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1 OIIPOAYKTE

«MonOduc CrannapTHBIN» — HACTOIbHBIA OQUCHBIM IaKeT Il paboTeBl C TEKCTOBBIMU
JIOKyMeHTaMH U 3JIeKTPOHHBIMU TabyinliaMy, IIpe3eHTalusIMH, II09TOH, KaJleH/1apsIMU U a/ipeCHbIMU

KHUT'aMMU.

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
TIpe3eHTallNii;

— «PenakTop npe3eHTanuii» — pegakToOp Ha OCHOBE KOMIIOHEHTOB C OTKPBITHIM HCXOJHBIM

KOJIOM IJIst 6bICTp01"O u YJ:[O6HOI‘O CO31daHHUA U O(l)OpMJ'[eHI/IFI HPEBEHTHHHﬁ;

@ «PenakTop npeseHTanuii» He 1I0CcTaBjsieTCs B Bepcusx st macOS.

— «MoiiO¢uc Ilouyta» — MOYTOBBIN KIHMEHT il paboThl C 3JIEKTPOHHBIMU COODIIEHUSIMH,

KaJIeH[IdpsMHU, 3a/la9dMU 1 aJIpeCHbIMU KHUT'aMU.

[lepeuenr TpeOOBaHMII K IPOrPpaMMHOMY M amlapaTHOMYy obecliedeHUI0 IpUBe/ieH

B okyMeHTe «MoiOduc Cranmaptabii 3. CUcTeMHBbIe TPEOOBAHUSY.
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2 «<MOMOPUC TEKCT»

2.1 YcranoBka v 00HOBI/IeHUE

HOJ:[,[[ep)KI/IBBEMBIe BO3MO>KHOCTH:
— YCTAHOBKaA AJid BCexX I10JIb30BaTeen YCTpOﬁCTBa;
— MdCCOBd4 YCTAHOBKA;

— «TUXds» YCTAHOBKA U 0OHOBJIEHHE.

2.2 nTerpaiinoHHbIe BO3MOKHOCTH

[Tonnep>xuBaeMble BO3BMOXKHOCTH:
— JIMAJIOT BBOJIA JAHHBIX JJIsl aBTOPU3aIMH 110 poTokoiry WebDAV;
— TOJIZIEP>KKa OTKPBITHS U PeIaKTHPOBaHuUs $aiyioB 1o mpoTokoiy WebDAV;

— nporpaMMHbIv uHTepdeiic (AP]) yrnpaiieHust HAaCTOJIBHBIM PeJIAKTOPOM.

2.3 SI3pIKOBast MoJIepPIKKa

HOJ:[,[[EP)KI/IBBEMBIE BO3MO>KHOCTH:
— JIOKAJIM3allU Ha PYCCKOM, AHTJIMKACKOM, cl)paHuy3c1<0M, TaTdAPCKOM H 6am1<1/1pc1<0M

A3bIKAX.

2.4 PopMaTsl JOKYMEHTOB

[Tonep>xuBaeMble BO3MOXKHOCTH:
— oTKpbITHE Wi uMnopT ¢aiioB B ¢popmarax XODT, XOTT, DOCX, DOCM, DOTX,
ODT, DOC, RTF, TXT, HTML, XHTML, HTM, MHT, MHTML;

dopmaret DOC, RTF, HTML, XHTML, HTM, MHT, MHTML
He TO/IJIepXKUBAIOTCS B Bepcusix ijist macOS.

— OTKpBITHE T0KyMeHTOB B popmare OpenDocument 1.3;
— coxpanenue ¢amnoB B dopmarax XODT, DOCX, ODT, XOTT, TXT, PDF/A-1, PDF,
RTF c coxpanenneM paboTOCIIOCOOHOCTH CCBUIOK Ha BeO-CalThl (3a HUCKIIOYeHHeM

¢dopmara TXT);

@ d®opmar TXT u RTF He noanepskuBaercs B Bepcusx st macOS.
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— aBTOMaTH4ecKasi KoHBepTarys ¢aiia u3 popmara DOC B popmat DOCX;

— otkpbiTHe ¢anoB B ¢opmatax XODT u XOTT mno ymomuaHdio B TPWIOXKEHUH
«MoitOduc Tekcr» nocie ycranoBku npusoxxkenuss Ha OC Windows;

— BO3MOXHOCTb BbIOpaTh B MapameTpax cucrteMbl «MoiOduc TekcT» s OTKpBITUS
0 YMOT4aHUI0 JokyMeHToB B ¢opmarax ODT, DOCX, DOC, DOCM, DOTX, RTF u

TXT nocie ycranoBku nipuioxenust Ha OC Windows.

@ [Tpu otkpbiTHH HOKyMeHTa B dopmate DOCM oTobpaxaercs npemynpexienre 06
OTCYTCTBHH TIOJIJIEP)KKH BCTPOEHHBIX B 3TOT IOKYMEHT MaKPOKOMaH]I.

2.5 Ilonb30BaTenbCckuii uHTEpdeiic

2.5.1 Ob1ee

HOJ:[}IEP)KI/IBBEMBIE BO3MO>KHOCTH:
— IaHeJIb MTHCTPYMEHTOB C HaCTPpaBd€MbIM BHEIITHUM BUJI0M;
— OOKOBas maHeJlb C KOHTEKCTYaJIbHbIMU 3JIeMEHTAMU;

— OKHO 6bICprIX IEerCTBUM JIJIs1 BBIIIOJIHEHUS YaCTO HCIIOJIb3YyeMbIX KOMdH;

— BBIOOP SI3bIKa I10JIb30BaTEJILCKOT0 NHTepdelica U3 YMciia 0o/I/1ePKUBaeMbIX;

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

— I1aHeJb [I0MCKAa Y 3aMeHB;

— peXXUM IIpe3eHTalMy JIg [IPOCMOTpPa JOKyMeHTa C BO3MOXHOCTBIO Ilepexofia MexIy
CTPaHUIIaMU JIOKYMEHTa C ITIOMOIIBIO KJIaBUIII;

— I[ogIeP>XKKaA COYeTaHUuN ropsavux KjlaBUIII JIsI COBepIIeHNns onepauHﬁ B IIPpUJIO’KEHNH.

2.5.2 IlaHessb HHCTPYMEHTOB

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

— HaCTpOMKa cocTaBa pasfiena «M30panHoey.
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2.5.3 Paznen «M3opanHoe»

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— nobaBnieHue B pa3pmen «M36panHOe» 10 14 9acTO WCHONIB3yeMBIX 3JIEMEHTOB: KHOIIOK
HaHeJId MHCTPYMEHTOB, ITyHKTOB KOMAH/IHOTO MEeHIO U MaKpOKOMaH/I;

— BbIOOp U3 16 BapUaHTOB UKOHOK JIJIs1 KQXX/I0H MaKPOKOMaH/Ib;

— 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.

2.5.4 CTpoka cocTostHUS

[Tonnep>xruBaeMble BO3BMOXXHOCTH:

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

— WHJVKAIYS [TO/IKJII0UeHHs K CepBepy U IpaB IOCTYIIA K JOKYMeHTYy B 4aCTHOM obJiake;

— WHJMKAIIMs COXpaHeHUsI pe3epBHBIX KOIHH;

— UHCTPYMEHTHI U3MeHeHHs MacIlTaba oTobpakeHusl.

2.5.5 Macmirab moxymeHTa

HOHHBP)KI/IBaeMbIe BO3MOXXHOCTH:
- H&CTpOﬁKa MaciTaba C MOMOIIbI0 KOMaHHOT'O MEHIO;

— HACTpo¥Ka MaciTaba repeTaCKUBaHUEM IOJI3YHKA B CTPOKe COCTOSIHUS;
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— IIOIIAaroBOe M3MeHeHHe MaclTaba KHOIKaMU YBelIn4eHus WK YMeHbIIeHUd Macitaba B
CTPOKe COCTOSHMHA,
— 3d4/J1aHKre 3Ha4YeHHd Macitaba PYYHBIM BBOJOM 3Ha4YeHHs B CTPOKe COCTOSHHA,

— BBIOOD 3HAYeHMs MacIITaba U3 CIIMCKA B CTPOKE COCTOSIHUSI.

2.5.6 OKHO OBICTPBIX JEeHCTBHI

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

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

— BBI30B Ollepaliiii KOMAaHIHOTO MeHIO, BCTPOEHHBIX W I0JIb30BATEIbCKUX CTHIIeH
dopMaTUpoBaHUs TEKCTa;

— IIOUCK HYX(HOIZ KOMaHAbI UJIN CTWIA 110 HAa3BAHUIO.

2.6 JleiictBus c gaiiytaMu

2.6.1 Co3manue ¢aiiioB

[TomnepsxuBaeMbie BO3MOYKHOCTH:

— aBTOMaTHYeCKOe CO3JlaHre HOBOTO ¢akiia IMPH 3aITyCKe MPUI0XKeHUS;

— Cco37jaHue HOBOTO ¢aiia U3 KOMaHHOTO MEHIO MTPUIOYKEeHUS;

— CO37]TaHWe HOBOTO JOKYMEHTa C IIOMOINbIO CHUCTEeMHOIo KOHTeKCTHoro meHio Ha OC
Windows;

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

— CO3/JlaHMe pelaKTUPyeMOM KOIKH /Jisl JOKYMeHTa CO CBOMCTBOM « TOJIbKO IS YTEeHUS.

2.6.2 OTkpeITHE QaiiyIoB

[TonnepxuBaemMble BO3MOXXHOCTH:

— OTKpBITHe ¢aiia U3 KOMaHJHOTO MEeHIO;

— OTKpBITHEe Qaiyla C MOMOIIBI0 IlepeTaCKUBAHUS [TOKyMeHTa WM ero sipjiblka U3 OKHa
¢dainoBoro MeHeKepa OrepaloOHHON CUCTeMBI B OTKPBITOe OKHO IIPUJIOXKEeHHS;

— aBTOMaTUYecKas KOHBepTalus Ipy OTKpLITUM PaitsioB popmaTta DOC B popmar DOCX;

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

@ HoxymenTsl popmaroB DOC 1 DOCM oTKpeIBatoTCS B pesxviMe pelaKTUPOBaHMUSL.
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— OTKpPBITHE B peXXruMe pelaKTUPOBaHUS GailyioB co CBOMCTBOM «TOJIbKO ISl YTEHUsD TIPU
pabore 1o npotokoiy WebDAV;

— OTKpBITHE B peXHMe TPOCMOTpPAa JJOKYMEHTa, KOTOpBLIM pelakTUpyeTcs B JPyroM
MIPWIOXKEHHUH;

— CcO37laHMe pelaKTUPyeMoi Komuu daiiia, OTKPBITOrO B peXKUMe ITPOCMOTPa;

— OTOBellleHWe TPU OTKPBITUU ¢ailjia, C KOTOPbIM B JIaHHBIM MOMEHT paboTaeT JIpyroi
0JIb30BaTeJIh;

— MpOBepKa JOCTYMHOCTH daiia Jisl peIaKTUPOBaHUS;

— OTKpBITHE daiiia U3 CIIMCKA HeJJaBHUX JOKYMEHTOB;

— CIIMCOK HEeIaBHUX JOKYMEHTOB C BO3MOXXHOCTBIO OUHUCTKH;

— OTKPBITHE PelaKTUPyeMOro JOKyMeHTa B APYTOM IPHIOXKEHUH C MOMOIIbI0 KOMAaHIbI

MeHI0 ®aiin > OTKPBITH B.

2.6.3 BoiBoa Ha neyaTnb

[Tonnep>xuBaeMbie BOZBMOXKHOCTH:

— OTIpaBKa Ha [e4aTh U3 KOMAH/THOTO MEHI0 ¥ U3 CUCTEMHOT0 KOHTeKCTHOro MeHto Ha OC Windows;

— Mpe/IBapUTeIbHBINA TPOCMOTP JIOKYMEHTA;

— BBIOOp MaciTaba ¥ OpUeHTAIK CTPAHUIIB;

— HaBUTAIUS MEXK]Ty CTPAHUIIAMU;

— BBIOOP JIMAria30Ha CTPAHUIL JIJIs TIeYaTH U YKCIa KOTHK;

— IevaTh BCero JJOKyMeHTa, TeKyIllel CTPaHHUI[bI UJTH BBIJIeJIEeHHON 00J/1acTH;

— BBIOOp pa3Mepa Oymaru Iyis revarty;

— OBICTpas mevyaTh;

— BBIOOp YCTPOMCTBA MevyaTH;

— JIBYCTOPOHHSIS T1e4aTh;

— pa3buieHue 10 KOIUSIM;

— IevyaTh B OTTEHKAX Ceporo;

— TMOJiJIep’KKa 3epKabHBIX TIOJIe /i MeperuvieTeHus M0 JUIMHHOMY WIA KOPOTKOMY Kparo
CTPAHHUII TTPU UCIIOJIb30BAHUM JIBYCTOPOHHE! MeYaTy;

— Mepexoji K HaCTPOWKaM MPUHTEPA;

— WHJAWKAIWA IIPpOorpecCd IMOATOTOBKY K I1e4dTH U OTIIPABKU NOKYMEHTAa Hd 11€49dTh.
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2.6.4 OTnipaBKa mo moyre

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

YCTaHOBJIEHHOI'O II0 YMOJ/ITYaHHIO.

2.6.5 Coxpanenue ¢aiiyioB

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— coxpaHeHHe TeKyIero ¢aiiyia Wi ero KONuM B OJJUH U3 HOJIJIep)KUBaeMbIX GOopMaToB;

— BKJIIOYEHWE W OTKJ/IIOUeHHWe pe3epBHOI0 KOMHMPOBAHUS Ui BCeX (aiyioB, OTKPBHITHIX
B PeIaKTope;

— BKJIIOYEHHE U OTKJTIOYeHHe Pe3epBHOIO KOMUPOBAHMS JIJISl OTAETbHBIX (PaiiiioB, OTKPHITHIX
B PeIaKTope;

— HACTPOWKA YaCTOThI COXPAaHEHHS Pe3ePBHBIX KOMUN B MUHYTAX;

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

— aBTOBOCCTAHOBJIEHHe (HANIIOB, XPAHAIIMXCS JIOKAJIBHO;

— WH/IMKAIYS Pe3epBHOTO KOITMPOBAHUS;

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

— XpaHeHHe pe3epBHBIX KOIMUU B TEYEHWU OIHOTO MecsIa C aBTOMAaTHYeCKUM yIajieHneM

I10 UCTeYeHUH.

2.7 IlpaBku

2.7.1 OT™MeHa 1 BO3Bpar JeiCTBUIA

HOJ:[}IEP)KI/IBHEMBIE BO3MO>KHOCTH:
— OTMEHAd ITPAaBOK I10 OAHOMY CHUMBOJIY 34 IIdr’;

— INOBTOPp pe3yJibTaTd OTMEeHEeHHOI'0 e CTBUS.

2.7.2 Bydep odbmena

[TonnepxuBaemMble BO3MOXXHOCTH:
— BCTaBKa J[aHHBIX, XpaHdmuxcs B Oydepe oOMeHa, C COXpaHEHHWEM HCXOJHOTO
¢dbopmarrpoBaHus 1 6e3 coxpaHeHUs GOPMaTHPOBAHUS;

— MOJiep>KKa paciimpeHHoOro 6ydepa obMeHa ¢ MakcuMaabHbIM 00BeMoM B 10 3anuceis;
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— WCIIOJIb30BaHWe pacHiMpeHHOro Oydepa ob6MeHa [jIsi BCTaBKM JAHHBIX — MEXIy
npuwioxkenusMu  «MourOduc  Tekcry, «MoOduc Tabmuma» u  «MorOduc
[Ipe3enTanusy;

— IIPOCMOTP COJIEP>KUMOT0 paciIMpeHHOro Oydepa B OT/IeIbHOM OKHe;

— BBIOOP 3alMCH paciivpeHHoro 60ydepa AJis BCTaBKU B IOKYMEeHT;

— OYHMCTKA UCTOPHH PaclIupeHHOro 0ydepa oOMeHa;

— KOTIMpPOBaHWe JaHHBIX B Oydep obmena ¢ MIME-tunmom text/html c coxpanenuem
CTPYKTYypbl U $OpPMaTHMpOBaHHWs: CTHIeld ab3alja, CBOMCTB CHMBOJIOB TEKCTa, CIIMCKOB,

TUNEePCCHUIOK U I10JIeN.

2.8 Paoora c Texcrom

2.8.1 Pabora co cHockamMu

[Tonep>xuBaeMble BO3MOXKHOCTH:

— MOJiiep>KKa OTOOpaXkeHHsT TTOCTPAHUYHBIX CHOCOK IS JOKyMeHTOB B ¢opmatax DOC,
DOCX, DOCM, ODT, XODT u RTF;

— MoJiIep>kKKa OTOOpakeHusT KOHIIEBBIX CHOCOK;

— CO3/1aHue, pelaKTUPOBaHue, GOPMATHPOBAaHUe, KOMTMPOBAHUE U y/lalleHHue TTOCTPAHUYHBIX
CHOCOK;

— CO3/1aHue, pelaKTUpOBaHWe, (GOpMaTUPOBAaHWE, KOMUPOBaHWE W yJaJieHHWe KOHIIeBBIX
CHOCOK;

— Mepexoji OT CHOCKH K ee TEeKCTY;

— BCTaBKa B TEKCT CHOCKU U300paXkeHHid Wi GOpMYIT;

— nobaBiieHHe HeCKOJIbKUX CHOCOK M KOHIIEBBIX CHOCOK Ha OJIUH ¢GparMeHT TeKCTa;

— MPOCMOTP TEKCTa CHOCKY BO BCIUIBIBAIOIIEM OKHe ITPU HaBeJIeHHUH KYPCOpa;

— KOITUPOBAaHME M BCTaBKa CHOCKY BMECTe C TeKCTOM CaMOM CHOCKH;

— aBTOMaTH4ecKoe OOHOBJIEHHe HyMepallii CHOCOK TP yJlaJleHUH.

2.8.2 Pabora co ccpuiKaMu

[Tonep>xuBaeMble BO3MOXKHOCTH:

— BCTaBKa CCHUTKY Ha BeO-CTPaHUITY, aJipec JJIeKTPOHHOW TOYTHI, (Hai;

— BCTaBKa CCHUIKM B BBIZIEJIEHHBIA (GparMeHT TEeKCTa, BbIJIeJIeHHOe CJIOBO WJIM CJIOBO, HA
KOTOPOM YCTaHOBJIEH KypCOp;

— aBTOMaTH4YeCKoe Mmpeobpa3oBaHKe aJipecoB BeO-CTPAHMIL U aIpECOB 3JIEKTPOHHOW MOYTHI

B CCBIJIKH;
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— aBTOMaTH4YecKoe GOpPMaTUPOBAHKE CCHUIOK U JIEKTPOHHBIX afjpecoB KaK IMITIePCCHUIOK;

— aBTOMAaTHYeCKOe IIO/ICTAHOBKA BBIIEJIEHHOTO CJIOBA WJIM ¢parmMeHTa TeKCTa B OKHO
BCTaBKH CCHUIKY;

— aBTOMaTHYeCKOe MOJICTAHOBKA CCHUTKU M3 Oydepa oOMeHa B OKHO BCTaBKH CCHIIKH;

— MoJiIep’KKa CChUIOK Ha BHEITHHe JOKYMeHTHI C BbIOOpOM ¢ailyloB B OKHe ¢aiiyIoBOro
MeHekepa WM u3 crvcka 50 mociemHuX GaiyioB, OTKPBIBABIIMXCS B IPHJIOXKEHHSX
«MoitOduc Tekcr», «MortOdpuc Tabmura» u «MortOduc IIpeserTarusy;

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

— TMepexo 10 CChIJIKaM;

— OTIOBeIIeHUe MPH Mepexojie M0 MOTeHIIHAIBHO BPeIOHOCHBIM CChUIKAM;

— KOITUPOBAHKE U PeIAKTUPOBAHUE CCBIIOK;

— ynajieHue OT/IeJIbHOM CChUTKY C COXPAaHEHUEeM MCXOHOTO TEKCTa;

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

— BCTaBKa IIepeKPeCTHBIX CCBUIOK Ha 3arojloBKH, IYHKTHI HYMEpPOBAaHHOTO CIIMCKA U
3aKJIAJIKH;

— TMepexo 10 IMepeKPeCcTHBIM CChIJIKaM;

— aBTOMaTH4eckoe 0OHOBJICHHE IepeKpeCcTHBIX CCBIJIOK.

2.8.3 Pabora c mosiamu

[Tonnep:kuBaeMbie BO3MOKHOCTH:

— co3ganue mojied «CreateDatey, «Date», «FileNamey», «SaveDate», «Time» ¢ momompbio
M10JIb30BaTEeIbCKOr0 UHTepderica WK C IOMOIIbIO KOAO0B Toiiel (popMmar aHamoruueH MS
Word);

— B3aWMHasi COBMECTHUMOCTb TIOJJIepXKMBaeMbIX T1ojiel c pemakropamud MS Word /
LibreOffice Writer B ¢gaitmax DOC / DOCX / ODT;

— KOIIMpOBaHMe / BbIpe3aHue / BCTaBKa / yajieHue I10J1el;

— OOHOBJIEHHE CO/IEPXKMMOTO TI0JIsE BPY4YHYIO (IIpU BbIOOpPE KOMaH]Ibl KOHTEKCTHOT'O MEHIO
«Ob6HOBUTH MOJIE) / HAXKaTUM ki1aBuIM F9 / penakTMpoBaHUU MOJIST) MIM aBTOMAaTUYeCKU
(Tpy OTKPBITUM JIOKYMEHTA, OTTIPaBKe JOKyMeHTa Ha 1edathb U Mpu coxpaHeHuu B PDF);

— HacTporka $OpPMaTUPOBAHUS COMEpPXKUMOro Mojsi (pa3Mep mIpudTa, IBET BbIeIeHUs
TeKCTa, BbIpaBHUBAHUE U T.JI.) KaK JIJI1 OOBIYHOTO TEKCTa;

— U3MeHeHUe ITapaMeTPOB CYIIeCTBYIOIIEro MoJis;

— BbIOOpOYHOE TIpeobpa3oBaHKe MOJIEH B TEKCT T10 JKeJTaHUI0 TI0JTb30BaTelIsl.
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2.8.4 Pabora c as1ieMeHTaMH ynpaBJIeHUS

[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.

2.8.5 Pabora c 3axkiagkamMu

[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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2.8.6 HerreuaTaemsie ¥ crienajibHbIC CHMBOJIBI

[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.

2.8.7 IIpoBepka op¢dorpadun U MyHKTYaIHH

[Tonep>xuBaeMble BOBMOXKHOCTH:

— aBTOMaTHYeCKas IpoBepKa opdorpaduu ¥ rpaMMaTHKU TEKCTa Ha PYCCKOM U aHTJTIMACKOM
S3BIKAX;

— PYYHOe BKJIIOUEHHe U OTKJIF0UeHUe MPOBEepPKU opdorpaduu i TEKYIIETrO JOKYMEHTa;

— aBTOMAaTHYeCKUH BBIOOP sI3bIKA TIPOBEPKH T10 IEPBOMY CJIOBY B ab3arle;

— MoJIIep>KKa MOJIb30BaTeIILCKOTO CIIOBApS C BO3MOXKHOCTBIO JTOOABIIEHUS U yIalIeHHs CJIOB;

— UMNopT cioBapeit B popmare DIC;

— MpeJI0CTaB/IeHHe BAPUAHTOB UCITPaBJIeHHs Opdorpadpuyeckux OnmoboK;

— BO3MOXHOCTh WTHOPHUPOBAaHHUSI OIMMOOK B paMKax TeKymed ceccud paboTel C

JOKYMEHTOM.

2.8.8 ITouck u 3amMeHa

[Tonnep>xruBaemMble BO3BMOXKHOCTH:

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

— ONIMU TIOMCKA CJI0BA I[eJIMKOM, y4eTa perrcTpa IIepBOro CUMBOJIa IIpY ITOUCKe U 3aMeHe;
— MO/ICBeYrBaHNe 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.

2.9 dopmaTHpOBaHMe TEKCTa

2.9.1 Ctuiu qoKyMeHTa

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— nopjiep>kka pUKCMPOBAHHOTO HAbOpa IpelyCTaHOBIeHHbIX CTUIIeH;

— CO3/JaHMe HOBOTO CTWJISl HAa OCHOBe pOopMaTUPOBAHUS BbIJIEIEHHOTO GparMeHTa;
— 0OHOBJIEHHe CTWJISl Ha OCHOBe (pOpPMaTUPOBAHUS BbIJIEIEHHOTO GparMeHTa;

— yAaajieHre CTHJIA.

2.9.2 lllpudt

[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.

2.9.3 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.

2.9.4 PopmaTupoBaHHE 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
IIOKYMEeHTa C UCIIOJIb30BaHUEM ITUIIeTKUY;

— 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.

2.9.5 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.

2.9.6 ®opmar no obpasiy

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— ¢opmaTrpoBaHHe 1o obpa3ily ab3aria, TeKCcTa, ab3aria v TeKCTa, sYedKu TabITUIIb;

— MpUMEeHEeHHWe CKOMHWPOBAHHOTO CTWIS (POPMATHUPOBAHMS K HECKOJIBKUM OOBEKTaM I10
ouepeny;

— coXpaHeHHe HUCTOPWH KOMMPOBaHUs GOPMATUPOBAHMUSL.

2.10 Pabora ¢ TadimmmamMu

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 siueek Wik 00BeKTOB JIOKyMeHTa C UCIOJIb30BAaHUEM «IIUIIeTKUY;

— 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.

2.11 Pabora c 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.

2.12 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
Ipyroi GpUrypel uiv o6beKkTa JOKyMeHTa C UCII0/Ib30BaHUEM «ITUIIETKNY;

— 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 «IIUIIETKNY;

— 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.

2.13 Pabora ¢ quarpamMamMu

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

— BCTaBKa JiMarpamm u3 Oydepa ob6MeHa B BUjie H300pakeHUsl.

2.14 Pabora c popmynamu

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

— “3MeHeHMe pa3Mepa (pOpMYJIbl B TEKCTE.

2.15 MakeT cTpaHuIlbI

2.15.1 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.

2.15.2 HacTpoiiku 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;
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— 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.

2.15.3 PaboTa ¢ 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.

2.15.4 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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2.15.5 OrsiaBiienue

[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.

2.16 PenrenzupoBaHue JOKYMeHTa

2.16.1 Pexxum oTC/I€2KUBAHUSA MCIIPABJICHUHA

[Tonep>xuBaeMble BO3MOXKHOCTH:

— BKJIIOYEHHE U OTKJIIOUEHHe PeXXuMa OTCIIeKUBAaHUS UCITPABIIeHU;

— aBTOMAaTHYeCKOe BKJIIOUEHHWe peXrMa NPU OTKPHITUU JIOKYMEHTa, eCIA TIPH 3aKpPBITHU
pPeXXuM ObLT BKITIOYEH;

— 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
TUIEePCCHIIOK;

— YHUKaJIbHAs [IBeTOBAst MHAMKAIIUS U1l UCTIPABJIEHUH KaXKIOT0 TI0JIb30BaTes;

— pa3yIMYHas BU3yasTU3alysl UCIIPABJIEHUH Pa3HOTO THIIA;

— GUIIBTP 110 TUITYy UCIIPABJIEHUH U 110 PelleH3eHTaM;

— MOUCK PelreH3eHTOB 110 UMEeHH TP YCTaHOBKe QHIIBTPA;

— 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 8638.H€B WIIN IJId Ka’KA0TI'0 UCITPABJIEHHA 110 OTHE/IbHOCTH,

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 28



— 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.

2.16.2 PaboTa c KOMMeHTapHUsIMHU

[Tonnep>xuBaeMble BO3BMOXKHOCTH:

— nobaBiieHue, pelakTUPOBaHKe U y/iajieHrue KOMMeHTapHeB;

— nobaBjieHre 0TBETOB K KOMMEHTapHsIM;

— 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;

— aBTOMaTU4YeCcKoe yJjajieHre ITyCThIX KOMMeHTapueB;

— 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;

— ¢uIbTp KOMMEHTapHeB 110 OJTHOMY MJIM HeCKOJIbKUM pelleH3eHTaM;

— IOMCK pelleH3eHTOB 10 UMeHH IIPU yCTaHOBKe PpUIIbTPa;

— 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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2.16.3 CpaBHeHHe IOKYMEHTOB

[Tonep>xuBaeMble BO3MOXKHOCTH:

— CpaBHeHMe JIByX Bepcuit JokymeHTOB B dpopmarax XODT, DOCX, ODT u TXT;

— oToOpakeHHe JOOaBJIeHHBIX U YAAJNeHHBIX (parMeHTOB TeKcTa U J10OaBIIEHHBIX,
yJIaJIeHHBbIX ¥ OTPEeIaKTHUPOBAHHBIX TAOJIHII DY CPABHEHUH;

— IIBeTOBAA MHAWKAIIHUA )106aBJIEHHbIX " yJidJIEHHbIX Ta6J'II/II_I.

2.17 Pabora B obs1ake

[TonnepxuBaemMble BO3MOXXHOCTH:

— aBTOpU3aIus B yacTHOM obsiake MoiOduc;

— HaBUTaIus 110 JIOCTYIHBIM pa3ziejiaM U IalkaM;

— MOJiep>kKKa OOIUX IaroK;

— OTKpBITHE CYLIeCTBYIOIIeH U CO3/laHue HOBOH IallKy;

— OTKpBITHE, COXpaHeHHe U CO3[JaHue HOBOT'O JIOKyMeHTa;

— PeXXuM 0ToOpakeHHs UCIIpaBJIeHUH IS aBTOpa JJOKYMEHTa;

— WMH/IMKAIYS IPaB AOCTYIA K IOKYMEeHTY;

— IIpefioCTaBlIeHNe, U3MeHeHe U yajleHue IIpaB 00111ero 0CTyIa K JOKYMeHTY;

— oMY yBeJJOMJIeHUs 10 JJIeKTPOHHOW MoYTe [IPU M3MeHeHUH TPaB Ha 0ObeKT B OOJIaKe;

— ynanenue ¢aiisia WM ManKyd aBTOPOM UJIH Bila/iesiblieM;

— BOCccTaHOBJIeHHe ¢aiiia, nanky wiv ¢aiia u3 nanku B Kopsuse;

— 0e3B0o3BpaTHOe yaaneHue gauna;

— OTKa3 OT JIoCcTyna K daiily WX Nalke;

— 3arpyska ¢aria WM Manku u3 obaka;

— 3arpy3ka ¢$aisioB B 06J1aKo;

— COBMECTHOe pe[laKTHpOBaHHe B peXHMe peaJlbHOIO BpeMeHU [JOKYMeHTOB, OTKPBITBIX
13 4aCTHOro 06J1aKa;

— oTOOpakeHUe aBaTapoB IIOJIb30BaTesled, paboTammux C JoKymMeHTOM ¢opmara XODT,
¢ uadopMaImen o 1oJb30Baresie IIPU HaBeJleHWY Kypcopa Ha aBaTap;

— oTOOpa’keHHe HCIIPaBJIeHU, BHOCHMBIX B JIOKYMEHT, Y BCeX IPYTHX I0JIb30BaTesiell B
pexriMe peaJIbHOT'O BpeMEHH;

— He3aBMCHMMasl aBTOpHM3allvs ISl KaXA0ro NMpojykTa B obsiake MoiOduc npu ycraHoBKe
«MonOduc Crangaprablii» u «MoitOduc ObpazoBanue» Ha 0gHO pabodee MeCToO;

— JIOKaJIbHOEe COXpaHeHue TeKyIllel BepCUr JOKYMEeHTa;

— BO3MOXHOCTb CO3/1aTh KOIIHIO JOKyMeHTa, OTKPBLITOrO U3 06Jlaka Ha IIPOCMOTP;

— aBTOMAaTHUYeCKOe UCK/II0YeHWSI HeaKTUBHBIX I10JIb30BaTesler U3 CeCCUr pedaakKTUpOBaHUA.
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2.18 Pabora B ceTeBBIX manKax

HOJ:[,[[EP)KI/IBBEMBIE BO3MO>KHOCTH:

— pabora c JOKyMeHTaMH B CeTeBBbIX Ialkax I10 npotokoiry SMB

@ Pabora c poxkymeHTaMy B o00mMX @ankax M0 MpoTtokony SMB HepocrynHa
Ha OC Windows 11 B pexxume Smart App Control (SAC).

— yBeZIOMJIeHe O HEeBO3MOXXHOCTH OTKPBITb JIOKYMEHT U3 CeTeBOM TalKu Jyis
pelakTUpOBaHUS, €CIM O3TOT JAOKYMEHT YXKe OTKPBIT /Jid pelJaKTHPOBAHUS IPYIUM
10JIb30BaTeseM;

— yBefioMJieHHe 00 H3MeHeHWM J[OKyMeHTa IIpM COXpPaHeHWW H3MeHeHUN B IIpolecce

OJTHOBpEeMeHHOM paboThI 1o MpoTokoiry SMB.

2.19 CpeacrBa aBTOMaTH3aIUU

2.19.1 Iloanepixka MaKPOKOMAaH/

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— IMOJJIep>kKKa MaKpOKOMaH/I Ha si3bIKe ITporpaMMupoBanust Lua;

— co3JlaHMe, [TOMCK, BBIIIOJIHeHWe, peJJakTHPOBaHKe, OTJIa/IKa U y/iajieHrue MaKpOKOMaH/I;

— XpaHeHHe MaKpPOKOMaH]| B Ipefiejiax OHOI0 JOKYMEHTa;

— mpocMoTp koja VBA-MakpokoMaH/l, COXpaHEHHBbIX B JJOKYMEHTe;

— BO3MOXXHOCTb coxpaHeHHUs1 Lua-makpokoManji B nokymeHTax ¢opmaroB DOCX, XODT,
ODT.

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

2.19.2 Hancrpoiiku

[Topnep>xruBaeMbie BOZMOXKHOCTH:

— nojaep>xka ¢annoB HaacTpoek popmata MOX;

— BO3MOXHOCTb Ha CTOPOHE I0JIb30BaTeslsl YCTaHAB/IMBATh M BKIIIOYATh TOJILKO BaUIHbIE
HA/ICTPOMKH, MOANMCAHHbIE IEHCTBYIOIUM CePTUPHUKATOM;

— MpOBepKa HAZICTPOMKY Ha BAJIUJTHOCTD Iepe]l yCTAaHOBKOM U BKIIIOYEHHEM;

— otobpakeHue wuHbOpPMAIMM O pa3paboTuMke U CepTUdUKATe YCTaHABIMBAEMbIX

pacIIVpeHn;
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— IeproAnYecKas IpoBepKa CepTUQPHUKATOB yke BKIIFOUeHHbIX Ha/ICTpoeK 1 pa3 B 4ac;

— oToOpakeHre MHGOpPMAIMM O BpeMeHM IOCiie[JHel MPOBepKU HAJICTPOMKU U O CKOPOM
OKOHYaHMWM CPOKa JIeWCTBUS CepTUQUKAaTa IMOIIMCH HaJICTPOUKH;

— BO3MOXHOCTh Ha CTOpPOHe aJMHHHMCTpaTOopa OTKJIIOUYMTh OJIOKWPOBKY HeBaUAHBIX
HAJICTPOEK;

— BO3MOXHOCTb OOHOBJISITh, BBIKJIIOUYATh U YAAJSTh HA/ICTPOVKHY;

— «TUXas» YCTaHOBKA HAJCTPOEK;

— BO3MOXHOCTb  IOJANKUCHA  HAJCTPOMKKA CepTUPUKATOM, BbIAAHHBIM COOCTBEHHBIM
YAOCTOBEPSIIOIIUM LIEHTPOM 3aKa3uMKa;

— npenynpexieHre 00 OTCYTCTBHUM NONNWCH  cepTUPUKAaTOM  pa3paboTiyvka Yy
yCTaHaB/IMBaeMbIX pacCIlIVpPeHnH;

— MpelynpexJeHre O BKJIIOYeHWHW HEHaJle)KHOTO PACIIMpeHUs, eCIU CepTU(]UKAT HCTeK,
ellle He BCTYIUJI B CWJTy WK ObUI OTO3BaH;

— IpeaylnpexieHue 0 HeCOBMeCTUMOCTY BepCUU HaJICTPOMKU C BepCyel IIPUIOKEeHUS;

— MpenymnpexJeHre O TOBpeXeHHOM ¢ailyie HaJCTPOMKU U IPOCMOTP CBefleHuH 00

ombke.

2.20 3ammTa qOKyMeHTa

2.20.1 3amuTa nmapoJsiem

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.
— OTKPBITHE JOKYMEHTOB, 3alllMIIIeHHbBIX C IIOMOIIBLIO I1apPOJId;
— YCTAaHOBKAQ, U3MEeHeHNe U yidJIeHHe I1apoJId OJid JOKYMEeHTa,

— Tof/iepskKa (aiyioB, 3alIUIIEHHBIX ITAPOJIeM C aJITOPUTMOM Inrdpoanus RC4.

@ st noxkymenTtoB popmara DOCX, ODT mnmu XODT.

2.20.2 3amuTa coep;KUuMoro oT H3MeHeHHH

[Tonnep:xrBaeMbie BO3MOXKHOCTH:
— MOJIep>KKa 3al[UThl OT BHECeHWsS M3MeHeHUH ISl CJIe[IyIOLIMX THUIIOB COJIepXKHUMOTO:
TeKCT, u3obpaxeHue, GUrypa, TeKCT B pUrype, TeKCT B sideiKax TabJIUIIbI, TaOIUIIbL;

— CHSITHE 3alllUThl OT U3MEHEHUH C nogaep>xXrMBaeMbIX TUIIOB COAep>KUMOT 0.

@ Jna noxkymenTos popmara DOCX, ODT mnmu XODT.
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2.20.3 D1eKTpOHHAS MOAIHNCH

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— ToJiiep>kka 31eKTpoHHbIX noanucer B ¢dopmarax CADES u XADES na OC Windows
u OC Linux;

— MOJITMCaHue JIoKaJbHOro JokyMeHTa B ¢opmarax XODT, ODT u DOCX BcTpoeHHOH
11MPOBOY MOJITHCHIO;

— [OAINIKCAaHHe JIOKyMeHTa HeOWHapHOro ¢opMara OTCOoeJuHEeHHOW (OTKpeIuIeHHOM)
3JIeKTPOHHOM NoAnuckio B dopmare SIG;

— IIPOCMOTP JOKYMEeHTa, IOAIMNCAHHOI'O0 MHO>KeCTBEHHOU 3J71eKTPOHHOM MOANKCHIO;

— OTKpBITHE JIOKYMeHTa, COJIeprKallero 3JIeKTPOHHYIO MOJIIKCh, B PeXXUMe IIPOCMOTPa;

— OTKpBITHE KOIHH JIOKYMeHTa, coJiep>kaliero 3JIeKTPOHHYIO HOJIKCB,
IUTSl peIaKTUPOBaHUSI, YTOOBI COXPAaHUTh TIOJIITUCH B OPUTHUHAJIE;

— WHJVKAIIMS HaJIM4usl 3JIeKTPOHHOM MOAMMCHU B OKYMeHTe: HeBaJIiHasi, HellpoBepeHHasl,
BBITIOJTHEHHAS;

— okHO «CBOMCTBa OJIIUCKY, CofiepXKalllee CleyIolIue IeTalu: UMs aBTopa, MHOpPMaIUs
0 cepTUdUKaTe, KOMMEHTapuii, CBeJIeHHs O BpeMeHM MOJINUCAHHUs JOKyMeHTa, Apyrue
CBefIeHUS;

— MOANKUCAHHWe JOKYMEHTa OJMHOYHON HEeBHUIAUMOW KBaTUPUIIMPOBAHHONW HUPPOBOA
MOAIIMCHIO C UCIOJIb30BaHUEeM KpuntonpoBaniepa Kpunrollpo;

— coxpaHeHue daitia 6uHapHOrO dopMara B MOAXOAIIUM IS MOAMKUCAHUS TOCTYITHBIMU
BHJIaMM 3JIeKTPOHHOM noAnucu gopmar;

— yAarneHue 3JIeKTPOHHOM TTOJITUCH;

— yIaJleHUe BceX MOAIUCeN B IOKYMeHTe C MHOXeCTBEeHHOM 3JIEKTPOHHOM ITOAITUCHIO;

— BBIOOp WK 3aMeHa cepTUdHKaTa JIeKTPOHHOW MOJIIHCH;

— BO3MOXHOCTb BCerJia MCI0JIb30BaTh BbIOPAHHBIM /1Jisl MOJIKMCH CepTU(UKAT;

— Iepexoji K peIaKTUPOBAHUIO JJOKYMEeHTa, COfiepXKalllero 3JIeKTPOHHYIO MOIMUCH;

— aBTOMaTUyYeCKoe YyJajeHWe »3JIeKTPOHHOM MOJINKCH IIpU IONbITKe OTPelaKTUpPOBATh
MOJITMCAHHBIN JOKYMEHT;

— yBeZIOMJIeHHe O HEeBO3MOXXHOCTU OTKPBITh JAOKYMEHT C 3JIeKTPOHHOM IOANMCHIO, eCiH
dbopmat daiina He IOJAEP>KUBAETCS;

— yBefioMJieHHe 00 o1mubKe, eciivd KpUIITOIIPOBaiijiep He yCTaHOBJIEH;

— yBelOMJieHHre IIpY BO3SHUKHOBEHHUN l'IpO6J'I€M C SJIeKTpOHHOﬁ IIOAITMCBIO,
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— OTKpBITHE B peXrMe MPOCMOTpa MOJINKUCAHHOTO JIOKyMeHTa CO CBOMCTBOM «ToJIbKO s
YTeHUs» WIHA UCIIOJIb3YIOIIerocs: APyrUM MoJib30BaTesleM WK MIPUJIOXKeHHeM;

— CcOo3[laHMe pellaKTUpyeMOM Konuu 0e3 MOANMCU JAOKyMeHTa CO CBOMCTBOM «Tombko s
YTeHUs» WIHA UCIIOJIb3YIOIIerocs IPyTUM MoJib30BaTelleM WK ITPUIOXKEeHUEM.

JIlnst koppekTHOM paboThl Tpebyercss ceptuduiinpoBanHas Bepcusi Kpunrollpo
CSP 5.0 R2.
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3 «<MOUOPUC TABJIUIIA»

3.1 YcranoBka 1 00HOBIIeHHe

HOJ:[,[[ep)KI/IBBEMBIe BO3MO>KHOCTH:
— YCTAHOBKaA AJid BCexX I10JIb30BaTeen YCTpOﬁCTBa;
— MdCCOBd4 YCTAHOBKA;

— «TUXds» YCTAHOBKA U 0OHOBJIEHHE.

3.2 UnTerpaiinoHHbIe BO3MOKHOCTH

[Tonnep>xuBaeMble BO3BMOXKHOCTH:
— JIMAJIOT BBOJIA JAHHBIX JJIsl aBTOPU3aIMH 110 poTokoiry WebDAV;
— TOJIZIEP>KKa OTKPBITHS U PeIaKTHPOBaHuUs $aiyioB 1o mpoTokoiy WebDAV;

— nporpaMMHbIv uHTepdeiic (AP]) yrnpaiieHust HAaCTOJIBHBIM PeJIAKTOPOM.

3.3 SI3pIKoBas noAAep:KKa

HOJ:[,[[EP)KI/IBBEMBIE BO3MO>KHOCTH:

— JIOKAJIM3allU Ha PYCCKOM, AHTJIMKACKOM, cl)paHuy3c1<0M, TaTdAPCKOM H 6am1<1/1pc1<0M

A3bIKAX.

3.4 PopMaTsl JOKYMEHTOB

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— oTkpbiTHe ¢ainoB B popmatax XODS, XOTS, XLSX, XLS, ODS, XLSM, XLSB, CSV,

TSV, TAB, SCSV, TXT;

— oTKpbITHE AoKyMeHTOB XLS B popmare nBonunoro daiina Excel5.0/95 (BIFFS);

@ @®opmar XLS u XLSB He nogaepxuBatoTcs B Bepcusx ajist macOS.

— coxpanenue ¢aitioB B popmarax XODS, ODS, XLSX, XOTS, XLSB, CSV, TSV, TAB,

TXT, SCSV, PDF, PDF/A-1;
@ ®opmar XLSB He noamepxuBaercd B Bepcusax i macOS.

— OTKpBITHE T0KyMeHTOB B popmare OpenDocument 1.3;
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— aBTOMAaTHYeCKOe OlpefielieHde 00JIaCTh JIAHHBIX TPH COXPAHEHWH JIMCTA JOKyMeHTa
B ¢aitt ¢ paznenurenismu B popmarax CSV, TSV, TAB, SCSV, TXT;

— oTkpbiTHe ¢aiioB B ¢opmatax XODS u XOTS mno ymomyaHWI0O B TPWIOXKEHUH
«MoitOduc Tabnuita» mocie ycraHoBkY npusioxkenuss Ha OC Windows;

— BO3MOXHOCTh BbIOpaTh B mapamerpax cucteMbl «MoiO¢uc Tabnuma» Ui OTKPBITHS
10 YMOT4aHUIO IokyMeHTOB B popmaTtax ODS, XLSX, XLS, XLSM, CSV, SCSV, TSV,

TAB u XLSB nocne ycranoBku npwiokenust Ha OC Windows.

ITpu orkpeiTiu noKkymeHTa B ¢opmare XL.SM orobpakaercsi npenynpexieHue
00 OTCYTCTBUHU HOJIeP>KKH BCTPOEHHBIX B 3TOT JJOKYMEHT MaKPOKOMaH/I.

3.5 Ilosnb30BaTenbCckuii uHTEpdeiic

3.5.1 Ob1zee

HOJ:[I[EP)KI/IBHEMBIE BO3MO>KHOCTH:

— IaHeJIb MTHCTPYMEHTOB C HaCTPpaBd€MbIM BHEIITHUM BUJI0M;

— I[10Jie OUdIld30Ha sg49eeK C aJipeCOM WK HMMEeHeM BBIJIEJICHHOM STYeMKU WM JMalla3oHa
sg9eeK, C BO3BMOXHOCTbBIO CO3JdHHS MMEHOBAHHBIX JWdIId30HOB;

— CTPOKa q)OpMy.TI C BOBMO’KHOCTBIO BBO/Jld, U3SMEHEHHW U IIPOCMOTPd OdHHBIX U (l)OpMYJI;

— IIaHeJIb C BKJIAAKdMM JIMCTOB OJId HaBHUI'dallMH 1 Ol'IepaI_II/Iﬁ C JIMCTaMH,

— OOKoOBas ITaHeIb C KHOIKAMHU BBI30Ba caleyromux MaHeJiel: ITOUCKA U 3aMeHBl, CPYHKHHﬁ,
CBOJIHOM Ta6JII/ILU:>I, pa6OTbI C MdKPOKOMaHIdMH, pa6OTbI C BHEKTpOHHOﬁ IIOAIIMCBIO,
AuciieTyepa HMMeH, pa6OTbI C Ppe3epBHBbIMU KOIIUSAMU, YIIPdBJIIEHUA 3aIUTOH, YMHOﬁ
Ta6JII/ILU:>I, IMPpOBEPKU JIdHHBIX;

— OKHO 6bICprIX IEerCTBUM JIJIs1 BBIIIOJIHEHUS YaCTO HCIIOJIb3YyeMbIX KOMdH;

- BbI60p A3bIKa ITOJIb30BATEJIbCKOI'O HHTepCl)(ﬂﬁca M3 YKMCdjid IOJ1epP>XKMBAEMbIX

— BbI30B BcTpoeHHOW HTML-cripaBky Ha pyCCKOM U aHIVIMKCKOM $I3bIKAaX;
— IaHeJb [I0MCKAa Y 3aMeHB;

— I[ogIeP>KKa COYeTaHUuU ropsavux KjlaBUIII JIsI COBepIIeHNns onepaunﬁ B IIPpUJIO’KEHNH.

3.5.2 IlaHessb HHCTPYMEHTOB

HOJ:[)Iep)KI/IBHEMBIe BO3MO>KHOCTH:
- BbI60p MeXy TpeMs peXXuMdMu OTO6pa)KEHI/I$IZ CTAHAdPTHBIM, KOMIIdKTHBIM WU CKPBITBIM;
- HaCTpOﬁKa BUJIUMOCTH OTHEJIbHbIX Pa31eJIOB;

— HaCTpOMKa cocTaBa pasfiena «M36panHoey.
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3.5.3 Paznen «V3opanHoe»

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— nobaBnieHue B pa3pmen «M36panHOe» 10 14 9acTO WCHONIB3yeMBIX 3JIEMEHTOB: KHOIIOK
HaHeJId MHCTPYMEHTOB, ITyHKTOB KOMAH/IHOTO MEeHIO U MaKpOKOMaH/I;

— BbIOOp U3 16 BapUaHTOB UKOHOK JIJIs1 KQXX/I0H MaKPOKOMaH/Ib;

— 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.

3.5.4 CTpoka cocTostHUS

[Tonnep>xruBaeMble BO3BMOXXHOCTH:

— WHJVKAIYS [TO/IKJII0UeHHs K CepBepy U IpaB IOCTYIIA K JOKYMeHTYy B 4aCTHOM obJiake;
— WHJIVKAIIMs COXpaHeHUsI pe3epBHBIX KOIUH;

— WHJMKATOP BbIOpAHHOTO peXxrMa IepecuyeTa Gpopmy;

— 3HAUeHHsl aBTOMATUYeCKHU MOJICIUTHIBAeMbIX QYHKITUH;

— WHCTPYMEHTHI JJId U3MEeHEeHU Macitaba JOKyMeHTa.

3.5.5 Maciura0 sucra

HOHHBP)KI/IBaeMbIe BO3MOXXHOCTH:
- H&CTpOﬁKa MaciTaba C MOMOIIbI0 KOMaHHOT'O MEHIO;

— HACTpo¥Ka MaciTaba repeTaCKUBaHUEM IOJI3YHKA B CTPOKe COCTOSIHUS;
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— IIOIIAaroBOe M3MeHeHHe MaclTaba KHOIKaMU YBelIn4eHus WK YMeHbIIeHUd Macitaba B
CTPOKe COCTOSHMHA,
— 3d4/J1aHKre 3Ha4YeHHd Macitaba PYYHBIM BBOJOM 3Ha4YeHHs B CTPOKe COCTOSHHA,

— BBIOOD 3HAYeHMs MacIITaba U3 CIIMCKA B CTPOKE COCTOSIHUSI.

3.5.6 OKHO OBICTPBIX JEeHCTBHI

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

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

— BBI30B Ollepaliiii KOMAaHIHOTO MeHIO, BCTPOEHHBIX W I0JIb30BATEIbCKUX CTHIIeH
dopMaTUpoBaHUs TEKCTa;

— IIOUCK HYX(HOIZ KOMaH/bI 110 Ha3BAHUIO.

3.6 JleiictBus c ¢aiiytaMmu

3.6.1 Co3manmue ¢aiiioB

[TomnepsxuBaeMbie BO3MOYKHOCTH:

— aBTOMaTHYeCKOe CO3JlaHre HOBOTO ¢akiia IMPH 3aITyCKe MPUI0XKeHUS;

— Cco37jaHue HOBOTO ¢aiia U3 KOMaHHOTO MEHIO MTPUIOYKEeHUS;

— CO3J]laHWe HOBOTO JIOKYyMEeHTa C TIOMOINbI0 CHUCTEeMHOTO KOHTEKCTHOTO MeHI0 Ha
OC Windows;

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

— CO3/JlaHMe pelaKTUPyeMOM KOIKH /Jisl JOKYMeHTa CO CBOMCTBOM « TOJIbKO IS YTEeHUS.

3.6.2 OTkpsiTHE daiiyioB

[TonnepxuBaemMble BO3MOXXHOCTH:

— OTKpBITHe ¢aiia U3 KOMaHJHOTO MEeHIO;

— OTKpBITHEe Qaiyla C MOMOIIBI0 IlepeTaCKUBAHUS [TOKyMeHTa WM ero sipjiblka U3 OKHa
¢dainoBoro MeHeKepa OrepaloOHHON CUCTeMBI B OTKPBITOe OKHO IIPUJIOXKEeHHS;

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

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

— aBTOMAaTU4YeCcKoe CO3[aHue KOIMU B OJIHOM W3 IMOAJlep>KMBaeMbIX (OpMaTOB IIpU
OTKpBbITHH PaitsioB popmaTta XLSB;

— OTKPBITHE B peXXuMe IpoCcMOTpa JOKYMeEHTa CO CBOMCTBOM « TOIBKO JJIsL 9ATeHUAI»,
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@ Joxkyment ¢opmara XLS, XLSB u XLSM OTKpbIBaeTcs B pexXume
PeIaKTUPOBAHUS.

— OTKpPBITHE B peXXUMe pelaKTUPOBaHUS PailyioB cO CBOMCTBOM «TOJIbKO IJisl YTEHUsD» IPU
pabore 1o ipoTtokoiry WebDAV;

— OTKpBITHE B peXrMe IIPOCMOTpPAa JOKyMeHTa, KOTOpbIM pelakTUpyeTcs B JIPyroMm
PWIOXKeHHUH;

— OIlOBellleHre TIPU OTKPHITUM (ailyia, C KOTOPhIM B JaHHBIM MOMEHT paboTaeT Jpyrou
10JIb30BaTeJIb;

— IpOBepKa JOCTynHOCTH ¢aiia Jyisl peJaKTUPOBaHUS;

— Cco3[JaHMe pelakTUpyeMoi Komuu ¢aiiia, OTKPBITOrO B peXXrMe ITPOCMOTPa;

— KoHBepTupoBaHWe dainoB dopmaroB CSV, SCSV, TSV, TAB, TXT c mnopmepxkou
CJIeIyIOIIMX HACTPOeK: BbIOOP KOAMPOBKU, pasfleluTesisi, OTPAaHUYUTeNIss CTPOK U
BbIPAaBHHBAHUeE I10 IIMPUHEe COJIeP>KUMOT0;

— OTKpBbITHe ¢aiiyia U3 CIIMCKA He[JaBHUX JOKYMEHTOB;

— OYMCTKA CIIMCKA HeJJaBHUX JJOKYMEHTOB;

— OTKpBITHE pelaKTUPyeMOro JJOKyMeHTa B APYIOM IPHIOXEHUH C MOMOIIbI0 KOMAaH/IbI
MeHI0 «Pai > OTKPHITH BY;

— I[ogaep>XxkKad JOKYMEHTOB, He COJiepXKallluX BUAUMBIX JIMCTOB.

3.6.3 Pabora c mrabsioHamMu

[Tonep>xuBaeMble BOBMOXKHOCTH:

— co3yanue mabJoHa U3 Tekylero ¢aiia;

— pabora c mabsnonamu B popmare XOTS;

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

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

3.6.4 BeiBoj Ha neyartn

[Topnep>xuBaeMbie BO3MOYKHOCTH:

— OTIpaBKa Ha TeYaTh W3 KOMAaHJHOTO MEHIO W W3 CHCTeMHOr0 KOHTeKCTHOI'O MeHI0 Ha
OC Windows;

— IMpeIBApUTENbHBIA TIPOCMOTP JIOKYMEHTa C BO3MOXXHOCTBIO OTOOpa)keHHsI PEeKBU3WUTOB
CTPAHUIIbI, Pa3pPbIBOB, MaCIITaba, BEPXHUX W HIXKHUX KOJIOHTUTYJIOB;

— BBIOOP MaciiTaba ¥ OpUeHTaIluU CTPaHUIIbI;
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— HaBUTAIUS MeX]y CTPAaHUIIAMU;

— BBIOOP JIMaia3oHa CTpaHUI] JIJIsl TIeYaTy U YMCia KOINK;

— IevyaTh TeKYIIero JIMCTa WK BbljleJleHHOW 06J1acTy;

— yIipaBJieHHWe CBOMCTBAMH CTPAHMIIbI: YCTAHOBKA THIOBBIX pa3MepoB crpaHulibl (A0, Al
Y T.Jl.), HACTPOMKaA I0JIeH;

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

— ObICTpas 1meyarhb;

— BBIOOP YCTPOWMCTBA IeYaTy;

— JIBYCTOPOHHSIS [1e4aTh;

— pa3bueHue 1Mo KOIUSIM;

— Ie4yaTh B OTTEHKAax Ceporo;

— ONI[MS IPOITyCKa ITyCThIX JINCTOB IPY IIeYaTy;

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

— 3aJ/laHre ¥ OYMCTKA 00JIaCTy NevaTy /i KaXKA0ro JIUCTA B JOKYMEHTe;

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

— OTHpaBka Ha TedaTb  Olpe/leJleHHbIX  CTPAaHUIl WM  JMalla30Ha  CTPaHMII
13 cpOpMHUPOBAHHOTO JIJIs TTIeYaTH IOKyMeHTa;

— Iepexo/i K HaCTpOWKaM IpUHTepa;

— WHAWKAIWA IIpOorpecca IMoATrOTOBKH K I1e4dTH U OTIIPABKH JOKYMEHTAa Ha I1e4aThb.

3.6.5 OTopaBka mo moure

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

YCTaHOBJIEHHOI'O II0 YMOJ/ITYaHHIO.

3.6.6 Coxpanenue ¢aiiyioB

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— coxpaHeHHe TeKyIero ¢aiiyia Wi ero KONuM B OJJUH U3 HOJIJIep)KUBaeMbIX GOopMaToB;

— BKJIIOUEHHe U OTKJIIOUYeHHe pe3epBHOTO KONMPOBaHUs IJis Bcex ¢alioB, OTKPBITBIX
B PellaKTope;
— BKJIIOUEHHe U OTKJII0YeHHe pe3epBHOTO KOIMPOBAHUS sl OTIENIbHBIX PailyioB, OTKPBITBIX

B PeIaKTope;
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— HACTPOWKA YaCTOThI COXPAaHEHHSI Pe3ePBHBIX KON B MUHYTAX;

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

— aBTOBOCCTAHOBJIEHHe (HANIIOB, XPAHAIIMXCS JIOKAJIBHO;

— WH/IMKAIYS Pe3epBHOTO KOTIMPOBAHUS;

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

— XpaHeHHe pe3epBHBIX KOIMUU B TEYEHWU OIHOTO MecsIa C aBTOMAaTHYeCKUM yIaJieHhemM

I10 UCTeYeHUH.

3.7 JlelicTBHA C IHCTaMH

[Tonnep>xuBaeMbie BO3BMOXKHOCTH:

— BCTaBKa HOBBIX JINCTOB;

— yAaneHue CyIIecTBYIONUX JIUCTOB;

— 0TOOpaXKeHue U CKPLITHe OT/AebHBIX JINCTOB;

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

— Cco3/1aHMe Iy0JIMKaTa JIUCTQ;

— WU3MeHeHU e IMOopAJiKa CJIeI0BaHUS JIMCTA B CIIMCKE.

3.8 IleiicTBus C s4elikaMu, CTOJIOIAMH CTPOKaMH

[Topnep>xruBaeMbie BOZBMOXKHOCTH:

— BbIfIeJieHue CTo0Ia, CTPOKH, /IMara30oHa sueek WM BCeX siueek Ha JIUCTe;

— 3aJlaHMe TOYHBIX Pa3MepOB IIMPUHBI U BBICOTHI ST9eeK PyYHBIM BBOJIOM 3HAUEHHH;

— W3MeHeHUe IITUPUHBI U BBICOTHI siueek ¢ GUKCUPOBAHHBIM IIIaroM;

— aBTOMaTHYeCKUi 1oi00p pa3mepa sideek Mo COJIePKUMOMY;

— oObeuHeHue J4eeK;

— pasfesieHre 00BeIMHEHHBIX 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 JMAalra3oHa sueek 06e3 OTOUIbTPOBAHHBIX M CKPBITHIX
JaHHBIX;

— 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.

3.9 JleiicTBHA C JAHHBIMH

3.9.1 Beox nanHbIX

[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.

3.9.2 CopTupoBka u puibTpamusa

[Tonnep>xruBaemMble BO3MOXKHOCTH:

— npuMeHeHHe GUIBTPA K BbIZIeJIeHHOM 00J1acTH;

— ¢ubTpanys o 3HaYeHUIO WIH 10 1IBeTy 3aIUBKY;

— 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.

3.9.3 ®opmaThI JAaHHBIX

[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].

3.9.4 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.

3.9.5 IyosmmkaTs!

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

BbIJIeJIeHHH OJHON STYerKH.

3.9.6 Pabora co ccpikaMu

[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
BHEIITHUM;
— NpefynpexieHre I[Py TONbITKe CBSI3aTh MCXOAHBIA JIOKYMEHT C JJOKyMeHTOM,

PpacIioJIo’KeHHbIM B 0o0aYyHOM XpaHWIMIIIE.

3.9.7 3ameTku

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— CO3/IaHUe U yJlaJIeHue 3aMeTOK K sT9eiKaMm;

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

— mojiiepkka 6ydepa obMeHa Jijisl COJIEPXKUMOTO 3aMeTOK.

3.9.8 HerreuaTaemsie U crienyajJibHbBIC CHMBOJIBI

[Tonnep>xuBaemMble BOBMOXKHOCTH:

— BCTaBKa CIlellMaJIbHbIX CUMBOJIOB U HelledaTaeMbIX CUMBOJIOB;

— ObICTpasi BCTaBKa MOCJIeIHUX UCIIOIb30BaHHBIX CUMBOJIOB;

— okHO «CrielvanbHble CHMBOJIBI», COJlepskalliee Has3BaHue, kojl B cucreme Unicode,
HauepTaHue, MIPUPT, BapUaHThl JAPYTHMX HadepTaHWN U IpeBapUTENIbHBIM IIPOCMOTP
BbIJIeJIEHHOT'O CUMBOJIZ;

— onIusl «3aKpbITh OKHO I10CJIe BCTaBKU CHMBOJIay;

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

3.9.9 IIpoBepka opdorpadun U MyHKTYaIHH

[Tonnep>xruBaeMble BO3BMOXXHOCTH:

— aBTOMaTH4eCcKasi IPoBepKa MTPaBONKCAHKUs TeKCTa Ha PyCCKOM U aHTJIMHCKOM SI3bIKaX;

— MpOBepKa PAMMATHKU J|JIsl PyCCKOTO SI3bIKa;

— TO/IJIep>KKa I0JIb30BaTeNIbCKOI0 CJIOBAPs C BO3MOXXHOCTBIO J0OABJIeHUs U yIaJleHUs CJIOB;
— AMIIOPT CJIOBaps;

— T0JICKa3Ka BapUAHTOB UCIpaBiieHust opborpadpruiecKux OMMOO0K.
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3.9.10 ITouck u 3amMeHa

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— TIOMCK CJIOB WK ¢pas;

— IOMCK C 3aMeHOM C YYeTOM pPervucTpa ¥ Ipyu TOUHOM COBIIaZIeHUH CJIOBa;

— yBefioMJieHHe 00 OTCYTCTBUU pe3yJIbTaTOB [TOUCKaA;

— IMO/iJIep>KKa COYeTaHWM KIIABUII Jisl ObICTPOTO IepeMellleHusl MeX1y 3ieMeHTaMH [TaHelu

IIOMCKa U 3aMeHHI.

3.10 Pabora c popmysnamu u pyHKIUAMH

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— MaHeJIb BCTaBKU QPYHKIINH;

— KOIIMPOBaHMUe U BCTaBKa GOPMYIT;

— BBOJI 4 BbIOOP (PYHKITMI HA PYCCKOM SI3bIKE;

— BBIOOP POpPMYJI U3 CIIMCKA IIPU BBOJle POPMYIJIBI;

— rpynnupoBka (QYHKIMKA 10 KaTeropusiM Ha maHend ¢yHkuuii: «Bce», «HenaBauey,
«ITonynsipubiey, «PUHAHCOBLIEY, «JlaTa u BpeMs», «MaremMaruyeckue,
«Craructudeckue», «CCbUIKM M MacCuUBbI», «ba3pl maHHBIX», «TeKcToBLIEY,
«Jlornueckuey, « Mudpopmaronubiey, «HxeHnepHbiey;

— coxpaHenue nociegHux 10 UCnob30BaBUIMXCS QYHKIINM;

— CUHXPOHM3AIIUS CIMCKA MOCTIeIHUX PYHKIUN MeXy OJHOBPEMEeHHO OTKPBITBIMU OKHaMU
pPefaKkTopa;

— OoTOOpakeHHe MOICKA30K 00 MCIIOIb30BAaHUU POPMYIIbI ITOCIIE ee BbIOOPa;

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

— UCIOJIb30BaHMEe UMEHOBAHHBIX JIMANa30HOB B GOpMyJiax;

— MOJICBeYMBAaHUe BCeX siUeeK, YYaCTBYIOIIMX B BBIYMCIIEHUSIX, NPU BbIEJIEHUU SYEUKHU
¢ bopmyirioi;

— 3a7jlaHMe Juala30Ha 3Ha4eHUH IpU peJaKTUPOBaHUU GpOpMYyJibl Yepe3 BbljleJieHHe HYXKHBIX
SI9eeK MBIIIbIO;

— pacuer 4acTu GpopMyJIbl;

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

— MoAAEPKKA UMEHOBAHHbBIX TXAIId30HOB B II0JJCKA3KdX IIPHU BBOJIEe (bOpMYJI;
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— BblJIeJIeHMe I11BeTOM MMEHOBaHHBLIX [Malla30HOB, IIPUCBOEHHBIX /[UAlla30HYy s4YeeK, B
peXxume peJlakTUPOBaHUS GOPMYJIbL;

— BblleJieHHe 1[BeTOM 00JlaCTM JaHHBIX HMEHOBAHHBIX UAlla30HOB, IPHCBOEHHBIX
JIMalla30Hy syeekK, B peXXuMe pelJakTUPOBaHUSI POPMYIIBL;

— IIPOCMOTP CIIMCKa UMEHOBAaHHBIX IAalla30HOB;

— CO3JlaHH{e U yJajleHre UMEeHOBAaHHBIX IMalla30HOB;

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

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

— aBTOMAaTUYeCKUH pexuM Ilepecdera (GOpPMYJT ISl JIOKAJIbHBIX JOKYMEHTOB W s
JIOKyMEHTOB B 0bJiake;

— PYYHOH pexuM IepecuyeTa (GpOpMyJl JIOKAJIIBHBIX JJOKYMEHTOB [IJIl BCErO JTIOKYMeHTa, s
JIMCTA U [IJIs BBlJIeJICHHBIX S4YeekK;

— NPUHYOUTEeIbHBIN NepecyeT GOpMYyJI 10 3aIIPOCy 0JIb30BATeIS;

— OTKJIIOYeHHe IepecyeTa GopMyJl B pyYHOM pexxume IpY COXPAaHeHHUH.

3.11 Pabora ¢ «yMHBIMI» Ta0JIHIIAMH

[Tonnep>xuBaeMbie BOZBMOXKHOCTH:

— CO37laHue «yMHBIX» TabJIuII;

— BO3MOXHOCTb 33J]laTh YHUKAJIbHOE WMsI TIPM CO3JIaHUH «YMHBIX» TaOIWIl IS
MOCJIeAYIOIIET0 UCTIOIb30BaHMs B KAUYeCTBe CChUIKY Ha JUAara30H;

— aBTOMaTH4YeCcKoe BKJIoueHue GUIbTpa Ui 3arojioBKA TAOIUIIBI TIPU CO3JITAaHUU «YMHBIX)
TabuI;

— BBIOOD TUIIA BLIYMCIIEHUM B CTPOKE UTOTOB;

— aBTOMAaTUYeCKOe M3MeHeHWe [Hala30Ha «yMHBIX» TaOJWI] mpU J00aBIeHUH/yIaTeHUH
CTPOK U CTOJIOIIOB;

— KOIMPOBaHWe «YMHBIX» TaOJMI] B Tpefeyiax OJHOTO JOKYMEHTa WX U3 JOKYMeHTa B
JOKYMeHT TpU YCJIOBHM, YTO o0a JOKyMeHTa OTKPBLITHI B mpuioxeHun «MoitOduc
Tabmumay;

— BCTaBKa CTPOK WJIM CTOJIOIIOB MeX/y CYIIIECTBYIOIIMMU CTPOKAaMH U CTOJIOIIaMU;

— pelaKTUpOBaHUe JIAHHBIX B «YMHBIX» TaOJIUIIAX;

— BBIOOP cTUJs Tabmui u3 60 UCXOTHBIX BAPUAHTOB, UMEIOIINXCS B KOJUIEKIIUH;

— BKJIIOUEHHe WM OTKJII0YeHHe YepeflOBaHMUSI 1IBETOB /Jisl CTOJIOIIOB U CTPOK;

— BKJIIOYeHHe WIN OTKJII0YeHHe CTPOK 3dI'0JIOBKA U UTOT'OB;
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— WHTEpaKTUBHOE IIPeBbI0 BHEIIHETO BHA CTHJIed B COOTBETCTBHM C BKJIFOUEHHBIMHU
OTIIIHSIMUY;

— yJajieHue «yMHBIX» TabJIuiI;

— MpeoOpa3oBaHUe «YMHBIX» TAOIHI] B OOBIYHBIN TUAIIAa30H;

— aBTOMAaTHYeCKOe paclpoCTpaHeHWe Ha Bech CTojber] GpopMyJibl, BBEIEHHOW B SYEHKY,

nocie Haxxatusa Enter.

3.12 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, JejIeHre, 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;

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

— OIllepdaTOpbl CCbUIOK Ha JUAIIA30HBI d49eeK C TeKyIero JIMCTd U C APYyTruXx JIMCTOB.

3.13 Pabora co CBOGHEIMH TA0JIHIIAMH

[TonnepxuBaemMble BO3MOXXHOCTH:

— CO3[JlaHMe U y/iajieHue CBOAHOW TabIIuIbl;

— PYYHOM WJIM aBTOMaTHYeCKWM BbIOOp [Mana3oHa sueeK B KayeCTBe MCTOYHMKA JaHHBIX
IUIsI CO3[JaHUS CBOJJHOU TaOJINIIb;

— KOHCTPYKTOP I HACTPOMKY CTPYKTYPBI CBOJIHBIX TaO/IMIL: oOaBileHre I10JIel, y/iajleHue
IoJled, IlepeMellleHWe TII0Jle MexJy obsacTsMyd WM H3MeHeHWe WX IIOpsJIKa,
nleperMeHOBaHue I10J1el;

— BO3MOXHOCTb aBTOMAaTH4YecKOro [o0aBjieHusl I0Jied HWCXOJHOM Tabinnbl B 06JsacTsIx
cBO/IHOM TabmuIbl « CTPOKU» U «3HaYeHUs» B 3aBUCUMOCTH OT THIIA IJaHHBIX;

— BO3MOXHOCTb BbIOOpa GyHKINHU 11 06J1aCTU «3HaYeHUs» U3 JOCTYITHOT'O CIIUCKA;

— BO3MOXHOCTb IIPUMEHEeHMS [OIOJIHUTEeIbHBIX BBIUMCIEHWA K JaHHBIM K3 006JacTu
3Ha4YeHWH B TaO/MIle;

— IIPOCMOTP JIJaHHBIX, HA OCHOBAaHHWH KOTOPBIX OBUIO MTOJIy4eHO 3HaueHue B siuelike CBOJHOU

TaOJINIIBI;
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— KOHCTPYKTOP JUIsi HACTPOWKHM T[apaMeTpPOB CBOJHOW TabiMIBI  pedaKTHPOBaHHE
WMCTOYHMKA JIAaHHBIX, BBIOOP MakeTa, OTOOpaXkeHHWe OOIIMX U MPOMEXYTOYHBIX WTOIOB,
pelaKTUpOBaHKe Ha3BaHHWSI HEKOTOPHIX CTOJIOIIOB U CTPOK, JI00aBJIeHWe TeKCTa, KOTOPBINA
OyIeT oToOpaXkaThbCs B MYCTHIX sTUeMKax WX siuedKaX C OIUOKaMHu;

— CBOpaYMBaHUe U Pa3BOpPAYMBaHKe CTPYIITUPOBAHHBIX JAHHBIX;

— 0OHOBJIEHHE CBOJTHOM TabJIMIIBI TOCIIe U3MEHEeHHUsT UCXOTHBIX JTAHHBIX;

— ¢unbTpanys AAHHBIX IO JIOCTYNHBIM GUIBTPAM B CTpPOKAaX, CTOJONAX W Tabuuile
IEJINKOM;

— BO3MOXXHOCTh BBIOOpA CTPYKTYPUPOBAaHHOW (GOpPMYJIBl B KaueCTBe WMCTOYHMKA ITAHHBIX
CBOJIHOM TabJIMIIBL;

— yBeIOMJIEHHe O TIOTepe HeMoJIeP>)KUBAaeMbIX OOBEKTOB CBOJIHOM TaOJUIIBI TIPU

HN3MeHeHHWH HACTpPOeK Ta6III/II_[bI.

3.14 Pabora ¢ quarpaMmMamMu

[TonnepxuBaemMble BO3MOXXHOCTH:

— oTOOpaKeHHe  [IByXMepHBIX JuarpamM, THCTOIpaMM, JIMHeHYaTbIX JAvarpaMm:
C TPYIIIIMPOBKOM, C HAaKOIUIeHWeM, HOPMUPOBaHHas! C HaKOIIJIeHUeM;

— NOAJlep>KKa rpadpUKOB: CTAaHAPTHBIM, C HAKOIIJIeHHeM, HODMHUPOBAHHBIM C HAaKOIIJIeHWeM;

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

— W3MeHeHMe THUIla IMarpaMMBl;

— yZaJjieHue Marpamum;

— aBTOMaTUYeCKOoe IlepeCcTpoeHue JyuarpamMm IIpyu U3MeHeHNH 3HaueHUH;

— CO3/laHue JuarpaMMbl;

— KOIIMpOBaHMe, BbIpe3aHue, BCTaBKa JUarpaMMBbl;

— IlepeMellleHye IMarpaMMBbl;

— M3MeHeHMe pa3Mepa JuarpaMMmebl;

— 3a/laHre HalpaBJleHus psjia AMarpaMMmsl;

— BBOJ] Ha3BaHHUs JUarpaMMBbl;

— IlepeMellleHye BbIOPAaHHOM IMarpaMMBl C IIOMOIIBIO KJIABUII-CTPEJIOK KJIaBUATYPHI;

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

nokyMeHT «MonOduc Tekct», «MonOduc Ilpe3enTanusa» B Buse n300pakeHusl.
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3.15 Pabora ¢ u3o0pakeHHIMHU

[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.

3.16 PaboTa c 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;
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— 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.

3.17 ®opmaTupoBaHHe JOKYMEHTA

3.17.1 Ipudrse!

[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.

3.17.2 IIBeT TexcTa 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
IIOKYMEeHTa C UCIIOJIb30BaHUEM ITUIIeTKUY;

— 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.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 52



3.17.3 BelpaBHuUBaHUe 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.

3.17.4 HaxyioH 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.

3.17.5 3anuBKa 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 UCIIOJIb30BaHUEM «ITHUIIeTKUY;

— 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 .

3.17.6 ®opmaTupoBaHIe COEPIKUMOr0

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;

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 53



— ¢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.
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3.17.7 ®opmar mo odpasiy

[Tonep>xuBaeMble BO3MOXKHOCTH:

— ¢dopmMaTHrpoBaHUe 110 00pasiy;

— ¢opmaTupoBaHue 10 obpa3iy i ab3ares;

— MpUMEeHeHHWe CKOMMPOBAHHOTO CTWIS (POPMATHUPOBAHMS K HECKOJIBKAM OOBEKTaM I10
ouepeny;

— coXpaHeHHe WCTOPWHY IIPUMeHeHHs OIlepaliu.

3.18 IIpaBku

3.18.1 OTmena u Bo3BpaT NeHCTBHI

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— OTMeHa IIPaBOK IO OJIHOMY CHMMBOJLY 3a IIIar.

3.18.2 By¢dep 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.

3.19 Pabora B ob1ake

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— aBTOpHM3aIus B 4acTHOM obstake MounOdwuc;

— HaBUTAIMs 10 JOCTYIHBIM pa3jieiaM U IalKaM;

— TOJIIIep>KKa OOIIMX Marok Ipu pabote B obimake MoiOdwuc;
— OTKpBITHE CYIEeCTBYIOIIEN U CO3jaH1e HOBOU IallKy;

— OTKpBITHE, COXpaHeHHe U CO37JaHre HOBOTO JIOKyMeHTa;

— WHJIYKAIIYS [1paB JIOCTYIIA K JJOKYMEeHTY;
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— Ipe/ioCTaB/ieHre, U3MeHeHe U yAajleHue IpaB JOCTyTa K IOKyMeHTY;

— ONIIMS YBeJIOMJIeHHsI 10 3JIeKTPOHHOM 1104YTe IIPU U3MeHeHUH IpaB Ha 0ObeKT B 00Jiake;

— JIOKaJIbHOEe COXpaHeHue TeKyIlllel BepCHH JOKYMEeHTa;

— yaaneHue ¢ailyia Wiy Manky aBTOPOM WK BJlaJlefIbIeM;

— 3arpy3ka ¢aiioB B 00J1aKo;

— BOCCTaHOBJIeHWe daitia, manku Wi ¢aiiia u3 nanku u3 Kopausr;

— 6e3Bo3BpaTHOe yaaneHue aia;

— OTKa3 OT 0011Iero 7ocTymna K ¢aiyly Wiv nanke;

— peXXyM COBMECTHOM paboThI JIJIsl JIOKYMEHTOB, OTKPBITBIX U3 YaCTHOTO 00JI1aKa;

— OTOOpakeHHe aBaTapoB IOJIb30BaTesiel, paboTaomux ¢ JokymeHToM dopmarta XODS,
¢ uadopmMalment o osab3oBaresie Py HaBeJleHWH Kypcopa Ha aBaTap;

— oTOOpakeHHe MCIpaBiieHUH, BHOCUMBIX B JIOKYMeHT, y BCeX JIPYTHMX IOJb30BaTesled B
pexxriMe peajibHOTO BpeMeHH;

— yBeZIoOMJIeHHe T10J1b30BaTeJisi IPU CKPBITUU WM YAaJIeHUH JINCTa APYTHUM II0JIb30BaTeseM;

— He3aBMCHMMasl aBTOpHU3allvs VISl KaKA0ro MpojyKTa B obsiake MoiOduc npu ycTaHOBKe
«MoitOduc Cranmaptabiiiy u « MotOduc Ob6pa3oBaHue» Ha 0JIHO pabodee MeCTo;

— BO3MOXHOCTb CO3/1aTh KOIIHIO JJOKyMeHTa, OTKPBITOrO M3 00Jlaka Ha IIPOCMOTP;

— aBTOMAaTH4YeCKOoe MCKJII0YeHe HeaKTUBHBIX I10JIb30BaTe/Ier U3 CeCCUur pPeaakTHupOBaAHHA.

3.20 Pabora B ceTeBBIX ManKax

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

— pabora c JoKyMeHTaMH B OOIIMX IIalIKax 110 IpoTokoiy SMB;

Pabora c mokymeHTamMu B OOIIMX MamlKax I0 MpoTokoily SMB HemocTymHa
Ha OC Windows 11 B pexxume Smart App Control (SAC).

— yBelOMJieHrMe O HeBO3MOXHOCTHU OTKpPBITb OOKYMEHT U3 O6H.[€I>i IIalikKyu ~ OJid
PedakKTUpOBaAHUA, €eClIK 3TOT MJOKYMEHT YiKe OTKPbIT I PpeddKTHUPOBAHUSA [OPYyT'UM
I10JIb30BaTeJIeM;

— yBelOMJieHHre 00 Hu3MeHeHUH JAOKYMEHTd IIpU COXpPdaHEHUHU U3MEHEeHUN B rpomnecce

OJIHOBPeMeHHOM paboThlI 110 npoTokony SMB.
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3.21 CpeacrBa aBTOMaTH3AIUU

3.21.1 Iloanepikka MaKPOKOMAaH/

[Tonnep>xuBaeMble BO3BMOXKHOCTH:

— IOJiJIep>kKKa MaKpPOKOMaH/I Ha si3bIKe ITporpaMMypoBanust Lua;

— co3J]aHMe, [TOMCK, BBIIIOJIHeHWe, peJJakTHPOBaHKe, OTJIa/iKa U y/iajieHrue MaKpOKOMaH/I;

— XpaHeHHe MaKpPOKOMaH]| B Ipefiejiax OHOT0 JOKYMEHTa;

— IIPOCMOTP KOJ/ia COXPaHeHHbBIX B JIOKyMeHTe VBA-MakpoKOMaH;

— BO3MOXXHOCTb coxXpaHeHusi Lua makpokomanj B mokymeHTax ¢opmatoB XLSX, XODS,

ODS.

[TonpobHoe omnucanve paboOTbl C MAaKpPOKOMAaH/IAMU IIPUBEJEHO B JIOKYMeHTe
«CripaBOYHMK MAaKpPOKOMAH/I Ha SI3bIKe MPorpaMMHpOBaHus Luay.

3.21.2 Hancrpoiiku

[Tonyiep>xuBaeMble BO3MOXKHOCTH:

— nojaep>kka ¢annoB HaacTpoek ¢popmata MOX;

— BO3MOXXHOCTb Ha CTOPOHEe II0JIb30BaTesl YCTaHABJIMBATh U BKJIIOYATh TOJIbKO BalUHbIE
HAJICTPOMKHU, MOJIKMCAaHHbIe JIeMCTBYIOIINM CepTUPUKATOM;

— IIpOBepKa Ha/ICTPOMKY Ha BaJIMIHOCTD Tepe]l yCTaHOBKOM U BKIIIOUEHHEeM;

— oToOpakeHne UWHboOpMaIMK O Pa3paboTuMKke U cepTUdUKaTe YCTAaHABIMBAeMbIX
pacIIVpeHn;

— MepruojindecKas IpoBepKa CepTUPHUKATOB y>Ke BKIIOUeHHBIX Ha/ICTPoeK 1 pa3 B 4ac;

— oToOpakeHHe WHGOpPMAIMM O BpeMeHHU IOciefHell IPOBEpKU Ha/ICTPOMKU U O CKOpPOM
OKOHYAHHWU CpOKa JIeMCTBUS cepTUHKATA MOIUCH HaJICTPONKY;

— BO3MOXHOCTb Ha CTOpPOHEe aJMMHUCTpAaTopa OTK/IIOYUTH OJIOKUPOBKY HeBaJMIHbIX
HAJICTPOeK;

— BO3MOXHOCTb OOHOBJISITh, BHIKIIIOYATh U YAAJSATh HAJICTPOUKHY;

— «THXas» YCTaHOBKA HaJICTPOeK;

— BO3MOXHOCTb  TOANKUCH HAJCTPOMKM  CepTU(UKATOM, BbIJJAHHBIM COOCTBEHHBIM
yIIOCTOBEPSIOIIUM [[eHTPOM 3aKa3uHrKa;

— mpenymnpexjaeHre 00 OTCYTCTBUM IIOJANKCU  cepTUdUKATOM  pa3paboTyvka Y
yCTaHaBJIMBAaeMbIX PaCUIMpPeHUH;

— IpenylpeXxieHre O BKJIIOUeHUM HeHa[le)XHOTO paCUIMpeHUs], eciid CepTU(UKAT HCTeK,

e1e He BCTYIIWUII B CUITY U OBLI OTO3BdH;
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— IpeaylnpexieHue 0 HeCOBMeCTUMOCTY BepCUM HaJICTPOMKU C BepCyel IIPUIOKEeHUS;
— MpenymnpexjieHre O TOBpeXeHHOM ¢ailjle HaJCTPOMKU U IPOCMOTP CBefleHuH 00

ommbke.

3.22 3ammTa qOKyMeHTa

3.22.1 3amuTa napoJsiemM

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— YCTaHOBKa, U3MeHeHUe U yJlalleHue MapoJis 7S IOKyMeHTa;
— CHATHe paHee YCTAaHOBJIEHHOM 3alllUThI;

— HeoTpaHUYeHHOe KOJIMYeCTBO MOIBITOK BBOJIA TIAPOJIs;

— Tof/iepskKa (aiyioB, 3alIUIIEHHBIX ITAPOJIeM C aJITOPUTMOM Inrdpoanus RC4.

@ Jlnst nokymenToB B popmaTax XLSX, XODS wumu ODS.

3.22.2 3amuTa coep;KUMOro oT H3MeHeHHH

[Tonnep>xuBaeMbie BOZBMOXKHOCTH:

— 3allldTa OT pPelaKTUPOBAHUS OT/IeIbHBIX sdeeK, Juara30Ha siueek, OTIeNbHBIX JIMCTOB U
BCel CTPYKTYphI JOKYMEHTa;

— HAaCTPOMKAa CBOMCTB 3alllUTHl siYeeK: «3allUIlleHbl OT UW3MeHeHui», «PopMyIibl
He 0TOOPaXKaIoTCs»;

— BBIOOp pa3pellieHHBbIX JEHMCTBUM Ha 3alllMIeHHOM JIMCTe: BBIIENSTh U HOpPMATUPOBATH
STYENKH, BCTaBJIATh, POPMATUPOBATh, yAAlSITh CTOJIOIBI M CTPOKH, BCTaBJISTh CCHUIKH,
COpPTUPOBATh U GUIHTPOBATh JaHHbIE, BCTAB/ISITh U PeJJaKTUPOBATh 0OHEeKThI, paboTaTh CO
CBOIHBIMHU TaO/IHIIAMHU;

— yCTaHOBKa IMapoJis Ha 3alUIIEeHHBINA JTUCT WIN CTPYKTYPY JOKYMEHTa;

— CHSTHe 3alUTHI JJis1 BHeCeHUSI U3MEeHeHUH B JIOKYMEHT;

— MOAJIep’)KKa OTKPBITUSL TAOJMYHBIX JIOKYMEHTOB Ha YTeHWe W pelaKTUpOBaHHE C
COXpaHeHWeM TMapaMeTpPOB 3alllUThl COJIEPXKUMOTO, YCTAHOBJIEHHBIX B CTOPOHHUX

peIaKkTopax.

@ Jna noxymenTos ¢popmara XLSX, XODS umu ODS.
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3.22.3 DeKkTpoHHAS MOANHCH

[TonnepxuBaeMble BO3MOXXHOCTH:

— ToJiiep>kka 31eKTpoHHbIX noanucer B ¢dopmarax CADES u XADES na OC Windows
u OC Linux;

— IIPOCMOTP JIOKYMeHTa, IIOAIIMCAaHHOIO0 MHOXKeCTBEHHO! 3JIEKTPOHHOM IO/IIMUCHIO;

— OTKpBITHE JOKYMEHTa, CoJlepiKalllero 3JIeKTPOHHYIO IIOJAIIUCH, B peXUMe IIPOCMOTPa;

— aBTOMAaTU4YeCKOoe yJajleHWe 3JIeKTPOHHOW IIOAIIMCU IIPU IIOINBITKE OTpefaKTUPOBaTh
IIOAIIMCaHHBIN JOKYMEHT;

— BO3MOXXHOCTb OTKpPBITH KOIIMIO JOKYMEHTa, COJepiKallero 3JIeKTPOHHYIO IIOAIMCh,
IUTsI peIaKTUPOBaHUsl, YTOObI COXpaHUTh MOJIIMCh B OPUTHUHAJIE;

— UHJVKAlW HAJIMYUSA JJIeKTPOHHOM IIOAIIMCU B IOKYMEHTe: HeBajuJHas, HellpOBepeHHas,
BBIIIOJIHEHHA;

— okHO «CBOMCTBa OJIIUCHY, CofiepXKalllee CleyIolIye IeTalu: UMs aBTopa, MHGOpMaIUs
0 cepTv(dUKare, KOMMEHTapUl, CBeJIeHUs O BpeMeHU IOJNMCAHUS JIOKYMeHTa, Apyrue
CBeJleHus;

— yIlpaBjieHre [U(PPOBBIMU NOAIUCIMUY;

— NOANIMCAHUe JIOKYMeHTa OJWHOYHOM HEeBUJIUMOM KBAIUQPUIIMPOBAHHOK ITHU(POBOU

MOAIIMCHIO C UCIOJIb30BaHUEeM KpuntonpoBaniepa Kpunrollpo;

@ Jlnst KoppekTHOM paboThl TpeOyercs cepruduiMpoBaHHas Bepcusi Kpumnrollpo
CSP 5.0 R2.

— nojnycanve JokymeHta B ¢opmarax XODS, ODS u XLSX BcTpoeHHOM HHU$POBOH
MOJIITKCBIO;

— MOAIIKCAaHHe JIOKyMeHTa HeOWHapHOro ¢opMara OTCOoeJuHEeHHOW (OTKpeIuIeHHOM)
3JIeKTPOHHOM MOANHMCEHIO0 B dopmare SIG;

— coxpaHeHue ¢aia 6uHapHOro ¢opMara B MOAXOJSIINM ISl MOANKUCAHUS TOCTYITHBIMU
BHJIaMM 3JIeKTPOHHOM noAnucu gopmar;

— yZasneHue 3J1eKTPOHHOM OJIINCH;

— yIaJleHUe BceX MOAIUCeN B IOKYMeHTe C MHOXKeCTBEeHHOM 3JIEKTPOHHOM ITOAITUCHIO;

— BBIOOp WK 3aMeHa cepTUdHKaTa 3JIeKTPOHHOW MOJIIHCH;

— BO3MOXHOCTb BCerJla MCI0JIb30BaTh BbIOPAHHBIN /1JIsl MOJIKMCH CepTHU(UKAT;

— Iepexo/i K peIakKTUPOBaHUIO JJOKYMEeHTa, COfiepXKalllero 3JIeKTPOHHYIO MTO/INUCh;

— yBeZIOMJIeHHe O HeBO3MOXXHOCTU OTKPBITh AOKYMEHT C 3JIeKTPOHHOM IOANMCHIO, eCiH

dopmMar darisia He OAEPKUBAETCS;
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— yBefioMJieHHe 00 o1ubKe, eciiid KpUIITOIIPOBaii/iep He yYCTaHOBJIEH;

— yBeZloMJIeHHe IIPY BO3HUKHOBEHUH IIP06JieM C 3JIeKTPOHHOM MOIHCHIO;

— OTKpBITHE B peXuMe IIPOCMOTpa IOANMCAHHOIO [IOKyMeHTa CO CBOMCTBOM «Toisibko
IUTSI YTEeHUS» WU UCIIONb3YIOIIerocs JpyruM Mojib30BaTesieM WK MPUWIOKeHHeM;

— CO3[]laHMe pellaKTUpyeMOM Komuu 0e3 MOANMCU AJis JOKyMeHTa CO CBOMCTBOM «Tosbko

IJId 9TeHW ) UK WCIIOJIB3YIOUIErocda APyruM I10Jib30BaTesieM WU IIPUJI0KeHreM.
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4 <MOHNOPUC NTPE3EHTAIIUSI»

4.1 YcTraHoBKa ¥ 00HOBJIeHUE

HOJ:[}IEP)KI/IBBEMBIE BO3MO>KHOCTH:
— YCTAHOBKaA AJid BCexX I10JIb30BaTeen YCTpOﬁCTBa;
— MdCCOBd4 YCTAHOBKA;

— «TUXds» YCTAHOBKA U 0OHOBJIEHHE.

4.2 IlnTerpanioHHbIE BO3MOKHOCTH

[Tonnep>xuBaeMble BO3BMOXKHOCTH:

— JIMAJIOT BBOJIA JAHHBIX JJIsl aBTOPU3aIMH 110 poTokoiry WebDAV;

— TOJIZIEP>KKa OTKPBITHS U PeIaKTHPOBaHuUs $aiyioB 1o mpoTokoiy WebDAV;
— nporpaMMHbIv uHTepdeiic (AP]) yrnpaiieHust HAaCTOJIBHBIM PeJIAKTOPOM.

4.3 SI3pIKOBas MoJepKKa

HOJ:[}IEP)KI/IBBEMBIE BO3MO>KHOCTH:
— JIOKAJIM3allU Ha PYCCKOM, AHTJIMKACKOM, cl)paHuy3c1<0M, TaTdAPCKOM H 6am1<1/1pc1<0M

A3bIKAX.

4.4 ®opMaThl JOKYMEHTOB

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

— otkpbiTHe daisoB B popmarax PPT, PPTX, PPTM, XODP, ODP;

@ ®opmart PPT He nopgepxuBaeTcs B Bepcusx A macOS.

— coxpaHenue ¢aitioB B dpopmare PPTX, XODP, ODP, PDF u PDF/A-1 ¢ coxpaHenuem

paboTOCITOCOOHOCTH CCHIJIOK HA BeO-CaMTHI.
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4.5 Ilonb3oBaTenbckuii HHTEPdeiic

4.5.1 O01ee

[TonnepxuBaeMble BO3MOXXHOCTH:

— I1aHeJIb UHCTPYMEHTOB C HaCTpanuBaeMbIM BHEIIIHUM BUIIOM;

— IaHeJb CJIaHI0B C BO3MOXKHOCTBIO CKPBITHS, 0TOOpaXkeHHsl ¥ MacIITabupOBaHUS;

— OOKOBas MaHeJIb C KOHTEeKCTYalbHbIMU 3JIeMeHTaMH;

— CTPOKa COCTOSIHUSI C MH@OpMaIyed O ciavjie, WHAWKAIMeld IOJIK/IIOYeHUs] K CepBepy
Y MHCTPyMeHTaMU U3MeHeHUs MaciiTaba ciaijos;

— oToOpakeHue MoJiepXKUBaeMbIX COUeTaHUH KJIaBUIII PSIZIOM C KHOTIKaMU BbI30Ba KOMaHI;

— OKHO OBICTPBIX AeMCTBUM JJIsI BHIIIOJIHEHHS YaCTO UCIIO/Ib3yeMbIX KOMaH];

— BBIOOP sI3bIKa MOJIb30BaTEILCKOTO UHTepdelica U3 YMciia o//1eP>KUBAeMBbIX;

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

— IMOJiJIep>KKa COYeTaHWM TOPSIUMX KJIABUIIL JJIsl COBepIIIeHHs Ollepallvii B IPUIIOXKEeHHUH.

4.5.2 Ilanestb HHCTPYMEHTOB

[Tonnep>xuBaemMble BO3BMOXXHOCTH:
— BBIOOP MeXy TpeMsl peXXUMaMy O0TOOpaXKeHUs!: CTaHJaPTHBIM, KOMITAKTHBIM U CKPBITBIM;
— HaCTpOMKa BUJIMMOCTHU OT/IeJIbHBIX Pa3/iesioB;

— HACTpOWKa cocTaBa pa3zena «M36paHHoey.

4.5.3 Paznen «V3opanHoe»

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— nobaenenue B pasnen «M36panHoe» [0 14 4acTo MCMONIb3yeMbIX 3JIeMEHTOB: KHOTIOK
MaHeJIM UHCTPYMEHTOB U ITyHKTOB KOMAaHAHOTO MeHIO;

— IepeMellleHHe 37IeMeHTOB BIIPaBO, BJIEBO, B HAYaJIO UJIM B KOHeIl pa3fiea;

— COXpaHeHMe MOC/e[IHero BbIOPAHHOTO I1BeTa IpU JobaBiieHnH B paspen «M36pannoey»
3JIeMeHTOB C BbIOOPOM I1BeTa;

— CUHXPOHM3AIIMS 1BeTa Y 3JIeMeHTOB C BbIOOPOM IIBeTa Mexay pasnesnoM «H3bpannoe» u
OCHOBHOM I1aHeJblO;

— JlobaBjieHue POJIUTEIbCKUX 3JIEMEHTOB C BO3MOXHOCTBIO BbIOOpPA IEUCTBUS C IIOMOIIbIO
KOHTEKCTHOTO MEeHIO TpHu J100aBieHuM B pasfen «M30paHHoe» 351eMeHTOB C BBIOOpOM

IerCTBUS;
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— nobaByeHue ob1ero aneMenTa «lIBeT 3anuBKyU» Mpu 00aBIeHUH B paszen «M36panHoey»
anemeHTOB «LIBeT 3anmuBku stuelikn» win «LIBeT 3amuBku GUTYPHIY;

— OJIOKMPOBKA HEJIOCTYIIHBIX JIEUCTBHUH B pa3jiesie IpU CMeHe KOHTEKCTa;

— CMHXpOHM3anus paszena «M30paHHOe» MeXIy BCEMH OJIHOBPEMEHHO OTKPBITBIMHU
OKHAMHU PeJJaKTopa;

— yZajieHue OT/IeIbHBIX JJIEMEHTOB U3 pa3flenia;

— OYHMCTKa BCero pasjaeriid.

4.5.4 CTpoka cocTosiHuS

[TonnepxuBaeMble BO3MOXXHOCTH:

— TIOPSITKOBBIA HOMEP TeKYIIero cjaka v o0IIee KOJIM4eCTBO CJIai/IOB;

— WHJYKAIYS [TO/IKJII0UeHHs K CepBepy U IpaB IOCTYIIA K JOKYMeHTYy B 4aCTHOM obJiake;
— UHJVYKAalKA COXpaHeHUs pe3epBHBIX KOIIWH;

— UHCTPYMEHTHI M3MeHeHHs MacilTaba paboyeit ob1acTy.

4.5.5 Macmrab paboueii od1acTu

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— HaCTpo¥Ka MaciTaba C MOMOIIbI0 KOMaHTHOTO MEHIO;

— HaCTpo¥Ka MaciTaba rmepeTaCKUBaHUEM IOJI3YHKA B CTPOKe COCTOSIHUS;

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

— 3aJlaHKie 3HAYeHHUs MaciTaba pyYHBIM BBOJIOM 3HAYeHHUs B CTPOKE COCTOSIHUS;

— BBIOOD 3HAYeHMSs MacIITaba U3 CIIMCKA B CTPOKE COCTOSIHUSI.

4.5.6 OKHO OBICTPBIX EHCTBUIA

[Tonnep>xuBaeMble BO3BMOXKHOCTH:

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

— BBI30B Ollepaliii KOMAaHIHOTO MeHIO, BCTPOEHHBIX W II0JIb30BATEIbCKUX CTHJIeH
dopMaTUpoBaHUs TEKCTa;

— IIOUCK HYX(HOIZ KOMaH/bI 110 Ha3BAHUIO.
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4.6 leiictBus c ¢aiiytaMu

4.6.1 Co3panue daiiyion

[Tonyep>xuBaeMble BO3MOXKHOCTH:
— coznanue c romornbio [IpoBogarka OC Windows;
— aBTOMAaTHYeCKOe CO3/IaHue HOBOTO (aiia TP 3aIyCKe PUJI0KeHHSs;

— co3JaHre HOBOTO daiiyia U3 KOMaHIHOTO MeHIO [TPUJIOXKEeHHUSI.

4.6.2 OTkperTHE QailIoB

[TonnepxuBaeMble BO3MOXXHOCTH:

— OTKpBITHE CYIeCTBYIOIeH IIpe3eHTallly;

— OTKpbITHe ¢aija C MOMOIIbI ITepeTaCKUBaHMUSl JAOKYMeHTa WIA ero spiblka U3 OKHA
($aiyIoBOro MeHepkepa ONepaliMOHHON CUCTeMBI B OTKPBITOe OKHO IPUJIOXKeHUS;

— aBTOMAaTU4YeCcKasi KOHBepTaIys Mpu OTKpeITUM daitioB dopmata PPT B popmar PPTX;

— OIlOBellleHre TIPU OTKPHITUM (ailyia, C KOTOPhIM B JaHHBIM MOMEHT paboTaeT Apyrou
II0/Ib30BaTeb;

— CO3/1aHHe peJaKTUPyeMOU Konuu ¢aiiia, OTKPBITOTO B peXXUMe IIPOCMOTPA;

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

@ HoxymenTbl popmaToB PPT 1 PPTM oTKpBIBatoTCS B peXkuMe peJlaKTUPOBAHUS.

— OTKPBITHE B PEXUMe peJlaKTUPOBaHMsI (HalIoB CO CBOMCTBOM «TOJBKO /JIsl YTEHUS» TIPU
pabore 1o ipoTtokoiry WebDAV;

— OTKpbITHE B peXuUMe pelaKTUPOBaHMs GalyioB, YXXe OTKPBITBIX B TPUIOXKEHUH
PowerPoint mpu pabote B OC Linux;

— MpPOBEpKa JOCTYITHOCTH ¢aiiyia Jisl pelakTUPOBAHMSI;

— OTKpBITHE daiiyia U3 CITUCKA HeJJaBHUX JIOKyMEHTOB;

— BefleHHe CIIMCKA HeJaBHUX JIOKYMEHTOB JIJISl JIOKQJIbHO XPaAHAIUXCS GailyioB U s
00J1aYHOTO XPaHUJIUIIIA;

— OYHMCTKa CIIMCKa HeJlaBHHUX JOKYMEHTOB.
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4.6.3 BoiBo Ha meyaTrnb

[Tonep>xuBaeMble BO3MOXKHOCTH:

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

— OTIIPaBKa HA NleYaTh U3 MPHIOXKEHMUS;

— MpeJIBapUTENIbHBIA TPOCMOTP TIepe/i TedYaTbid C BO3MOXXHOCTBIO M3MeHeHHs! MaciiTaba

0TOOpakeHUs U NepeKII0YeHUs] MeXAy CJIaijaMu.

4.6.4 3amura maposem

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— YCTaHOBKa, U3MeHeHUe U yJlalleHre MapoJis [IJIsl OTpaHWYeHUs 1OCTyIa K dainiy.

4.6.5 Coxpanenue ¢aiiyioB

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— coxpaHeHHe TeKyIero ¢aiiyia Wi ero KONuM B OJUH U3 NOJIIepKUBaeMbIX GOopMaToB;

— BKJIIOYEHWE W OTKJ/IIOYeHHWe pe3epBHOI0 KOMHMPOBAHUS i BCeX (ailyioB, OTKPBHITHIX
B PeIaKTope;

— BKJIIOYEHHE U OTKJTI0YeHHe Pe3epBHOIO KOMTUPOBAHMS JIJISl OTAETbHBIX (PaliiioB, OTKPHITHIX
B PeIaKTope;

— HACTPOWKA YaCTOThI COXPAaHEHHS Pe3ePBHBIX KOMUN B MUHYTAX;

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

— aBTOBOCCTAHOBJIEHHe (HANIIOB, XPAHSIIMXCS JIOKAJIBHO;

— WH/IMKAIYS Pe3epBHOTO KOIIMPOBAHUS;

— OTKpBITHE, COXPAHEeHUe WK y/IaJleHre pe3epPBHBIX KOIHM U3 MPHIOXKEHHUS;

— XpaHeHHe pe3epBHBIX KOIMUU B TEYEHWU OIHOTO MecsIa C aBTOMAaTHYeCKUM yIajeHnemM

I10 UCTeYeHUH.

4.7 Pabora co ciaimaMu

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— CO3/1aHMe CJIaKWJI0B C UCI0JIb30BaHMEM MaKeTa 10 YMOJIYaHUIO;
— CO3JJaHMe CJIAM/IOB C UCIOIb30BaHMEeM BbIOPAaHHOI'O MaKeTa;

— IyOJIMpoBaHKe CIaia;

— CMeHa MakeTa CJlanaa;
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— IepeMellleHre ClIanaa;

— “3MeHeHMe MaciTaba oTobpakeHHUs ciiaiia B pabouelt 001acTy peJakTopa;

— ObICTpOe TlepekJiloueHue MeXOy ClaijlaMyd C IIOMOIIbI0 KJIABUII KJIaBHATypbl WU
KOJIeCHKA MBIIIIY;

— CKpBITHe U 0TOOpakeHHe CJIai/IoB;

— KOIIMPOBaHUe CJIaNI0B MeXy [pe3eHTalusIMHU;

— 3aJIMBKa CJIaii/ia CIUIOHIHBIM I[BETOM WJIM U300pakeHreM;

— yAajeHue clauaa.

4.8 Pabora c TekcTrom

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

— aBTO3aMeHa KOMIIbIOTepHbIX KaBbluek (") Ha paHiy3ckhe KaBbIUKU («») C
BO3MO>XHOCTBIO OTMEHBI;

— oTOOpakeHHe HelleyaTaeMbIX CUMBOJIOB;

— cMeHa mpudTa U ero pa3Mepa;

— MpUMeHeHHe pa3jInYHbIX BApUAHTOB OQOPMIIEHUS] TeKCTa: MOJIyXXUPHBIA MIPUPT, KYPCHUB,
MOAYEPKHYTHIM TEKCT, TEeKCT TOJbKO IPONKUCHBIMA OYKBaMM, 3a4EpKHYTBIA TeKCT,
MO/ICTPOYHBINA U HAJICTPOYHBIHN TEKCT;

— BBIOOD 11BeTa mIpUPTa;

— BbIJleJieHMe ¢parMeHTa TeKCTa [BETOM I10 BBIOOPY, U3 CTAHIAPTHBIX I[BETOB WJIU JeCSTH
MIOCJIeJTHUX I[BETOB;

— BbIpaBHMBaAHUeE TEeKCTA BHYTPU 0ObeKTa M0 TOPU30HTAJIU U 110 BEPTUKAJIY;

— BBIOOP MpeyCTaHOBJIEHHOI'O WUJIY 33JlaHKe NMPOU3BOJIbHOIO MeXAYCTPOYHOI'0 MHTEepBaJa;

— BbIOOP MEXXCHUMBOJIBHOT'O UHTEpPBaJIa;

— ouymMCTKa popMaTHpPOBaHUs BCEro TeKCTa B PaMKe WJIM BblJIeJIEHHOTO ¢pparMeHTa TeKCTa;

— CO3/1aHMe MapKUPOBAHHBIX, HYMEPOBAHHbBIX U CMEeIlIaHHbIX CIIUCKOB;

— MpUMeHeHHue CTWIS K CIIUCKY;

— U3MeHeHMe YPOBHS BJIO)KeHHOCTH 3JIeMeHTa B CITUCKe;

— npeoOpa3oBaHUe CIIMCKA B TEKCT;

— BCTaBKa, pefJaKTUPOBaHKe U ylalleHue CCbIJIKU Ha BeO-pecypc, aJipec 3JIeKTPOHHOM MOYThI
WJIM BHEIIIHUW JJOKYMEHT;

— yIajeHue HeCKOJIbKUX CChUIOK O[THOW OIepaluen;

— BCTaBKa CIlelIMaJIbHbIX CUMBOJIOB;

— npoBepKa opdorpadru ¥ rpaMMaTUKY;
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— nobaBJieHue CJI0B B CJIOBAaph U yJjajlleHre CJIOB U3 CIOBaps;

— MOAK/II0YeHHe CTOPOHHUX CJIOBape.

4.9 PaboTra c u3obpakeHUAMH

[Tonniep>xuBaeMble BO3MOXKHOCTH:

— BCTaBKa U300paxkeHus U3 bydepa obMeHa WK U3 YKa3aHHOT'O MeCTa;

— nepeMellieHue u300pakeHHsT TepeTacKUBaHWEM MBIIMIbI0 W C TOMOIIbIO  KJIABUII
yIpaBJieHUs] KypCOpOM;

— M3MeHeHMsI pa3Mepa H300pakeHHsl C COXpaHEHHeM Npomnopuui u 6e3 coxpaHeHHs
[IPOIIOPIIUH;

— M3MeHeHHe MO3UINU U300pa’keHUs] OTHOCUTENILHO IPYTUX 00BEeKTOB Ha ClIanje;

— BBIOOp IBeTa KOHTypa M300pakeHUs! U3 I[BETOB TeMbl, CTAHJAPTHBIX I[BETOB, MOCIEIHUX
I[BETOB;

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

— KOIMPOBaHMe I1BeTa KOHTYpa U300pakeHus C TIOMOIIIbIO MUTIETKHY;

— BBIOOD TOJIIMHBI U TUTIA JIMHUK KOHTYpa U300pakeHus;

— yllaleHus: KOHTypa U300pakeHus;

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

n3obpakeHus1).

4.10 PaboTa c purypamu

[TonnepxuBaemMble BO3MOXXHOCTH:

— BCTaBKa JIMHUM, QUTYDP, TEKCTOBBIX I10JIEH;

— INepeMellleHye GUIYpbl IlepeTaCKWBaHWEM MBIIIBIO U C [IOMOIIBIO KJIABUII YIIPaBJIEHUS
KypCOpOM;

— M3MeHeHMsl pa3Mepa GpUIyphl C COXpaHeHHeM IIPOIIOpLIUN 1 6e3 COXpaHeHuUsl MPOIOPIUH;

— M3MeHeHMe JUIMHBI U yIJla HaKJIOHA JIMHUY;

— 3ayiiBKa poHa GUTYpHI [IBETOM U3 CTAaHJAPTHBIX I[BETOB WM AECITU IOC/IeJHUX I[BEeTOB,
WJIY M300paskeHneM;

— yZAajieHue 3anuBKY GoHa PUIypHI;

— BBIOOp I1BeTa KOHTypa (UIypbl M3 I[BETOB TeMbl, CTaHJApPTHBIX I[BETOB WM HECITU
IIOCJIe/THUX I[BETOB;

— 3aJ/laHye I1BeTa KOHTypa (pUTypbl BPYyUHYIO;
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— KOIIMpPOBaHHUe 11BeTa KOHTYpa GUTYPHI C IOMOIIbBIO MTUIIEeTKY;

— BBIOOP TOJIIMHBI U TUIIA JINHUK KOHTYpa QUTYPBHI;

— yZAaneHus: KOHTypa QUrypsl;

— BBIOOp IIBeTa JIMHUM M3 I[BETOB TeMbl, CTAHIAPTHBIX I[BETOB WM JEeCITU IOCIeJHUX
I[BETOB;

— 3aJlaHye I[BeTa JIMHUU BPY4YHYIO;

— KOIIMpPOBaHUe 11BeTa JIMHUU C IOMOIIbIO TUTIIeTKY;

— BBIOOP TOJIIMHBI U TUIIA JINHUY;

— cbpoc HaCTpOeK CTUJIS JTMHUY;

— BBIOOp THUIIAa HAKOHEYHUKOB JINHUHY;

— ouncTKa popMaThpoBaHUs PUTYPHI U TEKCTOBOTO IOJIs (KpOMe HACTPOeK IiBeTa 3aJIMBKU
Y KOHTypa QUTyPBbI);

— W3MeHeHH e IMO3UIUU JINMHWUKW OTHOCHUTEJIbHO JPYTrruXxX 00BEeKTOB Ha claue.

4.11 Pabora c Tabuaumamu

[TonnepxuBaemMble BO3MOXXHOCTH:

— BCTaBKa TaO/IMIIBI C 33/laHHeM KOJIMYeCcTBa CTPOK U CTOJIOIOB BPYYHYIO UJIU IpapuuecKy;

— M3MeHeHMs] pa3Mepa TabJMIBI C COXpaHeHHWeM IIponopuMid U 6e3 coxpaHeHHs
[IPOIIOPIIUN;

— M3MeHeHMe [T03UIIMY TabJIUIbl OTHOCUTENIBHO IPYTHUX 0OBbEeKTOB Ha Cllane;

— IlepeMellleHye TabJIMIbI IlepeTaCKUBaHWeM MBIIIbI0 U C IIOMOIIBIO KJIABUII YIIpaBJIEHUS
KYpPCOpOM,;

— BBIOOP BCel TabinIIbl, OT/IeJIbHOTO CTOJIONA WK CTPOKY;

— BCTaBKa U y/iajleHue CTPOK U CTOJIOIOB;

— M3MeHeHMe pa3Mepa CTOJIOI@ WM CTPOKU IlepeTaCKMBAaHMEM MBIIIBIO 33 I'PaHUIly WU
BBOJIOM 3Ha4YeHUH BPYYHYIO;

— 3aJlaHye TOYHOI'0 pa3Mepa g4eeK BBOJOM 3HaUYeHUH BPYYHYIO;

— oObeJuHEeHMe siueeK U pa3belliHeHre 00be/IMHEHHBIX sS4eek;

— BBIOOp IIBeTa 3a/lMBKU SiYeeK M3 IIBETOB TeMbl, CTAHAAPTHBIX I[IBETOB WM HECITH
IIOCIeJHUX I[BETOB;

— 3aJlaHye IBeTa 3aIMBKU g4eeK BPYYHYIO;

— KOIKMPOBaHMe 11BeTa 3aJIMBKU f49eeK C [IOMOILbIO [TUIIeTKHU;

— 3aJIMBKa siYeeK [BeTOM WM M300pakeHneM;

- BbI60p KOHKPETHBIX I'DAHUI] d9eeK IJId 3dJdHUA [1apAMETPOB;
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— BBIOOp THIIA JIMHUY TPAHUI] STYEEK;

— BbIOOp IIBETa TpAHMI[ sS9eeK W3 I[BETOB TEMBbI, CTAaHJAPTHHIX I[BETOB WA JECATH
TIOCJIeTHUX I[BETOB;

— 3aJ]aHMe I[BeTa IPaHMII sTYeeK BPyIHYIO;

— KOITUPOBAHMeE I[BETA TPAHMII ST9eeK C TIOMOIIBIO TTUITEeTKY;

— O4YHMCTKa popMaTHPOBaHUS CTOJIOIIOB, CTPOK U BCEM TabITHUIIH;

— TIOBOPOT TeKCTa B siuerike TaOIMITHI ¢ 1iaroM 90°.

4.12 PaboTa ¢ quarpaMMamMu

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

— BCTaBKa JiMarpamm u3 Oydepa ob6MeHa B BUjie U300pakeHUsl.

4.13 PaboTa Cc HeCKOJILKUMH 00beKTaMu

[TonnepxuBaemMble BO3MOXXHOCTH:

— BBIOOP HECKOJIbKMX O0OBeKTOB M Ipynn OOBEKTOB OJHOIO WM Pa3HOro THIA
110CJIeIoBaTeIbHBbIM CIIOCODOOM U IIpY BblJleJIeHUH PaMKOH;

— JIBa peXxuMa BbIOOpa HECKOJIbKMX OOBeKTOB IIPU BbIIeJIEHMM pPaMKOH B 3aBUCHMOCTU
OT HaIlpaBJIeHUsl BblJleJIeHUs: BKJIIOYeHHe OObeKTa IIpU IONaIaHWM ero 4acTd BHYTPb
PaMKU M BKJIIOYeHHe IIpU I0NIaflaHuU BCcero 06beKTa BHYTPb PaMKU;

— [IpUMeHeHHe CJIeyIIIUX HacTpoek (GOpMaTMpoBaHUs Cpa3y KO BCeM BblJeJIeHHBIM
oObeKTaM: 3alMBKa [IBETOM WM H300pakeHHWeM, HacTpPOMKa KOHTypa (UIyphl, BbIOOP
THUIIA CTPeJIKY;

— [IpUMeHeHWe ClIeJyIoIIMX Ollepalliii cpa3y KO BCEM BbIJEJIeHHBIM 00BbeKTaM:
nepeMellieHle, M3MeHeHUe pa3Mepa, M3MeHeHue II03WIIM{, KOIMPOBaHWe, BbIpe3aHue,
BCTaBKa U yJlaJleHue;

— [IpUMeHeHWe CJIeAiYIOIMX Ollepallui K BbIOpDaHHBIM OOBeKTaM BHYTPU TPYIIIBL:
nepeMellieHle, M3MeHeHUe pa3Mepa, M3MeHeHue II03WIIMH, KOIMPOBaHUe, BbIpe3aHue,
BCTaBKa U yJlaJleHue;

— IPyIIIIMPOBKA OT/IeJIbHBIX OOBEKTOB, OTHeNbHBIX OOBEKTOB W TIpynnbl OOBEKTOB,
HECKOJIbKUX I'PyII 0O0BEeKTOB B e[JUHBIA 0OBEeKT;

— [IpUMeHeHWe ClleJyIoIIUX OIepaluid K TIpynne oOBeKTOB:  ¢opMaTHpOBaHUe,
nepeMellieHle, U3MeHeHUe pa3Mepa, M3MeHeHue II03WIIM{, KOIMPOBaHUe, BbIpe3aHue,

BCTdBKd U y[dJIEHUE;
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— ¢popmarupoBaHue, Bbpe3aHHe U KOIMPOBaHKe BEIOPAHHOTO BHYTPU I'PyNIIbl 00BEKTa;

— pa3rpymnIupoBKa 0OHEKTOB.

4.14 IIpaBka conep:xumMoro

[Tonniep>xuBaeMble BO3MOXKHOCTH:

— OTMeHa I10CJIe/IHero BBIITOJIHeHHOT'O JIeHCTBUS;

— MIOBTOP OTMEHEeHHOT'0 JIeHCTBUS;

— BbIpe3aHue U KOIIMpOBaHUe ciiaijia B 0ydep oOMeHa;

— BbIpe3aHue U KOIMPOBaHKe JIaHHBIX U3 ITpe3eHTaluu B 6ydep oOMeHa;

— BCTaBKa CJIaiia B Ipejiesiax TeKylllel Ipe3eHTalluy;

— BCTaBKa CJIai/ia B IpyryIo IIpe3eHTallHIo, CO3/IaHHYIO B 3TOM Ke pelaKTope;

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

— MOJiiep>KKa paciiMpeHHOro 6ydepa obMeHa MakcHMasbHOTrO pa3Mepa B 10 c10ToB;

— BCTaBKa COJEP>KUMOr0 U3 BEIOPAHHOIO CJI0TA B paciimpeHHoM Oydepe oOMeHa.

4.15 JlemoHCTpamus npe3eHTauu

[Tonnep:xrBaeMbie BO3MOXKHOCTHU:

— MOJIep>KKa IBYX PeKUMOB JIEMOHCTPAIMU: 0OBIYHOTO U peXXMMa JOKJIaIuMKa;

— JIeMOHCTpaIusl IIpe3eHTallli, XPaHSIIUXCS JIOKAJIbHO U B 0bJ1ake;

— 3aIlyCK JeMOHCTpalLluU C [IePBOro WX TeKYILero Claiaa;

— IIepeKJIloYeHre MexIy CllaifaMd C IIOMOIIBI0 MBIIIM, K/IAaBUATypbl U  KHOIIOK
10JIb30BaTEIbCKOr0 UHTepdeiica;

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

— OoTOOpakeHHe TaHeJu CJIAUIOB MPU AeMOHCTPALUU JIJIsl OBICTPOTO Iepexoia K HY)XXHOMY
Clauny;

— pexxuM (HOKYCHpPOBaHHUS Ha OJHOM WM HeCKOJIbKUX BbIJIeJIeHHBbIX Ha Cllaiie 00beKTax;

— BKJIIOUEHHE U OTKJIFOUeHHe BUPTyallbHOU YKa3KU C BO3MOXXHOCTbIO BbIOOpA e€ TUIIa;

— BKJIIOUEHHe U OTKJItoueHHe 3ddekTa rmepexona Mexay Clai/ilaMu;

— IIepeKJII0YeHUe MeXJy OCHOBHBIM U [OIIOJIHUTEJIbHBIM MOHUTOpPaMU B peXxume

JIOKJIQIUUKA;
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— INepekjIloYeHre Mexay HHTepdelicoM 3KpaHa IOKJIaJuvka M UHTepdeilcoM OOBIYHOTO
pexrMa JIeMOHCTPALWY;

— MPUOCTAHOBKA JIEMOHCTPAIUH C TIOKA30M YEPHOTO 3KpaHa BMECTO TEKYIIero CJiai/a.

4.16 Pabora B o0/1ake

[TonnepxuBaemMble BO3MOXXHOCTH:

— BXO/1 B 00JIa4HYI0 YUETHYIO 3aIIMCh U BBIXOJ] U3 Heé B IIPUIIOXKEHUH;

— aBTOMaTU4ecKas aBTOpU3alus B 06Jiake MNPy MOCIeIyIONIUX 3allyCKax IPUII0XKeHUS;

— OTKpBbITHE, IPOCMOTP, pelJaKTUpoBaHWe U coxpaHeHue dainoB ¢opmarta XODP,
XpaHALMXCcs B objake;

— CO3/1aHMe JIOKAJIbHOM Komuu aityia u3 001aKa;

— co3faHue Qaiiyia Wiy Nanky B obj1ake U3 MPUIOXKEHNS;

— 3arpy3ka ¢ariia B 06J1aK0 U3 IIPUIIOXKEHUS;

— CKauMBaHYe IIalKY WK ¢aiiyia U3 061aKo Ha KOMIIBIOTep U3 IIPUJI0XKEHNS;

— yaaneHue ¢aiia B ob1ake U3 IPUII0XKeHUS;

— BOCCTaHOBJIEHMe T1allKu WK (aiijia U3 KOp3UHbI B 00J1aKe U3 IPUII0XKeHUS;

— IIpefloCTaBlIeHHe JIOCTyIla, U3MeHeHWe YpPOBHS [IOCTyIla U yjajeHWe IIpaBa JOCTyIa K
¢dariny B obake U3 IPUIIOXKEHNS;

— CO3[JaHMe U COBMeCTHOe pelakThpoBaHHWe ¢ailsioB B ¢popmare XODP onHOBpeMeHHO C
IPYTMMH I10JIb30BaTeNIsIMY;

— II0Ka3 JIpyr'uXx I10JIb30BaTesiel, paboTarolyX B JaHHBIA MOMEHT C pailyioM B 0bJiake;

— oTOOpaKeHue IPaBOK B IIpe3eHTallMM IIpM COBMECTHOM paboTe B pexuMe peajbHOIo
BpeMeHU;

— BO3MOXHOCTb OTKa3a OT IIPe/I0CTaBJIEHHOT0 JI0CTYyIIa K (aiiy B objaKe U3 IPUIOXKEHHUS;

— aBTOMaTHUYeCKOe UCKIII0YeHe HeaKTUBHBIX I10JIb30BaTesIeu.
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5 «PEIAKTOP IIPE3EHTAITUI»

5.1 SI3pikoBas moaepxKKa

HOJ:[,[[EP)KI/IBBEMBIE BO3MO>KHOCTH:

— JIOKAJIM3dallX HAa PYCCKOM U AHTJIMKACKOM SI3bIKaX.

5.2 ®opmaThI JOKYMEHTOB

[TonnepxuBaemMble BO3MOXXHOCTH:
— OTKpBITHE U coxpaHeHue ¢aitnioB B popmartax PPT, PPTX, ODP;

— skcnopt B PDF.

5.3 Ilonb3oBaTenbckuii uHTEpQeiic

[TonnepxuBaeMble BO3MOXXHOCTH:

— PEeXXUMBI IPOCMOTPA: PEXXUM PUCOBAaHUS, PEXXUM IIPUMEYaHUl, PeXUM CTPYKTYPBI, PeXUM
Te31COB, COPTUPOBIIYK CJIAUA0B, PEXXUM JEMOHCTpALUU.

— IaHeJb CJIaHI0B C BO3MOXKHOCTh CKPBITHS, 0TOOpaXKeH!sl ¥ MacIlITaOUpOBaHUS;

— OoKOBas MaHesIb C KHOIIKaMM Ilepexo/ia K IaHeJIsiM HaCTpOekK;

— CTpOKa COCTOSIHHSIT C UWHQOpMalMed O Cllaijie, WUMEHW MacTep-Clanjia, TeKyllue
KOOpAMHATBl Kypcopa B paboyeil 00ylacTH, pa3Mepbl 3allOJIHUATENS, WHIUKATOP
COXpaHeHUsl, BbIOpaHHBIN S3bIK, MHCTPYMEHThl U3MeHeHHsl MacIlTaba;

— BbI30B BcTpoeHHOM HTML-cripaBkw.

5.4 leiicTBuA c ¢aitiaMu

5.4.1 Co3nanmue ¢aiisioB

HOJ:[,[[ep)KI/IBHEMBIe BO3MO>KHOCTH:
— CO3JaHHe HOBOH Ipe3eHTalqui U3 BCTPOEHHBIX I_Ha6JIOHOB;

— CO3JaHHe HOBOH Ipe3eHTaluu U3 I0JIb30BATEeJIbCKHUX 1abJIOHOB.

5.4.2 OTkpoITHE QaiiyIoB

HOJ:[)Iep)KI/IBHEMBIe BO3MO>KHOCTH:
— OTKPBITHE IIpe3eHTalluu, XpaHHMEﬁCH JIOKAJIbHO;

— OTKPBITHE IIpe3eHTalluu, XpaHﬂmeﬁca Ha yIaJIEHHOM CepBepe;
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— BeJleHHe CIIMCKad HeJdBHUX NOKYMEHTOB C BO3MOXXHOCTBIO OUYKMCTKH CIIHMCKA.

5.4.3 BeIBOg Ha nmeyarThb

HOHHQP)KI/IBaeMbIe BO3MO>KHOCTH.
— I1e4aTh OTAENbHbIX CIAMIOB;

— BBIBO/JI Ha I1€4aTh HEOI'PAHUYEHHOTI'0 Y1 CJla KOIIMU JNOKYMeHTa,

— [evyaTh BCeX CJIAM[I0OB Ipe3eHTAllUM, Jyana3oHa CJIAWJ0B, BBIJEIEHHOTO ¢parMeHTa,

HECKOJIbKUX CJIaiJI0B Ha OTHOM JIUCTE;
— JIBYCTOPOHHSIS [1e4aTh;

— TedyaThb B BUjie OpOIIOpHI.

5.4.4 3anura

[Tonnep>xuBaemMble BO3BMOXKHOCTH:
— 3alllMTa IOKyMeHTa [1apoJjieMm;

— Nojjiep>kka ITUPPOBOM MOAIUCH.

5.4.5 Coxpanenue ¢aiiyioB

HOHHQP)KI/IBaeMbIe BO3MO>KHOCTH.

— coxpaHeHHe TeKyIero ¢aiiyia Wi ero KONuM B OJJUH U3 NOJIJIep)KUBaeMbIX GOopMaToB;

— skcnopT B PDF-daiin B oquu U3 noggepxxuBaeMbix GoOpMaToB;

— aBTOCOXPaHeHHe pe3epBHbBIX KOIUH;
— aBTOBOCCTaHOBJIeHHe (HaNsIOB, XPAHSIIUXCS JIOKAJIBHO;
— HaCTpOMKA YaCTOThl aBTOCOXPAHEHHs] B MUHYTaX;

— OTKJIIOYeHHe pe3epBHOI0 KOIIMPOBAHMUSL.

5.5 IIpaBku

HOI[}IEP)KI/IBHEMBIE BO3MO>KHOCTH:
— OTMEeHa I10CJIeJHEer0 BBIIIOJIHEHHOTO JeUCTBUSI;

— INIOBTOpP OTMEHEHHOI'0 IenCTBHUSI.

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

73



5.6 Pabora co ciaiimamu

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— BCTaBKa U yJaJlleHue CJIanza;

— M3MeHeHMe Ju3aliHa CIana;

— CO3/laHMe U peJlaKTUpPOBaHWe 00pa3loB (MakeToB) CJIalAOB, B TOM 4WCIe C
BO3MOXKHOCTBIO 3alaHus1 GOHOBOTO M300paKeHusI [IJIsl BCeX MaKeTOB CJIal/IOB;

— MOJepPrKKa CKPBITHIX CJIaWIOB;

— IlepeuMeHOBaHue CJIaUI0B;

— VM3MeHeHHUe I10CIIeI0BaTe/IbHOCTU CJIAaN0B B IIpe3eHTalluu;

— IlepeMellleHHe CIIaiI0B Ha HOBOE MeCTO B IIpe3eHTallvy;

— CO3/1aHMe AHUMUPOBAHHBIX IIePeX0/I0B MeX/y CJIai/IaMU C 3aflaHueM 3BYKOBBIX 3 deKToB
nepexoa, IJIMTeIbHOCTH Tepexo/ia U COObITHS, 110 KOTOPOMY HaCTYyIIaeT Mepexo/;

— u3MeHeHue 3ddeKTa CMeHbI Claiia sl CelyIollero BHIOPAHHOTO Claka WIA KaXKJI0ro
CJIaiiia B TpyIIlle;

— CMeHa CJIAWJIOB B YIIpaBJIsieMOM II0JIb30BaTeleM pexuMe JIMOO aBTOMaTHYeCKd uepe3
3a/laBaeMble BpeMeHHbIe IPOMEeXYTKY;

— HaBUTanus MeXxny Clanaamu;

— IIpUMEeHeHue CTUJIeH;

— paboTa ¢ MacTep-cilaiJlaMy U CTUJISIMU;

— HACTPO¥Ka ITapaMeTpOoB CJIai0B;

— BCTaBKa U HACTPOWKa I0JIeH;

— MOJIep>KKa Pa3IMuHbIX POPMATOB CIIAM/IOB;

— U3MeHeHMe OpUeHTAallMHU CJIakiIoB: alibOOMHas1, KHDKHAS;

— aBTOMAaTHU4YecKasl HaCTPOMKa 3JIeMeHTOB CJlakia ocje u3MeHeHus: Gopmara;

— BCTaBKa HOMepa CJ1alJla B KOJIOHTUTYJIbl C BO3MOXXHOCTBIO YKa3aHUS II0JIOXKeHUs HoMepa
U TOPU30HTAILHOTO BbIPDABHUBAHUS OTHOCUTEJIBHO LIeHTpa CIlaijaa;

— BCTaBKa U pefjaKTUPOBaHWe KOJIOHTUTYJIOB;

— Cco3/1aHue 0coO0ro KOJIOHTHUTYJIA JIJIsl IePBOTO CJIAWIA;

— BCTaBKa U HACTPOMKa 3P PeKTOB aHUMAIIUH;

— CO3/IaHMe aHUMHUPOBAHHBIX 3PdEKTOB /Jis 3JIEMEeHTOB CJIAWJIOB C 3afjaHueM O00J1acTH,
IUINTEJIbHOCTU Y U3MEHeHUs NoPSAKa aHUMAaIUU 3JIEMEeHTOB.

— CO3[aHue NIpYMeYaHUui K Clauiam;

— BO3MOXXHOCTb BBO/Ila KOMMEHTAapHeB (HpI/IMeanI/IH) K cnafmy;
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— HaJInyhe HWHCTPYMeHTa [Jid CO3daHHd PYKOIIMCHBIX KOMMEHTdpHMeB B PpeXxuMe
JeMOHCTpalluu CJIaMJIoB, C HaCTpOIZKOIZ TOJIIIHUHBI JIMHWUKX W BO3MOXKHOCTBLIO YydJIeHHd

BCeX BHECEHHbIX U3MEHEHHM.

5.7 Pabora c Tekcrom

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— 33JlaHle OJIMHApPHOIO, IIOJIyTOPHOr'O, ABOMHOIO MEXAYCTPOYHOI'0 WHTepBajla, TOYHOI'O
3Ha4YeHUs MeXyCTPOYHOI'0 UHTePBaJla;

— 3HaUeHHe MeX]IyCTPOYHOI'O MHTepBaja II0 MHOXHUTENI0 U MeXIyCTPOYHOI'0 MHTepBala
TUIIA MUHUMYM;

— 3aJjlaHUe OTCTyIIa [IepBOU CTPOKY;

— 3a/laHMe UHTepBaJla epe/i U nocjie ¢parMeHToB TeKCTa, TabIuI], 0OBEKTOB MTOCPeICTBOM
YKa3aHUs 3HaYeHUs] UHTepBaJla;

— U3MeHeHHe 1IpudTa MyTeM BbIbOpa U3 CIIMCKA YCTAHOBJIEHHBIX HIPUDTOB;

— U3MeHeHUe HauepTaHus MpUQTa: 0Ty KUPHBINA, KYPCUB, TIOTYePKHYThIH, 3a4epKHYThIH;

— U3MeHeHHe pa3Mepa U IiBeTa pudTa;

— BbIOOp THUIIA JIMHUM TOAYEepKUBAHUs M3 HAabopa IpeolpefieliIeHHbIX C BO3MOXHOCTBIO
3a/1aHu4 [1BeTa [0YepKUBaHNUS;

— 3a7laHMe MeXX3HAaKOBOI'0 MHTEepBaJla: O4eHb IUIOTHO, IJIOTHO, OOBIYHO, CBOOOJIHO, OYeHb
IIMPOKO, IIPOU3BOJILHO;

— TIOJIJIep>KKa CIlelIUaIbHbIX CUMBOJIOB;

— BCTaBKa Hepa3pbIBHOrO Mpobena, [JIMHHOTO THpe, Hepa3pblBHOTO Aeduca, MapHBIX
KaBblYeK, CUMBOJIOB Ba/IOT, MaTeMaTU4YeCKUX CUMBOJIOB, CHUMBOJIOB T'PEYeCKOro
andaBuTa;

— aBTOMAaTHU4YeCKas 3aMeHa IIPSIMBIX KaBblUeK Ha [apHbIe;

— HaJIn4Me CHeluabHOM BCTAaBKU;

— U3MeHeHMe I[BeTa 3aJIMBKM IMyTeM BblOOpa M3 Habopa CTaHJApPTHBIX IIBETOB WU
MIOCPeJICTBOM BbIOOpA I[BeTa M3 CIIeKTpa;

— KOIIMPOBaHWe TeKCTa, OOBEeKTOB M3 CTOPOHHUX NPOrPAMMHBIX IPOJYKTOB M MEXAY
Pa3IMYHBIMU TPOJIYKTaMH, BXOJSIIMMHU B OQUCHBIM MaKeT, U BCTaBKa B pPeIaKTOp
TIpe3eHTallNii;

— TOPU30HTAIbHOEe BbIpaBHMBAaHMeE TEKCTa: 110 JIEBOMY Kpalo, 110 IIpaBOMY Kparo, I10 LIeHTpY,

110 HIMpPUHE;
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— CO3/JaHMe TpaHUI] BblJIeJIEHHOT'O TeKCTa Wid ab3alia ¢ HaCTPOMKOM TOJIIIMHBI, I[BeTa, THUIa
JIMHUM TPAHUIIb;

— HaCTpoOMKa [apamMeTpoB ab3alia;

— TIO/IJIep>KKa rajieped TeKCTOBBIX 3P PEeKTOB;

— ¢popmarupoBaHue 110 00pasIy;

— IpUMeHeHHe 3ar0JIOBKOB I10 00pasiy;

— Cco3[JaHMe MapKUPOBAHHOI'O CIMCKA C HAOOPOM IpefiolipeieJieHHbIX MapKepoB;

— CO3[lJaHMe MapKUPOBAaHHOIO CIIMCKAa C OlpefieJieHueM COOCTBEHHOTO MapKepa IyTeM
3arpy3Ku pUCyHKQ;

— CO37JaHMe HyMepOBaHHOTO CIIHCKa;

— onpejiesieHre ¢popMara MapKepa B HYMepOBAaHHOM CITUCKE;

— CO3/JaHMe MHOT'OYPOBHEBOTO CIIMCKA C BO3MOXXHOCTBIO M3MeHeHHsl YPOBHS TeKCTa;

— onpeJieieHre HOBOI'O MHOTOYPOBHEBOTO CIIMCKA C BO3MOXKHOCTBIO OIpeJie/IeHHsl YeThIpex
1 6oJiee ypoBHell ¢ cOOCTBeHHbIMU (pOpMaTaMy MapKepoB KaXk/J0I'0 YPOBHS U 3afjaHUeM
OTCTyTa TeKCTa IJIsl KKIOT0 YPOBHS;

— BCTaBKa U peIaKTUpOBaHue TUIIePCChUIOK;

— BCTaBKa I'MIIePCChUIOK C YKa3aHUeM aJipeca MMIepCChlIKY M 3aMellaolero TeKCTa;

— aBTOMaTUyYecKoe ITpeobpa3oBaHye ajjpeca B CeTH MHTEPHeT U aJipeca 3JIeKTPOHHOM MOYTHI
B TMIIEPCChIIKY COOTBETCTBYIOIIETO BU/A;

— TMIePCChUIKYU Ha CJIAUJIbI U 3JIeMeHThI ITpe3eHTaluy;

— IOMCK ¥ 3aMeHa 110 COJIeP>KUMOMY JIOKYMEeHTa;

— MOMCK ¥ 3aMeHa 33/JaHHOT'0 TeKCTa 110 TeKCTY JJOKYMEeHTa;

— BO3MOXHOCTb ITOMCKA U 3aMeHbl TeKCTa C y4eTOM Pervcrpa;

— BO3MOXHOCTb IIOMCKa U 3aMeHbl 33/IaHHOT0 TeKCTa, KaK B KayeCTBe YaCTH CJIOBA, TaK U
CJIOBA IEJIUKOM;

— npoBepKa opdorpaduu U rpaMMaTHKH;

— nobaBJieHue CJIOB B CJIOBAph U yJjaJlleHre CJIOB U3 CI0Baps;

— MOAK/II0YeHHe CTOPOHHUX CJIOBape.

5.8 Pabora ¢ n3o0paxxeHusIMu

[Topnep>xruBaeMbie BOZBMOXKHOCTH:
— BCTaBKa, yJajJeHue, IepeMellleHre, u3MeHeHne uzobpaxenuid B ¢popmartax JPEG, JPG,
BMP, PNG, GIF, TIF, TIFF, EPS;

— HM3MeHeHHe I10JIOXKEeHH A H306pa)KEHI/I$I OTHOCHUTEJIbHO JPYI'UX O6’B€KTOB;
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— odpopmiieHre N300paskeH i C TIOMOIIBIO TeHU;

— co3maHue TpaHWIl (paMOK) pPHUCYHKA C HACTPOHMKOW TOJIIWHBI, IIBeTa, THIMA JIMHUU
I'PaHMIIb;

— HACTpOWKA Pe3KOCTH, SIPKOCTH, KOHTPACTHOCTH, ITPO3PAavYHOCTH PUCYHKA;

— oOpe3ka pHUCyHKa;

— IepeKpalllMBaHre PUCYHKA B 33JJaHHBIN I[BET.

5.9 Pabora ¢ purypamu u o0beKTaMu

[TonnepxuBaemMble BO3MOXXHOCTH:
— BCTaBKa 00BEKTOB C NOJIepKKoM TexHosiornu Drag-and-drop;
— BCTaBKa B CJIaifibl ayIM0 U BUAEO0(DansIoB Pa3lIMYHbIX (OpPMATOB /I BOCIIPOU3BEIEHUS

Ipy IEMOHCTPpAUU TIpE3eHTdAlIUH;

Crnucok  mojjepkuBaeMbiXx  ¢opmaroB MenuadaiiioB  3aBucut ot OC
Y onpejiesisieTcss HAOOpoM ycTtaHoBJleHHbIX B OC KOJIeKOB.

— BCTaBKa 00BEKTOB U QUTYD;

— co3nanue 00bekToB Trma «Hagnucey;

— co3/laHWe TpaHuIll (paMOK) HaAMMCeHd C HACTPOWKOM TOJIIIMHBI, IIBETa, THIA JIMHUU
IPaHUIIb;

— 3a7jlaHue IPO3PaYHOCTH 3aJIMBKU GOHA HA/IIIUCH;

— BbIpaBHMBAHKe TEKCTa B HAAIIMCU 110 BePTUKAJIU: 110 BepXHeMYy Kpalo, I10 HUXKHEMY Kpalo,
110 CepeiuHe;

— BbIPaBHUBAaHHUe 110 TOPU30HTAJIU: CIIpaBa, CJIeBa, 110 LIeHTPY;

— rpynnupoBka (pas3rpyInypoBKa) HaANWCed C JPYyrMMH HaANUCSIMU, GUTypaMH U
JIVHUSIMU;

— U3MeHeHUe N0JIOKeHUS HaJIIUCU OTHOCUTENILHO APYTUX 3JIEMEHTOB;

— U3MeHeHUe HallpaBJIeHUs TeKCTa;

— aBTOMAaTUYeCKUi 11o100p pa3mepa HaAIUCH;

— BCTaBKa paCTpPOBBIX JIMHUK C BO3MOJXHOCTBIO 33/laHUs CTPeJIOK B KadyeCTBe Haudajla U
OKOHYaHMUS;

— BCTaBKa paCTPOBBIX QUTYP, PACTPOBBIX (PUI'YPHBIX CTPEJIOK, PACTPOBBIX BBIHOCOK;

— U3MeHeHHUe I10JIOXKeHUs! GUTYP Y JIMHUK OTHOCUTEJIBHO JIDYTUX 3JIeMeHTOB;

— rpynmnupoBKa (pa3rpynmnupoBKa) GUTYp U JTMHUH;
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— co3flaHue rpaHull (paMoK) GUIyp U JIMHUM C HAaCTPOWMKOW TOJIIIMHBL, IIBETA, THIA JTUHUU
IPaHUIbI;

— 3aJlaHve TTPO3PaYHOCTH 3aIMBKU HOHA PUTYPHI.

5.10 Pabora ¢ TadbaumamMu

[Tonep>xuBaeMble BOBMOXKHOCTH:

— nobaByieHue, yajieHue U peJJakTUpOBaHKe TaOJHIT;

— BCTaBKa, y/laJIeHWe CTPOK U CTOJIOIIOB B TaOJ/HIIE;

— peryJMpoBaHUe IHPUHBI, BLICOTHI M IPOMEXKYTKOB MEXIY STYeKaMHU TaOJIUIIbI;

— aBTOMAaTHYECKUH 1OI00p BBICOTHI Si9eeK B 3aBUCUMOCTH OT COJIEP’KUMOTO;

— co3/iaHue TpaHuI] (PaMOK) CTPOK, Si9eeK C HAaCTPOWKOUW TOJIIKHBI, I[BETa, THMA JIMHUU
I'PaHMIIb;

— BO3MOXHOCTb CO3/IaHHSI OT/AEJIbHO TIPaBbIX, JIEBbIX, BEpPXHUX, HIKHUX, BHEIHUX,
BHYTPEHHHUX, TOPU30HTAJIbHBIX, BEPTUKAJIbHBIX TPAHUI] TAOJIUIIBL;

— U3MeHeHHe I[BeTa sTYeeK;

— 00beJIuHEeHMe BbIJIeJIeHHBIX sUeek TaOIuIIbl;

— pasjiernieHre si9eeK TaOIUIIbI C YKa3aHUeM KOJIMYeCTBa CTOJIOIOB U CTPOK;

— BepPTHKaJIbHOE BBIPABHUBAHWE TEKCTa B sUEHKe: 110 BepXHeMY Kparo, 10 HMXXKHeMy Kparo,
TI0 Cepe/IvHe;

— TOpPU30HTAJIbHOEe BBIPDABHMBAHUE TEKCTA B sYeiiKe: MO MPaBOMY Kpalo, MO IEeHTPY, I10
JIeBOMY Kparo;

— W3MeHeHHe 3aJIMBKU (pOHA TaOIIUIIBL;

— 3aJlaHre IPO3PavYHOCTH 3aIUBKU HOHA TAOJIUIIBI.

5.11 Pabora ¢ amarpammamu

[Tonnep>xruBaeMble BO3BMOXXHOCTH:

— BCTaBKa JIByXMepHbIX U TpeXMepHbIX TPadHKOB U IUarpaMM;

— U3MeHeHHUe JIaHHBIX (MCTOYHUKA JJAHHBIX) TPAPUKOB U JUarpamm;

— “3MeHeHHUe 11BeTa PsiJia JAHHbIX;

— oTOOpakeHue JiereHIbl AWArpaMMbl C 33JjaHUeM I[I0JIOXKeHUsI JiereHAbl OTHOCHUTEJIbHO
IMarpaMMbl, 3JIeMeHTOB JMarpaMMbl C HACTPOMKOW TOJIIIWHBI, IIBeTa, TUIA JIMHUU
IPaHUIbI;

— 3dJIMBKa IBETOM 3JIEMEHTOB J11dal' PAMMBbI;

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 78



— “3MeHeHHe GpOPMATHPOBAHUS TeKCTA B 00J1aCTU JUarpaMMBbl;

— nobapJieHre Ha3BaHUs AMArpaMMbl;

— IepeMellleHUe JiereH/ibl, OOJIAaCTH MOCTPOeHMs], HaMMeHOBaHUsl uarpaMMbl B Ipefeyiax
00J1acTH AMarpaMMbl;

— nobapJieHue NMOANMCeN JaHHBIX C 3a/laHKeM T0JI0XKeHUs TIOJIITUCH IaHHBIX;

— oToOpakeHHe (CKPBITHE) TOPU30HTAIbHOW U BepPTHUKAIbHOU OCH;

— oToOpakeHHe (CKPBITHE) MOANHCeN K TOPU30HTAIbHOW U BePTUKAIbHOU OCH;

— 3a7laHue BepXHel U HIDKHeU IPaHuIlbl OCH, 1|eHbI JleJIeHUsl OCH U eIMHUI] U3MepeHus;

— oToOpakeHre (CKPBITHE) CeTKH IMarpaMMBbl;

- HOG&BHBHI/IB JIMHWHW TpeHad.

5.12 Pa0ora ¢ HeCKoJILKHMH 00BeKTaMu

[TonnepxuBaemMble BO3MOXXHOCTH:

— BBIOOP HECKOJIbKMX O0BEeKTOB M Ipynn OOBEKTOB OJHOIO WM pPa3HOro THIA
I10CJIeIoBaTeIbHBIM CIIOCODOOM U IIpY BblJleJIeHUHU PaMKOH;

— [IpUMeHeHHe CJIeJyIIIUX HacTpoek ¢GOpMaTMpoBaHUs Cpa3y KO BCeM BblJeJIeHHBIM
oObeKTaM: 3alMBKa [IBETOM WM H300pakeHHWeM, HacTpPOMKa KOHTypa (UIyphl, BbIOOp
THUIIA CTPeJIKY;

— [IpUMeHeHWe ClIeJyIoIIMX Ollepalliii cpa3y KO BCEM BbIJEJIeHHBIM 00BbeKTaM:
nepeMellieHle, M3MeHeHUe pa3Mepa, M3MeHeHue II03WIIW{, KOIMPOBaHWe, BbIpe3aHue,
BCTaBKa U yJlaJleHHe;

— [IpUMeHeHHe CJIefiYIOIMX Ollepallui K BbIODaHHBIM OOBeKTaM BHYTPU TPYIIIBL:
nepeMellieHle, MU3MeHeHUe pa3Mepa, M3MeHeHue II03WIIM{, KOIMPOBaHWe, BbIpe3aHue,
BCTaBKa U yJlaJleHue;

— IPyIIIIMPOBKA OT/IeJIbHBIX OOBEKTOB, OTHeNbHBIX OOBEKTOB Y TIpynnbl OOBEKTOB,
HECKOJIbKUX I'PyII O0BEeKTOB B e[JUHBbIA 0OBEeKT;

— [IpUMeHeHWe ClleJyIoIIUX Ollepaluid K TIpynne oOBeKTOB:  ¢opMaTHpOBaHUe,
nepeMellieHle, M3MeHeHUe pa3Mepa, M3MeHeHue II03WIIM{, KOIMPOBaHWe, BbIpe3aHue,
BCTaBKa U yJlaJleHue;

— ¢popmaTrpoBaHMe, BbIpe3aHNe U KOIIMPOBaHKe BbIOPAaHHOI'O BHYTPY I'PYIIIbl 0OBEKTa;

— pa3rpynnupoBKa 06bEKTOB.
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5.13 JleMoHcTpanus npe3eHTanyu

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— 3aIyCK JIeMOHCTPAIIUU C IepBOTr0 WX TeKYIIero Claia;

— OIIIMS aBTOMAaTU4eCKOW CMeHbl CIal/IoB;

— HacTpavBaeMasi IeMOHCTpallvsl CJIal/IOB;

— MepeyiloYeHre MeXIy CjlailaMu C TIOMOIIbIO  MBIIIIH,
10JIb30BaTeIbCKOI0 UHTepdeiica;

— MepekyiloYeHre MeXAy OCHOBHBIM M JOINOJHUTEIbHBIM
JOKJIaTYMKa;

— KOHTPOJIb peXXrMad BBICTYIUIEHUS 110 TaﬁMepy.
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6 «<MOMOPUC ITIOYTA»

6.1 YcranoBka v 00HOBI/IeHHe

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— aBTOMAaTU4YecKasi HaCTpPOWKa IOJK/II0YeHMs] aKKayHTa IMOYThI, KajJeHJIaped U aJpeCHOMU
KHUTH,;

— UCMOJIb30BaHMEe KOPHeBOro cepThdukara CcOOCTBEHHOTO IeHTpa cepTUdUKAIUU

IU1sl TIOAAKJIFOYEeHHUs K II0YTOBBIM cepBepaM I1o nnpotokonam SMTPS, IMAPS.

6.2 fI3pIkoBas moAepKKa

[TonnepxuBaeMble BO3MOXXHOCTH:
— JIOKaJu3alys Ha PYCCKUM, aHIVIMHUCKUM, (PPAHITy3CKWAM, WCIAHCKUM, IOPTYTaJlbCKUN

Y OpPa3UJIbCKUM SI3BIKHU.

6.3 ABTOpH3aua

[Tonyiep>xuBaeMble BO3MOXKHOCTH:

— aBTOMaTHyecKasl HaCTpokKa y4yeTHoOM 3anvcu MoitOduc npy aBTOpU3anuy;

— MOJiIep>KKa KJIaBUATYPHBIX KOMaHJ B OKHE aBTOPU3aliy;

— Iepexo/ Ha BeO-CTpaHUIly BOCCTAHOBJIEHUS 11apoJIs;

— yBe[loMJIeHHe O HeBO3MOXXHOCTH IOJIKJIIOYeHHs K CepBepy;

— BO3MOXXHOCTb BBIXOZla M3 Y4eTHOW 3allMCH C COXpPaHEeHHeM IIO/IKCH, MEeTOK, IPaBUJI
Y QUIIBTPOB;

— CcoxpaHeHHe JIOTMHA I0JIb30BaTess Ipy Bxoje B cucreMy MoiiOduc;

— oTOOpa’keHHe COXPaHeHHBIX JIOTMHOB BO BCIUIBIBAIOIIEH 1T0/ICKa3Ke B OKHE aBTOPH3alNY;

— BO3MOXXHOCTb OYUCTUTh CITMUCOK COXPAaHEHHBIX JIOTMHOB;

— BCTPOEHHBIM MeXaHM3M 3alllUThl OT Mepebopa MapoJjisi pOOOTOM C TeCTOM MOJTBEpPK/IeHUs
CAPTCHA (anrn. Completely Automated Public Turing test to tell Computers and
Humans Apart).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 81



6.4 YdeTHbIe 3a11ucH

[TonnepxuBaemMble BO3MOXXHOCTH:

— HACTPOWKU OCHOBHOTO U [IOTIOJIHUTENIbHBIX 3JIeKTPOHHBIX a[pecoB [UIsl IMOYTOBBIX
SIIITUKOB;

— MOJKJIIOYeHHe BHEIIHUX YYeTHBIX 3aluced TIojib3oBaresis Mo mpoTokony IMAP
Y OTHOBpPeMeHHasl paboTa B HeCKOJIbKMX ITOYTOBBIX SIIITUKAX;

— MOJKJII0UeHWe ydeTHbIX 3anucedt Mail.ru, Yandex, Outlook.com, iCloud npu mnomoiu
PYYHOM HAaCTPOMKM IMapaMeTpOB IMOAKIIOUeHMUS;

— M3MeHeHNe HaCTPOMKU y4eTHOU 3allUCH;

— CcoXpaHeHHe HacTpoeK Npoduis Mojb3oBartesns (IOANKUCh, METKH) U MOYTOBBIX GUIBTPOB
IIPY BBIXOZle U3 CUCTeMBbI U X aBTOMaTH4ecKasl 3arpy3Ka IIpU CJlelyIolleil aBTOpU3aliuy;

— 0OHOBJIEHMe HAaCTPOeK CepBepa IIOYTOBOM CUCTeMBbI: KajleHAaphb 110 YMOJIYaHUIO, ITOAIINCH
1I0JIb30BaTeNs,, WIeHTUPUKALMOHHBIA HOMep TeHaHTa, ¢wibTpel Inonucka LDAP,
rHbopManus B okHe «O rporpammey;

— KOMdH/d «CI/IHXpOHI/IBHI_[I/ISI» IJIsI BbI30Ba OKHA YIIPABJIEHUA YUETHBIMU 3dIIMCAMU.

6.5 CnnpaBka

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

— CIIPABKaA O IIPWIOXXE€HWHN Hd PyCCKOM U AHTJIMKACKOM SI3bIKaX.

6.6 IIpaBa mocryna

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— JejiernpoBaHHKe IMOYTOBOI'O AIIKWKA U ero IalloK.

6.7 PaboTra co crmucKaMu rmuceM

[TonnepxuBaemMble BO3MOXXHOCTH:

— IIPOCMOTP CIIMCKA ITHCeM;

— oToOpakeHMe UHPOpMaIMK 00 OTIIpaBUTesle, TeMe, 1aThl U (Jlarax MUCbMa;

— OTMeTKa TIPyNIl W OTHeNbHBIX 3JIEKTPOHHBIX COOOIIEHWM KaTeropusiMM C IIOMEeTKOU
IIBeTOBBIMU MapKepaMH, C BO3MOXXHOCTBIO OIlpeJle/leHHs] KaTerOpyii I10JIb30BaTesieM;

— IIOMETKU TPYIII Y OTHeJIbHBIX JJIeKTPOHHBIX COOOIIEeHUH KaK «Ba)KHOe», «[IPOYMTaHHOE)

" «HEIIPOYHUTAHHOEe»;
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— INepeMellleHUe 3JIeKTPOHHBIX COOOIIEHWN UM TPYII 3JIeKTPOHHBIX COOOIIEHHUH MeXIy
IanKamy;

— BBIOOP HECKOJIbKUX IMCEeM U BHITIOJIHEHHe C HUMU IeUCTBUM OTHOBPEMEHHO;

— HaCTpOMKa, BKJIIOYEHMe U BBIKJIIOYeHHMe aBTOMAaTHMYeCKOro OTBeTa Ha BCe BXOZMIIUe
IIACHbMa;

— aBTOMAaTUYeCKOe  apXUBUPOBaHWEe COOOIeHMH TI0 UCTeYeHHWH  OIpefieJIeHHOTO
YCTaHOBJIEHHOT'O BPeMeHU;

— oToOpakeHHe H300pakeHUH T0JIb30BaTeIel (aBaTapoB) B CITMCKE IHCEM;

— BO3MOXXHOCTb U3MEHSTh IIUPUHY NoJled « Tema» u « ABTOp»;

— BO3MOXHOCTb BKJIIOUUTH U OTKJIIOUYUTH OTOOpakeHHe aBTOpa, aJipecaTa, KOPpecloH IeHTa,
pa3smepa NMCbMa, [aTbl, BPEMeHU IIOJIyYeHHs IIMCbMa II0YTOBBIM CepBepoM, MeTOK
COCTOSIHMSI, HaJM4Msl BJIOKeHWM, oOcCyjeHud, ¢mara, y4eTHOM 3allliCH, CTeleHu
BaYXHOCTH, YKCJIa COOOIIeHU B 06CyX/IeHNH, Topsi/iKa IOTyYeHus;

— BO3MOXXHOCTb COPTUPOBKM IIMCeM II0 aBTOPY, aApecaTy, KOPPeCIIOHIeHTY, pa3Mepy
[IMCbMa, J1aTe, BpeMeHM II0JIy4eHUs IIMCbMa IIOYTOBBIM CepBepoM, MeTKaM COCTOSIHUS,
HaJIM4IUsS BJIOXKEHUM, OOCYXIeHuH, diary, y4eTHOW 3alMCH, CTelleHH BaXKHOCTH, YMCIia

COOOITIEHUH B O0OCYKIEHUH, TIOPsIJIKa TIOJTyYeHHUs.

6.8 PaboTa ¢ mankamu u ¢aitytamMu

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

— IMPpOCMOTP IIOYTOBBIX IIAIIOK B YHETHOﬁ 3dIlIMCH SHEKTpOHHOﬁ ITIOYTHI;

— CO3ldHUe, IIeperMMeHOBdHue, YldaJIeHHe T1allIOK U IIOAIIAIIOK;

— IIOUCK U OTO6pa)KEHI/Ie CHUCTEMHBIX IIaIlOK;

— CUHXPOHU3dIIU TIAllOK MeXy IIpUuloXXeHruemM ¢W CepBepoM IIpU BbI30B€ KOMAH/IbI

«ITosyauts coOOIIEHUS .

6.9 Pabora ¢ nucbMamMu

[TonnepxuBaemMble BO3MOXXHOCTH:

— IIPOCMOTP I0JIy9eHHBIX WU OTIPABJIEHHBIX IIMCEM;

— IOJIy4YeHHe U OTKPBITHe (3arpy3ka) [10JIy4eHHOI'O WK OTIIPaBJIeHHOI'O ITMChMa;

— CO3[laHMe M OTIIpaBKa TeKCTOBOTO IIMCbMAa C YyKa3aHWeM TeMbl U BO3MOXHOCTBIO
¢dbopmMaTrpoBaHHUs TEKCTa;

— nobasyieHue BiIO)kKeHUH (dalyioB) K IUCHMY;
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— ynaneHue BioxkeHUM ($aiiioB), paHee J00aBIEHHBIX B ITMCHMO;

— BCTaBKa KaPTHHOK B TeJIO MHUChMa (He KaK BJIOKeHHe);

— coXpaHeHHe peIaKTUPyeMOoro M1McbMa B KadeCTBe YepHOBUKA;

— BBOJ] aJJpecoB 3JIeKTPOHHOMW IMOYTHI IoyTydaTesie (BKJIHOYasi KOMUIO U CKPBITYIO KOIIMIO)
nmricbMa ¢ otpakenrem nx PUO;

— BBIOOp ajpecoB Iosydaresiedl (BKJIIOYasi KOINHIO M CKPBITYIO KOIIMIO) THCbMa U3
1J1I00aIbHOM WJTH JIMYHOW afipeCHOM KHUTH TT0JTb30BaTelIs;

— OTIpaBka MKChMA C AIbTEPHAaTUBHOIO ajipeca 3JIeKTPOHHOM MOYTHI (II0YTOBOT'O ajlhaca);

— OTIIpaBKa M MepechulKa MTOYTOBLIX COODIeHU BiiokeHUsIMU B popmate EML;

— IepechlIKa MMChMa C IUTUPOBAHKEM MCXOHOIO ITMChbMa U BIIOXKeHUSIMU;

— CcO3[]laHMe OTBeTa OTIIPaBUTENI0 M BCeM APYTUM IOoJydyaTesissM IHChbMa C IUTUPOBaHUEM
HCXOJTHOTO MHCHMa;

— OTHpaBKa MMCbMa I'PyIIIie MMoJIb30BaTeliel (PaCChUIKH);

— IIpe/ioCTaB/IeHHe OTYeTOB O CTaTyce MUceM (JOCTaBKe WM HeJI0CTaBKe) OT M0JIb30BaTesei
BHEIIHUX TIOYTOBBIX CHCTeM, IPU YCJIOBUM TMOAJIEPKKH JaHHOrO (GyHKIHWOHANIA CO
CTOPOHBI BHeIIIHel CUCTeMBbl;

— [IOMeTKa OTJe/IbHbIX IHCeM KaTeropusMd C IIOMeTKOW IIBeTOBBIMM MapKepamH,
C BO3MOXXHOCTBIO OIlpeJieJieHUs KaTeropyi MoJjib30BaTesieM;

— [IOMeTKa OTJeJIbHBIX [THCeM KaK «BaXKHOe», «IIPOUUTAHHOe» U «HelIPOYUTaHHOe;

— ¢opMHpoBaHue TeKCTa aBTOOTBeTa M0JIb30BaTesleM;

— MIPOCMOTP I[EMIOYKU NTHCEeM;

— IepeMellleHUe TMCbMa B BBIOpPAHHYIO MAIKY;

— BCTaBKa B 110JIe KOMY/KOIIUSI CITMCKA email, pa3zieieHHbIX 3alITON UK TTPOOeioM;

— MaccoBoe KOITMPOBaHKe U3 I0JIsl KOMY/KOIIHS;

— IepeMellleHUe aJIpecaToB MeXy MOJISIMU;

— oToOpakeHUe JaHHBIX, 33JJaHHBIX Yepe3 cucreMy butpukc24: ¢dotorpadus mob30BaTes
(aBarap), JOIDKHOCTH U FOPO/I II0JIb30BaTeel;

— oToOpakeHue JTOJKHOCTH U JIMYHOTO HOMepa TejlehOHA MOJIb30BaTesl BO BCIUIBIBAIOIIEH
MOJICKa3Ke C JOTIOJIHUTeIbHOM WHOPMaIIieH;

— otobpakenre PUO oTnpaBuTENS [IJIs MTOJIb30BaTeIeN U3 afjpeCHOM KHUTH;

— nopjiep>kka Qororpadum  oTHpaBUTeNss (aBaTapoB) IS aBTOMATHUYECKUX IIHCEM,
oTTpaBiieHHbIX cucTeMamu Atlassian Jira u Atlassian Confluence;

— OT3bIB OTIIPABJIEHHOT'O IMChMa Y BCeX WM OIpeJlelIeHHbIX [ToJlydaTesiei MMChMa;

— yBeZIoMJIeHHe O pe3yJibTaTe BbIIIOJIHEeHUS Ollepallvy 110 OT3bIBY MUCHhMA;

— BO3MOXXHOCTb OTO3BdTb OTIIPdBJIEHHOE ITMCbMO Y CKPBITBIX nonyaneneI?I IMINUCbMa,
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— BO3MOXHOCTb yKa3aTh MOJTydaTesisi C UCII0JIb30BaHKeM IlaHeJId KOHTaKTOB;

— BO3MOXHOCTb yKa3aTh CKPBITOTO IIOJy4aTesis, BbIOpaB ero B BbINAJAIONIEM CIIMCKe U
HaxaB kiaBuiy ENTER;

— MPOCMOTP U IIepexo]] IO CChIJIKe Ha 100aBJIeHHYI0 K COOBITHIO KOHGEpeHIINIO B IOYTOBBIX

YBeOMJIeHHX O IIPpUIIallieHWH Ha coObITHe,

6.10 ®opmaTupoBaHHe TEKCTa MHCbMa

[TonnepxuBaemMble BO3MOXXHOCTH:

— ¢popmaTrpoBaHMe TeKCTa IIPU CO3[JaHUU U pelaKTUPOBaHMM ITUCbMa;

— BbIOOp Popmara ab3arna;

— BbIOOp mIpudTa, pa3Mepa U IiBeTa MpUPTa;

— BbIJIeJIeHUe TeKCTa [TOTy)XUPHBIM, KYPCUBOM, [I0/lYepKUBaHUEM;

— BbIpaBHMBAHMe TeKCTa: 110 JIeBOMY Kpalo, 110 LIeHTPY, 110 IIPaBOMy Kparo, 110 IIUPHUHE;
— nobaBjieHune U yajieHue OTCTYIIOB;

- }106aBJIEHI/Ie " yaJIeHrue MdpPKUPOBAHHbLIX 1 HYMEPOBAHHBIX CITMCKOB.

6.11 ITogpep:xka moanmucu

[Tonnep:xrBaeMbie BO3MOXKHOCTHU:

— HaCTpOMKa IIOJIb30BaTejleM aBTOMAaTUYeCKOW TMOJANMCH TMHWCbMAa C  KApTHUHKOW,
JIo0aBIsieMOM B TeJI0 COOOIIeHus;

— MOJiep>KKa TOJIIKMCHA I0JIb30BaTeslsl M0 yMOJIYaHWIO, YCTAaHOBJIIEHHOW B Beb-Bepcuu
«MoitOduc [Touray;

— pelakTUpOBaHWe W yjajieHWe MOJIKUCU 0 yMOJIYaHUIO, YCTAaHOBJIEHHOM B Beb-Bepcuu

«MonOduc ITouray.

6.12 IIpaBuna Bxoasiiei mNoYThI

[Tonyep>xuBaeMble BO3MOXKHOCTH:
— aBTOMaTH4Yeckasi 00OpabOTKAa BXOJMIIMX TIFCEM COIJIACHO HACTPOEHHBIM IIpaBHJIaM
MIOJIb30BaTeNIsl 10 TIepeMellieHnIo, YAAJeHWI0, TIepeHalpaBlieHHIo, —Iepeajipecaruu

IIPpHUHATOTO IMTKMCbMa.
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6.13 Hacrpoiika kaneHgaps

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— MPOCMOTP KaJleHJlapel: B JHEBHOM, HeIeJIbHOM U MeCSIMHOM BUJIE;

— BKJIIOUEHHe U OTKJIF0UeHHe 0TOOpaXkeHUs! OTIOTHUTEIbHBIX KajleHjapei;
— CO3[1aHMe U yAaJleHhe KaJleH/1apey;

— HaBUTraIwus 10 BpeMeHU BHYTPU KaJleH1apsi;

— MoJiep>KKa MUHU—KaJleHAapsl [ijisi ObICTPBIX ITepexoi0B 10 JlaTaM;

— pelakTUpOBaHKe HACTPOeK MOAKII0YEeHHOTO KajleHaps;

— BKJ/IIOYeHHe OTO6pa)KEHI/I$I TOJIBKO pa6oq1/1x IHEeH B CeTKe KaJleH[ap#4;

- OTO6pa>KEHI/Ie KHHEHHapeﬁ, K KOTOPBIM IIpeJOoCTaBJieH OOCTYII, IIpHU pa60Te C IIOYTOBBIM

cepBepoM Mailion.

6.14 Pabora c xajnengapem

HOJ:[}IEP)KI/IBHEMBIE BO3MO>KHOCTH:
— pPedaKThupOBaHNue KHHEHHaPEIZ;
— WU3MEHEeHHEe Ha3BdHUS KaJleHJaps;

— BBIOOD 1IBeTa KajleHAaps U COOBITHN;

— I[oAieP>KKaA KHHEHHapeﬁ C O6H_[I/IM JAOCTYIIOM, IIpeJoCTaBJIEHHbIM BCEM II0JIb30BaATEJISIM

OpraHH3aluu.

6.15 ITonmep:xka coOBITHI U BCTpeY

[Tonnep>xuBaemMble BOBMOXXHOCTH:

— MPOCMOTP COOBITHUM B KaJleHAApsIX;

— IIPOCMOTP JeTajiell COOBITHS WU BCTPeUH;

— Cco3JlaHMe, peIaKTUPOBaHKe U y/ajieHHe HOBbIX COOBITHUI U BCTpey;

— yKa3aHHe TeMbl COObITHS, MeCTa, BpeMeHU;

— noayiep>kka GyHkiMu «Ha Bech JieHbY;

— nobapJieHre OnMMcaHus COOBITHN;

— CO3/]aHMe TTOBTOPSIONINXCS COOBITUI Y HAIIOMUHAHUM O COOBITHUH, BCTpeyYe;
— IpUIJIallleHre YYaCTHUKOB Ha COObITHE U UX YBeJJOMJIeHNe;

— nobaBjieHHe yJaCTHHKA B COOBITHE;

— M3MeHeHMe CTaTyCOB YYaCTHUKOB: 00s13aTelbHbIM U Heo0s13aTeIbHbIA yUaCTHUK;

— OTBETHI Ha IIpUIJIallleHne;

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

86



— NPUHSITHE, OPUeHTHPOBOYHOE MPUHSITHE WM OTKJIOHEeHHe COOBITHSI Yepe3 KOHTeKCTHOe
MEeHIO;

— IO/iJIep>KKa OMIMY OTBETUTh Ha MpHIVIAllleHHe U3 MUChMa;

— TUIAHUPOBIITUK COOBITHM;

— crieriManbHasi UHWKAIYS JJIsl peCypCOB B CIIMCKe Y9aCTHUKOB COOBITHI;

— yBefioMJIeHHs1 00 WM3MeHEeHWM COOBITUS C TOJpOOHOW WHPOpPMalrerd O BHECEeHHBIX
HM3MeHeHUsIX;

— yBeZIOMJIEHUSI O HeJJOCTYyIIHOCTH pecypca C wuHopMalveld o jare, BpeMeHU U
OpraHM3aTOpe BCTPeYHOI'0 COOBITHUSI;

— BO3MOXHOCTb He YBeJJOMJISITh YYaCTHHUKOB COOBITHSI O CO3TaHUM COOBITHSI U O BHECEHHBIX
B HEr0 U3MEeHEeHUSsIX;

— BO3MOXHOCTb OpraHM3aTOpPy OTKa3aTbCs OT TIOJy4YeHUs yBeAoMJleHHM 006 oTBeTax
110JIb30BaTeslel Ha MpUIJIAllleHus] Ha CO3[JaHHOe UM COOBITHE;

— yBeZIoOMJIeHHe O TPeBbIIlIeHHH MaKCHMaJIbHOTO pa3Mepa BIIO>KeHHs K COOBITHIO;

— yBefioMJIeHHe 006 OTMeHe OTHOTO 13 [TOBTOPSIOLIUXCS COOBITHH;

— MOAiJIep’)KKa BIJIOXKEHWHM K COOBITHIO, OTIIpaBlIeHHbIX B ¢opmare CChbUIKM Ha ail,
xpaHsmuics B cucteme MounOdwuc;

— yBeZIoOMJIeHHe O HOBOM BJIOXKEHUH K COOBITHIO;

— KHOIIKH J171s1 OBICTPOro OTBeTa Ha IpUIJIallleHe Ha COOBITHE;

— yBefioMJIeHHe 0 KOHQUIMKTe COOBITHI B IPUIVIALIIeHUH Ha COOBITHE;

— yBeZIOMJIeHHe O CTaTyce OTBeTa Ha IpUrJaiieHre Ha cobbitie MoiOdwuc;

— nHbOpMaIMs 0 CTaTyce OTBeTa Ha MpHIJIaiieHre Ha coobitre MouOdwuc;

— npuKperuieHre $aiioB K COOBITHIO M UX yllaJleHHe;

— HallOMUHAaHHe O COOBITHH, KOTOPOE MOXKHO OTJIOXKUTb, IPeKPaTUTh, OTKIIIOUUTD;

— WHCTPYMEHT IUIAaHMPOBaHUS C OTOOpakeHHeM KaJleHAApHOTO TrpaduKa 3aHATOCTH
10JIb30BaTeJIS;

— [epeHOC ¥ OTMeHa COBelllaHUi, C yBeJIoMJIeHHeM YYaCTHUKOB;

— OpOHKpOBaHUe MTeperoBOPHbIX KOMHAT U PeCypCoB;

— nobaBJieHue BIIOXKeHU! K BCTpeue;

— BBIOOD KajieH/1apsi, B KOTOPBIN OyjieT 106aBiieHO COObITHE;

— BO3MOXHOCTh 3allOMHUTb BBIOOp KajleHAaps 10 YMOJYaHWUIO, B KOTOPBIM Oyner
n06aBIeHO COOBITHE TIPU OTBETe Ha Hero;

— IepeHOC COOBITHS B IPYTrOM KajleH/1aph JijIsl OpraHW3aTopa COObITUS U ero yYaCTHUKOB;

— BO3MOXHOCTb OTKAa3aTbCsl OT YBeAOMJIEHHM C OTBeTaMHd Ha COOBITHE JUIsl Y4YeTHBIX

3alMcen Ipyrux CepBUCOB;
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— IIOMCK PecypCcoB B OKHe CO3JlJaHUs U peJaKTUPOBaHKs COOBITHUSI;

— aBTOMAaTH4YecKoe co3[aHHMe CCbUIoK Ha KoHbepeHiuu TrueConf
COOTBETCTBYIOIIeH MHTerpaliy;

— aBTOMAaTH4YeCcKoe CO3/laHMe CChUIOK Ha KoHdepeHnmu Squadus
COOTBETCTBYIOIIeH MHTEerpalny;

— aBTOMATH4YeCcKoe CO37laHHWe CChUIOK Ha KoHpepeHnuu VideoMost
COOTBETCTBYIOIIEeH MHTerpaliy;

— aBTOMAaTH4YeCKoe CO3/laHWe CChUIOK Ha KoHdepeHiuu Webinar

COOTBETCTBYIOIIeH MHTEerpaliiy;

npu

pu

pu

pu

HaJIM4YHUHU

HaJIM4YHUHU

HaJIM4YHUHU

HaJIM4YHUHU

— OBICTpOe yIIpaBjieHWe CUCTeMHBIMH HAIIOMHWHAHHUSIMH O COOBITHUHM M CepuM COOBITUH C

IIOMOIIBbIO KOHTEKCTHOI'O MeHIO,

— MpUMeHeHWe CBOMCTB (GOpPMAaTHUPOBAHUS B II0JIe CBEJIEHHWH O COOBITHH: IOJTY>KHUPHBIN,

KYPCUB, IOMYEPKHYTHIM, HYMEpPOBAaHHBIA CIUCOK, MAapKUPOBAaHHBIA CIIMCOK, a TaKXe

CBOKMCTBa BbIpaBHHBAHUS TEKCTa,

— TMO/IJIep>KKa CJIeYIOIIMX CTaTyCOB 3aHSATOCTU I0JIb30BaTeslel: peBapyUTeIbHO IPHUHSTOe

cobbITHe, Heo6paboTaHHOe COOBITHE;

— BbBIOOp OpraHM3aTopa M3 JOCTYIIHBIX IPU CO3[IaHMU COOBITHS B KajieHjaape, K KOTOPOMY

paHee ObLJT IIpefOCTaBjIeH JJOCTYII C IpaBaMu Ha pelakKTUpOBaHue.

6.16 ITogmepaxka agpeCHBIX KHUT

HOJ:[}IEP)KI/IBHEMBIE BO3MO>KHOCTH:
— OTIIPpdBKd COO6H.[€HHI>1 KOHTAKTadM M3 HHPECHOﬁ KHHTI'H;

— OTIIpaBKa COOOILEHUH 110 CIIUCKY PaCChUIOK;

— BCILJIBIBAIOIIME TIOACKA3KA K KHOINKaM JeHCTBUM «Pe}laKTI/IpOBaTb»,

COO6H.[€HI/IE», «Y,I[EU'II/ITB».

6.17 PaboTa CO CIIMCKOM KOHTAKTOB

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

— IMPOCMOTP CIIMCKd KOHTAKTOB KOpHOpaTHBHOﬁ U JIMYHOM aHPECHOﬁ KHHTI'H;

- OTO6pa>KEHI/Ie KapPTO4YKH KOHTAKTa KOpHOpaTHBHOﬁ U JINYHOM aILPECHOﬁ KHHUI'HU;

— CO3ldHME U peJaKTUPOBdHHWE KdPTOYKHU KOHTAKTA JIMYHOU aILPECHOﬁ KHHUI'HU;

— OTIpaBKa KapTO4kH KoHTakTa B popmare VCF.
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6.18 PaboTa co ciickoM pacchuIoK

HOJ:[}IEP)KI/IBHEMBIE BO3MO>KHOCTH:
— CO3ldHME U peJaKTUPOBdHHE CIIMCKA PACCBUIOK;
- }106aBJIEHI/Ie KOHTAKTOB B CITMCOK PACCBLIIKH;

— yAdJieHHre CITMCKOB paCCbUIKH.

6.19 3agaun

[Tonniep>xuBaeMble BO3MOXKHOCTH:

— HOJiIep>KKa 3aj1ay;

— BO3MOXXHOCTb IIPOCMATPHBATh 33/1a4M, OTMETHUTh 3a/1a4y KaK BbIIIOJIHEHHAs], OTMETUTh KaK
HeBBIIOJTHeHHasl;

— COpPTUPOBKA 33J]ay 110 BpeMeHH! Havajla, CPOKY, ITPOIOJDKUTEIbHOCTH, MECTY, COCTOSIHHIO,
Ba)XHOCTH U TPOLIEHTY 3aBepIIeHHOCTH;

— ¢unbTpanys 3a7a4d 10 BpeMeHH U CTaTycy;

— CO3/1aHue U peJJaKTUpOBaHUe 33/1aY;

— yCTaHOBKa JaThl Hayaja, CPOKa, IPUOPUTETA, KaTeropuu, COCTOSIHUS, Iporpecca, Mecra
IIPOBeJIeHUs] U ONMCAHUS 3a/1a4H;

— yCTaHOBKa BpeMeHH HallOMMHAHHS O 33jjaye;

— BO3MOXXHOCTb IIPUJIOXKUTB K 3a/1aue BIIOXKEeHMUS;

— CO3/1aHue CIIMCKOB 3a/1aY;

— BO3MOXXHOCTh YKa3aTh Ha3BaHHe U IBET CIIMCKA 3a/1aY;

— BO3MO>XHOCTb IIOMECTHUTb 33/1a4y B CIIUCOK;

— BKJIIOYEHHe U OTKJII0UeHHe yBeJIoMJIeHUH 006 u3MeHeHU! 33Jjauy;

— yCTQHOBKAa HAllOMHHAHUS O 3a/lade IO 3JIeKTPOHHOM I0YTe C YKa3aHWeM Ha3BaHUS,
OTHCaHMsl, AAThl OKOHYAHMsI, KaTerOpUH, CTaTyca U IPUOPUTETa;

— BO3MOXXHOCTb OTOOpa3uTh MHQpOpMAIMio 06 aBTOpe 33/1a4M B CIMCKAX 33/1a4 C OOIIKUM
JIOCTYIIOM;

— IpUMeHeHHe CBOWCTB GOpPMATHPOBaHUS B I0Jle CBeJleHUM O COOBITUU: MOJTY>XKUPHBIH,
KypCUB, IO[YEpKHYTHIM, HYMepOBaHHBIA CIIMCOK, MAapKHUPOBAHHBIM CIIMCOK, a TaKXe

CBOMCTBa BbIpABHUBAHUS TEKCTA.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 89



6.20 IIpoBepka op¢dorpadun/myHKTyaIuu

HOI[}IEP)KI/IBBEMBIE BO3MO>KHOCTH:

— npoBepka opdorpaduy HaMCaHHOTO MTUChMA JJIs PYCCKOI'O M aHIJIMMCKOTO SI3bIKOB.

6.21 ITouck

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— IIOKCK 10 KOPIIOPAaTUBHOM aZpeCHOM KHUTe;

— TIOUCK 3JIEKTPOHHBIX COODIIEeHU;

— 3a[jaHUe Pa3INYHbIX KPUTepUeB IS [IOUCKA;

— TOUCK a/IpecaToB Mo ¢parMeHTy afipeca 3J1eKTPOHHOU IOYTHI;
— IIOUCK I10 JIMYHOM aJIpeCHOM KHUTE;

— IIOMCK 10 KOHTAKTaM U CIIMCKaM PacChlIOK;

— IIOMCK afipecaToB 1o cnucky koHTakToB GAL Exchange nins yuerneix 3anuceit Exchange.

6.22 IleyaTh JOKyMeHTa

HOHHQP)KI/IBaeMbIe BO3MO>KHOCTH.

— I1e4YdaThb 3JIEKTPOHHOI'O COO6H.[€HI/I$I.
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