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1 OBIIME CBEJIEHUSA

1.1 Haznadyenue

«MoiiO¢duc CraHmapTHbIT» — OPOAYKT A PabOThl ¢ O(QUCHBIMH TPUIOKEHUSIMH B
roCy/1apCTBEHHBIX OpraHHu3aIHsIX u KPYTHBIX KOMMEPUYECKUX MPEINPUITHSIX.
Bxirouaer penakTopbl TekcTa, TaONMIl, MpPe3eHTAalud M MPWIOKEHUE IJs YIpaBJICHUS IOYTOH,
KaJIEHAAPEM U KOHTAKTaMHU.
1O «MoitOduc CtanaapTHBIN» peanu3yeT cieayromme GyHKIu:
— pazpaboTka 1rabioHOB (popmar xott), COCTaBIEHHE U MPOCMOTP JTOKYMEHTOB,
HUPKYJIUPYIOLIUX B OpraHU3aIUY;

— CO3/IaHH€ HOBOTO (ITyCTOr0) JOKyMEHTA (TEKCTOBBIM U TAOJMYHBIN PEIAKTOPBI, PEAAKTOP
MpEe3eHTalNN );

— OTKPBITHE CYIIECTBYIOIIETO JOKYMEHTa (TEKCTOBBIA M TaOIUYHBIN PEeIaKTOPhI, pEAaKTOP
MPE3CHTAIINN );

— MIPOCMOTP U MOKa3 Ipe3eHTaluu (peaaKTop Npe3eHTalui);

— peIaKTHUPOBAHUE OTKPHITOrO (J1ajgee — TEKYyIIEero) JOKyMEHTa IyTeM BBOJA, 3aMEHBI,

yAAJIEHUS COAEPKUMOTO TOKYMEHTa C MPUMEHEHUEM CTaHJapTHBIX yCTPOUCTB BBOJA;

— pellaKTUpOBaHME TEKYILEro JOKyMEHTa ¢ NpuMeHeHHeM Oydepa oOMeHa oneparmoHHON

CHCTEMBI;

— COXpaHEHHE JOKYMEHTa (C BO3MOXHOCTHIO IMEPEHMMEHOBAHUs), SKCIOPT U UMIOPT B

pa3nu4HbIX (popmarax;

— moazepkka anekTpoHHbIX monmuceil B ¢opmatax CADES u XADES (TekcroBwlii u

TaOJIMYHBIA PEAKTOPHI);

— MpoBepKa MpaBoNKCcaHus (TEKCTOBBIN peakTop);

— MOAJIepKKa CTUJIeH U malbI0HOB (TEKCTOBBIN peaaKkTop);

— paborta c rpadukaMu 1 JuarpaMmamu (TaOJIMYHBINA peaaKkTop);

— pabota ¢ MakpocamMH (TEKCTOBBIH PeJaKToOp);

— paboTta ¢ 001UM JA0CTYIIOM 1O IpoTokoiy SMB (TekcToBBIN U TaOIUYHBIN peIaKTOPHI);

— BCTaBKa M peJaKTUPOBAHNE N300paKCHHH (TEKCTOBBIA PEIAKTOP);

— COpPTHPOBKA U (GUIbTpaLUs (TEKCTOBBIN U TaOJIMYHBIN PEAaKTOPHI);

— MoJiIep KKa BCTPOSHHBIX (hOpMyJI (TaOIMUHBIA PeaKToOp);

— MOJJIEP’)KKa COBMECTHON pabOThl HaJ JOKYMEHTOM (OTOOpa)KeHHWE WCHIPABICHHUM) MpU

MTOMOIIIN PEKUMA PEIICH3UPOBaHUS (PEIAKTOP TEKCTOB);
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— aBTOMAaTHYECKOE COXpaHEHHE BHOCHMBIX IOJIb30BaTE]eM H3MEHEHUH (C MHTEpBAIOM 5
MUHYT) ¥ Nepeaayda uxX APYrUuM M0JIb30BaTENsIM, pabOTaIOUINM C JOKYMEHTOM;

— CO3JaHUE, pEJaKTUPOBAHUE, NPUKPEIJICHUE BIIOKEHHUM, OTHOpaBKa AJIEKTPOHHBIX
MOYTOBBIX COOOIIEHUH (TOYTOBBIA KIHUEHT);

— XpaHEHUE, TPOCMOTP, IOUCK IIOJYyYEHHBIX, OTIPABJICHHBIX, AapPXUBUPOBAHHBIX,
COXPAHEHHBIX KaK YEPHOBUK JICKTPOHHBIX OYTOBBIX COOOIICHUI (ITOYTOBBIN KIUEHT);

— co3aHue, XpaHeHue, MOUCK U yIpaBieHHNe KOHTAKTHOW MH(pOpMaIieil B apecHOl KHUre
(TTOYTOBBIM KIIMEHT);

— MOAKJIIOYEHNE YUYETHBIX 3allMCEN JIEKTPOHHOM MOYTHI CTOPOHHUX CEPBHUCOB (IIOYTOBBII
KJIUCHT);

— MOAKJIIOYEHNE YUYETHBIX 3aluCed AJIEKTPOHHON MOYTHhI CO CTAHJIAPTHBHIMU HACTPOMKaAMHU
noaKIroueHus 1mo npotokoxy IMAP/SMTP (mo4ToBsIi KIHEHT),

— IJIaHUpOBaHUE PaOOTHl W B3aUMOJICHCTBUS I0JI30BATEICH IpPU MOMOILIM HHTErparuu
MEPCOHANBHBIX KalleHAapeH (MOYTOBbIHN KIHeHT) o npoTokony CalDAV;

— nobaBnenue Gpopmyn Ha s3bike pazmMeTku LaTeX (TeKCTOBBIN penakTop);

— 3alUTa COJACPKUMOTO OT U3MEHEHHH (TEeKCTOBBINA M TAOIUYHBIA PEIaKTOPHI);

— CcO3J]aH1e CBOJHBIX TaOnuIl (TaOJIUYHBIN peaaKTop).

1.2 YpoBeHb MOATOTOBKHU NOJIb30BaTEIsl

[Tonb3oBarens 110 «MoitOduc CtanapTHBII JOKEH UMETh!

—onbpIT  pabOTBl C OAHOM (WJIM  HECKOJbKMMHM) OIEPAlMOHHBIMU  CHUCTEMaMH,
UCIIOJB3YEMBIMA B OpraHM3allid M IEPEYUCIEHHBIMM B paszaene 2.1 Hacrosiuero
JIOKYMEHTA;

— HaBBbIK pa6OTI)I CO CTaHJAAPTHBIMHU O(I)I/ICHI)IMI/I MMPHUITOKCHUSAMMU.

1.3 llepevyenr IKCMJIYATANMOHHOW JIOKYMEHTALMH, € KOTOpOii Heo0X0aUMO

O3HAKOMHUTLCHA 110Jb30BaTE/I10

Bces neoOxomumast wHpopmanmss mo skcruryatanuu  [10  «MoitOduc  CraHmapTHBID

IMMOJIb30BATCJICM IMPUBCICHA B HACTOAIIICM PYKOBOJICTBC.
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2 YCJIOBHS BBIITOJIHEHUS ITPOTI'PAMMBbI

2.1 TpeGoBaHus K MPOrpaMMHOMY O0ecrie4eHH 0

[0 «MoitOduc CrangapTHBII» (QYHKIMOHUPYET Ha TOJIb30BATEIBCKUX CTAHLUSAX CO
CIICAYIONIMMH OTIEPAIMOHHBIMUA CHCTEMaMH:

— Microsoft Windows 10 (64-pa3psianas Bepcusi);

— Microsoft Windows 11 (64-pa3psinHast Bepcusi);

— Astra Linux Special Edition 1.6 (64-pa3psianas Bepcus);

— Astra Linux Special Edition 1.7 (64-pa3psinnas Bepcus);

— Astra Linux Common Edition 2.12 (64-pa3psinnas Bepcus)™;

— Anbt 8 CII (64-pa3psigHas Bepcus);

— Aunpbt CII penuz 10 (64-pa3psinHas Bepcusi);

— Anbt Pabouas cranmus 9.2 / K 9.2 (64-paspsaHas Bepcus),

— Anbt Pabouas cranmus 10.1 / K 10.1 (64-pa3psanas Bepcus),

— AnpT O6pazoBanue 9.2 u 10.1 (64-pa3psigHas Bepcus).

* B cea3u ¢ npexkpawenuem paspaoomrxu OC 603MOXNCHbL O2paHuyeHus 6 pabome
OMOENbHBIX PYHKYUL HACMOJILHBIX PEOaKmopos.

[TonHbIil epedeHb TpeOOBaHUN K MPOTPAaMMHOMY U amlmnapaTHOMY OOECIEYEHUIO, a TaKKe
OTMCaHue Mpoliecca YCTaHOBKU MpuBeAeHbI B ToKyMeHTe «MoitOduc CrangaptHsiii. PykoBoacTBo

CUCTeMHOTO Tiporpammuctay 502220-29144487-2016-01 32.

2.2 OrpaHnYeHus1, HAKJIabIBaeMble CHCTEMOM

2.2.1 Orpanuyenus Ha popmat ¢aiijion

PaspemienHble Ha OTKpbITHE U coxpaHeHue ¢(opmatsl ¢aitiioB B I10 «MoitOduc

CranniapTHBI» IpUBeIeHBI B Ta0IUIE 2.

Tabnuma 2 — Pa3penienasie Ha OTKpBITHE U coxpaHeHue Gopmatsr daitnos B [10 «MoitOduc
CrannapTHbII»

®opmaThbl, pa3pelieHHbIE HA ®opmaThl, pa3pelieHHbIE HA

HaumenoBanue peaaKkTopa
OTKPbITHE COXpaHECHHue

PenakTop Tekcra DOCX, XODT, ODT, TXT, DOC, |Coxpanenune: DOCX, XODT,
DOCM, RTF, MHT, MHTML, oDT
HTML, HTM, XHTML, XOTT | 3cropr: PDF, PDF/A-1, TXT,

RTF
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HaumeHnoBanue penakropa

dopmaTel, pa3pelieHHbIE Ha
OTKpBITHE

dopmMarTsl, pa3pelieHHbIEe Ha
COXpaHEHHe

[Ia6monsr: XOTT

Penakrop Tabnun

XLSX, XODS, ODS, CSV, TSV,
TAB, SCSV, TXT, XLS, XLSM,
XOTS

Coxpanenne: XSLX, XODS,
OoDS

Okcnopt: PDF, PDF/A-1, CSV,
TSV, TAB, SCSV, TXT

Ia6monsr: XOTS

Penakrop npezenranuii

ODP, OTP, SXI, PPTX, POTX,
POTM, PPT, DPS, PPTM, PPSX,
KEY, CWK, SVG, SVGZ, SDD

Coxpanenue: ODP, OTP,
FODP, UOP, PPTX, PPSX,
POTX, PPT, PPS, POT, PPTX,
PPSX, POTX, PPTM

Okcnopt: PDF (B T.4. PDF/A-
1b, PDF/A-2b, PDF/A-3D),
HTML, HTM, XHTML, BMP,
EMF, EMZ, EPS, GIF, JPG,
JPEG, JFIF, JIF, JPE, PNG,
SVG, SVGZ, TIF, TIFF,
WEBP, WMF, WMZ

2.2.2 OrpaHu4yeHnsi HAMMeHOBaHU (aiiyIoB 1 Nanok

B umenax (aityioB 1 marnok He JOMyCKaeTcs ynoTpeodieHue:

— UMEHH «...»;

— HUMCH, KOTOPbIC HAYUHAIOTCA UJIM 3aKaHYHUBAIOTCA HpO6CJ’IOM;

— UMEH, B KOTOPBIX MPUCYTCTBYIOT CIIELICUMBOJIBI (TaOyYJIS1IMs, IEPEX01 Ha HOBYIO CTPOKY U

T.1L.);

— UMCH, COACPIKAIINX CUMBOJIbL «/»u «W».

2.2.3 lloanep:xxuBaemble siI3bIKU HHTEpdeiica

[TognepxuBaemple sS36IKM UHTEPETca:

— pYCCKHIA;
— aHTJIMMCKUM;

— (hpaHILy3CKUil;

— tatapckuil («PegaxkTop Tekcta» u «Penakrop Tabmumny);

— Oamkupckuit («PemakTop Tekcray u «PemakTop Tadbmui)

— ucnanckuid («MoitOduc ITouray);

— noptyransckuil («MoitOduc ITouray).

5
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Ecmu ycranoka I1IO MoitOduc ocymectiusiercs Ha OC Linux, To s3bIk HHTepdeiica
IIPUIIOKEHHUS OTIPEIeNIAEeTCsl OCHOBHBIM s13bIKOM HUHTepdeiica OC.

Ecnmu ycranoska I10 MoiiO¢uc ocymectsisercs na OC Windows, To a3bIk uHTEpdetica
MPUIIOKEHHUS OTIPEICIISIETCS. peTHOHANBHBIM (popmaToM (moapoOHee cM. B AokyMeHTe «MoitOduc

CranpapTHbiid. PykoBOACTBO cMcTeMHOr0 porpammucta» 502220-29144487-2016-01 32).
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3 BBIIIOJIHEHUE INTPOI'PAMMBI

Jns 3amycka peJakTopa JOKYMEHTOB, TaOJul], MpPE3eHTalUi WIM IOYTOBOIO KIIHMEHTA
HEOOXO/IMMO aKTHBHPOBAaTh COOTBETCTBYIOILIYIO MUKTOTPaMMy Ha paboueMm croyie MO0 B MEHIO

IIPUJIOKEHUH IIPU ITOMOLIH JIBOMHOTO KJIMKA JIEBOW KJIABUIIM MbIIIH (cM. Pucynku 1 u 2).

ORNCHENCEN -

MeoAOdumc Mo Odguc Moid O Peaaktop
Moyrta TewcT TaBnuua NpeseHTaLMIA

H £ MNowuck

Pucynoxk 1 — Spasiku [1O MoitOduc na padouem ctone OC Windows

B Pabounii cron LibreOffice Impress =
@ MHTEpHET Co3aaHne W pefarKTMpoBaHNE MPE3EH...
Kop3uHa | %'ﬁ Oduc | - LibreOffice Math
— | Cozparme v PeAAKTMPOBAHME HAY4HbL...

2

o
3 _ _
s CucTemtLe =) LibreOffice Writer

Cucrema ap Co3paHue 1 PeAAKTHPOBAHIE TEKCTA ...
[En CTaHaapTHLIe

%+ MeHemxep nakeTos mapeer PTOjECELIDrE

% AIMUHWUCTPUPOBaHWE e MNaHNPOBAHIKE W YNPEBNEHWE NPORKT...
[ LlenTp ynpasneHwms — .
) pynp (V2] Mapamerpei J Mo O¢uc Tabnuua
Tepmunan - BbinonHeHWe BeMNCAEHKA, AHANNE...
. MoiOg¢uc Tekcr
£ 3a6inokmposats 3kpam C03JaHMe M peaKTUPOBAHNE TEKC...
3aBEPLUIMTE CEAHC 0 PepakTop MpeseHTaumii
Co3gaHmne 1 pefaKTNpoBaHNe Npes...
0| Buiiitu h
Mowck: l Q
sy, Mewo

Pucynoxk 2 — SApasiku penakropos [10 MoitOduc B mento npunoxennit OC Linux

OTkpoeTcs OKHO U1 pabOTHI C JOKYMEHTOM.

I'maBHOE OKHO MpH paboTe C TEKCTOM COAEPKHT NATh obnacteit (cM. Pucynok 3):
® KOMaH/IHOE MEHIO;

® [1aHeJb HHCTPYMEHTOB;

e paboyasi 001aCTh;



e OOKOBas IaHEeb;

® CTPOKa COCTOAHMUA.

KomaHgHoe MeHIo
|
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MNaHenb MHCTPYMEHTOB

5 Hoawlii Aokyment 1 - ModOdunc

Gaiin Bcraeka

Mpaeka

Dopmar  MHcTpymeHTH

Buwg  OBwwi goctyn  Hagertpoiikm  Cnpaeka

+ v X @ -
NoGasuTh E} v o
H3GpaHHoe ®ain Mpaeka
-
B2 1 v 1 2 3 4 5

w

WpnadT
i 7 ] 9

Ab3al
10

BcTaska

n 12 14 15

Bokosana naHens ————@

Pabo4an obnacTb

4
5
& W
CrpaHnua 1 3 1 ' - » + 90 A4
|
CTpoKka cOCTOAHWUA

Pucynok 3 — I'maBHOE OKHO
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4 OIIMCAHUE OIIEPAITAM

B cocraB mpoxaykTa BXOAAT CICHYIOINIME NPUIOKCHHUS, MO3BOJsIONME padoTaTh Ha

oreparmoHHbIx cucremax Windows, Linux u He TpeOyronue noakiodeHus k HTepHeTy:

— «PemakTop TekcTay — pemakTop s paboOTBl ¢ TEKCTOBBIMH JOKYMEHTaMH,
oOecrieunBaroIuii  yno0HOE M OBICTPOE CO3JaHUE JIOKYMEHTOB C HCIIOJIb30BAaHHEM
11a0JIOHOB, CTUJICH U CPENICTB OPMATUPOBAHHSI TEKCTA,

— «Penmaktop TaONUI) — PEOAKTOP JUIS TOCTPOCHHS DIICKTPOHHBIX TAOJIHMII M BEICHHS
YKOHOMHUKO-CTATHCTUYECKUX PACUETOB, MOAIEPKUBAIONINN PaCIIMPEHHBINH HA00P hopMyI
U CPEJCTB JIJIsl OOpaOOTKH JTaHHBIX;

— «Penmakrop mpe3eHTauWi» — TPUIOKECHHUE C TOJHBIM HA0OPOM HHCTPYMEHTOB IS
POCMOTPA, CO3J[aHUs U PEIAKTUPOBAHUS rpadUUeCKUX MPE3CHTALINH;

— «ITouTOBBI KIMEHT» — MPWIOKECHHE JUIsI PabOTHI C JJIEKTPOHHBIMU COOOIICHUSMHU,

KaJICHAapsAMHU, 3aja4aMi U aIp€CHBIMU KHUT'aMU.

4.1 Onucanue onepaumii B peqaKkTope TEKCTa

[Ipuseneno B npuinoxennn «MoilOduc Crannaptasiii. PykoBojcTBo omneparopa. Yacts 1.
Penaktop tekcta» u mpmioxenun «MoiOduc CrannapTtHeiidi. PykoBoacTBo omeparopa. Yacts 5.

CHpaBOLIHI/IK MaKpOKOMAaH/] Ha A3BbIKEC Lua».

4.2 Onucanue onepanuii B pe1aKkTope TadIuIl

ITpuseneno B mpunoxenun «MoitOduc Cranaaptabiil. PykoBoactso oneparopa. Yacts 2.
Penaxrop Tabmuuny» u npunoxennn «MoitOduc Crannaptheiidi. PykoBojacTBo oneparopa. Yacts 5.

CHpaBO‘-IHI/IK MaKpOKOMAaH/] Ha S3BIKE Luay.

4.3 Onucanue onepanuii B peaKkTope npe3eHTanui

[Tpuseneno B nmpunoxenun «MoitOduc Cranaaptasiil. PykoBoacTso oneparopa. Yacts 3.

PenakTop npe3eHTanniiny.

4.4 Onucanue onepauuii B NOYTOBOM KJIHEHTe

[TpuBeneno B nmpunoxenun «MoitOduc Crangaptaeiil. PykoBoactso omeparopa. Yacts 4.

IToYTOBBIN KIUEHTY.
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5 ABAPUMHBIE CUTYAIIAU

[Ipu c6oe B paboTe anmapaTHOro 00eCIeYeHHsi CO CTOPOHBI MOJI30BATENsI BOCCTAHOBJICHHE
HopMainbHOU paboTel [TO MoitOduc 10KHO TPOU3BOIUTHCS TIOCIHE:

— mepe3arpy3Ku OnepalruoOHHOW CUCTEMBI;

— OCYIIECTBJICHUS COOTBETCTBYIOIIETO MOpsiiKa AeicTBuil s Bxoaa B [10 MoitOduc.

[Ipu ommbkax B paboTe ammapaTHbIX CpPeACTB, obecneunBaromux GyHkunoHupoanue 110
MoitO¢duc (kpome HOCUTENEH MaHHBIX W MpOrpaMMm), MexaHu3M BocctaHoBiieHus [10 MoitOduc
peanuzyercs cpeacramu OC.

[Ipu ommbkax, cBsi3aHHBIX ¢ NporpaMMHbIM oOecriedenneM (OC u apaiiBepbl YCTPOMCTB),
BOCCTaHOBJIEHHE paboTocnocoOHocTH Bosnaraercs Ha OC.

[Ipn HeBepHBIX AEWCTBUAX IMOJIB30BATENCH, HEBEPHBIX (QopMaTax HIU HEIOMYCTHUMBIX
3HAYCHUSAX BXOAHBIX MJaHHBIX, [IO MoiilOduc BBITACT MOJIB30BATEN0 COOTBETCTBYIOIINE
COOOIICHHUsI, TMOCIE Yero BO3BpAIIAeTCs B pabodyee COCTOSHUE, MPEANISCTBOBABIIEE HEBEPHOUH

(HGHOHYCTHMOﬁ) KOMaHC UM HCKOPPEKTHOMY BBOAY NAHHBIX.
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6 PEKOMEHJALIHWHA 11O OCBOEHUIO

st yenemHoro ocBoeHust [10 MoiOduc monp3oBarento HEOOX0AUMO UMETh TpeOyembie
HaBBIKH paboTHI C HCMONB3yeMbIM sl paboTel [10 MoitOduc ycTpoiicTBOM, a TakKe HU3Y4HUTh

HACTOSIIEE PYKOBOJICTBO.
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