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Bce ynomsiHyTBIEe B 3TOM JOKyMeHTe Ha3BaHHS MPOJYKTOB, JIOTOTUIIBI, TOPTOBbIe MapKU U
TOBapHbIe 3HAKW MTPUHAJIJIEXKAT X BIIa/ieJbIlaM.

Tosapnbie 3Haku «MonOducy u «MyOffice» npunagnexxar OO0 «HOBBIE OBJIAYHBIE
TEXHOJIOT'MW».

Hwu npu kakux 0OCTOSITENILCTBAX HEJIb3sI KCTOJIKOBBIBATH JIF0O0E COIeP’KUMOe HACTOSIIero
JIOKyMeHTa Kak IMpsiMoe WX KOCBeHHOe IpeJoCTaBjieHue JIMIeH3WH WK ITPaBa Ha MCIOJIb30BaHUe
TOBApHBIX 3HAKOB, JIOTOTHIIOB WM 3HAKOB OOCITY>XHBaHMs, TNpPUBEIEHHBIX B HeM. Jlioboe
HECAHKIMOHUPOBAHHOe WCIOJIb30BaHHWEe JOTHUX TOBAPHBIX 3HAKOB, JIOTOTHUIIOB WM 3HAKOB

obcmykuBaHuUs 6e3 MMChbMEHHOTO pa3pellieHus UX MpaBoobyiafaTesist CTPOTO 3aIpereHo.
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1 <MOUOPUC TEKCT»

1.1 OGmee

HoBrle BO3MO0OXKHOCTH:
— JloGaBiieHa BO3MOXXHOCTh OPOPMHUTDH MOJIMUCKY Ha TPOayKT « MorOduc mis moma», B paMKax

KOTOpOﬁ OOCTyIIeH paCLHHPEHHbIﬁ CPYHKL[I/IOHHJI 110 pa60Te C JOKYMEHTaMH.

1.2 UnTepdeiic

N3menenus B uHTep@erice NpUI0KeHU:

— B menio ®opmar > Tabsmmna yopaHa komaHja Pa3beUHUTDL si9edKU U 10OaBIeHa KOMaH[a
Pa3nenurs suelky.

— Ha nanens uncTpymenToB, B pasfen Tabsuna no6asneHa kHonka PasgenuTs sueiky.

— O6HoBIeH UHTepdelC MaHesy MTOMCKA U 3aMeHbI JTAHHbIX.

— O6HoBIeH uHTepdeiic okHa BcraBUTH CCBIIIKY / PetakTHpOBATh CCBLIKY.

— B okHO BcTraBuTh cchlIKy / PejakTHpoBaTh CCBUIKY 100aBileHbl MHCTPYMEHTHI ISl BCTaBKU
CCBIJIKM Ha BHEIIHUN dail.

— B okna BbIOOpa IiBeTa TeKCTa, liBeTa 3aJIMBKU syeeK, TPAHUI] siueeK, I[BeTa JIMHUM, KOHTypa
burypsl 1 3anuBku GUrypsl fobasieHa nanurpa CTaHgapTHBIE IBeTa.

— B oxHax BbIOOpa IIBeTa TeKCTa, IiBeTa 3aJIMBKU siueek, IPAaHUI] s4eeK, I[BeTa JIMHWW, KOHTypa
buUrypsl ¥ 3aMBKU PUTyphI KOJIM4ecTBO 11BeToB B nanutpe Ilociaensue nBera ysenudeHo 1o 10.

— B okHe BbIOOpa IBeTa BbIJleJIeHUs] TeKCTa KOJIM4YecTBO IBeToB B nanutpe Ilociemnue nmBera
yBeJIM4YeHO 10 8.

— B xomannHOoe MeHro Paiin fobaBieHa KoMaHia ABTOBOCCTAHOBJIEHHe.

— Ha 6oxoByo nanesns 106aBiieHa kHollka BoccraHoBieHHbIe ¢aiiibl, IpY HAXKaTUM Ha KOTOPYIO
OTKpBIBaeTCs MaHeslb paboThI C pe3epBHBIMU KONMSIMU AOKyMeHTOB. KHomnka oTobpakaercs, eciiu
eCTb XOTs ObI O/IHa HeCOXpPaHeHHas! KOIIKSI.

— IIlpy aBTOMaTM4eCcKOM COXpaHeHHWM pe3epBHOM KOIMU JOKyMeHTa B CTPOKe COCTOSIHHUS
oToOpaXkaeTCss MHOMKATOP aBTOCOXPaHEeHUS!.

— B xomangHom meHio ®opmart > BelpaBHMBaHHMe KOMaHIbl BBIDOBHATH TEKCT IO JIeBOMY
Kpaio, BBIDOBHATH TeKCT II0 IIpaBOMy Kpal ¥ BbIpOBHATHL TeKCT N0 IIMpPHHe

neperMeHoBaHbl B I1o sieBomy kparo, Ilo mpaBomy kparo, IIo mmpuse.
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— Ha nanenu uHCTpyMeHTOB, a pa3jese Ab3an Ha3BaHUS KHONOK BBIPOBHATH TEKCT IO JIeBOMY
Kpato, Ilo nenTpy, BHIPOBHATH TeKCT M0 MpaBOMYy Kpaio v BBIpOBHATH TeKCT IO IIHMPHUHE
3aMeHeHbl Ha BBIpOBHATH Mo JieBOMy Kpaw, BbIpoBHATH 1o 1eHTpy, BhIpoBHATH 1O
NpaBoMy Kpaio 1 BeIpOBHATH 0 HIUpuUHe.

— Ha manenu wHCTpyMeHTOB, B pasfieiie A63am Ha3BaHus KHornok Ilo BepxHeMy Kpaio,
BripoBHATH TekcT no neHTPy U Ilo HIMKHeMy Kpalo 3aMeHeHbl HAa BbIpOBHATH 110 BepxHeMy
Kpaio, BeIpoBHATH 10 cepenyiHe 1 BLIDOBHATH 110 HIZKHEMY Kpalo.

— B okHe ObICTpBIX AENCTBUM KOMaHAbl BBIpOBHATH TeKCT mo JjgeBoMy Kpaw, Ilo menrpy,
BbIpOBHATH TeKCT IO NpaBoMy Kpaw U BBIDOBHATH TeKCT IO IIHPHUHE 3aMeHeHbl Ha
BripoBHATH 10 JIeBoMYy Kpaw, BeIpOBHATH 1m0 neHTPYy, BEIpOBHATH M0 nmpaBoMy Kparw U
BpIpoBHATH 10 HIMPHHeE.

— B kxomangHnom ™menio ®opmar > Tabmmma ¥ B KOHTEKCTHOM MEHIO TaOJIMIIBI KOMAaHJIbI
BcraButh CcTpOKy BbIIIe ¥ BCTaBUTH CTPOKY HIKe IepeMMeHOBaHbl B BcTaBUTH CTPOKY
cBepxy U BcraBUTB CTPOKY CHH3Y.

— Ha nmanenu uHCTpyMeHTOB, B paszesie Tabauna Ha3BaHUs KHONOK BcTaBUTH CTPOKY BbIle U
BcraBuTh CTPOKY HHM2Ke 3aMeHeHbl Ha BcTaBUTB CTPOKY cBepxXy 1 BcTaBUTB CTPOKY CHU3Y.

— Ha manenmu uHCTpyMeHTOB, B pasfieiie dopmysia Ha3BaHMe KHONOK M3MeHHTH U Y[maauTh

3aMeHeHO Ha I3MeHuTH QpopMyity U YaanuTh GpopMyIIy.

HcnpaBinenus:

— HcnpaBneH fiedekT, mpu KOTOPOM He paboTaiiy KHONKY VI3MeHHTD U Y IaJIMTh, PaciioyioKeHHbIe
B pazjiesie PopmyIia Ha MaHeJId UHCTPYMEHTOB.

— UcnpaBnen nedekt, mnpu kotopom Obiia aktuBHa kKHomka OK u  orcyrcTBOBaso
npenynpexaenue, ecii B nosie Cronoupl 1 CTpoku okHa Pa3jmeneHue sigeiiku BBOOWIOCH

HeaoIIyCTUMOe 3Ha4YeHue.

1.3 PaboTa c nokymeHTOM

HoBrblIe BO3MOXKHOCTH:
— Ecimu gis daiina cpencresamu OC ycraHoBieHO CBOMCTBO TonbKO dTeHHe, TO JaHHBIA ¢aiii
OTKpbIBaeTCsi B pexxume mnpocMmorpa. [Ipy HeoO6XoAMMOCTH TOJb30BaTellb MOXeT CO371aTh

PedakTUpyemMyro KOIINIO JOKYMeHTad.
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— Ecnu daiis1 OTKpHIT Ha peflakTHpPOBaHKUe B JPYTOM IIPWIOXKEHUH, TO JAaHHBIM (aiil OTKpbIBaeTcs B
pexxrMe nipocMmotpa. Ilosb30BaTenb MoXKeT BBIIIOJIHATH IEPUOAUYECKYI0 IIPOBEPKY JOCTYIIHOCTU
JIOKyMeHTa WX CO3[1aTh ero peJakTUPyeMyt0 KOIIHIO.

— JlobaBneHo orpaHHYeHHWe Ha OJHOBPEMEHHOe OTKpBITHe JIOKaJIbHOro ¢aijaa HeCKOJIbKUMU
II0JIb30BaTeJSIMA Ha OJJHOM KOMIIbIOTepe. IIpy MONBITKe OTKPBLITh JOKYMEHT, OTKPBITHIM JPyTUM
IoJIb30BaTelleM, Ha OJKpaHe OTOOpaXkaeTCsi [OUAJOrOBOe OKHO, B KOTOPOM COZEpXKUTCS
rHbopManus 06 3ToM mnosb3oBaTesie, KHOIIKa OTKPBITh KONMIO Uil CO3/IaHUS pelaKTUpyeMOon
KOIIMY JIOKyMeHTa U KHOIIKa 3aKPBITh IS 3aBeplIeHus! paboThl C JOKYMEHTOM.

— IIpu paboTe B IpHII0’KEHUH BBIIOJIHAETCS aBTOCOXPAHEeHUe KONUH pe/lakTUPyeMbIX IOKYMEeHTOB,
B TOM 4YMCJle — JOKYMEHTOB, HM pa3y He COXpaHeHHBbIX Ioyb3oBaTesieM. Ecimu pabora
IIPUJIOXKEeHNsl 3aBepllaeTcsl aBapUMHO, TO NPU NIOBTOPHOM BXOJle B IPWIOXKEHHUe I10JIb30BaTellb
MOXXeT COXPaHUTh pe3epBHble KOIMM [JOKYMEHTOB KaK OTJeslbHble (aijibl WIA 3aMeHUThb
KOIIMSIMA OPUTHMHANIbHBIE JOKYMEHTHI.

— Cy1ecTByeT BO3MOXKHOCTb TMOKOM HACTPOMKY aBTOBOCCTAaHOBJIEHUS JOKYMeHTOB. [lonb3oBaTesns
MOXeT OTKJIIOUMTh WJIM BKJIIOYUTHb COXPaHeHWe AAHHBIX /11 aBTOBOCCTAHOBJIEHUS, W3MeHHUTb
VHTEepBaJl COXpaHEHUs pe3epBHBIX KOIMI IOKyMEeHTOB, OTKJIIOYUTh pe3epBHOe KONUpPOBaHUe IS
oThenbHOro ¢aina 6ombioro obvema, CKONMMPOBAaTh IYTh K IIallKe, B KOTOPOM XPaHATCS
pe3epBHbIe KOIIMU JIOKYMEHTOB.

— B cTpoke cocrosinus 0ToOpaXkaeTcsi UHAUMKATOP aBTOCOXPaHeHUs! IOKYMEeHTOB.

— Ha OoxoBo¥i maHenu otobpaxaercs KHonka BoccraHoBiieHHbIe QaiiIbl, eCliM eCTb XOTSI OBl
OJlHA HeCcOXpaHeHHas pe3epBHasl KONHWs HOKyMeHTa. lIpM HakaTMM Ha KHOIIKY OTKpBIBAeTCs
naHeJslb paboTel C pe3epBHBIMU KONHUSMU JJOKYMEHTOB.

— Jlo6aBiieHa BO3MOXKHOCTb OTKPBITH JIOKyMeHT HOBBIM CIOCOOOM: IlepeTallliTh ero WM SIPJIbIK
JIOKyMeHTa K3 OkHa alIoBOrO MeHeKepa OIlepallMOHHOM CHUCTeMBl B OTKPBITOE OKHO

ITPUIOXKEeHHU .

OrpanuyeHnus:

— Ha OC Windows pexxum nnpocMoTpa He UcIionb3yeTtcs i ¢paitsioB B popmarte DOC, Tak kak npu
OTKPBITUM TaKUX GarIoB MPOUCXOIUT UX aBTOMaTH4eckas KoHBepranus B opmat DOCX.

— @aiis1 OTKPBIBAETCS B peXXUMe pellakTHPOBaHUS, eC/Id OH OTKPBHIT B APYroM IPUJIOXKEHWH, HO
3TUM TIPWIOXKeHHueM He co3fiaH lock-daiit.

— Jlnis HU pa3y He COXpaHeHHBIX (GaiyIoB OTKIIIOYUTh aBTOCOXPaHEeHHe HeBO3MOXKHO.

— MuHVManbHBIA UHTEPBaJl pe3epBHOTO KOMUPOBaHUs — | MUHYyTa, MaKCUMalbHbIHA - 120 MUHYT.
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— [lanens paboThl C pe3epBHBIMU KOIHSMU JOKYMEHTOB HEe[OCTYIIHA Yy OTKPBITBIX pe3epBHBIX
KOIIHM B pexxuMe MPOCMOTpa.
— PesepBHble KOIUU JOKyMEHTOB XPaHSTCSI OJJUH MecsIl, a 3aTeM aBTOMaTUYeCKH YIaJsioTCsl.

- HGPETaCKI/IBaHI/IEM B OKHO IIPUJIOXKEHHUS OJHOBPEMEHHO MO’KHO OTKPLITH He bounee 32 q)aﬁHOB.

1.4 ®opmaTupoBanue

HoBrble BO3MOXKHOCTH:
— JlobaBneHa BO3MOXHOCTb BbIOOpa I1BeTa TekcTa U3 Habopa 10 cTaHIapTHBIX [IBETOB.
— YBenu4eHO KOJMYeCTBO IOCJIeAHUX I[BETOB, paHee BbIOPAHHBIX II0JIb30BaTesleM TPy
dbopmMaTUpPOBaHUM IOKYMeHTa, ¢ 5 110 10.
— YBenu4eHo KOJIMYeCTBO MOCJIeIHUX I[BETOB, paHee BbIOpPAHHBIX I0JIb30BaTesieM JIsl BblIeJleHus
TeKCTa, C 4 110 8.
— lIBet, BbIOpaHHBII IIOJIb30BaTeIeM JIsl TEeKCTA WM BblfieJIeHUs] TeKCTa, 0TMedaeTcsl GPIIaXkKoM.
— IIpu HaBemeHWM Kypcopa MBIIIM Ha JIFOOOW IBET Ha MaHelIW BbIOOpa IBeTa OTOoOpaXkaeTcs
3Ha4YeHHe 3TOTO 11BeTa B 11BeToBOM Mozenu RGB.
— dopmaTupoBaHMe IOKYMeHTa, Cco3/laHHoe B pefakTtope «MonOduc Tekcry», konupyercs B 6ydep
obmena ¢ MIME-Ttunom text/html u ¢ coxpaneHueM cBoei CTPYKTYPHI JIJisL:
® TeKCTa CO CTWISMM ab3ara (3a KCKIII0YeHHMeM BbIPDAaBHUBAHMS, OTCTyIa I1epBOM CTPOKU U
ab3ara, MHTepBasa MeX/ly ab3aramMu ¥ MeXXCTPOYHOI'0 UHTepBasla);
® TeKCTa CO CBOHCTBAMHM CHUMBOJIA (32 HCK/IIOUeHWeM MIpudTa, Kerejs, MeXCHMBOJIBHOTO
VHTEepBaJla, [IBeTa TeKCTa, [[BeTa BbleJIeHNs);
® CIIMCKOB;
® TUIIEePCCHUIOK;

® [I0JIeH.

OrpanuyeHnus:

— He xomnupytotcs cnenyroniye oObeKThl U CBOMCTBA:
® KOMMEHTapuH;
e bopMyIIb;

® 11300pakeHus;

e bUrypsr;
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® CBOKCTBA Ta6J'II/II_IbIZ IBeT 3aJIMBKU, BU U IIBET I'PAHUIL, BbIpdBHUBaHWE, OTCTYII, oOTekaHHe u

pacCTosgHHMEe 10 TeKCTa.

1.5 Tadauuel

HoBbie BO3MO0XKHOCTH:

— JloGaBieHa BO3MOXKHOCTD pa3jie/ieHus sSsYeKu B TabJiiile Ha HECKOJIBKO CTOJIOIIOB U CTPOK.

— IlobaBiieHa BO3MOXKHOCTb BbIOOpa IIBETa 3aJMBKU siYeeK W TpaHUIl sueek U3 Habopa 10
CTaHJAPTHBIX [IBETOB.

— LIBeT, BLIOpAHHBII MOJTb30BATEJIEM JIJIsl 3a]IMBKH sTYeeK WITH TPAHUI] T9eeK, 0TMedaeTCsl QIIaKKOM.

— B Tabmuiel, 111 KOTOPBIX HACTPOEHO OOTeKaHWe TeKCTOM, MOXHO J00aBisTh OOBEKTh THIIA:
durypa, nuHMS, U300pakeHre, TeKCTOBOe TOJie, OryiaBiieHue, GpopMmyra, CHOCKa, TiepeKpecTHast

CCBUIKaA.

OrpanuyeHnus:

— HenoctynHo oiHOBpeMeHHOe pa3jiesieHre HeCKOIbKUX sTUeek.

— HenoctynHo oHOBpeMeHHOe pa3jiefieHHe siYeiKy Ha CTOJIOIBI U CTPOKH.

— B Tabnuimy, mis KoTOpod HacTpoeHO OOTekaHWe TeKCTOM, HEeBO3MOXKHO J00aBUTh OOBEKT
nepeTacKvBaHWeM. Takke HEBO3MOXHO IepeTaluTb OOBeKT W3 Tabmuilbl B APyroe MecTo
TIOKyMeHTa.

— HenictBust ¢ 0OBEKTaMH, PACIOJIOKEHHBIMH B sdeiikaX Tabmumbl co cBoivicTBoM (OOTekaHue
TeKCTOM, MOTYT BBITIOJTHATHCSI HEKOPPEKTHO.

— Ecmn mpu coBMecTHOM paboTe Haja [IOKyMEHTOM OJWH W3 IOJIb30BaTesied BKIIIOYAaeT WA
OTKJIIOYAeT [Jisi TabiuIilbl oO6TekaHue TeKCTOM, TO MU3MEeHEeHMs, KOTOpble JPYrod MOoJIb30BaTellh
BHOCHT B TaOJIUIly HEIIOCPEJICTBEHHO B 3TOT MOMEHT, He COXPAHSIOTCSL.

— Ecnmu Tabnuna 3aHrMaeT HeCKOJIBKO CTPAHUII, TO OOTekaHHe TeKCTOM IMPUMeHsIeTCs TOJbKO Ha
CTpaHHIle C TocyeiHeld JacTbio Tabiuimbl. Ha 3Ty cTpaHuily epeHOCUTCSI BeCh TEKCT, KOTOPbIH
PacCIIoIoXeH MOoCIe SKOpsT TabIHUIIbL.

— Ecnu B Tabnuiie co cBorictBoM O0TeKkaHHe TEKCTOM eCTh 00be[lMHeHHas sS9eiika, 4aCTh KOTOPOU
MEePeHOCUTCS Ha CJIeAYION[yI0 CTPaHHWIly, TO JaHHbIe, KOTOpble COAEpPXXUT 3Ta s4YeHKa,
0TOoOpakaloTCsl Ha 06erX CTPaHMIIAX.

— Eciu B Tabnuiie co cBoiicTBoM O0TeKaHHe TEKCTOM TEeKCT B siueiike He MIOMeIIaeTCs 10 BBICOTe

Ha OJHY CTpaHHUIlY, TO HEIIOMeCTUBIIAasICA 9dCTh TeKCTd 06p€38€TCH.
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— Tabnumpl, pa3MereHHble B BEPXHUX WM HWXKHHUX KOJIOHTUTYJIAX, HE MOTYT UMETh CBOHCTBO
O0Texanue TekcroM. [Ipy KOMMpPOBAaHWUU TAOGIMIBI C 3TUM CBOWCTBOM B KOJIOHTHUTYJ WM
3arpy3ke JIOKyMeHTa C Takou Tabsuied, cBoMcTBO O0TekaHHue TeKCTOM OyleT aBTOMaTHYeCKH

OTKJ/IFOY€eHO.

HcnpaBienus:

— YcTpaHeHO paHee CyllleCTBOBaBIllee OrpaHMYeHHe O HEBO3MOXKHOCTH IlepeHoca TabiuIl co
cBorictBoM OQ0TekaHHe TeKCTOM Ha CJIe/IyIOIIyIO0 CTPaHUILY.

— HcnpaBnen nedext, Mpyu KOTOPOM i si9eeK TaOIMIbl co cBoMcTBOM OOTekaHMe TeKCTOM He
BBITOJIHSIACh KoMaHAa OuucTUTH popMaTHpPOBaHHE.

— HcnpaBneHn nedekT, Mpyd KOTOPOM TabiuIiy co cCBOMCTBOM (OOTekaHHe TEKCTOM HEBO3MOXKXHO
OBIIIO BBIZIEIUTH, €CJIA OHa Obljla IiepeMeliieHa 3a OOKOBbIE TPAHHUIIBI CTPAHUIIBI.

— Ilepepabotan anroput™M u3MeHeHMs] pa3Mepa oObequHeHHOW suediku. FEcam  pasmep
o0beIMHEeHHON sYelKW MeHsleTCs C IIOMOIbi0 OkHa PasMep suelKku, TO 3HaueHue
IIMPYHBI/BBICOTHl ITPUCBAMBAeTCsl HENOCPeICTBeHHO OObeqUHeHHOW sveiike, a He KaXI0h
BHYTpPeHHeH siuelike TI0 OTJedbHOCTH. [Ipm 3TOM BCe s4YelKd BHYTPM MacCIITaOHUPYIOTCS

IIPOTIOPIIMOHAILHO UX M3HAYAJILHOTO pa3Mepa.

1.6 ®uryps1

HoBbie BO3MOKHOCTH:

— JlobaBieHa BO3MOXXHOCTh BbIOOpA I1BeTa JIMHUM, KOHTYpa GUTYPHl U 3alIMBKUA QUIypHI U3 Habopa
10 cranapTHBIX IBETOB.

— IIBer, BbIOpaHHBIN ©IOJIb30BaTeneM JUIsl JIMHUM, KOHTypa (UIYpbl WM 3aJMBKA (UTYpHI,

oTMevaeTcst PIaKKOM.

HUcnpaBnenns:

— HUcmnipaBneH pedexT, Ipy KOTOPOM HEBO3MOXXHO OBIIO CKOIIMPOBaThb W BCTaBUTh B TEKCT
n3obpakenue, GUrypy, TeKCTOBOe II0Jle WJIM JIMHUIO, eClIU AJi1 Hee Oblla BbiOpaHa IO3UIMS
Boxpyr pamku, CBepxy u cau3y, Ilepen Texcrom mwin 3a TeKCTOM.

— Hcnpasnen nedekr, rnpu kotopoM B JokyMeHTax B ¢dopmarax ODS, ODT u ODP, cosnanHbIX B
Microsoft Word, nzornyTtble TMHHN 0TOOPaXKaIUCh B BUJie IyCTOT'O MPSIMOYTOJIbHUKA.

— HcnipaBnena ommbka, Ipy KOTOPOW IPWIOXKeHHe 3KCTPEeHHO 3aBepliajlo paboTy IIpU IOIbITKe

BCTaBUTb 00BbeKT JImHMA 1oBepx Apyroro oobeKkTa U3 paszesna Purypa.
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1.7 Cceuiku

HoBrle BO3MOKHOCTH:

— HlobaBiieHa BO3MOXKHOCTb BCTaBKU CChUIKM Ha BHEIIHHe JOKYMeHThL. JIokyMeHT MOXHO BbIOpaTh
B crucke u3 nociegHux 50 ¢ailyioB, OTKpBHIBaBIIMXCS B IpwiokeHUsx «MouOduc Texcry,
«MoitOduc Tabmuma» u «MoitOduc IlpeseHtanus»y, uid B OkHe GaWIoOBOro MeHekepa.
[TonnepxriBaeTcst paboTa C CeTeBbIMHU JUPEKTOPUSMH, TOCTYIIHBIMU IO TPOTOKOITy SMB.

— CchulkM Ha Beb-calThl B JIOKyMeHTax, akcnopthpoBaHHbIX B PDF u PDF/A-1 pemakTopamu

«MonOducy, coxpaHsIOT CBOIO paboTOCIIOCOOHOCTb.

Orpannyenus:

— ns xoppekTHOW paboThl GYHKIMM GAWIOBBIM MeHeKep OIepallMOHHONW CHUCTeMbl JI0JDKeH
MIOJIJIEP>KMBATh CeTeBble TIAallKK ¥ CMeHY TUPeKTOPUi B HUX.

— Ha macOS mnoce notepu coefiuHeHUsI C CeTeBOM TUPEKTOPHEN MepBbIi Iepexo]l 1Mo cchiike (6e3
yKazaHHs IPOTOKOJIa) IPOU3BOJIUTCSI QHAJIOTUYHO Tepexoly 1o pabodeil ceTeBOM cchblike (eciu
ceTeBOM KaTasor erie He yaaseH B Finder). Takoi mepexoj BbI3bIBaeT yajeHHe KaTajiora B
Finder, u Bce mocnenyoiye mepexoibl BbI3BIBAIOT OMIMOKY WJIM BCIUIbIBaloOIlee cOOOIeHre
«®darin He HaWJEeHY.

— CereBble nupexropun FTP/SFTP moryt paboTtath HEKOPpeKTHO.

— PaboTocnocoOHOCTh  3KCIOpPTa CChUIOK dYepe3 TmedaTh «Microsoft Print to PDF» He

MO/1/1IePXKUBAETCHL.

HcnpaBienus:
— HcnpaBnen nedext, mpu koTopoM komaH/bl PemakTupoBarh cchuiKy W Co3maTh CCBUIKY B

OKHe 6bICprIX IerCTBUM U B KOHTEKCTHOM MEHIO obo3HavYanuch Kak CchLIKA.

1.8 ITouck u 3amena

HoBbie BO3MO0XKHOCTH:

— Jlob6aByieHa BO3MOXKHOCTBH TIepeMelaTbCs IO CHHCKY HaMIeHHBIX COBIAJEHWA C IIOMOIIBIO
kiaBuil Ctpesnka BBepx u CTpeirka BHH3.

— IlobaBieHO [AuasoroBoe OKHO C COOOIleHWeM «3aMeHUTb BCe COBIAZEHHUSA?», KOTOpoe

OTKPBIBAETCA IIPU HA’KATUX Hd KHOIIKY 3aMeHUTH Bce.
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— Ilns AOKyMeHTa, OTKPBITOTO B peXXuMe IPOCMOTPa, JOCTYyIeH TOJIbKO IMOWCK JaHHBIX (6e3

3aMeHBbl).

Orpannyenus:
— Jlyis nepeMellleHHs 10 CIMCKY HaWJeHHBIX COBIIJIeHHWH C IIOMOINBIO KJIABMII KJIaBUATyphI
Crpenka BBepx 1 CTpeiika BHM3 HeOOXO/IMMO IIpe/iBapyTeNIbHO BBIJIEIUTH JIF000€e COBIafieHue

IIeJTYKOM MBIIIH.

1.9 Coueranus KiaBui

HoBbie BO3MO0XKHOCTH:

— HlobaBieHbl coyeTaHHs KJIaBUII Jisl OBICTPOTO MepeMelieHus] MeXAy 3JleMeHTaMU OKHA BCTaBKU
CCBUTKU.

— JlobaBneHbl coueTaHMWsl KJIABUII [JIsi OBICTPOTO IepeMelleHUs] MeX]y 3JIeMeHTaMH IlaHesd
MOKCKa U 3aMeHbl JIAHHBIX.

— HoGaBneHo coueranue kiaBuil Alt+Backspace s oTMeHBI TOC/IeJJHEIO BBHITIOJIHEHHOTO
nerictBus Ha OC Windows.

— HobGaBnennl coderanuss kmiaBuin Ctrl+Shift+Z wu Shift+Alt+Backspace s moBTOpeHus
pe3yibTaTa oTMeHeHHOro JieiicTBusi HA OC Windows.

— Hob6aBneHo coveranue kiaBuin Ctrl+Shift+R / Shift+Cmd+R s oToOpakeHUS! U CKPBITHS

JINHEeeK.

HcnpaBnenus:
— HcnpaBnen nedekr, npu kortopoMm coderanue kjaBuil Ctrl+Shift+V / Shift+Cmd+V mis

BCTaBKH CChUIKM U3 Oydepa ob6MeHa paboTaio TOJIbKO [1Jis BeO-CTpaHMII.

1.10 CnpaBka

ObHoBIeHa clipaBka 0 paboTe MPUJIOXKEHHUs B COOTBETCTBUU C Bepcuel 3.1H.
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2 «<MOUOPUC TABJIUIIA»

2.1 Ob1ree

HoBrle BO3MO0OXKHOCTH:
— JloGaBiieHa BO3MOXXHOCTh OPOPMHUTDH MOJIMUCKY Ha TPOayKT « MorOduc mis moma», B paMKax

KOTOpOﬁ OOCTyIIeH paCLHHPEHHbIﬁ CPYHKL[I/IOHHJI 110 pa60Te C JOKYMEHTaMH.

HcnpaBnenus:
— Hcnpasnen pedexkr, mnpu koropoM npunoxeHue Ha Bcex OC 1OKa3blBaJlo HU3KYIO

IIPOM3BOJUTENILHOCTD TIpU OTKpHITUK ¢ainoB B ¢opmate XLSX c OObIIMM KOJIMYECTBOM

dbopmy.

2.2 Narepdeiic

H3menenus B uHTep@erice NpHI0KeHH:

— O6HoBIeH UHTepdeiC MaHesy MTOMCKA U 3aMeHbI JTAHHbIX.

— Ha manesnb nmovicka v 3aMeHbI JJaHHBIX J00OaB/leHa KHOIIKA TIOMCKa.

— B okHO Yaanenue xyoukaToB no6aBiieHa ¢iiaroBasi KHOIKa PaclmmpuTs aBTOMaTHYeCKH.

— O6HoBIeH uHTepdeiic okHa BcraBUTH CCBIIIKY / PetakTHpOBATh CCBLIKY.

— B okno BcraButh ccbuiky / PegakTHpoBaTh CCBUIKY [00aBieHbl MHCTPYMEHTHI ISl BCTaBKU
CCBUIKM Ha BHeITHUM (a1 ¥ MecTo B TEKYI[eM JJOKyYMeHTe.

— B oxHa BbIOOpa I[BeTa TeKCTa, IiBeTa 3a/JIMBKU siUeeK, TPaHMI] sdyeeK, I11BeTa JIMHWH, KOHTYpa
burypsl 1 3anuBKY GUrypsl fobasieHa nanurpa CTaHaapTHbIe BeTa.

— B oknax BbIOOpa IiBeTa TeKCTa, IBeTa 3aJIMBKU SUeeK, TPaHMUI] siueeK, I[BeTa JIMHUM, KOHTYpa
buUrypsl U 3a7IMBKU GUryphl KOI4decTBO 11BeToB B nanuTpe Ilocnennue nsera ysenuueno a0 10.

— B okxne BbIOOpa 1iBeTa BbifieJieHUs] TeKCTAa KOJM4eCcTBO I[BeToB B mnanutpe Ilociemnue nBera
yBeJIM4YeHO 10 8.

— B xomangHOe MeHto JlaHHbIe 100aBieHo noameHio PexxumM mepecuera.

— B cTpoke cocTosiHUs oTOOpaXkaeTcs: peXkuMm Iepecyera GopMyil.

— B xomangHoe MeHio Paiin no6aBieHa KoMaH/ia ABTOBOCCTaHOBJIEHHE.

— IIpu aBTOMaTM4eCKOM COXpaHeHHWH pe3epBHOM KOIMU JOKyMeHTa B CTPOKe COCTOSIHHUS

0TOOpakaeTCst MHAUKATOP aBTOCOXPAHEHMS.
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— Ha 6okoByto maHesb jo0aBieHa KHOMKA BoccTaHoBiIeHHBIe (aiibl, DY HAXKaTUA Ha KOTOPYIO
OTKpPBIBAeTCs TaHeslb PabOThI C pe3epBHBIMU KOMMSIMU JJOKyMeHTOB. KHollka oToOpakaercsl, eciu
eCTb XOTsI ObI O/IHa HeCOXpPaHeHHasl KOIIKSI.

— B kxomangHom meHio Popmar > BripaBHHMBaHHe KOMaH[ibl BBIDOBHAITH TeKCT IO JIEBOMY
Kpaio, BBHIDOBHATH TeKCT II0 IPaBOMYy Kpalw U BbIpOBHATHL TeKCT N0 IIMpPHUHE
nepeuMeHoBaHHI B Ilo 1eBomy kparo, IIo mpaBomy kparo, Ilo mmupune.

— Ha nanenu uHCTpyMeHTOB, a pa3zieiie BelpaBHHBaHue Ha3BaHUS! KHOIIOK BEIPOBHATH TEKCT 1O
JeBoMy kpaio, IIo nenTpy, BHIpOBHATH TeKCT 110 MpaBoMy Kpaiw U BBIPOBHATH TeKCT IO
IIMpUHe 3aMeHeHbl HA BBIPpOBHATH 1o JjieBoMy Kpaio, BbIpoBHATH mo 1eHTPy, BEIpoBHATH
10 IpaBoMYy Kpaio 1 BLIpoBHATH 0 miupuHe.

— B kxomangHom menio Popmar > BeipaBHHBaHHe KOMaH/la BBIPDOBHATH TEKCT IO IEHTPY
nepeumeHoBaH B Ilo cepenune.

— Ha naHesii MHCTPYMeHTOB, B pa3jieiie BoipaBHHMBaHue Ha3BaHus KHOINOK Ilo BepxHemy kparo,
BripoBHATH TekcT no neHTPy U Ilo HIMKHeMy Kpalo 3aMeHeHbl HAa BBIpOBHATH 110 BepxHeMy
Kpaio, BeIpoBHATH 10 cepenyiHe 1 BEIDOBHATH 110 HIZKHEMY Kpalo.

— B okHe OBbICTpBIX AENCTBHM KOMaHAbl BBIpOBHATH TeKCT mo jeBoMy Kpaw, Ilo menrpy,
BbIpOBHATH TeKCT IO NpaBoMy Kpaw U BBIPpOBHATH TeKCT IO IIHPHUHE 3aMeHeHbl Ha
BrIpoBHATH 10 JIeBoMYy Kpalw, BeIpOBHATH 1o neHTPy, BEIpOBHATH 1m0 nmpaBoMy Kparw U
BbIpoBHATH 10 HIMPHHeE.

— B xomananom menio TabGumma v B KOHTEKCTHOM MeHIO KOMaH/bl BCTaBHUTH CTPOKY BbIIIe U
BcraButh CTPOKYy HIDKe TepeMMeHOBaHbl B BCcTaBUTB CTPOKY cBepxy v BcTaBuUTBH CTpOKY
CHH3Y.

— Ha manenu uHCTpyMeHTOB, B pasnese Ideliku Ha3BaHMs KHOIOK BCTaBHTH CTPOKY BbIIe U
BcraBuTh CTPOKY HHM2Ke 3aMeHeHbl Ha BcTaBUTB CTPOKY cBepxXy 1 BcTaBUTB CTPOKY CHU3Y.

— Ha nanenu nHctpymeHTOB, B pa3zesie JIunus kHonka KonTyp nepermenosana B CTHIb JTHHUH.

— B komannHoe MeHio JlaHHBIe, Ha MaHe/llb MHCTPYMEHTOB W Ha maHenb Gopmyi nobaBieHa
KOMaHJa ABTOCyMMa.

— Ha nanenu nHCTpyMeHTOB Ha3BaHUe pasfiena Tabmauia 3aMeHeHo Ha YMHas Tabauna.

— Ha nanenu wuHCTpyMeHTOB, B pa3sfiefle YMHas Tabiamma ¥ B KoMaHJHOe MeHi0 JlaHHBIe
nobasieHa komanja HacTrpouTs yMHYI0 Ta0OJIHIy, OTKpPBIBAIOIIAsl TTAHeb HACTPOMKY BHEIIIHero

BUJIa YMHOM TaOJIUIBI.
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— Ha 6GokoByto maHesib Jo0aBieHa KHONKA YMHas TAOJIHIIAQ, OTKPBLIBAIOIAs MMaHeJb HAaCTPOWKU
BHEIIIHero BU/la YMHOM TaOJIUIIBL.

— B komannHoe Menwo JlamHsbie o0aBieHbl komaHzbl IIpoBepka manmubix U IlocMoTpers Bce
NPOBEePKMU.

— Ha manenb uHCTpyMeHTOB, B pa3zien Jlanabie 1o6aBieHa kHomka IIpoBepka maHHBIX.

— Ha 6okoByto naHenb fgo6aBieHa KHOIlka Bce mpoBepku, KOTOpasi OTKpbIBaeT MaHelb PabOoThl C
siyeriKaMu, CofiepKallliMU [TPOBEepKY JIaHHBIX.

— B cTpykTypy cBonHBIX Tabiuil qo0OaBjieHbl KHOIKH, IMO3BOJISIIOIIME CBEPHYTh WIW pa3BepPHYTH
COJIepP>KMMOe CTPYIITMPOBAHHBIX CTPOK U CTOJIOIIOB.

— HasBanune oxna MmmopT, copepkaiilee HAaCTPOMKUA OTKPBITHS B TAOJIMYHOM BHIE JAHHBIX U3

TEeKCTOBbIX (ayioB, 3aMeHeHO Ha KoHBepTanus.

2.3 PaboTa c IOKyMeHTOM

HoBrle BO3MOXKHOCTH:

— Ecmu nis daiina cpencrBamu OC ycTaHOBiIeHO CBOMCTBO TobKO 4YTeHHe, TO JIAHHBIA (aiii
OTKpBIBaeTcsi B pexume IMpocMmoTrpa. lIpy HeoOXoIMMOCTH MOJIb30BaTellb MOXET CO37aTh
pellakTUpyeMyIo KOIIHIO JOKyMeHTa.

— Ecnu ¢daitst oTKpBIT Ha peJJakTUPOBaHKe B IPYTOM MIPUJIOXKEHUH, TO JAaHHBINA (ailyl OTKPbIBAETCS B
pexxuMe nipocMmoTtpa. [losb30BaTesnb MOXKeT BBIIOIHSITh EPUOANYECKYI0 IPOBEPKY JOCTYITHOCTH
JIOKyMeHTa WM CO3/1aTh ero peJJakTUpPyeMyto KOIIHIO.

— IIpu paboTe B IpUIO’KEHWH BBITIONIHSETCSI aBTOCOXPaHeHHe KOIUIN pelakTUPyeMbIX JIOKYMEeHTOB,
B TOM 4YHCJIe — JIOKYMEHTOB, HM pa3y He COXpaHeHHBbIX IoJjib3oBaTesieM. Eciu pabota
IIPWIOXKeHHsl 3aBepIllaeTcsl aBapUMHO, TO MPU MIOBTOPHOM BXOJle B INPHJIOXKeHHe I0JIb30BaTellb
MOXeT COXPAaHWUTh pe3epBHble KOIWU JIOKYMEHTOB KaK OTJebHble (aiyibl Wi 3aMeHUTb
KOIMSIMU OpPUTMHAJIbHbIE JOKYMEeHTHI.

— CymiecTByeT BO3MOXXHOCTb TMOKOM HAaCTPOWKY aBTOBOCCTAaHOBJIEHUSI JOKyMeHTOB. [loyib3oBaTesb
MO>KeT OTKJIIOUWTh WM BKJIIOUWTH COXpPaHeHWe IAHHBIX [ aBTOBOCCTAHOBJIEHUS, W3MEHUTh
HWHTepBaJl COXPAaHeHUs pe3epBHBIX KOIMUM JOKYMEHTOB, OTKJIIOUYUTh pe3epBHOe KOIMpOBaHUe JIJis
otnenbHOro ¢aitna 6ombiioro obvema, CKONMUPOBATh MYTh K Talke, B KOTOPOM XpaHSTCS
pe3epBHbIe KOIIUU JJOKYMEHTOB.

— B cTpoke cocTosiHusI 0TOOpaXkaeTcsi UHAWKATOP aBTOCOXPAHeHHs JOKYMeHTOB.
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— Ha OGokoBoii manenu otobpakaercss kHonka BoccraHoBiieHHBbIe GaiIbl, eCii eCTb XOTS OBl
OJlHA HeCOXpaHeHHas pe3epBHas KOMMs JIOKyMeHTa. [Ipym HakaTWy Ha KHOIIKY OTKpPBIBAeTCS
naHeJIb paboThI C pe3epBHBIMU KOIUSIMU JIOKyMEHTOB.

— JlobaBneHo orpaHHYeHHWe Ha OJHOBPEMEHHOe OTKpBITHe JIOKaJIbHOro ¢aijaa HeCKOJIbKUMU
II0JIb30BaTeJSIMA Ha OJJHOM KOMIIbIOTepe. IIpy MONBITKe OTKPBLITh JOKYMEHT, OTKPBITHIM JPyTUM
IoJIb30BaTesleM, Ha JKpaHe OTOOpakaeTcsi [MajoroBoe OKHO, B KOTOPOM COIEpXKUTCS
rHbopManus 06 3ToM mnosb3oBaTesie, KHOIIKa OTKPBITh KONMIO Uil CO3/IaHUS pelaKTUpyeMOon
KOIIMY JIOKyMeHTa U KHOIIKa 3aKPBITh IS 3aBeplIeHus! paboThl C JOKYMEHTOM.

— Jlo6aBiyieHa BO3MOXKHOCTb OTKPBITh JIOKyMeHT HOBBIM CIOCOOOM: IlepeTallliTh ero WM SIPJIbIK
JIOKyMeHTa K3 OkHa alIoBOrO MeHeKepa OIlepallMOHHOM CHUCTeMBl B OTKPBITOE OKHO
IIPUJIOXKEHHSI.

— JlobaBeHa BO3MOXHOCTb HACTparuBaTh BHEITHUM BUJI «YMHBIX» TaOJIMII:

e xoyyIeKIrs U3 60 roTOBBIX BCTPOEHHBIX CTUJIEH;
® HACTpO¥Ka Yepel0BaHUS I1BeTa CTPOK U CTOJIOIOB;
® HACTpO¥Ka 0TOOpa’keHUs UJIU CKPBITUSI CTPOKH 3arojIOBKa U UTOTA.

— Jlo6aBiieHO pacro3HaBaHWe PpacIOJIOXeHHs IIPOMEXYTOYHBIX MTOrOB CBOJHBIX TaOuul, U3
¢arinos, co3panHbix B MS Excel. B 3aBucumocTy 0T HacTpoek Bce IIPOMeXYTOYHbIE UTOTH OyayT
IIOKa3bIBaTbCSl B HIWDKHeW 4acTW TpPyINIbl, B BepXHeW 4YacTU TPYIIbl WIM He I0Ka3blBaThCs

BoOOI1Ie.

Orpannyenus:

— Ha OC Windows pexxuiM IpocMOTpa He UCToJib3yeTcs it daisioB B popmare XLS, Tak Kak npu
OTKPBITHM TaKUX (HaijIoB IPOUCXOIUT UX aBTOMaTh4YecKas KoHBepTanus B popmar XLSX.

— @aiily1 OTKPBIBAETCS B peXXUMe pellakTHPOBaHUS, eClId OH OTKPBHIT B APYTOM IIPUJIOXKEHWH, HO
3TUM INIpUIIOXKeHWeM He co3ziaH lock-darin.

— B pexxume npocmoTpa B daitiiax popmata XLSX nepecurThIBalOTCS HEKOTOPbIE GOPMYJIBIL.

— Jlns HY pa3y He COXpPaHeHHBIX (HaljIoB OTKJIIOYUTh aBTOCOXPaHeHHe HEBO3MOKHO.

— MuHMMasbHBIN UHTEpBajl pe3epPBHOI0 KONMPOBaHUs — 1 MUHYyTa, MaKCUMaJIbHBIN - 120 MUHYT.

— [lanens paboThl C pe3epBHBIMU KOIMSMU JOKYMEHTOB HEe[OCTYIIHA Yy OTKPBITBIX pe3epBHBIX
KOIIUU B peXuMe IIPOCMOTpaA.

— PesepBHble KOIIMM JOKyMEHTOB XPaHSTCSI OJJUH Mecsll, a 3aTeM aBTOMaTU4eCKH! YOaJIsSIoTCs.

— IleperackuBaHreM B OKHO MPHJIOXKEHUS] OJJTHOBPEMEHHO MOXKHO OTKPBITh He Ooiiee 32 daiiyios.
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— Hacrpoiiku IlepBsoiit cronten u Ilocienqnuii crosbern «yMHBIX» TaO/IMII, CO3AAHHBIX B PYrOoM
penakTope, He noajiepxkuBatoTcs. OHU OyAyT 0TOOpaXKaThCsl KaK 4aCTh CTWIs, 6e3 BO3MOXKHOCTH
OTKJIIOUEHHSI.

— M3MeHeHMe CTHIISI BO3MOXHO TOJIBKO JIJIsl BCEM «YMHOM» TaOIUIIbI IeIukoM. Hemb3si mpuMeHuTh
CTWJIb TOJIBKO ISl YaCTU «YMHOM» TaOJIUIIbI.

— Hesb3s BbIJIENSATH HECKOJIBKO «YMHBIX» TAOJIMI] 3@ OJIMH Pa3 Y MPHUMEHSTb K HUM CTWJIW / MEHSTb

HACTPOMKY B OOKOBOM MaHesIH, J1aXke eCJIM 3TH TabJIUIbl pacliojioXKeHbl Hepa3pbIBHO PSAOM.

HUcnpaBnenns:
— HcnpaBnena omubka, MpyU KOTOPOM TNMPUJIOXKeHWe 3KCTPEHHO 3aBepllajio paboTy IMpH MOIbITKe

3aMeHHUTh B 3aMeTKe TeKCT C pa3HbIM pa3MepoM LIpUPTa HA CHelUaIbHbIN CUMBOJIL.

2.4 STgeiiku

HoBbie BO3MO0XKHOCTH:

— IlobaBiieHa BO3MOXKHOCTb BbIOOpa IIBETa 3aJMBKU siYeeK W TpaHUIl sueek U3 Habopa 10
CTaH/IAPTHBIX IIBETOB.

— lIBet, BbIOpaHHBIM IIOJIb30BaTENIeM JJIsl 3aJIMBKU STUeeK UM TPaHMI] siueeK, oTMedaeTcst PriaxkKkoM.

— Ecmu nuamaszoH sideek /i aBTO3AMOHEHUsI BBIXOJUT 3a TPaHUIIbI paboued 00JIacTH JIUCTA, TO
pabouasi 06J1aCTh pacIIUPsIeTCs] aBTOMAaTUYeCKH.

— Ecmu B 1uanmasoHe-oOpasie comepxurcss oObeMHeHHas —siuedika, TO B JIMAla30He
aBTO3allOJIHEHUSl aBTOMATHMYeCKU CO3JlaeTcsl WJeHTHYHas oObefiMHeHHas sdeiika, B KOTOPOH
MIPOJIOKAETCsl yKa3aHHasl TOCIIeIOBAaTeIbHOCTh IAHHBIX.

— JlobaBieHa BO3MOXXHOCTh OBICTPO yYMEHBIIIWTh JMaNa3oH HaHHBIX, IOJYyYeHHBIX B pe3ysbTare
aBTo3amnojiHeHus. [lpu yMeHbIIEeHWH [Wamna30Ha YIAISIOTCS [JaHHbIE, PpacCIOJIOKeHHbIe B
CTOJIOIAX CIpaBa WM B CTPOKAX CHU3Y.

— llobaBiieHa BO3MOXXHOCTh PACHIMPUTL BBIOPAHHBIN JWAMA30H JAHHBIX JIJIS MTOMCKA AyOIMKATOB.
[Ipu ycraHoBke ¢rnakka Pacmmmpurhs aBTOMAaTHYeCKH B OKHe Y/ajieHHe IyOJIMKAaTOB B
IMaTia30H MOMCKa JTOOABISAIOTCS IaHHbIe, PACIIOJIOXKEeHHbIe PSIZIOM C BbIJIeJIeHHbIM JIMAfa30HOM U
COOTBETCTBYIOIIIME yCIIOBUSM TIOMCKA U ylajleHUsl Ty OIIMKaToB.

— lluama3oH JaHHBIX [JIs TIOMCKA IyOJIMKATOB pacHIMpSieTCs aBTOMAaTHYeCKH, eCIM Ha JIUCTe
BblJleJleHa OJiHa sdelika, HO B COCeAHUX sYelKax ecTh JaHHble, KOTOpble COOTBETCTBYIOT

YCJIOBHSM IIOMCKA U YaJIEHUS JIY6J'II/IKaTOB.
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— llobaBieHa BO3MOXHOCTb CO3/IaHHS U PpeNaKTUPOBaHHs OrpPaHWYeHUs] HA BBOJ| JIaHHBIX B
dopmate arTa u B dopmaTte BBINAAIONINX CIUCKOB. B HacTpolkax GpyHKIIMU TakKe JTOCTYIIHbI
Bkianiku Iloackaska u CoobmieHHe 00 OIIHMOKe, MMO3BOJISIONIME TMOKA3aTh JAOMOJIHUTEIHHYIO
MHPOPMAIIUIO O JIOCTYNHBIX JIeUCTBUSIX WU OOBSICHUTH NMPUYUHY HEKOPPEKTHOCTH BBeIEHHBIX
JIaHHBIX.

— OIHy WM HECKOJIbKO siueeK C IPOBEPKOM JAHHBIX MOXKHO MPOTSHYThb [JiIl aBTO3allOJIHEHUS
s4eeK, PacIloJIOKeHHBIX CJIeBa, ClIpaBa, CHU3Y WU CBepXxy.

— $l4eiliku C IPOBEPKOM TAHHBIX MO>KHO BbIpe3aTh, KOITMPOBATh U BCTABJISATD.

— IIpu oObeuHEeHUM siueeK YCJIOBHe MPOBEepKU JaHHBIX COXPaHSeTCsl TOJIIbKO M3 JIeBOW BepXHew
sIYeMKY Uara3oHa.

— IIpu pa3belMHEHUHU STYeeK:

e YCioBUe TIPOBEPKU JaHHBIX COXPAHSETCS B BepXHeW JIeBOM sueiike JMala3oHa, eciu 10
obbeIMHeHHsI siueeK OHO OBLIO 3aaHO JIJISl 3TOU STUEHKHU.

e YCiIOoBHe TPOBEPKM JAHHBIX COXpaHSEeTCS B KAXKIOW sidelike Auana3oHa, eCcliu OHO ObLIo
3a/laHo i oO0belMHeHHOW siuediku. Ecim oObenHeHHas sdeiika cojieprkaia BbINaaloIIA
CIIMCOK, ¥ B HeM ObLJI0 BBIOpaHO Kakoe-I1Mb0 3HaueHHe, TO OHO COXPAHUTCS TOJIbKO B BepXHeHn
JIeBOY g4elike quara3oHa.

— Eciiu Ha nvcre BbIzeNieH crosbell WM CTPOKa, B KOTOPOM COAEpPXKaTcCs S'YeMKH C IIPOBEepKOM
JAaHHBIX, TO [IPU BCTaBKe HOBBIX CTOJIOI[OB WJIM CTPOK SYeMKU C TPOBEpPKOM JaHHBIX KOIMUPYIOTCS

B HOBbIE CTOJIOITbI/CTPOKH.

Orpannyenus:
— He mnonnepkuBaeTcsi BbINafarolide CIHMCKH, BCTaBJIeHHbIE KaK JJIeMeHT YIIpaBJieHUs WA
ActiveX.
— MakcuMaJibHOe KOJIMYeCTBO CHMBOJIOB:
= JJI 3aTOJIOBKOB ITOJICKA3KH / OIIUOKU - 32.

= JJIs COOOINeHUH MOICKAa3KU / OIINOKH, JaHHBIX B 1ojie «Jlata» / « McTounuk sHagenuii» - 255.

HUcnpaBnenns:

— Hcnpasnen nedekT, pyu KOTOPOM B siuelike BMECTO 3Ha4eHUs] GYyHKIIMU O0TOOpaXkaics ee TEeKCT,
ecJIv B IIpoliecce BBOJIa/peIakTUPOBaHUs QYHKIMU K sdelike prMeHsIcs popmaT TekCcToBbIi.

— IlepepaboTtan anroput™M u3MeHeHUsi pa3Mmepa oOObeWHEHHOW sideiikd. FEcimu pasmep

0o0beIMHEeHHON sYeliKW MeHsleTCs C IIOMOIbiI0 OkHa Pasmep s4elKu, TO 3HaueHue

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 18



IIMPUHBI/BBICOTHI TIPUCBAWBaeTCsl HENOCPe[ICTBEHHO OObeqUHEeHHOW sdvelike, a He KaXAoH
BHYTpeHHel sdJelike II0 OTAeNbHOCTU. [Ipy 3TOM Bce s4YelKM BHYTPU MacIITaOUPYHOTCS
IIPOIIOPIMOHAJIBHO UX U3HAYaJIbHOMY pa3Mepy.

— YcrpaHeHa npobsiema, u3-3a KOTopoi B npuiiokeHuu « MorOduc Tabnuia» 1pu coxpaHeHUH U
MMOBTOPHOM OTKPBITUM JOKyMeHTOB B d¢opmarax ODS u XODS wcue3ana HacTpoyka
OrpaHMYeHUs Ha BBOJ JIaHHBIX 110 popMaTty «/laTta» / «Beimagaroniuil Cuucok», yCTaHOBJIeHHas! B

Microsoft Excel.

2.5 dopmaTupoBaHHe

HoBbIe BO3MO0XKHOCTH:

— IloGaByieHa BO3MOXKHOCTh BbIOOpA 11BeTa TekcTa U3 Habopa 10 craHIapTHBIX I[BETOB.

— YBenuM4eHO KOJMYeCTBO TMOCJIeJHUX I[BETOB, paHee BBIOPAHHBIX TIIOJIb30BaTeIeM TIpU
dopmMaTHPOBaHUH JIOKYMeHTa, ¢ 5 110 10.

— YBeNu4eHo KOJIMYeCTBO MOCTeHUX I[BETOB, paHee BHIOPAHHBIX MOJIb30BaTeIeM Jisl BbIIeJIeHus
TEeKCTa, C 4 110 8.

— lIBet, BbIOpaHHBIN TTOJTb30BaTEIeM JJIsl TEKCTA WIIU BbIIEJIEHUS] TeKCTa, OTMedaeTcs: GIIaXkKoM.

— Ilpu HaBejeHWM Kypcopa MBIIIM Ha JIFOOOW I[BeT Ha IaHeNd BbIOOpa I[BeTa OTOOpa)kaeTcs

3HauYeHUe 3TOro IIBeTa B 1iBeToBOU Monenu RGB.

2.6 CopTHpoBKa H QUILTPALMSI

HUcnpaBnenns:

— IlepepaboTana BHyTpeHHSIs JIOTMKA PabOTbl C OTGUIBTPOBAHHBIMU U CKPBITBIMU sSTYEHKaMMU.
Tenepp omnepanusi ynajgeHusi CTPOKM WM CTOJIOIA, a TakKXKe BbIpe3aHUs] WM yAaleHus UX
3HaueHUM OyzeT 3aTparMBaTh TOJIbKO BUJIUMble siuedKku. CKpbITble GWIBTPOM WIM BPYYHYIO

STYeKH, pacIojiaraioliyecs BHyTPYA BUUMOTO JIMania3oHa, yAaJsITcs He OyIyT.

2.7 ®opmysl

HoBnle Bo3M0KHOCTH:

— 3Ha4YOK pexxrmMa nepecyeta GoOpMyJs OTOOPAXKAETCsl B CTPOKE COCTOSIHUSI.
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— HlobaBineHa nojjep>kka ornepanvv ABTOCyMMa, KOTOPasi CaMOCTOSITeJIbHO paclio3HaeT JUana3oH
siUeeK C YMCJIOBBIMM JIJaHHBIMU M TojcTaBisieT ero B ¢pynkiuu CYMM(), MHUH(), MAKC(),

CP3HAY() unu CYET() o BLIGOpPY T10JIB30BATEISL.

OrpanuyeHnus:

— MakcuMalbHOe BO3MOXKHOE KOJIMIeCTBO dPr'yMeHTOB IIpH UCII0JIb30BAHUU ABTOCYMMI)I —255.

2.8 duryps1

HoBbie BO3MOKHOCTH:

— JlobaBieHa BO3MOXXHOCTb BbIOOpA I1BeTa JIMHUM, KOHTYpa GUTYPHl U 3alIMBKUA QUIypHI U3 Habopa
10 cTaHmapTHBIX IIBETOB.

— IIBer, BbIOpaHHBIN ©OJIb30BaTeneM JUIsl JIMHUM, KOHTypa (UIYpbl WM 3aJMBKA (UTYpHI,

oTMevaeTcsl pIaXKKOM.

HUcnpaBnenns:
— Hcnpasnen nedekr, npu kotopoM B JokyMeHTax B ¢dopmarax ODS, ODT u ODP, co3nanHbIX B

Microsoft Word, nzornyTtble TMHHN 0TOOPaXKaIUCh B BUJie IyCTOT'O NPSIMOYTOJIbHUKA.

2.9 Ccpuiku

HoBbie BO3MOKHOCTH:

— JlobaBieHa BO3MOXXHOCTb BCTaBKH CCBUIKM Ha BHEIIHHWe JJOKYMeHTHL. JIokyMeHT MOXHO BbIOpaTh
B crucke u3 mocieqHux 50 ¢aiiyioB, OTKpBIBaBIIMXCS B mpuioxkeHusx «MouOduc Tekcry,
«MonOduc Tabmuma» u «MonOduc IlpeseHtanus», wiv B okHe GaWIOBOTO MeHeXepa.
[Topnep:xuBaeTcs paboTa C CeTEBLIMU JIMPEKTOPHSIMHU, IOCTYITHBIMU 10 TTPOTOKOTY SMB.

— Ccpuiky Ha BeO-CaWThl B AOKyMeHTaX, skcnoprupoBaHHbIX B PDF u PDF/A-1 penmakropamu
«MoitOducy, COXpaHSIOT CBOIO pabOTOCIIOCOOHOCTD.

— JlobaBneHa BO3MOXXHOCTb BCTaBJIITb CCBUIKY B TeKyllleM JOKyMeHTe Ha S4elKy JIMCTa, Ha
ZIMala3oH siueek M Ha MMeHOBaHHbIe nuana3oHbl. CChUIKM Ha MeCTO B JIOKyMeHTe, CO3[JaHHbIe B

IPyTOM peJlakTope, Tak)ke paboTal0T KOPPEKTHO.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 20



OrpanuyeHnus:

— Ilns KOppeKkTHOM paboThl GYHKIMM BCTAaBKU CCHUIKM Ha BHEITHHE JOKYMEHTHI (aiiyioBbId
MeHe/>)Kep OIepallMOHHOM CHUCTeMbl [JIOJDKeH IOJ[Iep)KMBaTh CeTeBble IMANKU U CMeHy
ITUPEeKTOPHUH B HUX.

— Ha macOS noce notepu coefiuHeHUsI C CeTeBOM TUPEKTOPHEN MepBbIi Iepexo] 1Mo cchiike (6e3
yKa3aHHs IPOTOKOJIa) IPOU3BOJIUTCSI QHAJIOTUYHO Tepexoly 1o pabodeil ceTeBOM cchlike (eciu
ceTeBOM KaTasor erie He yaarneH B Finder). Takoi mepexoj BbI3bIBaeT yajeHHe KaTajlora B
Finder, u Bce mocnenyoiye mepexoibl BbI3BIBAIOT OMIMOKY WJIM BCIUIbIBaloOIlee cOOOIeHre
«®darin He HaWJEeHY.

— CereBnle nupexropun FTP/SFTP moryt paboTtath HEKOPpeKTHO.

— PaboTocnmocoOHOCTh  3KCIOpPTa CChUIOK dYepe3 TmedaTh «Microsoft Print to PDF» He
HI0J]/1eP>KHBAETCSL.

— KomnnpoBaHue ccbulOK Yepe3 KOHTEKCTHOe MeHIO He IOAJIepXKUBaeTCs ISl CChIJIOK Ha JIMCTHI U

SI9erKU.

HcnpaBienus:
— HcnpaBnen nedext, mpu koTropoM komaH/bl PemakTupoBarh cchulKy W Co3maTh CCBUIKY B
OKHe OBICTPBIX JeMCTBUM U B KOHTEKCTHOM MeHIO 0603Hadanuch kak CchuIka.

2.10 ITouck u 3aMeHa

HoBnle Bo3M0KHOCTH:

-B HOKYMeHTe, OTKPbITOM B peXXruMe IIPpOCMOTPA, HOCTYIIeH TOJIbKO ITONCK JdaHHBIX (663 BHMeHbI).

2.11 Oxcoopt

HUcnpaBnenns:
— Hcnpasnen nedekT, Ipyu KOTOPOM COJIepXKUMOe JIOKYMEeHTa, Cjieflyiolilee 3a MyCThIM JIMCTOM, He

akcnoptupoBanock B PDF.
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2.12 Couyeranusa KJjaBHII

HogBbie BO3MO0KHOCTH:

— Jlns 3ameHbl 4actu GopMyIbl/GoOpMysibl HAa BBIYMCIIEHHOE 3HadYeHHe HCIIOJIb3YyeTCsl COueTaHHe
xiasul Alt+F9 / Option+F9.

— Jo6aBiieHo coyeranue kiiaBuil Alt+= 11715 BbI30Ba OIlepaliiid aBTOCyMMBI.

— JlobaBieHsbl codeTaHUs KJIaBHII JJIs OBICTPOrO IlepeMellleHUsl MeXAy 3JleMeHTaMU OKHa BCTaBKU
CCBUIKH.

— llobaBneno coderanue kiaBuil Alt+Backspace [ oTMeHB! 1OCIelHEr0 BBIIIOJHEHHOI'O
neiicteus Ha OC Windows.

— Hob6asnensl couderanus kiaBuml Ctrl+Shift+Z u Shift+Alt+Backspace pans noBTOpenus

pe3ymnbTaTa oTMeHeHHOro jiercTBusl Ha OC Windows.

HUcnpaBnenns:
— UcnipaBnen pedext, mpu kotopoMm coueTanuwe kiaBuil Ctrl+Shift+V / Shift+Cmd+V pna

BCTaBKH CCBUIKHM U3 Oydepa ooMeHa paboTaio TOJIBKO Jijis BeO-CTpaHMII.

2.13 CpaBka

OO6HoBIeHa cIipaBKa 0 paboTe MTPUJIOXKEHHs B COOTBETCTBUM C Bepcueit 3.1H.
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3 «<MOUOPUC MMPE3EHTAIUS»

3.1 O01ree

HN3meHeHns B cocTaBe JUCTPUOyTHBA:
— B cocraB auctpubyTuBa nobasneHo npuioxenue « MonOduc [Ipesentanusy, mpeiHa3HadYeHHOE

IU1s1 Co3iaHus1, 0pOpMIIeHUS U IeMOHCTPALIUU pe3eHTaI1H.
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