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Bce ynomsiHyThle B 3TOM JOKyMeHTe Ha3BaHUSI MPOAYKTOB, JIOTOTHIIbI, TOPTOBble MapKH
Y TOBapHble 3HAKM IPUHA/JIeXAT UX BIIAJeNIbIIaM.

ToBapubie 3Haku «MonOduc» u «MyOfficen mpunamnexxar OOO «HOBBIE OBJIAYHBIE
TEXHOJIOT'MW».

Hu mnpu kakux oOCTOSITENIbCTBAX HeJb3sl MCTOJIKOBBIBAThH JIFOOOE CO/ep>KMMOe HaCTOSIIEero
NIOKYMeHTa Kak IpsMoe WIM KOCBEHHOe IpefioCTaBjeHHe JIMIIeH3WM WIM IIpaBa Ha MCIIOJIb30BaHUe
TOBAapHbIX  3HAKOB, JIOTOTWMIIOB WM  3HAKOB  OOCIyXXMBaHUS, MPUBEIEHHbIX B  HEM.
JItoboe HecaHKIIMOHUPOBAHHOE MCIOJIb30BaHME 3TUX TOBAPHBIX 3HAKOB, JIOTOTUIIOB WIA 3HAKOB

obcimyxuBaHus 6e3 MMCbMEHHOT'0 pa3pelleHysl UX IpaBoobJiajiaTessi CTPOro 3arpeleHo.



O6masa uadopmanusa
«MonOduc [loxkymentel» ansgs OC ABpopa — npuiioXXeHHe [jis [IPOCMOTPa, CO3/IaHUS U

PellakKTUpPOBAHUSI TEKCTOBBIX JIOKYMEHTOB U 3JIeKTPOHHBIX TaOJIMIl, IPOCMOTpPa U PelaKTUPOBAHMUS

npe3eHTaIld, a Takxe rpocMoTtpa PDF ¢aitioB Ha cmapTdonax u mianiierax ¢ OC ABpopa.
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JHoKyMeHTBI

Oo1ree
fI3pIKOBas NoOAAep:KKa [Tonnep>xrBaemMbie BO3MOXKHOCTH:
e JIOKaJIM3alis UHTepdelica MPWIOXKEHUS Ha PYCCKOM U
AQHTJIMMCKOM SI3bIKax

Ilonnep:xka ycTpoHcTB ITonnepxvBaemMble BO3MOXKHOCTH:
e [0Jilep>kka paboThI Ha IUIaHIIeTaX U cMapTdOHax

Ilonnepixka qucILIeeB [Topnep>xuBaemMble BO3MOXXHOCTH:

e paboTa B rOpU30HTAJIbHOM OPUEHTAIINM YCTPOUCTRBA;

e JIONOJIHUTeNIbHble MeHI0 (Hampumep «TekcT»), copepxkariee
JIOCTYTIHble (PYHKIIUM peJJaKTUPOBaHUS

Hacrpoiikn [Tonnep:xrBaeMble BOBMOXKHOCTH:
e TIPOCMOTP HOMepa BepCHH U COOPKU MPUJIOXKEeHUS;
® [IPOCMOTP Ycnosuit HCII0JIb30BaHMUS, [TonuTrku

KOHHUIeHITMaIbHOCTH U [IpaBOBBIX YBeJOMIIEHU;
® aBTOMAaTH4YecKasl yCTaHOBKA CUCTEMHOTO SI3bIKa B IPUJIOXKEeHUH

CnipaBoYHBII IIeHTP [Tonnep>xvBaemMble BO3MOXKHOCTH:

e [lepexOfil B CIPaBOYHBIA IIeHTP IO CChbUIKe W3 IaHeIn
HaBUTAIUU [TPUIIOXKEHMUS;

e 1npocMoTp «PykoBoacTtBo mosib3oBaTessi» B ¢popmare PDF 6e3
Heo0OXO0/IMMOCTH NOAIKIIIOUeHUs K ceTh HTepHeT

Pabora c ¢paiiytamu 1 mankaMu

dopmaTsI JOKYMEHTOB [Tonnep:kuBaeMble BO3BMOXKHOCTH MpU paboTe B 06siake MoOdwuc:

e otkpbiThe daisioB B popmatax XODT, DOCX, ODT, XODS,
XLSX, ODS, XODP, PPTX, ODP, PDF;

e ckauuBaHMe ¢aioB B dopmarax DOCX, ODT, XLSX, ODS,
PPTX, ODP pjist penakTpoBaHus;

e skcnopt ¢aiinos B popmat PDF *

[Topnep>xuBaemMbie BO3MOXKHOCTU MPU paboTe Ha yCTPOMCTBeE:

e orkpeithe ¢ainos B popmarax XODT, DOCX, ODT, XODS,
XLSX, ODS, XODP, PPTX, ODP *#*;

e otkpbiThe ¢aitsioB B popmatax DOC, XLS, PPT, TXT u RTF;

e CcoxpaHeHHe PalJIoB B UCXOJHOM (opMare;

e JIOKQJIbHBIA TIPOCMOTP, MacClITaOMpPOBaHWe W KOIMpPOBaHHUE
BBIJIeJICHHOT'O TeKCTa U3 IOKyMeHTOB B ¢popmate PDF;

e okcrnopT ¢aioB B popmaT PDF;

e BBIOOp MecTa /Jisl coxXpaHeHUs JlIoKymeHTa B ¢opmarte PDF
HA YCTPOUCTBe;
M3MeHeHVe UMeHU JIOKyMeHTa IIpy akcnopTe B ¢popmat PDF;
BO3MOXXHOCTb 3aKpbIThb WM MPOHOJDKUTH NONBITKY OTKPBITHS
MIOBPEX/IeHHOT0 JIOKyMeHTa B OMHapHOM ¢popMare

* Dkcnopm docmynen moabko 0ns paiinod 6 popmamax XODS, XODT, XODP.
**  HedocmynHa 603MOXCHOCMb OmMKpbimus noBpexcdeHHbix @atino 6 npunodceHuu

«MoliO¢uc JokymeHmobi» uz gaiinobo2o meHedscepa OC Abpopa 6 popmamax XODS, XODT,
XODP




PaboTa Ha ycTpoiicTBe

[Tonnmep:kuBaeMbie BOBMOXKHOCTH:
e OTKpbITHE $ANIOB U3 BHYTPEHHEI'0 XPAaHWINIIA YCTPONCTBA;
® CO3/laHMe HOBOIO JIOKyMeHTa C TIIOMOIIbIO  KOMaH/]IbI
«Co311aTh HOBBIM JIOKYMEHT»;
e ypaaneHue (panos;
® yJajieHue ManokK

PabGora B ods1ake
MoiiOduc

[TonnepxvBaeMble BO3MOXKHOCTH:

e apropuszanus B obOmake MoiOduc, UCNONb3ysl TONBKO HMs
noJb30Baresst 6e3 ykasaHusl joMeHa B CTpoke «Jloruny», ecim
yKasaH aJipec cepBepa;

e JloCTyIl B pasfiesibl «Mou AoKyMeHThl», «JlocTymlHble MHe»,
«Obmue nankwy, «Kop3ruHay;

e 1ojflepkka JBYX(baKTOPHOM ayTeHTUUKAIMM C IIOMOIIbIO
naposis u3 npwioxenusi-reHeparopa Aladdin 2FA, ecnu ona
BKJIIOYeHa aaMuHUCTpaTopoM « MoitOduc YactHoe O61akoy;

e oTOoOpakeHHe MH(POPMAITMOHHOTO b6aHHepa pu
HECOBMEeCTMMOCTH BepcUd MOOWIBHOTO TIPWIOXKEHUs |
«MonOduc Yactroe Ob61ako».

daitIsl ¥ DanKu

[TonnepxuBaemMble BO3MOXXHOCTH:

e pabora c ¢aisylaM W TIPOCMOTP JOKYMEHTOB B 00Jiake
MoitOduc c coBMecTUMOl Bepcuei cepBepa 6e3 0OHOBJIEHUS
MIPWIOXKEHUS;

e TIOJiJIepXKKa JJIMHHBIX UMeH GaljIoB U Marok;

e orobpaxkeHre NyTH B aliIOBOM XpaHWIMINE [JIs II0MCKa
JIOKYMEHTOB;

e 3arpyska ¢aiioB B pa3zell «Mou T0KyMeHTbI»;

e paspellleHWe KOHQUIMKTAa MMeH (aiyIoB IIpH 3arpyske IIyTem
JoOaBIeHHsT MH/IEKCA UM COXpaHeHHs1 06enx BepCui;

e pasperieHde KOHQUIMKTa uMeH GaioB myTeM 100aBiieHHs
WHJIeKca (TIpU OTKPBITHUHU U3 noyToBoro kiaueHta OC ABpopa);

e yrasneHue (anUIoOB U IANlOK

OO01ue mankn

[Tonnmep:kuBaeMbie BOBMOXKHOCTH:
e 1nojep)kka obrux narnok MoitOduc

HoxymeHTHI B popmare
PDF

[TonnepxrBaeMble BOBMOXHOCTH:
® BO3MOXHOCTh BBIJIEJIUTh U CKOIMPOBATb TEKCT B JOKyMEHTe
PDF, BriOpaB ero JjoJiruM UM IBOMHBIM HaXKaTHEM;
e IIepexof I10 TMIIePCChbIIKe BHYTPH JOKyMeHTa B popMare PDF;
e 1iepexof] B bpaysep 1o BHelIHel ccoiike U3 PDF-nokymenTa

IIpoduan noan3oBaTens

IIpodunn

[Tonnep:kuBaeMbie BO3BMOXKHOCTH:
e OTOOpakeHWe IIBETHOIO aBaTapa B BUJle HWHHUIIAAJIOB
[10JIL30BaTesIsd




TexcToBBINH pegaKToOp

Oo1ee
SI3pIKOBast MOMIEPIKKA [Tomnep>xuBaeMbie BO3MOXKHOCTH:
e JIOKa/M3arMs WHTepdeica TPWIOKEeHUs Ha PyCCKOM U
AHTJIMHACKOM SI3BIKaxX

PopmaTsl JOKYyMEHTOB [TopnepxuBaeMble BO3MOXXHOCTH IpU paboTe B o6iake MoitOdwuc:

e otkpbiThe daitnioB B popmatax XODT, DOCX, ODT;

e penakTupoBaHue ¢aisioB B popmate XODT;

e ckauuBaHue ¢aiioB B ¢opmarax DOCX, ODT pgna
pelaKTUPOBaHMUS;

e skcnopt ¢aiina u3z popmata XODT B PDF

[Tonnep>xrBaeMble BO3MOXHOCTH IpY paboTe Ha YCTPOWCTBE:
e otkpbiTHe ¢aiioB B popmarax XODT, DOCX, ODT, DOC,
RTF, TXT;
e 3KCIOPT Paiios B popmar PDF;
e coxpaHeHue $alIoB B UCXOJTHOM dopmare;
e coxpaHeHnue ¢annoB B popmatax DOCX, ODT, XODT

IlogroroBKa JOKyMeHTa

Ilonnepixka cTuinen ITopepxuBaeMble BO3MOXKHOCTH:

AOKyMeHTa e TMojjiepkka (UKCUPOBAHHOIO Habopa IpeayCTaHOBIIEHHBIX
CTHJIeW IIPDA CO3[,aHUH HOBOTO JJOKYMEeHTa;

e [I0fJlep>KKa CTUJIEH IIPY OTKPBITUXA JOKYMEHTOB

Hymepamus cTpanun [TonnepxrBaemMble BO3MOXKHOCTH:
e OTOOpakeHHWe HyMepalliy CTPaHHMIT;
e j00aBjieHHe HyMepaluK CTPaHUII;
e BbIOOp popmaTa HyMepauuu (IUpsl WK OYKBBL);
e BBIOOp YMCJIA WM TOPSIKOBOTO HOMepa OyKBBI, C KOTOPOTO

OyneT HAYMHATHCS HyMepaIus;

BbIOOp MOJIOXKeHHsI HOMepa Ha CTpaHuIle;

e Ha3HaueHUMe OTOOpakeHUs HOMepa Ha IIepBOM CTpaHHIle
JOKYMEeHTa;

e yJajeHue HyMepaluy CTPaHUII

KononTurynsl [TopepxuBaeMble BO3MOXKHOCTH:
e oToOpakeHHe KOJIOHTUTYJIOB B JOKYMeHTe

OruaBiieHue [Tonnep>xrBaeMble BO3MOXHOCTH:
e CO3[jaHMe U y/ajieHue OIJIaBJIeHus;
e aBTOMaTH4ecKoe 0OHOBJIEHUE OTJIaBJIeHUS;
e HaBWraIys OT ITyHKTa OIJIaBJIeHUS K 3ar0JIOBKY B JIOKYMEHTe;
e ¢dopmaThpoBaHHe OIJIaBJIeHUs] C MCIOJIb30BaHHMEM CBOMCTB

mpudTa 1 ab3arna




Pabota c TekcToM

BBopa Texkcra

[TomnepxruBaeMble BO3MOXKHOCTH:

® BBO/I TEKCTA C IMOMOII[bI0 CUCTEMHOMW KJIaBUATYPHI;

® U3MeHeHHe U yJlaJieHHe TeKCTa;

e BbIJeJIeHHe TeKCTa;

e KOMWPOBaHWe, BLIpe3aHWe W BCTaBKa TekcTa u3 Oydepa
obMeHa;

e aBTOMaTHMYecKas 3aMeHa CHMBOJIa [IBOMHBIX KaBBbIUeK Ha
CUMBOJT GPAHITY3CKUX KABBIYEK;

e aBTOMaTH4eckoe GOpPMaTHPOBAaHUE CCHIJIOK M CITMCKOB

Ipudrs1

[TopnepxruBaeMble BO3MOXKHOCTH:

o momnepkka mpudtoB XO Fonts: XO Caliburn, XO Courser,
XO Thames, XO Tahion, XO Oriel, XO Windy, XO Symbol,
XO Oriel Condensed;
nojnepxka mprudToB Cormorant, Aptos, PT Sans, PT Serif;
nojnepka mpudToB PT Astra Sans, PT Astra Serif;
M3MeHeHHe pa3Mepa TeKCTa;

VM3MeHeHHe  HauyepTaHWs  TeKCTa  (OKUPHBIM,  KYPCHB,
MIO/TYEePKHYTHI)

dPopmaTHpoOBaHUe TEKCTa

[Tonnep>xruBaeMble BO3MOXHOCTH:

® 3MeHeHUe I[BeTa TeKCTa;

® 3MeHeHHUe 1IBeTa Bbl/leJIeHUs TeKCTa;

e l3MeHeHMe  TOPU3OHTAJIBHOIO  BbIDABHUBAHMS  TEKCTa:
110 JIeBOMY Kpalo, 110 [IeHTpY, II0 IpaBOMY Kpato, 10 IIUPUHE;

e gobaBileHHe W yJajlleHue MapKUPOBaHHOI'O U HyMepOBaHHOIO
CIIMCKOB;

e yBeJIM4YeHUe U yMeHbIIIeHre OTCTYIIOB TeKCTa;

e go0aBileHHMe U Yy/ajeHWe YPOBHSI BJIOXXEHHOCTU B CIIHMCKe
C TIOMOUIBIO OTCTYTIA

CchUIKH 1 rurepcCblIIKA

HO,H,[[QP)KI/IBEIEMBIE BO3MOXXHOCTH.
o OTO6pa)KEHI/Ie nu q)OpMaTI/IpOBaHI/Ie CCBUIOK KaK I'MIIepCCbLIIOK;
¢ [iepexo[ I10 CCbUIKAM

PaboTa c Tabsmmamu, n300paxkeHusAMH, urypamMu

Tabaunnl [TopnepxuBaeMble BO3MOXKHOCTH:
e 0oTOOpakeHUe TAOIUI]
HN3obpaxkenus [TopnepxruBaeMble BO3MOXXHOCTH:

e BcraBka u3oOpaxenuit B ¢popmarax JPG, PNG, GIF, BMP,
JPEG, JFIF, TIFF *;

e  BbIJIeJIeHHe U300pakeHus;

® BO3MOXHOCTb  BBbIpe3aTh, KOMWPOBAaThb WM  BCTaBUTh
n3obpaxxenue u3 6ydepa obmeHa;

® U3MeHeHHe pa3Mepa U MPOIOPIHK U300pakeHus;

® U3MeHeHHe pPacIoJIoXKeHusI H306pakeHus B IOKYMEeHTe;

® yCTAHOBKA CBOMCTB 0OTeKaHHUsl M300paKeHHs TEKCTOM: BOKPYT




PaMKH, CBEPXY M CHHU3Y, 32 TEKCTOM WJIH Iepe]] TeKCTOM;
yzajieHue u300pakeHust

* MaxcumanwHblii pasmep 6cmabasiemozo uzobpasiceHus — 20 Mbatim.

Purypsi

HOII,[[@p)KI/IBEIEMbIe BO3MOXXHOCTH.

otobpakeHre GUTYP B JOKyMeHTax;

BblJlesieHue GpUrypshl;

BO3MOXXHOCTb BbIpe3aTh, KOIMPOBATh WM BCTaBUTh QUTYPY U3
6ydepa obmeHa;

V3MeHeHVe pa3Mepa U IPOIOpIUM PpUIyphI;

V3MeHeHVe PaclloyIoKeHUs PUTypBI B IOKYMeHTe;

yajeHue QUrypbl

PaboTa c moxyMeHTOM

Pexxumbl mpocMoTpa u
peJaKTHPOBaHUSI

[TopepxruBaeMblie BO3MOXKHOCTH:

mepexoj] U3 peXxumMa pefaKTHPOBAHUsl JIOKyMEeHTa B PeXuM
MIPOCMOTPA;

mepexojl K CKAUYMBAHUWIO JIOKAJIbHOW KOMWU JIOKyMeHTa
JUUIsl peJaKTUPOBaHuUs *;

yCTAaHOBKA W  IlepeMellleHHe  Kypcopa B  pexume
peaKTHPOBaHUs JOKYMEHTa;

v3MeHeHue MacIiTaba IOKyMeHTa;

IIPOKPYTKA COZIEPXKMMOI'0 JIOKyMeHTa IlepeMellleHHeM Iajbla
10 3KpaHy;

OTMeHa U BO3BpaT UCIIPaBJIeHUH 110 OJHOMY JeMCTBUIO 3a Iiar
(bydep «3annomuHaeT» He MeHee 50 MOCTIEAHUX IIATOB);
pexkxum otobpakenust «[locTpaHUUHBIN TPOCMOTPY;

pexXuM oToOpaskeHUs: « MOOWITBHBIN BU;

B pexuMme OTOOpakeHUsI JOKyMeHTa «MOOWIbHBIA BHUII»
cojiepkaHre JIOKyMeHTa oTobpaxkaeTcsi 0e3 MOCTpaHUYHBIX
pasnmenureneu;

peflaKTHpOBaHUe TEKCTa, BCTABKa M yJajieHue MU300pakeHuH,
M3MeHeHHe MaclTaba JOKyMeHTa B pexume «MoOUIbHbBIN
BUJI»

* JIns dokymeHmoB, omkpbimbix 6 obnake MoiiOgpuc

CoBMecTHast pabora

HOHHQP)KI/IBEIEMBIG BO3MOXXHOCTH.

oTobpakeHue HM3MEeHEeHUH, BBIITOJIHEHHBIX IpPYTUMHA
I10JIb30BaTe/ISIMU B Pe)XKUMe peajlbHOI'O0 BpeMeHH;
IIPOCMOTP aBaTrapoB I10JIb30BaTeJIel, B aBarapax

0TOOpaXkalOTCsl UHUIUAIBL;

IIPOCMOTP MECTOIIOJIOXKEeHUsI KYPCOpPOB IIOJIb30BaTeslell U
BBIJIeJICHHOI'O UMU TEeKCTa;

IPOCMOTP W3MeHeHMH: Jo0aBileHHble H300pakeHUs U
V3MeHeHVe UX Pa3MepoB, l00aBiieHre OIJIaBIIeHus;

IIPOCMOTP H3MeHeHHW{ B IIaHeJId WHCTPYMEHTOB [IPYTUMH
110JIb30BaTeJSIMUA IPY COBMECTHOM paboTe




CoxpaHeHne JOKyMeHTa

HonnepmHBaeMme BO3MO>XXHOCTH.

aBTOMAaTUYeCKOe COXpPaHeHHWe [IOKyMeHTa: eXeMHHYTHOe,
IpU I[epexojie B PeXUM TPOCMOTpa, IMPU  3aKPBITUH
MIPWIOXKEHHsl, TIPY BLIKITFOYeHUU yCTPOMCTBA;

CO3/1aHMe KOIIUM JIOKyMeHTa Ha YCTPOWCTBe *;
pelakTUpOBaHUe UMeHH! JOKYMeHTa IpY COXPaHeHHWH;

BbIOOD popmara JoKyMeHTa Py COXPAHEeHUH;

BbIOOP MecTa COXpaHeHHsl JOKYMEHTa;

aBTOMaTU4YecKoe TpeyloXKeHWe 3aMeHbl CyIeCTBYIOIIero
dadima wiM  BO3BpaT K JMAJOTy  COXPaHeHUs IS
neperMeHOBaHusl daiiyia B CiIy4yae, ecjid UMs COXPaHsIeMOro
JIOKYMeHTa y>Ke UCIIO0JIb3yeTCs

* JIna dokymeHmoB, omkpuimbix 6 obnake MotiOgpuc

ITeuaTs

HOHZ[ep)KI/IBaF_‘MbIe BO3MOXKHOCTH:

Npe/IBAPUTEJIbHBIMA IIPOCMOTP IOKYMeHTa Iiepe]i OTIIPaBKOM Ha
revarhb;

BO3MOXXHOCTb 33/IaTh INapaMeTpbl eYyaTh B CUCTEeMHOM OKHe
(mvama3oH CTpaHWI], MOPSJIOK IIe4aTH, pa3Mep Oymary,
OpUeHTalUsl, [BEeT Ile4aTH, MacliTabupoBaHWe TIOJi pa3Mep
Oymaru, AByCTOPOHHSISI ITeYaTh).

* Pyukuusa newamu docmynHa moJwko 6 6epcuu OC ABpopa 5.1

Hectnl

[TopnepxruBaeMblie BO3MOXKHOCTH:

V3MeHeHHe MacinTaba JIOKyMeHTa CBelleHMeM BMecCTe WU
pa3Be/ieHHeM NaJibIleB Ha SKpaHe YCTPOMCTBA;

BBIJIeJIeHKe CJI0BA JIBOMHBIM WJIH JOJTUM Ha)KaTHeM;

BbI30B KOMaH/I Oydepa oOMeHa yisi OTJIaBJIEHHUS JOJITUM
HaykaTHeM




PepakTop Ta0/IHII

Oo6mee
fI3pIKOBas NoAJepKKa [Tonnep:xrBaeMble BOBMOXKHOCTH:
e JlOKaJM3alusi uHTepdeiica TNPUIOXKEeHUs] Ha PYCCKOM U
AQHTJIMMCKOM $I3bIKaX

dopmaTsI AOKYMEHTOB [Tonnep:kuBaeMbie BO3BMOXHOCTH MpU paboTe B 00siake MouOdwuc:
e otkpbiTHe daiiioB B popmaTtax XODS, XLSX, ODS;
e penakTupoBaHue ¢aioB B popmate XODS;
e ckauuBaHue aiioB B dopmarax XLSX, ODS mua
pPelaKTHPOBaHUS;
e sKcropT ¢aita u3 popmara XODS B PDF
[Tonnep:kuBaeMble BOBMOXHOCTH MPU paboTe Ha yCTPOMCTBeE:
e otkpsiThe daiiioB B popmatax XODS, XLSX, ODS, XLS;
e okcrnopT ¢aisoB B popmat PDF;
e coxpaHeHHe QailyIoB B UCXOIHOM dopMarTe;
e coxpaHeHue paiinioB B popmatax XLSX, ODS, XODS

PaboTa c TekcToM

BBox Texcra [TopnepskuBaeMbie BO3MOKHOCTH:

® BBOJI TEKCTA B STYEMKY Yepe3 CTPOKY GpOpPMyYJI C IIOMOIIIBEO
CUCTeMHOU KJIaBUATYPHI;

* U3MeHeHMe U yJajleHWe TEeKCTa B Si9eliKe yepe3 CTPOKY (pOpMyI;
e BpIJleJIeHre TeKCTa B si9eliKe 4yepe3 CTPOKY (GOPMYII;
e KONMpOBaHMe, BHIPe3aHMe U BCTaBKa TeKcTa U3 6ydepa obMeHa;
e aBTOMaTH4YecKoe GpOpMaTUPOBaHUE CCHIIIOK

IIpu¢TeI ITonnepxuBaeMble BO3MOXXHOCTHU:

e noanepxxka mpudToB XO Fonts: XO Caliburn, XO Courser,
X O Thames, XO Tahion, XO Oriel, XO Oriel Condensed;
noayiepkka mpudToB Cormorant, PT Sans, PT Serif;
nonnepxka mpudtoB PT Astra Sans, PT Astra Serif;
HM3MeHeHHe pa3Mepa TeKCTa;

V3MeHeHre HauepTaHUsl TeKcTa (>KUPHBIN, KypCHB,
MIOTYEepPKHYTHIH)

dPopmarupoBanue Tekcra | [lognepxuBaemble BO3MOXXHOCTH:

® 3MeHeHHe IIBeTa TeKCTa;

® U3MeHeHHe IIBeTa BbljleJIeHUs TeKCTa;

® U3MeHeHHe IOPU30HTAJILHOTO BHIDAaBHUBAHUS TEKCTA B sTYEHKe:
110 JIEBOMY Kpalo, 110 IIEHTPY, 10 IIpaBOMy Kpato, 110 IIUPHHE;

® U3MeHeHHe BepTUKaJIbHOI'O BIDABHUBAHUS TEKCTa B sUelKe:
10 BepxHeMy Kpalo, 110 IIeHTPY U 10 HI)KHEMY Kpalo

CcBUIKH 1 ruIepcCblIKHA HOL[)IQP)KI/IBHQMLIE BO3MO>KHOCTH.
° OT06pa)KeHI/I€ u Cl)OpMaTI/IpOBaHI/Ie CCBbUIOK KaK I'MIIepCCBIIOK;
¢ TJiepexo[ II0 CCbUIKAM




PaboTra ¢ gueiikamMu

JlnamnasoH sgueex

HO,I[)IEP)KI/IBaeMLIe BO3MOXXHOCTH.

BblJleJIeHHe OTJeJIbHOW STYeMKH, IMala30oHa sueek, psja u
KOJIOHKY;

KOITMPpOBAdHHKEe, BbIpe3dHHe YU BCTdBKa STYeVIKM B pexumMme
penaKkTUPOBaHKs IOKYMEHTa Yepe3 KOHTEKCTHOe MeHIO;
KOIIMPOBAaHKe U BCTaBKa JMalla30Ha sueek;

BO3MOXHOCTb U3MEHUTH IIBET (l)OHa STYeVKU WJIM OTMEHMTb
3QJIMBKY B PeXXUMe peflaKTUPOBaHUs IOKYMEHTa;
obbeIMHeHre U pa3beJUHeHUe STYeek;

Ipr Oﬁ'bG)II/IHEHI/II/I sg9eeK COXpPaHAIOTCA JdaHHbIe TOJIbKO U3
BepXHeU JIeBOU SYelKY;

MH(}OpPMaIMOHHOe NpeylpexxJeHre IIpU 00beIUHEeHUH STUeek,
cofiepKallvuX JaHHbIe

dopmat s19enKu

HOHI[ep)KI/IBBEMbIe BO3MOXXHOCTH:

yCTaHOBKa popMara JaHHBIX JJIsl OJHOM WK 00J1aCTH sSYeeK:
« 061y, «Yucnosoity, «/lenexublinn, « PUHAHCOBLINY,
«JlaTay», «Bpemsi», «/laTa 1 Bpemsi», «IIpolieHTHBINY,
«IpobHbIIY, « IKCIIOHEHITUATbHBINY, « TeKCTOBBI;
IIPOCMOTP IIprMepa oTobpaXkeHHsl BIOpaHHOTO popmara
JIAaHHBIX B CIIMCKe JIOCTYIHBIX (POPMATOB;

OnicTpoe npuMeHeHue «JleHexxHbiv Uin «IIporeHTHbIY
¢$bopMaTOB JAHHBIX C TIOMOII[BIO KHOTIOK Ha HaHeJIN
HWHCTPYMEHTOB;

BO3MOXXHOCTb JJOOABUTh WM YOABUTH KOJIMYECTBO 3HAKOB
TI0CJIe pa3fiesiiTelisl [eJIol U IpPOOHOM YacTel Yucia Jjist
cienyroirx GopMaToB JJaHHbIX: « UUCII0BOIY, «/leHeXXHbIy,
«DuHaHCOBBINY, «IIpONEHTHBINY, « OIKCIIOHEHITUAJIbHBIN)

Popmyisl 1 PyHKIMH

HOHHBP)KI/IBEIQMI)IG BO3MO>KHOCTH.

nojijiep>kka paboThl 6a30BbIX PYHKIIUM BHIYUCIIEHUS

Pabora c o0bexkTaMu

JuarpamMMel

HOH}Iep)KI/IBBEMbIe BO3MOXXHOCTH:

MOJIJIep>KKa FTUCTOrpaMM, JIMHeMYaThIX U KPYTOBBIX JIMarpPaMM,
rpauKOB U JUarpaMm C 00J1acTIMU;

BblJleJIeHUe IarpaMMBbl;

V3MeHeHue pa3Mepa U MPONOPLIUN UarpaMMBbl;

V3MeHeHVe PaCIOJIOXKeHUs IMarpaMMBbl Ha JIUCTE;

yAajieHue 1harpaMMbl

N3o0paxenus

HO,E[I[ep)KI/IBBEMLIE BO3MO>XHOCTH:

otobpakeHre U306paKeHHIA B JIOKyMEHTe;
BbIJIeJIeHHe U300paKeHus;

BO3MOXXHOCTh BBIPE3aTh, KOMIMPOBATh WIH BCTaBUTh
n3obpaxkenue u3 bydepa oomeHa;

M3MeHeHHe pa3Mepa U MPOTOPIUH H300pakeHus;
V3MeHeHHe PACIoJIOXeHHs M300pasKeH sl Ha JIUCTe;




¢ Yylid/ieHue I/1306pa)KeHI/IH

Purypsi

[TonnepxuBaemMble BO3MOXXHOCTH:
e oToOpakeHUe QUTYP B JOKYMEeHTe;
e BblJlejleHre QUTYPHI;
® BO3MOXHOCTb BbIpe3aTb, KOMPOBATh WIH BCTaBUTh QUTYPY
u3 bydepa obMeHa;
® n3MeHeHHe pa3Mepa Y IPONOPIUH QUIyPHI;
e M3MeHeHHe PaCIIOJIOXeHUs! PUIypHI Ha JIUCTe;
e yjajeHue QUrypbl

PaboTa c JoKyMeHTOM

Pexxumsb1 npocmoTpa
M peJaKTHPOBaHUA

[TonnepxuBaemMble BO3MOXXHOCTH:

e IIlepexo/i U3 pexuMa pefakTUPOBAaHUI [IOKYMEHTa B PeXUM
IIPOCMOTPA;

e Iepexofi K CKaYMBAaHWUIO JIOKAJbHOM KONMH JOKyMeHTa
IUISl peJaKTUPOBaHus *;

® YCTAaHOBKa Kypcopa B sf4elKe B pexume pefakTUPOBaHUS
JIOKYMEHTa;

® IIPOKPYTKa COAEP)KMMOIO AOKYMeHTa IlepeMellleHHeM Iajblia
110 OKpaHy;

e 1n3MeHeHHe MacIITaba I0KyMeHTa;

e OTMeHa U BO3BpaT UCIIPABJIEHUH 110 OJHOMY IEeHCTBHIO 3a IIar
(bydep «3anmomuHaeT» He MeHee 50 MOCTIEHUX 1ATOB);

* JIns dokymeHmo6, omkpbimbix 6 obnake MotiOgpuc

JIMCTEBI KHUTH

[Tonnmep:kuBaeMbie BOBMOXKHOCTH:
e J100aBJIeHUe JIMCTOB U UX y/laJIeHue;
® CKpBITHE U 0TOOpakeHHe JINCTOB;
e 13MeHeHHe MMeHH JIUCTA;
e Co3/aHMe Iy0JIMKaTa JIUCTA;
® BO3MOXXHOCTh CKPBITh BKJIQJIKy C JIMICTAMH BO BpeMsl PabOTHI
C IOKyMEeHTOM

CoBMmecTHas pabora

[Tonnep>xruBaemMble BO3MOXXHOCTH:

e oToOpakeHHe Vi3MeHeHuH, BBITIOJTHEHHBIX IpYyTUMU
I0JIb30BATEJISIMU B peXXUMe peallbHOr0 BpeMeHH;

e IIPOCMOTP aBaTapoB I0JIb30BaTeJIel, B aBaTapax 0TOOPAXKAIOTCS
VHUITHAITHI;

® [IPOCMOTP MeCTOIIOJIOXKEeHUs] KYpCOpOB IIOJIb30BaTesled U
BbIJIeJIEHHBIX UMHU siueeK U CTOJIOIIOB;

e IIPOCMOTP H3MeHeHWH: JobOaBjieHHWe  U300pakeHWH U
V3MeHeHHe UX pa3MepoB

CoxpaHeHue JOKyMeHTa

[TonnepkuBaeMbie BO3BMOXKHOCTH:
® aBTOMAaTHYeCKOe COXpaHeHHe [IOKyMeHTa: eXXeMHUHYTHOe,
IpU Tiepexojle B pPeXUM IPOCMOTPA, TPU  3aKPBITHU
MIPWIOXKeHHs], TPYU BBIKJIIOYEHUH YCTPOMCTBA;




co3[laHie KOIIMU JJOKyMeHTa Ha yCTPOMCTBe *;

pellakTHpOBaHWe MMeHU JIOKyMeHTa IIpH COXPaHeHUH;

BbIOODP popMaTa JJOKyMeHTa IIpU COXPaHeHUH;

BbIOOp MecTa COXpaHeHHsl IOKyMeHTa;

aBTOMaTHyYecKoe IIpe/ijio)keHWe 3aMeHbl  CYIeCTBYIOIIEero
dadima wiM  BO3BpaT K  JUAJIOTy  COXPAaHeHHs Ui
nepeMMeHOBaHUs aiia B cilydae, eClId UMSI COXPaHsSIeMOro
JIOKyMeHTa y>Ke UCII0JIb3yeTCsl

* Jlna dokymeHmoB, omkpwimbix 6 obaake MoiiOduc

IleuaTns [Tonnep:xruBaeMble BOBMOXXHOCTU®:
® IIpe[BAapUTEJIbHBIM IIPOCMOTP AOKYMeHTa Ilepe]] OTIIPaBKOM Ha
revarh;
® BO3MOXHOCTH 33JlaThb IApaMeTphbl ITeYaTu B CUCTEMHOM OKHe
(Ivama3oH CTpaHWIl, TOPSJOK IleyaTd, pa3Mep Oymary,
OpYeHTallMsl, IBeT I[leyaTH, MacIITabhpoBaHUe TIOJI pa3Mep
Oymard, IBYCTOPOHHSIS TIe4aTh).
* Pynkyus neuamu docmynHa moawbko 6 Gepcuu OC Abpopa 5.1
Hectnl [Tonnep>xrBaemMbie BO3MOXKHOCTH:

vM3MeHeHHe MaciiTaba JJOKyMeHTa CBeJleHHeM BMeCTe WU
pasBefieHKeM MalblleB Ha 3KpaHe YCTPOMCTBA;

YCTaHOBKA Kypcopa B CTpoKe (GpOpMyJl ABOMHBIM HakaTWeM Ha
AYEUKY




PemakTop nmpe3eHTaiii

Oobree
fI3pIKOBas NoOAAep:KKa [Topnep>xuBaeMble BO3MOXXHOCTH:
e JIOKaJIM3alys Ha PYCCKOM M aHTJIMMCKOM SI3bIKaX

dopmaTsl JOKYyMEHTOB [Topnep>xuBaemMbie BO3MOXXHOCTU IIpU paboTe B obsake MounOduc:

e oTkpbiTHe ParnoB B popmatax XODP, PPTX, ODP;

e ckauuBaHue  ¢annoB B  ¢opmarax  PPTX, ODP
IUTsl peJaKTUPOBaHUS;

e sKcropT daita u3 popmara XODP B PDF

[Tonnep:xrBaeMble BOBMOXHOCTH IPY paboTe Ha yCTPOMCTBeE:
e otkpbiThe daisioB B popmatax XODP, ODP, PPTX, PPT;
e 3KcIopt ¢aiios B popmar PDF;
e coxpaHeHHe PalIOB B UCXOJHOM (opMare;
e coxpaHeHnue ¢annoB B popmatax PPTX, ODP, XODP

Pabora c TekcToOM

BBon Tekcra [Topnep>xuBaemMble BO3MOXXHOCTH:

® BBO/JI TEKCTA C IOMOIIbI0 CHCTEMHOMN KJIaBUATYpHI;

® u3MeHeHMe U yJaJleHue TeKCTa;

e BbIJleJIeHHe TeKCTa;

e KOMWpOBaHWe, BbIpE3aHHWE U BCTaBKA TekcTa u3 Oydepa
obMeHa;

e aBTOMaTH4eckoe GpOpPMaTHPOBAHKE CChIJIOK

IMIpu¢TeI [Topnep>xrBaemMbie BO3MOXKHOCTH:

e mnoanepxkka mpudToB XO Fonts: XO Caliburn, XO Courser,
X0 Thames, XO Tahion, XO Oriel, XO Oriel Condensed;
nonnepka mpudtoB Cormorant, PT Sans, PT Serif;
nopayiepxkka mpudToB PT Astra Sans, PT Astra Serif;
HM3MeHeHHe pa3Mepa TeKCTa;

rM3MeHeHVe HauepTaHUsl TeKCTa (KUPHBIH, KypCHUB,
[I0/TYePKHYTHIH)

dPopmaTrupoBanue Tekcra | [lognepxuBaemble BO3MOXXHOCTH:
V3MeHeHHe I[BeTa TeKCTa;
V3MeHeHHe I[BeTa BblleJIeHHs TeKCTa;
yBeJlIMueHue U yMeHbllleHHe OTCTYIIOB TeKCTa;
nobaBjieHue U y/iajeHrue MapKUpOBaHHOI'O ¥ HYMepPOBaHHOI'O
CIIMCKOB;
e 1006aBiieHUe U yAalieHue YPOBHSI BIIOXKeHHOCTH B CITUCKe
C TIOMOIIIBIO OTCTYIIOB

Ccohuiku u runepccbiiku | [logaepxrBaemMble BO3MOXXHOCTH:
e oToOpakeHUe U popMaTHPOBaHUE CCHIIOK KaK TMIIEPCCHIIOK;
e TIlepexof [0 CChUIKaM




Pabora c 00BexTaMu

TexcroBoe moJie

HO,I[I[EP)KI/IBaEMbIe BO3MOXXHOCTH.

oToOpakeHre TeKCTOBBIX TTOJIeH;

BbIJIeJIeHHe TeKCTOBOTO TIOJIS;

BO3MOXXHOCTDb BbIpe3dThb, KOITMPOBATb UJIK BCTABUTb TEKCTOBOE
nosie u3 6ydepa obMeHa;

M3MeHeHHe pa3Mepa U IPOTOPIHI TeKCTOBOTO TIOJIS;
M3MeHeHHe PACIoJIOXKeHUs TeKCTOBOTO T0JIs Ha Clane

HN3obpaxenus

HO,[[I[BP)KI/IBaeMbIE BO3MO>KHOCTH.:

otobpakeHre U306paKeHHI B JIOKyMEHTe;
BblJleJIeHre U300pakeHusl;

BO3MOXXHOCTb BbIpPe3aTh, KOIIMPOBATh WU BCTaBUTh
r3obpaxkenue u3 bydepa obmeHa;

M3MeHeHMe pa3Mepa U IPONOpIXi H300paXkeHus;
M3MeHeHMe PACIoJIoXeHHs U300pakeHusI Ha CIlaijie;
yaaneHue u300pakeHust

Purypsi

HOHHep)KI/IBHEMI)Ie BO3MO>KHOCTH:

oTobpaxkeHue GUTYP B IOKyMeHTe;

BbljleJieHue GpUryphbl;

BO3MOXXHOCTh BBIpE3aTh, KOIIMPOBATh WX BCTaBUTh QUTYPY
n3 bydepa obMeHa;

M3MeHeHHe pa3Mepa U IPONOpIUN PUTyph];

V3MeHeHe PacIloyio)keHNs PUTyphI Ha Cllanfe;

ynajeHue GpUrypsl

JuarpamMmel

HOH}Iep)KI/IBHEMbIe BO3MOXXHOCTH:

oToOpa)keHHe JTMarpamMm B JJOKYMeHTe;

BBIJeJIeHYe JUarpaMMBbl;

BO3MOXXHOCTh BbIPe3aTh, KOIIMPOBATh UM BCTaBUTh JTUArPAMMy
n3 bydepa obMeHa;

M3MeHeHHe pa3Mepa U POTOPIUH IMarpaMMBbl;

M3MeHeHUe PaCIoJIOXKeHUs IMarpaMMbl Ha CIIanjie;

yZajieHre IuarpaMMbl

PaboTa c JOKyMeHTOM

Pexxumsbl mpocMoTpa
U peJaKTHPOBAHUA

HOII)Iep)KI/IBBEMI)Ie BO3MOXXHOCTH.

OTKpBITHE IYCTOM IIpe3eHTallu TIPU OTCYTCTBUU CJIAUJIOB
WJTH TIOBPEXXIIeHUH aiina;

mepexojl U3 peXuMa peJaKTHPOBAHUS JOKYMEHTa B PeXum
MIPOCMOTPa;

U3MeHeHue OpUEeHTallUU CTPaHUITBI C MOPTPETHOM
Ha JIaHAmadTHYIO ¥ HA0OOPOT;

mepexoji K CKAYMBAHUIO JIOKAJIbHOM KOIMWU JOKYMeHTa
JUISL peJlakTUPOBaHUs *;

yCTaHOBKA Kypcopa B TEeKCTOBOM TIiojie B  peXume
pellakTUPOBAHUSI JOKYMEeHTa;

HM3MeHeHre MacllITaba JOKYMeHTa;




® 3aIlyCK JIeMOHCTpAlUU IIpe3eHTaluu;
e OTMEHAa U BO3BpaT UCIIPABJIEHUM 110 OJHOMY [EMCTBUIO 3a Iar
(bydep «3anomuHaeT» He MeHee 50 MOCTIeHUX 1arOB)

* JIns dokymeHmo6, omxpbimbix 6 obnake MotiOgpuc

JeMoHCcTpausa
Npe3eHTalux

HOHHep)KI/IBBEMI)Ie BO3MO>XHOCTHU.
e DYYHOe BOCIPOM3Be/IeHUEe ITPe3eHTal1H;
® 3aIyCcK TaMepa JITUTeTbHOCTH MT0Ka3a JIEMOHCTPAIIHH;
® BO3MOXHOCTb BEPHYTBHCSI B HAYaJIO ITPe3eHTall|H;
® BO3MOXXHOCTH 3aBEPIIHUTD JeMOHCTPAIIHIO

Ciaiigp! pe3eHTanyu

[Tonnmep:kuBaeMbie BOBMOXKHOCTH:
e T[epexof K clieAyIoleMy/IpedblayleMy Claily npe3eHTaluu

CoBMecTHas pabora

HO,I[I[EP)KI/IBaeMbIe BO3MOXXHOCTH.

e orobpaxkeHue M3MeHeHUH, BBITTOJIHEHHBIX IPyTUMH
MI0JTb30BATEJISIMUA B PeXXUMe PeajbHOrO BpeMeHH;
e [IPOCMOTP  aBaTapoB  TIOJIb30BaTeJew, B aBaTapax

0TOGPaXKAOTCS UHUITUAJIBI;

® IIPOCMOTP MeCTOIIOJIOKEHHUSI KYPCOPOB IOJIb30BaTeiel |
BbIJIe/IeHHOI'O UMU TeKCTa,

® TIPOCMOTP H3MeHeHWH: nobaBieHHe u3obpakeHUH U GUTYP,
H3MeHeHHe UX Pa3MepoB

CoxpaHeHue J0KyMeHTa

[TonnepxuBaemMble BO3MOXXHOCTH:

® aBTOMAaTHYeCKoe COXpaHeHHe JOKyMeHTa: eXeMHHYTHOe,
IIpU Tlepexojle B peXuM @POCMOTpa, NpU 3aKpPbITUU
MIPWIOXKeHHsl, TIPY BBIKJIFOYEeHUU YCTPOMCTBA;

® pelaKTUPOBaHWe UMeHHU JOKyMeHTa IIpY COXPaHeHUY;

e BBIOOp dpopMaTa IOKyMeHTa [IPU COXpaHeHUH;

e BBIOOp MecTa COXpaHeHUs! IOKyMeHTa;

® aBTOMAaTHYecKoe IMIpe/JIoKeHHWe 3aMeHbl CYIIeCTBYIOIIero
dadima wiM  BO3BpaT K JMAJOTy  COXpaHeHWs s
neperMeHOBaHusl ¢aiyia B Cilydae, ecjid UMl COXPaHSeMOIo
JIOKYMEeHTa y>Ke UCIOJIb3yeTCs]

ITeuaTs [Tognep>xuBaeMbie BO3MOXXHOCTU®:
e [IpeJBapUTEJIbHBIN IIPOCMOTP JAOKYyMeHTa Iepefi OTIPaBKOU Ha
I1e4aTh;
o BO3MOXHOCTDb 3a[1aTb IIdpaMeTphbl [1e4daTh B CHCTEeMHOM OKHe
(mrara3oH CTpaHWI, TOPSAOK TiedaTH, pa3mep Oymarw,
OpueHTanusd, LOBET IIe4YdTH, MaCIJ_ITa6I/Ip0BaHI/Ie nmoa pasmep
Oymaru, ABYCTOPOHHSIS IIeYaTh).
* Dyukuyus newamu docmynHa moJwko 6 6epcuu OC A6popa 5.1
Hectnl [TonnepxuBaeMble BO3MOXXHOCTH:

e y3MeHeHHe MaciTaba OOKYMeHTa CBeleHHeM BMeCTe HWIN
pa3BeieHreM I1aJibIIEB HAd SKpdHe YCTpOﬁCTBa;
® YCTAHOBKd KYpPCOpPd B TeKCTOBOM IIOJIe JIBOMHBIM Ha)KaTHeM Ha




rojJie;
BBbIJIeJICHYe CJIOBa IBOMHBIM WU IOJITUM Ha)KaTHeM;
Tepek/Ir0YeHre CJIaiIoB CMaxrMBaHWeM BIIPaBO/BJIEBO




