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1 OIIPOAYKTE

«MonOduc Cranpaptaeiii. JloMamHsas Bepcusi» — HACTOJNbHBIA OQUCHBIM IaKeT s
YJaCTHBIX II0JIb30BaTesied, IO3BOJISIONIMN paboTaTh C TEKCTOBBIMU JIOKyMEHTaMH, 3JIEKTPOHHBIMHU

Ta6J'II/II_IaMI/I U IIpe3eHTallusIMHU.

B cocraB mpoaykra BXOHST cCileflyloliide TpPUIOXKEHUs Jis paboTbl Ha KOMIIbIOTEpax
C olepallMOHHBIMU cucTeMamu Linux, Windows 1 macOS:

— «MoiOd¢uc Tekcr» — peakTop st ObICTPOro U yIoOHOro co3faHus U GOpMaTHPOBAHUS
TEeKCTOBBIX JIOKYMEHTOB JIF000M CJI0XKHOCTH;

— «MointOduc Tabnuna» — pemakTop sl CO3[AAHUSL BJIEKTPOHHBIX TaO/MI], BefeHus
pacyeToB, aHajv3a [IaHHbIX, (OPMUPOBAHHS CBOJHBIX OTYETOB M aBTOMAaTH3alluU
06paboTKY JAaHHBIX C UCII0JIb30BAHHEM MAaKPOKOMaH/I;

— «MonOduc [Ipezentanus» — npuaoXXeHue AJis CO3[JaHusl, OPOpMJIeHUs U JIeMOHCTpaIuu

Npe3eHTaluM.

HpHJIO)KEHI/IH YCTaHaBJIMBAIOTCSA Ha YCTpOﬁCTBa I10JIL30BATeJIAd U He Tp86y'IOT IIOOKJIFOYEeHH A

K cetu UHTepHer.

HEPEHEHB Tp86OBaHI/Iﬁ K TIIpOrpaMMHOMY U dIIIIdapdTHOMY obecIie9eHuIo InpruBe/ieH

B nokyMeHTe «MorOduc CranpaptHeii. JlomaiHss Bepcus. CucreMHble TpeOOBaHUSY.
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2 «<MOMOPUC TEKCT»

2.1 YcranoBka v 00HOBI/IeHUE

[Topnep>xuBaeMbie BOZBMOXKHOCTH:
— yCTaHOBKa JIJIsl BCeX MOJIb30BaTeiel yCTPOMCTBa;
— aBromaTtuueckoe obHoBiienre ¢ GUS (Global Update Server) mnu Microsoft Store mms OC

Windows, ¢ GUS (Global Update Server) gyist macOS.

2.2 SI3pIKoBasi MoJepIKKa

[Tonnep>xuBaeMble BO3BMOXKHOCTH:
— JIOKaJIU3allUM Ha PYCCKOM, aHIVIMMCKOM, ¢paHIy3CKOM, TaTapCKOM M OalIKMpCKOM

A3bIKAX.

2.3 dopMaThl JOKYMEHTOB

[Tonnep:xrBaeMbie BO3MOXKHOCTH:
— oTkpbiTHe Wiy umnopt ¢aiioB B popmarax XODT, XOTT, DOCX, DOCM, DOTX,
ODT, DOC, RTF#*, TXT, HTML, XHTML, HTM, MHT, MHTML;

@®opmarer DOC, RTF*, HTML, XHTML, HTM, MHT, MHTML
He TI0JJIepXXUBAIOTCs B Bepcusix Ayt macOS.

— OTKpBbITHE JOKyMeHTOB B dopmate OpenDocument 1.3;
— coxpaHenue ¢aunoB B dopmarax XODT, DOCX, ODT, XOTT, TXT, PDF/A-1, PDF,
RTF* c coxpaneHneM pabOTOCIIOCOOHOCTH CCBHIJIOK Ha Beb-calThl (3a HCKIIIOUYEeHWeM

dopmarta TXT);

@ @®opmar TXT u RTF* He nognepxuBaercs B Bepcusix st macOS.

— aBTOMaTH4eckKasi KoHBepTarys ¢aiia u3 popmara DOC B popmat DOCX;
— otkpbiTHe ¢anoB B ¢opmatax XODT u XOTT mo ymomuaHdio B TPWIOXKEHUH

«MoitOduc Tekcr» nocie ycranoBku rpusoxxkenuss Ha OC Windows;
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— BO3MOXHOCTh BBIOpaTh B mapamerpax cucreMbl «MouOduc Tekcr» s OTKpBITHS
0 YMOT4aHUuio JJOKyMeHTOB B ¢dopmarax ODT, DOCX, DOC, DOCM, DOTX, RTF* u

TXT nocie ycranoBku nipuioxenust Ha OC Windows.

@ [Tpu otkpbiTHH HOKyMeHTa B popmate DOCM otobpaxkaetcs npeaynpexiaenue 06
OTCYTCTBHHM TIOJIJIEP)KKH BCTPOEHHBIX B 3TOT IOKYMEHT MaKPOKOMaH]I.

2.4 Ilonb30oBaTenbCckuii uHTEpdeiic

2.4.1 O01ee

HO,I[}IEP)KI/IBHEMBIE BO3MO>KHOCTH:

— IaHeJIb MTHCTPYMEHTOB C HACTPaBd€MbIM BHEIITHUM BHUJI0OM;

— OOKOBas maHeJlb C KOHTEKCTYaJIbHbIMU 3JIeMEHTAMU;

— OKHO 6bICprIX IerCTBUM JIJIs1 BBIIIOJIHEHUS YaCTO HCIIOJIb3YyeMbIX KOMdH;

- BbI60p A3bIKaA ITOJIb30BATEJIbCKOI'O HHTepCbeﬁca M3 YKMCdjid IOJIep>XKMBAEMbIX;

— BbI30B BcTpoeHHOM HTML-cripaBky Ha pyCCKOM U aHIJIMKMCKOM $I3bIKAaX;

— I1aHeJb [I0MCKa U 3aMeHB;

— PeXXUM Ipe3eHTallMy JId [IPOCMOTpPa [OKyMeHTa C BO3MOXHOCTBIO Ilepexofia MexIy
CTPaHMIIaMU JIOKYMEHTa C [TIOMOIIBIO KJIaBUIII;

— I[oAIEPXKKA COYeTaHUuN ropsavux KjlaBUIII JIsI COBepIIeHNns onepauHﬁ B IIPUJIO’KEHUH.

2.4.2 IlaHessb HHCTPYMEHTOB

HOJ:[}IEP)KI/IBHEMBIE BO3MO>XHOCTH:
- BbI60p MeXy TpeMs peXXuMdMu OTO6pa)KEHI/I$IZ CTAHAAPTHBIM, KOMIIdKTHBIM WU CKPBITBIM;
- HaCTpOﬁKa BUJIUMOCTH OTHEJIbHBIX Pa31eJIOB;

— HaCTpOMKa cocTaBa pasfiena «M30panHoey.

2.4.3 Paszpen «M30paHHOe»

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— nobaBnieHue B pa3pmen «M36panHoe» 10 14 9acTO WCIONIB3yeMBIX 3JIEMEHTOB: KHOIIOK
NIaHeJIM UHCTPYMEHTOB, ITyHKTOB KOMaHJHOTO MEeHIO0 U MaKPOKOMaHI*;

— BBIOOP 13 16 BapMaHTOB MKOHOK JIJIs1 KaXKJIOM MaKPOKOMaH/IbI*;

— IepeMelleHre 3JIieMeHTOB BIIPABO, BJIEBO, B Ha4Ya/IO UJIM B KOHEITl pa3eiia,
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— COXpaHeHHe TI0C/Ie[IHero BHIOPAaHHOTO IiBeTa IpHW JobaBiieHnH B pasfen «M36panHoe»
3JIeMEeHTOB C BBIOOPOM I1BeTa;

— CMHXPOHM3allMs I[BeTa Yy 3JIeMeHTOB C BbIOOPOM IBeTa Mexy pasfesnioM «W3bpanHoe» u
OCHOBHO¥ I1aHeJIbIO;

— nobaBjieHre pPOAUTENIbCKUX 3JIEMEHTOB C BO3MOXKHOCTBIO BbIOOpA JIEMCTBHS C ITOMOIIBIO
KOHTEKCTHOTO MEeHIO TpHu J100aBieHWM B paszen «M30paHHOe» 371eMeHTOB C BBIOOPOM
IleliCTBY;

— nobaByeHue ob1ero aneMenTa «lIBeT 3anuBKyU» 1pu 00aBIeHUH B paszen «36panHoey»
aneMeHTOB «LIBeT 3anmuBKku stueriku» win «1IBeT 3aMBKU QUTYDPBIY;

— OJIOKMPOBKA HEIOCTYIIHBIX JIEMCTBUM B pa3jiesie IIPU CMeHe KOHTEeKCTa;

— CMHXpOHM3allvs pasfena «M30paHHoe» Mexy BCeMH OJHOBPEMEHHO OTKPBITHIMU
OKHaMH pelakTopa;

— yZaJjieHue OTAeNIbHBIX 3JIeMeHTOB U3 pa3jiena;

— OYHMCTKa BCero pasjaeriid.

2.4.4 CTpoka coCTOSIHUS

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— oTOOpaKeHHe CTAaTUCTHMKU JIOKyMeHTa: KOJIMYeCcTBO CTPAaHMIl W HOMep TeKyIleH
CTPaHUIIbI;

— WHJVKAIIMs COXpaHeHUs! pe3epBHBIX KOIHH;

— UHCTPYMEHTHI U3MeHeHHs MacIlTaba 0TobpakeHusl.

2.4.5 Macmrab moxymeHTa

[Tonyiep>xuBaeMble BO3MOXKHOCTH:

— HaCTpo¥Ka MaciTaba C MOMOIIbI0 KOMaHTHOTO MEHIO;

— HaCTpo¥Ka MaciTaba repeTaCKUBaHUEM IOJI3YHKA B CTPOKe COCTOSIHUS;

— MOIIaroBoe U3MeHeHUe MaciTaba KHOITKAaMHU YBeJIMYeHUs WIM YMeHbIIeHUs] MaciiTaba B
CTPOKe COCTOSIHHSI;

— 3aJlaHKe 3HAYeHHUs MaciTaba pyYHBIM BBOJIOM 3HAYeHHs B CTPOKE COCTOSIHUS;

— BBIOOD 3HAYeHMs MacIITaba U3 CIIMCKA B CTPOKE COCTOSIHUSI.
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2.4.6 OKHO OBICTPBIX JEeHCTBHI

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— BBI30B OKHA U3 KOMaH/IHOT'O MeHIO WM 110 COYeTaHHIO KJIABUIII;

— BBI30B Ollepaliiii KOMAaHIHOTO MeHIO, BCTPOEHHBIX W II0JIb30BATEIbCKUX CTUIIeH
dopMaTUpoBaHus TEKCTa;

— IIOUCK HYX(HOIZ KOMaHAbI UJIN CTWIA 110 HAa3BAHUIO.

2.5 JleiicTBu# ¢ gaiiytaMu

2.5.1 Co3nmanmue ¢aiiioB

[TomnepsxuBaeMbie BO3MOYKHOCTH:

— aBTOMaTHYeCKOe CO3JlaHre HOBOTO ¢akiia IMPH 3aITyCKe MPUI0XKeHUS;

— Cco37laHue HOBOTO ¢aiia U3 KOMaHHOTO MEHIO MTPUIOYKEeHUS;

— CO37]TaHMe HOBOTO JOKYMEHTa C IIOMOINbI0 CHUCTEeMHOIo KOHTeKCTHoro meHio Ha OC
Windows;

— CO37]aHWe peaKTUPYeMOW KOIWK JUId JOKYMEeHTa, KOTOPBIH OTKPHIT B JIPYTOM
MIPWIOXKEHUH WK JIPYTHM I10JIb30BaTeJIeM;

— CcO3/JaHMe pelaKTUPyeMOM KOIKH /1Jisl JOKYMeHTa CO CBOMCTBOM « TOJIbKO IS YTEeHUS.

2.5.2 OTkpeITHE QaiiyIoB

[TonnepxuBaemMble BO3MOXXHOCTH:

— OTKpBITHe ¢aiia U3 KOMaHJHOTO MEeHIO;

— OTKpBITHe ¢aiyla C MOMOIIBI0 IlepeTaCKUBAHUS [TOKyMeHTa WM ero sipjiblka U3 OKHa
¢daioBoro MeHeKepa OrepaloOHHON CUCTeMBI B OTKPBITOe OKHO IIPUJIOXKEeHHS;

— aBTOMaTU4ecKas KOHBepTalus Ipy oTKpLITUH PaitsioB popmaTta DOC B popmar DOCX;

— OTKpPBITHE B pexxuMe MPOCMOTpa JOKYMEHTa cO CBOMCTBOM «TOJBKO /ISl UTEHUAY;

@ HoxymenTsl popmaroB DOC 1 DOCM oTKpeIBatoTCS B pesxviMe pelaKTUPOBAaHMUSL.

— OTKpBITHE B PpeXuMe IIpOCMOTpa J[AOKYMeHTa, KOTOPbIA pefakTUpPyeTcs B JIpPyIroM
IIPUJIOXKEHWN;

— CO3/1aHHe pelJaKTUPyeMOU Konuu ¢aisia, OTKPBITOTO B peXXUMe IIPOCMOTPA;

— OIOBellleHre TIPU OTKPHITUM (ailyia, C KOTOPhIM B JaHHBIM MOMEHT paboTaeT Apyrou
[I0/Ib30BaTeb;

— MpOBepKa JOCTynHOCTH ¢aiia Jyisi peJakTUPOBaHUS;
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— OTKpBbITHe ¢aiiyia U3 CIIMCKA He[JaBHUX JOKYMEHTOB;
— CIIMCOK He/IaBHUX JJOKYMEHTOB C BO3MOXXHOCTBIO OUHCTKY;
— OTKpBITHE pelaKTUPyeMOro JOKyMeHTa B APYIOM IPHIOXEeHUH C MOMOIIbI0 KOMAaH/IbI

MeHI0 Pai1 > OTKPBITH B.

2.5.3 BeiBoj Ha neyartn

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— OTIIPaBKa Ha MevaTh U3 KOMAHIHOTO MeHI0 ¥ M3 CUCTEMHOT0 KoHTeKCTHOTo MeHio Ha OC Windows;

— MIpeJIBapUTENIbHBIA TPOCMOTP JOKYMEHTa;

— BBIOOP MaciiTaba ¥ OpUeHTaIlu CTPaHUIIbI;

— HABUTAIUS MEeX/1y CTPAHUIIAMU;

— BBIOOp /IMana30Ha CTPAHMII JUIS IeYaTH U YUCIIa KOTIHH;

— MeYaTh BCEro JJOKYMeHTa, TeKyIel CTPAHUIIbI U BhIJIeJIeHHOM 00/1acTH;

— BBIOOP pa3Mepa Oymaru Jjisl Tledaty;

— ObICTpas meyarhb;

— BBIOOP YCTPOWMCTBA MeYaTy;

— IIBYCTOPOHHSIS TIeYaTh;

— pa3bueHue 1Mo KOIUSIM;

— IeYaTh B OTTEHKAX Ceporo;

— MoJiiep>KKa 3epKaJIbHBIX TIOJIeH JUIsl MeperyieTeHus Mo JYIMHHOMY WJIM KOPOTKOMY Kparo
CTPaHMII TP UCIIOJIb30BAHUH JIBYCTOPOHHEH evaTy;

— Mepexoj K HaCTPOMKaM MPUHTEPA;

— WHAWKAIWA IIpOorpecca IMoAroTOBKH K I1e4dTH U OTIIPABKH JOKYMEHTAd Ha I1e4aThb.

2.5.4 OTnipaBKa o moyre

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.
— OTIIpAaBKa JOKyMeHTa BJIO)KEHHMeM II0O IIo4Te C IIOMOIINbIO IIOYTOBOI'0 KJIMEHTa,

YCTaHOBJIEHHOI'O II0 YMOJ/ITYaHHIO.
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2.5.5 CoxpaHnenue ¢aiiyioB

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— coxpaHeHHe TeKyIero ¢aiiyia Wi ero KONuM B OJUH U3 NOJIIep)KUBaeMbIX GOopMaToB;

— BKJIIOYEHWE W OTKJ/IIOYeHHWe pe3epBHOr0 KOMHMPOBAHUS Ui BCeX (ailyioB, OTKPBITHIX
B PeIaKTOope;

— BKJIIOYEHHE U OTKJTIOYeHHe Pe3epBHOI0 KOMTUPOBAHMS JIJISl OTAEbHBIX (aiiioB, OTKPHITHIX
B PeIaKTOope;

— HACTPOWKA YaCTOThI COXPAaHEHHS Pe3ePBHBIX KOMUN B MUHYTAX;

— MPOCMOTP TYTH K MECTY XpaHEHHsS pe3epBHBIX (aMIOB C BO3MOXKHOCTHIO KOIMPOBAHUS
myTH B 0ydep obMeHa;

— aBTOBOCCTAHOBJIEHHe (HANIIOB, XPAHSIIMXCS JIOKAJIBHO;

— WH/IMKAIYS Pe3epBHOTO KOTIMPOBAHUS;

— OTKpBITHE, COXPAHEeHHUe WK y/IaJleHre pe3epPBHBIX KOIHM U3 MPHIOXKEHMS;

— XpaHeHHe pe3epBHBIX KOIMUU B TEYEHWU OIHOTO MecsIa C aBTOMAaTHYeCKUM yIajleHneM

I10 UCTeYeHUH.

2.6 IlpaBku

2.6.1 OT™MeHa 1 BO3Bpar JeiCTBUIA

[Tonnep>xuBaemMble BOBMOXKHOCTH:
— OTMeHa IIpaBOK II0 OJIHOMY CHMMBOJLY 3a IIIar;

— MOBTOp pe3yJibTaTa OTMEHeHHOI'O AeNCTBUS.

2.6.2 Bydep oomena

[TonnepxuBaemMble BO3MOXXHOCTH:

— BCTaBKa J[aHHBIX, XpaHJmuxcsi B Oydepe oOMeHa, C COXpaHEHHWEM HCXOJHOTO
¢dopmarrpoBaHus 1 6e3 coxpaHeHUs GOPMaTHPOBAHUS;

— MOJiep>KKa paciimpeHHOro 6ydepa obMeHa ¢ MakcuMaabHbIM 00BeMoM B 10 3anuceis;

— WCIIOJIb30BaHWe pacuMpeHHOro Oydepa oOMeHa [Isi BCTaBKM [JaHHBIX —MEXIy
npwioxkeHusMu  «MouOduc  Texcr», «MoiOdpuc Tabmma» wu  «MoiOduc
[IpesenTtanus»;

— IIPOCMOTP COJIEP>KUMOTI'0 pacIIMpeHHOro Oydepa B OT/IeJIbHOM OKHE;

— BBIOOP 3alIMCH pacIIMpeHHoro Oydepa AJis BCTaBKU B IOKYMeHT;

— OYMCTKA UCTOPUM paclIMpeHHOro 6ydepa ooMeHa;
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— KOTIMpPOBaHWe MJaHHBIX B Oydep obmena ¢ MIME-tunom text/html ¢ coxpaneHuem
CTPYKTYpPBl U $OpPMaTHPOBaHHS: CTHIIeH ab3ara, CBOWCTB CHMBOJIOB TEKCTa, CITHICKOB,

TUIEePCCHUIOK U I10JIEN.

2.7 Paoora c TexcroMm

2.7.1 Pabora co cHockKaMu

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— MOJiiep>kKa OTOOpaXkeHHsI TTOCTPAHUYHBIX CHOCOK JUIs JOKyMeHTOB B ¢dopmatax DOC,
DOCX, DOCM, ODT, XODT u RTF*;

— MoJiiep>kKKa OTOOpakeHusT KOHIIEBBIX CHOCOK;

— CO3/1aHue, pelaKTUPOBaHue, GOPMATHPOBaHUe, KOITMPOBAHUE U yJlalleHHe TTOCTPAHUYHBIX
CHOCOK;

— CO3/1aHWe, pellaKTUpOBaHWe, (GOpMaTUPOBAaHWE, KOMUPOBaHWE W yJaJieHHue KOHIIeBBIX
CHOCOK¥;

— Mepexoji OT CHOCKH K ee TEeKCTY;

— BCTaBKa B TEKCT CHOCKU U300pakeHHid Wi GOpMYT;

— nobaBiieHHe HeCKOJIbKUX CHOCOK M KOHIIEBBIX CHOCOK® Ha OJIMH pparMeHT TeKCTa;

— MPOCMOTP TEKCTa CHOCKY BO BCIUIBIBAIOIIEM OKHe ITPU HaBeJIeHHUH KYPCOpa;

— KOITUPOBAaHME M BCTaBKa CHOCKY BMECTe C TeKCTOM CaMOM CHOCKH;

— aBTOMaTU4ecKoe OOHOBJIEHHe HyMepallui CHOCOK TP y/laJleHUH.

2.7.2 Pabora co ccpbuIKaMu

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— BCTaBKa CChUIKM Ha BeO-CTpaHUIly, afipec 3JIeKTPOHHOM MOYTHI, daii;

— BCTaBKa CCBUIKM B BBIJIeJIeHHbIM GparMeHT TeKCTa, BblJleJleHHOe CJI0BO WJIM CJIOBO, Ha
KOTOpPOM yCTaHOBJIEH KYpCOp;

— aBTOMaTUyYecKoe Npeobpa3oBaHue aipecoB BeO-CTPaHUIl U afjpecoB 3JIEKTPOHHOM IMOYTHI
B CCBUJIKY;

— aBTOMaTU4ecKoe GopMaTUPOBaHMe CCbUIOK M 3JIEKTPOHHBIX aJIpecOB KaK T'MIepCChUIOK;

— aBTOMAaTU4YeCKoe I[0/ICTAHOBKA BbIAIEJIEHHOTO CJIOBA WM ¢parMeHTa TeKCTa B OKHO
BCTaBKU CCBIIKY;

— aBTOMaTU4YeCcKoe MOJCTaHOBKA CChUIKU U3 Oydepa obMeHa B OKHO BCTaBKH CChUIKH;
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— MoJiIep>kKKa CChUIOK Ha BHEITHHe JOKYMeHTHI C BbIOOpOM ¢ailyIoB B OKHe ¢ailyloBOro
MeHekepa WM u3 crucka 50 mociemHuX GaiyioB, OTKPBIBABIIMXCS B IPHJIOXKEHHSIX
«MoitOduc Tekcr», «MortOpuc Tabmaura» u « MortOduc IIpeserTarusy;

— mojiiep>kka  paboThl C  CeTeBbIMUM TaNKaMH, JOCTYIHBIMH 10 TpPOTOKoiIy SMB,
IIPY CO3/ITaHUM CCHIIOK HAa BHEITHHEe JOKYMEHTHI;

— Mepexof 10 CChIJIKaM;

— OTIOBeIIeHUe MPH Mepexojie M0 MOTeHIIHAIbHO BPeIOHOCHBIM CChUIKAM;

— KOITUPOBAHKE U PeIAKTUPOBAHUE CCBIIOK;

— ynajieHue OT/IeJIbHOM CChUTKY C COXPAHEHUEeM MCXOHOTO TEeKCTa;

— OJTHOBpPEMEHHOe yJaJieHHe BCeX CCBhUIOK W3 BBIIEJIEHHOTO ¢parmMeHTa C COXpaHeHHeM
HCXOJ/THOTO TEKCTa;

— BCTaBKa IIepeKPeCTHBIX CCBUIOK Ha 3arojIoBKH, IYHKTbHI HYMEpPOBAaHHOTO CIIMCKA U
3aKJIAJIKH;

— TMepexo 10 MepeKPeCTHBIM CChIJIKaM;

— aBTOMAaTH4eckoe 0OHOBJIEHHE IIepeKpeCcTHBIX CCBIJIOK.

2.7.3 Pabora c mosiamu

[Tonnep>xruBaeMble BO3BMOXXHOCTH:

— co3nanue nosiert «CreateDatey, «Datey», «FileNamey, «SaveDatey», «Time» c mnomoiipio
MI0JIb30BaTEIbCKOr0 UHTepdeiica WM C IOMOIIbIO KOAO0B moiiel (popmar aHasmoruueH MS
Word)*;

— B3aWMHasi COBMECTHUMOCThb TIOJJIepXKMBaeMbIX T1ojied c pemakropamd MS Word /
LibreOffice Writer B ¢aitax DOC / DOCX / ODT;

— KOIMpOBaHMe / BbIpe3aHue / BCTaBKa / yiajieHue I10J1el;

— OOHOBJIEHHE COJIePXKMMOTO I10JIsl BPY4HYIO (TIpM BbIOOpe KOMaH/bl KOHTEKCTHOTO MEHIO
«O6HOBUTH nOJIEY / HaXkaTUH KiaBuiy F9 / penaktvpoBanny 1ong*) Wiy aBTOMaTUYeCKU
(Tpy OTKPBITUM JIOKYMEHTA, OTTIPaBKe JOKyMeHTa Ha 1edathb U Mpu coxpaHeHuu B PDF);

— HacTporka $OpPMaTUPOBAHUS COMEpPXKUMOro mojsi (pa3Mep mIpUdTa, IBET BbIJeIeHUs
TeKCTa, BbIpaBHUBAHKeE U T.J.) KaK /1Jisi OObIYHOTO TEeKCTa;

— M3MeHeHMe [TapaMeTPOB CyIleCTBYIOIIEero Mnois®;

— BBIOOPOYHOE MpeoOpa3oBaHue T0JIel B TEKCT TI0 XKeJIaHHUIO MT0JIh30BaTess®.
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2.7.4 Pabora c 3j1eMeHTaMH yIpaBJIeHUS

[Tonnep>xuBaemMble BO3BMOXXHOCTH:
— B3aUMOJIeHiCTBMe C  3JeMeHTaMu  ynpasieHusi («Bwibop  matey,  «Piaakoky,
«PackpsiBaroniuiicss cnucok» U «OOBIUHBIM TeKCT»), CO3JaHHbIMA B CTOPOHHHUX

pelakTopax;

[TonnepxuBaercs COBMECTHUMOCTbD C TeKYIIUMU U yCTapeBIINMHU
(metictBoBaBmmMHu ¢ 1997 mo 2007 rom) anemeHTaMu yrpaBieHUs «Praxkok»,
«PackppiBatoiuiicst cmucok» U « O6erdHbIN TekcT» u3 MS Word.

[Tonnep:kuBaeTCss COBMECTMMOCTh C 3jieMeHTaMu yripaBiieHuss u3 Libre Office
Writer 10 Bepcuu 7.3 BKIIIOUUTEJIBHO.

— OTOOpakeHHe BHEIIIHero BW/A, 3a/laHHOTO0 CBOWCTBAMM 3JIeMEHTa yIpaBjJeHusl B
CTOpPOHHEeM pefiakTope (AJist TokyMeHTOB ¢popmaTta DOCX);

— U3MeHeHUe CTWIs COIeP>KMMOI0 BHYTPH 3JIeMeHTa yIIpaBJIeHus;

— MOJIep>KKa 3alIUThl OT U3MeHeHUsl/yAalleHUs], BKJIFOUeHHAasi B CTOPOHHEM peJlaKTope;

— BO3MOXXHOCTb ITIOCTABUTH/CHSITh OTMETKY IJIsI PIIaKKa;

— BBOJI U peflaKTHUpOBaHKe TeKCTOBOM MH(OpMaIlK, BHECEHHOM B I10JIe BBOJIA;

— BBIOOP 3HAYEeHMSI U3 CIIMCKA JJIsI PACKPBIBAIOIIEr0Cs CIIMCKA;

— BbIOOD 3HAYeHUSsI B KaJleH 1ape;

— orobpakeHre ¢opmaTa AaThl, BBIODAHHOTO B CTOPOHHEM pefakTope (JI.MM.ITIT,
MM.JJI.ITIT Y T.J.);

— BO3MO>XHOCTb CKOHI/IpOBaTb/ BbIp€3dThb, BCTaBUTb U YIAJIUTH 3JIEMEHT.

2.7.5 Pabora c 3axjiagKamMu

[Tonnep:xrBaeMbie BO3MOXKHOCTHU:

— BCTaBKa 3aKJIQJIOK B (pparMeHThl TEKCTa, 3J1eMeHThbI Tabiuil (CTPOKH, CTONOIbI, SYEHKH),
n300pakeHus: ¥ KOJIOHTUTYJIbI;

— aBTOMAaTU4YeCKoe CO3/IaHKe CUCTeMHbIX 3aKJIQJIOK [PY CO3[aHUHU MTepeKpPeCcTHBIX CChUIOK;

— Ilepexo/i K 3aKJIa/IKe yepe3 CIIUCOK B OT[IeJIbHOM OKHE;

— COpPTHPOBKA CIIMCKA 3aKJIaJIOK [0 UMEeHU U 110 MOPSIAKY CJIeIOBAaHUS B JIOKYMEHTe;

— MeperMeHOBaHMe 3aKJIJI0K;

— yAdJieHHre 3aKJIa[IOK.
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2.7.6 HerreuaTaemsie ¥ crienajJibHbIC CUMBOJIBI

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— OTOOpakeHHe U CKPBITHe HelledaTaeMbIX CUMBOJIOB: TPoOes, Tabysisius, KoHel| ab3aria,
pa3pbIB CTPAHUIIbI, pa3pbiB pa3zielia, IPYBS3KY, 3aKJIA[KH;

— BCTaBKa Hepa3pbIBHOT'O ITpobesia, Hepa3phIBHOTO Aeduca Uik KOPOTKOTO THUPE;

— okHO «CrienvanbHble CHMBOJIBI», COJlepsKalliee HasBaHue, kojl B cucreme Unicode,
HauyepTaHue, MIPUQPT, BapUaAHTHl JAPYTHMX HadepTaHWH U IpeBapUTeNIbHBIM IIPOCMOTP
BbIJIeJIEHHOT'O CUMBOJIG;

— onIusl «3aKpbITh OKHO I10CJIe BCTaBKU CHUMBOJIa» /1Jisl OkHa « CriellajibHble CHMBOJIBIY;

— BCT@BKa CIeIMaJIbHbIX CHMBOJIOB M3 CIIMCKa HEeJIaBHUX CHUMBOJIOB MWJIM OKHaA
«CnernuanbHble CUMBOJIbIY;

— BBIOOD 1IpUdTa, TPYMIbl U KaTeropuyd (IIpU TMOiep>KKe MIPUGTOM TaKOTO pPa3fiesieHuUs])

CIle1aJIbHOI'O CMMBOJIA.

2.7.7 IIpoBepka op¢dorpadpun U MyHKTYaIHH

[Tonep>xuBaeMble BOBMOXKHOCTH:

— aBTOMaTHYeCKas IpoBepKa opdorpaduu ¥ rpaMMaTHKU TEKCTa Ha PYCCKOM U aHTJTIMACKOM
S3bIKax*;

— PYYHOe BKJIIOUEHHe U OTKJIF0UeHHe POBepKU opdorpaduu st TEKYIIETO JOKyMeHTa*;

— aBTOMAaTUYeCKUH BbIOOP SI3bIKa MPOBEPKU I10 TIEPBOMY CJIOBY B ab3arie®;

— MOJIIep>KKa  TOJTb30BATEIIbCKOTO CJIOBApsi C BO3MOXKHOCTBIO JO0ABJIEHHWS U y[IaJIeHUs
cloB¥;

— UMIOPT cioBapei B popmare DIC¥;

— MpeJI0CTaB/IeHUe BAPUAHTOB UCITPaBIIeHHs Opdorpadpuueckux ommboK*;

— BO3MOXHOCTh WTHOPHUPOBAaHHUSI OIMMOOK B paMKax TeKymed ceccud paboTel C

JIOKyMEHTOM*,

2.7.8 ITouck u 3amMeHa

[Tonnep>xruBaemMble BO3BMOXKHOCTH:

— MOMCK JAHHBIX BO BCEM JIOKyMeHTe BKJII04asi KOJIOHTHUTYJIbI Uik 6e3 ydeTa KOJIOHTUTYJIOB;
— yBefioMJIeHHe 00 OTCYTCTBUU pe3yJIbTaTOB [TOUCKaA;

— ONIIMU TIOMCKA CJI0BA I[eJIMKOM, y4eTa perrcTpa IIepBOro CUMBOJIa IIPY ITOUCKe U 3aMeHe;
— MO/ICBeYrBaHMe HaWJIeHHBbIX COBIAJIeHWN B TeKCTe U oToOpakeHHWe B BUJle CIIMCKA Ha

ITaHeJIN IIOKMCKA U 3aMeHHbI;
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— TepeMellieHre TI0 CITUCKY COBIIQJIEHUNM C TIOMOIIBI0O KHOMOK uHTepdeiica «Crenytoiee
coBmazieHue» u «llpenbiayiiee coBmajieHre» W KJaBUII KiaBUATypbl « CTpesika BBepX»,
«Crpenka BHU3Y;

— CYETYMK OOIIero KoJM4ecTBa HalJeHHbIX COBIIa[eHHUH;

— OTOOpakeHHe MOPSIIKOBOTO HOMepa BHIOPAHHOTO COBIIA/IEHUS B CITHUCKE;

— 3aMeHa BBIJIEJICHHOTO COBIIQJIEHWS W BCeX HAWJEHHBbIX COBIIQJIEHUA B peXume
PellaKkTUPOBAaHUS JIOKYMEeHTa;

— TOJIFIep>KKa COYeTaHWUM KJIaBHIII JJis OBICTPOTO TepeMellieHrst MeXX]Ty 3JieMeHTaMu ITaHesr

IIOMCKa U 3aMeHHI.

2.8 dopmaTHpoOBaHMe TEKCTa

2.8.1 Ctuiu moKyMeHTa

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— nopjiep>kka pUKCMPOBAHHOTO HAbOpa IpelyCTaHOBIeHHbIX CTUIIeH;

— CO3J]JaHWe HOBOTO CTWISI HA OCHOBe (POPMATUPOBAHUS BbIJIeJIeHHOTO ¢pparMeHTa*;
— 0OHOBJIEHHe CTWJISl Ha OCHOBe (pOpPMaTUPOBAHUS BbIJIEIEHHOTO GparMeHTa;

— yAaajieHre CTHJIA.

2.8.2 lllpudr

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— Nofijilep>)kka paboThl €O BceMH IIpUdTaMy, YCTAaHOBJIEHHBIMA Ha KOMIIbIOTepe
nosib3oBaressi, B ToM uncie: TrueType fonts (TTF) u TrueType collections (TTC), CFF,
WOFF, OpenType fonts (OTF, oba BapuanTta TrueType u Bepcuu CFF) u OpenType
collections (OTC), Type 1 (PFA u PFB), CID-keyed Type 1, SFNT-based bit map, X11
PCF, Windows FNT, BDF (Bkmrouass criaxkennsie), PFR, Type 42 (orpanuveHHas
MOJIEPKKA);

— nojiepkka Tutatdopmone3aBucuMbiX mpudToB XO Fonts: XO Caliburn, XO Courser,
XO Thames, XO Tahion, XO Oriel, XO Windy, XO Symbol, XO Oriel Condensed;

— nogep>xka mpudToB PT Astra Sans, PT Astra Serif;

— BBIOOD mIpudTa U3 CIUCKA;

— BbIOOp pa3Mepa mipudTa U3 CIKUCKa WIK 33JJaHue IIPOU3BOJIbHOTO Pa3Mepa;

— yBeJIMueHue WIM yMeHbllleHre pa3Mepa mpudTa ¢ GUKCUPOBAHHBIM I1aTOM;

— BbIOOp HauepTaHus IIpudTa: MONYKUPHBIA, KypCHUB, IOJYEPKHYTHIM, 3auepKHYTbIH,

[OJICTPOYHbBIN, HAACTPOYHBIN;
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— BBIOOP MEXXCHUMBOJILHOT'O MHTepBaJia: YIVIOTHEHHbIN, OOBIYHBIN, Pa3pesKeHHbIN;
— ¢opMarvpoBaHre TeKCTa B CTwie «Bce mnponucHbele» C 3allOMMHAHMEM HCXOJHOIO

dopmara B cityyae OTMEHBI.

2.8.3 BeipaBHHBaHNe U HHTEPBaJIbI

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— rOpU30HTaIbHOE BhIPAaBHHUBAHMe TeKCTa: 110 JIeBOMY Kpalo, 110 I[eHTPY, 110 IpaBOMy Kparo,
0 LIIUPUHE;

— BepTHKaJIbHOe BbIPABHUBAHMe TeKCTa BHYTPU TaOJIMIIbL: TI0 BepXHeMy Kpalo, 110 cepeJiiHe,
110 HIDKHEMY Kpalo;

— aBTOMAaTU4YeCcKoe OllpefieJieHue  MeXIYCTPOYHBIX WHTEepBaJioB  JJil  JOKYMEHTOB,
CO3/IaHHBIX B JIPYTUX pPeJlaKTOpax;

— YCTaHOBKA MeXIyCTPOYHOI'0 UHTepPBaJia: OJUHAPHBIN, «1,15%», OIMyTOPHBIN, ABOMHON;

— yCTaHOBKA IPOU3BOJIbHOT'O 3HAYeHUS] MeXKyCTPOYHOT'O0 UHTEpBaIa;

— U3MeHeHHe CBONCTB pa3Mepa MeXIyCTPOUYHOTO MHTepBaja: TOYHO, MHUHUMYM U
MHO>HUTeJIb;

- H&CTpOﬁKa HWHTEepPBAJIOB «10» U «I10CJIe» IJId 8638H€B.

2.8.4 ®opmaTupoBaHHe COAEPIKHUMOTO

[Tonnep>xuBaeMble BO3BMOXXHOCTH:

— BBIOOpD IIBETAa TEKCTa M3 IBETOBOM TMaJUTPbI TEMBI TeKyIlero AOKyMeHTa, Habopa 10
CTaHIApPTHBIX I[BeTOB, Habopa 10 mocremHWX IIBETOB, IBETa TEKCTA WKW OObeKTa
JIOKYMEeHTa C UCII0/Ib30BaHUEeM «ITUIIeTKN» *;

— 3a7aHue 1Beta Tekcta B Buae HEX-kona unu B popmate RGB;

— BBIOOP 11BeTa BbljleJieHUs TeKCTa U3 MaJIUTPhI I[BeTOB UM Habopa 8 1mociieJHuX 11BeTOB;

— WHJVKalMs BbIOpAaHHOIO I[BeTa TeKCTa WM BBIOPAaHHOTO IIBeTa BbIJIeJIeHWs] TeKCTa Ha
KHOIIKe ¥ B COOTBETCTBYIOIIel HaJIUTpe;

— BBIOOD CcTUJIA ab3aria;

— HaCTpOMKa OTCTYyIIa [IepBOM CTPOKH, OTCTYTIA CJieBa U OTCTYyIa CIipaBa /ijisl ab3alies;

— yBeJIMueHue WIK yMeHbllleHre ab3allHOro OTCTyTa C 33/laHHBIM I1aroM;

— KOIIMpPOBaHMe 1 BCTaBKa GOPMATHPOBAHHOI'O TEKCTa;

— BCTaBKa TeKcTa 6e3 ¢popMaTHpOBaHUSI;

— OYMCTKA POPMaTHUPOBAHUS;
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— BO3MOXHOCTb YOpaTh IPOMEXYTOK MexTy abzanamu, 0TOpMaTHPOBAHHBIMU OJHUM
CTHIIeM;
— aBTO3aMeHa Jiedprica Ha TUpe C BO3MOXKHOCTbIO OTMEHHBI;

— aBTO3aMeHa KOMIIbIOTepHbIX KaBbluek (") Ha ¢paHIly3CcKhe KaBbIUKU («») VISl pyCCKOTOo
1 GpaHITy3CKOTO SI3bIKOB C BOBMOXXHOCTBIO OTMEHBI;

— BCTaBKa B JIOKyMeHT TeKYyIIlei JaTbl U BDeMeHHU.

2.8.5 Pabora co ciuckamMu

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— Co37JaHMe MapKUPOBAHHbBIX U HyMepOBaHHbBIX CIIHCKOB;

— aBTOMaTUYeCKoe CO3/laHre CIMCKa IPY BBOJie OIpejle/IeHHbIX CHMBOJIOB;

— MpOJI0JDKEeHHe CIIMCKa [IPH BBOJIe B Havajle CTPOKH CJIeAYIOIIero Mo MOPSIKY 3HaYeHUs;

— aBTOMaTU4YeCcKass KOPPeKTUPOBKA HyMepalluM IyHKTa IIPU BBOJle B Hauase MpeJbliyllero
WJIM CJIeIYIONero MOpsAKOBOTO 3HAUeHHs ITyHKTa;

— Hacje[loBaHMe HyMepalluyi OTHOTO CIIMCKA APYTHM;

— W3MeHeHUs! YPOBHSI BIIO)KEHHOCTH CITHCKa;

— CO3[JaHMe HyMEepOBaHHBIX CIIMCKOB C KUPWUIMYECKUMU CHMBOJIAMU TPH HCIIOJIb30BAHUU
IIPWIOXKEHHs Ha PyCCKOM SI3bIKe;

— MpeoOpa3oBaHKe CIIMCKA B OOBIYHBIN TEKCT.

2.8.6 ®opmar no obpasmy

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— ¢opmarupoBaHHe 1o obOpa3ily ab3aria, TeKCcTa, ab3ara U TeKCTa, sYelKu TabIuIbI*;

— MpUMEeHEeHHWe CKOMHWPOBAHHOTO CTWIS (POPMATHUPOBAHMS K HECKOJIBKUM OOBEKTaM I10
odepenu®;

— coXpaHeHHe WCTOPWHY KOIMPOBaHHUs GOpMaTHpPOBaHUS®.

2.9 Paoora ¢ TadimmunamMu

HOJ:[}IEP)KI/IBHEMBIE BO3MO>KHOCTH:

— BbIpdBHHUBdAHUE Ta6J'II/II_IbI Ha CTpaHUIIe: 110 JIEBOMY KpdlO, 110 IEHTPY, 110 IIPABOMY KPAlO;

- OTO6pa>KeHI/Ie Ta6JII/IL[, O6’be,I[I/IHeHHbIX sg49eeK, OBETOB W BEPTHUKAJIbHOI'O BbIPABHHUBAHUS
B UMIIOPTUPOBAHHBIX TOKYMEHTAX;

— JobaByeHue TabIUIIbI JIF0O0T0 pa3mepa;
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— nobaBjieHUe U yJlaJleHue CTOJIOIOB U CTPOK;

— BblZleJieHue CTo01a, CTPOKY, IMalia30Ha sueeK Uik TabJIuIlbl IeTUKOM;

— “3MeHeHMe pa3Mepa siueeK IepeTacKUBaHWeM IPAHUI] MBIIIBIO;

— 3aJlaHKe TOYHBIX Pa3MepoB IIMPUHBI U BBICOTHI S'UeeK PyYHbIM BBOJIOM 3HAUeHHUH;

— “3MeHeHHe C GMKCUPOBAHHBIM II1IarOM HIMPUHBI U BBICOTHI SIU€eK;

— U3MeHeHHe pa3MepoB HEeCKOJIbKMX BbIJIeJIeHHBIX sieeK, CTPOK MWJIX CTOJIOIOB
OJIHOBPEMEeHHO;

— o0beIMHEeHMe siueeK U paszieieHre 00beJUHEHHBIX SUeekK;

— pasfiesieHre STYeKu Ha HeCKOJIbKO CTPOK WK CTOJIOIIOB;

— KOIIMpOBaHMe, BbIpe3Ka U BCTaBKa JIMAIla30HOB sUeeK;

— onius 0TobpakeHUsI 3ar0JIOBKA TabJIMIbI HA KaXKAOW CTPaHUIIE;

— npeobpa3oBaHUe TEKCTa B TAOJIHITY;

— npeobpa3oBaHue TabJIUIIBI B TEKCT Yepe3 BCTaBKy 6e3 GopMaTUpOBaHUS;

— BBIOOp I[BeTa 3aJIMBKU SUeeK U TIPaHUIl siueeK U3 1IBeTOBOM MalUTPhbl TeMbl TeKyIlero
nokyMeHTa, Habopa 10 craHmapTHbIX 1BeToB, Habopa 10 mociemHUX IBETOB, IIBETA
IPYTUX sideek Wik 00beKTOB IOKyMeHTa C MCI0JIb30BAaHUEM «IIUIIeTKU»*;

— 3a7laHue TpeOyeMoro IiBeTa 3aJlMBKKA s9eeKk UM rpaHul] sidyeek B Buge HEX-koma
iy B popmate RGB;

— WHJVKAIlMs BHIOPAHHOTO 11BeTa 3aJIMBKU siueeK Ha KHOIIKe U B HaJIUTPe;

— BepTHKaJIbHOe ¥ BepTHUKaJIbHOEe BbIpaBHMBAHMeE TeKCTa B siueliKe WU B JIMalla30He siueek;

— MOBOPOT TekcTa B siuerike Ha 90° BieBo, 90° BrpaBo;

— cOpoc TOBOPOTA TeKCTa;

— BCTaBKa B BUJle Tabmuiibl 6e3 ¢popMaTHpoOBaHUSI paHee CKONUpoBaHHOTO U3 «MoiOdwuc
Tabmuma» u «MouOduc IlpesenTarys» quana3oHa sdeek, K 4aCTH KOTOPOTO MPUMeHeH
TaOJIMYHBIA CTWIb GOPMATHPOBAHUS;

— obTekaHue TabJUIIbI TEKCTOM C HACTPOMKOW IMapaMeTpoB OOTeKaHHs: OTCTYIIbl CBEpXY,
CHU3Y, CJieBa, CIIpaBa;

— ObICTpOe TiepeMellieHWe TaOJMIT C BKJIIOYEHHBIM OOTEeKaHWeM TeKCTOM, BHYTpH
TIOKYMEeHTa;

— oToOpakeHUe TabJIMIl C BKIIIOUEHHbIM 0OTeKaHWeM TeKCTOM, IpMMeHeHHBIMU B JIpYyTOM
pelakTope;

— BCTaBka 00BekToB Tuma «Purypa», «Jlunusy, «3obpaxenue», «TekcroBoe Iosey,
«OrnaBnenue», «®Popmyna», «CHocka», «llepekpecTHasi cCbulKa» B TaOJHMIBI C

IIpUMeHeHHbIMU ITapaMeTpaMy 00TeKaH!s TeKCTOM;
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— BBIJIeJIEHHEe HECKOJIbKUX si4eeK, CTPOK WM CTOJIONOB B TaONMIIAX C BKIIIOYEHHBIM
00TeKaHueM TeKCTOM;

— nobaBJieHre WK yIaleHne HeCKOJIbKUX CTPOK WU CTOJIOIIOB B TAOJIMIIAX C BKIIIOUEHHBIM
00TeKaHueM TeKCTOM;

— ¢opmaTrpoBaHWe TpaHUIl JIS BCed TAOIMIBI WIA JUalla30Ha sYeeKk B TabJMIax C
BKJIIOUeHHBIM 00TeKaHHeM TeKCTOM;

— U3MeHeHHWe pPa3MepoB CTPOK M CTOJIOIOB C ITOMOIINBIO TEPeTSITHBaHUs WX TPAHUI] B
TabJIMIIaX C BKIIIOYeHHBIM 00TeKaHHeM TeKCTOM;

— BO3MOXKHOCTb ~ KOIMPOBAaTh IapamMeTpbl (GOpPMAaTHPOBAaHUS B s4YelKax TabiMI cC

BKJIFOYEHHBLIM O00TeKaHHeM TeKCTOM.

2.10 Pabora ¢ n3o0pakeHHIMHU

[Tonyiep>xuBaeMble BO3MOXKHOCTH:

— BCTaBKa U300pakeHU! C JIOKAJIbHOTO IUCKA;

— BcTaBka wu3obpaxkenuit u3 6OpayzepoB Google Chrome, Firefox, Internet Explorer u
Microsoft Edge;

— BCTaBKa M300pakeHUWH W3 TEKCTOBBIX U TAOIMYHBIX PeJaKTOPOB, BXOISIIMX B COCTaB
oducHbix nmakeroB Microsoft Office u LibreOffice;

— nojaepxxka ¢popmatoB PNG, BMP, JPG, JPEG, JPE, GIF, TIFF u TIF;

H3o6paxkenns: u3 nokymeHnta B ¢dopmarax JPG u JPE coxpaHsioTcs kak ¢aitin B
dopmare JPEG, TIF - B d¢opmare TIFF. Hzobpaxenue B ¢dopmare GIF
oToOpakaeTcsl B JIOKYMeHTe KaK CTaTMYHOe W300pakeHHe, aHUMaIlus paboTaer
nipu ckaurBaHnu GIF-uzobpakeHns n3 JOKyMeHTa Kak ¢aiia.

— KOIIMPOBaHUeE U BbIpe3ka U300pakeHul;

— M3MeHeHHe pa3Mepa U300pakeHUH ¢ coxpaHeHHeM U 6e3 coxpaHeHUsl TPOIOPIIHA;

— HACTpOWKa MO3UITUHU U300pakeHH! B TeKCTe CO CJIeAYIOUIMMU ONIUSIMU: B TEKCTe, BOKPYT
PaMKH, CBepXy U CHHU3Y, 32 TEKCTOM U I1epe]] TeKCTOM;

— BbIpaBHMBaHMe U300pakeHUs], pa3Mell|eHHOT0 B TeKCTe, [0 FTOPU30HTAIIH;

— nepeMellleHHe HU300pakeHWH B JIOKyMeHTe IlepeTacKUBAaHKEM MBIIIbI0 U C IIOMOIIBIO
KJIaBMIII KypCopa;

— IepeMellleHHe BIOPAHHOTO U300pakeHHsl C TOMOIIIbIO KJIABUIII-CTPEJIOK KIaBUATYpHI;

— IepeMellleHHe HM300pa’keHUs] B JOKyMeHTe uyepe3 3afjaHde OTCTYIOB OT Kpasi CTPaHMIIbI

(I/ICKJ'IIOLIEHI/IE - I/1306pa)KEHI/I$I, pa3MellieHHbIe B TEKCTe);
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— oToOpakeHre U300pakeHN, Pa3BEPHYTHIX T10]] YIJIOM OTHOCUTEJIbHO SIKOPHOM TOYKH;
— 3aJ/laHre TOYHOT'O pa3Mepa U300paKeHus;
— 3a/laHHe TOYHBIX 3HAYeHUM OTCTYIOB U300pakeHHsl OT KpaeB CTPAHMUIIbI;

— coxpaHeHHe U300paXkeHus U3 JOKYMeHTa JIOKaJIbHO B BUJle daiinia.

2.11 Pabora c purypamu

[TonnepxuBaemMble BO3MOXXHOCTH:

— BCTaBKa, BblJleJleHre, KOIIMPOBaHue, Bblpe3aHue U yJajleHre GUIyp, TEKCTOBBIX I10JIed U
JIUHUY;

— BCTaBka B QUIYpPy WM TeKCTOBOe IIojie TeKCTa, HU300pakeHus, (OPMyJIbI, CCBUIKH,
IIepeKpeCcTHOM CChUIKY, 3aKJIaJIKU, TeKyIllel AaThl WM BpeMeHH;

— BBIOOp IIBeTa 3aJlUBKM U KOHTypa (UIYphl W3 I[IBETOBOM NAJIUTPBl TEMBI TeKyIlero
nokyMeHTa, Habopa 10 cranpmaptHbix 1BeToB, Habopa 10 mocnenHUMX IBETOB, IIBETa
Ipyrou GpUrypel Wi o6bekTa JOKyMeHTa C UCIIOIb30BaHUEM «ITUIIeTKU» *;

— 3as1aHre Tpebyemoro 1Beta ¢purypsl B Busie HEX-kona mnm B popmare RGB;

— 3aJIMBKa QUIypbl U300pakeHNeM C JIOKAJIbHOTO JIUCKA;

— WHJYKalKs BBIOPaHHOTO 11BeTa 3aJIMBKU U KOHTypa QUTYPHI;

— BBIOOP TOJIIIMHBI U TUIIA JIMHUY KOHTYpa QUIYPHI;

— OBICTPOe IPUMeHeHHe HAaCTPOeK KOHTYpa NpeAblaylel pUrypsr;

— yZAajieHne KOHTypa (pUryphl;

— W3MeHeHHe BBICOTBl U IIMPUHBI GUIYPBl U TEKCTOBOIO IOJS C COXpaHeHWeM U 0Oe3
COXpaHeHHs [TPOIIOPIINIA;

— IIOAITOHKA pa3Mepa GUIypbl WIA TeKCTOBOTO I10JIS IO PACIIOJIOXKEHHBIA B HEM TeKCT;

— BBIOOp MO3UIIMKA GUTYPBl, TECTOBOI'O IIOJIS, JIMHWKA OTHOCHUTENIbHO TeKCTa: B TeKCTe,
BOKPYT PaMKH, CBepXy U CHU3Y, Ilepe]] TeKCTOM, 38 TeKCTOM;

— HacTpo¥ka (popMaTHpOBaHUS TeKCTa BHYTPU TEKCTOBOTO I10JIs, aHAJIOTUYHAsE OCHOBHOMY
TeKCTy JIOKyMeHTa;

— INepeMellleHHe QUIypbl, TeKCTOBOI'O IOJS, JIMHUM IlepeTacKUBaHUEM WJIM C IIOMOIIBIO
KJIaBUII-CTPeJIOK KJIaBUaTYPHI;

— BBIOOp IIBeTa JIMHWM K3 I[IBETOBOM NAIWTPhHl TeMbl TeKyllero AOKyMeHTa, Habopa 10
CTaH/IapTHBIX [1BeTOB, Habopa 10 mocimepgHMX I1BETOB, I1BeTa APYTOM JIMHUU WIA 0ObeKTa
JIOKYMeHTa C UCII0JIb30BaHUEM «IIUIIETKU» *;

— 3as1aHre TpeOyemoro 1Beta iuHuM B Buze HEX-kona nnu B popmare RGB;

— UH/IMKAIMS BBIOPAHHOTO I[BeTa JIMHUY;
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- BbI60p TOJIIIWHBI U THUIIA JIUHWUH;
— W3MeHeHHe UIMHBI U yTJlda HaKJIOHA JIMHUH,
- BbI60p THIId HAKOHEYHHWKOB Ha4adJla U KOHIld JIMHHWH,

— OBICTpOe IpUMeHeHre HaCTPoeK CTWIS MpelblayIled JTUHUU.

2.12 Pabora ¢ quarpaMmMamMu

HOJ:[}IEP)KI/IBBEMBIE BO3MO>XHOCTH:

— BCTaBKa JiMarpamm u3 Oydepa ob6MeHa B BUjie H300pakeHUsl.

2.13 Pabora c popmynamu

[Tonnep:xrBaeMbie BO3MOXKHOCTH:
— MPOCMOTP, Co3/laHKe U peakTupoBaHue dopmyn B popmare LaTeX;
— mojiep>xka paboTel ¢ GopMyJiaMu;

— “3MeHeHMe pa3Mepa (pOpMYJIbl B TEKCTE.

2.14 MaxkeT cTpaHHUIIbI

2.14.1 Pabora c mradj1oHaMu

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— pabora ¢ mabiaonamu B dpopmare XOTT, DOTX u OTT (TosnbKo eciii OH pacIioioXkeH B
narike «Default Templatey);

— coznanue mabioHa B popmare XOTT u3 Tekyiero ¢aiinia;

— CO3/1aHMe HOBOTO JIOKYMEeHTa Ha OCHOBE CYIIeCTBYIOIIEro MabioHa;

— 3aMeHa I11abJIoHa TI0 YMOJTYaHHUIO.

2.14.2 HacTpoiikH CTpaHHUIIBI

[Tonep>xuBaeMble BO3MOXKHOCTH:

— BU3yaJlM3allvsl BBLIOPAaHHOTO pa3Mepa ¥ OPHeHTaIliH CTPAHUIIBL;

— BBIOOD  OpHEHTAallMM  CTPAHMIIBL:  KHM)KHas ~ (BepTHKallbHas) W albOOMHas
(ropu3oHTaJIbHAS);

— BBIOOp mevatHOro dopmara crpanunbl: US Letter, US Legal, AO, Al, A2, A3, A4, A5,
A6, B4, B5, Folio, Executive;

— HACTPOWMKa I10JIeN CTPaHUILL;

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 24



— YCTaHOBKA 3epKaJIbHbIX I10JIel [JIs BCEro JJOKYMeHTa;

— IIPUMeHeHMe [TapaMeTpOB CTPaHMIIbI I YaCTU JIOKyMEeHTa U [JIs BCero JJOKYMeHTa;

— BCTaBKa pa3pblBa CTPaHUIL U pa3zielios;

— UHJVKAIKs pa3pbIBOB CTPAHULL U Pa3/iesioB;

— WCIIOJIb30BaHWE TOPU30OHTAIILHOM U BEpTUKAJIbHOW JIMHeeK M1 HACTPOUKU II0JIei
IIOKYMEeHTa;

— UCTOJIb30BaHMEe TOPU3OHTAJIBHON JIMHEWKH JJIsi HaCTPOMKHM OTCTYIIOB ab3alla U IMepBOU
CTPOKUY;

— oTOOpaXkeHue U CKpbITHe JINHeeK.

2.14.3 PaboTa c KOJIOHTUTYJIaMH

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— CcO3/]laHMe, pelaKTUPOBaHUe U y/ajieHHe BepXHUX U HMXKHUX KOJIOHTUTYJIOB;

— OBICTPBIM  IIepexoJl MeXJy BepxXHUM U HIDKHUM KOJIOHTUTYJIaMH B  pexume
pellakTUPOBaHUS KOJIOHTUTYJIOB;

— MPUHYIUTEIbHOE 3aKphITHe MTaHeId HaCTPOeK KOJIOHTUTYJIOB;

— HaCTpPOMKa OTCTYNIOB OT KpaeB CTPaHUIIbl /[Jii BepxHero KOJOHTUTYJIA U HHXKHEro
KOJIOHTHUTYJIa;

— 0coOble KOJIOHTUTYJIBI /ISl IepBOM CTPaHMIIbI JIOKYMeHTa WK pa3jiena;

— pa3Hble KOJIOHTUTYJIBI JIJIs1 YeTHBIX U HeYeTHBIX CTPaHUII;

— WHJVBUyaJIbHble KOJIOHTUTYJIBI JIsl pa3HBIX Pa3/ielioB;

— BCTaBKa OOBEKTOB B I10JIe KOJIOHTHUTYJIA.

2.14.4 Hymepanus cTpaHMIL

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— BCTaBKa HyMepalluy CTPAHUIL B KOJIOHTHUTYJIbI;

— BbIOOp dopMaTa, MO3UIMK M BIpaBHUBAHUSI HyMepallui CTPaHUI];
— HaCTpOKMKa HyMepallvy 0 pasfiejiaM JOKYMEHTa;

— HyMepallys CTPAHHUII C YKa3aHHOTO HOMepa;

— yZaJieHue CyIIecTBYIOIeH HyMepaluy CTPaHMUII.
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2.14.5 OraBienue

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— CO3/laHMe U y/iajieHue OrJIaBJIeHus;

— BBIOOP CTUJIEN IOKyMeHTa Il CO3[JaHUsl OTJIaBJIeHUS;

— BBIOOP KOJIMYeCTBa yPOBHEH B OIVIaBJIeHUH;

— nobapJieHue U yajieHre YPoBHel B CO3[JaHHOM OTIJIaBJIeHUY;

— aBTOMaTU4YeCcKoe OOHOBJIEHNE OIJIaBJIeHUS B peXKuMe peallbHOI'0 BpeMeHH;

— nobapJieHue B OIJiaBjieHUe CTUJIel, CO3[JaHHbIX BPYUHYIO;

— nobaBjieHue U y/iajeHre HOMepoB CTPaHUII;

— ¢opmaTrpoBaHHe TeKCTa OIJIaB/IeHHs C UCIOJIb30BaHMeM CBOWCTB iprdTa 1 ab3aria;
— Iepexo/i K BbIOPaHHOMY pasielly IOKyMeHTa M3 OIJIaBJIeHUs;

— oToOpakeHre HyMepOBaHHBIX 3ar0JIOBKOB.

2.15 Penren3upoBaHue JOKYMeHTa

2.15.1 Pexxum oTC/I€KUBAHUSA MCIIPABICHUHA

[Tonep>xuBaeMble BO3MOXKHOCTH:

— BKJIIOYEHUE U OTKJIFOUEHHe PesKuMa OTCIIEXKMBAHUS UCITPABIIeHU ™ ;

— aBTOMAaTHYeCKOe BKJIIOUEHHWe peXrMa NPU OTKPHITUU JIOKYMEHTa, eCIA TIPH 3aKpPBITHU
peXXuM ObLT BKITIOUeH™;

— MoJIIepkKKa CIIeyIOIUX TUIIOB UCIPABJIeHHWH: BBOJI M yaJleHHe TeKCTa, GOpMaTHpPOBaHUe
TeKcTa, ¢opmaTrupoBaHWe ab3ara, BCTaBKa W yHajieHWe W300pakeHWd, BCTaBKA U
ylajieHde TaOIWI] W CTPOK B TaOJHMIIAX, BCTaBKA, PpeIaKTHPOBAaHWE U yAaJieHHe
TUIePCChIIOK®;

— YHUKaJIbHAs [IBeTOBAst MHAMKAIIUS U1l UCTIPABJIEHUH KaXKIOT0 TI0JIb30BaTes;

— pa3yIMYHas BU3yasTU3alysl UCIIPABJIEHUH Pa3HOTO THIIA;

— GUIIBTP IO TUITY UCITPABJIEHUH U TI0 perieH3eHTaM™;

— MOUCK PerleH3eHTOB 110 UMEeHH TP YCTaHOBKe GHITbTpa¥;

— oToOpakeHHe OOJBITUX MCIIPABJIEHUH Ha TIAHeJIM pPelleH3WPOBaHUS B COKpAIlEHHOM BH/IE
C BO3MOXKHOCTBIO Pa3BOPAuMBaHUS;

— TepeMeIlneHre MeX Ty UCIIPAaBJIeHUsSIMH C TTIOMOIIIbIO KJIABUIII-CTPEJIOK KIaBUATYPHI;

— NMIPUHSATHE WIA OTKJIOHEHHEe WCIPaBIeHUH i BCEro JOKYMEHTa, IS OJIHOTO WU

HeCKOJIbKHUX 8638H€B WIIN IJId Ka>KO0TI'0 UCITPaBJIEHHS 110 OTI[EJIIJHOCTI/I*;
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— TpY peXXuMa OTOOpa’KeHUs] UCIIPABJIeHUH: UCXOJIHbIN TEeKCT BMecTe ¢ HeoOpabOTaHHBIMU
WCIIPABJIeHUsIMH, BBIJIEJIEHHBIMU I[BETOM; MCXOIHBIM TEKCT BMeCTe C HeoOpabOTaHHBIMU
WCTIIPaBJIeHUsIMU 6e3 BbIJIeIeHus! IIBETOM; TOJIbKO UCXOHBIN TEKCT;

— MOJICBETKA IPAaBKH I[BETOM IIOJIb30BATeJs TPH HaBelleHWHd Ha Hee Kypcopa MBIIIH Ha

HaHeJId pelleH3MPOBaHUSI.

2.15.2 PaboTa c KOMMeHTapHusIMHU

[Tonnep>xuBaeMble BO3BMOXKHOCTH:

— nobaByieHUe, peJJakKTUPOBaHUe U y/iajieHhe KOMMeHTapueB®;

— obaBJieHHe OTBETOB K KOMMeHTapusM™®;

— oTOOpakeHre OTBETOB K KOMMEHTApHsIM B XPOHOJIOTHYeCKOM MOPSIIIKE;

— CBOpauMBaHue IIel0YKM KOMMeHTapueB MpH Halu4yuu 0Ooiiee IBYX OTBETOB JI0 [1€PBOTO
Y IIOCJIe;ITHer0 KOMMEeHTAapHUsl B IlelI04Ke C BO3MOXHOCThIO pa3BOPAYMBaHUs [IEIIOYKY;

— OBICTPBIM Iepexo]i C IMOMOIIbI0 KHOIIOK B HAa4yajlo U B KOHeIl I[e[IOYKU KOMMeHTapHeB,
IpeBbIIIAoIIel BHICOTY CTPAHUIIBI;

— aBTOMaTUYeCcKoe yajleHre yCThIX KOMMeHTapreB*;

— oTOOpakeHHe OO0BeMHBIX KOMMEHTapheB B COKpAIleHHOM BHJe C BO3MOXHOCTBIO
pa3BOpaYMBaHUS;

— repexo/i K CJiefyIolleMy WIA Tpedplayl[eMy KOMMEHTApUI0 II0 KHOIKe B IaHelu
pelleH3UPOBaHUS;

— y[ajieHue KOMMeHTapus TpyU YIaJleHHWHd CBSI3aHHOTO C HHUM ¢parMeHTa TeKCTa C
yBeIOMJIeHUeM;

— yAajieHue 1ell0YKM KOMMeHTapueB IIpU yAajleHUHM OCHOBHOTO KOMMEHTapusi C
yBeIOMJIeHUeM;

— ¢uIBbTp KOMMEHTapHeB 110 OJJHOMY WJIM HeCKOJIbKKM pelleH3eHTaM*;

— IOMCK pelleH3eHTOB 10 UMeHU IIPU yCTaHOBKe GuiibTpa¥;

— KOIMpOBaHMe, BbIpe3ka U BCTaBKa KOMMEHTapHeB U Ilell04eK KOMMeHTapHueB B Ipefeyiax
OJIHOTO JIOKyMeHTa U MeX/ly JIOKyMeHTaMU IIPUIIOXKeHUS;

— BOCIIpOM3Be/leHHe ayJMOKOMMeHTapueB, CO3[JaHHBIX C MCIIOIb30BaHHMEM MOOWIIBHOTO
npuioxenus « MorOduc JIokyMeHTbI»;

— BO3MOXHOCTb ITOCTaBUTh HA May3y BOCIPOM3BOISIIMICS ayTMOKOMMeHTapyH;

— Iepexo/i K He06X0/IMMOMY MeCTY 3allCU [IPU BOCIIPOU3BeIeHUH ayIMOKOMMeHTapus;

— KOIMpOBaHMe, BbIpe3ka U BCTaBKa ayJIMOKOMMeEHTapheB KOMMEHTapueB B IIpefeyiax

OOHOT'O JOKYMEHTAa U MeXy NOKYMeHTaMH IIPpHUJIOXKeHH .
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2.15.3 CpaBHeHHe IOKYyMEHTOB

[Tonep>xuBaeMble BO3MOXKHOCTH:

— CpaBHeHHMe JIByX Bepcui jokyMeHTOB B popmarax XODT, DOCX, ODT u TXT*;

— oToOpakeHHe JOOaBJIeHHBIX U YAAJNeHHBIX (parMeHTOB TeKcTa U J10OaBIIEHHBIX,
yJlaJIeHHBbIX ¥ OTPEeIaKTHPOBAHHBIX TAOJIHII TPY CPAaBHEHUU ™ ;

— IIBeTOBAA MHAWKAIIHUA ,[[O6aBJIEHHbIX " yJidJIEHHbIX Ta6J'II/II_I*.

2.16 CpeacrBa aBTOMaTH3aIUA

2.16.1 Ilognepixka MaKpPOKOMaH/

[Tonnep>xruBaemMble BO3BMOXKHOCTH:

— IOJiJIep>kKKa MaKpOKOMaH/I Ha si3bIKe TporpammupoBanus Lua*;

— co3J]aHMe, [TOMCK, BBINIOJIHeHWe, peJlakTHPOBaHue, OTJIa/ika U yajieHue MakKpoKoMaHa*;

— XpaHeHHe MaKpOKOMaH]| B Tpefiejlax OAHOIr0 JOKYMeHTa¥;

— mpocMoTp koa VBA-MakpokoMaH]l, COXpaHEeHHBIX B JOKyMeHTe*;

— BO3MOXXHOCTb coxpaHeHUs1 Lua-makpokoManji B fokymeHTax ¢opmaroB DOCX, XODT,

ODT*.

[TonpobHoe omnucanve paboOTbl C MAaKpPOKOMAaH/IAaMU IIPUBEJEHO B JIOKYMEHTe
«CripaBOYHMK MAaKpPOKOMAH/I Ha SI3bIKe MPOrpaMMHpOBaHus Luay.

2.17 3ammura nokyMeHTa

2.17.1 3amuTa coep;KUuMoro oT H3MeHeHHH

[Tonep>xuBaeMble BO3MOXKHOCTH:
— MoJiIep>KKa 3allUThl OT BHECEeHHWS M3MEeHEeHWH IS CJIeIyIOIIUX THUIIOB COJEPXKUMOTO:
TeKCT, u3obpaxkeHue, GUrypa, TeKCT B pUType, TEKCT B TYMKaxX TabJIUIIbI, TaOIUTIBI®;

— CHSITHE 3allIUThl OT U3MEHEHUH C nogaep>XxXrBdaeMhbIX TUIIOB COI[ep)KI/IMOI‘O*.

@ Inst noxkymenTtoB popmara DOCX, ODT mnmu XODT.
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3 «<MOUOPUC TABJIUIIA»

3.1 YcranoBka 1 00HOBIIeHHe

[Topnep>xuBaeMbie BOZBMOXKHOCTH:

— yCTaHOBKa JIJIsl BCeX MOJIb30BaTeiel yCTPOMCTBa;

— aBromaTtuueckoe obHoBiienre ¢ GUS (Global Update Server) mnu Microsoft Store mms OC
Windows, ¢ GUS (Global Update Server) gyist macOS.

3.2 fI3pIkoBas moAzepKKa

[Tonnep>xuBaeMble BO3BMOXKHOCTH:
— JIOKaJIU3allUM Ha PYCCKOM, aHIVIMMCKOM, ¢paHIy3CKOM, TaTapCKOM M OalIKMpCKOM

A3bIKAX.

3.3 ®dopmaThl JOKYMEHTOB

[Tonnep:xrBaeMbie BO3MOXKHOCTH:
— otkpbiTHe ¢annoB B ¢opmatax XODS, XOTS, XLSX, XLS, ODS, XLSM, XLSB#*,
CSV*, TSV¥*, TAB¥*, SCSV*, TXT¥;

— oTKphbITHe oKkyMeHTOB XLS B popmare nBornunoro ¢aiina Excel5.0/95 (BIFFS);

@ ®opmar XLS u XLSB* He nognepxusaroTcs B Bepcusx aad macOS.

— coxpaHenue ¢aioB B ¢opmarax XODS, ODS, XLSX, XOTS, XLSB*, CSV*, TSV*,
TAB*, TXT*, SCSV*, PDF, PDF/A-1;

@ ®opmar XLSB* nHe nogaepxuBaercs B Bepcusix st macOS.

— OTKpBbITHE JOKyMeHTOB B dopmate OpenDocument 1.3;

— aBTOMaTUyYecKoe ollipefieJieHHe O00JIaCTH JIaHHBIX IPU COXpaHeHWM JIMCTa JIOKyMeHTa
B ¢aitt ¢ paznenurensmu B popmarax CSV, TSV, TAB, SCSV, TXT*;

— oTkpbiTHe ¢aioB B ¢opmatax XODS u XOTS mno ymomyaHWI0O B TPWIOXKEHUH

«MoitOduc Tabnuita» mocie ycraHoBky npusioxkenuss Ha OC Windows;
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— BO3MOXHOCTh BbIOpaTh B mapamerpax cucteMbl «MoiO¢uc Tabnuma» 1uiss OTKPBITHS
110 YMOTYaHUIO JIOKyMeHTOB B dopmarax ODS, XLSX, XLS, XLSM, CSV*, SCSV*,

TSV*, TAB* u XLSB* nocne ycranoBku npwioxenus Ha OC Windows.

ITpu orkpeiTiu noxkymeHTa B ¢opmare XL.SM orobpakaercsi npenynpexxieHue
00 OTCYTCTBUHU HOJIeP>KKU BCTPOEHHBIX B 3TOT JJOKYMEHT MaKPOKOMaH/I.

3.4 Ilosnb30oBaTenbCckuii uHTEpdeiic

3.4.1 O01ree

[Tonnep>xruBaeMbie BO3BMOXKHOCTH:

— IaHeJIh UHCTPYMEHTOB C HaCTParBaeMbIM BHEIIIHUM BUJIOM;

— [0Jie Mana3oHa sueeKk C agpecoM WM WMeHeM BbIJIeJIeHHOW SYedKU WM JTMalia30Ha
s4eeK, C BO3MOKHOCTBIO CO3JaHUs UMeHOBAHHbBIX TUAIIa30HOB;

— cTpoka GpopMyI C BO3MOXHOCTBIO BBOJIa, U3MEHEHUSs U POCMOTPa JAaHHBIX U GOPMYIT;

— MaHesb C BKJIAJIKAMU JIMCTOB JJIsl HABUTAIIMK U OTIepallii C JINCTaMHU;

— OOKOBas TaHeNIb C KHOIIKAMH BbI30Ba CJIEIYIONIUX TaHeJel: MOMCKa U 3aMeHbl, GYHKITHH,
CBOIHOM TabmuIel, pabOThl C MaKpPOKOMaH/aMH, MIuCIeTdyepa WMeH, paboThl C
pe3epBHBIMU KOIHSIMH, YTPaBIeHUs] 3alUTONW, yMHOW TaOJUIIbI, TPOBEPKH HAHHBIX,
0bpaTHOM CBSI3H;

— OKHO OBICTPBIX AEMCTBUM IS BHITTOJIHEHHUS 9YaCTO UCIIOIb3yeMbIX KOMaH];

- BbI60p A3bIKaA ITOJIb30BATEJIbCKOI'O HHTepCbeﬁca M3 YKMCdjid IOJIepXKMBAEMbIX

— BbI30B BcTpoeHHOW HTML-cripaBky Ha pyCCKOM U aHIJIMKCKOM $I3bIKaX;
— I1aHeJb [I0MCKa U 3aMeHB;

— I[oAIEPXKKA COYeTaHUuN ropsavux KjlaBUIIl JIsI COBepIIeHus onepauHﬁ B IIPpUJIO’KEHNH.

3.4.2 IlaHesb HHCTPYMEHTOB

HOJ:[}IEP)KI/IBHEMBIE BO3MO>KHOCTH:
- BbI60p MeXy TpeMs peXXuMdMnu OTO6pa)KEHI/I$IZ CTAHAAPTHBIM, KOMIIdKTHBIM WU CKPBITBIM;
- HaCTpOﬁKa BUJIUMOCTH OTHEJIbHbIX Pa31eJIOB;

— HaCTpOMKa cocTaBa pasfiena «M30panHoey.
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3.4.3 Paznen «V3opanHoe»

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— nobaBnieHue B pa3pmen «M36panHOe» 10 14 9acTO WCHONIB3yeMBIX 3JIEMEHTOB: KHOIIOK
HaHeJId MHCTPYMEeHTOB, ITyHKTOB KOMaHJJTHOTO MEeHIO U MaKpOKOMaH*;

— BBIOOP 13 16 BapMaHTOB MKOHOK JIJIs1 KaXKJIOM MaKPOKOMaH/IbI*;

— IepeMellleHye 3JIeMeHTOB BIIPaBO, BJIeBO, B HAYAJIO WK B KOHeI] pa3fiena;

— COXpaHeHHe TI0C/IeIHero BHIOPAaHHOTO IiBeTa NpW JobaBiieHnH B pasfen «M3bpanHoe»
3JIeMEeHTOB C BBIOOPOM I1BeTa;

— CMHXPOHM3allMs I[BeTa Yy 3JIeMeHTOB C BbIOOPOM IiBeTa Mexy pasfiesnioM «W3bpanHoe» u
OCHOBHO¥ I1aHeJIbIO;

— nobaBjieHre pPOAUTENIbCKUX 3JIEMEHTOB C BO3MOXKHOCTBIO BbIOOpA JIEHMCTBHS C ITOMOIIBIO
KOHTEKCTHOTO MEeHIO TpHu J100aBieHWM B paszen «M30paHHOe» 371eMeHTOB C BBIOOPOM
JleliCTBU;

— nobasyeHue ob1ero aneMenTa «lIBeT 3anuBKu» 1pu 100aBIeHUH B paszen «36panHoey»
aneMeHTOB «LIBeT 3anmuBKku stueriku» Wi «LIBeT 3aMBKU QUTYDPBIY;

— OJIOKMPOBKA HEIOCTYTIHBIX JIEMCTBUM B pa3jiesie IIPU CMeHe KOHTEeKCTa;

— CMHXpOHM3allvs pasfena «M30paHHoe» MexIy BCeMH OJHOBPEMEHHO OTKPBITHIMU
OKHaMH pefjakTopa;

— yZaJieHue OTAeNIbHBIX 3JIeMeHTOB U3 pa3jiena;

— OYHMCTKa BCero pasjaeriid.

3.4.4 CTpoka cocTostHUS

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— WH/IMKANWS COXPAaHEHHsI pe3epBHBIX KOIUH;

— UH/IMKATOP BBIOPAHHOTO peXkruMa Tepecdera popmyir;
— 3HA4YeHHUs] aBTOMATHYECKH TTO/ICYUTHIBAEMbIX QYHKITHA;

— WHCTPYMEHTLI JJId U3MEeHEeHHU Macitaba JOKyMeHTa.

3.4.5 Maciura0 sgiucra

[Tonep>xuBaeMble BO3MOXKHOCTH:

— HACTpo¥Ka MaciTaba ¢ MOMOIIbI0 KOMaHTHOTO MEHIO;

— HACTpo¥Ka MaciTaba repeTaCKUBaHUEM I0JI3YHKA B CTPOKe COCTOSIHUS;

— MOIIaroBoe u3MeHeHWe MaciTaba KHOITKAaMHU YBeJIWYeHUs WM YMeHbIIeHUs] MaciiTaba B

CTPOKe COCTOSAHMHA,
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— 3d4/laHKe 3Ha4YeHHd Macitaba PYYHBIM BBOJOM 3HAa4YeHHsS B CTPOKe COCTOSHHA,

— BBIOOD 3HAYeHMs MacIITaba U3 CIIMCKA B CTPOKE COCTOSIHUSI.

3.4.6 OKHO OBICTPBIX JEeHCTBHI

[Tonnep>xuBaeMble BO3MOXXHOCTH:

— BBI30B OKHA U3 KOMaH/IHOT'O MEeHIO WM 110 COYeTaHHIO KJIABUIII;

— BBI30B Ollepaliiii KOMAaHIHOTO MeHIO, BCTPOEHHBIX W II0JIb30BATeIbCKUX CTHIIeH
dopMaTUpoBaHus TEKCTa;

— IIOUCK HYX(HOIZ KOMaH/bI 110 Ha3BAHUIO.

3.5 eticrBus ¢ ¢paiyiamu

3.5.1 Co3nmanmue ¢aiiioB

[Topnep>xuBaeMbie BO3MOYKHOCTH:

— aBTOMaTHYeCKOe CO3JlaHre HOBOTO ¢akia IMPH 3aITyCKe MPUI0XKeHUS;

— Cco37jaHue HOBOTO ¢aiia U3 KOMaHHOTO MEHIO ITPHIOYKEeHUS;

— CO3J]laHWe HOBOTO JIOKYyMEeHTa C TIOMOINbID CHCTEeMHOTO KOHTEKCTHOTO MeHI0 Ha
OC Windows;

— CO37]aHWe peaKTUPYeMOW KOIWUK JUIg JOKYMEeHTa, KOTOPBIH OTKPHIT B JIPYTOM
MIPWIOXKEHUH WK JIPYTHM I10JIb30BaTeJIEM;

— CcO3/JlaHMe peIaKTUPyeMOM KOIKH /1Jisl JOKYMeHTa CO CBOMCTBOM « TOJIbKO IS YTEeHUS.

3.5.2 OTkpeITHE aiiyIoB

[TonnepxuBaemMble BO3MOXXHOCTH:

— OTKpBITHe ¢aiia U3 KOMaHJHOTO MEeHIO;

— OTKpBITHEe ¢aiyla C MOMOIIBI0 IlepeTaCKUBAHUS [TOKyMeHTa WM ero sipjiblka U3 OKHa
¢dainoBoro MeHepKepa oepalvoHHON CUCTeMBI B OTKPBITOe OKHO IIPUJIOXKEeHHS;

— OTKpBITHE Ha JIMCTe, aKTUBHOM IIPU II0C/IeJHEM COXpaHeHWH;

— aBTOMaTU4YecKass KOHBepTalus IpY OTKPLITUM ¢aitsioB popmaTta XL.S B popmar XLSX;

— aBTOMAaTU4YeCKoe CO3[aHue KOIMU B OJIHOM W3 IMOAJlep>KMBaeMbIX ¢OpMaTOB IIpU
OTKpPBITHM ¢aitsioB popmaTta XLSB¥;

— OTKPBITHE B peXXuMe IpoCcMOTpa JOKYMeEHTA CO CBOMCTBOM «TOIBKO JJIsL YTeHUI»,
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@ Ioxyment ¢opmara XLS, XLSB* u XLSM oOTKphIBaeTcs B peXume
PeIaKTUPOBAHUS.

— OTKpBITHE B PpeXuMe IIpOCMOTpa J[AOKYMEeHTa, KOTOPbIA pefakTUpPyeTcs B JIpPyIroM
IIPUJIOXKEHWN;

— OIOBellleHre TIPU OTKPHITUM (ailyia, C KOTOPhIM B JaHHBIM MOMEHT paboTaeT Apyrou
[I0/Ib30BaTeb;

— IpOBepKa JOCTYIHOCTHU (aiiyia 1y1sl peJJakTUPOBaHUS;

— CO3/1aHMe pelJaKTUPyeMOU KOoNuu ¢aiiia, OTKPBITOTO B peXXUMe IIPOCMOTPA;

— KoHBepTupoBaHWe dainnoB dopmaroB CSV, SCSV, TSV, TAB, TXT c mnopmepxkou
CJIeIyIOIIMX HACTPOeK: BbIOOP KOAMPOBKU, pasfleluTesisi, OTPAaHUYUTeNIss CTPOK U
BbIPaBHUBAHUe 110 IIMPUHE COJIePXKUMOro*;

— OTKpbITHe daijia U3 CIIMCKa HeJaBHUX JIOKYMEHTOB;

— OYMCTKA CIIMCKA HeIaBHUX JJOKYMEHTOB;

— OTKpBITHE pelaKTUPyeMOI'o AOKYMeHTa B APYIOM IIPUIOXKEHUU C IIOMOIIbI0 KOMaHbI
MeHI0 «Pais > OTKPHITH BY;

— Iogaep>XxkKad JOKYMEHTOB, He COJiepXKallliX BUAUMBIX JIMCTOB.

3.5.3 Pabora c mrabsiosamMu

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— co3yanue mabJoHa U3 Tekylero ¢aiia;

— pabora c mabsnonamu B popmarte XOTS;

— CO3/1aHMe HOBOTO JJOKYMEeHTa Ha OCHOBE CYIIeCTBYIOIIEro nabioHa;

— 3aMeHa I11a0JI0HA 1O YMOJI9aHHWIO JId HOBOT'O JOKYMEHTa.

3.5.4 BeiBog Ha neyaThb

[Tonep>xuBaeMble BOBMOXKHOCTH:

— OTIIpaBKa HA IeYaTh M3 KOMAHJHOTO MEHI0 M M3 CHCTeMHOr0 KOHTEKCTHOTO MEHIO Ha
OC Windows;

— MpeJIBapUTENIbHBIA MPOCMOTP JOKYMEeHTa C BO3MOXKHOCTBIO OTOOpa’keHHsS! PEeKBU3UTOB
CTpaHMIIBI, Pa3pbIBOB, MacITaba, BEPXHUX U HIKHUX KOJIOHTUTYJIOB;

— BBIOOP MaciiTaba ¥ OpUeHTAIlu CTPaHUIIbI;

— HABUTAIUS MEeX/1y CTPAHUIIAMU;

— BBIOOP JIMaria30Ha CTPaHUI] JIJIsl TIeYaTy U YMCia KOINK;
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— IevyaTh TeKYIIero JIMCTa WK BbljleJleHHOW 06J1acTy;

— yIipaBJieHHWe CBOMCTBAMH CTPAHMIIbI: YCTAHOBKA THIOBBIX pa3MepoB crpaHullbl (A0, Al
Y T.Jl.), HACTPOMKaA IOJIeH;

— BBIOOp MacIITabMpOBaHUs JOKyMeHTa [Py 1e4aTy BblJIeJIeHHOTO ¢pparMeHTa: 1o pa3mMepy
CTPAHHUIIBI, 110 IIMPUHE CTPAHUIIBI U 110 BBICOTE CTPAHMIIBL;

— ObICTpas 1meyarhb;

— BBIOOP YCTPOWMCTBA MeYaTy;

— JIBYyCTOPOHHSISI [1e4aTh;

— pa3bueHue 1o KOIUSIM;

— I1e4aTh B OTTEHKAax Ceporo;

— ONI[MS IPOITyCKa ITyCThIX JINCTOB IPY IIeYaTy;

— COOTBeTCTBHe MaciuTaba [jisi MeyaTH JOKYMEHTOB MaciuTaby caMoro JIOKyMeHTa IIO
YMOJTYaHHUIO;

— 3a/laHKe ¥ OYMCTKa O0JIaCTH IevaTy JJis KaXKA0ro JIUCTA B JOKYMEHTe;

— oTOOpakeHue WK CKPbITHe TpaHuI] 00JIacTH IeyaTH Ha JIUCTe;

— OTHpaBka Ha TedaTb  OlpeleJileHHbIX  CTPAaHUIl WM  JWala3oHa  CTPaHMII
13 cpOpMHUPOBAHHOTO JIJIs TTIeYaTH IOKyMeHTa;

— Iepexo/i K HaCTpOWKaM IpUHTepa;

— WHAWKAIWA IIporpecca IMoAroTOBKH K I1e4dTH U OTIIPABKH JOKYMEHTAa Ha I1e4aThb.

3.5.5 OTopaBka mo mo4re

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.
— OTIIpAaBKa JOKyMeHTa BJIO)KEHHWeM II0O IIo4Te C IIOMOIINbIO IIOYTOBOI'0 KJIMEHTa,

YCTaHOBJIEHHOI'O II0 YMOJ/ITYaHHIO.

3.5.6 Coxpanenue ¢aiiyioB

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— coxpaHeHHe TeKyIero ¢aiiyia Wi ero KONuM B OJUH U3 NOJIIep)KUBaeMbIX GOopMaToB;

— BKJIIOUEHHe U OTKJIIOUeHHe pe3epBHOTO KONMPOBaHUs Ui Bcex ¢alioB, OTKPBITBIX
B PellaKTope;

— BKJIIOUEHHe U OTKJII0YeHHe pe3epBHOT0 KOIMMPOBAHUS sl OTAENIbHBIX PailyioB, OTKPBITBIX
B PellaKTope;

— HaCTPOMKA 4aCTOThl COXPAHEeHHUsI pe3epPBHBIX KOMHUM B MUHYTAX;

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2024 34



— MPOCMOTP TYTH K MeCTY XpaHEHHsS pe3epBHBIX (HaMIOB C BO3MOXKHOCTBIO KOIMPOBAHUS
myTH B 0ydep obMeHa;

— aBTOBOCCTAHOBJIEHHe (HANIIOB, XPAHAIIMXCS JIOKAJIBHO;

— WH/IMKAIWS Pe3epBHOTO KOIIMPOBAHUS;

— OTKpBITHE, COXPAHEeHHUe WK y/IaJleHre pe3epPBHBIX KOIHM U3 MPHIOXKEHMS;

— XpaHeHHe pe3epBHBIX KOIMUU B TEYEHWU OIHOTO MecsIa C aBTOMAaTHYeCKUM yIaJieHhem

I10 UCTeYeHUH.

3.6 TeiicTBHA C JIHCTAaMH

[Tonnep>xruBaeMbie BO3BMOXKHOCTH:

— BCTaBKa HOBBIX JINCTOB;

— yAaJnieHue CyIIeCTBYIONUX JIUCTOB;

— oTOOpaXKeHue U CKPLITHe OT/ebHBIX JINCTOB;

— oTOoOpaXkeHue BCeX CKPBITHIX JIMCTOB OJTHOM KOMAHIOM;
— MeperMeHOBaHUe JINCTOB;

— Cco3/1aHMe Iy0JIMKaTa JIUCTQ;

— WU3MeHeHU e IMOpAJiKa CJIeI0BaHUS JIMCTA B CIIMCKE.

3.7 IleiicTBuA C s4eliKaMH, CTOJIOIAMH CTPOKaMH

[Tonnep>xuBaeMbie BOZBMOXKHOCTH:

— BbIfIeJieHue CTo011a, CTPOKH, /IMara30oHa sueek WM BCeX siueek Ha JIUCTe;

— 3aJlaHKe TOYHBIX Pa3MepOB IIMPUHBI U BBICOTHI ST9eeK PyYHBIM BBOJIOM 3HAUEHHUH;

— W3MeHeHUe IITUPUHBI U BBICOTHI siueek ¢ GUKCUPOBAHHBIM IIIaroM;

— aBTOMAaTHYeCKUi 1oi00p pa3mepa siueek 1Mo COJIePKUMOMY;

— oObequHeHue J4eeK;

— paszesieHre 0OBeIMHEHHBIX SYeek;

— BCTaBKa U y/iaJieHue CTOJIOIOB U CTPOK;

— BCTaBKa U y/iaJieHue siueeK CO CJIBUTOM;

— BbIJIeJIeHHe BCeX CTPOK U CTOJIOIIOB HaXkaTheM B BepXHEM JIeBOM YTy JIUCTA;

— KOINMpOBaHMe, BhIpe3Ka M BCTaBKa JMAala3oHa sueek 06e3 OTOMIbTPOBAHHBIX U CKPBITHIX
IaHHBIX;

— CKpbITHE U OTO6pa)KEHI/Ie BbI6paHHbIX CTOJ'I6I_[OB HJIN CTPOK;
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— U3MeHeHHWe pa3Mepa CTOJIOIIA WM CTPOKM PYYHBIM BBOJOM 3HAUYeHUH WU
TIepeTacKUBAHUEM TPAHUI] MBIIIIbBIO;

— yCTAQHOBKAa NIMPHHBI/BBICOTHI CTOJIONA/CTPOKU TPH BHI30Be KOHTEKCTHOTO MEHIO 110
HaXKaTHIO Ha 3aT0JIOBOK CTOJIOIA/CTPOKH;

— aBTOMAaTHYeCKUH OO0 IMHUPUHBI UJTH BHICOTHI CTPOK U CTOJIOIOB IO COJIEPXKUMOMY;

— M3MeHeHHe Pa3MepOB HECKOJIbKUX BbIJIEJIEHHBIX CTPOK HJIM CTOJIOIIOB OJTHOBPEMEHHO;

— yBemomiieHHe 06 ormrbKe Y 3a7laHUX HEJIOIyCTUMOTO pa3Mepa sT9eiKy;

— 3aKpeIruieHue MPOU3BOJIBHOTO KOJIMYECTBA CTOJIOIOB, CTPOK WK 00JlacTew;

— cOpOC BCEX CYIIECTBYIOIINX 3aKpeIUIeHUH;

— IPYNIMPOBKA JAHHBIX B CTPOKAX U CTOJIOIAX;

— OYHMCTKA FPYNIMPOBKHU B CTPOKAX U CTOJIOIAX;

— aBTOMAaTHYeCKOe paciivpeHrie pabodeil 06JIaCcTH JIMCTA B CJIydae, KOT/Ia JAMAIa3oH sueex
IUTSI aBTO3AIIOJIHEHHS BBIXOJIUT 3a 00J1acTh;

— aBTOMAaTHYeCKoe pacuiupeHue pabodeld 06JacTH JIMCTAa TPU BCTaBKe CKOMMPOBAHHBIX
CTPOK WJIA CTOJIOIIOB;

— paciupenue pabodei 06/1aCTU BPYIHYIO.

3.8 JJeiicTBHA C JAaHHBIMH

3.8.1 Beox manHbIX

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— aBTO3AaIlOJIHEHHE sTYeeK JIUCTA;

— aBTO3AIlOJIHEHHE sTYeeK MOCIIeIOBAaTeIbHOCTSIMU C apudMeTHYeCcKor IPOTrpecCHeit;
— aBTO3AIlOJIHEHHE sTYeeK MOCIIeIOBAaTeIbHOCTSIMU C TeOMeTPUYeCKON TIPOTrpecCHei;
— aBTOIO/I00P TUPHHBI STYEUKH TTPU BBOJIE;

— BCTaBKa B JIOKyMeHT TeKYyIIlei JaTbl U BDeMeHHU.

3.8.2 CopTupoBka u puibTpamus

[Tonnep>xruBaemMble BO3MOXKHOCTH:

— npuMeHeHHe GUIBTPA K BbIZIeJIeHHOM 00J1acTH;

— ¢ubTpanys 1o 3HaYeHUIO WU IO 1IBEeTy 3aJIUBKU*;

— BBIOOP OZJHOT'O MJIM HECKOJIbKUX BapUAHTOB NPU GUIIBTPALIMHU 10 3HAUYEHHIO;

— oToOpakeHre UHGOPMAIMK O KOJIMYeCTBe TOBTOPeHUN KaXKIOro YHUKAJIbHOTO BapHaHTa
B BblJleJIeHHOW 0671acTy 1TpU GpUIIbTPAIUU 110 3HAYeHUIO;

— BblZIeJIeHre BceX JOCTYIHbBIX BAPUAHTOB NpU GUIIbTPAIMU 110 3HAYEHUIO;
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— cbpoc PubTpa;

— MOBTOPHOe NpuMeHeHue GpUIbTpa;

— KONMpOBaHMe, YylajeHWe, BbIpe3aHHe JMala30Ha s4yeeK 0e3 JaHHBIX, CKPBITBIX
dunbTpamuy;

— COPTHPOBKA siYeeK B BbIIeJIeHHOW 00JlaCTH 110 BO3PACTaHHI0 W yObIBAHUIO 3HAYEHUS,
110 aji$aBUTy U B 0OpaTHOM HalpaBJieHUH;

— IOBTOPHOe NpUMeHeHHe COPTUPOBKY;

— aBTOMaTUyYeCKOe pacIIpeHue BbIJleJleHUs] 10 MAaKCUMaJIbHOM 00J1acTH, COCTOsIIed W3

CMEXHLBIX HeITyCThIX d49eeK.

3.8.3 ®opmaThI JaHHBIX

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— UCTOJIb30BaHKe GOpPMaToB: OOIMM, YHCIOBOW, JAeHEeXHbIW, (GUHAHCOBBIN, APOOHBIN,
OKCIIOHEHIIUAJIbHbIN, JaTa, BpeMs, IIPOLIeHTHbIN, TeKCTOBbI;

— aBTOMaTUYeCcKoe ollpeieJieHre CUMBOJIOB py0Jis U JloJijlapa IpYU IPUMeHeHU! YUCIIOBOTO
dopmara suenky;

— aBTOMaTUYeCKoe ollpejieJieHre CHMBOJIA BaJIIOTHI Jis popmara siueek «JleHeXxxHbIi;

— TIO/IJIep>KKa PerdoHalibHbIX CTaH#apToB ¢opmaTta sdeek: ru RU (Poccus), tt RU
(Tarapcran), ba RU (bamkupusi), en GB (Bemukobpuranus), en US (CIIA), en AU
(ABctpamnus), en NZ (Hogas 3enanmus), en CA (Kanama);

— HaCTpOKMKa IapaMeTpoB OTOOpaXkKeHUsl YUCIIOBOro ¢opMaTa AAHHBIX: YUCIIO JIeCATUYHBIX
3HAKOB, pa3fieyiuTelb IPYII pa3ps0B, OTpUllaTelbHble YKUCiIa, CAMBOJ BaJIIOThI, TUII J]aThl
Y BpeMeHH;

— CUMBOJIB BaJIIOT: aBCTpPaJIMMCKUW noswiap [$], kaHajackué mosviap [$], CHHramypckui
noiap [$S], HoBo3emaHACKUM osuiap [$], HoBo3emaHackui moswiap [NZS$], maTckas kpoHa

[kr.], HOpBexckast KpoHa [Kr], kATakickui r0aHb [¥], poccuiickuii py6ib [p.], poccuiickui

py6ib [py6].

3.8.4 IIpoBepka maHHBIX

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— CcOo3[laHMe, pelaKTUPOBaHMe, KONMPOBaHMEe U yJajieHWe BBINAJAoNMX CIHCKOB U
OTpaHUYeHUH Ha BBOJ AAaHHBIX 110 ¢popmaTy «JlaTay;

— ¢naxxok «IrHOpUpOBaTh MyCThle STYEHKW», TO3BOJISIONININ OCTaB/ISATh STUeWKU IpY BBOJE

JAaHHBIX He 3all0JTHeHHBIMU WA 0TOOPA3UTh IIPU 3TOM OLIMOKY;
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— ¢pnaxok «IlokaspiBaTh CHMCOK 3HAYEHWI», T[IO3BOJISIONIMN II0Ka3blBaTh WIA He
MIOKa3bIBaTh CIIMCOK JIONYCTUMBIX 3HAUeHHs [IPU BBOJIe JAHHBIX;

— BBIOOP MCTOYHUMKA JJAHHBIX JUIsI CIIMCKOB Yepe3 yKa3zaHue ajjpeca siueek, yepe3 BbljleJleHUe
MBIIIBIO, Yepe3 GOpMyITy WX Yepe3 UMeHOBaHHBIN JUala30H;

— CO3/]aHMe 3aTr0JIOBKA U TeKCTa MOJICKa3Ky ¢ MHpopMaIrel o mpaBusiax paboTsl ¢ 1ojeM;

— CO3/]aHMe 3aT0JIOBKA U TeKCTa OLIMOKY IPU BBOZe HeJIOYCTUMbBIX 3HAaUeHUI;

— BBIOOp peXxuMa JIeHCTBUH pefjlakTopa IIpY BBOJe HeJIOIyCTUMOT0 3HaUeHHs - 3a1ipeT BBOZA
WJIM TIpeAyIipexxieHue;

— BBIOOp KpuTepueB il MPOBepKy 1o jnate: «Mexmay», «BHe», «PaBHO», «He paBHOY,
«bonbiey, «Menbliie», «bomblie UM paBHO» WK «MeHbIlle WX PaBHOY;

— BBOJI JIaThl BpY4YHYIO (B J1I000M T0/i/Iep>kuBaeMoM ¢hopMaTe 0TOOpaKeHH sl IaHHbBIX), Yepe3
CCBUIKY Ha siuerKy Wi GopMyIly;

— HaBUT'all¥4 110 IIYHKTaM MEHIO U Bb160p OIIIMM C UCIOJIb30BAaHHUEM KJIaBHUATYPHI.

3.8.5 IyosmmkaTsI

[Tonep>xuBaeMble BOBMOXKHOCTH:

— aBTOMAaTHYeCKoe yjlajieHue Ty0IMKaToOB TaHHBIX B JMAlla30He UM CTOJIONAX;

— MpefyTlpeXXieHre O HeJOCTaTOYHOCTH JaHHBIX B JMAlla30He, ecid I yJaJeHus
yOIIMKaTOB ObLT BEIOpaH HEKOPPEKTHBIM JIMaIa30H;

— TpenyTpeXXieHne O HEeBO3MOXHOCTH YHAIUTh TyOJIMKaThl JAHHBIX, eCIIM BbIOpaHHBIN
TIMAIIa30H CO/IEPKUT OObeIMHEeHHbIE STYeHKY;

— TpenyTpeXXieHre O HeBO3MOXXHOCTH YHAMUTh TyOJMKaThl JAHHBIX, eCIIM BBIOpaHHBIN
JIMAIa30H CO/IEPKUT CTPYIITMPOBAHHBIE CTOJIOITBI MITA CTPOKH;

— MpefyTlpeXXfieHne O HEeBO3MOXHOCTH YIATUTh JTyOJMKaThl JAHHBIX, eCJH JIpyrou
TI0JTh30BaTe/ b BHEC M3MEHeHHs B BBIOpAaHHBIH JTUATIa30H;

— TpenyTpeXXieHre O HeBO3MOXXHOCTH YHAMUTh TyOJMKaThl JAHHBIX, eCIIM BbIOpaHHBIN
TIMAIIa30H COMIEP>KUT POPMYITy MAaCCHBa;

— TpenyTpeXXieHne O HEeBO3MOXHOCTH YHAIUTh TyOJIMKaThl JAHHBIX, eCIIM BbIOpaHHBIN
JIMAIa30H CO/IEPKUT CKPBITHIE CTOJIOIBI MJIA CTPOKH;

— MpefyTnpeXXfieHne O HeBO3MOXHOCTH YIAMUTh JTyOJMKaThl JAHHBIX, eCJIH JIpyrou
I0JTb30BaTe b YCTAHOBWJI 3aIIIUTY JIUCTA;

— OTIOBeIeHue, eCiiv TyOITUKaThl He Hal/IeHb;

— oroBelIeHue 06 YCIEeNHOM y/lalleHuH JyOIMKAaTOB C YKa3aHWeM KOJIMYeCTBa y/IaJleHHbIX
yOJIMKAaTOB U OCTABIIUXCS YHUKAJIbHBIX 3HAYEHHIH;

— Oy paCIlvpeHHrs BbI6paHHOFO JHalla30HA JAaHHBIX OJI ITIOMCKa HY6HI/IK8TOB;

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 38



— dBTOMdTH4YeCKOe pacCloiMpeHre Oudlla30Ha [JaHHbIX [JId IIOHMCKa HY6HI/IK8TOB Ipu1

BbIJIeJIeHHH OJHON STYerKH.

3.8.6 Pabora co ccpuikamu

[TonnepxuBaeMble BO3MOXXHOCTH:

— BCTaBKa U peJlakTUPOBaHUe TUIIePCCHUIKY;

— JlobaBJIeHUe TUIIePCCHUIKH K stuerike ¢ popMyIIou;

— BCTaBKa CCBUIKU B BbIJIeJIeHHBbIM (pparMeHT TeKCTa WM CJIIOBO, HA KOTOPOM YCTaHOBJIEH
Kypcop;,

— aBTOMAaTHU4YeCcKoe 3arojHeHue Moy «TekcT» Mpu BCTaBKe CCBUIKU B CJIIOBO, HA KOTOPOM
YCTaHOBJIEH KypCop;

— aBTOMAaTUYeCKOoe 3aloJIHeHue 1ol « AZJpecy» Tpy BCTaBKe CChUIKU U3 Oydepa oOMeHa;

— aBTOMaTU4ecKoe popMaTHpOBaHUeE CChIIOK U 3JIeKTPOHHBIX a/IpeCOB KaK IT'MIIePCCHUIOK;

— oToOpakeHue ccolloK B ctwiie R1Cl;

— yIajleHue TUIIePCCHUIKY C COXpPaHeHWeM UCXOIHOI'O TeKCTa;

— yJajleHHe BCeX I'MIIepCCHIIOK U3 BBIJIEJIEHHOI'O TeKCTa;

— BCTaBKa U yJajleHWe CCBUIKA Ha MeCTO BHYTPU JOKYMeHTa: Ha JIUCT, S4elKy, Jhara3oH
s4eeK WJIM Ha UMEHOBAaHHbBIN IMalla30H;

— IpeaylpexieHue IIpy IOIbITKe IIepedTU 10 CChbUIKe, BeAyllled Ha yAaJleHHBIN JIMCT WA
JIMCT B IPYI'OM JIOKyMEHTe, C BO3MOXXHOCTBIO YAQJIIMTh WY OTPeaKTUPOBaTh CCHUIKY;

— IpeaylpexieHue IIpA IIONBITKe IIepedTU II0 CChbUIKe, Beaylleld Ha CKPBITBIM JIUCT,
C BO3MO>XKHOCTbIO 0TOOpA3UTh ITOT JIUCT IJIsL BCeX I0JIb30BaTellel;

— IpeaylpexieHue IIPA IIONBITKe IIepedTU II0 CChbUIKe, Beaylled Ha CKPBLITBIA JIUCT B
JIOKYMEeHTe C YCTaHOBJIEHHOM 3allUTONM CTPYKTYpPbl C BO3MOXHOCTBIO IIE€perTU K
HACTpPOMKe I1lapaMeTpOB 3allUThI;

— MOAIJIep>)KKa CChIJIOK HA BHEIIHWe IOKYMEeHThI C BbIOOpoM ¢aiioB B okHe ¢ailyioBoro
MeHemkepa WM U3 coucka 50 mociegHux GalIoB, OTKPBIBABIIMXCS B pefakTopax
«MoitOducy;

— NofiJiep>kka paboThbl C CeTeBbIMH JIMPEKTOPHSMH, [OCTYIMHBIMU IO IpoTokoiy SMB,
IIPY CO3[1aHUY CCBHIJIOK Ha BHEIIHVe JJOKYMEeHTHI;

— CO3J]JaHHe CCBIJIKM Ha KOHKPETHYIO SYelKy WIM Malla30H sSYeeK BO BHEIlIHeM JIOKYMeHTe;

— aBTOMaTUyYecKoe IpeoOpa3oBaHHe CCHIJIOK Ha BHEIIHHE JIOKYMEeHThbl NpU COXpPaHeHUU

¢daitiia B HOBOM MecCTe;
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— NpefynpexieHre IpU IONBbITKe CBS3aTh MCXOJHBIM JIOKyMEHT C HeCOXPaHeHHBbIM

BHEIITHKWM.

3.8.7 3ameTku

[Tonep>xuBaeMble BO3MOXKHOCTH:

— CO3/IaHUe U yJlaJIeHue 3aMeTOK K sT9eiKaMm;

— oTOOpakeHHe UMEeHH I0JIb30BaTeJIsl, OCTABUBIIIETO 3aMETKY;
— ¢bopMaTHpPOBaHMeE TEKCTa B 3aMeTKe;

— mojiiepkka 6ydepa obMeHa JijIsl COJIEPXKUMOTO 3aMeTOK.

3.8.8 HerreuaTaemsie ¥ crienajibHbIC CHMBOJIBI

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— BCTaBKa CIlellMajJIbHbIX CUMBOJIOB U HelledaTaeMbIX CUMBOJIOB;

— ObICTpasi BCTaBKa MOCJIeIHUX UCIIOIb30BaHHBIX CUMBOJIOB;

— okHO «CrienvanbHble CHMBOJIBI», COJlepsKalliee Has3BaHue, kojl B cucreme Unicode,
HauepTaHue, MIPUT, BapUaHThl JAPYTHMX HadepTaHUMN U IpeBapUTeNIbHBIM IMPOCMOTP
BbIJIeJIEHHOT'O CUMBOJIZ;

— onIusl «3aKpbITh OKHO I10CJIe BCTaBKU CHMBOJIay;

— ¢ubTp 1o mpudTy, rPyNIe U KaTeropyuy Ipy MOMCKe CIellMabHOTO CUMBOJIA.

3.8.9 IIpoBepka opdorpadun U MyHKTYaIHH

[Tonyiep>xuBaeMble BO3MOXKHOCTH:

— aBTOMAaTHYeCKas IIPOBepKa MPaBONKUCAHUS TeKCTa Ha PyCCKOM U aHTJIMHCKOM sI3bIKax*;

— MPOBEepKa rPaMMAaTHKH JJIs PyCCKOTO SI3bIKa¥;

— MOJIIep>KKa  MTOJTb30BATEIIbCKOTO CJIOBApsi C BO3MOXKHOCTBIO JO0ABJIEHHWS U y[IaJeHUs
cloB¥;

— UMIIOPT CIoBaps™®;

— TOJICKa3Ka BApUAHTOB UCIpaBiieHust opdorpadpuieckux ormmook®.

3.8.10 ITouck u 3amMeHa

[Tonnep>xuBaeMbie BOZBMOXKHOCTH:
— TIOUCK CJIOB WUiu dpas;

— MOUCK C 3aMEeHOM C Y4eToOM perucTpa ¥ Ipyu TOYHOM COBIIdJEHHUN CJI0Bd;
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— yBefioMJIeHHe 00 OTCYTCTBUU pe3yJIbTaTOB [TOUCKA;
— MOJAiJIep>KKa COYeTaHWM KIIABUII Jisl ObICTPOTO IepeMellleHusl MeX1y 3JieMeHTaMH TaHelu

IIOMCKa U 3aMeHHI.

3.9 Pabora ¢ popmynamu U QyHKIHSIMHU

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— MaHeJIb BCTaBKU QPYHKIINH;

— KOIMPOBaHMUe U BCTaBKa GOpMYII;

— BBOJI 4 BbIOOP (PYHKITMI HA PYCCKOM SI3bIKE;

— BBIOOP POpPMYJI U3 CIIMCKA IIPU BBOJle POPMYIJIBL;

— rpynnupoBka (QYHKIMK 110 KaTeropusiM Ha mnaHenu ¢yHkuuii: «Bcey», «HenaBauey,
«lTonynsipubiey, «PUHAHCOBLIEY, «JlaTa u BpeMs», «MareMaTtuyeckue,
«Craructudeckue», «CCbUIKM M MacCuUBbI», «ba3bpl maHHBIX», «TeKcToBLIeY,
«Jlornueckuey, « Uudpopmarronubiey, «HxeHepHbiey;

— coxpaHenue nociegHux 10 Ucnob30BaBUIMXCS QYHKIINM;

— CUHXPOHM3AIIMS CIMCKA MOCTIeIHUX PYHKIUN MeXy OJHOBPEMEeHHO OTKPBITBIMU OKHaMH
pPefaKTopa;

— OoTOOpakeHHe MOAICKA30K 00 MCIIOIb30BAaHUU POPMYJIbI ITOCIIE ee BbIOOPa;

— MOJiiep>KKa orepanuu «ABTOCYMMa», KOTOpPash CaMOCTOSITEJIbHO paclO3HaeT Auala3oH
s4yeeK C YMUCJIOBBIMU JJaHHBIMU W mojcTaBisieT ero B ¢yHknuu CYMM(), MHUH(),
MAKC(), CP3HAY() umu CUET() o BLIGOPY TOJIE30BATEIS;

— UCMOJIb30BaHMEe UMEHOBAHHBIX JIMANA30HOB B GOpMyJiax;

— MOJICBeYMBAaHUe BCEeX siUeeK, YYaCTBYIOIIMX B BBIYMCIIEHUSIX, NPU BbIIEJIEHUU SYEUKHU
¢ bopmyirioi;

— 3a7jlaHue Aualia30Ha 3Ha4eHWH NpU peJaKTUPOBAaHUU GOpMYyJibl Yepe3 BbljieJieHHe HYXKHBIX
SI9eeK MBIIIbIO;

— pacuer 4acTu GpopMyJIbl;

— MOJiep>KKa CTPYKTYPUPOBAHHBIX CChIJIOK Ha JaHHbIE TaO/IHII;

— MOJiiep>KKa UMeHOBaHHBIX JIMAlla30HOB B M0OJICKa3KaX MpU BBoje GOpMYyT;

— BBbIJIeJIeHHMe IIBeTOM KMEeHOBAHHBbIX [IMAlla30HOB, INPHCBOEHHBIX [IMANA30HY s4YeeK, B
pexkuMe peJlakTUPOBaHUS GOPMYJIbL;

— BBIJIeJIeHMe IIBeTOM 00JIaCTU JaHHbIX WMEHOBAHHBIX JIMANla30HOB, IPHUCBOEHHBIX
NIMaIa3oHy siueeK, B peXXuMe peJJakTUPOBAHUS POPMYJIbI;

— IMPOCMOTP CIIMCKAd UMEHOBAHHBIX JHUAIId30HOB;
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— CO3laHH{e U yJajleHrhe UMEeHOBAaHHBIX IMalla30HOB;

— IIOWCK, COPTUPOBKA, GUIIbTPAIMs ¥ HAaBUTallKs 10 MMEHOBAaHHbBIM JiMalla30HaM;

— BO3MOXXHOCTb PaCHIMPUTh Pabodyro 00JIacTh JABOMHBIM HaXkaTHeM Ha sYedKy B Cepou
06J1acTy IIPU OTKPBITOM MaHeJU CO3/1aHKs UMEeHOBAHHBIX J[Malla30HOB;

— aBTOMAaTUYECKUN peskuM IepecyeTa GopMyIl [l JIOKAIbHBIX IOKyMEHTOB¥;

— PYYHOH pexuM IepecuyeTa (pOpMyJl JIOKAJIBHBIX JJOKYMEHTOB [IJIl BCErO JTIOKYMeHTa, s
JINCTA U JJ1s BblJIeJIeHHBIX siueek™;

— NPUHYIUTENbHBIN TlepecyeT GOPMYII 110 3aMIPOCy M0JIb30BaTeNs*;

— OTKJIIOYeHHe IepecyeTa GopMyJl B pyUHOM peXXuMe IPU COXpaHeHUun™.

3.10 Pabora ¢ «yMHBIMI» TAa0JIHIIAMH

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— CO3/1aHUe «yMHBIX» Tabmui*;

— BO3MOXHOCTb 3a7laTh yHUKAJbHOE UMs IIpA CO3JJaHUU «yMHBIX» Ta0JuIl s
MOCJIeTyIOIIero UCI0Ib30BaHUS B KAYeCTBe CChUIKM Ha IMAMa30H¥;

— aBTOMAaTU4YecKoe BKJIIOUeHHWe PUIbTPA JIJIsl 3ar0JI0BKA TAOIMIILI MIPYA CO3IAaHUU «YMHBIX)
TabmuUI*;

— BBIOOP THUIIA BBIYMCIIEHUH B CTPOKE UTOTOB¥;

— aBTOMAaTU4YeCKoe HM3MeHeHHe JMalla30Ha «yMHBIX» Tabiuil npy o6aBiieHUH/yiajieHun
CTPOK U CTOJIOIIOB;

— KONIMPOBaHWe «yMHBIX» TaOJIUIl B IIpefiejlax OJHOrO JOKyMeHTa WM U3 JIOKYMeHTa B
JOKYMEHT IIpU YCJIOBUM, 4YTO 00a JIOKyMeHTa OTKpBIThI B mpwioxeHud «MoiOdwuc
Tabmumay;

— BCTaBKa CTPOK WJIM CTOJIOI[OB MeX/1y CyIIeCTBYIOIIUMH CTPOKAMU U CTOJIOIaMU;

— pelaKkTUpOBaHHe JaHHBbIX B «yMHBIX» Tabmuiax*;

— BBIOOP cTUsis Tabmui u3 60 UCXOIHBIX BADUAHTOB, UMEIOIIUXCS B KOJUIEKITUU*;

— BKJIOUEHHe WUJIM OTKJII0YeHre YepeJJoBaHusl [IBETOB JIJIsl CTOJIOIOB U CTPOK™;

— BKJIOUEHHe WUJTM OTKJII0UeHHe CTPOK 3arojioBKa U UTOTOB¥;

— UHTEpPaKTUBHOE IPeBbI0 BHEIIHEro BHUA CTWIEed B COOTBETCTBUU C BKJIFOUEHHBIMU
onnuaMu®;

— yIajieHue «yMHBIX» Tabinui*;

— npeoOpa3oBaHKe «YMHBIX» TaOIMIl B OOBIYHBIN AUANIa30H*;

— aBTOMATU4YeCKoe pacHpocTpaHeHue Ha BeChb cTosibell (GOpMyJibl, BBEIEHHOU B SIUEHKY,

nociie Haxxatud Enter*.
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3.11 Pabora c oneparopamu

HOJ:[}IEP)KI/IBHEMBIE BO3MO>KHOCTH:

- apI/Iq)METI/I‘leCKI/Ie onepaTopbl Uit 9HUCJIIOBBIX (l)OpMaTOB AdHHBIX W JdHHBIX q)opMaTa
«[[aTa " BpeMs»: CII0KeHue, BbIlYUTdHUe, OTpUullaHre, YMHO>XeHHWe, JejlIeHre, BO3BeleHue
B CTelleHb, BbIYHUCJIEHHEe JOJIN B IIPOLIEHTAX;

— H3BJIeYeHHre KOPHS OJ1d YUCIIOBbIX (l)OpMaTOB JdHHBIX;

— OIllepaTOpbl CPABHEHUA JIA JIFOOBIX TUIIOB JdHHBIX: PABHO, 6OJ'IBH_IE, MeHkbI111e, Ooublle uiIu
PaBHO, MeHbIIIE UJIK PABHO, HE PABHO;

— OoInepaTop 4Jida O6’B€I[I/IHEHI/I$I HAdHHBIX U3 TeKCTOBBIX d49eeK B OHY CTPOKY;

— OIlepdaTOpbI CCbUIOK Ha JHUAIIA30HBI d49eeK C TeKyIero JIMCTd U C APYyIruXx JIMCTOB.

3.12 Pabora co CBOgGHEIMH TA0IHIIAMH

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— co3aHue® U yianeHre CBOOHOM TabJIuUIhI;

— PYYHOW WJIM aBTOMAaTHMYeCKHW{ BbIOOp AMamna30oHa sSiyeek B KaueCTBe MCTOYHMKA JaHHBIX
JUIS CO3JIaHUS CBOTHOM TaOIHITHI¥;

— KOHCTPYKTOP JIsl HACTPOMKU CTPYKTYPbI CBOJIHBIX TabJuil: AoOaBieHHe 1oJieH, yiajieHre
MoJiei, TepeMellleHWe TIOJled MeXJy OO0JIacTSIMM WM U3MeHeHHe UX T[OpS/Ka,
nepeMMeHOBaHUe moJen™;

— BO3MOXKHOCTh aBTOMAaTHMYeCKOro [00aB/IeHMsI II0JIeM MCXOOHOM TaOJWIbI B 0O0JIaCTIX
CcBOAHOM TabuIbl « CTPOKU» U «3HAUEHUsD B 3aBUCUMOCTH OT TUIIA IAHHBIX ¥;

— BO3MOXXHOCTb BbIOOpA PYHKIMH 1151 00/1aCTU «3HAUeHUs» U3 JOCTYIIHOIO CIIUCKa¥;

— BO3MOXXHOCTb IIPUMEHEeHUsl [IOMOJIHUTEJIbHBIX BBIYMCIIEHWM K JaHHBIM K3 00J1acTu
3HAYeHUH B Tabmume*;

— MPOCMOTP JTAaHHBIX, HA OCHOBAHWHU KOTOPBIX OBLIO MOJTy4eHO 3HAaYeHHe B siueiike CBOJIHOM
TabMUIBI*;

— KOHCTPYKTOpP [UIsi HACTPOMKWA TlapaMeTpoOB CBOJHOM TaOJuIbl: pefaKTUpOBaHHe
WCTOYHUKA JIaHHBIX, BHIOOP MakeTa, OTOOpakeHHe OOIIMX U IPOMEXYTOUYHBIX HTOTOB,
peaKTHpOBaHMe Ha3BaHUs HEKOTOPBIX CTOJIOIIOB U CTPOK, J00aBjieHre TeKCTa, KOTOPbIK
OyIeT oToOpaXkaTbCsl B MYCTHIX siUeKax WIX suerKaXxX ¢ omurbkamMu*;

— CBOpaYMBaHUe U pa3BopayMBaHUe CIPYIIUPOBAHHBIX JJAHHBIX¥;

— 0OHOBIIEHHE CBOJIHOM Ta6JII/II_U:>I I10CJIe u3BMeHeHHs NCXOJHBIX ,I[aHHbIX*;
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— ¢wibTpanys JAHHBIX TIO JOCTYNHBIM GWIBTPAM B CTPOKAaxX, CTOJOIMAX W TabiMIle
IIeJINKOM*;

— BO3MOXXKHOCTb BBbIOOpA CTPYKTYPUPOBAHHOW (GOPMYJIbI B KayeCTBe HMCTOYHUKA ITaHHBIX
CBOJIHOH TabJIUIIbI¥;

— yBeZIOMJIeHHMe O TIOTepe HemoJJep>KUBAeMbIX OOBEKTOB CBOJHOW TaOJHUILI IIPH

HM3MeHeHUU HaCTPOeK TabyIUIIbI®.

3.13 Pabora ¢ quarpamMamMu

[TonnepxuBaemMble BO3MOXXHOCTH:

— oTOOpaKeHue  [IByXMepHBIX JuarpamM, THCTOIpaMM, JIMHeHYaTbIX JAWarpaMM:
C TPYIIIIMPOBKOM, C HAaKOIUIeHWeM, HOPMUPOBaHHas C HaKOIIJIeHUeM;

— NOAiJlep>KKa rpadpUuKOB: CTaHIAPTHBIM, C HAKOIIJIeHHeM, HODMUPOBaHHBIM C HAaKOIIJIeHWeM;

— oTOOpaKeHue AuarpamMM C OOJIacTsSMU: CTaHAApTHas, C HaKOIUIeHWeM, HOPMHPOBaHHAs
C HaKOIIeHWeM, CTaHJapTHasl Kpyrosas;

— W3MeHeHMe THUIIa IMarpaMMBbl;

— yZaJjieHue Marpamum;

— aBTOMaTU4YeCcKoe IlepecTpoeHue JyuarpamMm IIpyu U3MeHeHWH 3HaueHUH;

— CO3/laHue JuarpaMMbl;

— KOIIMpOBaHMe, BbIpe3aHue, BCTaBKa JUarpaMMBbl;

— IepeMellleHye 1MarpaMMBbl;

— M3MeHeHMe pa3Mepa JuarpaMMmebl;

— 3a/laHre HalpaBJleHus psjia AMarpaMMsl;

— BBOJ] Ha3BaHHUs JUarpaMMBbl;

— IepeMellleHye BbIOPaHHOM MarpaMMBl C IIOMOIIBIO KJIABUII-CTPEJIOK KJIaBUATYPHI;

— BO3MOXHOCTb KOIIMPOBaTh WJIM BbIpe3aTh JuarpaMMy u3 JokymeHTa «MoiOduc
Tabnmuna» u BcTaBUTh B Jpyrod JokymeHT «MoiOduc Tabmmma» unM BCTaBUTH B

nokyMeHT «MonOduc Tekcr», «MorOduc Ilpe3enTanusa» B Buse n300pakeHusl.
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3.14 Pabora c n300pakeHHSIMHU

[Tonyiep>xuBaeMbie BO3MOXKHOCTH:
— oTobOpakeHue U300pakeHuH;

— nopzepxxka popmaros PNG, BMP, JPG, JPEG, JPE, GIF, TIFF u TIF;

H3o6paxkennst u3 nokymenta B ¢opmarax JPG u JPE coxpansioTcs kak daiin
B ¢popmar JPEG, TIF - B ¢opmar TIFF. Hzobpaxenve B ¢opmare GIF
oToOpakaeTcsl B JIOKYMeHTe KaK CTaTMYHOe W300pakeHHe, aHUMaIlus paboTaer
npu ckaurBaHny GIF-uzobpakeHns U3 JOKyMeHTa Kak Qaiil.

— BCTaBKa U300pakeHU;

— yIajeHue U300pakeHul;

— M3MeHeHMe pa3Mepa U300pakeHuH;

— QpyHKIMM «BbIPe3aTb», «KOIMUPOBATb)», «BCTaBUTb» H300pakeHWe MeXAYy TeKCTOBBIM
Y TabJIMYHBIM IOKyMEeHTaMH WUJIU TIpe3eHTalllel;

— IlepeMellleHre U300pakeHNs C IOMOIIbIO TexHosIornu Drag-and-drop;

— oToOpakeHMe U300pakeHNH, Pa3BEPHYTHIX I10]] YIJIOM OTHOCHUTEJILHO SIKOPHOM TOYKH;

— BO3MOXHOCTb COXPaHUTb BCTaBJIEHHOE B JIOKYMEeHT u300pakeHre B BUJle dpalia;

— IlepeMelieHue BbI6paHH01"O I/1306pa>KEHI/I$I C IIOMOMUIBIO KJIaBUII-CTPEJIOK KJIdBUATYPHI.

3.15 PaboTa ¢ purypamu

[TonnepxvBaemMble BO3MOXXHOCTH:

— nojiiep>kka GUryp B IOKYMeHTax;

— paznen «Puryps» Ha aHelId UHCTPYMEHTOB;

— BO3MOXXHOCTb BBIIEJIUTh, KOIMPOBATh, BbIpe3aTh, BCTABUTb GUTYDY;

— M3MeHeHHe pa3Mepa U IPONopuur GUrypsl;

— W3MeHeHMe PacIloJIoKeHUs B IOKyMeHTe;

— M3MeHeHHMe I[BeTa 3aJIUBKU QUTYP;

— ¢opMaTHpoBaHKe TpaHuUI] GUTYP;

— yZiajneHue QUrypsr;

— OoTOOpakeHre JTMHUY;

— BO3MOXXHOCTb BCTaBKU TEKCTOBOTO I10JIs;

— BO3MOXXHOCTb BCTAaBKH, PeJJakKTUPOBaHUs U GOpMaTHPOBaHUs TeKCTa B puUrype;
— nepeMellieHre BEIOPAaHHOM GUTYPBI C TIOMOIIIBIO KJIABUIII-CTPEJIOK KIaBUATYpHI;

— 00BeKT «JIMHMA» C BO3MOXKHOCTBIO BbI6paTb TUII: JIMHWA, CTPeJIKa, JIIBOMHAas CTpeJIKa;

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 45



— BBIOOpP TUIAa HAKOHEYHUKOB JJIs TOYeK Havajla ¥ KOHIA JIMHUU: HAKOHeYHHK OTCYTCTBYET,
TpeyrojbHasi CTpejika, OTKpbITasi CTpejka, BOTHyTas CTpejka, POMOOBHJIHAs CTpeJiKa,
11apoobpasHasi CTpesika;

— BbIOOpA 1IBeTa JIMHUM, KOHTYpa GUrypsl U 3anuBku ¢urypel u3 Habopa 10 cranmapTHbIX
I[BETOB;

— WHJIVKAIIMs BBIOPAHHOTO 1IBeTa JIMHUM, KOHTypa GUTYPHI U 3aJIMBKU PUTYPHI.

3.16 ®opmaTupoBaHHe JOKYMEHTA

3.16.1 HIpudrser

[Tonnep>xruBaemMble BO3BMOXKHOCTH:

— NofiJilep>)kka paboThl €O BceMH IIpUdTaMy, YCTAaHOBJIEHHBIMA Ha KOMIIbIOTepe
nosib3oBaressi, B ToM uncie: TrueType fonts (TTF) u TrueType collections (TTC), CFF,
WOFF, OpenType fonts (OTF, oba BapuanTta TrueType u Bepcuu CFF) u OpenType
collections (OTC), Type 1 (PFA u PFB), CID-keyed Type 1, SFNT-based bit map, X11
PCF, Windows FNT, BDF (Bkmrouass criaxkennsie), PFR, Type 42 (orpanuveHHas
MOJIEPKKA);

— nogepxkka mpudtoB XO Fonts: XO Caliburn, XO Courser, XO Thames, XO Tahion, XO
Oriel, XO Windy, XO Symbol, XO Oriel Condensed;

— nogep>kka mpudToB PT Astra Sans, PT Astra Serif;

— BbIOOp 1IprdTa, pa3mepa 1mpudTa U HauepPTaHUS: TOTY>KUPHBINA, KYPCUB, ITOYEPKHYTHIH,
3a4YepKHYTBIW, TIOACTPOYHbIN, HAICTPOYHBIH;

— NpUMeHeHHe pa3HOT0 HauepTaHUs TeKCTa B IpejieiaX OJJHOU sTuelKHU.

3.16.2 IIBeT TexcTra H BBIAEICHHA

[Tonnep>xruBaemMble BO3BMOXKHOCTH:

— BBIOOpD IIBETAa TEKCTa M3 IBETOBOM TMaJUTPLI TEMBI TeKyIlero AOKyMeHTa, Habopa 10
CTaHIApPTHBIX I[BeTOB, Habopa 10 rmocremHWX 1IBETOB, IBETa TEeKCTA WM OObeKTa
JIOKYMEeHTa C UCII0JIb30BaHUeM «ITUIIeTKU» *;

— 3a7aHue 1Beta Tekcta B Buae HEX-kona unu B popmate RGB;

— BBIOOP I1BeTa BbljleJIeHUs TeKCTa U3 HMaJIUTPhI I[BETOB UM Habopa 8 1mociieJHuX 11BeTOB;

— WHJYKalMs BbIOpAaHHOIO I[BeTa TeKCTa WM BBIOPAaHHOIO IIBeTa BbIJIeJIeHWs] TeKCTa Ha
KHOIIKe ¥ B COOTBETCTBYIOIIel HaJIUTpe;

— 3allOMHHAaHKe 0cJIefJHero BbIOpaHHOTO IBeTa TeKCTa WX BbIOPAaHHOIO 1IBeTa BbIJIeJIeHHUs

TeKCTa /Jisl ObICTPOTrO IPUMEeHEeHHSl.
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3.16.3 BeipaBHUBaHUE TeKCTa

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— BepTUKaJIbHOe BbIPDAaBHMBAHHe TeKCTa B siuelike WM B JUalla30He siueeK: 110 BepxXHeMy
Kparo, 110 [[eHTPY U 110 HUXKHeMY Kparo;

— rOpU30HTaIbHOE BhIPAaBHUBAHMe TEKCTa: 110 JIeBOMY Kpalo, 10 I[eHTPY, 10 IIpaBoOMy Kparo,

IO LIMPUHE.

3.16.4 Haxuion Tekcra

[Tonep>xuBaeMble BO3MOXKHOCTH:
— BBIOOp yIJIa HAKJIOHA TeKCTa B sderike: BieBo Ha 90°, BimeBo Ha 45°, BmpaBo Ha 90°,
BITpaBO Ha 45°, 6e3 moBopoTa (0°), BepTUKAJIbHO;

— BO3MOXXHOCTb yKa3dTb HpOHBBOHbeIfI YI'oJI HaKJIOHA TeKCTd B sT9YerkKe.

3.16.5 3atuBKa U rpaHUIIBI TYEeK

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— oTOOpakeHue TPaHMII U [[BeTa STYelkH, 00beJUHEeHHBIX sTUeekK;

— ¢dopmarrpoBaHMe TpaHUIl SYEMKU WIM Jualla30Ha siueeK: BCe TPaHMIIbl, HET T'paHMI],
TOJICTble BHEIITHUe TPAHUIIbI;

— BBIOOp I[BeTa 3aJIMBKU SUeeK U TIPaHUIl siueeK U3 1BeTOBOM MalUTPhbl TeMbl TeKyIero
JIOKyMeHTa, Habopa 10 cTanaapTHHIX MIBeTOB, Habopa 10 mocieHUX 11BETOB, IBeTa TEKCTa
WM 00beKTa JOKyMeHTa C UCIIOJIb30BaHUEeM «ITAIIeTKU» *;

— 3a7jaHue TpeOyeMoro IiBeTa 3aJlUBKHA s9eeK M rpaHuIl] siyeek B Buge HEX-koma
iy B popmate RGB;

— WHJVKalMs BbIOpAaHHOIO IIBeTa 3aJIMBKU sYeeK Ha KHOIKe U B COOTBETCTBYIOIIeH
HalnuTpe;

— 34IIOMHHAHUe I10CJIeJHero BbIGpaHHOI‘O IIBeTa 3aJIMBKU d4eeK OJId 6bICTpOFO IIprUMeHeHus .

3.16.6 ®opmaTupoBaHIe COEPIKUMOrO

HO,I[}IEP)KI/IBHEMBIE BO3MO>KHOCTH:

— IepeHoC TeKCTd BHYTpHU STYEMKH 110 CJIOBAM;

- BbI60p MEeXCUMBOJIbHOTI'O MHTEPBAJla: YHHOTHeHHbIﬁ, O6bI“IHbII>1, paSPE)KEHHbIIjl;
- q)OpMaTI/IpOBaHI/Ie TekcTa B cTuie «Bce IIPOIIMCHBIER ;

— CKpbITHE 1 OTO6pa)KEHI/Ie HYJIEBbIX 3HAYEHUM;
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— ¢opmarrpoBaHUe yucell B si9eiKax;

— KOIIMpPOBaHMe 1 BCTaBKa GOPMATHPOBAHHOI'O TEKCTa;

— BCTaBKa pa3pbIiBa CTPOKH B SIYEHKY;

— 3aJlaHre OJIHOTO WJIM HeCKOJIbKUX paszfieiuTesiedl M orpaHuurTesel CTPOK, a TakXKe BbIOOP
Habopa CHMBOJIOB JIJIsl pacIpejie/ieHHsl TeKCTa 10 CToJIOaMm;

— aBTOMaTU4YeCKOoe BbIpaBHMBaHWE CTOJIOIIOB 110 IIMPHHE NPY KOHBEpPTAllUM JI0KyMEeHTOB B
dopmatax CSV, SCSV, TSV, TAB, TXT*;

— aBTOMaTUYeCKOe paclivpeHHe IpaHuI] TabIUIbl Ha HeobX0uMoe KOJIMYeCTBO CTPOK IIPU
BBOJIe WJIM BCTaBKe JAHHBIX CHHU3Y WU CIIpaBa OT Hee;

— oTobOpakeHre ¢GopMaTUPOBAHUs I'PaHUI] sSTUeeK BOKPYT TabJIUIIbI;

— BO3MOXHOCTb 33]1aTh JIt0O0M CUMBOJI B KaueCTBe pPa3fiesiuTeis;

— aBTOMAaTUYeCKOoe yBeJiMdeHWe IIMPUHBI CTOJOIA INpuU BBoAe WM (OPMATUPOBAHUU
YUCJIOBBIX JIaHHBIX B COOTBETCTBUM C pa3MepoM COJIePXKUMOIO  STYeMKH, eCciH
10JIb30BaTesIb paHee He yKa3all GUKCUPOBAHHYIO HIMPUHY CTOIONA;

— BO3MOXHOCTb BbIJIeJISITh CTPOKH/CTOJIONBI, cofiep kalliie 0O beIMHeHHbIe sTYelKHY;

— IMOJiJIep>KKa pernoHaIbHBIX CBOMCTB pa3ieinuTelis YKicesl B apryMeHTe Kojia ¢opmara
¢dyukuu TEKCT;

— KOMaHJIbl JUIsl BCTaBKM TeKCTa ¢ GOpMaTHpOBaHKeM WU 0e3 Hero B KOHTeKCTHOM MeHIO
CTPOK | CTOJIOIIOB;

— BCTaBKa TeKCTa IIPU BBIIIOJIHEHWH oriepaliu « BCTaBUTh TOJIBKO 3HAYEHUS»

JIJIS1 CKOITMPOBAHHOTO U3 TnipuiioxkeHust « MorOduc TekcT» o0bekTa, cofiepikaliero TeKCT;

— TNojJiep>kka oTobpaskeHHs anocTpoda;

— WHJVKAIIYS HAJIM4uKWs B siuelike BBINAJAIONIero CIIUCKa;

— HaBUTAIMs 10 BHINA/IAOIIEMY CIIUCKY C TIOMOIIIbIO TOPSYMX KJIABUIIL;

— NpeaymnpexieHue 0 HeJIoyCTUMOM 3HaUeHWH, eciiv B ST9elKy C IPUMeHeHHbIM
BBINA/IAOIIMM CIIMCKOM BBeJIeHO 3HaueHHe, He COOTBEeTCTBYIOIIee JIOIyCTUMbIM
BapHaHTaM, C BO3MOXXHOCTbIO BbIOPATh M3 JIOMYCTUMBIX BAPUAHTOB;

— BO3MOXHOCTb MCII0JIb30BaTh QYHKIIMIO aBTO3AII0IHEeHHUS siueeK /1Jisl sideek C
IIPUMeHeHHbIM BBINAJA0IINM CIIHUCKOM;

— aBTOMAaTUYeCKUN IepeHOC O0be[JMHEeHHBIX sueeK K3 Juala30oHa-obpaslla B Juara3oH
aBTO3alOJIHEeHUS C YKa3aHHOMW MOCIIeIOBaTeIbHOCThIO JJAHHBIX;

— OBICTpOe yMeHbIlleHHe Juala30Ha JJaHHBIX, IIOJTyYeHHBbIX B pe3yJibTaTe aBTO3allOJHeHUS,

C yIlaJleHHeM JIaHHbIX B CTOJIOIAX CIIPaBa WM CTPOKAaX CHU3Y.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 48



3.16.7 ®opmart mo odopasiy

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— ¢opMaTupoBaHue 1o obpa3siy¥;

— ¢opmatupoBaHue 110 obpa3iy it ab3ares*;

— [pUMeHeHHe CKOIMPOBAHHOTO CTWiIs (OPMaTHPOBAaHHS K HECKOJIbKUM OOBeKTaM IIo
odepenu®;

— coXpaHeHHe HCTOPWH ITPUMeHeHHs oTlepanun®.

3.17 IIpaBku

3.17.1 OTmeHna u Bo3BpaT NeHCTBHI

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— OTMeHa IIPaBOK IO OJIHOMY CHMMBOJLY 3a IIIar.

3.17.2 Bydep oomena

[TonnepxuBaemMble BO3MOXXHOCTH:

— BCTaBKa J[aHHBIX, XpaHdmuxcs B Oydepe oOMeHa, C COXpaHEHHWEM HCXOJHOTO
¢dbopmarrpoBaHus 1 6e3 COXpaHeHus;

— MOJiep>KKa paciimpeHHOro 6ydepa obMeHa ¢ MakcuMaabHbIM 00BeMoM B 10 3anuceis;

— UCTOJIb30BaHMe pacHMpeHHoro Oydepa obOMeHa It BCTaBKM JAHHBIX — MeXAY
npwioxxkeHusMu  «MonO¢uc  Texkcr» u  «MouOduc Tabmuma» u «MoiOduc
[Ipe3enTtanusy»;

— IIPOCMOTP COJIEP>KUMOTI'0 pacIIMpeHHOro Oydepa B OT/IeJIbHOM OKHE;

— BBIOOP 3aIIMCH paciIMpeHHoro Oydepa AJis BCTaBKU B IOKYMeHT;

— OYKCTKA UCTOPYH paclImpeHHOro bydepa obMeHa.

3.18 3amura noxymeHTa

3.18.1 3amuTa comep;KUMOro OT H3MeHeHHH

[TonnepxuBaemMble BO3MOXXHOCTH:

— 3allliTa OT pellaKTUPOBAaHUS OTEeJIbHBIX syeeK, NUalla30Ha sueek, OTHeNIbHBIX JIMCTOB U
BCeU CTPYKTYpbI JOKyMeHTa*;

— HaCTpOMKa CBOMCTB 3alllUTHl siYeeK: «3allluIlleHbl OT H3MeHeHUW», «PopMyJibl

He 0TOOpaXKaroTCa»*;
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— BBIOOp pa3pelieHHBbIX JeHMCTBUM Ha 3allUIeHHOM JIMCTe: BBIAENATh U (HOPMATUPOBATH
STYEMKH, BCTaBJIATb, (pOPMATHPOBATh, YJAJATh CTOJIOIBI M CTPOKH, BCTABJISATh CCHUIKH,
COpPTUPOBATh U GUILTPOBATh JaHHBIE, BCTABJIATh U PeJJaKTUPOBATh 00BEKThI, paboTaTh CO
CBOJHBIMHM TabIuaMu®;

— YCTaHOBKa ITapoJIs Ha 3alMIIEeHHBINA JTUCT UK CTPYKTYPY JOKyMeHTa*;

— CHSATHeE 3alUTHI 111 BHECeHUSI U3MEeHEeHUH B JIOKYMeHT;

— MOAJIep’)KKa OTKPBITUS TAOJIMYHBIX JIOKYMEHTOB Ha YTeHWe W pelaKTHPOBaHHE C
COXpaHEeHWeM TapaMeTpPOB 3alllUThl COJIEP)KMMOT0, YCTAHOBJIEHHBIX B CTOPOHHHX

pelaKTopax.

@ Inst noxkymenToB ¢popmara XLSX, XODS wumu ODS.
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4 <MOHNOPUC NTPE3EHTAIIUSI»

4.1 YcTraHoBKa ¥ 00HOBJIeHUE

[Topnep>xuBaeMbie BOZBMOXKHOCTH:

— yCTaHOBKa JIJIsl BCeX MOJIb30BaTeiel yCTPOMCTBa;

— aBromaTtuueckoe obHoBiienre ¢ GUS (Global Update Server) mnu Microsoft Store mms OC
Windows, ¢ GUS (Global Update Server) gyist macOS.

4.2 SI3pIkoBas MoaziepKKa

[Tonnep>xuBaeMble BO3BMOXKHOCTH:
— JIOKaJIU3allUM Ha PYCCKOM, aHIVIMMCKOM, ¢paHIy3CKOM, TaTapCKOM M OalIKMpCKOM

A3bIKAX.

4.3 ®opmaTsl NOKYMEHTOB

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— oTkpbITHE daisioB B popmatax PPT, PPTX, PPTM, XODP, ODP;

@ ®opmar PPT He nonnepxuBaercs B Bepcusx st macOS.

— coxpanenue ¢aiioB B dopmare PPTX, XODP, ODP, PDF u PDF/A-1 ¢ coxpanenuem

PaboTOCIIOCOOHOCTH CCBHIJIOK HA BeO-CaMTHI.

4.4 Ilonb3oBaTenbCckui HHTEpdeiic

4.4.1 O01ee

[Topnep>xrBaeMbie BO3MOXKHOCTH:

— IaHeb UHCTPYMEHTOB C HAaCTPanuBaeMbIM BHEIIIHUM BHJIOM;

— TMaHeJb CJIaWI0B C BO3MOXKHOCTBIO CKPBITHS, OTOOPaXKeHUs U MaCIITaOMPOBaHUS;

— OOKOBasl MaHeJlb C KOHTeKCTyaJIbHbIMU 3JIeMeHTaMU;

— CTPOKa COCTOSIHHSI C MH$oOpMalved O Cilakjie ¥ UHCTPYMEHTaMU W3MeHeHUsl MacIiTaba
CJIaMJIOB;

— OTOOpakeHHe MO/IJIePXKUBAEMbIX COYETaHUM KJIABUIII PSIZIOM C KHOTIKAMU BbI30Ba KOMaH/I;

— OKHO 6bICprIX JEeUCTBUM [JI BBIIIOJIHEHUS 4aCTO HCIIOJIb3yeMbIX KOMAdH/I;
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— BBIOOP sI3bIKa MOJIb30BaTEILCKOTO UHTepdelica U3 YMciia MO//1eP>KUBAEeMBbIX;

— BbI30B BcTpoeHHOM HTML-cnipaBku Ha pyCCKOM U aHTJIMMCKOM SI3bIKaX;
— JIMHEeWKY JJIsl BBIpaBHUBAHUsI OObEKTOB Ha CJIal/ie;

— IMOJiJIep>KKa COYeTaHWM TOPSIUYMX KJIABUIIL JJIsl COBEpIIIeHHs Ollepalivii B IPUIIOKeHHUH.

4.4.2 Ilanetb HHCTPYMEHTOB

[Tonnep>xuBaemMble BO3BMOXKHOCTH:
— BBIOOP MeXy TpeMsl peXXUMaMy 0TOOpaXKeHUs!: CTaHJapTHBIM, KOMITAKTHBIM U CKPBITBIM;
— HaCTpOMKa BUJIMMOCTHU OT/IeJIbHBIX Pa3/iesioB;

— HACTpOWKa cocTaBa pa3zena «M36paHHoey.

4.4.3 Paznen «VI3opanHoe»

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— nobapnieHue B pa3pmen «M36panHoe» 10 14 9acTO WCHONIB3yeMBIX 3JIEMEHTOB: KHOIIOK
HaHeJId MHCTPYMEHTOB U ITyHKTOB KOMAaH/IHOTO MeHIO;

— IepeMellleHye 3JIeMeHTOB BIIPaBO, BJIeBO, B HAYAJIO WK B KOHeI] pa3fiena;

— COXpaHeHHe TI0C/Ie[IHero BBIOPAaHHOTO IiBeTa NpW JobaBiieHnH B pasfen «M36panHoe»
3JIeMEeHTOB C BBIOOPOM I1BeTa;

— CMHXPOHM3allMs I[BeTa Yy 3JIeMeHTOB C BbIOOPOM IiBeTa Mexy pasfesnioM «W3bpanHoe» u
OCHOBHO¥ I1aHeJIbIO;

— nobaBjieHre pPOAUTENIbCKUX 3JIEMEHTOB C BO3MOXKHOCTBIO BbIOOpA JIEMCTBHS C ITOMOIIBIO
KOHTEKCTHOTO MEeHIO TpHu Jl00aBieHuM B paszen «M30paHHOe» 371eMeHTOB C BBIOOPOM
IleliCTBY;

— nobaByeHue ob1ero aneMenTa «lIBeT 3anuBKyU» Mpu 00aBIeHUH B paszen «M36panHoey»
aneMeHTOB «LIBeT 3anmuBKku stueriku» win «LIBeT 3aMBKU PUTYDPBIY;

— OJIOKMPOBKA HEIOCTYTIHBIX JIEMCTBUM B pa3jiesie IIPU CMeHe KOHTEeKCTa;

— CMHXpOHM3allvs pasfena «M30paHHoe» Mexy BCeMH OJHOBPEMEHHO OTKPBITHIMU
OKHaMH pelakTopa;

— yZaJjieHue OTAeJNIbHBIX 3JIeMeHTOB U3 pa3jiena;

— OYHMCTKa BCero pasjaeriid.
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4.4.4 CTpoka cocTosIHUS

[TonnepxuBaeMble BO3MOXXHOCTH:
— TIOPSIIKOBBIA HOMEP TeKYIIero cjaka v o0Iree KOJIMYeCTBO CIIAM/IOB;
— UHJVYKAalK COXpaHeHUs pe3epBHBIX KOIINH;

— UHCTPYMEHTHI U3MeHeHHs MacilTaba paboyelt ob1acTy.

4.4.5 Macmrab pabodeii o61actu

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— HaCTpo¥Ka MacirTaba ¢ MOMOIIbI0 KOMaHTHOTO MEHIO;

— HACTpo¥Ka MaciTaba rmepeTaCKUBaHUEM IOJI3YHKA B CTPOKe COCTOSIHUS;

— MOIIAaroBoe M3MeHeHHe MacIITaba KHOMKAMU yYBeJIMYeHUs] WM YMeHbIIIeHUs MaciiTaba B
CTPOKe COCTOSIHHSI;

— 3aJJaHKie 3HAYeHHs MaciTaba pyYHBIM BBOJIOM 3HAYeHHs B CTPOKE COCTOSIHUS;

— BBIOOD 3HAYeHMSs MacIITaba U3 CIIMCKA B CTPOKE COCTOSIHUSI.

4.4.6 OKHO OBICTPBIX eI CTBHUIA

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— BBI30B OKHA U3 KOMaH/IHOT'O MEeHIO WU 110 COYeTaHHIO KJIABUIII;

— BBI30B Ollepaliiii KOMAaHIHOTO MeHIO, BCTPOEHHBIX W II0JIb30BATeIbCKUX CTUJIeH
dopMaTUpoBaHUs TEKCTa;

— IIOUCK HYX(HOIZ KOMaH/bI 110 Ha3BAHUIO.

4.5 JTeiicrBus c ¢paitamu

4.5.1 Co3nanue ¢aiiyioB

[Tonnep>xruBaeMbie BO3BMOXKHOCTH:
— coznanue ¢ nnomoinbio [IpoBonnrka OC Windows;
— aBTOMaTHYeCKOe CO3/laHKe HOBOTO ¢aiiia MU 3aIycKe MPUI0XKeHUS;

— CO3JaHHEe HOBOI'O (1)8171]18 N3 KOMdHIHOI'O MEHIO ITPpUJIO>KEeHN .
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4.5.2 OTkperTHE (ailI0B

[TonnepxuBaeMble BO3MOXXHOCTH:

— OTKpBITHE CYIeCTBYIOIeH IIpe3eHTalluy;

— OTKpbITHe ¢aija C MOMOIIbI0 ITepeTaCKUBaHMUSl JAOKYMeHTa WIA ero spjblka U3 OKHA
($aiyIoBOro MeHepkepa ONepaliMOHHON CUCTeMBI B OTKPBITOe OKHO IPUJIOXKEeHUS;

— aBTOMAaTU4YeCcKasi KOHBepTaIys pyu OTKpeITUM daitiioB ¢opmata PPT B popmar PPTX;

— OlOBellleHre TIPU OTKPHITUM (ailyia, C KOTOPHIM B JAaHHBIM MOMEHT paboTaeT Apyrou
II0/Ib30BaTeb;

— CO3/1aHMe peJaKTUPyeMOU KONuu ¢aisia, OTKPBITOTO B peXXUMe IIPOCMOTPA;

— OTKPBITUC B peXXruMe MMpoCMOTpa JOKYMCHTA CO cBoricTBOM «TOJBKO JJIS1 YTCHUSD),

@ HoxymenTbl popmaToB PPT 1 PPTM oTKpBIBatoTCS B peXXuMe peJlaKTUPOBAHUS.

— MpOBepKa JOCTynHOCTH ¢aiia Jyisi peJaKTUPOBaHUS;
— OTKpBbITHe ¢aiiyia U3 CIIMCKA He[JaBHUX JOKYMEHTOB;
— BeJleHUe CIHMCKa HeJJaBHUX JIOKYMEeHTOB JIsl JIOKAJIbHO XpaHSIIUXCs Gaiios;

— OYHMCTKa CIIMCKa HeJlaBHHUX JOKYMEHTOB.

4.5.3 BeiBog Ha meyaTh

[Tonep>xuBaeMble BOBMOXKHOCTH:

— OTIIpaBKa Ha medyaTthb 0e3 BXofa B mpwioxkeHue ipu pabore B OC Windows;

— OTIIPaBKa HA NIeYaTh U3 MPHIOXKEHMS;

— MpeJIBapUTENIbHBIA TPOCMOTP TIepe/i TedYaThid C BO3MOXXHOCTBIO M3MeHeHHsl MacinTaba

0TOOpakeHUs U NepeKII0YeHUs] MeXAy CJIaijaMu.

4.5.4 Coxpanenue ¢aiiyioB

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— coxpaHeHHe TeKyIero ¢aiiyia Wi ero KONuM B OJUH U3 HOJIIep)KUBaeMbIX GOopMaToB;

— BKJIIOYEHHe U OTKJIIOUeHHe pe3epBHOTO KONMPOBaHUsS i Bcex ¢aiioB, OTKPBITHIX
B PellaKTope;

— BKJIIOUEHHe U OTKJII0YeHHe pe3epBHOTO KOIMMPOBAHUS sl OTIENIbHBIX PailyioB, OTKPBITBIX
B PellaKTope;

— HaCTpOMKA YaCTOThbl COXPAHEHHUsI pe3epPBHBIX KOMUM B MUHYTAX;
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— MPOCMOTP TYTH K MeCTY XpaHEHHsS pe3epBHBIX (HaMIOB C BO3MOXKHOCTBIO KOIMPOBAHUS
myTH B 0ydep obMeHa;

— aBTOBOCCTAHOBJIEHHe (HANIIOB, XPAHAIIMXCS JIOKAJIBHO;

— WH/IMKAIWS Pe3epBHOTO KOIIMPOBAHUS;

— OTKpBITHE, COXPAHEeHHUe WK y/IaJleHre pe3epPBHBIX KOIHM U3 MPHIOXKEHMS;

— XpaHeHHe pe3epBHBIX KOIMUU B TEYEHWU OIHOTO MecsIa C aBTOMAaTHYeCKUM yIaJieHhem

I10 UCTeYeHUH.

4.6 Pabora co ciaiimamMu

[Tonnep>xruBaeMbie BO3BMOXKHOCTH:

— CO3J]aHMe CJIANIOB C UCIIOJIh30BaHMEM MaKeTa 110 YMOTYaHUIO;

— CO3/]aHMe CJIAi/IOB C UCIOIb30BaHMEeM BbIOPAaHHOI'O MaKeTa;

— IyOJIMpoBaHKe CIaia;

— CMeHa MakKeTa CJlana;

— IepeMelleHue CJIaia;

— U3MeHeHMe MaciliTaba oToOpaXkeHUs cilakjia B paboveit 001acTH peJlakTopa;

— OBICTpOe TiepeKJIloueHHe MeXy ClaijlaMyd C TOMOIIbI0 KJIABUII KJIaBHATYpPhl WU
KOJIeCHKa MBbIIIIH;

— CKpBITHe U 0TOOpaXkeHue CIIai/IoB;

— KOIIMPOBaHUe CIalJIOB My IIpe3eHTalusIMHU;

— 3aJIMBKa CJIai/ia CIUIONTHBIM I[BETOM WJTH U300pakeHreMm;

— yIaJleHUe CJlaiza.

4.7 PaboTra c TeKCcToOM

HOJ:[}IEP)KI/IBHEMBIE BO3MO>KHOCTH:
— dBTO3dMeHad ,I[eq)I/ICH Ha THUpe C BO3BMO>XHOCTBIO OTMEHBbI;

— aBTO3aMeHa KOMIIbIOTepHbIX KaBbluek (") Ha @paHIy3ckhe KaBbIUKU («») C
BO3MO>XHOCTBIO OTMEHBI;

— oTOOpakeHHe HelleyaTaeMbIX CUMBOJIOB;

— cMeHa mpudTa U ero pa3mepa;

— MpUMeHeHHe pa3iInYHbIX BApUAaHTOB OQOPMIIEHUS] TeKCTa: MOJIyXUPHBIA MIPUPT, KYPCHUB,
MOAYEPKHYTHIM TEKCT, TEeKCT TOJbKO MPONKUCHBIMA OYyKBaMM, 3a4EpKHYTHIA TeEKCT,
MO/ICTPOYHBINA U HAJICTPOYHBIHN TEKCT;

— BBIOOD 11BeTa mIpudTa;
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— BblfleJieHue ¢parMeHTa TeKCTa 1IBeTOM 10 BbIOOPY, M3 CTaHAAPTHBIX I[BETOB WK HEeCITU
MOCJIe/THUX I[BETOB;

— BbIPaBHMBAHHe TeKCTa BHYTPU 0O6beKTa 110 TOPU30HTAIN U TI0 BePTUKAIIH;

— BBIOOP IpeAyCTaHOBIIEHHOTO WM 33JJaHKe IIPOU3BOJIbHOTO MeX]IyCTPOYHOTO UHTepBaa;

— BBIOOP MEXXCHMBOJIbHOT'O UHTEpPBaJa;

— o4ncTKa popMaTUpPOBAHUS BCEro TeKCTa B paMKe WX BbljleJIeHHOTo ¢pparmMeHTa Tekcra®;

— Cco3[JaHMe MapKUPOBAHHbBIX, HyMepOBAaHHBIX U CMEIIAaHHbIX CIIMCKOB;

— NpUMeHeHHe CTUJIS K CIIUCKY;

— W3MeHeHHe YPOBHS BJIOXKeHHOCTH 3JIeMeHTa B CIIUCKE;

— npeoOpa3oBaHUe CIIMCKA B TEKCT;

— BCTaBKa, pelakTUpOBaHue U yJlajleHre CChUIKU Ha Beb-pecypc, afipec 3JIeKTPOHHOM MOYTHI
WJIM BHEIIHWUHM JJOKYMEHT;

— yIaJleHUe HeCKOJIbKUX CChUIOK OJIHOM Oleparyen;

— BCTaBKa CIlellaJIbHbIX CUMBOJIOB;

— mpoBepKa opdorpaduu ¥ rpaMMaTHKU®;

— JobaBJIeHHe CJIOB B CJIOBAph M yJlaJleHue CJIOB U3 CJIOBaps™;

— MOAK/II0YeHHe CTOPOHHUX CJIoBapei®.

4.8 PaboTa c u3obpakeHUAMH

[Tonniep>xuBaeMble BO3MOXKHOCTH:

— BCTaBKa u3obpaxeHus U3 Oydpepa oOMeHa WM U3 yKa3aHHOI'O MeCTa;

— mepeMellieHe U300pa’keHUs] IepeTaCKMBaHMEM MBIIIbI0 K C IOMOIIBIO  KJIABUII
yIpaB/leHUs] KypCOpPOM;

— M3MeHeHMsI pa3Mepa H300pakeHHsI C COXpaHEHHeM Nponopuui M 6e3 coxpaHeHHs
MIPOIIOPLIUY;

— M3MeHeHHe MO3UINU U300pakeHHs] OTHOCUTENIBHO IPYTMX 00BEeKTOB Ha ClIanze;

— BbIOOp IIBeTa KOHTypa M300paXkeHUsl U3 1BETOB TeMbl, CTAHAAPTHBIX I[BETOB, MOCIeJHUX
I[BETOB;

— 3aJ]laHMe I[BeTa KOHTYpa N300pa’keHus! BpyUHYIO;

— KOIIMPOBaHUe I[BeTa KOHTYpPa U300paXkeHUsI C IOMOIIbIO ITUIeTKU®;

— BbIOOp TOJIIMHBI U THIA IMHUU KOHTYPa N300pakeHus;

— ylaneHus: KOHTypa U300pakeHus;

— ouucTKa $OpMaTUPOBaHUsI M300pakeHUsl (KpoMe HACTpoeK I[BeTa 3aJIMBKM U KOHTYypa

n3obpakeHus)*.
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4.9 Pabora c purypamu

[TonnepxuBaemMble BO3MOXXHOCTH:

— BCTaBKa JIMHUM, QUTYDP, TEKCTOBBIX I10JIEH;

— INepeMellleHye GUIYphl IlepeTaCKUBaHWEM MBIIIBIO U C [IOMOIIBIO KJIABUII YIIPaBJIEHUS
KypCOpOM;

— M3MeHeHMsl pa3Mepa GpUIyphl C COXpaHeHHeM IIPOIIOpLIUN U 6e3 COXpaHeHusl MPOIOPIUH;

— M3MeHeHMe JUIMHBI U yIJla HaKJIOHA JIMHUY;

— 3ayiiBKa poHa GUTYpHI [IBETOM W3 CTaHJAPTHBIX I[BETOB WIW AECITU NOC/IeJHUX I[BETOB,
WJIY M300paskeHneM;

— yZAajieHue 3anuBKY GoHa PUIypH];

— BBIOOp IIBeTa KOHTypa (UIypbl M3 I[BETOB TeMbl, CTaHJAPTHBIX I[BETOB WM HECITU
IIOCJIe/THUX I[BETOB;

— 3a/laHye I1BeTa KOHTypa (pUTypbl BPYyUHYIO;

— KOIIMPOBaHMe I1BeTa KOHTYpa PpUIyphI C IOMOIIBIO TUNIeTKA®;

— BBIOOP TOJIIIMHBI U TUIIA JINHUY KOHTYpa QUIYPHI;

— yZAajieHusl KOHTypa QUrypsl;

— BBIOOp IIBeTa JIMHUM U3 I[BETOB TeMbl, CTAaHIAPTHBIX I[BETOB WA JECSITU I10CIeJHUX
I[BETOB;

— 3aJ/laHye I1BeTa JIMHUYU BPY4HYIO;

— KOIIMpPOBaHMe I1BeTa JIMHUU C IIOMOIIIbIO ITUIEeTKU*;

— BBIOOP TOJIMHBI U TUIIA JINHUY;

— cOpoc HacTpoeK CTUJIS JINHUY;

— BBIOOp THUIIAa HAKOHEYHUKOB JIMHUHY;

— 04KCTKa (pOPMATUPOBAHUS PUIYPHI U TEKCTOBOTIO IOJIS (KpOMe HacTpOeK IiBeTa 3aJIMBKU
Y KOHTYypa Qurypsl)*;

— WU3MeHeHu e IM03UIUU JINMHUHU OTHOCHUTEJIbHO JAPYTrUX 00BEeKTOB Ha clianpe.

4.10 Pabora ¢ Tabaumamu

[TonnepxuBaemMble BO3MOXXHOCTH:

— BCTaBKa TaO/IMIIBI C 33/laHMeM KOJIMYecTBa CTPOK U CTOJIOIOB BPYYHYIO WU IpapuuecKy;

— W3MeHeHMs] pa3Mepa TabJMIBI C COXpaHeHHWeM IIponopuuid U 6e3 coxpaHeHHs
[IPOIIOPIIUN;

— HM3MeHeHHe ITO3UIHNH Ta6J'II/II_IbI OTHOCHUTEJIbHO APYIUxX 00BEeKTOB Ha clianje;
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— mepeMeIlnieHre TabIUIbI TIepeTaCKUBAHUEM MBIIIBIO M C MOMOIIBIO KJIABUII YTIPABJIEHUS
KypCOpOM;

— BBIOOP BCeM TabJIHUIIbI, OTAEIBHOTO CTOJI0A WA CTPOKHU;

— BCTaBKa M y/laJileHHe CTPOK U CTOJIOIOB;

— W3MeHeHHe pa3Mepa CTOJIOIa WM CTPOKH TepeTacKWBAaHWEM MBIIIBIO 3a TPAHUITYy WU
BBOJIOM 3HAYEHH BPYYHYIO;

— 3aJjaHKie TOYHOTO pa3Mepa sS'9eeK BBOJIOM 3HAYEHH BPYYHYIO;

— oOBeIMHEeHNe ST9eeK U pa3beIMHeHHe 00 beTMHEHHBIX STYeekK;

— BbIOOp IIBeTa 3aJIMBKU siYeeK W3 IIBETOB TeMbl, CTAHIAPTHBIX IIBETOB WJIM JECSATH
TIOCJIeTHUX I[BETOB;

— 3aJjaHMe I[BeTa 3aJIMBKHU STYeeK BPYUHYIO;

— KOITUPOBAHME I[BETA 3aJIMBKH STYEEK C MOMOIIBIO MTUTIETKU®;

— 3aJIMBKaA Y€K IIBETOM WIH U300pakeHreM;

— BbIOOpP KOHKPETHBIX TPAaHUI stueeK sl 3a/laHusl TapaMeTpOB;

— BBIOOp THIIA JIMHUY TPAHUI] STIEEK;

— BbIOOp IIBETa TpAHMI[ sS9eeK W3 I[BETOB TEMBbI, CTAaH/JAPTHBIX I[BETOB WM MECATH
TIOCJIeJTHUX I[BETOB;

— 3aJjaHMe I[BeTa IPaHMII sTYeeK BPyIHYIO;

— KOITUPOBAHMeE I[BETA I'PaHMII si9eeK C TIOMOIIBIO TTUIIeTKI ™ ;

— O4YHMCTKa popMaTHPOBaHUS CTOJIOIIOB, CTPOK U BCEM TabIUIIBI;

— TIOBOPOT TeKCTa B siuerike TaOIMMITHI ¢ iaroM 90°.

4.11 PaboTra ¢ quarpaMmMamMu

HOJ:[}IEP)KI/IBBEMBIE BO3MO>XHOCTH:

— BCTaBKa JiMarpamm u3 0ydepa ob6MeHa B BUjie H300pakeHUsl.

4.12 PaboTa Cc HeCKOJILKUMH 00beKTaMu

HOJ:[}IEP)KI/IBHEMBIE BO3MO>KHOCTH:

- BbI60p HEeCKOJIbKMX OOBEeKTOB U rpynit 00BEKTOB OOHOTO WM Ppd3HOI'O THUIIA
mocjieaoBaTeJIbHbIM crocoboM u IIpH BblleJIEHNH paMKOﬁ;

— [IBd peXHnmd BbI60pa HECKOJIbKMX OO0BEeKTOB IIpr BbIAEJIEHUN paMKOﬁ B 3daBHCHUMOCTH
OT HAllpaBJIEHH BbIJEJIeHUs: BKJIIOYeHNre 0o0BeKTa Ipyu IollaldHUH €ro 4YaCTU BHYTPb

PaMKH U BKIIIOYeHHe IIPpU II0IIaJIaHWUK BCero o0BeKTa BHYTPb PAMKH;
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— IpUMEHeHHe CJIeyIoIIUX HACTPoeK (OpPMATHUPOBaHUS Cpa3y KO BCEM BBIJIEJIEHHBIM
oObeKkTaM: 3ajJIMBKa IIBETOM HWJIM HM300pakeHHWeM, HaCTpOMKa KOHTypa (HUIYphl, BHIOOD
THUIIA CTPEJIKH;

— MpUMEeHeHWe CJIeyIOMX Olepalydid cpa3y KO BCEM BBbIJIEIEHHBIM OOBeKTaM:
nepemMeliieHrie, MU3MeHeHWe pa3Mepa, M3MeHeHHe IO3UIMH, KOMHWPOBAaHWe, BbIpe3aHwe,
BCTaBKa U y/laJIeHUE;

— MpUMEeHeHHWe CJIeJYIONUX Olepanuid K BbIOPDAHHBIM OOBeKTaM BHYTPU TPYIIIIbL:
nepemMeliieHrie, U3MeHeHWe pa3Mepa, M3MeHeHHe IO3UIMH, KOMHWPOBAaHWe, BhIpe3aHwe,
BCTaBKa U y/laJIeHUE;

— IPYNIIMPOBKA OTAENbHBIX OOBEKTOB, OTJENbHBIX OOBEKTOB M TPyMIbl 0OBEKTOB,
HECKOJIbKUX T'PYIIIT OOBEKTOB B e[JUHBIN 00BEKT™;

— MpUMEHeHWe CJIeyIoIIUX Oleparmuid K rpynmne  o0BeKToB:  ¢opMaTupoBaHMe,
nepemeliieHrie, U3MeHeHWe pa3Mepa, M3MeHeHHe IO3UINH, KOMHWPOBAaHWe, BbIpe3aHwe,
BCTaBKa U yjajeHue*;

— ¢opmMaTrpoBaHure, BbIpe3aHre U KOITMpOBaHKe BHIOPDAHHOT'O BHYTPH I'PYIIILI 00BeKTa*;

— pa3rpymnmnupoBKa 06beKTOB¥.

4.13 IIpaBka conepKumMoro

[Tonyiep>xuBaeMble BO3MOXKHOCTH:

— OTMeHa I10CJIeIHer0 BBIITOJIHeHHOT'O JIeHCTBUS;

— MIOBTOP OTMEHEHHOT'0 JIeHCTBUS;

— BbIpe3aHMe U KOIIMpOBaHUe cJiaijia B 0ydep oOMeHa;

— BbIpe3aHue 1 KOIMPOBaHKe JIaHHBIX U3 ITpe3eHTaluu B Oydep oOMeHa;

— BCTaBKa CJIaiia B Ipejiesiax TeKylllel Ipe3eHTalluy;

— BCTaBKa CJIai/ia B Ipyrylo IIpe3eHTallHIo, CO3/IaHHYIO B 3TOM ke PefaKTope;

— BCTaBKa JlaHHbIX K3 Oydepa obMeHa B Ipe3eHTAlMI0 C COXPaHEHHWEM HCXOJHOTO
dbopmaTrpoBaHus U 6e3 COXpaHeHHs;

— MOJiiep>KKa paciiMpeHHOro 6ydepa obMeHa MakcHMasbHOrO pa3Mepa B 10 c1oToB;

— BCTaBKa COJEP>KUMOr0 U3 BEIOPAHHOIO CJIOTA B paciimpeHHoM Oydepe oOMeHa.
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4.14 [TemoHCTpaIus npe3eHTanun

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— MOJIIep>KKa IBYX PeXKUMOB JIEMOHCTPAIMU: 0OBIYHOTO U peXXMMa JOKJIaIuMKa;

— 3aIlyCK JeMOHCTpaLluU C [IePBOr'o WX TeKYILero Claiaa;

— IIepeKJIl0YeHre MexIy CllaiaMd C IIOMOIIBI0 MBIIIM, K/IAaBUATypbl M KHOIIOK
M10JIb30BaTEeIbCKOI0 UHTepdeiica;

— aBTOMAaTUYeCKUW pPeXUM I[IepeKIIloueHus CJIalloB C HaCcTpauBaeMbIMHU IIapaMeTpaMu:
BpeMeHeM 0TOOpaXkeHUsI KKI0T0 CJIai/ia, BKII0YeHHe I OTKIII0UeHHe [IUKJIMYHOCTY;

— OoTOOpakeHHe TaHeJu CJIAUIOB MPU AeMOHCTPALUU JIJIsl OBICTPOTO Iepexoia K HYXXHOMY
Clauny;

— pexuM HOKYCHpPOBaHHUS Ha OJHOM WA HeCKOJIbKUX BbIJIeJIeHHBbIX Ha Cllaiie 00beKTax®;

— BKJIOUEHHe U OTKJIFOUeHHe BUPTyallbHOM YKa3KU C BO3MOXXHOCTbIO BbIOOpa eé Thumna¥;

— BKJIIOUEHHe U OTKJItoueHHe 3ddekTa rmepexona Mex1y Clal/laMu;

— IIepeKJII0YeHUe MeXJy OCHOBHBIM U [OIIOJIHUTEJIbHBIM MOHUTOpPaMU B peXxume
IOKJIa[[YUKa;

— MepekyiloYeHre Mexy HHTepdelCOM 3KpaHa JOKJIaAuyhka U HUHTepdeiricoM OOBIYHOIO
pexuMa IeMOHCTpalvy;

— INPHUOCTAHOBKA EMOHCTpPAIIUU C II0Ka30M ‘lépHOFO SKpdHd BMeCTO TeKyIlIero cllanpga.
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MonOdwumc

5 IPUMEYAHUE

* - McwitiounTelsibHO B paMKax noanucku « MoitOdwuc st nomay.
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