUIKE.

— ABTOoMaTnueckasi OJIOKMpOBKa JocTynma K ¢ailly WM TanKke IPU  JOCTHXKEHUU
MaKCUMaJIbHOT'O KOJIMYeCTBa HeyJayHbIX IONBITOK BBOJA Mapoiis C Tpex win Oosee IP-
aZipecoB B TeyeHHe OJTHOTO Yaca.

— ABTOMaTtuueckasi OJIOKMPOBKA AOCTyIla K MyOJIMYHOM CChbUIKe IPU AOCTHXKEHUM JIMMUTA
IIOIBITOK BBOJIA IIAPOJIs JUIsl BCeX YCTPOMCTB MO/ICeTH € OJJuHaKOBbIM [P-afgpecom.

— KonTekctHoe MeHro ¢ komaHaamu «IIpocmotpy, «IledaTh» u « CkadaThby.

— 3akpbITHe OKHA nmpocMoTpa ¢aiiia nmo Haxatuio ESC.

— BemibiBaroiiasi mMojickaska C TOJIHBIM WMeHeM ¢aila WM MalKe, ecjid OHO Obulo
COKpallleHO U3-3a O0JIBIIOro pa3mepa.

— [lepexop k ciieyromiemMy Wi IpeAplayieMy o6beKTy B Iallke B OKHe ITPOCMOTpa ¢aiiia.

— OTKpBITHE MPOCMATPUBAEMBIX MO MyOIMYHOM CChbulke (aloB WIM TAloOK B CHCTEMe
MoiiOdwuc.

— [IpocmoTp cBeneHuii 06 aBTope NyOIMYHOM CCBUIKM BO BKJafKe «[lyOmuuHble cchKm»
OKHa yTIpaBJleHUs CChIJIKAaMU Ha (aill WM Marky.

— WMupukanus myOIMYHBIX CCBUIOK, CO3[QHHBIX TIPU OTIpaBKe daila BIOXKeHHeM K
3JIeKTPOHHOMY NMCHbMY B 11ouTOBOM cuctemMe (PSN).

— [lepexon K OKHy ympaBjeHusi IyOJIMYHBIMM CCBUIKAaMU U3 pasfena «O6mmii gocTym»
MaHeJIu CBeieHU o daiijie Wi namnke c 106aBjIeHHbIMU TyOJIMYHBIMU CChITKAMU.

— Ynanenve nyOIMYHBIX CCHUIOK Jijisi GaloB U MANOK MPU IepeMelleHUd UX B OOIIyIo
[IAallKy C OTKJIOYEeHHOM aJMUHUCTPAaTOPOM CHUCTEMBI BO3MOXKHOCTBIO JOOAaBIeHUS
MyOJIMYHBIX CCHUIOK.

— OTKpbITHE COJIeP’)KUMOro NYOJIMYHBIX CCBUIOK B peXXuMe IpeJIpocMoTpa  Ajis
T0JIb30BaTesiell ¢ rpaBaMu « Y ipaBieHue» U «Bianemneny.

— B03MOXHOCTB yKa3aTh JaTy U BpeMsi OKOHYaHUSI CPOKa JAeMCTBUSI CCBUIKU.

— [lopnepkka yCTaHOBJIEHHOT'O aJIMUHUCTPAaTOPOM CHCTeMbl OIpPaHUYeHHs] MaKCHUMaJIbHOTO

CpOKa JeNCTBUS CCBIIKH.
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5.2.19 ITonck

— Ilouck mo pasmenam «Mou HOKyMeHTBI», «JlocTymHble MHe» U «OOmme mManku» C
IPYIIIMPOBKON Pe3yJIbTaTOB IO pa3fieliaM.

— Ilouck o umenu ¢arina.

— Ilouck 1o cofiep>kUMOMY TEKCTOBBIX, TAOJIIMIHBIX IOKYMEHTOB U Mpe3eHTallr.

— Komanna «Hasany» 11151 Bo3BpaTa K pe3ysibTaTaM IIpe/ibIAyIIero 3arnpoca Wik COOep>KMOMY
TaIKH.

— Omnepariuu ¢ daiiaMu U NMarnkaMy B OKHe pe3yJIbTaToB MoKcKa (110 OJJHOMY U TPYyTIIOBbIe, C
BO3MO>XHOCTBIO «BBIIEJIUTE BCEY).

— Ilouck o rpynmnam B OKHe Ipe/ioCTaBJIeHUs TpaB 00IIero J0CTyma.

— OKHO mapaMeTpoB IMOKCKa.

— MHpaukanus npy HaIMYWKY 3aJJaHHBIX TTapaMeTpPOB MOUCKA.

— Ilouck ¢ainoB WM Mamok MO HA3BAaHUIO C y4YeTOM HMEHU aBTOpAa WM HEeCKOJbKUX
aBTOPOB, TUNAa 0O6BEKTA, ITaThl U3MEHEHUS U PACIIOJIOXKEeHUSI.

— OrobpaxkeHue ¢aioB 1 Aok, COOTBETCTBYIOIIMX BCeM 33/IaHHBIM IIapaMeTpaM, B CIIHCKe
pe3yJIbTaTOB MOUCKA C MCIOJIb30BAaHKWEM JOIOJIHUTEIbHBIX ITapaMeTpPOB.

— OTobpakeHue 3a/laHHBIX [TapaMeTPOB MTOMCKa B OKHe pe3yJIbTaTOB ITOMCKa.

— ABTOMaTHYeckoe OOHOBJIEHHWE CIIMCKA pe3ysIbTaTOB MOMCKA IPU U3MEHEeHUM IapaMeTpoB
MIOMCKA.

— TexkcToBBI MOUCK 1O COAEpPXKUMOMY IIPOCMATPUBAEMOr0 TeKCTOBOTO JIOKyMeHTa,

SHEKTPOHHOﬁ Ta6J'II/II_[bI WJIN TIpe3eHTdllnu.

5.2.20 CTtaTucTHKa IOKyMeHTa

— IIpocMoOTp KoMYecTBa CTPAHUIL B IOKYMEHTe.

— OTo6pa>1<eHHe JAaHHBIX 00 olepanysgax KOIIMPOBaHMA, I1epeMellleHus, YidaJleHHusa U CO3[1aHud
nanku Ha maHenu «[locnemnue omepanum» (MHGopMarus Ha mnaHenu «llociemHue
oreparnuun» 0TobpakaeTcs 10 OOHOBJIEHHUsI CTPAHUIIB).

— Otob6pakeHre KOHGJIMKTOB M OIMMMOOK, BOHUKIIIMX IPHU BHIMIOJIHEHUHU OIEepaIyii, a Takxe
BAPHWAHTOB MX pa3pelieHNrs Ha ITaHeJIn ((HOCIIGIIHI/IB orepanuvmn.

— OuIbTp KOHGIIMKTOB 10 TUITY OIMMOKY Ha aHesu «IlocieaHue omeparymy.

— Pa3perienue Bcex KOH(IIMKTOB OJIHOTO THIIA HA aHesu «IlocieqHue omeparumy.

— OtobpaxkeHHe CTaTyca, Mporpecca 3arpy3Kd M KOJHMYEeCTBa JJIEMEHTOB [UIS KaXk/Iou

IPYIIIIOBOM orlepanuy Ha na”enu «llocinennue onepanum».
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5.2.21 YBemomienus

— O6macTb yBeioMJIeHMH Ha I1aBHOM cTpaHulie MoiOduc.

— YBenomsieHue o IpUOJIMPKeHUH K KOHITY CPOKa JIeMCTBUS TIapOJIsl.

— YBegomiieHre 0 HeBO3MOXKHOCTH BBITIOJTHUATD OTIEPAIHi0 KOMMMPOBAaHUSI OOBEKTOB B TAIKH
«H36pannoey, «HenaBuuey, «/loctynHbie MHe», «KopanHa» u manku obiero 1ocTymna, K
KOTOPBIM HeT ITpaB Ha peIaKTHpPOBaHKe B MEHIO CO3JaHUs U 3arpy3Ku GaiiioB U MaloK.

— YBenomsienrie 06 OOHOBIIEHHH COAEpXXUMOro ¢aiyia, OTKPBITOTO [IJIs TPeAnpoCcMOTpa,
eCJIM OH ObUI HeJJaBHO M3MeHeH JIPYTUM I10JIb30BaTesieM.

— Ilpenynpexxgenue ¥ UMHOMKAIMS O MNPUOIMKAIOIIEMCS  3allOJIHEHUW  XPpaHWIWIIA
M0JTb30BaTe sl U 00 OTCYTCTBUU CBOOOJTHOTO MeCTa B XpPaHUJIMIIIE TT0JIb30BaTEISI.

— IlpenynpexxaeHue o cMeHe s3blKa Ha APYTUX BKJIAJKAX HUJIM YCTPOUCTBAX.

— YBeljomyieHHe O MpPUYKHE BBIXOJla M3 CHUCTEMbl, BBI3BAHHOTO CMEHOM MapoJisi Y4eTHOMU
3aIlMCH T0JIb30BaTeJleM Wik COPOCOM Maposist IMUHUCTPATOPOM CUCTEMBI.

— YBenomsieHre 006 YCTaHOBKe HOBOM BEPCUU MTPOJIYKTa.

— IlpenynpexxgeHue o HeOOXOAMMOCTH OOHOBUTHL CTPaHHUIly Opay3epa Ipd H3MeHeHUH
Hactpoek MoiOduc aAMUHUCTPAaTOPOM CUCTEMBI.

— YBenomiieHre IIpU HEKOPPEKTHOM BBOjle KJII0Ya JIOCTYNAa B OKHe PervucTpaldd HOBOTO

II0JIb30BaTeJId.

5.2.22 IleuaThb JOKyMeHTa

— IlopnepxxuBaemsle popmartsl ¢aiiios amns nedatt — XODT, XOTT, DOCX, DOTX, DOC,
DOT, ODT, OTT, RTF, TXT. XODS, XOTS, XLSX, XLTX, XLS, XLT, ODS, OTS, CSV.
XODP, PPTX, POTX, PPT, POT, ODP, OTP, PPSX, PPS. PDF, BMP, GIF, JPG, JPEG,
PNG.

— IlevaTs ¢aiiyioB 1 n306pakeHU B pesxruMe IpeIBapUTeSIbHOT0 MPOCMOTPa.

5.2.23 O0MeH KOKyMeHTaMH

— Bo3MoXHOCTE 1OJIeIUThCSl BHYTPEeHHEe!H CChIIKOM Ha ¢aiil WK Manky, CKOIMpPOBaB ee B
bydep obMeHa W OTIpaBUB IO TouTe (MIPM HWHTETpallMM C IOYTOBOM CHUCTEMOM) WU
OTIIpaBMB B 4aT Squadus.

— OtmnpaBka ¢atina 1o 1nmoyre BIOXKEHUEM.

— Okcnopt TekcToBbIX AokymMeHTOB B DOCX, ODT wmu PDF npu ornpaBke 1mo moute
BJIOKEHHEM.

— Oxkcnopt Tabmur B XLSX, ODS, PDF nipu oTnipaBke 10 1ouTe BIO)XXeHHEM.
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— Oxcnopt npesenTtanuil B PPTX, ODP, PDF npu oTripaBke 110 nouTe BiIO>KeHUEM.
— Bo3amoxHoCcTs n06aBUTH CcOOOIeHWe ajpecaTaM IIpU OTIpaBKe II0 II0YTe CCBUIKH,

BJIOKEHUH WIM YBeJIOMJIEHUU O BblJlaye JIOCTYyIIa.

5.2.24 CxaunBanue ¢aijioB

— CkaurBaHUe BCceX TUIIOB (aiiioB.

— Bribop dopmata datina mpu ckaunBanuu JokymeHTa B ¢opmatax XODT u XODS (DOCX,
ODT, XLSX, ODS, PDF).

— CkauyvMBaHHWe HECKOIbKUX (ailyioB, OAHOM WIM HECKOJbKHX IAlOK WIA HEeCKOJIbKUX

(aiioB U Narnok 0JJHOBpeMeHHO B BUJle ZIP-apxuBa.
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6 Beo6-puioxenue «MoitO¢uc TexcT»
6.1 Oowiee

6.1.1 fI3pikoBas mogepxKKa

— Jlokanmuzanusi Ha PYyCCKOM, aHIVIMHACKOM, (paHIy3CKOM, MCIIAHCKOM, IOPTYIajIbCKOM,
HeMeIIKOM, UTaJIbsHCKOM, OeJIopyCcCKOM, Ka3aXCKOM, apMSHCKOM, KUPIM3CKOM, TaTapCKOM
Y OAIIKUPCKOM $I3bIKaX.

— Apanranus sipa peflakTopa JUIsl KCII0JIb30BaHUS Ha PyCCKOM, aHTJIMMCKOM U (pPaHIly3CKOM

A3bIKAX.

6.1.2 ®opmaThI JOKYyMeHTOB

— Otkpertue dainos B popmarax XODT, XOTT, DOCX, DOCM, DOTX, DOC, DOT, ODT,
OTT, RTF, TXT.

— Coxpanenue ¢aiioB B popmarax XODT, ODT, DOCX, PDF.

— Bribop ¢popmaTa okyMeHTa U ero coxpaHeHHe JIOKaJIbHO Ha YCTPOMCTBO.

— PepaktupoBanue ¢aiinoB B popmatax DOCX u ODT 6e3 koHBepTalid BO BHYTpPeHHUH

¢dopmar.

6.1.3 BepcuonnpoBaHue I0KyMeHTOB

— Co3snaHre HOBOW BepCUU JIOKyMeHTa.

— OTKpBITHE Ha TPOCMOTP BEPCHH, OTIIMYHOH OT TeKYIIeH.
— Jkcropt 1060 BepCHH IOKyMeHTa B HOBBIH JJOKYMEHT.
— CoxpaHeHHe JJOKYMeHTa KaK OT/eJIbHON BepCHu.

— Bo3MoXHOCTB 33/1aTh Ha3BaHUE BEPCUU JJOKYMEHTa.

— Co3naHvie KOMMEHTApHsI K BEPCHU JJOKYMeHTa.

— [IpocmoTp pa3Mepa JoKyMeHTa C y4eTOM BCeX BepCHuil.

6.1.4 PaboTa c moxymeHTOM

— OTKpbITHE U3 NPWIOXKEeHUS JIOKAJbHOIO [IOKyMeHTa, KOTOpPbI OyIeT 3arpykeH C
KOHBepTalliell M TIIOMellleH B KOpPHEBYIO [AWPEKTOPUI0 O0JIayHOro XpaHWwIviia (1o
yMOUT4aHUIO pasziell « Moy IOKyMeHTBD»).

— Co3znaHue KOIUM JIOKYMeHTa.

— YkazaHue Iallku COXpPaHeHUsI KOIIUH.

— IIpocMOTp ¥ OTKpBITHE HeJJaBHUX JJOKYMEHTOB.
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— Co3zmaHue HOBOT'O TeKCTOBOI'O IOKyMeHTa, 37IeKTPOHHOM TabJIMIIbI, ITpe3eHTallu.

— Oryer 06 ommbke coxpaHeHUs! IOKyMeHTa.

— B03M0OXXHOCTb OTMETUTDH TOKYMEHT (bJIaroM.

— IleperMeHOBaHMe JOKYMEHTA.

— Co3znaHue HOBOT'O JIOKyMeHTa Ha OCHOBe I1abJIoHa.

— OTmpaBKa CChUIKU Ha JIOKYMEHT.

— Cosmanue myOJIMYHOM CCBUIKH TSI IOCTYTIA K daiiy.

— Bo3MoxHOCTD MTepeiTH B Mariky ¢ JOKYMeHTOM B paszieiie « CBOMCTBa» Ha MPaBOM MaHeH.
— 3amuTa ¢pparMeHTa JOKyMeHTa OT U3MeHeHUH.

— OrtkJttoueHye 3alUTH pparMeHTa IOKyMeHTa.

— OTobpakeHue 3arpy>keHHbIX MTOJIb30BaTEISIMU M300pakeHuH (aBaTapoB).

6.2 IloaroroBKa JOKyMeHTa

6.2.1 PaboTa ¢ mradioHamMu

[Topnepsxka mabmonoB B popmate XOTT.

6.2.2 Ilognep:xka cTUIIel JOKyMeHTa

[Tonnepxka ¢pukcrupoBaHHOrO Habopa MpelyCTaHOBJIEHHBIX CTUJIEH.

6.2.3 HacTpoiiku cTpaHUIbI

— Bribop ¢popmara cTpaHUIIBIL.

— BriOop opueHTauu CTpaHUIlbl: TOPU30HTAJIbHAS M BepTUKaIbHasl.

— M3menenue pa3mepa mnoseit.

— OrobpaxeHue U CKPBITHe JINHEHKHU.

— ®opmarsl crparutsl: A0, Al, A2, A3, A4, A5, A6, B4, B5, Letter, Legal, Executive, Folio.
— BcraBka pa3pbiBa CTpaHUIIBI.

— BcraBka paspbiBa pasnerna.

— Hacrpotiika cTpaHuIIbI Jyis TeKyIero pasjesa J0KyMeHTa.

— YcTaHOBKa ¥ HACTPOMKA 3epKaJIbHBIX I10JIeH.

6.2.4 Hymepamus cTpaHuig

— BcraBka Hymepanuu CTpPaHUIL B PeKMMe peJJaKTHPOBAHUSI KOJIOHTUTYJIOB M3 KOMAaH/IHOTO

MeHIO «BcraBka» u HpaBOI;'I IIaHeJIN.
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— Bribop ¢popmaTa HOMepa, ero MoJjoXKeHus: 1 BLIPAaBHUBAHMUSI.
— 3a/laHre HyMepalyy CTPaHMII C yKa3aHHOT'O HOMepa.

— Hymepanusi co BTOpoii CTpaHUIIBI.

6.2.5 PaboTa ¢ KOJIOHTUTYJIaMH

— BcraBka ¥ pefjakTHpOBaHYe BepXHUX U HUKHUX KOJIOHTUTYJIOB.

— KomnupoBanue 1 BcTaBka TeKCTa IpU peIaKTUPOBAaHUYU KOJIOHTUTYIIA.

6.2.6 HacTpoiika MeKIyCTPOYHOr0 HHTepBajia

— YcTaHOBKA MeXIyCTPOYHOI'O MHTEPBaJa: OAUHAPHBIH, «1,15%, MOIyTOPHBIHN, TBOMHOM.
— YcTaHOBKa MPOM3BOJILHOTO 3HAUYEHUS] MEXAYCTPOUYHOI'0 MHTEpBaJa.
— M3MeHeHWe CBOWMCTB pa3Mepa MeXAYCTPOYHOTO HHTepBajia: TOYHO, MHHHMYyM U

MHOXXHTeJIb.

6.2.7 IllpudTHI

— Iopnepxxka mpudTtoB XO Fonts: XO Caliburn, XO Courser, XO Thames, XO Tahion, XO
Oriel, XO Oriel Condensed.

— OTtobpakenue mprudToB Monotype ¢ TOMOIIBI0 KX METPUYECKUX aHAJIOTOB.

— Ilonnepxxka mpudTtoB Cormorant, PT Astra Sans, PT Astra Serif, PT Sans, PT Serif,
NotoSans.

— Bribop mipudrTa, pasmepa mipudTa U HaUepTaHUs: MOTY>KUPHBINA, KYPCUB, MOJYePKHYTHIH,
3a4epKHYTBIH, [I0JICTPOYHBIN, HAJICTPOYHBIN.

— Bribop pasmepa mpudra: 8, 9, 10, 11, 12, 14, 16, 18, 20, 24, 30, 36, 48, 60, 72 u 96.

— M3MeHenne wuHTepBajia MexJAy 3HaKaMd B TpexX BapuaHTax (OpPMaTUPOBAHUS:
pa3pe’keHHbIW, YIUIOTHEHHbIN U OObIYHBIN.

— @opMaTrpoBaHue TeKCTa B cTwie « Bce mpornucHbiey.

6.2.8 Ilognep:xuBaemMble CHMBOJIBI

— Ilokas HerreyaTaeMbIX CHUMBOJIOB.
- Ho,u,uepxclca CHMBOJIOB pPd3pbiBa CTPAHUIbI U I'PAHUIIBL CeKIIMM B pexrme OTO6pEDK€HI/I$I

HelledaTaeMbIX CMMBOJIOB.
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6.2.9 ®opmaTupoBaHHe CONEPIKHMOrO

— KonnpoBanue v BcTaBka 0TpOpMaTUPOBAHHOTO TeKCTa BHYTPU OAHOIO AOKYMEeHTa WIH U3
oHOTO (daisia B IPyTrOu.

— BcraBka Tekcrta ¢ coxpaHeHrneM ¢pOpMaTHPOBaHUS B KOJIOHTUTYJIBI ¥ TaOJIUIIBL.

— dopMaTvpoBaHUe COAEPXKUMOTrO siueeK WIK Aualia3oHa siueex.

— M3MeHeHMe 11BeTa TeKCTa.

— M3MeHeHMe 11BeTa Bbl/IeJIeHUS TEKCTa.

— KonnpoBanue u BcTaBka (pOpPMaTUPOBAHHOIO TeKCTa, CIMCKOB, Tabiul, H300pakeHui
MeXly IIPUJIOXKEHUSIMU.

— B03MOXXHOCTb OYMCTUTE GOPMaTUPOBaHKe TeKCTa.

— ABTOMaTH4ecKas 3aMeHa CUMBOJIa JBOWHBIX KaBblYEeK HAa CHMBOJI (PPAHIy3CKUX KaBblYeK
IUIS PyCCKOT'O U (PPaHIly3CKOIO S3bIKOB.

— ['opu3oHTaNIbLHOE BEIpaBHMBAHMeE TeKCTa I10 JIeBOMY Kpalo, II0 IIeHTpY, 110 IpaBOMY Kparo U
I10 IIIMPUHE JYerKU.

— YBenuueHue/yMeHbIlleHMe OTCTYIIOB. HacCTpodka ab3ana (lepsasi CTpOKa, OTCTYI CJieBa,
OTCTYII CIIpaBa, UHTepBaJl 10, UHTepBaJl I10CJIe).

— BcraBka paHee ckolmMpoBaHHBIX JAHHBIX Oe3 CBOMCTB dopMaThpoBaHus B bpaysepax Safari
¥ Ha 6aze Chromium.

— BrinosniHeHKe nocieiHer olepaly WM OIlepalui 110 YMOJIYaHUIO IIPU Ha)KaTUX KHOIIOK
Ha ITaHeJIM UHCTPYMeHTOB: «lIBeT TekcTay, «LIBeT BbleneHus Tekcray, « BcraButs crosnbery
WIM CTPOKY», «YpamuTb cTonbell WM CTpPOKy», «I'panunsel», «lIBeT 3anmuBku»,
«MapkupoBaHHBIN CIIMCOK», «HyMepoBaHHBIN CIIUCOK».

— BcraBka Tekyiieit JaTbl WM BpeMeHHU.

6.2.10 ®opmaT o obdpazmy

— @opmaTHpoBaHUe 10 0Opa3ily.

— ®opmaTupoBaHue 1o 00pasity s ab3arna.

6.2.11 PabGora co cmuckaMu

— OTobpakeHue U co3jaHe HyMepPOBAaHHBIX U MAPKUPOBAHHBIX CITHCKOB.

— Ilopnepkka HyMepoBaHHBIX CITMCKOB B popMate «1.1.1», «1.a.i», «1)a)i)», «l.a.1», «A.1.i»,
«a)Di)», «a.l.i», «1)a)i)», «a)1)i)».

— Co3naHre MapKUPOBAaHHBIX CITUCKOB.

— IlpogomkeHue CriMCKa MPY BBOJIE B Hadaie CTPOKHU CJIEYIOIIETO MO MOPSIIKY 3HAYeHUsI.
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— OObelMHeHVe BYX CIIMCKOB B Pa3HbIX MeCTax IOKYMeHTa /sl IPOJIOJDKEHHs BTOPBIM
CIIMCKOM HyMepaluy I1epBoro.
— Co3faHve HyMepOBaHHBIX CIIMCKOB C KMPWIIMYECKUMH CUMBOJIaMHU IIPH UCIIOJIb30BaHUU

MIPUJIOXKeHMS Ha PYCCKOM si3bike: 1)a)i) u a)l)i).

6.2.12 PabGoTa co cChUIKaMHU U THNIePCCHLIKAMU

— BcraBka 1 pefjlakTUpOBaHMe I'MIIePCCHIIOK.

— BcraBka cchbUIKY B BbIfle/IeHHBIN TEKCT.

— KonupoBanue ccpiiky Ha JOKYMEHT.

— KonupoBanue azipeca cChbUIKM B peXkuMe IIPOCMOTpa IOKyMeHTa.

— OTtobpakeHHe MO/ICKA3KW C afpecoM TMIIepCChUIKM IIPU HaBelleHMM Kypcopa MBIIIM Ha
CCBIJIKY.

— ABTOoMaTtHyeckoe GpOpMaTHpPOBaHNe CCBUIOK U 3JIeKTPOHHBIX a/IpecoB KaK IMIIePCChIIOK.

— [IpocMoTp ¥ lepexo/1 1o epeKpeCTHBIM CChUIKaM, paHee J0OaBJIeHHBIM B JIOKYMEHT.

— HaBuranus no nepekpecTHbIM CCbUIKaM Ha TaOIUIIbI, U300paXkeHus: U GOPMyJIBL.

— Bo3MoxHOCTE KOMPOBATH a/ipec CChUIKU, UCIO/b3Ysl KOHTEKCTHOe MeHIO.

— BcraBka IepeKpecTHBIX CCBIJIOK.

— BcempiBaroliiee OKHO C BO3MOXKHOCTBIO KOIIMPOBATh, PelJaKTUPOBAaTh U yJAlIUTh ajpec
CCBUIKH, @ TaKXe IepedTH 10 CChIIKe.

— Bo3MoxxHOCTb epeiiTu 10 CChUIKe, 1006aBJIeHHOM K TeKCTy BHYTPU PUTypHL.

— Bo3MOXHOCTb IepedTH 10 CChUIKe, [00OaBJIeHHOW K TeKCTy B sdedke TabiUIBI C

IIpUMeHeHHBbIMH [TapaMeTpaMu 00TeKaHHs TeKCTOM.

6.2.13 PabGoTa co cHocKaMH

— Ilopnepskka MOCTPAaHUYHBIX CHOCOK.
— OTtobpakeHre KOHIIEBbIX CHOCOK.
— Cosznanue, pefjakTHpoBaHKe, popMaTHpOBaHKe U yajieHHe TOCTPAaHUYHbBIX CHOCOK.

— Ilepexop oT Mapkepa CHOCKH K ee TEeKCTY.

6.2.14 Pa6ora c n3obpakeHUAMH

— OTtobpaxkenue nzobpakenuii B popmartax JPEG, JPG, PNG, GIF, SVG, WEBP, BMP.
— OrobpakeHre n306pa’keHUH B UMITIOPTUPOBAHHBIX JIOKYMEHTAX.
— BcraBka nzobpaxkenuii B popmarax JPEG, JPG, PNG, GIF, SVG, WEBP, BMP.

— M3menenue pa3mepa nzobpakeHuH B TeKCTe C WM 6e3 cOXpaHeHHs IPOIIOPLIUH.
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— HM3menenue pacrnonoxeHnus u306paxeHui B TeKCTe.

— OOTexaHre U300pa’keHU: B TeKCTe, BOKPYI' paMKH, CBepXy M CHM3Y, 3a TeKCTOM U Iiepe[
TEKCTOM.

— Ilepemeriienrie n300pa>keHUit B TEKCTe C TIOMOIIIBIO JIEBOM KJIABUIIK MBIIIIH.

— OrobpakeHue nporpecca 3arpy3ku 1 BCTaBKM U300pa’keHMs Ha HIDKHe ITaHeJsIu.

— OtMmeHa 3arpy3ku U300pa>keHusl.

— OTobpakeHre pa3BepHYTHIX TOJT YTJIOM U300pakeHUH.

— XpaHeHue CKOIMPOBAHHOTO U300pakeHUs] B CUCTeMHOM Oydepe obMeHa /il BCTaBKU B
Ipyrue MpUIoXKeHUs .

— ABTOMaTHuYeckoe yMeHbIlleHHe MacliiTaba u3obpakeHUs TpU BCTaBKe, pa3Mep KOTOPOTO
IIpeBbIlIaeT FPAaHUIIBI BUAUMOM 00JIaCTH JOKYMeHTa.

- HepeMEH_IEHI/Ie I/I306pa)KEHI/IH C IIOMOIIbIO CTPEJIOK Had KJIaBHUATYyPpe.

6.2.15 Pabora ¢ ¢purypamu

— BcraBka ¢uryp: nmpsMoyroibHUK, JJUIMIC, TPEYTOJIbHUK, POMO, JIMHUS, 3aTHYTBIM yTOUI,
3Be3[ia, cep/iie, CKOOKH, CTPEJIKU U BIHOCKHU.

— Bo3MoXHOCTB BBIETTUTD, KOIIMPOBATh, BHIPe3aTh, BCTAaBUTh QUTYPY.

— B0o3M0OXXHOCTb HAaCTPOWUTD THII JIMHUH, a TaK)Xe ee JJIUHY, YTroJl HaKJIOHA, [[BET, TOIIMHY U
TUI HAKOHEYHHUKa.

— M3menenue pa3mepa U MpOHOpIUU GUTYPHL

— U3meHeHme pacnosiokeHus B JOKyMeHTe.

— W3meHenwue 11BeTa 3aJIMBKU QUTYPHI.

— Hacrpotika koHTypa puUrypsl: BeIOOp TWIIA JIUHUM, PeryJIUpoBKa TONIIUHBI JIMHUHM, BbIOOP
1[BeTa.

— BoamoxxHoCTh moforuats pa3mep GpUrypsl noj| TeKCT BHYTPH.

— Bribop cBoiicTBa 06TekaHUs TeKcTa Jist PUTYPBHI.

— OTobpakeHune MOBEPHYTHIX PUTYP.

— Brinenenue u repemeriieHre MOBEPHYTHIX QUTYP.

— Bribop cBolicTBa 06TeKaHUs TEKCTOM IIOBEPHYTOM PUTyPHI.

— Ilepemenienre GUrypsl C MOMOIIBIO CTPEJIOK Ha KJIABHUATYype.

— Ynanenuve Gpurypsbi.

6.2.16 PaboTa ¢ Tad/IMamMu B TeKCTe

— BcraBka v yianeHue TabiauIbl.

— Bribop pa3mepa TabauIiel IpU BCTaBKe.
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— BcraBka cTpok U CTOJIOIOB: CjieBa, ClipaBa, CBepXy U CHU3Y OT Bbl/IeJIeHUSI.

— Yanenue oqHOW MM HECKOJIBKUX CTPOK WM CTOJIOIIOB.

— @opMaTHpOBaHWe TPAHUIIBI SYEWKW WM JIMalla30Ha sS4eeK: BCe TPaHUIlbl, HET T'paHHUII,
TOJICTbIe BHeIlIHWe T'PaHUIIbl, BHYTPEHHMEe TPaHUIlbl, BHYTPeHHsISI TOPU30HTa/IbHAS JIMHUS,
BHYTDeHHsIs1 BepTHKajbHasl JIMHUS, BOCXOZSIIAsl AMArOHAJb, JieBaslk TPaHUIlA, BepXHss
rpaHuIla, ITpaBasi FpaHuUIIA, HWXKHSISI TPAHUIIA, HUCXOJIAIIAs AUArOHAJb.

— W3MeHeHHWe TUTA JIMHUM: TOHKAs JIMHUS, OObIYHAsl JIMHUS, TOJICTasl JIMHUS, IMYHKTHPHAas
JIMHWS, IITPUXITYHKTAPHAS JIMHUS, IITPUXOBAs! JIMHUS, IBOWHAS JIMHUSL.

— M3MeHeHMe 1BeTa TpaHUIl: YepHBIA, OpaHXXEeBbIM, KPACHBIM, >KeJTbIM, CBETJI0-3eJIeHbIH,
3eJleHbll, OUPIO30BBIN, rOTy00M, CUHUM, GHOJIeTOBBIMN, ITyPIIYPHBIH.

— @opMaTHpOBaHKE COAEPXKUMOTO siUeeK WK Jraria3oHa sueek.

— YcTaHOBKa TOYHBIX 3HAYeHUH TUPHUHBI U BHICOTHI STYEEK.

— M3MeHeHMe MIUPHHBI U BBICOTHI KOJIOHOK U PSIJIOB IlepeTaCKWBaHMEM T'paHUll TabJIUIIbI WU
C IIOMOIIBIO JIMHEeUKH.

— HM3MeHeHue 1iBeTa 3aJIMBKU S49eeK B TabiuIle.

— 'opu3oHTa/IbHOE BHIDABHMBAaHWE TeKCTa B sYeliKe IO JIeBOMy Kparo, IO IIeHTpY, IO
[IpaBOMY Kpalo U 110 HIMPUHEe STYeHKU.

— BeprukanbHOe BbIpaBHUBaHUE TEKCTA B STYeMKaX TaOJIUIIbL:

— [lo BepxHeMy Kpato, 1O IEHTPY U M0 HUXKHEMY Kparo.

— OtobpakeHue GpopMaTUPOBAHMS IOBEPHYTOI'O TEKCTA B sTYeMKaX.

— Briziesienne psijioB ¥ KOJIOHOK.

— Brigenenue Bcel TabIUIIbL.

— BhbijiesieHre HECKOJIBKUX CTPOK WIK CTOJIOIOB OJTHOBPEMEHHO.

— O6beguHeHMe U pa3fiesieHre sveek.

— Pabota ¢ Tabnuiiamu B KOJIOHTUTYJIAX.

— B03MOXXHOCTb OT/IeJIbHO BBIJIEJIUTh CTPOKY WJIM CTOJIOeIl, cojepskaliyde oObeUHEeHHbIe
JYEHWKH B HadaJjle WM KOHIIe 00JIaCTU TaOJIMIIHL.

— Hactporika o6TekaHus TabIUIbI TEKCTOM.

— B03MOXXHOCTh BBIJIENISITh OTAeNIbHbIe CJIOBa B Tabjuile TEKCTOBOI'O pellakKTopa B pexXume
IIPOCMOTpa.

— Bo3MOXXHOCTB JieieHus ST9eHKH 110 BEepPTHUKAJIXM U TOPU30HTAJIH.

6.2.17 MaTemaTHuecKHe BbIpaXKeHU

[Tonneprkka orobpaxenus: popmyn LaTeX.
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6.2.18 IToamepxka MaKpOKOMaH/

[Tonmeprkka MaKpOKOMaH/I Ha s13blke IIporpammupoBanus Lua.

6.3 Pabora c noxkymeHTOM

6.3.1 OrnaBienue

- CO3,I[aHI/Ie U yJiaJieHHWe OI'JIaBJIEHU.
- HaBI/IFaL[I/IH 10 JOKYMEHTY U3 OI'JIaBJIEHUS.
— ABTOMaTHYeckoe 0OHOBJIEHHE OIJIABJIeHHS B pexrme pedJIbHOT'O BpeMeHH.

— @opMaTHpoBaHKe OTJIaBJIeHUs JIOKYMeHTa C UCI0JIb30BaHHUEM CBOMCTB IpudTa 1 ab3aria.

6.3.2 PaboTa ¢ 3aKJ1agKamMu

— OTobparkeHue 3aKjajoK.

— IIpocMoTp crivcka 3aKJIafiok B IOKyMeHTe.

— B03MOXXHOCTb BCTaBKM, IepEMMEHOBAHUS U YJlaJleHHs 3aKJIaJ0K.
— HaBuraiiys k TeKCTy 3aKJIaJIKU U3 CITIUCKA 3aKJIAJIOK.

— CopTHpOBKa CIKCKa 3aKJIAJIOK TI0 MOPSIKY U 110 Ha3BaHUIO.

— BosMoxxHOCTB CKPBITb CUCTEMHDbIE 3dKJIaJIKH.

6.3.3 ITouck u 3aMeHa

— Ilouck 1 3aMeHa 1O COJIEPXKUMOMY JIOKYMEHTa.

— Ilouck 1 3aMeHa C y4eTOM perucTpa M CJIoBa IeJIMKOM.

— Ilouck 1o TekcTy JOKYMeHTa, OTKPBITOTO B peXXuMe IpPOoCMOTpa.

— IIpocMoTp KONMMYecTBa COBMA/IeHUM MTPH TIOKCKeE.

— HckiroyeHre KOJIOHTUTYJIOB U3 pe3yJIbTaToB ITOMCKA.

— CoxpaHeHHe TTOMCKOBBIX 3aIIPOCOB I10 JJOKYMEHTY B UCTOPUM TTOUCKOBBIX 3aIIPOCOB.

— QuullleHWe WCTOPUU TIO 3aBepIlleHUH paboThl C JOKYMEHTOM WJIM OOHOBJIEHWH BKJIAJIKU C
JIOKYMEHTOM.

— Bo3MoXHOCTB ITepexofa K Cile[lytollleMy WIH IIpe/ibIyllleMy CJIOBY IIOCJIe 3aMeHBbl.

— B03MOXXHOCTh 3aMEHUTH OJHO CJIOBO WIX BbIpa’keHHe. BOBMOKHOCTh 3aMEHUTD BCe.

- BbIBO,J_'[ CIIMCKaA pe3yJIbTATOB IIOMCKAd U BO3SMOKHOCTD IIOMCKA 110 HUM.
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6.3.4 IlpoBepka opporpadpun/myHKTyaruu

— BxuntoyeHue U BBIKIIIOUeHHUe IIPOBepKU opdporpadpum.

— IIpoBepka opdorpadum Ajisi pyCCKOro, aHIVIMHCKOT0 PPaHITy3CKOTO ¥ UCIIAHCKOTO SI3bIKOB.
— IIpoBepka rpaMMaTHKH ISl PyCCKOTO SI3bIKA.

— BrICTpBIN Iepexos MeXx Ay OIIMOKaMHu.

— [loppobHoe onvcaHye BEIOpPAaHHON OIMIMOKHU.

— I'pynmnoBele onepanuy ¢ omMOKaMu: «IIPONYCTUTh BCe» U «3aMeHUTh BCey.

— OxkHo BbIOOpa cJi0Bapei AJisi IpoBepKU opdorpaduu.

— Bribop oHOrO, IBYX WK Tpex CjioBaped [Uis poBepku opdorpaduu 0JHOBPeMeHHO.

6.3.5 IIpaBku

— OtMeHa u BO3BpaT I/ICHpaBJIEHI/Iﬁ 110 OJHOMY CHMMBOJIY 34 IIdr.

— OTtMeHa ¥ BO3BpaT Ollepalui.

6.3.6 O0mmit mocTyn

— IIpemocraBnenve o6Iero JoCTyna Tpd HAJWYMKA TIpaB HAa pelaKTUPOBaHHWE WU
yTpaBjieHHe JOKYMEHTOM.
— CBefieHHs 0 TpaBax OOIIero JI0CTyIa Ha GOKOBOM MaHeJ! MPUI0KeHHUSsI.

— 3armpoc npaBa peJJakTHPOBaHUS B OKHe IIPOCMOTpa JOKYMeHTa IIPU [IpaBe Ha IPOCMOTP.

6.3.7 PexxuM penieH3MpOBaHHS

— 3amnuch MCIIpaBIeHUi B JOKyMeHTe.

— BxutioueHve ¥ BBIKJTIIOYEHHE DeXXHMMa 3allMCH WCIPABIeHUM aBTOPOM WM BiafieliblleM
JIOKyMEeHTa.

— CoBMecTHOe pelaKTHpPOBaHUe JIOKYMEHTa.

— PexxuM uTeHuUs], B KOTOPOM HeJIOCTYTIHBI JIFOOble IeMCTBHUS C JOKYMEHTOM.

— OrobpakeHHe WCHpaBlIeHUWH B JIOKYMEHTax, COBEpPIIEHHbIX B peXuMme 3alUCH
WUCIIpaBJIeHUN.

— IlpumeHeHre pexrMa 3alMCH WCIPaBJIeHWM K JIOKYMEHTy Y BCeX II0Jib30BaTejied C
IpaBaMH Ha ero peJJakKTHPOBaHUe.

— [IpuHsTHe U OTKJIOHEHWe UCITpaBlIeHUH (BCex WK MO OJIHOMY) aBTOPOM HWJIM BiaieliblleM
JIOKyMEHTa.

— IlpuHsiTHE ¥ OTKJIOHEHHe UCITPaBJIeHUI TOJILKO B BBIJIeJIEHHON 00J1aCTH JJOKyMeHTa.

- OTO6pa)K€HI/Ie CIIMCKa [OJIb30BaTeJier B pexxrume COBMeCTHOI'O peIaKTUPOBAHHA.
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— PexxuMbl  OoTOOpakeHWs MCIpaBlIeHWH, COBepIIeHHBIX II0JIb30BaTesssMU: «MapkupoBathb
WCIIpaB/IeHus», « BBIHOCKW» U «3auepKUBaTh y/IaJIeHUs».

— HaBuranus 1o ucnpapiieHusM.

— YBenomsieHve 06 M3MeHEeHUH TIpaB IOCTYIIA B OTKPLITOM JIOKyMeHTe.

— [lopneprkka 3anucy McIlipaBIeHUH CBOWCTB ab3alia U UCIpaBieHUui B KOJIOHTUTYJIAX.

— @unbTp O00BEKTOB pelleH3UpOBaHMs B peXuMe pelleH3UpoBaHusi «MapkupoBaTtb
WCIIpaBJIeHUs»: UCIIpaBJieHus], TeKCTOBble KOMMeHTapuH, ayJMOKOMMEeHTapUH.

— B03MOXHOCTb CKPBITh 1 ITOKA3aTh y/laJleHHbIA TEKCT.

— B03MOXHOCTb CKPBITh U [T0Ka3aTh [TaHeJIb « BEIHOCKW».

— Bo3MOXHOCTb 3amuchiBaTh M IPOCMAaTpHBaTh H3MEHEHHWs, BHeCeHHble B TabiMIbl B
TEeKCTOBOM JIOKyYMeHTe: fjo0aBjieHHe U yjajieHre Tabmull, JobapieHue U yaaieHue CTPOK.

— Bo3MoXHOCTb TpoCMaTpuBaTh B peXXMMe pelleH3WpPOBaHUs W3MeHeHHs, BHECEHHble B

Ta6JII/II_U:>I B TeKCTOBOM JIOKYMEHTe B IpYyT'OM pelldKTOope.

6.3.8 OnmHonoyIb30BaTeIbCKHH PeKUM

— Bo3MoxHOCTb CKayaThb AOKYMEHT B CJIy4dde I10Tepru COeAUHEeHH .
- VBEJIOMJ'IEHI/IG O Iiepexojie K pexunmy COBMECTHOU pa6OTbI IIprU OTKPBITUHU NOKYMEHTd

IPYT'UM I10JIb30BaTeJIeM.

6.3.9 O0mmii qocTyn U coBMecTHas pabora

— IIpepocraBienue/u3MeHenre IOCTyla K JOKYMEHTY JPYTMIM I10JIb30BaTessiM: IPOCMOT,
pellakTUpOBaHUe, yIpaBjleHue, JOCTYII 3allpelleH.

— OHOBpEeMeHHOe peJlJaKTHPOBaHMe JJOKyMeHTa HeCKOJIbKUMH I10J1b30BaTesIsIMU.

— OrobpakeHre UHUIMAJIOB COAaBTOPOB IOKYMEHTa.

— OrobpaxkeHue Kypcopa TOTo >Ke I1BeTa, YTO U aBaTap COaBTOpa.

— B03MOXXHOCTh IepelTH K KypCOpY COaBTOpa IPYM Ha)KaTWUM Ha ero aBaTtap Ha OOKOBOH
[aHeJu.

— 3anpoc Ha Ipe/IoCTaBlleHHe JJOCTyTIa K peJJaKTHPOBAHUIO IOKyMeHTa.

— B03MOXXHOCTB TIOJIeSTUTHCSI BHYTPEHHEN/ Ty OJTMYHOM CChITKOM Ha JIOKYMEHT.

— OTmpaBka JJOKyMeHTa 10 nouTe (IpY HAJIMYKHU MOAKIIF0UeHHOW [TI0YTOBOM CUCTEMBI).

— BcnbiBaroliiee coob1iiieHre 0 HeBO3MOXKHOCTH IIepelTH K KypCcopy COaBTOpa, eClld COaBTOP

HaXOOUTCA B HGB&I‘py)KBHHOfI YdCTHU JOKYMEHTa.
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6.3.10 PaGoTa c KoMMeHTapusaAMH

— OrobpakeHre KOMMeHTapyeB.

— YpaneHue Bbl/leJIeHHOTO KOMMeHTapHsl.

— YpaneHue Bcex KOMMeHTapyeB B IOKYMeHTe.

— CospaHre KOMMeHTapHsl.

— OTBeTbl Ha KOMMEeHTapUH.

— PepakTripoBaHre KOMMeHTapusl.

— Bolzienienyie v KonMpoBaHUe TeKCTa KOMMeHTapHsl.

— OrtobpakeHHe ay/JIMOKOMMEHTAapueB, CO3[@aHHBIX C MHCIIOJIIb30BaHUEM MOOWJIbHBIX
npwioxeHut MonOduic JlokyMeHTH.

— B0o3MOXXHOCTB BOCIIPOM3BECTH MM [TOCTaBUTh Ha NIay3y ayAMOKOMMeHTapyi.

— Y7aBoeHHe CKOPOCTH BOCIIPOM3Be/IeH!s ayJUOKOMMeHTapusl.

— [lepexon k HEOOXOOUMOMY MeCTy 3alIMCH IIPU BOCIIPOM3BeJIeHUH.

— YpaneHue ayilMOKOMMeHTapUeB.

— HaBuranus 1yis 661CTpOro nepexozia Mexxay KOMMeHTapUsIMHU.

6.4 Pabora c roToBsIM ¢aiiyiom

6.4.1 CTaTucTHKa JOKYMeHTa

— OrobpakeHue KOJIMYECTBA CTPAHUI] U HOMepa TeKyIllel CTpaHHUIIbI.

— H3meHenue maciirraba JokyMeHTa B CTPOKe COCTOSIHUSI U KOMAaH/IHOM MEHIO.

— Hacrtpotiku macirraba: cTpaHuIla I[eJIMKOM, JiBeé CTpPaHUIlbl, HECKOIbKO cTpaHull, 50%,
75%, 100%, 125%, 150%, 200%, 400%, 1o mmprHe 3KpaHa.

— Bo3MoxHOCTD 3a/laHus TPOM3BOJIbHOM BeJIMUMHLI Maciiitaba B mpesiesiax oT 50% 1o 400 %.

— OTobpakeHue Iporpecca 3arpy3kd, IIporpecca IiedaTd, CO3[lJaHHhs HOBOW BepCUU

AOOKYMeHTa U IIOATOTOBKHY JOKYMEHTd JIJId SKCIIOPTa B CTPOKe COCTOSAHHUS.

6.4.2 Ilognep:kka yBeroMJICHHH

— OTob6pakeHue yBeJIOMJIeHUsI IIPU OTCYTCTBUM ceTu MHTepHeT.

— YBepomsienne 06 ommbke COXpaHeHHs JIOKyMeHTa C UHQopManuveil O BpeMeHU
NIOCJIeIHErO YCIIeIIHOTO COXpaHeHHUs..

— YBeJiomJleHHe TIPU NOIBITKe BHECTU U3MeHeHUs B 3alllMIIeHHbIN pparMeHT JOKYMeHTa.

— YBenomileHHe 0 HeBO3MOXKHOCTH OTKPBITh 3allUIIIeHHBbIHN 11aposieM ¢aii.

— [Ipenynpexxsienust o NpuOMMKAIONEMCsl 3all0JIHeHMM XPaHWJIMIA I10/1b30BaTeNlss U 00

OTCYTCTBUH CBODOJIHOTO MecCTa B XPpaHUIIUIIIE T10JIb30BATEJIA.
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— YBenomiieHre 06 yCTaHOBKe HOBOM BepCHHU IIPOJYKTa.

— BcenubiBaroniye yBesiomiieHHs 06 ommbkax aBTOPU3aIUU.

— [IpenynpexxjieHre o npekpamieHUH BO3MOXKHOCTU peJJaKTUPOBAHMsI IOKyMeHTa B CBSI3U C
IIPO/IOJDKUTENIbHBIM Oe3/leliCTBeM B COOTBETCTBUM C HACTPOMKAaMH, YCTaHOBJIEHHBIMU
aIMUHUCTPAaTOPOM CHUCTEMBI.

— [IpepynpexxieHre 0 HeOOXOAWMOCTH OOHOBUTH CTPAHMILY IIPM M3MEHEHHWH CHUCTEeMHBIX
HACTpOeK aJIMUHUCTPATOPOM.

— YBepomileHHe O HEeBO3MOXXHOCTHU 3arpy3KH OIlpefieJieHHbIX TUIIOB (ailyioB, 3arpelieHHbIX

I 3aIrPpy3KHU dIMUHUCTPATOPOM CHUCTEMBI.

6.4.3 IleuaTs JOKyMeHTa

— IledyaTh TeKCTOBBIX JOKYMEHTOB B Opay3epax Ha 6aze Chromium.
— Bo3MoXHOCTb TOATrOTOBUTE IOKYMeHT JiIsl Ieyaty B O6paysepax Firefox, Safari.
— [leuats noxymenTa B PDF B ToM pexkxume oTOOpakeHUsI M3MeHeHUH, KOTOpbI BbIOpaH Ha

MOMEHT IIe4YaTHu.

6.4.4 O0MeH KOKyMeHTaMH

— OrnpaBKka JOKyMeHTa BJIOKeHHeM II0 II04YTe, NPU HaJW4YMKM HHTerpalyyd C II0YTOBOM
CUCTeMOH.

— Bribop ¢popmara foKyMeHTa U rosydaTesien.

— Jlobasiienue cooOIeHus.

— OtnpaBka komnuu cebe.

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024

54



MonOdounc

7 Beb-nipunoxkenue «MoitOduc Tabmmma»
7.1 O6wiee

7.1.1 SI3pIkoBas noaAepKKa

— Jlokanmuzanusi Ha PYyCCKOM, aHIVIMHACKOM, (paHIy3CKOM, MCIIAHCKOM, IOPTYIajIbCKOM,
HeMeIIKOM, UTaJIbsHCKOM, OeJIopyCcCKOM, Ka3aXCKOM, apMSHCKOM, KUPIM3CKOM, TaTapCKOM
Y OAIIKUPCKOM $I3bIKaX.

— Apanranus sipa peflakTopa JUIsl KCII0JIb30BaHUS Ha PyCCKOM, aHTJIMMCKOM U (pPaHIly3CKOM

A3bIKAX.

7.1.2 ®opMmaThI JOKYMEHTOB

— Otkpeitue ¢dainos B popmarax XODS, XOTS, XLSX, XLSM, XLTX, XLS, XLT, ODS,
OTS, CSV, TAB.

— Coxpanenue ¢aiioB B popmarax XODS, ODS, XLSX, PDF.

— Bri6op ¢popmaTa okyMeHTa ¥ COXpaHeHHs! ero JIOKaJIbHO Ha YCTPOMCTBO.

— PepaktrpoBanue ¢aiinoB B ¢opmatax XLSX um ODS 6e3 koHBepTaniuu BO BHYTpPeHHUH

¢dopmar.

7.1.3 BepcuonupoBaHue JOKyMeHTa

— Co3snaHre HOBOW BepCUU JIOKyMeHTa.

— OTKpBITHE Ha TPOCMOTP BEPCHH, OTIIMYHOH OT TeKYIIeH.
— Jkcropt 1060 BepCHH IOKyMeHTa B HOBBIH JJOKYMEHT.
— CoxpaHeHHe JJOKYMeHTa KaK OT/eJIbHON BepCHu.

— Bo3MoXHOCTB 33/1aTh Ha3BaHUE BEPCUU JJOKYMEHTa.

— Co3naHvie KOMMEHTApHsI IJIs1 BEPCUH JIOKYMeHTa.

— [IpocmoTp pa3Mepa JoKyMeHTa C y4eTOM BCeX BepCHuil.

7.1.4 PabGora c mokymeHTOM

— OTKpbITHE U3 NPWIOXKEeHUS JIOKAJbHOIO [IOKyMeHTa, KOTOpPbI OyIeT 3arpykeH C
KOHBepTalliell M TIIOMellleH B KOpPHEBYIO [AWPEKTOPUI0 O0JIayHOro XpaHWwIviia (1o
yMOUT4aHUIO pasziell « Moy IOKyMeHTBD»).

— Co3znaHue KOIUM JIOKYMeHTa.

— YkazaHue Iallku COXpPaHeHUsI KOIIUH.

— Co3snaHue HOBOro (paiiyia Wi NeperMeHOBaHKe TeKyIlero, He 3aKpbIBasi BKIAAKY.
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— [IpocMOTp M OTKpBITHE HeIaBHUX JJOKYMEHTOB.

— [lopmepkka TIOKyMeHTOB, He CO/IePKAIMX BUIUMBIX JIMCTOB.

— Brinesnienrie v KonvpoBaHUe siueek aKTUBHOM 00J1acTy B peXKrMe YTeHHsl.

— Co3naHre HOBOT'O TeKCTOBOTO JIOKyMeHTa, JJIeKTPOHHOM TaOJIUITbI, TTpe3eHTallNH.

— Oryer 06 ommbke coxpaHeHUs! IOKyMeHTa.

— B03MOXXHOCTb OTMETUTB JOKYMEHT (pJ1aroM.

— [lepenmeHOBaHUWe JIOKyMeHTa.

— Co3nmaHre HOBOTO JJOKyMeHTa Ha OCHOBe IT1abJIoHa.

— OTnpaBKa CCHIIKM Ha IOKYMEHT.

— Co3snanre My6IMYHOM CCBIIKY Ui IOCTyTIA K daniy.

— B03MO)XHOCTh TIEperTH B TAIKY C JOKYMEHTOM B pasjieiie « CBOMCTBa» Ha IMPaBOM MTaHeH.

— Bri6op Habopa CHUMBOJIOB, OTPAaHUYUTEJISI CTPOK U pasfiesiuTeliei MpU OTKPBITHH GaitioB C
pasnenuTesIMy.

— B0o3M0OXXHOCTB CKPBITh UM OTOOPA3UTh HYJIEBblEe 3HAUEHHUSI.

— Komanna miis cHATHS BceX 3aKpeIlyieHHbIX oOjacTedl Ha JIMCTe, ecyid 3aKperjleHHas
00J1aCTb MpeBbIlIaeT BUUMYIO 00JIaCTh JIUCTA.

— Komanzia 11 aBTOMaTW4yeckoro yMeHbIeHMSl MacluTaba JIMCTa, eCjd 3aKpelljleHHas
obacTh IpeBbllIaeT BUAWMYIO 00J1aCTh, U B CjIy4ae yMeHbIIeHMWs] Maciiraba JmcTa
MIPOKPYTKA AOKYMEeHTa BHOBb CTaHeT JIOCTYITHA.

— OTobpakeHue 3arpy>keHHbIX [10JIb30BaTEJISIMU M300pakeHuH (aBaTapoB).

— OrobpakeHue 3alMIIeHHBIX TaOJ/INII, KOTOpPble OBLIM CO3[JaHbl B CTOPOHHUX peJlaKTOpax.

— OrobpaxxeHue u pabota C sUelkaMH, Ui KOTOPBIX B CTOPOHHEM peAakTope Oblia

HACTpOoeHa ITPOBepKa JJaHHBIX WIK BbIOOP 3HAaYeHUs U3 CIIMCKA.

7.2 IlogroroBKa JOKyMeHTa

7.2.1 Pabora c 1mmadsoHamMu

[Tomnmeprkka ma6moHoB B popmaTte XOTS.

7.2.2 Pabora ¢ 1ucramMmu

— BcraBka HOBBIX JIUCTOB U UX yAaJieHHUe.

— CkpbITHE ¥ 0TOOpakeHue JIMCTOB.

— W3meHeHre Ha3BaHU JIHMCTa TaOIUIIBL.

— Cosnanue qybiaukaTa JIMCTA TaOJIHIIBL

— HM3MeHeHMe MooXXeHus JINCTA JIeBOM KHOIIKOM MBIIIIH.

- HEPEMGHIEHI/IE JIMCTA B HAY4JIO WJIKM KOHeEeI] CITMCKa.
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— ABTOMaTHYecKoe 3aloJIHeHUe sTUeeK JIMCTA.
— AxTuBHas obnacts nepsoro aucta — 300 cTpok u 26 cTonbIoB.

— BcTaBka cChIJIOK Ha JIMCTHI, Iepexoj 1o CCbUIKaM, BOSMOXXHOCTb PeJIaKTHUPOBATL CCLIIKY.

7.2.3 TabiuuHbIH CTHIH POPMATHPOBAHUS

— Tabmuunblii cTimb  GOpMATUPOBAaHUS B JOKYMEHTax, eCJIM TakKhe OOBeKThl YiKe
COJIep>KaIiCh B OTKPBITOM JIOKYMEHTe.

— OTtobpakenre GopMaTUPOBaHUS TabJIHII.

— Pabota ¢ ¢punbTpamMu ¥ COPTUPOBKOM JAHHBIX B TabIUIAX.

— KonmpoBanwe, Bblpe3aHye U BCTaBKa C COXpaHEHHeM CBOMCTB (pOpPMATHUPOBAHMS OOJIACTH

IAHHBIX, K KOTOPOM IIPUMeHeH TaOInYHbINA CTHIIb POPMATUPOBAHUS, IEJIUKOM.

7.2.4 lllpud o1

— I[Hopnepxxka mpudTtoB XO Fonts: XO Caliburn, XO Courser, XO Thames, XO Tahion, XO
Oriel, XO Oriel Condensed.

— OTtobpakenue 1iprudToB Monotype ¢ TOMOIIBI0 KX METPUYECKUX aHAJIOTOB.

— Iopnepsxka mpudToB Cormorant, PT Astra Sans, PT Astra Serif, PT Sans, PT Serif, Noto
Sans.

— Bribop mipudrTa, pasmepa 1mpudTa U HauepTaHUS: MOTY>KUPHBINA, KYPCUB, MOYePKHYTHIH,
3a4epKHYTBIH, II0JCTPOYHBIN, HAJICTPOYHBIN.

— Bribop pasmepa mpudrTa: 8, 9, 10, 11, 12, 14, 16, 18, 20, 24, 30, 36, 48, 60, 72 u 96.

— M3MeHenne wuHTepBajia MexXxAy 3HAaKaMd B TpexX BapuaHTax (OpPMaTUPOBAHUS:
pa3pe’keHHbIN, YIUIOTHEHHbBIN U OObIYHbIN.

— @opMaTrpoBaHUe TeKCTa B cTWie « Bce mpornucHbiey.

7.2.5 ®opMaTupoBaHue COAEPKUMOr0

— BcraBka cTpok U cToJO1OB: CJieBa, CIIpaBa, CBepXy U CHU3Y OT Bbl/IeJIeHH .

— YaneHue oHOW WM HECKOJIBKUX CTPOK WK CTOJIOIIOB.

— Bhiziesienne oTebHOM sTYeKY, ualia3oHa siueek, PsioB U KOJIOHOK IeJTUKOM.

— YcTaHOBKAa TOYHOTO 3HAYeHHWs HIMPUHBI CTOJIOIA, BBICOTHI CTPOKH, IIMPWUHBI U BBICOTHI
sTueeK.

— YcTaHOBKA TOYHOTO 3HA4YeHUsl IIUPUHBI U BBICOTHl HECKOJIIBKHUX CTPOK WJIM CTOJIOIIOB

OJTHOBPEMEHHO.
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— M3MeHeHMe MIMPUHBI U BHICOTHI CTPOK U CTOJIOIIOB C MIOMOIIBIO pa3fieIuTelisl B 3ar0JI0OBKaX
TaOIUIIHI.

— CKpbITHE ¥ TIOKa3 CKPBITHIX CTPOK U CTOJIOIOB.

— O6beguHeHMe U pa3fesieHre sJeek.

— @opMaTUMpoBaHMe T'paHUIl SSYeMKW WIA [Warna3oHa sYeeK: BCe TPaHUIlbl, HET TpaHHUIl,
TOJICTbIe BHeIlIHWe T'PaHUIlbl, BHYTPEHHHE T'PaHUIIbl, BHYTPEHHsIsI TOPU30HTa/IbHAsl JIMHUS,
BHYTPeHHSI1 BepTHKajlbHas JIMHUS, BOCXOZMINAS JAWArOHajlb, JieBash T'PaHUIIA, BepXHsS
rpaHuIla, IIpaBas FPaHuUIIA, HWKHSIS TPAHUIIA, HUCXOSIIAs AUarOHAJIb.

— M3MeHeHune Tuma JIMHUM: TOHKAsS JIMHUS, OObIYHAsl JIMHUS, TOJICTAasl JIMHUS, ITYHKTHUPHAas
JIMHUS, IITPUXTTYHKTAPHAS JIMHUS, IITPUXOBAs JIMHUS, IBOVHAS JIMHUSL.

— Mi3MeHeHMe 11BeTa TPAaHMII: YEpHBIM, OPAHXXeBbIM, KPACHBIW, >KEITbId, CBETJIO-3eJIeHbIM,
3eJIeHbIN, OUPIO30BBIN, FOJTyOOM, CUHUM, PUOJIETOBBIH, TypPITyPHBIH.

— M3MeHeHMe 11BeTa 3aJIMBKU sSYeeK.

— Br160p npor3BOILHOTO 11BeTa 3a/IMBKU STUEUKHU.

— ['opu3oHTa/IbHOE BBIpaBHMBAaHME TEKCTa I10 JIeBOMY Kparo, 10 LIeHTPy, I10 IIpaBOMy Kpalo,
T10 IIMpHHe.

— BepTukanbHOe BbIpaBHHMBaHME TeKCTa B sYeliKax: [0 BepXHeMy Kpawo, MO0 IeHTpy U
HIDKHEMY Kpalo.

— IlepeHoc TekcTa 1o CjI0BaM.

— KonmpoBaHnue cofep>xUMoro 1vamna3oHa syeek.

— BcraBka uanasoHa siueek ¢ CoOxpaHeHHeM pOpMaTUpPOBaHUSI.

— KonmpoBanue u BcTaBKka ¢$OpPMAaTUPOBAHHOTO TeKCTa, TaOJUIl, KApPTUHOK MEeXAy
MIPUIIOXKEeHUSIMHU.

— OTobpakeHre BepTUKAIbHOW OPHUeHTAllUU TeKCTa B STYerKax.

— BbI60p HECKOJIbKUX CTPOK WJIK CTOJIOIOB OJITHOBPEMEHHO.

— ABTOMaTHYecKoe BbIpaBHMBAaHWe OJHOW WIA HECKOJbKUX CTPOK/CTOJNOLOB 110
BBICOTE/IIIMPHHE B COOTBETCTBUU C CO/IEPXKUMBIM sTUeexK.

— ABTOMaTHYeckoe yBellMUeHHWe WIMPUHBI CTOJOIlA IpyW BBOAe WM (OpMaTUPOBAHUU
YHMCJIOBBIX IAHHBIX B COOTBETCTBUU C pa3MepoOM COJeP>KUMOT0 siYetKH, eCiid I0J1b30BaTellb
paHee He yKa3aJl GUKCUPOBAHHYIO IIMPUHY CTOJIOIIA.

— B03MOXHOCTb OTHENIbHO BBIAEJIUTh CTPOKY WM CTOJOel], cojiepkaiiue oOberHeHHbIe
slYeKY B HauaJjle UM KOHIle pabouei 06J1acTy JIUCTA.

— B03MOXXHOCTB IPOJJIeHUs! PSIIOB JAHHBIX JUIsl KODOTKUX U MOJIHBIX GOPMATOB JIHEel HeJlelu
Y MecsI1eB Ha PyCCKOM, aHIJIMHMCKOM U (PPAHITY3CKOM SI3bIKaX.

— BosmoxxHocTb IMpoyiIeHWs PAOO0B JaHHBIX B BUJI€ «TeKCT XU YHUCJIO».
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— Boibop yria HakjIOHa TekcTa B siueiike: BieBo Ha 90°, 75°, 60°, 45°, 30° u 15°, BupaBo Ha
90°, 75°, 60°, 45°, 30° u 15°, 6e3 moBopoTa.

— HM3MeHeHMe 11BeTa TeKCTa U I[BeTa BbIJeJIeHUs] TeKCTa.

— dopmaTrpoBaHUe COAEePXKUMOTO siueek WK Auara3oHa sueexk.

— BcraBka conepxxumoro Oydepa obmeHa ¢ (popmMaTHUpOBaHHEM, HCIIONb3Yysl KOHTEKCTHOE
MEHIO.

— BcTaBka TOJIbKO 3HAaYEHUM U3 paHee CKOIMMPOBAHHOMW STYeWKH C GOPMYJION C COXpaHeHHueM
dopmaTupoBaHusl.

— Brinenenuie u BUIMMOCTD TIPU MPOKPYTKE JIMCTA STYeHWKH, B KOTOPYIO BBOJUTCS GOpMYIIa.

— BcraBka paHee CKONMMPOBAaHHBIX JAHHBIX B BHJE WX 3Ha4eHUd 0Oe3 CBOMCTB
dopmaTtupoBanus B bpay3epax Safari u Ha 6a3ze Chromium.

— Brinenienuie pefjakTHpyeMoi siTueiiku Ha JIMCTe.

— [lepexon k peakTUpyeMoM siueiike IPY HAXKaTHUU Ha ee UMSL.

— 3akperjieHHe CTPOK U CTOJIOIOB.

— OTobOparkeHue 3aKperyieHHbIX 00JIacTell B peskuMe TIPOCMOTPa JIOKYMeHTa.

— OrobpakeHre WMeHU peJlaKTUPyeMOW SYeiiKd, ecI OHAa He IIOMeIAeTCs B BUIMMYIO
00J1aCTh UJIH ee MO3UIMS Ha JIUCTe Oblyla U3MeHeHa.

— BrinonHenue nocsefHed onepanyuy WIM Ollepanyii o YMOJIYaHUIO MPU HaXKaTUX KHOIIOK
Ha [TaHeJIM UHCTPYMeHTOB: «lIBeT Tekctay, «lIBeT Bblenenus Tekcra», « BctaBute cronbern
WM CTPOKY», «YHamuTh cTojbenl WIA CTPOKy», «[I'panunbiy, «LlBeT 3anmuBkuy,
«CoptupoBkay, «[loBopoT TekcTay.

— Bo3MoxHOCTb aBTOMaTH4eCKH o00paTh MHUPUHY/BBICOTY CTPOK U CTOJIOIIOB.

— BcraBka Tekyiieit JaTbl WM BpeMeHHU.

— Ynanenue 1y0iiMKaTOB B BBIOPAHHBIX CTOJIOIAX.

7.2.6 ®opmart no odpasmy

— ®opmaTrupoBaHue 110 obpas3ity.

- HpI/IMEHEHI/Ie CKOIIMPOBAHHOTI'O CTHUJIA Cl)OpMaTI/IpOBaHI/IH KO BCeMY OMAIld30HY BbIIeJIeHN .

7.2.7 ®opmaThl JaHHBIX

— YucsioBble popMaThl — OOIIMIA, YUCIIOBOH, JeHeXXHbIN, (UHAHCOBBIM, J]aTa, BpeMs, JlaTa U
BpeMsl, TPOIIeHTHBIN, IPOOHBIM, SKCITOHEHITUAJIbHBINA, TEKCTOBBIH.

— Hacrtpotika dopmaTa oToOpakeHus: OTPUIIATETbHBIX YHCET.

— Hacrtpoiika oToOpakeHus BaJIfOTHI 17151 IEHeXKHOT'0 ¥ GUHAHCOBOTO (pOPMATOB.

— B03MOXHOCTb pa3ziesisiTb IPYIIIbI pa3psiioB.
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— Hacrtpoiika oTtobpaXkeHusl KOJIM4ecTBa [eCATUYHBIX 3HAKOB Ul YUCJIOBOIO, JAEHEeXXHOrO,
(pUHAHCOBOrO, IIPOLIEHTHOI'O U 3KCIIOHEeHIIMAIbHOTO GOPMaTOB.
— Hactpoiika otoOpakeHus: apobeii: ofmHa 1udpa, 1Be 1MUdPbl, TPU IUPHI, TOJIOBUHHbIE,

YeTBEPTHBIE, BOCbMbIE, IIIeCTHA/IIIAThHIE, IeCsIThie, COTHIE.

7.2.8 Paobora ¢ ¢popmyramu

— KonupoBanue u BcTaBka GpOpMYy!I.

— OTobpakeHHe TOJICKA3KU CO CIIMCKOM (OpMYJI II0CJIe BBOJIAa IIepBOT0 CUMBOJIa GOPMYJIBL.

— [lopep>kka MMeHOBaHHBIX MANla30HOB JIISl JOKYMEHTOB, 3arPy>KeHHBIX C KOHBepTaluen
BO BHyTpeHHUH popmaTt XODS.

— Bribop ¢dopmyn u3 crivcka mojjiep>KiBaeMbIX.

— Boi6op aprymeHTOB $GOpMYJIbl HA’KaTHEM JIeBOW KHOIKH MBIIIH 110 sSiTYeiKaM TabIuIibL.

— [lopep>kka CCBUIOK Ha SlYeMKM M [IMalla3oHbl sdeek, IepecueTa, oOpaboTky ommbok
BBIUKCJIEHUS], BIOXKEHHBIX QyHKIIHH.

— OGHOBIIeHME CCBUIOK Ha sS'YelKH C y4eTOM OTHOCHUTeJIbHOM ajjpecalluul IIpU BCTaBKe paHee
CKOIIMPOBAHHOM WUJIN BbIpe3aHHOU (HOPMYJIBL.

— Brijienienyie 1BeTOM UMeHOBaHHBIX JUAIIa30HOB.

— Brizenienrie 00/1acTd JJaHHBIX MMEHOBAHHBIX IUAla30HOB COOTBETCTBYIOIIMM IUAlla30HY
IIBETOM B peXXrMe peJJaKTUPOBAaHUU (HPOPMYJIBL.

— Bo3MoxHOCTB BEIOpATh CCHUIKY WM apryMeHT QYHKIUH C JIF000T0 JIUCTA.

— [lopep)kka MMEHOBAHHBIX IMANla30HOB U 00sacTell C NpPMMeHeHHBIM TabJIUYHBIM CTUJIEM
¢dopmMaTHpoBaHUS B NIOACKA3Kax IpU BBOJle GOPMYIIHI.

— [lonmepxka pervoHasIbHBIX CBOWMCTB pasfiefIMTesIsi 4ucell B apryMeHTe Koja d¢opmarta
¢ynkunu TEKCT.

— [lopnepxka koMaHABp! ABTOCyMMa IpU paboTe ¢ YUCIIOBBIMU AaHHBIMU (PyHKkIus CYMM).

— Py4Hoe u3meHeHue pa3Mepa CTpoku GOpMY!L.

— ABTOMaTHYecKOe paclIMpeHHe pas3Mepa CTPOKM ¢OpPMYyJl B COOTBETCTBUHM C ee
COJIePXKUMBIM.

— B03MOXHOCTb BBIYMCIINTL 3HAUYeHHe BblleJleHHOW o6sacTv $GopMyiibl (IIPOMeXXyTOYHBIN

pes3yJibTar).

7.2.9 Pabora c nmarpaMmamMu

— OrobpakeHue IByXMepHBIX IMarpaMM Jyisl JOKYMeHTOB, 3arPY>KeHHbIX C KOHBepTaIuel Bo

BHyTpeHHUN popmat XODS.
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— [lommepxxka rucTorpaMM M JIMHEWYAThIX JUarpaMM: C TPYIIMPOBKON, C HaKOIUIEHUEM,
HOPMHPOBAHHA4A C HAKOIIJIEHHUEM.

— ITognepxka rpadvKOB: CTaHJAPTHBIA, C HAKOIJIeHWeM, HOPMHUPOBAHHBIN C HAaKOIUIEHUEM,
CTaHAAPTHBIA C MapKepamMH, C HAKOIUIEHHEM U MapKepaMH, HOPMUPOBAHHBIA C
HaKOIUIEHHeM U MapKepaMH.

— OrobpakeHue MarpamMMm C 006JIaCTSIMM: CTaHAApPTHAs, C HAaKOIJIeHWeM, HOPMHUPOBaHHAs C
HaKOIIJIeHWeM, CTaHJapTHAsl KPyroBast AvarpamMma.

— Onnuu «BBIIETIUTEY, «BBIPE3aTh», «KOIUPOBAThY, BCTABUTHY) U «yJAJIUTH) JHArpPaMMy.

— [lepemerlrienre fuarpaMmel Ha JIUCTe.

— H3menenue tuma AxarpaMMbl.

— WamMenenue 0651aCcTh UCXOJHBIX IAHHBIX IMAaTPAMMB.

— V3aMeHeHme pa3mMepoB JUarpaMMmBl.

— BcraBka guarpamm.

— H3menenue AWalld30Hd OdHHBIX JUal'PAMMEI.

— V3aMeHeHMe 3arosioBka JarpaMmsl.

— V3aMeHeHme HanpaB/IeHUs PSI/IOB TAHHBIX.

— Bo3MoxxHOCTD YKa3dTb JdHHbIe I ITOAIINCHU Hd KOOPAWHATHBIX OCAX.

7.2.10 ITonpepxxka MaKpOKOMaH/,

Ho;:[;:[ep>1<1<a MdKPOKOMAaH/I Ha A3bIKe IIPOrpdMMHPOBAHHA Lua.

7.2.11 CopTHpoBKa JaHHBIX

— CopTupoBKa siueek B BbIJIeJIEHHOM 00JIaCTW MO BO3PACTaHUIO U yOBIBAHUIO 3HAYEHUS, I10
andaBuTy U B 00paTHOM HallpaBJIeHUH.

— Cosnanue, peJaKTHPOBaHKeE U yAaJIeHHe ITPOBEPKH JaHHBIX ISl BBIODAHHBIX SYEeK.

7.2.12 ®unbTpanus JaHHBIX

— Bxutiouenue u BbikiIIoUeHHe GUIBTPAIIMU siueeK B BblIeJIEHHOM 00J1acTy.

— Br100op 0fHOT0 Ui HECKOJIBKUX 3HAa4eHUH ISl IpUMeHeHus QUIIbTPa.

— Ilouck 110 1OCTYIIHBIM 3HaUeHUsM il IpUMeHeHUs! GUiIbTpa.

— Orobpaxxenre uHPOPMALIMM O KOJIMYECTBe IIOBTOPEHUN HEeYHUKAJIbHOI'O 3HAa4YeHUs B
BbIJIeJIEHHOM 00J1aCTH.

— Bri0op Bcex JOCTyIHBIX 3Ha4eHUH Il IpUMeHeHus: GUIIbTpa.

— Oumucrtka ¢pumnpTpa.
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— O6HoBleHKe GUIIbTPA.

— CoptupoBKa siueek B o0OacTy GWIbTPAllMUA MO0 BO3PACTAHUIO U yOBIBAHUIO 3HAYEHUS, IO
andaBUTy ¥ B 0OpaTHOM HaIpaBIIeHUH.

— KonupoBanwue quama3oHa siaeek 6e3 JaHHBIX, CKPBITBIX (PHIIbTPaMH.

— 3anonHeHre OTPUIBTPOBAHHOTO /MAalla30Ha Yepe3 aBTO3allojHeHHe (BKIioYasi GOpMYJIbl)

IIOCPeaCTBOM IIPOTATWMBaHHWEM [JdHHbBIX 3d MapKep STYCUIKH.

7.2.13 YcnoBHOe popMaTHpOBaHHE

OtobpaxkeHue ycjioBHOro (popMaTUPOBAHUS B siUeMKaX.

7.2.14 CBognbIe Ta0/ MBI

— OTobpakeHre CBOIHBIX TaOJIHII.

— YaneHue CBOJHOU TaOIUIII IEJTUKOM.

— O6HOBIeHUe JaHHBIX CBOIHOU TaOIUIILL.

— OtobpakeHue GUILTPOB K JAHHBIM B CBOJHOMW TaOJHIIe.

— Bo3MOXXHOCTh OTPHUIBLTPOBATh 3HAYEHHUSI B CBOJTHOM TaOJIUIle TI0 OHOMY HJIM HECKOJIbKUM
TIOJISIM.

— CrarycHble yBefioMJIeHUs 00 onepanusix C JAHHBIMU CBOJIHOM TaOJIUIIbI.

— YBenomsieHUs! TIPU BO3HUKHOBEHUM CJIeAYIOIIMX OMIMOOK: UCTOYHUK JAHHBIX He HaWJleH,
HWCTOYHMK JJAHHBIX COJIEPXKUT TOJIBKO OJIHY CTPOKY.

— YBeniomsieHre TP OOHOBJIEHUM CBOJHOW TaOJIMUITbI: NCTOYHHK JAHHBIX COJIEPXKUT ITyCThle
STYeUMKU B IIePBOM CTPOKe UCTOYHUKA JAHHBIX.

— YBenomiieHre Tpu OOHOBJIEHWH CBOJHOM TaOJIMIIBI, €CJIM OHO IpUBeJleT K IoTepe
CBEpHYTBIX 3HAYeHWH, BBIYMC/ISIEMBIX TIOJIeM, BBIYKCIISIEMbIX JJIeMeHTOB, ¢opmara
oTOOpakeHusl 3HaYeHUSI.

— YBenomsieHre 1py 0OHOBIIEHUU CBOJIHOM TaOIUIIBI, €CTIM OHO MPUBEJET K pacCIIMpeHUIo ee
06J1aCcTy Ha sTYerKH, cojieprKalllye JaHHbIe.

— O6GHOBIEHHEe BBEIUUCIIEMBIX OJIeH.

7.2.15 PaboTa co cChUIKaMHU U THIIePCCHLIKAMU

— Otobpakenue 1 GopMaTHPOBaHHE CCHUIOK KAaK TMIIEPCCHUIOK.
— OTobpakeHHe MOJICKA3KK C afpecoM THIepCCHUTKYA MPU HaBeJIeHWHM Kypcopa MBIIM Ha
CCBUIKY.

— BcraBka ¥ peflakTHpOBaHHe TUIIEPCCHIIOK.
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— BcTaBka CCBIJIKM B BBIJIeJIEHHBIH TEKCT.

— ABToMatuyeckoe GOpMaTUPOBAHUE CCHUIOK U 3JIEKTPOHHBIX afpecoB KaK TMIIePCCHUIOK.

— KonmpoBaHnue CChIJIKUA Ha JIOKYMEHT.

— I[lopnep>xka ccbutok B ctwiie R1C1.

— B03MOXXHOCTh KONTMPOBATh aipeC CChUIKH, UCII0JIb3YsI KOHTEKCTHOE MEeHIO.

— BceruibiBatoiliee OKHO C BO3MOXKHOCTBIO KOIMHMPOBATh YW peJJaKTUPOBATh aJipeC CCHUIKH, a
TaK)kKe KOMaH/JIOM TiepexoJia Mo CChIIKe.

— OToOpakeHre CO3MAHHBIX B CTOPOHHHUX pefaKTOpaxX CCHUIOK Ha JIMCTBI, SYEWKU WU

JHAalla30HbI d49€eeK.

7.2.16 Pa6oTa c u300pazkeHUSIMHU

— Otobpaxkenue uzobpakenuit B popmatax JPEG, JPG, PNG, GIF, SVG, WEBP, BMP.

— BcraBka nzobpaxkenuii B popmarax JPEG, JPG, PNG, GIF, SVG, WEBP, BMP.

— Brisiesienne uzo0pakeHuH.

— Y nanenuie u3o0pakeHUH.

— Mi3meHeHue pa3mepa n300pakeHUH.

— DYHKIUU «BBIPE3aTh», «KOTTMPOBATh», «BCTABUThY U300paKeHue.

— [lepemerienuie n3obpakeHusl.

— OTobpakeHre pa3BepHYTHIX TOJT YTJIOM U300pakeHHH.

— Brinenenue u nepemeliieHre MOBePHYTHIX N300pakeHUiA.

— XpaHeHue CKONMMPOBAHHOTO U300pakeHUs B cUCTeMHOM Oydepe obMeHa [jisi BCTaBKU B
NpyTHe MPUIOXKEeHHS.

— ABTOMaTHYeCcKoe yMeHbllleHHe MacllTaba u300pa’keHUs] TPU BCTaBKe, pa3Mep KOTOPOTO
MIpeBbIIIaeT FPAHUIIBI BUAUMOM 00JIaCTH JOKYMEHTAa.

— Bo3MoxxHOCTD nepemMeniaTb I/1306pa)KEHI/I$I C IIOMOIIbIO CTPEJIOK Ha KJlaBHUaType.

7.2.17 Pabota ¢ ¢purypamu

— BcraBka ¢uryp: npsMoyrosibHUK, JJUIMIIC, TPeyTrOoJIbHUK, POoMO, 3arHYTHIM YyTroil, 3Be3fa,
cepiiie, CKOOKH, CTPeJIKHA U BBIHOCKH.

— BcraBka TekcTa U cChUIOK B GUTYDY.

— B03MOXHOCTB BbIJIeJINTh, KOIIMPOBATh, BbIpe3aTh, BCTAaBUTb QUTYPY.

— HM3menenue pa3mepa u Iponopiuu GUrypsl.

— V3MeHeHMe pacnosioeHus B JOKyMeHTe.

— H3menenue OBeTad 3daJIMBKH Cl)I/IprbI.
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— Hacrtpoiika koHTypa purypsl: BbIOOp THIA JIUHUMN, PeryJIMpOBKa TOJIIMHBI JIMHUH, BBIOOP
1IBeTa.

— Bo3MoXXHOCTB 11OJ10OTHATh pa3Mep GUryphl O]l TeKCT BHYTPH.

— OTobpakeHure MOBEPHYTHIX PUTYP.

— Briziesienne u nepemeliieHre MOBEPHYTHIX QUTYP.

— Bo3moxxHOCTB ITepemeniaTh GUTYPHI C IIOMOIIBIO CTPEJIOK Ha KjlaBUAType.

— Ynanenuve Gpurypsl.

7.3 PabGoTa c mokyMeHTOM

7.3.1 Ilouck u 3aMmeHa

— Ilouck 1 3aMeHa 10 COJIEP>XKUMOMY JOKYMEHTa.

— Ilouck 1 3aMeHa ¢ y4eTOM perucTpa U CJIoBa IeJIMKOM.

— IIpocMoTp KOJIMYeCTBa COBIAJIEHUM TIPU TTOKCKe.

— Ilouck Ha TekyIileM JIMCTe UM 110 BCeM JIUCTaM.

— Ilouck 1o TekcTy JOKYMeHTa, OTKPBITOTO B peXXuMe IpOoCMOTpa.

— Ilepexon k ciiefiyroreMy Wid MpeblIyIeMy CJIOBY MOC/ie 3aMeHbl.

— B03MO0OXXHOCTh 3aMeHHUTD OHO CJIOBO WJIK BbIpdXeHHe; BO3MOKHOCTb 3dMeHUTb BCe.

7.3.2 IIpoBepka opdorpadpun/myHKTYyanuu

— IlpoBepka op¢orpadpumu mis pyccKoro, aHIVIMKCKOrO, (PPaHIy3CKOTO M HCIIAHCKOIO
SI3BIKOB.

— [IpoBepka rpaMMaTHKH JUIsl PyCCKOT'O SI3bIKA.

— OxkHo BbIOOpA cJ10Baps AJisl IpoBepKU opdorpaduu.

— Bribop ojiHOTO, ABYX WM TpeX CjioBapew Jiisi poBepku opdorpaduu 0JJHOBPEMEHHO.

7.3.3 IIpaBku

— OTMeHa ¥ BO3BpaT UCIIPABIIEHU.
— OTtMeHa ¥ BO3BpaT ollepalui.
— BoccraHoBneHre yIajeHHBIX JIMCTOB IIPU OTMEHe COOTBETCTBYIOIIEIO COBEpIIeHHOTO

IeCTBUL.

7.3.4 3amMeTKHn

— Co3snaHue, pelakTUPOBaHMe U yaJieHHe 3aMeTOK K siueliKaM.

- CDOpMaTI/IpOBaHI/Ie TeKCTa B 3aMeTKe.
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— OrobpakeHHe 3aMeTOK B pe)XkuMe IIPOCMOTpa JJOKyMeHTa.
— OrobpakeHre UMeHHU I10JIb30BaTeJIsl, OCTaBUBIIIEro KOMMeHTapHuH.
— Ilognepxka oTobOpakeHHsT MMeHM IIO/Ib30BaTeslss B 3aMeTKaX, CO3[@aHHBIX B CTOPOHHHUX

penakTopax.

7.3.5 O6muii focTyn

— IlpepocraBinenue o6iiero AOCTyna IMpU HAJIWYMM TpaB Ha peJaKTUpPOBaHWe WU
yTpaBJieHHe JOKYMEHTOM.
— CBejnleHus 0 1paBax 00611ero JOCTyIa Ha OOKOBOM NaHeJH MPUJIOXKEeHUSI.

— 3anpoc 1paBa pelakTHPOBAHUS B OKHE ITPOCMOTpa JJOKyMeHTa C JIOCTYIIOM Ha IIPOCMOTP.

7.3.6 CoBMecTHOe peJaKTHPOBaHHe

— CoBMecTHOe peJlaKTHPOBaHUe JIOKyMeHTa.

— PexxuM uTeHMsI, B KOTOPOM HEJIOCTYTIHBI JIFOObIe IeMCTBHUS C JOKYMEHTOM.

— Mudopmarys o Apyrux ydyaCTHHKax MPU COBMECTHOM peJJaKTUPOBAHUM: WMsl, IIBETOBAs
WHAWKAIY, BblJeJieHue dq4yeexk.

— ABTOMaTHYeCKOoe cOXpaHeHue U3MeHeHH! B IOKYMeHTe.

— ABTOMaTHYeCKOe COXpaHeHHe [IOKyMeHTa TIIph BbIXOJle OTHOeJIbHBIX yYaCTHHUKOB
peaKTUPOBaHUSI WK BCeX YYaCTHUKOB.

— YBenomsienre 06 U3MeHeHUH IpaB JOCTyIla B OTKPBITOM JIOKYMEeHTe.

— Ilepexop kK Kypcopy coaBTOpa C MOMOIIbI0 OOKOBOH MaHEeJH.

— YBeniomiieHHe 0 HeBO3MOXKHOCTHU TIEPeUTH K KypCOpPY COAaBTOPa, eCJIM COaBTOP HAXOJUTCS B

HESHFPYXCEHHOﬁ YdCTHU JOKYMEHTA.

7.4 Paborta c rotoBbsIM ¢aiiiom

7.4.1 CraTucTUKA JOKYMEHTa

— OrobpakeHre TIporpecca 3arpy3kd, TIIporpecca IIe4aTH, CO3/aHUSI HOBOW BepCHH
NOKyMeHTa, BCTaBKM KApPTHHKW M TIOJIFOTOBKM JOKYMEHTa Ui 3KCIIOpTa B CTPOKe
COCTOSTHUSI.

— M3meHenue maciraba JOKyMeHTa B CTPOKe COCTOSIHUS U KOMaHIHOM MEHIO.

— IlpenycranoBnenHble YpoBHH MaciirabupoBanus: 50%, 75%, 100%, 125%, 150%, 200%,
400%.

— 3a/laHKe TIPOU3BOJILHOM BeJIMUMHbI MaciTaba B nnpefesniax ot 50% mo 400%.
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7.4.2 Ilonnepixka yBeIoMJICHHI

— NudopmanmonHoe npenynpexxjeHue npyu 06 beIMHEHUH siueek, CofiepKallix JaHHbIe.

— OrkJTtoueHue yBeJIOMJIEHUU.

— YBegomsieHne 00 omuMOKe COXpaHeHUs! [IOKyMeHTa C WHoOpMalyded O BpeMeHU
II0CJIeIHero0 YCIIeIIHOI'0 COXPaHeHUsl.

— YBeJloMJleHHe 0 HeBO3MOXXHOCTH OTKPBITh 3allIMIIEeHHBIN nTaposieM daul.

— IlpenynipexxyieHrss o TNpuOIMXKAIONEMCSl 3allOJIHeHWW XPaHWIMIA I0Jb30BaTeniss U 00
OTCYTCTBUH CBOOOJTHOTO MeCTa B XpaHUJIMIIe [10JIb30BaTeIsl.

— YBenomiieHre 06 yCTaHOBKe HOBOM BepCHHU IIPOJYKTa.

— BcenbiBaroniye yBesiomiieHHs 06 ommbkax aBTOPU3aIUU.

— IlpenynpexzaeHue o0 NpekpalleHUH BO3MOXXHOCTH PeJaKTHPOBAHUS JIOKYMeHTa B CBSI3U C
MIPOJIOJDKUTENIbHBIM Oe3[leliCTBMeM B COOTBETCTBUM C HACTPOMKAMH, YCTaHOBJIEHHBIMU
aIMUHUCTPATOPOM CUCTEMBI.

— YBellomyileHHe O HEBO3MOXXHOCTU TIPOKPYTKM JIOKyMeHTa, eCjid 3aKpeIllJleHHass 006JacTb
IIpeBbIlIaeT BUJUMYIO 00JIaCTh JIUCTA.

— Ilpenynpexaenue o He0OXOIWMOCTM OOHOBUTH CTPAHUIYy IPU H3MEHEHUM CHUCTeMHBIX
HACTPOeK aJIMUHUCTPATOPOM.

— YBenomileHre O HeBO3MOXXHOCTH 3arpy3KU OIlpejle/IeHHbIX TUIIOB (PaniIoB, 3allpellieHHbIX

VIS 3aTPY3KH a/IMUHHACTPATOPOM CUCTEMBI.

7.4.3 IleyaTh JOKyMeHTa

— IledaTh mokyMeHTOB B Opay3epax Ha 6aze Chromium.

— IloaroTroBka mokymeHTa jyis redaTul B 6pay3epax Firefox, Safari.

— Hacrtpotlika neyaTu JOKyMeHTa 110 pa3Mepy CTPAHUIIBL.

— IlevaTh 3ar0JI0BKOB CTPOK M CTOJIOIIOB.

— Bribop obmacty ne4aTu: TeKyIIMH JIMCT, BCe JIMCTHI, BblleleHHasl 06J1acTh.

— Bribop opuenTanuu (roptpeTtHasi, anibb0MHast), pacrojoxkeHue (110 IIMPUHe CTPaHUIIbI, 110
pa3Mepy CTpaHUIIbl, GaKTUYECKUN pa3Mep) U MOPSIOK CTPAHUIL ITPU MeYaTH.

— Ileuyathb C ceTKou.

— ®opwmarsl ctpanutel: A0, Al, A2, A3, A4, A5, A6, B4, B5, Letter, Legal, Executive, Folio.

7.4.4 O0MeH TOKyMeHTaMHU

- OTHpaBKa AOKYMeHTa BJIO)KeHHeM II0 IIo4YTe, IIpU HaJIW4YUW HHTerpdiik C IOYTOBOM

CUCTeMOU.
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— Bribop ¢dopmata IokyMeHTa U rojyJyaTesen.
— JlobasiieHue cooOIIeHus.

— OrtmpaBka komnuu cebe.
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8 Beo-npuno:xenue «MoitOduc Ilpesentanus»
8.1 Oowiee

8.1.1 fI3pIkoBas mojaepxKKa

Jlokanu3amusi Ha PYCCKOM, aHIVIMACKOM, paHITy3CKOM, MCIAHCKOM, IOPTYTalIbCKOM,
HEMeIIKOM, HTAJIbSHCKOM, 0ejIopyCCKOM, Ka3axXxCKOM, TaTapCKOM, KbIPIbI3CKOM, apMSIHCKOM U

OAIIKMPCKOM sI3bIKaX.

8.1.2 dopmarsl TOKYyMeHTOB

— OtkpeiTue ¢ainos B popmatax XODP, ODP, PPTX, PPTM, PPT, PPSX, PPS.

— Coxpanenue ¢aitnioB B popmatax XODP, ODP, PPTX, PDF.

— Bribop ¢popmara JoKyMeHTa U ero COXpaHeHHe JIOKaJIbHO Ha YCTPOWCTBO.

— PenaktipoBanue ¢aiinnoB B ¢popmarax PPTX um ODP 6e3 xoHBepTraliliv BO BHYTpEHHUM

dopmar.

8.1.3 BepcuonupoBaHue I0KyMeHTOB

— Co3znaHue HOBOM BepCUU JIOKYMeHTa.

— OTKpBITHE Ha IPOCMOTP BepCUH, OTJIMYHON OT TeKYIIeH.
— OKcnopT 110601 BePCUM IOKyMeHTa B HOBBIM JJOKYMEHT.
— CoxpaHeHMe JIOKyMeHTa KaK OT/IeJIbHOU BepCHH.

— Bo3MoxxHOCTb 33/1aTh Ha3BaHKe BePCUH JJOKYMeHTa.

— Co3znaHue KOMMeHTapusl [yl BepCUH IOKyMeHTa.

— ITpocMoTp pa3mepa JIOKyMeHTa C y4eTOM BCeX BepCHIA.

8.1.4 UnTepdeiic

— Ilepexon k BLIOOPY JIPYTHX NPWIOXKEHUN Yepe3 MeHIO.

— OTobparkeHMe WHUIMAJIOB WX GOTO MOIB30BaTEIS.

— OrobpakeHue Ha3BaHUs TEKYIIEro JOKyMeHTa C ero paciiupeHueM.

— JlobaBnenue/yajneHve OTKPBITOTO JIOKYMEHTAa B/M3 M30pPAaHHOTO C IOMOIIbIO OTMETKHU
dmarom.

— Paspenst  komanpHoro  meHwo:  «lIpaBka», «BcraBka», «Popmaty, «Cmanny,
«MHCTpyMEeHTBD».

— [lanenb MHCTPYMEHTOB JJ1sl peJTaKTUPOBAHUS TTPe3eHTaIlhM.

— BoxoBas nanesns ¢ pasnenamu «CoiicTsa ¢aina» u « BcraBkay.
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— OTobpakeHue/CKpbITHE ITaHEeIN HaBUTAIIUH.

— OTobpakeHue MOPSIIKOBOIO HOMepa TeKYIero cjaakja W oO0IIero KoJMYecTBa CJIAUIOB
MIpe3eHTaI[uH B CTPOKE COCTOSIHUSI.

— IIpocMOTp CBOWICTB OTKPBITOTO JIOKyMEHTa: IMOJIHOe Ha3BaHHE IOKYMeHTa, pacIIMpeHHe,
pacmosio)keHue, pasMmep, JlaTa CO3[aHUs, JaTa TOCTIeAHEero M3MeHeHHWs, KeM H3MeHeH
00BeKT, BUJ MpaB JOCTyIMa, CIKMCOK IOJb30BaTeJied U TPYII, KOTOPBhIM Ipe0CTaB/IeH
IOCTYTI.

— CTpoka COCTOSIHUSI CO CBeJIeHUSIMH O BBIOpAaHHOM CJlaiijie, 00IeM KOJIMYecTBe CJIAMIOB U

CTaTyCe COXpaHeHHsd U3MEeHeHHUM B HAOKYMeEeHTe.

8.1.5 O6mmii nocTyn U coBMecTHast padora

— [IpepocraBienue/u3MeHeHre [IOCTyIla K JOKYMEHTY IPYI'MM II0JIb30BaTessiM: IPOCMOTP,
pelakTHpOBaHUe, yIIpaBjleHue, JOCTYII 3allpelleH.

— OHOBpEeMeHHOe peJJaKTHPOBaHMe JJOKyMeHTa HeCKOJIbKUMHU I10J1b30BaTesIsIMU.

— OTobOpakeHre WHUIIMAJIOB COABTOPOB JIOKYMEHTA.

— OrobpakeHue Kypcopa TOro e I1BeTa, YTO ¥ aBaTap COaBTOpa.

— 3amnpoc Ha Ipe/IoCTaBlleHHe JOCTyTIa K peJaKTHPOBAaHUIO IOKyMeHTa.

— B03MOXHOCTD [T0/1eTTUTHCSI BHYTPeHHe /Ty 6JIMYHOM CChIJIKOM Ha JIOKYMEeHT.

— OtnpaBKa JOKyMeHTa 110 IoYTe (IIpY HAJIMYUU NOJKIIF0YeHHOM [10YTOBOM CHUCTEMBI).

— [lepexop k ciaiily, C KOTOpBIM paboTaeT coaBTOP, IIPX HAXKaTUX Ha ero aBaTtap Ha O0OKOBOM
[aHeJu.

— BcenubiBaroliiee coob1iiieHHe 0 HeBO3MOXKHOCTH IIepeiTH K KypCcopy COaBTOpa, ecld COaBTOP

HAXOJIUTCS B He3aTrpy>KeHHOM 4acTy JOKYMeHTa.

8.1.6 YBenoMminenua

— YBenomsieHHe O HAJIMYUHU OOHOBJIEHUI TTPUIOXKEHMUSI.

— YBeliomJleHHe O TOM, YTO MeCTO JIjIsl XpaHeHUsI $alsioB IpUOIMKaeTcs K yCTaHOBJIEHHOMY
JIAMUTY.

— YBeJlomJileHHe O TOM, YTO MeCTO Ui XpaHeHHs (aiyioB JOCTWIVIO pa3Mepa BblJeJIeHHON
KBOTBIL.

— [IpepynpexxieHrie 0 HeOOXOAWMOCTH OOHOBUTH CTPAHMILY IIPU M3MEHEHWH CHUCTEeMHBIX
HACTpPOeK aJIMUHUCTPATOPOM.

— YBeJloMmJileHHe O HeBO3MOXKHOCTH 3arpy3KH OIlpefleIeHHbIX THUIIOB (ailyioB, 3ampelleHHbIX

I 3aIrPy3KHU dIMUHUCTPATOPOM CHUCTEMBI.
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8.1.7 CpaBka

— IIpocMOTp cripaBKY HAa PyCCKOM W @HTJIMHACKOM SI3bIKAX.
— I[IpocmoTp nHbOpMaLy 0 BepCUM TTPUIIOXKEHUS.
— Knonka «O6paTHasi cBsi3b» [ij1s1 obpalteHus B CI1y>K0y TeXHUYeCKOH O PXKKHU.

— [IpocmoTp onucaHust HOBBIX QYHKIIMH IPUIIOXKEHHS.

8.2 IloaroroBKa IOKYyMEHTOB

8.2.1 Pabora c nokymMeHTOM

— Co3snaHre HOBOTO JJOKYMeHTa.

— Co3snaHre HOBOTO JJOKyMeHTa 1o mabiony B popmatax XOTP, POTX u POT.

— Co3znaHue HOBOM BepCUU JIOKYMeHTa.

— OTKpBITHE CyIIeCTBYIOIIero JOKyMeHTa.

— OrtkppITHe 11ab0Ha JOKYMeHTa /IJIsl peJJaKTHPOBaHMUSL.

— OTKpBITHE JOKYMeHTa U3 CIIMCKa HeJJaBHUX JIOKyMeHTOB.

— [lepenMeHOBaHMe NOKyMeHTA.

— ABTOMaTHYeCKOe COXpaHeHue JJOKYMeHTa IIpY BHeCEeHUU B Hero U3MeHeHUH.

— Co3snaHue KOIWY TeKyIlero JOKyMeHTa.

— CoxpaHeHue JOoKyMeHTa Kak 1abiioH B popmate XOTP.

— 3arpyska U OTKpBITHe HOBOI'O JIOKYMeHTa C YCTPOMCTBA I0JIb30BaTesiss UiIM U3 $aiioBoro
MeHeJpKepa.

— OTMeHa/TIOBTOpP [IeWCTBHS C IIOMOIIbIO OBICTPHIX KJIABMII WM KHOIIOK Ha I1aHeu
HMHCTPYMEHTOB.

— OTobpakeHue 3arpy>KeHHbIX MT0JIb30BaTEJISIMU M300pakeHunH (aBaTapoB).

- CKprTI/Ie UIn OTO6pa)KEHI/Ie I'PaHUIIbI TEKCTOBBIX OJIOKOB B pexrume pelaKTUPOBAHUW .

8.2.2 PaboTa co ciaiimom

— DBBICTpBIN NTepexo]; Mex/ly Cllai/laMHu.

— CosznaHue/yiajieHre HOBOTO CJIania.

— Co3naHue ciaijia ¢ MaKeToM 0 YMOJTYaHUIO WM C BbIODAHHBIM MaKeTOM: «3aroJiOBOKY,
«3aroJIoBOK Y IIOJ3ar0JIOBOKY», «3aroJIOBOK U TeKCT», «3aroJOBOK M [Ba CTOJIOIay,
«3arosoBoK cianga», «Ilycroi ciaimy.

— B03MOXHOCTE BbIpe3aTh, KONMPOBaTh, NyOIMpOBaTh, YHAISITh W BCTaBJSATb CJAW] B
npefesax OJHOr'O JOKYMeHTa IIpe3eHTallUH.

— M3MeHeHMe nopsiika CIauJIoB.
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— Bribop 11BeTa 3ayvBKkU $HOHA Claka U3 IBETOB TEMbI, U3 MOCTIeHUX PUMeHEeHHbIX paHee
B Osioke «Ilocneqnue 11BeTa» MM MPOM3BOJILHOIO I1BeTa B Oyioke «JIpyrue 1iBeTa» B Buje
HEX-kona.

— 3anuBKa (poHa ciaiia n300pakeHUeM.

— Ilepemernienue 06beKTOB Ha Cilaiijie 110 OCH Z.

— Ilepexon Kk KOHKpETHOMY CjaWay IIpe3eHTallU C TIOMOIbI0O CTPOKHA COCTOSIHUA,

KOMdHJHOI'O MEHIO Y I'OpAYrX KJIaBHIII.

8.2.3 Pabora c Tekcrom

— BBoj TekcTa B TeKCTOBOe ToJie, pUrypy win uzobpaxxeHue.
— dopmaTtrpoBaHye BBeJIEHHOTO TeKCTa.
— ABTOMaTHueckas 3aMeHa CUMBOJIa Aedrica CUMBOJIOM CpeJIHero THpe.

— ABTOMaTHueckas 3aMeHa JBOMHBIX KaBbluek (") Ha ¢ppaHIly3cKHe KaBbIUKU («»).

— YnaseHue oJTHOTO MJIM HECKOJIbKUX CUMBOJIOB WK pparMeHTa TeKCTa.

— Bo3MoXHOCTb BbIpe3aTh, KOIIMPOBATh U BCTAaBUTh TEKCT C COXpaHeHHeM ¢popMaTUPOBaHUs
v 6e3 coxpaHeHHs GOPMAaTHPOBAHMUSL.

— [lepemerienue TekcTa BHyTpY OJTHOM PUI'ypHI IepeTaCKUBaHHEM.

8.2.4 PaboTa co cchlIKaMH M THIIePCChIIKAMH

— JlobaBieHue CChUIKM B IOKyMeHT C IIOMOIIbI0 KOMaHJHOT'O MeHIO, TaHeJId WHCTPYMEHTOB,
MeHI0 «BcTaBka», KOHTEKCTHOI'O MeHIO, FOPSIYMX KJIaBUIIL

— JloGaBnieHne CCHUIKA K BblJleJIeHHOMY ¢parMeHTy TeKCTa WIH CJIOBY BHYTPU SYEHKU
TabuIbl, GUTYPBI, M300paXkeHusl WIIK TeKCTOBOr'O OJI0Ka, B KOTOPOM yCTaHOBJIEH KypCOP.

— Co3snaHre CChUIKM B siuerike Tabiuibl, pUrype, n3obpakeHny UiIv TeKCTOBOM OJIOKe.

— ABroMaTH4ecKkoe popMaTUpOBaHMe CCHUIOK U 3JIEKTPOHHBIX aJIpeCOB KaK I'MIIepCCHIIOK.

— Bo3MoXXHOCTb pefakTUpOBaTh TEKCT U afipeC CCHUIKU C IIOMOIIbI0 KOHTEKCTHOTO MeHIO,
IlaHeJIM UHCTPYMeHTOB, MeHI0 « BcTaBka» WM BCILIBIBAIOIIEIO OKHA.

— B03MOXHOCTb KOIHMPOBAaTh ajpeC CChUIKM C IIOMOIIBIO KOHTEKCTHOTO MeHIO0 WU
BCIUIBIBAIOIIEI'O OKHA.

— [lepexop 10 cChIIKe C TTOMOIIBIO KOHTEKCTHOT'O MeHIO, BCIIBIBAIOIIEr0 OKHA WIK IOpsYUX
KJIABHUIIL.

— BcnuibiBarolliee OKHO C BO3MOXKHOCTBIO KOIIMPOBaTh W peaKTHUPOBaTh aApeC CCBHUIKH, a

TaK)kKe KOMaHJIOM Tiepexoia Mo CChIIKE.
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8.2.5 ®opmarupoBaHne TeKCTa

— H3menenue mpudra cjioBa, pparMeHTa TeKCTa UM BCEro TeKCTa.

— H3meneHue pa3mepa mpudTa CJIoBa, pparMeHTa TeKCTa UM BCEro TeKCTa.

— M3MeHeHne HauepTaHUs TeKCTa (IIOIY>KUPHBIM, KyPCUB, IOJJYePKHYTBIN, 3a4epKHYThIN, BCe
MIPONMCHBIe, TOJICTPOYHBIM 3HAK, HA/JICTPOUHBIN 3HAK).

— HM3meHenue 1BeTa mpu@Ta cjioBa, pparMeHTa TeKCTa UM BCEro TeKCTa.

— Bribop 1Beta mpudTa U3 NocieqHUX NpUMeHeHHbIX paHee B Oioke «llocnenHue nBeTa»
WJIY TIPOU3BOJIBHOTO 11BeTa B 6i1oke «/lpyrue niseta» B Bune HEX-kona.

— Brigenenue ciioBa, pparmMeHTa TeKCTa UM BCErO TEKCTa I[BETOM.

— Bribop 1BeTa BblleJieHUs] TeKCTa W3 IIpe/ICTaBJIeHHOW MaJUTPbl, M3 IOCJIeAHUX
[IPUMEHEeHHBIX.

— BrlpaBHMBaHMe TeKCTa B 3allojHUTeNe, purype wid nU3obpakeHWH MO TOPU30HTAIM: I10
JIeBOMY Kpalo, 110 IIeHTPY, 110 PaBOMY Kparo, 0 HIMPUHE.

— BrlpaBHMBaHMe TeKCTa B 3allojiHUTesle, GUIype WM M300pakeHUH IO BepTUKAJIU: 110
LIEeHTpY, 110 BepxHeMy Kpalo, [10 HUKHeMY Kparo.

— BrI60p MexxayCTpOYHOr0 MHTepBaja U3 IpeyCTaHOBJIEHHbIX 3HAYeHUU.

— B03MOXXHOCTB 3a1aTh POM3BOJIbHBIN MeXIyCTPOUHbINA UHTEpBal.

— Bpi60op MeXXCUMBOJIBHOTO UHTepBasa (yIUIOTHEeHHBIN, OOBIYHBIN, pa3pekeHHBIH).

— HM3MeHeHMe MHTepBaJiOB M OTCTYIIOB Jyisl ab3aieB (1iepBasi CTpoKa, OTCTYI CjieBa, OTCTYII

CIIpaBad, MHTEPBAJI 10, UHTepPBAJI nocne).

8.2.6 Pabora co cnuckamu

- COSI[aHI/Ie/y,I[aJIEHHE MdpKHPOBAHHOI'0, HYyMEPOBAHHOT'O UJIK CMeIllaHHOT'O CIIMCKA.
— HM3meHeHue cTuiis crivcka.

- COBJlaHI/Ie HOBOTI'O CIIMCKa B IIOCJIeJHeM HCIIOJIb30BAHHOM CTHIJIE.

— H3menenue YPOBHA BJIO’)KEHHOCTH 2JIEMeHTd CIIMCKaA.

— IIpeobpa3oBaHue cCIMCKa B TEKCT.

8.2.7 Pabora c Ta0/mmmamMu

— BcraBka/peiakTpoBaHue/yaaneHue TabJuIlbl.
— Brisiesienue TabuIlbl, CTPOKHU, CTOJIONA, TYEHKU TabITUITbI.
— PenakTripoBaHue siueiiku TaOIUIIBI.

— BcTaBka HOBBIX CTPOK BBIIIIE/HIKE YKHBHHHOﬁ CTPOKH, B Ha‘laJ'IO/KOHEL[ Ta6J'II/II_[bI.
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— BcraBka HOBBIX CTONOIOB CjeBa/clipaBa OT YyKa3aHHOIO CToiOI@, B Havajlo/KOHeI|
TaOIUIIHI.

— M3meHeHue pa3mepa CTPOKH/CTOJIOIA/sT9eeK TaOIUITbL.

— YcTaHOBKa OOMHAKOBOT'O pa3Mepa Jijisl HeCKOJIbKUX CTPOK/CTOJIOIOB TabIUIIbI.

— HM3MeHeHue pazmepa TabiuIlbl C COXpaHeHUeM Wi 6e3 CoOXpaHeHHUsI IPOIOPIIUA.

— OOBbeivHeHYe siueeK TabJUIbI C COXpaHeHreM JaHHBIX TOJIbKO M3 BepXHel JIeBOU siuerKHU.

— PasbeqiuHenue siueek TabIUIHI C TepeMellleHreM JaHHBIX B BepPXHIOIO JIeBYIO STUeHKY.

— 3amnoJiHeHye sTYelKU TaOIUITbl IBETOM MM U300pakeHueM.

— BrIbop 1BeTa 3aJIMBKU SlMeMKUW U3 1IBETOB TeMbl, M3 MOCJIeJIHUX [PUMEHeHHBbIX paHee B
omoke «Ilocnmequue 1BeTa» WKW MPOU3BOJILHOTO IBeTa B Oioke «/lpyrue 1iBeta» B BuUIe
HEX-kona.

— Mi3MeHeHMe MapamMeTpoOB T'PAHMI] SYeUKU/quana3oHa sueek/CTPOK/CTOI0IOB/TabUIIbl: THII
TPaHUI], TUI U IIBET JINHUMU.

— Boibop 1BeTta rpaHMI] M3 IBETOB TeMbl, U3 TOCJIeJIHUX INPHMEHEeHHBbIX paHee B OJIOKe
«IlocnmeHue 11BeTa» WM MPOM3BOJILHOTO IBeTa B Oyioke «Jlpyrue 1Beta» B Buae HEX-
KOJIa.

— YnaneHue rpaHuIl ;YerKy, qUara3oHa siueek, CTPOK, CTOJIOIOB, TaOIUIIbL.

— KonmpoBanue TekcTa B siueikax TaOJIUIIbI B peXkuMe MPOoCMOTpa JOKyMeHTa.

— [lepemertienrie TaGIUIIbI 110 CITAMY.

— Ilepemenienue TabMIIbI HA OJIMH YPOBeHb BIlepe]l/Ha3aJ] OTHOCUTEJIBHO JIPYroro oObeKTa.

— Pa3meliieHre TabnuIlel 1epefi/3a OCTaIbHBIMU 0ObEKTaMHU.

— YnaneHue oJTHOM WIX HECKOJIBKUX CTPOK.

— YpaneHue oJHOI'O UJIM HECKOJIbKUX CTOJI6I_[OB.

8.2.8 Pabora c uzodpaxkeHnIMH

— JloGaBeHue n300pakeHus HA CIIAW/I.

— Hacrtpotika oTobpakeHus1 KOHTypa n3obpakeHus (IBET, TOJIIMHA, TUI JIMTHAUU KOHTYPA).

— Bribop 11BeTa KOHTypa M3006pa>keHust U3 I[BETOB TeMbI U3 MOCJIeIHUX IIPUMEHeHHbBIX paHee
B Osioke «Ilociennue 11BeTa» MM MPOM3BOJIBHOIO I1BeTa B Oyioke «/[pyrue 1iBeTa» B BUje
HEX-xona.

— YaneHuve KOHTypa “300pakeHus.

— H3meHeHune pasmepa u3o0pakeHUs] C COXpaHeHHWeM IIPOINOpIuN WK 0e3 COXpaHeHUs
IIPOIIOPIUNA.

— ABTOMaTH4YeCcKoe yMeHbIIIeHHe BCTaBJIEHHbIX MU300pakeHWM, pa3Mep KOTOPbLIX MpeBbIllaeT

BUJIUMYIO 00JIaCTh CJIaijia.
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— Ilepemernienue n300pakeHus1 O CJIAMY.

— Ilepemernienue u300pa’keHUs] Ha OIWH YPOBEHb BIepe/i/Ha3aji OTHOCUTEJIbHO JIPYroro
00BeKTa.

— Pasmelnienne n3obpakeHus repej/3a OCTaJIbHBIMU OObeKTaMH.

— Ynanenue uzobpakeHusl.

8.2.9 Pabora c purypamu

— BcraBka/ynaneHnve/nepemelnieHue/usMeHeHe  pasmMepa GUryp  CJIeyIOIMX  THUIIOB:
MPSIMOYTOJIbHUK, 3JUIMIIC, TPEYroJIbHUK, pOMO, MSTUYTOJIbHUK, 3aTHYTBHIM YTroJs, 3Be3a,
cepple, CKOOKH, CTpeJIKH, BBIHOCKHU.

— BcraBka TeKCTOBOrO MoJsl.

— 3amnoJiHeHWe BHYTpeHHel 00y1acTi GUrypsl IIBETOM WIA U300pakeHreM.

— Ynanenue 3anuBKU GUTYPBHI.

— HM3meHeHue 11BeTa, TOJIIMUHBI U TUIA JIMHUU KOHTYpPa QUTYPHI.

— Bpibop 1BeTa KOHTypa JMHUK GUIYPHl M3 IIBETOB TeMbl U3 MOCJIEJHUX IMPUMEHEeHHBIX
panee B 6roke «IlocnenHue 1BeTa» WK MPOU3BOJILHOTO I[BeTa B Oiioke «/Ipyrue nBeta» B
Bune HEX-kona.

— YnaneHue KOHTypa pUIypHL.

— Bo3moxxHOCTB 110J10THATh pa3dmep GUTyphI O]l TeKCT BHYTPH.

— M3menenue pasmepa ¢urypsl C coxpaHeHWeM [Iporopuuii wiam 6e3 coxpaHeHus
IIPOIIOPIUNA.

— Ilepemerienue GbUrypsl Ha OIMH YPOBEHD Bliepe]i/Ha3a]] OTHOCHUTEJILHO JIPYTOro 00beKTa.

— Pa3mermnienve ¢urypol nepei/3a OCTaIbHBIMA OOBEKTaMHU.

— MHoXXecTBeHHBI BBHIOOD OOBEKTOB [ OOHOBPEMEHHOM paboThl C HECKOIbKHUMU
aJieMeHTaMH.

— I'pynnypoBka u pa3rpymnirpoBka 00beKTOB, a TakXe TPyl 0ObeKTOB.

8.2.10 ITpoBepka nmpaBonMCcaHus

— Brutrouenue/oTkiiroueHue poBepky opdporpadpuu ¥ TpaMMaTHUKH.
— Bribop ciioBaps (pyCcCKUid, aHTJIMHACKUIN, GPaHITy3CKUM, UCIIAHCKUI).
— Ilpennoxxenue BapMaHTOB MCIIPaBJI€HHUS OIIUOOK.

- Y):[aneHHe IMog4epKHBaHKs CJIOB.

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024

74



MonOdounc

8.2.11 OTobOpaxeHue comepKUMOro

— OTobpakeHne/CKpbITHe HelledyaTaeMbIX CUMBOJIOB.
— YBenudeHue/yMeHbIIIeHHe MacITaba CiaijioB.
— YcraHoBka Macitaba CJIaiioB 0 pa3Mepy OKHa.

- CKprTI/Ie, 0T06pa)1<eH1/1e " U3MeHeHHe pa3Mepa IlaHeIn CJIaMJIOB.

8.2.12 [IlemoHCTpanus npe3eHTanuu

— JleMoOHCTpanus B IIOJTHOOKPAHHOM peXXHMe.

— B03M0OXXHOCTh HayaTh JIEMOHCTPAIMIO IMpe3eHTalluu C MepBOro CJIai/ia WK C TeKyIlero
cianpga.

— IlepexstoueHne ClalOB C TOMOIIBIO KJIABMII Ha KJIaBHAType, IPOKPYYMBAaHUS Koieca
MBIIIA WM OJHOKPATHOTO Ha)kaTHsl JIeBOM KJIABUIIKA MBbIIM (TlepeMellieHHe TOJIbKO
BIlepe).

— OTobpakeHue 001IETO0 BpeMeHH IPOCMOTPa Mpe3eHTal|H.

— Hauasio/ocTaHOBKa IeMOHCTpallUU Npe3eHTal1H.

— Ilepexon k HEOOXOAUMOMY CJIaWTy C TIOMOIIIbIO TTAHeJId CJIaUJIOB.

— BxuttoueHue/BbIKIIIOUeHHE YKa3KU.

8.3 Pabora c roToBHIM JOKyMEHTOM

8.3.1 IleuaTs noKkymeHTa

IleuaTn JOKYMEHTd C IIOMOIIIbIO KOMdHJIHOT'O MEHIO WJIK COYeTaHU S KJIdBUIIL.
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9 MoomibHoe npuinoxenue «MoitO¢uc JJlokymMeHTHI»

CMm. B mokymeHTte «MoitOduc JlokymeHTHI 111 MOOUIBHBIX IUIaTGOPM. DPYHKIIMOHAIBHBIE

BO3MOXXHOCTH.
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