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MonOdounc

Bce ymoMmsiHyTBle B 3TOM [IOKYMeHTe Ha3BaHHs IIPOAYKTOB, JIOTOTHUIIBI, TOPrOBble MapKu
¥l TOBapHble 3HaKM IPUHA/JIeXaT UX BIlaJiesIbliaM.

ToBapuble 3Haku «MonOducy, «MyOffice», «Mailion» u «Squadus» npuHamIexKaT
OO0 «HOBBLIE OBJIAYHBIE TEXHOJIOI' YWy,

Hu npu kakux o6CTOSTeNbCTBaX Hellb3si UCTOJIKOBBIBATH JII00Oe COJlepXKMMOe HaCTOSIIero
JOKYMeHTa Kak IIpsIMOe WIM KOCBEHHOe IIpeJl0CTaBileHue JIMIeH3WY WIM IIpaBa Ha UCIIOJIb30BaHUe
TOBAapHBIX 3HAKOB, JIOTOTMIIOB WM 3HAKOB OOCIy>)KMBaHUS, IPUBEIeHHbIX B  HeM.
JIroboe HeCaHKIIMOHMPOBAHHOE MCIIOJIb30BaHWe 3THX TOBAPHBIX 3HAKOB, JIOTOTHIIOB MM 3HAKOB

O6CJ'IY)KI/IBaHI/I$I 0e3 MMCbMEeHHOT'0 Pa3penieHus ux HpaBOO6J'[a,Z[aTEJ'IH CTPOI'O 3dllpeleHo.
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MonOdounc

O6masa nadgopmanusa
«MoitOduc [oxkyMeHTb» Ijisi MOOWIBbHBIX IJIaTGOPM — IPUJIOXKEeHWe AJisi MPOCMOTpa U
pPelaKTUPOBaHUsl TEKCTOBBIX, TAOJMYHBIX JAOKYMEHTOB U mpe3eHTalui, oTkpbiTus PDF, a Takxe
JOCTylHa K OOJIaYHbIM XpaHWIMIAM Ha CMapTgoHax M IlaHmIerax. lIpuioxkeHue nocTymHO Ha

omepanuoHHbIX cucteMax Android, i0S u iPadOS.

Hepequb Tp66OBaHHfI K TIIpOrpaMMHOMY U dlllldapaTHOMY obecrneYeHuro IpruBe/ieH

B okyMeHTe «MorOduc JJokymeHTHI /17151 MOOMIIbHBIX I11aTPopM. CucTeMHble TpeOOBaHHUSY.
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[TopnepkuBaeMbie BOBMOXKHOCTH:
noagepskka Mmexanruama CAPTCHA

SI3pIKOBas NOAJIePIKKaA

[TopnepxuBaeMbie BO3MOXKHOCTH:

JoKanu3anud uHTepdelica NPUIIOXKeHUsT Ha PYCCKOM, aHTJIIMHCKOM,
¢dpaHITy3cKkOoM, TOPTYTaIbCKOM U UCIIAHCKOM SI3bIKAX;

aJianTalys sSapa pelakTopa ik UCIOJIb30BaHUs Ha GPaHITy3CKOM
SI3bIKE

ITopnepaka ycTpoicTB

[TopnepxruBaeMble BO3BMOXXHOCTH:

nojijiep>kKa paboThl C JIOK-cTaHire Samsung DeX;

IIO//Iep>KKa KJIaBUATYPHBIX KOMaH/I B pelakTopax;

HajiMyve PyHKIUN KOMIIbIOTEPHOU MBIIINA M KOJIeCUKa KOMITBIOTEPHOU
MBIIIIY;
[IOZ/IepiKKa
YCTPOMCTBAX

IIJIAaHIIIeTHOTI'O pexxruMa p860TbI Ha PaCKIaIHBIX

ITonnepxka mucmnieeB

[TonnepxuBaeMbie BO3MOXKHOCTH:

paboTa B TOPU30HTAIbHOM OpPHUEHTAIIUU YCTPOMCTBA;

nojijlep>kka HaBuranuu c mnomoinbio >xectoB Ha OC Android 10
Y BBIIIIE;

TIOJIZIepKKA BUIDKeTa YBeJIMYUTeIbHOe CTeKJIO MpHU paboTe C TeKCTOM
Ha OC Android 9 u BrIIIE;

MeHI0 «boribiie», cogepskaliiee JOCTYIIHbIE I JOKYMEeHTa KOMaHIbI

Pabora B gactHoM | [lonziepxrBaeMble BO3MOXXHOCTH:

obnake® BO3MOXXHOCTb 3arpy3uUThb COBMECTHUMYIO C IOJAKJIIOUYEeHHBIM 00JlakoM
MoiitOduc Bepcuio NpUsIoXKeHUs: U3 XpaHWIUIIA 3TOT0 00JIaKa;
co3laHue, NlepeMMeHOBaHMe, KOIMpOBaHUe, yiajleHHe, IepeMelleHre
¥ COPTHPOBKA MAToK;
OTKpBITHe, IepeuMeHOBaHre, KOMMMPOBaHUe, yiajeHue, rnepeMelieHre
Y COPTHPOBKA HaIoB;
IpOCMOTpP UHPOPMAIUH O TanKax U daniax;
BOCCTaHOBJIEHHe (aiiyIoB U MAINOK U3 KOP3WHbI;
noctyn B pasgenbl  «Mou  JIOKyMeHTbl», «JloCTynHbIe MHey,
«O6mue nankuny, «OTMeueHHbiey, «HemaBauey, «Kop3uHay;
BO3MOXXHOCTh aBTOPU30BATbCS M paboTaTh B NpeIblaylliell Bepcru
npoaykTa «MoiOduc YactHoe O6mako 2»;
yBeIOMJIeHHe O 3allpeTe 3arpy3ku OIpeJielleHHbIX TUIOB ¢aiioB
B 001ako MoiOduc npu HaJlMuMu COOTBETCTBYIOIIEr0 OrpaHUYeHHs
OT aJIMUHHUCTPATOPa CUCTEMHI;
BO3MOXKHOCTb aBTOPM30BaThCcs B objake MonOduc, wucnombys
TOJILKO MMsI TIOJIb30BaTesist 6e3 yKa3aHus JIoMeHa B CTpoke «JIorumy,
eCJIM yKa3aH ajipec cepsepa

Pabora ¢ oOmaunbsimMu | [lognepxrBaemMble BO3MOXKHOCTHU:

XpaHWINIIAMH MOJIKJIIOYEHHe U OTK/IIoUeHHe oOauHbix XpaHwidil SAupekc./luck,

OneDrive, DropBox, Box, Google Drive;

BXO/JI B 06J1a4HOe XpaHWJIHIIIe [0/ IPYTOM YYeTHOM 3aIlHChIO;

OKCITOPT GaiIoB BO BHEIITHWE XPaHWIUIIA;

MOJIJIep)KKa oTepanuii ¢ ¢aiyiaMu U TarKaMu MeXAy XPaHWIHIIaMU
Anupekc./JInck, OneDrive, DropBox, Box, Google Drive u obmakom
Mo Oduc UM JOKaTbHBIM XPAaHWINIIEM;
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BO3MOXXHOCTh pelakTUpOBaTh JIOKYMEeHTHI, XpaHSAIIecs
B Anpexc./luck, OneDrive, DropBox, Box, Google Drive
MHOrooKOHHBII pexuM [TonniepxrBaeMble BO3MOXKHOCTH:

HO/I/Iep>kKKa MHOTOOKOHHOTO PeXXHMa;
M3MeHeHHe pa3Mepa OKHAa U pacliOjIOXKeHUs! 3JIEMEeHTOB YIIpPaBJIeHUs
IWHAMWYEeCKU B 3aBUCUMOCTH OT JIOCTYITHOTO MeCTa Ha 9KpaHe;
KOIIMPOBdHHKE TeKCTd MeXy OKHdAMH C ITOMOIIbIO ITIepeTdCKUBAHHA
YcrpoiicTBo H 0b1aKa [Topnep:xviBaeMble BO3MOXKHOCTH:

OTKpBITHE JOKyMEHTOB W3 BHYTPeHHeH TIIaMfITH YCTPOMCTBa,
IPYTUX MPUJIOXKEeHUH, 00JIaYHbIX XPAHMIIHIIL;

pasmen  «llocmenHee  OGHOBIEHHWE»:  BO3MOXKHOCTb — OTKPBITb,
IIPOCMOTpPEeTh,  OTPeNaKTUPOBaTb M  COXPAaHWUTb  JIOKYMEHT
«HoBoe B npuioxxeHUN»;

OBICTPBIN IOCTYII K HEABHO OTKPHITHIM (aiiyiam;

Cco3laHMe  HOBOTO  JIOKyMEeHTa  C  IIOMOIIbI0O  KOMAaHJIBI
«Co311aTh HOBBIN JIOKYMEHT»

yBeJJOMJIEHe O  HeoOXOAMMOCTH  yCTAHOBUTb  JIOIOJIHEHUe
K IPWIOXEeHHIO B CiIy4dde IIOJAKJ/II0OYeHHUS K HEeCOBMeCTHUMOU Bepcumn
obraka MonOduc*

* YBedomnenus docmynHbl 6 npunoxceHusix, ckaueHHolx u3 Google Store u Huawei AppGallery.
HaCTpofIKH HO)I,[[ep)KI/IBaeMbIe BO3MOXXHOCTH:

HaCTpPOMKa KOHBepTalluX JIOKYMEHTOB: IIpY 3arpy3Ke KOHBEPTUPOBAThb
TOJILKO Il peJlaKTUPOBAaHMSI WM  BCerjja KOHBEPTUPOBATHb
NO/I/lep>KUBaeMble THIIbI JOKyMEeHTOB;

BKIIOYeHHe U oTkiodeHre R1C1 ccbiiok B TaOJIMYHOM pelakTope;
BKJIIOYEHHME U OTK/IIOUeHHe YBeJIOMJIeHWM TpU I[peioCTaB/IeHUU
WJIU 3aI1poce JI0CTYTIA;

HACTpOUKa pasperieHun Ha [IpefoCTaBJIeHe CTaTUCTUKU
WCII0/Ib30BAaHUSI U OTYETOB O COOSIX;

nepexoy; B odunmanbHble comuanbHbid ceTd MoiOduc BKonrtakTe
u Telegram;

MOJIK/IF0YeHre 00JIaYHbIX XPaHUJIUIIL;

BKJIFOYEeHHe U OTKJII0UeHHe PYHKIUU «BBICTPBIN OT3BIBY;

IIPOCMOTP HOMepa BepCry U COOPKU MPUJIOXKEeHHUS;

PaHHUM  JIOCTYIl:  BO3MOXHOCTb  IIepeMTM B  IPOCTPAHCTBO
pa3paboTurka U BKJIIOYUTH OTJIa/I04Hble (GYHKIUU WM QYHKIUH,
KOTOPBbIE ellle He BHIILIN B PeJlu3;

IIPOCMOTP Ycnosuit WCIIOJIb30BaHUS, [Tonmutuku
KOHUJIeHITMaTbHOCTH U [IpaBOBBIX YBeJOMIIEHUN;

MOJIJIep>KKa YCTAHOBKM si3blka HMHTepderica MpUIoKeHUs, OTIIMYHOTO
OT CUCTeMHOro;*

HOJIZIep>KKa yCTAaHOBKY TeMaTH4eCKUX 3HaYKOB pabouero crona®

* JlocmynHo moabko das ycmpoticm6 ¢ OC Android 13 u Bulwe.

Hamuicats [Tonnep>xuBaemMble BO3MOXKHOCTH:

pa3paboTynkam BO3MOXXHOCTb OTIIPAaBUTh OT3bIB (0OPAaTHYIO CBSI3b) O MPWIOXKEHHUH;
BO3MOXXHOCTb COIIPOBOOWUTDH 06pameHHe clegyronmuyMu JaHHBIMU:
JIOKyMEHT, OT4eT 0 paboTe MpWioxkeHUs, UHPopMalius 006 yCTpOHCTBe
¥ CHUMOK 3KpPdHd
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YT0 HOBOIrO [Tonnep>xruBaemMbie BO3MOXKHOCTH:
BO3MOXHOCTb TIPUHSTH OOHOBJIEHME IOPUAMYECKUX COIVIAllleHUN
Ha MPUBETCTBEHHOM SKPaHe

CnpaBoYHBIH IIEHTP CnpaBouHasi iHpOpMaIys 0 paboTe B IPUJIOXKeHUH
dPaiiyibl ¥ NaNKU
PopmaThI JOKYyMEHTOB [Tonnep>xuBaemMble BO3MOXHOCTH IIpY paboTe B ob6s1ake MoitOduc:

oTkpeiTHe ¢aioB B ¢dopmarax XODT, XOTT, DOCX, DOC, DOT,
ODT, RTF, TXT, XODS, XOTS, XLSX, XLS, XLT, ODS, XODP,
PPTX, PPT, POT, PPS, ODP, PDF, BMP, JPG, GIF, JPEG, PNG;
coxpaseHnue ¢arnos B popmarax XODT, XODS, XODP;

skcriopT ¢anoB B ¢dopmarelt XODT, DOCX, ODT, XODS, XLSX,
ODS, XODP, PPTX, ODP, PDF.

[TopnepxuBaeMble BO3MOXKHOCTH MPU paboTe Ha yCTPOMCTBeE:
oTkpbiTHe ¢aitioB B dopmatax XODT, XOTT, DOCX, DOC, DOT,
ODT, TXT, XODS, XOTS, XLSX, XLS, XLT, ODS, XODP, PPTX,
ODP, PDF;

coxpaHenve d¢annoB B ¢opmarax XODT, DOCX, ODT, XODS,
XLSX, ODS, XODP, ODP, PPTX;

akcriopT ¢ainoB B ¢dopmarel XODT, DOCX, ODT, XODS, XLSX,
ODS, XODP, PPTX, ODP.

BO3MOXXHOCTb BbIOpaTh popmar ¢aiisia pu COXpaHeHUH TOKyMeHTa;
pabora c d¢aiitamu B ¢opmate Google Docs, Google Sheets
npu noakitodeHuu Google Drive

* Jlng pabomwt ¢ gatinamu 6 popmamax DOC, DOT, ODT, RTF, TXT mpebyemcs npedBapumenbHas

KOHBepmauusi.
Pabora c mankamu [TopnepxuBaeMbie BO3BMOXKHOCTH:
U Qaisiamu pabora c dailaMd U NPOCMOTP [IOKyMeHTOB B obOsiake MoiOduc

C COBMEeCTHMMOM Bepcuel cepBepa 6e3 00HOBJIEHUS] TPUIIOXKEHUS;
HOJITIep>KKa YHUKAIbHBIX UMeH GalioB;

MIPOBEpPKa YHUKAJIbHOCTU UMEHU OOBeKTa MPH BBITIOTHEHUH OTeparidi
KOIIMPOBaHUS, IlepeMellleHrs 1 BOCCTAHOBJIeHUsI GaiiyioB U Mariok;
pasperieHue  KoHQuinkTa uMeH aiioB:  «CoxpaHUTh  00ay,
«3aMeHUTL» U « OT™MeHay;

paspellieHMe KOHQUIMKTa HWMEH BO BpeMs BBITIOJHEHUS Olleparyu
KOIIMPOBaHUsl WM IepeMeliieHus mankd: «CoxpaHuTb  00a»
u «IIpomycTuTh»;

HOJITIepKKa JJIMHHBIX UMeH QaiyioB U Marok;

ynajmeHve ¢aila W3 COMCKA HEIaBHO OTKPBITBIX JIOKAJIbHBIX
IIOKYMEHTOB;

TepeKIIIoueHre MeXXTy U300paKeHUsIMHU 5KeCTOM;

oToOpa’keHHe CTaTyca COXpaHeHHUs U3MeHeHUH it odiialiH $HaiiioB;
oToOpakeHHe WMEHW XPAaHWIWINA i  HeJaBHO  OTKPBITHIX
IIOKYMEHTOB;

nouck ¢aityioB u manok «Ilo umenwn», «Ilo cogepxxumomy»;

co3nanve GalioB U ManoK ¢ pabo4yero CTojia C IOMOIIBI0 KOMaH/bI
«Co31aTb HOBBIN JOKYMEHT»

OO01ue manku [TopepxuBaeMbie BO3MOXKHOCTH:

nojjiepskka o61mx nanok MoOdwuc
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Pabora c noxymenTom [Tonnep>xruBaemMbie BO3MOXKHOCTH:

nojifiep>kka paboThl C HECKOJIbBKUMHU JOKYMEHTaMH OJJHOBPEeMEeHHO;
aBTOMAaTU4YeCKoe COXpaHeHHe paboYnX KOIMUM I0KyMeHTOB;
CHUHXPOHHU3AIMs CTPAHMUI] IIPU [TepeKIIF0UeHUH MeXXy SKpaHaMH;
OTKpBITHE JIOKYMEHTOB M3 BHYTPEHHero XpaHWJIMIA YCTPOMCTBA,
Y3 MIOYTOBBIX BJIOXKEHUH U IPYTHUX NPUIIOKeHUH;

BbIOOp MecTa M UMEHM T1pA  COXpPAaHEHHWH  JIOKAJIbHO
OTpeJJaKTUPOBAHHOTO aiina;

coxpaHeHHe (aijIoB Ha JIOKAJIbHOM JTUCKE;

IIPOCMOTP IrpapuyecKux pansios;

koMmaHnbl  «llomenmutbcsa» U «lledaTh» T1pU  TIpeABapUTEIbHOM
IIPOCMOTpe JI0OKyMeHTa;

KOMaH/a i yhaneHus ¢aijla M3 CIUCKA HEeIaBHO OTKPBITHIX
JIOKyMEHTOB M3 [TaMSITU YCTPOWCTBA;

crielyasibHasl MHAUKAIMs 6osiee HeIOCTYIHBIX (HaNoB;

BO3MOJXKHOCTb CKPBITb IIaHeJb YIIpaBJeHUs, a Takxke IIaHeJb
HaBUTallUkh U CUCTEeMHYK) CTPOKY COCTOSIHMSL MJIsI TIPOCMOTpA
TeKCTOBOI'O  JIOKyMeHTa M  JOoKymeHTa B  ¢opmare PDF
B II0JTHOSKPAHHOM peXuMe;

COXpaHEHHWe  OTKpPBITOIO  JIOKYMeHTa B  MalKy  «3arpy3Kua»
Ha YCTpPOKICTBe;

npokpyTka pgokymeHta PDF wu3 pasnmena «HemaBHO OTKpbITBIE»
K CTpaHHIle, HA KOTOPOM OH ObUI 3aKPHIT B MOCJIEHUM Pas;
BO3MOJXXHOCTb BBIJIeJIMTb U CKOIIMPOBAaTb TeKCT B JokyMeHTe PDF,
BbIOPAB €ro J0JTUM WIX JBOMHBIM HaXkaTUeM;

IIOMCK I10 TeKCTy B IokyMeHTe PDF;

oToOpakeHMe HOMepa TeKyIlero COBIAJieHUusi M UX 0011ero
KOJINYeCTBa;

HaBUTallMsl MeX]ly COBIIAJIEHUSIMU C IIOMOIIBIO CTPEJIOK;

oToOpa’keHHMe HOMepa TeKYIIleH CTpaHHWIlbI W O00IIero KoJudecTBa
CTPaHMI] IIPU NTPOKPYTKe JokyMeHTa PDF;

BO3MOXHOCTb  BKJIFOUATb  WIM  BBIKJIIOYATH TEMHYK  TeMy
IIpU [IPOCMOTpe JTI0KyMeHTOB B ¢opmare PDF, npu nopkiroueHHOM
obitake MoiiOduc — B popmarax PPT u RTF;

IIPOCMOTP TOANMCAHHBIX 3JIEKTPOHHOM MOJNUCHIO JIOKYMEHTOB B
dopmarax DOCX, ODT, XODT, XLSX, ODS, XODS;

yBeJJOMJIEHUSI O HAJIMYUU JIEKTPOHHOM MOJIIIKUCH B JIOKYMEHTE;
co37laHue KOMWHU MOJNUCAHHOTO 3JIEKTPOHHOM IMOANHUCHI0 JJOKyMeHTa
JUIs1 TaJIbHeHIIero peIakTHPOBaHUsI

CopTHpoBKa JaHHBIX [TopnepkuBaeMble  BO3MOXHOCTHM TP  TIOJIKJIFOYEHHOM  oOJiake
MoitOduc:

COPTUPOBKA CIMCKA (ansioB;

HaJIM4ye JIONOJIHUTEJIbHOM OIIMU COPTUPOBKU — « CHavasia manku»

IIpaBa gocrymna [Tonnep>xuBaemMbie BO3MOXKHOCTH:
npeJlOCTaB/ieHHe IpaB JIOCTyIa JyIs 1IOJIb30BaTellss WKW  TPYIII
I0JIb30BaTeJel;

3allpoC JOCTYIIAd K JOKYMEHTY;
BO3MOXHOCTb COIIPpOBOAUTL 3aIlIpOC Ha MOpenoCTdaBieHWe HOOCTyIld
K IOKYMEHTY TeKCTOBbIM COO6H_[eHl/IeM;
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orpaHUYeHHe JI0CTyMa K ¢aily Wid MankKe;
KOIIMPOBaHHe, COXpPaHeHWe U 3KCIOPTUpOBaHHe OOBEKTOB B MAIKU
o0111ero 10CTyIMa, K KOTOPBIM eCTh IpaBa Ha peaKTUPOBaHUe;
nojfiep>kka ~ mpaBa  obmiero  goctyma  «PemakTupoBaHue»,
«ITpocmoTpy, « Y 1ipaBiieHre
Ilonnepixka onoBemtenuii | [lonnepxriBaeMble BO3MOXXHOCTHU:
MoJIJIep>KKa MepcoHany3anuu ypegomienui 1yt Android 7.1 v Bbiine;
OTKJIIOYeHUe CUCTEMHBIX YBeJIOMJIeHUH;
CUCTeMHOe YyBeJIOMJIeHHe O 3alpoce JOCTyma K ¢ailily, U3 KOTOPOro
MOXXHO Cpa3y IeperTH K OKHY peJIoCTaBIeHus JOCTYIIa;
OTIIpaBKa yBeIOMJIeHUsI O IIPeJJOCTaBJIeHUH JIOCTYIIa TMChbMOM;
yBeJJOMJIeHHe O AOCT>)KeHWW MAKCHUMAJIbHOTO KOJIMYeCTBa Y4YeTHBIX
3aMuced MpH MOMBITKe aBTOPU3aIlH 1o mpoTokoity ActiveDirectory;
“HpOpPMHpOBaHMe TO/Ib30BaTeIsl B Cilydae IIOTepU COeJUHEeHHs
¢ o0y1akoM;
yBeJJOMJIEHUSI O HOBBIX OIIPOCaxX M UCCIIeJIOBAHUSX;
NOJIpOOHBIe  yBeJJOMJIEHUSI O [PUYMHAX OLIMOKUM  OTKPBITHUS
IOKyMeHTOB B ¢popmare PDF;
3allpoc ~ HAa  OTHpaBKy W  1moiiydeHrWe  push-yBenomienuit
npu nojktoueHuu obmaka MoitOduc ansa Android 13 u Bbitte;
yBeIOMJIeHHe O HeCOBMeCTUMOCTH BepCHH MOOWIBHOTO INPUJIOXKeHHUs
¥ cepBepa C BO3MOXHOCTbIO 3arPy3UTh MOAXOMASIIHANA YCTaHOBOYHBIM
aiin c cariTa 1py MMOMOITY KHOIIKY Ha OaHHEepe
OOMeH JOKyMeHTaMHu [Tonnep>xrBaemMbie BO3MOXXHOCTH:
nepejilaya CChUIKA Ha (ailyl WiM ero KOIWK B JIpyroe IPWIOXKeHHe
Ha cMapTdoHe

IIpoduns monb3oBaTens*
IIpodunn [TopnepxrBaeMble BO3MOXXHOCTH:
MO/1JIep>KKa aBaTapoB IOJIb30BaTeNIeH;
oToOpa)keHMe Ha TIaHelyd HaBuranmum <¢ortorpadpun (aBaTapa),
3arpy>keHHOM B BebO-Bepcuu;
oToOpakeHWe I[BETHOIO aBaTapa C UWHUIMAIaMu, ecid ¢GoTo
He J100aBJIeHO
ITaponsn [Tonnep>xruBaeMble BO3MOXXHOCTH:
MOJIJIeP>KKA CIIOXKHOCTH M CPOKA JIeWCTBHUSI TIApOJIsi TI0JIb30BaTeIsl

PenakTop Tekcra miusa Android

Obmee
SI3pIKOBas MONepPKKa [Tonnep>xrBaemMbie BO3MOXXHOCTH:
JIOKQJIM3allMi MHTepdeica MpUJIOKeHHsT Ha PYCCKOM, aHIVIMMCKOM,
¢dbpaHITy3CKOM, TOPTYTATBCKOM U UCIIAHCKOM SI3bIKaX;
ajlanTanys sapa pefakTopa Ui WCIOJIb30BaHUS Ha (PaHIy3CKOM
SI3bIKE
dopmaTsl JOKYyMEHTOB [TopepkuBaeMbie BO3BMOXKHOCTH pU paboTe B o6siake MouOdwuc:
otkpeiThe ¢aiioB B popmarax* XODT, XOTT, DOCX, DOC, DOT,
ODT, RTF, TXT;
coxpaHenue ¢dainoB B popmare XODT;
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akcriopT ¢aiioB B popmarsl XODT, DOCX, ODT, PDF

[TopepxuBaeMbie BOBMOXXHOCTH TP paboTe Ha yCTPOWCTBeE:
otkpeiTie ¢dainioB B ¢popmatax XODT, XOTT, DOCX, DOC, DOT,
ODT, TXT;

coxpaHeHnue ¢aitnioB B popmatax XODT, DOCX, ODT;

akcriopT ¢ainos B popmatsel XODT, DOCX, ODT

BO3MOXXHOCTb BbIOpaTh popMat ¢aiisia pyu COXpaHEeHUU JIOKYMEHTa;
pabora c daiinamu B popmare Google Docs npu noakmogenuun Google

Drive
* Jlna pabomst ¢ ¢gaiinamu 6 gopmamax DOC, DOT, ODT, RTF, TXT mpebyemcs npedBapumenvHas
KoHBepmauusi.

Pabora B yacTHOM HOI[JIep)ICI/IBaeMbIe BO3MOX>XHOCTH.:

obsiake® coxXpaHeHHe JOKyMeHTa B TOJIK/IFoueHHOM obstake MoiOdwuc;

Co3JlaHue KOIMHU JOKyMeHTa, COXpaHeHHOro B obake MonOdwuc;
CO3/1aHHe KOIMU U 3KCHOPT B pexkxuMe «Tombko uTeHue» it ¢pailyioB
u3 obnaka MouOduc;

neyatb GaiioB B pexuMe «Tosbko dreHwe» 1y GaWiioB
u3 obmnaka MouOduwuc;

BO3MOXXHOCTb aBTOPHU30BaThCsl W paboTaTh B Mpenblayllleldl Bepcru
npoaykra «MoitOduc YactHoe O6imako 2»;

BO3MOXKHOCTH COBMECTHO paboTtath B obiake MonOdwuc;

yBeZIOMJIeHHe O 3allpeTe COXPaHEHHs OIpelleJIeHHbIX THIOB GailioB
B obmako MoitOduc c mnomompio ¢GyHKIMU «CoXpaHUTh Kak»
IIPU HAJIMYUKU COOTBETCTBYIOIIETO OrPAaHUYeHUs] OT a]MUHUCTpATopa

CUCTEeMbI
HamucaTtb [TonnepxviBaeMble BO3MOXXHOCTH:
paspaboTynkam BO3MO>KHOCTb OTIIPAaBUTh OT3bIB (0OpaTHYIO CBSI3b) O IPUJIOXKEHUH;

BO3MO>XHOCTb COIIPOBOJIUTH OOpaleHue CleqyIIMMH JTaHHBIMU:
JIOKyMEHT, OT4YeT 0 paboTe npuoxeHus, nHopMals 06 yCTponcTBe
Y CHUMOK 3KpaHa

CopaBouHbIi IEHTP CrnipaBoyHasi mHbOpPMaIHs 0 paboTe B MPUIOXKEHUH
IloaroroBKa JOKyMeHTa
Pabora c noxkymeHnToM [Tonnep>xrBaeMble BO3MOXXHOCTH:

MI0JI0CA BEePTHUKATbHOM IPOKPYTKU IOKYMEHTa;

BO3MOXXHOCTb BEPHYTbCS K TIpeAbIAyIIeMy MecCTy IIOJIO>KeHUs
B JIOKyMeHTe IIOCJie IiepeMellleHus] [0 HeMy C HCIOJIb30BaHHEM
BepTHKaJIbHOU MOJIOCHI TPOKPYTKH;

NPOKpPyTKa JOKyMeHTa W3 pasdzmena «HemaBHO — OTKpBITbIE»
i u3 obsaka «MonOducy» K cTpaHuIle, HA KOTOPOU OH ObUT 3aKPHIT

B MTOCJIeIHUM pa3s;

COXpaHeHHe peXkuMma IIPpoCMOTpa U Maciitaba JOKyMeHTa U3 paszelia
«HenmaBHO OTKpbITBIEY» WKW U3 objaka «MorOduc», NMpu KOTOPBIX
OH OBIJI 3aKPHIT B MIOCITIEIHUN pas;

nepeKJIioueHre MeXXTy BUJIaMU IIPOCMOTpPa JIOKyMeHTa;

MeHI0O «bosbliiey,  conepxkailee  Bce  KOMaH[bl, JIOCTYIIHbIe
VIS TOKYMEHTa;

1epexoJi U3 peXxuMa IIPOCMOTPa B PeXXKM peIaKTUPOBaHMS JOKYMeHTa
HakaTheM Ha MKOHKY «Kapanpmamm
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Pa0ora ¢ madsonamu [TopnepxuBaeMbie BOBMOXKHOCTH:

nojijiepxkka 1mabsioHoB B popmate XOTT;
CO3/IaHMe HOBOT'O JIOKYMeHTa Ha OCHOBe IabjI0Ha
IMonnep:xka cruiei [TonnepxruBaemMbie BO3MOXXHOCTH:

JOKYMEHTa nojijiepykka GUKCUPOBAaHHOTO Habopa TMpeayCTaHOBJIEHHBIX CTUJIeH
IIPYU CO3TJaHUU HOBOTO JIOKYMEHTa;

MOIeP>KKa CTUJIeH IMPYU OTKPBITHH JIOKYMEHTOB.
Hacrpoiiku cTpaHUIlbI [Tonnep>xruBaeMbie BO3MOXKHOCTH:

“3MeHeHre pa3Mepa U OpHUeHTaIliy CTPaHHITbI;
v3MeHeHHe TIoJIel CTPaHUIIbL;

“3MeHeHue TI0JIel BPYYHYIO0 WJIM BBIOOpP OJHOTO M3 TpexX (popMaToB:
0ObIUHBIe, Y3KUe, IIIUPOKUE;

BCTaBKa pa3pbiBa CTPAHUIIHI;

BCTaBKa pa3phiBa pa3fena;

BBIOOP 00J1aCTH MPUMeHeHUs] HACTPOeK CTPAHMITHI
Hymepamus crpanui [Tonnep>xruBaeMbie BO3MOXXHOCTH:

oToOpa’keHHWe U CKPbITHe HyMepalvuy CTPaHUIL;
oTOOpakeHWe HyMepalliy CO BTOPOU CTPaHUIIbI;
HyMepalusi CTPAHUII C YKa3aHHOTI'O0 HOMepa
Pabora c komonTurynamu | [lonnmepxrBaeMble BO3MOXHOCTH:

BCTaBKa M PeIAKTUPOBAHKE KOJIOHTHUTYJIOB

Hacrpoiika [TonnepxuBaemMble BO3MOXHOCTH:
MEK/IyCTPOYHOTr0 YCTAHOBKA MEXJIyCTPOYHOTO WHTepBaJia: OAWMHApPHbIKA, «1,15»,
HHTepBajia MIOJIyTOPHBIW, IBOMHOW;

YCTAaHOBKA IMPOU3BOJILHOTO 3HAUEHHsI MeXIyCTPOYHOI'0 MHTEepBaJa;
W3MeHeHHWe CBOWCTB pa3Mepa MeXAyCTPOYHOTO HHTepBajia: TOYHO,
MUHUMYM U MHOXKHUTETh

HIpudTeI [TopepxuBaeMbie BOBMOXKHOCTH:

nognepxka mpudproB XO Fonts: XO Caliburn, XO Courser,
XO Thames, XO Tahion, XO Oriel, XO Windy, XO Symbol, XO Oriel
Condensed u mpu¢dtoB Cormorant, PT Sans, PT Serif;

noanepxka mpudToB PT Astra Sans, PT Astra Serif;

dopmaTupoBaHHe TeKcTa B cTUie « Bce mpomucHbiey;

WHTEPBAJl MEX/y 3HAKaMH B TeKCTe: pa3pekeHHBIH, YIIOTHEeHHBIH,

OOBIYHBIN
ITonnepxuBaembie [Tonnep>xruBaemMbie BO3MOXXHOCTH:
CHMBOJIBI 0TOOpakeHre CMMBOJIOB (OpMaTHUPOBAHUS
dopmaTrpoBaHHue [TopepxuBaeMbie BO3MOXKHOCTH:
COJIeP:KUMOT0 3aJIMBKa S4YeeK TaOJIUIIbI IBeTOM;

BBIOOP TPOU3BOJIHLHOTO IIBETA 3aJIMBKU ST9eeK TabJTUIIb;
aBTOMAaTU4YeCKas 3aMeHa CHMBOJIA JIBOMHBIX KaBblYeK Ha CHMBOJI
bpaHITy3CKUX KaBbIUEK /ISl PyCCKOTO M (PPAHITy3CKOTO SI3BIKOB;
aBTOMaTU4Yeckoe popMaTUpOBaHHUE CCHUIOK M CIIMCKOB

dopmart mo oopasiy [TopnepxuBaeMbie BO3MOXKHOCTH:

dopmaTupoBaHue o 06pasmy*

* dynkyus docmynHa moabko 0 noab3oBameneti, UCNOAL3YIOWUX BHEWHIOW KaaBuamypy.
Pabora co cnuckamu [TonnepxuBaemMble BO3MOXXHOCTH:

co3/laHie MapKUPOBAHHBIX U HYyMepPOBaHHBIX CITMCKOB;
HOJIZIep>KKa HyMepOBaHHbBIX CIIMCKOB TUna «1.1.1»;
CO3/laHHe CIMCKOB C MapKepOM «—»;
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obbeiiHeHWe JBYX CIMCKOB B pa3HbIX MeCTaX JOKyMeHTa
VTSI TIPOJIOJIKEHUSI BTOPBIM CITUCKOM HyMepalliy MepBoro;

OIeP>KKa KUPWJIMYECKUX CITMCKOB BUAOB «1)a)i)» 1 «a)1)i)»
Pabora co cceutkamu [TonnepxruBaemMbie BO3MOXXHOCTH:

U THIIePCChLIKaMH oTobpaxkeHHe U GOPMATHPOBAHKE CCHIJIOK KaK FMIIepCChIIOK;

mepexo/i 0 CChUTKAM;

BCTaBKa U peJlakKTHPOBAaHKe IMIIepCChIIOK;

BCTaBKa M IpeoOpa3oBaHMe CKONMUPOBAaHHOW B Oydep obOMeHa
TUIEepPCCHIIKY B CCBHIIKY;

IIPOCMOTP TIepeKpPecTHBIX CChUIOK, PaHee J00aBIeHHbIX B JOKYMEHT;
BCTaBKa CCHUIKU HA BbIJIeJIeHHbIN TeKCT IOKyMeHTa;

AaBTOMATUYECKHWH BBHIOOD TPOTOKOJA CCHUIKM B 3aBUCHUMOCTH
OT ee KOHTeHTa

Pabora c uzobpaxkenuamu | [lonnepxrBaeMble BO3MOXXHOCTH:

otobpaxkeHue nzobpaxenuii B popmatax JPEG, JPG, PNG u BMP;
BCTaBKa u3obpaxkennii B ¢opmarax JPEG, JPG, PNG u BMP
U3 aMATU YCTPOUCTBA;

KOIMPOBaHHe M300pakeHUii B TEKCTe;

M3MeHeHHe pa3Mepa U300pakeHUil B TeKCTe;

nepeMelrieHre U300paKeHuH;

yaajieHre n3obpakeHuH;

3arpy3ka Hu300pakeHW TIpU WMIIOPTe JOKyMeHTa CO CBOMCTBOM
o0TeKaHus B TEKCTe;

obTekaHre nM300pakeHU: B TeKCTe, BOKPYT paMK{, CBEpXYy U CHHU3Y,
3a TeKCTOM U Iepe]] TeKCTOM;

MIOBOPOT M300pakeHus;

obpe3aHue U300pakeHus;

BCTaBKa M300pakeHusl C TIOMOIIIbIO PUJIOKEHUSI-KJIIABUATYPHI;
oToOpakeHHe pa3BepHYTHIX MOJT YTIIOM U300pakeHHid;

BCTaBKa paHee CKONMPOBAHHOTO W300pakeHUs] W3 TEKCTOBOIO
WM TaOJIMYHOTO peIakTOPOB;

BCTaBKa M300pakeHusl U3 CUCTeMHOTo bydepa oOMeHa

Pabora ¢ purypamu [TonnepxuBaemble BO3MOXHOCTH:

noJifiepkKa GUryp B IOKyMeHTax;

BKJIaKa «PUTYpBI» HA MTaHEIU HHCTPYMEHTOB;

BO3MOXXHOCTb BBIJIEJIUTh PUTYPY;

M3MeHeHre pa3Mepa ¥ MPONOPIUi GUTYDHI;

M3MeHeHHe PacIioyioXXeHUsl PUTyphI B JOKYMEeHTe;

ynaneHue GpUurypsbr;

YCTaHOBKA CBOMCTB 0OTeKaHUsI GUTYPBI TEKCTOM;

oToOpakeHUe MTOBEPHYTHIX QUTYD;

BbIJIeJieHHe U TlepeMellleHre TIOBePHYThIX GUTYP;

BBIOOP CBOKCTBA 0OTEKaHMUsl TeKCTOM [TI0BEPHYTOU PUTYPHI;
KOIIMPOBaHUe U BCTaBKa GUTYPbI

PaboTra ¢ Tabmumamu [Topnep:xuBaeMble BO3MOXXHOCTH:

B TEKCTe CO3/1aHMe, peJJaKTHPOBaHKe U yJaleHre TabIuIbl;

BbIOOP pa3mMepa TabJIUIIbI U BCTaBKe B JOKYMEHT;

nobaBJieHre CTPOKU WJTH CTOJIOIA K KOHITY TabJTUIbI;

BbIJIeJIeHre BCel CTPOKH, CTOJIOIA WK TaOJIUIIBI IIeJTUKOM;
o0beIMHeHre U pa3jieJieHHe sueek;

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'MHW», 2013-2023 18



MonOdounc

PemakTop Tekcra aisa Android

HM3MeHeHre MIUPUHBI U BBICOTHI CTPOK U CTOJIOIIOB;

BepTHKa/llbHOe  BbIDABHMBAaHWEe  TeKCTa B siueKaX  TaOJIMIIbL:
110 BEPXHEeMY Kpato, 10 TIeHTPY U 110 HIKHEMY Kparo;

KOIMMPOBaHKe U BCTABKa JUalla30Ha sSYeek;

yAaJieHhe COIIeP>KUMOTO siueekK;

HM3MeHeHMe [BeTa 3aJIMBKU g4eeK B TabJIuIe;

HM3MeHeHue I[BeTa U TOJIIMHBI TPaHUI] siYeeK B TaOuIle;

BO3MO>KHOCTD OTJIeJIbHO BBIJIEJIUTh CTPOKY WM CTOJIOEI], CojiepsKalliye
o0BbeIMHeHHbIe TYeMKH B Havalle WK B KOHIle 06/1aCTH TabJIHIIbI;
MIPOCMOTP, BbljIeJIeHWe W PelaKTUpPOBaHWe IOBEPHYTOr'O TeKCTa

B TabOsuIe
MaremaTuueckKue [TopnepxuBaeMbie BO3MOXKHOCTH:
BBIPaXKeHHUsI ob03HaYeHWe MeCTOPACIIOIOXKeHUsI MaTeMaTUYeCKOTO BBIPaXKeHUs

B popmate LaTeX coOTBETCTBYIOMMM 0OBEKTOM B JIOKYMEHTe

PaboTa c mokymenTom
Or.iaBnenue [Tonnep>xruBaeMbie BO3MOXXHOCTH:
CO3/IaHMe U yJjaJIeHHe OTJIaBJIeHHS;
aBTOMaTH4Yeckoe OOHOBJIEHHE OIVIaBIeHUs] B peXuMe peajbHOTo
BpeMeHH;
HaBUTAIMS OT MYHKTA OTJIaBJIeHUs K 3aTOJIOBKY B JIOKYMEHTe;
dopMaTvMpoBaHrWe  OrJlaBlleHHss C  HCIIOJIb30BAaHWEM  CBOMCTB
mpudTa 1 ab3ana
ITouck [Tonnep>xuBaemMble BO3MOXXHOCTH:
MOMCK 10 COJIepXXUMOMY JIOKYyMeHTa C Y4YeToM perucrpa
Y CJIOBA IeJIUKOM;
WCKJIIOYeHHe KOJIOHTUTYJIOB U3 Pe3yJIbTaTOB [TOUCKaA;
TIOWCK C 3aMEHOU
IIpoBepka [Tonnep>xrBaemMble BO3MOXXHOCTH:
opdorpadun/IMyHKTyanuu | MCIIOIL30BaHKe CJIOBaped Ui NpOBepkM opdorpaduy Ha PyCCKOM
Y aHTJIMHCKOM SI3bIKaX
IIpaBku [Tonnep>xuBaemMble BO3MOXKHOCTH:
OTMeHa ¥ BO3BpAaT MCHPABIIEHWM MO OJHOMY [eWCTBUIO 3a IIar
(6ydep «3anmomuHaeT» 50 mocieHUX 111aroB)

PexxuM coBMecTHOH [Tonnep>xuBaemMbie BO3MOXKHOCTH:

padoThI oTobOpakeHHe WH}OpPMAIMKA O APYTMX Y4YaCTHHUKAX IPU COBMECTHOM
pelaKTUPOBaHUMU: UM, 1BeToBas WHIWKAaIUs, BblJleJIeHe
WUCIIpaBJIeHU;

aBTOMAaTHUYeCKOe COXpaHeHWe [IOKyMeHTa IIpA BBIXOAE OT/eJIbHbIX
YYaCTHUKOB PeJIaKTUPOBAHUS U BCeX YUYACTHUKOB;

3aBepllleHrde CeaHCa peJaKTUPOBAHUS IIPU JIMTEJIbHOM OTCYTCTBHUU
aKTUBHOCTH T10JIb30BaTeJIS;

BO3MOXHOCTh TMPOJIOJDKATh PeJaKTUPOBAaHHWE TOC/ie OTKIIFOYEeHUS
OT peXkuMa COBMECTHOM PabOTHI;

BO3MOXHOCTb 33KpBITh JIOKYMEHT I0CJie OTKIIIOYeHUS OT pexuma
COBMECTHOM paboTbl U BepHYThCSI Ha TIOCJIEJIHIOI0 CTpaHUILy
B GaiJIoBOM MeHekepe, C KOTOPOoW paboTal N0JIb30BaTellb

Pabora co cHockaMu [Tonnep>xuBaemMbie BO3MOXKHOCTH:

TMIOJIJTep>KKa IIOCTPAHUYHBIX CHOCOK;

Cco3[jaHue,  pelakTUpoBaHWe, ¢GOpPMATUPOBaHWe U yJajeHue
MOCTPAHUYHBIX CHOCOK B peXuMe OTOOpakeHMsSI JIOKyMeHTa
C IIOCTPAHUYHOM Pa3MeTKOU;
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yaaneHue CHOCKM B  pexume OTOOpakeHUsl  JOKyMeHTa
6e3 NOCTPaHUYHOTO pa3fiesieHHus;

repexo/i OT MapKepa CHOCKH K ee TeKCTY;

oTOoOpa)keHHe  KOHIIeBBIX CHOCOK, CO3[[aHHbIX B  CTOPOHHHUX
pefakTopax®;

pelakTUpOBaHKe TeKCTa KOHI[eBOU CHOCKY;

yJiaJleHWe KOHIIeBOM CHOCKU

Pexxum penieH3upoBaHus [Topnep:xrBaeMble BO3BMOXXHOCTH:

oToOpa’keHWe HCIIpaBJieHWH B JJOKYMeHTaX, COBEpIIeHHBIX B PeXXUMe
3aIlMCH UCIIPABJIeHUN;

MIPUHSATHE, OTKJIOHEeHWe, Ilepexo/i K CleAylolleMy WA BO3BpaT
K MpeJIbIIyIeMy UCIPaBIIeHHUIO;

IIBa pexxuMa OTOOpakeHUst WCIIPaBJIEHUH, COBepIIeHHbIX
I10JIb30BaTeJISIMHU B pexxume 3aIiCH WCIIpaBJIeHUN:
«Hcxomubrii fokymeHT» U «OTOOpaXkaTh UCIIPABIIEHUS;
nepeKJIloueHre peXkuMa 3alliCy UCTIpaBIIeHUH;

bunbTp Mg oTobpakeHHs] OOBEKTOB Ha TaHENM pelleH3UpOBaHUS:
MIPABKH, TeKCTOBbIE KOMMEHTApHH, ayAUOKOMMEHTapHUH

Pabora c [Tonnep>xuBaemMbie BO3MOXKHOCTH:

KOMMEeHTapHUsIMH oToOpa)keHHe KOMMeHTapueB Ha MaHeJIu pelleH3MpPOBaHUS;

yaajeHre KOMMeHTapus;

BCTaBKa HOBOT'O TEKCTOBOI'O KOMMEHTapHUS;

pelakTUpOBaHHe TeKCTOBOI'O KOMMEHTapHs;

yAajieHre KOMMeHTapus;

MoA/Iep>KKa ayIMOKOMMeHTapHueB, CO3JIaHHBIX
B nipuiioxkeHustx MounOduwuc;

3aMuCh U I00aBJIeHHe ayJITMOKOMMEHTApHeB;

BO3MOXHOCTb ~ BOCIPOM3BECTM  WIA  IIOCTaBUTb  HA  MAay3y
ayJIMOKOMMEHTapui;

nepexof K Heo6X0AMMOMY MeCTy 3alliCH [IPY BOCIIPOU3BeIeHUY;
yJlaJieHHe ayJIMOKOMMeHTapueB

ITopnepxxuBaemsble [TonnepxviBaeMble ropsiuvie KJIaBUILIU:
KJIaBHATypHBbIe Shift + Enter — nepenoc cTpoky;
coYeTaHUs Tab — u3meHeHve ypoBHS BIO>KeHHOCTH CITHCKa;

nojiepykka T9, Swype U Apyrux npeMKaTUBHBIX CIIOCOOOB BBOJIA
PaboTa c roroBsIM daiiiom

Ionnepikka onoBemtenuii | [lonnepxrBaeMble BO3MOXKHOCTHU:

yBeZIOMJIeHHe C TMpeJio’KeHHeM BKJIIOYUTb IOCTPAHUYHBIA DPeXyuM

oToOpa’keHUsI JIOKYMeHTa IIpy TIOMbITKE CO3/1aTh U pefaKTHPOBaTh

CHOCKY;

yBeJJOMJIeHWe TIpH TIOTNbITKe BHECTH HW3MeHeHWs B 3alllMIIeHHbIN

dbparMeHT I0KyMeHTa;

yBeJIoMJIeHre 06 aBTOMAaTHUYECKOM 3aBepIleHuU ceaHca

pelaKTUPOBAHUSI

ITeuaTh qOKyMeHTa [Tonnep>xruBaeMbie BO3MOXXHOCTH:

OTTPaBKa JOKyMeHTa Ha 1e4arTh;

yKa3aHue IpPUHTEepa, KOJIMYecTBAa KOIWM, pa3Mepa U OpHEHTaIluu

JIMCTOB, IMara30Ha CTPAHUII JijIs TIedaTy;

OKHO ITpe/IBApUTEJIbHOTO IPOCMOTPA JIOKYMeHTa Iepe]i e4aThio

OOMeH JOKyMeHTaMHu [lopniepxrBaeMble BOBMOXKHOCTH:
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OTIIPABKA KOIIMKW NOKYMEHTd Had I1e4dTb, IIO II04YTe, B MeCCEeHIKephl,
CTOPOHHHE U BHYTpeHHI/Ie* IIPpHUJIOXKeHUs

* ITepeueHb Bapbupyemcs 6 3aBucumocmu om modeau ycmpoticmba

PenakTop Tabmun aina Android

Ob6zee
fI3pIKOBas NOAIePKKa [Tonnep>xuBaemMbie BO3MOXXHOCTH:
JIOKaJIM3allud MHTepdeiica NPUIOXKeHUS Ha PYCCKOM, aHIJIMKCKOM,
¢dbpaHITy3CKOM, MTOPTYTATbCKOM U UCIIAHCKOM SI3bIKaX;
ajanTanys SApa pelakTopa JUIsl WUCIOJb30BaHUS Ha (GPaHITy3CKOM
I3bIKe
PopmaThl JOKYyMEHTOB [Tonnep>xuBaemMble BO3MOXHOCTH IIpY paboTe B ob1ake MoitOduc:
oTkpeiTHe daiioB B dopmarax* XODS, XOTS, XLSX, XLS, XLT,
ODS;
coxpaHeHnure ¢aitsioB B popmaTtax XODS;
akcriopT ¢aiios B popmatsl XODS, XLSX, ODS, PDF

[TonnepxrBaeMble BO3MOXKHOCTH IIPY paboTe Ha YCTPOMCTBe:
oTkpeiTHe ¢aiiioB B dopmarax XODS, XOTS, XLSX, XLS, XLT,
ODS;

coxpanenue ¢aiiioB B popmaTtax XODS, XLSX, ODS;

akcnoptT ¢aros B popmarsl XODS, XLSX, ODS

BO3MOXXHOCTb BBIOpaTh popmar ¢aiiyia mpu COXpaHeHUH JTIOKYMEHTa;
pabora ¢ daisiamu B ¢dopmare Google Sheets npu mnoaxIOUeHHN

Google Drive
* Jlnsa pabomu! ¢ patinamu 6 popmamax XLSX, XLS, XLT, ODS mpebyemcs npedBapumensHas
KoHBepmauusi.

PaﬁoTa B YaCTHOM HOI[)Iep)KI/IBHEMBIe BO3MOXHOCTH.

obake® COXpaHeHHe JOKyMeHTa B MOoAKIto4eHHOM obake MonOduc;

co3laHue KOIMKHU JOKyMeHTa, COxpaHeHHOro B obiake MounOduwuc;
CO3/1aHHe KOIWU U 3KCHOPT B pexkxuMe «Tombko uTeHue» it GailyioB
u3 obnaka MouOduwuc;

neyatb aisioB B pexuMe «Tosbko dreHwe» s GalioB
u3 obaka MouOduwuc;

BO3MOXXHOCTh aBTOPHU30BAaThCsl W paboTaTh B TMpedbiayllell Bepcru
npoaykra «MoitOduc YactHoe O6mako 2»;

yBeZIOMJIeHHe O 3allpeTe COXPaHEHHs OIpelleJieHHbIX THUIOB ¢aitioB
B obnako MoiOduc c nomoupio GyHKIUMN «COXpaHUTb Kak» IIpU
HaJIMYMM COOTBETCTBYIOIIEIO OTpaHWYeHHs OT aJMUHUCTpaTopa

CUCTeMbl
Hammucarsb [Tonnep>xuBaemMbie BO3MOXKHOCTH:
pa3paboTynkam BO3MO>XHOCTb OTIIPAaBUTh OT3bIB (OOPATHYIO CBSI3b) O MPUIOXKEHUH;

BO3MOXXHOCTb COIIPOBOJIUTH OOpallleHre CJIefyIoUMMH JaHHBIMU:
IIOKyMEHT, OT4eT 0 paboTe NpuioxeHus, nHopmalusi o6 yCTpOMCTBe
Y CHUMOK 9KpaHa
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CnpaBOYHBIH IEHTP

CnpaBoyHast “HGOpPMaIMs 0 paboTe B IPHUIOXKeHUH

HOHI‘OTOBKa JOKYMEHTAa

Pabora c noxymenTom

[TonnepxvBaemMble BO3MOXKHOCTH:

MOJIZIePKKA JJOKYMEHTOB, He COJIepKaIl[uX BUJUMBIX JIUCTOB;
aBTOMAaTHYECKOe COXpaHeHHe U3MeHeHUH TIPY peIaKTUPOBAHUH;
BO3MOXXHOCTb BEpPHYTbCS K TIOCTelHeHd TMO3WIMKM U MacITaby,
Ha KOTOPBIX TaOIUYHBIA JOKYMEHT ObLJT 3aKPHIT B ITPOIILIBINA pa3¥;
mepexo]l U3 peXkrMa IMPOCMOTPa B PeXXKM peIaKTUPOBaHUS JOKYMeHTa
Ha)kaTueM Ha UKOHKY «Kapanmarm

*IIna coxpaneHus nosuuuu mpebyemcs KoH6epmupoBams dokymenmbl u3 obaaka MotiOduc.

Pa0ora ¢ mabsionamu

[MonnepxvBaemMble BO3MOXKHOCTH:
nojijiep>kka 1mabsioHoB B popmate XOTS;
CO3/IaHre HOBOTO JIOKYMeHTa Ha OCHOBe IIabJIoHa

Pa6ora ¢ iucramu

HOJI)Iep)KI/IBaEMI)Ie BO3MO>XHOCTH:
)106aBJ'IEHI/Ie JINCTOB U UX yJadJIeHHe,
CKpbITHE 1 OTOﬁpH)KEHI/Ie JINCTOB;
Hn3MeHeHHe Ha3BaHHW JINMCTa Ta6J'II/II_[bI;
CO31daHue JIY6JII/IKaTa JINCTA Ta6JII/IIIbI

Tab0/MuHbBIA CTHIL

[TompnepxuBaeMbie BO3MOXKHOCTH:

¢dopmaTrupoBanus MOJIZIepXKKAa TaOJMYHOTO CTWIsSE GOpMAaTHUPOBAaHUS B JIOKYMEHTaX,
ecJId Takve 0OBeKTHI yXKe COJIepXKaJiuCh B HeM;
oTobpakeHHe (pOopMaTUPOBAHUS TAOJINII;
paboTa ¢ GUIbTpaMu ¥ COPTHPOBKOM JTAHHBIX B TaOJIUIIAX;
KOMMpDOBaHWe, BbIpe3aHWe M BCTaBKa C COXpPaHeHWeM CBOWCTB
dopmarrpoBanus 06aCTh JAaHHBIX, K KOTOPOM MpUMeHeH TaOJInIHbIN
CTWIb HGOPMATUPOBAHUS, IIEJTMKOM

HIpudprer [Tonnep>xruBaemMbie BO3MOXKHOCTH:
nognepxka mpudproB XO Fonts: XO Caliburn, XO Courser,
XO Thames, XO Tahion, XO Oriel, XO Windy, XO Symbol, XO Oriel
Condensed u mpudToB Cormorant, PT Sans, PT Serif;
noanepykka mpudToB PT Astra Sans, PT Astra Serif;
BbIOOp mipudTa, pasmepa MmpUdTa, HayepTaHUs (MOJIYKUPHBIH,
KYDPCHUB, HOTYEPKHYTHIM, 3a9€PKHYTHIM, TOACTPOYHBIM, HAACTPOYHBIN)

dopmarupoBaHue [TonnepxruBaeMbie BO3MOXXHOCTH:

COIepPKUMOr0 BbIJIeJIeHWe OT/IeJIbHOU siYeliKy, Ihara3oHa siueekK, psijia v KOJIOHKY;

CKpBITHE CTPOK M CTOJIOIOB;

o0be[JUHeHre U pa3fieieHre s9eek;

dbopmarvpoBaHre IBeTa, TWNA W TOJIIWHBI TpaHUI] sSYeHKHU
WJIK IMara30oHa g4eex;

BepTHKaJbHOE  BbIpaBHMBaHME TeKCTa B  s4elKax  TabOJIMIBL:
10 BepXHeMy Kpato, I10 [JeHTPY Y 10 H’KHeMY Kpalo;

FOPU30HTAJIbHOe BLIPDABHUBAHWe TEKCTa B peXxuMe pedaKTUPOBAHUS
A4YeMKU: 110 JIeBOMY Kparlo, 110 LIeHTPY, I10 IIPaBOMY Kparo, 110 IIHUPUHE;
V3MeHeHHe IBeTa 3aJIMBKU sYeeK B TaOulle;

BbIOOP NPOM3BOJILHOTIO [1BeTa 3aJIMBKU STYeMKH;

[IepeHOC TeKCTa B gUeiKe;

peflaKTUpOBaHUe YaCTU COLEPKUMOr0 SYeUKH,

KOIIMPOBAHKe U BCTaBKa [Uala30Ha sg4eek;

oTobpakeHe Pa3BepHYTOIO MOJ] YIJIOM TeKCTa;

aBTOMAaTU4YeCKOe  yBeJlMUYeHMe INWPUHBI  CTOJI0LIA TP BBOJE
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Wi GopMaTHPOBAHUM YUCIIOBBIX JAHHBIX B COOTBETCTBHH C Pa3MepoM
COJIEP>KMMOTO ~ sIYeHKH, eCliM [I0JIb30BaTellb paHee He yKasal
GUKCUPOBAHHYIO IUPHUHY CTOJOIIA;

BO3MOXXHOCTb OT/IeJIHO BBIIJIUTH CTPOKY WM CTOJI0ell, cofepiKaliiye
obbeMHEeHHbIE SYEMKW B Haudajie WM B KOHIle paboued o6jacTv
JIUCTA;

BO3MOXXHOCTh TPOJIUTHb PSAbl JAHHBIX [IJI1 KOPOTKUX M IIOJHBIX
dopMaToB IHEW Heleld U MecslleB Ha PYCCKOM, aHIJIMKMCKOM
Y PPaHITy3CKOM SI3bIKAX;

BO3MOXXHOCTb TIPOJIJTUTE PSIJIbI TAHHBIX B BUjie « TeKCT v 9uciio;
BO3MOXKHOCTh BBIOpATh CJIOBA U3 MPeJIOKEHHBIX BADUAHTOB B BepxXHeH
YaCTH KJIABUATYPHI IIPH BBOJIE TEKCTA B TYCHKY

dopmaThl JAaHHBIX [Tonnep>xuBaemMbie BO3MOXKHOCTH:
YUCI0Bble POpPMaThl — OCHOBHOM, ITPOLIEHTHBIN, YMCIIOBOM, TEKCTOBBIH,
JIeHeXXHbIN, (puHaHCOBBIN, JarTa, BpeMs, JIPOOHBIHN

Y OKCIIOHEeHIIUAJIbHbIN;

HACTPOMKa YUCIIOBBIX POPMATOB;

npuMeHeHre (GOpMaTUpPOBaHUsl K siueliKe B peXXuMe pelaKTHPOBaHUS
ee COep>KMMOro

Pab6ora ¢ popmynamu [TopnepxruBaeMble BO3MOXXHOCTH:

orobpaxkeHWe crnucka ¢GopMysal M TOJCKAa30K IpU  BBOJE
Y pelaKTUpPOBaHUU GOPMYT;

oToOpakeHUe OCJIeJTHUX MCIOJIb30BAaHHBIX QYHKITUH;

MOUCK 10 GYHKITUSIM U UX TIOJPOOHOe OMKUCaHKe;

BblJleJIeHHe CHHTaKcrca GopMyJl Pa3HbIMU I[BeTaMU;

MOJITIePKKA CChIJIOK HA STYEHKHU U IMATla30HbI;

nepecydet, 00pab0TKa OMUOOK BHIYMCIIEHUH;

MOJITIePKKA BIIOXKEHHBIX QYHKITHIA;

aBTOMaTh4yeckoe 0OHOBJIeHHe POPMYJI U UX OIHMCAHUS;

BbIJIeJieHHe IIBeTOM MMEHOBAHHBIX JTUAla30HOB;

BbileieHWe ~ 00JlaCTh  JIaHHBIX ~ MMEHOBAHHBIX  /MAlla30HOB
COOTBETCTBYIOIIMM JIMANa30Hy IBETOM B peXHMe pelaKTHPOBAaHHUU
dbopmyJIb;

MOJITIep>KKA pervoHabHBIX CBOMCTB pa3fesiuTelis Yucell B apryMeHTe
kojia dopmata dynknuu TEKCT

Pabora ¢ amarpammamu [Tonnep>xrBaeMbie BO3MOXXHOCTH:

oToOpa’keHWe JIByMepHBbIX TuarpaMm [ijisi JOKYMEHTOB, 3arpy>KeHHBIX
C KOHBepTaInyen Bo BHyTpeHHUI ¢popmar XODS;

MoJIJIepykKKa TUCTOTPaMM U JIMHEHMYaThIX JIMarpaMM: C TPYIIUPOBKOM,
C HaKOIJIeHUeM, HOPMUPOBaHHAsI C HaKOIUIeHHEeM;

MOJIJIepkKKa rpaduKoB: CTaH/ApTHBIH, C HaKOIJIEHHEM,
HOPMHPOBAHHBIM C HAKOIUIEHWEeM, CTaHJApTHBIA C MapKepaMu,
C HaKOIUIeHWeM W MapKepaM{, HODPMHPOBAHHBIA C HaKOIIJIEHUEM
Y MapKepamu;

HOJIIep)KKa JIharpaMM C 00JIacTsIMHM: CTaHAApTHAs, C HaKOIUIeHHEeM,
HOPMHPOBAHHAsI C HAKOIUIEHHEM;

MO/IJIep>KKa KPYTOBBIX IMarpam;

orneparuu «BoiaenuTtey U «Y JanuTh» IUarpaMmy;

nepeMeltieHre uarpaMmbl;

v3MeHeHHe THIIa IMarpaMMBbl;
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M3MeHeHHe 00JIaCTH UCXOIHBIX JIAHHBIX TUarPaMMBI;

M3MeHeHHe Pa3MepoB IMarpaMMbl

PunbTpanusa JaHHBIX [TonnepxvBaemMble BO3MOXKHOCTH:

nprMeHeHre GUIbTPA K BbIJIeJIeHHON 00/1acTy;

BBIOOP OTHOTO WJTK HECKOJIBKUX 3HAYEHHH U1 IPUMEeHeHusT QUITbTPa;
BbIJIeJieHHe BCeX JOCTYTHbIX 3HAaYeHUH;

npuMeHeHre GUIIbTpa ellle pa3, BIOPaB JIPYTYIO 00J1aCTh;

TIOUCK T10 IOCTYIIHBIM 3HAUeHHUsIM JIJisl IpUMeHeHust pUIbTpa
CopTHpOBKa JaHHBIX [MonnepxvBaemMble BO3MOXKHOCTH:

COpPTHPOBKA siYeeK B BbIJIeJIeHHOW 001acTy;

COPTUPOBKA siYeeK 10 BO3pPaCTaHUI0 U YOBIBAaHWIO 3HAYEHHH,
1o andaBUTy U B 06paTHOM HalpaBJIeHUH;

pYMeHeHre COPTUPOBKY ellle pas;

TIOUCK T10 IOCTYIIHBIM 3HAUYEeHHUSIM JJIsl CODPTUPOBKH JIAHHBIX

YcnoBHoe [Tonnep>xruBaemMbie BO3MOXKHOCTH:

¢dopmarupoBanue oToOpaxkeHue YCJIOBHOTO dbopmatrpoBaHus B sTYerKax
11st noKyMeHTOB dopmata OXML

CBogubIe Ta0IHIBI [Tonnep>xruBaeMbie BO3MOXXHOCTH:
0TOOpaKeHHe CBOIHBIX TaOJIMIT

Pabora co cceiikamMu [Tonnep>xruBaeMbie BO3MOXXHOCTH:

oTobpakeHue cchiiok B ctuiie R1C1;
BCTaBKa CCHUIKY Ha BblJIeJIEHHBIN TEKCT JOKYMEHTa;
aBTOMATUYeCKHWi BbIOOD TPOTOKOJA CCHUIKM B  3aBUCHUMOCTHU
OT ee KOHTEeHTa
Pabora c uzoopaxkenuamu | [lonnepxrBaeMbie BO3MOKHOCTH:
oToOpakeHUe U306pakeHu;
noanepxxka ¢opmatoB PNG, JPG, JPEG, BMP;
BblfIeJieHue U300pakeHuH;
yaajieHre n3obpakxeHuH;
M3MeHeHHe pa3Mepa U300pakeHMUit;
nepemelrieHre U300pakeHusl;
oTOOpakeHHe pa3BepHYTHIX MOJI YTIIOM U300pakeHMit;
BCTaBKa M300pakeHus U3 MaMsITH YCTPOUCTRa;
BCTaBKa paHee CKOMMPOBAHHOTO M300pakeHUs] U3 TEKCTOBOIO
WM TaOJIMYHOTO pe/IakTOPOB;
BCTaBKa M300pakeHusl U3 CUCTeMHOTo bydepa obOMeHa
Pabora ¢ purypamu [TopnepxuBaeMbie BO3MOXKHOCTH:
nojifiep>kka GUryp B IOKyMeHTaXx;
BKJIa/ika «PUTypbI» Ha MMaHeJId UHCTPYMEHTOB;
BO3MOXXHOCTb BBIJIEJIUTH PUTYPY;
H“3MeHeHre pa3Mepa U IPOIOPIUU QUTYPHI;
M3MeHeHHe PacIoyioKeHUs PUTYphI B JOKYMEeHTe;
yaajleHre QUrypsl;
oTOOpa’keHHe MOBEpHYThIX GUTYD;
BbIJIeJIeHHe U TiepeMellleHre TOBepHYThIX QUTYP;
KOIMPOBaHKeE U BCTaBKa GUTYP

PaboTa c gokymeHnToM
ITouck [Tonnep>xruBaeMbie BO3MOXXHOCTH:
MIOMCK TI0 COJIEP>KUMOMY JOKYMEHTa;
MIOKCK C YYeTOM PerucTpa  CJIoBa IeJIMKOM;
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MTOMCK Ha TEKYIIEM JIUCTe WK IO BCEM JIUCTaM;
TIOUCK C 3aMeHOM
IIpaBku [Tonnep>xuBaemMbie BO3MOXKHOCTH:
OTMEeHa ¥ BO3BpaT MCHPABJIIEHWM MO OOHOMY [eWCTBUIO 3a IIar
(bydep «3amomunaeT» 50 mocaegHUX IIaroB)
Pexum coBMecTHOM | [loanepxruBaeMble BO3BMOXXHOCTH:
padoTsI oTobOpakeHHe WH}OpPMAIMKA O APYTMX Yy4YaCTHHUKAX IPU COBMECTHOM
PeIaKTHPOBAaHUU: MM, [IBETOBAsi UH/IMKAIIKs, BbIJleIeHHe siueek;
aBTOMAaTHUYeCKoe COXpaHeHHe JIOKYMeHTa IIpH BBIXOIEe OTIeIbHBIX
YYaCTHUKOB PeJIaKTUPOBAHUS U BCEX YYACTHUKOB;
3aBepilleHre CceaHCa peJaKTUPOBAHUS TPU JJIUTEJILHOM OTCYyTCTBUHU
aKTUBHOCTHU TOJIb30BATeJIs;
BO3MOXXHOCThH TPOJIOJDKUTH  Pe/IaKTUPOBAHHE II0C/e OTKITIOYeHHSs
OT peXkuMa COBMeCTHOM pPaboThI;
BO3MOXKHOCTh 3aKpbITh JIOKYMEHT TII0CJie OTKJIIOUeHHs OT pexuma
COBMECTHOM paboTbl U BepHYTbCSI HA IIOCJIEJIHIOI0 CTpaHUILy
B alisIoBOM MeHeKepe, C KOTOPOM paboTall M0JIb30BaTellb

PaboTa c roToBbIM daiiyiom
ITopnepxka omoBemenuii | [lonnepxrvBaeMble BO3MOXXHOCTH:
yBeJloMJIeHre 00 aBTOMaTHU4YeCKOM 3aBepIlleHuU ceaHca
pPeIaKTUPOBaHUS
ITeuaTh qOKyMeHTa [TopnepxruBaeMble BO3MOXXHOCTH:
OTTIPAaBKa 3JIEKTPOHHOM TaOJIUIIBI Ha TIeYaTh;
yKa3aHue IIpUHTepa, KOJIMYecTBAa KOIWM, pa3Mepa U OpHeHTaluu
JIUCTOB, IAIa30Ha CTPAHUII JIjIs TIeYaTH;
CKPBITHE CeTKH MeXAy suelKaMU IIPU [1eYaTy;
BbIOOp 0OjacTH TleyaTH: BbIOpaHHass o00JacTh, TEKYIIUHA JIKCT,
BCe JIUCTHI;
3aJlaHye TIOpsiJIka BBIBOJIa CTPAHMII HA Tle4aTh: BIPABO, 3aTeM BHU3
Y BHU3, 3aTeM BIIPaBO;
pe/IBapUTEJIbHBIN ITPOCMOTP JIOKYMEHTA Tepej] evaTbio
OOMeH JOKyMeHTaMHu [TopnepxuBaeMble BO3MOXXHOCTH:
OTTIPaBKa KOIHUU JJOKyMeHTa Ha Te4aTh, 110 TIoYTe, B MeCCeH XKepHhl,
CTOPOHHUME ¥ BHyTpPeHHUe* MpuioKeHus

* [IepeueHb Bapbupyemcs 6 3a6ucumocmu om modeau ycmpoticméa.

PenakTop npe3zenrtanuii 1 Android

Oo1ee
SI3pIKOBas MOIIEPIKKa [TonnepxruBaeMbie BO3MOXKHOCTH:
JIOKAQJIM3allid Ha PYCCKOM, AaHIJIMMCKOM, HCIIAHCKOM, (GpaHIy3CKOM
Y TIOPTYTAJIbCKOM SI3bIKaX
dopmaThl JOKYyMEHTOB [TomiepxkuBaeMble BO3MOXHOCTH TIpU paboTe B 06itake MouOdwuc:
npocmoTp daiioB B dopmarax XODP, PPTX, PPT, POT, PPS, ODP;
penakTrpoBaHue daiioB B dopmate XODP;
coxpaHeHue ¢arnos B popmare XODP;
skcnopt ¢annoB B popmatel XODP, ODP, PPTX, PDF;
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BO3MOXKHOCTh TIOJIelTUThCSl Komuer daina B popmatax XODP, ODP,
PPTX, PDF

[TonnepxvBaeMble BO3MOXKHOCTH IIPY paboTe Ha YCTPOMCTBe:
npocMoTp daiioB B popmarax XODP, ODP, PPTX;

penaktrpoBaHue ¢aitsioB B popmatax XODP, ODP, PPTX;
coxpanenue ¢aitsioB B popmate XODP, ODP, PPTX;

akcnoptT ¢amnos B popmarsl XODP, ODP, PPTX;

BO3MOXKHOCTh TIOJIelIUThCSl Komuel daina B popmatax XODP, ODP,

PPTX
Pabora B gyacTtHOM | [lognepxuBaemMbie BO3MOXXHOCTH:
obnake® yBeJJOMJIeHHe O 3allpeTe COXPaHeHWs OIpe/leJIieHHbIX THIOB (ailyioB

B obsako MoutOduc ¢ nomorpio pyHkIu «CoXpaHUTh Kak» IpU
HaJIMYWU  COOTBETCTBYIOIIETO OTPAaHUYEHHUS OT aJMUHHCTPATOpPa
CUCTEeMbl
CuopaBka [Tonnep>xruBaeMbie BO3MOXXHOCTH:
IIPOCMOTP CIPaBKU Ha PyCCKOM, GPAHIIy3CKOM M UCIIAHCKOM $I3bIKAX;
OoTHpaBKa 0OpaTHOM CBSI3U

IloaroroBKa JOKYyMEHTOB
Pabora c nokymeHnTomM [Tonnep>xruBaeMbie BO3MOXXHOCTH:
OTKPBITHE CYIIeCTBYIOIIEro IOKyMeHTa;
OTKPBITHE CYIIeCTBYIOIIEro IOKyMeHTa 6e3 CIaiijIoB;
OTKpbITHE JOKYMEHTAa U3 CIIMCKd HeldBHHUX JJOKYMEHTOB,;
CO3/IaHMe TIPe3eHTAI|H C TIOMOIIbI0 KOHTEKCTHOTO MEeHIO, BBI3BAHHOTO
JOJITUM HaXkaTHeM Ha MKOHKY MPUJIOKeHHs Ha pabodeM CToJie;
CO30ldHMe KOIIMKU [JOKyMeHTa IJId H&HI)HQIZIHGI‘O pPeaaKTHUpOBaAHHWA
B o6smake MouOdwuc;
COXpaHeHHWe JIOKyMeHTa Ha YCTPOWCTBO, eCJii  OTCYTCTBYeT
BO3MOXKHOCTb COXpaHeHUs B 00J1ake;
BO3MOXXHOCTh OTMEHSITh/TIOBTOPSITh 1IeWCTBHS;
BO3MOXXHOCTb YKa3aTh UMsI HOBOTO JIOKYMEHTa;
BO3MOXXHOCTb BEpHYTbCSI K IMOCJIeJHEMY IPOCMOTPEHHOMY CJIaify,
Ha KOTOPOM ITpe3eHTalusl Obljla 3aKpbITa B MOCTIEHUM pa3¥;
nepexo]] U3 pexxuMa IPOCMOTpa B PEXXUM peJaKTUPOBAHUS JOKYMeHTa
HakaTheM Ha MKOHKY «Kapanmamm

*Ilna coxparenus nozuuuu mpebyemcs Kon6epmupoBams dokymeHmst u3 obaaka MoiiOduc.
PaboTa co ciaiimzamu [Tonnep>xruBaemMbie BO3MOXKHOCTH:

COBI[aHI/Ie/ yaajieHrne HOBOI'o cllaupaa;

CO3JaHMe ClIakufa C MaKeTOM 110 YMOJT9aHHUIO;

CO3JaHMe cliauaa C BbI6paHHbIM MaKeTOM;

M3MeHeHre MaKeTa CJIaua;

BO3MOXXHOCTb ,I[y6J'[I/IpOBaTb CIam/;

BO3MOXXHOCTb BBIPEBEITB/ KOHI/IpOBaTb/ BCTaBUTb CJIAM[I;

3aJIMBKa (l)OHa cllanaa I/I306pa)KEHI/IEM W IIBETOM;

H3MeHeHHe II0pAaKa CJIAaHJI0B C IIOMOIIIbI0 KOHTEKCTHOI'O MEHIO
Pa0OoTa c TekcToMm Ho;mepxmBaeMme BO3MO>XHOCTH:

BBO/I TeKCTAd B TeKCTOBOe II0JIe, (l)I/II‘ypy, T86HI/IHy JZ0)1%1 H306pa>1<eHHe;
(1)0pMaTI/IpOBaHI/Ie BBeJleHHOI'0 TeKCTa,

dBTOMATH4YeCKds 3dMeHd CHMMBOJId nec]mca CHMMBOJIOM CpeJHero THpe;
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aBTOMAaTHU4ecKasl 3aMeHa JIBOMHBIX KaBbluek Ha PppaHITy3CKHe KaBbIUKH;
aBTOpOpMaTUPOBaHHE TUIIEPCCHUIOK;

BO3MOXXHOCTb TIepeWTH 110 CChIJIKe, U3MEHUTh/yIalIUTh CChUIKY;
yZajieHre OHOTO WM HeCKOJIbKUX CHMBOJIOB WM pparMeHTa TEKCTa;
BO3MOXXHOCTb BbIpe3aTh, KOIIMPOBATh U BCTABUTH TEKCT

c coxpaHeHueM bopMaTHUPOBAHUs

dopmaTupoBanue Tekcra | [logaepxrvBaemMble BO3MOXXHOCTH:

“3MeHeHue pUdTa TeKCTa;

H“3MeHeHue pa3Mepa IIprUdTa TeKCTa;

V3MeHeHHe HavyepTaHUs TeKCTa (T10ITy>KUpHBIH, KypCHUB,
[IOAYepPKHYTLIM,  3a4epKHYTbIA,  HAACTPOYHBLIM,  IIOACTPOYHBIN,
BCe 3arjlaBHbBIR);

v3MeHeHHe MeXOyKBeHHOTO WHTepBajia TeKCTa (yMeHbIIeHHBIH,
HOPMaJIbHBIN, YBEJIMYEeHHbIN);

M3MeHeHHe I[BeTa MpUdTa BCEro TeKCTa;

BbIJIeJIeHHe TeKCTa I[BeTOM;

BbIDAaBHMBaHUe TEKCTa 10 TOPU3OHTAIM B QUType IO JIEBOMY Kpalo,
Mo IeHTPy, 10 TIPaBOMY Kpalo, TI0 IIIMpPUHe, PaBHOMEPHO
BHYTPU 0OBEKTA;

BbIpaBHMBaHWE TeKCTa II0 BepTHUKaIW B ¢urype Mo MeHTpy,
110 BepXHeMYy Kparo, 110 HIKHeMY Kparo;

yBeJIm4eHre/yMeHbIlIeH!e OTCTYIIOB;

VM3MeHeHHe WHTepBajJloB U OTCTYNOB JJjisi ab3aieB (mepBasi CTpOKa,
OTCTYT CJIeBa, OTCTYII CIIPaBa, MHTepBaJl 10, UHTepBaJl 110CIe);
M3MeHeHre MexxcTpouHoro uarepsana (1, 1.15, 1.5, 2)

Pabora co cnuckamu [Tonnep>xruBaemMble BO3MOXXHOCTH:

oToOpaxkeHUe/106aBIeHNE MapKHUPOBAHHOTO, HYMepOBaHHOT'O
WM CMEIIaHHOTO CITHCKA;

BO3MO)XHOCTb U3MEHUTh THII CyIIIeCTBYIOIIEro CIKCKa

PaboTa c Tabnunamu [Tonnep>xuBaemMble BO3MOXXHOCTH:

BCTaBKa/peJJakKTHPOBaHKe TabIIUIbI;

BO3MOJKHOCTbh 33JlaTh KOJIMYECTBO CTPOK/CTOJIOIIOB TaO/UIIBI TIepes
ee BCTaBKOM Ha CJIaMf;

BO3MOXKHOCTb 3a/laTh IIBET, TUI JIMHUM U TIO3UIIMI0 TPAHUIl SYeeK
B Tabnuiie;

pelaKTHpPOBaHUe TEKCTa siueek B TabiuIe;

¢dopmaTrpoBaHUe TeKCTa B STYeKaxX TaOJIUIIbI;

BO3MOXHOCTb  KOIMPOBaTh, BbIpe3aTh WM  BCTaBUTb  TEKCT
B siueiiKe TabIIUIIbL;

BO3MO>KHOCTb OUUCTUTH COTIEPXKUMOE STUEeeK;

BbIJIeJIeHUE STUeeK;

BO3MOXHOCTb  BBIIEIUTh  SfYeWKYy KaK Juana3oH W OTKPBITh
KOHTEKCTHOe MEHIO 10 HakaTHI0 Ha sYelKy, KOorja B Hell CTOUT
Kypcop;

M3MeHeHHe IUPUHBI U BBICOThI CTPOK/CTOJIOIOB;

nobaBiieHNe U yiajlieHre CTPOK U CTOJIOIOB;

3aJIMBKA siYeeK IIBeTOM WU U300paKeHHeM;
obbeIMHeHre/pa3be/IMHEeHNe STUeekK;

BO3MOXXHOCTb BbIpe3aTh/KOMMPOBATH/BCTABUTDH TAOJIHILY;

yaajeHye TabJIuIlbl;
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nepemeltieHre TabIUIbl BIiepe//Ha3asl, Ha MiepeHU/3aJHAH TUIaH;
V3MeHeHN! pa3Mepa TabJIuIbl C COXpaHeHHeM IIPOIopIvH U be3;
nepeMelrieHre TabJIUIIbI 110 CJIANAY;

IIPOCMOTP, BBIJIeIeHWe U peJaKTHpPOBaHHWE MOBEPHYTOrO0 TeKCTa
B TabmuIe

Pabora co cchuikamu [Tonnep>xruBaeMbie BO3MOXXHOCTH:

BCTaBKa CCHUIKU HA BbIJIeJIeHHbIN TeKCT JOKYMeHTa;

aBTOMATUYECKUN BLIOOD TMPOTOKOJIA CCHUTKA B 3aBUCHUMOCTH
OT ee KOHTeHTa

Pabora c uzoopaxkenusamu | [lonnepxrBaeMble BO3MOXXHOCTH:

oTobOpakeHHe U300pakeHus B Bujie poHa PUTypsl Ha Cilaiijie;

BCTaBKa QUIyphl C U300paXkeHreM Ha CIIai[;

nepemertieHre GUTYpsI C GOHOM B BUJle M300pakeHUs TI0 CIIany;
r3MeHeHHe pa3Mepa GUrypsl ¢ GOHOM B BHle U300paXkeHus

C COXpaHeHHeM ITPOTOPIUH WK 6e3 CoOXpaHeHUs TIPOIIOPIIHA;
ynaneHue GUrypsl ¢ GoOHOM B BUJle U300pakeHNUs;

BCTaBKa M300pakeHus M3 CUCTeMHOro bydepa ooMeHa

Pab6ora ¢ purypamu [Topnep:xruBaeMble BOBMOXXHOCTH:

BCTaBKa TeKCTOBOTO I10JIS;

V3MeHeHHe pa3Mepa QUIypbl C COXpaHeHHMeM Wi 0e3 COoXpaHeHHs

[IPOIIOPIIUA;

BO3MOXXHOCTh BBIOpATh THII buryps
Y BCTaBUTh/BbIPE3aTh/KOMMMPOBATH/ YIAIUTh GUTYDY;

3ar0JIHeHUe BHYTpeHHeH obiactu durypsr I[BETOM

WK U300pakeHreM;
peaKTHpOBaHUe 1[BeTa, TOJIIIMHBI U THIA TPAHUILIBI QUTYD;
nepemelrieHre GUIypbl WK IPYIIILI GUIYP 1O CIANuAY;
nepemeltieHre GpUIypbl Ha OAIUH YPOBeHb BIlepe]l/Ha3aji OTHOCUTEJIbHO
IPyroro o0beKTa;
pa3MelileHre GUTYpHI Ilepeji/3a OCTAJIbHBIMUA 00'beKTaMu
Orobpakenue [Tonnep>xuBaemMble BO3MOXXHOCTH:
COJIep:KUMOr0 yBeJInueHre/yMeHbllleHre MacIiTaba Cjanuos;
oToOpa’keHHe UMEeHH JIOKYMeHTa B ITaHeJId HaBUTalluu;
nepexoj K cjefyrlleMy/pedblIylleMy Clanay Npe3eHTaluy;
aBTOMaTHUYeCcKoe M3MeHeHHe OPHUeHTAIlH CTPAHUITbI
C IOPTPEeTHOU Ha JIaHAMA(PTHYIO U HA000POT
HdeMoHCcTpamusa [TopnepxuBaeMbie BO3MOXKHOCTH:
npe3eHTaluHu pPy4YHOe BOCIIPOM3BeleHre TTpe3eHTallly;
3aIlyCK TaiMepa JIMTeJIbHOCTH MTOKa3a JIeMOHCTpaIlvH;
BO3MO>XHOCTb BepHYTbCSl B HA4aJIO IIpe3eHTallly;
BO3MO>KHOCTb 3aBEPIIUTDH JeEMOHCTPAIIUIO
Mectbr [TopnepxruBaeMble BO3MOXXHOCTH:
HaBUralysd MeXAy CllanflamMu;
nepemeltieHre GUryphbl IOJITMM HaXKaTheM

PaboTa c rOTOBBIM IOKYMEHTOM
ITeuaTs qOKyMeHTa [TopnepxruBaeMble BO3MOXXHOCTH:
nevyaTh JIOKYMeHTa;
IIpe/IBApUTEeJIbHBIN ITPOCMOTP Mpe3eHTaluu Iiepe]] 1e4aThlo;
HM3MeHeHre HaCTPOoeK 1nedatu B okHe «[lapaMeTpsl cTpaHUIIbI»;
BLIOOD MPHHTEpA IS IIevaTH Wi rnedaTtsb B dopmate PDF;
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I[BeTHAsl WIXA YepHO-6etas rmevarh;

BBIOOp pa3Mepa Oymaruy;

BBIOOD OpPHEHTAITUH CTPAHHIIBI;

BO3MOXKHOCTD 3aaTh KOJIMYeCTBO KOIIMM JIJis IIeYaTH.

BBIOOp HEOOXOJMMBIX CTpPAHUI| Il TMedaTd (BCe WKW OTHelbHbIe
HOMepa/AnanasoH);

1evyaTh JOKYMeHTa C IBYX CTOPOH
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Oo1ee
SI3pIKOBast MOIEPIKKa [TomnepxuBaeMbie BO3MOYKHOCTH:
JIoKaNiM3anuyd uHTepderica MPUIOXKEeHUs Ha PYCCKOM, aHTJIUHACKOM,
(bpaHIy3CKOM, IOPTYTaIbCKOM U MCIIAHCKOM S3bIKaX

Ilonnepikka [TopnepxuBaeMbie BO3MOXKHOCTH:
YCTPOJCTB/2eCTOB ooicTpble peiictBus st ycrpoiictB ¢ 3D Touch, koTopeie MoxHO
M HaBHTalusa COBEpIIUTh Ha CTAPTOBOM OJKpaHe YCTPOMCTBA: CO3[laThb HOBBIU

IOKYMEHT, CO3[IaTh HOBYIO TabJIHITy, OTKPBITh MOCIeIHAN JOKYMEHT;
CO3/JaHMe HOBBIX JOKYMEHTOB B JIOKAJIbHOM XPaHWIHIIE YCTPONCTBA;
BUPTYaJIbHBIN Tpeknas it ycTpoicts ¢ 3D Touch;

CHUCTEMHBIM BUJDKET, B KOTOPOM OTOOpa)kaeTcsl CIMCOK IOCIeHUX
OTKPBITBIX IOKyMEHTOB U3 MaMsTH YCTPOWCTBA;

IO/ /Iep>KKa COBMECTUMOW BHeIIIHel KIIaBUaTyphl;

yTpaBJieHHe KYpPCOPOM C MTOMOIIIbIO Taumaja

Pabora ¢ oOsaunbivu | [lonnepxrBaeMble BO3MOXXHOCTH:

XpaHWINIIAMH MOJIKJII0YeHHe U OTK/IIoUeHre 061auHoro xpanwiuiia Aunekc.Jluck;
BXO/1 B 00J1a4HOEe XPAHWJIUIIE O]l APYToi YYeTHOW 3alMChIO;
co3/1aHue, TlepeMMeHOBaHue, KONMpOBaHUe, yjaleHue, IepeMellleHre
Y COPTUPOBKA MarokK B 061a4HoM xpaHwiie dnaekc./Iuck;
OTKpbITHe, IlepeMeHOBaHre, KOMMpOBaHue, yaalleHue, epeMelleHre
Y COPTUPOBKA ¢aiyioB B 00/1auHOM xpanuiuiie dujekc./luck;
MPOCMOTP UHMOPMAIIUM O ManKax U ¢annax;

BOCCTaHOBJIeHWe (HANIIOB U MATlOK M3 KOP3UHBI;

OTIIpaBKa JOKyMeHTa KaK BJIOXKeHHe Ha II04Ty, B MeCCeH/Kephbl
Y pyTrue IpWIoXKeHUs yepe3 CUCTeMHbIN Juanor «llomenuTbcsy;
HoJifiepKKa orepanuii ¢ ¢aiiaMu M MankaMu Mexay XpaHWIUIeM
Anpexc./luck u o6akom MoOduc win T0KaIbHBIM XpaHUJIUIIEM;
BO3MOXXHOCTh PelaKTUpOBaTh JIOKYMEHTHI, XpaHsIIecs
B Annexc.Jluck;

BO3MOXXHOCTh aBTOPW30BaTbCs U paboTaTh B Ipelblyllleil Bepcuu
npoaykra «MoitOduc YactHoe O6makoy;

oTMeTKa (aitsia ¢yiarom v mpocMoTp B ciucke « OTMedeHHbIeY;
yBeJJOMJIeHWe O 3alpeTe 3arpy3Kd OIpeJleJIeHHbIX THUIOB ¢alioB
B 0611ak0 MoiOduc npu yCTaHOBIEHHOM aIMUHHACTPATOPOM CHCTEMbI

OTrpaHUYeHUHU
O nporpamme [Tonnep>xuBaemMble BO3MOXXHOCTH:
MIPOCMOTP Ycnosuit WCII0/Ib30BaHUSI, [MonmuTuku

KOHQUIeHIIUAIbHOCTHU Y [IpaBOBBIX yBe1OMIIeHUH;

BO3MO>XHOCTb OTIIPaBUTh OT3bIB (0OpaTHYIO CBSI3b) O MPUIIOKEHUH
C IIOMOIIIBIO ITI0YTOBOT'O KIIMEHTa;

BO3MOKHOCTh COXPAHUTh WU VIAJIUTh YePHOBHUK OT3bIBA

CnpaBoYHBIii IIeHTP CnpaBouHast “iHpOpMaIus 0 paboTe B TPUIIOKEHUH
PaboTa ¢ ¢daiiytamMmu 1 mankaMu
dopmaTsl JOKyMEHTOB [TopepkuBaeMbie BO3BMOXKHOCTH TIpU paboTe B 06siake MouOdwuc:

npocmotp ¢ainnos B ¢opmarax XODP, XOTP, ODP, RTF, CSV,
PPTX, PPT, PDF;

penaktrpoBaHue ¢aitsioB B popmatax XODT, XODS;
pemakthpoBanue daioB B ¢popmatax XOTT, ODT, DOCX, DOC,
DOT, TXT, XOTS, ODS, XLSX, XLS, XLT nocne koHBepTanuu
B XO dopmar.
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[Tonnep>xuBaeMble BO3MOXXHOCTH TpY paboTe Ha YCTPOWCTBE:
npocmoTp ¢ainoB B ¢opmarax XODP, XOTP, ODP, DOC, RTF,
TXT, XLS, PPTX, PPT, PDF;

penaktipoBaHue ¢aiioB B dopmarax XODT, DOCX, ODT, XODS,
XLSX, ODS, CSV*

penaktupoBanue ¢ainoB B ¢opmatax XOTT, XOTS mnocne
koHBepTaiuu B XO ¢dopmar.

* 6 CSV coxpaHumcst moibko mekcm ¢ pazdeaumensmu

IIpaBa mocrymna [Tonnep>xrBaemMble BO3MOXXHOCTH:

npeJioCcTaBileHre 00IIero J0CTyma K ¢ailyiaM U 1amnkam;

3aIpoc JI0CTyNa K JOKYMeHTY;

nojfepxxka mpaB  goctyma  «[Ipocmotpy, «PemakTupoBanuey,
«Ynpasnenuey, «JlocTyn 3anperien»

Pabora c mabsionamMu [Tonnep>xuBaemMble BO3MOXKHOCTH:

nojiepkka 1mabiaoHoB fokyMeHTOB B popmarax XOTT u XOTS;
CO3/1aHHe HOBOI'O JOKYMeHTa Ha OCHOBe I1abJIoHa

Pabora c mankamu [TopnepxruBaeMble BO3MOXXHOCTH:

u gaiytamu HOJIZIep>KKa YHUKAJIbHBIX UMeH GalioB U MallokK;

IIpOBepKa YHHUKAJIbHOCTA UMeHH 00beKTa IMPHU BBINIOJHEHUH Ollepalidi
KOIUPOBAHUS, IlepeMellieHus] U BOCCTaHOBJIeHUs GhaljIoB U Marok;
paspeiiieHue  koHbMKTa uMeH (dainoB: «CoxpaHuTb  00ay,
«3amenuTb» U «IlpommycTuthy;

paspeliieHue KOHGJIWKTa KWMeH BO BpeMsl BBINOJHEHUS OIeparuu
KOMUPOBaHUs WM TmiepemelrieHusi manku: «CoxpaHuTb  oOa»
u «IIpomycTuTh»;

BbI30B KOHTEKCTHOTO MeEHIO, COfiepXalllero Bce  JIOCTYIIHbIe
it GalloB M TANoOK KOMAaHIbl Oleparuii, MCIOIb3ysl >KecT
«JI0JITOe HaXKaTHe;

CO3/JaHue TIAllKU Ha YCTPOWMCTBE WIX B 00JIAYHOM XpaHUJIUIIIE;
KOITMPOBaHKe, BCTaBKa, IiepeMellieHre U yaneHue $GanioB U Marok;
mpocMoTp uHbOpPMaruu o daitie/manke;

nepeMeHOBaHUe $HaiIoB/MaIoK;

yaajieHue (aiyioB U MaroK U3 KOP3WHbI;

IPOCMOTP BCeX MOCTYNHbIX (aijioB U mamok: ¢aiyibl U Manku
Ha YCTpOWCTBe, B OOJIAYHOM XpaHWIUIE, U30paHHble, HeJaBHUE
Y y/iaJIeHHbIE;

IpocMoTp $aiioB, K KOTOPBIM IIOJTy4eH OO JOCTYTI;
nepeMellieHe  yaajieHHbIX ¢alIoB M IAlNOK U3  KOP3UHBI
B BBIOpAHHOE MeCTo;

nobaBjieHHe JOKYMeHTOB JiJisi ObICTPOI'O I0CTYIIa B OTMeYeHHbIE;
BO3MO>KHOCTb BHIOpATh HECKOJIbKO (paiyIOB U MaroK

Pabora c nokymeHTOM [Tonnep>xuBaemMble BO3MOXXHOCTH:

3arpy3ka W OTKpbITMe GaWloB W3  APYTUX  MPUIOXKEHUH,
YCTAHOBJIEHHBIX Ha yCTPOUCTBO;

pabora c dailaMu U TMPOCMOTP IOKyMeHTOB B obsake MoiOduc
C COBMECTHMMOM Bepcuel cepBepa 6e3 0O0HOBJIEHUS] TPUIIOKEHUS;
COXpaHeHHe TIOJIOXKeHHs B IOKYMeHTe IPY U3MeHeHUH ero MacIiTaba;
COXpaHeHHe TIOJIOXKeHUs] B JOKYMEeHTe IpH IepeKIIoUeHuHd MeXIy
peXkuMaMU ITPOCMOTpa JIOKYMEeHTa;

CcOoXpaHeHHe IOJIOXKEeHUs B JIOKyMeHTe IIPU IIOBOPOTe 3KPaHa;
OTKpBbITHE (ailyia U3 IPYroro NpuiokKeHus;
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IIPOCMOTP IOJNKCAHHBIX 3JIEKTPOHHOW MOJIKCHIO JIOKyMEHTOB B
¢dopmarax DOCX, ODT, XODT, XLSX, ODS, XODS;
yBeIoOMJIeHHe O HaJTMIUU 3JIeKTPOHHOM TOJIITUCH B JIOKYMEHTe;
CO3/1aHHe KOMHU MOJMHCAHHOTO JIeKTPOHHOW MOIIMCHIO TIOKyMeHTa
VISl TAJIbHeWIero pefJakTUPOBaHUsI
CopTHpoBKa JaHHBIX [Tonnep>xuBaemMble BO3MOXXHOCTH:
COpPTHPOBKa (paisIoB U MAINIOK 110 UMeHHU WK aarte Ha i0S;
COpPTHPOBKA (aiijioB U MalokK 110 UMeHM Bilafiesiblia, JlaTe MOCJeIHero
M3MeHeHus, JaTe MOoCaeHero OTKpbITUs, padMepy Ha iPadOS;
COPTHPOBKA 110 BO3paCTaHUIO 1 yObIBaHUIO Ha iPadOS
ITouck [Tonnep>xruBaeMbie BO3MOXXHOCTH:
NOUCK (aiiyIoB U MAIOK 110 Ha3BaHUIO;
MOUCK TI0 BCEM JIOCTYIHBIM IUPEKTOPUSIM: JIOKaJbHOe XPaHWIHIIIe,
o0J1auHOe XpaHWJIHIIe U JOCTYIIHbIe I10JIb30BaTeNlt0 JOKYMEeHTHI;
pasieyieHre pe3yJbTaTOB MOKUCKA 110 TUPEKTOPHUU XpaHeHUs!
ITopnepxka omoBemienuii | [lognepxvBaemMbie BO3MOXXHOCTH:
yBeIoMJIeHHe O BBIXOJle HOBOM BepPCHUU MTPUIOXKEHUS;
3aIIpoC Ha OLIeHKY IPUJIOKEeHUsI

IIpodunan monb3oBaTes
ABTopuzanus [TopnepxruBaeMble BO3MOXXHOCTH:
aBTOMaTHWYecKoe OlpefieieHWe ajpeca cepBepa 10  JIOTUHY
IIpYU aBTOpU3anuu B obsako MoiOduc;
BO3MO)XHOCTb II0Ka3aTh WM CKPBITh [apojb IIPU aBTOPU3AIUHU
B 0b61ak0 MoiOduc
ITapoasb [Tonnep>xuBaemMble BO3MOXXHOCTH:
MOJIZIepXKKA CJIOXKHOCTH W CpOKa JIeHCTBHUSI TApoJis TOJIb30BaTelis
IIPY TTOAKJTIOYeHUH K 0b6j1aky MouOdwuc

PenakTop Tekcra mna iOS/iPadOS

Oo6zee
dopmaTsl JOKYyMEHTOB [TopepkuBaeMble BO3MOXKHOCTH TIpU paboTe B o6iiake MouOdwuc:
penakTrpoBaHue ¢aiisioB B popmaTtax XODT;
pemaktupoBanue daioB B ¢popmatax XOTT, ODT, DOCX, DOC,
DOT, TXT nocne xouBepranuu B XODT ¢dopmar;
coxpaHenue ¢aisioB B popmate XODT;
akcnoptT ¢arnos B popmarsl DOCX, ODT, PDF.

[Tonnep>xrBaeMble BO3MOXXHOCTH TPY paboTe Ha YCTPOWCTBE:
penaktrpoBanue ¢daiioB B popmatax XODT, ODT, DOCX;
pemaktupoBanue ¢ainoB B ¢dopmatax XOTT mocne koHBepTamuu
B XODT ¢opmar;

coxpaseHue ¢ainos B popmarax XODT, ODT, DOCX;

akcriopT ¢ainoB B popmatsl XODT, ODT, DOCX, PDF;
BO3MO)XHOCTb OTKPBITb M COXPaHUTh JOKyMeHTHl B ¢popmarax XODT,
ODT u DOCX u3 npuioxxeHus: «Paniiby

CopaBka CnpaBouHasi ”HpOpMaIls 0 paboTe B IPUJIOXKEHUH.
IloaroroBKa JOKyMeHTa
Iopnepxkka crueii | [TognepxxuBaeMble BOSMOXKHOCTH:
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JIOKYMEeHTa HCIIOJIb30BAaHMe CTUJIeH B KOJIOHTHUTYJax Ha iPadOS

Pabora c nokymeHTOM [TonnepxvBaeMble BO3MOXXHOCTH:

CO3/1dHHe HOBBIX TeKCTOBBIX TOKYMEHTOB;

IIPOCMOTP AOKYMEHTOB B CTPAaHUYHOM BUJIE;

IIPOCMOTP JIOKyMeHTOB 6e3 IOCTPaHUYHOT0 pasjieneHus Ha i0S;
oTobOpa)keHHe KOJIMYEeCTBA CTPAHMII B IOKYMeHTe X HOMepa OTKPBITOM
CTPaHUIIBI IPU IPOKPYTKE 3KPaHa;

ylajeHue JOKyMeHTa B  JMajiore  COXPaHEHWs: JIOKYMEeHThI
C UW3MEHEHWSIMH IIOMEIIAIOTCS B KOP3WHY, IIyCTble — Y/AJISIOTCS

6e3B03BpATHO;

OTKa3 oT CO3gaHUs JNOKyMeHTa, BbI6paB ((YIIHJII/ITI)»
B OKHe COXPaHEeHHS;

BO3MO>XHOCTh CO311aTh JIOKAJIbHYIO KOITHIO JIOKyMeHTa

IIPY BO3HUKHOBEHHUH OIIMOKU cOXpaHeHUs daisia B objake;
MOJIZIep>KKa aBTOMATUYECKOTO COXpaHeHWs! JIOKyMeHTa Ipu paboTe
¢ $anoM, XpaHAIUMMCS B [TaMSITU YCTPOUCTBA;

BO3MOXXHOCTh COXPAHWTh KONMIO JOKyMeHTa B IaMSTU YCTPONCTBA
B CJTy4dae MOTepPU COeJJUHeHUs C ceTblo MHTepHerT;

BO3MOXHOCTb «3aMeHUTb», «(Co3/aTh KONHUIO» WIA «3aKpbITh
6e3 coxpaHeHUs» [IOKyMeHT II0Cjie 3aBepIieHus] pelaKTHPOBAHUS
npu pabote B Ipenbiayineld Bepcun obiaka MoiiOduc, eciu 3a Bpems
pabOoTHI C IOKYMEHTOM ero 00JiayHasi KoIusl Obuta M3MeHeHa
Hacrpoiiku cTpaHUIbI [Tonnep>xruBaeMbie BO3MOXXHOCTH:

oToOpakeHHe pa3Mepa, OpPUeHTalluM, TPpaHUIl, pa3pbIBOB TI'DPAHMI]
Y CEeKIIMH B 3arpy>KeHHbIX JJOKYMEeHTaX;

BCTaBKa pa3pbIBa CTPAHUIIBI U Pa3fiena;

BbIOOD OpUeHTaIluX CTPAHUITBI;

BbIOOp pa3mepa Oymaru*;

BBIOOD 00J1aCTH IPUMEeHeHUsT HACTPOeK CTPaHUIIbI*

*TocmynHo moJbko Ha iPadOS.

HyMepaunﬂ CTpaHHIL HOI[,Hep)I(I/IBaeMbIe BO3MOXXHOCTHU:

BCTaBKa HyMepalluu CTpaHI/IH*;

YKa3aHHe BUJla HyMepaluHu U I0JIOKeHHs HOMepa Ha CTpaHI/II_[e*;
BO3MO>XHOCTb He 0T06pa)KaTb HOMep Ha HepBOﬁ CTpaHHIIE B peXxunMme
HyMepaluH CTPAaHMI] J:[OKYMEHTa*;

HyMeparsi CTPaHMI] C 3a[IJaHHOTO 3HAYeHUs*

*JlocmynHo moabko Ha iPadOS.

Pabora c kosonTuTystamu | [lonmepkrBaembie BO3MOKHOCTH:

BCTaBKa U pe/lakTUpOBaHUe KOJIOHTUTYJIOB Ha 1PadOS;

oToOpa’keHHe HOMepa CTPAHMITHI B BUie PUTYPHI;

BO3MOXXHOCTb M3MEHUTh pacIlojio)keHWe HoMepa CTPaHMIbI B
KOJIOHTUTYJIE, ee pa3Mep U 00TeKaHue;

KOIUPOBaHKE W BCTAaBKA HECKOJIbKUX QUIYP C OJIMHAKOBBIM HOMEpPOM

CTPaAHMITBI
Hacrpoiika [TopnepxuBaeMble BO3BMOXXHOCTH:
MEK/TyCTPOYHOI0 YCTAHOBKA MEXIyCTPOYHOIO HWHTepBala: OAWHApHbIKA, «1,15»,
HHTepBaJja MIOJTYyTOPHBIN, IBOMHOM Ha iPadOS
IIpudTe! ITonepxuBaeMble BO3MOKHOCTH:
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HOJIZIep>KKa CUCTeMHBIX IIPUPTOB;

nognepxka mpuproB XO Fonts: XO Caliburn, XO Courser,
XO Oriel, XO Oriel Condensed, XO Tahion, XO Thames u 1mpudToB
Cormorant, PT Sans, PT Serif, PT Astra Sans, PT Astra Serif;

BbIOOp 1IpudTa, pasmepa mipudTa U HavepTaHus (TIOTY>KUPHBIH,
KYPCHB, IOY€PKHYTHIH, 3a4ePKHYTHIN);

BbIOOp  HauepTaHust mipudTa  (MOACTPOYHBIA,  HAJCTPOUHBIMN)

Ha iPadOS;
V3MeHeHHe I[BeTa TeKCTA U BhIIeJIeHHSI
ITonnep:xuBaembie [Tonnep>xruBaeMbie BO3MOXXHOCTH:
CHMBOJIBI Mo/IJIep>kKKa CUMBOJIOB TTpo6erta, Tabysisiuu, ab3alia, IepeHoca CTPOKH,

CUMBOJIOB pa3pblBa CTPAaHHUIBl U TPAHUIIBl CEKIMH, I1epeKpecTHON
CCBUIKH, CHMBOJIOB KOHIIA ab3alia, a Tak’Ke CUMBOJIOB pa3pblBa CTPOKHU
B PeXXuMe 0TOOpa’keHUs Helle4aTHBbIX CHMBOJIOB;

oTobpakeHHe U CKPhITHEe HelleyaTaeMbIX CHMBOJIOB
dopmaTupoBaHue [TonnepxviBaeMble BO3MOXXHOCTH:

CO/IePKIMOro WCTIOJIb30BaHUE CTUIel GOPMAaTUPOBAHUS TEKCTa;

aBTOMaTU4ecKkas 3aMeHa CHMBOJIA JIBOMHBIX KaBblueK Ha CHUMBOJI
$paHITy3CKUX KaBbIUEK /ISl PyCCKOTO M (PPAHITy3CKOTO SI3BIKOB;
BblJleJ/IeHHe TeKCTa IIBeTOM, M3MeHeHMe I[BeTa BbljleIeHusI

dopmart mo oopasiy [TopnepxuBaeMbie BO3MOXKHOCTH:

dbopmaTrpoBaHue 110 06pasily;

nprMeHeHre GOPMAaTHPOBAHMSI OJIMH WJIM HECKOJIBKO pa3

Pabora co cnuckamu [TonnepsxvBaemMble BO3MOKHOCTH:

Co3[1aHFe HyMepOBAaHHBIX 1 MAPKUPOBAHHBIX CITUCKOB;

TI0J|JIEP’KKA MHOTOYPOBHEBBIX CITHCKOB;

O6’b€HI/IHeHI/I€ ABYX CIIMCKOB B Pa3HbIX MeCTaX JOKyYMeHTad,

9TOOBI BTOPO# ITPOIOJKUII HYMEepPaIlKIO TIePBOTO

PaboTra co cchutkamMu [TonnepxvBaemMble BO3MOXKHOCTH:

U THNePCChUTKAMHU otobpaxkeHue U GOpMaTHPOBAaHHUE CChIIOK KaK THITEPCCHUIOK;

1iepexo/i 1o CChUIKaM;

aBTOMaTHYeckoe GOpPMATUPOBAaHUE CCHUIOK — CJIEAYIONIMX  BHUJIOB
Kak rumnepccbuiok: http://, https://, ftp://, mailto: u www;

nepexoji 10 TEepeKPecTHbIM CChbUIKaM, paHee  J00aBJIEHHBIM
B JIOKYMEHT

Pabora c nzobpaxkenuamu | [lonnepxriBaeMble BO3MOXHOCTH:

oTobpakeHHe M300pakeHU;

IPOCMOTpP H300paXkeHUs] BO BCIO IIHPUHY O5KpaHa B pexume
0e3 rmocTpaHUYHOTO paszeneHus Ha i0S;

BCcTaBka n3obpaxenuit B popmarax JPEG, JPG, TIFF, PNG u BMP,
KOTOpbIe HaxXOJATCS B IIaMSTHU yCTPOMUCTBA;

BCTaBKa (poTorpaduii, clieJlaHHbIX KaMepor yCTPONCTBa;

VM3MeHeHHe pa3Mepa M300paXeHUH B TeKCTe U IlepeMelleHue
M300paXkeHUH B CTPAHUYHOM peXXuMe 0TOOPaKeHus;

yJajeHue U300pakeHuH;

obTexkaHre H300pakeHWM: B TeKCTe, IO KpasM, CBepxy W CHH3Y,
3a TEKCTOM U IlepeJ] TeKCTOM;

BCTaBKa U300pa)keHUI, CKOIIMPOBAHHBIX B CTOPOHHUX IIPUJIOXKEHUSIX;
nojjiep>kka kKapTuHoK B dopmate EMF;

BO3MOXXHOCTb BBIOpaTh, BbIpe3aTh, KOIIMPOBATh, BCTABUTh, 3aMEHUTD,
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yAQIUTh  OOpe3aHHble HW300paKeHWs, a TakXke TepeMecTHTh
¥ U3MEeHUTb pa3Mep 00pe3aHHOr0 H300paXkeHHWss B CTPAHUYHOM
pexkume 0TOOpaKeHuS;

BO3MOXXHOCTb ~ BbIOpaTh,  BBIpe3aTh,  KOMUPOBaTb,  BCTaBUTh,
1epeMeCcTUTh, 3aMeHUTb U yIaJIUTh U300pakeHus C IOBOPOTOM;
BCTaBKa CO3/IaHHOI'O KaMepoM yCTPOMCTBA U300pakeHHs C yUeTOM ero
UCXOJHOM OpUEeHTallUuu

Pabora c purypamu [Tonnep>xruBaeMbie BO3MOXKHOCTH:

nojiiepkka GUryp B IOKyMeHTaXx;

oTobpakeHWe CBOMCTB O0TeKaHUsl TeKCTOM ISl (PUTYP;

BO3MOXXHOCTh BBIJIeJIUTh, KOMMUPOBAaTh, BCTAaBUTb, M3MEHUThH pa3Mep,
M3MEHUTDb PaCIiojIioXeHHe B JOKyMeHTe U YIalIUTb GUTYPY;

BBIOOP CBOMCTB O0TEeKaHHsI TEKCTOM JIjIsl GUTYPHI;

BO3MOXXHOCTb ~ BbIOpaTh,  BBIpe3aTh,  KOMUPOBaTb,  BCTaBUTh,
1epeMecTUThb U YAAIUTb GUTYPBI C IOBOPOTOM;

otobpakeHHe ykazaTeJled HalpaBJleHHsl Ha KOHIAX CTPeJIoK

PaboTra ¢ Tabmumamu [TopnepxuBaeMbie BOBMOXKHOCTH:

B TeKCTe co3[laHue, peJJakTUPOBaHKe, yajeHre TabIuIlbl;

BblJleJieHre 00beJUHeHHbIX siueeK, KOJIOHOK U CTPOK;

BbljIeJieHUe BCel TabJIUIIbI;

oObeiHeHre U pa3jieyieHue sueek;

nobaBiieHHe U yJjajieHue CTPOK U CTOJIOIOB;

TFOPU30HTAJIbHOEe BbIpaBHMBaHUE TeKCTa B sdeiike (10 JieBOMy
Y TIPAaBOMY Kpato, T0 IeHTPY U 10 IMIUpPUHe STYeUKH);

BepTUKa/IbHOe BbIDAaBHMBAaHMe TeKCTa B suelike: (110 BepxHeMy Kpaio,
TI0 [IeHTPY, 10 HIXKHEMY Kpalo);

M3MeHeHHe Pa3MepoB CTPOK M CTOJIOIIOB;

M3MeHeHHe I[BeTa 3aJIMBKU siueeK B TabJuIle;

M3MeHeHHe Pa3MepOB HECKOJIbKUX CTPOK OHOBPEMEHHO;

BCTaBKa /Mara3oHa s4eeK, CKOMUPOBAHHOTO U3  TIPUJIOXKEHUS
«Tabmumay, ¢ coxpaHeHWeM CBOMCTB sTYeeK;

POCMOTP, BBbIIeJIeHWe ¢ peJJaKTHPOBaHWE TIOBEPHYTOTO TeKCTa
B TabmuIe;

OTCJIeXXVBaHWe W3MEeHEeHWM, BHECeHHbIX COaBTOPOM B TaOJIHITY:
nobaBileHHe WK ylalleHHue CTPOK WK TaOJIUIIbI [IEeTUKOM;
oToOpakeHWe TAbIMII C TPUMEHEeHHbIMU ITapaMeTpaMu OOTeKaHUSs

TeKCTOM
ITonnepixuBaemMsle KoM6burHanyu ropsiuvx KJIaBHIIL:
KJIaBHATYpPHbIE CMD + A: BbIJIeNTUTD BCe;

codyeTaHHs CMD + C: konvpoBaTh BblfIeJIeHHbIN TEKCT;

CMD + X: BbIpe3aTh BblJIeJIeHHbBIN TEKCT;

CMD + V: BcTaBUTH comep>xxumoe Oydepa o6MeHa;

CMD + crpenka BBepX: Iepexo]] B Ha4ajlo JOKYMeHTa;
CMD + crpenka BHM3: Ilepexo]] B KOHell JOKYMeHTa;

CMD + Crpesika BleBO: Kypcop B Ha4aJI0 CTPOKH;

CMD + Crpesika BIIpaBO: Kypcop B KOHeIl CTPOKH;

OPTION + Crpernika BpaBo: KypCcoOp BIIPaBO Ha OHO CJIOBO;
OPTION + Crperika ByieBO: Kypcop BJIeBO Ha OIHO CJIOBO;
OPTION + Crtpernka BBepX: Kypcop BBepX Ha OiuH ab3arf;
OPTION + Crpenka BHM3: KypCcop BHM3 Ha OAWH a03aIl;
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SHIFT + crpenku: BBIAENIUTHh TEKCT (COOTBETCTBEHHO, BIIPABO, BIIEBO,
BBepX WU BHU3);
SHIFT + OPTION + Crtpenka BIpaBO: paclidpeHue 00y1acTu
BbIJIeJIeHHsl TeKCTa 10 KOHIA TeKYIero cJjoBa, Py IIOBTOPHOM
HaXaTUU: JI0 KOHIIA CJIeJYIOIIero CJI0Ba;
SHIFT + OPTION + Crpenka BileBO: paclidpeHue 001acTu
BbIJIeJIeHUs] TeKCTa JI0 Hadajla TeKyIlero CjoBa, MHpH IIOBTOPHOM
Ha)KaTUM: JI0 Havasla CIeJyIolero CJIoBa;
SHIFT + OPTION + Crpenka BBepX: paclidpeHue 00y1acTu
BbIJIeJIeHHsl TeKCTa JI0 Havaja TeKyllero absara, Ipd IOBTOPHOM
HakaTUU: JI0 Havasia ciiefyrollero ab3ara;
SHIFT + OPTION + Crpenka BHU3: paciiipeHye 06J1aCTU BblJleJIeHNs
TeKCTa JI0 KOHI[a TeKyllero absara, [pyU IOBTOPHOM HaXKaTHU:
110 KOHIIa Cllefiyroliero absana;
SHIFT + CMD + Crtpesnka BOpaBo: BbIJieJIeHHEe OT TeKYIed MO3UIIUU
Kypcopa U JI0 KOHIIa CTPOKH;
SHIFT + CMD + Crpenka BeBO: BblJleJIeHHE OT TeKyIled MO3UIIUU
Kypcopa U JI0 Hauasla CTPOKH;
SHIFT + CMD + Crpenka BBepx: BbIJleJIeHHE OT TeKyIed MO3UIIUU
Kypcopa [I0 HaJyaJla JOKyMeHTa;
SHIFT + CMD + Crpenka BHHU3: BbIJIeJieHHe OT TEeKYIeH MO3UIIUU
KypCopa JI0 KOHIIa JJOKYMeHTa.

PaboTa c mokymeHTOM
OriaBnenue [Tonnep>xruBaeMbie BO3MOXXHOCTH:
oToOpakeHUe U yJiajleHre OrJIaBJIeHuUs;
HABUTAIMS 110 IOKYMEHTY U3 OTJIaBJIeHMUS;
aBTOMaTH4YeCKoe OOHOBJIEHHE OIJIaBIeHUSI B peXHWMe peajbHOTrO
BpeMeHH;
dbopMaTUpOBaHUe OTIJIABJIEHUSI C HCIOJIb30BAHHMEM CBOUWCTB mIpu¢Ta
U ab3ara
ITouck [TonniepxrBaeMble BO3MOXKHOCTH:
TIOUCK TI0 COJIEP>KUMOMY JOKYMEHTa;
TIOWCK C Y9eTOM PerucTpa U CJIOBa IeJIMKOM;
WCKJII0YeHHe U3 Pe3yJsIbTaTOB IIOMCKa KOJIOHTUTYJIOB Ha iPadOS;
BbIJIeJIeHre HaWIeHHbIX COBIIA/IEHUH B Tejle JIOKyMeHTa;
mepexojl K CJeQylolleMy WIM MpelblaylieMy HaWJIeHHOMY
COBIIAJICHUIO
IIpoBepka [Tonnep>xruBaeMble BO3MOXXHOCTH:
opdorpadpun/myHKTyaluy | BKIIIOYEHNE U BBIKJIFOUEeHHe MPOBEPKH MPABOITUCAHKS;
WCIIOJIb30BaHHE CHCTEMHOTO CJIOBApsl PYCCKOTO sI3bIKA JJisl TPOBEPKHU
opporpadumy;
MOJIZIep>KKA CUCTeMHOM QYHKIIMM aBTOMATUYeCKOTO HCIPaBIIeHUS
CJIOB C OMMOKAMHU, CTPOYHBIX OYKB Ha TMPOIKCHBIE;
MOJIZIeP>KKA CUCTEeMHBIX MOJICKA30K Ha KJIaBHAType Mpu Habope TeKcTa

IIpaBku [TopiepxrBaeMble BO3MOXKHOCTH:
OTMeHa U BOCCTAHOBJIEHHe OTMEHeHHBIX IIPaBOK 10 OJJHOMY CUMBOJIY
3a mar

Pexxum coBMecTHOH | [lonnepxuBaemMble BO3MOXXHOCTH:

padoTHI oTobpakeHMe UHPOpPMAIMU O JPYIMX Y4YaCTHHKAX I[IPU COBMECTHOM

PedaKTHUPDOBAHUHA: M4, IIBETOBAA WHIWKAIIW, BbBIJIeJIeHHe
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UCIIPaBJIEHUI;
aBTOMATUYECKOe COXPAaHeHWe [IOKyMeHTa TpPU BBIXOJe OTIeIbHBIX
YYaCTHUKOB PeJJaKTHPOBAHHUS U BCeX YYaCTHHUKOB
Pabora co cHockamu [TonnepxuBaemMble BO3MOXHOCTH:
HOJIZIep>KKa TOCTPAaHWYHBIX CHOCOK JUIsl JIOKYMeHTOB B ¢dopmarax
DOC, DOCX, ODT, XODT, RTF u ODF;
CO3/laHMe,  pelaKTHpoBaHue, (GoOpMaTHpOBaHWe U  yAajieHue
MOCTPAaHUYHBIX CHOCOK B peXuMe OTOOpDaKeHUs JAOKyMeHTa
C IOCTPAaHUYHOM Pa3MeTKOU;
ylajeHue  CHOCKM B pexume  OToOpakeHHs  JOKyMeHTa
6e3 MOCTPaHUYHOTO pa3ziesieHus;
nepexo]i OT MapKepa CHOCKH K ee TeKCTY;
oToOpakeHUe KOHIIEBBIX CHOCOK;
pellakTUpOBaHMe TeKCTa KOHIIeBOUW CHOCKHU;
yJiaJleHhe KOHIIeBOM CHOCKU
Pexxum pentensupoBanus | IloanepxuBaeMble BO3MOXXHOCTH:
BKJIFOUEHHE U BBIKJIIOUeHHe peXkrMa 3aliCy UCITPaBIIeHUH;
NOCTYIHOCTb BCeX YHKIMH peleH3WpPOBaHUs i JIOKAJIbHBIX
TIOKYMEHTOB;
oToOpakeHWe MCIPaBJIeHWH B JIOKyMeHTaX, COBEpPIIeHHBbIX B pexume
3allMCU UCIIPaBJIeHUN;
TPU  pexumMa  OTOOpaKeHWs  MCIpaBJeHWd,  COBepIIeHHBIX
MOJIb30BaTesIMM B peXkuMe 3anucu  ucnpasiieHuit: «llokazaTh
vcrpaBiieHus», «be3 ucrpasnenuii» u « UCXOAHBIN TOKYMEHTY;
NPUHSTHAE, OTKJIOHEHWe, Tiepexo]] K CJIeylIlleMy HWIM BO3BpaT
K [Ipe/IbIAyIieMy UCIPaBJIeHUIO B PexkuMe paboThl C UCIIPABIIeHUSIMUY;
okcropT Jokymenta BPDF B BbiOpaHHOM pexume pabOTHI
C UCTIpaBJIeHUSIMH;
GUIbTp OOBEKTOB peleH3UpOBaHUS B peXUMe pelleH3UpOBaHUS
«MapkupoBaTh HWCIIpaBJIeHUs»: UW3MeHeHUs, ayJUOKOMMeEeHTapuH,
TeKCTOBble KOMMEeHTdpHH1
PabGora [Tonnep>xuBaemMbie BO3MOXKHOCTH:
C KOMMEHTapPHUAMH oToOpakeHHe KOMMeHTapUeB Ha MaHe/ll pelleH3UPOBaHuS;
BbIJIeJIeHHe TeKCTa, K KOTOPOMY J00aBjieH KOMMeHTapu;
nogaepiKka dy/ITMOKOMMEHTapHeB, CO3O0aHHBIX B ITPUJIOXKEHUAX
MoitOduwuc;
3aIlMCh, 100aB/IeHre U yIalleHre ayJJuOKOMMEeHTapus;
BO3MOXXHOCTb ~ BOCIIPOM3BEeCTM  WJIM  IIOCTaBUTbL Ha  Iay3y
ayJIMOKOMMeHTapuit

PaboTa c roToBsIM daiiioMm
IHommepxka omoBemennii | IlonnepxuBaeMble BO3MOXXHOCTH:
yBeZIOMJIeHWe C TIpeJyioKeHWeM BKJIIOYUTh IOCTPAHUYHBIA pPeXuM
OTO6pa)KEHI/ISI OOKYMEeHTa IIpU IIOIbITKE CO3[aThb W PeddaKTHPOBATDH

CHOCKY

ITeuaTs MOKyMeHTa [Tonnep>xruBaeMble BO3MOXXHOCTH:
OTITPaBKa JJOKYMEHTA Ha IevaThb

OO6MeH TOKyMeHTaMHu [TopnepxuBaeMble BO3BMOXXHOCTH:

oTnpaBka komnuu aokyMeHTa B ¢opmatax DOCX, ODT wnmm PDF kak
BJIOXKeHHe Ha II0YTYy, B MeCCeH/PKepbl U JIpyrHhe IPUIIOXKeHUsl depe3
cUcTeMHBIH inanor «IlofenuTbesy
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Oo6uzee
PopmaThI JOKYyMEHTOB [Tonnep>xuBaemMble BO3MOXHOCTH IIpY paboTe B ob61ake MoitOduc:
pemakThpoBaHue daiioB B popmaTtax XODS;
penaktrpoBanue ¢aioB B popmatax XOTS, XLSX, XLS, XLT, ODS
nocyie kouBeptanuu B XODS ¢opmar;
coxpaHeHue ¢arnos B popmarax XODS;
akcropT ¢aiioB B dpopmatsl XLSX, ODS, PDF.

[TopnepxuBaeMbie BOBMOXXHOCTH TMPU paboTe Ha yCTPONCTBeE:
penakTupoBaHue ¢aioB B popmatax XODS, XLSX, ODS, CSV*
penakthpoBanue ¢aioB B ¢dopmatax XOTS mocne koHBepraiuu
B XODS dopwmar;

coxpaHenue ¢aiinioB B popmarax XODS, XLSX, ODS, CSV¥;
akcriopT ¢aiios B dpopmatsl XODS, XLSX, ODS, PDF;

BO3MO>XHOCTb OTKPBITb U COXPaHUTh JOKyMeHTHl B ¢popmarax XODS,
ODS u XLSX w3 npuioxenust «Paussny».

* 6 CSV coxpaHumcsi mojibko mekcm ¢ pazdeaumensmu

CnpaBka CnpaBoyHasi “HGOpMaIis 0 paboTe B IPHUIOXKeHUH
IToaroTroBKa JOKyMeHTa
Pabora c mroxymeHTOM [TopnepxuBaeMble BO3MOXKHOCTH:

NOA/Iep>KKa JJOKYMEeHTOB, He COfiep>KallluX BUAUMBIX JIMCTOB;

CO3[laHMe HOBOTO JIOKYMeHTa B OOJIQAYHOM XpaHWIMINE WA
Ha JIOKaJIbHOM JIMCKE;

yhajieHve  JIOKyMeHTa B JJMajiore  COXpPaHeHWUs:  JIOKYMEHThI

C W3MEHEeHMSIMH TIOMeIAl0TCS B KOP3WHY, ITyCTble — VAAJISIFOTCS
6e3B03BpATHO;

aBTOMaTHUYecKoe COXpaHeHHe U3MeHeHUH IIPU peflakTUPOBaHUY;
BO3MO>KHOCTD CO37aTh JIOKaTbHYTO KOITHIO JIOKyMeHTa

IIPY BO3HWKHOBEHUU OLIMOKU cOXpaHeHUs daliia B objake;
HOJIZIep)KKa aBTOMATHYeCKOro COXpaHeHWs! JJOKyMeHTa IIpyu pabore
¢ $aiyioM, XpaHSIIUMCS B TAMSATU YCTPONCTBA;

BO3MOXXHOCTb COXPaHUTb KOIIMIO JIOKYMeHTa B IIaMSITU yCTPOMCTBA
B CJIy4ae II0TePU CBSI3U C CeThIO;

BO3MOXHOCTb «3aMeHUTb», «Co30aTh KOIMIO» WM «3aKpPbITh
6e3 coxpaHeHHS» [OKYMeHT IIOC/le 3aBepllleHHs pelaKTUPOBaHUS
npu pabote B npefpiayiiel Bepcuu obsaka MoiOduc, ecnu 3a BpeMst
paboThI C IOKYMEHTOM ero obiayHasi Konusi Obljla M3MeHeHa

Pabora ¢ mucramu [TopnepxrBaeMble BO3MOXXHOCTH:

no0aBjieHre HOBBIX JINCTOB U UX yaJleHue;

IlepeMMeHOBaHye JIMCTOB KHUTH;

CKpBITHE ¥ 0TOOpa)keHe JIMCTOB TabJIUIbL;

co3/1aHue AyOJrKaTa JIMCTa TabJIUIbI;

aBTOMaTHU4eCKoe 3all0JIHeHUe S4YeeK;

HM3MeHeHVe IOops/iKa CJIeJI0BaHUsI JINCTOB;

aBTOMaTHU4yeCcKoe COXpaHeHWe IOCJIe/IHel NO3UIIMKA Ha KaXk[IOM JIUCTe
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JIOKYMeHTa NPy NepeKJII0UeHUH MeXTy HUMHU
TabuaHbIi ctuib | [lonnepxvBaeMble BO3MOXHOCTH:

¢opmaTrupoBanus KonupoBanue, Bblpe3aHMe W BCTaBKa C COXpaHEHHWEM CBOWCTB
¢dbopmaTrpoBaHus 061aCTH JJAHHBIX, K KOTOPOM MpUMeHeH TabIu4HbINA
CcTWIb GOPMATUPOBAHUS, IIEJTUKOM

HIpudTeI [Tonnep>xuBaemMble BO3MOXHOCTH:

HOJIZIep>KKa CUCTeMHBIX IIPUPTOB;

nognepxka mpuproB XO Fonts: XO Caliburn, XO Courser,
XO Oriel, XO Oriel Condensed, XO Tahion, XO Thames u mipudTon
Cormorant, PT Sans, PT Serif, PT Astra Sans, PT Astra Serif;

BbIOOp 1mIpudTa, pasmepa ImpudTa, HadepTaHUs (MO KUPHBIH,
KYPCHB, HIOJTYePKHYTHIH, 3a4epKHYTHIH, HOJICTPOYHBIN ¥,
HAJICTPOYHBIN¥);

BBIOOp IIBeTa TeKCTa U IBeTa BhlJesleHus*

*I[ocmynHo mosbko Ha iPadOS.

dopmaTupoBaHue [TopnepxuBaeMbie BO3BMOXXHOCTH:

COZIepPKHUMOro oTobpakeHre BePTUKAJIbHOTO BIDABHUBAHMS U 3aJIMBKU STYE€EK, IBeTa,
TUIA, TOJIIAHBI TPAHULL STYEeK;

nobaBiieHre U yalleHre CTPOK U CTOJIOIOB;

CKpBITHE CTPOK U CTOJIOIOB;

obbeMHeHYe U pa3JielieHue STIeeK;

H“3MeHeHre pa3Mepa CTPOK U CTOJIOIIOB;

TOPU30HTAJIbHOE BBIPDABHHBAaHME TEKCTa B sYeiike (10 JIeBOMY
Y [IpaBOMY Kpalo, 10 [IeHTPY U 10 HIUPUHEe STYelKn);

BepTHKAJIbHOE BhIDABHUBAHHE TEKCTa B sueiike (10 BepxXHEMY Kparo,
IO IIeHTPY U 10 HWXKHEMY Kpalo);

BBIJIEJIEHHE OTJIeJIbHOM SIYerKH, Auana3oHa sSyeeK, psifla U KOJIOHKHU
LIEeJINKOM;

BhbIJIeJIeHre BCei TabJIUIIbI;

paboTa C TeKCTOM HellOCpe/ICTBeHHO B sTYeiKe;

IIepeHoC TeKCTa B sYedKe B peXHWMe  peJaKTHPOBAaHUS
ee COZIep>KUMOro;

HaJIM4yue OMIUKA CKONMUPOBATh, YIAJINTh, BIPE3aTh U BCTABUTH;
U3MeHeHMe [[BeTa 3aJIMBKU STYeMKU;

oToOpa’keHHe pa3IMYHOM OPHUEHTAITMH TeKCTa B TYeMKax;

HW3MeHeH’e pa3MepoB HeCKOJIbKUX CTPOK OLHOBPEMeHHO;
aBTOMAaTHUYeCKOe yBeJIMYeHWe IIMUPUHBI CTOJIONA, B COOTBETCTBUU
C pa3mMepoM COJIEp>XKMMOT0 siYeWKH MpU BBOJAE WM popMaTHpOBaHUs
YUCJIOBBIX JIAHHBIX, €eCJId TI0JIb30BaTellb paHee He  YyKasal
$UKCUPOBAHHYIO MIUPUHY CTOJIOIIA;

BO3MO>XHOCTb BLIJIC/IUTD CTPOKWU/CTOJIOITHI, coJlep>kariue
00beIMHeHHbIe TYeHKU;

BO3MOXKHOCTb 3allOJIHUTh C MPOTHO3UPOBAHUEM sTUeeK JIJISI KOPOTKUX
U TOoNHbIX GOPMATOB [HEW He#deld U MecCsleB Ha PYCCKOM,
AHTJIMHACKOM M QpaHITy3CKOM SI3bIKaX;

BO3MOXXHOCTb 3al0JIHUTh C [IPOrHO3UPOBaHNEM si9eeK
B BU/Ie « TeKcT u 9uciioy

dopmar mo odpa3siy [TopnepxuBaeMble BO3BMOXXHOCTH:

dopmaTupoBaHUe 1o 06pasIy;

npriMeHeHre ¢OpMaTHPOBAHMS OJWH HJIM HEeCKOJIBKO pa3
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dopmaThl JAaHHBIX [Tonnep>xuBaemMble BO3MOXXHOCTH:

yucaoBble GoOpMaThl: OOIIUH, YMUCIOBOMW, JIeHEeXHbIH, (pUHAHCOBBIM,
Jara, BpeMs, [IPOLEHTHBIN, JIPOOHBIH, SKCIIOHEHIIUAJIbHBIN,
TeKCTOBBIH;

BO3MOXKHOCTh HACTPaWBaTh YUCJIOBbIE GOPMaThI*;

ObicTpoe TpuMeHeHHWe (OpPMATOB JIeHEXXHBIW W IPOLIEHTHbIN
Ha MaHeJIi UHCTPYMEeHTOB¥;

HACTpoMKa 0TOOpaXkeHUsI KOJIMUeCTBa 3HAKOB I10CJIe 3alsIToOn™;

*I[ocmynHo mosbko Ha iPadOS.
Pabora c (l)OpMyJIaMI/I HO)I)Iep)KI/IBaEMI)Ie BO3MO>XXHOCTH.

pabora ¢ GyHKIUSIMU U3 CTPOKU GOPMYIT;

oToOpakeHUe I10/ICKA30K IPY BBOZe PYHKIIUIA;

onucaHue GyHKIINM;

MO/IJIep>KKa BBOJIAa ¥ BbIOOpa QyHKIIMI HAa PYCCKOM SI3BIKE;

M3MeHeHHe JIMala3oHa siueek B GpopMyJiax;

MO/1JIep>KKa MMEHOBAHHBIX JIMAIIa30HOB B UMIIOPTUPOBAHHBIX daiiiax;
IIO/ICBETKA apryMeHTOB (popMyI;

BbIJIeJIeHHe IIBeTOM UMEHOBAaHHBIX JUaIlla30HOB;

MOJ/IJIepXKKa MMEHOBAHHBIX [IMAlla30HOB B IMIOZCKA3Kax IMpU BBOJIe
dbopmy;

BbiZlefleHMe ~ 00JjlacTM  JaHHBIX ~ HMMEHOBAHHBIX  JMAlla30HOB
COOTBETCTBYIOIIUM [IMAINla30HYy IIBETOM B peXHUMe peaKTHpPOBaHUSs
dbopmyibl;

MOJJIePXKKA  PerMOHAJIbHBIX CBOMCTB  pasfiesiuTeNis  4uces
B apryMeHTe kKofa dopmara pyakiuu TEKCT

Pabora ¢ nmarpammamu [Tonnep>xuBaemMbie BO3MOXKHOCTH:

nojjiepkka  OToOpaXkeHusi  TUCTOTpaMMbl  C  TPYIIIHMPOBKOM,
TUCTOTPAaMMBI  C HAKOIJIEHWeM, HOPMHUPOBAaHHOW T'MCTOIPaMMBbl
C HakoIIeHWeM, JIMHeW4YaTo¥ JuarpaMMbl C  TPYIIIMPOBKOM,
JMHEWYaTOW  JAMarpaMMbl C  HaKOIUIEHWEeM, HOPMHPOBAHHOMU
JIMHEeMYaTOW [MarpaMMbl C HaKOIUJIeHWeM, KpPYrOBOW [IMarpaMMbl,
IyarpamMmbl C 00J1aCTsIMH, IMarpaMMbl C¢ 00J1acTSIMU U HaKOIlJIeHUeM,
HOPMHMPOBAHHOW JUarpaMMbl C 00JIaCTSMU U HaKOIUIeHHWeM, rpaduka,
rpadguka C HaKOIlJIeHueM, HOpPMHUPOBAHHOTO IrpadrKa C HAaKOIUIEHHUEeM,
rpaduka C Mapkepamy, rpadpyKa C HaKOIUIEHHeM M MapKepaMmH,
HOPMHMPOBAHHOTO rpadyKa C HaKOIIeHHeM U MapKepaMy;
BO3MOXXHOCTb BbIOpaTh, BbIpe3aTh, CKOIMPOBATh, BCTABUTh, YIAJIUTh,
1epeMeCcTUThb AuarpaMMy

YcinoBHoe [Topep:xuBaeMble BO3MOXKHOCTH:
dopmaTupoBanue oToOpakeHHe YCJIOBHOTO GOPMAaTUPOBAHUS B sTYeMKaxX
CBogHbIe Ta0IHIIBI [TopnepxruBaeMbie BO3MOXKHOCTH:
0TOOpa’keHre CBOIHBIX TabJIUIL
Pabora co cchuikamMu [Tonnep>xruBaemMbie BO3MOXKHOCTH:

¢dbopmarrpoBaHre U oToOpa’keHHe CChIJIOK KaK MMIIepCChIIOK;

1iepexo/i 0 CChUIKaM;

aBToMaThyeckoe ¢QopMaTUpOBaHWe CCHUIOK CIIeJyIOIIUX BHUJIOB
Kak runepccbuiok: http://, https://, ftp://, mailto: 1 www

Pabora c nzodpaxkenusamu | IloanepxruBaeMble BO3MOXXHOCTH:

oToOpaXkeHHe N306pakeHu;

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'MHW», 2013-2023 40



MonOdounc

PemaxTop Taoaun mig iOS/iPadOS

nojjiep>kka KapTuHoK B ¢opmate EMF;

BO3MO>XHOCTb BCTaBUTh U300pakeHre 13 Oydepa oOMeHa;
BO3MOXXHOCTb  BBIJIeJIUTh, KONMPOBAaTh, BCTaBUTb U  YyJAJIUTh
n3obpakeHue;

BO3MOXKHOCTb I1epeMeCcTUTh U300pakeHue;

BO3MOXHOCTb  BbIOpaTh,  KONMPOBAaTh,  BCTAaBUTh,  BbIPe3aTh,
1epeMecTUTh U yJIaJIuTb 0Ope3aHHble U300paskeHuUs;

BO3MOXHOCTb  BbIOpaTh,  KOIHUPOBaTh,  BbIpe3aTb,  BCTaBUTb,
1IepeMeCTUTh U YAAJIUTh M306pakeHre C IOBOPOTOM

Pabora ¢ purypamn [Tonnep>xruBaemMbie BO3MOXKHOCTH:

nojijiep>kka oTobpakeHus1 GUTyp B IOKyMeHTax;

BO3MO>XHOCTb BbIIEJIUTH, KOTIUPOBATh, BCTABUTh U YIAIUTh QUTYPY;
BO3MO>KHOCTD IlepeMeCcTUTh GUTYPY;

IIO/IJIepXKKa [TOBEPHYTHIX QUTYD;

BO3MOXKHOCTb  BbIOpaTh,  KONMPOBAaTh,  BbIpe3aTb,  BCTAaBUTD,
1epeMecTUThb U YJIaJIUTh IOBEPHYTYIO GUTYPY;

oTobpakeHHe yKa3aTeslel HallpaBJIeHMs Ha KOHIIaX CTPeJIoK

Ilonnep:xuBaemMsle Komb6unanyy ropsuux KiiaByil /jis paboTel B CTPOKe peljaKTUPOBaHKsI
KJIaBHATypHBbIe dbopmy:
couyeTaHHus CMD + A: BLIIenuTh BCe;

CMD + C: kontupoBaTh BblJleJIeHHbIA TEKCT;

CMD + X: BbIpe3aTh Bbl/IeJIeHHbBIN TEKCT;

CMD + V: BcraBUTH comep>xumoe Oydepa o6MeHa;

CMD + crpenka BBepX: Ilepexo/i K I1IepBOi CTPOKe;

CMD + crpesnika BHU3: Tlepexof] K MOCJeHel CTPOKe;

CMD + Crpesika B1eBO: Kypcop B Ha4ajio CTPOKY;

CMD + Crpesika BIIpaBO: Kypcop B KOHeIl CTPOKH;

OPTION + Crpersnika BIpaBo: Kypcop BIIPaBO Ha OFHO CJIOBO;

OPTION + Crperka BieBo: Kypcop BJIeBO Ha OIHO CJIOBO;

OPTION + Crpernka BBepX: Kypcop BBepX Ha OiuH ab3arf;

OPTION + Crpesnika BHU3: KypCcOp BHM3 Ha OIH ab3aIj;

SHIFT + crpenku: BbIeJIUTb TEKCT (COOTBETCTBEHHO, BIIPABO, BJIEBO,
BBEPX WJIM BHU3);

SHIFT + OPTION + Crpenka BmpaBo: paciipeHve o6JacTu
BbIZIEJIeHUS] TeKCTa [0 KOHIA TeKyllero CJIOBA, IPU ITOBTOPHOM
HakaTUU: JIO KOHIIA CJIeYIOIero CJI0Ba;

SHIFT + OPTION + Crpenka BIileBO: paclldpeHre 00y1acTh
BblJIeJIeHMSI TeKCTa [I0 Hadajla TeKyIlero CJIoBa, IIPU IIOBTOPHOM
HaXaTHH: JI0 Hadajla CJIelyIolero CjIoBa;

SHIFT + OPTION + Crpenka BBepx: pacimpeHre o6jacTu
BbIJIeJIeHUs] TeKCTa [0 Hadaja TeKylero absama, Ipd MOBTOPHOM
Ha)kaTUU: JI0 Havasia cilefyrollero ab3ara;

SHIFT + OPTION + Crpesika BHM3: paciiupeHre 00aCcTy BblieJIeHUs
TEeKCTa 1O KOHIIA TeKyIllero ab63alja, IMpUd I[OBTOPHOM HaXKaTHUU:
110 KOHI[a cJlefytoliero ab3ara;

SHIFT + CMD + Crpenka BIpaBo: BbljleJieHHe OT TeKylled M03WIu
Kypcopa ¥ 10 KOHIIa CTPOKH;

SHIFT + CMD + Crpesnika BeBO: BbljleJleHHe OT TeKyllled I03WIHU
Kypcopa ¥ 10 Hayajla CTPOKHU.
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SHIFT + CMD + Crpesika BBepX: BbljleJieHHe OT TeKyIlled M03UIUN
Kypcopa JI0 Hayajia CTPOKH;
SHIFT + CMD + Crpenka BHU3: BblieJieHHe OT TeKylllel IM03WIUU
Kypcopa 0 KOHIIA CTPOKH.
PaboTa c mokymeHnToM

ITouck [Tonnep>xruBaeMbie BO3MOXXHOCTH:
TIOMCK TI0 COJIEP)KUMOMY JTOKYMEHTa;
TIOUCK C YYeTOM perucTpa v CJioBa LeJIMKOM;
MIOMCK Ha TEKYIIEM JINCTe WK IO BCEM JIUCTaM;
BbIjIeJieHHe HalJIeHHBbIX COBIIAJIEHUH B TeJie IOKyMeHTa;
mepexoq; K CJeAyoIIeMy WIM TpeAblaylleMy  HakJIeHHOMY
COBIIAICHUIO
IIpoBepka [Tonnep>xuBaemMbie BO3MOXKHOCTH:
op¢dorpadpun/myHKTyaluy | TOJIepXKKAa CUCTeMHOM (QYHKIMKA aBTOMAaTUYeCKOro WCIPABIIeHUS
CJIOB C OIIMOKaMH, CTPOYHBIX OYKB Ha MTPOIMUCHBIE;
OAIep>KKa CUCTeMHBIX IOJICKAa30K Ha KJIaBHaType Ipyu Habope TeKcTa
IIpaBku [Tonnep>xuBaemMbie BO3MOXKHOCTH:
OTMeHAa ¥ BOCCTAaHOBJIEHHE OTMEHEHHBIX MPABOK MO OJHOMY CHMBOIY
3a Iar
Pexum coBmecTHoM | [lognepxuBaemMbie BO3BMOXXHOCTH:
padoThI oTobOpakeHre MHGOPMAIMK O APYIMX Y4aCTHHUKAaX IMPH COBMECTHOM
pPelaKTUPOBAaHUM:  WMs,  I[BETOBas  WHJUWKAIlMs,  BbIJeJIeHue
UCIIPaBJIeHU;
aBTOMATUYECKOe COXPaHeHHe JOKYMeHTa IIPH BBbIXO/le OTAeNbHBIX
YYaCTHUKOB PeJAKTHPOBAHHUS M BCeX YIaCTHHUKOB

PaboTa c roToBbIM daiisiom

ITeyaTs mokymeHTa [Tonnep>xuBaemMble BO3MOXXHOCTH:
OTIpaBKa JOKYMEHTa Ha I1e4YaThb
OO6MeH MoOKyMeHTaMHU [TopiepxuBaeMbie BO3MOXKHOCTH:

OTIIpaBKa Konuu JokyMeHTa B ¢opmartax XODS, XLSX, ODS wm
PDF kak BiiokeHHe Ha MOYTYy, B MeCCeH/Kepbl U JIpyrye MPUI0XKeHUs
Jyepe3 CUCTeMHBIN auaiior «llogenutscsy

CpeacrBo nnpocMoTpa npe3eHtanuii s iOS/iPadOS

Oo1ee
dopmMaThl JOKYyMEHTOB [TopnepxrBaeMble BO3BMOXXHOCTH:
rmpocMoTp daitsioB B dopmatax XODP, ODP, PPTX, PPT
Pexxum nemoHcTpamun [TopnepxruBaeMble BOBMOXKHOCTH:
3allyCK peXkuMma JieMoHCcTpanuu i ¢arnoB B ¢popmarax PPTX, PPT,

XODP, ODP;

HaCTpPOMKa aBTOMAaTUYeCKOIO BOCIPOM3BElleHUs: aBTOMaTHYecKas
CMeHa CJIalfIoB, IUIMTeIbHOCTh II0Ka3a CIalI0B, LUKJIWYHBIA I10Ka3,
AHUMHUPOBaHHbIE [TePeX0/Ibl

PenakTop npesenranuii mis i0S/iPadOS
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Obmee

SI3pIKOBast MOJIEPIKKa [TonnepxvBaeMble BO3MOXXHOCTH:
JIOKQJIM3allid Ha PYCCKOM, aHIVIMMCKOM, HCIIAHCKOM, (paHIy3CKOM
Y TIOPTYTAJIbCKOM SI3bIKaX
dopmaTsl JOKyMEHTOB [TopiepxuBaeMbie BOBMOXKHOCTH TIpU paboTe B 06itake MouOdwuc:
npocmoTp ¢aros B popmarax XODP, ODP, PPTX, PPT;
co3nanue ¢daioB B popmate XODP;
penaktrpoBaHue daisioB B popmate XODP;
coxpaHenue ¢aisioB B popmate XODP;
BO3MOXXHOCTb TTOAeNUThCsl Konued ¢arna B popmatax XODP, ODP,
PPTX, PDF;
akcrioptT ¢aiios B popmarsl XODP, ODP, PPTX, PDF;
[Tonnep>xrBaeMble BO3MOXXHOCTH MpY paboTe Ha YCTPOWCTBE:
npocmoTp ¢aros B popmarax XODP, ODP, PPTX, PPT;
coznanue ¢aisioB B popmate PPTX;
co3nanue ¢aioB B popmate XODP Ha ocHoBe mabiona
B popmate XOTP;
penaktrpoBaHue ¢aioB B ¢opmatax XODP, ODP, PPTX;
coxpaHenue ¢aisioB B popmatax XODP, ODP, PPTX;
BO3MO)XHOCTb ITOZAeNUThCsl Konued ¢arna B popmatax XODP, ODP,
PPTX, PDF;
akcropT ¢aios B popmatel XODP, ODP, PPTX;
CnpaBka [Tonnep>xrBaeMble BO3MOXXHOCTH:
IIPOCMOTP CIPAaBKH HAa PyCCKOM, GPaHITy3CKOM M UCIIAHCKOM $I3bIKAX;
OTIpaBKa 0OPAaTHOM CBSI3U

IloaroToBKa JOKYMEHTOB
PaboTa c noxkymenTomM [TonnepxvBaemMble BO3MOXKHOCTH:
OTKPBITHE CYyIIeCTBYIOIIEro IOKyMeHTa;
OTKPBITHE CYyIIeCTBYIOIIEero IOKyMeHTa 0e3 CJ1aiiji0B;
OTKPBITHE JJOKYMEHTa M3 CITHUCKA HeIaBHUX JIOKYMEHTOB;
CO3/1aHHe TIpe3eHTaIUU C TIOMOIIIbI0 KOHTeKCTHOT'O MeHI0, BBI3BAHHOT'O
NIOJITUM HaXkaTHeM Ha MKOHKY MPUJIOXKeHUs Ha paboueM CToJie;
CO3/laHHe KONMM [IOKyMeHTa Uil JaJbHeWIero peaakTUPOBaHUS
B o6make MoitOduc;
COXpaHeHHe JIOKyMeHTa Ha YCTPOWCTBO, eClid  OTCYTCTBYeT
BO3MOXXHOCTb COXPaHeHHs B obJiake;
BO3MO)XHOCTb OTMEHSITh/TIOBTOPSITh JIEUCTBUS;
BO3MOXXHOCTb YKa3aTh UMSI HOBOTO JIOKYMEHTa;
yZiajieHre HOBOTO JIOKyMeHTa;
BCIUTbIBAIOIlee MeHI0 C ONIUsaMH: OJKcHopT, OTmpaBUTh KOIHIO,
[TeyaTh, CripaBOYHBIN 1IEHTP
Pab6ora co craiimamu [Tonnep>xrBaeMbie BO3MOXXHOCTH:
CO3/1aHMe/yiaJieHre HOBOT'O CJIaka;
CO3/IaHKe CJIaifJla C MAaKeTOM IO YMOJTYaHUIO;
BO3MOXXHOCTb 1y0JIMPOBATh CIIAM[;
BO3MOXXHOCTb BbIPE3aTh/KOMMPOBATh/BCTABUTD CIIAM]I;
M3MeHeHHe NOpsiKa CJIAaWJI0B C IIOMOIIbI0 KOHTEKCTHOT'O MEeHIO;
M3MeHeHre MaKeTa TeKyIlero cyianma;
BO3MO)XHOCTb BbIOpaTh MakeT HOBOT'O CJIai/ia
Pabora ¢ TekcToM [TonnepxuBaeMble BO3MOXXHOCTH:
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BBOJ TEKCTa B TEKCTOBOe I10Jie, GUTYPY, TAOIUILy WIK U300pakeHue;
dbopmaTrpoBaHue BBeJIEHHOTO TEKCTa;

aBTOMaTHU4ecKasl 3aMeHa CUMBOJIa fiedrica CHMBOJIOM CPeJIHero TUpe;
aBTOMAaTHUYeCKasl 3aMeHa JIBOWHBIX KaBblueK Ha PppaHITy3CKHe KaBbIUKH;
aBTOpOpMaTUPOBaHHE TUIIePCChUIOK;

BO3MOXXHOCTb TIEPeUTH TI0 CChIJTKe, U3MEHUTh/yIalIUTh CChUIKY;
yZajieHre OHOTO MJIM HeCKOJIbKUX CHMBOJIOB WM pparMeHTa TEKCTa;
BO3MOXXHOCTb BbIpe3aTh, KOMMMPOBATh U BCTABUTH TEKCT

c coxpaHeHueM ¢$opMaTUPOBAHUSI

dopmarupoBaHue [Tonnep>xruBaeMbie BO3MOXXHOCTH:
CO/IePKIMOro M3MeHeHHe MpPUPTa TEKCTA;
M3MeHeHHe pa3Mepa LIprdTa TeKCTa;
H3MeHeHue HavepTaHUs TEKCTa (TTOITY >KUPHBIHA, KypCHB,

MIO/TYePKHYTHIM, 3a4epKHYTHIN, HAICTPOUYHBIA*, IOJCTPOYHBIN¥);
M3MeHeHMe I1BeTa IMPUQTa BCEIO TeKCTa;

BbIpaBHHMBaHWe TEKCTa 10 FOPU30HTAIM B purype mo JjieBOMy Kparo,
10 [eHTpPy, @0 TpaBOMy Kparw, MO0 [WPHUHE, PpPaBHOMEPHO
BHYTPU OOBEKTA;

BbIDABHUBAHME TEKCTA 110 BePTUKAJIH;

yBeJInueHre/yMeHbIlIeHre OTCTYIIOB;

W3MeHeHrWe WHTEepBaJIOB M OTCTYMOB yis ab3aieB (mepBasi CTPOKa,
OTCTYII CJIeBa, OTCTYII CIIpaBa, UHTEepBaJl J10, UHTepBaJl 1ociie)*;
“3MeHeHre MeXXCTpoyHoro uHTepBana (1, 1.15, 1.5, 2)*

* Toabko dast yempoiicm6 ¢ OC iPadOS.

Pa0ora co ciuckamu [Tonnep>xruBaemMbie BO3MOXXHOCTH:

oTtobpakeHue/106aBIeHNe MapKUPOBaHHOIO, HYMepOBaHHOI'O
WJIM CMeIIIaHHOT'O CITMCKa;

BO3MOXXHOCTb U3MEHUTh TUII CyIIeCTBYIOIIEero CIMCKa;

3aKpbITHE BKIAJIKK « TeKCT» U MprMeHeHHe BHIOPAHHOTO THIIA CITHCKa
10 HAaXXaTUIO Ha KHOTKY «Hazamy;

yAajieHWe CYIIeCcTBYIOIIEro THIIA CITMCKA 110 HaXKaTHIO Ha KHOTKYy «Her
MapKepoB»

Pa0ora ¢ TadimmmamMn [TopnepxuBaeMbie BOBMOXKHOCTH:

BCTaBKa/peJJaKTUPOBaHKe TaOIUIIbI;

nobaBiieHre TabIUIThl pa3MepoM 3X3 Ha CJIau/T;

pellakTUpOBaHKe TeKCTa sideek B Tabuile;

¢dopmaTHpoBaHHe TEKCTa B siYeHKaX TaOJIUIIBI;

BO3MOXXHOCTb ~ KOTIMPOBaTh, BbIpe3aThb WM  BCTaBUTh  TEKCT
B A4eiKe TaOJIUIIbI;

BO3MOXXHOCTb BbIPE3aTh/KOMMPOBATL/BCTABUTDH TAOJIHILY;

yaajieHre TaOJIHITbI;

nepeMelrieHre TaOJIUIIbI Biepesl/Ha3a/l, Ha TIepeTHUI/3aHUH [1J1aH;
M3MeHeHUH pa3Mepa TabJIUIIbI C COXPaHeHUeM ITPOIIOPIHH U 6e3;
nepeMelrieHre TabJIUIIBI 110 CIIANAY;

MIPOCMOTP, BBIJIeJieHHWe W pefdaKTHpPOBaHWE I[IOBEPHYTOrO0 TeKCTa
B TabJuIe

Pabora c uzoopakenusamu | [lognepkriBaeMbie BO3MOKHOCTH:

oToOpakeHUe n300pakeHus B Bujie poHa GUTYPHI HA Craiijie;

BCTaBKa GUTYPHI C U300pa’keHreM Ha CJIau;

nepeMeliieHre GUrypsl ¢ GOHOM B BUIe M300pakKeHus 10 CJIAUY;
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“3MeHeHHe pa3Mepa GUrypsl ¢ GOHOM B BUJle U300pakeHus

C COXpaHeHueM IPOIOopIUN Wik 6e3 COXpaHeHUs TIPOIIOPIIUIA;
yaajieare GUrypel ¢ GOHOM B BHe M300paKeHus

Pab6ora ¢ purypamu [TopnepxruBaeMble BOBMOXXHOCTH:

BCTaBKa TeKCTOBOTO I10JIS;

U3MeHeHUe pa3Mepa GUIypbl C COXpaHeHHeM WM 6e3 coXpaHeHHs

IIPOTOPIIUA;

BO3MOXXHOCTh BBIOpATh THII burype
Y BCTaBUTh/BbIPE3aTh/KOMMMPOBATL/ YIAIUTh GUTYDY;

3aroJIHeHUe BHYTpeHHe! obmactu duryps I[BETOM

WK U300pakeHreM;

niepeMeilrieHre GUTYpPBI WK TPYIIILI GUTYP TI0 CTIaky;

nepeMelrieHre GUTyphl Ha OJIMH YPOBeHb BIlepe]l/Ha3aj] OTHOCHUTEIbHO

IPyroro o0beKTa;

pa3MeliieHre GpUTyphI Mepeji/3a OCTaIbHBIMUA 00beKTaMU;

BCTaBKa (pUTYypbI HA CJIAN]L C MCIIOJIb30BAaHHUEM TeMbl JJOKYMeHTa

OrobOpaxkeHue [TonnepxuBaeMbie BOBMOXXHOCTH:

COJIep:KUMOr0 yBeJInueHre/yMeHbllleHre MaciiTaba Cianos;

yCTaHOBKA MacIiTaba cIaijioB 110 pa3Mepy OKHa;

oToOpakeHHe UMEeHU JIOKyMeHTa B ITaHeJI HaBUTaIUH;

nepexo/ K cjie[lytolleMy/IIpeibIIyIleMy CJIaiy Mpe3eHTaluy;

aBTOMaTHUYeCcKoe U3MeHeHHe OpUeHTaIlK CTPaHUIIbI

C IOPTPeTHOW Ha JIaHIIAadTHYIO ¥ HA000pOT

HeMoHcTpamus [Tonnep>xruBaeMbie BO3MOXXHOCTH:

Npe3eHTaluu aBTOMAaTHU4YeCcKoe UM py4yHOe BOCIIpOW3Be/leHre IIpe3eHTallly;

aBTOMATUYeCKasi CMeHa CJIai/IoB;

BBIOOp JUIUTENILHOCTH TI0Ka3a ciarma (1 cek., 2 cek., 3 cek.,

5 cek., 10 cexk., 15 cek., 30 cek., 1 MmunyTa);

IUKJIMYEeCKUH [10Ka3 CIIanja;

BO3MOXXHOCTb BEPHYTBCSI B HAUaJIO MTpe3eHTaluu;

BO3MO>KHOCTb 3aBEPIIUTDH JeEMOHCTPAIIUIO

Hecrol [Tonnep>xruBaeMbie BO3MOXXHOCTH:

HaBUralysd MexXy CllanllaMu;

nepeMeilrieHre GUTYPHI IOJITUM HaXKaTHEM;

3aKpBITHe PeKUMa JeMOHCTpanuu xectoM «IIumoky;

CO3/IaHHe TIPe3eHTaI|U C TIOMOIIIbI0 KOHTEKCTHOTO MEeHI0, BHI3BAHHOTO

JIOJITUM HakaTHeM Ha MKOHKY MPWJIOXKeHHs Ha paboyeM cToJie
PaboTa ¢ roTOBHIM IOKYMEHTOM

ITeyaTs moKymeHTa [Tonnep>xuBaemMble BO3MOXKHOCTH:

1evaTh JOKYMEHTa;

IIpe/IBapUTEJIbHBIN ITPOCMOTP Mpe3eHTalliu Miepe]l eYaThblo;

M3MeHeHHe HaCTpoek MedaTy B okHe «[lapaMeTpsbl cTpaHHUITbI»;

BBIOOD MMPUHTepa ISl TIevaTH;

BbIOOp popmaTa Hymary;

BO3MO>KHOCTbD 33/1aTh KOJIMYECTBO KOMUH JIJIs I1eYaTH;

BBIOOD HEOOXOOMMBIX CTPAHHUIl JJIs TMedaTh (BCce WIH OTHAebHbIe

HOMepa/inanasoH);

BO3MOXXHOCTb BbIOpPATh paMKy CTPAHMII;

MIOBOPOT CTPAHUIIbI TOPU30HTAJILHO;

BO3MOXXHOCTb paciiedaTaTh HeCKOJIbKO CIAMIOB Ha OHOM CTPaHUIIE;
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oToOpa’keHWe UMEeHH JIOKYMEeHTa

*[Ipu nodkmoueHuu k Yacmromy Obaaky MoiiOgpuc
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