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1 OBIIASI UTH®OPMAIIMA

«MonOduc CranmapTHbIN 3» — HaCTOJIbHBIM OQUCHBIN IaKeT JJisl paboThl C TEKCTOBBIMU
JOKYMeHTaMH U 3JIeKTPOHHBIMH TaOJIMIlaMH, [Tpe3eHTalusIMH, [I04TOH, KajleHJapsIMU U aJipeCHbIMU

KHUTaMMU.

B cocraB mpopykra BXOHSIT cCileflyloliide TPUIOXKEHUs Jis paboTbl Ha KOMIIbIOTEpax
C ornepanoHHbIMU cucTteMamu Linux, Windows 1 macOS:

— «MoiOd¢uc Tekcr» — peaktop st ObICTPOro U yIoOHOro co3faHus U GOpPMaTHPOBAHUS
TEeKCTOBBIX JIOKYMEHTOB JIF000U CII0XKHOCTH;

— «MoitOduc Tabnuna» — pemakTop sl CO3[AAHUSI BJIEKTPOHHBIX TaO/MI], BefeHus
pacueToB, aHalM3a JIaHHbIX, (GOPMHPOBAHUSI CBOAHBIX OTYETOB M aBTOMATH3AllUU
06paboTKM JAaHHBIX C UCII0JIb30BAHHEM MAaKPOKOMaH/I;

— «MouOdwuc [IpezeHTanus» — MpUIOXKeHUe IS CO3/IaHusl, OPOpPMJIEHHUS U JIeMOHCTpAIlUU
TIpe3eHTallNii;

— «PepakTop mpeseHTanuii» — peJakToOp Ha OCHOBe KOMIIOHEHTOB C OTKPBITBIM HCXOJIHBIM

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

«Pe)laKTOp HPEBGHTHHHﬁ)> He IIOCTAaBJIIEeTC B BepCUusx Ojid macOS.

— «MoiiO¢uc Ilouyta» — MOYTOBBIN KIKMEHT [ijisi paboThl C JIEKTPOHHBIMU COODIIEHUSIMH,

KaJIeH[1dpsAMU, 3d/1la9dMHU U aJIpeCHbIMU KHUT'dMHU.

HEPEHEHB Tp86OBaHHﬁ K TIIpOrpaMMHOMY U dIIIIapdATHOMY obecIie9eHuIo InpruBe/ieH

B okyMeHTe «MoiOduc Cranmaptabii 3. CUcTeMHbIe TPEOOBAHUSY.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 10



2 «<MOMOPUC TEKCT»

2.1 YcranoBka v 00HOBI/IeHUE

[Tonnep:xrBaeMble BO3MOXXHOCTH:
— YCTaHOBKA [IJIs BCEeX I10JIb30BaTelleil yCTPOUCTBa;
— MaccoBas YCTaHOBKa;

— «THUXas» YCTaHOBKA U O0OHOBJIeHME,

2.2 VIlaTerpanmoHHbIe BO3MOKHOCTH

[TonnepxuBaemMble BO3MOXXHOCTH:
— JIMAJIOT BBOJIA JAHHBIX JJIsl aBTOPU3aIvH 10 poTokoiy WebDAV;
— TNOAiJlep>KKa OTKPBITHS U peJJakTHPOBaHUs (paitiioB 110 npotokoiry WebDAV;

— nporpaMMHbIN HTepdeiic (AP]) yrnpaBiieHust HAaCTOJIBHBIM PeJTAKTOPOM.

2.3 SI3pIKOBas MoJIepIKKa

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

— JIOKaJIM3alluM Ha PYCCKOM, aHIJIMMCKOM, PpaHITy3CKOM, TaTapCKOM M OAIIKMPCKOM SI3bIKaX.

2.4 dopMaThl JOKYMEHTOB

[Tonnep>xruBaemMbie BOZBMOXKHOCTH:
— OTKpbITHE WK UMIopT ¢aiioB B popmatax XODT, XOTT, DOCX, DOCM, ODT, DOC, RTF,
TXT, HTML, XHTML, HTM, MHT, MHTML,;

®opmater DOC, RTF, HTML, XHTML, HTM, MHT, MHTML

He IIoJOepP>XXUBAIOTCS B BepCUAX I macOS.

— OTKpBbITHE JOKyMeHTOB B dopmate OpenDocument 1.3;
— coxpanenue ¢annoB B popmarax XODT, DOCX, ODT, XOTT;
— akcropt ¢ainioB B popmatel TXT, PDF/A-1, PDF, RTF c coxpanennem paboTOCIOCOOHOCTH

CCBIJIOK Ha BeO-calThI (3a nckiitouenueM gpopmara TXT);
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®opmar TXT u RTF ve nonnepxvBaercs B Bepcusix ajist macOS.

— aBTOMaTU4ecKas koHBepTanus ¢aiia uz popmara DOC B popmar DOCX;;

— otkpbiTHe ¢daiiioB B popmatax XODT u XOTT no ymomuanuro B npwioxkeHuu «MounOduc
TexcTy nocie ycraHoBky npwioxkeHrs Ha OC Windows;

— BO3MOXKHOCTb BBIOpaTh B mapamerpax cucteMbl «MoiOduc Tekcr» mis  OTKpBITHS
1o ymonm4anuio JokymeHtos B ¢opmarax ODT, DOCX, DOC, DOCM, RTF u TXT mnocine

ycraHoBkY npusioskennst Ha OC Windows.

[Tpu otkpeiTM nokymeHTa B ¢popmare DOCM otobpaxaercs NpenynpexaeHue

00 OTCYTCTBUM NOJIeP>KKU BCTPOEHHBIX B 3TOT JOKyMEeHT MaKpOKOMaH/I.

2.5 Ilosnb30BaTenbCckuii uHTEpdeiic

2.5.1 Ob1zee

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

— INaHeJIb MTHCTPYMEHTOB C HaCTParBaeMbIM BHEIITHUM BHUJIOM;

— OOKOBas maHeJlb C KOHTEKCTYaJIbHbIMU 3JIeMEHTAMU;

— OKHO 6bICprIX JEeUCTBUM [JIs BBIIIOJIHEHUS 4aCTO HCIIOJIb3yeMbIX KOMAdH/I;

- BbI60p A3bIKaA ITOJIb30BATEJIbCKOI'O HHTepCl)(ﬂﬁca M3 YKMCdjiad IOJIepP>XKMBAEMbIX;

— BbI30B BcTpoeHHOM HTML-cnipaBku Ha pyCCKOM U aHTJIMMCKOM SI3bIKaX;

— MaHeJIb I0KMCKa U 3aMeHBbl;

— PeXXUM Ipe3eHTaI|H JIJIsl IPOCMOTpPa JJOKyMeHTa C BO3MOXKHOCTbIO Tlepexofia MeXKAy CTpaHUIlaMHU
JIOKyMEHTa C TIOMOIIIbIO KJIaBUIII;

— IMOJJIep>KKa COYeTaHWM TOPSIUMX KJIABUIIL [JIsl COBEpIIIeHHs Ollepalivii B IPUIIOXKeHHUH.

Crmcok HAOCTYIIHBIX COYEeTaHUM KJIABHMII MOXKHO YBUIETHL B pa3jejie BCTpOEHHOﬁ

cripaBku O030p uHTepdeiica / CoueTaHUs KIIABHIIL
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2.5.2 Ilanes1b HHCTPYMEHTOB

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.
- BbI60p MeXy TpeMs peXXuMdMu OTO6pa)KeHI/I$IZ CTAHAAPTHBIM, KOMIIdKTHBIM WU CKPBITBIM;
- H&CTpOﬁKa BUIMMOCTH OTHEJIbHBIX pa3iesioB;

— HaCTpOMKa cocTaBa pasfiena «M30panHoey.

2.5.3 Paznen «30panHoe»

[Tonnep>xruBaeMbie BOZMOXKHOCTH:

— nobasyienue B pasgen «M36panHoe» 1o 14 351eMeHTOB;

— yAaJnieHue OTAeNIbHBIX 3JIEeMeHTOB U3 pa3jiena;

— OYMCTKA BCero paszena;

— “3MeHeHUe TTO3UIIMY 3JIEeMeHTOB BIIPABO, BJIEBO, B HAYAJIO WK B KOHeI pa3/iena;

— coXpaHeHHe T10C/IeJJHero BpIOpaHHOr o 11BeTa MpU 106aBiieHrH B paszien «M36paHHoe» 371eMeHTOB
C BbIOOPOM 11BETa;

— CMHXPOHM3allMs I[BeTa y D3JIeMeHTOB C BBIOOpPOM I[BeTa MexnIy pasfenoM «M3bpanHoe» u
OCHOBHOMH I1aHeJblO;

— nobaBjieHre POAUTENbCKUX 3JIEMEHTOB C BO3MOXXHOCTBIO BbIOOpa AEMCTBUSI C IOMOIIbIO
KOHTEKCTHOTO MeHIO Ipu JiobaByieHnH B pa3zen «M30paHHoe» 351eMeHTOB C BLIGOPOM JIeHCTBUS;

— nobaBnenue obiero snemeHTta «llBeT 3amuBKuU» Tpu AoOaBieHWHd B paszaen «H3bpanHoe»
aneMeHTOB «lBeT 3anmuBKku stueriku» win «1IBet 3aUBKY GUTYDPBI»;

— OJIOKMPOBKA HEIOCTYTIHBIX JIEMCTBUM B pasjiesie IIPU CMeHe KOHTEeKCTa;

— CMHXpOHU3aIMs pasfena «W30paHHoe» MexIy BCeMH OIHOBPEMEHHO OTKPBITHIMHU OKHAaMHU

pemakTopa.

2.5.4 CTpoka cocTostHUS

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— OTOOpakeHHe CTaTUCTHKU JIOKYMeHTa: KOJIMYeCTBO CTPAHUI] U HOMep TeKYyIel CTPAaHUIIbI;
— WHJVKAIYS [TO/IKJII0UeHHs K CepBepy U IpaB IOCTYIIA K JOKYMeHTYy B 4aCTHOM obJiake;

— UH/IMKAIMSI aBTOCOXPAHEHUS;

— UHCTPYMEHTHI U3MeHeHHs MacIlTaba oTobpakeHusl.
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2.5.5 Macmrab moxymeHTa

[Tonep>xuBaeMble BO3MOXKHOCTH:

— HaCTpo¥ika MaciiTaba C MOMOIIbI0 KOMaHIHOTO MEeHIO;

— HACTpo¥Ka MaciTaba rmepeTaCKUBaHUEM IOJI3YHKA B CTPOKe COCTOSIHUS;

— MOIIAaroBoe M3MeHeHWe MaclTaba KHOIKAMU YBeJIMYeHHs WM YMeHbIIIeHHs MaciiTaba B CTpOKe
COCTOSIHUS;

— 3aJlaHKe 3HA4YeHHUs MaciTaba pyYHBIM BBOJIOM 3HA4YeHHUs B CTPOKE COCTOSIHUS;

— BBIOOD 3HAYeHMs MacIITaba U3 CIIMCKA B CTPOKE COCTOSIHUSI.
2.5.6 OKHO OBICTPHIX IeHCTBHI

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— BBI30B OKHA U3 KOMaH/IHOT'O MEeHIO WJIU 110 COYeTaHHIO KJIABUILI;

— BBI30B  Ollepalluii KOMAHAHOTO MEHIO, BCTPOEHHBIX W  II0JIb30BaTeIbCKUX  CTUIEeH
dopMaTupoBaHus TEKCTa;

— IIOUCK Hy')KHOﬁ KOMadHIbI UJIN CTWUJIA 110 HAa3BAHUIO.

2.6 [leiictBu< ¢ ¢paiiamMu

2.6.1 Co3nanue ¢daiinoB

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— aBTOMAaTU4YeCcKoe CO3/laHKe HOBOro (aiiyia Mpu 3aIycKe MPUJI0KeHUS;

— co3/JTaHre HOBOTO daiiia U3 KOMaHIHOTO MEeHIO [TPUIOXKeHUS];

— CO3/1aHHe HOBOT'O JIOKYMEeHTa C TIOMOIIbI0 CUCTEMHOT'0 KOHTeKCTHOro MeHto Ha OC Windows;

— CO3[laHMe pelaKTUPyeMOoW KOIWHU /Jis JOKYMEeHTa, KOTOPbIM OTKPBIT B JPYroM HPWIOXKEeHHU!
WJIM APYTUM T0JIb30BaTeleM;

— CcO3/]laHMe peIaKTUPyeMOM KOIKH /1Jisl JOKYMeHTa CO CBOMCTBOM « TOJIbKO ISl YTEeHUSI.

2.6.2 OTkpeITHE QaiiyIoB

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— OTKpbITHE daiisia U3 KOMaHJIHOTO MeHIO;

— OTKpBITHe ¢ailyia C TOMOIIbIO TlepeTacKWBaHUs JOKYMEeHTa WU ero spyiblka U3 OKHa (HaiIoBOro
MeHeJ[>Kepa OllepallMOHHON CUCTeMbI B OTKPBITOe OKHO ITPUJIOXKEHUS;

— aBTOMaTH4YecKasi KOHBepTaIlys py OTKpeITUM daitioB popmara DOC B popmat DOCX;
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— OTKPBITUC B peXXruMe MpoCMOTpa JOKYMCHTA CO cBoricTBOM «TOJBKO JJIS1 YTCHUSD),

®opmatsl DOC 1 DOCM 0TKpBIBAIOTCS B peXXUMe peJlaKTUPOBaHMUS.

— OTKpPBITHE B PeXXMMe peflaKTUPOBaHUs GaiyioB co CBOMCTBOM « To/bKO il YTeHusD» Mpy pabote
1o nporokosny WebDAV;

— OTKpBITHE B peXXHMe IIPOCMOTpa JOKYMeHTa, KOTOPBIM pelaKTUPYeTCs B IPYIOM IIPUIIOXKEeHUH;

— CO3[JaHMe pelakTUPyeMoy Komuu ¢aria, OTKPLITOIO B peXXHMe IIPOCMOTPa;

— OllOBellleHWe TIPU OTKPBITUM (aiyla, C KOTOPbIM B JIaHHBIA MOMEHT paboTaeT Ipyrou
[10/Ib30BaTelb;

— IpOBepKa JOCTYIHOCTHU (aiiyia 1y1sl peJJakTUPOBaHUS;

— OTKpBITHe ¢aiia U3 CIIMCKa He[JaBHUX JOKYMEHTOB;

— CIIMCOK HeJJaBHUX JIOKYMEHTOB C BO3MOXXHOCTBIO OUUCTKY;

— OTKpPBITHE pefakTUPyeMOro AOKYMEeHTa B APYIOM I[PUJIOXKEHUM C IIOMOIIbI0 KOMaHIbl MeHIO

«®Daitn1 > OTKPBITD BY.

2.6.3 BeiBoj Ha neyartn

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— OTMIpaBKa HA Ie€YaTh M3 KOMAHJHOIO MEHI0 M W3 CHCTEMHOTro KOHTeKCTHOro meHio Ha OC
Windows;

— MIpeJIBapUTENIbHBIA TPOCMOTP JOKYMEHTa;

— BBIOOP MaciiTaba ¥ OpUeHTaIlu CTPaHUIIbI;

— HABUTAIUS MEeX/y CTPAHUIIAMU;

— BBIOOp /IMana30Ha CTPAHMII JUIS IeYaTH U YUCIIa KOTIHH;

— TeYaTh BCEro JOKYMeHTa, TeKyIel CTPAHUIIbI U BhIJIeJIeHHOM 001aCTH;

— BBIOOP pa3Mepa Oymaru Jjisi TledaTy;

— ObICTpas meyarhb;

— BBIOOP YCTPOWMCTBA MeYaTy;

— IIBYCTOPOHHSIS TIeYaTh;

— pa3bueHue 1Mo KOIUSIM;

— IeYaTh B OTTEHKAX Ceporo;

— MoJiIepKKa 3ePKAJTbHBIX TI0JIel ISl TIeperieTe s 110 JNTMHHOMY WM KOPOTKOMY KPalo CTPAHMIT

IIPU UCII0JIb30BAHUU JIBYCTOPOHHEH IIevaTy;
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— Mepexoj K HaCTPOMKaM MPUHTEPA;

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

2.6.4 OTnipaBKa o mo4re

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.
— OTIIPdABKAd JOKYMEHTa BJIO)KEHHEM II0 Io4YTe C IMOMOMIbI0 ITOYTOBOI'O KJIMEHTd, YCTAHOBJIEHHOI'O

110 YMOJI9YaHHIO.

2.6.5 Coxpanenue ¢aiiyioB

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— COXpPdHeHHe TeKyIlero cbafma WJIN eTro KOIIMHW B OJWH W3 IIoAJepPKrMBdeMbIX CbODMaTOB;

— SKCIIOPT B OJWH M3 IIOJAePXXKWBdeMbIX ¢dopMaToB;

— BKJIIOUEHHe U OTKJII0UeHHe pe3epBHOT0 KOTTMPOBaHUS JIJisl BceX (aiiyioB, OTKPBITHIX B peJJaKTOpe;

— BKJIIOYEHWE W OTKJIIOYeHHe pPe3epBHOI0 KOMHUPOBAHWS [UISl OTAEIbHBIX (PaliIoB, OTKPBITHIX
B pPeaKTope;

— HACTPOWKA YaCTOThI aBTOCOXPAHEHUS] B MUHYTaX;

— MPOCMOTP MyTH K MECTy XPaHeHHs pe3epBHBIX GalIoB C BO3MOXXHOCTHIO KOMMPOBAHUS MYTH
B Oydep obMeHa;

— aBTOBOCCTAHOBJIeHUe (HaNJIOB, XPAHSIIUXCS JIOKAJIBHO;

— WH/IMKAIYS Pe3epBHOTO KOITMPOBAHUS;

— OTKpPBITHE, COXpaHeHHe WK ylaJleHre Pe3epPBHBIX KO U3 TPUI0XKEeHUS;

— XpaHeHHWe pe3epBHBIX KOMWWA B TEYeHWH OJHOT0 Mecsla C aBTOMAaTHYECKUM yiaJieHHeM

I10 UCTeYeHHH.

2.7 IlpaBku

2.7.1 OTMeHa 1 BO3Bpar JeiicTBUI

HOHHep)KI/IBaeMbIe BO3MO>KHOCTH.
— OTMEHAd ITPAaBOK I10 OAHOMY CHUMBOJIY 34 IIdr’;

— MOBTOp pe3yJibTaTa OTMEHeHHOI'O AeHCTBUSL.
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2.7.2 Bydep oomena

[Tonnep>xuBaeMble BO3BMOXKHOCTH:

— BCTaBKa JIaHHBIX, XpaHAUXCs B 6ydepe oOMeHa, C cOXpaHeHHeM UCXOJHOro ¢opMaTHPOBaHUs
1 6e3 coxpaHeHHs GOPMaTHPOBAHUSI;

— MoJiep>kKa paciimpeHHOro 6ydepa obMeHa ¢ MakcuMaabHbIM 00BeMoM B 10 3anuceis;

— WCII0JIb30BaHMe paclidpeHHOro Oydepa obMeHa Jyisi BCTaBKW JJAaHHBIX MEXy IPUIIOKEeHUSIMU
«MoitOduc Tekcr», «MontOduc Tabmuna» u «MortOduc [IpesenTarusy;

— IIPOCMOTP COJIEP>KUMOT'0 pacHIMpeHHOro Oydepa B OT/IeIbHOM OKHe;

— BBIOOP 3alIMCH paciIMpeHHoro Oydepa AJis BCTaBKU B IOKYMeHT;

— OYHMCTKA UCTOPHH PaclIupeHHoro 0ydepa oOMeHa;

— KOIIMpOBaHMe JaHHBIX B Oydep obmena ¢ MIME-tunom text/html ¢ coxpanenuem CTpykTyphl U

dopmaTupoBaHMSs: CTUIIEH ab3alia, CBOMCTB CUMBOJIOB TEKCTa, CITMCKOB, TUTIEPCCHIJIOK U TIOJIeH.

2.8 Paoora c Texcrom

2.8.1 Pabora co cHockamMu

[Tonnep>xuBaeMble BO3MOXXHOCTH:

— NOAiJlep>KKa OTOOpaXkeHUs! NTOCTPAaHMYHBIX CHOCOK /ISl ToKyMeHTOB B ¢popmarax DOC, DOCX,
DOCM, ODT, XODT u RTF;

— NOAJlep>KKa 0TOOpaykeH!sl KOHIIEBBIX CHOCOK;

— cO3/laHue, pelJaKTUpOBaHMe, (opMaTUpOBaHMe, KONMPOBaHMe U YyAajleHWe II0CTPaHWYHBIX
CHOCOK;

— CO3/laHue, pe[lakTUpPOBaHKe, GpopMaTHpOBaHKe, KOIIMPOBaHKe U y/lajleHre KOHIIeBbIX CHOCOK;

— IepexoJi OT CHOCKH K ee TeKCTY;

— BCTaBKa B TeKCT CHOCKY U300pakeHUH Win GoOpMyJ;

— nobaBJieHre HeCKOJIbKUX CHOCOK U KOHIIeBBIX CHOCOK Ha OJIUH (PparMeHT TeKCTa;

— IIPOCMOTP TeKCTa CHOCKY BO BCIUIBbIBAIOIEM OKHe IIPY HaBeJleHUH KypCopa;

— KOIIMPOBaHMe M BCTaBKa CHOCKHU BMeCTe C TeKCTOM CaMOU CHOCKUY;

— aBTOMaTH4ecKoe OOHOBJIEHHe HyMepallui CHOCOK TP ylaJleHUH.

2.8.2 Pabora co ccpuIiKaMu

HOJ:[,[[EP)KI/IBBEMBIE BO3MO>XHOCTH:
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— BCTaBKa CChUIKM Ha BeO-CTpaHUIly, afipec 3JIeKTPOHHOM MOYTHI, daii;

— BCTaBKa CCBUIKU B BbIJIeJIeHHbIA (pparMeHT TeKCTa, BblIeJIeHHOe CJIOBO WIM CJIOBO, HA KOTOPOM
YCTAHOBJIEH KYpCOp;

— aBTOMaTU4eckoe Ipeobpa3oBaHUe aJipecoB BeO-CTpaHWIlI W aJpPecoB 3JIEKTPOHHOM IOYTHI
B CCBUJIKY;

— aBTOMaTU4eckoe popMaTHpOBaHUe CChUIOK U 3JIeKTPOHHBIX aIpeCOB KaK T'MIIePCChUIOK;

— aBTOMAaTUYeCKoe IIOJICTAaHOBKA BBIJIeJIEHHOIO CJI0BAa WM ¢parMeHTa TeKCTa B OKHO BCTaBKHU
CCBUIKY;

— aBTOMaTUYeCKoe MOJCTaHOBKA CChUIKU U3 Oydepa obMeHa B OKHO BCTaBKH CChUIKH;

— MOJiep>KKa CChUIOK Ha BHEITHUE JJOKYMEeHThI C BbIOOpOM ¢aiiioB B OKHe GaiIoBOro MeHeKepa
Wiy u3 crrcka 50 mocieqHUx ¢aiioB, OTKPBIBABIIUXCS B TpwiokeHUssx «MonOduc Tekcty,
«MoitOduc Tabmuna» u «MoiiOduc [Tpesenranus»;

— NofiJiep>kka paboThl C CeTeBBIMM IANKaMH, JOCTYIHBIMU IO MpoTokoiny SMB, npu co3nanuu
CCBUIOK Ha BHeIIIHHUe JIOKYMEeHTHI;

— Iepexofi 110 CChUIKaM;

— OIOBelleHre TIPU Tepexo/ie 10 MOTeHI[MaIbHO BPeJIOHOCHBIM CChUIKaM;

— KOIMpPOBaHUe U peJlaKTUPOBaHUe CChUIOK;

— yIajeHue OTIelbHOM CChIIKU C COXpaHeHHWeM MCXOJIHOTO TeKCTa;

— OIHOBpeMeHHOe y/iajieHHe BCeX CChUIOK M3 BbII|eJIeHHOTO ¢pparMeHTa ¢ COXpaHeHHeM MCXOAHOI0
TEKCTa;

— BCTaBKa IepeKpPecTHBIX CChUIOK Ha 3aT0JIOBKH, TyHKThI HyMePOBAHHOTO CIIMCKA U 3aKJIaJIK;

— Tepexo/i 10 TIepeKpPecTHbIM CChUIKaM;

— aBTOMAaTH4eckoe 0OHOBJIEHHE IepeKpeCTHBIX CCBIJIOK.

2.8.3 Pabora c 3axiagkaMu

[Tonnep>xruBaemMble BO3BMOXKHOCTH:

— BCTaBKa 3aKJaJIOK B (parMeHTbl TeKCTa, 3JIeMeHTbl TaOyull (CTPOKH, CTOJIOIbI, SYEeMKu),
M300pakeHus U KOJIOHTUTYJIb;

— aBTOMAaTU4YeCcKoe CO3/IaHKe CUCTeMHbIX 3aKJIQJIOK MPY CO3[aHUH MTepeKpPeCcTHBIX CChUIOK;

— Iepexo/i K 3aKJjiaJike yepe3 CIIMUCOK B OT/IeJIbHOM OKHE;

— COpPTHPOBKA CIIMCKA 3aKJIaJIOK [0 UMEeHU U 110 MOPSAKY CJIeIOBAaHUS B IOKYMEHTe;

— IeperMMeHOBdHHe 3dKJId/10K;
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— yAaajieHHre 3dKJIaJIOK.

2.8.4 HerreuaTaemsble ¥ crienyajJibHBIe CUMBOJIBI

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— oTOOpaKeHue U CKpbITHe HelledyaTaeMbIX CUMBOJIOB: Ipober1, Tabyssimus, KoHel| ab3ara, pa3pbiB
CTpaHMIIbI, Pa3pbIB pasziesia, IPUBSI3KY, 3aKJIaJKH;

— BCTaBKa Hepa3pbIBHOI'O IIpo6esia, Hepa3phIBHOIO Aeduca Uik KOPOTKOT'O THUPE;

— okHO «CrenvasnbHble CUMBOJIBI», COZlepiKalllee Ha3BaHHe, Kof B cucTeMe Unicode, HauepTaHue,
mIpyu@T, BADUAHTHI IPYTHUX HauepTaHUK U Npe/iBapyTeNIbHBIN IIPOCMOTP BBbIJIEJIEHHOTO CUMBOJIA;

— ONIHUA «3aKpbITh OKHO 10CJIe BCTaBKYA CUMBOJIa» JUIsl OKHA « ClieruasibHble CUMBOJIBIY;

— BCTaBKa CIleIMaJIbHBIX CUMBOJIOB M3 CIIMCKAa HeJaBHUX CHMMBOJIOB WM OKHa «(ClenyasnbHble
CUMBOJIBIY;

— BbIOOp mpudTa, IPynmbl M KaTeropuy (IpU NOJAepXKe IIPUPTOM TaKOro pasfeseHuns)

CIleI1aJIbHOI'O CMMBOJIA.

2.8.5 IIpoBepka opdorpadpun U MyHKTYaIHH

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— aBTOMaTH4ecKass TpoBepka opdorpaduu M rpaMMaTHKU TEKCTa HA PYCCKOM UM aHIVIMMCKOM
S3BIKAX;

— py4HOe BKJIIOUeHHe U OTKJIIoueHue PoBepku opdborpaduu [jis TEKYIIETo T0KYMEeHTa;

— aBTOMAaTHYeCKUH BBIOOP sI3bIKA TIPOBEPKH T10 IEPBOMY CJIOBY B ab3arle;

— MOJJIep>KKa MOJIh30BaTeJIbCKOTO CJIOBAPS C BO3MOXKHOCTBIO I0OABJIeHUS U yIaJIeHUSs CJIOB;

— UMNopT cioBapeit B popmare DIC;

— IMpe/ioCTaB/ieHre BAPUAHTOB MCpaBiieHus: opdorpadbruieckux OmnboK;

— BO3MOXHOCTb UTHOPUPOBAHUS OLIMOOK B paMKax TeKyIlel cecCuu paboThl C JOKYMEHTOM.

2.8.6 ITouck u 3amMeHa

[Tonnep>xruBaemMble BO3BMOXXHOCTH:
— TOWCK IaHHBIX BO BCEM JIOKYMeHTe BKJII0uasi KOJIOHTUTYJIbI WK Oe3 ydeTa KOJIOHTUTYJIOB;
— yBefioMJIeHHe 00 OTCYTCTBUU pe3yJIbTaTOB [TOUCKaA;

— OIIIIYH ITIOMCKA CJIOBAd TEJIMKOM, y4eTd peruCTpa repBoro CMMBOJIA IIPU ITIOUCKE U 3aMeHe;
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— MOJICBEYMBAHUE HAWIEHHBIX COBIA/IEHUH B TEKCTe W OoTOOpakeHWe B BHJIe CIMCKA Ha IaHEeId
MOKCKa U 3aMeHbl;

— MepeMelneHre 10 CIHCKY COBIAJIEHWH C TIOMOINbI0 KHOMOK wuHTepdeiica «Ciemytoree
coBmasienue» u «llpenbimyiee coBmajmeHue» W KJIABUIN KiaBUATypbl «(CTpejika BBepx»,
«Crpenka BHU3Y;

— CYETUYHK 00IIero KoJIMyecTBa HalIeHHBIX COBIIAJIeHUMH;

— oTOOpakeHue MOPSIKOBOr0 HOMEepa BRIOPAaHHOT'O COBIIA/IEHHS B CITUCKE;

— 3aMeHa BBIJIEJIHHOTO COBMA/IeHHs] M BCeX HaMJIeHHBIX COBIAJIeHUM B pekvMe pelaKTHPOBAHUs
TOKYMEHTa;

— MOAJIep’KKa COYETaHWM KJIABUI JUIsi OBICTPOTO TepeMelrieHUs] MeXy 3JieMeHTaMH TaHed

IIOMCKa U 3aMeHHI.

2.9 dopmaTHpoOBaHMe TEKCTa

2.9.1 Ctuiu qoKyMeHTa

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— nojiaep>xka GUKCUPOBAHHOTO Habopa MpelyCTaHOBJIEHHBIX CTUJIEH;

— CO3/JaHMe HOBOTO CTWJISl HAa OCHOBe pOopMaTUPOBAHUS BbIJIEIEHHOTO GparMeHTa;
— 0OHOBJIEHMe CTWISI Ha OCHOBe (POPMaTUPOBAHUS BbI/IeJIEHHOTO GpparMeHTa;

— yAaajieHre CTHJIA.

2.9.2 lllpudt

[Tonnep>xuBaeMble BO3BMOXKHOCTH:

— Mofjiep’kka paboThl CO BCeMM IIpUPTaMU, YCTAHOBJIEHHBIMH Ha KOMIIbIOTepe IO0JIb30BaTets,
B ToM unciie: TrueType fonts (TTF) u TrueType collections (TTC), CFF, WOFF, OpenType fonts
(OTF, o6a BapuanTa TrueType u Bepcuu CFF) u OpenType collections (OTC), Type 1 (PFA u
PFB), CID-keyed Type 1, SFNT-based bit map, X11 PCF, Windows FNT, BDF (Bkitouas
crnaxennbie), PFR, Type 42 (orpanuyenHast mofjiep:xka);

— nojepkka 1iaTdopmone3aBucuMbix  ImpudToB XO Fonts: XO Caliburn, XO Courser,
XO Thames, XO Tahion, XO Oriel, XO Windy, XO Symbol, XO Oriel Condensed;

— nogep>kka mpudToB PT Astra Sans, PT Astra Serif;

— BBIOOp HIpUdTA U3 CIIUCKA;

— BbIOOp pa3Mepa mpudTa U3 CIIUCKA WK 3a/laHHe ITPOU3BOJILHOTO pa3Mepa;
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— yBeJIMYeHUe WU YMeHblIlleHWe pa3Mepa IpudTa ¢ GUKCUPOBAHHBIM IIarOM;

— BbIOOp HavyepTaHus IIpUPTa: MOMY>KUPHBIMA, KYpCHB, IIOJYEPKHYTBIM, 3auepKHYTHIH,
[OJICTPOYHBIN, HAACTPOYHBIN;

— BbIOOP MEXXCHUMBOJIBHOT'O MHTepBaJia: YIVIOTHEHHbIN, OObIYHbBIN, Pa3pesKeHHbIN;

— dopmaTHpoOBaHMe TeKCTa B CTwie «Bce mpomucHbe» C 3allOMMHAaHMEM MCXOJHOro ¢dopmara

B ClIy4ae OTMEHHBI.

2.9.3 BoipaBHHBaHNe U HHTepPBaJbl

[Tonnep:xrBaeMbie BO3MOXKHOCTHU:

— FOpU30HTA/IbHOE BbIPDABHUBAHMe TeKCTa: [0 JIeBOMY Kpaio, IO I[eHTPy, IO IIPaBOMY Kparo,
0 IIUPHHE;

— BepTUKaJIbHOe BbIpaBHMBAaHHWE TeKCTa BHYTPH TaOIMIBI: TI0 BepXHEMYy Kpalo, 10 CepeiuHe,
110 HUXKHEMY Kparo;

— aBTOMaTUyYeCKoe ollpefieJieHue MeXAYCTPOYHbIX WHTepBajoB IUIsl JIOKYMEHTOB, CO3/IaHHBIX
B JIPYTUX peJlakTopax;

— YCTaHOBKA MeXIyCTPOYHOI'0 UHTepPBaJla: OJUHAPHBIN, «1,15%», OIyTOPHBIN, ABOMHON;

— YCTaHOBKa IMPOM3BOJIbHOT'O 3HAYeHUsI MeX1yCTPOYHOI'0 MHTepBaJa;

— M3MeHeHMe CBOMCTB pa3Mepa MeXXIyCTPOYHOI'0 MHTepBaJla: TOYHO, MUHUMYM U MHOXXUTEJIb;

- HaCTpOﬁKa HUHTEPBAJIOB «10» U «I10CJIe» IJId a63aueB.

2.9.4 ®PopmaTupoBaHue COJIepKIMOr0

[TonnepxuBaemMble BO3MOXXHOCTH:

— BBIOOp IIBeTa TeKCTa U3 11BeTOBOM MaJIMTPhl TEMBI TeKyIlero JokyMeHTa, Habopa 10 craniapTHBIX
11BeTOB, Habopa 10 nocnenHUX IIBETOB, IIBeTa TeKCTa WK 00beKTa JOKyMeHTa C UCI0JIb30BaHeM
«TIANIEeTKNY;

— 3a/1aHue 11BeTa Tekcra B Bujle HEX-kona nimu B popmare RGB;

— BBIOOp I1BeTa BblJeJIeHUs TeKCTa U3 MaJIUTPhI I[BETOB WK Habopa 8 MociieqHUX 11BeTOB;

— WHJYKalMs BBIODAHHOI'O IIBeTa TeKCTa MM BbIOPAaHHOIO I[BeTa BBbIJeJIeHHs TeKCTa Ha KHOIIKe
Y B COOTBETCTBYIOIIeN NaJIUTPe;

— BbIOOp cTUIA ab3ana;

— HACTpoWKa OTCTYTIa IIepBOM CTPOKH, OTCTYIIA CJleBa M OTCTYIIa CIIpaBa /jis ab3alies;

— yBeJInieHnne Wik ymMeHbllleHne a63&L[HOI‘O OTCTYyIIa C 3aIdHHBIM IIdI'OM;
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— KOIIMPOBaHMe U BCTaBKa (pOpMaTUPOBAHHOTO TEKCTa;

— BCTaBKa TekcTa 0e3 popMaTHpOBaHUS;

— OYMCTKA POPMaTHUPOBAHUS;

— BO3MOXHOCTb yOpaTh IPOMEXYTOK Mex1y ab3ariamu, 0TpOpMaTUPOBaHHBIMUA OIHUM CTHUIIEM;
— aBTo3aMeHa Jleduca Ha TUpe C BO3MOXHOCTbIO OTMeHB];

— aBTO3aMeHa KOMIIbIOTepHBIX KkaBbldeK ("") Ha ¢paHIy3cKHMe KaBBIYKU («») IS PyCCKOIO
1 $paHITy3CKOr0 SI3bIKOB C BO3MOXHOCTBIO OTMEHBI;

— BCTdBKd B IOKYMEHT TEKYH_[eﬁ JAdThl 1 BpEMEHHU.

2.9.5 Pabora co cnuckamMu

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— Co3[JaHMe MapKUPOBAHHBIX U HyMepOBaHHbBIX CIIHCKOB;

— aBTOMAaTU4YeCcKoe CO3/IaHKe CIIKCKa IIPU BBOJIE OIpe/ieJIeHHbIX CUMBOJIOB;

— MPOJI0JDKEeHHe CIIMCKa [IPH BBOJIe B Havajle CTPOKM CJIeAYIOIIero Mo MOPSIKY 3HaYeHUS;

— aBTOMAaTU4YecKasi KOPPeKTHMPOBKAa HyMepalluud IyHKTAa IIpM BBOJle B Haudajie IpeAblayllero
WJIM CJIeAYIONero MOpsAKOBOTO 3HAUeHHs] ITyHKTa;

— HacJleJJoBaHWe HyMepalluK OJTHOTO CIIKMCKA JIPYTUM;

— W3MeHeHUs! YPOBHSI BIIO)KEHHOCTH CITHCKa;

— CO3/IaHMe HYMEepOBaHHBIX CIIMUCKOB C KUPWUIMYECKUMH CHMBOJIaMH I[IPU  HCIIOJIb30BAaHUU
IIPWIOXKEHHs Ha PyCCKOM SI3bIKe;

— npeoOpa3oBaHUe CIIMCKA B OOBIYHBIN TEKCT.

2.9.6 ®opmar no odpasiy

[Tonnep>xruBaemMbie BOZBMOXKHOCTH:
— ¢opmarupoBaHHe 1o obpa3ily ab3aria, TeKCcTa, ab3aria v TeKCTa, sTYelKu TabJTUIIb;
— MpUMeHeHHe CKOMTMPOBAHHOTO CTWIs GOPMAaTHPOBAHUS K HECKOJILKUM OOBbeKTaM 0 04epeiy;

— coXpaHeHHe WUCTOPYHX KOMMPOBaHUs GOPMATUPOBAHMUSL.

2.10 Pabora ¢ TadimmmamMmu

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

— BbIpaBHMBaHMe TAO/IUIIBI HA CTPAHMUIIE: 110 JIEBOMY Kpalo, 0 LIeHTPY, 10 [IPaBOMY Kparo;
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— oToOpakeHMe Tabuuil, OOBeIMHEeHHBIX s4eeK, I[BeTOB W BepPTUKAJIbHOIO BbIpaBHUBAHUS
B UMITOPTUPOBAHHBIX JOKYMEHTaX;

— JobaByieHHe TabJUIIBI JIFOOOTO pa3mepa;

— nobaBJieHue U yiajeHue CTONOI0B U CTPOK;

— BblZleJieHue CToI01a, CTPOKY, IMalia30Ha siueeK UM TabJIuIlbl IeTUKOM;

— U3MeHeHMe pa3Mepa siueeK IepeTacKUBaHUeM IPAHUI] MBIIIBIO;

— 3aJlaHKe TOYHBIX Pa3MepoB IIMPUHBI U BBICOTHI S'UeeK PyYHbIM BBOJIOM 3HAUeHHUH;

— “3MeHeHHe C GUKCUPOBAHHBIM IIAarOM IITUPUHBI U BHICOTHI STUEEK;

— M3MeHeHHe pa3MepOB HeCKOJIbKUX BbIJIeJIEHHBIX sUeeK, CTPOK WUJIM CTOJIOI[OB OJJHOBPEMEHHO;

— o0beIMHEeHMe siueeK U paszieyieHue 00beJUHEHHBIX SUeeK;

— pasfiesieHre STYeKu Ha HeCKOJIbKO CTPOK WK CTOJIOIIOB;

— KOIMpPOBaHMe, BbIpe3Ka U BCTaBKa JIMANa30HOB SUeeK;

— onius oTobpakeHUsI 3ar0JIOBKA TabJIMIbI HA KaXKAOW CTPaHUIIE;

— npeobpa3oBaHUe TeKCTa B TabIUITY;

— npeobpa3oBaHue TabJIUIIBI B TEKCT Yepe3 BCTaBKy 6e3 GopMaTUpOBaHUS;

— BBIOOP I[BeTA 3aJIMBKU STYeeK U TPAHMI] sST9eeK U3 IIBeTOBOM MaJUTPhl TeMbI TEKYIIero JT0KyMeHTa,
Habopa 10 cranmapTHbIX I11BeToB, Habopa 10 mocimegHWUX IIBETOB, IIBETa [IPYTHUX s4eek
WM 00BEKTOB JJOKYMEHTa C UCIIOIb30BaHUEM ITUTIETKUY;

— 3a7laHue TpebyeMoro I[BeTa 3aJIMBKHU siueeK U TrpaHull sueek B Buje HEX-koma mmm B popmare
RGB;

— WHJVKAIlMs BBIOPAaHHOTO 11BeTa 3aJIMBKU siueeK Ha KHOIIKe U B HaJIUTPe;

— BepTUKAJIbHOe U BepPTUKAaJIbHOE BHIDAaBHUBAHKE TEKCTa B siueiiKe WM B TMANla30He SUeek;

— MOBOPOT TekcTa B siuerike Ha 90° BieBo, 90° BrpaBo;

— cOpoc TOBOPOTA TEKCTa;

— BCTaBKa B Bujle TaOiunbl 6e3 ¢dopMaTHpOBaHMS paHee CKOMUpoBaHHOTO u3 «MounOduc
Tabmuma» u «MonOduc IlpesenTtanus» auamazoHa sideek, K YaCTH KOTOPOTrO IpUMeHEeH
TabJIMYHBIA CTWIb GOPMATHPOBAHUSI;

— o0TekaHHe TaOJUIIBI TEKCTOM C HAaCTPOMKOW IMapaMeTpoB OOTeKaHWS: OTCTYIIbI CBepXY, CHU3Y,
CJleBa, CIPaBa;

— OBICTpOe TIepeMelrieHre TabJIuIl C BKIIFOUeHHBIM 00TeKaHreM TeKCTOM, BHYTPU JJOKYMEHTa;

— oTOOpakeHMe TabuuIl C BKJIIOYEHHbIM OOTekaHHWeM TeKCTOM, IPUMeHeHHbBIMH B JPyroM

penakTope;
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— BCTaBKa 00bekToB THHA «Purypa», «JIlunus», «H3obpakenue», «TekcroBoe mose»,
«OrnaBnenuey, «®opmymna», « CHocka», «[lepekpecTHasi cChikay B TAOJIMIILI C TPUMEHEHHBIMU
rapaMeTpaM# 0OTeKaHHS TeKCTOM;

— BbIJIeJIeHHe HeCKOJIbKUX sUeeK, CTPOK WK CTOJIOIOB B TAO/IMIIAX C BKIIIOUEHHBIM OOTeKaHWeM
TEeKCTOM;

— nobaBiieHWe WM yhajieHue HeCKOJbKUX CTPOK WM CTOJIOIOB B TAaONUIIAX C BKIIIOUYEHHBIM
00TeKaHueM TeKCTOM;

— ¢opmaTrpoBaHUe TPaHUI] JIJIs BCEM TAOIUIIBI WK IMANa30Ha s9eek B TaOJIMIaX C BKIIIOUYEHHBIM
00TeKaHueM TeKCTOM;

— U3MeHeHHe pa3MepoB CTPOK U CTOJIOIOB C TIOMOINBIO TepeTAruBaHusl WX TPaHUI] B TabiauIiax
C BKJIIOYCHHBIM 00TeKaHHeM TeKCTOM;

— BO3MOXHOCTb KOIIMPOBATh MapamMeTpbl GopMaTHUPOBaHUS B siuelKax TabOIMI] C BKIIIOUYEHHBIM

00TeKaHueM TeKCTOM.

2.11 Pabora c n3o0pazkeHHIMHU

[Tonyiep>xuBaeMble BO3MOXKHOCTH:

— BCTaBKa M300pa’keHUH C JIOKAIBHOTO JINCKA;

— BcTaBKa u3obpakenuit u3 6payszepoB Google Chrome, Firefox, Internet Explorer u Microsoft
Edge;

— BCTaBKa M300paXkeHWI U3 TEKCTOBBIX U TaOJIMUYHBIX PeAaKTOPOB, BXOMSIIUX B COCTaB OPUCHBIX
naketoB Microsoft Office u LibreOffice;

— nopzepxxka popmaros PNG, BMP, JPG, JPEG, JPE, GIF, TIFF u TIF;

Hzobpakenus: u3 nokymenta B ¢popmarax JPG u JPE coxpansioTcs kak ¢aiin B
dopmare JPEG, TIF - B ¢opmare TIFF. H3obpaxenne B ¢opmare GIF
oToOpakaeTcsl B JIOKyMeHTe KaK CTaTH4yHOoe u300pakeHWe, aHUMallus paboTaeT mpu

ckaunBaHuu GIF-n3obpakeHus u3 JoKkyMeHTa Kak Qaiisa.

— KOIIMPOBaHUeE U BbIpe3ka U300pakeHul;
— M3MeHeHHe pa3Mepa U300pakeHul C coxpaHeHreM U 6e3 COXpaHeHHUs TPOMOPIIHIA;
— HACTpOWKa MO3UIMU H300pakeHUH B TeKCTe CO CJIeAYIOMIMMH OIIIKSMU: B TEKCTe, BOKPYT PaMKH,

CBepXy U CHHU3Y, 3a TeKCTOM U Iiepe] TeKCTOM;
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— BbIpaBHMBaHHe U300pakeHusl, pa3MellleHHOT'0 B TeKCTe, TI0 TOPU30HTAaJIH;

— nepeMellleHHe U300pakeHUM B JIOKYMeHTe IepeTaCKMBAaHWEM MBIIIbI0 M C MOMOIIbIO KIIABUII
Kypcopa;

— nepeMellleHHe BHIOPAHHOTO U300paXkeHHsl C TOMOIIIbIO KJIABUIII-CTPEJIOK KJIaBUATYPHI;

— NepeMellleHHe H300pakeHUs] B JIOKyMeHTe uepe3 3a/laHHe OTCTYIIOB OT Kpas CTpaHUIIbI
(vckiroyeHue — n3obpaxkeHus, pa3MeleHHbIe B TeKCTe);

— oToOpakeHHe U300pakeHN, Pa3BePHYTHIX T10]] YIJIOM OTHOCUTEJIbHO SIKOPHOM TOYKH;

— 3aJ/laHre TOYHOI'0 pa3Mepa U300paKeHus;

— 3a/laHre TOYHBIX 3HAYeHUM OTCTYIIOB U300paXkeHHsl OT KpaeB CTPAHUIIbI;

— COXpaHeHue 1/1306pa>1<eH1/1;1 13 NOKYMEHTd JIOKAJIbHO B BHU]ie q)aﬁna.

2.12 PaboTa ¢ purypamu

[TonnepxuBaemMble BO3MOXXHOCTH:

— BCTaBKa, BblfleJleHre, KOIIMpOBaHUe, BhIpe3aHue U yjiajieHue GpUryp, TeKCTOBBIX I10JIed U JIMHUH;

— BCTaBKa B GUI'ypy WIK TEKCTOBOe I10Jle TeKCTa, U300pakeHus1, pOpMyJIbl, CCBIIIKHM, IlepeKpeCTHON
CCBIJIKY, 3aKJIaZIKU, TeKyIeH J1aThl NI BpeMeHUY;

— BbIOOp IIBeTa 3aJIMBKM M KOHTypa GUIyphbl M3 1IBeTOBOM INAJUTPbI TEMBI TEKYILEro JOKYMeHTa,
Habopa 10 cranpgapTHbIX nBeToB, Habopa 10 mociegHUX IBETOB, IBeTa APYIOH QUIypbI
WM oObeKTa JOKyMeHTa C UCII0JIb30BaHUeM «IIUIeTKN;

— 3aganue Tpebyemoro 1Beta ¢urypsl B Bujle HEX-kona win B popmare RGB;

— 3a7MBKa GUryphl U306paskeHreM C JIOKAJIbHOTO JJUCKa;

— WHJYKallMs BBIOPaHHOTO [1BeTa 3aJIMBKU U KOHTypa QUTYPHI;

— BbIOOp TOJIIMHBI U THIIA JIMHUM KOHTYpa QUTYPBHI;

— OBICTpOe IPUMeHeHHe HAaCTPOeK KOHTYpa NpeAblaylel pUrypsl;

— yZAaJjleHue KOHTypa (PUTypHI;

— W3MeHeHMe BBICOTHI M IIMPUHBI GPUIYPHI U TEKCTOBOI'O IIOJII C COXpaHeHWeM U 6e3 cOoXpaHeHus
[IPOTIOPLIUK;

— IIOAITOHKA pa3Mepa GUIypbl WIA TeKCTOBOTO I10JIS IO PACIIOJIOXKEHHBIA B HEM TeKCT;

— BbIOOp TNO3UIIMK UIYPBI, TECTOBOI'O IOJIS, JIMHUM OTHOCUTENIBHO TeKCTa: B TeKCTe, BOKPYT
paMKH, CBepxy Y CHU3y, Ilepe]l TeKCTOM, 32 TeKCTOM;

— HacTporka GpOpMaTUPOBaHUS TEKCTa BHYTPU TEKCTOBOI'O IIOJIs], aHAJIOTMYHAs OCHOBHOMY TEKCTY

HOOKYMEHTad;
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— nepeMellieHre QUryphl, TeKCTOBOIO IOJIS, JIMHUU IlepeTaCKMBaHWeM WJIM C IIOMOIIBIO KJIABHUIII-
CTPeJIOK KJIaBUAaTypBhI;

— BbIOOp IIBeTa JIMHUY U3 I[BETOBOM NMaJMTPBI TeMbI TeKylllero JoKyMeHTa, Habopa 10 craniapTHBIX
1BeToB, Habopa 10 mocnenHuMx IBETOB, [BeTa [PYrod JIMHUM WM OOBEKTa JOKyMeHTa
C UCII0JIb30BaHUEM «IIAIETKN;

— 3as1aHre Tpebyemoro 1Beta iuHuM B Bufe HEX-kona nnu B popmare RGB;

— WMH/IMKalXs BEIOPAHHOTO 11BeTa JIMHUH;

— BBIOOP TOJIIMHBI U TUIIA JINHUY;

— M3MeHeHMe JJIMHBI U yIJla HaKJIOHA JIMHUY;

— BBIOOp TUIIAa HAKOHEYHUKOB HavaJla ¥ KOHIIA JIMHUHY;

— OBICTpOe IpUMeHeHre HaCTPoeK CTWIS MpeJblayIled JUHUU.

2.13 Pabora ¢ quarpaMmMamMu

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

— BCTaBKa JiMarpamm u3 0ydepa oo6MeHa B BUjie H300pakeHusl.

2.14 Pabora c popmynamu

[Tonnep>xuBaemMble BO3BMOXKHOCTH:
— MPOCMOTP, Co3/laHKe U peakTupoBaHue dopmyn B popmare LaTeX;
— nojJiep>kka paboTel ¢ GopMyJiaMu;

— “3MeHeHMe pa3Mepa (pOpMyJIbl B TEKCTE.

2.15 Maket cTpaHuIIbI

2.15.1 Pabora c madj1oHaMu

[Topnep>xviBaeMble BO3MO>KHOCTH:

— pabora c mabnonamu B popmare XOTT;

— co3faHye 11abyioHa U3 Tekylero ¢aiina;

— CO3JJaHKe HOBOT'O JIOKyMeHTa Ha OCHOBe CYIIIeCTBYIOIIETO ITabJIOHa;

— 3aMeHa I11abJIoHa TI0 YMOJTYaHHUIO.
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2.15.2 HacTpoiiku CTpaHHUIIBI

[Tonnep>xuBaeMble BO3BMOXKHOCTH:

— BU3yaJiM3allvs BHIOPAaHHOTO pa3Mepa U OpUeHTAI[UU CTPaHUITbI;

— BBIOOD OpHEHTAITMK CTPAHMITBI: KHIKHAs (BepTHUKaJIbHAs) U aTbOOMHasi (TOpU30HTaIbHAs);

— BbIOOp meuyaTHOro ¢opmara crpanuiel: US Letter, US Legal, A0, Al, A2, A3, A4, A5, A6, B4,
B5, Folio, Executive;

— HACTPOWKa I0JIel CTPaHulLl;

— yCTaHOBKA 3epKaJIbHbIX I10JIel /1Jis BCero JOKYMEHTa;

— MpUMeHeHHe IMapaMeTPOB CTPAHUIIBI Uil YaCTU JOKYMEeHTa U JIJIsl BCETO JIOKYMEHTa;

— BCTaBKa pa3pbliBa CTPAHMUII U Pa3/ielioB;

— WHJIMKAIIYS Pa3pbIBOB CTPAHUIL U Pa3/eJioB;

— WCIIOJIb30BaHKe TOPU30HTAaJIbHOM U BEPTUKAIILHOM JIMHEeK 11 HAaCTPOMKU 0oJIed JOKYMEeHTa;

— HCIIOJIb30BaHWe TOPU30HTAILHOM JIMHEeHKHU JIJIsl HACTPOMKH OTCTYIIOB ab3aria v MepBoii CTPOKU;

— oTOOpaXkeHue U CKPbITHe JINHeeK.

2.15.3 PaboTa ¢ KOJIOHTUTYJIaMH

HOHHQP)KI/IBaeMbIe BO3MO>KHOCTH.

— CO3ldHMe, peldKTUPOBAHUE U YidJIeHWe BEPXHUX U HUXKHUX KOJIOHTUTYJIOB;

- 6bICprII>1 nepexog Mexnay BepxXHMM W HUXHHUM KOJIOHTUTYJIAMHU B peXrMe pelJdKTUPOBAHUA
KOJIOHTUTYJIOB;

— [IPpURHYJAUTEJIbHOE 3dKPBITHE IIaHeJIM HACTPOEK KOJIOHTUTYJIOB;

- HaCTpOﬁKa OTCTYIIOB OT KpdeB CTPpaHHUIIbI JJI BepXHETro KOJIOHTUTYJId U HUKHEer'o KOJIOHTUTYJId;

— 0cobOBIe KOJIOHTHUTYJIbI I HepBOﬁ CTPAaHUIbI NOKYMEHTAd UJIN pa3/ieild;

— Pa3Hble KOJIOHTUTYJIbI VI YeTHbIX 1 HEeUYeTHbIX CTPaHMUIT;

— WHAWBUydJIbHbIe KOJIOHTUTYJIbI IJIS1 PA3HBIX PA31€JI0B;

— BCTaBKa 0OBEKTOB B II0JIE KOJIOHTHUTYJIA.

2.15.4 Hymepanus crpaHuiy

[TonnepxuBaemMble BO3MOXXHOCTH:
— BCTaBKa HyMepaluM CTPaHUI] B KOJIOHTUTYJIbI;
— BbIOOp opMaTa, 03U M BBIpaBHUBAHUS HyMepaluy CTpaHuI];

— HaCTpOMKa HyMepallyy 10 pa3fiejiaM JOKYMEHTa;
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— HyMepalysi CTPaHHMII C YKa3aHHOTO HOMepa;

— yZaJjieHue CyIleCTBYIOIeld HyMepalliy CTPaHMII.

2.15.5 OriaBienue

[TonnepxuBaemMble BO3MOXXHOCTH:

— CO3J]aHMe U y/iajieHue OrJIaBJIeHus;

— BBIOOp CTWJIEH TOKyMeHTa Il CO3[JaHUs! OIJIaBJIeHUs;

— BBIOOP KOJIMYeCTBa yPOBHEH B OIVIaBJIeHUH;

— nobaBjieHue U y/ajieHue YPOBHel B CO3[JaHHOM OIJIaBJIeHUY;

— aBTOMaTU4YeCcKoe OOHOBJIEHNe OIJIaBJIeHUS B peXKuMe peallbHOI'0 BpeMeHH;

— nobaBjieHue B OIvIaBjleHue CTUJIel, CO3[JaHHbIX BPYyUHYIO;

— nobaBjieHue U y/iajeHre HOMepoB CTPaHUII;

— popmaTrpoBaHMe TeKCTa OIJIaBJIeHUs C UCIIOJIb30BaHMEM CBOWCTB HIprdTa 1 ab3ara;
— Iepexo/i K BbIOPAaHHOMY pa3fieily IOKyMeHTa M3 OIJIaBJIeHUs;

- OTO6pa>KEHI/Ie HYMEPOBdAHHbIX 3dT'OJIOBKOB.

2.16 PenrensupoBaHue JOKyMeHTa

2.16.1 Pexxum oTciaexxuBaHus NCIIPaBJIeHUH

[Tonnep>xuBaeMbie BO3BMOXKHOCTH:

— BKJIFOUYEHHeE U OTKJIIOUeHHe peXKUMa OTCIIeXKUBAHUS UCTIPABIIeHUH;

— aBTOMaTH4YeCKoe BKJIIOYEHHe peXXUMa IPU OTKPBITUM JIOKYMEHTa, eCyid MPH 3aKPhITUUA PEeXUM
ObLI BKJIIOYEH;

— MOAJiep’KKa CJIeAYIONIUX TUIIOB HWCIPaBJIEHWH: BBOJ M yJajeHWe TeKCTa, ¢$opMaTHpOBaHUe
Tekcra, ¢opMarhpoBaHuWe ab3ara, BCTaBKa W yAajieHHWe W300pakeHWH, BCTaBKA W YJaJieHHe
TaOJIMIT ¥ CTPOK B TabJuIlaX, BCTaBKa, peJlakTHPOBAaHUe U y/lalleHre TUTepCChIIOK;

— YHUKaJIbHas [IBETOBAsI MHIUKAIIWSI [Tl KCITPABJIEHUI KaXKI0T0 TI0JIb30BaTelIs;

— pa3nuyHas BU3yaJu3allys UCIPaBIeHU pa3HOro TUIIA;

— oToOpakeHHe OOJIBITMX WCIPABJIeHWH Ha TaHeId peleH3WpOBAaHUS B COKpAIIEHHOM BHJIe
C BO3MOXXHOCTbIO pa3BOpauMBaHUSI;

— IepeMelleHre MeXX Ty UCITPABIeHUSIMU C TIOMOIIIBbIO KJIaBHUIII-CTPEJIOK KIIaBHATYPHI;

— MPUHSTHE WM OTKJIOHEHWe WCIPABJIEHUH JIJISl BCEro JIOKYMEHTa, JJis OJHOTO WM HEeCKOJIbKUX

8638HBB WJIN OJId KaXXO0T'0 MCITpaBJIeHHs 110 OTAeJIbHOCTH,
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— TpU pexuma OTOOpakeHHWsl HCIIpaBJIeHUN: WMCXOMAHBIM TEKCT BMecTe C HeoOpaboTaHHBIMU
WCIIPaB/IEHUSIMU, BbIJIEJIEHHBIMA 1IBETOM; MCXOAHBIA TEKCT BMecTe C HeobGpaboTaHHBIMU
WCIIPaBJIeHUsIMU 6e3 BbIJIeIeHUs! IIBETOM; TOJIbKO UCXOTHBIN TEKCT;

— MOJICBeTKa TPaBKU I[BETOM I0JIb30BaTesis MPU HaBeIeHWH HAa Hee Kypcopa MBIIIM Ha TaHer

peleH3UpOBaHUsI.

2.16.2 PaboTa c KOMMeHTapHUsIMHU

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— JobaByeHue, peJakKTUPOBaHUe U y/iajieHhe KOMMeHTapyeB;

— nobaBjieHre 0TBETOB K KOMMEHTapHsIM;

— OoTOOpakeHHe OTBETOB K KOMMEHTAapUsIM B XPOHOJIOTMYEeCKOM TOPSIIKe;

— CBOpauMBaHWe I[[e[IOYKHM KOMMeHTapyeB IIpM HajluuWyd 0Oosiee JIByX OTBETOB [0 IIepPBOIO
Y NIOCJIeIHEr0 KOMMEHTApHs B I[ell0YKe C BO3MOXXHOCTbIO pa3BOpauMBaHUs 1IEII0YKY;

— OBICTPBIM IEepexoji C IIOMOIIbIO KHONOK B HAyajlo U B KOHeI[ I[eNIOYKU KOMMeEHTapuesB,
MIPeBBINIAOIIeH BbICOTY CTPAaHUIIb;

— aBTOMaTU4YeCcKoe yJjajieHre ITyCThIX KOMMeHTapueB;

— oToOpakeHHe OOBEMHBIX KOMMEHTapveB B  COKpAalleHHOM BHIE C BO3MOXXHOCTBIO
pa3BOpaYMBaHUS;

— mepexoJl K CJeAylolleMy WIA TNpeJbliylleMy KOMMEHTApUI0 II0 KHOIIKe B IaHeId
pelleH3UPOBaHUS;

— yIajieHre KOMMeHTapusl IIpU yJlaJleHuH CBS3aHHOTO C HUM ¢parMeHTa TeKCTa C YBeJIoOMJIeHUEeM;

— yZaJieHue 1el0YKy KOMMeHTapreB IIPY y/1aJleHU OCHOBHOI'O KOMMEHTapUsl C YBeJIoMJIeHHeM;

— ¢UIBTP KOMMeHTapUeB 110 OJHOMY WJIM HECKOJIbKUM pelleH3eHTaM;

— IOMCK pelleH3eHTOB 10 UMeHHU IIPU YCTaHOBKHU QUIIbTPA;

— KONIMPOBaHMe, BbIpe3Ka M BCTaBKa KOMMEHTapHeB U IlellouyeK KOMMeHTapreB B IpejiejiaX OJIHOTO
JIOKYMeHTa ¥ MeXy JOKyMeHTaMH IIPUJI0XKeHNS;

— BOCIIpOM3Be/IeHHe  ayJIMOKOMMEHTapHeB, CO3[aHHBIX C  HCIOJIb30BaHHMEM MOOWIBHOIO
npuioxenus « MorOduc JIokyMeHThI»;

— BO3MOXXHOCTb IIOCTABUTh Ha May3y BOCIIPOU3BOJISIIUNCS ayAMOKOMMEHTapUi;

— Iepexo/i K He06X0/IMMOMY MeCTY 3allCU [IPU BOCIIPOU3BeIeHUU ayIMOKOMMeHTapus;

— KONIMPOBaHMWe, BbIpe3Ka M BCTaBKA ayJHOKOMMEHTAapHeB KOMMEHTAapHeB B IIpefiejlax OJIHOTO

OOKYMeHTad U MeXIYy NOKYMeHTaMU ITPUII0KeHHU .
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2.16.3 CpaBHeHHe IOKYMEHTOB

[Tonnep>xuBaeMble BO3BMOXKHOCTH:

— cpaBHeHMe JIByX Bepculi JokyMmeHTOB B dopmarax XODT, DOCX, ODT u TXT;

— oToOpakeHUe /100aBJIeHHbIX U yJlaleHHbIX (pparMeHTOB TeKCTa W J100aBJIeHHBIX, YJaJleHHbIX
Y OTPeJIaKTUPOBAHHBIX TabJIUII IPY CPAaBHEHUU;

— IIBeTOBAAd MHAWKAITHA HO6aBHeHHbIX " yJlaJIeHHbIX Ta6JII/II_I.

2.17 Pabora B obs1ake

[Tonyiep>xuBaeMble BO3MOXKHOCTH:

— aBTOpHM3aIus B 4acTHOM obstake MounOdwuc;

— HaBUTaIus 110 JIOCTYIHBIM pa3fiejiaM U IalkaM;

— TOJJIep>KKa OOIITUX IMaroK;

— OTKPBITHE CYIIeCTBYIOIIEeH U co3/laHie HOBOM MaIlKy;

— OTKpBITHE, COXpaHeHHe U CO37JaHhe HOBOTO JIOKYMeHTa;

— PeXXuM 0ToOpakeHHs UCIIPaBJIeHUH s aBTOpa JJOKYMEHTa;

— WHJIYKAIIYS [1PaB JIOCTYIIA K JOKYMEeHTY;

— IpeJloCTaB/IeHUe, U3MeHeHHe U yalleHHe IIpaB o0I1ero A0CTyma K IOKYMeHTY;

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

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

— BOCCTaHOBJIeHHWe daitia, manku win daiiia u3 nanku B Kopsune;

— 0e3B0o3BpaTHOe yaaneHue Gaua;

— OTKa3 OT JIoCcTyIa K $paily WK Narke;

— 3arpyska ¢aria WM Manku u3 obaka;

— 3arpy3ka ¢aiioB B 00J1aKo;

— COBMeCTHOe pellaKTUpDOBaHMe B peXuMe pealbHOTO BpeMeHU JOKYMEHTOB, OTKPBIThIX
M3 YaCTHOT0 06J1aKa;

— oTOOpakeHMe aBaTapoB IIoJib30BaTesiel, paboTammux c pAokymeHToM ¢opmara XODT,
¢ uadopMalment o osb3oBaresie Py HaBeJleHWH Kypcopa Ha aBaTap;

— oTOOpakeHHe UCIIpaB/IeHUM, BHOCUMBIX B JIOKYMEHT, Y BCeX JIPyI'MX I0Jib30BaTejlel B pexxume
peasibHOTO BPeMeHU;

— He3aBMCHUMasi aBTOpM3allMsl VIS KaXJI0oro MpoaykTa B obiake MoitOduc npu ycraHoBKe

«MoitOduc Cranmaptabiiiy u « MorOduc Ob6pa3oBaHue» Ha OJIHO pabodee MeCTo;
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— JIOKaJIbHOEe COXpaHeHue TeKylllel BepCHr JOKYMEeHTa;
— BO3MOXXHOCTb CO3/1aTh KOIMIO JOKyMeHTa, OTKPBITOTO U3 00Jiaka Ha IIPOCMOTP;

— aBTOMAaTH4YeCKOe MCKJII0YeHUsI HeAKTUBHBIX I10JIb30BaTesler U3 CeCCUu pPeaaKkTHupOBaAHHA.

2.18 Pabora B ceTeBBIX mankKkax

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

— paboTa ¢ JOKyMeHTaMH B CeTeBbIX MarKax 1o nmpoTokoiry SMB

Pabora c mokymeHTamMu B 0OmMX IMankax MO MpoTokoiy SMB HemocTyriHa

Ha OC Windows 11 B pexkume Smart App Control (SAC).

— yBeZIOMJIeHHe O HeBO3MOXXHOCTH OTKPBITh JIOKyMeHT W3 CeTeBOM Malku /Jis pelaKTHPOBaHUS,
€CJIM 3TOT AOKYMEHT y>Ke OTKPBIT ISl peJaKTUPOBaHUSI IPYTHUM I10/1b30BaTeJIeM;
— yBefioMJieHMe 00 U3MeHeHWM JOKyMeHTa IIpM COXpaHeHHWM HW3MeHeHW B IIpoliecce

OJIHOBPeMeHHOM paboThl 110 npoTokony SMB.

2.19 CpeacrBa aBTOMaTH3aIUU

2.19.1 Iloanepixka MaKPOKOMAaH/

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

— [NoAIEPXKKA MAKPOKOMdAH/I Ha A3blKe IIPOI'PAMMHUPOBAHUA Lua;

— CO31dHHeEe, IIOUCK, BbIIIOJIHEHHWE, peldKTUPOBAHUE, OTJId/IKAa U yid/IeHHe MdKPOKOMAdH/I;
— XpdaHeHHue MdaKpPOKOMAdH/ B IIpe/iejiaX OJHOI'O NOKYMEHTd;

— IMPpOCMOTP KOJa VBA-MaKpOKOMaHH, COXPdHEHHBIX B TOKYMEHTe;

— BO3MOXHOCTb coxpaHeHUs Lua-mMakpokomas[ B fokyMeHTax ¢popmaroB DOCX, XODT, ODT.

[Togpo6Hoe omucanve paboTbl C MaKPOKOMaHIaMHU IIpHMBEJIEHO B JIOKYMEeHTe

«CrpaBOYHMK MaKpOKOMaH]] Ha SI3bIKe IIporpaMMHupoBaHus Luay.

2.19.2 Hancrpoiiku

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

— mojiiepkka ¢anoB HajicTpoek popmata MOX;

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 31



— BO3MOXHOCTb YCTaHABJIMBAaTh, OOHOBJISATh U YIA/ISTh HAZICTPOUKHY;

— BO3MOXHOCTD BKJIIOUATh U BBIKJIIOUATh YCTAaHOBJIEHHbIE HAJICTPOUKHY;

— oToOpakeHHe TOAPOOHONM HHPOpMANUK O pa3paboTuvike M CcepTUdHUKATe yCTaHABIMBAEMbIX
pacIIUpeHn;

— «THXas» YCTaHOBKA HAJ/ICTPOEK;

— BO3MOXXHOCTb YCTAaHOBKY HeIOANHUCAHHBIX HA/ICTPOEK aIMUHUCTPATOPOM;

— npeaynpexieHre 00 OTCYTCTBUU IMOANKUCU CePTUPHUKATOM pa3paboTiMKa y yCTaHABJIMBAeMbIX
pacIIVpeHn;

— NpefynpexieHre O BKJIIOYEHWM HEHAJIe)KHOTO paclIMpeHMs], eciid CepTUPHUKAT HUCTeK,
ellle He BCTYIIMJI B CHWJTy UJIU ObLJT OTO3BaH;

— NpeAynpexieHre 0 HeCOBMeCTUMOCTH BePCUU HAZICTPOMKY C Bepcrel PUJI0XKeHus;

— IpenyIpexieHre O IIOBPeXXIeHHOM ¢aiiie Ha/ICTPOMKHU U ITPOCMOTP CBefieHuH 00 omuroke;

— BO3MOXXHOCTD IOATBEPANTD UJIM OTKJIOHUTb YCTAaHOBKY HeHae)XXHOI'O paClIMpeHusd.

2.20 3ammTa qJOKyMeHTa

2.20.1 3amuTa nmapoJsiem

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— OTKpBITHE JIOKYMEHTOB, 3all[UIIIeHHbIX C TTIOMOIIbIO TTapOJIs;

— yCTaHOBKa, U3MEHeHHe U yIaJieHre MapoJis VIS IOKYMEeHTa;

— aBTOMaTH4YeCcKoe yJalieHre Taposisl PY IKCIOPTe IOKyMeHTa;

— pabota c 3amumineHHbIMU T1aposieM nokyMeHTamu DOC B nBomyHoMm ¢opmare Word 97-2003:
MpOBepKa IMapojisi, YCTAaHOBKA TMApoJis, CHSATHE TMapojis, peJaKTHUPOBaHWEe U  JKCIOPT
C COXpaHeHUeM MapoJIs;

— nojiiep>kka (aiioB, 3alUIIeHHbIX [1aposieM C alnropuTMoM mudpoBanus RC4.

s nokymenTtoB B popmarax DOCX, XODT

2.20.2 3amuTa Coep;KUMOoro oT H3MeHeHHH

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.
— HOAJEpPKKd 3dllIUThl OT BHECEeHUS U3MEHEeHUU I aregyromux THUIIOB COOEepXUMOT'O: TeKCT,

n3obpakeHue, purypa, TeKCT B GUrype, TeKCT B siaeKax TaOJIUITbI, TAOTHUITHI;
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— CHSITHE 3allliThl OT U3MEHEHUH C nogaep>XxXrBdeMbIX TUIIOB COJAepP>KUMOTr0.

s noxkymenTtoB B popmatax DOCX, XODT

2.20.3 DaeKkTpoHHAasI OAIIHCH

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— MOJiiep>KKa 3yIeKTpoHHbIX moanuced B ¢opmatax CADES u XADES nwa OC Windows
u OC Linux;

— TOJIITMCaHKe JIOKaJIbHOTO JIokyMeHTa B popmaTax XODT, ODT u DOCX BcTpoeHHOM mUbpPOBOMA
MIOAIIMCHIO;

— MOJIITMCaHKe JIOKYMeHTa HeOMHapHOro ¢opMara OTCOeIMHEHHOM (OTKperuieHHOM) 3J1eKTPOHHOM
noanuceio B popmare SIG;

— IIPOCMOTP OKYMeHTa, IIOAIIMCAHHOIO0 MHOXKeCTBEHHO! 3JIeKTPOHHOM IOAIIMUCHIO;

— OTKpBITHE JOKYMEeHTa, COJlepiKalllero 3JIeKTPOHHYIO IIOJIIUCH, B peXXHUMe IIPOCMOTPa;

— OTKpBITHE KOIIMM [JOKYMEHTa, COJepiKallero 3JIeKTPOHHYIO IIOAIMUCH, IS PeaKTUPOBaHUs,
YTOOBI COXPAHUTH MOJINKUCh B OPUTHHAJIE;

— UHJVKAllAg HaJIMYMUA D3JIeKTPOHHOM IIOAIIMCU B JIOKyMEHTe: HeBajlujHas, HelpOBepeHHas,
BBIIIOJIHEHHAS;

— okHO «CBOMCTBa MONIMKCHY», cofepXalllee CJelylolye AeTaju: HWMs aBTopa, MHopMaIus
0 ceptrduKare, KOMMEHTApUH, CBeJleHHs O BpeMeHU MOJINUCAHUS JOKYMeHTa, JIpyTrre CBeJleHus;

— NO/IIIMCAHUe JIOKyMeHTa OJIMHOYHOW HEeBUJIMMOM KBaJM(PUIIMPOBAHHOM ITUQPPOBOM MOMIHCHIO
C MCI0JIb30BaHKeM kpunrtorpoBaigepa Kpunrollpo;

— coxpaHeHue ¢aiisia brHapHOro dopMara B MOAXOMASIININ /Jisl TOJIUCAHUS TOCTYIIHBIMU BUJIaMHU
3JIeKTPOHHOM noAnucy Gpopmar;

— yJaJjileHHue 3JIeKTPOHHOM ITOIINCH;

— yJlaJieHWe BCeX ITOAIMCeNd B JOKYMeHTe C MHOXKeCTBeHHOM 3JIeKTPOHHOM IOJITUCHIO;

— BBIOOp WK 3aMeHa cepTUHKaTa 3JIeKTPOHHOW MOJIIHCH;

— BO3MOXXHOCTb BCerjia MCI0JIb30BaTh BIOPAHHBIN JIJIs1 HOJNUCH CepTURUKAT;

— IIepexo]l K pelaKTUPOBaHUIO IOKYMEHTa, COAEepIKalllero 3J1eKTPOHHYIO IIOAIIVCH;

— aBTOMAaTU4YeCKOe yhajeHuWe 3JIeKTPOHHOM  IOJIKWCU IIpA  [ONBITKe  OTpeJaKTUPOBAaTh

MO CAaHHBIN JOKYMEHT,
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— yBeIOMJIEHHe O HEeBO3MOXXHOCTH OTKPHITH JIOKyMEHT C 3JIeKTPOHHOH IMOJITUCHI0, eciid popmar
daiisia He TIO/IIeP>KUBAETCS;

— yBemomyieHre 06 omnmbKe, eciv KpUITOIIPOBak/iep He YCTaHOBJIeH;

— yBeZIOMJIeHHe MPU BO3HUKHOBEHUH TIPO0JIeM C 3JIeKTPOHHOM MOIHUCHIO;

— OTKpBITHE B peXXrMe MPOCMOTPA MOANMMCAHHOTO JJOKYMeHTa CO CBOMCTBOM « TOIbKO [IJis YTeHUsD
WJTA UCTIOJIB3YIOIIETroCs IPYTHUM TI0JIh30BaTeIeM HITH TIPUIIOKEHUEM;

— CO37laHMe pelaKTUPyeMOl KoUK 0e3 MOAMUCH JOKYMEeHTa CO CBOMCTBOM « TObKO ISl YTeHUsD

HWJIN UCIIOJIB3YIOIIErocsa APYyrvuM I10JIb30BaTejieM HUJIN IIPUJI0XKeHHneM.

s xoppekTHOW paboTel Tpebyercs: cepruduinpoBaHHas Bepcusi Kpumrollpo

CSP 5.0 R2.
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3 «<MOUOPUC TABJIUIIA»

3.1 YcranoBka 1 00HOBI/IeHUe

[Tonnep:xrBaeMble BO3MOXXHOCTH:
— YCTaHOBKA [IJIs BCEeX I10JIb30BaTelleil yCTPOUCTBa;
— MaccoBas YCTaHOBKa;

— «THUXas» YCTaHOBKA U O0OHOBJIeHME,

3.2 laTerpanmoHHbIe BO3MOKHOCTH

[TonnepxuBaemMble BO3MOXXHOCTH:
— JIMAJIOT BBOJIA JAHHBIX JJIsl aBTOPU3aIvH 10 poTokoiy WebDAV;
— TNOAiJlep>KKa OTKPBITHS U peJJakTHPOBaHUs (paitiioB 110 npotokoiry WebDAV;

— nporpaMMHbIN HTepdeiic (AP]) yrnpaBiieHust HAaCTOJIBHBIM PeJTAKTOPOM.

3.3 SI3pIKoBas noAAep:KKa

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

— JIOKaJIM3alluM Ha PYCCKOM, aHIJIMMCKOM, PpaHITy3CKOM, TaTapCKOM M OAIIKMPCKOM SI3bIKaX.

3.4 dopmaThl JOKYMEHTOB

[Tonnep:xuBaeMbie BO3MOXKHOCTH:

— oTkpbiTHe ¢ainoB B popmarax XODS, XOTS, XLSX, XLS, ODS, XLSM, CSV, TSV, TAB,
SCSV, TXT;

— oTkpbITHE daiioB B popmaTe XL.SB uepe3 ummopr;

— oTKphbITHe foKyMeHTOB XLS B popmare nBonunoro ¢aiina Excel5.0/95 (BIFFS);

®opmar XLS u XLSB He noanep:kuBaeTcs B Bepcusix it macOS.

— coxpaHenue ¢aiioB B popmarax XODS, ODS, XLSX;
— skcnopt ¢daiio B popmatel XOTS, XLSB, CSV, TSV, TAB, TXT, SCSV, PDF, PDF/A-1;
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®opmar XLS u XLSB He nogaepxuBaetcs B Bepcusix s macOS.

— OTKpBITHE T0KyMeHTOB B popmare OpenDocument 1.3;

— aBTOMaTU4YeCcKoe oIpejieieHHe 00JIaCTH J@HHBIX IIPU JKCIOpPTe JIMCTa JOKyMeHTa B dailin c
paznenutensmu B popmatax CSV, TSV, TAB, SCSV, TXT;

— oTkpbiTHe daiioB B popmarax XODS u XOTS no ymonmyanuio B npwiokeHuun «MounOduc
Tabnuna» nocie ycraHoBky npwioxxeHrs Ha OC Windows;

— BO3MOXHOCTh BbIOpaThb B mapamerpax cucreMbl «MoitOduc Tabmuia» sl OTKPBITHS
0 YMOT4aHuio IokyMeHTOB B ¢popmarax ODS, XLSX, XLS, XLSM, CSV, SCSV, TSV, TAB u

XLSB nocie ycranoBku npusoxkennss Ha OC Windows.

[Tpu orkpeiTH JoKyMmeHTa B ¢popmare XLSM orobpakaercs NpenynpexzaeHue

00 OTCYTCTBUM NOLIeP>KKU BCTPOEHHBIX B 3TOT JOKyMEeHT MaKpOKOMaH/I.

3.5 Ilosnb30BaTenbCckuii uHTEpdeiic

3.5.1 Ob1zee

[Tonnep:xuBaeMbie BO3MOXKHOCTH:

— IaHeJIb UHCTPYMEHTOB C HaCTPauBaeMbIM BHEIIIHUM BUJIOM;

— oJie IMala3oHa sueeKk C aipecoM WIA MMeHeM BbIJIeJIeHHOW siYelKU WM Juala3oHa siyeek, C
BO3MOXKHOCTBIO CO3/IaHUSI IMEHOBaHHBIX JIMAIIa30HOB;

— cTpoka GpopMyJl C BO3BMOXXHOCTBIO BBOJIa, M3MEeHEeHHs ¥ ITPOCMOTpPa JAaHHBIX U GOPMYT;

— IaHeJsb C BKJIQJIKaMHU JIMCTOB JJISl HABUTAIIUK U OIlepaliyi C JINCTaMH;

— OOKOBasl TMaHejlb C KHOIKAMM BbI30Ba CJIEYIOUIUX I1aHeJied: IMOMCKA WU 3aMeHbl, (yHKIIWH,
CBOJIHOM TabJIUIIbI, pabOThI C MAaKPOKOMAaHJ]aMH, PabOTHI C 3JIeKTPOHHOM MOJIKCHIO, AUCIIeTYepa
MMeH, paboTbl C pe3epBHbIMU KOIHWSIMH, YTPABJIEHUS 3alIATON, YMHOM TalOJMIbl, MPOBEPKHU
JAHHBIX;

— OKHO OBICTPBIX JIEWCTBUM [IJIs1 BHIIIOJIHEHUS 4YaCTO MCII0JIb3yeMbIX KOMaH/;

— BBIOOP sI3bIKa M0OJIb30BaTEIbCKOTO UHTepdelica U3 YKciIa M0//IeP>KUBAEeMBbIX;

— BbI30B BcTpoeHHOW HTML-cripaBky Ha pyCCKOM U aHIVIMKCKOM $I3bIKaX;

— IIaHeJIb IIOMCKAd U 3dMEeHBI;
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— IMOJJIep>KKa COYeTaHWM TOPSIUMX KJIABUIIL JJIsl COBepIIIeHHs Ollepallvii B IPUIIOXKeHUH;

Crmcok AOCTYIIHBIX COYEeTaHUM KJIABHMII MOXKHO YBUIETHL B pa3fejie BCTpOEHHOﬁ

cripaBku O030p uHTepdeiica / CoueTaHUs KIIABHIIL

3.5.2 IlaHessb HHCTPYMEHTOB

[Tonnep:xrBaeMbie BO3MOXKHOCTH:
— BBIOOP MeXy TpeMsl peXXUMaMy 0TOOpaXKeHUs!: CTaHJaPTHBIM, KOMITAKTHBIM U CKPBITBIM;
— HACTPOMKa BUAUMOCTU OTHEJIbHBIX Pa3/eioB;

— HACTpOWKa cocTaBa pa3ziena «M36paHHoe».

3.5.3 Paznen «V3opanHoe»

[Tonnmep:kuBaeMbie BO3MOKHOCTH:

— nobasmnenue B pasgen «M36panHoe» 1o 14 sneMeHTOB;

— yIajieHue OTIeIbHbIX JJIeMeHTOB U3 Pa3fiena;

— OYMCTKA BCero pasziena;

— U3MeHeHHUe MO3UITMH 3JIeMEeHTOB BITPaBO, BJIEBO, B HA4YaJIO WUJIM B KOHeIl pa3fiea;

— coXpaHeHHe TOC/IeJTHero BEIOpaHHOTO 11BeTa MpH J106aBiieHrH B paszien «M36paHHoe» 371leMeHTOB
C BLIOOPOM IIBETA;

— CMHXDOHM3AIlMs I[BeTa y 3JIeMeHTOB C BBIOOpPOM I[BeTa Mexny pasfenom «M36paHHoe» u
OCHOBHOH ITaHEJIbIO;

— nobaByieHre POAUTENLCKUX JJIEMEHTOB C BO3MOXKHOCTBIO BbIOOpa MOEMCTBUS C IOMOIIBIO
KOHTEKCTHOTO MeHIO IpH JobaBiieHny B pasjien «M306paHHoey 31eMeHTOB C BBIOOPOM JIeMCTBHS;

— nobaBnenue obmiero asnemeHTa «lIBer 3amuBku» Tpu AoGaBieHnd B pasfen «M36panHoe»
aneMeHTOB «LIBeT 3amuBKY sTueiku» WK «L{Bet 3anuBku PUTYpHI»;

— OJIOKMPOBKA HEIOCTYTIHBIX JIEMCTBUM B pa3fiesie Py CMeHe KOHTEeKCTa;

— CHHXpOHM3a1Ms paszena «M36panHoe» Mexxy BCeMH OTKPBITBIMHA OKHaMH pefjakTopa.

3.5.4 CTpoka cocTostHUS

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— WHJAWKAOWA ITOAKIIOYEHUA K CepBepy U IIPpdB JOCTYIId K IOKYMEHTY B 4Y4dCTHOM 06J1a1<e;
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— MH/IMKAllAs aBTOCOXPaHEeHUS;
— WHJUKATOp BBIOpAHHOIO peXxrMa IiepecueTa Gpopmy;
— 3Ha4yeHHs] aBTOMaTUUeCKH ITO/ICYUTHIBAeMbIX QYHKIINH;

— WHCTPYMEHTHI JI1 U3MeHeHUs Macitaba JAOKyMEHTd.

3.5.5 Maciura6 jgucra

HOJ:[}IEP)KI/IBHEMBIE BO3MO>XHOCTH:
- H&CTpOﬁKa MaciTaba c IIOMOIIBIO KOMAHAHOI'O MEeHIO,

- HaCTpOﬁKa maciitaba IepeTaCKuBAHUEM I10JI3YHKA B CTPOKEe COCTOSHUS;

— IIOIIAaroBOe M3MeHeHHe MacIITaba KHOIIKAMH YBeJlIndeHuda Wi yYMeHbIIeHUd MaciTaba B CTpOKe

COCTOSIHUS;
— 3aj/laHMe 3HaYeHHs MacilTaba pyYHbIM BBOJIOM 3HAUeHUS B CTPOKE COCTOSTHUS;

- BbI60p 3HAYeHHs MacIlTaba 13 CIIMCKa B CTPOKe COCTOSHMUAI.

3.5.6 OKxHO OBICTPHIX IeHCTBHI

[Tonnep:xrBaeMble BO3MOXKHOCTH:

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

— BBI30B  Ollepalluii KOMaHAHOTO MEHIO, BCTPOEHHbIX W  I0JIb30BaTEIbCKUX
dopMaTUpoBaHUs TEKCTa;

— IIOUCK Hy')KHOﬁ KOMAdHJBI 110 Ha3BAHUIO.

3.6 [eiictBus c ¢paiiamu

3.6.1 Co3pmanue ¢aiisioB

[Tonnep>xuBaeMble BO3MOXKHOCTH:
— aBTOMaTUYeCcKoe CO3/laHre HOBOro ¢alijia Py 3aIrycKe IPUIIoKeHUs;

— co37JlaHre HOBOTO daiiyia U3 KOMaHIHOT'O MeHIO [TPUIOXKeHUS;

CTUIen

— CO3/1aHMe HOBOI'O JIOKYMEeHTa C IOMOIIbI0 CUCTEMHOT'0 KOHTeKCTHOro MeHto Ha OC Windows;

— CO3[laHMe peflaKTUPyeMoW KOIMHU i JAOKYMEeHTa, KOTOPbIM OTKPBIT B JPYroM HPWIOXKEeHHU!

WK IPYT'UM I10JIb30BdTeJIEM;

— CcO3/JaHMe pelaKTUPyeMOM KOIKH /1Jisl JOKYMeHTa CO CBOMCTBOM « TOJIbKO IS YTEeHUS.
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3.6.2 OTkpeiTHE daiiyioB

[Tonnep>xuBaeMble BO3MOXKHOCTH:

— OTKpBbITHe ¢aiia U3 KOMaHJHOTO MEeHIO;

— OTKpBITHe daiiyia ¢ MOMOIIbIO [TepeTaCKUBaHUS JOKyMeHTa WJIM ero spiiblka U3 OkHa ($aioBOro
MeHeJpKepa OIlepallMOHHON CHUCTeMBI B OTKPBITOe OKHO IIPUIIOXKEeHUS;

— OTKPBITHeE Ha JINCTe, aKTUBHOM IIPU IIOCJIe[IHeM COXPaHeHUH;

— aBTOMaTU4ecKass KOHBepTalus NPy OTKPLITUM ¢aitsioB popmaTta XL.S B popmar XLSX;

— aBTOMaTH4YeCKOe CO3/IaHUM KOIMK B OJHOM M3 IIOJJIep>KHMBaeMbIX (POPMaTOB IIPU OTKPLITUU
daiinoB popmara XLSB;

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

@®opmar XLS, XLSB u XLSM oTKpBIBaeTCsl B peskuMe peflakTUPOBAHUSI.

— OTKPBITHE B peXXUMe pellaKTUPOBaHUs HaiyIoB CO CBOMCTBOM «TOJIBKO [l YTeHUs» TIPU paboTe
1o rnporokosny WebDAV;;

— OTKPBITHE B PEXXUMe MPOCMOTPa JJOKyMeHTa, KOTOPbIN PeJIaKTUPYEeTCs B IPYTOM TPUWIOKEHHUH;

— OllOBellleHWe TP OTKPBITUA (aiyia, C KOTOPbIM B [JIaHHBIK MOMEHT paboTaeT Apyrou
I10JIb30BaTeJIb;

— MpOBepKa JIOCTYMHOCTHU aityia 1y1si peJJakTUPOBAHUS;

— CO3/IaHHe peJlaKTUPyeMOM KONMH ¢daiiia, OTKPBITOTO B PEXXUMe TIPOCMOTPA;

— umnopt ¢aiioB popmaroB CSV, SCSV, TSV, TAB, TXT c nogaep>Xkoi ciieqyrouxX HaCTPOeK:
BHIOOD KOJIMPDOBKH, Ppa3eNUTesis, OrPAaHUYUTeNIss CTPOK U BbIpaBHHMBaHHE II0 IIIHPHHE
COJIepKUMOT0;

— OTKpbITHE daijia U3 CIIMCKa HeITaBHUX JIOKYMEHTOB;

— OYMCTKA CIIMCKa HeITaBHUX JIOKYMEHTOB;

— OTKPBITHE pPeJaKTUPYeMOTO JIOKYMEHTa B JIDyTOM TPWIOXKEHHH C TOMOIIbI0 KOMaHIbl MEHIO
«®aitn1 > OTKPBITH BY;

— 3aj7laHMe CITMCKAa CTOPOHHUX MPUJIOXKEHUM 1711 KOMaH bl MeHIo «Paitst > OTKPBITH B»;

— [NoAEPXKKA JOKYMEHTOB, HE COZiepXKallluX BUAUMbIX JIMCTOB.
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3.6.3 Pabora c mrabsioHaMu

[Tonep>xuBaeMble BO3MOXKHOCTH:

— co3zianue 1absoHa U3 Tekylero daiia;

— pabora c mabsionamu B popmare XOTS;

— CO3/1aHKe HOBOTO JIOKyYMeHTa Ha OCHOBEe CYIIeCTBYIOIIero naboHa;

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

3.6.4 BeiBoj Ha neyartn

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— OTIpaBKa Ha TMeyaTh M3 KOMAHJHOTO MEHI0 M M3 CHCTEeMHOr0 KOHTEeKCTHOTO MeEHIO Ha
OC Windows;

— Ipe/iBapUTeNIbHBIN IIPOCMOTP JIOKyMeHTa C BO3MOXKHOCTBIO 0TOOpaXkeHUs! PeKBU3UTOB CTPaHUIIbI,
Pa3pbIBOB, MacliTaba, BePXHUX U HHXXHUX KOJIOHTUTYJIOB;

— BbIOOp MaciuTaba ¥ OpueHTalluy CTPaHUIIB;

— HaBUTalus MeXly CTpPaHULIaMy;

— BBIOOP JIMania3oHa CTpaHMI] JIJIs [ledaTy U YMclla KOINK;

— IeYaThb TeKyIllero JINCTa Ui Bbl/IeJIeHHOU 06J1acTy;

— yIpaBJjleHue CBOMCTBAaMM CTPAHMIIBL: yCTAaHOBKA TUIIOBBIX pa3MepoB crpanunbl (A0, Al u T.1.),
HACTpPOUKa I0JIeH;

— BBIOOp MacIITabMpOBaHUs [IOKyMeHTa IIpU IledaTH BbIIJIEHHOIO ¢parMeHTa: II0 pa3Mepy
CTPaHMIIBI, 110 IIMPUHE CTPAHUIIBI U 110 BBICOTE CTPAHHUIIBI;

— OBICTpas Ievars;

— BBIOOP YCTPOWMCTBA MeYaTy;

— JIByCTOPOHHSIA I1e4aTh;

— pa3bueHue 1Mo KOIUSIM;

— IleyaThb B OTTEHKax Ceporo;

— OIIIYS IPOITyCKa IIYCThIX JIMCTOB IIPH I1eYaTy;

— COOTBeTCTBHe MacITaba s edyaTy JOKyMeHTOB MacIiTaby caMoro JJOKyMeHTa 10 YMOJIYaHUIO;

— 3aJjaHMe ¥ OYMCTKa 00JIaCTH IevaTy JJIsl KaKIOro JIUCTA B JOKYMeHTe;

— oTOOpaKeHue WY CKpbITHe TpaHul] 00J1acTH I1eYaTH Ha JIUCTe;

— OTIIpaBKa Ha Ile4aTh OIpefleJieHHbIX CTPaHUI] WM AMalia3oHa CTPaHUIl U3 CPOPMHUPOBAHHOIO

IJIsd TIe9aTU JOKYMEHTaA;
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— Mepexoj K HaCTPOMKaM MPUHTEPA;

— WHJAWKAIWA IIPpOoTrpecCd IMOATOTOBKY K I1e4dTH U OTIIPABKU NOKYMEHTAa Hd 11€4dTh.

3.6.5 OTnpaBKa 1o moyre

HOJ:[}Iep)KI/IBHEMbIe BO3MO>XHOCTH:
— OTIIPpAaBKa JOKYMEHTa BJIO’KEHHEeM II0 IMo4YTe C IMOMOMIbIO ITOYTOBOI'0 K/IMEeHTd, YCTdHOBJIEHHOI'O

110 YMOJI9aHHIO.

3.6.6 Coxpanennue ¢aiiyioB

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

— coxpaHeHHe TeKyIero ¢aiiyia Wi ero KONUM B OJUH U3 NOJIIep)KUBaeMbIX GOopMaToB;

— SKCIIOPT B O[JMH U3 IIOANEPKUBAEMBbIX d)ODMaTOB;

— BKJIIOYEHUE U OTKJIFOUeHHe Pe3epBHOTO KOMMPOBAHMS It BCeX GaiiOB, OTKPHITHIX B PeIAKTODE;

— BKJIIOUEHHe ¥ OTKJIIOUeHHe pPe3epBHOTO KOMHMPOBAHUS MJiS OTHEeNbHBIX (PAMIOB, OTKPBITHIX B
pelakTope;

— HaCTPOKMKA YaCTOThI aBTOCOXPAHEHHs B MUHYTaX;

— MPOCMOTP MyTU K MECTy XpaHeHUs pe3epBHBbIX (aMIOB C BO3MOXXHOCTHIO KOTIMPOBAHUS MYTH B
6ydep obmeHa;

— aBTOBOCCTAHOBJIEHHe (HANIIOB, XPAHAIIMXCS JIOKAJIBHO;

— WHJIVKAIIMs pe3epBHOr0 KOMMPOBAHUSI;

— OTKpBITHE, COXPAHEeHHUe WK y/IaJleHre pe3epBHBIX KOIHM U3 MPHIOXKEHMS;

— XpaHeHHe pe3epBHBIX KOMUK B TeYeHUM OJHOT0 Mecslla C aBTOMAaTHYeCKUM YyajeHWeM IO

HCTe4YeHunu.

3.7 JlelicTBHA C IHCTaMH

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— BCTaBKa HOBBIX JIMCTOB,

— yIajeHue CylleCTBYIOIIUX JINCTOB;

— OTOOpakeHre U CKPBITHE OTJIeJIbHbIX JIUCTOB;

— O0TOOpakeHHe BCeX CKPBITHIX JINCTOB OHOW KOMaH/OW;

— IeperMMeHOBaHNe JIMCTOB;
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— Cco3/laHMe Ty0JIMKaTa JINCTA;

— WU3MeHeHU e IOopAJiKa CJIeIOBAHUS JIMCTA B CIIMCKE.

3.8 IleiicTBus C sUelikaMu, CTOJIOIAMH CTPOKaMH

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— BbIfIeJIeHre CTo0Ia, CTPOKH, /IMara30Ha sueek WM BCeX siyeek Ha JIUCTe;

— 3aJJaHKe TOYHBIX Pa3MepOB IITMPUHBI M BHICOTHI ST9€€K PYYHBIM BBOIOM 3HAUEHHIH;

— W3MeHeHUe IITUPUHBI U BBICOTHI siueek ¢ GUKCUPOBAHHBIM IIIaroM;

— aBTOMAaTHYeCKUH MoA00p pa3Mepa s9eek Mo COJIePKUMOMY;

— oObequHeHue J4eeK;

— pasnerneHre OObeJMHEHHBIX STYEEK;

— nobaBJieHue U yiajieHue CTOJIOIOB U CTPOK;

— BbIJIeJIeHHe BCeX CTPOK U CTOJIOIIOB HaXKaTHeM B BEPXHEM JIEBOM YTJIY JIUCTa;

— KOIMPOBaHMe, BbIpe3Ka M BCTaBKa JIMara3oHa siueek 6e3 OTGUIbTPOBAHHBIX U CKPBITHIX JJAHHBIX;

— CKpBITHE WK 0TOOpakeHHre BhIOpaHHBIX CTOJIOIIOB WM CTPOK;

— U3MeHeHHMe pa3Mepa CTOJIOIAa WM CTPOKU PYYHBIM BBOJIOM 3HAYeHWM WM TepeTacKUBaHUEM
T'PaHMII MBIIIHIO;

— YCTaHOBKA HIMPUHBI/BBICOTHI CTOJIOIA/CTPOKU TIPU BHI30BE KOHTEKCTHOTO MEHIO IO HaXKaTHIO
Ha 3aroJIOBOK CTOJI0IIa/CTPOKH;

— aBTOMAaTUYeCKU 1OI00p IMUPUHBI UJTH BBICOTHI CTPOK M CTOJIOIIOB IO COJIEPKUMOMY;

— M3MeHeHHe Pa3MepOB HECKOJIbKUX BbIJIEJIeHHBIX CTPOK WJIM CTOJIOIOB OJTHOBPEMEHHO;

— yBefioMJieHHe 00 oImubKe MPU 3aIaHUK HeJOMyCTUMOT0 pa3Mepa S4eiky;

— 3aKperuIeHue NMPOU3BOJIBHOTO KOJIMYECTBA CTOJIOIOB, CTPOK WITH 0OJlacTew;

— cOpoc Bcex CyIeCTBYIOMUX 3aKpeIIeHHI;

— IPYNIIMPOBKA JAHHBIX B CTPOKAX U CTOJIOIAX;

— OYMCTKA FPYIITUPOBKY B CTPOKAaX U CTOJIOIAX;

— aBTOMAaTHYeCKoe pacivpeHre pabouded 067acTH JMCTa B CiIy4ae, KOTJla JUAra3oH sS9eex
IUTsI aBTO3AIOJIHEeHH sl BLIXO/IUT 3a 00J1acTh;

— aBTOMAaTHYeCKOe paclIupeHue pabodedd 06JaCTH JIMCTAa TPU BCTaBKe CKOMHPOBAHHBIX CTPOK
WU CTOJIOIOB;

— paciupenue pabodei 06/1aCTU BPYIHYIO.
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3.9 JleificTBHA C JAHHBIMH

3.9.1 Beox nanHbIX

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— aBTO3aIOJIHEeHHe ST9eeK JIMCTa;

— aBTO3AaIlOJIHEHHE sTYeeK MOCIIeIOBAaTeIbHOCTSIMU C apudMEeTHYeCcKor IPOTrpecCHei;
— aBTO3aIOJIHEeHHe sS9eeK MOCIeIoBaTeIbHOCTSIMU C TeOMeTPUYeCKOM MPOTrpeccueii;
— aBTOIO/I00P TUPHHBI STYEUKH TTPU BBOJIE;

— BCTdBKd B IOKYMEHT TEKYH_[eﬁ JAdaThl 1 BpEMEHU.

3.9.2 CopTupoBka u puiabTpanusa

[Tonnep:xrBaeMble BO3MOXKHOCTH:

— npuMeHeHHe GUIIBTPA K BbIJIeJIeHHOW 00J1acTH;

— BbIOOP OHOTO WIX HECKOJIbKMX 3HAYeHU! JijIsl IpUMeHeHus: GWIbTpa, yKa3aHUe 3HaYeHUs;

— oToOpakeHWe WHGOPMAIIMM O KOJIMYeCTBe IMOBTOPEHWM KaXk/IOro YHHWKAJbHOTO 3HaYeHUs
B BBIJEJICHHOM 00J1acTH;

— BBIJIeJIeHHe BCeX JIOCTYITHBIX 3HaUeHUH;

— cbpoc PunbTpa;

— TMOBTOPHOe NMpUMeHeHue QUIIbTPa;

— KONIMPOBaHMe, ylajieHue, BbIpe3aHue IMara3oHa siueek 6e3 JaHHBIX, CKPBIThIX QUIbTPAMU;

— COPTHPOBKA Si9eeK B BbIJIeJIEHHOM OO0JIaCTM TI0 BO3PAaCTaHUIO UM YOBIBAaHWIO 3HAYeHWUS,
110 ajipaBUTy U B 0OPaTHOM HAIPaBJIeHUH;

— TMOBTOPHOE MPUMeHeHHe COPTUPOBKY;

— aBTOMAaTU4YeCKoe pacIIMpeHHe BblJleJieHUsl 0 MaKCUMAJIbHOM 00JIaCTH, COCTOSIIEN U3 CMEXHbIX
HEITyCTBIX STYEeK;

— YKa3aHHe KOJIN4YeCTBd BblJIeJIEHHbIX A4Ye€eK B obmnacTH.

3.9.3 PopmaTh! JAaHHBIX

[Topnep>xrBaeMble BO3MOXKHOCTH:
— UCHoJib30BaHMe (opMaToB: OOIIMM, YMUCIIOBOM, JeHeXHbIM, ¢UHAHCOBBIM, IPOOHBIMH,

OKCIIOHEeHIIUAJIbHbIN, JaTa, BpeMs, IIPOLIeHTHbIN, TeKCTOBbI;

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 43



— aBTOMaTU4YeCKoe OIllpefieJieHMe CHUMBOJIOB pyOJis M Jojulapa IpH TpPHMEHeHUH YHCJIOBOIO
¢dbopmara sUerky;

— aBTOMaTUYeCKOoe ollpejieJieHre CHMBOJIA BaJIIOTHI s popmara siueek «JleHexxHbIi;

— MOJiiep>KKa pervoHalbHbIX cTaHAapToB ¢gopmara sueek: ru_RU (Poccus), tt RU (Tarapcran),
ba RU (bamkupus), en GB (Bemukobpuranus), en US (CIIIA), en AU (ABcrpanus), en NZ
(Hosas 3enanaus), en CA (Kanana);

— HaCTpoOKMKa IlapaMeTpoB O0TOOpaXkeHUsI YUCIIOBOrO ¢popMara JJaHHBIX: YHCIIO JIeCITUYHBIX 3HAKOB,
pasziesiiTeNb TPYIII Pa3psioB, OTPUIIaTeIbHbIe YUCIIa, CAMBOJI BAJIIOTHI, THII AAThl U BpeMeHH;

— CUMBOJIBI BJIIOT: aBCTPATMHCKUM AoJiiap [$S], kaHajckui momap [$], cuHramypckuii gosiap [S],
HOBO3eJIaHACKUM JoJiiap [$], HoBo3enanackui gosuiap [NZS$], narckas kpona [kr.], HopBexxckas

KpoHa [kr], kuTatickuii roasb [¥], poccuiickuii py6:s [p.], poccuiickuii pyosb [py6].

3.9.4 IIpoBepka maHHBIX

[Tonnep:kuBaeMbie BO3MOKHOCTH:

— CO3/1aHMe, pellaKTUPOBaHHWe, KOMMPOBaHWEe U yajeHHe BbIAJalolIUX CIIMCKOB M OIPAaHUYEHUN
Ha BBOJI IaHHBIX 110 popmaty «JlaTax;

— ¢uaxkok «MIrHOPUPOBATH MyCThIE STYEHMKWY, TIO3BOJISIIOIIUI OCTABJISITh STUeMKH MIPU BBOJIe TAHHBIX
He 3aI0JTHeHHBIMHU UJIM 0TOOPa3UTh IIPH 3TOM OIIMOKY;

— ¢unaxkok «lloka3piBaTh CIKUCOK 3HAYeHWI», IO3BOJISIIONIANA IOKA3blBaTh WA He TOKa3bIBaTh
CITHCOK JIOTTYCTUMBIX 3HaYeHHs IPH BBOJIe JaHHBIX;

— BbIOOpD HCTOYHMKA AAHHBIX [JIsI CIIKCKOB 4epe3 yKa3aHUe ajipeca siueeKk, udepe3 BblfleJIeHHe
MBIIIIbIO, Yepe3 GopMyITy WK Yepe3 UMeHOBaHHBIM JIMaIa30H;

— CO3/1aHMe 3aroJIOBKA U TEeKCTa MOJICKa3KU C MHGOpPMalrel o IpaBrjiaX paboThl C IOJeM;

— CO3/1aHMe 3aroJIOBKa U TeKCTa OITMOKHU MPH BBOJIe HEJOMYCTUMbIX 3HAYeHUH;

— BBIOOD peXkuMa JeHCTBUM pefjaKTopa MPU BBOJIe HEIOIyCTUMOTO 3HAYeHHUs - 3alpeT BBOJAA WIU
npeyTpexaeHue;

— BbIOOp KpUTepueB AJis TpoBepku 1o Aate: « Mexay», «Bue», «PaBHo», «He paBHO», «bosbiiiey,
«Memnbitey», «borblile Wi paBHO» WK « MeHbIlle UM PaBHOY;

— BBOJI JaThl BpPy4HYIO (B Jt000M mojjep>kvBaeMoM (opMaTe OTOOpaKeHHUs JaHHBbIX), 4depe3
CCBUIKY Ha sTYedKy Win Gopmyiy;

— HaBUT'dll¥4 110 ITYHKTAM MEHIO U BbI60p OINIMH C UCIIOJIb30BaHUEM KJIaBHUATYPHI.
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3.9.5 IyosmmkaTsI

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— dBTOMdTH4YeCKOe yJaJIeHne JIY6J'II/IKaTOB JAdHHBIX B IHAIla30He WJIH CTOJI6I_IaX;

— MpeanymnpexjieHrne O HeJOCTAaTOYHOCTH OdHHbIX B JHdIla30He, eClik JId yJddJIeHHd HY6JII/IK8TOB

Ob11 BbIOpaH HEKOPPEeKTHBIM IMaa3oH;

— NpeaynpexieHre 0 HeBO3MOXKHOCTH YJIaIUTh TyOJIMKAThI TaHHBIX,
COJlepXUT 0ObeJMHEeHHbIe STYeHKY;

— NpeaynpexieHre 0 HeBO3MOXKHOCTH YJIaIUTh TyOJIMKAThI TaHHBIX,
COJIepXXUT CTPyIIIMPOBaHHBIE CTOJIOIIbI UK CTPOKY;

— NpeaynpexieHre 0 HeBO3MOXXHOCTH YHAJIUTh TyOJIMKAThl JAHHBIX,
BHEC U3MeHEeHHs B BbIOpaHHBIM JIMAIa30H;

— NpeaynpexieHre 0 HeBO3MOXKHOCTH YJIaIUTh TyDIIMKAThl TaHHBIX,
coziep>xuT GopMyJly MacCHBa;

— NpeaymnpexieHre 0 HeBO3MOXKHOCTH YJIaIUTh TyOJIMKAThl TaHHBIX,
COJIepXKUT CKPBIThIE CTOJIOIbI WJIA CTPOKHU;

— NpeaynpexieHre 0 HeBO3MOXXHOCTH YHAJIUTh TyOJIMKAThl JAHHBIX,
YCTaHOBWJI 3aIUTY JIUCTA;

— OIIOBellleHHe, eClIk HY6HI/IK8TBI He HaW[eHbl;

ecJIi BbIOPAaHHBIM /1MaNa3oH

ecJIi BbIOPAaHHBIM /1Maa3oH

ecJIM APYyrou I0JIb30BaTelb

ecJIi BbIOPAaHHBIM /1MaNa3oH

ecJIi BbIOPAHHBIM /1MaNa30H

ecJIM APYyrou I0JIb30BaTelb

— OIlIOBellleHure 00 yCIlelliHoOM  yJidJIEHUN JIY6J'[I/IKaTOB C YKd3dHUEM KOJIMYeCTBa YAdJIEeHHbIX

HY6JII/IKaTOB M OCTABIIHNXCS YHHUKAJIbHBIX 3HAYEeHUH;

— OINIIUS paClIupeHuns BbI6paHHOFO JAValla30HA JAaHHBIX OJIS ITIOMCKa J:[Y6JII/IKaTOB;

— dBTOMdTH4YeCKOe paCllvpeHre OHalla30Ha OJdHHBIX [Jid ITIOHMCKa I[Y6HI/IK8TOB IIprU BbIJJeJIEHUH

OJIHOM SUeUKHU.

3.9.6 Pabora co ccpLikaMu

HOJ:[}IEP)KI/IBHEMBIE BO3MO>XHOCTH:
— BCTaBKa U peJdaKTUPOBdHKE I'MIIePCCBIJIKH;

— nobaBJieHre TUIepCChUIKU K siuelike ¢ GOpMyIIOH;

— BCTaBKa CCHUIKU B BbIJIeJIeHHBIM PpparMeHT TeKCTa WIK CII0BO, HA KOTOPOM YCTaHOBJIEH KypPCOp;

— aBTOMaTHyeckoe 3amojiHeHWe Iojd «TekcT» IIprU BCTaBKe CCbUIKHM B CJIOBO, Hd KOTOpPOM

YCTaHOBJIEH KYPCOP;

— dBTOMdTH4YeCKOe 3dllI0JIHeHHe I10JId «A;:[pec» ITpr BCTdBKe CCbUIKH U3 6yq>epa O6M€Ha;
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— aBTOMaTU4ecKoe GpopMaTUPOBaHUe CCbUIOK M 3JIEKTPOHHBIX aJIpecOB KaK T'MIepCChUIOK;

— oTobpaxkeHue cchuloK B cTwiie R1C1;

— yZaJieHue TUIIePCChUIKU C COXpaHeHHeM HCXOJHOTO TeKCTa;

— yIajieHue BCexX TMIepCChUIOK U3 BbIJIEJIEHHOTO TEeKCTa;

— BCTaBKa U y/iaJieHue CCbUIKM Ha MeCTO BHYTPU JJOKYMEeHTa: Ha JIUCT, silYelKy, IMalla30H syeeK Win
Ha MMEHOBAHHbBIW JUala30H;

— NpeAynpexieHue MpU MONbITKe MepelTy MO CChUIKe, Belylled Ha yAajeHHBbIW JIUCT WIA JIUCT
B JIPYT'OM JIOKYMeHTe, C BO3MOXHOCTBIO YAQJIUTh WK OTPeJJaKTUPOBATh CCHUIKY;

— NpefynpexieHre IpU IIONBbITKe TIIepelTH 10 CChUIKe, Beaylled Ha CKPBITBIA JIUCT,
C BO3MOXXHOCTBIO 0TOOpA3UTh 3TOT JIUCT [IJIsl BCeX M0JIb30BaTeel;

— NpefynpexieHue Mpy MOMbITKe [TepelTH M0 CChIJIKe, BeAylel Ha CKPBITHIA JIUCT B JJOKyMeHTe
C YCTQHOBJIEHHOM 3alllATOM CTPYKTYpPbl C BO3MOXHOCTBIO IEepeHTH K HaCTPOMKe IapaMeTpoB
3alUTHI;

— MOJiiep>KKa CChUIOK Ha BHEITHHE JJOKYMEeHThI C BbIOOpoM ¢aiiioB B OKHe GaiIoBOro MeHeKepa
wiy 13 crircka 50 moceHux $GaiyioB, OTKPBIBABIIMXCS B peflakTopax « MorOducy;

— mojiiep>Xka paboTbl C CeTeBbIMM JIUPEKTOPUSMHU, HOCTYIIHBIMH II0 MpoTokoiny SMB,
IIPU CO3[JTaHUM CCHUIOK Ha BHEIIHHe JOKYMEeHTHI;

— CO3/1aHMe CChUIKYA HAa KOHKPEeTHYIO STYeKy WIX JIMAIla30H s;ueeK BO BHEIIHEM JIOKYMEeHTe;

— NpeaynpexieHue MpH MOMbITKe CBS3aTh UCXOAHBIN JOKYMEHT C HeCOXpaHeHHbIM BHEIIHUM;

— MpenynpexxjieHre MpU MOMNbITKe CBA3aTh MCXOJHBIA JOKYMEHT C JJOKYMEeHTOM, pacloJIOKeHHbIM

B 00JIAYHOM XpaHUJIHIIIE.

3.9.7 3ameTku

[Tonnep>xuBaeMble BO3MOXKHOCTH:

— CO3/laHue U yJaJlleHue 3aMeTOK K si9erKaMm;

— oToOpakeHHe UMeHH I10JIb30BaTeJIsl, OCTaBUBIIEro 3aMeTKY;
— popmaTrpoBaHMe TEKCTa B 3aMeTKe;

— nojiiepkka 6ydepa obMeHa Jijisl COJIEPXKUMOTO 3aMeTOK.

3.9.8 HerreuaTaemsle U crienyajibHBIC CHUMBOJIBI

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— BCTABKa CIIelaJIbHbIX CMMBOJIOB 1M HelleddTdeMbIX CMUMBOJIOB;
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— ObICTpasi BCTaBKa MOCJIeIHUX UCIIOIb30BaHHBIX CUMBOJIOB;

— okHO «CreruanbHble CUMBOJIbI», COJlepikalllee Ha3BaHue, koj B cucteMe Unicode, HauepTaHue,
niprdT, BApUAHTHI IPYTUX HauepTaHUM U Npe/iBapyUTeIbHbINA IPOCMOTP BbIJIeJIeHHOTO CUMBOJIA;

— OINIUS «3aKPbITh OKHO MOCJIe BCTABKU CUMBOJIAY;

— ¢ubTp 1o mpudTy, rPyNIe U KaTeropyuy Ipy MOMCKe CIelMabHOTO CUMBOJIA.

3.9.9 IIpoBepka opdorpadpun U MyHKTYaIHH

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— aBTOMaTH4eCcKasl TPoBepKa MPaBOMUCAHKUs TeKCTa Ha PyCCKOM U aHTJIMHCKOM SI3bIKaX;

— MpOBepKa PAMMATHKU J|JIsl PyCCKOTO SI3bIKa;

— MOJJIep>KKa MOJIh30BaTeIbCKOTO CJIOBAPS C BO3MOXKHOCTBIO I0OABJIeHUS U yIaJIeHUs CJIOB;
— AMIIOPT CJIOBaps;

— IIO/ICKa3Ka BapMaHTOB HCIIpaBiieHNs opdorpadpruyecKkrux OMIMOOK.

3.9.10 ITouck u 3amMena

[Tonnep:xrBaeMble BO3MOXKHOCTH:
— TIOMCK CJIOB WK ¢pas;
— TOUCK C 3aMEeHOM C YYeTOM perucTpa U Ipyu TOYHOM COBIIJIeHUH CJIOBa;

— yBefioMJIeHHe 00 OTCYTCTBUU pe3yJIbTaTOB ITOUCKaA.

3.10 Pabora c popmynamu u pyHKIUAMH

[Tonnep:xuBaeMbie BO3MOXKHOCTH:

— IaHeJIb BCTaBKU QYHKIINY;

— KOIIMPOBaHMUe U BCTaBKa GOPMYII;

— BBOJ ¥ BbIOOp QYHKITMI Ha PyCCKOM $I3bIKe;

— BBIOOP POpPMYJI U3 CIIMCKA IIPU BBOJle POPMYIJIBL;

— IpynnupoBKka GYHKIUAA 10 KaTreropusM Ha naHead ¢yHkuui: «Bce», «HemaBHuey,
«llonynsipubie», «®PuHaHCOBBIe», «JlaTa U Bpemsi», «Marematudeckuey, «CTaTUCTAYECKUE,
«Ccpbutku 1 MaccuBbl», «ba3bl gaHHBIX», «TekcToBbiey, «Jloruueckue», «MHbOpMaIMOHHBIEY,
«HmxenepHoiey;

— coxpaHeHue nociegHux 10 UCToTb30BaBITUXCS QYHKITHM;
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— CMHXPOHM3allMs CIMCKa MOCIeJHUX QYHKIHAA MeXJy OJHOBPEeMEeHHO OTKPBITBIMH OKHaMHU
pelakTopa;

— OTOOpakeHHe MO/ICKAa30K 00 MUCITOIb30BaHUM GOPMYIIBI TTOCIIe ee BHIOOPa;

— MOJIep’KKa Orepauu « ABTOCYMMay, KOTOpasi CaMOCTOSITEJIbHO paclo3HaeT AMANa3oH sS9eek C
YHCJIOBBIMU JIAHHBIMU U TOJIcTaBiisieT ero B ¢pyHkimu CYMM(), MUH(), MAKC(), CP3HAY()
it CYET() mo BEI6OpY TONb30BATeIS;

— WCII0JIb30BaHWe NMEeHOBaHHBIX JIMAINla30HOB B GOpMYyJiax;

— MO/ICBeYMBAaHHE BCEX sYeeK, YYaCTBYIOIIMX B BLIUMCIEHUSX, IPU BBIIEIEHUN SYEHKU
¢ bopmyou;

— 3aJlaHMe JIMara3oHa 3HAYeHUH MPU pelakTUPOBaHUM GOPMYIIbl Yepe3 BhljieJieHre HY>KHBIX siueek
MBIIIBIO;

— pacuer 4acTu GpopMyJIbl;

— IMOJiJIep>KKa CTPYKTYPUPOBAaHHBIX CChUIOK HA JIAHHbIE Ta0JIUII;

— TMojJiep>kka UIMEeHOBAaHHBIX JIMANAa30HOB B TIOJICKA3Kax MPHU BBo/ie GOPMYIT;

— BblJIeJieHHe I[BeTOM MMEHOBAaHHBIX [Malla30HOB, NPHUCBOEHHBIX [IMAINla30Hy SdeeK, B pexuMe
penakTUpoBaHUST GOPMYJIBI;

— BblfIeJieHHe IIBeTOM OOJIaCTH JIJaHHbIX MMEHOBAHHBIX JMAlla30HOB, IPHMCBOEHHBIX UANla30HY
siYeeK, B pexxuMe pelaKTUPOBaHUs GOPMYIIbI;

— IIPOCMOTP CIIMCKA UMEHOBAHHBIX TUAIa30HOB;

— CO37laHMe U y/ajieHre UMeHOBAaHHBIX JIMAlla30HOB;

— MOMCK, COPTUPOBKA, GUIIbTpAIMs U HaBUTallKs [10 UMEHOBAaHHBIM JIMalla30HaM;

— BO3MOXHOCTb pacIIMpUTh pabodyio 06/1acTh JIBOMHBIM Ha)kaTheM Ha sYeiiKy B cepoil o0yacTv
IIPU OTKPBITOM MaHeJIN CO3/laHusl UMEHOBAHHBIX TUAlla30HOB;

— aBTOMAaTUYeCKUM pexXuM Tepecdera GOPMYJ ISl JIOKATBHBIX JOKYMEHTOB UM Ui JIOKyMEHTOB
B obJake;

— PY4YHOU pexxuM mepecdeTa GpoOpMyJl JIOKAIbHBIX JOKYMEHTOB JJIsi BCero AOKYMEHTa, IUisl JIUCTa
Y J1s BblJIeJIEHHBIX STUeeK;

— MPUHYIUTENbHBIN TlepecdeT GOPMYII 110 3aITPOCy MOJIb30BaTeJIs;

— OTKJIIOYeHHe IepecyeTa GopMyJl B pyYHOM pexxume IpY COXPAaHeHHUH.
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3.11 Pabora ¢ «yMHBIMI» TA0JIHIIAMH

[Tonnep>xruBaemMbie BOZBMOXKHOCTH:

— OTOOpakeHHe «yMHBIX» TabJIHUI], CO3[JaHHBIX B ITporpamme Microsoft Excel;

— KOIMPOBaHUe «YMHBIX» TAOJIUIIl B TpeJieflaX OJJHOTO JIOKyMeHTa WM U3 IOKyMeHTa B JJOKyMeHT
IIPY YCJIOBUH, YTO 00a JOKYMeHTa OTKPBITHI B priioxkeHnu «MoiOduc Tabmmmay;

— pelaKTUpOBaHUe JIAHHBIX B «YMHBIX» TaOJIUIIAX;

— BCTaBKa CTPOK WJIM CTOJIOIIOB MeX/Ty CYIIeCTBYIOIUMH CTPOKAMH U CTOJIOIaMH;

— BBIOOP cTUJs Tabmui u3 60 MCXOIHBIX BAPUAHTOB, UMEIOIINXCS B KOJUIeKIIUH;

— BKJIIOYEHUe WK OTKJIIOYeHHe YepeiOBaHus IIBETOB [l CTOJIOIOB U CTPOK;

— BKJIIOUEHHe WM OTKJII0YeHHe CTPOK 3aroJIoBKa U UTOTOB;

— WHTEepPaKTHBHOe ITPeBbI0 BHeIIIHero Brid CTHUJIeM B COOTBETCTBUM C BKJIIOYEHHBIMU OMIIHASMU.

3.12 Pabora c oneparopamu

[Tonnep>xuBaeMble BOBMOXKHOCTH:

— apudmeTrdeckre OmnepaTophl I YMCJIOBBIX POPMATOB JIAaHHBIX W AaHHBIX ¢opmaTa «/lata u
BpeMsi»: CJIOXKeHHe, BbIYMTaHHWe, OTpPUIlaHWe, YMHOXeHUe, JleJleHHe, BO3BelleHHe B CTelleHb,
BBIYUCJIEHHE JIOJIU B MIPOIEHTAX;

— M3BJIeYyeHHe KOPHS AJIs YUCIIOBBIX GOPMATOB JJaHHBIX;

— olepaTopbl CPaBHEHUs 1Sl JIFOOBIX THUIIOB JAHHBIX: paBHO, 00Jibllle, MeHbllle, H0JIbllle UM PaBHO,
MeHbIIIe WM PaBHO, He PABHO;

— orepaTop 1uisi O0beIMHeHNs JaHHBIX U3 TeKCTOBBIX siUeeK B OJHY CTPOKY;

— OIlepaTOopbI CCbUIOK Ha JHAIIA30HLI d49eeK C TeKyIlero JIMCTa U C IPYIr'uX JIMCTOB.

3.13 Pabora co cBOgHEIMH TAa0IHIIAMH

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— CO3/]aHMe U y/iajieHre CBOAHOW TabIIuIhl;

— KOHCTPYKTOP AJIsI HACTPOMKU CTPYKTYPbl CBOJHBIX TA0IUI: 0OaBileHHe MoJieH, yiajeHre MoJeH,
nepeMelrieHue 1oJjiei Mex /1y o0JIacTsSMHU WIK U3MeHeHMe UX MOpsi/iKa, lepeMeHOBaHue T0JIel;

— BO3MOXXHOCTb aBTOMAaTH4eCcKOro 100aBiieHus TMoJjied UCXOOHOM TabJyvibl B 0OJACTSAX CBOAHOU
Tabsnibl « CTPOKM» U «3HAaYeHUsD» B 3aBUCUMOCTH OT TUIIA JJaHHBIX;

— BO3MO>XHOCTb BbI60pa qu'HKI_II/II/I JJIA obnactu «3HaYeHUS» U3 JAOCTYIIHOI'O CITMCKaA;
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— KOHCTPYKTOP JUIsi HAaCTPOMKH IlapaMeTpOB CBOJIHOM TaOJIMIBL: peIaKTUPOBAHHE WCTOYHUKA
JAaHHBIX, BBIOOP MakeTa, OTOOpakeHHe OOIIKMX W TPOMEXYTOYHBIX WTOTOB, pelJaKTHPOBaHUeE
Ha3BaHUs HEKOTOPBIX CTOJIOIIOB M CTPOK, Jo0OaBiieHWe TeKCTa, KOTOPbIA OyAeT oToOpaXkaThCs B
MyCTHIX STYeMKaxX WU sTYeiiKaX C OITMOKaMH;

— CBOpaYMBaHUe U Pa3BOpPaYMBaHKe CTPYIITUPOBAHHBIX JAHHBIX;

— OOHOBJIEHHE CBOJHOW TaOJIUIII TOC/Ie U3MEeHeHH s UCXOHBIX TAaHHBIX;

— ¢uIbTpaNys JAaHHBIX 110 JIOCTYITHBIM GHIIBTPAaM B CTPOKAX, CTOJIOIAX U TaOJIHIe IeJTUKOM;

— BO3MOXHOCTb BbIOOpa CTPYKTYPUPOBAaHHOW (POPMYJIbI B KadecTBe MCTOYHMKA JJAHHBIX CBOIHOM
TAOJTHITBI;

— yBeZIOMJIeHHe O TIOTepe HemMoJJep>KMBaeMbIX OOBEKTOB CBOJHOM TAOJUIIBI TPU W3MEeHeHUH!

HACTPOeK TabJIUIIbI.

3.14 Pabora ¢ quarpaMmMamMu

[Tonnep:xrBaeMble BO3MOXKHOCTH:

— oTOoOpakeHue JIByXMepHBbIX JharpaMM, TMCTOTpaMM, JIMHeMdYaThIX [HharpaMM: C IpyIIHPOBKOM,
C HaKOIJIeHueM, HOPMUPOBAHHAsI C HAKOIJIEHHUEeM;

— NoJiep>kka rpadpuKOB: CTAaHIAPTHBIM, C HAKOIIJIeHHeM, HOPMHUPOBAHHBIM C HaKOIIJIeHUeM;

— OoTOOpakeHHWe JuarpaMM C OO0JIaCTSIMU: CTaHJapTHas, C HaKOIUIeHWeM, HOPMUPOBAHHAs
C HaKOIIeHHeM, CTaHJapTHas KpyroBasi;

— U3MeHeHUe TUIA IMarpaMMBbl;

— yZaJjieHue Iharpamu;

— aBTOMAaTHU4YecKoe IepecTpoeHre JMarpaMm Mpyu U3MeHeHUU 3Ha4eHUH;

— Cco3/laHue TMarpaMMBbl;

— KONIMPOBaHUe, Bblpe3aHUe, BCTaBKA JUarpaMMbl;

— IepeMellleHYe TMarpaMMbl;

— U3MeHeHHe pa3Mepa JuarpaMmbl;

— 3a/laHMe HalpaBJieHus psijia AUarpaMMbl;

— BBOJI Ha3BaHUSI IMAarpaMMBbl;

— IepeMellleHre BbIOPAHHOM IMarpaMMBbl C ITIOMOIIbIO KJIABUII-CTPEJIOK KIJIaBUATYPHI;

— BO3MOXXHOCTb KOIHMPOBaTh WIM BbIpe3aThb Avarpammy U3 JokyMeHTa «MonOduc Tabmuran
Y BCTaBUTH B Jpyrou nokymeHT «MouOduc Tabnuiia» win BcTaBUTh B JIoKyMeHT «MouOduc

Texcry, «MonOduc IIpesenTanus» B Bune n3o0pakeHusl.
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3.15 PaboTa c uzoopaxeHusiMu

[Tomnep>xuBaeMbie BO3MOKHOCTH:
— oTobOpakeHue U300pakeHuH;

— nojaepxxka ¢popmatoB PNG, BMP, JPG, JPEG, JPE, GIF, TIFF u TIF;

H3ob6paxenus u3 pokymenrta B ¢opmartax JPG u JPE coxpansitorca kxak darin
B dopmatr JPEG, TIF — B d¢opmar TIFF. Hzobpakenue B dopmare GIF
oTobpaxkaeTcss B JIOKyMeHTe KaK CTaTU4YHOe H300pakeHWe, aHUMalus paboTaeT IpU

ckaurBaHuM GIF-u300pakeHUs U3 JOKyMeHTa Kak (aiil.

— BCTaBKa U300pakeHu;

— yIajeHue U300pakeHul;

— M3MeHeHMe pa3Mepa U300pakeHuH;

— QpyHKIMM  «BBIpE3aTb», «KOIMPOBAaTb», «BCTABUTb» U300pakeHHWe MeXIy TeKCTOBBIM
Y TaOJIMYHBIM IOKYMEHTaM{ WX IIpe3eHTaluel;

— IlepeMellleHre U300pakeHNs C IOMOIIbIO TexHoyIornu Drag-and-drop;

— oToOpaXkeHHe N300pakeHUH, pa3BepPHYTHIX 0] YIJIOM OTHOCHUTEJILHO SIKOPHOM TOYKH;

— BO3MOXHOCTb COXPaHUTDb BCTaBJIEHHOE B IOKYMEeHT U300pakeHHe B BUJle dpalia;

— IepeMellleHHe BbIOPAHHOTO M300pakeHUsI C TOMOIIIbIO KJIaBUII-CTPeJIOK KJIaBUaTYPBhl.

3.16 Pabora c purypamu

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— nojep>xka GUryp B JOKyMeHTax;

— paszen «Durypbl» Ha TaHeJIM UHCTPYMEeHTOB;

— BO3MOXXHOCTb BBIJIeJIUTh, KOITMPOBATh, BbIpe3aTh, BCTABUTb PUTYPY;
— “3MeHeHMe pa3Mepa K IPONopIry GUTYPHI;

— U3MeHeHUe pacIloyIOXKeHUs B IOKYMEHTE;

— “3MeHeHHUe 11BeTa 3aJIMBKU PUTyp;

— ¢opmMarrpoBaHue rpaHUI] GUryp;

— ylasienue GUrypsl;

— OoTOOpakeHre JTMHUY;
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— BO3MOXKHOCTb BCTaBKU TEKCTOBOTO I10JIS;

— BO3MOXHOCTb BCTaBKH, pelakTUPOBaHUS U pOpMaTUPOBAHUS TeKCTa B PUTYPE;

— IHepeMellleHHe BbIOPaHHOU GUTYPBI C TIOMOIIIBIO KJIABUIII-CTPEJIOK KJIaBUaTypHI;

— 00beKT «JIMHUSD C BO3MOXKHOCTBIO BBIOPATh THIL: JIMHUS, CTPEJIKa, IBOMHAs CTPeJIKa;

— BbIOOp THIIAa HAaKOHEYHMKOB [yl TOYeK Hayaja M KOHIA JIMHUM: HAaKOHEeYHWK OTCYTCTBYeT,
TpeyrojbHasi CTpesika, OTKpBITas CTpejKa, BOTHYyTas CTpejika, pPOMOOBMIHAs CTpeJIKa,
mapoobpa3Hast CTpesiKa;

— BbIOOpA I1BeTa JIMHUM, KOHTypa GUIYpHl ¥ 3alIMBKU GUTYpHl M3 Habopa 10 cTaHgapTHBIX I[BETOB;

— WHJVKAIIMs BBIOPAHHOTO 11BeTa JIMHUM, KOHTypa GUTYPHI U 3aJIMBKU PUTYPHI.

3.17 ®opmaTupoBaHUe JOKYMEHTA

3.17.1 Ipud el

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— Mofjiep>kka paboThl CO BCceMM IIpUdTaMU, yYCTAHOBJIEHHBIMH Ha KOMIIbIOTepe IO0JIb30BaTets,
B ToM unciie: TrueType fonts (TTF) u TrueType collections (TTC), CFF, WOFF, OpenType fonts
(OTF, ob6a Bapuanrta TrueType u Bepcuu CFF) u OpenType collections (OTC), Type 1 (PFA
u PFB), CID-keyed Type 1, SFNT-based bit map, X11 PCF, Windows FNT, BDF (Bkitouas
crnaxkennbie), PFR, Type 42 (orpanuyeHHast mofjiep:xka);

— nogpep>xka mpudToB XO Fonts: XO Caliburn, XO Courser, XO Thames, XO Tahion, XO Oriel,
XO Windy, XO Symbol, XO Oriel Condensed;

— nojep>kka mpudToB PT Astra Sans, PT Astra Serif;

— BbIOOp mIpudTa, pasmMepa mipudTa W HAYEpTaHUS: TOTYXKUPHBIM, KYDPCHUB, MOJYEPKHYTHIH,
3a4YepKHYTBIW, ITOACTPOYHbIN, HAICTPOYHBIH;

— [IpUMEeHEeHHe Pd3HOI'0O Ha4YepTdaHUS TeKCTa B IIpefejidX OJTHOU STYEHKH.

3.17.2 IIBeT TexcTa H BBIJEICHHA

[TonnepxuBaemMble BO3MOXXHOCTH:

— BBIOOp IIBeTa TeKCTa U3 11BeTOBOM MaJIMTPhl TeMBI TeKyIlero JokyMeHTa, Habopa 10 craniapTHBIX
11BeTOB, Habopa 10 nocnenHUX IIBETOB, IIBeTa TeKCTa WK 00beKTa JOKyMeHTa C UCII0JIb30BaHeM
«TIATIETKNY;

— 3as1aHue 11BeTa Tekcra B Bujle HEX-kona nimu B popmarte RGB;

- BbI60p [IBeTa BblleJIeHWs TeKCTa U3 IaJIMTPhI IIBETOB UJIA Ha60pa 8 II0CJIeJHUX IIBETOB,
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— MHIWKaIKa BbIGpaHHOI‘O IIBeTa TeKCTa HJIN BbIGpaHHOI‘O IIBeTa BblJe/IeHHd TeKCTa HAa KHOIIKe U
B COOTBETCTBYIOLHGIZ MaJINTpe;
— 3d4IlIOMHHAHHe I10C/IeJHero BbI6paHHOFO OBeTa TeKCTa WUiIH BbI6paHHOFO OBeTa BblJeJIeHHs TeKCTa

JJIsL 6I:>ICTp01"O INIpUMeHeHus .

3.17.3 BrlpaBHUBaHHe TeKCTa

[TonnepxuBaemMble BO3MOXXHOCTH:

— BepTUKaJIbHOe BbIpDAaBHMBAHMe TeKCTa B suelike WIM B JIMalla3oHe sSdyeeK: N0 BepxHeMy Kparo,
II0 LIEHTPY U 110 HUXXHEMY Kpalo;

— FOpU30HTA/IbHOE BbIPDABHUBAHME TeKCTa: [0 JIeBOMY Kpalo, IO I[eHTPy, II0 IPaBOMY Kparo,

110 HIMpUHe.

3.17.4 HakjioH Tekcra

[Tonnep>xuBaeMbie BOZBMOXKHOCTH:
— BBIOOp yIUIa HAKJIOHA TeKCTa B siyeiike: BieBo Ha 90°, BieBo Ha 45°, BmpaBo Ha 90°, BIpaBo
Ha 45°, 6e3 moBopoTa (0°), BepTUKAJIBHO;

— BO3MOXXHOCTb yKa3dTb HpOHBBOHbeIfI YI'OJI HaKJIOHA TeKCTd B sT9erkKe.

3.17.5 3amuBKa U rpaHUIIBI TYEeK

[Tonnep>xuBaeMble BO3MOXKHOCTH:

— oTOOpaKeHue TPaHMUI] U I1BeTa ST9elKH, 00beJUHEeHHBIX sUeekK;

— ¢opMaTUpOBaHKe TPaHHUIl SYeMKU WM JUala3oHa siueek: BCe I'PaHUIlbl, HeT I'PaHMUIl, TOJICThble
BHeIITHUe IPaHUILIb;

— BBIOOp I1BeTa 3aJIMBKU siueeK M I'PaHMUI ssYeeK U3 [[BeTOBOM IAJIMTPhI TeMbI TeKyIlero JOKyMeHTa,
Habopa 10 craHgapTHbBIX 1BeTOB, Habopa 10 mociegHUX IIBETOB, I[BeTa TeKCTAa WIM O0ObeKTa
JOKyMeHTa C UCII0JIb30BaHUEM «IIUIeTKNY;

— 3a/laHre TpebyeMoro IjBeTa 3ajIMBKU sideek U rpaHul] sueek B Bujle HEX-xoma wnmu B popmare
RGB:;

— WHJVKalWs BBIOPaHHOTO [1BeTa 3aJIMBKU siueeK Ha KHOIIKe U B COOTBETCTBYIOIEH IaJIUTPe;

— 34IlIOMHHAHUe I10CJIeJHero BbIGpaHHOI‘O IIBeTa 3aJIMBKU d4eeK OJId 6bICTpOFO IIprUMeHeHus.
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3.17.6 ®opmaTupoBaHIe COEPIKUMOrO

[TonnepxuBaeMble BO3MOXXHOCTH:

— IIepeHOC TeKCTa BHYTPH SUEUKH I10 CJI0BaM;

— BBIOOP MEXXCHMBOJILHOT'O MHTepBaJia: YIVIOTHEHHbIN, OOBIYHBIN, Pa3pesKeHHbIN;

— ¢opMaTrpoBaHUe TeKCTa B CTWie «Bce mponucHbiey;

— CKpBITHe 1 0TOOpakeHHe HyJIeBbIX 3HAUeHUH;

— ¢opMaTvpoBaHUe YUCe B sTUeKax;

— KOIIMPOBaHMWe U BCTaBKa pOPMATUPOBAHHOI'O TEKCTA;

— BCTaBKa pa3pbiBa CTPOKU B STYEHKY;

— 3aJlaHre OJIHOTO WX HEeCKOJIbKUX pa3JielIuTesiell U OrpaHuYmuTeNiel CTPOK, a TakXke BbIOOp Habopa
CHMBOJIOB JIJIsl pacIpejiejieHrsl TeKCTa 1o CToyI0naMm;

— aBTOMaTU4YeCKoe BbIPDAaBHUBAHHe CTOJIOIIOB IO IIMPUHE IPU MUMIIOPTe AOKYMEHTOB B ¢dopMaTax
CSV, SCSV, TSV, TAB, TXT;

— aBTOMAaTUYeCKOe pacIIpeHue TPaHMIl] TabluIbl Ha HeobX0IMMoe KOJIMYecTBO CTPOK IIPU BBOjIe
WJIA BCTaBKe JJAaHHbIX CHU3Yy WM CIIpaBa OT Hee;

— oTobpakeHre ¢GopMaTUPOBAHUs I'PaHUI] sSTUeeK BOKPYT TabJIUIIbI;

— BO3MOXXHOCTb 3a/1aTh JIt0OOW CHMBOJI B KaueCTBe pa3Jle/TuTes;

— aBTOMaTUyYeCKoe yBeJlrdeHue HIMPUHBI CTOJI0IA NpU BBOJe WIM GOpPMaTUPOBAHWU YHCIOBBIX
JaHHBIX B COOTBETCTBUM C Pa3MepoM COJEepP>KUMOT0 s4YeiKH, eCii [10JIb30BaTellb paHee He yKa3all
$UKCUPOBaHHYIO IIMPUHY CTOJIONIA;

— BO3MOXXHOCTD BBIJIEJISITh CTPOKK/CTOJIOINBI, cofiep>kalie 06 beJuHeHHbIe STYeNKY;

— MOJiep>KKa periOHAIbHBIX CBOMCTB pa3fieIuTelIsl Yrcesl B apryMeHTe Kofia popMara QyHKIIUU
TEKCT;

— KOMaHJIbl 11l BCTaBKU TeKcTa ¢ GopMaTHPOBaHKeM WK 6e3 Hero B KOHTEeKCTHOM MeHIO CTPOK
Y CTOJIOIOB;

— BCTaBKa TeKCTa IIPU BBIIIOJIHEHUY OIlepalivy « BCTaBUTh TOJIBKO 3HAYeHUs» AJIsI CKOITMPOBAHHOIO
u3 npwioxkenus: «MoitOduc TekcT» obbekTa, CogepKalero TeKCr;

— TofJiep>kka oTobpaskeHHs anocTpoda;

— VHJYKAaIKs HaJIM4YMs B sTYeiiKe BbINaJarollero CIIMCKa;

— HaBUT'all¥4 110 BhINIaJ4dI0IIeMy CIIMCKY C IIOMOIIBIO IT'OPAYMX KJIaBUIII;
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— NpeaynpexieHue 0 HeIoNyCTHMOM 3HaUeHHWH, eciiv B ST9eliKy C IPUMeHeHHBIM BbIaJaloiM
CIIMCKOM BBeJIeHO 3HaueHHe, He COOTBETCTBYIOIIee JOIYCTUMbIM BapMaHTaM, C BO3MOXXHOCTbIO
BbIOpaTh U3 I0ITyCTUMbIX BApUAHTOB;

— BO3MOXXHOCTb UCIIOJIb30BaTh GYHKIIMIO aBTO3AIOIHEHUS siueeK JIJIsl siueeK C IPUMeHeHHbIM
BBITA/IAOIIUM CIIMCKOM;

— aBTOMAaTUYeCKU IIlepeHOC OOBeIMHEeHHBIX sSYeeK M3 JMala3oHa-obpasna B /IMana3oH
aBTO3aMOJIHEeHUS C YKa3aHHOMW MOCIIefIOBaTeIbHOCThIO JJAHHBIX;

— ObICTpOE yMeHbIlIleHWe J[Muala30Ha J[JaHHBbIX, IOJIy4eHHBIX B pe3yJibTaTe aBTO3allOJIHeHUS,

C yIaJleHHeM JIaHHbIX B CTOJIOIAX CIIPaBa WM CTPOKAaX CHU3Y.

3.17.7 ®opmar mo odpasiy

[Tonyep>xuBaeMble BOBMOXKHOCTH:

— dopMaTHpoBaHKe 10 06pasiy;

— ¢opmaTupoBaHue 10 obpa3iy i ab3aries;

— MpUMeHeHHe CKOMMMPOBAHHOTO CTWIS GOPMAaTHPOBAHUS K HECKOJILKUM O0BeKTaM 0 04epeiy;

— coXpaHeHHe WCTOPWHY IIPUMeHeHHs OIlepalyu.

3.18 IlpaBku

3.18.1 OTmena u Bo3BpaT NeHCTBHI

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— OTMEHAd ITPAaBOK I10 OAHOMY CHUMBOJIY 34 IIdr'.

3.18.2 Bydep oomena

[Tonnep>xuBaeMble BO3MOXKHOCTH:

— BCTaBKa JIAHHBIX, XpaHAIIUXCs B Oydepe obMeHa, ¢ cOXpaHeHHeM HCXOJHOro GopMaTUPOBAHHS
1 6e3 COXpaHeHHUs;

— MOJiep>KKa paciimpeHHOro 6ydepa obMeHa ¢ MakcuMaabHbIM 00BeMoM B 10 3anuceis;

— WCIOJIb30BaHMe pacIIMpeHHOro Oydepa obMeHa AJil BCTaBKU AAHHBIX MeXy PUIIOKEHUSIMU
«MonOduc Texcr» n «MorOduc Tabmuna» u «MoruOduc Ilpe3enTtanusy;

— IIPOCMOTP COJePXKUMOI0 pacIIMpeHHOro 6ydepa B OTAeIbHOM OKHE;

— BBIOOP 3aIIMCH paciIMpeHHoro Oydepa AJis BCTaBKU B IOKYMeHT;
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— OYHMCTKA UCTOPHUH paclIipeHHoro 0ydepa ooMeHa.

3.19 Pabora B obs1ake

[TonnepxuBaemMble BO3MOXXHOCTH:

— aBTOpHM3aIus B 4acTHOM obytake MounOdwuc;

— HaBWTaIMs 110 JOCTYIIHBIM pa3/ielaM U IalKaM;

— TOJiIIep>KKa OOIIMX Marok npu pabote B obimake MoiOdwuc;

— OTKpBITHE CYLIeCTBYIOIEH U CO3/laHue HOBOH IallKy;

— OTKPBITHe, COXPaHeHHUe U CO3/laHhe HOBOI'O JIOKyMeHTa;

— WH/IMKAIYS IPaB AOCTYIA K IOKYMEeHTY;

— IpeJlOCTaB/IeHUe, U3MeHeHNe U yajleHHe IIpaB 0CTyIa K IOKYMeHTY;

— OIIMS YBeJJOMJIeHUs 10 3JIeKTPOHHOM 1104Te IIPU U3MEeHeHUH I1paB Ha 00beKT B obiiake;

— JIOKaJIbHOEe COXPaHeHue TeKylllel BepCUM JOKYMeHTa;

— yAajneHue ¢aiiyia WiIx Malky aBTOPOM WY BJlaJlefIblieM;

— 3arpy3ka ¢aiioB B 00J1aKo;

— BOCCTaHOBJIeHWe ¢aiiiia, alnkKy Win ¢aisa u3 nanky u3 Kopsussr;

— 6e3BO3BpaTHOe yjaseHue daia;

— OTKa3 OT 061ero nocrymna kK gaily Wiv Ianke;

— PeXXUM COBMeCTHOW paboThI 11l JOKYMEHTOB, OTKPBITBIX U3 4YaCTHOTO 00JIaKa;

— oTOOpaKeHMe aBaTapoB IIOJIb30BaTesled, paborarommx C JoKymMeHToM ¢opmata XODS,
¢ nHdopMarmeii o 1osib3oBaTesle IPU HaBelleHWH Kypcopa Ha aBaTtap;

— oTOOpaKeHue MCIPaB/leHWH, BHOCUMBIX B JJOKYMeHT, y BCeX APYTMX II0JIb30BaTesleil B peXxuMe
peasibHOTrO BPeMeHH;

— yBeZIOMJIeHHe T10JIb30BaTeJIsl IPA CKPBITUX WU YAAJleHUH JINCTa APYTHUM I10JIb30BaTesieM;

— He3aBMCHMasl aBTOpM3alMsl Ul KaxIoro Ipoaykra B obmake MoiOduc npu ycraHoBke
«MonOduc Crangaprablii» u «MoitOduc ObpazoBanue» Ha 0ogHO pabodee MeCToO;

— BO3MOXKHOCTb CO3/]aTh KOIIMIO JIOKyMeHTa, OTKPBITOTO U3 06Jlaka Ha IIPOCMOTP;

— aBTOMaTHUYeCKOe UCKIII0YeHe HeAaKTUBHBIX [10JIb30BaTe/led U3 CeCCUU peaaKTUpOBaHUA.
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3.20 Pabora B ceTeBBIX ManKax

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

— paboTa ¢ JOKyMeHTaMH B OOIIMX Markax 1o MpoTokoiay SMB;

Pabora ¢ pmoxymeHnTamMu B OOmMX IanKax IO IIpoTokoily SMB HepocTynHa

Ha OC Windows 11 B pexkume Smart App Control (SAC).

— yBeZIoMJIeHe O HeBO3MOXXHOCTU OTKPBITh AOKYMEHT U3 00lel Manku s pelaKTHPOBaHUS,
€CJIM 3TOT AOKYMEHT Yy>Ke OTKPBIT ISl peJaKTUPOBaHUSI IPYTHUM I10/1b30BaTeJIeM;
— yBefioMJieHMe 00 U3MeHeHWM JOKyMeHTa IIpM COXpaHeHHWM HW3MeHeHWl B IIpoliecce

OJIHOBPeMeHHOM paboThl 110 npoTokony SMB.

3.21 CpeacrBa aBTOMaTH3aIUU

3.21.1 Ilonnepxka MaKpOKOMaH/X

[TonnepxuBaemMble BO3MOXXHOCTH:

— NOAiJlep>KKa MaKpPOKOMaH/I Ha s13bIKe ITporpaMMupoBaHus Lua;

— CO3J]laHMe, [TIOUCK, BBINIOJIHeHNe, peJaKTHPOBaHKe, OTJIa/IKa U y/lajleHue MaKpOKOMaH/[;
— XpaHeHVe MaKpOKOMaH]| B IIpefiejlax OHOI'O JOKYMEHTa;

— IIPOCMOTP KOZja COXpaHeHHBIX B IoKyMeHTe VBA-MakpokomaHz;

— BO3MOXXHOCTb cOxpaHeHMs1 Lua Makpokoman] B JokyMeHTax ¢opmaroB XLSX, XODS, ODS.

[logpo6Hoe omucanve paboTbl C MaKPOKOMaHIaMHU IIpHMBEJIEHO B JIOKYMEeHTe

«CrpaBOYHMK MaKpOKOMaH]] Ha sI3bIke IIporpaMMHupoBaHus Luay.

3.21.2 Hanpcrpoiiku

[Tonnep>xruBaemMbie BOZBMOXKHOCTH:

— moJiIep>kKa HafICTPOEK;

— BO3MOXHOCTb YCTAaHABIIMBATh, OOHOBJISATD U YIAISTh HAZICTPOUKHY;

— BO3MOXXHOCTb BKJIFOUATh M BHIKJIFOUATh YCTAHOBIIEHHBIE HAJICTPOUKH;
— oToOpakeHHe MOAPOOHON UHGOPMAIIMK O HAJICTPOMKAX;

— «THUXas» YCTaHOBKA HACTPOEK;
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— BO3MOXXHOCTb YCTaHOBKH HeIIOJAIIUCAHHBIX HAZCTPOEK a]MUHUCTPATOPOM;

— oToOpakeHHe MOAPOOHONW HMHGOpMANUU O pa3paboTuvike M CepTUPHUKATE yCTaHABIMBAEMbIX
pacuIvpeHni;

— mpenynpexjieHre 00 OTCYTCTBHUU IOIIUCHA CepTU(dUKATOM pa3paboTyvKa y yCTaHABIMBAeMbIX
pacuIvpeHni;

— npefynpexjeHre O BKJIIOYEHUM HEeHA/IeXXHOI0 PpaCIIdpeHus, ecid CcepTUdHUKAT HCTeK,
ellle He BCTYIWJI B CWJTy WK ObUT OTO3BaH;

— BO3SMOXXHOCTb NOATBEPAUTDL UJIK OTKJIOHUTb YCTAHOBKY HEHAIeXXHOI'O paCIMPeHus .

3.22 3amuTa JOKyMeHTa

3.22.1 3amuTa naposem

[Tonnep:xuBaeMbie BO3MOXKHOCTH:

— YCTaHOBKa, U3MeHeHUe U yJlalleHue Maposis 7Sl IOKyMeHTa;

— aBTOMAaTU4YeCcKoe yAaJleHue MapoJisi IPY 3KCIOpTe JOKYMeHTa;

— CHATHe paHee YCTAaHOBJIEHHOM 3alllUThI;

— HeorpaHU4eHHOe KOJIMYEeCTBO IOIBITOK BBOJa ITApOJIs;

— paboTta c 3aluIlneHHbIMA TapojieM JiokyMeHTaMu XLS B nBowuHom dopmare Excel 97-2003
(BIFF8): mpoBepka mapoJis, yCTaHOBKA MapoJjisl, CHSITHE MapoJisi, pedaKTHUpOBaHWE U 3KCIIOPT
C COXpaHeHueM IapoJis;

— nojiiep>kka (aiioB, 3allUIIeHHBIX [1aposieM C alnropuTMoM mudpoBanus RC4.

s nokymenTtoB B popmarax XLSX, XODS.

3.22.2 3amuTa coep;KUuMoro oT H3MeHeHHH

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— 3alIUTa OT PeJJaKTUPOBAHUS OTMENIbHBIX SUeeK, JMala3oHa siueek, OT/eNIbHbIX JIMCTOB U BCel
CTPYKTYPbI IOKyMEHTa;

— HAaCTpPOMKA  CBOWCTB  3alllUThl  siYyeeK:  «3alllMileHbl OT HU3MeHeHuW», «PopMyJibl

He 0TOOpaXKaroTCsa»;
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— BbIOOp pa3pellleHHBbIX JeMCTBUIM Ha 3alllMIIEeHHOM JIMCTe: BBIIENATb U PpOpMaTUPOBaTh SYENKH,
BCTaBJISITh, (POPMATUpPOBATh, YAAJATb CTOJIOLBI U CTPOKH, BCTaBJSITh CCBUIKM, COPTHUPOBATh
1 GWILTPOBATh JJaHHbIE, BCTABJIATh U peIaKTHPOBaTh OOBEKTHI ¥ CBOJHbBIE TaOJIUIILL;

— yCTaHOBKa I1apoJisl Ha 3aIlUILeHHBIN JIUCT WU CTPYKTYPY JOKYMEHTa;

— CHSITHe 3alIUTHI JIsl BHECEHUs] U3MeHeHUN B IOKyMeHT;

— MOAJlep>KKa OTKPBITHSL TabJIMYHBIX NOKYMEHTOB Ha YTeHWe U pellaKTUpOBaHWe C COXpaHeHWeM

IapaMeTpoB 3alllMThI CO/IEP>KUMOr0, YCTaHOBJIEHHBIX B CTOPOHHUX pellaKTOpax.

s noxkymenToB B popmaTtax XLSX, XODS

3.22.3 DnekTpoHHAs NOANNCH

[Tonnep>xruBaeMbie BOZBMOXKHOCTH:

— MOJiiep>KKa 3yieKTpoHHbIX moanuced B ¢opmatax CADES u XADES nwa OC Windows
1 OC Linux;

— IIPOCMOTP JOKYMEHTa, IOAIMCAHHOI'O0 MHO>KeCTBeHHOU 3J71eKTPOHHOM MOANIHCHIO;

— OTKpBITHE JIOKYMEeHTa, COJIepsKallero 3JIeKTPOHHYIO MOJIIKCh, B peXXUMe IIPOCMOTPa;

— aBTOMAaTUYeCcKoe yAajleHue D3JIeKTPOHHOM IOANMCU IpPU  TONBITKe  OTpedaKTHPOBaTh
MOJITMCAHHBIN JOKYMEHT;

— BO3MOXHOCTb ~ OTKPBITb ~ KOIHUIO  JIOKYMEHTa, COfepXKalllero 3JeKTPOHHYIO  IOATNUCH,
IUTSI peIaKTUPOBaHUsI, YTOObI COXPAaHUTh TIOJIITUCH B OPUTHUHAJIE;

— WHJVKAllMS HaJW4YUs JJIeKTPOHHOW TOANMCU B JJOKYMeHTe: HeBaJlMJHasi, HelpOoBepeHHas,
BBITIOJTHEHHAS;

— okHO «CBOMCTBa MONIMKCKY», CofepXalllee CJelylolye AeTaju: HWMs aBTopa, MHopMaIus
0 cepTUdUKaTe, KOMMEHTApHi, CBeJIeHUsI O BpeMeHHU MOANKUCAHUS JOKYMEeHTa, IPYyTHe CBeJleHus;

— ynpasiieHue TUPPOBLIMU MTOATUCIMY;

— MOAMKUCAHNEe JOKYMEeHTa OJWHOYHOW HEeBUIMMOM KBATUOHUIIMPOBAHHOW NUPPOBOM MOAIUCHIO

C WCIIOJIb30BaHWeM KpunTonpoBaigepa Kpunrollpo;

s xoppekTHOW paboTel Tpebyercs: cepruduinpoBaHHas Bepcusi Kpumrollpo

CSP 5.0 R2.

— nojnyicanue okymenTa B popmaTtax XODS, ODS u XLSX BcTpoeHHOM 1TH(PPOBOM MOAMMUCHIO;
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— MOJIITMCaHNe JIOKYMeHTa HeOMHapHOTro ¢opMara OTCOeIMHEHHOM (OTKperuieHHOW) 3J1eKTPOHHOM
noanuckeio B popmare SIG;

— coxpaHeHue ¢aiisia brHapHOro dopMara B MOAXOMASIINN /IJisl TOJIUCAHUS TOCTYIIHBIMU BUJIaMU
3JIeKTPOHHOM noAnucy Gpopmar;

— yJaJjleHHue 3JIeKTPOHHOM ITOIINCH;

— yAajeHue BCexX MOAIKCEeN B JOKYMEHTe C MHOXXEeCTBEeHHOU 3JIeKTPOHHOM ITOAIMCHIO;

— BBIOOp WK 3aMeHa cepTUHKaTa 3JIeKTPOHHOW MOJIIHCH;

— BO3MOXXHOCTb BCerjia UCI0JIb30BaTh BIOPAHHBIN JIJIs1 HOJNKUCHU CepTURUKAT;

— IIepexo]l K pelaKTUPOBaHUIO IOKYMEHTa, COAEepIKalllero 3J1eKTPOHHYIO IIOAIIVCH;

— yBeJIOMJIeHHMe O HEeBO3MOXXHOCTU OTKPBITh JIOKYMEHT C 3JIeKTPOHHOM IMOJIIUCHIO0, eciid ¢dopmar
daitia He IO/1JIep>KUBAETCS;

— yBezioMsieHHe 00 omubke, ecjid KpUIITOIIPOBaep He yCTaHOBJIeH;

— yBeZioMJIeHHe IIPY BO3HUKHOBEHUH IIP00JieM C 3JIeKTPOHHOM MOIHUCHIO;

— OTKPBITHE B peXXMMe MMPOCMOTPA MOJIIMCAHHOIO JIOKYMEHTa CO CBOMCTBOM « TOJIbKO JI71s1 YTEeHUSI»
WJIA UCIIOJIb3YIOIEerocs APYyIUM I10/Ib30BaTesleM Uy IIPUJIOKEHNEeM;

— CO3/IaHMe pellaKTUpPyeMOM Komuu 0e3 TOMANWCH MJis JOKYMeHTa CO CBOMCTBOM «ToJbko

IJId 9TeHW» UIIN WCIIOJIB3YIOUIEerocda APyruM I10Jib30BaTejieM WKW IIPUJI0XKeHreM.
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4 <MONOPUC NIPEEHTAIIUSI»

4.1 YcTraHoBKa ¥ 00HOBJIeHUE

[Tonnep:xrBaeMble BO3MOXXHOCTH:
— YCTaHOBKA [IJIs BCEeX I10JIb30BaTelleil yCTPOUCTBa;
— MaccoBas YCTaHOBKa;

— «THUXas» YCTaHOBKA U O0OHOBJIeHME,

4.2 NaTerpaniioHHbIe BO3MOKHOCTH

[TonnepxuBaemMble BO3MOXXHOCTH:
— JIMAJIOT BBOJIA JAHHBIX JJIsl aBTOPU3aIvH 10 poTokoiy WebDAV;
— TNOAiJlep>KKa OTKPBITHS U peJJakTHPOBaHUs (paitiioB 110 npotokoiry WebDAV;

— nporpaMMHbIN HTepdeiic (AP]) yrnpaBiieHust HAaCTOJIBHBIM PeJTAKTOPOM.

4.3 SI3pIKOBas MoJepKKa

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

— JIOKAJIM3allX HAa PYCCKOM, AHTJIMKACKOM, q)paHLIYBCKOM, TAaTdAPCKOM U 6aI_HKI/IpCKOM SI3BbIKAX.

4.4 ®opmaTnl NOKYMEHTOB

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

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

dopmar PPT e nogpmepxrBaercs B Bepcusix fijist macOS.

— coxpaHenue ¢ainoB B popmare PPTX, XODP, ODP;

— skcnopt B popmatsl PDF u PDF/A-1 ¢ coxpanenrem paboTocriocOOHOCTH CChUIOK Ha BeH-CaWThI.
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4.5 Ilonb3oBaTenbckuii HHTEPdeiic

4.5.1 O01ee

[TonnepxuBaeMble BO3MOXXHOCTH:

— IaHenb UHCTPYMEHTOB C HaCTpauBaeMbIM BHEIIIHUM BUJIOM;

— IaHeJb CJIaHI0B C BO3MOXKHOCTBIO CKPBITHS, 0TOOpaXkeHUsl ¥ MacCIITabOupOBaHUS;

— OOKOBas MaHeJlb C KOHTeKCTYaJIbHbIMU 3JIeMeHTaMUu;

— CTpOKa COCTOSIHHSI C HHOpMaIMed O cjlakfe, HWHAWKAIMed TMOJK/II0UYeHUs] K CepBepy
Y UHCTPyMeHTaMH M3MeHeHUs MacliTaba CjlaijoB;

— oToOpakeHue MoJiepXKUBaeMblX COUeTaHMH KJIaBUIII PSIZIOM C KHOIIKAMU BbI30Ba KOMaHI;

— OKHO OBICTPBIX JIEWCTBUM [IJIsl BHIIIOJIHEHUS 4YaCTO MCII0JIb3yeMbIX KOMaH/I;

— BBIOOP sI3bIKa M0JIb30BaTEILCKOTO UHTepderica U3 YMciIa MO//1eP>KUBAEMBbIX;

— BbI30B BcTpoeHHOM HTML-cripaBky Ha pyCCKOM U aHIVIMKACKOM $I3bIKAaX;
— JIMHEeWKY JJIsl BBIpaBHUBAHUsI OObEKTOB Ha CJIal/ie;

— I[oAEePXKKA COYeTaHUuN ropsavux KjlaBUIIl JIsI COBepIIeHns onepauHﬁ B IIPpUJIO’KEHWH.

CHrcoK JOCTYIHBIX COYETaHWM KJIABMII MOXXHO yBHZETb B pasfiejie BCTPOeHHOMH

cnpaBku O030p unTepdeiica / CouyeTaHus: KJIABHIIIL.

4.5.2 Ilanetb HHCTPYMEHTOB

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.
- BbI60p MeXy TpeMs peXXuMdMu OTO6pa)KeHI/I$IZ CTAHAAPTHBIM, KOMIIdKTHBIM WU CKPBITBIM;
- H&CTpOﬁKa BUJIMMOCTH OTHEJIbHBIX pa3iesioB;

— HaCTpOMKa cocTaBa pasfiena «M30panHoey.

4.5.3 Paznen «M30panHoe»

[Tognep>xuBaeMbie BO3MOKHOCTH:

— nobasmnenue B pasgnen «M36panHoe» 1o 14 sneMeHTOB;
— yaJieHue OT/AeJIbHBIX 3JIEMEeHTOB U3 pa3jiena;

— OYMCTKA BCero pasziena;

— W3MeHeHu e IM03UINU 3JIeMeHTOB BIIPABO, BJIeBO, B HAYaJIO MJIKM B KOHeIT pPa3/eid,
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— coxXpaHeHHe T10C/Ie[JHero BbIOpaHHOTr o 11BeTa MpU 106aBiieHrH B paszien «M36paHHoe» 371eMeHTOB
C BbIOOPOM 11BETa;

— CMHXPOHM3allMs I[BeTa y D3JIeMeHTOB C BBIOOpOM I[BeTa MexIy pasfenoM «M3bpanHoe» u
OCHOBHOMH I1aHeJblO;

— nobaBjieHre POAUTENIbCKUX 3JIEMEHTOB C BO3MOXXHOCTBIO BbIOOpa AEeMCTBUSI C IOMOIIbIO
KOHTEKCTHOTO MeHIO IpH iobaByieHnH B pa3zen «M30paHHoe» 351eMeHTOB C BLIGOPOM JIeHCTBUS;

— nobaBnenue obiero snemeHTa «llBeT 3amuBKuM» Tpu AoOaBieHWd B paszaen «H3bpanHoe»
aneMeHTOB «lIBeT 3anmuBKku stueriku» Wik «1IBet 3auBKY GUTYDPBI»;

— OJIOKMPOBKA HEIOCTYIIHBIX JIEMCTBUM B pasjiesie IIPU CMeHe KOHTEeKCTa;

— CMHXpOHU3aIMs pasfiena «W30paHHoe» MexIy BCeMH OIHOBPEMEHHO OTKPBITHIMHU OKHAaMHU

pemakTopa.

4.5.4 CTpoka cocTostHUS

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— MOPSIIKOBBIMA HOMEP TeKyIllero cjaaia v olIiee KOJIMYeCTBO CJIAi/IOB;

— WHJYKAIYS [TO/IKJII0UeHHs K CepBepy U IpaB IOCTYIIA K JOKYMeHTYy B 4aCTHOM obJiake;
— UH/IMKAIMSI aBTOCOXPAHEHUS;

— UHCTPYMEHTHI U3MeHeHHs MacilTaba paboyelt ob1acTy.

4.5.5 Macmrab pabodeii o61acTu

[Tonyep>xuBaeMble BOBMOXKHOCTH:

— HaCTpo¥ika MaciiTaba C MOMOIIbI0 KOMaHIHOTO MEHIO;

— HaCTpo¥Ka MaciTaba repeTaCKUBaHUEM IOJI3YHKA B CTPOKe COCTOSIHUS;

— MOIIAaroBoe U3MeHeHue MaciiTaba KHOTIKAMU YBeJIMYeHHUsl WA yYMeHbIIIeHs Maciitaba B CTPOKe
COCTOSIHUS;

— 3aJlaHKe 3HAYeHHs MaciTaba pyYHBIM BBOJIOM 3HAYeHHUs B CTPOKE COCTOSIHUS;

— BBIOOD 3HAYeHMs MacIITaba U3 CIIMCKA B CTPOKE COCTOSIHUSI.

4.5.6 OKHO OBICTPBIX JEHCTBUIA

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— BBI3OB OKHAd M3 KOMdHAHOI'O MeHIO WIH I1I0 COYeTAdHHIO KJIdBMIII;
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— BbI30B  OIlepaliiii KOMAaHAHOTO MeHIO, BCTPOEHHBIX U  II0JIb30BaTeJIbCKUX  CTUIed
¢dbopmMaTrpoBaHUs TEKCTa;

— IIOUCK HYX(HOIZ KOMaH/bI 110 Ha3BAHUIO.

4.6 leiictBus c ¢aiiytaMu

4.6.1 Co3panue daiiyion

[Tonep>xuBaeMble BO3MOXKHOCTH:
— coznanue ¢ nomoinbio [IpoBonurka OC Windows;
— aBTOMAaTHYeCKOe CO3/IaHue HOBOTO (aiia TP 3aIyCKe PUJI0KeHHSsI;

— CO3JJaHHEe HOBOI'O (1)8171]18 N3 KOMdHIHOI'O MEHIO ITPpUJIO>KEeHNs.

4.6.2 OTkpeITHE daiinoB

[TonnepxuBaemMble BO3MOXXHOCTH:

— OTKPBITHE CYIIeCTBYIOIeH ITpe3eHTaluy;

— OTKpBITHe ¢aila C IOMOUIBI0 IlepeTaCKWBaHUS JOKYMEeHTa WU ero sIpyiblka U3 OKHa (paijIoBOro
MeHeJ[)kepa OllepallMOHHOM CUCTeMBI B OTKPBITOE OKHO IIPHJIOXKEHUS;

— aBTOMaTU4ecKas KOHBepTalus IpY OTKPLITUM ¢aitsioB popmaTa PPT B popmar PPTX;

— OllOBellleHWe TIPU OTKPBITUM (aiyla, C KOTOPbIM B JIaHHBIA MOMEHT paboTaeT Ipyrou
I10JIb30BaTeJIb;

— CO3/laHue pe/lakTUpyeMol KoK ¢aiila, OTKPBITOIO B peXXHMe IIPOCMOTPa;

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

®opmarsl PPT u PPTM oTKpeIBatOTCS B peXXviMe pelakTUPOBaHUS.

— OTKpPBITHE B PeXKMMe pelaKTUPOBaHUs GaiyioB co CBOMCTBOM « TO/bKO isl YTeHus» Tpy paboTe
o mpotokory WebDAV;

— OTKpBITHE B peXuMe pelaKTUpOBaHUS (aljIoB, yXe OTKPBITHIX B TpuioxkeHuu PowerPoint
npu pabote B OC Linux;

— MpOBepKa JOCTYMHOCTH daiia Jisl peIaKTUPOBaHUS;

— OTKpBbITHe ¢aiiyia U3 CIIMCKA HeJaBHUX JOKYMEHTOB;
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— BeJleHWe CIIMCKa HeJlaBHUX JOKYMEHTOB JIJIsl JIOKAJbHO XPaHSIIUXCS (paiyioB M Jijid 00Ja4HOTr0
XPaHWIUILG;

— OYMCTKa CIIMCKa HeJlaBHHUX JOKYMEHTOB.

4.6.3 BoiBo Ha meyaTnb

[Topnep>xviBaeMble BO3MO>KHOCTH:

— OTIpaBKa Ha IleyaTh Oe3 Bxojia B puiioxkeHue npu pabote B OC Windows;

— OTIpaBKa Ha Te4YaThb U3 IPUJI0XKeHHS;

— IpeJJBapUTeNIbHBI [IPOCMOTP Ilepei IevyaTbio C BO3MOXHOCTbIO M3MeHeHHs MaciiTaba

0TOOpakeHUs! U NepeKII0YeHUs] MeXAy CJIaijaMu.

4.6.4 3amura maposem
[Tonyep>xuBaeMble BO3MOXKHOCTH:

— YCTaHOBKa, U3MeHeHUe U yJlalleHre MapoJis JIjIsl OTpaHWYeHUs 10CTyIa K $aniy.

4.6.5 Coxpanenue ¢aiiyioB

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— COXpPdHeHHe TeKyIlero cbafma WJIN eTro KOIIMHW B OJWH W3 IoAJepPKrMBdeMbIX CbODMaTOB;

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

— aBTOCOXPaHeHHe pPe3epBHBIX KOMUH /Jis BceX (aiiyioB, OTKPBITHIX B PeJIJaKTOPE;

— aBTOBOCCTAHOBJIEHHe (HANIIOB, XPAHAIIUXCS JIOKAJIBHO;

— HaCTPOMKA YaCTOThI aBTOCOXPAHEHUs B MUHYTaX;

— WH/IMKAIWS COXPAaHEeHWS;

— OTKJTIOYeHMe Pe3epBHOT0 KOMMMPOBAHMUS ISl OTKPHITHIX (HaNIoB;

— MPOCMOTP MYTH K MeCTy XpaHeHHWs pe3epBHBIX ailyIoB C BO3MOXXHOCTHIO KONMHPOBAHUS ITyTH
B Oydep obMeHa;

— OTKpBITHe, COXpaHeHue WM yJlajleHre pe3epPBHBIX KOIUM U3 IPUII0XKeHUSI.

4.7 Pabora co ciaiimaMu

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

— CO3[laHHe CJIAMI0B C MCII0JIb30BAHWEM MaKeTa I10 YMOJIT9YaHHIO;
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— CO3/]aHMe CJIAN/IOB C UCIOJIb30BaHHEeM BbIOPAaHHOI'O MaKeTa;

— IyOJIMpoBaHKe CIaia;

— CMeHa MakKeTa CJlana;

— IepeMellleHue CJIaia;

— U3MeHeHHe MaciliTaba oToOpaXkeHUs cilakjia B paboveit 001aCcTH peJlakTopa;

— OBICTpOe TepeKIIoUeHre MeXJy CJlailaMd C TIOMOIIbIO KJIABHIII KJIAaBUATyphl WJIM KOJIeCHKA
MBIIIIY;

— CKpBITHe U 0TOOpakeHue CIIai/IoB;

— KOIIMPOBaHUe CIAlJIOB My [Ipe3eHTalusIMHU;

— 3aJIMBKa CJIai/ia CIUIONTHBIM I[BETOM WJTH U300pakeHreM;

— yIaJleHUe CJlaiza.

4.8 Pabora c TekcTrom

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

— dBTO3dMeHad ,I[eq)l/lca Ha THUpe C BO3MO>XHOCTBIO OTMEHBbI;

— aBTO3aMeHa KOMITbIOTePHBIX KaBbluek ("'") Ha ¢paHIly3CKHe KaBBIYKH («») C BO3MOXKHOCTBIO
OTMEHbI;

— oTOOpakeHue HelleyaTaeMbIX CHMBOJIOB;

— cMeHa mpudTa U ero pasmepa;

— [IpUMeHeHWe pa3JInYHbIX BapUaHTOB OQOpPMIIEHMS] TeKCTa: MOJIy>KUPHBIM MIPUPT, KypCHUB,
MOYEPKHYTHIM TEKCT, TEKCT TOJbKO MPOMUCHBIMUA OYKBaMU, 3a4EPKHYTHIM TEKCT, TOJCTPOYHbIN
U HA/ICTPOYHBIN TEKCT;

— BBIOOD 11BeTa mpUdTa;

— BblleJieHue ¢parMeHTa TeKCTa I[BeTOM II0 BbIOOPY, M3 CTaHAAPTHBIX I[BETOB WM JIeCATH
MOCJIe/THUX I[BETOB;

— BbIPaBHMBAHHe TeKCTa BHYTPU 00beKTa 110 TOPU30HTAIM U TI0 BePTUKAIH;

— BBIOOP MpeAyCTaHOBJIEHHOTO WX 33JJaHue MPOU3BOJIbHOTO MEX]TyCTPOYHOTO UHTEepBaa;

— BBIOOP MEXXCHMBOJIBHOT'O UHTEpPBaJa;

— ouKcTKa popMaTUPOBAHUS BCErO TeKCTa B PaMKe WK BbIJIeJIeHHOTO ¢pparMeHTa TeKCTa;

— co3[JaHMe MapKUPOBAHHbBIX, HyMEpOBAaHHBIX U CMEIIAaHHbIX CIIMCKOB;

— [IpUMeHeHue CTUJIAI K CITUCKY;

— N3MeHeHHe YPOBHS BJIOXKeHHOCTH 3jieMeHTa B CIIMCKe;
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— npeobpa3oBaHue CIIMCKa B TEKCT;

— BCTaBKa, pefJaKTUPOBaHVe U yZajleHue CChUIKA Ha Beb-pecypc, ajpec 3JeKTPOHHOM IIOYTHI WK
BHEIITHUM JIOKYMEHT;

— yZajleHne HeCKOJIbKUX CChIJIOK OJHOM ollepaluel;

— BCTaBKa CIlellMallbHbIX CUMBOJIOB;

— NpoBepka opdorpaduy ¥ rpaMMaTHKY;

— nobaBiieHue CJI0B B CJIOBaph U yJlalleHue CJIOB U3 CJI0Baps;

— INOoAK/IT0YeHrne CTOPOHHHUX CHOBapeﬁ.

4.9 Pabora c n300pazkeHUSIMH

ITopnep>xriBaeMble BO3MO>KHOCTH:

— BCTaBKa u3obpaxeHus U3 Oydpepa oOMeHa WM U3 yKa3aHHOI'O MeCTa;

— IlepeMellleHHe M300pakeHHsl IlepeTaCKMBAHMEM MBIMIBI0 M C ITOMOIIBIO KJIABHII YIIPaBIIEHUS
KypCOpOM;

— M3MeHeHMsI pa3Mepa U300paskeHHsl C COXpaHeHHeM IPOTIOPIHi 1 6e3 COXpaHeH!s TTPONOPIUH;

— M3MeHeHHe MO3UINU U300pa’keHHs] OTHOCUTENIBHO IPYTMX 00BEeKTOB Ha ClIanze;

— BBIOOP I[BeTa KOHTYPa M300pa)keHMsI U3 IIBETOB TeMbl, CTAHAAPTHBIX I[BETOB, [IOCIEIHUX I[BETOB;

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

— KONIMPOBaHMe I1BeTa KOHTYpa U300paXkeHHs C TOMOIITBIO ITUIIETKY;

— BbIOOP TOJIIMHBI U THIIA IMHUU KOHTYPa N300pakeHus;

— yIajeHrs KOHTYpa U300pakeHus;

— ouucTKa ¢GOpMaTUpPOBaHUsl H300pakeHHs1 (KpoMe HACTpoeK I[BeTa 3aJIMBKM U KOHTypa

n3obpakeHus).

4.10 Pabora c purypamu

[Tonnep>xruBaemMble BO3BMOXXHOCTH:

— BCTaBKa JINHUH, GUTYD, TeKCTOBBIX TOJIEH;

— nepemelileHue GUIypbl IepeTaCKUBaHWEM MBIIIBI0 M C TIOMOINBIO KJIABHMI YIIPaBJIeHUs
KypCOpOM;

— “3MeHeHMsI pa3Mepa GpUryphl C COXpaHeHHeM IPOIopIUi U 6e3 COXpaHeHusl MPOIOPIUH;

— WU3MeHeH e [UIMHbL U YTJld HaKJIOHA JINHUU;

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 67



— 3ayiiBKa ¢oHa PUTypbl I[BETOM W3 CTAHJAPTHBIX IIBETOB WJIM [AECSITU IOCIeJHUX IBETOB,
WJTY M300pakeHneM;

— yJlaJieHWe 3aJIMBKU pOoHa PUTYPHI;

— BBIOOD I1BeTa KOHTYpa PUIyphbl U3 IIBETOB TeMbl, CTAHJAPTHBIX 1IBETOB WJIM JECSATH MOCIeqHUX
I[BETOB;

— 3ajlaHue I[BeTa KOHTypa GpUTyphl BPy4HYIO;

— KOIMPOBaHHUe 11BeTa KOHTYpa GUTYPHI C IOMOIIBIO MTUIIEeTKY;

— BBIOOP TOJIIIMHBI ¥ TUIA JIMHUU KOHTYpa QPUTYPHI;

— yAaneHus: KOHTypa QUrypsl;

— BBIOOD 1IBeTa JIMHUU U3 I[BETOB TeMbI, CTAH/IAPTHBIX [[BETOB WJIU AECSITH MOCJIeJTHUX IIBETOB;

— 3aJlaHye I[BeTa JIMHUU BPY4YHYIO;

— KOIIMPOBaHMe IBeTa JIMHUU C TIOMOIIbIO TUIeTKY;

— BBIOOP TOJIIIMHBI U TUIIA JINHUY;

— cOpoc HaCTpoeK CTUJIsl TMHUY;

— BBIOOP THUIIAa HAKOHEYHUKOB JINHUHY;

— ouucTKa $OpMaTUPOBAaHUS (GUIYPbl M TEKCTOBOrO IMOJsl (KpOMe HACTpPOeK IIBeTa 3aIMBKU
Y KOHTypa QUTyPBbI);

— WU3MeHeHu e IM03UIHUU JIMHUHU OTHOCHUTEJIbHO JAPYTrUX 00BEeKTOB Ha cliauje.
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4.11 Pabora c Tabuaumamu

[Tonnep>xruBaemMbie BOZBMOXKHOCTH:

— BCTaBKa TaO/IMIIBI C 33/IaHHeM KOJIMYecTBa CTPOK M CTOJIOI[OB BPYYHYIO WJIM rpadpruecKy;

— M3MeHeHUsI pa3Mepa TaOJIUIIbI C COXpaHeHWeM IMPOTIOPIUA U 6e3 COXpaHeHHs TPOIMOPITUH;

— “3MeHeHUe TO3UIIMK TabJUI[bl OTHOCUTENIBHO IPYTHUX 00BbeKTOB Ha Cllanjie;

— MepeMellleHHe TaOJUIBI [TepeTaCKUBAaHWEM MBIIIBI0 M C TIOMOINbIO KJIABUII YITPABIIEHUS
KypCOpoM;

— BBIOOD BCeil TabJUIIbI, OTIEeLHOTO CTOJIOIA WK CTPOKY;

— BCTaBKa U y/iaJieHue CTPOK U CTOJIOIOB;

— U3MeHeHMe pa3Mepa CToOIa WKW CTPOKH IepeTacKUBAaHUEM MBIIIbI0 32 TPAHUITy WM BBOIOM
3HAYeHUH BPYYHYIO;

— 3aJlaHHe TOYHOTO pa3Mepa siueeK BBOJOM 3HaUYeHUH BPYYHYIO;

— oObeIuHEeHMe siueeK 1 pa3be/liHeHre 00beIMHEHHBIX sS4eek;

— BBIOOp I[BeTa 3aJIMBKU S'9eeK U3 IBETOB TeMbl, CTAHJIAPTHBIX IIBETOB WM JIeCATH MOCJIeTHUX
I[BETOB;

— 3aJlaHMe I[BeTa 3aJIUBKU sS'YeeK BPYUHYIO;

— KOIIMPOBaHMe 11BeTa 3aJIMBKU siueeK C IIOMOIIIbIO UIIeTKHY;

— 3aJIMBKa siYeeK [BeTOM WK U300pakeHreM;

— BBIOOP KOHKPETHBIX I'PaHUI] sS'9eeK JIJIs 3a/IaHUsI TapaMeTpoB;

— BBIOOp TUIIA JIMHUY TPAHMUII STUEEK;

— BBIOOp 1IBeTa TpaHMI] siueeK M3 I[BeTOB TeMbl, CTaH/JAPTHBIX IIBETOB WU HECSITU MOCJIeqHUX
I[BETOB;

— 3aJlaHye I[BeTa IPaHMUI] siueeK BPYUHYIO;

— KOIMPOBaHMe 11BeTa TPaHUI] sSiYeeK C MOMOIIbIO MTUTIeTKY;

— O4YHMCTKa popMaTHPOBaHUS CTOJIOIIOB, CTPOK U BCEM TabOJTHUIIbI;

— IIOBOPOT TeKCTa B siuelike Tabsuiel ¢ marom 90°.

4.12 PaboTa c quarpaMmmMamu

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

— BCTaBKa JiMarpamm u3 0ydepa oo6MeHa B BUjie U300pakeHusl.
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4.13 Pabora Cc HeCKOJILKUMH 00BLeKTaMu

[Tonnep>xruBaemMbie BOZBMOXKHOCTH:

— BbIOOpP HECKOJIbKMX OOBEKTOB U TPy OOBEKTOB OJJHOTO WJIM Pa3HOTO THIIA TTOC/Ie0BATEIbHBIM
CrIoco60M | TIpH BbIJIeJIeHUH paMKOM;

— IIBa peXwWMa BbIOOpPA HECKOJIBLKUX OOBEKTOB TIPH BBHIJIEJIEHUHM PAaMKOH B 3aBHCHUMOCTU
OT HaIpaBJ/IeHHs BBIJIeJIeHUs: BKIIIOUeHHe OObeKkTa IMpH MOMaJIaHhKd ero 4aCTW BHYTPb PaMKH
Y BKJTFOUEHUe TIPH MOTaJJaHAH BCETO 00'beKTa BHYTPb PAMKH;

— MpUMeHeHHe CJelyIoNX HacTpoek ¢bopMaTHUPOBaHUS Cpa3y KO BCeM BbIIeJIeHHBIM 0OBHeKTaM:
3aJIMBKa IIBETOM WJIM U300pa’keHueM, HaCTPOHKA KOHTYpa GUTyphI, BEIOOP THIIA CTPEJIKY;

— MpUMeHeHWe CJIeAYIONIMX OIepalyuid Cpa3y KO BCEM BBIJEIEHHBIM OOBeKTaM: IepeMelrieHue,
M3MeHeHHe pa3Mepa, U3MeHeHHe MO3UIHNY, KOTIMPOBaHUe, BhIpe3aHue, BCTaBKa U y/laJleHue;

— MpUMeHeHHe CJIeyIOINX Olepalyii K BhIOPAaHHBIM OObeKTaM BHYTPU TPYIIIbL: MepeMelrieHue,
M3MeHeHHe pa3Mepa, U3MeHeHHe MO3UINY, KOTIMPOBaHUe, BhIpe3aHue, BCTaBKa U y/laJlleHue;

— CPYIIUPOBKA OTMEIbHBIX OOBEKTOB, OTMENbHBIX OOBEKTOB U TPYIIIbLI OOBEKTOB, HECKOJIbKUX
TpyII 0ObEKTOB B e[IMHBIN 0OBEKT;

— MpUMeHeHWe CJeyIoNMX ofepaluil K Tpymmne 00beKToB: $opMaTHpOBaHUe, IepeMelrieHue,
M3MeHeHHe pa3Mepa, U3MeHeHHe MO3UIHNY, KOTIMPOBaHUe, BhIpe3aHue, BCTaBKa U y/lajleHue;

— ¢popmartupoBaHMe, BbIpe3aHUe U KOMMPOBaHKe BEIOPAaHHOTO BHYTPU TPyl 00HEKTa;

— pa3rpymnIHupoBKa 0OHEKTOB.

4.14 IIpaBka conepxumMoro

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— OTMeHa I10CJIeIHer0 BBIITOJIHeHHOT'O JIeHCTBUS;

— MOBTOP OTMEHEeHHOT'0 JIeHCTBUS;

— BbIpe3aHMe U KOIIMpOBaHUe cJiaijia B 0ydep o6MeHa;

— BbIpe3aHue 1 KOIMPOBaHKe JIaHHBIX U3 ITpe3eHTaluu B 6ydep oOMeHa;

— BCTaBKa CJIai/ia B Ipejiesiax TeKyllel Ipe3eHTalluy;

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

— BCTaBKa [JlaHHBIX M3 Oydepa oOMeHa B TIIpe3eHTAllMI0 C COXPaHeEHHWEM MCXOAHOIO
dbopmaTrpoBaHus U 6e3 COXpaHeHHs;

— MOJiiep>KKa paciiMpeHHOro 6ydepa obMeHa MakcHMasbHOro pa3Mepa B 10 coToB;

— BCTaBKa COJEP>KUMOr0 U3 BEIOPAHHOIO CJI0TA B paciimpeHHoM Oydepe oOMeHa.
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4.15 JlemMoHCTpamus npe3eHTauu

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— TMOJJIepKKa JIBYX PEKUMOB JIeMOHCTPAIIMK: 0OBIYHOTO U peXXrMa JJOKJIaTINKa;

— JIeMOHCTpaIus Tpe3eHTall|i, XpaHIIUXCs JIOKATbHO U B 00JIaKe;

— 3aMyCK JIEMOHCTpPAIIUH C MIePBOr0 WUJIM TEeKYIEero Cllaia;

— MepeKJTIoYeHre MeX/Iy CJIalIaMu C IIOMOIIBIO MBI, KJIIABUATYPhl M KHOTIOK MOJTb30BATeIbCKOTO
uHTepdeiica;

— aBTOMAaTHYeCKUH PeXHUM IepeKTIOueH sl CJIaiIOB C HACTPAaWBAaeMbIMHU NTapaMeTpaMU: BpeMeHeM
0TOOpakeHUs KaXkJIOTO CJlaii/ia, BKIIIOUEHHe VI OTKJII0UeHHe ITUKIINIHOCTH;

— oTOOpakeHue MaHeJy CJIAN/IOB TIPU IEMOHCTPAIUH ISl OBICTPOTO Mepexojia K Hy>KHOMY CJIaiy;

— pexxuM HOKYCHUPOBAHUS Ha OJJTHOM MJTM HECKOJIbKUX BBIJIeJIeHHBIX Ha CJIakie 00beKTax;

— BKJIIOYEHHE U OTKJIFOUeHHe BUPTYaIbHOM yKa3KK C BO3MOXKHOCTBIO BHIOOPA €€ THTIa;

— BKJIIOUEHHe U OTKIItoueHue 3¢ dexTa mepexoa Mexay CiaiamMu;

— MepeKJTI0YeHre MeX/Ty OCHOBHBIM U JIOTIOJTHUTEIbHBIM MOHUTOPAMH B PeXKHUMe JIOKJIa/TIHKa;

— IMepekyIIoYeHre Mexay UHTepdelcoM 3KpaHa JIOKJIaJuuKa U MHTepdeiicoM 0OBIYHOTO pexXuma
JIeMOHCTpaIIUY;

— INPHUOCTAHOBKA EMOHCTpPAIIUH C II0Ka30M ‘lépHOFO SKpdHd BMeCTO TeKyIlIero cllanpga.

4.16 Pabora B o0/1ake

[Tonnep:xrBaeMbie BO3MOXKHOCTHU:

— BXOJ1 B 00J1aUHY10 YUETHYIO 3alIMCh U BBIXOJ] U3 Heé B IPUIIOXKEeHUH;

— aBTOMAaTHU4YecKasl aBTOpPU3allvsl B 00IaKe P MOCIIeqYIONIUX 3alTyCKax IPUWIOXKeHUS;

— OTKPBITHE, TTPOCMOTP, PellaKTHpPOBaHWe U coxpaHeHue ¢aioB ¢popmata XODP, xpaHsmmxcs
B 00Jiake;

— CO3/1aHMe JIOKAJIbHOM Komuu aiiyia U3 001aKa;

— co3aHue ¢aiiia Wid NManky B 06J1ake U3 MPUIOXKEeHNs;

— 3arpy3ka ¢aiiia B 06J1aK0 U3 IPUIIOXKEHUS;

— CKaYMBaHHUe Marku WK ¢aiia U3 06J1ako Ha KOMITbIOTEP U3 MPUJIOXKEHHS;

— yaaneHue ¢aitsia B ob1ake U3 IPUI0XKeHNUS;

— BOCCTAaHOBJIeHHe ITalIKHh WX q)afma 13 KOP3UHLI B obmake 13 IIPUIOXKEeHUS

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' UMWy, 2013-2024 71



— MpeJlOCTaBJIeHUe JOCTYIla, U3MeHeHHWe YPOBHS JOCTyIla U yJAajleHHWe IIpaBa JOCTyNa K ¢auiry
B 00J1aKe U3 MPUJIOXKEHHS;

— CO3/IaHWe U COBMeCTHOe pefakThpoBaHue ¢aiiyioB B popmate XODP o/iHOBpeMeHHO C JIpyTUMHU
II0JIb30BaTeJISIMU;

— TI0Ka3 JIPYTUX MMOoJIb30BaTeliel, paboTaloluX B JaHHBIM MOMEHT C (ailyioM B 00Jiake;

— oTOOpakeHre MPaBOK B Ipe3eHTalluu IIPU COBMECTHOW paboTe B peXkuMe peajibHOI'0 BpeMeHU;

— BO3MOXHOCTb 0TKa3a OT IIPe/I0CTaBJIEHHOTO JI0CTYIA K ¢ainy B objake U3 MPUIOXKEHHS;

— aBTOMaTHUYeCKOe UCKIII0YeHe HeaKTUBHBIX I10JIb30BaTesIeu.
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5 «PEIAKTOP IIPE3EHTAITUI»

5.1 SI3pikoBas moaepxKKa

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

— JIOKAJIM3dalIlUX HAa PYCCKOM U AHTJIMKACKOM SI3bIKaX.

5.2 ®opmaThl JOKYMEHTOB

[Tonnep>xuBaeMble BO3MOXKHOCTH:
— OTKpBITHE U coxpaHeHue ¢aitnioB B popmartax PPT, PPTX, ODP;

— skcnopt B PDF.

5.3 Ilonb30oBaTeIbCKUI HHTEpQeric

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— PeXXUMBI IIPOCMOTPA: PEXUM PUCOBAHUS, PEXUM IIPUMEYaHUN, PEeXUM CTPYKTYPbI, PEXUM
TEe3UCOB, COPTUPOBIIUK CJIAU0B, PEXXUM AeMOHCTPaLUY.

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

— O0KOBas MaHeJIb C KHOIKAMU Tlepexo/ia K MaHeJIsIM HaCTPOeK;

— CTpPOKa COCTOSiIHUS C WHOpMalWer O cjakjie, MMeHU MacTep-Clanjia, TeKyllhe KOOPJIWHATHI
Kypcopa B paboueii 00/1aCTH, pa3Mepbl 3alI0JIHUTEJIs], UHIUKATOP COXPAHeHUs!, BLIOPAHHBIN SI3bIK,
WHCTPYMEHThI U3MeHeHH s MacIlTaa;

— BbI30B BcTpoeHHOW HTML-cripaBky.

5.4 [leficTBus C QaiiytamMu

5.4.1 Co3nanmue ¢aiiioB

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.
— CO3JaHHe HOBOH Ipe3eHTalqu U3 BCTPOEHHBIX I_Ha6JIOHOB;

— CO3[1aHWe HOBOU Ipe3eHTallhK M3 I10JIb30BaTeJIbCKHUX 11abJIOHOB.
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5.4.2 OTkpsiTHE DailyioB

[Tonnep>xuBaeMble BO3BMOXKHOCTH:
— OTKPBITHE TIPe3eHTallly, XPAHSIIeNCs JIOKAJIbHO;
— OTKpBITHe TIpe3eHTalluy, XpaHsIeics Ha ylaJleHHOM cepBepe;

— BeJleHre CIIMCKa HeJaBHUX NOKYMEHTOB C BO3MOXXHOCTBIO OUMCTKHU CITMCKaA.

5.4.3 BeIBog Ha meyaTthb

HOI[}Iep)KI/IBHEMbIe BO3MO>XHOCTH:
— I1e4aTh OTAEIbHbIX CIAMIOB;

— BBIBO/I HA 11€4dTh HEOT'PAHUYEHHOT'O Y1CJIa KOIIHM JOKYMeHTa,

— I1eyaTh BCeX CJIaUIOB Ipe3eHTallvy, Jralla30Ha CJ1aiI0B, BBIAEIIEHHOI'O (bpaI‘MEHTa, HeCKOJIbKHUX

CJ1Ai/IOB HA OJHOM JIHCTE;
— JIBYCTOPOHHSISI [1e4aTh;

— IevyaTh B BUJle OPOIIIOPHI.

5.4.4 3amura
[Tonnep:xuBaeMbie BO3MOXKHOCTH:

— 3dllIUTa JOKYMEHTA I1dpOJIieM;

— MoJiep>kka IIUPPOBOM MOJIIHCH.

5.4.5 Coxpanenue ¢aiisioB

HOHHQP)KI/IBaeMbIe BO3MO>KHOCTH.

— COXpPdHeHHe TeKyIlero cbafma WJIN ero KOIIMHW B OJWH W3 IoAJepPKrMBdeMbIX CbODMaTOB;

— skcnopT B PDF-daiin B oquu U3 nogaepxxruBaeMbix GOpMaToB;

— aBTOCOXPaHeHVe pe3epBHBIX KOIU;
— aBTOBOCCTaHOBJIeHHe (HaNJIOB, XPaHSIIUXCS JIOKAJIbHO;
— HaCTpOMKa 4aCTOThl aBTOCOXPAaHEHMs] B MUHYTaXx;

— OTKJIIOYeHHe pe3epBHOI0 KOIIMPOBAHMUSI.
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5.5 IIpaBku

HOJ:[}IEP)KI/IBHEMBIE BO3MO>XHOCTH:
— OTMeEeHa MOCJeJHero BhIIIOJIHEHHOI'O JeMCTBUS;

— INIOBTOpP OTMEHEHHOI'0 IenCTBHUSI.

5.6 PaboTta co ciaiimamu

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— BCTaBKa U yJajieHue Clanja;

— M3MeHeHUe qu3arHa ClIan/a;

— CcOo3[laHMe U peflaKTUpoBaHMe 00pa3IoB (MaKeTOB) CJIAWJOB, B TOM YHCJIe C BO3MO>KHOCTBIO
3a/1aHusi GOHOBOTO U300pakeHus JIJIsl BCeX MaKeTOB CJIAi/IOB;

— TIO/IJIepKKa CKPBITHIX CJIAl/I0B;

— IlepeuMeHOBaHue CIIaUI0B;

— U3MeHeHHUe 110CJ1eI0BaTeIbHOCTY CJIalJI0B B IIpe3eHTaluu;

— IepeMellleHMe CIIaiI0B Ha HOBOE MeCTO B IIpe3eHTallvy;

— CO3/laHMe aHUMHUPOBAHHBIX [1epexOJI0B MeXAy CJllaifjaMu C 3a/laHueM 3BYKOBBIX 3(¢eKTOB
nepexoa, IJIMTeIbHOCTH Iepexo/ia U COOBITHS, 110 KOTOPOMY HACTYIIaeT Iepexo/;

— n3MeHeHHe 3¢deKTa CMeHbI Ci1aljia Jyisl Ciieyollero BbIOPAHHOTO Cilaiia WK KaX/I0To Ciaiaa
B IpyIIIe;

— CMeHa CJIaKZIOB B YIIPaBJIsIeMOM II0JIb30BaTesieM peskrMe MO0 aBTOMAaTH4YeCckKH uyepe3 3ajlaBaeMble
BpeMeHHBbIe IIPOMeXYTKHU;

— HaBUTalUs MeXy CllanfiaMu;

— IIpUMEeHeHue CTUJIeH;

— pabota ¢ MacTep-ciiaiilaMu U CTUJISIMU;

— HACTPO¥Ka ITapaMeTpOB CIIAaif0B;

— BCTaBKa U HACTPOWKaA I10JIel;

— MOJIep>KKa Pa3IMuHbIX POPMATOB CJIAM/IOB;

— M3MeHeHMe OpYeHTalluy CJIAaNIoB: ajlbOOMHasl, KHHKHA;

— aBTOMAaTHU4YecKasi HaCTPOMKa 3JIeMeHTOB CJlakjia ocje u3MeHeHus: Gopmara;

— BCTaBKa HOMepa cJjlaila B KOJIOHTUTYJIbI C BO3MOJKHOCTBIO YyKa3aHHWs IIOJIOXKEHUsS HOoMepa

¥ I'OPU30HTAJIbHOTO BBIPABHUBAHWA OTHOCUTEJIbHO IIeHTpd cllanja;
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— BCTaBKa U peJaKTUPOBaHKe KOJIOHTUTYJIOB;

— Cco3/1aHre 0coO0ro KOJIOHTHUTYJIA JIJIsl IePBOTO CJIAW/IA;

— BCTaBKa U HAaCTpouKa 3pPeKTOB aHUMaIlUH;

— CO3/laHMe aHMMHUPOBAHHBIX 3GGEeKTOB Uil 3JIeMeHTOB CJIaW[oB C 3ajjaHueM 00JacTH,
IUIUTEJIbBHOCTY U U3MEeHEeHUs NOPsIKa aHMMaIlUU 3JIeMeHTOB.

— CO3[aHue NIpYMeYaHUu K Clauiam;

— BO3MOXHOCTb BBOZIa KOMMeHTapHeB (IIpUMeyaHusl) K CIIany;

— HaJIMYMe WHCTPYMEeHTa ISl CO3[IaHMUSI PYKOIIMCHBIX KOMMEHTAapueB B pexuMe AeMOHCTpPAlUU
CIal/IOB, C HACTPOMKOM TONIIMHBI JIMHAA W BO3MOXHOCTBIO YIAJeHUs! BCeX BHECEeHHBIX

H3MeHeHUH.

5.7 PaboTta ¢ TekcTom

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— 3a/laHre OUHAPHOTO0, MIOJIyTOPHOTO, IBOMHOTO MeXAYCTPOYHOI'O0 MHTEepBajla, TOUHOIO 3Ha4YeHUsl
MEX]1yCTPOYHOT'O UHTepBaa;

— 3HaueHMe MeXIyCTPOYHOI'0 WMHTepBajla II0 MHOXXWTEII0 W MeXAYyCTPOYHOI'O MHTepBaja THUIIA
MUHUMYM;

— 3a/laHre OTCTYyIIa IepBOU CTPOKH;

— 33/laHre HHTepBajla Iepell U Tocje ¢$parMeHTOB TeKCTa, Tabiul], 0OBEeKTOB IOCPeACTBOM
yKa3aHWs 3HaueHUsl MHTepBaJa;

— “3MeHeHHe IpUdTa IyTeM BbIOOPA U3 CIIMCKA YCTaHOBJIEHHBIX MIPUTOB;

— M3MeHeHHe HauepTaHus mpudTa: MOIyXKUPHBIN, KYPCUB, IOJUePKHYTHIN, 3a4epPKHYThIN;

— “3MeHeHHe pa3Mepa U I[BeTa MpUPTa;

— BbIOOp THIA JIMHWM ITO[{YepKHBAaHUS M3 Habopa IpefonpesesieHHbIX C BO3MOXXHOCTBIO 3aaHHUS
1[BeTa OJYepKUBAHUSI;

— 3a/laHre MeXX3HaKOBOI'0 MHTepBaja: OYeHb IIJIOTHO, IIJIOTHO, OOBIYHO, CBOOOHO, O4eHb IIUPOKO,
IIPOM3BOJIBHO;

— MoJiiep>kKa CIeITUaJIbHbIX CUMBOJIOB;

— BCTaBKa Hepa3pbIBHOI'O Ipo0esia, JJIMHHOTO THWpe, Hepa3pbhlBHOTO Aeduca, MapHBIX KaBbIUeK,
CHMBOJIOB BaJIIOT, MaTeMaTUYeCKUX CUMBOJIOB, CHMBOJIOB I'Pe4ecKkoro ajadaBuTa;

— aBTOMaTHYeCKasl 3aMeHa IMPSIMbIX KaBbIUueK Ha MapHbIe;

— HaJIMuue CIlelluajibHOM BCTABKH;
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— M3MeHeHMe IIBeTa 3aJlMBKM IIyTeM BbIOOpa M3 Habopa CTaHIAPTHBIX LIBETOB WJIM IOCPeICTBOM
BbIOOPA I1BeTa U3 CIeKTPa;

— KOIIMPOBAaHKe TeKCTa, 0ObeKTOB U3 CTOPOHHUX IPOTrPaMMHBIX IIPOJYKTOB U MeX/ly Pa3Iu4HbIMU
NPOSYKTaMHU, BXOJSIIMMU B OPUCHBIH [TaKeT, U BCTaBKa B PeIakTOp [1pe3eHTallu;

— TOPU30HTAJIbHOE BBIPDABHMBAHME TeKCTa: IO JIeBOMY Kparo, II0 IIpaBOMYy Kparo, IO IIeHTpy,
10 IIUPUHE;

— CO3[JJaHMe TPaHUI] BbIIeJIeHHOT'O TeKCTa WM ab3ala ¢ HaCTPOWMKOW TOJIIMHEL, I1BeTa, TUIIA JIMHUN
T'PaHUIIBL;

— HaCTpo¥Ka ITapaMeTpoB ab3ara;

— TofJiepXKa rajeper TeKCTOBbIX 3¢ deKTOB;

— dopMaTHpOBaHKe 110 00pasiy;

— IIpUMeHeHMe 3ar0JIOBKOB 110 06pasiy;

— CO3JJaHMe MapKUPOBaHHOIO CIMCKa C HAOOPOM IIpefiolIpe/ieJIeHHbIX MapKepOB;

— CO3[JaHMe MapKHPOBAaHHOIO CIIMCKAa C OIpefielieHeM COOCTBEHHOTO Mapkepa IyTeM 3arpy3Kd
PUCYHKa;

— CO3/laHHe HyMepOBaHHOIO CIIMCKa;

— ompezienienre popmara Mapkepa B HyMepOBaHHOM CITHCKe;

— CO3JJaHHe MHOTOYpPOBHEBOI'O CIIMCKA C BO3MOXKHOCTbBIO U3MEeHeHUs! YPOBHSI TeKCTa;

— ollpefieJleHMe HOBOI'O MHOIOYPOBHEBOIO CIIMCKa C BO3MOXKHOCTBIO OIIpefleJieHHs] 4YeThbIpex
u boJiee ypoBHell ¢ cOOCTBeHHbIMU (OpMaTaMU MapKepoB KaX/I0T0 YPOBHS U 3aJJaHHeM OTCTYyIIa
TEeKCTa [ KX 0ro YPOBHS;

— BCTaBKa U peJJakKTUPOBaHKe TUIepPCChUIOK;

— BCTaBKa TMIIePCCHUIOK C YKa3aHWeM ajjpeca I'MIepCChUIKY U 3aMellalolero TeKCTa;

— aBTOMaruyeckoe Ipeobpa3oBaHMe ajfipeca B CeTW WHTepHeT M ajipeca 3JIEKTPOHHOM IIOYTHI
B TUIIEPCCBIJIKY COOTBETCTBYIOLIEro BU/A;

— TUINEepPCCHUIKY Ha CIJIAM/Ibl U 3/1eMeHTh IIpe3eHTaluy;

— IIOMCK U 3aMeHa 110 COJIepPXKUMOMY [OKyMeHTa;

— IIOMCK U 3aMeHa 3a/IaHHOT'0 TeKCTa 110 TeKCTY I0KYMeHTa;

— BO3MOXKHOCTb ITOMCKA U 3aMeHbI TeKCTa C y4eTOM PerucTpa;

— BO3MOXKHOCTb TIOMCKA YU 3aMeHbl 33[JaHHOI'O TeKCTa, KaK B KaueCTBe 4YacTH CJIOBA, TakK U CJIOBA
1eJIMKOM;

— npoBepKa opdorpadru ¥ rpaMMaTHUKY;
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— nobaBJieHue CJIOB B CJIOBAph U yJjaJlleHre CJIOB U3 CIOBaps;

— INOoAK/IT0YeHrne CTOPOHHHUX CHOBapeﬁ.

5.8 Pabora c u3o0pakeHUAMH

[Tonnep>xuBaeMble BO3MOXKHOCTH:

— BCTaBKa, yJajleHWe, IlepeMellleHUe, U3MeHeHue uzobpaxenuil B ¢popmarax JPEG, JPG, BMP,
PNG, GIF, TIF, TIFF, EPS;

— M3MeHeHMe I10JI0KeHUs] N300paKeHUsI OTHOCUTEJILHO JIPYTUX OOBeKTOB;

— opopmileHHe N300paskeHUH C IIOMOIIBIO TeHH;

— Cco3JjaHue IrpaHull (PaMOK) PUCYHKa C HACTPOWKOMW TOJIIIUHEL, I1BETa, TUIIA JINHUW I'PaHUIIbI;

— HACTpOWKa Pe3KOCTH, SIPKOCTH, KOHTPACTHOCTH, ITPO3PAaYHOCTH PUCYHKA;

— obpe3ka pUCyHKa;

— IepeKpalllMBaHre PUCYHKA B 33JJaHHBIN I[BET.

5.9 Pabora ¢ purypamu u o0beKTaMu

[Tonnep>xuBaemMble BO3BMOXKHOCTH:
— BCTaBKa 00BEKTOB C MOJJIepXXKOM TexHosoruu Drag-and-drop;
— BCTaBKa B CJIalJpl ayAuo U BUJeodailyioB pa3nuyHbIX ¢GOPMATOB /Ji BOCIPOM3BelleHHs

Ipy IEMOHCTPpAIUU TIpEe3eHTdlIUH;

Crnucok  moanepkuBaeMbix  ¢opmaToB  MeauadaniaoB 3aBucut ot  OC

U onpejiesisieTcss HA00poM ycTaHoBileHHbIX B OC KOJIeKOB.

— BCTaBKa 00BeKTOB U GUTYP;

— co3zianue 06bekToB Thna « Haamucey;

— Cco3JjaHue IrpaHull (PaMOK) Ha/IKUCel C HACTPOWKOW TOJIIIUHEL, I1BeTa, TUIIA JINHUW IPaHUIIbI;

— 3aJJaHMe IIPO3PaYHOCTH 3aJIMBKU HOHA HAJIITUCH;

— BbIpDaBHMBAHMe TeKCTa B HAAIMCU II0 BepTUKalIM: II0 BepxHeMy Kparwo, 10 HUXXHEeMYy Kpato,
II0 CepefiviHe;

— BbIpaBHMBAHMe 110 TOPU30HTAJIM: CIIpaBa, CJIeBa, 110 IeHTPY;

— I'PyNIMPOBKa (pa3rpyninyupoBKa) HaAIUMCeH ¢ IPYITMMHU HAAIUCSIMH, GUTYPaMU U JIMHUSIMUY;

— WU3MeHeHU e I10JI0OXKeHHWsI HAJIIMCHU OTHOCUTEJIbHO NPYIUX 3JIEMEHTOB;
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— M3MeHeHMe HallpaBJIeHHUs TeKCTa;

— aBTOMaTUYeCKU 110100p pa3mepa HaAlIUCH;

— BCTaBKa pPacTPOBBIX JIMHUM C BO3MOXKHOCTBIO 3aJaHUs CTPeJIOK B KaueCTBe Havyajla U OKOHYAHUS;

— BCTaBKa pacTPOBBIX GUTYP, PACTPOBBIX GUIYPHBIX CTPEJIOK, PACTPOBBIX BHIHOCOK;

— M3MeHeHMe 0JI0XKeHUs GUTYP U JIMHUK OTHOCUTEJIbHO APYTUX 3JIEMEeHTOB;

— IrpynnupoBKa (pasrpynivpoBKa) GUIyp U JIMHUHY;

— co3zlaHue rpaHul] (paMok) GUIyp M JIMHUH C HAacTPOMKOM TOJIIIMHBI, I[BeTa, THUIA JIMHUU
I'PaHUIb];

— 3aJlaHve TTPO3PaYHOCTH 3aIMBKU (HPOHA PUTYPHI.

5.10 Pabora ¢ TadbaumamMu

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— nobaBiieHue, yiajgeHue U pelakTUpOBaHUe TabJIHII;

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

— peryJvpoBaHUe [ITUPUHBI, BBICOTHI U IPOMEXYTKOB MeXY s4eiikaMu TaOIHIIb;

— aBTOMAaTHYeCKUH 1OI00p BBICOTHI Si9eeK B 3aBUCUMOCTH OT COJIEP>KUMOTO;

— co3maHue rpaHuil (PaMOK) CTPOK, siYeeK C HaCTPOMKOM TOJIIMHEI, I[BeTa, TUIA JIMHUY TPAHUIIb;

— BO3MOXXHOCTb CO3/IaHUSI OTJIEIbHO TPABbIX, JIEBBIX, BEPXHUX, HWKHHUX, BHEIIHUX, BHYTPEHHUX,
TOPU30HTAJIbHBIX, BEPTUKAIBHBIX TPAHUI] TaOIHIIbI;

— U3MeHeHHe I[BeTa sTYeeK;

— 00beIMHEeHNe BBIJIJIeHHBIX sS'9eek TabOIuIIb;

— pasjiernieHre si9eeK TabIUIIbI C YKa3aHUeM KOJIMYeCTBa CTOJIOIOB U CTPOK;

— BepTUKAJIbHOe BbIDABHMBAHME TeKCTa B sYelike: MO BepxXHEMY Kpaw, [0 HUXXHEeMY Kpalo,
TI0 Cepe/IvHe;

— FOpU30HTAIbHOE BhIpAaBHHBAaHHE TEKCTa B sdeiike: MO MPaBOMY Kpalo, MO IIeHTPY, MO JIeBOMY
Kparo;

— “3MeHeHUe 3aJIMBKU GOHA TabITUIIEI;

— 3aJlaHre IPO3PavYHOCTH 3aIMBKU HOHA TAOJIUIIBI.
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5.11 Pabora ¢ amarpammamu

[Tonnep:xuBaeMbie BO3MOXKHOCTH:

— BCTaBKa JIBYyXMePHBIX U TPeXMepHBIX I'PapUKOB U JUarpaMm;

— U3MeHeHUe JJaHHbIX (MCTOYHUKA JaHHBIX) TPadpUKOB U AUarpaMM;

— U3MeHeHHUe [1BeTa psia JaHHbIX;

— OoTOOpakeHHe JiereH bl IMarpaMMbl C 3aIaHUeM T0JI0KeHUs1 JiereH Ibl OTHOCUTEJIbHO uarpaMMBl,
3JIEMEHTOB IMarpaMMbl C HACTPOUKOM TOJIIIUHEL, [1BeTa, TUIlA JIMHUY I'PaHUIIbL;

— 3aJIMBKa [IBETOM 3JIEMEHTOB JUarpaMMbl;

— “3MeHeHHe GpOPMATHPOBAHUS TeKCTa B 06J1aCTU JUarpaMMBbl;

— JlobaBjieHre Ha3BaHUS AUArpaMMBbl;

— IepeMellleHue JiereH ibl, 06JIaCTU ITOCTPOeHUs, HAMMeHOBaHUS AMarpaMMbl B IIpejiesiax 00/1acTy
JIMarpaMMBl;

— nobapJieHue MOANKCeN JaHHBIX C 3a/laHMeM T0JI0XKeHUs TIOJIITUCH TaHHBIX;

— oToOpakeHHe (CKPhITHE) TOPU30HTAJIbHOW U BepPTHUKAJIbHOW OCH;

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

— 33/JlaHUe BepXHel U HWKHeHN IPaHUIlbl OCH, LIeHbI [JeJIeHUsI OCU U eVHUIL U3MEepeHUd;

— oToOpakeHre (CKPBITHE) CeTKH IMarpaMMBbl;

- }106aBJIEHI/Ie JIMHUU TpeHd.

5.12 PaGora ¢ HeCKOJIBKHMH 00BeKTaMu

[TonnepxuBaemMble BO3MOXXHOCTH:

— BBIOOP HECKOJIbKMX O0OBEKTOB M IPyII 00BbeKTOB OJIHOTO WM Pa3HOro TUIIA MOCIefjoBaTeIbHbIM
C110co60M M TIpY BblJIeJIeHUH paMKOH;

— [pUMeHeHHe CJIelyIoIUX HacTpoek ¢opMaTHUPOBaHUS Cpa3y KO BCeM BbljleJIeHHbIM OOBeKTaM:
3aJIMBKa [IBeTOM WM M300pakeHHeM, HaCTPOMKa KOHTypa QUIypbl, BEIOOp THUIIA CTPEJIKY;

— [pUMeHeHHe CJIefyIOUIMX OIlepaldi cpady KO BCeM BbIJeIeHHbIM O0BeKTaM: IepeMellieHHe,
V3MeHeHMe pa3Mepa, M3MeHeHue II03UIUH, KOIIMPOBaHNe, BbIpe3aHre, BCTaBKa U yJjaJlleHUe;

— NpUMeHeHHe CJe[lyIoIIUX Ollepaluii K BbIOPAaHHBIM OO0beKTaM BHYTPU TIPYIIbl: IlepeMellieHHe,
V3MeHeHMe pa3Mepa, M3MeHeHue I03UIUH, KOIIMPOBaHNe, BbIpe3aHre, BCTaBKa U yJjaJlleHUe;

— IPYIIIMPOBKA OT/IEJIbHBIX OOBEKTOB, OTJebHbIX OOBEKTOB U TPYIIbl OOBEKTOB, HECKOJIbKUX

rpymi 06beKTOB B eINHBIN 00BEKT;
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— NpUMeHeHHe CJIelyIoNUX olepaluil K TIpymnne 00beKToB: (opMaTHpOBaHMe, IepeMellieHHe,
H“3MeHeHHe pa3Mepa, M3MeHeHHe MO3UIIMY, KOTIMPOBaHWe, Bbipe3aHre, BCTaBKa U y/1aJleHue;
— ¢popmarupoBaHue, BbIpe3aHHe U KOIMPOBaHKe BbIOPAaHHOTO BHYTPY I'PYNIIbl 00BEKTa;

— pa3rpynnupoBKa 06bEeKTOB.

5.13 lemoHcTpanus npe3eHTallu

[Topnep>xrBaeMble BO3MOXKHOCTH:

— 3aIlyCK JeMOHCTpalLuU C [IepBOr'o WX TeKYIero Claiaa;

— OINIMS aBTOMATU4YeCKOM CMEeHHI CJIak/I0B;

— HacTpauBaeMas JeMOHCTpaLus CIIaiifoB;

— IepeKJIIYeHre MeXy CJIakJIaMU C IIOMOIIBIO MBIIIIH, KJIaBUATYyPhl ¥ KHOTIOK I0JIb30BATEIbCKOTO
uHTepdeiica;

— IepeKJIFDYeHre MeXXTy OCHOBHBIM U JIONIOJIHUTEJIbHBIM MOHUTOPAMH B PeXKUMe JTIOKJIaTIMKa;

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

6.1 YcranoBka 1 00HOBI/IeHHe

[Tonnep:xrBaeMble BO3MOXXHOCTH:
— aBTOMAaTHYeCKasi HACTPOMKaA MOJIK/II0UeHHs aKKayHTa IIOYThl, KajleH/1apei U afjpeCHOM KHUTH;
— UCNOJIb30BaHMEe  KOpHeBOro  cepThuduKara  COOCTBEHHOrO  IleHTpa  CepTUdUKALIUU

JJIs1 TIOJIKJTFOYEHMSI K TIOYTOBBIM cepBepaM 10 rpoTokosiam SMTPS, IMAPS.

6.2 SI3pIKOBas MoJIepPIKKa

[Tonnep:xrBaeMble BO3MOXKHOCTH:
— JIOKaju3alys Ha PYCCKUM, AaHIVIMHMCKUM, (paHIy3CKUK, HWCIIAHCKUH, IOPTYTaJlbCKUN

Y Opa3UJIbCKUM SI3BIKU.

6.3 ABTOpHu3anusa

[Tonyep>xuBaeMble BO3MOXKHOCTH:

— aBTOMaTH4eCcKasi HaCTPOMKa yueTHOU 3amurcu MoiOdwuc npu aBTOpH3anny;

— MoJiIep>KKa KJIaBUAaTYPHBIX KOMaH] B OKHE aBTOPH3alUH;

— Iepexo/ Ha BeO-CTpaHUIly BOCCTAHOBJIEHUS 11apoJIs;

— yBeJIOMJIeHHe O HEBO3MOXXHOCTH TTOJIKITIOYEeHHs K CepBepY;

— BO3MOXHOCTD BbIXO/Ia M3 YUETHOM 3allMCH C COXpaHeHWeM IONKUCH, METOK, MTPaBMI U GUITBTPOB;

— COXpaHeHHe JIOTWHA TI0JIh30BaTesIs Ipy Bxoje B cucremy MoitOdwuc;

— oTOoOpaXkeHHe COXpaHeHHBIX JIOTMHOB BO BCIUIBIBAIOIIEH MMO/ICKa3Ke B OKHe aBTOPH3allNH;

— BO3MOXXHOCTb OYMCTUTH CITUCOK COXPAHEHHBIX JIOTHHOB;

— BCTPOEHHBIM MeXaHW3M 3allliThl OT Tepebopa mapoiis poOOTOM C TECTOM MOJTBEpXKIeHHs
CAPTCHA (anarn. Completely Automated Public Turing test to tell Computers and Humans
Apart).

6.4 YueTHbIe 3a11MCH

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

- HaCTpOﬁKH OCHOBHOTI'O ¥ JOIIOJIHUTEJIbHBIX 3JIEKTPOHHBIX aJpeCOB IJid IIOYTOBLIX SAIUKOB;
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— NOJKJIIOYeHHe  BHEIIHMX  yYeTHbIX 3alMced T1oJib3oBareyis 1o  mpotokony IMAP
Y OIHOBpeMeHHasi paboTa B HECKOJIbKUX MTOYTOBBIX SIIIUKAX;

— MOJIKJII0YeHre y4eTHbIX 3amucedd Mail.ru, Yandex, Outlook.com, iCloud mpu momoru py4HOM
HACTPOWKY MapaMeTpPOB MOJKIII0UEHHUS;

— W3MeHeHUe HACTPOMKU YUYeTHOU 3allUCH;

— COXpaHeHWe HacTpoek Mpoduiis MoJb30BaTesis (OANMUCh, METKH) U IMOYTOBLIX (GUIBTPOB MHPU
BBbIXOJIe M3 CHCTeMbl M X aBTOMaTU4ecKas 3arpy3ka IpH ciie[yolleil aBTOpr3alliy;

— OOHOBJIEHME HACTPOeK CepBepa IIOYTOBOM CHUCTEMBI: KajeHJapb [0 YMOJIYAaHUIO, TMOJIUCH
MOJIb30BaTeNsl, UAeHTUPUKAIMOHHBI HOMep TeHaHTa, GuibTpbl morcka LDAP, undopmanus
B OKHe «O mporpammey;

— KOMaH/1ad ((CI/IHXpOHI/IBaI_[I/IH» IJIsd BbI30Ba OKHA YIIpABJIEHKWA YIETHBIMUA 3allMCAMHA.

6.5 CrnpaBka

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

— CIIpaBKa O MPWIOXKeHUU Ha PYCCKOM U aHIVIMMCKOM $I3bIKAX.

6.6 IIpaBa gqocryma

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— AejierpoBdaHKE ITOYTOBOT'O AIIWKA U ero IalloK.

6.7 PaboTa co crmuckamMu nmmuceM

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— MPOCMOTP CITUCKA MTHUCEM;

— oTobOpakeHre UHGOpMAIMKU 00 OTIIpaBUTeNle, TeMe, 1aThl U ¢Jlarax NUChbMa;

— OTMeTKa TPy U OT/IeJbHBIX JJIEKTPOHHBIX COOOIIEHUN KaTeropusMu C MOMETKOM I[BeTOBBIMU
MapKepaMH, C BO3MOXXHOCTbIO OIpeJle/ieHHs] KaTeroprii II0JIb30BaTesieM;

— [IOMETKH TPYNI W OTJAeNbHBIX 3JIeKTPOHHBIX COOOIEHUN KaK «BaXXHOE», «IIPOYUTAHHOE)
Y «HeIpOYMTaHHOey;

— IepeMellleHue 3JIeKTPOHHBIX COOOIIEeHUI U TPYTII 3JIeKTPOHHBIX COOOIIEHUIN MeXXy MarKaMu;

— BBIOOP HECKOJIbKUX IMCEeM U BHITIOJIHEHHe C HUMU IeUCTBUM OTHOBPEMEHHO;

- HaCTpOﬁKa, BKJIIOUYeHHe M BBIK/IIO9YeHHe dBTOMdTH4YeCKOI'O OTBeTa Hd BCe BXOoJdIlIre ITNMCbMAd,
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— aBTOMaTU4YeCKoe apXMBHPOBaHHe COODIIEeHWM M0 HCTeYeHUHM ONpelelIeHHOTO yCTAaHOBJIEHHOI'O
BpEMeHH;

— oToOpakeHHe U300pakeHUH T0JIb30BaTesIel (aBaTapoB) B CITMCKE IHCEM;

— BO3MOXXHOCTb U3MEHSITh IUPUHY ToJied « Tema» u « ABTOp»;

— BO3MOXHOCTb BKJIFOUYUTb M OTKJIIOYUTh OTOOpakeHHWe aBTOpa, ajipecaTra, KOPPEeCIOHIeHTa,
pasMepa mucbMa, aTbl, BpeMeHH IIOJIy4eHUs] MUCbMa IIOYTOBBIM CepBEpPOM, METOK COCTOSHUA,
HaJIM9MUsl BJIOKEHWM, OOCYyXXJeHuM, duiara, y4eTHOW 3alkCH, CTelleHW BaXXHOCTH, YHCIIa
coob1eHnI B 00CY>XIIeHUH, ITOPSJIKA 10Ty YeHHUs];

— BO3MOXXHOCTb COPTHPOBKM IIMCEM II0 aBTOPY, ajpecary, KOPPeCIIOHIeHTY, pa3Mepy IIMCbMa,
JaTe, BpeMeHU IIOy4YeHUs [IMCbMa IIOYTOBBIM CEpBEpPOM, MeTKaM COCTOSHUS, Haludus
BJIOKeHUH, o0cyxaeHud, ¢iary, y4eTHOM 3alliCH, CTelleHH Ba)KHOCTH, YHCIa COOOIeHUH

B O6CY)K}1€HI/II/I, IMopAKa IIoJIyYeHH .

6.8 Pabora c mankamu u ¢aitiamu

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

— MPOCMOTP MOYTOBBIX MANOK B yUeTHOM 3alIMCH 3JIEKTPOHHOM TIOYTHI;

— co3JlaHMe, llepeMeHOBaHKe, yajleHre TalloK U MOATAIOoK;

— MOUCK U OTOOpaKeHHe CUCTeMHBIX MaloK;

— CMHXPOHM3allMs TalloK MeXy NpUJIoKeHHWeM U CepBepoM IIpU BbI3oBe KoMauzbl «llomyuuThb

COODIIeHULY.

6.9 Pabora ¢ nucbMamMu

[Tonnep:xrBaeMbie BO3MOXKHOCTH:

— MPOCMOTP IOJIy4eHHbIX WU OTIPABJIEHHBIX IIHCEM;

— MOJTyYeHue U OTKPBITHe (3arpy3kKa) OJTy4YeHHOI'O WK OTIIPABJIEHHOTO NMUChMa;

— Cco3[laHMe U OTIpaBKa TeKCTOBOTO TMHMCbMAa C yKa3aHWeM TeMbl U  BO3MOXKHOCTBIO
dbopmMaTUPOBAHUS TEKCTa;

— nobaByieHue BIOXKeHU (HaitioB) K MUCHMY;

— yIaneHue BioXeHU! ($aisioB), paHee J0OABIEHHBIX B TMCbMO;

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

— COXPdHeHHe peJaKTUPyeMOr'o IIMCbMad B Ka4eCTBe YepHOBUKA;
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— BBOJ] a/IpeCOB 3JIEKTPOHHOMW IOYTHI IoJTydaTesei (BKJtoyasi KOIMUIO M CKPBITYIO KOMHIO) NMHUCbMa
¢ orpaxxenueM ux PHUO;

— BBIOOD ajipecoB ToyiydaTelsied (BKJIOYAsi KOMWIO M CKPBITYIO KOIHIO) MHMCbMa M3 TVIOOATbHOU
WJTU JIMYHOUW aIpeCHOM KHUTH MOJIb30BaTesIs;

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

— OTIIpaBKa U MepechbulKa IOYTOBLIX CO0DIIeHN BiloXkeHUsIMU B popmate EML;

— IepechlIKa MMChbMa C IIUTUPOBAHKEM MCXOHOIO ITMChbMa U BIIOXKeHUSIMU;

— CO3[laHMe OTBeTa OTMPABUTEI0 M BCeM MPYIUM TMOJy4yaTesisM IHCbMa C I[UTHPOBAHUEM
HCXOJTHOTO MHCHMa;

— OTMHpaBKa MUChMa IPYyIIIe MojIb30BaTelel (PacChUIKN);

— Npe/IoCTaB/IeHHe OTYeTOB O CTaTyce IuceM (AOCTaBKe WM He[OCTaBKe) OT II0JIb30BaTesied
BHEIITHUX MOYTOBBIX CHUCTeM, IPU YCJIOBHW MOJJEPXKKU JAHHOTO (YHKIIMOHAJAa CO CTOPOHBI
BHeIIIHe! CUCTeME;

— MOMeTKa OT/IeIbHBIX THCeM KaTeropysMHy C IIOMETKOM I[BeTOBBIMU MapKepaMu, C BO3MOXKHOCTHIO
oripeieJieHUs] KaTerOpUii 1oJIb30BaTesieM;

— MOMeTKa OTEJIbHBIX MTHCeM KaK «BaXKHOEe», «IIPOUYUTAHHOE» U «HeITPOYUTaHHOe;

— ¢opMHpoBaHue TeKCTa aBTOOTBeTa M0JIb30BaTesleM;

— MPOCMOTP IEMTOYKH MHUCeM;

— IepeMellleHUe TMCbMA B BIOPAHHYIO MAIIKY;

— BCTaBKa B I10JIe KOMY/KOITHUs CIIMCKa email, pa3eneHHbIX 3amaToM Wik TpobesioMm;

— MaccoBoe KOITMPOBaHKe U3 I0JIsl KOMY/KOIIHS;

— IepeMellleHre aJIpecaToB MeXy MOJISIMU;

— oToOpaKeHWe JaHHBIX, 3aJlaHHbIX dYepe3 cucrteMy butpukc24: dotorpadus IMoIb30BaTENS
(aBatap), TOKHOCTb U FOPOJ, T10JIb30BaTeNlel;

— oTOOpaXkeHue [OJDKHOCTA M JIMYHOTO HOoMepa TesedoHa TI0JIb30BaTesis BO BCIUIbIBAIOIIEH
II0JICKa3Ke C JIONIOJIHUTEeNIbHON HHpOopMaIen;

— otobpakenre PUO oTnpaBuTENS [IJIs MTOJIb30BaTeIeH U3 afjpeCHON KHUTH;

— nopjiep>kka ¢oTtorpaduu OTIPaBUTeNIs (aBaTapoB) ISl aBTOMATHYECKUX ITHCEM, OTIIPaBJIeHHbIX
cucremamu Atlassian Jira u Atlassian Confluence;

— OT3bIB OTITPABJIEHHOTO MMChMa Y BCEX WJIM OpeJle/IeHHbIX MoTydaTesiei MUChMa;

— yBeZIoOMJIeHHe O pe3yJibTaTe BBIIIOJIHEeHUS Ollepallvy 110 OT3bIBY MUCHhMA;

— BO3MOXXHOCTb OTO3BdATb OTIIPABJIEHHOE ITMCbMO Y CKPbITbhIX HOJIY‘IHTEJIEI;'I IMIMCbMa,
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— BO3MOXHOCTb yKa3aTh MOJTydaTesisi C UCII0JIb30BaHKeM IlaHeJId KOHTaKTOB;

— BO3MOXXHOCTb YKa3aThb CKPBITOTO IOJIy4aTesis, BbIOpaB €ro B BBINNAJAONIEM CIIMCKe W HaXKaB
kiaBuily ENTER;

— IPOCMOTP U Tepexo]i MO CChUIKe Ha J0OABIEHHYIO K COOBITHIO KOHGEpeHIMI0 B IMOYTOBBIX

YBeOMJIeHHX O IIPpUIIallieHWH Ha cobObITHe,

6.10 ®opmaTupoBaHHe TEKCTa MHCbMa

[TonnepxrBaemMble BO3MOXXHOCTH:

— ¢opmatrpoBaHHe TeKCTa IPU CO3[JTaHUU U peIaKTUPOBaHMM MUCHhMA;

— BbIOOp PopMara ab3arna;

— BBIOOD mIpudTa, pa3Mepa U 1BeTa mpudTa;

— BblJleJIeHHe TeKCTa IO0Iy>KUPHBIM, KYPCUBOM, MTO/T4YepKUBaHUEM;

— BbIPAaBHMBAHMe TEKCTa: 110 JIeBOMY Kpalo, 110 LIeHTPY, 10 IIPaBOMY Kparo, 110 IIHUpHHE;
— nobaBjieHue U yiajieHue OTCTYIIOB;

— nobapJieHue U y/ajeHre MapKUpPOBAaHHBIX U HyMepOBaHHBIX CIIMCKOB.

6.11 ITogmepaxka moamucu

[Tonnep:kuBaeMbie BO3MOKHOCTH:

— HaCTpPOWKa TOJIhb30BaTeieM aBTOMATHYeCKOW IOANKMCU THChMa C KApTHUHKOH, mobaBisieMoin
B TeJIO COODIIeHNUd;

— TMOJJIepKKa TIOJITUCH TI0JTb30BaTelsl 0 YMOJYAaHUI0, YCTaHOBJIEHHOUM B BeO-Bepcuu «MoiOduc
ITogtay;

— pelakTUpOBaHMe U yAajieHuWe TMOANKWCHA TI0 YMOJIYaHWIO, YCTAaHOBJIEHHOW B BeO-Bepcuu

«MoitOduc [Touray.

6.12 IIpaBuia Bxoasiei mMoYTHI

HOJ:[}IEP)KI/IBHEMBIE BO3MO>KHOCTH:
— dBTOMdATH4eCKasd 06p860TKa BXOOAMIIUX ITHMCEeM COIVIaCHO HACTPOEHHLIM IIPpaBUWJ/IdM II10JIb30BaTeIsd

110 11epeMelleHnto, yaaJleHuo, liepeHdllpdBJIeHUI0, IepedjpeCaliliy IIPUHATOrO ITMChbMaA.
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6.13 Hacrpoiika kaneHgaps

[Tonnep:xuBaeMbie BO3MOXKHOCTH:

— IIPOCMOTP KaJleHJapei: B JTHEBHOM, HeJleJIbHOM K MeCSTYHOM BUJIE;

— BKJIIOUEHHe U OTKJIIoueHHe 0TOOpakeHHs IOTIOTHUTETbHBIX KaJleH lapeii;

— CO3/laHMe U y/iajieHue KajleHJjapey;

— HaBUTAIMs TI0 BpeMeHU BHYTPH KaJleHJaps;

— TNOoAJiep>KKa MUHU—KaJleH1apsl Jisl ObICTPBIX [1epexo/I0B 10 JjaTaM;

— pelakTUpOBaHKe HACTPOeK MOAKIIOYEeHHOTO KajleHjaps;

— BKJIIOUeHHe 0TOOpaXkeHUs TOJIbKO pabo4yuX JHel B ceTKe KajleHAaps;

— oToOpakeHHe KaJjleHJlapel, K KOTOPbIM IIpe/IoCTaBJieH AOCTYII, IPU paboTe C MOYTOBBIM CepBEpOM

Mailion.

6.14 Pabora c katengapemM

[Tonnep>xuBaeMble BOBMOXKHOCTH:

— pelaKkTUpOBaHUe KajleH/1apew;

— M3MeHeHMe Ha3BaHUS KalleHJaps;

— BBIOOD 1IBeTa KajleHJaps U COOBITHN;

— MOAiJlep’KKa KajeHJaped C OOLIMM JOCTYIOM, IIPe[JOCTaB/IeHHbIM BCeM I10JIb30BaTessM

OpraHU3aluu.

6.15 ITonnep:xka coOBITHI U BCTpeY

[Tomnep>xuBaeMbie BO3MOKHOCTH:

— MPOCMOTP COOBITHIA B KaJleHIAPSIX;

— MPOCMOTP JIeTajiel COOBITHS UJIA BCTPEYH;

— CcO3[laHue, pelaKTUPOBaHUe U yiajieHHue HOBbIX COOLITHM U BCTpey;

— yKa3aHHe TeMblI COOBITHSI, MeCTa, BpeMeHH;

— nopaziepxkka pyHkmn «Ha Bech ieHbY;

— nobaBJieHe OIMMCAHUS COOBITHI;

— CO37]aHMe TTOBTOPSIONIMXCS COOBITHUI ¥ HAIIOMUHAHUKM O COOBITUH, BCTPeYe;
— TpUTJIAlIeHHe YYaCTHUKOB Ha COOBITHE M UX YBeIOMJIeHHE;

— JobaBjieHre y4yaCTHHKA B COOBITHE;
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— M3MeHeHMe CTaTyCOB YYaCTHUKOB: 00s13aTelbHbIM U Heo0s13aTeIbHbIA yUYaCTHUK;

— OTBeThI Ha NpUIJIallleHHe;

— MpPUHSITHE, OPUeHTHPOBOYHOE IIPUHSTHE WU OTKJIOHeHHe COOBITHS Yepe3 KOHTeKCTHOe MeHIO;

— MOJiIep>KKa ONIIMY OTBETUTh HA IpUIJIallleHue U3 MTHUChbMa;

— TUIAHUPOBIITUK COOBITHM;

— crenuasbHas MHAWKALWS 1Jis PeCypCOB B CIIMCKe YYaCTHUKOB COOBITHIA;

— yBeZloMJIeHHs] 00 U3MeHeHUH COOBITHS C TOAPOoOHOM nHbOpMaIell 0 BHeCeHHBIX U3MEHEeHUSIX;

— yBeIOMJIeHMsI O He[IOCTYyIIHOCTU pecypca ¢ MHopManued o JjaTe, BpeMeHM U OpraHu3aTope
BCTPEYHOT'O COOBITHS;

— BO3MOXXHOCTb He YBeJJOMJISITh YYaCTHUKOB COOBITHSI O CO3[JAaHUX COOBITHS U O BHECEHHBIX B Hero
M3MeHeHUsIX;

— BO3MO>XHOCTb OpPraHU3aTOPY OTKAa3aThCs OT MOIy4eHus yBeJJoMJIeHHH 00 OTBeTax IoJIb30BaTesen
Ha TpHYIVIAleHUs Ha CO3[JaHHOe UM COOBITHE;

— yBe[lIoMJIeHHe O ITPeBbIIIIeHUH MaKCHMaJIbHOTO pa3Mepa BIIO>KeHUS K COOBITHIO;

— yBefioMJIeHHe 006 OTMeHe OTHOTO U3 [TOBTOPSIOIIUXCSI COOBITHIH;

— MOJiep>KKa BJIOXKeHHWH K COOBITHIO, OTHpaBJeHHbIX B ¢opMaTe CCHUIKM Ha ailyl, XpaHSIIUACS
B cucreme MounOduc;

— yBe[loMJIeHHe O HOBOM BJIO’KEHUH K COOBITHIO;

— KHOIIKH J171s1 OBICTPOro OTBeTa Ha IpUIJIallleHe Ha COOBITHE;

— yBeJloMJIeHHe 0 KOHQUIMKTe COOBITHH B IIPUIJIAIIIEHUH Ha COOBITHE;

— yBeZIOMJIeHHe O CTaTyce OTBeTa Ha IpurJaiieHre Ha cobbitie MoinOduc;

— nHpOopManys 0 cTaTyce OTBeTa Ha IIpUIJallleHre Ha cobbitue MoiOduc;

— npuKperuieHre $aiioB K COOBITHIO M UX yllaJleHHe;

— HallOMUHaHMe O COOBITHUH, KOTOPOe MOXHO OTJIOXUTD, IIPEKPATUTh, OTKIIIOUUTH;

— WHCTPYMEHT IUIaHHPOBAHUSI C 0TOOpaXkeHHeM KaJleHIapHOT0 rpadyKa 3aHITOCTH 110JIb30BaTeJIs;

— [epeHO0C ¥ OTMeHa COBelIaHUH, C yBeJJoMJIeHHeM Y4aCTHUKOB;

— OpOHHpOBaHUe MTeperoBOPHbIX KOMHAT U PeCypCOB;

— nobaBiieHHe BIIOXKeHU! K BCTpeye;

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

— BO3MOXXHOCTb 3allOMHUTH BBIOOP KajleH/Japsi 10 YMOJYaHHUIO, B KOTOpHIM OyneT mobaBiieHO
CcoOBbITHE TIPH OTBETe Ha Hero;

— IepeHocC COOLITHS B }:[pyTOﬁ KaJleH[apb AJid OpraHru3aTOopad COOBLITHS U €T0 Y4daCTHHKOB;
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— BO3MOJKHOCTb OTKa3aTbCsl OT yBeJJOMJIEHWH C OTBeTaMM Ha COOBITHe JUIsl Y4eTHBIX 3aluced
IPYT'UX CEepPBUCOB;

— IIOHUCK PecypCcoB B OKHe CO3/1aHHs U pe/lakTHPOBaHUs COOBITHS;

— aBTOMaTHYecKoe Co3JlaHhe CChIIOK Ha KoHpepeHnuu TrueConf rmpu Hamu4My COOTBETCTBYIOIIEN
VHTerpauuy;

— aBTOMaTUYeCKOe CO3/IaHHe CChUIOK Ha KOHbepeHIMHU Squadus IIpU HaJIMYMM COOTBETCTBYIOIIEN
VHTerpauuy;

— aBTOMAaTUYeCcKoe CO3/laHuMe CChUIOK Ha  koHQepeHiuu VideoMost 1npu  Hanuuuu
COOTBeTCTBYIOIEN UHTerpallvy;

— aBTOMaTUYeCKOe CO3/laHHe CCBhIJIOK Ha KOHepeHIH Webinar npy Hanuuuu COOTBETCTBYIOIIEN
VHTerpauuy;

— OBICTpOe yIIpaBJleHWe CUCTeMHBIMU HAllOMHUHAHUSMU O COOBITMM U CepPUX COOBITHM C IIOMOIIbIO
KOHTEeKCTHOT'O MeHIO;

— NIpUMeHeHHe CBOMCTB (OpPMaTHpOBaHUS B II0JIe CBeJleHUH O COOBITMM: IOJY>KUPHBIN, KyPCHUB,
[OJYEPKHYTBIM, HYMEPOBAHHBIM CIIMCOK, MApPKUPOBAHHBLIM CIIMCOK, a TakKXe CBOMCTBA
BbIpaBHUBAHUS TEKCTA;

— HOJilep)kKa CJIeAYIOIIMX CTaTyCOB 3aHSTOCTH II0JIb30BaTesleil: IIpe[JBApUTENIbHO IIPUHSTOe
cobbiTHe, HeoOpaboTaHHOe COOBITHE;

— BbIOOp OpraHM3aTropa U3 AOCTYIIHBIX IIPA CO3JaHUM COOBITHS B KaleHAape, K KOTOPOMY paHee

OBLT NpeaoCTaBJieH JOCTYII C IIPdBAMHW Hd peJlaKTUPOBdHUE.

6.16 Ilognep:xka agpecHBIX KHUT

[Tonnep>xuBaeMble BO3MOXKHOCTH:

— OTIIpaBKa COOOIIEHUH KOHTAKTaM U3 afjpeCHON KHUTY;

— OTIIpaBKa COOOIIIEHUH 110 CIIUCKY PacChUIOK;

— BCIUIBIBAIOIIIME TIO/ICKA3KU K KHOIKaM JiedcTBuil «PenaktupoBatb», «OTIpaBUTH COOOIIEHUEY,

«Y IaJuTLY.

6.17 PaboTa CO CIIMCKOM KOHTAaKTOB

HOHHBP)KI/IBaeMbIe BO3MO>KHOCTH.

— IMPOCMOTP CIIMCKd KOHTAKTOB KOpHOpaTHBHOﬁ U JINYHOM aHPECHOﬁ KHHTI'H;
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— OTOOpakeHHe KapTOYKH KOHTAKTa KOPIIOPATUBHOM Y JIMYHOMW afpeCHOM KHUTH;
— CO3[aHue U peJakTUPOBaHUe KapTOYKU KOHTAKTa JIUYHOU affpeCHOU KHUTH;

— OTIIpaBKa KapTOuku KOHTaKTa B popmare VCF.

6.18 PaboTa co ciickoM pacchuIOK

HOJ:[}IEP)KI/IBHEMBIE BO3MO>XHOCTH:
— CO31aHKe U peJaKTUPOBdHKe CIIMCKa PACCBUIOK;
- }106aBJIEHI/Ie KOHTAKTOB B CITMCOK PACCBLIIKH;

— yAajieHHre CIIMCKOB PACCBIIKH.

6.19 3agaun

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

— TMOJIJIep>KKa 3a/1ay;

— BO3MOXHOCTb IIPOCMAaTpUBaTh 3a/laud, OTMETUTb 33Jlady KaK BBIIOJIHEHHAas, OTMEeTUTh KakK
HEBBITIOTHeHHas;

— COpPTHpOBKAa 33/lad 110 BpeMeHU Hauala, CPOKY, IPOIOJDKUTENIbHOCTU, MeCTy, COCTOSIHHIO,
BaXXHOCTH U TPOIIEHTY 3aBepIIeHHOCTH;

— ¢unbTpanys 3a/1a4 110 BpeMeHU U CTaTycCy;

— CO37laHMe U peJlakTUpOBaHUe 3a/1aY;

— yCTaHOBKA JaThl Hauala, CpPOKa, IIpUOpPWTEeTa, KaTeropuH, COCTOSHUS, IIporpecca, MecTa
MIPOBEJIEHUS U OMTMCAHUS 3a/1auu;

— yCTaHOBKA BpeMeHU HallOMHUHAHUS O 3a/1aue;

— BO3MOXHOCTb ITPWIOXKHUTD K 3ajlaye BIIOXKEHHUS;

— CO3/]aHMe CIIMCKOB 33/1aY;

— BO3MOXHOCTb yKa3aTh Ha3BaHUe U I[BET CIHCKa 3a/ay;

— BO3MOXHOCTb ITIOMECTHUTh 33]]a4y B CIIUCOK;

— BKJIIOUEHHe U OTKJIIOUeHHe YBeJJoMJIeHNH 00 3MeHeHUH 3afiayy;

— yCTaHOBKA HAallOMMHAHMS O 33jladye IO 3JIeKTPOHHOM MOYTe C yKa3aHWeM Ha3BaHMSl, ONMCAHUS,
IaThl OKOHYAHUS, KATETOPUH, CTaTyca U IPUOPUTETA;

— BO3MOXXHOCTh 0TOOpa3uTh HHMOPMaITKIO 00 aBTOpe 3a/lau B CITMCKaX 3a/a4 C 0OIIHUM JIOCTYIIOM;
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— [IpUMeHeHHe CBOWCTB $OpMaTHPOBaHUS B II0JIe CBEJIeHHWH O COOBITHM: IOJIYy>KUPHBIHM, KypCHUB,
IIOIYEPKHYThI, HYMepOBaHHBIA CIIMCOK, MAapKUPOBaHHBIM CIIMCOK, a TaKXe CBOMCTBa

BbIpABHHMBAHUA TEKCTA.

6.20 IIpoBepka opdorpadpun/myHKTyaIHu

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

— npoBepka opdorpacduy HaMCaHHOTO MMKUChMA JJIsS PYCCKOT'O M aHIJIMMCKOTO SI3bIKOB.

6.21 ITouck

[Topnep>xrBaeMble BO3MOXKHOCTH:

— IIOMCK 10 KOPIIOPAaTUBHOM aZipeCHOM KHUTe;

— TIOMCK 3JIEKTPOHHBIX COODIIEeHHUI;

— 3a[jaHUe Pa3INYHbIX KPUTepUeB IS [IOUCKA;

— TIOMCK aJIpecaToB M0 ¢pparMeHTy ajpeca 3JIeKTPOHHOM MOYTHI;
— TIOUCK I10 JIMYHOM aJIpeCHOM KHUTE;

— IIOMCK M0 KOHTAaKTaM U CITUCKaM PaCChUIOK;

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